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1.IHIOACHUTEJIBHASA 3AIIMCKA

Kommuiekt koHTposibHO- o1ieHOYHBIX cpeacTB (KOC) mist mpoBeaeHus: TEKYIEro KOHTPOJIS U
IIPOMEXYTOUYHOM aTrTecTalui IpeAHa3HaueH /I IPOBEPKH pe3yJIbTaTOB OCBOEHUS Y4eOHOM
JTMCUUIUIAHBL. 3aHATHA O Y4eOHOH MUCHMIUIMHE MPOBOAATCS KaK B TPAJAWIIMOHHOU (Gopme, Tak H
WCIOJIb30BAHNEM AKTUBHBIX M MHTEPAKTHBHBIX ()OPM U METOJIOB MPOBEACHUS 3aHATHN (ITOATOTOBKA
u 3amura pedeparoB, JenoBas urpa, Kelc-3agada). B KOMIUIEKTE OLIEHOYHBIX CpEACTB
IIPE/ICTaBJICHbI 3aJaHUs] aKTUBHOTO U MHTEPAKTUBHOTO OOyUYEHHUSI.

OCBOEHMIO TaHHOW JUCHMILIMHBI IPEIIIECTBYET U3ydeHHE cieayromux aucuumiaud: OV /L.
01 Pycckwnit si3p1x, OY .09 Oxonomuka, OY/1.12 Uadopmaruka.

Texyluil KOHTPOJIb OCYIIECTBIIETCS Ha KaXKJOM 3aHSATHM B XOJI€ OCBOCHMS Marepuajia B
(hopMe TeCTUPOBAHUS, BHIIIOJIHEHUS PAKTUYECKUX 3a/laHU 110 TEME 3aHATHS.

[IpomexyTouHass arTecTalys MO JUCHMIUIMHE 3aBEPIIAET OCBOEHUE OOy4YarOUIMMUCS
MIPOrpaMMbl AUCHHUIUIMHBI U OCylIecTBiIsgeTcs B popme nuddhepeHInpoBaHHOTO 3a4ueTa.

KoHTpons ¥ oleHKa pe3yabTaTOB OCBOCHMSI Y4€OHOM JAMCHHUIUIMHBI OCYILECTBISETCS
MpernojaBaTesieM B MpoLecce NPOBEACHUS TNMPAKTUUYECKUX 3aHATUH, TECTHPOBAHMS, MOJITOTOBKU
pedepaTos.

Pesynbrarel oOyueHus: 3HaHMSIT M YMEHHs, MOJUIekKAIIMe KOHTPOIIO TpU MPOBEIECHUU
TEKYILEr0 KOHTPOJIS U MPOMEKYTOYHON aTTeCTalluy.

Pes3ynomamut o0yuenusn Kpumepuu ouenxu Dopmbl u Memoowvl
KOHmMpPONA U OYeHKU

IIK 1.1. Ha ouenky «otnuaHo» Texkyumuii KOHTPOJIb:
3 . JEMOHCTPHUPYET B MOJIHOM 00beMe | DKcrepTHasI OIICHKA

Hath: MOJIy4YeHHbIC 3HAHUS U YMEHUSA [0 | MPAaKTUYECKuX  padoT,
31. [lonsTus, uenu, 3aga4u u 00paboTKe NEePBUYHBIX TECTUPOBAHUSA, OLIEHKU
MPUHIIUIBI AETONPOU3BOJICTBA. | OYXTraldTepCKUX IOKYMEHTOB. pedepatos.
32. OCHOBHbIE IOHATUS IIpome:kyTouHas
JOKYMEHTAI[HOHHOTO Ha ouenky «xopomo» aTrecTamnus:
obecrieueHus yrpaBIeHUs. JNEMOHCTPUPYET MOIyUYECHHBIE DKcnepTHas OLleHKa
33. Knaccudukaruro 3HAHMSI U YMEHUS 110 00paboTKe pu cade
JOKYMEHTOB. MEPBUYHBIX OYXTaNTEPCKUX b depeHIUPOBAHHOTO
34. TpeboBaHUs K COCTABJICHUIO | TOKYMEHTOB C HE3HAYUTEIbHBIMU | 3aueTa.
1 0OPMIICHHUIO TOKYMEHTOB HETOYHOCTSMHU.
35. Opranusanuto
JOKYMEHT0000poTa. Ha o1ieHKy «y10BIETBOPUTEIHHOY
36. IIpuem, 0OpaboTKYy, JEMOHCTPHUPYET MOJy4YEHHBIE
PErucTpanuio, KOHTPOJIb, 3HaHUS U YMEHUS M0 00paboTke
XpaHEeHUe TOKyMEHTOB. HNEPBUYHBIX OYXTaJITEPCKUX
37. HomeHknatypy nei. JOKYMEHTOB C OIIMOKAMHU.
38. Kiaccuduxanuto
NEPBUYHBIX JJOKYMEHTOB. Ha onenxy

«HEYJOBIIETBOPUTEIHHO» HE

YMmern: JEMOHCTPUPYET MOJyUYEHHBIE
V1. Odopmisate 3HaHUS U YMEHUS M0 00paboTke
JOKYMEHTAIMIO B COOTBETCTBUM | MEPBUYHBIX OYXTaJITEPCKUX
C HOpMaTHBHOM 0a30ii, ¢ JIOKYMEHTOB.




HCII0JIb30BAHUEM
MH(POPMAIMOHHBIX TEXHOJIOTHH.
¥2. OcBauBaTh TEXHOJIOTHIO
ABTOMAaTU3UPOBAHHOMU
00paboTKH JOKYMEHTOB.

V¥3. OcyiecTBasATh XpaHEHUE,
MTOUCK JIOKYMEHTOB.

VY4. Ucnonb3oBath
TEJIEKOMMYHHUKAIIHOHHBIE
TEXHOJIOTUH B 3JIEKTPOHHOM
JTOKYMEHTO000pOTE.

V5. Ucnonp3oBaTh
YHUPHUIIUPOBAHHBIE (POPMBI
JOKYMEHTOB.

V¥6. Ucnonb3oBartk
YHUPHUIIUPOBAHHBIE (POPMBI
JOKYMEHTOB.

V7. OCcymecTBIsATh XpaHEHHUE U
MTOUCK IOKYMEHTOB.

V¥V 8.00pabaTsiBaTh NepBUYHBIE
OyXranTepcKkue TOKYMEHTHI.

OK 01, OK 02, OK 04, OK 05,
OK 09, OK 10, IIK I.1.

OK 01
3HATE:

31. IlonsaTus, enu, 3a1a9u U
MIPUHIIMIIBI AEJIOTPOU3BOJICTBA.
32. OCHOBHbIE IOHATUS
JOKYMEHTAI[HOHHOTO
obecrieueHus yrpaBIeHUs.

33. Knmaccudukanmro
JOKYMEHTOB.

34. TpeboBaHHs K COCTaBICHHUIO
1 0OPMIICHHUIO TOKYMEHTOB
35. Opranusanuto
JOKYMEHTO000poTa.

36. IIpuem, 0OpaboOTKy,
pEerucTpalmo, KOHTPOJIb,
XpaHEHHUE IOKYMEHTOB.

37. HomeHknatypy nei.

38. Kiaccuduxanuto
MEPBUYHBIX JOKYMEHTOB.

YMmern:

V1. Odopmisate
JOKYMEHTAINIO B COOTBETCTBUU
C HOpMaTHBHOM 0a30ii, ¢
HCIIOJIb30BAHUEM
MH(OPMAIIMOHHBIX TEXHOJIOTHH.
V2. OcBauBaTh TEXHOJIOTHIO

Texkyumuii KOHTPOJIb:
DKcnepTHas OlIEHKAa
MpaKTUYECKUX  padoT,
TECTUPOBAHUS, OLIEHKU
pedepaTos.
IIpome:kyTouHas
aTrecTamus:
DKcnepTHas OLleHKa
pu caue
nuddepeHInpOBaHHOTO
3ayeTa.




ABTOMAaTU3UPOBAHHOMU
00paboTKH JOKYMEHTOB.

V3. OcylecTBiIsATh XpaHEHUE,
MOMCK JJOKYMEHTOB.

VY4. Ucnonb3oBath
TEJIEKOMMYHHUKAIIHOHHBIE
TEXHOJIOTUH B AJIEKTPOHHOM
JOKYMEHTO000POTE.

V¥5. Ucnonp3oBaTh
yHA(pULIIIPOBaHHBIE (POPMBI
JOKYMEHTOB.

V¥6. Ucnonb3oBars
YHUPHUIIUPOBAHHBIE (POPMBI
JOKYMEHTOB.

V¥7. OcyiecTBasTh XpaHEHUE U
MOVCK JJOKYMEHTOB.
V8.00pabaTsiBaTh NepBUYHbBIE
OyXranTepcKkue TOKYMEHTHI.

OK 02
3HaTh:

31. IlousTus, ey, 3agaun U
MIPUHIIMIIBI AEJIONPOU3BOJICTBA.
32. OCHOBHBIE TOHATHUSA
JOKYMEHTAI[MOHHOTO
obecrieueHus yrpaBJICHHS.

33. Knmaccudukanmro
JOKYMEHTOB.

34. TpeboBaHMs K COCTaBICHHUIO
1 0OPMIICHHUIO TOKYMEHTOB
35. Opranu3zaiuto
JOKYMEHTO000poTa.

36. IIpuem, 06paboOTKy,
perucTpalmio, KOHTPOJIb,
XpaHEHHUE IOKYMEHTOB.

37. HoMeHKIaTypy Oeil.

38. Knaccuduxkaruro
MEPBUYHBIX JOKYMEHTOB.

Ymers:

V1. Odopmisate
JOKYMEHTAIMIO B COOTBETCTBUU
C HOpMaTHBHOM 0a30ii, ¢
UCMOJIb30BAHUEM
MH(POPMALMOHHBIX TEXHOJIOTUH.
V2. OcBanBaTh TEXHOJIOTHIO
aBTOMATH3UPOBAHHOM
00pabOTKH JOKYMEHTOB.

V3. OcylecTBasATh XpaHEHHE,
MOMCK JJOKYMEHTOB.

Tekymmii KOHTPOJIb:
DKcnepTHas OIICHKA
MPaKTUYECKUX  pabdor,
TECTUPOBAHUSA, OLEHKU
pedepaTos.

IIpomeskyTouHnas
aTTecTanms:
OKcnepTHas OlIEHKAa
npu craue

nuddepeHInpOBaHHOTO
3ayera.




VY4. Ucnonb3oBath
TEJIEKOMMYHHUKAIIHOHHBIE
TEXHOJIOTUH B AJIEKTPOHHOM
JOKYMEHTOO00poTe.

V¥5. Ucnonb3oBaTh
yHA(pUIIPOBaHHBIE (POPMBI
JOKYMEHTOB.

¥6. Ucnonb3oBarh
yHA(pULIIIPOBaHHBIE (POPMBI
JOKYMEHTOB.

V¥7. OcyiecTBisTh XpaHEHUE U
MOVCK JJOKYMEHTOB.
¥V8.00pabaTsiBaTh NepBUYHbBIE
OyXrajnTepcKkue TOKYMEHTHI.

OK 04
3HaTh:

31. IlousTus, ey, 3agaun U
MIPUHIIMIIBI JISTIOTTPOU3BOJICTRA.
32. OCHOBHBbIE OHSTHUSA
JOKYMEHTAI[MOHHOTO
obecrieueHus yrpaBJICHHS.

33. Knaccudukanmro
JOKYMEHTOB.

34. TpeboBaHMs K COCTaBICHUIO
1 0(hOPMIICHHIO JOKYMEHTOB
35. Opranu3zaruto
JOKYMEHTO000poTa.

36. [Ipuem, 06paboOTKy,
perucTpalmi, KOHTPOJIb,
XpaHEHHUE IOKYMEHTOB.

37. HomeHknaTypy Aeil.

38. Kimaccudukanmro
MEPBUYHBIX JOKYMEHTOB.

YMmerTh:

V1. Odopmnsare
JOKYMEHTAINIO B COOTBETCTBUU
C HOpMATHBHOM 0a30M, ¢
HCII0JIb30BaHUEM
MH(OPMALMOHHBIX TEXHOJIOTHH.
V2. OcBauBaTh TEXHOJIOTHUIO
aBTOMATU3UPOBAHHOM
00pabOTKH JOKYMEHTOB.

V3. OcylecTBiIsATh XpaHEHHE,
MOUCK IOKYMEHTOB.

V4. Ucnonp3oBaTh
TEJIEKOMMYHUKAI[UOHHBIE
TEXHOJIOTHH B 2JIEKTPOHHOM
JOKYMEHTOO000poTe.

V5. Ucnonp30BaTh

Tekymmii KOHTPOJIb:
DKcnepTHas OIICHKA
MPaKTUYECKUX  pador,
TECTUPOBAHUS, OLIEHKU
pedepaTos.
IIpome:xxyTounas
arrecTamnus:
DKcnepTHas OlIEHKAa
pu caade
nuddepeHInpoOBaHHOTO
3auera.




YHUDUITUPOBAHHBIE (POPMBI
JOKYMEHTOB.

V6. Ucnosb3o0BaTh
YHUDUIUPOBAHHBIE (POPMBI
JOKYMEHTOB.

V¥7. OcyiecTBisTh XpaHEHUE U
MOWCK JJOKYMEHTOB.

Y 8.006pabaTpIiBaTh IEPBUYHBIC
OyXrajarepckue JOKYMEHTBI.

OK 05
3HATH:

31. IloHsTHS, 1IeTH, 3aJa91 U
MIPUHIIHIIBI JISTIOTTPOU3BOICTRA.
32. OCHOBHBIE TIOHSTHUSA
JOKYMEHTAIMOHHOTO
obecrieueHus yrpaBIeHUs.

33. Knaccuduxaruo
JOKYMEHTOB.

34. TpeboBaHMs K COCTABICHUIO
1 0(hOPMIICHHIO JOKYMEHTOB
35. Opranu3zaruto
JTOKYMEHTOO000pOTA.

36. [Ipuem, 06paboOTKy,
perucTparuio, KOHTPOJb,
XpaHEHHUE TOKYMEHTOB.

37. HomeHknaTypy Aeil.

38. Kimaccudukanmro
MEPBUYHBIX JOKYMEHTOB.

Ymers:

V1. Obopmiarh
JOKYMEHTAIMIO B COOTBETCTBUU
C HOpMAaTHBHOM 0a30M, ¢
HCI0JIb30BaHUEM
MH(OPMALIMOHHBIX TEXHOJIOTUH.
V2. OcBauBaTh TEXHOJIOTHIO
aBTOMATU3UPOBAHHOM
00pabOTKU JOKYMEHTOB.

¥3. OcylecTBasATh XpaHEHHUE,
MOUCK JIOKYMEHTOB.

V4. Vcnonb3oBaTh
TEJIeKOMMYHUKAIIMOHHBIE
TEXHOJIOTUU B 3JIEKTPOHHOM
JOKYMEHTOO000opoTe.

V5. Ucnonp30Bath
YHU(DUIUPOBAHHbBIE (POPMBI
JOKYMEHTOB.

V6. Ucnonb3oBaTh
YHUDUIIUPOBAHHBIE (POPMBI
JTOKYMEHTOB.

Tekymmii KOHTPOJIb:
DKcnepTHas OILICHKA
MPAKTUYECKUX  padoT,
TECTHPOBAHUS, OICHKU
pedepaTos.

IIpome:xyTounas
arrecTanms:
DKcnepTHas OIICHKA
npu caade
nuddepeHInpOBaHHOTO
3a4era.




V¥7. OcyiecTBisTh XpaHEHUE U
MOUCK JIOKYMEHTOB.

Y 8.006pabaTpIiBaTh MEPBUYHBIC
OyXrajtrepckue JOKYMEHTHI.

OK 09
3HATH:

31. IlousTHs, 1ein, 3aJa91 U
MIPUHIIKIIBI JISTIOTIPOU3BOICTBA.
32. OCHOBHBIE TIOHSTHUSA
JOKYMEHTAI[HOHHOTO
obecrieyeHus yrpaBJaeHUs.

33. Knaccuduxkanuo
JOKYMEHTOB.

34. TpeboBaHUs K COCTaBICHUIO
1 0(hOPMIICHHIO JOKYMEHTOB
35. Opranu3zaruto
JTOKYMEHTO000pOTA.

36. [Ipuem, 0OpaboTKYy,
pETHCTpAIHO, KOHTPOJIb,
XpaHEHHUE IOKYMECHTOB.

37. HomeHknaTypy Aeil.

38. Kimaccudukanmro
MEPBUYHBIX JOKYMEHTOB.

YMmern:

V1. Obopmisars
JOKYMEHTAIMIO B COOTBETCTBUU
C HOpMaTHBHOM 0a30M, ¢
HCIOJIb30BAHUEM
MH(GOPMALMOHHBIX TEXHOJIOTHH.
V2. OcBauBaTh TEXHOJIOTHIO
aBTOMAaTH3UPOBAHHOM
00pabOTKH JOKYMEHTOB.

¥3. OcylecTBiIsATh XpaHEHHE,
MIOMCK JJOKYMEHTOB.

V4. Vcnonb3oBaTh
TEJIEKOMMYHHUKAIIHOHHbIE
TEXHOJIOTUH B 3JIEKTPOHHOM
JTOKYMEHTO000pOoTE.

V¥5. Ucnonb3oBaTh
YHU(DUIUPOBAHHbBIE (POPMBI
JOKYMEHTOB.

¥6. Ucnonb3oBarts
YHU(DUIUPOBAHHbBIE (POPMBI
JOKYMEHTOB.

V¥7. OcylecTBisITh XpaHEHUE U
MOMCK JJOKYMEHTOB.

Y 8.06pabaTbiBaTh MEPBUYHBIE
OyXrajnTepckue JT0KYMEHTHI.

Tekymmii KOHTPOJIb:
DKcrnepTHas OLICHKA
IPAKTUYECKUX  padoT,
TECTUPOBAHUS, OLIEHKU
pedepatos.
IIpome:xyTounas
arrecTanus:
DKcnepTHas OILICHKA
npu caaue
¢ depeHInPOBaHHOTO
3ayeTa.




OK 10
3HATH:

31. IlousTHs, 1en, 3aJa491 U
MIPUHIIKIIBI JISTIOTIPOU3BOICTBA.
32. OCHOBHBIE IOHATHUS
JOKYMEHTAI[HOHHOTO
obecrieyeHus yrpaBJaeHUs.

33. Knaccuduxaruo
JOKYMEHTOB.

34. TpeboBaHHs K COCTaBICHUIO
1 0(hOPMIICHHIO JOKYMEHTOB
35. Opranu3zaiuro
JTOKYMEHTO000pOTA.

36. IIpuem, 06paboOTKy,
pETHCTpAIHIO, KOHTPOJIb,
XpaHEHHUE IOKYMECHTOB.

37. HomeHknarypy aei.

38. Knaccuduxkamuio
MIEPBUYHBIX JOKYMEHTOB.

Ymers:

V1. Obopmiars
JOKYMEHTAINIO B COOTBETCTBUU
C HOpMAaTHBHOM 0a30i, ¢
HCII0JIb30BaHUEM
MH(OPMALMOHHBIX TEXHOJIOTHIL.
V2. OcBauBaTh TEXHOJIOTHIO
aBTOMAaTU3UPOBAHHOM
00pabOTKH JOKYMEHTOB.

V3. OcymiecTBIsSTh XpaHEHUE,
MTOUCK JTOKYMEHTOB.

V4. Vcnonb3oBaTh
TEJIEeKOMMYHUKAIIMOHHbBIE
TEXHOJIOTUU B 3JICKTPOHHOM
JOKYMEHTOO00opoTe.

¥35. Ucnonp30Bath
yHUPHUIUPOBAHHBIE (POPMBI
JOKYMEHTOB.

V6. Ucnonb3oBaTh
YHU(DUIIUPOBAHHbBIE (POPMBI
JOKYMEHTOB.

V¥7. OcylecTBisITh XpaHEHUE U
MOUCK JIOKYMEHTOB.

Y 8.06pabaTbIiBaTh IEPBUYHBIE
OyXrantrepckue JOKYMEHTHI.

Tekymmii KOHTPOJIb:
DKcrnepTHas OLICHKA
IIPAKTUYECKUX  padoT,
TECTUPOBAHUS, OLIEHKU
pedepatos.

IIpome:xyTouHas
arrecranus:
DKcnepTHas OLICHKA
npu chaue
T depeHInPOBAHHOTO
3a4eTa.




Pesynpratel 0Oy4eHHs: KOMIETEHIMH, MOJUIeKAIIMEe KOHTPOIIO TpPH TPOBEICHUU
TEKYILEro KOHTPOJIS U IPOMEKYTOUHOM aTTeCTaLlUU:



JJleMeHT @opMBI H METOABI KOHTPOJIA
y4eOHoH
JM CIUILIN- Texymmii KOHTPOJIb IIpomeskyTouHas
HBI aTTecTAlUsA
DopmMa KOHTPOJISA IIpoBeps Dopma IIposepsie ®opma IIposepsie
eMble KOHTPOJIsA mble OK, | xontpoas | mbie OK,
OK, IIK, IIK, V¥, 3 K, v, 3
Y,3
Pazpen 1 Tectuposanue|OK 01, OK 02,| Tudpepenr; [OK 01, OK 02,
Cucrema u ITonroroska OK 03, OK 09, I/IpOBaHHHﬁ OK 03, OK 09,
Kkaaccupuka pedepatos, OK 10, IIK 1.1|334er OK 10, IIK 1.1
us npeseHTaLHi V1-V3, Ve, V1-VY3, Ve,
JOKYMEHTAI] V7, V8; 31-33, V7,V8; 31-33,
U 36, 37, 38 36, 37, 38
Tema 1.1 TecTupoBanue OK 01, OK
Baenenue. IMToxroroska pedeparos, 02, OK 03,
JloKyMeHT U |pesenTanuii OK 09, OK
cucTeMa 10
JIOKYM €HTaI! V1-V3, Ve,
" V1,V8;31-
33, 36, 37, 38
Tema 1.2 TecTupoBaHue OK 01, OK
Knaccuduka 02, OK 03,
s 10.1K 11
JOKYMEHTOB VI-Y3, V6,
V1,V8;31-
33, 36, 37,38
Paznen 2 Tectuposanne|OK 01, OK 02,| Tuddepenn |[OK 01, OK 02,
Opraﬂmauno HOHFOTOBKa OK 04, OK 05, PIpOBaHHBIﬁ OK 04, OK 05,
HHO- pedeparos, |OK 09, OK10,|3ayer OK 09, OK 10,
pacnopsiauTe npe3eHTaLuil MK 1.1 MK 1.1
JbHBIE V1-V¥5, Vo, V1-V5, Vo,
JOKYMEHTHI, V7,V8;31-35, V7, V8;31-35,
KaJApoBas " 36, 37, 38 36, 37, 38
JAOTrOBOPHO-
npaBoBas
HAOKYMeHTALH
o
Tema 2.1 IIpakTtuueckas pabora Nel ~ [OK 01, OK
Opranuszanuo |TecTHpOBaHHE 02, OK 04,
HHO- OK 05, OK
pacriopsiiute 09, OK 10,
JIEHBIE K 1.1
JOKYMEHTBI V1-V5, V6,
¥7,V8;31-
35, 36, 37,38
Tema 2.2 Ipaktndeckas padora Ne2-4; (OK 01, OK
Kanmposas  |TectupoBanue 02, OK 04,
JOKyMEHTALl OK 05, OK
s 09, OK 10,
MK 1.1
Y1-VY5, Ve,
V7,V8;31-
35, 36, 37,38
Tema 2.3 [MpakTryeckast padora Ne5  |OK 01, OK
JlorosopHo- |TectupoBanue 02, OK 04,
paBoBas [loaroroeka pedeparos, gg<éﬁzig<
EZKYMGHTaH Hpe3eHTalnun K 11
V1-¥5, Ve,
V17,V8;31-

35, 36, 37, 38




Paznen 3 Tectuposanue|OK 01, OK 02,| Mudpepenn; |OK 01, OK 02,
Perucrpanus Iloaroroska OK 04, OK 05, I/IpOBaHHHﬁ OK 04, OK 05,
u pedeparos, OK 09, OK 10, 394er OK 09, OK 10,
opraHu3anus npeseHTaLuil IIK 1.1 K 1.1
XpaHeHHs V1-V5, Ve, V1-VY5, Ve,
JOKYMEHTOB V7,V8, 31-38 V7,V8,31-38
Tema 3.1 TectupoBanue OK 01, OK
Iloustue 02, OK 04,
JIOKyMEHT000 OK 05, OK
opoTa, 09, OK 10,
perucrpanus K 1.1
JIOKYMEHTOB V1-V5, Ve,

v7,V8,31-

38
Tema 3.2 TectupoBanue OK 01, OK
Opranmsaus | [ToxroroBka pedeparos, 02, OK 04,
ONEPATUBHOT  |pe3eHTalMHI OK 05, OK
o 09, OK 10,
apXUBHOTO MK 1.1
XpaHEeHUs V1-V5, Ve,
JIOKYMEHTOB V7, V8, 31-

38







2. KOMIUVIEKT KOHTPOJIBHO-OHEHOYHBLIX CPEACTB TEKYIIEI'O

KOHTPOJIA

Ouenounoe cpeactso Ne 1
KommuiekT 3ananuii 111 BXOAHOH KOHTPOJIbHOH PadoThl
1o aucuuIInHe ‘JI0KyMeHTalMoOHHOe o0ecledyeHne ynpaBaeHus»

B cnoBe «katanor» ynapeHue najaer Ha ... CJIOT: (OL[eHUBaeMble KOMITIETCHIIUHN U X
gact: OK 01 (31)

IIEPBBIN

BTOPOM

TpeTUH

[IpaBunbHBINA BapHaHT HANKCaHUS CJIOBa:(OLEHUBaeMble KoMIeTeHIuu U ux yactu: OK
01 (31)

KOMIIaHEHT

KOMIIOHEHT

KaMIIQHEHT

KaMIIOHCHT

[IpaBunbHBIN BapuaHT HAMKMCAHUS CJIOBA: (OIlEHWBAaeMble KOMITETCHIIMH U WX dactu: OK
01 (31)

MpereieHT

MPUIUACHT

MIPELeHICHT

MPULICHJICHT

MPEIUH/IECHT

VY aBOeHHas corliacHasi UCIOJIb3YETCs B CIIOBE: (OILIEHUBAEMbIe KOMIETEHIIMHN U UX YaCTH:
OK 01 (31)

ar...apTeu.

aIl...JIOJJUCMEHTHI

aIl...oJIOreT

am...pooarus

ar...apar

[TpaBuIbHBIN BapHaHT CKIOHEHUS YHCIUTEIbHBIX:(OICHUBACMbIE KOMIIETCHIIUH U HX
gactu: OK 01 (31)
13 BOCBMHUCTA MATH/ICCATH OTPOIIEHHBIX

BCTpCUa C MATBIOCTAMU MECTLIOACCATBIO CEMBIO I/136I/IpaTe.H$IMI/I



B JIBYXCOT TPUALATH MSATH OFOJUTIETEHAX

BPYYHUTH ITaCliopTa CTO MATHAAUATU KUTCIIAM

HpaBHHBHBIﬁ BapHuaHT CKJIOHCHUA I-II/ICJII/ITGJ'H)HI:IX:(OL[eHI/IBaeMIJIe KOMIICTCHIIUM W HX
gactu: OK 01 (31)

3aJI C YCTBIPEXCOT MATUACCATH CEMBIO ICJICTaTaMU

3a00THTBHCS O IBYXCTa BOCBMHUICCATH HACCAKUPaAX

OTHPABUTH NPHUTTIAIICHUA TPEMCTAM CECMUJCCATU aJipecaTaM

BI)I6paTI) U3 IATUCTA IECTUACCATH BOCHbMU OujeToB

B cnoBe «xBapram» ymapeHue MagaeT Ha ... CJIOT:(OLIEHMBAeMble KOMIIETEHIIMU U UX
gactu: OK 01 (31)

NIEPBBIN

BTOPO

[IpaBunbHOE COKpaIlleHHEe HCIIOJIH30BAHO B CIIOBaX:(OIECHMBAEMbIE KOMIIETCHIIMH U WX
gactu: OK 01 (31)

20% cbop

20%-nbI1ii cOOp

20-miporieHTHBIN cOOp

JBamatu -% c6op

Pacyersi u  aHanM3  MAacCHBOB  YWCJEHHBIX  JAaHHBIX  MOKHO  BBITIOJHUTH
mocpeacTBOM: (oLeHuBaeMbIe KoMeTeHuu 1 ux gactu: OK 01 (31)

rpaduIecKoi TaOIUIIbI

TUIEPTEKCTOBOM TaOIUIIBI

CETEBOM TaOJIUIIBI

ANIEKTPOHHOU TaOJIHIIBI

JAna  pabotet ¢ daiimamu ¢ pacmmpenueM  *.docx, *.doc  umcmome3yercs

nporpamma:(oneHnBaeMbie KomrereHnuu u ux gactiu: OK 01 (V1,31)
Microsoft Word

Microsoft Access

Adobe Reader

Microsoft Excel

Doctor Web

. Bkimrouenue Ha KIIaBUaTypC BCCX 3arjlaBHBIX GYKB OCYIICCTBJIAACTCA IIpU TMMOMOLIN

KIaBUIIH: (OlleHHBaeMble KoMiieTeHIuu 1 ux yacti: OK 01 (V1,31)

Shift



Ctrl

Caps Lock
Alt

F3

. B Hayanno noxymeHTa MOXHO OBICTPO MEPENTH MyTeM: (OLIEHUBAEMbIE KOMIIETEHIIUU U UX

gactu: OK 01 (Y1, 31)
Hakatus knasuiry Home
Haxxatus kiasum Ctrl+Home
Haxxatus kiasui Shift+Home

Haxatug kiasum Alt+Home

. Bo Bpems paboTsl ¢ nokymeHTOM B penakrope Microsoft Word mepecrana pabGotaTh

MBIIIb. J[J11 TOro, 9TOOBI COXpAaHUTH JOKYMEHT M 3aKOHUUTH paboTy ¢ MporpaMMoi Oe3
WCTIONIb30BAHUS MBIITH, HEOOXOIUMO HCIOJb30BaTh: (OIIEHUBAEMbIE KOMIIETEHIIUA U UX
gactu: OK 01 (Y1, 31)

coueranne knapum Ctrl+S

coueranue knasu Ctrl+S u Ctrl+F3

coueranue xiasuml Ctrl+S u Ctrl+F4

. Uto0er ObiCTpO BBIAETHTH COBO B Microsoft Word wHeobxomumo:(omeHMBaeMbIe

komnereniuu 1 ux yactu: OK 01 (V1, 31)

HIEJIKHYTh 1O BBIAETISIEMOMY CJIOBY JIEBOI KHOTIKOW MBIIIN

JIBAXK/IbI ILIEJIKHYTH MO BBIACISIEMOMY CIOBY MPAaBON KHOMKOM MBIIIN

MOJABECTH KypCOp K Hayaly WU KOHILY CJIOBA M, yJEp>KHMBas HaXaTOW JIEBYIO KHOIIKY
MBIIIIHY, BBIIEIUTH CJIOBO

ABAXK/bl INCIKHYTH IO BBIACIISIEMOMY CIIOBY JIEBOM KHOITKOM MBIIIIN

. HpI/IMepOM TCKCTOBOI'O pcaaKTopa HBHHCTCHI(OH@HHB&CMLIG KOMIICTCHIIMHM N HUX 4YaCTH:

OK 01 (Y1, 31)
Microsoft Adobe Reader
biaokHoT

Microsoft Word
Microsoft Access

Microsoft Excel

. O,Z[HOBpeMeHHO B pCAAKTOpC Microsoft Word mosxHO OTKPBITH CJICAYHOUICEC KOJIUYCCTBO

JTOKYMEHTOB:(olleHiBaeMbie komrereHIuu 1 ux yactu: OK 01 (Y1, 31)
3aBUCHUT OT 3aJ1a4 MOJIb30BATENS U PECYPCOB KOMIBIOTEPA

He OoJiee Tpex



B. TOJbKO OJMH
17. KpacHas cTpoka B JOKyMEHTE 3a/1aeTcsi(olleHuBaeMble KomneTeHunu 1 ux yactu: OK 01
(Y1, 31)
a. Haxaruewm knaBumu Tab
0. B auanoroBom oxHe A63a1 meHto @opmar
B. HeoOxoauMbIM KOIHYECTBOM MPOOETIOB
r. Mapkepom OTCTyl IEPBOM CTPOKH 110 TOPU30HTAIBHOM JIMHEUKE
18. KoJIOHTUTYII MOKET COAepKaTh. . .(oneHnBaeMbIe komrereHun 1 ux yactu: OK 01 (Y1,
31)
a. 10001 TekcT
0. ®.1N.0. aBTOpa NOKyMEHTa
B. Ha3BaHUeE JOKyMEHTa

. JaTy CO3JaHHA JOKYMCHTAa

Kpurtepun ouenku:

90 — 100 % COTIUIHOY

80 — 89% «XOPOIIIOY

70 —79% «YJOBJICTBOPUTEIHLHOY
MeHee 70% «HE yIOBJIECTBOPUTEIBLHO»

OueHo4uHoe cpeacTBo Ne 2
TecroBBIC 3a0aHUA
10 JUCILIUITIINHE «I[OKYMCHTaHHOHHOG oﬁecneqeﬂne ynpaBneHmI»

Tema 1.1.IloHAATHE 0 KOPPECTIOHICHINH M TOKYMEHTAIIMOHHOM O0ecrieyeHune ynpaBJieHUs.

PexkBU3HMTHI JOKYMEHTA.

YPOBEHD A.
Buibepume seproe ymeepowcoenue (oueHnBaeMbie komnereHmu U ux gacta: OK 01 (V1, 31),
OK 05 (35)
1.TpebGoBanus kK 0(hOPMIIEHUIO OPraHU3ALMOHHO-PACIOPSAUTENBHBIX TOKYMEHTOB
ycranasnuBaeT ['OCT P 6.30 — 2003
2. B mpunoxennn k 'OCT P 6.30 — 2003 nansr 006pa3iibl OJaHKOB TOKYMEHTOB
3.B opranuzanuu 1o ycMOTpeHHUIO pyKOBOJCTBA JI0JDKHA OBITH pazpaboTaHa

HHAUBUAYAJIbHASA UHCTPYKIUS 11O ACIIOIMIPOU3BOACTBY



4, OpFaHI/IBaL{I/IOHHO-HpaBOBBIe AOKYMCHTBI, KaK IIPaBHJIO, ITOAJICKAT YTBCPIKACHUIO

5.B OpraHru3alluOHHO-TTPABOBLIC JOKYMCHTBI MOKHO BHOCUTH U3MCHCHUA

Buvibepume npasunvnviti omseem.(onieanBaembie komrereHuu 1 ux yactu: OK 01 (Y1, 31), OK
05 (V5, 35)

K xascoomy 3a0anuro oanel 3 sapuanma omeema, u3 KoOmopwix mojibKo 0OUH eepHvli. B Onanke
0meemos nocmasgvne NoO HOMePOM 3a0anusi OYK8y omeema, KOmopblii Ha 8aul 832150 A6/1Aemcs
NPABUNBHBIM.

1. B cocraB opraHu3aliOHHO-TIPABOBIX JOKYMEHTOB HE BXOJUT (OI[CHHBAEMbBIC KOMIICTCHIINH H
ux gyactu: OK 01 (Y1, 31), OK 05 (35)

a) yCTaB OpraHu3aluu

0) mTaTHOE pacIucaHue

B) IIpUKa3

2. Kakue pacnopsauTenbHble JOKYMEHTBI MOXET u3fgaBath lIpesunent Pocculickoit
Oenepanun?(onenuBaembie kommneTeHuu u ux yactu: OK 01 (Y1, 31), OK 05 (35)

a) YKa3bl

0) pacropspKeHUS

B) IMOCTAaHOBJICHUS

3. JlooKHOCTHAss MHCTPYKIUS COTpPyOHUKA (orleHMBaeMble KoMmreTeHmmu u ux ydactu: OK 01
(Y1, 31), OK 05 (35)

a) MOJICKUT YTBEPKACHUIO

0) HEe yTBep)KIaeTcs

B) YTBEPKIAETCS IO YCMOTPEHHUIO PYKOBOIUTEIIS

4. Kakoil HOpPMATHBHBIM JOKYMEHT OIpeaessieT OOS3aHHOCTH COTpPYAHHMKA?(OlICHUBAEMbBIC
komrereniuu u ux yactu: OK 01 (V1, 31), OK 05 (35)

a) llIratHoe pacniucanue

0) YcraB npeanpusarus

B) JIoJKHOCTHASI HHCTPYKIUS

5. TumoBble AOKYMEHTBI HOCAT ... XapakTep(olieHuBaeMble kommeTeHnuu u ux dactu: OK 01
(Y1, 31), OK 05 (35)

a) 00s3aTeNbHBIN

0) pekoMeH1aTeIbHBIN

B) O3HAKOMUTEIBHBIH

6. B xakom magexe  (GopMmymupyercs  3aroJioBOK K  TEKCTy  JIOJDKHOCTHOM

MHCTpYKIMHU ?(o1ieHnBaeMble kommereHmu u ux yactu: OK 01 (V1, 31). OK 02 (Y2, 32)



a) B UMEHUTEIHLHOM

0) B pOJIUTEIIEHOM

B) B IIPEJJIOKHOM

7. Kakoit TOKyMEHT HE SIBJISETCS Pa3HOBUIHOCTHIO KOTHWU?(OIIEHUBAEMbIe KOMIIETEHIIUA U X
gactu: OK 01 (V1, 31), OK 02 (32)

a) YepHOBUK

0) oTmyck

B) AyOnIuKar

8. JIOKyMeHT, BBIJJaBa€MbIN B3aMEH YTEPSIHHOTO u UMEIOIINN cuiy
MOJUTMHHKKA, Ha3bIBaeTCsi(o1ieHnBaemMblie komneTeHuu u ux yactu: OK 01 (Y1, 31), OK 02 (32)
a) KOmust

0) oTmmyck

B) AyOnIuKar

9. JlokyMeHT, OKOHYATEIbHO O(OPMIIECHHBI W TOINMUCAHHBIN, Ha3bIBaeTCs (OIEHWBAaEMbIC
kommneteHuu 1 ux yactu: OK 01 (V1, 31)

a) TIOJTMHHUK

0) oTITyCK

B) IyOnuKar

10. M3meHeHMss W [OMOJHEHHsS B JODKHOCTHYIO MHCTPYKIMIO BHOCATCSA (OLIEHUBaeMbIe
kommneteHuu 1 ux yactu: OK 01 (Y1, 31), OK 02 (32)

a) TOKJIATHOM 3aIuCKON

0) MpUKa30M PYKOBOIUTEISA

B) CIIPAaBKOM COTJIacOBaHUs

YPOBEHbD B.
Bcmasvme nponywennvie ¢ mexcme cnoga.(ouennBaembie komrereHun u ux vactu: OK 01
(V1,31), OK 05 (Y5, 35)
1. OKVY ]I — O6mepoccuiickuii kaccupukaTop

2. YcraB opraHu3anyy — IpaBoBOM aKT, OIPEAEIIIOIUI

3. I[OJ'DKHOCTH&H HHCTPYKOUA — HpaBOBOﬁ aKT, HU31aBaCMBbIi OpFaHI/I3aHHeI>'I B ICIIAX
periraMCeHTallu OPraHUu3allMOHHO-IIPABOBOT'0 MTOJIOKCHU A pa6OTHI/IKa, €ro

, , 1 00eCTeunBaONIUN YCIOBUS

st ero 3(h(heKTUBHON padOTHI.

4. IlpaBuiia BHYTPEHHErO TPYJOBOTO PACHOpsIKa — 3TO IPABOBOM aKT, PErIaMEHTHPYIOLIUN




5. JIOKyMeHTBI KIacCU(PHUIUPYIOT:
no euoam: OpraHU3aLHOHHO-PACIIOPSAUTEIIbHEIE,

, 10 IMYHOMY COCTaBY;

no ¢opme: WHAUBHIyAIbHBIC, , TaOJW4YHbIC, TEKCTOBEIE,

TpadaperHsie;

1o npoucxodcoeruro: opuIuaIbHbIe 1

nO Mecmy NPOUCXOHCOCHUSL: Y BHYTPEHHUE;

no cpoxkam xpaneHus: IOCTOAHHOTO CpOKa XpaHCHUA, BDEMCHHOI'O

( ), BpEMEHHOTO ( );

no ciacrHocmu: CCKPETHBIC U

aHKeTHEBIE,

no cpedcmeam  uxcayuu:  PyKOIHCHBIE, , Tpaduyeckue,

, POTOKMHOIOKYMEHTHI;

no cmaousim co30anusi; OPUTUHAIIBI, YSPHOBHKH,

, , TyOITUKAaTHI;

no cpodYHocmu: 1 HECPOYHBIC,

no HAUMEHOBAHUIO.

NHOOPMALINOHHO-CITPABOYHBIE JOKYMEHTbDI
AKT

YPOBEHD A.

Buvibepume eeproe ymeepowcoenue(onennBaembie komnereHnuu u ux yactu: OK 01 (V1, 31), OK

05 (Y5, 35)

1. AKTBI, KaK TPaBUIIO, TIOJICKAT YTBEPIKICHUIO

2. AKT MOXeT 0(hopMIIITBECS Ha TpadapeTHOM OIaHKe

3. Yaiie BCero akThl COCTABJISIFOTCS KOMHUCCUCH

4. AKT MOXET CIIY’)KUTh OCHOBaHHEM JUIs U3JaHUS PACTIOPSAUTEIILHOTO JOKYMEHTA

5. Hanuuue 3aK10YNTEIILHOM YaCTH TEKCTa aKTa 00sA3aTeIIbHO

Buibepume npasunvuwiti omeem.(ouienuBaeMble komnereniuu 1 ux yactu: OK 01 (V1, 31), OK

02 (V2, 32)

K xascoomy 3adanuio oanel 3 éapuarnma omeema, u3 KOmopvix moabko 0OUH 8epHblll. B

b1aHKe omeemos nocmagvme NOO HOMEPOM 3a0anust OYK8y omeema, KOMmopbwlil Ha 8aul 8327150

AsJslemci npaculbHbIM.



1. CnyxeOHBIH aKT COCTABISET U MOANUCHIBACT(OLEHUBaeMble komneTeHuu 1 ux yactu: OK 01
(V1,31), 0K 02 (V2, 32)

a) pyKOBOJUTEIb

0) UCTIOJTHUTEIT

B) KOMHUCCHS

2. OcHOBaHUEM JyIsl U3JaHUST KAKOTO PACIIOPSIUTEIILHOTO JOKYMEHTA MOXKET ObITh
akT(ouieHnBaeMble koMmnereHuu 1 ux yactu: OK 01 (V1, 31)

a) IIpukas

0) Pemenne

B) [locranoBnenue

3. daroii akTa siBisieTcsi(oneHrBaemMble komnereHuuu u ux yactu: OK 01 (Y1, 31), OK 02 (32)
a) Jlata yrBepxIeHus

0) [laTa akTupyemMoro coOBbITHS

B) Jlata noanucanus

4. B cocTaB peKBU3UTOB aKTa BXOJUT PEKBU3UT(OIICHUBaeMble koMrieTeHInH 1 ux yactu: OK 01
(Y1, 31), OK 02 (V2)

a) ['pud cormacoBanus

0) I'pud yrBepxacHUS

B) OT™MeTKa 00 HCITOTHHUTEIIS

5. B cocraB pekBU3HTOB aKTa HE BXOUT(OIIEHMBaeMbIe KomreTeHuu 1 ux yactu: OK 01 (V1,
31), OK 02 (V2)

a) 'pud yrBepkaeHus

0) I'pud cornacoBanus

B) 3aroJIOBOK K TEKCTY JOKYMEHTa

6. CKOJIbKO YacTei COJCP)KUT TEKCT aKTa(OleHUBaeMble KomreTeHuu 1 ux yactu: OK 01 (V1,
31), OK 02 (32)

a) OIHY

0) nBe

B) TpU

7. 3aroyioBOK K TEKCTY akTa hopmynupyercs(oleHnBaemMble komrneTeHnnu u ux yactu: OK 01
(V1,31), OK 02 (32)

a) B IMEHHUTEIHLHOM Ta/IekKe

0) B pOJIUTEIILHOM MaJIexKe

B) B IMIPCJIOKHOM TTaZICIKE



8. Crnenyer nu yKa3bIBaTh JODKHOCTH WICHOB KOMUCCHUU TIPU O(hOPMIICHUN PEKBU3UTA
«moanucb»(orieHuBaeMbie komrnerenunu u ux yactu: OK 01 (Y1, 31), OK 02 (32)

a) Ja

0) Her

B) Ilo sxenanuro cekperapst

9. B ckoipKkux dK3eMIuIsIpax opopMiIsieTcs akT(oleHnBaeMbie KoMmeTeHun 1 ux dactu: OK 01
(Y1, 31), OK 02 (32)

a) B tpex

0) B uetbIpex

B) B ckonbkux HeoOxoaumo

10. Kakas yacTh TeKCTa akTa MOKET OTCYTCTBOBAThH(OLICHUBAEMbIE KOMIIETEHIIMU U UX YaCTH:
OK 01 (V1,31), 0K 02 (32)

a) BBogHas gacTth

6) Koncratupyromas

B) 3aKIIIOUMTEIbHAS

YPOBEHD B.
Bcmasome nponywennvie 6 mexcme cnosa. (oneHuBaeMbie KomrereHnun 1 ux gactu: OK 01
(Y1, 31), OK 05 (Y5, 35)

1. AKT — 3TO JOKYMEHT, COCTaBJICHHBII , KOTOPBIN

IMOATBEPKAACT YCTAHOBJICHHBIC (baKTBI 1 COOBITHS

2. AXTBI qamlC BCCro COCTaBIANOTCA ITIOCTOAHHO ,Z[eﬁCTBYIOH_[PIMI/I

3. ILaTa M MECTa COCTABJICHUA aKTa JOJIXKHBI COOTBETCTBOBATH AJATC U MCCTY

4, AKTBI, KaK IIPpaBUJIO, YTBCPIKAAIOTCS YUpCKACHUS.

5. ITocne cnoB «4neHbl KOMHCCHUMY HEC CTaBHUTCs.

MPOTOKOJI
Teopemuueckue sonpocwi(olieHHBaeMble KomreTeHiuu U ux gactu: OK 01 (V1, 31), OK 05 (Y5,
35)
1. HazoBute pyOpuKku BBOJIHOM YacTu MPOTOKOJIA?
2. VI3 kakux pa3zenoB COCTOUT OCHOBHAs YacTh MPOTOKOIA?

3. Kak ¢popmynupyercs moCcTaHOBISIONIAS YacTh MPOTOKOJA?



YPOBEHbD A.
Buvibepume seproe ymeepoicoenue(onennBaembie kommnerennuu u ux yactu: OK 01 (Y1, 31), OK
05 (Y5, 35)
. B xpaTkoM poTOKOJI€ MPUBOIATCA TEKCTHI BHICTYILICHUM
. JlaTtoi mpoToKOoa SABJISETCS JaTa MPOBEICHUS 3aCEIaHUs
. B mpoTokosie 06s13aTeIbHO YKa3bIBAETCS KOJUYECTBO MPUCYTCTBYIOIINX
. B Tekcre mpoTtokosa moxeT orcyrcTBoBaTh MyHKT BBICTYIINIIN
. B mpoTokosie yKa3pIBarOTCs PE3yIbTaThl TOJIOCOBAHUS

. HpOTOKOJ'I COCTaBJIACTCA B OAHOM 3K3EMILIIAPE

N N R W =

. [IpoTokoJ1 MOANUCHIBAIOT MpEACENaTeNb U CEKPETaph KOJJIErHaibHOIO OpraHa

8. Ha pacmmpeHHBIX 3aceJaHnaX COCTaB IPUCYTCTBYIOUIUX YKA3bIBAETCS KOJIUYECTBEHHO
9.BhInucKa U3 MPOTOKOJIAa YIOCTOBEPSIETCS 0(POPMIEHUEM PEKBU3UTA «OTMETKA O 3aBEPEHUU
KOITHUN

10./IaToi1 BBIMMCKHU U3 MPOTOKOJIA ABISAETCA JaTa, yKa3Has Kak JaTa NOAMMCaHUs ITPOTOKOIa

Buvibepume npasunvrwviti omeem.(onenuBaembie komnereHuu 1 ux yactu: OK 01 (Y1, 31), OK

02 (Y2, 32)

K kaoswcoomy 3a0anuro oanvl 3 éapuanma omeema, uz KOmopvix moabko 00Ul eeprbiil. B onanke
0meemos nocmagvne NOO HOMEPOM 3a0aHusi OYK8y omeema, KOMopwlil HA 8au 83271510 ABGIAEMCs

npasujlibHoblM.

1. JlaToit mpoTokosa siBisieTcsi(oneHnBaeMble kommnereHuu 1 ux yactu: OK 01 (Y1, 31), OK 02
(V2,32)

a) aTa 3acelaHus

0) mata ohopMIICHUS

B) JlaTa MOANUCAHUS

2. VI3 cKOJBKHX YacTeil COCTOUT TEKCT MPOTOKOIa(0lleHuBaeMble KoMmeTeHImu 1 ux yactu: OK
01 (V1,31),0K 02 (V2, 32)

a) OJTHOM

0) aByx

B) Tpex

3. Bompochkl moBeCTKH AHS B MPOTOKOJIE (POPMYIUPYIOTCs(OIICHUBAEMbIE KOMIETSHIINU U UX
gactu: OK 01 (Y1, 31), OK 02 (32)

a) B IMEHHUTEIHLHOM TIa/IekKe

0) B IIPEI0KHOM TaJIeKe



B) B BUHUTEJIBHOM IMaJIEXKE

4. Ilporokon noanuckiBaeT(oleHuBaeMble KommneTeHIuu 1 ux yactu: OK 01 (V1, 31), OK 02
(32)

a) pyKOBOJUTEIb

0) cexperapnb

B) IIpeJiceaTeNb U CEKpeTaph KOJUIETHAIbHOTO OpraHa

5. Kakas gacTp B cXxemMe IOCTPOEHUsI OCHOBHOM YacTH IIPOTOKOJIA MOKET
OTCYTCTBOBaTh(OIleHMBaeMble komneTeHuuu u ux yactu: OK 01 (V1, 31), OK 02 (V2, 32)
a) CJIVIODAJINA

6) BBICTYIINJIN

B) [IOCTAHOBWJIN

6. [TpoToko opopmsroT(otIeHNBaeMble KoMreTeHnu u ux dactu: OK 01 (V1, 31)

a) B OJJHOM DK3EeMILIsIpe

0) B IBYX 2K3EeMILIApax

B) B TPEX K3EMIUIIPax

7. JlaToii BBIMMMCKHU W3 MPOTOKOJIA SBIIAETCS(OlleHnBaeMblie KommneTeHIuu 1 ux 9actu: OK 01
(Y1, 31), OK 02 (32)

a) mata o(OpPMIICHHSI IIPOTOKOJIA

0) mata, yka3aHHasi B OTMETKE O 3aBEPCHUU KOTIUHU

B) JlaTa MOANUCAHUS IPOTOKOJIa

8. BeInmucky 13 mpoTOKOJIa MOAIUCHIBACT(OIICHMBaeMbIe KommeTeHny 1 ux yactu: OK 01 (V1,
31), OK 02 (32)

a) PYKOBOJHUTEIb

0) 3aBeqyIOIIHNI KaHIIEIIpUei

B) CEKpeTaph, 0(hOPMUBILINI BBIITUCKY

9. Kak oopmiisitores B TEKCTE MPOTOKOJIA, IPUCYTCTBYIOIIUE, €CITU UX 22
yenoBeka(oleHnBaeMble komnereHuuu u ux yactu: OK 01 (V1, 31), OK 02 (Y2, 32)

a) [IpucyrcTBoBanu: 22 yenoBeka (CIUCOK MPHUIIaraeTcs)

6) IIpucyrcTBOBaIN: MEPEUUCIAIOTCS (PaMUIMK IPUCYTCTBYIONIUX B aJI(haBUTHOM HOPSI/IKE
B) IIpucyrcrBoBanu: 22 yenaoBeka

10. IIpoTokossl yTBepxkaatoTcs(oLeHnBaeMble komnerenun 1 ux yactu: OK 01 (V1, 31), OK
02 (Y2, 32)

a) Bceraa

0) yTBEp>KICHUIO MOJUIeKAT HEKOTOPBIE BUABI POTOKOJIOB

B) 0 YKa3aHUIO PYKOBOIUTEIS



YPOBEHD B.
Bcmaesvme nponywennvle 6 mexcme cnosa. (ouenuBaembie komneteHuu 1 ux yactu: OK 01
(Y1, 31), OK 05 (35)
1. B 3aBUCMMOCTH OT TIOJIHOTBI OCBEIIIEHHUS X0/1a 3aCEIaHUs POTOKOJIBI MOTYT OBITh

n

2. TekcT NpOTOKOJIA COCTOUT U3 IBYX YacTeil: BBOAHOU U

3. KoymmuectBo YKa3bIBacTCsA 06$I3aT€JII)HO, TaK KakK OT 9TOI'O 3aBHCUT

KBOPYM IIpU MMPUHATHUHU PCIICHUA I'OJIOCOBAHUEM

4. Ha paciimpeHHbIX 3aceJaHusIX ¢ O0IBIINM YHCIOM MPUCYTCTBYIOIINX UX COCTaB

YKa3bIBACTCS
5. Kaxnplii BOIIPOC MOBECTKU JIHS apabckumu nuppamu,
ohopMIIIEeTCS C KpaCHOU CTPOKH B (JOPMYIIUPYETCS B majiexe.

6. KaxxJ1p1il MyHKT MOBECTKU JHS CTPOUTCSA O CXEME: ,

7. Ecimm Bompoc He o0cykaancs, MyHKT MOJKET OTCYTCTBOBATb.

8. [IpoTokoma odopmiisiercs B AK3EMILISIPE

9. Boimucka u3 mpoToKoja yaocToBepsieTcs 0(OpMIIEHUEM PEKBU3UTA

10. JlaToii BRIMMCKH U3 MPOTOKOJIA SBJISIETCA J1aTa, yKa3aHHas

CJHYXKEBHBIE 3AIIMCKHA
Teopemuueckue sonpocwi(onennBaembie komneTeHnuu u ux dactu: OK 01 (Y1, 31), OK 05 (35)
1. B kakux ciy4asx cO3Jar0TCs JOKJIAJIHBIC 3aITUCKU?
2. Ha xakue BUJIBI JENATCS TOKJIAHBIC 3AITUCKA?

3. U3 kakux yacTel COCTOUT TEKCT NOKIJIATHON 3aIIUCKU?

YPOBEHD A.
Buwibepume éeproe ymesepoicoenue(oneHnBaeMbie komrereHnuu u ux gacti: OK 01 (V1, 31), OK
05 (35)
1. BHyTpeHHss f0oKIa Has 3anucka opopmisieTcs Ha OJlaHKe OpraHU3aluu
2. TeKkcT NOKJIaJHOM 3aMUCKU COAEPIKUT TOJIBKO 0OCTOSTENFHOE H3JI0KEHUE BOIPOCa
3. BHYTpEHHIOIO JOKJIaIHYIO 3aMMCKY MOAMUCHIBAET COCTABUTEINb
4. AnpecaHT B IOKJIaJHOM 3alHMCKe YKa3bIBa€TCsl B UMEHUTEIBHOM Majexe

5.B aapecare JOKJIagHON 3aIIUCKH YKa3bIBArOT TOJIBKO q)aMI/IJ'II/IIO



Buvibepume npasunvusiti omeem.(onenuBaemMbie kommereHmu u ux yactu: OK 01 (Y1, 31), OK

02 (¥2), OK 05 (35)

K kaoswcoomy 3a0anuro oanvl 3 éapuanma omeema, uz KOmopwix moabko 00Ul eepubiii. B oaanke
0meemos nocmasbme N00 HOMepPOM 3a0anus OYKey omeema, KOMopbwlil HA 8aul 83271510 AGNAEMCS

npasulibHobIM.

1. BHyTpeHHI0I0 JOKJIAIHYIO 3alTUCKY TOANMHUCHIBACT(OIIEHUBAEMbIE KOMIIETEHITUU U X YaCTH:
OK 01 (V1,31),0K 02 (V2)

a) COCTaBUTEIb

0) pyKOBOJMUTEIb MOpA3ACTICHUS

B) CEKpETaph

2. B cKoIBKHX 3K3eMIUIsIpax 0(hOpMIISIETCS BHEIIHSS JOKIaIHAs 3alicKa(OICHHBAaeMbIe
kommneteHuu 1 ux dactu: OK 01 (V1, 31), OK 05 (VY5)

a) B OJTHOM

0) B IByX

B) B TpexX

3. PexBU3UTHI OOBSICHUTEIHLHOM 3aMTUCKH 110 TTIOBOIY OOBSICHEHHUS MMOCTYIKA
aHajornyHbI(o1eHnBaemMbie komnereHuu 1 ux yactu: OK 01 (Y1, 31), OK 05 (VY5)

a) BHyTpEHHEH JOKJIAJHON 3alHCKU

0) BHyTpEHHEH CITpaBKH

B) CITy)K€OHOMY MTHUCHMY

4. TekcT NOKJIAHOMN 3aMMCKU, KaK MPaBUJI COCTOUT(OLIEHHBaeMble KoMIieTeHIIMH 1 ux yactu: OK
01 (V1,31), 0K 05 (V5)

a) U3 OJTHOW YacCTH

0) u3 IByX vacrei

B) U3 TPEX YacTen

5. B coctaB peKBU3UTOB BHEUIHEH OKJIATHOM 3aMUCKA HE BXOIUT(OLIEHUBAEMbIE KOMIIETEHIIUU
n ux gactu: OK 01 (Y1, 31), OK 05 (V5)

a) 3ar0JIOBOK K TEKCTY

0) rmeyathb

B) MOJIHCH



YPOBEHD B.
Bcmaevme nponywennvie 6 mexcme cnosa.(oueHuBaembie kommneTeHIuu 1 ux gactu: OK 01
(V1,31),0K 02 (Y2, 32)

1. loxnagHas 3amucka — TOKyMEHT, aApEeCOBAHHBIN [0 KOHKPETHOM

TEME C Y MIPEUI0KEHUSMHU 110 HEM.

2. BHeH00 10KIaIHYI0 3aUCKY, aAPECOBAHHYIO B BBILIECTOSIIYIO OpPraHU3aIUI0

IIOAIIUChIBACT

3. BHyTpeHHIO0 JOKIaJHYIO 3alIUCKY COCTABIISIET U MO/IUCHIBAET

4. PexBU3UTHI BHYTPEHHEHN JOKIAAHON 3alIUCKHU:
- ajpecar (B 1aTEJIbHOM Ha/IexKe)

- (B poiMTENHHOM MAJEHKE)

- HAaMMEHOBAHUE BU/Ia JOKYMEHTa
- TEKCT
- OTMETKa O HaJM4YUU IPUJIOKEHUs (B ciiydae HEOOXOIMMOCTH)

- Jata

5. PeKBHU3UTEI BHEITHEN JTOKIAAHOMN 3aIIMCKU:
- HAMMEHOBAHWE OPTaHU3AINHN — aBTOPa JOKYMEHTa

- HAUMCHOBAHUE BHUJa JOKYMCHTA

- HHJIEKC

- MECTO COCTaBJICHUA NOKYMCHTAa

- 3aroJIOBOK K TCKCTY
- TCKCT

- OTMCTKA O HAJIMYUM ITPUIIOKCHHUA

- OTMETKa 00 UCIOJHEHUHU U HaIllpaBJICHUHU JOKYMCHTA B [ICJIO

CITPABKA
Teopemuueckue gonpocwi(onieHnBaemMble komnereHnu 1 ux yactu: OK 01 (Y1, 31), OK 05 (Y5,
35)
1. Yto Takoe crpaBka?

2. Kakwue ObIBatOT cripaBKu?



3. Kakue peKBU3HUTHI COJIEPKUT JHYHAs CIIpaBKa?

JOKYMEHTBDI 110 IMYHOMY COCTABY, IIPUKA3 10 IMYHOMY COCTABY
Teopemuueckue onpocwi(onieHUBaeMble komnereHuuu 1 ux yactu: OK 01 (V1, 31), OK 05 (V5,
35)

1. Kakue npurkaspl Ha3pIBAIOTCS IPUKa3aMU 110 TMYHOMY COCTaBy?
2. Kak ¢popmynupyercst 3aroJioBOK K CBOJJHOMY MPUKa3y?

3. Kak oopmisieTcss Bu3a 03HaKOMJIEHHUS B IPHUKa3ax 0 JIUYHOMY COCTaBy?

3ASIBJIEHUE, XAPAKTEPUCTUKA
Teopemuueckue éonpocwi(oieHuBaemMble komnereHuuu u ux gactu: OK 01 (V1, 31), OK 05 (Y5,
35)
1. Kak numercs 3asBiaeHue?
2. I3 KaKuX CTPYKTYPHBIX 2JIEMEHTOB COCTOUT XapaKTepUCTUKA?

3. KT0o moAnuchIBaeT XapaKTePUCTUKY?

PACIIUCKA, JOBEPEHHOCTbD
Teopemuueckue sonpocwi(onennBaembie komnereHnuu u ux yactu: OK 01 (Y1, 31), OK 05 (V5,
35)
1. Kak oopmitsiercst pacrincka?
2. YUto npencrasisieT co60i 10BEpEHHOCTH?

3. Kakue ObIBaroT BHJIBI JJOBEPEHHOCTEH?

JAEJIOBOE ITUCBMO
Teopemuueckue gonpocwi(onieHnBaemMble komrnereHuuu 1 ux yactu: OK 01 (V1, 31). OK 05 (Y5,
35)
1. Kakue pekBU3UTHI BXOIST B COCTaB OJIaHKa ISl TUceM?
2. Kakue BapuanTsl ohopMieHHs OJaHKOB CITYKEOHBIX MMHCEM BbI 3HaeTe?

3. B kakux ciydasx ciayxeOHOe MUCbMO coCTaBisgeTcs Ha 6imanke Gpopmarta AS?



YPOBEHD A.
Buvibepume seprnoe ymeepoicoenue(onennBaembie kommnerennuu 1 ux yactu: OK 01 (V1, 31), OK
02 (V2,32), OK 05 (V5, 35)
1. Teker ciy’ke0HOTO MUCbMa MOKET OBITH IPOCTHIM
2. ToH cimyx’eOHOro MUChbMa 3aBUCUT OT €0 COAEPKAHUS
3.B tpadapeTHOM TEKCTE HE CenyeT HAaYMHATh TEKCT CO CBOOOJHOTO MECTa, OTBEACHHOTO IS
[IepeMEHHON UHPOpMaLUU
4. B ciy»eO0HOM MUCbME TEKCT MUILIETCS OT 1-To JMila MHOKECTBEHHOTO Yncia
5. Beigenst npuckluiaeMble U OTIIpaBisieMble TUChbMa
6. CiryxebHoe TUChbMO MOKHO 0popMUTh Ha popmaTe AS
7. MakcuManbHOE KOJIMYECTBO aJpecaToB B MUChME - 4
8. MakcumanbHbIi 00beM MKUcbMa — 2 JIMCTa
9. Cny>xeObHO€ MUCHMO MOYKET UMETh JIBE TIOIIMUCH

10. CnyxeOHO€ MHCHbMO MOTYT YIOCTOBEPATH NE€YATHIO

Buvibepume npasunvrwviti omeem.(onenuBaembie komnereHuu 1 ux yactu: OK 01 (Y1, 31), OK
05 (35)

K xascoomy 3aoanuto oanvl 3 éapuanma omeema, u3 KOMopvix mojibko 0OUH GepHblil. B
OnanKe omeemos nocmagbme nood HOMepoM 3a0anus OyKey omeema, KOMmopbwvlil Ha 8aul 8327510

AeJsiemcs npaculbHblM.

1. TekcT cimy>keOHOTO MUChMa COCTABIIAETCS OT(OIICHUBaeMble KoMrieTeHInu 1 ux yactu: OK 01
(V1, 31), OK 05 (V5, 35)

a) 1-ro nuIa MHOKECTBEHHOTO YHCIIa

0) 2-T0 NMIAa €IMHCTBEHHOTO YKCIIa

B) 3-T0 JIMIIa MHOYKECTBEHHOT'O YHCIa

2. PexBU3UT «CCBIIIKA HA HOMEP U JIaTy BXOJALIET0 JOKyMEHTa» o(opmiiaercs(oleHIBacMbIe
komrereHuu u ux yactu: OK 01 (Y1, 31), OK 05 (V5, 35)

a) BO BCEX MHUCHhMax

0) B OTBETHBIX MTUChbMaX

B) B MHHHIIMATHBHBIX MTHChMaxX

3. PykoBoauTeNb U TNIaBHBIN OyXranTep MOAMUCHIBAIOT(OIIEHNBAEMbIE KOMITIETEHIIMU U UX YaCTH:
OK 01 (V1,31), OK 05 (Y5, 35)

a) MUCbMO-HU3BEIICHHE

0) pexIIaMHOE TTHChMO



B) TapaHTHUIIHOE TUCbMO

4. B cocTaB peKBU3UTOB CIIY’KEOHOTO MMHUChbMa HE BXOAUT(OIICHUBAEMbIE€ KOMIIETCHIIUU U UX
gactu: OK 01 (V1, 31), OK 05 (V5, 35)

a) agpecar

0) Ha3BaHME BU/A JOKYMEHTA

B) MOJIHICH

5. Tekct ciry>keOHOTO MHChMa MOKHO 0(OopMUTH Ha hopmate AS, eciu(OIleHUBaeMbIe
kommneteHuu u ux yactu: OK 01 (V1, 31)

a) Het Oianka opmara A4

0) TEKCT MUChbMa HE MIPEBBILIAET 6 CTPOK

B) €CTh COOTBETCTBYIOIINE YKAa3aHUS PYKOBOIUTEIS

6. CkonpKO OJIaHKOB TIOTPEOYETCS, €CITH CIIY’)KEeOHOE MUCHMO HaIPaBIISIETCS B JIBA
anpecara(oneHnBaemblie kommnereHmu u ux yactu: OK 01 (V1, 31), OK 02 (Y2, 32)

a) OJIMH

0) nBa

B) TpH

7. MakcumaibHbIi 00heM CITy)keOHOTO MHchMa(OIleHHBaeMble kommeTeHIuu 1 ux yactu: OK 01
(Y1, 31)

a) OJTHA CTpaHHIIA

0) IBe CTpaHUIIBI

B) TPU CTPAHHUIIBI

8. [TeuaTsto yaocroBepsieTcs(onennBaembie komnereHnuu u ux yacta: OK 01 (Y1, 31), OK 02
(V2,32)

a) MUCbMO-HAIIOMUHAHUE

0) MUCHMO-TIPUTIIAIIICHUE

B) TapaHTHITHOE THUCHMO

9. OT™MeTKa 0 MOCTYIUIEHUU JOKYMEHTa B OPTaHU3ALIMIO MTPOCTaBIsAETCs (OLIEHUBAEMbIE
komrereHiuu u ux yactu: OK 01 (Y1, 31), OK 02 (V2, 32)

a) Ha BCEX JOKyMEHTax

0) TOJBKO Ha MPUCHITAEMBIX

B) M0 YCMOTPEHHIO CeKpeTaps

10. B mucemMe oTMETKa O MOCTYIIEHUU JOKYMEHTa MPOCTaBIIsieTCsA(OIleHUBaeMble KOMIIETEHIINU
u ux gactu: OK 01 (Y1, 31), OK 02 (Y2, 32)

a) B MPAaBOM HIDKHEM YTITy MIEPBOTO JIUCTA JOKYMEHTA

6) B JICBOM HHUXXHCM YIJ1Y HOCJIICAHCTO JINCTA JOKYMCHTA



B) Ha J1I000M CBOOOTHOM MecTe

YPOBEHD B.
Bcmasovme nponywennvie 6 mexcme cnosa. (oneHuBaemMbie KomrereHnuy 1 ux yactu: OK 01
(V1,31),0K 02 (Y2, 32)

1. Tekcr nmuchbMa JIOJKEH OBITH IPOCTBIM, T.€. KaCaThCs BOIIpOCA.

2. TekcT nmucpbMa, KaK IpaBUIO, COCTOUT U3 JIBYX yacTei. B mepBoit yactu naercs

, BO BTOPOU 4acTH

3. TekcT mrucbMa MOKET COCTOITH U3 OJTHOU 9acTH.

4. TInceMo MOXkHO 0pOpMUTH Ha Popmare AS, €ciii TEKCT COJIEPKUT HE CTpPOK.

5. CiyxebHOoe TUChMO — 3TO €IMHCTBEHHBIN JOKYMEHT, KOTOPbII HE UMEEeT

JIOKyMEHTA.

6. MakcumanbHOE KOJIMYECTBO aIpECaTOB B MHUChME-

7. Kak npaBuiio, MakcuMaibHbIi 00BbEM NMHUCHhMA - JIMCTa, BTOPAasi CTPAaHULIA
odopmIIeTcst Ha JIUCTE.
8. IlnceMa (pMHAHCOBOTO XapakTepa A0KHbBI UMETh IO IITUCH.

9. PexBU3UTHI CITy’)KEOHOTO MHUCHMA:
- PEKBU3UTHI OJIaHKA TUCHMA;
- aJipecar;

- PE30JIFOL M,

- TEKCT;

- OTMETKa O HAJIMYHUHU IIPUIIOKCHUS,

- OTTUCK IICYaTH,
-OTMETKa 00 HUCIIOJTHUTCIIC,
-OTMETKA 00 UCIIOJHEHUH JAOKYMCHTA U HAIIPABJICHUU €TI0 B ICJIO,

- (TONTBKO [17Ist BXOISIIUX ITHCEM. )

Kpurepun onenkn:
O1eHKa «OTJIIMYHO» BBICTABIISETCS, €CIH CTYAEHT IITyOOKO M ITPOYHO YCBOMII BECh

HpOrpaMMHBIﬁ MaTepural, JacT MOJHBIC OTBCTHI Ha TOCTABJICHHBIC BOIIPOCHI.



OneHka «Xopo1o» BhICTABISETCS, €CIH CTYIEHT TBEPJIO 3HAET IPOrPAMMHBII MaTepuall,
IIOCJIEOBATEIBHO U IO CYLIECTBY M3JIaraeT €ro, HO JOIYCKAeT HECYIIECTBEHHbIE HETOYHOCTHU B
OTBETE.

OneHka «y/A0BJIETBOPUTEIbHO» BbICTABIISETCS, €CJIU CTYAEHT YCBOUJ TOJIBKO OCHOBHOM
MaTepual, HO HE 3HAeT OT/AEIbHBIX JIeTalIel, JOIyCKAeT HETOUHOCTH, 3aTPYAHSIETCI C OTBETAMU
Ha BOIPOCHIL.

O1eHKa «HeYA0BJIeTBOPUTEIBHO» BBICTABISIETCS, €CIIU CTYJICHT OOHAPYKUII TPOOEITHI B
3HAaHUM OCHOBHOT'O MaTepuaia, IpeyCMOTPEHHOTO MPOTrpaMMOi, HE OCBOMII O0JIEe MOJIOBUHBI

ImporpaMmbl JTUCHUITIIMHEI, B OTBETAX JOIYCTHUII IPUHIUITNAJIBHBIC OIIINOKH.



OuenouHoe cpeactso Ne 3

IlepeyeHb NpaKTHYECKUX 3AHATHI
10 AUCHUIUTHHE«/[OKyMEeHTalluOHHOe o0ecniedeHne yIpaBJeHUusD)

1. IIpaktnyeckoe 3ansiTue Ne 1. CocraBnenue u opopmiieHIe
pacnopsixeHus.(olieHuBaemMble komneTeHunu u ux yactu: OK 01 (Y1, 31), OK 02 (Y2,

32), OK 05 (Y5, 35), OK 09 (Y6)

2. Tpaxkrtuyeckoe 3ansarue Ne2. OdopmieHre NPUKa30B 10 JIHIHOMY
cocrtaBy.(oueHuBaemMble komneTeHuu 1 ux yactu: OK 01 (Y1, 31),0K 02 (V2, 32), OK
05 (V5, 35), OK 09 (Y6)

3. IIpaktuuyeckoe 3ansarue Ne3. OpopmiieHre ClIPaBOK, JOKIATHON U CITyKEOHOU
3aMMcKH, akTa.(oleHnBaeMble KomnereHuu 1 ux yactu: OK 01 (Y1, 31),0K 02 (Y2,

32), OK 05 (Y5, 35), OK 09 (Y6)

4. Tlpaktuyeckoe 3ansaTue Ned. OdopmiieHHE TPYIOBOTO IOTOBOPA, TPUKa3a O MprUeMe Ha
paboty, opopMieHHE TPYAOBOM KHMKKHU. (OTIEHNBaeMble KoMIeTeHIMH 1 nx qactu: OK

01 (Y1, 31)OK 02 (Y2, 32), OK 05 (Y5, 35), OK 09 (Y6)

5. IIpakrtuyeckoe 3ansaTue NeS. OdopmiieHrne 10roBOpa KyIIu-MpoaaXKu.(OIIeHUBaeMbIe

kommneteHuu 1 ux yactu: OK 01 (Y1, 31),0K 02 (Y2, 32), OK 05 (V5, 35), OK 09 (YV6)

Kpurepum oueHku:

OneHka «OTJMYHO» BBICTABISETCS, €CIU CTYIAEHT TIyOOKO M IPOYHO YCBOWUJ BECh
MIPOrpaMMHBIN MaTepua, AaeT MOJIHbIE OTBETHl Ha MOCTABJICHHBIE BOIIPOCHI.

OueHKa «XOpouIo» BBICTABIISIETCS, €CJIM CTYIEHT TBEPJO 3HAET MPOrpaMMHBIN MaTepual,
MOCJIEIOBATENHFHO U IO CYIIECTBY U3JIAraeT ero, HO JOIMYCKAaeT HEeCYIIECTBEHHbIE HETOYHOCTH B
OTBeTE.

OueHka «yI0BJIETBOPUTEIBLHO» BBICTABIISIETCS, €CIM CTYJAEHT YCBOWJI TOJBKO OCHOBHOM
MaTepual, HO He 3HaeT OTJENIbHBIX JeTalei, JOMyCcKaeT HETOYHOCTH, 3aTPYJHSIETCS C OTBETaMU
Ha BOIPOCHL.

OrneHka «Hey10BJIeTBOPHUTEIBLHO» BHICTABISIETCS, €CIIH CTYACHT OOHApYKUI MPOOENbI B
3HAHMM OCHOBHOTO MaTepHala, MpeIyCMOTPEHHOr0 MPOrpaMMoi, HE OCBOMI 0oJiee TOJOBUHBI

nporpaMmbl JUCHUIUIMHBI, B OTBETAX JOIIYCTUJI IIPUHIIUITHAIIbHBIC OIINOKH.



OuenouHoe cpeactso Ne 4
Tembl pedepaToB U npe3eHTALMI
0 IucuuIuIMHe«/lokyMeHTanMoOHHOoe o0ecnedeHHe yIpaBJeHus»

1. OcHOBHBIE MTOHATUSA U TEPMUHOJIOTHS TOKYMEHTAIIMOHHOTO 00€CTIeUeHUS
yrpaeienus.(orieHuBaeMbie komnereHnuu u ux yactu: OK 02 (Y2, 32),0K 05 (Y5, 35)

2. CymHOCTh ¥ OCHOBHOE Ha3HaYEHHUE JOKYMEHTAlMOHHOIO 00ecreuyeHus

yrpasieHus. (oriennBaemMble komnereHunu u ux yactu: OK 02 (Y2, 32),0K 05 (Y5, 35)

3. 3akoHOJaTeIbHOE U HOPMATHBHO-TIPABOBOE PETYIIMPOBAHKUE TOKYMEHTAIIMOHHOTO
obecnieueHus ynpasieHus. (oneHnBaemble komnereHuuu u ux yactu: OK 01 (31), OK 02 (32),
OK 05 (V5, 35)

4. VicTopus CTaHOBJICHUS U Pa3BUTHUS TIOKYMEHTAI[MOHHOTO 00ECIIeUeHUs yIIPaBICHUS.
(ouenuBaemsble komrereHuu u ux yactu: OK 01 (31), OK 02 (32), OK 05 (V5, 35)

5. Opranu3anust paboThI ¢ TOKyMEHTaMU. (OlleHnBaeMbie kommeTeHIu u ux gactu: OK 01 (31),
OK 02 (32), OK 05 (Y5, 35)

6. Peructpanus u yuer J0KyMeHTOB.(o1eHuBaeMble komneTeHuuu u ux gactu: OK 01 (31), OK
02 (32), OK 05 (V5, 35)

7. Opranuzanus JeJ0Ipor3BOCTBAa Ha MANIBIX MPEANPUITHIX. (OLIECHUBaeMble KOMIIETEHIIUU 1
ux yactu: OK 01 (31), OK 02 (32), OK 05 (V5, 35)

8. Bo3MOXHOCTH UCIIOTB30BAHUS COBPEMEHHOM O(PHCHOM TEXHUKH JIJIs1 ONTUMHU3AINH
JOKYMEHTOO0OpOTa B OpraHu3aiuu. (oreHnBaembie komnereHnuu u ux yactu: OK 01 (31), OK
02 (32), OK 05 (V5, 35)

9. MadopManimoHHO-TIONCKOBAs cucTeMa.(olieHnBaeMbie komrereHmu u ux yactu: OK 01 (31),
OK 04 (Y4, 34)

10. Cnenuduka JOKyMEHTAIIHOHHOTO 00eCTIeYeHHs YIIPABIIEHUS B KaAPOBBIX
cinyx6ax.(oneHnBaeMbie komrereHiuu 1 ux dactu: OK 05 (V35, 35)

11. IlepcriekTUBHBIE HAMIPABJICHUS B PA3BUTUHU JOKYMEHTAIIMOHHOTO O0ecTeueHus
yIpaBjieHus. (oieHuBaemMbie KomrereHnuu u ux dactu: OK 04 (Y4, 34)

12. CocrtaB u mpenHa3HaYeHHEe BHYTPEHHUX OPraHU3alMOHHO-PACTIOPSIIUTENbHBIX JOKYMEHTOB
B opranu3aiui. (orieHnBaeMblie komreTeHiun 1 ux yactu: OK 04 (V4, 34), OK 10 (Y7, 37)

13. [IpumeHeHne rocyJapCTBEHHBIX CTAHAAPTOB B OPraHU3alUN JOKYMEHTAIMOHHOTO
obecrieueHus ynpasieHus. (oneHnBaeMbie komreTeHin 1 ux dact: OK 04 (V4, 34)

14. Mcnonp3oBaHue 3apyOeKHOTO OMBITA B OpraHU3aIMi JOKyMEHTO000pOTa Ha POCCUICKUX
npeanpusaTusx. (oneHnBaeMbie komnereHnuu 1 ux yactu: OK 01 (Y1), OK 10 (V7, 37)

15. Opranu3zanus XpaHeHHs: JOKyMEHTOB. (OlleHnBaeMble KomreTeHn 1 ux gactu: OK 10 (V7,

37)



Kpurtepun ouenku:

- OIICHKa «OTJMYHO»BBICTABIISIETCA CTYAEHTY, €CIM TBOPYECKOE 3aJaHHE CO3JaHO C
MCTIOJIb30BAHMEM KOMITBIOTEPHBIX TexHoJoruil (mpe3entauus Power Point, Flash—-nipe3enrarus,
BUJICO-TIpe3eHTalMsl | Jp.) Mcnosb30BaHbl JTONOJHUTENbHBIE WCTOYHUKH HHGMOpMALUU.
CopnepxaHue 3aJaHHOM TEMbl PACKPHITO B IMOJHOM oObeme. OTpakeHa CTpyKTypa AOKIIaja
(BcTyIUIeHHE, OCHOBHAS YaCTb, 3aKJII0YEHUE, TPUCYTCTBYIOT BBIBOABI U npuMepsl). OdopmieHue
paboTel. OpUTHHAIBHOCTH BHIMOTHEHHS (paboTa clellaHa CaMOCTOSATEIBHO, NpPEICTaBJICHA
BIIEPBEHIE);

- OLEHKa «XOpPOINO» BBHICTABISIETCS CTYIEHTY, €CIM TBOPYECKOE 3aJaHHe CO3JaHO C
HCI0JIb30BAHNEM KOMIIBIOTEPHBIX TexHosoruil (npesenrauus Power Point, Flash—nipesentanus,
BUJIeo-TIpe3eHTalus u Jip.) CoxepikaHue 0KIaga BKIOYAeT B ce0s1 MHPOPMAILHMIO U3 OCHOBHBIX
WCTOYHUKOB (METOJMYECKOE IOCOOWE), MOTOTHUTEIbHBIE WCTOYHUKA HWHQOpMauu He
ucnonp3oBanuch. CoaepkaHue 3aJaHHOW TEMBI PACKpHITO HE B MOJTHOM oOwveMe. CTpykTypa
JIOKJIaJla COXpaHeHa (BCTYIUIEHHE, OCHOBHAsl 4acTb, 3aKJIIOYEHHE, MPUCYTCTBYIOT BBIBOJIBI U
MIPUMeEpHI);

- OLIEHKA «YyAOBJIETBOPUTEJbHO» BBICTABISETCS CTYICHTY, €CIM TBOPYECKOE 3a/JaHue
BBITIOJIHEHO 0€3 UCHOJb30BaHUS KOMIBIOTEpHBIX TexHosoruil. CopaepkaHue TOKIanga
orpaHnyeHo MH(pOpPMAIMEH TOJBKO U3 MeTonudeckoro nocodus. ComepikaHue 3alaHHON TEMBbI
packpbiTo He B MOJHOM oObeme. OTCYTCTBYIOT BBIBOABI W MpHUMEpbl. OpUTHMHAIBHOCTD
BBITIOJIHEHUS] HU3KAs;

- OIICHKA «HEeY/10BJIETBOPHUTEIbLHO» BBHICTABISETCS CTYIACHTY, €CIH 3a/laHue BBIIOJIHEHO YCTHO,
0e3 HCMONb30BAaHUS KOMIBIOTEPHBIX TEXHOJIOTUA U JIPYrHMX HarjsAHbIX MaTepHaloB.
Copep:xaHue orpaHuueHO MH(GOpPMalLUEd TOJBKO U3 METOJUYECKOro nocobus. 3agaHHas Tema

AOKJIaaa HC PaCKpbITa, OCHOBHAA MbICJIb COO6H.[€HI/I$I HE nIepcaaHa.

3.KOMILIEKT KOHTPOJIbHO-OIIEHOYHBIX CPEJICTB ITIPOMEXYTOYHOM
ATTECTALIUA

OuenouHoe cpeacTso Ne 1
Bonpocsl k 3auery
10 ,Z[I/ICI_II/IHJ'II/IHC«IIOKyMeHTaIII/IOHHOG odecreyeHue yYupaBJeHus»

1. Hcropus pa3BUTHS EIONPOU3BOCTBA. (OLleHHBaeMble KomneTeHIuu 1 ux 4actu: OK 01

(V1, 31), OK 02 (32)



2. CraHoBJICHHE JCIO0NPOU3BOACTBA B Poccuu. (OlleHHBaeMble KOMITETCHIIUU M UX YaCTH:

OK 01 (Y1, 31). OK 02 (32)

3. J1enonpou3BOACTBO B JOPEBOIIONMOHHON Poccuu. (o1ieHuBaeMbie KOMIIETCHITUH U UX
gactu: OK 01 (V1, 31), OK 02 (32)

4. CoBETCKHIA IEPUO]T Pa3BUTHS ICTIOMPOU3BOJICTBA. (OIIEHUBACMbIC KOMIICTCHIIUH U UX
gactu: OK 01 (V1, 31), OK 02 (32)

5. KpaTkas xapakrepucTruKa ISHCTBYIOIIHUX B CTpaHe YHUPHUITUPOBAHHBIX CUCTEM
noKyMeHTaruu. (oreHuBaeMblie kommereHiun 1 ux yactu: OK 05 (V5, 35)

6. Hcropuueckuil xapakrep JOKYMEHTOB U IOKYMEHTHpOBaHus. Pa3Butre noHsATus
JIOKyMeHTa. (olleHrBaeMbie kommereHnuu u ux yactu: OK 01 (Y1, 31)

7. CocraB hopMmysisipa TOKyMEHTOB Ha Pa3IHYHBIX HOCUTENISIX HH(pOpMAIHH. (OIlEHUBACMbIC
komnereniuu u ux yactu: OK 05 (V5, 35)

8. TpebGoBaHMsI K U3TOTOBIIEHUIO, YUETY, UCIIOIH30BAHUIO M XPAHEHHUIO OJIAHKOB C
Bocmpou3BeneHneM [ ocynapcrBeHHoTO Tepba Poccuiickoit denepannn, repboB cyObEKTOB
Poccuiickoit @eneparuu. (oneHnBaeMbie KommeTeHuu u ux gactu: OK 05 (V5, 35)

9. Dopmyssp-o6pazer; OpraHU3aMOHHO-PACIOPATUTEILHOTO TOKYMEHTa Kak cxema
PacIoyIoKEeHUsT PEKBU3HUTOB. (OlleHHBaeMbie KoMreTeHnu u ux dactu: OK 05 (Y5, 35)

10. CocraBienue 1 0popMIICHHE JOKYMEHTOB ¢ ucnosb3oBanuem I1K. (onennBaembie
komnereniuu 1 ux yactu: OK 04 (V4, 34)

11.  IIpaBuia BbIa4M KOMHI JOKYMEHTOB B OpraHu3aiusX. (OlleHMBaeMble KOMIIETCHIIUH U
ux gactu: OK 10 (Y7, 37)

12. 3HaveHHE KOMIBIOTEPU3AIUU JOKYMEHTO000pOTa sl PaOOTHI CITY>KObI

IOV ..(otiennBaembie KomreTeHnuu u ux dactu: OK 04 (Y4, 34)

13.  KaprouHas cucTeMa perucTpalfi JOKYMEHTOB. (OICHUBAEMbIC KOMITETCHIIUH U UX YaCTH:
OK 03 (V3, 33)

14.  UudopmanmonHo-crnpaBoyHas paboTa Mo AeiCTBYIONIUM HOPMATUBHO-TIPABOBBIM aKTaM.
(oriennBaembie KomnereHnuy 1 ux dactu: OK 04 (V4, 34)

15.  Texnonorus nHGOPMAITMOHHO-CIIPABOYHOM paObOTHI C MOMOIIBIO CIIPABOYHBIX KApTOUEK
U PETUCTPAIMOHHO-KOHTPOJIBHBIX KapToUueK. (oIleHHBaeMble KoMieTeHIny 1 ux yactu: OK 10
(Y7, 37)

16.  OcHoBHbIEC BUIBI IOKYMEHTOB, HYXIAIOIINECS B YTBEP Xk IeHUH. (OI[CHUBAaEMbIe
koMmrereHiuu 1 ux yactu: OK 05 (V5, 35)

17.  OcHOBHBIC BUJIbI IOKYMEHTOB, Ha KOTOPBIX MPOCTABIISICTCS TeyaTh. (OIICHUBACMBIC

koMmrtereHiuu 1 ux yactu: OK 05 (V5, 35)



18.  IlepeueHb HOPMATUBHBIX JOKYMEHTOB, PETJIAMEHTHPYIOUINX MOPSI0K ONEPATUBHOTO
XpaHEHHs UCTIOJIHEHHBIX JJOKYMEHTOB. (01leHuBaeMble komrereHnuu 1 ux yactu: OK 02 (32), OK
10 (V7, 37)

19. [TpuHIUTIBI 1 KPUTEPUH OTIPEACTICHUS HAYIHO-TEXHUYECKONH M MPAKTUYECKON IIEHHOCTH
JTOKYMEHTOB. (O1[cHHBaeMbIe KoMrieTeHnu 1 ux gactu: OK 02 (32), OK 10 (Y7, 37)

20. HopmartuBHo-MeToquueckre JOKYMEHTHI (hefiepaibHON apXUBHOM CIy>KObI

Poccun. (oniernBaemsie kommereHuu u ux yactu: OK 10 (Y7, 37)

21.  HopmaTHBHO-METOJIMYECKHE TOKYMEHTHI, perjaMeHTHpYoe paboTy ¢ oOpameHus MU
rpaxaH. (orieHuBaeMbie komnereHnuu u ux yactu: OK 10 (Y7, 37)

22.  OcoOCHHOCTH TEXHOJIOTUH pabOThI C OOpAIICHUSIMU TpaXIaH.(OlleHHBaeMbIe
kommneteHuu 1 ux yactu: OK 10 (V7)

23. [ToaroroBka JOKyMEHTOB K apXHBHOMY XpaHEHUIO. (OIIEHHMBAaEMble KOMITIETCHIIUH U X
gactu: OK 09 (36)

24. O6paboTKa MEePBUYHBIX OyXTAITEPCKUX TOKYMEHTOB. (OlICHUBAaEMbIe KOMITETCHITUH U UX

gactu: [1K 1.1 (V8, 38)

Kpurepun oueHku:

OneHka «0TJIUYHO» BBICTABIISAETCS, €CIU CTYIEHT TITyOOKO U MPOYHO YCBOWJ BECh
MPOrpaMMHBIN MaTepuall, AaeT MOJHbIE OTBETHI Ha MOCTABJICHHBIE BOIIPOCHI.

OrneHKa «XOpoII0» BHICTABIISETCS, €CIH CTYIEHT TBEP/IO 3HACT MPOrPAMMHBIN MaTepuall,
MIOCJIEIOBATENIHHO U TI0 CYIECTBY M3JIaraeT ero, HO JOIyCKaeT HeCYIIeCTBEHHbIE HETOUHOCTH B
OTBeTE.

OneHka «y/10BJIETBOPUTEIbHO» BbICTABIIACTCS, €CJIM CTYACHT YCBOUJ TOJIBKO OCHOBHOM
MaTepual, HO He 3HaeT OTHAEIbHBIX JIeTallel, JOMyCKaeT HETOUHOCTH, 3aTPYAHSIETCS C OTBETAMHU
Ha BOTIPOCHIL.

OreHka «Hey10BJIeTBOPUTEIbHO)» BBICTABISIETCA, €CIIA CTYJCHT 0OHApY U MpoOesbl B
3HaHUHU OCHOBHOT'O MaTepuaia, IpeIyCMOTPEHHOTO MPOTpaMMOid, HE OCBOMII O0Jiee MOJIOBUHBI

IIporpaMmbl JUCHUIUIMHBI, B OTBETAX NJOIIYCTHJI IIPUHIUITHAIIbHBIC OILIMOKH.
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