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1. OHEHOYHBIE CPEJACTBA, COOTHECEHHBIE C INIAHUPYEMbIMHU
PE3YJIbTATAMHU OBYYEHUS ITO JIMCHUITJIMHE

Kox 1 HanmenoBanme

Kox n HaumeHoBauue

Pesynbrarer 00y4yenus

Bup arrecraiumu u

npodeccruoHanbHON WHNKAToOpa 0 TUCHUIUTMHAM OLICHOYHBIX CPEICTB
KOMIIETCHIIUU JOCTUKCHUS (MonynsaM) u
npodeccuoHaIbHON MpaKkTUKaM
KOMITETEHITUU
[1K-3. Cnocoben [IK-3.1-1. T[lonumaer |IIK-3.1-1.B-1. Texymuii KOHTPOIIb -
dbopMyITHpOBaTH, (dbyHIaMeHTaIbHBIE Brnageer HaBbIKaMH | yCTHBIH OIpoOC,
pean30BbIBATH U KOHIIETIIUKM ¥ 0a30BbI€ | JOKYMEHTALMOHHOTO | IOKJIa/Ibl, TECTHI.
KOHTPOJUPOBATH TEXHOJIOTMH  PEIICHHs | 00eCTieueHus [TpomexyTouHas
BBITNIOJTHEHHE 33]1ad, 3a/a4, CBSI3aHHBIX C|JIE€ATEIbHOCTU aTTecTanus: SK3aMeH -
CBSI3aHHBIX C MTPOIIECCOM  |MPOIIECCOM  TEKYIIEH | OpraHu3aIiuu KOHTPOJIBHOE 3a/IaHHE
TeKyIllel AeSITENbHOCTH | ACSITEIbHOCTH (mompaznenenus)
JenapraMmeHTa JernapTaMeHTa

(moapazneneHus) uin
BCEN OpraHu3alu B
EJIOM

(mompaszaeneHus) WK
BCEH OpraHu3alud B
1eaoM




2. OIEHOYHBIE CPEJACTBA JIJISI TEKYIIEIO KOHTPOJIA

2.1. Bonipochl AJ1s1 IOATOTOBKHM K CEMHMHAPCKUM/MIPAKTHYECKHUM 3aHATHAM

Pa3ges 1. BBegenne B 1e10npou3BOACTBO B KaapoBoii padore. [1K-3.11-1.B-1.

[TonsTHEe JOKYMEHTAIMOHHOTO oOecrieueHus yrpasieHus B Kajapooi pabore (JJOY KP).
Knaccudukarus 10KyMeHTOB.

[Ipo6aemsr a3 dextuBHOCTH B opranu3anuu JJOY.

@DopMBbl )KYPHAJIOB PErUCTPALIUU JOKYMEHTOB Ha MIPEANIPUATHH.

Pazgea 2. [IpaBuia ogopmienns nokymenros. [1K-3.11-1.B-1.
Opranu3alioOHHO-PACIIOPSIANTENbHAS JOKyMEHTalus u TpeboBanus k ee opopmiienuto. [OCT P6.30-
2003 u u3MeHEeHUs K HEMY.

CxeMbl pAcCIMONIOKEHUS PEKBU3UTOB, TpeOOBaHHUA K HX OQOpMIICHHIO, TpeOoBaHUS K OlaHKaM
JOKYMEHTOB U UX 0()OPMIICHHUIO.

Onementsl yHuukauuu OPl: popmar 6ymaru,

CpoKH UCTIONIHEHUS JOKYMEHTOB.

[IpaBuna xoppextupoku OP/I.

Pazgen 3. CocraB u coaep:kaHHe KaJApoBOH JOKYMEHTAllMH, OCHOBHbIe [OKYMEHTHI,
periaMeHTHpYIONIMe ypaBieHue nepconajom. [1K-3.1-1.B-1.

JIOKYMEHTBI, periaMEeHTHUPYIOLIUE YIIPaBJIEHUE IEPCOHAIIOM Ha IPEAIPUSITUH.

[Tonoxxenue o kaapoBoii ciyxoe.

WHeTpykuus 1O  OpraHU3allMOHHO-  JOKYMEHTAIlMOHHOMY OOECIEYEHHI0 KaJpoBOW  padoThl
MIPENITPUATHSL.

Jlo;KHOCTHAS. MHCTPYKIIUS paOOTHUKA KaJAPOBOW CITYKOBI.

Pasnen 4. OdopmiieHne 10KYyMeHTOB NPHU NMpueMe Ha padorty u yuer kaapos. [1K-3.11-1.B-1.
[Topsanox oopmieHUs: JOKYMEHTOB IpU TIpHeMe Ha padoTy.

[Ipuxka3 o npueme Ha padoOTY.

XKypnan peructpanuu o npueme Ha padoty. [Topsiok yueta kaapos.

Benenue nuunbix gen. JInynas kapTodka.

AndasuTHas kaproreka. JXKypHai perucTpauy JHIHbIX JIe.

[Topsimok 06paboOTKK MEpCOHATBHBIX JAaHHBIX PAOOTHUKOB MPETPUSATHS.

Pasznen 5. OdopMieHne 10KYyMEHTOB IIPH IepeBOAe U PACTOP:KEHUHM TPyAoBoro aorosopa. I1K-
3.1-1.B-1.

ITopsnok nepeBoaa pabotHuka. [Ipukas o nepeBose. 3asBiIeHUE O IEPEBOJIE.

[Topsiok pacTopskeHHs TPYAOBOTO JOrOBOpa ¢ pabOTHUKOM.

[Topsanox opopmieHus 1 yuera, XpaHEHHS TPYITOBbIX KHUKEK.

bnank TpynoBoi kHMKKHU. JKypHai y4eTa TpyIOBbIX KHUXKEK.

Pazngea 6. Opranusanusi 1OKyMeHT0000pOTa HA NMPEANPUATHM M CIHOCOObLI CHCTEMATH3ALUM M
xpanenus. [1K-3.11-1.B-1.

Cucremaruzanus JOKyMEHTOB Ha MPEATNPUSITHH.

Homenxknarypa nen. llaxmarka.

OcobOeHHOCTH XpaHEHUs JOKYMEHTOB. ApXUBAIHs TOKYMEHTOB.

[lepedenb 1OKYMEHTOB, MOMJICKALTUX XPAHEHUIO.

CoBpemeHHbIe cTIocOObI M TEXHUKA CO3AaHUSI TOKYMEHTOB.



Kputepun oneHkn padoThl Ha IPAKTHYECKOM 3aHATHH

MakcuMajJbHoe KOJIHYEeCTBO

Kpurepun
putep 0aJ110B 32 3aHATHE

YcTHbIi 0NIPOC, KOJIOKBUYM

OCHOBHBIE TEOPETUYECKUE IIOJOKECHHS IO BOIPOCY PACKPBITHI. 5 6amnoB
NwmeroTcs aneMeHTbl 000CHOBAaHUS BHIBOJIOB.

HmeroTcs  aseMeHTH  cucTeMartu3aluuu  HMHGopMauuu, (QaxKTbl
MPUMEHEHHS TPO(PECCHOHAIBHON TEPMUHOJIOTHH.

O4eBUIHO  HCIIONIB30BAHUE  HMCTOYHUKOB  PEKOMEHIOBaHHOU
JIUTEpaTypsl.

Pemenne 3anay, keiicoB, 3aJ1aHN i, BbINIOJIHEHHUE JIA00PATOPHBIX padoT

BepHo BeImosiHeHHOE TTpakTUYecKoe (J1TabopaTopHOE) 3aJaHue 5 6anos

2.2.00pa3ubl TECTOB
1. I1IK-3.1-1.B-1. Ecnu akT moAroTOBIEH KOMHUCCHUEH, B KAaKOH MOCIIEI0BATEIILHOCTH JIOJIKHBI yKa3bl-
BaThCsl IOJDKHOCTHBIE JIMIIA (BO BBOJHOM YacTH), y4aCTBYIOIIME B MTOATOTOBKE aKTa?
1) Ipexncenaresb KOMUCCHH, YWICHBI KOMHCCHH B TIOPSIKE YOBIBAHUS CITY>KEOHOM JIECTHHIIBI, CEKPETAPh
KOMUCCHH.
2) Ipencenarens KOMUCCHH, CEKPETaph KOMUCCUH, YWICHBI KOMUCCHUU B ali)aBUTHOM IMOPSI/IKE.
3) Ilpencenarens KOMUCCHH, YIEHBI KOMUCCHH B all()aBUTHOM IOPSIIKE, CEKPETAPh KOMUCCHH.

2. [1K-3.11-1.B-1. I'me npaBUJIbHO PACIIONIOXHUTh OTMETKY 00 HCIIOTHUTEINE JOKYMEHTa?

1) B 5ieBOM HMKHEM YTITy JIMIEBOI MM 00OPOTHOW CTOPOHBI IEPBOT'O JIMCTA JJOKYMEHTA.

2)B npaBoM HIDKHEM YTy JIMIEBON MK 00OPOTHOM CTOPOHBI MOCICTHETO JMCTA JOKYMEHTA.
3) B n1eBOM HIKHEM YTy JTHIIEBOI MK 00OPOTHOM CTOPOHBI MOCCIHETO JIMCTA TOKYMEHTA.

3. I1K-3.1-1.B-1. CkoabpKo afpecaToB MOXKET OBITh B OTHOM JOKYMEHTE:
1) TonpKO OnUH; 3) He Oornee yeThIpex;
2) He Ooiee Tpex; 4) ckobKO HEOOXOUMO.

4. TIK-3.11-1.B-1. Paznensl, moapa3aensl, MyHKTH U TOAMYHKTHI JOKYMEHTA JIOMYCKAETCs HyMEPOBAaTh.
Kaxk nmpaBuibHO BBICTABUTH HyMEPALIUIO?
HLILI...; 2)1,2,3...; 3)a,0,B....

5. [1IK-3.11-1.B-1. Kakoe yTBep:kieHUE SBISIETCS TPaBUIbHBIM?

1) Bce opraHu3anioHHO-pacopsIIUTEIbHBIC JOKYMEHTBI 0(OPMIISIOTCS Ha O(UIMATBHBIX OJaHKaX.
2) Bce opranu3aiinoHHO-paciopsAnTeIbHBIC JOKYMEHTBI MOXKHO 0(hOPMITAThH HE Ha OaHKax, KpOMe

MIPUKA30B U MHCEM.

3) OtzenbHbIC BUIBI OPraHU3aIMOHHO-PACTIOPSITUTEIBHBIX TOKYMEHTOB JJOMYCKAeTCsl OOPMIISThH HE
Ha OlaHKax.

4) OpraHu3anuoHHO-PACTIOPSAUTEIBHBIC JOKYMEHTHI 0OPMIISIOTCS Ha OJaHKaxX WM 0e3 HUX M0 yC-
MOTPEHUIO OpraHU3aL1H.

6. I1K-3.11-1.B-1. Kakum ciocoOoM mpocTaBisieTcs qata B TpuQe yTBep KIeHHs JOKyMeHTa?
1) ManmHOMUCHBIM CIIOCOOOM.

2) IlpocraBisercst OT pyKH CEKpeTapeM MOCiIe YTBEP)KICHUS TOKYMEHTa PyKOBOIUTEIICM.

3) IIpocrasisieTcsi caMUM PyKOBOTUTEIEM B MOMEHT yYTBEPIKICHHUS JIOKYMEHTA.

4) TIpocTaBisieTcst JF0OBIM CIIOCOOOM.

7. I1IK-3.1-1.B-1. CornacoBaHue ObIBaeT:
1) BHyTpEeHHHM U BHCIITHHM;
2) [TomHBIM 1 KpaTKuM;




3) CI10)HBIM U TPOCTHIM;
4) C pyKOBOJMTEIEM YIPEKICHHS U C PyKOBOIHUTEIEM MOAPA3/ICICHNUS,
5) C BBIIECTOSAMUMH PYKOBOAUTEISIMU WITH OPraHU3AIHSMH.

8. [1K-3.11-1.B-1. JlaToif mpoTOKOIA SBISETCS:
1) Jara nognucanus;

2) Jlara coriacoBaHus;

3) Jlara U3roTOBIICHHUS;

4) [lata ucnionHeHus;

5)/lara 3aceaHus KOJUIETHAILHOTO OpraHa.

9. [IK-3.1-1.B-1. [{;s1 oriepaTUBHOTO PEIICHUS 3a7a4 YIIpaBiIeHUs co3aar0Tcs nmpukasbl. [1o comeprxa-
HUIO [TPUKA3bIBAIOT:

1) IIpocThie U CIOKHBIC;

2) ITo 0CHOBHOI1 JICATEIILHOCTH U 110 TMYHOMY COCTaBY;

3) BHyTpeHHHUE U BHEIIHUE,

4) TTonmHble U KPaTKHE;

5) C yrioBbIM H ITPOIOTIBHBIM PACIIONOKEHHEM IIITAMIIA.

10. I1K-3.1-1.B-1. 3arosoBKOM K TEKCTY POTOKOJIA SBISAETCS:
1) ®opmMynrpoBKa pacCMaTPUBACMOI TEMBI;

2) Ha3BaHue KOJIErHalbHOTO OpraHa;

3) Kparkoe conmeprkanue 00CyxICHUS;

4) YItor NpHHATHIX PELICHUIA;

5) 3aroJ0BOK OTCYTCTBYET.

11. I1K-3.1-1.B-1. ABTOopoMm ciayx’eOHOro nuchbMa sBISETCS:
1. opranuzanus, pupma, OT UMEHU KOTOPOI MOCHLIAETCS TUCHMO
2. VICTIOJTHUTEIh, KOTOPBIH TOTOBUT MTHCHMO
3. JOJKHOCTHOE JIULO, KOTOPOE MOCHIIaeT MUCbMO
4. U110, OTIPAaBUBIIEE TUCHEMO
Ortser: 1,3

12. T1IK-3.1-1.B-1. Kakoro pekBu3HuTa HET B (hopMyIIsipe CiIy>keOHOro nuchma’?
1. HaMMEHOBaHHWSA yUPEKIECHUS aBTOpA
2. HaMMEHOBaHM BHJA JOKyMEHTA
3. 3aroyioBKa K TEKCTY JIOKyMEHTa
4. anpecara
Ortser: 2

13. [IK-3.1-1.B-1. PekBu3HT Ci1y’keOHOTO MTUCHMA — 3TO
1. yacTp TekcTa mucbMa
2. ¢dupmeHHBIN OIaHK
3. €ro OTJeNbHBINA AEMEHT
4. mTamI opraHu3aluy, HAITMCaBIIeH MTUCHMO
OrtseT: 3,4

14. TIK-3.1-1.B-1. Pe3zomronuio Ha CiIy>keOHOM MUChbME MOYHO PaCIOI0XKUTh
1. Ha cBOOOIHOM OT TEKCTa MECTE
2. MexIy pekBu3uTamu «Anpecar» u «TekcT»
3. Ha OTIEIBHOM JIUCTE Oymaru
4. Ha TekcTe MMchbMa
OtserT: 2,3

15. TIK-3.1-1.B-1. Tlpu agpecoBanuu mucbMa paOOTHUKY OpraHU3AIMH HHUITHATBI YKa3bIBAIOTCS



1. mepen dhamumnneit

2. mocne ¢haMuIuu

3. HEe UMEET 3HaYCHUS
Otsert: 3

16. I1K-3.11-1.B-1. TlpaBuibHa JId MOCIEAOBATEIHHOCTH JIEMEHTOB ITOYTOBOTO aapeca’?
®  Ha3BaHUE YJUIIbI, HOMEp JI0Ma, HOMEP KBAPTUPBHIL;
" Ha3BaHME HACEJICHHOTO MyHKTa (ropoja, MOCeJKa U T. 11.);
® Ha3BaHHE paANOHA;
=  Ha3BaHHE peCIyOIMKH, Kpas, 00JacTH, aBTOHOMHOTO OKpyra (o061acTtH); HazBanue CTpaHbl (715
MEX1YHapOIHON KOPPECIIOHIEHIINN ); IOYTOBBIA UHAEKC
1. na
2. HeT
Otser: 1

17. TIK-3.1-1.B-1. Tlpu HEoOX0aUMOCTH OOpalleHHs B CTOPOHHIOIO OPraHU3AIMIO 1O HECKOJIBKHM
Pa3HOPOIHBIM BOIIPOCAM OJTHOBPEMEHHO, BCE MOKHO OTOOPA3UTh B TEKCTE OAHOTO MHCHhMA.

1. na

2. HeT
Otser: 2

18. I1IK-3.1-1.B-1. Ilpu obpaliieHuu K BBICIIUM JOJDKHOCTHBIM JIMI[AM OPraHOB BJIACTH, AEINyTaram,
npesuneHTam (mpenceaaTensiM) o0IIecTB, KOMIIaHUH, GUpPM, a TaKkKe K JyXOBHBIM JIMI[AM Pa3JInIHBIX
BEPOUCIIOBEIaHU I

1. mpuHATO OOpaIeHne ¢ yKa3aHueM JIOJHKHOCTH 0e3 paMuInu

2. IpUHATO OOpalleHuE ¢ yKa3aHueM (haMuimuu
Ortser: 1,2

19. TIK-3.1-1.B-1.  VmotpebnsieTcs JM 3akioduTenbHas (pasza BEKIMBOCTH B THCBME IIPH
OTCYTCTBHUH B HEM 0OpaleHus?

1. na

2. HeT
Ortgert: 2

20. TIK-3.11-1.B-1. Ecnu k muceMy (GOpMHUPYIOTCS TPUIOKEHHS, KaK NpPaBWIBHO yKa3aTh ITOT
PEKBU3HUT?

1. ITpunoxenus

2. IIpunoxenue
Ortser: 2

21. TIK-3.11-1.B-1. Bce ormpaBisieMble 5K3EMIUISIPBI THCbMa OJHOTO COJIEP)KaHHWS MMEIOT OIUH
PErucTpalMOHHBIA HOMED.

1. na

2. HeT
Ortger: 1

22. TIK-3.U-1.B-1. Tlpu odopmieHIH TapaHTUHHBIX UCEM 0053aTETFHO YKAa3bIBACTCS €0 THII.
®pasa «l'apaHTHIIHOE MUCBMO» PACIIONIAraeTCs:

1. B TekcTe nucrma

2. B 3aroJIOBKE K TEKCTY MHChMa
Ortser: 2

23. T1IK-3.1-1.B-1. 3arosioBOK K TEKCTY CIIY>)k€OHOTO MTHChMa MOKET OTCYTCTBOBATh:
1. ecnu TEKCT COCTABIIEH IO OTHOMY BOIIPOCY;
2. eClli B TEKCTE OTPAKECHO PEIICHHE HECKOIBKIX BOIIPOCOB;



3. ecnu TekeT oopmiteH Ha Oymare ¢popmara A4;
4. eciiu TekcT ohopmiieH Ha Oymare popmara AS.
Otser: 4

24. 1IK-3.11-1.B-1. B nuceme, opopMICHHOM Ha ONaHKe y4pexIeHUs, HeJOIyCTUMO HCIIOIb30BATh
H3JI0KEHHUE:

1. or 1 auna, en. 4ucia;

2. 0T 3 JI. el1. 9nCIa;

3. 0T 3 1. MH. YHCIa;

4. ot 1 1. MH. 4nca.
Ortser: 1

25. 1IK-3.11-1.B-1. Ecau 3anpoc ObLT MOAMKUCAH PYKOBOAUTEIEM YUPEXKICHHS, OTBET HA HETO JTOJDKEH
HOJHCATh:

1. 3amecTuTENb PYKOBOAUTES;

2. m000€e MOJTHOMOYHOE JIMIIO, B YbeH KOMIETEHIIUH pellIeHHEe JaHHOTO BOIPOCa;

3. pyKOBOIUTEIb yUpEKICHUS, (GUPMBI,

4. B 3aBUCUMOCTH OT cTaTyca 3alpaliBaeMoi nHpopManuu.

Otser: 3
IIkaja 1 KpUTEPUHU OLIEHKH TEKYIIEero TeCTHPOBAHHUS
Yucs10 npaBUJIbHBIX OTBETOB Ouenka
90-100% npaBUIHHBIX OTBETOB OreHKa «OTIUIHOY
70-89% mpaBUILHBIX OTBETOB OneHka «xopouio»
51-69% npaBHIIBHBIX OTBETOB OneHKa «yI0BJIETBOPUTEIBHOY
Menee 50% npaBIIIBHBIX OTBETOB O1ieHKa «HEYTOBIECTBOPUTEIHHOY

2.3. TeMbl 10KJI2/10B

1.CyurHocTh 1 OCHOBHOE HazHaueHue [JoKyMeHTaIlMOHHOTO 00eCIIeYeHUs YIIPABJICHHS B COBpE-
MeHHbIX ycnoBusx. [1K-3.1-1.B-1.

2.HopmaruBHo-mipaBoBas 0aza JlokymMeHTanmoHHOro obecrieuenus ynpasienus B PO. TTK-3.11-
1.B-1.

3.Opranmsanus enonpon3BoacTsa Ha Manbix npeanpustusx. [1K-3.1-1.B-1.

4.Cnenuduka JJokyMEHTallMOHHOTO 00ecreueH sl yIpaBiIeHUs B TOCY1apCTBEHHBIX YUPEKICHH-
sx. [1K-3.1-1.B-1.

5.B03MOXKHOCTH HCIIONIBL30BAHUSI COBPEMEHHOM O(PHCHOM TEXHUKU B ONTUMHU3ALUH IOKYMEHTO-
ob6opora B opranm3anuu. [1K-3.11-1.B-1.

6.B03MOXHOCTH HCIIOIB30BAHUS CIIELUAIN3UPOBAHHBIX TPOTPAMM IS OCYILECTBICHHS TOKY-
MEHTAIIMOHHOTO 000pOoTa B cOBpeMeHHbIX opranu3anusx. [1K-3.1-1.B-1.

7.Wctopusi cTaHOBIIEHUS U pa3BUTHA JlOKyMEHTAIIMOHHOTO oOecrieueHus ynpasienus B Poccuu.
[1K-3.1-1.B-1.

8.B03MOXKHOCTH UCIIONIB30BAHUS METOI0B MAaTEMATHYECKOTO MOJCIMPOBAHUS [Tl ONITUMHU3ALIIH
nokyMeHTooOopoTa Ha npeanpusaruu. [1K-3.1-1.B-1.

9.Crenmnduxa JIokyMeHTaIMOHHOTO 00ecrieyeHns yrpaBieHus B KaapoBbIx ciayxoOax. [TK-3.U-
1.B-1.

10. 3apyOexHbIii OBIT Opranu3anuu JJokyMeHTaIlMoOHHOTO o0ecrnieueHus ynpapneHus. [1K-
3.1-1.B-1.

11. [lepcriekTHBHBIC HATIPABICHUS B Pa3BUTHH J[OKyMEHTAIIMOHHOTO O0ECTICUeHHs yIpaBJie-
mus. [1K-3.11-1.B-1.

12. Opranuzanus Jlenonpon3BoACTBa B OpraHax TOCYIapCTBEHHON BIACTH U MECTHOTO Ca-

moympasnenus. [1K-3.1-1.B-1.




13. CocraB u npenHa3HaYeHUE BHYTPEHHUX OPraHU3allMOHHO-PACTIOPSIUTENBHBIX TOKYMEH-
TOB OpraHu3aiyu no padore ¢ nepconanom. [1K-3.11-1.B-1.

14. [TpumMeHeHne METOI0B COBPEMEHHOT0 MEHE/DKMEHTA B OpraHn3anuu JJokyMeHTanoH-
Horo obecrieuenus ynpasienus. [1K-3.11-1.B-1.

15. [TpumMeHeHne rocyaapCTBEHHBIX CTAHApTOB B OpraHu3anuu JJokymeHTanmonHoro oodec-
neueHus ynpasienus. [1K-3.11-1.B-1.

16. Crnenuduka opranuzanuu JlokymerTannonHoro obecredenus B cyaax. [1K-3.11-1.B-1.

17. Hcnonb3oBanue 3apy0eXHOr0 OMbITa B OPraHu3aluu JOKYMEHTO000pOTa Ha POCCUNMCKHX
npennpustusax. [1K-3.1-1.B-1.

18. XapakTepucTuka ciayx0bl JJokyMeHTallMOHHOTO 0OecriedeH s Ha KOHKPETHOM IpeIIpu-

atuu (1o BeIOOpy ctynenta). [1K-3.1-1.B-1.

Ikajga u KPUTEPUHU OLEHKH JIOKJIA/A

Kpurepun IHoka3zaresn Bbanasl
1. CTeneHb pacKpbITHS —  COOTBETCTBHE TeMe JIOKIA/A; 70
CYILLHOCTH MPOOICMBI — TIOJHOTA U TIyOWHA PACKPBITHSI OCHOBHBIX MOHATUH;

— yMeHHUe paboTarh ¢ JuTeparypoi, cucPaznentusupoBars u
CTPYKTYpPHpPOBaTh MaTepua;

— yMeHHe 0000IIaTh, COMOCTABIATh pA3IUYHBIE TOUYKU
3peHus MO paccMaTpuBaeMOMY BOIMPOCY, ApryMEHTHUPOBATh
OCHOBHBIE TTOJIOKEHHUS U BBIBOJIBI.

2. O60CHOBaHHOCTH BHIOOPA |— KpYT, IIOJHOTA MCIIOJIB30BAHMS JINTEPATYPHBIX UCTOYHUKOB| 15
MCTOYHUKOB II0 TeME€;
— IpHBICYCHHE HOBEHIINX pabot (KypHaJIbHBIE
MyONUKaUY, MaTepuabl COOPHUKOB HAy4HBIX TPYAOB U
T.J.).
3. U3noxenue — JIUTEpaTypHBIN CTUIIb. 15

Hoknan ouenuBaerca no 100 OGamibHOM mIkane, Oayibl NMEPEBONATCS B OLIEHKHU YCIIEBAEMOCTH
cleyronmM o0pazom:

90 — 100 6anI0B — «OTIIMYHOY;

70 — 89 GaiIoB — «XOPOIIO;

50 — 69 6anIoB — «y1OBIETBOPUTENHHO;

MeHee 50 0aIoB — «HEYIOBICTBOPUTEIHLHO.

3. OEHOYHBIE CPEJCTBA JIJISI IPOMEXYTOYHOMN ATTECTALIUYA

3.1. bBaHK KOHTPOJIbHBIX 3a1aHU I

BAPUAHT 1
BJIOK 1 - ITPOBEPKA HABBIKOB IIK-3.1-1.B-1.
2.1. T1K-3.1-1.B-1. YcraHoBUTE COOTBETCTBUE TEPMHUHOB U OIIPEETICHUN
1) noKymMeHT
)rcaoy
3) FOpunnyeckas cuma TOKyMeHTa

A) CgoiicTBO O(UITMATILHOTO JOKYMEHTa, COOOIaeMoe €My JCHCTBYIOIIMM 3aKOHOIATEIILCTBOM,
KOMHCTGHI_II/ICP'I N30aBIICTIO €10 opraHa 58 YCTaHOBJ'IeHHBIM HOp)II[KOM O(I)OpM.]ICHI/IH.




b) 3adukcupoBanHas Ha MarepUalbHOM HOCHTENE MH(POPMAIMS ¢ PEKBU3UTaMH, TTO3BOJISIOIIMMU €&
HUACHTH(PUITUPOBATD.

B) JloKyMeHT, COCTaBICHHBI YYPEKICHHEM WA JIOJDKHOCTHBIM JIMIIOM W O(OpPMIICHHBIA B
YCTaHOBJICHHOM IOPSIIKE.

I) CoOBOKYITHOCTh MpPUHIMIIOB ¥ TPaBWI YCTAHABIMBAIOUIMX EIMHBIC TpeOOBaHHE K
JOKYMEHTHPOBAHUIO YIIPABICHYECKON JIEATENbHOCTH M OpraHU3aliK paboThI C JOKYMEHTaMU.

2.2. 11IK-3.11-1.B-1. lns ohopmiieHHs OpraHU3aIMOHHO-PACTIOPSAUTENBHBIX IOKYMEHTOB UCIIONB3YIOT Clie-
JYIOIIIME BUJIbI OJIAHKOB:

1) oOmumii OaHkK; OJTaHK MTUCHMA,;

2) OnaHK MMCchMa; OJTaHK KOHKPETHOTO JOKYMEHTA;

3) oOmumii OaHK; OJIaHK MUChMA; OJTAHK KOHKPETHOTO BUA JIOKYMEHTA,;

2.3. I[IK-3.1-1.B-1. Knaccudukanus JTOKyMEHTOB B 3aBUCUMOCTH OT CPOKOB XpaHEHHS MPEAIoJiaracT pas-
JIeJIEHHUE UX Ha CIETYIOIIUE IPYIIIIBL:

1) JOKYMEHTBI JOJITOCPOYHOTO XPAHEHHST; IOKYMEHTBI KPaTKOCPOYHOTO XPaHEHHUS;

2) TOKYMEHTBI IIOCTOSIHHOTO CPOKa XpaHEHUsI; JOKyMEHThI KPAaTKOCPOYHOTO XPAHEHHUS;

3) [OKYMEHThl TIOCTOSHHOTO CpOKa XpaHEHHs; JOKYMEHTHI BPEMEHHOIO CpOKa XpaHEHHS
(TOATOCPOUHOT0, KPATKOCPOUHOT'O)

2.4. TIK-3.11-1.B-1. YcraHoBHuTE COOTBETCTBUE TEPMHUHOB U OTIPENETICHHIN

1) 10y

2) ®opmyrsip-oopasert

3) [Tucemo

A) Mozenb MOCTPOSHUS JOKYMEHTA, YCTAaHABJIMBAOUIAS OONACTh NMPUMEHEHUs, (HOopMarThl, pasMephl
HoJIel, TpeOOBAHMS K TIOCTPOECHUIO KOHCTPYKIIOHHOI CETKE, OCHOBHBIE PEKBH3UTHI

b) CrannmaptHelii cT OymMaru ¢ HaHECEHHBIMU TTOCTOSHHBIMH PEKBU3UTAMU W OTBEJICHHBIM MECTOM
TSI TIEPEMEHHBIX PEKBU3UTOB

B) O0606ménHoe Ha3BaHKe Pa3IMYHBIX [0 COACPKAHHIO JOKYMEHTOB, MEPECHUTAEMBIX T10 MTOUTE

I') dopma opranusaiyu paboTHI anmapara YIpasleHus 10 JIOKyMEHTUPOBAaHUIO aMUHUCTPATUBHO-
XO3SIMCTBEHHOM JIEATENBHOCTY MPEAIPUATHS U €10 MOAPA3ACTICHUN

2.5.TIK-3.11-1.B-1. YcraHoBUTE COOTBETCTBHE TEPMHUHOB U OIpE/IeTICHHI

1) PexBuzut

2) O¢puumanbHbI JOKYMEHT

3) undopmarys

A) 00s13areNbHBIN 211eMeHT 0hopMITeHUsT O(UITMATIHBHOTO TIOKYMEHTA

b) Monens mocTpoeHust JOKyMeHTa, YCTaHABIMBAKOLas 00lacTh MPUMEHEHHUs, (opMarbl, pasMepbl
noneit, TpeOoBaHusI K TOCTPOSHUIO KOHCTPYKIIMOHHOM CETKH, OCHOBHBIE PEKBU3UTBL.

B) 1OKyMEHT, COCTaBIECHHBIH YYpeXICHHEM WIN JODKHOCTHBIM JIMIIOM M O(QOpPMIIEHHBIH B
YCTaHOBJIEHHOM TIOPSIKE.

') CBenenus o nuiax, npeaMerax, akrax, COOBITHSIX, SIBICHUSIX U MPOLECCaX HE3aBUCUMO OT (hOPMBI
UX TPEACTABIICHMUSL.

2.6. TIK-3.11-1.B-1. CocraBbTe aKT O CIHCAaHUU TOBAPOMAaTepHATILHBIX IIEHHOCTEH Ha OCHOBE TprKa3a Ha-
yanbHuKa AenapramenTa ot 00.00.00 N «O npoBeneHnn MHBEHTapU3aluK TOBAPHO-MaTepHaIbHbIX LIEH-
HocTel». B akre ycTaHOBIIEHO, YTO HE MOIAIOTCS PEMOHTY U HE MOTYT OBITh peali30BaHbl TOMMEHOBAH-
HBIE HIDKE LIEHHOCTH, TIOJUIEKAIINE CIIMCAHUIO U UCKITIOYEHHIO U3 yUETa.



10

BAPUAHT 2

BJIOK 1 - IIPOBEPKA HABBIKOB IIK-3.11-1.B-1.
2.1. I1K-3.1-1.B-1. Bribepute u yCTAaHOBUTE COOTBETCTBUE 3TANIOB 00PaOOTKH IJIs1 HCXOSIIETO J10-

KyMCHTa:

1.

2.

COCTaBJICHUE MPOEKTA — COIIACOBaHHUE — O(POPMIICHHE — MOANKUCAHUE — PETUCTPAIUS — HCTION-
HEHUE — HaMpaBJIeHHUE B JIENIO;

pHUeM — IepBOHaYaIbHas 00paboTKa — IPEABAPUTEIHHOE PACCMOTPEHHE — PACCMOTPEHHE PY-
KOBOAMTEJIEM — UCTIOJTHEHHE — HAIIPaBJICHUE B JIETI0;

COCTaBJICHUE MPOEKTA — COIIACOBaHHUE — OPOPMIICHHE — MOANUCAHUE — PETUCTPAIUS — HCTION-
HEHHUE — OTIIPaBKa;

oopmiieHne TOKyMEHTa — MOIMUCAHNUE — PETHUCTPALINS — COTTIACOBAHHE — YTBEP)KICHHE — OT-
MpaBKa.

2.2. 11K-3.11-1.B-1.Be16epuTe 1 yCTAaHOBUTE COOTBETCTBHE ITAIOB 00Pa0OTKH ISl BXOAIIETO JOKY-

MCHTA.

1.

2.

COCTaBIIEHUE MPOEKTA — COTNIaCOBaHUE — O(hOpMIICHHE — MOAMMCAHNE — PETUCTPALIHS — UCTION-
HEHUE — HalpaBJICHUE B JIENO;

MpHeM — MepBOHaYaIbHas 00paboTKa — MpeIBapUTENbHOE PACCMOTPEHHUE — PACCMOTPEHHE PY-
KOBOAMTEJIEM — UCIIOJTHEHHUE — HAIIPaBJICHUE B JEJI0;

COCTaBIIEHUE MPOEKTA — COTNIacOBaHUE — O(hOpMIICHHE — MOAMMCAHNUE — PETUCTPALIHS — UCTION-
HEHUE — OTIIPABKa;

MpHeM — IepBOHaYaIbHas 00paboTKa — MpeIBapUTENFHOE PACCMOTPEHHUE — PETUCTPAIUS —
paccMOTpeHHE PYKOBOAUTEIIEM — UCIIOJHEHHNE — HAIIPaBJIEHUE B JEJI0;

odopmileHHE TOKYMEHTAa — MOANKUCAHNUE — PETUCTPALIMSI — COITIACOBAaHUE — YTBEPKACHUE — OT-
MpaBKa.

2.3. [1K-3.1-1.B-1.Bei6epute popmy T0BEICHHS O UCTIOTHUATENEH COEPIKaHUS COOTBETCTBYIOIIETO
pacniopsbxenus. [lpeanoururensHee 3TO NPOBOAUTE B opMe:

1.

2
3.
4.
5

O3HAKOMJIEHHSI C TEKCTOM MpHUKa3a U MPOCTaBICHUEM MOJNUCH “‘O3HAKOMJIEH ;
YCTHO IIpU BCTpeUe MepeAarb COACPKaHUE PACTIOPSIKEHNUS,

ogopmIieHus BBIMUCKH U3 PUKa3a;

M3TOTOBJICHUS JIUILHENW KOIIUU IIPUKA3a;

W3TOTOBJIEHUS KOIMH JUJIS JIMYHOTO JENa.

2.4. T1IK-3.1-1.B-1.BeiGepuTte npaBmisHy0 (GOPMYIHPOBKY MIPHUKa3a O MprueMe Ha padoTy:

1.

2.

3.

ITpunsats [lerpoBy K.M. naxenepom-rexnonorom ¢ 00.00.0000 ¢ MecsIYHBIM HCTIBITATEIbHBIM
cpokom c¢ okiiagom 0000 py6. B MecsIl.

3auncnuth CemeHoBy JI.A. Ha TOMMKHOCTH SKOHOMHKCTA B (hruHaHCcoBBIHA otaen ¢ 00.00.0000 ¢
MECSIYHBIM HCIBITAaTeIbHBIM CPOKOM ¢ oksiaiom 0000 py6. B MecsII.

Haznauuts VBanosy C.1O. nmxenepom otaena cobita nepesogom uz OO0 “Hanexna” ¢
00.00.0000 ¢ oxmamom 0000 py6. B MecsII.

[Tpunsate ['opaeesa M.d. 3aBenyrommM CKIAIOM € ITOJTHON MaTepUaIbHONW OTBETCTBEHHOCTBIO C
OKJIaJIOM COTJIACHO LITaTHOMY PACIHCaHUIO.

ITpunate Xpamosy E.B. ¢ 00.00.0000 nnxenepom 1 xareropuu Ha BpeMsi OTCYTCTBHSI MH)KEHE-
pa 1 kareropuu MIBanoBo# A.A., HaXOIAIIEHCS B OTIYCKE MO0 OEPEMEHHOCTH U POJiaM, C OKJIa-
JIOM COIVIaCHO HITaTHOMY PaCIUCAHUIO.

2.5. TIK-3.11-1.B-1.Beibepute 1 yCTAaHOBUTE COOTBETCTBHE ITANIOB 0OPaOOTKH JJIsl BBHYTPEHHETO J10-
KyMEHTa:

1.

2.

COCTaBJICHUE NPOEKTA — COIIaCOBaHMUE — OPOPMIICHHE — MOANHUCAHNE — PETUCTPALUS — UCTION-
HEHME — HalpaBJIEHUE B JIEJI0;

IpUeM — IepBOHaYaIbHasg 00padoTKa — IPEeABAPUTEIHHOE PACCMOTPEHHE — PACCMOTPEHHE PY-
KOBOJIUTEJIEM — MCIIOJIHEHHUE — HAalpaBJIEHHUE B JEJI0;

COCTaBJICHUE MPOEKTA — COTTIACOBaHHE — OPOPMIICHHE — MOJMHMCAHUE — PETUCTPALIUS — OTIPAB-
Ka;
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4. mpueM — repBoHavdagbHas 00paboTKa — MpeaBapUTEIbHOE PACCMOTPEHUE — PETHCTPALIUs —
paccMOTpeHHe PYKOBOAUTEIIEM — UCTIOJHEHHE — HAallpaBJICeHUE B JEJI0;

5. odopmieHne JOKyMEHTa — IOANMCAHUE — PETUCTPALIHS — COTVIACOBAHUE — YTBEPKIECHUE — OT-
MpaBKa.

2.6. IIK-3.M-1.B-1.CocTaBbTe IPOTOKOJI 3acCeAaHus IPOPCOO3HOI0 KOMUTETA 110 BONPOCY BBIACICHHUS
MaTepualbHON oMol npenoaasarento BukropoBy H.K. B ¢Bs3M ¢ TskKeNbIM MaTEpUAIBHBIM I10JIO-
KeHueM. BricTynuBiumii 4ieH npogkoMa cooOLIMI, YTO COINIACHO aKTY IMPOBEPKU MaTEpHUAILHOIO I10-
noxxeHus npenogasarenss BukropoBa H.K. oH Hyxmaercs B MaTepuaJbHOM IOMOLIM B pa3Mepe ...
pyOueii.

BAPUAHT 3

BJIOK 1 - ITPOBEPKA HABBIKOB IIK-3.11-1.B-1.

2.1. TIK-3.11-1.B-1. [IpoBenuTe IMHTBUCTHYCCKHN aHATN3 ITyOJUIHON PEUH MTPEICTABUTEIICH
OpraHoB rocynapcTBeHHOH BiacTu. Poccuiickoit dexneparuu (obpaser -
https://digital.gov.ru/uploaded/files/lingvisticheskii-analiz-publichnoi-rechi-predstavitelei-organov-
gosudarstvennoi-vlastirossiiskoi-federatsii.pdf)

Brictymiienne Munuctpa cenbekoro xossiicta PO JImutpus [larpymesa na 502-m 3acenanuu CoBera
Oenepauuu. 31 mapra 2021 . Pexxum gocryma: URL:
http://council.gov.ru/events/multimedia/video/152021/

2.2.1IK-3.11-1.B-1. 3apmanus Ha cocTaBieHUE OJIO0K-CXeM, OTPAXKAIOIIUX YMEHUSI 00yYaroIIerocs
KPUTUYECKH OLIEHUBATh COCTOSHUE JICTIONPOU3BOJICTBA ¢ TOYKH 3peHUS 3()(PEKTHBHOTO TUIAHUPOBAHUS
Y OpraHM3alNU JeSTEIILHOCTH OpraHa roCy/lapcTBEHHOM BJIACTH M MECTHOTO CAMOYITPaBIICHUS
CocTaBuTh 0J0K-CXEMY THUIOBBIX JOKYMEHTOIIOTOKOB AJIMUHUCTPALUU paiioHa

2.3.11IK-3.1-1.B-1. VYkaxuTe ci0Ba, ynoTpedbieHne KOTOPbIX B JAEJIOBOM MEpEnucKe He T0MyCKaeTcs
(oObscHUTE, TOUEMY):

TpyaHOCTb, KOHCTPYKTUBHBIN, a€KBaTHBIN, KPEaTUBHBIN, TBOpUYECKAsl JIMYHOCTD, I'PAHIUO3HBIMH,
cuzeTh 0e3 paboThl, SKOHOMUTH, (PUPMa-OTHOMHEBKA, OCIHBIN, €pyHAa, CITYk O 3aHATOCTH, aJarTallus,
MIOJICTaBHOE JIMIIO, TAHBIN MOKYIATeNb, FaJKET.

2.4.T1IK-3.1-1.B-1. CoctaBbTe TEKCT NUChMa-0J1aroJapHOCTH OpTraHy TOCYIapCTBEHHOI BIACTH.
2.5. I1IK-3.1-1.B-1. Haiigure noroBopku, apopu3Mbl 1O BEJCHHUIO JEJIIOBOM MEPENHUCKH, NPUBEANUTE

MIPUMEPHL.
IlIxana ¥ KPpUTEPUH OLEHKH TEKYIIEro TECTHPOBAHUSA

Ymnci10 npaBUJIBLHBIX OTBETOB Ouenka
90-100% mpaBUIBHBIX OTBETOB O1eHKa «OTIIMYHOY
70-89% mpaBHIILHBIX OTBETOB O1ieHKa «XOPOIIO»
50-69% mpaBUIBLHBIX OTBETOB OrneHKa «ya0BIETBOPUTEIBHOY
Menee 50% npaBUIIbHBIX OTBETOB OlueHKa «HEeyI0BIETBOPUTEIHHOY



https://digital.gov.ru/uploaded/files/lingvisticheskii-analiz-publichnoi-rechi-predstavitelei-organov-gosudarstvennoi-vlastirossiiskoi-federatsii.pdf
https://digital.gov.ru/uploaded/files/lingvisticheskii-analiz-publichnoi-rechi-predstavitelei-organov-gosudarstvennoi-vlastirossiiskoi-federatsii.pdf
http://council.gov.ru/events/multimedia/video/152021/

