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1. MMACIIOPT
KOMILIEKTA OLIEHOYHBIX CPEJACTB M0 Y4eOHO JUCHUILIIHHE
OI1.06 loxkymeHTATBbHOE O0ecnieYeHne ypaBJIeHHUs

1.1. O0mme noJi0KeHUst
KontponsHo-onienounsie cpencta (KOC) mpennasHadeHsl 11 KOHTPOJIS U OLICHKU
00pa3oBaTENbHBIX JOCTH)KCHUH OOYYaIOMIMXCs, OCBOMBIIMX TPOTpaMMy y4eOHOM
JUCUMILIMHBI «J{0KyMEHTallMOHHOE 00€ecIiedeHUEe YIIpaBICHUD

KOC BkiI1049atoT KOHTPOJIbHBIE MAaTEpPHAJIbl ISl IPOBEACHUS TEKYILETO KOHTPOJIS U

MIPOMEXYTOYHOM arTectanuu B popme 3x3ameHa (1 cemectp).

KOC pa3pabotan B COOTBETCTBHH C:

-obpazoBarensHoit mporpammoit CIIO mo cnermumansHocTH 38.02.01 DkxoHOMHKA H
Oyxrantepckuil y4yer (1o oTpacisim)

-nporpammoit yuebHoi qucuumiauasl OI1.06 JloxymeHTabHOE obecrieueHue
yIIpaBJICHUS

2. Pe3y.]1bTaTbl O0CBOCHUSA TUCHUILVIMHBI, ITOAJICKAIIUE ITIPOBEPKE

NePesynbTaThl 00ydeHHS HanMeHoBaHMe 3/1eMeHTa yMEHUI/3HAHUH
(ocBOEHHBIE YMEHNA,
YCBOEHHBIE 3HAHUS —H3
paboueii mporpaMmsI)

vi 0o(hOpPMIIATH JOKYMEHTAIMIO B COOTBETCTBUU C HOPMATHBHON 0a30i,
B T.U. C HCII0JIb30BaHNEM MH()OPMAIMOHHbIX TEXHOJIOT Ui,

y2 OCBaMBaTh  TEXHOJOTHHW  aBTOMATH3MPOBAHHOW  00pabOTKH
JOKYMEHTAllUU;

Y3 HCIIOB30BaTh YHU(UIIMPOBAHHBIE ()OPMBI TOKYMEHTOB;

Y4 OCYILIECTBIISITh XpaHEHUE U TIOMCK JOKYMEHTOB,;

Y5 HCIOJIB30BaTh TEIEKOMMYHHKALMOHHBIE TEXHOJOT'UU B
JJIEKTPOHHOM JOKYMEHTO000POTE;

31 [IOHATHE, UMM, 334a4d U [PUHLUIBL JETONPOU3BOACTBA;
OCHOBHBIE MTOHATHS JIOKYMEHTAL[HOHHOT'O obecriedeHust
yIIpaBJICHMS,

32 CHCTEMBI JOKYMEHTAIIMOHHOTO 00eCTIedeHH s YIIPABIICHHUS,

33 -Kaccu()UKANNAI0 JTOKYMEHTOB; TpeOOBaHUS K COCTABICHUIO U
0(hOpMITEHUIO JOKYMEHTOB;

34 OpTaHHU3AIHIO JOKYyMEHTO0000poTa! TIpHeM, 00paboTKy,
PErucTpanuio, KOHTPOJIb, XpPaHEHHE NOKYMEHTOB, HOMEHKIATYPY
Jel.

OK 1 Breibupate  cmocoObl  pemieHHWsT  3amad4  IpoQecCHOHATBHON
JeATEIbHOCTH IPUMEHHUTENBHO K PAa3JIMYHbIM KOHTEKCTaM;
OK 2 YMEHHE OpPTraHHW30BEIBATH COOCTBEHHYIO NESATENHLHOCTH, BHEIOUPATH

THIIOBBIC MCETOAbI H CIIOCOOBI  BEITIOJIHCHUS HpO(beCCI/IOHaJ'IBHBIX
3aJaa4, O0CHUBATb UX 3(1)(1)6KTI/IBHOCTL 1 Ka4CCTBO

OK 3 [InannpoBath U peaan30BBIBATE COOCTBEHHOE MPOQECCHOHAIBHOE U
JUYHOCTHOE PAa3BUTHE;

OK 4 YMEHHE OCYIIECTBIATh TOWCK W WCIIONB30BaHHE WH(OPMAIIHH,
HEOOXOIUMOI IS s dexTuBHOTO BBIIOJTHEHUSA

HpO(beCCHOHaIIBHBIX 3aaad, HpO(l)GCCI/IOHaJ'ILHOI‘O n JHUYHOCTHOI'O
Pa3BUTHUA.




OK 5

c(hOPMUPOBAHHOCTH TPEACTABICHUIA 0 MHPOPMAIIMOHHOMN KYIbTYpE,
YMEHUE  aHAJIM3UpOBaTh W  OICHUBATH  HUHPOPMAIMIO C
HCIIOB30BaHUEM MH(OPMAITMOHHO-KOMM yYHUKAITMOHHBIX
TEXHOJOT'UH.

OK9

Hcnons3oBath UH(QOPMAIIMOHHEIE TEXHOJIOTUH B
po¢)eCCUOHAIBHOMN EITETbHOCTH;

OK 10

ITons3oBaThCA npohecCuoHaIbHOM JIOKYMEHTaluen Ha
TrOCyJJapCTBEHHOM M MHOCTPAHHOM $I3bIKaX;

IIK 1.1.

O0pabaTbIBaTh EPBUYHBIC OyXTaNTEPCKUE JOKYMEHTHI.

IIK 1.2.

Pa3pabaTpiBaTh M COTJIACOBBIBATH C PYKOBOJCTBOM OpTaHH3AINH
pabouuii MIaH cueToB OyXraJTepCKOro yuera opraHu3alnu.

IIK 1.3.

[IpoBOMTE y4YeT IEHEeXHBIX CPENCTB, OPOPMISTH JICHEKHBIC U
KACCOBBIE JIOKYMEHTHI.

IIK 1.4.

@opMHpoBaTh OyXranaTepCcKHe MPOBOJIKKA IO YYETy HMYIIECTBa
OpraHu3allii Ha OCHOBE paboyero IulaHa CYETOB OyXraJTepcKoro

yuera.

IIK 2.1

®opMUpOBaTh OyXTanTepcKHe MPOBOAKH MO Y4YETy HCTOYHUKOB
UMYIIIECTBA OpraHHM3allil Ha OCHOBE paboyero IIaHa CYETOB
OyXTaJNTEepPCKOTO yUera.

IK 2.2.

BremonHATh MOpy4YeHHS PYKOBOACTBA B COCTaBe KOMHCCHH IIO
WHBEHTApU3aIlNN UMYIIIECTBA B MECTaX €ro XpaHEeHH .

IK 2.3.

IIpoBoanTh TOATOTOBKY K WHBEHTApH3alM W  IPOBEPKY
JIEHCTBUTEIIEHOTO COOTBETCTBHSA (hakTHUECKHX JTAHHBIX
WHBEHTapU3allii JaHHBIM ydera

IK 2.3.

OtpaxkaTh B OyXraJTepcKux IMPOBOJAKAX 3adeT U CIHCAHHE
HEIOCTa4d IEHHOCTeH  (peryjaupoBaTh WHBEHTApU3AI[MOHHEIC
Pa3HHMIIBI) TI0 pe3yJIbTaTaM WHBEHTAPU3AITHHL.

[IK 2.4.

[MpoBoauTh MPOIIETY P WHBEHTAPU3AIUH (hHAHCOBBIX
00s13aTENTbCTB OpTraHU3aIiH.

IIK 3.1.

@®opmMupoBaTh OyXraarepckue IMPOBOAKM 110 HAYUCICHHIO U
MEPEYNCICHNIO HAJIOTOB W COOPOB B OIOKETH  Pa3IUIHBIX
YPOBHEH.

IIK 3.2.

OdopmaTh MmIaTeKHbIE TOKYMEHTHI IS TIEPEUHCIICHHS HAaJIOTOB U
cOOpOB B OFO/IKET, KOHTPOIUPOBATH MX IPOXOXKJICHHE IO PACUETHO-
KaCCOBBIM OaHKOBCKHM OIEPAIIUSIM.

IIK 3.3.

@®opmMupoBaTh OyXraarepckue IMPOBOAKM 110 HAYUCICHHIO U
NEPEYUCICHHUIO CTPAXOBBIX B3HOCOB BO BHEOIODKETHBIE (DOHIBI.

[IK 3.4.

O(l)OpMJ'IHTL IJIATCKHBIC JOKYMCHTBI Ha NCPCUHUCICHHUEC CTPAXOBBIX
B3HOCOB BO BHGGIO,Z[)KGTHLIG (1)OHI[LI, KOHTPOJIUPOBATh  HUX
MMPOXOKACHHUC 110 PACUCTHO-KACCOBBIM 0aHKOBCKHM Orncpanusiam.

[IK 4.1.

OTtpaxkaTh HAPACTAIOIIMM UTOTOM Ha CYeTaX OyXraJTepcKoro ydera
UMYIIECTBEHHOE U  (MHAHCOBOE TIOJOXKEHWE OpTraHH3AIlNH,
ONpPENeNsTh  PEe3yNbTaThl  XO3AWCTBEHHOW  JEATETbHOCTH  3a
OTYETHBIN MEPUO]I.

I1IK 4.2.

CocTaBniaTh q)OpMBI 6YXFaHTepCKOﬁ OTYCTHOCTHU B YCTAHOBJICHHBIC




3aKOHOAATCILCTBOM CPOKHU.

IIK 4.3. CoCTaBIIAT, HAJIOTOBBIC JCKIApallMd IO HajoraM M cOopaMm B
OI0[DKET, HaJOroBble Jekiapauuu Mo EmuHOMYy conuambHOMY
Hanory (ECH) wu ¢opMbl craTHCTHUECKOH OTYETHOCTH B
YCTaHOBJIEHHBIE 3aKOHOATEIECTBOM CPOKH.
[IK 4.4. [IpoBoaMTE KOHTPONH W aHAIW3 MHPOpManuu o0 WMYILECTBE U
(hMHAHCOBOM TIOJIOKEHUH OPTaHM3alUH, €€ TIaTeKECITOCOOHOCTH U
JTIOXOJTHOCTH.
1. Pacnpenesenne OCHOBHBIX TMOKa3aTesieii OIEHKH Pe3yJbTaTOB 10 BHIAM
aTrecrannuu
Kox n HaumeHoBaHHe 31eMeHTa YMEHUH WK Bup! aTTecranumn
3HaHUI Tekymuii KOHTPOJIb ITpomexyTouHas
(uToroBasi) aTTecTanus
Vi 0(hOpMIIATE TIOKYMEHTAIIHIO B Kom6unupoBanHoe B (hopme 3k3amena (1

COOTBETCTBHU C HOPMATUBHOM 0a30ii, B T.4. C
WCTOJIb30BaHHEM HH()OPMAIMOHHBIX
TEXHOJIOTUH;

OK 4 ymeHune oCcymIecTBIATh MOUCK U
WCTOJIb30BaHHEe HH(POpMAIIHK, HEOOX OJTUMOM ISt
3¢ (pexTHBHOTO BHITIOTHEHNS MPO(ECCHOHANBHBIX
3a1ad4, MpoeCCHOHANBHOTO U IMYHOCTHOTO

3aHsATHE, (hopMa KOHTPOJIS
yCTHasl, OIpoc
WHIWBUIYaIbHBI.
CamocrositensHas padora
(pedepartsl, pe3eHTALINN)

ceMecTp)

pa3BUTHSL.
MK 1.1.1IK 1.2.
y2 OCBaMBaTh TEXHOJIOTUHU KomOuanpoBanHoe B (hopme 3k3amena (1
ABTOMAaTHU3UPOBAaHHOW 00pabOTKH 3aHsATHE, (hopMa KOHTPOJIS ceMecTp)
JOKYMEHTAIIHH; yCTHasl, OIpoc

OK 2 yMmeHme OpraHu30BBIBaTh COOCTBEHHYIO
JeATEebHOCTh, BRIONPATH TUIIOBBIC METOJIBI 1
CIIOCOOBI BBITIOHEHHS MTPOQECCHOHATBEHBIX
3a/1a4, OLIEHUBATh MX 3(PPEKTUBHOCTh U KAUYECTBO
MK 1.1.1IK 1.3.TIK 1.4.

WHIUBUyaJIbHBIN.
IIpakTrdeckre pabOTHI,

y3 WCIIONB30BaTh YHU(HUITMPOBAHHEIE
(hopMBI TOKYMEHTOB;
OK 2 ymeHHe opraHH30BEIBaTh COOCTBEHHYIO

KomOunnupoBanHoe
3aHATHE, (opMa KOHTPOJIS
yCTHasI, OIpoc

B opme dx3amena (1
ceMecTp)

JIeSTELHOCTh, BRIOWPATH TUIIOBBIC METOJIBI 1 WHIUBUTYaTbHBIH.
CIIOCOOBI BBITIOHEHUS PO ecCHOHATHHBIX IIpakTrdeckre pabOTHI,
3a/1a4, OIEHUBATh NX 3P(PHEKTUBHOCTH U KAYECTBO Tecr.
MK 1.1. TIK 1.3.
Y4 ocymiecTBisATh XpaHEHUE U TTOUCK KomOuampoBanHoe B (popme 3x3amena (1
JIOKYMEHTOB; 3aHsATHE, (hopMa KOHTPOIS cemecTp)

OK 4 ymeHHe OCYIIECTBIATh NOUCK U
WCIIONBb30BaHNe WH()OPMAITUH, HEOOX OTUMOM IS
3¢ ()eKTUBHOTO BBHITIOTHEHUS MTPO(hECCHOHANBHBIX

3a1a4, Npo)eCCHOHATIBHOTO U JITUHOCTHOT'O
pa3BUTHSL
OK 5 cpopMupoBaHHOCTE NPENCTABICHUH O
UH(POPMAITMOHHOH KYJbTYpe, yMEHHE
aHAJTU3UPOBAThH U OLIEHUBATH MH(OPMALIHIO C
HCIOJIb30BaHNEM MH(OPMaLOHHO-
KOMMYHHMKAIIMOHHBIX TEXHOJIOTHH.
MK 1.1. 11K 2.2.

yCTHAasI, OIPOC
WHIWBUTyaJIbHBI.
[IpakTudeckue padoOTHI,
Tecr.




V5 ucnons30BaTh TEIEKOMMYHHKAIIHOHHBIE
TEXHOJIOTUHU B DJIEKTPOHHOM JIOKYMEHT0000poTe
OK 2 opranu3oBbIBaTh COOCTBEHHYIO
JeATeIbHOCTh, BEIOUPATh TUTIOBBIC METOJBI U
CIOCOOBI BBITIONHEHHS MTPOPECCHOHATBHBIX
3aja4, OlleHUBAaTh UX 3(PPEKTUBHOCTD U Ka4eCTBO
OK 4 ocymiecTBIsSITh MOUCK W UCTIONH30BAHUE
nHpopMaun, HeoOXoaUMoH 1715t 3P (HEKTHUBHOTO
BBITIOJIHEHHUSI IPO(ecCHOHANBHBIX 3a/1a4,
MpoQecCHOHANBEHOTO ¥ IMYHOCTHOTO Pa3BHTHSL.
OK 5 chopMupOBaHHOCTH IPEACTABICHHIA O
WH(POPMAITMOHHOHN KYJBType, YMEHHE
aQHATM3UPOBATh U OLIEHUBATH HH()OPMAIIUIO C
HCTOJBb30BaHHEM HH(POPMAIIHOHHO-
KOMMYHHKAIIMOHHBIX TEXHOJIOTHH.
JIOKYMEHTO000pOTE;

MK 1.1. TIK 1.4.TIK 2.2.TIK 2.3.

KomOunmnpoBanHoe
3aHATHE, (OpMa KOHTPOJIS
yCTHasi, OIIpOC
WHAWBUAYaJTbHBIH.
[IpakTudeckue paboTH,

B (hopme 3k3amena (1
ceMecTp)

31 nmonsiTHE, IETH, 33]]a91 U TTPUHITATIHI
JICJIOTIPOU3BO/ICTBA; OCHOBHBIC ITOHSTHS
JIOKYMEHTAIIMOHHOI0 00CCIIeYSHHS YIIPABJICHHS,

[IpakTudeckue paboTH,
ycTHBIN ompoc. Tecrt

B hopme sk3amena (1
ceMecTp)

32 cucTeMbI TOKYMEHTAITMOHHOTO 00ecIIedeHus
YIIpaBJICHMUS;

[IpakTudeckue padoOTHI,
YCTHBIN OIPOC. TECT

B (hopme 3k3amena (1
ceMecTp)

33 KraccuuKaIuio TOKyMEHTOB; TPEOOBAaHUS K
COCTaBIICHHIO U O(OPMIICHUIO JIOKYMEHTOB;

KomOunupoBanHoe
3aHsATHE, (hopMa KOHTPOJIS
yCTHas, OIPOC
WHIUBUyaJIbHBIN.
CamocrositensHas pabora
(pe3eHTanym)

B popme sx3amena (1
ceMecTp)

34 opraHM3aHIo JOKYMEHTO000pOTa: TIPHEM,
00paboTKy, pEruCTpaInio, KOHTPOIb, XPAaHEHUE
JOKYMEHTOB, HOMEHKIIATYPY .

KomOunnupoBanHoe
3aHATHE, (opMa KOHTPOJIS
yCTHAas1, OIPOC
MHIUBUYyanbHbIA. [IpakTt
Pa6. CamocrosTensHas
pabora (TIpe3eHTAIIHH )

B (hopme sx3amena (1
ceMecTp)




1.4. Pacnpeneﬂe}me THUIIOB OHECHOYHBIX CPEACTB I10 3JIEMEHTaM 3HAHUH " yMeHI/Iﬁ TEKYLIEI0 KOHTPOJIsA

Conep:kanue y4e0HOro MaTepuaJia o nporpamme Y /|

Y1 Y2 Y3 Y4 Y5 31 32 33 34
Tema 1. 3, 3,
Bgenenmue. 12 12
3HaueHue U CoepKaHUe TUCITUIUINHBI «J{OKyMEHTAIIMOHHOE
obecrnieyeHre yrpaBJiIeHUs»
Tema 1.2 3, 3,
K 12, 12,
accu(UKaIus ¥ BUIBI JOKYMCHTOB. " 1=
Tema 1.3 3, 3
[TpaBwma oopMIICHHSI OCHOBHBIX PEKBU3HUTOB. 1125 1512’
Tema 2.1 3, 3,
Cucrema opraHu3alMOHHO-PACTIOPSAIUTESILHOM 12 12
JOKYMEHTAIU!
Tema 2.2. 3, 3, 3,
P : 11, 12, 11,
acTOPSITUTEIbHBIC IOKYMEHTBI: TIPUKA3bl, IOCTAHOBJICHUS,
peleHus, yKa3aHus
17 17 17
Tema 2.3 3, 3,
Cocragienne HHGOPMAITMOHHO-CIPABOYHBIX 12, 12,
MaTepraoB 15, 15,
17 17
Tema 2.4 3, 3, 3,
Pa3HOBHIHOCTH MTUCEM. 12, 12, 12,
17 17 17




Tema 3.1 3, 3,
[TpuKa3bl IO JIMYHOMY COCTaBY. 12, 12,
15, 15,
17 17
Tema 4.1 3, 3,
TpynoBoii moroBop. 12, 12,
15, 15,
17 17
Tema 5.1 OcobenHocTH 0(UIUATIEHOTO — JAEIOBOTO CTHIIS 3, 3, 3,
12 12 12
Tema 5.2 KomMmepueckas nepenucka npu 3, 3, 3, 3,
BHEIIHEOKOHOMHWYECKON IEATEIbHOCTH 12 12 12 12
Tewma 6.1Perucrpanus, ydeT 1 UHACKCUPOBAaHUE JOKYMEHTOB. 3, 3,
12 12
Tema 6.2 3, 3, 3,
Opranu3aiys KOHTPOJIS 33 UCIOJIHEHUEM JOKYMEHTOB 12 12 12
Tema 6.3 3, 3,
HomenknaTypa e opranu3anuu. 12 12
Tema 6.4 3, 3, 3,
12 12 12

[Topsinok nepenaun
JOKYMEHTOB B apXHB
WM YHHUTO)KCHHE.

1.5.PacnpenejieHre THIIOB OLIEHOYHBIX CPeJICTB MO0 3JIeMEHTAM 3HAHUI M YMeHUI KOHTPOJHPYeMbIX HA POMEKYTOUHOH aTTeCTAlMH

Copep:xanne yueOHOro MaTepuania mo nporpamme Y J{




Y1

Y2

Y3

Y4

Y5

31

32

33

34

Tema 1.
Bsenenue.

3HayeHune u COACPIKAHNEC TUCHUIIJINHBL «I[OKYMCHTaIII/IOHHOC
obecrnieyeHre yrpaBieHUs»

Tema 1.2

Knaccudukanus u BUabpl JOKYMEHTOB.

Tema 1.3

[IpaBuna odopmieHHs] OCHOBHBIX PEKBU3UTOB.

Tema 2.1

CucreMa opraHu3alMOHHO-PACIOPAIUTEIbHOM
JTOKYMEHTaIluu

Tema 2.2.

PaCHOpHI[I/ITeJ'II)HI)Ie JOKYMCHTBI: ITPHUKA3bI, IOCTAHOBJICHUA,
PCUICHUA, YKAa3aHUA

Tema 2.3
CocraBiieHre HHPOPMAITMOHHO-CIIPABOYHBIX
MaTepuaoB

Tema 2.4
PasHoBugHOCTH ITUCEM.

Tema 3.1
[Ipukasel O TMYHOMY COCTaBY.

Tema 4.1
TpynoBoii 10roBop.




Tema 5.1 OcobenHocTu 0(UIUATEHOTO — JACIOBOTO CTHIIS

Tema 5.2 KomMmepueckas nepenucka npu
BHEIIHEIKOHOMHYECKON JeITEIbHOCTH

Tema 6.1Peructpanus, y4etr u UHAEKCUPOBAHUE TOKYMEHTOB.

Tema 6.2
OpFaHI/I3aHI/I$[ KOHTpOJ'IS[ 3a UCIIOJTHCHUECM )IOKYMGHTOB

Tema 6.3
Howmenkiarypa aen opranuzanuu.

Tema 6.4

[Topsnok nepegaun
JIOKYMEHTOB B apXUB
WJIY YHUYTOKEHUE.




2. CIEHU®UKALUA OHEHOYHbIX CPEACTB

2.1.Ha3nauyenue
Crnenudukanueil ycTaHaBIMBAIOTCA TPEeOOBAaHUS K COJCPKAHUIO U O(POPMIICHHIO BapHUAHTOB
OLICHOYHOTO CpEJCTBA: MpakTHUecKas paborta, maboparopHas paboTa, YCTHBIH OHpOC,
MUCbMEHHAas (KOHTPOJIbHAs) paboTa, TOKJIA bl/COOOIICHUS/ TIPE3CHTAIlNH, TECT.

[IpakTudeckas paboTa, yCTHBII OnpocC, NMCbMEHHas (KOHTPOJIbHAsT) paboTa,
JIOKJIa/1bI/COOOIICHNUS, TECT MpeTHA3HAYEHBI IS TEKYIETO KOHTPOJIS M OLEHKH 3HAHUN U
YMEHUH CTYJIEHTOB 10 Iporpamme y4eOHOM TuCHUILUINHBI «/{0KyMEHTallMOHHOE 00ecIieueH e
yIIpaBJIEHU» OCHOBHOMU MpodeccuoHanbHo# oOpasoBarenbHoit mporpammsl CI1O mo
cnenuanbHoCTH: 38.02.01 DxOHOMUKA U OyXTanTEepCKHUil YUYeT (10 OTPACIIsAM).

2.2 KOHTHHTEHT aTTeCTyeMbIX: CTYJICHTHI 2 Kypca.

2.3.@opMa U yCJIOBHUS ATTeCTALMM:
Texyiuit KOHTPOJIb TPOXOJUT MO TEMAM Y4EOHON AUCHUIIINHBL.
[IpomexxyTounasi aTrecTanusi mpoBoauTcs B (popme sk3ameHa (1 cemecTp) Mo 3aBEPIICHUIO
OCBOEHHUSI y4yeOHOro Marepuajia y4eOHON NMCUMIUIMHBI, MPU MOJOXKUTENbHBIX pe3yjbTaTax
TEKYILIEro KOHTPOJIS.

2.4.Bpems BBINOJHEHH:
Ha BBITIOSTHEHHE TEKYIIEro KOHTPOJIS OTBOJAUTCS:
npakTuyeckasi padora,— 90 muH,
ycTHBIH onpoc — 10-20 muH,
MUCbMEHHAas (KOHTPOJIbHAs) padoTa — 45 MuH,
nokiIaapl/coodmenns — 1 yac (moarotoska), 10 MuH (YCTHBINH),
tecT — 20 MuH.
Ha muddepennmpoBannsblii 3ader (B BUAE ycTHOTO ompoca) - 60 munyt (mpumepHo mo 7-10
MHHYT Ha CTYJ€HTA).

2.5.PexoMenyeMasi JMTEPaTYypa AJisl pa3padoTKH OLleHOYHBIX CPeCTB M MOAT0TOBKH
00y4aroIuUXCcsl K aTTeCTAlUM.
OcHoBHas:
KazakeBuu T. A.
JlokyMeHTaImoHHOE o0ecnieueHue ynpasiaeHus . YueOHuk u npaktukym s CI1O /
KazakeBuu T. A., Tkanmuu A. . — 2-e uz ., ucnp. u 101 .— DJIEKTPOH. AaH. — MOCKBa :
MznatensctBo FOpaiit, 2019-177c¢. OBC IOpaiit
Illysanosa H. H.
JlokyMeHTallMoOHHOEe o0ecredeHre ynpanieHus : YueOHuk u npaktukym s CIIO /
[yBanosa H. H. — Dnekrpon. nan. — Mocksa : M3natensctBo FOpaiit, 2019 .— 221c¢
— (ITpodeccuonansHoe oopazoBanue). ObC FOpaiit
HoponuHna, JI. A.
JlokyMeHTaIMOHHOE o0ecTieueHue ynpaBieHus : YueOHuk u npaktukym ans CITO /
Hoponuna JI. A., Uputukosa B. C. — DnektpoH. n1aH. — Mocksa : FOpaiir, 2017.— 233
c.— (ITpodeccuonansuoe o6pazoBanue). I5C HOpaiit
Jomon.
bsnt B. C.
JlokymMeHTaImoHHOE o0ecrieueHue ynpapneHus. FOpuaudeckast TexHuka : YueOHoe
noco6ue i CIIO / bsant B. C. — 2-e u3z., ucnp. u gon .— DIEeKTpoH. 1aH. — MocKBa :
N3parensctBo FOpaiit, 2019 .— 103c. OBC Opaiit


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.

Henonpou3BoacTBo : YuebHoe nocodue / ['po3osa O. C. — DnekTpoH. gaH. — MOCKBa :
MzparensctBo FOpaiit, 2019. -126¢. OBC FOpaiir.

Hoponuna JI. A.

HoxymenToBenenue : YueOnuk u npakrukym s CITO / mox pen. loponunoii JI.A. — 2-
€ u3., ep. u o0 .— DIeKTpoH. JaH. — Mocksa : M3aarensctBo FOpaiit, 2019 .— 309c.
9BC IOpaiir.

AlGynanze . T'.

JIOKyMEHTaIIMOHHOE 00ECTIeYeHNE YIPABICHUS TEPCOHANIOM : YUeOHUK U MpaKkTUKyM st
CIIO / Abynamze /1. I'., Bempsokkuna U. b., Macnosa B. M. — DiiekTpoH. gaH. —
Mockga : U3narensctBo FOpaiit, 2019 .— 299¢.— (IIpodeccronansroe oOpa3oBaHue)
OBC Opaiit

Ky3nenos 1. H.

JIoOKyMEHTaIIMOHHOE O0eCTIeYeHrE YIPABICHUS IEPCOHATIOM ;| YUeOHUK U pakTukym Jist
CIIO / Ky3uenoB 1. H. — DnexrpoH. gan. — Mocksa : U3narensctBo HOpaiit, 2019 .—
521c .— (Ilpodeccuonansroe o6pazoBanue). DBC FOpaiit.

[IporpammHoe obecrieueHue:

1. IIporpammuoe obecnieuenne Microsoft Windows;

2. IIporpammuoe obecnieuenue Microsoft Office;

3. AHTUBHPYCHOE ITPOrpaMMHOE O00ECIIEeUeHUE;

4. IlporpammHoe obecrieuenne 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. BAPUAHTbBI OHEHOYHBIX CPEJICTB

OEJIEPAJIBHOE I'OCYJAPCTBEHHOE BYOJDKETHOE OBPA3OBATEJIBHOE

YYPEX/IEHUE BbICHIEI'O OBPA3OBAHUA

«CAHKT-IETEPBYPT CKAM TOCYJAPCTBEHHBIA SKOHOMHWYECKHUM

o~

10.

11.

12.

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

20.
21.
22.
23.

24,
25.

26.
27.

YHUBEPCUTET»

Bomnpocsl a5 3xk3amMeHna

[onsiTHE «IETOMPOU3BOACTBOY» U «TOKYMEHTAIMOHHOE 00ECTICUCHHE YITPABICHHSI.
Ponb noxyMeHTanmoHHOTro o0ecnevyeHrs B yIpaBiIeHUN OpraHu3anuei (yupexxieHueM,
MPEANPUATHEM).

XapakTepucTuka COBPEMEHHOM 3aKOHOIaTeNIbHO 1 HOPMAaTUBHO-METOMUECKON 0a3bl
JIEJIONIPOU3BO/ICTBA.

OcHoBHbIE IIPaBUJIa OPraHU3alUU JOKYMEHTO000pOTA.

[TonsiTHE «1O0KYMEHTHPOBAHUE, TIOKYMEHTONOTOK, IOKYMEHTOOOOPOT,
JEJIOTIPOU3BOJICTBO.

[Tonstne nundopmarmu. TpeGoBanus, mpeIbIBIsSEMbIE K yIIpaBIeHUECKONH HH(OpMaLUK.
NudopmanrioHHbie pecypcesl.

AHaIIU3 NOHATHUS «IOKYMEHT». POJIb TOKyMEHTA B yIpaBI€HUU. XapaKTePUCTHKA
(GyHKIMM TOKyMEHTa.

Bunasr nokymenTtoB. IOpuanueckas cuna nokymenta. CriocoObl TOKYMEHTHPOBAHHUSI.
DJIEKTPOHHBIN JOKYMEHT.

YHubukanus u cTaHaapTU3aLus: UICTOPUS, COOTHOLIECHHUE, CYTh, PE3yIbTAThI,
coBpemenHoe coctosinue. OKY [[.OKIIO.

YHubunupoBaHHas CUCTEMa OpPraHNU3allMOHHO-PACTIOPSIUTENBHON TOKyMEHTAIlUU:
XapaKTEPHUCTHKA, HA3HAYECHHE, COCTAB.

I'OCT P 7.0.97-2016. O6mas xapaktepucTuka. [IoHATHS «PEKBU3UT JOKYMEHTa.
CriocoOsl pacrniosioxeHus: pekBU3UTOB. [locTosiHHAS U TepeMeHHast YaCTH PEKBU3UTA.
[Tonsitue Onanka nokymeHnTta. Bujbl 61ankoB qokyMeHTOB. TpeboBanus,
MpeabsBiIsieMble K OaHKaM JTOKyMEHTOB. PekBU3UTHI OjlaHKa JOKYMEHTA.
XapakTepuCcTUKa PEKBU3UTOB, ONPEACISAIOIINX IOPUINUYECKYIO CUITY JOKYMEHTA.
PexBu3uthl, oTpaxkaromre 06padoTKy U JBUKEHUE TOKYMEHTA.

PexBu3uthl copepkarenbHoOi yactu JokyMeHTa. CrocoObl IpeCTaBIeHUs TEKCTa.
SI3bIK ¥ CTHJIb CITY’KEOHBIX IOKYMEHTOB

Haznauenue, coctaB u 0(opMiIeHHE OpPraHU3aMOHHO-TIPABOBBIX TOKYMEHTOB.
[TonsiTHE TPYAOBOTO JOTOBOPA, €0 COCTaBIIEHUE U 0(OPMIICHHE

WNHcTpykuus o BUly J€ATEIbHOCTH U IOHDKHOCTHAS MHCTPYKIUSA, IITATHOE
pacrucasue.

Haznauenue, coctaB u 0(opMIIeHHE PACTIOPSIAUTENBHBIX JOKYMEHTOB.

[Ipoueaypa NoAroTOBKM pacnopsAUTENbHBIX JOKYMEHTOB.

IIpukasbl 10 OCHOBHOM IEATENBHOCTH U IMYHOMY COCTaBY.
CrnpaBo4yHO-MH(DOPMAIIMOHHBIE IOKYMEHTbI: Ha3HAYEHUE, BUJIbI, TIOPSIOK pa3pabOTKU U
odopmIIeHHUS .

IIpaBuna cocraBiaeHus U 0(popMIIEHHS CIY>KEOHOTO MHChMa.

ITopsinok coctaBieHuss 1 0pOpMIIEHHS CITY>KeOHOH, TOKIaAHON U OOBSICHUTEBHON
3aIHCKH.

IIpoToKo KaK crpaBOYHO-UH(DOPMAIIMOHHBIN U PACHIOPSAAUTENIBHBIA JOKYMEHT
[opsinok cocraBieHus: 1 0(OPMIICHHS aKTa.



28.
29.
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31.

32.
33.

34.
35.
36.
37.
38.
39.
40.
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43.

44,
45.

46.

47.
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Haznauenue, coctaB 1 0(OpMIICHHE JTUYHBIX JOKYMEHTOB.

[Mopsinok cocraBienust 1 0popMIIeHHs (JIMYHON KApTOUYKU M JIMYHOTO Jeja)

Cnyx6a JIOVY, ee TumnoBsle OpraHU3alMOHHbIE CTPYKTYPBI, IPaBa U OTBETCTBEHHOCTb.
3amaun u QyHkun cayxosr 10OY.

JIOT>KHOCTHOW M YMCIIEHHBIN COCTaB CIIY)KO TOKYMEHTAllMOHHOTO 00ecreueHus
yrpasiieHus. DyHKIWH, IpaBa U OTBETCTBEHHOCTH COTPYAHUKOB ciryx0 JIOY.
HopmaTuBHO-MeTomaeckas 6a3a ciryxxos1 JJOVY.

HopmaTuBHBIE 1 HOPMATUBHO-METOAMYECKHE JOKYMEHTBI, PETJIAMEHTHPYIOIINE
MOPSIIOK COCTABIEHUS! MHCTPYKLIUHU MO IOKYMEHTAMOHHOMY 00€CIIEUEHHIO YIIPABIICHUS
OpraHu3aluH.

AHanu3 n oprauzanys JOKyMeHTO000poTa.

O6beM JOKyMEHTOOOOpOTA.

Cucrema yrpaBiieHHs TOKyMEHTaMHU. XapaKTePUCTHKA U 3TaIlbl BHEIPEHUSI.

[Ipuem, nepBuuHast 06pabOTKa U MPeBAPUTEIHLHOE PACCMOTPEHNE JOKYMEHTOB.
CornacoBaHue JOKyMEHTOB.

YTBepkKICHUE JOKYMEHTOB.

VYder u peructpanms J0KyMeHTOB. MHPOpMaIMOHHO-TIONCKOBBIE CHCTEMBI.
KoHTposs BcroTHEeHHST TOKYMEHTOB.

Cucrema aBTOMaTH3alMK AEIONPOU3BOICTBA U CUCTEMA HIIEKTPOHHOTO
JOKYMEHTOO000opoTa .

CoBpemenHoe nporpammHoe obecrieuenue B chepe 1OY: kpurepuu Beidopa u
TpeOoBaHUsI.

VYnpasieHne KOpnopaTuBHEIMA HH(POPMAIIMOHHBIMU PECYPCAMH.
Kondunennmansuocts nndopmarmu. [IpaBuia paboTs! 1 3aIUThl KOH(PUIECHIINATBHBIX
JOKYMEHTOB.

Opranu3anus XpaHeHus TOKyMEHTOB: IOHATHE, CIOCOOBI, HOPMATUBHOE
peryaupoBaHHUe.

[onsitue «aeno». @opmMupoBaHue ei: HopMaTUBHas 0a3a, MPUHIMIIEI TPYIIIUPOBKH
JOKYMEHTOB, CPOKH XPAHEHUS JIeI.

HowmeHnknatypa zien: noHsTHe, BUJbI, YHKIUH.

IloaroroBka JOKYMEHTOB K Iepesiaue B apXuB opraHuzanuu. OpraHusamus
UCIOJIb30BAHUS ApPXUBHBIX I0KYMEHTOB.

KoMmnbroTepHble TEXHOIOTHUHU B 1€JI0IPOU3BO/JICTBE.

4. KoMILUIEKT OLleHOYHBIX CPeICTB Il IPOBe/IeHUsl TeKYIIero, pyoexHoro
KOHTPOJISI U KPUTEPHHU, H HOPMBI UX OLIEHKH

4.1 Buabl O1leHOYHBIX CPeJACTB:

o Jloknao, cooowenue;

o [Ilpezenmayusn;

e [Ipakmuueckan paooma;

o CamocmoamenvHnas paooma;
e Konumponvnasa paooma;

o Tecm



HpI/IMeanI/le: MAKE€ThI OHCHOYHLIX CPEACTB NpUJIararlTcs

MUHUCTEPCTBO OBPA3OBAHUS U HAYKU POCCUMCKOM ®EJEPALIMNA

denepanbHOE FOCYAapPCTBEHHOE OFODKETHOE 00pa3oBaTeIbHOE

YUPEKICHHUE BBICIIIETO 00Pa30BaHUS

«Cankrt-IlerepOyprckuii rocy1apcTBeHHBIH SkoHOMUYecknil yHuBepcuTe™ (CII6I' DY )»

Kosutemx OusHeca M TEXHOIOTHUH
Jokaan, coodmenne

110 JUCIHUITIIMHE «I[OKYMGHTQHI/IOHHOC oOecrieueHne YIIPABJICHUA.

TeMbl TOKJIA0B, COO0IIEHIT
3HaquHe U COACPIKAHUEC AUCHUIIIIMHBI ((,HOKYMGHTaIII/IOHHOC O6€CH€‘I€HI/I€ YIIpaBJICHUA

1.

©NOUA W

" CBA3b €€ C APYTUMU JUCHUIITIMHAMU.

I/ICTOpI/Ifl Pa3BUTHA HAYYHBIX HpGI[CTaBHeHI/Iﬁ 0 JOKYMCHTAIMOHHOM obecreyeHN

YIPABIICHHUS.

CoBpeMeHHOE COCTOSTHUE JIOKYMEHTAIIMOHHOTO 00eCTIeYeHUs YIPaBIICHUS

TpeboBanus kK 0(popMIIEHUIO JOKYMEHTOB.

Cpoku XpaHEeHHUsT JOKYMEHTOB.

Ocob6erHocTH 0(OUIMATTEHOTO — JCIOBOTO CTHIIS

Kommepuaeckas epenucka npu BHEITHEIKOHOMHYECKOW JIESITeTHHOCTH
[Mopsinok nmepeaayn TOKYMEHTOB B apXHB WM YHUYTOKECHHE.

Iloxa3zaTesn olleHKH JOKJIAA0B, COOOIIEHU I

1.

Conep:xanue.

Cmpykmypa, cMblC108as Yer0CMHOCHb.
Jlocuunocme;

JlokazamenvHocmo,

ObvexmusHocms,;

SI3BIK.

Tounocmo,

Kpamkocms,

Cmunucmuueckas HeUmMpaibHOCMb,
Hcrnocmv u npocmoma peuu,
boeamcmeo peuu;

Iipasunvnocmy,

BeicTymiienune

Texnuxa peuu;
OMoyUoOHATLHOC,
Yyecmeo epemenu,

Kpurtepnu oueHKH 10KI210B M COO01IEeHH T

I[OKJ'I&,Z[LI n COO6H_ICHI/I${ OIICHUBAIOTCH 110 NATHOAIIILHOM CUCTEME

n/

OI_ICHI/IBaeMLIe nmapaMeTpbl

OueHka B dajuiax




KauecTBO I0KIa/1a:

- IPOU3BOJUT BBLAAOIICCCA BIICHATICHUC, COITPOBOXKIACTCA

MJUTFOCTPATUBHBIM MaTEpHAJIOM; 3
- YETKO BBICTPOEH; 2
- pacckasbIBaeTcsl, HO HE OOBACHSET CyTh PaOOTHI; 1
- 3aYUTHIBACTCS. 0
Hcnosb30Banue 1eMOHCTPALIMOHHOI0 MaTepHaa:

- aBTOP NPEACTABUI IEMOHCTPALMOHHBIA MaTepual U IPEKPacHO B 2
HEM OPUEHTUPOBAJICS;

- HCTIOJIB30BAJICA B JIOKJIAZIE, XOpO1I0 0(OPMIIEH, HO €CTh 1
HETOYHOCTH;

- IIPEJICTABIICHHBIN JEMOHCTPALMOHHBIM MaTEpHUAIl HE UCIIOJIb30BAICS 0
JOKJIAJTYUKOM HJIM ObLT OOPMIIEH IJIOXO, HETPaAMOTHO.

KauecTBO 0TBETOB Ha BONIPOCHI:

- OTBEYACT Ha BOIPOCHI; 3
- HE MOKET OTBETUThH Ha OOJIBIINHCTBO BOIIPOCOB; 2
- HE MOJKET YETKO OTBETUTH HA BOIIPOCHI. 1
Biagenue HayYHbIMHU, TEXHUYECKUMH TEPMHHAMU:

- TIOKa3aHO BJIAJCHUE HAYYHBIMU, TEXHUYECKUMH TEPMUHAMY; 3
- HCTI0JIb30BaHbI OOIIEHAYYHbIE U TEXHUYECKUE TEPMUHBI; 2
- MOKa3aHo ci1adoe BlaJIeHHE HayYHbIMU, TEXHUYECKUMHU TEPMUHAMM. 1
YeTKoCTL BLIBOIOB:

- MIOJTHOCTBIO XapaKTepU3yloT paboTy; 3
- HCUYETKHUE; 2
- IMEIOTCA, HO HE JOKA3aHbI. 1

Hroro: 14 6a,;10B

O1eHKa «OTJINYHO)» BHICTABIISICTCS CTYIICHTY,
ecnu oH Habpai 13 — 14 Gauos.

O1eHKa «XOPOII0» BHICTABIISCTCS CTY/ICHTY,
ecnu oH Habpai 10 — 12 6amos.

OueHka «y10BJIETBOPUTEIbHO)» BbICTABIISETCS CTY/ACHTY,
ecnu oH Habpait ot 7 no 10 Gamios.

OueHka «Hey10BJIeTBOPHUTEIbHO» BHICTABIISETCS CTY/ICHTY,
eci OH HaOpasl MeHee 7 OaJlIoB.

IIpenonasarens O.10. AxynuueBa
(mormch)
« 2018 r.




MUHUCTEPCTBO OBPA3OBAHUS U HAYKU POCCUMCKOM ®EEPALIMNA
DenepanbHOE roCyIapCTBEHHOE OI0DKETHOE 00pa30BaTeIbHOE
YUPEKICHHUE BBICIIETO 00Pa30BaHUS
«Cankrt-IlerepOyprckuii rocy1apcTBEHHBIN 3koHOMUYeckuid yHuBepcute™» (CII6I'DY)»
[ommTexHNUECKUI TEXHUKYM

IIpe3enTanus
10 JUCLUIIIIMHE «I[OKYMGHTaHI/IOHHOG obOecrieyenne praBJIeHI/IH»

TeMbl:
1. 3nauenue wu cojepkaHUWE JAUCHHUIUIMHBI «JloKkymMeHTalmoHHOEe obecreueHne
YIIPABIICHUS U CBS3b €€ C APYTUMH JTUCIUIIIMHAMM.
2. Vcropus pa3BUTHS HAyYHBIX MPEJCTABICHUH O JOKYMEHTAIIMOHHOM OOECTeYeHUN
YIIPaBJICHUS.
CoBpeMeHHOE COCTOSIHUE JIOKYMEHTAIIMOHHOTO 00eCTIeYeHus YIpaBIICHUS

Knaccudukanus u Buasl JOKYMEHTOB

Cucrema opraHu3alMOHHO-PACHIOPAIUTENEHON TOKYMEHTAIUH
PacniopsinuTenbHble TOKYMEHTBI: IPUKa3bl, IOCTAHOBJICHUS, PELICHUS, YKa3aHUs
CocraBienue nHOPMaIMOHHO-CIIPABOYHBIX

MarepuaiioB

No o krw

©

PGFI/ICTpaI_[I/Iﬂ, yqu nu I/IHJIeKCI/IpOBaHI/Ie )IOKYMCHTOB

9. TpebGoBanus kK 0OPMIICHUIO TOKYMEHTOB.

10. Cpoku XpaHeHHUs TOKYMEHTOB.

11. CnyxebOHble UCHMA.

12. Knaccudukanuss KOPpECNOHJACHIIMN; WHUIMATUBHAs W OTBETHAs, JElOBas W
KOoMMepuecKasi. S3bIK 1 CTHIIb 1€JI0BOM KOPPECTIOHICHIINH.

13. JIo/mKHOCTHOM M YMCIICHHBIN COCTaB CITYKO.

14. TlonsiTie TPymOBOTO J0TOBOpa, €ro 3HadeHwe. CTOPOHBI TPYAOBOTO JIOTOBOpA.

ConeprkaHue TPyI0BOTO JIOTOBOPa. BUaBI TPYIOBBIX JOTOBOPOB.

Kpurepun oueHKH Npe3eHTAlUN AesITeJIbHOCTH CTYJAeHTOB (Mpe3eHTaAlusl)

Texnosornueckuii yposenso (30 6a110B) MaxkcumaibHOE KomuuecTBo 6annor
KOJIMYECTBO OaJJIOB

Hcnonb3oBaHue CTaHAAPTHOTO JU3aiiHa 5

MIpe3eHTAINH

Hcnonb3oBaHKne pUCYHKOB, IUArPaMM, CXEM,

pa3IUYHbIX HIPU(TOB, YHUKATHHBIX (POHOBBIX 15

PUCYHKOB

Hcnonb3oBanue NOMOIHUTENBHBIX A3PHEKTOB 10

PowerPoint (cmeHa ciaiiioB, 3ByK, aHUMaIIHs)

ConepxaresbHbI ypoBeHb (50 0a/s10B)

[TonHOTa MpeacTaBieHHON HHPOPMAITUH 25

JlocTynmHOCTh MH(pOPMAIUH TSI BRBIOpaHHOM 15




KaTeroOpuu M0JIb30BaTeen

JIoruuHOCTH MpecTaBIeHUs HHOOPMAIIH 10

JproHoMmnyeckuii yposennb (20 6a/10B)

CootBeTcTBHE LBETOBOIO 0(OPMIICHUS

SPrOHOMHYECKHM TPeOOBAHUSAM >
OnTUManbHOCTH UCTIOIB30BAHUS TPAPUUECKHIX U 10
AQHMMAaLMOHHBIX JIEMEHTOB

OCTETUYHOCTH 0(hOpMIICHUS 5
OBIIME BAJUJIBI (100) 100

Kpurtepuu ouenku:
[Ipe3enTanus oueHuBaeTcs MO NATUOAJUILHOM cUCTEME

OneHka «OTJIMYHO» BHICTABIISETCS CTYACHTY (TBOPUYECKOI IpyIIe CTYAECHTOB),
€CJIH ToJTydeHo Oosiee 95 Gamos.

OuneHka «X0OpoUIo» BHICTABISETCS CTYACHTY (TBOPUYECKOH TpyIIe CTYAECHTOB),
€CJIH TIoJTy4eHo OoJiee 75 Gaos.

OneHKa «y10BJIETBOPUTEIBLHO» BBICTABISICTCS CTYICHTY (TBOPYECKOM TPYIIIE CTYICHTOB),
ecnu noJsrydeHo 6osee 50 6amos.

O1eHKa «HEYT0BJIEeTBOPHUTEIbHO0» BBHICTABISICTCS CTYJACHTY (TBOPYECKOM TPYIIIIE CTYICHTOB),
eciu Mmeree 50 0asuIoB.

[IpenonaBarenb O.10. AkynuueBa

(To/mmCck)
«_» 2018 .




MUHUCTEPCTBO OBPA3OBAHUS U HAYKU POCCUMCKOM ®EEPALIMNA
DenepanbHOE roCyIapCTBEHHOE OI0DKETHOE 00pa30BaTeIbHOE
YUPEKICHHUE BBICIIETO 00Pa30BaHUS
«Cankt-IlerepOyprckuii rocy1apcTBeHHbIH SkoHOMU4eckuil yHuBepcute (CII6I' DY )»
Konnemx OuzHeca 1 TeXHOJIOTUI

I[IpakTnueckas padboTbl
0 TUCUUIUIMHE «/|oKyMeHTalmoHHOEe 00ecrieueHUe YIIPaBICHUS»

CocraBiieHH€ MTPUKA30B O OOIICH JIeATeTbHOCTH
CocraBneHne IpoTOKOJIOB, COBEUIAHNH, 3aceaHni, KOH(epeHui, coOpaHuii u T.1I.
CocraBiieHH€ CIIPaBOK.

o

CocraBiieHre BHYTPEHHEH U BHEITHEHN A0KIaHOM 3anucku. CocTaBlieHre

O0OBSICHUTEIILHON 3aIHCKH.

5. CocraBiieHH€ aKTOB HHBEHTApHU3allUU, TIpHEMa-Tiepeiadu, HeJ0CTaur, IKCIIEPTU3HI, 00
YHUYTOXKEHUU

6. CocrapiieHre MHCeM-TIPUTIIAIICHNE, ITHCEM-Pa3pelIeHus, ITHCEM - TTOTBEPIKICHHSI,
nuceM — HH(HOPMAITMOHHBIX.

7. Cocraienre HHPOPMAITMOHHBIX, PEKJIAMHBIX, TAPAHTUWHBIX MTHCEM U ITHCEM
HartOMUHAHMUSI.

8. CocraBiieHre MPUKA30B IO JIMIHOMY cocTaBy. CocTaBJIeHHE 3asBIICHUH. 3aIUCH B
TPYIOBON KHMKKE.

9. CocraBiieHne THUIIOBBIX JOTOBOPOB.

KpuTtepun onieHKu 1 HOPMBbI OLIEHKH NPAKTHYECKOH padoThl

[IpakTrueckast paboTa OICHUBAETCS 0 MATHOAIILHON CUCTEME.
JTanbl NPOBeeHNs MPAKTHYECKOT0 3aHATHS

Ouenka Kpurepuu onenkn (coaep:kareibHasi XapaKTEePUCTUKA)

«2» PaGora BbInonHeHa NpaBUWIIBHO HE HONHOCTHI0, MeHee 50%. CTyneHT He
BIIQJICET TEOPETHYECKUM MATEPUAIIOM, JOIYCKas OIHUOKH MO CYIIHOCTH
paccMmaTpuBaeMbIX (00CYKIaeMBIX) BOMPOCOB, UCIIBITHIBAET 3aTPYIHEHHS B
(hopMynHpOBKE COOCTBEHHBIX 0OOCHOBAHHBIX M aPTYMEHTHPOBAHHBIX CYXK/ICHHH,
JIOMYCKAaeT OMHOKY MPU OTBETE HA JOMOIHUTEIBHBIC BOITPOCHI.

«3» PaGora BbImonHeHa NpaBUIIBHO HE NONMHOCTHI0. CTYIEHT BlaieeT
TEOPETHYECKUM MaTepHajioM Ha MUHUMAJIBHO IOITyCTUMOM YPOBHE, OTCYTCTBYIOT
OLIMOKH MPH ONMCAHUU TEOPHH, UCTIBITHIBAET 3aTPYAHEHUS B (POPMYIUPOBKE
COOCTBEHHBIX OOOCHOBAaHHBIX U apT'yMEHTHPOBAHHBIX CY>KIACHUI, TOIMycKasi
HEe3HaYUTENbHbIC OIMOKU HA JOMOIHUTENbHBIE BOIIPOCHI.

«4» PaGora BeimonHeHa nonHocThi0. CTYIEHT BIaJeeT TEOPETUIECKUM
MaTepHaJioM, OTCYTCTBYIOT OLIMOKH IIPH ONHMCAHUU TEOPHH, HOPMYITUPYET
COOCTBEHHBIE, CAMOCTOATEIIbHbIE, 0O0OCHOBAHHBIE, APTYMEHTHPOBAHHbIE CYXKICHHS,
JIONYCKasi He3HAYUTENIbHbIE OIIMOKK Ha TONOJIHUTEIbHBIE BOIPOCHL.

«5» PaGora BeimonHeHa noHocThi0. CTYIEHT BiIaJeeT TEOPETUIECKUM
MaTepHajioM, OTCYTCTBYIOT OLIMOKH IIPH ONHMCAHUU TEOPHH, HOPMYIUPYET
COOCTBEHHBIE, CAMOCTOATEIIbHbIE, 00O0OCHOBAHHBIE, APTYMEHTHPOBAHHbIE CYXKICHHS,
MIPEACTABIISET MOJHBIE U Pa3BEPHYTHIE OTBETHI Ha JONOJIHUTEIbHBIE BOIPOCHI.




Tect Nel
Knaccugukanus u BUIbI JOKYMEHTOB.

1. YTo Takoe AeTO0NpOU3BOICTBO:

a) cepa mesaTenpbHOCTH IO 00ECTICYCHUIO OpraHu3alii OPUCHBIMU JJOKYMEHTAMU

0) oTpacib IeATETHLHOCTH, KOTOPasi 00eCIIeYBAET JOKYMEHTHPOBAHUE U OPTraHU3aINI0 PaOOTHI
¢ 0(DMCHBIMH TOKYMEHTaMH +

B) OTpAacib JESITEIBHOCTH, KOTOpasi He 00ecrieynBaeT JOKYMEHTUPOBAaHUE U OPraHU3aAIHIO
paboTHI C OPUCHBIMU JOKYMEHTaMH

2. Bee odunmansabie JOKyMEHTH UIMEIOT Takue (QyHKINU:
a) o0IMe U criennaabHbIC +

0) o01I1e 1 OCHOBHBIC

B) JIEJIOBBIE U 0011IHE

3. CocTaB JOKYMEHTOB B OpraHU3alluy 3aBUCUT OT:

a) o0beMa U XapakTepa B3auMOCBS3EH B OpraHu3aIiu

0) mopsiaKa MPUHATUS PEIICHHUH (eIMHOHAYAIINE WU KOJUIETHATIBHOCTD )
B) BCE, MepeuncIeHHOoe paHee +

4. Yro Takoe yHUPUKAIHS JOKYMEHTOB:

a) YCTaHOBJIEHUE €TUHOTO KOMITJIEKCA BUOB U Pa3HOBUHOCTEH JOKYMEHTOB JIJIsl aHAJIOTUYHBIX
yIpaBiIeHYECKUX CUTYalUl, pa3paboTKa eqUHBIX (JOPM U MPaBHII UX COCTABIIEHUS, OhopmileHuE
U co3/1aHue TpadapeTHbIX TEKCTOB +

0) ycTaHOBJIEHHE HE €IMHOTO KOMILIEKCa BUJIOB U PA3HOBUIHOCTENW JOKYMEHTOB IS
AQHAJIOTMYHBIX YIPABIEHYECKUX CUTYalHii, pa3paboTKa eAUHbIX (JOPM U IIPABUIT X
cocTaBJIeHUs, OPOpPMIICHUE U CO3AaHKE TpadapeTHBIX TEKCTOB

B) YCTAHOBJICHHE €JMHOTO KOMILIEKCA BUJIOB U PA3HOBUAHOCTEH OTUETOB JJIsl aHAJIOTUYHBIX
yIpaBlIeHYECKUX CUTYyalul, pa3paboTKa equHBIX (POPM U MPaBUII UX COCTaBJICHUA, OPOpMIICHHE
U co3/1aHue TpadapeTHbIX TEKCTOB

5. Yo Takoe roJoBoi 00beM JOKYMEHTO000poTa:

a) UCXOJHAs BEJIMYMHA JIJISl pacdeTa YNCICHHOCTH HAaceJIeHUs, OTIPEICIICHUS CTEIICHU
3arpy’KEHHOCTH CTPYKTYPHBIX MOAPA3ACICHUNA U OTACIbHBIX JIF0IeH

0) cpeaCTBO OMpeeIIeHHs TOTPEOHOCTEH B OpraHU3allMOHHON M BRIYUCIUTEIIFHON TEXHUKE,
BbIOOpA HanboJee 3(h(PEKTUBHOM CHCTEMBI PETUCTPAIIMU JOKYMEHTOB U CIIPAaBOYHOTO armapara
B) MCXO/IHAsI BEJIMUMHA JUISI pacyeTa YUCISHHOCTH COTPYIHUKOB ciryx0b1 JIOY, onpenenenus
CTEIEeHHU 3arpy>KeHHOCTU CTPYKTYPHBIX MMOJPa3IeeHU U OTACTbHBIX paOOTHUKOB, CPEICTBO
ompeeeHus MOTPeOHOCTEH B OpraHU3allMOHHON M BRIYMCIUTEILHON TEXHUKE, BBIOOPA
Haubomee 3hPpeKTUBHON CUCTEMBI PETUCTPALIMU JOKYMEHTOB U CIIPABOYHOTO amnmapara +

6. Uto Takoe JOKyMEHTOOOOPOT:

a) ABIKCHUE JOKYMEHTOB B OPraHU3allMi C MOMEHTA MX MOJIYYEHUsS 10 3aBEPIICHHS
UCIIOJIHEHHUS MJIM OTIIPABKU B KOMHTET MO Je1aM HeCOBEPIICHHOJIETHUX

0) ABMKEHHE JOKYMEHTOB B OPraHHU3aLMU C MOMEHTA UX CO3/IaHUs WJIU MOJIy4eHHUs 110
3aBEpILEHUS UCIIOJHEHUS WIM OTHPaBKU +

B) JIOKyMEHT, He TpeOyromuuii 0co00ro BHUMaHUS

7. BeiOepuTe OCHOBHBIE ATaIlbl HOATOTOBKH U 0(hOPMIIEHUS! BHYTPEHHUX JOKYMEHTOB B oduce:
a) COCTaBJICHUE MPOEKTa U COTIaCOBaHHE
0) mpoBepKa NpaBUIBHOCTH O(pOpPMIICHHUS



B) IOJIMCAHUE U PETUCTPALIUS
I') BCE BApUAHTHI IPaBUJIbHBIE +

Tect No2
[IpaBuna opopmiieHUS] OCHOBHBIX PEKBU3UTOB.

JIOKyMeHT — 3T0:
1. 3adukcupoBanHast Ha MaTepHaIHLHOM HOCHTENIE HHPOPMALIUS C PEKBU3UTAMH,
[IO3BOJISIFOIIMMHU €€ UAEHTU(DULPOBATD.
2. Hocurenp nunpopMaiiny, UCTIONb3yeMOH B LIEAX PETYIUPOBAHUS COLMATBHBIX
OTHOUIEHHUI.
3. Undopmanus, 3adukcupoBaHHas J1I0ObIM CIIOCOOOM Ha JIF00OM HOCHUTEIE.
2. TlomnmMHHKK TOKyMEHTa — 3TO:
1. TlepBblii UM €AMHCTBEHHBIN SK3EMILIAP JOKYMEHTA.
2. DK3eMIUTsIp T0KYMEHTa, C KOTOPOTO CHSTA KOTIHSI.
3. FOpuamueckast cuina JOKyMeHTa — 3TO:
1. OcobeHHOCTH BHELIHETO 0(POPMIIEHUS TOKYMEHTA.
2. CBUIETENHCTBO HATMYMS B TOKYMEHTE MOJIOKEHUH HOPMATUBHOTO XapakKTepa.
3. CnocoOHOCTh TOKYMEHTa MOPOKIaTh ONpPEeNIEHHbIE TPAaBOBbIE OCIEACTBUS.
4. Vmeet 1 I0PUAUYECKYIO CHITY TOKYMEHT, OJYyYeHHBIN N0 (PaKCUMHIIBHOM CBSI3U?
1. Ha.
2. Jla, o coryameHuio CTOPOH HHPOPMAIIMOHHOTO OOMEHa.
3. Her.
5. Kaxko#t u3 nepeqnciieHHbIX PEeKBU3UTOB HE OTHOCHTCS K PEKBU3UTAM yIOCTOBEPEHUS?
1. I'pud yrBepxacHusI.
2. Ileyars.
3. OT™MeTKa 0 3aBEpEHUN KOTIHUH.
4. Bu3sa coryiacoBaHusl.
5. Iloamuce.
6. B kakoii mocneaoBaTeabHOCTH J0KHBI OBITh PACIIONOKEHbBI HAUMEHOBAHUS B OJIaHKE
nuceMa (uirana opranuzanun’?
1. OTKpBITOE aKITMOHEPHOE 00IIECTBO.
2. (OAO «CubuedTb»).
3. ®unman B ropojae XaHTbl-MaHCHUICKE.
4. «Hedrsnas kommanus “CubHEDTH .

Tect Ne3
CocraBnenue nHGOPMALIMOHHO-CIIPABOYHBIX
Marepuanon

1. 22. JokymeHTOOOO0pOT — 3TO:

1. Tlepemaya moxyMeHTa U3 OJHOW MHCTAHLUH B APYTYIO B IpoLiecce
€ro pacCMOTPEHHUSL.
2. JIBM)KE€HHUE JOKYMEHTOB B OpraHM3allii C MOMEHTA UX CO3aHus
WIN TIOJYYEHUS J10 3aBEpIICHUs UCTIOJIHEHHS UM OTIIPABKH.
JIBM>KEeHUE KOMIUIEKCA IOKyMEHTOB B IPOLIECCE BHIPAOOTKHU, MPUHSTHS U UCHIOJTHEHUS
peLIeHuN.
23. SIBnsiercs u 3a7a4ya COBEPIIEHCTBOBAHUS (POPM U METOAOB PAOOTHI C TIOKYMEHTaMHU
3agaueil cnyxosr /I0Y?
1. Ja.
2. Her.



4. 24. Kakoli JOKYMEHT OTHOCHTCSI K HEPETUCTPUPYEMBIM?
1. TIucwemo-3armpoc.
2. JKanoba rpaxnaHuHa.
3. ComnpoBoauTenbHOE MTUCHMO.
Pexnamuoe nucbmo.
6. 25. Jlomken i pabotHHK ciy)0b1 JIOY, OCYIIECTBISIOMNNA KOHTPOJIb 32 UCIIOJHEHUEM
JOKYMEHTOB, HAIIOMUHATH MCIIOJIHUTEISIM O TIPUOJIMKEHUN CPOKOB HCIIOJTHCHUS
HAXOJIAIIMXCS Y HUX TOKYMEHTOB?

1. Ja.
2. Her.

o

Tect N5
[Ipukassl N0 TMYHOMY COCTaBY.

1. Ha ocHOBaHuM 4ero 0(opMIISIOTCSI IPUKA3BI TI0 TUYHOMY COCTaBY?
a/ Ha OCHOBAHMH 3asiBICHUS PaOOTHHKA,
0/ co cioB paboTHUKA.

2. Cpok XpaHEHUs NPUKA30B 110 INYHOMY COCTaBY.
a/ 75 ner,
6/ 10 ner.

3. Ha koro 3aBoAMTCS TPyI0Basi KHMXKKA?
a/ Ha OCHOBHBIX PaOOTHUKOB,
0/ Ha COBMECTHUTENEH.

4. VX Kakux pa3zieioB COCTOUT TPYIOBasi KHMKKa?
a/ cBeneHus 0 pabOTHUKE,

0/ cBeneHus o padore,

B/ CBEJICHUS O HarpaXKJICHUH,

I/ CBEIEHUS O B3BICKAHUU.

5. Kakue moKyMeHTBI OTHOCSTCS K IOKYMEHTaM JIMYHOTO cocTaBa?
a/ 3asgBJICHUE,
0/ mpukas,
B/ CIIpaBKa ¢ MECTa KUTEIIbCTBA.
Tect Neb
TpynoBoii norosop.

1. B TpynoBOM mpaBe MUChMEHHBIH JJOKYMEHT — COTJIALICHHE MEXKY PAOOTHUKOM H
paboToareneM, KOTOPOE YCTaHABIMBACT X B3aUMHBIC [TPaBa U 00sS3aHHOCTH:

a) TpyZOBOM g0roBOp +

0) TpyAOBO# KOHTPAKT

B) JIOTOBOp TpyAa

2. IIpu HEYAOBIETBOPUTEIILHOM PE3YJIbTaTe UCIIBITAHUS pabOTOATENb UMEET MIPABO
PacTOprHyTh TPYAOBOM JOrOBOP B T€UEHHE UCTIBITATEIILHOTO CPOKA, PEAYNpPEINB pabOTHUKA!
a) He TMO3/JHEe YeM 3a TPH JIHS B YCTHOH (opme

0) B mMCbMEHHOM (opMe HE MO3AHEE YeM 3a TPH JHs ¢ yKa3aHUEM NMPUYMH OTpULIATeTbHON



OILICHKH +
B) HE IIO3JIHEC YEeM 3a YCThIpE OHA B yCTHOI71 (I)OpMe

3. [Ipu npekpaieHnH TPyJ0BOTO JOTOBOpa paboToaarenb 00s3aH BbIAATh PAOOTHUKY TPYAOBYIO
KHUXKKY B:

a) TeYeHHe 5-U JTHEeH Mocie yBOJIbHEHUS

0) TeueHHe HEeIeNH MOCIIe YBOJIbHEHUS

B) JIEHb YBOJIbHEHUS +

4. Tpynosoii koaekc Poccuiickoit denepannu npeaocrasiiseT NpaBo pabOTHUKY pacTOPrHYTh
TPYIOBOM JOTOBOP B TEUEHUE UCTILITATEILHOTO CPOKa:

a) eciu paboTa He SBISIETCS ISl HEro MOAXOIAIIEH, peIypeIuB padoToaTeNs MICbMEHHO 3a
TpH IHA +

6) Tpynosoit konekc Poccuiickoii @enepaiyiv He MPEAOCTABISIET paOOTHUKY TaKOE€ TIPaBO

B) B TE€UEHHUE UCIIBITATEIILHOTO CPOKa HA pabOTHUKA HE pacnpocTpaHseTcs TpyaoBoil KoaeKC

5. B xakom pa3zMepe BBIIIIIaUMBAETCS BBIXOAHOE TOCOOUE MPU PACTOPKEHUH TPYIOBOIO
JIOTOBOPA B CBSI3M C BOCCTAHOBJIEHUEM Ha paboTe pabOTHHKA, paHee BHITIOJIHSBIIETO 3Ty paboTy:
a) B pazMepe CpeTHEMECSIHOTO 3apadoTKa

0) B pa3mepe 3-MecsIuHOTO 3apaboTKa

B) B pa3mepe 2 -X HEJIEJIbHOTO CpeIHEro 3apadoTka +

6. KakoBa HOpMaspHas IPOAOKUTENBHOCTh pad0OYero BpeMEeHHU:
a) 50 4acoB B HEJIETIO

0) 40 gacoB B Henemo +

B) 30 yacoB B HEJENIO

7. KakoBa npo0mKUTETbHOCTD JOTIOTHUTEIHHOTO OTITYCKA U1 pAOOTHUKOB C
HEHOPMHUPOBAHHBIM PAOOYUM JTHEM:

a) HE MeHee 5 KaJICHIapHBIX JHEH

0) He MeHee 15 kajneHaapHbIX THEH

B) HE MEHee 3 KaJeHAapHBIX THEH +

8. KakoBa mpeiesibHO OITyCTHMAst TPOJIOKUTEIILHOCTh CBEPXYPOUYHBIX PadOT B TEUCHHUE rOJIa:
a) 120 gacos +

0) 160 yacor

B) 180 yacoB

9. Cpok peructpanuu TpyaoBoro gorosopa ¢usz/ auil.- paboToaaTenem:
a) 10 nHei

0) 3 nHs

B) 7 nHei +

10. Korna TpynoBoii JoroBop He 00si3aTelieH B TUCbMEHHOH (hopMe:
a) OpraHU30BaHHbIN HAOOP PaOOTHUKOB

0) TPYAOBO# JOTOBOP C MOJIOJIBIM CIIEIIMATTUCTOM +

B) TPYZOBOI IOTOBOP C HECOBEPIICHHOJIETHUM PaOOTHUKOM

11. T'ne peructpupyercs TpyA0BOI JOTrOBOP, KOTOPBIN 3aKITH04aeTCs ¢ (PU3NIECKUM JIULOM-
MPEAIPUATHEM:
a) B roCyJapCTBEHHOM (DOHJIE 3aHATOCTH +



0) B HaJIOTOBOI1 ciTy)0e
B) B ICHCHOHHOM (hOHJIE

12. Kem pa3pabatbiBaeTcsi M IPUHAMAETCS KOJUIEKTUBHBINH JIOTOBOP:
a) Ha ceccun denepanbHOro coOpaHus
0) Ha o0rIel KoH(EePSHIINH TPYAOBOTO KOJUICKTHUBA +

B) Ha pedepeHIyme

13. CtopoHamu 3aKJIFOUEHHS KOJUIEKTHBHOTO JIOTOBOPA SIBJISFOTCSI:

a) COOCTBEHHHUK WJIM JIULIO UM YIMOJHOMOYEHHOE ¥ TPYIOBOM KOJIIEKTHB +
0) mpenceaarensb MPo(CO3HOTO KOMUTETA U pAOOTHUKH

B) KOMHUTET IO TPYIOBBIM CHIOPaM U paOOTHHUKH

14. MomeHTOM Hayvasa JASHCTBUS TPYIOBOTO JOTOBOPA CYUTACTCS:
a) uepes 5 AHei mocie moAnMCcaHus

0) uepe3 10 mHel mocie MoAmucaHus

B) MOCJI€ TOCYAApPCTBEHHOMN perucTparyu +

15. WcnbiTanus npu npueMe Ha paboTy He IPUMEHUMO K:
a) paboTHukam 10 18 et +

0) UHBAIHIaM

B) BOCHHOOOSI3aHHBIM

16. JleiicTBHE KOJUIEKTUBHOTO JOTOBOPA MPEANPUATHS pACIIPOCTPAHIETCA Ha:
a) TOJIbKO Ha BPEMEHHBIX pabounx

0) Ha BCeX WICHOB (CyOBEKTOB) MPEATPHUATHS +

B) TOJIbKO Ha aIMUHHUCTPAIUIO

17. He sBnsiercst rapanTueii obecrieueHus npas TpaXkaaH Ha TPYI:
a) CBOOOTHBIN BBIOOD BHJIA IEATEITLHOCTH

0) paBEHCTBO TPYJIOBBIX MPaB I'PaKIaH

B) pacoBasi IPUHAIEKHOCTD +

18. OauH U3 BUIOB TPYJIOBOTO JOTOBOpA MO CPOKaM JICHCTBHUA:
a) KpaTKOCPOYHBIH

0) CpOYHBIN +

B) CPEIHECPOYHBIM

19. OnuH U3 BUIOB TPYJOBOTO JOTOBOPA MO CPOKaM JCHCTBHUS:
a) CpEeTHECPOYHBIH

0) Ce30HHBIM

B) OECCPOYHBIH +

20. OtuH U3 BUJOB TPYIOBOTO JOTOBOpA IO CPOKAM JICHCTBHSL:
a) CE30HHBIH

0) Ha BpeMsl OTIpe/IelIeHHON paboThI +

B) JI0JITOCPOYHBIN

21. Ilpu npueme Ha paboTy He TpeOyeTcsi JOKYMEHT:
a) CBUJICTEIIBCTBO O POXKJICHUU +

0) TpyaOBast KHIDKKA

B) JHUILIIOM



22. Ilo o6memMy nmpaBUILy CPOK UCIIBITAHHS MIPU MPUHATHH HA pabOTy HE MOXKET MPEBBIIIATH!
a) 4 mecsia

0) 3 mecsma +

B) 1 Mmecsnl

23. UcnplTaTeNbHBIN CPOK AJIs1 paOOUYUX COCTABIISIET:
a) 2 Henenu

0) 5 mecsieB

B) 1 mecsn +

24. TpynoBOil 10roBOp MOKET MPEKPATUTCS 110 UHUIIUATUBE:
a) COTPYJIHUKOB TOJUIIUN

0) coOCTBEeHHHUKA +

B) HauaJbHUKA OT/EJIa KaJIpoB

25. TpynoBoil 10rOBOp MOKET MPEKPATUTCS IO UHUITMATHUBE:
a) MpoKypopa

0) HauaJbHUKA OTJEJIa KaIpoB

B) paboTHHKa +

26. TpynoBO# AOTOBOP MOKET NMPEKPATUTCS 110 UHULIUATUBE:
a) HaYaJIbHUKA OT/IeJIa KaJapoB

0) mpodcoroza +

B) CyIbH

27. IlepeBoa paOOTHUKA HA APYTO€ MPEANPHUITHE, UIH TIEPEBO HA IPYTYIO TOHKHOCTD
BO3MOXHO TPHU:

a) corjacuu paboTHHKA +

0) CTPOTO MO PEHICHUIO TPYAOBOTO KOJUICKTHBA

B) HEOOXOMMOCTH pabodero mpoiecca

28. JlomyckaeTcst 11 pa3jiesieHue OTIYCKa Ha YacTH:

a) JIOTYCKaeTCs MO KEeIaHUI0 paboTHUKA

0) HE IoTyCKaeTcs

B) JIOITyCKAeTCs MO COTJIALICHUIO MKy paOOTHUKOM M paboTopaTeneM +

29. KakoBbI CpOKH BBITIIATHI 3apab0THOM TUIATHI:
a) HE peke YeM KaK/ple oJMecsa +

0) HE pexe YeM OJIUH pa3 B MECHIII

B) HE peXe UYeM pa3 B HEJEIIO

30. JIumo MOXeT caMOCTOSATENILHO 3aKIF04aTh TPYI0BOM JIOTOBOP B BO3pacTe:
a) ot 18 jer

0) oT 16 net +

B) oT 14 ner



[Tpunoxxenue 1

Komndukarop (mpumepHblii nepeyeHb) OLEHOYHBIX CPEICTB /sl OLeHKH 3HAHMI,
OBHSI C(hOPMHPOBAHHOCTH KOMIIETEHIM I

YMEHHUI U Y

Ne n/n Tun oyenounozo Kpamxasa xapaxmepucmuxa oyenounozo Ilpeocmaenenue
Koo cpedcmea cpedcmea OYEHOUH020 CpedCmed 6
OYEHOUHO20 gonoe
cpedcmea
1. Henosas w/mmu | CoBMecTHast JesTenbHOCTh rpynnel | Tema  (mpoOiema),
poJieBasi urpa 00yJaronmxcsi ¥ MpenojaBaTeis MoJ | KOHICHIHSA, POau
VIOpaBJICHHEM  MpenojaBaTeisl  C | OKUTAEMBIi
IENbI0  peImeHuss  y4eOHBIX | | pe3yibTar
npodeccuoHanbHo-
OPHEHTHPOBAHHBIX  33/ady  MyTeM
UTPOBOTO MOJICTUPOBAHUS PEATLHOMN
npobneMHoi cutyanuu. I[lo3Bomsier
OIIEHUBATh YMEHHUE AHAIMU3UPOBATH U
pemathb TUTTUYHBIE
npo¢eCCHOHANIbHBIE 3a/Ia4H
2. Keiic-3amaua YueOusbIii MaTepuan nogaeTcs | 3agaHusa I
CTyJEHTaM B BUJE MpobseM (KelcoB), | pemeHuss  Kehc -
B KOTOPBIX oOydJaroruMcs | 3a1a4u
MIPEIaraeTcsi OCMBICIUTh PEATbHYIO
MPO(QECCUOHANIBHYIO CUTYalMIO  JUIsS
pelieHus TaHHOW TPOOIeMbl. 3HAHUS
pruoOpeTaroTCs B pe3ynbTare
aKTUBHOM M TBOPYECKOW pabOTHI:
CaMOCTOSITEIBHOIO  OCYILIECTBIICHUS
1esIernoJiaranus, coopa HeE0OX0UMOM
uHbOpMallMK, €e aHajdu3a C Pa3HbIX
TOYEK 3peHus, BBIJIBUKEHUS
TUIIOTE3bl, BBIBOJOB, 3aKJIIOYECHUS,
CaMOKOHTpOJII Ipoliecca MOJYyYEeHUS
3HAHUU U €ro pe3yJbTaToB.
3. Komnoksuym CpenctBo KOHTPOJIS ycBoeHus | Bonpockl no Temam
yueOHOro Marepuana TEeMbl, pa3zena | / pasaenam
W pasnenoB JUCUUIUIVHBL, | TACUUILIMHBI WIN
OpraHMW30BaHHOE KaK yuebHoe | mpodeccHnoHaIBEHOTO
3aHSATHE B BUAE coOeceloBaHUS | MOAYIS
npernojaBaTesns ¢ 00yJaroIUMHUCS.
4. Kontponbhas CpenctBo IIPOBEPKU ymenuil | Kommiekr
paboTa INPUMEHATH TOJYYEHHbIE 3HAHUS JUIsl | KOHTPOJIbHBIX
pelieHus 3aa4 ONpEeeIeHHOro0 TUIA | 3aJaHui no
110 TEME WIH pa3Jieny BApUAHTaM
5. Kpyrnslii  cron, | OneHounsle cpenctsa, nospoistoniue | Ilepeyens
JUCKYCCHS, BKIIIOUUTH OOYYalOMIMXCS B TPOLECC | AUCKYCCHOHHBIX TEM
TCTYT, 1e0atbl | OOCY)KIeHHs  CIHOPHOTO  BOMpOcCa, | A7 MIPOBEACHUS
npoOiieMbl U OLIEHUTh HX YMEHHE | KPYIJIoTo CTOJIa,
apryMeHTUPOBaTh COOCTBEHHYIO | IUCKYCCHH,
TOYKY 3pEHHS JCIyTa, 1e0aToB
6. Ioprdonmno LeneBass monbopka pabor crynenra, | CTpykTypa
pacKpbhIBAIOIIAsl €70 HHIMBUIYAIbHBIE | MOPT(OIHO




o0pa3oBaTelIbHbIC  JOCTIDKEHUS B
OHOM MJIM HECKOJBKHX Y4eOHBIX
JMCLUUIUIMH, B MNpOo(ecCHOHATEHOM
MOJTyJIE.

IIpoexr

KoneuHbINl IIPOMYKT, IOJy4aeMblii B
pe3yabTare IJIaHUPOBAHUS "
BBITIOJTHEHHUS] KOMIUIEKCa Y4eOHBIX |
UCCIIEIOBATEIbCKUX 3aJlaHui.
[To3BousieT OLICHUTh YMEHUSA
00yJaronuxcs CaMOCTOSITEIHHO
KOHCTPYMpOBaTh CBOM 3HaHUS B
IPOLECCE PEIIEHUs MPAKTHUYECKUX
3a/1a4 ¥ npobsieM, OpuEeHTHPOBATHCS B
MH(GOPMALIMOHHOM TPOCTPAHCTBE U
YPOBEHb c(OpMUPOBAHHOCTH
AQHAIUTUYECKUX, HCCIEA0BATEIbCKUX
HABBIKOB, HABBIKOB IPAKTHUYECKOTO U
TBOPUECKOTO  MBbIIUIEHUS.  Moxker
BBINIOJIHATBCS B MHAMBHIYaJIbHOM
MOPSIIKE UM TPYNION 00ydaromuxcsl.

Tema rpynnoBsix
12707011
WHJVBHIyaJIbHBIX
IIPOEKTOB

Pabouas
TeTpagb

JnmakTHIecKuii KOMILIEKC,
NpeTHa3HAYEHHbIN 115
CaMOCTOSITEIbHOM pabOThI
00yJaroIIerocs M Mo3BOJISTFOIIHI
OIIEHUBATh YPOBEHb YCBOCHUS M
y4eOHOTO MaTepuasa

O6pa3err paboueit
TeTpagu

Pa3zHoypoBHEBBIE
ydeOHbIe 3a/1auu
H 3aJaHUs

Pa3znnuaror 3amaun 1 3a1aHus:

a) penpOAYKTUBHOTO YPOBHS,
TIO3BOJISIONINE OIEHUBATH U
JIMAarHOCTUPOBATh 3HAHUE
dakTrueckoro matepraia (6a3oBbie
MOHSATHSA, AJITOPUTMBI, (DAKThI) U
YMEHUE MPaBUIBHO UCIIOJIB30BATh
CreIUaTbHBIC TEPMUHBI U TIOHSTHS,
y3HaBaHHE 00BEKTOB U3yUCHUS B
paMKax OIpeNesICHHOTO pa3jiena
JMCIUTUTAHBI,

0) pEKOHCTPYKTUBHOTO YPOBHS,
TIO3BOJISIOIINE OIEHUBATH U
JIMarHOCTUPOBATh YMEHUS
CHUHTE3HPOBATh, AaHAIIM3HPOBATH,
00001maTh GaKTUYECKUH U
TEOPETHUYECKHI MaTepHall C
(GopMyITHPOBaHUEM KOHKPETHBIX
BBIBOJIOB, YCTAHOBIIEHUEM MPUYNHHO-
CIIEJICTBEHHBIX CBS3€H;

B) TBOPYECKOTO YPOBHS,
MO3BOJISIONINE OLIEHUBATDH U
JMarHOCTHPOBATh YMEHHSI,
WHTETPUPOBATH 3HAHUS PA3TUIHBIX
obmnacTeii, apryMeHTHPOBATh
COOCTBEHHYIO TOUKY 3pEHHs

Komruiekt
Pa3HOYPOBHEBBIX
3a7a4 ¥ 3aJaHui




10.

PacuerHo-
rpaduygeckas
pabora

CpencrtBo IIPOBEPKHU YMEHUH
IPUMEHSTH IOJIyYEHHBIE 3HAaHUA IO
3apaHee ONPEIEICHHOW METOAUKE IS
pelIeHuss 3aja4  WIM 33JaHuil 110
MOJYJIIO WM TUCHUIUIMHE B LIEIOM.

KoMnnekr 3amanuii
JUTSI BBITTOJTHCHUS
pacyeTHo-
rpaduveckoi
paboThI

11.

Pedepar

[Ipoayktr camocTOsTENBHOU PabOTHI
CTYJIEHTa, TPEJCTABIAIOMUNA Cco00M
KpaTKO€ M3JIOKCHUC B IMHUCbBMCHHOM
BUIC IMOJIYYCHHBIX PE3YIbTATOB
TEOPETUYECKOIO aHaJn3a
OIIPENIETICHHOM TEMBI, TIJ€ aBTOp
packpblBaeT  CyTb  HCCIEIyeMOM
npoOyieMbl, TPUBOJUT  Pa3INYHbIE
TOYKH 3PCHHUA, a TAKKE CcOOCTBEHHEIE
B3TJIAAbI HA HEC.

Temsl pedepaToB

12.

Hoxnan,
cooO11eHue,
IIpe3eHTalusA

[IpoaykT camocCTOSITENBHONU PabOTHI
CTYJIEHTa, TPEJCTABJIAIOMUNA Cco00M
nyoInyHOe BBICTYIUICHUE o
MIpe/ICTaBICHUIO MTOJTYYE€HHBIX
Pe3yNbTaTOB PELIEHUs ONpeaeIeHHON
TEMBEI.

TeMsbl JOKIJIaJIOB,
COOOIIEHUH,
IIPE3EeHTalUN

13.

CoOecenoBanue

CpeicTBO KOHTPOJISI, OPraHH30BAHHOE
Kak crnenuaibpHas decena
MIPeToIaBaTelis ¢ 00yJarouMcs Ha
TEMBI, CBSI3aHHBIE C U3y4aeMO
JUCLUIUIMHOM, U paCCYMTAHHOE Ha
BBISICHECHHE 00bheMa 3HaHUN
00yJaromierocs mo onpeneIcHHOMY
pasneny, TeMe, mpobjaemMe u T. .

Bonpocsl o temam
/ paznenam
JTUCITUTUIAHBI

14.

TBopueckoe
3a/laHue

YacTuyHO peraaMeHTHPOBaHHOE
3aJjaHKe, UMeIolllee HeCTaHJapTHOE
pelIeHre U TO3BOJISIOIIEe
JMarHOCTUPOBATh YMEHHSI,
UHTETPUPOBATH 3HAHUS PA3TUYHBIX
obracTteii, apryMeHTUPOBATh
COOCTBEHHYIO TOUKY 3peHusi. MoxeT
BBITIOJTHATHCS B MHAWBUYyaTbHOM
NOPSJIKE WIK FPYNION oOydaronmxces

Tembl rpynmoBbIX
/v
WHIUBHTyJIbHBIX
TBOPYECKUX
3aJaHui

15.

Tect

CpencTBo KOHTPOJISA, HAIIPABIEHHOE
Ha IIPOBEPKY YPOBHS OCBOEHUS
KOHTPOJIMPYEMOI'O TEOPETUUECKOTO U
IIPAKTHYECKOT0 MaTepuaa 1o
JUIAKTUYECKUM €IUHUIIAM
JUCLIMIUINHBI UITU
po(heCCHOHATLHOTO MOTYJIS.
Cucrema cTaHIapTU3UPOBAHHBIX
3a/laHuH, MO3BOJISIOLIAs
aBTOMaTU3UPOBATh NMPOLIENYPY
U3MEPEHMS YPOBHS 3HAHUM U YMEHUN
oOyuaronuxcs

Doun
3aJaHui

TCCTOBBIX

16.

Occe

CpenctBo, MO3BOJISIIONIEE  OLIEHUTH
yMeHHe OoOydaromerocs MNHUCHhMEHHO

Tematuka ncce




W3JaraTb MMOCTABJIEHHOM
POOJIEMEI, CaMOCTOSITEIILHO
MPOBOJNTH aHATHN3 ITOU MPOOIEMBIL.

CyTh

17. [IpakTnueckue DTO 3a/laHusd, ¢ MOMOIIBI0 KOTOPhIX Yy | Buabl: Habmonenue,
paboThI y4daluxcs hopmupyrOTCS U | U3MEpEHUe,  OIIbIT,
(pakTHYeCcKOe | pa3BUBAIOTCS MpaBUWIbHBIE | KOHCTPYUPOBAHUE U
3a/1aHKE) MPaKTUYECKUE IEHCTBHS. Ip. 3aJaHust IS

MIPAKTHICCKUX
pabot

18. JlabopaTopHbie | DTO TMPOBEACHUE YYAIIUMHCS TO | 3amaHus TUTSt
pabdoTsl 3a/IaHUI0 TIPETOJIaBaTelisi OMNBITOB C | JJAOOPATOPHBIX

UCII0JIb30BaHHUEM puoopoB, | padot
NPUMEHEHUEM  HMHCTPYMEHTOB U

JPYTHX TEXHUYECKUX
pUCTIOCOOTIEHUH.

19. Tpenaxep TexHuueckoe CpeacTBO, KOTOPOE Kowmrekr 3amannii
MOET OBITh UCIIOJIB30BAHO JIJISI JUTst paOOTHI HA
KOHTPOJISI IPUOOPETEHHBIX TpEeHaKEpe
CTYJIEHTOM MPOECCHOHATHHBIX
HAaBBIKOB M YMEHUH MO YIPABICHUIO
KOHKPETHBIM MaTePHATHLHBIM
00BEKTOM

20. OTtuetsl o | CpeacTBO KOHTPOJIsA, To3Bojstomiast | Buaer  pabor u

MpaKTUKaM oOydJaroremycs 3a/IaHus Ha

MIPOJICMOHCTPUPOBATh  00OOIIECHHBIE | YIeOHYIO u
3HAHUSA, YMEHHMS U MPAKTUUYECKUH | IPOU3BOJCTBEHHYIO
OTBIT, TPHOOPETEHHBIE 3a BpeMs | IPAKTHKY
MIPOXOKICHHS yaeOHOH "
MPOU3BOACTBEHHON MpakTHK. OTYETHI
o IPaKTHKaM MO3BOJISIIOT
KOHTPOJHPOBATh B LIEJIOM YCBOEHUE
OK u I1K o603nauennsix B [ITICC3.

21. Konrenrt- AHan3 ¥ OllEHKa B COOTBETCTBUH C [Tepeuenb
aHaJIn3 KPUTEPUSMHU JOKYMEHTOB (KYpHAJIOB | JOKYMEHTOB
JTOKYMEHTaIluu TEOPETUYECKOIO U MOTIEKALIUX

IIPOU3BOJICTBEHHOT'O 00yUeHUS, aHaIMU3y, KpUTEpUU

XapaKTEePUCTHUK, TBOPUECKUX padoT, OIICHKHU

JTHEBHUKOB U OTYETOB IO MPAKTHKE,

BKP u z1p.), cBUAECTETBCTBYIOMIUX 00

YpOBHE KOMIIETEHTHOCTH

oOyuaromerocs.

22. Ha6nronenue WNuctpyment cbopa nundopmanuu ans | Llenb, 00beKTHI

yCTaHOBJICHHS (PaKTOB HaOIOICH NS,
obpaser aucrTa ass
buKcUpoBaHUS
pe3ynbTaToOB
HaOIIOACHUS

23. 3amanue Ha BKP | [lepeuenp  ocHOBHBIX  Bompocos, | BKP o
(IUTIIOMHBII KOTOpBIE€ JIOJDKHBI OBITH PACKPBITHI B | CHEIHATBHOCTH
MIPOEKT, pabote, a Takke ykazanus Ha | CIIO
TUTIIOMHAs OCHOBHBIE nH(OPMAIIMOHHBIE
paborta) HMCTOYHHKHU.
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