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1. Ilepevenb NJIAHUPYEMBIX Pe3y/IbTATOB H3y4YeHHUS AUCHHUILINHBI, COOTHECEHHBIX €

IUIAHMPYEeMbIMH Pe3yJIbTATAMM 0CBOCHHUSI 00Pa30BaTeIbHONH MPOrPaMMbl
B pamkax ocBoeHHS OCHOBHOM NpPOQECCHOHATIBHON 00pa30BaTeNbHONW MPOrpaMMbI
OakanmaBpuaTa OOYYalOIIMICS MOJDKEH OBJAAETh CIEAYIOIIMMH pe3yJbTaTaMd OOy4eHHs IO

JUCHHUITIINHE «OcHOBBI JAEJIONPOU3BOACTBAN.

Koa n HamMeHoOBaHMe KOMIIETEHIIUH

I/IH)II/IKaTOpLI HOCTHKCHHUA KOMIICTCHIIUN

OIIK-4. CiocobeH pa3pabaTbiBaTh
MIPOEKTHl HOPMATHBHBIX MMPABOBBIX
akToB B cepe npodeccrnoHaTbHOM
NEeSTENbHOCTH, OCYIIECTBISTh UX
MIPABOBYIO U aHTHUKOPPYIIIUOHHYIO
9KCIIEPTH3Y, OLICHKY PETYIUPYIOLIETO
BO3JEUCTBUA U IIOCIEICTBUN UX
MIPUMCHCHHUS

NOIIK-4.1. OcymiecTBiseT MpaBoOBYIO U
AHTUKOPPYIMIUOHHYIO SKCIIEPTH3Y MMPOCKTOB
HOPMATHBHBIX IPABOBBIX aKTOB B chepe
po(ecCHOHATTLHOM e TEIbHOCTH

NOIIK-4.2. OueHuBaeT peryaupyroilee BO3JCHCTBUE
MIPOEKTOB HOPMATHMBHBIX IPABOBBIX aKTOB B cdepe
poecCHOHANBHOM NIEATENbHOCTH M TOCIEICTBUS UX
MIPUMEHEHUS

OIIK-7. CriocobeH ocylecTBISITh
BHYTPUOPTaHU3AMOHHbIC U
ME)KBEJJOMCTBECHHBIE KOMMYHHUKAIUH,
o0ecrieunBaTh B3aMMO/ICHICTBUE
OPTaHOB BJIACTH C IPa)KIaHAMH,
KOMMEPYECKUMH OpTraHU3aIHsIMH,
WHCTUTYTaMH TPaXIaHCKOTO
o011ecTBa, CpeaCTBAMH MacCOBOI
uHpopMauu

NOIIK-7.1. Onpenenser 3anaun npodeccuoHanbHOM
JIeATEIILHOCTH B 00JIACTH OCYILECTBIICHUS
BHYTPUOPraHU3allMOHHBIX, MC)KBCAOMCTBCHHBIX
KOMMYHUKAIMI ¥ B3aUMOAEHCTBHSI OPTaHOB BIIACTH C
rpakKJaHaMU U HHCTUTYTaMH TPaXAaHCKOTO 00111eCTBa

HOIIK-7.2.  OpraHusyer  JeIONPOU3BOJACTBO  H
JIOKyMEHTOOOOpOT B OpraHax BJIACTH I 00ECIICUCHHUS
BHYTPHU- U MEKBEJOMCTBEHHBIX B3aMOJICHCTBHIA

2. MecTo Aucuumiunbl B crpykrype OIIOIT
VYuebnas mucruiumaa b1.0.21 «OCHOBBI JeTONPOU3BOICTBAY» OTHOCHTCS K 00SI3aTEIILHOM

yactu 1ukia b.1 «/lucuuninnbl (MOILYIH)».

3. Oobem AUCHMIIVIMHBI B 3a4Y€THBIX ¢IMHUIIAX ¢ YKAa3aHUEM KOJIUYECTBA AKAACMUYECCKHUX

4aC0B, BbIIECJCHHBIX HA KOHTAKTHYI0 Pa00oTy 00y4arIMXxcs ¢ npemnojgaparesieM (1o BUIaM
3aHATHIA) U HA CAMOCTOSAATEJIbHYI0 Pa0oTy 00y4Yaromuxcst
Obmas Tpyn0eMKocTh (00beM) TUCHUIUIMHBI «OCHOBHI JENOMPOU3BOJICTBAY» COCTABISIET 3

3a4C€THBIC CANHUIIBI.

O0béM TMCHUIIIMHBI 110 BUIAM Y4eOHBIX 3aHATHH (B 4acax) — 04HO-3204Has ¢opma

00y4eHust
Buj yueOHoii padoThI Beero Cemectpht

4acoB 3 -
AyIMTOpHBIE 3aHATHS (BCEro) 24 24 =
B ToMm umcne: - - -
Jlexun 12 12 -
[Ipaktuueckue 3austus (I113) 12 12 -
Cemunapsl (C) - - -
JlaGopaTtopusie padoTs (JIP) - - -
CamocrosiTeJbHas padoTa (Bcero) 84 84 -
B ToMm uncne: - - -
KypcoBoii npoekt (paboTta) - - -
PacuetHo-rpaduueckne paboTs - - -




Pedepar 4 4 -

[ToaroToBka K MPaKTUYECKUM 3aHITHSIM 46 46 -

TectupoBanue 4 4 -

Bun npomexyTouHOM arTecTaluu — 3a4eT - -

OO1mast TpyJ0eMKOCTb Yac / 3ad. €], 108/3 108/3 -

4. Conepskanue QM CHUATINHbBI
4.1. Pa3ennbl 1MCHUNIMHBI U TPYJI0EMKOCTD 110 BU/IaM Y4eOHbIX 3aHATHI

2
= 4 Buabl yueOHbIX 3aHATHIH, BKJIIOYAS
E E‘ CaAMOCTOSITEJIbHYIO Pa00Ty 00y4YaromMXCsi, 4ac
Ne Paznen/Tema S =
n/n JAucunnjanHbl E KonrakrHasn paﬁoTa
= CamocTrosiTeb-
Bcero F— NMPaKTHYeCKHe Hasi paboTa
3aHATHSA 00y4YaIHXCs
1. | Tema 1. Benenue B 10 1 1 8
JIETIOTIPOU3BOJICTBO.
OCHOBHBIC ITIOHATHS U
TEPMUHBI.
2. | Tema 2. UcTopus pa3BUTHA 10 1 1 8
JIETIOTIPOU3BOJICTBA
3. | Tema 3. CoBpeMeHHOE 10 1 1 8
rOCy/IapCTBEHHOE Pa3BUTHE
JIEJIOTIPON3BOJICTBA
4. | Tema 4. IIpaBuna 10 1 1 8
COCTaBJICHHS U
o opMIIeHHS TOKYMEHTOB
5. | Tema 5. Opranu3aiioHHO- 10 1 1 8
pacropsiiuTeIbHbIC
JIOKYMEHTHI.
6. | Tema 6. Cucrema 10 1 1 8
MH(OpPMaLMOHHO-
CIIPaBOYHOU
JTIOKYMEHTAITUH.
7. | Tema 7. CoyxeOHas 10 1 1 8
MEePENUCKa.
8. | Tema 8. JIOKyMEHTHI 110 10 1 1 8
JUYHOMY COCTaBY.
CocrapieHHue TUIHBIX
JIOKYMEHTOB
9. | Tema 9. Opranu3anus 14 2 2 10
paboThI C TOKYMEHTAMH
10. | Tema 10. Cucremarnsanus 14 2 2 10
U XpaHCHHE
YIPaBICHUECKUX
JIOKYMEHTOB.
Bcero 108 12 12 84
3auer - - - -
Hroro 108 12 12 84




4.2. Coagepxanue pa3iejioB IHMCUUNINHBI

Tema 1. BBegenne B 1es1onpou3oacTso. OCHOBHbIC NOHATHS W TEPMHUHBI.

[Ipeamer w© 3amaum Kypca OCHOBBI  Jenonpou3BojacTBa. CylnIHOCTh — MOHATHUSA
«enonpou3BoACTBOY. IloHATHS «uHpOpMALUA» U «IOKYyMEHT» MeCcTo U pojib JOKYMEHTOB B
yhnpapieHUU. 3HaueHue UHGOpMAlUUU s [PUHATHS —YIOpaBIEHYECKUX pelleHuid. Bumsl
YIpaBJIEHYECKUX JTOKYMEHTOB. [loHATHE «)YHKIHMU JTOKYMEHTa», MOIU(PYHKIMOHATBHOCTD
nokyMmeHToB. CBoiicTBa TokyMeHTOB. Kitaccuduxaius 10KyMeHTOB.

Tema 2. UcTopusi pa3BUTHA 1eJI0NPOU3BOACTBA

Jlenonpou3BOACTBO B JIPEBHEPYCCKOM rocyaapcrBe. [IpukasHoe nemonpon3BOACTBO.
Komnexckoe nenonpou3BoACTBO. MUHHCTEPCKOE JIEIONPOU3BOACTBO  JleIonpous3BOACTBO B
COBETCKHUX yUpeXJIeHUAX. ['ocy1apcTBEHHOE I€TI0NPOU3BOICTBO B COBPEMEHHYIO AIIOXY.

Tema 3. CoBpeMeHHO€ ToCy1apcTBEHHOE Pa3BUTHE /1€JI0NPOU3BOICTBA

3aKOHOJATENbHOE PEryJIMpPOBAaHUE JIEJIONPOU3BOJICTBA W OCHOBHBIE €r0 HalpaBJICHUS.
HopmaTtuBHO-METOAMYECKOE PpETyJIUpPOBAaHUE JAEIONPOU3BOACTBA ['OCyapCTBEHHbIE CTaHAApTHI,
UX pOJb U 3HadeHue (craHfgapTu3auus) TumoBas HMHCTPYKIMS 10 JE€JIONPOU3BOJCTBY B
denepanbHBIX OpraHax UCIOJHUTENbHON BiacTH. [IpaBuia mo 1enonpou3BOACTBY B penepanbHbIX
OpraHax HCIHOJHHUTEIbHOM BiacTU. MeToauueckue pEeKOMEHAALNU 0 pa3paboTKe HMHCTPYKUUN
M0 JIeJIONPOU3BOJICTBY B (peiepalIbHBIX OpraHax HCIOJHUTEIbHON BIacTU. YHHUPUIMPOBAHHBIC
CUCTEMBI JOKyMeHTalui. HopMaTuBHbBIE JOKYMEHTHI 1O TPYAY U OXpaHe U TpyAa

Tema 4. IIlpaBuia cocraBjieHHs U 0()OPMJICHUS JOKYMEHTOB

@®opmatel Oymarm u monsa. Hymepamus nuctoB. ®Dopmymnsp-obOpazen. TpeGoBanus k
OlaHKaM JOKYMEHTOB. XapaKTepUCTHKa TOCYAapCTBEHHOTO CcTaHAapTa «YHHU(PUIMPOBAHHBIC
CUCTEMBl JIOKYMEHTalMHM. YHUQUIMPOBAHHAS CHCTEMa OpraHU3alMOHHO-PACIOPSAIUTEIbHON
nokymeHTtanuu. TpeboBanus k odopmienuto gokymentoB» ['OCT P. IlpaBuna odopmienus
JIOKYMEHTOB TpPU HCIOJIb30BAaHUM TEXHHUECKUX cpeacTB. CocTaB peKBU3UTOB JOKyMeHTOB OPJI.
[TpaBuna odopMieHHs PEKBU3UTOB 3arojOBOYHOM YacTH JOKyMeHTa: yrioBoe (¢iaroBoe u
[IEHTPOBaHHOE), TMponaoibHOe (1eHTpoBanHoe). Odopmuenue repda Poccuiickoit deneparum,
cyobekta PO, sMOaeMbl opranusaluy Wid TOBapHOro 3Haka. Kox opranuzanumn-aBropa JOKyMEHTa.
OcHoBHOM roCyAapCTBEHHBIN PEruCTpalMOHHBIN HOMEp IOPUANYECKOTO LA,
W neHTuhUKalMOHHBIT HOMEp HaJoroIyaTebIMKa/KOl MPUYMHBl TOCTaHOBKM Ha Yyuér. Kon
dopMbl okymeHTa. HanmeHoBaHMe opraHuzanuu -aBTopa AoKyMmMeHTa. CHpaBO4HbIE AaHHbIE 00
OpraHMs3aluu - aBTope JoKyMeHTa. Hasanme Buzma nokymeHrta. Jlata pmokymeHTa.
Peructpanmonnsiii Homep aAokymMeHTa. Ccbulka Ha PEervucTPalMOHHBI HOMEp M JaTy JOKyMEHTA.
[Topsimox odopmileHHsT peKBU3HUTA «ajpecaTy». PEeKBU3UTHI colepkKaTelnbHOM YacTH: TpeOOBaHUS K
TekcTaM J0KyMeHTOB. Cokpalll€HHbIe ClI0Ba. YTNOTpeOJeHHE S3BIKOBBIX (GopMyi. S3bIK TeKcTa.
ONEeMEHTHI TeKCTa JOKYMEHTA. 3aroJIoBOK K TEKCTY TOKyMeHTa. OTMETKa O HaJIU4YHUU MPUIIOKEHHUSL.
PexkBu3uTel oQopmisiomied YacTh MOJANUCAHWE W YyTBEpKJAeHHe AoKyMeHTOB. (CorjacoBaHue
JOKyMeHTOB. OTTuck nedatu. BusupoBanue nokymMeHTOB. OTMETKM Ha JOKYMEHTE: OTMETKa O
MOCTYIVIEHUU JOKYMEHTAa B OpPraHu3alllio, Pe30IIOIHsl, OTMETKa O KOHTPOJIe, OTMETKA O 3aBEPEHUNU
KOMUU JTIOKyMeHTa. VeHTn(uKaTop 3J1eKTpOHHON KOmuH JoKyMeHTa. OTMeTKa 00 HCHOJHHTENE.
OtmeTKa 00 UCTIOTHEHUH JOKYMEHTA U HaIlpaBJIEHUU ero B nieno Opunndeckas cuiga JOKyMEHTA.
IOpuanueckn 3HaUNMBbIE PEKBU3HTHI.

Tema 5. Opranu3zanoHHO-pacOPsAAUTEIbHbIE JOKYMEHTHI.

OpraHu3allMOHHO-TIPABOBBIE  JJOKYMEHTBI, MX Ha3HaueHHe U cojaepkanue. OOmme
TpeOOBaHUS K OpraHU3allMOHHBIM AokyMeHTaM. [IpaBuia coctaBieHue U opOpMIEHHE OTIEIbHBIX
BUJIOB OPraHM3allMOHHO-TIPABOBBIX JOKYMEHTOB: YCTaB NPEANPUATUS JOJDKHOCTHAS MHCTPYKLHUSA,
MIOJIOXKEHUE, IITATHOE PACIHUCAHME, CTPYKTypa M IITaTHAas YUCIEHHOCTb. Ba)XHOCTh M 3HaYeHME
3TUX JOKYMEHTOB B JIEATENBHOCTU Mpeanpustus. PacnopsauTtensHbie TOKyMeHTb. OCOOEHHOCTH
MOJATOTOBKU  pacHOpSAIUTENbHBIX JOKyMEeHTOB. IloaroroBka u  odopmieHHe MpPUKa30B.
OcobenHoctn o(hopMIIeHUSI BBINMCKM U3 Tpukaza. Crneuupuka HaMUCaHUA PACHOPSLKEHHH,
pelIeHUI.

Tema 6. CucreMa HH(POPMAIMOHHO-CIIPABOYHOI JOKYMEHTALMH.

Haznauenne nHbOpMaIIMOHHO-CIIPABOYHON TOKYMEHTAIINH B YIIPaBJICHUYECKON
JeSITeIbHOCTH. XapaKTePHCTUKAa OCHOBHBIX BHJIOB CIIPABOYHO-MH()OPMAIIMOHHBIX M CIPABOYHO-
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aHAIUTUYECKUX AOKyMeHTOB. [Iporokoinbl. TpeboBanus k coctaBieHuo u odopmienuto. [lomHsie
U Kkpatkue Qopmbl mpoTokodoB. AkTe.. TpeGoBanus k odopmieHHio aktoB. I[Ipouemypa
MOJATOTOBKU, COCTaBICHHE U O(QOPMIICHHE JOKIAJHBIX U OOBSICHUTEIbHBIX 3AMUCOK, CIPABOK,
3asBJICHUH, IPEACTABICHUN, IPEIJIOKEHUN U JIP.

Tema 7. Cay:keOHasi nepenucka.

[IpaBmia u TpeboBaHus K JelOBOMY MUCHEMY. COBOKYITHOCTh PEKBU3UTOB O(PHUIIHAIEHOTO
nuchMa U mpaBwia ux odopmieHus. SI3pIKk U CTHWIb OPUIHAIBHBIX nuceM. CTpyKTypa HHUCbhMa.
OTuKeT B Aen0BOi nepenucke. OCHOBHBIE TPEOOBaHUS K TEKCTY CIY)KeOHOTO mucbMa. OTnenbHbIe
BU/IBI MUCEM (uadopmaronHoe, rapaHTuitHoe, MUCHbMO-OTBET, MUCHMO-3a1pocC,
CONPOBOAUTENILHOE MUCHMO). MexkayHapoaHas nepenucka CTpyKTypa M CMBICIOBBIC YaCTh MHUChMA.
Crtunp TeKCTOB U 0(hOpMIIEHHUE JIETIOBOTO MUCHMA.

Tema 8. JlokyMeHTBI 110 JIHUHOMY cocTaBy. CocTaBjieHHe JMYHBIX TOKYMEHTOB

CoctaB u BUABl JOKYMEHTAIMM TO JIMYHOMY COCTaBy. YHH(DHUIMPOBAHHBIE (OPMBI
nokymeHnToB. Ilpuka3. Odopmnenue mnpuéma Ha paboty. IlepeBox Ha apyryio pabory.
[IpenocraBiieHue oTIycka. YBoJbHEHUE ¢ paboThl. COCTaBJIEHHE JIMYHBIX JOKYMEHTOB (pe3iome,
aBToOMorpadus, XapaKTepUCTUKA, aHKETA, IOBEPEHHOCTb, PACIIHCKA).

Tema 9. Opranuszanusi padboTbl ¢ JOKyMEHTAMHU

[TonsitTue «mokymenToobopora». [IpaBuia opranuzanuu 10KyMEHTOO00pOTa. YUeT o0bema
JTOKyMeHTO00OOpoTa. OCHOBHBIC 3Tallbl W MPUHIUIBI PAaOOTHI C BXOISAIIMMH, HCXOISAIIUMH |
BHYTPEHHUMHU JOKyMeHTamu. llpaBuna perucrtpauuv ¥ HHAEKCALUUA JTOKYMEHTOB. {DopMmbl
peructpanuu. KoHTposib HCTIOTHEHUST JOKYMEHTOB.

Tema 10. CucreMaTu3anus ¥ XpaHeHHe YIPABJIEHYECKHUX TOKYMEHTOB.

[lonsiTe «HOMEHKIaTypa JIei», BUIbl HOMEHKIATYpHI neil. TpeboBaHusi, MpeabsBIIeMble K
COCTaBIICHUIO HOMEHKJIATypbl gen. @opMupoBaHue €1 B oOpraHu3zauud. TpeOoBaHHS K
dbopMHUpOBaHMIO JENl. OJKCHepTh3a I[EHHOCTH JOKYMEHTOB. TpeOoBaHMs, TpEabsIBIsSIEMbIE K
OpraHU3alK U MPOBEJEHUIO SKCIEPTU3BI LIEHHOCTU JOKYMEHTOB.

4.3. lIpakTuyeckue 3aHATHA / 1aGOpaTOPHbIE 3aHATUS
Tema 2. Mcropust pa3BUTHS JEIONPOU3BOACTBA
Tema 3. CoBpeMeHHO€E rocy1apCTBEHHOE pa3BUTHUE JIETIONPOU3BO/ICTBA
Tema 4. IIpaBuna cocraBieHust 1 0pOpMIICHHS JOKYMEHTOB
Tema 5. Opranu3anuOHHO-PACIOPAIUTENbHbBIE TOKYMEHTHI.
Tema 6. Cuctema HHPOPMALTMOHHO-CITPABOYHOM JJOKYMEHTAIUH.
Tema 7. CnyxeOHast mepenucka.
Tema 8. JlokymMeHTHI O TMUHOMY cocTaBy. COCTaBIEHHUE JUYHBIX JOKYMEHTOB
Tema 9. Opranuzanus paboTsl ¢ JOKYyMEHTaMH
Tema 10. CucremaTuzanus U XpaHEHHE YIPaBICHYECKUX JOKYMEHTOB.

5. YuedHo-MeToAMUYecKOe U HH(OPMALIMOHHOE o0ecTedeHue JUCITUTINHBI

5.1. OcHoBHas JIMTEpaTypa

1. Ka6amog, C. 0. Jlenonpou3BOJACTBO W apXWBHOE N0 B TEPMHHAX U OMPEACIICHUSX:
yuebHoe nocobue / C. YO. Kabamos, 1. I'. Achannusposa. — 3-e uzn., crep. — Mocksa: ®JIMHTA,
2018. - 295 c. - Pexum JIOCTYTIA: o IMOIITHACKE. —
URL: https://biblioclub.ru/index.php?page=book&id=69168

2. ApacnanoBa, B. A. CnyxeOHbIe JOKYMEHTBI: (OPMYISAPHI U MPUMEPH O(OPMIICHHUS.
AnpboM: yueOHo-mpakTHUeckoe mocobme: [12+] / B. A. Apacnanosa, E.C.BbypmucrtpoBa. —
Mocksa; bepmun: Hupexkr-Meauna, 2020. — 108 c. — Pexum pgocryma: mo MHOAINUCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=578396

5.2. JlonoJiHUTEJIbHAS JJUTEpaTypa

1. Joxyment. ApxuB. Uctopus. COBpeMEHHOCTh: COOPHHUK Hay4HbIX TpyAoB / ri1. pex. JI. H.
Masyp; Ypansckuii penepanbHbiii yHUBepcuTeT UM. niepBoro Ilpesunenta Poccun b. H. Enpruna,
VYpanbckuil ryMaHUTApHBINH HHCTUTYT. — ExatepunOypr: M3naTenbcTBO Y panbcKOro yHUBEPCUTETA,
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https://biblioclub.ru/index.php?page=book&id=69168
https://biblioclub.ru/index.php?page=book&id=578396

2020. — Bemyck 20. — 361 c.: cxem., Tabm. — Pexum pgoctyma: 1O TOXMUCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=698984

2. I'punbepr, A. C. JloKyMEHTAIlMOHHOE OOEcleueHue yMOpaBJICHUs: Y4EOHUK /
A. C. I'punbepr, H. H. I'op6aués, O. A. Myxamermmna. — Mocksa: FOuuru-Zlana, 2017. — 392 c.:
Tal., rpad., WL, CXEMBI - Pexum J0CTyMa: o TIOJTITHCKE. -
URL: https://biblioclub.ru/index.php?page=book&id=684757

5.3. JIuleH3MOHHOE MPOrpaMMHoe odecrevyeHne
1. Microsoft Windows 10 Pro
2. Microsoft Office 2007

5.4. CoBpeMeHHble mpodeccHOHATbHBIE 0a3bl JaHHBIX W HHGOPMAIMOHHbIE

CIIPaBOYHbIE CHCTEMbI

1. KommnbprorepHbie HHDOPMAIMOHHO-TIPABOBbIE CUCTEMBI «KOHCYIbTaHT»
http://www.consultant.ru , «I"apauT» http://www.garant.ru
OdurnmanbHBIi HHTEPHET-TIOPTAN paBoBOM HHpopMaruu http://pravo.gov.ru
AJIMUHHCTPATHBHO-YIIPaBJICHYECKHUiT mopTai http://www.aup.ru/
[TopTan rocynapcTBeHHOU TpakjaHCKO# cimyxObI https://gossluzhba.gov.ru
Hay4nas snexkrponnas oudiauoreka http://www.elibrary.ru
3BbC «YHuBepcuretckas oudanoreka ornaiiny https://biblioclub.ru/index.php

o~ wN

6. MaTepuajabHO-TeXHUUYECKOE ofecnedeHue I CIUIIIMHBI

1. JlekunoHHas ayUTOPHUs, ayAUTOPUS JJIs TPYIIIOBBIX U MHAUBUYAIbHBIX KOHCYJIbTALHM,
OCHAIIIEHHas] KOMIUIEKTOM MeOenu Juis y4eOHOro mporecca, y4eOHOM JOCKOH, NMepCOHAIbHBIM
KOMITBIOTEPOM, MJIa3MEHHOH MaHENbIO.

2. Ayautopus Uid TIPOBENEHUS MPAKTUYECKUX M CEMHHAPCKUX 3aHATUH, TEKYILIEro
KOHTPOJISI M TPOMEXYTOYHOW aTTecTallMM, OCHAIIEHHAas KOMIUIEKTOM MeOenu i y4yeOHOro
nporiecca, yaeOHOH T0OCKOH, MepCOHATbHBIM KOMITBIOTEPOM, TIa3MEHHOW MaHEIIbIO.

3. Ayauropus Al CAaMOCTOSTENIbHONW paboThl CTYICHTOB, OCHAILIEHHAs: KOMIJIEKTOM Mebenu
Ui y4eOHOro Tporiecca, y4eOHOH JOCKOH, NMEepCOHATBHBIMH KOMITBIOTEPAMU C BO3MOXKHOCTBIO
HNOJKII0UEHUs K ceTu «VMIHTepHeT» U JOCTYIIOM K 3JeKTPOHHOM MH(pOpMAIIMOHHO-00pa30BaTeIbHON
cpene YHUBEPCUTETA.

7. MeToauyecKkue peKOMEH/IAllMHU 10 OPTraHU3aAUMU U3yYeHU s TUCHUTLIMHBI

7.1. MeToanyeckue peKoOMeHAAIUH MPeNnoiaBaTe/ro

JlanHblid pa3zen HacTosmied palOoueill mporpamMMbl NpeAHA3HAYEH S HAYMHAIOMIUX
npernogaBaTesnieil U crelrualicTOB-IIPAKTUKOB, HE UMEIOIIHNX OIbITa MPENo1aBaTeIbCKOW paboThI.

JucturuimHa «OCHOBBI JENIONPOU3BOJCTBa» (HOPMUPYET Y OOYHAIOUIMXCS KOMIOHEHTHI
komnetreHiuu: OIIK-4 u OIIK-7. B ycrnoBusix KOHCTpyHMpOBaHHUS 0Opa3oBaTElIbHBIX CHUCTEM Ha
IPUHLNIAX KOMIIETEHTHOCTHOIO TOAXOAAa NPOM30ILIO KOHLENTYaJbHOE W3MEHEHUE pOJU
npenojaBaTenisi, KOTOPBIM, HapsAay C TPaJUIMOHHON pOJbI0 HOCHUTENS 3HAHWM, BBIMOIHSIET
(GYHKLUIO OpraHu3aTopa HAy4HO-TIOMCKOBOM paboThl 00yUaroIierocsi, KOHCYJIbTaHTa B MPOLEAYpax
BbIOOpa, 0OpPaOOTKM U MHTEPIIpEeTaluy HHPOpMAIHN, HEOOXOJUMON ISl MPAKTUYECKOTO NeHCTBUS
U JTAJIbHEHIIEro pa3BUTHS, YTO JTOJKHO 00S3aTE€IbHO YUMTHIBATHCS MPHU NMPOBEJCHUU JIEKIIMOHHBIX
U MPAKTHUYECKUX 3aHATUH 10 JUCHUIUIMHE «OCHOBBI 1€IOIPOU3BOJICTBAY.

[IpenonaBanue TEOPETUUECKOTO (JEKIIMOHHOTO) MaTepuaia Mo aucuuiuiiie «OCHOBBI
JIeJIONIPOU3BOJICTBAa» OCYILECTBISETCS HAa OCHOBE MEXAMCUUIUIMHAPHOW MHTErpallMd M YeTKUX
MEXIUCIUIUIMHAPHBIX CBSI3eH B paMKax 0Opa3oBaTeIbHONM HpOrpaMMbl M Y4eOHOIO IUIaHa IO
HanpasyieHuto 38.03.04 ['ocynapCcTBEHHOE M1 MYHULIMNIAIBHOE YIIPABJICHUE.

[TogpobHOe comeprkaHue OTIACTBHBIX PA3/IENOB AUCUUIUIMHBI «OCHOBBI JIE€JIOMPOU3BOICTBA
paccmaTtpuBaetcs B 11.4.2 pabouel mporpaMmbl.
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Metoarka onpeaeneHuss UTOrOBOIO CEMECTPOBOIO PEUTHHIa 00yUaroIIEerocs o JUCIUILIIMHE
«OCHOBBI JIEJIONPOU3BOICTBA M TOKYMEHTOO0OpOT» npencraBieHa B coctape POC 1o TuCIMITIIHE
B I1.8 HacTosIeH paboyel TPorpaMmbl.

[Tpumepubie TeMbl pedepaToB M BapHAHTHI TECTOBBIX 33JaHUM JUIS TEKYILEro KOHTPOJIS U
IepevyeHb BOIPOCOB K 3K3aMEHy 110 JUCHMILIMHE npejcTasieHsl B coctae @POC 1o AuCHUIIMHE B
1.8 HacToALIEel paboueil mporpamMmmsl.

[lepeueHb OCHOBHOM M JONOJHUTEIbHON JUTEpPATypbl W HOPMATUBHBIX JIOKYMEHTOB,
HEOOXOUMBIX B X0JI€ MPENoIaBaHusl TUCHUIUIUHBI «OCHOBBI JAEIONPOU3BOACTBA», IPUBEAEH B 1.5
HacTosed pabodeil mporpammsl. IlpenongaBarento cieayeT OpUEHTHUpPOBaTh OOYyYarOIMXCs Ha
UCMOJIb30BAaHUE IIPU IOJATOTOBKE K IPOMEXKYTOYHOM aTTecTallud OpPUIMHAIBHOM BepCUM
HOPMAaTUBHBIX JOKYMEHTOB, J€HCTBYIOIIUX B HACTOSIIIEE BPEMSL.

7.2. MeTtoanveckne yKazaHus 00y4ar0mmMcs

OO0yuenue no aucuummHe «OCHOBBI AEJIONPOU3BOACTBAY MPEAINOIAraeT U3ydeHue Kypca Ha
AyJUTOPHBIX 3aHATHSX U B XOJ€ CAMOCTOSITEIBHOW paOOThl. AYIUTOPHBIC 3aHATHS NPOXOIST B
dopme nexuuil M npakTHueckux 3aHATHHA. CamocrosTenbHas padoTa BKIIOYAET Pa3HOOOPa3HbIM
KOMILIEKC BHJIOB B (hOpM paboTHl 00yJarOIIUXCsI.

Jl1s ycrentHoro ocBOEHUS COAEP KAHMS AMCLMIUIMHBI U JOCTH)KEHHUS IOCTABJIICHHBIX LieJIed
HEO0OXO0UMO MO3HAKOMUTBHCS CO CIEAYIOIIMMH JOKYMEHTaMM: BBIMMCKOW M3 Y4eOHOro IUiaHa 1o
JAHHOM  JUCUMIUIMHE, OCHOBHBIMH IIOJOXEHUSAMH pabodeidl mporpamMmbl  JAUCLUIUINHBL,
KaJICHAApHbIM  y4yeOHO-TEMaTUUYECKUM IUIAaHOM JMCUMIUIMHBL.  J[aHHBIM MaTepuans  MOXKeT
IpEeJCTaBUTh IpenoaBaTeib Ha BBOAHOM JIEKIMU HIIM CAMOCTOSITENIbHO 00yYaroIIUNACS UCTIONb3YyeT
JaHHBIC JIOKAJTLHOW MH()OPMAITMOHHO-OMOINOTEYHON CUCTEMBI Y HUBEPCUTETA.

Crnenyer oOpaTUTh BHUMaHHE Ha CIIMCOK OCHOBHOMW U JIOMOJHUTENILHON JIUTEPATypbl, KOTOpast
UMeeTCs B JIOKaJIbHON MH(GOPMallMOHHO-OMOIMOTEYHON cucTeMe Y HUBEPCUTETA, Ha IpejiaraeMble
npernojiaBaTeseM pecypcbl HMH(OPMaIMOHHO-TEIeKOMMYHUKAlMOHHON cetn «/HTepHeT». Ota
uH(popMalrsg HeoOXouMa JIJIsl CAMOCTOATEIbHOU paboThl 00yUaroerocs.

[Ipy mOAroTOBKE K ayJUTOPHBIM 3aHATUSM HEOOXOAMMO MOMHHUTH OCOOEHHOCTH Ka)KIOH
(bOopMBI €ro MpoBeICHUS.

[TonroroBka k neKuuu

C uenpro 00ecTieUeHHs YCIIEITHOTO O0YyUeHHs 00YUYaIOIIMICs TIOJDKEH TOTOBUTHCS K JICKIUH,
KOTOpas ABJsETCS BakKHEeHIIeH (popMoit opranu3anuu yueOGHOro npouecca, MoCKoibKy:

3HAKOMMT C HOBBIM Y4EOHBIM MaTepHalIOM;

pa3bsICHAET Y4eOHbIC 2JIEMEHTHI, TPYIHBbIE JUIsl TOHUMaHUS;

CUCTEMATHU3UPYET yueOHBI MaTepua;

OpPUEHTHPYET B y4eOHOM ITpoLecce.

C osToii nenso:

BHUMATEJIbHO IPOYUTANTE MaTEpUall IPEAbIAYIIEH JEKIUY;

03HAKOMBTECh C Y4YEOHBIM MaTepHalioM MO Y4YeOHUKY M Y4eOHBIM MOCOOMSIM C TeMOil
IIPOYUTAHHOM JIEKIINH;

BHECHUTE JIOMOJIHEHUS K MOJTYYEHHBIM paHee 3HaAHUSM 10 TeMe JIEKIIUU Ha MOJISAX JIEKIIMOHHOM
TETpaju;

3aMUIINTE BO3MOXKHBIE BOIPOCHI, KOTOPBIE BBl 33aJaJUTE JIEKTOPY Ha JIEKIIUH IO MaTepHany
M3y4ECHHOM JIEKLINH;

MIOCTapalTECh YCHUTh MECTO U3Yy4aeMOU TEMBI B CBOEH ITOATOTOBKE;

y3HalTe TeMy MpeACTOsIIEeH JIeKIUH (110 TeMaTHYECKOMY IIJIaHy, 10 HHPOPMAIIUH JIEKTOpa) U
3aluIINTe UH(OPMALHIO, KOTOPOH BBI BIIAJiEETE 10 JaHHOMY BOIIPOCY.

ITonroroBKa K CEMHUHAPCKUM 3aHATUSAM

Crnenyer pa3syMHO OpraHM30BBIBaTh pabOTy IO MOATOTOBKE K CEMUHApCKoMy 3aHsaTHiO. K
TEME KaXJ0ro ceMuHapa HAa€TCs OIPENEIEHHBIM IUIaH, COCTOSAIIUN M3 HECKOJIbKHUX BOIIPOCOB,
PEKOMEHyeTCsl CIIMCOK JIMTEPATyphl, B TOM UHUCIIE, U 0043aTenbHoi. PaboTy cienqyer opraHu3oBaTh
B TaKOM I1OCJIEI0BATEIBbHOCTH:

IPOYTEHHE PEKOMEH/I0BaHHbIX IJ1aB U3 pa3IMYHbIX yU€OHUKOB;

03HAKOMJICHHE C OCTAIbHOM PEKOMEH0BAaHHOM JIUTEPATypOil U3 0053aTENbHOTO CITUCKA;



YTEHUE U aHAIN3 KaKJIOTO UCTOYHHKA (JIOKYMEHTA).

[Ipexne Bcero, clieyeT 03HAKOMUTHCSI C METOAMYECKUMHU YKa3aHUSIMU K KaXJIOMY CEMUHApY.
Crnenyer ysCHUTh 3HAYEHUE TEX apXauyHbIX U HE3HAKOMBIX TEPMHHOB, UTO BCTPEUAIOTCSI B TEKCTE.
[ToaroroBeTe OTBETHI Ha Ka)Iblil BOmpocC IiaHa. Kak1oe MoJIOKEHHE OTBETa MOATBEPKIAACTCSA
(ecnu opMa cemuHapa 3TO IPEayCMaTPUBACT) BBIAEPKKOW M3 AOKyMeHTa. [lonroroBky ciemyer
OTpa3uTh B BHJE IUIAHA B CHEIHUAJIBHON TeTpaau MOATOTOBKM K cemuHapam. Ha cemMunapckom
3aHATUU TIPUBETCTBYETCA JII0Oast (opma BOBICYEHHOCTH: Y4acTHE B OOCYXKICHHH, JOIOITHEHHS,
KPUTHKA - BCE, UTO TIOMOTaeT 60JIee MOJHOMY U SICHOMY IIOHUMAHUIO TTPOOJIEMBI.

PesynpTaThl paboThl Ha CeMHHApe IMpernojaBaTelb OLCHUBACT M YYHUTHIBAET B XOJIE
MPOBEJICHUS TEKYIIEH aTTECTallH.

[IpomexxyTounast arrectanusi o aucuuiuiniie «OCHOBBI JIEJIOMPOU3BOJICTBAY» MPOXOAUT B
dopme 3auera. buner 1Mo AMCIUIUIMHE COCTOMT W3 2 BOIMPOCOB TEOPETHYECKOTO XapakTepa M
MpakTUYecKoro 3ajnanud. [IpumepHbIii mepeyeHb BOMPOCOB K 3a4eTy Mo AUCHUIUIMHE «OCHOBBI
JIEJIONPOU3BOJCTBAY M KPUTEPUU OLIEHKH OTBETa OOYYarollerocs Ha 3adere IS Lelei OLICHKH
JOCTYIKCHUS 3asBIICHHBIX WHIMUKATOPOB COPMUPOBAHHOCTH KOMIICTECHIIUN MPHUBEICHBI B COCTaBE
®OC no gucHUIIIMHE B 1.8 HAacTOsAIIEH pabodeit mporpaMMmel.

OO0yuaromuiicss JOMyCKaeTcsl K MPOMEXKYTOYHOM aTTECTAIlUU 10 TUCIMIUIMHE HE3aBUCHUMO OT
pPE3yNbTAaTOB TEKYILETO KOHTPOJIS.

8. DoHJ 01LIEHOYHBIX CpPE€aCTB 10 JTMCUHUIIJINHE

8.1. IlepeyeHb KOMMETEHIHIi € yKa3aHHeM JITAnoB X (GOpPMHPOBAHHS B MpoIecce
OCBOEHHSI THUCHUNIUHBL. DOPMBbI KOHTPOJIsI POPMUPOBAHUSI KOMIIETEHIHIT

Koa n naumenoBanue NuaukaTopsbl J0CTHXKEHUS Jransl
KOMIIeTEeH I KOMIIETEHIHH ®opma (opmupoBanus
KOHTPOJIA (pa3aeanl
AMCHMILINHBI)
OIIK-4. Cnocoben NOIIK-4.1. OcymiectBisier
pa3pabaTbIBaTh MPOEKTHl | MPABOBYIO U
HOPMAaTHUBHBIX MPABOBHIX | aHTUKOPPYMIIHOHHYIO [IpomexyToun
aKTOB B cepe SKCHEPTU3Y MTPOEKTOB BIil KOHTPOJIb!
npo¢ecCuOHAITBHON HOPMAaTHBHBIX MMPABOBBIX aKTOB | 3ayer
NeSITeNbHOCTH, B cepe npodeccruoHanbHON Texymuii
OCYIIECTBIISATh UX NEeSTeTbHOCTH KOHTPOJIb: 1-10
IIPaBOBYIO U HNOIIK-4.2. OrneHuBaeT | OMPOC Ha
AHTUKOPPYNIHOHHYIO peryMpyromee  BO3AEHUCTBUE | IPAKTHYECKHUX
SKCIICPTU3Y, OLICHKY IIPOEKTOB HOPMAaTHUBHBIX | 3aHITHAX;
PETYINPYIOIIECIO IpaBOBBIX AKTOB B cq)epe pe(bepaT;
BO3/ICHCTBHS 1 poQeCCHOHATBHOM TECTUPOBAHHE
ITOCJIEICTBUH UX OEATCIBPHOCTU M IIOCIEACTBUA
MIPUMEHEHUS WX TPUMEHEHUS
OIIK-7. Cnocoben NOIIK-7.1. Onpenensier
OCYLIECTBIIATh 3a/1a9u PO eCcCHOHATTEHON
[TpomexxyToun
BHYTPUOPTaHU3AIMOHHEIE | AESITETbHOCTU B 00JIaCTH .
bIil KOHTPOJIb!
1 MEXBEJIOMCTBEHHBIE OCYIIECTBIICHUS
3a4er
KOMMYHUKaIUU BHYTPHOPraHU3AIMOHHBIX .
y ) yTpHop , Texymii
o0ecrneunBaTh MEKBEJIOMCTBEHHBIX
. . KOHTPOJIb:
B3alMO/JICIICTBUE OPraHOB | KOMMYHUKALUN 1 1-10
" OmpocC Ha
BJIACTH C TpaXKJaHaMH, B3aUMOJICHCTBUSL OPTraHOB p
MIPaKTUYECKHUX
KOMMEpPYECKUMH BJIACTH C TpaXKJaHaMU U
3aHATUSX;
OpraHu3aLMsIMU, WHCTUTYTaMU TPaXAAHCKOIO edepa
-
WHCTUTYTaMU o01ecTBa pe@epar,
TECTUPOBAHUE
rpaxaaHcKoro odmectsa, | MOTIK-7.2. Opranu3syer P
CpPEACTBAMHU MacCOBOM JIEJIONPOU3BOJICTBO u




nHpopmarun JIOKYMEHTOOOOPOT B OpraHax
BIacTH g oOeclieueHus
BHYTPHU- U MEXKBEJOMCTBEHHBIX
B3aUMOJICVCTBUI

8.2. Iloka3aTe/in ¥ KPUTEPUHU OLleHUBAHUS KOMIIETEHIUA NPHU M3yYeHUH TUCHUILIUHBI,
OoNnHcaHyue WIKAJ OLeHUBAHUS

8.2.1 Kputepuu olleHKH 0TBeTa HA 3a4eTe

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

«324YTEHO»

o0yyaroImuics AEMOHCTPUPYET CUCTEMHbIE TEOPETUYECKHE 3HAHUS, IPAKTUYECKHE HABbIKH,
BJaJIc€T TEPMUHAMH, JIEJIACT apryMEHTUPOBAaHHBIC BBIBOABI M OOOOIEHUS, MPUBOIUT MPUMEPHI,
IIOKa3bIBaeT CBOOOHOE BJIA/IEHUE MOHOJIOIMUECKON PEUbIO M CIIOCOOHOCTH OBICTPO pearupoBaTh Ha
YTOYHSIOLINE BOIIPOCHI.

o0yJaroIuics 1eMOHCTPUPYET MPOYHbIE TEOPETUUYECKUE 3HAHUS, NMPAKTHUECKUE HABBIKH,
BJIaJIEET TEPMHMHAMHU, JI€IAE€T apryMEHTHPOBAaHHbIE BBIBOJBI U 0000IIEHUS, TPUBOIUT IPUMEPHI,
IIOKa3bIBaeT CBOOOHOE BJaJI€HHME MOHOJIOIMYECKON PEeUbl0, HO MPH 3TOM JIeIaeT HECYIeCTBEHHbIE
OIMOKH, KOTOpPBhIE OBICTPO MCIPABISET CAMOCTOSTENFHO WM NMPH HE3HAYMTEIHHONH KOPPEKIUH
IIpenoaaBaTeieM.

00y4YarOImIMICS JIEMOHCTPUPYET HEIIyOOKHE TEOpPETUYECKHE 3HAHUS, IMPOSBILET ciaabo
cOpMHpPOBAHHbBIE HAaBBIKM AaHaIW3a SBJICHUH M IPOLECCOB, HEJOCTAaTOYHOE YyMEHHUE [eaTh
apryMEeHTHPOBAHHbIE BBIBOABI M IPUBOJAUTH IPHUMEpPHI, IOKA3bIBAET HEJOCTATOYHO CBOOOIHOE
BIQJICHNE MOHOJOTMYECKONW pEYbl0, TEPMUHAMH, JIOTUYHOCTBIO M  IOCJIEI0BATEIBbHOCTHIO
U3JI0KEHUS, IeJIaeT OMNOKH, KOTOPBIE MOKET UCIPABUTh TOJBKO MPU KOPPEKLIUHU IPENOAaBaTeIeM.

«He 324TEHO0»

o0yyJaroImuiicss JeMOHCTPUPYET HE3HaHHE TEOPETHUECKUX OCHOB IpeaMeTa, OTCYTCTBHE
MPAKTUYECKUX HABBIKOB, HE YMEET JeJIaTh apryMEHTHPOBAaHHBIE BBHIBOJBI U MPUBOJIUTH IPUMEPHI,
NOKa3bIBaeT cllaboe BIIAJICHNE MOHOJIOTHUYECKOM peublo, HE BIaJEeT TEPMHUHAMHU, HPOSBISET
OTCYTCTBHE JIOTUMHOCTH U MOCIEA0BATEIbHOCTH U3JI0KEHHUS, JIEJIaeT OUIMOKH, KOTOPbIE HE MOXKET
VCIIPABUTh JAXKE MPU KOPPEKLHHU MPENOJABATEIEM, OTKA3bIBAETCS OTBEYAaTh HA JONOJHUTEIbHBIE
BOITPOCHI.

8.2.2 Kputepum onieHKH padoThl 00y4aomerocss Ha MPaKTHYeCKUX 3aHATUIX
(bopmuposanme xommereHumii OIIK-4, wnmmkatoper MOIIK-4.1, MOIIK-4.2; OIIK-7,

unaukaropsl MOIIK-7.1, MOIIK-7.2)

«5» (OTJMYHO): BBIIOJHEHbl BCE IMPAKTUYECKHE 3aJaHus, MPEIyCMOTPEHHBIE
NPaKTUYECKUMHU 3aHATHAMH, OOydaroluiics 4eTKo W 0e3 omMOOK OTBETHJ Ha BCE KOHTPOJIBbHBIE
BOIIPOCHI, aKTUBHO pa0bOTall Ha MPAKTHYECKUX 3aHATHSIX.

«4» (Xopolo): BBINOJHEHb BCE TMPAKTUYECKUE  3aJaHHsl, MPEITyCMOTPEHHBIE
MPAKTUYECKUMH 3aHATHAMH, 00YYaroIIUNCA ¢ KOPPEKTUPYIOIIMMHU 3aMEYaHUSIMHU MpPeroiaBaTess
OTBETUJI Ha BCE KOHTPOJIbHBIE BOMPOCHI, TIOCTATOYHO aKTUBHO pabOTal Ha MPAKTHUYECKUX 3aHATHUSX.

«3» (Y10BJICTBOPHUTEJIBHO): BBIIIOJIHEHBI BCE NMPAKTUYECKHUE 3aJaHUs, IIPELYCMOTPEHHBIE
NPaKTUYECKMMHU 3aHATHSAMM C 3aMEYaHUsMHU TpernojaBareis; OOydarolluiics OTBETWI Ha BCe
KOHTPOJIbHBIE BOIIPOCHI C 3aMEYaHUSMH.

«2» (HeyI0BJIETBOPUTEIBHO): 00YUYaIOIINICsA HE BBIIOIHUI MM BBHIIOIHUI HEMPABUIBHO
NPaKTUYECKHE 3aJaHus, MPEAYCMOTPEHHBIC MPAKTUYECKUMHU 3aHATUAMHU; OOyYarOMIMNHCS OTBETHII
Ha KOHTPOJIbHBIE BOMIPOCHI C OIIMOKAMU MJIM HE OTBETUJI Ha KOHTPOJIbHBIE BOIIPOCHI.

8.2.3 Kpurepum ouenku pedepara



(bopmupoBanmne kommerenumii OIIK-4, umnamkatoper MOIIK-4.1, HWOIIK-4.2; OIIK-7,
unaukaropsl MOIIK-7.1, MOIIK-7.2)

«5» (oTIM4HO): TeMa pedepaTa akTyallbHa U PaCKpbITa MOJTHOCTHIO; pedepaT MOATr0TOBICH
B YCTAHOBJICHHBIH CPOK; O(OpMIIEHHE, CTPYKTypa U CTHJIb M3JIOKEHHs pedepara COOTBETCTBYIOT
IpEeIbsBIAEMbIM TPEOOBaHUSIM K O(OPMIIEHHUIO JOKYMEHTA; pedepar BBIIOJIHEH CaMOCTOSITEIbHO,
IPUCYTCTBYIOT COOCTBEHHBbIE OOOOLIEHMS, 3aKIIOYEHUs W BbIBOJBI, IOATOTOBJIEH JOKJIAJ,
u3jaraeMblii 6€3 UCIOJIb30BaHUS OIIOPHOI'O KOHCIIEKTA.

«4» (xopomo): TemMa pedepara akTyadbHa, HO PpacKpbiTa HE IOJHOCTBIO; pedepaT
HOJTrOTOBJIEH B YCTAHOBJIEHHBIH CpOK; O(OpMIIEHHE, CTPYKTypa M CTHJIb H3JI0KeHHs pedepara
COOTBETCTBYIOT IPEIBIBIIEMbIM TPeOOBAHUSAM K O(GOPMIICHUIO JOKYMEHTa; pedepar BHINOIHEH
CaMOCTOSITENIbHO, TIPUCYTCTBYIOT COOCTBEHHbIE 000OIIECHNS, 3aKIIOYCHHS M BBIBOJIbI; TIOATOTOBIICH
JIOKJIaJl, U3J1araéMblii C UCIOIb30BAaHUEM OIIOPHOTO KOHCIIEKTA.

«3» (Y10OBJIeTBOPHUTEJIBHO): TeMa pedepara akTyajdbHa, HO PacKpbiTa HE IIOJHOCTHIO;
pedepar MOArOTOBIEH C HapyLIEHUEM YCTAHOBJIIEHHOIO CpOKa IpelCcTaBlieHHs; ohopMIeHue,
CTPYKTYpa M CTWUJIb H3JIOXKEHUs pedepaTa HE B IOJHOM Mepe COOTBETCTBYIOT NPENbSBIISAEMbIM
TpeOOBaHUAM K O(POPMIICHUIO TOKYMEHTa; B LIeJIOM pedepaT BBINOJHEH CAMOCTOSTEIbHO, OJJHAKO
OYEBH/IHO HAJIMYME 3aMMCTBOBAaHHUM 0€3 CChUIOK Ha MCTOYHHMKU; IOJArOTOBJIEH JIOKIJIAJ], U3J1araeMblii
C MCIOJIb30BaHUEM OIIOPHOT'O KOHCIIEKTA.

«2» (HeylOBJIETBOPHUTEJIbHO): TeMa pedepara akTyallbHa, HO HE pacKpbITa; pedepar
MOJIFOTOBJIEH C HApyIIEHWEM YCTaHOBJIEHHOTO CpOKa NpeAcTaBieHus; opOpMIIEHHE, CTPYKTYpa U
CTHJIb M3JIOXKEHHUsI pedepaTa HE COOTBETCTBYIOT MPEIbSBISEMBIM TPeOOBAaHUSM K O(OpMIICHHUIO
JIOKYMEHTa; B pedepare 04eBUIHO HAMUME 3HAUUTENbHBIX 00BEMOB 3aUMCTBOBaHMH 0€3 CCBUIOK
Ha MCTOYHMKH; JOKJIaJ HE IOArOTOBJIEH.

8.2.4. Kputepuu olleHKH TeCTUPOBAHUS
(bopmupoBanue xommerennuii OIIK-4, unamkatoper MOIIK-4.1, NOIIK-4.2; OIIK-7,

unukaropsl MOTIK-7.1, UOIIK-7.2)

TecTupoBaHue OLIEHMBAETCS B COOTBETCTBHM C MPOLIEHTOM IPABWIBHBIX OTBETOB, JTaHHBIX
00yyaroImuMcst Ha BOIPOCHI TECTA.

CranpiapTHas IIKaja COOTBETCTBHS PE3yJIbTaTOB TECTUPOBAHMS BBICTABIsAEMON OaJUIbHOM
OLICHKE:!
- «OTJINYHO» - CBbIIIE 85% IMpaBUIIbHBIX OTBETOB;
- «xopomo» - oT 70,1% 1o 85% npaBuIbHBIX OTBETOB;
- «yZIOBIETBOPUTEIBHO» - OT 55,1% 110 70% npaBUIbHBIX OTBETOB;

- oT 0 10 55% npaBUIBHBIX OTBETOB — «HEYAOBIETBOPUTEIILHO
«5» (OTJMYHO): TECTUPYEMBIN JEMOHCTPUPYET CHCTEMHBIE TEOPETUYECKHUE 3HAHNUS, BIIAJICET

TEpMUHAMHM U 00JIaZlaeT CIIOCOOHOCTHIO OBICTPO pearupoBaTh Ha BOIIPOCHI TECTA.

«4» (X0pomIo): TECTUPYEMBIH B IIEIOM AEMOHCTPUPYET CUCTEMHBIE TEOPETUYECKUE 3HAHNUS,
BJajieeT OOJBIIMHCTBOM TEPMUHOB M 00JIaaeT CIIOCOOHOCTBHIO OBICTPO pearupoBaTh Ha BOIPOCHI
TeCTa.

«3» (YnOoBJIETBOPHUTEJIBbHO): CHUCTEMHbIE TEOPETHUYECKHE 3HAHHUS Yy TECTHPYEeMOro
OTCYTCTBYIOT, OH BJIaJIe€T HEKOTOPHIMU TEPMUHAMH U Ha BOMPOCHI T€CTa pearupyer TOCTaTOUYHO
MEJIEHHO.

«2» (HeyI0BJIETBOPUTEJIbHO): CHCTEMHBIE TEOPETUYECKHUE 3HAHUA Y TECTHPYEMOIO
OTCYTCTBYIOT, TEPMHUHOJIOTHEN OH HE BJIaJEET U Ha BOIIPOCHI TECTA pEArUpPyeT MEIJICHHO.
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8.2.5. HroroBoe cooTBeTcTBHE OAa/JIbHOW  IIKAJbI OLEHOK W  YpPOBHeil
c¢(hpopMHUPOBAHHOCTH KOMIIETEHIIU 10 TUCHUILINHE:

YpoBenb
chopMUPOBAHHOCTH Ouenka IMosicHenue
KOMIIEeTeHIIN U

TEOPETUIECKOE COJEPKAHUE W MPAKTUYCCKUE HABBIKH MO
«5» JIUCITUILTAHE OCBOCHBI MTOJIHOCTHIO;

Bricoknii (oTIM9HO) BCE MPEIyCMOTPEHHBIE MPOTpaMMON OOy4YeHHs y4eOHBIC
3aJIaHusl BHITIOJHEHBI Ha BEICOKOM YPOBHE;

KOMIICTCHIIUU C(HOPMUPOBAHBI

TEOPETHUYECKOE COACPKAHUE U MPAKTUYCCKUE HABBIKU 10
«» JICIIMTUINHE OCBOCHBI MOJTHOCTHIO;

Cpennamit (xoporo) BCE MPEIyCMOTPEHHBIE TPOTPaMMON OOy4YeHHs y4eOHBIE
3aJaHHus BBITIOJITHCHBI C HC3HAUYNUTCIIbHBIMU 3aMCUYaHUAIMMU,
KOMITETEHIIUH B [IEJIOM C(HOPMHUPOBAHBI

TEOPETUYECKOE COACP)KAHUE M MPAKTUYECKUE HABBIKU 10
JUCLUIUIMHE OCBOEHBI YaCTUYHO, HO NPOOENbl HE HOCST
CYILIECTBEHHOT'O XapaKkTepa;

OOJBIIMHCTBO HPEAYCMOTPEHHBIX MPOrpaMMoOi o0ydeHus
yueOHBIX 3a/1a4 BHIIIOJHEHO, HO B HUX UMEIOTCS OLINOKY;
KOMITETEHIIMN cQOPMHUPOBAHBI YACTHIHO

«3»

VY nosnersopu-
A p (YIOBIETBOPUTENHHO)

TEJILHBINA

TEOPETUYECKOE COJEep)KaHUE W TPAKTHUECKHE HABBIKK I10

JHCIHUIUINHE HE OCBOCHEI,

OOJIBIIMHCTBO TPEIYCMOTPEHHBIX MPOrpaMMOil 00ydYeHUs
«2» y4eOHBIX 3aJaHull 100 HE BBINOJHEHO, JIMOO COJCPIKUT

(HEYOBIETBOPUTENHHO) [TpyOBIEe OIINOKHY;

JIOTIOJTHUTEbHAS caMmocTosiTeNbHAs ~ pabora  Hax

MaTeprajoM He MPHUBOAUT K KAKOMY-THOO 3HAYHMOMY

MOBBIIICHHUIO KaYeCTBA BHITIOJIHEHHS y4eOHBIX 33 JaHN;

KOMITETEHIIUHU HE C(OPMUPOBAHBI

HeynosnerBopu-
TEJIbHBIN

8.3. Meroanyeckue Matepuajbl (THNOBbIE KOHTPOJbHbIE 3aJaHNs), ONpeIesiionme

pe3yJbTaThl 00y4eHHs M0 TUCHHUIINHE, COOTHECCHHbIE ¢ HHAMKATOPAMH A0CTHKECHHA

KoHTposibHble 3a1aHus, TPUMEHSEMbIE B PaMKaX TEKYIIEro KOHTPOJIS U MPOMEKYTOUHOU
aTTecTallly MO JUCLMIUIMHE, HOCAT YHUBEPCAIbHBIM XapaKTep M MPENyCMaTpUBalOT BO3MOXKHOCTh
KOMIUIEKCHOW OILEHKM BCero Habopa 3asdBIIEHHBIX 10 JaHHOW JWCUUIUIMHE WHAWKATOPOB
c(OpPMHPOBAHHOCTH KOMITETEHIINH.

8.3.1. Tekyuii KOHTPOJIb (PAa00Ta HA NPAKTHYECKUX 3AHATUSAX)
(bopmupoBanune wommereHumii OIIK-4, wnmumkatopsr MOIIK-4.1, MOIIK-4.2; OIIK-7,

unaukaropsl MOIIK-7.1, MOIIK-7.2)

Bonpocs! 1151 00CyKIeHNsI HA TPAKTHYECKUX 3aHATHAX
Mecto U poJib JOKYMEHTOB B YIPaBIECHUU.
Bunbl ynpaBieH4eCKUX JOKYMEHTOB.
CBolicTBa JOKYMEHTOB.
Knaccugukarus 10KyMeHTOB.
Jlenonpon3BOACTBO B APEBHEPYCCKOM TOCYIapCTBE.
IIpukasHoe 1e10nponu3BOICTBO.
Komexckoe nenonpon3BoicTBo.
MuHucTepckoe 1e10IpoU3BOICTBO.
Jleonpon3BOACTBO B COBETCKUX YUPEIKICHUAX.
10 I'ocynapcTBeHHOE AETONPOU3BOACTBO B COBPEMEHHYIO JIIOXY.

CoNo~wNE
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11. 3akoHOaTENbHOE PEryIMPOBaHHE JIETOMPOU3BOJCTBA U OCHOBHbBIE €T0 HAMIPABJICHHUS.
12. HopMaTuBHO-METOMYECKOE PEryJIMPOBAHUE JIETONPOU3BOJICTBA

13. IlpaBuna coctaBieHus U 0GOPMIICHHSI TOKYMEHTOB

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

15. [IpaBuna coctaBieHue u OGOpPMIIEHUE OTIECIBHBIX BHJIOB OpraHM3allMOHHO-TPABOBBIX

AOKYMCHTOB: YCTaB HNpPCANPUATUA HOJLDKHOCTHAA HWHCTPYKIUA, IMOJIOKCHUC, HITATHOC
pacimucCaHue, CTPYKTypa U HITaTHasA YUCICHHOCTD.

16. Cucrema uHGOPMALMOHHO-CIIPABOYHON JOKYMEHTAIUH.
17. IlpaBuna u TpeOOBaHUS K ACIIOBOMY IHCHMY.
18. OtnenbHble BuAbl nuceM (MHGOPMAIMOHHOE, TAPAHTUIHOE, MMMCbMO-OTBET, TUCHMO-

3aIpoc, COMPOBOAMTEIBHOE MTUCHMO).

19. J/IokyMeHTHI 110 JINYHOMY cocTaBy. COCTaBJIICHHE JIHYHBIX JOKYMCHTOB

20. [IpaBuna opranu3anuu JOKyMEeHTO00O0pOTA.

21. Yuet o6beMa JOKyMEHTO000poTA.

22. OCHOBHBIC dTanbl ¥ MPUHIHUIIBI PAOOTHI ¢ BXOASIIUMU, UCXOSIIIAMA W BHYTPCHHUMH

AOKYMCHTaMH.

23. [IpaBuna perucTpanuy U MHACKCAIIMH JOKYMEHTOB. DOPMBI perucTpanuu.
24. KOHTpOJIb UCIIOJTHEHUS JOKYMEHTOB.

25. Cucremarusanus ¥ XpaHEHHE yIPaBICHUYECKUX TOKYMEHTOB.

26. TpeboBaHuMsl, IPEAbABISIEMbIE K COCTABICHUIO HOMEHKIIATYPbI JIEII.

27. ®opMupoBaHue J1eN B opranuzanui. TpedoBanus K (POPMHUPOBAHUIO JIEII.

8.3.2. Tekymmii KOHTPOJIb (IOATOTOBKA pedepara)
(bopmupoBanue xommerennuii OIIK-4, unaukatoper MOIIK-4.1, WOIIK-4.2; OIIK-7,
unukaropel MOTIK-7.1, UOIIK-7.2)

IIpuMmepHbIe TeMbI pedepaToB

1. JlIokyMeHTallOHHOE 00ecTieyeHre YIpaBIeHuUs, €ro 3a1a4u, QyHKIUH.

2. HopmatuBnusbie nokymentsl (ICAOY, TOCTsi). [TonsTHE cTaHAapTU3AIMY U YHUDUKAITIH.
3. Knaccudukanus JOKyMEHTOB.

4.PexkBU3UTHI YIPaBICHYECKUX JOKYMEHTOB. PEKBU3HUTHI aBTOpa, UX 0(OpMIIEHHE.

5. TpeboBaHus K TECTy JOKYMEHTA.

6. bnank. Buzp! 61ankoB. TpeOoBaHus k 6J1aHKaM JTOKyMEHTOB.

7. Opranu3alOHHbIE TOKYMEHTHI.

8. PacniopsaurenpHble JOKYMEHTHI. [IpuKa3bl 10 OCHOBHOM AeATENBHOCTH. PacniopskeHus.

9.

NHupopmannonHo-cripaBouHble JTOKYMEHTHI. JloknanHble, OOBSCHUTENbHBIE 3alKUCKHU.

CnpaBku.

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.

21

AxTh1, ux Buapl. CocTaBiaeHUE aKTOB.

[TpoTokounsl 3aceqanuit, coBemanuii. [TonHast u kpatkas GpopMbl IPOTOKOJIA.
[enoBas nepenucka.

JIOKyMEHTHPOBaHNE IPOLECCOB IBUKEHUS KaJPOB.

IIpukasel 0 TMYHOMY COCTaBY.

JInunoe 3asBneHMe. BeneHne MTMYHBIX KapTOYEK.

TpynoBoii 10roBop.

Benenue tpynoBsix kHuxkek. OopMiieHne JINYHbIX Ae.

Texnomorust paboThl ¢ JokKyMeHTamu. OpraHu3aius J0KyMEeHTO000poTa.
Peructpanus 10KyMeHTOB.

KOHTpoJIb HCIIONHEHUS JOKYMEHTOB.

. Homenknarypa gen. Cucremaruzanus aein. @opMupoBaHue Jeil.

8.3.3. Tekymuii KOHTPOJIb (TECTHPOBAHMNE)
(bopmupoBanmne kommerennmii OIIK-4, umnamkatoper MOIIK-4.1, WOIIK-4.2; OIIK-7,

unaukaropsl MOIIK-7.1, MOIIK-7.2)

IIpuMepsI TeCTOBBIX 3a1aHUI
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PacnopsiguresibHbIe  JOKYMEHTbI, OTpa)kaloliue  pe3yJbTaT  KOJUIEerHaJIbHOM
AesITeIbHOCTH

(
0
(

IIPUKA3, PacCOpPsSIKEHUE
pacropsiKeHue, ykazaHue
IIOCTaHOBJICHUE, PEILICHHUE

L] mpoTokoi1, aKkT

O

JIOTOBOP, YCTaB, COTJIAIICHUE

OcHoOBHbIE PEKBU3UTHI IOKYMEHTA

0
(
0
(
(l

L] TCKCT, aapecar, l"pI/I(b YTBCPIKACHHNA, BU3bI COITIACOBAHUS, IIOAIUCH, [1€YATh

TEKCT, OTMETKA O MPUIIOKECHUH
TEKCT, OTMETKA O MIPWIOKEHUH, AaTa, UHJEKC, 3aT0JI0OBOK K TEKCTY
TEKCT, Tpud yTBEPKJIeHUs, IOJITUChH, [1eYaTh

TEKCT, 3ar0JI0OBOK K TEKCTY, MOJIIUCH, TPU( COTIACOBAHMS, TPU( YTBEPKIACHUS, [1€YaTh

TEKCT, OTMETKAa O MPUJIOXKEHHUH, TpU(] COIIAcOBaHUS, BU3bl COIVIACOBAHUA, TPUP
YTBEPKICHUS

HopMaTuBHBIH [OKYMEHT, perjJaMeHTHPYIOIMA TpedoBaHuss K 0o¢opMIIeHNI0
AOKYMEHTOB 00111er0o aAMUHUCTPATUBHOIO ynpasJjeHus (OP/I)

(
(l
(
(l
(

'OCT P 51141-98

I'OCT 6.10.5-87

I'OCT P 7.0.97-2016

EI'C10Y

WNHcTpyKIus 110 AEIOIPOU3BOACTBY

AKT U «rpu¢ yrBep:KIeHus»

ooogogg

aKT BCErza yTBEepXkK/AaeTcss PyKOBOJAUTEIEM OpraHu3alun
aKT YTBEPXK/IAeTCsl BBIIECTOSAIIMM OPTaHOM YIIpaBJICHUS
YTBEPKIAIOTCS TOJIBKO HEKOTOPBIE BUJIbI AKTOB

aKT He uMeeT «rpuda yTBEep>KACHUI»

AKT YTBCPKIAACTCA, B 3aBUCUMOCTH OT PCIICHUSA PYKOBOJACTBA OpraHU3allun
AKT YTBCPIKAACTCA, B 3aBUCUMOCTH OT BBIICCTOAIICTO OpraHa YIIPaBJICHUA

CpOK JeHCTBUS OpPraum3aluoOHHO-TIPABOBLIX JOKYMECHTOB

ooogd

OT OJTHOT'O JI0 IISITH JIET
JI0 MOMEHTA UX OTMEHBI

JI0 TPEX JIET

JI0 AECATH JIeT

JI0 BBEJICHUS HOBBIX B3aMEH YCTapEBILINX

MarepuanbHblii HOCHTEJb HH(OPMALMU O COOBITUSIX M SIBJEHUSX O0beKTHBHOM
AeHCTBUTEJIBbHOCTH U MBICIUTE/IBLHOM JeSITeJIbHOCTH YeJIOBEKA - 3TO...

Ilpasunvruvie sapuanmor omeema: JOKYMEHT; JlokymMeHT; TOKYMEHT;

Kommeke MeTrogoB u mpoueccoB padoTbl € JOKYMEHTAMH, OCYLIECTBJIsSeMbIN
npeAnpusTHEM NPH BHINOJHEHUH UM CBOUX (PYHKIHIA - 3TO ....

=EOOOoood

Ooooggg

JIOKYMEHTAITMOHHOE 00ECIICUYCHNE YITPABIICHHSI
JIETIONPOU3BOICTBO

cucTeMa JOKyMEHTAIU!

JIOKYMEHTUPOBAaHUE

JIOKyMEHTO000pOT

JIOKYMEHTHPOBAHHE YIPABICHUECKOMN ESITeTbHOCTH

OKYMEHTHI KJIaccH(pUUUPYOTCcH 110 rpudy Ha ...

OpUTHHAJIBI, KOMTUHU U MOAJTUHHUKA
BHEIIIHUE U BHYTPEHHUE

WHAUBHUAYaJIbHbIE, TUTIOBBIE U TpadapeTHbIe

PYKONUCHBIE, T€YaTHBIE U SJICKTPOHHBIE

OpraHU3al[MOHHBIE, PACTIOPSIUTENbHbBIE, CIIPABOYHBIE
KOH(UICHIIMABLHBIC, OTPAHUYEHHOTO JJOCTYIIA U OTKPBITOTO MOJIb30BAHUS

13



HOCJIeIlOBaTeJIbHOCTb U3J10:KeHUsl T0JI0KeHU Y cTaBa npeanpusiTus
. 00IIMe MOJIOXKEHUS
CBeICHHs 00 YCTaBHOM KaruTase
OpraHU3aIMOHHO-TIPABOBBIE OCHOBHI JIEATEIFHOCTH OpPraHU3aluu
OpraHbl YIpaBJICHUS U KOHTPOJISI, UX KOMITETEHIUS
IpaBUiIa BEJACHUS y4eTa U OTYETHOCTH B OpPraHU3alUuU
MOPSIOK pachpeeneHus npuobu U hopMupoBanue HoHI0B
0c00bIe BOMPOCHI JIEATENFHOCTH OpraHU3auu
I YCIIOBUS pEOpraHU3alliy U JIMKBUAALNN
3TaIII>I padoThl ¢ BHYTPEHHUMHU JOKYMEHTAMM
I TIOJy4YEeHHE yKa3aHUs Ha pa3paboTKy JOKYMEHTOB
pa3paboTKa MpoeKTa JOKyMEHTa
COTJIACOBAHUE MPOEKTA JOKYMEHTA
KOPPEKTUPOBKA JIOKYMEHTa, €ro opopmiieHne
MIOJIIIMCAaHUE, YTBEPIKICHHE
perucTpanus U THpaKUupPOBaHUE
JIOBEJICHHE /IO HUCITOJTHUTETICH
KOHTPOJIb UCIIOJIHEHUS TOKYMEHTa
I TIPUEM HCIIOJIHEHHOTO IOKyMEHTa, CHITHE C KOHTPOJIS
10 TEKYyIlee apXUBHOE XPaHECHHE
KoHTpoab ucno/iHeHHs JOKYMeHTa OpraHu3yer
ciyx6a 10Y
PYKOBOJIUTENN BCEX PAHTOB
ceKkpeTapuar
ciry»k0a KOHTpOJIS
OTIpeIeNIEHHOE AOJKHOCTHOE JIUIIO
PYKOBOJIUTEIN TPEATIPHSITHS
CHOBaHUEM /IJIsl IPeIbABJIEHUS MPEeTEeH3UH SBJSIOTCSH T0KYMEHTHI
KOMMEPYECKUH aKT, CepTUPHUKAT KauyeCTBa, TIOTOBOP, aKT MPUEMKH TOBapa, TPEOOBAHHMS
cepTuduKaT KauecTBa, I0TOBOP, aKT MPUEMKH TOBapa, TpeOOBaHUS
KOMMEPYECKUH aKT, CepTU(PHUKAT KAU4eCTBA, aKT MPHUEMKH TOBapa, TpPeOOBaHUS
cepTudukaT KauecTBa, akT MPUEMKH TOBapa, TpeOOBaHUS
K HeperncTpupyemMbIM OTHOCSTCS JOKYMEHTBI
L] uH(pOpMaIMOHHBIE MaTepUaibl, PEKIAMHbIC U IMO3JPABUTEIbHBIC MMHChMA, MPOTPAMMBI
CEMHUHApOB, COBELIaHNH, KOH(pepeHIH
[J xonuu HOPMATHUBHBIX JIOKYMEHTOB, TIOCTAHOBJICHUSI M PACIIOPSIKCHUS TOCYIapCTBEHHBIX
OpraHoB, OOBSICHUTEIBHBIC 3aITUCKU
L] ciy>xeOHbIe 3aMMCKH, MUChMa, TeJIErpaMMBbl, (hakcorpaMMbl
[ pexyiaMHBIe MPOCIEKTHI, MPOTOKOJIBI KOJICTHATIBHBIX OPraHOB, CIIPABOYHBIC MAaTEPHUAIIHI,
TUTaHBI, POTPAMMBI, CBOJIKH, OTYETHI
[] muchMa BBICIICH WHCTAHIIMH, TPEOOBAHMUS, UCKH, IPETEH3MH, KOJUIEKTHBHBIC JIOTOBOpPa
CooTBeTCcTBHE ITANOB MOJATOTOBKH YNPABJEHYECKUX PellIeHHi cTaausM padoThl

NTREXNME

L?P?h‘.‘?.”."%?‘?!\.’!—‘

OoooedooOoooOono

aHaum3 poOIeMHOM CUTYaIlNH, cTaaus pa3pabOTKH pelIeHUs
dopmupoBaHue 1edel, OIeHKa MPearnoYTeHH
peneHuit

OLIEHKa pacrioyiaraeéMoro BpPEMEHHU, MOJITOTOBUTEJIbHAS CTAAUA
oIpesieTIeHne He0OXOMMBIX PECypCOB

dopMHpOBaHUE KPUTEPUEB BBHIOOPA, BBHIOOD CTaaus BIOOPA pelIeHUs
€IMHCTBEHHOTO PELICHUS

OpraHu3aIysl BHIIIOJHEHHS PEIICHUs, aHATIHN3 CTaJusl peau3aliy MPUHATOTO PEIICHUS

U OLIEHKa JOCTUTHYTOTO pe3yJibTaTra

ITocnenoBaTe/IbHOCTL 3ITANOB MOATOTOBKHM YNPABJEHYECKHX pellleHUiH, BXOASIIHMX B
COCTAaB NMOATOTOBUTEJLHOM CTAAUM M CTAIHN Pa3padoTKN peleHus
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BBISIBJICHHE U ONMCaHKUE MPOOIEMHOM cUTyauu
OLIEHKA pacIojiaraéMoro BpeMeH!
orpeieneHne HeoOXOAUMBIX PECYPCOB
aHamu3 IpoOJIEeMHOM CUTYaIH
(dopmupoBaHue 1eei
OIIpelIeIICHUEe OTPaHUYCHUN
pa3paboTKa BapUaHTOB PELICHUI
OLICHKA MPEANOYTEHUN pelIeHUu

CTamm aHAIM3a AJbTEPHATHB M BbIOOPAa MPOrPAMMHOIO NPOAYKTA aBTOMATH3aLMHU
AOKYMEHT0000poTa

1: CocraBienue mnepeyHs MPEABSBISEMbIX OCHOBHBIX (DYHKIMOHAJIBHBIX U CHUCTEMHO-
TEXHUYECKUX TpeOOBaHMH K KOPIOPATUBHOM CUCTEME aBTOMATU3aLMHU IOKYMEHTO000poTa

2: BpiOop cucteMbl BeCOBBIX KOI((GUIMEHTOB (0aloB) WM PAHXUPOBAHHUE JUIS
9KCHEPTHON OLEHKU

3:  OueHka NPOrpaMMHBIX MTPOAYKTOB C TOYKH 3pPEHHUS MPEIBSIBISIEMBIX OCHOBHBIX
(GYHKLIMOHATIBHBIX TPEOOBAHUM U CUCTEMHO-TEXHHUUECKUX XaPaKTEPUCTUK

4: Ot6op mporpaMMHBIX MTPOAYKTOB, YIOBIETBOPSIONINX BHIOPAHHBIM (DYHKIIMOHAIBHBIM U
CHUCTEMHO-TEXHUUECKUM KPUTEPUIM

5. OreHka afanTalMOHHBIX BO3MOKHOCTEN OTOOPAHHBIX MPOJIYKTOB

6: OtOop mporpaMMHBIX HPOIYKTOB, YAOBJIETBOPSIOLUIMX KPUTEPUSAM aJanTallMOHHBIX
BO3MOKHOCTEH

7:  CpaBHMTENbHas OLEHKA 3aTpar, CBA3aHHBIX C NPUOOPETEHHMEM M BHEAPEHHEM
IPOTPAMMHBIX TIPOTYKTOB

8: OueHka omnbITa NPUMEHEHHUS OTOOPAHHBIX IPOrPAaMMHBIX MPOJYKTOB pEeNyTaluu
bupmbI-pa3padboTunKa

9: BsI60Op mporpaMMHOT0 obecredeHus sl CHCTEMbl aBTOMaTH3aIllul JOKYMEHTO000pOoTa

XNTREXNME

8.3.4. IIpoMe:KyTOYHBIIT KOHTPOJIb (BONPOCHI K IK3aMeHY)
(bopmuposanune xommereHuuii OIIK-4, wnmmkatopsr MOIIK-4.1, MOIIK-4.2; OIIK-7,

unukaropsl MOTIK-7.1, MOIIK-7.2)

IIpuMepHbIe BONPOCHI K IK3aMEHY

1. DTanbl JOKYMEHTHPOBAHUS MPOU3BOJCTBEHHO-X03IHCTBEHHOH 1€ TETbHOCTH.

2. TexHONOTHSA JOKYMEHTAIIMOHHOTO OOECTICYCHHUS YITPABIICHHS.

3. IMopsnok coctaBneHust 1 0pOPMIICHUS PACTIOPSAUTEIBHON JOKYMEHTAIMH.

4. Cnyxx0a JOKYMEHTAallMOHHOTO obecrieueHusl yrpasieHus. TpeOoBaHUsS K OpraHU3alun
CHCTEMBI JOKYMEHTO000pOTa.

5. TpeboBanus Kk GOpMUPOBAHUIO JENT B IETOTPOU3BOJICTBE.

6. Ilopsiox BBeeHUS B JieiiCTBHE TPaBUIJI BHYTPEHHETO TPYIOBOTO PacHOpPsIIKA.

7. JIOKyMEHTHpOBaHWE TIO0  JIOTOBOPHO-TIPABOBHIM  OTHOIICHUSM  DKOHOMHYECKON
NeSITeTbHOCTH.

8. IloaroroBka JOKYMEHTOB K CAaye B apXUB.

9. Knaccuduxauus pexuzuroB no I'OCTY P 7.0.97-2016 «Cucrema CcTaHIapTOB IO
uHpopmaruy, OWOIMOTEeYHOMY W HW3JaTenbCcKoMy Jneny. OpraHu3almoOHHO-PACIIOPSAUTEIbHAS
JOKYMEHTAITUS».

10. Pa3zButTHE 3IEKTPOHHOTO TOKYMEHTOOOOPOTA B OpPTaHU3AIUH.

11. IInaHoBO-OoTuYE€THAsl JOKyMEHTALUS.

12.  ABromMaruzaius JeJI0NpOU3BOICTRA.

13. Cayx0a KOHTpOJISI BEJICHUS KaJpOBOW JOKYMEHTAIIMU Ha MPEIIPUATHH.

14. TlonsATHsS O TOKYMEHTax, Coco0ax JOKYMEHTHPOBAHHMS, HOCUTEIAX HWHGOPMAINH U
(GYHKIUAX TOKYMEHTA.

15. IIpaBuna odopmieHuUs U BbIAAYH KOTHI JTOKYMEHTOB.

15



16. Opraau3zanus onepaTUBHOTO XPaHECHUSI IOKYMEHTOB.

17. DOxkcneprusa IEHHOCTH JOKYMEHTOB.

18.  IIpaBuuna cocraBieHusi u ohopmiIeHUST HOMEHKIIATYPBI JeJl.

19. IIpusHaku knaccu(UKAUU HOMEHKIIATYPHI JIeII.

20. Kputepuu onieHKH TOKYMEHTOB.

21.  Cucrembl JOKYMEHTAIUH TI0 THYHOMY COCTaBY.

22.  OcobeHHOCTH O(DOPMIICHHS JIMYHBIX TOKYMEHTOB.

23. Cucremsl u (HpOpMBI JOKYMEHTOB.

24.  OCHOBHBIC ITOTOKH JOKYMCHTAIIHH.

25. CnyxeOHbie 3anucku. TpeboBaHus K 0OPMIICHHUIO.

26.  OCHOBBI 3aKOHOJIATEIHCTBA 10 APXUBHOMY JICTY.

27. CocraBnenue 1 0pOpMIICHHE CITY)KCOHBIX TTUCEM.

28.  PexxuMbl XpaHeHUS JOKYMEHTOB.

29.  Onucs nena. [IpaBuna popMupoBaHre JOKyMEHTOB Ha apXUBHOE XpaHEHHE.

30.  Ponp 1OKyMEHTAIIMOHHOTO OOECTIEYCHHs YIIPABICHHS B COBPEMEHHOM OpraHU3alny.

31.  OcHoBHBIE XapaKTEPHbIE YePThl OPTaHU3AIOHHO-TIPABOBOM JOKYMEHTAIUH.

32. PernmameHTanus JOKYMEHTAI[HOHHOTO OOECTICUCHUS YIIPABICHHS.

33.  CoctaB u odopMIIeHHE PACTIOPSAUTEILHON AOKYMEHTAIIUH.

34. Texnonorus pabOTH C KOH(MUACHIUAIEHBIMU JTOKYMEHTAMH.

35. CocraBnenue 1 0popMIICHHE aKTOB

36. Odopmurensckue pekBU3UTHL. COCTaB PEKBU3UTOB IOKYMECHTOB.

37. Crpykrypa ohopMIIEHHS TOJKHOCTHBIX HHCTPYKILIUH.

38.  Opranu3zanus KOHTPOJISI UCTIOJIHEHHS TOKYMEHTOB.

39.  Cocrasnenue u ohopmiIeHUE MPOTOKOIA.

40. Tlopsmok cocraBieHuss ©  odopmieHHs TaONWIl W PHCYHKOB B  HaydHO-
UCCIIEI0BATEIbCKOM OTYETE.

41.  Opranuzainus paboThl C JOKyMEHTaMHU.

42.  TlpaBuna opopMIIEHUS PUITIOKEHUI.

43.  Tlonstue o JOKyMEeHTO000pOTe. POPMBI PETUCTPAIIUH IOKYMEHTOB.

44,  CocraBneHue U 0o(hopMIIEHHE TOTOBOPOB.

45.  ®naroBoe U MPOA0IHLHOE PACIIOIOKEHNE PEKBU3UTOB.

46.  YupeauTenbHbIE JOKYMEHTBI OpraHU3aIUH.

47. OueHka 3HAYUMOCTHU JOKYMEHTOB U CPOKH UX XPAHEHHUS.

48. TpeGoBaHus, NpeIbABISIEMbIE K TEKCTaM JOKYMEHTOB.

49. CocraB OpraHM3aIiOHHO- PABOBBIX JTOKYMEHTOB.

50.  ®opmsbl perucTpanu JoOKyMeHTOB. [lopsaok peructpaimu.

51. Texuonorust pabOTHI C KaIPOBOU TOKYMEHTAIIUEH.

52. CocTaB U CTpYKTypa IITaTHOTO PaclHUCaHUSL.

53.  CocraB HHPOPMAIMOHHO-CITPABOYHBIX IOKYMEHTOB.

54.  OcoGeHHOCTH MOJ0KEHHUS O CTPYKTYPHOM IOJIpa3AeIeHUN OpraHU3alHH.

55. brnanku u popmaThl JOKYMEHTOB.

56. 3amauM W NyTH BHEAPEHHs ABTOMATU3MPOBAHHOH CHUCTEMBI JIOKYMEHTAIlMOHHOTO
oOecrnieyeHus ynpaBiIeHUs

57. OcHOBHBIE KJacChl THPaXXHO - 3aKa3HbIX  aBTOMATU3UPOBAHHBIX  CHUCTEM
JIOKYMEHTAIMOHHOTO 00eCIieueHus yIpaBIeHUs

58. DkcruryaranMoHHbIE XapaKTEPUCTUKH aBTOMAaTU3UPOBAHHOU CHUCTEMBI
JOKYMEHTAIMOHHOTO 00€CTIeUeHHs yIIpaBICHUS

59. TexHonoruu IIPOrpaMMHOMN peanuszanuu aBTOMAaTU3UPOBAHHOU CUCTEMBI

JOKYMEHTAIMOHHOTO 00eCTIeYeH sl YIIPaBICHUS

60. Kputepun aHanusza aBTOMaTU3MPOBAHHON CHCTEMBI JJOKYMEHTAIMOHHOTO 00ECTIeUeHHS
yIIpaBJICHUS

61. CocraBnenue u 0ohopMIICHUE PUKA30B 110 OCHOBHOM JEATEIbHOCTH.

62. OcobGeHHOCTH BBIOOpPA CHCTEMBI aBTOMATHU3AIIHH.

63. Crparerun BHEIpPEHUS  aBTOMATH3MPOBAHHOM  CHCTEMBI  JOKYMEHTAIIHOHHOTO
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obecrieueHus yrmpaBicHUSI.
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