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1. IEPEYEHb KOMITETEHIUI C VKA3ZAHUEM OTAIOB NX POPMIPOBAHIA
B ITPOIECCE OCBOEHUM OBPA30OBATEJIbHOU ITPOI'PAMMUBI

[Iponiecc wu3ydeHuss AUCHUIUIMHBI «J[OKYMEHTAIIMOHHOE OOECIEUEeHHE YIPaBICHUSD)
HampaBliieH Ha (OPMUPOBAHUE CIEAYIOIUX KOMIIETEHIINH:

Kopn 1 HaumeHoBaHue Kon n nanMeHnoBaHne UHIMKATOpPaA JOCTUXKEHUS
KOMITCTCHITHI BBIITYCKHUKA KOMITETEHLIU I
IMIK-2 Cnocoben ocymects- | [IK-2.1 OcymectBiser ohopMieHHe TOKYMEHTOB, periiaMeH-
JISITh JIOKYMEHTAIMOHHOE | TUPYIOIIUX TPYAOBBIC OTHOIICHUS C Pa3TUIHBIMH KaTETOPUSIMHU
obecrnieueHre pabOThI C Tep- | paOOTHUKOB W CHEIHATU3UPOBAHHBIX CYOBEKTOB TPYIOBOTO
COHAJIOM 1paBa B COOTBETCTBUU C 3aKOHOJaTelbcTBOM Poccuiickoin ®e-
Jiepatuu.

[1IK-2.2 OcymiectBiser paboTy CO COLMATU3UPOBAHHBIMU HH-
(GOpMaITMOHHBIMU CHUCTEMaMH U [U(POBBIMU CEpBUCAMU 10
BEJICHUIO y4eTa U ABM)KCHUIO IePCOHAA.

[1K-2.3. OdopmiisieT AeOBYIO MEPENHUCKY, JOKYMEHTOOOOPOT,
periiaMeHTHPOBaHHBIN 3aKOHOAATENbCTBOM Poccuiickoit dene-
pari B 0OOJIAaCTH TPYAOBBIX OTHOIICHWH, C paOOTHHUKAMH,
BHEIIHUMHM KOHTPAareHTaMHu U TpaKJaHaMHU.

Ne Kon HaumenoBanue Otansl OPMHUPOBAHUSA KOMITETECHLIUH
/1 | KOMIETEHIINH KOMIIETEHITHH
1 I1K-2 Crniocoben ocy- | I Oman — 3namy:
LIECTBIIATH noky- | [IK-2.1
MEHTaLMOHHOE - mpaBujia 0()OpMIIEHUSI JOKYMEHTOB, perjiaMeH-
oOecnieueHrne pado- | TUPYIOIIMX TPYAOBbIE OTHOLIEHUS C Pa3IU4YHBIMU
ThI C IEPCOHAIIOM KaTeropusiMu pabOTHUKOB M CHElHATU3UPOBAH-

HBIX CyOBEKTOB TPYJOBOIO MpaBa B COOTBETCTBUU
¢ 3aKkoHOaTenbCTBOM Pocculickoi Denepauuu

2 Oman — Ymems:

[1K-2.2

- OCYIIECTBIIATh PabOTy CO COLMATN3UPOBAHHBIMU
MH(OPMALIMOHHBIMU CUCTEMaMH M IU(POBBIMU
CEpPBUCAMHU I10 BEJACHUIO y4yeTa U JBUKECHUIO IIEp-
COHAJIA

3 Oman — Braoems:

[1K-2.3

-HaBbIKaMH O(OPMIICHHUS JEJOBOM IEpenucKy,
JIOKyMEHTO000pOTa, perJsaMeHTUPOBAHHOIO 3aKO-
HojarenbcTBOM Poccuiickoit denepanuu B o0na-
CTH TPYIOBBIX OTHONIEHUH, C pabOTHUKaMHU,
BHEUTHUMH KOHTpPareHTaMH U rpakaHaMu




2. [IOKA3ATEJIM U KPUTEPUU OLITEHUBAHI S KOMITETEHIIUI HA PA3JIMYHbBIX
OTAITAX UX ®OPMHUPOBAHN, OIITMCAHUE IIKAJI OUEHNBAHUA

=
= Kpurepun onennBanus
= § HanmenoBanue KOMIIETCHIIU I [Ixana
~ L | KOMIETCHIMH Ha Pa3JIMYHBIX dTarax OLICHUBAHHUS
é dopmupoBanus
[1K-2 | Cnocoben ocy- | I Oman — 3namo: «3AUTEHO:

IECTBIIATL  JIO-
KyMEHTAIOH-
HOe obecreye-
HUEe paboTel ¢
[IEPCOHAIOM

IIK-2.1

- mpaBwia O(OPMIICHHUS [0-
KYMEHTOB, PpErjJaMeHTUPYIO-
[IUX TPYAOBBIC OTHOIICHUS C
Pa3IMYHBIMHU KaTeropusiMu
PaOOTHHUKOB U CIEIUATUZUPO-
BaHHBIX CYOBEKTOB TPYIOBOTO
rpaBa B COOTBETCTBHH C 3aKO-
HOJATEILCTBOM PocCCHICKON

denepanuu

2 Oman — Ymems:

I1K-2.2

- OCYLIECTBIIATH paboTy co co-
[MATU3UPOBAHHBIMU  UH()OP-
MAalMOHHBEIMH CHCTEMaMH U
IU(POBBIMU  CEPBUCAMU  T10
BEJICHUIO yueTa U JBUKEHUIO
nepcoHasna

3 Oman — Braoemy.:

I1K-2.3

HaBbIKAMU O(OPMIICHUS JEII0-
BOM IIEPENUCKH, JTOKYMEHTO-
00opoTa, periaMeHTHPOBAHHO-
ro 3aKOHOJATENbCTBOM Poc-
cuiickoit Penepauuu B 007a-
CTU TPYAOBBIX OTHOLIECHUH, C
paboTHHKaMH, BHEUTHUMHU
KOHTpareHTaMu M rpaxaaHamMu

1) ycBoeHue, TOUHOE U
MOJIHOE U3JI0KEHUE
coJlep’KaHusl MaTepuana;
2) BBIIIOJHEHUE 3a/1aHUH C
HE3HAYUTEIbHBIM
KOJIMYECTBOM OIINOOK;

3) HaBBIKUA COOTBETCTBYIOT
MUHUMATBHBIM
TpeOOBAHUAM K
(OopMUPOBAHHUIO
KOMIICTEHIIU A

«HE 3AUTEHO»:
1) HETOYHOE U HETIOJIHOE
U3JI0KCHUE COICPIKAHUS
Marepuara,
2) BBINIOJIHEHHE 3aJJaHUN CO
3HAYUTEITHHBIMH
OImMOKaMu, TPUBOASIIUMU
K UX HEBBITOJIHEHHIO;
3) HaBBIKU HE
COOTBETCTBYIOT
MUHHMAJIbHBIM
TpeOOBAHUSIM K
(bopMHpOBaHUIO
KOMIETEHINN




3. TUIIOBBIE KOHTPOJIBHBIE 3AZIAHMA WJIIM MHBIE MATEPUAJIbI, HEOBXOAMNMBIE
JUIS OLIEHKU 3HAHUN, YMEHHWM, HABBIKOB U (UJIM) OIIBITA JEATEJIBHOCTH,
XAPAKTEPU3VYIOIINX DTAIBI ®OPMUPOBAHHS KOMIIETEHIIII B ITPOLIECCE
OCBOEHM S OBPA3OBATEJIBHOM ITPOI'PAMMEI

1 93TAIl - 3HATDH

Pasznesa 1. JlokymMeHTallMOHHOE o0ecrievyeHre yIPaBJeHus OpraHu3anuei
Tema 1.1. UcTopusi 1 coBpeMeHHOE COCTOSIHME JIOKYMEHTAMOHHOI0 o0ecneyeHnsl 1 /1es10-
NPOU3BO/JCTBA
YcTHBII onipoc 10 BONpocam:
1. Wcropusi pa3BUTHA HAy4YHBIX MPEACTABICHUNH O JOKYMEHTAI[MOHHOM OO€ecleYeHHH
YIIpaBICHHUS.
2. DTarbl CTAaHOBJICHHUS TOCYIAPCTBEHHON CHUCTEMBI TIOKYMEHTHpOBaHus B Poccuu.
3. CymHoCTh U coaepKaHue JOKYMEHTA.
4. Bunbl TOKyMEHTOB
5. Opranuzanus 0pUCHON AeITETLHOCTH.
Tembl pedeparTosn:
1. MecTo 1enonpon3BOACTBA B CTPYKTYpPE YIIPABIEHUYECKOIO TpyAa.
2. IokyMeHTaIlMOHHOE 00EeCTIeUeHUH YIIPABICHHUS 32 PyOEKOM.
3. JIOKyMEHTHpOBaHUE YIIPaBIECHYECKOM 1€ TEIbHOCTH.

Tema 1.2. CucreMa JOKyMeHTALUH B OPraHU3AIUHU

YCTHBIH ONIPOC 10 BONpOCaM:

1. l'ocynapcTBeHHast cucteMa JOKyMeHTalmoHHOro odecrnieuenus ynpasienus (I'CHOY).

2. YripaBiieHue T0KyMEHTalueH.

3. TOCT P 6.30-2003 «YHupuuupoBaHHblE CUCTEMBI TOKYMEHTALUU. YHU(ULIHUPOBAHHAS
CUCTEMa OpraHU3allMOHHO-PACTIOPATUTENLHON TOKyMeHTaluu. TpeboBaHus K 0POPMIICHUIO TOKY-
MEHTOBY.

Tembl pedepaToB:

1. ®yHKIIMOHAIBHBIE U OTPACIIEBbIE CUCTEMBI JJOKYMEHTAIUH.

2. CranmapTu3aius ynpaBleHYeCKUX JOKYMEHTOB.

3. [IpaBuna opopmiieHUs yIpaBIeHUECKUX TOKYMEHTOB.

5. Obmmepoccuiickuii KIacCU(PUKATOP YIPABICHYECKOM TOKYMEHTAIIUH.

Pa3nes 2. YnpasieHnyeckasi M KagpoBasi JOKYMeHTALMS
Tema 2.1. YnpasieHndeckasi JOKyMeHTAS
YcTHBII onpoc 1o BONpocam:
1. Oprann3anOHHO-IIPABOBBIE TOKYMEHTHI.
2. PacnopsanTenbHble TOKYMEHTHI.
3. NHdopMalmoHHO-CIIPaBOYHBIE JOKYMEHTHI.
Tembl pedepartoB:
1. Cy>xeOHbIe THChMA.
2. PexBU3NTHI JOKYMEHTOB.
3. JlenoBoM CTHIIb YIIPaBIEHYECKON JOKYMEHTAIIUH.

Tema 2.2. KagpoBasi nokyMeHTanus.
YcTHBII onipoc 1o Bonpocam:
1. ®yHKIUH OT/IeN1a KaJApOB.
2. O6s13aTenbHbIC TOKYMEHTBI KaIpPOBOU CITY>KOBI.
3. JIoKyMeHTHI TI0 JINYHOMY COCTaBY.



Tembl pedepaToB:

1. IlepBrUYHbBIE JOKYMEHTBI TPYAOYCTPONCTBA.

2. JIuyHas KapTouka: oopMIICHHE, 3aIIOJTHEHNUE U XPaHEHHE.
3. TpynoBas KHIKKa: Bblaua, ohopmIIeHUE, XpaHEeHHUE.

Pa3znen 3. {lokyMeHTOO00OPOT B OPraHu3aluu

Tema 3.1. Opranuzanus padoThl ¢ JOKYyMeHTAMH
YCTHBIH OIIPOC 10 BONpOCcaMm:
1. Cnyx6a J1OY.
2. JIOKyMEHTOO00OPOT: CYIIHOCTh M OCHOBHBIE IIOTOKH JJOKYMEHTOB.
3. ®opmMupoBaHue Jeil.
Tembl pedepatoB:
1. Onpenenenye HEHHOCTU JOKYMEHTOB.
2. [ToaroToBka JOKYMEHTOB K IOCIIEAYIOIIEMY XPaHEHHUIO U UCIIOJIb30BaHUIO.
3. ObecnieueHne COXpPaHHOCTH TOKYMEHTHON WH(POPMAIIHH.

Tema 3.2. KoMnbloTepHbIe TEXHOJTOTHH JOKYMEHTALIMOHHOI0 o0ecreYeHus1 yrpasJie-
HHSI OpraHu3anuen

YcTHBII onpoc 10 BONpocam:

1. KoMmnbroTepuzanus 1el0NpoU3BOJACTBa Ha NPEANPUATHH KaK MCTOUHUK KOHKYPEHTHBIX
IPEUMYIIECTB OpraHU3aluu.

2. CocTaBHbIE YaCTH KOMITBIOTEPHOTO JIEJIONPOU3BOCTBA: aBTOMATU3UPOBAHHBIN cO0p, 00-
paboTka, XxpaHeHHE TOKYMEHTAIINH, IPEICTaBICHUE Pa3HOo00pa3HON HH(POPMAITUH.

3. OGnavnHbIie OPHUCHI.

Tembl pedepartos:

1. IIporpamma 1C YnpasineHue epcoHaIoOM.

2. 3apyOe)XHble KOMIBIOTEPHBIE TEXHOJOTUN JOKYMEHTAIIMOHHOTO 00ecredeHus yIpasiie-

HUSL.

3. ABTOMaTU3UpPOBAaHHBIE CUCTEMBI JOKYMEHTAIIMOHHOTO o0ecrieueHus ynpanienus B Poc-
CHH.

4. 3apy0OexHble aBTOMaTH3UPOBAHHBIE CUCTEMBI JOKYMEHTAI[MOHHOTO O0ECIIeUeHus yIpaB-
JICHMSL.

29TAII -YMETbD

Peuwienue npakmuueckux cumyauuii.

Paspnen 1. lokyMeHTalIMOHHOE o0eclieYeHHEe YIIPABJIECHUS OPraHu3anuen
Tema 1.1. UcTopus n coBpeMeHHOE COCTOSIHME JOKYMEHTAMOHHOI0 o0ecreyeHus! U 1es10-
NPOU3BO/JCTBA

3aganue 1.1.1.y. [logroroBsrechk K qUCKyccuu B rpymine «PoJib 1 MECTO AETONPOU3BOICTBA
B CTPYKTYpE YNpPaBICHUECKON AEATEIbHOCTIY.

Keiic: Tlepas no3unus: «le1onpon3BoICTBO MPEICTAaBIsAET COOOH «HEOOXOIUMOE 3II0M.
Bropas no3umus: «JlenonpounsBoacTBo — Kak (popMaln30BaHHAs OCHOBA YIIPABJIEHUS OpTaHU3allN-
eil mpezacrasisier co0o0i PakTOp KOHKYpeHTOCHocoOHOCTH npeanpusTs». O00CHyiTe CBOI BBIOOD
U TIPUTOTOBBTE apIryMEHTHI K €€ OTCTauBaHUIO B X0OJI€ TUCKYCCHH.

3apanme 1.1.2.y. O6ocHyiiTe aNropuT™M JTOKYMEHTAIIMOHHOTO OOECIEeYEeHHUsI MPUHATBIX pe-
HIEHUH OpraHU3alMOHHO-YIIPABIECHYECKON U SKOHOMHYECKOU JIEATEIbHOCTH.

Keuic: Tupexrop OOO «3aps» B.A. IletpoB o1 pacnopspkeHue O IUIaHUPOBAaHWU Ha CIIETYIO-
it 20017 roa. Heobxomumo pa3paboTaTh anropuT™M JOKYMEHTAIIMOHHOTO OOECTICUCHHE MPUHSITOTO
pELICHHs OPraHNU3aLMOHHO-YIIPaBIEHYECKOH.



Tema 1.2. Cucrema J0OKYMEHTAIIUM B OPraHU3aAUM
3apanmue 1.2.1.y. PazpaboraiiTe opraHn3aunoHHYI0 U (yHKIMOHAIBHO-IITATHYIO CTPYKTY-

py.

Keiic: HeobxonuMo 000CHOBaTh M3MEHEHME INTATHON YHCICHHOCTH OTAeNa MPOAaX Ha

2016 rox B cBsi3u ¢ (paKTHUECKUM yBelnnueHueM oobema rmpojax B 2015 roxy Ha 45%.
Tabmuua 1. dyskiuonaneHo-mTaTHas cTpykrypa OO0 «3apsi»

IIraTHas
HaumeHnoBanue CTpyKTypHOTO
HaumenoBanue n0KHOCTH YHUCIICHHOCTh
MoApa3aesICHUs
AJIMUHHCTpanUs Jupekrop 1
AJIMUHHCTpaLIUS 3aMecTUTENh TUPEKTOpa 1
byxranrepus ['naBHbI Oyxranrep 1
Byxrantepus Byxranrep 3
IOpuanueckuii otaen Opucr 1
Kannenspus Cekperapb 1
Otnen npogax MeHeKep 1Mo mpojiaxam 4
Otnen cHaOXeHus Menemxep 1o 3aKyny 2
Otnen kaapoB HHcnekTop oTena Kaapon 1
TexHUuYeCKHil OTIEN HavanpHuK TEXHUYECKOTO OTAeIIa 1
TexHuueckuil otaen Oneparop [IT9BM 2
OO6cmy>KUBaOIIUN IEpCoOHA YO6opImuk ciy:KeOHBIX MOMEIIeHUN 2
Bbyxranrepus Byxranrep 2
Bcero: 22

3ananuel.2.2.y. Odopmure TPOTOKON NPOBEICHUs coBellaHus Ha Temy «3menenue
¢byHkunoHanbHO-TAaTHON cTPyKTYpsl OO0 «3aps otaen npoaax» Ha 2016 rox.

Keric: Tlpeacenarens coBemanusi — aupektop OO0 «3Baps» B.A. Ilerpos, cekperapp —
HayasbHUK oTAena kaapoB OO0 «3aps B.I1. Baneesa. Jlara coBemanus 23.12.16.

Pazges 2. YnpasieH4yeckasi 4 KaApoBasi JOKYMEHTAIHA
Tema 2.1. YnpaB/ieH4ecKasi JOKyMeHTaLUsl

3ananme 2.1.1.y. CocraBbTe nprka3 06 m3MeHeHHH rpaduka paboTsl oTaena MeHepkMenTa OO0
«3aps» B mpennpa3aHudHbie JHU B riepuoa ¢ 15.12.2016 mo 30.12.2016 B cBsi3u ¢ MPOM3BOACTBEHHOM
HE00XO0IMMOCTBIO.

Kertic: upextop OOO «3aps» B.A. IlerpoB nan ykazanue o MOATOTOBKE MPOEKTa MpUKa3a
00 n3MeHeHuH rpaduka padotsl otaena MeHemkMenTa OO0 «3aps» B peAnpa3IHAYHbIC THU B IEPHO C
15.12.2016 mo 30.12.2012 B cBsi3u C POM3BOACTBEHHON HEOOXOAMMOCTBIO B (pryinasne, pacrioioKeH-
HOM B I. Muacc. Yka3aTb, 4TO OIuIaTa Tpy/Ja OT/Aea MEHEKMEHTa B IpeANpa3JHUYHbIE THU OyneT
MIPOU3BOJUTHCS COTJIACHO IUTATHOMY PACIHMCAaHUIO U COTJACHO (PaKTUYECKH OTpaOOTaHHOMY Bpe-
meHH. Hauanbhuky otena MeHempkmenTa C.C. MIBaHOBY yka3aTh Ha HEOOXOIUMOCTh OpraHM3allly pa-
00TbI OT/IeN1a MEHE/PKMEHTA B IPEANPA3THUYHbIE JHH.

Pa3znen 3. lokyMeHTO000POT B OPraHM3aluu
Tema 3.1. Opranuzanus padoThl ¢ JOKyMeHTAMH
3anganme 3.1.1.y. 3anonaHUTE )KypHAT PETUCTPALIMU BXOIAIINX U UCXOASIIUX JTOKYMEHTOB.
Keuic: Tupexrop OOO «3aps» B.A. IletpoB nan yka3aHue O MOArOTOBKE IPOEKTa MPHKa3a
00 m3MeHeHnu rpaduka padotsl otnena menemxkmenta OO0 «Gaps» (T. UensOuHCK) B Tipenpa3THAIHbIC
nuu B rieprof ¢ 15.12.2016 mo 30.12.2012 B cBsi3u ¢ MPOM3BOACTBEHHONH HEOOXOAMMOCTBIO B (pusmare,
pacroyio’keHHOM B I'. Muacc. HeoOxoaumo B npuBeIeHHbIX HUXeE (popMax OTpa3uTh MPUKa3, UCXO-



JSIIAA B JKypHAJIe PETUCTPALUU MCXOMAAIUX JOKYMEHTOB TOJIOBHOM IPEANPHUSTHH U B KypHAIe
dbunmnana perucTpanuy BXOASIUX TOKYMEHTOB

W3 BxomAIIero TOKyMeHTa B MPOIIECCE PErHCTPAIlUU B PETUCTPANMOHHYIO (hOPMY BBITTUCHI-
BalOTCA, KaK NMPaBUIIO, CIEAYIOIINE CBEACHHUS:

* JlaTa MOTYYCHHUS,

* PErUCTPALIMOHHBII HOMEp, MPHUCBANBAEMBIN TOKYMEHTY YUPEKACHUEM IOJIydaTesIeM;

* 1aTa IOKyMEHTA;

* PErUCTPALIMOHHBINA HOMEp JOKYMEHTA, IPUCBOCHHBIN eMy YUpexJACHUEM aBTOPOM;

* aBTOp (KOPPECIOHACHT), T.€. Y€l 3TO IOKYMEHT;

* 3ar0JIOBOK (O YeM JIOKYMEHT);

* PE3OJTIOLIHS;

* CPOK HCIIOJTHEHUS,

* HCIIOJIHUTENH (KTO C HUM paboTaer);

* X011 ucniomHeHus ((PUKCUPYIOTCS BCe Mepeaayu JOKYMEHTa U KaK HUCIOIHEH);

* No nena (KyJa JOKYMEHT MOMEILEH MTOCIJIE€ UCTIOTHEHUS ).

[Ipu peructpanuu OTAENbHBIX BUAOB JOKYMEHTOB, HallpuMep, BHYTPEHHUX, OOpaleHHi
TpaXIaH U UCXOMISIINX JOKYMEHTOB, CBEJICHUS, BIHCHIBAEMBIC B PETUCTPANMOHHBIC (OPMBI, da-
CTHUYHO M3MEHAIOTCS U AononHsAtoTca. Hampumep, mpu peructpanuu odpaiieHuil rpakaaH 3auchl-
BAeTe UX ajpec.

Opranu3zaiiys UMeeT MPaBo, YYUTHIBAS CBOIO CIEHU(UKY, TOTOIHATH CBEACHUS O PETUCTPH-
pyeMoM BXOJSIIEM TOKyMeHTe. Hampumep, 4acTo YYHUTHIBACTCS KOJUYECTBO JIMCTOB, HATUYHEC
MPUJIOKEHUHN U T. .

@DOopMBI perucTpalui MOTYT OBITH TPEX BHUIOB: KypHAaJIbHas, KAPTOYHAS U aBTOMATH3UPO-
BaHHAasl AJIEKTPOHHAS.

XKypHanbHasi cucTeMa perucTpai Hy)KHa TOT/Ia, KOrJa y4eT JOKYMEHTOB BBICTYIIA€T Ha
MEepBOE MECTO, MPEAOTBpAIAET MPETEH3UU CO CTOPOHBI TpaxkJIaH, KOH(DIUKTHBIE CUTYallWU.
Hampumep, npu BeIiade JOKYMEHTOB 00 00pa30BaHUU, TPYAOBBIX KHIKEK, IPOMYCKOB. DTO, KaK
MIPABHUIIO, TOKYMEHTBI, PETUCTPALIMOHHBINA HHACKC KOTOPBIX COCTOUT U3 MOPSIKOBOTO HOMEDA.

[TpumepHas dopma xKypHaja perucTpaliii BXOJAIIUX JOKYMEHTOB

Wnpnexc (Ne) | Hara mocryn- | Koppecnon- Kpatkoe co- Pe3omonus OtmeTka 06
JIOKYMEHTa JIeHUS JIeHT, J1aTa 1 JiepKaHue WIH KOMY UCTIOJTHEHUH
HHACKC II0- HampaBJIACTCA
CTYIHBILErO JOKYMEHT
JIOKyMEHTa
[TpumepHas Gopma KypHaIa perucTpalui HCXOISIINX JOKYMEHTOB
Unpnexc (Ne) Mara Anpecat Kpatkoe co- | Wcnonnurens | [Ipumedanue
JTIOKYMEHTa JiepKaHue

Paspgen 2. YnpasieHyeckasi 1 KagpoBasi JOKYMEHTALMs
Tema 2.1. YnpasiieH4ecKkasi JOKyMEHTAUMS

3ananue 2.1.1.B. U3paiite ykazanue o moarotoBke rpaduka ormyckoB Ha 2012 1. 8 OO0 «3a-
psi» Ha 2017 1. O611IEeCTBO C OrpaHUUYEHHON OTBETCTBEHHOCTHIO «3apsi».

Keitic: Mupexktop OO0 «3apsi» B.A. IletpoB gaet ykazanue pyKOBOAUTEISIM CTPYKTYPHBIX MOJI-
pa3fiesieHui MPEeACTaBUTh B OTAEN KaJpOB CIHUCKH COTPYIHUKOB C YKa3aHMEM IIPENI0JIaraéMoro
cpoka ouepenHoro ornycka B 2017 r. Cpok npenoctasiienus: cnuckoB — 10.12.2016 r. Orneny kan-
poB OOO «3apsa» HauanbHuk B.I1. BaneeBa. I'maBuspiii Oyxranrep OOO «3aps» M.U. Copokuna.
Kommepueckuit qupexrop OOO «3apsi» B.A. OpnoB. OTBETCTBEHHBIM Ha3HAYEH HAa4YaJbHUK OTJIE-
Ja KaJpoB, KOTOPOMY HEOOXOMMO COCTaBUTh CBOJIHBIN rpaduk oTmyckoB padoTHHKOB OO0 «3aps




Ha 2017 r. ¥ TpeAOCTaBUTh €ro Ha yTBEep)KIAeHHE B aupekiuio. Cpok mpemocTaBieHHs rpaduka
20.12.2016 .

Tema 2.2. KaapoBasi JOKyMeHTAUSA

3aganue 2.2.1.B. [IpoBenure oTO0Op KaHaMIaTa As mpuema Ha padoty. [emosas urpa «llep-
BUYHbBIE JOKYMEHTBI TPYAOYCTPOMCTBAY.

JenoBast urpa OTHOCUTCA K BUAY OPTaHU3ALMOHHO-AESITEIIbHOCTHBIX UTP U IpeIHa3HAYeHA JJIs
dbopmupoBanus mpodeccnoHaIbHON KOMIIETEHIIUH 110 «OCHOBaM Pa3pabOTKH U BHEIPEHHUS Kaapo-
BOHM M YIpaBIIEHYECKOW TOKYMEHTAI[MH, ONTUMHU3ALUN JOKYMEHTOO00pOTa U cXeM (DYHKIMOHAb-
HBIX B3aUMOCBSI3€l MEXIy MOJpa3aeIeHUSIMHU, OCHOB pa3pabOTKHU U BHEIPEHUS MIPOLEAYP PEryu-
POBaHUS TPYJAOBBIX OTHOIICHUM U COMTPOBOXKIAIONIEH JOKYMEHTAIIUNY.

Ketic: Hawansnuk otaena kagpoB OOO «3apsi» B.II. BaneeBa. Menemxep otnena KaapoB —
cTyneHT (daktuyeckue naHHbie). KanaumaT Ha JOJDKHOCTh — CTYACHT. BakaHTHas MOKHOCTh —
CUCTeMHBI MeHekep (opraHuzanuoHHO-opucHOE o0opydoBanue). TpeboBaHMs K KaHAMIATY:
IITaTHBI COTPYIHUK, NpodmiIbHOE 00pa3oBaHUE, KEIATEICH OMBIT Pa0OTHI, OOUIUTEILHOCTD,
CTPECCOYCTOUYUBOCTh, 00y4aeMOCTh, CAMOCTOSTEIbHOCTh, KOMIIETEHTHOCTb.

OG6miee Bpems Ha Urpy 4 vaca.

Ne Otan urpsl Copepxanue 3rana

1 Lensb (mpobiiema) | ChopmupoBaTh anroputMoM O(OpMIEHUS PE3yIbTATOB U 3aLIUTHI
pedepara.

2 Pomn 1. Menemxep oTnena KaapoB (CTYIIEHT).

2. HauanpHUK OTI€1a KaapoB (CTYIEHT).
3. Kanauaar Ha JOKHOCTB(CTYICHT).
4. Xropu (npenojiaBatenb, OCTAIbHbIE CTYIEHTHI, IPUIIIAIICHHBIE).

[ToaroroBka k | 1. Kannuaar Ha HOJDKHOCTH BIEpPBbIE TOTOBUT JOKYMEHTHI JUIs Mep-
urpe BUYHOT'O OTOOpA.

2. HavanpHUK oOTHeNa KagpoB HHCTPYKTUPYET MEHEDKepa OTaena
KaJIpOB U MIPOBEPSIET €T0 padoTy.

3. Menemxep otena KaJpoB BIEpBble TOTOBUTCS K IPUEMY Y KaH/HU-
JlaTa Ha JIOJDKHOCTD ITEPBUYHBIX JOKYMEHTOB TPYAOYCTPOMCTBA.

3 Xon urpsl 1. IlpenongaBaresnsb 0OBABISET HOPSI0K 3AIIUTHI.

2. CpopmupoBaHHble Tpynnbl (KaHAUAAT HA JOJKHOCTb, MEHEIKEP
oTJeNa KaJpoB, HAYAJIbHUK OTJIeNa KaJIpoB paboTaloT B COOTBETCTBUU
CO CBOEH POJIBIO:

KaHJIUJaT Ha JIOJDKHOCTB IIPEJCTAaBIISIET CBOM JOKYMEHTHI JUIs Iep-
BUYHOTO OTOOPA;

MEHEKEp OTHe]a KaJpOoB BIEPBBIE NPUHUMAET y KaHAWAaTa Ha
JOJIKHOCTB MEPBUYHBIE JOKYMEHTBI TPYAOYCTPOICTBA U KOHTPOJIHUPY-
eT UX HAJIMYKE U MPaBUILHOCTh O()OPMIICHUS;

HAYaJIbHUK OTJeNIa KaJpoB MpoBepseT paboTy MEHemKepa oTaena
KaJIpOB.

3. XKropu onieHMBAET X0 U PE3YJIBTATHI UTPHI.
4. IlpenogaBaTesib MOABOJUT UTOTH UTPHI.

4 Oxnaemsblit 1.ChopupoBaHHOCT MOCIEAOBATEILHOCTH aITOPUTMA MOATOTOBKH U
(e) pesynbTat (k1) | OOpPMIICHHS IEPBUYHBIX JOKYMEHTOB TPYI0yCTPOKCTBA.

2. Bocriutanue OTBETCTBEHHOCTH, PEIIUTEIILHOCTH, UCITOJTHUTEIBHO-
CTH.

3. Pa3zBuTHe ynpaBieHUYECKOro KPUTUIECKOTO MBIIIUICHHUS .
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3 OTAIl - BJAJIETDH

Bonpochl K 3a4eTy 0 AUCHHUILINHE
«JlokyMeHTallHOHHOE o0ecreyeHue yIpaBIeHUus »

1. Ponb ToKyMeHTa U JKM3HU YeI0BeKa M 0011ecTBa B cepe yrnpaBIeHHUs.

2. IOKyMEHT, OCHOBHbBIE TIOHSATHUS, CIOCOOBI JOKYMEHTHPOBAHUSI.

3. Uadopmarus 1 JOKyMEHT.

4. Yuudukanus U CTaHAapTH3aIUs KaK OCHOBHBIC HAIIPaBJICHHE COBEPILICHCTBOBAHHS JOKY-
MeHTOB. ['OCTr1 Ha YC/I. CucteMbl JTOKYMEHTUPOBAHUS.

5. Xapakrepuctuka, coctaB u coaepxkanue ['OCTos.

6. CocraB peKBH3HTOB, NPaBHiIa UX 0)OpPMIICHHE.

7. Bujpl 0JIaHKOB, MX XapaKTEPUCTHKA.

8. IIpaBuna oopmieHne, N3roTOBICHHSI, Y4eTa, UCTIOIb30BaHUS U XpaHEHHs OJaHKOB OpraHu-
3allUu.

9. XapaKkTepucTHKa U COCTaB OPraHU3allMOHHBIX IOKYMEHTOB.

10. XapakTepucTUKa 1 COCTaB CIIPAaBOYHO-MH(POPMAILIMOHHBIX JOKYMEHTOB.

11. IlpaBuna oopmiaeHUS KOIHA.

12. ITpaBuna Bel1auu KONUNA JOKYMEHTOB.

13. Jlenonpou3BOACTBO (IOKYMEHTAIMOHHOE OOecreueHne ynpaBieHne) Kak (yHKIHUN yIpaB-
JICHUsI, COBPEMEHHbIE TPEOOBAHHUS K €0 OpraHU3aIiu.

14. Ciyx0a JOKYMEHTAIITMOHHOTO 00eCIIeYeHHsI YIIpaBIeHUs: (QYHKIIUU, CTPYKTYpa, JOHKHOCT-
HOH COCTaB.

15. O6mue npuHLKUIIBEI OpraHU3alMK JOKYMEHT0000poTa. OCHOBHBIE 3Tallbl TEXHOJIOIHH pado-
ThI C JOKYMEHTaMH.

16. IlepBoHauanbHas 00pabOTKa TOKYMEHTOB B YUPEKICHUU.

17. TexHomorust pacCMOTPEHUS JOKYMEHTOB B YUPEXKICHUU.

18. Peructpanus JOKYMEHTOB Kak MpOIlecC CO3AaHUs OaHKa JaHHBIX O JOKYMEHTaX OpraHu3a-
IIUH, €€ OCHOBHBIE ()OPMBI.

19. UndopmarmonHo-cripaBoyHasi paboTa Mo JOKyMEHTaM YUpexKACHUSI.

20. KoHTpoJ1b 32 HCHOJTHEHUEM JOKYMEHTOB.

21. Opranusanus OTIPaBKU JOKYMEHTOB.

22. OcHoBHbIE TpeOOBaHUS K OPraHU3AIMH XPAaHEHHS UCTIOJIHEHHBIX JOKYMEHTOB.

23. Bunel HomeHKaTypsl Aei. [Topsanok cocraBinenus, opopmiieHus, yTBepKIEeHUS U IPUMEHe-
HUSl KOHKPETHON HOMEHKJIATYpPbI A€Il.

24. DxcnepTr3a UEHHOCTU JOKYMEHTOB. ODTallbl U MOPSAOK €€ IMPOBEAEHUS. JKCIEPTHBIE KO-
MUCCHH.

25. Cpoku XpaHEeHHUs] JOKYMEHTOB. [lepeuHn NOKyMEHTOB C yKa3aHHEM CPOKOB XpPaHEHMs U MX
BUJIBL.

26. IIpaBuna noArOTOBKY /1€ K C/1aY€ B BEIOMCTBEHHBIN apXUB.

27. ApxuBHOE XpaHEHHUe JTOKYMEHTOB. Byl apXuBOB.

28. CocTaB HOPMATHUBHBIX JIOKYMEHTOB, PErJIaMeHTUPYIOIIUX COCTaBICHHE U O0(OpMIIEHUE J10-
KYMEHTOB B YUPEXKJIEHUH, UX XapaKTepPUCTHKA.

29. JlenoBast KOPpECIOHAEHLIUS B COBPEMEHHBIX YCIOBHSIX.

30. Knaccuduxarus 1e10BbIX TTHUCEM.

31. CtpykTypa, pEKBU3UTHI U TEKCT JEJIOBOTO MUChMA.

32. SI3BIK ¥ CTHIIb 1€TI0OBOM KOPPECTIOHICHIINH.

33. CiyxeOHBbIi peueBOi ITHKET B IETIOBOM ITUCHME.

34. Mex1yHapoaHOE JI€JI0BOE MUCHMO.
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TecT 1151 CAMOKOHTPOJISI (IPHMMeEPHbIE BONPOCHI HTOrOBOI0 TECTHPOBAHMA)

1. Kakoii U3 nepe4ncjaeHHBIX JOKYMEHTOB OTHOCUTCH K HH()OPMAINMOHHO-CIIPABOYHOM
JOKYMEHTAIUH:

a) IPOTOKOJI;

0) mTaTHOE pacICaHUE;

B) yCTaB;

2. IOKyMeHT, yCTAHABJMBAIOIINHA CTPYKTYPY, IUTATHBIN COCTAB M IITATHYIO YHCJIEH-
HOCTH OPTAHU3AINH C €€ YCTABOM:

a) MOJIOKCHHUE,

0) ITaTHOE pacnucaHue;

B) yKa3aHHeE.

3. ®opma BHYTPeHHeil /1eJIOBOI MepenucKku MeKIy MoJApa3ieeHusIMH OPraHu3auuu
WIH 10JZKHOCTHBIMM JIMIAMH, He HAXOASIIMMUCS B NPSIMOM NOI4YMHEHHNH:

a) IOKJIaJ{HAs 3aIKCKa;

0) cinyxeOHas 3anucka;

B) BHYTPEHHSIS 3aIIUCKA.

4. Kak Ha3bIBaeTcsl COBOKYIHOCTH JOKYMEHTOB, CO/iep:KalluX Haubojiee MOJIHbIE CBe-
JeHus 0 pa0OTHUKE U €ro TPY/A0BOI 1eATeTbHOCTH:

a) TMYHOE JIeNI0;

0) TpyAOBO¥ JIOTOBOD;

B) JIMYHAs KapTOUKa pabOTHHKA.

5. PekBU3HUT, yKa3bIBAIOIIHIi HA HOPMATHBHBII WU MPABOBOI XapaKTep COAePKAHUS
JAOKyMeHTA:

a) ajpecar;

0) rpud yTBepkIeHUS JOKYMEHTA;

B) TEKCT IOKYMEHTA.

6. IlpaBoBoii akT, H3aBaeMblil eJUHOJMYHO PYKOBOAMTEIEM OPraHU3alUH M ero 3a-
MECTUTEJISIMH:

a) ycTas,;

0) MOJI0KEHNUE;

B) pacnopsbKeHue.

7. CucTeMaTU3MPOBAHHBII NepeYeHb HANMEHOBAHM /1€J1, 3aBOJUMbIX B OPTraHU3aINH,
€ YKa3aHHeM CPOKOB UX XpaHeHHs, Ha3bIBAIOT — ITO:

a) apXuB;

0) HOMEHKJIaTypa Ae;

B) IOKyMEHTOOOO0pOT.

8. [lucbMeHHOE YNMOJIHOMOYME, BbIIaBaeMOe OJHUM JUIOM JPYroMy JJisi MpeacTaBu-
TeJIbCTBA MPHU pa3pelieHUN onpeieIeHHBIX BONPOCOB Mepel TPeTbUMHU JIMIAMH — ITO:

a) TOBEPEHHOCTb;

0) 3aBepuTEIIbHAS HAMMICH;

B) HaKJIaHasl.

9. Cxarasi kpaTkas uH(popmanus o cede, COCTABJICHHAA JIMYHO NPETEHACHTOM Ha Ba-
KAHTHOE MeCTO — ITO:

a) pe3oMe;

0) 3asBIEHUE;

B) QHKETa;

10. lokyMeHT, O0bSACHAIOIIMNA BbILIECTOSIIIIEMY, HENMOCPEACTBEHHOMY PYKOBOJIUTEJII0
NPUYNHbI HEBBIMOJIHEHUS KAKOT0-J1100 MOpy4YeHHs U T.I. — 3TO:

a) ciy)xeOHasl 3aI1cKa;

0) 0OBsACHUTENIbHAS 3aMKCKA;
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B) MH(OpMAITMOHHAs 3aIHCKA.

11. IlpuBeneHue JOKYMEHTOB K eIMHO00pa3nio o ¢gopmMe U COAEPKAHUIO HA3LIBAETCS:

a) JOKYMEHTAI[MOHHOE 00eCIeYCHNE;

0) yaudukanus;

B) JOKYMEHTHUPOBAHUE.

12. JlaTta Ha JOKYMeHTe NPOCTABJISAETCA CIAeAYHOIIUM 00pa3omM:

a) 05.02.2002;

0) 16.3.2002;

B) 24.04.02;

13. IIpoTokoJ coOpaHusi MOANMCHIBAIOT:

a) pejiceaTellb U CEKPETaph;

0) nmpeacenarens;

B) CEKpETaphb.

14. U3 nepeyncieHHbIX IOKYMEHTOB PACHOPAIUTEIbLHBIM He ABJISIETCS:

a) MOJI0KEHHUE;

0) yka3aHue;

B) IIPUKAa3 110 OCHOBHOM JIE€ATEILHOCTH.

14. PykoBoauTeJib 10/2K€H PACCMOTPETh JOKYMEHT M HAJI0KMTH HA HEr0 Pe30JII0LHIO:

a) B TeYeHHE 5 THEH MOocie MOCTYIUICHHUS,

0) B TeUeHHE HEIETH MOCIE MOCTYIUICHHUS,

B) B JIEHb IIOCTYILUICHUSL,

15. Kakoii u3 nepe4ucjaeHHbIX JOKYMEHTOB MOJJIEKUT YTBEPKACHUIO:

a) MPOTOKOJT,

0) mpuKa3 0 OCHOBHOM J1€ATEIbHOCTH;

B) IITATHOE pacHuCaHue.

16. BHyTpeHHee coriiacoBaHue NMPOEKTOB JOKYMEHTOB HA3bIBAETCS:

a) TOKyMEHTHPOBAHMUE;

0) yTBEpXKAEHUE;

B) BU3UPOBAHUE.

17. CornacoBanue JOKyMeHTa NPOBOIUTCS:

a) MoCJe ero MOANMUCAHUS;

0) 10 ero yTBEp>KACHUS;

B) JIO €ro IMOAIMHNCAHUSL.

18. I'OCTom, KOoTOpBIi yCTaHABJIMBAET MOPAIOK 0POPMJICHUSI H PACIIOJIOKECHHUSA PeK-
BU3UTOB /IJISl OPraHU3ALHOHHO-PACTIOPSIANTENbHBIX IOKYMEHTOB, SIBJISIETCS:

a) OCT P-1,5 - 92;

6) OCT 16487 — 83;

B) TOCT P 6.30 — 2003.

19. B sinyHoe 1€J10 COTPYAHNKA HE MOJIINBAIOT:

a) KOTIMH JJOKYMEHTOB 00 00pa3oBaHuu;

0) TMYHBIN TUCTOK IO YYETY KaJpOB;

B) BBITIMCKY W3 MPUKA3a O MPEIOCTABICHUHU OTITYCKA.

20. ®opMyJIsIp AOKYMEHTA — 3TO:

a) COBOKYITHOCTb 3JIEMEHTOB, PACIIONIOKEHHBIX B IOKYMEHTE;

0) COBOKYITHOCTh PEKBU3UTOB, ONPEACIEHHBIM 00Pa30M PAaCHOI0KEHHBIX B JIOKYMEHTE;

B) BCSKUU OT/ICIIbHBIN JOKYMEHT.

21. lokyMeHTallMOHHOe o0ecrieyeHne YIpaBJeHus: — ITO:

a) COBOKYITHOCTB ITPOIIECCOB I10 CO3JaHUI0 U 00pabOTKE BCEX JIOKYMEHTOB, CO3/IAaBAEMbIX B

YUPEXKIICHUU;
0) HaJIM4KME OTPEICICHHBIX HOPM U TPpeOOBAaHUN K COCTABICHUIO U OOPMIICHUIO TOKYMEH-

Ta;
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B) COBOKYITHOCTH palOT IO MOJy4eHHI0, 00paboTKe, XPaHEHUIO U BbIgaue MOTPEOUTEIIO
UHpOPMALIUU ¥ JOKYMEHTOB KaK €€ HOCUTEJIEH.

22. Cnoco0 npeaBapuTeIbHOTO PACCMOTPEHUsS] M OLICHKH NPOEKTa JOKYMEeHTa peaju-
3yercs B popme:

a) rpuda coriaacoBaHus;

0) OTMETKH O KOHTPOJIE;

B) OTMETKH 00 HCITOJIHUTEIIE.

23. lokymeHTbI (p)OPMHUPYIOTCH B J1eJIa B COOTBETCTBUM C:

a) epeyHeM JTI0KYMEHTaJIbHBIX MAaTEPUAJIOB ¢ yKa3aHUEM CPOKOB XpaHEHMUS,;

0) HOMEHKJIATYPOil Jied OpraHu3aluu;

B) MHCTPYKIMEH 110 AETONPOU3BOACTBY IaHHOM OpraHu3aLuu.

24. /laToii NpoTOKOJIA SABJIAETCH 1aTa:

a) TIO/AMIUCAHMUS;

0) U3TOTOBJICHUS;

B) 3acelaHUsl KOJUIETHAJIbHOTO OpraHa.

25. IOKyMeHT, COCTABJICHHbIII KOMHCCHel, B KOTOPOM IEePeYUCISIOTCH YCTAHOBJICH-
Hble GaKThI — ITO:

a) aKT;

0) IPOTOKOIT;

B) IUTaTHOE paclrcaHue.

26. TexcT 10KJIAAHOI 3aNIMCKHU 10JIZKEH COCTOSATh:

a) U3 JIBYX 4acTeid;

0) U3 O/THOM YacTH;

B) U3 TPEX YaCTCH.

27. 3adpuxcupoBaHHasi HA MaTepPUAJIBLHOM HOCHTeJe HH(POPMALHS C PEKBU3UTAMM, 110
KOTOPBIM €¢ MOKHO HACHTH(PHIHMPOBAaTh, HECeT Ha3BaHHUeE:

a) OnmaHk:

0) JIOKYMEHT;

B) popMa TOKyMEHTA.

28. OpraHu3anMOHHO-NIPABOBOH I0KYMEHT, YCTAHABIUBAKIINH VI PA00THHKA KOH-
KpeTHbIe TPY/10BbIe 00513AaHHOCTH:

a) TPyZlOBOH J0TOBOpP (KOHTPAKT);

0) TOJHDKHOCTHAS HHCTPYKIIHSL,

B) TPY/JIOBbI€ OTHOIIEHUS.

29. ENMHCTBEHHBIN YK3eMILISIP JOKYMEHTa, 0(p)OPMJICHHBII W NMOANUCAHHBIA C YepHO-
BHKA B COOTBETCTBUM C YCTAHOBJIEHHBIMHU TPeOOBaHUSIMMU:

a) KOIUs;

0) my0mukar;

B) HOJ/UIMHHUK.

30. OrnpaBJisieMasi KOPPeCNOHACHUMS — 3TO:

a) BHyTPEHHUE JIOKYMEHTHI;

0) MCXOIAIINe TOKYMEHTHL;

B) BXOJAIINE JOKYMEHTHI,

31. Jesronpou3BoOaACTBO — 3TO:

a) cUCTeMa XpaHEHUs IOKyMEHTOB;

0) cocTaBieHUE TIOKYMEHTOB;

B) JIeATEIbHOCTh, OOECTIeYNBAONIAs JOKYMEHTHPOBAHUE U OPraHU3alMi0 paboThl ¢ oduIIH-
AIbHBIMU JIOKYMEHTAMH.

32. K kakoMy JOKYMEHTY OTHOCUTCS CJEAYIOIIAas XapaKTePUCTHKA «ABJISETCS OCHOB-
HbIM HOPMATHBHO-METOJUYECKHM /IOKYMEHTOM, ONpede/IsIOIMM U YCTAHABIUBAIOLIUM e1H-
HBIH NOPSIA0OK COCTaBJICHHUs, 0OPMJICHHS JOKYMEHTOB H pa00Thl ¢ HUMHU B OPraHU3ALMN»?




14

a) MHCTPYKIIUS IO JISTONPOU3BOJICTBY;

0) HOMEHKJIaTypa JIe;

B) perjaMeHT paboThI.

33. Uto 00bIYHO JaeTcsl B NPUJIOKEHUAX K MHCTPYKIIMU 110 JeJI0NPOU3BOIACTBY?

a) 00pasIbl IOKYMEHTOB, ()OPMBI JIOKYMEHTOB, Pa3JIMYHbIC CIIMCKHU WM IEPEYHH;

0) 00pa31el MoaANMCcel PyKOBOIUTENEH, (OPMYIISIPBI JOKYMEHTOB,

B) CIHCKH JIOJDKHOCTHBIX JIUI], UMEIOIIUX MPaBO MOAMKUCH JOKYMEHTOB.

34. Kakoii 'OCT persameHTHpYyeT NpaBWjia pa3MellleHus 1 0(poOpMJIeHUSI PEKBU3UTOB
OPraHU3alMOHHO-PACTIOPSTUTETbHBIX JOKYMEHTOB?

a) 'OCT 6.37-98;

6) 'OCT P 6.30-2003;

B) EI'C J10OV.

35. Ha kakue noxkymentsl pacnpocrpansiercss FOCT P 6.30-2003?

a) Ha OpraHU3allMOHHO-PACMIOPIINTENbHbIE JOKYMeHThl (OPJI), oTHOCAIIMECS K YHUDHITH-
poBanHoi#1 cucteme OPJI;

0) Ha BCe JOKYMEHTBI, COMPOBOKIAIONINE ACITEILHOCTD OO0 OpraHu3aluy, YIpeKIeHUs
WM TIPS ATIPUSTHS;

B) Ha YIPaBJIEHYECKUE U SKOHOMHYECKHUE JOKYMEHTHI.

36. Kakue Tpu BUjAa 0JIJAaHKOB YCTAHOBJIEHBI /IJIsl OPraHU3AIUH, €¢ CTPYKTYPHOIO MO/~
pa3jieseHus U 10JKHOCTHOTO JIuIa?

a) o0l OaHK, OJIAHK MMCbMa, OJaHK KOHKPETHOI'O BHIA JOKYMEHTA,

0) OJ1laHK BHYTPEHHUMN, BHEIIHUN U A5 (DaKCOB;

B) OJIaHK IS PacIOPSIIUTEIBHBIX IOKYMEHTOB, JIJISl TICEM U IS CITPABOK.

37. Korana Ha JoKyMeHTax NPUBOAAT COKPallleHHOe HAMMEHOBAaHHMe OpPraHu3anun?

a) KOIJIa OHO 33aKPEIJICHO B YUPEIUTEIbHBIX IOKYMEHTAX OPraHU3allNu;

0) Korza JOKYMEHT OOJBIION, U HEOOXOJMMO COKOHOMHUTH MECTO Ha MOJIe JOKYMEHTA;

B) KOTJIa TIPUKA30M PYKOBOIUTEIIS Pa3pelIeHO ero UCTIOIb30BaHUE.

38. Kakue cBeeHusi NPUBOAAT B CIPABOYHBIX JAHHBIX 00 OpraHu3anuu?

a) popmMa cOOCTBEHHOCTH, Ha3BaHUE JOHKHOCTH M (haMUIMs PYKOBOJIUTEIN S, HAUMEHOBaHUE
BBIIIECTOSIIEH OpTaHU3alINH;

0) MOYTOBBIN aapec, HoMep TesedoHa U APyrue CBEACHUS 0 YCMOTPEHHIO OpraHu3ainnd

B) a/IpeC IEKTPOHHOM MOYTHI.

39. PerncTpaniMmoOHHbI HOMeP JTOKYMEHTA - 3TO... (BbIOepUTe NMPaBHIbHbIN BAPUAHT
NMPOJIOJIZKEHUS ONPe/ieIeHN ).

a) ycnoBHoe 1MdpoBoe (MHOrna OykBeHHO-LM(poBoe) 0003HAYEHUE, MPOCTABIsIEMOe MPU
pEeTHCTpAINH;

0) MOPSIKOBBIM HOMEP JOKYMEHTa B OPraHU3alMU-OTIIPABUTEINE;

B) TIOPSIZIKOBBIA HOMEP JJOKYMEHTA B OpraHU3aluu-TIoTydaTelre.

40. B xakoM MecTe JOKYMEHTA PacioJiaralor rpu¢ yreep:kaeHus J0KyMeHTa?

a) B JIEBOM BEpXHEM YIIY;

0) 1O LIEHTPY BEPXHETO MOJIs;

B) B [IPAaBOM BEPXHEM YTIIy.

41. I'me yka3bIBalOTCSl HHUIMAIBI MIPU 2/IPECOBAHUM JOKYMEHTA J0KHOCTHOMY JIMILY ?

a) mepen haMUIneH;

0) nocne pamMuIny.

42. Yrto BKJIOYAET B ce0s1 Pe30/I0HA, HAIIMCAHHAS HA JOKYMEHTE COOTBETCTBYOIIMM
JAOJKHOCTHBIM JINLIOM?

a) haMIINI0, HHUIMAIEI UCHOJHUTENIEH, colep Kanne nopydeHus (IIpu HeOOXOIMMOCTH),
CPOK WCIIOJIHEHUS, TIOJKCh U JaTy;

0) MHUIMAJIBI MCTIONHUTENEH, (pamminio, coaepkaHue mopydeHus (pu HEOOXOIUMOCTH),
CPOK HCIIOJIHEHUS, TIOJIHCH U JaTYy;
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B) haMWIHIO, MHUIIMATBI UCTIOJTHHUTENEH, CoIepKaHue TOPYUCHUSI.

(Ipu HEOOXOUMOCTH ), CPOK MUCIIOJIHEHHUSI, TTOAIICH

43. YTo 10/17KeH BKIIOYATH PEKBU3UT «3aroj10BOK K TeKCTy»?

a) KpaTKoe coJiep)KaHue JIOKYMEHTa;

0) aHHOTAIIHIO;

B) KpaTKo€ Ha3BaHHE JOKYMEHTA.

44. Yto BKJIIOUYAET B ce0sl BU3a COIVIACOBAHMS JIOKyMeHTa?

a) MOJIUCh U JIOJKHOCTh BU3UPYIOUIETO JOKYMEHT, paciiudpOBKY MOAMNUCH U ATy NOJIH-
CaHu4;

0) MOAMKUCH U TOJDKHOCTD BU3HPYIOIIETO JOKYMEHT, €ro HoMep TeiedoHa;

B) MOAMKUCH BU3UPYIOLIETO JOKYMEHT U IaTy MOAMUCAHMUS.

45. Ilepeuncaure 3j1eMmeHThl pekBu3uTa «Ilognucnby.

a) JTIOJKHOCTD JIMIIA, MOJANKCABIIETO JIOKYMEHT; PYKOMKCHAS MOAINKCH; pacindpoBKa moa-
nycy (MHUIIMATBI, hamrims);

0) pyKOmHCHAsI MOJAIKUCH JIUIIA, TOAIMUCABIIETO TOKYMEHT; pacmupoBKa MOAMKUCH (HHUIH-
anbl, haMUIIns);

B) PYKOIKCHAs OANKCH JIUIIA, TOAMKUCABIIETO JOKYMEHT.

46. 1151 4ero Ha JOKyMeHTaX NPOCTABJIAIOT OTTUCK Ne4yaTu?

a) 3aBepeHUs MOUTMHHOCTY MOAMKUCH JIOJBKHOCTHOTO JIMIIA;

0) MOATBEPKICHUS JOCTOBEPHOCTH TEKCTa IOKYMEHTA;

B) oOecrieueHus rapaHTHUH UCTIOJIHEHUS IOKYMEHTA.

47. KTo mognuchbiBaeT U JaTHPYyeT PeKBU3UT «OTMeTKA 00 MCIIOJHEHHH JOKYMEHTa U
HaNpaBJIEHUH €ro B J1eJ10»?

a) PYKOBOJMTEIb OPraHU3aIlHH;

0) pykoBoauteis ciyxosr 10V,

B) HMcnomHutens, paboTaBIIuil C TOKYMEHTOM, HIIM PYKOBOJAUTENH €T0 CTPYKTYPHOTO MOJ-
pazzieneHus.

48. Ilperen3us — 3T0:

a) MIUChMO, COZIepIKallee MPEII0KEHUE IO KOPPEKIIUU e TETbHOCTH;

0) MHUCHbMO, OTIPABJICHHOE BUHOBHOW CTOPOHE B ClIydae HEBLINOTHEHUS €0 3aKITHYEHHBIX
paHee JOTOBOPOB U 00sI3aTEJILCTB;

B) MMMCHMO, OTIPABIEHHOE BUHOBHOM CTOPOHE Co/IepiKalee MpeIoKeHHE 10 KOPPEKIIUU ee
JIesTeTLHOCTH.

49. JlokyMeHTHPOBaHHE — 3TO:

a) CUCTEMaTH3UPOBAHHBIN MepeueHb HAUMEHOBAHUH JIell, 3aBOIMMBIX B OpraHU3aIiH, C
yKa3aHUEM CPOKOB MX XPaHCHUS;

0) cucteMaTU3UpOBaHHAs 3aMUCh HHPOPMAIIUU HA OYMa)KHOM HOCHUTEIIE;

B) 3anuch MHGOPMAIIMHU HA PA3JIMYHBIX HOCUTENSIX 110 YCTAHOBICHHBIM ITPABUIIAM.

50. TpynoBasi KHHIKKa — 3TO:

a) IOKYMEHT, TTOJATBEPKIAIOIINNA TPYIOBOM CTaX;

0) JOKYMEHT, MOATBEPKAAOIUN TPYAOBYIO ACSITEILHOCTD;

B) JIOKYMEHT, MOJTBEPKAAOIINI TPYAOBYIO 3aHATOCTb.

51. CoBOKYNHOCTB NPOLIECCOB MO CO3AAHUIO H 00padoTKe BCeX JOKYMEHTOB, CO3/1aBae-
MBIX B yYpeKJIeHHH — ITO:

a) TOKYMEHTAIlMOHHOE o0ecrieueHre yIpaBICHHUS,

0) TOKyMEHTOOOOPOT;

B) YIPAaBJICHHE IOKYMEHTAMH.

52. lllTaTHoe pacniucaHue — ITO:

a) TOKYMEHT, TTOTBEPKIAIOIIHI TPYJOBYIO NESTEIbHOCTh KOJICKTHBRA,;

0) JOKYMEHT, YCTaHABJIMBAIOIINUNA CTPYKTYPY, IITATHBINA COCTaB U IITATHYIO YHCICHHOCTh

OpraHu3alllK C €€ YCTaBOM;




16

B) MOJIOKEHUE O MEPCOHAIE.

53. YcrasB —3T10:

a) MPaBOBOM aKT, W3/1aBAEMbIH €TMHOIMYHO PYKOBOJIMTEIEM OPTaHHW3allld U ero 3aMeCTH-

TEJSAMHU;

0) COBOKYITHOCTb JIOKYMEHTOB, COJICPKAIIIX MOJHbIE CBECHUS O paOOTHHUKE;

B) JIOKYMEHT, MOATBEPKAAIOIUN TPYAOBYIO 3aHATOCTD.

54. Ucxoasimme JOKYMEHTBI — 3TO:

a) apXuB;

0) noxy4aemasi KOppeCOHACHIINS;

B) OTIpaBisieMas KOPPECIOHICHIIUS.

55. JIOKyMeHT — 3TO:

a) 3aduKcUpoBaHHas Ha MaTepualbHOM HOCUTelle MHOpManus ¢ PeKBU3UTAMU, MO KOTO-

PBIM €€ MOYKHO WICHTU(HUIIMPOBATH;

0) 3adukcupoBaHHas Ha OYMa)XHOM HOCHTEJEe HHPOPMAIUS C PEKBU3UTAMHU, 110 KOTOPHIM €€

MO’KHO UACHTHU(PHUIIMPOBATH TOKYMEHT;

B) 3apKCUPOBaHHAs Ha 3JIEKTPOHHOM HOCHUTENE HH(OPMALIUS C PEKBU3UTAMH, 110 KOTOPHIM

€e MOYKHO MACHTU(UIIPOBATEH (hopMa JTOKYMEHTA.

56. /lokyMeHT0000pOT BKJIOYAET CJIeAyI0lHe MOTOKU J0KYMEHTOB:

a) moJy4aeMble JOKYMEHTHI, BHEIIHNE TOKYMEHTBI, UCXOSIINE TOKYMEHTHI,

0) mosyuyaeMble JOKYMEHTBI, UCXOSIINE JOKYMEHTBI, OTIIPaBIsieMble TOKYMEHTHI.

B) MMOJTyYaeMble IOKYMEHTBI, BHYTPEHHHUE JOKYMEHTBI, HCXOJSIINE JOKYMEHTBL.

57. @akTuueckasi uH(popmanus T0KyMeHTa, ¢pukcupyomas (GaxkTbl, pelieHus, aes-
TeJbHOCTb — 3TO:

a) IaHHBIC;

0) KOHTEHT;

B) KOHTEKCT.

58. [IpaBoBoii aKT, oNpee/IAIOLIUI MOPS/I0K AeSITeJIbHOCTH — 3TO:

a) perJIaMeHT;

0) cTanaapr;

B) YKa3aHUS.

59. @ukcanus ¢akTa co3TaAHUA WIM MOCTYIJIEHUS JOKYMEHTOB MyTeM MPOCTABJIEHHSA
AaThl U PerncTPALMOHHOI0 HHAEKCAa — ITO:

a) perucrpanus I0KYMEHTOB;

0) crangapTH3alMsl JOKYMEHTOB;

B) y4€THas 3aluCh.

60. Yuudukauus —310:

a) IpUBEJICHNE JIOKYMEHTOB K €IMHO00Pa3Hio 1o hopMe U COJIePKAHUIO;

0) cocTaBieHUE TOKYMEHTOB;

B) paH)KUPOBaHHUE JJOKYMEHTOB.

61. CucreMaTM3MpPOBAHHBIN NepeYyeHb HAMMEHOBAHMI /eJ1, 3aBOJAMMBIX B OpraHu3a-
MM, C YKa3aHHEM CPOKOB HX XPaHeHHUs — ITO:

a) TOKyMEHTO00O0POT;

0) 1e7101PON3BOJICTBO;

B) TOKYMEHTUPOBAHUE.

62. HomenkJaTypa aeJ — 310:

a) apXuB;

0) cHUCTeMaTU3MPOBAaHHBIN IEepeYeHb HAMMEHOBAHUU JIel, 3aBOAMMBIX B OPraHU3aIMM, C
yKa3aHHEM CPOKOB WX XPaHEHHS;

B) CUCTEMaTU3UPOBAaHHAS 3aUCh MHPOPMALIUU Ha OyMa>KHOM HOCHUTEIIE.

63. JIokyMeHT, OATBEPKIAAIOIIMIA TPYAOBYIO 1eSITEJILHOCTh — 3TO:

a) pe3roMe;
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0) pekoMeHaaIus,

B) Tpy/i0Basi KHUXKKA.

64. JIu4Hoe 1eJ10 — ITO:

a) COBOKYITHOCTb JIOKYMEHTOB, COJIEP>KaIlIMX MOJHbIC CBEJICHUS O PAOOTHHUKE U €r0 TPYAO-

BOMU JICITEIbHOCTH:

0) kpaTkas uHpopmanus o cedbe, CocTaBlieHHas JINYHO MPETEHICHTOM Ha BAKAHTHOE MECTO;

B) JIOKYMEHT, TOATBEPKIAIOMINN TPYAOBYIO ACSITEILHOCTh TUYHAS KAPTOUKA PAOOTHHKA.

65. lo/KHOCTHASI HHCTPYKIMS — 3TO:

a) TOKYMEHT, YCTaHABIMBAIOIIHH JIJIsl pAOOTHUKOB PACIOPSIOK paOOTHI;

0) JOKYMEHT, YCTaHABJIUBAIOIINM JUIsi pAOOTHUKA KOHKPETHbBIE TPY/IOBBIE 00s13aHHOCTH;

B) JIOKYMEHT, YCTaHABIIMBAIOIINHN I paOOTHHKA pa3Mep 3apaboTka.

66. AKT —3TO:

a) JOKYMEHT, YCTaHAaBIMBAIOIIUH PAaCIOPSIOK pabOThI;

0) MPOTOKOJT;

B) JIOKYMEHT, COCTABJICHHBI KOMHUCCHEH, TJI€ MIEPSUNCIISIFOTCS. YCTAHOBJICHHBIC (DAKTHI.

67. PekBU3MTAMH TIOKYMEHTA AABJSIIOTCS:

a) DOJNHNCh, JaTa, I€YaTh;

0) moAmuck, aara, MpUQT,

B) pa3mep, Jara, 1eyarsb.

68. YnpaBJjieHne J0KyMEHTAMH — 3TO:

a) CO3J]aHKE U UCIIOJIL30BaHUE JIOKYMCHTOB;

0) co3gaHue, COXpPaHEeHUE U HCTIOIb30BAHNE TJOKYMEHTOB;

B) COXpaHEHHUE U MCIIOIh30BAHKUE JOKYMEHTOB.

69. HopMaTUBHBII TOKYMEHT, COJAePKAIUI KOMILIeKC HOPM, NPaBWJI, TPeOOBaHMIl K
00BbEKTY CTAHAAPTH3AIUH — ITO:

a) yKa3aHus;

0) MeTONKa;

B) CTaHJapT.

70. /IBM2KeHUE TOKYMEHTOB B OPraHU3ALMH OT CO3aHUSA 10 UCMOJTHEHHUS — ITO:

a) ynpaBlieHHE IOKYMEHTAMU;

0) obecnieueHre JOKYMEHTaMU;

B) JIOKYMEHTOOOOPOT.

71. IlpaBOBOIi aKT, H31aBaeMbIii eINHOJMYHLIMI PYKOBOAUTEIAMH — ITO:

a) IpuUKas;

0) pacnopspKeHHe;

B) VKa3aHUS.

72. IlIucbMo0, B KOTOPOM /1aeTCsl XapaKTePUCTHKA KOHKPETHOI0 Yeji0BeKa /sl YCTPOii-
cTBa Ha padorty — 3T0:

a) MUCbMO-TpeOOBaHUE;

0) peKOMEeHIaTeIbHOE MIChMO;

B) COIIPOBOJUTENHHOE MUCHMO.

73. KpaTkoe conep:kanue J0KyMeHTa — 3TO:

a) BBEJICHUE;

0) snurpad;

B) 3ar0JIOBOK K TEKCTY.

74. Pe3rome — 310:

a) KpaTkas nH(opMalus 0 YeIOBeKe, COCTaBIEHHAs! PYKOBOIUTEIIEM;

0) kpartkas uHdopmalus o cede, COCTaBICHHAS JIMYHO MPETCH/ICHTOM Ha BAKAHTHOE MECTO;

B) KpaTkasi ”HGOpMaIus O CBOCH >KU3HH.

75. esiTeJIbHOCTH, O0ecneYnBAIOIIAsl JOKYMEHTHPOBAHME U OPraHU3alMI0 PadoThl ¢
opUIIHATBLHBIMYI IOKYMEHTAMU — ITO:
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a) CUCTeMa XPaHEeHUSI JOKYMEHTOB;
0) cocTaBieHHE JOKYMEHTOB;
B) JICJIONIPOU3BOJICTBO.

4. METOIUYECKHNE MATEPHAJIBI, OIIPEJAEJIAYOINUE ITPOLEAYPLI OHEHVMBAHUA
3HAHUI, YMEHUM, HABBIKOB U (MJIN) OIIBITA JESATEJIBHOCTU, XAPAKTEPU3Y-
IOIUX STAITBI ®OPMHUPOBAHU S KOMITETEHIIMIA B ITPOLIECCE OCBOEHU S
OBPA3OBATEJIBHOM ITPOI'PAMMBI

1 3TAIl - 3BHATH

YcTHbIi OTBET
Kpumepuu oyenxu ycmmuvix omeemos cmyoeHmos:

— MPaBWIBHOCTh OTBETA IO COACPKAHHIO 3aJaHUs (YIHTHIBACTCS KOJUYECTBO M XapakKTep
OIMOOK MPHU OTBETE);

— IMMOJIHOTA W TJyOWHA OTBeTa (YYHUTHIBACTCS KOJIMYECTBO YCBOCHHBIX (DAaKTOB, MOHSATUH H
T.IL.);

— CO3HATEIBHOCTH OTBETA (YUUTHIBACTCS TOHUMAHUE M3JIaraéMOro MaTepuaa);

— JIOTUKA U3JIOKEHUSI Marepuaia (YUUTHIBACTCSI YMEHHE CTPOUTH LIEJIOCTHBIN, MOCIe10Ba-
TeJNbHBIN paccKa3, PAMOTHO I0JIb30BAThCS CHIEUAIBHON TEPMUHOJIOTHEN);

— PalMOHANIBHOCTH MCIOJIb30BAHHBIX MPUEMOB U CIIOCOOOB pPEIICHMs MOCTaBICHHON yuel-
HOWM 3a7aun (YUUTHIBACTCS YMEHHUE HCIIOJIb30BAaTh HAaNOO0JIee IPOrPECCHUBHEIC U 3PPEKTUBHBIC CIIO-
COOBI JOCTHIKEHHUS 1LIEIIHN );

— CBOEBPEMEHHOCTh U 3(h(HEKTHBHOCTH UCTIOIB30BAHUS HATIISAHBIX MTOCOOUH U TEXHUICCKUX
CPEICTB MpHU OTBETE (YUYUTHIBACTCS TPAMOTHO U C MOJIb30H MPUMEHSATh HArJISAHBINA MaTepHuan U Jie-
MOHCTPAITMOHHBIN OMBIT IPH YCTHOM OTBETE);

— UCTIOJIh30BaHME TOTIOJHUTEIFHOTO MaTeprana (00s13aTeIbHOE YCIOBUE);

— paIMOHATBFHOCTh HCIIOJIB30BAHMSI BPEMEHH, OTBEJICHHOTO Ha 3aJlaHue (CTPOTOE BBIICPKU-
BaHUE JIMMHTA BPEMEHHU U OallaHC YacTel BBICTYIJICHUS C YU€TOM MHJMBHUIYaTbHBIX OCOOCHHOCTEMN
CTYJICHTOB).

Kpumepuu oyenxu ycmuvix omeemos cmyoenmos

OrneHka [TpaBHILHOCTH (OMIMOOYHOCTD) BHITIOTHEHUS 3a/1aHUS
COTJIIMIHO» MOJHO Y apTYMEHTHUPOBAHO OTBEYAET IO COACP/KAHUIO 3aJaHUS;
oOHapyXMBaeT MOHMMaHUE MaTepuana, 0OOCHOBBIBAET CBOU CYK-
JICHHUS,

IIPUMEHSIET 3HAHUS Ha MPAKTUKE, WIUTFOCTPUPYET OTBET IPUMEPAMU
HE TOJIBKO I10 NMPEATI0KEHHON JIUTEpaTypE;

M3JIaraeT MaTepual MocJleJ0BaTeIbHO U IPaBUIIBHO.

«XOPOLIO» MIOJTHO ¥ apTyMEHTUPOBAHO OTBEYAET 110 COAEPIKAHUIO 3a/1aHUS;
OoOHapy>KMBaeT MOHMMaHUE MaTepuana, 0O0OCHOBBIBAET CBOU CYXK-
JICHUS,

IIPUMEHSIET 3HAHUS Ha NPaKTUKE, WIIIOCTPUPYET OTBET IPUMEpPAMU
HE TOJIBKO I10 NPEATI0KEHHON JIUTEpaTypE;

U3JIaraeT MaTepuai MociIeI0BaTebHO U MPAaBUIbHO, HO JOIIYCKAET
1-2 omu6KH, KOTOpbIE UCTIPABIISIET CAM.

«yJIOBJIETBOPUTENBHO» | OOHApY>XMBAeT 3HAHKWE U MOHMMAHUE OCHOBHBIX IOJIOKEHHH 110 CO-
JACpKaHUA 3aaHUA,

U3JIaraeT MaTepuaj HEMOJIHO U I0IIyCKAeT HETOYHOCTH B ONpeaeiie-
HUM NOHITUHN WM (POPMYIUPOBKE MPABUIL;
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HE JIOCTATOYHO IIYOOKO M J0Ka3aTeJbHO 0OOCHOBATh CBOM CYXKIe-
HUS WUIIOCTPUPYET OTBET INPUMEPAMH TOJBKO IO MPEMAJIOKEHHOU
JUTEpaType;

u3JlaraeT MaTepuai Helocle0BaTeIbHO U JOMYCKaeT 3-4 OmuOKH.
«HEYJOBIICTBOPUTEIBHO» | JOMYCKAET CYHIECTBEHHBIEC OIIMOKU B (POPMYIHUPOBKE ONpEACICHUN
U IIPaBUJI, UCKAXAIOLIUE UX CMBICI;

U3JlaraeT Marepuall HElocCJIeJ0BaTeIbHO, HEYBEPEHHO U HE IO CY-
LIECTBY 3aJaHus;

JIOITyCKAeT CYIIECTBEHHBIE OMIMOKH, HE MO3BOJSIOIIUE PACKPHITh
CMBICJI 33JlaHUSl W SBISIOIIMECS CEPbE3HBIM IPEMSATCTBUEM K
YCIELHOMY OBJIAJICHUIO CJIEIYIOIIUM MaTEPUATIOM.

Brinosienune 3a1anus Ha pedpepaTUBHOE U3JI0KEHHE MATEPHAJIA 10 TeMe JUCIHILINHBI
[Toaroroska pedepartos:
Hanucanue pedepara sBiseTcsi 00s3aTeIbHBIM JIEMEHTOM CaMOCTOSITEIIEHON pabOThI CTY-
JEHTOB B PAMKaX OCBOCHHMSI TUCIUIUIUHBI «J[OKyMEHTAIlHOHHOE 00eCIIeYeHHE YIIPABICHUS.
Pedepar — 3TO NMUCHMEHHBIA TEKCT, 3HAYUTENBHBIA 1O 00BEMY, TPEICTABISIONINANA COOOM
nyOonuyHOe pa3BEPHYTOE, TITyOOKOE M3IIOKEHUE OMpelelIEHHON TeMbl. DTO CaMOCTOSATEIbHAs HC-
clieIoBaTeNbCKass paboTa, B KOTOPOI aBTOP PacKphIBAET CYTh UCCICAYyEeMOU MpOOIEMBI; TPHBOIUT
pasMyHbIe TOYKW 3PEHUs, a Tak)Ke cCOOCTBEHHBIC B3MIsAbI He Hee. ComepikaHue JA0KIana JOJKHO
OBITH JIOTUYHBIM; U3JI0)KEHHE MaTepraja HOCUT MPOOJIEMHO-TEMATHUECKUN XapaKTep.
Iens nHanucanus pedepara:
® [IPOJICMOHCTPUPOBATh HEOOXOIMMBIE KOMIIETEHIINU 10 JucuuIuinHe «KopropaTuBHO#M colu-
aJIbHOM OTBETCTBCHHOCTH.

® [IPO/IEMOHCTPUPOBATH OOIIUI YPOBEHb BIIAJIEHUSI OCHOBAMH HMCCIIEI0BATEIbCKON JEATeNbHO-
CTH, YCTHOTO ¥ MUCbMEHHOTO OOIIEHMS;

® [IPO/IEMOHCTPUPOBATH CPOPMUPOBAHHOCTH ONEPALMI MBIIIUIEHUS.

Dranbl TOATOTOBKHU pedepara:

1. Onpenenenue 1eau U coCcTaBlIeHUE 1aHa pedepara.

2. [lonGop HEoOXxoaMMOro MaTepuana cofepxanus pedepara.

4. KomnosunmonHnoe opopmienue pedepara.

5. IloaroToBka TE€3MCOB BBICTYIUIEHUS.

6. «Po3BIrphIlI OKIana», T.€. MPOU3HECEHHUE OKIALA C COOTBETCTBYIOIIEH MHTOHALMEN, MU-
MHKOH, )KECTaMH.

Crpyktypa pedepata:

1. KitroueBsie cioBa.

1. AuHOTamums coaepkanus (2-3 mpeIoKeHHs).

2. Beenenwme (He Oozee 2 ctpanui). Bo BBezieHnn HE0OX0AMMO 000CHOBATH aKTyallbHOCTh Te-
MBI, OYEPTUTh 00JIACTh MCCIIEOBAaHUS (OOBEKT M MpPEIMET), OCHOBHBIE LIETH U 337a4l UCCIIE0Ba-
HUS, CPOPMYIUPOBATH TUIIOTE3Y, METOJOJIOTUYECKYIO U METOIUYECKYIO OCHOBY.

3. OcHOBHas 4acTh COCTOUT U3 2-3 pazfenoB. B HUX pacKpbIBaeTcs CyTh MCCIEIyeMON Mpo-
0JIeMBI, TIPOBOJIUTCS 0030p JIMTEPATYPHI, JACTCS XapaKTEPUCTHKA CTEMEHNU pa3pabOTaHHOCTH MPO-
OneMbl U aBTOPCKAash aHAJIMTUYECKas OILEHKAa OCHOBHBIX TEOPETHYECKUX TMOIXOJOB M aBTOPCKas
uzies K ee pelieHuto.

4. 3axmouenue (1-2 cTpanuibl). B 3akaroueHuN KpaTKO M3JAraroTCsl BHIBOJIBI, a TaKXKe Mpej-
1ojlaraeMble HayyHble pe3yJIbTaThl U IPOTHO3BI.

5. bubnuorpaduueckuii cnucok (oT 5 10 10 nctouHukoB) B asihaBUTHOM Mopsifike. B maHHBIN
CIHCOK PEKOMEHJIYeTCsl BKIIOYAaTh pabOThl OTEUECTBEHHBIX M 3apyOeKHBIX aBTOPOB, B TOM YHCIIE
CTaTbH, OMYOJIMKOBAHHBIE B HAYUHBIX KypHAJIaX B TEUEHUE MOCIEIHUX 3-X JIET.

6. Ilpunoxenue (mpu HEOOXOAUMOCTH).

Pedepar momkeH conmpoBOXAATHCS MYIbTUMEIUHHON MPE3CHTAUECH HATJISIHO JEMOHCTPHUPY-
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IOIIEH BU3YallbHBIE (ayauo, BHIEO, rpaduueckne) MaTepuaibl, OCBOCHHBIE B XOJ€ CaMOCTOSTEb-
HOI paOOTHI.
Tpebosanus k oghopmaenuro pechepama.

e TekcT Ha popmate A4, ¢ OJHON CTOPOHBI JIUCTA;
mpudrt Times New Roman;
Keruip mpudTa 14,
MEXCTpOUYHOE paccrosinue 1,5;
OJIsI: CBEpXY 2 ¢M, CHHUBY - 2 cM, cjieBa - 3 ¢M, cripaBa 1,5 cMm;

e pedepaT 10KEH OBITh MPEACTABIECH B COPOLIIOPOBAHHOM BHU/IE;

e (opmar ab3ama TeKCTa JOJKEH ObITh BHIPOBHEH «II0 HIMPUHE» IMOJIOKEHHSI Ha CTPaHULIE.
AO3alHBIN OTCTYI IEPBOI CTPOKHU KaxI0T0 ab3ara qoKeH ObITh paBeH 1,25 cwm;

® HOMEp CTPaHUIILI MPOCTABISAETCS apaOCKUMU IUPpaMU B IEHTPE BEPXHEH YacTh TUCTa 0e3
TOUYKH, HauMHas ¢ BBeAeHus (3 crpanuina). Ha turynsHoMm nucte u Ha CojaeprkaHUM CTpaHUIA HE
CTaBUTCS;

® *TUTYJIBHBIA JTUCT 0OPMIIIETCSI B COOTBETCTBUU € 00pa3iioM odopmieHus pedepara, Kyp-
COBOM PabOTHI, BBITYCKHOM KBATH(PHUKAITMOHHOHN paboThl, mpuHiATEIM B HOYBO MU [uC

Kpumepuu oyenusanus pabomul peghepama

Onenka [TpaBUIBHOCTH (OLIMOOYHOCTH) BHIMOJIHEHUS 3a/1aHUS
«3aYTEHO» Coneprxanue pedepara COOTBETCTBYET TEME;
[IpaBuiIbHOE MCIIOJIB30BAaHUSI HCTOYHUKOB JINTEPATYPHI;
CootserctBre oopmieHus pedepara CTaHAAPTOM;
3HaHue yyaluMcsl U3JI0KEHHOro B pedepaTe maTepuana (A1 oTBeTa Ha
YCTHBIE BOIIPOCHI);
YMeHue TpaMOTHO M apryMEHTHPOBAHO M3JIOKUTh CYTh MPOOJIEMBI B TEK-
CT€ U YCTHO;
Te3uchl ¥ MpeAnonoKeHust apryMEHTUPOBaHbI, C/I€TaHbl BBIBOJIBI U YMO3a-
KITIOYCHUS;
B Tekcre oTpaskeHO yMEHUE aHATU3UPOBATh (haKTHUECKUI MaTepuai U uc-
TOPUYECKUE B KYJIbTYpHBIE (DaKTHI.
«HE 3a4TEHO» Tema pecdepara packpbITa HEAOCTATOUHO MOJHO;
OtcyTrcTBYeT OMOIMOrpapuUecKuii CIUCoK;
Te3ucsl U MpeanoaokKeHNss He apryMEHTUPOBAHbI, HE C/I€TaHbl BHIBOJIBI U
YMO3aKJIIOYEHNS;
B TekcTe oTcyTcTBYET (haKTOIOTMUECKUH aHaIN3;
OTBeTHI Ha YCTHBIE BOMIPOCHI HE OTPAKAIOT YMEHHE TPAMOTHO U apTyMEH-
THUPOBAHO M3JI0XKUTh CYTh pedepara.

Co31aHue npe3eHTAlHIl HA 32/IaHHYI0 TEMY

Obwue mpebosarnusi K npezeHmayuu.

[Tpe3eHTanus He JOMKHA OBITH MeHbIIe 10 cnaiiaoB.

[lepBblii crnaiify — TUTYNbHBIN JIUCT, HA KOTOPOM 0O0S3aTE€IBHO JOJKHBI OBITh NMPEICTABICHBI:
TeMa; haMUIHs, UMs, aBTOpa, HOMEP Y4eOHOU TPYIIIIBL;

Bropoii cnaiing — comepikaHue, Te MpeACcTaBICHb OCHOBHBIE BOIPOCHI, pa30OpaHHBIE B XOJ€
u3ydeHus TeMbl. JKemnareiabHo, 4TOOBI U3 COJEpKaHUs TI0 THIEPCCHIIIKE MOKHO MEepeiTH Ha HeoO-
XOJIUMYIO CTPAHUIlY M BEPHYTHCS BHOBB Ha COJIEpPIKAHUE.

B cTpykType mpeseHTanuu HEOOXOAMMO HCIONB30BaTh: TpaUUECKyI0 U aHUMAIIMOHHYIO WH-
dbopmaruio: BUAEO U ayanuo GparMeHThl, TAOJIUIIBI, TUarpaMMBbI U T.]I.

[Mocneanuii cimai IEMOHCTPUPYET CIUCOK CCHUIOK HAa UCHOJb3yeMble HHPOPMAIMOHHEIE pe-
CYpCHI.
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Kpumepuu oyenueanus npeszenmayuii

[TapameTpsl OlleHMBaHMsI IPE3EHTALUU BericTaBisiemast onenka (6ami) or 1 no 3
CBs13b Mpe3eHTAIH C TeMOU pedepara.
ConeprkaHue npe3eHTalu BIOpaHHON Teme
3aKIroueHne mpe3eHTaluu (BbIBOIbI)
I'paduueckas nndopmarus (WLTFOCTpALIAH,
rpaduKy, TaOJIUIIBI, TUArpaMMbl U T.]]
AHnmMarmonsabsie 3 PEeKThI (BUICO U ayIH0
¢parmMeHTsl, AuHaMUYHas HHGorpaduka u
Wroro 6aos:

Ha xax1plii mpecTaBIeHHBIN TapaMeTp 3anoJHsIeTcs TabI1ia OLlEeHUBAHMS, T1e TI0 KaXI0OMYy U3
KPUTEPHEB MPUCBAUBAIOTCS OayuTbl OT 1 710 3, YTO COOTBETCTBYET ONPENEIEHHBIM YPOBHSAM pa3BH-
TUSL KOMIETEHTHOCTH: | Gailm — 3TO HU3KUH YpPOBEHb; 2 Oaiia — 3TO CpeHHM ypoBeHb; 3 Oaria —
BBICOKHH ypoBeHb. OlpesiesieHle ypOBHS KOMIETEHTHOCTH:

KonnyecTBo HabpaHHBIX 0aIOB 3a YpoBHU Onenka
MPEJICTABJICHHYIO MPE3ECHTALINIO
or 12 no 15 Bricokuii ypoBeHb OTJINYHO
or 8 o 11 Cpennuii ypoBeHb XOPOIIO
or5108 Hwuskuii ypoBeHb YZAOBJIETBOPUTEIBHO
i) - HeynosnerBopurensHo

YpoBenb c()opMUPOBAHHOCTH KOMIIETEHIIUi HA 1 ITane—3HATH
Heyooenemsopumenvnuiii (IIpednopozosuiii)
NoJHOTA ¥ TiyOonHa 3HaHui 00-29%;
Yooenemeopumenwnutii (Ilopocoswiii)
MOJTHOTA ¥ TITyOnHa 3HaHui 30-59%;
Xopowwuii (Cpeonuii)
MOJTHOTA M TITyOnHa 3HaHui 60-79%;
Omauunsiil (Bvicokuii)
MOJTHOTA U TITyOnHa 3HaHu# 6omee 80%;

2 9TAIl - YMETH

le/l YuyacTuu B JUCKYCCHHA HGO6X0}II/IMO 3aMCTUTDH, YTO 3TO IMPAKTUYCCKOC YMCHHC SABJIA-
€TCSl YaCThI0 KOMIIETEHIIUU «CTIOCOOHOCTH OCYIIECTBIATH AENOBOE OOIIeHHE (MMyOIUYHBIE BBICTYTI-
JICHUsI, TIEPETOBOPHIL...) U TIPEACTABIIET COOON — CIOCOOHOCTh MPUBOJIUTH APTYMEHTHI U KOHTpap-
TYMEHTHI TIPH OTCTaWBAaHUU CBOEH MO3UIMH. [Ipu ArarHocTHKe pe3yabTaTOB UCHOIB3YETCs OMHUCa-
TCJIbHAas IKaJia OLICHUBAHUS.

1. AprymeHTanus CBO€i MO3UIIUU B MTyOTHYHOM BBICTYIIJICHUH:

AJid apryMmEeHTaluu CcOOCTBEHHOI'O MHCHUS, HCAOCTATOYHO TOJIBKO BBIPA3UTH COTJIACHUE HIIN
HECOTJIacue C aBTOPOM;

UCIOJIb3YITE ClEeayIoINe KOHCTPYKIUU: «S corjaceH/He coriaceH ¢ aBTOPOM, IOTOMY YTO
...» WU « COTJIaceH / He COTJIaCeH C aBTOPOM U cuMTaro (Tojiararo, 1yMar), uro. .. »;

noadupasi apryMeHThl, yYUThIBATE, YTO Bbl apTyMEHTHPYETE HE aBTOPCKYIO TOUKY 3pPEHMS,
a CBOE coryiacue (Hecoriacue) ¢ ero MHeHnem4

coOCTBeHHasi TIO3UIIUS JTOJDKHA OBITh ueTko odopmiieHa. [IpoBepbTe, chopmynmupoBan nu
BaMH TE3UC, BBIPAXKAIOLIUI Bally TOUKY 3peHus. J|0Ka3bIBAIOT I BAlll apryMEHThI CPOPMYIHUPO-
BaHHBIN Te3uc? (Te3uc cTaHOBUTCS apryMEHTOM, €CJIM OH MOATBEPKIAET Balry mo3uimio). Ilocie
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IPUBEJICHHOTO MPUMEpa HY>KHO CAeJaTh BBIBOJ.

AprymMeHTamMu CYUTAIOTCS:

1. @akTel (MpencTaBieHbl B HAYYHOH JUTepaType, NEPUOIUYECKUX M3JAHHIX O IUCLH-
TJTUHE).

2. BbiBOo/IbI HAYKH (TEOPUH, TUIIOTE3bI, 3aKOHBI U T. 11.).

3. CtaTucTuka.

4. CcpUIKM Ha dKCIepTa (MHEHHE y4EHOTro, OOIIECTBEHHOTO ACITENs U T. 1., IMTaTa U3 aB-
TOPUTETHOTO MCTOYHUKA; MHEHHUE CIIEIUATNCTa, JOJDKHOCTHBIX JIMI] KOT/Ia peyb UIET O BOMpocax,
HaXOAAUIMXCS B c(hepe X KOMIETEHINH; OOIIECTBEHHOE MHEHHE).

Kpumepuu oyenusanus ocywecmenenus 0e108020 ooweHus 6 npoyecce nyoaiuiHo20 6blCmynieHuUs.
6 hopme ouckyccuu
Onenka [TpaBuIbHOCTH (OUTMOOYHOCTH) BBIMIOJIHEHUS 3a/1aHUs

«OTINYHO» JleMoHCTpHpyeTCsl NOJIHOE YCBOCHHME y4eOHOro marepuaia; MposiB-
JSIOTCST YMEHMSI aHalln3a, O0OOIIEHUs, KPUTUUYECKOTO MBIILUICHUS,
nyOJIMYHOI peun, apryMeHTaluy, BeIeHHUs JUCKYCCUH U TOJIEMUKH,
KPUTHYECKOTO BOCIIPUATHUS HH(POpMaIumy;
MaTepHall U3JI0)KeH I'PaMOTHO, B ONPE/IEICHHON JOrMYecKoi mocie-
JIOBaTE€JIbHOCTH, TOYHO HCIOJIb3YeTCSl TEPMHUHOJIOTHUS; ITOKa3aHO
yYMEHUE WIICTPUPOBATh TEOPETUUECKUE MOJIOKEHNUS KOHKPETHBIMU
npUMepaMu, MPUMEHSS WX B HOBOHM CHTYallMd; BBICKAa3bIBATh CBOIO
TOUKY 3pEHUS;
IIPOJIEMOHCTPUPOBAHO YCBOCHHE pPaHEE N3YUEHHBIX COIYTCTBYIOLIUX
BOIIPOCOB;
MOTYT OBITH JOMYIICHBI OJHA — JIB€ HETOYHOCTH NPH OCBEHICHUHU
BTOPOCTENIEHHBIX BOIPOCOB.
«Xopouio» OTBeT ynOBJIETBOPSET B OCHOBHOM TpPEOOBaHMSIM Ha OIEHKY «OT-
JMYHO», HO TPH TOM HMMEET OJMH W3 HEIOCTATKOB: B YCBOCHHMHU
yueOHOro Marepuaia JIOMyLIeHbl HeOOoJbIIMe Mpolenbl, He HCKa-
3MBIIME COZEp)KaHUE OTBETA; JOMYILIEHbI OJWH — JBa HeloueTa B
(bopMHpPOBaHNN HABBIKOB MTyOJIMYHON pEeUM, apryMEHTAIlUH, BEICHUS
JIMCKYCCHH U TIOJIEMUKH, KPUTHYECKOTO BOCIPHUATHUS] MH)OPMAITHH.
«Y nosnerBoputenbHo» | CoaepkaHue Marepuaia pacKpbhITO HETIOJHO WM HETOCIE0BaTeNb-
HO, HO TI0Ka3aHOo o0I1iee MOHUMaHKUe BOIIpoca U MPOIEMOHCTPUPOBA-
Hbl YMEHMSI, JOCTaTOUHBIE JUIsl JAalIbHEHUILIEro YCBOCHHUS MaTepuaa;
UMEIUCh 3aTPYAHEHUS UM JOMYIIEHbI OIINOKU B ONpEAETICHUN T10-
HSATUH, UCIIOJIb30BAHUN TEPMUHOJIOTUH, UCTIPABJICHHBIE TOCE YTOU-
HSIOLUX BOIIPOCOB;
IIPY HETMOJTHOM 3HAHUU TEOPETHYECKOr0 MaTepuaia BbISIBICHA HEJO-
cTatouHas c(hOpMUPOBAHHOCTh YMEHUH M HABBIKOB, JIEMOHCTPHUPY-
€TCsl HECITOCOOHOCTh MPUMEHEHHUsI 3HAHUN B HOBOW CUTYallUU.
«HeynosnerBopurensao» | Comep:kanue yueOHOro Marepuasia He pacKpbITo;
00Hapy>XeHO HETOHMMaHHUe OOJIbIIeH WM HauboJee BaKHOW 4acTH
y4eOHOT0o MaTepuana;
JIOTTYIIIEHBI OIMIUOKH B OTPEICICHUN MOHATUH, TIPU WCIOIH30BAHUN
TEPMUHOJIOTHH, KOTOPbIE HE MCIPABJICHBI MOCIE HECKOJIBKUX YTOU-
HSIOIUX BOIIPOCOB;
He c(OpMHUPOBAHBI YMEHUS U HABBIKU MyOJIMYHON peuu, apryMeHTa-
I[UM, BEACHUS JUCKYCCUU U MOJEMMKH, KPUTUYECKOTO BOCIPUSATHS
UH(OPMALIMU ¥ MBIIUICHUSI.
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ITpu BbINOJIHEHUH 3aiaHNi (pelleHre NPAKTHYeCKUX CUTYaluuii) U UX OLEHKE CIENyeT yuu-
THIBaTh CIEAYIOUINE TO3ULINN:

1. IlonaoTa hopMUpOBaHUS YMEHHUSI B COOTBETCTBUE C KOMIIETCHITHEH.

2. I'ny6buna ¢popMUpOBaHUS YMEHUS B COOTBETCTBUE C KOMIIETEHLUEH.

3. ®opma npeacTaBiIeHus U 000OCHOBAaHHOCTb PEIICHHS 3aaHus (PEelIeHUs MPaKTUYeCKON CH-
Tyarun).

Kpumepuu oyenusanus pewenus 3aoanutl (pewieHue npaKkmudeckux cumyayuii)

OueHka [TpaBHJIBHOCTH (OIIMOOYHOCTD) BHIMOJTHEHUS 3a/1aHUs
«OTIUYHO» Pa3paboTka 1 BHeIpEeHUs] KaapOBOW W YNPaBICHYECKON HOKYMEH-
TalMy, ONTHUMH3ALUU JOKYMEHTOO00pOoTa U CXeM (DyHKIHOHAIb-
HBIX B3aWMOCBS3€H MEXIy NOJpa3IeIeHUsIMHI, OCHOB pa3paboTKH U
BHEJIPEHUS MIPOLIEIYp PETYIUPOBAHMS TPYAOBBIX OTHOLIEHUH U CO-
IIPOBOXK/IAIOLIEN TOKYMEHTALUU BBIOJIHEHO C IIOKA3aTEesIMU: 10JI-
HOTa 1 r1yOuHa ymeHuit 6osee 80%.

Halinennoe nqokymMeHTaIlmOHHOE OOECIIEYEHUE U OLIEHKA €ro BIIHS-
HUS Ha OpPraHU3allMOHHO-YIIPABIEHYECKOE PEIICHHE 10 YIpaBJe-
HUIO NIEPCOHAJIOM HE OOOCHOBAHO U BBINOJIHEHO C IOKa3aTeJsiMU:
II0JIHOTA U IiyOrHa ymeHuit 6osaee 80%.

«Xopomo» Pa3paboTka u BHeIpEeHUS KaapOBOW M YNPaBIECHYECKOW TOKYMEH-
Taluy, ONTHUMH3AIUU JOKYMEHTOO00pOoTa U cXeM (DYyHKIHMOHAb-
HBIX B3aWMOCBS3€H MEXIy NOpa3IeIEHUsIMHI, OCHOB pa3pabOTKH U
BHEJIPEHUS MIPOLIEIYp PETYIMPOBAHUS TPYAOBBIX OTHOLIEHUH U CO-
MIPOBOXK/IAOIIEN TOKYMEHTALUU BBIOJIHEHO C TIOKA3aTEesIMU: 10JI-
HOTa U ri1yOuHa ymenuit 60-79%.

Haiinennoe nqoxymeHTaIlmOHHOE OOECIeYeHUEe U OLIEHKA €ro BIIHS-
HUS HAa OPraHM3alMOHHO-YIPABIEHYECKOE DPELIEHUE IO YIpaBlile-
HUIO NIEPCOHAJIOM HE OOOCHOBAHO M BBHINOJHEHO C IMOKa3aTesiMU:
MOJIHOTA U TITyOnHa ymenuit 60-79%.

Jlony1ieHbl He3HAUWUTENbHBIE OLIMOKM, HE MPHUBOJALINE K HEBBI-
TIOJIHEHUIO 3aJJaHUsl.

«Y nosnerBoputenbHo» | Pa3paboTka M BHeApEeHUS KaJApOBOW M YNPABIEHYECKOW JOKYMEH-
TallMM, ONTHUMM3ALMU JOKYMEHTO000pOTa U cXeM (YyHKIIMOHAIb-
HBIX B3aUMOCBSI3€l MEXAY MO/Apa3eleHUIMH, OCHOB pa3paboTKu U
BHEJPEHHUS NIPOLEAYDP PETYIUPOBAHMS TPYAOBBIX OTHOIIEHUN U CO-
MIPOBOXK/IAIOIIEHN TOKYMEHTALUK BBIOJIHEHO C TIOKA3aTesIMU: 0JI-
HoTa ¥ riryouHa ymenuit 30-59%.

Haiinennoe moxkymMeHTAIlMOHHOE OOECredeHHe M OIEHKa €ro BIIHS-
HUS Ha OPraHM3alMOHHO-YIPABJIEHYECKOE DPELIEHUE IO YIpaBile-
HUIO NIEPCOHAIOM HEe OOOCHOBAHO U BBIMOJIHEHO C MOKa3aTesiMU:
noJjiHoTa U riyouHa ymenuit 30-59%.

Jlonymiensl onmuOKH, MO3BOJISIONINE BBIIOJIHUTD 3a/laHUE.
«HeynosnerBopurensHo» | PazpaboTka u BHeIpeHUs KaJpoBOMl M yHpaBIEHUYECKOH TOKYyMEH-
TallMy, ONTHUMH3ALUU JOKYMEHTOO000poTa U cXeM (hyHKIHOHAIb-
HBIX B3aMMOCBSA3€H MEXAy MOJpa3/IeIeHUsIMHI, OCHOB pa3paboTKH U
BHEJJPEHUS MPOLEAYP PETYyIUPOBAHUS TPYAOBBIX OTHOILIEHUH U CO-
IIPOBOXKIAOLIEN TOKYMEHTALUN BBIIIOJIHEHO C NIOKA3aTEISIMU: 10JI-
HOTa U TiTyOuHa yMeHui meHee 29%.

HailinenHoe NOKyMEHTAIIMOHHOE OOECTieUeHUEe U OIICHKA €r0o BIIUS-
HUs Ha OPraHU3alMOHHO-YIIPABJIEHYECKOE PEIICHHE M0 YIpaBJe-
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HUIO TIEPCOHAIOM HEe 00OCHOBAaHO U BBHIMOJIHEHO C MOKA3aTeIsIMU:
MOJIHOTA U TITyOuHa yMeHui meHee 29%.

JloTyIIeHb! CyIeCTBEHHbIE OMMUOKH, HE TTO3BOJISIOIINE BBITOTHUTH
3aJlaHue.

HenoBasi urpa

Kpumepuu oyenusanus 0enogou uepol

Orenka

[TpaBMIBHOCTH (OMIMOOYHOCTH) BHITIOJTHEHHMSI 3a/IaHUs

«OTINYHOY

[ToaroroBka mepBUYHBIX JOKYMEHTOB TPYIOYCTPONCTBA B IOJIHOM
o0beMe U ¢ yueToM TpeOOBaHUI HOPMATUBHO-TIPABOBOM 0a3bl OpraHu-
3aIMK JIOKYMEHTAIIMOHHOTO OOECIeUEHUsl YIPABICHUS U JICTIOTPOU3-
BOJICTBA.

JleMOHCTpanusi caMOCTOSATEILHOCTH, OTBETCTBEHHOCTH, HCIIOJIHH-
TETBHOCTH, KOMIIETEHTHOCTH U OOOCHOBAHHOCTU MPEJIOKEHUN IS
MIPUHSATHUS PEIICHUS B IIpoliecce padoTHI.

dakTUUECKUil ypOBEHb MOATOTOBKHU MEPBHUYHBIX JTOKYMEHTOB TPY-
noyctpoiictBa 6osee 80% u MO3BOJSET OCYIIECTBUTH MPUEM KaHIUAa-
Ta Ha paboTy.

«Xopouio»

IlonroroBka nepBUYHBIX JOKYMEHTOB TPYAOYCTPOMCTBA B IIOJHOM
o0BbeMe U ¢ yueToM TpeOOBaHUI HOPMATUBHO-TIPABOBOM 0a3bl OpraHu-
3alUd JOKYMEHTAlMOHHOTO OOECIeYeHHs YIPABIEHUS U JIEIONpPOM3-
BOJICTBA.

JleMOHCTpanus CaMOCTOSITEIBHOCTH, OTBETCTBEHHOCTH, HCIIOJIHU-
TEIbHOCTH, KOMIIETEHTHOCTH M OOOCHOBAaHHOCTU MPEUIONKEHUM ISt
NPUHATHS pelIeHHs B Ipoliecce paboThl.

@DakTUYECKUI ypOBEHb MOJTOTOBKU MEPBUYHBIX JOKYMEHTOB TPY-
noycTpoiicTBa coctaBisieT 60-79%

JlomnyiieHbl He3HAYUTEIbHbIE OMIMOKY, HE MPUBOSILINE K HEBBIIO-
HEHMIO 33JJaHHs TO3BOJISIIOT OCYLIECTBUThH NMPUEM KaHAuaaTa Ha pabdo-

Ty.

«Y IOBJIETBOPUTEIBHO

[ToaroroBka NmepBUYHBIX JOKYMEHTOB TPYIOYCTPOMCTBA B IIOJHOM
o0beMe U B OCHOBHOM C Y4e€TOM TpeOOBaHHI HOPMATHBHO-IIPABOBOMN
0a3bl OpraHu3anny JOKYMEHTAIMOHHOTO O0ECIIeUeHUS yIPaBICHUS U
JIeTTOTIPOU3BO/ICTBA.

JleMOHCTpanus CaMOCTOSITENIbHOCTH, OTBETCTBEHHOCTH, HUCIOJHU-
TEIHHOCTH, KOMITETCHTHOCTH W YaCTUYHOH OOOCHOBAaHHOCTH TIPEIIO-
JKEHUH JI7IS1 MPUHSATHUS PEIIeHHs B poriecce padoThI.

@akTUYECKUI YPOBEHb ITOATOTOBKH INEPBHYHBIX JTOKYMEHTOB TpPY-
noycTpoiictBa coctaBisieT 30-59%.

HOHyHIeHBI 3HAYUTCIBbHBIC OIHI/I6KI/I, HC MMPHUBOJAIINEC K HCBBIIIOJIHE-
HUIO 3aJ]aH¥sl, TOCIE HCIPABJICHUS KOTOPBIX MOXXHO OCYIIECTBUTH
MpUEeM KaHJuJ1aTa Ha padoTy.

«HeynoBneTBopuTenbH
o»

[loaroroBka MEpBUYHBIX TOKYMEHTOB TPYIOYCTpPOWCTBAa HE B MOJ-
HOM 00BEMe M C HapylIeHUs MM TpeOOBaHWN HOPMATHBHO-TIPABOBOIA
0a3bl OpraHu3alry JOKYMEHTAlMOHHOTO OOecTeyeHus yrpaBiIeHUs U
JIEJI0NIPOU3BO/ICTBA.

JleMOHCTpanus He MOJHON CaMOCTOSTEIbHOCTH, OTBETCTBEHHOCTH,
UCTIOJTHUTEIIBHOCTH, KOMIIETEHTHOCTH U HE 0OOCHOBaHHOCTH IpEJIo-
’KEHUH 715 IPUHATUS PELIEHUs B polecce padoThl.

@DakTU4ECKUI YpOBEHb NOJIIOTOBKU NEPBUYHBIX JOKYMEHTOB TPY-




25

JIOYCTpOMCTBA cocTaBiisieT MeHee 29%.

JlomyieHbl 3HAYUTENIbHBIC OIMIUOKH, MPHUBOISIIUE K HEBBITOIHEHHIO
3aganud. Vcnpasienne ommOoK TpedyeT 3HAaYUTEeIHLHOTO BpeMeHU 0e3
yCTpaHEHUs!, KOTOPBIX HEJIb3sl OCYIIECTBUTh NIPUEM KaHIWIaTa Ha pa-
oory.

YpoBeHb c(hOPpMHPOBAHHOCTH KOMIIETEHIUIi Ha 2 ITane — yMeTh
Heyoosnemsopumenwvhuiii (Ilpeonopozcosuiii)
noJjHoTa u riyouna ymenuit 00-29%;
Yoosenemsopumenvuuwiii (Ilopocosuiii)
NOJHOTA U TIyonHa ymenuit 30-59%;
Xopowuii (Cpeonuti)
NOJTHOTA U TIyOonHa ymenuit 60-79%;
Omauynwlil (Bolcoxuil)
MOJTHOTA U TITyOnHa ymeHuit 6oiee 80%;

3 OTAII - BJAIETDH

Kpurepun ouneHuBaHusi 3HAHUI HA 3a4yeTe

3auer no AUCHHUIIINHE «I[OKyMeHTaIII/IOHHOC o0ecrneuyeHue YupaBJICHUS»

Kpurepuu onieHMBaHUs 3HaHUH Ha 3a4eTe
OneHka BBICTABIIIETCS METOJOM PEMTHHIA HA TPEX dTanax

[TapameTpsl Otan 00yueHus
OLIEHKU 1 sTan — 3HaTH 2 otam — YMETh 3 sran — BianeTsb
Koaddunment 1,0 1,5 2,0
dopMyIa OllEHUBaHMS dTana Or *1,0 Orn *1,5 O *2,0
@dopmyna  OLIEHHWBAHUA IO On (nucn)= O *1,0+ On *1,5+ Ou *2.0
JUCIUITNHE 3,9
«3AUYTEHO»:

1) ycBOoEHUE, TOUHOE U MOJIHOE U3JI0KEHNE COACPIKaHUS MaTEpUaa;
2) BBINIOJHEHHE 33JJaHUN C HE3HAYUTENIbHBIM KOJIMYECTBOM OLIHOO0K;
3) HaBBIKH COOTBETCTBYIOT MHHUMAJIBHBIM TPEOOBAHUSIM K (POPMUPOBAHUIO KOMICTECHIINI

«HE 3AUYTEHO»:

1) HETOYHOE 1 HEMOJIHOE U3JI0KEHUE COJEPKAHUS MaTepHaa;

2) BBITIOTHEHHUE 33JJaHUH CO 3HAYUTEIIbHBIMU OIIMOKAMU, TPUBOISIIIIUMH K UX HEBBITTOITHEHHIO;
3) HaBBIKM HE COOTBETCTBYIOT MHHUMAILHBIM TPEOOBaHUSAM K (DOPMHUPOBAHHUIO KOMITETSHIIUI

TecT 1511 CAMOKOHTPOJIsI (IPUMePHBbIE BONPOCHI HTOTOBOI0 TECTHPOBAHUS)
Kpumepuu oyenusanus mecma
[TonHast BepCcHsl TECTOBBIX BOIPOCOB COAEPIKUTCS B DJIEKTPOHHO-MH(POPMAITMOHHON CHCTEME
By3a. CTyAEHTBl MNPOXOAAT TECTUPOBAHHE B KOMIBIOTEPHOM Kiacce. OLEHKa YCHENIHOCTH
NPOXOXKACHUS  TecTa  OTHpenensercs  ciuenywoomend cerko: or 0% mo  29% -
«HEYIOBIIETBOPHUTEIBHOY», OT 30% mo 59% — «ymoBnerBoputenbHO»; 60% — 79 % — «xopomoy;
80% -100% — «oTIUIHOY.
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YpoBeHb c(hOPMUPOBAHHOCTH KOMIIeTeHIIMII Ha 3 3Tane — Baagers

Heyoosnemeopumenwhuwiii (Ilpeonopozosuiii)

YPOBEHB BBITIONHEHUS AITOPUTMA U CAMOKOHTPOJISL HE TIO3BOJISIET PEMPOTYKTUBHO CaMOCTO-
STEJBHO, YIOBIECTBOPUTEIHHO BBIIOIHSITH JESITEIBHOCTD MO pemeHuto 3aaa4d Ha 00-29%.

Yooernemsopumenvhwiii (I1opo2ogulil, MUHUMATbHBIN)

YPOBEHb BBIMOJIHEHHSI AJITOPHUTMA MU CAMOKOHTPOJIS TIO3BOJISIET PEMPOIYKTHBHO CaMOCTOSI-
TEJIHHO, YJOBIETBOPUTEIHHO BHITIOTHATH ICATEIHHOCTE O pemeHuto 3aaad 30-59%.

Xopowuii (Cpeonuii)

YPOBEHb BBIMIOJIHEHUSI AJITOPUTMA U CAMOKOHTPOJISI TIO3BOJIICT PENPOAYKTHBHO CAMOCTOS-
TEJIEHO, XOPOIIIO BBITIOJIHSTH JACSITEIBHOCTD MO penieHuto 3aaad 60-79%.

YPOBEHb CAaMOKOHTPOJISI TIO3BOJIIET CAMOCTOSTEIHHO, MPOJYKTUBHO BBITIONHATEH JIEATEIb-
HOCTb.

Omauynwiii (Bvicoxuii)

YPOBCHb BBIMIOJHEHUS QJITOPUTMA U CAMOKOHTPOJISI MO3BOJIIET PENPOIYKTUBHO CaMOCTOS-
TEJIBHO, OTJIMYHO BHITIOJIHATH JIEITEIILHOCTD O perieHuto 3aaa4d 6osee 80%.



