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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 CriocoGen mpu penieHur MpodeCCHOHATIBHBIX 3a7a4 OPraHU30BbIBATH 3aITUTY

uH(pOpPMAaIIUK OTPAHMYEHHOTO JJOCTYIIA B COOTBETCTBUU C HOPMATHBHBIMU IIPABOBBIMH aKTaMH,

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

Poccuiickoit ®enepanuu, OenepanbHoil CIIyKObI 10 TEXHUUECKOMY U SKCIIOPTHOMY KOHTPOJIIO
-1 OdopmiseT pabodyro TEXHHUECKYIO TOKYMEHTAIIUIO C YIETOM JICHCTBYIOIINX
HOPMATUBHBIX U METOJMYECKUX JOKYMEHTOB

H BKJIFOYACT:
AJIS TEKYHIEro KOHTPOJIA YCIIEBAEMOCTH

dopma peanuzanuu: [TuceMenHas padota
1. Konrponbnas padota 3. Kourponbnas padora 4 (Kontponsnas pabora)
2. Tect 1. KontponsHas padota 1 (IIpoBepounas pabora)
3. Tect 2. KonTposabHas padota 2 (IIpoBepounast padbora)

BbPC nucuuninHbl

5 cemectp

Beca KOHTpOIBHBIX MeponpUsITHiL, Y0

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(UIEHIIMAIBHBIX JOKYMEHTOB +
Opranuzanus 00paboTKH KOH(PUIECHIUATBHBIX JOKYMEHTOB
O06paboTka BXOIAMNX KOH(PUACHIHATBHBIX JOKYMEHTOB +
O06paboTka UCXOASIINX U BHYTPEHHUX KOH(UICHIIMAIBHBIX 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

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 | METOJbI pabOTHhI C Tect 2. Kontponbhas padora 2 (IIpoBepounas paboTta)
JOKYMEHTAIIMI0O C Y4YeTOM | KOHPHUACHIIMAIbHBIMU KonTpomnbnas padora 3. KonrpossHas padota 4 (KoHTposabsHas padora)
JNEHCTBYIOIINX JOKYMEHTaMU B TEKYIIEM
HOPMAaTHUBHBIX U | JCIOTMPON3BOCTBA U APXUBE

METOANYCCKUX NOKYMCHTOB

OpraHu3aIu
3aKOHO/IATEIIbHBIE aKThI U
HOPMAaTUBHO-METOANYECKYIO
JUTEPATYpy, paBuiIa u
HWHCTPYKIIUH,
periiaMeHTHpylolre padboTy
C IOKyMEHTaMH
OTPAaHUYEHHOTO JIOCTYTIA, B
TOM YHCIIE
KOH(PHUACHITMATbHBIMU
JOKyMEHTaMU
KJIacCU(pUKaLUU
nH(OpMaIIUY U TOKYMEHTOB
OTPAaHUYEHHOTO JIOCTYTIA,
BUJIBI TallH

YMeTs:

paspabarbIBaTh U
0pOopMIIATh HOPMATUBHO-
METOANYECKHE MaTEepHaIbl
10 perJaMeHTaIlun




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 C 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 CHATHH rpu(a KOHOUICHINAIBHOCTH BO3JIaraeTcsl, Kak MpaBuJIo,
Ha 3KCIEPTHYIO KOMHCCHIO, CO3aBaeMYIO IO PEIICHHIO PYKOBOJICTBA OPTraHU3aIIHH.
3aKiroueHre KOMUCCHH O(OPMIISIOT aKTOM, YTBEPKIAEMBIM PYKOBOJICTBOM opranu3amnuu. Ha
JOKYMEHTE (IOKyMEHTE BBIJICJICHHOTO XPaHCHHSI, BHEIITHEM AJICKTPOHHOM HOCHUTENE) Tpu(d
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 HOMEp aKTa U JaTy ero yTBepxaeHus pykoBoaurteneM) ['pud 3aBepsercs: moAnuckyo
JIMIIa, OTBETCTBEHHOI'O 32 BEJCHHE KOH(DHICHIIHAILHOTO JISJIONPOU3BOJICTBA, U ITEYaThIO
OpraHu3anuu (CTPYKTYpPHOI'O OApa3aAeieHus ). AHAIOIMYHbIE OTMETKU BHOCATCS B OMMCH JEI1,
YKYPHAJIbl PErHCTPALUU KOH(DUICHIIMAIBHBIX TOKYMEHTOB (y4eTa JIOKyMEHTOB BBIJICIICHHOTO
XpaHEeHHs, BHEITHUX JIEKTPOHHBIX HocuTenei). O cHaTum rpuda KoHQUICHINATBHOCTH 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, PErJIaMEeHTHUPYIOIINe
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 "XopoIo" 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 "yI0BIEeTBOPUTEIBLHO" BHICTABIISAETCS
€CITM 33aJJaHue MPEUMYIIECTBEHHO BBITIOJTHEHO

Oyenka: 2




Onucanue XapakmepucmuKu 6blNOJIHEHUSl 3HARUA.! OI_IGHKa "HCYI[OB.HCTBOpI/ITCJIBHOH BBICTABJIACTCSA
€CJIK 3aaHNEC BBIITOJIHEHO HCBCPHO HUJIN IMTPEUMYIICCTBEHHO HE BBIITIOJITHEHO

KM-2. Tecrt 2. KourpoJsbHas padora 2

®opmbl peaauzanuu: [luceMennas padora

Tun koHTpoabHOro Meponpusitus: [Iposepounas padora

Bec koHTpobHOr0 Meponpustusi B BPC: 30

IIpouenypa npoBeaeHnss KOHTPOJBLHOIO MeponpuaTHA: [IpakTnyeckoe 3aHsaTue

Kparkoe cogepxxanue 3agaHus:
OKYMEHTBI HE PEKOMEH/IyeTCs IMKTOBaTh, HAaroBapuBaTh Ha AUKTO(POH. [IpoekTsl qpyrux
TEKCTOBBIX JOKYMEHTOB M3rOTaBIMBAIOTCS IEYATHBIM CIIOCOOOM O] AMKTOBKY UJIH CO
3BYKOBOCIIPOM3BOJIALIMX YCTPOUCTB JIMOO B JIBa 3Talla: COCTABICHUE HAa OyMa)XXHOM HOCHUTENE
YepPHOBUKA MPOEKTA JJOKYMEHTA PYKOIIUCHBIM CIIOCOOOM M MOCIIEAYIOIIee TIeYaTaHne MPOeKTa
JIOKYMEHTa C YepHOBHKa. Tarke BO3MOXKEH BapUaHT BHECEHUS IEPEMEHHON YacTH TEKCTa B
TUTIOBBIE (DOPMBI JOKYMEHTOB, XpaHUMBIE B TAMSITH KOMIBIOTEPA, U X JaJbHEUIIETO
pacriedatbiBaHus Ha npuHTEpE [6, ¢. 83]. Bugamu maTepuaibHbIX HOCUTEIEH
KOH(HICHIIMATBHBIX JOKYMEHTOB MOTYT OBITh: JUIS TPAJUIIMOHHBIX TEKCTOBBIX JTOKyMEHTOB —
CHeL0IOKHOTHI (CrieluanbHble OJIOKHOTHI C OTPHIBHBIMH JTMCTAaMHU U KOPEIIKOM,
BBITOJIHSIONINM (DYHKIIHIO yYeTa JMCTOB, HAHECEHUSI OTMETOK O [EJIEBOM UX HUCIOJIH30BAHUN ),
pabouue TeTpaau i OONBIINX M0 00bEMY JJOKYMEHTOB; OTAEIbHbIE IPOHYMEPOBAHHbBIE
mucTel Oymaru, Tunorpadcekue Gpopmbl U OTaHKH JOKYMEHTOB; IS YePTEIKHO-TPahUISCKUX
JIOKYMEHTOB — IIPOHYMEPOBAHHBIE JIUCThI BATMAaHA, KAJIbKH, INIEHKH, MUJUIUMETPOBKH
(koopauHATHOW OymMaru) u T. 10.; JUI MAIIMHOYUTAEMBIX IOKYMEHTOB — MApKHPOBAHHBIC U
IPOHYMEPOBAHHbIE MArHUTHBIE JIEHTBI, JUCKH, JUCKETHI, KapThl U T. I.; VI ayJHO- U
BUJICOJJOKYMEHTOB — MapKHUPOBAHHBIE U IPOHYMEPOBAHHBIE KACCEThI C MAarHUTHOM IJICHKOM,
Ja3epHbIe AUCKU, KACCEThl C KHHOIUIEHKOH U T. I.; U1 (POTOJJOKYMEHTOB — MApKUPOBAaHHbIE U
MIPOHYMEPOBaHHbIE KacCEThI ¢ POTOIUIEHKON, (oTOoOYyMara, MUKpO(QHILH, CIali/bl, KACCETHI C
MuKpogoTtomneHkoi [7]. Ha 06moxkkax crner0I0KHOTOB COTPYIHUK MOpa3IeIeHUs
KOH(UIEHIIMAIBLHOTO JIEIONPOU3BOCTBA MUILET WK MPOCTABIISET ITAMIIOM (ECIH He
IPOCTaBJIEHO TUIIOTpaCcKUM criocoOom) ciioBo «CrendI0KHOT» U B IPABOM BEPXHEM YTy
rpu¢ xkoHpuaeHMaNIbHOCTH. ECli THCTHI crIen0I0KHOTa HE TPOHYMEPOBaHbl TUIOTPa(CKUM
Croco0OM, TO OHU HYMEPYIOTCSl COTPYAHUKOM MO0/ipa3AeieHNus KOHPHIEHIIMAaIbHOTO
nenonpousBoacTBa. Ha 0010kkax pabouux teTpajeil yka3plBatOTCsl BUJL HOCUTENS, TPUP
KOH(HICHIIMATbHOCTH, MHULIMANBI 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. JIUCTBHI THIIOBBIX (POPM TOKYMEHTOB HyMEPYIOTCS UCIIOJIHUTENIEM, Ha
NEPBOM JIMCTE IpocTaBisiercs rpud konduaenmansHocTi. Ha oTaenbHbIx nucrax Oymary,
BaTMaHa, MUJUIMMETPOBKH, KaJIbKU B COOTBETCTBYIOLIMX Ipadax OCHOBHBIX HaJIUCEH
HITAMIIOB WJIM JPYTUX YCTAHOBJIEHHBIX MECTaX UCIOJHUTENEM MPOCTABIIAIOTCS: HAa BCEX
HOCUTEISIX — rpU( KOHPHUIEHIIMATBHOCTH, HOMEPA JINCTOB; JOMOJHUTEIBHO Ha HOCUTENAX,
IpeHa3HAYEHHBIX JIJISl YePTEKHO-TpapUueCcKUuX TOKYMEHTOB, — KOJIMYECTBO JINCTOB,
noapasnenenue u pamuus ucrnonHutens. [Ipu modom criocode U3rotToBaeHUs (PyKOIUCHOM,
ME€YaTHOM) MTPOEKT JOKYMEHTA JO0JKEH UMETh BCe HEOOXOIMMBbIE U MPaBUIILHO O(hOpMIIEHHBIE
pekBU3UTHI [4, c. 44]. 41 B cinyuae eciu JOKYMEHT IeyaTaeTcs ¢ YepHOBHUKA, HA IEPBOM JICTE
YEpHOBUKA JJOJKHBI OBITh MPOCTABIIEHBI KOJMYECTBO HEOOXOAMMBIX SK3EMILIIPOB MPOEKTA
JOKYMEHTa ¥ (paMuiIs UCTIOTHUTEIS, a €CIIU MOUIeKALUHN H3TaHUIO TOKYMEHT He
MPElyCMOTPEH MEPEUHIMHU U31aBaeMbIX KOHPHUACHIUATbHBIX TJOKYMEHTOB, TO HA YePHOBUKE
JIOTIOJTHUTEIIBHO JOJDKHA CTOSITh BU3apa3pelIeHNe PYKOBOAUTENEH TIOApa3AEIEHUs, KOTOPOe



H31aCT NOKYMCHT, U IOAPA3ACIICHHUA KOHq)I/I,Z[eHI_[I/IaHLHOI‘O ACIJIOMPOU3BOACTBA (I/IJII/I CJ'Iy)K6I:I
0€30MacHOCTH).

KOHTpOJILHLIe BOHpOCbI/SaL[aHI/Iﬂ:

3HaTh: KJaccuukanuu 1.0Onucate nponeccs! opranusanuu KIII, u nate
uHbpopMallMl M JTOKyMEHTOB KpPaTKYI0 UX XapaKTepUCTHUKY.

OTPaHUYEHHOr0 JIOCTYIA, BUbI 2.0OpraHusaiys 1 OCHOBHBIE 33/1a4d CPOKOBOTO
TaH KoHTpoJi4 3a ucnoiaHenuem KJ/I. Kakwue cymectByror

BUJIbI CPOKOB MCTIOJTHEHUS IOKYMEHTOB?
3.Ha3znauenue noapasneneHust KOHPHUISHIUATBHOTO
nenornpouspojictsa (1K), npenbsBisembie kK HEMY
(ITK[I) Tpe6oBanus? Bo3moxxHbIie PYHKITMOHAIBHBIC
rpynnsl, xoasimue B ITK?

Onucanne MKAJbI OIleHUBaAHUS:

Ouyenxa: 5
Huoicnuii nopoe evinonnenus 3aoanus 6 npoyenmax. 70
Onucanue xapakmepucmuxu evlnoinerus 3Hanus: O1eHKa "OTINYHO" BBICTABIISIETCS €CIIM 3aJaHIe
BBIIOJIHEHO B TIOJTHOM 00bEME HMJTH BBITIOJHEHO NMPSUMYIIIECTBEHHO BEPHO

Ouyenka: 4
Huoicnuii nopoe evinonnenus 3aoanus 6 npoyenmax. 60
Onucanue xapakmepucmuxu evinoinerus 3Hanus: O1eHKa "Xopoio" BEICTABISAETCS €CIU
OOJIBIITMHCTBO BOIIPOCOB PACKPBITO. BBIOPAHO BEPHOE HAIIPABIICHHE JIJISl PEIICHUS 3a71a4

Oyenka: 3
Huoicnuii nopoe evinonnenus 3aoanus 6 npoyenmax. 50
Onucanue xapakmepucmuxu evinonnenus 3uanus: O1eHKa "yI0BIeTBOPUTEIHLHO" BHICTABIISETCS
€CIIM 3aJJaHNe MPEUMYIIECTBEHHO BBITIOTHEHO

Oyenka: 2
Onucanue xapaxmepucmuku 6vinoaneHus snanus: OLeHKa "Hey10BIETBOPUTEIIBHO" BBICTABIIAETCS
€CJIM 3aJIaHUE BBIITOJIHEHO HEBEPHO WUJIU MPEUMYIIECTBEHHO HE BBIOJIHEHO

KM-3. Koutpoabnas padora 3. KonrpoabHas padora 4

®opmbl peaausanun: [lucemennas padbora

Tun kouTpoabHoro Mmeponpusitusi: KonrponsHas padora

Bec konTposbHoro meponpustusi B BPC: 40

IIpouenypa npoBeaeHHs KOHTPOJBLHOr0 MeponpusaTus: [Ipaktudyeckoe 3ausatue

Kpartkoe conep:xanue 3aganus:
[Tocne mevaTaHust MpPOEKTa JOKYMEHTA 3aMOIHIIOTCS Tpadbl 6—7 )KypHaa ydera
CO3JIaHHBIX/M3JaHHBIX JJOKYMEHTOB, MMPOEKT JOKYMEHTa BMECTE C YePHOBUKOM TIEpeIaeTCs
MCIIOJTHUTEITIO MOJ1 OANHUCH B Tpade 8. PasoBas pacmucka, BeIIaHHAS paHee UCIIOJHUTEINIO 32
MOJTyYCHHUE
HOCHUTENS (YUEPHOBUKA), BO3BPAIIAETCS COTPYAHHUKY CIYKObl KOHPUACHIIMATHLHOTO
JIETIOTIPOU3BOJICTBA U YHUUTOXKAETCA [6, ¢. 84].
B cnyuae HEOOXOAMMOCTH TepenevaTbIBaHUs MPOSKTa TOKYMEHTA C M3MEHEHUEM KOJIMYeCTBa
JUCTOB TIepereyaThIBaHNEe IPOU3BOIUTCS 32 HOBBIM YY€THBIM HOMEpOM. OT UCITOTHUTEIIS
MPUHUMAIOTCS UCIIPABJICHHBIN U BCE APYTHE IK3EMILISPHI IPOEKTA, a TAKIKE YEPHOBHK C
MOTaIIEHUEM TOITUCH UCTIOJIHUTENS B rpade 9 KypHala yuera u3JaHHBIX JOKYMEHTOB.
TexHonorus
ydeTa ¥ BbIJJaYd BHOBb OTIICYaTAHHOTO MIPOEKTA aHAJIOTHYIHA TEXHOJIOTHH YUeTa U BIJIAYH




NPOEKTa JOKYMEHTa, 1e4aTaeMoro ¢ YepHOBHKA, C TOHM JIMIIb Pa3HULIEH, YTO B rpade S BMeCTO

HOMepa HocuTens ykasbiBaeTcst «C No  » ¢ mpocTaBieHHEM HOMepa MeperneyaTbiBaeMOro
IIPOEKTa
0e3 ykazaHUs HOMEPOB JIUCTOB B HEM.

HpI/I HU3TOTOBJICHUU JOIMOJTHUTCIIbHBIX SK3CMILIAPOB MMPOCKTA JOKYMCHTA WJIHM JOIMOJIHUTCIIbHBIX

9K3EMIUISIPOB YK€ MOAMMCAHHOIO (YTBEPKIEHHOI0) JOKYMEHTa (B cly4ae BO3HUKHOBEHUS
HE0O0XO/IMMOCTH B HUX) B rpade 6 xKypHaia ydyera CO3JaHHbIX/U3JaHHBIX JOKYMEHTOB 0]
paHee ClIeIaHHON 3aIIUChIO0 Yepe3 3HAK «+» MPOCTaBIISIETCS] KOJUYECTBO JONOIHUTEIbHbBIX
’K3eMILIIpoB. Hymepanus 1010JHUTENBHO U3TOTOBIEHHBIX IK3EMILISIPOB ITPOU3BOIUTCS OT
HOCJIETHET0 HOMEpa paHee IPOHYMEPOBAHHBIX 3K3eMIUIApOB. [loanuck 3a monydyeHue Takux
9K3EMILISIPOB IIPOU3BOIUTCS OTIAEJIBHO OT IPEIBIIYILLEH.

[Tpu pykonnCHOM U3rOTOBICHUH IPOEKTa TEKCTOBOTO JOKYMEHTA Ha OT/ENbHBIX JIUCTAX
WIN PYKOTIMCHOM 3alIOJTHEHUHU TUIIOBOM (POPMBI TIOKYMEHTA, a TAaKXKe MPH pa3padoTke
YepTeKHOrpahUIECKUX TOKYMEHTOB HOCUTENIN MOT'YT YYUTBIBATHCS WJIH 110 JKypHaly yueTa
HOCHUTEJICH,

WIN Cpa3y I10 KypHally yueTa CO3AaHHBIX/U3JaHHBIX TIOKyMEHTOB. B nocieanem ciryuae
3amoHstoTes rpadwul 1, 3—7 (B rpade 5 numercs ciioBo «PyKommucey).

Ecnu npoekT TeKCTOBOro JOKyMEHTa MeyaTascs 1o AUKTOBKY, TO 3allOJIHAIOTCS T XKe
rpadsl (B rpade 5 mpoctaBusiercs «0/4» — 6€3 YepHOBHKA).

OTH XKe Fpa(bbl 3aIIOJIHAKOTCS IIPU IICHATAHUUN MTPOCKTA JOKYMCHTA CO 3BYKOBOCIIPONU3BOAAIIINX

YCTPOKCTB (B Tpade 5 mpocTaBiIsAIOTCS BUA U HOMEP HOCUTENS pe4eBOi HH(OpMaIum).
[Tprem/BO3BpaT HOCUTENS OCYILIECTBIISETCS 10 Pa30BOM pacmucke [6, c. 86].
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Ecnu mpoekTt qokyMeHTa ObLUT OTIIeuaTaH Kak OTKPBITHIH, a B IPOLIECCe BUSUPOBAHUS UITU
NOJIHMCAaHuUs ObLIO MPUHATO PEUICHHE O TIEPEBOJIE €T0 B Pa3psia KOH(PUACHIUATBHBIX, TO
MCIIOJTHUTEJIEM JOJKHBI ObITh MPEACTABIEHBI B CITYK0Y J€TONPOU3BOICTBA BCE DK3EMILISPHI
OTIIEYaTaHHOT'O IPOeKTa U uepHOBUK. Ha 000poTe nocieaHero 3k3eMIuisipa mpoeKkTa

HCIIOJIHUTECIIb YKA3bIBACT, CKOJIBKO 3K3EMIUISIPOB OTIICUATAHO U CKOJILKO JIMCTOB B YCPHOBUKCE,

3aBepssi 3TO CBOEH

noanuckio. [Ipyu oTCyTCTBIM YepHOBHKA WIIM OTJEIBHBIX SK3EMILISIPOB IMPOEKTA TOKyMEHTA
PYKOBOJIMTENIEM OpraHU3aIMy Ha3HAuaeTCss KOMHUCCHUS /IS X moucka. Eciu onu He OyayT
Haii/IeHbl, TO 00 ITOM JIeNaeTcsi OTMETKA Ha 000POTE MOCIEIHEr0 SK3EMILIIpa POEKTa 32
TIO/IITHCHIO

npezcenaresnst KOMUCCHH.

006 obOcTosTeNnbCTBAX YTPATHI JOKIAABIBAECTCS PYKOBOAUTEII0 OPTraHU3aMY [Tl IPUHATHS
COOTBETCTBYIOIIMX pelieHui [6, c. 86—87].

dakTuaecku MMPEACTABIICHHBIC OK3CMIIIAPEI ITPOCKTA JOKYMCHTA U YCPHOBHUK PETUCTPHUPYIOTCA

B J)KypHaJle yyeTa CO3/IaHHBIX/M3/1aHHBIX TOKYMEHTOB B rpadax 1, 3—7. B rpade 5 npu

HaJIMYHUU YCPHOBUKA MAIICTCA «KOH(i)I/I}leHHI/IaJ'H)HO JI.» C YKa3aHUEM KOJIMNYCCTBA JIUCTOB

YCPHOBHKA, HAa YCPHOBUKE MTPOCTABJISAFOTCA OTMCTKA KOH(I)I/II[GHI_II/IEUIBHOCTI/I u y‘leTHHfI HOMEp

npoekTta gokymeHTa. [Ipu orcyrcTBUM YyepHOBHKa B rpade 5 ykazbiBaeTcs «0/4» — 0e3
YEepPHOBHUKA.

KoHTpoJibHbIE BONIpOCHI/3aJaHUA:

3HaTh:  MeToABbl  paboThl ¢ 1. TTopsinok onpenenenus coctaBa K/ u nepeuns
KOH(UIEHIIMATbHBIMU nH(pOpMaIINY, COCTaBISAIONIEH KOMMEPUECKYIO TalHy.
JIOKyMEHTaMU B TEKyIIEM 2.Kakune BBl 3aLUIIEHHOTO 3JIEKTPOHHOTO
JEIONPOU3BOJCTBA M apXHBE JIOKYMEHTO000pOTa CYIIECTBYIOT U KAKUMU
OpraHu3aluu MEpPONPUATHIMU oOecrieyrBaeTcsi HH(GpOpMaIMoHHas
0€30MMacHOCTb MPHU UX OCYIIECTBICHUH?
YMers: pa3pabarbIBaTh " 1.KakoBbI paBuiia npoBeieHUs KOH(PHICHIIMATbHBIX
0hOpMIIATH HOPMaTHUBHO- COBENIaHUM?
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METOAHYCCKHE MaTcpHralbl 1o

perJamMeHTanuu MIPOLIECCOB
00pabOTKH, XPaHEHUS W 3allUThI
JIOKyMEHTOB OTPAHUYEHHOTO
JIOCTyTIA, B TOM qrcie

KOH(UICHIIMATBHBIX JIOKYMEHTOB,
KOHTPOJINPOBATh M aHAIU3UPOBATh
YPOBEHb  OpPraHM3alMOHHOW U
TEXHOJIOTMYECKOW 3alUILEHHOCTH
JIOKYMEHTOB, OPraHU30BaTh padOTy
C JOKYMEHTaMH, COJAepKaluluMu

KOH(HICHIINATIHLHYIO
uH(pOpMaIHIo, B TEKYIIEM
JIeTIONPOU3BOACTBE,
OPraHU30BBIBAThH apXHUBHOE
XpaHEeHHe KOH(HICHIINATbHBIX
JTIOKYMEHTOB

OnucaHue MKAJbI OLleHUBAHUS

Oyenka: 5
Huoicnuii nopoe svinonnenus 3aoanus 6 npoyenmax: 10
Onucanue xapakmepucmuku blnoanenus 3nanus; OueHka "oTIMYHO" BBICTABIISIETCS €CIIU 3aJJaHue
BBITIOJIHEHO B MOJHOM 00BEME HJIM BBIITOJTHEHO MPEUMYIIIECTBEHHO BEPHO

Oyenka: 4
Huoicnuii nopoe evinonnenus sadanus 6 npoyenmax.: 60
Onucanue xapaxmepucmuxu evinonenus 3Hanus: OueHKa "Xopouo" BEICTaBISAETCS €CIU
OOJIBIIMHCTBO BOIIPOCOB PACKPHITO. BEIOPAHO BEPHOE HAMPABJICHHE JUISI PEIICHUS 3a]1a9

Oyenka: 3
Huoicnuii nopoe evinonnenus 3aoanus 6 npoyenmax.: S0
Onucanue xapaxmepucmuxu 6vinoaneHus snanusa: OueHKa "y10BIETBOPUTEIBHO" BBICTABIIAETCS
€CJIM 3aJJaHue MPEUMYILIECTBEHHO BHIIIOJIHEHO

Oyenka: 2
Onucanue xapaxmepucmuxu evinoanenus snanus: OTNeHKa "HeyTOBICTBOPUTEIIHHO" BEICTABIISCTCS
€CJIM 3aJJaHUE BBITOJIHEHO HEBEPHO UJTU MPEUMYILIECTBEHHO HE BHITIOJTHEHO
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COJIEPKAHUE OIIEHOYHBIX CPEJICTB TIPOMEXKYTOUYHOM ATTECTAIIUA
5 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

0C60€HUA 0ucuunﬂuubl

1. Komnerennus/Muaukarop: N-1lonk-s Odopmisier pabouyro TEXHUUECKYIO JOKYMEHTALIUIO C

YUeTOM I[CI\/JICTBYI-OHII/IX HOPMATUBHBIX U MCTOAUYCCKUX JOKYMCHTOB

Bomnpocel, 3axanus

1.Yrto HazpiBaeTcs KOH(pUACHIMATBHBIM JoKyMeHTOM? [lopsinok onpenenenus cocraBa K/?

2.KaxoBsI 11e111, 33/1a41 U IOPSOK MPOBEACHUS pacciaeloBaHui Mo (pakTaM 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 JOKYMEHTUPOBaHHOM nHpopMmaru. Ha3BaTh

HCTOYHUKU U CIIOCOOBI )IeCTa6I/IJ'II/I31/IpyIOHIeFO BOS)IGIZCTBPI?I Ha HOCHUTCIIb I/IHCbOpMaI_[I/II/I WK Ha

camy MH(popMaIuio.

6.CocraB arrecTallMOHHON KoMuccuu npu arrectanuu AVC, npuMeHseMol B OpraHu3aluu.
OcHOBHBIE MEPONIPUATHS, IPOBOAMMBIE aTTECTALIMOHHON Komuccueln npu arrecraunu AUC.

7. Jatb onpenenenue pexxuma «KT». Kakue cBeaenust MOryT siBISITbCsl HH(DOpMaLMen,
cocrasisironiet KT? Kro siBisiercst o6nanareneM uHpopmanuu, cocrasistomeit KT?

8.Urto Takoe Homenknatypa konpuaennuanpasix aen (HK/)? Hasnauenne, coctaB 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 IIpeAbsABIsieMble TpeOOBaHUA?

11.Ha3Bars Ha3HAYCHHE, SN U 337]a94 KOHUACHIHAILHOTO nenonpousoacTsa (KIT). Jate
CpaBHUTENBHYIO XapakTepucTuky opranuzanuu K/II u otkpeitoro nenonpoussozacraa (O1I).
12.0nucath nopsAA0K JOKYMEHTUPOBAHHUS KOH(GHUIESHIINATLHON HH(pOpMaiy 1
TEXHOJIOTUYECKHUE 3TaIlbl ¥ NIPOLEeAYpHI ITporiecca 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 MCIIOJIHEHUS JJOKYMEHTOB?

15.Haznauenue nmoapaszaenenus KoHpuaeHuaasHoro aenonpounssoactsa (I1K/),
npenbsasisiembie K Hemy (ITKI) Tpe6oBanus? Bo3zMmosxHbie GyHKIIMOHATIBHBIE TPYIIIHI,
xoasmue B ITKJI?

16.KakoBbI 0coOeHHOCTH aBTOMaTU3MpoBaHHOro yuera K/, kakue npouneaypsl B HETrO BXOAST,
JlaTh UM KPaTKYyIO XapaKTepUCTUKY?

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,
WCIIOJIHEHUU JIOKYMEHTOB U JIp.

2.Yro Takoe GiaHK TOKymMeHTa?
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 JIBMKEHUE JOKYMEHTOB B OpraHU3aluU C
MOMEHTA UX CO3JIaHUS WIN NOJyYEHUS /10 3aBEPILEHUS UCIIOJHEHUS WU OTIIPaBKU.

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

5.Ut0 Takoe HOMEHKJIaTypa J1emn?
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 IOKYMEHTOB,
OTHOCSIIIUXCS K OJTHOMY BOIIPOCY WJIM YYaCTKY AESITEIbHOCTH, IOMEUIEHHBIX B OTAEIBHYIO
00JIOKKY.

6.Uto Takoe popmupoBanue aena’?
BepHnbplii orBeT: @opMuUpOBaHKE [€l1a — IPYNIIUPOBKA UCIIOJIHEHHBIX JOKYMEHTOB B JIEJIO B
COOTBETCTBUM C HOMEHKJIATYPOH JIe] U UX CUCTEMaTU3allusl BHYTpH Jena.

7.9KcrnepTr3a HEHHOCTH JT0KYMEHTOB.
BepHblii oTBeT: DKcnepTH3a IEHHOCTH JOKYMEHTOB — U3Y4Y€HHE JOKYMEHTOB Ha
OCHOBAaHUU KPUTEPUEB UX LIEHHOCTHU AJIS ONPEACICHUSI CPOKOB XPaHEHMSI IOKYMEHTOB.

8.U1o Takoe XpaHEeHHE JOKYMEHTOB?
BepHnblii oTBeT: XpaHeHHE TOKYMEHTOB — OpraHU3alis PallMOHAIBHOIO Pa3MEILEHUs U
o0ecrnieyeHrne COXpaHHOCTH IOKYMEHTOB.

9.910 Takoe yHUUTOKEHUE TOKYMEHTOB?
BepHblil 0TBET: YHUUTOXEHNE JOKYMEHTOB — HCKIIFOUEHHUE JIOKYMEHTOB U3
JOKYMEHTAJIBHOTO MJIM apXUBHOTO (DOHJIA 110 UCTEUEHUH CPOKA UX XPAHEHUS C
MOCIEAYIOIUM YHUUYTOXKEHUEM (YyTUIIN3aluel) B yCTAHOBJIEHHOM TMOPSIJIKE.

II. Onucanue wikanvl oueHusanus

Ouyenka: 5

Huoicnuii nopoe evinonnenus sadanus 6 npoyenmax: 0
13



Onucanue xapakxmepucmuxu 8blnoHeHus 3Hanus: PaboTa BIOJIHEHA B paMKaX "TPOJABHHYTOTO"
ypoBHs. OTBETHI JaHbI BEPHO, YETKO CPOPMYIUPOBAHHBIE OCOOEHHOCTH MPAKTUUECKUX PEIICHUM

Ouyenka: 4
Huoicnuii nopoe evinonenus 3aoanus 6 npoyenmax. 60
Onucanue xapakmepucmuku 6blnoaHeHus 3uanus: Pabota BeIoiHeHa B paMkax "0a30Boro"
ypOoBHsI. BOJIBIIMHCTBO OTBETOB JIaHBI BEpHO. B yacTh MaTepualia ecTh HE3HAUUTEIbHBIC
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

Ouenka: 2
Onucanue xapaxmepucmuxu vinoineHus 3nanus: Pabora He BBINIOJIHEHA WIN BBITIOJTHEHA
PEUMYIIECTBEHHO HETPABHILHO

1I1. IIpasuna évicmasnenus umozoeoi OyeHKu no Kypcy

Ouenka omnpenensercs IO COBOKYIHOCTH pPE3YJIBTaTOB TEKYLIErOo KOHTPOJS YCIIEBAEMOCTH B
cootBeTcTBUH ¢ [lonoxenneM o GauTbHO-PEUTHHTOBOM cucTeMe it cTyaeHToB HUY «M3W»
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