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1. IlepeyeHp NIIAHUPYEMBIX Pe3yJIbTATOB H3Y4YeHHsI AUCHHUIIIMHBI, COOTHECEHHBIX €
IUIAHMPYEMbIMH Pe3y/1bTaTAMH 0CBOCHHS 00pa30BaTeIbHOM NPOrPaMMbI

B pamkax ocBOeHHMs OCHOBHOH mpodeccHoHalbHOM 00pa3oBaTeNbHON MPOrpaMMbl

OakanaBpuaTa OOYyYarOIIMICS HOJDKEH OBJAJETh CIEAYIOIMMHU pe3yJbTaTaMu OOYy4EHHs I10

JquciumimHe « OCHOBBI GJIONPOU3BOACTBA M IOKYMEHTOO00POTY:

Koa v HaumMeHoBaHHue KOMIIETECHIINIA

NHaukaTopbl J0CTHKEHUS] KOMIIEeTeHITHH

OIIK-4. CiocobeH pa3pabaTsiBaTh
MIPOEKTHl HOPMATUBHBIX MPABOBBIX aKTOB
B cepe npodeccuoHaTbHON
NEeSITeTbHOCTH, OCYIIECTBISTh UX
[IPaBOBYI0 U aHTUKOPPYILUOHHYO
IKCIEPTHU3Y, OLIEHKY PETYIUPYIOIIETO
BO3I[CI>1CTBH$I u HOCJICI[CTBPIIZ nux
MIPUMCHECHHSI

NOIIK-4.1. OcymiecTBiseT NpaBOBYIO U
AHTUKOPPYILHUOHHYIO SKCIIEPTHU3Y IPOEKTOB
HOPMATUBHBIX MIPABOBHIX aKTOB B chepe
pohecCUOHATILHON JesTeIbHOCTH

HOIIK-4.2. OueHuBaet perynupyrouiee
BO3JICHCTBUE MPOEKTOB HOPMATHUBHBIX IPABOBBIX
aKTOB B cdepe npodeccHoHATBHON AeITeTbHOCTH
¥l TIOCJICACTBUSI X IPUMECHCHUS

OIIK-7. CiocobeH ocyliecTBISITh
BHYTPHOPTraHU3AIIMOHHBIC U
MCKBCAOMCTBCHHBIC KOMMYHHUKAIUH,
obecrieunBaTh B3aUMO/JICHCTBHE OPTaHOB
BJIACTHU C rpaKaaHaMu, KOMMCPUCCKNUMU
OpraHu3alUsIMH, UHCTUTYTaMH
IpakJaHCKOTO OOIIEeCTBa, CPEACTBAMHU
MaccoBOi HHpOpMAIHU

HOIIK-7.1. Onpenensier 3aaauu
poQeCCHOHATBHOM NIEATETLHOCTH B 001aCTH
OCYIIECTBICHUSA BHYTPUOPraHU3al[MOHHBIX,
MEKBEJOMCTBCHHBIX KOMMYHHKAIIUN 1
B3aHMOHCﬁCTBHﬂ OpTraHoOB BJIACTH C I'pa’kJaHaMH1 U
WHCTUTYTaMH IPaXIaHCKOT0 00IIecTBa

HOIIK-7.2. Opranusyer Jei10NpOU3BOJICTBO U
JOKyMEHTOOOOpPOT B  oOpraHax BJIAaCTH  JUIs
o0OecrieueHUs BHYTpU- M MEKBEJOMCTBEHHBIX
B3aUMOACHCTBUM

2. Mecro nucuuniauHsbl B cTpykrype OIIOIT
VyeOnas nucuumumHa b1.0.30 «OcHOBBI [1€710MPOU3BOACTBA U JIOKYMEHTOOOOPOT»
OTHOCHUTCS K 00s13aTenbHOM yacTu nukia b.1 «lucuunauasl (MoLy1n)».

3. O0beM AUCHUNIMHBI B 324€THBIX ¢IMHULAX ¢ YKa3aHHEM KOJIU4ecTBa
aKaJeMH4YeCKHX YaCOB, BbI/IeJIEHHbIX HA KOHTAKTHYIO padoTy 00y4alomuxcs ¢
npenoaasareseM (10 BUAaM 3aHATHI) U HA CAMOCTOAITEJIbLHYIO padoTy 00y4yaromuxcs

OO6mast  TPyIOEMKOCTH

(oOBeM)  TUCHUIUTAHBI

«OCHOBBI  JICTIONIPOU3BOJACTBA U

I[OKYMGHTOO60pOT» COCTaBJISACT 4 3aUCTHHIC CIAWHUIIBI.

O0béM TMCUMIUIMHBI 10 BHAAaM Y4eOHbIX 3aHATHI (B Yacax)
OuHo-3a04Hasi popma oOyueHHsI

Bup yueOHoii padoThbi Beero Cemectper

4acoB 4 -
AyIMTOpHBIE 3aHATHS (BCEro) 40 40 -
B ToMm uncrne: - - -
Jlexun 20 20 -
[IpakTuueckue 3ansatus (I113) 20 20 -
Cemunapst (C) - - -
JIaGoparopusie pabotsl (JIP) - - -
CamocrosiTe/ibHasi padoTa (Bcero) 68 68 -
B ToMm uucne: - - -
KypcoBoit mpoekT (pabota) - - -
PacuerHo-rpaduueckue padboThI - - -




Pegepar 4 4 -
[ToaroroBka Kk MPaKTUYECKUM 3aHSATUSM 60 60 -
TectupoBanue 4 4 -
Bun npomexyTouHOM aTTecTaluu — 3K3aMeH 36 36

OO01mmast TpyA0eMKOCTh Yac / 3a4. ef. 144/4 144/4 =

4. Conep:kaHue QUCHUIIINHbBI
4.1. Pazmesibl JUCUMILVIMHBI M TPYA0EMKOCTD 110 BUIaM Y4eOHbIX 3aHATHI

OuHo-3a04Hasi popma oOyueHust

wa
= § Buabl y4eOHbIX 3aHATHI, BKJIIOYAS
g § CaAaMOCTOSITEJIbHYIO Pa00Ty 00y4aromuxcs, 4ac
Ne Pasgen/TemMa 8 8
n/m JAucuuniamHbl E KonTakTHas padora
= CamocrosiTenb-
Bceero NpaKkTHYeCKue Hasi paboTa
JIEKIUH
3aHATHS 00y4aIoIuXCcst
Tema 1. Beenenue B 8 2 - 6
1. | menompou3BoOJICTBO.
OCHOBHBIE TTOHSITUSA U
TEPMUHBI.
2. | Tema 2. Vctopus pa3BUTHS 10 2 2 6
JIETIONTPON3BOJICTBA
3. | Tema 3. CoBpemeHnHOE 10 2 2 6
roCy/1apCTBEHHOE Pa3BUTHUE
JIEJIONIPOU3BOICTBA
4. | Tema 4. [IpaBuna 10 2 2 6
COCTAaBJICHHS U
odopmIieHHs JOKYMEHTOB
5. Tema 5. OpranuzanoHHO- 11 2 3 6
pacnopsiAuTeNbHbIE
JIOKYMEHTBI.
6. Tema 6. Cucrema 11 2 3 6
MH(}OPMALIMOHHO-
CIIPaBOYHOM
JTIOKYMEHTAITUH.
7. | Tema 7. CnyxxeOHas 12 2 2 8
Mepenucka.
8. | Tema 8. JIokyMeHTHI 1O 12 2 2 8
JUYHOMY COCTaBYy.
CocraBiicHHE JIMYHBIX
JIOKYMEHTOB
9. Tema 9. Opranuzanus 12 2 2 8
paboThI C JOKYMEHTaMH
10. | Tema 10. CucremaTu3amnus 12 2 2 8
U XpaHEHHE
YIIPaBICHYECKUX
JIOKYMEHTOB.
Bcero 108 20 20 68
IK3aMeH 36 - - -
Hroro 144 20 20 68




4.2. ConepxxaHue pa3iesioB IUCHUILIHHBI

Tema 1. BBegenne B 1es10npou3BoacTBo. OCHOBHbIC MOHATHS U TEPMHUHBI.

[IpenmMert u 3aauu Kypca J1e7101ponu3BoAcTBO. CYITHOCTD MOHATHS «IEIOIPOU3BOIACTBOY.
[TonsTus «<uHGOPMAIUI» U «TOKYMEHT» MeECTO U pOJIb JOKYMEHTOB B YIIPaBJICHUH. 3HAUCHUE
uHbOpMalMU ISl MIPUHATHUS YNIPABICHUECKUX pelieHuid. Bunapl ynpaBieHYeCKHX TOKYMEHTOB.
[TonsTHe «PyHKIMH JOKYMEHTa, MOTU(PYHKINOHATBHOCTD IOKyMEHTOB. CBOHCTBA JOKYMEHTOB.
Knaccudukanus 10KyMeHTOB.

Tema 2. UcTopusi pa3BUTHA 1€J10NPOU3BOICTBA

Jlenonpou3BoACTBO B JPEBHEPYCCKOM rocyaapcrse. lIpukasHoe 1e10mpou3BOJICTBO.
Konnexckoe nenonpou3BoACcTBO. MHHHCTEPCKOE EIOMPOU3BOJICTBO [lenonpou3BoaCcTBO B
COBETCKHUX yupexJeHusX. ['ocy1apcTBEHHOE 1EI0NPOU3BOICTBO B COBPEMEHHYIO JIIOXY.

Tema 3. CoBpeMeHHO€ ToCy1apcTBEHHOE Pa3BUTHE [1€JI0NPOU3BOACTBA

3aKOHOJATENbHOE PETYJIUPOBAHUE JEIONPOU3BOJCTBA U OCHOBHBIE €0 HalpaBICHMS.
HopMmaTtuBHo-mMeToanueckoe peryiupoBaHue  JI€JONPOU3BOJCTBA [ 'OCynapcTBEHHBIE
CTaHJapThl, X POJIb U 3HAUEHUE (CTaHaapTU3alus) Tunosass MHCTPYKLUS 1O JEIONPOU3BOJCTBY
B (enepanpHbIX oOpraHax HCIOJHUTEIBHONW BiacTH. llpaBuna mo Aenonpou3BOACTBY B
(denepanbHbIX OpraHax UCIOJIHUTENBHOMN BIacTU. MeToquuecke peKOMEHIaluM [0 pa3padboTke
MHCTPYKUMH TIO0 JENONpPOM3BOACTBY B (elepalibHBIX OpraHax HCIOIHUTEIbHOW BIACTH.
VYHuuuupoBaHHble cUCTEMBl JOKyMEHTaluu. HopmaTuBHble JTOKYMEHTBHI IO TPYY U OXpaHe U
Tpyaa

Tema 4. [IpaBuiia cocraBjaenus 1 0opMJIeHUsI JOKYMEHTOB

®opmarel Oymaru u mois. Hymepanus muctoB. @opmysip-oOpaszen;. TpebGoanusi k
OaHKaM JOKYMEHTOB. XapaKTepUCTHKa TOCYJapCTBEHHOTO CTaHIapra «YHU(UIMPOBAHHBIC
CUCTEMBbl JIOKyMEHTAllUU. YHHU(UIMPOBAHHAS CHCTEMa OPraHU3aIlMOHHO-PACTIOPSIAUTEIHLHON
nokymenrtaiuu. Tpeboanus k odopmienuto noxkymeHToB» ['OCT P. IlpaBuna odopmieHus
JIOKYMEHTOB TPH HCIIOIb30BAHUH TEXHUYECKHX cpelcTB. CocTaB pekBU3UTOB JokyMeHTOB OP/I.
[IpaBuna odopmiieHHsI PEKBU3UTOB 3arojIOBOYHON 4YacTH JOKyMEHTa: yrioBoe (¢uaroBoe u
[EHTPOBaHHOE), MpojosubHOe (LeHTpoBaHHOEe). Odopmienue repdba Poccuiickoii Deneparmu,
cyobekta P®, smOnembl opraHuzanmuu Wik ToBapHOro 3Haka. Koj opranuszanuu-aBTopa
nokyMeHTa. OCHOBHOM TIOCYyNapCTBEHHBIM PErMCTPAlMOHHBIII HOMEpP IOPUAMYECKOTO JIMIA.
neHTuuKaMoHHbI HOMEp HaJOrOIUIaTEeNbIINKA/KOJl MPUYMHBI MOCTaHOBKM Ha y4é€r. Kon
dopmbl TokyMeHTa. HauMeHOBaHMe opraHM3aluu -aBTopa J0KyMeHTa. CrpaBouHble JaHHBIE 00
OpraHM3alMi - aBTOpe JoKyMeHTa. Ha3Banue Buga JokymeHTa. Jlata JOKyMeHTa.
PerucrpanuonHsiii HoMep nokymeHTa. CChliIka Ha PETUCTPALIMOHHBIA HOMED U 1Ty TOKYMEHTA.
[Topsinox oopmiieHUs: pekBU3UTa «ajapecar». PEeKBU3UTHI cofepKaTeIbHOM YacTh: TpeOOBaHUS K
TeKCTaM JOKyMeHTOB. Cokpali€HHbIe ClloBa. YTHOTpeOIeHUE SI3bIKOBBIX (opMyI. SI3BIK TEKCTa.
ONeMeHTbl TEeKCTa JOKyMEHTa. 3arojioBOK K TEKCTy JOKyMmMeHTa. OTMeTKa O Haluduu
npuioxkeHus. PekBu3uThl odopmistomieil yacTu MOANUCAHME MU YTBEPXKAECHUE ITOKYMEHTOB.
CornacoBanne JokyMeHTOB. Ortruck mneyatu. BusupoBanue pnoxkymeHTOB. OTMETKM Ha
JOKYMEHTE: OTMETKa O IOCTYIUIEHMH JIOKyMEHTAa B OPraHMU3AlMI0, PE3OJIIOLHSA, OTMETKa O
KOHTpOJIE, OTMETKa O 3aBEpPEHHU KOMHMM JOKyMeHTa. MpeHtuduxatop s1eKTpoHHOH Komuu
nokymeHnTta. OtMeTka 06 ucnoiaurene. OTMeTka 00 UCIOTHEHUH JOKYMEHTA U HaIlPaBJIEHUH €To
B aeno Opunuyeckas cuna noxkymeHnrta. FOpuanuecku 3Ha4YMMble PEKBU3UTHI.

Tema 5. Opranu3alnoOHHO-PaCIOPAAUTEIbHBIC JOKYMEHTBI.

OpraHu3allMOHHO-IIPaBOBbIE JIOKYMEHTBI, UX Ha3HaueHue u cojaepxkanue. OOmue
TpeOOBaHUS K OPraHM3allMOHHBIM JOKyMeHTaM. [IpaBuna cocraBieHue u odopmieHHe
OTJIENbHBIX BUJIOB OPraHU3AIlIMOHHO-TIPABOBBIX JTOKYMEHTOB: yYCTaB MPEANPHUATHS TOJKHOCTHAS
MHCTPYKLUS, TIOJIOKEHUE, IITATHOE PaclMCaHne, CTPYKTypa U IITaTHAas YUCIEHHOCTh. BaxHOCTh
U 3Ha4YeHHE 3TUX JOKYMEHTOB B JAESTEIbHOCTU MpennpusTus. PacnopsauTenbHble JOKYMEHTHI.
OCOOEHHOCTH TOATOTOBKH PACHOPSAUTENbHBIX JOKyMeHTOB. lloaroroBka u odopmiieHue
npuka3zoB. OcoOeHHOCTH oOQopmiIeHUs BBIMUCKA M3 TmpuKaza. Croenuduka HanucaHus
PaCIOpPsKEHUM, PELLICHUM.



Tema 6. Cucrema HH(POPMALIMOHHO-CIIPABOYHON JOKYMEHTALMH.

Haznauenne nHpOpMaIIMOHHO-CIIPABOYHON TOKYMEHTAIINH B YIIPaBJICHUYECKON
NEeSITeIbHOCTH. XapaKTepUCTUKA OCHOBHBIX BH/IOB CIPAaBOYHO-MH(POPMALMOHHBIX M CIIPABOYHO-
aHAIUTUYECKUX JOKyMeHTOB. IIpotokonsl. TpebGoBaHus K cOCTaBiICHHIO U O(OPMIICHUIO.
[Tonaple u  KpaTkue  (GOPMBI MPOTOKOIOB. AKTHIL. TpeOoBaHHS K O(QOPMIICHHIO aKTOB.
[Tpoueaypa moAroToBKH, COCTaBiIeHUEe U OGOPMIICHHE JOKJIAIHBIX U OOBSICHUTEIBHBIX 3AIHCOK,
CIIPaBOK, 3asIBJICHUH, IPEICTABICHUMN, IIPEIIIOKEHUMN U JIP.

Tema 7. Cay:keOHasi nepenucka.

[IpaBuna u  TpeboBanuss K JenoBoMmy mnucbMy. COBOKYIHOCTh PEKBHU3UTOB
ounuanbHOr0 MUchMa M HpaBwia UX odopmieHus. S3BIK M CTWIb OQUIHATIBHBIX IHCEM.
CrtpykTypa nucbMa. DTHKET B JesoBoi nepenucke. OCHOBHbIE TpeOOBaHUS K TEKCTY CIy>KeOHOTr0
nucbMa. OTAeabHBIE BHIABI THCeM (MH(POPMALMOHHOE, FapaHTHIHOE, MMChMO-OTBET, ITHCbMO-
3arpoc, COMPOBOAUTEIBHOE MUCHMO). MexayHapoaHas mnepenucka CTpyKTypa U CMBICIOBBIE
qacTh mucbMa. CTUIIb TEKCTOB M OOPMIICHHE JET0OBOTO MUChMA.

Tema 8. JlokyMeHTBI 10 JIHUHOMY cocTaBy. CocTaBjieHHe JJMYHBIX TOKYMEHTOB

CoctaB ¥ BHIBl JOKYMEHTAllMM IO JHYHOMY COCTaBy. YHHU(HUIMPOBAHHBIE (OPMBI
nokymeHntoB. Ilpukas. Odopmienue npuéma Ha paboty. IlepeBom Ha Apyryro paboTy.
[IpenocraBienue oTnycka. YBoJbHEeHUE ¢ paboThl. CocTaBiIeHUE JIMYHBIX JOKYMEHTOB (pE3loMe,
aBToOMorpadus, XapaKTepUCTUKA, aHKETA, IOBEPEHHOCTb, PACIIHCKA).

Tema 9. Opranuszanusi padéoTbl ¢ JOKYMEHTAMHU

[Tonstue «moxkymentoobopota». I[IpaBuna opranuzanuu AOKyMEHTOOOOpOTa. Yder
o0bemMa JOKyMeHTOOOOpoTa. OCHOBHBIE ATambl M HNPUHUMIIBI PabOThl € BXOASIIMMH,
UCXOASIIMMU M BHYTPEHHUMH JOKyMeHTamu. I[IpaBuia peructpaliuu © HHJIEKCALUU
nokyMeHToB. @opmsbl peructpanuu. KoHTposb UCIONHEHNS JOKYMEHTOB.

Tema 10. CucremaTu3anus ¥ XpaHeHHe YIPABJIEHYECKUX JOKYMEHTOB.

[lonATHE «HOMEHKIIATYpa Ae», BUABI HOMEHKIIATYPHI €. TpeGoBaHus, MperbsIBiIseMble
K COCTaBJICHUIO HOMEHKIATyphl nein. DopMupoBaHuEe el B OpraHu3anuu. 1peGoBaHHs K
(GOpMUPOBAHHIO JIel. DKCIEpTHU3a IEHHOCTH JTOKYMEHTOB. TpeOoBaHUs, TPEIbSIBISICMBIE K
OpTraHHU3alK U MTPOBEIECHUIO YKCIIEPTU3HI IICHHOCTH IOKYMEHTOB.

4.3. IIpakTnyeckue 3aHaTHS / 1a00paTOPHbIC 3AHATHSA
OuHo-3a0uynas popma 00yueHust

3ansartue 1. McTopus pa3BuTHs Je0NPOU3BOICTBA

3anstue 2. CoBpeMeHHOE rOCYITapCTBEHHOE Pa3BUTHE JIETONPOU3BO/ICTBA
3ansarue 3. [IpaBuna cocraBneHus U 0hOpMIICHUS TOKYMEHTOB

3anstue 4. OpraHu3alMOHHO-PacOPSAUTEIbHbIE JOKYMEHTHI.

3ansartue 5. Cucrema HH()OPMAIIMOHHO-CIIPAaBOYHOM JTOKYMEHTALINH.
3anstue 6. CinyxeOHasi Iepenucka.

3ansarue 7. JlokyMeHTHI 10 THYHOMY cocTaBy. CocTaBlieHHE JTUUHBIX TOKYMEHTOB
3anstue 8. Opranuzanus paboThl ¢ JOKyMEHTaMH

3ansarue 9. CucremaTu3anus U XpaHeHHe yIpaBIeHYECKUX JOKYMEHTOB.

5. Y4eOHo-MeTOoAMYeCKOEe M HH(POPMALMOHHOE 00ecieYyeHre JUCIHILIMHBI

5.1. OcHoBHas JUTEpaTypa

1. ApacnanoBa, B. A. JlokymeHTallioHHOE oOOecreueHue yNpaBieHHs: Y4eOHO-
IpakTU4YecKoe Mocobue B cxemax, Tabmuiax, oopasuax: [12+] / B. A. ApacnanoBa. — 2-e u3f.,
non. u nepepad. — Mocksa ; bepmun : Qupekr-Meauna, 2020. — 266 c. : wi., Tabn. — Pexum
noctyna: mo noanucke. — URL: https://biblioclub.ru/index.php?page=book&id=578394

2. ApacnanoBa, B. A. CnuyxeOHble JOKYMEHTHI: (OPMYJSpHl U MPUMEpPHI
opopmienus. Anpbom: ydeOHo-mpakTHueckoe mocobue: [12+] / B. A. ApacnaHosa,
E. C. BypmuctpoBa. — Mocksa; bepnun: Jupexr-Menua, 2020. — 108 c. — Pexum nocryna: no
noanucke. — URL: https://biblioclub.ru/index.php?page=book&id=578396



https://biblioclub.ru/index.php?page=book&id=578394
https://biblioclub.ru/index.php?page=book&id=578396

5.2. lonoiHMTEIbHAS JIUTEPATypa

1. Hoxyment. Apxus. Uctopus. CoBpeMEHHOCTh: COOPHUK HAY4YHBIX TPYIOB / TJI.
pen. JI. H. Ma3yp; Ypanbckuii henepanbHbiii yHUBEpcUTET UM. niepBoro [Ipesunenta Poccun b.
H. Enbumna, Ypaibckuii TyMaHUTapHBIN HHCTUTYT. — ExarepunOypr: M3naTenscTBO YpanbCcKkoro
yausepcurera, 2020. — Beimyck 20. — 361 c.: cxem., Tabn. — Pexxum gocTymna: 1Mo HOJIHCKe. —
URL: https://biblioclub.ru/index.php?page=book&id=698984

2. Kazanmnesa, I'. B. JInunbsie JOKYMEHTHI : TpeOOBaHUS K 0OPMIICHUIO U 00pa3Ilbl
JIOKyMEHTOB: yueOHoe mocodbue: [16+] /I'. B. Kazannesa. — 7-e uzj., crep. — Mockpa: ®JIMHTA,
2022. — 40 C — Pexum JOCTyTa: o IIOIICKE. —

URL: https://biblioclub.ru/index.php?page=book&id=103531

5.3. JIunieH3M0HHOE MPOrpaMMHoOe olecreyeHue
1. Microsoft Windows 10 Pro
2. Microsoft Office 2007

5.4. CoBpemennble mnpodeccHOHATbHbIE 0a3bl JAAHHBIX H HHQOPMAIMOHHbIE
CIPaBOYHbIE CHCTEMBI

1. KommbrotepHsie nH()OPMAIIMOHHO-TIPABOBBIE cUCTEMBI « KOHCYIbTaHT»
http://www.consultant.ru , «I"apanT» http://www.garant.ru
OdunmansHBIN HHTEPHET-TTOPTAI PaBOBOK HH(POpMaruu http://pravo.gov.ru
AJMUHUCTPATUBHO-YIIPaBIeHYECKHl mopTan http://www.aup.ru/
[Topran rocynapcTBeHHON rpaxaaHcKon ciryx0bl https://gossluzhba.gov.ru
Hayunas snexktponnas 6ubnuoreka http://www.elibrary.ru
OBC «YuuBepcurerckas Oubmuorexa onnain» https://biblioclub.ru/index.php

Sk

6. MaTepuaibHO-TeXHUYECKOE o0ecnedyeHne JUCHUIIIMHBI

1. JlekuvoHHas ayauTOpus, AayAUTOPHUs Uil TPYIIOBBIX W  HMHIMBUIYaJbHBIX
KOHCYJIbTaIMii, OCHAIIIEHHAs] KOMIUJIEKTOM MebOenu s y4eOHOro mpoiiecca, yueOHOM JOCKOH,
MEPCOHAILHBIM KOMITBIOTEPOM, TIJIA3MEHHOU MTaHEIIbIO.

2. Aynutopust JUisi NPOBEAEHUS NPAKTUYECKUX M CEMUHAPCKUX 3aHATUN, TEKYIIETro
KOHTPOJII U TPOMEKYTOUHOM aTTECTAIlUU, OCHAIEHHAs KOMIUIEKTOM MeOenu Jisi y4eOHOTO
mpolecca, yaeOHOM JOCKOH, TEPCOHABHBIM KOMITBIOTEPOM, MJIa3MEHHOM MaHeNbIo.

3. Ayautopusi IJisi CaMOCTOSITEIbHOM pabOThl CTYACHTOB, OCHAIICHHAs KOMIUIEKTOM
Mebenu s y4eOHOro rmpoiiecca, y4eOHOM JOCKOW, MEepCOHANbHBIMU KOMIBIOTEPAMH C
BO3MO>KHOCTBIO TIOJIKJIFOUEHHUSI K CeTH «VIHTEpHET» 1 JOCTYNOM K 3JIEKTPOHHOU MH(OPMAITHOHHO-
o0pa3oBaTenbHOI cpeie YHUBEPCHUTETA.

7. MeToagu4ecKkue peKOMEHAALNH 110 OPTraHU3alMy H3yYeHUs JUCHUILIMHBI

7.1. MeTtoanuyecKkue peKOMEHIaluH MPenoaaBaTeo

JlaHHBIA pazfen HacTosAlled pabodel mMporpaMMmbl MpeAHAa3HA4YeH ISl HAUYMHAIOMIMX
npenojaBaresiell ¥ ClenUaiCTOB-IPAKTUKOB, HE UMEIOIINX OIBITA MPEI01aBaTelbCKON paboThlI.

JucuuruimHa «OCHOBBI  JIQNONPOM3BOJCTBA U JOKYMEHTOO0OpPOT» (opMupyer y
oOyuaromuxcst koMrnoHeHTsl komrnereHuu: OIIK-4 u OIIK-7. B ycioBusix KOHCTpyHpOBaHUs
00pa3oBaTeNbHBIX CHUCTEM Ha NPUHIUIAX KOMIIETEHTHOCTHOIO IMOJXOAa IPOU30ILIO0
KOHIENTYyaJIbHOE MU3MEHEHHE POJIM MPENOoJaBaTelsl, KOTOPbIH, HapsAy ¢ TPaJIULUOHHON POJIBbIO
HOCUTENsT 3HAHWUW, BBIMOJNHSAET (YHKIMIO OpraHu3aTopa Hay4YHO-TIOMCKOBOH  paboOTHI
oOydarolierocsi, KOHCyJNbTaHTa B IIpolieaypax BbIOOpa, 0O0pabOTKM W HMHTEpPHpPETAUU
uHpOpMaLUK, HEOOXOTUMON Ul MPaKTHYECKOro NEHCTBUS M JANbHEHIIero pa3BUTHSA, YTO
JOJIKHO 00513aTENIbHO YUUTHIBATHCS IPU MPOBEACHNUHN JIEKIMOHHBIX M MPAKTHUECKHUX 3aHATHH MO
nucuuruinHe « OCHOBBI ENIONPOU3BO/ICTBA U IOKYyMEHTO000pOTY.

[IpenogaBanue TeopeTHuecKOro (JIEKIIMOHHOTO) MaTepuana mo JucuuiuinHe «OCHOBBI
JIeNTOTIPOU3BOJICTBA U JIOKYMEHTOOOOPOT» OCYIIECTBISETCS Ha OCHOBE MEXIUCLUUIUTMHAPHOM
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MHTETPAlUN U YeTKUX MEXIUCIUIIMHAPHBIX CBSI3eH B paMKax oOpa3oBaTelbHOI MpOrpaMMbl U
ydeOHoro miana o HarnpasieHuto 38.03.04 ['ocynapcTBeHHOE M MYHUIIMITAIEHOE YTIPABIICHUE.

[TonpobHoe  comepkaHue  OTACNBHBIX  pa3feNoB  JUCHUIUIMHBI  «OCHOBBI
JIEJIONPOU3BOJICTBA U TOKYMEHTOO00pOT» paccMaTpuBaercs B 11.4.2 paboueil mporpamMmmel.

Metoauka OIpeneneHus: HMTOTOBOIO CEMECTPOBOTO peiTHHra oOydaromerocss 1o
nucturinae «OCHOBBI AONPOU3BOACTBA U TOKYMEHTO000pOT» IpeacTanieHa B coctase ®OC
[0 JUCLUIUIMHE B 1.8 HacTosALIeH pabodell IporpaMMmsl.

[IpumepHbie TeMbl pedepaToB U BapuaHThl TECTOBBIX 3aJaHUM [Tl TEKYIIETO KOHTPOJIS U
nepeyeHb BOMPOCOB K AK3aMEHY IO TUCHUILIMHE TpeacTaBienbl B coctaBe @OC no JucCHUIInHe
B 11.8 HacToAwIeH paboyeil mporpamMmel.

[lepeueHb OCHOBHON W JOIMOJIHUTEIBHOM JUTEPATyphl U HOPMATHUBHBIX JIOKYMEHTOB,
HEOOXOJUMBIX B XOJA€ IHpenojaBaHus JUCUUIUIMHBI «OCHOBBI  JEJIONPOM3BOACTBA U
JIOKYMEHTO000pOT», MPUBECH B I1.5 HacTosIIeH paboueil mporpammsl. [Ipenoaasaresto cieayer
OpUEHTUPOBaTh OOYyYalOIIMXCS HA HCIOJIb30BAHUE IIPU IIOATOTOBKE K IPOMEXYTOUYHOMN
aTTecTallid OPUTHMHAJIBHONW BEpCHM HOPMATHBHBIX JOKYMEHTOB, NEHCTBYIOIIUX B HACTOSIIEE
BpEMsL.

7.2. MeToanyeckue yKa3zaHus 00y4ar0muMcs

OOyuenne mno gucuuiuinHe «OCHOBBI JEJIONPOU3BOJACTBA U JIOKYMEHTOOOOPOT»
IpeJroiaracT U3yuyeHne Kypca Ha ayJUTOPHBIX 3aHATUSAX U B XOJE CaMOCTOSTEIbHON pabOThlI.
AyIuTOpHBIE 3aHATHUS IPOXOAAT B hopMe JeKIM U MpakThdeckux 3aHatuil. CamocTosTenbHas
paboTa BKITI09aeT pa3HOOOPa3HBI KOMIUIEKC BUIOB U (hOpM pabOTH 00YUArOIINXCS.

JUis yCHeIHOro OCBOEHHUS COJEp)KAaHUS AMCUUIUIMHBI U JOCTHXKEHMs MOCTaBJICHHBIX
neneil HeoOX0AMMO MO3HAKOMHUTBCS CO CIEAYIOIIMMHU TOKYMEHTAMU: BBITUCKOW M3 Y4eOHOTro
IUIaHa 10 JAHHOW JAMCLUILIMHE, OCHOBHBIMHU MOJIOXKEHUSAMH paboueil mporpaMMbl AMCLUILINHB,
KaJCHJApHBIM Y4eOHO-TEMAaTHYEeCKUM IUIAHOM JTUCHMIUIMHBL. JaHHBI MaTepual MOXKEeT
IpEJCTaBUTh IpenojaBaTelb Ha BBOAHOM JIEKUMM WM CaMOCTOSTEIbHO OOyuaromuncs
UCIOJIb3YET JIaHHBIE JJOKAJIbHON HH()OPMAIIMOHHO-0MOINOTEYHONM CUCTEMBI Y HUBEPCUTETA.

Crnenyer oOpaTuTh BHUMaHME Ha CIIMCOK OCHOBHOHM M JONOJHMUTENBHOM JIMTEpaTypBhl,
KOTOpasi UMEETCs B JIOKAIbHOM MH(OPMAlMOHHO-OMOIMOTEYHOW CUCTEeME YHHBEpCUTEeTa, Ha
npejylaraeMble  IpernojiaBaTesieM pecypchbl HH()OPMAIMOHHO-TEIEKOMMYHHUKAIIMOHHONW —CeTH
«MHTepHeT». DTa HHPOpMaIHs HEO0X0AUMA ISl CAMOCTOSITENIbHON pabOThl 00YYaroIerocs.

ITpu moAroToBKe K ayJUTOPHBIM 3aHATUAM HEOOXOAMMO MOMHUTH OCOOEHHOCTH KaX10i
(bOopMBI €ro MpoBeICHUS.

IlonroroBka K nexuun

C menpto obecrniedeHHs] yCHENIHOTO OOYyYEeHHS OOYyYalolUWCS JODKEH TOTOBUTHCS K
JEKIMH, KOTOpasi ABJIsSIeTCs BaykKHeHmel Gpopmoil opranuzanuu yueGHOro nporecca, MOCKOIbKY:

3HAKOMMUT C HOBBIM Y4EOHBIM MaTe€pHalIOM;

pa3bsCHAET yueOHbIE 3JIEMEHTHI, TPYIHbIE /ISl TOHUMaHUS;

CUCTEMAaTU3UPYyeT yueOHBIH MaTepual;

OpPHEHTHUPYET B yueOHOM Ipoliecce.

C s10i1 Hensio:

BHUMATEJIbHO MPOYUTANTE MaTepUa Mpeablayel JeKIHH;

03HAaKOMbTECh C YYEOHBIM MAaTE€pHAIOM MO Y4eOHUKY M y4eOHBIM MOCOOMSIM C TEMOM
NPOYNUTAHHOM JIEKINH;

BHECUTE JOIOJIHEHUS K TOJYYEHHBIM paHee 3HAHUSAM [0 TeMe JIEKIMM Ha TMOJsIX
JIEKIIMOHHOH TETpaiH;

3aMUIIUTe BO3MOKHBIE BOIIPOCHI, KOTOPBIE BB 33/1aJUTE JIEKTOPY Ha JIEKLIUHU 110 MaTepuaty
M3Y4YEHHOH JIEKIINH;

[IOCTapalTECh YACHUTh MECTO N3Yy4a€MOM TEMBI B CBOEH ITOJATOTOBKE;

y3HaiiTe TeMy NpeAcTosmIel JeKuuu (1Mo TeMaTHYecKOMy IUIaHy, MO HHQpOpMaluu
JIEKTOpA) U 3alMIIuTe HH(POpMaIIHIO, KOTOPOH BBl BajeeTe Mo JaHHOMY BOIIPOCY.

IlonroroBka kK CEMHHApPCKUM 3aHATUAM



CrnemyeT pa3yMHO OPraHH30BBIBATh PAOOTY MO MOJATOTOBKE K CEMUHAPCKOMY 3aHsITHIO. K
TeMe Ka)XXJ0ro ceMuHapa AA€Tcs ONpeAes€HHbIN IJIaH, COCTOSIIMN M3 HECKOJIBKUX BOMPOCOB,
PEKOMEHIIyeTCsl CIUCOK JIMTEpaTypbl, B TOM 4YHCle, W 0Os3aTenbHOi. Paboty cremyer
OpraHu30BaTh B TAKOM MOCJIEA0BATEILHOCTH

MPOYTCHUE PEKOMEHIOBAHHBIX TJIaB M3 PA3JIMIHBIX YICOHUKOB;

03HAaKOMJICHHE C OCTAJIbHOW PEKOMEHIOBAaHHOM JINTEpaTypOil U3 0053aTeILHOTO CITUCKA,

YTEHUE U aHAJIN3 KaXKJI0r0 UCTOYHHUKA (JIOKYMEHTA).

[Ipexxne Bcero, cineayeT O3HAKOMUTHCS C METOJWYECKUMH YKa3aHUSAMH K KaxaoMy
cemuHapy. CienyeT ysSICHUTb 3HAQUYEHUE TE€X AapXauyHbIX M HE3HAKOMBIX TEPMHUHOB, YTO
BCTpeUaroTca B TeKCTe. 11oArOoTOBBTE OTBETHI HA KaXKAblid BONpOC IuiaHa. Kaxaoe moiioxeHue
OTBETa TMOATBEpXKIaercs (ecau Qopma ceMHHapa STO NPEAyCMaTpPUBACT) BBIJACPKKOW U3
nokymeHTa. [loaroToBky cieayer oTpa3uTh B BUJIE IJIaHA B CIICLUATBLHOM TETpaau MOATOTOBKH K
ceMruHapaM. Ha ceMrMHapCKOM 3aHATHH MPUBETCTBYETCS JIF00as (hopmMa BOBICYEHHOCTH: YUACTHE
B 00CYK/ICHUH, JIOTIOJTHCHHUS, KPUTHKA - BCE, YTO IIOMOTAET 0OJIee TIOJTHOMY U ICHOMY IIOHUMAaHUIO
POOJIEMBI.

PesynbpTarel paboThl Ha CEMHUHApE MPENOoJaBaTelh OICHUBACT M YYUTHIBACT B XOJIE
MPOBEJICHUS TEKYIIIEH aTTeCTallUM.

[IpomexxyTtounast arrectamusi 10 aucuuiuiiHe «OCHOBBI  JICIONPOU3BOACTBA U
JIOKYMEHTOO0O0pOT» MPOXOAUT B QopMe dK3aMeHa. JK3aMEHAIIMOHHBIM OWIIET MO TUCHUILINHE
COCTOUT M3 2 BOIIPOCOB TEOPETUYECKOTO XapaKkTepa W MPAaKTHUYECKOro 3ananus. [IpumepHbiit
NEepeYeHb BONPOCOB K SK3aMEHy MO JucuuiuinHe «OCHOBBI JEJIONPOU3BOACTBA U
JIOKYMEHTOO0OpOT» U KPUTEPUHU OIICHKU OTBETA OOYJArOIIErocs Ha dK3aMeHe IS [eJIeH OleHKU
JIOCTYOKCHHUS 3asIBJICHHBIX HHIMKATOPOB COPMHPOBAHHOCTH KOMIIECTCHITUI ITPUBEICHBI B COCTABE
@®OC no muctuIIMHEE B 1.8 HacTOAIIeH paboUeil mporpamMmel.

OOyyaromuiics AOMyCKaeTCs K MPOMEXYTOYHOM aTTeCTallMy M0 AUCIUIIIIMHE HE3aBUCUMO
OT PEe3yJbTAaTOB TEKYIIETO KOHTPOJIS.

8. ®oH/ 01IeHOYHBIX CPEACTB MO JUCHUIJIMHE
8.1. [lepeyenb KOMIeETEHIUI ¢ yKa3aHMeM ITANOB UX (OPMUPOBaHUS B Mpolecce

OCBOCHUS JMCUHUILINHBL. DOPMBI KOHTPOJIA (POPMHUPOBAHUSA KOMIIETEH NI
Kon u HaumeHoBaHue NuankaTopsl 10CTHXKEHUS JTansl
KOMIIeTeHI Ui KOMIIETeHIIHHU dopma ¢popmupoBanus
KOHTPOJIA (pa3neJsbl
JUCIMIIJIMHbI)

OIIK-4. Cnocoben NOIIK-4.1. OcymectBiser

pa3pabarbIBaTh MPOEKTHl | MIPABOBYIO U

HOPMAaTUBHBIX IIPABOBBIX | aHTUKOPPYILIMOHHYIO [IpomexyToun

aKTOB B cepe DKCIEPTU3Y NTPOEKTOB BIil KOHTPOJIb:

npodeccuoHaIbHON HOPMAaTUBHBIX IIPABOBBIX aKTOB | HK3aMEH

JesTeTLHOCTH, B c(hepe mpodeccuoHanbHOM Texymuit

OCYILECTBIATh UX JIEATEIbHOCTH KOHTPOJIb: Temsr 1-10

IIPaBOBYIO U NOIIK-4.2. OreHuBaer | onpoc Ha

AHTUKOPPYIIIMOHHYIO peryJMpyromee  BO3ACHCTBUE | NPAKTHYECKUX

DKCIIEPTU3Y, OLICHKY IIPOEKTOB HOPMATHBHBIX | 3aHATHIX;

peryJIMpYyOIIETo NpaBOBBIX akTOB B cdepe | pedepar;

BO3JCHCTBHS 1 PO eCCHOHATIBHOM TECTHPOBAHHE

NOCIIEACTBUMA UX HOEATEIIbHOCTU U TOCIEACTBUA

PUMEHEHHUS WX IPUMEHEHUS

OIIK-7. Cnocoben NOIIK-7.1. Onpenenser [IpomexyToun

OCYILIECTBIIATH 3aa4u npodeccruoHalIbHON BIIl KOHTPOJIb! Temsr 1-10

BHYTPHOPraHU3allMOHHbIE | IESTEbHOCTH B 00JacTH JK3aMEH

1 MEXXBEJIOMCTBEHHBIC OCYIIECTBIICHUS Tekymmit




KOMMYHHKAIWH, BHYTPUOPTraHU3aLMOHHBIX, KOHTPOJIb:
obecreunBaTh MEXKBEIOMCTBEHHBIX OIIpoC Ha
B3aUMOJICVICTBUE OPraHOB | KOMMYHMKALUN U MPAKTUYECKUX
BJIACTH C TpakJlaHaMH, B3aMMOJCICTBHUS OPraHOB 3aHATHSX;
KOMMEPUYECKUMU BJIACTH C IpaXkJlaHaMu U pedepar;
OpraHu3alusIMH, MHCTUTYTaMU I'Pa’kJaHCKOTO TECTUPOBAaHUE
MHCTUTYTaMHU oOuiecTBa
rpaxjaaHckoro obmectsa, | MOIK-7.2. Opranuszyer
CpEICTBaMHU MacCOBOI JIEIONTPOU3BOJICTBO u
uH(popMauu JIOKYyMEHTOO0OpOT B OpraHax
BJacTM  JJsi  o0ecrnedeHus
BHYTPHU- U MEKBEJOMCTBEHHBIX
B3aUMOJCUCTBUI

8.2. Ilokasaresm W KpUTepHMH OLECHMBAHUS KOMIETEHIMH NPH H3YyYeHHH
JAUCUHILINHBI, ONUCAHUE KA OLleHMBAHUA

8.2.1 Kpurepum oueHKu 0TBeTa HA IK3aMeHe

(popmupoBanme xommerenuuii OIIK-4, nnmukaroper MOIIK-4.1, MOIIK-4.2; OIIK-7,
unaukatopsl MOIIK-7.1, MOIIK-7.2)

«5» (oTIM4HO): 00ydYaromMiicss AEMOHCTPUPYET CHUCTEMHBIE TEOPETUYECKUE 3HaAHMS,
IIPAKTUYECKHE HAaBBIKM, BJIAJEET TEPMUHAMH, JEJIaeT apryMEHTHUPOBaHHBIE BBIBOABI U
00001IeHu s, TPUBOAUT MPUMEPHI, TOKA3bIBAET CBOOOIHOE BIAICHHE MOHOJOTHUECKONW PEUbi0 U
CHOCOOHOCTH OBICTPO pearupoBaTh Ha YTOYHSIOIINE BOIIPOCHI.

«4» (xopomo): oOydarOIIUWCA JIEMOHCTPUPYET NPOYHbIE TEOPETUYECKHE 3HAHUS,
IIPAKTUYECKHE HAaBBIKM, BIJIAJEET TEPMUHAMH, [JEJIaeT apryMEHTHUPOBAaHHBIE BBIBOABI U
00001IeHus1, TPUBOAUT MIPUMEPHI, TOKA3bIBAET CBOOOIHOE BIIaJCHHE MOHOJIOTHUECKON PeUblo, HO
IIPU ATOM JIeJIaeT HECYLIECTBEHHbIE OIIMOKH, KOTOPbIE OBICTPO MCIPABIIAET CAMOCTOSITEIBHO HIIU
IIPY HE3HAYUTEIBbHOU KOPPEKLIUH IIPEIIOAABATEIIEM.

«3» (Y10BJ1€TBOPHUTEIbHO): 00yUarOIIUNACS JEMOHCTPUPYET HErlTyOOKHe TEOpEeTHUECKUE
3HaHMS, MNPOSBISIET ciabo cPOpPMUPOBAHHBIE HABBIKM aHalW3a SBICHUM M IPOIECCOB,
HEJOCTaTOYHOE YMEHHUE JIelaTh apryMEHTUPOBAHHBIE BBIBOABI U INPUBOAMTH IPHUMEPHI,
MOKA3bIBA€T HEJOCTaTOYHO CBOOOJHOE BJAJEHUE MOHOJIOTUYECKOM peublo, TepMHUHaMH,
JIOTUYHOCTBIO U TOCIIEA0BATENbHOCTBIO U3JI0KEHMS, IeTaeT OMUOKH, KOTOPbIE MOXKET UCTIPaBUTh
TOJIBKO IPHU KOPPEKLIHUH MTPENOIABATEIIEM.

«2» (Hey10BJIETBOPHUTEIbHO): 00YUarOIUICS IEMOHCTPUPYET HE3HAHHUE TEOPETUUECKUX
OCHOB IIpeMETa, OTCYTCTBUE MPAKTUYECKUX HABBIKOB, HE YMEET JI€JaTh aApryMEHTHUPOBAHHBIC
BBIBOJIbI M TPUBOJUTH NMPUMEPHI, MOKA3bIBaET cllaboe BIIaJIeHHE MOHOJIOTHYECKOH pedblo, HE
BIIQJICET TEPMUHAMM, MPOSIBISAET OTCYTCTBHUE JOTUYHOCTH M IOCIEIOBATEIBHOCTH H3JIOKEHUS,
JieNaeT OIIMOKM, KOTOpble HE MOXET HCHpPaBUTh JaXe IMpH KOPPEKLUUHU MpernojaBaTesieM,
OTKa3bIBAECTCS OTBEYATh HA JOMOJHUTEIbHBIE BOIIPOCHI.

8.2.2 Kpurepun oneHku padoThl 00y4yaomerocss HA NPAKTHYECKNX 3aHATHAX

(popmupoBanmne xommnerenuuit OITK-4, nnauxaroper MOIIK-4.1, MOIIK-4.2; OIIK-7,
unaukaropsl MOTIK-7.1, UOIIK-7.2)

«5» (OTJIMYHO): BBINOJIHEHBl BCE MPAKTUYECKHE 3aJaHUs, IPEAyCMOTPEHHbBIE
MPAKTUYECKUMHU 3aHATUSAMU, 00y4aroIUNcs 4eTKO U 0e3 OIIMOOK OTBETUJI HA BCE KOHTPOJIbHbBIE
BOIIPOCHI, aKTUBHO pabOTaJl Ha MPAKTHYECKUX 3aHATHIX.

«4» (Xopomio): BBIIOJHEHH BCE MPAKTUYECKUE 3aJaHUs, NPEAyCMOTPEHHBIE
NPAaKTUYECKUMU 3aHATHAMH, 00YYaOLINICA ¢ KOPPEKTUPYIOIIMMH 3aMeUaHHsIMU TIPenoiaBaTess
OTBETUJI Ha BCE KOHTPOJbHBIE BOMPOCHI, JOCTATOYHO AaKTUBHO pabOTal Ha MPaKTHUYECKUX
3aHATHIX.



«3» (Y10BJIE€TBOPUTEIbHO): BHIIIOJHEHBI BCE MPAKTUUYECKUE 3aJaHMs, IPEyCMOTPEHHbIE
MPAKTUYECKUMH 3aHATUSMU C 3aMEYaHUSIMM TperojaBaress; oO0ydaroluiicss OTBETUSI Ha BCe
KOHTPOJIbHBIE BOIIPOCHI C 3aMEYaHUSIMHU.

«2» (HeyIOBJIETBOPUTEJIBbHO): OOYYAIOIIMICA HE BBIIOJIHWI WIA  BBITTOJHII
HENPAaBWJIBHO IPAKTUYECKUE 3aJaHUS, NPEIyCMOTPEHHbIE IPAKTUYECKUMHU 3aHATUSIMU;
00y4aromuiicss OTBETHI Ha KOHTPOJIbHBIE BOIPOCHI C OLTMOKAMH MJIM HE OTBETUJI HA KOHTPOJIbHbBIE
BOIIPOCBI.

8.2.3 Kpurepum ouenku pedepara

(popmupoBanme xommerenuuii OITK-4, nngukaroper MOIIK-4.1, MOIIK-4.2; OIIK-7,
unaukaropsel MOIIK-7.1, UOIIK-7.2)

«5» (oTiM4HO): Tema pedepara axKTyalbHa W pAacCKpbITa IOJHOCTBIO; pedepaT
MOJIFOTOBJIEH B YCTAHOBJICHHBIN CPOK; 0dOpMIICHHE, CTPYKTYpa U CTUJIb U3JIOKEHUsl pedepara
COOTBETCTBYIOT MPEIBSIBISIEMbIM TPEOOBAaHUAM K OPOPMIICHHIO TOKYMEHTa; pedepaT BHIMOIHEH
CaMOCTOSITENIbHO, TPUCYTCTBYIOT COOCTBEHHBIE OOOOILIEHUS, 3aKIIOYEHHs] U BBIBOIbL;
[OJATOTOBJIEH JJOKJIAJ, U3J1araeMblii 0€3 HCII0Ib30BaHMSI OIIOPHOTO KOHCIIEKTA.

«4» (xopomo): Tema pedepara akTyallbHa, HO pacKpbiTa HE IMOJIHOCTHbIO; pedepar
MOJTOTOBJICH B YCTaHOBIICHHBIN CPOK; o(popMIIeHHE, CTPYKTYpa U CTHIIb U3JIOXKEeHUs pedepara
COOTBETCTBYIOT IPEIBABISIEMbIM TPEOOBaHUAM K OOPMIICHHIO JOKYMEHTa; pedepar BBIIOJIHEH
CaMOCTOSITENIbHO, TPUCYTCTBYIOT COOCTBEHHBIE OOOOIIEHMs, 3aKIIOYEHUS ¥  BBIBOJBI;
MOJTOTOBJIEH JOKJIA[, U3JIaraeéMblii C UCTIOIb30BAaHHUEM OMOPHOTO KOHCIIEKTA.

«3» (Yyn0oBJIeTBOPHUTEIbHO): TeMa pedepara akTyalbHa, HO PACKPHITa HE TOJHOCTHIO;
pedepar MOATrOTOBIEH C HAPYIICHHEM YCTAaHOBIEHHOTO CPOKa IMpEeJCTaBlICHUs; o(opmIleHHE,
CTPYKTypa U CTUJIb U3JIOKEHUS pedepara HE B MOJIHONM MEpPE COOTBETCTBYIOT IPEIbIBISIEMbIM
TpeOoBaHUSAM K 0(DOPMIICHUIO TOKYMEHTA; B IIEJIOM pedepat BBIINOIHEH CAMOCTOSTENILHO, OJTHAKO
OUYCBU/IHO HAJIM4YHE 3aWMCTBOBAaHUI 0€3 CCBUIOK HAa WCTOYHHMKH; MOJTOTOBIEH JOKIAJ,
U3JIaraeMblil ¢ UCMOJIb30BAHUEM OTIOPHOT'O KOHCIEKTA.

«2» (HeyI0BJIETBOPUTEIBHO): TeMa pedepara akTyalbHa, HO HE pacKpbiTa; pedepar
MOJIFOTOBJICH C HAPYIIEHHEM YCTaHOBIIEHHOTO CPOKa MpeAcTaBiIeHus; ohopmiieHUE, CTPYKTypa U
CTHJIb M3JIOKEHHsI pedpepaTra HE COOTBETCTBYIOT MPEAbIBISIEMbIM TPEOOBAHUAM K O(POPMIICHUIO
JIOKYMEHTA; B pedepaTe OUeBUIHO HAINYHME 3HAUUTENIbHBIX 00bEMOB 3aUMCTBOBaHMI 0€3 CCHUIOK
Ha UCTOYHMKH; J0KJIa/] HE TIOTOTOBJIEH.

8.2.4. Kputrepuu ouieHKH TeCTHPOBAHMS

(popmupoBanmne xommnerenuuit OIIK-4, nnauxaroper MOIIK-4.1, MOIIK-4.2; OIIK-7,
unaukaropsl MOTIK-7.1, UOIIK-7.2)

TecTupoBaHu€e OLIECHUBAETCSA B COOTBETCTBHUH C ITPOLIEHTOM ITPaBHIIBHBIX OTBETOB, JaHHBIX
00y4aromuMcs Ha BOIIPOCHI TECTA.

CranapTHas 1IKaja COOTBETCTBUS PE3y/IbTaTOB TECTUPOBAHUS BBICTABIsAEMON OAIIbHON
OLICHKE:

- «OTJIMYHO» - CBbIIIE 85% MpaBUIbHBIX OTBETOB;

- «xopoioy» - ot 70,1% mo 85% npaBUITBHBIX OTBETOB;

- «YIOBIIETBOPUTENBHO» - OT 55,1% 110 70% mpaBUIBHBIX OTBETOB;

- oT 0 10 55% npaBUIBHBIX OTBETOB — «HEYOBIETBOPUTEIBHO»

«5» (OTJMYHO): TECTHPYEMBIM JEMOHCTPUPYET CHUCTEMHBIE TEOPETUUYECKHE 3HAHUA,
BJIaJIeeT TEpPMUHAMHU U 00JIaaeT CIIOCOOHOCTHIO OBICTPO pearnpoBaTh Ha BOIIPOCHI TECTA.

«4» (X0poIlI0): TECTHPYEMbId B LEIOM JIEMOHCTPUPYET CHCTEMHBIE TEOPETUUYECKHUE
3HaHUS, BiajeeT OOJBIIMHCTBOM TEPMUHOB M 00JIaJ]aeT CIIOCOOHOCTBIO OBICTPO pearupoBaTh Ha
BOIIPOCHI TECTA.

«3» (YIOBJIECTBOPHUTEIbHO): CUCTEMHBIE TEOPETHUUYECKUE 3HAHUA Yy TECTUPYEMOTO
OTCYTCTBYIOT, OH BJIa/Ie€T HEKOTOPHIMHU TEPMUHAMH M Ha BOIPOCHI TECTA pearupyer J0CTaTOUHO
MEJIEHHO.
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«2» (HeyIOBJIETBOPHUTEIbHO): CUCTEMHBIE TEOPETUUYECKUE 3HAHUSA Y TECTUPYEMOIO
OTCYTCTBYIOT, TEPMHHOJIOTHEH OH HE BJIa/ICET U Ha BOIIPOCHI TECTa pearupyeT MeJICHHO.

8.2.5. HroroBoe coorBercTBHE OANJIBHOM MIKAJbI OIEHOK W YPOBHeH
c(hopMHPOBAHHOCTH KOMIETEHINH MO0 TUCHUILINHE:

YpoBenb
chopMHUPOBAHHOCTH Ouenka IMosicuenne
KOMIIETEHIIUH
TEOPETHUYECKOE  COJACP)KaHHE M MPAKTUYECKUE
«S» HAaBBIKH 110 AUCLMIUINHE OCBOCHBI IIOJHOCTBIO;
Bricokuii (oTnHYHO) BCE TPEAYCMOTPEHHBIE MPOrpaMMO  0Oy4eHUs
y4eOHBIe 3aJ]aHHsI BRITIOJTHEHBI Ha BEICOKOM YPOBHE;
KOMIIETeHIIUH ChOPMHUPOBAHBI
TEOPETHUYECKOE  COJACP)KaHHE M MPAKTUYECKUE
4 HAaBBIKHU 10 JUCUUILIMHE OCBOEHBI ITOJTHOCTBIO;
Cpenuii (xo<1<)o>1>no) BCE TIPEOYCMOTPEHHBIE MPOrpaMMOl  0OydeHus

ydeOHbIe 3aJaHUs BBITIOIHEHB! ¢ HE3HAUYUTEIbHBIMH
3aMeYaHMUsIMU;

KOMIIETEHIIMH B 11EJOM C(HOPMHPOBAHBI
TEOPETHYECKOE  COJACPIKAHWE W NPAKTHYECKHUE
HaBBIKM MO JWCIMIUIMHE OCBOCHBI YaCTHYHO, HO
«3» npoOebl He HOCST CYIIECTBEHHOTO XapaKTepa;

VY 10BNETBOPUTENBHBIA | (YZOBICTBOPUTEIBHO) |OONBIIMHCTBO — NPEIYCMOTPEHHBIX — IPOTPaMMOIi
0o0ydeHns1 ydeOHBIX 3a/ad BBIIOJIHEHO, HO B HHX
HMMEIOTCS OLIUOKU;

KOMITETEHIIMU cOPMHUPOBAHBI YACTHIHO
TEOPETHYECKOE  COICp)KaHHE W MPAKTHYECKHE
HaBBIKH M0 TUCIUIUIMHE HE OCBOCHBI;

OOJIBIIMHCTBO ~ NPEAYCMOTPEHHBIX  HPOrpaMMOi
00y4eHHUsT y4eOHBIX 3aJaHui MO0 HE BBIMOJIHEHO,
00 COAEepPKUT TPyObIe OMINOKY;

JIOTIONTHUTENbHAS  CaMOCTOsITeNIbHAasE paboTa Haj
MaTepuajoM He MPHUBOAUT K  KakoMmy-Jrbo
3HAQYMMOMY TIOBBIIICHUIO KayecTBA BBITIOJIHEHUS
yueOHBIX 3a/IaHuH;

KOMITETEHIIMU HE ChOPMUPOBAHBI

2@»
HeynoBneTrBopuTenbHbIi | (HEYIOBIETBOPUTEIHHO)

8.3. MeTonnueckne MaTepuaJibl (THNOBbIe KOHTPOJIbHbIE 3aJaHUs1), ONpe/iesIAIoIMe
pe3yJbTaThl 00y4eHHs N0 JUCHHUIINHE, COOTHECEHHbIE ¢ HHAUKATOPAMH 10CTHKCHHSA

KoHTtposnbHbIe 3a1aHMs, IPUMEHSIEMBIE B PAMKaX TEKYLIErO KOHTPOJISI M IIPOMEXKYTOYHOMN
aTTeCTalUU 110 JUCLUIIIMHE, HOCAT YHUBEPCAIBHBIN XapaKTep U IPeLyCMaTPUBAOT BO3MOKHOCTh
KOMIUIEKCHOW OILIEHKM BCEro Habopa 3asBICHHBIX I10 JAaHHOW JUCIMIUIMHE HWHAWKATOPOB
c(OPMHPOBAHHOCTU KOMITETEHIIUH.

8.3.1. Texymmii KOHTPOJIb (P2a00TA HA NPAKTHYECKHUX 3AHATHSIX)
(bopmupoBanue xommerenuuii OIIK-4, unaukaropsr MOIIK-4.1, NOIIK-4.2; OIIK-7,
unaukaropsl MOIIK-7.1, UOIIK-7.2)
Bonpocs! 1151 06cyxk/1eHUs] HA IPAKTHYECKUX 3aHATHAX

Mecto U poJib JOKYMEHTOB B YIIPABJICHUHU.
Bunbl ynpaBiieH4eCKUX JOKYMEHTOB.

CBolicTBa TOKYMEHTOB.

Knaccudukarus 10KyMeHTOB.

Jlenonpou3BOCTBO B PEBHEPYCCKOM rOCYAapCTBE.
IIpuka3Hoe 1e10npon3BOICTBO.

Konnexckoe nenonpon3BoacTBoO.

Nk W=
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8. MuHucrepckoe 1eI10npon3BOICTBO.

9. Jlenmonpou3BOACTBO B COBETCKUX YUPEIKICHUSX.

10. 'ocynapcTBEHHOE J1E€10IIPOU3BOJICTBO B COBPEMEHHYIO AIIOXY.

11. 3akoHOAaTENBHOE PETYIUPOBAHUE ACTONPOU3BOICTBA U OCHOBHBIE €TI0 HAPaBICHUSI.

12. HopMaTUBHO-METOIUYECKOE PETYIMPOBAHUE JIEIONPOU3BOICTBA

13. IIpaBuna cocraByieHust ¥ 0pOpMIICHHUS JOKYMEHTOB

14. Oprann3animoHHO-IPAaBOBbIE JOKYMEHTBI, UX Ha3HAYEHHUE U COJIEPKAHUE.

15. IlpaBuna coctaBieHue U 0QPOpPMIICHHUE OTJIEIbHBIX BUJIOB OPraHNU3allMOHHO-ITPABOBBIX
JIOKYMEHTOB: YCTaB MPEANPUATHS JOJDKHOCTHAS HHCTPYKIUS, TOJ0XKEHHE, IITATHOE PACIIMCaHUE,
CTPYKTYypa U HITaTHAsl YUCICHHOCTD.

16. Cuctema nHGOPMAITMOHHO-CITPABOYHON JOKYMEHTAITUH.

17. TlpaBuna ¥ TpeOOBaHUS K JEIOBOMY MHCHMY.

18. OTtnenpHble BUAbl THCEM (MHPOPMAIIMOHHOE, FTApaHTUHHOE, MUCbMO-OTBET, IUCHMO-
3a1poc, CONPOBOIUTENBHOE MUCHMO).

19. JlokymMeHThI 110 JIMTYHOMY cocTaBy. COCTaBJI€HHE JIMYHBIX JOKYMEHTOB

20. IIpaBuia opraHu3anyy JOKyMEHTO000POTA.

21. Yuer oO6beMa JOKyMEHTOOOOpOTA.

22. OCHOBHBIE JTalbl W TPUHIUIBI pPabOTHl C BXOASMIMMH, HCXOIAIIUMU U
BHYTPEHHUMHU JTOKYMEHTAMH.

23. IlpaBuiia perucTpalyy U UHAEKCALUN JOKYMEHTOB. POpMBI perucTpaimm.

24. KoHTposb UCIIOJTHEHUSI JOKYMEHTOB.

25. CucremaTu3anus 1 XpaHEeHHUE yIPaBICHUYECKUX JOKYMEHTOB.

26. TpeboBanus, mpeaAbsABIsEMbIe K COCTABICHUIO HOMEHKIIATYPHI JEll.

27. ®opmupoBaHKE el B opranu3zanuu. TpeboBaHus K GOPMUPOBAHHIO JICI.

8.3.2. Texkymmii KOHTPOJIb (MOATOTOBKA pedepara)
(popmupoBanue kommereHimii OIIK-4, ungukatoper MOIIK-4.1, NOIIK-4.2; OIIK-7,
unaukaropsl MOTIK-7.1, UOIIK-7.2)

IIpuMepHBbIe TeMbI pedepaToB

1. JlokyMeHTallMOHHOE OOecrieueHue yIpaBiIeHus, ero 3a1auu, QyHKIIH.

2. Hopwmatuubie pokymentsl (I'CAOY, T'OCTsl). Ilonstue craHmapTH3auuu U
yHU(UKALNH.

3. Kimaccudukarusi JOKyMEHTOB.

4.PeKkBU3UTHI yIPaBIEHYECKHX JTOKYMEHTOB. PEKBU3UTEI aBTOpa, X OPOpMIICHHE.

5. TpeboBaHMs K TECTY TOKYMEHTA.

6. brank. Buzpsl 61ankoB. TpeOoBaHus K GJ1aHKaM TOKYMEHTOB.

7. OpranuzanvoHHbIE JOKYMEHTHI.

8. PacnopsoutenbHble  TOKyMeHTHl. lIpukasel 10  OCHOBHOW  JI€ATENBHOCTH.
Pacnopsixenus.

9. NHdopMalmoHHO-CIIPaBOUHbIE JOKYMEHTHI. JlOKiIagHble, 0OBSCHUTENbHbIE 3aMUCKU.
CrnpaBku.

10. AkThl, ux Buasl. CocTaBlIeHHE aKTOB.

11. IIporokonsl 3acenanuii, copemanuii. [TonHas u kpaTkas Gpopmbl MpOTOKOIIA.

12. Jlenoas nepenucka.

13. JlokyMeHTHpOBaHHE MPOLIECCOB ABUKEHUS KaJApPOB.

14. Ilpuka3el 110 IUYHOMY COCTABY.

15. JInunoe 3asBneHue. Begenue JIMUHBIX KapTOYEK.

16. TpynoBoii n1oroBop.

17. Benenue TpyaoBbIX KHIDKEK. OdopmiieHue TNYHBIX Je.

18. Texnonorust paboTsl ¢ JokyMeHTaMu. Opranu3amus J0KyMeHTo000poTa.

19. Peructpanus 10KyMEHTOB.

20. KoHTpoJIb NCIIOJTHEHUS TOKYMEHTOB.

21. Homenkiarypa nen. Cucremaruszanus nen. @opMupoBaHue Je.
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8.3.3. Tekymuii KOHTPOJIb (TECTHPOBAHHE)
(popmupoBanue xommereHuuii OIIK-4, mnmukatopsr MOIIK-4.1, UOIIK-4.2; OIIK-7,
unaukaropsl MOIIK-7.1, UOIIK-7.2)
IIpuMepsI TeCTOBLIX 32 aHUI

1. PacnopsiiuTenbHble  JOKYMEHTBI, OTPakawiHe Pe3yJbTaT KOJLIErHAJIBHOI
NeSITeIbHOCTH:

[ npukas, pacropsbKeHue;

[ pacnopsbkeHue, yKa3aHue;

[l mocraHoBIIeHUE, pEILICHHUE;

[J nmpoTokoJ1, aKT;

[ moroBop, ycTaB, cornamieHue.

OcHOBHBIC PEKBU3HTBI JOKYMEHTA:
TEKCT, OTMETKA O IIPWIOKECHUU;
TEKCT, OTMETKA O IIPUIOKEHUH, AaTa, HHIEKC, 3aT0JI0BOK K TEKCTY;
TEKCT, Ipu() YTBEPKIACHUS, TIOAIHUCH, I1€9aTh;
TEKCT, 3aroJIOBOK K TEKCTY, IOJAIUCH, I'pu coriacoBaHus, rpud yTBEp>KACHUs, [1e4aTh;
TEKCT, OTMETKA O MPHIOKEHHUH, TPU() COTITACOBAHMS, BU3bI COTJIACOBAHUS, TPU(Q YTBEPIKICHHUS,
TEKCT, ajjpecar, TpuQ yTBEpKIEHUs, BU3bl COITIACOBaHMs, IOJIKCh, [IEYaTh.

OooooOoor

]

. HopMaTuBHBINH [OKYMEHT, PperjaMeHTHPYIOIIMA TpeOoBaHHus K OGOpPMJICHUIO
AOKYMEHTOB 00111ero aAMUHUCTPATUBHOTIO ynpaJjenus (OP/I):

I'OCT P 51141-98;

I'OCT 6.10.5-87;

I'OCT P 7.0.97-2016;

EI'Caoy;

WNHcTpykuust o Ae10npou3BOACTBY.

ooogod

AKT ¥ «rpu( yTBepKICHHUs»:
aKT BCerJia yTBEpPK/IaeTcsi PyKOBOAUTEIEM OpraHU3allly;
aKT yTBEPXK/IAeTCsl BBIILIECTOSIINM OPTaHOM YIIpaBIICHHS;
YTBEPKIAIOTCS TOJIBKO HEKOTOPBIE BUJIbI AKTOB;
aKT He UMeeT «Ipuda yTBEPKACHUN;
aKT YTBEp K/1aeTcsl, B 3aBUCUMOCTH OT PEIICHUs] PYKOBOJACTBA OpraHU3aluu;
aKT YTBEpXKIAeTCs, B 3aBUCUMOCTH OT BBILIECTOSIIETO OpraHa yIpaBJICHHUS.

ooooOoo#s

Cpoxk aeiicTBHSI OPraHU3aALMOHHO-TIPABOBLIX IOKYMEHTOB:
OT OJIHOTO JI0 MSTH JIET;
710 MOMEHTa UX OTMEHBI;
710 TPEX JIET;
710 JIECSITH JIET;
710 BBE/ICHUSI HOBBIX B3aMEH yCTAPEBIIUX.

Oooogoge

6. MarepuajbHbIi HOCHUTENb HH(OPMALMU O COOBITHAX MU SIBJCHHAX O00bEKTHBHOM
AeHCTBUTEJIbHOCTH U MBICJIMTEJIBLHOM JeSITeIbHOCTH YeJI0BEKa - 3TO...
IIpasunvnvie sapuanmor omeema.: JOKYMEHT; JlIokyMeHT; TOKYMEHT;

7. KoMiuieke MeTonoB M mpoueccoB padoTbl € JOKYMEHTAMH, OCYLIECTBJIsIeMbIH
NpeanpusiTHeM MPH BbINOJHEHHMH UM CBOMX (PyHKIMH - 3TO ....
[] nokymMeHTanuoOHHOE 0OeCTieYeHUE yIPaBICHNUS;
[ nenonpou3BOACTBO;
[] cucrema TOKyMEHTAINH;
13



JOKYMEHTUPOBAHHUE;
JIOKyMEHTOO0O0POT;
JNOKYMEHTUPOBAHUE YIIPABICHYECKON ACSATEIBHOCTH.

oog

JoKyMeHTHI KiIaccH(pUUUpYOTCs o rpudy Ha ...
OpPUT'MHAJIBI, KOIIUYU U MTOJAJIMHHUKY;
BHEILIHUE U BHYTPEHHUE;
UH/AMBU]yallbHbIE, TUIIOBBIE U TpadapeTHsbIe;
PYKOIIMCHBIE, ITEYaTHBIE U JIIEKTPOHHBIC;
OpraHU3alMOHHBIE, PACIIOPSAAUTEIIbHBIC, CIIPABOYHBIE;
KOH(HIEHIIMATIbHbIE, OTPAHUYEHHOT'0 JJOCTYIIA U OTKPBITOTO I10JIb30BaHMS.

OOooOoOooes

9. IMocsenoBaTe IbHOCTDH U3JI0KEHHS MOJI0KEHUI Y cTaBa npeAnpusTus:
[] oO1me monoKeHus;

[cBemenust 00 yCTaBHOM KallHTAale;

D OpI‘aHI/I3aL[I/IOHHO-HpaBOBbIe OCHOBBI ACATCIBbHOCTHU OpI‘aHI/ISaI_II/II/I;

[] oprausl yrpaBiIeHHs 1 KOHTPOJIS, KX KOMIICTEHIIHS;

D npaBI/ma BCACHUA yqua 1 OTYCTHOCTHU B opraHmauI/m;

L] mopsimok pacmpeenenus NpuObLd U opMUpoBaHue HOHJIOB;

[J ocoOble BOMPOCHI ACSITEIBHOCTH OPraHU3aINH;

L] ycioBusi peopranu3aiiuyl v JIUKBHIAIHH.

10.  JrTanbl padoTbl ¢ BHYTPEHHMMH JOKYMEHTAMM:
[] monmy4yeHue yka3zaHus Ha pa3pabOTKy JOKYMEHTOB;

[] pa3paboTka MpoeKTa JOKYMEHTa;

[ cormacoBaHue MPOEKTa JTOKYMEHTAa,

[] KOppeKTHPOBKa TOKYMEHTa, ero o(opmIiieHHE;

O MOoAINMMCAaHUC, YTBCPKIACHUC,

L] peructpanus ¥ THpaKMPOBAHHKE;

[] noBezieHUE 10 UCIIOTHUTEIICH;

[] KOHTPOJIb UCTIOIHEHHUS IOKYMEHTA;

[] nprieM MCIOTHEHHOTO JOKYMEHTA, CHATHE C KOHTPOJIS,
L] rexymiee apxuBHOE XpaHEHHE.

11. KoHTpoJb HCIIOTHEHHUS JOKYMEHTA OPraHHu3yeT:
[ cayxo6a JIOVY;

[l pykoBOAMTENTH BCEX PAHTOB;

[] cekperapwuar;

L] cmyx6a KOHTPOIS;

[] ompeneneHHOE TODKHOCTHOE JINIIO;

[] pykoBOAWTENH MPEINPHSITHUSI.

12. OcHoBaHueM /151 NPeAbSABJICHNUS MPETEH3NH ABJIAIOTCH JOKYMEHTBI:

[] komMmepueckuii akT, cepTU(HUKAT Ka4ecTBa, TOrOBOP, aKT MPHUEMKHU TOBapa, TpeOOBaHUS;
[] ceprudukar kauecTBa, JOroBOp, aKT IPHUEMKH TOBapa, TPEOOBAHMS;

[] komMmepueckuii akT, cepTU(HUKAT KaueCTBa, aKT IPUEMKH TOBapa, TPeOOBaHHUS;

[] ceprudukar kauecTBa, akT IPUEMKHU TOBapa, TpeOOBAHUS.

13. K HeperucrpupyemMbIM OTHOCSTCS JOKYMEHTBI:
[l wuH(pOpMAIMOHHBIC MaTepUalibl, PEKJIAMHBIC W TO3JPABUTEIILHBIC MUCbMA, MPOTPAMMBI
CEeMHMHAPOB, COBEIAHUH, KOH(pEpEHIHIA;
[] xonuuM HOPMATHUBHBIX TOKYMEHTOB, MOCTAHOBJICHHS H PACHOPSIKEHUS TOCYAapPCTBEHHBIX
OpraHoB, OOBSICHUTEIIbHBIE 3aITUCKH;
[] ciy»xeOHbIe 3alMCKH, MUChbMA, TeJIErPaMMBbl, (PakCcOrpamMMmBl;

14



[] pexyiaMHBIC MPOCHEKTHI, MPOTOKOJIbI KOJUICTHAJIbHBIX OPraHOB, CHPABOYHBIC MaTECpPHUAIIBI,
TUTaHBI, TPOTPAMMBI, CBOJKH, OTYETHI;
[] muchMa BbICIICH MHCTAHIIMU, TPEOOBAHMS, UCKH, TPETEH3UH, KOJJICKTHBHBIC OTOBOPA.

14.  CooTBeTcTBHE 3TaNOB NOArOTOBKH YIIPaBJIeHYECKUX pelieHuii cTagusiM padoThbl:
[] anamu3 mpobiaemHOM cuTyaiuu, GopMupoBanue [ cramaus pa3pabOTKH pelICHHUS;
LIeJIEH, OLICHKA IIPEANIOYTCHUH PEILECHNUN;
[] orieHka pacrojiaracMoro BpeMeHH, ompeeieHne [ moJAroToBUTEIbHAS CTAIHS;
HEOOXO/IUMBIX PECYPCOB;
[J d¢opmupoBanue kputepueB BbIOOpa, BbIOOP [ cramus BeiOOpa pelieHus;
€IMHCTBCHHOTO PEIICHHS,
[lopranu3anusi BBIOJHEHUS PELICHUs, aHAIW3 M L] cTajus pealu3aliy MPUHATOrO PEIICHHS.
OLIEHKA JIOCTUTHYTOTO pe3yJibTaTa.

15.  IlocienoBaTeJbHOCTH 3TANOB MOJATOTOBKHU YIPAaBJIeHYECKHX pellleHuii, BXOASIIHUX B
COCTaB NMOATOTOBHUTEJbHOM CTaUM M CTAAMU Pa3pad0TKHU PeLIeHNs :

[ BeIsIBIICHHE U OITMCaHKE TPOOIIEMHON CUTYaLUH;

[] orieHka pacroyiaraeMoro BpeMeHH;

L] onpenenenre HEOOXOAUMBIX PECYPCOB;

[] ananu3 npoOJIEeMHOI CUTYyaluH;

L1 popmupoBanue neneii;

L] onpenenenye orpaHMYCHUH;

[] pa3paboTka BapuaHTOB pPELICHUH;

[] orieHKa NpeOYTeHHUIA PEIICHHIA.

16. Cragum aHaaM3a aIbTEPHATHB U BHIOOPA MPOrPAMMHOIO IPOAYKTA AaBTOMATH3ALlUH
AOKYMEHTO0000poTAa:

[0 CocraBienue mepeyHs MNPEABIBISAEMbIX OCHOBHBIX (YHKIHOHAJIBHBIX M CHCTEMHO-
TEXHUYECKUX TpeOOBaHUN K KOPIOPATUBHOM CUCTEME aBTOMAaTHU3alluU JJ0KyMEHTO000pOTa;

(] BeiOop cucteMbl BECOBBIX KOA(PPHUIMEHTOB (OAIOB) WM PaHKUPOBAHHUE JUIS DKCIIEPTHON
OLICHKU;

[] OueHka mnporpaMMHBIX TPOAYKTOB C TOYKHA 3PEHUS MPEIbSBISIEMBIX OCHOBHBIX
(GYHKIMOHAJIBHBIX TPEOOBAHUM U CUCTEMHO-TEXHUUECKUX XaPaKTEPUCTHK;

[] Otbop mporpaMMHBIX MPOIYKTOB, YIOBJIECTBOPSIOIIUX BBIOPAaHHBIM (QYHKIIMOHATIBHBIM M
CHUCTEMHO-TEXHUYECKUM KPUTEPUSIM;

[] OueHka aanTaliOHHBIX BO3MOYKHOCTEH OTOOPAHHBIX MTPOTYKTOB;

[0 Otbop mnporpaMMHBIX TPOAYKTOB, YAOBICTBOPSIOMINX KPUTEPHSIM aJalTallHOHHBIX
BO3MOXKHOCTEI;

[ CpaBHuTENBHAS OIIEHKA 3aTpaT, CBA3aHHBIX C MPHOOPETEHHEM U BHEAPEHUEM MPOTPAMMHBIX
IPOJYKTOB;

[ Omenka ombITa MPUMEHEHHUS] OTOOPAHHBIX MPOTPAMMHBIX MPOIYKTOB pPEHMyTanuu (UPMBI-
pa3paboTuuKa;

L] Ber6op nmporpaMMHOT0 00ecriedeHust ISl CUCTEMbBI aBTOMATH3alUH JJOKyMEHTO000pOTa.

8.3.4. IlpoMexKyTOUHBII KOHTPOJIb (BONPOCHI K IK3aMeHY)
(popmupoBanue kommnereHuuit OIIK-4, unnukatopsr MOIIK-4.1, UOIIK-4.2; OIIK-7,
unaukaropsl MOTIK-7.1, UOIIK-7.2)
IIpumepHBIe BOIPOCHI K IK3aMeHY

Oransl JOKyMEHTHPOBAHUS IPOU3BOJICTBEHHO-XO035IIICTBEHHOM /1€ TEIIbHOCTH.
TexHomorus AOKYMEHTAIITMUOHHOT'O oOecrieueHus YHOpaBJICHUA.

[Topsimok coctaBneHust U 0POPMIICHUS PACTIOPSAUTENBHON TOKYMEHTAIUH.

Cnyxba JOKyYMEHTalMOHHOTO oOecnedyeHus ympaBiieHus. TpeOoBaHHs K
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OpraHu3allii CUCTEMbI JOKYMEHTOO0O0pOTA.

5. TpeGoBanus Kk GOpPMHUPOBAHHUIO JI€TT B JACIOMPOU3BOICTRBE.

6. Ilopsnok BBeneHUs B A€MCTBHE NTPaBWJI BHYTPEHHETO TPYAOBOIO paclopsKa.

7. JlokyMeHTHpOBaHHE IO JOTOBOPHO-IIPABOBBIM OTHOIIEHUSM 3KOHOMHYECKON
JESTEIIbHOCTH.

8. IloaroTtoBka IOKyMEHTOB K CJjaue B apXUB.

9. Kiaccudpukanus peksusuto o 'OCTY P 7.0.97-2016 «Cucrema cTanmapToB 1o
uHpopMaluu, OUOIMOTEYHOMY M H3JaTelbckoMy Jneny. OpraHu3aliOHHO-PACIOPSIUTENIbHAS
JOKYMEHTAaLUS».

10. Pa3BuTHE 3JIEKTPOHHOTO JOKYMEHTOO0OpOTa B OpraHU3aIINH.

11. IL1aHoBo-OTY€THAst JOKYMEHTAIHUA.

12. ABTomaruzaius JAeJ0MpOU3BOICTBA.

13. Cnyx06a KOHTpOJISI BEICHHS KaIpOBOW JOKYMEHTAIIUU Ha TPEIPUATHH.

14. TloHsATHS O TOKyMEHTaX, Clloco0ax JOKYMEHTUPOBAHUS, HOCUTENAX HH(pOpMaIiu u
GYHKIUAX TOKYMEHTA.

15. IlpaBuna opopMIICHHS U BbIJAYU KOTUN JOKYMEHTOB.

16. Opranuzaiys onepaTuBHOIO XpaHEHHs TOKyMEHTOB.

17. DOxkcneprusa IEHHOCTH JOKYMEHTOB.

18. IIpaBuna cocraBiueHus 1 0OPMIICHHUS HOMEHKIATYPbI JeT.

19. TlpusHaku kiaccu(puKaluy HOMEHKIATYPHI JIE.

20. Kpurepuu olleHKH JOKYMEHTOB.

21. Cucrtembl JOKyMEHTAIMHU IO JIMYHOMY COCTaBYy.

22.  OcobeHHocTH 0(hOpMIICHUS JINYHBIX TOKYMEHTOB.

23. Cucremsl 1 HOpPMBI JOKYMEHTOB.

24. OCHOBHBIE IOTOKH IOKYMEHTALIUH.

25. CnyxeOHbie 3amucku. TpeboBaHUs K 0()OPMIICHUIO.

26. OcCHOBBI 3aKOHOJATENIBCTBA 110 APXUBHOMY JIETY.

27. Cocrapnenue u 0OpPMIICHUE CITYKESOHBIX IMHCEM.

28. PexuMbl XpaHEHUs JOKYMEHTOB.

29. Ommch nena. [IpaBuina popMupoBaHrue JOKYMEHTOB Ha apXUBHOE XpPaHCHHUE.

30. Ponb 10OKyMEHTAllMOHHOTO 0OecreueH s yIpaBieHNUs B COBPEMEHHOW OpraHu3aIiH.

31. OcHoOBHBIE XapaKTepHbIEC YEPThl OPraHU3ALMOHHO-IIPABOBOI TOKYMEHTALINH.

32. PernmameHTanus 1OKyMEHTAllMOHHOTO 0OecieueH sl yIpaBIeHuUs.

33. CocraB u opopmIIeHHE PaCTIOPAIUTEILHON TOKYMEHTAIIUH.

34. Texnomnorust paboThl ¢ KOHPHUIECHIIMATBHBIMU JOKYMEHTAMHU.

35. CocraBnenue u opopMIIEHHE aKTOB

36. Odopmurenbckue pekBU3UTH. COCTaB pEKBU3UTOB JJOKYMEHTOB.

37. Crpykrypa opopmIIeHUs JOTKHOCTHBIX MHCTPYKIIMM.

38. Opranusanust KOHTPOJIS UCTIOJHEHNS JOKYMEHTOB.

39. CocraBnenue u opopMieHre TPOTOKOJIA.

40. Tlopsmoxk cocraBieHuss U odopmieHus TabAMIl M PHUCYHKOB B HAy4yHO-
HCCJIEIOBATEILCKOM OTYETE.

41. Opranuzanus paboThl ¢ JOKYMEHTaMHU.

42. TlpaBuna opopMICHUS NPUITOKEHHH.

43. Tlonsartue o nokymeHToo00poTe. POpMBI perucTpanuu J0KyMEHTOB.

44. CocraBnenue u opopMIIEHHE JOTOBOPOB.

45. ®dnaroBoe U MPOJOJIBHOE PACIIONIOKEHHE PEKBU3UTOB.

46. YupenurenbHbIE TOKYMEHTbHI OPraHU3aLNH.

47. OueHka 3HaYUMOCTH IOKYMEHTOB U CPOKH MX XpaHEHUS.

48. TpebOoBaHusl, MPEIBIBIIEMBIE K TEKCTaM IOKYMEHTOB.

49. CocrtaB opraHu3alOHHO- IPABOBBIX JOKYMEHTOB.

50. ®opmel perucTpanyu 10KyMeHTOB. [lopsinok peructpanuu.

51. TexHonorus paboThl ¢ KaAPOBOH TOKyMEHTAIUEH.

52. CocraB U CTPYKTypa IITaTHOTO PaCIHCAHHUS.
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53. CocraB HH()OPMAITIOHHO-CIIPABOYHBIX JOKYMEHTOB.

54.  OcoOeHHOCTH TOJIOKEHHS O CTPYKTYPHOM TOIpa3ieICHUN OpTaHUu3aIlHH.

55. bnanku u ¢popmaTbl JOKYMEHTOB.

56. 3amauum M IyTH BHEAPEHHsS aBTOMATU3UPOBAHHOM CHUCTEMBI JOKYMEHTAL[MOHHOTO
oOecrieueHusl yIpaBieHuUs

57. OcHOBHBIE KJIaCChl THPAKHO - 3aKa3HbIX aBTOMATU3UPOBAHHBIX CUCTEM
JOKYMEHTAIMOHHOTO 00ECTIeYeHUS yIIPaBICHUS
58. OkciutyaTallMOHHBIE XapaKTePUCTUKH aBTOMAaTU3UPOBAHHOM CHCTEMBI

JIOKYMEHTAIlMOHHOT'O 00eCieueHus yIpaBICHUs

59. TexHonmorum  OpPOrpaMMHOM  peanu3alMM  aBTOMAaTU3UPOBAHHOM  CHCTEMBI
JIOKYMEHTAIlMOHHOTO 00eCIieueHus yIpaBICHUs

60. Kpurepunm aHain3a  aBTOMATU3HPOBAHHOW  CHCTEMbl  JOKYMEHTAllMOHHOI'O
oOecrieueHus ynpaBieHuUs

61. CocraBnenue u 0pOpMIICHHE TPUKA30B TI0 OCHOBHOM JI€ATEITHHOCTH.

62. Oco0eHHOCTH BBIOOpA CUCTEMBI aBTOMATH3AIIUH.

63. Crpaterun BHEIPEHUS aBTOMATU3UPOBAHHOW CUCTEMBI JOKYMEHTAI[MOHHOI'O
o0ecrieueHus ynpaBIeHUsI.
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