[loKyMeHT NoAnucaH NpocToit 3NeKTPOHHOM NOAMUCHI0
NHbopmaumsa o Bnagenbue:

ON0: boraanosa EreraBETVEPATILHOE TOCYJAPCTBEHHOE BIDJKETHOE OBPA3OBATEJIBHOE
[omkHocTb: UcnonHsiowwmii 00513aHHOCTM NpopekTopa no 0 pawBaTe”bVEIPE}KI[EHI/IE

JeATeNbHOCTH
[ata nognucanus: 20.06.2024 14:47:43 MHKJIIO3UBHOI'O BBICIIEI'O ObPA3OBAHUA

YHUKabHbIIA HPOMQ%QBCKI/IFI T'OCYIAPCTBEHHBIN I'YMAHUTAPHO-9KOHOMMWYECKHI
d8c9010a2424298dd45a7673211823493a115dbe YHUBEPCUTET»

KA®EJPA YIIPABJIEHUA U ITPEJITIPUHUMATEJIBCTBA

~
OJOKYMEHT NOANMNCAH VTBEPXIAIO
SNEKTPOHHOW noannmcbio :
IIpopexTop ¢ yue6HO-MeTOAMHYECKO paboTe
Ceptudukar: 041CDIBLO001CAF77894D606F5FA79EBLEY /C/ ‘&" g7
Brnageneu: Caxapuyk EneHa CepreesHa —~ = ﬂ/k E.C. Caxaplxyx
HencteuteneH: ¢ 26.09.2022 po 26.09.2023 y
« Ly danneLLS, 2022 .
\_ ) 7

®OH/]I OIEHOYHBIX CPEJICTB
MO JUCHUIJIMHE

OCHOBBI JOKYMEHTAIIMOHHOI'O OBECIIEYEHUSA YIIPABJIEHUSA
HaMMEHOBAHUE ITHCLIUILINHBI

38.03.02 MeHeaKMeHT
mKu(p 1 HAUMEHOBAHNE HAIPaBJIEHUS IOJTOTOBKU

YupagsiieHHe MaJIbIM OU3HECOM
HarpaBJIeHHOCTH (MTPOdUIIb)

Mocksa 2022



PazpaboTruuk: norneHT Kadenpsl ynpasiaeHus U mpeanpuHuMarenbcrsa Jlntsuaenko M.J1.

@DOHJT OICHOYHBIX CPEJICTB PacCMOTPEH W OJOOpEH Ha 3acelaHMd Kadeapbl YIpaBICHHS H
IpeIIPHHAMATEIBCTBA,
(mpoTokon Ne 8 ot «21» despans 2022 r.)

Ha 3acesanun Y4yeGHO-MeTo/mueckoro copeta MITOY
(mpoTtoxor Ne J or«.. 7 » (2/1/2‘,&&37 2022 r.)

CornacoBaHo:
[IpeacraButens paboroaaTens \%/7
.~ A =
N o6senuuenus paboroaTeinci & M.B. I'arapuna
N LS

HHkeHep 1mo moJIr0TOBKE KaJIpoB,
ciryx06a mpodopuenTanuy, OOYUEHUS U
a3BHTHS epcoHaa MOCKOBCKOIO

METPOIOJIHTEHA.
(1I0TKHOCTH, MECTO pabOThI)

«L Py _cerfedd2020r.

HagansHuk %éo-rwerozmqecxoro yIIpaBJICHUA
“ W.I'. Imutpuera
Lt » 274 2022 .

Havanbuuk Me CKOI'0 OT/ela
_ ——w JILE. T'aneenox
« X7 » o4 2022 r.

Jexan (t)a.KyJILTQJ;a"
, AR JL.B. JlerteBa
« X F» 7% 2022 .




NS

Conepxanue

[TactiopT oHIa OLIEHOUHBIX CPEICTB

[lepedeHb OLIEHOYHBIX CPEJCTB

Onucanue nokasaresneil U KpUTEPUEB OLIEHUBAHUS KOMIIETEHLIUN

Mertoanyeckue Marepuanbl, OINpPECNAIOLUINe MPOLENYPbl OLIEHUBAHUS pPE3YyJbTAaTOB
00y4YeHUsI, XapaKTePU3YIOIIUX 3TAIbl OPMUPOBAHUS KOMIICTCHIIUN

Marepuasl 1715 IPOBEJEHUS TEKYLIET0 KOHTPOJIS U IPOMEXYTOUHOM aTTecTalluu



1. TACHIOPT ®OHJIA OIIEHOYHBIX CPEJACTB

IO JUCLMIIIIMHE «OcHOBBI JOKYMEHTAIIMOHHOT' O obecrieueHus YIPAaBJICHUA

OneHoYHBIE CpEACTBA COCTABJSIIOTCS B COOTBETCTBHMM C pabouell MporpaMMoit
JUCITUTUIMHBL U TIPEICTABISIOT COO0M COBOKYITHOCTh KOHTPOJIBHO-U3MEPHUTEIHHBIX MaTePUAIOB
(TumoBble 3amaud (3a7aHusl), KOHTPOJBHBIE DPAOOTHI, TECTHl M Jp.), MpeIHAa3HAYCHHBIX IS
U3MEPEHUS YPOBHS JOCTIIKEHUS O0yUJaIONIMMHUCS YCTAHOBICHHBIX PE3y/IbTaTOB O0yUCHUSI.

OneHouyHbIE CpelCTBA HUCIHOJB3YIOTCS MHpPH TMPOBEACHUU TEKYILIEr0  KOHTPOJS
YCIIEBAEMOCTH U MTPOMEKYTOUHOM aTTECTaIUH.

Tabmuna 1 — [lepeyenp KoMmeTeHIHIA, (POPMHUPYEMBIX B IPOLIECCE OCBOCHUS TUCIIUILIIMHEI

Koa kommnerenuun HaumeHoBaHue pe3yjibTaTa 00y4yeHUust

I1K-6 [1K-6.1. 3HaeTr npuHOMIBI OGOPMIICHUS PEIICHWH B YIPABICHUH
OTIEPALIMOHHON (TIPOM3BOJICTBEHHOM) JEATEIBHOCTU OpraHu3aIuil
[IPY BHEJIPEHUH TEXHOJIOTHUYECKUX, MPOTYKTOBBIX MHHOBAIIUI

WJIM OpraHU3alMOHHbBIX U3MEHEHUN

[IK-6.2. VYMeeT oOCYHIECTBIATh JOKYMEHTaIbHOE O(OopMIIeHUs
pelieHuii B YOpPaBJIEHUU ONEPALMOHHON (MIPOU3BOJCTBEHHON)
NESTENIbHOCTH OpraHM3allMii TpU BHEIPEHHH TEXHOJIOTUYECKUX,
IIPOJYKTOBBIX HHHOBAIMM UJIM OPTaHU3allMOHHBIX

U3MEHEHUM.

[1K-6.3. Brageetr HaBBIKaMH JOKYMEHTAIBHOTO O(OPMIICHHS
pelIeHui B yIIpaBIeHUH ONEPAMOHHOMN (TIPOU3BOICTBEHHOM)
JeSITEIbHOCTH OpraHu3aluil Ipy BHEAPEHNUN TEXHOJIOTUYECKUX,
MPOJYKTOBBIX WHHOBAIMI UM OPraHU3allMOHHBIX H3MEHEHHIA.

KoHeuHbIMu pe3yibTaTaMH OCBOCHHS JUCLHMIUIMHBI SBJSIIOTCA  C()OpMUPOBaHHBIE
KOTHUTUBHBIEC JECKPUITOPBI <«3HAaTh», «YMETb», «BJIAACThb», PACIHUCAHHBIE IO OTAEIbHBIM
KoMIleTeHIIMAM. DPOpMHUpOBaHUE IECKPUITOPOB IIPOUCXOAUT B TEUYEHUE BCETO CeMecTpa II0
JTalmaM B paMKaX KOHTaKTHOM pa0oThl, BKJIIOYAIOIIEH pa3duYHble BUABl 3aHATUH U
CaMOCTOSITENIbHON PabOThI, C MPUMEHEHUEM PA3JINYHBIX ()OPM U METOAOB OOyUECHHUS.



2. MEPEYEHb OLIEHOYHBIX CPEJICTB'

Tabnuna 2
No HanmenoBanue
wn OLIEHOYHOTO XapakTepuCcTUKa OLIEHOYHOI'O CPEe/ICTBA IIpencraBnenue oueHouHoro cpeacrsa B @OC
CpeICTBa
1. | Curyauumonnsiii | CpencTBO  KOHTpOJIA, HampaBlieHHOe Ha  BbIsABIeHHE | Kelchl /Ui IpoBeieHUs CUTYalMOHHOTO aHAI3a
aHaIN3 CIOCOOHOCTH ~ OOydarollerocss  INPUMEHSATh  pa3IMyHbIe
AQHAJIUTUYECKUE TEXHUKU U1 BBIPAOOTKM HAMIIy4LIEro
pelIeHUs B pa3IMYHbIX IPOOJIEMHBIX CUTYaIUsX.
2. | KonnokBuym CpencTBO KOHTPOJIS YCBOEHHMsS yd4eOHOro marepuana Temsl, | [lepeueHb BOIPOCOB A KOJUIOKBUYMA
paszena Wiau pasfesioB AUCLMILIMHBL, OpPraHM30BaHHOE Kak
yuyeOHOe 3aHATHE B BUJAE CcOOECeOBaHUs IpErojaBaTelis C
00yJaroIMMHUCS.
3. | Huckyccus OnenouHoe CpPEACTBO, MI03BOJISIOIIEE BKJIIOUMTH | [lepedeHpb TeM [uid mpoBeIeHUs TUCKYCCUU
00ydJaronumxcsi B Mpolecc OOCYKIEHHUs CIIOPHOTO BOTMPOCA,
npobaeMbl M OLEHHUTh MX YMEHHE apryMEeHTHpOBAaTh
COOCTBEHHYIO TOUKY 3pEHHUSI.
4. | Ponesas urpa CpencTtBo KOHTpOJsS, OpPHEHTHpPOBaHHOE Ha BbIsABieHUE | CueHapuil poieBOl UTphI

CIIOCOOHOCTH O00Y4YaroIIerocs MPUMEHATh 3HAHUS, YMEHHUS
u(WIM) HaBBIKH, COOTBETCTBYIOIIME TEME, pas3lelny WIn
paznenam  AUCHUIUIMHBL B PA3JMYHBIX  IPAKTUYECKUX
CUTyalusax C HaJINYUEM nJIn OTCYTCTBYEM
MIPOTHUBOJICHCTBYIONIETO YYACTHUKA MEPOIPHSITHSL.

Tect

CpencTBo, MO3BOJAIONIEE  OLECHUTb  YpPOBEHb  3HAHWMU
oOyyaromerocsi MyTeM BBIOOpa UM OJHOTO U3 HECKOJIBKUX
BapHaHTOB OTBETOB Ha MOCTaBIEHHBIH Bompoc. Bo3moxHO
MCIIOJIb30BAaHUE TECTOBBIX BOIPOCOB, IPETYyCMATPUBAIOLINX
BBOJI 0Oy4aromMMCsi KOPOTKOIO M OJAHO3HA4YHOIO OTBETA Ha
IIOCTABJIEHHBIA BOIIPOC.

TectoBbIE 3a1aHU

1 o o
YKa3blBalOTCA OLLeHOYHbIe CPeACcTBa, MPUMEHAEMbIE B XO4e peaansaumm pa6oqu nporpammbl JaHHOU ANUCUNNNUHDI.




Mo3srosoi
HITYpM

CpencTBO KOHTPOJIS, TO3BOJISIIOIIEE OICHUTh CIIOCOOHOCTB
00yJaromerocs TeHepUPOBaTh PA3INYHBIC CIIOCOOBI PEIICHUS
MOCTABJICHHBIX 3371a4, B TOM YHUCIIE C TPUMEHEHHEM METO/IOB,
TPAJUIIMOHHO HE OTHOCALIMXCA K TeMe, pasfelny WiIH
pazjienaM JIUCHUIUTUHBIL, B (opMaTe WHIWBUAYATLHOW HIIH
KOJIJICKTUBHOM paboTEHI.

[lepeuens cutyanuii ¥ 3a/1a4, aHaIU3 U PEIICHHE KOTOPBIX
Mojpa3yMeBaeT NPUMEHEHUE AIbTEPHATUBHBIX METOJI0B

Kpyrunsiii cron

OueHouHoe CPEIICTBO POOIEMHO-OPUEHTUPOBAHHOTO
noaxona K OOY4eHHIO, TO3BOJsIOmEee CHOKYCHpPOBATH
BHUMaHUE CTY/ICHTOB Ha aHAJIM3€ U pa3pelIeHud KaKkoh-10o
KOHKPETHOM TPOOJEMHON CHUTyallud OIICHUTh HUX HAaBBIK
apryMeHTaluu COOCTBEHHOM TOUKH 3PEHUSL.

[lepeuens Tem 7151 KPYTIIOTO CTONA

VYerHbII onpoc

CpencTBo KOHTPOJISE YCBOCHHUS y4eOHOTO MaTepHuayia TEMBI,
pazjiena WM pa3lelioB JUCHUILTUHBI, OPraHM30BaHHOE KaK
ydyeOHOe 3aHATHE B BHJAE OTBETOB OOyYaroImuxcs Ha
3aJ]aBaeMbI€ UM BOITPOCHI.

Bompocsr o Temam/paszienaM JUCIHILTAHBI




3. OIMCAHME MOKA3ATEJIEA U KPUTEPUEB OLIEHUBAHWSI KOMIIETEHIIUMA

OueHuBaHue pe3yabTaToB OOy4YeHHS MO AUCHUILIMHE «MHpOBasi SKOHOMHKA) OCYIIECTBISIETCS B COOTBETCTBUU ¢ [lonoxeHneM o Tekyuiem
KOHTPOJIE YCIIEBAEMOCTHU U MPOMEKYTOUHOM aTTeCTAlluU O0yUYaroIINXCS.
[IpemycMOTpeHbI caeayrolue BUAbI KOHTPOJS: TEKYIIHH KOHTPOJIb (OCYIIECTBIEHHE KOHTPOJS BCEX BUAOB ayJUTOPHOW M BHEAYAUTOPHOMN
JEeSTEILHOCTH 00YYaloIIerocs ¢ ejblo MOMyYeHUs] ePBUYHON WH(POPMAITUU O XOJ€ YCBOCHHUS OTICIBHBIX JIEMEHTOB COACPKAHUS TUCITUTUINHBI) U

MPOMCIKYTOYHAA aTTCCTAallHA (OI_ICHI/IBaeTCH YPOBCHBb U KA4YC€CTBO ITOATOTOBKHU I10 JUCHUILJINHEC B I_ICJ'IOM).

[Toxa3zaTenu u KpUTEPHH OLIEHUBAHKS KOMIIETCHINH, (POPMUPYEMBIX B IPOLIECCE OCBOSHUS TAHHON ITUCIUIIMHBI, OMWCAHBI B Ta0I. 3.
Tabnuua 3 — @opMupoBaHUEe KOMIETEHIUH B ITpoLiecce U3yYeHUs JUCLUIUINHBL:

Bun yuebnbix
3aH$1TI/Ii/’12,
O1eHoYHbBIE
paboThl, GOpMBI
CpeacCTBa, Kpurepun
YpoBeHb WNHpukaTopsl Y METOJIbI KoHntponmpyemsie
Kon UCIIOJIb3YEMBIE JITIS OLICHUBaHUS
OCBOCHHMS JOCTH>KECHUS oOyueHus, pazziensl U TEMbI
KOMIIETEHIIUH . . 4 OLICHKHU YPOBHS pE3yJIbTaTOB
KOMIIETEHIIUH KOMIIETEHIIUH CIIOCOOCTBYIOIIHE JUCLUIIIAHBI
c(hOpMHUPOBAHHOCTH oOyueHus
(hopMHpPOBaHHUIO
KOMITIETEHIINH
U Pa3BUTHIO
KOMIICTCHIHIL
1IK-6 3Haer
Henocrarounsnii | [7K-6.3-1. JIek1moHHbBIE Tema Nel. KomnokBuym, scce, | He 3naer, nmubo He
YPOBEHb 3aHATUA Knaccudukanus [Ipoexr, Tect, | umeer YETKOI0
Henocrarouno 3Haer | (IIpoGraemuas JOKYMEHTOB, UX Huckyccus npeACTaBiIeHuss 00

? JleKUMOHHbIE 3aHATUSA, MPAKTUYECKME 3aHATUA, NaBOPATOPHbIE 3aHATUA, CAMOCTOATEbHasA paboTa...
* Heo6X0AMMO YKa3aTb aKTUBHbIE U MHTEPAKTUBHBIE METOAbI 0BYUYeHNs (HAMPUMEP, MHTEPAKTUBHAA NeKLMA, paboTa B Ma/bxX rpynnax, MeToAsl MO3roBOro WTYpMa 1 T.4.),
cnocobcTytoLUMe Pa3BUTUIO Y 0BYUAIOLWMXCA HAaBbIKOB KOMaHAHOM PaboTbl, MEXINYHOCTHON KOMMYHUKaLMUW, MPUHATUA PELUEHNIA, TMAEePCKMX KauyecTs.
* HaumeHoBaHwe Tembl (pazaena) Gepetcsa U3 paboyeit NPOrpamMmmbl AUCLUMANHBI.

5
OueHOoYHOe CPeaCTBO AO/KHO BbIBMPATLCA C YH4ETOM 3aMNaHMPOBAHHbIX Pe3YyAbTaTOB OCBOEHMA ANCLMIIMHDI, HAanpumep:

«3HaTb» — cobecefoBaHUE, KONNOKBUYM, TECT...
«YMeTb», «Bnafetb» — UHAMBUAYANbHbIN AW TPYNNOBOM NPOEKT, Kec-3aAaya, AenoBas (posesasn)

urpa, noptdonuo...




TIPUHIIHAITBI JIEeKIUs, JICKIUA- | QYHKIIMH. oOJlactd U 00BEKTax
odopmIeHns MPOBOKaLKs, Tema Ne2. HopmatusHo- npohecCuOHATBLHOM
perenuii B | €KUM METOJINYECKOe JEeSTEIbHOCTH
VIpaBIICHIH BHU3yaIHn3aIus, peryiupoBaHUe MEHE/Kepa, MesiX U
. JEKUHUA-IPECC- | JOKYMEHTAIMOHHOTO 3aayax
OlCpalHOHHO __ | xondepenumsy, obecrniedeHus MEHE/DKMEHTa  Kak
(POM3BO/ICTBEHHO ) JICKIUS-UAJIOT), | YIpaBJICHUS npodeccun, 0
AEATEIbHOCTH MPAKTUYECKHUE Tema Ne3. KOMIIETEHTHOCTHOM
OpraHM3alyii  TMpu | 3aHATHS Crangaptuzanus MOJIETH BBITYCKHUKA
BHEIPCHHUH (cutyarponusli | ohopmiIeHUS o HaTpPaBIICHUIO
TEXHONOTHUECKHX, aHau3, OpraHHU3aIOHHO- MOJITOTOBKU
TTUCKYCCHSI, pacopsANTEILHBIX «MeHeKMEHTY,
MTPOTYKTOBBIX
. poineBas JIOKYMEHTOB OCHOBHBIX IPaBOBBIX
HHHOBAIHU (nenoBas) wrpa, | Tema Ned. Odopmirenue JIOKYMEHTaX,
MO3TOBOM OpraHHU3aIOH-HBIX perJaMeHTUPYIOIINX
MITYpPM, KPYIJIBIH | JOKYMEHTOB JESTSIILHOCTD B
cTo), Tema No5. Odopmnenue cdepe yrnpapieHUs
CaMOCTOSITENIbHAS | PACIIOPSTUTEITBHBIX
paborta JTIOKYMEHTOB
(Mo3roBoit Tema No6.
HITYPM, NudopmannonHo-
CUTYaIlMOHHBIN CIIPABOYHBIC JIOKYMEHTBI
aHain3, kpyribiid | Tema Ne7. Opranuzanus
CTON) paboTHI ¢ JOKYMEHTAMHU
Tema Ne8. Xpanenune
JIOKYMEHTOB
Tema Ne9.
ABTOMaTH3aIUS
JOKYMEHTAI[MOHHOTO
o0ecrnieuyeHus
yIpaBICHUS
bazoBbrit IIK-6. 3-1 JlexumoHHbIE Tema Nel. KomnokBuym, scce, | 3Haer B 00mux
yYpOBEHB 3aHATHS Knaccudukanus ITpoekr, Tecr, | yeprax  06macTh u




Ha 6a30BoM ypoBHE
3HAET MPHUHIIUIIBI
odopmiteHus
pelIeHHi B
yIpaBlIeHUU
onepalvoOHHON
(IpOM3BOICTBEHHO )
NEeSATeTbHOCTH
OpraHu3anui npu
BHEJPCHUU
TEXHOJIOTHYECKUX,
MIPOTYKTOBBIX
WHHOBaIH

(IIpoGemHast
JEKIHs, JIeKLUs-
MIPOBOKAIIHS,
JEKIHS-
BU3YyaJIN3aIus,
JEKIHS-«IIpecc-
KOH(EPEHITU,
JIEKIIUS-TUAJIOT),
MPAKTHYCCKHE
3aHATHS
(curyannoHHBIN
aHaJm3,
JICKYCCHSI,
poneBast
(memoBast)
MO3IrOBOM
LITYPM, KPYTJIbIA
cTOMN),
caMOCTOsITeNIbHAs
paborta
(Mo3roBoi
mTypMm,
CUTYaLIMOHHBIN
aHaIU3, KPYIJbIA
CTOI)

urpa,

JIOKYMEHTOB, UX
GbyHKIHN.

Tema No2. HopmatusHo-
METOANYECKOE
perynupoBaHue
JOKYMEHTAIMOHHOTO
obecrnieueHus
YIIPABJICHUS

Tema Ne3.
Crannmaptuzanus
odopMIIeHUS
OpTraHU3aIMOHHO-
pacnopsAUTENbHBIX
JIOKYMEHTOB

Tema Ned. Odopmnenue
OpraHHU3aIMOH-HBIX
JTIOKYMEHTOB

Tema Ne5. Oopmnenue
pacnopsANTENbHBIX
JIOKYMEHTOB

Tema Ne6.
NupopmannonHo-
CIPaBOYHbBIE TOKYMEHTHI
Tema Ne7. Opranuzanus
paboThI ¢ TOKYMEHTaMH
Tema Ne8. Xpanenue
JTIOKYMEHTOB

Tema Ne9.
ABTOMaTu3anus
JOKYMEHTAIMOHHOTO
obecrnieueHus
yIpaBJiIeHUS

Huckyccus

0OBEKTHI
pohecCHOHATBLHOM
JeSITeIIbHOCTH
MEHE/Kepa, Ieu |
3aaun
MEHEDKMEHTa  Kak
npodeccum,
KOMIIETCHTHOCTHYO
MOJICIIb BBITYCKHUKA
o HaTpPaBIICHUIO
HIOJITOTOBKH
«MeHemmKMEHT,
OCHOBHBIX IPABOBBIX
JIOKyMEHTaX,
perJIaMEeHTHPYIOLIHX
JESTSIILHOCTD B
cdepe ympasieHus,
UMeeT
IpeICTaBICHNE 0
0a30BBIX
METOIOIOTUYECKUX
OCHOBax  MPHUHATHI
yIpaBIEHYECKOTO
pEIICHUS.




Cpennuit
YPOBEHb

I1K-6. 3-1

Ha cpennem ypoBue
3HAET MPHUHIIUAIIBI
odopmiteHus
peLIeHn B
yIPABJICHUU
onepanoHHON
(IpOM3BOICTBEHHO )
JeSITeNIbHOCTH
OpraHu3aluii npu
BHEJIPCHUU
TEXHOJIOTUIECKHX,
MIPOTYKTOBBIX
WHHOBAIUH

JIeKIInOHHEBIE
3aHATHS
(IIpoGemHast
JCKIUS, JICKIIHS-
MIPOBOKALIUS,
JCKIHUSI-
BU3yaIH3aIus,
JCKIUS-«ITPeCC-
KOH(EPEHIIH,
JIEKIIUS-TUAJIOT),
MIPaKTUYECKHE
3aHATHS
(curyannoHHBIN
aHaJIN3,
TUCKYCCHS,
poneBast
(menoBas)
MO3TOBOM
LITYPM, KPYTJIbIA
cTOMN),
caMoCTOsITeNbHas
paborta
(Mo3roBoi
mTypM,
CUTYaLIMOHHBIN
aHaIU3, KPYIJbIA
CTOIN)

urpa,

Tema Nel.
Knaccudukanus
JOKYMEHTOB, UX
GbyHKIHN.

Tema No2. HopmatusHo-
METOINYECKOE
perynupoBaHue
JOKYMEHTAI[MOHHOTO
obecrnieueHus
yIpaBICHUS

Tema Ne3.
Crannmaptuzanus
odopMIIeHUS
OpTraHU3aIOHHO-
pacnopsAUTENbHBIX
JIOKYMEHTOB

Tema Ne4. Odopmiienue
OpTraHHU3aIMOH-HBIX
JTIOKYMEHTOB

Tema Ne5. Oopmnenue
pacnopsANTENbHBIX
JIOKYMEHTOB

Tema Ne6.
NupopmannonHo-
CIPaBOYHbBIE TOKYMEHTHI
Tema Ne7. Opranuzanus
paboThI ¢ JOKYMEHTaMH
Tema No8. XpaHnenue
JTIOKYMEHTOB

Tema Ne9.
ABTOMaTu3anus
JOKYMEHTAIMOHHOTO
o0ecreyeHus

KomnokBuym, scce,
[Ipoekr, Tecr,
Huckyccus

Xopomuio
npezcTasisier  cebe
o0jacTb U OOBEKTHI
npohecCHOHATBLHOM
JeSITeIIbHOCTH
MEHeDKepa,  3HaeT
eI U 33]a4u
MEHE/DKMEHTa  KakK
npodeccum,
OCHOBHBIC
napameTphbl
KOMIIETEHTHOCTHOM
MOJICITA BBITYCKHUKA
o HaTpPaBIICHUIO
HIOJITOTOBKH
«MeHeKMEHTY,
OCHOBHBIE TIPABOBHIE
JIOKYMEHTHI,
perJaMeHTHPYIOIINe
JEeSTSIIbHOCTh B
cepe ympaBieHHS,
UMeeT
npeicTaBieHue o0
OCHOBHBIX
METOIOIOTUYECKUX
NPUHIUITAX
TIPUHSATHS
YIIPaBJIEHYECKOTO
pelIeHHUS.




yIpaBICHUS

Bricokuii 1IK-6. 3-1 JlekunoHHbIE TTema Nel. KomtokBuym, scce, | JlemoHCTpupyeT
YPOBEHb 3aHATHS Knaccudukamms [IpoekT, Tect, | Tmybokoe
Ha Beicokom ypoBHe | (IIpoGnemHuas JOKYMEHTOB, UX Huckyccus IIOHUMAaHHUE
3HAET MPUHIIUIIBI JEeKUUs, JEeKUUsA- | GYHKLIUU. coJiep>KaHue
odopmIIeHHSs MPOBOKaLKs, Tema Ne2. HopmatusHo- M3y4aeMon
pelenuii B JEKLHA- METOJINYECKOe JTUCIHUIUIMHBI, HMEeT
VIpaBIICHHH BU3yaIM3aus, perynupoBaHue MOJIHOE
. JEKUHUA-IIPECC- | JOKYMEHTAIMOHHOTO npeiacTaBieHue o0
ONCPALMOHHON KOH(EPEHITUS», obecrieueHus obnactu U 00BEeKTaxX
(IIpOU3BOICTBEHHOI) JICKIIMS-IHAIIOT), | YIPaBJICHUS npodeccuoHanbHOM
ACATCIILHOCTH IPAaKTUYECKHE Tema Ne3. JeATENIbHOCTH
OpraHuszanuii npu 3aHATUSA Cranpaptuzanus MEHE/Kepa, LeNsX U
BHEIPECHHUH (cutyaronusli | ohopmiIeHUS 3aa4ax
TEXHONOTMUCCKIX, aHaus, OpraHHU3aIOHHO- MEHEXKMEHTa  Kak
JTUCKYCCHS, pacnopsAUTENbHBIX npodeccun, 0
HpOHyKTOBUHX poieBas JIOKYMEHTOB KOMITIETEHTHOCTHOM
MHHOBAIMH (nenoBast) wurpa, | Tema Ned. Oopmienue MOJIENH BBITYCKHUKA
MO3TOBOM OpraHU3alMOH-HbIX o HaIpaBJICHUIO
ITYpM, KPYTJBIA | JOKYMEHTOB MOATOTOBKHU
CTOMN), Tema Ne5. Odopmnenue «MeHEeIKMEHT,
CaMOCTOSITENIbHASL | PACIIOPAIUTEIbHBIX XOpOLIO 3HaeT
paborta JIOKYMEHTOB OCHOBHBIE TIPABOBBIE
(Mo3roBoit Tema Ne6. JIOKYMEHTBI,
ITYpM, NudopmannonHo- perjiaMeHTUPYIOUIUE
CUTYaIIMOHHBIN CIIPaBOYHBIE JOKYMEHTHI JeSTeTbHOCTh B
aHanu3, kpyriblid | Tema No7. Opranuzarus chepe ympaBleHUS,
CTON) paboThI ¢ JOKYMEHTaMH nMeeT YETKOE
Tema Ne8. Xpanenue IIPE/ICTABIICHUE 0
JIOKYMEHTOB METO/I0JIOTHYECKUX
Tema Ne9. IIPUHIUIIAX
ABTOMaTH3AIUSA TIPUHATHS
JIOKYMEHTAIMOHHOTO YIPaBJIEHUYECKOTO




obecrnieueHus peuieHusl.
YIPABJICHUS
YMmeer
Henocrarounsiit | /[IK-6.Y-1 JleknmoHHbBIE Tema Nel. KomnokBuym, scce, | He ymeer mpoBoauTh
YPOBEHb 3aHATUA Knaccudukanus IIpoexr, Tect, | BCECTOPOHHUI
Henocrarouno (IIpoGemHast JTOKYMEHTOB, UX Huckyccus aHalIu3  pa3IMYHbIX
yMeeT JCKIUS, JIEKIUs- | (QYHKIUH. BApUAHTOB PEIICHUM,
OCYIIECTBIIATH MIPOBOKALIUS, Tema Ne2. HopmarusHo- MO3BOJISFOIIUX
JIOKYMEHTABHOE JEeKIus- METOJINYECKOE JIOCTHYb
o(opMICHHS BHU3yaJlU3anusl, peryaupoBaHue HaMEUYEHHbIE
. JEKIUS-«IIPECC- | JOKYMEHTAIIHOHHOTO pe3yJbTaThl. He
peILCHIH B | xondepenumsa», obecrnieueHus crocobeH JaTh
YIpaBJICHUHN JICKIMSI-IHAJIOT), | YIIpaBJICHUS CaMOCTOATEIIbHYIO
OIEPALMOHHOM [IPAKTUYECKUE Tema Ne3. OLICHKY
(IPOU3BOACTBEHHOM) | 3AHATHUS Crangapruzanus 3¢ hEeKTUBHOCTH
NeSTeNbHOCTH (curyanmoHHuslii | oopMIIeHHUS pa3IUYHBIX
oprammsarmii  mpu | 2HAH3, OpraHHU3aIOHHO- BApUAHTOB PEIICHUM.
JUCKYCCHSI, pacnopsiANTENbHBIX
BHEJIPEHUU
ponesas JTIOKYMEHTOB
TCXHONOTMYCCKUX, | (nemoBas) wmrpa, | Tema Ne4. Oopmuenne
IPOAYKTOBBIX MO3TrOBOMI OpraHU3alMOH-HbIX
WHHOBAILIUM WM | ITYpM, KPYTJbIA | TOKYMEHTOB
OpraHu3aluOHHBIX CTOJ'I), Tema Ne5. O(l)OpMJ'IeHI/Ie
CaMOCTOATEIIbHAS | paCIOPSIAUTENIbHBIX
W3MEHEHUN paborta JTIOKYMEHTOB
(Mo3roBoi Tema Ne6.
ITYpM, NudopmannonHo-
CUTYaIlMOHHBIN CIIPaBOYHBIE JOKYMEHTBI

aHaIu3, KPYyTJbId
CTOIN)

Tema Ne7. Opranuzanus
paboThI ¢ JOKYMEHTaMH
Tema No8. XpaHnenue
JIOKYMEHTOB




Tema Ne9.

ABTOMaTH3aIUA
JOKYMEHTAIlMOHHOTO
obecrieyeHus
yIpaBICHUS
bazoBbrit IIK-6. Y-1 JlexuOHHBIE Tema Nel. KomnokBuym, scce, | CiocoOeH mpoBecTH
YPOBEHb 3aHATHS Knaccudukamms [Ipoekr, Tect, | TOBEpXHOCTHBIN
Ha 6asoBom ypoBHe (ITpobnemuas JJOKYMCHTOB, X Huckyccus aHalou3  pasjIMYHbIX
yMeeT JeKUus, JeKIus- | QyHKUIuu. BapHAHTOB PEILICHUH,
OCYIIECTBIIATH IIpOBOKAaIus, Tema Ne2. HopmaTusHo- HAlLICJICHHBIX Ha
JIOKYMEHTATBHOE TEKLUA- METOJINYECKOe JOCTUKECHHE
oopMICHUS BU3yaIM3aus, perynupoBaHue HaMEYEHHBIX
N JEKUHUA-CIIPECC- | JOKYMEHTAIMOHHOTO pe3yNbTaToB,
peteHnn B | xondepenmms», oOecnieueHus OIIPEJIEIUTh
YIpaBJICHUN JICKIIHS-IHAIOT), | YIPaBJICHUS HamnpaBlieHus: pador,
OTeparMOHHON HPAKTHYECKHUE Tema Ne3. CBSI3aHHBIX c
(npon 3BOJICTB eHHOP'I) 3aHATUA CTaHI[apTI/BaLII/ISI JOCTUXKCHUEM
NeSTeNbHOCTH (cutyaumoHHBIH | oOpMIICHUS HaMEUYEHHOM LIEJIH.
oprammsammii  mpu | 2R3, OpraHHU3alOHHO-
JUCKYCCHSI, pacnopsAUTENbHBIX
BHEAPCHHH poieBast JOKYMEHTOB
TCXHOJIOTHHUCCKUX, | (nenopast) wrpa, | Tema Ned. Oopmienue
HOPOAYKTOBBIX MO3TOBOH OpraHu3alMOH-HbIX
VHHOBAIMI WM | IITYpM, KPYTJIBIA | JOKYMEHTOB
OpTraHU3alMOHHBIX CTOMN), Tema Ne5. Odopmnenue
CaMOCTOSITENIbHASL | PACIIOPAIUTEIbHbBIX
M3MEHEHUHN pabota JIOKYMEHTOB
(Mo3roBoit Tema Nob6.
HITYPM, WNudopmannonHo-
CUTYallMOHHBIN CIPaBOYHbBIE TOKYMEHTHI

aHalu3, KpyIJblid
CTOIM)

Tema Ne7. Opranuzanus
paboTHI C TOKYMEHTAMH
Tema Ne8. Xpanenue




JOKYMCHTOB

Tema Ne9.
ABTOMaTu3anusa
JTOKYMEHTAIMOHHOTO
obecrnieueHus
YIPABJICHUS
Cpennuit I1K-6. Y-1 JleknmoHHbBIE Tema Nel. KomnmokBuym, scce, | YMeer  mpoBOAUTH
YPOBEHB 3aHATHUS Knaccudukanms [Ipoekr, Tecr, | ananus
Ha cpennem yposue | (ITpoGnemnas JOKYMEHTOB, UX Huckyccus aJIbTepPHATHUBHBIX
ymeer JCKIUs, JIeKIUs- | (QYHKIUH. BApUAHTOB PEIICHUH,
OCYIIECTBIIATH MIPOBOKALIUS, Tema Ne2. HopmarusHo- BBIICIIATH ux
JIOKYMEHTABHOE JEeKIus- METOJINYECKOE CWIbHBIE U cialble
o(opMICHS BU3yaJlU3anusl, peryiaupoBaHue CTOpPOHBI,

. JAEKIUSA-«IIpecCc- | JOKYMEHTAIlMOHHOTO MIPEUMYIIEeCTBA u
peILICHIH B | xondepenumsa», obecrniedeHus HEJOCTATKU;
yHpasJICHHH JICKLUSA-TUATIOT), | YIPaBJICHHS CIIOCOOEH HaMETUTh
ONePaOHHON IIPAKTUYECKHE Tema Ne3. OCHOBHBIE
(HpOI/ISBO HCTBeHHOﬁ) 3aHATUA CTaHI[apTI/ISaHI/ISI HanpaBJICHU pa60T
NeSTeNbHOCTH (curyanmoHHbii | oopMIIEHHUS B 3aBHUCHUMOCTH OT
oprammsarmii  mpu | 2HAH3, OpraHHU3aIOHHO- LIEJIEBOM YCTaHOBKH,

JUCKYCCHS, pacnopsiANTENbHBIX ONpPENIETUTh  ATalbI
BHEApeHHH ponesas JIOKYMEHTOB BBITIOJIHEHHUSI  ATHX
TCXHOIMOTHICCKUX, | (nenopas) wurpa, | Tema Ned. Odopmienue pabor.
NPOAYKTOBBIX MO3rOBOH OpraHu3aMOH-HBIX
WHHOBALIUM WM | ITYpM, KPYTJIbIA | TOKYMEHTOB
OpraHu3aluOHHBIX CTOJ'I), Tema Ne5. O(l)OpMJ'IeHI/Ie

CaMOCTOATEIIbHAS | paCIOPSIAUTENIbHBIX
MU3MEHEHUN pabora JIOKYMEHTOB

(Mo3roBoi Tema Ne6.

ITYpM, NudopmannonHo-

CUTYaIlMOHHBIN CIIPaBOYHBIE JOKYMEHTBI

aHaIu3, KPYTiblid
CTOJ)

Tema Ne7. Opranuzanus
paboThI C JOKYMEHTaMH




Tema No8. Xpanenue

JTOKYMEHTOB
Tema Ne9.
ABTOMaTHU3aIUA
JOKYMEHTAIlMOHHOTO
obecrieyeHus
yIpaBICHUS
Bricokuit 1IK-6. V-1 JlexumoHHbIE Tema Nel. KomnokBuym, scce, | YMeer  mpoBOAMTH
yYpOBEHB 3aHATUA Knaccudukanus [IpoexT, Tecr, | ananus
Ha Beicokom ypoBHE | (ITpoGnemuas JOKYMEHTOB, UX Huckyccus aJIbTEpHATHUBHBIX
yMeeT JeKUus, JeKIus- | QyHKUIUU. BapHAHTOB PEILICHUH,
OCYIIECTBIIATH MPOBOKALIHUS, Tema Ne2. HopmatusHo- BBLICIISTH X
JTOKYMEHTANBHOE TEKLUA- METOJINYECKOe CWIbHBIE U cjalble
oopMICHUS BHU3yaJIU3aIus, peryaupoBaHue CTOpPOHBI,

N JEKUHUA-IIPECC- | TOKYMEHTAIMOHHOTO IpeUMyIlecTBa u
PCILICHIH B | xondepenmus», obecrieueHus HEJIOCTaTKU;
YIpaBICHUN JICKIIHS-THAIIOT), | yIPaBJICHUS CIIOCOOEH HaMETUTh
OTepaIMOHHON HPaKTHYECKHUE Tema Ne3. OCHOBHBIE
(TIpOM3BOICTBEHHO) | 3aHATHS Cranpaptuzanus HampaBleHus: paboT
NEeATETbHOCTH (cutyaronHslii | oopmiIeHUS B 3aBHCHUMOCTH OT
oprammsarmii  mpu | 2R3, OpraHU3alMOHHO- LEJIEBOI YCTaHOBKH,

JTUCKYCCHS, pacropsIANTEIbHBIX OTIPENIETTUTh  ATaIlbI
BHEJIPEHUU

poieBas JIOKYMEHTOB BBIIIOJIHEHHUSI  ATHUX
TCXHOJIOTHHUCCKUX, | (nenopast) wrpa, | Tema Ned. Oopmienue pabot u pazpaboTars
HOPOAYKTOBBIX MO3TOBOH OpraHu3alMOH-HbIX 1aH JEUCTBUIA,
MHHOBAIMI WM | IITYpM, KPYTJIBIA | JOKYMEHTOB oOecrnieunBaromuii
OpTraHU3alMOHHBIX CTOJ), Tema Ne5. Odopmnenue JIOCTHIKEHHE

CaMOCTOSTENIbHAS | PaCTIOPSAUTEIBHBIX TTOCTABJICHHOM TIEIH.
W3MEHEHUH paborta JIOKYMEHTOB

(Mo3roBoit Tema Nob6.

HITYPM, NudopmannonHo-

CUTYaIlMOHHBIN CIIPaBOYHBIE JOKYMEHTHI

aHalIu3, KpYIJIbIU

Tema Ne7. Opranuzanus




CTON)

paboThI ¢ JOKYMEHTaAMH
Tema Ne8. Xpanenue

JOKYMEHTOB
Tema Ne9.
ABTOMaTu3anus
JOKYMEHTAI[HOHHOT'O
obecneyeHus
yIIpaBJICHUS
Bnageer
Henocrarounsiit | /[IK-6. B-1 JleKkIMoHHbBIE Tema Nel. Komnoxsuym, scce, | He Bnaneer
YPOBEHb 3aHATHUA Knaccudukanus [Ipoexr, Tecrt, | HaBbIKaMH
Henocrarouno (ITpobnemuas JOKYMEHTOB, X Huckyccus pa3paboTku uenen u
BJaJECT HaBBIKAMHM | JIEKLMs, JIEKUUA- | QyHKIUH. 3aJa4 NpoeKTa, He
BBISIBJICHUS IIpOBOKAaIUs, Tema Ne2. HopmaTusHo- MOXET
CTHMYJIOB Jutst | JeKums- METOMUYECKOE HCIIOIB30BATD B
CAMODA3BHTHS: BU3YaJIN3aLus, peryanpoBaHue PaKTUYECKOH
JEeKIUS-«Ipecc- | TOKyMEHTAllMOHHOTO JeSITebHOCTH
ONpCACTICHITA KoH(epeHmusa», | obecrneueHus METOIUKH
PCaIHCTHICCKNX JICKLUSI-AAAIIOT), | yIpaBJIeHHs olpezeeHus Lenen
nenei MIPaKTUYECKUE Tema Ne3. M 33J1a4 IPOEKTA.
npoeCCHOHATILHOTO | 3aHATHUS Crannaptuzanus
pocTa,  mpHeMamu (cutyaumoHHBIH | oOpMIICHUS
CaMOpPa3BHTHS 4 | AHAIHS, OpraHU3alMOHHO-
TICKYCCHSI, pacropsIuTeIbHBIX
CaMOpeaTH3AIIH . i poreBast JOKYMEHTOB
MPOdECCHOHANBHON | (nenopag) wmrpa, | Tema Ned. Ocbopmrente
u  Jpyrux  cbepax | mosrosoii OpraHU3alMOH-HbIX
JeSTeTbHOCTH ITYpM, KPYTJIBIA | TOKYMEHTOB
cTon), Tema Ne5. Odopmnenne
CaMOCTOSITENTbHAS | PACTIOPSAUTENBHBIX
pabota JOKYMEHTOB
(Mo3roBoit Tema Nob6.
HITYpM, WudopmannonHo-




CUTYallMOHHBIN
aHaIu3, KpYIJIbIHA
CTON)

CIPaBOYHBIC IOKYMEHTBI
Tema Ne7. Opranuzanus
paboThI ¢ JOKYMEHTaAMH
Tema Ne8. Xpanenue

JIOKYMEHTOB
Tema Ne9.
ABTOMaTu3anusa
JOKYMEHTallMOHHOI'O
obecrnieueHus
yIpaBICHUS
Bazosebrit IIK-6. B-1 JIeKIIMOHHBIE Tema Nel. KomnokBuym, scce, | Bnageer HaBbikamMu
YPOBEHb 3aHATUA Knaccudukanus [Ipoexr, Tect, | npumMeHeHus
Ha 6azoBom ypoBre | (IIpoGiemHas JOKYMEHTOB, UX Huckyccus METOUK
BJIAJICET HABBIKAMU | JICKIHS, JIKIUA- | (QyHKIHH. pa3paboTKu Lenu u
JIOKYMEHTAIIHOTO IIPOBOKAIINS, Tema Ne2. HopmatugHo- 3aJa4 IpOoeKTa Ha
odopMITEH S JEeKIus- METOJINYECKOE IPAKTHKE, CIIOCOOEH
permesmit B BU3YyaJIn3alus, peryiaupoBaHue IIPOBECTH  OLEHKY
JEKUHUA-«IIpecc- | JOKYMEHTAllMOHHOIO BpPEMEHHBIX
YyHpaBlIeHHIH KOH(EepeHIHs», obecrieyeHus pecypcoB,
ONepanHOHHOH JICKIUSI-THAJIOT), | YIpaBJICHUS HEOOXOAUMBIX  JJIS
(TPOU3BOACTBEHHON) | IPaKTHYECKHE Tema Ne3. peanu3anum
IEATECIIPHOCTH 3AHATUA CTaHI[apTI/ISaHI/ISI IMPOCKTA.
OpraHM3aLuii pu (curyanmoHHbIit | odopMITeHHS
BHEJPEHHH aHaJIn3, OpraHHU3aIOHHO-
JUCKYCCHSI, pacropsIuTeIbHbIX
TEXHOJIOTUYECKHX,
ponesas JIOKYMEHTOB
TIPOLYKTOBBIX (nenoBast) wrpa, | Tema Ned. Opopmienue
MHHOBAINH MK MO3TrOBOM OpraHU3alMOH-HBIX
OpraHU3aI[MOHHBIX HITYpM, KPYIJIBIH | TOKYMEHTOB
M3MEHEHMUH cTOMN), Tema Ne5. Odopmitenne
CaMOCTOSITeNIbHAs | PaCIIOPSAUTEIbHBIX
paborta JIOKYMEHTOB
(Mo3roBoii Tema No6.




LITYpM,
CUTYallMOHHBIN
aHaliu3, KPYTJbIid
CTOJ)

HNudopmanmnonto-
CIIPaBOYHBIC JJOKYMEHTBI
Tema No7. Opranuzanust
paboThI ¢ JOKYMEHTaMHU
Tema No8. Xpanenue

JOKYMEHTOB
Tema Ne9.
ABTOMAaTH3aLHUS
JOKYMEHTAIL[HOHHOT'O
oOecnieueHus
yTpaBJICHUs
Cpenuuii IIK-6. B-1 JleknmoHHEIC Tema Nel. KomnokBuym, scce, | Bnageer HaBblkaMu
YPOBEHb 3aHATHUSA Knaccudukanus [Ipoexr, Tecrt, | npumeHenus
Ha cpennem ypoBre | (ITpoGiemuas JIOKYMEHTOB, UX Huckyccus METOUK
BJIAJCCT HABBIKAMU | JIEKLMs, JIEKUUA- | QYHKIUH. pa3paboTKu Lean u
JIOKYMEHTaJIbHOTO IIpOBOKAaIus, Tema Ne2. HopmaTusHo- 3a7a4 IpoeKTa Ha
obopMTerHs JeKIHs- METOMYECKOE IpaKkTUKe, CrnocoOeH
. BU3yaIH3alus eTyJTUpOBaHHE IIPOBECTH
pelIeHn B Y T, PEryIHp p
JEeKIUSA-«Ipecc- | TOKyMEHTAllMOHHOTO IpUOIU3UTENBHYIO
yIIpaBJICHUN
KOH(epeHIHs», o0ecrnieuyeHus OLICHKY BpEMEHHBIX
ONECpaMOHHON JICKLUSI-AAAIIOT), | yIpaBiIeHHs U HMHBIX PECypCOB,
(ITPOM3BOJICTBEHHOMN) | MPAKTHYECKUE Tema Ne3. HEOOXOIAMMBIX  JUIs
JeSTEeTbHOCTH 3aHATHUSA Crannaptuzanus peanu3aniu
opranusauuii npu (cutyaumoHHBIH | oOpMIICHUS IIPOEKTA.
BHE/PCHIH aHaJm3, OpraHu3alMOHHO-
TICKYCCHSI, pacropsIuTeIbHBIX
TEXHOJIOTUYECKHUX,
poseBas JTIOKYMEHTOB
HPOAYKTOBBIX (nenmoBas) wurpa, | Tema Ne4. Odopmnenne
WHHOBALlMKX UJIA MO3TOBOH OpraHu3aMOH-HbIX
OpTaHU3aIMOHHBIX MITYpM, KPYTJIBIA | TOKYMEHTOB
H3MEHEeHMI. CTOJ), Tema Ne5. Odopmiienue
CaMOCTOSITENTbHAS | PACTIOPSAUTENBHBIX
pabota JOKYMEHTOB




(Mo3roBoii
ITYpM,
CUTYallMOHHBIN
aHaIu3, KpyIJbIA
CTOIN)

Tema Ne6.
HNudopmannonno-
CIPaBOYHbBIE TOKYMEHTBI
Tema Ne7. Opranuzanus
paboThI ¢ JOKYMEHTaMHU
Tema Ne8. Xpanenue

JIOKYMEHTOB
Tema Ne9.
ABTOMaTu3anusa
JOKYMEHTAllMOHHOI'O
obecrnieueHus
yIpaBICHUS
Bricokuit IIK-6. B-1 JIeKIIMOHHBIE Tema Nel. KomnokBuym, scce, | Bnageet HaBpikaMu
YPOBEHb 3aHATUA Knaccugukanus [Ipoexr, Tect, | npumMeHeHus
Ha Bbicokom ypoBHE | (ITpoGiemuast JTOKYMEHTOB, UX Juckyccus METOOUK
BJIQJIEET HABLIKAMHU | JICKIHWA, JICKIHs- | QyHKIUU. pa3paboTKu LeTu U
JIOKYMEHTATBHOTO IIPOBOKALIUS, Tema Ne2. HopmartuHo- 3aJa4 IpoeKTa Ha
odopMITEH s JIeKUUS- METOJINYECKOE IPAKTHKE, CIOCOOEH
pemeryii B BU3YyaJIn3aLus, peryinupoBaHue IIPOBECTHU OLIEHKY
JEKUHUA-IIpecc- | JOKYMEHTAllMOHHOIO BPEMEHHBIX U UHBIX
YyHpaBlIeHHIH KOH(EepeHIHs», obecrieyeHus pecypcoB,
OIepaMOHHOK JICKIIMS-THAIIOT), | YIPaBJICHUS HEOOXOUMBIX ISt
(TPOU3BOACTBEHHON) | IIPaKTHYECKHE Tema Ne3. peanu3anuu
IOEATECIIPHOCTH 3aHATUA CTaHI[apTI/ISaHI/ISI IMPOCKTA.
OpraHu3aumii pu (curyanmoHHbIt | odopMITeHHS
BHEJPEHHH aHaJIn3, OpraHHU3aIOHHO-
JUCKYCCHSI, pacropsIuTeIbHbIX
TEXHOJIOTUYECKHX,
ponesas JIOKYMEHTOB
TIPOLYKTOBBIX (nenoBast) wrpa, | Tema Ned. Opopmienue
MHHOBAIH MK MO3TrOBOM OpraHU3alMOHHBIX
OpraHMU3alMOHHBIX HITYpM, KPYIJIbIA | TOKYMEHTOB
M3MEHEHUI. cTOMN), Tema Ne5. Odopmitenue
CaMOCTOSITEJIbHASL | PAcIOPsINTENIBHbIX




paborta
(mo3roBoit
HITYpM,
CUTYaLlMOHHBIN
aHaliu3, KPYTJbIid
CTOJ)

JTIOKYMEHTOB

Tema Neb6.
HNudopmanmnonto-
CIIPaBOYHBIE JOKYMEHTBI
Tema No7. Opranuzanust
paboThI ¢ JOKYMEHTaMHU
Tema No8. Xpanenue
JTIOKYMEHTOB

Tema Ne9.
ABTOMaTH3aINA
JOKYMEHTAIlMOHHOTO
oOecIeueHus
yIpaBICHUS




4. METOOANUYECKUE MATEPHUAJIBI, ONPEJAEJAIOHINE
INPOLEAYPbBI OHNEHUBAHUA PE3YJIBTATOB OBYYEHMUSA

[To Bugam 3aaHWii TPUBOAMTCS OIKMCAHUE TOrO, KaKUM 00pa3oM HEoOX0IUMO
BBIINIOJIHUTH JAHHOC 3adaHHUC, CHOCO6BI 1 MCXAaHH3MBbI €I'0 BBIIIOJIHCHUA, BbI60p HOMepa BapI/IaHTa
u gap. [lpumepbl METOJAMYECKHUX MATEPHAIIOB, OMNPEICIIIOMINX IPOLEAYPY OICHHUBAHHS
pPe3yJIbTaTOB OOYUYCHHSI, XapPAKTEPU3YIOMIMX dTAMbl (JOPMUPOBAHUS KOMIICTCHIIHIA:

- CUTYAIMOHHBIN aHaIN3 (KEHCHI JUIsl MPOBEICHUS CUTYAIlMOHHOTO aHAJIN34);

- KOJUTOKBHYM (ITIepeueHb BOIPOCOB ISl KOJUIOKBUYMA);

- YCTHBIH OIPoC (BOMPOCH 110 TeMam/pa3jeiaM JTUCIUILINHBI);

- TUCKyccus (TIepeueHb TeM ISl POBEICHUS JUCKYCCHH );

- poJieBas urpa (CLeHapHi POJICBOM UIPHI);

— TECT (TECTOBBIC 33J1aHUs);

- MO3TOBOM IITypM (MEepeueHb CUTYyallMil U 3aJlay, aHaju3 U PEUICHUE KOTOPBIX
Mo/pa3yMeBacT NPUMEHEHUE AJIbTEPHATUBHBIX METOJIOB);

- KPYIJIbIHA CTOJ (TIEpeYeHb TeM ISl KPYTJIOro CTOJA);

- YCTHBIN OIPOC (BOIPOCHI 110 TeMam/pa3/iesiaM JTUCIUTUTAHBI).

3HayeHHe M METOAMKA UCIOJIb30BAHUS CUTYAIIHOHHOI0 AaHAJIN32a KAK HHCTPYMEHTA
KOHTPOJIAA 0CBOeHMsI pa3aesia (TeMbl) TMCHUUILUIMHBI (IPAKTUKH, (PAKYJIbTATHBA)

TexHonorus CUTYyallMOHHOTO aHaidW3a SBISETCS AaKTyaldbHOW [Uisi OOy4eHHs B
COBPEMEHHOM  HMH(pOPMAIMOHHO-00pPAa30BaTEIbLHOM  IPOCTPAHCTBE. OHa  mo3BOJsET
HEMOCPEJACTBEHHO OCYIIECTBISITh CBA3b C MPAKTHUKOM M ONMUpaThcs B Mpolecce OOydeHUs Ha
CyOBEKTUBHBIN ONBIT 00ydaromuxcsi. TeXHOIOT s cTaja aKTHBHO MCIOIb30BaThes ¢ 20-X rT. XX
B.

B xone pabotel oOyuaronyecs akTUBHO y4acTBYIOT B aHajm3e ()aKTOB U JeTajei caMoii
CUTyalluu, BBIOOpPE CTpaTerud, €€ YTOYHEHHH U 3aluTe, OOCYXIACHUHM CHUTYyallUud |
apryMeHTaluu 1e1ecoo0pa3HOCTH CBOEH Mmo3uliuu. Pa3BUBarOTCS yMEHUS yyaluxcs, CBSI3aHHbIE
¢ paboroil B rpynme, komanae. CHTyallMOHHBIM aHaIU3 CIOCOOCTBYET (OPMUPOBAHUIO
KPUTHYECKOTO MBIIUICHUS, TO3BOJIIET aKTHBU3MPOBATh TEOPETUUYECKUE 3HAHUS YYaIlIUXCS, UX
MPAKTUYECKHUI OMBIT, PACKPHIBAET M Pa3BUBAECT CIIOCOOHOCTH BBICKA3bIBATh CBOW MBICIH, HJIEH,
NpEJUIOKEHUS,, YMEHHUS BBICAYIIaTh pa3JIMYHble TOYKH 3pPEHUS U apryMEHTHpPOBaTh CBOIO.
OOyuaromiyecs MOIY4ar0T BO3MOXHOCTh IPOSBUTh M YCOBEPLICHCTBOBATh AHAIUTHUECKUE U
OLICHOYHBIE HABBIKM, NPUMEHATh Ha IPAKTUKE TEOpeTH4YeCKWid marepuain. i nanpHeWIen
NeSITEAbHOCTH OOYyYaroIMXCcsl 3Ta TEXHOJOIWs BakHA IOTOMY, YTO TIO3BOJIIET YBHUJAETh
MHOTOBapHUaHTHOCTb PEILIEHUsI CUTYalluH B )KU3HU U 000CHOBATh MMOMCK PAallMOHAIBHOI'O OTBETA.

OcHOBOW TEXHONOTUHU sBIsETCS aHanu3 curyanuif. CuTyauuun 0a3upyroTcs Ha
COBPEMEHHBIX HayUHbIX, JKOHOMUYECKUX, 3TUYECKUX, MOJIUTUYECKUX Mpobiemax (Hampumep,
KJIOHUPOBAHUE, SBTAHA3US, JIETAIN3ALINS «IETKUX HAPKOTHUKOB», CTPYKTYPHUPOBAHHE PACXOJ0B
roCy/IapCTBEHHOr0 OIO/KeTa, pa3paboTKka IKOHOMUYECKOW CTpAaTeruu pa3BUTUs GUPMBI U T.1.),
MO3TOMY TO3BOJISIIOT OOYYaIOLIUMCSl «IIOYYBCTBOBATh» peajbHYyI0 KU3Hb. CHUTyalus Bceraa
ABJISIETCSl HA4YaJOM W TIOBOJOM JUIA DPACCYXIEHUS WIM HCCIeAoBaHUsA. B Hell noimkeH
IPUCYTCTBOBATh KOH(IUKT, TO €CTh NPOTHBOPEUYME WM CTOJIKHOBEHHE TOUYEK 3pPEHMS,
LEHHOCTEH, MOpAJbHBIX W HHBIX MPEANOYTeHHH. VYueOHble CHUTyalluh MOTYT OBITh
CMOJIEIIMPOBaHbl CIIEUANbHO, @ HE B3SATHl U3 JKM3HM. Hampumep, B HEKOTOPBIX Clydasx
CUTyalluell MOTYT BBICTYNAaTh (parMeHTbl JUTEPaTypHBIX IPOU3BEACHUI, KOTOpHIE
paccMaTpUBAIOTCS TOJ] YIJIOM 3pEHUs COBPEMEHHBIX MpoOJieM, B TOM YHCJIE IO IOBOIY
SKOHOMHYECKHUX BOIIPOCOB.

MOXHO BBIJICJIUTh HECKOJNBKO TpeboBaHMM oTOOpa cuTyanuii B 00pa3oBaTeIbHOM
npouecce. CUTyaluu JTOJKHBI:



- OTBEYATH IIEIISIM U 33aJa4aM JTUCIHUILINHBI, TPAKTUKH, (aKyIbTaTUBA;

- OBITH IPOOJIEMATU3NPOBAHBI B COOTBETCTBUH ¢ KOHKPETHBIMU Y4€OHBIMU IIEIISIMU;
CHUTYaIlUsl MOXKET COZEP)KaTh HE OJIHY, a HECKOJIBKO MPo0OieM; cama mpodiieMa MOXKET B SIBHOM
BUJIC HE MPHCYTCTBOBATH B NpEAJiaraéMoi CUTYallul Ha YpPOBHE TEKCTa WMJIM COOBITHS, HO OHA
BBISIBJISIETCSI B XOJI€ aHAIIN3A;

- OBITH CBSI3aHHBIMHU C pEAbHBIMU MPOOJIEMaMU MPAKTUKH (HAYYHBIMU, MOPAIBHO-
TMYECKUMH M T.J.): B HEKOTOPHIX CJIy4asx LeIecooOpa3HO HCIOIb30BaTh CHTYAlUH,
CYIIECTBYIOIIME B COBPEMEHHOW H3HHM, KOTrJa HWHpOpMAmMs O TeX WIM HHBIX (aKrax
CTaHOBUTCA JOCTOSIHUEM TJIACHOCTH U aKTUBHO OOCYKIAaeTCH;

- 00J1a/1aTh HEKUM CIO’KETOM, MO3BOJISIONIMM OCYLIECTBUTDH MPOIECC aHAIN3a, YTO
IIOMOXET OOYYalOmIMMCSl YBUJIETb W y4eCTh (PAKThI, MPOOIEMBI M IEPCHEKTHUBBI, pPaHEEe UM
HEHM3BECTHbIC, MPOAHATM3UPOBATh CUTYALMIO C PA3HBIX TOYEK 3PEHHS, C MO3UIMHA Pa3IUIHBIX
HOJIXO/IOB;

- BKJIIOYAaTh B ce0st pa3sHOOOpasHble MaTepuasibl (HApUMeEp, B CUTYalUH IO
IOPHUCIIPYACHIIUN MOTYT OBITh IPEACTABICHBI MaTepHallbl 1€, CyAeOHOe pelieHue, aneusauu
U IpyrUe JOKYMEHTBHI);

- OBITh SMOLIMOHAIBHO OKPAILICHHBIMH.

K kagecTBam, KOTOpBIE OTIIMYAIOT «XOPOIIYIOY» CUTYaIIUIO0 OTHOCSTCS:

- MHTEPECHBII CIOKET CHTYallMH CBS3aH C OMNBITOM OOYYAIOUIMXCS; eIle JIydYIle,
eciy o0ydaromuecs yKe 3HaKOMBI C IIPo0JIeMOil B )KHU3HH, 10 MOMEHTA €€ PEILIeHUs B IIPOIIEecce
o0Oy4deHus;

- B CIOXKETE €CTh Hadajo, CepeHa M KOHEIl;, B ClIydae, €ClIM KOHI[a HCTOPHHU-
CUTYaIlMH HET, 00yJalomuMCs IPEACTOUT CO3/1aTh €ro Mocie 00CYKICHNUS;

- npoOiieMa, coaepsKalasics B CUTyalllH, HHTEPECHA 00Yy4aroInuMCs;

- CHUTYaIHsl CBsI3aHa ¢ COOBITHSIMHU MOCITICTHHUX ISTH JIeT, mpobieMa o0cyXaaercst B
Cpe/cTBax MaccoBoi nH(popmanuy;

- 00pa3bl OCHOBHBIX JCHCTBYIOUIMX JIMI[ TIOKAa3aHBI BBIPA3UTENBHO KaK JUIS
MOBBIIIICHUS] HHTEpECca 00YJaIOIUXCsl, TaK U TIOTOMY, YTO JIMYHBIC KA4eCTBa ACUCTBYIOIINX JIUI]
BJIMSIOT Ha BOBMOYKHOE PELICHUE;

- CUTyaIisl MOJIe3Ha C TEJarormdeckoil TOUYKH 3peHHs; NMpH pa3paboTke IUIaHa
y4eOHOTO 3aHATHS HEOOXOJMMO OTBETHTh Ha BOIPOCHI, BBIMOJHEHHIO KaKHX 3amad Oyzaer
CHOCOOCTBOBaTh aHAIM3 CHUTyallUH; Ye€M OH IOMOXXET MpernojaBaTelio U Oo0ydarouuMmcs B
YCBOEHHH Marepuana, GOpMUPOBAHHHA YMEHUH W JIMYHOCTHOM PA3BHTHH; 3a4€M HCIIOIH30BATh
JAHHYIO CUTYaIlUIO B X0Jie 00pa30BaTeNbHOrO IMpoliecca; HeT Jin 0oiee 3((HhEeKTUBHBIX METO/IOB
00y4YeHHsI, HAIPABJICHHBIX Ha JOCTHKCHHE 11eITH;

- CUTyallUs TPOBOLMPYET KOH(MIMKT, COAEPKUT MPOTHBOPEUYHE, CIIOCOOHOE
BBI3BIBATh Pa3HOIJIACHS;

- MOJTAIKUBAET K TMPHUHATHIO PEIICHUS, K 3aHATHIO TOW WM WHOW TO3WIWH, K
OCYILECTBIICHUIO JIEHCTBHS, CBI3aHHOIO C IOMCKOM peIIECHUS;

- B CHUTyallid TOBOPUTCS O YEM-TO OOIIeM, 3HAYUTEILHOM, NPUMEHHMOM K
0O0JIBIIIOMY KOJIMYECTBY CIIy4aeB;

- CUTYyallUs JJOCTATOYHO KOPOTKasi, UTOOBI yJiepaTh BHUMaHHE ayIMTOPHH, HO B TO
e BpeMsl B Hell peicTaBlIeHbl pa3HOOOpa3Hble (hakThl, 0OeCreynBaroIIe aHaIH3;

- TPYIOEMKOCTh aHAJIN3a CUTYAIlMd COOTBETCTBYET YPOBHIO OOYYAIOUIMXCS; €CIU
HeoOxoauMa OousibIIasi  CIOXKHOCTb, TO €€ CIeAyeT BBOAWTH IIOCTENCHHO: CHavajia
NPEIbABIAIOTCS (PaKTUYECKHE JaHHBIE, TIOTOM CTAaBUTCS PsiJi BONPOCOB U JIaXe IMpeJylaraercs
pelIeHue, a MoTOM B CIy4ae HeOOXOIMMOCTH JaeTcsl HOBast HHPOPMAIHSL.

JIaHHYIO TEXHOJOTMIO MOXHO MPUMEHSTHh AJS PEUICHUS Pa3iUYHbIX JTUAAKTUYECKUX
3a7ad. AHalIM3 CUTYyalliMl TPOBOAWTCS Ui TOTO, YTOOBI HAWTH TpoOIeMy, pEUmIuTh ee,
chopMyIHpOBaTh BOMNPOC, OCYIIECTBUTHh pEIIEHHE MO MPEIOKEHHOW cXeMe, BbhIOpaTh U3
NPEUIOKEHHBIX PEIIeHUH W T.I. XapakTep 3aJaHus 3aBHCHUT B TIEPBYIO OdYepenb OT IeNH,



CTOSIIEH Tiepe]] MperoaaBaTesieM, a TaKKe OT COJEp)KaHUs CaMOW CHUTyallMH, OT €€ MecTa B
o011eM MOCTPOSHUH 3aHITHsI: BBOJIUT JIM OHA B TEMY HWJIM, HApUMEDP, SBISETCS WIUTIOCTpaIueit
M3YYCHHOTO MaTepuasa, CBs3aHa JIM OHa TOJBKO C MPAKTUYCCKOW TeMAaTUKOW WM Tpeanoiaraet
BBIXOJl Ha HEKHE TEOPETHUYECKHE OOOOIICHHUS, TO €CTh. (hOPMHUPYIOTCS OOOOIICHHBIC yMEHUS
norcka, 00padboTku MH(OPMAIIUU U IPUMEHEHUS €€ I CO3JaHMsI HOBOTO PEIICHHSI IPOOIEMBI.

OCHOBHOW eIMHHUIEH MEeNaroruueckoro Impolecca B YCIOBUSAX HMMHUTALMOHHOTO
MOJICTTMPOBAHUS SBISIETCS HE MOPIHS HHPOPMAIMH WK 33]a4a, a )KHU3HEHHAs CUTYaIUs CO BCEH
€€ HEOJHO3HAYHOCTHI0O M MPOTUBOPEUUBOCTHIO. MOXKHO BBIIEIUTH CIEAYIOIIUE BHJbI
KOHKPETHBIX CUTYaLlUN:

1. Curyauus-npo0iemMa — MpPEJICTaBIsIET ONpPEeJICHHOE coyeTaHue (AKToOB U3
peaslbHOM JKM3HH. 3aJaeTcsl pealbHas CUTYyalus, KOTOpas WMela TOJOXKUTEIbHBIC WIN
oTpuuaTenbHble nocueacTsus. OOydaronuecs JOMKHbBI BBIWICHUTh TpodsieMy, chopMynrpoBaTh
ee, ONpeneNuTh, KaKOBbl OBLIM YCJOBHUS, KaKHE BBIOMPAINCH CPEICTBA PEUICHUS MPOOJIEMBI,
ObUIM M OHM aJieKBaTHbl U moyemy u T.1. [IpoOremnasi cuTyanus cO3JaeT YCIOBHUS IS
CBOOOJHOTO OCO3HAaHHOTO BBIOOpA, HYEpPEe3 KOTOPHIH MPOUCXOIUT PA3BUTOE, YIIyOJICHHOE
MO3HaHUE CYObEKTUBHBIX U OOBEKTUBHBIX KU3HEHHBIX PEaHii.

2. Curyanus-oIieHKa — OIMHCHIBACT COIMAILHO-YKOHOMHYECKYIO CUTYAIUIO, BBIXOJI
U3 KOTOPOM B OIPENETICHHOM CMbICIIE yKe HaiieH. OOydaronuMucs NPOBOIUTCS KPUTHIECKUI
aHAIM3 paHEE TPUHATBIX PEIICHUH, JTaeTCs MOTHBHPOBAHHOE 3aKIIOYCHHE 110 IOBOAY
npousomieniiero coobitus. KomaekTuBHoe 00CYKICHHE BapUAHTOB PEIICHUS OAHOW U TOU kKe
CUTYaIlU! CYIIECTBCHHO YTIYOJISCT OIBIT OOYJArOIIMXCS: KaX Il U3 HUX UMEET BO3MOKHOCTb
O3HAKOMUTHCSI C BapuUaHTAaMHU PELICHUS OJHON M TOW ke MpoOJIeMbl, MOCIYIIATh U B3BECHUTH
MHO>KECTBO OIICHOK, JIOTIOJHESHUH 1 N3MEHEHHUH.

3. Cutryauus-uuiiocTpanusi — MOSACHSAET KaKyro-InOo mpoOlieMy WM CHUTYaIUIo,
OTHOCSIIIYIOCS K ompeaencHHoW Teme. OOydalomuMcs Mpeaiaraercss CaMOCTOSTEIBHO
CMOJICTUPOBATh CUTYALIUIO-UIUTFOCTPAIIUIO K CBOUM paccyxaeHusM. [IpakTuka mokasbIBaeT, 4To
NPEIbSIBICHUEC TAaKUX 3aJaHU YCHJIMBACT y OOYYAIOIIMXCS CTPEMJICHHE K IPUOOPETCHHIO
TEOPETUYECKUX 3HAHWM JJIS TMOJIyYEHHUS OTBETOB HA IOCTABJICHHBIE BOIMPOCHI, Pa3BUBAIOTCSA
AHAIUTUYCCKUE CIIOCOOHOCTH, BBIPA0ATHIBACTCS CAMOCTOSATEIBLHOCTh W HWHHUIIMATUBHOCTH B
pEIICHUSX.

4. Curyanus-ynpaxHeHUe — IpeyCMaTpUBaeT MPUMCHEHHE YXKe MPUHATHIX PaHee
MOJIOKEHUH W TperojaraeT O4YeBUAHBIE M OECCIOpPHBIE PEIICHHS IMOCTABIEHHBIX MPOOJIEeM.
Takue cuTyaluu MOMOTAIOT pa3BHBATh OMpENETICHHbIE HaBbIKM (yMEHHUs) B 00pabOTKe WU
OoOHapyXeHHH JAaHHBIX, OTHOCSIIUXCS K HccleayeMoil mpobiemMe. OHH HOCSAT B OCHOBHOM
TPEHUPOBOYHBIA XapaKTep, IOMOTAIOT IPHOOPECTH OIBIT PEIICHUS ONPEICICHHBIX 3a/ad.

B ycrnoBusix HMMHUTAallMOHHOTO MOJETHPOBAHUS (POPMUPYIOTCS CHOCOOBI OOIICHHUS,
MBIIUICHUS, TTOHUMaHus, pediaeKkcuu, ACHCTBUA. 3a cueT peduieKCuu 3HaHUS 0000IIAr0TCH,
3aKpEeTUISIOTCA, IePEX0/is U3 BHEIIHETO TJIaHa BO BHYTPEHHUH TUlaH NeiCcTBUS oOyvarommxcs. B
MPOIECCe WMUTAI[MOHHOTO MOJICTHUPOBAHUS MPOSIBJISIFOTCST  DJIEMEHTHI  TOJICPAHTHOCTH B
CUTYallUsX pa3pelieHus] MEXJIMYHOCTHBIX W JENOBBIX KOH(IMUKTOB, B BHIOOpE CIOCOOOB
B3aMMOJICHCTBYS M OTCTAWBAHUS CBOUX WHTEPECOB.

NMuTanmoHnHoe MoOJeNMpOBaHUE >KU3HEHHBIX CHUTYallMii MOXKHO paccMaTpUBaTh Kak
JTUIAKTHYECKYI0 CHTYaIlMi0, B KOTOPOW TIPOUCXOAMT TOJUCYOBEKTHOE B3aWMOJICHCTBUE,
HAIPaBIEHHOE HAa MOJICTTUPOBAHUE PA3IMYHOTO POJIa OTHOIICHUHN U YCIOBUN JEHCTBUTEILHOCTH.
AKTyanu3aiys MOTUBOB JESTEIILHOCTH 00yUaIOUIerocs U caMopeain3ais B Hel CiocoOCTBYIOT
Pa3BUTHIO KIIOYEBBIX KOMIIETEHTHOCTEH oOydaromerocs. VMHTAIMOHHOE MOJCIUPOBAHUE
JKU3HEHHBIX CHUTYallMi TperoiaraeT MpeaocTaBiIeHne oOydaroleMycss MakCUMyma CBOOOJIBI
JUTSE WHIUBUAYATBHOTO PAa3BUTHS, CO3JaHUE CHUTYAIlMH JUIS YTBEPXKJICHHS B ITOBCEIHEBHOMN
PEaIbHOCTH LIEHHOCTEN JOCTOMHOM KU3HMU.

[Tpu Takom mojaxoae yueOHas IesTeIbHOCTh BXOJWT B CONMATBHYIO cepy, B KHUIHESHHOE
MPOCTPAHCTBO NUYHOCTH. [IpemomaBarens u oOydarolUiCS HE OTIACNAIOTCS OT KYIbTYPHOTO



OKPY’KCHHA, MO3HABATCIBHBIC IIPOLCCCHI BBIXOAAT B CJIOXHOC IMPOCTPAHCTBO COHH&HLHOﬁ,
po(eCCHOHAIBHOMN, JIMYHOCTHON caMopeaTn3allyiH.

Opranu3anusi NPOJYKTUBHOM JAEATEIBHOCTH HA 3aHATHAX MPOOJIEMHOro OOydeHHs He
TOJIbKO  peliaeT 3aJayd  I[O3HAaBaTEeNbHOTO, HWHTEUIEKTYaJIbHOTO  XapakTepa, HO U
BOCTIMTHIBatomero. Hampumep, oOydaromuiicss MOCTENEHHO TNPUYYaeTCsi BHUKATH B CYTh
MPOUCXOJISIIET0, OTBETCTBEHHO OTHOCUTHCA K pPaldOTe, KPUTUYECKH — K COOCTBEHHBIM
neiictBusM, pedaexcupoBatb. Bee 310 moarorasianBaeT 00y4aromerocs K peaabHON KU3HU, €ro
YCIENHOM JanbHeHIel conuanu3ali U CTAaHOBIICHUS Kak rpodeccroHania.

OIIeHKa 3HAHUH B Xo01€ NnmpoBe€aACHUS KOJVIOKBUYMAaA

KonnokBuymMoM Ha3zblBaeTcsi cobeceloBaHUE IMpernojaBareis U CTyJeHTa IO 3apaHee
OTIpeNIeICHHBIM KOHTPOJBHBIM BompocaM. Llenpro KoJuIokBHUyMa siBIsieTcs (popMupOBaHHE Y
CTYZICHTa HaBBIKOB aHAJIN3a TEOPETHUECKUX MPOOJEM Ha OCHOBE CAMOCTOSITEIBLHOI'O HM3YyYEHUS
y4eOHOI 1 Hay4HOH IuTepaTypbl. Ha KOJUIOKBUYM BBIHOCSTCS KPYIHBIE, POOJIEMHBIE, HEPEIKO
CIIOpHBIE TeopeTHyecKkre Bonpockl. OT cTyneHTa TpedyeTcs:

- BJIa/ICHUE U3YYEHHBIM B X0J/I€ Y4€OHOI0 Ipolecca MaTepruaioM, OTHOCAILIUMCS K
paccmaTpuBaeMoi npooieme;

- 3HaHUE PAa3HBIX TOYEK 3pPEHMs, BBICKA3aHHBIX B HAYYHOH JHTEparype IIo
COOTBETCTBYIOIIEH MpoOiieMe, YMEHHE CONOCTABIIATh UX MEXKIY COOOM;

- HaJIMYMe COOCTBEHHOI'O MHEHHS MO OO0CYXJIAaeMbIM BONPOCAM M YMEHHUE €ro
apryMeHTHPOBaTh.

KomnokBuym — 3T0 He TOIBKO (hopMa KOHTPOJIS, HO U METOJ YIIyOJIeHus, 3aKpeIUICHUS
3HAHUM CTYAEHTOB, TaK KaK B XOJ€ coOeceloBaHMs IPErnojaBaTellb Pa3bsCHIET CIOXKHbIE
BOIPOCHI, BO3HUKAIOLIME Yy CTYJEHTa B IPOLIECCE M3YyYEHUS JAHHOIO MCTOYHMKA. OJHAKO
KOJIJIOKBUYM HE KOHCYJbTallUsd W He 5K3aMeH. Ero 3ajmada noOMTbCS TIIyOOKOTO M3Yy4eHUs
OTOOpaHHOrO MaTepuaja, HNpOoOYAUTb y CTYJAEHTa CTPEMJIEHHE K YTEHUIO JIOIOJHUTEIbHOU
COLIMOJIOTUYECKOM JIUTEPATYPBHI.

[lonroroBka K  KOJUIOKBUYMY HAQ4YMHAeTCsd C  YCTAaHOBOYHOM  KOHCYJbTaLlUU
IpernojiaBaTessi, Ha KOTOPOH OH pa3zbsCHIET Pa3BEPHYTYI0 TEMATUKY HPOOJIEeMbl, pEKOMEHIYeT
JUTEpaTypy IS U3YHYEeHUsI U OOBSCHSET Mpolenypy NpoBeaeHHs KoiokBuyma. Kak mpasuio,
Ha CaMOCTOSTEJIBHYIO MOJrOTOBKY K KOJUIOKBUYMY CTYAEHTY OTBOJAUTCS 2-3 HeIemnu.
MeTtoanuecke yKa3aHus COCTOST U3 PEKOMEHIAIHHA 110 U3YYSHHUIO NICTOYHUKOB U JIUTEPATYPHI,
BONPOCOB JJISi CAMONPOBEPKH U KPATKUX KOHCIIEKTOB OTBETA C IEPEUUCIEHUEM OCHOBHBIX
($aKTOB M COOBITHI, OTHOCSIIMXCS K MYHKTaM IUIaHa KaKIOHW TEMBI. JTO MOJHKHO IOMOYb
CTYAEHTaM IleJICHANpaBJI€HHO OpPraHU30BaTh pabOTy IO OBJIAJACHUIO MaTEpUaIoOM U €ro
3anoMuHaHuio. Ilpu MOArOoTOBKE K KOJUIOKBHUYMY CIEAYET, MpeXae BCEro, MpPOCMOTPETh
KOHCIIEKTbI JIEKUUH M NPaKTUYECKUX 3aHATMH M OTMETUTh B HUX MMEIOLIMECS BOMPOCHI
KOJUTOKBUYMa. Ecim Kakue-TO BONPOCHI BBIHECEHBI IMPEINOJAaBATEIEM Ha CaMOCTOSITEIbHOE
U3y4yeHHe, cieqyeT oOpaTuThes K y4eOHOW JuTeparype, peKOMEHJOBaHHOW IperoiaBaTelieM B
KayecTBE UCTOUYHHKA CBEJICHUM.

KonnokBuym npoBoautcs B (hopMe MHAWBUIYAIbHOM Oeceibl IpenojaBaTess ¢ KaXKabIM
CTYJIEHTOM UJM Oecenibl B HEOOoMbIINX rpynnax (2-3 yenoseka). OObIUHO IpenogaBaTeb 3a/1aeT
HECKOJIBKO ~ KPaTKUX  KOHKPETHBIX  BOIIPOCOB,  MO3BOJSIOIIMX  BBIICHUTH  CTENEHb
JTOOPOCOBECTHOCTH PaOOTHI C JIUTEpaTypoi, MpoBepsieT KoHcmekT. Jlamee Oonee moapoOHO
o0cyxaeTcs Kakas-m100 cTopoHa MpoOIEMBbl, YTO MO3BOJISIET OLIEHUTh YPOBEHb MOHUMaHus. [1o
UTOTaM KOJIJIOKBUYMa BbICTaBIIsIeTCS AU(depeHIIMPOBaHHAS OLIEHKA 0 MATHOAJUILHON CUCTEME.

Juckyccusi B mpouecce 00ydeHust

[ToaroroBka u mpoBeJeHUE AUCKYCCUU SIBIISETCS 3HAUMMBIM ATAllOM OCBOCHHUS y4eOHOTO
MaTtepuaia, a TaKKe BBICTYHNaeT OAHOM u3 (OpM KOHTPOJIS BBINOJHEHUSI CTYACHTOM
CaMOCTOSITENIbHOM pabOThI 10 KOHKPETHBIM pa3jienaM y4eOHbIX AUCHHUTUINH.



Huckyccus (0T nat. discussio — «MCCIeIOBaHUEY) — ATO MYOJUYHBIN JUAIIOT, B MPOIIECCe
KOTOpPOTO CTaJKHUBAIOTCSI pa3IU4HbIC, MPOTHUBOIOJIOXKHBIE TOYKM 3peHus. Llenpio nuckyccuu
SIBIISICTCS BBISICHEHHE W COIMOCTABJICHHME IMO3UIMHA, MOMCK NMPAaBUJIBHOTO DPEIICHUS, BBISBICHHUE
MCTUHHOI'O MHEHUS. YueOHas TUCKYCCHsI OTJIMYAETCs TEM, UTO €€ MpobiieMaTuKa HOBA JIMIIb JIJIs
TPYNIIBl  JIUI, YYacTBYIOLUIMX B JHCKYCCHM; €€ OPHEHTUPOBOYHBINA pe3ylbTaT H3BECTEH
opranuzatopy. Llenb y4eOHONM AMCKyCCHMU: OBIAJCHHE YYaCTHUKaAMH METOJAMHU BeIEHUs
o0CyX/1eHus1, TOucKa U (OpMYIMPOBAHUS APTYMEHTOB, UX aHaju3a. [ paMOTHO OpraHM30BaHHAs
yueOHasi NIUCKYyCCHUSl sIBJsieTcs (DaKTOpOM pa3BUTUSL KOMMYHUKATHBHBIX W aHAJTUTHYECKHX
CHOCOOHOCTEH, TO3BOJSIET BBIABUTH YPOBEHb IMPEICTABICHUA MO ONPEAETICHHON TeMme,
npoOieme.

dopma TUCKYCCHMM MpPEACTaBIseT co00if 0OMEH MHEHHMSAMH BO BcCeX ero Qopmax.
CootBeTcTBYIONINI MeTO1 00yUEHUs 3aKII0YaeTCs B IPOBEACHUHN O0CYKJIEHUHN 110 KOHKPETHOM
npobiieme.

[TocnenoBarenbHOCTh ATANOB AUCKYCCHUU BKIIIOYAET:

- IIOMCK U OIpeleleHre NpoOdiaeMbl (3aTpyIHEHHUs), pPELIaeMble TI'PYIIIOBBIMU
MeToaaMH (ITyTeM BBIPaOOTKH OOIIETo MOAX0/1a, JOCTHKECHUSI COTJIACHS ),

— dbopMynpoBka MpoOJIeMbl B XOJ€ TPYIIIOBOTO aHaImM3a, OOCYKICHUS; aHAU3
po0JIEMBI;

— MOTIBITKA HAWTH pelieHne mpoodiieMbl (OHH MOTYT IpPEeACTaBIATh co00il mpoiiecc,
BKJIIOUAIONUI oOCyK7eHre, cOOp MaHHBIX, MPUBICUYCHUE JOMOJTHUTEIbHBIX HCTOYHHKOB
UHPOPMALIMHU U T.J.; TPYIIA JIeNIaeT NpeABAPUTEIbHBIE BEIBOIBI, IPOBOIUT COOp MHEHHHU U T.JI.,
MIPOJIBUTASICH K COTJIACHIO).

Ha mepBoM »sTame ocymiecTBisieTcs BBIOOp TeMbl. TemMa MOXXET OBITh IpeIoKeHa
npenojaBaTenieM, MoAcKa3aHa KOHKPETHOM CHUTYyallueil/coObITHEeM WM OmpefesieHa Ha OCHOBE
npeaBapuTensHOl Oecenpl. Jlst oOecriedeHus: pe3ynbTaTUBHOCTH JUCKYCCHU TPEAIIONIaraeTcs
r1yOOKOe U3yueHue BOMpoca, KOTOPBI OyaeT 00CYKAaThCs.

Bropoii 3Tam — 3TO COOCTBEHHO NPOBEACHUE TUCKYCCHUH. JIMCKYCCHS OTKpPBIBAETCS
BCTYNUTEIbHBIM CJIOBOM Benymiero. OH oOBSBISET TeMy, JaeT ee 00O0CHOBAaHME, BbIIEISET
IpeIMET CIopa — MOJIOKEHHS U CYXKICHUS, MOIJIeKAIINe 00CYKIEHUIO. Y YaCTHUKHU IUCKYCCUU
JOJKHBI YETKO MPEACTABIATh, UYTO SBISETCS IMYHKTOM Pa3HOTTACUH, a Takxke yOeauThCs, YTO
HET TEPMUHOJIOTHYECKOW IMyTaHUIIBl, YTO OHH B OJIMHAKOBBIX 3HAYCHUSAX HCIIOIB3YIOT CJIOBA.
[TosTOMy Bepymiuii onpeaensieT OCHOBHbIE OHATHS Yepe3 Ne(UHHIINI0, KOHTPACTHbIE SBJICHUS,
KOHKPETU3aTOPHI (IPUMEpHI), CHHOHUMBI U T.I1. CTOPOHBI apryMEHTHPYIOT 3alIHIIAeMbIil TE3HC,
a TaKk)Ke BO3Pa)KEHUS 10 CYILECTBY M3JI0KEHHBIX TOUEK 3pEHMSI, 33at0T BOIPOCHI pa3HbIX TUIIOB.

Ycnex TMCKycCuu BO MHOTOM 3aBUCHT OT BEAYIIEr0, KOTOPOMY HEOOXOIHMO:

- 3aMHTEPECcCOBaTh YYaCTHUKOB JAMCKYCCHM, HACTPOMTh MX Ha MOJEMHUYECKHH jaf,
co3/1aTh 00CTaHOBKY, IIPU KOTOPOM KaXKJIbli CTYJIEHT HE TOJBKO HE CTECHSJICS Obl BHICKA3bIBATh
CBO€ MHEHHE, HO M CTPEMUIICS €TO OTCTAauBAaTh;

- HE TPEMATCTBOBATH JKENAIOUIUM BBICTYMaThb, HO U HE TNPUHYKIATh K
BBICTYIIJICHUIO, CTapaThecs, 4TOOBI chopMHpOBaIach aTMOc(hepa UCKPEHHOCTH U OTKPOBEHHOCTH;

- CTHUMYJIUPOBaTh AKTUBHOCTh YYaCTHUKOB, 33JaBaTh OCTPHIE, aKTHBU3HUPYIOIIHE
BOTIPOCHI, €CITU CTIOp HAYWHAET TaCHYTh.

B ostoM mnomoraroT crenymoomue NpUEMBbl: TapajoKC, HEOXKUAAHHOE CYXKICHHUE,
cBOoe0oOpa3HOe MHEHHE, Pe3KO pacxoisiieecs ¢ OOMICTIPHHSTHIM, AaKe MPOTHBOpEYaliee Ha
HEPBbIA B3IJIS 3[paBOMY CMBICIY; HEOXKMJAHHBIM BONPOC; pEeIUInKa — KpaTKOe BO3pa’keHHE,
3aMeJYaHHe C MecTa, KOTOpOe TOXKE€ HACTpaWBaeT Ha JMCKYCCHIO, CBHICTEIbCTBYET 00
AKTUBHOCTH CIYIIATeNs, €ro JKEJIaHWW YSACHUTb BOIPOC, MPOBEPUTH CBOIO TOUYKY 3pPEHUS.
COIIOCTAaBUTh Pa3IMYHbIE TOYKH 3PEHHUS, O0O0OOMIMTh MX C TEM, YTOOBI MO3UIMH yYaCTHUKOB
JUCKYCCUM OBLIM IpEICTaBICHbl KaK MOXXHO OTYETIIMBEE, HANpaBiiATh JAMCKYCCHIO B PYCIO
HAMEUEHHOH 1IN, HE HWCHPABIATH 3a0yKIAIOIINXCS, MPEJOCTABIATh TaKyHd BO3MOXKHOCTh
CIIyIIaTensiM; KOrjia 3TO 1eJecoo0pa3Ho, BOMPOC, aJpecOBaHHbIN BeoylIeMY, MepeapecoBaTh
CIIyIIATENsIM; KOPPEKTUPOBATh, HAIIPABIIATH TUCKYCCHOHHBIN AMAJIOT Ha COOTBETCTBHUE €0 IIEIH,



TeMe, MOJUEpPKUBasi TO 00Iee, YTO ecTh BO (ppa3zax CHOPSIIMX; BHIOPATh MOIXOASIINI MOMEHT
JUIs OKOHYAHUs AUCKYCCHH, HE Hapyllasl JOTMKY Pa3BUTHs CIIOpa.

JIro6oit crop, Aaxe MAYHIMA O BCEM IpaBHJIAM JIOTHKH, MOXET MOTYOHTb OJHO
0OCTOSATENILCTBO: €CJIM YYACTHUKHU JUCKYCCUU 3a0bIBAtOT 00 ATUKE CHOpa.

Jlnisi CTyAeHTOB KpailHe BaXHO MOMHHUTH O MpaBHJIAX CHOpa, K KOTOPBIM OTHOCSTCS
CJIEAYIOIINE:

- MIPEX/Ie YeM BBICTYNATh, CIEAYET ONpPENeIUTh, KAKOBA HEOOXOJUMOCTh BCTYIATh
B CIIOD;

- HE00XO0IMMO TIIATEJILHO MPOAYMATh TO, O 4YeM Oy/eTe TOBOPHTH;

- KpaTKOe M SICHOE M3JI0)KEHUE CBOCH TOYKH 3PEHUs: peub JIOJDKHA OBITh BeCOMa M
yOenuTenpHa;

- JYYIIUM J10Ka3aTeIbCTBOM WIIM CHOCOOOM OIPOBEPIKEHUs SIBISAIOTCS TOYHBIE U
OeccriopHble (DaKThI; €CiM J0Ka3aHa OMMOOYHOCTh MHEHHUS, CIeyeT NPU3HATh [IPABOTY CBOETO
«IIPOTUBHUKA;

- HauuHaiiTe BO3paXaTb TOJBKO TOrJa, KOTJAa Bbl YBEPEHbI, YTO MHEHUE
cobeceJHNKA ICHICTBUTEIBHO IPOTUBOPEUUT BALLIEMY;

- BHAYaje MPUBOIUTE TOJBKO CHIIBHBIE IOBOJBI, @ O CIAOBIX TOBOPUTE TOCIE U KaK
OBI BCKOJIB3b;

- CIIEIUTE 3a TEM, YTOOBI B BAILIUX PACCYKACHUAX HE ObLIO JOIMYECKUX OLIMOOK;

- HEOOXOMMO TIOMHHTH O KYJbTYpe OOIIEHHs, YMETh BBICIYIIaTh JPYroro,
YIOBHTH €r0 MO3MWIMIO, HE TOBBIATH TOJIOC, HE MPEPHIBATh BBICTYIAIOMIETO, HE JeNaTh
3aMeYaHuil, KacalolIMXCs JMYHBIX KauyecTB YYAaCTHHKOB OOCYXJEHHUs, M30erarb MOCHEIIHBIX
BBIBOJIOB; HE CJIEAYET BCTYNATh B MPEPEKaHHUS C BEAYIIUM IO XOIYy IMPOBEACHUS AUCKYCCHU, B
npoliecce cropa crapaitech yOeauThb, a He yA3BUTh ONIIOHEHTA.

Ha TpeTbeM 3aKIF0UMTENIEHOM dTAre NOJBOISTCS UTOTH TUCKYCCHH.

B koH1e otmeuaercs, JOCTUTHYT JIM pe3yibTaT, GOPMHUPYETCs BapUaHT COTJIacOBAaHHOM
TOYKH 3pPEHHS WIM 0003HAYAIOTCS BBISBJICHHBIC IMPOTHBOIIOJIOKHBIC MO3HMIMH, WX OCHOBHAsS
aprymeHTauus. Beaymuii B 3aK/IIOUMTENLHOM CIIOBE XapaKTepU3yeT COCTOSIHUE BOIIpOca, a
TaKXKe OTMe4YaeT Haubojiee KOHCTPYKTHBHBIC, YyOEIWTENbHbIE BBICTYIUICHHS, TaKTHYHOE
MOBEJICHHE HEKOTOPHIX KOMMYHUKAHTOB.

Ha manHoM sTame cryneHTaM mpenjiaraeTcsi OICHHUTh Pe3ybTaTHBHOCTh JUCKYCCHUU IO
CJICAYIOIIUM KPUTEPHSIM:

- CHCTEMHOCTh, TOYHOCTh M JIOTHYHOCTH M3JI0KEHHBIX apTyMEHTOB;

- MOCIIeIOBATEBHOCTD, SICHOCTh U TIOJTHOTA CACTAaHHBIX BBIBOJIOB;

- YMEHHUE CITyIIaTh OMITOHEHTOB, TPUHUMATD U OIEHUBATH MX TTO3UIIUIO;

- BJIQJICHHE KYJIBTYpPOH peuYH, CTENEeHb BKIFOUYEHHOCTH B JUCKYCCHIO KaXIOTO
YYaCTHHKA U TPOSIBIICHUSI HHTEpeca K 00CYKIaeMbIM BOIIPOCAM.

Juckyccus TpeGyeT cTpororo pacnpeseneHust BpeMeH!u. BpeMs — upe3BbiyaifHo OosbIas
[IEHHOCTh. Ha KaXk1oe BBICTYIUICHHE B TUCKYCCHUU OTBOAMTCS He Oonee 3 munyT. [1o ctedennn
ATOr0 BPEMEHHU BBICTYNAIOIIEMY JAeTCsl IIAHC KPAaTKO 3aBEPIIUTH CBOIO MBICIb U apryMEHTHI,
1ocjae 4ero OH JHImaercs cioBa. JIs W3IOXKEeHHWs MHEHHS SKCIepTa WM IMPOrPaMMHOTO
BBICTYIIJICHUS OTBOAUTCS OT 5 10 15 MUHYT.

MeToauka pa3padéoTKu U UCNOJIb30BAHNSI B Y4eOHOM MpolLiecce PoJieBoii (1eJI0BOI) UTPbI

Hcnonb3oBaHue pOJNEBBIX (JI€TOBBIX) WP B Yy4eOHOM TIpoliecce HANpaBlIEHO Ha
MOOWMJIM3AIIMI0 BCEX CIIOCOOHOCTEH O00ydJaromierocss B IENISX pEHICHHE KIIYeBOW 3amadun. B
mporecce pa3padOTKH pOJIeBOM  (€TOBOM) UIpPhl HEOOXOIMMO OPHEHTHUPOBATHCS HA PSJ
MIPUHIIAIIOB, BKJTIOYAS:

— COOTBETCTBUE OOBITPHIBAEMBIX CHUTYAIlUi HaIpaBICHUIO TPOGECCHOHATHHON
MOJATOTOBKA  OOydaromierocs, MpPeAMeTy AUCHUIUINHBL, JAUJAKTUYECKOMY HAMOJTHEHUIO
M3ydaeMou TeMbl (pa3zena) JTUCIUTIINHEL,



- YCTaHOBJICHHE PEKHMMa POJIEBOM WIPHI: OJWH YYACTHUK (KOHIICTIHS «UTPHI C
MIPUPOJION»); KOMaHAHAs padoTa (KOJUIETHATBHBIM METO MPHUHSATHS PEUICHUN); KOHKYPEHTHOE
NoBeJeHUE (TMPOTUBOCTOSIHUE OTAEIBHBIX YYaCTHUKOB H(WIM) (POPMUPYIOIMIMXCS KOMaHN);
KOMIUIEKCHBIA PEKUM (COYeTaHHE WHIAMBUAYAIbHOW, KOJJICKTUBHOM, KOHKYPEHTHOH pabOThI
00y4aromuxcst BO BpeMsl IPOBEICHHUS MEPOTIPUSTHS);

- WHULUAIMS 3HAHUN, YMEHUH U HaBBIKOB (CIIOCOOHOCTEH), paHee MPUOOPETEHHbIX
oOyJaronuMcst (00y4YaroImMUMHKUCS) MO MPEIIICCTBYIONMM TeMaM (paszenam) AUCIUIUIMHBI, 10
JPYTUM JIUCUUIUIMHAM B COOTBETCTBHMH C YUYEOHBIM IIJIAHOM, B paMKaX CaMOCTOSTEIbHOU
HAyYHO-HCCIIeI0BATENIbCKON AESITEIbHOCTH 00Yy4arOIIUuXCs;

- MPOAOIDKUTEIBHOCTh  MEpONpusATUs: 10 1,5 acTpoHOMHYECKHX YacoB (C
BBIJICJIEHUEM YacTH BPEMEHH, OTBEJICHHOTO Ha yueOHoe 3aHATue); 1,5 acTpoHOMHUYECKOro daca
(Ha oxHO yuyebHOe 3aHsATHE); Oosee 1,5 acCTpPOHOMHUYECKUX YacOB — peKOMEHAyeTcsl KpaTtHo 1,5
ACTPOHOMMYECKHM YacaM (C 0XBATOM HECKOJBKUX IMOCIEIOBATEIbHBIX MPAKTUYECKUX 3aHATHH,
B TOM YHCJIE PaclpeIeICHHBIX Ha HECKOJIBKO KaJIeHIapHBIX JaT);

- OTpaXCHHE M O03BYYMBAaHUE OCHOBHBIX JJIEMEHTOB MEPOIIPHUSITHUS: DOJICBBIC
MO3ULIMM  MEpPONPUATHS, BKIIOYas Mojeparopa (MOJEpaTopoB), orepaTopa (omepaTroposB),
OCHOBHOTO YYacTHHKa (OCHOBHBIX YYaCTHHMKOB); JIMIA WJIM JIUI], OICHUBAIOIIUX PE3YyIbTAaTh
POJIEBOH (JIEJIOBOM) MTPhI; HHBIX YYaCTHHKOB B COOTBETCTBHUH C COJCPKAHUEM MEPOIPUSATHSI.

Pa3paboTka u npuMeHeHHe TECTOB B Ipouecce 00y4eHust

[lemarormyeckoe TeCTUPOBaHUE — ATO HOpMa U3MEPEHHS 3HAHUHN yJaIluXcsi, OCHOBaHHAs
Ha MPUMEHEHNH NeJaroTHUeCcKuX TecToB. BkimtovaeT B ce0si MOArOTOBKY KauyeCTBEHHBIX TECTOB,
COOCTBEHHO MPOBEACHUE TECTUPOBAHMUA W TOCIEIAYIOUIYI0 00pabOTKY pe3yilbTaToB, KOTOpas
JaéT OLICHKY YPOBHS 3HAHUH TECTHPYEMBIX.

TpaIWIMOHHBIA TECT CONEPKUT CIUCOK BOIPOCOB M PAa3JIMYHBIE BAPUAHTBI OTBETOB.
Kaxplii BOpoc olleHNBAeTCs B ONPEICICHHOE KOJTHMYECTBO 0ayutoB. Pe3ynpTar TpauiioHHOTO
TECTa 3aBUCHUT OT KOJIMYECTBA BOIIPOCOB, HA KOTOPHIE OBbLI 1aH MPaBHIIbHBINA OTBET.

TecTupoBanue B INemaroruke BBHITOJHSIET TPU OCHOBHBIC B3aUMOCBSI3aHHBIC ()YHKIIUH:
JMarHOCTUYECKYI0, 00yJaIOIIyI0 M BOCIIUTATEIbHYIO:

JuarHoctuueckass (yHKLUS 3aKII0YaeTcs B BBISBICHUM YpPOBHS 3HAHUH, YMEHMH,
HaBBIKOB y4alllerocs. JTO OCHOBHAas W camasi oueBHIHAass (yHKius TectupoBanus. [lo
O00BEKTHUBHOCTH, IIUPOTE M CKOPOCTH JUArHOCTUPOBAHMS, TECTUPOBaHHME MPEBOCXOTUT BCE
OCTaJIbHbIC (1)OpMI>I neaarorudycCKoro KOHTPOJIA.

OOyuaromasgs ¢GyHKIMS TECTUPOBAaHMS COCTOUT B MOTHMBUPOBAHMM ydYallerocs K
aKTHUBM3AIMM pabOThI IO YCBOGHUIO yuyeOHOro Matepuana. [ ycunenus oOyuaronieid pyHKuuu
TECTUPOBAHUS MOTYT OBITh HCIIOJIb30BaHbI JONOIHUTENIbHBIE MEPbl CTUMYJIMPOBAHUS CTY/AEHTOB,
TaKMe Kak: pa3gaya MpernojaBare]eM MPUMEPHOTO TEpPEeyuHs BOIPOCOB IS CAMOCTOSITEILHOU
MOJrOTOBKH, HAJIMYUE B CAMOM TECTE€ HABOJAIIMX BOIPOCOB M IMOJICKA30K, COBMECTHBINA pazbop
pe3yabTaTOB TECTA.

BocnuratenbHast QyHKIUS OPOSBISETCS B NEPUOJUYHOCTH U HEM30EKHOCTH TECTOBOTO
KOHTPOJIA. 9T0 JUCHUIUIMHUPYET, OPraHu3yeT U HANpabJIACT ACATCIIBHOCTD YYallluXcCs,
MIOMOTAET BBISIBUTH M YCTPAHUTH NMPOOENbl B 3HAHUAX, (OPMHUPYET CTPEMJICHHE Pa3BUTh CBOU
CIIOCOOHOCTH.

[lenarornueckoe TECTUPOBaHME BKJIIOYAET B €O HECKOJIBKO OCHOBHBIX JTAalloB:
MOATOTOBKA TE€CTa MIPOBEICHHE TeCcTa 1 00paboTKa pe3ybTaTOB TECTA.

ITo hopme 3aanmii negaroruueckue TeCTsl ObIBAIOT:

- TECThI 3aKPBITOI'O THUIIA,

- TECTBI OTKPBITOT'O THUIIA,

- 3aJJaHHs 110 YCTAaHOBJICHHUS COOTBETCTBUH;

- 3aJJaHus 10 YITOPSIOYMBAHUIO TTOCIIEIOBATEIIBHOCTH.



BriOupas Ha TOT WJIM MHOM OTBET HAa BONPOC TECTA, CTYACHT JOJDKEH, MPEXkIE BCETO
BHUMATEJBHO IPOYMUTATh YCJIOBHS BOIIPOCA TECTA, BAYMBIBASICh B €r0 CMBICH. 3aT€M CIENYET
BbIOpaTh, 10 MHEHHUIO CTYAEHTA, IIPaBWIbHBINA OTBET. ECIM IO MHEHUIO CTyJEHTa HECKOJIbKO
OTBETOB SBJSIIOTCSI IPAaBUIBHBIMM, TO OH JOJDKEH BbIOpPAaTh TOT, KOTOPBIM MakCHMMajIbHO
OXBaThIBAECT OTBET HA ITOCTaBJICHHBIN BOIIPOC.

Tect cocrouT U3 BOIPOCOB M IpeUlaraéMbIX KpaTKUX (HOPMYIHMPOBOK BO3MOMKHBIX
OTBETOB Ha BOIPOCHI, YTO HE IO3BOJIICT OXAPAKTEPU30BATh BCIO IIOJIHOTY TOIO WM HHOTO
ABJIeHUA. B Xoz1e TecTUpoBaHMs CTyIEHT HE UMEET BO3MOKHOCTH JaBaThb CBOM KOMMEHTAPUU K
orBeraM. OJHAKO OCHOBHAsl CyThb BBIHOCHUMBIX Ha TECTUPOBAHUE BOIPOCOB OTpPAXKAeTCs B
IpeJUIaraeMblX BapHaHTax OTBETOB.

B 3aBucumoct oOT QOpMBI KOHTpOJS (TEKYLIHH, NPOMEKYTOUYHBIH, BBIXOIHON)
IIpenoAaBareilb ONpeneNsseT TOYHOE KOJUYECTBO BOIIPOCOB TECTA M YCTAHABIMBAET BPEMS VIS
pELICHUs TeCTa.

Mo3roBoii ITYPM M NMPABUWJIA €r0 UCNOJb30BaHKS B Y4eOHOM Mpoiiecce

MeTtoa MO3roBoro Imrypma (MO3rOBOM IITYpPM, MO3roBas araka, aHri. brainstorming) —
OTEpATUBHBIA METOJ| pELICHUS 3a/lad, B KOTOPOM YYAaCTHUKU OOCYXKACHUS TEHEPUPYIOT
MaKCHMaJbHOE KOJIMYSCTBO pEIICHWH 3aJadd, B TOM 4YHCJIE camble (AHTACTHUSCKUE W
HEO0OOCHOBaHHbBIE. 3aTeM W3 MOJYYCHHBIX BAPHAHTOB BBHIOMPAIOTCS JIYUIIME PELICHUS, KOTOPbIE
MOTyT OBITh HMCIIOJB30BaHBl HA MpaKTUKE. BKIIFOYaeT 3Tam 3KCHEPTHOW OlleHKH. B pa3BuTOM
BUJIE MPEIIIOIAraeT CHHXPOHU3ALMIO IEUCTBUI yUaCTHUKOB B COOTBETCTBUHU C PACIO3HABAEMOM
UMHU CXeMOi1 (00pa3oM) OIIEHHBAEMOTO MpoIlecca.

[IpaBunbHBINA MO3rOBOM IITYpM BKJIOYAET 3 3Tana:

1. [IpenBapuTenbHblii 3Tanm — MOCTaHOBKAa MpoOiembl. Ha »3TOoM 3Tane 4yerko
dopmynupyercss 3amada, OTOMpPAIOTCA YYAaCTHMKH WITypMa, OIpeaesseTcss BeAyuuil u
pacrpeAeNaoTcsl MPOYUe POJIM YYACTHUKOB B 3aBUCHMOCTH OT 33Ja4d M BBIOPAHHOTO CIocoba
MIPOBEACHUS LITYpMa.

2. OcHoBHO# 3Tan — reHepauust uaeil. Ha stom stame reHepupyroTcsi BapuaHThI
pelLIeHns 3a1a4H.
3. OKCHepTHBIM 3Tanm — TpPyNNUpoBKa, oTOOp M oueHka uzaeil. Ha stom stame

XAOTHYHBIE WU KJIACCU(PULUPYIOTCS, aHAIU3UPYIOTCS U OLIEHUBAIOTCS. DTOT 3Tal MO3BOJISIET
BBIACINTD HauoOoJee IOECHHBIC HMACU U A4aTh OKOHYATEIILHBIN pPE3yJIbTAaT MO3rOBOI0 IITypMa.
KadecTBO 3KCHEpTHOrO 3Tamna HAMpsIMy 3aBHCUT OT CTPOTOCTHM U OAHOOOpPA3UU KpUTEpUEB
oTOopa uael y ydyacTHUKOB. HacTo 3TOT 3Tall MpOIMyCKaeTcsl, 1 yYaCTHUKU MPOCTO BHIOMpPAIOT
MIOHPABUBILUICS UM BapUaHT.

Jy1st mpoBeIeHrst MO3TOBOM aTaKu OOBIYHO CO3/IAl0T JIBE TPYIIIIHL:

- YYaCTHHUKH, IpeUlaratoliyie HOBbIE BApMAHThI PELICHUS 3a/1a4U;

- YJIeHbl KOMUCCUH, 00pabaThIBaIOIINE IPEAI0KEHHBIE PEILICHHS.

Pa3nnyaroT MHIMBHya bHBIE U KOJJIEKTUBHBIE MO3TOBBIE ATAKH.

B mMo3roBom MTYpME YYACTBYCT KOJUICKTHB M3 HECKOJBKHX CHCHHAJIMCTOB U BCHYIHI/II\/'I.
Ilepen camMuM ceaHCOM MO3TOBOTO IITypMa BEAYIIMHA IPOU3BOAUT YETKYIO ITOCTAHOBKY 3a/1auH,
nojyiexamiel pemeHnro. B xome MO3roBoro mrypMa y4YacTHUKH BBICKa3bIBalOT CBOW HJIEH,
HalpaBJIeHHbIE Ha pPEIIeHUE MOCTaBJIEHHON 3ajaud, MPUUEM Kak JIOTHYHBIE, TaK U a0CypJIHBIE.
Ecan B mo3rosom mMTYypME MNPUHUMAIOT YYaCTUC JIIOAW PA3JIMYHBIX YWHOB WM PAHIOB, TO
PEKOMEHIyeTCsSl 3acilyllMBaThb HJAE€H B TOPSAKE BO3paCTaHUsS PpaHXKHUpPA, 4YTO IO3BOJIAET
UCKJIFOUUTh IICUXOJIOTUYECKUN (AaKTOP «COTTIacHs ¢ HAYaJIbCTBOM.

B mpouecce Mo3roBoro mrypma, Kak IpPaBHJIO, BHA4YaJle PEIIEHUS HE OTJIMYAIOTCS
BBICOKOH OPHUTHHAJIBHOCTBIO, HO IO MPOMIECTBMU HEKOTOPOro BPEMEHU THUIIOBBIC, 1a0JI0HHBIE
pELICHHs UCUEPIIBIBAIOTCS, M Y YUaCTHUKOB HAUMHAIOT BO3HUKATh HEOOBIYHBIE HIeH. Bemxymuit
3alMUCBIBACT WJIM KAaK-TO MHAYC PETUCTPUPYET BCC UACH, BOSHUKIIUEC B XO04€ MO3IOBOTO IITypMa.


https://ru.wikipedia.org/wiki/%D0%90%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9_%D1%8F%D0%B7%D1%8B%D0%BA
https://ru.wikipedia.org/wiki/%D0%AD%D0%BA%D1%81%D0%BF%D0%B5%D1%80%D1%82%D0%BD%D1%8B%D0%B5_%D0%BE%D1%86%D0%B5%D0%BD%D0%BA%D0%B8

3arem, KOrja Bce WM BBICKA3aHBl, IPOM3BOAUTCS HMX aHAIU3, pa3BUTHE U 0TOOp. B
UTOT€ HaXOAUTCSI MAKCUMAJIBHO 3(()EKTUBHOE M YaCTO HETPUBUAIBHOE PELLICHUE 3a/]auu.

10 mpaBwi1 23 HEeKTUBHOTO MO3TOBOTO MITypMa

1. [IpenBapurenpHas nmoaroroBka. BeceM ydacTHMKaM MO3rOBOTO LITYpMa CIEAYyeT
TOTOBHUTBHCS K HEMY 3apaHee. 3ajaya MTypMa J0JDKHA ObITh 03By4eHA MUHHUMYM 3a 2-3 ITHS 110
€ro IpoBe/eHus. 3a 3TO BpeMsl YYaCTHUKU CMOTYT HEIUIOXO O00AyMaTh CTOSILYIO Mepel HUMHU
npobjeMy  y)ke B CaMOM Hayajle MTypMa IPeasIoKUTh HECKOJIBKO HHTEPECHBIX UICH.

2. MHoro ydyacTHMKOB. YTOObI MO3roBOM IUTYpM MHpOWET MaKCUMAaJIbHO
3¢(dEeKTUBHO HYXHO TWpHIJamaTh IS ydacThss B HEM KaK MOXHO OOJbIIe JIFOJCH,
IpeUIararlnX, COOTBETCTBEHHO, 00JIbIIe UAEH — pPe3ysIbTaThl OT TAKOTO MOJIX0Aa MOT'YT OBITh
OYCHb HEOKUAAHHBIMU.

3. VYTouyHeHue mnocraBiaeHHOM 3ajmauu. [lepen HavamoM IITypMa pEeKOMEHIYeTCs
OTBECTH HEKOTOPOE BpEeMsl Ha JIONOJHUTEIBHOE YTOYHEHHE HCCIeNyeMOH MpoOieMbl. DTO
IO3BOJIMT eII€ pa3 HACTPOUTh BCEX «HA OJHY BOJHY», YIOCTOBEPUTbCS B TOM, UYTO BCE
YYaCTHHUKH CTaparOTCs PELIMTh OJIHY U Ty XK€ 3a7auy U emeé pa3 yoenuThCsi, 4TO OHA MMOCTaBJICHA
BEPHO.

4. 3anucu. Ha npoTsokeHnn Beell «Urpbl HY)KHO HETIPEMEHHO BECTH 3aIlUCH U JIeNaTh
noMeTku. Ilpuuém, aenatb 3T0 HOJDKEH KaKIbli yyacTHUK. JlaHHYIO 3a7a4yy, KOHEUHO, MOYKET
BBITIOJIHATH U OJIMH BEAYIIHMA, HO OH B JIIOOOM CIIy4ae MOXKET YTO-TO YIIYCTHTb, IPOMYCTHTh, HE
3ameTuTh. Ecnu xe guxcupoBarh ujen OyAyT Bce, TO U UTOTOBBIM CHUCOK PELICHUH U uueu
OyaeT MakKCUMaJIbHO TIOJTHBIM U OOBEKTHBHBIM.

S. Hukakoil KpuTUKH. DTOT MYyHKT y>K€ BXOJHUT B OCHOBHBIC IPaBUJIA MPOBEICHUS
MO3TOBOTO IITYypMa, HO O HEM ClIeyeT YIOMsHYTh emé pa3. Hu B koeMm ciydae HE OTBepranre
npeylararonmecs Hjaed, KakuMy Obl HelenbIMU WM (aHTAaCTUYECKUMH OHHM HE Ka3allUCh.
3ayacTyr0o UMEHHO OHH, IlepepadOTaHHbBIC, OMOJHEHHBIE W TPUONMKEHHBIE K PEaTbHOCTH,
SBJISIIOTCSL TEMU PEIIEHUSIMU, pajJyd KOTOPbIX M ycTpauBaeTcss Mo3roBoi mtypMm. K Tomy ke
KPUTHKA BCeTJa JACWCTBYET Ha JIIOJCH MOJABIIIONMM 00pa3oM, a JIOMYyCKaTh 3TOTO BO BpeMs
HITypMa KaTerOpUUYECKU HE PEKOMEH IyeTCsl.

6. MakcumanbHas resepanus uiaeid. Kaxaplii y9acTHUK mpouecca JOJDKEH MOHSATH,
4TO €My HYXHO IpeajaraTb Kak MOXKHO Oonblie uzaeid. HeombITHble yYaCTHHKM MOTYT
CTECHSTHCS MM 00TyMBIBAaTh UIeH, HE 03By4HBast ux. CiieyeT HOHUMATh, 4YTO 3TO MHOTOKPATHO
CHIDKaeT BCIO 3((eKTHBHOCTH MeToAa. DTO K€ KacaeTcss M TeX ClyyaeB, KOrja pelLIeHHE,
Ka3aJoch Obl, HAWIEHO — WAEW JIOJDKHBI TeHEPHUPOBATHCS HA MPOTSDKEHHUH BCETO BPEMEHH,
BBIJICJIEHHOT'O Ha BTOPOM 3Tar MO3roBOIO IITypMa.

1. [IpuBneuenune npyrux mroaeil. Eciu, Hanpumep, BO BpeMs ILITypMa €CTh LENb
cocTaBUTh crnucok u3 100 pemieHnit, HO 3TOT YPOBEHb HUKAK HE JOCTUTAETCs, MOXKHO IPUBJIEYb
K MO3TOBOMY IITYPMY JIFOJIEH, KOTOpBIE JTMOO HE MPUCYTCTBYIOT Ha IITypMe, JTHOO BOOOIIE HE
UMEIOT K HEMY HUKaKOTO OTHOILIEHHS.

8. Momudukaruss wuned. s modMydeHUs HAWIYYIIETO pe3yibTara MOXKHO
coeuHATh JBe uaeu (u Oonee) B oaHy. OcobeHHO 3(P(PEeKTHBHO HCIONB30BaTh 3TOT MPHUEM,
KOTJ]a UMEIOTCSI BAPHAHTHI PELICHHUS MPOOIEMBI, MPEIUIOKEHHBIC JIIOJIbMU Pa3IMYHOTO CTaTyca,
JIOJDKHOCTH, paHra.

9. BusyanbHoe otoOpaxkenue. [lns ynoOcTBa BOCHPUSATHS U IOBBILICHUS
pe3yJIbTaTUBHOCTH MO3TOBOIO IITypMa CIIEAYET HCHOJIb30BaTh MapKEpHBIE JIOCKH, (IIdII-
TIaHEeJIH, TUTAKAThI, CXEMBI, TAOJIUIIBI U T.11.

10.  OtpunarensHblii pe3ynabTar. Bo Bpems moucka pemieHus W Jaxe 10 €ro
OKOHYaHWW TPEACTaBbTE, YTO CHUTyalHWs OOEpHYJIach 00pa3oM, IPSIMO IPOTHBOIIOIOKHBIM
TpeGyeMoMy, U BCE MOILIO He TaK, KaK Bbl IUIaHUPOBaJIM. C MOMOIIBIO TAKOIO MOJEIMPOBAHUS
MOXKHO CHOCOOCTBOBAaTh BBIPAOOTKE JIOTIONHUTENBHBIX HJAEH, a TakKe MOpadbHO U
MICUXOJIOTHYECKHU MOATOTOBUTH ce0s K J1I000H CUTyaIHH.



Ounenka 3HaHUI B X0/le IPOBeeHNs KPYIJIOro CT0JIa

«Kpyrneiii crom» — coBpeMmeHHas (opma MyOJUYHOTO OOCYXKIEHUS WM OCBEIICHUS
KaKUX-TMOO BOMPOCOB, KOIJA YYAaCTHHKH, HMEIOLIME pPAaBHbIE IpaBa, BBICKA3bIBAIOTCS I10
OuyepeaM WIH B ONIPEICIIEHHOM HOPSIIKE.

«Kpyrible cTob» XapaKTepU3yIOTCsS TEM, UTO:

- IPOBOJATCS B (QopMe OOCYX IEHUS OJHOIO WM HECKOJbKHX OIpe/eIeHHBIX
BOIIPOCOB MJIM MPOOIIEM;

- o0CyX/laeMblii BONPOC [JOINYyCKAeT pa3Hble MHEHHS M TOJKOBaHMs, a TaKXKe
B3aMMHbIE BO3PAXKEHUS YUACTHUKOB;

— B pe3yiabTare OOCYKICHHS JOJDKHBI OBITh BBISBICHBI TOYKH 3pEHHS BCEX
YYaCTHHUKOB Ha JJAaHHBII BOIPOC;

- YYaCTHUKH UMEIOT paBHbIE IIpaBa U BbICKA3bIBAIOTCS B OIPEICICHHOM MOPSIKE.

HauOonee BaxHOe 3HaueHHE B XOZE IOATOTOBKM K IPOBEIACHUIO KPYIVIOrO CTaja
OTBOJUTCSI BBIOOpY ero Tembl. Tema J0oKHA He TOJNBKO OTpakaTh COBPEMEHHBIE MPOOJIEMHbBIE
MOMEHTBI TEOPUU U MPAKTUKH OFOPKETHON CUCTEMBI, HO U ObITh HHTEPECHOM €€ y4aCTHUKaM.

B oTo0if CBsA3M mpemogaBaTeNio HEOOXOAUMO IMPOAHATM3UPOBATH BCE HMEIOIINECS
JMCKYCCHOHHBIE BOIPOCHl H3y4aeMOW JAMCHUUIUIMHBI M MPEIJIOKHTh HECKOJIbKO TEM Ha
00CyX/ICHUE CTYJCHTaM.

B xozxe BbIOOpa Tembl Henb3s IpeHeOperaTb W BONPOCAMHM OCBELICHHOCTHU JaHHOU
npoOiieMbl B Hay4dyHOHl JjMTepaType M nepuoauueckoil nevaru. Yem Ooiblie uMeeTCs
nyoiuKanuil Mo Mpe/UIOKEHHONW TeMe, TeM HWHTepecHed M pe3ylbTaTHBHEE JUCKYCCHH,
BO3HUKAIOIIIKE B XOI€ MPOBEJIEHUS KPYIJIBIX CTOJIOB.

ITocne BbIOOpa TeMbI, CTYACHTaM IIpeUlaraeTcs epeyeHb OCHOBHBIX JIOKJIAJIOB, a TaKKe
CIHCOK JUTEeparyphl. [Ip 3TOM CTYAEHTBI MOTYT CKOPPEKTHPOBATH TEMY, a TaKXKe JIOJIKHBI
JIOTIOJIHUTh MPEAJIOKEHHbIM CIMCOK JUTEPaTypHbIX MCTOYHUKOB. Jlanee, U3 4MCia HKETaroLX
HA3HA4yalOTCsl OTBETCTBEHHbIE CTYJIEHThl 3a OCHOBHble Jokiajael. Kpome Toro, mnpu
HE00XO0/IMMOCTH MOT'YT OBITh HA3HAYEHbI U COJOKJIQTUUKH.

Ha camocrosiTenbHy0 TOATOTOBKY K KPYIJIOMY CTOJIY HEOOXOJUMO OTBOJIUTH CTYICHTY
HE MEHee JBYX HeJlelsb. YNCo A0KIa0B T0JKHO ObITh ONTUMAIIBLHBIM (HE 0oJiee YeThIpeX), YTo
MO3BOJIIET HE TOJIBKO 3aciyllaTh pe3ysIbTaThbl MPOBEIEHHBIX TEOPETUUYECKHX MCCIIET0BaHUN
CTYAEHTaMH, HO U OOCYAUTh UX U CJeNaTh ONpeAeICHHbIE BEIBOIbI.

[Ipu opranu3zanuu U NPOBEAEHUM KPYIJIOrO CTOJA CIENYyeT PYKOBOJICTBOBATHCS DPSIIOM
IpaBUI:

1. K mpoBenenuto Kpyrioro croiyia MpyBIEKalOTCA BCE CTYACHTHI. Takke BO3MOXKHO
y4acTHe OHKCHEepTOB (CTYIEHTOB CTapIIMX KYypCOB), KOTOpbIE MOIYT MpPHHATH y4acTue B
JUCKYCCHUHU MO 00CY/1a€MbIM TEMaM.

2. PykoBoauTeneM Kpyrioro crojla MOXET CTaTh JMOO IMpernojaaBaTelb, MO0 OJUH
U3 JKCIEepTOoB. PyKoBoaUTENb COOOIIAET MOPSA0K MPOBEAEHUS KPYIJIOTO CTOJA, YCTAHABIMUBAET
perJlaMeHT BBICTYIUIEHHUH, oOpalnaeTcs K MPUCYTCTBYIOUIMM C BCTYNMTENbHBIM ciIoBoM. [lanee
MPEIOCTABIISETCS CJIOBO JIOKJIAJYMKaM, KOTOpPbIE COOOINAIOT O pe3ylbTaTax IPOBEIECHHBIX
TEOPETUYECKUX HCCIeIoBaHUN B (GopMe HaydHoro Jokiajia. Ilocie BbICTYIIEHUH y4aCTHUKH
KpyIJIoro CTojla 3aJaloT JOKJIaJ4uKaM Hauboyee WHTepecyloumx ux Bompocskl. Ha
3aKJIIOYUTETIBHOM JTane paboThl KPYIJIOrO CTOJAa MPOBOJUTCA OTKPHITas JAUCKYCCHUS TI0
MIPEeJICTaBICHHBIM MpobeMaM, B KOTOPOI y4acTBYIOT BCE CTYJEHTHI.

3. Ilocne 3aBepiieHust AMCKYCCHMM IIyT€M TOJIOCOBAHUS BBIOMpAETCS Jy4IIU
JOKJIaTYMK, a TAKXKe TIOJBOIATCS OKOHUYATEIbHBIE UTOTH KPYTJIOrO CTOJIA.

ITpoBenenue kpyriaoro croya TpedyeT OONBLION MOATOTOBUTEIBHOW pabOThI CO CTOPOHBI
CTYJEHTOB, KOTOPBIE JOJIKHBI [10100paTh JIUTEPATYPY, COCTABUTH IUIaH U PACKPBITH COAECpKAHHE
BeICTYyIJIeHHs. [Ipy MOATrOTOBKE K BHICTYIJICHUIO, @ TAKXKE K YYACTHIO B IUCKYCCUU Ha KPYTJIOM
CTOJIE, HEOOXOUMO U3YUUTh MPEUIOKEHHYIO JIMTEPATYPY U BBISIBUTH OCHOBHBIE MPOOJIEMHBIE
MOMEHTBI BBIOpDAaHHOM JUI PAacCMOTPEHHUst TeMbl. IIpoOKUTENBHOCTh JTOKJIaga Ha KpPYrJioM



CTOJIE HE JIOJDKHA IMPEBBINIATh YCTAHOBIECHHOTO PETJaMEHTa, B CBSI3U C YEM, MaTepuall JOJIKEH
OBITH TIIATEIBHO NMPOPAOOTaH U COJEP’KAaTh TOJBKO OCHOBHBIE MOJIOKEHUS MPEICTaBICHHOMN
TEMBI.

[To pesynbratam oOCYXIIEHUSI ONpEAeNseTCs JYYIIUi JOKIAaJ, OLECHHBACTCS Yy4acTue
KaQXJIOTO CTYJIEHTa B 00CYXJICHUU MPEJACTABICHHBIX JOKJIAJIOB.

MeToanyeckue peKOMEHIANHH 10 MOAT0TOBKE K YCTHOMY ONPOCY

[TonroToBka K OmMpoCy MPOBOAMTCA B XOJE CAaMOCTOSTENLHOW pabOTHl CTYACHTOB H
BKJIIOUAEeT B ceOsl MOBTOpPEHHE MPONUJEHHOIO0 MaTepuaia Mo BOIPOCAM MPEJCTOSIIEro Ornpoca.
IToMrMMO OCHOBHOTO MaTepuaa CTyJIEHT J0JKEH U3YUYUTh JOTIOJHUTEIbHYIO PEKOMEH/I0BAHHYIO
JaUTepaTypy U MH(OPMALIMIO 110 TEME, B TOM YHCIe ¢ ucnoiib3oBanueM HMHTtepHer-pecypcos. B
CpeIHEM, MIOJrOTOBKA K YCTHOMY OIIPOCY IO OJJHOMY CEMHUHAPCKOMY 3aHATHIO 3aHUMAET OT 2 JI0
3 yacoB B 3aBUCHMOCTH OT CJIOXHOCTH TE€MbI U OCOOEHHOCTEH OpraHHU3ali CTYACHTOM CBOEM
CaMoCTOsTeNNbHON paboThl. Onpoc MmpeanoaaraeT yCTHBIA OTBET CTYACHTa HAa OJAMH OCHOBHOM U
HECKOJIBKO JIOIIOJIHUTEIIbHBIX BOIPOCOB Ipenoaasatens. OTBET CTyAeHTa JOJIKEH MPEACTaBIATh
co00il pa3BepHYTOE, CBSI3aHHOE, JIOTMYECKH BBICTPOEHHOE coobiieHue. [lpu BbeicTaBieHUU
OLICHKM MpEernojaBaTeilb YYUTHIBAET IPABWIBHOCTh OTBETa IO  COJACPKAHUIO, €ro
[IOCJIEZI0BATENbHOCTh, CAMOCTOSITEJIBHOCTh CY)KJIEHUH U BBIBOJOB, YMEHHUE CBSI3bIBAaTh
TEOPETUYECKHE TOJIOKEHHUsI C MPAKTUKOW, B TOM 4uCie W C¢ Oyaymed mnpodeccuoHaIbHOU
JESTENIbHOCTBIO.

5. MATEPHAJIBI VIS HPOBEAEHUA TEKYIIEI'O KOHTPOJIA 1
IHPOMEXYTOYHOU ATTECTAIIUU

Bonpocsl 1151 IpoBeeHUs KOJUIOKBHYMA

Tema Nel. Knaccngukanus 10KyMeHTOB, X (DYHKIUH.
Onpenenenne noHATUS «JlOKyMEHTY.

DYHKIIUU TOKYMEHTA, X B3aUMOCBS3b.

Tunonorust JOKyMEHTOB.

TpeGoBaHMs K KaUeCTBY yIPABICHUYECKOTO IOKYMEHTA.

HwbhpE

Tema NeS. OdopmiieHne pacnopsiiuTeIbHBIX JOKYMEHTOB

Bunbl paciopsAMTENbHBIX JOKYMEHTOB, UX Ha3HAYCHHUE.

[TonroroBka pacnopsiAUTENbHBIX TOKYMEHTOB.

Copneprxanue nmpukasa, (opMbl IpUKa3a.

[Tpukassl Mo JMYHOMY COCTaBy Ha OcCHOBe (GopMm Hu3 «AnpbOoMa yHHDUIIMPOBAHHBIX

e

(dbopM NEepBUYHON YyUETHOM TOKYMEHTAllUU 10 YYeTy TpyJa U €ro OIJIaThD».

o

IIprka3el MO OCHOBHOM AESTENBHOCTH.

o

COBOKYNHOCTB PEKBU3UTOB T0KyMeHTa «lIpukaszy.

Tema Ne§. XpaneHue 10KyMeHTOB

OnepaTtuBHOE XpaHEHHE JOKYMEHTOB.

OKcnepTu3a HEHHOCTH JOKYMEHTOB.

Henb n npuHIMIIE HOPMUPOBAHUS J€II.

qDOpMHpOBaHI/Ie YUpEAUTCIbHBIX, pacrnopsAauTCIbHBIX, OpraHHu3allMOHHBIX,

A wnhe

MH(OPMALIMOHHBIX IOKYMEHTOB NpeanpusTus (Gupmsbl).
5. OprrexHuka, Ucrnojiab3yemas pu GOpMUPOBAHUY JEII.



Odopminenue en U nepenaya JOKYMEHTOB B apXUB OPraHU3all|H.
Hasnauenue u 3a1aum apxuBa MpeANpUSTHS.
[TpaBuiia nepenaun JOKYMEHTOB B apXUB.

© o ~Noe

Bunbl 10KyMEHTOB, NOUIEkKAIINX IEpeaue B apXUB.
10 Cpoxu XpaHEeHHsI TOKYMEHTOB B apXUBE.
11. YHuuTOXKEHNE TOKYyMEHTOB C UCTEKIIMMH CPOKAMH XPAHEHHUSL.

Konrpomupyemsie komnerenuuu: [1K-6.
OreHKa KOMIIETSHIIHA OCYIIECTBIISIETCSI B COOTBETCTBUM ¢ Tabnurieit 4

TeMbl 1J1d 3cce
Tema Ne2. HopmaTuBHO-MeTOAM4YECKOE PeryJIMPOBAHUE JOKYMEHTAIIMOHHOT0 00ecneyeHust
yIpaBJeHUs
1. Ponb moxymeHTa B )KM3HH YeJOBeKa U 00IIecTBa
2. ApXuBBI, HX POJb U 3HAYCHHE B MOEH JKU3HHU, KU3HU MOEH CEMbH 00IIeCTBa U
rocyaapcTBa
Ponb coBpeMeHHbBIX HH()OPMALIMOHHBIX TEXHOJIOTHI B IOKYMEHTOO0OpOTE
[Ipodeccust JOKyMEHTOBEIA CETOIHS U 3aBTpa
DIIEKTPOHHBIN TOKYMEHTOOOOPOT: TOCTOMHCTBA M HETOCTATKH

o ok w

Ponb AOKYMCHTOB B JCATCIBHOCTU OpraHn3aluu

Kontpomupyemsie komnerenmuu: [1K-6.
OreHKa KOMIIETSHIIHA OCYIIECTBIISIETCSI B COOTBETCTBUH ¢ Tabmuei 4

3agaHus 1719 NPOEKTOB

Tema Ne3. Cranpapruszanus oGopmMJIeHUsS] OPraHN3alMOHHO-PACTIOPSAUTEIbHBIX
JOKYMEHTOB

3aganue: moAroTOBETE MPOEKT [l0NOKEHUS O JOKYMEHTOO00pOTE OpraHU3aliH,
OCYIIECTBIISIONIEHN 1eATEeIbHOCTh B OJIHOM U3 creayroumx chep:

- cpepa 0011IECTBEHHOTO TTUTAHUS;

- OankoBcKas chepa;

- cepa pO3HUYHOM TOPTOBIIH;

- c(hepa onTOBOM TOPTOBIIH;

- cdepa KUIMITHO-KOMMYHAJIBHOT'O X035 HCTBa;

- cdepa ObITOBOrO 00CITY)KMBAaHUS HACEIECHUS.

Tema Ne7. Opranuszanus padoTsl ¢ JOKyMEHTAMU

3ananue: MOJrOTOBBTE  TPOEKT [Tonmoxxernss 00 DIEKTPOHHOM JOKYMEHTOOOOPOTE
OpraHHM3alUH OCYIECTBISIONICH AATEIPHOCTh B OJTHOW U3 CIEAYIOIUX chep:

- c(hepa 00IIECTBEHHOTO MUTAHNUS;

- baHKOBCKas cdepa;

- chepa pO3HUYHON TOPTOBIIH;



- chepa onTOBOM TOPTOBIH;
- cdhepa KUIHITHO-KOMMYHAJIBHOTO X0351CTBA,
- c(hepa OBITOBOTO OOCITYKMBAHUS HACETICHUSI.

Kontpommpyemsie komnereniuu: [1K-6.
OrneHKa KOMIIETEHIIUNA OCYIIECTBIISETCS B COOTBETCTBUHU ¢ Tadmimieh 4

3agaHus 171 NPOBe/leHUs] TECTHPOBAHUS
Tema Ned4. OdopmiieHne OpraHu3aMOHHBIX JOKYMEHTOB

1. Yto Takoe 10KyMeHT?

1) 5T0 KaKoOi-TMOO MaTepHAIBHBIA HOCUTENb ¢ HHPOPMaIKei, KoTopas obyianaer
OTIpe/IeICHHBIMU PEKBU3UTAMU;

2) 5T0 OyMakKHBIN JTUCT C HAHECEHHBIM Ha HETO MEeYaTHBIM TEKCTOM;

3) 3TO 00BEKT MaTEPUAIBHOIO MUPA, KOTOPBIM CONEPKUT KaKyto-1u00 uHpopmanuio,
HeoOXoauMyIo It paboyero mpouecca.

2. Mudopmanus, KOTOpasi UMeeT CTPYKTYPY M COAEPKUTCHA HA HOCHTeJIe — ITO:
1) nokymeHTHpOBaHHAas UHPOPMALUS;

2) oUIHaNbHBIN JOKYMEHT;

3) nenonpou3BOACTBO.

3. [lepenaua nudopmanmnu, KOTOpasi COAEPKUTCHA B JOKYMEHTe, B IPOCTPAHCTBE H
BpEeMeHH — ITO:

1) koMMyHHUKATHBHAS QYHKIIMS JOKYMEHTA;

2) counanbHas GyHKIHS JTOKYMEHTA;

3) monutuyeckas QyHKIUSA JOKYMEHTA.

4. Kakoii 3 yKa3aHHBIX IOKYMEHTOB NpuodpeTaeT NPaBoBYK QYHKIHIO HA
omnpeejieHHbI MPOMEKYTOK BpeMeHHU:

1) nmpoTokoJ 3acegaHust aTTECTAlMOHHOW KOMUCCHUU;

2) 3aKOH;

3) miaTexHoe MopydeHue.

5. B yem 3akjo4aercss aTpuOYTUBHOCTb JOKYMeHTa?

1) B HAIMYKMM B TOKYMEHTE JABYX COCTaBISAIOIMX (MaTepuanbHON U HHPOPMAIMOHHOM),
0€3 KOTOPBIX OH CYNIECTBOBATh HE MOXKET;

2) B ero npeJHa3Ha4eHHOCTHU JUIA Mepejayd B IPOCTPAHCTBE U BPEMEHHU;

3) B TeCHOW B3aMMOCBS3H €TO OTJEIbHBIX dJIEMEHTOB H MOJACUCTEM, KOTOPbIE
o0ecneynBaroT ero MeJ0CTHOCTh U COXPAaHEHUH CBOWCTB NMPU pa3iUYHbIX BHEIIHUX
U3MEHCHUSX.

6. Cnoco0HOCTHh JOKYMEHTA NMOBJIeYb 32 C000M MPaBOBbIE NMOCJIEACTBHS — 3TO €ro:
1) ropuaudeckas cuia;

2) opuanYecKasi 3Ha4NMOCTb;

3) 10CTOBEPHOCTb.

7. Konust 1oKyMeHTa — 3TO:

1) sK3eMIUIsAp, KOTOPBIH MOJHOCTHIO MOBTOPST COACPIKAHUE MOIINHHHUKA;

2) MOBTOPHBIH YK3EMILISAP NOAINHHHUKA;

3) ero anekTponHas popma.

8. O0s3aTebHBIN 3JIEMEHT 0(POPMJICHUS JOKYMEHTA HA3bIBACTCH:

1) peKBU3HTOM;

2) bopmynsipom;

3) obOpasmom.



9. PexkBM3HT, KOTOpPbIH GUKCHPYeET pellieHUe JULA (corjiacue WM Hecorjaacue) mo
NMOBO/Y CO/IeP:KAHUSA JOKYMEHTA, Ha3bIBAETCH:

1) Bu3oii;

2) rpudom;

3) pe3omronuei.

Tect 10. Pe3omouusa opopmisiercs:

1) Ha caMOM JIOKYME@HTE HJIM Ha OTJIEJIbHOM JIUCTE;

2) TOJIBKO HAa CAMOM JIOKYMEHTE;

3) TOABKO Ha OTAEIBHOM JIHCTE.

11. OT kakoro Juma u3jgaraercsi TEeKCT NPOTOKoJga?

1) oT TpeThero auIa MHOKECTBEHHOT'O YHCIIA;

2) OT TPETHETO JINIAa €AUHCTBEHHOTO YHCIIA;

3) OT mepBOro JuIla MHOKECTBEHHOTO JIUIIA.

12. Kakue ycTaHOBJIEHbI CTAHAAPTHBIE ()OPMATHI OJIAHKOB JOKYMEHTOB?

1) A4 u AS;

2) A5 u A3;

3) Tonbko A4.

13. JIleBoe moJie JOKYMeHTA J0JI’)KHO OBITH HE MeHee:

1) 20 mm;

2) 30 mMwm;

3) 10 mm.

14. Kakoili 10KyMeHT OPraHHU3aluu HeJib3sl 0(popMuUTH Ha 001eM OJ1aHKe?

1) Mucemo;

2) Ilpukas;

3) OTyer.

15. Kakoil peKBHU3UT OPraHU3alMOHHO-PACIIOPAJAUTEIbHOI0 JTOKYMEHTA ABJISIETCH
nepeMeHHbIM?

1) laTa 1OKyMEHTA;

2) HaumeHoBaHuEe OpraHu3alniy;

3) Koa ¢popmbl 10KyMeHTA.

16. IIpu kakom BapuaHTe 0(popMJIeHUS PEKBHU3UTA 3ar0JI0BOYHAA YacTh 0JlaHKaA
NPOAJIeBAETCHA A0 IPAHUIBI IPABOT0 MOJsA?

1) IIpu npoa0TbHOM;

2) Tlpu 1eHTPpUPOBAHHOM;

3) Ipu dpmaroBom.

17. Takoii peKBU3HUT KaK 3M0J1eMa OPraHU3alHu:

1) He MOXKeT OBITh pa3MelleH Ha OJaHKe TOKYMEHTA, €CIIM Ha HEM yXe umeercs repdo Pd
uiau rep6 oaHoro u3 cyorekra P@;

2) MOXET 3aMEHSTh PEKBU3UT HAUMCHOBAHUS OPTaHHU3AIINH;

3) pa3mMemniaeTcsi B HUKHEM T0JIe JOKYMEHTA.

18. Kakoii n3 yka3aHHbIX peKBU3HUTOB XapaKTepeH TOJbKO /5 0JIaHKa cJyKeOHbIX
nucem?

1) CnpaBouHbIe JaHHBIC 00 OpraHU3aINY;

2) Kon dopmbr nokymMeHTa;

3) HaumenoBaHue BUA JOKYMEHTA.

19. B kakoM nopsiake opopmisieTcsi aipec B MeKAYHAPOAHOH nmepenucke?

1) ms u pamunus agpecara, 10M, yiuiia, mrat (rpad)cTBO), MOYTOBBIN UHIEKC, CTPaHa;
2) Ums u dpamunus anpecara, MOYTOBBIA MHAEKC, CTpaHa, ropoj (mrar, rpadcTBo),
yiauua, 10M;

3) Ums u hamunus aapecara, cTpaHa, ropo (mrar, rpagcTpo), yiauila, 10M, MOYTOBBIN
HHJIEKC.

20. YTo M3 yKa3aHHOTO He COJAEeP:KUT B cede pe3oronus?



1) CnoBo «YTBepxkaaw»,

2) CoaeprkaHue TOPYUYCHUS;

3) ®aMHIIMIO M UHULAAIBI HCTIOJHUTEIIA.

21. Ha kakoMm ¢opmaTe 0JJaHKA JOKYMEHTa MOKeT OTCYTCTBOBATH 3ar0J10BOK?

1) AS;

2) A4,

3) 3aroJyioBOK sIBIIsieTCS 00s13aTEIBHBIM PEKBU3UTOM ISt J1I000TO popmMara OIaHKOB.
22. EcJiM K JTOKYMEHTY MMeeTCsl HeCKOJIbKO NMPUJI0KEeHU, TO OHU:

1) nymepyroTcs nocie ciaoBa «lIpuiioxkeHue» moja TeKCTOM;

1) nmepevucsA0TCs Yepe3 3amaTyIo Mocje TEKCTa;

3) HEKaK He 0003HAYAIOTCS, a IPOCTO MPUIATAIOTCS K OCHOBHOMY JIOKYMCHTY.

23. Eciiu mepeja 10JKHOCTHI0O B KOHIIE JOKYMEHTA PYYKOl CTaAaBUTCH KOcasi yepra,
NPHUIUCHIBACTCHA «H.0.» H CTABUTCS MOANUCH He TOI0 JHIA, JaAHHbIE KOTOPOIro
pacuinpoBaHbl, TO TAKON JOKYMEHT;

1) TepsieT CBOKO IOPUAMYECCKYIO CHIIY;

2) UMEET TaKyIo K€ OPHUANYECKYIO CHUIY, YTO U MOIMUCAHHBIA JOKHOCTHBIM JIMIIOM, YbsI
pacmppoBKa yKazaHa;

3) aBusieTcs GpanbCuPUKATOM.

24. Ha xkakoif 4acTH KONMH OTIPABJIIEMOro JOKYMEeHTA NpocTaB/sieTcsi BU3a?

1) B HuKHEH 9acTH ITHIIEBOU CTOPOHBIL;

2) B HuxHEl yacTH 000pOTHOM CTOPOHBI;

3) B BepxHeil 4acTH JIUIEBON CTOPOHBI.

25. Yto noHumMaeTcs mojJ MUTpanmei 3J1eKTPOHHBIX IOKYMEHTOB?

1) Ux nepemenieHue U3 0JHON HHPOPMAIIMOHHONW CUCTEMBI B APYTYIO IPH COXPAHEHUH HX
JIOCTOBEPHOCTH, LIEJIOCTHOCTH, ayTEHTUUYHOCTH U NPUTOJJHOCTH JJIsl JalbHENUIIEeTro
MCII0JIb30BaHUS;

2) Ux nepeMelnieHne ¢ OJJHOTO HOCUTENSl Ha IPYroi WU KOHBEpTalus B Ipyroi Gopmar;
3) Ux mepBu4HAasi MpOBEPKa MPHU MOCTYIJICHUU B OPraHU3AIHIO.

26. I110THOCTH JOKYMEHTONOTOKA ONpeae/sieTcs:

1) CooTHOIIEHHEM YK CIa JOKYMEHTOB, KOTOPBIE MPOXOIAT Yepe3 KOHKPETHBIN MYyHKT
00paboTKH, K €AMHUIIE BPEMEHU;

2) COOTHOLICHHEM KOJIMYECTBA JOKYMEHTOB, MOCTYMUBIINX B OPraHU3alHNI0, K
AHAJIOTMYHOMY IMOKa3aTelIo 3a NPOLIEAININI MePUo;

3) Yucnom 00paboTaHHBIX OpraHU3aleil JOKYMEHTOB 32 BCE BPEMsi €€ CYI[ECTBOBAHUSI.
27. YTo mogHUMAETCH MOJA AYTEHTHYHOCTHIO 3JIEKTPOHHOI0 I0OKyMeHTAa?
1_TapaHTHs COOTBETCTBHS JIEKTPOHHOTO TOKYMEHTA 3asBIICHHOMY;

2) OTcyTCTBHE MPABOK B TEKCT AJIEKTPOHHOTO JOKYMEHTA MOCJE ero CO3AaHus;

3) Bo3MOXKHOCTB B JIF000H MOMEHT YCTAaHOBUTH MECTOHAXOXK/ICHUE JOKYMEHTA U
BOCIIPOM3BECTH €TO.

28. JlokymMeHTAlHOHHOE O00ecneyeHne yIpaBJIeHUA — 3TO:

1) nesATenbHOCTh, KOTOpPAsi KMEET CBOCH IIEJIbI0 00eCeYnTh QYHKIIMH YIIPaBICHHS
JOKyMEHTaMH;

2) IeATeNbHOCTh COOTBETCTBYIONIUX JIMII TIO IOKYMEHTOO0OPOTY, TOKYMEHTHPOBAHUIO,
OIIEpPaTUBHOMY XPaHEHMIO, a TAK)KE UCIOJIb30BAHUIO JOKYMEHTOB OpraHu3ally;

3) nesiTeNbHOCTh PAOOTHUKOB KAHIIEISIPUHU IO PETUCTPALMH BXOIAMICH U UCXOSAIICH
KOPPECIOHICHIIUH.

29. YTo M3 YKa3aHHOI0 He MOJKeT SAABJATHCH MOJJIMHHUKOM JO0KYMeHTa?

1) Konust JoOKyMeHTa B 3JIEKTPOHHOM BH/IE;

2) TlepBblii SK3eMILISIpP TOKYMEHTA,

3) EnnHCTBEHHBIH 2K3EMIUISP JOKYMEHTA.

30. Kakoro Bujia neyatu He cyuecrByer?

1) yHuBepcanbHOM;



2) rep0OOBOIf;
3) mpocToii.

Kontpommpyemsie komnereniuu: [1K-6.
OrneHKa KOMITETEHIIUH OCYIIECTBIISCTCS B COOTBETCTBHUH ¢ Tabnwuieit 4

Tembl aJist JOKJIaA0B

Tema Ne6. UHpopManMoOHHO-CIIPABOYHbIE JOKYMEHThI

1.

O N R WD

Buibl nHGOPMAIIMOHHBIX TOKYMEHTOB.

OyHKIIMU JET0BOr0 MUChMa, €r0 BUJIBI.

PexBu3utsl mucbma B coorBeTcTBUU € nonoxernusmu [OCT P 6.30-2003.
CocraBiieHHE TEKCTa MUChMa.

DNeKTpOHHBIE MUChMA. YTIPaBICHHE JOKYMEHTAMH 3JICKTPOHHOW TTOYTHI.
JlenoBas mepenucka ¢ MHOCTPAHHBIMU MMapTHEPAMHU.

OdopmiieHHE aKTOB, TOKJIAJTHBIX (CIyKEeOHBIX) 3aIHCOK.

Oco0eHHOCTH BEO-T0KYMEHTOB

Temsbl st MpoBE€ACHUSA NUCKYCCUHN

Tema Ne9. ABTOMaTH3a1MA JOKYMEHTAIIMOHHOI0 O0ecrie4eHusl yIpaBJIeHUs

A

o o

OcHoBHbIe 11enmn apTomaru3anuu JJOY B 100X opraHu3amusx.

CucreMa aBTOMAaTU3alUU ASTOMPOU3BOACTBA U JOKYMEHTO0O0POTA.

DNEKTPOHHBIN JOKYMEHTOOOOPOT U CUCTEMA MEHE)KMEHTa KaueCcTBa.

l'ocynapcrBennsiii cranpapt ['OCT P HMCO 9001-2001 «Cucrembl MEHEIXMEHTa
KauecTBa. TpeOoBaHUS».

Kpurepun 3¢ pexTHBHOCTH CHCTEMBI YIIpaBIEHUS JOKYMEHTAMHU.

Kontpompyembie komnereniuu: [1K-6.
OreHKa KOMIETEHIIMIH OCYIIECTBIISIETCS B COOTBETCTBUH ¢ Tabnuteit 4

HWrorosrlii Tect

1: B pa3znen oOuiye nogoKeHust JOKYMEHTa BXOAST
a) IeJId U 3a/1a4u
6) hopMBI U METO/TBI YIIPABIICHUS
B) KOHKPETHbIE 00513aHHOCTHU
I') BCE MEPEYUCICHHOE
2: Ha kakoM JOKyMEHTE HE CTaBUTCS PEKBU3UT HAUMEHOBAHUE BUJIA IOKYMEHTA
a) Ycrase
0) JTOKHOCTHOW MHCTPYKLIUU
B) IUCbME
T') BCE NIEPEUNCIICHHOE
5: I'pud yrBepkaeHHs CTaBUTCA
a) B BEpXHEM IIPaBOM YTy
0) B HIDKHEM IIPaBOM YTy
B) B HIJKHEM JIEBOM YTy
I') BCE MEPEUUCIICHHOE
7: K OCHOBHBIM perjiaMeHTHpYIOIUM padoTy ciyx0b1 JIOY mokyMeHTaMm OTHOCST
a) UHCTPYKLHUS I10 1€J0NPOU3BOJICTBY



0) KBaM(PUKAIMOHHBIN CIPAaBOYHUK JOJDKHOCTEH
B) Tabesb YHU(DUIIMPOBAHHBIX (OPM JJOKYMEHTOB
I') BCE IEPEUNCIIEHHOE
9: Kaxoii BUJl pacriopsiIMTEIbHOTO JOKYMEHTA U3/1a€TCs €IMHOIMYHO PYKOBOAUTEIEM
a) TOCTAaHOBJICHHUE
0) pereHue
B) pacrnopsiKeHue
T') BCE NIEPEUNCICHHOE

11: KonmnuectBo pexkBu3uToB HoBoro ['OCTa no cpaBHEHUIO € MIPEABIAYIIUM
a) OoJbIlIe HA JIBA PEKBU3HUTA
0) Gosblie HAa OJJUH PEKBU3UT
B) MEHbIIIE Ha JIBa PEKBU3UTA
I') BCE IEPEUNCIIEHHOE

13: B 00paboTKy BXOASIIEro JOKYMEHTA 3TOT 3Tall HE BXOAUT
a) pacCMOTpEeHUE

0) BCKpPBITHE KOHBEPTOB
B) COTJIaCOBaHUE
T') BCE NIEPEUNCICHHOE

15: Ilocnennuii sTan paboThl ¢ AJOKYMEHTaMH Ha3bIBAETCS
a) coadeii B My3eit
0) cnauell B apxuB
B) OIyOJMKOBAaHUE BO BCEX POCCHMCKHUX ra3eTax
I') BCE NIEPEUNCIIEHHOE

17: BuyTpeHHee coriiacoBaHHe Ha3bIBAeTCs
a) BU3a

0) OTMETKA O 3aBEPCHUH
B) YTBEpXKJIEHUE
T') BCE NIEPEUNCICHHOE

16: Kakast ¢popma paboThI ¢ TOKyMEHTaMH MOIXOANT JJISl OpraHU3aINid, AeATEIbHOCTh KOTOPBIX
TpeOyeT 0COOEHHO TIIATEIbHOM 3alUThl HHPOPMAITUU
a) IIEHTpaTM30BaHHAs
0) cMemaHHas
B) JCIICHTPATN30BaHHAS
I') BCE MEPEUUCICHHOE

17: Bua oprann3aliuOHHOTO JOKYMEHTa, KOTOPbIHM OINpeesseT NopsiaoK 00pa3oBaHus,
CTPYKTYPY U OPraHU3aLUI0 paOOThl MPEANPUATHS
a) ycraB
0) UHCTpYKLUS
B) MOJIO’KEHUE
I') BCE MEPEUUCICHHOE

18: K 0CHOBHBIM perjaMeHTUPYIOIINM padoTy ciayk0bl JJOY mokymeHTaM OTHOCST
a) HHCTPYKIIMIO O JIEJIONPOU3BOJICTBY
0) OCHOBHBIE MPaBHJIa PAaOOTHI APXHUBOB OPTAHU3AIUN
B) OCT P 51141-98 Jlenonpou3BOCTBO U apXHUBHOE JIETI0
T') BCE IEPEUNCIICHHOE

19: K BHyTpeHHEMY TOKyMEHTOOOOPOTY OTHOCST
a) opurmanpHBIC THCHMA
0) BHEIIHUE JTOKJIQJHbIC 3alIUCKHU, CIIPABKU
B) MPHUKA3bl, PACTIOPSHKEHUS] OpTraHU3aIHN
I') BCE MEPEUUCIICHHOE
20: Ciyxb6a JIOY moxet ObITh npeacTaBieHa
a) PKCTeaUIUEH



0) OOIIMM OTIEIIOM

B) MallTMHOTIMCHBIM OIOpO

I') BCE IEPEUNCIIEHHOE

21: C kakoro MOMEHTA paclopsAIUTEIIbHBINA JOKYMEHT BCTYIMAET B CUITY
a) C MOMEHTa CO3JIaHUsI

0) ¢ MOMEHTA MOAIUCAHUS

B) C MOMEHTA YTBEPKIEHUS

T') BCE NIEPEUNCICHHOE

22: PeKBU3UT — 3TO

a) croco0 co3/aHus TOKYMEHTa

0) MarepHuaIbHBIN 00BEKT C HH(pOpMAITHEH

B) 00s13aTEIBHBIN 3JIeMEHT 0(OpMIICHUS O(UIIMAIEHOTO TOKYMEHTA

I') BCE IEPEUNCIIEHHOE

23: Kako# peKBU3UT pacoJiaraeTcsi B IEBOM HHXKHEM YTIy

a) rpu¢ yTBEpKACHUS

0) Bu3a

B) I'pu(} OrpaHUYECHUS

T') BCE NIEPEUNCICHHOE

24: K rpymnmne BXOIAIUX TOKYMEHTOB MOKHO OTHECTH

a) JIeNIOBbIE MHUChMa

0) opraHu3aIMOHHBIEC IOKYMEHTHI

B) MpPUKAa3bl OpraHU3aUuu

I') BCE NIEPEUNCIIEHHOE

25: Yro npeacTaBiseT HUPKYISIPHOE MUCHMO

a) nHpOpMAaNHS OJTHOTO COJICPKAHUS IPEAHAa3HAYCHA ISl OOJIBIIIOrO KOJMYECTBA apecaToB
0) nndopmalusg OJHOTO CoAepKaHUs MpeqHa3HAUYeHa JJIs OJIHOTO aJipecara
B) HH(OpMAIHs pa3HOTO COACPIKAHUS MpeAHa3HaYeHA ISl OOJIBIIOr0 KOJMYECTBA aApecaToB
T') BCE NIEPEUNCICHHOE

26: Ha kakoMm TOKyMeHTe HeT rpuda yTBep:KaeHus

a) IpUKase

0) MOJI0)KEeHUH

B) yCTaBe

T') BCE IEPEUNCIIEHHOE

27: CKOJIBKO aJIpecaToOB MOXKET COJIePKaTh OJAUH JTOKYMEHT

a) 4eTbIpe

0) mecThb

B) JBa

I') BCE MEPEUUCICHHOE

28: KoMIuieKkc TI0KyMEHTOB, PETYIUPYIOUIUX JeSTeNIbHOCTh OpTaHnu3alui
a) pacropsAUTENbHbIE JOKYMEHTBI

0) opraHu3aIMOHHBIE IOKYMEHTHI

B) MH(OPMAIIMOHHO-CIIPABOYHbIE JTOKYMEHTHI

T') BCE IEPEUNCIICHHOE

29: K xaTeropusiM TeXHUYECKUX HCTIONHUTENEH ciryx0b1 JJOY oTHOCAT
a) pemakTopa

0) TOKyMeHTOBe/1a

B) JICJIONTPOU3BOIUTEIS

I') BCE MEPEUUCICHHOE

30: HopmaTuBHBINA JOKYMEHT, ONpenesitoui poxa 3apaboTHOI MIaThl COTPYJHUKOB
OpraHu3aIu

a) TOJKHOCTHAs! MHCTPYKIUS

0) WTaTHOE pacnucaHue



B) YcTaB

T') BCE MEPEUNCICHHOE

31: JloxymeHT He ObiBaeT 6€3

a) MacMOPTHBIX JAHHBIX COCTABUTENS

0) rocy1apCTBEHHBIX PEKBU3UTOB

B) BUICOCONIPOBOKACHHUS

I') BCE IIEPEUNCIIEHHOE

32: KoHTpoJIb 32 CPOKAMHU HUCIIOJIHEHUS JOKYMEHTOB OCYIIECTBIISIET
a) pabOTHUK OT/IeNa KaJIpoB

0) pabotHHK ciyx0b1 [IOY

B) PYKOBOJUTEIb OPTaHU3AIIH

T') BCE MIEPEUNCICHHOE

33: Kakue JOKYMEHTbI MUHYIOT CTaIUIO TIPOEKTA

a) TOKJIaTHBIE 3aMUCKH

0) nmpuKkaszbl

B) CITPaBKH

I') BCE NIEPEUNCIIEHHOE

34: Texyuuit KOHTPOJIb OCYIIECTBISETCS

a) B HavajIe UCTIOJTHEHUS IOKyMEHTOB

0) B KOHIIE UCTIOJHEHHSI TJOKYMEHTOB

B) B TEYCHHE BCETO MEPUO/IA HCIIOTHEHHS JJOKYMEHTOB

T') BCE NIEPEUUCICHHOE

35: Ha xakom OKyMEHTE HE CTaBUTCS PEKBU3UT HAMMEHOBAHHE BUJIA TOKYMEHTA
a) mIcChbMe

0) JOKHOCTHOW MHCTPYKLIUU

B) YcTaBe

I') BCE NIEPEUNCIIEHHOE

36: Kakoii JOKYMEHT COCTaBIISIETCS IPU HAPYIICHUH TPYJOBON MIIM OOIIECTBEHHON
JVICIIATUTHHEI

a) 00bSICHUTENbHAS 3aIICKa

0) mokIagHAas 3armmucKa

B) ciy:ke0Has 3amucka

T') BCE IEPEUNCIIEHHOE

37: COBOKYITHOCTb JOKYMEHTOB, CB3aHHBIX MEX/1y cOOO0M Ha3bIBaeTCs
a) TOKYMEHTO000pOT

0) nemno

B) IOKYMEHTHPOBaHUE

I') BCE MEPEUUCICHHOE

38: Kakue Bompochl pacCMaTpUBAIOTCS B PACTIOPSKEHNUN

a) HanboJiee BayKHbIE BOIIPOCHI AEATEIbHOCTH OpraHU3aUH
0) BOIMPOCHI, CBSI3aHHBIE C BHIMOJIHEHUEM MTPUKA30B

B) OIl€paTHBHbBIE BOIPOCHI IEATEILHOCTH
T') BCE IEPEUNCIICHHOE

39: K kareropusim cenuanuctoB ciayx0s1 IOY otHOCAT

a) IeTOTIPOU3BOIUTEIIS

0) KoppeKTopa

B) CTEHOTPapUCTKY
I') BCE MEPEUUCICHHOE
40: IIpenBaputesbHOE pACCMOTPEHUE JOKYMEHTOB BKJIFOYAET
a) pacrpeesieHue JOKYMEHTOB Ha pacCCMOTPEHHE PYKOBOAMUTEINIO U B CTPYKTYpPHBIE
MIOIpa3IeIICHUS

0) IpoBepKy MPaBUILHOCTH aIPECOBAHUS



B) COIVIACOBAaHUE IOKyMEHTa

T') BCE MEPEUNCICHHOE

41: OnuH U3 rocyapCTBEHHBIX PEKBU3UTOB

a) pe30JTIOIHs

0) pexyiamanus

B) pe3opOnus

I') BCE IIEPEUNCIIEHHOE

42: Kakyro nHGOpMAIHIO COIEPKUT pazaen YcraBa «OO0IIHe MOJ0KESHH

a) CTPYKTypa OpraHu3aluu

0) mpaBa U 00513aHHOCTHU JOJIKHOCTHBIX JIHII

B) LIEJIM U 337]a4 OpPTaHU3aluU

I') BCE NEPEUUCICHHOE

43: KakuM opraHom usfaercs peleHue

a) KOJIJIETHaJIbHBIM

0) 3aBUCHUT OT OPraHU3ALMOHHO-TIPABOBON (hOPMBI

B) €JMHOJIMYHO PYKOBOAUTEIEM

I') BCE NIEPEUNCIIEHHOE

44: BeiGop Gopmbl OpraHu3aluy padoThl C JOKYMEHTAMU 3aBUCHUT OT

a) CTPYKTYpPBbI OpraHu3aIiu

0) o6beMa TO0KyMeHTO0O0pOTa

B) OpPraHU3alMOHHO-TIPABOBOH (POPMEI

I') BCE NEPEUUCICHHOE

45: Kakue 13 mepevuciieHHbIX JOKYMEHTOB OTHOCSTCS K OpPraHU3allMOHHBIM

a) UCbMO, NTOJIOKEHUE

0) ycTaB, HHCTPYKLIUS

B) yCTaB, yKa3

I') BCE NIEPEUNCIIEHHOE

46: JIoKyMEHT, periiaMeHTHPYIOLIUH JesITeIbHOCTh COTPYJHUKOB OpraHU3aluu
a) ycraB

0) JTOMKHOCTHAS HHCTPYKITHUS

B) MpUKa3

I') BCE MEPEYUCICHHOE

47. Yo Takoe T0KyMEHT?

a) OT0 KakoH-IMO0 MaTepHaIbHBIN HOCUTENb ¢ HHPOpMaLuell, KoTopas o0nagaer
OTIpeNIeIEHHBIMU PEKBH3UTAMHU;

6) D10 OyMaXKHBIH JIMCT C HAHECEHHBIM Ha HETO MEeYaTHBIM TEKCTOM;

B) OTO 00BEKT MaTepUaIbHOTO MUPA, KOTOPBIM COAEPKUT KaKy0-TH00 HHPOPMAIIHIO,
HEo0X0uMYyto 1711 pabodero mporiecca.

T') BCE IEPEUNCIIEHHOE BBILIE

48. Nnpopmaryst, KOTOpas UMEET CTPYKTYPY U COJIEPKHUTCA Ha HOCUTENE — 3TO:
a) TOKYMEHTHPOBaHHasi HH(OpMAIIS;

0) opuLMaNBHBINA JOKYMEHT;

B) JI€JIONIPOU3BOJICTBO.

I') BCE MEPEUUCIICHHOE BBIIIE

49. Ilepenava uHpOpMaILINH, KOTOPAsI COJAEPKUTCS B JOKYMEHTE, B POCTPAHCTBE 1 BPEMEHH —
3TO:

a) KOMMYHHUKaTUBHasl QYHKIUS JOKYMEHTA;

0) conmanibHas QYHKIUS TOKYMEHTa;

B) MoJUTHYECKas PyHKUKS JOKYMEHTA.

I') BCE MEPEUUCIICHHOE BBIIIE

50. Kakoii u3 yka3aHHBIX JOKYMEHTOB IPUOOPETAET MPaBOBYIO (DYHKIIMIO HA OMPE/IEIICHHBIH
IPOMEKYTOK BPEMEHH:



a) [Iporokoun 3aceganust aTTeCTallMOHHOW KOMUCCHH;

0) 3akoH;

B) [Inarexxnoe nmopydeHue.

T') I') BCE IEPEUHUCICHHOE BhIIIIE

51. B ueM 3akitouaeTcsi aTpuOyTUBHOCTD JJOKYMEHTA?

a) B Hanuuum B TOKYMEHTE JBYX COCTaBIISIOMMX (MaTEpHAIbHOW U MH(DOPMAITMOHHOM ), 6€3
KOTOPBIX OH CYIIECTBOBATh HE MOXKET;

0) B ero nmpennazHaueHHOCTH AJIs IEPEaul B IPOCTPAHCTBE U BPEMEHH;
B) B TecHO# B3auMOCBS3H €ro OTAEIbHBIX HJIIEMEHTOB H MOJICUCTEM, KOTOPBIE 00ECTIEYNBAIOT €TI0
L[EJIOCTHOCTh U COXPaHEHUI CBOWCTB MPH Pa3IMUHBIX BHEIIHUX U3MEHEHUSX.
I') BCE IEPEUMCIIEHHOE BBILIE

52. CnocoOHOCTh JOKYMEHTA MOBJIeYb 32 CO00i MpaBOBbIE MOCIEACTBHS — 3TO €r0:
a) IopUANYEecKas CUIa;

0) ropuanUecKas 3HaYUMOCTh;

B) JOCTOBEPHOCTb.

T') BCE MEPEUUCICHHOE BBIIIE

53. Konus 1okymeHTa — 3T10:

a) 9K3eMIUISIP, KOTOPBIN MOTHOCTHIO MMOBTOPAT COJAEPIKAHUE MOVIMHHUKA;
0) MOBTOPHBIN IK3EMILISP MOAJTMHHUKA;

B) €r0 AJIEKTPOHHAs opMa.

I') BCE IEPEUUCIIEHHOE BBILIE

8. O0s3aTeNnbHBIN 37IeMeHT 0(OPMIICHHSI IOKyMEHTA HAa3bIBACTCS:

a) peKBU3UTOM;

0) hbopmymsipom;

B) 00pa3Iom.

T') I') BCE NIEPEUHUCICHHOE BHIIIIC

54. PexBU3HT, KOTOPBIN (UKCHPYET pelIeHUE JTUIA (COTIAaCUe HIIM HECOTJIACHE) 10 TIOBOY
coJlep’KaHusl JOKYMEHTa, Ha3bIBaeTCs:

a) BU301i;

0) rpudom;

B) p€30JIOLUEH.

I') BCE MEPEUUCIIEHHOE BBILIE

55. Pezomtonus opopmisiercs:

a) caMOM JIOKYMEHTE WJIM Ha OT/IEJIHHOM JIUCTE;

0) TOJILKO Ha CAaMOM JIOKYMEHTE;

B) TOJIBKO HA OT/IEJIHLHOM JIHCTE.

T') BCE IEPEUNCIIEHHOE BBILIE

56. OT KaKoro JIMlia U3J1araeTcsi TEKCT MPOTOKOJIa?

a) OT TpeTbero JMila MHOXECTBEHHOTO YUCIIA;

0) OT TpeThero Ji1ia eAMHCTBEHHOTO YHCTIa;

B) OT nepBoro auna MHOXECTBEHHOI'O JIMIIA.

I') BCE MEPEUUCIICHHOE BBILIE

57. Kakue ycTaHOBIIEHBI CTaHAapTHBIE (popMaThl OJaHKOB TOKYMEHTOB?
a) Ad u AS;

0) ASu A3;

B) Tonbko A4.

T') BCE IEPEUUCICHHOE BBILIE

58. JIeBoe mose JOKyMeHTa J0KHO OBITh HE MEHEe:

a) 20 MMm;

0) 30 mm;

B) 10 MMm.

I') BCE MEPEUUCIICHHOE BBIIIE



59. Kakoii 1oKyMeHT opraHu3anuu Helb3s 0opopMuTh Ha 001eM Onanke?

a) [Tucemo;

0) [Ipukas;

B) OTuer.

I') BCE IEPEUMCIIEHHOE BBILIE

60. Kakoii pekBU3UT OpraHu3aluOHHO-PACTIOPSIIUTEIHHOTO JOKYMEHTA SIBJISIETCS TEPEMEHHbBIM?
a) Jlata moxymeHTa;

0) HanmeHoBaHuMe opraHu3aIyi;

B) Kox ¢popmbr mokymenra.

T') BCE IEPEUUCICHHOE BBIIIE

61. IIpu kakom BapuaHTe opopMIICHHS PEKBU3UTA 3ar0JIOBOYHAS YacTh OJIaHKA MPOJIEBACTCS 10
TPaHULIbI PABOTO MOJs?

a) [Ipu npoxonsHOM;

0) IIpu neHTpupoBaHHOM;

B) [Ipu pmarosom.

T') BCE MEPEUUCICHHOE BBIIIE

a) He MOKET OBITh pa3MeIlleH Ha OJaHKe JIOKYMEHTA, €CJIM Ha HeM yKe uMeercs repd P nmmn
rep6 ogHOrO U3 cyOonekTa PO;

0) MOKET 3aMEHSTh PEKBU3UT HAUMCHOBAHHS OpTraHU3aIUH;

B) pa3MeIlaeTcs B HIKHEM T0JIe IOKYMEHTA.

I') BCE IEPEUUCIIEHHOE BBILIE

62. Kakoii 13 yka3aHHBIX PEKBU3UTOB XapaKTEePEH TOJIBKO ISl O1aHKa CIy>KeOHBIX mrceM?

a) CripaBo4HbBIC JaHHBIE 00 OpraHU3AIlNY;

6) Kox ¢popmbr mokymeHnTa;

B) HanmeHoBaHue Buja TOKyMEHTA.

T') BCE MIEPEUUCICHHOE BBIIIE

63. B xakom nopsiike ohopMITSIeTCst aipec B MEKYHAPOTHOM MepeTrcKe?

a) ms u dbamunus anpecara, Ao, yiuia, mrat (rpadcTBO), HOYTOBBIN HHIEKC, CTPAHA;

0) ms u pamumust agpecara, OYTOBBIN UHIEKC, CTpaHa, ropo (mraT, rpadcTBO), yaula, 10M;
B) ms u pamunus aapecata, ctpana, ropof (1rat, rpadcTBo), yauia, 10M, IOYTOBbIM HHIEKC.
T') BCE IEPEUUCIIEHHOE BBILIE

64. Yto 13 yka3aHHOTO HE COJEPKUT B ceOe pe30ronus?

a) CioBo «YTBepKIat0»;

6) ConeprxaHue Mopy4yeHus;

B) ®aMUITUIO U MHUIIHAIIBI UCTIOTHUTEIIS.

T') Bce IEPEUUCICHHOE BBIIIE

65. Ha xakom opmare O1aHKa JOKYMEHTa MOXKET OTCYTCTBOBATH 3ar0JIOBOK?

a) AS;

0) A4;

B) 3aroJIoBOK SBIISETCS 00s3aTENbHBIM PEKBU3UTOM IS JIF000TO hopMaTa OJIaHKOB.

T') BCE EPEUNCIIEHHOE BBILIE

66. Eciu kK TOKyMEHTY UMeeTCs HeCKOJIbKO MPUIIOKEHHM, TO OHH:

a) HyMepyIoTcs mocie cioBa «lIpuitoskeHue» moja TeKCTOM;

0) MepeynCIIsIFOTCS Yepe3 3amsaTyro MOCie TEKCTa;

B) HUKaK HEe 0003HAYAIOTCS, a TPOCTO MPUIIATAIOTCS K OCHOBHOMY JIOKYMEHTY.

T') Bce IEPEUUCIICHHOE BBIIIE

67. Ecnu nepeqt OJKHOCTBIO B KOHIIE JIOKYMEHTAa PYYKOUM CTaBUTCS KOcCasl 4epTa,
MIPUITHCHIBAETCS «HM.0.» U CTABUTCS TOJITUCH HE TOTO JUIA, TAaHHBIE KOTOPOTO paciindpoBaHsbl,
TO TaKO! JOKYMEHT;

a) TepsIeT CBOIO IOPUIUYECKYIO CUITY;

0) UMEeT TaKyI0 e IOPHINIECKYIO CHITY, YTO U TIOJITUCAHHBIN JIOJDKHOCTHBIM JTUIIOM, Ubs
pacmudpoBKa yKka3aHa;



B) sBIseTcs (anbCcu(UKaTOM.

T') BCE MEPEUNCIICHHOE BBIIIES

68. Ha kaxoii yacTu KOIIMYU OTIIPABJIIEMOTO JOKYMEHTA IIPOCTABISAETCS BU3a?

a) B HWKHEH 4acTH JTMIIEBOM CTOPOHBI;

0) B HikHe# yacTu 000pOTHON CTOPOHBHI;

B) B BepxHell yacTu JMII€BON CTOPOHBI.

I') BCE IEPEUUCIIEHHOE BBILIE

69. UTo moHUMaeTCs Mo/l MUTPALME AIEKTPOHHBIX JOKYMEHTOB?

a) Vx mepemerenue U3 oHON HH(GOPMAIIMOHHON CUCTEMBI B JPYTYIO IPH COXPAHEHUH HX
JIOCTOBEPHOCTH, LIEIOCTHOCTH, ayTEHTHYHOCTH U IPUTOJHOCTH U1l AAJIbHENUIIEro
UCIIOJIb30BaHUS;

6) 1x nepemeliieHre ¢ 0JHOr0 HOCUTENS Ha APYrol WK KOHBEpTaLus B Apyroil popmar;
B) X nepBuyHas mpoBepka Ipu MOCTYIUIEHUH B OpraHU3aLUIO.

I') BCE NEPEUUCIICHHOE BBILIE

70. II1OTHOCTh TOKYMEHTOIIOTOKA ONPEEIIAETCS:

a) COOTHOILLIEHUEM YHCIIa JOKYMEHTOB, KOTOPbIE IPOXOJAT Yepe3 KOHKPETHBIN ITyHKT
00paboTKH, K €IMHUIIE BPEMEHHU;

6) CoOoTHOLIEHHEM KOJIMYECTBA JOKYMEHTOB, TOCTYNHUBLIMX B OPraHU3alMIO, K aHAIOTUYHOMY
MOKA3aTelio0 3a NPOLIEIUNA TEPUO/T;

B) UnciaoM 00paboTaHHBIX OpraHu3aliei JOKYMEHTOB 3a BCE BpeMs €€ CyILECTBOBAHMUS.
I') BCE IEPEUUCIIEHHOE BBILIE

71. Yto nmoxHUMAETCS MO AyTEeHTUYHOCTBIO 3JIEKTPOHHOTO IOKYMEHTa?

a) ["apanTust COOTBETCTBUS 3JIEKTPOHHOTO IOKYMEHTA 3asIBJICHHOMY;

6) OTcyTcTBHE NMPABOK B TEKCT 3JIEKTPOHHOIO JOKYMEHTA MOCJE €ro CO3JaHMs;

B) Bo3M0OXHOCTb B /100011 MOMEHT YCTAHOBUTh MECTOHAXO0XKAECHHUE JOKYMEHTA U BOCIIPOU3BECTH
ero.

I') BCE IEPEUMCIIEHHOE BBILIE

72. IOKyMEHTaIlMOHHOE 00ecredeHne YIpaBIeHUs — 3TO:

a) JlearenbHOCTh, KOTOpasi MMEET CBOEH LEJbI0 00eCeunTh (PYHKIUHU YIPABICHUS
JIOKYMEHTaMU;

0) [lesTenbHOCTh COOTBETCTBYIOIIMX JIMIL IO JIOKYMEHTOOOOPOTY, TIOKYMEHTHPOBAHHUIO,
OTIEPaTUBHOMY XPaHEHHIO, & TAK)KE MCIIOJIb30BAaHHUIO IOKYMEHTOB OpraHU3alliH;

B) JlesaTenbHOCTh paOOTHUKOB KaHILIEISIPUM IO PErHCTPAIK BXOASIIEH U UCXOASIIeH
KOPPECIIOHICHIINH.

T') BCE EPEUUCIIEHHOE BBILIE

73. Yo 13 yKa3aHHOT'O HE MOXET SIBJIATHCS MOJUIMHHUKOM JJOKYMeHTa?

a) Konus nokymMeHTa B 3JIEKTPOHHOM BUJIE;

6) IlepBbIii HK3eMIUISIp TOKYMEHTA,

B) EAMHCTBEHHBIN 2K3eMIUISIp TOKYMEHTA.

I') BCE MEPEUUCIICHHOE BBILIE

74. Kakoro Buja rne4atu He CyIIECTBYET?

a) YHUBEPCAJIbHOM;

0) repboBO¥;

B) IIPOCTOM.

T') BCE EPEUUCICHHOE BBILIE

75. Kakoil 3 nepeurcieHHbIX JOKYMEHTOB HE OTHOCHUTCS K IPYIIE OPraHU3allMOHHBIX ?
a) Cnyxe0HOE MHCHMO;

0) YupeautensHbIiA JOTOBOD;

B) llITaTHOE pacnucanue.

I') BCE MEPEUUCIICHHOE BBIIIE

76. B kakuxX TOKyMEHTaxX COJAEP>KaTCs IOPUINYECKHU BIACTHBIE MIPEANNUCAHUS CYyObEKTOB
UCTIOJIHUTEJILHOW BIacTU?



a) B pacnopsauTenbHbIX;

0) B opranuzannoHHbIX;

B) B cripaBouHO-MH(OPMAITIOHHBIX.

r)

77. JIoKyMEHT, KOTOPBIA OPOPMIISIETCSI TIOTydaTEIeM CAMOCTOSTEIBHO TIOCTIE MPOCTYITUBAHUS
€ro CoJep>KaHusl yCTHO 10 KaHaiaM TeleQOHHOI CBsI3U, HA3bIBACTCSA:

a) TenedoHorpamma;

6) Tenerpamma,

B) IIpoToKko.

T') BCE IEPEUUCICHHOE BBIIIE

78. B kakoM NpOTOKOJIE MOJIHOCTHIO 3alIUChIBAETCS BECH X0/l 3aCEAaHUs?

a) B crenorpaduueckom;

0) B kpatkom;

B) B moHOM.

I') BCE IEPEUMCIIEHHOE BBILIE

79. C KaKkoH LIEJIBI0 COCTABIAETCI MHUIIMATUBHAS TOKIaaHas 3amucKa’?

a) C uenpio nmoOyxaeHus aapecara COBEPIINTh KaKoe-Tu00 JeHCTBUE;

6) C uenbio uHGOPMUPOBAHUS PYKOBOAMUTENS O XOJIE MPOIlecca;

B) C nenpro nHOOPMUPOBAHHS PYKOBOJUTENS O XO/I€ MIIM PE3yJIbTaTax BBITOJHEHHUS PaOOTHI.
T') BCE MIEPEUUCICHHOE BBIIIE

80. OT Kakoro JuIa U3JIaraeTcsi TEKCT MPOTOKOJIa?

a) OT TpeTbero Juila MHO)KECTBEHHOTO UHCIIa;

0) Ot TpeThero auia eAMHCTBEHHOTO YHCIIA;

B) OT nepBOro nuia MHOXECTBEHHOT'O JIHIIA.

I') BCE IEPEUMCIIEHHOE BBILIE

81. Yrto Takoe NOKyMEHT?

A) D10 KaKkoil-mub0 MaTepuanbHbI HOCUTENb ¢ HH(OpMaIuen, KoTopas 00J1aiaet
oTpeieIeHHBIMA PEKBU3UTAMU;

b) D10 OyMaXkHBIN JTUCT C HAHECEHHBIM Ha HETO MEYATHBIM TEKCTOM;

B) D10 00beKT MaTepHanbHOTO MHUPA, KOTOPBIN COAEPKUT KaKyr0-T100 HHPOpMAIIHIO,
HEo0X0IuMYHO0 JUIsl paboyero mnpoiecca.

I') Bce nepeunciaeHHOe BhIIe

82. NUndopmanusi, KoTopasi UMEET CTPYKTYPY U COAEPKHUTCSI HA HOCUTENIE — ITO:

A) noxymeHTHpOBaHHas UH(QOpMAIIHS;

b) odunmanbHbIN JOKYMEHT;

B) nenonpousBoactao.

I') Bce nmepeunciieHHOE BbIIIE

83. Ilepenaua nnpopmanmu, KOTopasi COAEPKUTCS B TOKYMEHTE, B IPOCTPAHCTBE U BPEMEHU —
3TO:

A) KOMMYHUKaTUBHAs (PYHKIIUS JOKYMEHTA;

b) counanpHas QyHKIMS TOKYMEHTA;

B) nonutndeckas GpyHKINS JOKyMEHTA.

') Bce nmepeunciieHHOE BbIIIE

84. Kakoil 13 ykazaHHBIX JOKYMEHTOB IIPHOOpETaeT MpaBOBYIO (DYHKIIHIO HA OIpeIeIeHHbIN
IPOMEKYTOK BPEMEHH:

A) IIpoTtokon 3aceanus aTTeCTallMOHHON KOMUCCHU;

b) 3akoH;

B) [Inarexunoe nopyueHue.

') Bce mepeunciieHHOE BbIIIIE

85. B ueM 3akirodaeTcst aTpuOyTUBHOCTh TOKYMEHTA?

A) B HaMunu B TOKyMEHTE JBYX COCTaBJISIOUINX (MaTepualbHON U MH(POPMAIIMOHHOI), 6€3
KOTOPBIX OH CYIIECTBOBATh HE MOXKET;



B) B ero nmpennazHaueHHOCTH U1 IEpEAayy B IPOCTPAHCTBE U BPEMEHH;
B) B TecHOli B3aUMOCBSI3H €T0 OTACTBHBIX 3JIEMEHTOB U MOJICUCTEM, KOTOPBIE 00€CTIeUnBAIOT
€ro LEJIOCTHOCTh U COXPAaHEHUN CBOWCTB MPH Pa3INYHBIX BHEIIHUX U3MEHEHHSIX.
I') Bce nepednciaeHHOE BbIIIE

86 . CtocoOHOCTh JOKYMEHTA TIOBJIEYh 32 COOOM MPABOBKIC MOCIEICTBUS — 3TO €T0:
A) ropuanueckas cuia;

b) ropunuueckast 3HaYUNMOCTb;

B) nocrosepHOCTB.

I') Bce nmepeunciieHHOE BbIIIE

87. Konust JoKyMeHTa — 3TO:

A) 3K3eMILISIP, KOTOPBIH MTOJIHOCTBIO IIOBTOPST COAEPKaHNE NOIMHHHKA;
b) noBTOpHBII 3K3EMILISAP MOJUIMHHUKA,;

B) ero anekrponnas popma.

I') Bce nepednciaeHHOE BbIILIEe

88. O0s3aTenbHbIHN 2IeMEHT OPOPMIICHHS JOKYMEHTA Ha3bIBACTCS:

A) PEeKBH3UTOM;

b) popmymnspom;

B) oGpasmom.

I') Bce mepeunciieHHOE BbILIE

89. PexBU3UT, KOTOPBIN (PUKCUPYET pelIeHue Jula (Corjlacke Wil Hecorjacue) 1o moBoxy
coJiep’KaHusl JOKYMEHTa, Ha3bIBAaeTCH:

A) BU30I;

b) rpudowm;

B) pe3onronueii.

I') Bce nmepeunciieHHOE BbIIIE

90. Pe3omronmst opopmisieTcs:

A) Ha caMOM JIOKYMEHTE WUJIU Ha OT/I€JIbHOM JIUCTE;

b) TosibkO Ha caMOM J1IOKyMEHTE;

B) TonpKO Ha OTAETBHOM JIUCTE.

I') Bce nepeunciaeHHOe BhIIIe

91. OT KaKoro JMIIa U3JIaraeTcsi TEKCT MPOTOKOJIA?

A) Ot TpeTbero Ji1ila MHOXKECTBEHHOT'O YHCIIa;

b) Ot TpeTbero nuia eIMHCTBEHHOTO YNCIa;

B) Ot nepBoro nuia MHOXECTBEHHOTO JIMIIA.

I') Bce nmepeunciieHHOE BbIIIE

92. Kakue ycTaHOBJIEHbI cTaHAapTHBIE (hopMaThl OJTaHKOB JOKYMEHTOB?
A) A4 u AS;

b) A5 u A3;

B) Tonbpko A4.

I') Bce nepeunciaeHHOe BhIIe

93. JleBoe mose T0KyMEHTa JOJKHO OBITh HE MEHEe:

A) 20 mMm;

b) 30 mm;

B) 10 mm.

') Bce nmepeunicieHHOE BhIIIE

94. Kakoit TOKyMeHT OpraHM3aluu Helb3s opopMuTh Ha ob1ieM Oaanke?
A) Ilucbmo;

b) Ilpukas;

B) Otuer.

I') Bce mepeunciieHHOE BbIIIE

95. Kakoil pekBU3UT OpraHU3allOHHO-PACTIOPSIIUTENBHOTO JOKYMEHTA SIBJISIETCS TEPEMEHHBIM?
A) [lata 1oKyMeHTa;



b) HaumenoBanue opranuzanuu;

B) Kox dhopmer mokymenTa.

I') Bce nmepeunciieHHOE BbIIIE

96. IIpu xakoM BapranTe opOPMIICHUS PEKBU3HUTA 3ar0JI0BOYHAS YacTh OJaHKa MPOJIeBAaETCs 10
IPaHULbI IPABOTO MOJs?

A) Ilpu ipo10JIbHOM;

b) IIpu neHTprpOBaHHOM;

B) IIpu dnarosom.

I') Bce nmepeunciieHHOE BbIIIE

97. Takoit peKBU3UT Kak SMOJIeMa OpraHU3aIHH:

A) He MOKET OBITh pa3MEIIeH Ha OJlaHKe JOKYMEHTA, €CJIH Ha HeM yxe uMmeercs repo PD nmm
rep0 oaHOro M3 cyonekra PD;

b) MoxeT 3aMeHsATh PEKBU3UT HAUMEHOBAHUS OPTaHU3aAIIH;

B) pa3memiaeTcs B HI>KHEM T0JIE TOKYMEHTA.

I') Bce nmepeunciieHHOE BbILIE

98. Kakoii n3 yka3aHHBIX PEKBU3UTOB XapaKTEePEH TOJBKO IS OJlaHKa CITY)KEOHBIX THCEM?

A) CnpaBouHble TaHHBIE 00 OpraHu3aIuy;

b) Kox popmbl nokymenTa;

B) HaumeHnoBanue Buj1a JOKyMEHTA.

') Bce mepeunciieHHOE BBIIIIE

99. B xakom nopsiake ohopMITIeTCs aIpec B MEKTyHAPOIHOM Mepenucke?

A) Ums u pamunus aapecata, 1oM, yauna, mrat (rpadcTBo), MOYTOBBIN UHICKC, CTPaHa,

b) Ums u pamumus aapecaTa, MOYTOBBIA UHICKC, CTpaHa, ropo (1TaT, rpadcTBo), yiIHIa, 10M;
B) Uwms u pamunus agpecata, cTpaHa, ropof (rat, rpadcTBo), yauua, 10M, IOYTOBbIN UH]IEKC.
I') Bce nmepeunciieHHOE BbIIIE

100. Yto u3 yka3zaHHOTO HE COJAEPKUT B ceOe pe3omonus?

A) CnoBo «YTBepxKaa»;

b) Conepxanue nmopydeHus;

B) ®amunio 1 MHUIUAIIBI UCTIOTHUTETIS.

') Bce mepeunciieHHOE BhIIIIE
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Bonpocsl K 3a4eTy ¢ OLIEHKOM

CiyxeOHbIN TOKYMEHT: (YHKIIMU U THIIOJIOTHSI.

Knaccudukanus ynpaBieHUYECKIX JOKYMEHTOB.

CocTtaB peKBU3UTOB JIOKyMEHTOB U TpeOOBaHUS K UX OPOPMIICHHIO.
CocraBieHne opraHu3alMOHHO-PACIOPSIIUTENBHBIX TOKYMEHTOB.
CripaBo4HO-HH(OPMAIIIOHHBIE TOKYMEHTHI.

OcHoBHbIE TPEOOBaHMS K TEKCTY PACHOPSAUTENBHBIX TOKYMEHTOB.
PenakTupoBaHue TekcTa TOKyMEHTOB.

TexHonornm 00padOTKH BXOISIINX, HCXOSIINX U BHYTPEHHUX JOKYMEHTOB.

©oOoNoORrwDdE

dopMHUpOBaHUE JEN.

[EN
o

ConepxaHue 10roBopa, KOHTpaKTa.

[
A

[TnanupoBaHue paboThl PYKOBOIUTENEH U CIIEHUAINCTOB.
OKcnepTu3a HEHHOCTH IOKYMEHTOB.

-
w

TexHoaorus MoaAroTOBKY €1 K nepeaadyc B apxus.

-
>

Y4eT 1 uCnoab30BaHHue JOKYMCHTOB B apXMBC.



15.  Ilepedenn, MOPSAIOK BEACHUS U COACPIKAHNE JOKYMEHTOB KaJIpPOBOU CITY>KOBI.
16. JIOKyMEHTBI MO0 TPYAOYCTPOHCTBY, y4eTy M paboTe ¢ Kaapamu. TpyHoBble KHUKKH:
HOpsI0K 0(pOpPMIICHUS U BEICHHS.

17. JIoKyMEeHTaIIMOHHOE 00eCIIeueHUE YIIPABIICHUS aTTeCTalluel KaJpoB.

18.  TpebGoBanus Kk 0OQPOPMIICHHIO TOKYMEHTOB.

19.  Ilonstue nenosoit nepenucku. OdopmieHue JeI0BOro MUChMa.

20. [Ipunnuner  obecniedeHus:  KOHQUIACHIUMATBHOCTH  WMH(OpMaluu B CHCTEME
JIEJIONPOU3BO/ICTBA.

21.  OmpegeneHue CEKpEeTHOCTH JOKyMeHTa. OCHOBHbBIE MPOOIEMBbI OPraHU3aLUN CEKPETHOTO
JIeNIOTIPOU3BOICTBA.

22.  Opraau3anys KOHTPOJIS UCTIOTHEHHSI PACTIOPSANTEIbHBIX JOKYMEHTOB.

23.  IloBbimenue 3¢p(HeKTUBHOCTH KOHTPOJISI UCTIOIHEHUS JOKYMEHTOB.

24.  TlonsaTHe »SJEKTPOHHOrO JoKyMeHTa. CoOBpeMeHHBbIE TOAXOAbl K AaBTOMAaTHU3aLUU
JIEJIONPOU3BO/ICTBA.

25. llonsaTMe mporpaMMHON cHUCTEeMBl aBTOMaTu3anuu jaenonpousBojctBa (CAJ).
Knaccudukamms CAJL.

26.  OO030p cucTeM aBTOMATH3alMH JIEJIONPOU3BOJICTBA, MPEIACTABIEHHBIX HA POCCHIICKOM
pBIHKE. XapaKTepUCTHKA HEKOTOPHIX CHCTEM aBTOMATHU3AIIH JIEJIOTIPOU3BOICTBA.

27.  Pa3memenue pexkBu3nuToB. CrocOOBI BHIIOJHEHUS OJJAHKOB OpraHU3aIUH.

28.  Opranmuzanus pabOTHI C TOKyMEHTAMHU.

29.  OO6paboTKa OTIPaBISIEMBIX TOKYMEHTOB.

30.  Perucrtpainus u KOHTPOJIb UCIIOIHEHUS JOKYMEHTOB.

31. IOpunnueckas cuna 1OKyMEHTOB.

32.  Cosznanue 3JEKTPOHHBIX IOKYMEHTOB.

33.  HMHCTpyKIUM OpraHu3allMOHHO-METOIUYECKOT0 Ha3HAUCHUS U TpaBUIa.

34.  VYnpaBneHue TOKYMEHTaMU AJIEKTPOHHON MOYTHI.

35.  YHHUYTOXEHHE JOKYMEHTOB C MCTEKITNMH CPOKAMH XPaHEHHS.
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