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3apeructpupoBan B Muntocre PO 26.02.2018 per. Ne 50137; IlonoxeHusi 0 TEKyIleM KOHTPOJIE
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NBanTeeBckoro ¢unarana MOCKOBCKOTO MOJIUTEXHUUECKOTO YHUBEPCUTETA

Opranuzanusi-paspadoruux: VBanteeBckuii ¢pmiman MOCKOBCKOTO OJIUTEXHUYECKOTO

YHHUBEpPCUTETA

Pa3patGoTumk: N.A. CmupHOBa , IpenoAaBarTeNb BbICIIeH KBaTU(UKAIIMOHHON

KaTeropuu

JKcmepr:

OmoOpeH UKIOBOH KOMUCCHEH
CounabHO-3KOHOMHUYECKUX JUCIUTUINH
IIporoxoi Ne 1 or«31»  aBrycra 2023 .

IIpencenarens LK B.B. Xopommuiosa

© Vpanrteesckuii ¢uaman ¢enepaabHOTO TOCYIapCTBEHHOTO ABTOHOMHOTO 0OpPa30BaTETbHOTO
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1. TACHHOPT KOMIIVIEKTA KOHTPOJIBHO-OIIEHOYHbIX CPEJACTB

1.1 O6sacTh NPUMEHEHNSI KOMILIEKTA KOHTPOJIbHO-0LIEHOYHBIX CPeICTB

Komriext OOCHOYHBIX CPCACTB IPCAHAZHAYCH IJII OLUCHKH PC3YJIbTATOB OCBOCHHA

muctumuinabl OI1.06 «JlokyMeHTanmoHHoe obecredeHue ypaBieHUsD

Taoanua 1
PesyabTarbl OCHOBHBIE TOKA3aTeIN Tun 3aganus, Dopma
0CBOEHHS OLIEHKH Ne 3aganus aTTecTanun
pe3yJbTara H uX KpUTepun
YMETbH
OdopmisiTh COOTBETCTBHE BBITTOJIHEHHOTO I[IpakTrueckue paboTsl Texymuii KOHTPONIL Ha

JOKYMCHTAIIUIO B

3aaHus OTAJIOHY

3amanus Ne 1-5

npakTUIecKol pabore

COOTBETCTBHU C [IpaBuibHOE Tectuposanue mo temam2.1, | nuddpeHIIpoBaHHBIN
HOPMaTHBHOM opopmiIeHrEe 2.2 sader
6a30M, B T.U. C OpraHU3aLMOHHOM,
UCIIOJIBb30BAaHUEM  PACIOPSIAUTEIBHOU U
UH(POPMALMOHHBIX  MH(OPMALUOHHO-
TEXHOJIOTUU CIIPAaBOYHOM JTOKYMEHTALUH C
HCIOJIb30BaHUEM
UH(POPMAITMOHHBIX
TEXHOJIOTU
ITpoBoauTh BJIaJICHHE OCHOBHBIMHU OdopmieHre T0KyMEHTOB ¢ AU(PpeHIHPOBaHHbINA
aBTOMAaTHU3MPOBAHH | CPEACTBAMU IIpOrpaMM AJIst Y4€TOM YHU(PHUIIMPOBAHHBIX 3a49€T
y10 00paboTKy BBITIOJTHEHUS (bopM TOKYMEHTOB KaJpOBOM
JIOKYMEHTOB npodeccroHaNbHbIX 3a/1a4; CITY>KOBI
[TpakTuyeckas pabora
HCIIOJb30BaTh COOTBETCTBHE BEHITTOJIHEHHOTO INpakTuueckue paboThl Texymuit KOHTPOIIL Ha
YHU(QUIMPOBAHHBIE | 3a/IaHKs DTAIOHY 3ananue Ne 4 MPAKTHYECKON paboTe
bopMbl
JIOKYMEHTOB;
OCYIIECTBIIATE Co3gaHue 3IeKTPOHHBIX [IpakTrueckue paboThI Texymuii KOHTPOJIb Ha
XpaHEHME U TMOMCK = apXUBOB, (HOPMHUPOBAHUE 3azanms Ne 4 MPAKTHYECKON paboTe
JIOKYMEHTOB; nen, opopmiIeHHe e, auhbpeHIHPOBAHHBIIT
paboTa ¢ pa3TUYHBIMH saqer
KapTOTeKaMH
HUCIOJIb30BaTh HUCIOJIL30BaHHE [IpakTrueckue paboTHI nuhGpeHIIUMPOBAHHBIH
TEJICKOMMYHHUKAIIAO TEJICKOMMYHUKAIIMOHHBIX 3ananus Ned,5 3a4eT
HHBIE TEXHOJIOTUU B CPEJCTB AJIS PELICHUS
JIEKTPOHHOM po¢eCCHOHANBHBIX 3a/1a4

JIOKYMEHTO000poTe




3HATD

IIOHUMAaHUC u

oco3HaHue IIncemenHsii onpoc 1o teme | Tekynui KOHTpOIIb

OcHOBHBIC poiM JOKyMEHTa B IKH3HH «TepmuHBI B 00s1aCTH
MOHSTHE, 1IEITH, 4yeloBeKa M o0mecTBa, B JOKYMEHTAI[HOHHOTO
3a7a4d U chepe yIIpaBIICHUS U oOecrieueHUsl yrpaBICHUsS
TIPUHITATIBI npodeccruoHaIbHON
JICIIOTIPOU3BOJICTBA;  JIESATEIbHOCTH
Cucrembl Opranuzanus TectupoBanue o reme  JuddepenupoBant
JIOKYMEHTAIIHOHHOT | TOKYMEHTO000pOTa B «Opranu3anoHHO- BIi 3a4eT
0 obecrnieueHHs COOTBETCTBUH C LEISIMH U pacropsIuTeaIbHbIC
yIpaBIICHUS U U3 3aJlayaMH JOKYMEHTBI»
aBTOMAaTH3aIIHs JTOKYMEHTAIIHOHHOTO [TucbMEHHBIH OMPOC MO TEME

o0ecCIeYeHUsT YIpaBICHUs «OdopmiieHue T0rOBOPOBY
knaccupukamuio  CocraBienue pasHbix BHIoB — CamocrositenbHas padota — Tekymiuii KOHTPOJIb
JIOKYMEHTOB JIOKYMEHTAIHH o Teme «Pabora ¢

JIOKYMEHTaMU)

TpeboBaHus Kk
COCTaBJICHUIO
JIOKYMEHTOB
OpraHu3aIUIo Opranuzanus CocrapieHre HOMEHKJIATYphl  TeKyIuii KOHTPOJIb
JOKYMEHTO000pOTa JTOKYMEHTO000pOTa B Jen
: IpHeM, COOTBETCTBUH C ILEISIMH U
00paboTKy, 3a1a9amMu
perucTparmio, JOKYMEHTAIIHOHHOTO
KOHTPOJIb, obecrieyeHus1 ypaBIeHUs
XpaHEHHE
JTIOKYMEHTOB,

HOMEHKJIATYpy J1€1




2 Opranusanus TeKyunero KOHTpoJisi 3HAaHU M0 y4eOHOi JMCIUIIUHE
Pasznea 1 JlokyMeHTHpPOBaHME YIIPABJIEHYECKOM 1eATEIbHOCTH
Tema 1.1 HopmaTruBHo-npaBoBas 6aza J10Y
CocraBuTh KOHCHEKT 10 TeMe «cToprnueckne cBeeHHs O /1eJIONPOU3BOACTBE»
Kpurepun oueHkun

«OTJTHYHO» - BBIIIOJIHCHHUC 3a/laHHA B CPOK, I'PaMOTHOC U3JIOKCHUC MaTCpualia
«XOPpOII0» - BBEIIIOJHCHHUE 3a/laHUs B CPOK, HESHAYUTCIIBHBIC HCTOYHOCTH
«YAOBJICTBOPUTECJBHO) - HC BBIIIOJIHCHHUC 3a/laHUS B CPOK
«HEYIO0BJE€TBOPUTECJIBbHO0» - HCBBIIIOJIHCHNUE 3aJlaHusA

Tema 1.2. CocTaB ynpas/jieH4eCKHX IOKYMEHTOB U UX XapaAKTePUCTHKH

JlaTh onpenesieHus caeIyOUMMX TEPMUHOB:

1.ABTOp JOKyMEHTa 12.0purunan 10KyMeHTa, OAJUHHUK JOKYMEHTA

2.ApXUBHOE J€JI0 13.IIpoexT nokymeHTa

3.ApXUBHBIN JTOKYMCHT 14.PacniopsiiuTeNbHbIE JOKYMEHTBI

4.biiaHk TOKyMeHTa 15.TunoBeie NOKYMEHTBI

5.1eno 16.YaudunupoBanHas cuctemMa J0KyMEHTalluu
(YCI)

6.Jl0KyMeHTHpOBaHNE

17.®usnueckoe IO,
7.J10KyMeHTO000pOT

. . 18 FOpunnueckoe au1o
S.HCXOZ[SIHII/II/I M BXOJAAIIHNU JOKYMCHTBI

19.®opmynsip oOpazelr TOKyMeHTa
9.Konus u BeIIICKa

20.YOpuonyeckas cuiia TOKyMeEHTa
10.1myHOE €TI0 P ™

11.HopmaTuBHBIE JOKYMEHTBI

Kputepun onenkn padoThl 10 onpeaeieHNI0 TEPMUHOB

«OTJIMYHO» - BHINIOJIHEHNE 33JJaHUSI CPOK, NpaBWIbHBIN OTBET Ha 20 BOIIPOCOB;

«XOPpOILO0» - BHINOJIHEHNE 3aJJaHUsI CPOK, NMpaBWIIbHBIN OTBET Ha 19-16 Bompocos;
«YAOBJIETBOPHMTEIbHO» - BBINOJIHEHHE 33JJaHUs CPOK, NpPaBWIbHBIM oTBET Ha 15-11 BompocoB; He
BBITIOJTHEHHE 3a/laHues] B YCTAHOBIIEHHBIN CPOK

«HEYI0BJICTBOPUTEJIBbHO» - BHIIIOJHEHHUE 331aHNS CPOK, MPAaBUIIbHBINA OTBET MeHee 11 Bompocos
BOIIPOCOB

Pa3gen 2 Opranusanus 10KyMeHTAallHOHHOIO o0ecneYyeHn st
Tema 2.1 OpraHu3alOHHO-PACIOPSAUTENBHBIE JOKYMEHTHI
Tectel mo TemaMm  «OpraHu3alOHHBIE JOKYMEHTBI», «PacrnopsaurenbHble JOKYMEHTBI» U
«CrpaBo4yHO-UHPOPMALIMOHHBIE JOKYMEHTBI
Kpurepun onenkn:
1. «oTIAM4YHO» - BBHINIOJHEHHE 3a/IaHUSI OTBETHI HAa BCE BOIPOCHI TECTA
«XOPO1I0» - BHITOJHEHUE 33/1aHUs, OIIMOKA B OTBETE HA OJJMH BOIPOC TECTa
«YAOBJICTBOPHUTEIbHO» - BBINIOJIHEHHUE 33JaHHs U OIIMOKa B OTBETE HA JjBa BOIpOCa TecTa
«HeYI0BJIETBOPHUTEIbHO» - OLIHMOKM IIPU OTBETE OOJIee TpeX BOIPOCOB TECTa

Tema 2.2 JloBOpHO-IPABOBasi JOKYMEHTAIUS

Py0esxkHbIii KOHTO/Ib «AHAJH3 OCHOBHBIX YacTel I0r0BOPOB»



Buner
JIOTOBOPOB

PexBuzutel, CocraBubie | [Ipeamer Haumenosan OcobeHHOCT Bunnr
BXOIAIIIUE B qacTu pI(O)N OBOpa Hnue CTOpOH 1 JAHHOI'O HpeTeHSI/Iﬁ
hopmyisp JIOTOBOPA JIOTOBOPA BHUA 10 JIOTOBOPY
obpa3zery JI0TOBOPA

JIOTOBOpA

Kpurepun onenkmn:

«OTJMYHO» - BBIIIOJHEHUE 33/1aHUsI B CPOK, TPAMOTHOE M3JI0KEHHE MaTepuaa, BblJeJICHUE TIaBHOTO;
«XOPpOILO0)» - BBIMOJIHEHUE CPOK, HE BBIJICIECHUE ITIaBHOIO;

«YAOBJIETBOPHUTEIbHO» - BBINOJIHEHHUE 33JaHNUs U HEIIPEJCTABICHHUE €ro B CPOK, JIMOO HE OTpaKeHHE
IJIaBHOTO

«HeY10BJIETBOPHUTEIbHO» - HEBBIIIOJHEHNE 3a/laHMs.

IIncbMennblii onpoc no teme «Pazpadorka u ogopmiieHre J10roBopoB»

1.

© o Nk LD

[EY
o

NGO~ wWNE

9.
10.

Bapuanr 1
Kak Ha3bIBalOTCS CTOPOHBI B JOTOBOPE KYIUIU-TIPOJAXKe
(mpomaBerl v MOKYIaTeNb)
Mo>keT JI1 11eHa B IOTOBOpE KYIUIU-TIPOXKAAKU OBITH IOTOBOPHOM, T.€. CBOOOAHOI (1)
JIOroBOp KOHTPAKTAIMU — 3TO PA3HOBHIHOCTH JIOTOBOPA KYILIH MPOIAXKH J]a W HET (1a)
B kakom J1oroBope 0fHOM U3 CTOPOH sIBJIETCS 3aiiMojaBell (KpeJUTHBIH J0roBop)
Uro siBrisieTCs MpeIMEeTOM KPEIUTHOTO JI0TOBOpPa (JIEHBIO)
Kak Ha3bIBalOTCS CTOPOHBI B JOTOBOPE 110 OKA3aHUIO YCIIYT (3aKa34MK U UCTIOJHUTED)
KakoBa nenp 3akitoueHus GaHKOBCKOTO JOrOBOpa (OTKPBHITHE CUETA)
MoskeT 1 JOTOBOp PO3HUYHOM KYIUIM-TIPOJIXKH COCTABJIEH B YCTHOH Gopme (11a)
MoskeT 11 1oToBOp OBITh OJHOCTOPOHHUM (/1)

. KakoBa 1enp nokymnku ToBapa B JOroOBOpe MOCTaBKH (JalbHENIIee UCIIOIb30BaHUE,

nepenpoaxa)

Bapuanr 2
Kak Ha3pIBalOTCS CTOPOHBI B I0TOBOPE OKA3aHUS YCIYT
MoskeT i TOTOBOP COTJaIIeHUeM 2-X JuII (1)
CKOJIBKO CTIOCOOOB 3aKIIFOUYEHUS IOTOBOPOB CYIIECTBYIOT (TPH)
OTHOCHTCS 71 TOTOBOP MOCTaBKH K JIOTOBOPY KYIUIM-TIPOAaku (1)
CKOJIBKO 3K3EMILISIPOB IOTOBOPOB COCTABIISACTCS (IO KOJIMUYECTBY CTOPOH)
KakoBa 1esp MOKyIkH ToBapa B IOTOBOPE PO3HUYHOMN KYITU-TIPOIaXH ( JIMUYHOE UCIIOJIb30BaHNUE)
Kak Ha3pIBalOTCS CTOPOHBI B KPEAUTHOM J0IOBOPE
B kakux ciaydasix cocTaBisieTcs IPOTOKOJ pa3HOIIACHH (Kojla UMEIOTCSI BO3PAXKEHHs! Y OHOM U3
CTOpOH)
Hy»xHbI 111 meyatu Ha 10roBopax
KakoB cpok paccMoTpeHus npoTokoia pazHoniacuil (10xneit)

Kpurepun oueHkun
«OTJIMYHO» - TIPaBUJIbHBIN OTBET Ha 10 BOpOCOB;
«XOpOIIO0» - TIPABWIbHBIN OTBET HA 9-7 BOMPOCOB;

«YIOBJIETBOPUTECJIBHO» -

IIPaBWJIbHBII OTBET Ha 6-5 BOIIPOCOB;



«HEeYI0BJIETBOPUTEJIbHO» - TIPAaBUIIBHBIN OTBET MEHEE 5 BOMPOCOB BOIIPOCOB

Py0e:kHbIi KOHTPOJIb 0 pasaeny 2 Opranuzaunus J0KYMeHTAIMOHHOTO o0ecneyeHust
KonTpoabHas padora

KonTtpoJuabHasi paboTa cOCTOMT U3 ABYX 3aJJaHUI: NepPBoe 3a/IaHNe OTBETHI HA BONIPOCHI TeCTA U
BTOpOeE 3a/1aHNe — MCIPABJIeHHe OIIMOOK B O/1aHKe JOKYMEHTa, MAKCMMaJbHOe Y1 cJI0 021108 28
Kpurepum ouenku:

«OTJHYHO» - 28-26 PaBUIBHBIX OTBETOB

«xopo1oy» -25 -20 mpaBUIILHBIX OTBETOB
«YHOBJIETBOPHUTEIbHO» - 19-14 mpaBUIBHBIX OTBETOB

«HEYI0BJICTBOPUTEJIBbHO» - MEHE 14 NpaBUIIbHBIX OTBETOB

KonTpoannas paGora
Mo ANcHMIINHE «/loKyMeHTaIHOHHOE o0ecriedeHne yIpaBIeHusD

BapuanTt 1

3ananue 1 OTBeTHTH HA BONIPOCHI TeCTA
3ananue 2 Ha pparmenTe 1okymMeHTa HAWTH M HCTPABUTH OIIUOKHU

TECT
1.HomeHKJIaTypa /ieJ1 mpeIHa3HAYeHa JIIs:

1. Cucremarusanuu JTOKyMEHTOB Ha MPENPUITUN

2. I'pynnupoBKH NCIIOJHEHHBIX TOKYMEHTOB B JIeja U UX y4eTa
3. I npaBUJIBHOTO XpaHEHUsl JOKYMEHTOB Ha MPEANPUATUI
4. CobnroneHus pekumMa CeKpeTHOCTH Ha MPeIpUsTHH

2.Kakue 10KyMeHTBI BXOAAT B COCTAaB PACNOPSANTEIbHBIX JOKYMEHTOB
1.CtpyKTypa 1 mITaTHasi YUCICHHOCTh
2.IIporokon
3.IIpuka3 no OCHOBHOM AESTETbHOCTH
3..3 kakuX 4YacTell COCTOUT TEKCT NMPHUKA3a M0 OCHOBHOM AesITeJIbHOCTH
1.PacniopsiuTenbHOM U KOHCTAaTUPYIOLIEN
2.PacniopsinurenbHON
3.BBOJIHOM M KOHCTATUPYIOIIEH
4.3aBepsieTcsi 14 NOANMCH PYKOBOAUTEJISI OPraHU3alMK HA NPUKAa3e
1.1a
2.Her
3.B 3aBHCHUMOCTH OT TEKCTa ITpUKa3a
5.CK0JIbKO 3K3eMILISIPOB 10roBopa oGopMJIsIIOTCS
1.0qun
2.JIBa
3.I1o unciy ctopoH
6.1Ha xakux 10KyMeHTax uMeercsi rpu@ «Y TBepsKAeHHsD)
1.Y4upenurtenbHblil 1OTOBOP
2.CTpyKTypa U IITaTHasi YUCIEHHOCTh
3.Ha Bcex nepeync/ieHHbIX TOKYMEHTAaX
7.Tenedaxc (pakc) — 310
| .MOIMHHKK TOKyMEHTaM



2.Komus TOKyMEHTa IepeJaHHOro Mo KaHajaaM (pakCUMHUILHOU CBA3U
3.Konust onpeneneHHoi yacTh T0KyMEHTa
8.Teaedponorpamma — 310
1.060011eHHOE Ha3BaHKE TOKYMEHTOB, MEPEJaBaeMBbIX 110 TeJerpady nin TeneTaimy
2.000011eHHOE HAa3BaHUE JOKYMEHTOB, IIepeaBaeMbIX 10 TeaedoHy
3.JI0OKyMEHT, MOATBEPKIAIONINI KaKkue-IIn00 (PaKThI WM COOBITUS
9. Ha kakuX JOKYMEHTAaX MMeeTcsl PEeKBU3UT «3aroji0BOK K TEKCTY»
1.Ha Bcex
2.Ha cmyxeOHBIX MHchbMax
3.Ha opranu3anioHHBIX TOKyMEHTax
10.OxapakTepu3yiiTe ¢ TOYKHU 3pEHUS NPUHAIEKHOCTH K PEKBU3UTAM CJeAYIOIIHA (parMeHT:
«l'eHepabHBIH TUpPeKTOP  (JIMYHASA MOANMCH) HN.A. UBaHoB»
1.Iloamuce
2.Pe3omonus
3.Anpecar
11.Kakune opranM3auMoHHbIe JOKYMEHTBI YTBEPKAAIOTCS PYKOBOAWTEIEM OpPraHu3auuu
1.10KHOCTHBIE MHCTPYKLIUN
2.1ITatHO€ pacniucanue
3.Bce nepeuncieHHble JOKyMEHTBI

12. Kakue JOKyMEHTbI OTHOCATCH K OPraHM3alMOHHBIM
1.YupenurenbHplil 10roBop
2.IIpoTokoin o61Iero coopanus
3.Ykazanue
13.TexeT 10KJIATHOM 3ANIMCKH COCTOMT U3 CJIEAYIOIIUX YacTei
1.13n0xkenust HakToB, MOCTYKUBIIUX TPUUUHON €€ COCTABJICHUS, BEIBOJIOB U
MPEIJI0KEHU I
2.OCHOBHOM U pacnopsiIUTENbHON
3.BBOHOI M KOHCTATUPYIOILIEH
14.KT0 yTBepKIaeT aKT
1.PykoBonuTens opranu3anun
2.Ilpencenarens KOMUCCUI
3.Ilpeacenarens U 4ieHbl KOMUCCUH

15.Pacnopsizkenune — 310
1.IIpaBoBO¥ aKT, M3/1aBaeMblii PYKOBOJIUTEIIEM OpraHU3ALMH, IEHCTBYIOIIUM HA OCHOBE
€IMHOHAYaJINs, Ul PEIIEHUSI OCHOBHBIX U OIIEPaTUBHBIX 3a]a4
2.PacniopsiniuTenbHbIN JOKYMEHT, U3aBaeMblii OpraHaMH, JEHCTBYIOIIMMH Ha OCHOBE
KOJUIETUAJIbHBIX IPUHIIUIIOB
3.PacniopsinTenpHbIN TOKYMEHT, U3aBAEMBbII PyKOBOAUTEIEM OPTaHU3ALNN WU MOAPA3ACICHUS
JUISl PELLIEHNUs OTIEpPAaTUBHBIX BOIIPOCOB
16.KT0 HeceT OTBETCTBEHHOCTH 32 H3aHHE PACIIOPSAUTEIBLHOI0 JOKYMEHTA, M3JAHHOI0 HA OCHOBE
eIMHOHAYAJIHA
1.JIuo noanucasmiee JOKyMEHT
2.PykoBoauTENH OPraHU3aLNN
3.JIu110 cocTaBisrONIee MPOEKT MpUKa3a
17.Kakoii JOKYMEHT OTHOCHTCSI K HHGOPMAIIHOHHO-CIIPABOYHbIM
1.CnpaBka
2.MHCcTpyKIus
3.VYkazanue
18.KT0 mognuceiBaeT MpPOTOKOJI
1.Cexpetapp
2.Ilpencenarens
3.Ilpencenarens u ceKpeTapb



3aganue 2. HaiiTy 1 ncnpaBuTh OIIMOKHU

®upma «MICTOK» YTBEPXJAIO:
I"Mockga, yn. Konxo3nas, 17
Ten. 999-99-99 Hupekrop hupmbl
11.09.2008 Ne21 (moanuce) MBanor 1.1.

r.MockBa 12.09.08
anmapara
yIpaBIeHUS

HaunmenoBanue [[ITaTHast YUCIEHHOCTh

CTPYKTYPHBIX

MOAPA3IAECIEHUN U

OKHOCTEN
3amecTuTenb AUPEKTOpa Cunopos C.C.

Howmepa Borpocos
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18

Mep
oTBE
Ta




3.0IpakTnyecKue 3aHATHUS

Homep HaunmenoBanue paboThI

paboThI

1 OdopmiieHre PEKBU3UTOB

2 Pa3paboTka u opopmiieHre OpraHu3auOHHBIX TOKYyMEHTOB U

pacropAaUTECIbHBIX TOKYMCHTOB

3 Pazpabotka n opopmieHne cipaBoYHO-HH(POPMAIIMOHHBIX IOKYMEHTOB.
Pa3paboTka u opopmiieHre 1eTOBBIX MHUCEM

4 Pa3pabotka u opopmiieHue T0KyMEHTOB MO TPYAOBBIM OTHOIIEHUSM

5 PazpaboTka n oopMiieHHE TUITOBBIX JJOTOBOPOB

Kpurepum ouenku:
«OTJIMYHOY» - BHITIOJTHCHUE 33JJaHUs M ¢Jlada OTYETA B JICHD BBIITOJIHECHUS, PABUIIBHBIA HCUYCPITBIBAIOIIUI
OTBET Ha KOHTPOJIbHBIC BOIPOCHI
«XOPOIII0» - BHIMOJIHCHHE 33JJaHUs U ¢Jlada OTYETA B JICHD BBITOJIHCHUS, HATMIUE ONIHNOKH B
BBITIOJTHCHHOM 3aJ[aHHH WJIM OTBETE HAa KOHTPOJIbHBIC BOIPOCHI;
«y10BJIETBOPUTEJILHO)» - BRINOTHEHUE 3a1aHus 6onee 50% u cada oT4eTa B ICHb BBIIOTHEHUS;
HaJM4Yre OMIUOKYU B BHIMOJIHEHHOM 3a/IaHUU HJIM OTBETE Ha KOHTPOJIbHBIE BOIIPOCHI U HECBOEBPEMEHHAasI
cJada oT4eTa
«HEeYI0BJIETBOPUTEJIbLHO» - BHITIOTHEHHE 3a1aHus MeHe 50%.
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1. TACHHOPT KOMIIVIEKTA KOHTPOJIBHO-OIIEHOYHbIX CPEJACTB

1.1 O6sacTh NPUMEHEHNSI KOMILIEKTA KOHTPOJIbHO-0LIEHOYHBIX CPeICTB

Komriext OOCHOYHBIX CPCACTB IPCAHAZHAYCH IJII OLUCHKH PC3YJIbTATOB OCBOCHHA

muctumuinHbl OI1.06 «JlokyMeHTanmoHHOe o0ecredeHue ypaBiICHUsD

Taoanua 1
PesyabTarsl OcHoBHBIE TOKa3aTeTH Tun 3aganus, ®opma
0CBOEHHS OLIEHKH Ne 3aganus aTTrecTanun
pe3yJbTara H uX KpUTepun
YMETbH
OdopmisiTh COOTBETCTBHE BBITTOJIHEHHOTO IIpakTnueckue paboThl Texymuii KOHTPONIL Ha

JOKYMCHTAIIUIO B

3aaHus OTAJIOHY

3amanus Ne 1-5

MpaKkTH4ecKol pabote

COOTBETCTBHU C [IpaBuibHOE TectupoBanue o temam2.1, | auddpeHIUPOBAHHBIN
HOPMaTHBHOM opopmiIeHrEe 2.2 sader
0a30i, B T.4. C OpraHU3alMOHHOM,
UCIIOJIb30BAaHUEM  PACIOPSAUTEIILHON U
MH()OPMALMOHHBIX HMH(OPMAIIIOHHO-
TEXHOJIOTUU CIIPAaBOYHOM JTOKYMEHTALUH C
UCIIOJIb30BaHHEM
UH(POPMAITMOHHBIX
TEXHOJIOTU
ITpoBoauTh BJIaJICHHE OCHOBHBIMHU OdopmieHre TOKyMEHTOB ¢ = AU(PPEeHIMPOBAHHbBIH
aBTOMAaTHU3MPOBAHH | CPEACTBAMU IIpOrpaMM AJIst y4€TOM YHU(PUIIMPOBAHHBIX 3a9€T
yt0 00paboTKy BBITTOJTHEHHS (bOopM TOKYMEHTOB KaJIpOBOI
JIOKyMEHTOB npodecCHOHABHBIX 3a/1a4; CITy OBl
[MpakTrueckas padora
HCIIOJb30BaTh COOTBETCTBHE BEHITTOJIHEHHOTO IIpakTuueckue paboTsl Texymuit KOHTPOIIL Ha
YHU(QUIMPOBAHHBIE | 3a/IaHKs DTAIOHY 3ananue Ne 4 TNPAKTHYECKOH paboTe
bopMbl
JIOKyMEHTOB;
OCYIIECTBIIATE Co3gaHue 3IeKTPOHHBIX [IpakTrueckne paboThI Texymuii KOHTPOJIb Ha
XPaHEHME U TIOUCK  apXHMBOB, POPMUPOBAHHE 3afanus Ne 4 TNPAKTHYECKOH paboTe
JIOKYMEHTOB; nen, opopmiIeHHe e, nnbGpeHIPOBAHHbII
paboTa ¢ pa3TUYHBIMH sa1er
KapTOTeKaMH
HCITOJIb30BaTh HCIIOJIL30BaHUE [IpakTrueckue padoThI UG GpeHIMPOBaHHBIN
TEJICKOMMYHHUKAIIAO TEJICKOMMYHUKAIIMOHHBIX 3aganus Ned,5 3a4eT
HHBIE TEXHOJIOTHH B CPEICTB JJISl PELICHUS
JNEKTPOHHOM npodecCHOHATBHBIX 3a/1a4
JIOKYMEHTO000poTe

3HATD




ITOHMMaHHC u OCO3HAaHUC

IIncbMeEHHBIN OIIPOC 110 TEME

Texywmuii KOHTPOJIb

OcCHOBHBIC poiM JOKYMEHTa B IKH3HH «TepMuHbI B 0051aCTH

MOHATHE, ST, yejaoBeka U OOIIecTBa, B JOKYMEHTALlHOHHOTO

3a/1a4u U chepe yIpaBIICHUS U obecrieueHHs yIpaBICHHsI

TIPUHIIAIIBI npodeccruoHaIbHON

JICTIONPOM3BOICTBA; ACATEIHLHOCTH

Cucremsl Opranu3zanus TecTupoBaHue 110 TEME JuddepenunpoBanu
JOKYMEHTAI[HOHHOT | JIOKYMEHTO000pOTa B «OpraHu3aioHHO- bIi 3a9€T

(0] O6eCHe‘IeHI/I5I COOTBETCTBUHU C LCIISIMHU U pacnopsaauTCIbHbIC

YIpPaBJICHUS U U3 | 3ajlayaMiu JOKYMEHTBI»

aBToOMaTu3alusa

KJ1acCU(UKAIHIO
JIOKYMEHTOB

JIOKYMEHTAI[MOHHOTO
oOecrieueHus: yIrpaBJIeHUS

CocraBnenune Pa3HbIX BH/IO0B
JOKYMCHTAallUU

[TrnceMeHHBIN ONPOC MO TEME
«OdopmiieHne 10roBopoB»

CamocrosrenbpHas paboTa
no teme «Pabora ¢
JTOKYMCHTAMI

Texymuii KOHTPOJIb

TpeboBanus k
COCTaBIICHHIO
JIOKYMEHTOB

OpTraHHU3aIHI0
JTIOKYMEHTO000poTa
: IpUEM,
00paboTKy,
pErUCTpaltIo,
KOHTPOITb,
XpaHEHHE
JIOKYMEHTOB,
HOMEHKIIATYpy J1eJ

Opranuzanus
JTOKYMEHTO000pOTa B
COOTBETCTBUH C LEISIMH U
3a/1auaMu
JOKYMEHTAIIHOHHOTO
o0ecrie4eHusl yIpaBIeHUs

CocraBnenue HOMCHKIJIATYPbI
p1(SA) |

Texymuii KOHTPOJIb




2 Opranu3anus NPOMe:KyTOYHOM aTTecTalluu
[TpomexxyTodHast aTTecTarys IpoBoAUTCs B popme muddhepeHIMpOBaHHOTO 3a4deTa (5 ceMectp).
HuddepeHunpoBaHHbI 3a4eT B BHJAE MHTEPHET TecTUpoBaHMs MO TeMe «TecT yueOHBIX

JOCTHKEHUN 110 KypCy OCHOBBI JEJIONPOU3BOACTBa» JlOCTHXKEHUS TO Kypcy «/lemonpons3BoacTBoy»
http://rodn-i-k.narod.ru/test_dpr.htm

Nurtepuer TtectupoBanue no rteme « JOCTUKEHUSA 110 KYPCY
AEJIOIMPOU3BOICTBA»

NHcTpyKums: YKakuTe Bce BePHbIe BADHAHTHI OTBETOB Ha BONIPOCHI TecTa U Bbl

omnpeneuTe ypoBeHb Baniero ycBoenus JaHHOIO Kypca
Ha riaBHyIo cTpanuny

Ha xakom CKoJIbKO Kaxmue u3 noxymentos |/laToii mpuka3a Kakne 10KyMeHTBI OTHOCATCS K
popmare PEKBH3UTOB OTHOCSATCS K siBJIsieTCo JaTa... OPraHU3alMOHHBIM?
Oymaru NpeAycMaTpUBaeT | PacopsAMTeIbHbIM?
ucnoaHsiioress HoBbIii TOCT? COLIACOBAHMSE IMpukas
caryseOHbIe IIporoxoa MOANMCAHMS Iosoxenne
JIOKYMEHTEI? 30 HHCTPYKTHBHOE YTBEPKACHUS Vkazanue
29 NMUCBMO perucTpanuu Copaska
A2 31 Ykazanue
A7 29 IMonoxenne
AS
A4
PykoBogurtens Ha3znauenue IIpuxa3 - 3to npaBoBoii Kakoe onpenenenne | ABTOPOM Ci1y:KeOHOIr0 MUCbMa
(upmBbI ¢ PACHIOPSIANTENBHBIX |AKT, H3AABAEMBIii... OTHOCHTCS K CTIpaBKe? |SIBJISIETCS...
MOMOIIbIO AOKYMEHTOB - 3TO... " IoKyMeHT,
OpraHusalon PYKOBOAMTEIEM coztepakammit ..." opranusauus, Gupma, OT UMeHH
HbIx peaju3anysl | OpraHM3anuy HA KOTOPOii MOChLIAETCS] MUCbMO
AOKYMEHTOB... |\ cTemMbI 1 NpaBax eANHOHAYAJIUSA noapodHoe JOJIZKHOCTHOE JINI0, KOTOpoe
NpoLeccoB € HebI0 pa3pelieHdsl | ONHMCaHHe KAKOIo- NMochbLIaeT MUCBMO
ynpaBJeHHst OCHOBHBIX BOIIPOCOB Judo paxTa nian HCTMOJHHTEJIb, KOTOPBIii TOTOBH
OCYIIIECTBJISAET] BBICIIIUMH COOBITHA C BHIBOJAMH |[MHCHMO
VBOJIbHEHHE  PeryJHpOBaHHe opraHamu U TIpe1JI0KEeHHsIMH JIMIIO0, OTIPaBHBIIEE MICHEMO
PaGOTHUKOB  |IeSTeJbHOCTH, HCHOTHUTEJILHO aBTOpa
N03BOJISIIONIEe BJIACTH ____ moapoOHbI X0
onpenessier | OPramy ynpapienus PYKOBOAMTeNEeM |KaKOro-1160
npaea n oGecIeYnBaTh OopraHM3anuu no MeponpUSITHSI
oGs3annocTn | PeATH3ANMIO BONpocaM nepeteHb
cOTpyIHHKoB MOCTABIECHHBIX nH(pOpPMaALHOHHO- MeponpHusTHii
Tepex HUM 3a71a4 MeTOAMYeCKOro MOATBEPKICHHE
Hoompsier xXapakTepa WJIM ONMCAHNe TeX WIH
oTsimunBIIeroc| IAHMPpOBaHHe HHﬁb - (bilKTOB "
s paGoTHiKa AEATETLHOCTH coBelaTeJbHbIMH COOBITHH
yUpeKIeHnst OpraHaMH y4pe:xKIeHHus
ompegenser C(iOﬁHIeHl/Ie
mocJjieaoBareJ1 CBEACHNH,
LHOCTE nooyKIaLIHUX

Oprassbl ynpaBjieHHUs
NPUHUMATh

neiicTBUIl pu
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BBLINOJTHEHUH
TOM WM MHOH
padoThI

Bo BBOIHOI
JacTH
pacnopsiauTes
HLHOT'O
[TOKyMeHTa
coJepKaTCH...

eI u
MPUYUHBI
co31aHus
TOKyMEHTa

OCHOBHbIE
HaINpaBJeHUs
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€ero
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o...
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M
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AOKYMEHTOB
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K
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K cnpaBouno-

Kaxkoro pekBusura Her

B (popmyJisipe
cJIy:ke0HOoro nucsmMa?

HaumenoBanus

yupeKIeHUs-aBTOpa

HaumenoBanus

BUdAa JOKYMEHTa

3arojioBKa K

HHGOPMAIMOHHBIM | TEKCTY TOKYMEHTa

K
OpraHu3alMOHHbIM

Jaroii akra
sIBJIsSIETCS J1aTA...

YCTAHOBJIEHHOTO

COOBITHA
MOANMCAHUS
YTBep:KIeHUS

HU3TOTOBJICHUS aAKTa

TekcT aKTa J0JKEH
3aKAaHYNBAThLCH...

pacchbLIKOi
10 IK3eMILIApaM
MOAMUCSIMU
OTMETKOHi 0
MPUJIOKEHUH K
JOKYMEHTY

ne4yarbio

Anpecara

K kaxoii rpynmne
AOKYMEHTOB OTHOCSITCS
crpaBKa u
JAOJ’KHOCTHAsI 3aIHCKa?

K auynbIM
K cnpaBouHo-

HHPOPMALMOHHBIM

K

pacnopsauTeJbHbIM

K

OPraHU3aAMOHHBIM
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HAJIMUCh HA TOKYMEHTe

"BepHo'' ynocToBepsierT,

qTo...

NNPpaBUJIbLHO

yKa3aH ajpec

NMACHOPTHBIE

JaHHBIE 3asIBUTeJIs

COOTBETCTBYIOT

JeliCTBUTEILHOCTH
Jaara 10KyMeHTa

Kak na3sbiBaercs
AOKYMEHT, B KOTOPOM
onpeaeasioTcs
JM0JKHOCTHBIE
00sI3aHHOCTH
paGoTHHKa
yupe:xaeHus?

Ipasuaa
HNucrpykuus
Ycras
IloJsioxeHue

Pe3oaronuio Ha
CJ1yKeOHOM MHucbMe

JoKyMeHT, pUMKCUPYIOIIHIA X0
o0cy:k1eHHs] KaKoro-jaubo Bonpoca -
3TO...

aKT
MPOTOKOJI

NpHKa3

AOKJIA/HAsA 3aNUCKA

Kakas oprrexHuKa MCnoJib3yercsi Ajs
ONepPaTUBHOM MePeCchbLIKU CIYKeOHBIX

MOKHO ITHCATb... nucem?

10 TEKCTY Komnbrorep
nuchbMa daxc

HA OTAEJIbHOM Kcepoke
JucTe Oymaru Tenedon

B OTAEJILHOM
cnenuajabLHOM
JKypHaJe

Ha CBOOOJHOM
OT TEKCTa MecTe

I'me momemaercst
"OTMeTKa 0
NMOCTYIIEHUH
JAOKYMEHTa B
opranmsanui'?

aeJ10

Ha neBom moJie

Ha BepxHem AeJ10
moJie

Ha amxneM
moJie

Ha s1060M

JoKyMeHT0000pOT - ITO ABUKEHHE
AOKYMEHTA ¢ MOMCHTA...

€ro Co31aHusd 10 OTNpPpaBKH
€ro 1nmoJy4eHusi 10 NoANIMBKU B

€ro CO3JaHud 10 NOJIINBKHU B

€ro moJay4eHusi Ui CO3AaHUA 10

MOJUIIMBKHY B J1€JI0 WJIH OTIIPABKH
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BepHa cBOOOJHOM OT TeKCTa

npeaceaaresie Komus Mmecre
M 1 YJIeHaAMH JOKYMEHTAa TOYHO
KOMUCCHUU coBnajaer €
NOAJITMHHUKOM
ceKperapem
PYKOBOAHMTEISA

CooTBeTcTBHE pe3y/ibTaTa TeCTa B
NPOLEHTAX U IKOJIbHON OlleHKH
(npeaBapuTelibHOE, €3 MoAcYeTa

CpeIHUX 3HAYEHHUIT):

Bam pesynbrar

69- | 70- 100-
Pe3-Tt B % <50 50 189 90
IIkonbHas ponmge Lo g
OlIeHKA

KpuTtepuu oleHKH HWHTEPHET TeCTHPOBAHMUS

OIIEHKA OTJIMYHO - BEpHbIE OTBETHI Ha 23-25 Bompocos (90-100%)

OIIEHKA XOPOIO - BepHBIC OTBETHI Ha 18-22 Bompoca (89-70%)

OIIEHKA Y/IOBJIETBOPHTEILHO — BepHbIC OTBETHI Ha 17-13 Bompocos (69-50%)

HToroBasi ouenka ompene/sieTcsi C y4eTOM BbINOJHEHUS NMPAKTHYeCKHX PadoT, py0e:kHOro
KOHTPOJISA 3HAHMI U Pe3yJIbTAaTOB MHTEPHET TeCTHPOBAHUA
Kpurepun ouenku q1up¢epeHuupoBaHHOIo 3a4eTa
«OTJMYHO» - BBIIIOJHEHNE BCEX MPAKTUUECKUX 3aJJaHUH, BBIOJHEHUE PyOEKHOTO KOHTPOJIS CO
cpeaHuM Oaiom 4,5 — 5, Ipu yCIOBUM OTCYTCTBUS IIPOMYCKOB 3aHATHI U BBINOJIHEHUS HHTEPHET
TECTHUPOBAHUS C OLIEHKOH He HIDKe 4, TMOO0 NMPHU HAJIMYUH MPOIYCKOB 3aHATUH C MOJTY4YEHHUE 3a YCTHBIN
OTBET IO MPOIYILIEHHOMN TeMe OLIEHKH He HuXke 4
«XOPOLIO» - BHIOJHEHNE BCEX MPAKTHUECKUX 3a]JaHHH, BBITOJHEHNUE PyOeKHOTO KOHTPOJISL CO CPETHUM
6amiom 3,5 — 4,4, Ipu yCIOBUU OTCYTCTBHSI IPOITYCKOB 3aHSITHM W BBINOJIHEHUS UHTEPHET
TECTHUPOBAHUS C OLIEHKOM  He HIDKe 4, TMOO0 NMPH HAJTMYUH [TPONYCKOB 3aHATHUH € MOTy4YeHHUE 3a YCTHBIN
OTBET IO MPOIYILEHHOMN TeMe OLIEHKH He HuXke 4

«YAOBJIETBOPHUTEIbHO» - BHIIOJIHEHHE BCEX MPAKTUUYECKUX 3a/1aHUH, BBINOTHEHHE PYOS)KHOTO KOHTPOJIS
co cpenHuM OamioM 3 —3,4, Ipu yCIOBUM OTCYTCTBHUS MIPOIYCKOB 3aHATUN M B BBINOJIHEHUS HHTEPHET
TECTHUPOBAHUS C OLIEHKOM He HMKe 3, 1100 MpH HAIWYMH MPOIYCKOB 3aHATHH € MOJyuYeHHe 3a YCTHBIN
OTBET IO MPOIYILEHHON TeMe OLIEHU He HIKE 3,

«HeY10BJIETBOPHUTEIbHO» -HEBBIIIOJTHEHUE MPAKTUYECKUX 3aJaHUH, BBINOJHEHHE PYOSKHOTO
KOHTPOJISL CO CPEeHUM OajlIoM HUXe 3, BBIIOJHEHHS MHTEPHET TECTUPOBAHUS C OIIEHKOM Huxe 3,
100 MPH HATMYMH MIPOIYCKOB 3aHATHH € MOIyYeHHUE 3a YCTHBIA OTBET 110 MPOIYIIEHHON TeMe OILIeHKH
HUXe 3.

IIpu HamM4YuM cIOpHOI olleHKH HA TH((epeHIPOBAHHOM 3a4eTe 00y4aroImiicss MOXKeT c1aTh
MOBTOPHO J1100y10 (hopMy py0e:KHOTO KOHTPOJIs1, TM00 OTBETUTH YCTHO Ha BONPOCHI K
AU(ppepeHHPOBAHHOMY 3a4€TYy.
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