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MognucaHo anekTpoHHoi nognuckio ®r60Y BO «HUY «M3aU»
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OBILIASA YACTD

OneHouHblE MaTepHallbl 10 AUCLUUIUIMHE TMpPEAHA3HAYEHbl MJI OLEHKU: JOCTHKEHUS
0o0yyarolMMUCS  3aIUVIAHUPOBAHHBIX  PE3YyJIbTATOB  OOyYeHUs 10 JAMCLUUIUIMHE, JTana
(dbopMHpOBaHUs 3aIUTAHUPOBAHHBIX KOMIIETEHIIMN M YPOBHS OCBOCHUS TUCIUILINHBI.

OrneHouHble MaTepuallbl MO JUCHUIUIMHE BKIIOYAIOT OLEHOYHBIE CPEICTBA I MPOBEACHUS
MEPONPUIATHH TEKYILIET0 KOHTPOJIS YCIIEBAEMOCTH U IPOMEKYTOUHOM aTTECTALUH.

dopmupyembie y 00y4aromerocsi KOMIETeHIINN:

1. OIIK-6 criocoben mpu pemeHn npodecCHOHaIbHBIX 3a/1a4 OPraHU30BBIBATD 3AIIUTY

uH(pOpPMAIIUK OTPAHMYEHHOTO JJOCTYIA B COOTBETCTBUH C HOPMATHUBHBIMH MTPABOBBIMH aKTaMH,

HOPMAaTUBHBIMH U METOJIMYECKUMH JIOKyMeHTaMu DeiepalibHOM ClTy:KO0bl 6€30M1aCHOCTH

Poccwuiickoit @eneparuu, GenepaabHON CITYKObBI IO TEXHUYECKOMY U 3KCTIOPTHOMY KOHTPOITIO
NI-1 OdopmiseT pabouyro TEXHHUECKYIO IOKYMEHTAIIMIO C YIETOM JICHCTBYIOIINX
HOPMATUBHBIX U METOJMYECKUX JOKYMEHTOB

H BKJIFOYACT:
AJIS TEKYHIEro KOHTPOJIA YCIIEBAEMOCTH

dopma peanuzanuu: [TuceMenHas padota
1. KonTponbras pabota 3. KorrponsHas padora 4 (KonTpoibpHas padbota)
2. Tect 1. KontponsHas padota 1 (IIpoBepounas pabora)
3. Tect 2. KontponwHnas padora 2 (IIpoBepounas padora)

BbPC nucuuninHbl

7 cemecTp

Beca KOHTpOIBHBIX MeponpUsITHiL, Y0

Nupnekc KM-1 | KM-2 | KM-3

Paznen mucuuruimHel
3ACIL AMCTL KM:

Cpox KM: 4 8 13

OCHOBBI TEXHOJIOTMH 3alLUIIIEHHOT0 JOKYMEHTO000pOTa

HOpMaTI/IBHO'HpaBOBLIe OCHOBBI OpraHHu3alun KOH(I)I/I,I[CHI_II/IaJ'IBHOFO
JACJIOMPOMU3BOJACTBA

Crneuunguka TeXHOIOTUU KOHPHUIESHINATBHOTO JJOKYMEHTO000pOoTa +

VYuer koH(UIEHIIUATBEHBIX TOKYMEHTOB +

Opl" aHu3a1us 06pa60T1<1/1 KOH(I)I/IIICHLII/IaJ'IBHBIX JAOKYMCHTOB

O06paboTka BXOIAMNX KOH(PUACHIHATBHBIX JOKYMEHTOB +

O06paboTka UCXOASIINX U BHYTPEHHUX KOH(UICHIIMAIBHBIX
JIOKYMEHTOB

[Topsimok paGoTHI UCTIOTHUTENEH ¢ KOH(DHUICHIIMATLHBIMU
JIOKYMEHTaMu

Opl" aHU3alud JOCTYyIla K KOH(I)I/IILCHI_[I/IaHBHBIM JOKYMCHTaM +




Pa3sMHoOKeHME KOH(PHIECHIIHATBHBIX JOKYMEHTOB +
Opranu3anys XpaHeHus: KOH(QUICHIHAIBHBIX JTOKYMEHTOB U JIEJT
CI/ICTeMaTI/I3aI_II/I$I H OHepaTI/IBHOe xpaHeHHe KOH(I)HI[CHI_[I/IaHBHBIX +
JIOKYMCHTOB H JICJT
ApXUBHOE XpaHEHHE KOH(DUICHIHAIBHBIX TOKYMEHTOB U JIEIT +
Opranu3zanys IpoBEpKU HAINYUS U YHUUTOXKEHUS +
KOH(HICHIMAIbHBIX JOKYMEHTOB
OCHOBBI OpraHH3aIINH 3AIUIIEHHOTO JICKTPOHHOTO N
JOKYMEHTO000pOTa

Bec KM: 30 30 40

$O061as yacte/[I1s1 MPOMEXKYTOUHOM arTecTanuud




COJAEPKAHUE OLNEHOYHBIX CPEJACTB TEKYHEI'O KOHTPOJISA

1. Oyenounvie cpeocmea 011 OUeHKU 3ANIAHUPOBAHHBIX PE3YIbIMAM 06 00yUeHUA NO OUCUUNTIUHE, COOMHECEHHBIX C UHOUKAMOpamu
00CMUIICCHUS KOMNEmeHY UL

Nunexc Nunukarop 3anjaHUpOBAHHBIE KonTposbHas Touka
KOMIIETCHITHH pe3ynbTaThl  OOYYCHHS TIO
JUCIUILINHE
OIIK-6 N -lonk-6 Odopmnser | 3HaTh: Tect 1. Kontponbnas padora 1 (IlpoBepounas padota)
pabouyro TEXHUYECKYIO | 3aKOHOJATeNIbHbIE aKThI U Tect 2. Kontponsnas padora 2 (IlpoBepounas pabora)
JOKYMEHTAIIMI0 C Yy4YETOM | HOpMAaTHUBHO-MeToau4eckyto | KonrponbsHas padora 3. KontponbHas padora 4 (KorrponsHas padora)
JNEHCTBYIOIINX TUTEepaTypy, IpaBuiia u
HOPMAaTHUBHBIX U | MHCTPYKIIUH,

METOANYCCKUX NOKYMCHTOB

pernamMeHTupyomue padboTy
C TIOKYMEHTaMH
OTPaHUYEHHOTO JIOCTYIIA, B
TOM YHCJIE
KOH(UIEHINATEHBIMU
JOKyMEHTaMHU
KIaccupuKauu
nH(OPMAIINY U IOKYMCHTOB
OTPaHUYEHHOTO JIOCTYTIA,
BHUIBI TaH

METOJIbI paboTHI C
KOH(UICHITNATEHBIMH
JOKYMEHTaMH B TEKYIIEM
JICIIONIPOU3BOJICTBA U APXUBE
OpTraHU3aI’

VYMmeTs:

paspabarbIBaTh U
0pOopMIIATh HOPMATUBHO-
METOJINYECKUE MaTepPHAIIbI
10 perjiaMeHTAINH




MIPOIIECCOB 00Pa0bOTKH,
XpaHCHHS U 3aIIUTHI
JOKYMEHTOB OIpaHHYEHHOTO
JOCTYTIA, B TOM YHCJIE
KOH(UICHITMATEHBIX
JOKYMEHTOB,
KOHTPOJIUPOBATh U
aHaJM3UPOBATh YPOBECHb
OpPraHu3alMOHHON 1
TEXHOJIOTHYECKOM
3alUIIEHHOCTH
JIOKYMEHTOB, OpPIaHU30BaTh
paboTy ¢ TOKyMEHTaMH,
COJIepKALTUMH
KOH(DUIEHIINAIbHYIO
UHPOPMAIIHIO, B TEKYIIIEM
JIeTIOTIPOU3BO/ICTBE,
OpPraHU30BBIBATH APXUBHOE
XpaHEeHHE
KOH(UIEHITMATBEHBIX
JIOKYMEHTOB




1I. Cooepicanue ouenounvix cpeocme. lllkana u kpumepuu oyenusanus

KM-1. Tecrt 1. KonTpouasHnas pa6ora 1

®opmbl peasuzanun: [TuceMennas padora

Tun KoHTpOIBHOr0 MeponpusaTus: [IpoBepounas pabora

Bec konTpoabHoro meponpusitusi B BPC: 30

IIpouenypa npoBeaeHnsi KOHTPOJbLHOI0 MEPONPUATHSA: PAKTUUECKOE 3aHATHE

KpaTkoe conep:kanue 3a1aHusi:
[ToaroToBka mpeuIoKeHU 0 CHATUH rpruda KOH(PUICHINATBHOCTH BO3JIaraeTcsl, Kak MpaBuIIo,
Ha SKCIEPTHYIO KOMHCCHIO, CO3/[aBacMYIO 110 PEIICHUIO PYKOBOJICTBA OPTaHHU3AIIHH.
3aKiroueHre KOMUCCHH O(OPMIISIOT aKTOM, YTBEPKIAEMBIM PYKOBOJICTBOM opranu3amnuu. Ha
JOKYMEHTE (IOKYMEHTE BBIJICTICHHOTO XPaHCHHUSI, BHEIITHEM JIEKTPOHHOM HOCHUTEIE) TpUd
KOH(HICHIIMATHHOCTH 3a4€PKUBAIOT OJHON YEPTOH U PSJIOM C HUM C IIOMOIIBIO CIIEIIHATBLHOTO
HITamia Wik OT PYKH JIeJal0T OTMETKY O cHATUM rpuda: I'pud cusar. Akt Ne. ot
(YKa3zaTh HOMEp aKTa U JaTy ero yTBepxaeHus pykoBoaurteneM) ['pud 3aBepsercs: moAnuckyo
JIMIIa, OTBETCTBEHHOI'O 32 BEJCHHE KOH(DHICHIIHAIBHOT'O JICJIONPOU3BOICTBA, U MEYATHIO
OpraHu3anuu (CTPYKTYpPHOI'O OApa3aAeieHus ). AHAIOIMYHbIE OTMETKU BHOCATCS B OMMCH JEI1,
YKYPHAJIbl PErHCTPALUU KOH(DUICHIIMAIBHBIX TOKYMEHTOB (y4eTa JIOKyMEHTOB BBIJICIICHHOTO
XpaHEeHHs, BHEITHUX JIEKTPOHHBIX HocuTenei). O cHsiThu rpuda KoHQUICHINAIBHOCTH C
JOKYMEHTOB (JJOKYMEHTOB BBIZICIICHHOTO XPaHEHUS, BHEIIIHUX AJICKTPOHHBIX HOCHTEIICH )
Heo0Xx0au

KoHTpoJibHbIE BOIPOCHI/3a1aHUA:

3HaTh: 3aKOHOOATCIIBHBIC AKTHhI U 1. KakoBsl e, 3aga4uv U MOopAJO0K NPOBCACHUA
HOPMAaTHUBHO-METOIUYECKYIO paccrieoBaHuii 1Mo GakTaM yTpaThl KOHPHUACHIUATHHBIX
JIATEPATYPY, IpaBUiIa 3 JIOKYMEHTOB?

WHCTPYKIIMHU, PETIaMEHTHUPYIOIIUE
pabory c JOKyMEHTaMU
OTPAaHUYEHHOTO JOCTyMa, B TOM
YUCJIIC KOH(l)I/I)I@HHI/IaJ'IBHI)IMI/I
JIOKyMEHTaMHU

OnucaHue MKAJbI OlleHUBAHUS

Oyenka: 5
Huorcnuii nopoe svinonnenus 3adanus 6 npoyermax: 10
Onucanue xapakmepucmuxu evlnoinenus 3Hanus: OleHKa "0TINYHO" BBICTABISETCS €CIIH 3aJaHue
BBITIOJTHEHO B MOJTHOM 00BEME HJIH BBITTOTHEHO MPEUMYIIIECTBEHHO BEPHO

Oyenka: 4
Huorcnuii nopoe evinonnenus 3adanus 6 npoyenmax. 60
Onucanue xapaxmepucmuxu evinoneHus snanus: OneHkKa "XopoIio" BEICTABISIETCS €CIH
OOJIBIIMHCTBO BOIIPOCOB PACKPHITO. BEIOPAHO BEPHOE HAMPABJICHHE JUTS PEIICHUS 3a]1a9

Oyenxa: 3
Huorcnuii nopoe evinonnenus 3adanus 6 npoyenmax. 50
Onucanue xapaxmepucmuxu evinoineHus sHanus: OneHka "yI0BIEeTBOPUTENIBHO" BHICTABIISAETCS
€CITM 33aJJaHue MPEUMYIIECTBEHHO BBITIOJTHEHO




KM-2. Tecr 2. KourpoJsbHas padora 2

®opmbl peanauzanuu: [luceMennas padora

Tun koHTpoabHOro Meponpusitus: [Iposepounas padora

Bec konTpobHOr0 Meponpustusi B BPC: 30

IIpouenypa npoBeaeHnst KOHTPOJIBLHOIO MeponpusaTHs: [IpakTnyeckoe 3ansaTue

Kparkoe cogepxxanue 3agaHus:
OKYMEHTBI HE PEKOMEHJIyeTCs IMKTOBaTh, HAaroBapuBaTh Ha AUKTO(POH. [IpoekThl qpyrux
TEKCTOBBIX JOKYMEHTOB M3rOTaBIMBAIOTCS IEYATHBIM CIIOCOOOM O] AMKTOBKY UJIH CO
3BYKOBOCIIPOM3BOISALIMX YCTPOUCTB JINOO B JIBa 3Talla: COCTABICHUE HAa OyMa)XXHOM HOCHUTEE
YEepPHOBUKA IPOEKTA JJOKYMEHTA PYKOIIMCHBIM CIIOCOOOM M MOCIIEAYIOIIee TIeYaTaHue MPOeKTa
JIOKYMEHTa C YepHOBHKa. Taxke BO3MOXKEH BapUaHT BHECEHUS IEPEMEHHON YacTH TEKCTa B
TUTIOBBIE (DOPMBI JOKYMEHTOB, XpaHUMBIE B TAMSATH KOMIBIOTEpA, U UX JaJbHEUIIETO
pacriedatbiBaHus Ha npuHTEpE [6, ¢. 83]. Bugamu maTepuaibHbIX HOCUTEIEH
KOH(HICHIIMATBHBIX JOKYMEHTOB MOTYT OBITh: JUIS TPAJUIIMOHHBIX TEKCTOBBIX JIOKyMEHTOB —
CHEL0IOKHOTHI (CrieluanbHble OJIOKHOTHI C OTPHIBHBIMH JTMCTAaMHU U KOPEIIKOM,
BBITTOJIHSIONINM (DYHKIIMIO y4eTa JHCTOB, HAHECEHUSI OTMETOK O [EJIEBOM HX HMCIOJIH30BAHUN ),
pabouue TeTpaau i OONBIINX 0 00bEMY JJOKYMEHTOB; OTAEIbHbIE IPOHYMEPOBAHHbBIE
aucTel Oymaru, tTunorpadcekue Gopmbl U OTaHKH JOKYMEHTOB; IS YePTEIKHO-TPahUISCKUX
JIOKYMEHTOB — IIPOHYMEPOBAHHBIE JIUCThI BATMAHA, KAJIbKH, TNIEHKH, MUJUIMMETPOBKH
(koopauHATHOW OymMaru) u T. 10.; JUI MAIIMHOYUTAEMBIX IOKYMEHTOB — MApKHPOBAHHBIEC U
IPOHYMEPOBAHHbIE MArHUTHBIE JIEHTHI, JUCKH, JUCKETHI, KapThl U T. I.; Ui ayJHO- U
BUJICOJJOKYMEHTOB — MapKHPOBAHHBIE U IPOHYMEPOBAHHBIE KACCEThI C MArHUTHOM IJICHKOM,
Ja3epHbIe AUCKU, KACCEThl C KHHOIUIEHKOH U T. I.; U1 (POTOJOKYMEHTOB — MApKUPOBAaHHbIE U
IPOHYMEPOBAHHBIE KacCeThl C (POTOIUIEHKOH, (hoToOymMara, MUKPO(DUIIIH, CIIAii/Ibl, KACCETHI C
MuKpogoromieHkoi [7]. Ha 06moxkkax crner0a0KHOTOB COTPYIHUK HOpa3IeIeHUs
KOH(HICHIIMATHHOTO JIETONPON3BOJICTBA MUIIET WU MPOCTABIISET IITAMIIOM (€CITU He
IPOCTaBJIEHO TUIIOTpadcKUM criocoOom) ciioBo «CrendI0KHOT» U B IPABOM BEPXHEM YIIIy
rpu¢d xkoHpuaeHMaNIbHOCTH. ECii THCTHI crIeni0I0KHOTa HE TPOHYMEPOBaHbl TUIOTPa(CKUM
CHoco0OM, TO OHU HYMEPYIOTCSl COTPYAHUKOM MO/ipa3AeieHNus KOHPHIEHIIMaIbHOIO
nenonpousBoacTBa. Ha 0010kkax pabouux teTpajeil yka3plBatOTCsl BUJL HOCUTENS, TPUP
KOH(HICHIIMATbHOCTH, THULIMANIBI U (aMUIIUs UcriofHUTENs. JINCThI TeTpaneil HymepyroTcs,
Ha 000pOTE MOCIEAHETO JIMCTa COCTABIISETCS MOANKUChIBAeMasi COTPYAHUKOM IOAPA3IEICHUS
KOH(HIEHIIMATIBHOTO IeTONPOU3BOJICTBA 3aBEPUTEIbHAs HAAMNUCh C YKa3aHUEM KOJIMYEeCTBa
JIUCTOB B TeTpaau. JIUCTHI THIIOBBIX (POPM TOKYMEHTOB HyMEPYIOTCS UCIIOJIHUTENEM, Ha
NEPBOM JIMCTE MpocTaBisieTcs Tpud KoHpuaeHmanbsHocTH. Ha oTaenbHbIX IucTax Oymard,
BaTMaHa, MUJUIMMETPOBKH, KaJIbKU B COOTBETCTBYIOLIUX I'paax OCHOBHBIX HaAMUCEN
HITAMIIOB WJIM JPYTUX YCTAHOBJIEHHBIX MECTaX UCIOJIHUTENEM MPOCTABIIAIOTCS: Ha BCEX
HOCUTEISAX — rpU() KOHPUIEHIIMATBHOCTH, HOMEPA JINCTOB; JOMOJHUTEIBHO Ha HOCUTENAX,
MpeHa3HAYEHHBIX JIJISl YePTEKHO-TpaUueCcKruX TOKYMEHTOB, — KOJIMYECTBO JINCTOB,
noapasenenue u pamuus ucronHutens. [Ipu modom criocode U3rotToBaeHUs (PyKOIUCHOM,
ME€YaTHOM) MTPOEKT JOKYMEHTA JO0JKEH UMETh BCE HE0OOXOIMMbIE U MPaBUIILHO O(hOpMIIEHHBIE
pekBU3UTHI [4, c. 44]. 41 B cinyuae eciu JOKYMEHT IeUaTaeTcs ¢ YepHOBUKA, HA IEPBOM JIUCTE
YEpHOBUKA JJOJHKHBI OBITh MPOCTABIIEHBI KOJMYECTBO HEOOXOAMMBIX SK3EMILIIPOB MPOEKTa
JOKYMEHTa ¥ (paMuiIis UCTIOTHUTEIS, a €CIU MOUIeKAINHN H3TaHUIO TOKYMEHT He
MPElyCMOTPEH MEPEUHIMHU U31aBaeMbIX KOHPHUACHIUATbHBIX TJOKYMEHTOB, TO HA YEPHOBUKE
JIOTIOJTHUTEIIBHO JOJDKHA CTOSITh BU3apa3pelIeHNe PYKOBOAUTENEH TIOApa3AEIEHUs, KOTOPOe
U3JIaeT TIOKYMEHT, U MOoJpa3ieleHus] KOHPHUISHIMAIBHOTO AeTONPOU3BOACTBA (MIIN CITYKObI
0e30MacHOCTH).

KoHTpoJibHbIe BONIpochl/3aJaHUA:



3HaTE: KJ1accupuKanum 1.0Onucars npoueccel opranuzanuu K/I1, u nate

uHbpopMallud M JTIOKyMEHTOB KpPaTKyI0 UX XapaKTEPUCTHUKY.
OTPaHUYEHHOTO JIOCTYIa, BUIbI 2.0Opranuzaiiysi ¥ OCHOBHBIE 33/1a4U CPOKOBOTO
TaiH KOHTpOJIA 3a ucnonHenuem KJ/I. Kakwue cymectByror

BU/JIbI CPOKOB HCITOJIHEHUS TOKYMEHTOB?
3.Ha3nauenue noxpasaeneHus KOHPHUICHINATHHOTO
nenornpouspojictsa (ITKJ/I), npenbsBisemMbie kK HEMY
(ITKJI) TpeGoBanus? Bo3moxHble pyHKIIMOHAIBHBIC
rpynmnsl, xogsume B [TK/[?

Onucanue MKAJbI OICHUBaAHUSA:

Ouenxa: 5
Huodicnuii nopoe svinonnenus 3aoanus 6 npoyermax: 10
Onucanue xapakmepucmuku blnoanenus 3nanus.; OueHka "oTIMYHO" BBICTABIISIETCS €CIIU 3aJJaHue
BBITIOJIHEHO B MOJHOM 00BEME WIIM BBITTOJIHEHO MPEUMYIIIECTBEHHO BEPHO

Oyenka: 4
Huoicnuti nopoe evinonnenus sadanus 6 npoyenmax.: 60
Onucanue xapakmepucmuxu evlnonenus 3Hanus: OueHKa "Xopouo" BEICTABISAETCS €CIIU
OOJIBIIMHCTBO BOIPOCOB PACKPHITO. BEIOPAHO BEPHOE HAMPABICHUE JUISI PEIICHUS 33124

Oyenka: 3
Huoicnuti nopoe evinonnenus sadanus 6 npoyenmax.: 50
Onucanue xapakmepucmuxu evlnoinenus 3Hanus: OueHKa "yJ0oBIETBOPUTEIBHO" BBICTABIISAETCS
€CJIM 3aJaHUE TIPEUMYIIIECTBEHHO BBITIOJIHEHO

KM-3. Kontpoabnas padora 3. KonrpoabHas padora 4

®opmbl peaausanun: [lucemennas padbora

Tun kouTpoabHoro Mmeponpusitusi: KonrponsHas padora

Bec konTpoabHoro meponpusitusi B BPC: 40

IIpouenypa npoBeaeHHs KOHTPOJBLHOr0 MeponpusaTus: [Ipaktudyeckoe 3ansaTue

Kparkoe cogepxxanue 3agaHus:
[Tocne nedaTanus mpoeKTa JOKYMEHTa 3aloJHA0TCS rpadbl 6—7 )KypHaia ydera
CO3aHHBIX/U3JAHHBIX JOKYMEHTOB, ITPOEKT JTOKYMEHTa BMECTE C YEPHOBUKOM IIEPEIACTCS
UCTIOJIHUTEITIO O] MOANHUCH B rpade 8. PazoBas pacnucka, BbIaHHAs paHee UCTIOIHUTEIIO 32
MOJTyuYeHue
HOCUTENs (UepHOBHKA), BO3BPAIIAETCS COTPYTHUKY CITY>KObl KOH(PHIEHIIMATIBLHOTO
JIeJIOTIPOU3BOJICTBA U YHUUTOXKAETCs [6, ¢. 84].
B ciiyuae He0OX0JMMOCTH IepernedaTbiBaHus MPOEKTa JOKYMEHTa ¢ U3MEHEHUEM KOJIMYECTBa
JIMCTOB TeperneyaTbiBaHue IPOU3BOIUTCS 382 HOBBIM YUE€THBIM HOMEPOM. OT HCIIOJTHUTEIS
IIPUHUMAIOTCSI UCIIPABJIEHHBIN U BCE APYTUE IK3EMILIAPBI IPOEKTa, a TAK)KE YEPHOBUK C
MoraieHueM MOANKCH UCTIOIHUTENS B Tpade 9 xypHasia yyeTa U3JaHHbIX JOKYMEHTOB.
TexHomorus
yudeTa ¥ BblJJaud BHOBb OTIIE€YaTAHHOT'O IIPOEKTa aHAJIOTHYHA TEXHOJIOTUH yU€eTa U BbIJauu
IPOEKTa JOKYMEHTa, Ie4aTaeMoro ¢ YepHOBHKA, C TOM JIMIIb Pa3HULIEH, 4TO B Tpade 5 BMecTo
HOMepa HocuTens ykaszbiBaercs «C No  » ¢ mpocTaBieHHeM HOMepa IeperneyaTbiBaeMoro
IIPOEKTa
0e3 yka3zaHUS HOMEPOB JIUCTOB B HEM.
ITpu M3roTOBIEHUH TOMOIHUTENBHBIX YK3EMIUIIPOB IPOEKTA JOKYMEHTA UIIU TOIIOJHUTEIBHBIX
9K3EMILISPOB YK€ MOANUCAHHOTO (YTBEPKACHHOI0) TOKYMEHTA (B ClIy4ae BOSHUKHOBEHMUS
HE00XO0/IMMOCTH B HUX) B rpade 6 *KypHaja yuyeTa co3JaHHbIX/U3JaHHbIX JTOKYMEHTOB MO




paHee CIeIaHHOM 3aIIChI0 Yepe3 3HAK «+» MPOCTABISAETCS KOJTUIECTBO JAOMOIHUTEIBHBIX
sK3eMILIApoB. Hymepalius JOMONIHNUTEIbHO H3TOTOBIEHHBIX SK3EMIUIIPOB MMPOU3BOJAUTCS OT
MOCJIETHET0 HOMEpa paHee MPOHYMEPOBAHHBIX 3K3eMIUIIpoB. [loanucek 3a nmonyueHne Takux
9K3EMILIIPOB MPOU3BOAUTCS OTIEIBHO OT MPEIbIIYIIEH.

[Tpy pyKOTIMCHOM U3rOTOBJICHUH MPOEKTAa TEKCTOBOTO JOKYMEHTA Ha OT/EIbHBIX JINCTaX

WM PYKOIIMCHOM 3arOJHEHUH TUIIOBOW (DOPMBI IOKYMEHTA, a TaKKe MPH pa3paboTke
4epTEeKHOrpahUIECKUX TOKYMEHTOB HOCHUTEIH MOTYT YUYUTHIBATHCS WM IO KYpHATY ydeTa
HOCUTEJICH,

WIN Cpazy M0 XypHaly ydeTa CO3AaHHBIX/U3JaHHBIX TOKyMEHTOB. B mocieanem ciryuae
sanonHsroTcs rpadbl 1, 3—7 (B rpade S5 mummercs ciioBo «PyKomuch).

Ecnu npoekT TeKCTOBOro JOKYMEHTA IevaTajcs Mo AUKTOBKY, TO 3alOTHSIIOTCS TE JKe
rpads (B rpade S npocTaBiseTcs «0/4» — 6e3 YepHOBUKA).

OtH ke rpadbl 3aMOIHAIOTCS TPHU IeYaTaHUH MPOEKTa JTOKYMEHTa CO 3BYKOBOCIIPOU3BOISIINX
yCTpoicTB (B rpade 5 mpocTaBisitoTCA BUJ M1 HOMEP HOCHUTENSl peueBOi HH(pOpMaLH).
[Tprem/BO3BpaT HOCUTENS OCYIIECTBISIETCS IO Pa30BO pacmucke [6, c. 86].
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Ecnu npoekt gokymeHTa ObLT OTIeYaTaH KaK OTKPBITHIH, a B IPOIECCEe BU3UPOBAHUS HITH
MOJMUCaHUs ObUIO MPUHATO PEIICHUE O NEPEBOJIE €r0 B pa3ps KOHPUACHIIUATIBHBIX, TO
UCTIOJTHUTEJIEM JIOJIKHBI OBITh TIPEACTABICHBI B CIIY’KOY JAETOMPOU3BOICTBA BCE IK3EMILISIPBI
OTIIEYaTAaHHOTO MIPOEKTa U YepHOBUK. Ha 000poTe mocieaHero 3K3eMInisipa mpoeKTa
UCTIOJTHUTEIb YKa3bIBAET, CKOJIBKO SK3EMILISIPOB OTIIEYATaHO U CKOJIBKO JICTOB B UEPHOBHKE,
3aBepsisi ATO CBOECH

noanuceo. [Ipu oTCyTCTBUHM YepHOBHKA WM OTICIBHBIX SK3EMILISIPOB IMPOEKTA JTOKYMEHTA
PYKOBOAMTENEM OpPTaHU3allMKi Ha3HaYaeTCsl KOMUCCHUS JJIs uX noucka. Eciau onu He Oynyt
Hal/IeHbI, TO 00 STOM JIeTaeTCcsl OTMETKA Ha 000POTE MOCIETHEr0 SK3EMILIIPA MPOSKTA 3a
MOJIITUCKIO

npezcenaTessi KOMUCCHU.

006 oOcTosATENBCTBAX YTPAThI JOKJIAABIBAETCS PYKOBOJUTEIIO OpraHU3aluu JJIs IPUHSTHS
COOTBETCTBYIOLIUX perieHuii [6, ¢. 86—87].

DaKkTUUYECKH MPEICTABIEHHBIE K3EMILIAPHI TPOEKTa JOKYMEHTA U YEPHOBUK PETHCTPUPYIOTCS
B )KypHaJle yueTa CO3/IaHHBIX/U3/IaHHBIX TOKYMEHTOB B rpadax 1, 3—7. B rpade 5 npu
HaJIMYUK YepHOBUKa numerca «KoHpuaeHnanbHo  J1.» ¢ yKa3aHHEM KOJIMYeCTBa JINCTOB
YepHOBHKA, HA YEPHOBHKE MPOCTABIISIOTCS OTMETKA KOHPHUICHIIMATHHOCTH U YIETHBIA HOMED
npoeKTa JokyMeHTa. [Ipu oTcyTcTBUM YepHOBUKA B Tpade 5 ykasbiBaeTcs «0/u» — 6e3
YepHOBHUKA.

KoHTpoJibHBbIC BONIPOCHI/3aJaHHA:

3HaTh:  MeToAbl  paboThl ¢ 1. Ilopsnok onpenenenus cocrasa K/ u nepeuns

KOH(pHICHIINATbHBIMU nH(pOpMaINY, COCTABISAIONIEH KOMMEPUECKYIO TalHYy.

JIOKyMEHTaMu B TEKyIIEeM 2.Kakue BUbI 3aLIUIIEHHOTO 3JIEKTPOHHOTO

JEJIONPOU3BOJACTBA M apXHBE JOKYMEHTO000pOTa CYIIECTBYIOT U KAKUMHU

OpraHu3aluu MEPOIPUATHIMH 0OecrieynBaeTcsi HHPOpMaIOHHAs
0€30MaCHOCTb MPH UX OCYIIECTBICHUU?

YMers: pa3pabarbIBaTh " 1.KakoBsI paBmiia mpoBeaeHUsT KOHPUASHINATbHBIX

opopMIATH HOpPMaTHBHO- COBEILlaHUI?

METOJMYECKHEe  MaTepuajibl 10

peraamMeHTanuu IIPOLIECCOB

00paboOTKH, XpaHEHUS U 3alUTHI

JIOKYMEHTOB OTrPaHUYEHHOTO

JI0CTYyIA, B TOM qucie

KOH(HIEHIIMATBHBIX JTOKYMEHTOB,

KOHTPOJIMPOBATh U aHAJIU3UPOBATH
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YpPOBEHb  OpPraHMW3allMOHHOW U
TEXHOJIOTHUECKOHU 3alMUIICHHOCTH
JIOKYMEHTOB, OPTaHU30BaTh paboTy
C JOKYMEHTaMH, COJepKalluMu

KOH(pHICHIIHAIBHYIO
UH(OpMaLHIO, B TEKYILEM
JICJIONIPOU3BOICTRE,
OpPTraHU30BBIBATH apXUBHOE
XpaHeHHe KOH(UICHIIHATbHBIX
JIOKYMEHTOB

Onucanne MKAJbI OIleHUBaAHUS:

Ouyenxa: 5
Huoicnuii nopoe evinonenus 3aoanus 6 npoyenmax. 10
Onucanue xapakmepucmuxu evlnoinerus 3Hanus: O1eHKa "OTINYHO" BBICTABIISIETCS €CJIM 3aJaHIe
BBIIOJIHEHO B TIOJTHOM 0O'bEME MJIH BBITIOJHEHO NMPEUMYIIECTBEHHO BEPHO

Ouyenka: 4
Huoicnuii nopoe evinonnenus 3aoanus 6 npoyenmax. 60
Onucanue xapakmepucmuxu evlnoinerus 3Hanus: O1eHKa "Xopoio" BEICTABISAETCS €CITU
OOJIBITMHCTBO BOIPOCOB PACKPHITO. BBIOPAHO BEPHOE HANIPABIICHUE JIJISl PEIICHUS 3a/1a4

Oyenka: 3
Huoicnuii nopoe evinonnenus 3aoanus 6 npoyenmax. 50
Onucanue xapakmepucmuxu evinonnenus 3uanus: O1eHKa "yI0BIeTBOPUTEIHLHO" BBICTABIISETCS
€CITH 3aJIaHUE MPEUMYIIECTBEHHO BBITIOJHEHO
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COJIEPKAHUE OIIEHOYHBIX CPEJICTB TIPOMEXKYTOUYHOM ATTECTAIIUA
7 cemecTp
@DopMa NPOMEeKYTOUHOM aTTecTalMM: 3a4ET C OLEHKOU

IIpumep Onsiera

Yr1Bepxaaro
3aB. kadenpoit
3K3AMEHAIIMOHHBIA BAJIET Ne 19
Kadenpa 6e3onmacHocT 1 HHGOPMAITMOHHBIX

HIY TEXHOJIOTHI
[Ipotoxon Ne6

«MIH» «19» mas 2021r.
Hucuumnnna «KonduaeHuuaabHoe
JeJIONPOU3BOICTBOY

I/IH)KeHepHO-Z)KOHOMH‘IECKHﬁ HHCTUTYT

1. HasBaTh OCHOBHBIC NIPHUHIIUITEI, HA KOTOPHIX OCHOBBIBAETCS 3AIIHIIICHHBIN TOKYMEHTOOOOPOT.
Kaxkue cyiiecTByr0T METO/BI JOCTHKEHUS 3aUILIEHHOCTH JOKYMEHTOIOTOKOB?

2. OCHOBHbIC MEPOIPHUATHS, IPOBOAMMBIEC TP BHYTPSHHEM KOHTPOJIC 3aIUTHI JJICKTPOHHOTO
JIOKYMEHTO000POTa OpraHu3aIlHH.

IIpoueaypa nposenenus
[TucemenHas ¢popma 1o omeTy

L. Ilepeuens Komnemenyuii/uHOUKAmMOpPo8 u KOHMPOILHBIX 60NPOCOE NPOGEPKU PE3YbM AN 08
0C60EeHUA OUCYUNIUHDL

1. Komnerennus/Muaukarop: N-1lonk-s Odopmisier pabouyro TEXHUUECKYIO JOKYMEHTALIUIO C
YUETOM JIEHCTBYIOIIMX HOPMATUBHBIX U METOJIUYECKUX IOKYMEHTOB

Bonpocsl, 3aganus
1.Yrto HazpiBaeTcs KOH(pUACHIMATBHBIM JoKyMeHTOM? [lopsinok onpenenenus cocraBa K/?
2.KakoBbI L1enH, 331a41 U TOPSII0K MPOBEACHHSI PacCiIeJOBaHUH MO (aKTaM yTpaThl
KOH(UICHIIMATBHBIX TOKYMEHTOB?
3.Uro Ha3biBaeTcsa koHpuaeHIMaNbHBIM nenonpousBoactBoM (K/IT), nenun u 3anaun KIII?
Kaxkossr rnmaBusie otimumaus KIIT ot OI1?
4.Ha3Batp 11enu 1 33Jja4u y4€Ta KOH(pUICHIINATbHBIX JOKYMEHTOB; IEPEUeHb MEPONPUATHH,
OCYLIECTBIsIEMBIN B Ipouecce yuera K/I.
5.J1aTe XapakTepucTuKy (popMam ys3BUMOCTH JOKYMEHTUPOBaHHOH nHpopmaru. Ha3Bathb
MCTOYHUKHU U CIIOCOOBI IeCTaOUIN3UPYIOLIEro BO3ACHCTBHS HA HOCUTEIh HHPOPMAIMK WU Ha
camy MH(popMaIuio.
6.CocraB arrecTallMOHHON KoMuccuu npu arrectanuu AVC, npuMeHseMol B OpraHu3aluu.
OcHOBHBIE MEPONPUATHS, IPOBOAUMBIE ATTECTALIMOHHON KoMHccuel npu arrecraunu AVC.
7. Jatb onpenenenue pexxuma «KT». Kakue cBeaenust MOryT siBISITbCsl HH(DOpMaLMen,
cocrasisironiet KT? Kro siBisiercst o6nanareneM uHpopmanuu, cocrasistomeit KT?
8.Yto Takoe Homenknatypa kondpuaennuansabix gaen (HK/)? Hasnauenne, cocras HK/ u
npeabsaBIsieMble K Hel TpeOOBaHMUsL.
9.0mmcaTh OpraHU3alMOHHBIC U TEXHOJIOTHYECKHE 0COOCHHOCTH KOH(PUIECHITNATHFHOTO
JIEJIONPOU3BO/ICTBA
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10.CnpaBouno-undpopmannonnsiii 6ank nanueix (CUB/) mo koHpuaeHInanbHbIM
JOKYMEHTaM, Ha3Ha4eHue, 3a/1a4i, TUIIbI U TIPeAbsBIsieMble TpeOOBaHUA?

11.Ha3Bars Ha3HAYCHHE, SN U 337]a94 KOHUACHIHAILHOTO nenonpousoacTsa (KIT). Jate
CpaBHUTENBHYIO XapakTepucTuky opranuzanuu K/II u otkpeitoro nenonpoussozacraa (O1I).
12.0nucath nopsAa0K JOKYMEHTUPOBAHHS KOH(GHUISHIINATbHOW HHPOPMALIUHU 1
TEXHOJIOTUYECKHUE 3Tallbl ¥ NIPOLEeAYpHI IIporiecca JoKkyMeHTupoBanus KU.

13.0Onucars npoueccel opranuzauuu K/II1, u gath KpaTkyro X XapakTepUCTHKY.
14.Opranu3zanusi 1 OCHOBHBIE 3a/1a4l CPOKOBOTO KOHTpOJIs 3a ucnoianenuem KJ[. Kakue
CYILIECTBYIOT BUJIbI CPOKOB MCIIOJHEHUSI JOKYMEHTOB?

15.Haznauenue nmoapaszaenenus KoHpuaeHuaisHoro aenonpoussoactsa (I1IK/),
npenbsasisiembie K Hemy (ITKI) Tpe6oBanus? Bo3zMmosxHbie GyHKIIMOHATIBHBIE TPYIIIHI,
xoasmue B ITKJI?

16.KakoBbl 0coOeHHOCTH aBTOMaTU3MpoBaHHOro yuera K/, kakue npoueaypsl B HETr0 BXOIAT,
JlaTh UM KPaTKyIO XapaKTepUCTHKY?

MatepuaJbl AJ151 IPOBEPKH OCTATOYHBIX 3HAHUM

1.Yto Takoe mramn?
Bepusriit otet: LlTamm — 3T0 ycTpORCTBO MPSMOYTOIBHOM (DOPMBI [Tt IPOCTABICHUS
OTMETOK CIIPaBOYHOI'0 XapaKTepa O MOIYYEHHH, PETUCTPALUH, IIPOX0XKICHUH,
HCIIOJIHEHUU JIOKYMEHTOB U Jp.

2.Yro Takoe GiaHK TOKyMeHTa?
Bepusiii otBet: biank 1oKkyMeHTa — 3TO JIMCT OyMaru Ui 3JIEKTPOHHBIN MA0JIOH C
PEKBU3UTAMHU, UASHTU(PHULHPYIOIIMMHU aBTOPa OPUIMATIBHOTO JOKYMEHTA.

3.Yro Takoe JOKYMEHTO0O0pOoT?
Bepusliit otBeT: JIOKyMEHTOOOOPOT — 3TO IBMKEHUE JOKYMEHTOB B OPraHU3alMU C
MOMEHTA UX CO3JIaHUS WU NOJyYEHUS /10 3aBEPILEHUS UCIIOJHEHUS UM OTIIPaBKU.

4.Yt0 Takoe perucrpanus 10KymeHra?
BepHsiit otBeT: Peructpanus 10KyMeHTa — IPUCBOCHUE JOKYMEHTY PETUCTPALMOHHOTO
HOMEpA U BHECEHHUE JTAaHHBIX O JOKYMEHTE B PErHCTPALMOHHO-YUETHYIO (opMy.

5.Ut0 Takoe HOMEHKJIaTypa J1em?
Bepusiii otBeT: B coorBercTBun ¢ 'OCT P 7.0.8-2013 HOMeHKIIaTypa aen —
CUCTEMAaTHU3UPOBAaHHBIN NIEPEUEHB 3aT0JIOBKOB JI€JI, CO3/aBaEMbIX B OpraHU3allUH, C
yKa3aHHUEM CPOKOB UX XpaHeHUs. J[e10 — TOKyMEHT UM COBOKYITHOCTh TOKYMEHTOB,
OTHOCSIIIUXCS K OJTHOMY BOIPOCY WJIM YYaCTKY JA€SITeIbHOCTH, TOMEUIEHHBIX B OTAEIBHYIO
00JIOKKY.

6.Uto Takoe popmupoBanue aena’?
BepHnbplii orBeT: @opMuUpOBaHKE [€l1a — IPYNIIUPOBKA UCIIOJIHEHHBIX JOKYMEHTOB B JIEJIO B
COOTBETCTBUH C HOMEHKJIATYPOHl /1€ U X CUCTeMaTU3allls BHYTpH Jena.

7.9KcnepTr3a HEHHOCTU JOKYMEHTOB.
BepHblii oTBeT: DKcnepTH3a IEHHOCTH JOKYMEHTOB — U3Y4Y€HHE JOKYMEHTOB Ha
OCHOBAaHUU KPUTEPUEB UX LIEHHOCTHU AJIS ONPEACICHUSI CPOKOB XPaHEHMSI IOKYMEHTOB.

8.U1o Takoe XpaHEeHHE JOKYMEHTOB?
BepHblii oTBeT: XpaHEeHHE TOKYMEHTOB — OpraHU3alus PallMOHAIBHOIO Pa3MELLIEHUs U
o0ecrnieyeHrne COXpaHHOCTH IOKYMEHTOB.

9.910 Takoe yHUUTOKEHUE TOKYMEHTOB?
BepHblil 0TBET: YHUUTOXEHNE JOKYMEHTOB — HCKIIFOUEHHUE JIOKYMEHTOB U3
JOKYMEHTAJIBHOTO UJIM apXUBHOTO (POH[A 10 UCTEUSHUH CPOKA UX XPAHEHUS C
MOCIEAYIOIUM YHUUTOXKEHUEM (YyTUIIU3alKel) B yCTAHOBJICHHOM MOPSIKE.

II. Onucanue wikanvl oueHusanus

Ouyenka: 5

Huoicnuii nopoe evinonnenus sadanus 6 npoyenmax: 0
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Onucanue xapakxmepucmuxu 8blnoHeHus 3Hanus: PaboTa BIOJIHEHA B paMKaX "TPOJABHHYTOTO"
ypoBHs. OTBETHI aHbI BEPHO, YETKO CPOPMYIMPOBAHHBIE OCOOCHHOCTH MPAKTUYECKUX PEIICHUN

Ouyenka: 4
Huoicnuii nopoe evinonenus 3aoanus 6 npoyenmax. 60
Onucanue xapakmepucmuku 6blnoaHeHus 3uanus: Pabota BeIoiHeHa B paMkax "0a30Boro"
ypOBHsI. BOJILIIMHCTBO OTBETOB JIaHBI BEpHO. B yacTh Marepuana ecTb He3HAUYUTEIILHBIC
HEJOCTaTK!

Ouenxa: 3
Huoicnuii nopoe svinonnenus 3aoanus 6 npoyermax: 50
Onucanue xapaxmepucmuxu 6vlnoineHus 3Hanus: PaboTa BeINOMHEHA B paMKax "Moporosoro"
ypoBHsi. OCHOBHAsI 4acTh 3a/IaHUs BHITIOJHEHA BEPHO. HA BOMPOCHI YIIIyOJIEHHOTO YPOBHS

111. Ilpasuna évicmasienus umozo8oi OyeHKu no Kypcy

OueHka oOmpenemnsieTcs MO COBOKYIMHOCTH PE3YJbTAaTOB TEKYIIETO KOHTPOJS YCHEBAEMOCTH B
cootBercTBUH ¢ [lonoxenrem o OamIbHO-peUTHHTOBOM crucTeme s cryaeHtoB HUY «MOW»
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