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1. IlepedeHb NJIaHUPYEMBIX Pe3y/IbTATOB H3y4YeHHUsI AUCHHUIIMHBI, COOTHECEHHBIX €
IUIAHMPYEeMbIMH Pe3yJIbTAaTaAMH 0CBOCHHUsI 00pa30BaTeIbHONH NPOrPaMMbl

B pamkax ocBoeHHS OCHOBHOM NpPOQECCHOHAIBHONH 00pa30BaTeNbHONW MPOrpaMMbI

OakanmaBpuata OOYYAlOIIMICS JOJDKEH OBJIAACTh CIEAYIOIIMMH pe3yJbTaTaMd OOYYEHHs 10

JUCHHUITIINHE «OCHOBBEI ACIOIIPONU3BOJACTBA U I[OK}’MCHTOO60pOT»2

Koa u HaumMeHoBaHue KOMIIETECHIINHA

NHaukaTopbl J0CTHKEHUS] KOMIIETeHITHH

OIIK-4. CiocobeH pa3pabaTsiBaTh
MIPOEKTHl HOPMATUBHBIX MPABOBBIX
aKTOB B cepe mpodhecCHnoHATBLHOMI
JEeSITeTbHOCTH, OCYIIECTBISTh UX
[IPaBOBYI0 U aHTUKOPPYILUOHHYO
IKCIEPTHU3Y, OLIEHKY PETYIUPYIOIIETO
BO3I[€I>1CTBH$I u HOCJICIICTBI/Iﬁ nux
MIPUMCHCHHSI

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
MPOPECCUOHAIBHON JIEATETLHOCTH M TOCIEICTBUSI HX
PUMEHEHUS

OIIK-7. Cioco0eH ocyIecTBIsATh
BHYTPHUOPTaHU3AIMOHHBIE H
MEXBEJIOMCTBEHHbIE KOMMYHHUKAITUH,
o0ecneunBaTh B3aUMOJICHCTBIE
OpPraHOB BJIACTH C IpakIaHAMH,
KOMMEPUYECKUMH OpTaHU3aIUsIMHU,
MHCTUTYTaMU TPaKJIaHCKOTO
o01ecTBa, cpeIcTBaMU MacCOBOM
uHbOpMaIu

HOIIK-7.1. Onpegnenser 3agaun npodeccuoHanbHOMI
JIeATETLHOCTH B 00JIACTH OCYIIECTBICHUS
BHYTPUOPraHU3ALMOHHBIX, MEKBEIOMCTBEHHBIX
KOMMYHUKAIMKA U B3aUMOJICVCTBUSI OPTaHOB BJIACTH C
rpaxjaHaMy U HHCTUTYTaMH FPayKAAHCKOTO 00IEeCTBa

NOIIK-7.2.  Opranusyer  JeJIONpOU3BOJICTBO U
JIOKYMEHTOOOOpOT B OpraHax BJIACTH AJIsi 00eCredeHUs
BHYTpPH- U MEKXBEIOMCTBEHHBIX B3aUMOJCHCTBUI

2. Mecrto aucunminnsbl B ctpykrype OITOIT

VueOHass mgucimriuimaa b1.0.32

«OCHOBBI  JIETIONPOU3BOACTBA U JIOKyMEHTOOOOPOT»

OTHOCHUTCS K 00s13aTenbHON YacTu 1ukia b.1 «/lucuuminnabl (MOLYIIH )».

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» COCTaBIISAET 4 3a4eTHbIE €TUHUIIBI.
O0bEM IMCUMIIMHBI 10 BUAAM Y4eOHBbIX 3aHATHI (B Yacax) — 04HO-3204HasA (popma

o0yueHust
Buj yueOHoit padoThl Beero Cemectper

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




Pedepar 4 4 -
[ToaroToBKa K MPaKTUYECKUM 3aHITHSIM 60 60 -
TectupoBanue 4 4 -
Bua npoMexyTouyHOI arrecTanuy — 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

-]
= § Buabl yueOHbIX 3aHATHH, BKJIKOYAS
“E‘ § CaMoOCTOSITeIbHYIO PadoTy o0y4arouuxcs, 4ac
Ne Pasnen/rema S ’§
n/o I[chnnﬂp[].[b] E KonTakTHas paﬁoTa
= CamocrosiTennb-
Bcero F— NpaKTHYeCKUe Hasi padora
3aHATHS 00yyaruuxcs
1. Tema 1. Benenue B 10 2 2 6
JI€JIOIIPOU3BO/ICTBO.
OcHOBHBIE TIOHATHUSA U
TEPMUHBI.
2. | Tema 2. Uctopus pa3BUTHs 10 2 2 6
JIJIONPOU3BOJICTBA
3. | Tema 3. CoBpemeHHOE 10 2 2 6
roCy/1apCTBEHHOE Pa3BUTHE
JI€JI0NPOU3BOICTBA
4. | Tema 4. [IpaBuna 10 2 2 6
COCTaBJICHUS U
odopMIIeHHUSI TOKYMEHTOB
5. | Tema 5. OpranusanoHHO- 10 2 2 6
pacropsiAuTeIIbHbIC
JIOKYMEHTBI.
6. | Tema 6. Cucrema 10 2 2 6
UH(POPMAaIMOHHO-
CIIPaBOYHOU
JIOKYMEHTAIIUH.
7. | Tema 7. CryxeOHas 12 2 2 8
nepernucKa.
8. | Tema 8. JlIokyMeHTHI 110 12 2 2 8
JUYHOMY COCTaBY.
CocraBiieHue TUYHBIX
JTOKYMEHTOB
9. | Tema 9. Opranusanus 12 2 2 8
paboThI C TOKYMEHTAMH
10. | Tema 10. Cucremaruzanus 12 2 2 8
U XpaHCHHE
yIpaBICHUYECKUX
JIOKYMEHTOB.
Bcero 108 20 20 68
JK3aMeH 36 - - -
Hroro 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 «JIEIOIPOU3BOJCTBOY.
[TonsaTus «uHGOpMaLMs» U «IOKYyMEHT» Mecto U  pojib JOKYMEHTOB B YIPaBICHUU. 3HAUYCHUE
UHPOPMALIMU I TPUHATHUS YNPABICHUYECKUX peIIeHUi. BUAbl ympaBleHUECKUX TOKYMEHTOB.
[TonsATHE «PYHKIUH AOKYMEHTa», MOJU(YHKIMOHAIBLHOCTh JOKYMEHTOB. CBOMCTBAa TOKYMEHTOB.
Knaccugukanust 10KyMeHTOB.

Tema 2. UcTopusi pa3BUTHA 1€J10NPOU3BOICTBA

Jlenonpou3BoACTBO B JPEBHEPYCCKOM rocyaapcTtBe. IIpukasHoe [1e10npou3BOJICTBO.
Komnnexckoe penonpousBoactBo. MuHHCTEpCKOE AENONPOU3BOACTBO Jlenonmpons3BojacTBO B
COBETCKHUX yUpexkAeHUsAX. 'ocyaapcTBeHHOE AEIONPOU3BOACTBO B COBPEMEHHYIO 3II0XY.

Tema 3. CoBpeMeHHOe rocy1apCTBEHHOE Pa3BUTHE 1eJ10IIPON3BOACTBA

3aKOHOJIATEeNIbHOE PEryJIMPOBAaHUE JIEJIONPOU3BOJCTBA U OCHOBHBIC €r0 HaIpPaBICHHUS.
HopmartuBHO-MeTOAMUYECKOE pETyIMpPOBaHUE AEIONPOU3BOACTBA ['OCYy1TapCTBEHHbBIE CTaHIAPTHI,
UX poJib U 3HaueHue (craHzapTusauus) TumoBas HMHCTPYKLUHS 10 JEJONPOU3BOACTBY B
denepanbHBIX OpraHax MCHOJHHUTENbHOH BiacTH. [IpaBuia mo nenonpousBOACTBY B (enepaibHbIX
OpraHax HCIHOJHMUTENbHOW BIAacTU. MeToIuYecKkue peKOMEeHJAluu M0 pa3paboTKe HHCTPYKIMHA
10 JIeJIOTIPOU3BOACTBY B (PeliepabHBIX OpraHax HCIOJHHUTENBHOW BIAcTU. YHU(QUIIMPOBAHHBIC
cUCTeMbI JOKyMeHTauu. HopMaTtuBHble JOKYMEHTHI 110 TPYJly U OXpaHe U Tpyna

Tema 4. [IpaBuiia cocraBjaenus 1 oopMJIeHUsI JOKYMEHTOB

@opmatel Oymaru u nosa. Hywmepanus nuctoB. dopmynsp-oOpazeun. TpeGoBanus k
OmaHKaM JOKYMEHTOB. XapaKTepUCTHKA TOCYIapCTBEHHOTO CTaHAapTa «YHUQUIMPOBAHHBIC
CHUCTEMBl JIOKyMEHTAllMM. YHU(QUIMPOBAHHAS CUCTEMAa OPraHU3aIMOHHO-PACHOPSAUTEIbHON
nokymeHtanuu. TpeboBanusi k odopmienuto nokymentoB» ['OCT P. IlpaBuma odopmiueHHs
JIOKYMEHTOB IIpH HCHOJIb30BAHUU TEXHMYECKHX cpencTB. CocTaB pekBU3UTOB AoKymMeHTOB OP/I.
[TpaBuna odopmiieHusT PEKBU3UTOB 3aroJIOBOYHON YacTH JOKyMeHTa: yrioBoe (¢diaroBoe u
LIEHTPOBAaHHOE), MpoAoabHOe (1eHTpoBaHHOE). Odopmienue repda Poccuiickoit deneparuu,
cyObekta PO, sMOeMbl opranusanuy Wik ToBapHOro 3Haka. Koj oprannzanuu-aBropa J0KyMeHTa.
OcHoBHO rOCyJapCTBEHHBIH pEeruCTpaOHHbIN HOMED IOPUINYECKOTO JMLa.
N neHTu@UKaMOHHBI HOMEp HAJOroIUIaTeNbIIMKa/KOJI MPUYMHBI TOCTAaHOBKM Ha Y4ér. Kon
dopmbl 1oKymMeHTa. HaumeHoBaHMe opraHM3aluu -aBTopa AoKyMeHTa. CrpaBOuYHbIE JaHHBIE 00
OpraHM3alMi - aBTope JoKyMeHTa. Ha3Banue Buaa nokymeHta. Jlata JoOKyMeHTa.
Perucrpanuonnsiii Homep nokyMeHTa. CchUIKa Ha PETUCTPAllMOHHBI HOMEp M JaTy JOKYMEHTa.
[Topsinox odopMieHHs] peKBU3UTA «ajapecar». PeKBU3UTHI coaepKaTesbHON YacTu: TpeOoBaHUS K
TeKCcTaM JOKyMeHTOB. Cokpall€HHbIE cloBa. YTNOTpeOjeHue SI3BIKOBBIX (opMyil. SI3BIK TEKCTa.
DOneMEeHTHI TeKCTa JOKYMEHTa. 3aroJIoBOK K TEKCTY TOKyMeHTa. OTMETKa O HaJU4YUU MPUITOKECHHUSL.
PexBu3uThl odopmIisitomell yacTu MOANMCAHME U YyTBEepXKJIeHHe JoKyMmMeHToB. CoriacoBaHue
nokyMeHToB. OTTuck nedatu. BusupoBanue aokyMeHTOB. OTMETKHM Ha JOKYMEHTE: OTMETKa O
NOCTYIUIEHUU JOKYMEHTA B OPraHU3alluI0, PE30NIIONMS, OTMETKA O KOHTPOJIE, OTMETKA O 3aBEPEHUN
KONUM JOKyMeHTa. VneHTugukaTop 371eKTpOHHONH Komuu JokyMeHTa. OTMeTKa 00 HCIOIHUTENE.
OtmeTka 00 MCIIONIHEHUH TOKYMEHTa M HalpaBJIeHUH ero B Jeno FOpunuueckas cuia JOKYMEHTA.
IOpunnyeckn 3HaUNMbIE PEKBU3UTHI.

Tema 5. Oprann3auuoOHHO-pPacHOPAIUTENbHbIE JOKYMEHTHI.

OpraHu3alliOHHO-IIPaBOBbIE JOKYMEHTBl, WX Ha3HaueHue u cojaepkanue. OOmue
TpeOOBaHUS K OpraHU3allMOHHBIM JOKyMeHTaM. [IpaBuna coctaBieHne U 0pOpMIICHHE OTACTbHBIX
BUJIOB OPraHU3allMOHHO-IPABOBBIX JOKYMEHTOB: YCTaB MPEANPUATUS JAOKHOCTHASI MHCTPYKIIMS,
MOJIOKEHHE, IITATHOE pAclHCaHue, CTPYKTypa M INTaTHas YHMCICHHOCTb. BaXXHOCTh M 3HaueHHE
ATUX JOKYMEHTOB B JIEATEIbHOCTU MpeAnpusatus. PacnopsaurenbHble T0KyMeHTB. OCcOOEHHOCTH
NOJATOTOBKU  pacloOpAOUTENbHBIX  JOKyMEeHTOB. lloaroroBka u  odopmieHHe MpHUKa30B.
OcobenHoct ohOpMIICHHS BBIMHCKKA U3 Tmpukaza. Crnenuduka HAMUCAHUS PACTIOPSKEHUH,

peLIeHU.
Tema 6. Cucrema HH(POPMAITMOHHO-CIIPABOYHOM TOKYMEHTALMH.
Haznauenue nHhopMaioHHO-CIIPAaBOYHOM TOKYMEHTALIUU B YIIPABJICHYECKOU

JeSITEIbHOCTH. XapaKTepUCTHUKAa OCHOBHBIX BHJIOB CIPAaBOYHO-MH(GOPMAIMOHHBIX M CIPAaBOYHO-
4



aHATUTUYECKUX JTOKyMeHTOB. [Iporokomnsl. TpeGoBanus k coctaBneHuio u odopmienuto. [lonnsie
u  kparkue (Gopmbel mpoToKonoB. AkThl. TpebGoanus k odopmiieHHo aktoB. [Ipomemypa
MOJTOTOBKH, COCTaBJICHHE H O(OPMIICHHE IOKIAIHBIX U OOBSICHUTEIHHBIX 3aMUCOK, CIPABOK,
3asiBJICHU, IPEACTaBICHUM, MPEJIOAKEHUN U JIp.

Tema 7. CiryxeOHasi nepenucka.

[IpaBuna u TpeGoBaHus K Jes0BOMY MUCbMY. COBOKYITHOCTh PEKBU3UTOB O(PHUIIMAIEHOTO
nUChMa M TpaBwia uX ohopmieHUs. SI3pIK U CTWIb OPUIHATBHBIX mrceM. CTpyKTypa IHUChMa.
Otuker B aenoBoi nepenucke. OCHOBHbIE TpeOOBaHUS K TEKCTY Cly>KeOHOro muchbma. OTaenbHbIe
BU/IBI MUCEM (uadopmaronHoe, rapaHTuitHoe, MUCHbMO-OTBET, MHUCHMO-3a11pocC,
CONPOBOJUTENBHOE MUCHMO). MexayHapoiHas nepenucka CTpyKTypa U CMBICIIOBBIE YaCTh MUChMa.
Ctunb TeKcToB U 0(OpMIICHHE JIEJI0OBOTO MUChMA.

Tema 8. JlokyMeHTBI 10 JJMYHOMY cocTaBy. CocTaBJieHHe JIUYHBIX JOKYMEHTOB

CoctaB u BuABl JOKyMEHTALUW MO JIMYHOMY COCTaBY. YHH(QUIMPOBAHHBIE (POPMBI
nokymeHToB. llpuka3. Odopmienne npuéma Ha padory. IlepeBox Ha napyrymo pabory.
[IpenocraBnenue otmycka. YBoiibHeHHE ¢ paboThl. CocTaBlieHHEe JIMYHBIX JOKYMEHTOB (pe3iome,
aBTOOHMOTpadus, XapaKTEpPUCTHKA, aHKETA, JOBEPEHHOCTh, PACIINCKA).

Tema 9. Opranuzanusi padoThl ¢ JOKYMEHTAMH

[TonsTre «mokymeHToobopota». [IpaBmia opraHu3amuu T0OKyMEHTO000pOTa. Y4eT o0bhema
JTOKyMeHT00OopoTa. OCHOBHBIE 3Tambl U MNPUHIUIBI PaOOTHl C BXOISAMIMMH, UCXOISIIUMH U
BHYTPEHHUMHU JIOKyMeHTaMmu. [IpaBmia peructpanud ©W UWHACKCAIUHU JOKYMEHTOB. Dopmbl
peructpauuu. KoHTpOJIb HCTIONHEHUS JOKYMEHTOB.

Tema 10. CucrtemaTu3anus u XpaHeHue yrnpaBJeHYeCKUX JTOKYMEHTOB.

[TonsiTHEe «HOMEHKIIATypa Jeil», BUJIbI HOMEHKIATYphI 1en. TpeboBaHus, NpeabsaBiseMble K
COCTaBJICHUIO HOMEHKJATypbl nein. DopMupoBaHHE 1€l B OpraHuzanud. TpeOoBaHHS K
dbopMupoBaHHIO Jen. OJKclepTh3a IIEHHOCTH JIOKyMEHTOB. TpeOoBaHuUs, NpeIbsBIsIEMble K
OpraHU3aIMH U MPOBEIECHUIO SKCIIEPTU3BI IICHHOCTH JJOKYMEHTOB.

4.3. IIpakTHyeckue 3aHATHS / 1a00paTOPHbIE 3aHATHSA

Tema 2. Vcropust pa3BuTHs JeIONPOU3BOACTBA
Tema 3. CoBpeMeHHOE rocyAapCTBEHHOE Pa3BUTHUE JEIONPOU3BOICTBA
Tema 4. TlpaBuna coctaBieHus U 0QPOPMIICHUS JOKYMEHTOB
Tema 5. Opranu3alMOHHO-PACIOPSAAUTEIbHBIE JOKYMEHTHI.
Tema 6. Cuctema nH()OPMAITMOHHO-CIIPABOYHOU TOKYMEHTAIIUH.
Tema 7. City:xeOHast epernucka.
Tema 8. JlokymMeHTHI 10 TMUHOMY cocTaBy. CocTaBiIeHUE JTUYHBIX JOKYMEHTOB
Tema 9. Opranuzanus paboThl ¢ TOKyMEHTaMU
Tema 10. CucremaTuzanus 1 XpaHEeHUE YIIPABIEHYECKUX JOKYMEHTOB.
5. YueOHo-MeTOoAMYeCcKOEe M HH(POPMALMOHHOE 00ecnedyeHue JUCIHILIMHBI

5.1. OcHoBHas JUTEpaTypa
1. PreibakoB, A.E. OcHoBbl nenonpousBojctBa: yueOHuK / A.E. PribakoB. - 3-e usm., uchp. -
Munck: PUIIO, 2016. - 320 c. - bubmuorp. B kH. - ISBN 978-985-503-606-8; To xe
[DnexTponnsIit pecypc]. - URL:http://biblioclub.ru/index.php?page=book&id=463666
2. T'punbepr, A. C. JlokymeHTanlMoHHOE obecnieueHue yrpasiaeHus: yueobnuk / A. C. I'punbepr,
H. H. T'op6aués, O. A. Myxamermuna. — Mocksa: FOuutu-/lana, 2017. — 392 c.: Tabn., rpad.,
WL, CXEMBI — Pexum JIOCTyTIa: o MIOJIITHCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=684757
5.2. lonotHUTEIbHAS JTUTEPATypa
1. OpraHuzanusi U TEXHOJOTHS JOKYMEHTAI[MOHHOTO OOecredeHMsl YINPaBJICHUS: 3JIEKTPOHHOE
yuebHoe nocobue / coct. C.E. Mumenun,; MunucrepctBo o0pazoBaHus U Hayku Poccuiickoit
Oenepanun, DenepanbHOEe TOCYIAPCTBEHHOE OIOMKETHOE 00pa3oBaTeNbHOE YUpEXKIACHUE
BhIcHIero oOpa3zoBanus «KeMepoBCKHUil TOCYAapCTBEHHBINH YHUBEPCUTETY», IHCTUTYT UCTOPUH U
np. - KemepoBo: KemepoBckuii rocymapcTBeHHbIi yauBepcutet, 2017. - 478 c¢. - bubnuorp. B



https://biblioclub.ru/index.php?page=book&id=684757

KH. - ISBN 978-5-8353-2149-0; To xKe [D71eKTpOHHBII pecypcl. -
URL:http://biblioclub.ru/index.php?page=book&id=481592

2. Kynses, H.H. [lokymenroBenenue: yueonnk / H.H. Kynses, JI.H. Ypanos, A.I'. ®abpudHOB. -
Mocksa: Jloroc, 2011. - 178 c. - (HoBas ynuBepcurerckas oubmauoreka). - ISBN 978-5-98704-
329-8 ; To xKe [DneKTpOHHBIN pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=84880

5.3. JIuneH3noHHOE MPOrpaMMHoOe o0ecredyeHue
1. Microsoft Windows 10 Pro
2. Microsoft Office 2007

5.4. CoBpeMenHble npogeccHOHAIbHBIE 0a3bl JaHHBIX H HHQOPMALHOHHbIE

CIPaBOYHbIE CHCTEMBI

1. KommnbsroTepHsle HH(pOpMAIIMOHHO-TIPaBOBBIE cucTeMbl «KOHCYIbTaHT»
http://www.consultant.ru , «I"apanT» http://www.garant.ru
OdunmanbpHBII HHTEPHET-MOPTAN MpaBoBOi nH(popMauu http://pravo.gov.ru
AJMUHUCTpPATUBHO-YIIpaBleH4YeCcKHi mopran http://www.aup.ru/
[Topran rocynapcTBeHHON rpaxaaHcKon ciryxObl https://gossluzhba.gov.ru
Hayunas snekrponnast OubnuoTtexa http://www.elibrary.ru
OBbC «YHuepcurerckas Oubnnorexa onnaitn» https://biblioclub.ru/index.php

Sunkwbd

6. MaTepuaibHO-TEXHUYECKO€E O0ecnedeHne T CHUIIUHbI

1. JlekunoHHast ayJUTOPHsL, Ay AUTOPUSI 111 TPYNIIOBBIX U MHIUBUAYAIbHBIX KOHCYJIbTALIUMI,
OCHAIIIEHHas] KOMIUJIEKTOM MeOenu Juis ydyeOHOro mpolecca, y4eOHON JOCKOM, MepCcOHaIbHBIM
KOMIIBIOTEPOM, TJIa3MEHHOM MaHEbIO.

2. Aymutopus U1 TIPOBENEHUS MPAKTUYECKUX M CEMHHAPCKUX 3aHATUH, TEKYILEro
KOHTPOJISI ¥ IPOMEXKYTOYHOH aTTecTallid, OCHAILEHHAas KOMIUIEKTOM MeOenu i y4deOHOro
npoiiecca, yueOHOH T0CKOH, epcoOHaTbHBIM KOMITBIOTEPOM, MJIa3MEHHON MaHEebIO.

3. Aynuropus JUisl CaMOCTOATEIbHON pabOThl CTYI€HTOB, OCHAILIEHHAs! KOMIUIEKTOM MeOenu
Juis ydyeOHOro mpoliecca, yueOHOH JOCKOH, NMepCOHalIbHBIMM KOMIBIOTEPAMU C BO3MOXKHOCTBIO
NOJKJIIOUeHUs K ceTH «MIHTepHEeT» U 10CTYNOM K 3JIEKTPOHHON MH(POPMAIIMOHHO-00pa30BaTeIbHON
cpene YHHUBEPCUTETA.

7. MeToaudyecKue PEKOMEHIAIUHA 110 OPraHu3aluu U3yYCeHU A TUCHUIIJIMHBI

7.1. MeToan4ecKkHne peKOMEHIALUH MPENoAABaTe 0

JlanHblii pasznmen Hacrosmed pabodeil mporpaMMbl MpeTHA3HAYEH ISl HAYWHAIOIINX
IpernojiaBaTesyei u CrenuanucTOB-MPAKTUKOB, HE MMEIOIUX OIbITa MPENnoJaBaTeIbCcKoi paboThI.

HucuumnuHa «OCHOBBI  JIENIONPOU3BOACTBA U JOKYMEHTOOOOpOT»  (QOpMHUpPYET Yy
oOyuaromuxcss koMmnoHeHTsl komnereHimu: OIIK-4 u OIIK-7. B ycnoBusix KOHCTpYyHpOBaHHUS
o0pa3oBaTeNbHbIX CHCTEM Ha MPUHOUNAX  KOMIETEHTHOCTHOIO MOAXOJa  MPOHU30ILIO0
KOHLENTYaJIbHOE W3MEHEHUE POJIM IpenojaBaTelis, KOTOPBIA, Hapsily C TPaAULIMOHHOW DPOJIbIO
HOCHUTENSl  3HAHUM, BBINOJHSAET (YHKIMIO  OpraHu3aropa  Hay4yHO-TIOMCKOBOM  paboThI
o0yyaroIerocsi, KOHCYJbTaHTa B poIleypax BbiOOpa, 00pabOoTKH M UHTEpIpeTaluy nHpOpMaIny,
HEOOXOUMOM IS MPAKTHUECKOIo JEUCTBUS U JajbHEHIero pa3BUTHs, YTO JOKHO 00s3aTeIbHO
YUUTBHIBATHCS TPU MPOBEIECHUU JIEKIIMOHHBIX U MPAKTUYECKUX 3aHATUN MO AUCHUIUIMHE « OCHOBBI
JIEJIIONPOU3BOJICTBA U TOKYMEHTOOOOPOTY.

[IpenonaBanue TEOPETUUECKOTO (JIEKIIMOHHOTO) MaTepuaia Mo AucuuiuiiHe «OCHOBBI
JIEIIONPOU3BOJCTBA U JOKYMEHTOOOOPOT» OCYIIECTBISETCS Ha OCHOBE MEXAUCUUIUITMHAPHOM
MHTETPAllMN U YETKUX MEXIUCIHUIUTMHAPHBIX CBSA3€H B paMKax oOpa3oBaTeNIbHOI Mporpammbl U
ydeOHoro miana o HarnpasieHuto 38.03.04 ['ocynapcTBeHHOE M MYHUIIMITAIEHOE YTIPABIICHUE.

[TogpobHoe conepxaHue OTAEIBHBIX Pa3/eoB TUCHUILITMHBI « OCHOBBI AEJIONMPON3BOICTBA U
JIOKYMEHTOO00POT» paccMaTpuBaeTcs B 1.4.2 pabodeii mporpaMMBl.
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MeTtoka onpeielIeHHsl ITOTOBOTO CEMECTPOBOTO PEHTHHTA 00YYArOIIEeToCs 110 JUCIUILTNHE
«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 AUCIUIUIMHE B
1.8 HacTosmel paboyeit mporpaMmbl.

[lepeueHb OCHOBHOM | JOMOJHUTEIBHOW JIUTEPATYyphl M HOPMATUBHBIX JOKYMEHTOB,
HEOOXOAMMBIX B  XOJI€ TMpernojaBaHus JAUCHUIUIMHBI «OCHOBBI  JIETIOMPOM3BOJCTBA H
JIOKYMEHTOO00pOT», MPUBEACH B 1.5 HacTosmel padouel mporpammel. [IpernogaBarernto ciemyeT
OpPUEHTUPOBATH OOYYAIOIINUXCS HA UCIOJIb30BAHUE NP MOJATOTOBKE K MTPOMEKYTOUHOUN aTTeCTaIlluu
OPUTMHAJILHON BEPCUH HOPMATUBHBIX JIOKYMEHTOB, ACHCTBYIOIIUX B HACTOSIIEE BPEMS.

7.2. MeToanuyeckue yKazaHus 00y4aomumMcs

OOyuenne 1o gucuuiuiMHe «OCHOBBI  JI€NONPOU3BOJACTBA M JOKYMEHTOOOOPOT»
mpernoiaraeT U3yuyeHue Kypca Ha ayJIUTOPHBIX 3aHATUSIX U B XOJ€ CAMOCTOSITEIILHON pPaboThI.
AyIUTOpHBIE 3aHATHS TPOXOAAT B (OpME JICKIMW M MPAKTHUYECKUX 3aHATHUN. CamocTosTeNnbHas
paboTa BKJIIOYAeT pPa3HOOOpa3HbIN KOMILIEKC BUOB U (hopM paboThl 00y4daromuxcsl.

Jlis ycrentHoro ocBO€HUs COAEp KaHUs AMCUMUIUIMHBI U JOCTH)KEHUS IOCTaBJICHHBIX LieJeil
HEOOXOIUMO TO3HAKOMUTHCS CO CIEIYIOMIMMH JOKYMEHTaMH: BBIMUCKOW M3 Y4eOHOro IUIaHa 1o
JAHHOW  JNUCLUMIUIMHE, OCHOBHBIMH TIOJIOKCHUSIMU pabodeil  mporpaMMbl  TUCHUILIAHBI,
KaJeHJapHbIM  y4eOHO-TEeMaTHYeCKUM IUJJaHOM AWCHMIUTUHBL. J[aHHBIM Marepuanm MOXKeT
NPEJCTaBUTh TPENoJaBaTesb Ha BBOAHOH JIEKIIUU HIIM CAMOCTOSITENILHO 00YUYaIOIMICs UCTIONB3YEeT
JaHHbBIE JIOKATbHOW NH(OPMAIIMOHHO-OMOIMOTEYHON CUCTEMbI Y HUBEPCUTETA.

Cnenyer oOpaTuTh BHUMaHUE Ha CIIMCOK OCHOBHOM U JIOTIOJIHUTEIBHON JIUTEPATypbl, KOTOpast
UMeeTCs B JIOKAJIbHON MH(GOPMaIlMOHHO-OMOIMOTEYHON cucTeMe Y HUBEPCUTETa, Ha IpejiaraeMbie
npenojaBaTesieM pecypchbl MH(POPMalMOHHO-TEIEKOMMYHUKAIIMOHHON cetn «VHTepHeT». Ota
uH(popMaIig Heo0X0uMa JIJIsl CAMOCTOATEIbHOM paboThl 00y4YaroIIerocs.

[Ipu moArOTOBKE K ayJIUTOPHBIM 3aHSATHSM HEOOXOAUMO TIOMHHUTH OCOOCHHOCTH Ka)Iou
(bopMBI ero MpoBeAEeHUsI.

IToaroTroBka K JIEKIIUH

C nenpro obecreyeHus yCIenHoro o0y4eHus: 00yJaronuiics JOHKEH TOTOBUTHCS K JICKIUH,
KOTOpas sBJsieTCs BaykHeHel popmoii opranuzany yueoHOro rnpoiecca, mocKoJIbKy:

3HAKOMHT C HOBBIM YYEOHBIM MaTepHAIIOM;

pa3bsICHSET yueOHBIE SJIEMEHTHI, TPYAHBIC ISl TOHUMAHHS;

CUCTeMAaTHU3UPYET YUeOHBI MaTepua;

OPUEHTHPYET B yueOHOM TpoIiecce.

C aToii Henso:

BHUMATEIILHO MTPOYNTANTE MaTEpHAIT IPEABITYIICH JTEKIINH;

03HAKOMBTECh C YYEOHBIM MAaTE€pUAIIOM MO YYEOHHUKY U Y4eOHBIM TOCOOHSIM C TeMOi
MPOYUTAHHOM JIEKIINH;

BHECHUTE JIOMIOJIHEHUS K MOJYYEHHBIM paHee 3HAHUSIM 10 TeME JIEKIIUU Ha MOJSIX JIEKIIUMOHHOU
TeTpaau;

3alUIINTE BO3MOXHBIE BOIPOCHI, KOTOPHIE BBl 33/1a/IUTE JIEKTOPY Ha JEKLUHUU MO MaTepuaimy
M3yYEHHOM JICKIINH;

MOCTapaTeCh YACHUTh MECTO U3YYaeMOU TEMbI B CBOEH MOATOTOBKE;

y3HalTe TeMy IMpeACTOosIIeH JeKIUH (110 TeMaTUYeCKOMY IIJIaHy, o MH(pOpMaLuK JIEKTOpa) U
3anummTe HHPOpPMAIINIO, KOTOPOH BBI BlIaieeTe 0 JaHHOMY BOIIPOCY.

[ToaroToBKa K CEMUHAPCKUM 3aHSATHSIM

Crnenyer pa3yMHO OpraHM30BBIBaTH Pa0OTy MO TOJTOTOBKE K CEMHHAPCKOMY 3aHATHIO. K
TeMe KaXKIOro CceMHHapa AaéTcsi ONpeleN€HHBIM IJIaH, COCTOSIUNA W3 HECKOJbKUX BOMPOCOB,
PEKOMEHIyeTCsI CIIUCOK JTUTEPaTyphl, B TOM YHUCIIe, U 00s3aTebHON. PaboTy crnemxyeT oprann3oBarh
B TaKOil MOCIEeI0BAaTEIbHOCTHU

MPOYTCHHE PEKOMEHIOBAaHHBIX IJ1aB M3 PA3INYHBIX YICOHUKOB;

03HAaKOMJICHHE C OCTAIBHOW PEKOMEHIOBAHHOM JINTEPaTypOil N3 00s13aTEILHOTO CITUCKA;



YTEHHUE U aHAJIU3 KaXJOr0 UCTOYHHUKA (JOKYMEHTA).

[Ipexxne Bcero, clieayeT 03HAKOMUTBCS ¢ METOAMYECKUMHU YKa3aHUSIMH K KaXJI0MY CEMUHAPY.
CrienyeT ysiCHUTh 3HAUCHUE TE€X apXauYHbIX U HE3HAKOMBIX TEPMUHOB, YTO BCTPEUAIOTCS B TEKCTE.
[ToaroToBhTE OTBETHI HAa KXl BOIpoc IuiaHa. Kaxkmoe MmonokeHue 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 TPUBETCTBYETCS JtoOast (opma BOBICUEHHOCTH: y4acTHE B OOCYXICHHUH, OTIOTHCHUS,
KPUTHKA - BCE, YTO IMOMOTAET 00JIee MOJTHOMY U SICHOMY TIOHUMaHHIO TTPOOJIEMBI.

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

[IpomexxyTounast — arrectanmus 1o jgucnuiuiiHe  «OCHOBBI  JICTIOMPOM3BOJACTBA U
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
JIOKYMEHTOOO0OpOT» U KPUTEPUHU OLIEHKH OTBETa OOYYalOLIerocs Ha 3K3aMeHe JUIsl eNeld OLEHKH
JOCTHIKCHUS 3asBIICHHBIX WHIMNKATOPOB COPMUPOBAHHOCTH KOMIICTECHIIUN MPHUBEICHBI B COCTaBE
®OC no gucHUILIMHE B 1.8 HacTOsAIIEH pabodeit mporpaMmel.

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

8. ®oH/1 O1IEHOYHBIX CPECTB MO AUCIHUIIIHHE

8.1. IlepeuyeHpr KoOMIeTeHUMI ¢ yKa3aHMeM J3TanoB X GopMHpoOBaHHMs B Ipolecce
OCBOEHHSI TUCHUNIUHBL. DOPMbI KOHTPOJIsI HPOPMUPOBAHUSI KOMIIETEHIHIT

Kon u HaumeHnoBaHue NuaukaTopsl 10cTHKEHHSA Jransl
KOMIIeTeHI U KOMIIETEeHIIMH ®opma (popmupoBanus
KOHTPOJIA (pa3aennt
JMCIUTIJIMHBI)
OIIK-4. Cnocoben NOIIK-4.1. OcyuiectBisier
pa3pabarbIBaTh IPOEKTHl | MPaBOBYIO U
HOPMAaTUBHBIX IPABOBBIX | aHTUKOPPYNILIUOHHYIO ITpomexyToun
aKTOB B cepe 9KCIIEPTU3Y ITPOEKTOB bIf KOHTPOJIb:
npodeccnoHanbHOM HOPMAaTUBHBIX IPABOBBIX aKTOB | DK3aMeH
JeSITeNIbHOCTH, B cepe npodeccruoHaNbHON Texymuit
OCYIIECTBIATh UX JIeSITeJIbHOCTH KOHTPOJIb: 1-10
[IPaBOBYIO U HOIIK-4.2. OrneHuBaeT | OMPOC Ha
AHTUKOPPYIIIMOHHYIO peryiupyrponiee  BO3AEHCTBUE | IPAKTHYECKHX
JKCIIEPTU3Y, OLICHKY MIPOEKTOB HOPMATUBHBIX | 3aHATHIX;
PeryIupyromero NpaBOBBIX akTOB B cdepe | pedepar;
BO3JICHUCTBUS U PO eCCHOHATBHOM TECTHPOBAHKE
ITOCJIEICTBUH UX OEATCIBHOCT M IIOCIEACTBUA
IIPUMEHEHHUS WX IIPUMEHEHUS
OIIK-7. Cnocoben NOIIK-7.1. Onpenensier
OCYIIECTBIISTh 3a/1a4M podeccroHalIbHOM [TpomexyToun
BHYTPHOPTraHU3AIMOHHbIE | IeATELHOCTH B 00JIaCTh BIf KOHTPOJIb:
1 MEXBEIOMCTBEHHbBIE OCYIIECTBICHUS HK3aMeH
KOMMYHHKAIIUH, BHYTPHUOPraHU3aLMOHHBIX, Texymuit
o0ecrneunBaTh MEXBEJIOMCTBEHHBIX KOHTPOJIb: 1-10
B3alMO/JICIICTBHE OPraHOB | KOMMYHUKALMH 1 OIpocC Ha
BJIACTH C TpaXkJIaHaMH, B3aMMO/ICHCTBUS OPTaHOB MPAKTUYECKHUX
KOMMEpPUYECKUMHU BJIACTH C IpaXkJaHaMu U 3aHATHUSAX;
OpraHu3alusIMH, WHCTUTYTaMU TPakJITaHCKOTO pedepar;
MHCTUTYTaMU o0IIecTBa TECTUPOBAHUE
rpakaanckoro obmectsa, | MOIIK-7.2. Opranusyer




CpeICTBaMHU MacCOBOM JIEIOTPOU3BOJICTBO "
nHpopmarun JOKyMEHTOOOOPOT B OpraHax
BIACTH i1 OOeCreveHHUs
BHYTpPHU- U MEKBEJJOMCTBEHHBIX
B3aUMOJICVCTBUI

8.2. loka3aTesin M KpUTEPUH OLleHMBAHUS KOMIIETEHIUH NPH U3yYeHHH TUCHMUILINHBI,
ONUCAHMeE HIKAJ OLleHUBAHUS

8.2.1 Kpurepuu oueHKH 0TBeTa Ha IK3aMeHe

(bopmupoBanue kommereHnuii OIIK-4, uamukatoper MOIIK-4.1, MOIIK-4.2; OIIK-7,

unaukaropsl MOIIK-7.1, MOIIK-7.2)

«5» (0TIIMYHO): OOy4YaIOUINICS JEMOHCTPUPYET CHUCTEMHBIE TEOPETHYECKHUE 3HAHU,
NPaKTUYECKHE HABBIKH, BIIAJICET TEPMUHAMH, JeJIaeT apryMEHTHPOBAHHBIC BBHIBOJBI M 0000LIICHHUS,
IPUBOJIUT NPUMEPHI, NTOKA3bIBAET CBOOOJHOE BIJIAJICHUE MOHOJOTMYECKOW PEUbl0 U CHOCOOHOCTh
OBICTPO pearupoBaTh Ha YTOYHSIOLINE BOIIPOCHI.

«4» (xopomo): oOyyaromMics JIEMOHCTPUPYET IPOYHbIE TEOPETUYECKHE 3HAHMS,
NPaKTUYECKHE HABBIKHU, BJIaJIeeT TEPMUHAMM, JEJIaeT apryMEHTHPOBAaHHbIE BBIBOJIBI U 0000ILICHHUS,
HOPUBOAUT IMPUMEpPHI, MOKa3bIBaeT CBOOOJHOE BIIAJCHUE MOHOJIOTMYECKOM PEuYblo, HO IPU 3TOM
JIeNIaeT HECYIeCTBEHHbIE OLIMOKHM, KOTOpble OBICTPO HCHPABISET CAMOCTOSTEIbHO WM IpU
HE3HAYUTEJIbHON KOPPEKIUU IPETIOJAaBATEIIEM.

«3» (y10BJIETBOPHUTEJIBHO): O0yYaIOLIUICS AEMOHCTPUPYET HEINIyOOKHE TEOPETUYECKHE
3HAHUS, TPOSBISAET CiNa00 CPOPMHUPOBAHHBIC HABBIKM AaHAJIM3a SIBICHUH W TPOILECCOB,
HEJ0OCTATOYHOE YMEHHE JEJIaTh apIyMEHTUPOBAHHBIE BBIBOJBI U IIPUBOJINUTH IIPUMEPSHI, TIOKA3BIBAET
HEI0CTaTOYHO CBOOOJIHOE BJaJIeHME MOHOJOIMYECKOH peuyblo, TEPMHMHAMH, JIOTUYHOCTBIO U
MOCJIEI0BATEIbHOCTBIO H3JI0KEHUS, JAeNaeT OIMUOKU, KOTOpble MOXKET HCIPAaBUTh TOJBKO IpPU
KOPPEKLUHU MIPENOIaBATEIIEM.

«2» (HeyAOBJIETBOPUTEJIBHO): O0yUYaIOIIUNACA JAEMOHCTPUPYET HE3HAHUE TEOPETHUYECKHX
OCHOB IIPEIMETA, OTCYTCTBHUE INPAKTUYECKUX HABBIKOB, HE YMEET JENaThb apryMEHTUPOBAHHBIC
BBIBOJIbI U TNPUBOAMTH IPHUMEPHI, MOKAa3bIBaeT ci1adoe BIaJCHUE MOHOJIOTMYECKOH peublo, He
BIIQJICET TEPMUHAMH, IPOSBIIET OTCYTCTBUE JIOTMYHOCTH M IIOCJIENOBATEIBHOCTH H3JI0KECHHUS,
JienaeT OHIMOKHM, KOTOphlE HE MOXKET HCIPaBUTh JaKe€ IMpPU KOPPEKUUHU IPENoaBaTesIeM,
OTKa3bIBAECTCS OTBEYATH HA JOTIOJHUTEIbHBIE BOIIPOCHI.

8.2.2 Kputepnu oueHKH padoThl 00y4aroerocsi Ha NPaAKTHYEeCKUX 3aHSITUSX
(popmupoBanue kommerenuuit OIIK-4, wnmukaroper MOIIK-4.1, MOIIK-4.2; OIIK-7,

unaukaropsl MOIIK-7.1, UOIIK-7.2)

«5» (OTJIMYHO): BBINOJHEHBl BCE IPAKTUYECKHE 3aJaHus, NPEIyCMOTPEHHBIE
NPaKTUYECKUMHU 3aHATUAMH, OOydaroluiics 4eTko U 0e3 omMOOK OTBETHJI Ha BCE KOHTPOJIbHBIE
BOIPOCHI, aKTUBHO pabOTall Ha MPAKTHYECKUX 3aHATHUSAX.

«4» (Xopomio): BBINOJHEHb BCE MPAKTUYECKUE  3aJaHHsl, MPETyCMOTPEHHBIE
MPAKTUYECKUMH 3aHATHSIMH, 00ydYaroluiics ¢ KOPPEKTUPYIOIIMMHU 3aMEYaHUSIMHU MperoaaBaTess
OTBETUJI Ha BCE KOHTPOJIbHBIE BOMPOCHI, TOCTATOYHO aKTUBHO padOTal Ha MPAKTUUYECKUX 3aHATHUSAX.

«3» (YI0BJIETBOPHUTEJIBHO): BBIIIOJIHEHBI BCE NMPAKTHUUECKUE 33JaHUs, MPEIYyCMOTPEHHBIE
NPAaKTUYECKUMHU 3aHATHSAMHU C 3aMEYaHUSIMH TpErnojaBaress; OOydYalolIHiics OTBETWI Ha BCE
KOHTPOJIbHBIE BOIIPOCHI C 3aMEYaHUSMH.

«2» (HeyI0BJIETBOPUTEIBHO): 00y4JaIOUINIiCsS HE BBHIIOIHUI MM BBIIOIHUI HEMPABUIBHO
NPaKTUYECKHE 3aJaHus, MPEAyCMOTPEHHbIE MPAKTUYECKUMHU 3aHATUAMHU; OOYYaIOMIMNACS OTBETHII
Ha KOHTPOJIbHBIE BOIIPOCHI C OIIMOKAMU HJIM HE OTBETUJI Ha KOHTPOJIbHBIE BOTIPOCHI.



8.2.3 Kpurepum onenku pedepara

(popmupoBanue kommerennmii OIIK-4, wmuaukartoper MOIIK-4.1, NOIIK-4.2; OIIK-7,
unaukaropsl MOTIK-7.1, UOIIK-7.2)

«5» (oTuIM4HO): TeMa pedepaTa akTyalbHa U PaCKpbITa MOJIHOCTBIO; pedepaT MOAroTOBIEH
B YCTAHOBJIEHHBIN CPOK; O(OpMIIEHHE, CTPYKTypa U CTUJIb M3JIOKEHUS pedepara cOOTBETCTBYIOT
IpebsBIsAEMbIM TPEOOBaHUSIM K O(OPMIIEHHUIO JOKYMEHTA; pedepar BbIIOJIHEH CAMOCTOSITEIbHO,
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
MOJTOTOBJICH B YCTAHOBIEHHBIH CpOK; O(OpMIIEHHE, CTPYKTypa M CTHJIb M3JIOXKeHHs pedepara
COOTBETCTBYIOT IPEIbSIBIIEMbIM TPeOOBAHUSAM K O(GOPMIICHUIO JOKYMEHTa; pedepar BHIIOIHEH
CaMOCTOSITENILHO, TIPUCYTCTBYIOT COOCTBEHHBIE 000OIICHNUS, 3aKIIOUYSHHS M BBIBOJIBI; TIOATOTOBIICH
JIOKJIaJ1, U3J1araéMbli ¢ UCII0JIb30BAaHUEM OIIOPHOTO KOHCIIEKTA.

«3» (ynoBjeTBOpHMTEIbHO): TeMa pedepara akTyalbHa, HO PACKpbITA HE MOJHOCTBHIO;
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 BBINOIHEH CAMOCTOSTEIBHO, OJJHAKO
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
CTHJIb U3JIOXKEHHUs pedepaTa HE COOTBETCTBYIOT MPEIbSBISAEMbIM TPeOOBaHUSAM K O(OPMIIEHHUIO
JIOKYMEHTa; B pedepare 04eBUAHO HATUYME 3HAUUTENIBbHBIX 00HEMOB 3aMMCTBOBaHMN 0€3 CCBUIOK
Ha UCTOYHHKH; JTOKJIAJ HE MOATOTOBIIEH.

8.2.4. Kputrepuu ouieHKH TeCTHPOBAHMS
(popmupoBanue xommerenuuit OIIK-4, umnaukaropsr MOIIK-4.1, MOIIK-4.2; OIIK-7,

unaukatopsl MOIIK-7.1, MOIIK-7.2)

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

CranpmapTHasi mIKaja COOTBETCTBHS PE3yJIbTATOB TECTUPOBAHMS BBICTABIISIEMON OaJUTBHOM
OIICHKE:
- «OTIIMYHOY - CBBIIIE 85% MPaBUIbHBIX OTBETOB;
- «xopoto» - oT 70,1% no 85% npaBuIbHBIX OTBETOB;
- «YIOBJIETBOPUTETHLHO» - OT 55,1% 1o 70% npaBUIILHBIX OTBETOB;

- ot 0 10 55% TPaBUIBHBIX OTBETOB — «HEYIOBJIETBOPHUTEIHHOY»
«5» (OTJMYHO): TECTUPYEMBIN JEMOHCTPUPYET CUCTEMHBIE TEOPETUUECKUE 3HAHUSI, BIIAJICET

TEPMUHAMHM U 00JIaZlaeT CIIOCOOHOCTHIO OBICTPO pearnpoBaTh Ha BONPOCHI TECTA.

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

«3» (YnoBJIETBOPHTEJBHO): CHCTEMHBIE TEOPETHUECKHE 3HAHHUS Y TECTHPYEMOIo
OTCYTCTBYIOT, OH BJIaJIe€T HEKOTOPBIMU TEPMHUHAMM M Ha BOINPOCHI T€CTa pearkupyer I0CTaTOYHO
MEJJICHHO.

«2» (HeyHOBJIETBOPUTEJIBbHO): CHCTEMHBIE TEOPETUUYECKHUE 3HAHUA Y TECTHUPYEMOTO
OTCYTCTBYIOT, TS pPMHUHOJIOTHEH OH HE BJIaJCET U HAa BOMPOCHI TECTAa PearupyeT MeJICHHO.
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8.2.5. Hrorosoe coorBercTBHe OAMJBHOH IIKAaJAbl OLEHOK W  YPOBHeH
chopMHPOBAHHOCTH KOMIIETEHUMH 10 AMCHMILIMHE:

YpoBenb
chopMHUPOBAHHOCTH Ouenka IMosicHenue
KOMIIEeTeHIIN U

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

Bricoknii (oTIM9HO) BCE MPEIyCMOTPEHHBIE TPOTpaMMON OOydeHHs ydeOHBIC
3aJIaHusl BHITIOJHEHBI Ha BHICOKOM YPOBHE;

KOMIICTCHIIUU C(HOPMUPOBAHBI

TEOPETHUYECKOE COACPKAHUE U TMPAKTUYCCKUE HABBIKU 10
«» JUCIIUTUINHE OCBOCHBI MOTHOCTHIO;

Cpennamit (xoporo) BCE MpPEIyCMOTPEHHBIE TPOTpaMMON OOydeHHs ydeOHBIC
3aJaHHs BBITIOJITHCHBI C HC3HAYNTCIIbHBIMU 3aMCUYaHUAIMMU,
KOMIIETEHIIMH B 1IETIOM C(HOPMHUPOBAHBI

TEOPETUYECKOE COACP)KaHUE M NMPAKTUYECKUE HABBIKH IO
JUCLUIUIMHE OCBOEHBI YaCTUYHO, HO NPOOENbl HE HOCST
CYILIECTBEHHOI'O XapakTepa;

OOJBIIMHCTBO HPEAYCMOTPEHHBIX MPOrpaMMOi o0ydyeHus
y4eOHBIX 3a/1a4 BHIIIOJHEHO, HO B HUX UMEIOTCS OLINOKY;
KOMITETEHIIMU cQOPMHUPOBAHBI YACTHIHO

«3»

VY noBnerBopu-
(YIOBIETBOPUTENHHO)

TEJILHBINA

TEOPETUYECKOE COJACp)KaHUEC W TPAKTHYECKHE HABBIKK I10

JHMCIUIUINHE HE OCBOCHEI,

OOJIBIIMHCTBO TIPEIYCMOTPEHHBIX MPOrpaMMOil 0OydeHUS
«2» Y4eOHBIX 3aJaHui 100 HE BBINOJHEHO, JIMOO COJCPIKUT

(HEeyIOBIIETBOPUTENHHO) (TpyObIe OINOKY;

JIOTIOJTHUTEIbHAS caMmocTosiTeNbHAs ~ pabora  Hax

MarcepuajioM HE IMPUBOJIUT K KaKOMy-J'II/I6O 3HAYUMOMY

IIOBBINICHUIO Ka4€CTBA BBITIOJIHCHUA y‘Ie6HBIX 3a[[aHHI7[;

KOMITIETEHIIUHU HEe C(OPMHUPOBAHBI

Heynosnersopu-
TEJIbHBIN

8.3. Meroanyeckne Marepuaabl (TUIOBble KOHTPOJbHbIEC 3aJaHNsI), ONpelesonue

pe3yJabTaThl 00y4eHUs MO IMCUHUILIHHE, COOTHECEHHbIE ¢ HHANKATOPAMH J0CTHKEHUSI

KoHTtponbHble 3a1aHus, TPUMEHSIEMbIE B paMKaxX TEKYILIEro KOHTPOJISI U MPOMEKYTOUHOM
aTTeCTAIlMy MO JUCUUIUIMHE, HOCSIT YHHUBEPCAIbHBIN XapaKTep U MPeaycMaTpPUBaIOT BO3MOXKHOCTh
KOMIUIEKCHOW OIIEHKM BCero Habopa 3asBIEHHBIX 10 JaHHOW JAUCHUIUIMHE WHAUKATOPOB
c(hOpMUPOBAHHOCTH KOMIIETCHITUH.

8.3.1. Tekymuii KOHTPOJIb (padoTa HA MPAKTUYECKUX 3aHATUAX)
(popmupoBanue xommerenuuii OIIK-4, wmuaukartopsr MOIIK-4.1, NOIIK-4.2; OIIK-7,
unaukaropsl MOIIK-7.1, UOIIK-7.2)

Bomnpoce! 1151 00Cy:KIeHUs HA MPAKTHYECKUX 3aHATUAX

Mecto u poJib JOKYMEHTOB B YIIPABJICHUHU.

Bunbl ynpaBiieH4eCKUX JOKYMEHTOB.

CBolicTBa TOKYMEHTOB.

Knaccudukarus 10KyMeHTOB.

Jlenonpou3BOACTBO B APEBHEPYCCKOM I'OCYAapCTBE.
IIpukasHoe 1e10nponu3BOICTBO.

Komnexckoe 1enonpon3BoiCTBO.

MuHucTepckoe AeI0npor3BOACTBO.

Jlenonpon3BOACTBO B COBETCKUX YUPEXKICHUAX.

0 ['ocynapcTBeHHOE A€10MPOU3BOICTBO B COBPEMEHHYIO AIOXY.

’—‘\990.\‘9\.“‘:“.““!\’._‘

11




11. 3akoHOaTENBHOE PETYINPOBAHUE ACIOMPOU3BOACTBA U OCHOBHBIE €TI0 HAIIPABJICHUSI.

12. HopMaTuBHO-METOIUYECKOE PETYIUPOBAHUE ACIONPOU3BOIACTBA

13. IIpaBuina cocraBineHus U 0HOPMIICHHUS JOKYMEHTOB

14. Opranu3anmoOHHO-NPABOBBIE JOKYMEHTHI, UX Ha3HAYCHHE U COJIep KaHuUe.

15. IIpaBuna coctaBiieHue u OGOPMIIEHHUE OTAEIBHBIX BHUJOB OPraHM3allMOHHO-TIPABOBBIX
JOKYMEHTOB: YCTaB MPENNpHUATHS IODKHOCTHAs MHCTPYKLUS, IOJIOKEHHE, IITaTHOE
pacnucaHue, CTpyKTypa U IITaTHasl YUCIEHHOCTb.

16. Cuctema nHGOPMAITMOHHO-CIIPABOYHOMN JOKYMEHTAITHH.

17. IlpaBuna u TpeOOBaHUSA K JCIOBOMY ITUCHMY.

18. OrnenpHble BB THCEM (MHPOPMALMOHHOE, FAPAHTUHHOE, MUCHMO-OTBET, MMHUCHMO-
3a1poc, COMPOBOIUTEIIBHOE MUCHMO).

19. JlokymMeHTBI 110 TMUHOMY cocTaBy. CocTaBiIE€HUE IMUHBIX JOKYMEHTOB

20. [IpaBuna opraHu3amnuu J0KyMEHTO000poTa.

21. Yder o0bemMa IOKyMEHTOO00pOTA.

22. OCHOBHBIE 3Tanbl U MPUHIUIBI pAOOTHI C BXOASIIUMHU, UCXOJIIIMMA U BHYTPEHHUMH
JOKYMEHTaMH.

23. IlpaBuna perucTpanuu 1 UHIEKCAIUU JOKYMEHTOB. POPMBI PETUCTPALIUH.

24. KoHTpOJIb UCIIOJHEHUS IOKYyMEHTOB.

25. CucremaTH3anus 1 XpaHeHHUE yIPaBICHUYECKUX JOKYMEHTOB.

26. TpeboBanus, peabABISEMbIE K COCTaBIEHUIO HOMEHKIIATYPBI JEII.

27. ®opMupoBaHue Jien B opranuzanuu. TpedoBanus K GOpMUPOBAHUIO JETI.

8.3.2. Texkymmii KOHTPOJIb (IOATOTOBKA pedepara)

(popmupoBanue xommnereHuud OIIK-4, unaukaropsr MOIIK-4.1, MOIIK-4.2; OIIK-7,
unaukatopsl MOIIK-7.1, MOIIK-7.2)

IIpuMepHBbIe TeMbI pedepaToB

1. JlokyMeHTallMOHHOE 0OeclieueHue YIpaBIeHus, €ro 3aauu, (pyHKIUH.
2. Hopmatusnbie noxkymentsl (I'CAOY, 'OCTrr). [lonsTHe cTanapTU3alMK U YHU(PHUKALIIH.
3. Knnaccugukanus TOKyMEeHTOB.
4.PexBU3UTHI YIIPaBICHYECKUX IOKYMEHTOB. PEKBU3UTHI aBTOpa, UX O(pOpMIIEHHE.
5. TpeGoBaHuUs K TECTy JOKYMEHTA.
6. bnank. Buasl 6mankoB. TpeboBanus k G1aHKaM TOKyMEHTOB.
7. Oprann3alOHHbIE JOKYMEHTBHI.
8. PactiopsiautenbHbie JOKyMEHTHI. [IpuKa3sl M0 OCHOBHOM JieaTenbHOCTH. Pacniopsbkenus.
9. IHdopMaimoHHO-CIIpaBOYHbIE TOKYMEHTHI. JloKIagHbIe, 00BsCHUTEIbHbIE 3aUCKU. CIpaBKH.
10. AkTh1, ux BuAbl. CoCTaBJICHUE aKTOB.
11. IIpoTokosnsl 3acenanuii, coBernanuii. [lonnas u kpatkast GopmMbl MPOTOKOIA.
12. [IenoBas nepenucka.
13. JlokymMeHTHpOBaHHE MTPOLIECCOB IBUKEHUS KaPOB.
14. IIpukassl O TMYHOMY COCTaBY.
15. JInunoe 3asaBneHue. BeneHne TMUHBIX KapTOYEK.
16. TpynoBoit 10roBop.
17. Benenue TpynoBbIx kKHIKEK. OopMiieHne JINYHbIX Je.
18. Texnonorus paboThl ¢ JokKyMeHTamMu. OpraHu3amus JOKyMEHTO000poTa.
19. Perucrpanuns 1OKyMEHTOB.
20. KOHTpOJIb NCIIOMHEHUS JOKYMEHTOB.
21. Homenkinatypa nen. Cucremarusanus 1en. PopMupoBaHue Aedl.

8.3.3. Texkymmuii KOHTPO.JIb (TECTUPOBAHNE)
(bopmupoBanue kommereHnuii OIIK-4, uamukatoper MOIIK-4.1, MOIIK-4.2; OIIK-7,

unaukaropsl MOTIK-7.1, UOIIK-7.2)
IIpuMepsI TeCTOBBIX 3a1aHUI
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PacnopsiguresibHbIe  JOKYMEHTBbI, OTpakalollHe  pe3yJbTaT  KOJUIErHaJIbHOM
NesITeIbHOCTH

(
0
(

IIPUKA3, PaCOPSIKEHUE
pacropsiKeHue, ykazaHue
IIOCTaHOBJICHUE, PEILICHUE

L] mpoTokoi1, aKkT

O

JIOTOBOP, YCTaB, COTJIAIICHUE

OcHOBHbIE PEKBU3UTHI IOKYMEHTA

0
O
0
O
0

TEKCT, OTMETKA O MIPUIIOKEHUHN

TEKCT, OTMETKA O MPUJIOKEHUH, aTa, UHAEKC, 3ar0JIOBOK K TEKCTY

TEKCT, TpU( yTBEPKACHUS, IOJIITUCH, 1€YaTh

TEKCT, 3ar0JIOBOK K TEKCTY, MMOJAIUCH, TpU( COTracoBaHusl, Tpud YTBEpKACHUS, 1e4aTh
TEKCT, OTMETKAa O MPUJIOKEHUHU, TpU( COIVIaCOBaHUS, BHU3bl COIJIACOBaHMS, Trpud

YTBEPKICHUS

0l

TCKCT, aapecar, l"pI/I(b YTBCPIKACHNSA, BU3BI COITIACOBAHUS, IIOAIIUCH, [1€YATh

HopMaTuBHBIH [OKYMEHT, perjJaMeHTUPYIOIIUi TpedGoBaHuss K 0¢oOpMJIEHUIO
AOKYMEHTOB 00111ero aAMUHUCTPATUBHOIO ynpaJjeHus (OP/I)

(
(l
(
(l
(

I'OCT P 51141-98

I'OCT 6.10.5-87

I'OCT P 7.0.97-2016

EI'CA0Y

WHCTpYKIHS 1O JeTONPOU3BOACTBY

AKT U «rpu¢ yTBep:KIeHus»

ooogog

aKT BCEr/ia yTBEpPkKAAaeTCs PyKOBOAUTEIEM OpraHu3aluu
aKT YTBEpPK/1aeTCsl BBIIECTOSAIMM OPIaHOM yIpPaBJIEHUS

YTBEPKAAOTCS TOJIBKO HEKOTOPBIE BUJIbI aKTOB

aKT He uMeeT «rpuda yTBepKIACHU»

aKT yTBEPXKJAeTCs, B 3aBUCUMOCTH OT PEIICHUs PYKOBOJCTBA OpraHU3aluu
aKT YTBEPXKAAETCS, B 3aBUCHUMOCTH OT BBILIECTOSIIETO OpraHa yIpaBJICHUs

CpOK JeHCTBUSA OpPraHu3salluOHHO-IIPABOBLIX TOKYMECHTOB

(
0
(
0
(

OT OJJTHOTO /O MATHU JIET
JI0 MOMEHTA UX OTMEHBI

JI0 TpeX JIeT

JI0 IECSITH JIET

JI0 BBEJICHUSI HOBBIX B3aMEH yCTapeBIINX

MartepuanbHblii HOCHTEIb HH(OPMALMU O COOBLITUSIX M SIBJEHUSX O0HEKTHUBHOI
AEHCTBUTEJIbHOCTH U MBICJIUTEIBHOM 1eATEJIbHOCTH YeJIOBEKA - ITO...

Ilpasunvrvie sapuanmor omeema: JOKYMEHT; JloKyMeHT; OKYMEHT;

KoMmiuieke MeTon0oB H mnpoueccoB padoThl ¢ JAOKYMEHTAMH, OCYLIeCTBJISeMbIil
NnpeanpusTHEM NMPH BbINOJTHEHUN UM CBOUX (PYHKIIUIA - 3TO ....

=EOO0OO0O0

Ooooggg

JOKYMEHTALMOHHOE 00ecTiedeHUe yIpaBICHUS
JIeITOTIPOU3BOICTBO

cHCTeMa JIOKYMEHTAIHH

JIOKYMEHTUPOBAHUE

JIOKYMEHTOO0O0POT

JIOKYMEHTUPOBAHHE YIPABICHYECKON EATEIIbHOCTH

OKYMEHTBI KJIaccHpUUHUpPYOTCH 110 rpudy Ha ...

OPUTHHAJIBI, KOITUHU ¥ ITOJTHHHUKA
BHEILIHUE U BHYTPEHHUE

WHAUBHUAyalbHbIE, TUTIOBBIE U TpadapeTHbIE

PYKOIUCHBIE, I€YaTHBIE U SJICKTPOHHBIE

OpraHHU3aI[MOHHBIE, PACTIOPSIUTENbHbBIE, CIIPABOYHBIE
KOH(UICHIIMATBLHBIC, OTPAHUYEHHOTO JOCTYTA U OTKPBITOTO MOJIb30BAHUS

IMocsenoBaTe IbHOCTDH U3JI0KEHUS MOJI0KEHUI YCcTaBa NpeanpusTUus
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00IIMe MOTOXKEHUS
CBEICHHs 00 YCTaBHOM KamuTasne
OpraHU3al[MOHHO-IIPABOBBIE OCHOBBI JIEATEIbHOCTH OPraHU3aluU
Oprasbl YIpaBICHUS U KOHTPOJISI, UX KOMITETEHIUS
IIpaBUJIa BEJACHMS YU€Ta U OTYETHOCTU B OPraHU3alUU
MOPSIOK pachpeeneHus npuobu U hopMupoBanue HoHI0B
0Cc00BbI€ BONPOCHI AESITEIbHOCTH OpraHU3aluu
YCIIOBUSI PEOpraHU3alliy U JINKBUAALNN
Jranbl padoThbl ¢ BHYyTPEHHUMH JOKYMEHTAMHU
II0JIy4Y€HHUE YKa3aHus Ha pa3paboTKy 10KyMEHTOB
pa3paboTKa MpoeKTa JOKyMEeHTa
COIJIACOBaHUE MPOEKTA TOKyMEHTA
KOPPEKTHUPOBKA JIOKYMEHTa, ero opopmiieHue
HOJINCAHUE, YTBEPKIACHHUE
pEerucTpanus U THPaKUPOBaHUE
JIOBEJICHUE /10 UCTIOTHUTENEH
KOHTPOJIb UCIIOJIHEHUS TOKYMEHTa
IIPUEM HCIIOJIHEHHOTO JOKYMEHTA, CHATHE C KOHTPOJIS
10: Tekylee apXUBHOE XpaHEHUE
KoHTpoJib HCIIO/THEHNSI JOKYMEHTA OpraHu3yeT
ciyx6a 10Y
PYKOBOJUTENIN BCEX PAHTOB
ceKkpeTapuar
ciry>x0a KOHTPOJIS
OTpeIeIEHHOE JOIKHOCTHOE JIUIIO
PYKOBOAUTENb MPEATPUITHS
OcHoBaHMeM 1Ji51 NPEeABbSABJICHNUS MPETEH3NH ABJISIOTCH JOKYMEHTHI
[] xomMMmepueckwuii aKT, cepTU(UKAT Ka4eCTBa, IOTOBOP, aKT MPUEMKH TOBapa, TpeOOBaHUS
L] ceprudukar kagectsa, T0roBOp, aKT MPUEMKH TOBapa, TpPeOOBaHUS
[] xomMMmepueckuii aKT, cepTU(UKAT Ka4eCTBa, aKT IPUEMKH TOBapa, TPEOOBaHHUS
L] ceprudukar kayecTBa, akT IPUEMKHU TOBapa, TPEOOBAHHUS
K HepeructpupyeMbIM OTHOCATCS JOKYMEHTBI
L] uH(pOpMaIIMOHHBIE MaTEpUANbl, PEKIAMHBIC W MO3JIPABUTEIBHBIC MUChMA, MPOTPAMMBbI
CEMHUHApOB, COBELIaHNH, KOH(epeHIIH
L] xonuu HOPMATHUBHBIX JIOKYMEHTOB, TIOCTAHOBJICHUSI M PACIIOPSHKEHUS TOCYIapCTBEHHBIX
OpraHoB, OOBSICHUTENIbHBIE 3alIUCKU
L] ciy>xeOHbIe 3alUCKH, MUChMa, TeJIerpaMMBbl, (hakcorpaMMbl
[ pexyiaMHBIe MPOCIEKTHI, MPOTOKOJIBI KOJUICTHATIBHBIX OPraHOB, CIIPABOYHBIC MATEPHAIIHI,
JIaHBl, IPOTPaMMBbI, CBOJIKH, OTYETHI
[] muchMa BBICIICH WHCTAHIINH, TPEOOBAHMUS, NCKH, IPETEH3MH, KOJUIEKTUBHBIC JJOTOBOpPa
CooTBeTCTBHE 3TANOB NOATOTOBKH YNPABJCHYECKHX PeLIEHUI CTAAUAM PadoThI

ee oo oo

OO\IG\EJ‘IAU)NH

\D%\IG\HIAWNH

Oooogd

aHauu3 poOIeMHOM CUTYaIWH, cTaaus pa3pabOTKU pelieHUs
dopmupoBaHUEe 1eJel, OIeHKa MNpearnoYTeHUi
peteHnit

OLIEHKa pacrioyiaraeéMoro BpPEMEHHU, MOATOTOBUTEbHAS CTAIHS
orpeneneHne HeoOXOAMMBIX PeCypCOB

dbopMupoBaHUEe KpUTEpUEB BHIOOpPA, BHIOOP CTaus BEIOOpA pelIeHus
€/IMHCTBEHHOTO PEIICHHSI

OpTraHM3aIMs BHITIOTHEHHS PELICHUS, aHAIIN3 CTaus peau3aluy IPUHITOTO PEIICHHS

U OLIEHKA JOCTUTHYTOTO pe3ysbTara
IMocnenoBaTeIbHOCTH 3TANOB MOATOTOBKH YNPABJIEHYECKHX pelleHWi, BXOAAIIUX B
COCTaB NMOATOTOBHUTEILHOM CTaAUM M CTAAMN Pa3paboTKH peleHus
1: BbIsSIBICHHE U OMHCAHKUE TPOOJIEMHON CUTYaIHH
2: OlLIEHKa pacrojaraeMoro BpeMeHu
14



oo

ornpezeneHne HeOOXOANMBIX PECYPCOB
aHaJu3 MPoOJIEMHON CUTYyaIu
dbopMupoBaHue 1enen
orpeziesieHue OrpaHuYeHHM
: pa3paboTKa BapUAHTOB PEIICHUIN
: OIICHKA MPEANOYTECHUN pelIeHU

Crannu aHa/n3a ajJbTePHATHB M BHIOOPA MPOTrPaAaMMHOIO MPOAYKTA AaBTOMATH3ALMU
AOKYMEHT0000poTa

1: CocraBieHue nepeyHs MPEIbSABISEMBIX OCHOBHBIX (DYHKIIMOHAJIBHBIX M CHCTEMHO-
TEXHUYECKUX TPEOOBAHUN K KOPIIOPATUBHON CUCTEME aBTOMATHU3AIMH IOKYyMEHTO000pOTa

2:  BpiOop cuctemMbl BeCOBBIX KOI(PGUIMEHTOB (0aUIOB) WM pPaH)XHUPOBAHHE IS
AKCIEPTHOMN OLIEHKHU

3:  OneHka OporpaMMHBIX HPOAYKTOB C TOYKH 3PEHHS MPEABABISIEMBIX OCHOBHBIX
(YHKIIMOHATBHBIX TPEOOBAHUN U CHCTEMHO-TEXHHUYECKUX XapaKTEPUCTUK

4: OtOop NMporpaMMHBIX MPOYKTOB, YAOBIETBOPSIONUIUX BHIOPAHHBIM (DYHKIIMOHAIBHBIM U
CUCTEMHO-TEXHUYICCKUM KPUTECPHUIM

5: Omenka afanTaMOHHBIX BO3MOXKHOCTEH OTOOPAHHBIX MTPOTYKTOB

6: OtrOop MpOrpaMMHBIX MPOIYKTOB, YJIOBJICTBOPSIIOMIMX KPUTECPHUSAM aTaNTallMOHHBIX
BO3MOXHOCTEH

7:  CpaBHHTENbHAs OIGHKA 3aTpaT, CBS3aHHBIX C TPUOOPETCHHEM W BHEAPECHUEM
MPOrPaMMHBIX TPOIYKTOB

8: OmeHka ombpiTa TPUMEHEHUS OTOOPAHHBIX IPOTPAMMHBIX IPOIYKTOB PpEMyTalud
(bupMBbI-pa3paboTINKa

9: BrIOop mporpaMMHOTO O0ECTICUEHUS Il CUCTEMBI aBTOMATHU3AIMH JOKYMEHTO000pOoTa

%\lg‘\(ll-lkb)

8.3.4. IIpoMe:KyTOYHBIN KOHTPOJIb (BOIIPOCHI K IK3aMEHY)
(bopmupoBanue kommerennuii OIIK-4, unnukatoper MOIIK-4.1, HMOIIK-4.2; OIIK-7,

unaukatopsl MOIIK-7.1, MOIIK-7.2)
I[IpumepHbIe BONPOCHI K IK3aMEHY

Oranel JOKyMEHTHUPOBAHUS IPOU3BOICTBEHHO-XO35ICTBEHHON AESTEIbHOCTH.
TexHoorust TOKyMEHTallMOHHOT'O 00eCIIeYeHNs yIPaBICHUS.
[Topsimok cocTaBieHust 1 0POPMIICHUS PACTIOPSAUTEIBHON TOKYMEHTALUH.
Cnyx06a HOKyMEHTAIlMOHHOTO o0ecrieueHus: ynpasieHus. TpeboBaHUs K OpraHU3aluu
CHCTEMBI JIOKyMEHT0000pOTa.
TpebGoBanust kK HOPMUPOBAHMIO JCIT B JICTOMPOU3BOICTBE.
ITopsinok BBeZEHMSI B IEHCTBUE MPABUJI BHYTPEHHETO TPYI0BOTO paclopsiaka.
7. JIOKyMEHTUPOBaHUE 1O  JOTOBOPHO-IIPABOBBIM  OTHOUIEHUSIM  SKOHOMHYECKOU
NESATENBHOCTH.
. IonroroBka JOKYMEHTOB K cJlady€ B apXUB.
Knaccudukanus pexsuzuroB mo 'OCTY P 7.0.97-2016 «Cucrema craHmapToB IO
nHpopmanuy, OHOTMOTEYHOMY U U3JaTelbckoMy  jaeny. OpraHuszalMoHHO-
pacnopsAUTENbHAs JOKYMEHTALMSD.
10. Pa3BuTHE 3JIEKTPOHHOTO IOKYMEHTOO00pOTa B OpraHU3alINH.
11. TInmaHOBO-OTUYETHASI TOKYMEHTALIUS.
12. ABTOmaTu3armus AeIONPOU3BOCTRA.
13. Cuyx06a KOHTPOJIS BeJIeHHsI KaJJpOBOM JOKYMEHTAIMH Ha MPEAPHUITHH.
14. TloHATHA O NOKYMEHTaX, CIIOCO0AaX TOKYMEHTHPOBAHUS, HOCUTENAX HH(POpMaLuu U
(GYHKIMAX TOKYMEHTA.
15. IIpaBuna opopmiieHHS U BbIIaYX KOMMUA JOKYMEHTOB.
16. Opranusanus onepaTuBHOIO XpaHEHUS TOKYMEHTOB.
17. DxkcnepTu3a EHHOCTH JOKYMEHTOB.

b

> »

O 0
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18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
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.
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[IpaBuna cocraBieHus ¥ 0(OPMIICHUS HOMEHKJIATYPBI JIe.
[TpusHaky kIaccuPpUKAUd HOMEHKIATYPBI Jell.
Kpurepuu onieHKH JOKyMEHTOB.
CucreMbl TOKyMEHTALMU IO JJUYHOMY COCTaBY.
OcoOenHocTr 0QOPMIICHHUS JTHYHBIX JOKYMEHTOB.
Cucremsl U (HOPMBI TOKYMEHTOB.
OCHOBHBIE IOTOKH JJOKYMEHTAIUH.
CiyxeOnble 3anmucku. TpeboBaHus K 0opopMIICHHIO.
OCHOBBI 3aKOHO/IATEJILCTBA 110 APXUBHOMY JEIy.
Cocrasienue u opopmIIeHHE CITY)KEOHBIX TTHCEM.
Pexumbl XpaHeHust JOKYMEHTOB.
Omnwuce aena. [IpaBuna popmMupoBaHe JOKYMEHTOB Ha apXHBHOE XpaHEHHE.
Posib 1OKyMEHTaIIMOHHOTO O0ecreueHus yIpaBieH!sl B COBPEMEHHON OpraHu3alllu.
OCHOBHBIE XapaKTEPHBIE YEPThI OPraHU3aALMOHHO-TIPABOBOM JJOKYMEHTAIIUH.
. PernamenTarus 10KyMeHTallMOHHOTO 0OECIIEYSHHSI YITPABIICHUSI.
. CocraB u oopmieHHE PaCIOPSIAUTEIBHON JTOKYMEHTAIIHH.
. Texnonorust paboThI C KOHPHUACHIUATHHBIMU JOKYMEHTAMH.
Cocrasyienre u ohopmIIeHUE aKTOB
Odopmurensckue pekBu3uThl. COCTaB PEKBU3UTOB JJOKYMEHTOB.
CrpykTrypa ohopMIIeHHUS TOTKHOCTHBIX HHCTPYKIIUH.
Opranuzainys KOHTPOJISI UCIIOJIHEHUS! JOKYMEHTOB.
CocraBienue u oopMIIeHHE TPOTOKOIIA.
[Topsimox cocraBneHuss u odopmieHuss TabIWIl W PUCYHKOB B  HAy4YHO-
MCCIIEIOBATEIILCKOM OTYETE.
Opranu3zanus paboThl C TOKyMEHTaMHU.
[TpaBuiia opopmiieHNs TPUIIOKEHUH.
[TonsiTue o nokymeHTOo000pOTE. POPMBI PErHCTPALIUU TOKYMEHTOB.
Cocrapnenue u 0opMIIEHUE TOTOBOPOB.
®dnaroBoe U NMPOJOIbHOE PACTION0KEHNE PEKBU3UTOB.
YupenuTenbHble JOKYMEHTBI OpTaHU3aINH.
OrneHka 3HAYMMOCTH JJOKYMEHTOB M CPOKU MX XPAHEHHUS.
TpeboBanwus1, TpeabSBIsEMBbIE K TEKCTAM JIOKYMEHTOB.
. CocTaB opraHu3aliMOHHO- MPaBOBLIX JOKYMEHTOB.
@opMBI perucTpanuu J0KyMeHToB. [lopsaaok perucrpanum.
. TexHonorust paboThI ¢ KapOBOM JOKYMEHTALIUEH.
. CocraB u CTpyKTypa MITaTHOTO PaCIHCaHUsI.
CocTtaB HHPOPMALIMOHHO-CIIPABOYHBIX IOKYMEHTOB.
OCoOEHHOCTH TIOJIOKEHHUS O CTPYKTYPHOM ITOIPa3/IeICHUN OpPTaHU3aIlHH.
. brnanku u popmatsl JOKyMEHTOB.
. 3amaun ¥ TYTH BHEAPCHUS aBTOMATHU3WPOBAHHOW CHUCTEMBI JTOKYMEHTAIIMOHHOTO
o0ecrieyeHus yrpaBieHUs
OcHOBHBIE  KJIACCHI  THPQXHO - 3aKa3HBIX aBTOMATH3UPOBAHHBIX  CHUCTEM
JOKYMEHTAIHOHHOTO 00eCTIeYeHHs yIpaBIeHUS
OKCIUTyaTallnOHHbIE XapaKTEPUCTHKH ABTOMATH3UPOBAHHOM CHCTEMBI
JOKYMEHTAIMOHHOTO 00ECTIeYEeHHUs yIIPaBICHUS
Texnonoruu MPOrPaMMHOMN peanmn3anuu ABTOMATU3HPOBAHHOMN CHCTEMBI
JOKYMEHTAIHOHHOTO 00eCTIeYeHHs yIpaBIeHUS
Kputepun  ananm3a  aBTOMaTH3UPOBAaHHOW  CHCTEMBI  JIOKyMEHTAI[HOHHOTO
o0ecrieyeHus yrpaBieHUs
CocraBnenue u opopmiieHrnEe IPUKA30B 10 OCHOBHOM €S TEIBHOCTH.
OcobeHnHoCTH BBIOOpPA CUCTEMBI aBTOMATHU3AIIHH.
Crpareruu BHEOPEHHUS AaBTOMATHU3UPOBAHHOM CHUCTEMBI  JIOKYMEHTALIMOHHOIO
o0ecrieyeHus yrpaBieHHs..
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