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1. IlepedeHb MJIaHUPYEMBIX Pe3y/IbTATOB H3y4YeHHUs AUCHHUIIMHBI, COOTHECEHHBIX €
IUIAHMPYEeMbIMH Pe3yJIbTATAMH 0CBOCHHUsI 00pa30BaTeIbHONH POrPaMMbl

B pamkax ocBoeHHS OCHOBHOM NpOQECCHOHATIBHONH 00pa30BaTENbHONW IMPOrPaMMBbI

OakanmaBpuata OOYYarOIIMICS JOJDKEH OBJIAACTh CJIEAYIOIMIMMH pe3ysibTaTaMu OOYYEHHs 10

JUCHHUITIINHE «OCHOBBEI ACIOIIPONU3BOJACTBA U I[OK}’MCHTOO60pOT»I

Koa v HaumeHnoBanue KOMIeTeHI M

I/IH[[I/IKaTOpr JOCTHKCHHUA KOMIICTCHIINHN

OIIK-4. CniocobeH pa3pabaThiBaTh
POEKThI HOPMATHBHBIX ITPABOBBIX
aKTOB B cdepe mpodhecCHoHaATBHOMI
JIeSATEIbHOCTH, OCYIIECTBISATh UX
[IPaBOBYI0 U aHTUKOPPYILIMOHHYIO
9KCIEPTHU3Y, OLECHKY PEryJHUPYIOLIETO
BO3[[€I>’ICTBI/I$I n HOCHCI[CTBI/If/'I ux
PUMEHEHHSI

NOIIK-4.1. OcyiiecTBiseT NpaBOBYIO U
AHTUKOPPYILHUOHHYIO SKCIIEPTU3Y IMPOECKTOB
HOPMATUBHBIX MIPABOBBIX aKTOB B chepe
npodeccnoHalbHOM 1eATeNbHOCTH

HNOIIK-4.2. OneHuBaer peryiupyoiiee BO3IEHCTBHE
MIPOEKTOB HOPMATHUBHBIX TIPAaBOBBIX aKTOB B cdepe
poecCHOHATLHON NIEATEIPHOCTH W IOCIIEICTBUS UX
IPUMEHECHHUSI

OIIK-7. Cioco0OeH ocyIIecTBIsATh
BHYTPHOPraHU3alUOHHBIE U
MEXBEIOMCTBEHHbIE KOMMYHHKAIUH,
o0ecneynBaTh B3aUMOJICHCTBUE
OpPraHOB BJIACTH C TPakJIaHAMH,
KOMMEPYECKUMH OPTaHHU3aAIUIMH,
MHCTUTYTaMU TPaKJaHCKOTO
o01ecTBa, cpeCTBAaMU MacCOBOM
uH(popMaluu

NOIIK-7.1. Onpenenser 3agaun npodeccnoHanbHOMI
JESTSIILHOCTH B 00JIACTH OCYIICCTBICHHUS
BHYTPUOPTraHU3AIMOHHBIX, MEXBEIOMCTBEHHBIX
KOMMYHHUKAIWA U B3aUMOJICHCTBHSI OPraHOB BJIACTH C
rpa<IaHaMy U THCTUTYTaMH TPAXKIAHCKOTO 00IECTBa

NOIIK-7.2.  Opranuszyer  AEIONPOU3BOJACTBO U
JIOKYMEHTOOOOpOT B OpraHax BIIAcTH AJisi oOecreyeHus
BHYTpPH- U MEXBEIOMCTBEHHBIX B3aUMOJICUCTBUI

2. Mecto aucunmimnsbl B ctpykrype OINIOIT

VueOHass mucimmnaa b1.0.32

«OCHOBBI JI€IONPOU3BOJCTBA U JIOKYMEHTOOOOPOT»

OTHOCHUTCS K 00si3aTenbHON yacTu 1ukia b.1 «/luciumimael (Momynm).

3. O0beM AUCHUIIMHBI B 32a4€THBIX ¢IMHUIAX ¢ YKA3aHMEM KOJIHYeCTBA aKAJAeMHUYeCKUX
4aC0B, BbIICJICHHBIX HA KOHTAKTHYIO pa0oTy 00y4YalIIHUXCs ¢ mpenojasaresieM (110 BUAAM
3aHATHI) U HA CAMOCTOSAITEJIbHYI0 padoTy 00yYaromuxcst

OO0mass  TpyIOEMKOCTb

(0OBem)

JUCIHUITIINHBI «OCHOBEBI ACJIOIPONU3BOJACTBA u

JIOKYMEHTOO0O0POT» COCTaBIISAET 4 3a4E€THBIC €ITUHUIIBI.
O0bEM IMCUMIIMHBI 10 BUAAM Y4eOHBbIX 3aHATHI (B 4Yacax) — 04HO-3204HasA popma

o0yueHust
Buj yueOHoit padoThl Beero Cemectper

4acos 4 -
AyIMTOpHBIE 3aHATHS (BCEro) 40 40 -
B ToMm umcne: - - -
Jlexmun 20 20 -
[Tpaktuueckue 3anstus (I13) 20 20 -
Cemunapsi (C) - - -
JlabopaTtopusie padoTs (JIP) - - -
CamocrosiTesibHas padoTa (Bcero) 68 68 -
B Tom uncne: - - -
KypcoBoii mpoekT (pabota) - - -
PacuetHo-rpaduueckne paboTs - - -




Pedepar 4 4 -
[ToaroToBKa K MPaKTUYECKUM 3aHSITHIM 60 60 -
TecTtupoBanue 4 4 -
Bun npoMexyTouHO# arTecTauu — 3K3aMeH 36 36

OO01mmast TpyJ0€MKOCTh Jac / 3a4. e]1. 144/4 144/4 =

4. ConepskaHue QU CHUATIINHbBI
4.1. Pa3nennbl JMCHUILIMHBI M TPYJA0EMKOCTD 110 BU/IaM Y4eOHbIX 3aHATHI

w2
= § Buabl yueOHbIX 3aHATHI, BKJIKOYAs
E § CaMOCTOSITEIbHYIO Pa0oTy 00y4arouuxcs, 4ac
Ne Pa3nen/Tema S 8
n/n I[I/ICIII/IHJII/IHBI E KoHTakTHan paﬁoTa
& CamocrosiTe/b-
Bcero NpaKTHYeCKue Has paborta
JIeKIHH
3aHATHSA 00y4Jarouxcs
1. Tema 1. Beenenue B 10 2 2 6
JICIIOTIPOU3BOICTBO.
OcHOBHbIE TIOHATHUS U
TEPMUHBI.
2. | Tema 2. VcTopus pa3BuTHS 10 2 2 6
JICIIONIPOU3BOICTBA
3. | Tema 3. CoBpeMeHHOE 10 2 2 6
rOCy/IapCTBEHHOE Pa3BUTHE
JIEIONPOU3BOICTBA
4. | Tema 4. [IpaBuna 10 2 2 6
COCTaBJICHHS U
oopMIIeHUS TOKYMEHTOB
5. Tema 5. OpranuzanoHHO- 10 2 2 6
pacTopsANTEILHBIC
JOKYMEHTHI.
6. | Tema 6. Cucrema 10 2 2 6
MH(pOPMAaIMOHHO-
CIIPAaBOYHOM
JTOKYMEHTAITUH.
7. | Tema 7. CnyxxebHas 12 2 2 8
TIepeIrCcKa.
8. | Tema 8. JIoKyMeHTHI 110 12 2 2 8
JUIHOMY COCTaBY.
CocTraBiieHHe THYHBIX
JTIOKYMEHTOB
9. Tema 9. Opranuzanus 12 2 2 8
paboThI ¢ JOKYMEHTaMH
10. | Tema 10. Cucremarusarus 12 2 2 8
1 XpaHCHHE
yIpaBICHICCKIX
JIOKYMEHTOB.
Bcero 108 20 20 68
JK3aMeH 36 - - -
HTtoro 144 20 20 68




4.2. ConepxxaHue pa3iesioB IUCHUINIHHBI

Tema 1. BBenenne B 1eJ10npou3BoAcTBO. OCHOBHbIE NOHATHS U TEPMUHBI.

[IpenMer u 3amaum Kypca Aenonpou3BoACTBO. CyIIHOCTh MOHSATHUS «JI€IOINPOU3BOJCTBOY.
[TonsTus «uHbOpMaALMI» U «JOKYMEHT» MecTo M pojib JOKYMEHTOB B YIIPaBJIE€HUH. 3HAUCHHUE
UHPOPMALIMU I TPUHATHUS YNPABICHUYECKUX peIIeHUi. BUAbl ympaBleHUECKUX TOKYMEHTOB.
[ToHsATHE «PYHKIUHM DOKYMEHTa», MOJU(YHKIMOHAIBLHOCTh JOKYMEHTOB. CBOMCTBAa TOKYMEHTOB.
Knaccugukanust 10KyMeHTOB.

Tema 2. UcTopusi pa3BUTHA 1€J10NPOU3BOICTBA

Jlenonpou3BoACTBO B IPEBHEPYCCKOM rocyzapcerse. IIpukazHoe nenonpous3sBOACTBO.
Komnnexckoe penonpousBoactBo. MuHHCTEpCKOE AENONPOU3BOACTBO Jlenonmpons3BojacTBO B
COBETCKHUX y4peKJIeHUsAX. ['ocy1apcTBEHHOE NEI0NPOU3BOACTBO B COBPEMEHHYIO JIIOXY.

Tema 3. CoBpeMeHHOe rocy1apCTBEHHOE Pa3BUTHE 1eJ10IIPON3BOACTBA

3aKOHOJATENIBHOE PEryJIMpPOBaHUE JEJIONPOU3BOACTBA W OCHOBHBIE €T0 HalpaBICHUS.
HopmaruBHO-MeTOAMUYECKOE PETYJIMPOBAHUE AEIONPOU3BOACTBA I'0CYy1TapCTBEHHBIE CTaHIAPTHI,
UX pOJIb U 3HaYeHHUE (CTaHapTH3alys) TUoBas HHCTPYKIMS 110 JeJIONPOU3BOACTBY B (peiepanbHbIX
OopraHax HCIOJHHUTENbHON BiacTH. [IpaBmia Mo [enompou3BOACTBY B (helepaibHBIX OpraHax
UCTIOJIHUTEJILHOW BiacTH. Meroandyeckue peKOMEHJAaluu M0 pa3palOoTKe WHCTPYKUMH IO
JIeNIOTIPOU3BOACTBY B (hefiepalibHBIX OpraHax HCIOJHUTEIBHON BIACTH. YHU(QUIIMPOBAHHBIC
CUCTEMBI JOKyMeHTaluu. HopMaTuBHBIE JOKYMEHTBI IO TPYly U OXpaHe U Tpyda

Tema 4. [IpaBuiia cocraBjaenus 1 oopMJIeHUsI JOKYMEHTOB

®opmartsl Oymaru u nois. Hymepauus nucros. @opmyisip-oOpasen. TpeboBanus k 6i1aHKaM
JOKYMEHTOB.  XapaKTEpUCTHKA TOCYAapCTBEHHOTO CTaHaapra «YHU(PHUIMPOBAHHBIE CHCTEMBI
JOKyMEHTaluH. Y HUPHUIMPOBAHHAS CUCTEMa OPraHU3aLMOHHO-PACIOPSAUTEIbHOW JOKYMEHTALIUH.
TpeboBanust k opopmienuto aokymentoB» ['OCT P. IlpaBuna odopmiieHHS NTOKYMEHTOB IpU
UCIIOJIb30BaHUM TexHHYecKkux cpencrB. CocraB pekBusuToB aokymeHtoB OPJI. IlpaBuia
0 OpMIIEHHS PEKBU3UTOB 3aroJ0OBOYHON YaCTH JIOKyMEHTA: yriioBoe ((aroBoe U LIEHTPOBAHHOE),
npojonsHoe (eHTpoBanHoe). Odopmuenue repda Poccuiickoit denepannu, cyonrexra PD, smOemMsl
OpraHM3alMi WM ToBapHOoro 3Haka. Kopx opranuzanuu-aBropa JokyMmeHTa. OCHOBHOMH
rOCyJJapCTBEHHBIM PEerUCTpallMOHHBI HOMEp IOPHANYECKOro Juna. MneHTHu(UKainoHHbIH HOMEp
HaJIOTrOIUIaTebIIMKA/KO TPUYMHBI TocTaHOBKU Ha yuéT. Kon gopmbl nokymenTta. HaumeHnoBanue
OopraHu3aiuu -aBropa AokyMmMeHTa. CIpaBOYHbIE JaHHbIE 00 OpraHM3aLUU - aBTOPE JTOKYMEHTA.
HasBanue Buna noxymenra. [lata gokymenTa. Perucrpanuonsbiii Homep nokymeHTta. Cchlika Ha
pPEeTUCTpallMOHHBI HOMep W Jary AokyMmeHTa. [lopsaok odopMieHuss peKBU3UTA «ajapecary.
PexBu3nThl comepxkaTenpHOM yacTH: TpeOOBaHMSA K TEKCTaM JOKyMEHTOB. COKpalll€HHBbIE CIIOBa.
Ynorpebiienne s13bIKOBbIX (hOpMYyJI. SI3bIK TEKCTA. DIEeMEHTHI TEKCTa JOKYMEHTA. 3aroJIOBOK K TEKCTY
JnokyMeHTa. OTMEeTKa O HaJMYMM NPUJIoKeHUs. PekBU3NUTHI opopMIIsitoliel YacTH MOANKNCAHUE U
yTBEpXKACHUE JOKyMeHTOB. CormacoBaHue JOOKyMeHTOB. Otruck mnedatu. BusupoBanue
JTOKYMEHTOB. OTMETKM Ha JOKYMEHTE: OTMETKa O MOCTYIUIEHWH JIOKyMEHTa B OpraHH3allMIo,
pE30JIoNHsI, OTMETKa O KOHTpOJE, OTMETKAa O 3aBEpPEeHUH KOMHUU JOKyMeHTa. MupeHTudukartop
AIIEKTPOHHOM KOMHUM JokyMeHTa. OTMeTka 00 ucnonuutesne. OTMeTka 00 UCIIOIHEHUH IOKYMEHTA U
HanpasJyieHuu ero B Jieno Opuanueckas cuna aokymenTa. KOpuandecku 3HauMMble pEKBU3UTHI.

Tema 5. OpranuzanoHHO-pacOPSAAUTEIbHbIE JOKYMEHTHI.

OpraHu3allMOHHO-TIPABOBBIE  JJOKYMEHTBI, MX Ha3HaueHHe U cojaepkanue. OOmme
TpeOOBaHUS K OpraHU3allMOHHBIM AoKyMeHTaM. [IpaBuia coctaBieHue U opOpMICHHE OTIEIbHBIX
BUJIOB OPraHM3allMOHHO-TIPABOBBIX JOKYMEHTOB: YCTaB MPEANPUATUS AOKHOCTHAsT MHCTPYKIMS,
M0JIO’KEHHUE, IITATHOE pacliCcaHue, CTPYKTypa U IITaTHAas YUCIEHHOCTh. Ba)XHOCTh M 3HAYEHHE ITHX
JOKYMEHTOB B JIETEIBHOCTH MpennpusaTus. PacmopsautenbHble TOKyMeHTBl. OcoOE€HHOCTH
MOJITOTOBKU PACIIOPSIUTENbHBIX JOKyMeHTOB. [Tonroroska u odpopmienue npukazoB. OcoOeHHOCTH
oopmieHHs BBIMUCKY U3 MpuKkaza. Crenudurka HamMcaHUs pacTiopsHKECHUN, peIeHu.

Tema 6. Cucrema HH(POPMAITMOHHO-CIIPABOYHOM TOKYMEHTALMH.

Haznauenue nHhopMaioHHO-CIIPAaBOYHOMN TOKYMEHTALIUU B YIIPABJICHUYECKOU
JESTEIbHOCTH. XapaKTEepUCTHKA OCHOBHBIX BHJOB CIIPABOYHO-MH()OPMAIMOHHBIX U CIPABOYHO-
AHATUTUYECKUX TOKYMeHTOB. [IpoTokomnsl. TpeboBanus k cocraBieHuio u odopmienuto. [lonHsie
u  Kparkue (opmbl TPOTOKOJOB. AKTHL. TpebGoBanus k odopmiieHuro akToB. [Ipomemypa
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MOJATOTOBKH, COCTaBIeHHE U  O(OpMIICHHE TOKIAIHBIX U OOBSICHUTEIBHBIX 3aIMHCOK, CIPABOK,
3asiBJICHU, IPEACTaBICHUM, MPEJIOKEHUN U JIP.

Tema 7. CiryxeOHasi nepenucka.

[IpaBuna u TpeGoBaHMs K JAeM0BOMY IMUCbMY. COBOKYITHOCTh PEKBHU3UTOB O(UIIMATIEHOTO
MUChMa U MpaBwiIa uX opopMieHUsS. S3pIK M CTWIb OQUIHMANBHBIX muceM. CTpyKTypa ImUchMa.
DOTHKET B J1e710BO# nepenucke. OCHOBHBIC TPeOOBaHUS K TEKCTY CIy)KeOHOTro muchMa. OTnenbHbIe
BUJBI TICEM (MH(POPMAIIMOHHOE, TAPAHTHIHOE, TMCHbMO-0TBET, MUCEMO-3aIPOC, COMTPOBOIUTEIHLHOE
UChMO). MexayHapoaHast nepenucka CTpyKTypa M CMBICIOBBIE 4acTh muchbMa. CTHIIb TEKCTOB U
odopMIIEHHE JIETIOBOTO MUChMa.

Tema 8. lokyMeHTHI 110 JUYHOMY cocTaBy. CocTaBjieHHe JIHYHBIX TOKYMEHTOB

CoctaB W BHUIBI JOKYMEHTAIlMd TIO0 JUYHOMY COCTaBYy. YHHU(HUIIMPOBaHHBIE (OPMBI
nokymeHToB. llpuka3. Odopmienne npuéma Ha pabory. IlepeBom Ha npyryr paborty.
[IpenocraBneHue oTmycka. YBojJbHEHHE ¢ paboThl. COCTaBIIEHHE JIMYHBIX JOKYMEHTOB (pe3roMme,
aBTOOMOTpadus, XapaKTepUCTHKA, aHKETA, JOBEPEHHOCTh, PACIICKa).

Tema 9. Opranuzanusi padoThl ¢ JOKYMEHTAMH

[TonsTre «mokymMeHTOOO0OpOTa». I[lpaBHia opraHu3ayu JOKyMEHTO000poTa. YUueT o0bema
ToKyMeHTooOopoTa. OCHOBHBIE ATambl U MPUHIUIB PaOOTHl C BXOISIIMMH, HUCXOASIIUMHU U
BHYTPEHHUMH JOKyMeHTamMu. lIpaBmiia perucrpanvv W WHICKCAUA JOKYMEHTOB. DOpMBI
peructpauuu. KoHTpOJIb UCIIONHEHUS JOKYMEHTOB.

Tema 10. CucrtemaTu3anus U XpaHeHue ylpaBJeHYeCKUX JOKYMEHTOB.

[TonsiTHEe «HOMEHKIIATypa Jeil», BUJIbI HOMEHKIATYphI Jen. TpeboBaHus, NpeabsaBiseMble K
COCTaBJICHUIO HOMEHKJIATypbl nein. DopMupoBaHHE Jel B OpraHuzanud. TpeOoBaHHS K
dbopMupoBaHHIO JeN. OJKclepTh3a IIEHHOCTH JIOKyMEHTOB. TpeOoBaHus, NpeIbsBIsIEMblEe K
OpTaHM3AIMH U TPOBEICHUIO IKCIIEPTHU3HI IICHHOCTH JIOKYyMEHTOB.

4.3. IIpakTuyeckue 3aHATHS / 1a00paTOpHbIEe 3aHATHSA

3anstue 1. Ucropus pa3BuTus A€I0MPOU3BOICTBA
3anstue 2. CoBpeMEHHOE IOCy1apCTBEHHOE PA3BUTHUE JI€TIONPOU3BOJICTBA
3anstue 3. [IpaBuna coctaBieHus U opopmiIeHUs JOKYMEHTOB
3ansarue 4. OpraHn3alMOHHO-PACIIOPSIANTEIbHBIE JOKYMEHTBHI.
3ansrtue 5. Cucrema nHGOPMAIIMOHHO-CIIPABOYHOM TOKYMEHTAIUH.
3ansTtue 6. CiykeOHas nepenucka.
3anstue 7. JIoKyMeHTBI 110 INYHOMY cocTaBy. COCTaBlI€HHE JIUYHBIX JOKYMEHTOB
3ansTtue §. Opranuszanus padoThl ¢ JOKyMEHTaMU
3anstue 9. CucremMarusalys U XpaHEeHHE YIPaBIEHYECKUX JOKYMEHTOB.
5. Y4eOHo-MeTOoAMYeCKOEe M HH(POPMALMOHHOE 0O0ecneYeHue THCIHHILINHBI

5.1. OcHoBHas UTEpaTypa

1. Ka6amog, C. 0. [lenonpou3BOACTBO W apXWBHOE N0 B TEPMHHAX U OMpPEACIICHUSX:
yuebHoe nocobue / C. FO. Kabamos, U. I'. Acannusposa. — 3-e uzn., crep. — Mocksa: ®JIMHTA,
2018. - 295 C. - Pexum JOCTYTIA: o ITOITHCKE. -
URL.: https://biblioclub.ru/index.php?page=book&id=69168

2. ApacnanoBa, B. A. CnyxeOHbIe JOKYMEHTBI: (OPMYJISAPHI U MPUMEPHl O(HOPMIICHUS.
AnpOoM: yueGHO-TIpakTHUeckoe nocodue: [12+]/B. A. Apacnanosa, E. C. BypmucrtpoBa. — Mocksa;
bepmun: upexr-Meama, 2020. — 108 c¢. — Pexum jgocryma: 1o IOANHMCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=578396

5.2. lonoiHMTE/ILHAS JIUTEPATYpPa

1. Joxyment. Apxus. Uctopus. CoBpeMEHHOCTh: COOPHUK Hay4YHBIX TpyAoB / ri1. pex. JI. H.
Masyp; Vpansckuii penepanbHbiii yHuBepcuTeT M. niepBoro IIpesunenta Poccun b. H. Enbniuna,
VYpanbckuil ryMaHUTapHbIH HHCTUTYT. — ExaTepunOypr: M3naTenscTBO YpanbcKoro yHUBEPCUTETA,
2020. — Bemyck 20. — 361 c.: cxem., Tabn. — Pexum pgoctyma: mTO TOXMUCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=698984

2. I'punbepr, A. C. JloKkyMEHTaIlMOHHOE OOCCICUCHUE yIpaBiCHUSA: y4YeOHUK /
A. C. I'punbepr, H. H. I'op6aués, O. A. Myxamermmna. — Mocksa: FOuuru-Zlana, 2017. — 392 c.:
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https://biblioclub.ru/index.php?page=book&id=69168
https://biblioclub.ru/index.php?page=book&id=578396
https://biblioclub.ru/index.php?page=book&id=698984

TalII., rpad., HIL., CXEMBI - Pexum JOCTYTIA: o TTOJIITHMCKE. —
URL.: https://biblioclub.ru/index.php?page=book&id=684757

5.3. JIuneH3noHHOE MPOrpaMMHOe o0ecredeHue
1. Microsoft Windows 10 Pro
2. Microsoft Office 2007

5.4. CoBpemennbie mnpodeccuoHAJbHbIE 0a3bl JAHHBIX M HH(OPMAIMOHHbIE

CIPaBOYHbIE CHCTEMbI

1. KommnbrorepHbie HHOPMAIMOHHO-TIPABOBbIE CUCTEMBbI « KOHCYIbTaHT»
http://www.consultant.ru , «I"apaaT» http://www.garant.ru
OdunmanbHbIi MHTEPHET-NOPTAN PaBOBOM MHpopMarmu http://pravo.gov.ru
AJIMHHUCTpaTHBHO-yIIpaBICHUYCCKHI mopTai http://www.aup.ru/
[Topran rocyapcTBEHHOM TpaXkIaHCKOM ciyx0bl https://gossluzhba.gov.ru
Hayunas snexkrponHast 6ubnauoreka http://wwwe.elibrary.ru
OBbC «YuuBepcurerckas oudanoreka onmaiiu» https://biblioclub.ru/index.php

© oA~

6. MaTepuaibHO-TEXHUYECKOE O0ecnedeHne T CHUUIIUHbI

1. JlekunoHHast ayJUTOPHSL, Ay AUTOPUSI 111 TPYNIIOBBIX U HHIUBUAYAIbHBIX KOHCYJIbTALUMI,
OCHAIIIEHHasi KOMIUJIEKTOM MeOenu Juis ydyeOHOro mporecca, y4eOHON JOCKOM, MepCcOHaIbHBIM
KOMIIBIOTEPOM, TJIa3MEHHOM MaHEIbIO.

2. Ayauropus Ui NpOBEICHHS IPAKTUYECKUX U CEMUHAPCKUX 3aHATUMN, TEKYILIETr0 KOHTPOJIS
U TPOMEXKYTOYHOW aTTeCTalluM, OCHAIEHHas KOMIUIEKTOM MeOenu A ydeOHOoro mporecca,
yueOHO T0CKOH, TepCOHAIBLHBIM KOMITBIOTEPOM, IJIa3MEHHON aHEbIO.

3. Aynuropus JUisl CaMOCTOATEIbHON pabOThI CTYIEHTOB, OCHAILIEHHAs! KOMIUIEKTOM MeOenn
Juis ydyeOHOro mpoliecca, yueOHOH JOCKOM, NMepCOHaNbHBIMH KOMIBIOTEPAMU C BO3MOXKHOCTBIO
NOJKJIIOUeHUs K ceTH «MIHTepHEeT» U 10CTYNOM K 3JIEKTPOHHON MHPOPMaIMOHHO-00pa30BaTeIbHON
cpene YHHUBEPCUTETA.

7. MeToaudyecKue PEKOMEHIAIUHA IT0 OpraHu3alu U3y4YCeHUS TUCHUIIJINHBI

7.1. MeToan4ecKHe peKOMEHIALUH PENOAaBaTe 0

Janublii pasznen Hactosmed padodeil mMmporpaMMbl MpeaHA3HAYeH ISl HAYWHAIOIIMX
npenoaaBaTeneil U CreluaiicTOB-TIPAKTHKOB, HE UMEIOIINX OIbITa MPENo1aBaTeNbCKONW pPaboThI.

Juctunnuaa «OCHOBBI  JIEJIONIPOU3BOJICTBA W JIOKYMEHTOOO0OpOT»  (OopMHUpYET Y
oOyuaromuxcss koMmnoHeHTsl komnereHimu: OIIK-4 u OIIK-7. B ycnoBusix KOHCTpYyHpOBaHHUS
o0pa3oBaTeNbHbIX CHCTEM Ha MPUHIUNAX KOMIIETEHTHOCTHOTO  IMOJAXO0Jla  MPOU30ILIO0
KOHILIETITYaJlbHOE M3MEHEHUE POJIM MPENnoAaBaTeisl, KOTOPBIM, HApPALY C TPaJULHUOHHON POJIBIO
HOCHTEJISl 3HAHUM, BBITTOJIHSAET (PYHKIIMIO OpraHu3aTopa Hay4YHO-TIOMCKOBOM paboThl 00y4YaroIerocs,
KOHCYJIbTaHTa B MPOIEAypax BbIOOpa, 00pabOTKH M MHTEpHpeTaluu MHPOpMAIUU, HEOOXO0AUMOI
JUTSL TIPAKTUYECKOTO JICUCTBUS M JATbHEHIIETO Pa3BUTHS, YTO JIOJDKHO 00s3aTEIbHO yUHUTHIBATHCS
IpU TPOBEACHUM JICKIMOHHBIX M MPAKTUYECKUX 3aHATHH 10 aAucHuIuiMHE «OCHOBBI
JIEJIONPOU3BOJICTBA U TOKYMEHTOOOOPOTY.

[IpenogaBaHre TEOPETHUYECKOTO (JIEKIIMOHHOTO) MaTepuasiia 1o aucuurimHe «OCHOBBI
JIEIONPOU3BOJCTBA M JOKYMEHTOOOOPOT» OCYIIECTBIISIETCS HAa OCHOBE MEXIUCHUIUITMHAPHOU
MHTETPAIlMN U YETKUX MEXAMCIMILUTMHAPHBIX CBA3€H B paMKax 00pa30BaTENbHOW MPOTpaMMbl U
ydeOHoro miuana o HanpasieHuto 38.03.04 ['ocygapcTBeHHOE U MyHUIIMITATLHOE YIIPABIIEHHUE.

[TonpoOHOE conep:kaHue OTICNIBHBIX Pa3AeNoB TUCIHUILUIUHBI « OCHOBHI JI€IOMPOU3BOJICTBA U
JIOKYMEHTOO00POT» paccMaTpuBaeTcs B 1.4.2 pabodeil mporpaMMEI.

MeTtoauka onpeeneH st U”TOTOBOTO CEMECTPOBOI0 PEUTHHTA 00YYaIOIIErocs MO TUCIUILIIMHE
«OCHOBBI JI€TIOTIPOM3BOJICTBA M IOKYMEHTOOO0pOT» TNpeAcTaBieHa B coctaBe @POC nmo IUCIMIUINHE
B 11.8 HacToAwIeH paboyeil mporpaMmel.
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[TpumepHbie TeMbl pedepaToB M BapHAHTHI TECTOBBIX 3aJaHUI JUIS TEKYILEro KOHTPOJS U
HiepevYeHb BOIPOCOB K AK3aMEeHY 110 AUCHUILIMHE NpezcTaBieHsl B coctaBe POC 1o TUCHUIIINHE B
1.8 HacTosIeH paboueil mporpaMmel.

[lepeueHb OCHOBHOH ¥ JONOJHUTEIBHOW JIMTEPATYpPhl ¥ HOPMATHUBHBIX JOKYMCHTOB,
H€O6XO[[I/IMBIX B Xo0ae npenoaaBaHusa JUCHUITIINHBI «OCHOBBI ACJIOIPOU3BOACTBA n
JIOKYMEHTO000pOT», IPHBEACH B 1.5 Hacrosiieil paboyeil mporpammel. [Ipenoxasareinto cienyer
OpUCHTHUPOBATH O6y‘-IaIOH_[I/IXC$I Ha HUCIIOJIb30BAHHUEC IMPU IMOATOTOBKE K HpOMC)KYTOHHOﬁ arTTeCcranuu
OPHUIMHAJIBHOW BEPCUH HOPMATUBHBIX JOKYMEHTOB, ICHCTBYIOLINX B HACTOSIIIEE BPEMSL.

7.2. MeToau4eckue yKa3zaHus 00y4a0IIIMCs

OO0yuenue o gucuuiuinHe « OCHOBBI AEJIONPOU3BOACTBA U JOKYMEHTOO00POT» IpeAIoiaraer
U3y4YEHHE Kypca Ha ayAMTOPHBIX 3aHITUSIX M B XOJE CaMOCTOATEIbHOM paboThl. AyIUTOpHBIE
3aHATHS IPOXOIAT B (hopMe JEKIUI U IpakTH4YecKuX 3aHsaTuil. CaMocTosTeNnpHas padoTa BKIIOYAET
pa3Ho0Opa3HbIil KOMIUIEKC BUAOB U GOpM pabOThl 00yUYaIOIIUXCS.

Jl1s ycrentHoro OCcBOEHUS COAEP KAHMS AMCLMIUIMHBI U JOCTH)KEHHUS IOCTaBJICHHBIX LieJIed
HE0OXO0MMO MO3HAKOMUTBHCS CO CIEIYIOIIMMH JOKYMEHTaMM: BBIIMMCKOW U3 Y4eOHOro IuUlaHa Io
JAHHOM AMCUUIUIMHE, OCHOBHBIMHU MOJIOKEHUSIMH pabodel MporpaMMbl TUCILUILINHBI, KaJIeHJapHbIM
y4eOHO-TEeMaTUYEeCKUM IUIAaHOM JMUCLUMIUIMHBL.  JIaHHBIM MaTepuand MOXKET MpPeJICTaBUTh
IpernoJiaBaTesb Ha BBOJHOM JICKIUM MM CaMOCTOSTENbHO OOYYaroLIUiics HCHOJb3YET AaHHbIE
JIOKaJIbHON HH()OPMAITMOHHO-OMOIMOTEYHON CUCTEMBI Y HUBEPCUTETA.

Crnenyer oOpaTuTh BHUMaHHE HA CIIMCOK OCHOBHOM U JIONOJHUTENIHOW JIUTEPATyphl, KOTOpas
UMEeTCs B JIOKAJTbHON WH(POPMAIIMOHHO-ONOIMOTEYHON cucTeMe Y HUBEPCUTETA, Ha MIpeIaraeMbie
npernojiaBaTesaeM pecypcbl MH(OPMAIMOHHO-TEIEKOMMYHHUKAIMOHHON cetn «MHTepHeT». Ota
uHpopManus He0OX0UMa Il CAMOCTOSITENIbHONW PadOThI 00yUaroImerocs.

[Ipy DmOAroTOBKE K ayJIUTOPHBIM 3aHATUSAM HEOOXOJMMO IOMHHUTH OCOOEHHOCTH KaXKIOH
(bopMBI €ro MpoBeICHUSI.

[TonroroBka k neKuuu

C uenpro 00ecTieueHHs! YCIEITHOTO O0yUYeHHs 00yUYarOIIUIACs TOJDKEH TOTOBUTHCS K JICKITUH,
KOTOpas sABJsIeTCS BakHEeHIIelH (popMoit opraHu3anuy yueOHOro mporecca, mocKoabKy:

3HAKOMMT C HOBBIM YUEOHBIM MaTepHalIOM;

pa3bsCHSAET yueOHbIE 3JIEMEHTHI, TPY/IHBIE /ISl TOHUMaHUS;

CUCTEMATU3UPYET yueOHBI MaTepua;

OpPHUEHTHPYET B yueOHOM IpoLecce.

C sT0M 1IENbIO:

BHHUMATEJIbHO IPOYUTANTE MaTepHall IPEIbIIyIIEH JIEKIIH;

03HAKOMBTECh C YYEOHBIM MaTepUaJoM MO Y4YEOHUKY U Y4eOHBIM MHOCOOMSIM C TeMOM
IIPOYUTAHHOM JIEKIINH;

BHECHUTE JOMOJIHEHUS K MOJTYYEHHBIM paHee 3HAaHUSIM IO TeMe JIEKIIUU Ha MOJISAX JIEKIIMOHHOM
TETpau;

3aMUIINTE BO3MOXKHBIE BOIPOCHI, KOTOPBIE BBl 33JaAUTE JIEKTOPY Ha JIEKIUH MO MaTepHairy
M3Y4YEHHOH JIEKIINH;

MIOCTapalTECh YACHUTh MECTO U3YYaeMOU TEMBI B CBOEH MTOATOTOBKE;

y3HaiTe TeMy Ipe/CTosIeH JIEKIUH (110 TEeMAaTHYECKOMY IIIaHy, 10 HHPOPMAIIUH JIEKTOpa) U
3anummMTe HH(HOpPMaIHIo, KOTOPOil BBl BiIa/ieeTe M0 JAHHOMY BOIPOCY.

[TonroroBka kK CEMHUHAPCKUM 3aHATUAM

CrnenyeT pa3yMHO OpraHU30BbIBAaTh padOTY 110 MOATOTOBKE K CEMUHApCKOMY 3aHsTHIO. K Teme
KOKIOro CeMHHapa JaéTcsi OIpenei€HHbIM IUIaH, COCTOSIIMM W3 HECKOJIBKMX BOIPOCOB,
PEKOMEHIyeTCsI CIIUCOK JIUTepaTyphl, B TOM YHCIIe, U 00s3aTenbHON. PaboTy cinemyeT oprann3oBarhb
B TaKOM I1OCJIEI0BATEIBbHOCTH:

IPOYTEHHE PEKOMEH/I0BAaHHbIX IJ1aB U3 pa3IMYHbIX YU€OHUKOB;

03HAKOMJICHHE C OCTAIbHOM PEKOMEHIOBAaHHOM JIUTEPaTypoil U3 003aTeIbHOTO CITUCKA;

YTEHUE U aHAIN3 KaKIOTO UCTOUYHHKA (JIOKYMEHTA).

ITpexxne Bcero, caenyeT 03HAKOMUTHCS ¢ METOJUYECKMMH YKa3aHUSMU K KaXKI0My CEMUHapYy.
Crnenyer ysCHUTb 3HaYCHHME TEX APXAWYHBIX U HE3HAKOMBIX TEPMHUHOB, YTO BCTPEYAIOTCS B TEKCTE.
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[TonroroBeTE OTBETHI HA KaX/1bIi Bonpoc M1aHa. Kaxkoe nosoxeHue oTBeTa NOATBEpKIAeTCs (ecan
(dopma ceMHHapa 3TO NPeayCcMaTpUBAET) BBIIEPKKOM U3 ToKyMeHTa. [loaroToBKy cienyer oTpas3uThb
B BHJIC IUIaHA B CIECLHAJIbHOM TETpaau IOATOTOBKH K cemuHapaMm. Ha cemMuHapckoMm 3aHATHH
IPUBETCTBYETCS JIt00ast popmMa BOBIEUEHHOCTH: ydyacTHE B 0OCYKICHHUHM, JONOJHEHUS, KPUTHUKA -
BCE, 4TO IIOMOraeT 0ojiee IMOJIHOMY U SICHOMY OHUMAHUIO IIPOOIIEMBIL.

Pe3ynbTaThl paboThl Ha cCEMUHApE PENoaBaTesb OLIEHUBACT U YUUTHIBAET B XO/1€ IPOBEACHUS
TEKYILEH aTTECTalUH.

IIpomexyrouHas  arrectaumss 10  gucuuiuiiHe  «OCHOBBI  JIENONPOU3BOJICTBA U
JIOKYMEHTOO00pOT» MPOXOAUT B (opMe sK3aMeHa. DK3aMEHAllMOHHbIM OuileT mo IUCLMILIMHE
COCTOMT U3 2 BOIIPOCOB TEOPETUYECKOI0 XapakTepa W MPaKTUUECKOro 3anaHus. lIpumepHsbiii
IepevyeHb BOIPOCOB K 3K3aMeHy 110 TucHUIIMHE « OCHOBBI 1€JIONPOU3BOJCTBA U IOKYMEHTO000pOT»
U KpUTEPUHM OLIEHKHM OTBETa OOYYaloIIErocsi Ha HK3aMeHEe Ui IeJed OLIEHKU TOCTHIKEHUS
3asBJICHHBIX WHAMKATOPOB C(OPMUPOBAHHOCTH KOMIleTeHLMH npuBeneHbl B coctaBe POC 1o

JTUCLUIUIMHE B I1.8 HACTOsIIEeH pabodel mporpaMMal.
OOyuarowuiics 10MycKaeTcs K MPOMEKYTOUHOM aTTeCTalluy M0 AUCHUILIMHE HE3aBUCHMO OT
Pe3yNbTaTOB TEKYIErO KOHTPOJIA.

8. DoHJ 01LIEHOYHBIX CpeaCTB IO TUCHUIIJIUHE

8.1. IlepeyeHb KOMIETEHIHWI € yYKa3aHHeM J3TanoB MX (OPMHPOBAHHUS B IpoLecce

OCBOEHHUS TUCUUILUINHBI. DOPMBI KOHTPOJIsI (POPMHUPOBAHUSA KOMIIETEHIH I
Kox v nanmenoBanue NHaukaTopbl JOCTHIKEHUS JTansl
KOMIIeTeH I M KOMIIETeHIIHHU ®opma (opmupoBanus
KOHTPOJIs (pa3nenanl
JMCIMTIJIMHBbI)
OIIK-4. Cnocoben NOIIK-4.1. OcymiectBiser
pa3pabaThiBaTh TPOEKTHI | MPABOBYIO U
HOPMATHBHBIX MIPABOBbIX | aHTUKOPPYMNLIMOHHYIO [TpomexxyToun
aKTOB B cepe AKCIIEPTU3Y MMPOEKTOB BIil KOHTPOJIb:
npodeccuoHanbHOM HOPMAaTHBHBIX [IPABOBBIX aKTOB | JK3aMeH
JesTeTLHOCTH, B c(hepe mpodeccuoHanbHOM Texymmii
OCYILECTBIISATh UX €sTEIbHOCTH KOHTPOJIb:

Y A OHTpOI Temsr 1-10
IIPaBOBYIO U NOIIK-4.2. OueHuBaer | oOIpoc Ha
AHTUKOPPYNIHUOHHYIO perympyromniee  BO3ACHCTBHUE | NPAKTHYECKUX
OKCNEPTU3Y, OLCHKY IPOEKTOB HOPMATHUBHBIX | 3aHATHSIX;

PETYJIMPYIOIIETO npaBoOBBIX akTOB B cdepe | pedepart;
BO3/ICUCTBHS U npodeccuoHaIbHON TECTUPOBAHHUE
NIOCJIEACTBUM UX JOEITEIIbHOCTH W TIOCIEJICTBUA
MIPUMEHEHUS UX IPUMEHEHUS
OIIK-7. CnocobeHn NOIIK-7.1. Onpenensiet
OCYLIECTBIISATh 3a1a4n npodeccuoHaIbHON
BHYTPUOPTaHU3AIMOHHEIE | JESTETFHOCTH B 00JIaCTH
[IpomexxyToun
1 MEXBEJOMCTBEHHBIE OCYILECTBIICHUS .
bIil KOHTPOJIb:
KOMMYHHUKAITUH, BHYTPHOPTaHU3AIMOHHBIX, SK3aME
K3aMeH
obecrieunBaTh MEXBEJIOMCTBEHHBIX .
o o Tekymmit
B3aUMO/ICHCTBHE OPTaHOB | KOMMYHHKAITUN U
. KOHTPOJIb:
BJIACTH C TpaXKJIaHaMH, B3aUMO/ICHCTBUSL OPTraHOB P Tewmsr 1-10
OIIpoC Ha
KOMMEPYECKHUMHU BJIACTH C TpaxKIaHaMH U P
MPaKTHYECKUX
OpraHu3aIusIMu, MHCTUTYTaMU TPaXIaHCKOTO
3aHATHUSAX;
WHCTUTYyTaMU obmecTBa edepa
-
rpaxaanckoro odmecrsa, [ MOTIK-7.2. Oprammsyer | PCPePh
. TECTUPOBAHUE
CpencTBaMu MacCoOBOM JIeTIOTIPOU3BOJICTBO u
uHpopManun JOKYMEHTOOOOPOT B OpraHax
BIacTU I olecredeHus




BHYTpI/I- " MCXKBCIOMCTBCHHBIX
B3aUMOJICUCTBUHI

8.2. [loka3aTe i U KPpUTEPHUHU OLEHNBAHUSA KOMIIETEHIUI MPHU U3yYeHUHN TUCUUIIIMHBI,
ONMMCAHUE IIKAJ OLlEeHUBAHUSA

8.2.1 Kpurepum oueHKu 0TBeTa HA IK3aMeHe

(popmupoBanue kommnerenumii OIIK-4, muamkaroper MOIIK-4.1, WOIIK-4.2; OIIK-7,

unaukaropsl MOIIK-7.1, MOIIK-7.2)

«5» (0TIIM4YHO): O00ydYaroUMiics AEMOHCTPUPYET CUCTEMHBbIE TEOPETUYECKUE 3HAHU,
IPAaKTUYECKUE HABBIKH, BIaJle€T TEPMUHAMH, JI€IaeT apryMEHTUPOBAaHHbIE BBIBOJbI U 0000IIEHNS,
IPUBOAUT NPHUMEPHI, MOKA3bIBAET CBOOOJHOE BJIAJICHUE MOHOJOIMUYECKOW Pedybl0 M CHOCOOHOCTh
OBICTPO PearupoBaTh Ha YTOUHSAIOLINE BOIPOCHI.

«4» (xopomo): oOyyarouMiicss JOEMOHCTPUPYET MPOYHbIE TEOPETUUYECKUE 3HAHMS,
NPaKTUYECKHE HABBIKH, BIA/ICET TEPMUHAMH, JICTAET apryMEHTUPOBAHHBIE BBIBOJBI I 0000IICHNS,
IPUBOJIUT IPUMEPHI, MOKa3bIBa€T CBOOOJHOE BIIaJIEHUE MOHOJOIMYECKON peublo, HO MpPHU ITOM
JIeNlaeT HECYIIEeCTBEHHbIE OIMMOKH, KOTOphIE OBICTPO HCHPABISIET CAMOCTOSTEIBHO WM TpU
HE3HAYUTEJIbHOM KOPPEKLMH IIPETOJaBaTeIEM.

«3» (YAOBJIETBOPUTEJIBHO): 00ydJaroUIMiics JEMOHCTPUPYET HErIyOOKHE TeOpEeTHYECKue
3HaHUs, MPOSBISIET clabo cOpMUPOBAHHBIE HABBIKM aHalIM3a SBJICHMH U  IPOLECCOB,
HEJ0CTaTOYHOE YMEHUE AeJIaTh apryMEHTHPOBAHHBIE BBIBOJIBI U IPUBOIUTH IIPUMEPHI, I0KA3bIBAET
HEIOCTaTOYHO CBOOOJIHOE BJAJICHHE MOHOJOTMYECKOH pPEYbl0, TEPMHHAMH, JIOTHUYHOCTHIO U
IIOCJIEI0BATEIbHOCTRIO HM3JI0KEHHS, JENAeT OIIMUOKHU, KOTOPbIE MOMKET HCIPaBUTh TOJIBKO INpPU
KOPPEKLNH MTPENOIaBaATEIIEM.

«2» (HeylOBJIETBOPHUTEJIbHO): O0yUaIOLIUICSI JIEMOHCTPUPYET HE3HAHUE TEOPETUUYECKUX
OCHOB IIPEIMETA, OTCYTCTBHE NPAKTUYECKHUX HABBIKOB, HE YMEET JENIaThb apryMEHTHPOBAHHBIC
BBIBO/IbI U TPUBOJMTH IPHUMEPHI, TOKAa3bIBAET Cl1a00e BiIaleHNEe MOHOJIOTHUECKOM peubto, HE BIIaIeeT
TEPMUHAMH, MPOSBIIAECT OTCYTCTBHE JIOTMYHOCTU M IIOCIIEIOBATEIBHOCTH W3JIOKEHUS, [EIacT
OLIMOKH, KOTOPbIE HE MOXKET MCIPABUTh Ja)Ke MPU KOPPEKIMU MpernojaBaTeieM, OTKa3blBaeTCs
OTBEYaTh Ha JONOJHUTEIBHBIE BOIIPOCHI.

8.2.2 Kpurepun oneHkH padoThl 00y4a0Imerocss HA NPAKTHYECKUX 3aHATHAX
(bopmupoBanue kommerennuii OIIK-4, unmuxatoper MOIIK-4.1, NOIIK-4.2; OIIK-7,

unukaropel MOTIK-7.1, UOIIK-7.2)

«5» (OTJIMYHO): BBIIOJIHEHBI BCE IMPAKTUYECKHE 3aJaHUS, MPETyCMOTPECHHBIE
MPAKTUYECKUMH 3aHATUSAMHU, OOyUaIOUIUIics 4yeTKO U 0e3 OmMOOK OTBETHJI Ha BCE KOHTPOJIbHbBIE
BOIIPOCHI, aKTUBHO pabOTaJl Ha MPAKTHUYECKUX 3aHATHIX.

«4» (X0po1110): BBIIIOJIHEHBI BCE PAKTUYECKUE 3aaHUS, TIPELYCMOTPEHHBIE IPAKTUYECKUMHU
3aHATUSAMH, OOYYaIOMIMNCSA C KOPPEKTUPYIOIIMMHU 3aMEYaHUsIMU MperojiaBaTessi OTBETUI Ha BCe
KOHTPOJIbHBIE BOIIPOCHI, JOCTATOYHO AKTUBHO pab0Tal Ha MPAKTUYECKUX 3aHATHUSAX.

«3» (Y10BJIETBOPUTE/IBHO): BBIITOJHEHBI BCE MPAKTUYECKHE 3aJaHMS, IPETyCMOTPEHHBIE
MPAKTUUYECKUMH 3aHATHSAMHM C 3aMEYaHMSIMM TpenojiaBarelis; OoOydyaroluiicss OTBETUJ Ha BCE
KOHTPOJIBHBIE BOIIPOCHI C 3aMEUYaHUSMH.

«2» (Heya0BJIETBOPUTEIbHO): 00yUYaIOLIUICS HE BBITOJHNI WU BBIMOJIHUI HEMPAaBUIBHO
NPaKTUYECKHE 3aaHus, IPElyCMOTPEHHBIE TPAKTUYECKUMHU 3aHATHAMM; 00YYarOIIUICs OTBETHII Ha
KOHTPOJIbHBIE BOIIPOCHI C OIIMOKAaMH WIJIM HE OTBETUJI Ha KOHTPOJIbHBIE BOIPOCHI.



8.2.3 Kpurepum onenku pedepara

(popmupoBanue kommnerenmii OIIK-4, mnaukaroper MOIIK-4.1, WOIIK-4.2; OIIK-7,
unaukaropsl MOIIK-7.1, MOIIK-7.2)

«5» (oTIM4HO): TeMa pedepaTta akTyalbHa U PACKPBITa MOJTHOCTHIO; pedepaT MOATOTOBICH
B YCTAHOBJIEHHBIN CPOK; O(OpMIIEHHE, CTPYKTypa U CTUJIb M3JIOKEHUS pedepara cOOTBETCTBYIOT
IpebsBIsAEMbIM TPEOOBaHUAM K O(OPMIIEHHUIO JOKYMEHTA; pedepar BBIIOJIHEH CaAMOCTOSITEIbHO,
IPUCYTCTBYIOT COOCTBEHHBbIE OOOOILIEHMS, 3aKIIOUEHUs W BbIBOJBI, IOATOTOBIIEH JOKJIAJ,
u3jaraeMblii 6€3 UCIOIb30BaHMs OLIOPHOI'O KOHCIIEKTA.

«4» (xopomo): TemMa pedepara akTyalbHa, HO pacKpbiTa HE IIOJHOCTBIO; pedepaT
MOJTOTOBJICH B YCTAHOBIEHHBIH CpOK; O(opMIIeHHE, CTPYKTypa M CTHJIb H3JIOXKEHHsS pedepara
COOTBETCTBYIOT INPEIbSIBIIEMbIM TPEOOBAHUSAM K O(GOPMIICHHIO JOKYMEHTa; pedepar BBINOIHEH
CaMOCTOSITENIbHO, IIPUCYTCTBYIOT COOCTBEHHBIE 0000IICHNUS, 3aKIIOUEHHSI U BBIBOJIBI; TIOATOTOBJICH
JIOKJIaJl, U3J1araéMblii C UCIOIb30BAaHUEM OIIOPHOTO KOHCIIEKTA.

«3» (ynoBjeTBOpHTEJIbHO): TeMa pedepara akTyalbHa, HO PACKpbITA HE IOJHOCTHIO;
pedepar MOArOTOBIEH C HapyIIEHUEM YCTAHOBJIIEHHOI'O CpOKa MpPEJCTaBICHUS; O(pOpMIICHHE,
CTPYKTYpa M CTWUJIb W3JIOXKEHHUs pedepaTa HE B IMOJHOM Mepe COOTBETCTBYIOT HPEAbABISEMBIM
TpeOOBaHUAM K O(POPMIICHUIO TOKYMEHTA; B L1€J0M pedepaT BBIIOJHEH CaMOCTOSTEIbHO, OJJHAKO
OYECBHUIHO HAJTMYME 3aMMCTBOBAaHMM 0€3 CCHIIOK Ha MCTOYHHMKH; TIOJTOTOBJICH JOKJIAJ, N3JIaraeMbli
C MCIOJIb30BaHUEM OIIOPHOT'O KOHCIIEKTA.

«2» (HeylIOBJIETBOPUTEJIBHO): Tema pedepara axTyanbHa, HO HE pAaCKphITa; pedepar
MOJTOTOBJICH C HAPYIICHWEM YCTAaHOBJICHHOTO CPOKa IMPEACTaBICHHS; 0(hOpMIIEHUE, CTPYKTypa U
CTWJIb U3JIOXKEHUs pedepaTa HE COOTBETCTBYIOT HPENbSBIAEMBbIM TPEOOBAaHUSAM K O(OPMIICHUIO
JIOKYMEHTa; B pedepaTe OUEBHIHO HAIMYHME 3HAUUTEIbHBIX 00BEMOB 3aMCTBOBaHUN 0€3 CCHUIOK Ha
UCTOYHUKH; JOKJIa HE MMOJIrOTOBJIEH.

8.2.4. Kputepuu olleHKH TeCTHPOBAHUS
(popmupoBanue xommerenuuit OIIK-4, unmukaroper MOIIK-4.1, MOIIK-4.2; OIIK-7,

unukaropsl MOTIK-7.1, UOIIK-7.2)

TecTupoBaHue OLIEHMBAETCS B COOTBETCTBUU C MPOLIEHTOM IPABWIBHBIX OTBETOB, JTAHHBIX
00yyaroImuMcs Ha BOIIPOCHI TECTA.

CranpmapTHas IIKajla COOTBETCTBHS pPe3yJIbTaTOB TECTHPOBAHUS BBICTaBIIIEMOW OallIbHOM
OLICHKE:!
- «OTJIMYHO» - CBbIIIE 85% IMpaBUIIbHBIX OTBETOB;
- «xoporto» - oT 70,1% 1o 85% npaBuIbHBIX OTBETOB;
- «yIOBIETBOPUTENBHO» - OT 55,1% 10 70% npaBUIbHBIX OTBETOB;

- ot 0 a0 55% MPpaBUIILHBIX OTBCTOB — «HCYAOBJICTBOPUTCIILHO
«S» (OT.]'II/I"IHO): TCCTI/IpyeMHﬁ ACMOHCTPUPYCT CUCTCMHBIC TCOPCTUICCKUC 3HAHUA, BIIAACCT

TePMHHAMHU U 00J1a/1aeT CIIOCOOHOCTHIO OBICTPO pearupoBaTh Ha BOMPOCHI TECTA.

«4» (Xopom10): TECTUPYEMBIN B 1IEJIOM JTEMOHCTPUPYET CUCTEMHbBIE TEOPETUUECKUE 3HAHUS,
BJIa/ieeT OONBITMHCTBOM TEPMHHOB M O0JIaJIa€T CIIOCOOHOCTHIO OBICTPO pearupoBaTh HA BOMPOCHI
TecTa.

«3» (YIOBJIETBOPHUTEJIbHO): CHUCTEMHBIE TEOPETUYECKHE 3HAHHS Yy TECTHPYEMOTO
OTCYTCTBYIOT, OH BJIaJI€€T HEKOTOPHIMU TEPMUHAMH W Ha BOMPOCHI T€CTa pearupyer IOCTaTOYHO
MEJIEHHO.

«2» (HeyaOBJIETBOPUTEJIBbHO): CHCTEMHBIE TEOPETUUYECKHUE 3HAHUA Y TECTHUPYEMOTO
OTCYTCTBYIOT, TEPMUHOJIOTHEN OH HE BJIAJICET U Ha BOMPOCHI TECTA PearupyeT MEAJICHHO.

10



8.2.5. Hrorosoe coorBercTBHEe OAJIBHOH IIKAaJAbl OIEHOK W  YPOBHeH
¢opMHPOBAHHOCTH KOMIIETEHIIMH MO TUCIHHUILUIHHE:
YpoBenb
chopMHUPOBAHHOCTH Ouenka IMosicHenue
KOMTIETEeHIINH
TEOPETHYECKOE COACPIKAHUE U MPAKTHICCKUE HABBIKH 10
«5» JHCIHUIUIMHE OCBOCHBI MOJIHOCTBIO;
Bricoknii (oTIM9HO) BCE IMPEAYCMOTPEHHBIE IPOTPaMMOi 00y4IeHHs yaeOHbIe
3aJIaHus BHITIOJHEHBI Ha BEICOKOM YPOBHE;
KOMITICTEHIIUHU C(OPMHUPOBAHBI
TEOPETHYECKOE COACPIKAHUE U TPAKTHICCKUE HABBIKHU T10
s JICLHIIIHE OCBOCHBI MOHOCTBIO; |
Cpenmii (xoporo) BCE MPEyCMOTPEHHBIC TIPOrPaMMOi 00y4eHHs yueOHbIC
3a1aHus BBITTOJTHEHBI c HE3HAYUTEIIbHBIMH
3aMEYaHUSIMU;
KOMIIETEHIIMH B [IEJIOM C(HOPMHUPOBAHBI
TEOPETHYECKOE COJICPIKAHUE M MPAKTHYSCKUE HABBIKU
10 AUCHUIIIIMHE OCBOCHBI 4YaCTHUYHO, HO HpO6CHI>I HEC
«3» HOCSIT CYIIIECTBEHHOTO XapaKTepa;
Y noBneTBOpUTENbHBINH | (YIOBIETBOPUTEIHHO) |OONBIIMHCTBO MpeaYyCMOTPEHHBIX HpOrpamMMoun

0o0y4eHHss y4eOHBIX 3aJa4 BBIMOJIHEHO, HO B HHUX
HMEIOTCS OLIHMOKH;
KOMIICTCHIIMH C(OPMHUPOBAHBI YACTUIHO

HeynosnerBopurenbHbli

«@2»
(HEeyIOBJIETBOPUTEIHHO)

TEOPETUIECKOE COJIEPKAHUE 1 TPAKTHYECKHIE HABBIKU MO
JUCIHUIINIMHC HE OCBOCHBI,

OOJBIIMHCTBO IpeTyCMOTPEHHBIX porpamMMoin
00y4eHns1 yueOHbBIX 3aJaHUi TUO0 HE BBITIOTHEHO, JIN00
COJICPXKUT TPyObIe OIITHOKH;

JONIOJIHUTENBHAs ~ CaMOCTOsATEeNbHAsT ~ paboTra  Haj
MarepuaioM He MPUBOJHUT K KaKOMY-THOO 3HAYMMOMY
TIOBBINICHUIO Ka4u€CTBA BBITIOJIHCHUA y‘Ie6HBIX 3aILaHI/II71;
KOMIIETEHIIMU HEe COPMHUPOBAHEI

8.3. MeToanueckne Matepuajbl (TUNOBbIe KOHTPOJIbHbIE 33/1aHNSA), ONpeeisiolue

pe3yJbTaThl 00y4eHHs M0 JTUCHHUIINHE, COOTHECEHHbIE ¢ HHAUKATOPAMH 10CTHKCHHSA

KoHTposbHBIE 3a/1aHNs, TPUMEHSEMBIE B paMKaxX TEKYIIEro KOHTPOJISI U IIPOMEKYTOUYHOU
aTTeCTalMy N0 IUCLHUILIMHE, HOCAT YHUBEPCAIBHBIN XapaKTep U IPEeIyCMaTpUBalOT BO3MOKHOCTD
KOMIUIEKCHOW OILIEHKM Bcero Habopa 3asBIE€HHBIX [0 JaHHOW JUCHUIUIMHE WHIUKATOPOB
c(OpPMHPOBAHHOCTH KOMITETEHIIUH.

8.3.1. Texkymmii KOHTPOJIb (Pa00TA HA NPAKTHYECKHUX 3AHATHSX)
(popmupoBanue xommnerenuuit OIIK-4, unnukaropsr MOIIK-4.1, MOIIK-4.2; OIIK-7,
unukaropsl MOTIK-7.1, UOIIK-7.2)

Bomnpoce! 1151 00Cy:KIeHUs HA MPAKTHYECKUX 3aHATUAX

CoNoOR~ LN E

Mecto W posib TOKYMEHTOB B YIIPaBJICHUH.
Buasl ynpaBieHU4eCKUX JOKYMEHTOB.
CBolicTBa TOKYMEHTOB.
Knaccudukarus 10KyMeHTOB.
Jlenonpon3BOACTBO B APEBHEPYCCKOM TOCYIapCTBE.
IIpukasHoe 1e10nponu3BOICTBO.
Komexckoe nenonpon3BoicTBo.
MunucTepekoe Aea0Ipou3BOACTBO.
Jlemonpon3BOACTBO B COBETCKUX YUPEKICHUAX.
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10. 'ocynapcTBeHHOE JEONPOU3BOICTBO B COBPEMEHHYIO AIIOXY.

11. 3akoHOaTENIbHOE PEryIMpOBaHHE JIEIOMPOU3BOJICTBA U OCHOBHbBIE €T0 HANIPABJICHHUS.

12. HopMaTuBHO-METOMUYECKOE PETYIMPOBAHUE JICTONPOU3BOJICTBA

13. IlpaBuna coctaBieHus U 0GOPMIICHHSI TOKYMEHTOB

14. Opranu3anioHHO-IIPaBOBbIE TOKYMEHTBI, UX HA3HAYEHUE U COJEPIKAHUE.

15. [IpaBuna coctaBieHue u OoGOpMIIEHUE OTIECIBHBIX BHJIOB OpraHU3allMOHHO-TPABOBBIX
JOKYMEHTOB: yCTaB MPEINpPUATHS JODKHOCTHAS HHCTPYKLMS, IMOJOXEHUE, IITaTHOE
pacnucanue, CTpyKTypa U IITaTHasl YUCICHHOCTb.

16. Cucrema nH(OpMaLIMOHHO-CIIPABOYHOMN JOKYMEHTALIHH.

17. llpaBuna u TpeOOBaHMSA K JICIIOBOMY IHCHMY.

18. Otnenbuble  BuAbl mHUceM (MH(GOPMALMOHHOE, TapaHTUHHOE, MTUCHMO-OTBET, TUCHEMO-
3aIpoc, COMPOBOAMTEIBHOE MTUCHMO).

19. TokyMeHTHI 110 TUYHOMY cocTaBy. CocTaBiI€HHE JIUUYHBIX JOKYMEHTOB

20. [IpaBuna opranu3anuu J0KyMeHT0000poTa.

21. Yuet o6beMa JOKYMEHTO000poTA.

22. OCHOBHBIE 3Talbl ¥ MPHHLIUIBI PA0OTHI C BXOSAIIUMH, HCXOSIIUMH ¥ BHYTPCHHUMH
JOKYMEHTaMHU.

23. [IpaBuna perucTpanuy U MHACKCAIMHA JOKYMEHTOB. DOpPMBI perucTpanuu.

24. KoHTpOIb UCTIOTHEHUS JOKYMEHTOB.

25. Cucremarn3anus 1 XpaHeHHE yIPaBICHYECKUX TOKYMEHTOB.

26. TpeboBanus, MpebIBIsIEMbIE K COCTABICHUIO HOMEHKIIATYPBI A€

27. ®opMupoBaHue J1eN B opranu3anui. TpedoBanus K (POpMHUPOBAHUIO JIEII.

8.3.2. Tekyuuii KOHTPOJIb (MOATOTOBKA pedepara)

(popmupoBanue xommerenuuit OIIK-4, unmukaropsr MOIIK-4.1, MOIIK-4.2; OIIK-7,
unukaropel MOTIK-7.1, UOIIK-7.2)

IIpuMmepHbIe TeMbI pedepaToB

1. lokyMeHTaIlMOHHOE 00ECTICUeHHE YIIPABIEHUs, €ro 3a/1auu, QyHKIIUH.
2. Hopmatusubie nokymenTtsl (I'CAOY, 'OCTsr). [lonaTre cTanmapTu3aiy U yHUPUKAIUIH.
3. Knaccudukanus JOKyMEHTOB.
4.PeKkBU3UTHI YIIPABICHUECKUX JOKYMEHTOB. PEKBU3UTHI aBTOpa, UX OPOPMIICHHE.
5. TpeboBaHuUs K TECTY TOKYMEHTA.
6. bnank. Buzp! 61ankoB. TpeOoBaHus k 6;1aHKaM JIOKYMEHTOB.
7. Opranu3alvoHHbIE JOKYMEHTHI.
8. PacniopsiaurenpHble JOKYMEHTHI. [IprKa3bl 1o OCHOBHOM AeATENBHOCTH. PacniopskeHus.
9. UnpopManimoHHO-CIpaBOYHbIE TOKYMEHTHI. JlokiaiHble, 00bsiCHUTENbHbIE 3aCcKU. CIpaBKU.
10. AkTb1, ux BuAbl. COCTaBICHUE aKTOB.
11. TIpoTokomsl 3acexanwnii, coBemanuii. [lonHas u kpaTkas popmMbl MPOTOKOIIA.
12. JlenoBas nepenucka.
13. JIokyMeHTHpPOBAaHKE MPOLECCOB ABMKEHUS KaJIPOB.
14. IIpukassl 110 IMYHOMY COCTaBY.
15. JInunoe 3asBnenue. BeaeHue JINUHBIX KapTOYEK.
16. TpynoBoii 1orosop.
17. Benenue TpyaoBbix KHIKEK. OdopmiieHHe TUYHBIX JIe.
18. Texnonorust paboTsl ¢ JoOKyMeHTaMu. Opranu3alus JOKyMeHTO000poTa.
19. Peructpanus 10KyMEHTOB.
20. KoHTpOJIb UCTIOJTHEHMSI IOKYMEHTOB.
21. Homenkiarypa nen. CucreMmarnsanus aein. @opMUpoOBaHUE JEN.

8.3.3. Tekymuii KOHTPOJIb (TeCTUPOBAHME)
(popmupoBanue kommnerenmii OIIK-4, wmnaukaroper MOIIK-4.1, WOIIK-4.2; OIIK-7,

unaukaropsl MOIIK-7.1, MOIIK-7.2)
IIpumepsbl TeCTOBBIX 3aJaHU I
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PacnopsinuteibHble  JOKYMEHTBI, OTpa)kKalolue  pe3yJbTaT  KOJLIErHAJIbHOM
AeSTeJIbHOCTH

0
O
0

MPUKa3, PACIOPSKEHUE
pacnopspKeHHe, yKazaHue
MOCTaHOBJICHUE, PELICHHE

L] mpoTokout, akT

O

J0roBop, ycras, COrjialiCHUeC

OcHoOBHbIE PEKBU3UTHI IOKYMEHTA

L] TekcT, OTMETKa O MPHIOKCHUH

L] Tekct, OTMETKA O MPUIIOKEHHH, aTa, UHICKC, 3ar0JIOBOK K TEKCTY

L] tekct, rpud yTBEpKIACHHS, TIOAUCH, IEYATh

L] Tekcr, 3aroJ0BOK K TEKCTY, MOANKCH, TPH() COracoBaHusl, Tpud yTBEPKICHUS, IIeYaTh

] TekcT, OTMETKa O MPHIOKECHUH, TpU(] COraacoBaHusi, BU3bl COIJIACOBAHUS, TPUP
YTBEPIKICHUSI

L] rekct, anpecar, rpu¢) yTBEpKICHHUS, BU3bI COTJIACOBAHUS, IO/IITHUCH, [1€YaTh

HopMaTuBHBIH [JOKYMEHT, perjJaMeHTHPYKIIUH TpedoBaHuss K 0(QOpPMJICHUIO

AOKYMEHTOB 00111er0 aAMUHUCTPATUBHOTIO ynpasJjeHnus (OP/I)

(l
(
(l
(
(l

TOCT P 51141-98

TOCT 6.10.5-87

TOCT P 7.0.97-2016

EICI0Y

I/IHCTI)YKI_[I/IH 1o ACJIOIIPOU3BOACTBY

AKT U «rpu( yTBEep:KRICHUD)

Oooogd

aKT BCETJa YTBEPKIAETCA PYKOBOJAUTEIEM OpraHu3aluu
aKT yTBEPKAAETCSl BBILIECTOSIUM OpraHOM YIIPaBJICHUS
YTBEPKIAOTCS TOJBKO HEKOTOPBIE BUIBI AKTOB

aKT HE UMEET «Trprda yTBEPKICHUS

AKT YTBCPIKAACTCA, B 3aBUCUMOCTH OT PCHICHUS PYKOBOACTBA OPraHU3aluu
AKT YTBCPIKAACTCA, B 3aBUCUMOCTH OT BBILICCTOAIICTO OpraHa YIIpaBJICHUA

Cpok neiicTBHsI OPraHU3alHOHHO-TIPABOBBIX JOKYMEHTOB

0
(
0
(
0

OT OJTHOTO JIO TIATH JIET

JI0 MOMEHTA UX OTMEHBI

JI0 TPEX JIET

JI0 JIECSITH JIET

JIO BBEJICHUSI HOBBIX B3aMEH yCTapeBIINX

MartepnanbHblii HOCHTE/Ib HHPOPMALMH O COOBITHSIX M SIBJCHHUAX O0BEKTHBHOM
JAefiCTBUTEIbHOCTH U MBICJIMTEIbHOM 1eATeJILHOCTH YeJIoBeKa - 3TO...

IIpasunvnvie sapuanmor omeema: JOKYMEHT; JlokyMeHT; NOKYMEHT;

KoMiuieke MeroaoB H mnpoueccoB padoTbl € JAOKYMEHTAMH, OCYUIECTBJIseMbIil
NpeAnpUATHEM NPH BbIIIOJHEHHH UM CBOUX (PYHKIHH - ITO ....

HOO0OoOood

ooogogg

JOKyMEHTAIMOHHOE 00ecTiedeHe yIpaBICHUS
JeTI0NPOU3BOACTBO

CUCTEMA JOKYMCHTAIlUN

JOKYMEHTHPOBaHHE

JIOKYMEHTOO0OpOT

JIOKYMEHTHPOBAaHUE YIPABIEHYECKOH 1eATEIbHOCTH

OKYMEHTBI Kj1accupuuupyorcs no rpudy Ha ...

OpUTMHAJIbI, KOIIMU U MOUIMHHUKU

BHEIIHUE U BHYTPEHHUE

WH/IMBUyalIbHbIE, TUTIOBBIE U TpadapeTHbIe

PYKOIIUCHBIE, IIE€YaTHBIE U DJICKTPOHHBIE

OpraHU3alUOHHbIE, PACIIOPSAAUTENbHBIE, CIIPAaBOYHbIC
KOH(HIEHIIMATIbHbIE, OTPAHUYEHHOTO JJOCTYIA U OTKPBITOTO MOJIb30BaHUS
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HOCJIe}:[()BaTe.JILHOCTb U3J105KeHHUSI TOJI0KeHMIT Y cTaBa npeanpusaTus
. o01mmue noja0kKeHus
CBe/IeHUs 00 YCTaBHOM KaruTaie
OpraHU3alMOHHO-IIPABOBBIE OCHOBBI JIEATEILHOCTH OpraHu3aluu
OpTraHbl yIpaBJIeHUS U KOHTPOJIS, UX KOMIIETEHIUS
IpaBUJIa BEACHUS yUeTa U OTYETHOCTH B OpraHU3aluu
HOPSIOK pacnpezeneHus MpuObLUIH U hopMUpoBaHUE POHIIOB
0c00bIe BOMPOCHI IEATEIbHOCTH OpraHu3aluu
. YCIIOBHS PEOPraHU3ALUU U JIUKBUIALIH
3T3I[I:.I PadoThI ¢ BHYyTPEHHUMHU IOKYMEHTAMH
. IOJIyYeHME YKa3aHMs Ha pa3paboTKy JOKYMEHTOB
pa3paboTKa IpoeKTa JIOKYMEHTa
COIIACOBAHUE MPOEKTA JOKYMEHTa
KOPPEKTHPOBKA JIOKYMEHTA, €ro 0(pOpMIICHHE
HOJMCAHUE, YTBEPXKICHHE
pEeruCTpaIys U THPAKUPOBAHHUE
JIOBEJICHUE /10 UCIIOJIHUTENCH
KOHTPOJIb UCIIOJTHEHHUS TOKyMEHTA
IPUEM HCIIOJHEHHOTO JOKYMEHTA, CHATHE C KOHTPOJIS
10 TEKyIllee apXUBHOE XPaHCHUE
KoHTpo.1b MCO/IHEHNS JOKYMEHTa OPraHu3yeT
ciyx6a JIOY
PYKOBOJIUTEIIN BCEX PAHTOB
CeKpeTapuaT
ciry>x06a KOHTpOJIs
OTpeIeNIEHHOE JJOJKHOCTHOE JIUIIO0
PYKOBOJIUTENb MPEANIPUATHUS
OcHoBaHMeM /ISl IPeAbSBJIEHUS NPEeTEeH3UH SIBJISIOTCH JOKYMEHThI
[l xomMMepuecKuii aKT, cCepTU(UKAT Ka4ecTBa, IOTOBOP, aKT IPUEMKH TOBapa, TpeOOBaHUS
L] ceprudukar kauecTBa, JOroBOp, aKT MPUEMKH TOBapa, TPeOOBAHHS
L] xomMMmepueckuii aKT, cepTU(UKAT Ka4eCTBa, aKT IPUEMKH TOBapa, TpeOOBaHUS
L] ceprudukar kauecTBa, akT MPUEMKHU TOBapa, TpeOOBaHUS
K HeperncTpupyeMbIM OTHOCSITCSI IOKYMEHTBI
L] urdopManmoHHBIe MaTepHalbl, PSKIAMHbBIC U TO3PAaBUTEIbHBIC MHChMa, TMPOTPAMMEI
CEeMMHApOB, COBEIIaHUH, KOH(pEpEeHIH
L] xomuy HOPMATHBHBIX JIOKYMEHTOB, TIOCTAHOBJICHUS U PACIIOPSIKSHUS TOCYIaPCTBEHHBIX
OpraHoB, OOBSICHUTENbHBIE 3aITUCKU
L] cmy»xeOHbIe 3alIMCKH, MUChMa, TEJIErPaMMBbI, (hakcorpaMmbl
L] pexyiaMHBIE TIPOCIEKTHI, TPOTOKOJIBI KOJUIETHAIBHBIX OPraHOB, CIIPAaBOYHBIC MAaTEpHUAIH,
TUTaHBI, TIPOTPAMMBI, CBOJIKH, OTYETHI
[l muchbMa BBICIICH MHCTAHIIUY, TPEOOBAHUS, HCKH, IPETEH3MUH, KOJUIEKTUBHBIE JIOTOBOPA
CooTBeTCTBHE JTAINOB MOATOTOBKH YIPAaBJIeHYECKUX PelIeHnii cTagusiM padoThl

“?P‘?h‘?’?.“.".*???!\.’!—‘ NTRENME

ooogogg

aHaIn3 poOIeMHOM CUTyaluH, cTaaus pa3paboTKu peleHus
dbopMupoBaHHE TII€NICH, OIEHKA MPEANOYTCHUM
peleHuit

OLICHKA pacrnojaraeMoro BpEMEHH, MOATOTOBUTEbHAS CTaHS
orpeJieieHue He0OOXOMMBIX PECYpPCOB

dhopMupoBaHHE KPUTEPUEB BBIOOpA, BBHIOOP cTajusl BEIOOpA peleHus
€MHCTBEHHOI'O PEIICHHUS

OpraHu3alysl BbIMOJIHEHUS PELICHHs, aHAIU3 CTa/ius peasin3aluy MPUHITOTO PEIICHUS

M OLIEHKA JOCTUTHYTOI'O pe3yiabrara
IMocaenoBaTeJIbHOCTh JITANOB MOATOTOBKH YNPABJIEHYECKUX pellleHHii, BXOAAIMMNX B
COCTAB MOATOTOBUTEILHOM CTAUM U CTAIUN Pa3pabOTKH peleHus
1: BBIIBIEHUE U OMHMCAHUE MPOOIEMHON CUTYaIlUN
14



OLIEHKAa PacIojaraeMoro BpeMeHH
olnpeieNeHne HeoOOXOAUMBIX PECYPCOB
aHau3 IpoOJIEeMHOM CUTYaIH
(bopmupoBaHue 1enei
OIIpeIeJICHUuEe OTPaHUYCHUN
pa3paboTKa BapUaHTOB PELICHUI
OLIEHKA NPEANOYTeHUH PeIIeHUH

CTazmn aHAIM3a AJbTEPHATHB U BbIOOPA NMPOrPAMMHOIO NMPOAYKTA aBTOMATH3ALNHU
AOKYMEHT0000poTa

1: CocraBieHue mepeyHsi MPEABABISEMbIX OCHOBHBIX (DYHKIHMOHAIBHBIX U CHUCTEMHO-
TEXHUYECKUX TpeOOBaHUH K KOPIOPATUBHOM CUCTEME aBTOMATU3aLUU IOKYMEHTO000poTa

2: Bw1Oop crcTeMbl BECOBBIX KO PHUIMEHTOB (0aJUIOB) WK pAaHKUPOBAHHE JUISI SKCTIEPTHOM
OLIEHKH

3:  OueHka NPOrpaMMHBIX MHPOAYKTOB C TOYKH 3pPEHHS MNPEIbSBISEMBIX OCHOBHBIX
(YHKLIHMOHAJIBHBIX TPEOOBAHUM U CUCTEMHO-TEXHUUECKUX XaPaKTEPUCTUK

4: Ot6op mporpaMMHBIX MTPOAYKTOB, yIOBIECTBOPSIOMINX BEIOPAHHBIM (PYHKIIMOHAIBHBIM U
CHUCTEMHO-TEXHUYECKUM KPUTEPUIM

5. OreHka afanTalMOHHBIX BO3MOKHOCTEN OTOOPAHHBIX MTPOTYKTOB

6: OtOop mporpaMMHBIX HPOIYKTOB, YAOBJIETBOPSAIOLIMX KPUTEPUSAM aJanTallMOHHBIX
BO3MOXKHOCTEHN

7:  CpaBHMTENbHas OLEHKA 3aTpaT, CBS3aHHBIX C NPUOOPETEHHMEM M BHEAPEHHEM
IPOTPAMMHBIX TPOTYKTOB

8: OueHka onpliTa NPUMEHEHUS! OTOOPAaHHBIX IPOrPAMMHBIX MPOYKTOB peryTaluu Gupmbl-
pa3paboTunka

9: BsI6Op IIporpaMMHOT0 06ecredeHus sl CHCTEMbl aBTOMATU3allui JOKYMEHTO000poTa

NTREXN

8.3.4. [IpoMexyTOUHBIII KOHTPOJIb (BONPOCHI K IK3aMEHY)
(popmupoBanue xommerenuuit OIIK-4, unmukaroper MOIIK-4.1, MOIIK-4.2; OIIK-7,

unukaropsl MOTIK-7.1, UOIIK-7.2)
IpumepHBIe BOMPOCHI K IK3aMeHY

OTansl JOKyMEHTHPOBAHUS IPOM3BOJICTBEHHO-X035IIICTBEHHOH /I€ATEIIEHOCTH.
TexHOo0rHs JOKYMEHTAMOHHOT0 00eCieueH sl yIpaBIeHusl.
[Topsimok cocTaBieHus U OPOPMIICHUS PaCIOPSAUTEIBHON JOKYMEHTALIH.
Cnyx0a JOKyMEeHTalMOHHOro o0ecrieyeHus ynpasieHus. TpeOoBaHMs K OpraHU3aluu
CUCTEMBI IOKYMEHTO000POTA.
TpeboBanus k GOPMUPOBAHUIO JIENT B AETONPOU3BOJICTBE.
[Topsiiok BBeieHUS B IEHCTBHE MPABUJI BHYTPEHHETO TPYAOBOTO PACHOPSIKA.
7. JIokyMEeHTHpOBaHHE 1O  JOTOBOPHO-TIPABOBBIM  OTHOLICHUSM  3KOHOMHUYECKOMH
JeSITeTbHOCTH.
. IlogroroBka JOKyMEHTOB K Caye B apXUB.
Knaccudpukanus pexsuzutroB no 'OCTY P 7.0.97-2016 «Cuctema craHgapToB MO
uHpopmanuy, OubIMOTEYHOMY U M3AaTelbckoMy  aeny. OpraHu3aiuoHHO-
pacropsauTeIbHast JOKYMEHTAIHS.
10. Pa3BuTHE 3JIEKTPOHHOIO TOKYyMEHTOOO0POTa B OPraHU3aIIH.
11. TImaHoBo-OTUETHAS JOKYMEHTAITHS.
12. ABromarH3aius AeIONpPOU3BOJICTBA.
13. Caiyx0a KOHTpPOJIS BeICHUS KaApOBOW JOKYMEHTAIIMHU HA MPEIIPUATHH.
14. TloHsATHS O TOKYMEHTax, cnoco0ax JOKYMEHTHPOBAHH, HOCUTENAX HMH(OpMAIH U
GYyHKIUAX TOKYMEHTA.
15. TlpaBuna opopmieHus ¥ BBIAAYN KOMTUH JOKYMEHTOB.
16. Opranu3zaius ornepaTiBHOTO XpaHEHHUS JOKYMEHTOB.

el el

oo

© o™
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17.
18.
19.
20.
21.
22.
23.
24,
25.
26.
217.
28.
29.
30.
31.

32
33
34

35.
36.
37.
38.
39.
40.

41.
42.
43.
44,
45.
46.
47.
48.

49

50.

51
52

53.
54,

55
56

S57.
58.
59.
60.
61.

62.
63.

OKcnepTu3a HEHHOCTU JOKYMEHTOB.

[IpaBuina cocrapneHus 1 0ohopMIIeHUS HOMEHKIIATYPBI Jell.
[Tpu3Haku knaccu(UKauyl HOMEHKIIATYPBI J1e.
Kputepuu o1ieHKH TOKyMEHTOB.
CucreMbl JOKyMEHTALlUU 10 JMYHOMY COCTaBY.

OcoGenHoctr 0POPMIICHUS JTUYHBIX JOKYMEHTOB.
Cuctemsl 1 (HOPMBI JOKYMEHTOB.
OcHOBHBIE TOTOKU JOKYMEHTAILIHH.
Ciyxe6nble 3anmucku. TpeboBaHus K 0opopMIICHHIO.
OCHOBBI 3aKOHO/IATEILCTBA [10 APXUBHOMY JEITY.
CocraBnenue u opopmiieHUE CIIy)KEOHBIX TTHCEM.

Pexumbl XpaHeHUs: JOKYMEHTOB.
Onucs pena. [IpaBuna popmMupoBaHe TOKyMEHTOB Ha apXUBHOE XpaHEHHE.
Ponb noxymeHTalmoOHHOro o0ecnedeHns ynpaBieHUusl B COBpEMEHHON OpraHU3aI|Hy.
OcHOBHBIE XapaKTEPHBIE YEPThI OPTaHU3ALMOHHO-TIPABOBON JOKYMEHTAIIUH.
. PernamenTanus 10KyMeHTallMOHHOTO 00ECIIEUEHMs] YIIPABIICHUS.
. CoctaB u odopmIiIeHHE PACTIOPSIUTENBHON JTOKYMEHTALIUU.
. TexHonorust paboThI ¢ KOH(DUICHINATBHBIMUA JOKYMEHTAMH.

Cocrasnenue u opopmiieHUE aKTOB

Odopmutensckue pexkBU3UTHL. COCTaB PEKBU3UTOB JTOKYMEHTOB.

CrtpykTypa ohopMIIeHHUS TOJKHOCTHBIX HHCTPYKIUH.

Opranu3zanys KOHTPOJISI UCIIOJIHEHUS JOKYMEHTOB.

Cocranenue u opopmiieHHue MPOTOKOA.

[Topsimox  cocraBineHuss W oQopmieHHS TaOMUI] M PUCYHKOB B  HAy4yHO-
HCCIIEIOBATENIECKOM OTYETE.

Opranu3zanus paboThl C TOKyMEHTaMHU.

[TpaBuna opopmiIeHHS TPUITOKEHUH.

[TonsiTue o nokymMmeHTo000poTe. POPMBI PETUCTPALIMH JOKYMEHTOB.

CocraBieHue 1 0popMIIEHHE JOTOBOPOB.

@aroBoe M MpoI0JIbHOE PACHOIOKEHNE PEKBU3UTOB.

VY4penutenbHble JOKyMEHTBI OPraHU3aLNH.

OrneHka 3HaYUMOCTU JOKYMEHTOB U CPOKH UX XPAHEHHUS.

TpeboBanus1, npeabsBiIsieMble K TEKCTaM JIOKYMEHTOB.
. CocTaB oprann3alnOHHO- IPABOBBIX JOKYMEHTOB.
®opmsl peructpannu J0KyMeHToB. [lopsanok perucrpanuu.
. TexHomorus pabOTHI C KaIPOBOW JOKyMEHTAIUEH.
. CocraB U CTpyKTypa IITaTHOTO PaCIUCAHMUSL.
CoctaB HH(POPMAIIMOHHO-CITPABOYHBIX JOKYMEHTOB.
Oco0eHHOCTH MOJ0KEHUS O CTPYKTYPHOM I0/Ipa3/ieIeHUH OpraHU3alHH.
. branku 1 popmaTsl JOKYMEHTOB.
. 3aayn ¥ TyTH BHEAPEHUS aBTOMATU3MPOBAHHOM CHCTEMbl JOKYMEHTAIIMOHHOIO
oOecrnieueHus yrnpapiaeHUs

OCHOBHBIE ~ KJAacChl ~THUPaXHO - 3aKa3HbIX ABTOMATU3UPOBAHHBIX  CHUCTEM
JOKYMEHTAIlMOHHOTO 00EeCTIeUeHUs yIpaBiIeHUS
DKcITyaTaiuoHHbIe XapaKTEePUCTUKU ABTOMAaTU3UPOBAHHON CUCTEMBI
JOKYMEHTAIlMOHHOTO 00EeCTIeUeHus yIpaBiIeHUs
TexHomoruu  TpOrpaMMHON  peanu3allMi  aBTOMATU3UPOBAHHOM  CHCTEMBI
JOKYMEHTAIlMOHHOTO O0EeCTIeUeHUs yIpaBIeHUS

Kpurepruu ananusza aBTOMaTU3MPOBAHHOM CUCTEMBI JOKYMEHTALMOHHOTO 00ECIIeUeHUS
yIpaBlIeHUs

Cocrapnenue 1 oopMIIEHUE TPUKA30B 110 OCHOBHOW JEATEIHHOCTH.

OcobeHHOCTH BBIOOpA CHCTEMBI aBTOMATH3AIIHH.

Crpareruu BHEApPEHUS ABTOMATU3UPOBAHHOW CHUCTEMBI  JOKYMEHTAI[MOHHOTO
obecrieueHus ypaBicHHUS.
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