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1. Ilepeyenb NJIAaHUPYEMBIX Pe3yJIbTATOB H3y4YeHHUsI AUCHHUIIMHBI, COOTHECEHHBIX €
IUIAHMPYEMbIMH Pe3yJIbTATAMH 0CBOCHHUSI 00pa30BaTeIbHON MPOrPaMMbl

B pamkax ocBoeHHS OCHOBHOM NpOQecCHOHATBHON 00pa30BaTeNbHONW MPOrpaMMbl

OakanmaBpuata OOYYAlOIIMICS JOJDKEH OBJIAACTh CIEAYIOIIMMH pe3yJbTaTaMd OOYYEHHs 10

JUCHHUITIINHE «OCHOBBEI ACIOIIPONU3BOJACTBA U I[OK}’MCHTOO60pOT>>:

Koa u HaumMeHoBaHue KOMIIETECHIINHA

HHI{HKaTOpr JOCTHKECHUSA KOMIICTCHIIUN

OIIK-4. CiocobeH pa3pabaTsiBaTh
MIPOEKTHl HOPMATUBHBIX MPABOBBIX
aKTOB B cepe mpodhecCHnoHATBLHOMI
JEeSITeTbHOCTH, OCYIIECTBISTh UX
[IPaBOBYI0 U aHTUKOPPYILUOHHYO
IKCIEPTHU3Y, OLIEHKY PETYIUPYIOIIETO
BO3I[CﬁCTBHH u HOCJICI[CTBPIIZ nux
MIPUMCHECHHSI

NOIIK-4.1. OcymiecTBisieT IpaBOBYIO U
AHTUKOPPYNLUOHHYIO 3KCIIEPTU3Y IPOEKTOB
HOPMAaTHBHBIX IMPABOBBIX aKTOB B cepe
npodecCHOHAIBHOM 1A TEIbHOCTH

NOIIK-4.2. OueHuBaer peryiupyloiiee BO3IACHCTBUE
MIPOEKTOB HOPMATHUBHBIX TMPAaBOBBIX aKTOB B cdepe
po(heCcCHOHANTLHOM JIEATEIBHOCTH M TOCIEICTBUS UX
PUMEHEHUS

OIIK-7. CiocoOeH oCyIIeCTBISITh
BHYTPHUOPTaHU3AIMOHHBIE H
MEXBEJIOMCTBEHHbIE KOMMYHHUKAITUH,
o0ecneunBaTh B3aUMOJICHCTBIE
OpPraHOB BJIACTH C IpakIaHAMH,
KOMMEPUYECKUMH OpTaHU3aIUsIMHU,
MHCTUTYTaMU TPaKJIaHCKOTO
o01ecTBa, cpeIcTBaMU MacCOBOM
uHbOpMaIu

NOIIK-7.1. Onpenenser 3ampaun npodecCHOHATBHON
JESITEIILHOCTH B 00JIACTH OCYIIECTBICHUS
BHYTPUOPTaHU3AIMOHHBIX, MEKBEIOMCTBEHHBIX
KOMMYHUKAIMKA U B3aUMOJICVCTBUSI OPTaHOB BJIACTH C
rpaxjaHaMy U HHCTUTYTaMH FPaXKIAHCKOTO 0OIIEeCTBa

NOIIK-7.2.  Opranusyer  AEJIONPOU3BOACTBO U
JIOKYMEHTOOOOpOT B OpraHax BJIACTH AJIsi 00eCredeHUs
BHYTpPH- U MEXBEJIOMCTBEHHBIX B3aUMOJCHCTBUI

2. MecTo AucuuIInHbI B cTpykTrype OIIOIT

VyeOnas aucuumnuaa b1.0.30

«OCHOBBI  JIEJIONPOU3BOACTBA U JIOKYMEHTOOOOPOT»

OTHOCHTCSI K 00s13aTenbHOM yacTy 1ukia b. 1 «/lucuummimael (MOTy N )».

3. O0beM AUCHUIIMHBI B 32a4€THBIX ¢IMHUIAX ¢ YKA3aHMEM KOJIHYeCTBA aKAJAeMHUYeCKUX
4aC0B, BbIICJICHHBIX HA KOHTAKTHYI0 Pa00Ty 00y4aroIMXcs ¢ npenogasaresieM (10 BUIAaM
3aHATHI) U HA CAMOCTOSAITEJIbHYI0 padoTy 00yYaromuxcst

OO0mass  TpyIOEMKOCTb

(0OBem)

JUCIHUITIINHBI «OCHOBEBI ACJIOIPONU3BOJACTBA u

JIOKYMEHTOO0O0POT» COCTaBIsAET 4 3a4eTHbIE €TUHUIIBI.
O0béM IMCUMNJIMHBI 10 BUIAM Y4eOHBIX 3aHATHH (B 4acax) — 04HO-32049Has popMa

o0yueHust
Buj yueOHoi1 padoThI Beero Cemectper

4acoB 4 -
AyIuTOpHBIE 3aHATHS (BCEro) 40 40 -
B Tom uncne: - - -
Jlexmun 20 20 -
[Tpaktuueckue 3anstus (I13) 20 20 -
Cemunapsi (C) - - -
JlabopaTtopusie padoTs (JIP) - - -
CamocrosiTejibHasi pa6oTa (Bcero) 68 68 -
B Tom uucne: - - -
KypcoBoii mpoekT (pabota) - - -
PacuetHo-rpadguueckue paboTh - - -




Pedepar 4 4 -
[ToaroToBKa K MPaKTUYECKUM 3aHSITHIM 60 60 -
TectupoBanue 4 4 -
Bun npomexxyTouHOM aTTecTaluu — 3K3aMeH 36 36

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

4. ConepskaHue QU CHUATIINHbBI
4.1. Pa3nenbl JMCHUILIMHBI M TPYA0EMKOCTD 110 BU/IaM Y4eOHbIX 3aHATHI

w2
= °:’ Buabl yueOHbIX 3aHATHH, BKJIKOYAS
g ; CaMoOCTOSITeIbHYIO PadoTy o0y4arouuxcs, 4ac
Ne Paznen/rema 8 ‘§
n/o I[I/ICIII/IHJ'[I/IHBI E KonTakTHas paﬁoTa
= CamocrosiTeNIb-
Bcero F— NPaKTHYeCKHe Hasi padoTta
3aHATHS o0yJamuxcs
1. Tema 1. Beenenue B 8 2 - 6
JIEIIOTIPOU3BO/ICTRBO.
OCHOBHBIC TIOHSATHS U
TEPMUHBI.
2. | Tema 2. VcTopus pa3BuTHs 10 2 2 6
JICJIONPOU3BOJICTBA
3. | Tema 3. CoBpeMeHHOE 11 2 2 7
rOCyIapCTBEHHOE Pa3BUTHE
JIETIOTIPOU3BO/ICTBA
4. | Tema 4. IIpaBuna 11 2 2 7
COCTaBJICHUS U
odopmIIeHHUSI IOKYMEHTOB
5. Tema 5. OpranuzalioHHO- 11 2 2 7
pactopsauTeIIbHbIC
JIOKYMEHTHI.
6. | Tema 6. Cucrema 11 2 2 7
UH(POPMAaIMOHHO-
CIIPaBOYHOU
JIOKYMEHTAII1H.
7. | Tema 7. CoyxeOHas 11 2 2 7
MIePEeTHCKa.
8. | Tema 8. JIoKyMeHTHI 110 11 2 2 7
JUYHOMY COCTaBY.
CocTaBieHHEe JTNYHBIX
JIOKYMEHTOB
9. Tema 9. Opranuzanus 12 2 3 7
paboTHI C TOKYMEHTAMH
10. | Tema 10. Cucremarusamnus 12 2 3 7
U XpaHCHHE
YIpaBIEHYECKUX
JIOKYMEHTOB.
Bcero 108 20 20 68
IK3aMeH 36 - - -
Hroro 144 20 20 68




4.2. ConepxxaHue pa3iesioB IUCHUINIHHBI

Tema 1. BBenenue B 1eJ10npou3BoACTBO. OCHOBHbIE NIOHATHS U TEPMUHBI.

IIpenMer u 3amaum Kypca Aenonpou3BoACTBO. CyIIHOCTh MOHSATHUS «JEIOINPOU3BOJCTBOY.
[TousTust «uHGOpMALMSD U «TOKYMEHT» MecTo M pOjb JOKYMEHTOB B YNpaBICHHH. 3HaYCHHE
UHPOPMALIMU I TPUHATHUS YNPABICHUYECKUX peIIeHUi. BUAbl ympaBleHUECKUX TOKYMEHTOB.
[TonsiTre «QyHKIUU AOKYMEHTa», MOJU(PYHKIMOHAIBHOCTh JOKYMEHTOB. CBONCTBA TOKYMEHTOB.
Knaccugukanust 10KyMeHTOB.

Tema 2. UcTopusi pa3BUTHA 1€J10NPOU3BOICTBA

Jlenonpou3BoACTBO B JpeBHEpycCKOM rocyaapctBe. IlpukazHoe nenonpous3BOACTBO.
Komnexckoe aenonpons3BoacTBO. MUHUCTEPCKOE AENONPOU3BOJACTBO. Jlemonpou3BoACTBO B
COBETCKHX yupexJeHusx. ['ocynapcTBeHHOE eTI0NPOU3BOICTBO B COBPEMEHHYIO JIOXY.

Tema 3. CoBpeMeHHOe rocy1apCTBEHHOE Pa3BUTHE 1eJ10IIPON3BO/ACTBA

3aKOHOJATENFHOE pEeryJIHpOBaHUE JEJIONPOU3BOJICTBA W OCHOBHBIE €r0 HalpaBlICHUS.
HopmartuBHO-MeTOAMUYECKOE pETyIMpPOBaHUE AEIONPOU3BOACTBA ['OCYy1TapCTBEHHbBIE CTaHIAPTHI,
UX pOJb U 3HadeHwe (craHgapTu3auus) TumoBas HMHCTPYKIHUS IO JEJIONPOU3BOJCTBY B
(denepanbHBIX OpraHax MCHOJHHUTENbHOH BiacTH. [IpaBuia mo aenonpousBOACTBY B (enepaabHbIX
OpraHax HCHOJHHUTEIbHOM BiacTH. MeToAuuecKue pEeKOMEHAAlNU M0 pa3padoTKe HHCTPYKLUUN
10 JIeJIOTIPOU3BOACTBY B (PelepabHBIX OpraHax HCIOJHHUTEIBHOW BIAcTH. YHUQUIIMPOBAHHBIC
CUCTEMBI JOKyMeHTalu. HopMaTuBHbBIE JOKYMEHTHI IO TPYLy U OXpaHe U Tpyda

Tema 4. [IpaBuia cocraBienus 1 oopMJIeHUsI JOKYMEHTOB

@®opmarel Oymarun u mons. Hymepauus nuctoB. Dopmynsap-oOpaszen. TpeGoBaHus K
OaHKaM JOKYMEHTOB. XapaKTepUCTHKA TOCYIapCTBEHHOTO CTaHAapTa «YHUQUIMPOBAHHBIC
CUCTeMBbl JOKyMEHTAllMH. YHUQUIMPOBAHHAS CHCTEMa OPraHU3alMOHHO-PACHTOPSIUTEIHHOM
nokymeHtanuu. TpeboBanusi k odopmienuto nokymentoB» ['OCT P. IlpaBuma odopmiueHHs
JIOKYMEHTOB TPHU HCHOJIb30BAaHUM TEXHHUYECKUX cpeAcTB. CocTaB pekBU3UTOB noKymeHTOB OP/I.
[TpaBuna odopMieHHsT PEKBU3UTOB 3arojOBOYHOM YacTH JOKyMeHTa: yrioBoe (¢iaroBoe wu
IIEHTPOBaHHOE), TMpojaoibHOe (meHTpoBaHHOe). Odopmienue repba Poccuiickoit deneparum,
cyObekta PO, sMOeMbl Opranusanuy Wik ToBapHoro 3Haka. Koj opranuzanuu-aBropa J0KyMeHTa.
OcHoBHOM roCy/1apCTBEHHbIN pPEerucTpalMOHHBIN HOMEp IOPUANYECKOTO JHILIA.
W nenTuduKaMoHHbII HOMEp HaJOTOIIaTeIbIIUKA/KO TPUYMHBI TOCTaHOBKM Ha y4€r. Kon
dopmbl 1oKymMeHTa. HaumeHoBaHHMe opraHM3alnuu -aBTopa AoKyMeHTa. CpaBOYHbIE JaHHBIE 00
OopraHM3alMi - aBTope JoKyMeHTa. Ha3Banue Buaa nokymeHta. Jlata jJoKyMeHTa.
Perucrpanuonssiii Homep nokymeHTa. Ccbulka Ha pEeruMcTpallMOHHBII HOMEp M JaTy JOKyMEHTA.
[Topsinox odopMieHHs] peKBU3UTA «aapecar». PeKBU3UTHI coaepKaTesbHON YacTu: TpeOOBaHUS K
TeKCcTaM JOKyMeHTOB. Cokpaii€HHbIe cloBa. YTNOTpeOjeHue S3bIKOBBIX (opMyil. SI3BIK TEKCTa.
DOneMEeHTHI TeKCTa JOKYMEHTa. 3aroJIoBOK K TEKCTY TOKyMeHTa. OTMETKa O HaJIU4YUU MPUITOKECHHUSL.
PexBu3uThl odopmisitomell yacTu MOANMCAHME M YyTBEepXKJIeHHe A0KyMmMeHToB. CoriacoBaHue
nokyMeHToB. OTTuck nedatu. BusupoBanue aokymMeHTOB. OTMETKHM Ha JOKYMEHTE: OTMETKa O
MOCTYIUIEHUU JOKYMEHTA B OPraHU3alHI0, PE30NIIONMS, OTMETKA O KOHTPOJIE, OTMETKA O 3aBEPEHUNU
KON JOKyMeHTa. VneHTuguKkaTop 371eKTpOHHON Komuu JokyMeHTa. OTMeTKa 00 HCIIOIHUTENE.
OTMmeTKka 00 MCIIONIHEHUH TOKYMEHTa M HalpaBiIeHuH ero B Jeno FOpunudeckas cuia JOKYMEHTA.
HOpuanyecku 3HaYUMBbIE PEKBU3HTHI.

Tema 5. Opranu3anHOHHO-PACIOPAANTEIbHBIC JOKYMEHTHI.

Opranu3alluOHHO-TIPAaBOBbIE JOKYMEHTBl, WX Ha3HaueHue u cojaepkanue. OOmue
TpeOOBaHUS K OpraHU3allMOHHBIM JOKyMeHTaM. [IpaBuna coctaBieHne U 0pOpMIICHHE OTACTbHBIX
BUJIOB OPraHU3allMOHHO-TIPABOBBIX JOKYMEHTOB: YCTaB MPEANPUATUS JAOKHOCTHAST MHCTPYKIIMS,
MI0JIO’KEHUE, IITaTHOE PAacIUCaHHUe, CTPYKTypa M IITaTHAs 4YMCIEHHOCTb. BaXHOCTb M 3HauYEeHHE
ATUX JOKYMEHTOB B JIEATEIbHOCTU MpeAnpusatusa. PacnopsaurenbHble T0KyMeHTb. OCOOEHHOCTH
MNOJArOTOBKM  pacloOpsAOUTENbHBIX JOKyMeHTOB. lloaroroBka u  odopmieHHe MpHUKa30B.
OcoOenHocTH OQOpMIIEHHS BBINMCKM M3 Mpukaza. Crneuuduka HamucaHus pPacHoOpsKEHUH,

peLIeHU.
Tema 6. Cucrema HHPOPMALMOHHO-CIIPABOYHOI JOKYMEHTALIUH.
Haznauenue nnhopMaiioHHO-CIIPAaBOYHOM TOKYMEHTALIUU B yIpaBIeHYECKON

NCATCIIBHOCTH. XapaKTepI/ICTI/IKa OCHOBHBIX BHUI0B CHpaBOLIHO-I/IH(l)OpMaHI/IOHHBIX nu CHpaBO‘IHO-
4



AHATUTHYECKUX JTOKyMeHTOB. [Iporokomnsl. TpeGoBanus k coctaBneHuio u odopmienuto. [lonnsie
u  kparkue (Gopmbel mpoTokonoB. AkThl. TpebGomanus k odopmiieHuto aktoB. [Iporemypa
NOJATOTOBKH, COCTaBJICHHE U OQOPMIICHHE JOKIATHBIX M OOBSICHUTEIBHBIX 3alUCOK, CIIPABOK,
3asiBJICHU, IPEACTaBICHUM, MPEJIOKEHUN U JIp.

Tema 7. CiryxeOHasi nepenucka.

[IpaBuna u TpeGoBaHus K Jes0BOMY MUCbMY. COBOKYITHOCTh PEKBU3UTOB O(PHUIIMAIEHOTO
NUChbMa M IpaBWiIa X opopMileHUS. S3bIK M CTHIb OQHUIMATIbHBIX muceM. CTpyKTypa MUChMA.
Otuker B aenoBoi nepenucke. OCHOBHbIE TpeOOBaHUS K TEKCTY Cly>KeOHOro muchbma. OTaenbHbIe
BU/IBI nuceM  (MHGOpPMALMOHHOE,  TapaHTHIHOE,  MHCHhMO-OTBET, MHUCHMO-3a1poc,
CONPOBOAUTENBLHOE MUCbMO). MexxayHapoaHas nepenucka CTpyKTypa H CMBICIOBBIC YaCTh MUChMA.
Ctunb TeKcToB U 0(OpMIICHHE JIEJI0OBOTO MUChMA.

Tema 8. lokymeHTHI 110 THYHOMY cocTaBy. CocTaBiieHHe JIMYHBIX JOKYMEHTOB

CoctaB u BuABl JOKyMEHTALIUM MO JIMYHOMY COCTaBY. YHH(DUIMPOBAHHBIE (POPMBI
nokymeHToB. llpuka3. Odopmienne npuéma Ha padory. IlepeBox Ha napyrymo pabory.
[IpenocraBiieHre OTIycKa. YBoJbHEHHE ¢ paboThl. COCTaBJIEHHE JIMYHBIX JOKYMEHTOB (pe3iome,
aBTOOMOrpadus, XapaKTepUCTHKA, aHKETA, JOBEPEHHOCTh, PACIINCKA).

Tema 9. Opranuszanusi padoTbl ¢ JIOKYyMEHTAMM

[TonsaTne «aokymeHroobopoTtay. IlpaBuia opraHuzamuu 10KyMeHTO000poTa. YueT o0beMa
JTOKyMEeHT000opoTa. OCHOBHBIE 3Tanbl U NPUHIUIBI PabOThl C BXOIAUIMMH, UCXOIAIIUMH U
BHYTPEHHUMHU JOKyMeHTamu. llpaBuna perucrpauyu M HMHAEKCALUU JOKYMEHTOB. DopMbl
peructpauuu. KoHTpOJIb HCTIONHEHUS JOKYMEHTOB.

Tema 10. CucremaTu3anus v XpaHeHue yrpaBJeHYeCKUX JOKYMEHTOB.

[TonsiTHEe «HOMEHKIIATypa Jeil», BUJIbI HOMEHKIATYphI Jen. TpeboBaHus, NpeabsaBiseMble K
COCTAaBJICHUIO HOMEHKJIATyphl Jein. @DopMupoOBaHWE el B OpraHu3anud. 1peboBaHUS K
dbopMupoBaHHIO Jen. OJKclepTh3a IIEHHOCTH JIOKyMEHTOB. TpeOoBaHuUs, NpeIbsBIsIEMble K
OpraHu3aly U IPOBEJCHUIO SKCIEPTU3bI [IEHHOCTH JIOKyMEHTOB.

4.3. lIpakTuyeckue 3aHATHSA / J1aGOpPaTOPHbIE 3aHATHUS

3anstue 1. Ucropus pa3BuTus A€I0MpOU3BOICTBA
3anstue 2. CoOBpeMEHHOE TOCYapCTBEHHOE Pa3BUTHE JeI0NPOU3BOICTBA
3anstue 3. [IpaBuina coctaBieHus U 0(OPMIICHHUS TOKYMEHTOB
3anstue 4. OpraHu3alOHHO-PACIOPSIUTENbHBIE TOKYMEHTHI.
3ansrtue 5. Cucrema nH(GOPMaIMOHHO-CIIPABOYHOM TOKYMEHTAIUH.
3ansTtue 6. CiyxeOHas nepenucka.
3anstue 7. JIOKyMeHTHI 110 THYHOMY cocTaBy. COCTaBlICHHE JTHYHBIX JOKYMEHTOB
3anstue 8. Opranuszanus paboTsl ¢ JOKyMEHTaMU
3ansatue 9. CucremMarn3anus 1 XpaHeHHEe YIIPaBICHIECKUX JOKYMEHTOB.
5. Y4eOHO-MeTOAMYeCKOe M HHOpMaMOHHOe o0ecnevyeHne THCIUTIMHbI

5.1. OcHoBHas JIMTEpaTypa

1. Ka6amog, C. 0. Jlenonpou3BoACTBO W apXWBHOE N0 B TEPMHHAX U OMpPEACIICHUSX:
yuebHoe nocobue / C. YO. Kabamos, U. I'. Achannusposa. — 3-e uzn., crep. — Mocksa: ®JIMHTA,
2018. — 295 c. — Pexum JOCTYTIA: o MTO/TIHCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=69168

2. ApacnanoBa, B. A. CnyxeOHbIe JOKYMEHTBI: (OPMYJISAPHI U MPUMEPHl O(HOPMIICHUS.
AnpboM: ydeOHO-TIpakTHUeckoe mocobme: [12+] / B. A. ApacnanoBa, E.C.BbypmucrpoBa. —
Mocksa; bepmun: Hupekt-Memma, 2020. — 108 c. — Pexum 1pocTyma: mo MNOAIUCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=578396

5.2. lonosiHuTE/IbHAS JIUTEPATYPa

1. Joxyment. Apxus. Uctopus. CoBpeMEHHOCTh: COOPHHUK Hay4YHbIX TpyJoB / ri1. pex. JI. H.
Masyp; Vpansckuii penepanpHbiii yHuBepcuTeT M. niepBoro IIpesunenta Poccun b. H. Enbniuna,
VYpanbckuil ryMaHUTapHBINH HHCTUTYT. — ExaTepunOypr: M3naTenscTBO YpaibcKoro yHUBEPCUTETA,
2020. — Bemyck 20. — 361 c.: cxem., Tabm. — Pexum jgocTyma: 1Mo IMOAMNKMCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=698984



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

2. I'punbepr, A. C. JloKyMeHTalMOHHOE OOECIeYeHUEe yMpaBieHUSA: y4YeOHHK /
A. C. I'punbepr, H. H. I'op6aués, O. A. Myxamermmna. — Mocksa: IOuutu-/lana, 2017. — 392 c.:
TalII., rpad., HIL., CXEMBI - Pexum JOCTYTIA: 1o IIOIITUCKE. -
URL: https://biblioclub.ru/index.php?page=book&id=684757

5.3. JIMueH3MoHHOEe MPOorpaMMHoe obecrieyeHmne
1. Microsoft Windows 10 Pro
2. Microsoft Office 2007

5.4. CoBpemeHHble mpodeccHOHATbHbIE 0a3bl JaHHBIX H HHQOPMANHMOHHbIE

CIPaBOYHbIE CHCTEMbI

1. KommbrotepHbie HHPOPMAIIMOHHO-ITPABOBBIE CHCTEMBI « KOHCYIBTAaHT
http://www.consultant.ru , «I"apaaT» http://www.garant.ru
OdunmanbHbIi THTEPHET-NOPTAN PaBOBOM HHpopMarmu http://pravo.gov.ru
AJIMHHUCTpATHBHO-yIIpaBICHUYCCKHI mopTai http://www.aup.ru/
[TopTan rocyaapcTBeHHOM rpakaHCKoi ciy»k0bI https://gossluzhba.gov.ru
Hayunas snekrponnast 6ubdanoreka http://wwwe.elibrary.ru
OBC «YuuBepcurerckas oudanoreka ormaiin» https://biblioclub.ru/index.php

oA~

6. MaTepuajabHO-TeXHUYECKOE ofecnedyeHne I CIUIIIMHBI

1. JlexunoHHast ay JUTOPHsL, Ay AUTOPUSI IJIsl TPYHIIOBBIX ¥ MHJIMBUYaJbHBIX KOHCYJIbTAIUM,
OCHAIIIEHHasi KOMIUJIEKTOM MeOenu Juis ydyeOHOro mpolecca, y4eOHON JOCKOM, MepCcOHaIbHBIM
KOMIIBIOTEPOM, TJIa3MEHHOM MaHEJIbIO.

2. AynuTtopus s NPOBENCHMS MPAKTHUECKUX W CEMHHAPCKUX 3aHATHH, TEKyIlero
KOHTPOJISI M TPOMEKYTOUHOW aTTECTAllMH, OCHAIIEHHAs KOMIUIEKTOM MeOenu st y4eOHOro
npoiiecca, yueOHOH T0CKOH, TepCOHabHBIM KOMITBIOTEPOM, IIa3MEHHON MaHEbIO.

3. Aynuropus JUisl CaMOCTOATEIbHON pabOThl CTYI€HTOB, OCHAILIEHHAs! KOMIUIEKTOM MeOenu
JUis yyeOHOro mpoliecca, yu4eOHOM JOCKOHM, NepCOHaNIbHBIMU KOMIBIOTEPAMU C BO3MOKHOCTBIO
MOJKITIOUEHUS K ceTh «MIHTepHEeT» M TOCTYIIOM K 3JIeKTPOHHON HH(OPMAIIMOHHO-00pa30BaTeIbHON
cpene YHHUBEPCUTETA.

7. MeToau4yeckue peKOMeH/IAllMH 110 OPTraHU3aANNU U3yYeHUs TUCIUTLIMHBI

7.1. MeToauyecKue peKoOMeHIAIUH MPeNnoIaBaTes 0

Janublii pasznen Hactosmed padodeil mporpaMMbl MpeaHA3HAYeH ISl HAYWHAIOIIMX
npenoaaBaTeneil u CrenrualicTOB-IPAKTHKOB, HE UMEIOIINX OIbITa MPENoIaBaTeNbCKONW paboThI.

Hucuunnuaa «OCHOBBI  JIETIONPOM3BOJACTBA U JOKYMEHTOOOOpOT»  (opmMupyer y
oOydaromuxcst komnoHeHTsl kommetreHuuu: OIIK-4 u OIIK-7. B ycnoBHSX KOHCTpYHPOBaHUS
00pa3oBaTeNbHBIX CHCTEM Ha TNPHUHIMIAX  KOMIIETEHTHOCTHOTO  TIOJXO0Ja  MPOM3OIILIIO
KOHILIETITYaJIlbHOE M3MEHEHHUE POJIM TpErnoAaBaTeis, KOTOPbIM, Hapsay ¢ TPaJAULMOHHOM POJIbIO
HOCUTENSI  3HAHWM, BBINONHSAET (YHKIHMIO  OpraHuM3aTopa  HAyYHO-TIOMCKOBOM  pabOThI
oOyuJarorierocsi, KOHCyJIbTaHTa B MPOIeAypax BbIOOpa, 00pabOTKU U MHTEpIIpETAMK UH(DOpMAILIHH,
HEOOXOAMMOM JIJIsl MPAKTHYECKOTO JCUCTBUS U JATBHEUIIEr0 Pa3BUTHS, YTO JIOJDKHO 00s3aTEIBHO
YUYUTBIBATHCS MIPU MPOBEACHHUM JICKIMOHHBIX U MPAKTHUUYECKUX 3aHATUN MO JucUUILIMHE «OCHOBBI
JIETIOTIPOU3BOJICTBA U JOKYMEHTOOOOPOTY.

[IpenogaBaHre TEOPETHYECKOTO (JIEKIMOHHOTO) Marepuana Mmo aucuuruimHe «OCHOBBI
JIETIOTIPOU3BOJICTBA M JOKYMEHTOOOOPOT» OCYIIECTBISIETCS Ha OCHOBE MEXKIUCIHUIUIMHAPHON
MHTETPAIMN M YETKUX MEXIUCIMILUTMHAPHBIX CBS3€il B paMKax 00pa3oBaTENbHON MPOrpaMMBbI U
ydeOHoro miana o HarnpasieHuto 38.03.04 ['ocynapcTBeHHOE M MyHUIIMITAIEHOE YTIPABIICHUE.

[TonpoOHOE conep:kaHue OTAENBHBIX Pa3AeNoB TUCIHUILIUHBI « OCHOBBI JI€TONPOU3BOICTBA U
JIOKYMEHTOO00POT» paccMaTpuBaeTcs B 1.4.2 pabodei mporpaMMBI.
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MeTtouka ornpeielIeHsI HTOTOBOTO CEMECTPOBOTO PEHTHUHTA 00YYArOIIET0Cs 110 JUCITUILINHE
«OCHOBBI JI€TIOTIPOU3BOJICTBA M IOKYMEHTO0O0pOT» mpesacTaBieHa B coctaBe @OC 1o AUCIUIUIMHE
B 11.8 HacToAwIeH paboyeil mporpamMmel.

[IpumepHbie Tembl pedepaTOB M BapUAHThl TECTOBBIX 3aJ@aHUM IS TEKYIIETO KOHTPOJIS H
NepeveHb BOMPOCOB K IK3aMEHY I10 JTUCHUIUIMHE npecTaBieHbl B coctaBe POC 1o AUCHUIUIMHE B
1.8 HacTosmel paboyeit mporpaMmbl.

[lepeueHb OCHOBHOM | JOMOJHUTEIBHOW JIUTEPATYyphl M HOPMATUBHBIX JOKYMEHTOB,
HEOOXOAMMBIX B  XOJI€ TMpenojaBaHusl JAUCHUIUIMHBI «OCHOBBI  JIETIOMPOM3BOJCTBA H
JIOKYMEHTOO00pOT», MPUBEACH B 1.5 HacTosmel padouel mporpammel. [IpernogaBarernto ciemyeT
OpPUEHTUPOBATH OOYYAIOIINUXCS HA UCIOJIb30BAHUE NP MOJATOTOBKE K MTPOMEKYTOUHOUN aTTeCTaIlluu
OpPUTHMHAIBLHON BEPCHUM HOPMATUBHBIX JOKYMEHTOB, JICCTBYIOIIMX B HACTOSAIEE BPEMSI.

7.2. MeToanyeckue yKazaHusi 00y4arommumcst

O6yuenne 1o aucuuiuiiHe «OCHOBBI  JIEJNIONPOM3BOJACTBA M JOKYMEHTOOOOPOT»
IpeJrnoiaraeT U3yuyeHue Kypca Ha ayJIUTOPHBIX 3aHATUSIX U B XOJ€ CaMOCTOSITEIIbHON paboThlI.
AyIUTOpHBIE 3aHATUS TPOXOAAT B (OpMe JICKIUH M MpaKTHUUeCKuX 3aHsATHi. CamocTosiTenbHas
paboTa BKIIIOYAET pa3HOOOpa3HbIN KOMIUIEKC BUIOB U (hOPM pabOThl 00yJaroNuXcsl.

Jst ycnenHoro oCBOSHUsI COJAEPKAHUS TUCHUIUIUHBI U JTOCTHKEHUS IMOCTABICHHBIX IIEJIeH
HEOOXOMMO TO3HAKOMUTHCS CO CIEIYIONIMMH JOKYMEHTaMH: BBIMHCKOW M3 Y4eOHOTo IUIaHa 1o
JAHHOW  JNUCLUMIUIMHE, OCHOBHBIMH TIOJIOKCHUSIMU pabodeil  mporpaMMbl  TUCHUILIAHBI,
KaJeHJapHbIM  y4eOHO-TEeMaTHYeCKUM IUJJaHOM AWCHMIUTUHBL. J[aHHBIM Marepuanm MOXKeT
MPEJICTAaBUTh MIPEIOAaBaTeb Ha BBOAHOW JICKIIUU WJIH CAMOCTOSTEIIHFHO 00YYarOIIHIACS HCIIOTb3yET
JaHHbBIE JIOKATbHON NH(OPMaLMOHHO-OMOINOTEYHON CUCTEMBI Y HUBEPCUTETA.

Crnenyet oOpaTuTh BHUMaHHE Ha CIIMCOK OCHOBHOM M IOMOJIHUTENLHOMN JIUTEPATypPhl, KOTOpas
UMeeTCs B JIOKAJIbHON MH(GOPMaIlMOHHO-OMOIMOTEYHON cucTeMe Y HUBEPCUTETA, Ha IpejiaraeMbie
npernoaaBaresieM pecypchl MHGOPMAIMOHHO-TEIIEKOMMYHHUKAIIMOHHOW ceTt  «MHTepHEeT». Ora
uH(popMalra Heo0X0uMa JIJIsl CAMOCTOATEIbHOM paboThl 00y4YaroIIerocs.

[Ipy MOATOTOBKE K ayIUTOPHBIM 3aHITHSIM HEOOXOIMMO TOMHHUTH OCOOCHHOCTH Ka)IOH
(bopMBI ero MpoBeICHUSI.

[ToaroroBka K JeKLMU

C nenpro obecreyeHus yCIenHoro o0y4eHus: 00yJaronuiics JOHKEH TOTOBUTHCS K JICKIUH,
KOTOpas sBJsieTCs BaKHeHel popmoit opranuzanuy yueoHOro rnpoiecca, ocKoJIbKy:

3HAKOMHT C HOBBIM YYEOHBIM MaTepHAIIOM;

pa3bsICHSET yueOHBIE SJIEMEHTHI, TPYAHBIC ISl TOHUMAHHS;

CUCTeMAaTHU3UPYET YUeOHBI MaTepHa;

OPUEHTHPYET B yueOHOM TpoIiecce.

C aroii 1enblo:

BHUMATEJILHO MTPOYNTANTE MaTEpHAIl IPEABIYIIECH JTEKIINH;

03HAKOMBTECh C YYEOHBIM MaTe€pHAIOM MO YYEOHUKY U Y4eOHBIM TOCOOHSIM C TeMOi
MPOYUTAHHOM JIEKIINH;

BHECHUTE JIOMOJIHEHMS K MOJYyUYEHHBIM paHee 3HAHUSM MO0 TeME JIEKIIMU Ha MOJSAX JIEKIUOHHOU
TeTpaau;

3alUIINTE BO3MOXHBIE BOIPOCHI, KOTOPHIE BBl 33/1a/IUTE JIEKTOPY Ha JEKLUHUU MO MaTepuaimy
W3yYEHHOW JICKIINH;

MOCTapaTeCh YACHUTh MECTO U3YYaeMOU TEMbI B CBOEH MOATOTOBKE;

Y3HAUTE TeMy MPECTOSIIEH JIeKITUH (TI0 TEeMaTHYEeCKOMY IUIaHy, 0 HHGOPMAIINH JIEKTOpa) U
3anummTe HHPOpPMAIINIO, KOTOPOH BBI BlIaieeTe 0 JaHHOMY BOIIPOCY.

[ToaroToBKa K CEMUHAPCKUM 3aHSATHSIM

CrnenyeT pa3yMHO OpraHM30BBIBaTH Pa0OTy MO TMOJATOTOBKE K CEMHHAPCKOMY 3aHATHIO. K
TeMe KaXJOro ceMuHapa Na€Tcsi ONpENeNEHHbIM IUIaH, COCTOSIIMM W3 HECKOJIBKUX BOMPOCOB,
PEKOMEHIyeTCsI CIIUCOK JTUTepaTyphl, B TOM YHUCIIe, U 00s3aTebHol. PaboTy cnemxyeT oprann3oBarhb
B TaKOU OCJIE€N0BATEILHOCTH:

MPOYTEHHE PEKOMEHIOBAaHHBIX IJ1aB U3 PA3UYHBIX YICOHUKOB;

03HAaKOMJICHHE C OCTAIbHOW PEKOMEHIOBAaHHOM JINTEPATypOil U3 0053aTeIILHOTO CITHCKA;



YTEHHUE U aHAJIU3 KaXJOr0 UCTOYHHUKA (JOKYMEHTA).

[Ipexxne Bcero, clieayeT 03HAKOMUTBCS ¢ METOAMYECKUMHU YKa3aHUSIMH K KaXJI0MY CEMUHAPY.
Crenyet ysiCHUTh 3HAaUEHUE TE€X apXaWYHbIX U HE3HAKOMBIX TEPMUHOB, YTO BCTPEUAIOTCS B TEKCTE.
[ToaroToBhTE OTBETHI HAa KXl BoIpoc IuiaHa. Kaxkmoe MmojokeHue OTBETa IMOATBEPIKIACTCS
(ecmu (opma ceMHHapa 3TO MPEAYCMATPUBAET) BBIACPKKOW U3 OKyMeHTa. [IoATOTOBKY ciemyeT
OTpa3uTh B BHJIC IUIAaHA B CHENUAIBLHON TeTpaau IMOATOTOBKM K ceMuHapaMmM. Ha ceMumHapckom
3aHITHH MPUBETCTBYETC Jto0ass Gopma BOBICUEHHOCTH: y4acTUE B OOCYKICHHH, ITOTOTHCHHS,
KPUTHKA - BCE, YTO IMMOMOTAET 00JIee MOTHOMY U SICHOMY TIOHUMaHHIO TTPOOJIEMBI.

Pesynbrarel paboThl Ha CEMHUHApe IMpernojaBaTelb OLCHUBACT M YYUTHIBACT B XOJIE
MIPOBEICHUS TEKYIICH aTTecTaluu.

[IpomexxyTounast  arrectanus 1o jgucnuiuiiHe  «OCHOBBI  JICTIOMPOM3BOJCTBA M
JIOKYMEHTOOO0OpOT» MPOXOIUT B (popMme 3K3aMeHa. DK3aMEHAIMOHHBINH OWIIET MO JUCIHUIUIINHE
COCTOUT W3 2 BOMNPOCOB TEOPETHUYECKOTO XapaKTepa W IPAKTUYECKOro 3anaHus. [IpumepHsbIid
NepeuYeHb BOMPOCOB K 9K3aMeHy 10 jaucuuiuiiHe «OCHOBBI  JIETIOMPOM3BOJACTBA U
JIOKYMEHTOOOOPOT» U KPUTEPHH OIICHKHA OTBETa OOYyYalolerocs Ha dK3aMeHe IS IeJiel OLICHKH
JOCTHIKEHUS 3asBIICHHBIX WHIAMNKATOPOB COPMUPOBAHHOCTH KOMIIETECHIIUN MPHUBEICHBI B COCTaBE
®OC no gucHuIIIMHE B 1.8 HacTOsAIIEH pabodeit mporpaMmel.

OO0y4aromuiicss JOMyCKaeTCsl K MPOMEXYTOYHOM aTTECTAIlMU M0 AUCHMUIUIMHE HE3aBUCHUMO OT
pE3yJIbTaTOB TEKYIIETO KOHTPOJIS.

8. ®OoH/1 O1IEHOYHBIX CPECTB MO AUCIHUIIIHHE

8.1. IlepeyeHb KOMIETEHIHWH ¢ yka3aHueM JTanoB uX (GopMHPOBaHUS B mpouecce
OCBOEHMSI TUCHUNIUHBL. DOPMbI KOHTPOJIsI HOPMUPOBAHUSI KOMIIETEHIHIT

Kon u HaumeHnoBaHue NuaukaTopsbl J0CTHXKEHUS Jranbl
KOMIIeTeHIIH i KOMIIETEHI[U U ®opma dopmupoBanus
KOHTPOJIA (pa3aennt
JUCHHUILJINHDBI)

OIIK-4. Cnocoben NOIIK-4.1. OcyuiectBiser

pa3pabaTrbIBaTh MPOEKTHl | MPABOBYIO U

HOPMATHBHBIX MPABOBBIX | aHTUKOPPYNIIMOHHYIO [TpomexyToun

aKTOB B cepe 9KCIIEPTU3Y ITPOEKTOB BIil KOHTPOJIb!

npodeccnoHanbHOM HOPMAaTHBHBIX MMPABOBBIX aKTOB | DJK3aMEH

JeSITeNIbHOCTH, B cepe npodeccruoHaNbHON Texymuit

OCYIIECTBIATh UX JIeSITeJIbHOCTH KOHTPOJIb: Temsr 1-10

[IPaBOBYIO U HOIIK-4.2. OrneHuBaeT | OMPOC Ha

AHTUKOPPYIIIMOHHYIO peryiupyrponiee  BO3AEHCTBUE | IPAKTHYECKHX

JKCIIEPTU3Y, OLICHKY MIPOEKTOB HOPMATUBHBIX | 3aHATHAX;

peryIupyrouero NpaBOBBIX akTOB B cdepe | pedepar;

BO3JICHCTBUS U PO ECCHOHATBHOM TECTHPOBAHHE

ITOCJIEICTBUM MX OEATCIBPHOCT U IIOCJIEACTBUA

MIPUMEHEHUS WX IPUMEHEHUS

OIIK-7. Cnocoben NOIIK-7.1. Onpenensier

OCYIIECTBIISATh 3a/1a4M NpodeccroHalIbHOM [TpomexxyToun

BHYTPUOPTaHU3AIMOHHBIE | AESITETbHOCTH B 00JIACTH bIil KOHTPOJIb!

1 MEXBEIOMCTBEHHbBIE OCYIIECTBICHUS HK3aMeH

KOMMYHHKAITIH, BHYTPUOPTaHU3AILIMOHHBIX, Texymuit

o6ecneqm§aTL ME)KBEJOMCTBEHHBIX KOHTPOJIb: Temsr 1-10

B3aUMO/ICIICTBHE OPraHOB | KOMMYHHMKALUN U OIpocC Ha

BJIACTH C TpaXkJaHaMH, B3aMMO/ICHCTBUS OPTaHOB MPaKTUYECKHUX

KOMMEpPYECKUMH BJIACTH C TpaKJaHaMU U 3aHATHUSAX;

OpraHu3alusIMH, WHCTUTYTaMH TPakIaHCKOTO pedepar;

WHCTUTYTaMHu o011IeCTBa TECTUPOBAHUE

rpaxaanckoro obmectsa, | MOIIK-7.2. Opranusyer




CpeICTBaMHU MacCOBOM JIEIOTPOU3BOJICTBO "
nHpopmarun JOKyMEHTOOOOPOT B OpraHax
BIacTd g olecrieueHus
BHYTpPHU- U MEKBEJJOMCTBEHHBIX
B3aUMOJICVCTBUI

8.2. [loka3areiu M KPUTEPUH OLEHUBAHUS KOMIETEHIIMA MPU U3yYeHUH TUCIUIIUHBI,
ONUCAHMeE HIKAJ OLleHUBAHUS

8.2.1 Kputepum oieHKH 0TBETa HA IK3aMeHe

(bopmuposanme xommereHumii OIIK-4, wunmumkatopsr MOIIK-4.1, MOIIK-4.2; OIIK-7,

unaukaropsl MOIIK-7.1, MOIIK-7.2)

«5» (0TIIMYHO): OOy4YaIOUIMICS JEMOHCTPUPYET CHUCTEMHBIE TEOPETHYECKUE 3HaHU,
NPaKTUYECKHE HABBIKH, BIIAJICET TEPMUHAMH, JeJIaeT apryMEHTHPOBAHHBIC BBHIBOJBI M 0000LIICHHUS,
NPUBOAUT TPUMEPHI, MMOKA3bIBAET CBOOOJHOE BIIQJICHUE MOHOJOTMYECKOW PEUbI0 U CIIOCOOHOCTD
OBICTPO pearupoBaTh Ha YTOYHSIOLIUE BOIIPOCHI.

«4» (xopomo): oOyyaromMiCs JIEMOHCTPUPYET IPOUYHBbIE TEOPETUYECKHE 3HAHMS,
IPAaKTUYECKHE HABBIKY, BJIaJIeeT TEPMUHAMH, JeJIaeT apryMEHTUPOBAaHHbIE BBIBOJbI U 0000IIEHNU,
IOPUBOJAUT IMPUMEPHI, MOKa3bIBAET CBOOOJHOE BIIAJE€HUE MOHOJIOTMYECKOH peuyblo, HO NPH 3TOM
JIeNIaeT HECYIeCTBEHHbIE OLIMOKHM, KOTOpble OBICTPO HCHPABISET CAMOCTOSTEIbHO WM IpU
HE3HAYUTEJIbHON KOPPEKIUU IPETIOJAaBATEIIEM.

«3» (y10BJIETBOPHUTEJIBHO): O0yYaIOLIUICS AEMOHCTPUPYET HEINIyOOKHE TEOPETUYECKHE
3HaHUS, TMPOSBISAET Ciab0 CPOPMHUPOBAHHBIE HABBIKM AaHaJIM3a SIBICHHH W TPOIECCOB,
HEJ0OCTATOYHOE YMEHHE JEJIaTh apIyMEHTUPOBAHHBIE BBIBOJBI U IIPUBOJINUTH IIPUMEPSHI, TIOKA3BIBAET
HE/I0CTaTOYHO CBOOOJHOE BJaJIEHUE MOHOJOIMYECKOH pEeuyblo, TEPMHMHAMH, JOTHYHOCTBIO U
HOCJIEI0BATEIbHOCTBIO M3JI0KEHUS, JAeJaeT OIIMOKM, KOTOpble MOXKET HCIPAaBUTh TOJBKO IIPU
KOPPEKLIUU IIPETIOAABATEIIEM.

«2» (HeyIOBJIETBOPUTEJIBHO): O0yYalOIIUNACA JAEMOHCTPUPYET HE3HAHUE TEOPETHUYECKHX
OCHOB IIPEIMETa, OTCYTCTBUE IPAKTHUUYECKHUX HABBIKOB, HE YMEET JeJlaTh apryMEHTHPOBaHHbBIC
BBIBOJIbI U TNPUBOAMTH IPHUMEPHI, MOKAa3bIBaeT ci1adoe BIaJCHUE MOHOJIOTMUYECKOH peublo, He
BIIQJICET TEPMUHAMH, IPOSBIIET OTCYTCTBUE JIOTMYHOCTH M IIOCJIENOBATEIBHOCTH H3JI0KECHHUS,
JienaeT OHIMOKH, KOTOphle HE MOXKET HCHpPaBUTh JaKe€ IpPU KOPPEKIUH IperojaBaTesieM,
OTKa3bIBAECTCS OTBEYATh HA JOMOJHUTEIBHBIE BOIPOCHI.

8.2.2 Kputepum onieHKH padoThl 00y4aomerocss Ha NPaKTHYeCKUX 3aHATHIX
(bopmupoBanne kommerennuii OIIK-4, unaukatoper MOIIK-4.1, MOIIK-4.2; OIIK-7,

unukaropsl MOTIK-7.1, UOIIK-7.2)

«5» (OTJIMYHO): BBIMIOJHEHBl BCE MPAKTHYECKHE 3aJaHHs, MPEAyCMOTPEHHBIE
NPAKTHYSCKUMHU 3aHATHIMH, OOYJAIONIMIACS YeTKO U 0e3 OmHMOOK OTBETHJ Ha BCE KOHTPOJIBHBIC
BOITPOCHI, AKTHBHO paboTall Ha MPAKTHYECKUX 3aHATHSIX.

«4»  (X0pomio): BBHIIOJHEHBI BCE INPAKTHYECKHE  3aaHus, IPEIyCMOTPEHHBIE
NPAKTHYECKMMHU 3aHATHAMH, OOYYAIOIIUICS ¢ KOPPEKTUPYIOIIUMH 3aMEYaHMsIMHU IIPEIoIaBaTelis
OTBETHJI HA BCE KOHTPOJIBHBIE BOIIPOCHI, JOCTATOYHO aKTHBHO paboTal Ha MPAKTHYECKUX 3aHATHSIX.

«3» (Y10BJIETBOPHUTEIBHO): BBHIOJHEHBI BCE MPAKTHUECKHE 3aJaHUs], MPETyCMOTPEHHBIE
NPAKTHYCCKUMHU 3aHATHSAMU C 3aMEYaHHsIMHU TperojaBareis; OOyJarolm[Miicsi OTBETHJI Ha BCE
KOHTPOJIbHBIE BOTPOCHI C 3aMCUaHHUSIMHU.

«2» (Hey10BJIETBOPHUTEJIBHO): 00YYAIOIINICS HE BBIMOJHII MM BBITOJHHUI HEMPABHIBHO
NPaKTHYECKHE 3a/aHHsl, MPEILyCMOTPEHHBIC MPAKTHYCCKUMH 3aHSITHAME; OOYYarONUIHICA OTBETHI
Ha KOHTPOJIbHBIE BOIPOCHI C OIIMOKAMH MIJIM HE OTBETHII HAa KOHTPOJILHBIE BOIIPOCHI.



8.2.3 Kpurepum onenku pedepara

(bopmupoBanue kommerennuii OIIK-4, umnamkatoper MOIIK-4.1, WOIIK-4.2; OIIK-7,
unaukaropsl MOIIK-7.1, MOIIK-7.2)

«5» (oTuIM4HO): TeMa pedepaTa akTyalbHa U PaCKpbITa MOJIHOCTBIO; pedepaT MOAroTOBIEH
B YCTAHOBJIEHHBIN CPOK; O(OpMIIEHHE, CTPYKTypa U CTUJIb M3JIOKEHUS pedepara cOOTBETCTBYIOT
IpEeIbsBIAEMbIM TPEOOBaHUAM K O()OPMIIEHUIO JOKYMEHTA; pedepar BHIIOIHEH CaMOCTOSTENBHO,
IPUCYTCTBYIOT COOCTBEHHBbIE OOOOILIEHMS, 3aKIIOUEHHs] U BbIBOJBI, IOATOTOBJIEH JOKJIAJ,
u3jaraeMblii 6€3 UCIOIb30BaHUS OIIOPHOI'O KOHCIIEKTA.

«4» (xopomro): Tema pedepara akTyalbHa, HO pacKpbiTa HE IOJHOCTBIO; pedepar
MOJATOTOBJICH B YCTAHOBIEHHBIH CpOK; O(OpMIIEHHE, CTPYKTypa M CTHJIb M3JIOXKeHHs pedepara
COOTBETCTBYIOT IPEIbSIBIIEMbIM TPeOOBAHUSAM K O(GOPMIICHUIO JOKYMEHTa; pedepar BHINOIHEH
CaMOCTOSITENIbHO, TIPUCYTCTBYIOT COOCTBEHHBIE 0000IICHNS, 3aKIIOUEHHSI U BBIBOJIBI; TIOATOTOBJICH
JIOKJIaJ1, U3J1araéMbli ¢ UCII0JIb30BAaHUEM OIIOPHOIO KOHCIIEKTA.

«3» (YnoBJeTBOpHTEIbHO): TeMa pedepara akTyalbHa, HO PACKpbITA HE IOJHOCTBIO;
pedepar MOArOTOBIEH C HApyIIEHUEM YCTAHOBJIEHHOI'O CpOKa HpPEACTaBICHMS; O(hOpMIIEHUE,
CTPYKTYpa M CTHJIb W3JIOXKEHUs pedepaTa HE B IMOJHOM Mepe COOTBETCTBYIOT IPEIbSBIISEMBIM
TpeOOBaHUSAM K O(POPMIICHHIO TOKYMEHTA; B LIEJIOM pedepaT BBITOJHEH CAMOCTOSTEIHHO, OJHAKO
OYEBHUIHO HAJTMYME 3aMMCTBOBAaHMH 0€3 CChUIOK Ha HCTOYHHUKH; TIOJTOTOBIICH JIOKJIA]], H3JIaraeMbIi
C MCIOJIb30BAaHUEM OIIOPHOT'O KOHCIIEKTA.

«2» (HeylIOBJIETBOPUTEJIBLHO): Tema pedepara axkTyanbHa, HO HE pPACKphITa; pedepar
HOJTrOTOBJIEH C HApYyLIEHHEM YCTAaHOBJIEHHOTO CpOKa IpeiCTaBieHUs; 0pOopMIIEHUE, CTPYKTypa U
CTWJIb U3JIOXKEHUs pedepaTa HE COOTBETCTBYIOT IpPEIbSBISAEMbIM TPeOOBaHUSAM K O(OPMIIECHHUIO
JIOKYMEHTa; B pedepare 04eBUIHO HAJIUYME 3HAUUTEIbHBIX 00BEMOB 3aMMCTBOBAaHUI 0e€3 CCBUIOK
Ha UCTOYHMKH; JTOKJIAJ HE MOATOTOBIIEH.

8.2.4. Kputepuu ouleHKH TeCTHPOBAHUS
(bopmupoBanue kommerennuii OIIK-4, unaukatoper MOIIK-4.1, MOIIK-4.2; OIIK-7,

unukaropsl MOTIK-7.1, UOIIK-7.2)

TectupoBaHue OIIEHHBAETCS B COOTBETCTBUU C MPOLIEHTOM IMPABUIIBHBIX OTBETOB, JAAHHBIX
00yyaroImuMcs Ha BOIPOCHI TECTA.

CrangapTHas 1IKajga COOTBETCTBUS PE3yJbTaTOB TECTHUPOBAHUS BBICTABIAEMON OayIbHOU
OLICHKE:
- «OTJIMYHOY - CBbIIIE 85% MPaBUIbHBIX OTBETOB,;
- «xopoto» - oT 70,1% no 85% npaBuIbHBIX OTBETOB;
- «YIOBIETBOPUTETBLHO» - OT 55,1% 1o 70% npaBUIIbHBIX OTBETOB;

- oT 0 10 55% npaBUIBHBIX OTBETOB — «HEYAOBIETBOPUTEIHHO
«5» (OTJIMYHO): TECTUPYEMBIH IEMOHCTPUPYET CUCTEMHbIE TEOPETUYECKHE 3HAHUS, BIIAIeeT

TEPMUHAMHM U 00J1aZiaeT CIIOCOOHOCTHIO OBICTPO pearupoBaTh Ha BOIPOCHI TECTA.

«4» (X0po1I0): TECTUPYEMBIIl B IIEJIOM JIEMOHCTPUPYET CUCTEMHBIE TEOPETUYECKHUE 3HAHUS,
BJIa/ieeT OOJBIIMHCTBOM TEPMHHOB M 00JIaJIa€T CIOCOOHOCTHIO OBICTPO pearupoBaTh Ha BOIPOCHI
TecTa.

«3» (YIOBJIETBOPUTEJbHO): CHUCTEMHBIE TEOPETUYECKUE 3HAHHUS Y TECTUPYEMOTO
OTCYTCTBYIOT, OH BJIAICCT HECKOTOPBIMU TCPMUHAMH U Ha BOIIPOCHI TE€CTA pCarupyetr AJOCTATOYHO
MEJIJICHHO.

«2» (HeyIOBJIETBOPHUTEJIbHO): CHUCTEMHbBIE TEOPETHUECKHE 3HAHHUA y TECTHPYEMOTro
OTCYTCTBYIOT, TEpPMUHOJIOTHEH OH HE BJIaJICeT U Ha BOIPOCHI TECTA PearupyeT MeJIEHHO.
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8.2.5. HToroBoe cooTBeTcTBHE Oa/UVIbHOW WIKAJAbI OLEHOK M  YpPOBHeii
¢OopMHPOBAHHOCTH KOMIIETEHIIMH MO TUCIHUILUIHHE:

YpoBenb
chopMHUPOBAHHOCTH Ouenka IMosicHenue
KOMIIETeHIIM U
TEOPETHUIECKOE COJIEpKAHNE U MPAKTHIECKHE HABBIKH 110
«5» JIUCITUILTAHE OCBOCHBI MTOJIHOCTHIO;
Bricoknii (oTIM9HO) BCE TIPEAYCMOTPEHHBIE MTPOrpaMMoii 00yUdeHHs yIeOHbIe
3aJjaHus BBITIOTHEHBI HA BEICOKOM YPOBHE;
KOMIICTCHIIUU C(HOPMUPOBAHBI
TEOPETUYECKOE COJICPKAHKUE U MPAKTUUSCKUE HABBIKYU 110
«» JUCITUTLTAHE OCBOCHBI MTOJIHOCTHIO;
Cpennamit (xoporo) BCE TIPEAYCMOTPEHHBIE MTPOrpaMMoii 00yUdeHHs yIeOHbIe
3aJIJaHUS BBITIOJHEHBI C HE3HAYUTEILHBIMU 3aMEYaHUSIMU;
KOMIIETEHIINHU B T1eJIOM C(HhOPMUPOBAHBI
TEOPETHIECKOE COACPKaHNEe U MPAKTUIECKIe HaBBIKU TI0
JTUCITUTLTAHE OCBOCHBI YACTHYHO, HO MPOOENbl He HOCAT
«3» CYILIECTBEHHOTO XapaKkTepa,
Y noBNETBOPUTENBHBIA | (YAOBIETBOPUTEIHHO) |OOIBIIMHCTBO MPeyCMOTPEHHBIX MIPOrpaMMOi

oOydeHns1 y4eOHBIX 337ad BBHINOJIHEHO, HO B HHX
HMMEIOTCS OLIUOKU;
KOMITETEHIIMU cQOPMHUPOBAHBI YACTHYHO

TEOPETHYECKOE COICPKAHUE U TIPAKTUIECKHIE HABBIKH 1O
JHMCIUIUINHE HE OCBOCHEI,

OOJIBIIMHCTBO NIpenyCMOTPEHHBIX porpamMmou
«2» o0ydeHns1 yueOHBIX 3aJaHl TUOO HE BHITIOTHEHO, THOO0
HeynoBnerBopurenbHbIi |(HEYIOBIETBOPUTEIBHO) | COIEPKUT TpyObIe OMINOKH;

JONOJIHUTENNbHAs ~ CaMOCTOsITeNbHass ~ pabora  Haj
MarcpuajioM HE IMPUBOIUT K KaKOMy-HI/I6O 3HAYUMOMY
HOBBIIICHHUIO Ka4eCTBA BHIMOTHEHHS YISOHBIX 3aJaHMIA;
KOMITETCHIIMU HE CPOPMUPOBAHBI

8.3. MeTonnueckne Matepuaibl (TUNOBbIe KOHTPOJIbHbIE 3/IaHNS), ONpe/eisiiolue

pe3yJbTaThl 00yUeHHs MO TUCIHUILINHE, COOTHECEHHbIE ¢ HHAUKATOPAMU I0CTHKEHHS

KouTponbHble 3a1aHus, TpUMEHsEMbIe B paMKaX TEKYIIEro KOHTPOJS U MPOMEKYTOUHON
aTTecraluu 110 JUCHUIIIIMHE, HOCAT YHHBepcaHBHBIﬁ XapaKkTep U MpeaAyCcCMarpuBarOT BO3MOXKHOCTDb
KOMIUIEKCHOW OIIEHKM BCero Habopa 3asBIEHHBIX [0 JaHHOW JUCHUIUIMHE WHAUKATOPOB
c(hOpMUPOBAHHOCTU KOMIIETCHITUH.

8.3.1. Texkymuii KOHTPOJIb (Pa60OTA HA MPAKTHYECKUX 3AHITHIX)
(bopmupoBanue xommerennuii OIIK-4, unaukatoper MOIIK-4.1, MOIIK-4.2; OIIK-7,

unukatopel MOIIK-7.1, UOIIK-7.2)
Bomnpochl 1ist 06CyK1eHNsI HA TPAKTHYECKUX 3aHATHSAX

Mecto W poOab JOKYMEHTOB B YIIPABJICHHH.
Bup! ynpaBieHYeCKUX IOKYMEHTOB.

CBoiicTBa 1OKYMEHTOB.

Knaccudukanmsi 1o0KkyMeHTOB.

Jlenonpou3BOICTBO B APEBHEPYCCKOM rOCYAapCTBE.
[TpukazHoe 1enonpou3BOACTBO.

Komnnexckoe 1en10npon3Bo/iCTBO.

MuHuCTEpCKOE IeTOMPOU3BOACTBO.
J1enonpou3BOICTBO B COBETCKUX YUPEKIACHUSIX.

CoNoOR~wWNE
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10. I'ocynapcTBeHHOE JEeONPOU3BOJICTBO B COBPEMEHHYIO AIIOXY.

11. 3akoHOaTENbHOE PEryIMpOBaHHUE JIETOMPOU3BOJICTBA U OCHOBHBIE €T0 HAIIPABJICHHUS.

12. HopMaTHBHO-METOUYECKOE PETYJIUPOBAHHE JAETIOMPOU3BOICTBA

13. IIpaBuna cocraBieHus u 0OPMIICHHS TOKYMEHTOB

14. Opranu3anoHHO-TIPaBOBBIE JOKYMEHTBI, UX Ha3HAYEHHE U COJIEpKaHue.

15. TIpaBuna coctaBieHue U OGOpPMIICHHE OTHAEIbHBIX BUAOB OpraHU3alMOHHO-TIPABOBBIX
JOKYMEHTOB: yCTaB MPEINpPUATHS JODKHOCTHAs HHCTPYKLUS, MOJOXKEHUE, IITaTHOE
pacnucanue, CTpyKTypa U IITaTHasl YUCICHHOCTb.

16. Cucrema nHopMalMOHHO-CIPABOYHON JOKYMEHTALIHH.

17. llpaBuna u TpeOOBaHHA K JICIIOBOMY IUCHMY.

18. OtnenbHble BUABI NHceM (MHGOPMAIMOHHOE, TAPAaHTUIHOE, MHUCbMO-OTBET, TUCHMO-
3aIpoc, COMPOBOAMTEIBHOE MTUCHMO).

19. JloxymeHTHI 0 TUYyHOMY cocTaBy. CocTaBiIeHHE JUUYHBIX JOKYMEHTOB

20. IIpaBuia opranu3amnuu J0KyMEHTO000pOTA.

21. Yder oObemMa JOKYMEHTOOOO0pOTA.

22. OCHOBHBIE 3Tallbl ¥ MPUHIUIBI PA0OTHI C BXOASIIUMH, UCXOAAUIMMA W BHYTPCHHUMH
JOKYMEHTaMHU.

23. IlpaBuia perucTpanuu U UHACKCAIUH JOKYMEHTOB. DOpMBI perucTpanuu.

24. KoHTpOIIb UCTIOTHEHHS IOKyMEHTOB.

25. Cucremaru3anus ¥ XpaHeHHE yIPaBICHYECKUX TOKYMEHTOB.

26. TpeboBanus, NpeabsABIsEMbIE K COCTABICHUIO HOMEHKIIATYPHI JEll.

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

8.3.2. Tekymmii KOHTPOJIb (IOATOTOBKA pedepara)

(bopmupoBanue xommerennuii OIIK-4, unaumkatoper MOIIK-4.1, MOIIK-4.2; OIIK-7,
unukaropel MOIIK-7.1, UOIIK-7.2)

IIpumepHbIe TeMBI pepepaToB

1. JlokyMeHTanMOHHOE 0OecIieueHue YIPaBJICHNUs, €T0 3aauu, (PyHKIUH.
2. Hopmatususbie nokymentsl (I'CAOY, 'OCTsi). [TonsTHE cTaHaapTU3ALMY U YHHUPUKAIIH.
3. Kimaccudukamus TOKyMEHTOB.
4.PeKkBU3UTHI YIIPABICHUECKUX JOKYMEHTOB. PEKBU3UTHI aBTOpa, UX OPOPMIICHHE.
5. TpeboBaHuUs K TECTY TOKYMEHTA.
6. bnank. Buzp! 61ankoB. TpeOoBaHus k 6;1aHKaM JIOKYMEHTOB.
7. Opranu3alvoOHHbIE JOKYMEHTBHI.
8. PacniopsaurenpHble JOKYMEHTHI. [IprKa3bl Mo OCHOBHOM IeATENbHOCTH. PacniopskeHus.
9. UndopManinoHHO-CTIpaBOYHBIE IOKYMEHTHI. JloKIaaHbie, 00bsICHUTENbHBIC 3anmCKU. CIpaBKH.
10. AkTb1, ux BuAbl. COCTaBICHUE aKTOB.
11. ITIpoTokosl 3acenanwii, coBemanuid. [TonmHas u kpatkas Gopmbl MPOTOKOJIA.
12. JlenoBas nepenucka.
13. JlokyMeHTHpOBaHHE MPOLIECCOB IBUKEHUS KaPOB.
14. IIpukassl 110 IMYHOMY COCTABY.
15. JInunoe 3asBnenue. BeaeHue JIMUHBIX KapTOYEK.
16. TpynoBoii 1orosop.
17. Benenue TpyaoBbIX KHIDKEK. OdopmiieHne JINYHbIX JIE.
18. Texnonorust paboTsl ¢ JokyMeHTaMu. Opranu3zanus J0KyMeHTo000poTa.
19. Peructpanus 10KyMEHTOB.
20. KoHTpoJIb UCTIONHEHUS JOKYMEHTOB.
21. Homenkiarypa nen. CucreMmarnsanus aein. @opMUpoOBaHUE JEN.

8.3.3. Texkyuuii KOHTPOJIb (TECTUPOBAHME)
(bopmupoBanune wommereHumii OIIK-4, wnmmkatopsr MOIIK-4.1, MOIIK-4.2; OIIK-7,

unaukaropsl MOIIK-7.1, MOIIK-7.2)
IIpuMepsI TeCTOBBIX 3a1aHUI
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PacnopsinuteibHble  JOKYMEHTBI, OTpa)kKalolue  pe3yJbTaT  KOJLIErHAJIbHOM
AeATeJIbHOCTH

0
O
0

MPUKa3, PaclopsKEHUE
pacnopspKeHHe, yKazaHue
MOCTaHOBJICHUE, PELICHHE

L] mpoTokou1, aKkT

O

J0roBop, ycras, COrjialiCHUeC

OcHoOBHbIE PEKBU3UTHI IOKYMEHTA

(
0
(
0
(

(l
(
(l
(
(l

TEKCT, OTMETKA O MPWIOKEHUHU
TEKCT, OTMETKA O MPWJIOKEHNUHU, 1aTa, UHAECKC, 3aT0JIOBOK K TEKCTY
TEKCT, TPU(Q YTBEPKACHUS, TIOJITUCH, 1€YaTh

TEKCT, 3ar0JIOBOK K TEKCTY, MOMKCH, Ipu( coriaacoBanus, Tpud yTBepKaeHus, edaTh
TEKCT, OTMETKAa O NPUIIOKEHUHU, TpU( COIIACOBAHUS, BHU3bI COTJIACOBAHHS, Tpu
YTBEPKICHUS
[J tekcr, ampecat, rpud yTBEP)KACHHUS, BHU3bI COIJIACOBAHMUS, MIO/ITUChH, TICUATh
HopmaTuBHBIi J0KYMEHT, PperJaMeHTHPYKIIMH TpeOoOBaHUA K
AOKYMEHTOB 00111er0 aAMUHUCTPATUBHOTIO ynpasJjeHnus (OP/I)

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

0
(
0
(
0

aKT BCETJa YTBEPKIAETCA PYKOBOAUTEIIEM OpraHu3aluu
aKT yTBEPIKAAETCs BBIILIECTOSAIUM OPraHOM YIIPaBJICHUS
YTBEP KIAOTCS TOJBKO HEKOTOPBIE BUIBI AKTOB

aKT HEe UMeeT «rpuda yTBEpKIACHUD)

o(opMIIEHUIO

aKT YTBEpPXK/IaeTCsl, B 3aBUCUMOCTH OT peIlieHHs] pyKOBOJICTBA OpraHU3aluu
aKT YTBEPXKAAETCs, B 3aBUCHMOCTH OT BBILIECTOSIIETO OpraHa yIpaBJIeHUs
Cpok neiicTBHsI OPraHU3alHOHHO-TIPABOBBIX JOKYMEHTOB

OT OJTHOTO JIO TIATH JIET

JI0 MOMEHTA UX OTMEHBI

JI0 TPEX JIET

JI0 JIECSITH JIET

JIO BBEJICHUSI HOBBIX B3aMEH yCTapeBIINX

MarepnanbHblii HOCHTE/b HH(OPMALMU O COOBITHSIX M SIBJCHUSIX O0bEKTHBHOM
AEHCTBUTEJIBbHOCTH U MBICJTUTEIBHOM 1eATEJbHOCTH Y€JI0BEKA - ITO...

IIpasunvnvie sapuanmol omeema: JOKYMEHT; JlokyMeHT; NOKYMEHT;

KoMiuieke MeroaoB M mnpoueccoB padoThl ¢ JAOKYMEHTAMH, OCYILIECTBJISAEMBbIil
NpeANnpPUATHEM IIPH BBINOJIHEHHH UM CBOUX (PyHKIHI - ITO ....

HOO0OoOoO

Oooood

JOKyMEHTAIMOHHOE 00ecTiedeHNe yIpaBIeHUS
JIeNIOTIPOU3BOICTBO

CUCTEMA JOKYMCHTAIIUN

JOKYMEHTHPOBaHHE

JIOKYMEHTOO0OpOT

JIOKYMEHTHPOBAaHUE YIPABICHYECKOH 1€ATEIIbHOCTH

OKYMEHTBI Kj1accupuuupyorcs no rpudy Ha ...

OpuUrruHalibl, KOIMU U MMOIJIMHHUKN

BHCIIHUEC U BHYTPCHHUC

WHAWBUIYAJIbHBIC, TUIIOBBIC U Tpa(bapeTHLIe

PYKOIIMUCHBIC, ITEYATHBIC U 3JICKTPOHHBIC

OpTaHHU3allMOHHBIC, PACTIOPAINUTCIIBHBIC, CIIPABOYHLIC
KOH(bH)]eHHI/IaIH)HI)Ie, OTPaHUYCHHOI'0 JOCTYyIIa U OTKPBITOI'O ITOJIB30BaHHA
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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 BONPOCHI JEATEIbHOCTH OpraHu3aluu
. YCIIOBHS PEOPraHU3ALUU U JIUKBUIALIH
3Tanm PadoThI ¢ BHYyTPEHHUMHU IOKYMEHTAMH
. IOJIyYeHME YKa3aHMs Ha pa3paboTKy JOKYMEHTOB
pa3paboTKa MpOeKTa JOKYMEHTa
COIIACOBAHUE MPOEKTA JOKYMEHTa
KOPPEKTHPOBKA JIOKYMEHTA, €ro 0(pOpMIICHHE
HOJIMCAaHUE, YTBEPKICHHUE
perucTpanus u THpRKUPOBAaHHUE
JIOBEJICHUE /10 UCIIOJIHUTEICH
KOHTPOJIb UCIIOJTHEHHUS TOKyMEHTA
IPUEM HCIIOJHEHHOTO JOKYMEHTA, CHATHE C KOHTPOJIS
10 TEKyIllee apXUBHOE XPaHCHUE
KoHTpo.1b MCO/IHEHNS JOKYMEHTa OPraHu3yeT
ciyx6a JIOY
PYKOBOJIUTEIIN BCEX PAHTOB
ceKpeTapuar
ciry>x06a KOHTpOJIs
OIpPEENIEHHOE JOJKHOCTHOE JIULIO
PYKOBOJUTENb MPEAIPUATHUS
OcHoBaHMeM VISl IPeAbSBJIEHUS MPeTeH3UH SIBJISIIOTCA JOKYMEHThI
[l xomMMepueckuii aKT, cCepTU(UKAT Ka4eCTBa, IOTOBOP, aKT IIPUEMKH TOBapa, TpeOOBaHUS
L] ceprudukar kauecTBa, JOroBOp, aKT MPUEMKH TOBapa, TPeOOBaHHUS
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, COBEIIaHU, KOH(pEpEeHIHA
[] xormuy HOPMATHBHBIX JJOKYMEHTOB, IIOCTAHOBJICHUS U PACIIOPSHKEHHSI TOCYIapPCTBEHHBIX
OpraHoB, OOBSICHUTENbHBIE 3aITUCKU
L] cmy»xeOHbIe 3alMCKH, MMChbMAa, TEJIErpaMMBbl, (pakcorpaMmbl
L] pekiaMHBIE TIPOCIEKTHI, TPOTOKOJIBI KOJIETHATIBHBIX OPraHOB, CIIPAaBOYHBIC MaTEpHAIH,
TUTaHBI, TIPOTPAMMBI, CBOJIKH, OTYETHI
[l mucpMa BBICIIECH MHCTAHIIMH, TPEOOBAaHUS, UCKH, IPETEH3NH, KOJUIEKTHBHBIE JJOTOBOpPa
CooTBeTCTBHE ITAINOB MOATOTOBKH YIPaBJIeHYECKUX pelieHnii cTagusiM padoThl

NTRENME

“?P‘?h‘?’???%??!\.’!—‘

ooogogg

aHaIu3 pOOJIEMHOM CUTYaI|H, cTaaus pa3pabOTKU pelieHUs
dbopMupoBaHHE I1IeNiel, OIEHKAa MPEANOYTCHUN
peleHui

OIICHKA pacrosaraeMoro BpPEMEHH, MOATOTOBUTEIbHAS CTAIHUS
orpeienieHne He0OOXOAMMBIX PECYpPCOB

dbopMHUpOBaHHE KPHUTEPUEB BBHIOOPA, BBHIOOP CTaaus BEIOOpA pelieHus
€MHCTBEHHOI'O PEIICHUS

OpraHU3aIlys BBHITOJTHCHHS PEIICHHS, aHATN3 CTaJus peaTn3aIiiy IPUHITOTO PeIIeHUS

Y OLIEHKA JOCTUTHYTOT'O pe3ysbTara

IlociienoBaTeJIbHOCTH 3ITANOB MOATOTOBKH YNPAaBJeHYECKUX pelleHHii, BXOASIINX B
COCTaB NMOATOTOBHUTEILHOM CTaAUM M CTAIHHU Pa3pad0TKH pelieHns

1: BbIsIBIEHUE U ONHUCaHHUE MPOOJIEMHON CUTYalluU
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OLIEHKA pacIojiaraéMoro BpeMeH!
olnpeieNeHne HeoOOXOAUMBIX PECYPCOB
aHau3 IpoOJIEeMHOM CUTyaIH
(bopmupoBaHue 1enei
OIIpeIeJICHUuEe OTPaHUYCHUN
pa3paboTKa BapUaHTOB PELICHUI
OLICHKA MPEANOYTEHUN pelIeHUuI

CTa[mn aHAIM3a AJbTEPHATHB U BbIOOPA NMPOrPAMMHOIO NMPOAYKTA aBTOMATH3ALNHU
AOKYMEHT0000poTa

1: CocraBiaeHue mepeyHsi MPEABABISIEMbIX OCHOBHBIX (YHKIHMOHAIBHBIX U CHUCTEMHO-
TEXHUYECKUX TpeOOBaHUH K KOPIOPATUBHOM CUCTEME aBTOMATU3aLUU IOKYMEHTO000poTa

2: Bribop cucrembr BecOBBIX KOIDPUIMEHTOB (0UIOB) WM pPAHXKUPOBAHUE IS
9KCHEPTHON OLEHKU

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

4: Ot6op mporpaMMHBIX IPOAYKTOB, yIOBJIECTBOPSIONIMX BHIOPAaHHBIM (PYHKIIMOHATBHBIM U
CHUCTEMHO-TEXHUYECKUM KPUTEPUAM

5. OreHka ajanTalMOHHBIX BO3MOKHOCTEH OTOOpPaHHBIX MTPOTYKTOB

6: OtOop mporpaMMHBIX HPOIYKTOB, YAOBJIETBOPSAIOLIMX KPUTEPUSAM aJanTallMOHHBIX
BO3MOKHOCTEHN

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

8: OueHka omnbITa NPUMEHEHHUS OTOOPAHHBIX IMPOrPAaMMHBIX IPOAYKTOB pEIyTalUuu
bupmbI-pa3paboTunKa

9: BsI6Op IIporpaMMHOT0 06ecredeHus sl CHCTEMbl aBTOMATU3allui JOKYMEHTO000poTa

NTREXN

8.3.4. IIpoMe:KyTOYHBIIT KOHTPOJIb (BONPOCHI K IK3aMeHY)
(bopmupoBanue xommerenuuii OIIK-4, unaumkatoper MOIIK-4.1, NOIIK-4.2; OIIK-7,

unukaropel MOITIK-7.1, UOIIK-7.2)
IpumepHBIe BOMPOCHI K IK3aMeHY

OTansl JOKyMEHTHPOBAHUS IPOM3BOJICTBEHHO-X035IIICTBEHHOH /I€ATEIIEHOCTH.
TexHOo0rHs JOKYMEHTAMOHHOT0 00eCieueH sl yIpaBIeHusl.
[Topsimok cocTaBieHust U OPOPMIIEHUS PaCOPSAUTEILHON JOKYMEHTALUH.
Cnyx0a JOKyMEHTalMOHHOTO o0ecrieyeHus ymnpasieHus. TpeOoBaHMsS K OpraHu3aluu
CUCTEMBI JIOKYMEHTO000pOTA.
TpeboBanus k GOPMUPOBAHUIO JIEJ]T B AETOMPOU3BOJICTBE.
[Topsiiok BBeieHUs B ICHCTBHE MTPABUJI BHYTPEHHETO TPYAOBOTO PACHOPSIKA.
7. JIokyMEeHTHpOBaHHE 1O  JOTOBOPHO-NIPABOBBIM  OTHOLIEHUSM  3KOHOMHUYECKOMH
NeSITEIbHOCTH.
. IloaroroBka JOKyMEHTOB K Ca4ye B apXUB.
Knaccudukanms pexsuzutoB nmo 'OCTY P 7.0.97-2016 «Cucrema cranmapToB IO
uHpopmanuy, OuOIMOTEYHOMY M M3JAaTelbCckoMy  jaeny. OpraHu3aluoHHO-
pacrnopsAuTeNbHas JOKYMEHTALIHS.
10. Pa3BuTHE 3JIEKTPOHHOIO TOKYyMEHTOOO0POTa B OPraHU3aIIH.
11. IlnaHoBo-OTYETHAs JOKYMEHTAIUSI.
12. ABromarH3aius AeIONpPOU3BOJICTBA.
13. Cnyx0a KOHTPOJISI BeJICHUS KaJpOBOH JTOKyMEHTAIINN Ha TTPEIIPUSTHH.
14. TloHsATHS O TOKYMEHTax, croco0ax JOKYMEHTHPOBAHU, HOCUTENAX HHGOpMAIH U
GYHKIUAX TOKYMEHTA.
15. IlpaBuna opopmieHus U BBIAAYN KOMUH JOKYMEHTOB.
16. OpraHuzanus onepaTUBHOTO XPAaHEHUS JTOKYMEHTOB.

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

S7.
58.
59.
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OKcnepTu3a HEHHOCTU JOKYMEHTOB.

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

OcoGenHoctr 0QPOPMIICHUS 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.

PexxuMbl XpaHeHHS JOKYMEHTOB.
Onucs pena. [IpaBuna popmMupoBaHe TOKyMEHTOB Ha apXUBHOE XpaHEHHE.
Ponb noxymeHTalmoOHHOro o0ecnedeHns ynpaBieHUusl B COBpEMEHHON OpraHU3aI|Hy.
OcHOBHBIE XapaKTEPHbIE YePThl OPTraHU3ALIMOHHO-TIPABOBON JOKYMEHTAIUH.
. PernamenTanus 10KyMEHTallMOHHOTO 00ECIIEUEHMS] YIIPABIICHUSI.
. CoctaB u odopmiieHHE PACTIOPIUTENBHON JTIOKYMEHTALIUU.
. 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 u  oQopmieHHS TaOIWI] W PHUCYHKOB B  HaydHO-
HCCIIEIOBATENILCKOM OTYETE.

Opranu3zanus paboThl C TOKyMEHTaMHU.

[TpaBuna opopMIeHUS TPUITOKEHUH.

[TonsiTue o nokymMmeHTo000poTE. POPMBI pETUCTPALIMM JOKYMEHTOB.

Cocrasienue u 0ohopmIIEHUE T0TOBOPOB.

@1aroBoe 1 NPOI0JILHOE PACIOIOKEHNE PEKBU3UTOB.

VYupenuTenbHble JOKYMEHThI OpraHU3aIIH.

OrneHka 3HaYUMOCTU JOKYMEHTOB U CPOKH UX XPAHEHHUS.

TpeboBanus1, npeabsBiIsieMble K TEKCTaM JIOKYMEHTOB.
. CocTaB oprann3alnOHHO- IPABOBBIX JOKYMEHTOB.
®opMbl perucTpaiuu JoKyMeHToB. [lopsaok perucrpanuu.
. TexHomorus paboTHI C KaPOBOU JOKyMEHTAIHEH.
. CocraB ¥ CTpyKTypa IITaTHOI'O pacHHCaHUs.
CocTaB HHPOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.
Oco6eHHOCTH MOJ0XKEHUS O CTPYKTYPHOM I0/Ipa3/ieIeHUH OpraHU3alHH.
. branku u popmaTsl JOKYMEHTOB.
. 3a1auM M YT BHEAPEHUS AaBTOMATU3UPOBAHHOW CHUCTEMbI JOKYMEHTAIlMOHHOI'O
oOecrnieueHus ynpaBiaeHUs

OcHOBHBIE ~ KJIacChl ~ THPAQXHO -  3aKa3HbIX ABTOMATH3UPOBAHHBIX  CUCTEM
JIOKYMEHTAIlMOHHOTO 00ECTIeUeHUs yIIpaBICHUS
DKcIUTyaTallMOHHbIE XapaKTePUCTUKH aBTOMAaTH3UPOBAHHOM CHCTEMBI
JIOKYMEHTAIMOHHOTO O0eCTIeueHus yIpaBICHUs
TexHonmorun  mporpaMMHOIl  pealu3allid  aBTOMATU3MPOBAHHOM  CHCTEMBI
JOKYMEHTAIlMOHHOTO O0EeCTIeUeHUs yIpaBIeHUS

Kpurepun  aHanuza  aBTOMaTH3UPOBAaHHOM  CHUCTEMBI  JIOKyMEHTAIlHOHHOTO
oOecrnieueHus ynpaBiaeHUs

Cocranenue 1 oopMIIEHUE NTPUKA30B [10 OCHOBHOU JEATEIbHOCTH.

OcobeHHoCTH BBIOOpPA CHCTEMBI aBTOMATH3AIIHH.

Crparerun BHEApPEHHMS aBTOMATU3UPOBAHHOM CHCTEMBl JOKYMEHTAIHOHHOTO
o0ecrnieuyeHus ynpaBieHusl.
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