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1. IlepedeHb NJIaHUPYEMBIX Pe3y/IbTATOB H3y4YeHHUsI AUCHHUIIMHBI, COOTHECEHHBIX €
IUIAHMPYEeMbIMH Pe3yJIbTATAMH 0CBOCHHUsI 00pa30BaTeJIbHONH NMPOrPaMMbl

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

VueOnass mucimruimaa b1.0.30

«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 8 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 14 2 4 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 S3bIKOBBIX (opMyil. SI3BIK TEKCTa.
DOneMEeHTHI TeKCTa JOKYMEHTa. 3aroJIoBOK K TEKCTY TOKyMeHTa. OTMETKa O HaJIU4YUU MPUITOKECHHUSL.
PexBu3uThl odopmIisitomell yacTu MOANMCAHME U YyTBEepXKJIeHHe JoKyMmMeHToB. CoriacoBaHue
nokyMeHToB. OTTuck nedatu. BusupoBanue aokyMeHTOB. OTMETKHM Ha JOKYMEHTE: OTMETKa O
NOCTYIUIEHUU JOKYMEHTA B OpPraHU3alluI0, PE30NIIONMS, OTMETKA O KOHTPOJIE, OTMETKA O 3aBEPEHUNU
KONUM JOKyMeHTa. VneHTugukaTop 371eKTpOHHONH Komuu JokyMeHTa. OTMeTKa 00 HCIOIHUTENE.
OtmeTka 00 MCIIONIHEHUH TOKYMEHTa M HalpaBJIeHUH ero B Jeno FOpunuueckas cuia JOKYMEHTA.
IOpunnyeckn 3HaYNMbIE 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  pacloOpsAOUTENbHBIX  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 peructpanvd ©W UWHACKCAUU 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-MeTOAMYecKkoe 1 MH(POPMAIIHOHHOE 0o0ecriedeHue TN CIUTIINHbI
5.1. OcHoBHas UTEpaTypa

1. Kabamos, C. }0. [lenonpou3BoJCTBO U apXUBHOE €0 B TEPMHHAX U OINpPEAEICHHSIX:
yuebHoe nocobue / C. FO. Kabamos, U. I'. Achannusposa. — 3-e uzn., crep. — Mocksa: ®JIMHTA,
2018. - 295 c. - Pexxum JIOCTyma: o MOJITHCKE. -
URL: https://biblioclub.ru/index.php?page=book&id=69168

2. ApacnanoBa, B. A. CnyxeOHble JOKYMEHTHI: (OPMYJSIpbl U TNpUMEpPHl O(HOPMIICHUS.
AnpOoM: ydeOHO-mpakTHueckoe mnocodbue: [12+] / B. A. ApacnanoBa, E.C. BypmucrtpoBa. —
Mocksa; bepmun: Hupekr-Memma, 2020. — 108 c¢. — Pexum 1pocTyma: mo MNOANUCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=578396

5.2. lonosiHuTEIbHAS JIUTEPATYPa

1. Hoxyment. Apxus. Mcropusi. CoBpeMEHHOCTb: COOpPHUK Hay4yHBIX TpynoB / ri1. pen. JI. H.
Masyp; Vpansckuii penepanbHbiii yHuBepcuTeT M. niepBoro IIpesunenta Poccun b. H. Enbiiuna,
VYpanbckuil ryMaHUTapHBINH HHCTUTYT. — ExaTepunOypr: M3naTenscTBO YpaibcKoro yHUBEPCUTETA,



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 goctyma: 1O TOANUCKE. —
URL.: https://biblioclub.ru/index.php?page=book&id=698984

2. I'punbepr, A. C. JlokyMeHTallMOHHOE OOeCleYeHHe YIpaBICHUS: YYCOHHK /
A. C. I'punbepr, H. H. I'op6aués, O. A. Myxamermmna. — Mocksa: IOnutu-/ana, 2017. — 392 c.:
TalIL., rpad., WL, CXEMBI — Pexum JOCTyTIA: 1o TIOJIITUCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=684757

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

5.4. CoBpeMenHble npodeccHOHAIbLHBIE 0a3bl [JaHHBIX H HH(OPMALHOHHBbIE

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 rocyaapcTBeHHOM rpakaaHCKon iy Obl https://gossluzhba.gov.ru
Hayunas snekrponnast Oubnuotexa http://www.elibrary.ru
OBbC «YHuBepcurerckas Oubnnorexa onnaitn» https://biblioclub.ru/index.php
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6. MaTepuaibHO-TEXHUYECKOE Oo0ecnedeHne TN CHUIIUHbI

1. JIekimoHHAs ayAUTOPHUSL, Ay AUTOPUS JIJIsl TPYNIOBBIX U WHAUBUAYATbHBIX KOHCYJIbTALIUMN,
OCHAIIIEHHAs] KOMIUIEKTOM MeOenu Juisi yd4eOHOro mporecca, y4eOHOH IOCKOH, MepCOHAIHHBIM
KOMIIBIOTEPOM, TJIA3MEHHOU MaHEebIO.

2. Aynmutopus i1 TPOBENEHUS MPAKTUYECKMX M CEMHHAPCKUX 3aHATUH, TEKYILEro
KOHTPOJISI M TPOMEXKYTOUHOM aTTecTallud, OCHAIllEHHAas KOMIUIEKTOM MeOenu g y4eOHOro
nporecca, yaeo0HOM JOCKOW, NEPCOHAIbHBIM KOMITBIOTEPOM, MJIa3MEHHON MaHeNblo.

3. Ayauropus sl CaMOCTOATEIbHON pabOThl CTYIEHTOB, OCHAILIEHHAS! KOMIUIEKTOM Mebenu
JUIsl yueOHOro Impoliecca, y4eOHOM TOCKOW, MEepCOHATBbHBIMU KOMIIBIOTEPAMH C BO3MOKHOCTHIO
MOJKIIIOUeHUS K ceTH «MIHTEepHET» U IOCTYNOM K 3JIEKTPOHHON HHPOPMAIIMOHHO-00pa30BaTeIbHON
cpene YHUBEpCUTETA.

7. MeToau4eckue peKOMeHAalMH 110 OPTraHU3alMy U3yYeHHUs TUCHUIIMHBI

7.1. MeToan4ecKue peKOMEHIALUH IPENoAaABaTeI0

Janublii pasznen Hactosmed padodeil mporpaMMbl MpeaHA3HAYeH ISl HAYWHAIOIIMX
npernojiaBaTesyei u CrennanucTOB-MPAKTUKOB, HE UMEIOLIUX OIbITa IPEnoaBaTeIbCKoi paboThlI.

HucuumnuHa «OCHOBBI  JIENIONPOU3BOACTBA U JOKYMEHTOOOOpOT»  (QOpMHUpPYET Yy
oOyuaromuxcss koMmnoHeHTsl komnereHimu: OIIK-4 u OIIK-7. B ycnoBusix KOHCTpYyHpOBaHHUS
o0pa3oBaTeNbHbIX CHCTEM Ha MPUHIUNAX  KOMIIETEHTHOCTHOTO  IOJAXO0Jla  MPOU30ILIO
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 I MPAKTHUUECKOTO JACUCTBUS U JajdbHEHIIEero pa3BUTH, YTO JOJKHO 00s13aTENbHO
YUUTBHIBATHCS TPU MPOBEIECHUU JIEKIIMOHHBIX U MPAKTUYECKUX 3aHATUN MO AUCHUIUIMHE « OCHOBBI
JIEJIONPOU3BOJICTBA U TOKYMEHTOOOOPOTY.

[IpenoiaBanre TEOPETHUYECKOTO (JIEKIIMOHHOr0) MaTepuana Mo aucuuiuimHe «OCHOBBI
JIEIIONPOU3BOJCTBA U JOKYMEHTOOOOPOT» OCYIIECTBISETCS Ha OCHOBE MEXIUCUUIUITMHAPHOM
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.


https://biblioclub.ru/index.php?page=book&id=698984
https://biblioclub.ru/index.php?page=book&id=684757
http://www.consultant.ru/
http://www.garant.ru/
http://pravo.gov.ru/
http://www.aup.ru/
https://gossluzhba.gov.ru/
http://www.elibrary.ru/
https://biblioclub.ru/index.php

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

O6yuenne 1o aucuuiuiiHe «OCHOBBI  JIEJNIONPOM3BOJACTBA 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 BaKHeHel popmoit opranuzanuy yueoHOro rnpoiecca, ocKoJIbKy:

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): OOy4YaIOUIMICS JEMOHCTPUPYET CHUCTEMHBIE TEOPETHYECKUE 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 ouenku pedepara

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

«5» (oTsIM4YHO): Tema pedepara akTyajabHa U PaCKphITa MOJHOCTHIO; pedepaTr MOoAr0TOBICH
B YCTaHOBJIEHHBIN CpOK; oopmiieHue, CTPYKTypa U CTHIIb M3JI0XKEHHs pedepaTa COOTBETCTBYIOT
peIbsSBIsIEMbIM TpeOOBaHUSAM K O(OPMIICHUIO JOKYMEHTA; pedepaT BBIMOIHEH CAMOCTOATEIBHO,
NPUCYTCTBYIOT COOCTBEHHBIE OOOOILICHMS, 3aKIIOYEHHs W BBIBOJBI, IOATOTOBIEH JOKJIAJ,
U3JIaraeMblil 0e3 MCI0JIb30BaHUs ONIOPHOIO KOHCIIEKTA.

«4» (xopomro): temMa pedepara akTyalbHa, HO pacKpbiTa HE IOJHOCTBIO; pedepar
MOJTOTOBJICH B YCTAHOBIJIEHHBIH CpOK; O(OpMIIEHHE, CTPYKTypa M CTHJIb HM3JIOKeHHs pedepara
COOTBETCTBYIOT MPEIbIBISIEMbIM TPeOOBaHUSAM K O(QOPMIICHUIO NOKYMEHTa; pedepar BBIIOJIHEH
CaMOCTOSITENIbHO, IPUCYTCTBYIOT COOCTBEHHBIE 0000IIIEHUS, 3aKII0YEHUS U BBIBOIBI; MOJATOTOBIICH
JTOKJIaJl, U3J1araeMblii C UCIIOIb30BAaHUEM OMTOPHOTO KOHCIIEKTA.

«3» (Y10oBJIeTBOPUTEJIbHO): TeMa pedepara akTyalbHa, HO PACKpbiTa HE MOJIHOCTHIO;
pedepar MOArOTOBIEH C HApPYyIIEHWEM YCTAHOBJIEHHOI'O CpOKa IIPEJCTaBlICHUs; OpopmiieHue,
CTPYKTYpa M CTHJIIb H3JIOXKEHHs pedepaTa HE B ITOJHOM Mepe COOTBETCTBYIOT IMPEIbSIBISIEMBIM
TpeOOBaHUSAM K O(POPMIICHHIO TOKYMEHTA; B LIEJOM pedepaT BBINOIHEH CAMOCTOSTEIBHO, OJJHAKO
OYEBHUIHO HAJTMYME 3aMMCTBOBAaHMH 0€3 CChUIOK Ha MCTOYHHUKH; TIOJTOTOBIICH JIOKJIA]], H3JIaraeMbIi
C UCIMOJIb30BAaHMUEM OMOPHOTO KOHCIIEKTA.

«2» (HeylOBJIETBOPHUTEJbHO): Tema pedepara akTyallbHa, HO HE pAacKpbITa; pedepar
HOJTrOTOBJIEH C HApYLIEHHEM YCTAaHOBJIEHHOTO CpOKa IpeCTaBieHUs; 0pOopMIIEHUE, CTPYKTypa U
CTHJIb U3JIOXKEHHUs pedepaTa HE COOTBETCTBYIOT MPEIbSBISAEMbIM TPeOOBAaHUSAM K O(OPMIIEHHUIO
JOKyMeHTa; B pedepare 04eBUAHO HATMYME 3HAYUTEIBHBIX 00HEMOB 3aMMCTBOBAaHHMN 0€3 CCBUIOK
Ha UCTOYHWKH; JTOKJIAJ HE TIOATOTOBIICH.

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

unaukaropsl MOIIK-7.1, MOIIK-7.2)

TectupoBaHme OIEHUBAETCS B COOTBETCTBUHU C MPOIIEHTOM IPABHIBHBIX OTBETOB, JaHHBIX
00yJaromuMcst Ha BOTIPOCHI TECTA.

CranpmapTHasi MIKajla COOTBETCTBHS PE3yJIbTATOB TECTUPOBAHMS BBICTABIISIEMON OaJUTBHOM
OIICHKE:!
- «OTJIMYHOY - CBbIIIE 85% MpaBUIIbHBIX OTBETOB;
- «xoporoy» - ot 70,1% mo 85% mpaBUIBLHBIX OTBETOB;
- «YIOBIETBOPUTEITBLHO» - OT 55,1% 1o 70% npaBUIILHBIX OTBETOB;

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

TepPMHUHAMHU U 00JIaJIaeT CIOCOOHOCTHIO OBICTPO pearupoBaTh Ha BOMPOCH TECTA.

«4» (Xopo110): TECTUPYEMBIN B LIEJIOM JTEMOHCTPUPYET CUCTEMHBIE TEOPETUUECKUE 3HAHUS,
BJIaZIceT OOJBITMHCTBOM TEPMHHOB M 00JIaJlae€T CIIOCOOHOCTHIO OBICTPO pearupoBaTh Ha BOMPOCHI
TecTa.

«3» (YAOBJIETBOPUTEJIBHO): CHUCTEMHBIE TEOPETUYECKHE 3HAaHUS Y TECTUPYEMOTO
OTCYTCTBYIOT, OH BJIaJIe€T HEKOTOPHIMU TEPMHUHAMH M Ha BOIPOCHI TECTa PEarHpyeT TO0CTATOYHO
MEJIEHHO.
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«2» (HeyaOBJIETBOPUTEJIBbHO): CHCTEMHBIE TEOPETUUYECKHUE 3HAHUA Y TECTHUPYEMOTO
OTCYTCTBYIOT, TEPMUHOJIOTHEN OH HE BJIAJICET U Ha BOMPOCHI TECTA PearupyeT MEAJICHHO.

8.2.5. Hrorosoe coorBercTBHe OAMJBHOH IIKAaJAbl OLEHOK W  YPOBHeH
chopMHPOBAHHOCTH KOMIIETEHUMH 10 AMCHMILIMHE:

YpoBenb
cpopMHUPOBAHHOCTH Ouenka IMosicHenue
KOMIIETEHIIMH

TEOPETHUIECKOE COAEpIKaHWE W MPAKTUYECKHe HABBIKK 10
«5» JIACLUIUIUHE OCBOEHBI MOJHOCTHIO;

Bricokuii (oTnHyHO) BCE MNPEIYyCMOTPEHHBIC NPOTPaMMON OOydYeHHUS Yy4deOHBIC
3aJjaHus BBITIOTHEHBI HA BEICOKOM YPOBHE;

KOMIIETeHIIH ChOPMHUPOBAHBI

TEOPETUYECKOE COJACpKaHUE W MPAKTUYECKUE HABBIKH MO
«» JTUCHUIUIMHE OCBOCHBI IMTOJTHOCTHIO;

Cpenaunit (xoporo) BCE MpPEIyCMOTPEHHBIE TPOTpaMMON OOydeHHsS ydeOHBIC
3a7aHusl BBIIIOJIHEHBI C HE3HAYUTEIILHBIMU 3aMEUYaHHUAMH;
KOMITETEHIIMH B L1EJIOM C(HOPMHUPOBAHBI

TEOPETUYECKOE COJCp)KaHUE U MPAKTUYECKHE HABBIKH MO

JVCIUIUTMHE OCBOCHBI YaCTHYHO, HO TPOOENBI HE HOCST

CYIECTBEHHOTI'0 XapaKTepa;

OOJIBIIMHCTBO TPEAYCMOTPEHHBIX MPOTPaMMOi 00yUYEeHUS

y4eOHBIX 3a/1a4 BBITIOJIHEHO, HO B HUX UMEIOTCS OLINOKH;

KOMIIETEHIIMHU c(hOPMUPOBAHBI YACTHIHO

TEOPETUYECKOE COJEep)KaHUE W TPAKTHYECKHE HABBIKK I10

JTUCLUIUIMHE HE OCBOCHBI;

OOJIBIIMHCTBO TPEIYCMOTPEHHBIX HPOrpaMMOW OOydYeHHUS
«2» y4eOHBIX 3a/laHUi JIMOO HE BBHINOJIHEHO, JIMOO COAEPKHUT

(HEeyIOBIIETBOPUTENILHO) |TPpyObIe OIINOKY;

JONOJIHUTENBHAs ~ CaMOCTosiTeNbHas ~ pabora  Hax

MarepuaioM HE TPHBOIUT K KaKOMY-JIMOO 3HAYUMOMY

MOBBIIIICHHUIO KaYEeCTBA BHITIOIHEHHS yUeOHBIX 33 JaHNH;

KOMITETEHIIMU He CPOpPMUPOBAHBI

«3»

VY noBnerBopu-
(YIOBIETBOPUTENHHO)

TEJbHBIN

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)

Bonpocsl 1151 00Cy:KIeHUsI HA MTPAKTHYECKUX 3aHATUSX
Mecto u posib IOKYMEHTOB B yIIpaBJICHUHU.
Buapl ynpaBieHueCKUX TOKyMEHTOB.
CBoiicTBa TOKYMEHTOB.
Knaccudukanmsi 1o0KkyMeHTOB.
Jlenonpon3BoACTBO B APEBHEPYCCKOM T'OCYIapPCTBE.
[IpukazHoe nenonpou3BOACTBO.
Komnexckoe nenonpon3BoiCTBoO.
MuHucTepckoe 1eI0Mnpou3BOICTBO.
J1enonpon3BOACTBO B COBETCKUX YUPEKICHUSX.
10 I'ocynapcTBeHHOE AE€T0NPOU3BOICTBO B COBPEMEHHYIO JIIOXY.
11. 3akoHOATENBHOE PETYIMPOBAHUE IETONPOU3BOICTBA U OCHOBHBIE €TI0 HAIIPABIICHUSI.

11

DN U AW~




12. HopMaTUBHO-METOMYECKOE PETYJINPOBAHUE JEIONPOU3BOACTBA

13. IIpaBuna coctaBiieHust 1 0pOPMIICHHUS JOKYMEHTOB

14. Opranu3anuOHHO-NPABOBBIE JOKYMEHTBI, UX Ha3HAYEHHUE U COJIEP KAHUE.

15. IlpaBuna cocraBieHue U oQopmIIeHHE OTAEIbHBIX BUIOB OPraHMU3allMOHHO-IIPABOBBIX
JOKYMEHTOB: YCTaB HPENNpPHUATHS JODKHOCTHAsT MHCTPYKLUS, IOJIOKEHHE, IITaTHOE
pacnucanue, CTpyKTypa U IITaTHasi YUCICHHOCTb.

16. Cucrema nH(hOpMaAIIIOHHO-CIIPABOYHOMN TOKYMEHTAIINH.

17. IlpaBuna u TpeOOBaHUSA K JCIOBOMY IHUCHMY.

18. OtnenpHble BuAbl THCeM (MHPOPMAIMOHHOE, TapaHTUWHOE, MHUChbMO-OTBET, MUCHMO-
3a11poc, CONPOBOIUTEIIBHOE MUCHMO).

19. loxkymMeHThI 10 JInYHOMY cocTaBy. CoCTaBJIE€HUE JIMYHBIX JOKYMEHTOB

20. IIpaBuna opranu3anuy JOKyMEHTO000pPOTA.

21. Yyet o0beMa JOKYMEHTOOO0pOTA.

22. OCHOBHBIE 3Tanbl U MPUHIUIBI pA0OTHl C BXOASAIIUMHU, UCXOJAIIMMH U BHYTPEHHUMH
JOKYMEHTaMHU.

23. IlpaBuna perucTpanuu 1 UHJEKCAUU JOKyMEHTOB. POPMBbI PETUCTPALIUH.

24. KOHTpOJIb UCTIOTHEHUS JOKYMEHTOB.

25. CucremaTu3anus U XpaHEHHUE yIPABICHUYECKUX JOKYMEHTOB.

26. TpeboBanusi, MpeaAbABISEMbIE K COCTABICHUIO HOMEHKIIATYPHI JEll.

27. ®opMupoBaHue Jien B opranm3anuu. TpedoBanus K GOPMUPOBAHUIO JICTI.

8.3.2. Tekymmii KOHTPOJIb (IOATOTOBKA pedepara)

(popmupoBanue kommereHuuit OIIK-4, unaukaropsr MOIIK-4.1, HMOIIK-4.2; OIIK-7,
unaukaropsl MOIIK-7.1, UOIIK-7.2)

IIpumepHbIe TeMBI pepepaToB

1. JlIokyMeHTallMOHHOE 0OecTieueHNe yIpaBlIeHus, €ro 3a1a4u, QYHKIUH.
2. Hopmarusnsle fokymeHTsl (I'C/IOY, I'OCTh1). [lonsiTHe cTangapTH3alMy U YHU(PHUKAIHUH.
3. Knaccudukanus JOKyMEHTOB.
4.PeKkBU3UTHI YIIPABICHUECKUX JOKYMEHTOB. PEKBU3UTHI aBTOpa, UX OPOPMIICHHE.
5. TpeboBaHuUs K TECTY TOKYMEHTA.
6. bnank. Buzp! 61ankoB. TpeOoBanus k 6;1aHKaM JIOKYMEHTOB.
7. Opranu3alvoOHHbIE JOKYMEHTBHI.
8. PacniopsiaurenpHble JOKYMEHTHI. [Iprka3bl 1o OCHOBHOM AesATENBHOCTH. PacniopskeHus.
9. UndopManinoHHO-CTIpaBOYHBIE IOKYMEHTHI. JloKIaaHblie, 00bsICHUTENbHBIC 3anmiCcKU. CIpaBKH.
10. AkTh1, ux BuAbl. COCTaBICHUE aKTOB.
11. ITpoTokosl 3acenanunii, coBemanuid. [TonmHas u kpatkas Gopmbl MPOTOKOIA.
12. JlenoBas nepenucka.
13. JIokyMEeHTHpPOBAaHKE MTPOLECCOB IBHKEHUS KaJIPOB.
14. IIpukassl 110 IMYHOMY COCTaBY.
15. JInunoe 3asBneHue. BeaeHue INUHBIX KapTOYEK.
16. TpynoBoii 1orosop.
17. Benenue TpyaoBbIX KHIDKEK. OdopmiieHne JINYHbIX J1e.
18. Texnonorust paboTsl ¢ JoOKyMeHTaMu. Opranu3alus JOKyMeHTO000poTa.
19. Peructpanus 10KyMEHTOB.
20. KoHTpOJIb UCTIOJTHEHMSI TOKYMEHTOB.
21. Homenkiarypa nen. CucreMarnsanus aein. @opMUpoOBaHUE JEN.

8.3.3. Tekymuii KOHTPOJIb (TECTUPOBAHME)
(popmupoBanue kommereHnuii OIIK-4, wmuaukartopsr MOIIK-4.1, NOIIK-4.2; OIIK-7,
unaukaropsl MOIIK-7.1, UOIIK-7.2)
IIpumepsbl TeCTOBBIX 3aJaHUIA
PacnopsiguresibHble  TOKYMEHTbI, OTpaaluide  pe3yiabTaT  KOJUIETHAJBHOM
AeATeJJbHOCTH
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L] mpukas, pacrnopspkeHue
L] pacrnopspkeHue, yKazaHHe
[J mocraHoBIeHHUE, PELICHHE
L] mpoTokoi1, aKkT
L] morosop, ycTaB, COTJamieHue
OcCHOBHBIE PEKBH3HUTHI IOKYMEHTA
L] TekcT, OTMETKa O MPHIOKCHUH
[J TekcT, OTMETKa O MPUIOKECHUH, JaTa, HHIIEKC, 3ar0JIOBOK K TEKCTY
L] tekct, rpud yTBEpKICHHUS, TOAMKCH, I€YaTh
L] TekcT, 3aroJIOBOK K TEKCTY, MOJITHCH, IPU( COTIacCOBaHMs, rpu() YTBEPKICHUS, I1CYaTh
[J TekcT, OTMETKa O MPHIOKEHUH, TPH( COrIacoBaHus, BU3bI COIJIACOBAHUS, TPUP
YTBEPKIACHUS
L] rtekct, ampecar, rpu¢) yTBep)KICHHUS, BU3bI COIJIACOBAHUS, MIOIIKCH, [ICYaTh
HopmaTuBHBII /OKYMEHT, PperjaMeHTHPYKIIHMii TpeOoBaHus K O0(OpPMJICHHIO
AOKYMEHTOB 00111ero aAMUHUCTPATUBHOIO ynpasJjeHus (OP/I)
L] TOCT P 51141-98
L] T'OCT 6.10.5-87
L] T'OCT P 7.0.97-2016
L Ercaoy
L] HMHCTpyKIMSs 1O ACTONPOU3BOICTBY
AKT ¥ «rpu¢ yTBep:KIeHUD
aKT BCEr/a yTBEpKAAaeTCs PYKOBOAUTEIEM OpraHu3aluu
aKT YTBEPKAAETCsl BBIILIECTOSIIIUM OPraHOM YIIpaBJICHUs
YTBEPKAAOTCS TOJIBKO HEKOTOPBIE BUJIbI aKTOB
aKT HE UMeeT «rpHuda yTBEPKICHUS
aKT yTBEPXKAAeTcsl, B 3aBUCHUMOCTH OT PEIICHUs PYKOBOJCTBA OpraHU3aluu
aKT YTBEPXKAAETCS, B 3aBUCHMOCTH OT BBILIECTOSIIETO OpraHa yIpaBJICHUs
Cpok eiicTBHSI OPraHU3aIHOHHO-TIPABOBBIX JIOKYMEHTOB
OT OJIHOT'O JI0 IISITH JIET
JI0 MOMEHTA UX OTMEHBI
JI0 TPEX JIET
JI0 IECSITH JIET
JI0 BBEJICHUS HOBBIX B3aMEH YCTapeBIINX
MarepuanbHblii HOCHTE/Ib HH(OPMAUMHU O COOBITUSIX M SIBJEHUSIX O00beKTHBHOM
AeHCTBUTEJIbHOCTH U MBICIMTEJIBLHOM JeSITeIbHOCTH Y€JI0BEKA - 3TO...
IIpasunvruvie sapuanmor omeema: JOKYMEHT; JlokymMeHT; HOKYMEHT;
Komnieke merogoB M mponeccoB padoTbl ¢ JOKYMEHTAMH, OCYLIECTBJISAEMbIN
npeAnpusiTHEM NPH BbINOJHEHUU UM CBOUX (PYHKUMH - 3TO ....
JIOKYMEHTALMOHHOE 00eCTIeYeHNe YIpaBICHHS
JIEJI0NPOU3BOJICTBO
CUCTEMA JOKYMEHTAlLlUU
JIOKYMEHTHUPOBaHUE
JIOKYMEHTOO0O0POT
JIOKYMEHTHPOBAHUE YIPABICHUECKOH 1eATeIbHOCTH
OKYMEHTBI KIaccuPpUUHUpPYyOTCcs 110 rpudy Ha ...
OpUTHHAJIbI, KOITUU U MOAJTMHHUKA
BHEIIHNE U BHYTPEHHUE
WHAUBHUyalIbHbIE, TUTIOBBIE U TpadapeTHbIE
PYKOIIMCHBIE, IEYATHBIE U AIEKTPOHHBIE
OpraHU3alMOHHbIE, PACTIOPSAAUTENIbHBIE, CTPABOYHbIE
KOH(HICHIIMATIBHBIE, OTPAHUYESHHOTO JJOCTYIA U OTKPBITOTO MOJIb30BaHUS
IMocsenoBaTe IbHOCTDH U3JI0KEHUS MOJI0KEHUI YCcTaBa NpeanpusTUus
1: oOmurue moIoXKEHUS
2: cBeneHus 00 yCTaBHOM KaruTaie

Oooood ogooogooooood

=

Ooooggg
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OpraHU3al[MOHHO-IIPABOBBIE OCHOBBI JI€ATEIBLHOCTH OPraHU3aluH
OpraHbl YIpaBJiICHUS U KOHTPOJISI, UX KOMITETEHIUS
IIpaBUJIa BEJACHMSI YUE€Ta U OTYETHOCTU B OPraHU3alUU
MOPSAIOK pachpeeneHus npuosu U hopMupoBanue HoHI0B
0c00bI€ BONPOCHI AESITEIbHOCTH OpraHU3aluu
YCIIOBUSI PEOpraHU3alliy U JINKBUAALNN
JTanbl padoThbl ¢ BHYTPEHHUMH J0KYMEHTaMHI
MoJTydyeHue yKa3zaHusl Ha pa3paboTKy TIOKyMEHTOB
pa3palboTKa MpoeKTa JOKyMeHTa
COIJIACOBaHUE MPOEKTA TOKyMEHTA
KOPPEKTUPOBKA JIOKYMEHTa, ero opopmiieHue
MOJINCAHUE, YTBEPKIACHHUE
pEerucTpanus U THpa)KupOBaHUe
JIOBEJICHUE /10 UCTIOIHUTENEN
KOHTPOJIb UCIIOJIHEHUS TOKYMEHTa
IIPUEM HCIIOJIHEHHOT'O JOKYMEHTA, CHATHE C KOHTPOJIS
10: Tekylee apXUBHOE XpaHEHUE
KoHTpoJib HCIIO/THEHNSI JOKYMEHTA OpraHu3yeT
ciyx6a 10Y
PYKOBOJUTENIN BCEX PAHTOB
ceKkpeTapuar
ciry>x0a KOHTPOJIS
OTpeeNIEHHOE JOKHOCTHOE JIUIIO
PYKOBOJUTEID MIPEIIPUITHS
OcHoBaHMeM /115l IPeAbSIBJICHUS] MPETEH3UH SABJIAIOTCH JOKYMEHTbI
[] xomMMmepueckwuii aKT, cepTU(UKAT Ka4eCTBa, IOTOBOP, aKT MPUEMKH TOBapa, TpeOOBaHUS
L] ceprudukar kauecTBa, JOroBOp, akT MPUEMKH TOBapa, TpeOOBaHHS
L] xomMmepueckuii aKT, cepTU(UKAT Ka4eCTBa, aKT IPUEMKH TOBapa, TPEOOBaHHUS
L] ceprudukar kauecTBa, akT IPHEMKH TOBapa, TpeOOBaHUS
K HeperncrpupyemMbIM OTHOCATCSI AOKYMEHTBI
L] maopMannoHHBIE MaTepHaibl, pEKJIAMHbIE W TO3PaBUTEIbHBIC MHChMa, MPOTPAMMEI
CEMHUHApOB, COBELIaHHH, KOH(epeHIH
L] KoMy HOPMATHBHBIX TOKYMEHTOB, TIOCTAHOBJICHUS U PACIOPSHKEHHS TOCYAapPCTBEHHBIX
OpraHoB, OOBSICHUTENIbHBIE 3alIUCKU
L] cimy»xeOHbIe 3aIIMCKH, MTChbMa, TEJIEerpaMMBbl, (pakcorpaMmbl
[ pekyiaMHBIE TPOCHIEKTHI, MPOTOKOJIBI KOJUICTHATIBHBIX OPraHOB, CIIPABOYHBIC MATEPHUAIHI,
IUIaHBl, TPOTPAMMBI, CBOJIKH, OTYETHI
[] muchMa BBICIICH WHCTAHIINH, TPEOOBAHMUS, NCKH, IPETEH3NH, KOJUICKTUBHBIC JJOTOBOpPa
CooTBeTcTBHE 3TANOB MOATOTOBKH YNPABJCHYECKHUX PELICHUH cTagusiM padoThl

B YW
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Oooogd

aHau3 poOIeMHOM CUTYyaIWH, cTaaus pa3pabOTKU pelIeHUs
dopmupoBaHUEe 1eJel, OIEeHKa MNpearnoYTeHui
peteHuit

OLIEHKa pacrioyiaraeéMoro BpPEMEHHU, MOATOTOBUTEbHAS CTAIHS
orpeneieHne HeoOXOAMMBIX PeCypCOB

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

OpTaHM3aIMs BHITIOTHEHHS PELICHUS, aHAIIN3 CTa/Ius peau3aluy MPUHATOTO PEUICHHS

Y OIIEHKA JIOCTUTHYTOTO pe3yJIbTaTa

IlocsienoBaTEILHOCTL JITANOB MOJATOTOBKH YNPAaBJIE€HYECKUX pelleHUii, BXOASIINX B
COCTAB MOATOTOBUTEJIHLHOW CTAMH M CTAJNH Pa3padOTKHU pelleHust

1: BBIABICHHE U ONMCAHKUE MPOOJIEMHOM CUTYaITUH

2: OIICHKA pacIioyiaraeéMoro BpeMeH!

3: ompeneneHre HEOOXOAUMBIX PECYPCOB

4: aHanu3 nMpoOJIEMHON CUTYyaIu
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5: ¢opmupoBanue nenei

6: ompeneneHue orpaHUYEHU

7: pa3paboTKa BapUaHTOB PELLICHUI

8: oleHka npeanoyTeHuid pereHuit

Craqnu aHa/In3a ajJbTePHATHB M BHIOOPA MPOTrPaAaMMHOIO MPOAYKTA aBTOMATH3ALMU
AOKYMEHT0000poTa

1: CocraBieHrue mnepedHs] MPEIbABISEMBIX OCHOBHBIX (DYHKIIMOHAIBHBIX M CHCTEMHO-
TEXHUYECKUX TPEOOBAHUN K KOPIIOPATUBHOM CHCTEME aBTOMATU3AIMK JOKYMEHTO000pOoTa

2:  BpiOop cucTemMbl BeCOBBIX KOIPGUIMEHTOB (0aUIOB) WM pPaH)XHUPOBAHHE IS
AKCIEPTHOMN OLIEHKHU

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

4: OTOop NMporpaMMHBIX MPOTYKTOB, YAOBIETBOPSIOUIUX BHIOPAHHBIM (DYHKIIMOHAIBHBIM U
CUCTEMHO-TEXHUYIECKUM KPUTEPUSIM

5: Omenka afanTaMOHHBIX BO3MOXKHOCTEH OTOOPAHHBIX MTPOTYKTOB

6: OtrOop MpPOrpaMMHBIX MPOIYKTOB, YJIOBJICTBOPSIIONIMX KPUTECPHUSAM aTaNTAIlMOHHBIX
BO3MOXHOCTEH

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

8: OmeHka ombpiTa TPUMEHEHUS OTOOPAHHBIX IMPOTPAMMHBIX IPOIYKTOB pEMyTaIUN
(bupMBbI-pa3paboTINKa

9: BrIOop mporpaMMHOTO OOECTICUEHUS Il CUCTEMBI aBTOMATHU3AIHH JJOKYMEHTO000pOTa

8.3.4. [IpoMexkyTOUHBIII KOHTPOJIb (BONPOCHI K IK3aMeHY)
(popmupoBanue kommereHuuit OIIK-4, unmukaropsr MOIIK-4.1, HMOIIK-4.2; OIIK-7,
unaukaropsl MOTIK-7.1, UOIIK-7.2)

IIpumepHBbIe BONIPOCHI K IK3aMeHY
Oranel JOKyMEHTUPOBAHUS IPOU3BOICTBEHHO-XO35ICTBEHHON AESTEIbHOCTH.
TexHosorust TOKyMEHTallMOHHOT'O 00eCrIeYeHNs yIpaBICHUS.
[Topsimok cocTaBneHust U 0POPMIICHUS PACTIOPSAUTEIBHON TOKYMEHTALUH.
Cnyx06a DOKyMEHTAaIlMOHHOrO oOecrieueHus: ynpasieHus. TpeboBaHUs K OpraHU3aluu
CHCTEMBI JIOKyMEHT0000pOTa.
TpebGoBanus kK GOPMUPOBAHMIO JCIT B JIETONPOU3BOJICTBE.
[Topsinok BBeZEHMSI B IEHCTBUE MIPABUII BHYTPEHHETO TPYI0OBOTO paclopsiaka.
7. JJOKyMEHTUpPOBAHUE 1O  JOTOBOPHO-IIPABOBBIM  OTHOIICHUSM  HAKOHOMHYECKOMH
JESATEIIBHOCTH.
. IlonroroBka JOKYMEHTOB K c/la4y€ B apXUB.
Knaccudukanus pexsuzuros mo 'OCTY P 7.0.97-2016 «Cucrema craHmapToB IO
nHpopmanuy, OHOTMOTEYHOMY U U3JaTelbckoMy  jaeny. OpraHuszaloHHO-
pacnopsAUTENbHAs JOKYMEHTALMSD.
10. Pa3BuTHE JIEKTPOHHOTO JOKYMEHTOOOOPOTAa B OpraHU3AIIHH.
11. TInmaHOBO-OTUYETHASI JOKYMEHTALUS.
12. ABTOomaTu3arus AeIONPOU3BOICTRA.
13. Cuyx06a KOHTPOJIS BeJIeHHsI KaJIJpOBOM JOKYMEHTAIMH Ha MPEANPUITHH.
14. TloHsATUS O JOKYMEHTaX, COc00ax JOKYMEHTHPOBAHUS, HOCUTENAX HHGOpMaAILUU U
(GYHKIMAX TOKYMEHTA.
15. TlpaBuna odopMieHHs U BbIAAYN KOMHUI JTOKYMEHTOB.
16. Opranusanus onepaTuBHOIO XpaHEHUS TOKyMEHTOB.
17. DxkcnepTu3a EHHOCTH JOKYMEHTOB.
18. TlpaBuia coctaBieHus 1 OPOPMIICHHSI HOMEHKIIATYPbI JElI.
19. ITpusHaku kaaccuuKaiu HOMEHKIATYPHI eIl
20. Kpurepuu oLieHKH JOKYMEHTOB.
21. Cucrembl 1OKyMEHTALIMH 110 JIMTYHOMY COCTaBYy.
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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.
61.

62.
63.

OcoOenHocTr 0QOPMIICHUS JTHYHBIX JOKYMEHTOB.
Cuctemsl 4 (POpMBI JOKYMEHTOB.
OCHOBHBIE TIOTOKH JJOKYMEHTAIUH.
Ciyxe6nble 3anmucku. TpeboBaHus K 0opopMIICHHIO.
OCHOBBI 3aKOHOJIATEIBCTBA [0 APXUBHOMY JIEITY.
Cocrapnenue 1 0opMIIEHUE CIYKEOHBIX ITHUCEM.
PexxuMbl XpaHeHHs JOKYMEHTOB.
Onuce nena. [IpaBuna popMupoBaHue JOKYMEHTOB Ha apXMBHOE XpaHEHHE.
Poinb 10KyMEHTallMOHHOTO 0OecIIeYeHus YIIPaBICHHs B COBPEMEHHOM OpraHu3aluy.
OCHOBHBIE XapaKTEPHBIE YEPThl OPraHU3aALMOHHO-TIPABOBOM JJOKYMEHTAIIUH.
. PernamenTanust JOKyMeHTallMOHHOTO 00€CIIEUeHUs yIIPaBICHUS.
. CocraB u oopmieHHE PaCIOPSIAUTEIBHONW JTOKYMEHTAIIHUH.
. TexHosnoruss paboThl ¢ KOHYUIEHINAIBHBIMU JOKYMEHTaMH.
CocraBnenue u 0(opMIIEHUE AKTOB
Odopmurenbckue pekBU3UTHL. COCTaB PEKBU3UTOB JOKYMEHTOB.
CrpykTrypa ohopMIIeHUS TOTKHOCTHBIX HHCTPYKLIUH.
Opranuzanus KOHTPOJISl HCIIOJHEHUS JOKYMEHTOB.
CocraBienue u oopmMIIeHHE TPOTOKOIIA.
[Topsimox  cocraBineHuss U oQoOpmiIeHMs TabIul] M PUCYHKOB B  HayyHO-
HCCIIEIOBATEILCKOM OTYETE.
Opranuzanus paboThl C JOKYMEHTaMHU.
[TpaBuiia opopmiieHUs TPUIIOKEHUH.
[TonsiTue o nokymeHTo000pOoTE. POPMBI PErHCTPALIUU TOKYMEHTOB.
CocraBienue u 0popMIICHHE JOTOBOPOB.
®daroBoe U NpoJ0JIbHOE PACIION0KEHUE PEKBU3UTOB.
YupenuTenbHble JOKYMEHTBI OpTaHU3aIIH.
OreHka 3HAYMMOCTH JJOKYMEHTOB M CPOKU MX XPaHEHUS.
TpeboBanwms1, TpeabIBIsEMBbIE K TEKCTAM JIOKYMEHTOB.
. CocTaB opraHu3aliMOHHO- MPaBOBIX JOKYMEHTOB.
@opMBI perucrpanuu J0KyMeHTOB. [lopsaok perucrpanum.
. TexHonorust paboThI ¢ KapOBOM JOKYMEHTALIUEH.
. CocraB u CTpyKTypa MITaTHOTO PaCIHCaHUSI.
CocTtaB HHPOPMALIMOHHO-CIIPABOYHBIX JIOKYMEHTOB.
OCoOEHHOCTH TIOJIOKEHHUS O CTPYKTYPHOM IOIPa3/IeJICHUN OPTaHU3aIHH.
. brnanku u popmatsl JOKyMEHTOB.
. 3amaun ¥ TYTH BHEAPECHUS aBTOMATU3UPOBAHHOW CHUCTEMBI JIOKYMEHTAIIMOHHOTO
obecrieueHus yrpaBiIeHUs
OcHOBHBIE ~ KJIACCHI ~ THPAXHO - 3aKa3HBIX aBTOMATH3UPOBAHHBIX  CHUCTEM
JOKYMEHTAIHOHHOTO 00eCTIeYeHHs yIpaBIeHUS
OKCIUTyaTallnOHHbIE XapaKTEPUCTHKH ABTOMATH3MPOBAHHOM CHCTEMBI
JOKYMEHTAIHOHHOTO 00eCTIeYeHNs yIpaBIeHUsS
Texnonoruu MPOrPaAMMHOMN peanmn3anuu ABTOMATU3HPOBAHHOM CHCTEMBI
JOKYMEHTAIHOHHOTO 00eCTIeYeHHs yIpaBIeHUS
Kputepun  aHanm3a  aBTOMaTH3UPOBAaHHOM  CHCTEMBI  JIOKyMEHTAI[HOHHOTO
o0ecrieyeHus yrpaBieHUs
CocraBnenne 1 0opMIIEHUE ITPUKA30B IT0 OCHOBHOM JIEATEIIHHOCTH.
OcoOeHHOCTH BBIOOPA CUCTEMBI aBTOMATH3AIHH.
Crparernn BHEApPEHHWS aBTOMAaTH3WPOBAHHOMW CHCTEMBI  JOKYMEHTAI[MOHHOTO
o0ecrieyeHus yrpaBieHHs..
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