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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. ITIK-8 criocoGHOCThIO 0OPMIISATH paboUuyI0 TEXHUUECKYIO JOKYMEHTAIUIO C YIYETOM
JIEUCTBYIOIIMX HOPMATUBHBIX U METOIMUYECKUX IOKYMEHTOB

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

6 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 YHCJIIC
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:

3aKOHOJATEIbHBIC aKThI U
HOPMAaTUBHO-METOANYECKYIO
JTUTEpaTypy, paBuiia U
HMHCTPYKIUH,
perIaMeHTHPYIOIIHE PaboTy
C IOKyMEHTaMH
OTPaHUYEHHOTO JIOCTYIIA, B
TOM YHCIIe
KOH(UICHIIMATEHBIMH
JOKyMEHTaMU
KJIacCU(PUKAITIHI
nH(OpMAaIIUY U TOKYMEHTOB
OTPAaHUYEHHOTO JIOCTYTIA,
BUJIBI TallH

Tect 2. Kontponbnas padora 2 (IIpoBepounas padoTta)
KonTpomnbnas padora 3. KonrposbHas padota 4 (KonTposabsHas padora)




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 3KCIEPTHYIO KOMHCCHIO, CO3aBaeMYIO IO PEIICHHIO PYKOBOJICTBA OPTraHU3aIIHH.
3aKiroueHre KOMUCCHH O(OPMIISIOT aKTOM, YTBEPKIAEMBIM PYKOBOJICTBOM opranu3amnuu. Ha
JOKYMEHTE (IOKyMEHTE BBIJICJICHHOTO XpaHEHHS, BHEITHEM AJICKTPOHHOM HOCHUTEE) Tpud
KOH(HICHIIMATHHOCTH 3a4€PKUBAIOT OJHON YEPTOW U PSAZIOM C HUM C MTOMOIIBIO CIIEIUATBHOTO
HITamia Wik OT PYKH JIeJal0T OTMETKY O cHATUM rpuda: I'pud cusar. Akt Ne. ot
(YKa3zaTh HOMeEp aKTa U JIaTy €ro YTBEpXAeHUs pykoBoauTeneM) ['pud 3aBepsercs moAnuckyo
JIMIIa, OTBETCTBEHHOI'O 32 BEJCHHE KOH(DHICHIIHAILHOTO JISJIOMPOU3BOJICTBA, U IT€YaThIO
OpraHu3anuu (CTPYKTYpPHOI'O OApa3aAeieHus ). AHAIOIMYHbIE OTMETKU BHOCATCS B OMMCH JEI1,
JKYPHAJIbl PErHCTPALNU KOH(DUICHIIMAIBHBIX JIOKYMEHTOB (y4eTa JOKYMEHTOB BBIJICJICHHOTO
XpaHEeHHs, BHEITHUX JIEKTPOHHBIX HocuTenei). O cHsiThu rpuda KoHQUICHINAIBHOCTH C
JOKYMEHTOB (JJOKYMEHTOB BBIZICIICHHOTO XPaHEHUS, BHEIIIHUX AJICKTPOHHBIX HOCHTEIICH )
Heo0Xx0au

KoHTpoJibHbIE BOIPOCHI/3a1aHUA:

3HaTh:  MeToAbl  paboThl ¢ 1. KakoBsI 1111, 3a/1a4¥ U MOPSAI0K MPOBEACHUS
KOH(pHIEHIIMATbHBIMHU paccrieoBaHuii 1Mo GakTaM yTpaThl KOHPHUACHIUATHHBIX
JOKYMEHTaMH B TEKyIEM JTOKYMEHTOB?
JIeNIOTIPOU3BOACTBA M apXHBe 2.Yrto HazbIBaeTcs KOH(PUICHIUATBHBIM JOKYMEHTOM?
OpraHu3aIuu [Topsinok onpenenenns cocraBa KI?
3.0nmcars OpraHu3alMOHHbIE U TEXHOJOTHUECKUE
0COOEHHOCTH KOH(UICHIIUATHLHOTO JACJIOMPOU3BOJICTBA.

Onucanue MIKAJbI OLlEeHUBAHUS

Ouyenxa: 5
Huodienuii nopoe sévinonnenus 3aoanus 6 npoyermax: 10
Onucanue xapakmepucmuxu evlnoinerus 3Hanus: O1eHKa "OTIUYHO" BBICTABIISETCS €CIIH 3aJaHNe
BBITIOJTHEHO B MOJIHOM 00'beMe WIIHM BBITIOTHEHO MPEUMYIIIECTBEHHO BEPHO

Ouenka: 4
Huodicnuii nopoe svinonnenus 3aoanus 6 npoyermax: 60
Onucanue xapakmepucmuku evtnonanenus 3uanus.; OueHka "Xoponio" BbICTABISETCS €CIU
OOJIBIIMHCTBO BOIIPOCOB PACKPHITO. BEIOPAHO BEPHOE HAMPABJICHHE [T PEIICHUS 3a/1a4

Oyenka: 3
Huodicnuii nopoe sévinonnenus 3aoanus 6 npoyermax: 50
Onucanue xapakmepucmuku evinonnenus snanus: OneHka "ya0BIeTBOPUTEIHHO" BBICTABIISCTCS
€CITH 3aJIaHUE MPEUMYIIIECTBEHHO BBITIOJHEHO




KM-2. Tecr 2. KourpoJsbHas padora 2

®opmbl peanauzanuu: [luceMennas padora

Tun koHTpoabHOro Meponpusitus: [Iposepounas padora

Bec konTpobHOr0 Meponpustusi B BPC: 30

IIpouenypa npoBeaeHns KOHTPOJIBLHOI0 MeponpuaTHA: [IpakTnyeckoe 3aHsaTHE

Kparkoe cogepxxanue 3agaHus:
OKYMEHTBI HE PEKOMEHJIyeTCs IMKTOBaTh, HAaroBapuBaTh Ha AUKTO(POH. [IpoekThl qpyrux
TEKCTOBBIX JOKYMEHTOB M3rOTaBIMBAIOTCS IEYATHBIM CIIOCOOOM O] AMKTOBKY UJIH CO
3BYKOBOCIPOM3BOISALIMX YCTPOUCTB JINOO B JIBa 3TAIlA: COCTABICHHE HA OyMaXHOM HOCUTEIe
YEepPHOBUKA MPOEKTA JJOKYMEHTA PYKOIIMCHBIM CIIOCOOOM H MOCIIEAYIOIIEee ITeYaTaHue 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 matepuanbHbIX HOCUTENEH
KOH(HICHIIMATBHBIX JOKYMEHTOB MOTYT OBITh: JUIS TPAJUIIMOHHBIX TEKCTOBBIX JIOKyMEHTOB —
CHEL0IOKHOTHI (CrieluanbHble OJIOKHOTHI C OTPHIBHBIMH JTMCTAaMHU U KOPEIIKOM,
BBIMOJIHSIONINM (DYHKIIHIO yYeTa JIMCTOB, HAHECEHUSI OTMETOK O LIEJIEBOM HMX HCIIOJIb30BAHHH);
pabouue TeTpaau i OONBIINX 0 00bEMY JJOKYMEHTOB; OTAEIbHbIE IPOHYMEPOBAHHbBIE
aucTel Oymaru, tTunorpadcekue Gopmbl U OTaHKH JOKYMEHTOB; IS YePTEIKHO-TPahUISCKUX
JIOKYMEHTOB — IIPOHYMEPOBAHHBIE JIUCThI BATMAHA, KaJIbKU, INIEHKU, MUJJTUMETPOBKH
(koopaMHATHOW OymMaru) u T. 10.; U MAaIIHHOYUTAEMBIX TJOKYMEHTOB — MApKHPOBAHHBIC 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. I1.; JUIs OTOAOKYMEHTOB — MapKUPOBAaHHbBIE U
IPOHYMEPOBAHHBIE KacCeThl C (POTOIUIEHKOH, (hoToOymMara, MUKPO(DUIIIH, CIIAii/Ibl, KACCETHI C
MuKpogoromieHkoi [7]. Ha 06moxkkax crner0a0KHOTOB COTPYIHUK HOpa3IeIeHUs
KOH(HICHIIMATHHOTO JICTONPON3BOJICTBA MUIIET WU MPOCTABIISAET IITAMIIOM (€CIIU He
IPOCTaBJIEHO TUIIOTpadcKUM criocoOom) ciioBo «CrendI0KHOT» U B IPABOM BEPXHEM YIIIy
rpu¢d xkoHpuaeHMaNIbHOCTH. ECii THCTHI crIeni0I0KHOTa HE TPOHYMEPOBaHbl TUIOTPa(CKUM
Croco0OM, TO OHU HYMEpYIOTCSl COTPYAHUKOM IMOApa3AeaeHus KOHPHUISHINATBHOTO
nenonpousBoacTBa. Ha 00n0xkkax pabouux teTpajaeil yka3plBatoTCs BUJL HOCUTENS, TpUP
KOH(HICHIIMATbHOCTH, THULIMANIBI U (aMUIIUs UcriofHUTENs. JINCThI TeTpaneil HymepyroTcs,
Ha 000pOTE MOCIEAHETO JIMCTa COCTABIISETCS MOANKUChIBAeMasi COTPYAHUKOM IOAPA3IEICHUS
KOH(HIEHIIMATIBHOT'O IETONPOU3BOJICTBA 3aBEPUTEIbHASL HAAMNCH C YKa3aHHEM KOJINYeCTBa
JIUCTOB B TeTpaau. JIUCTHI THIIOBBIX (POPM TOKYMEHTOB HyMEPYIOTCS UCIIOJIHUTENEM, Ha
NEPBOM JIMCTE MpocTaBisieTcs Tpud KoHpuaeHmanbsHocTH. Ha oTaenbHbIX IucTax Oymard,
BaTMaHa, MUJUIMMETPOBKH, KaJIbKU B COOTBETCTBYIOIIUX Ipadax OCHOBHBIX HaANUCEN
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 pamunus ucrnonautens. [Ipu aodom crocode N3roToBiaeHus (PyKOMUCHOM,
ME€YaTHOM) MTPOEKT JOKYMEHTA JO0JKEH UMETh BCE HE0OOXOIMMbIE U MPaBUIILHO O(hOpMIIEHHBIE
pekBU3UTHI [4, c. 44]. 41 B cinyuae eciu JOKYMEHT IeUaTaeTcs ¢ YepHOBUKA, HA TIEPBOM JINCTE
YEPHOBUKA JJOJHKHBI OBITh MPOCTABIIEHBI KOJIMYECTBO HEOOXOAUMBIX SK3EMILIIPOB MPOEKTa
JOKYMEHTa ¥ (paMuiIis UCTIOTHUTEIS, a €CIU MOUIeKAINHN H3TaHUIO TOKYMEHT He
MPElyCMOTPEH MEPEUHIMHU U31aBaeMbIX KOHPHUACHIUATbHBIX TJOKYMEHTOB, TO HA YEPHOBUKE
JIOTIOTHUTEIIBHO JOJDKHA CTOSITh BU3apa3pelIeHre PYKOBOAUTENEH MOApa3IeieHHsI, KOTOPOE
U3JIaeT TIOKYMEHT, U MOoJpa3ieleHus] KOHPHUISHIMAIBHOTO AeTONPOU3BOACTBA (MIIN CITYKObI
0e30MacHOCTH).

KoHTpoJibHbIe BONIpochl/3aJaHUA:



3HaTh: 3aKOHOJATENILHBIE aKThl U 1.0Onucars npoueccel opranuzaunu K/II, u nate
HOPMAaTHUBHO-METOIUYECKYIO KpPaTKyI0 UX XapaKTEPUCTHUKY.
auTeparTypy, IpaBuiIa u 2.0OpraHu3anusi 1 OCHOBHBIE 33/1a4U CPOKOBOTO
UHCTPYKLUH, PErIaMEHTUPYIOIIUE koHTpouis 3a ucnosHenueM KJI. Kaxkue cymectByror
paboty c JNOKyMEHTaMu BH/JIbI CPOKOB MCIOJHEHUSI JOKYMEHTOB?
OTPAaHUYEHHOTO JIOCTyNa, B TOM 3.Ha3znauenue noapasnencHusi KOHPHICHIIUATHHOTO
yuclie KOH(UICHIIMATbHBIMU nenonpouspojctaa (I1K]I), mpeabsBiseMmbie kK HEMY
JIOKyMEHTaMHU (ITKT) TpeboBanusi? Bo3mokHbIe (QYHKIIMOHAIBLHBIC
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 MOJIHOM 00BEME HJIM BBITTOJTHEHO MPEUMYIIIECTBEHHO BEPHO

Oyenka: 4
Huoicnuti nopoe evinonnenus sadanus 6 npoyenmax.: 60
Onucanue xapakmepucmuxu evinoinenus 3Hanus: OLeHKa "Xopouo" BEICTaBISAETCS €U
OOJIBIIIMHCTBO BOIIPOCOB PACKPHITO. BEIOPAHO BEPHOE HAMPABJICHHE JUISI PEIICHUS 3a]1a9

Oyenka: 3
Huoicnuti nopoe evinonnenus sadanus 6 npoyenmax.: 50
Onucanue xapakmepucmuxu evlnoinenus 3Hanus: OueHKa "yJOBIETBOPUTEIBHO" BBICTABIISETCS
€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 meyaTaHust MpOEKTa JOKYMEHTA 3aMOIHIIOTCS Tpadbl 6—7 )KypHana ydera
CO3JITaHHBIX/U3JJaHHBIX JOKYMEHTOB, MPOEKT JOKYMEHTa BMECTE C YePHOBUKOM TEPEIaeTCs
WCIIOTHUTEITIO MOJ1 OANHUCH B Tpade 8. PasoBas pacnucka, BeIaHHAS paHee UCIIOIHUTEINIO 32
MOJTyuYeHue
HOCUTENS (YUEPHOBUKA), BO3BPAILIAETCS COTPYAHHUKY CIYKObI KOHGUACHIIMATHEHOTO
JIeJIOTIPOU3BOJICTBA U YHUUTOXKAETCs [6, ¢. 84].
B cydae He0OXOAUMOCTH TeperneyaThIBaHUsI MPOEKTa JOKYMEHTA C U3MEHEHHEM KOJTMYeCTBa
JIUCTOB TIEpeTieUyaThIBAHUE MTPOU3BOIUTCS 32 HOBBIM yU€THBIM HOMEpOM. OT UCTIOTHUTEIIS
MPUHUMAIOTCS] UICIIPABIICHHBIN U BCE APYTHE 3K3EMILIAPhI MPOEKTa, & TAK)KE YEPHOBUK C
MOTaIIEHUEM TOITUCH UCTIOJIHUTENS B rpade 9 )KypHaja yuyera 3TaHHBIX JOKYMEHTOB.
TexHonorus
ydeTa U BbIJJaY¥ BHOBH OTIIEYaTAHHOTO MPOEKTA aHAJOTHYHA TEXHOJIOTHH YUYeTa U BbIIaun
MpOeKTa JOKYMEHTA, Ie4aTaeMoro ¢ YepHOBHKA, C TOW JIMIIb Pa3HUIICH, 4TO B Tpade 5 BMecTo
HOMepa HocuTens ykaszbiBaercs «C No  » ¢ mpocTaBieHHeM HOMepa IeperneyaTbiBaeMoro
MPOEKTa
0e3 yka3zaHUS HOMEPOB JIUCTOB B HEM.
[Ipu M3roTOBIEHUH JOTOTHUTEIBHBIX FK3EMIUISIPOB MPOEKTA JOKYMEHTA WM JIOMOJIHUTEIbHBIX
AK3EMIUISIPOB YKE TIOIMUCAHHOTO (YTBEPIKIEHHOT0) JOKYMEHTa (B Cly4ae BO3SHUKHOBEHUS
HEO0OXOIMMOCTHU B HUX) B Tpade 6 KypHalla yueTa CO3/IaHHBIX/U3TaHHBIX TOKYMEHTOB 0T




paHee CIeNIaHHOM 3aIiChI0 Yepe3 3HAK «+» MPOCTABISAETCS KOJTUYECTBO JTOMOTHUTEIbHBIX
sK3eMILIApoB. Hymepalnins JOmoNMHUTENBHO U3TOTOBICHHBIX SK3EMIUIIPOB MMPOU3BOJAUTCS OT
MOCJIETHET0 HOMEpa paHee MPOHYMEPOBAHHBIX 3K3eMIUIIpoB. [loanucek 3a nmonyueHne Takux
9K3EMILIIPOB MPOU3BOAUTCS OTIEIBHO OT MPEIbIIYIIEH.

[Tpu pyKONIMCHOM M3rOTOBJICHUU MPOEKTA TEKCTOBOTO TJOKYMEHTA Ha OT/IEIbHBIX JINCTaX

WM PYKOIIMCHOM 3ar0JHEHUH TUTIOBOW (DOPMBI IOKYMEHTA, a TaKkKe MpH pazpadboTke
4epTEeKHOrpahUIECKUX TOKYMEHTOB HOCHUTEIH MOTYT YUYUTHIBATHCS WM IO KYpHATY ydeTa
HOCUTEJICH,

WIN Cpazy M0 XypHaly yueTa CO3/aHHBIX/U3AaHHBIX TOKYMEHTOB. B mocneqnem ciyuae
sanonHsroTCs rpadbl 1, 3—7 (B rpade S mummercs ciioBo «PyKomuch).

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

OTH e rpadbl 3aMOIHAIOTCS TPU MEYaTaHUH MPOEKTa JOKYMEHTA CO 3BYKOBOCIIPOU3BOISIINX
yCcTpoicTB (B rpade 5 MpocTaBistOTCA BUI M HOMEP HOCHUTENSI peueBOi HHpopMaLun).
[Tprem/BO3BpaT HOCUTENS OCYIIECTBISIETCS IO Pa30BO pacmucke [6, c. 86].
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Ecnu npoekT gokymeHTa OblT OTIeYaTaH KaK OTKPBITHIH, a B MPOLIECCEe BUBHPOBAHUS MITH
MOJAMUCaHUs ObUIO MPUHATO PEIICHUE O MEPEBOJIE €r0 B pas3ps KOHPHUACHIUATBHBIX, TO
UCTIOJTHUTEJIEM JIOJIKHBI OBITh TIPEACTABICHBI B CIIY’KOY JAETOMPOU3BOICTBA BCE IK3EMILISIPBI
OTIIEYaTAaHHOTO MIPOEKTa U YepHOBUK. Ha 000poTe mocieaHero 3K3eMInisipa mpoeKTa
UCTIOJTHUTEIb YKa3bIBAET, CKOJIBKO SK3EMILUISIPOB OTIEUATaHO U CKOJIBKO JIUCTOB 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
HalIeHBI, TO 00 STOM JIeTaeTCsl OTMETKA Ha 000POTE MOCIEIHET0 SK3EMILIPA IPOCKTA 32
MOJIITUCKIO

npezcenaTessi KOMUCCHU.

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

DaKkTUUYECKH MPEICTABICHHBIE SK3EMILISAPHI IPOEKTa TJOKYMEHTA U YePHOBUK PETHCTPUPYIOTCS
B )KypHaJle yueTa CO3/IaHHBIX/U3/IJaHHBIX TOKYMEHTOB B rpadax 1, 3—7. B rpade 5 npu
HaJIMYUK YepHOBUKa numerca «KoHpuaeHnanbHo  J1.» ¢ yKa3aHHEM KOJIMYeCTBa JINCTOB
YepHOBHKA, HA YEPHOBHKE MTPOCTABIISIOTCS OTMETKA KOHPHUACHIIMATLHOCTH U YIETHBIH HOMEP

npoekTa JokyMeHTa. [Ipu oTcyTcTBUM YepHOBUKA B rpade 5 ykaspiBaeTcs «6/u» — 6e3

YEPHOBUKA.

KoHTpoJibHBbIC BONIPOCHI/3aJaHHA:

3HaTh: KJ1accupuKaluu
uHpOpMAaLlUM U JIOKYMEHTOB
OTPaHUYEHHOTO JIOCTYMa, BHJBI
TalH

1. llopsinok onpenenenus coctaBa KJ[ u nmepeuns
nH(pOpMaIINY, COCTABISAIONIEH KOMMEPUECKYIO TaliHYy.
2.Kakue BUbI 3aLIUIIEHHOTO 3JIEKTPOHHOTO
JOKYMEHTO000pOTa CYIIECTBYIOT U KAKUMHU
MEPOIPUATHIMH 0OecrieynBaeTcsi HHPOpMaIOHHAs
0€30MaCHOCTb MPU UX OCYIIECTBIECHUH?

3.Ilopsimok pa3pabotku [lepeuens cBeneHui,
coctasisitonx KT (Ilepeuens KT). Kto pa3pabareiBaer
[Tepeuens KT, sTansr pazpaboTku?

Ymerb: pa3pabaTbIBaTh U 1.KakoB nopsi1o0k oTHecCeHus ciyxeOHoi nHpopMalnuu K
0hOopMITATH HOPMAaTHUBHO- CITy»eOHOU TaifHe U moceayomee opopMiIeHre
METOJAMYECKHE  MaTepuanbl IO JOKYMEHTOB, COJIepKalluX Takyro nHpopmarmio? Kakas
perjlaMeHTalnu MIPOLIECCOB nHpopmaiys He MoxKeT ObITh oTHeceHa k CT?
00pabOTKM, XpaHEHUS M 3aAIUTHI 2.0OCHOBHBIE MEPONPUATHSI, TPOBOIUMBIE TIPH
JIOKYMEHTOB OTPaHUYEHHOTO BHYTPEHHEM KOHTPOJIE 3alIUThI 3JIEKTPOHHOTO
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JIOCTYTIA, B TOM quclie
KOH(HICHIIMATBHBIX JTOKYMEHTOB,
KOHTPOJINPOBaTh M aHAJIU3UPOBATh
YPOBEHb  OpPraHM3alMOHHOW U
TEXHOJIOTMYECKOW 3alUILEHHOCTH
JIOKYMEHTOB, OPraHNU30BaTh paboTy
C JOKYMEHTaMH, COJAepKaluluMu
KOH(HICHIINATILHYIO
uH(pOopMalIHIO, B TEKYyLIEM
JIEI0NIPOU3BOJICTBE,
OpraHU30BbIBATh apXHUBHOE
XpaHeHue KOH(HICHIINATBHBIX
JIOKYMEHTOB

JOKYMEHTO000pOTa OpraHU3aIlny.

3.KakoBbI mpaBuiia MpoBeACHUs KOH(PUICHIINATBHBIX

COBEIIIaHUN?

Onucanue MKAJbI OICHUBaAHUA:

Huoicnuii nopoe evinonnenus sadanus 6 npoyenmax: 0

Oyenka: 5

Onucanue xapakmepucmuku blnoHenus 3Hanus; OueHka "oTIMYHO" BBICTABIISIETCS €CJIU 3aJJaHue

BBIIIOJIHEHO B ITOJTHOM 00bEME HMJIH BEIIIOJHEHO MpEUMYyIICCTBCHHO BEPHO

Huoicnuti nopoe evinonnenus sadanus 6 npoyenmax.: 60
Onucanue xapakmepucmuxu evlnonnenus 3Hanus: OueHKa "Xopouo" BEICTaBISAETCS €U
OOJIBIIMHCTBO BOIPOCOB PACKPHITO. BRIOPAHO BEPHOE HANIPABIICHHE /ISl PEIICHUS 3a/1a4

Huoicnuii nopoe evinonnenus sadanus 6 npoyenmax.: 50

Oyenka: 4

Oyenka: 3

Onucanue xapakmepucmuxu evlnonenus 3Hanus: OueHKa "yJoBIeTBOPUTEIBHO" BBICTABIISAETCS
€CJIM 3aJJaHue MPEUMYILIECTBEHHO BHIIIOJIHEHO
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COJIEPKAHUE OIIEHOYHBIX CPEJICTB TIPOMEXKYTOUYHOM ATTECTAIIUA
6 cemecTp
@DopMa NPOMEeKYTOUHOM aTTecTalMM: 3a4ET C OLEHKOU

IIpumep Onsiera

Yr1Bepxaaro
3aB. kadenpoit
3K3AMEHAIIMOHHBIA BAJIET 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 sHanus: PaboTta BeIOTHEHA B paMKax "moporoBoro"”
ypoBHs. OCHOBHAS 4acTh 3a/IaHUS BBITIOJTHEHA BEPHO. HA BOMPOCH YTIIYOJIEHHOTO YPOBHS
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1I1. Ilpasuna évicmaesnenusn umo2o80i OYeHKU no Kypcy

Onenka omnpenensercs IO COBOKYIHOCTH pE3YJIBTaTOB TEKYILErO0 KOHTPOJSA YCIIEBAEMOCTH B
cootBercTBUH ¢ [lonoxenneM o 6auIbHO-PEUTHHTOBOM cucTeMe [yt cTyaeHToB HUY «M3OW»
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