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COJEPKAHUE

1.ITacopt xomiiekta KOC 110 yueOHOM TUCIUITHHE
2.CrnennduKauy OIEHOYHBIX CPEICTB
3. BapuaHTbl OIIECHOYHBIX CPEJICTB



1. IMACIIOPT

KOMILJIEKTA OLICHOYHBbIX CPEACTB 110 Y4eOHOM IMCUMILINHE
OIL.06 [{oxkymeHTaIbHOE O0€ecrevyeHne YpaBJeHus

1.1.001mue moJ10KeHus

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

O6paBOBaTeJ'IBHI>IX ,Z[OCTI/I)KCHI/Iﬁ o6yqa}0mnxc>1,

OCBOMBIIUX MpOrpaMMy y4eOHOMH

I[I/ICI_[I/IHJII/IHLI«I[OK}’MCHTaLII/IOHHOC obOecrcucHue YIIpaBJICHUSI»

KOC Bxit04yaroT KOHTPOJIbHBIE MAaTEPHAIIbI JJI MPOBEACHUS TEKYIIIETO KOHTPOJIS U

MMPOMEXKYTOUYHOM aTTecTanuu B popme sk3amena (1 cemectp).

KOC pa3paboraH B COOTBETCTBUH C:

-obopazoBarensHoil mporpammoit CIIO mo cnemumansHocTr 38.02.01 DkxoHOMHKA H
OyxraJITepcKkuil y4yer (1o oTpacisim)

-nporpammont yueoHou aucuuriuasl OI1.06 JloxymeHnTanbHOe o0ecrieyeHue

YIIPABJICHUS

2. Pe3yJ'II>TaTbI O0CBOCHUS JUCHUIIMHBI, MOAJC/KAIIMNE ITPOBEPKE

NoPesynbrathl
00y4JeHus1(0OCBOCHHBIC YMEHUSI,
YCBOCHHBIE 3HAHHS —H3
paboueii mporpamMmebl)

HanmeHoBaHMe snieMeHTa yMEHWH/3HaHU I

Vi 0opopMIISITH JOKYMEHTAIIHUIO B COOTBETCTBHH C HOPMAaTUBHON 0a30Hi,
B T.Y. C MCIIOJIb30BAHUEM HH(POPMALIMOHHBIX TEXHOJIOTHIA;

y2 OCBaWBaTh  TEXHOIOTMW  aBTOMATH3MPOBAaHHOW  0OpabOTKH
JIOKYMEHTAIIHH;

y3 WCIOJIb30BaTh YHUGHUIIMPOBAHHbIE (DOPMBI TIOKYMEHTOB;

Y4 OCYILIECTBIISITh XPaHEHHE U MOMCK JOKYMEHTOB;

v5 WCIIOJIb30BaTh TEJIEKOMMYHUKAL[IOHHbIE TEXHOJIOTHH B
IEKTPOHHOM JIOKYMEHTO000pOTE;

31 MOHATHE, UEeNH, 3aJa4d W TPUHIMIBL  JEJIONPOU3BOJICTBA;
OCHOBHBIE TOHSATHS JOKYMEHTAIIHOHHOTO obecrieueHust
yIpaBJICHHUS;

32 CUCTEMBI JIOKYMEHTAIIMOHHOTO 00ecIieueH sl YIPaBICHHUS;

33 -KJIacCU(UKALMIO JIOKYMEHTOB; TpPEOOBaHUS K COCTABJIICHUIO U
0(opMIIEHHUIO TOKYMEHTOB,

34 OpTaHU3aLHIo JOKyMEHTO00OopoTa: npueMm, 00paboTKy,
perucTpanroo, KOHTPOJIb, XpaHEHHWE NOKYMEHTOB, HOMEHKIATYpPY
Jell.

OK 1 BeiOupare  cmocoObl  pemieHust  3a7ad  NpodeCCHOHAIBHOM
JIeSITeIbHOCTH IPUMEHUTENIBHO K Pa3IMYHBIM KOHTEKCTaM;

OK 2 yYMEHHUE OpPTraHW30BBIBATH COOCTBEHHYIO JEATENbHOCTh, BHIOMPATH
TUIIOBBIE METOJIBl W CIIOCOOBI BBITIOJHEHHS MPOPECCHOHATBHBIX
3a]a4, OLICHUBATh UX A3PPEKTUBHOCTH U KAYECTBO

OK 3 [TnanupoBaTh U peam30BbIBATh COOCTBEHHOE MPO(ecCHOHAEHOE U
JIMYHOCTHOE Pa3BHUTHE;

OK 4 YMEHHE OCYILECTBISATh MOUCK M HCIOJIb30BaHWE HH(OpMaluy,

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




OK'5

c(hOpMHUPOBAHHOCTh MPEACTABICHHUI OMH(DOPMAIIMOHHON KYIbTYpE,
yYMEHHEaHaIU3UPOBATh i OIICHUBATh nH(popMaIio c
HMCIOJIb30BAaHUEM WH(POPMAITMOHHO-KOMMYHHUKAIIMOHHBIX
TEXHOJIOTHH.

OK 9

UcnonszoBaTh nH(pOpPMAIFIOHHBIE TEXHOJIOTHN B
po(ecCUOHATBHON IEATEIIbHOCTH;

OK 10

Ilonp30BaTHCSA HpO(l)eCCHOHaHBHOfI IlOKyMeHTaIIHefI Ha
roCyaapCTBEHHOM U MHOCTPAHHOM A3BIKAX;

MK 1.1.

OO6pabatpIBaTh IEPBUYHBIE OYXTAITEPCKUE TOKYMEHTHL.

IIK 1.2.

Pa3pabatbiBaTh M COINIACOBBIBATH C PYKOBOJICTBOM OpraHH3aLUH
pabounii I1aH cueToB OYXTaNTEPCKOTO yueTa OpraHU3allHu.

IK 1.3.

[IpoBOONTE yYeT NEHEKHBIX CPEACTB, OPOPMISTH ACHEKHBIE H
KacCOBbIE JJOKYMEHTBI.

IIK 1.4.

dopmupoBarh OyXrairepckue MIPOBOAKM IO YYeTy HMYILECTBa
OpraHu3alliy Ha OCHOBE pabodero IUlaHa CYeTOB OyXTaJlTepCcKOro
y4era.

K 2.1

dopMupoBaTh OyXraiTepcKhe MPOBOAKU IO YYETy HCTOYHHUKOB
MMYLIECTBA OpraHM3allid Ha OCHOBE pabodvero IIaHa CUYETOB
OyXranTepcKoro ydera.

K 2.2.

BrInonHAT NMOpPYYEHUS PYKOBOACTBA B COCTaBE KOMHUCCHUU IIO
MHBECHTAPU3ALMH UMYIIECTBA B MECTAX €r0 XPaHEHHUs.

[IK 2.3.

IIpoBoaUTE TOATOTOBKY K HMHBEHTapH3alUM M  HPOBEPKY
JeNCTBUTEIHHOTO COOTBETCTBUSA (hakTHUecKux JIAaHHBIX
MHBEHTApU3allMu JaHHBIM y4yeTa

IIK 2.3.

OtpaxaTh B OyXTrajdTepcKUX TMPOBOAKAX 3a4eT U CITUCAHHE
HEJ0CTa4d IIEHHOCTeW (peryqupoBaTh WHBEHTapU3allMOHHEIE
pa3HHIIBI) IO PE3YJIFTaTaM WHBEHTAPU3AIINH.

[IK 2.4.

[IpoBoauts MPOLETYPbI MHBEHTapU3aLUH (bMHAHCOBBIX
00513aTEeNIbCTB OPTaHU3aIINY.

MK 3.1.

dopmupoBarh OyXraiTepckue NPOBOAKH 10 HAYUCICHHIO H
MEPEYHCIICHUIO HAJOTOB M COOpOB B OMOJUKETHI Pa3TUYHBIX
YPOBHEM.

IIK 3.2.

OdopMIIATh TUTATEXKHBIE TOKYMEHTHI IS TIEPEUHCIICHNS HAIOTOB U
cOOpPOB B OFOKET, KOHTPOJIMPOBATH UX MPOXOXKICHUE 110 PACYCTHO-
KAaCCOBBIM 0OaHKOBCKHUM OIEPAIIHsIM.

IIK 3.3.

@dopMupoBarh OyXraiarepckue NPOBOAKH [0 HAYUCICHHIO H
MEPEYHCIICHUIO CTPAXOBBIX B3HOCOB BO BHEOIODKETHBIE (DOHIBL.

[IK 3.4.

OdopMIIATh TIIATEXKHBIE TOKYMEHTHI Ha TEPEUNCIEHUE CTPAaXOBBIX
B3HOCOB BO BHEOIOJDKETHbIE (OHJBI, KOHTPOJIMPOBATH HUX
MPOXOKACHHUE 110 PACYETHO-KACCOBBIM OaHKOBCKHMM OIIEPALIHSIM.

K 4.1.

OTtpaxxaTh HAPACTAIOIIUM UTOTOM HA CUETAX OYXTaJITepPCKOro ydera
HMYIIECTBEHHOE ©  (DUHAHCOBOE  IIOJOXKEHHE  OpraHu3alluy,
ONpeNeNsaTh  pe3yJbTaThl  XO3SIMCTBEHHOM  NEATENBHOCTH 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
Oro/KeT, HAaJOroBBIE MeKiIapanuu 1o EanHoMy conuampbHOMY
Haiory (ECH) wu ¢QopMbl CTaTuCTHYECKOH OTYETHOCTH B
YCTaHOBJICHHBIE 3aKOHOAATEIHCTBOM CPOKH.
I[IK 4.4. [IpoBoaHuTHE KOHTPONHh W aHaIM3 WHGOPMAIMH 00 HMYIIECTBE H
(hMHAHCOBOM ITOJIOKEHUU OPTaHU3AIINY, €€ IJIATeKECIIOCOOHOCTH U
JIOXOAHOCTH.
1. Pacnpenenenne OCHOBHBIX IOKa3aTesell OIEHKH Pe3yJbTaTOB [0 BHIAM
arrecrauuu
Kon n HaumenoBanue 3neMeHTa YMEHUN UIH Buapl atTectanmu
3HaHUI Tekymunii KOHTPOJIb [IpomexyTounas
(nToroBas) aTTeCcTAINS
Y1 0OpMIIATH JOKYMEHTAIIHIO B KomOunupoBanHoe B (hopme 3x3ameHa (1

COOTBETCTBHHU C HOPMAaTUBHOH 0a30i, B T.4. C
UCTIONIb30BaHHEM HH()OPMATMOHHBIX
TEXHOJIOTHI;

OK 4 ymeHHe OCyIIECTBIATh MMOUCK U
UCIOJIb30BaHUe UHPOPMAITUH, HEOOXOIUMOM JIJIst
3¢ (heKTUBHOTO BHITTOTHEHHS MPO(HECCHOHATBHBIX
3a51a4, MPOeCCUOHANTBHOTO M JIMYHOCTHOTO

3aHATHE, PopMa KOHTPOJIS
yCTHasi, OMpoC
WHJUBUIYaJbHBIN.
CamocrosiTensHas paboTta
(pedepartsl, Mpe3eHTALINN )

ceMecTp)

pa3BUTHA.
MK 1.1.1IK 1.2.
y2 OCBaMBATh TEXHOJIOTHU KomOuaMpOBanHOE B (hopme ax3amena (1
aBTOMAaTH3UPOBAaHHOH 00paboTKU 3aHsATHE, OpPMa KOHTPOJIS ceMecTp)
JOKYMCHTAIIHH; yCTHasi, OIIPOC

OK 2 ymeHne opraHu30BEIBATH COOCTBEHHYIO
JCATCIIBHOCTD, BI>I6I/IpaTI) THUIIOBBIC METOAbI U
CHOCOOBI BHITIOJTHEHUS PO ECCHOHATBHBIX
3a/1a4, OI[eHNBATh UX APPEKTUBHOCTH U KAY€CTBO
MK 1.1.I1IK 1.3.1J1K 1.4.

WHJWBUIYaJIbHBIN.
[MpakTrudeckue paboOTHI,

y3 WCTIONIB30BaTh YHU(HUIIMPOBAHHEIC
(hOpMBI TOKYMEHTOB;
OK 2 ymeHHe OpraHu30BbIBATE COOCTBEHHYIO

Komb6unupoBannoe
3aHATHE, PopMa KOHTPOJIS
yCTHasi, OPoC

B (hopMme 3k3ameHa (1
ceMecTp)

NeSITeNbHOCTD, BEIOUPATh TUIIOBBIE METOMBI U WHAWBUAYaJIbHBIH.
CHOCOOBI BHITIOJTHEHUS MTPOPECCHOHATBHBIX [IpakTrueckue paboTHI,
3a7a4, OLCHUBATh UX APPEKTUBHOCTH U KAYECTBO Tecr.
IIK 1.1. IIK 1.3.
VY4 ocymiecTBIsATh XpaHEHUE U MTOUCK Komb6unupoBannoe B opme dK3ameHa (1
JIOKYMEHTOB; 3aHsATHE, OpPMa KOHTPOJIS ceMecTp)

OK4 ymeHHE OCYIIECTBIATH MOUCK U
UCIIOJIb30BaHNEe HH(OpMALU, HEOOXO0IUMOH IS
3¢ GEKTHBHOTO BHIMOIHEHHUS MPO(HECCHOHATIBHBIX

3a7a4, NPOEeCCUOHATBHOTO M IMYHOCTHOTO
pasBUTHSL.

OK 5 chopmMupoBaHHOCTD IIPEICTABICHUH O
WHPOPMAITMOHHOHN KYJIBType, yMEHHE
aHATM3UPOBATH U OLICHUBATh UHPOPMALHIO C
WCTOJIb30BaHNEeM HH(OPMAIIMOHHO-
KOMMYHHKAIIMOHHBIX TEXHOJIOTHIA.

K 1.1. TIK 2.2.

YCTHasi, OIpoc
WHAWBUAYaIbHBIH.
[IpaxTrueckue paboTHI,
Tecr.




V5 ucnons30Bath TEICKOMMYHHUKAOHHBIC
TEXHOJIOTHH B DIIEKTPOHHOM 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(OPMAITMOHHON KyNbType, yMEHHE
aHAIM3UPOBATH U OLIEHWBATh HH(POPMAIIHIO C
HCTOJIb30BaHHEM MH(OPMAIIMOHHO-
KOMMYHUKAIIHOHHBIX TEXHOJIOTHH.
JIOKyMEHTO000POTE;

IMK 1.1. TIK 1.4.1IK 2.2.TIK 2.3.

KomOuHupoBaHHOE
3aHATHE, PopMa KOHTPOJIS
yCTHasi, OPOC
WHINBUAYATbHBIH.
[IpaxTrueckue pabOTHI,

B opme sk3amena (1
ceMecTp)

31 nousTHE, LeNU, 3aJ0a41 U MIPUHIUIIBI
JIEIOTPON3BOJICTBA; OCHOBHBIE TIOHSTHS
JIOKYMEHTAIIMOHHOT'O 00ECTICUeHUs YIIPABIICHHUS,;

[IpakTrueckne paboOTHI,
ycTHbIH onpoc. Tect

B (hopme ax3amena (1
ceMecTp)

32 cUCTEeMBI JOKYMEHTAIIMOHHOTO 00eCIeUueHUs
YIIPaBJICHHUS;

[MpakTudeckue paboOTHI,
YCTHBIM OIIPOC. TECT

B (hopMme 3k3ameHa (1
ceMecTp)

33 xnmaccuduKanuio TOKyMEHTOB; TpeOOBaHHS K
COCTaBIJICHHIO ¥ O()OPMIICHHIO JOKYMEHTOB;

KomOunmnpoBanHoe
3aHATHE, POopMa KOHTPOIISA
YCTHas1, OTIPOC
HHHHBHHyaHBHBIﬁ.
CamocrosiTensHas paboTta
(mpeseHTaIIN)

B (hopMme 3k3ameHa (1
ceMecTp)

34 opraHu3anuio JOKyMEHTO000pOTa: TIPUEM,
00paboTKy, perucTpalmo, KOHTPOJIb, XPaHCHUE
JIOKyMEHTOB, HOMEHKJIATYPy JIEI.

KomOuaMpOBanHOE
3aHATHE, PopMa KOHTPOJIS
YCTHas, OTPOC
WHIUBUYaNbHbIN. [IpakT
Pa6. CamocrositennHast
pabora (IIpe3eHTaINHN)

B (hopme 3x3amena (1
ceMecTp)




1.4. Pacnpeneﬂefme THUIIOB OHCHOYHBLIX CPEACTB I10 3JIEMEHTaM 3HAHUH U yMeHHﬁ TEKYIIEro KOHTPOJIsA

Conep:xxanue ydyeOHOro MarepuaJa no nporpamme Y /[

Y1 Y2 y3 Y4 Y5 31 32 33 34
Tewma 1. 3 3,
BBenenue. 12 12
3HaueHNE U COAEPIKAHKUE UCLUILTMHBI «J[0OKyMEHTAMOHHOE
o0ecreyeHue yrpaBieHus»
Tema 1.2 3, 3,
Ko 12, 12,
accu(UKaIKAM BUbI JOKYMEHTOB. 15 e
Tema 1.3 3, 3,
ITpasusia 0pOPMIIEHHS] OCHOBHBIX PEKBU3UTOB. 1125 1512’
Tema 2.1 3, 3,
CucreMa OpraHu3aIMOHHO-PACTIOPSAUTENBHOM 12 12
JIOKyMEHTAIUK
Tema 2.2. 3, 3, 3,
PacnopsauTenbHbIE TOKYMEHTBI: IPUKa3hl, TOCTAHOBIEHHMS, 1L, 12, 1L,
pelIeHus, yKa3aHust
17 17 17
Tema 2.3 3, 3,
Cocrasnenre 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 OPUITHATEHOTO — JICJIOBOTO CTHIIS 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 ¥ HHIEKCUPOBAHHUE JOKYMEHTOB. 3, 3,
12 12
Tema 6.2 3, 3, 3,
Opranu3arys KOHTPOJIS 32 HCIOJIHEHUEM JIOKYMEHTOB 12 12 12
Tema 6.3 3, 3,
Homenknarypa e opraHu3aluu. 12 12
Tema 6.4 3, 3, 3,
IMopsimok mepenayu 12 12 12

JOKYMCHTOB B apXHWB
HJIM YHUYTOXKCHHUC.

1.5.PacnpeniejieHre THIIOB OLIEHOYHBIX CPEICTB MO0 3JIeMEHTAM 3HAHUI M YMEeHH i KOHTPOJIHPYeMbIX HA POMEKYTOUHOM aTTecTaluu

Copepxanne yueO0HOro MaTepuaJa mo nporpamme Y /[




Y1

Y2

Y3

Y4

Y5

31

32

33

34

Tema 1.
BBenenue.

3HaueHUC U COACPIKAHUC JUCHUITIINHBI ((ILOKYMGHTB,LII/IOHHOG
obecneyeHne YIIpaBJICHUS»

Tema 1.2

Knaccudukanusu BUIbI JOKYMEHTOB.

Tema 1.3

[IpaBuna opopmiieHHs] OCHOBHBIX PEKBU3HUTOB.

Tema 2.1

Cucrema OpFaHI/ISaHI/IOHHO'paCHOpHﬂHTeHBHOﬁ
JOKYMCHTAllUN

Tema 2.2.

PaCHOpﬂ)II/ITeJIBHI)IC JAOKYMCHTHI: ITPHUKA3bl, ITIOCTAHOBJICHUA,
peUIiCHUs, YKa3aHHA

Tema 2.3
Cocragriieare HHHOPMAITMOHHO-CITPABOYHBIX
MaTepuasoB

Tema 2.4
PaznoBugHOCTH TUCEM.

Tema 3.1
[Ipuka3zbl 1O TMYHOMY COCTABY.

Tema 4.1
TpynoBoii 10roBop.




Tema 5.1 OcobeHHOCTH OPUITUATBHOTO — JICJIOBOTO CTUJIS

Tema 5.2 Kommepueckas nepenucka npu
BHEIIIHEAKOHOMHYECKOH 1€ TeIbHOCTU

Tema 6.1Perucrpanus, yuet 1 HHACKCUPOBaHUE JTOKYMEHTOB.

Tema 6.2
Opranu3anus KOHTPOJISI 38 UCTIOJIHEHUEM JOKYMEHTOB

Tema 6.3
HomeHnknarypa jien opraHu3aiuu.

Tema 6.4

[Topsimok nepeaaun
JIOKYMEHTOB B apXHB
WM YHHUTOKEHUE.




2. CIEHU®UKALIUA OUEHOYHbIX CPEICTB

2.1.Ha3znauyenue
Crnenudukanueil yCTaHaBIMBAIOTCS TPEOOBAaHUS K COJCPXKAHHIO U O(POPMIICHHIO BaPHAHTOB
OLIGHOYHOTO CpEJCTBa: TpakTUueckas pabora, mnabopatopHas paboTa, YCTHBIM OIpoOC,
NMUCbMEHHAas (KOHTPOJIbHAs) paboTa, TOKIIabl/COOOIICHHS/TTPE3CHTAIUN, TECT.

[TpakTrueckas paboTa, yCTHBIN ONpoc, MUChbMEHHast (KOHTpOJIbHAsT) paboTa,
JIOKJIa/1b1/COOOIIEHNS, TECT MpeTHa3HAUYEHBI AJISl TEKYIIEro KOHTPOJIS ¥ OLIEHKU 3HAHUN U
YMEHHH CTYIEHTOB M0 IporpaMmme y4eOHOH AUCHUIUIHHBI «Jl0OKyMEeHTalMOHHOE o0ecrieueHue
yIIpaBJICHUS» OCHOBHOH MpodeccuoHanbHoi odpa3oBarenbHoii mporpammsl CI1O mo
crenranbHOCTH: 38.02.01 DKOHOMMKA U OYXTAITEPCKHUI YUeT (110 OTpacisiM).

2.2. KOHTHHTeHT aTTecTyeMbIX: CTYJEHTHI 2 Kypca.

2.3.®opMa u yCJIOBHS ATTECTAIUM:
Texyiuit KOHTPOJIb IPOXOTUT 110 TEMAM Y4€OHOW JUCIUIINHBL.
[IpomexxyTouHas aTrecTanus npoBoauTcs B (opme sk3ameHa (1 cemecTp) Ho 3aBeplIECHUIO
OCBOCHHS y4eOHOro MaTepuasia y4eOHOW IMCUUIUIMHBI, TPU TIOJIOKUTEIBHBIX pe3yabTaTax
TEKYIIEro KOHTPOJIS.

2.4.Bpemsi BbINOJTHEHUS:
Ha BbInOTHEHNE TEKYIIETO KOHTPOJIS OTBOTUTCS:
npakTuueckas padora,— 90 MuH,
yctHbIH onpoc — 10-20 mMuH,
NMUCbMEHHAas (KOHTpOJIbHAs) paboTa — 45 MuH,
noKJaabl/coodmmenus — 1 yac (moaroroska), 10 MuH (YCTHBIN),
tecT — 20 MuH.
Ha muddepennmpoBannsiii 3aueT (B BuAe yCcTHOro ompoca) - 60 munHyT (mpumepHo mo 7-10
MUHYT Ha CTYICHTA).

2.5.PexoMenyemasi JJUTEpaTypa AJisi pa3padoTKU OlleHOYHBIX CPEeACTB U MOAT0TOBKH
00y4YalIIHUXCSl K aTTECTALMU.

KHuroo0ecneueHHOCTh

budauorpadguyeckoe onucaHue U3IaAHUA OcHoBHas/

KoJi-Bo. 3k3.
(aBTOp, 3ary1aBHe, BUJ, MECTO U IOl M31AHUS, JOTIOTHUTEALHAN | o 5061, JJIeKTPOHHBIE]
KOJ1. CTP.) JuTeparypa pecypchl
CIioIay
Kazakesuu T. A. OCH ObC HOpaiit

JIOKyMEHTAIITMOHHOE 00ECTICUCHHUE YIIPABICHHS
: YuyeOnuk u npaktukyMm g CIIO /
KazakeBnu T. A., Tkanmuu A. M. — 2-e u3n.,
UCIp. U A0T .— DIEeKTPOH. JaH. — MocCKBa :
WznarensctBo FOpaiit, 2021-177¢

[ysanosa H.H. OCH 9bC IOpaiit

J/lokymMeHTallMoHHOE oOecrnieueHne yrnpaBaeHus :



http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=Казакевич,%20Татьяна%20Александровна%5B1,1004,4,101%5D&LANG=rus
https://urait.ru/bcode/471615
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=Шувалова,%20Наталия%20Николаевна%5B1,1004,4,101%5D&LANG=rus
https://urait.ru/bcode/469832

Yuebnuk u npakrukym s CIIO / [llyBanosa
H. H. — DnexrpoH. nan. — Mocksa :
W3narensctBo FOpaiit, 2021 .— 265¢ —
(ITpotheccuonanpHOe 0OpazoBaHUE)
bsuit B.C. 10T OBbC Opaiit
JIOKyMEHTaIIHOHHOE 00EeCIIEYeHNE YIIPABICHUS.
FOpunnyeckas TexHuka : YuebHoe nocobue s
CIIO / bsint B. C. — 2-¢ u3x., ucnp. u 101 .—
Mockasa : FOpaiit, 2021 .— 103c.
['po3oBa O. C. 1011 OBC Opaiit
Jlenonpoun3BoacTBO : YueOHoe nmocodue /
['po3zoBa O. C. — DnexTpoH. 1aH. — Mocksa :
W3narensctBo FOpaiit, 2021-126¢ .
loponuna JI. A. ot
JloxymeHTOBeIeH e | Y YEOHHUK U TPAKTUKYM OBbC Opaiit
Jlist CI1O / mon pen. Jloponunoii JI.A. — 2-e
W31, TIep. U 0N .— DJIEeKTPOH. 1aH. — MockBsa :
MN3narenscTBo FOpaiit, 2021 .— 309c.
Abynamze /1. I. 0T OBC IOpaiit
JIOKyMEHTAIIHOHHOE 00eCIIeYeHNE YIPABICHUS
nepcoHanoM : YueOHuk u npakrukym s CI1O
Aoynanze J1. I'., Bempsokkuna U. b., Macnosa
B. M. — DnekTpoH. gaH. — Mockaa :
W3narenscTBo IOpaiit, 2021 .— 370c .—
(ITpoeccuonanbHoe 0OpazoBaHue) .
Kysneros U. H. o OBbC Opaiit
JIoOKyMEHTaIIHOHHOE 00eCTIeYeHNE YIPaBICHUS
nepcoHanoM : YuebHuk u npaktukym g CIIO
Ky3uenoB U. H. — DnekrpoH. 1an. — Mocksa
: U3narensctBo IOpaiit, 2021 .— 462¢ .—
(ITpoheccuonanbHoe 0OpazoBaHue).

[TporpamMmmHOe obecriedeHue:

1. Ilporpammuoe obecnieuenne MicrosoftWindows;

2. IIporpammuoe o6ecnieuenue MicrosoftOffice;
3. AHTUBHpPYCHOE NPOrpaMMHOE 00ecreYeHue;
4. Ilporpammuoe obecnieuenne MozillaFirefox;



http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=Бялт,%20Виктор%20Сергеевич%5B1,1004,4,101%5D&LANG=rus
https://urait.ru/bcode/474092
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=Грозова,%20Ольга%20Сергеевна%5B1,1004,4,101%5D&LANG=rus
https://urait.ru/bcode/472842
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=Доронина,%20Лариса%20Алексеевна%5B1,1004,4,101%5D&LANG=rus
https://urait.ru/bcode/469701
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=Абуладзе,%20Дареджани%20Гивиевна%5B1,1004,4,101%5D&LANG=rus
https://urait.ru/bcode/487121
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=Кузнецов,%20Игорь%20Николаевич%5B1,1004,4,101%5D&LANG=rus
https://urait.ru/bcode/470020

3. BAPUAHTbHI OHEHOYHBIX CPEJICTB

OEJIEPAJIBHOE I'OCY JAPCTBEHHOE BYOJDKETHOE OBPA3OBATEJIbHOE

YYPEXIAEHUE BBICILIET'O ObPA3OBAHNMA

«CAHKT-IETEPBYPT CKUM T'OCYJAPCTBEHHBIN DKOHOMHNYECKUI

o N

10.

11.

12.

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

20.
21.
22.
23.

24.
25.

26.
27.

YHUBEPCUTET»

Bonpocsl 1u1st 3k3amMeHa

[ToHsiTHE «J1€TOTIPOU3BOJICTBOY U «JOKYMEHTALIMOHHOE OOECIICUEHUE YITPABICHUS.
Posb 10KyMEHTaLlMOHHOTO 0OecneueH s B yIpaBICHUU OpraHu3anuei (yupexxaeHuem,
IPEIIPUITHEM).

XapakTepuCcTUKa COBPEMEHHON 3aKOHOATENbHOM 1 HOPMATUBHO-METOJUUECKON 0a3bl
JIEJIONPOU3BO/ICTBA.

OcHOBHBIE IPaBUJIa OPraHU3aLUK JOKYMEHTO000POTa.

[ToHsATHE «1OKYMEHTUPOBAHUE, JOKYMEHTOIOTOK, JOKYMEHTOO0O0POT,
JIEJIOIIPOU3BOJICTBOY.

[Tonstue nnpopmanyu. TpeOoBanus, MpeabIBIsEMbIE K YIPaBICHYECKOW HHPOPMALINH.
WNHupopmalinoHHbIE peCypCHI.

AHanu3 NOHATUSA «TOKYMEHT». Pojb 10KyMeHTa B yrpaBieHUH. XapaKTEpPUCTUKA
GyHKIMI TOKyMEHTA.

Bunel nokymenrtos. HOpunnueckas cuiia gokyMmeHTa. CriocoObl JOKYMEHTHPOBAHUS.
DNEKTPOHHBIN JOKYMEHT.

YHUUKaMA U CTaHAAPTH3AIMS: UCTOPHS, COOTHOIIEHHUE, CYTh, PE3YyIbTATHI,
coBpemeHHoe coctosinue. OKY J[.OKIIO.

YHUpHUIUpOBaHHAs CUCTEMa OPTraHU3AIMOHHO-PACIOPSIAUTEIbHON JOKYMEHTAIIH:
XapaKTepUCTHKA, HA3HAYEHUE, COCTAaB.

['OCT P 7.0.97-2016. O6mas xapakrepucTtrka. [IoHATHS «PEKBU3UT TOKYMEHTA.
Crioco0b1 pacnonoxeHus: pekBU3UToB. [locTossHHAS M TepeMeHHast YacTH pEeKBU3HTA.
[TonsiTue Ganka nokyMmeHTa. Busl 6;1aHKOB JOKyMeHTOB. TpeboBanus,
npeabaBisieMble K OJTaHKaM JOKYMEHTOB. PeKBU3UTHI OJlaHKA JTOKYMEHTA.
XapakTepucTUKa PEKBU3UTOB, ONPEAEISIONINX IOPUINUECKYIO CHUITY TOKYMEHTA.
PexBu3uTHI, oTpakaromue oOpaboTKy U IBUKEHHE JOKYMEHTA.

PexBusuthl copepxarenbHoi yacTu JokyMeHTa. CriocoObl IpeCTaBICHUs TEKCTA.
SI3BIK U CTHITB CITYyKEOHBIX TOKyMEHTOB

Hasnauenue, coctaB u oopMiIeHHE OpraHU3allMOHHO-TIPABOBBIX JOKYMEHTOB.
[ToHATHETPYOBOTO IOTOBOPA, €T0 COCTABIECHUE U 0(OpMIICHHE

WHcTpyKIus o BUY J€ATEIbHOCTH U TOJKHOCTHAS MHCTPYKIUS, IITaTHOE
pacnucaHue.

Hasnauenue, coctaB u oopMiIeHHE pacOPSIAUTEIbHBIX TOKYMEHTOB.

[Tpouenypa MoAroTOBKM paclopsAAUTENbHBIX JOKYMEHTOB.

[Tprkasbl MO OCHOBHOM JIEATENIBHOCTH U JUYHOMY COCTABY.
CripaBo4HO-MH(OPMAIIMOHHBIE TOKYMEHTHI: Ha3HAYCHHE, BUJIbI, IOPSI0K pa3paboTKH U
odopMIICHHUS .

[TpaBuna cocraBieHus 1 opopMIIEHHS CIyKeOHOIO MUChMA.

[Topsimok cocraBnenus u 0hOpMIICHHSI CITY>KEOHOM, TOKJIaTHON M O0BSICHUTEIHHOMN
3aMMCKHU.

[TpoToxoi Kak cripaBOYHO-UH(DOPMALIMOHHBIN U paCIOPSAIUTENbHBIN JOKYMEHT
[Topsimok cocTaBieHUst U OPOPMIICHHS aKTa.
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Ha3znauenue, coctaB 1 0OpMIICHHE JTUYHBIX JJOKYMEHTOB.

[Topsimok coctaBnenust u opopmieHus (JIMYHON KapTOUKH U JTUYHOTO JIeja)

Cayx0a JIOVY, ee TUIIOBBIE OpraHU3al[MIOHHBIE CTPYKTYpPBI, IIPaBa U OTBETCTBEHHOCTb.
3anaun u pyaxun cryxosr 10OY.

JIOJPKHOCTHOM M YUCIIEHHBIN COCTaB CIIy>KO TOKYMEHTAllMOHHOTO 00ecreueHus
ynpasieHus. OyHKINH, IpaBa U OTBETCTBEHHOCTh COTPYAHUKOB ciyxk0 JIOY.
HopmatuBHo-meTonnueckas 6a3a ciryxos1 JIOY.

HopmatuBHbIE 1 HOPMAaTUBHO-METOANYECKHUE JOKYMEHTBI, PEIJIAMEHTUPYIOLME
HOPSI0K COCTABJICHUS] HHCTPYKIMU 10 JOKYMEHTALMOHHOMY 00€CIICUEeHHIO YIIPaBICHUS
OpraHH3aIiu.

AHaiu3 u opraHuszanus JOKyMeHTo000poTa.

O6bem 10KyMeHTO00OopoTA.

Cucrema yrpaBiieHUs] JOKYMEHTaMHU. XapaKTepUCTUKA U 3TAIlbl BHEIPEHHUS.

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

YTBepKIaeHUE JOKYMEHTOB.

VYuer u peructpanus J0KyMeHToB. M H(pOpMallMOHHO-TIOUCKOBBIE CUCTEMBI.
KoHTponb ncnosiHeHus: JOKyMEHTOB.

Cucrema aBTOMaTH3alMU AETIONPOU3BOACTBAN CUCTEMA HJIEKTPOHHOIO
JTIOKYMEHTOO000pOTA .

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

VYrpaBieHue KOpIopaTuBHBIMU MH()OPMAIIMOHHBIMU PECYPCaMHU.
Kondunennmmansaocts nHpopmanuu. [IpaBuia paboTsl U 32U TH KOH(PHICHIIMATHHBIX
JIOKYMEHTOB.

Opranuzanys XpaHeHus JOKYMEHTOB: [TOHSATHE, CIIOCOObI, HOPMAaTUBHOE
peryarpoBaHue.

[TonsiTue «neno». @opMupoBaHUE JIe)I: HOpMATHBHAS 0a3a, MPUHIMIIEI TPYIITUPOBKA
JIOKYMEHTOB, CPOKU XpaHEHUs JIe.

Homenknarypa nen: nmoHsitue, BUIbI, PyHKIINH.

[ToaroToBka JOKYMEHTOB K Iepeaue B apXUB opranuzanuu. Opranusanus
MCIIOJIb30BaHUsl ApXUBHBIX JOKYMEHTOB.

KoMmnproTepHbI€ TEXHOJIOTUHN B AEIONPOU3BOICTBE.

4. KOMIJIEKT OLICHOYHBIX CPEJICTB JJIfl IPOBeIeHUs TeKyIero, pyoexHoro
KOHTPOJISl U KPUTEPUH, U HOPMbI UX OLIEHKH

4.1 Buabl OlEHOYHBIX CPEACTB:

o Jloknao, cooowenue;

o [lpezenmauus;

o [Ipakmuueckasa padboma;

o Camocmoamenvnan paooma;
e Konumponvnan paboma;

o Tecm



le/lMeanI/Ie: MAKEThI OUCHOYHBIX CPEACTB IPUIATAIOTCHA

MMHUCTEPCTBO OFPASOBAHUS U HAYKU POCCUMCKON ®EJIEPALIMNA
®enepalibHOE TOCYJAPCTBEHHOE OI0JKETHOE 00Pa30BaTeIbHOE

YUpEXKICHUE BBICIIETO 00pa30BaHUS

«Cankt-IleTepOyprckuii rocyiapcTBEHHbIN dKOHOMUYecKui yHuBepcuTeT» (CIIOI'DY)»

Kosemx OusHeca 1 TEXHOJIOTUU
Hoxkaan, coodmeHune

110 JTUCHUITJINHE ((I[OKYMGHTaI_[I/IOHHOG obecrieueHne YIIPABJICHUS).

TeMbl 10KJIA10B, COOOIIEHM I
1. 3HaveHue W COACpIKAHUE JUCHUILIMHBI «/[OKyMEeHTaMOHHOE 00eCIeYeHHEe yIpaBICHHUS

" CBA3b €€ C APpYrUMHU JUCHUILIMHAMMU.

2. I/ICTOpI/IH Pa3BUTHA HAYYHBIX HpCI[CTaBJ'IeHI/Iﬁ 0 JOKYMCHTAIMOHHOM obecreyeHnu

YIIPABJICHUS.

TpeGoBanust kK 0HOPMIIEHUIO JOKYMEHTOB.

Cpoxku xpaHeHUs! JOKYMEHTOB.

OcoOeHnHoCTH OPUITNAIBHOTO — JIEIOBOTO CTUJIS

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

Nk W

IToxa3zaTenn oleHKH JOKJIAA0B, COOOIIEHH

1.

Conep:xkanue.

o Cmpykmypa, cmbiC108a5 YeOCMHOCHb.
o Jloeuunocmou;

o JlokazamenbHOCMb,

o  (Obvekmusnocm;

SI3BIK.

Tounocmo,

Kpamrxocms,

Cmunucmuueckas HeUmMpaibHOCMb,
Hcnoems u npocmoma peuu;
boeamcmeo peuu,

Ipasunvnocmo,
BoicTymiienune

o Texnuka peuu,

o DMOUUOHATLHOCTD,
o  UYyscmeo epemenu;

KpuTtepnu oneHKu 10KIa10B M COOOIIEHUI

COBpeMeHHOC COCTOSIHUEC NOKYMCHTALITMOHHOI'O obecrieueHus YIIPpABJICHUA

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

/o

OL[eHI/IBaCMLIC nmapaMeTphbI

Ourenka B 0ayuiax




KauecTBO 1OKIaaa:

- MPOU3BOJIUT BBIJAIONIEECS BIIEUATICHUE, COPOBOXKIACTCS

WUTIOCTPATUBHBIM MaTEPUAIIOM; 3
- YETKO BBICTPOEH; 2
- paccKasbIBaeTCs, HO He OOBSACHSET CYyTh pabOTHI; 1
- 3a4NUTHIBACTCH. 0
Hcnonb3oBanue 1eMOHCTPANMOHHOIO MaTepHaJia:

- aBTOP MPEAICTAaBUI IEMOHCTPALIMOHHBIN MaTepuall U IPEKPAcCHO B 2
HEM OPUEHTHPOBAJICS;

- HCTOJIB30BAJICS B JOKJIAE, XOPOIIO 0(OpPMIIECH, HO €CTh 1
HETOYHOCTH;

- IPEJCTaBICHHBIN IEMOHCTPAMOHHBIM MaTepra He UCIOJIb30BaJICA 0
JOKJIaIMMKOM MM ObUT 0hOPMIIEH IJI0XO0, HEIPaMOTHO.

KavecTBO 0TBETOB Ha BOIIPOCHI:

- OTBEYAET Ha BOIPOCHI; 3
- HE MOXXET OTBETHUTb Ha OOJIBIIMHCTBO BOIIPOCOB; 2
- HE MOJKET YETKO OTBETUThH HA BOIPOCHI. 1
Bnanenune Hay4YHBIMHU, TEXHHYECKUMHU TEPMHHAMU:

- I0Ka3aHO BJIAa/ICHUE HAYYHBIMHU, TEXHUYECKMMH TEPMUHAMY; 3
- HCII0JIb30BaHbl OOIICHAYYHbIE U TEXHUUECKUE TEPMUHBI; 2
- [I0Ka3aHo cy1aboe BJIaJICHNE HAYyYHBIMU, TEXHUYECKUMH TEPMUHAMH. 1
YeTKkoCTh BHIBO/IOB:

- IIOJIHOCTBIO XapaKTEePU3YIOT paboTy; 3
- HCUCTKHE; 2
- IMEIOTCS, HO HE JOKAa3aHBbl. 1

Hroro:14 6ax10B

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

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

OneHka «y10BJIETBOPUTEIBLHO» BHICTABISAECTCS CTYACHTY,
ecnu oH Habpan ot 7 1o 10 6ansos.

OneHka «Hey10BJIeTBOPUTEIbHO» BHICTABISETCS CTYACHTY,
eclii OH HaOpas MeHee 7 OaljIoB.

IIpenonaBarens O.1O. AkynuyeBa
(Tommch)
« 2018r.




MMHUCTEPCTBO OFPASOBAHUS U HAYKU POCCUMCKOM ®EJIEPALIMNA
®denepalibHOE TOCYIapCTBEHHOE OI0/KETHOE 00pa30BaTeIbHOE
YUpEXKIEHUE BBICIIETO 00pa30BaHUS
«Cankt-IlerepOyprckuii rocyiapcTBEHHbIN dKOHOMUYeckui yHuBepcuTeT» (CIIOI'DY)»
ITonuTexHUYECKUI TEXHUKYM

IIpe3enTauus

1O JUCLMIIIIMHE «Z[OKYMGHTaI_[I/IOHHOC obOecrieueHue YIIPaBJICHUA»

TeMbl:

1. 3HaueHue W coAep)KaHUE AUCIUIUIMHBI «/[oKymMeHTanmoHHOE oOOecreueHue

YIPABJICHUS U CBSI3b €€ C APYTUMHU JTUCLUIIIIMHAMH.
2. Hcropus pa3BUTHS HAayYHBIX IMPEJCTABICHUN O JTOKYMEHTAIIMOHHOM OOeCIeueHUHU
yIpaBJICHHUS.
CoBpeMeHHOE COCTOSIHHE JOKYMEHTAIMOHHOTO 00eCIieueHu s yIpaBICHU
Knaccudukanusy Buasl JOKYMEHTOB
Cucrema Oprauu3allMOHHO-PACIIOPSANTENIBHON JOKYMEHTAIIUU

PaCl'IOpSII[I/ITCJ'IBHBIC JAOKYMCHTHI: IIPHUKA3bl, ITIOCTAHOBJICHUSA, PCHICHUA, YKA3aHUSA

No ok w

Cocragyienre nHGOPMAITMOHHO-CIIPABOYHBIX
Marepuanon

©o

Perucrpanus, yuer u MHACKCHPOBAHUE JOKYMEHTOB

9. TpebGoBanus K 0OPMIICHHUIO TOKYMEHTOB.

10. Cpoku xpaHeHHS TOKYMEHTOB.

11. CnyxeOHble THCHMa.

12. Knaccudukanuss KOppEeCHOHJICHIMY; WHUIMATUBHAs W OTBETHas, JeloBas U
KOMMeEpYeCKasi. S3bIK U CTHIIb AEJIOBON KOPPECHOHACHIINH.

13. IomKHOCTHOM M YUCIICHHBIN COCTaB CIIYXO.

14. TlonsaTHE TPYIOBOTO IOTOBOpa, €ro 3HaueHHe. CTOPOHBI TPYAOBOTO OTOBODA.
Copneprkanue Tpy1OBOTo JOroBopa. Buibl Tpy10BBIX 10rOBOPOB.

KpnTepm[ OLCHKHU NMPE3CHTAUU J€ATCJILHOCTH CTYICHTOB (npe3eHTaunﬂ)

Texnonornueckuii yposens (30 6a7110B) MakcumanbHoe KomnuuectBo 6ansos
KOJINYECTBO 0aJlJIOB

Hcnonp30BaHne CTaHAAPTHOTO AU3aiiHa 5

Mpe3eHTaluH

Hcnonb30BaHne pUCYHKOB, TUarpaMM, CXeM,

pa3IMYHbIX HIPU(TOB, YHUKATIBHBIX (POHOBBIX 15

PUCYHKOB

Hcnonb30BaHne AOMOIHUTENBHBIX 3((HEKTOB 10

PowerPoint (cMeHa cnaiioB, 3ByK, aHUMAaIIWs)

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

[TonHoTa npeacraBneHHON HH(GOPMaLIUU 25

JlocTynnHOCTh MH(pOpPMAIUH /17151 BBIOpaHHOMN 15




KaTerOpHH M0JIb30BaTeIen

JlornyHOCTH MpeICTaBICHUS HHPOPMAITHH 10

JproHomuyeckuii yposenb (20 6a/10B)

CooTBeTCTBHE OBETOBOI'O O(bOpMJ'IeHI/IH

SPrOHOMHUYECKHM TPEOOBAHUSIM S
OnTUManbHOCTh UCTIONB30BAaHUS IPahUIECKUX U 10
AHMMAIMOHHBIX AJIEMEHTOB

DCTEeTUYHOCTH OPOPMIICHHS S)
OBLIUE BAJLJIBI (100) 100

Kpurepuu onenkmu:
HPGSGHTaHI/IH OLCHUBACTCA I10 IATHOAIIILHOM CHCTEME

OneHkKa «O0TJIMYHO)» BBICTABIIACTCS CTYIEHTY (TBOPUYECKOW TPYIIE CTYICHTOB),
ecJy moiryueHo Ooinee 95 6amios.

O1eHkKa «X0poIIo» BBICTABIISCTCS CTYICHTY (TBOPUYECKON TPYIIIE CTYICHTOB),
€CJIM TIoJTydeHo Ooiree 75 6aioB.

OneHka «y/10BJ1eTBOPUTEIbHO» BBICTABIISIETCS CTYICHTY (TBOPYECKON TPYIIIE CTYICHTOB),
ecyu nosrydeHo 6oinee 50 6amios.

OuneHka «Hey10BJIeTBOPUTEIbHO)» BBICTABIIACTCS CTYJACHTY (TBOPUECKON TPYIINE CTYEHTOB),
eciu MeHee 50 0aIoB.

IIpenonaBarens 0O.10. Akynnuesa
(mouck)
« _» 2018r.




MHHUCTEPCTBO OBPA3OBAHUS 1 HAYKU POCCUMCKOU ®EJIEPALTN

®denepalibHOE TOCYIapCTBEHHOE OI0/KETHOE 00pa30BaTeIbHOE

YUpEXKIEHUE BBICIIETO 00pa30BaHUS

«Cankt-IlerepOyprckuii rocyiapcTBEHHbIN dKOHOMUYeckui yHuBepcuTeT» (CIIOI'DY)»

Koiuiek OusHeca U TEXHOJIOTMHN

IpakTnyeckasi padoTbl

1O JUCLMITIIIMHE «I[OKYMGHTaHI/IOHHOC obOecrieueHue YIIPABJICHUSA )

E A

CocraBiieHHe TPUKA30B TI0 00IIEH NeaTeThHOCTH

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

CocraBieHue BHYTPEHHEW U BHEUIHEH TOKJIaHOU 3anucku. CocTaBieHue

O00BACHUTENLHON 3aITMCKHU.

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

YHUYTOXCHHUU

6. CocraBneHne nUCeM-TpUTIIAlIeHUe, TUCEM-Pa3pEIICHUs, TMCEM - TIOATBEPKICHHS,

nuceM — HH(POPMAIIMOHHBIX.

7. CocrasieHue I/IH(I)OpMaI_[I/IOHHLIX, PEKIIAMHBIX, FapaHTHﬁHBIX IMKUCEM U ITNCEM

HarlOMHHaHUs.

8. CocrasieHue IIPUKA30B I10 INYHOMY COCTaBY. CocraBiieHne 3asgBJICHAN. 3aITUCH B
pr,[[OBOfI KHHKKC.

9. CocraBieHHEe THIIOBBIX IOTOBOPOB.

Kpurtepun oieHKH 1 HOPMBI OLIEHKH NPAKTHYECKO0il padoThl

[TpakTrueckast paboTa OLeHUBaeTCs MO NATHOAJUIBHON CHCTEME.

Tansl NMpPOBEACHUA MPAKTHYCCKOI0 3AaHATUSA

Onenka

Kpurtepun oueHku (cogep:xarejbHasi XapaKTepuCTHKA)

«2»

PaboTa BhINnoHEHA IPaBUIIBHO HE TOJTHOCTHIO, MeHee 50%. CTyneHT He
BJIaJIeeT TEOPETHUECKIM MaTEepPHajIoM, JOMYyCKasi OUIMOKH 10 CYITHOCTH
paccMmaTtpuBaeMbIX (00CYKIaeMbIX) BOIIPOCOB, UCITBITHIBACT 3aTPyIHEHUS B
(bopMyIHpoBKe COOCTBEHHBIX 0OOCHOBAHHBIX M apTYMEHTUPOBAHHBIX CYKICHUH,
J0IyCKacT OIHI/I6KI/I IIpU OTBCTC HA OJOIIOJIHUTCIIbHBLIC BOITPOCHI.

«3»

PaboTa BeIoHEHA IPaBUIILHO HE TOJTHOCTHIO. CTYIEHT BiajeeT
TEOPETUYECKUM MATEPUATIOM HA MUHUMAJIBHO JOIYCTUMOM YPOBHE, OTCYTCTBYIOT
OmMOKH NIPU ONIMCAHUH TEOPUH, UCTIBITHIBACT 3aTPyTHEHUS B POPMYITHUPOBKE
COOCTBEHHBIX 000CHOBAaHHBIX U aPTyMEHTHPOBAHHBIX CY)KJICHHH, IOMTyCcKast
HE3HAYUTEJIbHbIC OUTMOKN Ha JOTIOJIHUTEIbHbBIE BOIPOCHL.

«“4»

Pabota BeimonHeHa NoMHOCTHI0. CTYIEHT BiIaeeT TEOPETHUECKIM
MaTepHajIoM, OTCYTCTBYIOT OIIMOKH ITPU OITUCAHUU TEOPHH, POPMYIUPYET
COOCTBEHHBIE, CAMOCTOSITETIbHBIE, 000CHOBAaHHbIE, ApTYMEHTUPOBAHHBIE CYKICHHS,
JIOITyCKasl He3HAYUTENbHBIC OIIMOKU Ha IOTIOJHUTEIbHbBIE BOIPOCHI.

«5»

Pa6ora BeimonHeHa MOMHOCTHIO0. CTY/IEHT BIIaJEeT TEOPETHUECKUM
MaTepHajIoM, OTCYTCTBYIOT OIIMOKH ITPU OITUCAHUU TEOPHH, POPMYIUPYET
COOCTBEHHBIE, CAMOCTOSITETIbHBIE, 000CHOBAaHHbIE, ApTYMEHTUPOBAHHBIE CY)KICHHS,
NPEACTABISIET MOJIHBIE M Pa3BEPHYTHIE OTBETHI HA JONMOJIHHUTEIILHBIE BOIPOCHI.




Tect Nel
Knaccugukarusy BUIbI JOKYMEHTOB.

1. Yto Takoe AeI0npon3BOICTBO:

a) cdepa AeATeIbHOCTH TI0 00ECIICYCHHUIO OPTaHn3allui O(UCHBIME JOKYMEHTaMHU

0) oTpacib AeSTETLHOCTH, KOTOpas 00ecreuynBaeT JOKYMEHTUPOBAHUE U OPTaHU3aAIHI0 paboThI
¢ O(UCHBIMH TOKYMEHTaMH +

B) OTpacib ACSITEILHOCTH, KOTOpas HE 00ECIIeYNBAET TOKYMCHTHPOBAHKE U OPTaHH3AIHIO
paboThI ¢ OPUCHBIMH TOKYMEHTAMHU

2. Bce oduimanbHbIe TOKYMEHTBI HMEIOT TakKue (DYHKITUU:
a) o0IIUe U CrieIHaIbHbIC +

0) oO1IKe U OCHOBHBIE

B) JICJIOBBIE M 00IIIHe

3. CocraB IOKyMEHTOB B Opr'aHU3aI[UH 3aBHCHUT OT:

a) o0beMa U XapakTepa B3auMOCBS3€H B OpraHu3aiiu

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

4. Yro Takoe yHU(UKAUSA TOKYMEHTOB:

a) YCTAHOBJICHHE €IMHOI0 KOMIUIEKCA BUI0B M Pa3HOBUHOCTEH JOKYMEHTOB JUIsl aHAJIOTUYHBIX
YIIPaBJIEHYECKUX CUTYyaIlUi, pa3padoTKa enuHBIX (HOPM U MPaBHII KX COCTABICHHS, OpopMIIeHHEe
U co3fjaHue TpadapeTHbIX TEKCTOB +

0) ycTaHOBJIEHHME HE €IMHOI0 KOMIUIEKCA BUJIOB ¥ Pa3HOBUIHOCTEN JOKYMEHTOB IS
AQHAJIOTUYHBIX YIPABICHYECKUX CUTYallUi, pa3paboTka eAMHBIX (OPM U IPABUII UX
COCTaBJIEHUS, OPOPMIICHHE U CO3aHNe TpadapeTHBIX TEKCTOB

B) YCTaHOBJIEHUE €JMHOT0 KOMIUIEKCA BUJOB ¥ Pa3HOBUIHOCTEH OTUETOB JJIs1 aHATOTUYHBIX
YIIPaBJIEHYECKUX CUTYyalli, pa3padoTKa eUHBIX (JOpM U MpaBMII MX COCTABICHU, OQOpPMIICHHE
U co3JjaHue TpadapeTHbIX TEKCTOB

5. Uto Takoe Trof0Boi 00bEM JOKYMEHTO000pOTa:

a) UCXOJIHAs BEIMUMHA JIJIs pacyeTa YMCIEHHOCTH HACeJIeHNUs, ONIPEIETICHUS CTEIIEHN
3arpy>KEHHOCTU CTPYKTYPHBIX MOAPA3ACICHUNA U OTACIbHBIX JIOACH

0) cpeaCTBO OIpeAeNICHHs TOTPEOHOCTEHN B OPraHN3allMOHHON M BRIUMCITUTEIILHOM TEXHUKE,
BbIOOpa Hanboee 3PPEeKTUBHOIN CUCTEMBI PETUCTPALIMH JOKYMEHTOB U CIIPAaBOYHOTO amrmapara
B) UCXOJIHAs BEJIMYMHA IS pacyeTa YACICHHOCTH COTPYIHUKOB ciy k061 IOV, onpenenenus
CTETIEHU 3arpy>KEHHOCTHU CTPYKTYPHBIX M0/Ipa3AeIeHUN U OT/IEIbHBIX PAOOTHUKOB, CPEACTBO
ornpezeneHust HOTpeOHOCTEN B OpraHN3allMOHHON U BBIYMCIUTENBHON TEXHUKE, BEIOOpa
HanOosee 3¢ (HheKTUBHON CHCTEMBbI PETMCTPALIMHU IOKYMEHTOB U CIIPAaBOYHOTI'O arnmapara +

6. Uto Takoe JOKyMEHTOOOOpOT:

a) IBWKEHHUE IOKYMEHTOB B OPraHU3aI[Mi ¢ MOMEHTA UX MOJTYYCHUS 10 3aBEPIICHUS
HCIIOJIHCHUA WM OTIHPABKHW B KOMHUTET I10 JA€JIaM HECOBCPIHICHHOJICTHUX

0) IBUKEHHE JOKYMEHTOB B OPTaHU3allMK C MOMEHTA X CO3JaHUS U TTOTYICHHUS 10
3aBCPIICHUA UCITOJTHCHUA UM OTIIPaBKU +

B) JIOKYMEHT, HE TpeOyoImuii 0co00ro BHUMAaHUs

7. BeiOepuTe OCHOBHBIE 3TaIlbl HOJATOTOBKU U 0()OPMIIEHUS] BHYTPEHHHUX JIOKYMEHTOB B oduce:
a) COCTaBJICHHUE MTPOEKTA M COTJIACOBAHNE
0) npoBepKa NpaBUIBHOCTU OPOPMIICHUS



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

Tect No2
[TpaBuna opopMieHNsT OCHOBHBIX PEKBU3UTOB.

JlokyMeHT — 3T0:
1. 3adukcupoBaHHast HA MaTEPUATBHOM HOCHUTENE HHPOPMALIUS C PEKBU3UTAMH,
MO3BOJISIOIIMMU €€ UAEHTHU(PHULIUPOBATh.
2. Hocurens nHpOpMALIUK, UCTIOIB3YyEMOM B IIEISAX PETYIMPOBAHUS COLUAIBHBIX
OTHOLLUEHUH.
3. Uudopmarnus, 3apukcupoBanHas J00BIM CIIOCOOOM Ha JTF000M HOCHUTEIE.
2. TlopnMHHUK JOKyMEHTa — 3TO:
1. IlepBblit MM €AMHCTBEHHBIN 3K3EMILUIAP JOKYMEHTA.
2. DK3eMIUIsp JOKYMEHTA, C KOTOPOI'O CHATA KOMUS.
3. FOpuamnueckas cuia JOKyMEHTa — 3TO:
1. OcobenHOCTH BHELIHETO OPOPMIICHHSI JOKYMEHTA.
2. CBHIETENHCTBO HATIMYMS B TIOKYMEHTE MOJIOKEHHI HOPMATUBHOTO XapaKkTepa.
3. CriocoOHOCTh JOKYMEHTA MOPOXKIaTh ONpPE/IEICHHbIE IPABOBBIE MTOCIIEACTBHUS.
4. VImeeT U IOpUAMYECKYIO CHITY TOKYMEHT, OJTYYECHHBINA 10 (PaKCUMHIIBHOW CBSI3U?
1. Ja.
2. Jla, mo corJyaieH1o CTOpOH MHPOPMALIMOHHOTO 0OMEHa.
3. Her.
5. Kaxoli U3 mepeunciieHHbIX PEKBU3UTOB HE OTHOCUTCS K PEKBU3UTAM yIOCTOBEPEHHS?
1. I'pud yrBepxkaeHus.
2. [leyars.
3. OTMeTKa 0 3aBEpEHUU KOIUH.
4. Busa coryiacoBaHusl.
5. Ilogmnuce.
6. B kaxoli mocie0BaTeNbHOCTH JOJDKHBI OBITH PACIIONOKEHBI HANMEHOBAHUS B OJaHKe
nuchMa (uirana opraHuzanum?
1. OTKpBITOE aKIIMOHEPHOE OOLIECTBO.
2. (OAO «CubHedTH»).
3. ®unuan B ropoje XaHTel-MaHcHiicKe.
4. «Hedrsanas komnanus “CubHedTs”».

Tect Ne3
Cocrapnenue nHPOPMAITMOHHO-CIPABOYHBIX
Marepuanos

1. 22. JIokymMeHTOOOOpOT — 3TO:

1. Tlepenaua moKyMeHTa U3 OJTHOM MHCTAHIIMHU B IPYTYIO B IIpoliecce
€ro pacCMOTPEHHS.
2. JIBmxeHHWE TOKYMEHTOB B OPTaHHU3AIMK C MOMEHTA UX CO3JIaHHS
WJIY TIOJYYEHUS 10 3aBEPIICHUS UCTIOJHEHUS U OTIIPABKHU.
JIBm>KeHre KOMILIEKCa IOKYMEHTOB B MPOIIECCE BHIPAOOTKH, MPUHATHS U UCTIOJTHCHHS
peLICHU.
23. SIBnsieTcs v 3a7a4a COBEPIICHCTBOBAHUS (DOPM M METOJIOB paOOTHI ¢ JOKYMEHTaMHU
3anadeit cinyxos JIOY?
1. Ja.
2. Her.



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

2. XanobGa rpaxxaaHuHa.

3. CompoBOIUTEIILHOE MUCHEMO.
PexnamMHo€ mUCbMO.
25. Jlomxen i paboTHHK cayxkO0b1 IOY, ocymecTBASIONIHNIA KOHTPOJIb 32 HCIIOTHEHUEM
JOKYMEHTOB, HAIIOMUHATh UCTIOJHUTENISIM O MTPUOJINKCHUN CPOKOB UCTIOITHEHUS
HAXOJIAIIMXCS Y HUX IOKYMCHTORB?

1. Ja.
2. Her.

oo

Tect No5
[Iprkassel 10 TMYHOMY COCTABY.

1. Ha ocHOBaHMH 4ero opOpMIISIOTCS IPUKA3bI IO JIMYHOMY COCTaBY?
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 3aBouTCS TpyIOBasi KHIKKA?
a/ Ha OCHOBHBIX PaOOTHUKOB,
0/ Ha COBMECTHUTEIIEN.

4. VX xakux pa3fesioB COCTOUT TPYIOBast KHUKKA?
a/ cBesieHNs 0 pabOTHUKE,

0/ cBeneHus o padore,

B/ CBEJICHHSI O HarpakJIeHUH,

I/ CBEJIeHUs O B3bICKAHUH.

5. Kakue ToOKyMeHTbI OTHOCATCA K JOKyMEHTaM JIMYHOTO cocTaBa?
a/ 3asBJICHUE,
0/ npukas,
B/ CIpaBKa C MeCTa KUTEJIbCTBA.
Tect Ne6
TpynoBoii 10roBop.

1. B TpyaoBoM npaBe MUCbMEHHBIM JOKYMEHT — COTJIallieHUE MEKIy paOOTHUKOM U
paboTopaTenemM, KOTOPOE YCTAaHABIUBAET UX B3aMMHBIE IIPaBa M 00SA3aHHOCTH:

a) TPY/AOBOM JTOTOBOP +

0) TpyAOBOI KOHTPAKT

B) JIOTOBOP Tpy/a

2. Ilpu Hey1OBIETBOPUTENILHOM pe3yiIbTaTe UCIBITaHUS PadOTOJATENh UMEET MIPaBO
pPacTOPrHyTh TPYAOBOW JOTOBOP B TEUEHHE UCTIBITATEILHOTO CPOKA, MPeAYyNpearB paOOTHHKA:
a) He MO3/]Hee YeM 3a TPH JIHS B YCTHOUM dopme

0) B mMcbMEHHOH (opMe He MO3/JHEE YeM 3a TPH JHS ¢ yKa3aHHeM IMPUYHMH OTPHULIATEIbHON



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

3. Ilpu mpekpaiieHuu TpyJI0BOTO I0OTOBOpa paboToaaTelNb 0053aH BBIAATH PAOOTHUKY TPYIOBYIO
KHIDKKY B!

a) TeYeHHe S5-U JHEH nocie yBOJIbHEHUs

0) TeueHne HEeJCNH MOCIe YBOJIbHEHUS

B) JICHb YBOJIbHEHHUS +

4. TpynoBoi konekc Poccuiickoii @enepaiuy mpeocTaBiseT MpaBo padOTHUKY PACTOPTHYTh
TPYZAOBOM AOrOBOP B TEYEHHUE UCIIBITATEILHOTO CPOKA:

a) eciy paboTa He SABJISAETCS IS HETO MOAXOAAICH, TpeAypeaAnB padboTonaTelsi HUCbMEHHO 32
TpU OHA +

6) TpynoBoii koaekc Poccuiickoit deneparn He MPeIOCTaBIsAeT paOOTHUKY TaKOE MPABO

B) B T€YEHHUE UCIIBITATEILHOTO CPOKA HAa pabOTHUKA HE pacnpocTpaHsercs TpyaoBoil Kogekc

5. B xakoM pa3mepe BBIIUIAYMBACTCS BBIXOAHOE IIOCOOHE IPU PACTOPIKEHUH TPYAOBOTO
JIOTOBOPA B CBSI3U C BOCCTAHOBJICHHEM Ha paboTe pabOTHHKA, PAHEE BBIMOJIHABIIETO ATy paboTy:
a) B pa3Mepe CpeTHEMECIYHOr0 3apadoTKa

0) B pazmepe 3-MecAYHOTO 3apabdoTKa

B) B pa3Mepe 2 -X HEJEJIbHOTO CPEHEro 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 mpoJoiKUTENTbHOCTD JOMIOJHUTEIBHOTO OTITYCKA /7l pAOOTHUKOB C
HEHOPMHUPOBAHHBIM PAOOYUM JTHEM:

a) He MCHEe 5 KaJIeHJapHBIX JHEH

0) He MeHee 15 KaneHAapHBIX AHEH

B) HE MeHee 3 KalleHAapHBIX JHEH +

8. KakoBa nipe/iesibHO T0oIycTUMAast IPOJOKUTEILHOCT CBEPXYPOUHBIX PabOT B TCUSHHE T0J1a:
a) 120 gacoB +

6) 160 yacos

B) 180 yacoB

9. Cpok peructpaiuu TpyJ0Boro qorosopa ¢us/ Jauil.- paboTogartenem:
a) 10 nueit

0) 3 nHs

B) 7 nHeit +

10. Korza Tpy10B0Oii 1oroBOp HE 00s13aTeIeH B MUCbMEHHON (hopMme:
a) OpraHM30BaHHBIN HAOOp paOOTHUKOB

0) TpYAOBO# TOTOBOP C MOJIOJIBIM CIICIIUATHCTOM +

B) TPYZIOBOM TOTOBOP C HECOBEPILIEHHOJIETHUM PaOOTHUKOM

11. T'ne peructpupyercs TpyaoBOH AOTOBOP, KOTOPHIH 3aKiIr04aeTcs ¢ GU3NYECKUM JIULIOM-
IPEIIPUITHEM:
a) B TOCYy/IapCTBEHHOM (DOHJIE 3aHATOCTH +



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 KOJUIEKTHBA +

B) Ha pedepeHayme

13. CropoHaMu 3aKJIFOUYEHUS KOJUIEKTUBHOTO JOTOBOpA SIBIISFOTCS:

a) COOCTBEHHUK WJIU JINLIO UM YIIOJTHOMOYEHHOE U TPYJOBOM KOJIJIEKTUB +
0) nmpencenaresb NPOPCO3HOTO KOMUTETA M pAOOTHUKHU

B) KOMUTET MO TPYAOBBIM CIIOpaM M pabOTHUKH

14. MoMmeHTOM Hayasia JAEHCTBUS TPYIOBOTO JOTOBOPA CUUTACTCS:
a) uepes S5 AHeH mocie noAMuCaHus

0) uepe3 10 qHel mocie moAnmMucaHus

B) TIOCJI€ TOCYJAPCTBEHHOM pErucTparuu +

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 pabounx

0) Ha BCeX WICHOB (CYOBEKTOB) MpeanpUsTUs +

B) TOJILKO Ha aJIMUHUCTPAIIHIO

17. He siBnsieTcst rapaHTHel oOecnieueHns paB rpakJaH Ha TPY/I:
a) cBOOOTHBIN BBIOOP BHIA IEATEILHOCTH

0) paBEHCTBO TPYIOBBIX ITPaB IrpaxiaH

B) pacoBasi IPUHAJJIEKHOCTD +

18. OquH U3 BUAOB TPYIOBOTO JOTOBOPA MO CPOKAM JICUCTBUSI:
a) KpaTKOCPOYHBIN

0) cpouHBIN +

B) CpeIHECPOUHBIN

19. OnuH U3 BUIOB TPYAOBOTO TOTOBOPA MO CPOKAM JEHCTBHUS:
a) CpeIHEeCPOUHBIN

0) Ce30HHBIM

B) OeccpOUHbIN +

20. OauH 13 BUJOB TPYIOBOIO AOrOBOpaA M0 CPOKAM JACHCTBUS:
a) CEe30HHBII

0) Ha BpeMsl OIIpeIeIIeHHON paboThI +

B) JIOJITOCPOYHBIH

21. IIpu npueme Ha paboTy HEe TpeOyeTCs JOKYMEHT:
a) CBUJIETEJILCTBO O POXKACHUHU +

0) TpymoBasi KHHUKKa

B) AUILIOM



22. 1o oOmiemy mpaBwily CpOK HUCTIBITAHUS MPU MPUHATHU HA pabOTy HE MOKET MPEBHIIIATH:
a) 4 mecsna

0) 3 mecsma +

B) 1 mecsy

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

0) 5 mecsiteB

B) 1 mecs +

24. TpynoBoii JOTOBOP MOXKET MPEKPATUTCS 110 UHULIMATUBE:
a) COTPYIHHUKOB MOJIULIUU

0) coOCTBEHHHUKA +

B) HAYaJIbHUKA OT/IeJIa KaJ[pOB

25. TpynoBoii 7OrOBOP MOXKET MPEKPATUTCS 110 HHUIIMATUBE:
a) mMpoKypopa

0) HauaJbHUKA OT/ENa KaJpoB

B) paboTHHKa +

26. TpynoBoii 1OroBOp MOXKET MPEKPATUTCS 110 UHUIIUATHBE:
a) HaYaJIbHHUKA OT/eNa KaJpoB

0) mpodcoroza +

B) CYIbU

27. IlepeBoxa pabOTHUKA Ha JPYroe NPeANPHUSITHE, WK IIEPEBO] HA APYTYIO TODKHOCTh
BO3MOXKHO TIPH:

a) coryiacuu pabOTHHUKA +

0) CTPOTro MO PEHICHUIO TPYJOBOTO KOJIEKTUBA

B) HEOOXOAMMOCTH paboyero mporecca

28. Jlommyckaertcst i pa3/ielieHUue OTITyCKa Ha YacTH:

a) IOMYCKaeTCs 0 KeJlaHUo paboTHUKA

0) He TomycKaeTcst

B) JIONTyCKaeTcs MO COTJIAICHUIO MEXKTy paOOTHHUKOM U paboToaaTeneM +

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

0) He pexe ueM OJIMH pa3 B MecHIl

B) HE peXe YEM pa3 B HEJEIIIO

30. JIMmo MOXKET caMOCTOSATEIHHO 3aKJII0YaTh TPYI0BOM JOTOBOP B BO3pACTE:
a) ot 18 jer

0) oT 16 et +

B) oT 14 ner



ITpunoxxenue 1

Koxuduxkarop (mpuMepHbIii NepevyeHb) OLEHOYHbIX CPEACTB JJIS1 OLleHKH 3HAHUI,
OBHSI C(hOPMHUPOBAHHOCTH KOMIIETEHUH

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, Tpymmbl | Tema  (mpobiiema),
poJieBas urpa 00y4aromuxcst ¥ TMPeroaaBaTelis Mo | KOHUEHIHs, PolId U
yIpaBJIeHUEM  MpenojaBareis  C | OKHUJaeMbIi
LEeNbI0  pelmeHus  y4eOHBIX U | pe3ysbTaT
npo¢eCCuOHAIBHO-
OPUEHTHUPOBAHHBIX  3aJa4  IMyTeM
UTPOBOTO MOJIETTUPOBAHUSL pealbHON
npoOiemMHoN cutyaruu. l[lo3Bomser
OLICHUBAaTh YMEHHME aHAIM3UPOBATH U
peniarsb TUTTUIHBIC
npodeccuoHabHbIC 3a/1a4H
2. Keiic-3agaua VYueOHslit Marepuanl nogaercs | 3aaHus TUTSt
CTYJEHTaM B BUJE IpoOiieM (KeicoB), | pelieHus: Kehc -
B KOTOPBIX o0yJaromumcst | 3a1a4u
MIpeIaraeTcsi OCMBICIUTh PEabHYIO
npo(eCCHOHATIBHYI0 CHTYALUIO IS
pelleHrs NaHHOM TpoOsieMbl. 3HAHUS
npuoodpeTarTcs B pe3ynbTare
AKTUBHOM W TBOPYECKOW pPabOTHI:
CaMOCTOSITEJIbHOTO  OCYILECTBICHUS
LenernonaraHusi, coopa HeOOXOAUMOMN
nH(pOpMaLINY, €€ aHallu3a C Pa3HbIX
TOYEK 3peHus, BBIJIBIDKEHUS
TUTIOTE3bl, BBIBOJOB, 3aKJTFOYCHUS,
CaMOKOHTPOJISI TIpolecca IMOTyYeHHs
3HaHUH U €T0 Pe3yJIbTaTOB.
3. Konnoxsuym CpenctBo KOHTPOJIS ycBoeHwust | Borpocsr mo Temam
yuyeOHOro MaTepuajna TeMbl, pa3jiena | / pasaenam
W pas3zienos JTUCIUTUIAHBI, | TACIUTUTHHBI HITH
OpraHM30BaHHOE Kak yuebHoe | mpodeccHoHaNIbHOrO
3aHSATHE B BHUAE cOOeceloBaHUS | MOAYIIS
perno/iaBaTesisi ¢ 00yJaroUMMUCS.
4. KoHnTtponbHas CpenctBo MIPOBEPKHU ymenuii | Kommekr
paboTta MPUMEHSTh TOJYYCHHbIE 3HAHUS NS | KOHTPOJIBHBIX
pelieHns 3a7a4d ONpeeleHHOro TUMa | 3a/laHui o
10 TeMe WJIH pa3feny BapHaHTaM
5. Kpyraeiit  cron, | OueHouyHsle cpencTsa, no3possiomue | Ilepeuens
JTUCKYCCHSI, BKJIFOUUTH OOYYaIOUIUXCS B MPOIECC | JUCKYCCHUOHHBIX TEM
JUCITYT, 1e0aThl | OOCYXKIEHUS  CIIOPHOTO  BOIpOCa, | JJIA MPOBEACHUS
MpoOJIeMbl U OLIEHUTh HX YMEHHUE | KPYrJioro cTona,
apryMEHTHPOBATh COOCTBEHHYIO | TMCKYCCUU,IUCITYTa,
TOUKY 3pEHUS ne0aToB
6. [Toptdonuo IleneBass mombopka pabot crynenrta, | CTpykTypa
pacKphIBAIOIIAs €70 WHIUBUAYaTIbHBIE | MOPTHOIHO




oOpa3oBaTeNbHbIE  JTOCTH)KEHUS B
OJJHOM WM HECKONBKHX Y4eOHBIX
IUCLUUIUIMH, B TPOQecCHOHATHHOM
MOJIyJIE.

IIpoexr

KoHeuHBIN IIPOMYKT, IOJIy4acMblid B
pe3yJbrare IJIAHUPOBAHUS u
BBITTOJIHEHUS] KOMIUIEKCA YUEOHBIX U
HCCIIEIOBATEIbCKUX 3alaHuM.
ITo3Bosster OLICHUTH yMEHUs
o0yyaromuxcs CaMOCTOSATEIBHO
KOHCTPYHpPOBaTh CBOM 3HaHUA B
IIPOLIECCE  PEIICHUS NPAKTHYECKUX
3a1a4 u npo0ieM, OpUSHTUPOBATHCS B
MHGOPMALIMOHHOM TPOCTPAHCTBE U
YpOBEHb c(OPMHPOBAHHOCTH
AQHAJINTUYECKUX, HCCIIEJOBATEIbCKUX
HAaBbIKOB, HaBBIKOB IIPAKTHUYECKOIO U
TBOPYECKOTO  MbIIUIEHHA. Moxker
BBIIIOJHATBCS B UHAMBHUAYAJIbHOM
NOPSAKE WIIM IPYNIOH 00y4yaromuxcsl.

Tema rpynmoBbIx
u/unu
MHIUBUAYaJIbHBIX
IIPOEKTOB

Pabouas Terpaap

JAnnakTuuecKuil KOMILIEKC,
NpeHa3HauYeHHbIN JJIs1
CaMOCTOSITENTbHOW PabOTHI
o0yuyaroIerocs ¥ mo3BOJISIOLINI
OIICHUBATh YPOBEHb YCBOCHUS UM
y4eOHOro Marepuaia

Oo6pasern paboueit
TeTpagn

PasHoypoBHEBEIE
yueOHbIe 3a/1aun
Y 33JIaHUs

Pasnnyaror 3aga4n v 3a1aHAA:

a) penpOIyKTUBHOTO YPOBHH,
MO3BOJISIOIINE OLIEHUBATh U
JMarHOCTUPOBATH 3HAHHE
(akTrueckoro marepuaia (0a3oBble
MOHATHS, aJITOPUTMBI, (PAKThI) U
YMEHHE TPaBUIBHO UCTIOIH30BATh
CriellManbHble TEPMUHBI U TIOHSATHS,
y3HaBaHUE O0OBEKTOB U3yUEHUS B
paMKax oIpeJIeIEHHOTO pasjerna
JVICIIATUTHHEI,

0) PEKOHCTPYKTUBHOTO YPOBH,
MO3BOJISTIOIINE OLIEHUBATH U
JMAarHOCTUPOBATh YMEHUS
CHHTE3MPOBATh, aHAIN3UPOBATH,
00001maTh pakTUYECKH 1
TEOPETHUYECKUI MaTepHall ¢
(hopMyIMpPOBaHNEM KOHKPETHBIX
BBIBOJIOB, YCTAHOBJICHUEM IPUYNHHO-
CJICZICTBEHHBIX CBS3€i;

B) TBOPYECKOTO YPOBHS,
MO3BOJISIOIINE OLIEHUBATh U
JTMarHOCTHPOBATH YMEHHUSI,
MHTETPUPOBATH 3HAHUS PA3TUUHBIX
oOyacteid, apryMeHTUPOBATh
COOCTBEHHYIO TOUKY 3pEHUS

Kommiext
Pa3HOYPOBHEBBIX
3a7a4 U 3aJaHni




10.

PacueTHo-
rpadudeckas
pabora

CpenctBo IIPOBEPKHU YMEHUU
MPUMEHSTh IOJIy4€HHbIE 3HAHHS 10
3apaHee OINPEACICHHON METOINKE IS
pelieHrs 3aJad  WIM 3aJaHuil 110
MOAYJIKO MW OJUCHHUIIJIMHE B LICJIOM.

Kommiektr 3amanuii
TUTSt BBITIOJTHCHHS
pacueTHo-
rpaduveckoi
paboThI

11.

Pedepar

[IponykT camoCTOATENbHONH paboThHI
CTYICHTa, TMPEACTABISIOMUNA CcOO0M
KpaTKoe H3JI0KEHHE B MHCbMEHHOM
BHUJIE  TIONYYCHHBIX  PE3YJIbTaTOB
TEOPETUUECKOIO aHayiM3a
ONpEACIEHHOW TEMBbI, T/ aBTOP
packpblBaeT  CyTb  HCCIEIyeMOM
MpoOJIeMbl, TPUBOIAUT  Pa3UIHBIC
TOUKH 3PEHHUSI, a TaKKe COOCTBEHHBIE
B3TJIsiIbl HA HEE.

Temsl peeparon

12.

Joknan,
cooO1ienue,
MIPE3CHTALIHS

[IpoaykT camMoCTOATENbHONH paboThI
CTYyJIEHTa, TMPEICTABIAIOMUN CcO00M
myOar4HOe BBICTYIUUICHHE 1o
IIpPEICTAaBICHUIO MOJIYYCHHBIX
PE3yNbTAaTOB PEUICHUS ONpeAeIeHHON
TEMBI.

TeMmel JIOKJIaJ0B,
COOOIIIEHHI,
Mpe3eHTalMI

13.

ColOecenoBanue

CpencTBo KOHTPOJIS, OpraHM30BaHHOE
Kak clerualnbHas Oecena
npenojaBaTelis ¢ 00yJaroumcs Ha
TEMBbI, CBSI3aHHBIE C U3y4aeMOU
JTUCIUTIIMHOM, U pacCYMTaHHOE Ha
BBIICHECHHE 00bEMa 3HAHUH
o0yuaroIerocs Mo onpeeICHHOMY
paszneiny, TeMe, mpobJieMe | T. 11.

Bormpocsl o temam
/ pa3nenam
JMCIUTLTHHBI

14.

TBopueckoe
3a/1aHUE

YacTUYHO periaMeHTUPOBaHHOE
3aj7laHue, UMEIoIIee HeCTaHAapPTHOE
pelIeHUE U T03BOJISAIOIIEE
ANarHoCTUupoBaTb YMCHUA,
MHTETPUPOBATH 3HAHUS PA3TUYHBIX
oOyacTeid, apryMeHTUPOBATh
COOCTBEHHYIO TOUKY 3peHusi. MoxeT
BBIIIOJIHATBHECA B MHAWBUAYaJIbHOM
NOPSAKE WM IPYNION 00y4Yaronmxcst

TeMbl rpynnoBbIxX
/NI
WHJIUBUTyaJIbHBIX
TBOPUYECKUX
3aJaHuN

15.

Tect

CpencTBo KOHTPOJIS, HAPaBICHHOE
Ha IIPOBEPKY YPOBHS OCBOEHUS
KOHTPOJIMPYEMOI'0 TEOPETHUECKOTO U
IIPaKTUYECKOr0 MaTepuasa 1o
TUIAKTUYECKUM eAMHHIIaM
JUCLUIUINHBI UITU
npodeccrnoHaIbHOTO MOTYJIS.
Cucrema cTaHIapTU3UPOBAHHBIX
3aJIaHWH, TT03BOJISIONMIAS
aBTOMATHU3HPOBATh MPOLETYPY
W3MEPEHUS YPOBHS 3HAHUM U YMEHUN
o0yJaruuxcs

donpy
3aIaHUN

TECTOBBIX

16.

Occe

CpencrBo, MO3BOJSAIONIEE OLIEHUTH
yMEHHE OOYyYalollerocsi MUCbMEHHO

Temartuka ncce




U3JIaraTh MOCTABJICHHOM
poOJIEMBI, CaMOCTOSITEIIbHO
MIPOBONTH aHAIH3 ITON MPOOIEMBI.

CyTh

17. [TpakTiueckue D70 3a/aHus, ¢ MOMOMIbIO KOTOPBIX y | Buasl: Habmonenue,
paboThI y4daumxcs dbopmupyrorcs U | U3MEPEHUE,  OIBIT,
(mpakTUYecKoe | pa3BUBAIOTCS MpPaBWIbHbBIE | KOHCTPYHPOBAHUE U
3a/1aHue) MIPaKTUYECKHUE JEHCTBUS. Ap. 3ajaHus IS

MPAKTUYECKUX
pabot

18. | JlaGoparopHble | DTO MpOBEACHHE YyYallUMUCA 1O | 3aAaHUs JULSI
paboThI 3aJJaHUI0 TIPETOJIaBaTeNsl ONBITOB C | JIAOOPATOPHBIX

HCIIO0JIb30BaHUEM npuOopoB, | paboT
NPUMEHEHHEM  HMHCTPYMEHTOB |

IPYTHUX TEXHUUYECKUX
PUCIIOCOOICHH.

19. Tpenaxep TexHuueckoe cpeacTBO, KOTOPOe KommnekT 3anannii
MOJKET OBITh UCIOIB30BAHO IS 111 pabOTHI HA
KOHTPOJISI MPUOOPETEHHBIX TpeHaxKEpe
CTYZIGHTOM IIPO(ECCHOHATBHBIX
HABBIKOB ¥ YMEHHII 110 yIIPaBICHUIO
KOHKPETHBIM MaTepPHaIbHBIM
00BEKTOM

20. OtueTsl o | CpencTtBo KOHTPOJs, To3Bossitomiasi | Buaslt  pabor m

MpPaKTHKaM oOyuarolemycs 3a/laHus Ha
MIPOJICMOHCTPUPOBATh  OOOOIICHHBIE | YUCOHYIO "
3HaHHUSA, YMEHUS U TMPAKTUYECKUU | TPOU3BOJCTBEHHYIO
OTBIT, TPHOOPETEHHBIE 32 BpeMs | MPAKTHKY
MIPOXOKICHUS yueOHOU u
MIPOU3BOICTBEHHON MpakTUK. OTYeTHI
1o MpaKTHUKaM MO3BOJISIIOT
KOHTPOJMPOBaTh B IIEJIOM YCBOEHHE
OK u I1K o6o3nagennbix B [IIICC3.

21. KonTenT-aHanmu3 | AHaiW3 U OIIEHKa B COOTBETCTBUU C [Tepeuenn

JOKYMEHTAIlU! | KpUTEPUSMH JJOKYMEHTOB (KYpPHAJIOB | JOKYMEHTOB
TEOPETUYECKOT0 U MO/IIEKALIUX
MIPOU3BO/ICTBEHHOT'O 00Y4EHus, aHaJIN3y, KpUTEPUU
XapaKTEPUCTHK, TBOPYECKHUX padoT, OLIEHKH
JTHEBHUKOB M OTYETOB IO MPAKTHUKE,

BKP u n1p.), cBUAETENLCTBYIOMUX 00

YPOBHE KOMIIETEHTHOCTH

00ydJaromerocs.

22. HaGnronenue WuctpymenT c6opa nnpopmanuu anst | Llenb, 00beKThI

yCTaHOBJIEHUS (HaKTOB HaOII0IeHUS,
oOpa3zerr mucTa ams
¢bukcupoBaHUs
pe3yabTaToB
HaOJIFOJeHUS

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







