MUHUCTEPCTBO CEJLCKOT'O XO3SIHCTBA POCCUICKOUN ®EJIEPALIUU
OEJIEPAJIBHOE 'OCYAAPCTBEHHOE BIOJDKETHOE
OBPA30OBATEJIBHOE YUPEXJIEHUE
BBICHIET'O ObPA3OBAHUA
«Ka3zaHckuil rocy1apcTBeHHbIN arpapHbIid YHUBEPCUTET»
(®I'6OY BO KA3AHCKHIA TAY)

NHCTUTYT 5KOHOMUKHU
Kadenpa — ynpasnenue, rocyjapcTBeHHAs U MyHHIIMIIATbHAS CITy>K0a

YTBEPXJIAIO

[TpopekTop mo yueOHoOMI

AOKYMEHT MOAMVCAH pabote u nudpoBU3aLUH, JTOUEHT
SNEKTPOHHOW MOAMUCHIO A.B. JIvutpues

CepTudmkat: 742E1DCDED9986891498E050140C0918 «22» mast 2025 1.
Bnapeneu: OmuTtpues Angper Bnagumuposuy
OevicteuteneH: ¢ 21.04.2025 go 15.07.2026

®OH/I OIEHOYHBLIX CPEACTB
JJISI TPOBEJAEHUS ITIPOMEXKYTOYHOM ATTECTAIIMA OBYYAIOIIINXCSH
O IMCHUIIJIMHE (ITPAKTHUKE)
«OCHOBBI 1€JIONIPOU3BOICTBA
(OueHo4YHBbIE CPeCTBA M METOAMYECKHE MATEPUAJIbI)

MPUJIOKEHNE K paboueil mporpamme AUCIUIUIMHBI (K pabouel mporpaMmme IPaKkTHKH )

Hanpasnenue moaroToBku
44.03.04 IIpodeccuonanbHoe 00yueHue (M0 0TPACIAM)

HamnpasneHHoCTh (poduiib) TOATOTOBKH
ITenaror cucremsl npogeccnonaabHoro odyyenus B cepe AIIK

®dopma o0yueHHs
OYHas

Kazanp — 2025



CocraBurenu:

CTapIlvi NpenoaaBaTeib Canpuena Ounanns PapuToBHA
JlomKHOCTB, ydeHast CTeleHb, y4EHOE 3BaHuE d.1.0.

OreHouHBIE CpeACTBAa OOCYXIEHBI U OZ00pEHBI Ha 3aceqaHnu Kadeapsl
VYrnpasneHus, TocyAapCTBEHHOW M MYHUIIUITAILHOHN CITY)ObI «25%» ampenst 2025roaa (MpoToKo
Ne 10)

3aBenytomuii kaheapoii:

JOLICHT, K.(OUIIOI.H. Kypakoa Yynnan ManukoBHa
JIOIKHOCTB, y4eHas CTENEHb, y4eHOE 3BaHHE ©.1.0.

PaccmoTpena u ojo0peHa Ha 3acelaHui METOUYECKON KOMUCCUHM MHCTUTYTa YKOHOMHUKH «12»
mas 2025 roxa (mpotokoi Ne 11)

[Ipencenarens METOANYECKON KOMUCCUU:

K.3.H., JIOLEHT Asxanues Pas3 HypuciaMosuu
JIOIKHOCTB, y4eHas CTENEHb, y4eHOE 3BaHHE ©.1.0.
CoracoBaHo:
JlupexTop HuzamytamaoB Mapar
MuHranmueBuy
®1.O0.

[IpoTokon YyeHoro coBera UHCTUTYTA SKOHOMUKH Ne 8 oT «19»mast 2025 rona



1. IEPEYEHHb KOMIIETEHIIU C YKA3AHUEM ITAIIOB UX ®OPMHUPOBAHMSI
B NTIPOIECCE OCBOEHHUSA OBPA3OBATEJIBHOM ITPOI'PAMMBI

B pesynprare ocBOoeHHS OCHOBHOU MpodecCHOHAIBHOM 00pa30BaTEIbHON MPOTPAMMBI

(OIIOIT) mo wanpasieHuto mnoarotoBku 44.03.04

«[IpodeccuonansHoe oOyueHue (10

oTpacisiM» HampaBieHHOCTh (mpoduis) «llemaror cucteMbl mpodhecCHOHATBFHOTO O0YYCHUST B
chepe AIIK» mo guctuminHe «OCHOBBI JEIOMPOU3BOJICTBA» JOJDKEH OBIAAETh CIEAYIOIIUMU

pe3yibTaTaMu:
Tabmuma 1.1 — TpeGoBaHus K pe3yabTaTaM OCBOCHUS TUCITUTIITUHBI
Kon u Kox u HaumenoBanue
IlepedyeHs UIaHUPYEMBIX PE3YIbTATOB
HAaNMCHOBAHHC I/IHI[I/IKaTOpa JOCTHKXCHUA
0Oy4eHHS IO TUCIIUTLTAHE
KOMIIETEHIUHA KOMIIETEHIUHA

VK-4 Cnocoben
OCYLIECTBJIATD
JIEIIOBYIO
KOMMYHUKAIIHIO B
YCTHOU U
MMMCbMEHHOM
¢dopmax Ha
TOCyapCTBEHHOM
s3e1Ke Poccuiickoit
Denepanuu u
HHOCTPaHHOM(BIX)
sI3bIKe(ax)

YK-4.2 Cnocoben
OCYILIECTBIISTh JAEIOBYIO
KOMMYHUKAIUIO B YCTHON
Y IMCbMEHHOU (popMax Ha
PYCCKOM SI3bIKE

3HaTh: NpaBWwia U 3aKOHOMEPHOCTU JI€TOBOM
U THCbMEHHOM KOMMYHUKAllUU B

U THCbMEHHOM (QopMax Ha PYCCKOM

YCTHOU
YCTHOU
A3BIKE.
YMeThb: IpUMEHSTH Ha MPAKTUKE JIETOBYIO
KOMMYHUKAIUIO B YCTHON U TUCbMEHHOMN
dbopMax, METOIbI U HaBBIKU JEJIOBOTO OOIIECHUS
Ha PYCCKOM SI3bIKE.

Baanernb: HaBbIKaMU J€710BO1 KOMMYHHUKAIIUU
B YCTHOM M MUCHhbMEHHOM (hopMax Ha PYCCKOM
A3BIKE.

VYK-4.4 OcymectBusiet
BBIOOD
KOMMYHHUKATHBHBIX
CTpaTerui U TaKTUK MpPHU
BEJICHUH JIETIOBBIX
MEPETOBOPOB

3HATD: CTPATETUU M TAKTUKHU TPU BEICHUH
JIeTIOBBIX MIEPErOBOPOB

YMeThb: OCYIIECTBIIATH BEIOOP
KOMMYHHUKATHBHBIX CTPAaTeTUi U TaKTHK MPH
BE/ICHUU JICTIOBBIX IIEPETOBOPOB

Baanerb: cnocoOOHOCTBIO K BBIOODPY
KOMMYHHUKATHBHBIX CTPATETUH U TAKTHK TPU
BEJICHUU JICIIOBBIX TIEPETOBOPOB




2. OIMCAHUE MOKA3ATEJIEA U KPUTEPUEB OIIEHUBAHUA KOMIETEHIIAN HA PA3JIMUHBIX DTAIIAX X
O®OPMUPOBAHUSA, OIIMCAHUE IIIKAJI ONEHUBAHUSA

Tabmuua 2.1 — IlokasaTeny W KPUTEPUM OIpPECNICHUS YPOBHS C(HOPMUPOBAHHOCTH KOMIETEHIUH (MHTEIpUPOBAaHHAs OLIEHKA YPOBHS

c(hOpPMHUPOBAHHOCTU KOMITCTCHITHH )

KOL[ 1 HAMMCHOBAHUC
HHAUKATOpa JOCTHIKCHUA

[Tnanupyemble pe3ysibTaThl

Ornenka ypoBHs c(OPMUPOBAHHOCTH

KOMITETCHIHH 00ydeHHs HEYIOBJIETBOPUTEILHO YAOBIETBOPUTEIILHO XOpOo1LLIOo OTJIMYHO
3HaTh: npaBuIa U | He 3HACT TMpaBWiIa W | YaCTHYHO 3HAET IPaBUIIA U 3HaeT MpaBwiIa 3HAeT W NPUMECHSET
3aKOHOMEPHOCTH JIEJIOBOM | 3aKOHOMEPHOCTU JIeJI0BOMl | 3aKOHOMEPHOCTH JICJI0BOU NpaBuja 1 NpaBuJIa 1
yCTHOI - NMCEMeHHOH | ycTHOH M nuchMenHoji | YCTHOH 1 HChMEHHOH 3aKOHOMEpHOCTH 3aKOHOMEpHOCTH

. . KOMMYHHKAIIMH B YCTHOH H JIEIIOBON YCTHOH H JIEIIOBON YCTHOH H
KOMMYHHUKAIIUd B YCTHOM M | KOMMYHHKAIlUH B YCTHOH M . N N
. N MMMCHMEHHOU (hopMax Ha MTUCHMEHHON MTUCHMEHHON

MICBMEHHOH  QopMax  Ha | NMCBMEHHOH QopMax Ha PYCCKOM SI3bIKE KOMMYHUKAIIIH B KOMMYHUKAIIH B
PYCCKOM SI3BIKE. PYCCKOM SI3BIKE. yCTHOI 1 YCTHOI M IICHMEHHO

VYK-4.2 Criocoben
OCYIIECTBISITh JCTIOBYIO
KOMMYHUKAIUIO B YCTHOH U
MUCbMEHHOW (hopMax Ha
PYCCKOM SI3BIKE

MUCBMEHHOU (popmax
Ha PYCCKOM SI3bIKE

bopmax Ha pycCKOM
SI3BIKE

YMeThb: IpUMEHSTH Ha
MpPaKTUKE JEI0BYIO
KOMMYHUKAIWIO B YCTHOH 1
MUCBMEHHOH (popMax, METOIBI
Y HaBBIKH JICJIOBOTO OOICHUS
Ha PYCCKOM SI3BIKE.

HE yMeeT NPUMCHSTh Ha
MIPAKTUKE JICTOBYIO
KOMMYHUKAIIMIO B YCTHOM
U THCEMEHHOH opmax,
METObI ¥ HABBIKH
JIEIIOBOTrO OOIIEHUS Ha
PYCCKOM SI3BIKE.

YaCTHYHO YMEET NPUMEHSThH
Ha MPAKTHUKE JEJIOBYIO
KOMMYHUKAIUIO B YCTHOH 1
MMCBMEHHOH (popMax, METOIBI
Y HaBBIKH JICIOBOTO OOICHHUS
Ha PYCCKOM SI3BIKE.

yMEET MPUMCHSTH Ha
MIPAKTUKE JICTOBYIO
KOMMYHUKAIIHIO B
YCTHOM U
MMMChMEHHOH (hopmax,
METOJIBI ¥ HABBIKH
JIEJIOBOTO OOIEHUS
Ha PYCCKOM SI3BIKE

YMEET U MPUMEHSCT Ha
MPAKTUKE JICTIOBYIO
KOMMYHUKAIIHIO B
YCTHOU U MHUCbMEHHOMN
(dhopmax, MeTOaBI U
HaBBIKH JEJIOBOTO
0OIIEHNS Ha PYCCKOM
SI3BIKE

Buaagern: HaBBIKAMH JIEJTOBOM
KOMMYHHUKAIUU B YCTHOM U
MUCBMEHHOU (hpopMax Ha
PYCCKOM SI3BIKE.

HE BJ1aJIeeT HaBbIKAMU
JIeJI0OBOM KOMMYHHUKAIIUH B
YCTHOW M MUCbMEHHOMN
(hopMax Ha PYCCKOM SI3BIKE.

YACTUYHO BJIaJIe€T HABBIKAMU
JIeJIOBOM KOMMYHUKAIIUU B
YCTHOU ¥ MUCbMEHHON
(hopMax Ha PyCCKOM SI3bIKE

BJIaJICCT HaBbIKAMU
JIEJIOBOM
KOMMYHHUKAIIUU B
YCTHOH U
MUCBMEHHOU (hopmax
Ha PYCCKOM SI3bIKE

BJIAJICET U TIPUMEHSIET
HaBbIKaMU JEJIOBOM
KOMMYHHUKAIIUHU B
YCTHOW M MUCbMEHHOMN
(dhopMax Ha pycCKOM
SI3BIKE

YK-4.4 OcymiecTBisieT BEIOOD
KOMMYHHUKaTHBHBIX
CTpaTeruil ¥ TAKTUK MpHU
BEIICHUH JIEITOBBIX

3HATh: CTPATETHU U TAKTUKU
NP BEJICHUH ACTIOBBIX
MeperoBOpoOB

HE 3HAeT CTpaTeruu u
TaKTHUKH TIPU BEICHUH
JIEIIOBBIX IIEPETOBOPOB

YACTUYHO 3HAET CTPATETUU U
TaKTHUKH TIPH BEJCHUN
JICIIOBBIX TIEPETOBOPOB

3HAET CTPATETUH U
TaKTHKH TIPU BEACHUH
JIENIOBBIX
MeperoBOPOB

3HAET U MPUMEHSET
CTpaTeruu U TAKTHKH
[IPU BEJICHUH JICTIOBBIX
MeperoBOpOB




MEPEroBOPOB

YMeThb: OCyIIECTBIAT BEIOOD
KOMMYHHKATHBHBIX CTpaTerHi
1 TaKTHUK [IPU BEACHUU
JeJIOBBIX IIEPETOBOPOB

HE yMeeT OCYIIECTBIISATh
BEIOOp KOMMYHHKATHBHBIX
CTpaTeruil ¥ TaKTUK MpHU
BEJICHUH JICIIOBBIX

YaCTHYHO yMEET
OCYIIECTBIISATH BEIOOD
KOMMYHHKATHBHBIX CTpaTeruit
Y TaKTHK [P BEACHUH

YMEeT OCYIIECTBISATH
BBIOOD
KOMMYHHUKaTHBHBIX
CcTpaTeruii ¥ TaKTUK

YMEET U MPUMEHSET
BBIOOD
KOMMYHHUKaTHBHBIX
CTpaTeruil ¥ TAKTUK MpHU
BEIICHUH JIEITOBBIX

HEepPEroBOPOB JICTIOBBIX [IEPETOBOPOB IIPY BEJICHUH IEPEroBOpoB
JIETIOBBIX
HEeperoBOpOB
Baagers: ciocoOHOCTBIO K HE BJIaJIeeT CHOCOOHOCTBIO | YaCTHYHO BJIaJCeT BIIaJieeT BJIAJICET U IIPHUMEHSET
BBIOOPY KOMMYHUKaTHBHBIX K BEIOOpY CHOCOOHOCTBIO K BEIOOPY CcrocoOHOCTRIO K CcrocoOHOCTBIO K
CTpaTeruil U TaKTUK NIPU KOMMYHHKaTUBHBIX KOMMYHHKATUBHBIX CTPAaTerHil | BEIOOPY BEIOODY
BEJICHUH JICJIOBBIX CTpaTeruii U TAaKTHK NPH 1 TaKTHUK [IPU BEACHUU KOMMYHHKaTUBHBIX KOMMYHHKaTUBHBIX

MEPEroBOPOB

BEJICHUU IETOBBIX
MEPEroBOPOB

JIEIIOBBIX TIEPETOBOPOB

CTpaTeruii ¥ TaKTUK
P BeJICHUU
JIETOBBIX
EPErOBOPOB

CTpaTeruil ¥ TAKTUK MpHU
BEJICHUU JIEJOBBIX
MIEPEroBOPOB




Onucanue mKaibl OICHUBAHUS

1. OueHka «HEYJOBIETBOPUTEIHHO» CTABUTCS CTYIEHTY, HE OBIIQJICBIIEMY HU OJHUM U3
3JIEMEHTOB KOMIIETEHIINH, T.€. OOHAPYKUBILIEMY CYIIECTBEHHbIE MPOOENbl B 3HAHUU OCHOBHOIO
IpPOrpaMMHOTO MaTepuaia M0 TUCHUIUIMHE (MIPAKTHKE), AOMYCTUBIIEMY MPHHIIMITHATLHBIC
OIIMOKU MpU NMPUMEHEHUH TEOPETUYECKHX 3HAHHI, KOTOpbIe HE MO3BOJIAIOT €My MPOAOIKUTH
oOydeHHe WM MPUCTYMUTh K MPAKTUYECKON IESITENbHOCTH 0€3 MOMOIHUTEIBHOW MOATOTOBKU
10 TaHHOH OUCIUILINHE.

2. OrmeHKa «yIOBICTBOPUTEILHO» CTAaBUTCS CTYACHTY, OBIAACBIIEMY JJIEMEHTaMU
KOMIIETEHIIUH <«3HATb», T.€. MPOSBUBIIEMY 3HAHUS OCHOBHOI'O MPOTPAMMHOIO MaTepuana o
TUCUMIUIMHE (TIpakTUKe) B o0Bbeme, HEOOXOAMMOM JJsi TOCIEAYIOUEro OOy4eHHs H
MNPEACTOSAEA TPAKTUYECKOM JAESTEIbHOCTH, 3HAKOMOMY C OCHOBHOM pPEKOMEHIOBAHHOM
JUTEPATypOid, JTOMYCTUBIIEMY HETOYHOCTH B OTBETE Ha JSK3aMeHE, HO B OCHOBHOM
oOrnanaronieMy HEOOXOJUMBIMU 3HAHUSAMU I UX YCTPaHEHUS MPU KOPPEKTHUPOBKE CO CTOPOHBI
’K3aMeHaTopa.

3. OueHka «XOpOILO» CTaBUTCSA CTYICHTY, OBJIAJEBIIEMY 53JIEMEHTaMH KOMIETECHIIUU
«GHATh» U «YMETH», MPOSBHUBIIEMY IMOJTHOE 3HAHWE MPOrPaMMHOTO MaTepHalia Mo TUCIUTUINHE
(MpakTUKE), OCBOMBIIEMY OCHOBHYIO PEKOMEHJIOBAHHYIO JIUTEpaTypy, OOHApYXUBIIEMY
CTaOUITBHBIN XapaKTep 3HAHUN U YMEHUH U CIIOCOOHOMY K UX CaMOCTOSITEIbBHOMY TPUMEHEHHUIO
¥ OOHOBJICHUIO B XO/I€ MOCJIEIYIOIIET0 00YUeHHSI U MTPAKTUUYECKON AESITETbHOCTH.

4. OneHka «OTIUYHO» CTaBUTCS CTYACHTY, OBJIAJEBIIEMY OJJIEMEHTAMU KOMIICTECHIIUN
«3HaThbY», «YMETb» M «BIAJETbh)», MPOSBHUBIIEMY BCECTOPOHHME U TJIyOOKHE 3HaHUS
OpOrpaMMHOTO MaTepuaia M0 AWCHUILINHE (IIPaKTUKE), OCBOUBIIEMY OCHOBHYIO U
JOTIONTHUTEIBHYIO JIUTEpaTypy, OOHApYKUBILIEMY TBOPYECKHE CIIOCOOHOCTH B TMOHUMAaHUH,
U3JI0’)KEHUU U MPAKTUIECKOM HCIOJIb30BAHUN YCBOCHHBIX 3HAHUH.

5. OmeHka «3a4T€HO» COOTBETCTBYET KPUTEPHUSIM OICHOK OT «OTJIMYHO» JIO
«YIAOBIETBOPUTEIHHO.

6. OnieHKa «He 3a4TeHO» COOTBETCTBYET KPUTEPHIO OLIEHKH «HEYTOBIETBOPUTEIHHOY.

3. TUTIOBBIE KOHTPOJIBHBIE 3AJIAHUA NJIM UHBIE MATEPUAJIBI,
HEOBXO/IUMBIE 1151 OIIEHKHW 3HAHUI, YMEHU, HABBIKOB U (MJIN)
OIIBITA JEATEJBHOCTH, XAPAKTEPU3YIOIIUX 3TAIIBI ®OPMUPOBAHUA
KOMIIETEHIIAM B IPOIIECCE OCBOEHMS OBPA3OBATEJILHOM
ITPOI'PAMMBI

3.1 TunoBbie KOHTPOJIbHBIE 3aaAHUS

VYK-4.2 CriocoGeH oCyecTBIATh IETOBYI0 KOMMYHHUKAIIMIO B YCTHOW M MUCbMEHHOM (hopMax
Ha PYCCKOM SI3bIKE

1. Cnyx6a 1OV pemaeT ciaenyromue 3a1adu:

1. coBepmieHCTBOBaHUE (HOPM U METOIOB pabOTHI ¢ JOKYMEHTaMHu, oOecrieueHre
€JAMHOTO MOPSIIKAa JOKYMEHTHPOBaHUs, yHU(DUKALKS (OPM JOKYMCHTOB
. CBEJICHHSI O HAIMYUH CBOOOIHBIX pab0dnUX MECT

. OTIpeJICIICHUE BUJIOB YIPABICHUYECKUX IOKYMCHTOB

. BBISIBJICHHE IOTPEOHOCTH B TOKYMEHTHPOBAaHUHU

. OyHKIAA JOKyMEHTA?

. TOKYMEHT OJTHOBPEMEHHO BBITIONHACT HECKOJIBKO (DYHKITHIA

. cpenu GYHKIMIA JOKYMEHTA BEIICISIOTCS OOIIUE U CIICITU(UICSCKHE

. TOKYMEHT MOKET BBITOJIHATh TOJIBKO OAHY (QYHKIIHIO

. Uudopmarinonsas GyHKIMS JOKYMEHTa OOYCIIOBJIEHA TEM, YTO:

. B JOKYMEHTE MPOUCXOAUT MaTepuain3anus HHHOpMaIIH

Samanus
3aKpBITOrO THUIIA

—_— W N = N W N




2. TOKYMEHT BBICTYIIa€T B KaUECTBE CPEACTBA CBA3HM MEXAY OTACIbHBIMU
3JIEMEHTaMH OOIIECTBEHHON CTPYKTYpHI

3. IOKYMEHT BBICTYIIAET B KAUECTBE CPEJCTBA 3aKPEIUICHUS U TIepeiaun
KYJIFTYPHBIX TpaJuLIH

4.Ilpouenypa MOATOTOBKHA JOKYMEHTOB B IPHKA3HOM JEIIOTPOM3BOJICTBE HE
BKJIIOYAJIa CIEAYIOUIUN 3Tall:

1. mocTymiaeHue JOKYMEHTa Ha PaCCMOTPEHUE

2. perucTpauys J0KyMEHTOB B PErUCTPALlMOHHO-KOHTPOJIBHBIX KAPTOUKaX

3. OJITOTOBKA JieNTa K «IOKIaLy»

4. pacCMOTpEHHE U pelIeHue Jena

5. ohopmileHHE JOKYMEHTA, COACPIKAIIETro pelIcHHE

5.0pranuzanus paboThI ¢ TOKyMEHTaMH 3TO:

1. co3mgaHue ycloBWH, OO0ECIEUMBAIONINX JIBUXKCHUE, TOUCK W XpaHCHHE
JIOKYMEHTOB

2. TIOCTIENOBATEIILHOE TPOXOXKJICHUE AOKYMEHTaMU MYTH C MOMEHTA CO3JIaHUS
WM TIOJTYYEHUS UX JI0 UCIIOTHEHUS HITH OTIIPABIICHUS

3. 0co0ast QyHKIUS YIIPaBIECHYECKON IEITEIbHOCTH

6. JIBI>KEHUE TOKYMEHTOB:

1. co3manue ycioBWH, OOecClEeUMBAIOIINX JABWKCHUE, IOUCK W XpaHEHHE
JIOKYMEHTOB

2. TOCIIeI0BaTeIbHOE MPOXOXKICHHE NOKYMEHTaMH MYTH C MOMEHTa CO3JaHMs
WM TIOJTYYEHHS UX A0 MCIIOTHEHUS WIH OTIIPABICHUS

3. 0oco0ast QyHKIUS YIIPaBICHYSCKON NEITEIbHOCTH

7.Bce 10KyMEHTBI, IOCTYHAIOLUE Ha IPEAIPUSITHE TIPOXOIIT:

1. mepBuyHylo 00pabOTKy, MNpenBapUTENFHOE PAacCMOTPEHHUE, PETUCTPALHIO,
paccMOTpeHne pyKOBOJACTBOM, Iiepeiady Ha UCIIOTHEHNE

2. mepBHYHYI0O 00OpabOTKy, NpEeABAPUTEIHLHOE PACCMOTPEHHE, PACCMOTPEHHE
PYKOBOJCTBOM, Niepeiady Ha UCIIOTHEHHE

3. mepBuyHyl0 00pabOTKy, MNpeaBapUTENbHOE PAacCMOTPEHHE, PETUCTPALHIO,
paccMOTpeHuE PyKOBOJCTBOM

8.[IperMyI1ecCTBOM HUCIIOE30BAHUS IJICKTPOHHBIX JJOKYMEHTOB SIBIISCTCS:

1. Ooyee omepaTHBHass 10 CPaBHCHHIO C OYMaXHBIMH JIOKyMEHTaMH
KOMIIBIOTEpHAs: 00paboTKa IMEKTPOHHBIX JOKYMEHTOB

2. 3aMeIUICHHE W YCJIOXHEHHe cOopa, o0pabOTKH, CHCTeMaTH3allud U TIOMCKa
J1000# HHpOpMAIUH

3. cHmKkeHue 3PGHEeKTHBHOCTA TEXHOJIOTHU PAOOTHI C JTOKYMEHTAMH Ha Ka)KIOM
y4acTKe

9.. Ilpu co3naHuu TIOKyMEHTOB PEIIAIOTCS TAKUE MPOOJIEMBI KaK:

1. o6eciedeHHOCTh TEXHUYECKUMH CpeIcTBaMu ciry>k0b1 JJOY

2. BBIABICHHE TOTPEOHOCTH B JOKYMEHTHPOBAaHHH, ONpEICICHUE BHIOB
YIpPaBICHYESCKUX JTOKYyMEHTOB

3. 0cobast QyHKIUS YIIPaBICHYSCKON NEITEIbHOCTH

10 B TexXHOJOrMYecKoH IIeMmoYKe OOpaOdOTKM W JABMIKEHHUS JIOKYMEHTOB HE
BBIICTISIIOT CIICAYIOIIHIMA JTaIr;

1. mpueM u nepBuYHas 00pabOTKa TOKYMEHTOB

2. ipeIBapUTEIBHOE PACCMOTPEHHE U pacipe/ielicHHe JIOKyMEHTOB

3. perucrpartis JOKyMEHTOB

4. yHUYTOXECHHE JOKYMEHTOB

11.TIpeaBapuTenbHOE pPacCMOTPECHHUE JOKYMEHTOB MPOBOJIUTCS PaOOTHUKOM
ciyx0b1 IOV ¢ 11en1bt0 pachpeaeacHus MOCTYIIMBIINX JOKYMEHTOB Ha:

1. HanpaBIsieMbIC HA PACCMOTPEHHUE PYKOBOIUTEIIO MPEATIPUATHS, HATIPABIISIEMbIC
HETMOCPEJICTBEHHO B CTPYKTYPHBIC  TIOApAa3NENCHUS WIH  KOHKPETHBIM
HCTIOIHUATEIISAM

2. TIOJIINBKA €r0 B JEJI0

3. HampaBJsieMbIE Ha XpaHEHHE

12.06pa60TKa 1 ricpeziadya JOKYMCHTOB MCIOJHUTCIISIM OCYIICCTBIISACTCA:




1. Ha caenyrolui AeHb nocie noctymieHus B JI0Y
2. B IeHb ux nocrymieaus B JJOY

13.JIoKyMEeHT Ha MAaIIMHHOM HOCHUTENE INPHOOpeTaeT IOPHIMYECKYIO CHIy IpH
YCIIOBUH:

1. BBINOJHEHUS TPeOOBAaHWM, NPENBSBIAEMBIX K €ro O(OpMIIEHHIO, KOTOpHIE
cootBeTcTBYIOT ['OCTYy P 6.30-2003

2. BHIIIOJTHEHHUS TPEOOBAHMUI, IPUHATHIX OTPACIEBBHIMU CTAaHAAPTAMH

3. BbIMONHEHHs TpeOOBaHWH, YCTaHOBIEHHBIX pyKoBoguteneMm otnena JOY
XO3SIMCTBYIOIIETO 00bEKTa

14. Peructparus JOKyMEHTOB 3TO:

1. mpueM AOKyMEHTa W MOAIINBKA €r0 B JeJI0

2. dukcanus pakta co3qaHUs WK TOCTYIUICHHS JOKYMEHTA ITyTeM MPOCTaBICHUS
Ha HEM HHJEKCa M JIaThl C TOCIEIYIOIEel 3aMUChl0 HEOOXOAUMBIX CBEACHHU O
JOKYMEHTE B PErHCTPalMOHHBIX (hopMax

3.HampaBlieHHE Ha XpaHEHHUE

15.ConeprxaTtenpHas 9acTh HOMEHKIIATYPHI I TIPEACTaBIIsIeT COO0N TaOIHIry U3
Ty Tpad:

1. MHAEKCHI JIeT; 3aT0JIOBKH JIeJT; KOJIMYECTBO JIEN; CPOKHU XPAHCHUS, TPUMCUaHUS
2. WHJACKCHI JeJ, 3aroJIOBKH Jej, KOJNWYeCTBO jen; Ne craThH IO TIEpPEYHIO;
MpUMEYaHUS

3. MHACKCHI JeN; JaTa Hadaja Jieia; KOJMYECTBO Jell; Ne cTaThu 1O TEepeyHIo;
MpUMEYaHUS

16./I0oKyMeHTbI, IOMEIICHHBIC B CJIO TOJIKHBI HMETh:
. IOAIINCH

. IaTy

. MHJEKC

. KOTIMH — 3aBEPUTEIHHYIO HAITUChH

. oTMeTKY «B neno»

. BCE OTBETHI BEPHHI

O Nk W~

17.Bce nena, moArOTOBJICHHBIC HA apXUBHOE XpaHEHUE JACIATCS HA 2 TPYIIIIHL:
1. Jlena mo JMYHOMY COCTaBY, Jiejia IO OCHOBHOM JIEATEIIbHOCTH
2. iena 1o mpeIMETHO-BOITPOCHOMY MPU3HAKY

18.Ynpasnenue genamu (KaHUENISpHs), CEKpeTaph

1. ycTaHaBnIMBaeT IepeuyeHb HEOOXOMUMBIX JIOKYMEHTOB U HX IIOKa3aTenien
eAnHO00Pa3HOM ISl NaHHOH IPyMITEl NPEANPHUITHI

2. pa3pabaTBIBAIOT CTAaHAAPT U TaOeNb TOKYMEHTOB MIPEAIPHUITHS

3. OCYyWIECTBISIIOT  HENOCPEACTBEHHbIE  (DYHKIMM  JEJIONpPOM3BOJCTBA,
onpeaesiemble B JIOKHOCTHON HHCTPYKIIUU

19.1Tpu BEIOOpE (hopMBI OpraHU3auuu paboThl ¢ JOKYMEHTaMH JUIsI KOHKPETHOTO
YUpEKACHUS HE YUUTBIBAIOT CACIYIOMMH BakTop?

1. 00BbeM TOKyMEHTOOOOpOTA

. XapakTep paboThl yUpeKICHHS, €T0 TEPPUTOPHATBHOTO Pa3MEIICHUS

. CTPYKTYpa YUPEKIACHUS U €TO MOIPa3IeIICHHS

. TEXHUYECKast OCHAIIIEHHOCTh

. KBUIN(UKAIHS PyKOBOJUTEINCH, CIICIIMATICTOB ¥ TEXHUIECKUX MCIOIHUTENICH

. OpraHU3alMOHHO-TIPaBOBas (hopMa yUPEKICHHS

AN B~ W

20.ITpu HOpMHPOBAHNH AOKYMEHTALMOHHBIX OTEPaLUil HE HCTIOIB3YIOTCS:
1. caHUTapHO-TUTMEHUYECKUE HOPMBI

2. HOpMaTHBBI BPEMEHHU Ha BBITIOJTHEHHE ONleparui

3. HOpMaTHB YUCIIEHHOCTH IEpCOHAa

4. HOpMaTHUB YNPaBJIIEMOCTH U COOTHOUIEHUI YHCICHHOCTH

21.Boi00p GhopMbI OpraHu3anuy padoThl ¢ JOKYMEHTaMHU 3aBUCUT OT
1.CTPYKTYpBI OpraHU3aIuu

2.00peMa JOKyMEHTOO00poTa

3.0praHu3aImoHHO-TIPaBOBON (HOPMBI




22.JIo0KyMeHT0000pOT YUPEIKICHHUS pealln3yeTcs B BUAE JOKYMEHTOIOTOKOB!
1) BHEIHNE, BHYTPEHHUE;

2) ounmanbHbIE, TNYHBIE;

3) nuHdopMaMOHHBIE, PACTIOPSAUTEIILHBIE;

4) 110 OCHOBHOM JESITEIILHOCTH, 110 JITYHOMY COCTaBY;

5) BXoIAIINE, UCXOISIINE, BHYTPEHHHE.

23.PeKBU3HT JOKYMEHTA - 3TO:
1) pupmenHsIit O1aHK;

2) OCHOBHas 4acTh JJOKyMCHTA;
3) ero oTaenbHAS YacTh.

Samanus
OTKprTOFO THUIIA

1. Ortpacnb [eATETBHOCTH 4YENOBEKa IO pa3paboTke ©  OQOPMIICHHUIO
o(uManbHBIX JOKYMEHTOB, OpPraHU3alMM UX ABUKECHUS, yUeTa U XpaHCHUA?

2. Yactb ACIIOIMMPOU3BOACTBA, HCIIOCPCACTBCHHO CBA3aHHAA C CO3AaHUCM
JOKYMCHTOB, Ha3bIBacTCs?

3. JIBmkeHue U y4eT TOKYMEHTOB Ha3bIBACTCS?

4. NnpopManroHHO-CIPABOYHBIA TOKYMEHT, COCTABIISIOIIMNACS TPYIIION AL JJIs
MTOATBEPKIACHUS YCTAHOBICHHBIX (DaKTOB - 3TO?

5.DOyHKIHS «ACIONMPOU3BOICTBAY BKIIIOYACT?

6. [To Ha3HAYEHUIO MTPUKA3HI HE ACTHINCH HA...?

7. JoxymeHT, co3manueiii Ha [TK MoXeT ciryXuTh?

VYK-4.4 OcymiecTBisieT BHIOOp KOMMYHHUKATHBHBIX CTPATETHi M TAKTUK MTPU BEJCHUU JEIOBBIX

IEPErOBOPOB

Samanus
3aKpI>ITOI‘O THUIIA

1.JlokyMeHTOO0O0pOT YUPEIKICHHS PeaTu3yeTCs B BUAE ... JOKYMEHTOIIOTOKOB.
BapuanTs! oTBeTa:

1 .MHPOPMAITMOHHBIX U PaCTIOPSIUTEIBHBIX;

2. opUIMATEHBIX U JIMYHBIX;

3. BHEIIHUX U BHYTPEHHUX;

4.BXOAAITNX, UCXOSAIINX, BHYTPEHHUX.

2.Bxonsmuit TOKYMEHT MPOXOIUT CICAYIOIIHNE Tarbl 00padoTKU?

1.mpuem — nmepBoHavYasibHAs 00padOTKa — MPEIBAPUTEIHLHOE PACCMOTPCHHE —
perucTpanus — pacCMOTPEHHE PYKOBOJIUTENIEM — UCTIOJIHEHHE — HANPABIICHHUE B

hi (S 00)

2.COCTaBIICHUE MPOEKTA — COTIacOBaHUE — ODOPMIICHHE — MTOAITUCAHUE —
pETHUCTpALUs — UCTIOJTHEHHE — HAMIPABIICHHUE B JIEIIO

3. ohopmiteHEe JOKYMEHTA — MOJIITICAHUE — PETHCTPAITUS — COTIIACOBAHUE —
YTBEPKACHHUEC — OTIPaBKa

4. mpueM — TiepBOHauYaibHas 00pabOTKa — MpenBapUTEIbLHOE PACCMOTPECHHE —
paccMOTpeHHe PYKOBOJUTENIEM — UCTIOJTHEHHE — HAITPABJICHUE B JIEIIO

3.CpokH XpaHEHUsI THIIOBBIX JJOKYMEHTOB yCTaHABIHBAIOTCS:
BapuanTs! oTBeTa:

1. MecTHBIM rocyJapCTBEHHBIM HIIM MyHULIUITAIbHBIM apXHBOM
2.DenepanbHO apXUBHOH city»)00i Poccuun

3.0OpranaMu MECTHOM aqMUHUCTPAITHH

4.Brimecrosiiel opranuzanuei

4 HomeHKIaTypa aein — 310 ?

1. crincok Beex Jiei, UMEIONIUXCSI Ha MPEIPUSTHN
2.1epeyeHsb JIeT I epeiayn B apXuB

3.mepeueHb 3ar0JIOBKOB JIe H CPOKOB UX XPaHCHHS
4.crcoK 0c000 BaKHBIX JOKYMEHTOB

5.JloKyMEeHTBI peTUCTPUPYIOT?
1.mocie ucnoaHeHus
2.B JIeHb 0()OpPMJICHHUS, COTJIACOBAHHUS




3.B JIeHb Nlepeaady Ha UCTIOTHEHUE
4.B IeHb MOCTYIUICHHS, OTIIPABKU

6.PacropsiquTenbHbIe JOKYMEHThI BCTYIIAOT B CHITY C ...7
1.MOMeHTa MX JOBEACHHS 4O CBCICHUS MCIIOIHUTEIISL

2. MOMEHTA UX HOAIUCAHUSA

3. MOMEHTA MX MOIMMCAHMS U JOBEACHHUS 10 CBEICHUS UCIIOIHUTEIS
4. MOMCHTA MX MOAMNUCAHUSI U COrJIaCOBaHMS

7.[laTa B rpude yTBEpKACHHS JOKYMEHTA MPOCTABISACTCS

BapuanTs! oTBeTa:

1.MamuHOIIMCHBIM CIIOCOOOM

2. OT pyKH CeKpeTapeM Mocie YTBEPKACHUS JOKYMEHTa PYKOBOIUTEIICM
3. CamMuM pyKOBOAMTEIEM B MOMEHT YTBEP)KICHHS TOKyMEHTA

4. JIro66IM crrocoOoM

8.Kem yTBepkmaeTcss MHCTPYKIUS O ACIOMPOU3BOJICTBE ?
1. HaYaTPHUKOM KaHIICISIPUH

2. OTBETCTBEHHBIM 3 JICIIOMPOU3BOJICTBO JTUIIOM

3. cekperapeM-pedepeHTOM

4. pyKOBOJUTENIEM MIPEIIPUATUS

9./lokyMeHT, QUKCHPYFOIIU COTIANICHNE CTOPOH 00 YCTAHOBJICHUHU TPYTOBBIX
OTHOIIIEHUH U PETYIUPYIONIUHN UX, HA3bIBAECTCH ...

Bapuants! oTsera:

1. TPYIOBBIM KOJICKCOM

2.TpyAOBOH KHIKKOH

3. TOJDKHOCTHOW MHCTPYKIHCH

4. TPYZOBBIM JIOTOBOPOM

10.Pa3paboTka opraHM3allMOHHBIX JOKYMEHTOB B OPTaHU3AIMSAX U HA
MPEANPHUITHAX — ITO

BapuanTs! oTBeTa:

1. co3maHre HOPMATHUBHOM 0a3bl IS OpraHU3AIMY TPABOOTHOIICHU
2.TIOBBIIIIEHHUE TTPECTIIKA OPTaHU3AIHH

3. popmarbHOE, TPAJAUITHOHHOE TpeOOBaHUE, HE UMEIOIIEe TPAKTUIECKOTO
3HAYCHUSA

4.He00X0TMMOCTh PY BO3HUKHOBEHUN KOH(IJIMKTHBIX CUTYaIlHi

11.Kakue OBIBAIOT MPUKA3HI IO COACPIKAHUIO?
1.BHyTpeHHNE 1 BHEIITHHE

2. Ilo ocHOBHOM AESATENBHOCTH U MO JIUYHOMY COCTaBY
3.IlomHBIC U KpaTKHE

4.1IpocThI€ U CIOXKHBIC

12.lokyMeHTHI IO OOILIMM U aIMHHUCTPATUBHBIM BOIIPOCAM MOTYT COCTaBIIATH?
1. pyKkoBOIUTETH

2. PYKOBOIUTENH CIYXO U MOApa3AeIeHINA PEAIPHATHS

3. paboTHHUKY (PMHAHCOBBIX OTIEIOB

4. aIMMHUCTpAIUs IPENPUATHS

13.MudopmanroHHas crupaBka — 3T0:

1. JOKyMEHT, aJpECOBaHHBII PYKOBOIUTENIO YUPESKICHISI U HH(POPMUPYIOTIIHIA
€r0 O CJIOKHBIIEHCS CUTYyalluu, UIMEBIIIEM MECTO SIBJICHHH WK (DaKTe,
CoOJIepIKaIIUi BBIBOIBI U MPEAJIOKCHHUS COCTABUTEIS

2.I0KYMEHT, MOSACHSIOIIMN COJICpyKaHUE OTACIBHBIX MOJ0KEHUH OCHOBHOTO
JIOKYMEHTA UIH OOBSCHSIONINI MPUYNHBI KAKOTO-JIN0O0 COOBITHS, (haKTa,
MOCTYIIKa

3. TOKyMEHT HH(POPMAITMOHHOTO XapaKTepa, COACPKAIIHA OITUCaHUE
MTPOU3BOCTBEHHOM JIEATEIILHOCTH OPTaHU3aIlUHU U MTOATBEPKICHUE KaKUX-JIN0O
(akToB, cOOBITHIT

14 Komrekc B3auMOYBSI3aHHBIX JOKYMEHTOB, PETJIAMEHTUPYIOIUX CTPYKTYPY,
3an1aun, (YHKITMH MPEIIPHUATHS, OPraHU3aIUIo ero paboThl; MpaBa, 00s3aHHOCTH




Y OTBETCTBEHHOCTh PYKOBOJICTBA U CHCIIHATUCTOB MPEATPUATHSI — 3TO 7
1. pactiopsiAMTENBEHBIC TOKYMEHTHI

2.ycraB

3.crpaBoYHO-HH(DOPMAIIMOHHBIE

4. opraHU3aIMOHHBIC JIOKYMEHTHI

15.0praHn3anuoHHO-paCIoOpAIUTEIbHAS JOKYMEHTAINASI — 3TO?
1.yHnuIMpOBaHHBIN JOKYMEHT

2.COBOKYITHOCTh PEKBU3UTOB

3.COBOKYNHOCTh B3aMMOYBS3aHHBIX JOKYMEHTOB, (pyHKIHMOHHMpYIOIUX B cdepe
yIpaBlleHUs

4.yaudunuposanHas Gopma

16.HaiiTe onpeneneHne JOKYMEHTA:
1. MmarepuanbHBIE O0BEKT ¢ HHGpOpPMAIHEH, 3aQUKCHPOBAHHONH CO3IaHHBIM
YEJIOBEKOM CITIOCOOOM, JUIs €€ Tiepeiadd BO BpEMEHH U TIPOCTPAHCTBE
2. COBOKYITHOCTh PEKBHU3UTOB O(HUIIMAILHOTO MTUChMa
3.cTaHIapTHOE PACIONOKECHUE MaTepraa
4. Texct

17. I'pynnupoBKa UCTIONTHEHHBIX TOKYMEHTOB B JieJa — 3TO:
1.peructpanus JOKyMEHTOB

2. OCyIIECTBJICHNE KOHTPOJIS 32 HCIIOJIHEHHEM JIOKYMEHTa
3.mpeaBapUTENbHOE PACCMOTPEHHE JOKYMEHTOB

4. dopmupoBanue nen

18./Ienonpou3BoACTBO — 3TO:

1. mpaBHIBHOE O(hOPMIICHHE TOKYMEHTOB

2. opraHm3anus J0KyMEHTO000pOoTa B yUPEIKICHUU

3. COBOKYIHOCTh JOKYMEHTOB, OTP&KAIOIIMX YIIPABICHUYCCKYIO AEATCIHLHOCTD
YVUPESIKICHUSL.

4.COBOKYITHOCTh Pa0OT MO JOKYMCHTHUPOBAHUIO JESITEILHOCTH YIPABICHUS U IO
OpraHu3alyi JOKYMEHTOB B YUPCSIKICHHUH.

19.YcranoBneHue eTMHOr0 KOMIUIEKCa BUOB M Pa3HOBUIHOCTEH JOKYMEHTOB
JUISL aHAJIOTMYHBIX YIPABICHYECKUX CUTYAIIUH, pa3pa0doTKa eAHHBIX GopM u
MIpaBUJI UX COCTABJICHHS, 0OPMIICHHE M CO3IaHNEe TPadapeTHBIX TEKCTOB — 3TO?
1. coctaB 1OKyMEHTOB

2.yHu(UKaIUs JOKYyMEHTOB

3. oTpaciib AeITEeIBHOCTH

4. cdepa nesTenbHOCTH

20. JIokyMeHT ¥ JOKYMEHTHO-KOMMYHHKAITHOHHAS ACSITEILHOCTD 3TO ?
1. mpeaMeT JOKYMEHTOBEICHUS;

2. 00BEKT JOKYMEHTOBEICHHS;

3. TOKYMEHTOBEICHHE.

21. Kakoe Ha3BaHME nMeNna JOKYMEHTAMOHHAs HayKa, BO3HHUKIIAS B
koHue XIX B.?

1. KHUTO-apXHUBO-MY3€CBEICHNE;

2. bubnuotexo-o6ubimorpado-apxuBoBeICHHE

3. TOKYMEHTaJIUCTHKA

22. TeopeTnyeckue, NCTOPHUCCKUE M OPTaHU3aIIMOHHO-METOINYCCKHE
po0JIeMbI HAYKH O JJOKYMEHTE U JIOKYMEHTHO-KOMMYHHUKAITHOHHOU
JeATEeIbHOCTH U3y4yaer?

1. ob1Iee TOKyMEHTOBEICHNE

2. cnenualibHOE TOKYMEHTOBEICHUE;

3. 4aCTHOE JIOKYMEHTOBEICHHE.

23. JIOKyMEHTBHI, COCTABIISIEMbIE KOMUCCHEH, TIOITUCHIBAIOTCS ?
1. pykoBoaHTEIEM OpraHU3aAUU

2. mpexacenaTeneM U YieHaMH KOMHCCUU

3. mpezacenareneM KOMICCHU M CEKpeTapeM




4. nmpeacenareneM KOMUCCUU

3ananus 1. HCTpyKIMs 110 JeJONpPOU3BOACTBY yTBEpKaAaeTcs?
OTKPBITOIO THIIA

2.K o0mum QpyHKOUAM TOKYMEHTa HE OTHOCATCS?

3.JlesTenbHOCTD anmapaTa yupaBJIeHHs M OpraHu3anust paboThl C JOKyMEHTaMH B
MpoIecce OCYLIESCTBICHHUSI UMH yIIPAaBICHYECKIX (PYHKIMIA Ha3bIBACTCA?

4. HavanpHBIH 5Tan KOHTPOJIA 32 UCTIOJTHEHHEM JOKYMEHTOB — 3TO?

5.CucreMaTH3UPOBAaHHBIN MIEPEUYCHB 3ar0JI0BKOB JIEJT C YKa3aHUEM CPOKOB
XpaHeHHUs, 0)OPMIICHHBIN B YCTAHOBJICHHOM TOPSIJIKE 3TO -7?

6.Konuuectso JAOKYMCHTOB BCCX ITOTOKOB 3a I'0J COCTaByIsACT?

7.COBOKYITHOCTh JTOKYMEHTOB OTHOCSIIIMXCS K OIIPENIEJICHHOMY BOIIPOCY WU
YYaCTKy EATSIBHOCTH, TIOJIIUTHIC B OTPEACICHHYIO O0JI0XKKY 3TO?

3.2 TunoBble BONPOCHI U 3aJaHUS

YK-4.2 CnnocoOeH ocymecTBJATH AeJI0BYI0 KOMMYHUKALMIO B YCTHOW M MMCHLMEHHOMI
(popmax Ha pycckoM si3bIKe

1. CyLIHOCTb MOHATHS «JIOKYMEHT» M €0 OCHOBHBIE XapaKTEPUCTUKHU.

2. OO0sA3aHHOCTH M IOJHOMOYMS B OOJIACTH YINpPABJIECHUS JOKYMEHTAMHU Pa3IMYHbIX TPYII
COTPYAHUKOB OpPTaHU3AIIH.

3 JlokyMeHT0060poT. OCHOBHBIE TApaMETPhl JOKYMEHTOO00POTA.

4 KavecTBeHHBIE XapaKTEPUCTUKU JOKYMEHTO000POTA.

5) KonuyecTBeHHBIE XapaKTEPUCTUKU JOKYMEHTO000POTA.

6. [TpuHIMIIBI OpraHU3aMK JOKYMEHT0000pOoTA.

7 OCHOBHbBIE OHATHS OPraHU3aLMOHHO-PACTIOPSAIUTEIbHBIX JOKYMEHTOB.

8 Wuctpykunsa. OCHOBHBIE pa3elibl JOKHOCTHBIX HHCTPYKIHH.

9 OCHOBHBIE BU/IbI PacCTIOPAIUTEIbHBIX JOKYMEHTOB.

10.  OcHoBHBIC TOHATHS HHPOPMAIIMOHHO-CITPABOYHBIX JTOKYMEHTOB.

11.  TpeGoBanus Kk OQPOPMICHHIO TOKYMEHTOB.

12. BHyTpeHHUE JOKYMEHTHI M 3Talbl UX 00pabOTKH.

13. Cucrema BHyTpPEHHETO KOHTPOJISI OpraHU3aIluH.

14.  TlousTHe «monoxxeHuey. [lonoxxeHue B cuCTeMe KOHTPOJISI UCTIOTHEHUST B OPTraHU3aIHH.
15. KoHTpoJib IBMKEHHUS U UCTIOIB30BAHMS IOKYMEHTOB B HUH(POPMAIIMOHHON CUCTEME.
16.  3amauyu KOHTPOJBbHON PabOTHI. YPOBHU KOHTPOJIS.

17. Cpoxu UCTIOTHEHUS JOKYMEHTOB.

18.  Anroputm cocrtaBiieHHs B ODOPMIICHUS JOKYMEHTOB.

19.  TIpouenypa coriiacoBanusi MPOEKTOB IOKYMEHTOB.

20.  IIpuHIUIBI TPOLIEAYPHI COTIACOBAHHS TPOEKTOB JOKYMEHTOB.

YK-4.4 OcyuiecTB/ifieT BbIOOP KOMMYHHMKATHBHBIX CTPaTeruii M TAKTHK NPH BeJAeHUH
JeJIOBBIX NepPeroBopoB

1. CriocoObI mpoLeAyphl COTIacoBaHUs MIPOEKTOB JOKYMEHTOB.
2. OcHOBHbBIE OHATHSI HOPMATUBHO-TIPABOBOM 0a3bl yrpaBieHUs.



3 [Tonstue nudopmarnmonHoe nmpao. CTpyKTypa HHPOPMAITMOHHOTO 3aKOHOIaTEIHCTRA.
4 Crangapt. TexHUYECKUI pErIaMeHT.

5) IIpouenypa coctaBieHUsI IJIAHOBBIX TOKYMEHTOB.

6. IIpouenypa cocraBieHHs OpraHU3allMOHHO-TIPABOBOM TOKYMEHTALIUH.

7 OCHOBHBIE TOKYMEHTBI IEPCOHAIBHOM TOKYMEHTALIUH.

8 OCHOBHBIE MIOHATHUS JOTOBOPHON JOKYMEHTALIUH.

9 IIpuka3 1o IMYHOMY COCTaBY U IIPOCTOU NpuKa3. POpMBI IIPUKA30B.

10.  IlepBuuHbBIE y4eTHBIE TOKYMEHTHI U MPOU3BOAHBIC YICTHBIE (JOPMBI.
11.  YuudunupoBanubsie GOpMbI JOKYMEHTAIUH.

12. OTt4eTHas JOKyMEHTaLMSL.

13.  Tpynosoii norosop. IlpaBa u 06g3aHHOCTH paOOTHHKA U pabOTOIATENS.
14. OO0s3aTenbHbBIE YCIOBUS TPYIOBOTO JOTOBOPA.

15. CpouHBIN TPYIOBOM TOTOBOP.

16. OcHoBaHUs MPEKpaIIeHus TPYI0BOTO JOTOBOPA.

17. OcHOBHBIE 3a7]a4d aBTOMATH3WPOBAHHOW CHUCTEMBI JTOKYMEHTAIIMOHHOTO O0ECTICUCHHS
yIpaBIeHUSI.

18.  Dramnbl NpoeKTUPOBaHUS YIIPABICHUS JOKYMEHTaMU B OpraHU3aIliH.
19. CyIIHOCTh MOHATHH «IOKYMEHTOOOOPOT» U «JICIIOMPOU3BOICTBOY.

20. CriocoObI perucTpanuu JOKyMEHTOB B OpraHU3aIIHH.

4. METOAMYECKUE MATEPHAJIBI, OITPEJIEJIAIOLIME ITPOLEAYPLI OHEHVMBAHUWA
3HAHMI, YMEHUI, HABBIKOB U (MJIN) OITbITA IESITEJILHOCTH,
XAPAKTEPU3VYIOIINX DTAIBI ®OPMUPOBAHNMS KOMIIETEHIUI

[TpomesxyTouHas aTTecTanus NpoBOIUTCA B (hopMe 3aueTa.

Kpurepun ouenku 3adera B TeCTOBOM (opme: KOJIMYECTBO OalljiIoB WM
YIIOBJETBOPUTENIBHO, XOPOIIO, OTINYHO. J{JIs1 TOTy4eHHs] COOTBETCTBYIOIIEH OLIEHKH Ha 3a4eTe U
9K3aMEHe MO0 KypCy HCIOJIb3yeTCs HaKOMHUTeNbHas cucTeMa OajIbHO-pEeHTHUHIOBOM paboThI
CTyIeHTOB. MToroBas omeHka CKJIaIbIBaeTCs U3 CyMMbl 0ajUIOB HIJIM OLIEHOK, MOJYYEHHBIX IO
BCEM pasziesiaM Kypca U CyMMbI OaJlJIOB MTOJTy4YCHHOHN Ha 3a4eTe.

Ta6muma 4.1 — Kpurepuun ornieHKu ypoBHS 3HAHHWM CTYJEHTOB C MCIIOJIB30BAaHUEM TECTa
Ha 3a4eTe Mo y4eOHOM TUCIUIUIINHE

Ouenka XapakTepuCTUKUA OTBETA CTYJICHTa
OTnn4HO 86-100 % mpaBUIIbHBIX OTBETOB
Xoportio 71-85 %
VY 10BIETBOPUTENHEHO 51- 70%
HeynosnersopurenbHo Menee 51 %




KonnuectBo 6aymioB U OneHKa HEYIOBIETBOPUTENBHO, YAOBIETBOPUTEIHHO, XOPOIIO, OTINYHO
ONPENIETSAI0TCS MPOrPaMMHBIMU CPEJCTBAMHU 10 KOJUYECTBY MPABHIIBHBIX OTBETOB K KOJTUYECTBY
CIIy4aifHO BRIOPAHHBIX BOIIPOCOB.

Kpurepun orieHMBaHMs KOMIIETEHIIUH CIIEAYIOIIHUE!

1.0tBeTHl WMEIOT TIOJNIHBIE pemeHus (C TpaBWIbHBIM OTBeTOM). MX coxmepkaHue
CBUJETEIBCTBYET 00 YBEPEHHBIX 3HAHHAX OOYYaIOLIErocs M O €ro yMEHHMH peliaTh
npodeccuoHabHBIC 3a/1a4H, OIIECHUBACTCS B 5 6a/UT0B (OTIMYHO);

2.bonee 75 % oTBETOB UMEIOT MOJIHBIE pelIeHus (C IpaBUIBHBIM 0TBETOM). VX conepkaHue
CBHJIETEJILCTBYET O JOCTATOYHBIX 3HAHMAX OOYYAIOLIErocs W €ro YMEHHM pellaTb
npodeccuoHabHBIC 3a/1aun — 4 Gayuia (XopoIo);

3.He menee 50 % oOTBETOB HMMEIOT IOJIHBIE pemIeHHs (C MpaBHJIBHBIM OTBETOM) Mx
CoJiep>KaHue CBHUAETENbCTBYET 00 YJOBIETBOPUTEIHHBIX 3HAHUAX 00ydaromerocs u o
€ro OrpaHWYCHHOM YMEHUH pemaTh MpodecCHOHANbHBIC 3a/1a4H, COOTBETCTBYIOIIHE
ero Oynymien kBanudukanuu — 3 6ayuia (yI0BICTBOPUTEIBHO);

4. Menee 50 % OTBETOB MMEIOT PELIEHUS C NPaBHIBHBIM OTBETOM. VX copepxkaHue
CBUJCTEIBCTBYET O CJIa0BbIX 3HAHUAX OOyYaromierocss MU €ro HEyMEHHH pemiaTh
npodeccroHanbHbIe 3a1a4u — 2 0aiia (HeyIOBIETBOPUTEIBHO

Kputepuu onieHkn ypoBHSI YCBOCHHS 3HAHWI, YMEHUH 1 HABBIKOB 110 pe3yJibTaTaM 3adeTa
B YCTHOM (popme:

OueHka «OTJIMYHO» BBICTABISETCA, €CJIW JlaH T[IOJHBIA, pPa3BEpHYTHIA OTBET Ha
MIOCTABJIICHHBI TEOPETHUYECKUI BOMPOC, IMOKa3aHa COBOKYIMHOCTh OCO3HAHHBIX 3HAaHUU 00
00BeKTe, J0Ka3aTeNbHO PACKPBITHI OCHOBHBIC IMOJIOKEHHUSI TEMbI; B OTBETE MPOCIICKUBACTCS
YeTKasi CTPYKTYpa, JIOTHYECKas MOCIEA0BATEIbHOCTh, OTPaXKAIOIIasi CYIIHOCTh PACKPhIBAEMBIX
MOHSITH, SBICHUA. YMEET TECHO YBSI3BIBATh TEOPHIO C MpakTUKOH. OTBeT GopMymupyercs B
TEpMHHAX HAYKH, U3JI0KEH JIMTEPATYPHBIM SA3bIKOM, JIOTMYEH, JOKa3aTeleH, AEMOHCTPUPYET
ABTOPCKYIO TO3UIIUIO CTyACHTa. MOTYT OBITh JOMYIICHBI HEAOUYETHI B OMPECICHUN TIOHITHH,
HCIIPABJICHHBIE CTYJI€HTOM CaMOCTOSITEJIBHO B MPOIIECCE OTBETA WJIM C MOMOIIBIO "HaBOAAIIUX "
BOIIPOCOB TPEIOIaBATENS.

OueHka «XOpOIIO» BBICTABJISETCS, €CIM JaH TOJHBIM, pa3BEepHYThI OTBET Ha
MOCTaBJICHHBIM BOMPOC, IMOKa3aHO YMEHUE BBIJIEJIUTh CYIIECTBEHHbIE M HECYIECTBEHHbBIC
MPU3HAKYU, TPUUUHHO-CJIEICTBEHHBIE CBsI3U. OTBET UETKO CTPYKTYpUPOBaH, JiorudeH. OTBEThHI HA
JOTIOTHUTEIFHBIE BOMPOCHI JIOTUYHBI, OJHAKO JOIMYIICHBl HE3HAYUTENbHBIC OIIMOKH WIH
HEJI0YEThI, HICIIPaBJIECHHbBIEC CTYJEHTOM C IMOMOIIBIO "HABOAAIIMUX'" BOMPOCOB MPENOIaBaTENs.

OueHka «yJOBJIETBOPUTEIBLHO» BBICTABIISIETCSA, €CIM JaH HEMOJIHBIA OTBET, JIOTMKA W
MOCJICIOBATEILHOCTh HW3JIOKCHHSI WMEIOT CYIIECTBEHHbIE HapymieHus. [lomymiensr rpyObie
OIMMOKK TPU ONPENEICHUU CYITHOCTH PACKPBIBAEMBIX TOHSATHH, SIBICHUHA, BCIIEICTBUC
HEMOHUMAaHUS CTYACHTOM HMX CYIIECTBEHHBIX U HECYIIECTBEHHBIX MPU3HAKOB U CBsA3el. B oTBeTe
OTCYTCTBYIOT BBIBOJIBI. YMEHHE PACKPHITh KOHKPETHBIC MPOSBICHUS OOOOIICHHBIX 3HAHHWIA HE
nokazaHo. PeueBoe odopmieHue TpeOyeT TONMpaBOK, Koppekiuu. llpu oTBere Ha
JIOTIOJIHUTEIBbHBIE BOIIPOCH! CTYACHT HAUYMHAET MOHUMATh CBS3b MEXK/Y 3HAHUSMHU TOJBKO MOCIE
MOJICKA3KU MPENoiaBaTeis.

OueHka  «HEYAOBJIETBOPUTEIBHO»  BBICTABISIETCA, €CIM  CTYAEHT  HCIBITHIBACT
3HAYUTEIbHBIE TPYIHOCTH B OTBETE Ha H3K3aMEHAIIMOHHBIE BoOmNpochl. I[IpucyrcTByeT Mmacca
CYIIIECTBEHHBIX OIIMOOK B OMpPEACNICHUSX TEPMHHOB, MOHATUH, XapakTepuctuke (akToB. Peup
HerpaMmoTHa. Ha tonoaHuTenbHbIe BOMPOCHI CTYAEHT HE OTBEYAET.
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