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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. I[TK-8 criocoGHOCThIO 0OPMIISATH paboUuyI0 TEXHUUECKYIO JOKYMEHTAIUIO C YIYETOM
JIEUCTBYIOIIMX HOPMATUBHBIX U METOIMUYECKUX TOKYMEHTOB

2. OK-4 ciocoGHOCTBIO HCITOJIB30BaTh OCHOBBI IPABOBBIX 3HAHUH B pa3iIMyHbIX chepax
JeATEIILHOCTH

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. KonTposabHas padota 2 (IIpoBepounast padbora)

BPC aucuunavHbl

5 cemectp
Beca KOHTpoIbHBIX MeponpusiTHii, %
Nupnekc KM-1 | KM-2 | KM-3
Pa3znen nucuuninHb
KM:
Cpox KM: 4 8 13
OCHOBBI TEXHOJIOTMH 3alLUIIIEHHOT0 JOKYMEHTO000pOTa
HopmatuBHO-ITpaBOBbIE OCHOBBI OpraHU3alMi KOHPHIEHIIMATIBHOTO +
JIEJIONPOU3BOJICTBA
Crneuunguka TeXHOIOTUU KOHPHUIESHINATBHOTO JJOKYMEHTO000pOoTa +
VY4yer KoH(UIEHITMATBHBIX JOKYMEHTOB +
Opranuzanus 00paboTKH KOH(PUIECHIUATBHBIX JOKYMEHTOB
O06paboTka BXOIAMNX KOH(PUACHIHATBHBIX JOKYMEHTOB +
O06paboTka UCXOASAIINX U BHYTPEHHUX KOH(UICHIMAIBHBIX 4
JIOKYMEHTOB
[Topsimok paGoTHI UCTIOTHUTENEH ¢ KOH(DHUICHIIMATLHBIMU +
JIOKyMEHTaMU
Opranuzanus A0CTyna K KOH(QUASHINATBHBIM JTOKyMEHTaM +




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

L OL(EHOQHble cpedcmea onsa OUEHKU 3an/IAHUPOBAHHBIX pe3ylibmamoes oﬁyueﬂuﬂ no Oucuunﬂune, COOMHECECHHbIX C unduxamopamu

00CMUIICCHUS KOMNEmeHY UL

Nunexc Nunukarop 3anjaHUpOBAHHBIE KonTposbHas Touka

KOMIIETCHITHH pe3ynbTaThl  OOYYCHHS TIO
JUCIUILINHE

I1K-8 [MK-8(KommereHriwst) 3HaTh: Tect 1. Kontponbnas padora 1 (IlpoBepounas padota)
METObI PabOTHI C Kontponbnas padota 3. KontponbsHas padora 4 (KontponbsHas padota)
KOH(UICHIINATEHBIMH

JOKYMEHTaMH B TEKYIIIEM
JICJIOTIPOU3BOICTBA  aPXUBE
OpraHu3aIu

YMeTs:

pa3pabarbIBaTh U

o opMIIATh HOPMATHBHO-
METOMYECKUE MaTSPUAITBI
0 perJIaMeHTaIuu
MpoLIecCOB 00pabOTKH,
XpaHCHHS U 3aIUTHI
JOKYMEHTOB OIpPaHHUYEHHOTO
JOCTYTIa, B TOM YHCJIC
KOH(HICHIIMATBHBIX
JTIOKYMEHTOB,
KOHTPOJIUPOBATh U
aHaJM3UPOBATh YPOBEHD
OpraHU3aIOHHON U
TEXHOJOTHYECKON
3alUIIEHHOCTH
JTOKYMEHTOB, OPTaHU30BaTh
paboTy ¢ JOKyMEHTaMH,
COJICPKAITUMH




KOH(HICHIIHATHHYIO
UHOPMAIIHIO, B TEKYILIIEM
J€TI0IPOU3BO/ICTBE,
OPraHU30BBIBATh APXHBHOE
XpaHEeHHE
KOH(UACHIIMATBHBIX
JOKYMEHTOB

OK-4

OK-4(KomrmereHmus)

3HaTh:

KJIacCU(UKaLUU
nH(OpMaLIUU U TOKYMEHTOB
OTPaHUYEHHOTO JIOCTYTIA,
BUIBI TAWH
3aKOHO/IaTeJIbHBIE aKThI U
HOPMAaTUBHO-METOANYECKYIO
JTUTEpaTypy, paBuiia u
HMHCTPYKIUH,
perIaMeHTHPYOIIHE PaboTy
C TOKyMEHTaMH
OTPaHUYEHHOTO JIOCTYTIA, B
TOM YHCJIe
KOH(UICHIIMATEHBIMH
JOKyMEHTaMHU

VYMmeTs:

COCTaBJIATh TOKYMEHTHI Ha
JIFIOOOM HOCHUTEJIE B
3aBHCUMOCTH OT
Ha3HAYECHUS, COACPKAHMS U
BHJIA JIOKYMEHTA,
CaMOCTOSTEILHO
pa3paboTaTh MPOEKTHI
YIIPaBIEHICCKUX
JIOKYMEHTOB B COOTBETCTBHH
C HOPMATHBHBIMU

Tect 1. Kontponbnas padora 1 (IIlpoBepounas padota)
Tect 2. Kontposnbnas padora 2 (IIpoBepounas padota)
Kontponbnas padota 3. KontponbsHas padora 4 (KonTpoasHas padora)




TpeOOBaAHUSIMU;
YHUGUIIUPOBATH U
MIPOEKTUPOBATH (HOPMBI
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 SKCIIEPTHYIO KOMHUCCHIO, CO3aBAEMYIO 110 PEIICHUIO PyKOBOJCTBA OPTaHU3ALHH.
3aKiroueHne KOMUCCUH 0(QOPMIISIIOT aKTOM, YTBEPKAAEMbIM PYKOBOJICTBOM opranu3auuu. Ha
JIOKYMEHTE (IOKyMEHTE BbIJIEJICHHOTO XpaHEHHUs], BHEILTHEM JIEKTPOHHOM HOCUTENE) rpud
KOH(HICHIIMATHHOCTH 3a4€PKUBAIOT OJHON YEPTOW U PSAZIOM C HUM C MTOMOIIBIO CIIEIUATBHOTO
HITamMia Wi OT pyKHd JAeJaroT OTMETKY O cHATUM rpuda: I'pud cuar. Akt Ne ot
(YKa3zaTh HOMEp aKTa U JaTy ero yTBepxaeHus pykoBoaurteneM) ['pud 3aBepsercs: moAnuckyo
JIM11a, OTBETCTBEHHOTO 32 Be/IeHUE KOH(UICHIMAIBHOTO JeIONPOU3BOCTBA, U IEUaThIO
OpraHu3anuu (CTpPYKTYpPHOIO Hopa3esieHus). AHaJOTHYHbIE OTMETKU BHOCSITCSI B OIIUCH 1€,
KYpHaJIbl PErUCTPALUU KOH(DUICHIIUAIBHBIX TOKYMEHTOB (y4eTa JOKyMEHTOB BbIJIEJIEHHOTO
XpaHEeHHs, BHEITHUX JIEKTPOHHBIX HocuTenei). O cHsiThu rpuda KoHQUICHINAIBHOCTH C
JOKYMEHTOB (JJOKYMEHTOB BBIJIEICHHOI'O XPAHEHUs, BHEIIIHUX 3JIEKTPOHHBIX HOCUTEIEH)

HeoOXoau

KoHTpoJibHbIE BOIPOCHI/3a1aHUA:

3HaTh: METOABl  PaboTBl €
KOH(UICHINATbHBIMH
JIOKyMEHTaMHU B TEKYIIEM
JIEJIONPOU3BOJICTBA M ApXUBE
OpraHu3aIu

1. KakoBsI 11e71H, 3a/1a49¥ U TOPSIOK TPOBEICHUS
paccrieoBaHuii 1Mo GakTaM yTpaThl KOHPHUACHIUATHHBIX
JIOKYMEHTOB?

2.Uto0 Ha3bIBaeTCsl KOH(PUICHITUAIBHBIM TOKYMEHTOM?
[opsnox onpenenenus cocraa KJ/1?

3.0mnucaTth OpraHU3alMOHHBIE U TEXHOJIOTUYECKUE
0COOEHHOCTH KOH(UICHIIUATHLHOTO JACJIOMPOU3BOJICTBA.

YMeTb: cOCTaBIATh JOKYMEHTHI Ha
T000M HOCUTENNE B 3aBUCHMOCTHU
OT Ha3HAYEHUs, COJEPKAHUSI W
BUJA JIOKYMEHTa, CaMOCTOSTEIbHO
paspaboTaTb MIPOEKTHI
YIPaBICHYECKUX JOKYMEHTOB B
COOTBETCTBUM C HOPMAaTUBHBIMU
TpeOoBaHUSAMU; YHU(DULIUPOBATH U
POEKTHPOBATH bopmbl
JIOKYMEHTOB

1.CrnpaBouHo-uHpopmaionsblii 6ank qanasix (CUBJ)
10 KOH(HICHITUATBHBIM JIOKYMEHTaM, Ha3HAYCHHE,
3a/la4¥, TUTIBI U IPEIbSIBIsIeMble TpeOOBaHUS?
2.Ha3BaTh Ha3HAYCHHE, TIC]IN U 337291
KoH(puaeHIMansHoro aenonpoussoactea (KIIT). [late
CPaBHUTEIBHYIO XapakTepUCTUKy opranuzanuu KT u
oTkpbITOrO AenonpousBoactea (OIT).

3.0mmcath IOpsAA0K TOKYMEHTHPOBAHUS
KOH(MUIEHIMATEHON HH(DOPMALIUY U TEXHOIOTUYECKUE
JTaIbl ¥ NPOLEAYPHI Nporecca JokyMeHTupoBanns K.

Onucanue MKAJbI OIICHUBAHUA:

Ouenka: 5

Huodicnuii nopoe sévinonnenus 3aoanus 6 npoyermax: 10
Onucanue xapakmepucmuku evtnoanenus 3nanus.; OueHka "oTIMYHO" BBICTABIISIETCS €CIIN 3aJJaHNE
BBITIOJTHEHO B MOJIHOM 00'beMe WIIHM BBITIOTHEHO MPEUMYIIIECTBEHHO BEPHO

Ouyenka: 4




Huoicnuii nopoe evinonnenus sadanus 6 npoyenmax.: 60
Onucanue xapakmepucmuku evtnonanenus 3uanus. OueHka "Xoponio" BbICTABISETCS €CIU
OOJIBIITMHCTBO BOIPOCOB PACKPHITO. BBIOPAHO BEPHOE HANIPABIICHUE JJIS PEIICHUS 3a/1a4

Ouenxa: 3
Huodicnuii nopoe svinonnenus 3aoanus 6 npoyenmax: 50
Onucanue xapakmepucmuku ebtnonnenus 3uanus. OueHka "yJ10BICTBOPUTEIHHO" BBICTABISAETCS
€CJIM 3aJ]aHue PEUMYIIECTBEHHO BBITIOJIHEHO

Ouenka: 2
Onucanue xapaxmepucmuxu evinoinenus snanus: ONeHKa "HeyI0OBICTBOPUTEIILHO" BEICTABIISICTCS
€CJIM 33JIaHUE BBITOJIHEHO HEBEPHO MJIU MPEUMYIIECTBEHHO HE BBIMTOJTHEHO

KM-2. Tecrt 2. KourpoJsbHas padora 2

®opmbl peanuzanuu: [luceMennas padora

Tun koHTpoaBLHOr0 Meponpusitus: [Iposepounas padora

Bec konTposbHoro meponpustusi B BPC: 30

IIpouenypa npoBegeHnss KOHTPOJIBLHOIO MeponpuaTHA: [IpakTnueckoe 3ansTue

Kpatkoe cogepxanue 3agaHus:
OKYMEHTBI HE PEKOMEH/IyeTCs IMKTOBaTh, HAaroBapuBaTh Ha AUKTOPOH. [IpoekThl qpyrux
TEKCTOBBIX JOKYMEHTOB M3TOTaBIMBAIOTCS I€YaTHBIM CIIOCOOOM O] AMKTOBKY MJIH CO
3BYKOBOCIPOM3BOJIAIIMX YCTPOUCTB JIMOO B JIBa 3TaIla: COCTABICHUE HAa OyMa)XXHOM HOCHUTEe
YEPHOBUKA IIPOEKTA JOKYMEHTa PYKOMMCHBIM CIIOCOOOM U MOCIIEAYIOIEE IeYaTaHue MPOeKTa
JIOKYMEHTa C YepHOBHKa. Takke BO3MOXEH BapUaHT BHECEHUS IEPEMEHHON YacTH TEKCTa B
TUTIOBBIE (DOPMBI JOKYMEHTOB, XpaHUMBIE B TAMSATH KOMIBIOTEPA, U X JaJbHEUIIETO
pacriedatbiBaHuA Ha npuHTEpE [6, ¢. 83]. Bugamu maTepuaibHbIX HOCUTEIEH
KOH(HICHIIMATBHBIX JOKYMEHTOB MOTYT OBITh: JUIS TPAJUIIMOHHBIX TEKCTOBBIX JIOKyMEHTOB —
CHeL0IOKHOTHI (CreluabHbIe OIOKHOTHI C OTPHIBHBIMH JIMCTAaMHU U KOPEIIKOM,
BBITMOJHSAIONIUM (YHKIIMIO Y4€Ta JIUCTOB, HAHECEHUS OTMETOK O LI€JIEBOM HX MCIIOJIb30BaHUHN);
pabouue TeTpaau i OONBIINX O 00bEMY JJOKYMEHTOB; OTAEIbHbIE IPOHYMEPOBAHHBIE
JUCTBI Oymaru, Tunorpadcekue Gopmsl U 6JIaHKU JOKYMEHTOB; JIIsl UePTEKHO-TpaPUUeCcKUX
JIOKyMEHTOB — IPOHYMEPOBaHHbBIE JINCTHI BATMAHA, KaJIbKH, TUIEHKH, MUJUIMMETPOBKH
(xoopaMHATHOW OyMaru) u T. I1.; U1 MAallIMHOYMTAEMBIX JOKYMEHTOB — MapKUPOBaHHBIE U
IIPOHYMEPOBAHHBIE MATHUTHBIE JIEHTHI, IUCKH, JUCKETHI, KapThl U T. I1.; VI ayAUO- U
BUJICOJJOKYMEHTOB — MapKHPOBAHHBIE U IPOHYMEPOBAHHBIE KaCCEThl C MAarHUTHOM IMJICHKOM,
Ja3epHbIe AUCKU, KACCEThl C KHHOIUIEHKOH U T. I.; U1 (POTOJJOKYMEHTOB — MapKUPOBAaHHbBIE U
IIPOHYMEPOBaHHbIE KacCEThI ¢ POTOIUIEHKON, (oToOYyMara, MUKpOQHILH, CIIali/bl, KACCETHI C
MuKpogoTtomneHkoi [7]. Ha 06moxkkax crner0jI0KHOTOB COTPYIHUK MOpa3IeIeHUs
KOH(UIEHIIMAIBLHOTO JIEIONPOU3BOCTBA MUILET WK MPOCTABIISET ITAMIIOM (ECIH He
IIPOCTaBJICHO TUNOrPadCKUM cr1ocoOoM) ciioBO «Cren0I0KHOT» U B IPAaBOM BEPXHEM YTy
rpu¢ KoHpuaeHIHANbHOCTU. Eciu nMcThl crien0IoKHOTa He TPOHYMEPOBAaHbI TUIIOTPAa(CKUM
CIocoO0M, TO OHM HYMEPYIOTCSI COTPYAHUKOM TOApa3ieleHNs KOH(DUIEHIIMATIbHOTO
nenonpou3BojicTBa. Ha 0010kkax pabounx TeTpajeil yKka3blBatloTCs BUA HOCUTEINS, TPUP
KOH(UICHIMATBbHOCTH, MHUIMAIBI U (haMuiIust ucroHuTens. JINCTol TeTpaneit HymepyroTcs,
Ha 000pOTEe MOCIETHETO JIUCTA COCTABIISACTCS MOAMUCHIBaEMast COTPYTHUKOM HOpa3IeIeHUS
KOH(UIEHIIMATBLHOTO JIEIONPOU3BO/ICTBA 3aBEPUTENbHAS HAAMNUCH C YKa3aHUEM KOJIMYeCTBa
JUCTOB B TeTpaau. JINCTHI TUMIOBBIX (POPM JOKYMEHTOB HYMEPYIOTCS HCIIOTHUTEIIEM, Ha
MePBOM JIMCTEe IpocTaBisiercs rpud konduaenmansHocTi. Ha oTaenbHbIx nucrax Oymaru,
BaTMaHa, MUJUIMMETPOBKH, KaJIbKU B COOTBETCTBYIOIIMX Ipadax OCHOBHBIX HaJITUCEH
HITAMIIOB WJIM JPYTUX YCTAHOBJIEHHBIX MECTaX UCIOJHHUTENEM MPOCTABIIAIOTCS: Ha BCEX
HOCUTEISIX — rpU() KOHPHUICHIIMATBHOCTH, HOMEPA JINCTOB; JOMOJHUTEIBHO Ha HOCUTENAX,
IpeIHa3HAYEHHBIX JUJISl YePTEKHO-TpapUueCcKruX TOKYMEHTOB, — KOJIMYECTBO JIUCTOB,



noapasnenenue u pamuus ucrnonHutens. [Ipu modom criocode U3rotoBaeHUs (PyKOIUCHOM,
IIEYaTHOM) ITPOEKT TOKYMEHTA JOJDKEH UMETh BCE HEOOXOAUMBIE U MPAaBUIILHO OOPMIICHHbIE
pEeKBU3UTHI [4, c. 44]. 41 B cityyae eciid JOKyYMEHT Ne4aTaeTcsi C YepHOBUKA, HA TIEPBOM JIMCTE

YECPHOBHUKA JOJIZKHBI OBITE IIPOCTABJICHBI KOJIUYCCTBO H606XOI[I/IMBIX SK3EMILIAPOB IIPOCKTa
JOKYMCHTA U (l)aMI/IJII/ISI HUCIIOJIHHUTCIIA, a €CIIN MOAICKAITUN HU3JaHUIO AOKYMCHT HC
NpeaAYCMOTPCH MIEPCUHAMU U3/1aBACMBIX KOH(l)I/II[eHHI/IaJ'II)HBIX JOKYMEHTOB, TO HaA YEPHOBUKEC
JOMOJIHUTCIIBHO JOJKHA CTOSATH BU3apaspClICHUC pYKOBOHHTeHeﬁ noapasaciiCHusA, KOTOpOC
HN31a€T JOKYMCEHT, U IOAPa3ACIICHUA KOH(l)I/II[eHHI/IaJ'IBHOFO JACJIOIIPOU3BOACTBA (I/IJ'II/I CJ'Iy}K6BI

0€30MacCHOCTH).

KoHTposibHbIe BONPOCHI/3aJaHUA:

3HaTh: 3aKOHOJATENIbHbIE aKThl U
HOPMAaTHUBHO-METOIUYECKYIO
JUTEPATYPY, IpaBuia u
MHCTPYKLUHU, pPErIaMEHTUPYIOIINE
paboty C JOKYMEHTaMHU
OTPaHUYEHHOr0 J0CTyNa, B TOM
qucie KOH(HIEHIIMATbHBIMU
JIOKyMEHTaMU

1.Onucarp npoueccel opranuzanuu K1, u nate
KpPaTKYI0 UX XapaKTEPUCTHUKY.

2.0Opranuzaiiys ¥ OCHOBHBIE 33/1a4U CPOKOBOTO
KOHTpOJIA 3a ucnonHenuem KJ/I. Kakwue cymectByror
BU/JIBI CPOKOB HCITOJIHEHUS TOKYMEHTOB?
3.Ha3nauenue noxpasaeneHus KOHPHICHINATHHOTO
nenonpousbojctsa (I1K]I), mpeabsBnseMmbie K HEMY
(ITKJI) TpeboBanus? Bo3moxuble PyHKIIMOHAIBHBIC
rpynnsl, xoasimue B ITK1?

OnucaHue MKAJbI OLleHUBAHUS:

Oyenka: 5

Huoicnuii nopoe svinonnenus 3aoanus 6 npoyenmax: 10
Onucanue xapakmepucmuku blnonenus 3nanus; OueHka "oTIMYHO" BBICTABIISIETCS €CJIU 3aJJaHue
BBITIOJIHEHO B MOJIHOM 00BEME HJIM BBIIIOJTHEHO MPEUMYIIIECTBEHHO BEPHO

Oyenka: 4

Huoicnuii nopoe evinonnenus 3aoanus 6 npoyenmax.: 60
Onucanue xapaxmepucmuxu evinoaneHus snanus: OueHKa "XopoIo" BBICTABIIAETCS ECIIN
OOJIBIIMHCTBO BOIIPOCOB PACKPBITO. BBIOPAHO BEPHOE HAIIPABICHUE JJIS PEIICHUS 3a/1a4

Oyenka: 3

Huoicnuii nopoe evinonnenus 3aoanus 6 npoyenmax.: S0
Onucanue xapaxmepucmuxu 6vinoaneHus snanua: OueHKa "y10BIETBOPUTEIBHO" BBICTABIIAETCS
€CIIU 3a/l1aHU€E TPEUMYILECTBEHHO BBITIOJIHEHO

Oyenka: 2

Onucanue xapakxmepucmuxu evinoanenus sHanus: OneHKa "Hey10BIeTBOPUTENIbHO" BBICTABIISETCS
€CJIM 33JJaHUE BBINIOJHEHO HEBEPHO WJIM MPEUMYILIECTBEHHO HE BBIIIOJIHEHO

KM-3. Koutpoabhas padora 3. KourposabHas padora 4

®opmbl peanausanuu: [lucbMenHas padora

Tun koHTpoabHOro MeponpusaTus: KourponsHas pabota

Bec koHTpOosbHOrO0 Meponpusitusi B BPC: 40

IIpoueaypa npoBeaeHrsi KOHTPOJBLHOr0 MeponpusaTus: [IpakTudeckoe 3ansaTne

KpaTkoe cogep:kanune 3a1aHus:

[Tocne meuaTanus MpoeKTa JOKYMEHTA 3aMOJIHSIOTCS Tpadsl 6—7 xKypHaa yuera
CO3IaHHBIX/M3IaHHBIX JOKYMEHTOB, MPOEKT TOKYMEHTa BMECTE C YEPHOBUKOM TIEpeIacTCsI
WCITOJTHUTEITIO 10T TOANUCh B rpade 8. PazoBas pacnucka, BeIJaHHAS paHEee UCTIOTHUTENIO 32

MOJIYy4YCHHEC

HOCUTENS (UEPHOBUKA), BO3BPAILIAETCS] COTPYAHUKY CIYKObl KOHPUACHIIMATHLHOTO
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JIEJIONPOU3BOJCTBA U YHUUTOXAeTcs [6, c. 84].

B ciiyyae HeoOX0IMMOCTH TeperneyaThIBaHUsI IPOEKTA JOKYMEHTA C U3MEHEHHEM KOJIM4YeCTBa
JIMCTOB TEpenevyaTbBaHNEe MPOU3BOJUTCS 32 HOBBIM YYETHBIM HOMEPOM. OT UCTIOTHUTEIS
MPUHUMAIOTCS UCIIPABJICHHBIN U BCE APYTUE IK3EMIUISPHI IPOEKTA, a TAK)KE YEPHOBHUK C
norameHleM NOIIICH UCTIONHUTENS B Tpade 9 xKypHasa yuera U31aHHBIX JOKYMEHTOB.
TexHomorus

ydyeTa U BbIJJaud BHOBb OTIIEYATAHHOT'O MPOEKTA aHAJOTMYHA TEXHOJIOTUH yUeTa U BbIJIaun
MPOEKTa JOKYMEHTA, 1Ie4aTaeMOro C YepHOBUKA, C TOW JIMILb pa3HUIICH, 4To B rpade 5 BMecTo
HOMepa HocuTens ykasbiBaeTcs «C Ne  » ¢ mpocTaBlieHHEM HOMEpa MeperedyaTbiBaeMoro
IpPOEeKTa

0e3 yka3zaHUsl HOMEPOB JIUCTOB B HEM.

[Tpu U3rOTOBICHUU TOTOJHUTENBHBIX YK3EMILISIPOB IPOEKTa JOKYMEHTA WM JOMOJIHUTEIbHBIX
HK3EMIUISIPOB YKE MOMUCAHHOTO (YTBEPKIEHHOI0) JOKYMEHTa (B Clly4ae BOSHUKHOBEHUS
HEO0OXOIMMOCTHU B HUX) B Tpade 6 xKypHalla yuyeTa CO3/1aHHBIX/U3/IaHHBIX TOKYMEHTOB 01
paHee CIIeIaHHOW 3aITUChI0 Yepe3 3HAK «+» MPOCTABIAETCS KOJMYECTBO JONOTHUTEIbHBIX
9K3eMILIApoB. Hymepalnius JOmoNMHUTENBHO U3TOTOBICHHBIX SK3EMILIIPOB MPOU3BOJAUTCS OT
MIOCJIETHETO HOMEpa paHee MPOHYMEPOBAHHBIX dK3eMIUIApoB. [loanuce 3a moryueHne Takux
9K3EMILIIPOB MPOU3BOAUTCS OTIEIBHO OT MPEIbIIYIIEH.

[Tpu pyKONIMCHOM M3rOTOBJICHUU IPOEKTA TEKCTOBOTO IOKYMEHTA Ha OT/EIbHBIX JINCTaX

WM PYKOIIMCHOM 3arl0JHEHUH TUTIOBOU (DOPMBI IOKYMEHTA, a TaKkKe MpH pa3padboTke
YepTeKHOTPaQUIECKUX TOKYyMEHTOB HOCUTENIM MOTYT YUYUTBIBATHCS HIIH T10 KypHAy ydeTa
HOCUTEJCH,

WIN Cpasy M0 KypHaly yueTa CO3/IaHHBIX/U3AaHHBIX TIOKYMEHTOB. B mocneqnem ciryuae
3anonustoTes rpadsl 1, 3—7 (B rpade 5 numercs cnoBo «Pykomucey).

Ecnu mpoeKT TeKCTOBOTo JOKYMEHTA TeYaTajcs Mo AMKTOBKY, TO 3aMOTHSIIOTCS TE JKe
rpads (B rpade S npocTaBiseTcs «0/4» — 6€3 YepHOBHUKA).

OtH ke Tpadbl 3aMOIHAIOTCS TP MIEYaTaHUH MPOEKTa JOKYMEHTA CO 3BYKOBOCTIPOU3BOISIINX
yCcTpoicTB (B rpade 5 MpoCTaBIsAIOTCA BUI M HOMEP HOCHUTENS peueBOi nHpopMaun).
[Tpuem/Bo3BpaT HOCUTENSI OCYIIECTBIISIETCS 110 pa30BOil pacrucke [6, c. 86].

43

Ecnu npoekT gokymeHTa ObLT OTIeYaTaH Kak OTKPBITHIH, a B IPOIECCEe BUSMPOBAHUS MITH
MOJMUCaHUs OBUIO MPUHSATO PEIICHUE O MEPEBOJIE €r0 B pa3ps KOHPHUACHIUATBHBIX, TO
UCTIOJTHUTEIIEM JIOJIKHBI OBITh TIPEACTABICHBI B CITY’KOY JAETOMPOU3BOICTBA BCE IK3EMILISIPBI
OTIIEYaTaHHOI'O MPOEKTa 1 YepHOBHUK. Ha 060poTe MmocieiHero 3K3eMIuisipa mpoeKTa
UCTIOJTHUTEIb YKa3bIBAET, CKOJIBKO SK3EMILUISIPOB OTIEYATaHO U CKOJIBKO JIUCTOB B UEPHOBHKE,
3aBepsis 9TO CBOEU

noanucho. [Ipyr 0TCYTCTBUH YepHOBHKA WM OTIEIBHBIX SK3EMITISIPOB IMPOEKTA JTOKYMEHTA
PYKOBOJMTENEM OpPTaHU3allMK Ha3HaYaeTCcss KOMUCCHUS JJIs uX noucka. Eciau onu He OymyT
HalIeHbl, TO 00 3TOM JieJaeTcsa OTMETKa Ha 000pOTE MOCIEIHEr0 AK3EMILISIpa MPOEKTa 3a
HOJIHCHIO

npeceaarens KOMUCCHH.

00 00CTOATENBCTBAX YTPATHI TOKIAABIBACTCS PYKOBOIUTEIO OPTaHU3AINHN JJIs TPHHSITUS
COOTBETCTBYIOIIUX perienuii [6, c. 86—87].

DaKTUYECKH MPEACTABICHHBIC YK3EMILTAPHI TPOEKTa JOKYMEHTA U YEPHOBUK PETUCTPUPYIOTCS
B )KypHaJle yueTa CO3/IaHHBIX/U3/IJaHHBIX TOKYMEHTOB B rpadax 1, 3—7. B rpade 5 npu
HAIMYUU YepHOBHKa muieTcs «KoHbuaeHIMansHO  JI.» ¢ yKa3aHHWEM KOJIMYECTBA JTUCTOB
YepHOBHKA, HA YEPHOBHKE MTPOCTABIISIOTCS OTMETKA KOHPHUICHIINATLHOCTH U YIETHBIH HOMEP
npoekTa JokyMeHTa. [Ipu oTcyTcTBUM YepHOBUKA B rpade 5 ykaspiBaeTcs «6/u» — 6e3
YepHOBHKA.

KoHTpoJibHbIC BONIPOCHI/3aJaHHA:

‘ 3HAaTh: KJ1accuuKaluu ‘ 1. Tlopspok onpenenenus coctapa KJ| u nepeuns
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uHPOpMAlUK U JTIOKYMEHTOB nHGOPMAIINHY, COCTABIISIONICH KOMMEPUYECKYIO TalHYy.
OTPAaHWYEHHOTO JIOCTYIa, BUIBI 2.Kakue BUIbI 3aIIUIIIEHHOTO 3JIEKTPOHHOTO

TaiH JOKYMEHTO000POTa CYIIECTBYIOT H KAKHMHU
MEPOIPHUATHIMHI 00eCcTIeYnBaeTCsl HHPOPMAIIHOHHAS
0€30MaCHOCTb MPH UX OCYIIECTBICHUH?

3.ITopsimok pa3pabotku [lepedeHs cBeneHMIH,
cocrapisironux KT (ITepeuens KT). Kto pa3zpabarsiBaer
ITepeuens KT, atamnst pazpaboTku?

YMeTs: pa3pabarbIBaTh u 1.KakoB nopsiIok OTHECEHUs! cIy)eOHOM HHPOPMALIUU K
0pOpMITSTH HOPMAaTHUBHO- CIIy>keOHOM TaliHe U MOCIenyrolIee 0pOopMICHHE
METOJAMYECKHE  MaTepuaibl  T10 JOKYMEHTOB, COJIEpKaIIUX Takyro nHpopMmarmio? Kakast
periaMeHTanuu IIPOLIECCOB nHpopManus He MOXKeT ObITh oTHeceHa K CT?
00pabOTKM, XpaHEHUS M 3aIIUTHI 2.OCHOBHBIE MEPOTIPUSATHS, TPOBOIUMBIC TIPU
JOKYMCHTOB OIrpaHUYCHHOTI'O BHYTPCHHEM KOHTPOJIC 3allIUTELI 3JICKTPOHHOI'O

JIOCTYTIA, B TOM qucie JOKYMEHTO000pOTa OpraHU3allny.

KOH(l)I/IZIeHIII/IaJII)HI)IX AOKYMCHTOB, 3.KakoBsl IIpaBHJia IIPOBCACHUA KOH(bI/I[[GHIII/IaJH)HBIX
KOHTPOJIMPOBATh U aHAIU3HPOBATH COBCIIaHUI?

YPOBEHb  OpPraHM3alMOHHOW U
TEXHOJIOTMYECKOM 3alIUILEHHOCTU
JIOKYMEHTOB, OPTraHU30BaTh pabOTy
C JOKYMEHTaMH, COJAepKaluuMu

KOH(HICHIIHATHLHYIO
UH(pOpMaIHIO, B TEKYIIEM
JIETIONPOU3BOACTBE,
OpraHU30BBIBAThH apXHBHOE
XpaHEeHHe KOH(HICHIINATEHBIX
JTIOKYMEHTOB

OnucaHue MKaJbI OlleHUBAHUS

Oyenka: 5
Huorcnuii nopoe evinonnenus 3adanus 6 npoyenmax: 10
Onucanue xapakmepucmuxu evlnoinenus 3Hanus: OleHKa "0TINYHO" BBICTABISETCS €CIIH 3aJaHue
BBITIOJIHEHO B MOJTHOM 00bEME HIIU BBHITTOJTHEHO MPEUMYIIIECTBEHHO BEPHO

Oyenka: 4
Huoicnuii nopoe evinonnenus 3aoanus 6 npoyenmax. 60
Onucanue xapaxmepucmuxu evinoaneHus snanus: OueHKa "XopoIo" BBICTABIIAETCS ECIIN
OO0JIBIIMHCTBO BOIIPOCOB PACKPHITO. BBIOPAHO BEPHOE HANpaBJICHUE JUIsl pEIIeHUs 3a/1a4

Oyenka: 3
Huorcnuii nopoe svinonnenus 3a0anus 6 npoyenmax. 50
Onucanue xapaxmepucmuxu evinoineHus sHanus: OneHka "yI0BIEeTBOPUTENIBHO" BEICTABIIAETCS
€CITM 3aJJaHue MPEUMYIIECTBEHHO BBITIOTHEHO

Oyenka: 2
Onucanue xapaxmepucmuxu evinoanenusi snanus: OTNeHKa "HeyTOBICTBOPUTEIIEHO" BEICTABIIICTCS
€CJIM 3aJIaHUE BBIITOJIHEHO HEBEPHO UJTU MPEUMYIIECTBEHHO HE BBHIMOJTHEHO
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COJIEPKAHUE OIIEHOYHBIX CPEJICTB TIPOMEXKYTOUYHOM ATTECTAIIUA
5 cemecTp
@DopMa NPOMEeKYTOUHOM aTTecTalMM: 3a4ET C OLEHKOU

IIpumep Onsiera

Yr1Bepxaaro
3aB. kadenpoit
3K3AMEHAIIMOHHBINA BUJIET Ne 19
Kadenpa 6e3onmacHocT 1 HHGOPMAITMOHHBIX

TEXHOJIOTUH1
HRNY

«MDHN» ITpoTokoi Ne6

«19» mas 2021r.

ACJIO0IMPOU3BOACTBO»

Hucuumnnna «KonduaeHuuaabHoe

I/IH)KeHepHO-Z)KOHOMH‘IECKHﬁ HHCTUTYT

Kakwue cymecTByrOT METO/IBI JOCTHKEHNUS 3aIUIIEHHOCTH JOKYMEHTOIIOTOKOB?

JOKYMEHT0000pOTa OpraHy3aIiH.

1. HasBaTh OCHOBHBIC NIPHUHIIUITEI, HA KOTOPHIX OCHOBBIBAETCS 3AIIHIIICHHBIN TOKYMEHTOOOOPOT.

2. OCHOBHBIC MEPOIPUATHS, IPOBOAUMBIC TIPU BHYTPEHHEM KOHTPOJIE 3allIUTHI DJIEKTPOHHOTO

IIpoueaypa nposenenus

[TucemenHas ¢popma 1o omeTy

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

0C60eHUsL OUCUUNTUHBL
1. Komnerenunst/Muaukarop: [1K-8(Kommerenius)

Bonpocsl, 3aganus
1.0Onucath opraHu3alMoOHHbIE U TEXHOJIOTMUYECKHE 0COOEHHOCTH KOH(DUIEHIINAIBHOTO
JIeJIONIPOU3BOICTBA

2.CnpaBouno-uHdpopmarmonnslil 6ank qanasix (CUB/) mo koHbuaeHIHATEHBIM JOKYMEHTaM,

HAa3HA4YCHUE, 3aaa4U, TUIIbI U IPCABbABIIACMBIC Tp€60BaHI/I$I?

3.HasBarp Ha3HaueHue, eI U 3a/1a4l KOHPHUAeHIIManpHoro aenonpoussoactea (K/AI). dars
CpaBHUTEIBHYIO XapakTepucTuky opranuzanuu KJIT u otkpeitoro nenomnpoussoacraa (OIT).

4.0mnucatb NOPSAAOK JOKYMEHTHPOBaHUS KOH(PHIEHIMAIBHON HH(OpMAIMK U
TEXHOJIOTHYECKHE ATalbl U MPOLEeTypHl Mpoliecca JokyMeHTHpoBaHus KU.

MarepuaJsl 1JI1 NIPOBEPKHU OCTATOYHBIX 3HAHUN
1.YTo Takoe TOKyMEHTOOO0OPOT?
Bepusliit otBet: JlIoOKyMEHTOOOOPOT — 3TO IBMKEHUE JOKYMEHTOB B OpraHU3aIMU C
MOMCHTA UX CO3aaHN UIIN MOJYYCHHUA A0 3aBECPIICHUA UCIIOJIHEHUA UJIN OTIIPABKU.
2.Yto Takoe perucrpanus JOKyMeHTa?

BepHsiit otBeT: Peructpanus 10KyMeHTa — IPUCBOEHUE TOKYMEHTY PETUCTPALlMOHHOTO

HOMEpAa U BHECEHHUE JTAaHHBIX O JOKYMEHTE B PErHCTPALMOHHO-YUETHYIO (opMYy.
3.YTo Takoe HOMEHKJIaTypa aein?

Bepnpiii otBet: B coorBetctBum ¢ 'OCT P 7.0.8-2013 HomeHnknatypa aen —

CUCTEMAaTU3HPOBAaHHBIN NEpPEeUeHb 3ar0JI0BKOB JIEN, CO3aBaeMbIX B OPraHU3alINH, C
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YKa3aHHUuEM CPOKOB UX XPAHCHUA. I[G.HO — JOKYMCHT WJIM COBOKYITHOCTb NJOKYMCHTOB,
OTHOCSIIIUXCS K OJTHOMY BOIIPOCY WJIHM Y4aCTKY JACSTEIbHOCTH, TOMEIICHHBIX B OTACIBHYIO
00JIOXKKY.

4.Yto Takoe ¢popMupoBaHue aemna’?
Bepwuriit orBeT: @opMupoBaHue Aeiia — TPYNIUPOBKa UCIIOJIHEHHBIX JOKYMEHTOB B JIEJIO B

COOTBETCTBUH C HOMEHKJIATYpOH JIeN U UX CHCTeMaTH3alus BHYTPH Jea.
5.0kcnepru3a HEHHOCTH JOKYMEHTOB.

BepHnslii oTBeT: DKCHepTH3a IIEHHOCTH JOKYMEHTOB — H3YYEHHE JTOKYMEHTOB Ha

OCHOBAHUU KPUTCPUCB UX HCHHOCTHU IJId OMMPCACIICHUA CPOKOB XPAaHCHUSA JOKYMCHTOB.

2. Komnerenuust/Uugukarop: OK-4(Komrerenius)

Bomnpocel, 3axaHus
1.Ha3Batp nenu u 3aauu yu€ra KOH(OUICHIHAIBHBIX IOKYMEHTOB; IIEPEYCHb MEPOIIPUATHH,

OCyLIECTBIIsIEMbIH B mporecce yyera K/I.

2./laTh XapakTepucTUKy popMaM ysa3BUMOCTU JOKYMEHTHUpOBaHHOM nHpopmanuu. Ha3zpate
WCTOYHUKH U CIIOCOOBI IECTAOUIN3UPYIOMIETO BO3ACHCTBIS HA HOCHTEh HHPOPMAITUH HITH HA
camy uH(MOpPMAaILIHUIO.

3. late onpenenenue pexxuma «KT». Kakue cBeenns MoryT siBIAThCS HHDOpMAaIMei,
coctapsitonielt KT? Kro sBisiercs o6namarenem nadopmanuu, coctapistomein KT?

MaTepI/IaJ'[bI AJIS MIPOBEPKU OCTATOYHBIX 3HAHHUI

1.9r1o Takoe mramn?
Bepusriit otet: LllTamm — 3T0 yCTpORCTBO MPSMOYTOIBHOM (DOPMBI 11t IPOCTABICHUS

OTMCTOK CIIPABOYHOI'0 XapaKTEpa O NOJTYUCHUU, pCTUCTPALIUU, ITIPOXOKIACHUH,
HCIIOJIHCHUHN JOKYMCHTOB U JP.

2.Yro Takoe GiaHK TOKymMeHTa?
Bepusiii otBet: biank 1okyMeHTa — 3TO JIMCT OyMaru Wi 3JIEKTPOHHBIN MA0JIOH ¢

PEKBU3UTAMH, UAECHTUPHUIHUPYIOIIMMHU aBTOPa OPHUIIMATIBHOTO JOKYMEHTA.

3.Yrto Takoe XpaHEHUE TOKYyMEHTOB?
BepHnblii oTBeT: XpaHeHHE TOKYMEHTOB — OpraHU3alus PallMOHAIBHOTO Pa3MELLEHUS U
obecrieueHre COXpaHHOCTH JOKYMEHTOB.

4.YT0 Tako€ YHUYTOKEHHE JOKYMEHTOB?
BepHblil 0TBET: YHUUTOXEHNE JOKYMEHTOB — HCKIIFOUEHHE JIOKYMEHTOB U3
JOKYMEHTAJIBHOTO MJIM apXUBHOTO (DPOHJIA 110 UCTEUEHUH CPOKA UX XPAHEHUS C
MOCJIEAYIOIUM YHUUTOXKEHUEM (YTUIIU3alel) B yCTAHOBJICHHOM MOPSIKE.

II. Onucanue wikanvt oueHuganus

Ouyenxa: 5
Huodienuii nopoe sévinonnenus 3aoanus 6 npoyenmax: 10
Onucanue xapaxmepucmuku 6bInoaHeHUsA 3Hanus: PaboTta BEITOTHEHA B paMKax "MIPOABUHYTOTO
ypoBHsL. OTBETHI JaHBI BEPHO, YETKO CPOPMYINPOBAHHBIE OCOOCHHOCTH MPAKTUUYECKUX PEIICHHH

n

Ouyenka: 4
Huodicnuii nopoe sévinonnenus 3aoanus 6 npoyermax: 60
Onucanue xapakmepucmuku 6blnoHeHus 3nanus: Paborta BbINOIHEHA B paMKax "0a30Boro"
yYpPOBHS. BOJIBIIMHCTBO OTBETOB JJaHBI BEpHO. B uacTn MaTepualia ecTh He3HAUUTEIbHBIC
HETOCTATKH

Oyenxa: 3
Huorcnuii nopoe evinonnenus 3adanus 6 npoyenmax. 50
Onucanue xapaxmepucmuxu vinoineHus snanus: PaboTta BeIIOTHEHA B paMKax "moporoBoro"”
ypoBHs. OCHOBHAS 4acTh 3a/IaHUS BBITIOJTHEHA BEPHO. HA BOMPOCH YTIIYOJIEHHOTO YPOBHS
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Oyenka: 2
Onucanue xapakmepucmuxu vinoiheHus 3nanus: Pabora He BBITOJIHEHA WIH BBITIOJTHEHA
MPEUMYIIIECTBEHHO HETPABUIHHO

111. Ilpasuna évicmasnenus umozo80i OyeHKu no Kypcy

OueHka ompenemnsieTcss MO COBOKYIMHOCTH PEe3YJbTAaTOB TEKYIIErO KOHTPOJS YCHEBAEMOCTH B
cooTBeTcTBUU C [lomoskeHneM o 0auIbHO-PEHTHHTOBOM cucTteMe it ctyaeHToB HUY «MBON»
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