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1. TACHHOPT KOMIIVIEKTA KOHTPOJIBHO-OIIEHOYHbIX CPEJACTB

1.1 O6sacTh NPUMEHEHNSI KOMILIEKTA KOHTPOJIbHO-0LIEHOYHbIX CPeICTB

Komriext OOCHOYHBIX CPCACTB IPCAHAZHAYCH IJII OLUCHKH PC3YJIbTATOB OCBOCHHA

mucuumuinHbl OI1.06 «JlokyMeHTanmoHHoe obecredeHue ypaBieHUsD

Taomuna 1
PesyabTarsl OcHoBHBIE TOKa3aTeTH Tun 3aganus, ®opma
OCBOCHHUSA OLICHKH Ne 3ananus aTTecTAalMH
pe3yabTara U UX KPpUTepHu
YMETDH
OdopmisaTh COOTBETCTBHE BBITIOTHEHHOTO IIpakTr4eckne paboThI Texyrmuuii KOHTPOJIb Ha

JAOKYMCHTAIIUIO B

3aaHu OTAJIOHY

3amanus Ne 1-5

MpaKkTH4ecKol pabote

COOTBETCTBHUH C IIpaBuibHOE TectupoBanue no remam2.1,  aupdpeHInpPOBaHHBIH
HOPMAaTHUBHOM ohopmieHre 2.2 3aqer
0a3oii, B T.4. C OpraHU3aIMOHHOH,
UCIIOJIb30BAaHUEM  PacloOpSAAUTEIbHON U
UH(POPMAITMOHHBIX  WH(POPMALMOHHO-
TEXHOJIOTH CIPAaBOYHOM TOKYMEHTAIUH C
WCTIOJIb30BaHUEM
UH(POPMALIMOHHBIX
TEXHOJIOTUU
[TpoBoauTH BJIaJICHME OCHOBHBIMHU OdopmiieHre TOKYMEHTOB C | MMpPPeHIHPOBAHHBIH
aBTOMaTH3UPOBAHH | CPEACTBAMHM IIPOTrpPaMM JJIS y4ETOM YHH(PHUIIMPOBAHHBIX 3a4er
yI0 00paboTKy BBITIOJTHEHU S (hopM TOKYMEHTOB KaJpOBOH
JIOKYMEHTOB po¢eCCHOHAIBHBIX 3a/1a4; CITY>KOBI
[IpakTnueckas pabora
UCIIOJIb30BaTh COOTBETCTBHE BBIMOJIHEHHOTO [pakTuueckne paboThl Texymuit KoHTpOIb Ha
YHUQUIMPOBAHHBIC 3a/IaHUsI ATAJIOHY 3amanue Ne 4 TNPAKTHYECKOH paboTe
bopmbI
JIOKYMEHTOB;
OCYILECTBIATh Co3nanue 37eKTPOHHBIX [TpakTiaeckne paboTh Tekynmit KOHTPOJIb Ha
XPaHEHUE U MOUCK = apXUBOB, POPMHPOBAHHE 3amanust Ne 4 TNPAKTHYECKOH paboTe
JIOKYMEHTOB; nen, opopmIIeHHE JIEN, anbGpeHIPOBAHHbII
paboTa ¢ pa3IMYHBIMA saer
KapTOTEeKaMH
KCII0JIb30BaTh HUCIIOJIb30BaHUE [IpakTrueckue padoThI UG GpeHIMPOBaHHBIN
TEJIEKOMMYHHUKAINO TEIEKOMMYHHUKAITUOHHBIX 3ananust Ned,5 3a4er
HHBIE TEXHOJIOTUHU B CPEJCTB VIS PEIICHUS
AIIEKTPOHHOM po¢eCCHOHANBHBIX 3a/1a4
JIOKYMEHT0000poTe

3HATDH




ITIOHUMaHHEC u OCO3HaHHUEC

[TrceMeHHBI onpoC MO TeEMe

Texyuuii KOHTPOJIb

OcHOBHbIE pojii JOKyMEHTa B KU3HU «TepMuHBI B 001aCTH

MOHSTHE, eI, yeloBeka U OOIIeCTBa, B JIOKYMEHTAI[IOHHOTO

3a7a4u U cdepe YIPABICHUS U olecreueHus yrpaBICHUS

MIPUHIIMIIBI npodeccruoHanbHON

JIEJIONPOU3BO/ICTBA; | ACATECIBHOCTH

CucremMbl Opranuzanus TecTtupoBanue Mo Teme HuddepenunpoBanu
JOKYMEHTAIIHOHHOT  JTOKYMEHTO000pOTa B «Opranu3aioHHO- Bl 3aueT

0 obecrieyeHust COOTBETCTBUHM C LEISAMH U pacrnopsiAuTeIbHbIC

VOPaBJICHUS U U3 3a/la4yaMH JIOKYMEHTBD»

aBTOMaTu3alusa

KJIACCH(PUKAIUIO
JIOKyMEHTOB

JTOKYMEHTAI[HOHHOTO
o0ecreyeHust ynpaBiIeHuUs

CocraBneHue pa3HbIX BUIOB
JOKyMEHTAIN

[TrceMeHHBIN onpocC Mo TeMe
«Odopmiienue 10roBOPOB»

CamocrosrenbHas paboTa
o teMe «Pabora ¢
JIOKYMEHTaMH»

Texymuii KOHTPOJIb

TpeboBaHus Kk
COCTaBJICHUIO
JIOKYMEHTOB

OpraHU3aLuIo
JOKyMEHT0000pOTa
: TIpHEeM,
00paboTKy,
perucTpanuio,
KOHTPOJIb,
XpaHEeHHe
JIOKyMEHTOB,
HOMEHKJIATypy Jel

Opranuzanus
JOKyMEeHTOO0OOpoTa B
COOTBETCTBUU C LCIILIMHU U
3aa4aMu
AOKYMCHTAIIMOHHOI'O
o0ecCIreYeHusl yIpaBICHUs

CocraBieHre HOMEHKIJIATYpbl
aen

Texymunii KOHTPOJIb




2 Opranuszaunusi MPOMeKYTOYHOM aTTecTAlun
[TpomexxyTouHas arTecTais npoBoauTcs B popme nuddepeHmpoBaHHOro 3a4era (5 cemectp).
JuddepeHurpoBanHblii 3a4eT B BHJAE HHTEPHET TecTHpoBaHUs 1O Teme «Tect ydeOHBIX

,Z[OCTI/I)KCHI/Iﬁ II0 KYpCy OCHOBBEI JOCIOIPOU3BOACTBA I[OCTI/I}KCHI/I}I o KypcCy «HGJ'IOHpOI/ISBO,Z[CTBO»
http://rodn-i-k.narod.ru/test_dpr.htm

Nurtepuer TtectupoBanue no rteme « JOCTUKEHUSA 110 KYPCY
AEJIOIMPOU3BOICTBA»

I/IHCprKHI/IﬂI YkakuTe Bce BEPHBIC BAPUAHTHI OTBETOB HA BOIIPOCHI TECTAa U Bnol

omnpeneuTe ypoBeHb Baniero ycBoenus JaHHOIO Kypca
Ha rnaBnyio crpanuny

Ha xaxom Cxo1bK0 Kakue u3 noxymenroB | /laToii npukasa Kakue 10KyMeHTBI OTHOCATCS K
(popmare PeKBH3UTOB OTHOCHATCS K SIBJIsIeTCS JaTa... OpPraHu3alMOHHbIM?
Oymaru NnpeaycMaTpuBaeT | pacnopsiAuTelbHbIM?
ucnojHsawTcs HoBbii [OCT? COIIACOBAHMS Mpuka3
ciyKeOHbIe Iporokoa HOXMUCAHMS IoJoKeHue
ROKYMERTEL? 30 HNucTpykTHBHOE yTBepKIeHUst VYka3zanue
29 NMHUCbMO perucrpanuu CnpaBka
A2 31 Ykazanue
A7 29 MoJo:xxeHue
AS
A4
PyxoBoautens | HazHaueHne IIpuka3s - 3o npaBoBoii | Kakoe onpeneneHue |ABTOPOM ciIye0HOr0 MUCbMa
(pupmeI ¢ pacnopsiiuTelbHbIX aKT, H3AaBaeMbli... OTHOCHTCS K cripaBke? |ABJIsIETCH...
MOMOIIbI0 JOKYMEHTOB - 3TO... "JloKyMeHT,
OpPraHusalnon pykoBoanTesem COACPAAMML " opranusanus, pupma, ot
HbIX peaju3anusi opraHu3anuy Ha HMeHH KOTOPOii nochljIaeTcss MUCHMO
JLOKYMEHTOB.... CHCTEMBbI IpaBax eIMHOHAYAIUA noapooHoe JOJIKHOCTHOE JINI0, KOTOpoe
NMpoLeccoB € HeJbI0 pa3pelieHdsi | ONMHCcaHHue KaKoro- NochljIaeT NUCbMO
yHpaBJieHUs OCHOBHBIX BOIIPOCOB audo ¢axkTa uian HCTIOJTHUTEJIb, KOTOPBIi
ocyniecTBsieT BBICHIUMH coOBITHSA € BIBOAAMH |TOTOBUT MMM CHMO
YBOJIbHEHHE  PeryJaHpoBaHHe OopraHamu U NpeI0KeHUAMHU JINI0, OTIIPABMBIIEE MUCHEMO
PadOTHUKOB | 1eATEJbHOCTH, MCTIOTHUTeTbHOM aBTOpa
M03BOJISIONIEE BJIACTH NMoAPOOHBII
onpeneasier  OPraHy ynpasienust PYKOBOIMTEIEM X0 KaKOro-aubo
npasa u oGecmeunBaTh OpraHM3anuy mno MepOoNpHSITHS
oGsizannocTn | PEATH3ANMIO BONPOCAM nepedenk
coTpymHuKoB | MOCTABICHHBIX HHPOPMALMOHHO- MeponpHusTHii
[Iepel HUM 3aa4 MeTOIUYeCKOro
noompsier Xapakrepa NOATBEPKICHUE WIH
oramunBmIeroc NAHMPOBAHHE onucaHue TexX WIH
5 paGoTHiKa AATEILHOCTH COBelaTe/bHBIMH HHBIX (l)?KTOB n
yupeKIeHHst OPraHAMH y4pe:KAeHus |coOBITHI
omnpenesasier c:)oﬁmeﬂue
nmocJjaeaoBarell CBEACHUM,
LHOCTE MO0y KIAI0INX

Oprassl ynpaBJeHHs

elicTBUI IpU
NPHUHUAMATH
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BbLINOJTHEHUH
TOM WJIM MHOM
padoThI

onpeaeJeHHbIE
pemeHusd

Bo BBogHoii | K kakoii rpynme

JacTu JAOKYMEHTOB
pacnopsiinTe | OTHOCUTCSI
bHOT'O NMPOTOKOJI?
[TOKyMEHTa
cojepxKaTcH... K
pacnopsiAuTeIbHbIM

ey u K auunHbIM
NPUYHHBI K
CO3TaHUA CIPABOYHO-
[TOKyMEHTa HH(OPMALMOHHBIM

K

OCHOBHBIE OPraHu3aluOHHbBIM
HaNpaBJIeHUs
nesiTeJIbHOCTH
Yupe:KkaeHust
pacnopsiKeHu
51
PYKOBOIMTEJISI

CPOKH
HCIOJTHEHHUS
pacnopsikeHust
PexBu3uT JlaToii akTa
cJ1y:ke0HOro  sIBJsieTCs JaTa...

MUCbMA - 3TO...

“YacTk | ycTaHOBJIEHHOTO

TeKCTA MUCbMA| o6 LITHSI
NOANUCAHUS

(¢upmeHnHbIiH
01aHK yTBep:KIeHus]
ero
0TAeNbHbIH
BIeMeHT

TamMn
opraHmu3anu,
HalHCaBIIeH
MHUCHbMO

HU3TOTOBJICHUS aAKTa

Oo0bsacHuTeNb |TekeT aKkTa J0IKeH

Hasl 3aNMCKA | 3aKAHYUBAThLCH...
NOANUCHLIBAETC
e PpacchbLIKOI
0 IK3EMILIAPaM
OXIHCAMHE
PYKOBOIHTEJIE OTMETKOM 0
M NPUJIOKEHUH K

npeaAnpusTHs, JTOKYMEHTY
OpraHu3anuu neyarblo

COCTaBHUTEJIEM

Kaxoro PEKBU3UTA HET

B (hopmy.isipe
cJ1y:ke0HOro nucbma?

HaumenoBanus
Y4YpeKAeHUA-aBTOpa
HaumenoBanus
BH/IA JOKYMEHTAa
_______3aroJioBKa K
TEKCTY JOKYMEHTa
Anpecara

K xakoii rpynmne
JAOKYMEHTOB OTHOCSITCSI
CIpaBKa H

JOJI;KHOCTHAA 3anmucka?

K anynbIM

K copaBouHo-
MH(OpPMaLMOHHBIM

K
pacnopsiANTeTbHBIM

K
OpPraHM3alMOHHBIM

3aBepurenbHasn
HAJNMHUCHh HA JOKYMEHTE

"BepHo" y1ocToBepsierT,

4TO...

MPaBUHJIbHO
yKa3aH agpec
NacnopTHbIE
JAaHHbIE 3asiBUTEJIS
COOTBETCTBYIOT
AeiiCTBUTEILHOCTH

aara 10KyMeEHTa

Kak na3siBaercs
JAOKYMEHT, B KOTOPOM
onpeesoTCcs
JAOJI’KHOCTHbIE
0013aHHOCTH
padoTHHKA
yupe:xaeHusi?

IIpaBuia
HNucrpyknus
Yeras
IoJoxkenue

Pe3osonuio Ha
cJ1yke0HOM mucbme
MOKHO MHCATh...

MO TEKCTY
NnUCbLMA

Ha OTAEJILHOM
Jucre dymaru

B OTAEJILHOM
cnennajabLHOM
JKypHaJie

Ha CBOOOHOM
OT TEKCTAa MecTe

I'me momemaercst
"OTMeTKa 0
NMOCTYIJIEHUH
JOKyMEeHTa B
opraHusamnuio'?

Ha neBoM noJie

Ha BepxHem
noJie
_ Ha nmxkHem
noJie

Ha s060m

JlokyMeHT, GUKCHPYIOIIUI X0
00Cy:KIeHHsl KaKoro-Jinoo Bomnpoca -
3TO...

aKT
MPOTOKOJI

NpUKa3

JAOKJIaTHASI 3aIMCKA

Kakasi oprrexHuka McnoJib3yercs s
OIlePATUBHOM NepPechblIKU CJYKeOHbIX
nucem?

KomnbloTep
daxc
Kcepoxke
Tenedon

JIOKYMEeHT00GOPOT - 3TO IBHKEHHE
JOKYMEHTA C MOMEHTA...

€ro Co3aaHus 10 OTIPABKH

€ro nmoJIy4eHusd 10 NMOoAIIUBKHA B
i (N (1]

€ro Co31aHus 10 NOAIINBKHA B
aeJ10

€10 NMoJIy4YeHusl Ui Co3aaHus
A0 MOAUIMBKH B /1€J10 WM OTIIPABKHA
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BE€pHa CBOOOTHOM OT TEKCTA

npeacenarese KOTHSA MecTe
M M YJeHAMH JOKYMEeHTa TOYHO
KOMHUCCHH COBIIAJIAET C
TMOVTAHHAKOM
ceKpeTrapeM
PYKOBOIHUTES

CooTBeTCTBHE pe3yJibTaTa TeCTa B
NPOLEHTAX U IIKOJbHOIl OLleHKH
(npeaBapuTe/bHOE, 6€3 MoacYeTa

CPEeAHHX 3HAYEHHU): Bam pesynbrar
69- | 70- 100-
~ o
Pe3-T B % <50 50 189 90
IuKOJIbHaH II2II II3II ll4ll ll5ll
OIlEHKA

Kpurtepuu oleHKH WHTEPHET TeCTHPOBAHMUS

OllEHKAa OTJIMYHO - BEpHBIC OTBETHI Ha 23-25 Bonpocos (90-100%)

OIIEHKA XOPOIIO - BepHBIC OTBETHI Ha 18-22 Bompoca (89-70%)

OIIEHKA YI0BJIETBOPHUTEILHO — BepHbIe 0TBETHI Ha 17-13 Bompocos (69-50%)

HToroBasi oueHka onpeneasieTcsi C y4eTOM BbINOJHEHHS NPAKTHYECKHX PadoT, py0e:kHOro
KOHTPOJIsI 3HAHUH M Pe3y/IbTATOB HHTEPHET TeCTHPOBAHUA
Kpurepun ouenku n1udpepeHunpoBaHHOIO 3a4eTa
«OTJIMYHO» - BHINIOJHEHNE BCEX MMPAKTUUECKUX 3aJJaHUM, BBIIIOJHEHHE PYOEKHOTO KOHTPOJIS CO
cpeaHuM OamioM 4,5 — 5, Ipu yCIIOBUM OTCYTCTBUS NPOITYCKOB 3aHATUN U BBINOJIHEHHUS HHTEPHET
TECTHPOBAHUS C OLIEHKON HE HIDKE 4, THOO0 NMPH HAJTMYUH MPOITYCKOB 3aHATHH C MOJTYYECHHUE 32 YCTHBIH
OTBET IO MPOIYILIEHHOM TeME OLIEHKH He HUXe 4
«XOPOILIO0» - BHIMOJIHEHNE BCEX MPAKTUUYECKUX 3aJJaHUH, BHIIIOJHEHHE PYOSKHOTO KOHTPOJISL CO CPETHUM
6amiom 3,5 — 4,4, ipu YCIOBUY OTCYTCTBHUS IPOITYCKOB 3aHATHIH M BBINOJHEHUS HHTEPHET
TECTUPOBAaHUS C OLEHKOM  He HWXKe 4, 1100 MK HaJIU4YUU MIPOITYCKOB 3aHATUH C MOJIY4YEHUE 33 YCTHBIN
OTBET IO MPOIYILIEHHOM TeME OLIEHKH He HUXe 4

«YAOBJIETBOPHUTEJILHO» - BBITIOJTHEHHE BCEX MPAKTUYECKUX 3a/1aHUM, BBIMIOJIHEHNE PYOEKHOTO KOHTPOJIS
co cpeaHuM OamtoM 3 —3,4, IpH yCIOBUM OTCYTCTBUS MPOIMYCKOB 3aHATUH U B BBIIOJIHEHUS MHTEPHET
TECTUPOBAHUS C OLEHKOM He HUXe 3, MO0 MpU HAJIMYUU IPOMYCKOB 3aHATHH C MOJIyYE€HHUE 32 YCTHBIN
OTBET IO MPOIYILIEHHOM TEME OLIEHH HE HUXKE 3,

«HEeYI0BJIETBOPHUTEJILHO» -HEBBIIIOJTHEHNE MPAKTUYECKUX 3aJjaHUM, BBINOJIHEHUE PyOEKHOTO
KOHTPOJISL CO CPeIHUM OayioM HMKe 3, BBINOJHEHHS MHTEPHET TECTUPOBAHUS C OLIEHKOM HuXe 3,
100 IPU HAJIMYUU HPOIYCKOB 3aHATHH € MOJydyeHHUE 3a YCTHBIM OTBET IO MPOMYIIEHHON TEME OL[EHKU
HIxe 3.

IIpu Ham4yuM cnopHoii oeHkH Ha TU(depeHIPOBAHHOM 3a4yeTe 00y4aroIMiicss MOXKeT cI1aTh

MOBTOPHO J1100Y10 (popMy PyO0e:KHOT0O KOHTPOJIsI, TH00 OTBETHUTH YCTHO Ha BONIPOCHI K
Au(pPepeHuHpPOBAHHOMY 3a4€TYy.
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JIureparypa

M.U. bacakoB, 3ampinkoBa O.W. Jlemonpous3BoacTBO (IOKYMEHTAIIMOHHOE OOeCIeUeHUE
yIIpaBlIeHHs ) HEKTPOHHBIN popmar www.twirpx.com/file/1833835/

I'OCT P 7.0.97-2016 Cuctrema cTtanaapToB 1Mo WH(GOpPMAIUU, OUOIMOTEUHOMY M H3/1aTEIIHCKOMY
neny OpraHu3aiuoOHHO-PACTIOPSIUTENIbHAS JOoKyMeHTarus. TpeOoBaHus K OQOPMICHUIO JTOKYMEHTOB
2018

['OCT P 7.0.8-2013 Cucrema cranaaptoB 1o MHGOpMaLUU OHOIMOTEUHOMY M H3JATEIbCKOMY
neny. Jlenonpou3BoACTBO U apXxuBHOE J1e0. Tepmunbl u onpeaeneHus, 2013
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