OEJIEPAJIBHOE I'OCYJAPCTBEHHOE BIO/DKETHOE OGPA30OBATEJIBHOE
YUYPEXXJIEHUE BBICIIET'O OEPA3OBAHUA«CAHKT-IIETEPBYPI'CKHIA
I'OCYJAPCTBEHHBIN SKOHOMWYECKU YHUBEPCUTET
KOJUIE X BUSHECA U TEXHOJIOI' Wi

KoMIieKkT KOHTPOJILHO-01IIEHOYHBIX CPE/ICTB
NMOy4e0HO JUCHUIJINHE
MUK 04.02CoBpemMeHHasi OPITEXHUKA U OPTaHU3AIMSA 1eJI0NPOU3BOICTBA

o crnenqmaJbHOCTH

43.02.10 Typusm

Cankr-lleTepOypr
2022 .



COJAEP)KAHUE

1.ITacnopt xomriekta KOC 1o yue6HO# TUCIUIUIUHE

2.Crnerudukaniy 1 BApUaHTBIOICHOYHBIX CPEACTB ISl TEKYIICH aTTeCTAIlNH

3. Cnenudukanyuyd BapUaHTHIOIICHOYHBIX CPEACTB IS IMPOMEKYTOYHOTO
KOHTPOJIA



MHACIIOPT
komIuiekTa KOC no yueonoii nucunmiudae M/IK 04.01Ynpasiienue 1eATeJIbHOCTHIO
(YHKUMOHAJIBLHOTO MOApPAa3aeeHusl

OO0mme nosoxkeHust

KontponbHo-ouenounsie cpenctsa (KOC) mnpennasHaueHbl Ui KOHTPOJISL W OLEHKHU
00pa30BaTeNbHBIX JOCTHKCHHUI 00YJaIOIINXCsl, OCBOUBIIUX MPOTPAMMY yUE€OHON AUCIUTIITMHBI

MK 04.02CoBpeMeHHasi OprTexHuKa W opraHuzanus genonpous3BoiacTBaKOC BkiIoyaroT
KOHTPOJIbHBIE MaTEpHaIbl JJisi MPOBEACHUS TEKYIIEro KOHTPOJISI M MPOMEXKYTOUHOW aTTECTallud B
(bOpMEKOHTPOIBHON pabOThI — 5 ceMecTp U AUPPEPEeHIUPOBAHHOTO 3a4eTab CEMEeCTp.

KOC pa3paboraHbl B COOTBETCTBUHU C:

obpazoBarenbHoi iporpammoit CITO no cnenmansHocT 43.02.10 Typuszm

nporpamMmbl  yaeOHoU muctumuinael MJIK 04.02CoBpeMeHHass OpPITeXHUKAa M OpraHu3aius
JIEJIONPOU3BOJICTBA

Pe3yiabTaThl 0CBOEHHS IMCUMILUIMHBI, MOJIEKANIUE IPOBEPKe

Pe3yabTarsl HaumeHoBaHUe 3JIeMeHTA YMEHU /3 HAHU I
o0yueHust
(ocBOeHHBIE
yMeHusl,
YCBOCHHbIE
3HAHUA)
Ymenue
Vi CocTaBisITh 1J1aH pabOThI 1OAPA3IEIECHUS
v2 Cobupars wuHOpMaMIO O paboTe OpraHu3aldd ¢ OTHEIbHBIX €€
MOApa3/IeJICHHUI;
¥3 OdopmIsTh OTUETHO-TUIAHOBYIO JOKYMEHTAIMIO 110 paboTe moApa3iesieHus
V4 Cobuparp wuH(poOpManMio O paboTe OpraHu3aluM M OTICIBHBIX e
Mopa3IeICHUI
V5 PaccunthiBaTh OCHOBHBIE (DMHAHCOBBIE IOKa3aTead padOThl OpraHu3aluu

(monmpaszznenenus) (cebecTOMMOCTh YCIyr, 0Oa3oBble HaJOrH, (PMHAHCOBBIN
pe3yIbTaT AESTEIbHOCTH OPraHH3aliH, TOPOT PeHTa0SIbHOCTH

Y6 Cobupath HHPOpPMALIUIO O KadecTBE pabOThI Opa3IeIICHUS

yi IIpoBOIUTE Npe3eHTALNH

V8 OpranuzoBbIBaTh U MPOBOJUTH JIE€JIOBbIE COBELIaHMs, COOpaHUs, KpYTJble
CTOJIBI, pa0oyue Irpymisbl;

Y9 PaGoTtaTe B KOMaH/i€ U OCYILIECTBIATH JUAEPCKUe QYHKINU;

Y10 PaccuntbiBaTh OCHOBHBIE (DMHAHCOBBIE IOKa3aTeau pPadOTHl OpraHU3alUuU

(mogpasnenenusi) (ce0ECTOMMOCTh YCIYyr, 0Oa3oBble HaJOTH, (DPUHAHCOBBIMA
pe3yJIbTAT JEATEILHOCTH OPraHU3aIMH, TIOPOT PEHTA0ETLHOCTH);

V11 [TpoBOIUTh HMHCTPYKTaX pPaOOTHHUKOB;- KOHTPOJHPOBATH KaueCTBO PabOTHI
NIEPCOHAIIA;

V12 BHeapsaTh MHHOBALIMOHHBIE METO/BI pabOTHI;

Vi3 KonTponupoBaTh kauecTBO pabOThI IepcoHaa




3Hanue

31 3HaYeHUe TIIAHUPOBAHUS KaK (QYHKIIMU yIIPABICHHUS,

32 Metoauky cbopa uHpOpManmuu O pPabOTe OpraHU3allMd U OTACIBHBIX €€
MoApa3IeICHUI

33 OpraHuzanno 0TYETHOCTU B TYPU3ME;

34 Metonuky cOopa wHpOpMAIMU O pabOTe OpPraHM3alMH W OTICIBHBIX €€
NoJIpa3/IeICHUI

35 OcHoBHBIE (PHHAHCOBBIE MMOKA3aTENU ACATEIBHOCTH OPTaHU3AIUH U METOUKY
UX pacuera;

36 Metonsl o cOopy uHopmalmu o KauecTse paboThl MOApa3esIeHuUs

37 MeTtouKy npoBeIeHUs MPe3eHTALMI

38 Meroanku 3¢ (PEeKTUBHON OpraHU3aIMK JICTOBBIX BCTPEY M COBEIIAHUMA

39 [Tpuembl 3¢ ¢deKTUBHOTO OOMICHUS, MOTHBAIlMKM TEepCOHATa W PaboThl C
KOH(JIMKTaMU

310 OcHoBHbI€ (DMHAHCOBBIE [TOKA3ATEIHN ACITEIbHOCTU OPraHU3alul U METOIUKY
UX pacuera

311 CranmapTsl KayecTBa B TypU3ME

312 OcHOBHBIE IIOKa3aTeJIN KauyeCTBa padOThI MOAPA3IEICHUS

313 WunoBanuu B chepe ynpaBiieHUs OpraHU3AUSIMU TYPUCTCKONH UHAYCTPUN

1.3. Pacnpelleﬂenne OLlCHUBAHUSA PE3YJbTATOB oﬁyqennﬂ IO BUAAM KOHTPOJIsA

Bunnl arrecranun

Koz v HanmMeHOBaHUE 271€MEHTa YMEHUN WU 3HAHUN Texkymmii IIpomexxyTouHas
KOHTPOJIb aTTecTalus
KontponbHas

V¥V 1 CocTaBnarth 1iaH padoThl MOApa3AeIeHus [IpakTnueckas Sota Tudd
[IK 4.1. [InarupoBaTh AeATEIHHOCTD MMOAPA3ICICHUS. paborta gzqu ’
V¥ 2 Cobupats nHpopmMarmio o paboTre opraHu3aluy 1 KoHTpostbHas
OTJEJBHBIX €€ MOJIpa3/Ie/ICHN; IIpakTrueckas Gota Jlndd
I1K 4.2. Oprann3oBbIBaTh 1 KOHTPOJIUPOBATH JEATEIBHOCTh pabora 13):qu '
NOJYNHEHHBIX.

VYuacTue B
Y3 OdopMasTh OTYETHO-TNIAHOBYIO JJOKYMEHTALHIO IO KOHKYpCax, Kontponbnas
paboTe moapazaeneHus koH(pepeHnuax, | padora Hudd.
ITK 4.3. OpopMIIsITh OTHETHO-IUTAHUPYIOIITYIO JOKYMEHTAIIMIO | TEMaTHUYeCKHUX 3auet

Oecenmax

OO6cyxenue
Y4 CobupaTb HHPOPMALUIO o pabote opranuzanuu u cooOuIeHuil, KoHTpombHas
OTJIENBHBIX €€ MOApa3eIeHUI _ | Roxnazos, pabora JTudpeh.
OK.1 IToHMMATh CYITHOCTH ¥ COIMAILHYI0 3HAYUMOCTh CBOCH | pedepaTos. 3auer
Oynymiei mpodeccuu, MPOsBIATH K HEW yCTOWMUNBLIA nHTepec. | OreHka B

JKypHaje




V5 PaccunThiBaTh OCHOBHBIC (bHHaHCOBI:IC ImoKasaTcjin

HaOmronenne u

OIIEHKA Ha
paboThl oprarm3anyu (ToApas/eeHus) (Ce0eCTONMOCTb
yciyr, 6a30Bble HaJOTH, (DMHAHCOBEII pe3ynbTaT HPAKTHHACCKHX

3aHATHSIX. Kontponbuas
JIeSITEeIbHOCTH OPTaHU3alluH, IOPOT PEHTA0ETFHOCTH Hannase paGora .
OK.2 Opranu3oBbIBaTh COOCTBEHHYIO ESTEIBLHOCTD,

TIOJIOKUTENBHBIX | 3a4eT
BBIOMPATh TUTIOBBIE METO/BI M CITOCOOBI BHITTOTHEHUS
mpodeCCHOHANBHBIX 3371a4, OIICHUBATh UX 3(PPEKTUBHOCTD U ;;ZI;I;;B o
KayecTBO.

MIPaKTHKH.
V6 Cobupath nHOOPMAITHIO 0 KA9eCTBE paOOThI Ob6cyxnenne KoHTpombHas
MOJIpa3AeIeHUS pe3yJIbTaToB paGora .
OK.3 IIpuHuMaTh penieHus B CTAaHAAPTHRIX U HECTAHAAPTHBIX | PabOTHI, OIICHKA auer
CUTYAITUsIX U HECTH 332 HUX OTBETCTBEHHOCTb. B XypHaJIe
V7 IIpoBoauTh NMpe3eHTaluu
OK.4 OcymiecTBISTh TOUCK U UCTIOIH30BaHUE WH(POPMAIIHH, v KontponbHas
HEoO0XxoauMol 111 3P PEKTUBHOTO BHITIOTHEHUS %aKTquCKaH paborta dudod.
npodecCHOHANBHBIX 337a4, IPOECCUOHATBHOTO U pabota 3auer
JUYHOCTHOTO Pa3BHUTHSL.

OxcnepTHas

OIIEHKA

penieHus

CUTYallMOHHBIX
V8 Opranu3oBbIBaTh U IPOBOAUTH ACIOBBIE COBELIAHUS, 3a/1a4. KOHThONEHas
coOpaHus, KPYTIIbIE CTOIBI, pa00YHe TPYIIIEI; HaGmonenue u 6 p b
OK.5 Hcnonk3oBath HHGOPMAIIHOHHO-KOMMYHHKAIIMOHHBIC 3KCIIepTHAA gzqg;a Andbg.
TEXHOJIOTHH B TPO(ECCHOHATIBHOM eI TEeNbHOCTH OIIeHKa Ha

MIPaKTHIECKUAX

3aHSTHUSAX, B

nporecce

MIPAKTHKHU
;9 PaboraTh B KOMaHIe ¥ OCYIIECTBIISITH JTHIESPCKUE O6cyxnenune KoHTpombHas

VHKITUH; pe3yJIbTaToB

OK.6 PabotaTh B KOJIJIEKTHBE 1 KOMaH[e, 3pPeKTHBHO paboThl, olleHKa 13)a60Ta Hndd.
o0mIaThes ¢ KOJJIETaMu, PYKOBOJICTBOM, ITOTPEOUTEISIMH. B XypHaJIe aser
VY10 PaccuntsiBaTh OCHOBHBIC ()MHAHCOBBIE MTOKA3ATEIN
paboTh! opranuzanuu (rmoapaszeneHus) (ce0ecTonMocTb KOHThOMLHAs
ycIyr, 6a30Bbie HAJOTH, (PUHAHCOBBIH PE3yJIbTaT [pakTryeckas 6 p Tndd
NI TEIIbHOCTH OPTaHM3AIINH, TIOPOT PEHTA0EIEHOCTH) paborta gzqg;a HO-
OK.7 Bpats Ha ce0s1 OTBETCTBEHHOCTH 32 padoTy WICHOB
KOMaH/Ipl (ITOJJUMHEHHBIX ), pE3yIbTAT BHITIOJTHEHUS 33 JaHNH.
VY11 IIpoBouTh HHCTPYKTAX PAOOTHHKOB;- KOHTPOJIHPOBATh
KadecTBO PabOTHI IEPCOHANA; KoHTpombHas
OK.8 CaMmocTOsTENBHO ONPEAEATh 331a4u IIpaktuueckas 6
npo¢eCCHOHAILHOTO ¥ IMYHOCTHOTO PA3BHUTHS, 3aHUMATHCS pabora padora n¢s.
camMo00pa3oBaHNEM, OCO3HAHHO TUIAHUPOBATH IMTOBBILIICHUE 3auer
KBaJTM(hUKALINY.
VY12 KoHTponupoBaTh KauecTBO pabOTHI IIepcoHaa Obeyxnenue KontponbHas
OK.9 OpueHTupoBaThCs B yCIOBUAX YaCTONH CMEHBI PE3YILTATOR pabota qudd.
TEXHOJIOTHIA B MPOPECCHOHATHLHOMN TEATCILHOCTH. paboTBl, onerKa 3ager

B XypHaJIe

VYuactue B
V13 Breapates ”HHOBAIIMOHHBIE METOJIBI PaOOTHI; KOHKYpCax, KontpoibHas
OK.9 OpueHTHpoBaThCA B yCIOBUAX YaCTONH CMEHBI koH(pepeHnusax, | padora dudd.
TEXHOJIOTHH B TPO(EeCCHOHAIBHON AEATEIbHOCTH. TEMAaTUYECKUX 3ayer

Oecemax




KonTponbHas

3 1 3HayeHre MIAHUPOBAHUS KaK (PYHKIUH yIIPABICHHUS; [IpakTnueckas 5
TIK 4.1. IInannpoBaTh NeATENbHOCTD NOAPA3ICICHHUS. pabora gzq:;a M.

VYuacTue B
3 2 Meronuky cbopa nHpopManmu o paboTe OpraHu3auy U
OTJIENBHBIX €€ MOAPa3eICHUI KomKypeax, KonrpoxeHas

koH(pepeHnusx, | padota Jdudd.
I1K 4.2. Oprann3oBbIBaTh U KOHTPOJIUPOBATH JEATENBHOCTh
OHHHEHHbIX. TEMaTHYECKUX 3auer

Oecenax

Obcyxaenue Kourponsnas
3 3 Opraamu3anuo OTYETHOCTH B TYpU3ME; pe3yIbTaToOB 650 Tpa Tudd
[1K 4.3. OpopMIIsITh OTUETHO-IUIAHUPYIOIIYIO JOKYMEHTAIMIO | paboThl, OLIEHKa th{eT '

B XKypHaJe

OKcnepTHAS

OLIEHKa

pelieHus

CUTYaLlMOHHBIX
34 Metoauky cbopa nHbOpMAIH 0 paboTe OpraHu3aIi U 3a/1ad. KoHTpombHas
OTJIENBHBIX €€ MOAPa3eIeHUI Habmonenue n Sota Tudd
OK.1 IToHnMath CyIIHOCTh U COIMATBHYIO 3HAYUMOCTh CBOEH | AKCIEpTHAs 13):qu ’
Oynmymieit mpodeccuu, MPOSBIATH K HEW YCTONUMBBIA HHTEPEC. | OICHKA Ha

MIPAKTHYECKUX

3aHSATHAX, B

mporecce

MIPAKTUKU
35 OcHOBHBIC (DUHAHCOBBIC ITOKA3ATENHN JACITCILHOCTH
OpraHM3ally U METOUKY UX PacyeTa; KoHTpombHas
OK.2 Opraan3oBbIBaTh COOCTBEHHYIO AESITETHHOCTB, IIpaktuueckas Sota Tudpd
BBIOMPATH TUTIOBBIE METOJIB M CITOCOOBI BHITOTHEHUS pabora gzqg:a '
npodecCHOHANBHBIX 33/]a4, OLICHUBATh UX Y3PPEKTUBHOCTH U
Ka4eCTBO
36 Metoas! o cbopy mH(pOpMannu 0 KadecTBe padbOTHI KOHThOMLHAs
MoJipa3AeeHHs [IpaxTnueckas 60Tpa Tndd
OK.3 llpuHuMaTh peleHns B CTaHAAPTHBIX W HECTaHJAPTHBIX | paborta 13)2qu ’
CUTYyalUsAX U HECTH 32 HUX OTBETCTBEHHOCTb.

OxcnepTHas

OIIeHKa

peleHus
37 Meroauky NpoBEeACHUS MPE3EHTALMM CHTYalHOHHBIX
OK.4 OcymiecTBiSTh TOUCK U UCTIOIH30BaHUE UHPOPMAIIHH, ﬁfg;‘o cHIE 1 KontponbHas
HEoO0XouMo 1t 3P PEeKTUBHOTO BBHITIOTHEHUSI eI fHaﬂ pabota {udod.
npodecCHOHANBHBIX 33124, TPOPECCUOHATBHOTO U OLIeHKIf:l Ha 3ager
JMYHOCTHOTO Pa3BUTHUS

MIPAKTHYECKUX

3aHATHAX, B

mpoiecce

NPaKTUKU
38 MeTOILIiI'KI/I 3¢ GEKTHBHOM OpraHU3alMy IENOBBIX BcTped U | OOcyxkIeHue KoHTpostbHas
COBEIIaHUI pe3yNbTaToB pabora JTudpeh.
OK.5 Hcnonp30Bath HHPOPMATMOHHO-KOMMYHHKALIMOHHBIE paboTsl, oLieHKa Jager
TEXHOJIOTHH B IPO()EeCCHOHATIBHOM NeITENbHOCTH B XKypHaJe

OkcnepTHas
39 IIpuemsl 3¢ GeKTHBHOTO OOIICHUS, MOTUBALIMY IIEPCOHAa | OLIEHKa KOHThONbHas
1 paboThI ¢ KOHDIUKTAMHI pelieHus 6 P Tndd
OK.6 PaboTtaTh B KOJIJIEKTHBE U KOMaHe, 3pHeKTHuBHO CUTYaLIMOHHBIX nggia Hoo:
00IIaTBCSI ¢ KOJUIEraMu, PyKOBOACTBOM, IIOTPEOUTEISIMH. 3a/a4.

HaOmroneune u




9KCIepTHAS

OLICHKA Ha

MPAKTUIECKUX

3aHATHAX, B

mporecce

MIPAKTUKU
310 OcHoBHbIE (PHHAHCOBBIE MTOKA3aTEIH ACATEILHOCTH KoHTpombHas
OpraHu3alyy 1 METOAMKY HX pacueTa [IpakTuyeckas

paborta Judd.

OK.7 bpats Ha ce0st OTBETCTBEHHOCTH 32 PadOTy YWICHOB pabora auer
KOMaH/p! (IOJYNHEHHBIX ), PE3yJIbTaT BHIIIOIHEHUS 3aJaHNH.

OkcnepTHas

OLIEHKa

peleHus
311 CranmapThl KauecTBa B TypU3Me CHTYALHOHHBIX
OK.8 CamocTOATENBHO ONPEaENITh 3aaun ;?Hg * KonTponbHas
npo¢eCCHOHANTBFHOTO ¥ TMYHOCTHOTO PAa3BUTHS, 3aHUMATHCS ADIIONCITHE H pabota dudd.
camM000pa30BaHNEM, OCO3HAHHO IUIAHUPOBATH ITOBBIIICHUE JKerepTHad 3ayer
KB (hUKALINH. OTICHKA Ha

MIPAKTUIECKUX

3aHATHAX, B

nporecce

PaKTUKU
312 OcHOBHBIE TIOKA3aTENH KaueCcTBa paOOTHI TOIPa3ICICHHS
OK.8 CaMOCTOSTENBHO ONPEAEATh 3a4a4u TpaxTrucckas KountponbHas
npo¢eCCHOHAIBLHOTO ¥ TMYHOCTHOTO PA3BHUTHS, 3aHUMATHCS 6 pabota {udod.
camM000pa30BaHNEM, OCO3HAHHO TUIAHUPOBATH ITOBBIIICHUE pabota 3ayer
KBaJTN(hUKALINH.

OxcnepTHas

OIIeHKa

peleHus

CUTYaLlMOHHBIX
313 MunoBauuu B chepe yrnpaBiIeHUs] OpraHU3alUsIMH 3a/1a4.

N KonTponbHas
TYPUCTCKOM MHIYCTPUU Habmonenue n abora Tudpd
OK.9 OpueHTHpoBaThCs B YCIOBUSAX YaCTONH CMEHBI SKCHEepTHas gaqu )
TEXHOJIOTHH B TPO(ECCHOHAIBHOM JeITEILHOCTH. OILICHKA Ha

NPaKTHIECKUX
3aHATHAX, B
npolecce
NPaKTUKU

1.4.

PacnpenesieHne THMIIOB OLIEHOYHBIX CPEACTB
KOHTPOJIs

no 3JieMeHTaM 3HaHUi H yMeHI/Iﬁ TEKYyLIEro

Conep:xaHue y4eOHOTO MaTEPHAJIA 1O

Tun KOHTPOJIbHOI'O 3aIaHUS

nporpamme Y /| Yi- Y6- | ¥Y10- [31- |36- |310-
Y5 Y9 Y13 35 39 313

Paszgea 1. lokymenTanus
(PYHKIIMOHAJIBHOI0 NMOJAPa3/ie/IeHHs
Tema 1.1 [TonsiTue 0 KOPPECIIOHACHLIUU U 3 11 4 3 9 11
JIeJIONIPOU3BOICTBE.
Tema 1.2. 17 1 17 1 17 1
brnanku 1OKyMEHTOB.
Tema 1.3. PeKBU3HTHI JJOKYMEHTOB. 5 9 4 12 14 22
Tema 1.4. O0mme TpeOoBaHMS K TeKcTaMm u | 4 22 14 17 1 4
0(OPMIICHHUIO TOKYMEHTOB.




Pa3nea 2. CTpykTypa 10OKyMEHTAllUH
noJpas/eJieHus.

Tema 2.1. Opranu3anuoHHO- 11 22 9 22 12 S)
pacHopsINTENbHAS TIOKYMEHTALHUS.

Tema 2.2. JlokyMEHTHUpPOBaHUE TPYIOBBIX 15 ) 22 11 9 1
MIPABOOTHOILICHH.

Pasznen 3. OcHoBBI OpraHM3auuu
J1eJI0NPOU3BO/ICTBA.

Tema 3.1. Oprammszamus paboter ¢ |1 17 9 5) 14 22
MOCTYMAIONIMMHA u UCXOIAIIMHA
JIOKYMEHTaMH MOIpa3AeICHHUS.

Tema 3.2. Perucrpamuss wu wuHzmekcarus | 22 1 11 22 17 9
JIOKYMEHTOB.

Tema3.3. Opranuzanus KOHTpOJIS | O 17 9 14 1 15
UCIIOJTHEHUS! IOKYMEHTOB.

Tema 3.4. CripaBouHO-UH(pOpPMAITHOHHAS 11 22 5) 22 3 11
pabora.

Tema 3.5. CocTaBieHrue HOMEHKJIATYpPHI JIe]I.

Tema 3.6. DopmupoBanue u opopmiIcHUE 9 1 15 12 5 17
Jedl.

Tema 3.7. Tekymee xpanenue pgen wu |11 17 22 11 3 1
MOJMOTOBKA K Iepenade B BEIOMCTBEHHBIN
apXUB.

Pa3nesn 4 cnosb3oBanne COBpeMeHHOM
TEeXHUKHU NPH padoTe ¢ JOKYMeHTaIHe.

Tema 4.1. OcHOBHBIE CpeACTBAa OPITEXHHKH, | 22 12 1 14 3) 11
HCIIOJIb3yEeMbIE B TYPHCTHUECKHX (pUpMax.

1.5. PacnpeneieHne THIIOB OIEHOYHBIX CpPeICTB MO 3JeMEHTAM 3HAHMHA M YMeHHMH
KOHTPOJIMPYeMBbIX HA MPOMEKYTOYHOM aTTecTauun

Copep:xaHue yueOHOI0 MaTepUasa Mo THN KOHTPOJILHOTO 33/IaHUS
nporpamme Y /[ Y1-¥Y5 | Y6- Y10- | 31- 36- 310-
Y9 Y13 |35 39 313
Pazpnen 1./lokymeHnTanus 15 15 15 15 15 15
(YHKIIMOHAJIBHOIO MOAPa3/ieJIeHHs
Pa3nea 2. CTpyKkTypa 10KyMEHTAlUH 15 15 15 15 15 15
noapasieseHus.
Pa3nes 3.0cHOBBI OpraHnu3anumn 15 15 15 15 15 15
J1eJIOTPOU3BO/ICTBA.
Paznen 4.0cHOBBI opranmsanuu | 15 15 15 15 15 15
eJIONPOU3BOICTBA.

2. CIIEHU®UKALIHUA OHEHOYHBIX CPEJICTB
2.1 Ha3nauyenue

Crneuudukanueil ycraHaBIMBalOTCI TpeOOBaHUS K COACPKAHUIO W OGOPMIICHHIO BapHUaHTOB
onieHo4yHoro cpenctsa ([enosas urpa 1; Komnoksuym 3; Kpyrneiii cron 5; PaznHoypoBHeBbIe
yueOHbIe 3amanust 9;Pedepar 11; Hoxman,coobmenue 12; TBopueckue 3amanust 14; Tecr 15;
[MpakTrueckue padotsl 17; Habmonenue 22).

Texymias u IpoMeXKyTOUHAs aTTeCTalus IpeIHa3Ha4YeH JIsl MpoBeAeHUIKOHTpoIbHOM paboThl B
5 cemectpe u [uddepeHnmpoBaHHOrO 3a4era B 6OGceMecTpew OIECHKH 3HAHWW W YMEHUH
CTYIEHTOB Mo mporpamme ydebnou mucuuminael «MJIK 04.02CoBpeMeHHass OprTeXHUKA U



2.5.

2.6.

OpraHu3aIys JeJOMPOU3BOICTBAOCHOBHON MPOhecCHOHATBHOW 00pa30BaTeIbHONW MPOTPaMMBbl
(43.02.10 Typusm).

2.2. KOHTHHIeHT aTTecTyeMbIX:(CTymeHThl 3 Kypca Ha 6a3ze 9/11 kiaccoB).

2.3.®opMa u ycJIOBHS aTTecTalum: (IIOCIE KaKoro pasienaydyeOHoN TUCIUTUIIHHBI).

2.4.Bpemsi BbINOJTHEHUSI:

IMoxgroroska 10/10 mum;

cmada 10 mMuH;

BCETO - Yac.

Pexomenayemas iutepatypa sl pa3padoTKH OLEHOYHbIX CPEICTB U MOATOTOBKH
00y4aImuXxcs K aTTeCTAI[HH.

KHuroo0ecneueHHOCTD

bubaunorpaguyeckoe onucanue U3 aHUA OcHoBHas1/ Ko1-B0. 3K3
(aBTOp, 3ar71aBHE, B/, MECTO U 'O/ U3IaHUH, | JONOJIHUTEILHAA 5 61 éﬂ DaeKTPOHHBI
KOJI. CTP.) JINTEDpaTVDa : e pecypchl
patyPa | cmeray
Kysuemos 1.H. OCH. O6C Opant

JIoOKyMEeHTaIIMOHHOE 00eCTIeYeHNE YIIPABICHHUS.
JIOKyMEHTOOOOPOT U JeI0NPOU3BOICTBO :
Yueonuk u npakrukym s CI1O / Kysuenos U.
H. — 3-e u3a., nep. u 1on .— MockBa

M3 natenberBo FOpaiit, 2021 .— 462c¢ .

Ky3uenos 1.H. OBC Opaiir.
JlokymMeHTaImOHHOE 00ECTICUCHHE YITpaBICHUS
nepcoHasioM : YueOuuk u npaktukym aust CITO / jocH.
Ky3znenos 1. H— Mockaa : FOpaiir, 2019 .—

S521c.
30710TOBCKHUM, B. A. ITo1I.
[TpaBoBOE peryaupoBaHue TYPUCTCKON O6C Opant

NesITeIbHOCTH & Y YeOHUK IS

CIIO / 3onorosckuii B. A., 3omorosckas H. S1.-
Mocksa : FOpaiit, 2021-247 ¢
(ITpoeccronanpHOE 0Opa3oBaHMe)

HNurepuer-pecypcesl:

- www.turprofi.ru Ilopran nns Typarenra

- www.tourdom.ru IIpodeccronanbHbIi TYpUCTUYECKUH TTOPTAI

- www.tonkosti.ru DIeKTpOHHAas TYpUCTHUECKAs YHIIUKIIOTIE M

-  www.russiatourism.ru  Odunmanpapiii  calit  ®DenepalbHOrO areHTCTBA MO0 TYpPHU3MY
Muncnoprrypusma Poccnn

- www.zakonrf.info. [IpaBoBas cucrema «Poccuiickoe 3akoHO1aTENbCTBOY». DPopMa oCTyma:

- DnekTpoHHble cinoBapu. Popma noctyna: http://slovari.yandex.ru

Ilepeuyenb MaTepuaIOB, 000PYA0BAHNS U HH(POPMALMOHHBIX HCTOYHUKOB.
[IpoexTop,KOMITBIOTEPHI, TPUHTEPHI, CKAHEPHI, KOTTUPHI, MyJIbTUMEIUHHAS CUCTEMA.

[TnakaTsl, IeWCTBYIONINE MaKeThl, HAOOPHI TAONUII, MPE3CHTALIUHU TI0 TEMaM.

KomnberoTep nmpenogaBaresis, KOMIbIOTEPHI I CTYJIEHTOB, MDYV

HopmartuBHo - mpaBoBble akThl, [[OCThrI, paGouass TeTpaiap A BHIMOTHEHHUSMPAKTUYECKUX
paboT, cxembl, BUAEO-T0KIaAbl,IPE3EHTALINH.

3. BAPUAHTBI OHEHOYHBIX CPEJICTB

OCHOBHO# 1IE€TbIO OIIEHKH TEOPETUUECKOTO Kypca MpoheCCHOHATBHOTO MOTYJIS SIBIISIETCS
OLICHKA YMEHUM U 3HAaHUM.



https://urait.ru/bcode/470020
https://www.urait.ru/bcode/444432
https://urait.ru/bcode/472244

OreHKa TEOPETHIECKOT0 Kypca MpoheCCHOHATBHOTO MOIYJISI OCYIIIECTBIISIETCS C
MCIOJIb30BaHUEM CJIEIYIOIIMX OLIEHOUYHBIX CPEACTB: MPOBEPKU TEOPETUUECKUX 3HAHUI 110
paznenam aucuuiuind MJIK v BeImosHEeHUs: TpakTU4YecKuil 3a1anuil (cm. Meroaudeckne
PEeKOMEHIAMY 110 BHINOJHEHUIO MPAKTUYECKHX 32/ IaHUI).

3.1. Baganus 1is oueHKH TeopeTnyeckux 3HaHui ocBoeHuss M/IK 04.02 CoBpemenHnast
OPITEXHUKA M OPTraHU3aLMs 1eJI0NPOU3BOICTBA

3ananue 1:

IIpoBepsiemble pe3yJibTATHI 00y4YeHUS:

Paznen 1. JlokymeHTanusi pyHKIIMOHAIBHOTO TIOPA3ACICHUS.

1. JIOKyMEHT M €ro MECTO B CUCTEME yIPABIICHUSI.

2. OcHOBHBIE  (DaKTOPBI, OMPEACISAIOIINE CETOJHS  PAlMOHATIBHYIO  OpPraHU3aIHIo
UH()OPMAIIMOHHO-TOKYMEHTAIIHOHHOTO 00CITY)KMBAaHU YIIPABICHYECKOH AEATEILHOCTH.

3. HopmatuBHO-METOMYECKHE aKThl, PETJIaMEHTHPYIOIIUE co3laHue U odopmieHue
JOKYMEHTOB.

S. [onsatne «mupopmanms». TpeboBanus, npenbsBisieMbie K nHPopmanuu. Mapopmanms
CBOOOIHOTO ¥ OTPAaHUYEHHOTO JOCTYIIA.

6. [TonsATHE «IOKYMEHT», €ro pa3BuTHe. CBA3b HH(POPMALIUY U TOKYMEHTA.

7. @OyHKINYU TOKYMEHTA.

8. PazButue crioco6oB TOKyMEHTHPOBAHUS U X MPUMEHEHHE B HACTOSIIEE BpEMSI.

9. [Mpu3naky nOKyMEeHTa W oOmias KiacCU(pHKanus JOKYMEHTOB IO HUM (periaMeHT

MNpCaAnpuATUs, IMOJIOKCHUC O MMOAPA3ACIICHUAX, JOJKHOCTHBIC MHCTPYKIIUH, KOHTpaKTBI).
Paznen 2. Ctpykrypa JOKYMEHTAMH MOAPa3AEICHUS.

1. Komriuiekc oprann3aniioHHO-TIIPABOBBIX JOKYMEHTOB, €0 COCTaB. BUIbl yUpeAUTEIbHBIX
JOKYMEHTOB M MX 3HAYEHHE I JOKYMEHTAIMOHHOTO 00eCTieueH s, MpaBUiia COCTaBICHUS U
odopmIIeHuUs.

2. Opranu3zaioHHbIE TOKYMEHTBI, OTPAXKAIOIINE CTPYKTYPY OpraHU3allM, €€ ITATHBIN
COCTaB, OpraHU3aIHI0 paboThHI KOJIIeKTUBA. [IpaBuia ux coctaBiaeHUs! U 0POPMIIEHHUS.

3. PacnopsiaurensHble JOKYMEHTBI, U3aBAEMBbIE HA OCHOBE KOJIJIETHAJIbHOCTH IPUHATHUS
pemenuit. TpeGoBaHUs K MX COCTaBICHUIO, 0OPMIICHUIO, XPAHEHUIO.

4. PacnopsiaurensHble JOKYMEHTBI, H34aBAEMbIE HA OCHOBE €IMHOJIUYHOIO IIPUHATHS
pelieHui pyKoBOIUTEIEM OpraHu3aiuu. TpeOOBaHMS K UX COCTaBIEHUIO, 0(OPMIICHHIO,
(bopMUPOBAHHUIO, XPaHEHHUIO.

S. NHupopmaninoHHO-ClIpaBOYHbIE JOKYMEHTBI, X BUJbI U Ha3HaueHue. CiayxeOHble
nUCbMa, TPEOOBaHUS K HUM.

6. Pa3HoBHUIHOCTH OOBSCHUTENBHBIX U JOKJIAJAHBIX 3alMUCOK, TPEOOBaHMUSI, IPEIbABISIEMbIE
K HUM. CiykeOHbIe 3alHCKH.

7. TenerpamMmel U TeneoHOrpamMmbl, 00J1aCTh UX IPUMEHEHUSI, TPEOOBAHUS K COCTaBICHUIO
U 0()OPMIIEHHIO.

8. CripaBku, UX pa3HOBUAHOCTH. TpeOoBaHMs, IPEABSABISEMBIE K CIIPaBKaM.

9. JIOKyMEHTHPOBaHUE AEATEIbHOCTH KOJUIETHAIIBHBIX OpraHoB. [IpoToko, ero
Pa3HOBHIHOCTH, TIOPSJIOK COCTaBJICHUS, 00pabOTKH M ohopMIICHUSI.

10. Ak, ero Buabl 1 HazHaueHue. [lopsiiok coctaBneHus U opopMiIeHuUs.

11.  TloHsiTHE «KOMIUIEKC TOKYMEHTOBY. [lepBUYHbBIE KOMIIEKCHI TEKCTOBBIX TOKYMEHTOB.
CrokHbIE KOMITJIEKCHI TOKYMEHTOB.

12.  TloHATHS «IIEHHOCTH JOKYMEHTa, «IKCIEePTH3a IIEHHOCTH». BO3HUKHOBEHNE U pa3BUTHE

AKCTEepTU3bl. [IpUHIUIIBI U KPUTEPUHU SKCIIEPTU3bI IEHHOCTH JOKYMEHTOB.
Paznen 3. OCHOBBI OpraHu3aIiy AeTOTPON3BOICTBA.
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1.YOpunnueckoe 3Ha4eHUE JOKYMEHTA.
2.006mue TpeboBaHus K TEKCTaM U 0()OPMIICHUIO TOKYMEHTOB.
3.Pa3paboTka Mep 1o moBbImeHn 0 3()HEeKTHBHOCTH pabOThI HOAPa3ACICHHS

4. TpeboBanust K KOHCTPYHpPOBaHMIO ONaHKOB. Bunabl OnaHkoB. bianku mpeanpusTHii
pazIuYHBIX (HOPM COOCTBEHHOCTH.

S. PexkBu3nT «HauMeHOBaHKME OpPraHU3alluy — aBTOPa JOKYMEHTa», TpeOOBaHUSI K HEMY.

6. PekBu3uT «cripaBoyHbIe JaHHBIE 00 OPTaHU3AIMH — ABTOPE IOKYMEHTa», €r0 COCTaB.

7. PexBu3HT «aapecary, ero 3Ha4eHUE U COBPEMEHHBIE TPEOOBaHUS K 0(OPMIICHUIO.

8. Hatbl B tokymente. TpeboBaHus K X 0QOPMIICHHUIO; JlaTa KaK COCTaBHAs YacTh JIPYTUX
PEKBU3UTOB.

9. PekBU3UT «perucTpalioHHbIi HOMEp JOKYMEHTa», €ro 3HaUeHHUE.

10. PexBH3UT «CChUIKA HAa PETUCTPALMOHHBIM HOMEP M Jary noKyMeHTa». Kornma u rae on
npocTaBisiercs?

11.  Tlopsimox corJIacOBaHUsI JOKYMEHTOB W O(GOPMIICHHS BHYTPEHHEIO0 U BHEIIHErO
COTJIaCOBaHUSI.

12.  Tlopsimox yTBEpKIEHUS TOKYMEHTOB, BHJIbI YTBEPIKICHHS.

13.  Tlopsimok moamucaHusi JOKYMEHTOB.

14. OTTHCK meyaTH Kak pEKBU3UT JOKyMeHTa. Bujel mnewareil, W3 Ha3HAYeHHUE U
npuMmeHnenue. TpeboBaHuUs K MPOCTABICHUIO OTTUCKA TIEUaTH.

15. O6o3HayeHue BUa JOKYMEHTA.

16. OTMeTKH Ha TOKYMEHTE, UX 3HaYeHUe U 0pOpMIICHHUE.

17. Pesomronus, ee 3nauenue. TpeboBaHust, IPEABABISIEMbIEC K PE3OJTIOIIHIH.

18.  PexBu3UT «OTMETKa 00 HCIOJIHUTEINEY, €€ 3HAUCHHUE.

19.  PexBU3WTHI, MPUAAIONINE JOKYMEHTY IOPHUANYECKYIO CHITY, TPEOOBAHUS KHUM.

20. YHudukanus Tekcra JoOKyMeHTa.

21. CriocoOb1 pecTaBiIeHusl YHU(DUIMPOBAHHBIX TEKCTOB (aHKETHI, TaOIHIIbI, TpadapeTHbIe
TEKCTHI).

22. OO6mue TpedoBaHUs K TEKCTY JOKYMEHTA.

23.  Cuenapuii OATOTOBKU U JBI)KEHUS JOKYMEHTA.

24.  DrneMeHTHI TEKCTa: 3ar0JIOBOK, MIPHIIOKEHHS, TPEOOBAHMS K HUM.

25.  JIuHrBHCTHYECKHE OCOOEHHOCTH TEKCTOB CIIY)KEOHBIX JOKYMEHTOB.

26.  TlomsATHe «cucTeMa JOKYMEHTAIMNY, PA3BUTHE CUCTEM.

27.  IloHsATHe «yHU(PHUIMPOBAHHBIE CUCTEMBI JOKYMEHTALIM.

28. TabGenp u anpOoM yHHUPUIMPOBAHHBIX (OPM JOKYMEHTOB OpraHH3aluu Kak (opma

YHU(PUKAIIUU JOKYMEHTOB U COBEPIIIEHCTBOBAHUS PAaOOTHI C HUMH.

29.Pacuer (huHAHCOBBIX MOKa3aTeNeH ACSITEIHPHOCTA OpPTraHU3aIlui U €eTI0Ipa3IeICHHI.
30.JlokyMeHTaIMs IO KOMMEPUYECKOU IeATEIbHOCTH MOIpa3IeiICHUsI UITPEATPUSITHSL.
31.bankoBckas rapanTusi. JJOKyMEHTHI, yIOCTOBEPSIOIINE TIATEXKECTIOCOOHOCTD
32.bnaHKu CTPOroi OTYETHOCTH

33.00ecmneyeHre XxpaHeHus: JOKYMEHTOB

Paznen 4. cnonb3oBaHue COBPEMEHHON TEXHUKH MTPHU pabOTE C JOKyMEHTaLlUEH.

1. KakoBbl TexHnueckue yctpoiictsa [1K?

2. Ilepeuncnure OCHOBHOE anmapaTHOE obecreueHue cekperapsa-pedepenta?

3. IlepeuncirTe OCHOBHBIE COCTABIISAIONINE 3JIEMEHThI aBTOMATU3UPOBAHHOM

CHCTEMBI Nlepeaayu UH(HOpMAaIIH.

4. Kak knaccuuuupyercs KaHaibl CBSI3U B 3aBUCHMOCTH OT Ba)KHBIX HallpaBJiIeHHUH mepenaun
uHpopmManuu?

5. MaiiTe onpenenenue TeneOHHON CETH.

6. Jlns yero npenHa3HaueHa BUAEOCBA3b? KakoBbl NEPCIIEKTUBBI €€ Pa3BUTHS?

7. O0bsCHUTE IPUHLUI AeUCTBUA (DaKCUMHIIBHOTO arapara.
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8. Urto Takoe rimobanbHas nHGpopMannonHas cetb UHTepHeT?
9. 3aueM HYXHBI IPOTOKOJIBI TIepeiaun HHPopMaun?

10.
11.

12

18

Yo Takoe KOMIBIOTEPU3ALUS AEIONPOU3BOACTBA?
KakoBa TexHo10rus paboThl C TEKCTOBBIMHU TOKYMEHTAMU ?

. Kak BbInonHsercs 31eKTpoHHbIe TaOIHLbI?
13.
14.
15.
16.
17.

B uem cocTout TeXxHOMOTHS 00pabOTKH MepCOHATBHON HH(pOpMAIIUN?
3ayeM HY)KHA CUCTEMa yIpaBJieHHUs 0a3aMy TaHHBIX ?

KakoBa TeXHOJIOTHS BBIIOJIHEHUS U PEJaKTUPOBAHUS PUCYHKOB?
VYkaxkute 0COOCHHOCTH PabOTHI C U3AAaTEIIbCKUMU CHCTEMaMH.

[lepeuncnure ycTpoiicTBa BBOJIa TEKCTOBOU U rpadndyeckoil mH(popMaIum.
. HazoBuTe 0CHOBHBIE yCTpOIiCTBA BBIBO/IA TEKCTOBOM MH(pOPMALIHH.

19.
20.

KakoBsl ycTpoiicTBa BbiBoJa rpaduieckoii nupopmaumn?
[lepeuncnure MyIbTUMEAUNHHBIC CPEACTBA U BUICOTEXHOJIOTHH.
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®EJIEPAJILHOE I'OCYJIAPCTBEHHOE BIOJ/DKETHOE OBPA3OBATEJIBHOE
YUPEXJIEHUE BBICILIETO OFPABOBAHUS
«CAHKT-IETEPBYPT CKHUM T'OCYJAPCTBEHHBIN DKOHOMHNYECKUI
YHUBEPCUTET»

Tect
brok 3a71a4 ¢ BEIOOpOM OTBETa

TectoBoe 3aganue no kypcy MJIK 04.02CoBpemMeHHast OPIrTeXHUKA H OPraHU3alUs
JeJI0NPOU3BO/ICTBA

1. CoBOKYITHOCTH pa0bOT MO TOKYMEHTHPOBAHHIO JAEATEIILHOCTH YUPEKICHHS U 110 OpraHu3aluu
JIOKYMEHTOB B HEM — 3TO:

1)00BEKT ACIONPOU3BOICTBA;

2)1e70POU3BOJICTBO;

3)co3aaHue CUCTEMbI JOKYMEHTAIIHH;

4)enuHasi TOCYIapCTBEHHASI CUCTEMA JIOKYMEHTAIIUH.

2. CoOBOKYIHOCTh B3aMMOCBS3aHHBIX JOKYMEHTOB, NMPHUMEHSEMBIX B OmNpenenéHHoN cdepe
JEeSTENIbHOCTH, — 3TO :

l)cuctema TOKyMEHTAIIUN;

2)00BEKT NeI0POU3BO/ICTBA;

3)mpenMeT IeIonpou3BOJICTBA;

4)enuHasi TOCy1apCTBEHHAsI CHCTEMa JIOKYMEHTAIIHNH.

3. JlokyMeHTalOHHOE 00ecreyeHre yIpaBlIeHus — 3TO:

l)nesTenbHOCTh amnmapara yIpaBiICHHUs, OXBAaThIBAlOIIAas BOMNPOCHl JOKYMEHTUPOBAHMUS U
OopraHu3any paboThl C JOKYMEHTaMH B TMpOIECCe OCYIIECTBICHUS UM YIPaBICHUYECKUX
byHKIUI;

2)ipaBUIbHO O(OPMIIEHHBIE JOKYMEHTBI, OTPaXaloIlhe BECh CIEKTP YIpaBICHUECKON
JESATETLHOCTH TPEIPUSTHUS;

3)opranuszanus J0KyMEHTO000pOTa B YUPEKICHUN;

4)KOMIIJIEKC OCHOBHBIX IOJIOXKEHUH, ONPENENSIONNX U PErjJaMeHTHPYIOIIHUX OpraHU3aluio
JOKYMEHTUPYEMBIX IIPOLIECCOB HA MPEAIPUATHH.

4. Cornacuo 'OCT nenonpou3BoACTBO — 3TO:

1)opopmieHre TOKYMEHTOB, ONPEAEISIOIUMX BECh CIEKTP YIPABICHUECKOW eATeNIbHOCTH
TIPEITPHSITHS,

2)npaBUIBHOCTh O(OPMIIEHHUS JIOKYMEHTOB, OINpPENENSIONUX BECh CHEKTP YIpaBIeHYECKOH
NeSATeTLHOCTH TPEPUSITHUS,

3)COBOKYMHOCTh pabOT MO JOKYMEHTHPOBAHUIO JIEATEILHOCTH YUPEXKICHHUS U MO0 OpraHU3aluu
JIOKYMEHTOB B HEM;

4)Haanexanias oOpraHu3alus JOKYMEHTOOOOpOTa B  YUPEXKJAEHHH B COOTBETCTBUU C
TpeOOBaHUSIMU T'OCT.

5. Cranpaprtusanus — 310:

1)cBepka n1okyMeHTOB yupexaeHus ¢ Tpedosanus ['OCT;

2)pouecc yCTaHOBJIICHMS W MPUMEHEHHS MPaBUJl C LENbI0 YINOPSJOUYEHUS ACSATEIbHOCTH B
JIEJIONPOU3BO/ICTBE;

3)cBepka JOKYMEHTOB  VUpPEeKIEHUS C (aKTHUECKMM HaJIWM4MeM COOTBETCTBYIOILIUX
MaTepHaTbHBIX OJiar;

4)KOMILIEKC MOJIOKEHUHN, OTPEEISIOIINX OPraHU3alUI0 JOKYMEHTOB Ha MIPEANPUSITHH.

6. Cucrema 1OKyMEHTAIMH, CO3JaHHAs 110 €IMHBIM [TpaBUJIaM U TPeOOBaHUSIM, — 3TO:
1)yruduipoBaHHas cucTeMa JOKyMEHTAIHH;

2)EI'CUH;
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3)I'OCT;

4)00BEKT 1eTOIPON3BOJICTBA.

7. KoMIIIeKC OCHOBHBIX MOJIOKEHHM, ONPEIENSIOIIUX U PErIaMeHTHUPYIOIIUX OpPTraHU3alHIo
IIPOLIECCOB HA NPEIIPUITUH, — ITO:

1)EI'CI:Enunoii rocy1apCTBEHHON CUCTEMBI ISTIOMPOU3BOICTBA

2)I'OCT;

3)00BEKT ACIONPOU3BOICTBA;

4)yauunrpoBaHHast CUCTEMA JTIOKYMEHTAIIHH.

8. Cucrema 1OKyMEHTAaIMU — 3TO:

1)COBOKYITHOCTh B3aWMOCBSI3aHHBIX JOKYMEHTOB, NPUMEHSIEMbIX B OIpeaenéHHON cdepe
JeSITEIbHOCTH;

2)COBOKYITHOCTb BCEX JOKYMEHTOB, oTBevaroiux tpedosanusim ['OCT;

3)COBOKYITHOCTh BCEX JIOKYMEHTOB, co37aHHas B cootBeTcTBUU ¢ EI'CJI;

4)odhopmiieHrE TOKYMEHTOB TI0 €TUHBIM ITPABUIIAM.

9. YUto Henb3s OTHECTH K cepe AeTonponu3BoACTBa?

1)odopmienue cexperapém npukasa o npuéme Ha paboTy COTPYIHHKA;

2)odbopmieHue cekpeTapéM MO NMPOChOe HayalbHHUKA MO3JPABUTENBHON TelerpaMMbl IS €ro
MaTepH;

3)odopmiieHre cekperapéM Mo MpochOe HavalbHUKA CIYKEOHON 3amUCKU B BBILIECTOSIIYIO
MHCTaHIINIO;

4)odhopmieHue cekperapéM MPOTOKOJIA COBEIIAHUS PYKOBOAUTENICH OTAENOB.

10. OO6BEKT AeNonpOU3BOACTBA — ITO:

l)odopmieHre TOKYMEHTOB, OTPAXKAIOIIUX BECh CHEKTP YIPABJICHYECKOW 1EATEIbHOCTH
HPENIPUATHSL, @ TAKKE OPraHU3aLMI0 JOKYMEHTO0O00pOTa B yUPEKICHUY;

2)cucTemMa IOKYMEHTOB, CO3/IaHHAsl HA OCHOBE €IMHBIX CTaHIapPTOB;

3)npaBuiia, ONpenESIOLINe OPraHU3alUIi0 JOKYMEHTUPYEMBIX IPOLIECCOB HA IPEAIPUITUN;
4)COBOKYIMHOCTh IOKYMEHTOB, TPUMEHSIEMBIX B OIPEEIICHHOM cepe neaTeTbHOCTH.

11. T'ne Ha qOKYMEHTE CIIeAyeT pacmoiiaratb rocyAapcTBeHHbIN repd Poccuiickoit denepanun?
1)B BepxHeM I0IIE;

2)110 UEHTpY JHUCTA;

3)B IpaBOM BEPXHEM YTIIY;

4)B 1€BOM BEpXHEM YIIIy.

12. B xakoM ciiydae Ha IOKYMEHTE He BOCIPOM3BOAUTCS SMOJIeMa OpraHu3aiim?

l)ecnu Ha TOKyMEHTe yxe nmoMmeiiéH repo Poccutickoit denepanm;

2)ecnu Ha JJOKyMeHTe yxe nmomeniéH repod cyonekta Poccuiickoit denepannu;

3)ecnu Ha JOKyMeHTe Yyxe momeméH repd Poccuiickoit ®enepanun wim repd cyObekTa
Poccuitckoit denepanuu;

4)ecnu opraHu3aiys He CYMTACT HYKHBIM MIOMEIIATh SMOJIeMy Ha JOKYMEHTE.

13. T'ep0b cyonexTa Poccuiickoit @enepanyu nmomeniaeTcs Ha OaHKax:

1)B BepxHeM 1oJI€;

2)10 UEHTPY IOKYMEHT;

3)B MpaBOM BEpXHEM YTy,

4)B COOTBETCTBUU C MIPABOBLIMH akTamu cyOBekToB Poccuiickoii deneparium.

14. I'ne nomeraercst TOBapHBIM 3HAK WJIM HMOJIeMa OpraHuzanun’?

1)B BepxHEM JIEBOM YTIIy;

2)B BEpXHEM MPABOM YTy,

3)B LIEHTpE BEPXHET0 MOJIS;

4)B COOTBETCTBUHU C YCTAaBOM HJIM MOJIOKEHUEM OpPraHU3alUH.

15. B xakom citydae opopMiIsieTcst KOl OpraHu3auu?

1)1o >xenaHuio OpraHu3aluu;

2)ecnu TakoW KOJ NPUCBOEH;

3)ecnu JOKYMEHT SIBJISIETCS] UCXOIALINM;
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4)ecnu TOKYMEHT SIBIISIETCS 0CO00 BaXKHBIM.

16. Kak nomxkeH opopMIIsTbCs KO OpraHu3aumn?

1)B Buae nmudp B MpaBoii BepxHel YacTh cTpaHulibl Nel;

2)B Buze Udp B JI€BOI BepXHel yacTu cTpaHuibl Nel;

3)B Bujie OyKB 1 UQP B JIEBOK BepXHEH yacTu cTpaHuIlbl Nel;

4)B Buze OykB U QP B MpaBoii BepxHeH yactu crpanuisl Nel.

17. B COOTBETCTBUU C YeM MPOCTABIISACTCA KOl (DOPMBI TOKyMEHTa?

1)B COOTBETCTBUU C BHYTPEHHUMH IIpaBUJIaMU OpraHU3aL1Y;

2)B COOTBETCTBUU C OOIIEPOCCUNCKUM KJIaCCU(UKATOPOM YIIPABICHUS JOKYMEHTAIUY;

3)B cooTBeTCTBHHM ¢ HauIexkamum Tpedoanuem ['OCT;

4)B cootBercTBHUM ¢ EI'C/I.

18. Kak nomKHO yKa3pIBaThCsl HAUMEHOBAHUE OpraHu3anun’?

1)B COOTBETCTBUU C MOJOKEHHEM 00 OpraHU3aluy;

2)B COOTBETCTBUU C PACIOPSKEHUEM BBIIIECTOSIIEH OpraHU3aluy;

3)B COOTBETCTBHUH C PacHOPSHKEHUEM PYKOBOAMTENSI OpraHU3alHH;

4)B COOTBETCTBUHU C PACHOPSIKEHUEM IOPUAMUYECKON OpraHu3aluu Ha ocHOBe ['paxmaHckoro
Konexca Poccuiickoit denepaium.

19. I'ne yka3blBaeTCsi HAMMEHOBAHUE BBIILIECTOSILENH OpraHU3auu?

1)Hag HAaMMEHOBAaHUEM OPraHU3allUHY, BHITYCKAIOIIEH JOKYMEHT;

2)ro; HAaMMEHOBaHUEM OpraHU3ally, BBIITYCKAIOUIEH TOKYMEHT;

3)cneBa OT HAMMEHOBAHUSI OPTaHU3AIINH, BHITYCKAIOIICH TOKYMEHT;

4)cripaBa OT HAUMEHOBAHUSI OpPraHU3aLlMH, BBITYCKAIOIIEH TOKYMEHT.

20. B kakoM ciyd4ae Ha JOKYMEHTaX yKa3bIBaeTcs IOJIHOE HAMMEHOBAaHUE BBILIECTOSAIICH
opraHu3amuun?

1)ecnu cokpaméHHOe Ha3BaHHE Y OPraHU3allui OTCYTCTBYET;

2)ecnu JOKYMEHT SIBJISICTCSI UCXOJISAIINM;

3)ecnu MoJIHOE Ha3BaHUE COCTOUT He Ooliee, ueM U3 5 CJIoB;

4)ecny HUKECTOSIAsk OpraHU3aIMsl YBaXKUTEIbHO OTHOCUTCS K BBIIIECTOSILEH.

21. B xakux ciydasix NPUBOAUTCSA COKpAIIEHHOE HAMMEHOBAaHUE OPraHU3aIlUH, BBITYCKAIOLICH
JTIOKYMEHT?

1)ecnu monHOe Ha3BaHUE OpPraHU3aluU COCTOUT OoJiee, YeM U3 5 CIIOB;

2)ecnu COKpallleHHOe HaMMEHOBaHHUE 3aKPEIJIEHO B YUPEAUTEIbHBIX JOKYMEHTAX OpraHU3allly;
3)ecnu cokpalieHHOe HAMMEHOBAaHHE UCTIOIb3YyEeTCs Yallle, YeM MOJTHOE;

4)ecnu TOKYMEHT SIBJISIETCS BHYTPECHHUM.

22. I'ne moMeImaT COKpaIEHHOE Ha3BaHUE OPraHU3alliy BBIITYCKAOLIEN TOKYMEHT?

1)B ckoOKax CTPOKOW HUKE MTOJIHOTO HAMMEHOBAHUS;

2)B ckOOKax Ha OJJTHON CTPOKE C IMOJIHBIM HAUMEHOBAaHUEM OpraHU3aliH;

3)B ckoOKax CTPOKOH BHIIIE MTOJTHOTO HANMEHOBAHUS;

4)cTpOKOI HUXKE MOJHOTO HAMMEHOBaHUs 0e3 CKOOOK.

23. Ecniu Hapsimy ¢ pycckuMm si3blIkoM B cyObekTe Poccuiickoit denmepamum B KauyecTBe
rOCyIapCTBEHHOTO UCIIOJIb3YETCS] HALIMOHAIBHBIN S3BIK, TO:

1)10KyMEeHT nedaTaeTcsi TOJIbKO Ha HAllMOHAJIbHOM SI3BIKE;

2)I0KYMEHT TeyaTaeTcsl TOJIbKO Ha PYCCKOM SI3bIKE;

3)I0KYMEHT MeyaTaeTcsl Ha pyCCKOM M HallUOHAJIILHOM SI3bIKaX;

4)s3bIK, HA KOTOPOM TeYaTaeTcst JOKYMEHT, OpraHu3alisl BHIOUpAeT 10 CBOEMY YCMOTPEHHMIO.
24. I'ne noMemaroT HaMMEHOBaHWE OpraHn3alliid HA HHOCTPAHHOM SI3bIKE?

1)cTpoKo#i BhIllIE HANMEHOBAHUS OPraHU3ALMHM HAa PYCCKOM SI3BIKE;

2)cTpOKOM HM)KE HAUMEHOBAHMSI OpTraHU3alliu Ha PYCCKOM SI3BIKE;

3)nocne HaMMEHOBaHUsI OPraHU3alMM Ha PYCCKOM SI3bIKE Ha 3TOM K€ CTPOKE;

4)cornacHo MOJIOKEHUIO U YCTaBY OpraHu3alllu.

25. B xakoM ciryyae Ha IOKyMEHTaX yKa3blBaeTCsl HAMMEHOBaHUe (puimasna opranuzanuu?
1)ecnu unuan aBnsercs aBTOPOM JTOKYMEHTA;
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2)ecnu TOKYMEHT SIBJISIETCS MCXOMASILINM;

3)B COOTBETCTBUH C YCTABOM OpraHU3al1H.

26. UTo BKIIFOYAIOT B Ce0s CIIPaBOYHBIC TaHHBIE 00 OpraHu3aIuu?
1)mouToBsIii aapec u e-mail;

2)[OYTOBBIH aJpec U HoMepa TeaePOHOB;

3)nouToBEIi agpec, HOMepa Tele(OHOB U APYTUe CBEIEHUS, KOTOPhIE OpraHU3alMs CYHTAET
HY>KHBIM YKa3aTb;

4)e-mail, Homepa TenedoHOB U dakca.

27. I'ne Ha JOKYMEHTE MPOCTABIISAIOTCS CIIPABOYHBIE JaHHBIE 00 OpraHu3anuu?
1)B mpaBOM BepXHEM YTy IOKYMEHTA;

2)B JIEBOM BEpXHEM YTy JOKYMEHTA;

3)B BepXHEM 110JI€ TI0 LEHTPY JOKYMEHTA;

4)cTpOoKOii HUXKE HAMMEHOBAHUS OPraHU3alNH.

28. Yem persiaMeHTUPYETCS] HAUMEHOBAaHUE BUAA JOKYMEHTA, CO3/1aBa€MOr0 OpraHu3anuen?
DHI'OCTowm;

2)ycTaBOM WJIM MOJIOKEHUEM 00 OpraHu3aluu;

3)UHCTPYKIHUSAMHU IO TOKYMEHTUPOBAHHOMY 00€CIIEUSHHIO YIIPABICHUS.

29. 1151 Kakoro BHIa TOKYMEHTOB HAUMEHOBAHUE JOKYMEHTA HE yKa3bIBaeTCA?
1)BBINIMCKA U3 TPOTOKOIIA;

2)nenoBasi 3aIncKa;

3)mmucepmo;

4)oTuér.

30. Kakumu cumBonamu oopmiisercs aata JOKyMeHTa?

1)pumckumu tdpamu;

2)apabckumu nudpamu;

3)pUMCKUMU U apaOCKUMH TUPpaMu;

4)pUMCKUMU U apaOCKUMU IUPpaMu U OyKBaMH.

31. Kakum o0Opa3om J10JKHA BBITJIAAETH J1aTa JOKyMEHTa?

1)B BUJE: 1€HDb, MECHI], TOJI;

2)B BUJE: MECHIL, TOI;

3)B BUE: BpeMs, ACHb, MECHII, TOJI;

4)B Ipou3BOJILHOM opMe.

32. KakuMm 00pa3oMm BBITIIAIUT J1aTa JOKYMEHTA COTTIaCHO MEXIYHAPOAHOHN Kiaccupukanuu?
1)B mocneaoBaTeabHOCTHU: TOJ], MECALL, ICHb;

2)B BUjE: J€Hb, MECALL, TOJ;

3)B BHUjIE: MeCHIl, I€Hb, TOI,

4)B BHUIE: MECHI], TOI.

33. B kakux JOKyMEHTax JIOMYCKaeTCs CIIOBECHO-LIU(POBO CUMBOJI 0003HAYEHMS JaThl
JIOKymMeHTa?

1)B hrHAHCOBBIX JOKYMEHTAX;

2)B MUChMaXx;

3)B TUYHBIX JENaX;

4)B aKTax.

34. Kakyro nary cienyeT mpoCTaBlIATh B IPOTOKOJIE 3aCeTaHMs?

l)naty 3aceganusi;

2)naty opopMIIEHHS TPOTOKOJIA;

3)aaTy noanucaHus MpoOTOKOJIA;

4)naty oopMieHHUs TPOTOKOJIA B JACIIO.

35. Kakyto nary cienyer mpocTaBiIsATh ISl JOKYMEHTA «aKT»?

1)naty cocraBieHuUs;

2)naTy coOBITHS;

3)naTy MOANUCaHUS;

16



4)naTy 03HaKOMJIEHHS C aKTOM 3HAYMMBIX JIULL.

36. Kakyro nary cneayeT cunTaTh 1aTOM TOKyMeHTa?

1)aary ero cocraBiieHus;

2)1aty ero NoANUCAHUS WK YTBEPXKICHHUS;

3)mary caaum JOKYMEHTA Ha MOATNUCH;

4)nary caauu JOKyYMEHTa B apXUB.

37. Kakywo naTy JOOKyMEHTa cjelyeT IpOCTaBUTb, €CIIM aBTOPaMHM JOKYMEHTa SBISIOTCS
HECKOJIbKO OpraHu3anui?

1)nepByto 1aTy NOAMMCAHUS;

2)cpennee apuMETHUECKOE AAT MOAMUCAHUS TOKYMEHTA;

3)nocneqHIO AaTy NOJIUCAHUS JOKYMEHTAa,

4)naty noanucaHus JOKyMEHTa B HanOoJiee BBIIIECTOSIICH OpraHUu3aIiH.

38. 13 4ero cocTOuT perucTpalluoOHHbIA HOMEp TOKYMEeHTa?

1)u3 nopsiiKOBOro HOMepa, KOTOPBIM MOXKET OBITH JOIOJIHEH 110 YCMOTPEHHMIO OPTaHU3alnN;
2)TONBKO U3 MOPSAAKOBOTO HOMEpa JOKYMEHTA;

3)u3 nHaeKca ena, B KOTOpOe MOAIINBAETCS JOKYMEHT;

4)110 yCMOTpPEHUI0 OpraHU3alHH.

39. Ot KaKOro MOMEHTa OTCUUTHIBAETCS MOPSIKOBBII HOMEP TOKyMeHTa?

1)c Hayana KaJleH1apHOro roja;

2)c Hayvasa eATeNbHOCTH OPraHU3allNY;

3)c Hayana HOBOro (PMHAHCOBOT'O NEPUOJIa OpraHU3alMH;

4)c MOMEHTa CMEHBI PYKOBOJICTBA OPTaHU3ALIUH.

40. KakuM o00pa3oM cOCTaBIISIETCS PErMCTPALIMOHHBIM HOMEp JOKYMEHTa, COCTaBIISABLIETOCS
HECKOJIbKUMH OpraHu3alusMi COBMECTHO?

l)npocraBisiercss  perMCTpallMOHHBII HOMEp JIOKyMEHTa B  Hau0Oosee  BBIIECTOSIIEH
OpraHu3aluy;

2)IpocTaBiseTcs PErMCTPALlMOHHBIM HOMEp JAOKYMEHTa OpraHu3aliM, NepBOW MOANMCABIICH
JIOKYMEHT;

3)npocraBisieTcss perucTpalMOHHbII HOMEep JOKYMEHTa OpraHU3aliy, ocaeIHeH noanucasiei
JIOKYMEHT;

4)IpOCTaBIAIOTCS PETUCTPAIMOHHBIE HOMEpa JTOKYMEHTOB KaXK0H OpraHu3alui 4epe3 KOCYIo
4yepry.

41. MecTto cocTaBieHHs TOKYMEHTA HE IIPOCTABIISIETCS Ha:

1)mpukazax;

2)1enoBbIX 3aMUCKaX;

3)cayxke0HBIX MUChMaX;

4)ykazaHUsX.

42. I'ne npocrainsercs Tpu@ K OrpaHUYEHUIO0 JOKYMEHTa?

1)B npaBoii CTOpOHE BepHEH YacTu MEepBON CTPAHUIIBI JOKYMEHTA;

2)B J1€BOM CTOPOHE BEPXHEH YaCTU MEPBOM CTPAHULIBI IOKYMEHTA;

3)no 1eHTpy BepXHEW 4acTH MepBOi CTPaHUIbI JOKYMEHTA;

4)B paBoil CTOPOHE BEpXHEHN YaCTH HAa KKJOW CTpaHULIE JOKYMEHTA.

43. Kakum 06pa3oM yka3bIBaeTCsl HAUMEHOBaHHUE OpraHu3aluu-aapecara?

1)B natenpHOM TAZICKE;

2)B IMEHUTENBHOM NAJIEXKE;

3)B BUHUTEIHHOM IaJICXKE;

4)B TBOPUTEIBLHOM IAJEKE.

44. Kakum 00pa3oM yka3bIBaeTcs JOJKHOCTH JIMIA, KOTOPOMY aJIpeCOBaH JOKYMEHT?

1)B naTenpHOM MaJIeKeE;

2)B IMEHUTEIHLHOM TaJIeXKE;

3)B pOAUTEILHOM MAJIEKE;

4)B TBOPUTEIHLHOM MAJIEXKE.
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45. CKOJIBKO apecaToB HE MOKET UMETh TOKYMEHT?

1)1;

2)5;

3)3;

4)4.

46. Kakum 06pazom odopmiseTcss JOKYMEHT, UMEIOIINi 0osiee 4eThIpEx ajpecaToB?
l)coctapmnsiercs emé oJlMH JOKYMEHT C 4 cleAyIoIUMU aipecaTaMu;

2)coCTaBIIsAETCS CIIMCOK PAaCCBhUIKU JOKYMEHTOB;

3)14 Ka)KJ0ro MOCIIEAYIONIEro apecaTa COCTaBIsIeTCs OTAEIbHBIA JOKYMEHT;
4)odhopmMisieTcs COTJIACHO YCTaBy OpraHU3aIUH.

47. Kakum 00pa3oM JOJKHBI pacroiaraThCsi MOJMUCH JOJDKHOCTHBIX JIUI[, YTBEP)KIAIOIINX
JIOKYMEHT?

1)onHa o Apyroit B NpOU3BOJIBHOM MOPSAKE;

2)oaHa 1o Apyroil B asihaBUTHOM MOPSAKE (PaMIIIAN JIHII, TIOIMTUCHIBAIOIINX JIOKYMCHT;
3)noamnucu pacmoiaraloT Ha OJJHOM YPOBHE;

4)10 CTApIIMHCTBY JIOJDKHOCTEH JIUI, YTBEPKAAIOUIUX JTOKYMEHT.

48. B kakoM ciy4ae MO>KHO HE MPOCTABIISATh Ha3BaHUE JOKYMEHTa?

l)ecnu cMbICIT TEKCTa U3JI0KEH B OJHOM ab3alle;

2)coriaacHo ycTaBy OpraHH3allvy;

3)ecnu nokyMeHT oopmiteH Ha Oianke ¢popmata a4;

4)ecnu nokymeHT odopMiieH Ha Onanke popmara AS.

49. Kakum 006pa3om orpeaeisieTcsi CpOK UCIIOTHEHUS JOKYMEHTA, €CJTM OH HE YKa3aH?
1)ripu3HaE&TCst paBHBIM OJHOMY MECSILY;

2)rpu3HAETCS paBHBIM LLIECTH MECALIAM;

3)ycTaHaBIUBAETCS CIIENUAIBHBIM JOMOJIHUTEIBHBIM TOKYMEHTOM;

4)10 COTJIaCOBAaHUIO C PYKOBOIUTEIEM;

50. Bo3MOKHO 71 HCTIOIB30BaHHE OOOPOTHOM CTOPOHBI JIMCTA AJis OJIaHKa JOKYMEHTOB?
1)na;

2)na, ecau B YUpeXKACHUU OTMeuaeTcs neuuut oymaru;

3)B 3aBUCUMOCTH OT JIOKYMEHTA, JJII KOTOPOTO 1evaraercs OJaHK;

4)Her.

51. Jlna yero Hy’kKHa 1eyvath Ha JOKyMEHTe?

1)ist 0603HaueHHS OpraHu3aluy, KOTopas u3ala JJOKyMEHT;

2) 1715t TOATBEPIKAEHUS TTONIMHHOCTH TIOINTUCH;

3)1U14 TOATBEPIKICHUS 3HAYMMOCTH JIOKYMEHTA,

4)117151 3CTETUYECKOr0 OPOPMIICHUS JOKYMEHTA.

52. Kak B TeKcTe aHKETHI JOJKHBI ObITh BBIPAXKEHBI PU3HAKH, XapaKTePU3YIOIIHe 00beKT?
1 )uMeHeM CyIIecTBUTENLHBIM WIIM CIIOBOCOYETAHUEM C UMEHEM TPUIIaraTeIbHbIM;
2)UMeHeM CYIIECTBUTENLHBIM UITU CIIOBOCOYETAHHUEM C II1aroyiom;
3)cnoBocoyeTaHUEM M3 MECTOMMEHMSI U UMEHH MPUiIaraTesIbHOro;

4)TONBKO UMEHEM CYIIECTBUTEIbHBIM.

53. B kakom majiexxe cieayeT ynoTpeOasTh UMs CYIIECTBUTEIHLHOE B TEKCTE aHKETHI?
1)B poauTeNnbHOM;

2)B BUHUTEIBHOM;

3)B UMEHUTEIBHOM;.

4)B aTEIbHOM.

54. B xakoii popme creayeT ynoTpeOusaTh IJ1aroi B TEKCTe aHKEThI?

1)B dopme Il numa eMHCTBEHHOTO YUCIA;

2)B popme Il mura MHOKECTBEHHOTO YHCIIA;

3)B ¢opme I muna eMHCTBEHHOTO YUCIA;

4)B popme | nri1a MHOKECTBEHHOTO YHKCIIA.

55. YnotpeGieHune Kakoro BpeMEHH Triiaroja JOMyCTUMO B TEKCTE aHKETHI?
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1)TONIbKO HACTOSALIETO BPEMEHU;

2)HACTOSAILIETO U MPOILEIIIETO BPEMEHH;

3)HacTosIIero U Oy IyIero BpeMeHH;

4)TONBKO MPOIIEIIETO BPEMEHHU.

56. Kakoii 4acTh0 peuu JOKHBI ObITh BBIPAXKEHBI 3aT0JIOBKH B TEKCTE TaOJINIIBI?
l)umMeHeM CylIeCTBUTENbHBIM;

2)UMeHeM CYIIECTBUTENbHBIM B COUETAHUU C IJ1arojioMm;

3)MECTOMMEHHEM;

4)raarojom.

57. B kakoM majiexe clieAayeT YynoTpeOaTh UMs CYyIIECTBUTEIBHOE B 3aT0JIOBKE TaOIHIIBI?
1)B narenpHOM;

2)B BUHUTEIHHOM;

3)B MPEIOKHOM;

4)B UMEHUTEIHHOM.

58. Kak oopmisitorcst rpadbl TaOIUIIBI, €CIIM OHA 3aHUMAaeT OOJIbIIE OJTHON CTPAHUIIBI?
1)3aroyoBKM Ne4yaTarTCsA U Ha CIEAYIOLUUX CTPAHULIAX;

2)3aroJIoBKM Ha MOCTEAYIOUINX CTPAHUIIAX HE MeYaTaloTCs;

3)Ha TOCJIEeNYIOIIMX CTPAaHUIAX MTeYaTalTCs HoMepa rpad;

4)rabnuia He J0JKHA 3aHUMAaTh O0Jiee OTHOM CTpaHUIIBL.

59. Kakas yacTph TekcTa JOKHA IPUCYTCTBOBATH B JOKYMEHTE 0053aTeIbHO?
1)uyactb, conmeprkalasi BBIBOJbI, PEKOMEHIAINH, ITPEITI0KEHUS;

2)yacTb, cozeprkalias 1ejib CO3AaHUsI JOKYMEHTA;

3)4acth, 000CHOBBIBAIOIIAS HEOOXOAMMOCTh CO3/IaHUS JJOKYMEHTA;

4)Bce BbILIETIEPEUHUCIICHHBIEC YACTU 0043aTENbHBI.

60. Kakum 00pa3oMm JOKEH H3J1araThCs TEKCT B PACIOPSIUTENbHBIX JOKYMEHTaX B Cilydae
€IMHOHAYAJIUS B OpTaHU3aIun?

1)oT nepBoro nuna;

2)OT TPETHETO JIULIA;

3)OT mepBoOro JuIa WK TPETHEro JINIIA;

4)0T BTOPOTO JIUIIA.

61. Kakum 00pa3om OMIKEH U3JIaraThCsi TEKCT B JOKYMEHTaX KOJUIETHAIBHBIX OpraHoB?
1)oT nmepBoro nua;

2)OT TPETHETO NHUIIA;

3)OT mepBOro JIUIIA UK TPETHETO JIUIIA,

4)0T mepBOTo JIUIIA WIH BTOPOTO JIUIIA.

62. KakuM 00pa3oM JOJDKEH U3JIaraThCsl TEKCT B IOKyMeHTe «HCTpYKIus»?
1)oT mepBOro nuIa eIMHCTBEHHOTO YUCIA;

2)OT MepBOro JMIa MHOXECTBEHHOT'O YHCIIa;

3)OT TpeThero auIla €MUHCTBEHHOTO YHCIIA;

4)0T TPETHETO JHIA €AMHCTBEHHOTO WJIM MHOYKECTBEHHOT'O YHCJIA.

63. KakuM 00pa3oM TEKCT HE MOXKET U3J1araThCs B MUChbMax?

1)oT nepBOro auIa eIMHCTBEHHOTO YUCIIa;

2)OT mepBOTo JUIa MHOXECTBEHHOT'O YHCIIA;

3)OT TpeThero Jiniia €AUHCTBEHHOTO YUCIIA;

4)0T TPETHETO JHIa MHOKECTBEHHOT'O YHCJIa.

64. Uto Heo0X0AMMO yKa3bIBaTh B OTMETKE O HAJIMYUU IPUIIOKEHUS?

1 )xonuuecTBo;

2)KOJIMYECTBO JIUCTOB, HA KOTOPBIX PACHOJIOKEHBI TPUIIOKEHHUS,;

3)KOJIMYECTBO MPUIIOKEHUH M KOJIMYECTBO JIMCTOB, HA KOTOPBIX PACIIONIOXKEHBI PUIT0KEHHUS;
4)auuero.

65. Kakum 00pa3oM HyMepyroT IpUIIOKEHUA?

1)apaOckumu nudpamu, npocrapisieMbIMu mociie ciioBa «lIpunoxenuey;
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2)apabckumu nrdpamMu, MpoCcTaBIsieMbIMU Tiepe ciioBoM «IIpunoxenuey;
3)OpSAIKOBBIME YUCIUTETHHBIMU, 3aITUCBIBAEMBIMHE MOCITE c10Ba «lIpuoxeHue;
4)OPsSIAKOBBIMU YHUCIUTENBHBIMHU, 3aMIMChIBAEMBIMU Tiepe]] clioBoM «lIpumosxeHuey.
66. UTO HE BXOAUT B COCTAaB PEKBU3UTA «IIOJIUCH)?

1)au4Has NOAMNKUCH;

2)HauMEHOBaHUE JOJKHOCTH JIMLIA, TIOJIUCABIIETO JOKYMEHT;

3)ypoBeHb 00pa30BaHUs JHIA, TOAMNKUCABIIETO TOKYMEHT;

4)pamunus nuIa, TOAMUCABIIETO JTOKYMEHT.

67. 13 uero coctout rpud coriacoBaHus JOKyMeHTa?

I)cnoBa «COI'JTACOBAHOWY;

2)u3 cnoBa «COI'JTACOBAHO» u noanucu ¢ pacmudpoBKOif;

3)u3 cnoBa «COI'JTACOBAHOY, noanucu ¢ pactm(poBKON U JaThl MOANUCAHUS JJOKYMEHTA,;

413 cnoa «COI'JTACOBAHOY, n0omKHOCTH JUIa, HAMMEHOBAHUS OPTaHU3AIMK U TTOAIKCH C

pacupoBKO.

68. Uto HEe creayeT yka3blBaTh B IpUQe COrIacoBaHUs JOKyMEHTA?

1)10JKHOCTD JH11A;

2)HauMEeHOBaHKE OpraHU3alUY;

3)BpeMs COTJIaCOBAHMS;

4)IOIITHCH.

69. UTo He COnepKUT BU3a JOKyMEHTA?

1)moanucek ¢ pacmupoBKOi;

2)nary;

3)I0MKHOCTh MOIMUCHIBAIOIIETO;

4)HavMEHOBaHUE OpPraHU3aLUN.

70. I'me Ha JOKyMEHTE MPOCTABISETCS OTMETKA O 3aBepKe Komuu?

1)Huxe pekBU3uTa «IOJIUCHY;

2)Ha 060poTHO CTOPOHE KOTIHH;

3)B BepxHeM moiie;

4)B nmrobom mecTe.

71. Y3 uero cocTouT OTMETKA O 3aBEPEHUH KOUU?

Duagnucu «BEPHO» 1 moanucu AOMKHOCTHOTO JIMIA € paciIn(pOBKOK;

2)nagnucu «BEPHO», noanucu qomKHOCTHOTO JHIa ¢ pacinpoBKON U 1aTOM 3aBEpEHNUS;
3)nannucu «BEPHO», 1omkHOCTH 3aBEpSIOLIETo JHUIA, €ro MOAMUCH U AaThl 3aBEPEHUS;

4ynaamucu «BEPHO», 1oimKHOCTH 3aBEpSIONIETo JIMIA, €ro MOAMUCH ¢ paciii(poBKOA U AaThl

3aBEpPEHUSL.

72. B Kakux ciydasx KOMHsS JOKYMEHTA MOXET 3aBEPATHCS MeUaThiO?
1)ecnu 3TO KOMMUS 0COO0 BaXKHOTO JOKYMEHTA;

2)mo mpochOe BiaeIbIla KOUH;

3)1o yCMOTpEHHIO OPraHU3aIINH;

4)ecnu opraHu3anus sBISIETCS aBTOPOM KOTIUH.

73. Uto nomkHa BKIIOUATh B ce0s OTMETKa 00 ucronHuTesne?

1)¢.u.0 u HOMep TenedoHa;

2)(.u.0 u goManIHMIA agpec;

3)(}.1.0 1 TOHKHOCTB;

4)d.u.0, TomamrHUi aapec U Homep TenedoHa.

74. Ha xakoM MecTe IOKyMEHTa PacrojiaraloT OTMETKY 00 UCTIOJIHUTEIE?
1 )Ha nuiEeBoi CTOpOHE NEPBOTO JIUCTA;

2)Ha 000pOTHOM CTOPOHE MEPBOTO JIHUCTA;

3)Ha u1eBOM MM 000POTHON CTOPOHE MOCIEAHETO JTUCTA;

4)110 YCMOTPEHHIO OpTaHU3aIINIH.

75. B xakoii yacTH MCcTa pacnoiiaraeTcsi OoTMeTKa 00 ucronHurene?
1)B 1€BOM BEpXHEM YTIIy;
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2)B JICBOM HIKHEM YTIIY;

3)B IpaBOM BEPXHEM YTIIY;

4)B MpaBOM HUXKHEM YTITy.

76. Uto BKItOUAET B ce0si OTMETKA 00 UCIIOJIHEHUU JIOKYMEeHTA?

1)oT4éT 06 MCTIOIHEHUY;

2)CCBUIKY Ha JJaTy ¥ HOMEpP TIOKyMEHTa, CBUIETEIIbCTBYIONIETO 00 NCIIOTHEHUH;
3)CChUIKY Ha JIaTy ¥ HOMEp JOKYMEHTa, CBHJIETEIbCTBYIOLIETO 00 MCIOJHEHUH WM KPaTKOro
CBEJICHUS 00 UCITOJIHCHUH;

4)CcOBO «HMCIIOTHEHOY, AaTy UCIIOIHEHHS U MOAMHUCH.

77. Kem nomkHa OBITH MOAMKMCAHA OTMETKA 00 UCIIOHEHUU?

1)pykoBoauTENEM OpPraHU3alNH;

2)UCTIOTHUTEIIEM W PYKOBOJAUTEINIEM MOAPA3CICHHS, B KOTOPOM JOKYMEHT ObUI UCTIOHEH;
3)KaXXIbIM COTPYIHUKOM MOPA3AeICHUS, B KOTOPOM ObLIT JOKYMEHT HCIIOIHEH;
4)1U110M, U3JIaBIIUM JJOKYMEHT.

78. Uto nomkHa collep:kaTh OTMETKA O MOCTYIUICHUH JOKYMEHTa B OPraHU3alHIo?
1)naTy nocTymieHus ¥ NOPsAKOBBI HOMEP TIOKYMEHTA;

2)naTy NOCTYIUICHUS U IOJDKHOCTD JIUIIA, JIENIAl0IEro OTMETKY;

3)mary nocTyIIeHHs, OPSIKOBBIA HOMEP U MOAINKUCH JIUIA, JEeNAI0MIET0 OTMETKY;
4)naTy MOCTYIUICHHUS, TIOPSAKOBBIA HOMEp JOKYMEHTA U MOJIUCH JIMIA, IENAI0IIero OTMETKY C
pacmupoBKOii.

79. MOXHO 1 Jie1aTh OTMETKY O MOCTYIUIEHUU JOKYMEHTA C MOMOIIBIO mTamma?

1)1a, Mo yCMOTPEHHIO OpraHU3aIHH;

2)HeET;

3)na, TOJIBKO B KPYIHBIX OpraHU3alusX;

4)n1a, TONBKO B TOCYAAPCTBEHHBIX OPraHU3AIIMSIX.

80. Kaxkoii popmar Gymaru He HCIIOJIb3yeTCS sl OJIAHKOB?

1)A4;

2)AS;

3)A3;

4)A6.

81. Kakyro Oymary sxenaTelbHO HCIIONb30BaTh IS U3TOTOBIEHUS OJaHKOB TOKYMEHTOB?
1)6enyto;

2)XKenTylo;

3)romnyoyto;

4)Ha yCMOTpEHHE OpraHU3aIliu.

82. Kakue rpaHUIIBI 30H PACMOIOXKEHUS PEKBU3UTOB Ha OJlaHKE 0003HAYAIOTCS CIUIONIHBIMU
JUHUAMHU?

1)uxcupoBaHHbIE;

2)nepeMeHHbIE;

3)mo0kIe;

4)HUKaKue.

83. Kakue rpaHuIlbl 30H pacMoOJIOKEHUsS] PEKBU3UTOB Ha OJIaHKE 0003HAYAIOTCS MYyHKTUPHBIMU
JUHUAMHU?

1)uxcupoBaHHbIE;

2)1IepeMEHHBIE;

3)mo0kIe;

4)HUKAKHeE.

84. O6s3aTenbHO 11 0003HaYaTh 30HBI HAa OJIaHKE TUHUSAMU?

1)na;

2)B COOTBETCTBUU C YCTAaBOM WJIU MOJIOKEHHUEM 00 OpraHu3aluu;

3)Her;
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4)na, mocine MOJy4eHHs COOTBETCTBYIOUIETO Pa3pellaloniero JOKYMEHTa U3 TOCYJapCTBEHHOTO
oprasa.

85. Kakue ycTaHOBIIEHBI BAPUAHTHI PACIIOIOKEHUS PEKBU3UTOB Ha OjaHKe?

1)yrioBoi ¥ po0JIbHBI;

2)IPOAOBHBIN U TIOTIEPEYHBIH;

3)yrioBoi ¥ MONEepEYHbIii;

4)nonepeyHbIi U THaroHaIbHBIN.

86. Kakoii Bu 61aHKa JOKyMEHTA 7151 OpraHU3aluy He CyIecTByeT?

1)o6mmmii;

2)01aHK MHUCHMA;

3)0J1aHK KOHKPETHOTO BHJIa JOKYMEHTa, KpOME NMHUChMa;

4)0JaHK CEKPETHOTO JIOKYMEHTA.

87. Kakum 006pa3oM mpocTaBisieTcsi Hymepalus CTpaHull, €Clid JOKYMEHT 3aHHUMaeT 0oJiee IBYX
CTpaHuIl?

1)Hymeparusi IpOCTaBIISETCS C IEPBOM CTPAHUIIBL;

2)Hymepanus IpOCTaBIISIETCS CO BTOPOH CTPaHHULIbI;

3)CTpaHULIbI HE HYMEPYIOTCS;

4)cTpaHuIIbl HyMEPYIOTCSI B COOTBETCTBUU C YCTABOM MJIU TIOJIOKEHUEM 00 OpraHu3aluu.

88. B kakoii yactu crpanunsl 'OCT pekoMeH1yeT IpOoCTaBisATh HOMEpa CTPaHUILL?
l)nocepeariHe BEpXHETO MOJIS;

2)nocepeiHEe HUKHETO MOJIS;

3)B HUKHEM I10JI€ CIIEBA;

4)B HIDKHEM TIOJIE CTIpaBa.

89. biaHKH KaKMX JTOKyMEHTOB IOJUIEKAT 0053aTEIIbHOMY YIETY?

1)6manku ¢ BOCIIpOU3BEICHUEM SMOJIEMbI OpraHU3alliu;

2)0naHKH ¢ BocIpou3BeieHueM repboB cyobekToB Poccuiickoit denepannu;

3)6s1aHKH ¢ BOCIIPOM3BEICHUEM MTOPTPETOB JOIKHOCTHBIX JIULL;

4)Bce OIaHKH.

90. OpraHuzanusi JOKyMEHTOOOOpOTa Ha MPEANPUATHU BKIIOYACT JIBUIKCHHE JOKYMEHTOB C
MOMEHTA UX MOJIY4YEHHUS WIH CO3JaHUS U J10:

1)ux perucrpanuu B COOTBETCTBYIOIIEM JKypHAJIE;

2)3aBeplLIeHHs UCTIOHEHUS, OTIIPABKU WJIM CA4U B JIEJI0;

3)ux nepesayn COOTBETCTBYIOILUM JIOJKHOCTHBIM JIMIIAM;

4)ux aHHYIMPOBAHUSI.

91. CuctemaTn3npoBaHHBIN IEPEYEHB 3aT0JIOBKOB €I C YKa3aHUEM CPOKOB MX XPAHEHUS — ITO:
1 )HomeHKknatypa;

2)ab0peBuatypa;

3)apXUBHBII CIHCOK;

4)kartanor XxpaHeHHUs.

92. Kakoii Bui TOKYMEHTOB HE BKJIFOYAE€TCSI B HOMEHKIIATYPY?

1 )nevaTHbIE U3/1aHUS;

2)cimyxeOHbIe 3alHUCKU;

3)A0KHOCTHBIE MHCTPYKIUH;

4)Bce TOKYMEHTBHI BKIIFOYAIOTCS B HOMEHKIIATYPY.

93. B uém cocTouT popMHUpOBaHKE /1€ B OpPraHU3aALUU?

1)B OTHECEHHMH AOKYMEHTOB K OIpEAeIEHHOMY Jely M CHUCTeMAaTHU3allMd JOKYMEHTOB BHYTPH
Jena;

2)B hopmMHpOBaHUH MOAMINBOK JOKYMEHTOB;

3)B cocTaBIEHUH ONUCEN TOMENIEHHBIX B MAIIKY T0KYMEHTOB;

4)B OTHECEHUH JOKYMEHTOB K ONpeAEeIEHHOMY JIey U C/Iayl X B apXUB.

94. CKOJIbKO 3K3EMILISIPOB TOKYMEHTOB BKJIIOUYAETCS B J€107
1)2;
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2)3;

3)1;

4)110 yCMOTPEHHUIO OpraHu3aluy.

95. IloammBaeTrcs M KOIUSI IOKYMEHTA B J€J107

1)o06s13aTenbHO;

2)coraacHO NOJIOKEHUIO NI YCTaBy OpraHU3aluy;

3)10 YCMOTPEHHIO IETIONPOU3BOIUTENS;

4)Her.

96. B xakoM ciydae KOs MOAIIUBACTCA B 17107

l)ecnu MOKyMEHT SIBISIETCS 0CO00 IIEHHBIM;

2)ecnu TOKYMEHT SIBJISIETCS MCXOASIINM;

3)ecnu CymecTByeT BEpOSITHOCTb, YTO OPUTUHAI MOXET OBITh YTEpSH;
4)ecny Tak penInsi pyKOBOAUTEIb OPraHU3alUu.

97. Kakoit nomxHa OBITH TOJIIKMHA Jiena’?

1)ue menee 400 TUCTOB;

2)ne 6omee 250 MUCTOB;

3)ue meHee 250 MHUCTOB;

4)B 3aBUCUMOCTHU OT 00BEMA MAIKH.

98. Kakum o6pa3zom GpopMHPYIOT J1€710, €CIIU JOKYMEHTOB OOJIbIIE YCTAHOBIECHHOW HOPMBI?
l)oammBaroT BCE B OJTHO JIENI0;

2)pa3aendioT eN0 Ha TOMa;

3)nepByto moAmMMUBKY GOpMHUPYIOT paBHOM 250 nuctam, a BCE OCTaJbHBIE JOKYMEHTHI
(GbopMUPYIOT BO BTOPYIO MOAIINBKY;

4)coriacHO PEIICHUIO PYKOBOIUTEISI OpTraHU3aI|H.

99. Kak He MoryT pacrnosiaratbcs BHYyTpH Aena?

1)B HyMEpOJIOTUYECKOM MOPSIJIKE;

2)B IPOU3BOJILHOM TOPSIIIKE;

3)B anaBUTHOM MOPSIKE;

4)B XpOHOJIOTUYECKOM TOPSIJIKE.

100. I'ne xpanst Texyume nena?

1)B ciennanbHOM OTJIENIE apXUBa;

2)B celie pyKOBOAUTENS OPraHU3ALINY;

3)Ha pabouux MecTax;

4)B crienuanbHBIX XPAHUIUINIAX.

101. I'ne hopmupyroTcs Tekymue ena?

1)B CTPYKTYpPHBIX MTOJIPA3/ICIICHUSAX U Y CEKpeTaps;

2)B aIMUHUCTPALUU YUPEXKICHHS;

3)y pyKOBOJUTEISI OpraHU3alINH;

4)B cenMaabHOM OT/EJIEe apXHUBa.

102. Bo3MorkHa 11 BblAaya e B Apyrue opraHu3anuu?

1)uet B moOom ciyuae;

2)na B 1000M ciyyae;

3)na, ecau opraHu3anus paboTaeT B TOM K€ OTPaCIH;

4)HET, ecnu IO 3anpaniuBaeT KOHKYPUPYIOIIasi OpraHu3aiius.

103. B kakom ciayuyae BO3MO’KHA BblJla4ya JI€N B JpyTHe opraHu3anuu’?
1)ecnu 3aKiI04€H COOTBETCTBYIOIINN JOTOBOP MEKIY OpraHU3aIUsIMU;
2)ecnu Takast BO3MOKHOCTh MPEAYCMOTpPEHA B YCTaBE WJIM TOJI0KEHUU 00 OpraHn3alny;
3)ecnu pyKOBOAMTENb NPEANPUITHS Ja€T pa3pellieHue Ha BblAauy J1ena;
4)ecnu n1€10 3anpairuBalOT OPraHbl FOCY1apCTBEHHON BIIACTH.

104. B xakom ciiy4ae He TOITyCKAeTCs BbIJavya OTACIbHBIX JOKYMEHTOB U3 jefa’?
1)ecnu 3anpoc Ha BbAAYy HE 0(OpMIIEH ONpeeIEHHBIM 00pa3oM;
2)ecnu 3aBepLINIICS JEIONPOU3BOCTBEHHBIN TO;

23



3)ecnu 3anpoc JenaeT KOHKYpUPYIOIas OpraHu3alus;

4)ecnu 3ampoc Ha BeIJavy JOKYMEHTA OTIIPABIICH MPH MOMOIIN (PaKCUMHIBHON CBSI3H.
105. B kakom citydyae BO3MOXKHO U3BSITHE IOKYMEHTOB U3 JieJia?

1)r1o TpeboBaHNIO KOMIIETEHTHBIX OPraHoB;

2)ro TpebOBaHNIO0 PYKOBOAUTENSI OpPraHU3alIHH;

3)ecau oHM OBUIH IOIIMTHI B JIEJIO OIIHO0YHO;

4)HU B KaKOM cClIy4ae.

106. Kakoii sTarn siBiiseTcs 3aBEpIIAIONINM B ASJIONPOU3BOJCTBE?
1)o6paboTka nemna s TOCIeTHET0 XPaHEHUS;

2)orpeiesieHne JOKYMEHTa B JIEJI0;

3)aHHyJIUpOBaHUE JOKYMEHTA;

4)IpUCBOCHHE IOKYMEHTY HOMEpa.

107. Kak 1010 MOTyT XpaHUThCSA JOKYMEHTBI B CTPYKTYPHOM MOIpa3AecieHun?
1)ue 6omee 5 ner;

2)ue meHee 1 rona;

3)ue 6onee 1 roga;

4)He Gonee 3 ner.

108. I'ne xpaHsTCs A€a 0 UCTEUEHUHU CPOKA TEKYIEro XpaHEHUs?

1)B apxuBe;

2)y pyKOBOJUTEIIS OpraHU3aluy;

3)y cekpeTaps pyKOBOJUTEIsI OpraHU3aIIH;

4)noiexxar aHHYJIMPOBAHUIO.

109. Kakum o6pa3om onpezensercs HEHHOCTh JOKYMEHTOB?

1)110 nonoXKEeHUI0 B OPraHu3alluy JIMLA, TOIUCABIIETO JOKYMEHT;

2)1o cpoKy JaBHOCTU JOKYMEHTA;

3)c HOMOIIIBIO 3KCIIEPTU3BI;

4)B 3aBUCUMOCTH OT TOT0, MAITMHOMUCHBINA WM PYKOIMCHBIM TEKCT MPUCYTCTBYET B IOKYMEHTE.
110. KTo mpoBOAUT 3KCNIEpTU3Y NTOKYMEHTA?

1)pykoBOAMTENH OPTaHU3AIINH;

2)cekpeTapb Uiu ACJIONPOU3BOIUTED;

3)3KcrniepTHass KOMUCCHUS;

4)npeacTaBUTENb IPYroi OpraHU3aluy.

111. Kak Ha3bIBalOTCS TOKYMEHTBI, UCIIOJIb3YIOIIUECS B cepe yrpaBaeHHs ?
1 )opranu3anuOHHO-PaCIOPSAIUTENbHBIE;

2)opraHu3aluoOHHO-TEXHUYECKNUE;

3)aaAMHHHUCTPATUBHbIE;

4)ynpaBlieHYeCKHE.

112. Kakoro Bu/1a OpraHu3aliiOHHO-PaCOPSAUTEIbHBIX JOKYMEHTOB HE CYIIIECTBYET?
1 )opraHu3aimoHHbIX;

2)pacnopsiAUTEIbHBIX;

3)uHpOPMALMOHHO-CITPABOYHBIX;

4)cripaBOYHO-PaCHOPSAUTEIbHBIX.

113. Kakum 06pa3oM HYKHO yKa3bIBaTh Ha3BaHHUE JOKYMEHTa?
l)pornucHbIMH OyKBaMu;

2)nepBasi OyKBa — IPONKCHAs!, OCTaJIbHbIE — CTPOYHBIE;

3)B 3aBUCUMOCTH OT JIOKYMEHTA;

4)110 pemeHn0 PyKOBOINUTENSI OPraHU3aLnu.

114. T'ne comepskarcst o0IIHE TOI0KEHHUS TI0 COCTABIECHUIO Y CTaBa OpraHu3aiun?
1)B AnmunuctparusHoMm Koaekce Poccuiickoit @enepann;

2)B I'paxxnanckom Koxaekce Poccuiickoit @enepanmu;

3)B Hanorosom Konexce Poccuiickoit denepannn;

4)B Konctutyuuu Poccuiickoit ®eneparuu.
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115. Kakumu MOTYT OBITH TTOJIOKEHHUS 00 OpraHu3aIiuu’?

1)TUNOBBIMU Y UHUBUTYAJIbHBIMU:

2)crienuanbHBIMU U UHIUBUIYaTbHBIMU;

3)TUTIOBBIMU, MHIMBUTyaIbHBIMH U CHICTIHAIbHBIMH;

4)TUTIOBBIMH.

116. Kakoif THIIOBO#1 aKT OIpeesisieT OpraHu3auio padoThl MPeImpUsTUs?

1 )monosxxenue;

2)ycras;

3)mratHoe pacUCaHKeE;

4)10KHOCTHBIE UHCTPYKITUH.

117. JoiKkHOCTHAS: MHCTPYKIIUS — 3TO:

l)noxyment, uznaBaemblii [IpaBurensctBoMm Poccuiickoii denepanvu B 1ENAX perjiaMeHTaIuu
OpraHU3aIMOHHO-TIPABOBOTO MOJIOKEHHS paOOTHUKA;

2)I0KYMEHT, U3/1aBaeMblii OpraHu3alMell B LEsAX perjaMeHTallid OpraHu3allMOHHO-IIPABOBOIO
MOJIO’KEHUs PaOOTHHKA;

3)I0KyMEHT, H3[laBaeMblii OpraHu3anuei, B KOTOPOM pPErIaMeHTUPYIOTCS YCJIOBHUS TpyJa
pabOTHHKA;

4)10KYMEHT, U3JJaBa€MbIii OpraHu3aluel, B KOTOPOM PErIaMEHTHPYETCS pa3Mep JT0KHOCTHOTO
OKJIaja.

118. Yto He BKIIIOYAETCS B TEKCT JOJKHOCTHOM MHCTPYKIIUN?

1)10JKHOCTHBIE 00S13aHHOCTH;

2)npaBa pabOTHHKA;

3)OTBETCTBEHHOCTh PAOOTHHKA;

4)pazmep TOJDKHOCTHOTO OKJIaa.

119. Jlns kakux JOJKHOCTEN MPEAyCMOTPEHbI MHCTPYKIUU?

1)171s1 pyKOBOIAIITNX;

2)1J1s1 UCTIOJTHUTEIBCKUX;

3)U1s1 TEXHUUECKOTO TEepCoHaa;

4)ni1s BCeX.

120. B kakoM TOKyMEHTE COJIEPKUTCS YKa3aHUE JIOJPKHOCTHBIX OKJIaJ10B?

l)mraTHOE pacicaHue;

2)10JIKHOCTHAS. MHCTPYKIIHS;

3)nonoxxkeHrue o0 OpraHu3aIlvy;

4)ycTaB OpraHu3aluu.

121. B kakoM [OKyMEHTE ONpeAeNeHbl CTPYKTypa, YHUCIEHHOCTh W JOJKHOCTHOM COCTaB
pabOTHUKOB OpraHu3au?

1)monoxxenre 00 opraHu3aIlvy;

2)CIUCOK COTPYIHHUKOB,;

3)mraTHoe paciCaHue;

4)npukas o npuéme Ha paboTy.

122. Yro Takoe mTaTHOE pacnucanue?

1)TOKyMEHT, OTIPENEISIIONIUI JOIKHOCTHBIE 00sI3aHHOCTH;

2)IOKYMEHT, OIpPENeSIONINil CTPYKTYPY, YHUCICHHOCTh M JOJKHOCTHOW COCTaB pabOTHHKOB
OpraHU3aIMH C YKa3aHUEM JIOJDKHOCTHBIX OKJIAJOB;

3)I0KYMEHT, OTMpEIeNSIONUNA CTPYKTYPY, YUCICHHOCTh U JTOJDKHOCTHOM COCTaB pPaOOTHUKOB C
ONMCAaHNUEM UX pabouMX MECT;

4)CrUCOK COTPYTHUKOB, OTPAKAIONIUHN JTOKHOCTHON COCTaB paOOTHHUKOB U UX JIMYHBIEC TAHHBIC.
123. Kakoi TOKYMEHT perjlaMeHTUPYET CIENUAIbHBIE CTOPOHBI AEATEIbHOCTH MPEANPUATHS?
l)uncTpyKuus;

2)10JI0)KEHUE;

3)npukas;

4)aKT.
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124. B kakoM JOKYMEHTE MOXXHO HAWTH HHPOPMAIMIO O TMPaBHIAX, PErIAMEHTHPYIOITUX
HAy4YHO-TEXHUUYECKYIO AESITEIbHOCTh OpraHu3auu?

1)B mosjoxxeHnu 00 OpraHU3alny;

2)B yCcTaBe OpraHu3aluu;

3)B npuKase 0 Hay4YHO-TEXHUUYECKON AEATeIbHOCTH OpraHU3aliu;

4)B MHCTPYKLIMH O HAYYHO-TEXHUYECKOM JI€ATEIBHOCTH OPraHU3aLUH.

125. MHCTpYKIUSA — 3TO:

1)noKyMeHT, coaepXaliuidi IpaBWia, PpPErNIaMEHTUPYIOLIME OpraHU3allMOHHbIE, HAY4YHO-
TEeXHUYECKHE, PUHAHCOBBIE U MHbIE CIIELUAIbHBIE CTOPOHBI IEATEIILHOCTH NMPEANIPUSITUS;
2)IOKYMEHT, COJEp>Kalllid TpaBuia, OMPEICISIIONIME MPABOBOE MOJOKEHUE OpraHu3aluu, e
npaBa 1 003aHHOCTH;

3)10KYMEHT, OIIPEIEISIIOIIMMI CTPYKTYPY U YUCIIEHHOCTb JIOJPKHOCTHOT'O COCTaBa MPEANPUATHUS;
4)10KYMEHT, ONPEeIIAIOUN CTPYKTYDPY, PYHKIUM U [TpaBa OPEAIPUITHSL.

126. IIpaBOBOIi aKT, ONpeNeNAIOMUI CTPYKTYPY, GYHKINHU U IIpaBa MPEIIpUsSTHI, — 3TO:
1)monoxenue 06 opraHu3aIuy;

2)ycTaB OpraHu3aluu;

3)npaBuiia A€ATEIbHOCTU IPEATIPHUATHS;

4)cniennanbHasi MHCTPYKIIHSL.

127. YcraB opranuszanuu — 3T0:

1)paBOBOM aKT, OMPEACIISAIOMNN TTOPSIOK 00pa30BaHUS M OPTaHU3ALUIO PAOOTHI IPEAPHUSITHS;
2)paBOBOM aKT, ONPEACIAIOIINN 3a1a4K U LIeJIM OpraHu3aluu;

3)npaBOBOM aKT, ONPENEISIOIINMI CTPYKTYPY, PYHKIMH U IIpaBa MPEANPUATHS;

4)r1paBoOBOM aKT, OIPEEIAIOUIMNA NOPSI0K pa3pelieHHs CHOPHBIX BOIPOCOB Ha MPEIIPUATHH.
128. B uém cocTouT Ha3HaYEHUE PACTIOPSAIUTEIBHBIX JOKYMEHTOB?

1)B peryiMpoBaHUM JEATEIBHOCTH, U OOECIEYEHHH pealMu3alliid IOCTAaBJIEHHBIX 3a1ad C
MaKCHUMaJIbHON 3 PEeKTUBHOCTHIO;

2)B nyOIMpPOBaHUN OPTaHU3ALMOHHBIX JOKYMEHTOB;

3)B opraHu3anUy CUCTEMBbI TOOLIPEHUN U HaKa3aHUN paOOTHHUKOB;

4)B IONOJHUTEIBHOM UH()OPMUPOBAHUU PAOOTHUKOB BHYTPH OpraHU3alllu.

129. Kakoii JOKyMEHT U31aéTcsi pyKOBOJUTEIEM OpraHU3alluy B LIESAX pa3pelieHus OCHOBHBIX
Y OIIEpaTUBHBIX 3a/1a4, CTOSIIMX NEpe]] NPEAnpUsiTUEM?

1 )pacniopsikenue;

2)npukas;

3)ykazaHue;

4)npencraBieHue.

130. Kaxoii n3 HuXke nepevyucaeHHbIX TOKYMEHTOB HE U3aETcsl pyKOBOJAUTENEM €IUMHOIUYHO?
1)npukas;

2)ykazaHue;

3)pacnopsikeHue;

4)aKT.

131. Kakoif TOKyMeHT U31a€Tcs B LESAX pa3pelleHusl CIIOPHBIX BOIIPOCOB?

1)ykxazanue;

2)pacrnopsiKeHue;

3)npukas;

4)cmyxeOHasl 3amucKa.

132. Ilo kakOMy CIIOBY pacrlopssKeHUE MOXHO OTIMYUTH OT APYTUX JTOKYMEHTOB, M3aBa€MbIX
pyKOBOAMTEIEM?

1 )ipuKasbiBaio;

2)pEKOMEHTYIO;

3)o0s1361BaI0;

4)npennarato.
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133. Kakoit mpaBoBO# akT M3Ma&TCs IO BOMIpocaM WH()OPMAIMOHHO-METOIMYECKOTO XapaKTepa,
a Tak)Ke CBSI3aHHBIMH C BBHIMIOJHEHHEM NPUKA30B, MHCTPYKIIUH U JIPYTHX aKTOB, B TOM YHCIIE,
BBILIECTOAILECH OpraHu3aluu?

1 )pacniopspkenue;

2)ykazaHue;

3)npeioxeHue;

4)npukas.

134. Kakoli U3 HUKE MEPEUHCICHHBIX JOKYMEHTOB HE OTHOCUTCS K Tpymre WHPOPMAIMOHHO-
CIIPABOYHBIX ?

1)oOBsiCHUTENbHAS 3aITHCKA;

2)noKIiaaHas 3aMucKa;

3)cnucoxk;

4)rpaduxk.

135. Yto HE MOXKET SABIATHCS JOKYMEHTOM IEPENHUCKU?

l)renerpamma;

2)e-mail;

3)dakcorpamma;

4)nenoBasi 3arucKa.

136. YUem onpenensrorcst BUbI ACIOBOM MEPETUCKHU?

1 )HanuuueM TEXHUYECKUX CPEJICTB CBA3H;

2)IpeIOYTEHUSIMU PYKOBOIMTEIISI OPraHU3aIHH;

3)TpeOoBaHUSAMU BBIMIECTOSIICH HHCTAHIUY;

4)HaBbIKAMU PAOOTHHUKOB.

137. Ilpennoxenue — 310:

1)Bua TOKIAQAHOMN 3aMUCKU;

2)BU O0BSICHUTEIBHOM 3aITUCKH;

3)BH]I OT3BIBA;

4)BU]1 3aKJIIOUEHUS.

138. CBoaka — 3T0:

1)nokyMeHT, copepxkamuii 0000MEHHBIC TTPEITIOKEHHS 10 KAKOMY-TTHO0 BOTIPOCY;
2)I0OKYMEHT, coepKalinii 00001EHHBIE TaHHBIE TI0 KAKOMY-JIH0O0 BOIIPOCY;

3)IIOKyMEHT, COJIEP KA CBEICHUSI O PE3yJIbTaTaX JAesATEILHOCTH 3 ONPEACTIEHHBIN MEPUOT,;
4)IOKyMEHT, COJIep>KalNi KpaTKUe CBEJCHHS 110 BOMPOCAM IUIAHUPYEMOU e TEIIbHOCTH.
139. Uto moimKeH coiepKaTh 3aroJIOBOK 3aKIIFOUEHUS?

1)Ha3BaHMe JOKYMEHTA WJIK BOIPOCA, 0 KOTOPOMY OHO MOJATOTOBJICHO;

2)HOMEp JOKYMEHTa WJIA BOIIPOCA, IO KOTOPOMY MOJTOTOBIIEHO 3aKIIFOUCHNUE;

3)OCHOBHAsl MBICTTb IOKYMEHTA;

4)coneprkaHue 3arojioBKa MPOU3BOJIBHOE.

140. Kakoif JOKYMEHT COJEpKUT MHEHHE OpPTaHHM3allMi WU CIEeNHAINCTa MO KaKoMY-JIHOO
BOMpoCy?

1)0T3bIB;

2)3aKJII04YEHHUE;

3)oTuér;

4)npeoxKeHue.

141. Yro congepxat crucku?

1 )mepeuncienue nuil, 0ObEKTOB;

2)006001EHHBIE TaHHBIE TIO OMPEEIIEHHOMY BOTIPOCY;

3)nepeuncienue nuil, 00bEKTOB C paclpeesieHueM B HUX TpeOOBaHUM U HOPM;
4)nepeunciaeHue J0HKHOCTEN ¢ yKa3aHUEM JOKHOCTHBIX OKJIAJIOB.

142. JIoKyMeHT, COAEpKalllMil CBEICHHUS O pe3yibTaTrax AEATEIbHOCTH 3a ONPENeSIEHHBIN
NepUoa, — 3TO:

1)oTuér;
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2)CBOJIKA;

3)3akioueHue;

4)nepeyeHb.

143. Kakue JOKYMEHTHl CO3JAlOTCS B pe3ylbTare OTHOUIEHWM, BO3HMKIIMX MEXIY
OpraHU3aIUsIMHU U UX COTPYAHUKAMU?

1)10J5KHOCTHBIE UHCTPYKIINU;

2)mTaTHOE paclucaHue;

3)10KYMEHTHI 10 IMYHOMY COCTAaBY;

4)npeacraBiueHUs.

144. YTo U3 HUKENEPEUNCIEHHOTO OTHOCUTCS K IPYIIIE JOKYMEHTOB 110 JINYHOMY COCTaBy?
1)10mKHOCTHAS UHCTPYKITHS;

2)TaTHOE pacluCaHuE;

3)npencraBieHue;

4)xapaKTepuCTHUKA.

145. Kakoli TOKyMEHT mpeycMaTpuBaeT 00s3aTeIbHOE BEICHHE KaAPOBOH JOKYMEHTAIINH?
DI'paxxnanckuit Kogexe Poccuiickoii ®denepariuy;

2)Koucrutyuus Poccuiickoit @enepanuu;

3)[locranoBnenne CoBera MunuctpoB Poccuiickoit @Penepanun «O BeleHUU KaJpOBOM
JOKYMEHTALUU B yupexaeHusx Pocculickon Penepanun»;

4)Tpynosoii Kogekc Poccuiickoit @eneparuu.

146. lenonpousBOJCTBO — ATO:

1)cOBOKYITHOCTH pabOT MO JOKYMEHTUPOBAHUIO JICATCIILHOCTH YUPEKICHUS;

2)obopMiieHHE [TOKYMEHTOB, OTPAXKAIOIIUX BECh CIHEKTP YIPABJICHYECKOW NEATEIbHOCTU
TPEANPUSITHS;

3)npaBUIBHOCTh O(MOPMIICHUS JOKYMEHTOB, OTPAKAIOIIUX BECh CIEKTP YIPaBICHYECKOM
JESATETbHOCTH TIPEAIIPUSATHS.

Kpurepum ouenku:

- OLieHKa «OTJIMYHO» BBICTABIIACTCS CTYACHTY, €CJIM OH TIIyOOKO U MIPOYHO YCBOMII IIPOTPAMMHBII
MaTepuall, HCYEPIIBIBAOIIE, [TOCIIEI0BATENBHO, YETKO U JIOTHYECKU CTPOMHO €0 M3JIaraeT, yMeeT
TECHO YBS3bIBaTb TEOPHMIO C IPAKTUKOM, CBOOOJHO CHpaBIIAETCS C 3aJadyaMH, BONpPOCaMH H
JpYrMMHU BHJIaMH T[PUMEHEHMsS 3HAHWW, IIpUYEM HE 3aTpyAHSIETC ¢ OTBETOM IIpU
BUIOM3MEHEHUM 3aJ]aHui, HCHONb3YeT B OTBETE MaTepHall MOHOrpapHuuecKoi JUTeparyphl,
IPaBUJIBHO OOOCHOBBIBAET MPHUHATOE pEIIEHUE, BJIaJE€eT PAa3HOCTOPOHHMMM HaBbIKAMH U
IIPUEMaMU BBIINIOJIHEHUS IIPAKTUYECKUX 3a/1a4.

- OneHKa «XOpOoII0» BBICTABIISIETCS CTYACHTY, €CJIM OH TBEPJO 3HAET MarepHall, TPaMOTHO U IO
CYLECTBY H3JIara€T €ro, He JOIyCKas CYIIECTBEHHBIX HETOYHOCTEHM B OTBETE Ha BOIPOC,
MIPaBWIBHO NPUMEHSIET TEOPETUYECKHUE ITOJIOKEHUS IPU PEIICHHH MPAKTUYECKMX BOIPOCOB U
3aja4, BJIa/ieeT He0OXOAMMBIMU HAaBbIKAMU M ITPUEMaMHU UX BBITOJHEHUS.

- OleHKa «yAOBJIETBOPUTEIBHO» BBICTABISIETCA CTYIEHTY, €CIM OH HMMEET 3HaHUS TOJBKO
OCHOBHOI'0 MaTepHajla, HO HE YCBOMII €r0 JEeTaJIel, IOIYyCKAaeT HETOYHOCTH, HEIO0CTATOYHO
paBUJIbHBIE (DOPMYJIUPOBKH, HApYIIEHUs JOTMUYECKOM IOCIIeIOBAaTEIbHOCTH B H3JI0KEHUU
IPOTrPaMMHOI0 MaTepuaa, UCIbITHIBAET 3aTPYIHEHHS IPU BHIOJHEHUH MTPAKTUYECKUX PaloT.

- OneHka «Hey/l0BJIETBOPUTEIBHO» BBICTABISETCS CTYACHTY, KOTOPbIA HE 3HAET 3HAUYMUTEIbHOMN
YacTH NMPOrPaMMHOI0 MaTepuaa, JOMyCKaeT CYIeCTBEHHbIE OIIMOKH, HEYBEPEHHO, C OOJIBIIUMHU
3aTpyIHEHUSMH BBIIIOJIHSAET MIPaKTUYECKHE paboTBHI. Kak IIPaBUIIO, OLICHKA
«HEYJIOBJICTBOPUTENILHO» CTABUTCS CTYAEHTaM, KOTOpPbIe HE MOTYT MPOJOKUTH o0ydeHue 0e3
JIOTIOJTHUTENIBHBIX 3aHATUHN IO COOTBETCTBYIOIIEH JUCIUIUIMHE.

[IpenonaBarenp T. A. TpyObuna
«_ »20r.
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OEJIEPAJIBHOE I'OCY JAPCTBEHHOE BIOJDKETHOE OBPA3OBATEJIbHOE
YUYPEX/JIEHUE BbICHIEI'O OBPA3OBAHIA
«CAHKT-IETEPBYPI'CKHAM IT'OCYJAPCTBEHHBIY SKOHOMUWYECKU
YHUBEPCUTET»

denepaibHOe TOCYyAapPCTBEHHOE 010:KeTHOE 00pa3oBaTe/ibHOE YUpe:KIeHUue BhICIIEro
oOpa3oBaHus
«CankT-IleTepOyprckuii rocy1apcTrBeHHbI YIKOHOMUYECKU A YHHBEPCUTET»
Koaaen:x 6u3Heca 1 TeXHOJIOTHH

IlepeyeHb BONMPOCOB, MJIsi MOATOTOBKH K Au(depeHIupoBaHHOMY 3a4eTy MO0 KYpCY
H3y4aeMoOil JUCHMILINHBI.

1. JIOKYyMEHT M €ro MecTo B CUCTEME YIIPABIICHUS.

2. OcHoBHBIE (DAKTOPBI, OMPEIEINSIONINE CErOAHS PAIMOHAIBHYIO OPraHU3aIHIo
MH(}OPMaLMOHHO-A0KYMEHTAIIMOHHOTO O0CITYKUBAHUSI YIIPABIEHYECKON eI TEIbHOCTH.

3. HopmatuBHO-MeTOIMYECKHE aKThI, pErJaMEeHTUPYIOIINE CO3/IaHie U oopMiieHne
JIOKYMEHTOB.

S. [Tonstne «unopmamus». TpeOoBanus, TNpeabsABIsieMble K HH()OPMAIIHH.
Wudopmarivs cBOOOAHOTO U OTPAaHUYEHHOTO JOCTYIIA.

6. [TonsiTHE «ITOKYMEHT», ero pa3BuTHe. CBA3b HH(POPMALNY U TOKYMEHTA.

7. DyHKINUU JOKYMEHTA.

8. Pa3BuTHe cr1oco00B TOKYMEHTUPOBAHUS U UX IPUMEHEHHUE B HACTOSIILIEE BPEMSI.

9. [Tpu3Haku TOKyMeHTa U 00Ias kiaccudukaiys JOKYMEHTOB MO HUM (perjaMeHT

MNpCaAnpusaATUs, IMOJIOKCHUC O MMOAPA3ACIICHUAX, JOJKHOCTHBIC MHCTPYKIIUH, KOHTpaKTBI).

10. KoMIuiekC  OpraHM3anMOHHO-TIPABOBBIX  JOKYMEHTOB, €ro COCTaB. Buusl
YUPEIUTEIbHBIX TOKYMEHTOB U UX 3HAu€HHE JUIl JOKYMEHTALMOHHOIO OOecledyeHus, mpaBuia
COCTaBJICHUS 1 OPOPMIICHHSL.

11. OpranuzanvoHHbIE JOKYMEHTBI, OTpaXKaloIlME CTPYKTypy OpraHM3aluH, €€
HITaTHBIN coCTaB, OpraHu3aluio padboThl KoiekTuBa. [IpaBuna ux cocrapneHus 1 0hopMIIECHUS.

12. PacniopsauTenbHble  TOKYMEHTBI, H3[aBacMbleé HAa OCHOBE KOJUIETMaIbHOCTH
npUHTHS perieHni. TpeboBaHus K X COCTaBIEHUIO, 0POPMIIEHHIO, XPaHEHHUIO.

13. PacniopsiauTenbHble  JOKYMEHTBI, HW3aBacMble HAa OCHOBE E€JUHOJIMYHOIO
OPUHATHUS pEIIEHUH pPYKOBOAWUTENEM oOpraHu3auuu. TpeOoBaHHMS K HX COCTaBJICHHIO,
odopmieHnto, GopMUPOBAHUIO, XPAHEHUIO.

14. WHpopMalinoHHO-CIIpaBOYHbIE JOKYMEHTBI, UX BUAbI U Ha3HaueHue. CiyxeOHble
nUCbMa, TPEOOBaHUS K HUM.

15. Pa3znoBugHOCTH  OOBSCHUTENBHBIX M JIOKJAIHBIX  3alUCOK, TpeOoBaHMUS,
npenbsaBisiemMble K HUM. City)keOHbIE 3alHUCKH.

16. TenerpaMMbl U TenedoHOrpaMMBbl, 00NacTh MX NPUMEHEHUs, TpeOOBaHUS K
COCTaBJIEHUIO ¥ 0(OPMIICHUIO.

17. CrnpaBku, uX pa3HOBUAHOCTH. TpeOoBaHUs, IPEABSIBISIEMBIE K CIIPABKAM.

18. JIOKyMEHTUpOBaHUE NEATENbHOCTH KOJUIETHAIBHBIX oOpraHoB. [Iporokos, ero
Pa3HOBHIHOCTH, TIOPSJIOK COCTaBJICHUS, 00pabOTKH M ohopMIICHUSI.

19. AKT, ero Bujibl M Ha3HaueHue. [lopsaok coctaBieHust 1 0POPMIICHHS.

20. [TonsiTue «koOMIIEKC JOKYMEHTOB». IlepBUYHBIE KOMIUIEKCHI TEKCTOBBIX
JTOKYMEHTOB. CJI0KHBIE KOMIUIEKCHI JOKYMEHTOB.

21. [ToHATHS «LIEHHOCTH JIOKYMEHTa», «3KCIEepTH3a LIEHHOCTH». BO3HHWKHOBeHUE U

pa3BUTHE SKCIIEPTU3BI. [ [pUHINIBI U KPUTEPUU DKCIIEPTU3BI IEHHOCTH JOKYMEHTOB.
22 IOpunnueckoe 3HAaYCHHE IOKYMEHTA.
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23.006m1ue TpedoBaHUs K TEKCTaM U 0(OPMIICHUIO IOKYMEHTOB.
24 Pa3paboTka Mep MO MOBBIIEHHUIO 3((HEKTUBHOCTH pabOoThI MoApa3AeIeHUs

25. TpeGoBanusi K KOHCTPYHpPOBaHWIO OnaHkoB. Bwuasl OnankoB. brnanku
OPEINPUATHIA PA3TUIHBIX (OPM COOCTBEHHOCTH.

26. PekBU3UT «HanMeHOBaHHWE OpraHU3allid — aBTOpa JOKYMEHTa», TpeOOBaHHUS K
HEMY.

217. PexkBu3uT «crpaBouHble JaHHBIE 00 OpraHU3alMd — aBTOPE JOKYMEHTa», €ro
COCTaB.

28. PekBu3uT «aapecaty, ero 3Ha4eHHE U COBPEMEHHbIE TPeOOBaHUS K OOPMIICHHUIO.

29. Hatel B nokymenTte. TpeboBaHus K MX OQOPMIICHHIO; aTa KaK COCTaBHAsl 4acTh
JIPYTUX PEKBU3UTOB.

30. PekBHU3HUT «perucTpariioHHbI HOMEP JOKYMEHTa, €r0 3HaYCHHUE.

31. PekBU3UT «CChUIKAa HAa PErvMCTPAllMOHHBIN HOMEp W Aary JNoKkymeHTa». Korma u
/1€ OH MPOCTaBISAETCS?

32. [Topsimox cornacoBaHusl JOKYMEHTOB M OGOpPMIICHHS BHYTPEHHEIO U BHEIIHErO
COTJIACOBAHUSI.

33. [Topsimok yTBep:KIeHUS! JOKYMEHTOB, BUJIbI YTBEPIKICHHUSL.

34. [Topsiiok moanmuCcaHus TOKYMEHTOB.

35. OTTHCK TeYaTh Kak PEeKBU3HUT JOKyMEHTa. Bunel medareidl, M3 Ha3HauYeHHUE U
npuMeHenne. TpeGoBaHUs K IPOCTABICHUIO OTTUCKA ITEYATH.

36. O6o3HaueHue BU1a JOKYMEHTA.

37. OTMETKHM Ha TIOKYMEHTE, UX 3HaUCHUE ¥ 0)OPMIICHHE.

38. Pe3omnronus, ee 3HaueHue. TpeGoBaHUsl, IPEABIBISIEMBIE K PE30IIOIIHH.

39. PexBU3UT «OTMETKA 00 UCIIOIHUTETIEY, €€ 3HAUCHHUE.

40. PekBU3UTHI, MpUIAIOLIUE TOKYMEHTY FOPUIUYECKYIO CUITY, TPEOOBAHHS KHUM.

41. YHUpHUKAIMA TEKCTa JOKYMEHTA.

42. CnocoObl  TipescTaBiCHUsT YHU(DHUIIMPOBAHHBIX TEKCTOB (AHKETHI, TaOIUIIbI,
TpadapeTHbIe TEKCTHI).

43. OO6u1e TpeOOBaHUS K TEKCTY JOKYMEHTA.

44, Cuenapuii MOArOTOBKH M IBIXKEHUSI IOKYMEHTA.

45. DJIeMEeHTHI TEKCTa: 3aroJI0BOK, IPHIIOKEHHS, TPEOOBAHUS K HUM.

46. JIunrBucTHYECKHE 0OCOOEHHOCTH TEKCTOB CIY>KEOHBIX TOKYMEHTOB.

47. [ToHsiTHE «cHCcTEMa TOKYMEHTALMUY, PA3BUTHE CUCTEM.

48. [TonsiTHE «YHUDHUITMPOBAHHBIE CUCTEMBI JOKYMEHTAIIUN.

49. TaGenp u anbboM yHHPUUIUPOBAHHBIX (OPM JOKYMEHTOB OpraHM3alMM Kak

dbopma yHuHUKAIIUKA TOKYMEHTOB M COBEPIIIEHCTBOBAHUS PaOOThI C HUMH.
50.Pacyer ¢puHaHCOBBIX MMOKa3aTeNCH NEATEILHOCTH OPraHNU3alluK U eeroApa3AeIeHUHN.
51.JlokymeHTaus N0 KOMMEPUYECKON IEATEIbHOCTH NOAPA3IEICHUS UITPEATIPUSITHS.
52.baHkoBcKast rapaHTus. JJOKyMEHTBI, y10CTOBEPSIOLIHUE MIaTEeXKECTIOCOOHOCTh
53.bnaHku CTpOroi OTYETHOCTH
54.06ecnieueHre XpaHeHus TOKyMEHTOB
55. KakoBsl Texunueckue ycrporcrsa [TK?
56. Ilepeuncianre OCHOBHOE armapaTHOE o0ecreyeHne cekperaps-pedepenra?
57. llepeuncauTe OCHOBHBIE COCTABIISIONINE HIEMEHTHI aBTOMATU3UPOBAHHON
CHCTEMBI Nlepeayd UH(HOpMaIIH.
58. Kak kmaccuduinupyercs: KaHalbl CBS3W B 3aBHCHMOCTH OT Ba)KHBIX HaIlpaBJICHUUN
nepeaayn uHpopmaun?
59. Jlaiite onpenenenue TenedOHHOM CETH.
60. Jlna yero npeaHa3zHayeHa BUACOCBA3b? KakoBbI IEPCIEKTUBEI €€ pa3BUTHS?
61. O0BsicHUTE NPUHIUN JeHCTBUS (aKCHUMUIBLHOTO amnmnapara.
62. Yrto Takoe riobanbHas HHGpOpMamonHas cetb MIHTepHET?
63. 3aueM HY>KHBI IPOTOKOJIBI IEpesaun nHpopmanun?
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64. UTto Takoe KOMIBIOTEPU3ALMS JETOTPOU3BOICTBA?

65. KakoBa TexHo0rHus pabOThI C TEKCTOBBIMHU TOKYMEHTaMU ?

66. Kak BBITIOJHAETCS 3JEKTPOHHBIC TaOTHIIBI?

67. B yem cocTouT TexHONIOTHA 00pabOTKH NEPCOHANTBHOM nH(pOopMauu?
68. 3aueM Hy)XHa cHCTeMa YyIpaBJieHUs 0a3aMu JTaHHBIX?

69. KakoBa TeXHOJIOTHS BBINOJIHEHUS U PEIAKTUPOBAHUSI pUCYHKOB?

70. Ykaxxure 0COOEHHOCTH pabOThI C U3ATEIIbCKUMH CUCTEMaMH.

71. Ilepeuncanre ycTpoiicTBa BBOJIa TEKCTOBOW U rpadudeckoil HH(pOpMaIim.
72. HazoBHTE OCHOBHBIE YCTPOMCTBA BHIBO/IA TEKCTOBOM MH(OPMAIIHH.
73. KakoBsI ycTpoiicTBa BeIBoJa rpadudeckoit nadopmarmmn?

74. llepeuncaure MyJIbTUMEIUIHBIE CPEACTBA U BUACOTEXHOJIOTHH.

[IpenonaBarens T.A. TpyObuna

Kpurepun ouenku:

- OueHKa «OTJIMYHO» BBICTABISETCA CTYIEHTY, €CIM OH IJyOOKO W IPOYHO YCBOMI
IIPOrpaMMHBIN MaTepuall, MCUYEPIBIBAOLIE, TIOCIEA0BATEIBHO, YETKO U JIOTUYECKH CTPOUHO €ro
U3Jaraer, yMeeT TeCHO YBS3bIBaTb TEOPHUIO C IMPAKTUKOM, CBOOOAHO CIpaBiseTcs C 3aJadaMy,
BOIIPOCAMM M IPYIMMH BHJAMU IIPUMEHEHUs 3HAHWH, IPUYEM HE 3aTPYAHSACTCA C OTBETOM IIpU
BUJOM3MEHEHUN 3aJlaHui, HCHOJBb3yeT B OTBETE MaTepuajl MOHOrpaduyecKod JIUTeparyphl,
IPaBWJIBHO OOOCHOBBIBAET NPHUHSITOE pEIIEHUE, BIIAJEeT PA3HOCTOPOHHUMH HaBbIKAMHU U
IIPUEMAaMH BBITIIOJHEHUS IPAKTUYECKUX 3a1a4.

- OneHka «XOpouIo» BBICTABIISAETCS CTYACHTY, €CJIM OH TBEPJO 3HAET MaTepHall, FpaMOTHO U IO
CYLIECTBY H3JIaraeT €ro, He JAOIyCKas CYIIECTBEHHBIX HETOYHOCTEH B OTBETE Ha BOIPOC,
IIPaBUJIbHO TIPHUMEHSET TEOPETUUYECKUE ITOJOKEHHUs MPU PEIICHUM IPAKTUYECKUX BOIPOCOB U
3ajiay, BJIaleeT HEOOXOJMMbIMH HAaBbIKAMU U MIPUEMaMU UX BBIITOJHEHHUS.

- OueHka «yJIOBJIETBOPUTENIBHO» BBICTABISETCS CTYAEHTY, €CJIIM OH UMEET 3HAHUS TOJBKO
OCHOBHOI'O MaTepuaa, HO HE YCBOWI €ro JeTajled, AOMYCKaeT HETOYHOCTH, HEIOCTATOYHO
NpaBWIbHBIE (OPMYIHPOBKH, HApYIICHUS JIOTMYECKOH IOCIEIOBATEIBLHOCTH B HW3JI0KCHUU
IPOrpaMMHOI0 MaTepHualla, UCIBITHIBAET 3aTPYyIHEHHSI IIPU BBINOJIHEHUH NIPAKTUYECKUX PadoT.

- OLeHKa «HEYJIOBJIETBOPUTEIBHO) BBICTABISAETCS CTYIACHTY, KOTOPBIH HE 3HAET 3HAYMTEIbHOU
YacTH MPOrpaMMHOI0 Marepuaia, JMAOMYCKAaeT CYIIECTBEHHblE OIIMOKH, HEYBEPEHHO, C
O0ONBIIMMM  3aTPYJHEHHUSIMH BBINIOJIHAET NpakThueckue paborbl. Kak mnpaBuiio, oleHka
«HEYJIOBJIETBOPUTEIBHO» CTABUTCS CTYJIEHTaM, KOTOpbIE HE MOTYT MPOJODKUTh o0yueHHue O6e3
JIOTIOJIHUTEIIbHBIX 3aHATHI MO0 COOTBETCTBYIOIIEH TUCIUILIMHE.
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[Tpunoxenune 1

Koaudukarop (npuMepHbIii NepeYeHb) OLEHOYHBIX CPEACTB IS OLCHKH 3HAHWH, YMEHHUIl U YPOBHA C()OPMUPOBAHHOCTH KOMIIETEHIMI

Ne n/mt Tun oneHouHoro cpencraa KpaTkas xapakTepucTHKa OLIEHOYHOT'O CPEICTBA IIpencraBieHne OLIEHOYHOIO
Kon cpeactBa B GoHJE
OLICHOYHOI'0

CpeacTBa

1. Henoas u/unu poneBas urpa | CoBMecTHass  JeATENBHOCTh Ipynmbl  oOyvaromuxcs u | Tema (mpoOriema), KOHIENIHS,
Ipenojasareis M0J YINPaBICHUEM IIPENnofaBaTelsi C LEJIbI0 | POJIM U 0KUIAEMbIN pe3yIbTaT
pemieHuss y4eOHBIX M TPO(eCcCHOHATBHO-OPUEHTHPOBAHHBIX
3aJa4  IyTeM  WIPOBOIO  MOJEIHMPOBAHMS  PEAIBHOU
npobieMHoil cutyauuu. Ilo3BonsieT oOlEHUBaTH YyMEHHE
aHAJIM3UPOBaTh M pellaTh THUIMYHBIE NPOQPecCHOHATIbHBIE
3ajauu

2. Kelic-3anaua VYuebHbIl MaTepuall MoAaeTcst CTyIAeHTaM B BUIe NpobieM | 3agaHus A pelIeHus Keic -

(keficoB), B  KOTOpPHIX  OOydYalIMUMCS  Mpeajaraercs | 3aJadu
OCMBICIIMTh pPEaTbHYI0 NPO(YECCHOHANBHYIO CUTYAIUIO JUIS
pelieHuss JaHHOM mpoOseMbl. 3HaHMS NPHOOpPETarTCs B
pe3yibpraTe AKTUBHON " TBOPUYECKOMN paboTHI:
CaMOCTOSITENIbHOTO OCYIIECTBJICHUs 1Ielenonaraiusi, coopa
HeoO0XouMol HMHQOpPMalLlMK, €e aHajaM3a C Pa3HbIX TOYEK
3peHus, BBIIBWKEHUS THUIOTE3bl, BHIBOJIOB, 3aKIJIIOUEHUS,
CaMOKOHTPOJISL ~ IIpoLlecca IOJyYEHUs 3HAaHMM M €ro
pe3yJIbTaToB.

3. KonnokBuym CpencTBO KOHTpOJISI YCBOEGHHS ydyeOHOro Martepuaia Tembl, | Bompocsl o Temam / pasznenam
pasfena WM pas3ienoB AMCLUUILIIMHBI, OPraHM30BAHHOE KaK | AMCLMILIMHBI WIH
ydeOHOe 3aHsSTHE B BHUAEC coOeceqOBaHUS MpernojaBarelsi C | mMpodhecCHOHATHLHOTO MOTYIIS
00yJarIuMucs.

4. KonTponbhas pabota CpencTBo MpOBEPKU YMEHUN TPUMEHATH MOJydeHHbIE 3HaHUs | KomruiekT KOHTPOJIBHBIX
JUIsL pellleHus 3a7ad OIpPENEICHHOIO THUMAa IO TEME WM | 3aJaHuil 10 BapuaHTaM
pazneny

S. Kpyrneiii cton, auckyccus, | OneHouHble CpEnCTBa, no3BoJisiromye 32 BKIIOYUTH | [lepedueHb NHCKYCCHOHHBIX TEM

JMCIIYT, 1e0aThl o0y4arIuxcsi B Ipolecc O0CYXKJIEHHUs] CIIOPHOIO BONpPOCA, | JUIsl  TPOBEJACHMs]  KPYIJIOro




npobJemMbl M OIEHUTh HMX yMEHHE apryMEeHTHpPOBATh | CTOJA, JIVCKYCCHH,TUCITYTa,
COOCTBEHHYIO TOUKY 3pCHHSI nebaToB

[Moprdommo IleneBast mombopka paboOT CTyAeHTa, packpbiBatomas ero | CTpykrypa moprdoimno
WH/IMBUyaJIbHbIe 00pa30BaTEeNbHBIC JOCTH)KEHUS B OIHOMN
WA HECKOJIBKUX YYEOHBIX JAUCIUILINH, B TPO(PECCHOHATBHOM
MOJTyJI€.

[Ipoexr Koneunslii  mpomykT,  TOJIy4aeMelidi B pesynbrare | Tema rpynmoBbIX W/Hiu

IUIAHUPOBAHHUS U  BBIIIOJHEHUS KOMILJIEKCA YYE€OHBIX H
HCCIIEIOBATENIbCKUX 3afaHui. [lo3BONsS€T OUEHUTH yMEHUS
00y4JaromUXCcsl  CaMOCTOATEIBHO  KOHCTPYHPOBaTh  CBOH
3HAHUA B HpOHCCCC peHIGHI/Iﬂ HpaKTI/I‘-IeCKI/IX 3aJa494 H
po0Jem, OPUEHTUPOBATHCS B nH(pOpMaTMOHHOM
MPOCTPAHCTBE u YPOBEHB c(hopMUPOBaAaHHOCTH
aHAJINTUYECKUX, HCCIEHOBAaTCIbCKUX HAaBBIKOB, HAaBBIKOB
npaKTqucxoro 158 TBOp‘IeCKOFO MBIIJICHUS. MO)KGT
BBINIOJIHATBCS B WHAWBHUIYAJIBbHOM IOPSAJKE WM TPYIIION
o0yyJaronmxcs.

WHANBUAYAJIbHBIX ITPOCKTOB

Pabouas Tetpaap

JntakTHYeCcKuii KOMIUIEKC, IPEIHA3HAYECHHBIN [
CaMOCTOSITEIbHOW pabOoThI 00YYAIOIIETOCs U TTO3BOJISIOIINMA
OIICHMBATh YPOBEHb YCBOCHUS UM Y4eOHOTO MaTepuaa

O6paszen paboueit TeTpaan

PaznoypoBHeBbIe yueOHbBIE
3a/1a4y U 3a/1aHUS

PaznnuaroT 3agaun U 3a1aHus:

a) peNpOJyKTUBHOTO YPOBHSI, O3BOJISIOIINE OLIEHUBATh U
JTUArHOCTUPOBATh 3HaHUE (PaKkTHUEeCKOro MaTepuaia (6a3oBbie
MOHATHS, AITOPUTMBI, (DAKThI) M YMEHHE MPABUIIBHO
UCTIOJTB30BAaTh CIICIIUAIbHBIC TEPMHUHBI H TIOHSATHS, Y3HABAHHE
00BEKTOB U3YYCHHS B PAMKAaxX OMpPEEICHHOTO pa3zena
JVICIIMTUTHHEI,

0) pEeKOHCTPYKTUBHOTO YPOBHS, TIO3BOJISIFOIME OLICHUBATH U
JMarHOCTUPOBATh YMEHUSI CHHTE3UPOBaTh, aHAJTN3UPOBATh,
000011aTh (haKTHUECKUI U TEOPETUUECKUI MaTepHal ¢
(bopMyTHpOBaHNEM KOHKPETHBIX BBIBOJIOB, YCTAHOBICHUEM
IIPUYMHHO-CIICACTBEHHBIX CBA3EH; 33

B) TBOPYECKOI'O YPOBHS, O3BOJISIFOILIME OLIEHUBATH U

KomrmuiekT pa3HOypOBHEBBIX
3a7a4 U 3aJaHui




JIMarHOCTUPOBATh YMEHUS, UHTEIPUPOBATH 3HAHUS
pa3INyYHbIX 00JacTel, apryMeHTHPOBATh COOCTBEHHYIO TOUKY
3peHust

10.

PacueTtHo-rpaduueckast
pabora

CpencTBo MpoBEepKU YMEHHUI MPUMEHSAThH MOJy4YEeHHbIE 3HAHUS
10 3apaHee ONpPeIeICHHON METOIUKE JJI PEUICHUs 3a/1a4 UITN
3aJJaHUH 110 MOJTYJIIO WM JTUCIUIUIMHE B IIEJIOM.

3aJaHui TUIA
pacyeTHo-

Kommiekt
BBITIOJTHEHUS
rpaguIecKoit paboThI

11.

Pedepar

IIponykr CaMOCTOSITEJIBHOU paboThI CTYZACHTA,
IPEJCTaBIAIOINNA COO0H KpaTKOe U3JI0XKEHHE B MHCbMEHHOM
BHJIC TOJYYEHHBIX PE3YJbTATOB TEOPETUYECKOIO AaHaJIA3a
ONpENCIEHHON TeMbl, TIA€ aBTOP pAacKpbIBaeT CYyTb
ucclieyeMoil TpoOJeMbl, TMPUBOAUT PA3IUYHBIE TOYKH
3peHMsl, a TAaKXKe COOCTBEHHbIE B3IJIs/Ibl HA HEe.

Tems! pedepaToB

12.

Hoxmaz, coobmenne

IIponykr CaMOCTOSITEIbHOU paboThI CTY/ICHTA,
OpEeACTaBAOIUNA  co000M MyOMMYHOE BBICTYIUIEHHE 110
IIPEACTABICHUIO  IIOJYYEHHBIX  pE3yJbTaTOB  pEUICHUS
ONIPEAEIECHHON TEMBL.

TeMbl TOKIIa10B, COOOIIEHUH

13.

CobecenoBanue

CpencTBo KOHTPOJIS, OpTaHU30BaHHOE KaK ClIeHaIbHAs
Oecena nmpenoiaBaTes ¢ 00y4arIUMCcs Ha TEMbI, CBSI3aHHBIE
C H3y‘IaeM0ﬁ HHCHHHHHHOﬁ, " paCCUUTAHHOC HAa BBISICHCHUC
00BEMa 3HAHUH 00yYaroIIerocs 1Mo ONnpeAeICHHOMY pa3/ieny,
TeMe, IpolJIeMe | T. II.

Bormpocs o Temam / pazaenam
IUCLUILINHBI

14.

TBopueckoe 3ananue

YacTruHO periiaMeHTHPOBAHHOE 3a[aHne, UMEIOIIee
HECTaH/IaPTHOE PEUICHNE U MO3BOJISIIOIIEe JUATHOCTUPOBATH
YMEHMsI, UHTEIPUPOBATh 3HAHUS PAa3IMYHBIX 00acTeH,
apryMEeHTHUPOBAaTh COOCTBEHHYIO TOUKY 3peHus. MoxkeT
BBITIOJTHATHCS B MHIUBUTyaTbHOM TMOPSIIKE UITH TPYIIION
00yJaronmxcs

Tembl TpynnoBbIX W/NUIN
WHJIMBUYaIbHBIX TBOPUYECKUX
3aJaHuN

15.

Tect

CpencTBo KOHTPOJISI, HAIIPAaBJIEHHOE Ha IPOBEPKY YPOBHS
OCBOEHUSI KOHTPOJIMPYEMOI'O TEOPETUUECKOTO U
MPAKTUYECKOr0 MaTepuaa 1o AUJaKTHYECKUM eIMHULIaM
JUCLUIUIMHBI WK IpodeccuoHanbHoro Moayis. Cucrema
CTaHaPTU3NPOBAHHBIX 33IaHHH, TO3BOJISFONIAs34
ABTOMATHU3UPOBATh NPOLENYPY U3MEPEHUS YPOBHS 3HaHUN U

DoHI TECTOBBIX 3aJaHUN




YMEHHI 00YJarOIIuXCst

16. Occe CperncTBo, MO3BOJIAIOLIEE OLEHUTh yMeHHME oOydaromierocs | Temaruka scce
NUCBMEHHO M3Jaratb CyTh IIOCTAaBJICHHOM MpOOJIEeMBI,
CaMOCTOSITEJIbHO TPOBOJIUTh aHAJIU3 ITON MPOOIIEMBI.
17. [TpakTuyeckue paboThl | DTO 3ajaHusA, C T[OMOIIBIO KOTOpBIX Yy Yydammuxcs | Bunsl: HabmroneHue, u3MepeHue,
(IpaKTHYECKOE 3aJaHKe) bopMHpYIOTCS M Pa3BUBAIOTCS NPABUWIBHBIE MPAKTUYECKHE | ONBIT, KOHCTPYUPOBAHHE H Ip.
JefcTBus. 3aJaHus  JUId  [PAKTHYECKUX
pabort

18. JlaGopatopHbie paboThI OTO NpoBENCHME YYalIMMUCA [0 3aJaHUI0 TNpernogaBarens | 3ajaHus Jias  J1a00opaTOPHBIX
OMBITOB C HCIOJB30BaHMEM MPHOOPOB, TPUMEHEHUEM | paboOT
MHCTPYMEHTOB U JIPYTUX TEXHUYECKUX MPUCIIOCO0JICHU.

19. Tpenaxep TexHUYECKOE CPEICTBO, KOTOPOE MOXKET OBITh HCIIOJIb30BaHO | KomrutekT 3amanuii aiist paboThl
JUIsl KOHTPOJISl IPHOOPETEHHBIX CTYIEHTOM Ha TpeHaxepe
npo¢eCCHOHATBHBIX HABBIKOB M YMEHUH TI0 YITPABICHHIO
KOHKPETHBIM MaTepHUaIbHbIM 00bEKTOM

20. OT4eThl O NpaKTUKaM CpenctBo  KOHTpoJis,  Mo3BoJstomias — oOywaromemycs |Buasl pabor u  3amaHus Ha
IPOJIEMOHCTPUPOBATh OOOOIEHHBbIE 3HAHMS, YMEHHUS U | ydeOHYI0 M MPOU3BOICTBEHHYIO
NPaKTUYECKHd  OMBIT,  NPUOOpPETEHHBIE 32  BpEMs | MPAKTHKY
OPOXOXKJIEHUS Y4eOHOW M TNPOU3BOJCTBEHHOW IPAKTHK.

OTueTsl 1Mo MPaKTHKaM TO3BOJISIFOT KOHTPOJIMPOBATH B IEJIOM
ycoenne OK u IIK o6o3nauennbix B [ITICC3.
21. KonrenT-ananms AHaIM3 1 OlIeHKa B COOTBETCTBUU C KPUTEPUSIMH JJOKYMEHTOB | [lepeueHs TOKyMeHTOB
JOKYMEHTalluU (’KypHaJIOB TEOPETUYECKOT'0 U MPOU3BOACTBEHHOIO O0YUYEeHHUS, | MOAJIeKAIINX aHAIN3Y,
XapaKTEPUCTHK, TBOPYECKUX pabOT, THEBHUKOB M OTYETOB 10 | KPUTEPHUU OLIEHKH
npaktuke, BKP u np.), cBunerenscTByromux o6 ypoBHe
KOMITETEHTHOCTH 00YJaromerocs.
22. Habmonenue WNucTpyMeHT cOopa nHpopmanuu A ycraHoBieHus GpaktoB | Llenb, 00bexThl HaOMI01eH!S,
oOpaser mcTta Jist
(uKcupoBaHMS PE3yIbTATOB
HaOJIIOIeHU
23. 3anaHue Ha BKP | IlepeueHpr OCHOBHBIX BONPOCOB, KOTOpble myDKHBI ObITh | BKP mo cnenmansnoctu CI1O
(IMIIOMHBIH IIPOEKT, | pacCKphIThl B paboTe, a TAaKKe YKa3aHUs HAa OCHOBHbBIE




TUTUTOMHAst paboTa)

MH(POPMALMOHHbBIE HCTOYHUKH.
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