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1. MACIIOPT

KOMILIEKTA OLICHOYHBIX CPEACTB M0 Y4eOHOM N CHUIIIHHE
OIL.06 [{oxkymeHTaIbHOE O0€ecrevyeHne YpaBJeHus

1.1. O6uue moJ1oKeHus

KonTponbHo-ouenounslie cpeactsa (KOC) npenHasHaueHsl Juist KOHTPOJIS U OLEHKU

O6paBOBaTeJ'IBHI>IX ,Z[OCTI/I)KCHI/Iﬁ o6yqa}0mnxcs;,

OCBOMBIIUX MPOrpaMMy yueOHOMH

JUCIUITIINHBI «I[OKYMGHTB.LH/IOHHOG obecrneucHue YHOPpaBJICHUSI»

KOC BKJII04aIOT KOHTPOJIbHBIE MAaTEPUAIIBI ISl IPOBEIEHUS TEKYILIETO KOHTPOJIS U

IIPOMEKYTOYHOM aTTecTaluu B popme TudGepeHIPOBAHHOTO 3a4eTa.

KOC pa3paboraH B COOTBETCTBUH C:

-obopazoBarensHoil mporpammoit CIIO mo cnemumansHocTr 38.02.01 DkxoHOMHKA H
OyxraiaTepckuil yder (1o oTpaciisim)

-nporpammoit yueOHoi aucuumuinael OI1.06 JlokymMeHTanbHOe o0ecrieueHue

yIIpaBJICHUSA

2. Pe3y.]'ll>TaTI)I OCBOCHUSA TUCHMUIIJIHHBI, IMOJIC/KAINUE IPOBEPKE

NoPesynbraTel 00yueHUs
(ocBOEHHBIE YMEHUS,
YCBOCHHBLIC 3HAHUSA —U3
paboueii mporpamMmebl)

HanmeHoBaHue sneMeHTa yMEeHWH/3HaHUI

Vi oopMISITH JOKYMEHTALIMIO B COOTBETCTBHH C HOPMAaTUBHOHN 0a30ii,
B T.Y. C MCIIOJIb30BAHUEM HH(POPMAIIMOHHBIX TEXHOJIOTHII;

y2 OCBauMBaThb  TEXHOJIOTMM  aBTOMAaTU3UPOBAaHHOW  00palboTKM
JIOKYMEHTAIIHH;

y3 WCIIOJIb30BaTh YHUGHUIIMPOBAHHbIE (DOPMBI JIOKYMEHTOB;

Y4 OCYIIECTBIISITh XPaHEHHE U MOMCK JJOKYMEHTOB;

v5 WCIIOJIb30BaTh TEJIEKOMMYHHKALIHOHHBIE TEXHOJIOTUU B
3JIEKTPOHHOM JIOKYMEHTO00OPOTE;

31 MOHATHE, UEeNH, 3aJa4d W TPUHIMIBL  JEJIONPOU3BOJICTBA;
OCHOBHBIE TOHSATHS JOKYMEHTALlHOHHOTO obecrieueHust
yHpaBJIeHHUS,;

32 CUCTEMBI JIOKYMEHTAIIMOHHOTO 00ecIieueH sl yIPaBICHHUS;

33 -KJacCU(UKALUIO JIOKYMEHTOB;, TpPEOOBaHUS K COCTABJIICHUIO U
0(opMIIEHHUIO TOKYMEHTOB;

34 OpTaHU3aLHIo JOKyMEHTO0OOpoTa: npueMm, 00paboTKy,
perucTpanro, KOHTPOJIb, XpaHEHHWE NOKYMEHTOB, HOMEHKIATYPY
JelL.

OK 1 BreiOupate  cmocoObl  pemieHust  3a7ad  NpodeCCHOHAIBLHOM
JIeSITeIbHOCTH IPUMEHUTENHHO K Pa3IMIHBIM KOHTEKCTaM;

OK 2 YMEHHE OpPraHMW30BBIBATH COOCTBEHHYIO JEATENbHOCTh, BHIOMPATH
TUIIOBBIE METOJIBl W CIIOCOOBI BBITIOJHEHHS MPOPECCHOHATBHBIX
3a]a4, OLICHUBATh UX A3PPEKTUBHOCTH U KAYECTBO

OK 3 [TnanupoBaTh M peam3oBbIBATE COOCTBEHHOE NPOdeccHoHATEHOE 1
JIMYHOCTHOE Pa3BHUTHE;

OK 4 YMEHHE OCYILECTBIATh IMOWUCK M HCIOJIb30BaHHE HH(GOpMaluy,

HEOO0X0IMMOM I 3¢ PEeKTUBHOTO BBITIOJTHEHHS
npoeCcCHOHANBHBIX 3ajad, MPOo(ecCHOHATBFHOIO W JTHYHOCTHOTO
pPa3BUTHSL.




OK'5

c(hOpMHUPOBAHHOCTH MPEACTABICHHH 0 HH()OPMAIIMOHHOH KYIbTYpE,
YMEHHE  aHaJU3UpoOBaTh W  OICHWBATH  HHPOPMAIUIO  C
HMCHOJIb30BaHUEM WH(POPMAITMOHHO-KOMMYHHUKAIIMOHHBIX
TEXHOJIOTHH.

OK 9

UcnonszoBaTh nH(pOpPMAIFIOHHBIE TEXHOJIOTHN B
po(ecCUOHATBHON IEATEIIbHOCTH;

OK 10

Ilonp30BaTHCSA HpO(i)eCCHOHaJIBHOfI IlOKyMeHTaIIPIeP'I Ha
roCyaapCTBEHHOM U MHOCTPAHHOM A3BIKAX;

MK 1.1.

OO0pabatpIBaTh IEPBUYHBIE OYXTaITEPCKUE TOKYMEHTHL.

IIK 1.2.

Pa3pabatbiBaTh M COINIACOBBIBATH C PYKOBOJICTBOM OpraHH3aLUH
pabounii I1aH cueToB OYXTaNTEPCKOTO yueTa OpraHu3allHy.

IK 1.3.

[IpoBOONTE yYeT AEHEKHBIX CpPEACTB, OPOPMIISTH ACHEKHBIC H
KacCOBbIE JJOKYMEHTBIL.

IIK 1.4.

dopmupoBarh OyXraiarepckue MNPOBOAKM IO YYETy HMYILECTBa
OpraHu3alliy Ha OCHOBE pabodero IUlaHa CYeTOB OyXTaJlTepCcKOro
ydera.

K 2.1

®opmupoBate OyxranTepckue IMPOBOAKH IO y4eTy HCTOYHHUKOB
UMYILECTBA OpraHW3allMM Ha OCHOBE paboduero IUIaHa CYETOB
OyXraJITepcKOro yJera.

K 2.2.

BrINONHATE MOpPyYEHUsT PYKOBOACTBA B COCTAaBE KOMHUCCHUU IIO
MHBEHTAPU3ALMH UMYLIECTBA B MECTAX €r0 XPAHEHHUS.

[IK 2.3.

IIpoBoaUTE TOATOTOBKY K HMHBEHTapH3alUM M  HPOBEPKY
JeNCTBUTEIHHOTO COOTBETCTBUSA (hakTHUecKux JIAaHHBIX
MHBEHTApU3allMU JAHHBIM yueTa

IIK 2.3.

OtpaxaTh B OyXTraldTepcKHUX TMPOBOAKAX 3a4eT U CITUCAHHE
HEJ0CTa4d IIEHHOCTeW (perylupoBaTh WHBEHTapU3allMOHHEIE
pa3HHIIBI) IO PE3YJIHTaTAM WHBEHTAPU3AIIHNH.

[IK 2.4.

[IpoBoauts MPOLETYPbI MHBEHTapU3aLUH (bMHAHCOBBIX
00513aTEeNIbCTB OPTaHU3aIINY.

MK 3.1.

dopmupoBarh OyXraiaTepckue NPOBOAKH IO HAYUCICHHIO H
MEPEYHCIICHUIO HAJOTOB M COOpOB B OMOJUKETHI Pa3TUYHBIX
YPOBHEH.

K 3.2.

OdopMIIATh TIATEXKHBIE IOKYMEHTHI JIJISl TIEPEUHCIICHUS HAJIOTOB U
cOOpOB B OIOPKET, KOHTPOIUPOBATH UX TIPOXOKICHHUE IO PACUECTHO-
KaCCOBBIM OaHKOBCKHUM Orcpamusam.

IK 3.3.

q)OpMI/IPOBaTB 6YXFaJ'ITepCKI/IG MNPOBOAKKU IO HAYUCICHUIO U
NEPCUUCICHUIO CTPAaXOBbIX B3HOCOB BO BHC6IO,Z[)K€THLI€ (l)OH,I[I:I.

[IK 3.4.

OdopMIIsATh TIIATEKHBIE TOKYMEHTHI Ha TEPEUNCIEHUE CTPAaXOBBIX
B3HOCOB BO BHEOIOJDKETHbIE (OHJBI, KOHTPOJIMPOBATH HUX
MPOXOXKACHHUE 110 PACYETHO-KACCOBBIM O2HKOBCKHM OIIEPALIHSIM.

K 4.1.

OTtpaxxaTh HAPACTAIOIIUM UTOTOM HA CUETAX OYXTaJITePCKOTO ydera
HMYIIECTBEHHOE M (DUHAHCOBOE  IIOJIOXKCHHME OpraHu3alu,
ONpeNeNsaTh  Pe3ylbTaThl  XO3SIMCTBEHHOM  NEATENBbHOCTH 32
OTYETHBII NEepUo.

11K 4.2.

CocTtaBiisaTh (HOpMbI OYXTaATEPCKON OTYETHOCTH B YCTAHOBJICHHBIC




3aKOHOJAaTCIILCTBOM CPOKH.

IIK 4.3. CocTaBisaTh HAJIOTOBBIE NEKJIapalliu 10 HajlloraM W cbopaMm B
OIO/KeT, HAaJOrOBBIE MeKiapalud 1o EnnHoMy conuanbHOMY
nanory (ECH) u ¢dopMBl CTaTUCTUYECKOW OTYETHOCTH B
YCTaHOBJICHHBIE 3aKOHOAATEIHCTBOM CPOKH.
I[IK 4.4. [IpoBoauTHE KOHTPONHh W aHamN3 WHGOPMAIMH 00 HMYIIECTBE H
(hMHAHCOBOM TOJIOKEHUH OpPTraHU3alliy, €€ MIaTeKeCIOCOOHOCTH U
JIOXOJTHOCTH.
1. Pacnpenenenne OCHOBHBIX IOKa3aTesieii OIEHKH Ppe3yJbTaTOB 1O BHIAM
aTrrecrauuu
Kox u HanmeHoBaHue 37eMeHTa YMEHUIA WIIN Bugpl arrecranyu
3HaHUI Tekymuii KOHTPOJIb IIpomexxyTouHas
(nToroBas) aTTeCcTAINS
Vi 0pOpPMIIATH JOKYMEHTAIIHIO B KomOuaMpOoBanHOE B (hopmMe 3K3amMeHa 3a

COOTBETCTBHMH C HOPMATHUBHOM 0a30ii, B T.4. C
HCTIONb30BaHNEM HH(POPMAITIOHHBIX
TEXHOJIOTHI;

OK 4 ymeHHe oCylIeCTBIAThH IIOUCK U
UCIOJIb30BaHUe UHPOPMAITUH, HEOOXOIUMOM JIJIst
3((HeKTUBHOTO BHITIOTHEHHS MTPO(HECCHOHATBHBIX
3a51a4, MPOeCCUOHANTBHOTO M JIMYHOCTHOTO
pa3BUTHSI.

MK 1.1.1IK 1.2.

3aHATHE, PopMa KOHTPOJIS
yCTHAs, OMPOC
WHJVBUYaJIbHBIN.
CamocrosiTensHas paboTta
(pedepartsl, Mpe3eHTALINN )

Kypc Ha 6a3e OCHOBHOTO
o01ero oopa3zoBaHUs

v2 OCBAaMBATh TEXHOJIOTUHU
aBTOMAaTH3UPOBAaHHOH 00paboTKU
JIOKYMEHTAIIUH;

OK 2 ymMmeHHe opraHu30BBIBATH COOCTBEHHYIO
JeSITeNIbHOCTh, BRIOUPATh TUIIOBBIE METO/IBI U
CHOCOOBI BHITIOJTHEHUS PO ECCHOHATBHBIX
3aJ1a4, OLEHUBATh UX dPPEKTUBHOCTH U Ka4ECTBO
MK 1.1.I1IK 1.3.1J1K 1.4.

KomOuaMpOBanHOE
3aHATHE, PopMa KOHTPOJIS
yCTHas, OTIPOC
HWHAWBUAYaJIbHBIN.
[IpaxTrueckue paboThl,

B (hopmMe 3K3aMeHa 3a
Kypc Ha 6a3e OCHOBHOTO
o011ero oopa3zoBaHuUsI

y3 WCTIONB30BaTh YHU(UIIMPOBAHHEIC
(hOpMBI JOKYMEHTOB;

OK 2 ymeHHe OpraHU30BBIBATH COOCTBEHHYIO

Komb6unupoBannoe
3aHATHE, PopMa KOHTPOJIS
yCTHAsi, OMPOC

B (hopMe dK3aMeHa 3a
Kypc Ha 6a3e OCHOBHOTO
o01m1ero oopa3zoBaHwUs

JeSITeNIbHOCTh, BRIOUPATH THIIOBBIE METO/IBI U WHIWBHUTYaITbHBIN.
CHOCOOBI BHITIOJTHEHUS MTPOPECCHOHATBHBIX [MpakTudeckue paboTHL,
3aJ1a4, OIIEHNBATh UX dPPEKTUBHOCTH U KAYECTBO TecT.
MK 1.1. TIK 1.3.
Y4 ocymiecTBIATh XpaHEHHUE U TIOUCK KomOunupoBaaHoe B (hopMe 3K3aMeHa 3a
JIOKYMEHTOB; 3aHsTHE, OpPMa KOHTPOJISl | Kypc Ha 6a3e OCHOBHOTO

OK4 ymeHHe OCyIIECTBIATh MMOUCK U
MCIIOJIb30BaHNEe HH()OpMALHU, HEOOXO0IUMOH IS
3G GEKTUBHOTO BHIMOJIIHEHUS TIPO(ecCHOHATBHBIX

3aja4, MPOeCCUOHATBHOTO M IMYHOCTHOTO
pa3BUTHSL.

OK 5 chopmMupoBaHHOCTD IIPEICTABICHUH O
WH(OPMAITMOHHON KyJIbTYype, YMEHUE
aHATM3UPOBATH U OLICHUBATh UHPOPMALHIO C
WCTIOJIb30BaHNEM HH(OPMAITHOHHO-
KOMMYHHKAIIMOHHBIX TEXHOIOTHHA.

K 1.1. TIK 2.2.

yCTHasi, OIpoc
WHAVBUYaJIbHBIN.
[IpaxTrueckne paboTHI,
Tecr.

o01m1ero oopa3zoBaHwUs




V5 ucnons30BaTh TEICKOMMYHHUKAIIMOHHBIE
TEXHOJIOTHH B DJIEKTPOHHOM JJOKYMEHTO000pOTE
OK 2 opranu3oBbIBaTh COOCTBEHHYIO
NeSITeNbHOCTD, BEIOUPATh TUIIOBBIC METOMBI U
CITOCOOBI BBIITOTHEHHSI PO ECCHOHATTEHBIX
3a/1a4, OIICHUBATh MX Y (HEKTHBHOCTD U KA9eCTBO
OK 4 ocymiecTBiIsTh HOUCK U UCTIOIb30BAHUE
uHpOopMauy, HeoOxoauMon Asst 3P HEKTUBHOTO
BBITIOTHEHUS TTPO(ECCHOHABHBIX 3a7ad,
npo¢eCCHOHANBEHOTO U IMYHOCTHOTO Pa3BUTHUSL.
OK 5 chopmupoBaHHOCTB MIPEIICTABICHUH O
WH(GOPMAITMOHHON KyJIbType, yMEHHUE
aHAIM3UPOBATH U OLIEHWBATh HH(POPMAIIHIO C
HCTOJBb30BaHHEM MH(OPMAIIMOHHO-
KOMMYHHKAIIHOHHBIX TEXHOJIOTHH.
JIOKyMEHT0000POTE;

MK 1.1. TIK 1.4.1IK 2.2.TIK 2.3.

KomOunmnpoBanHoe

3aHATHE, PopMa KOHTPOJIS

yCTHasi, OTpoc
VHVBHUTYaJIbHBIH,
[IpaxTrueckue pabOTHI,

B (hopMe dK3aMeHa 3a
Kypc Ha 0a3e OCHOBHOTO
o011ero oopa3zoBaHuUs

31 nonsiTHE, LNy, 3aJ0a41 U MPUHIUIIBI
JIEIOTPON3BOJICTBA; OCHOBHBIE TIOHSTHS
JIOKYMEHTAIIMOHHOT'O 00ECIICUeHUsI YIIPaBIICHMS,

[IpakTrueckne paboOTHI,
ycTHBIN onpoc. Tect

B (hopmMe 3K3aMeHa 3a
Kypc Ha 6a3e OCHOBHOTO
o011ero oopa3zoBaHuUsI

32 cUCTEeMBI JOKYMEHTAI[MOHHOT'O 00eCIeUeHUs
yIIpaBJICHUS;

[MpakTudeckue paboOTHI,
YCTHBIH OIIPOC. TECT

B (hopMe dK3aMeHa 3a
Kypc Ha 6a3e OCHOBHOTO
o01ero oopa3zoBaHUs

33 xmaccuduKanuio TOKyMEHTOB; TpeOOBaHHS K
COCTaBJICHHIO ¥ 0()OPMIICHUIO JOKyMEHTOB;

KomOunmnpoBanHoe

3aHATHE, PopMa KOHTPOJIS

YCTHasi, ONpoC
WHJIUBUAY AJIbHBIN.

CamocrosiTensHas paboTa

(mpe3eHTaIMM)

B (hopMe dK3aMeHa 3a
Kypc Ha 6a3e OCHOBHOTO
o01ero oopa3zoBaHUs

34 opraHu3anuio JOKyMEHTO000pOTa: IPUEM,
00paboTKy, perucTpalmo, KOHTPOJIb, XPaHCHUE
JIOKYMEHTOB, HOMEHKJIATYPy JIeI.

KomOunupoBanHoe

3aHATHE, PopMa KOHTPOJIS

YCTHasi, OTIPOC

WHIUBUYyalbHbIN. [IpakT

Pa6. CamocTosTenbpHas
pabora (IIpe3eHTaINHN)

B (opme dK3ameHa 3a
Kypc Ha 6a3e OCHOBHOTO
o011ero oopa3zoBaHus




1.4. Pacnpeue.ﬂe}me THIIOB OHEHOYHBLIX CPEACTB I10 3JIEMECHTaM 3HAHUH H yMeHHﬁ TEKYIIEro KOHTPOJIsA

Conep:xxanue yuye0OHOro MmartepuaJa no nporpamme Y /[

Y1 Y2 y3 Y4 Y5 31 32 33 34
Tewma 1. 3 3,
BBenenue. 12 12
3HaueHNE U COAEPIKAHKUE UCIUILTUHBI «J[OKyMEHTAIMOHHOE
o0ecreyeHue yIpaBieHUsD
Tema 1.2 3, 3,
K 12, 12,
accu(UKaIys U BUIbI JOKYMEHTOB. 5 e
Tema 1.3 3, 3,
ITpaBusia 0pOPMIIEHHST OCHOBHBIX PEKBU3UTOB. 1125 1512’
Tema 2.1 3, 3,
CucreMa OpraHU3aIMOHHO-PACTIOPSAUTEIBHOM 12 12
JIOKyMEHTAIUK
Tema 2.2. 3, 3, 3,
PacropsauTenbHbIE TOKYMEHTBI: IPUKa3hl, TOCTAHOBIEHHS, 1L 12, 1L,
peleHus, yKa3aHus
17 17 17
Tema 2.3 3, 3,
Cocrasnenue HHPOPMAIIMOHHO-CIIPABOYHBIX 12, 12,
MaTepHuanoB 15, 15,
17 17
Tema 2.4 3, 3, 3,
Pa3HOBUIHOCTH MHCEM. 12, 12, 12,
17 17 17




Tema 3.1 3, 3,
[TpuKassl MO JIMYHOMY COCTAaBY. 12, 12,
15, 15,
17 17
Tema 4.1 3, 3,
TpymoBoii 10roBoOp. 12, 12,
15, 15,
17 17
Tema 5.1 OcobeHHOCTH OPUITUATBHOTO — JISJIOBOTO CTHJIIS 3, 3, 3,
12 12 12
Tema 5.2 Kommepueckast repenucka mpu 3, 3, 3, 3,
BHEITHEIKOHOMUYECKOM JIEATETbHOCTH 12 12 12 12
Tema 6.1Peructpanus, y4er ¥ HHIEKCHPOBAHUE JJOKYMEHTOB. 3, 3,
12 12
Tema 6.2 3, 3, 3,
Opranu3arys KOHTPOJIS 32 HCIOJIHEHHEM JIOKYMEHTOB 12 12 12
Tema 6.3 3, 3,
Homenknatypa gen opraHu3alym. 12 12
Tewma 6.4 3, 3, 3,
IMopsimok mepenayu 12 12 12

JOKYMCHTOB B apXHWB
WJIM YHUYITOXKCHHUC.

1.5.PacnpesiesieHre THIIOB OLIEHOYHBIX CPEJICTB MO YJIeMEHTaM 3HAHUI M YMeHMii KOHTPOJIHMPYeMbIX HA POMEKYTOYHOM aTTecTaAlluH

Copepxanne yueOHOro MaTepuaJia mo nporpamme Y /[




Y1

Y2

Y3

Y4

Y5

31

32

33

34

Tema 1.
BBenenue.

3HaueHUC U COACPIKAHUC JUCHUITIINHBI «I[OKYMCHTaI_[I/IOHHOG
obecneyeHne YIIPaBJICHUA»

Tema 1.2

Knaccudukanus v BUIBI JOKYyMEHTOB.

Tema 1.3

[IpaBuna opopmiieHNsI OCHOBHBIX PEKBU3HUTOB.

Tema 2.1

Cucrema OpFaHI/ISaHI/IOHHO'paCHOpHﬂHTeHBHOﬁ
JOKYMCHTalln

Tema 2.2.

PacnopsumTeanHe JAOKYMCHTEI: ITPHUKAa3bl, ITIOCTAHOBJICHUA,
peUICHUs, YKa3aHHU A

Tema 2.3
CocraBnenue HHPOPMAIMOHHO-CIIPABOYHBIX
MaTepuasoB

Tema 2.4
PaznoBugHOCTH TUCEM.

Tema 3.1
[Ipuka3zbl 1O TMYHOMY COCTaBY.

Tema 4.1
TpynoBoii 1orosop.




Tema 5.1 OcobeHHOCTH OPUITUATBHOTO — JICIOBOTO CTUIIS

Tema 5.2 Kommepueckas nepenucka npu
BHEIIIHEAKOHOMHYECKOH 1€ TeIbHOCTU

Tema 6.1Peructpanus, yuet 1 HHAECKCUPOBaHUE JOKYMEHTOB.

Tema 6.2
Opranu3zanusi KOHTPOJISI 32 UCIIOJIHEHUEM JIOKYMEHTOB

Tema 6.3
HomeHnknarypa aen opraHu3aiyu.

Tema 6.4

[Topsimok nepeaaun
I[OKYMCHTOB B apXI/IB
WIN YHUYTOXEHUE.




2. CIEHU®UKALIUA OUEHOYHbIX CPEACTB

2.1.Ha3znauyenue
Crenudukanueil yCTaHaBIUBAIOTCS TPEOOBAaHUS K COJCPKAHHUIO U O(DOPMIICHHIO BapHAHTOB
OIICHOYHOTO CpEJACTBA: MpaKTHYeckas pabora, nadopatopHas paboTa, YCTHBIH oOmpoc,
NMUCbMEHHAas (KOHTPOJIbHAs) paboTa, TOKIIabl/COOOIICHHS/TTPE3CHTAIUN, TECT.

[TpakTrueckas paboTa, yCTHBIN ONpocC, MUChbMEHHAs! (KOHTpOJIbHAsT) paboTa,
JIOKJIa/1b1/COOOIIEHNS, TECT MpeIHa3HAUYEHBI AJISl TEKYIIET0 KOHTPOJIS U OLIEHKU 3HAHUN U
YMEHHH CTYIEHTOB MO Iporpamme y4eOHOH AUCHUIUINHBI «/{oKyMeHTalmoHHOe obecrneueHue
yIpaBJIeHUs» OCHOBHOU MpodeccuoHanbHoi odpa3oBarenbHoii mporpammsl CI1O mo
crenanbHOCTH: 38.02.01 DKOHOMMKA U OYXTITEPCKUMA YUET (110 OTPacisaM).

2.2. KOHTHHTeHT aTTecTyeMbIX: CTYJEHTHI 2 Kypca.

2.3.®opMa U yCJIOBHSA ATTECTAIMM:
Texkymuit KOHTPOJIb TPOXOIUT MO TEMaM YYEOHOM TUCIUTUTAHEI.
[IpomexyTouHas arrecTanus mpoBoAUTcS B dopMe sk3ameHa (3 ceMecTp) MO 3aBEpIICHUIO
OCBOCHUSI y4eOHOro MaTepuajga Y4eOHOH JUCHUIUIMHBI, MPU TOJOKUTEIBHBIX pe3yJibTaTax
TEKYILEro KOHTPOJIS.

2.4.Bpemsi BbINOJTHEHHS:
Ha BbInOTHEHNE TEKYIIETO KOHTPOJISI OTBOIUTCS:
npakTuueckas padora,— 90 MuH,
ycTHbIN onpoc — 10-20 mMuH,
MUCbMEHHAas (KOHTPOJIbHAs) paboTa — 45 MUH,
JOKJa1bl/coobmmenus — 1 yac (moaroroska), 10 MuH (yCTHBI),
TecT — 20 MuH.
Ha muddepennmpoBannsiii 3aueT (B BuAe ycTHOro ompoca) - 60 muHyT (mpumepHo mo 7-10
MUHYT Ha CTYJICHTA).

2.5.PexomMentyemMasi IuTEpPaTypa AJs pa3padoTKN OLEHOYHBIX CPEACTB U MOATOTOBKHU
00y4yauuxcsl K aTrecTaluu.
OcHoBHas:
Kazakeuu T. A.
JlokyMeHTaImoHHoe o0ecrevueHne yrpasieHus : YueOHuk u npaktukym s CITO /
Kazakesnu T. A., Tkamua A. . — 2-e u3 ., ucnp. u 101 .— DIEKTPOH. JaH. — MOCKBa :
N3 narensctBo FOpaiit, 2019-177c¢. SBC IOpaiir
[ITysanosa H. H.
JlokyMeHTanmoHHoe o0ecrieueHue yrnpapieHus : YueOHuk u npaktukym s CITO /
[ITysanmoBa H. H. — Dnexktpon. nan. — Mocksa : M3natensctBo IOpaiit, 2019 .— 221c¢
— (ITIpodeccuonansroe obpazoBanue). I5C FOpaiit
Hoponwuna, JI. A.
JlokyMeHTaImoHHOe o0ecrieueHue yrnpapieHus : YueOHuk u npaktukym s CI1O /
Noponuna JI. A., UputukoBa B. C. — DnekTpoH. nan. — Mocksa : FOpaiit, 2017.— 233
c.— (IIpodeccuonanbroe obpazoBanue). IbC HOpaiit
Jormon.
bant B. C.
JlokymMeHTarmonHoe o0ecriedenne yrpapieHus. FOpunndeckas TexHuka : Y4ueoHoe
nocobue [[ns CIIO / bant B. C. — 2-e u3a., uctp. u 101 .— DJIEeKTPOH. JaH. — MOCKBa :
NznarensctBo KOpaiit, 2019 .— 103c. 3BC IOpaiir


https://www.urait.ru/bcode/437587
https://www.urait.ru/bcode/433679
https://www.urait.ru/bcode/410288
https://www.urait.ru/bcode/441885

I'pozosa O. C.

JHenonpousBoactso : Yue6Hoe mocodue / ['pozoBa O. C. — DnekTpoH. nan. — Mockaa :
N3natensctBo FOpaiit, 2019. -126¢. OBC OpaiiT.

Hoponuna JI. A.

HoxymenTtoBeaeHue : YueOHuk u npaktukym s CI1O / mox pen. Joponunoit JILA. — 2-
€ u31., ep. u aon .— DIEeKTpoH. AaH. — Mocksa : M3narensctBo IOpaiit, 2019 .— 309c.
ObC HOpair.

Aobymamze JI. T'.

JIoKyMEeHTaIlMOHHOE 00EeCTICUCHUE YIIPABJICHUS MIEPCOHAIOM : YUeOHHK U MPaKTUKyM Jliist
CIIO / Abynanze . I'., Bempsokkuna U. b., MacnoBa B. M. — DnekTpoH. naH. —
Mockga : U3natensctBo FOpaiit, 2019 .— 299¢.— (IIpodeccronanpHoe oOpa3oBaHue)

OBC IOpaiit
Ky3snenos U. H.

JloKyMeHTaIMOHHOE 00ECIICYCHUE YITPABICHHS MIEPCOHATIOM ;| YUeOHUK U MPaKTHKYM J{ist
CIIO / Ky3uenoB U. H. — Dnekrtpon. nan. — Mocksa : U3natensctBo FOpaiit, 2019 .—
521c .— (IIpodeccuonanpHoe oopazoBanue). IbC IOpaiir.

[TporpammMHoe o0OecrieueHue:

1. ITporpammuoe obecrieucare Microsoft Windows;

2. Ilporpammuoe obecnieuenne Microsoft Office;

3. AHTUBHPYCHOE IPOTrpaMMHOE 00eCIIeYCHNUE;

4. Ilporpammuoe obecnieuenune Mozilla Firefox;


https://www.urait.ru/bcode/438791
https://www.urait.ru/bcode/433551
https://www.urait.ru/bcode/433411
https://www.urait.ru/bcode/444432

3. BAPUAHTBI OHEHOYHBIX CPEJICTB

OEJIEPAJIBHOE I'OCY JAPCTBEHHOE BYOJDKETHOE OBPA30OBATEJIbHOE

YYPEXIAEHME BBICILIET'O OBPA3OBAHNMA

«CAHKT-IETEPBYPT CKHUM T'OCYJAPCTBEHHBIN DKOHOMHNYECKHUI

o N

10.

11.

12.

13.
14.
15.
16.
17.
18.
19.

20.
21.
22.
23.

24.
25.

26.
27.

YHUBEPCUTET»

Bonpocsl 1u1st 3k3amMeHa

[ToHsATHE «IAETOMPOU3BOJICTBO» U «JIOKYMEHTALIMOHHOE 00eCIIeUeHHE yIIPaBICHUS.
Posb 10KyMEHTallMOHHOTO 0OeceueHus B YIPaBICHUN OpraHu3anuen (yupexIeHueM,
IPEIIPUITHEM).

XapakTepuCcTUKa COBPEMEHHON 3aKOHOATENbHOM 1 HOPMATHBHO-METOJUUECKON Oa3bl
JIeJI0NIPOU3BOICTBA.

OcHOBHBIE IpaBUJIa OPraHU3aLUK JOKYMEHTOO00pOTa.

[TonsiTHe «I0KyMEHTHPOBAHHE, JOKYMEHTOMNOTOK, IOKyMEHTOO0O0POT,
JIEJIOIIPOU3BOJICTBOY.

[Monsitue nnpopmanmu. TpeOoBanus, MpeaAbABIsIEMbIE K YIPAaBICHISCKONH HHPOPMAITUH.
Nudopmanrmonubie pecypebl.

AHanu3 NOHATHUSA «JIOKyMEHT». PoJb 10KyMEHTa B yIpaBieHUU. XapaKTepUCTUKA
(byHKUUI TOKyMEHTAa.

Bunel nokymentoB. FOpunnueckas cuiia gokyMeHTa. CrocoObl JOKYMEHTHPOBAHUS.
DNEKTPOHHBIN JOKYMEHT.

YHUUKaMA U CTaHAAPTH3ANSA: UCTOPHUS, COOTHOILIICHHUE, CYTh, PE3YJIbTATHI,
coBpemeHHoe coctosinue. OKY J[.OKIIO.

YHupuuupoBaHHas cuCTEMa OpraHNU3alMOHHO-PACIIOPSIUTENBHON JOKYMEHTAIIUN:
XapaKTepUCTHKA, HA3HAYEHUE, COCTAaB.

['OCT P 7.0.97-2016. O6mas xapakrepuctuka. [IoHATHS «PEKBU3UT JOKYMEHT.
Crioco0b1 pacnonoxeHus: pekBU3UToB. [locTossHHAS M TepeMeHHast YacTH pEeKBU3HTA.
[TonsiTue 6manka noxkymeHnTa. Buapl 6;1aHKOB JOKyMeHTOB. TpeboBaHus,
npeabaBisieMble K OJTaHKaM JOKYMEHTOB. PeKBU3UTHI GJlaHKA JTOKYMEHTA.
XapakTepucTUKa PEKBU3UTOB, ONPEAEISIONNX IOPUANUECKYIO CHUITY TOKYMEHTA.
PexBu3uTHI, oTpaxkaromue oOpaboTKy U ABH)KEHHE JOKYMEHTA.

PexBusuthl copepxarenbHoi yacTu JokyMeHTa. CriocoObl IpeCTaBIeHUs TEKCTA.
SI3BIK U CTHITB CITY’KEOHBIX TOKYMEHTOB

Hasnauenue, coctaB u oopMiIeHHE OpPraHU3allMOHHO-IIPABOBBIX JOKYMEHTOB.
[ToHsiTHE TPYZAOBOTO TOTOBOPA, €0 COCTaBIEHUE U 0POpMIICHHE

WHcTpyKuns 1o BUAY AEATENbHOCTH U TOJKHOCTHAS MHCTPYKIUS, IITaTHOE
pacnucaHue.

Haznauenue, coctaB u opopMIIEHHE PACTIOPSIUTENBHBIX JOKYMEHTOB.

[Tpouenypa noAroTOBKM pacopsAUTENbHBIX JOKYMEHTOB.

[Tprkasbl MO OCHOBHOM JIEATEIIBHOCTH U JUYHOMY COCTABY.
CripaBo4HO-MH(OPMAIIMOHHBIE TOKYMEHTBI: Ha3HAYeHHE, BUJIbI, IOPSII0K pa3paboTKH U
odopMIICHHUS .

[TpaBuna cocraBieHus: 1 opopMIIeHHs CIyKeOHOTo MUChMA.

[Topsimok cocraBneHus u 0hOPMIICHHSI CITYKEOHOU, JOKIATHON U OOBICHUTEITLHON
3aMMCKHU.

[TpoToxoi Kak cripaBOYHO-UH(DOPMALIMOHHBIN U paCIOPSAIUTENbHBIN JOKYMEHT
[Topsimok cocTaBieHUst U OPOPMIICHHS aKTa.



28.
29.
30.

31.

32.
33.

34.
35.
36.
37.
38.
39.
40.
41.
42.

43.

44,
45.

46.

47.

48.
49.

50.

Ha3znauenue, coctaB 1 0pOpMIIEHHE JTUYHBIX JOKYMEHTOB.

[Topsimok coctaBneHust U opopmieHUS (JINYHON KapTOUKU U JTMYHOTO JIesia)

Cnyx06a JIOY, ee TUIIOBBIE OpraHU3allMOHHbIE CTPYKTYPBI, IPaBa U OTBETCTBEHHOCTb.
3anaun u pynkun cayx0er 10Y.

JIOJPKHOCTHOM M YUCIIEHHBIN COCTaB CIIy>K0 TOKYMEHTAllMOHHOTO 00eceueHus
ynpasienusi. OyHKIHH, IpaBa U OTBETCTBEHHOCTh COTPYAHUKOB ciyk0 /10Y.
HopmatuBHo-meTomnueckas 6a3a ciryxos1 JIOY.

HopmartuBHbIE 1 HOPMAaTUBHO-METOANYECKHUE JOKYMEHTBI, PETIIAMEHTUPYIOINE
HOPSI0K COCTABIICHUS] HHCTPYKIMH IO JOKYMEHTALHOHHOMY 00€CIIeUeHHIO YIIPaBICHUs
OpraHH3aIiu.

AHanu3 u opranusanus J0KyMeHTo000poTa.

O6bem T0KyMeHTO00O0poTA.

Cucrema ynpapiieHUs] JOKyMEHTaMU. XapaKTepUCTUKA U 3TAIlbl BHEIPEHHUS.

[Tpuem, nepBuuHast 06paboTKa U IpeaBapUTEILHOE PACCMOTPEHUE TOKYMEHTOB.
CornacoBaHue JOKyMEHTOB.

YTBepK1eHUE T0KyMEHTOB.

VYuer u peructpanus J0KyMeHTOB. VH(OpMaIlMOHHO-TIOUCKOBBIE CUCTEMBI.
KoHTpob ucnosnHenus: J0KyMEHTOB.

Cucrema aBTOMaTH3alMU AEJIONPOU3BOACTBA U CUCTEMA 3JIEKTPOHHOTO
JTIOKYyMEHTOO000pOTA .

CoBpemenHoe nporpammHoe obecniedenue B cepe 1OY: kputepun Beidopa u
TpeOoBaHUS.

VYrpaBieHue KOpIopaTuBHBIMU MH()OPMAIIMOHHBIMU PECYPCaMHU.
Kondunenmmansaocts napopmanmu. [IpaBuna paboTs! U 3amUThl KOH(PHUICHIUATBHBIX
JIOKYMEHTOB.

Opranuzanys XpaHeHus J0KyMEHTOB: [TOHATHE, CIOCOObI, HOPMAaTUBHOE
peryJaMupoBaHue.

[Tonstue «aeno». opMupoBaHue Jei1: HOpMaTUBHAs 0a3a, MIPUHIUIIBI TPYIIUPOBKU
JIOKYMEHTOB, CPOKH XpaHEHUSI JIEI.

Homenknarypa nein: nonsitue, BUapl, GQyHKIUH.

[TonroroBka JOKYMEHTOB K I€peJjadye B apXuB opranusanuu. Opranuszanus
MCIIOJIb30BAaHUS QpXUBHBIX JTOKYMEHTOB.

KoMmnproTepHbI€ TEXHOJIOTHUHN B AEIONPOU3BOICTBE.

4. KoMIJIEKT OIleHOYHBIX CPEICTB /1JIs1 MPOBeeHUs TeKYyIlero, pyoe:xHoro
KOHTPOJISI U KPUTEPHUHU, U HOPMbI X OLIEHKH

4.1 Buabl OIEHOYHBIX CPEACTB:

o Jloknao, cooowernue;

o [lpezenmayus;

o [Ipakmuueckasa padboma;

o Camocmoamenvnan paooma;
e Konumponvnan paboma;

o Tecm



HpnMeanI/Ie: MAaKEThbI OHCHOYHBIX CPEACTB IPUJIATAITCH

MMHUCTEPCTBO OBPASOBAHMS 1 HAYKU POCCUIMCKON ®EJIEPALIMU
®DenepalibHOE rOCYJapCTBEHHOE OI0KETHOE 00pa30BaTeIbHOE

YUpEXKJIEHUE BBICUIET0 00pa30BaHUs

«Cankr-IleTepOyprckuii rocynapcTBeHHbBIN dKOHOMUYecKui yHUBepcUTeT» (CIIOI DY )»

Kosemx OusHeca 1 TEXHOJIOTUU
Hoxkaan, coodmenne

110 JTUCHUITJINHE ((HOKYMCHTELHI/IOHHOG obecrieueHne YIOPaBJIICHUA).

TeMBbl 10KJIA10B, COOOIIEHUI
1. 3naueHue u coaepKaHUE AUCUUIUIMHBI «J{OKyMeHTanoHHOe oOecreueHne ynpaBieHUs

" CBA3b €€ C JPpYTUMU OUCHUITIMHAMM.

2. I/ICTOpI/IH Pa3BUTHA HAYYHBIX Hpe,Z[CTaBJ'IeHI/Iﬁ 0 JOKYMCHTAUHMOHHOM obecneyeHnn

yIIpaBJICHUS.

TpeGoBanus Kk 0pOpPMIIEHUIO TOKYMEHTOB.

Cpoxku xpaHeHHs! JOKYMEHTOB.

OcoOeHnHoCTH OPUITNAIBHOTO — JIEIOBOTO CTUJIS

Kommepueckas nepenucka npyu BHEITHEAKOHOMUYECKOW JIEATEIIbHOCTH
[Topsinok nepenayn JTOKYMEHTOB B apXUB UM YHUUTOKEHHUE.

Nk W

IToxa3zaTenu OLEHKH JOKJIAA0B, COOOIIEHNH

1.

Conep:xanue.

o  Cmpykmypa, cmbiC10845 YeIOCIMHOCHb.
o Jloeuunocmou;

o JlokazamenbHOCMb,

o  (Obvekmusnocm;

SI3BIK.

Tounocmo,

Kpamrxocms,

Cmunucmuueckas HeUmMpaibHOCMb,
Hcnoems u npocmoma peuu;
boeamcmeo peuu,

Ilpasunvrnocmo,

BeicTyniienue

o Texnuka peuu,

o DMOYUOHANLHOCTID,

o  UYyscmeo epemenu;

KpuTtepuu oneHKu 10KI1a10B M COOOIIEHUI

COBpeMeHHOC COCTOSIHUEC NOKYMCHTAIIMUOHHOI'O obecrieyeHus YHpaBJICHUA

I[OKH&I[LI n COO6IJ_ICHI/I$I OLICHUBAIOTCA 11O MATHOAIIIBHOM CUCTEME

/o

OL[eHI/IBaCMLIC nmapaMeTphbI

Ourenka B 0ayuiax




KauecTBO 1O0KIa7a:

- IIPOMU3BOJUT BBIAAIOMICCCS BIICUATICHUEC, COITPOBOXIACTCA

WJUTFOCTPATUBHBIM MaTEpUAIIOM; 3
- YETKO BBICTPOEH; 2
- paccKa3bIBaeTCs, HO He OOBSACHSET CYyTh PabOTHI; 1
- 3a4NUTHIBACTCH. 0
Hcnonb3oBanue 1eMOHCTPANMOHHOIO MaTepHaJia:

- aBTOp IIPEACTABWII JEMOHCTPALMOHHBIA MaTepUall U IIPEKPACHO B 2
HEM OPUEHTHPOBAJICS,

- HCTIOJIB30BAJICS B JOKJIAE, XOPOIIO OPOPMIIEH, HO €CTh 1
HETOYHOCTH;

- IPEJCTABIEHHBIN IEMOHCTPAMOHHBIM MaTepra HE UCIOJIb30BAJICA 0
JOKJIaTMMKOM MJIK ObUT 0hOPMIIEH IJI0XO0, HETPaMOTHO.

KavecTBO 0TBETOB Ha BOIIPOCHI:

- OTBEYAET Ha BOIPOCHI; 3
- HE MOXXET OTBETHUTb Ha OOJIBIIMHCTBO BOIIPOCOB; 2
- HE MOXET YETKO OTBETUTH HA BOIIPOCHI. 1
Bnanenue Hay4YHBIMHU, TEXHUYECKUMHU TEPMHHAMU:

- I0Ka3aHO BJIA/ICHUE HAYYHBIMHU, TEXHUYECKMMH TEPMUHAMY; 3
- HCII0JIb30BaHbl OOIIEHAYyYHbIE U TEXHUYECKUE TEPMUHBI; 2
- [I0Ka3aHo cj1aboe BIIaIeHNEe HAYYHBIMU, TEXHUYECKUMH TEPMUHAMHU. 1
YeTKkoCTh BHIBO/IOB:

- IOJTHOCTBIO XapaKTePHU3YIOT paboTy; 3
- HEUCTKHE; 2
- UMEIOTCsI, HO HE IOKA3aHbI. 1

Hroro: 14 6an10B

OueHka «OTJIMYHO» BHICTABISETCS CTYACHTY,
eciu oH HaOpai 13 — 14 6amos.

OlIeHKa «XO0poHI0» BEICTABIACTCA CTYICHTY,
eciu oH Habpai 10 — 12 6amos.

OneHka «yJA0BJIeTBOPUTEIbHO)» BbICTABIISIETCS CTYACHTY,
ecnu oH Habpan ot 7 1o 10 G6anos.

OneHka «Hey10BJIETBOPUTEIBHO» BHICTABISETCS CTYACHTY,
eclii OH Habpai MeHee 7 OaJljIoB.

IIpenonaBarens O.1O. Akynnuesa
(Tommch)
« 2018 .




MMHUCTEPCTBO OBPASOBAHMS 1 HAYKU POCCUIMCKOM ®EJIEPAIIMU
®enepalibHOE rOCYJapCTBEHHOE OI0/KETHOE 00pa30BaTeIbHOE
YUpEXKJIEHUE BBICHIIETO 00pa30BaHUs
«Cankr-IleTepOyprckuii rocynapcTBeHHbBIN dKOHOMUYecKui yHUBepcuTeT» (CIIOIDY)»
ITonuTeXxHUYECKUI TEXHUKYM

IIpe3enTanus

1O JUCLMIIIIMHE «I[OKYMCHTaHI/IOHHOG obOecrieueHue YIpaBJICHUS

Tembl:

1. 3HaueHue W coAep)KaHWE AUCIUIUIMHBI <«J[oKyMeHTalMoHHOE OOecreueHne

YIIPABIICHUS U CBS3b €€ C APYTUMH TUCIUIIIMHAMM.
2. Hcropus pa3BUTHS HAy4YHBIX MPEACTABICHUI O JOKYMEHTAI[MOHHOM OOecredeHuu
YIIPaBJICHHUS.
CoBpeMeHHOE COCTOSIHHE JOKYMEHTAIlMOHHOTO 00eCrieueHus yIpaBIeHUs
Knaccudukanus u BUabpl JOKYMEHTOB
Cucrema Oprauu3allMOHHO-PACIIOPSAUTENIBHON JOKYMEHTAIIUU

PaCHOpHI[I/ITCJ'IBHHC JAOKYMCHTHI: IIPHUKA3bl, ITIOCTAHOBJICHUSA, PCIHICHUA, YKAa3aHUSA

No ok w

Cocragyienre HHGOPMAITMOHHO-CIIPABOYHBIX
Marepuanon

©o

PGFI/ICTpaHI/Iﬂ, YU€T U MHACKCUPOBAHUC JOKYMCHTOB

9. TpebGoBaHus K 0HOPMIICHHUIO JOKYMEHTOB.

10. Cpoku xpaHeHHS TOKYMEHTOB.

11. Cny>xe0OHble ucpMa.

12. Knaccudukanuss KOppECTOHICHIIMKM, WHUIMATHUBHAsT W OTBETHas, JeloBas U
KOMMepYecKasi. S3bIK U CTHIIb JIEJIOBOM KOPPECTIOHICHIIUH.

13. JIomKHOCTHOM M YUCICHHBIN COCTaB CIIYXO.

14. TlonsiTHE TpPYAOBOTO JOTOBOpa, €ro 3HadyeHHe. CTOPOHBI TPYIOBOTO JIOTOBOPA.
Copneprkanue TpyA0BOro JOroBopa. Buibl TpyA0BBIX 10rOBOPOB.

KpnTepm[ OLHCHKHU NMPE3CHTAHUU J€ATCILHOCTH CTYICHTOB (npeseHTauml)

Texnonornueckuii yposens (30 6a7110B) MakcumanbHoe KonnuectBo 6anos
KOJINYEeCTBO 0aJlJIOB

Hcnonp30BaHne CTaHAAPTHOTO AU3aiiHa 5

Mpe3eHTaluH

Hcnonb30BaHne pUCYHKOB, TUarpaMM, CXeM,

Pa3IMYHbIX HIPU(TOB, YHUKAIBHBIX (POHOBBIX 15

PUCYHKOB

Hcnonb30BaHne AOMOIHUTENBHBIX 3 (HEKTOB 10

PowerPoint (cMeHa crialiioB, 3ByK, aHUMAaIIWs)

Conep:karesbHblii ypoBeHb (50 0a/1510B)

[TonHoTa npeacraBneHHON HH(GOPMaLIUU 25

JlocTynHOCTh MH(pOPMAIUH /17151 BBIOpaHHON 15




KaTerOpHH M0JIb30BaTeIen

JlornyHOCTH MpeCTaBICHUS HHPOPMALTUH 10

JproHomuyeckuii yposenb (20 6a/10B)

CooTBeTCTBHE OBETOBOI'O O(bOpMJ'IeHI/IH

SPrOHOMHUYECKHM TPEOOBAHUSIM S
OnTUManbHOCTh UCTIONB30BAaHUS IPahUIECKUX U 10
AHMMAIMOHHBIX JIEMEHTOB

DCTEeTUYHOCTH OPOPMIICHHS S)
OBIIHUE BAJLJIBI (100) 100

Kpurepuu onenkmu:
HPGSGHTaHI/IH OLCHUBACTCA I10 nATHOAIIBHOM CHCTEME

OneHkKa «OTJIMYHO)» BBICTABISETCS CTYIEHTY (TBOPUYECKOW TPYIIE CTYICHTOB),
ecJu noirydeHo Oosee 95 6amios.

O1eHkKa «X0poIIo» BhICTABIISICTCS CTYICHTY (TBOPUYECKOW TPYIIIE CTYICHTOB),
€CJIM TIoJTy4eHo Oosiee 75 6auioB.

OneHka «y/10BJIeTBOPUTEIbHO)» BBICTABIAECTCS CTYICHTY (TBOPUYECKON TPYIITE CTYICHTOB),
ecyu noirydeHo 6osee 50 6amios.

OneHka «Hey10BJIeTBOPUTEIbHO) BBICTABIACTCS CTYEHTY (TBOPUYECKOM TPyIIE CTYASHTOB),
eciu MeHee 50 0aIoB.

IIpenonaBarens O.10. Akynnuesa
(mouck)
«__» 2018 .




MHHUCTEPCTBO OBPA3OBAHUS 1 HAYKU POCCUMCKOUN ®EJIEPALTUN

®denepalibHOE TOCYJapCTBEHHOE OI0/KETHOE 00pa30BaTeIbHOE

YUpEXKJIEHUE BBICHIIETO 00pa30BaHUs

«Cankr-IleTepOyprckuii rocynapcTBeHHbBIN dKOHOMUYecKui yHUBepcuTeT» (CIIOIDY)»

Komtemx OuzHeca U TEXHOJIOTHUI

IpakTnyeckasi padoThl

1O JUCLMITIIIMHE ((I[OKYMGHTaLII/IOHHOC obOecrieueHue YHOpaBJICHUS

E A

CocraBiieHHe TPUKA30B TI0 00IIEH NeaTeThHOCTH

CocraBiieHue MPOTOKOJIOB, COBEIIAHMH, 3aceaaHuil, KOHGEpEeHIUH, COOpaHUi  T.II.
CocraBieHue CpaBoK.

CocraBieHue BHyTPEHHEW U BHELIHEH TOKJIaiHOM 3anucku. CocTaBieHue

00BACHUTENLHON 3aITHUCKHU.

5. CocraBneHue akTOB UHBEHTapU3allu, IprueMa-Tnepeiadi, HeI0CTauM, SKCIIEPTU3bI, 00

YHHUYTOKCHHUU

6. CocraBneHne NUCeM-TpUTIIAIEHUE, TUCEM-Pa3pEIICHUs, TMCEM - TIOATBEPKICHHS,

nuceM — HH(POPMAIMOHHBIX.

7. CocrasieHue I/IH(I)OpMaI_[I/IOHHLIX, PECKIIAMHBIX, rapaHTHﬁHHX IIUCEM U ITHNCEM

HarlOMHHaHUs.

8. CocrasieHue IIPUKA30B I10 ITUYHOMY COCTAaBY. CocraBiieHue 3asgBJICHAH. 3aITuCcH B
pr,[[OBOﬁ KHHKKC.

9. CocraBneHHEe THIIOBBIX IOTOBOPOB.

Kpurepuu oieHKM ¥ HOPMBI OLICHKH NPAKTHYECKON padoThI

[TpakTrueckast paboTa OLeHUBaeTCs MO NATHOAJUIBHON CHCTEME.

ITanbl NMPOBECACHUA MPAKTUYCCKOI0 3AHATHUSA

Onenka

Kpurtepum oueHku (cogep:rarejibHasi XapaKTepPUCTHKA)

«2»

PaboTa BhINoTHEHA IPaBUIIBHO HE TOJTHOCTHIO, MeHee 50%. CTyneHT He
BJIaJIeeT TEOPETHUECKIM MaTepHaIoM, JOMyCKasi OMIMOKH 0 CYITHOCTH
paccMmaTtpuBaeMbIX (00CYKIaeMbIX) BOIIPOCOB, UCITBITHIBACT 3aTPyIHEHUS B
(bopMyHpoBKe COOCTBEHHBIX 0OOCHOBAHHBIX M apTYMEHTUPOBAHHBIX CYKICHUI,
J01yCKacT OIHI/I6KI/I IIpU OTBCTC HA OJOIIOJIHUTCIIbHBLIC BOITPOCHI.

«3»

PaboTa BeIoMHEHA IPaBUIILHO HE TOTHOCTHIO. CTYIEHT BiajeeT
TEOPETUYECKUM MATEPUATIOM HA MUHUMAJIBHO JOIyCTUMOM YPOBHE, OTCYTCTBYIOT
OMMOKH NIPU ONIMCAHUH TEOPUH, UCTIBITHIBACT 3aTPyTHEHUS B POPMYITUPOBKE
COOCTBEHHBIX 000CHOBAaHHBIX U APTYMEHTHPOBAHHBIX CYXKJICHHUH, JIOMTyCcKast
HE3HAYUTEIbHbIC OIIMOKY Ha JOIOJIHUTEIbHBIE BOIPOCHL.

«“4»

PaboTa BeimonHeHa NoMHOCTHI0. CTYyIEHT BIaAeeT TEOPETHUECKIM
MaTepHaIoM, OTCYTCTBYIOT OIIMOKH IIPH OITMCAHUHU TEOPHH, POPMYIUPYET
COOCTBEHHBIE, CAMOCTOSITEIIbHBIE, 000CHOBAaHHBIE, ApTYMEHTUPOBAHHBIC CYKICHHUS,
JIOITyCKasl He3HAYUTENbHbBIE OIIMOKU Ha JIOTIOJIHUTEIILHBIE BOPOCHI.

«5»

Pa6ora BeimonHeHa mOMHOCTHIO0. CTY/ICHT BIIaJEeT TEOPETHUECKUM
MaTepHajIoM, OTCYTCTBYIOT OIIMOKH ITPH OITUCAHUU TEOPHH, POPMYIUPYET
COOCTBEHHBIE, CAMOCTOSITETIbHBIE, 000CHOBAaHHbIE, ApTYMEHTUPOBAHHBIC CYKICHHUS,
NPEACTABIISIET MOJIHBIC M Pa3BEPHYTHIE OTBETHI HA JONMOIHUTEIILHBIE BOIPOCHI.




Tect Nel
Knaccugukanus u BUIbI JOKyMEHTOB.

1. Uro Takoe 1en0npou3BOJICTBO:

a) cdepa AeATeNIFHOCTH 0 00ECIICUCHHUIO OPraHU3auH O(PUCHBIMH JOKYMEHTAMH

0) oTpacib IeSTETbHOCTH, KOTOpast 00eCreuynBaeT JOKYMEHTUPOBAHUE U OPTaHU3AIHIO pabOThHI
¢ OHCHBIMH JOKYMEHTaMH +

B) OTpAciib AEATEIBHOCTH, KOTOpasi He 00eCrieunBaeT JOKYMEHTHPOBAHUE U OPraHU3AIHIO
paboTHI ¢ OPUCHBIMH JOKYMEHTAMH

2. Bce oduimaibHbIe TOKYMEHTBI HMEIOT TaKHe (PYHKIIHH:
a) o0IIUe U CrieIHaIbHbIC +

0) oO1IKe U OCHOBHBIE

B) JICJIOBBIE M 00IIIHe

3. CocTaB 1IOKyMEHTOB B OpraHU3aI[1H 3aBUCHUT OT:

a) o0beMa U XapakTepa B3auMOCBS3€H B OpraHu3aiuu

0) mopsiaAKa NMPUHATHS PEIICHUH (€IMHOHAYAINE U KOJUIETHAIBLHOCTD )
B) BCE, IEPEUNCIIEHHOE paHee +

4. Yro Takoe yHH(PUKALUSI TOKYMEHTOB:

a) yCTAHOBJICHHE €IMHOT0 KOMIUIEKCA BUI0B M Pa3HOBUHOCTEH JOKYMEHTOB JUIsl aHAJIOTUYHBIX
yIpaBICHYECKUX CUTYallnH, pa3padoTKa eInHBIX (HOpM U MPaBHII KX COCTABICHHS, OpopMIICHHE
U co3fjaHue TpadapeTHbIX TEKCTOB +

0) yCTaHOBJIEHHE HE €IMHOI0 KOMIUIEKCA BUJIOB M Pa3HOBUIHOCTEHN IOKYMEHTOB JJIs
AQHAJIOTUYHBIX YIPABICHYECKUX CUTyallUi, pa3paboTka eAMHbIX (OPM U IPaBUII UX
COCTaBJIEHUS, OPOPMIICHHE U CO3JaHNe TpadapeTHBIX TEKCTOB

B) YCTaHOBJIEHUE €JMHOTO KOMIUIEKCA BUOB U PA3HOBHIHOCTEH OTUETOB AJIsl aHAJIOTHUHBIX
YIOPaBIE€HYECKUX CUTYyallui, pa3paboTKa eUHBIX (POPM U MIpaBUII UX COCTABIEHUS, OPOpPMIIEHNE
U co3JjaHue TpadapeTHbIX TEKCTOB

5. Uto Takoe Tro0oBoi 00bEM JOKYMEHTO000pOTa:

a) UCXOIHAs BEJIMYMHA JIJIS pacdeTa YMCIEHHOCTH HACEJIEHNUs, ONIPEIeTICHUS CTETIEHN
3arpy>KEHHOCTH CTPYKTYPHBIX MOJAPA3AEICHUN U OTAEIbHBIX JIOACH

0) cpeaCTBO OIpeAeIICHHs TOTPEOHOCTEHN B OPraHN3allMOHHON M BRIUMCIUTEIILHON TEXHUKE,
BbIOOpa Hanbosee 3PPEeKTUBHOIN CUCTEMBI PETUCTPALIMM JJOKYMEHTOB M CIIPAaBOYHOTO amrmapara
B) UCXO/THAs BEJIMYMHA IS pacyeTa YUCIEHHOCTH COTPYAHUKOB ciy>k0b1 JIOY, onpenenenus
CTETIEHU 3arpy’KeHHOCTU CTPYKTYPHBIX MMOApa3AeICHUNA U OT/IEIbHBIX paOOTHUKOB, CPEACTBO
ornpezeneHus: IOTPeOHOCTEN B OpraHN3allMOHHON U BBIYUCIUTENBHON TEXHUKE, BEIOOpa
HanOosee 3¢ (HEeKTUBHON CHCTEMBI PETHCTPALIUU TOKYMEHTOB U CIIPAaBOYHOTO amnmnapara +

6. Uto Takoe JOKyMEHTOOOOpOT:

a) IBI)KEHUE TOKYMEHTOB B OpraHU3alMy ¢ MOMEHTA MX MOJTY4YEHUS /10 3aBEepIICHUS
UCTIOTHEHUS WJTH OTIIPAaBKH B KOMHUTET IO JIeJlaM HeCOBEPIIEHHOJIETHUX

0) ABIKEHHE JOKYMEHTOB B OpPraHU3allMi C MOMEHTA UX CO3/[aHUs WM TOIy4YeHUs 10
3aBEPIICHHSI UCTIOJTHEHUS WITH OTIPABKU +

B) IOKYMEHT, He TpeOyroImuii 0co00ro BHUMaHUS

7. BeiGepuTe OCHOBHBIE 3TaIlbl HOATOTOBKU U 0()OPMIIEHUS! BHYTPEHHHUX JIOKYMEHTOB B ouce:
a) COCTaBJICHHUE MTPOEKTA M COTJIACOBAHNE
0) npoBepKa NpaBUIBHOCTU OPOPMIICHUS



B) MOANNCAHKUE U PErUCTPaLUs
I') BCE BapHaHThI IPaBUJIbHBIE +

Tect No2
[TpaBuna opopMieHNsT OCHOBHBIX PEKBU3UTOB.

JlokyMeHT — 3T0:
1. 3adukcupoBaHHast HA MaTEPUATBHOM HOCHUTENE HHPOPMALIUS C PEKBU3UTAMH,
MO3BOJISIIOIIUMU €€ UICHTU(UIIUPOBATS.
2. Hocurens nHpOpMALIUH, UCTIOIB3YEMOM B LENISAX PETYITUPOBAHHS COLUAIBHBIX
OTHOLLUEHUH.
3. Uudopmarnus, 3apukcupoBanHas J00BIM CIocOO0M Ha JTF000M HOCHUTEIE.
2. TlognmMHHUK TOKyMEHTa — 3TO:
1. IlepBblit MM €AMHCTBEHHBIN SK3EMIUIAP JOKYMEHTA.
2. DK3eMILISp JOKYMEHTa, C KOTOPOTO CHSITA KOIUSI.
3. IOpuanueckas cuia JOKyMEHTa — 3TO:
1. OcoGenHoCTH BHENIHETO O(OPMIICHHS TIOKYMEHTA.
2. CBHIETENHCTBO HATIMYMS B IOKYMEHTE MOJIOKEHHI HOPMATHBHOTO XapaKTepa.
3. CiocoOHOCTh JOKYMEHTA OPOKIATh ONPEIEICHHbIE TPABOBbIC OCIEACTBHSL.
4. VimeeT U IOPUAMYECKYIO CHITY IOKYMEHT, OJYYSHHBIH 10 (PaKCUMUIBHOM CBSA3H?
1. Ja.
2. la, o COTJIAIICHUIO CTOPOH MH(POPMAITMOHHOTO OOMEHa.
3. Her.
5. Kaxoli U3 mepeunciieHHbIX PEKBU3UTOB HE OTHOCUTCS K PEKBU3UTAM yIOCTOBEPEHHSI?
1. I'pud yTBEepxaeHuUs.
2. Ileuarts.
3. OTMeTKa 0 3aBEpPEHUH KOIIUH.
4. Buza coryiacoBaHusl.
5. Iloanwuce.
6. B kaxoii mocie10BaTeIbHOCTH JOJDKHBI OBITh PACIIONOKEHBI HANMEHOBaHUS B OJaHKe
nucbMa (uirana opraHuzanum’?
1. OTKpBITOE aKIIMOHEPHOE OOLIECTBO.
2. (OAO «Cubuedtb»).
3. ®unuan B ropoje XaHTel-MaHcHiicKe.
4. «Hedrsanas komnanus “CubHedTs ».

Tect Ne3
Cocrapnenue nHPOPMAITMOHHO-CIIPABOYHBIX
Marepuanos

1. 22. JIokymMeHTOOOOpOT — 3TO:

1. Tlepenmaua mOKyMeHTa U3 OJTHOM MHCTAHIIMU B IPYTYIO B IIPOIIECCE
€ro pacCMOTPEHMUSL.
2. JIBmkeHHE JOKYMEHTOB B OpTaHH3aIMH C MOMEHTA MX CO3JaHHS
WJIM TTOJIyYEHHUS 1O 3aBEPUICHMS UCIIOJHEHUS WM OTIPABKH.
JIBukeHre KOMILJIeKca IOKYMEHTOB B ITPOLiecce BBIPAOOTKU, IPUHATUS U UCTIOTHEHUS
peLICHU.
23. SBnsercs mu 3a/1a4a COBEPIICHCTBOBAHMS (POPM U METOIOB pabOTHI ¢ JOKYMEHTaMHU
3anadeit ciayxon1 JIOY?
1. Ja.
2. Her.



4. 24. Kakoi JOKyMEHT OTHOCUTCSI K HEPETUCTPUPYEMBIM?
1. Tlucemo-3ampoc.

2. XanobGa rpaxxaaHuHa.

3. CompoBOIUTEIILHOE MUCHEMO.
PexnaMHO€ MUCHMO.
25. JlomkeH i paboTHHK ciy:k0b1 IOV, oCyIIecTBISAIOMUN KOHTPOJIb 32 UCIIOTHEHUEM
JIOKYMEHTOB, HATIOMUHATh UCIIOJIHUTENSIM O MPUOJIMKEHUH CPOKOB HCIIOIHEHUS
HAXOSIIUXCS Y HUX TOKYMEHTOB?

1. Ja.
2. Her.

o o

Tect No5
[Iprkassbl 0 TMYHOMY COCTABY.

1. Ha ocHOBaHMH 4ero opOpMIISIOTCS TPUKA3bI 10 JIMYHOMY COCTaBYy?
a/ Ha OCHOBAHMU 3asIBJICHUS PaOOTHHKA,
0/ co coB paboOTHHUKA.

2. Cpok XpaHEHHS IPUKA30B TI0 JIMYHOMY COCTaBY.
a/ 75 ner,
0/ 10 xer.

3. Ha koro 3aBoauTCS TPYAOBast KHHKKA?
a/ Ha OCHOBHBIX Pa0OOTHUKOB,
0/ Ha COBMECTHUTENEH.

4. VIx kakux pa3esioB COCTOUT TPYAOBast KHUKKA?
a/ cBesieHNs 0 pabOTHUKE,

0/ cBeneHus o padore,

B/ CBEJICHHSI O HarpakJIeHUH,

I/ CBEJIeHUs O B3bICKAHUH.

5. Kakue ToOKyMeHTbI OTHOCATCA K TOKyMEHTaM JIMYHOTO cOocTaBa?
a/ 3asBJICHUE,
0/ npukas,
B/ CIpaBKa C MeCTa KUTEJIbCTBA.
Tect Neb6
TpynoBoi1 10roBop.

1. B TpyZ10BOM mpaBe MUCbMEHHBIN JOKYMEHT — COTJIallIeHUE MEKIY paOOTHUKOM U
paboToparesieM, KOTOPOE YCTaHABIMBACT UX B3aMMHBIE ITPaBa U 00SI3aHHOCTHU:

a) TPyAOBOM JTOTOBOP +

0) TpyZIO0BOI KOHTPAKT

B) JIOTOBOp Tpy/ia

2. Ilpu HeyAOBIETBOPUTENILHOM pe3yibTaTe UCIBITAHUS Pa0OTOAATENh UMEET MIPABO
pPacTOPrHyTh TPYAOBOM JJOTOBOP B TE€UEHHE HCTIBITATEILHOTO CPOKA, MPEAYNPEaAUB paOOTHUKA!
a) He MO3/Hee YeM 3a TpH JHS B YCTHOU dopMme

0) B mCbMEHHON (opMe He MO3/HEE YeM 3a TPH JTHS C yKa3aHHUEeM MPUYMH OTPHUILIATEIbHOM



OIICHKH +
B) HE MMO3JHEE YeM 3a YeThIpe AHs B YCTHOU (hopme

3. Ilpu mpekpaiieHuu Tpy10BOTO I0roBOpa paboToaTelb 00s3aH BbIAATh PAOOTHUKY TPYAOBYIO
KHIKKY B!

a) TeYeHHE S5-U JHEH 1ocie yBOJbHEHUS

0) TeueHne HEJCNH MOCIIe YBOJIbHEHUS

B) JICHb YBOJIbHEHHUS +

4. TpynoBoii koznekc Poccuiickoii @enepaiuul npeaocTaBiIseT NpaBo padOTHUKY paCTOPTHYTh
TPYZAOBOM JOTOBOP B TEYECHHUE UCIIBITATEILHOTO CPOKA:

a) ecii paboTa He ABJISIETCSA IS HETO NOAXOAAICH, IpeaynpeuB paboToaaTess MUCbMEHHO 3a
TpU OHA +

6) Tpynosoii konekc Poccuiickoit deneparuu He PeoCTaBIsieT paOOTHUKY TaKOE MPaBO

B) B T€YEHHUE UCIIBITATEILHOTO CPOKA HAa pabOTHUKA HE pacnpocTpaHsercs Tpy1oBoi KoJeKe

5. B xakoM pa3mepe BBIIUIAYMBACTCS BBIXOAHOE ITOCOOHE TIPU PACTOPKEHUH TPYAOBOTO
JIOTOBOPA B CBSI3U C BOCCTAHOBJICHHEM Ha paboTe paOOTHHKA, paHee BBIOIHSBIIETO 3Ty padoTy:
a) B pa3Mepe CpeTHEMECIYHOr0 3apadoTKa

0) B pazmepe 3-MecAYHOTO 3apabdoTKa

B) B pa3Mepe 2 -X HEJEIbHOI0 CpEeAHEro 3apadoTka +

6. KakoBa HopMasbHast POIOJIKUTEIILHOCTh pab0YEero BpEMEHU:
a) 50 yacoB B HezeNIO

0) 40 gacoB B HeneNIO +

B) 30 4acoB B HE/IEIIO

7. KakoBa mpoA0KUTENBHOCTh JIOTIOJIHUTENBHOTO OTIYCKA JJIsi paOOTHUKOB C
HEHOPMHUPOBAHHBIM pabOYNM JTHEM:

a) HE MeHee 5 KaJleHAapHbIX JHEH

0) He MeHee 15 KaleHIapHbIX THEeH

B) HEe MeHee 3 KaJeHJapHBIX JHei +

8. KakoBa nipe/iesibHO IOy CTUMAsT TPOJIOJHKHTEIFHOCTh CBEPXYPOYHBIX PabOT B TEUCHHE TOJIa:
a) 120 gacoB +

6) 160 yacos

B) 180 yacoB

9. Cpok perucrpanuu TpyJ0BOro 10ropopa ¢pusz/ nuil.- paboToaarenem:
a) 10 nuent

0) 3 ous

B) 7 nHeit +

10. Korza Tpy/10BOii 10oroBOp HE 00s13aTeIeH B MUCbMEHHOMN (hopme:
a) OpraHu30BaHHBIN HaOOp pabOTHUKOB

0) TpyZOBO# JOTOBOP C MOJIOJIBIM CIIEIIUATHCTOM +

B) TPYJIOBOI1 IOTOBOP C HECOBEPILIEHHOJIETHUM PaOOTHUKOM

11. T'ne peructpupyercst Tpy10BOH JOTOBOP, KOTOPBIH 3aKiIt0daeTcs ¢ GU3NYECKUM JIUIIOM-
IPEIIPUITHEM:
a) B TOCY/IapCTBEHHOM (DOHIE 3aHITOCTH +



0) B HAJIOTOBOM CITY>KO€e
B) B ICHCHOHHOM (hoHIe

12. Kem pa3zpabatbIiBaeTCsi M MPUHUMAETCSI KOJUIGKTHBHBIN JOTOBOP:
a) Ha ceccun denepanbHOro codOpaHus

0) Ha o011ei KoH(epeHIH TPYIOBOTO KOJUICKTHBA +

B) Ha pedepeHayme

13. CropoHaMu 3aKJIFOUYEHUS KOJUIEKTUBHOTO JOrOBOpa SIBJISIOTCS:

a) COOCTBEHHUK WJIU JINLIO UM YIIOJJTHOMOYEHHOE U TPYJOBON KOJUIEKTUB +
0) nmpencenaresb NPOPCO3HOTO KOMUTETA M pAOOTHUKHU

B) KOMMTET 110 TPYJIOBBIM CIIOPAaM ¥ paOOTHUKH

14. MoMeHTOM Hayaja JACMCTBUS TPYI0BOTO JOTOBOPA CUUTACTCA:
a) uepes S5 AHeH mocie moAMuCaHus

0) uepe3 10 qHel mocie moAnMcaHus

B) TIOCJI€ TOCYJApPCTBEHHOM pErucTpamuu +

15. VicibiTanus npu npueMe Ha paboTy He IPUMEHHUMO K:
a) pabotHukam 110 18 et +

0) UHBaNIMIaM

B) BOCHHOOOSI3aHHBIM

16. [leiicTBHE KOJUIEKTUBHOTO JOTOBOPA MPEANPHUITUS PACTIPOCTPAHSICTCS Ha:
a) TOJIbKO Ha BPEMEHHBIX padounx

0) Ha BCeX WICHOB (CyOBEKTOB) MpeaIpUITUS +

B) TOJILKO Ha aJIMUHUCTPAIIHIO

17. He sBnsieTcst rapaHTHel oOecrieyeHus mpaB rpax1aH Ha TPY:
a) cBOOOHBIN BBIOOP BHJIA IEATETLHOCTH

0) paBEeHCTBO TPYAOBBIX MPaB IpakIaH

B) pacoBasi IPUHAJJIEKHOCTD +

18. OnuH U3 BUOB TPYIOBOTO JIOTOBOpA IO CPOKAM JEHCTBUS:
a) KpaTKOCPOYHBIH

0) cpouHBIN +

B) CpeIHECPOUHBIN

19. OnuH U3 BUIOB TPYIOBOTO JOTOBOPA MO CPOKAM JCHCTBHS:
a) CpeIHEeCPOUHBIN

0) Ce30HHBIM

B) OeccpouHbIi +

20. OauH 13 BUJOB TPYAOBOTO JOrOBOpaA 110 CPOKAM JACUCTBUS:
a) CEe30HHBII

0) Ha BpeMsl OIIpeIeIIeHHON paboThI +

B) JIOJITOCPOYHBIH

21. IIpu npueme Ha paboTy HEe TpeOyeTCsl JOKYMEHT:
a) CBUETENIbCTBO O POXKICHUU +

0) TpymOBasi KHUKKA

B) AUILIOM



22. 1o oOmiemy mpaBwly CpOK HCTIBITAHUS MPU MIPUHATHU HA pabOTy HE MOXKET MPEBHIIIATH:
a) 4 mecsia

0) 3 mecsma +

B) 1 mecsy

23. UcnpITaTenbHBIN CPOK I pabOYMX COCTABIISCT:
a) 2 Hejenu

0) 5 mecsiteB

B) 1 mecs +

24. TpynoBo#t JOrOBOP MOXKET MPEKPATUTCS 110 HHUIIMATUBE:
a) COTPYITHUKOB MOJIULIUU

0) coOCTBEHHHUKA +

B) HAYaJIbHUKA OT/IeJIa KaJ[pOB

25. TpyaoBoii JOTOBOP MOXET MPEKPATHTCS 110 MHUIIUATHBE:
a) IpoKypopa

0) HauaJbHUKA OT/ENa KaJpoB

B) paboTHHKa +

26. TpynoBoii 10OroBop MOKET MPEKPATUTCS 110 UHUIMATHUBE:
a) HaYaJIbHHUKA OT/eNa KaJpoB

0) mpodcoroza +

B) CYIbU

27. IlepeBox pabOTHUKA HA JPYTO€ MPEINPUATHE, WIN TIEPEBOJ] HA APYTYIO TODKHOCTD
BO3MOYKHO TIPH:

a) coryiacu pabOTHHKA +

0) CTPOTOo MO PEIICHUI0 TPYI0BOTO KOJUIEKTHBA

B) HEOOXOAMMOCTH pabouero mporecca

28. Jlommyckaetcst i pa3/ieJIeHUe OTIyCKa Ha YacTH:

a) IOMYCKAaeTCs 0 KeJaHU0 paboTHUKA

0) He TomyCcKaeTcs

B) JIOIyCKaeTcs MO COTTIAICHUIO MKy pabOTHUKOM U paboToaaTeneM +

29. KakoBbI CPOKHM BBIMJIATHI 3apaO0THOM IJIAThI:
a) HE peke 4eM Kaxk/ple rmoyMecsa +

0) He pexe ueM OJIMH pa3 B MecHll

B) HE peXe YEM pa3 B HEJEIIIO

30. JIuio MOXeET CaMOCTOSITENIBHO 3aKII0YaTh TPYJOBOM JOTOBOP B BO3pacTe:
a) ot 18 ner

0) oT 16 ner +

B) oT 14 ner



ITpunoxxenue 1

Koxuduxarop (mpuMepHbIii NepeyeHb) OLEHOYHbIX CPEACTB JJIs1 OIleHKH 3HAHUIA,
OBHSI C(hOPMHUPOBAHHOCTH KOMIIETEHINH

YMEHMH 1 Y

Ne n/n Tun oyenounozco Kpamxasa xapaxmepucmuxa oyenounoeo Ipeocmasenenue
Koo cpedcmea cpedcmea OYEHOUH020 CpedCcmed 6
OYEeHOUH020 gonoe
cpeocmsa
1. HenoBast wu/unu | CoBMecTHas JAeATeNbHOCTh, Tpynnsl | Tema  (mpoOiiema),
poJieBas urpa 00yJaromuxcs U TMPeroaaBaTelis Mo | KOHLEHIHs, PolId U
yOpaBlIe€HUEM  TpernojaBareiss  C | 0KHUIAeMbIH
LEeNbI0  pelmeHus  y4eOHBIX U | pe3ysbTaT
npo¢eCCuOHAIBHO-
OPUEHTHUPOBAaHHBIX  33Ja4  IyTEM
UTPOBOTO MOJIEIUPOBAHUSl pPEATbHOMN
npoOiieMHON cutyanuu. I[lo3Bosser
OLICHUBATh YMEHHE aHAIH3UPOBATH U
peiarb TUTTUIHBIC
npodeccuoHanbHbIe 3a1a41
2. Keiic-3agaua VYueOHslit Marepuanl nogaercs | 3aaHus TUTSt
CTyJEHTaM B BUJE IpobiieM (KeicoB), | pelieHus:  Kehc -
B KOTOPBIX o0yJaromumcs | 3a1a4u
MIpeIaraeTcsi OCMBICIUTh PEalbHYIO
npo(eCCHOHATPHYI0 CHTYaluI0 IS
pelleHrs NaHHOM TpoOsieMbl. 3HAHUS
puoOpeTarTCs B pe3yibTare
AKTUBHOM W TBOPYECKOW pPabOTHI:
CaMOCTOSITEJIbHOTO  OCYIIECTBICHUS
Lesenojaranus, coopa HeoOXoIUMOM
nHpOpMaluU, €€ aHalu3a C Pa3HbIX
TOUEK 3peHus, BBIJIBIDKEHUS
TUIOTE3bl, BBIBOJOB, 3aKJIIOYEHUS,
CaMOKOHTPOJISI TIpolecca IMOTydeHHs
3HaHUH U €T0 Pe3yJIbTATOB.
3. Komnoksuym CpenctBo KOHTPOJIA ycBoeHus | Bonpockl o TeMam
y4eOHOro Matepuana TeMmbl, paszena |/ pasaenam
W pazzenos JTVCUIUTUIAHBI, | AUCIUTUTNHBI WA
OpraHU30BaHHOE KaK yuebHoe | mpodeccHoHaNIbHOrO
3aHSATHE B BUAE coOeceoBaHUS | MOMYJIA
perno/iaBaTesisi ¢ 00yJaroUIMMHUCS.
4. KoHTtponbHas Cpenctso MIPOBEPKU ymenuii | Kommiekr
pabora MPUMEHSITh TOJYUYEHHBIC 3HAHUS JAJSl | KOHTPOIBHBIX
pelieHns 3a7ad ONpe/Ie]IeHHOro TUMa | 3a/laHui o
110 TEME WIH pa3feiy BapHaHTaM
5. Kpyrubiit  croi, | OueHouyHble cpencTsa, no3possiomue | Ilepeuens
JUCKYCCHS, BKJIIOYUTH OOYyYaroIluXcs B TPOLECC | AUCKYCCHOHHBIX TEM
JUCHYT, 1e0aThl | OOCYXKIAEHHMsI  CHOPHOTO  BOMpoca, | s MIPOBEICHUS
npobJeMbl U OLEHUTh HX YMEHHUE | KPyrjoro cTONa,
apryMEeHTHPOBAaTh COOCTBEHHYIO | AMCKYCCHUH,
TOYKY 3pEHUs JMCITYTa, 1e0aToB
6. [Toprdonuo Lenesas mombopka pabot cryaenta, | CTpykTypa
pacKphIBAIOIIAs €0 WHIUBUAYaJIbHBIC | MOPTHOIHO




oOpa3oBaTeNbHbIE  JTOCTH)KEHUS B
OJHOM WM HECKONBKHX Yy4eOHBIX
IUCLUUIUIMH, B TPOQecCHOHATHHOM
MOJIyJIE.

IIpoexr

KoHeuHBIN IPOMYKT, MOJNy4acMblii B
pesynbTare IUTAHUPOBAHHUS u
BBITTOJIHEHUSI KOMIUIEKCA YYeOHBIX W
HCCIIEIOBATEIbCKUX 3alaHuM.
ITo3Bosster OLICHUTH YMEHUs
o0yyarommuxcs CaMOCTOSITEIIBHO
KOHCTPYUpOBaTb CBOM 3HaHUSA B
IIPOLIECCE  PEIICHUS NPAKTHYECKUX
3a1a4 u npo0ieM, OpUSHTUPOBATHCS B
MH(GOPMALIMOHHOM TPOCTPAHCTBE U
YPOBEHb c(OpMUPOBAHHOCTH
AQHAJINTUYECKUX, HCCIIEJOBATEIbCKUX
HAaBbIKOB, HaBBIKOB IIPAKTHUYECKOIO U
TBOPYECKOTO  MbIIUIEHHA. Moxker
BBIIIOJHATBCS B MHAMBHUAYAIbHOM
NOPSAKE WM IPYNIION 00yyaromuxcsl.

Tema rpynmoBbIx
u/unu
MHUBUAYaJIbHbBIX
IIPOEKTOB

PaGouas
TETpaab

JAnnakTuuecKuil KOMILIEKC,
NpeHa3HauYeHHbIN JJIs1
CaMOCTOSITENTbHOW PabOTHI
00y4aromerocs ¥ mo3BOJISIOIUI
OIICHUBATh YPOBEHb YCBOCHUS UM
y4eOHOro Marepuaia

Oo6pasern paboueit
TeTpagn

PasnoypoBHeBbIE
y4eOHBbIE 3a/1a4uu
U 33/1aHUS

PasnuuaroT 3anaum 1 3a1aHus:

a) pernpoayKTUBHOTO YPOBHS,
MO3BOJISTIOIINE OLIEHUBATh U
JMarHOCTHUPOBATh 3HAHHE
(akTrueckoro marepuaia (0a3oBble
MOHATHS, aJITOPUTMBI, (PAKThI) U
YMEHHE TIPaBUIIBHO HCIIOTIB30BaTh
CriellManbHble TEPMUHBI U TIOHSATHS,
y3HaBaHHE OOBEKTOB U3yUEHUS B
paMKax OIpeaesICHHOTO pasjerna
JVICIIATUTHHEI,

0) PeKOHCTPYKTHUBHOTO YPOBHS,
MO3BOJISTIOIINE OLIEHUBATH U
JIMarHOCTUPOBATh YMEHUS
CHHTE3MPOBATh, aHAIN3UPOBATH,
00001maTh paKTHYECKUH 1
TEOPETHUYECKUI MaTEPHUAII C
(dbopMyIHpOBaHUEM KOHKPETHBIX
BBIBOJIOB, YCTAHOBJICHUEM IPUYNHHO-
CIICZICTBEHHBIX CBA3CH;

B) TBOPYECKOTO YPOBHS,
MO3BOJISIOIINE OLIEHUBATh U
JTMarHOCTHPOBATh YMEHUS,
MHTETPUPOBATH 3HAHUS PA3TUUYHBIX
o0yacTeil, apryMEeHTUPOBATh
COOCTBEHHYIO TOUKY 3PEHUS

Kommiext
Pa3sHOYPOBHEBBIX
3a7a4 ¥ 3aJaHni




10.

PacueTHo-
rpadudeckas
pabora

CpenctBo IIPOBEPKHU YMEHUM
MPUMEHSTh IOJIyYCHHbIE 3HAHHS I10
3apaHee OINPEACICHHON METOINKE IS
pelieHrs 3aJad  WIM 3aJaHuil 110
MOJIYJIFO WJIM AUCLUILIIMHE B LIETIOM.

Kommiektr 3amanuii
TUTSt BBITIOJTHCHHS
pacueTHo-
rpaduveckoi
paboThI

11.

Pedepar

[IpoaykT camocCTOATENbHONH pabOoThHI
CTYIEHTa, TMPEACTABISIOMUNA CcOO0M
KpaTKoO€ H3JI0XKEHHE B MHCbMEHHOM
BHUJE  TIOJNYYEHHBIX  PE3yJIbTATOB
TEOPETUUECKOIO aHayiM3a
ONpEACIEHHOW TEMBbI, T/ aBTOP
packpblBaeT  CyTh  HCCIEIyeMOM
MpoOJIeMbl, TPUBOIAUT  Pa3ITUIHBIC
TOUKH 3PEHHUSI, a TaKKe COOCTBEHHBIE
B3IJISIJIBI HA HEeE.

Temsl peeparon

12.

Joxkian,
cooO1ienue,
Mpe3eHTalUs

[TpoaykT camMOCTOSATEIbHOW pPabOTHI
CTYJIGHTa, TPEJCTABISIOMUA CO0O0H
nyOnMyHOe BBICTYIIJICHHE o
MIPECTABICHHUIO MOJTyYEHHBIX
PE3yJIbTaTOB PEUICHHUS OINPEIEICHHON
TEMBI.

Temnl JIOKJIaJIOB,
COOOIIIEHHI,
Mpe3eHTAN I

13.

CobOecenoBanue

CpencTBo KOHTPOJISL, OPTaHU30BAHHOE
Kak crienuanpHas oecena
npenojaBaTelis ¢ 00yJarouuMcs Ha
TEMBbI, CBSI3aHHBIE C U3y4aeMOU
JTUCIUIUIMHOM, U paCCYMTAHHOE HA
BBISICHEHHE 00beMa 3HAHUM
00y4aroIerocs mo onpeaeIeHHOMY
pasneny, TeMe, mpoOJemMe U T. II.

Bompocs! o Temam
/ pa3nenam
JMCIUTLTHHBI

14.

TBopueckoe
3a/1aHue

YacTHuHO periaMeHTUPOBAHHOE
3aj7laHue, UMEIoIIee HeCTaHAapPTHOE
pelIeHUE U T03BOJISAIOIIEE
ANarHoCTUpoOBaTb YMCHHUA,
MHTETPUPOBATH 3HAHUS PA3TUUYHBIX
oOyacTeid, apryMEeHTUPOBATh
COOCTBEHHYIO TOUKY 3peHusi. MoxeT
BBIIIOJIHATBHCA B MHAUBUAYAJIbHOM
MOPSAKE WM IPYNIOH 00yyYaronmxcst

TeMmsl rpynmnoBbIX
/NI
WHJMBHIyalbHBIX
TBOPUYECKUX
3aJaHuN

15.

Tect

CpencTBo KOHTPOJIS, HAPaBICHHOE
Ha IIPOBEPKY YPOBHSI OCBOEHUS
KOHTPOJIMPYEMOT'O TEOPETHUECKOTO 1
MIPaKTUYECKOr0 MaTepuasa 1o
JTUIAKTUYECKUM eNHHIIaM
JUCLUIUINHBI UITH
npodeccnoHanTbHOT0 MOIYJIS.
Cucrema cTaHIapTU3UPOBAHHBIX
3aJIaHWH, TT03BOJISIONMIAS
aBTOMATHU3HPOBATh MPOLETYPY
W3MEPEHUS YPOBHS 3HAHUN U YMEHHU
o0yJaromuxcs

donpy
3aIaHUN

TECTOBBIX

16.

Occe

CpencrBo, MO3BOJSAIONIEE OLIEHUTH
yMeHHE OO0y4alolerocsi MHCbMEHHO

Temartuka ncce




U3JIaraTh MOCTaBICHHOMN
poOJIEMBI, CaMOCTOSITEIIbHO
MIPOBONTH aHAIH3 ITON MPOOIEMBI.

CyTh

17. [TpakTiueckue D70 3a/aHusl, ¢ MOMOIMIbIO KOTOPHIX y | Buasl: Habmonenue,
paboTHI ydaluxcs dbopmupyroTcs U | UI3MEPEHUE,  OIIBIT,
(mpakTUYecKoe | pa3BUBAIOTCS MpaBUIbHbIE | KOHCTPYUPOBAHHE U
3a/1aHue) MPAKTUYECKHE JICHCTBUS. Ap. 3aJaHus s

MPAKTUYECKUX
pabot

18. | JlaGoparopuble | DTO MpOBEACHHE Yy4allUMUCA 1O | 3aAaHUs IE
paboThI 3aJJaHUI0 TIPETOJIaBaTeNsl ONBITOB C | JIAOOPATOPHBIX

HCIIO0JIb30BaHUEM npuOopoB, | paboT
NPUMEHCHHEM  HMHCTPYMEHTOB U

IpyTrux TEXHUYECKUX
IPHUCIIOCOOICHH.

19. Tpenaxep TexHnuyeckoe cpecTBO, KOTOPOE KommiexT 3aganuii
MOJKET OBITh HCIIOJIb30BAHO JIJIsS 111 pabOTHI HA
KOHTPOJISI MPUOOPETEHHBIX TpeHaxKEpe
CTYACHTOM PO eCCHOHATHHBIX
HABBIKOB M YMEHUH 110 YIIPaBICHUIO
KOHKPETHBIM MaTepPHaIbHBIM
00BEKTOM

20. OtueTsl o | CpencTtBo KOHTPOJisi, To3Bosisitomiasi | Bugelr paGor wm

MpPaKTHKaM oOyuJaroiemycs 3a/laHus Ha
MIPOJIEMOHCTPUPOBATh  OOOOIICHHBIC | YICOHYIO u
3HaHUSA, YMEHUS U TMPAKTUYECKUH | IPOU3BOJICTBEHHYIO
OTBIT, TPHOOPETCHHBIE 32 BpeMs | MPAKTHKY
MIPOXOXKICHUS yueOHO U
MPOU3BOICTBEHHOMN MpakTUK. OTYEeTHI
o HpaKTUKaM MO3BOJISIOT
KOHTPOJMPOBaTh B II€JIOM YCBOEHHE
OK u I1K o6o3nagyennbix B [IIICC3.

21. Kontent- AHan3 U OLIEHKA B COOTBETCTBUH C [Tepeuenn
aHau3 KPUTEPUSAMH JJOKYMEHTOB (KYPHAJIOB | JOKYMEHTOB
JOKYMEHTAllMN | TEOPETUYECKOTO U MO/IIEKALIUX

MIPOU3BO/ICTBEHHOT'O 00Y4eHus, aHaJIU3y, KPUTEPUU

XapaKTepUCTHK, TBOPYECKHUX padoT, OLIEHKHU

JTHEBHUKOB M OTYETOB IO MPAKTHUKE,

BKP u n1p.), cBUAETENBCTBYIOMHUX 00

YPOBHE KOMIIETEHTHOCTH

00ydJaromerocs.

22. Habmtonenue Wuctpyment c6opa nnpopmanuu st | Llenb, 00beKThI

yCTaHOBJIEHUS (DaKTOB HaOII0ICHUS,
oOpa3zerr mucTa ams
¢bukcupoBaHUs
pe3yIbTaToB
HaOJIFOJeHUS

23. 3ananue Ha BKP | [lepeuenp  ocHOBHBIX  Bompocos, | BKP 1o
(TUTUTOMHBIH KOTOPBIE JIOJDKHBI OBITH PACKPHITHI B | CIIEIIUATEHOCTH
HPOEKT, pabore, a Takxe ykazanus Ha | CIIO
JUTUTOMHAS OCHOBHEIE WH(POPMAIIMOHHEIE
paboTa) HMCTOYHHKHU.







