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I. HACITIOPT ®OHJA OHEHOYHBLIX CPEJACTB

1.1 O6aacTh NpUMEHeHus

@oH/ OLEHOYHBIX CPEACTB NpPEAHA3HAYEH MJIi KOHTPOJIS M OLEHKH O0pazoBaTeIbHBIX
JOCTIDKEHUH 00y4aroImuxcs, OCBOMBIIMX Mporpammy ydeOHoi maucuurumabel OI1.08 «OcHOBBI
JIeJIONPOU3BOCTBA» CPETHETO MPO(ECCHOHATBHOIO 00pa30BaHUs B IIpeieiax.

VYyeOHast AUCIUILTNHA, B COOTBETCTBHHU C YU€OHBIM IUIAHOM 3aBepliaeTcs AudQepeHInpoBaHHBIM
3a4E€TOM.
KOMIIIEKT KOHTPOJIBHO-OLIEHOYHBIX CPEACTB IpPEIHA3HAYEH UId IPOBEPKU PE3YJIbTAaTOB
ocBoeHust auctuIuinHbl OI1.08 «OCHOBBI 1€0MPOU3BOACTBAY B YAaCTH OBJIAJICHUS CIEAYIOIIUMHU
3HAHUSMH, YMEHHUSMHU:

B pesynbrare 0OCBOCHUS AUCHUILTUHBI 00YYaIONIHICS TOKEH

yMmeTb: OQGOPMIIATH JOKYMEHTAllMIO B COOTBETCTBHM C HOPMAaTHBHOW 0a30i, HCIONB3YS
UH(POPMALIMOHHBIE TEXHOJIOTHH;

OCYIIECTBIISATh aBTOMATU3AINI0 00PabOTKH IOKYMEHTOB;

YHU(DUIUPOBATH CUCTEMbI TOKYMEHTALIUY;

OCYIIECTBIIATh XPaHEHUE U TIOMCK JJOKYMEHTOB;

OCYILECTBIISATH ABTOMATU3ALIMI0 00pabOTKH JOKYMEHTOB;

HCTIONIb30BATh TEIEKOMMYHHUKAIIMOHHBIE TEXHOJIIOTHH B 3JIEKTPOHHOM JTOKYMEHTOOOOPOTE.

3HATh:

HOHSTHE, LIEJIN, 3a]]a9H U TIPHHIUITBI IeTIONPOU3BOICTRA;

OCHOBHBIC MOHATHSA JOKYMEHTAI[HOHHOT'O 00ECTIEYeHHUS yIIPABICHHUS;

CHCTEMBI JJOKYMEHTAIMOHHOTO 00ECIICYCHUS YIIPaBICHHUS;

KJIAaCCHU(PUKAIIUIO TOKYMEHTOB;

TpeOOBaHMS K COCTABICHUIO U 0()OPMIICHHIO JOKYMEHTOB;

OpraHu3alfio JIOKYMEHT0000poTa: mpHeM, O0O0padOTKy, PpEerucTpanuio, KOHTPOJIb, XpaHEHHE
JOKYMEHTOB, HOMEHKJIATYpy 1€l



II TPOOEAYPA U METOJUKA KOHTPOJIA YCIIEBAEMOCTH U
OINIEHUBAHMUS PE3YJIBTATOB OCBOEHUS ITPOI'PAMMBI IMCHUIIJINHBI

2.1 Ilepeyenb KommneTeH Ui, GopMHPYEeMBIX B IpoLecce N3y4YeHHUs M CIUIIIMHBI
OI1.08 «OcHOBBI 1€J10TIPOU3BOACTBA)

@DOoH/1 OLICHOYHBIX CPEJICTB IMO3BOJIAET OLIEHUBATH TAK)KE OCBOCHHUE YaCTH CJIEIYIOIIUX
00IIKX U TPOeCcCHOHATBHBIX KOMIIETEHIINH, INYHOCTHBIX Pe3yJIbTaTOB:

OK 0l1. BeiOupare cnocoObl pemeHuss 3aga4  NTpoPecCHOHAIBHONW  IESTEIBHOCTH
NPUMEHHUTEIBHO K Pa3IMYHBIM KOHTEKCTaM;

OK 02. Hcnonws3oBaTh COBpPEMEHHBIE CpEICTBAa MMOKMCKA, aHalW3a W HMHTEpPHpETaluu
uHpopMauu U HMH(POPMAIMOHHBIE TEXHOJIOTUM [UIS BBIOJHEHHS 3a7ad MpodecCHOHATbHOU
NEeSITEIbHOCTH;

OK 03. I[lnanupoBaTh U pEaIM30BHIBATH COOCTBEHHOE MPO()ECCHOHAIBHOE U JIMYHOCTHOE
pa3BUTHE, MPEANPUHUMATEILCKYIO NEATEIbHOCTh B MpoQeccHOHANbHON cdepe, HCIOIb30BaTh
3HaHUS MO0 (PMHAHCOBON 'PAMOTHOCTH B PA3ITUYHBIX )KU3HEHHBIX CUTYAIHIX;

OK 04. DddexTrBHO B3aUMOICHCTBOBATH U pabOTaTh B KOJUICKTUBE U KOMAaH/IE;

OK 05. OcymiecTBiasTh YCTHYIO M IHCbMEHHYI0 KOMMYHHUKALIMIO HA FOCYAaPCTBEHHOM SI3bIKE
Poccutiickoit deneparuu ¢ y4eToM 0COOCHHOCTEH COIMAIbHOTO U KYJIBTYPHOTO KOHTEKCTA,

OK 06. IIposiBisATh rpa’kJ1aHCKO-NAaTPUOTUYECKYIO MO3UIMIO, JEMOHCTPUPOBATH OCO3HAHHOE
MOBE/ICHHE Ha OCHOBE TPATUIIMOHHBIX OOLIEUYETOBEYECKUX ILIEHHOCTEHW, B TOM YHCJIE C yYETOM
rapMOHHU3ALUN MEKHAIMOHATIBHBIX W MEXKPEIUTHO3HBIX OTHOLICHUH, NPUMEHATh CTaHIapThI
AQHTUKOPPYILUOHHOTO MOBEICHNUS;

OK 07. ConeiicTBOBaTh COXpaHEHUIO OKPYKAIOLIEH cpelibl, pecypcocOepeKeHnI0, TPUMEHSTh
3HaHUS 00 W3MEHEHWHM KIWMara, TMPUHIUIBI OEPEeKIUBOrO TMPOU3BOJCTBA, 3PGHEKTUBHO
JIEUCTBOBATH B YPE3BbIUYANHBIX CUTYaLIUAX;

OK 08. Hcnosnbp3oBaTh cpeAcTBa (DU3WUYECKON KYJIBTYPHI JJISI COXPAHEHUS U YKpEIJICHUS
3I0pOBbsI B TIpoliecce MpopecCUOHATBHON AESTEIbHOCTH M MOAJIEPKaHUS HEOOXOIUMOTO YPOBHS
buznyecKoil MoAroTOBIEHHOCTH;

OK 09. Ilonb3oBarbcsi mpoecCHOHATBPHOW JOKyMEHTalMed Ha TroCylapCTBEHHOM H
MHOCTPAHHOM $SI3bIKAX.

[1K 1.1. OcymiecTBasTh IPUEM — Mepeavy ypaBIeHIECKOW HHPOPMAIIMH C TIOMOIIBIO CPEICTB
UH(OPMAIIMOHHBIX U KOMMYHHUKAITMOHHBIX TEXHOJIOTHH.

[1K 1.2. KoopauaupoBath paboTy IPUEMHON PYKOBOAUTEISI, 30H NMPHUEMa Pa3IuIHBIX KaTerOpUid
MOCETUTEIIEN OpraHU3alrH.

[1K 1.3 Bragetp HaBbIKaMU TJIAHUPOBAHUS Pab0YETo BpEMEHH PYKOBOJIUTENS U CEKpETapsl.

[IK 1.4 OcymiecTBisITh IOATOTOBKY AEJIOBBIX IO€3/10K PYKOBOAMUTENS U IPYTMX COTPYIHUKOB
OpraHu3aIyu.

[IK 1.5 Brnagets cnioco6amu opraHu3anuy pabovero NpocTpaHcTBa MPUEMHON U KaOMHETa
PYKOBOAMTEIS

IIK 1.6 OcymecTBasTh paboTy MO MOATOTOBKE U MPOBEACHNUIO KOH(PEPEHTHBIX MEPOTIPHUITHH,
o0ecnieunBaTh HH(POPMALIMOHHOE B3aUMOJICHCTBUE PYKOBOJUTENIS C TOAPA3AeICHUIMU U
JIOJKHOCTHBIMHM JIMLIAMHA OpPTaHU3aluu.

[1IK 1.7 OdopmiaTs OpraHu3aIuOHHO — PACTIOPSAIUTEIbHBIC IOKYMEHTHI H OPTaHU30BbIBATh PabOTy
C HUMH, B TOM YHCJIE C UCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

[IK 1.8 OdopMisaTh TOKyMEHTHI 110 JJHYHOMY COCTaBY U OpPTraHW30BBIBaTh padOTy C HUMHU, B TOM
YUCJIE C UCTIOIb30BAHNEM aBTOMATU3UPOBAHHBIX CUCTEM.

[1K 1.9 Opranu3oBsiBaTh TEKYIIEee XpaHEHUE TOKYMEHTOB, 00pa0OTKY JIeJ1 AJIT ONEPaTUBHOTO U
ApXMBHOT'O XPAaHEHHUS, B TOM YHCJIE C UCIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

[1K 2.1. OcymiecTBasTh KOMIUIEKTOBAaHUE apXUBHBIMU JIeIaMH (JOKYMEHTaMHU) apXHUBa
OpraHu3aIiu.

[1K 2.2. BecTu yuet apXuBHBIX A€l (HIOKYMEHTOB), B TOM YHCJIC C UCIOJIb30BAHUEM
ABTOMATU3UPOBAHHBIX CUCTEM.

[1K 2.3. OcymiecTBasATh XpaHEHHE apXUBHBIX JIEJ (IOKYMEHTOB) C IIOCTOSTHHBIM CPOKOM XpaHEHUS
Y 10 JINTYHOMY COCTaBY B apXHUBE OPraHHU3ALUU.

[1K 2.4. OcymiecTBasTh XpaHEHHE, KOMIUIEKTOBAHUE, YUET M UCIIOJIb30BaHUE JIe]T (JOKYMEHTOB)
BPEMEHHOI'0 XpaHEHUSs



[1K 2.5 OcymiecTBasTh UCIIOIb30BAHUE APXUBHBIX /1] (IOKYMEHTOB), B TOM YHCIIE C

UCIIOJIb30BAHUEM aBTOMATHU3UPOBAHHBIX CUCTEM.

KonTponbHble 3aaH1sI BKIIOYAIOT TEOPETUUECKHIE BOIIPOCH U PeLlIeHUE 3a7a4u (Mpu HATUYUH) B
uje KpaTkoi (hOpMyIUPOBKY JACUCTBUN (I€ATETHHOCTH ), KOTOPHIE CIEAYET BBITOIHUTD, HIIH
MUCaHUe pe3ysibTaTa, KOTOPbIH HYKHO MOJIYYHUTb.

[IpoMexyTouHass  aTTecTallds OCBOSHUS  JUCHUIUIMHBI  MPOBOJUTCS B (dopMme
b depeHIMPOBaHHOTO 3auéTa, KOTOPBIM MpeciaeyeT 1edb OLIEHUTh OCBOCHHE 00pa30BaTeNIbHbIX
pPe3yNbTaToB MO AUCHUIUIMHE. Y CIOBUSAMU JoNycka K quddepeHIpoBaHHOMY 3a4éTy SBISIOTCS
MOJIOKUTEIBHBIE PE3yIbTaThl TEKYIIUX aTTECTAIMA W BBHIMOJHEHHBIE pedepaTsl, KOHTPOILHBIC,
CaMOCTOSITENIbHBIE U MTPAKTUYECKHE PAOOTHI IO BCEMY KypCy Y4eOHOUH TUCIUTIINHBI
2.3 O0mas npouenypa U CpOKHU NMPOBeIeHUS OLEHOYHBIX MepPONPUSTHIA

OrnenuBanue pe3yabTaToB 00yueHus oOydarommxces no aucuumuinae Ol 08 «OcHoBBI
JIEJIONPOU3BO/ICTBA» OCYLIECTBISETCS MO PETIaMEHTY TEKYIIEr0 KOHTPOJS U MPOMEKYTOUHON
aTTecTaluu.

Tekymuii KOHTPOJIb B CEMECTpPE MPOBOJAUTCS C IEIbI0 OOECIIEYCHHUS] CBOEBPEMEHHOM
oOpaTHOW CBSI3U, M KOPPEKIUU OOy4YCHHs, AKTUBH3AI[MM CaMOCTOSTEIbHOW pPaOOTHI
oOydJaronmxcs.

Texymuii KOHTPOJIb OCYIIECTBISETCS ABa pa3a B CEMECTp MO KalleHAapHOMY rpaduxy
yueOHOro npoiiecca B paMKax MpoBeIeHUsI KOHTPOJIbHBIX TOUEK.

@OpMBI TEKYILETO KOHTPOJIS 3HAHUMN:

- YCTHBIN OMpoc;

- MIUCBMEHHBIN OIpPOC;

- TECTUPOBAHME;

- BBIIIOJIHEHHE U 3aIIUTA IPAKTUYECKUX
pabor;

-BBITIOJIHEHUE TIPAKTUYECKUX 3aJIaHHIH,
- HalMCaHue JOKJIaI0B

- peeparos;

- KOHTpOJIbHAs paboTa.

[TpopabGoTKka KOHCIIEKTA JICKITUH U y4eOHOUM JIUTEepaTyphl OCYIIECTBIISICTCS O0YyJaIOIIMMUCS B
TEUYEHHUE BCErO CEMECTPa, MOCIIe U3yYCHHUS HOBON TEMBI.

3amuTa TPAKTUYECKHX MPOU3BOAUTCS OOydYaloOmUMCST B JIeHb WX BBIIOJHCHUS B
COOTBETCTBUU ¢ MIaHoM-TpadukoM. [IpenonaBatens NpoBepsieT NPABUIBHOCTH BBIMOJIHEHUS
NPaKTUYeCKOH paboThl OOydYalOIIMMCS, KOHTPOJIUPYET 3HAaHHE OOYyYaroIUMCS MPOHAEHHOTO
MaTepuaia ¢ HOMOIIbIO KOHTPOJIBHBIX BOIIPOCOB MU TECTUPOBAHMUS.

OneHka KOMIIETEHTHOCTH OCYIIECTBISIETCS CIEAYIOIMKUM 00pa3oM: MO0 OKOHYaHHH
BBITMIOJTHEHUS 3aJjaHus 00yJaromuecs: opOpMIISIIOT OTYET, KOTOPBIN 3aTeM BBIHOCUTCS Ha 3aiuTty. B
MPOLIECCe 3alIUThI BBISBISETCS MH(GOPMaLlMOHHASE KOMIIETEHTHOCTh B COOTBETCTBUU C 3a/laHUEM Ha
MPAaKTUYEeCKOW pabOoThI, 3aTeM TMpenojaBaTeieM JaeTcsi KOMIUICKCHAsl OIeHKa JesATeNIbHOCTH
CTY/ICHTA.

BrICOKYI0 OIlEHKY MOJy4yaroT OOydaroluecs, KOTOphle MpU MOATOTOBKE MaTepuana st
CaMOCTOSITENILHOM pabOThl CyMENH CaMOCTOSITENIbHO COCTaBUTh JIOTHUECKHHA IUIAH K TEeMe H
peanu3oBaTth €ro, coOpaTb JOCTaTOYHBbIA  (pakTHUeCKWil  MaTepuan, I[OKa3aTb  CBS3b
paccMaTpuBaeMoil TeMbl C COBPEMEHHBIMH MpobieMamMu HayKH M OOIIECTBA, CO CHELHATbHOCThHIO
CTYJCHTa U KaKOB aBTOPCKUI BKJIa/l B CUCTEMATHU3AIUI0, CTPYKTYPHUpPOBaHUE MaTepHaa.

OneHka KayecTBa TOJATOTOBKM HA OCHOBAaHUM BBIMOJHEHHBIX 3aJlaHUN  BeAeTcs
npenogaBaressiM (¢ 0OCYXJICHHEM pe3yJbTaToB), Oalllbl HAYUCISAIOTCS B 3aBUCHMOCTH OT
CJIOKHOCTH 3aJJaHUsl.

Jlnsa onpenenenns GakTHUECKUX OLIEHOK Ka)JI0ro OKa3aTelsl BHICTABISIIOTCS CIEAYIONUE
OaJLIBI

dakTrueckue 6aIbl 32 OTBET Ha TeopeTnueckuii 610k — ot 0 1o 50 6aymoB

[MonroroBka u yyactue B mpakTHUecKuX 3aHATUSAX — oT 0 1o 30 Gamos.

[ToaroToBka moknana u npeseHTaruu — ot 0 10 20 6amios.



OOyuaromuecs, TPOMyCTUBILIUM 3aHATUS U HE OTBETUBIINM I10 TEMaM 3aHITHM, 0Ol
0aJ1 1Mo TeKyIeMy KOHTPOJIo cHbkaeTcs Ha 10% 3a kaxaplil yac mpomycka 3aHsATHH.

OOyuvaromumcs, TPOSBUBILIKUM aKTUBHOCTh BO BpeMS MPAKTHUUECKUX 3aHATHH, 00Iui 6ast
10 TEKYIIeMY KOHTPOJIIO MOKET ObITh yBenuueH Ha 10-15%.

OreHka KayecTBa MOATOTOBKH 110 Pe3yIbTaTaM CaMOCTOSITEIBHON pa0OThl 00YJarOIIHXCsl
BEJETCS:

1) mnpemomaBareneM — OILEHKa TIyOWHBI TPOPAOOTKM MaTepuana, paluoOHAIBHOCTh U
coJiepkaTenbHasi EMKOCTh MPEACTABICHHBIX UHTEIUIEKTYaIbHBIX IPOAYKTOB, HaJM4Ue KPEaTUBHbBIX
AJIEMEHTOB, MOJATBEPKAAIOIINX CAMOCTOSTENBHOCTD CYXKACHUH 10 TEME;

2) Tpynmou — B X0/1€ 00CYXIACHUS MPEACTABICHHBIX MaTEPHUAIIOB;

3) CTYIEHTOM JIMYHO — IIyTEM CaMOaHaIN3a JOCTUTHYTOrO YPOBHS MOHUMAHHUS TEMbI

NTOroBbIil KOHTPOJIH OCBOCHHS YMEHUS U YCBOCHHBIX 3HaHMI AucuuIuiiabl OI1.02
«OCHOBBI J€IONPOU3BOJICTBAY» OCYIIECTBISAETCS MyTeM IudpepeHIupOBaHHOrO 3aueTa. Y CII0BUEM
normycka K auddepeHIHpOBAaHHOMY 3a4eTy SIBISICTCS IMOJIOKHTENbHAS TEKyIas aTTecTarus Mo
BCEM MPaKTHUYECKUM paboTaM y4yeOHOW AHUCLUUIUIMHBI, KIIOUYEBBIM TEOPETUYECKHUM BOIPOCAM
JTUCLUTIITUHBI.

B xonie cemectpa mpoBoauTcs nuddepeHIpoBaHHBINA 3a4eT 11O BOMPOCAM 10 BCEM
MPONJECHHBIM TEMaM.

2.3.1. KOHTpPO/IbHO-0LI€eHOYHbIE MATEPHUAJIbI JJIsl IPOMEKYTOUHON aTTecTAlul
1o y4eOHOM IUCHUININHE

[TpomerxyTouHas aTTecTanus NpOBOIUTCA B (POpME TECTOBOTO 3aJaHHsI U COCTOUT M3 2-X
3TaIloB.

[TepBblif 3Tan 6azupyercs Ha UCMOIB30BAHUU 3alaHUI-TECTOB, HAIIEJICHHBIX HA MPOBEPKY
YCBOGHHUS TEOPETUYECKOT0 MaTepuana. TecToBoe 3aJaHue JUIsl KakJI0ro 00ydarolierocs siBisieTcs
WHIUBHIyaJIbHBIM U coaepKuT 40 Borpocos. Ha kaxmoe TecToBoe 3a1aHNE NPUBOIUTCS HECKOJIBKO



BapUaHTOB OTBETOB, BKIJIFOYAs ITAJOHHBIN. DK3aMEHYEMBIH JOJKEH BBIOPATh OJWH TMPaBUIIbHBIN
OTBET.

Cucrema OILIEHMBaHMSI CTPOMTCS HAa TOM, 4YTO BCE BOMNPOCHl TECTOBOIO 3aJaHUS
PaBHO3HAYHBI IO CJIOYKHOCTU U OJIMHAKOBO BIIMAIOT HA PE3yJIbTUPYIOUIYIO OLEHKY; OTBET Ha BOMPOC
MOKET OBITh IN0O MOJHOCTHIO MPABUIBHBIM, JIMOO MOJHOCTHIO HEMPABUIBHBIM.

[lo OKOHYaHMM TECTUPOBAHMS BBICTABISAECTCA PEKOMEHJyeMas OLEHKa, BbIIACTCS
UTOTOBBIA OTYET. B OTYET BKIIFOYAIOTCS BOIMPOCH C HEMPABUIBLHBIMH OTBETAMH W BOMIPOCHI 0€3
otBeToB. Ha BLINTOTHEHNE TECTOBEIX 3aMaHui OTBOIUTCS 60 MuH.

[Ipennaraemblie TeCTOBBIE 3aJaHUS UMEIOT CIEAYIOLIUE BUABI U (POPMBI:
3aJaHusl ¢ BBLIOOPOM OTBETA;
3aJjaHUs Ha YCTAaHOBJICHUS MOCJIEeI0BaTEIbHOCTH;
3aJjaHUs Ha YCTAaHOBJICHUS] COOTBETCTBUS;
3aJjaHusl, TpeOYIOLIEe OTKPHITOrO OTBETA.
OneHnBaHUE MPOUCXOAUT MO NATHOAILHON cucTeMe. Kputepuu olleHKH TeCTUPOBAHUS:
40 npaBUIBHBIX OTBETOB — OTIUYHOY
36 mpaBMIIbHBIX OTBETOB — «XOPOLIO»
32 nmpaBWIBHBIX OTBETA — «yIOBJIETBOPUTEIHLHOY
MeHee 30 paBUIIbHBIX OTBETOB — «HEYIOBIETBOPUTEILHON.

Bropoii sTan nmpoBoAUTCA B BUJIE BBINOJIHEHUS MPAKTUUYECKUX 3aJaHUi M0 0hOpMIEHUIO U
COCTABJICHUIO OCHOBHBIX BHJIOB YIPABJICHUYECKUX JOKYMEHTOB, HAIIPaBIEHHBIX Ha MPOBEPKY
YCBOEHHUS MPAKTUYECKUX YMEHHH.

Kpurepun o1ieHKH MpaKTUYECKUX 3a1aHUi (CUTYaI[MOHHBIX 331a4):

10 6ay10B: BHICTABJISETCA 00YyUAIOMIEMYCs, €CIU OH TIyOOKO M MPOYHO YCBOWJI MaTepuas
Kypca, CBOOOJHO CIIPABISIETCS ¢ PEIICHHEM CHUTYAIlMOHHOW 3a7auu, HE 3aTPYIHSIETCS C OTBETaMU
Ha JIOTIOJTHUTENbHBIE BOMPOCHI TIPH BUIOM3MEHEHUH 3a/1a4yu. [IpaBMIIbHO 00OCHOBBIBACT MIPUHSITHE
pelleHus, BIaJeeT Pa3HOCTOPOHHUMHU HaBbIKAMH M IMPUEMaMHU BBIMOJIHEHHS] MPAKTUYECKOTO
3aJlaHus;

8 OasnoB: BrICTaBisIeTCs OOydaromeMycs, €CiId OH TBEpAO 3HAeT MaTepuan Kypca,
IPaMOTHO, HE JOMYyCKas CYIIECTBEHHBIX HETOYHOCTEH B PEIICHUU 3a/1ayM, MPABUIBLHO MPUMEHSET
TEOPETUYECKHE TOJOXKCHHS TPU DPEIICHUH, BIAJeeT HEOOXOIUMBIMH HaBBIKAMH U TMPHEMAMHU
BBITMIOJTHEHUS;

6 OGanuioB: BbICTaBIIsIeTCS OOyYalOUIEMYCs, €CIM OH HMMEET 3HaHHS TOJbKO OCHOBHOTO
MaTepuaia, HO HE YCBOWJ €ro Jerajei, JOMyCKaeT HETOYHOCTHU IpHU BBHIIOJHEHUM 3aJaHus,
HEJOCTAaTOYHO TPaBUIbHBIE (OPMYIMPOBKH, HAPYIICHHS JOTHYECKOW IOCIEIOBATEILHOCTH B
0 OpMIIEHUH JJOKYMEHTA, UCTIBITHIBAET 3aTPYAHEHUSI IPU BHIOJIHEHUH 3aJaHUS;

2 OamioB: BBHICTaBJISETCS OOydYaroIIeMycsi, KOTOPBIM HE 3HAaeT 3HAYMTEIBHOM YacTh
IpPOrpaMMHOTO MaTrepuala, IOMYCKaeT CYIIECTBCHHbIE OIMIMOKH, HEYBEPEHHO, C OOJbIIMMH
3aTPYJHEHHUSIMH peIllaeT MPAKTUYECKYI0 3aJady WM HE CHpaBIsSeTCs C HEW CaMOCTOSITEIBHO.
[IpencraBneHHBINH TPOEKT OPOPMIICHUS JOKYMEHTA HE COOTBETCTBYET TPEOOBAHUSIM.

MakcumanbHOE KoarmdecTBo 6amioB — 50.

OO0OoOodg



KOMIUVIEKT MATEPHAJIOB UIS1 OUEHKH OCBOEHHBIX YMEHUH A
YCBOEHHbBIX 3HAHUH ITO JUCIIUIIJIMHE

OI1.08 «OcHOBBI 1€JIONPOU3BOACTBA)

Kommrext KOHTPOJIbHO-OOCHOYHLIX CPCACTB BKIHOYACT B ce0s neaarorudeCKue
KOHTPOJBbHO-USMECPUTCIIBHBIC MaTCPUalIbl, MPECAHA3HAUYCHHBIC NJIA OMPEACIICHUSA COOTBETCTBUA (I/IJ'II/I
HGCOOTBCTCTBI/I}I) HHAWBUAYAJIbHBIX O6pa30BaTeJII>HI>IX JOCTIDKEHHI OCHOBHBIM IIOKa3aTelIsIM
PE3YIBTATOB IMOATOTOBKH.

3.1 Tekymmii KOHTPOJIb

KonTposnbable MeponpusTus TEKYIIEro KOHTPOJISI BKJIIOYAIOT B ceOsl MpOBEICHUE
TECTUPOBAHUS U YCTHOTO OIPOCA, PEIICHHUE 3a/a4.

THnoBbie KOHTPOJIbHBIC 3aJaHUA H KPUTCPUHU OLICHUBAHUA:

Yemmuouii onpoc:

JlaiiTe onpeneneHne MOHIATHIO JOKYMEHTOO00pOT?

Hepqu/ICHI/ITC OCHOBHBIC PCKBU3UTHI JOKYMCHTA

Kak 1 nmo xakum npusHakaMm KJIacCUPHUIUPYIOTCS JOKYMEHTBI?

Haznauenue PaCIOpAANUTCIIBHBIX TOKYMCHTOB

KakoBa npouenypa cocraBieHust 1 0popMIICHHSI paCIOPSAUTEIbHBIX TOKYMEHTOB?
HA30BHUTE 00JIACTh MPUMEHEHUS UH()OPMAIIMOHHO — CIIPABOYHBIX IOKYMEHTOB?
KaxoBbl 0cOOEHHOCTH pabOThI ¢ KaIpOBBIMHU TOKYMEHTaMH?

NNk Wb =

Kpumepuu oyenku:

IIpu onieHKE yunuTHIBaCTCS:

1) cTeneHb cCaMOCTOATETLHOCTH CTYICHTA;

2) ero yBepeHHOCTb;

3) 00beM MpeIOCTaBICHHOTO MaTepuaa;

4) 4eTKOCTb U TPAMOTHOCTD U3JI0KEHUS;

5) ucuepIbIBaONINE OTBETHI HA JOIOIHUTEIbHBIE BOIPOCHI

OneHkH «5» U «4» CTaBUTCS TOJIKO B TOM ciydae, KOTrJa CTYACHT HE JOMYCTHII OIMOOK WU
JOMyCTUII, HO uchpaBuil omuOKy. Ilpu sToM BBIOOp OIHONM M3 OIEHOK NPH OJUHAKOBOM YpPOBHE
OTBETA ONPEIEIAETCSA CTENEHBI0 YETKOCTH Y IPAMOTHOCTH U3JI0KEHHUS MaTepHalla, IOJIHOTHl OTBETA
Ha MOCTAaBJICHHBIE JTONIOJIHUTEIbHBIE BONPOCHL. ECIM CTyIEHT HE BiIaJceT OCHOBHBIMU MOHITHIMM,
Y HE pacKpbli BOIIPOC, CTABUTCS OLEHKA «3» - yIOBIETBOPUTEIBHO.

TunoBbie KOHTPOJIbHBIC 3aJaHUA H KPUTCPUHU OLICHUBAHUA:

TectupoBaHue MPOBOAUTCS € LIEJIbIO KOHTPOJISI OCBOCHHBIX 3HaHUU U yMeHui. Hannmune komuccuu
He TpeOyeTcsl.

Bpewms BbinonHenus 3aganuii — 60 MUHYT.
ObopynoBanue — 6ymara, pyuka.



Tecmupoesanue

1. Cucrema 10KYMEHTAIMH — ITO COBOKYMHOCTH JIOKYMEHTOB,
NpUMeHsIeMbIX:

a) B cdepe ynpaBieHHUS;

0) B Kakoi-1100 chepe AeTEIBHOCTH,

B) B JaHHOM YYPEXKJICHUU;

') B KOHKPETHOM CTPYKTYPHOM MOpa3AeIeHUH.

2. Ha kos1ernaibHOM OCHOBE M3/1AaK0TCH:

a) OCTaHOBJICHNS,

0) pHUKa3bI 0 OCHOBHOW JIESTEIILHOCTH;

B) IIPUKa3bl 110 JINYHOMY COCTaBY;

I') CIPaBKH.

3. [IpoeKT npukasa mo JUYHOMY COCTABY
rOTOBHUTCSI:

a) Ha4aJIbHUKOM KaHLEJSIPUU;

0) HAaYaTLbHUKOM OTJIelIa KaJpoB;

B) IOPUCKOHCYJIBTOM;

I') CEKpeTapeM.

4. ITucbMo, copep:kalee CoOOLIEHNE 0 KAKOM-JIN00 (paKkTe Win
MEpONPUSITHH, IPONAraHANpYolIee AeATeJbHOCTh KaKOH-I1100
OpraHu3anyu, HA3bIBaeTCs:

a) pa3bsACHEHUEM;

0) UH(POPMAITMOHHBIM;

B) HAIlOMUHAHUEM,;

') TapaHTUHHBIM.

5. Ilpuem Ha padoTy NPOU3BOAMTCH HA OCHOBAHUH:
a) pacrnopspKeHUs HadallbHUKA OT/AeNa KaJpoB;

0) JINYHOTO KeJaHus pabOTHHKA;

B) JIMYHOTO 3asIBJICHUS PAOOTHHKA;

r) aBrobuorpaduu.

6. ITucsMeHHOE cOTJIAlIEHUE MEKIy OPraHHu3alueil 1 YACTHBIM JIUIOM 00
YCTAHOBJIEHMHU TPY/AOBBIX OTHOIIEHUIT HA3bIBAETCS:
a) TPYJOBBIM KOHTPAKTOM;

0) KOMMEpUYECKHM KOHTPAKTOM;

B) KOMMEPUYECKHUM JIOTOBOPOM.

7. ABTOoOHOrpadus cocTaB/isieTcs C HeJbIO:

a) MouckKa padoThI;

0) TPyAOYCTpOICTBA;

B) YCTAHOBJIEHHUS JTUYHOCTH;

I') 3aBECTU TPYAOBYIO KHHKKY.

8. Ciry:xe0Hble MUCbMA HEe UMEIOT PEKBU3UTA

a) pe3OJIIOLIHS;

0) Ha3BaHUE BUJIA,

B) CChIJIKA HA UHJCKC U JaTy;

') OTMETKa 00 UCTIOJIHUTETIE.

9. IlouToBBIN a7pec B PeKBU3UTE «ajpecar»
yKa3bIBaeTcs:

a) BO BCEX JIOKYMEHTAaX;

0) pa30BOMY KOPPECIIOHCHTY;

B) BBIICCTOAMIUM OpTraHU3alUusaM;

') OpraHaM BJIACTU W yNPABICHHUSA.



10. Cranpaprusanus:

a) MPOILIeCC YCTAaHOBJICHUS U IPUMEHEHHUsI 00pa3I0B, ITAIIOHOB;
0) mporiecc MpUMEHEHHUsT YHUPHUITUPOBAHHBIX (HOpM
JIOKYMEHTOB;

B) MPOLIECC YCTAHOBIICHUS MPaBHJ 00paOOTKU TOKYMEHTOB;

I') IPOLIECC PETUCTPALUU TOKYMEHTOB.

11. YcraB 10puan4yecKoro Juma

YTBepKAaeTCs:

a) opraHamu rocyJapCTBEHHOH BJIaCTH;

0) yupenuTeNnsimMu,

B) BBIIIECTOSAIICH OpraHu3aIuei;

I') aKIIMOHEPAMH.

12. JlokymMeHT, aipeCcOBAHHbIN PYKOBOAUTE/I0 U HHPOPMUPYIOIIMIA €ro 0 CJI0KUBIIEHCs

CHUTYallMH, CO/IeP KAl BHIBO/ABI U NMPEAJI0KeHUSI AaBTOPA, HA3BIBAETCS:
a) CIIy’)kKeOHOH CIIpaBKOW;

0) cy>keOHO 3aIHCKOM;

B) JIOKJIaTHOU 3aITUCKOM;

') OOBSICHUTEIHLHOM 3aITUCKOM.

13. IIpaBoBOii aKT, U3AaBaeMblii WJIH YTBepKJAaeMblii B IHeJAX YCTAHOBJIECHUS NPAaBHJI,
PeryJiupyolux Opranu3aiuoHHble, PMHAHCOBbIE HJIH ClleHHAIbHbIE CTOPOHBI AeATeJIbHOCTH
YUpeKIeHUil, Ha3bIBACTCS:

a) [lonoxenuem;

6) Uuctpykuueii;

B) YKazaHueM;

r) YcTaBoM.

14. IleyaTb10 YA10CTOBEPSAIOTCH:

a) MUChMa-TIOATBEPKICHHUS;

0) mucbMa-TpUTIIaeHIS;

B) TapaHTHUIHbBIC TTHCHMA,

I') IUCbMAa-IPETEH3NN.

15. JIuvyHoe 1es10 pa0OTHUKA 32aBOJAUTCH HA OCHOBAHUM
HAJTHYHSL:

a) MpHUKasa Mo JUYHOMY COCTaBY;

0) TPYAOBOM KHUKKU;

B) B OyXTrajTepuu JUIEBOTO CUeTa O 3apabOTHOM

Tiare;

I') pe3IOME.

16. JInyHasi KapTO4YKAa 3aBOAUTCH HA PA0OTHHUKOB, IPUHATHIX HA
paodory:

a) OCTOSIHHYIO;

0) BpEeMEHHYIO;

B) IIOCTOSIHHYIO U BPEMEHHYIO;

') B OpTaHax.

17. CBou nosxejJaHusA 0 J0JKHOCTH U cepe 1eATeIbHOCTH PA0OTHUK
yKa3bIBaeT:

a) B aBToOHoOrpaduy;

0) B pe3rome;

B) B 3asBJICHUU;

I') B IPUKa3e MO JUYHOMY COCTaBY.

18. Y4er 00bemMa 1OKyMEeHT0000pOTa Be/leTcs € LebIo:

a) KOPPEKTUPOBKH 3arpy3KHu MOApa3aesieHUd U pabOTHUKOB;

0) 1715 IpelOCTaBICHUS OTYETA B BBIIIECTOSIIYIO

OpraHU3aIMIo; B) IS PEAOCTABICHHS OTYETa B OyXTaJITEPUIO;

T) Ul IPEIOCTAaBJICHUS OTYETa B a[IMUHUCTPALIHIO.



19. /lesi0 — 3TO JOKYMEHTBI:

a) TI0 OJIHOMY BOIIPOCY WJIH YYACTKY JEATESIbHOCTH;
0) OJTHOTO CTPYKTYPHOTO MOJpa3/IeIeHHUS;

B) C OJMHAKOBBIM CPOKOM XPaHEHUSI, IOMEIICHHEIE B OHY
00JIOXKKY;

T') 110 JUYHOMY COCTaBY.

20. I'pynnupoBKa JOKYMEHTOB B /1€J1a B COOTBETCTBHY ¢ HOMEHKJIATYPOIi e
Ha3bIBaeTcs:

a) yHu(uKanue;

0) cucremMaTHu3aluei;

B) popMHpOBaHUEM;

') CTaHIapTU3AIUEH.

21. [lesia yueOHbIX 3aBeieHU GOPMUPYIOT:

a) 3a KaJeHIapHBIN TOT;

0) 3a mepuoj 00ydeHus;

B) 3a Y4COHBIN TOII;

T) 3a TpU roja.

22. JKCcnepTHAS KOMHCCHS

aeicTByeT:

a) MIOCTOSTHHO (B TEUCHHE T'0J1a);

0) B KOHIIE TO/a MPU MTPOBEACHUHT

9KCIIEPTH3HI,

B) EpUOIUYECKH (pa3 B KBapTa);

T') BBIOMpaeTCs B HayaJie YeTBEPTOTO KBapTaa.

23. Jlena MOCTOSIHHOTO CPOKA XPAHEHMS CAAIOTCSH B
apXuB:

a) 1O OIUCH;

0) 10 IEPEYHIO;

B) 10 HOMEHKJIATYPE;

T') IO BEIOMOCTH.

24. K cucteme OPJI He oTHOCSATCS:

a) OpraHu3alMOHHbIE IOKYMEHTBHI;

0) puHAHCOBBIE TOKYMEHTHI;

B) HOpMaTUBHBIE JJOKYMEHTHI,

') TOKYMEHTBI 10 KaJpaM;

25. Ilo cioco0y puxcanum J0KYMEHTbI AeJIATCS
Ha:

a) rpaduUecKue;

0) TUTIOBEIE;

B) CJIOKHBIE;

T') CITy’)KeOHBIE.

26. Jlenonpon3BOACTBO paccMATPUBaeT YHU(GUIINPOBAHHYIO
cucTeMy:

a) GUHAHCOBOM M OTYETHOM TOKYMEHTAIIHH;

0) OpraHU3aIMOHHO-PACTIOPSAIUTEILHON TOKYMEHTAIINH;
B) OAaHKOBCKOM JIOKYMEHTAIIUH;

') OTYETHO-CTATUCTHUYECKOHN TOKYMEHTAIIUH.

27. Opuan4ecKyro CHJIy TOKYMEHTY NMPUIaeT:
a) Tpud coraacoBaHus;

0) rpud yTBEpKICHUS,

B) PE30JIIOLUs PYKOBOJUTENS;

T') BU3a COTJIACOBAHUS.



28. HopmaTuBHBIe aKTBbI, ONpeeJsA0IMe NOPAI0K 00pa30BaHusl, CTPYKTYPY,
GyHKUMHM, KOMIIETEHIIUIO, 00SI3AHHOCTH ¥ OPraHU3AUI0 PadoThl, HA3LIBAIOTCS:
a) TMOJIOKECHHEM;

0) ycTaBowm;

B)UHCTPYKLMEN;

I') LITATHBIM PaCIIUCAHHEM.

29. JIOKyMeHT, COCTaBJEHHbII HECKOJbKMMH JULIAMU JIS OATBep:xkAeHnsi GaKkToB
WIN COOBITHIA, HA3BIBACTCH:

a) CIIPaBKO;

0) TOKJIATHOM 3aIMMCKOM;

B)CITY>K€OHOM 3alMCKOM;

') aKTOM.

30. Perienne npuHUMAaeTCsl HA OCHOBE:

a) eIMHOHAYAITHS;

0) KOJJICTHAJIbHOCTH;

B) YCTHOT'O PaCHOPSKEHHS aIMUHUCTPALINN;

') TOKYMEHTA BBIIIECTOAIIECH OpraHu3aIiu.

31. IloompeHne padOTHUKOB IO Pe3yJbTATAM J€ATEIbHOCTH

0TMeYaeTcs:

a) MPUKa30M 10 OCHOBHOM J1€ATEIbHOCTH;

0) IpPHUKA30M TI0 JIMYHOMY COCTaBY;

B) pacropsDKEHUEM;

') aKTOM.

32. 3asiBiIeHne pekoMeHayeTcs: 0pOpMIIATH HA JIMCTe Oymaru
¢popmara:

a) A4,

0) AS;

B) A3;

r) A6.

33. Ecaiu Bce COTPYAHUKH J0JKHBI MMETh BO3MOKHOCTH 03HAKOMJIEHUS C JIOKYMEHTAMM
B 2JIEKTPOHHOM opMe, BBOAUTCH NAPOJIb:

a) ISl YTCHUS,

0) J1s1 TIOJTHOTO JIOCTYTIA;

B) JJIsl YACTUYHOTO I0CTYTIA;

T') HE BBOJMTCS.

34. PekBU3UTOM Ha3bIBAETCS:

a) IIEMEHT OPUIMATIBHOTO TIOKYMEHTA;
0) S7eMeHT JTI000T0 TOKYMEHTA,

B) HH(OpPMAIIMOHHAsI OCHOBA IOKYMEHTA;
T') 3JIEMEHT OTPEICTICHHOTO JOKYMEHTA.

35. YcranoBute coorBercTBHe. HOMeHKIaTYypa MOKeT ObITh:

1) Tunosas; 1) cocTaBnsieTcst COTpYJHUKAMH CITY>KObI JOKYMEHTAITHOHHOTO
obecreyeHns: OpraHu3aly ¢ IPUBJIEUYCHUEM PYKOBOJCTBA CTPYKTYPHBIX
MOJpa3IeJICHUI

2) uHAMBUAYyallbHAs; 2) HOMEHKJIATYypa JeJl yCTaHABIUBAET COCTaB /1€, 3aBOJAUMBIX B
J€JIOTIPOU3BOJICTBE OAHOTUITHBIX OPTaHU3aLUM, U ABJISETCS HOPMATHUBHBIM
JOKYMEHTOM

3) mpumepHasi; 3) ycraHaBIMBAET IPUMEPHBIN COCTaB A€, 3aBOJAMMBIX B
JeJI0TIPOU3BOICTBE OPTaHU3aALMi, HA KOTOPBIE OHA PacIPOCTPAHSAETCs], C
YKa3aHHMEM UX MHJIEKCOB, 1 HOCUT PEKOMEHAATEIbHBIN XapaKTep.



36. lonoJIHUTE NpeIJI0KEeHUe:
OKV ]I — O6mepoccuiickuii kinaccupukaTop

37. JonoaHATE MPEAJIOKECHHIE:
VYcraB opranuszanuu — NpaBoBOi
aKT

38. BcraBbTe nMpomnyiieHHbIe B TEKCTE CJI0BA
B npoTokomne KakIbIii MyHKT TOBECTKH JTHSI PACTIUCHIBACTCS (CTPOUTCS) MO CXEME:
, , .

39. YcTaHOBHUTH COOTBETCTBHE MEKIY TEPMHUHAMM U X COJEPKAHUEM

1) llocTanoBJieHHue 1) MpaBOBOM aKT, U3AaBAEMbIl €IMHOIUYHO PYKOBOJUTENEM TJIaBHBIM
00pa3oM KOJUIETHAIIBHOTO OpraHa rocy1apCTBEHHOTO YIPaBICHUS B
LEJSIX Pa3pelIeHus ONePaTUBHBIX BOIIPOCOB

2) llpuka3s 2) MpaBOBOM aKT, MPUHUMAEMBIN BBICIIIMMH M HEKOTOPHIMHU
LHEHTPAIbHBIMH OPTaHAMH KOJUJIETHAIIBHOTO YIIPABJICHUS B LIETSAX
paspenieHus Hanbosee BaXKHBIX U MPUHIUITHAIBHBIX 32/1a4

3) Pacnopsizkenne 3) IpaBOBOM aKT, U3/1aBAEMbIIl pyKOBOJIUTENIEM, AEHCTBYIOIMM Ha OCHOBE
€IMHOHAYAJIUS B LIEJISAX PAa3pEIICHUs] OCHOBHBIX M ONEPaTUBHBIX 3a/ad4,
CTOSILIUX TIepe]l OpraHn3aIuen

4) Pemenne 4) mpaBOBOH aKT, MPUHAMAEMBII B KOJUIETHAIIEHOM ITOPSJIKE B TIEISX
paspenieHus Haubosee BaKHBIX BOIPOCOB BO BPEMsI COBEIIAHHUIA,
coOpaHnuii
U T.J.

5) Yka3zanueS) MpaBoBO# aKT, W3/1aBaeMblii OpraHaMH rOCYJJapCTBEHHOTO YIIPABJICHHS;
MUHUCTEPCTBAMU; BEJOMCTBAMU; OpraHU3aIMsIMU 10 BOIIPOCaM,
CBSI3aHHBIM C MPOLECCOM UCIOJIHEHUS MPUKA30B, UHCTPYKIIUN U APYTUX
JIOKYMEHTOB.

40. YcTaHoBHTE NOCJI€I0BATEILHOCTD ITANOB 00Pa00TKH BXOASAIIMX TOKYMEHTOB:

nH(pOpPMaMOHHO-CIIpaBoOYHAas paboTa;

KOHTPOJIb UCITOJIHCHU S TOKYMCHTOB,

perucrpans T0KyMEHTOB;

PacCMOTpPEHHE TOKYMEHTOB PYKOBOJICTBOM OPTraHHU3aLMU U PYKOBOJUTEISIMU CTPYKTYPHBIX
MOJpa3/ICJICHHI;

IpUEM MOCTYNAIOIUX JOKYMEHTOB, UX IepBOHAYaIbHasg 00paboTKa;

AO0CTaBKa NOKYMCHTOB 11O HA3HAYCHUIO,

OTIIpaBKa JOKYMCHTOB.

OneHnBaHUE MPOUCXOAUT TI0 MATHOAIHLHON cucTeMe. KpuTepuu OeHKN TeCTUPOBAHUS:
40 paBUIIBHBIX OTBETOB — «OTJIIMYHO»
36 mpaBUIIbHBIX OTBETOB — «XOPOIIOY»
32 npaBWIBHBIX OTBETA — «yIOBJIETBOPUTEIBHOY

MeHee 30 paBUIIbHBIX OTBETOB — «HEYIOBIETBOPUTEIILHON.




ImaioHvl OMEen 06 K NPUMEPHOMY RePeUHI0 MeCH08blX 3a0aHUIL

Knrou k mecmoewvim 3a0anuam

16 116 218 316
2a 128 22 a 32a
36 136 23 a 33a
46 148 246 34a
58 15a 25a 352-1
6a 16 B 266 36 ynpaBiaeH4YECKOW JOKYMEHTALUH
76 176 276 37 onpenenstonyii CTpyKTypy, QYHKIIUN U TTpaBa MpeIIpUsTus,
OpraHu3aIMH, YUPEKICHUSI.
806 18 a 28 a 38 ciymianu, BEICTYUIH, TIOCTAaHOBHIIN
96 19a 29r 391-3
2-1
3-2
4-4
10a 20B 306 40
1. mpuem nmocTynaroumx J0KyMEHTOB, UX NIEpBOHaYaIbHAs 00paboTKa;
2. jocTaBKa JOKYMEHTOB IO Ha3HAYEHUIO;
3. paccMOTpeHue TOKYMEHTOB PYKOBOACTBOM OPTaHHU3AIUU U
PYKOBOJIUTENSAMHU CTPYKTYPHBIX MOApa3IeICHUN;
4. peructpaius J0KyMEHTOB;
5. naopmaInmoHHO-CIIpaBoOvYHas padoTa;
6. KOHTPOJIb UCTIOTHEHUS JIOKYMEHTOB;
7. oTIIpaBKa JOKYMEHTOB.




3.2 [IpoMe:xyTOYHASI ATTECTAIUA

Ilepeyens BonpocoB k auddepeHIUPOBAHHOMY 3a4eTy QU CHUTIIUHBI
OI1.08 «OcHOBBI 1€JI0NIPOU3BOACTBA

1. B xakux ciyyasix Ha JOKyMEHTaX He MPOCTaBIseTCs PeKBU3UT «MecTo coCcTaBiICHUS WU
U3JIaHUS TOKYMEHTa.

2. B kakux cimyyasix Ha JOKYMEHTaxX He mpocTaBisieTcs pekBU3UT «HanmeHoBaHue Buaa
JIOKYMEHTay.
. B uém npeumyiiecTBa aBTOMaTU3UPOBAHHOM CHCTEMBI KOHTPOJISI HCTIONIHEHUS JOKYMEHTOB.
. st kakux e cocTaBiisieTcss BHYTPEHHSS OIKCh.
. JInst KakuX TOKYMEHTOB HE MCITOIB3YETCs OOITUi OJIaHK.
. JJOKYMEHTBI 110 TMYHOMY COCTaBy. XapaKTEPUCTHUKA.
. JIOKyMeHTBI 110 IepcoHany. XapakTepUCTHKA.
. JlocronHCTBa aBTOMaTU3UPOBAHHON CUCTEMBI PETMCTPALIUU TIOKYMEHTOB.
. Kak Bu3upyroTcs ucxonsuue 10KyMEeHTHI.

10. Kak ocyiiecTBisieTcsi BA3UPOBAHUE BHYTPEHHUX JOKYMEHTOB.

11. Kakue nena, mpenHa3HauEHHBIC IS CA4M B apXUB, TOJICKAT TOTHOMY 0(hOpMIICHUIO?
KaKHe — YaCTUYHOMY.

12. Kakue onepariu BKJIIOYaeT MPOIIECC MOTHOTO OPOpMIICHUS ACIT IS CIaYd B apXHB.

13. Kakue pa3mepsl 1moJieit ToMKHbI UMETh OJaHKH JJOKYMEHTOB.

14. Kakue cBeieHUs BBOISTCS AaBTOMAaTUYECKH B PETUCTPALIMOHHYIO KaPTOUKY.

15. Kakum 06pa3zoM BU3HPYIOTCS HCXOAIINE TOKYMEHTHI.

16. Kem moanuchIBatOTCS UCXOAIIUE TOKYMEHTHI.

17. Kt0 ycraHaBiIMBaeT TUIIOBOM CPOK MCIIOIHEHUS JOKYMEHTA. IHINBUIyalbHBIM CPOK
VICIIOJIHEHUS IOKYMEHTA.

18. Haznauenue pexsusura «Koxa opranuzanuny». O01acte NpuMEHEHHUS.

19. Homenknarypa nen. Buabsl HOMEHKIIATYp A€.

20. OnepaTtuBHOE XpaHEHHE JOKYMEHTOB. Buapbl.

21. Onpenenenue nousatus «HoMmenknarypa nemn». Buasl HOMEHKIATYp U ©X OCOOCHHOCTH.

22.  Omnpenenenne NoHATUs «PeKBU3UTY. MaKkCUMaJIbHOE KOJIMYECTBO PEKBU3UTOB,
MPUMEHSIEMBIX NTPH 0(hOPMIICHUH TOKYMEHTOB.

23. OpraHu3anoHHbIE JOKYMEHTHI. Xapakrepuctuka. [Topsaok opopmieHus.

24. OcHOBHBIE ONEpaINH Mporecca 00padOTKU BXOSIIUX JOKYMEHTOB.

25. OCHOBHBIE 3Tanbl KOHTPOJISI UCIIOJIHEHUS IOKYMEHTOB.

26. OCHOBHBIE 3TaIbI IOATOTOBKYU JTOKYMEHTOB K apXUBHOMY XPAHEHHUIO.

27. OCHOBHBIE ATaNbl padOTHI C UCXOIANTUMHU JOKYMEHTAMHU.

28. OcHOBHBIE 3Tanbl padOTHl C BHYTPEHHUMHU JOKYMEHTaMH.

29. OcobeHHOCTH cocTaBleHUs B 0DOPMIICHHS OyXTalTEPCKUX JOKYMEHTOB.

30. Ilepeuncnute 0COOEHHOCTH M TOCTOMHCTBA XPaHEHHs TOKYMEHTOB B 3JIEKTPOHHOM BH/IE.

31. IlepeuncnuTe NpU3HAKH, 10 KOTOPBHIM OCYILIECTBISETCS TPYNIUPOBKA IOKYMEHTOB B JEJI0.

32. IloaroroBka JOKYMEHTOB K apXMBHOMY XpaHEHHI0. OCHOBHBIE ITAIlbI.

33. TlonsTHe «10KyMeHTO000pOoT». OCHOBHBIC (PYHKITUU JEIOMPOU3BOICTBEHHOTO
00CITy>)KUBaHUSI.

34. ITopsimok onpeneneHus: CpPOKOB XpaHEHUSI TOKYMEHTOB.

35. IlpaBuia ohopmiieHust TaOIHIIBI.

36. [IpaBuia cocTaBieHHs CIIYKEOHOTO MUChMa. Pa3HOBUAHOCTH CITY>KEOHBIX IMHCEM.

37. IlpaBunia GopMHpPOBAHUS €.

38. [IpeacrarieHue yHU(PUIIMPOBAHHBIX TEKCTOB B BUC aHKETHI; Tpadapera. [Ipumepsr.

39. IlpuBeaute onpeeneHue NOHATHI: «MHPOPMAIU»; «TOKyMeHT». Kiaccudukarms
YIpaBIE€HYECKUX JOKYMEHTOB.

40. PacniopsimuTensHble TOKYMEHTHI. XapakTepuctuka. [lopsnok odhopmiieHus.

41. PexBuzut «Anpecar». OcoOeHHOCTH 0(OPMIICHHUSL.

42. PexBusut «Bu3sbl cornacoBanus 1oKkymMeHTa». O0IacTh MIpUMEHEHHUS.

43. PexBuzut «I'pud cornmacoBanus nokymenta». Cocras. OgopmieHue.

44. PexBuzut «'pud yrBepkaeHus ToKyMeHTay. [IpaBuia mpocTaBiaeHus IPU YTBEPKIACHUN
JOKYMEHTA JI0JKHOCTHBIM JIMLIOM. PacriopsiiuTenbHbIM JOKYMEHTOM.

45. PexBusut «/lata mokymenTa». OcoOeHHOCTH OQOpMIICHUSI.

46. PexBu3UT «3arojoBoK K TeKCTy». [IpaBuna opopmieHus.
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47. PexBuzut «HanmeHnoBanue Buaa JokyMeHTay. [IpaBuia opopmiueHus.

48. PexBuzut «OT™MeTKa 0 KOHTpoJiey. [IpaBuna opopmiieHus.

49. PexBu3ut «OTMETKA O HATMYUH [TPUIIOKEHUI».

50. PexBusut «PeructpaimoHHblii HOMEp JOKyMeHTa. [IpaBuiia mpocraBieHus Ha
BHYTPEHHUX JIOKYMEHTAX, UCXOJAIIUX TOKYMEHTaX.

51. PexBusut «Pe3omonusy. [lopsaok opopmieHus.

52. PexBuzut «OMmbnema opranuzauun». [Ipasuna opopmieHus.

53. Cesznbiit TekcT. [Ipumepsr. O0IacTh TPUMEHEHUS.

54. CuctemMbl TOKyMEHTalluU. Y HUPHUITMPOBAHHBIC CUCTEMBI IOKYMEHTaluH. J{ocTOMHCTRA.

55. CnpaBouHO-MH(POPMALIMOHHBIE TOKYMEHTHI. XapaKTepHCTUKA

56. ®opMbI IpEACTABICHHUS YHU(PUITUPOBAHHBIX TEKCTOB JOKYMEHTOB.

Kpurepum onenku:
OLICHKA «OTJMYHO» BHICTaBJISETCS CTYICHTY:
- €CJIM OTBET IOJIHBIN U TTPaBUJILHBIN HA OCHOBAHWU W3yYE€HHOTO MaTepHaa,
- MaTepHan HN3JI0KCH B OHp@I[GJIGHHOfI HOI‘H‘IGCKOﬁ oCJIICA0BAaTCIbHOCTH, HI/ITepaTypHBIM SI3BIKOM,
- OTBET CAMOCTOSITENLHBIN;

OIICHKA «XO0POII0» BLICTABIISACTCA CTYACHTY:

- €CJIM OTBET MOJHLINA U HpaBHHBHBIﬁ Ha OCHOBAHUHU U3YYCHHOI'O MaTCpuaia,

- MaTcpuall U3JI0KCH B OHpGI[CJICHHOfI JIOTUYECKOM MOCJICAOBATCIIBHOCTHU, TP 3TOM JJOMYIICHBI
ABC-TpU HECYIICCTBCHHBIC OI_HI/I6KI/I, HCITPABJICHHBLIC I10 TpCGOBaHI/IIO npenoaaBaTeCJIiAi,

- HOTpGGOBaJIaCB moMouib nmpenoaaBaTeis;

OLCHKA «YAIOBJETBOPUTECJIbHO» BBICTABIIACTCA CTYACHTY:

- €CIIM OTBET MOJIHBIN, HO TIPU 3TOM JIOMYIIEHa CYIIECTBEHHAs OMMUOKa MM OTBET HEMOJIHBIH,
HECBSI3HBIN;

- OLIEHKA «HEeYy10BJIeTBOPHUTEJbHO» BbICTABISETCS CTYAEHTY, €CIIM OTMEYAIOTCS TAKHE HEIOCTAaTKU
B MOJTOTOBKE YYEHHKA, KOTOPHIE SIBIISIIOTCS CEPHE3HBIM MPEMATCTBHEM K YCIEHIITHOMY OBJIAJECHUIO
MOCIEAYIOIUM  MaTepualioM, pelIeHHe He COOTBETCTBYET HHU OJHOMY U3 KpPUTEPHUEB,
MEPEUYHCIICHHBIX BBIIIIE.



JAundpepennupoBannbiii 3a4et no gucuuiinae OIL.08 «OcHOBBI 1€J10IPOU3BOICTBAY
1 BapmaHT

1. Mudopmanus ¢ peKBU3UTAMH, 3a(pMKCHPOBAHHASA HA MATEPHATBHOM HOCHTeJIe HA3bIBAaeTCH:
A.TOKyMEHTOOOOPOT
b. nokymeHnT
B. nenonpounsBoacTeo
I'. noxymeHnTupoBanue

2. TOCT P 7.0.97-2016 ycTanaBJuBaeT cjeayomiee KOJN4eCTBO PEKBU3UTOB:

3. Kakoii 10KyMeHT BXOJUT B CHCTEMY OPraHU3ANMOHHO - IPABOBOI JOKYMeHTAIUM ?

A. monoxxcHue
b. 3asBinenue
B. pemenue
I'. cpaBka

4. Kakoii pexBusut HE Bxoaut B cocraB ¢gopmyJsipa - oopasua IPUKA3A?

A. BUJ TOKyMEHTa
b. noamnuce
B. agpecar
I'. nata noxymeHTa

5. Kakoii neyatnio 3aBepsieTcsi NOANMCH PYKOBOJAUTEJISA HA OPraHU3AUMOHHO -NIPABOBbIX
AOKYMEHTaxX npeanpusaTus’?

A. TIeuaThIo OTJeINa KaapoB

b. repOoBoii meuaTsio OpraHu3amm
B. meuatsio Oyxranrepuu

I'. meyatbro TSI CIIPaBOK

6. Oo0s3arenbHblil 31eMeHT OPOPMJIEHUS opuumaibHOro 10KyMeHTA:

A. undopmanus

b. pexBuzut

B. noxymeHT

I'. opunuansHbIl JOKYMEHT

7. Ha noxkymeHTe paspeniaercsi MPpOCTABJATH He OoJiee:

A. omHOro aapeca
b. Tpex agpecon

B. aByx aznpecos

I'. geTbIpex anpecoB

8. CoBOKYNHOCTH JOKYMEHTOB, 0TPAKAKIIUX PACTOPAIUTEIbHYIO A1eTeJIbHOCTh — 3TO

A. OTYETHBIE TOKYMEHTBI

b. uapopmMaImoHHO-CIpaBOYHbIE JOKYMEHTHI
B. pacriopsimuTensHbIe JOKYMEHTHI

I'. opranu3anoHHbBIE TOKYMEHTHI



9. B kakoM cayuyae npaBuibHO opopmiieH pekBU3UT «llognuce) Ha OJ1aHKe TOKyMeHTa?

A. dupexTtop mKoisl Ne 25 ITerpor B.A.
b. dupexrop mKoms! [Tetpos B.A.
B. dupekrop B.A. Iletpos
T'. IletpoB B.A. Hupextop

10. OTpacib aesTeJJbHOCTH, 00eceYnBAKIIAsA JOKYMEHTUPOBAHNE U OPTaHU3AIM IO
padoThl ¢ 0PULIHMATIBLHBIMA TOKYMEHTAMM:

A. TOKYMEHT0000pOT
b. nenonpou3BoicTBO
B. nokymeHt

I'. noxymeHTHpOBaHUE

11. Kakasi yacTh TeKCTa NPUKa3a ABJIsSETCH 00A3aTeJIbHOM?

A. BBOJIHAsl KOHCTaTUPYIOLIAs
b. pacniopsiaurenbHas

B. n3nararomas

I'. npunynutensHas

12. JlIokyMeHTBbI, KOTOpPbI€ U3IaHbl BHYTPH YUYPeKICHUSA U OTIPABJIECHbI B LEJIsIX
HCIMOJHEHHUs MUChbMEHHBIX YKA3aHU HAa3bIBAKOTCH:

A. NCXOISIIMMH JOKyMEHTaMU
b. BXopammMu 1oKyMeHTaMu
B. nepenuckoit

I'. nepexoasiue

13. Korna PACIIOPAIUTEJIBHBIE nokymeHTHI BCTYyNalOT B CHJILY?

A. c MOMEHTA WX MTOAMMCAHUS U PETUCTPAIIH

b. c MOMeHTa X JOBEACHUS 10 CBEACHUS UCTIOTHUTEIIS
B. ¢ MoMeHTa X OITyOJIMKOBaHUS B TICUaTH

I'. ¢ MOMeHTa UX IPOUTECHUS

14. lokymeHT, co31aHHBbIH BHe c(epbl ero cay:ke0Hoii 1eATeJJbHOCTH WIN BbITIOJIHEHUS
0011eCTBEHHBIX 00513aAHHOCTEH:

A. TMYHBIN TOKYMEHT

b. opranuzaiimoHHbIN JOKYMEHT
B. ounmansHelil JOKyMEHT

I'. paciopsiinTeNBHBIN JOKYMEHT

15. JIuer Oymaru ¢ 3apaHee BOCIIPOU3BeI€HHbIMU PEKBU3UTAMHU, COAEPKAIIMMU
NMOCTOSTHHYI0 HH(OpMALNIO 00 OPraHU3aLMUU - aBTOPE 0T UMEHHU KOTOPOr0 JOKYMEHT
U3/1aeTCs:

A. OmaHk

b. dopmymsp — obpazen
B. tabmuna

I'. ankera

16. Korna OPTAHU3ALIMOHHBIE noxkyMeHTbI NPUOOPETAIOT IOPUAMYECKYIO CHITY?

A. moclie uxX NoamucaHus

b. nocine ux yrBepxaeHus
B. mocne ux Bu3MpoBaHus
I'. mocne ux cornacoBaHus



17. CBenenus o quuax, npeaMerax, paxkrax, cOObITHIX, ABJEHUAX U MPoLeccax
He3aBUCHUMO OT GOPMBI UX MPeACTABIEHUS:

A. undopmanus

b. pexBuzut

B. noxymeHTt

I'. opurmansHbIi JOKYMEHT

18. Ilepuoa pa3BUTHA COBETCKOIO /1€JI0NPOU3BOICTBA:

A. 19051917 rr.
Bb. 1917 — 1991 rr.
B. 1905 - 2000 rT.
I'. 1991 - 2012 rr.

19. K10 noanuceiBaer 3ASBJIEHUE?

A. pyKOBOJUTENb OpraHU3aIuu

b. coctaBuTEeNnH

B. pykoBOAHUTENH CTPYKTYPHOTO TTOAPA3ICTICHIS
I'. urcnexTop Mo kaapam

JAundpepennupoBannbiii 3a4et no Aucuuiinae OIL.08 «OcHOBBI 1€J10IPOU3BOICTBAY
2 BapHMaHT

1. Kakue PACIHHOPAAUTEJIBHBIE nokyMeHTBI H31aI0TCA HA OCHOBE €IMHOHAYAIUA?

A. mpukassl
b. mocranoBnenus
B. peumienue
I'. ykazanus

2. Yro siBAsETCA JATOH MPOTOKOJIA?

A. naTta moamucaHusi IPOTOKOJIA
b. nara 3acenanus

B. nara peructpanuu

I'. nata mpouteHus

3. IlepBblii HJIHM eAUHUYHBIA IK3eMILISIP 0(PHMIHMAIBHOIO JOKYMeHTA:

A. IOJUIMHHUK JOKYMEHTa
b. otmyck

B. mybmukar

I'. BBIIIIICKA M3 TOKyMEHTa

4. Ecau Bam He00X0AUMO NPUIVIACUTH OPTAaHU3ALNIO WM J0LKHOCTHOE JIUIO HA
coBelllaHue, BCTpedy, Bbl cocTaBure:

A. miuchrMO-pUrianieHue

b. conpoBoauTEnsHOE MUCHMO
B. nucemo-noaTBepxKacHUE
I". noroBopHOE MUCHEMO



5. Kakoii 10KyMeHT npeaycMaTpuBaeT 00si3aTesibHOE BeleHue KaJapoBoil
JOKYMEHTAIMU?

A. I'paxxnanckuit Konexc Poccuiickoit @enepanyn

b. Konctutynus Poccuiickoit @enepanun

B. Ilocranosnenune Coseta MunnuctpoB Poccmiickoit @enepammm «O BeACHUH KaApOBOi TOKYMEHTAITHH B
yupexaeHusx Poccuiickont denepanum»

I'. Tpynosoit Kogexc Poccuiickoit deneparu

6. /lesronpon3BoacTBO — 3TO:

A. IpaBHIbHOE OQOPMIICHHE TOKYMEHTOB

b. cTpykTypa ynpasneHus Tpyaa

B. opranuzanus 10cTaBKU TOKYMEHTOB

I'. oTpacnp gesTenpsHOCTH, 0OECIIeYnBAOIIas JOKYMEHTHPOBAHNE H OPTaHU3AIHIO PabOTHI C OQUITHATEHBIMA
JIOKyMEHTaMH

7. Kaxkoil JoKyMeHT u31aéTcs pyKOBOAUTEeM OPraHu3aliy B HeJsIX paspeleHust
OCHOBHBIX U OIIEPATHBHBIX 3a1a4?

A. pacniopsbKkeHHe
b. npukaz

B. yxazanue

I'. mpencraBnenue

8. Jleao —3To0:

A. CoBOKYITHOCTh JJOKYMEHTOB

b. CriettnaibHO 0(OpMIIEHHBIE METOUUECKHE TIOCOOUS
B. JlokyMeHTBI pa3nuyHoro Xapaxkrepa

I'. CoBOKyMHOCTH IPUHLIMTIHATIBHBIX MaTEPUAIIOB

9. /0o/:KHOCTHASI HHCTPYKUMS — ITO:

A. noxymeHrt, uznaBaemoliit [IpaButensctBoM Poccuiickoit @enepanuu B HEsIX periaMeHTaluu
OpraHU3aIMOHHO-TIPABOBOTO MOJIOKCHHS pa0OTHHUKA

b. noxymeHT, u3gaBaeMbIil Opranu3anueil B Hesx periaMeHTalul OPraHu3alliOHHO-TIPABOBOTO TOJIOXKEHUS
paboTHUKa

B. moxymeHT, m3gaBaeMBbIii OpraHru3ampel, B KOTOPOM PETIaMEHTHPYIOTCS YCIIOBUS TPY/A M OTIbIXA
paboTHHKA

I'. noxymeHT, u3gaBaeMbIil Opranusaiyeil, B KOTOPOM perJaMeHTUPYETCS pa3Mep JTOJKHOCTHOTO OKJIafa.

10. KT0 npoBoauT 3KCNEPTU3Y JOKYMEHTA?

A. pyKOBOJIUTENb OpraHU3aIuu

b. cexperapp uiu 1e10MPON3BOAUTEND
B. skcniepTHas koMuccus
I'.npencraButens Apyroi opranu3anuu

11. I'ne xpaHsATCA 1eJ1a 110 UCTEYEHUU CPOKA TEKYLIEro XxpaHeHus?

A. B apXuBe OpraHu3aLIH

b. y pykoBoauTess opranu3alyiu

B. y cekpetaps pykoBoaUTEN OpraHU3ALUN
I'. moanexxaT aHHYIMPOBAHHIO



12. Kakum o06pa3zom GopMUPYIOT JeJ10, €CJIU JOKYMEHTOB 00JIbIle YCTAHOBJIEHHOM
HOPMBI?

A. moamuBaioT BC€ B OAHO ACIO

b. pazgenstor neno Ha TomMa

B. nepyto noanueky GopMupyrot paBaoi 250 nrctam, a BCe OCTaIbHbIE JOKYMEHTBI (POPMHUPYIOT BO
BTOPYIO MOAIIUBKY

I'. cornacHo peneHuI0 pyKOBOJUTENS OpraHu3auu

13. B kakoii yactu crpanuubl 'OCT pexkoMeHayeT NPOCTABJIATH HOMepa cTpaHul?

A. mocepesiiHe BEPXHETO MOJISt
b. nocepenune HIKHETO MO
B. B HI>KHEM mOJIE clieBa

I'. B HHXKHEM moJie cripaBa

14. Kakue ycTaHOBJIEeHbI BADHAHTHI PACIIOJIOKEHNSI PEKBU3UTOB Ha OJ1aHKe?

A. yrJIOBOM U POJOJIbHBIN

b. npoonbHBIN U onepeyuHbIi
B. yrioBoii u nonepeyHslit

I". nonepeyHslil U JUaroHaIbHBIN

15. Kakoii ¢popmat 0ymarn HE ucnosn3yercs s 0J1aHKOB?

A A4
b. A5
B.A6
Al

16. laTta nokymMeHTa opopMIsieTcsi CJIeAyIOIIHM 00pa3om:

A. 1 dpespans 2021
b. 1 despans 21 1.
B. 01.02.21r.
I. 01.02.2021

17. Yto He BXOAMT B COCTAB PEKBU3UTA «IOANUCH»?

0A. mMyHas OAINUCH

b. HaumMeHOBaHWE TOJKHOCTH JIUIA, TOAITMCABIIETO JOKYMEHT
B. ypoBenb 00pa3zoBaHus JTUIA, TIOITUCABIICTO JOKYMECHT

I'. baMuust uIa, HOAMUCABIIETO JOKYMEHT

18. PexkBHU3UT — 3TO

A. 00s13aTETHHBIN JIEMEHT Ha JOKYMEHTE, YCTAHOBJICHHBIA 3aKOHOM
b. cucrema nokymenrtanuu

B. cmyxebHoe morne

I'. pabouee momue

19. I'ne u3HAYAJbHO XPAHWJINCH NlePBbIe BUBI JOKYMEHTOB?

A. B Xpamax B JIapsx

b. BMecTe ¢ cokpoBuIIaMH
B. B roctuHbIX ABOpax

I'. B m36ax



Kuarwou k orBeram nud¢epeHIIHPOBAHHOIO 3a4€Ta MO0 AU CIUIINHE

«OCHOBEI ACJIOIMMPOU3BOACTBA»

Ne Bonpoca 1 BapuaHT 2 BapHaHT
1 b A
2 A b
3 A A
4 B A
5 b r
6 b r
7 I b
8 B A
9 B b
10 b B
11 b A
12 A b
13 A A
14 A A
15 A r
16 b r
17 A B
18 b A
19 b A
CUTYAIIMOHHBIE 3ATAYN
3agauya Ne 1

CocraBbre u BbInonHUTE Ha I[IK mpoTokon 3acenaHusi MHBEHTAPU3ALMOHHOW KOMHUCCHH
3aBOJ1a TA30BOM amnmaparypsbl, Ha KOTOPOM PacCMaTPHUBAJICS BOIIPOC O pe3yJIbTaTax WHBEHTAPU3AIUU
no ckiaxy Ne 2 BcrioMorarenbHBIX MaTepuaiioB. Ha 3acemanuu ObUTO MPUHSITO MTOCTAHOBJICHHE 00
YTBEP)KJICHHH PE3YJIbTATOB WHBEHTApU3AIlMM M OTHECEHHS 3a CYET 3aBEAYIONIETr0 CKJIaIOM
HEJI0OCTaud BCIIOMOTATEIbHBIX MaTepuajoB B CcymMme 365 Thic. pyd., a TakKe 3auydTaHbI
CIIMYMTENIbHAsT BEIOMOCTh 0 CKiaay Ne 2 W OOBSCHHUTENbHAs 3alliCKa 3aBEAYIOIIETO CKIIAIOM.
OcranbHble TaHHBIE OMPEETUTE IO CBOEMY YCMOTPEHUIO.

3agaua Ne 2
CocraBpTe W BbIMOAHUTE Ha [IK wHbOpManmoHHOE THUCHMO O MPOAAKE YACTHBIM H
rOCYIapCTBEHHBIM MPEINPUITUSIM MEPCOHATBHBIX KOMITBIOTEPOB IO JIOTOBOPHOIl CTOMMOCTH H O
BO3MO>KHOCTH IPUHUMATh 3aKa3bl HA COCTABIIEHUE MTPOTPaAMM.

3agaua Ne 3
CocrabTe u BoIoHUTE Ha [TK mpoTokosn o6mero cobpanus pabovnx MpOU3BOICTBEHHOTO
KoomepaTuBa «3amyck», Ha KOTOPOM OOCYXJaics BONPOC O CO3JaHUU TPOU3BOJICTBA
CTPOUTCIIBHBIX MAaTCPUAJIOB JIsI CTPOUTCIILCTBA KUJIBIX JOMOB. Ha C06paHI/II/I 6]:1)13. 3aciIyniaHa
uH(poOpMaIUs MpenceaaTens 0 BO3MOXHOCTH CO3JaHMs TaKOTO I1eXa M MEePCIEKTUBAX €ro padOThHI.
[Tocne obcyxnenus ObUIO MPHUHSITO pEIICHHE MOPYYUTh MPEICeNaTeN0 U €ro 3aMeCTUTEN0 0
CTPOUTEILCTBY B TeUEHHUE 6 MECSIIEB Pa3BepHYTh PAOOTy U BBIACIUTH I ATUX 1ienei 31 MitH. pyo.

3amaua Ne 4
CocraBpTe u BbIONHUTE Ha [IK mpuka3z o0 ocBoOOXaeHWUH Bac OT pabOThl B (pupme
«OpbuTay B CBA3U C EPEE3/10M Ha HOBOE MECTOKUTEIHCTBO.



3amaua Ne 5
CocraBbre u BbinonaHuTe Ha 1K rapantuiinoe nuceMo OAO «Oxocan» OAO «lIporpecc»
00 OKa3aHUM TEXHUYECKOH MOMOIIM B pazpaboTke paboumx yeprexedt HacocHoW cranimu. OAO
«DKOCaH» MPOCUT MPOU3BECTH 3Ty pabOTy HEMOCPEACTBEHHO Ha TUIOIIAIKE.

3amaua Ne 6
CocraBbre u BbImoaHHUTE Ha [IK mpoTOKON MpOM3BOACTBEHHOTO COBEINAHUS PAOOTHHKOB
IJIAHOBO-3KOHOMHYECKOT0 OT/IeNIa 3aB0Jja MEIMLIMHCKUX IIPErapaToB, Ha KOTOPOM ObUT pacCCMOTPEH
BOIIPOC O JOCPOYHOM pa3paboTke miaHa pa3Butus npeanpustus Ha 2015 rox. [locne oOcyxnenus
IPOM3BOJICTBEHHOE COBEILAHME NPUHSIIO pelieHHe pa3paboTaTh IUIAaH Ha JECSITh JHEW paHbIle
YCTAaHOBJICHHOI'O CPOKa. OcranbHble JaHHBIC YKAKUTC CaMOCTOATCIIBHO.
3amaua Ne 7
CocraBbTe 1 BoimoaHuTe Ha [1K npuka3 o6 yBonbHeHUHN Oyxrantepa MBanosoit N.I1.
MEpPEBOIOM B IPYTyIO opraHu3anuio. Hegocraromniye peKBU3UTHI YKaXKUTE CAMOCTOSITENIBHO.

3amaua Ne 8
CocraBpTe u BbemmodgauTte Ha IIK mumcemo-mipocsOy  JIroOupckoit WHKYOaTOpPHO-
HTHHCBOI[‘ICCKOﬁ CTaHIIMU B O6J'IaCTHYIO AAMUHUCTpAOUIO O BBIACICHUU CPCACTB U3 O6HaCTHOFO
Oroxera B cymme 15 MutH. py0. 10 Havaja peaqu3aiuyi MOJIOIHAKA-TITULIBI HACETICHUIO.

3agaua Ne 9
CocraBbte 1 BbinonHuTe Ha [1K mucbMo-mpoch0y 3aKphITOro aKIIMOHEPHOTO OOIIECTBa
((ﬂpOC.HaBMCGCJIL» B KOMHTET BHCIIHEIKOHOMHYECKUX CBS3el AAMUHUCTpaAluN 06HaCTI/I (0]
BBIJICJICHUM JIMIIEH3UU Ha TocTaBKy B YkpauHy 4000 TOHH MeTamia B CBSI3M C 3aKIIOYEHUEM
KOHTpakTa ¢ KueBckuM o0beIMHEHnEM N0 MEXAYHAapOAHOMY COTPYAHHUYECTBY Ha CTPOUTEIHCTBO
ISATHATAXKHOTO 00mexxuTHs B Slpocnasiie. CoriiacHO KOHTPAKTY OIJIaTa BRIIMOJIHEHHBIX padoT OyaeT
POM3BOIUTHCS POCCUMCKUMHU PYOIISIMH U MaTepHaIaMH.

3amauya Ne 10

CocraBbre 1 BbimonHuTe Ha 1K nokmagHylo 3amMcKy TIaBHOTO Oyxraiarepa IUpeKTopy o0
UTOrax pabOoThl MO LEHTPAIM3ALMU PaAcyeTOB € pabouMMHU U CIY)XallMMH 3aBOJa JAM3EIbHOU
anmaparypsl. L{eHTpanu3anus pacdeToB Jana BO3MOXKHOCTh NEPEBECTH Ha JAPYTylo paldoTy MATh
OyXraJTepoB 1LIE€XOB, YMEHBIIUTh OMIMOKM B pacyerax ¢ pabOYMMHM U CIYXAIlUMH, YCHUIHUTb
KOHTPOJIb 32 pacxoaoBaHueM (OHIOB 3apabOTHOM TUTaTHl. B 3akiroueHre HE0OXOIUMO MOCTABHUTH
BONIPOC O TMPEMHUPOBAHUM PAOOTHUKOB OyXrajirepuu, OOECleUYMBAIOIIMX IEpexoi Ha
[ICHTPAJIM30BaHHbIM pacueT 3apaboTHOM IuIaThl 1O 3aBoAy. OcTanbHble JaHHBIE YKaXHUTE
CaMOCTOSITENTBHO.

3amauya Ne 11
Hanummure u Beimonnute Ha IIK 3asBrneHue o mpueMe Bac Ha pabOTy SKOHOMHUCTOM B
rOCyIapCTBEHHOE MPEIMPHUATHE 110 CBSI3U U HHPopMaTHKe «PocCBI3bHHPOPMY.

3amaua Ne 12
CocraBbTe W BbIMOAHUTE Ha [IK THCBMO-OTBET MNPOM3BOJICTBEHHOTO OOBEIUHEHUS
«Spocnasnprazudukanus»  aupekropy — XumdapmszaBojga U HAYANBHUKY  YIPaBJICHUS
«Brnagumuproprasz» o exeMmecsdHol mnocTtaBke XumdapmszaBoay 64 TOHH CXKIKEHHOTO Taza B
teuenue 2012 roma. YkazaHHbI 00beM yuTeH B paszHapsuke. IloctaBka OyneT OCyIIeCTBIATHCS
yepes ynpasiieHue «Bimagumupropraszy.
3amaua Ne 13
CocraBbte 1 BeinosHuTe Ha [1K nokmannyro 3aMHUCKy cekperaps-pedepenra
PYKOBOJUTEIIO MPEANPUATUS 00 yTepe pabOTHUKOM CrenmanoBeiM  ['.M. muceMa-3anpoca,
MOCTYIHUBILETO B apec MPEANPHUATHS J1Ba Mecsla



3amauya Ne 14
HaHI/II_HI/ITe M1 BBIIIOJIHUTEC HA HK 3ajABJICHHUC O Hp@I[OCTaB.HeHI/II/I BaM aI[MI/IHI/ICTpaTI/IBHOI‘O
OTIYyCKa M0 CEMEWHBIM 00CTOATENbCTBaM. OCTaIbHBIE PEKBU3UTHI YKAKHUTE CAMOCTOSTEIHHO.

3amauya Ne 15
CocraBpTe W BbeIMogHUTE Ha [IK coBMecTHOE MMCHMO-OTBET OOJACTHOTO YIpaBICHUS
3IpaBOOXPAHEHUST M YIpaBieHUs (UHAHCOB M HAJIOTOBOM TMOJUTUKH aJMHHUCTPAIIMH
JlaHnioBCKOro pailoHa O BBIJEIEHUHU JOTOIHUTEIbHBIX aCCUTHOBAHUN U3 00JaCTHOTO Or0JKeTa
Ha OKa3aHUE MEIULIMHCKOW IMOMOILHN KUATEJISIM pailoHa.

3amauya Ne 16
Hanumure aBroOmorpaguio, HeoOXomumyro s o(opMieHHs HTOKYMEHTOB IIpH
TPYOYCTPOMCTBE.

3amauya Ne 17

CocraBpTe 1 BoImoaHUTE Ha 1K mucemo-npuriamenne o0beIUHEHHS «DKCIIOEHTP», C
IIPEIIOKEHUEM IIPUHATH Y4aCTUE B POCCUMCKOM BBICTABKE HA MEKYHAPOIHON MEKOTPACIECBOU
spmapke B r. M3mup (Typuwus), kotopast Oyaer npoxoauts ¢ 25 mas o 10 urons 2014 r. DOra
ApMapKa SIBJISIETCS OJHMM U3 KpPYIHEWIIMX TOProBBIX Meponpusthii crpaH CpenHero u
bmmxnero Boctoka. B TekcTe Hamo yka3arh, UTO y4acTHE B ATOHM sSpMapKe MO3BOJISIET HIUPOKO
MPEACTABUTH SKCHOPTHYIO MPOAYKIMIO OPraHU3alUU, [IPOJATh SKCIIOHATHI CO CTE€HJA, U3y4UTh
0COOEHHOCTH
pBIHKA, OOMEHSTHCS C APYTMMU YYaCTHUKaMH SIPMAapKU HAYYHO-TEXHUYECKOW HMHQopMaiueil u
3aKJIFOYUTh BBITOJHBIE CIIEIKH.

3amauya Ne 18
CocraBere U BbioaHuTe Ha [IK goknmagHyro 3ammMcKy HavdajdbHMKA —OTIeNa
PYKOBOAMTEIIO MIPEANPHUATHS O (PaKTe HEBBITIOJIHEHHSI PACTIOPSKEHUS 0 MOHTaKE 000PYI0BaHUS
HA YJacTKe M0 MPUYUHE cTab0ro KOHTPOJISI CO CTOPOHBI TIABHOT'O MEXAaHHKA.

3amaya Ne 19
Odopmute u BeimonaHuTe Ha [1K 3anmuck B TpyaoBoii KHIKKE 00 YBOJBLHEHHHU Bac: a) 1O
COOCTBEHHOMY JKelaHWio; ©) B CBSI3M C JUKBHJAALMEH TPEANPUATHS; B) B CBI3H C
HECOOTBETCTBHEM  BBIMIOJIHIEMON pabOThl MpeAbsSBIIEMbIM TpeOOBAHUSAM, BCJEJICTBUE
HEJ0CTAaTOYHOW KBaTU(DUKAIIHH.

3amauya Ne 20
CocraBpre u Bbmmonnute Ha [IK wuHbopmManmnoHHOE mNHUCBEMO  OO0BEIUHEHHUS
«SpocnaBnbaBTomop» Dpanmysckor ¢dupme «OKCHTPOJIB» O BO3MOXKHOCTH —IPOJAKHU
COBPEMEHHBIX T'UIpaBiInuecKkux KpaHoB. [{ena kpana 15500 nomnapos CIIA.

3amaua Ne 21
CocraBbre 1 BbIMoJHUTE Ha [IK mokiamHyro 3alUCKy O MPUYMHAX HECBOEBPEMEHHOTO
MMpCaACTaBJICHUA I/IHq)OpMaI_[I/II/I O BBLIIOJHCHHUU IIpUKa3za JUPCKTOpA. OcranbHble PCKBU3UTELL
YKa)XHUTE CAMOCTOSITENIBHO.

3amaua Ne 22
CocraBpTe W BbIMOAHUTE Ha [IK THCBEMO-OTBET 00JIACTHOTO YIPaBIEHUS CEIHCKOTO
X035IHCTBA MpeJIceAaTeNI0 aKIIMoHEepHOro obmecTBa «pMeHb) o BOMpOCy MOCTaBOK JIETKOBBIX
ABTOMOOMIICH 3a CAAHHOE 3EPHO.

3agaua Ne 23
CocraBpre u Bomonaure Ha [IK jgokjamHyio 3ampcKy TJIaBHOTO —Oyxrairtepa
PYKOBOAMTENIO TPEANPHUATAS O HEOOXOJUMOCTH IEHTPAIM3AIlMd PAcueTOB ¢ pPabOTHUKAMHU



npennpustus. B 00s3aHHOCTH y4YeTHBIX pPAOOTHUKOB II€XOB JOJDKHO BXOJUTH JIMIIb
oopmieHre TEpBUYHBIX JIOKYMEHTOB IO Y4YeTy BbIpaOOTKH. B mokmagHoil 3ammcke
HEOOXOUMO TOAATh MPEAJIOKEHUE O MEePECMOTPE IITATOB OTYETHHIX PAOOTHUKOB B I€XaX M
[JIaBHOM OyXrantepuu U3 pacyera oOILIero COKpalieHus mTaToB He MeHee yeM Ha 20%.

3agaua Ne 24
Cocrasbre 1 BomonHuTe Ha [1K npukas o nepeBoae Ha pabOTy BHYTPU OpraHU3AIIUH.

3amaua Ne 25
CocraBpTe U odopmure rapantuiitHoe mucbMo OAO «Pamyra» B ampec OAO
«TexmpoekT» 00 OKa3aHUM TEXHUYECKOW MOMOINM B pa3paboTke pabouux yepTexei HaCOCHOU
cranuuu. PaboTy HeoOXOoAMMO NpPOBECTH [0 Hayaja aprycra Tekymero roxaa. I[lucemo
noanucanu gupekrop OAO «Panyra» H.A.OneneB u rnaBubiii Oyxrantep C.I1.BoponuHa.
OcranbHble TaHHBIE YKAXKUTE CAMOCTOSATEIBHO.



