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PaGouei

1.Komnerenuuu odyuawierocsi, popMmupyemMbie B pe3yjbTare

OCBOCHHUSA JUCIHUIIJINHBI

1.1. CocTaB KOMIETEHIINIA

IpOrpamMmoit

UCHUIIIIAHEI

«Jlemonpon3BoACTBO B KOPUIAUYECKOU

JEeSTENIbHOCTH MPEyCMOTPEHO (POPMUPOBAHUE CIETYIOIINUX KOMIIETCHIINH:

Wnnexc

DopMyIHpOBKa

OIIK-8

CIOCOOHOCTBIO MPABUJIBHO U TMOJHO OTPaKaTh PE3yJbTaThl MPO(ECCHOHATBHON NCSTEIBHOCTH B
FOpUJINYECKOW U MHOM JOKYMEHTAIUU

1.2. IlepevyeHb MJIAHMPYEMBbIX Pe3yJbTATOB 00y4YeHHs IO JUCHHUIINHE, COOTHECEHHBIX C
IJIAHUPYEMBbIMH pe3y/JIbTaTaAMH OCBOCHHS 00pa30BaTe/IbHON NPOrpaMMblI

Kon u
Ilepeuenn TexHonoruu CpencTBa u
HAaMMCHOBAaHHC HanmenoBanue HHAWKaATOopa
. JJIEMEHTOB (hopmupoBaHU TEXHOJIOTUHU
KOHTPOJIHNPYEMOU JOCTHXKCHUS KOMIICTCHIIMHN
KOMIICTCHIINH KOMIICTCHIIH OLICHKH
KOMIICTCHIIMHN
OIIK-8. M /.1 3HaeT OCHOBBI 3Haer: 3anHaTns VYerHbIi onpoc
Criocoben rOCYJapCTBEHHOU MOJUTUKU | OCHOBBI JICKIINOHHOT'O Tectuposanue
LICJICHAIIPABIICH | B 00JaCTH HH()OPMATHKH rocyaapcTBeHno | M3, KontponbHhpre
HO U MJ1.2 YMeeT IpUMEHSThH ¥ TIONIUTHKY B 3ansTus 3a/laHmd
CCMHUHApPCKOro 3aueT
3¢ dexTuBHO COBPEMEHHBIC obnactu B
¢
MOJTy4aTh nH(pOpPMAITMOHHBIE UHQOPMATHKH CaMocTOSTCIbH
IOPUINYECKU TEXHOJOTHH ATl [IOUCKA 1 Ymeer: as pabora
3HAYUMYIO 00paboTKu mpaBoOBOH NPUMeHATb
HHGOPMAITUIO uHpopMauny, 0pOPMIICHAS | copemeHHble
13 Pa3INIHbBIX FOPHINIECKAX JIOKYMEHTOB 1 | 1y14hopMaLOHH
HUCTOYHHKOB, MIPOBEICHUS ble TEXHONOMMM
BKITFOYAst ; CTaTHCTUYECKOTO aHalIn3a 1A NONCKa U
MpaBoBbIe 0a3bl | MH(OPMALIUY;
P (bopmarmu; 06paboTKM
JTaHHBIX, N /.3 Bnageet HaBbIKaMu NpaBoBo#
pewartsb 3a1aun | coopa u 00pabOTKH
nHpopmauymu,
npodeccuoHans | nHGopMarmy,
HOU HMEIOIIEN 3HAUECHUE IS opopmneHms
JEATENBHOCTH C | peann3alliy PaBoBbIX Hopm | OPUANHECKUX
NPUMEHEHHEM | B COOTBETCTBYIOMIUX chepax | AOKYMEHTOB U
UHQOPMAIMOHH | TIpodecCHOHATEHON nposeaeHUA
BIX TEXHOJIOTUI | JEATEIHHOCTH. CTaTUCTnU4ecror
U C y4ETOM 0 aHanu3a
TpeOOBaHMIA nHbopmaunu;
UHQOPMAIOHH Bnapeer:
o HaBBIKAMHU
Oe3omacHocTH cbopa u
00paboTku
uHbOpMAaIUH,
UMEIOIIEH
3HAYEHUE IS
peanmzanuu

MIPaBOBBIX HOPM
B
COOTBETCTBYIOI]
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Kon u
Ilepeuyens Texnonoruu CpenctBa u
HaVMEHOBaHUE HaumenoBanue nnaukaropa
. 3JIEMEHTOB (hopmupoBaHus TEXHOJIOTUHU
KOHTPOJIPYEMO JOCTHKEHUSI KOMITETEHIIHN
KOMITETEHIMN KOMITETEHINN OLICHKH
KOMITCTECHIINT
ux cdepax
poheCcCUOHANb
HOM
JIEeSITEIIbHOCTH.

1.3. IlepedyeHb MJIAaHUPYEMBbIX Pe3yJbTATOB 00y4eHHs 10 JUCHHUILINHE, POPMHUPYEMBIX B
pe3yJbTaTe OCBOCHUS AN CIHUILIHHBI

Kon u conepxanue
KOMIIETEHIIUH

MNunukaTopbl JOCTUKEHUS] KOMIIETEHIIUN

IInanupyembie pe3yabTaThl
OCBOEHHS JUCIUILINHEI 110
3JIEMEHTAM KOMIIETEHIINHN

OIIK-8. Criocoben
IeJICHATIPABICHHO 1
3 dexTrBHO
MOJIy4aTh
FOPUINIECKH
3HAYHMYIO
uHpopManuio u3
Pa3IHYHBIX
HUCTOYHHUKOB,
BKJTIOYasi IPABOBHIC
0a3bl JaHHBIX,
pemaTh 3a1a9n
npodeccuoHaIbHOM
JIESITeTHHOCTH C
MpPUMEHCHAEM
HHPOPMAITMOHHBIX
TEXHOJIOTUH U C
y4eToM TpeOoBaHMiA
nH(OpMaLMOHHOI
6e3omacHoOCTH

M /1.1 3naeT OCHOBBI TOCYIaPCTBEHHON TIOIUTHKU B
oGacti HHGOPMATHKA

WJ1.2 YMeeT npUMEHATh COBPEMEHHBIE
nH(OpMaIMOHHBIE TEXHOJIOTHH JUIS IIOUCKa U 00paboTKI
paBoBOH HH(OpMaIHH, 0GOopMIIEHHS IOPHITIECKIX
JIOKyMEHTOB ¥ IPOBEJICHUSI CTATUCTUYECKOTO aHaNIN3a
HHpOPMAIHIH;

N /1.3 Bnageet HaBbIKamMu cOopa 1 00pabOTKH
“HpOPMAIHH,

HMeEIOIIeH 3HaYeHHe JUIsl pealn3alii MPAaBOBBIX HOPM B
COOTBETCTBYIOIIMX chepax MpodheccHnoHaTbHON
JIeSITeITbHOCTH.

OIIK-8 31 3naTh - OCHOBBEI
TOCY/apCTBCHHOM IMOJIUTUKU B
00acTH HHGOPMATHKH

OIIK-8 Y1 YMmeTh - IPUMEHATH
COBpPEMEHHbBIE
MH(QOPMaIIMOHHBIE TEXHOJIOTHU
JUTSI TOMCKa 1 00pabOTKU
npaBoBOM MH(pOpMALNH,

o opMIICHHUS FOPUANIECKUX
JIOKYMEHTOB U TIPOBEJICHUS
CTaTUCTHYECKOTO aHAIIN3a
MHQOPMAIIH;

OIIK-8 B1 Baagers - HABBIKaMU
cbopa u 0OpaboTkH
uHbOpMAaIUH,

UMEIOIIEeH 3HAUCHHUE TS
peanu3alyy MPaBoBbIX HOPM B
COOTBETCTBYIOILIUX Chepax
poheCCUOHATBHOMN
JICSITSTIbHOCTH.
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2. ITacniopT OLIEHOYHBIX MaTEPHAJTOB /sl IPOBE/ICHUSI TEKYIIero KOHTPOJIS YCIIeBAeMOCTH M MIPOMEKYTOYHOMH aTTeCTAlMu

HanmenoBanue
TEMBI

Kontponupyemas
KOMITETEHIUS

Tumn KoHTpOIIS

Bup xonTpons

HanmeHnoBanMEe OICHOYHOTO
cpencTsa

[Tnanupyembie pe3yabTaThl OCBOCHUS
JUCLUIUIMHEI MO 3JIEMEHTaM KOMIIETeHLUI

Tema 1. OCHOBHBIE TEPMUHBI
1 noHsTHsA. CHUCTEMBI
IMOKyMEHTaIIH

Tema 2. IIpaBoBast ocCHOBa
FOPHINTIECKOTO
nenonpou3BojcTea B PO

Tema 3. CocTaB u

o opMIICHHE PEKBU3HUTOB,
00eCIIEYNBAOIIUX
FOPUINYECKYIO CHITY,
BHAYMMOCTH JTOKYMEHTOB B
IEeIOMIPOM3BOICTBE

Tema 4. JlokyMEeHTHpPOBaHUE
HOpPMaTHBHOW MH(pOPMaIHH.
/lenompou3BOACTBO MO
0OpaIIeHnsIM TpaxIaH B
OpTaHax BIACTH

OIIK-8. Criocoben
LieJICHAPaBJICHHO
1 3¢ PEeKTUBHO
HOJTy4aTh
IOPUINYECKU
3HAYUMYIO
HHPOPMALIHIO 13
Pa3IHMIHBIX
HCTOYHHUKOB,
BKJIIOYAs
MIpaBOBBIC Oa3bI
JaHHBIX, PeIlaTh
3a7a4u
po¢heCCHOHATBHO
1 AeSTEeIbHOCTHU C
MPUMEHEHUEM
nH(pOpPMaIMOHHBIX
TEXHOJIOTUH U €
y4eToM
TpeOoBaHUIt
HHPOPMAIMOHHOM
0e3omacHOCTH

TEeKYyIIHI

YCTHBII; TUCEMEHHBIN

VeI onpoc
TectupoBanue

OIIK-8 31 3naTh - OCHOBEI
rocyJapCTBEHHON IIOJIUTHKH B 00JIaCTH
MHQOPMATHKH

TEeKYyIIHHI

MMMCHMCHHBIA

VeI onpoc
TectupoBanue

OIIK-8 31 3naTthb - OCHOBHI
TOCYJIapCTBEHHOM ITOJIUTUKY B 00JIACTH
UHGOPMATHKHU

OIIK-8 Y1 Ymers - IPUMEHATH
COBpEeMEHHbIE HH(OPMALIMOHHBIE
TEXHOJIOTHH JUTSI TIONCKA U 00paboTKH
npaBoBOl HH(popMaIUH, 0OPOPMIICHHUS
IOPUINYECKUX TOKYMEHTOB U IPOBEICHHUS
CTaTUCTHYECKOTO aHaJIn3a HHMOpMAIUH

TeKyIui

MUCbMEHHBIA

VYcTHblif onpoc

OIIK-8 B1 Buiaaers - HaBBIKaMH cOOpa U
00paboTKku uHpOpMALIUH,

UMEIOLIEH 3HAYeHHUE VIS peasIn3aliu
MPaBOBBIX HOPM B COOTBETCTBYOIIIUX
cthepax mpodeCcCHOHATLHOMN NeSITeITLHOCTH

OIIK-8 31 3naTthb - OCHOBHI
TOCYapCTBEHHOM MOJIMTUKU B 00JIaCTH
UHGOPMATHKH

OIIK-8 Y1 YMmeTh - IPUMEHATH
COBpEMEHHbBIEC MH(POPMAIIMOHHBIE
TEXHOJIOTHH JUTSI TIONCKA U 00paboTKH
npaBoBOl HH(popMAINH, OPOPMIICHHUS
IOPUIMYECKUX JOKYMEHTOB U POBEICHUS
CTaTHCTUYECKOTO aHAJIN3a HHPOpMAIHH

Texymuii

MUCbMEHHBIA

TectupoBanue
VYcTHslif onpoc

OIIK-8 B1 Biaaersb - HaBBIKaMu cOopa U
00paboTk! HHPOPMAITHH,

UMEIONICH 3HAYCHHE IS PeaTi3alliu
MPaBOBBIX HOPM B COOTBETCTBYOIIIUX
cthepax mpodecCHOHATLHOMN NeSITeITLHOCTH

Bepcus 1.0 om 04.2025 2.
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HaunmenoBanue Kontponupyemas
TEeMBbI KOMITETEHIUS

Tun KoHTpOIIS Bup xonTpons

HanmeHnoBanMe OICHOYHOTO

cpencrea

[Tnaaupyemble pe3yabTaThl OCBOCHUS
JUCLUIUIMHEI MO 3JIEMEHTaM KOMIIETeHLUI

OIIK-8 31 3naTh - OCHOBEI
rocyJapCTBEHHON IOJIUTHKH B 00J1aCTH
MHQOPMATHKH

OIIK-8 Y1 Ymers - IPUMEHATH
COBpEMEHHbIE HH(OPMALIMOHHBIE
TEXHOJIOTHH JUTSI TIONCKA U 00paboTKH
npaBoBOi HH(pOpMaNH, OPOPMIICHHUS
IOPUINYECKUX TOKYMEHTOB U IPOBEICHHUS
CTaTHCTHYECKOTO aHAIN3a HHpOopManuu

Tema 5. Odopmnenue u
COCTaBJICHHE
OpraHU3aIl[HIOHHO-
pacHopsAUTENHHBIX
ITOKYMEHTOB

Texymuii YCTHBIN; MMCbMEHHBII

VYcTHBIif onpoc
KontponbHsle 3ananust

OIIK-8 B1 Buiaaers - HaBBIKaMH cOOpa U
00paboTKku uHpOpMALIUH,

UMEIOIIIEH 3HAUCHNE TS peaTn3aliiu
MPaBOBBIX HOPM B COOTBETCTBYIOIINX
chepax npodeccHoOHATLHOU ACSITEILHOCTH

OIIK-8 31 3naTthb - OCHOBHI
TOCYJIapCTBEHHOM ITOJINTUKY B 00JIACTH
UHGOPMATHKH

OIIK-8 Y1 Ymers - IPUMEHATH
COBpeMEHHbIE HH(POPMALIMOHHBIE
TEXHOJIOTHH JUTSI TIONCKA U 00paboTKH
npaBoBOH H(pOpMaKH, OPOPMIICHUS
IOPUINYECKUX TOKYMEHTOB U IPOBEICHHUS
CTaTHCTHYECKOTO aHAIN3a HHpOpMauH

Tema 6. OdopmieHue u
COCTaBIICHUE
MHPOPMAITMOHHO-
CIIPaBOYHBIX JOKYMEHTOB

Tekymuii

VeIl onpoc
KonrponbHbie 3ananns

OIIK-8 B1 Biaaersb - HaBBIKaMu cOopa U
00paboTKku nHpOpMAaLIUH,

UMEIOIICH 3HAaUCHUE IS peaTn3aliiu
MPaBOBBIX HOPM B COOTBETCTBYIOIINX
chepax npodeccHOHATLHOU ACSITEILHOCTH

OIIK-8 31 3naTthb - OCHOBEI
TOCYJIapCTBEHHOM ITOJINTUKH B 00JIACTH
UHGOPMATHKH

OIIK-8 Y1 Ymers - IPUMEHATH
COBpEeMEeHHbIE HH(OPMALIMOHHBIE
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HanmenoBanue
TEMBI

Kontponupyemas
KOMITETEHIUS

Tun KoHTpOIIS

Bup xonTpons

HanmeHnoBanMe OICHOYHOTO
cpencTa

[Tnaaupyemble pe3yabTaThl OCBOCHUS
JUCLUIUIMHEI MO 3JIEMEHTaM KOMIIETeHLUI

Tema 7. OCHOBBI KaZpOBOTO
IMEeIONPOU3BOICTBA

Tema 8. OcHOBHBIE
PHHIMIBI OpTaHU3aLUH
IMTOKYMEHT0000pOTA.
Peructpanus, yuer,
XpaHCHHE eI

Bce TeMbI THCITATITHBI

TEXHOJIOTHH JJIs IOUCKA U 00paboTKH
npaBoBOl HH(popMAIUH, 0OPOPMIICHHUS
IOpUIUYECKUX TOKYMEHTOB U MPOBEACHUS
CTaTHCTUYECKOTO aHAJIN3a HHPOpMAIHH

Texymuii

YcTHBIN

VeI onpoc
KoutposbHbie 3a1aHust

OIIK-8 B1 Baaaers - HaBEIKAMU
MCIOJIb30BaHUsI KOHKPETHBIX HOPMATUBHBIX
MPABOBBIX U HOPMATUBHO-METOAMYECKUX aKTOB
pu paboTe ¢ JOKYMEHTAIIMEH.

OIIK-8 31 3naTh - OCHOBEI
roCyIapCTBEHHOW MONUTHKH B 00IaCTH
MHQOPMATHKHI

OIIK-8 Y1 YMmeTh - IPUMEHATH
COBpEeMEHHBIE MHPOPMAIINOHHEIE
TEXHOJIOTHH JJIs IOUCKa U 00paboTKH
npaBoBOl HH(popMaIUHU, OPOPMIICHHUS
IOPUIANYECKUX JOKYMEHTOB U IIPOBEICHHUS
CTaTHCTUYECKOTO aHAJIN3a HHPOPMAIIHH

Tekymuii

VcTHBIN

VeIl onpoc
KontponbHbie 3ananus

OIIK-8 B1 Biaanerhb - HaBbIKAMU c6opa "
00paboTku HHpOPMAITNH,

MMEIONIeH 3HaUCHHE IS PeaTn3alinu
MPABOBEIX HOPM B COOTBETCTBYIOIIUX
cthepax mpodeCcCHOHALHOMN TeITeTLHOCTH

OIIK-8 31 3naTh - OCHOBEI
roCyIapCTBCHHOW MONUTHKH B 00IACTH
MHQOPMATHKH

OIIK-8 Y1 YMmeTh - IPUMEHATH
COBpEMEHHbIE HH(OPMALIMOHHBIE
TEXHOJIOTHH JJIS TIONCKa U 00paboTKU
npaBoBOi H(pOpMaKH, OPOPMIICHHUS
IOPUINUECKUX TOKYMEHTOB U IIPOBEICHHUS
CTaTUCTHYECKOTO aHaJIM3a HHQOpMaIUU

IIPOMEKY TOUHBII

VYcTHBIN

3aueT

OIIK-8 B1 Baajers - HaBbIKaMu cOopa u
00paboTKN HHPpOPMAITNH,

Bepcus 1.0 om 04.2025 2.
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HaunmenoBanue Kontponupyemas

Tun KoHTpOIIS Bup xonTpons
TEeMBbI KOMITETEHIUS

HanmeHnoBanMe OICHOYHOTO

cpencrea

[Tnaaupyemble pe3yabTaThl OCBOCHUS
JUCLUIUIMHEI MO 3JIEMEHTaM KOMIIETeHLUI

UMEIOIIEH 3HAUCHHUE [T peasTn3aI[iu
IPaBOBBIX HOPM B COOTBETCTBYIOIINX
chepax npodeccHoOHATLHOU ACSITEILHOCTH

OIIK-8 31 3naTthb - OCHOBHI
TOCYJIapCTBEHHOM MTOJINTUKH B 00JIACTH
UHGOPMATHKH

OIIK-8 Y1 Ymers - IPUMEHATH
COBpEeMEHHbIE HH(POPMALMOHHBIE
TEXHOJIOTHH JUTSI TIONCKA U 00paboTKH
npaBoBOl uH(popMaIUH, 0OPOPMIICHHUS
IOPUINYECKUX TOKYMEHTOB U IPOBEICHHUS
CTaTUCTHIECKOTO aHaJIn3a HHMOpMAIUH
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3. OueHouyHbIEe CpeaCcTBA JJIM MPOBeIeHNs] TEKYIIero KOHTPOJIA ¢ ONUCAHMEM NOKa3aTeJiei,
KPHUTEpPHeEB U MIKAJIbI OLlCHUBAHNUS

K OLCHOYHBIM CPCACTBAM TCKYLICTO KOHTPOJIA OTHOCATCS:
- YCTHBIH OMPOC TI0 TEOPETHIECKOMY MaTepHay;

- TECTUPOBAHHUE;

- BBITMIOJIHEHUE KOHTPOJIBHBIX 3a/1aHUM.
Kpurepun onieHuBanus:

- IOJIHOTA OTBETOB;

- CTENEHb OCO3HAHHOCTH, IOHUMAaHUs U3Y4YE€HHOT0;

- A3BIKOBOE O(pOpMIIEHHE OTBETA — YETKOCTh U MPABHIIBHOCTH PEYH;

- CTENIEHb CaMOCTOSITEJIbHOCTH BBIIIOJIHEHUS ICUCTBUS,
- OCO3HAHHOCTD BBIIIOJIHEHUS JCHCTBUS;
- BBINIOJIHEHHE ACHCTBUU B HE3HAKOMOU CUTyaluu (BBIIIOJIHEHUE 3aIaHU TBOPUYECKOTO

YPOBH3);

- KpEaTUBHOCTh, KOMMYHUKATUBHOCTb, KOMIIETEHTHOCTb.
YpoBeHb OCBOEHHUS KOMIIETEHIIMI ONpeaeNsercsi B 3aBUCUMOCTH OT KpUTEpHUs
OIICHUBAHMSI PE3YJIbTATOB O0YUYCHUS M IEMOHCTPUPYET YCIEIIHOCTh OCBOCHHS KOMITETCHITUH.

YpoBHU CPOPMUPOBAHHOCTH KOMIIETEHIUM

N . N Henonyctumsrit
IToBbIIIEHHBIN YPOBEHB bazoBelit ypoBeHb IToporoseiit ypoBeHb
YPOBEHb

Komnerenmnus Komnerenmnus Komnerenmus Komnerenmus He
chopmupoBaHa. chopmupoBaHa. chopmupoBana. chopmupoBaHa.
JemoHcTpupyercs JemoHcTpupyercs JlemoHCcTpUpyeTCs YpoBeHb
BBICOKHI YPOBEHb | JOCTATOUYHBIM YPOBEHb | HEJJOCTATOYHBI YPOBEHb | CAMOCTOATEIHHOCTH
CaMOCTOSITEIbHOCTH, CaMOCTOSITEIbHOCTH CaMOCTOSTEIbHOCTH MPAKTUUECKOrO HaBbIKa
BBICOKasl  aJalTUBHOCTh | YCTOHYHMBOTO MIPaKTUYECKOIO HABBIKA. HE IEMOHCTPUPYETCSI.

IMPAaKTUYCCKOI'0 HaBbIKA.

IMPAaKTUYCCKOI'0 HaBbIKA.

[[Tkaya oieHMBaHMUS U ONMCAHKE TTOKA3aTEIEH OLIEHUBAHKS AJIsl YCTHOI'O OIPOCA C
orpeziesieHueM YpOBHEH c(hOpMUPOBAHHOCTH

Banpnas
IKaia
OLICHUBAHUSA

OmnucaHue mokasarenei OLICHHUBAaHUA

YpoBeHb
c(hOpMHUPOBAHHOC
TH KOMIICTCHIIMH

«OTIIUMYHO

riryOoKue

SHaHUA u

T'paMOTHBIM

- OTBETHI HA TIOCTABJICHHBIE TPEMOIABATEIEM BOMPOCHI U3JTaralOTCsl JIOTHYHO,
MOCJIE/IOBATENILHO U HE TPEOYIOT IOMOTHUTEIbHBIX MOSCHEHNUH;

- TMOJHOCTHIO PACKPhIBaETCS CYTh IOCTaBICHHOTO BOIPOCA;
000CHOBaHHBIE BBIBOJIBI;
- JIEMOHCTPHUPYIOTCS
TEOPETHYECKUM MaTepPHAaIIOM;
- Marepuan u3jaraercs
TEPMHHOJIOTHs

cBOOOIHOE

A3BIKOM, TOYHO

JACIAr0TCA

BJIaJICHUC

HCIIOJIB3YETCA

MTOBBITIICHHBIH

«XOpouo»

- OTBEThl Ha IOCTABIECHHBIE BOIPOCHl M3JIATAIOTCS CUCTEMATH3HPOBAHO U
HOCJIE0BATENIBHO;
- Y4eOHBI MaTepHay H3JIaraercsi YBEPEHHO, HO HE B IIOJHOM oO0OBeMe
PAaCKpHIBAIOTCA MPUYMHHO-CIIECTBEHHBIE CBSI3Y;
- JIEMOHCTpUpYETCS YyMEHHUE aHalIM3UpOBaTh MaTepuan, OJHAKO HE BCE
BBIBOZBI HOCSIT apTyMEHTHPOBAaHHBIN U JOKa3aTENbHBIA XapaKTep;
- IOTyCKaeT HETOYHOCTH IIPH OCBEIICHUH OCHOBHOTO COAEPKaHMs OTBETa, HO
HCTIpaBIIeT MX 0e3 HaBOIIIINX BOIIPOCOB IPENOJaBaTels;

- Ha BOIIPOCHI JAa€T TOYHBIE 1 0OOCHOBAaHHEIE OTBETHI C HEOOIBIITUMH
MONIPaBKaMHM IIPENOaBaTeIst

0a30BbII
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«YyHOBJICTBOP
HUTCJIIBHO»

- IOIYCKAIOTCsl HAPYILIEHUSI B OTBETAX Ha BOIPOCHI MIpernogaBaTes;
- HE MOJIHOCTBIO PACKPBIBAIOTCS MPUYMHHO-CIICICTBEHHBIE CBS3H;

- JIEMOHCTPUPYIOTCS TIOBEPXHOCTHbIE 3HAHUS MPOMAEHHOTO MaTepuana;
HCIBITHIBACT 3aTPYIHECHUS C BBHIBOJAMU;

- MPU HEJOCTATOUYHOM 3HAHMM TEOPETHUUECKOro MaTepuaia JeMOHCTPUPYETCs
c(hOPMHUPOBAHHOCTH MPAKTHUECKUX HABBIKOB M YMEHUH

IToporosbiit

«HCYIOOBJIETBO
PUATEIBHO»

- OTBEYAET HETIOCIIE0BATEIbHO U COMBUMBO;

- TIpY U3JI0’KEHUN NPOWAEHHOTO MaTepHajia HeT JOTMIEeCKONH CHCTEeMaTH3aINH
1 HE PaCKpBIBAIOTCS IPHYMHHO-CIIE/ICTBEHHBIE CBSI3H;

- HE MOJKET CJIENIaTh BHIBOJBI 110 N3yUYCHHOMY MaTepuaiy;

- JIEMOHCTPHpYET MOJHOE HE3HAHUE TEOPETHUECKOTO MaTephaia; JIOMyCKaeT
rpyOble OIIMOKY B ONPEAETICHUSIX U TEPMUHAX;

- JIoIycKaeT TpyOble OMIMOKM IPH OTBETAaX HA MOCTABIEHHBIC BONPOCHI MM
BOBCE HE OTBEUAET HA HUX

HEJIOTTY CTUMBIN
(komMmieTeHIINS HE
OCBOCHA)

[IIxamna orieHMBaHUA U ONMCAHUE MMOKa3aTeEIEN OLIEHUBAHUS AJIf TECTOBLIX 3aJaHUH C

OTpeNieIeHueM YpOBHEH C(HOPMUPOBAHHOCTH

Banpnas mikana
OLICHUBaHUSI

OmnucaHue mokasarenei OLICHHUBAaHUA

YpoBeHb
c(hOpMHUPOBAHHOC
TH KOMIICTCHIIUH

«OTIIUYHO»

OTBET IIOKa3blBaeT IIyOOKOE ¥  CHCTEMaTH4YeCKOE€ 3HAHUE BCEro
HNPOrPaMMHOI0 MaTepuaja M CTPYKTypbl KOHKPETHOTO BOINpoca. A Takke
OCHOBHOT'O COJIEp)KaHMSl U HOBAIMH JISKIIMOHHOTO Kypca II0 CPaBHEHUIO C
yaeOHo# nmrepaTypoit. OOydarommiicss NeMOHCTPHPYET OTUYETIMBOE H
cBOOOHOE BJIAJICHNE KOHIENTYaJIbHO-TIOHATHUITHBIM amnapaToM, HayYHBIM
S3BIKOM HMTEPMHHOJIOTHEH COOTBETCTBYIOIICH HaydHOWH oOnacTu. 3HaHUE
OCHOBHOH JIMTEpPaTyphl U 3HAKOMCTBO C JOTOJHUTEIHHO PEKOMEH/IOBAHHOM
mutepaTypoid. Jlormdecknm KOPPEKTHOE U yOeIUTENnbHOE W3JI0KEHHE
OTBETOB.

TToBbIIIEHHBII

«XOpOTIO»

3HaHHWE Y3JOBBIX TPoOIEeM TPOTpaMMBI W OCHOBHOTO COJACPKaHHA
JIEKLMOHHOTO Kypca; YMEHHE MOJIb30BaThCsl KOHUENTYalbHO-NOHATUHHBIM
anmapaToM B TPOIECCE aHaIM3a OCHOBHBIX INPOOJIEM B paMKax JIaHHOU
TEMBI; 3HAHHUC BAXHEHIIMX pPabOT W3 CIOUCKA PEKOMEHIOBAHHOM
nuTepaTypel. B 1eOM JIOTHYECKH KOPPEKTHOE, HO HE BCerja TOYHOE U
apryMEHTHPOBAHHOE M3JI0KEHUE OTBETA.

0a30BbIi

«YHOBJICTBOPUT
CIIBHO»

3HAHUC OCHOBHBIX M BAXXKHEHINUX PAa3lENIOB MPOrpaMMbl, (pparMeHTapHEIC,
MOBEPXHOCTHBIE  3HAHUS MAaTEepHajoB MPOTpaMMBl M COJCPIKAHHUSA
JEKIIMOHHOTO ~ Kypca; 3aTpyJHEHHWS C  WCIOJNB30BaHHEM  HAyJHO-
TMOHATHITHOTO amnmapara ¥ TEPMHHOJOTHH Y4eOHOH TUCIUIUIMHEL, HETIOJITHOE
3HaKOMCTBO C PEKOMEHJOBaHHOHN JTUTEPaTypoil; YaCTUYHBIC 3aTPYIHEHUS C
BBHIITOJIHEHAEM TIPETyCMOTPEHHBIX MPOTPAMMOM 3aJaHWi; CTpEeMIICHHE
JIOTHYECKH ONPEACICHHO U TIOCIEI0BATEIFHO U3I0KHUTH OTBET.

IToporosbiit

«HEYIOBIIETBOP
UTEIBHOY

HEe3HaHHE, TNO0 OTPHIBOYHOE MPEICTAaBICHUE O JaHHOU MpobdieMe B paMKax
Y4e0OHO-POrPaMMHOT0 MaTepralia; HEYMCHHE HCIIONB30BaTh MOHSATHITHBIN
anmnapar; OTCyTCTBHUE JIOTUYECKOM CBS3U B OTBETE.

HEJIOTTY CTUMBIN
(koMneTeHLus He
OCBOEHA)

[ITxana oueHMBaHKS U OMMCAHUE MOKA3aTEIEH OUEHUBAHUS JI KOHTPOJIBHbBIX

3aJlaHMi, C OTIpe/IeTICHUEM YPOBHEH c(hOPMUPOBAHHOCTH

banpHas mkana OnucaHue noKa3aTelie OllcHUBaHUS YpoBeHb
OLICHUBAHUS c(hopMUPOBAHHOCTH
KOMITICTCHI[UN
«OTJIIUIHOY - 3aJjaHUC BBIMOJIHECHO MPABWIBHO W B IOJHOM OO0BeMe, coriacHO | [IOBBIMICHHBIH

HPEIbSBISICMBIM TPEOOBAHUSM;

- clieJlaHbl apTYMEHTHUPOBAHHBIE BBIBOIBL;

- TPOSIBJICH TBOPYECKHH TMOAXOM ¥ JEMOHCTPAIUS PAaMOHAIBHBIX
C1oco00B KOHKPETHOW MOCTABICHHON 33]1a4H;
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- CaMOCTOATCIIBHO u nocjIe10BaTCIbHO JactT OTBCTHI Ha
JAOTNOJIHUTCJIbHBIC BOIIPOCHI.

«XOpouo» - 3a/laHu¢ BBIIMNOJHCHO MHOPAaBUJIBHO W B IOJHOM 06L€Me, COryiacHO | 0a30BbIi
MNpCABABIIACMbIM Tpe60BaHI/I${M;

- CJCJIaHbI ci1abo APpryMCHTHUPOBAHHBIC BbIBO/bI;

- IIOKa3aHbl 3HAHUA B IIpCacIax H3yqaeM0ﬁ JUCHUIIIINHBI;
- JOIMYIICHBI HCAOYCTHI.

«Y/IOBJICTBOPHUT | - 33J]aHUE BBIIIOJIHEHO HE B MOJHOM 00bEMe, COTIacHO mpeabsaBisieMbiM | [loporoBbiii
eJIbHO» TpeOOBaHUM;

- C/IeJIaHbl HE I0CTATOYHO apTyMEHTUPOBAHHbIC U MTOJIHbIC BBIBOJIBI;
- HapyIIeHa JIOTMKa BBIMIOJHEHUS 33 JaHus;

- [IOKa3aHbl HE IOCTATOYHBIC 3HAHUS U3Y4aeMOH AUCIIUILUINHBI

- IOMYIICHBI ¢TUHIYHBIC CYIIECTBCHHBIC ONTUOKH.

«HCYOOBJICTBOD - 3aJaHUC HC BBIIIOJIHCHO, HGHOHYCTI/IMHﬁ
HUTCJIIBHO» - BBITIOJIHCHO HE BCPHO, (KOMHCTGHHI/ISI HC
- JONMYHICHHBIC HEIOCPECACTBCHHBIC OIIMOKU C HeHOCpGILCTBeHHOﬁ OCBOCHa)
TMOMOIIBIO MpeHoAaBaTCJIA.

ConeprxaHue OIIEHOYHBIX CPEICTB /ISl TEKYIEro KOHTPOJISI yCIeBAeMOCTH
IlepeyeHb BONMPOCOB AJ151 YCTHOTO OMpoca

[ToHsATHE «AEIONIPOU3BOACTBOY.
[TonsiTus «ropuaANYECcKas CUIa», KIOPUAUUECKas 3HAYUMOCTh JJOKYMEHTa
[ToHsATHE «AOKYMEHT» U «HOPUAUYECKUH «JTOKYMEHT.

4. TloHATHS «IOKYMEHTAllMOHHOE OOecleyeHue YMpaBiICHUs» U «MHPOPMAILIMOHHOE
o0ecrieyeHne yrpaBaeHHUsD

5. Cucremsl 1OKyMEHTAIINH.

6. Pa3BuTue TEpMUHOJIOTMYECKOTO amnmapara JeJI0IpOr3BOCTBaA.

7. 3Haudenwue ['ocyapCTBEHHBIX CTAHAAPTOB IS FOPUIUYECKOTO AEIOMPOU3BOCTBA.

8. Cranpmaptuzauuss MCO wu cucrtema MEHEIXMEHTa KadecTBa B IOPHUIANYECKOM
JIEJIONPOU3BO/ICTBE.

9. BenoMcTBEeHHBIE HOPMAaTUBHBIE aKThI B FOPUIUYECKOM JIEIOIPOU3BOJICTBE.

10. IIpoGaemMbl TOKATBLHOTO PETJIaMEHTUPOBAHUS FOPUIAYECKOTO JIETONPON3BOICTBA.

11. 3nauenne 3akoHa «OO0 apxuBHOM Jfene B PO» I8 IOpUAWYECKOTO
JIEJIONPOU3BO/ICTBA.

12. 3apyOeXHBbIi OMBIT PABOBOM 00€CIIEUEHHOCTH IOPUANYECKOTO JAETIOMPOU3BOJICTBA.

13. IIpaBoBas periaMeHTaIus JIEKTPOHHOTO JOKYMEHTOO0O0pOTA.

14. KosnnyecTBEeHHBIN U KaUECTBEHHBIN COCTaB PEKBU3UTOB IOKYMEHTOB.

15. TpebGoBanus kK 0OPMIICHHUIO PEKBU3UTOB IMPOTOKOJIA.

16. I'pynmbl  pekBU3UTOB,  HEOOXoAuMble  uig  S(PQPEKTUBHOH  OpraHU3aluu
JIOKyMEHTO000pOTA.

17. PekBU3UTBI Kak CpEACTBO OOECIEUEHHUs IOPHIMYECKON CHUJIBl M IOPUAMYECKON
3HAYUMOCTUIOKYMEHTA.

18. BaKHOCTH pEKBU3UTOB VIS CO3/IaHUS €IMHOTO HH(POPMAITMOHHOTO TPOCTPAHCTBA.

19. OdopmieHue 6J1aHKOB OPraHU3AINUH.

20. IToHATHE MpaBOBBIX JOKYMEHTOB.

21. XapakTtepucTHKa HOPMAaTHUBHBIX MPABOBBIX aKTOB OPraHOB rOCYJapCTBEHHOM BJIACTH
MMYHUIUIATBHBIX IPABOBBIX AKTOB.

22. PacniopsauTtenbHbIe TOKYMEHTBI: IOCTAaHOBJIECHHE, MMPUKA3, PACTIOPSIKEHUE, PEIICHUE
— MOPAI0K 0(OPMIICHUS U BBEACHUS B ICHCTBHE.

23. Buapl obparmieHuii rpakaaH.

24. TpeboBaHus k 0hOPMIICHHUIO U MMOa4e 0OpaIleHui TpaxkiaH.

W=
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25. TIopsiaok moaroToBku, opopMIICHUSI OTBETOB Ha OOpAICHHS TPaXKIaH.
26. CocraBnenue u opopmiIeHHE CITy>KEOHBIX MTHCEM.

27. OdopmieHus akra.

28. OdopmieHns: IPOTOKOJIOB.

29. Bwuapl 3asBieHuit, nx ohopmiieHUE.

30. OdopmiieHHs TPOTOKOJIOB.

31. O6paboTka BXOAAIIMX U UCXOASIINX JOKYMEHTOB.

32. ®opmupoBaHue U 0QOpMIICHHE AEI.

33. XpaHeHue, nepegaya U yHUUTOKEHUE JIETT.

34. IloaroToBka JOKYMEHTOB K IIEPEAYE B APXUB.

35. JlokanpHas perjaMeHTaIus JOKyMEHTO000poTa.

36. TexHu4eckre CpeICTBA YIPABICHHUS B OPraHU3alluKl JOKYMEHTO000pOTa.
37. OnepaTuBHOE XpaHEHUE JOKYMEHTOB.

38. Ilopsinok MpoXOoxKACHUS BXOAAIINUX U UCXOIAIINX JOKYMEHTOB

IlepeyeHb KOHTPOJIBLHBIX 3aJaHU I

3apganmne 1. CoctaButh MHPOPMALMOHHOE MUCHMO. [lJIT OATOTOBKM MHUChbMa BHIOPATh
OpraHU3aINIo, OMPEETUTh €€ OPraHN3alMOHHO-TIPaBOBYIO (opMy, ropuandeckuii aapec, PO
pyxoBoautens, OI' PH, OKIIO, MHH/KTIIT

3apanme 2.CocTtaBUTh NHUCBMO-TIpochOy. JIsi TOATOTOBKM THChMa  BBIOpaTh
OpraHu3aINIo, ONPEACTIUTh €€ OpPraHU3alMOHHO-TIPABOBYIO (opMy, ropuandeckuii aapec, @O
pykoBoautensi, OI'PH, OKIIO, MUHH/KIIIT

3apanmne 3.CocTaBUTh NMUCHMO-TIpeAynpexaeHue. il MOArOTOBKM MHCbMa BHIOpATh
OpraHU3aIMI0, OMPEETUTh €€ OPraHN3alMOHHO-TIPaBOBYIO0 (opMy, ropuandeckuii aapec, PO
pyxoBoautens, OI' PH, OKIIO, MHH/KTIIT

3ananue 4.CocTtaBUTh NUCHBMO-TIpHUTamIeHWe. [T MOATOTOBKM THChMa BBIOpaTh
OpraHu3aIIo, ONPEACIUTh €€ OpPraHU3alMOHHO-TIPaBOBYIO (opMy, ropuandeckuii aapec, @O
pykoBoautensi, OI'PH, OKIIO, MHH/KIIII.

3aganme S5.CocraBuTh pekigamMHOE MUCHMO. /[l TOATOTOBKM THCbMa BBIOPATh
OpraHU3aINIo, OMPEIEITUTh €€ OPraHN3alMOHHO-TIPaBOBYIO0 (opMy, ropuandeckuii aapec, PUO
pyxoBoautens, OI'PH, OKIIO, MHH/KTIITT

3apnanue 6.CocTaBuUTh NHCHMO-TIOATBEpKACHHE. 711 TOATOTOBKM THChMa BBIOpATh
OpraHu3alnIo, ONPEACIUTh €€ OpPraHU3alMOHHO-TIPaBOBYIO (opMy, ropuandeckuii aapec, @O
pykoBoautensi, OI'PH, OKIIO, MHH/KIIII.

3aganme 7.CocraBUTh NUCHMO-HamoOMUHAaHUE. JIJI1 TOATOTOBKM MHCbMa BbHIOpATh
OpraHU3aINIo, OMPEIEITUTh €€ OPraHN3alMOHHO-TIPaBOBYIO (opMy, ropuandeckuii aapec, PO
pyxoBoautens, OI' PH, OKIIO, MHH/KITIII.

3ananue 8.CocTaBUTh NHUCHMO-TIPETEH3WIO. J[7s TOATOTOBKM THChMa BBIOpaTh
OpraHu3aIIo, ONPEACIUTh €€ OpPraHU3alMOHHO-TIPABOBYIO (opMy, ropuandeckuii aapec, @O
pykoBoautensi, OI'PH, OKIIO, MTHH/KIIII.

3aganme 9. CocraBuTh NpHUKa3 O MpHEMe Ha pPadOTycOTpyIHUKA.J[Js MOATrOTOBKU
npHuKa3a BbIOpAaTh OpraHU3alyio, OINPEAETUTh €€ OpraHU3alMOHHO-NPAaBOBYIO (opmy,
ropuanueckuii  agpec, OUO pykoBoauTens, KIOYEBBIE JOJDKHOCTH M IOJpa3feiieHus
OpraHu3aIu.

3apanmne 10.CocraButh nprka3 o0 yBOJBHEHMH COTPYIHHUKA.J[JIs1 TOATOTOBKM MpHUKa3a
BbIOpaTh OpraHM3allIo, ONPENEIUTh €€ OPraHHU3alMOHHO-TIPaBOBYIO (GOpMY, IOPUAMYECKUN
aapec, @O pykoBoauTens, KIOYEBbIE JOKHOCTH U MTOAPA3AEIICHNs OpraHU3aliHy.

Bepcus 1.0 om 04.2025 e.



ABTOHOMHAS1 HEKOMMEPUECKasi OpraHn3aIHsl BEICLIIETO 00pa30BaHuUs Crpanuna 13 u3 25
«Cankr-IleTepOyprekasi WpuANYECKAas aKaIeMus»

Cets\\baseserver\SharedDocs://2017/uch_met YUEBHO-METO/] OTJEJI/1 BAKAJIABPUAT OIIOII, na6op 2025

3ananme 11.CocTaBuUTh NMpUKa3 0 NTPEMUPOBAHUMU COTPYAHUKA.J[JISI MOATOTOBKH MpUKa3a
BBIOpAaTh OPraHU3aIMIo, ONPEACIUTbh €€ OpPraHU3alMOHHO-TIPABOBYIO (OPMY, HOPUIAMYECKHIMA
anpec, DO pyKOBOAMUTENS, KIFOUEBBIE JOKHOCTU U MOJPA3ACIICHUS OPTaHU3ALINH.

3aganme 12.CocTaBUTh NpUKa3 O B3bICKAaHMM.J[JII TOATOTOBKM IpHKa3a BbIOpaTh
OpraHU3aINI0, OMPEIETUTh €€ OPraHN3alMOHHO-TIPaBOBYIO0 (opMy, ropuandeckuii aapec, PO
PYKOBOJUTEIS, KIIFOYEBBIE JOLDKHOCTH U MTOAPA3IEIECHNS OpraHU3aluy.

3ananme 13.CocTaBUTh NpPUKA3 O KOMAHJIMPOBAHMHM COTPYIHHUKA.J[JIsT TOATOTOBKHU
IprKa3a BBIOpaTh OpraHU3aIMIO, ONpPENCIUTh €€ OpraHu3alMOHHO-TPaBOBYIO  (opmy,
opuandeckuii  aapec, DPUO pykoBoauTENs, KIIOYEBBIE JIOHKHOCTH U TOAPA3ACICHUS
OpraHH3aI1H.

3ananue 14.CocraButh mpukaz o0 ormycke. /sl MOATOTOBKH TpUKa3a BBIOpaTh
OpraHu3aIIo, ONPEACTUTh €€ OPraHU3alMOHHO-TIPABOBYIO (opMy, ropuandeckuii aapec, PO
PYKOBOAMTES, KIIFOUEBBIE TOJPKHOCTH U MIOJIPA3/IEJICHUsI OpraHnu3aliy.

3apanmne 15.CocraButh akT peBu3uU. /[ MOATOTOBKM aKkTa BBIOpATh OpraHHU3aIMIO,
OTIPENICTTUTh €€ OpraHU3aIMOHHO-TIPaBOBYIO (opMy, ropuandeckuii aapec, PO pykoBoguTes,
KJIFOUEBBIE JJOJDKHOCTH U NTOAPA3IETICHNS OpraHU3al1u.

3apnanue 16.CoctaBuTh akT cnucaHus. J|Jisi MOATOTOBKM akTa BRIOpaTh OpraHU3AIHIo,
OTIPENIeNIUTh €€ OPraHMU3aLMOHHO-TIPaBOBYIO (opMy, opuandeckuii agpec, PO pykoBoauTens,
KJIFOUEBBIE JOJDKHOCTH M MOJAPA3AEIECHUS OpraHU3aluH.

3apganmne 17.CoctaBuTh aKT mepenayd mMarepuaioB M oOopynoBaHus. s MOArOTOBKU
aKTa BbIOpaTh OPraHMU3AIHIO, ONIPEAETUThH €€ OPraHu3allMOHHO-TIPABOBYIO (POPMY, IOPUANYECKUN
aapec, @O pykoBoauTens, KIOYEBbIE JOKHOCTH U MTOAPA3ACIICHNS OpraHU3aliH.

3ananue 18.CoctaButh aKT ciauu paboT. JJis MOATOTOBKH aKTa BHIOpPATh OpraHU3aIlHIo,
OTIPENICNIUTh €€ OPraHMU3aLMOHHO-TIPABOBYIO (opMy, ropuandeckuii agpec, PO pykoBoauTens,
KJIFOUEBBIE JOJDKHOCTH U MOAPA3AEICHUS OpraHU3aliH.

3aganme 19. CocraBuTh aKT YHUYTOXKEHHUsS. /[l TOArOTOBKM akTa BBIOPATh
OpraHU3aINI0, OMPEETUTh €€ OPraHN3alMOHHO-TIPaBOBYIO (opMy, ropuandeckuii aapec, PO
PYKOBOJUTES, KIIFOYEBBIE JOHDKHOCTH U MTOAPA3IEIECHNS OpraHU3aluy.

3ananue 20.CocTaBUTh CIPaBKy O MecTe pabOThI. /[ MOATOTOBKM JOKYMEHTa BHIOpaTh
OpraHu3aINIo, ONPEACTIUTh €€ OpPraHU3alMOHHO-TIPABOBYIO (opMy, ropuandeckuii aapec, @O
PYKOBOAMTES, KIIFOUEBBIE TOJPKHOCTH U MIOJIPA3/I€JICHUsI OpraHU3aliy.

3ananmne 21.CocTaBUTh MOKIATHYIO 3amucKy./[ns MOAroToBKM IOKyMeHTa BbIOpaTh
OpraHU3aINIo, OMPEEIUTh €€ OPraHN3alMOHHO-TIPaBOBYIO0 (opMy, ropuandeckuii aapec, PO
PYKOBOJUTEIS, KIIFOYEBBIE JOLKHOCTH U NTOAPA3IEIEHNS OpraHU3aluy.

3apnanue 22.CocTaBuUTh CIyKeOHYIO 3amucky./[ns MOATOTOBKM JOKYMEHTa BBIOpaTh
OpraHu3aIIo, ONPEACTIUTh €€ OpPraHU3alMOHHO-TIPABOBYIO (opMy, ropuandeckuii aapec, @O
PYKOBOAMTES, KIIFOUEBBIE JOJDKHOCTH U MOJIPA3/I€TICHUsI OpraHU3aliy.

3apanmne 23.CocTaBUTh 3asBIEHHE O NpHeMe Ha paloTy./[ns MoAroToBKM AOKyMeHTa
BbIOpaTh OpraHM3alMIo, ONPENEIUTh €€ OPraHU3aIlMOHHO-TIPaBOBYIO (GOpMY, IOPUAMYECKUN
aapec, @O pykoBoauTens, KIOYEBbIE JOKHOCTH U MTOAPA3AEIICHUS OpraHU3aliH.

3ananue 24.CocTtaBuTh 3asBiIcHHE 00 YBOJIBHEHHUU IO COOCTBEHHOMY >KeiaHuto.[[ms
MOJATOTOBKHM JOKYMEHTa BBIOpATh OpPraHMU3allMIO, ONMPECNIUTh €€ OpPraHU3alOHHO-TPABOBYIO
dbopmy, ropunudeckuii agpec, DO pykoBoauTesns, KIOUEBbIE JOMKHOCTH M TOJpa3IeiCHUs
OpraHM3aI1H.

3ananme 25. CocTaBUTh NPUKA3 O CO3JAHUM HKCIEPTHOM KOMHUCCHUU JJI TPOBEICHUS
AKCIEPTU3BI HEHHOCTU JOKYMEHTOB OpraHU3alluu.

Jlis MOATOTOBKM NpHKa3a BHIOpaTh OpPraHHU3aIlUIO, ONPEIENIUTh €€ OpraHU3alUOHHO-
npaBoBylo (opmy, topunumueckuir anpec, @O pykoBoauTens, KIIOYEBHIE IODKHOCTH H
MO/Ipa3/IesICHNs] OPTaHU3aLUN.
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3ananue 26.CoctaBuTh mnHChMO-H3BemieHHe. [l TMOATOTOBKM THChMa BBIOpaTh
OpraHu3aIIo, ONPEACIUTh €€ OpPraHU3alMOHHO-TIPaBOBYIO (opMy, ropuandeckuii aapec, @O
pykoBoautensi, OI'PH, OKIIO, MHH/KIIII.

3aganue 27.CocTaBUTh COMPOBOAUTENHHOE MUCHMO. )i MOATOTOBKU MHChMa BBIOPATH
OpraHU3aINI0, OMPEIETUTh €€ OPraHN3alMOHHO-TIPaBOBYIO0 (opMy, ropuandeckuii aapec, PO
pyxoBoautens, OI' PH, OKIIO, MHH/KTIII.

3ananme 28.3aperucTpupoBaTh B KypHaAJ€ WM HAa KOMIIBIOTEPE HECKOJBKO Pa3IMYHbIX
MPUKA30B.

3ananme 29.3aperucTpupoBaTh B KypHaAJ€ WM Ha KOMIIBIOTEPE HECKOJBKO Pa3IMYHbIX
MIHACEM.

3ananme 30. [ToAroToBHTE JUCT COIIACOBAaHUS TpHUKaza. {1 MOATrOTOBKM JOKYMEHTa
BBIOpaTh OPTaHU3AIMIO, ONPEICIUTh €€ OPraHU3AIMOHHO-TIPABOBYIO (GOpMY, FOPUAMYECKUN
anpec, @O pyKOBOAMUTENS, KIIOUEBBIE JOKHOCTU U MOJPA3ACIICHUS OPTaHU3ALINH.

3apnanme 31.CocrtaBuTh mnpoTokos 3acemanuss CoBeTra JIUPEKTOPOB aKIIMOHEPHOTO
oOmiectBa. /{151 MOArOTOBKM MPOTOKOJIa BHIOPATh OPraHU3aIMI0, ONPEACTUTh €€ IOPUANYECKU
aapec, ®UO pykoBoAUTENS, KIIFOUEBBIE JOJKHOCTH U MOJIpa3IeieHUs] OpraHU3all|H.

TecToBBIC 3a1aHUA

1. JlokymeHT — 3T0:

A) ITuceMeHHOE CBHIETENLCTBO, JOKA3aTEIbCTBO;

b) CocraBneHHbli B MOpAIKE, NMPELYCMOTPEHHOM 3aKOHOM, akKT, YJIOCTOBEPSIOIIMMA
opuaudeckuid GpakT (pokaeHue, BCTYIUICHHE B OpaK) WU MPEACTABIISIIONTUHN MTPaBoO Ha YTO-THOO0
(IMIIIOM, 3aBEIIAaHHUCE);

B) 3adukcupoBanHas Ha MaTepHalbHOM HOCHTENEe HHPOPMAIUS C PEKBU3UTAMHU,
MO3BOJIIOIINMU €€ HICHTU(DUITUPOBATS.

2. le1onpou3BoaACTBO — 3TO:

A) Ortpacnp nesSTeNnbHOCTH, O00eClednBaroias JOKYMEHTUPOBAHHE W OPTraHU3aIUIO
paboThl ¢ OPUITHATBEHBIME TOKYMEHTAMH;

b) Benenue kaHIENAPCKUX J€N, COBOKYITHOCTh pa0OT MO JOKYMEHTHPOBAHUIO
NEeSTENIbHOCTH YUPEXKICHUS U TI0 OpraHU3aliK IOKyMEHTOB B HEM;

B) CoBokynHOCT, paboT MO JOKYMEHTHPOBAHHUIO YIPABICHYECKOW JCSITEIbHOCTH
YUpEXJIEHUHN U 0 OpraHu3aiuy padboThl ¢ JOKYMEHTaMH B 3TUX YUPEKICHUSAX.

3. JaToii npuka3oB, nuceM, GakcoB, CIPABOK, SIBJISIETCH:

A) Jlata coObITHSI, KOTOPOE B HEM 3a()UKCUPOBAHO;

b) Jlata moanucanus.

4. Eciii cipaBKa HOCUT (PUHAHCOBBIN XapaKTep, TO MOANUCHIBAIOT ee:

A) PykoBoauTens;

b) PykoBomurens u Oyxranrep;

B) byxranrep.

5. Pe30/11011110 Ha CIyKeOHOM MUCbMe MOKHO NMUCATH:

A) Ilo Tekcry;

b) Ha otnensHOM nucTe Oymaru;

B) Ha cB0O01HOM OT TEKCTE MecTe.

6. Kakoe ciry:ke0HOe MUCbMO HMeEeT 0TMETKY 0 HAJIMYNH NMPUIT0KEHUSA:

A) 3ampoc;

b) Undopmannonnoe;

B) ConpoBoaurtensHoe;

I') Bce ciyxebHbBIC THCHMA.

7. KT0 noanuceiBaeT NpoToKoa?
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A) PykoBoauTenbs opraHu3aiuy;

b) Ilpencenarens cobpanus;

B) [Ipencenarens u cekperapb coopaHus.

8. IoKyMeHTBI 10 JINYHOMY COCTABY XPAHATCS:

A) 10 ner;

b) 50 ner;

B) 75 ner;

I') [TocTostHHO.

9. bilaHK T0KyMEHTa — 3TO:

A) CranpapTHblii TUCT OyMaru ¢ BOCIPOU3BEACHHOM Ha HEM MOCTOSIHHOM MH(OpMaIuei
JIOKYMEHTa U MECTOM, OTBEJCHHOM JJIs IEPEMEHHOM;

b) benblil nuct Oymard ¢ 4acTHYHO HaleYaTaHHBIM TEKCTOM M NpoOesiaMH, KOTOpBIE
3aMoOJTHAIOTCS aKTyaIbHOU WH(pOpMaluen (HarpuMep, aHKETHBIA OJ1aHK);

B) Jluct Gymaru ¢ HareyaTaHHBIM Ha3BaHUEM YUPEKICHUS, TPEIPHUSITHSI, OPTaHU3AIHH
WIM C YaCTUYHO HAlleyaTaHHBIM TEKCTOM, MPEAHA3HAUYEHHBIM JUISl COCTABIIEHUS! IOKYMEHTOB IO
ompezaeneHHou Gopme;

I') HaGop pekBu3UTOB, HICHTUPHUIIUPYIOMHUX aBTOpa O(UIIMAIBHOTO MHCHbMEHHOTO
JIOKYMEHTA.

10. HoMeHKIaTYypBI 1€/ COCTABJAIT B BHjE:

A) Tabumpr;

b) Tekcra,

B) Tekcra u uudp.

11. Kakue pacnopsiiute/ibHbIe JOKYMEHTHI U31AI0TCSI HA OCHOBE €IMHOHAYAJIMS:

A) Yka3zbl;

b) Yka3zanus;

B) IIpuxa3sr;

I') Pemienns;

J1) IloctanoBneHUsI.

12. ABTOpPOM €J1y:Ke0HOr0 NMUChbMA SABJISIETCS:

A) Opranusanus, pupma, OT IMEHH KOTOPOU MOCHIIAETCS TUCHMO;

b) lomkHOCTHOE U110, KOTOPOE MOMHACHIBAET MTUCHMO;

B) UcnonnuTens, KOTOPBIA TOTOBUT TEKCT MUCHMA;

I') ®usnveckoe WM IOPUIAYECKOE JIUIIO0, CO3/IaBIIEe JOKYMEHT.

13.Ecin pacnopsiauTe/ibHasi YaCTh TeKCTA HAYHHAETCH CJI0BaMH “00M3bIBaI0”, TO
3T0:

A) npuka3s

b) zasBnenue

B) pacniopsixenue

I') ykazanue

14. Aanb00M (pOPM TOKYMEHTOB OPraHH3AIUH — ITO:

A) COOpHUK JTaJIOHHBIX YHUMDUIIMPOBAHHBIX (OPM JTOKYMEHTOB, NMPUMEHSIEMBIX IS
JIOKYMEHTHUPOBAHUS JEATEILHOCTH OPraHU3allUu;

b) CoopHuK BCeX BHIOB JOKYMEHTOB;

B) CoopHuk popm TOKyMEHTOB, pa3paOOTaHHBIX B TAHHON OpraHU3alINu.

15. FOpuauveckyro cuiIy J0KyMeHTa COCTABJISIET:

A) CBoiicTBO 0UIMATBHOTO JOKYMEHTa, cooOlaeMoe €My JIeHCTBYIOIIMM
3aKOHOAATEIbCTBOM, KOMIIETEHIIMEH H3JaBIIET0 €ro opraHa M YCTAHOBJIEHHBIM MOPSJIKOM
oopmienus;

b) [TognmucaHHbII IOPUCTOM TOKYMEHT;

B) [loanucaHHbIi BceMU PYKOBOAUTEISIMU JTOKYMEHT.
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16. PekBU3UT 10KYMEHTA — 3TO:

A) OO6s13aTenbHBIN 3JIeMEHT 0POPMIICHHUS OPHUIIUATBHOTO JOKYMEHTA;

b) Ero oTnenbHbIN 27€MEHT;

B) Yactsb city:xe0HOTO MHChMa;

I') ®upmenHsbIii OJ1aHK.

17. lenoBble NUCbMAa 00BIYHO 3aKAHYUBAIOT pazamMu:

A) B cootBetrcTBUU ¢ Bameli npocs00i ...

b) C yBaxxeHuem ...

B) Hamu paccmoTpens! Bamm npenioxeHus ...

I') B cBsizu ...

18. I'apanTHiiHOE MUCHMO — ITO:

A) JlokyMeHT, CcOOOWAIOMmUKA O MNpHONMKEHUH, YCKOPEHHWH, HWCTEYCHHH CpOKa
UCIIOJTHEHUS KaKOro-1100 NeicTBUS;

b) lokyMmeHT, copepkallinii IpUriIalieHue Ha MEPOIIPUSITHE;

B) JlokymMeHT, B KOTOpOM TapaHTHUPYETCsS OIjlaTa BBIIIOJHEHHOW padOThl WU
peocTaBleHue 4ero-mbo (paboThl, TOMEIICHUS | T.1.);

I') lokyMeHT, TOATBEPKAAIONTUH TTOyYCHUE [ICHHOCTEH.

19.1Ipumenenune Tabesast u Anb00ma popM JOKYMEHTOB o0ecreunBaeT:

A) Yauduxaruo GopM TOKyMEHTOB;

b) IOpuanueckyo cuily 10KyMEHTOB;

B) OnepatuBHOCTD peanu3anuu ynpaBieHIECKOW QyHKIIUNA OpraHu3aIiu.

20. MaiiTe onpenenenne popmy.isipa-oopasua:

A) CoBOKYITHOCTh PEKBHU3UTOB JIEJIOBOTO MHCHhMA;

b) CoBOKynHOCTH pacrnoIOKEHHBIX B ONPEEIEHHON MOCIEN0BAaTEIBHOCTH PEKBU3UTOB,
MPUCYIIMX BCEM TOKYMEHTaM ONPEIEICHHON CUCTEMbI TOKYMEHTAIUU;

B) CoBOoKynHOCTb PEKBU3UTOB MpUKa3a;

I') CoBOKynTHOCTh pEKBHU3HUTOB aKTa.

21. ApxuB - 3T0:

A) Opranuzanusi Wil ee CTPYKTypHOE MOApa3JelieHre, OCYIIECTBISIONIEe MpUeM H
XpaHEHUE apXUBHBIX JOKYMEHTOB C IEJIbIO UCIIOIh30BAHUS*

b) kauroxpanwmmmie

B) cnioco6 xpaHeHus JOKYMEHTOB

22. JIOKyMeHT, 3aKpeIISIOINH J0JKHOCTHOH U YMCJIEHHbIA COCTAB NMPEeANPUATHS C
ykaszaHueM (poHIa 3apadOTHOI IJIATHI — ITO:

A) NOJKHOCTHAS UHCTPYKLIUS

b) ycras

B) nonoxxenue

I') mratHoe pacnicanue

23. Ha oCHOBaHUM KAaKHX JOKYMEHTOB MO’KeT ObIThb W3IaH MPHUKA3 MO0 JUYHOMY
cocraBy?

A) Ha ocHOBaHMM 3asBJICHUS

b) Ha ocHOBaHMM Tpy10BOrO JOrOBOpa

B) Ha ocHoBanuu noKIaHON 3aTUCKA

I') Ha ocHOBaHMM cripaBKH

1) Ha ocHoBanuu akTa

E) Ha ocHoBaHuu 1106010 U3 MIEPEUUCIICHHBIX JOKYMEHTOB

24. Oxapakrepu3yiiTe ¢ TOYKHM 3peHHS] TNPHUHAMJIEKHOCTH K PEKBU3UTAM
caenyromuii pparment: YTBEPK/IAK dupekrop a/n U.0.P. 13.02.2020

A) rpud yTBEepxKACHUS

B) 3aromnoBok
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C) pe3omronus

D) noanuck

25. ®opmupoBaHue aejia - ITO:

A) TI'pynmupoBaHHWE HCIOJHEHHBIX JOKYMEHTOB B JEIO0 B COOTBETCTBHH C
HOMEHKJIATypOHl 1eJ U CUCTeMaTH3alsl JOKyMEHTOB BHYTpH Jena™*

b) Peructpanus 10KyMEHTOB [1OCIIE UX UCIIOJIHEHUS.

26. lokymeHT, (pUKCHPYIOIIMIA X0 00CYy:KIeHHsI BONIPOCOB M NMPUHATHS PellleHUuil Ha
coOpaHusX, 3aceJaHUAX, COBEIIAHUAX U T.IL.:

A) oOBsICHUTENIbHAS 3aITUCKA

b) noxmannas 3anucka

B) akt

I') mporoxon

27. lokyMeHT, cofep:kamuii uHGoOpManmio, He NMPeIHAZHAYEHHYIO JJIsl IIMPOKOI0
pacnpocTpaHeHus:

A) HEomyOJITMKOBAaHHBIN;

b) Taitnsrii;

B) HemyGnukyembiif;

I') Henepuoanveckuit.

28. UT0 0THOCUTCS K MPU3HAKAM JJOKYMEHTA:

A) QpyHKIMOHATBHOCTH HH(POPMALINY;

b) ToxxnecTtBeHHOCTH camoMy cebe;

B) 3akoHHOCTB;

I') 3aBepmIeHHOCTH COOOIIEHUS

29. Ecau Bam Heo0XxoauMo 1aTh ONMCaHHE PeKJIaMHPYyeMbIX yCJIyr, Bel cocTaBuTe:

A) T1OTOBOpPHOE TTUCHEMO

b) pexiiaMHO€E cbMO

B) conmpoBoauTensHOE MICHMO

I') nuceMo-npuriameHue

30. Ecaiu Bam Heo0X01uMo npeabsiBUTH NMPeTEeH3UU NapTHEPY, Bbl cocTaBuTe:

A) 10TOBOPHOE MUCHMO

b) nadopmanmonnoe nucrMo

B) conpoBoauTenbHOE NUCHMO

I') mucemo-nipeTeH3no

31. YkaxuTe OTINYHMTEJbHOE CBOMCTBO JOKYMEHTA:

A) KOTIUHHOCTB;

b) ropunnueckas cuna;

B) MHO>XECTBEHHOCTB;

I') TounocTb.

32. Ecaiu Bam Heo0X0QMMO NMPHUIJIACUTH OPraHU3AUMIO UJIM J0JKHOCTHOE JIMIO HA
coBelllaHMe, BCTpedy, Bbl cocTtaBure:

A) TUCBEMO-TIpUTIIAIIICHUE

b) conpoBoauTenpHOE MHUCHMO

B) nucemo-noaTBepk1eHnE

I') noroBopHO€E nMUCHMO

33. Ecaiu Bam Heo0X0auMoO cOOOIIMTH 0 POBeIeHUH Meponpusitus, Bol coctaBuTe

A) COITpOBOAUTENBHOE MUCHMO

b) nucemo-noaTBepKICHNE

B) norosopHoe nucbmMo

I') uapopmanmonHoe MTUCHEMO
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34. Ecim Bam He0o0X0auMO COCTAaBUTH NUCHMO, HMHGOpPMHpYIOILEe ajapecaTra o

HanmpaBJICeHHUHM K HEMY IPUCBLIAEMbBIX TOKYMCHTOB, BbI cocTaBuTeE

A) compoBOAUTEIBHOE MMUCHMO

b) nucemo-yBenomienue

B) nucemo-noaTBepk1eHAE

I') noroBopHoe nucLEMO

35. Eciiu Bam He00X01UMO YBeIOMUTH OTIPABUTEJIS O MOJYYEeHUH TOKYMEHTOB, Bbl

cocTaBuTE

A) nH(DOpMAITMOHHOE TUCHMO
b) noroBopHoe nucsmo

B) conmpoBoauTensHOE MICHMO
I') nucbmo-noATBEpIKIeHNE

ILJIH BBITNTIOJIHCHU A 3aI[aHI/II>'I BBIACTIACTCA 3 MHHYTBI Ha OJUH BOIIPOC.

Kiroun IMMpaBUJIbHBIX OTBCTOB

Ne Bepusiit Ne Bepusiit Ne Bepnsbiit

BOIpoOCca OTBET BOIpoOCca OTBET BOIIpOCa OTBET
l. 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. I 21. A 33. I
10. B 22. I 34. A
11. A,b,B 23. E 35. I
12. r 24. A

4. OueHoYHbIE CPeACTBA /1Jisl IPOBeAeHHUS MPOMEKYTOYHOI0 KOHTPOJIS € ONMCAHUEM

noxa3aTeJ1e1"1, KPUTEPUEB U IIKAJbI OLICHUBAHUSA

K OLICHOYHBIM cpeacrBam HpOMG)KyTO‘IHOI\/II aTTeCTaluu OTHOCHTC 3a4€T,

IpeJIoJiaraolinii BOCIPOU3BeIeHUE (U3JI0KEHHE) TEOPETUYECKOr0 MaTepralia o JUCIUILINHE.

Kpurepun onieHuBanus:

- IOJTHOTA OTBETOB;

- CTEIIEHb OCO3HAHHOCTH, IOHUMAaHUs U3yYEHHOTO;

- A3BIKOBOE O(pOpMIIEHHE OTBETA — YETKOCTh U MPABUIIBHOCTH PEYH;

- CTENIEHb CaMOCTOSITEIbHOCTH BBIIIOJIHEHUS ICUCTBUS,

- OCO3HAHHOCTb BBITIOJIHEHUS JCHCTBUS;

- BBINIOJIHEHHE ACHCTBUN B HE3HAKOMOU CHUTyaluu (BBIIOJIHEHUE 3aIaHU TBOPUYECKOIO

YPOBHS1);

- KpeaTUBHOCTh, KOMMYHUKATUBHOCTb, KOMIIETEHTHOCTb.
YpoBeHb OCBOEHHUS KOMIIETEHIIMI ONpeaeNsercs B 3aBUCUMOCTH OT KpUTEpHUs

OLICHUBAHUA PC3YyJIbTATOB O6y‘IeHI/I5I U ICMOHCTPUPYCT YCIICITHOCTL OCBOCHUA KOMIICTCHIIUU.
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YpoBHHU cHOpMHUPOBAHHOCTH KOMIIETEH NI

IToBbIllIEHHBIN YPOBEHD

bazoBblii ypoBeHb

IToporoBsiif ypoBeHb

Henonyctumerit
YPOBEHb

Komnierenmus
cthopmupoBaHa.
JemoHcTpupyercs
BBICOKHIA YpOBEHBb
CaMOCTOSTEITLHOCTH,
BBICOKast aJalNTHBHOCTh
MPAKTHYECKOTO HABHIKA.

Komnerenmus
cthopmupoBaHa.
JemoHcTpupyercs
JIOCTaTOYHBIA  YPOBEHB
CaMOCTOSITEIbHOCTH
YCTOHYUBOTO
MPAKTHYECKOTO HABHIKA.

KommeTenmnus
chopMupoBaHa.
JemoHcTpupyetcs
HEIOCTAaTOYHBIN
YPOBEHb
CaMOCTOSTEJIbHOCTH
MPAKTHUYECKOTO HABHIKA.

KommeTenmnus ne
cthopmupoBaHa.
YpoBeHb
CaMOCTOSTEIIbHOCTH
MPAKTHYECKOTO HABBIKA
HE JEMOHCTPUPYETCHL.

[IIxana oneHMBaHKS U OMTMCAHUE MOKAa3aTEIeH OLCHUBAHUS ISl 3a4€Ta, C ONPEIACICHUEM
ypoBHElH CHOPMUPOBAHHOCTH

bunapnas Ornucanue mokasareieil OleHUBaHUS YpoBeHb
IKana c(hopMHPOBAHHOCTH|

OIICHUBAHHS KOMICTEHITNH
«324TEHO» - B TIOJJTHOM 00beMe M3JIaraeT y4eOHbI MaTepHal; IToBbIILIEHHBIH

- JIOITyCKAeT HECYIICCTBEHHBIC OIMMOKHM M HUCIPABISICT HX CAMOCTOSTEIBHO WIIH

MOCJIC YKa3aHUsI Ha HUX MPEIIOIaBaTelieM;

- NpU U3JIOKEHUH TMPOUJEHHBIX pa3/IeioB MOJYEPKUBAET CYIIECTBEHHBIE

MPU3HAKU U3YYEHHOTO NIPEIMETA;

- BBIICHSCT TNPHYUHHO-CICICTBCHHBIC CBS3M, (OPMYJNHpPYET BBIBOJBI U

000011aeT MaTepHal.
«He - HE MOXKET BBIICITUTh CYLIECTBEHHbIE MPU3HAKN U3YUYEHHOTO MPEAMETA; Henomyctumpiii
3a9TCHO» - 3aTpyOHSETCS TIPH BBISBICHHH MPUYMHHO-CICACTBEHHBIX CBA3eH M | (KOMIETEHIUSI HE

(hopMyITHPOBKE BHIBOJIOB; OCBOCHA)

- TIPH OTBETaX Ha BOMIPOCHI NPETOAaBaTeNs IOMyCKaeT TPyOble ONIMOKK HIIH

BOBCE HE OTBEYAET Ha HUX;

- IEMOHCTPHUPYET NOJTHOE He3HAHUE MTPOIICHHOTO MaTepHaa.

Conep:xaHue OLEHOYHBIX CPECTB ISl MPOMEKYTOUYHOM aTTeCTANNH

IlepeyeHb BONPOCOB /il MOATOTOBKH K MPOMEKYTOYHOM aTTeCTAlluM (324eT)

1. Ilpeamer, 3agauu U copepKaHUE Kypca.
2. IlonsaTue nenonpou3BOCTBA, €ro 1eau U QyHKIIHH.
3. OcCHOBHBIE 3Talbl Pa3BUTHUSA JEIONPOU3BOJCTBA B JTOPEBONIOLMOHHON Poccun u ux

XapaKTePUCTHKA.

4. CraHOBJIEHHE U PA3BUTHUE TOCYIAPCTBEHHOIO JIEJIOMPOU3BOJICTBA B COBETCKOE BPEMSI.
5. HopmartuBHO-METOIUYECKOE PpEryJUpOBaHUE JIEJONPOU3BOJICTBA B HACTOsIIEE

BpEMS.

S

JI0oKyMeHTOO000pOT U JOKYMEHTOIIOTOKH.
Opranuzanus J0KyMEHTOO000pOTa B COBPEMEHHBIX YUPEKICHHSIX.
Perucrpanusi 1T0KyMEHTOB COBPEMEHHBIX OPTaHU3AIUH.

9. Hogeiimme napOpMAIOHHBIE TEXHOJIOTHH B JISTOMPOU3BOJICTBE.
10. TlonsiTve U BUIBI JOKYMEHTOB.
11. YHudukanus u crangapTH3anus JOKYMEHTOB.
12. YHudwummpoBaHHbIe CHCTEMBI TOKYMEHTAIIMH.
13. Crpykrypa u coaep:kaHue JOKyMEHTA.

14. CtpykTypa TOKYMEHTAIIMOHHOM CITY»OBI U €ro OpraHu3alioOHHbIC (DOPMBI.
15. Ctpykrypa 1 XapakTepucTUKa JOKyMEHTOIIOTOKOB.
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16. DTanbl IPOXOKIACHUS JOKYMEHTOB B OpraHU3aIINH.

17. Texuomorus 06pabOTKM MOCTYHAOMINX (BXOASIINX) JOKYMEHTOB.

18. TexHomorust 06pabOTKH MOCTYMAIOUTUX OTIPABISIEMbIX (MCXOIAIINX) TOKYMEHTOB.

19. Texnonorust 0OpabOTKH BHYTPEHHHUX TOKYMEHTOB.

20. TenaeHIIMU POCTa JOKYMEHTOOOOPOTA M MIyTH €T0 COKPAICHUSI.

21. Xapakrepuctuka (eaepalbHOTO 3aKOHAa KakK JIOKYMEHTa, €ro CTPyKTypa u
PEKBHU3UTHIL.

22. Tlonstue uapopmanuu, nHPopMalus Kak 0OBEKT MPABOBbIX OTHOLICHUH.

23. IlpaBoBas uHpopManus U €€ CTPYKTypa.

24. 3akoHOAATENBCTBO 00 MHPOPMALIUH.

25. TlpaBoBoe peryinpoBaHUE ACIONPOU3BOICTBA.

26. Ilopsaok MCHONB30BaHUS TOCYJApCTBEHHOro sA3blka Poccuiickoilt @enepauuu npu
JIOKYMEHTHPOBAHUH OPHUITHATHFHON HH(POPMAIIHH.

27. CoctaB 1 OCHOBHBIE TpeOOBaHUS K OPOPMIICHHIO PEKBU3UTOB JOKYMEHTA.

28. IlpemnoxeHus, 3asBICHUS M KaT0Obl TPaXJaH, UX pPOJb U 3HAYCHUE B YCIOBHSX
JIEMOKpaTU3aIK OOIIECTRA.

29. 3akoHomaTelNbHBIE W HOPMATHUBHBIE aKThl, perJIaMEHTUpYyIomme paboTy ¢
MPEJIOKEHUSIMHU, 3asBICHUSIMU U KaJI00aMU Ipaxa1aH.

30. OcHOBHBIE 3a7ayl JEIONPOU3BOJACTBEHHON CIIy>)KOBI B OpraHM3allUd M PaOOTHI C
0OpaIeHUsIMA TPAK/IaH.

31. Opranusanus npuemMa noceTUTeNeH.

32. Jlenonmpou3BOACTBO MO OOpaIEHUSIM IPaK/IaH.

33. OcHOBBI IPABOBOI'O PETYJIMPOBAHUS JEIONPOU3BOACTBA B OpraHax MCIOJIHUTEIbHON
BJIACTH.

34. OpraHu3alMOHHO-PACIOPSAAUTENbHbBIE JOKYMEHTBI: MOHATUE, COCTAB, IOPUANYECKAs
cuia.

35. OcHoBHBIE TPeOOBaHUS K O()OPMIICHHUIO PACHIOPSAUTEIBHBIX TOKYMEHTOB.

36. IloHsTHEe U HaA3HAYECHHE OPraHU3AUOHHBIX JOKYMEHTOB.

37. WndopmanmoHHO-CIIpaBOYHbIE JOKYMEHTHI: ONpeIeNICHHE, BUAbI, (DYHKIIHH.

38. CTpykTrypa, COACpKaHUE U BUIbI MPOTOKOJIOB.

39. MexayHapoAHbIH CTaHJApT CIYKeOHOTrO0 MHUCbMAa, PEKBHU3UTBI U  TOPSIOK
UCIIOJTHEHUSI.

40. TlonsTue n kaccuukanys JOKyMEHTOB 10 IMYHOMY COCTaBY.

41. YuudumupoBanHbsie (OpMbI MEPBUYHON YUETHON TOKYMEHTAIMU MO TPYAYy U €ro
oIuIaTe.

42. OcoOeHHOCTH TOKYMEHTUPOBAHUS TPYIOBBIX OTHOIIICHUM.

43. OdopmieHne paea TMOCTOSHHOTO, JOJTOBPEMEHHOTO XpaHEHHs M 10 JIUYHOMY
COCTaBy.

44. Peructpanus v y4eT JOKYMEHTOB.

45. CucTtembl 3JIEKTPOHHOTO TOKYMEHTO000pOTA.

46. ®opmupoBaHUE JEN.

47. HomeHnknarypa ned.

48. Bunbl HOMEHKIATYp A€, UX OCOOCHHOCTH.

49. IlpuHUMIBI U IPaBUJIA PETUCTPALIMU U UHJIEKCUPOBAHUS JOKYMEHTOB.

50. CocTtaB perucTpupyeMbIX U HEPETUCTPUPYEMBIX JOKYMEHTOB.

51. Peructparmonsasie GOpPMBI.

52. TexHONOTHS BEACHUSPETUCTPATMOHHBIX (POpM.

53. KoHTpoJib HCTIOJTHEHUS IOKYMEHTOB.

54. 3HadyeHHE KOHTPOJISI UCIIOJIHEHUS JJOKYMEHTOB B YIIPABJIEHYECKOU JEATEIBHOCTH.
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55. Opranm3anuss perucTpanuud JOKYMEHTOB M TIOMCKAa HH(POPMAIMH B YCJIOBHUSIX
MPUMEHEHUS HOBEHIINX HHPOPMAITMOHHBIX TEXHOJIOTHUH.

56. OcHoOBHBIE TpeOOBaHHUS K TIOATOTOBKE JCI JUIsl TIepeladl Ha apXUBHOE XpaHCHHE.

57. Opranuzanust paboTbl ¢ JOKYMEHTaMH, COJACP)KAIIMMHU CBEIEHUS, OTHECEHHBIE K
rOCyIapCTBEHHOM TaiHE.

58. 3ammra JOKYMEHTOB, COAEPKAIUX IEPCOHATILHBIE JJaHHBIE.

59. 3amuTta T0KyMEHTOB, COAECPKAIIMX KOMMEPUYECKYIO TaliHY.

60. JlokyMeHTHI "n1i1sl cyeOHOTro MoIb30BaHuA" U MX 00OPOT.

61. Opranm3anus JOKyYMEHTOOOOpPOTa B  YyCIOBUSX  TPUMEHEHHUS  HOBEUIINX
UH(OPMAIIMOHHBIX TEXHOIOTHIA.

62. TpeOoBaHUsI HOPMATHBHO-METOJUYECKHX JOKYMEHTOB K COCTABJICHHUIO |
0o(opMIICHUIO HOMEHKJIATYp Jedl.

63. MeTonuka cocTaBieHUs HOMEHKIIATYP AEI.

64. Topsnok odopmieHHs, COTJIaCOBAHUS, YTBEPXKICHHUS W BHEIPEHUS HOMEHKIATYpP
Jell.

65. OcHoBHBIE IpaBUiIa (HOPMUPOBAHHS JIEIT.

66. XpaHeHue TOKYMEHTOB B CTPYKTYPHBIX MOAPa3ACICHUSIX.

67. DxcrepTu3a LIECHHOCTH JOKYMEHTOB.

68. Ilopsimok  TPOBENECHHMSI  DKCIEPTHU3BI  IIEHHOCTH JIOKYMEHTOB, odopmieHue
pe3yNbTAaTOB €€ POBENCHUS.

69. IlepedyHun TOKYMEHTOB CO CPOKAMH XPAHEHUS.

70. Ilopsimok ciayu el B apXUB CTPYKTYPHBIMH MOJPa3ACICHUSIMU YUPEKIACHUS.
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OreHnBaeMas
KOMIIETEHIUS

ITnanupyemslie
pe3yJIbTaThl
OCBOCHHUS
JVCIUIIIAHBI 110
JJIEMEHTaM
KOMIIETEHIIUH

Tema

ConeprkaHre OLEHOYHOTO CPEACTBa
(mepedeHp BOIPOCOB K 3a9ETy)

OIIK-8 31

OIIK-8 -
CIIOCOOHOCTHIO
MPaBUIIBHO U TIOJIHO
OTpaXKaThb
pe3yabTaThl
npo¢heCCHOHATBHOMN
JIESITCILHOCTH B
IOPUIUYECKON U
WHOM JOKyMEHTaluU

Tema 1. OCHOBHBIE TEPMUHBI U
moHsTHsI. CHCTEMBI
IMTOKYMEHTAIN!

[Ipenmer, 3agaun u cogeprkaHue Kypcea.
[TonsATHE NENOTPOU3BOACTBA, €TO LENN U (HYHKITHH.

CraHOBJIEHHE U pa3BUTHE FOCYJapCTBEHHOTO JIEIOMPOU3BOJICTBA B COBETCKOE BpEeMsI.
HopMaTHBHO-METOMYECKOE PErYIMPOBAHUE JICIONPOU3BOICTBA B HACTOSIIECE BPEMSI.
JIOKyMEHTOO00POT U JOKYMEHTOIIOTOKH.

Opranuzanus JOKyMEHTO000pOTa B COBPEMEHHBIX YUPEIKIACHUSIX.

Perucrpanus TOKyMEHTOB COBPEMECHHBIX OpTraHU3aLUH.

. Hogeiimne na(opMaIMOHHBIE TEXHOJIOTHH B AEIOMPOU3BOJICTBE.

10. TToHATHE ¥ BUABI TOKYMEHTOB.

11. Vaudukaus v cTaHAapTH3AMHAS JOKYMEHTOB.

12. VaudumupoBaHHBIE CUCTEMBI JOKYMEHTAIIHH.

13. CtpykTypa U coliepkaHue JOKyMeHTA.

14. CTpykTypa JOKYMEHTAIIMOHHOH CITy>KOBI M €T0 OpraHU3aIlMOHHBIE (DOPMBI.

15. CTpykTypa 1 XapaKTepUCTHKA TOKYMCHTOIIOTOKOB.

16. DTamnsl IPOXOXKACHUS TOKYMEHTOB B OpraHH3aIlHu.

17. Texnomorust 00pabOTKH MOCTYMAIONIHUX (BXOSIINX) JOKYMEHTOB.

18. Texnomorust 00pabOTKH MOCTYMAIONIUX OTIPABIIEMBIX (MCXOASAIINX) JOKYMCHTOB.
19. Texnosorust 06pabOTKM BHYTPEHHHUX JOKYMEHTOB.

20. TeHaeHIUM POCTa JOKYMEHTOO00POTA U IIYTH €r0 COKPAILICHHUSI.

00N W —

OCHOBHBIE 3TalBl Pa3BUTHUS IEIONPOU3BOICTBA B JOPEBOIOMOHHON Poccuy 1 MX XapaKTepHCTHKA.

OIIK-8 31
OIIK-8 V1

Tema 2. IIpaBoBast ocHOBa
FOPUANIECKOTO
mesonpoun3BoicTea B PO

21. XapakTepuctuka eiepaibHOro 3aKOHA KaK JOKYMEHTA, €ro CTPYKTYpa U PEKBH3HTHL.
22. Tlonarue uHpopMaIuu, HHGopMaIys Kak 00BEKT MPaBOBBIX OTHOIICHHH.
23.TIpaBoBas nH(MOPMAIIHSA U €€ CTPYKTypa.
24.3aK0HOAATETHCTBO 00 HH(MOPMAIIHH.

25.TIpaBoBo€ peryJupoBaHue JACIONMPOU3BOJICTBA.
26.TlopssmOK  WCTIONB30BAaHUS  TOCYAapCTBEHHOTO
JIOKYMEHTHPOBaHUH O(HUIHATEHOW HHPOPMALIUH.

s3pika  Poccuiickorr ~ @epepauun

npu

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

Tema 3. CocraB u opopmieHUE
[PEKBU3UTOB, 00ECIICUNBAIOLITNX
IOPUANIECKYIO CHILY,

BHAYMMOCTb TOKYMCHTOB B

27.CoctaB 1 OCHOBHBIE TPeOOBaHUS K 0OPMIICHHIO PEKBU3UTOB JJOKYMEHTA.
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IEJIOIMPON3BOACTBE

Perucrtpanus, yder, XxpaHeHHe
e

OIIK-8 31 Tema 4. JlokyMeHTHpOBaHUE 28. TlpemnoxenHus, 3asBICHIS M KaJloObl TpaklaH, X POJb W 3HAYEHHE B YCIOBHUSIX IEMOKpaTH3AIUH
OIIK-8 V1 HOPMAaTUBHOW MH()OPMAIIHH. obmecTBa.
OIIK-8 Bl /{enompou3BOACTBO MO 29.3aKkoHO#aTeNIbHBIE W HOPMAaTUBHBIE aKThl, perJIaMEHTHpYIoIue paboTy ¢ NpelUIoKeHUSIMH,
0OpaleHNsIM IpakaaH B 3asBJICHUSIMU 1 )KaJ100aMy TpaxJIaH.
OpraHax BIacTU 30.OcHOBHBIC 3aJauydl JAEIONPOU3BOJCTBEHHONW CIyKObI B OpraHM3allid W padOTHl ¢ OOparieHUsIMU
TpakaaH.
31. Opranusanus npruema noceTuTenei.
32. lenonpou3BOCTBO MO OOpaIeHUSIM I'paskIaH.
33. OCHOBBI ITPaBOBOTO PErYJIUPOBAHUSI AETONPON3BOACTBA B OPraHaX MCIOJIHUTENbHOMN BIACTH.
OIIK-8 31 Tema 5. Odopmnenue u 34, Opranu3almoOHHO-PACTIOPSTUTENIbHBIE TOKYMEHTHI: TIOHATHE, COCTaB, IOPUANIECKas CHIIA.
OIIK-8 V1 COCTaBIIEHUE OpPTaHnu3aMOHHO-| 35. OcHOBHBIC TpeOOBaHUSA K OPOPMIICHHIO PACTIOPSAUTEIHHBIX TOKYMEHTOB.
OIIK-8 Bl pacTIOPSAUTETHHBIX 36. IToHaTHE ¥ Ha3HAYCHNE OPTAHU3AIMOHHBIX JOKYMEHTOB.
ITOKYMEHTOB
OIIK-8 31 Tema 6. Odopmnenue u 37. UapopMalmoHHO-CTIPABOYHbIE IOKYMEHTHI: ONpeaelieHUe, BUIIbI, (QYHKIIHH.
OIIK-8 V1 coctaBnenue naHGopMaonno-| 38. CTpykTypa, CoaepKaHUue W BHIbI POTOKOJIOB.
OIIK-8 Bl CIIPABOYHBIX JIOKYMEHTOB 39. MextyHapOJHbIH CTaHAApPT CIy>KEOHOT0 MMChbMa, PEKBU3UTHI M NOPSJIOK MCIIOTHEHHMS.
OIIK-8 31 Tema 7. OCHOBBI KaJpOBOTrO 40. [TonsTre 1 K1accuUKaKs JOKYMEHTOB 110 IMYHOMY COCTaBy.
OIIK-8 V1 NEJIOIPOU3BOICTBA 41. YaucunupoanHsie GOpMBbI IEPBUYHON YUETHOM JOKYMEHTAIMH 110 TPYLy U €ro oIuiare.
OIIK-8 Bl 42. OcobeHHOCTH TOKYMEHTHPOBAHHUS TPYAOBBIX OTHOILCHHUH.
43. OdopmiieHue aes NOCTOSHHOTO, JI0JTOBPEMEHHOTO XPaHEHHUS! M 10 JINYHOMY COCTaBY.
OIIK-8 31 Tema 8. OcHoBHbIE pUHLUNEL | 44. Peructpanus u y4eT J0KyMEHTOB.
OIIK-8 V1 OpraHusanuu 45. CucTeMBI JICKTPOHHOTO TOKYMEHTOO00pOTA.
OIIK-8 Bl IMTOKYMEHT0000pOTA. 46. DopMupoBaHue AeI.

47.HomeHkmatypa Jell.

48. Buzibl HOMEHKIIATYp J1eJ, UX 0COOEHHOCTH.

49. TIpyHOAIIEL ¥ IPaBIJIA PETUCTPALINH U HHACKCUPOBAHUS JOKYMECHTOB.

50. CocTaB perucTpupyeMbIX 1 HEPETHCTPUPYEMBIX TOKYMEHTOB.

51. Peructpanmonusie GOpMEI.

52. TexHOJIOTHS BEIEHUAPETUCTPALMOHHBIX (POopM.

53. KoHTposib HCIIONHEHNS JOKYMEHTOB.

54.3HaueHe KOHTPOJISI UCIIOTHECHHUS JIOKYMEHTOB B YIIPABJICHUCCKOW ACSTEIEHOCTH.

55.Opranusanys perucTpaldyd TOKYMEHTOB M TIOMCKa HHGOPMAIMM B YCIOBHSAX IPUMCHCHHS
HOBEWIINX HHOOPMAIIMOHHBIX TEXHOJIOTHA.

56. OcHOBHBIC TPEOOBaHUS K MMOATOTOBKE JICJI 7S IEPEauu Ha apXUBHOE XPaHCHHE.

57. Opranmsamms paboThl ¢ JOKYMEHTaMH, COICPKAIUMH CBEICHHUS, OTHECEHHBIE K TOCYIapCTBEHHOM
TalHe.

58. 3amuTa JOKYMEHTOB, COJICPKAIINX NePCOHANBHBIC JaHHBIC.
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59. 3amuTa TOKyMEHTOB, COAEPIKAIINX KOMMEPUECKYIO TaHY.

60. JlokyMeHTBI "1 CITy>Ke0HOTO MOJIb30BaHUA" ¥ KX 000POT.

61.Opranusanms JOKYMEHTOOOOpOTa B YCJIOBHSIX IPUMCHCHHS HOBEHIINX HH()OPMAIIMOHHBIX
TEXHOJIOTH.

62.TpeboBaHuss HOPMAaTHBHO-METOIMYECKUX JIOKYMEHTOB K COCTaBICHHUIO W  O(OPMIICHUIO
HOMEHKJIATyp JIell.

63. MeToauka cOCTaBICHUSI HOMEHKJIATYP JEI.

64. ITopsinok ohopmIIeHHS, COTTIACOBAHUS, YTBEP)KICHUS U BHEAPEHUSI HOMEHKJIATYD JEI.

65. OcHOBHEBIE TIpaBuiIa GOPMHUPOBAHUS JIEIT.

66. XpaneHue JOKYMEHTOB B CTPYKTYPHBIX HOJPa3IeIICHISX.

67. DkcriepTh3a IIEHHOCTH TOKyMEHTOB.

68.TlopsimoK  TIpOBENEHUs] OKCIEPTU3bl IEHHOCTH JOKYMEHTOB, O(OpPMIICHHE pe3yibTaToB ¢¢
MIPOBEICHHUSL.

69.Ilepeunn JOKyMEHTOB CO CPOKaMU XPAHEHMUSL.

70. ITopsiiok cliauu el B apXHUB CTPYKTYPHBIMH [TOPA3ACICHUSIMU YUPEIKICHHUSI.
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JIMCT yyera u3MeHeHH

HwxHHI KOJIOHTUTYJI OLEHOYHBIX MAaTEpPUAIOB COAEPKUT YKa3aHHUs Ha HOMEpP MU ATy
Bepcuu nokymenta (Hanmpumep, Bepcust 1.0 ot 03.2021 1.).

AxTyanuzanusi (HEMOCPEICTBEHHOEC BHECEHHWE HM3MEHEHMH) TeKCTa (YacTh TEeKCTa) Ha
000U W3 CTPAaHMIl OLIEHOYHBIX MATEPHAIIOB OCYIIECTBISICTCS ITYyTEM 3aMEHBI BCEH CTPaHUIIBI.
COOTBETCTBEHHO U3MEHSETCS HOMED U J1aTa BEPCUU COOTBETCTBYIOLIEH CTPaHHUIIBI.

Nudopmanus BHECEHHM W3MEHEHUH (3aMeHE IUCTOB) BHOCUTCA B Tabmuiyy yuera
n3MeHeHul. Jlata mocneaHel BepCUM XapaKTEepU3yeT COBPEMEHHOCTh BCETO JOKYMEHTA.

Bpimyck HOBOM pemakiuuy JOKYMEHTa B3aMEH MPEAbIIYUIEH OCYLIECTBISIETCA MPHU
HaKoIUIeHWH u3MeHeHul 6osee 20 % oT oObema o0IIero coepKaHus JOKyMEHTA.

Tabauna yyera n3MeHeHH I

Crp. Jara No u nara nokymeHTa, Hara Iloamuce
HOC.HGI[HGI‘/JI pernaMeHTpr}omero BHCCCHUC BHCCCHUS HCITIOJTHUTCIIA
BEpCHUU W3MEHEHUHN W3MEHEHUHN
25
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