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@oun omeHounsx cpencts mo mucummimHe OIL06 JlokymeHTanHOHHOE —oOecreyeHHe
YIPaBIEHUS COCTAaBIEH B COOTBETCTBHM C TpeboBaHWsMH DeaeparbHOTO IocyJapCTBEHHOTO
obpazoBatensHOoro cragmapra (mamee — ®I'OC) cpensero mpodeccHOHaNLHOTO 00pa3oBaHUs
(CIIO) mo cmenmansrocta 40.02.04 FOpucnpynenuus ot 27 oxtabps 2023 r. Ne 798, mus
peanu3aliy OCHOBHOH mpodeccHoHanbHOM ob6pa3zoBatensHol nporpammer CIIO Ha 6ase
OCHOBHOTO 00111er0 06pa3oBaHus € MOJyIeHHEeM CPeIHero o0Iero 0opa3oBaHusl.

@oHJT OLEHOYHBIX CPEICTB IOAr0TOBIECH Ha OCHOBE U C HCIIOJIb30BAHHEM Y4eOHO-METOIMYECKHX
MaTepHalioB 1 y4eOHHKOB 0Opa3oBaTenpHOM muatdopmMel «FOpakTy.
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Komnemx @enepambHOrO rocyJapcTBEHHOTO OIOKETHOrO 00pa3oBaTENBbHOrO yupesk (el
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@onx onenounbix cpeacts (POC) saBiseTcs MPUIIOKEHUEM K pabodeld mporpaMMe JUCUUTUTMHBL (MOTYJIs)
U TPeNCTaBIsieT cOO0N COBOKYIMHOCTh KOHTPOJILHO M3MEPHUTEIbHBIX MaTepuaioB (IOKIaibl, pedepaTsl,
3a/1auu (3a7aHus1), KOHTPOJIbHBIE padOThI, TECTHI U Jp.) U METOJOB UX HCIIOIb30BaHUS, MPEIHA3ZHAYCHHBIX
JUIS. U3MEPEHUS YPOBHSI IOCTHXKEHUS CTYJCHTOM YCTaHOBJICHHBIX PE3YJIbTAaTOB 00YUECHHUS.

B pesynprare ocBoeHus yueOnoi muctuminabl OIL.06 JlokymeHTannoHHOE obOecredyeHue
yopaBieHUs: oOydarommiics nomkeH obnanath npeaycMmorpeHHbIMH PI'OC mo cnenmansHoctn CITIO
40.02.04 FOpucnpyneHiys 6a30BOi MOATOTOBKH CICIYIOIIUMUA YMEHHUSIMH, 3SHAHUSIMH

Ymerb
- IIpumeHsTH Ha MPaKTHKE TOCYJAPCTBEHHBIE CTAHAAPTHI, IPYTUe HOPMATUBHO-METOANYECKHE
JIOKYMEHTBI, PErJIaMEHTUPYIOIINE OPTaHU3aIUI0 JOKYMEHTALIMOHHOTO 00ECTIEYEHHS YIIPABIICHUS;
- CocTaBiiTh 1 MPAaBWIBHO 0(OPMIIATE OCHOBHBIE BUIbI OPTaHU3AIIMOHHO-PACTIOPS IUTEIBHBIX
JIOKYMEHTOB;
- OdopmisaTe HHPOPMAITMOHHO-CIIPABOYHYIO JOKYMEHTAIUIO;
- OdopmiaTh KaapOBYIO JOKYMEHTAIIHIO;
- OdopmiaTs TPETEeH3MOHHO-UCKOBYIO TOKYMEHTAIIHIO.

3Hathb
- TepmuHOIOTHIO B 00J1aCTH IOKYMEHTAIIMOHHOTO 00ECIICUCHHSI YIPABJICHUS;
- HopmaruBHBIC JOKYMEHTBI, PETJIAMEHTUPYIOIIME COCTaBJICHUE U 0POPMIICHHE JOKYMEHTAIIMH U
MOPSITIOK €€ 00paboTKH;
- IIpaBuna cocrarieHust u 0hOPMIICHUS OPraHU3AUOHHO-PACTIOPSTUTEIBHBIX JIOKYMEHTOB, BXOISIINX
B YHU(DUIIUPOBAHHYIO CHCTEMY OpTaHM3allMOHHO-PACTIOPSTUTEIBHBIX TOKYMEHTOB, YHUDHUITMPOBAHHYIO
CHCTEMY MEPBUYHON YUETHOW JOKYMEHTAIIMH B YaCTH IOKYMEHTAIIUH 110 YUETy TPYAa;
- Tlopsimok IpoBeIEHHUS SKCIIEPTU3bI IEHHOCTH JJOKYMEHTOB M MTOJATOTOBKH JIEJ K apXHUBHOMY
XpaHEHHIO.
- TexHOJOrHI0 OpraHU3aluy JTOKyMEHTO000pOTa B OpraHU3aIMsIX (YUPESIKICHHUSX ).



1. MACHOPT
(oHIa OLIEHOYHBIX CPEACTB MO JUCIHUIIHHE
OI1.06 JloxymeHTallMOHHOE O0ecneYeHne YIPaBJIeHUs

1.1 OcHoBHBIE CBeIeHUA O TUCIHHILINHE:

Ounas popma o0yueHust

Bup yueOHoii padoThl O0bem yacoB
MakcumanbHast yueOHast Harpy3ka (Bcero) 66
O0s13aTenbHas aynuTopHas yueOHast Harpy3ka (Bcero) 36

B TOM 4HUCJIC:

JIEKITUHA 18

J1a00paTOPHbIC 3aHSATHS -
MPAKTUYECKHUE 3aHATHS 8

CeMmuHapCcKue 3aHITHS 10
KypcoBasi pabota (IIpOoeKT) (eciu npedycmompeno) -

CamocTosiTenbHas pabota o0yyaronierocs (BCero) 30

B TOM YHCIJIC:

paboTa ¢ KOHCIIEKTOM 3aHSATHH;

paboTa ¢ TeKkcTOM y4eOHHUKa,

CO3/IaHHE MIPE3CHTAU;

MOKMCK MH(pOpMAIUH (C UCTIOIb30BaHUEM VHTEpHET-pECypCcoB) U HAITMCAHHE
pedeparos.

Pa6ota ¢ HITA.

Pemenne cuTyanmoHHBIX 337124

Hrorosas arrectanus B GopMe cemecmposoil OYeHKU - 3a4en

o1l o (oo o1 O

3aounas popma o0yueHnus

Bup yueOHoit padoTbl Oobvem uacos

MakcuMaJjibHasi ydeOHasi Harpy3ka (Bcero) 40
O0s3aTeIbHAsA AyIMTOPHAsA yueOHas HArpy3Ka (Bcero) 36
B TOM YHUCJIC:
TEOPETUUECKOE O0yUEeHHE 18
MIPAKTUYECKHUE 3aHATUS 18
IlpoMe:xyTOUHAS aTTEeCTAIUS 4
IIpomexncymounas ammecmauus 6 gpopme 3auema

1.2 TpeGoBanmus K pe3yjabTaTaM 00y4eHHs MO TUCHHUIIHHE, POPMbI UX KOHTPOJISI M BUAbI OLIEeHOYHBIX
CpeacTB

Paboueii nporpammoit qucuumnabsl OI1.06 JlokymeHTanmonHoe o0ecrieyeHne yrpaBaeHHs
MPe1yCMOTPEHO (POPMUPOBAHUE CIIETYIOMINX KOMIETCHIIMNA:

Obuwue Komnemenyuu

OK 01. Beibupats ciocoOsl pemieHus 3aaad mpoPecCHOHATBHONU JESITEIIbHOCTH MPUMEHHUTEIBHO K



Pa3IMYHbIM KOHTEKCTAM.

OK 02. Mcnonbs30BaTh COBPEMEHHBIE CPEICTBA MOKCKA, aHAIM3a U UHTEpIIpeTalud HHPOopMauu, u
MH(OPMAIIMOHHbBIE TEXHOJIOTHH IS BBITIOIHEHUS 3a/1a4 TPO(PECCUOHATBLHON AEATEIbHOCTH.

OK 03. IitanupoBath U peaii30BbIBaTh COOCTBEHHOE MPO(PECCHOHAIIBHOE U JIMYHOCTHOE Pa3BUTHE,
NPEINPUHUMATENBCKYIO JEATEIbHOCT B IpodeccHOHaNbHOU cdepe, HCIoab30BaTh 3HAHUSA 10
(uHAaHCOBOM M MPABOBOM IPaMOTHOCTH B PA3JIMYHBIX )KU3HEHHBIX CUTYAIUSX.

OK 04. DddexTnBHO B3aNMOACHCTBOBATH U pabOTaTh B KOJUIEKTHBE M KOMaHIE.

OK 05.0cymiecTBiaATh yCTHYHO M TMCbMEHHYIO KOMMYHHMKAIIMIO Ha TOCYJAPCTBEHHOM SA3bIKE
Poccuiickoii @enepanuu ¢ y4eToM 0COOCHHOCTEH COLUAIBHOTO U KYJIbTYPHOTO KOHTEKCTA.

OK 06. IlposBaaTh TIpaxJaHCKO-MATPUOTHYECKYIO MO3UILMIO, JAEMOHCTPUPOBATH OCO3HAHHOE
MOBEJICHNE Ha OCHOBE TPAIUIIMOHHBIX OOIICUEIIOBEUECKUX IEHHOCTEH, B TOM YHCJIE C YYETOM
TapMOHM3AIUM  MEKHAIMOHANBHBIX M  MEXPEITUTHMO3HbIX OTHOIICHWW, WPUMEHATh CTaHIAPThI
AHTUKOPPYILIMOHHOIO NTOBE/ICHUS.

OK 07.CopneiicTBOBaTh COXpAaHEHHIO OKPYKAIOIIEH CPeIbl, PeCypcocOepexeHHI0, MPUMEHSITh 3HAHUS
00 W3MEHEHHHM KJIMMaTa, NPUHIMIBI OEpPEKIMBOIO IPOU3BOACTBA, A(P(PEKTUBHO [EHCTBOBATH B
Ype3BBIYANHBIX CUTYAIIHSIX.

OK 08. Ucnonp3oBath cpencTBa (PU3MYECKON KYIBTYPBI IJIsl COXpPAaHEHHS M YKPEIUICHHUS 3/10POBbS B
npouecce MpopecCHOHATbHONU AESITETbHOCTH U TMOJAEpPKaHUS HEOOXOIUMOro YPOBHS (HU3HUECKOM
[IOATOTOBJIEHHOCTH;

OK 09.ITonp3oBaThcst MpohecCHOHANBHON JAOKYMEHTAalMe Ha TrOCYAapCTBEHHOM U WHOCTPaHHOM
SI3BIKAX.

Ilpogpeccuonanvnvie Komnemenyuu
I1K 1.1. OcymiectBnsaTh npodeccnoHanbHOE TOJIKOBAHUE HOPM IIpaBa
I1K 1.2. IIpuMeHATh HOPMBI ITpaBa sl pelIeHus 3a1a4 B Ipo(deCcCUOHAIbHON JeSTENbHOCTH.

Juunocmmuule pezynomameol:

JIP 1. Oco3Haromuii ce0si rpakJaHUHOM U 3alITATHUKOM BETTUKOM CTpaHBI.

JIP 3. CoOmopatonuii HOPMBI TPABOMOPSIKA, CIEAYIOIIMN HeasaM TpakIaHCKOTO OOIIeCTBa,
obecrnieueHre 0€30MacHOCTH, IPaB U cBOOOA Tpaxkaan Poccun. JIOSIbHBIN K YCTAHOBKAM U MPOSIBICHUSM
K TPEJACTaBUTENSIM CYOKYJIbTYpPbI, OTIMYAONIMN HMX OT TPYNI C JECTPYKTUBHBIM M JIEBHAHTHBIM
ITOBE/ICHUSM.

JIeMOHCTpHUPYIOIINI HENPUATHE U MPEAYTPEAKIAIONIUN COIMATBbHO-0NIACHOE TOBEICHUE OKPYKAOIIUX.

JIP 4. IlposBisirolivii U JEMOHCTPUPYIOIIMM YBaKEHUEM K JIIOJAM TPYZAd, OCO3HAIOLIMM LIEHHOCTb
cobctBerHoro Tpyaa. Crpemsammuiics K (HOPMHUPOBAHHIO B CETEBOM Cpele JUYHOCTHOW U
poEeCCHOHATILHOTO KOHCTPYKTUBHOTO «IIU(PPOBOTO CIIEIa.

JIP 7. Oco3Haromnuii MpUOPUTETHYIO IIEHHOCTh JIMYHOCTH, YEJIOBEKA; YBaXAIOUUH COOCTBEHHYIO W
9yXYyI0 YHUKAITbHOCTh B Pa3IMYHBIX CUTYAIUSIX BO BCeX (popmax U BUAAX JAEATEIHLHOCTH.

JIP 8. [IlposBistominii W JAEMOHCTPUPYIOUIMKA yBaKEHHWE K TMPEACTABUTENSAM  Pa3IUYHBIX
ATHOKYJIBTYPHBIX, COIHAIBHBIX, KOH(PECCHOHAIBHBIX U HMHBIX Tpymi. CONMpUYACTHBIH K COXpaHEHHIO,
MIPUYMHOXKEHUIO ¥ TPAHCIISIIUUA KYJIbTYPHBIX TPAIUIIUNA U IEHHOCTEH MHOTOHAIIMOHATIBFHOTO POCCUHUCKOTO
rocyzapcraa.

JIP 9. CoOGmroaromuii ¥ MpoMaraHIupyOMKUid IpaBuiIa 3I0POBOTO0 M 0€30MacHOTO 00pasza KU3HH,
CHIOPTA; MPEeAYIPEkKAAOIININA JTMOO TPEOAO0TIECBAIOIINI 3aBUCUMOCTH OT aJIKOTOJIs, TabaKa, ICUXO0AKTUBHBIX
BEILIECTB, a3apTHBIX Urpa u T. A. COXpaHAIONINI NICUXOJOTHYECKYI0 YCTOMYMBOCTh CUTYaTUBHO CIIOKHBIX
WJTU CTPEMUTENIBHO MEHSIOIINXCS CUTYaIUSX.

JIP 13. JIeMOHCTpUPYIOMINMA TOTOBHOCTh M CIIOCOOHOCTh BECTU C IPYTUMHU JIFOJIbMH, TOCTUTATh B HEM
B3aMMOIIOHMUMAHHUSI, HAXOJUTh OOIIHE IENH U COTPYTHUYATh IS UX JOCTHXKEHHUS B MPO(EeCcCHOHATBHOM
NEeATEIbHOCTH.

JIP 14. IlposBasiomuii CO3HATENIbHBIE OTHOLICHUS K HENPEPhIBHOMY OOpPa30BaHHMIO KAaK K YCIOBHIO



YCIIEIIHOM MPO(heCCHOHATBHON U 0OIIECTBEHHON AEATEIbHOCTH.

JIP 15. TlposBisronuii TpakJaHCKOE OTHOIICHHE K MPOPECCHOHAIBHONW EATeIbHOCTH KaK K
BO3MOKHOCTH JINYHOTO y4acTHsi B PEIICHUH OOIIECTBEHHBIX, IOCYJapCTBEHHBIX, OOIICHAIIMOHAIBHBIX
npooeMm.

1.3. TemaTu4ecKuii JIAH U coJep:KaHue YUeOHOM AU CHMIINHBI

Ne i/m. HNnaexc OueHovHbIE CPeACTBA Cnoco0
Kountposnpyemsie KOHTPOJIMPYEeMOil | HauMeHoBaHue | Ne 3ajaHui KOHTPOJIA
MOJYJIH, pa3/esibl KOMIIeTeHIUH (MJIH

(TeMbl) TUCHHUILINHBI e€ YacTH)

1 [Tema 1. KpaTkas OK 01 09, IIK 1.1- VYcerHbii B cootBetcTB YcrHo
ucropus opranuzanuu u | 1.2, JIP 1, JIP 3, JIP| (muceMeHHBI) | uuU C TeMOM [TucemenHO
TEeXHOJIOT UM 4,JIP 7, JIP &, JIP 9, ompoc/ TECTUPOBAHUE
N1eJIONPON3BO/JACTBA B JIP 13, JIP 14, JIP | tectupoBaHue/p
Poccuu. 15. EIICHUE pa3Ho-

YPOBHEBBIX
3aJlaHUN

2  [Tema 2. CoBpemennass |OK 0109, IIK 1.1- YcrHbii B cootBercTB YcrHo
OpraHu3anus 1.2,JIP 1, JIP 3, JIP | (muMcChbMEHHBIM) | MU C TEMOH [TucemenHo
1eJIONPON3BOICTBA B 4, JIP 7, JIP 8, JIP 9, orpoc/ TECTUPOBAHHE
Poccumn. JIP 13, JIP 14, JIP TEeCTUpOBaHUE/p

15. €HIEHHUE Pa3Ho-




YPOBHEBBIX

3aJaHun
Tema 3. OK 01 09, IIK 1.1- YcTHBIN B cootBeTcTB YcrHO
JlokymMeHT0000pOT 1.2,JIP 1, JIP 3, JIP | (muchbMEHHBIM) | WU C TEMO [TuceMenHO
OpraHu3anuu. 4, JIP 7, JIP 8, JIP 9, ompoc/ TECTUPOBAHUE
JIP 13, JIP 14, JIP TEeCTUpPOBaHUE/P
15. €UIEHUE Pa3Ho-
YPOBHEBBIX
3aJlaHui
Tema 4. TexHojoruu OK 01 09, IIK 1.1- YcTHBIN B cootBeTcTB YcrHO
o0padoTku gokymenToB (1.2, JIP 1,JIP 3, JIP | (mucbMeHHBIN) | UM C TEMOU [TucemenHO
B CJIyK0e 4, JIP 7, JIP 8, JIP 9, ompoc/ TECTUPOBAHUE
1eJIONPON3BO/ICTBA. JIP 13, JIP 14, JIP TECTUPOBaHUE/P
15. elIeHHE pa3Ho-
YPOBHEBBIX
3aJlaHUN
Tema 5. TexHooruu OK 01 09, IIK 1.1- YcrHBIN B cootBeTcTB YcrHO
padoTthl ¢ nokymentamu (1.2, JIP 1, JIP 3, JIP | (nucbMeHHBINH) | WU C TeMOH [TucebmeHHO
BHYTpH opranuzauuu. 4, JIP 7, JIP §,JIP 9, ormpoc/ TECTUPOBAHUE
JIP 13, JIP 14, JIP TECTUpPOBaHUE/P
15. €UIEHUE Pa3Ho-
YPOBHEBBIX
3aJlaHui
Tema 6. Opranmzanus u (OK 01 09, TIK 1.1- VcTHBII B coorBeTcTB YerHO
TexHosorusi tekymero (1.2, JIP 1, JIP 3, JIP | (muchMeHHBIH) | MM C TEMOU ITucemMenno
xpaHeHusi fokymenton. 4, JIP 7, JIP §,JIP 9, ompoc/ TECTUPOBAHUE
JIP 13, JIP 14, JIP TECTUPOBaHUE/p
15. €LIEHNE pa3Ho-
YPOBHEBBIX
3aJaHuN




2. KOHTPOJIBHBIE 3AJIAHUSA U UHBIE MATEPUAJIBI ONEHKU 3nanni,
YMeHUii, HABbIKOB U (MJIM) ONbITA JeATeJIbHOCTH, XapaKTepHU3yIolIe 3TaMbl
(popMHUpOBaHUA KOMIIETEHIIMH B IIpouecce
ocBoeHus aucuunmubl (moxyJs) OIL. 06
«JlokyMeHTaIMOHHOE00ecTIeYeHHe YIIPaBJIeHUD)

2.1 Bompocshl K yCTHOMY ONPOCY HA MPAKTHYECKHX 3aHATHAX

Tema 1. KpaTkasi ucTopusi OpraHu3alMy ¥ TeXHOJIOTMH J1eJIoNpou3BocTBa B Poccuu.
Heab: hopmupoBaHue npeacTaBieHUi 0 BUIax AeI0NPON3BOICTBA.

Hoponuna, JI. A. JlokyMEeHTaIIMOHHOE 0OECTICYeHUE YIIPABICHUS ;| YIeOHUK U PAKTUKYM IS
cpenHero npodeccruonaibHoro oopazosanus / JI. A. Jloponuna, B. C. UputukoBa. — 2-e u3f.,
niepepad. u jgon. — Mocksa : U3natenbcrBo FOpaiit, 2023. — 270 ¢. — (IIpodeccnonansaoe
obpa3zoBanue). — ISBN 978-5-534-16017-8. — C. 144 — 179 — TeKcT : 3NEKTPOHHBIH //

Oo6pasoBarenbHas wiathopma KOpaiit [caiit]. — URL: https://urait.ru/bcode/530252/p.144-179
Bonpocsl mo Teme:

1. Tlpuka3Hoe 1eTonpOn3BOJCTBO.

2. Komnexckoe 1enonpou3Bo/ICTBO.

3. HcnomHuTenpHOE 1ETONPOU3BOJICTBO.
4. CoBeTcKoe JeIONPOU3BOJICTBO

Tema 2. CoBpeMeHHasi OpraHu3anus jeJionpoussojacresa B Poccuu.

eas: popmMupoBaHue NperCTaBIEHUH O POJIM roCcy1apcTBa B OpraHU3aliy AeJI0NPOU3BOICTBA.
Hoponuna, JI. A. lokyMeHTallMOHHOE O0ECIIeUeHUE YIIPABIICHUS | YUEOHHUK U MPAKTUKYM JJIs
cpentero mpodeccuonanbuoro oopazosanust / JI. A. [loponuna, B. C. UputukoBa. — 2-¢ u3n.,
niepepad. u jgon. — Mocksa : UznatenberBo FOpaiit, 2023. — 270 ¢. — (IIpodeccronanbroe
obpasoBanue). — ISBN 978-5-534-16017-8. — C. 144 — 179 — Tekcr : 21eKTpOHHBIH //

Oo6pasoBarenbHas wiathopma HOpaiit [caiit]. — URL: https://urait.ru/bcode/530252/p.144-179
Bonpocs! no reme:

1. Ponb rocynapcTBa B OpraHM3aliiy AEJIOIPOU3BOICTBA.
2. Crpykrypa 1 QyHKIHH CIIy>KObI A€TI0NPOU3BOICTBA.
3. HopmupoBanue Tpya pabOTHHKOB CITY>KOBI 1€7I0MPOU3BOICTBA

Tema 3. JIokyMeHT0000POT OpraHu3aluHu.

Heas: popMupoBaHue NPEICTaBICHUHN 0 MIPUHIUIIAX OPraHU3AUH JOKYMEHTO000pOoTa
Hoponuna, JI. A. lokyMeHTallMOHHOE OOecrieueHUe YIIPaBICHUS | YUeOHHUK U MPAKTUKYM JJIst
cpeanero npodeccuonaabHoro oopazoanus / JI. A. Jloponuna, B. C. UputukoBa. — 2-¢ u3n.,
niepepad. u jgon. — Mocksa : U3natenberBo FOpaiit, 2023. — 270 ¢. — (IIpodeccronanbroe
obpazoBanue). — ISBN 978-5-534-16017-8. — C. 144 — 179 — TekcrT : neKTpOHHBbIH //

O6pasosarenbHas iathopma KOpaiit [caiit]. — URL: https://urait.ru/bcode/530252/p.144-179
Bonpocel no reme:

1. KayecTBeHHBIE M KOJIMYECTBEHHBIE XapaKTEPUCTUKU JOKYMEHTO000pOTA.
2. TIpuHIHMITEI OpraHU3aUH TOKYMEHTOO0O0POTA.
3. MeTozsl panroHAIH3AINHA JOKYMEHTO000pOoTa

Tema 4. Texnosiornu o6padoTKH JOKYMEHTOB B CJIy:K0e 1eJ10NPOU3BOACTBA.

Leas: popmMupoBaHue NpeiCTaBICHUHN 0 POopMax opraHu3alru padoThl C JOKYMEHTaMHU.
Joponuna, JI. A. JIoOKyMEHTAIlMOHHOE OOECIICYCHHE YIPABICHUS . YUYCOHUK W MPAKTUKYM ISt
cpenHero npodeccuoHanbHoro oopasosanus / JI. A. Jloponuna, B. C. UpurtukoBa. — 2-¢ u3z.,
nepepad. u gon. — Mocksa : M3narensctBo KOpaiit, 2023. — 270 c. — (IIpodeccuonansuoe 7


https://urait.ru/bcode/530252/p.144-179?utm_campaign=rpd&utm_source=doc&utm_content=d7edfe1ab920ad5d707106d18961226d
https://urait.ru/bcode/530252/p.144-179?utm_campaign=rpd&utm_source=doc&utm_content=d7edfe1ab920ad5d707106d18961226d
https://urait.ru/bcode/530252/p.144-179?utm_campaign=rpd&utm_source=doc&utm_content=d7edfe1ab920ad5d707106d18961226d

el oA =

N

N

obpazoBanmne). — ISBN 978-5-534-16017-8. — C. 144 — 179 — TekcT : 271eKTpOHHBII //
OopasoBarenbHas miathopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/530252/p.144-179
Bomnpocsl o Teme:

dopMbl OpraHu3anuu padoThl C JOKYMEHTAMHU.

O6paboTKa MOCTyMarIMX TOKYMEHTOB.

TexHoJ0rHs perucTpaiuu J10KyMEHTOB.

O0paboTka OTIPaBISIEMBIX TOKYMCHTOB

Tema 5. Texnosoruu padoTsl ¢ JOKYyMeHTAMU BHYTPH OPraHH3aIUH.

Hean: popmMupoBaHUe MPEICTABICHHUHA O dTamax 00pabOTKH BHYTPEHHHUX IOKYMEHTOB /JopoHuHa,
JI. A. IoKyMEHTAIMOHHOE 00ECIICUeHUE YIIPABIICHUS | YUCOHHUK U MPAKTUKYM JIJISl CPETHETO
npodeccronansHoro oopaszosanus / JI. A. Jloponuna, B. C. UputukoBa. — 2-¢ u3., mepepad. u
nor. — Mocksa : M3parensctBo FOpaiit, 2023. — 270 ¢. — (IIpodeccronanpHoe 0oOpa3oBaHue).
— ISBN 978-5-534-16017-8. — C. 144 — 179 — Tekcr : anexkrpoHHblii // O6pa3zoBareibHast
wiatdopma Opaiit [caiir]. — URL: https://urait.ru/bcode/530252/p.144-179 Bonpocskl o Teme:

Otarnbl 00pabOTKU BHYTPEHHHX JIOKYMEHTOB.

Opranu3anys KOHTPOJIS 32 UCTIOJTHEHUEM JJOKYMEHTOB.

Pabora ncnonHuTeNel ¢ TOKyMEHTaMHU

Tema 6. Opranu3zanus U TeXHOJIOTHS TEKYIEro XpaHeHUsl JOKYMEHTOB.

Hesan: popMupoBaHuE MPEICTABICHUI O MOHITHH, BUJIaX U TUIIAX HOMEHKJIATYPHI Jel Joponuna,
JI. A. JlokyMeHTallMOHHOE 00eCcIieueHre yIPABICHUS ;| yYeOHUK U MPAKTUKYM JIJISl CPEIHETO
npodeccronaabHoro oopaszosanus / JI. A. Jlopouuna, B. C. UputukoBa. — 2-¢ usn., nepepad. u
nor. — Mocksa : M3parensctBo FOpaiit, 2023. — 270 ¢. — (ITpodeccronanpHoe 0Opa3zoBaHue).
— ISBN 978-5-534-16017-8. — C. 144 — 179 — Texkcr : anektponHsiii // O6pa3oBarenbHast
wiatdopma Opaiit [caiir]. — URL: https://urait.ru/bcode/530252/p.144-179 Bonpocsk! o Teme:

[TonsiTHe, BUBI M THITBI HOMEHKIIATYPHI JIEI.

TexHoNOTHs COCTaBIEHUS HOMEHKIATYPHI JETI.

[TonroToBka fen k epegade B apxuB

Kputepun onenok:

CHECYHOBJICTBOPUTCIIBHO» - CTYACHT HC CMOI' OTBCTUTH HU HA OJAUH U3 IMOCTABJIICHHBLIX BOIIPOCOB;
06Hapy>KeH0 He3HAaHHUE OOJIbIICH YacTH HN3y4yacMoro marepualia, €CTb ciaOble 3HAHUS T10
HCKOTOPBIM aCIICKTaM pacCMaTpUBACMBbIX BOIIPOCOB;

«KYHAOBJICTBOPUTECIBHO» - HEIMOJTHO PAaCKPBITO COACP)KAHUEC MaTEpHraia, CTYACHT Ja€T OTBCTHI HA
HCKOTOPLIC paCCMAaTPHUBACMbBIC BOIIPOCHI, ITOKA3bIBACT O6I_I_[CC IIOHUMAHHUEC, HO JOIyCKacCT OI_HI/I6KI/I;

«XOpouIo» - CTYACHT JACT NOYTH ITOJIHBIC OTBCTHI HAa ITIOCTABJICHHBIC BOIIPOCHI C HeOOIbIINMHI
HpO6HeMaMI/I B N3JI0OKCHHH. HeﬂaeT CaMOCTOATCIIbPHBIC BBIBOJbI, HMMECT COOCTBEHHEIE CYXKIACHUA,

COTIUYHO» - CTYACHT IMOJTHO PACKpPBIII COACPKaHNEC MaTCpHralia, Ha BCC IMOCTAaBJICHHBIC BOIIPOCHI
T'OTOB JaTb a0COJIFOTHO ITOJIHBIE OTBECThI, AOIIOJITHCHHBIC COOCTBEHHBIMU CYKIACHUAMU, BBIBOJAMHU.
CTYILCHT MMOATOTOBHUJ X OTBEYACT JOMOIHUTEIIbHBIN MaTepHrall o pacCMaTpruBaCMbIM BOIIPOCAM.

2.2 KoMmeKkT pa3HOYpOBHeBBIX 3a/1a4 (3aJaHuii)

Tema 3. JIoKyMeHTO00OPOT OPpraHu3anum.

Heas: popmMupoBaHue MPEICTaBICHUH 0 MPUHIMIIAX OPraHU3AINH JOKYMEHTO000pOoTa
Jloponuna, JI. A. JlJokyMeHTalIMOHHOE 00OecIieueHre yIPaBICHUs : YICOHUK U TPAKTUKYM JTsI
cpeanero npodeccuonaabHoro oopazosanus / JI. A. Jloponuna, B. C. UputukoBa. — 2-¢ u3n.,
nepepad. u gon. — Mocksa : M3natenscTBo FO0paiit, 2023. — 270 c. — (IIpodeccuonanpHoe


https://urait.ru/bcode/530252/p.144-179?utm_campaign=rpd&utm_source=doc&utm_content=d7edfe1ab920ad5d707106d18961226d
https://urait.ru/bcode/530252/p.144-179?utm_campaign=rpd&utm_source=doc&utm_content=d7edfe1ab920ad5d707106d18961226d
https://urait.ru/bcode/530252/p.144-179?utm_campaign=rpd&utm_source=doc&utm_content=d7edfe1ab920ad5d707106d18961226d

obpazoBanue). — ISBN 978-5-534-16017-8. — C. 144 — 179 — TeKcT : 3NEKTPOHHBIH //

O6pasosarenbHas iathopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/530252/p.144-179

IpakTuueckoe 3aganme: https://urait.ru/viewer/dokumentacionnoe-
obespechenie-upravleniya-530252#page/101

Tema 4. TexnoJsiorun 00padOTKH JOKYMEHTOB B CJIyKOe /1eJI0NPOM3BO/ICTBA.
Heab: popmupoBanue npeacrapieHuii o hopmax opranuzanuu padboTsl C TOKYMEHTaMHU.

Hoponuna, JI. A. JlokyMeHTalIMOHHOE 00ECIICUeHUE YIIPABICHUS | YICOHUK U MTPAKTUKYM IS
cpeanero npodeccuonaapbHoro oopasosanus / JI. A. Jloponuna, B. C. UputukoBa. — 2-¢ U3,
nepepad. u gon. — Mocksa : M3narensctBo KOpaiit, 2023. — 270 c. — (IIpodeccuonansHoe
obpazoBanme). — ISBN 978-5-534-16017-8. — C. 144 — 179 — TekcT : 37eKTpOHHBIIA //
OopasoBarenbHas miathopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/530252/p.144-179
Ipakruueckoe 3axanme: https://urait.ru/viewer/dokumentacionnoe- obespechenie-upravleniya-
5302524#page/142

Tema 5. TexHonoruu pagoThbl ¢ JOKYMEHTAMH BHYTPH OpPraHU3alUHU.

Heanb: hopmMupoBaHHE MPEACTABICHHUI O 3Tarax 00pabOTKH BHYTPEHHUX JOKYMEHTOB
Hoponuna, JI. A. JlIokyMeHTalIMOHHOE OOecreueHre YNpaBiIeHUs . y4eOHUK M MPAKTHKYM IS
cpennero npodeccuonanbHoro obopasosanus / JI. A. Jlopouuna, B. C. UputukoBa. — 2-¢ u31.,
nepepad. u mon. — Mocksa : UsnmarenbctBo FOpaiit, 2023. — 270 c. — (IIpodeccronanbroe
obpasoBanue). — ISBN 978-5-534-16017-8. — C. 144 — 179 — Tekct : 21aeKTpOHHBIA //
Oo6pasoBarenbHas wiathopma KOpaiit [caiit]. — URL: https://urait.ru/bcode/530252/p.144-179

IMpaxTyeckoe 3axanne: https://urait.ru/viewer/dokumentacionnoe-obespechenie-
upravleniya-530252#page/179

Tema 6. Opraﬂmaunﬂ H TEXHOJIOIUS TEKYIEro XpaHeHUust JOKYMEHTOB.
HeJ'IBZ (I)OpMI/IpOBaHI/IC Hpe)ICTaBJ'IeHI/Iﬁ O IMOHATHH, BUAAX U TUITaX HOMCHKIIATYPBI JICJI

Hoponuna, JI. A. JIokyMEeHTallUOHHOE OOECleueHUe YNpaBiIeHUs . Y4eOHUK U MPAKTHUKyM Js
cpenero npodeccronansHoro oopazosanus / JI. A. Jloponuna, B. C. UpurtukoBa. — 2-¢ u3.,
nepepad. u mon. — Mocksa : U3nmarenbctBo FOpaiit, 2023. — 270 c¢. — (IIpodeccronanbroe
obpaszoBanue). — ISBN 978-5-534-16017-8. — C. 144 — 179 — Tekcr : 3IeKTpOHHBIN //
Oo6pasoBarenbHas wiathopma HOpaiit [caiit]. — URL: https://urait.ru/bcode/530252/p.144-179
IMpakTuyeckoe 3axanue: https://urait.ru/viewer/dokumentacionnoe- obespechenie-

upravleniya-530252#page/215

Kputepun oneHkH pemieHus 3a1a4

No OIlCHKa Ommcanne

1 5 [IpaBUIIbHOE pELIEHNE 3a/1aHMs], PA3BEPHYTHIE BBIBOJIBI IO UTOTaM
aHaIM3a

3 4 HpaBI/IJ'II)HOG pemeHI/Ie 3aaHusd, KpaTKI/Ie BBIBOJIbI 110
HTOTraM aHaJIu3a

4 3 [IpaBuUIbHOE peIlICHUE 3a/I1aHMs], OTCYTCTBHE BBHIBOJOB IIOUTOTaM
aHaIMu3a

5 2 He npaBunbpHOE peleHne 3alaHus WA YaCTUYHOE PELICHUE, €CTh

cyiabble 3HaHUS IO HEKOTOPBIM acleKTaM paccMaTpUBaeMOil 3a1aun
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2.3 KoMI1eKT TecToB

TecTupoBanue NPOBOAMTCH € HCNOJb30BAHHEM HHTEPAKTHBHBLIX (OPMHPYIOIIMX TECTOB
oOpa3oBaTe/ibHOM MiIaTpopmbl «FOpaiiT»

I[O MPOXOXKACHUA TCKYHICTO W HTOrOBOI'O KOHTPOJSA OCBOCHHA OUCHUILIIMHBI, 06yqa}om1/1ecs1
CaMOCTOSITEJILHO MOT'YT ITPAKTUKOBATHCS, BBINOJIHSAS pa3IMyHble TECTOBbIE 3aaHUs C aBTOMAaTHUECKON
IIPOBEPKOM pe3yibpTara:

*  BBIOOpP OJHOTO MPABUJILHOTO BapUaHTa OTBETA U3 HECKOJIbKUX;
*  BBIOOP HECKOJIBKO MPABWIIBHBIX BAPUAHTOB OTBETOB U3 HECKOJIBKHUX;
* BBOJI OTBETA B BUJIE TEKCTA;
* BBOJ OTBETA B BUJIC YUCIIA;
*  YCTaHOBJIEHHE COOTBETCTBUS MEXAY JIE€MEHTaAMU;
+ KiIaccu(UKaIMs SJIEMEHTOB TI0 TPYIIIaM;
* BBICTPaUBaHHUE TOCIIEI0BATEILHOCTH JJIEMEHTOB.
B cmemannom o0yuenuu ¢ npumenenuem JJOT Ha obpazoBatenbHo# miathopme «FOpaidt»

CTY/ICHTBI MOT'YT MCIIOJIb30BaTh I (DOPMHUPYIOIIETO OLIEHUBAHUS CEPBUC «Y MHBIE TECTBD».

Tema 1. KpaTkasi ucTopusi OpraHu3anMu ¥ TeXHOJIOTHH J1eJIoNpon3BoJcTBa B Poccuu.
Heab: popMupoBaHue MpeICTaBIECHUH 0 BUIaX JEJIONPOU3BOACTBA.
Joponuna, JI. A. JlokyMeHTallMOHHOE O0ECIIEUEHUE YIIPABIICHUS | YYEOHUK U MPAKTUKYM IS
cpeanero npogeccuonanbHoro oopazosanus / JI. A. Jloponuna, B. C. UputukoBa. — 2-e u3n.,
nepepad. u gon. — Mocksa : U3natensctBo FOpaiit, 2023. — 270 ¢. — (IIpodeccrnonanbuoe
obpazoBanue). — ISBN 978-5-534-16017-8. — C. 144 — 179 — Tekcr : 27€KTPOHHBIH //
Oo6pasoBarenbHas iathopma HOpaiit [caiit]. — URL: https://urait.ru/bcode/530252/p.144-179
TecrupoBanme: http://urait.ru/quiz/run-test/D2428B03-DC66-4E56-BD62-
9789DB2EFB2F/5482FACT7- 1C19-4D08-BE15-8774E4D5F336

Tema 2. CoBpeMeHHasi OpraHu3anus AeJ10Npou3BoaAcTea B Poccnn.

Heab: popmupoBaHue npeacTaBIeHUI O POIM rOCYAapCTBA B OPraHU3AIMH JEI0POU3BOJICTBA.
Hoponuna, JI. A. JlokyMeHTallMOHHOE OOecrieueHre YNpPaBiICHUs : YUeOHHK M MPAKTUKYM JJIs
cpenHero npodeccruoHabHOrO oOpazoBanus / JI. A. Jloponuna, B. C. UpurukoBa. — 2-¢ m3j.,
nepepab. u jnon. — Mocksa : M3natensctBo FOpaiit, 2023. — 270 c. — (IlpodeccuonansHoe
obpazoBanmue). — ISBN 978-5-534-16017-8. — C. 144 — 179 — TekcT : 2IEKTPOHHBINA //
OopazoBarenbHas miartdopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/530252/p.144-179

Tecruposanmue: http://urait.ru/quiz/run-test/EC97E8F8-403B-48C6-A4A5-
D1D09AF3FC67/08ED86CB-C89D-4AB9-B421-30134D150134

Tema 3. JIoKyMeHTO000pPOT OpraHN3anMu.

Heas: hopmMupoBaHue NpeICTaBICHUH O MPUHIUIIAX OpTaHU3alUH JOKYyMEHT0000poTa /JopoHuHna,
JI. A. JIoKyMEeHTAIlMOHHOE OOECTEUYCHHUE YIMPaBICHUS : YUYEOHWUK M TPAKTHKYM ISl CPEIHETO
npodeccuonansHoro oopazosanus / JI. A. Jloponuna, B. C. UpurukoBa. — 2-e u3x., nepepad. u
non. — Mocksa : UznarensctBo I0paiit, 2023. — 270 c. — (Ilpodeccuonansuoe o6pa3oBanue).
— ISBN 978-5-534-16017-8. — C. 144 — 179 — Tekcrt : snekTpoHHbIi // OOpazoBaTenbHAs
mwiatrpopma FOpaiit [caiir]. — URL: https://urait.ru/bcode/530252/p.144-179 TecTtupoBaHue:

http://urait.ru/quiz/run-test/51283288-74F8-4E07-A1C4- 68FS0ECA8903/192126EA-8F70-4937-
9D59-8B6E424E3467

Tema 4. TexHosioruu 00padOTKHU TOKYMEHTOB B CJIY K0e 1eJI0NPOU3BOACTBA.
Leas: popmMupoBaHue NpeiCTaBICHUH 0 POopMax opraHu3alru padoThl C JOKYMEHTaMHU.
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https://urait.ru/bcode/530252/p.144-179?utm_campaign=rpd&utm_source=doc&utm_content=d7edfe1ab920ad5d707106d18961226d
http://urait.ru/quiz/run-test/51283288-74F8-4E07-A1C4-68F80ECA8903/192126EA-8F70-4937-9D59-8B6E424E3467
http://urait.ru/quiz/run-test/51283288-74F8-4E07-A1C4-68F80ECA8903/192126EA-8F70-4937-9D59-8B6E424E3467
http://urait.ru/quiz/run-test/51283288-74F8-4E07-A1C4-68F80ECA8903/192126EA-8F70-4937-9D59-8B6E424E3467
http://urait.ru/quiz/run-test/51283288-74F8-4E07-A1C4-68F80ECA8903/192126EA-8F70-4937-9D59-8B6E424E3467

Hoponuna, JI. A. JlokyMeHTalIMOHHOE 0OeCTICUeHUE YIIPaBICHUS ;| YICOHUK U MPAKTUKYM ISt
cpennero npodeccuonanbHoro oopazosanus / JI. A. Jloponuna, B. C. UputukoBa. — 2-¢ u3j.,
nepepad. u gon. — Mocksa : U3natenscrBo FOpaiit, 2023. — 270 ¢. — (IIpodeccrnonansuoe
obpazopanue). — ISBN 978-5-534-16017-8. — C. 144 — 179 — TekcT : 2JIeKTPOHHBIH //
Oo6pasoBarenbHas wiathopma HOpaiit [caiit]. — URL: https://urait.ru/bcode/530252/p.144-179
TecTuposanmue: http://urait.ru/quiz/run-test/ EC1E136A-3639-47DC-8020-

14D904876271/7AF3B2EB-79E5-4942-8290-8370FB6235A4

Tema 5. TexnoJioruu padoThl ¢ JOKYMEHTAMH BHYTPH OPraHU3alHuM.

Lean: popmMupoBaHUE MPENCTABICHUH O 3Tanax 00paOdOTKU BHYTPEHHHX JIOKYMEHTOB /JOpOHUHA,
JI. A. JlokyMmeHTalmoHHOE 0OecrieueHre yIpaBIeHus ;| YIeOHUK U IPAKTUKYM ISl CPEAHETO
npodeccuonanbHoro oopazoanus / JI. A. loponuna, B. C. UputukoBa. — 2-e u3., nmepepad. u
nor. — Mocksa : M3parensctBo KOpaiit, 2023. — 270 c. — (IIpodeccuonansHoe oOpazoBaHue).
— ISBN 978-5-534-16017-8. — C. 144 — 179 — Texkcr : anekTpoHHbIN // ObpazoBaTenbHas
iatdopma Opaiit [caiit]. — URL: https://urait.ru/bcode/530252/p.144-179 TecrupoBanue:
http://urait.ru/quiz/run-test/4E2711D8-0706-48D1-96F6-

DFO10EE98BC7/9FAAT746D-444D-40F0-AB2C-8BCO1CEFAS C6

agrownE

Tema 6. Opranu3zanusi 1 TEXHOJIOTUS TEKYIIEro XpaHeHHUs JOKYMEHTOB.

Heas: popMupoBaHue MPEeNCTABICHUH O MOHATHH, BUIAX U THIIaX HOMEHKJIATYPhI el
Hoponuna, JI. A. JlokyMeHTallMOHHOE OOecTieueHNE YIPaBICHUS : YYeOHUK U MMPAKTUKYM IS
cpenHero npodeccruonanbHoro oopazosanus / JI. A. Jloponuna, B. C. UputukoBa. — 2-¢ u3.,
nepepad. u gon. — Mocksa : U3natensctBo FOpaiit, 2023. — 270 ¢. — (IIpodeccuonanbuoe
obpazoBanue). — ISBN 978-5-534-16017-8. — C. 144 — 179 — Tekcr : 37€KTPOHHBIH //
OopazoBarenbHas miartdopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/530252/p.144-179

Tecruposanme: http://urait.ru/quiz/run-test/2237A705-D52C-49C3-9D02-
BD4COCC0745E/24099DB2-39D0-4CBA-97B6-14A55ECF3784

2O ~N®

Kpurtepuu u mkana oneHuBaHus pe3yJIbTATOB TeCTUPOBAHMSA:

Ouenka
Ne n/ mecmoavie Hopmbl: %
n NPABUILHBIX OMEEMO8
1 86-100 OTJIMYHO
2. 66-85 XOpOIIIO
3 51-65 YJIOBJICTBOPUTEIIEHO
6. Memnee 50% HEYJOBJIETBOPUTEIHHO

2.4 KoHTpOJIbHBIE BONPOCHI K 3a4eTy VIS IPOMEKYTOYHOI0 KOHTPOJISI
[TpukazHoe 1e0npon3BOACTBO.
KakoBel ocobenHOCTH QOpMBI U (OPMYJISPHI Jiesia B IPUKA3HOM ITPOU3BOJICTBE
Konnexckoe nenonpou3BoCTBO.
M cnomHUTENBHOE 1ENI0IPOU3BOJICTBO.
CKOJIBKO /1€710 MTPOU3BOIUTENBHBIX OMEepaluii OCYIIECTBISIOCH B UCTIOTHUTEIbHOM
JIEJIONPOU3BOJICTBE
CoBeTckoe J1e10MPOU3BOICTBO.
Ponb rocynapersa B Opranu3anuy Je10NpOU3BOACTBA.
CtpykTypa ¥ QyHKIIUHU CITYKOBI JEIOMPON3BOICTRA.
KakoBa cTpykTypa cekpeTapuara u Kakue (pyHKIIMH Ha HETO BO3JIaratoTcs
. B kakux opranuzanusax oOpasyercs KaHLEISIpHs UK OTJEN JOKYMEHTAIIMOHHOTO o0ecreueHust
YIIpaBJICHUS
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https://urait.ru/bcode/530252/p.144-179?utm_campaign=rpd&utm_source=doc&utm_content=d7edfe1ab920ad5d707106d18961226d
http://urait.ru/quiz/run-test/4E2711D8-0706-48D1-96F6-DF010EE98BC7/9FAA746D-444D-40F0-AB2C-8BC01CEFA5C6
http://urait.ru/quiz/run-test/4E2711D8-0706-48D1-96F6-DF010EE98BC7/9FAA746D-444D-40F0-AB2C-8BC01CEFA5C6
http://urait.ru/quiz/run-test/4E2711D8-0706-48D1-96F6-DF010EE98BC7/9FAA746D-444D-40F0-AB2C-8BC01CEFA5C6
https://urait.ru/bcode/530252/p.144-179?utm_campaign=rpd&utm_source=doc&utm_content=d7edfe1ab920ad5d707106d18961226d
http://urait.ru/quiz/run-test/2237A705-D52C-49C3-9D02-BD4C0CC0745E/24099DB2-39D0-4CBA-97B6-14A55ECF3784
http://urait.ru/quiz/run-test/2237A705-D52C-49C3-9D02-BD4C0CC0745E/24099DB2-39D0-4CBA-97B6-14A55ECF3784

11. Kakue nommxHOCTH pab0oTHUKOB JJOY OTHOCHTCS K KaTErOpUU PyKOBOAUTEINEH, CIICIIUATUCTOB U
TEXHUYECKHUX UCIIOJHUTEICH

12. HopmwupoBanue Tpyaa pabOTHUKOB CITy>KOBI 1€IOIPON3BOJICTBA.

13. Yro Takoe JOKyMEHTOO0OOpOT

14. Kakast posib B OpraHu3aliii JOKYMEHTO000POTa OTBOJUTCS ONIEPALUH MPEABAPUTEIHHOTO
paccMOTpeHUs JOKYMEHTa

15. KakoBbI OCHOBHBIE ITapaMeTPhl TOKyMEHTO000pOTa

16. KauecTBeHHBIE M KOIMYECTBEHHBIE XapAKTEPUCTUKU JOKYMEHTOO00POTA.

17. TlpuHUMOBI OpraHU3aMK JOKYMEHTOO00POTA.

18. Meroapl paroHaIU3aIMH JOKYMEHTO000pOTA.

19. ®opwmsl opranuzanuy padoThl ¢ TOKyMEHTAMH.

20. Kak peructpupyroTcst BXOJIAIINE JOKYMEHTBI

21. Bce nmu BXOIsIIMeE TOKYMEHTHI JIOJDKHBI PErHCTpUpOBaThCs cinyx00ii I0Y

22. Kak peructpupoBaTh IOBTOPHO MPHUCIAHHbBIN JTOKYMEHT

23. K10 momxeH oTrpaBisaTh (PaKChl M MUChMA U3 OpraHU3aAIIH

24. O06paboTka MOCTYNAIOUINX JOKYMEHTOB.

25. KaxoBblI /1Ba acriekTa KOHTPOJISI HCIIOJTHEHUS JIOKyMEHTOB

26. Kax McUMCnsioTCsl CPOKHM UCIIOJIHEHUS IOKyMEHTOB

27. Kak ycraHaBiIMBaeTCsi HHIUBUAYAIbHBINA CPOK HCIIOTHEHUS JOKYMEHTOB

28. Kaxue JOKYMEHTBI CTaBSTCSI HA KOHTPOJIb [0 CPOKAM MCIIOJTHEHUS

29. KaxoB MakCHMaJIbHBI THIIOBOW CPOK MCITOJTHEHHS JOKYMEHTA

30. TexHOJIOTUs pEerucTpaly JOKYMEHTOB.

31. OOpaboTKa OTHPaBISIEMBIX JOKYMEHTOB.

32. Dranbl 00pabOTKH BHYTPEHHUX JOKYMEHTOB.

33. UYro Takoe HOMEHKJIATypa Je

34. KakoBa 1nocieioBaTelIbHOCTh PACOI0KEHUS 3ar0JIOBKOB JIeN B KaX/I0M pa3ziesie HOMEHKIIATYpPbl
aen

35. KakoBbl mpaBuiia CHCTEMATU3ALUHN JOKYMEHTOB B JI€/Iax ¢ NEPENUCKON

36. UYto Takoe OMUCH JIeT CTPYKTYPHOTO MOAPa3/ICIICHHUS

37. Yro Takoe feno

38. Kak MoryT cucteMaTH3UpOBATHCS JIe7 B HOMEHKIIATYpE eI

39. Yro takoe popMupoBaHue aena

40. 3a kakoii mepuoi GopMUPYETCS JIeJI0 C TIpUKa3aMu

41. Opranuzainusi KOHTPOJISA 32 UCTIOJIHEHHEM JOKYMEHTOB.

42. Pabota ucnojHUTENEH C IOKYMCHTAMH.

43. TlousTHe, BUABI U THUIIHI HOMEHKJIATYpPHI JIE.

44. TexHONOTHUs COCTABICHUS HOMEHKIIATYPHI JIETI.

45. TloaroroBka Jien K mepejaye B apXuB.

Kpurepun onenkmn:

«3a4TeHo0» BBICTABISAETCA CTYACHTY, €CIM CTYAEHT IIOJHO U3JlaraeT marepuai, Jaer
MPaBUIILHOE ONPEACIICHUEe OCHOBHBIX TIOHSTHI; OOHApy»XMBaeT TMOHUMAHHME MaTepHaia, MOXKET
000CHOBATh CBOM CYXKJEHUS, IPUMEHUTh 3HAHUS Ha MPAKTUKE, IPUBECTH HEOOXOAUMBIE TIPUMEPHI HE
TOJIBKO M3 y4yeOHMKa, HO U COCTaBJIEHHBIE CaMOCTOSATEIbHO, JAaeT MX aHaIM3; U3jaraeT mMaTepuai
MOCJIEIOBATEbHO M MPABUJIBHO C TOYKHU 3PEHUS HOPM JIMTEPATYpPHOTO SI3bIKA; YETKO M T'PAMOTHO
OTBEYAET HAa BOMPOCHL.

«He 3a4TeHO» BBICTABIIIECTCS CTYIEHTY, €CIU CTYACHT HEIMOJHO H3jaraer marepual, He
oOHapyXHBaeT MOHMMaHHWE MaTepuaja, HE MOKET O00OCHOBAaTb CBOM CYXKJICHHUS, HE MPUBOIAUT
He0oOXO0IMMBIC TIPUMEPHI, HE JaeT WX aHallM3; HEMOCIeOBaTeIbHO H3jaracT Marepuai. He momyuen
OTBET 10 0230BOMY BONPOCY AUCIHUILIAHBI
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