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1. llepedyeHb MIaHMPYEMBIX Pe3yJbTATOB H3y4YeHHUs TUCHMIIIMHBI, COOTHECEHHBIX €
NJIAHUPYEeMBbIMHU Pe3y/1bTaTaMH 0CBOCHHS 00pa30BaTe/bHOI MPOrpaMMbl
B pamkax ocBoeHHsT OCHOBHOH mpodeccHoHaIbHON 00pa30BaTeNbHOW IMPOrpamMMbl

OakanmaBpuaTa OOYYarOIIMICS JOJDKEH OBJAACTh CICAYIOIIMMH pe3yJibTaTaMd OOYy4eHHs IO

mucuuruinHe « OCHOBBI IEJIONIPOU3BOJICTBA U IOKYMEHTOO00POT»:

Koa u HauMeHOBaHMe KOMIIeTeHIIMHA

I/IHI[I/IKaTOpl)I JOCTHIKCHUA KOMIICTCHIITUUA

OIIK-4. CnocoGeH pa3pabaTbIBaTh
MPOEKTHl HOPMAaTHUBHBIX MTPABOBBIX
aKToB B cepe mpodhecCuoHanbHOMI
NEeSITETbHOCTH, OCYIIECTBIISITh HX
IPaBOBYIO U AHTUKOPPYILIHOHHYIO
OKCIEPTH3Y, OLIEHKY PETYIUPYIOIIEro
BO3J€HUCTBHUSA U ITIOCIEACTBUN UX
pPUMEHEHUS

NOIIK-4.1. OcyuiecTBiser NpaBoByIO U
AHTUKOPPYIIIHOHHYIO SKCIIEPTU3Y MTPOEKTOB
HOPMAaTHBHBIX MPABOBBIX aKTOB B c(epe
poeCCUOHAIIBHON IEATETbHOCTH

NOIIK-4.2. OueHuBaer peryiupyroliee BO3ACHCTBHE
[IPOEKTOB HOPMATUBHBIX IPAaBOBBIX aKTOB B cdepe
npodeCCUOHATIBHON JIEATEIbHOCTU M TOCHEACTBUS HX
IMPUMCHCHU

OIIK-7. Cnoco6eH oCcylIecTBIATh
BHYTPHUOPTaHU3AIMOHHBIC U
ME)KBEIOMCTBEHHBIC KOMMYHUKAIUH,
o0ecIieynBaTh B3aUMOICHCTBHIE
OPr'aHOB BIIACTH C TPAXKIAHAMH,
KOMMEPUYECKUMH OpTaHU3aIUsIMHU,
WHCTUTYTaMH TPaxIaHCKOTO
o01ecTBa, cpeCTBAMU MacCOBOM
uHbOopMaIuu

NOIIK-7.1. Onpenensiet 3agauu npodheccuoHanbHOMU
JESATETLHOCTH B 00JIACTH OCYIIIECTBICHUS
BHYTPUOPraHU3alIMOHHBIX, MEKBEJOMCTBEHHBIX
KOMMYHUKAIUA U B3aUMOAECHCTBHS OPraHOB BJIACTH C
rpa<IaHaMy U HTHCTUTYTaMH FPaXKTAHCKOTO 00IIECTBa

NOIIK-7.2.  OpraHusyer  [IeJIONpPOU3BOACTBO  H
JOKYMEHTOOOOPOT B OpraHax BIIACTH JJisi 0OeCreYeHHS
BHYTPHU- U MEXBEIOMCTBEHHBIX B3aUMOJICHCTBUI

2. Mecto aucunnimabl B ctpykrype OITIOII

VYuebnass mucuumiauHa b1.0.30 «OcHOBBI [1eNONPOM3BOACTBA M JAOKYMEHTOOOOPOT»

OTHOCHTCS K 00s13aTenbHON yacTu 1ukia b.1 «/luciumnivaer (MOLym).

3. Oobem AUCHUIIVIMHBI B 3AY€THBIX €IMHUILIAX ¢ YKA3AHUEM KOJIHYECCTBA AaKAACMHUYCCKHUX

YacoB, BbIJIEJCHHBIX HA KOHTAKTHYI0 pa0oTy o0y4yaimmuxcs ¢ npenojasaresiemM (110 BUAaM
3aHATHH) U HA CAMOCTOSATEIbHYIO Pa00Ty 00y4AKIIHNXCH

O0mass  TpyIOEMKOCTb

(00BeEM)

JUCHUITIIMHBI «OCHOBBI ACJIOMPOU3BOACTBA u

JOKYMEHTOO0O0POT» COCTABISACT 4 3a4E€THBIC €IUHUIIBI.
O0BbéM TMCHUITHMHBI 10 BHIAM Y4eOHBIX 3aHATHH (B 4acax) — 04HO-3204Has ¢popma

00y4eHust
Buj yueOHoii padoThl Beero Cemectper

4acoB 4 -
AyIuTOpHBIE 3aHATHS (BCEro) 40 40 -
B ToMm unce: - - -
Jlexuun 20 20 -
[IpaxTnueckue 3ansarus (I13) 20 20 -
Cemunapsi (C) - - -
Jlaboparopusie pa6ots (JIP) - - -
CamocrosiTesibHas padoTa (Bcero) 68 68 -
B ToMm uucne: - - -
Kypcogoii mpoekt (pabora) - - -
Pacuetno-rpaduueckue paboTsl - - -




Pedepar 4 4 -
[ToaroroBka Kk MPaKTUYECKUM 3aHSATUSM 60 60 -
TectupoBanue 4 4 -
Bua npomexyTouHOM aTTecTaluu — SK3aMeH 36 36

O61mast TpyA0eMKOCTh Yac / 3a4. e]I. 144/4 144/4 -

4. Conep:xkanue JUCHUNIHHBI
4.1. Pa3znebl TUCHUIIMHBI H TPYI0EMKOCTH M0 BUIAM Y4€OHBIX 3aHATHH

ﬁ
= o Bujbl yueOHbIX 3aHATHIH, BKIOYAS
g E CaAMOCTOSITEJIbHYIO Pa00Ty 00y4arouuxcs, 4ac
Ne Pazjen/Tema S 8
n/n JAucuMnianHbl E KonrakTHas pa6ora
= CamocTosiTe/b-
Bcero F— NpaKTHYeCKHUe Has padorta
3aHATHUS 00yyarImmuxcs
1. | Tema 1. Beenenue B 10 2 2 6
JIEJIONPOU3BOCTBO.
OCHOBHBIEC TTOHATHUS U
TEPMUHBI.
2. | Tema 2. UcTopus pa3BuTHs 10 2 2 6
JIEJIONPOU3BOCTBA
3. | Tema 3. CoBpemeHnHoOe 10 2 2 6
rOCyapCTBEHHOE Pa3BUTHE
JI€JI0NPOU3BOJICTBA
4. | Tema 4. [IpaBuna 10 2 2 6
COCTaBJICHUS U
o opMIIeHUS JOKYMEHTOB
5. | Tema 5. OpranuzanmoHHO- 10 2 2 6
pacnopsiAuTeIbHbIC
JIOKYMEHTBI.
6. | Tema 6. Cucrema 10 2 2 6
UH(POPMALIMOHHO-
CIIPaBOYHOU
JIOKYMEHTAITUH.
7. | Tema 7. CnyxeOHas 12 2 2 8
NEepenucKa.
8. | Tema 8. JlokyMeHTHI MO 12 2 2 8
JMYHOMY COCTaBY.
CocraBiieHHE TUYHBIX
JIOKYMEHTOB
9. | Tema 9. Opranuzanus 12 2 2 8
paboThl C JOKYMEHTaAMH
10. | Tema 10. CucremaTnzanus 12 2 2 8
U XpaHEeHHe
YIPaBICHYECKUX
JTIOKYMEHTOB.
Bcero 108 20 20 68
JK3aMeH 36 - - -
Hroro 144 20 20 68




4.2. Conep:xaHue pa3ie0B IMCHUILTHHbBI

Tema 1. BBegenne B ne1onpon3soacTso. OCHOBHbIC NOHATHA M TEPMHUHBI.

[IpenMer u 3agaum Kypca AENONpPou3BOACTBO. CYIIHOCTb MOHSTHS «IEIOMPONU3BOACTBOY.
[MonsTust «wHGOpPMAHS) U «JIOKYyMEHT» MecTo H pOJb JOKYMEHTOB B yNPAaBICHHH. 3HAYCHHE
uHbOpMalMu JUIsl TPUHATHSA YIPaBJICHYECKUX peleHuil. Buasl ynpaBieHYecKuX JOKYMEHTOB.
[lonaTne «PyHKIUN TOKYMEHTa», MOJU(PYHKIMOHAIBHOCTh JOKyMEHTOB. CBOMCTBA TOKYMEHTOB.
Knaccudukanus 10KyMeHTOB.

Tema 2. UcTopusi pa3BUTHS 1eJ10NIPON3BOICTBA

Jlenonpou3BoACTBO B JpeBHEPYCCKOM Tocynapctse. [IpukasHoe Aenonpou3BOACTBO.
Konnexckoe penonpousBoactBo. MUHHCTEPCKOE EIONPOU3BOACTBO Jl€I0NponU3BOJICTBO B
COBETCKHX yupexJIeHHUsIX. ['ocy1TapcTBEHHOE J1€J0MPOU3BOJCTBO B COBPEMEHHYIO AMOXY.

Tema 3. CoBpeMeHHO€E rocy1apcTBEeHHOE Pa3BUTHE /1eJ10NPOU3BOICTBA

3aKOHOAATEIbHOE PETYIMPOBAHKUE JIEJIONPOU3BOJICTBA M OCHOBHBIE €ro HarpaBJCHHUS.
HopMaTuBHO-METOIMYECKOE PETYJIMPOBAHUE JIETIONPOU3BOJCTBA [ OCyAapCTBEHHBIE CTaHAAPTHI,
WX pOJdb U 3HadeHwe (craHgapTusanus) TumoBas HMHCTPYKIMS IO JIEJIONPOU3BOJCTBY B
(benepanbHBIX OpraHax MCIOJHUTENBbHOM BiacTH. [IpaBuia mo aenonpousBOACTBY B (enepaibHbIX
OpraHax HUCIHOJHHUTEIbHOW BIIACTH. MeToauyecKne peKOMEHJalUu Mo pPa3paboTKe WHCTPYKUUH
10 JIeNIOTIPOU3BOJCTBY B (pelepaibHbIX OpraHax HCIOJHUTENLHOW BIAacTH. YHHU(HUIMPOBAHHBIC
CUCTEMBI JOKyMeHTaluu. HopMaTuBHBIE JTOKYMEHTHI IO TPYAY U OXpaHE U Tpyaa

Tema 4. IIpaBuia cocraBiaenus U oGpopmiIeHHs TOKYMEHTOB

®opmatel Oymarn u mons. Hymeparust auctoB. dDopmysip-oOpaser. TpeGoBanus kK
OnmaHKaM JOKYMEHTOB. XapaKTepUCTHKAa TOCYAApCTBEHHOTO CTaHAapTa «YHU(UIUPOBAHHBIC
CUCTEMBbl JOKyMEHTAllMH. YHHUPUIMPOBAHHAs CHUCTEMa OPTraHU3ALMOHHO-PACTIOPSIUTEIbHON
nokyMeHTaruu. TpeboBanus k odopmienuto aokymentoB» ['OCT P. IlpaBuma odopmieHus
JIOKYMEHTOB TPU HMCIOJIb30BAaHUM TEXHHUYECKUX CpeAcTB. CocTaB peKBU3UTOB NOKymMeHTOB OP/I.
[IpaBuna odopmieHHss PEKBU3UTOB 3arojJOBOYHOM YaCTH JOKyMeHTa: yrioBoe (¢aroBoe u
LIEHTPOBaHHOE), TMpoaonbHOe (1eHTpoBanHoe). Odopmienue repba Poccuiickoit deneparum,
cyobekra PO, sMO1eMbl opraHu3anuy Wi TOBapHOTo 3Haka. Kox opranuzanumn-aBropa JOKyMEHTA.
OcHOBHOI1 roCy1apCTBEHHbBIN pEerucTpallMOHHBIN HOMEP OPUIMYECKOTO JIULA.
NnenTudukaMoHHbI HOMEp HAJIOTOIUIATENBIINKA/KOJl TMPUYMHBI TMMOCTAaHOBKM Ha Y4ér. Kon
¢dbopMbl 1okymMeHTa. HanMeHoBaHHMe opraHuzanuu -aBTopa AoKyMeHTa. CrpaBOoYHbIE AaHHBIE 00
OpraHM3alMM - aBTOpe JoKyMeHTa. Ha3anume Buga nokyMmeHrta. Jlara [OKyMeHTa.
Peructpanmonnsiii Homep nokymeHTa. Ccblika Ha PETMCTPALIMOHHBIA HOMEpP M JaTy JOKYMEHTA.
[Mopsimox odopmileHUs] PEKBH3UTA «ajapecary. PEeKBU3UTHI coaepKaTelbHON YacTH: TpeOOBaHHUS K
TeKcTaM JOKyMeHTOB. CokpaléHHbIe CiioBa. YTMOTpeOsieHne S3bIKOBBIX (Popmys. SI3bIK TekcTa.
DNEeMEHTHI TEKCTa JOKYMEHTA. 3arojIoBOK K TEKCTY TOKyMeHTa. OTMETKa O HAaJIM4YUU MIPUIIOKEHNUS.
PexkBu3uTel odopmIIsionIed YacTH MNONANMUCAHHME U YTBEpXkAeHUEe AoKyMeHToB. CoriacoBaHue
NOKyMeHTOB. OTTuck nedatu. BusumpoBanue nokymMeHTOB. OTMETKM Ha JOKYMEHTE: OTMETKA O
MOCTYIUIEHUU TOKYMEHTA B OPTaHU3AIIMI0, PE30JIIONHSI, OTMETKA O KOHTPOJIE, OTMETKA O 3aBEPEHHUU
KOMHMU JTOKyMeHTa. MaeHTn(ukaTtop 31eKTpOHHON KOnmuH JoKymeHTa. OTMeTKa 00 HCIOJIHHTENE.
OtmeTka 00 UCHIOJIHEHUH JTOKYMEHTa U HampaBlieHuu ero B feno KOpuaudeckas cuna JTOKyMEHTa.
IOpuanuecku 3HaUNMBbIE PEKBU3UTHI.

Tema 5. Opranu3anoOHHO-PaCOPSAUTEIbHbIE TOKYMEHTHI.

Opranu3alliOHHO-TIPaBOBbIE  JOKYMEHTBI, WX Ha3HaueHHWe U conaepkanue. OOmue
TpeOOBaHUS K OPraHMU3allMOHHBIM JAoKyMeHTaM. [IpaBuna coctaBieHue U opopMIIEHHE OTICIbHBIX
BUJIOB OPraHU3alMOHHO-TIPABOBBIX JOKYMEHTOB: YCTaB MPEANPHUATHUS JOKHOCTHAS WHCTPYKIIHUSA,
MI0JIO’)KEHUE, IITAaTHOE pAaclUCaHhe, CTPYKTypa M IITaTHAas YHCIEHHOCTb. BakHOCTb M 3HaUYeHHE
3THX JOKYMEHTOB B JAESITENBHOCTU Mpeanpusatus. PacmopsiautenbHbie TOKyMeHTb. OcoOEHHOCTH
MOJTOTOBKH  PAaCIOPSAIUTEIbHBIX  JTOKyMeHTOB. lloaroroBka u  odopmieHHE IPHUKA30B.
OcoOenHoct odopmileHUsT BBIMUCKH W3 TMpukaza. Crneunnduka HAMUCAHUS PACHOPSIKEHHH,
peneHui.

Tema 6. Cucrema HHPOPMANMOHHO-CIIPABOYHOMH JOKYMEHTALNH.

Haznauenue nadopmanoHHO-CIIPaBOYHOM JOKYMEHTAIUH B YIIPaBJICHYECKOMN
JEeSTeNbHOCTH. XapaKTePUCTHKAa OCHOBHBIX BHUJOB CHPaBOYHO-MH(POPMAIIMOHHBIX U CIIPABOYHO-

4



aHAJTMTUYECKUX JTOKYMEeHTOB. [IpoTokomsl. TpeGoBaHus k coctaBieHuo U opopmiieHuto. [TomHble
u  Kpatkue Qopmbl NpoTOKoJOB. AKTh. TpeGoBanus k odopmieHuio aktoB. [Ipouemypa
MOJrOTOBKH, COCTAaBICHHE U OQOPMIICHHE JOKIAJHBIX U OOBSICHUTEIbHBIX 3aIUCOK, CIIPABOK,
3as1BJICHUH, NIPEICTABICHUN, IIPEITIOKECHUNA U JP.

Tema 7. Ciy:keOHasi mepenucka.

[IpaBuna u TpeOGOBaHUS K JeI0BOMY IHCbMY. COBOKYITHOCTh PEKBU3UTOB O(UIIMATIHLHOTO
IUCbMA M IpaBuWiIa UX opopMiIeHUs. S3bIK M CTWIb OQHUUMANBHBIX nuceM. CTpyKTypa HMUCbMA.
OTHKET B /1€710BOM nepenucke. OCHOBHBIE TPeOOBAaHUS K TEKCTY CIIy:KeOHOTO nmuchbma. OTaenbHbIe
BUJIbI nuceM  (MH(pOpPMAIMOHHOE,  TapaHTUHHOE,  NUCbMO-OTBET,  MHCbMO-3aIPOC,
COIIPOBOJIUTENHHOE MMChMO). MexnyHapogHas nepenucka CTpyKTypa U CMBICIIOBBIE YaCTh MTUCHMA.
Cruiib TEKCTOB U 0(hOPMIIEHHUE JI€TI0BOTO MTUChMA.

Tema 8. JlokyMeHTBI 110 JTUYHOMY cocTaBy. CocTaB/ieHHe JJMYHBIX JOKYMEHTOB

CoctaB M BHUABl JOKYMEHTAllMM [0 JIMYHOMY COCTaBy. YHUQUIMPOBAHHBIE (OPMBI
nokymeHntoB. Ilpuka3. Odopmienne npuéma Ha pabory. IlepeBox Ha napyryr paborty.
IIpenocraBnenue ormycka. YBoJdbHEHUE ¢ paboThl. CocTaBi€HUE JUYHBIX JOKYMEHTOB (pe3toMe,
aBTOOHOTpadus, XapaKTepUCTHKA, aHKETA, JIOBEPEHHOCTh, PACIIUCKA).

Tema 9. Opranuszanusi padoThl ¢ JIOKYyMEHTAMM

[TonsiTe «aokymeHToobopoTa». IlpaBuia opranuzanuu 10KyMeHTOo000poTa. YueT oobeMa
JOKyMEHT0000poTa. OCHOBHBIE 3Tallbl M MNPUHLUUIBI PaOOTHl C BXOJAIIMMH, UCXOASIIUMH U
BHYTPEHHUMH JOKyMeHTamu. I[IpaBuia peructpauud H HHICKCAlUM JOKyMEHTOB. Dopmbl
peructpanyu. KoHTposb UCTIONHEHUS TOKYMEHTOB.

Tema 10. Cucremarusanusi 1 XpaHeHHe YIPABJICHYECKHUX JOKYMEHTOB.

[ToHsATHE «HOMEHKJIATYpa A€», BUbl HOMEHKJIATYpHI Jes1. TpeGoBaHus, MpeabsBisieMble K
COCTAaBJICHUIO HOMEHKJIATyphl Jei. DopMupoBaHME Jeid B OpraHu3anuu. TpeOoBaHUS K
(GopMHpOBaHUIO Jed. OKCIepTu3a ILEHHOCTH JOKYMEHTOB. TpeOoBaHHUs, MNpenbsBIsIeMble K
OpTaHU3aIMU U MPOBECHUIO SKCIIEPTU3bI IEHHOCTH JOKYMEHTOB.

4.3. [IpakTuyeckue 3aHATHS / 1a00paTOPHbIE 3aHATHSA

Tema 2. Mctopus pa3BuTusi AeIOMPOU3BOICTBA
Tema 3. CoBpeMeHHOE rocyAapCTBEHHOE Pa3BUTHUE JIETIONPOU3BOICTBA
Tewma 4. TIpaBuna coctaBieHus u opopMIIEHUSI JOKYMEHTOB
Tema 5. Opranu3aliiOHHO-PaCIOPSAUTEIbHBIE JOKYMEHTHI.
Tema 6. Cuctema uH()OpPMALIMOHHO-CITPABOYHOM JJOKYMEHTAIUH.
Tema 7. CinyxeOHasi nepenucka.
Tema 8. JIokyMeHTBI 110 TUYHOMY cocTaBy. COCTaBJIEHNE TUYHBIX TOKYMEHTOB
Tema 9. Opranuzanust paboThl C TOKYMEHTaMHU
Tema 10. CucteMaTtu3anuus U XpaHEHUE YIIPABICHUYECKUX JOKYMEHTOB.
5. Y4eOHO-MeTOAMYECKOEe U HH(POPMALMOHHOE 00ecneuyeHue JUCIUIIMHBI

5.1. OcHoBHas1 JUTEpaTypa

1. Kab6amos, C. FO. Jlenonpon3BoACTBO U apXUBHOE JAENIO B TEPMHHAX U OIPEACTCHHIX:
yaeoHoe mocobue / C. 0. Kabamos, 1. I'. Achanausiposa. — 3-¢ u3z., crep. — Mocksa: ®JIMHTA,
2018. - 295 C. — Pexum JIOCTYyTIa: o IMOIMHUCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=69168

2. ApacnanoBa, B. A. CnyxeOHble HOKYMEHTHI: (HOPMYISIpI U TpUMEpHl O(OpMIICHUS.
AnpOoM: ydeOHO-TIpakTHUeckoe mocobue: [12+] / B. A. ApacnanoBa, E. C. BypmucrpoBa. —
Mocksa; bepmun: Hupekr-Meama, 2020. — 108 c. — Pexum poctyma: mo MOINUCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=578396

5.2. JlonosHUTEJIbHAS JJUTEPATypa

1. Hokyment. Apxus. Mctopusi. COBpeMEHHOCTh: COOPHUK HAYYIHBIX TpyAoB / TiI. pea. JI. H.
Ma3syp; Ypanbsckuil ¢peaepanbHblii yHuBepcuTeT M. nepsoro [Ipesuaenta Poccun b. H. Enbruna,
VYpanbckuil ryMaHuTapHbId UHCTUTYT. — EkatepunOypr: M3naTenbecTBO Y paabCKOro YHUBEPCUTETA,
2020. — Bemyck 20. — 361 c.: cxem., Tabm. — Pexum gocTtyma: mo TOANUCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=698984




2. I'punbepr, A. C. JlokyMeHTallMOHHOE oOecredyeHue yrpaBleHHs: Y4yeOHuK /
A. C. I'pun6epr, H. H. I'op6aués, O. A. MyxametmnHa. — MockBa: FOuutu-/lana, 2017. — 392 c.:
TalI., rpad., ui., CXEMBI — Pexum JIOCTYTIA: 1o TTO/IMHCKE. —
URL.: https://biblioclub.ru/index.php?page=book&id=684757

5.3. JInneH3uoHHOE MPOrpaMMHOe olecrieyeHne
1. Microsoft Windows 10 Pro
2. Microsoft Office 2007

5.4. CoBpeMeHHble TMpodeccCHOHAJIbHbIE 0a3bl JaHHBIX MW HHPOPMAIMOHHbIE

CIIPABOYHbIE CHCTEMBbI

1. KommnbroTepHbie HH)OPMAIIMOHHO-TIPAaBOBBIE cucTeMbl « KOHCYybTaHT»
http://www.consultant.ru , «I"apanT» http://www.garant.ru
OdunmanbHbI HHTEpHET-MOPTaN MpaBoBOi nHGopMaIuu http://pravo.gov.ru
AJIMUHHUCTPATUBHO-YTPaBIICHUYECKHI mopTan http:/ www.aup.ru/
[TopTan rocyaapcTBeHHOMN IpakJaHCKON Cry>kO0bI https://gossluzhba.gov.ru
Hayunas snektponnas 6ubnmoreka http:// www.elibrary.ru
OBC «YHuBepcureTckas OubanoTexa oHaiiH» https://biblioclub.ru/index.php
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6. MaTepuabHO-TEXHUYECKOe o0ecnedeHne I CHUITUHbI

1. JlekimoHHasi ayAMTOPUS, ay AUTOPHS JUIsl TPYIIOBBIX U UHIUBUAYAJIbHBIX KOHCYJIbTALIUMN,
OCHAIIICHHAs KOMIUIEKTOM MeOenu i y4eOHOro mpoliecca, Y4eOHOM JTOCKOM, MepCOHATbHBIM
KOMITBIOTEPOM, IJIA3MEHHOM MMaHEIIbIO.

2. Aymutopuss I TNPOBEACHUS NPAKTUYECKUX W CEMUHAPCKUX 3aHATUH, TEKYLIEro
KOHTPOJISI ¥ TPOMEXKYTOYHOH aTTeCTAllMH, OCHAIEHHAs KOMILUIEKTOM MeOenu sl y4eOHOro
nporiecca, y4eOHOU JOCKOH, MepCOHATBHBIM KOMIIBIOTEPOM, TUIA3MEHHOMN TTaHEbIO.

3. Ayauropus Uit CAaMOCTOSITEIbHON PabOThI CTYICHTOB, OCHAIIIEHHAS! KOMIUIEKTOM MeOenn
Ui ydeOHOro mporecca, y4eOHOM TOCKOW, MepCOHATbHBIMH KOMITBIOTEPAMH C BO3MOXXHOCTBIO
MOJIKIIIOUEHUS K ceTh «VIHTEepHET» U IOCTYNOM K 3JIEKTPOHHOH MH(OPMAIIMOHHO-00pa30BaTeIbHON
cpene YHUBEpPCUTETA.

7. MeToauuecKkue PECKOMEHIAIMHA 110 OPraHu3alui H3YYCHUA TUCHUIIJIHHBI

7.1. MeToau4eckue peKOMEH/IAlUH MPenoIaBaTeio

Jannblil pasznen HacTodled pabodedl mporpaMMbl IpeiHa3HAyeH JUIsl HAYMHAIOIIUX
IpernoiaBaTesieil ¥ CIennalucTOB-NIPAaKTUKOB, HE UMEIOLIUX OIbITa MPENnoaBaTeIbCKOW PaboOTHI.

Jucnmmuimaa «OCHOBBI  JCTIONIPOM3BOJICTBA M JOKYMEHT0000poT»  (opMupyer y
oOyuyaromuxcs komnoHeHTsl kKommereHimu: OIIK-4 u OIIK-7. B ycnoBusix KOHCTpYyHpOBaHUS
o0pa3oBaTeNbHBIX CHCTEM Ha MPUHIUNAX  KOMIIETEHTHOCTHOIO  IOJAXO0Ja  MPOU30LLIO0
KOHIIETITYyaJIbHOE HM3MEHEHHUE POJIM IPerojaBares, KOTOPbIM, HapsAdy C TPaJuLMOHHON pOJIbIO
HOCUTENIl  3HAHWH, BBINONHACT (YHKIMIO OpPraHM3aTopa  HAyYHO-TIOMCKOBOW  pabOTHI
o0yyarolerocsi, KOHCYJbTaHTa B IpoLeypax BblOopa, 00pabOTKH M MHTEpHpeTaluy HHPOpMaIUY,
HEOOXOAUMOM JJISl TIPAKTHUECKOTO JACHCTBUS M JAbHEHUIIETO Pa3BUTHSA, YTO JAOJDKHO 00S3aTEEHO
YUUTBIBATBCS NIPU MPOBEJCHUN JIEKIIMOHHBIX U MPAKTUYECKUX 3aHATHH MO JucHMIUIMHE «OCHOBBI
JIeTTOTIPOU3BOICTBA U TOKYMEHTOOOOPOTY.

[IpenonaBanne TeopeTUUECKOro (JIGKLMOHHOIO) Marepuana Mo JucuuIiuiiHe «OCHOBBI
JIeTIOTIPOU3BO/ICTBA U JIOKYMEHTOOOOPOT» OCYILECTBIISICTCSI HAa OCHOBE MEKIMCUUIUIMHAPHON
MHTErpalui U 4eTKUX MEXAMCLUIUIMHAPHBIX CBs3€H B paMkax oOpa30BaTeNbHOW IPOrpaMMBbl U
ydeOHoro 1aHa 1o HanpasieHuo 38.03.04 ['ocynapcTBEHHOE M MyHULIMIIAIIBHOE YIIpaBJICHHUE.

ITonpoOHOE conepkaHue OTAEIbHBIX PA3/A€JI0B AUCHUILIMHBI « OCHOBBI JEI0NPOU3BOICTBA U
JOKYMEHTO000pOT» paccMaTpuBaeTcs B 11.4.2 pabodeil mporpaMMel.



MeTtoauka onpeaeneHus UTOrOBOI0 CEMECTPOBOTO peHTHHIa 00ydaroLierocs no AUCIUIIIMHE
«OCHOBBI JIEJIONPOU3BOJICTBA M JOKYMEHTOO0OpOT» npencTaBieHa B coctape POC no qucuuruimHe
B I1.8 HACTOSIIEH paboueli MporpaMMBI.

[Ipumepnbie Tembl pedepaToB M BapHaHThl TECTOBBIX 3aJaHUM JAJS TEKYIIETO KOHTPOJIS H
NepevYeHb BOIPOCOB K IK3aMEHY 10 AUCLUILIMHE npeacTaBieHsl B coctape @OC no qucuuiuivHe B
1.8 HacTosmeil paboyeil MporpaMMBl.

IlepeyeHb OCHOBHOM M JONOJHUTEIBHON JIMTEPATYypbl M HOPMATHBHBIX JOKYMEHTOB,
HEOOXOJMMBIX B  XOJ€ TMpPENojaBaHUsl JUCUUIUIMHBI  «OCHOBBI  JENONPOU3BOJACTBA U
JIOKyMEHTOO0OpOT», IPUBEJEH B 1.5 HacTosIIel padoueld mporpammbl. [IpemogaBarento ciemyer
OpPHEHTUPOBATh O0YYAIOIINXCS HA UCIOIH30BAHUE MIPU MOATOTOBKE K MPOMEXYTOYHOM aTTecTaluu
OpPUTMHAJILHOW BEPCUU HOPMATUBHBIX JOKYMEHTOB, IEHCTBYIOIIMX B HACTOSAIIEE BPEMS.

7.2. MeToanueckue yKazaHusi 00y4aromuMcst

OOyuenne mo aucrumuHe «OCHOBBI  JICNIONPOM3BOJACTBA M JOKYMEHTOOOOPOT»
MperoiaraeT M3yuyeHue Kypca Ha ayJAUTOPHBIX 3aHATHSX M B XOJI€ CAMOCTOATEIbHOW pabOTHI.
AyIUTOpHBIE 3aHATHS TPOXOAAT B (opMe JEKIUN U MpaKTHUYECKUX 3aHATHH. CaMoCTOsTEeNbHAS
paboTa BKJIIOYAET pa3HOOOPa3HbIN KOMIUIEKC BUIOB U (hOPM pabOThl 00ydaronuxcs.

JIJis yCTIeNTHOTO OCBOEHUS COJEP KaHUS JUCHUTUTHHBI U JOCTHKEHHUS TTOCTABJICHHBIX IleNiei
HE00XO0IUMMO TIO3HAKOMUTHCS CO CIEAYIOIIUMH JOKYMEHTaMH: BBIMMCKOM M3 Y4eOHOro IjiaHa 1o
JTAaHHOW  TUCIUIUIMHE, OCHOBHBIMHU TMOJIOKCHHUSMH pabouyeil  MmporpaMMbl  JUCIMILTUHBI,
KaJleHJAApHBIM  y4eOHO-TEeMaTHYECKUM IUJIAaHOM JUCHMIUIMHBL. JIaHHBI MaTrepual MOXKET
MIPEICTaBUTh MIPEToAaBaTellb Ha BBOJHOW JIEKIIUU UM CAMOCTOSITETTFHO O0YUYaIONIHIICS UCTIONb3yeT
JAaHHBIC JIOKAJIbHON MH(OPMAITMOHHO-OMOIMOTEYHOM CUCTEMBbI Y HUBEPCUTETA.

Crnenyet 0OpaTuTh BHUMAHUE HA CIIUCOK OCHOBHOW M JTOTIOTHUTEIHHON JTUTEPATYPhl, KOTOpast
MMeeTCs B JIOKaIbHON MH(GOPMallMOHHO-OMOIHOTEYHOM cucTeMe Y HUBEpCUTETA, Ha Ipe/jiaraeMbie
mpenojaBaTesieM pecypchl HWHGOPMAIMOHHO-TEIEKOMMYHHUKAIIMOHHOW cetn «HTepHeT». Ota
nH(popmaIysa HeoOXoauMa IS CAaMOCTOSTEIFHOM paboThl 00yJarONIerocs.

[Ipyn moAroTOBKE K ayJWTOPHBIM 3aHATHSIM HEOOXOJAMMO MOMHUTH OCOOCHHOCTH Ka)XIou
(hopMBI ero MpoBECHUSI.

IloaroroBka k aexunu

C nenbio obecrieyeHus! yCHemHoro o0y4eHus: 00y4aronuiicst JOKeH TOTOBUTHCS K JIEKLIUH,
KOTOpas sBJsIeTCS BaKHEHIIeH (opMOii opraHu3aluy yueOHOro mporecca, IoCKOIbKY:

3HAKOMHUT C HOBBIM YYEOHBIM MaTepHAIIOM;

pa3bACHSET YUeOHBIE TIEMEHTHI, TPYIHBIC JJIsl TOHUMAaHWS;

CUCTEMAaTU3UpYyeT yueOHBI MaTepHa;

OpPUEHTHPYET B y4eOHOM Mporiecce.

C 3TOM NEeNnkIo:

BHUMATEIHHO POYHUTANTE MaTepUal MPEABIAYIICH JITEKINN;

03HAKOMBTECh C YyYE€OHBIM MaTepHAJIOM IO YYCOHHKY M Yy4EeOHBIM MOCOOUSM C TEMOM
MPOYUTAHHOM JIEKIIUU;

BHECHUTE JIOTIOJIHEHUS K TIOJyYEHHBIM paHee 3HAHUSAM [0 TeMe JIEKIIMU Ha MOJSIX JIEKIMOHHON
TETpaIu;

3aMUIINTEe BO3MOXKHBIE BOMPOCHI, KOTOPBIE BBl 3a/1aJUTE JIEKTOPY Ha JIEKLUUHU [0 MaTepuaity
W3Y4YCHHOH JICKIIHH;

MIOCTapPANTECh YSACHUTh MECTO U3y4a€MOM TEMBI B CBOEH MOJATOTOBKE;

y3HAWTe TeMy MPEICTOSIIEH JeKIUH (110 TeMaTHYECKOMY IIaHy, 0 HHPOpPMAIIUH JIEKTOpa) U
3anuiuTe UH(pOpMaIHIo, KOTOPOl BBl BIaJ€eTe O JaHHOMY BOIIPOCY.

[ToaroToBKa K CEMUHAPCKUM 3aHSATUSM

CnenyeTr pasyMHO OpraHM30BBIBATH padOTy MO MOATOTOBKE K CEMUHApcKoMy 3aHATuiO. K
TeMe KaXXIOro CeMUHapa AaéTcsi OMpEeNeNEHHBIM IJIaH, COCTOSIIUNA W3 HECKOJBKUX BOMPOCOB,
PEKOMEHIYETCs CIIMCOK JIUTEPATyphl, B TOM uucie, U o0a3aTenbHoi. PaboTy cienyer opraHu3oBaTh
B TaKOM MOCJIe0BATEIbHOCTH

MIPOYTCHUE PEKOMEH/IOBAHHBIX TJIaB U3 PA3IMYHBIX YICOHHUKOB;

03HAKOMIJICHHE C OCTAJIbHOM pEKOMEHIOBAHHOM TUTEPaTypOil U3 0053aTEIHHOTO CITUCKA;



YTEHHE U aHAJIW3 KaKJ0T0 UCTOYHUKA (JOKYMEHTA).

[Ipexne Bcero, cienyeT 03HAKOMUTBCSI C METOJIMYECKUMH YKa3aHUSIMU K KaXKJIOMYy CEMUHApY.
CrnenyeT ysICHUTb 3HaUCHHE T€X apXaWyHBbIX U HE3HAKOMBIX TEPMUHOB, YTO BCTPEUAIOTCS B TEKCTE.
[TogroroBeTe OTBETHI HAa KaKIblil Bompoc IaHa. Kaxmoe mojokeHue OTBETa MOATBEPIKIACTCS
(ecmu opma cemHHapa 3TO MpPeAyCMaTPUBAET) BBIACPKKON U3 oKyMeHTa. [loAroToBKy cremyer
OTpa3uTh B BHJIE€ IUIAHA B CHELUAJIbHON TeTpaau MOATOTOBKM K ceMuHapaM. Ha cemuHapckom
3aHSITUM TPUBETCTBYETCA Jto0as (opma BOBIEUEHHOCTU: ydacTUE B OOCYKACHUHU, TOTOTHEHHUS,
KpUTHKA - BCE, YTO IOMOTAeT OOJIee MOTHOMY U SICHOMY TOHMMAaHUIO MTPOOIEMBI.

Pesynprarel paboThl Ha CeMHMHape IMpenojaBaTelb OLCHUBACT U YYHUTHIBAET B XOJE
MPOBEACHUS TEKYIIEH aTTeCTaliu.

[Ipomexytounas arrectanust 1o  gucuumiimHe  «OCHOBBI  JIE€JIONPOU3BOJCTBA U
JIOKYMEHTOO0OpOT» MPOXOAuT B (popMme 3K3aMeHa. DK3aMEHAIMOHHBIM OWIIET TO IUCIUILUIMHE
COCTOMT M3 2 BOIPOCOB TEOPETUYECKOrO XapakTepa W MpakTU4YecKoro 3ananus. [IpumepHbiit
fepeyeHb BOMPOCOB K d3K3aMeHy 1o jaucuuiuiiHe «OCHOBBI  JI€TOMPOM3BOJICTBA U
JIOKYMEHTOO0OpOT» U KPUTEPHH OLICHKH OTBETa OOydalolerocs Ha 3K3aMeHe JUIsl esield OLEeHKU
JOCTHKCHHSI 3asBIICHHBIX WHAUKATOPOB CPOPMUPOBAHHOCTH KOMIIETEHIINI MPUBEICHBI B COCTABE
®OC o gucIuIuIMHE B 1.8 HacTOosIIEH pabodeil mporpaMMel.

OOyuarommiicst TOMycKaeTcst K MPOMEXKYTOUHOM aTTeCTAIllUH MO JUCIUILTUHE HE3aBHCHUMO OT
PE3yNIbTAaTOB TEKYILIETO KOHTPOJISI.

8. ®oH O1IEHOYHBIX CPEACTB MO JUCUUILIUHE

8.1. IlepeyeHb KOMIETEHIHWI ¢ yKa3aHHeM J3TanoB X (OPMUPOBAHHUS B Npouecce

OCBOCHHUA NTHUCHUIIJINHDBI. (I)OpMI)I KOHTPOJIA (l)OpMI/IpOBaHI/Iﬂ KOMIIeTeHIInii

Konx n HaumeHnoBanme NuaukaTopsl J0CTHXKEHUS Jranbl
KOMIIeTeHI U KOMIIETeHIIU U ®opma (popmupoBanus
KOHTPOJIA (pa3neant
AMCUUIIMHBI)
OIIK-4. Cnocoben NOIIK-4.1. OcymecTBiser
pa3pabaThIBaTh MPOEKTHl | IPaBOBYIO U
HOPMATHBHBIX MIPABOBBIX | aHTUKOPPYILIUOHHYIO [IpomexxyToun
aKToOB B cepe AKCIEPTU3Y MTPOEKTOB bIil KOHTPOJIb!
npodeccuOHATBLHON HOPMATHBHBIX MIPABOBBIX aKTOB | 3K3aMEH
JIeATEeITLHOCTH, B c(hepe mpodeccnoHanbHON Texymuit
OCYILIECTBIIATh UX JIeATETbHOCTH KOHTPOJIb: 1-10
MpaBoOBYIO U HNOIIK-4.2. OneHuBaer | ompoc Ha
AHTUKOPPYIIIMOHHYIO pEeryJIMpyromee  BO3ACHCTBUE | NPAKTHYECCKUX
OKCIICPTHU3Y, OLCHKY MIPOEKTOB HOPMATUBHBIX | 3aHATHAX,
PETYIHPYIOLIETO IpaBOBBIX akToB B cdepe | pedepar;
BO3JICHCTBUS U po(eCCHOHANEHOM TECTUPOBAHUE
IIOCIIEACTBUN UX JEATEIIBHOCTH M IOCIEACTBHS
MIPUMEHEHUS VX IPUMEHEHUS
OIIK-7. CnocobeHn NOIIK-7.1. Onpenensier
OCYILIECTBIIATH 3a1a4n npodeccruoHanbHON [IpomexxyToun
BHYTPUOPTaHU3AL[MOHHBIE | I€ATEIBLHOCTH B 001aCTH bIil KOHTPOJIb!
1 MEXBEJIOMCTBEHHbIE OCYILIECTBIICHUS JK3aMEH
KOMMYHUWKAIIHH, BHYTPHUOPTaHA3ALIMOHHBIX, Tekymmit
obecreynBaTh MEKBEJIOMCTBEHHBIX KOHTPOJIb: 1-10
B3aUMO/ICHICTBUE OPTraHOB | KOMMYHHUKAITUN U OIIpocC Ha
BJIACTH C TPaXKJAaHAMHU, B3aUMOJICMCTBUS OPraHOB MPAKTUYECKHUX
KOMMEPUYECKHUMHU BJIACTH C Tpa)KJaHaMU U 3aHATUSAX;
OpraHu3alUsIMU, MHCTUTYTaMU TPaXXJaHCKOIO pedepar;
WHCTUTYyTaMU oOuiecTBa TECTUPOBaHUE
rpaxkanckoro odmectsa, | MOIK-7.2. Opranusyer




CpeaCTBaMU MacCOBOM JIETIONIPOU3BOJICTBO u
uHpOpMAITUU JIOKyMEHTOOOOPOT B OpraHax
BIaCTH 1 oOecrieueHus
BHYTpPHU- U MEKBEIOMCTBEHHBIX
B3aMOJIEUCTBUN

8.2. [Toka3aTe/in U KPUTEPUH OLCHUBAHUS KOMIIETEHUMII NPU H3yYeHUH JMCHUILIMHBI,
ONHUCaHHe IIKAJ OLeHUBAHUSA

8.2.1 Kputepuu oueHKH 0TBETa HA IK3aMeHe

(popmupoBanue xommnereHuuit OIIK-4, unnukaropsr MOIIK-4.1, NMOIIK-4.2; OIIK-7,

unaaukatopel MOIIK-7.1, MOTIK-7.2)

«5» (oTaM4HO): OOYy4YaIOIIUNCS JAEMOHCTPUPYET CHCTEMHBIE TEOPETUYECKUE 3HAHUS,
MPAKTUYECKHE HABBIKH, BIIAJICET TEPMUHAMU, JIeJaeT apryMEHTHPOBAHHbBIE BBIBOJBI U 00OOIICHHUS,
MPUBOAUT TMPUMEPHI, TIOKa3bIBACT CBOOOIHOE BJaJICHHE MOHOJIOTHYECKOH pPeublo M CIIOCOOHOCTH
OBICTPO pearupoBaTh Ha YTOUHSIOUINE BOIPOCHI.

«4» (xopomo): oOyyarolUiCsS [IEMOHCTPUPYET IPOYHBIE TEOPETHUUECKUE 3HAHUS,
MIPaKTUYECKHE HABBIKHU, BJIAJICET TEPMUHAMH, JI€JaeT apryMEHTHUPOBaHHbIE BBIBOJBI U 0000IIECHHUS,
MIPUBOJUT IMPUMEPHI, NMOKA3bIBAET CBOOOJHOE BJIAJIEHUE MOHOJOTMYECKOH pedblo, HO MPH ITOM
JieNlaeT HECYIIECTBEHHbIE OIIMOKH, KOTOpble OBICTPO HCHPABISET CAMOCTOSITEIBHO WIH TNpU
HE3HAYMUTEJIbHOM KOPPEKLMHU ITPENO1aBaTEIIEM.

«3» (YyA0BJIETBOPHUTENbHO): O0yUYaIOIIUICS AEMOHCTPUPYET HETrNIyOOKHE TEOPEeTUYECKHE
3HaHUs, TMPOSBISIET cJad0 CPOPMHUPOBAHHBIC HABBIKM AaHaNW3a SIBICHUM W TIPOLIECCOB,
HEJ0CTaTOYHOE YMEHUE JIEJIaTh apryMEHTUPOBAaHHBIE BBIBOABI U IPUBOJUTH IIPUMEPSHI, TIOKA3bIBACT
HEJ0CTaTOYHO CBOOOJIHOE BIIAJICHUE MOHOJOIMYECKOM peubl0, TEPMUHAMH, JIOTUYHOCTBIO H
MIOCJIEZIOBATEILHOCTRIO HM3JI0KEHUS, JeNaeT OIIMOKH, KOTOpPbIE MOXKET HCIPABUTh TOJIBKO MpHU
KOPPEKLHHU MTPENnoaBaTesIeM.

«2» (HeylI0BJIETBOPHUTEIbHO): OOYYAIOIINIICS AEMOHCTPUPYET HE3HAHWE TEOPETHUECKHUX
OCHOB IIPEIMETa, OTCYTCTBHE MNPAKTUYECKUX HABBIKOB, HE yMEET JeNaTb apryMEHTHPOBAHHBIC
BBIBOJIBI U TPUBOJUTH IMPHUMEPHI, MOKa3bIBaeT cjaboe BlaJeHHE MOHOJIOTHYECKOW peublo, He
BJIAJECET TEPMUHAMHU, HPOSBISIET OTCYTCTBUE JIOTMYHOCTH M IOCJIEAOBATEILHOCTU H3JI0KEHHUS,
Jenaer OuMOKH, KOTOpPbIE HE MOXKET MHCIPAaBUTh JaXe MPH KOPPEKIHH MpenojaBaTesieM,
OTKa3bIBA€TCS OTBEYATH HA JIONIOJHUTEIbHBIE BOIIPOCHI.

8.2.2 Kpurepuu oneHk# padoThl 00y4ar0mIerocsi Ha NPAKTHYECKUX 3aAHATUAX
(popmupoBanue xommnereHuuit OIIK-4, unnukaropsr MOIIK-4.1, MOIIK-4.2; OIIK-7,

unaukatopsl MOIIK-7.1, MOTIK-7.2)

«5» (0TJIMYHO): BBIIOJIHEHBl BCE MPAaKTUYECKHE 3a/aHus, MPEIyCMOTPEHHBIE
MPAKTUYECKUMH 3aHITUSIMH, OOydaromUicss 4eTKO M 0e3 OIMOOK OTBETHJI Ha BCE KOHTPOJIbHBIE
BOIPOCHI, aKTUBHO pabOTal Ha MPAKTUUECKUX 3aHATHUSX.

«4» (Xopolo): BBIIOJHEHH BCE MPAKTUYECKUE  3aJaHHsl, MPEAYyCMOTpPEHHbBIC
MPAKTUYECKUMH 3aHATHSIMH, OOYYarOMIMiCS ¢ KOPPEKTHPYIOMIMMHU 3aMEUaHUsIMU TpernofaBaTens
OTBETHJI Ha BCE KOHTPOJIBHBIE BOTPOCHI, TIOCTATOYHO aKTUBHO padOTal Ha MPAKTHUECKUX 3aHSATHUSX.

«3» (Y10BJIETBOPUTEJIBHO): BBITIOJHEHBI BCE MPAKTUYECKUE 3aJaHUs, TPEIYCMOTPEHHBIC
MPAKTUYCCKUMH 3aHATHUSAMHU C 3aMCUaHUSMHU TIPEIoaaBatelis; OOYyJaroIIMKCS OTBETHJI Ha BCE
KOHTPOJIbHBIE BOTIPOCHI C 3aMEYaHHUSIMHU.

«2» (Hey10BJIETBOPHUTEIbHO): O0yYaIOIIMIICS HE BBITOJHUI WM BBIMOJIHWI HETIPABHIBHO
MPaKTUYECKHUE 33a/JaHUs, MPEIyCMOTPEHHbIE MPAKTUUYECKUMHU 3aHITUSAMM; OOYyYarolMiics OTBETHII
Ha KOHTPOJIbHBIE BOMIPOCHI C OMMOKAaMU WJIA HE OTBETUJI Ha KOHTPOJIbHBIE BOTIPOCHI.



8.2.3 Kpurepumn ouenku pedepara

(popmupoBanue kommerenumii OIIK-4, mnnukatopsr MOIIK-4.1, NOIIK-4.2; OIIK-7,
unaukatopsl MOIIK-7.1, MOTIK-7.2)

«5» (oTIM4HO): TeMa pedepara akTyallbHa M PaCKPhITa MOJTHOCTHIO; pedepaT MOArOTOBIICH
B YCTaHOBJICHHBII CPOK; OoQOpMIIEHHE, CTPYKTypa U CTWJIb U3JIOKEHUs pedepara COOTBETCTBYIOT
MpeIbsABISEMBIM TPEOOBAaHUSAM K O(DOPMIICHUIO JOKYMEHTA; pedepar BHINOJIHEH CaMOCTOSITEIBHO,
MIPUCYTCTBYIOT COOCTBEHHBIE OOOOIIEHUS, 3aKIIOYEHHS U BBIBOJABI; TMOJTOTOBIEH JOKJIA,
n3naraeMblii 0e3 UCIOIb30BaHUS OMIOPHOTO KOHCIIEKTA.

«4» (xopomo): TemMa pedepara akTyanbHa, HO pAaCKpbiTa HE TOJHOCTBIO; pedepar
MOJITOTOBJICH B YCTAHOBJIGHHBIH CPOK; oopmieHue, CTPyKTypa M CTHIb HM3JIOKEHHs pedepara
COOTBETCTBYIOT INpPEIbIBIIEMbIM TpeOOBaHUSAM K O(OPMIICHHIO JOKYMEHTA; pedepar BHIIOIHEH
CaMOCTOSITEJIbHO, TIPUCYTCTBYIOT COOCTBEHHBIE 00OOOIIICHUS, 3aKIIFOUCHHS U BBIBOIbI; MTOATOTOBJICH
JIOKJIaJ], U3JIaraeMblii C UCIIOIb30BAaHHEM OMIOPHOTO KOHCIIEKTA.

«3» (ynoBjeTBOpHUTEIbHO): TeMa pedepara akTyaibHa, HO PACKphITa HE IOJTHOCTHIO;
pedepar MOATOTOBIEH C HApyIICHHEM YCTAaHOBJIEHHOIO CpOKa MpeICTaBieHUS; OhopMIIeHHE,
CTPYKTypa M CTHIJIb H3JIOXKEHHsS pedepara HE B MOITHOH Mepe COOTBETCTBYIOT MPEAbSBISEMbBIM
TpeOOBaHUAM K O(POPMIICHHIO TOKYMEHTA; B LIEJIOM pedepar BBIMOJIHEH CAMOCTOSTENHHO, OJJHAKO
OYEBHIHO HAJMYME 3aMMCTBOBAaHHM 0€3 CChUIOK Ha HCTOYHHUKH; TOJATOTOBJIECH JOKJIAJA, U3JIaracMblit
C MCIIO0JIb30BAaHUEM OIIOPHOT'O KOHCIIEKTA.

«2» (HeylaOBJIETBOPUTEJILHO): Tema pedepara akTyanbHa, HO HE pPACKphITa; pedepar
MOJITOTOBJICH C HAPYIICHHEM YCTAHOBIICHHOTO CpOKa MpPECTaBIeHHS; 0(hOpMIICHHE, CTPYKTypa U
CTHJIb M3JIOKEHHs pedepaTa HE COOTBETCTBYIOT MPEIbSABISEMBbIM TPEOOBAHUAM K O(OPMIICHHUIO
JOKYMEHTa; B pedepare O4eBUIHO HAIWYUE 3HAYUTEIHHBIX 00BEMOB 3aUMCTBOBaHH 0€3 CCBUIOK
Ha UCTOYHMKH; 0K/ HE TIOJTOTOBIICH.

8.2.4. Kputepum ouieHKH TeCTHPOBAHUS
(bopmupoBanue kommerennmii OIIK-4, uamukatoper MOIIK-4.1, MOIIK-4.2; OIIK-7,

unaaukatopsel MOIIK-7.1, MOTIK-7.2)

TecTupoBaHHe OLEHUBAETCSI B COOTBETCTBUH C MPOLIEHTOM IPABUIIBHBIX OTBETOB, JaHHBIX
00yyaroImuMcs Ha BOIIPOCHI TECTA.

CranzapTHas IIKaja COOTBETCTBHSI Pe3yJIbTATOB TECTHPOBAHMS BBICTABIIAEMON OallIbHOM
OLICHKE:!
- «OTJINYHOY - CBbIIIE 85% MpaBUIBHBIX OTBETOB,;
- «xopomo» - ot 70,1% 1o 85% npaBuiIbHBIX OTBETOB;
- «YIOBIIETBOPUTENBHO» - OT 55,1% 10 70% npaBUIBHBIX OTBETOB;

- oT 0 10 55% npaBUIBHBIX OTBETOB — «HEYAOBIETBOPUTEILHO
«5» (OTJIMYHO): TECTUPYEMBIN JEMOHCTPUPYET CUCTEMHBIE TEOPETUUECKUE 3HAHUS, BJIAJICET

TepPMUHAMHU U 00J1a7Ja€T CIOCOOHOCTHIO OBICTPO pearupoBaTh Ha BOMPOCHI TECTA.

«4» (XOpOIII0): TECTUPYEMBIi B IIEJIOM JIEMOHCTPUPYET CUCTEMHBIC TEOPSTUICCKIE 3HAHMUS,
BJIaficeT OOJBIIMHCTBOM TEPMHUHOB M 00JIQJaeT CIIOCOOHOCTBHIO OBICTPO pearupoBaTh HAa BOMPOCHI
TecTa.

«3» (YIOBJIETBOPHUTEJBLHO): CHCTCMHBIC TCOPCTHUSCKAE 3HAHHUA Y TECTHPYEMOTO
OTCYTCTBYIOT, OH BJIaACCT HCKOTOPBIMU TCPMHUHAMH WM Ha BOIIPOCHI TCCTA PCarupyet AJOCTATOYHO
MEJICHHO.
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«2» (Hey)_IOB.TIeTBOpI/ITeJ'IBHO): CUCTCMHBIC TCOPCTUUCCKUC 3HAHHUA Yy TCECTUPYCMOI'O
OTCYTCTBYIOT, TepMHHOHOFHCﬁ OH HC BJIAZACCT U HA BOIIPOCHI TECTA pCarupyeTt MEAJICHHO.

8.2.5. MHrorosoe coorBercTBHEe OANJIbHOH IIKAJbI OINEHOK MW  YPOBHEH
¢opMHPOBAHHOCTH KOMIIETEHUMH MO TUCIHUIUIUHE:

YpoBeHb
copMupPOBaAHHOCTH Ouenka IosicHenne
KOMIICTEHMH

TEOPETUUECKOE COJEP)KaHUE U IPAKTHUECKHE HaBBIKU II0
«5» JUCLIUIIIINHE OCBOEHBI MTOJIHOCTHIO;

Bricokwuii (oTnm4HO) BCE NPELyCMOTPEHHBIE MPOrpaMMmoil oOyueHus ydyeOHbIE
3aJaHus BBIIIOJIHEHB! HA BEICOKOM YPOBHE;

KOMITETeHIIMU c(HOPMHUPOBAHBI

TEOPETHUECKOE COAEpKAaHNWE U MPAKTUYECKHE HABBIKU IO
«4» JUCLUILUINHE OCBOCHBI IIOJTHOCTHIO;

Cpennuit (xopor1o) BCE NPENYyCMOTPEHHBIE MPOTrpaMMoil 00y4deHHs ydeOHbIE
3aJaHus BHITIOJIHEHBI C HE3HAUYNTEIbHBIMH 3aMEUaHHUSIMU;
KOMIIETCHIIUH B L1eJIOM C(OPMHUPOBAHbI

TEOPETHUECKOE CONEpKaHUE W MPAKTHYECKHE HABBIKM IO
JUCIMILTUHE OCBOCHBI YACTHYHO, HO TMPOOENBI HE HOCST
CYIIIECTBEHHOTO XapaKTepa;

OOJBITMHCTBO TPENYCMOTPEHHBIX MPOrpaMMoil 00ydeHus
y4eOHBIX 33]1a4 BBITIOJIHEHO, HO B HUX UMEIOTCS OLITHOKH;
KOMIIETCHIIUU C(OPMHUPOBAHBI YACTUIHO

«3»

VY nosnerBopu-
(YIOBIETBOPUTEIHHO)

TENLHBII

TEOPETHYECKOE COJCPKAHUE M NMPAKTUYCCKHE HABBIKU I10

JUCIUTUTNHE HE OCBOCHBI,

OOJBIIMHCTBO MPENLyCMOTPEHHBIX MPOTPaMMOi 0O0ydYeHUs
«2» y4eOHBIX 3aJlaHui OO0 HE BBITIOJHEHO, JINOO CONEPIKUT

(HEYTOBJIECTBOPUTENHHO) |TPpyOBIC OIIHOKH;

JIOTIOJTHUTEIIbHAS CaMOCTOSITEIbHAS pabora HaJl

MaTepuaioM He NPUBOAMT K KaKOMY-JIHOO 3HAYUMOMY

MOBBIIIEHUIO KAYECTBA BBITIONHEHHS yUeOHBIX 33 JaHU;

KOMIIETEHIIMU He C(hOpPMUPOBAHBI

Heynosnersopu-
TEJILHBIN

8.3. MeToanyeckne Marepuaybl (THIOBble KOHTPOJIbHBIC 3aJaHHS), ONpedesouIue

pe3yabTaThl 00y4eHHs MO JMCUHUILIHHE, COOTHECEHHbIE ¢ HHAMKATOPAMH J0CTHKEHUS

KouTponbHble 3aaHus, TPUMEHsEMbIEe B paMKaxX TEKYIIETO KOHTPOJS U MPOMEXYTOYHOU
aTTECTAIlMU TI0 TUCUHUIUIMHE, HOCSIT YHUBEPCAIBHBIN XapaKTep U MPEAYyCMAaTPUBAIOT BO3MOKHOCTD
KOMIUICKCHOM OLIGHKM BCEro Ha0opa 3asBICHHBIX 10 JAHHOW JUCHUIUIMHE HHIWKATOPOB
c(hOpMUPOBAHHOCTH KOMITETCHITH.

8.3.1. Tekymnii KOHTPOJIb (Pad0Ta HA MPAKTUYECKUX 3AHATHAX)
(popmupoBanue kommnerenumii OIIK-4, mnnukatopsr MOIIK-4.1, NOIIK-4.2; OIIK-7,

unaukatopsl MOIIK-7.1, NOIIK-7.2)
Bomnpocs! 1151 00CyKIeHNs HA MPAKTHYECKUX 3aHATUSAX

Mecto U poJib JOKYMEHTOB B YIIPABJICHUH.
BI/II[BI ynpaBHqueCKI/IX ILOKYMGHTOB.

CBoiicTBa TOKYMEHTOB.

Knaccudukanus 10KyMeHTOB.

Jlenonpon3BoaCcTBO B APEBHEPYCCKOM I'OCYIapCTBE.
[Ipuka3zHoe 1eI0npon3BOICTBO.

Konnexckoe 1enonpon3BoiCcTBO.

NNk~
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8. MuHHuCTEpCKOE 1€TONPOU3BOJICTBO.

9. Jlenonpou3BOACTBO B COBETCKUX YUPEKICHUAX.

10. 'ocymapcTBEHHOE €TONPOU3BOJICTBO B COBPEMEHHYIO AIIOXY.

11. 3akoHOIaTEIBHOE PETYJIMPOBAHUE ACIIONPOU3BOACTBA M OCHOBHBIE €r0 HAIIPaBJICHUSI.

12. HopMaTuBHO-METOIUYECKOE PETYJIUPOBAHKE JCIIONPOU3BOICTBA

13. IIpaBuna coctaBineHus U 0HOPMIICHUS TOKYMEHTOB

14. Oprann3allMOHHO-TIPABOBBIE JOKYMEHTHI, UX HA3HAYEHUE U COAECpKaHUE.

15. IlpaBuna cocraBineHre u Oo(GOpMIIEHHE OTIEIBHBIX BUIOB OPTaHMU3AIMOHHO-TIPABOBBIX
JIOKYMEHTOB: YCTaB HPEANPUATHS IOJDKHOCTHAs MHCTPYKILHMS, IOJIOKEHHE, IITaTHOE
pacrnucaHue, CTpYKTypa U IITaTHAst YUCIECHHOCTb.

16. Cuctema nHGOPMAIIMOHHO-CIIPABOYHOMN JTOKYMEHTAIIHH.

17. llpaBuna u TpeOOBaHHUSA K JICJIOBOMY IHCHMY.

18. OtnenpHble BHABI THceM (MH(POpPMANMOHHOE, TAPAHTUWHOE, MUCHMO-OTBET, MMUCHMO-
3a11poc, CONPOBOJUTENBHOE MTUCHMO).

19. JokyMeHTBI O TUYHOMY cocTaBy. COCTaBJIEHUE JTUYHBIX JOKYMEHTOB

20. IIpaBuna opraHu3anuyu J0KyMEHTO000pOTA.

21. Ydet o0beMa JOKYMEHTOOOOpOTA.

22. OCHOBHBIE ATamlbl U MPUHIUIBI PAOOTHI ¢ BXOISIIUMHU, UCXOASAIIUMA U BHYTPCHHUMHU
JIOKyMEHTaMHU.

23. [IpaBuna perucTpanuu U UHACKCAUU JOKyMEHTOB. DOpPMBI perucTpaium.

24. KoHTpOJIb HCTIOJIHEHUS IOKYMEHTOB.

25. CuctemaTu3alus U XpaHEHUE YNPABICHYECKUX JOKYMEHTOB.

26. TpeOoBaHus, MPeIbABIIEMbIE K COCTABICHUIO HOMEHKIIATYPHI JIe]I.

27. ®opMupoBaHHeE A€ B opranuzanuu. TpeGoBanus K GOpMUPOBAHHUIO JIE.

8.3.2. Tekymmii KOHTPOJIb (IOATOTOBKA pedepara)

(bopmupoBanue kommerennmii OIIK-4, uamukatoper MOIIK-4.1, MOIIK-4.2; OIIK-7,
unaukaropsl MOIIK-7.1, MOTIK-7.2)

IIpumepHbIe TeMbI pedepaToB

1. JlokyMeHTallMOHHOE OOecTiedeHre YIpaBIeHUs, ero 3a1auu, PyHKIUH.
2. Hopmatusnsie qokymeHTsl (TCAOY, 'OCThi). [loHsTHE cTaHAapTU3AIMN U YHU(PUKAIIAN.
3. Knaccuguxanust JOKyMEHTOB.
4.PexBU3UTHI YIIPABICHYECKUX TOKYMEHTOB. PEKBU3UTHI aBTOpa, UX OPOpPMIICHHE.
5. TpeGoBaHus K TECTYy JOKYMEHTA.
6. brank. Buaer 61ankoB. TpeboBanus K OJlaHKaM JOKYMEHTOB.
7. Opranu3anvoHHbIE JOKYMEHTHI.
8. PacniopsigutenbHbie TOKyMEHTHI. [IprKka3sl MO OCHOBHOM AesTeIbHOCTU. PacniopsbkeHus.
9. NudopManinoHHO-CIIPaBOYHBIE TOKYMEHTHI. JloKIa/iHbIe, 00BACHUTENbHBIC 3anUCKU. CIIpaBKH.
10. AxTte1, ux Buasl. CocTaBjIeHHUE aKTOB.
11. IIpoTokossl 3acenanuii, copentanuii. [lonnas u kpaTkast popMbI IPOTOKOIA.
12. JlenoBas mepenucka.
13. JlokymMmeHTHpOBaHKE MPOLIECCOB ABHKEHUS KaJPOB.
14. TIpukaspl MO TUYHOMY COCTaBY.
15. JInunoe 3asaBnenue. BeaeHue IMUHBIX KapTOYEK.
16. TpynoBoii 1orosop.
17. Benenue TpyaoBbix kHIKEK. OdopmieHue THIHBIX J1e.
18. TexHomorus paboThl ¢ JoKyMeHTamMu. OpraHu3aius J0KyMEHTO000poTa.
19. Peructpauusi 10KyMEHTOB.
20. KoHTpoJIb UCIIOJTHEHUS! TOKYMEHTOB.
21. Homenkunatypa aen. Cucremaruzanus aen. @opMupoBaHue aed.

8.3.3. Tekymmii KOHTPOJIb (TECTHPOBAHHUE)
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(popmupoBanue kommnereHumii OIIK-4, mnnukatopsr MOIIK-4.1, NOIIK-4.2; OIIK-7,
unaukatopsl MOIIK-7.1, UOIIK-7.2)
IIpuMepbI TeCTOBBIX 3aJaHUI

PacnopsizutesibHble  JOKYMEHTBI, OTpaxamoliue  pe3yJbTaT  KOJIerHajJbHOM
AeITeJIbHOCTH
[ mpukas, pacropspkeHHe
L] pacnopsbkeHue, yKa3aHue
[] mocTaHOBICHHE, PEIICHUE
L] mpoTokod, akT
[] nmorosop, ycTaB, CorfamieHue
OcCHOBHBIE PEKBH3UTHI IOKYMEHTA
[] TekcT, OTMETKA O MPHIOKECHUH
L] TekcT, OTMETKA O MPHUIIOKEHHH, 1aTa, HHICKC, 3ar0JIOBOK K TEKCTY
L] tekct, rpud yTBEpKACHHUS, TOIIKCH, T€YAThH
L] TekcT, 3arojIOBOK K TEKCTY, MOJIKCH, TPUQ COrNIacOBaHMs, Tpu() YTBEPKICHUS, IICUaTh
[]  TekcT, OTMETKa O MPHJIOKEHHH, I'pU} COTIACOBAHUSA, BU3BI COTJIACOBaHHs, TPUd
YTBEPKICHUS
L] rtekcr, ampecar, rpud) yTBEp)KICHUS, BU3bI COIJIACOBAHUS, MTO/IIHCH, IICYaTh
HopmaTuBHBII [10KYMEHT, PperjJaMeHTHPYKOIIMii TpeOoBaHusi K O(OpMJIeHHIO
JOKYMEHTOB 00111er0 aAMHHUCTPATHBHOrO ynpasJjenus (OP/I)
[J TOCT P 51141-98
L] T'OCT 6.10.5-87
L1 TOCT P 7.0.97-2016
] ETCAOY
(] MHCTpyKIHS 1O ACTONPOU3BOICTBY
AKT U «rpu¢ yTBepKIeHUID»
aKT BCEr/la yTBEpPXK/AaeTcsl PyKOBOAUTEIEM OpraHu3alun
aKT YTBEPKAA€TCS BHIIIECTOSIIIIUM OPTaHOM YIIPaBICHUS
YTBEPKAAOTCS TOJIBKO HEKOTOPBIE BUJIbI aKTOB
aKT HE UMEET «TpH(a yTBEPKICHUS
aKT YTBEPXK/IAeTCs, B 3aBUCUMOCTH OT PEIIECHUs PYKOBOACTBA OpraHU3aluu
aKT YTBEPXKIAAETCs, B 3aBUCUMOCTH OT BBIIIECTOSIIETO OpraHa YIpaBJIeHUs
Cpoxk neiicTBHSI OPraHU3alHOHHO-TIPABOBBIX JOKYMEHTOB
] OoT OmHOTO [0 TISITH JIET
[J mo MOMEHTa MX OTMCHBI
(] mo Tpex neT
] no mecsatu ner
[l 1o BBeIEHHS HOBBIX B3aMEH yCTAPEBIIINX
MartepnanbHblii HOCHTEJb HH(OPMALMH O COOBITHSIX M SIBJCHUSIX O0beKTHBHOM
AelCTBUTEIbHOCTH U MBICJIUTEIbHOM 1e5ITeIbHOCTH Ye10BeKa - 3TO...
Ilpasunvrnvie sapuanmor omeema: JOKYMEHT; /lokyMeHT; AOKYMEHT;
Kommiieke MeToaoB M mpoueccoB padoTbl ¢ JOKYMEHTAMH, OCYIIeCTBJIsieMbIil
NnpeanpusaTHEM NP BbINOJIHEHUU UM CBOUX (PyHKIIHI - 3TO ....
JIOKYMEHTAIlMOHHOE O0eCcTieueHne YIpaBiIeHUs
JEJI0NPOU3BOACTBO
CUCTEeMa JJOKYMEHTAIlu!
JIOKyMEHTHUPOBaHUE
JIOKyMEHTOO0OPOT
JIOKyMEHTHUPOBAHUE YNPABICHYECKON AEATEIbHOCTH
JoxkymeHTBI KJIaccuGuuMpyOTCcs Mo rpudy Ha ...
[] opuruHasbl, KOMUU U TOUTUHHUKH
[ BHeIIHHE U BHYTPEHHHE

oooogg

Ooooggg
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(] uHaMBUIyabHBIC, TUIIOBBIC U TpadapeTHBIC
L] pykomucHbIe, IeYaTHBIC U DIICKTPOHHBIC
[] opraHu3anmoHHbIE, paCHOPSAUTEIBHBIC, CIIPABOYHbIC
[l koH(]UICHIIMATbHBIC, OTPAHUYEHHOTO JOCTYIIA U OTKPBITOTO TOJIb30BAHUS
IHocaenoBaTe/ IbHOCTDH U3JI0KEHHS MOJI0KEHUI YCcTaBa NpeAnpUusaTHs
00II1e MOTOKESHHUS
CBE/IEHUs 00 yCTaBHOM KanuTalie
OpraHM3allMOHHO-IIPaBOBBIE OCHOBBI JIEATENBHOCTH OpPraHu3alun
OpraHsbl yIpaBJIeHUs] U KOHTPOJIS, UX KOMIETEHIUS
NpaBUiIa BEACHUS yUeTa U OTYETHOCTH B OpraHU3aLuU
MOPSIJIOK pacrpeaesieHus MpuobUTd U GOpMUpOBaHKE (POHIOB
0c00bIe BOMPOCHI IEATEILHOCTH OpraHU3aluu
YCIIOBHS PEOpraHU3aLUU 1 JTUKBUIALUH
JTtanbl padoThl ¢ BHYTPEHHUMH JOKYMEHTaMHU
NOJy4YEeHHE YKa3aHUs Ha pa3paboTKy TOKYMEHTOB
pa3paboTKa mpoeKTa JOKyMEHTa
COIJIACOBAHUE MPOEKTa TOKyMEHTa
KOPPEKTHPOBKA JOKYMEHTa, €ro opopMIICHHE
NOJMMCaHuEe, yTBEPKICHHUE
pEerucTpanus 1 THpaXKUpPOBaHUE
JIOBEJICHUE 10 UCIIOJIHUTEIEH
KOHTPOJIb UCIIOJIHEHUS JOKYMEHTA
IPUEM HCIIOJHEHHOTO JOKYMEHTa, CHATUE C KOHTPOJIS
10: Tekyliee apXUBHOE XpaHEHUE
KoHTpo/Ib HCIIOJIHEHNS JOKYMEHTA OPraHu3yeT
ciyx6a JIOY
PYKOBOJIUTENHN BCEX PAHTOB
ceKkpeTapuar
CITy>K0a KOHTPOJIS
OIpEAEIEHHOE JOKHOCTHOE JIMLIO
PYKOBOJUTEIb PEANPHUATHS
OcHoBaHMeM /11 IPeAbSBJICHUS MPEeTEeH3UH SIBJISIOTCH JOKYMEHThI
[] xoMMmepueckuii akT, cepTU(HKAT KauecTBa, J0r0BOP, aKT MPUEMKH TOBapa, TpeOOBaHMUS
L] ceprudukar kauecTBa, JOrOBOP, aKT MPUEMKH TOBapa, TPEOOBaHHS
[] xoMMmepueckuii akT, cepTU(HKAT Ka4eCTBa, aKT MPUEMKHU TOBapa, TpeOOBaHHs
L] ceprudukar kauecTBa, akT IPHEMKHU TOBapa, TpeOOBaHUS
K HeperncTpupyemMbIM OTHOCSTCS IOKYMEHTBI
[l uHpOpMaIMOHHBIE MaTEpUAIIbl, PEKIaAMHBIC W IMO3APABUTEILHBIC MUCHMA, MPOTPAMMbI
CEMUHApOB, COBEIIAHMM, KOH(PEPECHITHI
[l xonuM HOPMATHBHBIX JOKYMEHTOB, IOCTAHOBIICHUSI M PACIIOPSHKEHUS TOCYIapCTBEHHBIX
OpraHoB, OOBSICHUTENIbHBIE 3aITUCKU
L] ciy»xe0HbIe 3aIIMCKHU, MMChbMA, TEJIerPaMMBbI, (PaKCOTPaMMBbI
[] pexnamMHBIe TPOCIIEKTHI, IPOTOKOJIBI KOJIETHAIBHBIX OPTaHOB, CIPABOYHBIC MaTCPHAIBI,
IUTaHBl, IPOTPAMMBI, CBOJKH, OTYETHI
[l mucbMa BBICHICH WHCTAHIIUH, TPEOOBAHUS, UCKH, TIPETEH3UH, KOJUICKTHBHBIC JOTOBOpPa
CooTBeTcTBHE ITANOB NOATOTOBKH YIPABJCHYECKHUX PEIICHUH CTaIusiM padoThI

A A AT R S Bl

Oooogd

aHaIu3 poOIEeMHOMN CUTYAaLVH, cTaaus pa3pabOTKH pelIeHUs
dbopMupoBaHHE TIICNICH, OIEHKA MPEANOYTCHHM
pelLIeHuni

OLIEHKA pacroyiaraeMoro BpPEMEHHU, MOJArOTOBUTENbHAS CTaANs
orpeJienieHue He0OXOAUMBIX PECypCOB

(¢hopMUpOBaHHUE KpPUTEpUEB BHIOOPA, BHIOOD CTa/us BHIOOpA peIIeHUS
€/IMHCTBEHHOTO PEIICHHS

OpraHu3aIysl BBIIIOJHEHHS PEIICHUs, aHATIN3 CTaJusl peau3aliy MPUHATOTO PEeILCHHS
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1 OLIEHKA JOCTUTHYTOTO pe3yjbTara

ITocnenoBaTeIbHOCTh JTANOB MOATOTOBKHM YNPAaBJIeHYECKUX pelleHHii, BXOAAIINX B
COCTaB MOJTOTOBUTEIbHOM CTAAMU U CTAAUM Pa3padoTKH pelieHus

1: BBIABICHHE U ONUCAHKE MPOOIEMHOM CUTYaAITH

2: OlIEHKa pacrojaraeéMoro BpeMeHu

3: ompezeneHre HEOOXOAUMBIX PECYPCOB

4: ananu3 MpoOJEMHOM CUTYaINH

5: ¢opmupoBanue 1enei

6: ompeneneHue orpaHUYEHUN

7: pa3paboTKa BapUaHTOB PELICHUI

8: olleHKa NpeanoYTeHUd pelIeHU

Cranuu aHajiu3a ajJbTEePHATHB M BbIOOPA MPOrPaMMHOIrO NMPOAYKTA aBTOMATH3ALMU
JOKYMEHT0000poTa

1: CocraBieHue mnepedyHs MNPEIbSBIIEMbIX OCHOBHBIX (DYHKIMOHAIBHBIX U CHUCTEMHO-
TEXHUYECKUX TPEOOBAaHUN K KOPIIOPATUBHON CUCTEME aBTOMAaTHU3aIH TOKyMEHTO000pOTa

2:  BpiOop cucrembl BecoBbIX K03(hduiueHToB (06ayUI0OB) WM paHKUPOBAHHE IS
SKCIEPTHOMN OIIEHKH

3: OueHka NPOrpaMMHBIX MPOAYKTOB C TOYKH 3pPEHHS MPEIbSIBISIEMBIX OCHOBHBIX
(yHKIIMOHATBHBIX TPEOOBAHUN U CUCTEMHO-TEXHUYECKUX XapaKTEPUCTUK

4: OT6Op MpOrpaMMHBIX MPOTYKTOB, YAOBIETBOPSIONIUX BHIOPAHHBIM (DYHKIIMOHAIBHBIM H
CUCTEMHO-TEXHUYECKHUM KPUTEPHIM

S: OueHka alanTallMOHHBIX BO3MOXHOCTEH OTOOPAHHBIX MPOTYKTOB

6: OtOop mporpaMMHBIX MPOIYKTOB, YJIOBJIETBOPSIONIMX KPUTEPHUSIM aJalTallMOHHBIX
BO3MOKHOCTEU

7:  CpaBHUTENbHas OLEHKAa 3aTpaT, CBSA3aHHBIX C NPUOOpPETEHHEM U BHEIPEHUEM
MPOrPaMMHBIX TIPOIYKTOB

8: Ormenka ombpiTa TPUMEHEHHUS OTOOPAHHBIX MPOrPAMMHBIX MPOAYKTOB pEMyTaluu
(bupMbI-pa3paboTInKa

9: Bri6op nmporpaMMHOT0 00€CTICUECHHS JIJIsi CHCTEMBI aBTOMATH3AIMH JIOKYMEHTO000pOTa

8.3.4. [IpoMe:KyTOUYHBII KOHTPOJIb (BONPOCHI K IK3aMEHY)
(bopmupoBanue kommerennmii OIIK-4, uamukatoper MOIIK-4.1, MOIIK-4.2; OIIK-7,
unaaukatopsel MOIIK-7.1, MOTIK-7.2)

IIpumepHbIe BONPOCHI K IK3aMeHY

OTanbl JOKYMEHTUPOBAHUS TPOU3BOICTBEHHO-XO3SIMICTBEHHOU €S TEIbHOCTH.

TexHOJ0rHs JOKYMEHTAMOHHOTO 00ecTieueH sl YIPaBICHUSI.

[Topsimok coctaBiieHUst U OPOPMIICHUS PACTIOPSAAUTEIBHON JOKYMEHTALUH.

Cayx0a JOKyMEHTAIlMOHHOTO o0OecrieueHus ynpaieHus. TpeOoBaHMsS K OpraHU3aluu
CHUCTEMBI JIOKYMEHTO000pOTA.

. TpeboBanus k GopMUPOBAHUIO JIE]T B AETOMPOU3BOJICTBE.

[Topsinok BBeECHMS B IEHCTBUE IIPABUII BHYTPEHHETO TPYIOBOTO PaCIOpsAKa.

7. JIOKyMEHTUPOBAHUE IO  JOIOBOPHO-IPABOBBIM  OTHOLICHUSM  OKOHOMHUYECKOU
JESATEIBHOCTH.

[loaroroBka TOKYMEHTOB K CAAaU€ B apXUB.

Knaccudukanus pexksuszutoB mo 'OCTY P 7.0.97-2016 «Cucrema cTtaHmapToB IO
uHpopManuy, OUOIMOTEYHOMY H  H3JaTeNbCcKoMy  neny. OpraHu3anioHHO-
pacnopsauTenbHas JOKyMEHTALMD.

10. Pa3BuTHE 31IEKTPOHHOTO JOKYMEHTOOOOPOTA B OpraHn3aIUH.

11. IlmaHOBO-OTYETHASI JOKYMEHTALIMS.

12. ABromaTuzanus AeI0NpPOU3BOJICTBA.

13. Cnyx0a KOHTPOJISl BEICHUS KaJApOBOH JOKYMEHTAIIUH Ha TPEIIPUSATHH.

S
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14

15.
16.
17.
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.

55
56

57.

58.

59.

60.

. IloHaTusa o MOKyMeHTax, croco0ax JOKYMEHTHUPOBAHUS, HOCUTENSIX HH(OpManuu U
(GYHKIMAX TOKYMEHTA.

[TpaBuna opopmMieHus U BBIJAYH KO JTOKYMEHTOB.

Opranu3zaius onepaTUBHOIO XpPaHEHUS JOKYMEHTOB.

DKcnepTh3a HEHHOCTH TOKYMEHTOB.

[IpaBuna cocraBiienus: U 0popMIIEHUS HOMEHKIIATYPHI JIEI.

[Tpu3naku knaccupuKaliu HOMEHKIIATYPhI .

Kpurepun oleHKM 10KyMEHTOB.

Cucremsbl JOKyMEHTAMU 110 INYHOMY COCTaBY.

OcobeHnHocTH OPOPMIICHHS TUYHBIX TOKYMEHTOB.

Cucremsl 1 (HOpPMBI TOKYyMEHTOB.

OCHOBHBIE IOTOKH TOKyMEHTALINU.

Cmy>xe0nble 3amucku. TpeboBanus kK ohopmMIICHHIO.

OCHOBBI 3aKOHO/IaTENBCTBA 110 APXUBHOMY JIEITY.

Cocranenre u oopMIICHHE CITY>KEOHBIX TTHCEM.

Pexxumbl XpaHeHHs TOKYMEHTOB.

Omnucs nena. [pasuna popMupoBaHre TOKYMEHTOB Ha apXUBHOE XpaHEHHE.

Poib 1OKyMEHTAIIMOHHOTO 00ECIICUEeHNUs YIIPABICHHUS B COBPEMEHHOM OpraHn3allug.
OCHOBHBIE XapaKTEpHbIE YEPThl OPraHU3aMOHHO-TIPABOBON JOKYMEHTALUH.
. PernmameHTanus JOKyMEHTallMOHHOTO 0OecrieueH sl yIpaBICHUS.
. CoctaB u ohopmIIeHHE PACTIOPSIUTEITLHON JTOKYMEHTAIIUH.
. Texnonorust paboThl ¢ KOHPUACHIUATHHBIMU JTOKYMEHTAMH.

CocraBnenue u opopmiieHHE aKTOB

Odopmurenbckue pekBU3UTHL. COCTaB PEKBU3UTOB JTOKYMEHTOB.

CtpykTypa ohopMIICHHS TOHKHOCTHBIX HHCTPYKITHMA.

Opranu3zaius KOHTPOJIS UCIIOJHEHUS JOKYMEHTOB.

CocraBnenue u opopmiieHUE MPOTOKOIA.

[Mopsimox  coctaBineHus ©u oQopMmIIeHHS TaONWII W PHUCYHKOB B  HAy4YHO-
HCCJIEI0BATEIBCKOM OTYETE.

Opranuzanust paboThI ¢ TOKyMEHTaMH.

[TpaBuna opopMeHUs TPUITOKEHUH.

[TonsTHe 0 nokymeHTo000pOoTE. DOPMBI pErUCTpaLUU JOKYMEHTOB.

Cocrasnenue u ohopmiieHUE 10TOBOPOB.

@iaroBoe 1 MpOJI0JILHOE PACIION0KEHNE PEKBU3UTOB.

VYupenurenpHble TOKYMEHTBI OpraHU3alHH.

OneHka 3HaYMMOCTH JOKYMEHTOB U CPOKH UX XPaHEHHUS.

TpeGoBanusi, MpeabsABIsSiEMbIE K TEKCTaM JOKYMEHTOB.
. CocTaB opraHu3allMOHHO- IIPABOBBIX JOKYMEHTOB.
DopMBbI peructTpani JOKyMeHTOB. [lopsinok peructparumu.
. Texnonorust paboTHI ¢ KaJPOBOIl TOKYMEHTALIUEH.
. CocraB u CTpyKTypa IITATHOTO PACIIHCAHMUS.
CoctaB HHPOPMALIMOHHO-CIIPABOYHBIX TOKYMEHTOB.
Oco0eHHOCTH MOJIOKEHUS O CTPYKTYPHOM MOJIpa3/IeIeHUH OPraHU3aliH.
. bnanku u popmaThl JOKYMEHTOB.
. 3ajauM M OyTH BHEAPEHUS aBTOMATU3UPOBAHHOM CHCTEMBl JOKYMEHTAllMOHHOIO
oOecrieyeHust ypaBlieHUs

OCHOBHBIE  KJIACCHl ~ THUPAXXHO - 3aKa3HbIX AaBTOMATU3UPOBAHHBIX  CHCTEM
JIOKYMEHTAI[MOHHOTO 00ECIICUeHNUs yIPaBICHUS
OKcITyaTalluOHHbIE XapaKTePUCTUKHU aBTOMATHU3UPOBAaHHOU CUCTEMBI
JIOKYMEHTAI[MOHHOTO 00ECTICUeHHUs yIPaBICHUS
TexHonoruu MPOrPaMMHOMN peanuzanuu ABTOMAaTU3HPOBAHHOMN CHCTEMBI
JIOKYMEHTAI[MOHHOTO 00ECTICUeHNUs yIPaBICHUS

Kputepun  ananmm3a  aBTOMaTHU3MPOBAHHOM  CHCTEMbl  JIOKYMEHTAllMOHHOI'O
oOecrieyeHust ypaBlIeHUs
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61. CocraBnenue u oQopMICHHE TPUKA30B IO OCHOBHOM J1€ATEIHHOCTH.

62. OcoOeHHOCTH BBIOOPA CUCTEMBI aBTOMATHU3AIIHH.

63. Crparerns BHEIPEHUS ABTOMATU3UPOBAHHOM CHCTEMBI JOKYMEHTAIMOHHOTO
o0ecrieueHHs yrpaBiIeHuUsI.
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