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1 IlepeyeHb NJAHUPYEMbIX pe3yJbTAaTOB OGYYEeHHs IO AUCHUNJIUHEe "OCHOBBI
JAeJIONPOU3BOJCTBA", COOTHECEHHBIX C IVIAHUPYEMBIMH pe3yJIbTaTaMH OCBOEHHsI 06pa3oBaTe/IbHOM
NporpaMmsl

OcBoeHMeE JUCLMIJIMHBI HallpaBJjieHo Ha GOpMUpOBaHHUE:

0011enpodecCHOHATBHBIX KOMIIETEHIUMN:

OIIK-5 - CnocoGeH HcCnoib30BaTh B NpodecCHOHAJbHOH [AesaTeJlbHOCTH HHGPOPMALHMOHHO-

KOMMYHHKaLMOHHbIE TEXHOJIOIMH, F'OCyAaPCTBEHHbIE U MyHHULIMIIAJIbHble UHPOpPMAIMOHHbIE CUCTEMBI;

NPUMEHATh TEXHOJIOTUM 3JIEKTPOHHOTO MPAaBUTEJbCTBA W INPEJOCTaBJEHUSA TIOCyJapCTBEHHBIX

(MyHHULIIMTIANIBHBIX) YCIYT;

Pe3sysbTaTbl 06y4YeHUs MO JAMCUUIUIMHE ONpeAessaloTcd HWHAMKATOPAaMU [AOCTHXKEeHHUsS
KOMIIeTeHIUH
HNHaukaTop(bl) AOCTHXKEHUS:

- UCTIOJIBb3yeT B NpPOdecCHOHATbHON [JeATeJbHOCTH WHGQOPMAIMOHHO-KOMMYHHKALOHHbIE TEX-HOJIOTHH,
rocy/lapCcTBeHHble U MYHUIMNAJIbHble HHPOPMALUOHHbIE CHUCTEMBI, IPUMEHSET TEX-HOJIOIMH 3JIEKTPOHHOIO
MPaBUTEIbCTBA U NIPEeA0CTaBJeHNS roCyAapCTBEHHBIX MYHUIIUNIA/TIBHBIX YCIYT
Pe3yibTaThl 06y4YeHHUs MO JUCHUILINHE:

3HaTk:

- - HOpMaTUBHO-MeTOAUYECKY0 6a3y AesonponusBoAcTBa B Pocculickoit Pefepanuy, rocyiapcTBEHHOT O
peryJupoBaHus JOKyMEHTALMOHHOIO 06ecIieyeHus;

- - cieuPUKy opraHu3aniuy HHGOPMAILMOHHO-IIONCKOBOX CHCTEMBl U KOHTPOJISI MCIOJIHEHUS
JIOKYMEHTOB.

- - COBPEMEHHYI0 OpraHU3alHIo JOKYMEHTO000pOTa B OpraHax rocyJapCTBEHHOM BJIACTH U OpraHax
MeCTHOTO CaMOYIIpaBJIeHHUs C y4eTOM OCHOBHBIX Tpe6oBaHUI MHPOpPMaIMOHHON 6€30MacHOCTH;

- 7 OCHOBHbIE Hay4yHble U NPAaKTUYECKHE MPOOJIEMBbl OPraHM3aLUHU JOKYMEHTALHOHHOTO obecreyeHust
yIIpaBJIEHUS U TEHJEHIUH PAa3BUTHA [1eJ0IPOU3BOCTBA B TOCYZIAPCTBEHHOM alllapaTe yIpaBJeHUs;

- - IOJIOXKEHUSI M Tpe6GOBaHMUS, YCTAHOBJIEHHBIE JeMCTBYIOUIMMY HOPMAaTHBHBIMU aKTaMH 110 apXHBHOMY
ety

- - MeToAbl M IpOrpaMMHble CpejcTBa 06paboTKU JesoBOH HHPOpPMAIMM, B3aUMOJAENHCTBUSA CO
cayx6aMu MH-POPMALMOHHBIX TEXHOJOTHUH U 3PPEeKTUBHOrO HCNOJb30BAaHHUS KOPHNOPATHUBHBIX
MHPOPMALMOHHBIX CUCTEM

YMeTs:

- - COCTaBJATH U 0POPMJIATH yIIpaBJeHYEeCKHe JOKYMEHTBI, B TOM YHCJIe HOpMaTHBHbIE U UHDOP-
MallMOHHO-CIIPaBOYHble, B COOTBETCTBUM C TPeO6OBAHUSIMU NPABOBLIX aKTOB M CTaH/apTOB;

- - pa36uUpaThCs B COBpEMEHHBIX CUCTEMAax JOKYMeHT0060p0oTa, TPaMOTHO HCI0JIb30BaTh IOUCKO-BbIe
BO3MOXXHOCTH JJaHHBIX CUCTEM;

- - MCIO0JIb30BAaTh COBPEMEHHbIE HHPOPMALMOHHO-KOMMYHHKAIIMOHHbIE TEXHOJIOTMU IPH CO3JJaHUU
yHIpaBJIeHYeCKUX JOKYMEHTOB;

- -IPUMEHSITh YTBEPXKAEHHBIE CTAHAAPTHI U TPeboBaHUsA B chepe NpodecCHOHANTBHOH AeATeTbHOCTH

BiageTs:

- - HaBbIKaMHU NOATOTOBKHU JIOKQJIbHBIX aKTOB, CBSI3aHHbIX C BHyTPeHHEHN J1esITe/IbHOCTbIO OpraHU3alluy B
YCI0BUAX Mepexo/ia Ha 3JIeKTPOHHBIN JJOKyMEeHT0060pOT;

- - TEXHOJIOTUSIMU NpHUEMA, UCIOJHEHHUs], OTIIPABKU JJOKYMEHTOB B TPAJMIMOHHBIX YCIOBUSX U B
YCJIOBUSX PabOThI ¢ MpHMeHeHneM HHPOPMAIMOHHO-KOMMYHHUKAHOHHbIE TEXHOJIOTUH;

- - MpaBUJIaMHU HCIOJb30BaHUSA Pa3/IMYHbIX HOCHUTeJed NHPOPMALMHU AJI JOKYyMEHTUPOBAHUSA
yIpaBJeHYecKUX QYHKIUH OpraHoB rocyAapCTBEHHOM BJIaCTH U OPTaHOB MEeCTHOI'0 CaMOyTpaBJleHUs

- -MeTOoZlaMH U NPOrpaMMHBIMU CpeA-CTBaMH 06pabGOTKU JesoBoi MHoOpManuu

2 MecTto aucuunauHbl "OCHOBBI Ae/I0Npou3BoAcTBa” B cTpyKType OIIOII 6akasiaBpuaTta

11 0CBOEHMSA JUCLUUIIMHBI HEOOXOAUMBI 3HAHUSI YMEHHSs], HaBbIKU U (MJIM) ONBIT NpodeccHoHaIbHOH
JleITeJIbHOCTH, TOJIydeHHble B paMKaX HW3y4eHMs CJeAyKIuX AUCLUUIUIMH: BBeleHne B clenMa/bHOCTD,
Pycckuil A3bIK U KyJIbTypa peyHu.

JucuumirHa «OCHOBBI J1eJIONPOU3BOICTBA» OTHOCHUTCS K 6a30BOM YacTH paboyero yyebHOro IJiaHa 1o
HanpaBJjieHUu0 mnoarotoBku 38.03.04 «[ocyzapcTBeHHOoe W MyHULUIaNbHOe ympaBieHue» (B5.1.0.23).

I/lsy‘{el-me ,Z[aHHOﬁ AUCHUIIVIMHBI OaeT BO3MO>XHOCTb E)aCLHI/IiI/ITb )5 yl".)'[y6PITb 3HaHHA, YMEHHd, HAaBbIKU U

KOMIIeTeHLMH, GOpMUpyeMble coaepmax—wﬂtmmﬂl 1 |II|JII/IH JaHHOro nukJja. Jid ycnemsoro
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HN3y4YeHUd AVCHUIIJIMHBI CTYJJ€HTaM HEO6XOL[I/IMO 3HaHHE PYCCKOr'o fA3bIKa U KyJIbTYpPbl pe4H, A3blKa U CTHUJIA
AeJIOBBIX 6yMar, a TaKXe HOBBIX TeH[IEHLLI/IFI B MNPaKTHUKe [JeJIOBOro MUCbMa, BHeJAPEHHA 3JIEKTPOHHOTIO
AeJIONPOU3BOACTBA U AP.

3 06beM aAucHUMIIMHBI "OCHOBBI J€/JIONPOU3BOACTBA" B 3a4Ye€THBIX €JUHHUIAX C YKa3aHHUEM
KOJINYEeCTBA aKaJeMHUYEeCKHX 4YacoB, BbIJEJIEHHBbIX Ha KOHTAKTHY paGoTy OGY4YaloUIUXCS C
npenojanBaTeJsieM (10 BUAAM 3aHSTHUI) U HAa CAMOCTOATEJ/IbHYIO PaG0Ty 06y4YaloIuXcsa

O61mas TpyA0eMKOCTb AUCHUIINHBI "OCHOBBI IeJIONPOU3BO/CTBA" COCTaBIsIeT 5 3aueTHBIX efuHuUL, 180
4acoB.

KosinuecTBO 4acoB
odp 3P(03P

dopma 06ydeHUA

Kypc 1/Cemectp 2

Bcero yacos 180

KoHTaKTHasA pa6oTa 06y4awIuXxcs ¢ IpenosaparesieM (1o BUJaM y4yeGHbIX
3aHATUH):

AynutopHas pa6oTa

Jlekymu 6
JlabopaTopHbi e 3aHATUA
[ pakTuyeckue 3aHaTus 10

BHeayguTopHas paboTa

WHausuayansHaa pabota ¢ npenoaasatesiem:
KoHcynbTayusa v uHbie BuAbI y4eb6HOU AeaTeslbHOCTU

CaMocTosATe/IbHasA pa6oTa 128

dopma NpoMeKyTOYHOM aTTecTanum Dk3a
MeH/
36

4 Copaep:xaHue AUCHUNIUHBI "OCHOBBI A€/JIONPOU3BOACTBA", CTPYKTYpUPOBaHHOE MO
pa3aesam (Temam)

4.1. J/leKLUOHHbIE 3aHATUSA

TeMbl pa3aeioB M UX COAepKaHUe 06beM

Jacax

1. XapaKTepucTUKa JAeJIONPOU3BOACTBA, pPOJib AOKYMEHTOB B ylnpasjgeHuMu. HUctopus|l
BO3HUKHOBEHHUA U Pa3sBUTHA Je/IONNPOU3BOACTBA.

[IpeameT, cofep>kaHre U 3a4a4M [eJ0NPOU3BOACTBA. MeCcTO U poJib JJOKYMEHTOB B yIpaBJIeHUU Ha
coBpeMeHHOM 3Tane. Kiaccudukanus JOKyMeHTOB.

JenonpousBoactBo B /JlpeBHell Pycu. IlpukasHoe jgesnonpousBofacTtBo XV-XVII BB. Kousnexckoe
A,eJI0ONPOU3BOACTBO. MUHUCTepCcKoe Aenonpou3BoacTBoO XIX - Hayasa XX BB. UcTopus ynpaBjieHUs U
A,eJ10Nponu3BoACcTBO B XX B.

2. CoBpeMeHHOe jejsonpousBoacTBo. HopmaTuBHO-MeToau4dYeckasa ©6a3sall
JAOKYMEHTALMOHHOT0 oGecnedyeHus ypaBJIeHUsl.

[ToHsiTHe KOKyMeHT. Buabl, pyHKIUY, CTPyKTypa JoKyMeHTOB. O6ide TpeGoBaHUsS K 0pOPMIIEHUIO
yIpaBJieHYeCKUX JOKYMeHTOB. CHCTeMBbI JOKYMEHTALUH.

CTpyKTypa JOKYMEHTOB U HOPMAaTHUBHble TpeGOBaHUA K pa3paboTke U 0POPMJIEHHUIO
yIpaBJIEeHYECKUX [JOKYMEHTOB: THUIOBble HHCTPYKIUH MO JeJONPOU3BOJCTBY. 3aKOHOJATEbHbIE
akTbl Poccuiickoii ®Penepauuu B coepe uHpopmManuu U AOKyMEHTALUHU. YKa3bl U pacloOpsKeHUs]
[Ipe3ugenta Poccuiickoli ®Penpepanuu, nocraHoBseHusa [IpaButenbcTBa Poccubickoit Penepanuu]
HopmaTuBHBIe mnpaBoBble akTbl PegepasbHBIX OpPraHoB HCHOJHUTEJbHOH BJIACTH,
perJiaMeHTHUpPYIOL[He BONPOChl JOKYMEHTALLMOHHOTO o6ecrnedeHus. [ocyiapcTBeHHbIE CTaHAAPThI HA|
JOKyMeHTalu0. YHUOUIUPOBAHHbIE CUCTEMbI JOKYMEHTALUH.

1650920672
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3. OpraHM3anMOHHO-NIPABOBaA JOKYMEHTAaLMsI.

OcoGeHHOCTH $3blKa CIYXKEOHBIX J[JOKYMeHTOB. Jloruka IOCTPOEHHUsI TeKCTa [JOKYyMEeHTa.
XapaKTepUCTHKA OPraHU3allMOHHO-IPABOBBIX JOKyMeHTOB. CHCTeMa OpraHM3allMOHHO-NPABOBOU
JOKYMeHTallud. BuJbl OpraHW3allMOHHO-NPABOBBIX JOKyMeHTOB. OCOGEHHOCTH COCTaBJIEHUA H
odopMIeHUsI OPraHU3aLMOHHO-TIPABOBbIX JJOKYMEHTOB.

EnuHble TpeGoBaHUsA K 6JIaHKaM JOKyMeHTOB. Bujbl 61aHKoB. PopMaThl MOTpeGUTENBCKUX OyMar.
Pasmeps! nosneld. Hymepanus snncro. @opmynsap-o6pasen. [IpaBuia opopMieHUs: JOKYMEHTOB IpU
HUCIO0JIb30BAaHUHW TeXHUYECKUX cpeAcTB. CocTaB peKBU3UTOB JJokyMeHTOB OP/] [IpaBusia opopmiieHust
PEKBU3UTOB 3aroJIOBOYHON YaCTH JOKYMEHTA: YIJIOBOE, IPOJOJIBHOE.

4. PacnopsaauTte/ibHasA U UHPOPMALMOHHO-CIIPABOYHAasA JOKyMeHTaI M.

XapaKTepUCTHUKA pacnopsAAUTESbHON AOKyMeHTauuu. CHUcTeMa pacnopsAuTebHOW JOKYMEHTAL UM,
Busabl pacnopAAuTesNbHBIX JOKYMeHTOB. OcCOGeHHOCTH cocTaBJeHUsA U odopMieHUHA
pacnopsiiUTENbHbIX JJOKYMEHTOB. XapaKTepUCTHUKa HUH()OPMAIMOHHO-CIPAaBOYHON JOKyMEHTAaLHH|
Cuctema UMHPOPMALMOHHO-CIPABOYHBIX JOKYMEHTOB. Bujbl uHQOpMalMOHHO-CIPaBOYHBIX
JloKyMeHTOB. OCO6eHHOCTH COCTaB/JIeHUA U 0QOPMJIeHUA MHPOPMaIMOHHO-CIIPABOYHbIX JOKYMEHTOB.

5. J/InyHbIEe JOKYMEHTHI U JOKyMeHTaLusl [0 JINYHOMY cocTaBy. Ci1ykeGHble MM CbMA.

A3BIK ¥ CTUJIb CIY»KeOHBIX NuceM. /lesioBas peyb U ee rpaMMaTH4ecKkue ocobeHHoCcTH. CocTaBeHue
JIMYHBIX JJOKYMEHTOB U JJOKYyMEHTOB II0 JIMYHOMY cocTaBy. CiykeGHasl llepenucKa Ha NpeANnpUATHH
(mesoBble nucbMa). Pa3HOBUAHOCTH CIy>KEGHBIX ITHCEM.

0,5

6. OpraHu3sanusa JOKyMeHTooG6opoTa. Bxoasmue u ucxoasimue JOKYMEHThI.

[ToHATHUS U NPUHLUIBI OPraHU3alUu JOKyMeHTooGopoTa. [Ipoxox/jeHre U MOPSAOK UCHOJHEHUs
BXOJSIIMX JOKyMeHTOB. IIpoxokJeHue UCXOASAIIUX U BHYTPEHHHX [JIOKyMeHTOB. PabGorta c
KOHPUINIHAJBbHBIMU JJOKYyMeHTaMu. Pa6oTa ¢ mucbMaMu ¥ 06paleHUsIMU I'paXkJaH.

0,5

7. HoMeHK/1aTypa AeJ/1. ApXMBHO€e XpaHeHHe.

CocTraBsieHHe HOMeHKJATyphl Jesa. PopmupoBaHue U odpopmieHue fges. [loAroroBka U nepejaya
JOKYMEHTOB Ha apxuBHOe xpaHeHHWe. OmpejesieHHe CPOKOB XpaHeHHUs JOKyMeHTOB. OGecrnedyeHue
COXPaHHOCTH JOKYMEHTOB. XpaHEHUE U YYET apXUBHBIX JJOKYMEHTOB

0,5

8. UHdpopManIOHHbIE OCHOBBI JJOKYMEHTAIlUOHHOTI0 06ecrne4YeHus1 ynipaBJjJIeHUs

MeToAbl U TEXHUYECKHE CPEJCTBA OpraHU3alMu paboThl ¢ fJokyMeHTaMHu. Posb [IK B opranusanuu
JOKyMeHTOo060poTa AJs obecriedeHUs [esATeJbHOCTH IOCYyJapCTBEHHOI'O yIpaBJeHUs U MeCTHOTro
camoynpasJyieHUs1. OCHOBHble TpeGOBaHUsI K CUCTEMe 3JIeKTPOHHOI0O AOKyMeHToo6opoTa. Kpurepuu
BbIOOpA CHUCTEM 3JIEKTPOHHOIO JOKyMeHToo6opoTa. OpraHusanus HHPOPMaLHMOHHO-IIONCKOBOU
CHCTeMbl U KOHTPOJIsI MCIIOJIHEHUS JJOKYMEHTOB.

Ucnonp3oBanue [IK 1 gpyroil TexHUKH npu paboTe ¢ JJOKYMEHTAMHU U [l HOCTEAYIOUUX apXUBHO-
CTAaTUCTUYECKUX UccaefoBaHUM. Cpe/icTBa KONMMPOBaHUsS M pa3MHOXEHUS JOKYMEHTOB. YIIpaBjeHUe
nHpopManuell U JOKyMeHTaL el 32 py6eKoM.

0,5

HUToro

4.2. [IpakTu4dyecKue (CeMUHapCKHe) 3aHATUSA

TeMbl 3aHATUH U UX cojepiKaHue

06BEeM
B 4yacax

1. XapaKkTepucTHKa 4e/IONPOU3BOACTBA, POJIb JOKYMEHTOB B yIIPDABJI€HUH.

HcTopus BOSHUKHOBEHMSA U Pa3BUTUA [e/IONPOU3BOACTBA.

Knaccudukanus gokymeHTOB. DyHKIUY JOKyMeHTOB. C/1I0Bapb-MHHHUMYM TEPMUHOB U ONIpe/ie/IeHUH.
JenonpousBogcTBo B /[lpeBHel Pycu. IlpukasHoe penonpousBojgcTBo XV-XVII BB. Kossnexckoe
JeJIONPOrU3BOACTBO. MUHUCTepcKoe AenonpousBoAcTBO XIX - Hayasa XX BB. McTopusa ynpasieHUs U
ZAeJIoNpor3BoACcTBO B XX B.

1

1. CoBpeMeHHOe JAejJonpousBoAcTBO. HopmMaTuBHO-MeToAMYecKass 6a3a
AOKYMEHTALMOHHOI0 oGecliedyeHus1 ylipaBJIeHH .

YHubuKanusa U cTaHJapTU3aLUsA AesoBOM AokyMeHTanuu. O61ive HOPMBI U NpaBuia opopMJeHUs
JIOKyMeHTOB (pasMepbl 6ymarud, noJied, HyMepanuss CTpaHHUI, U T.A.) NpUMeHsAeMoe B
JenonponsBogcTBe. Ocob6eHHOCTH M Tpe6GoBaHUA K OQOPMJIEHHIO PEKBU3UTOB yIpaBJIeHYECKUX
fokymenToB (F'OCT P 7.0.97-2016).

CocTaB HOpPMAaTHBHO-MeTOAWYECKOH 6asbl AesonpousBoicTBa. CTaHJapTH3aLMsa W YHUHUKaLUS
cucrteMbl JIOY. O6mepoccuiickue kaaccupukaTtopbl JokyMeHTauuu. ExuHas [ocymapcTBeHHas
cucTeMa JeJIONpPOU3BOACTBA. [ocyAapCTBEHHass CHUCTEMa JOKYMEHTALMOHHOro obecreyeHust
ynpaBJeHUsl M MX XapakTepucTHKa. CHcTeMa CTaHAApTOB Mo HWHGOpPMALMH, OUOJIHOTEYHOMY HU
HU3/aTeJIbCKOMY JleJy.

1. OpraHM3allMOHHO-NIPAaBOBas JOKYMEeHTAausl.

YcraB opranusauuu. IlosoxxeHue o6 opraHusanuu. llltaTHoe pacnucaHue. [IpaBusia BHYTpPeHHErO
TpyAoBOro pacnopsiaka. IlosoxeHHe O CTPYKTYpHOM nojapasjeseHUU. HHCTPYKLHHU
OpraHM3allMOHHO-METOJUYECKOTO XapaKT]| KLU
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1. PacnopaauTtenbHasa 1 ”THGOPMalMOHHO-CIIPABOYHAA AOKYMEHTAal M. 1
[ToHaATHA U ycaoBUA JoroBopa. BosaMesaHblil M 6e3Bo3Me3AHbIN Aorosop. [ledcTBUs JOrosopa.
[ly6sinuHblil goroBop. [IpuMepHble yci0BUs AoroBopa. 3akjarudeHHe goroBopa. Popma Jorosopa.
W3MeHeHMe U pacTop>KeHHe JOroBopa.

CoctaB U odopmyeHHe NpPUKaA30B. [IpUKasbl MO0 OCHOBHOH JesATe/lbHOCTH. [IpUKasbl MO JINYHOMY
coctaBy. [logroroska npukasos. CojepkaHue INPUKA30B U HUX peKBU3UThL. KoHcTaTupyrowmwasa u
pacnopsiuTe/bCcKasd YaCcTU NpHUKa3oB. HyMepanus npukasos.

CocraByieHne U opOpMJIeHHE CIYyKeOHBIX 3alMMCOK. JloKiaZHasA 3amucKa. 3anvMCKU UHUILUATUBHBIE,
“HGOpMaLlMOHHbIe OT4YeTHble. BHyTpeHHHMe M BHellHHWe J[OKJaJHble 3anuCKU. O6G'bsACHUTeNbHas
3amnucKa.

CocTraBreHMe U OQOpMJIeHHEe NPOTOKO0JOB. Tpeb6oBaHUss K odopMJeHHIO NpoTokoja. [losHble,
KpaTKHe U cTeHorpaduyeckue nporokosbl. OpopmieHHne npoTokoJa. [IpesicesaTesnb U cekpeTapb
NpoTOKoJ1a. BBOHAdA U 0CHOBHAA 4acTh IPOTOKOJIA. Y TBEPXKAEeHHUEe IPOTOKOJIOB.

CocraBsieHue U odpopMJieHHe aKTOB. Buaer akToB. OdopmiieHre U copeprKaHue aKTOB. PEKBU3UTHI
akTa. BBoHasa KoHcTaTUpylolas yacTu akta. Hymepanusa akrtos. [lognvcyu komuccuu

1. /IuyHbIe JOKYMEHTBhI U AOKYMEHTallMs MO JINYHOMY cocTaBy. CilyKeGHble NMHCbMa. 1
CrpaBKH M JJOKYMEHTHI JIMYHOI'O NMPOUCX0XAEeHHUsl. PeKBU3UTHI cripaBKU. Ciy>keOGHbIe CIIPABKU.
CnpaBKHU JIMYHOTO xapakTepa. UHpopManmoHHas cipaBKa. BHyTpeHHHe U BHEIIHUE CIIPaBKH.
BylaHKM cIpaBOK M UX HyMepaLus, y4eT.

®opMBl KOMMepuYeCcKUX INHceM, KOHTpakToB. CTaHAapTHble ¢pasbl U BbIpaxkeHus. CTPyKTypa
JesoBbIX MNuceM. YacTu [JesoBOro MNHCbMa M UMX pacnojioxkeHue. 3arosioBok. Jlata. Appec,
BerynurenbHoe o6pallleHHe M 3ak/a04YuTe/bHasg ¢opMa BeX/JMBOCTH. YKa3aHMe Ha obliee
cojepxaHue nucbMa. [loanuce. YkaszaHue Ha npusoxeHue. [lockpuntym. Hagnuce KonBepTa

1. OpraHu3anusa JOKYMeHT0060opoTa. Bxogsauue 1 UCXOAsIIUE JOKYMEHThDI. 1
OpraHusanus JOKyMEeHTO060pOTa: ABM)KEHHE JOKYMeHTa B OpPraHM3alydh C MOMEHTa CO3JaHHs [0
OTNIPAaBKHU - BXOAALUN MOTOK. [[OKYMEHTONOTOK: JBUKEHHEe JOKYMEHTA C MOMEHTA MOJIyYeHHUs [0
3aBepIlIeHUs] HCIOJHEHUs - HWCXOAALUH [OKYMEHTONOTOK. BHYyTpeHHHH [JJOKYMEHTOIOTOK
PerucTpaliysi ¥ KOHTPOJIb UCIIOJHEHHUS JOKYMEHTOB.

1. HomeHKJ/IaTypa AeJl. ApXUBHOe XpaHeHue. 2
O6mue TpeboBaHMA K CHUCTeMaTH3alUM JOKyMeHTOB. HoMeHk/1aTypa fAes. Buabl HOMeHKJaTyp.
[Topsafok pa3paGoOTKM M yTBepXKAeHUsA HOMeHKJATypbl Jes. CocTaBjieHHEe 3aroJ0OBKOB JieJl.
YcTaHOBJIEHME CPOKOB XpaHeHHUs Jiesl. XpaHeHHe JJOKYMeHTOB U popMHpOBaHUeE feJl.

1. UHpopManMOHHbIE OCHOBBI JOKYMEHTAIMOHHOr0o oGecriedyeHUsl ynpaBJeHMs. 2
Oco6eHHocTu pAenonpousBoactBa Ha I[IK. CoBpeMeHHBble CHCTeMbl 3JIEKTPOHHOTO
JAOKyMeHT0060p0Ta, UcHoJb3yeMble B PD, acekTbl UX NIPOeKTHPOBAaHUSA, BHEAPEHUS U
HCII0JIb30BaHHUsA (BKJ/IIOYAsi BONPOCHI 3JIEKTPOHHOH moJnucH, ¢opMaToB 3/1eKTPOHHBIX JJOKYMEHTOB,
oI PPOBKH, XpPAaHEHHUSI JIEKTPOHHBIX JJOKYMEHTOB). JJIEKTPOHHOE NMPABUTEIBbCTBO

HUToro 10

4.3 CamocToAaTeJbHAA pa6oTa 06y4YyawIerocsa U nepeyeHb y4eGHO-MeTOAUYECKOTIO
oGecneyeHMA JJI1 CAMOCTOATE/IbHOM paGoThl 06y4YalOIUXCs N0 JUCHUIIINHE

Bupg CPC TpynoeMKoOCTb B
4Jacax
[ToAroToBKa TEPMUHOJIOTUYECKOTO CA0Baps 6

CaMocTosATe/NIbHAsE NMPOpaboTKa JIUTEPATyphl JAJis MOATOTOBKM W HamucaHus pedeparta 1|12
3Ttana. [loAroToBka AokJIaZa [Js 3allUThl pedepara 1 3Tana ¥ ero myGJIUYHBIN JOKJIAJ Ha
MPaKTUYECKOM 3aHATHUU N0 TeMe «McTopHUs pa3BUTHSA AeJIONPOU3BOJCTBAY

[IpopaboTka KOHCNEeKTa JIeKLUi /i1 IOATOTOBKH K OIPOCY [0 KOHTPOJBbHBIM BOIpPOCaM 4
(tema 1)
[Ipopa6oTka KOHCIEKTa JIeKIUH (TeMa 2) JJish MOATOTOBKH K TecTy Ne 1 8
CocTaBJsieHHe TabJIUIbI 10 CPAaBHUTENBHOU XapakTepucTrke o EI'CJ u I'CA0Y 4
[IpopaboTka KOHCIEKTa JIeKLUI JJ1s1 IOATOTOBKHM K OIIPOCY [0 KOHTPOJBbHBIM BOIpOCaM 4
(Tema 3)

CocraBsienue fokymeHTa u3 OP/l c yyeTOM peKBHU3UTOB U TPeOGOBAHUH K UX 0POPMJIEHHIO 4

[Ipopa6GoTKa KOHCIEKTA JIEKLUH /151 MOATOTOBKH K OMPOCY M0 KOHTPOJIbHBIM BONIPOCaM 4
(Tema 4)
CocTaBJ/ieHHe J1060r0 JOKYMEHTA U3 PacnopsiUTeJbHON U HHPOPMALMOHHO-CIPAaBOYHOH |4
JIOKyMEHTALUH C Y4€TOM PEKBU3UTOB U T U0
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[IpopaboTKa KOHCIIEKTa JIEKL[UH JIJIs1 HOATOTOBKH K OIPOCY IO KOHTPOJIBHBIM BOIIpOCaM 4
(Tema 5)

CocraBsieHHe JIIO6Or0 JOKyMEHTA M3 JIMYHBIX JAOKYMEHTOB M JJOKYMEHTALMH IO JIMYHOMY |4
COCTaBy C y4e€TOM PEeKBHU3UTOB U Tpe6OBaHUH K UX 0QOPMJIEHHUIO

[Ipopa6oTka KOHCIEeKTa JeKui (TeMbl 3-6) AJ1 MOATOTOBKHU K TecTy N2 2 12
[IpopaboTKa KOHCIIEKTA JIEKI[UH J1JIs1 HOATOTOBKH K OIIPOCY 10 KOHTPOJIBHBIM BOIIpOCaM 10
(Tema 7)

CaMocTosTe/JbHAsE NMpopaboTKa JIUTEPATYyphl AJisl MOATOTOBKU WM HamucaHus pedeparta 2(18
aramna. [logroroBka Jokjaaga AJis 3alMThl pedepaTa 2 3Tana U ero Ny6JUYHBIM A0KJIaj Ha
MPaKTU4YeCKOM 3aHATHH

CaMocTosiTe/IbHAsA NMPOpPaboTKaA JIUTEPATYpPhl JJIsl IOATOTOBKU K ONPOCY MO KOHTPOJIbHBIM |14
BOIIpOCaM K TeMe 8

[IpopaboTka KoHCcHeKTa JieKIUH (TeMbl 1-8) /i1 TOATOTOBKU K UTOTOBOMY TECTY 16
HToro: 128
JK3aMmeH 36

5 ®oHJ, OLleHOYHBIX CPEe/JCTB AJIA NMPOBeAEeHUs] NPOMEXYTOYHON aTTecTalMy 0GYy4YaloImuxcs
no AucHuIiuiiHe "OCHOBBI Je/IONPOU3BOACTBA"

5.1 MacnopTt poHAa OLEHOYHBIX CPEJACTB

®opwma(p) Tekymero |Komnerenunu, ¢opmupyembie BlUuaukatop(bl) AocTUXeHUs |[PesyabTaThl obydyeHHSA no|YpoBeHb
KOHTPOJIS pe3y/ibTaTe OCBOEHHs [JUCLUIIMHBI|KOMIETeHIUU AUcHUNAMHe (MoAysw)
(Moayan)
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OIIK-5 Crnoco6eH HCMOJIb30BaTh B
npodeccHoHaNbHOM JlesITeJIbHOCTH
“HGOPMALMOHHO-KOMMYHHKALHOHHbIE|

Onpoc m o
KOHTPOJbHBIM
BOOpocaM.

Mo ATOTOBKaA TEXHOJIOTHUH, rocy/iapCTBeHHbIe )
TEPMHHOJIOTUYECKOI'o [MyHHLIUTIAJIbHbIE HHC])OpMaLlI/IOHHbIE
cJioBaps. CHUCTEMBI; NPpHUMEHATb TEeXHOJIOTHY
TeCTHpOBaHI/le. 3JIEKTPOHHOTO NpaBUTEJILCTBA )
CocTaBJieHHUE npeaocTaBJIeHUA rocylapCTBEHHBIX

JOKYMEHTOB.
loarortoBkKka
pedepara

(MyHULMIIAIBHBIX) YCIYT

-MCMOJIb3yeT B NPOpeccCHOHATbHO
JlesITeIbHOCTH MH(OPMaIMOHHO
KOMMYHHMKALHOHHbIE TEXHOJIOTHH|
rocyfapCTBeHHble U MYHUIIUNIAJIBHbIY
HHbOPMallMOHHBIE CHCTEeMBI
npUMeHsieT TEeXHOJOTH
3JIEKTPOHHOTO IpaBUTEJIbCTBA
npeaocTaBIeHUs roCyAapCTBEHHBI
MYHHULUNAJbHBIX YCIyT

- UCMOJIb3yeT MeTO/ibl U NPOrpaMMHbI¢]
cpejcTBa 06paGOTKH  JAeJOBOH]
nHpopMaLUK, B3aUMoJeHcTBHUs  C(
cayx6amMu MHGOPMALMOHHBIX
TeXHOJOTUH U 3PPeKTUBHOTrO)
HCIOJIb30BAHHS KOpIOpPaTHBHbI
HMHPOPMALMOHHBIX CHCTEM
NpUMEHsIeT YTBEepPXK/JEHHBIE
CTaHJApTbl U TpeGoBaHUS B cdepd
npodeccHOHaNbHON AeATebHOCTH

3HATh:

- HOPMaTHBHO-METOAMYECKYI0  6a3y]
JeJIONPOU3BOACTBA B Poccuiickol
Ddepnepanuu, rocyapCTBEHHOT O]
peryJiupoBaHHusi JJOKYMEHTAlHOHHOT()
obecreyeHus;

- cnepuduKy opraHMsaluHu
HMHPOPMALOHHO-TIOUCKOBOH CHCTEMB)
1 KOHTPOJIs1 HCIIOJIHEHHsI JJOKyMEeHTOB.
COBpPEMEHHYIO OpraHu3anug
JIOKyMeHTo0o60opoTa B OpraHay
rocyAapCTBEHHOW BJIACTH W opraHay
MECTHOTO CaMOyINpaBJIeHUs C y4eToM
OCHOBHBIX TpebGOBaHHUHY
MHPOPMaIMOHHON 6€30IMacCHOCTY;
OCHOBHBIE Hay4YHBbBIE H]
npakTHYeCKHEe npoGJeMbl
OpraHu3aluy JOKYMEHTaLHOHHOTO
oGecneyeHus ynpaBJieHUS U
TeH/JeHIUH Pa3BHUTH A
AeJONPpOU3BOACTBA B|
rocy/jJapCTBEHHOM annapare
yIpaBJIeHHUs;

-

- NoJIoXeHUssT U TpebGOBaAHUSA,
yCTaHOBJIEHHbIe JAeicTByOIUMY|
HOPMAaTHUBHBIMHU aKTaMHu 1ol

apXUBHOMY JeJsy

- MeTOoAbl U INporpaMMHble CpeACTBY
00pabGoTKU  JeJoBOH HMHOpMaLUU
B3aMMoOJeicTBUs CcO  cayxb6amy|
MHOOPMALMOHHBIX  TEXHOJIOTHI ¥
3¢ PeKTUBHOTO HMCIO0Jb30BaHUS]|
KOPIOPaTHBHBIX HHpOPMALHOHHBIY
cucrteM

yMeThb:

cocTaBAATb MU O0POPMAATH
ynpaBJieH4eCKHe [JOKYMEHTbl, B TOM
YU CJEeHOPMAaTHUBHB ey
HMHPOPMALOHHO-CIIPAaBOYHbIE, B
COOTBETCTBUM C TpeGOBAHUAMH
NpaBOBBIX aKTOB U CTAaHAAPTOB;
pa3bupaThCcad B COBpPEMEHHBIX|
cucTeMax JOKYMEHT0060pOTa)
TpaMOTHO HCIIOJIb30BAaTh ITOHMCKOBBI€]
BO3MOXKHOCTH JJAaHHBIX CUCTEM;
UCNOJIb30BAaTh COBPEMEHHbIE
I/IHq)OpMaLU/IOHHO-KOMMyHI/lKaLU/lOHHbIe
TEeXHOJOTHUH NpU  CO3/laHUH
yIpaBJeHYeCKHX JOKYMEHTOB;
-MIPUMEHATH YTBepX/JEHHbIe
CTaHJApThI U TpeGoBaHUs B chepe
npodeccHoHaNbHOMN JesiTeIbHOCTH;
BJIAJI€Th:

- HaBbIKAMH MOJATOTOBKH JIOKAJIbHBIY
aKTOB, CBSI3aHHBIX C BHYTpeHHel|
AeATEeJIbHOCTbIO opraHusalnuu K
YCJIOBUSIX Tepexoia Ha 3JIEKTPOHHBIH
JIOKyMEHTO0GOPOT;

TEXHOJIOTUAMHU npuema
HCIIOJIHEHHs], OTHPABKU JOKYMEHTOB H
TPajULUOHHBIX YCJIOBHUAX U
ycioBUAax pa6OTbI C NpUMEeHeHHeM
HMHPOPMALOHHO-KOMMYHHKaLlHOHHbIE
TEeXHOJIOTUH;

npaBHUJIaMM MCNOJb30BaHHUSA
pas/IMYHBIX HOCHTeJeH HHPOpMaLUK
JJ st JOKYMEHTHPOBAHHUS
ynpaBJieH4ecKUX GYHKIIMH OpraHoB
roCcyAapCTBEHHOMW BJIaCTH M OPTraHOB
MECTHOT'O CaMoyIlpaBJeHH st
-MeToJaMH M TPOTPaMMHBIMHU
cpescTBaMH 06paGoOTKH [1eJI0BOH

HHpopMauu

Boicokuit
HJH
CpeAHMI

3a4YTeHO.

Bbicokuit YPOBEHb AJOCTHXXEHHUA KOMIIETEHLMH - KOMIIETeHLUA CqJOpMI/lpOBaHa YaCcTU4YHO, peKOMeH/JOBaHHbI€ OL€HKH: OTJINYHO, XOpOLIO, 3a4TEHO.
Cpe;u-mﬁ YPOBE€Hb AOCTHXXEHHUA KOMIETEHIUU - KOMIIeTeHHUA Cq)Ole/IpOBaHa YaCTUYHO, PEKOMEHAOBAaHHbIE€ OLIEHKH: XOPOIIO, YAOBJETBOPUTEJIbHO,

Huszkui YPOBeHb NOCTHXXEHHWA KOMIIETEHIIUHU - KOMIIETEeHI U He C(bOpMPlpOBaHa YaCTU4YHO, OLleHUBaeTCAd HeyJOBJIETBOPUTE/IbHO UJIU HE 3a4YTEHO.

5.2. TunoBbIie KOHTPOJIbHBIE 3aJldHU A UJIM HHbI€ MAaTepHUaAJIbl

5.2.1.01eHOYHbIE CPe/CTBA IIPU TEKYIEM KOHTpOJIe

Onpoc no KOHMPOJbLHLIM 80NPOCAM:

[Ipy NpoBeJleHUH TEKYILEro KOHTP
BOIPOCA, HA KOTOPbIE OHU JI0JKHBI JaTh {ﬂ;l i

(S
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Hanpumep:

1. KakoBbI OCHOBHBIE IPUHLUIIBI yHUUKALMHY U CTAaHAAPTHU3AL UM JJOKYMEHTOB?
2. Yrto Takoe goBepeHHOCTb? Kakue 3HaeTe pa3HOBUAHOCTH JOBEPEHHOCTH?

l'lepeqel-[b KOHTPOJIBHBIX BOIIPOCOB:

TEMA 1. XapaKTepUCTHKaA 4eJIONPOU3BOACTBA, U POJib JOKYMEHTOB B yIIpaBJI€HHUMU.
HcTopusi BOSHUKHOBEHHUS U Pa3BUTHA AeJI0ONPOU3BOACTBA
. [IpeameT, cogepkaHue U 3aJja4u [JleJIONPOU3BOJCTBA.
. UTo Takoe kj1accuduKanusa JOKYMEHTOB U UX Pa3HOBUAHOCTH?
. XapaKTepHble 4YepThl [eJI0NPOU3BOACTBaA B /lpeBHel Pycu.
Oco6enHocTy [IpUKa3HOro AeJ0NPOU3BOACTBA.
. XapakTtepucTuka KoJliexkcKkoro eionponsBo/CcTBa.
. XapakTepHble 4epTbl MUHUCTEPCKOTO [1eJIONIPOU3BOACTBA.

NGO U A WN R

. XapaKTepUCTHKA COBPEMEHHOTO JeJI0NPOU3BOJCTBA.

TEMA 2. CoBpeMeHHO€ AeJIONPOU3BOACTBO.
HopMaTuUBHO-MeToJAN4YecKas 6a3a JOKYMEeHTAalMOHHOI0 o6ecriedyeHus1 ylipaBjieHH .
. OcHOBHbIe 3Tallbl CTAaHOBJIEHUS JleJIONPOU3BO/CcTBa B Poccum.
. KakuMu HopMaTUBHBIMH JOKyMeHTaMHU perjaMmeHTupyetcs J0Y?
. KakoBo HazHayenue YCOP/l u eé oco6eHHOCTH?
KakoBbI OCHOBHbBIE TPUHIUIIBI YHUOUKALUHY U CTAHAAPTHU3AIUH JJOKYMEHTOB?
. Onpegennte ocHoBHyw nesab 'CAOY u ETCA.
. OcHoBHble 3agauu ET'C/J u I'CAOY.
. Uto npejcraBJisieT cO60U yHUPHULIMPOBaHHAs CUCTEMA JOKYMEeHTaLuu?
. HazoBuTe ob1iepoccuiickue kaaccuUKaTOPhI JOKYMeHTAlHH.
9. YTo Takoe yHHUPHKAL WA U CTAaHAAPTHU3aL U JOKYMEHTOB?
10. Yto Takoe JOKyMeHTO060pOT?
11. Kakue 6s1anku fokyMeHTOB ycTaHaBauBaeT ['OCT P 7.0.97-2016? Tpe6oBaHUs K UX COCTABJIEHHUIO.

ONOUTAWN R

12. Yto Takoe popmyssip-o6paser; JOKyMeHTa U ero OCHOBHbIE PEKBU3UTHI?

13. YTo Takoe peKBU3UT?

14. Yto Takoe 6/1aHK JJOKYMEHTA U ero OCHOBHblE PEKBU3UThI?

15. Yto moHUMaeTcs noA Gp1aroBbIM U LiIeHTPOBAaHHBIM PacIoJloXKeHHeM peKBU3UTOB?

16. Kakolt nopsAA0k NpoCcTaBJIeHNUs CTPaHUI, B MHOTOCTPAaHUYHOM JIOKyMeHTe, COT/IaCHO
['OCT P 7.0.97-20167

17. CKOJIBKO aZipecoB MO>XHO MaKCHUMaJIbHO TIOMECTUTh Ha 0JJHOM 1oKyMeHTe? OcO6eHHOCTb PeKBU3UTA
«AppecaT» B MHOCTPaHHBIX JJOKyMeHTaXx.

18. Oco6eHHOCTH peKBU3UTA «/laTa» B JOKYMEHTAaX.

19. Ha pokyMeHTaX, Kakoro ¢gopmara NpoCTaB/seTcsl PeKBU3HUT «3arojloBOK K TEKCTY», a Ha KaKUX
HeT?

20. XapakTepHble 4epThbl peKBU3UTOB «CorsacoBanue» U «Buzsar.

21. Ocob6eHHocTH pekBU3UTOB «Ilognucky, «IleyaThy», «Pe3onronus».

22. OxapaKTepHu30BaTh PeKBU3UT «ileHTHPHUKATOp 3/1eKTPOHHOH KONUH JOKyMEHTa».



1
2
3
4
5
6
7

TEMA 3. OpraHM3aliMOHHO-IPaBOBasA JOKyMeHTal sl
. Kakue cymecTByOT OCHOBHbIE 3aKOHBI JIOTUKU?
. JlaTb onpejesieHUs MOHATUAM «TpadapeT», «KaHKeTa», «Tabauna». Ux oTanvus.
. HazoBuTe BHABI OpraHHW3al{MOHHO-NIPABOBBIX JOKYMEHTOB.
. Uto Takoe [losoxxeHue U YctaB? Ux XxapakTepUCTUKa.
. [lonaTue JJoMPKHOCTHOW HHCTPYKLMHU U XapaKTepPHUCTHUKA ee OCHOBHBIX pa3/iesIoB.
. Kakne opraHusanuoHHble JOKyMeHTBI yTBEPXK/Jal0TCS PYKOBOAUTE/IeM OpraHu3anun?
. HazoBuTe OCHOBHBIE PEKBU3UTHI U NOPALOK COCTaBJEHUs NPOTOKOJIA. UTO Takoe BBINKCKA U3

nportokoJia?

8

N

1
1
1
1
1
1
1
1
1
1
2

. Oco6ennoctu JloroBopa u KoHTpakTa.

TEMA 4. PacnopsaauTteyibHass ¥ THGOPMaLMMOHHO-CIPABOYHasA JOKYMeHTanusa
. HazoBuTe BUABI pacnopsaauTe/bHON JOKyMeHTaL U H.

. OCOGEHHOCTH pacnopsAAUTENbHb: X OpraHax ynpaBJIeHHUS.
. YTo Takoe nMpuKa3 U KEM OH U3/
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. Kakue pekBU3UTHI U Tpe6GOBaHUS K 0QOPMJIEHUIO IPHUKaA3a 10 OCHOBHOM J1eATETbHOCTU?

. Kakue pekBHU3UTHI U TpeGoOBaHUs K 0PpOpPMIIEHHIO IPUKA3a 10 IMYHOMY COCTaBy?

. B Kakux ciyyasx 06s13aTeJIbHO U3JAI0TCS PACHOPSAJUTENbHbIE JOKYyMEHThI?

. YTo Takoe pacrnopsi>keHUe U OCHOBHble TPe6GOBAHHUS K €r0 TEKCTY?

. YTo Takoe yka3aHue, KAKOBbI €I0 OCHOBHbIe QYHKIUH, U KTO ero NoAnucbiBaeT?

. Oco6eHHOCTH NMOCTPOEHUS TEKCTA, KOHCTATHUPYIOIEH U pacnopsAAUTENbHON YacTel yKa3aHUsI.
0. Kakve TUIMYHBIE OIIMOKY UMEIOT PAcopsAAUTEbHbIE JJOKYMEHTbI?

1. Buabpl MHGOPMALMOHHO-CIIPABOYHOH JOKYMEHTAIUH.

2. OnpejiesieHUs] TEPMUHOB «aKT» U «CIIPABKa», U UX OTJIHYHUSL.

3. Oco6eHHOCTH 0POPMJIEHUS U COCTABJIE€HHUS aKTOB.

4. Ocob6eHHOCTH 0HOPMJIEHHUS U COCTABJIEHUs cripaBoK. Kakue rpynnel cipaBok Bel 3HaeTe?

5. YTo Takoe 0K/ iHAsA 3aNIMCKA, €€ XapaKTEPUCTHKA, 0CO6EHHOCTH 0QOpMJIeHHUs] U COCTABJIeHUs?
6. YTo Takoe 06'bACHUTE/NbHASA 3alIMCKA U ee OTJIMYHe OT JOK/IaJHOH 3anuCKu?

7. 4Yto Takoe noBepeHHOCTh? Kakue 3HaeTe pa3HOBUHOCTHU JJOBEPEeHHOCTH?

8. Oco6eHHOCTH cocTaBIeHUsI 0QUIHATBHON (C/IyKeOHON) U JINYHOH J0BEpPEHHOCTH.
9. 0co6eHHOCTH 0)OPMJIEHUS U COCTABJIEHHUS TeJerpaMMbl.

0. Oco6eHHOCTH 0$OPMJIEHUS U COCTaBJIEHUs TeJePOHOTPaMMBI.

TEMA 5. J/InyHble JOKYMEHTbI U JOKYMEeHTaluMs [0 JIMYHOMY cocTaBy. Ci1y>KeGHble NUCbMa

1.

NO b WIN

8.

Bu/ibl IMYHBIX JOKYMEHTOB.

. Buzpl 3aaBIeHHH 1 TpaBUJIa K UX 0GOPMJIEHUIO U COCTABJIEHUIO.

. Uto Takoe aBTOGHOrpadus, ee peKBU3UTHI U TPeOOBAHUS K 0QOPMJIEHHIO.

. [IpaBua opopMiIeHHs U COCTABJIEHUS PACIHCOK.

. Bubl JOKyMeHTOB 110 IUYHOMY COCTaBY.

. XapaKTepHuCTHKaA TPYyZ0BOTr0 KOHTPAKTA.

. OcobeHHOCTH B 0pOpMJIEHHH U COCTABJIEHUU IPUKA30B 10 IUYHOMY COCTABY.

Yro Takoe TpyZo0Basi KHMXKKa? B cOOTBETCTBHH, C KAKUM HOPMaTHUBHBIM JJOKYMEHTOM BHOCST B

TPyZOBYI0 KHHXKKY? Kakne usmeHenusa?

9
1
1
1
1
1
1

1
2

. CtpykTypa 1 opopMJieHHe TUIHOU KaPTOYKH.

0. PekBU3UTHI U TPEGOBAHUS K 0QOPMJIEHUIO XapaKTEPUCTUKHU.
1. JIuuHOeE A€es10 U COCTaB ero JOKyYMeHTOB.

2. 0COOGEHHOCTH U BU/IbI [1eJIOBOTO NMHUCbMa.

3. fI3BIK U CTUJIb [i€JI0BOM MepenrCKH.

4. Kakue BUZbl 06paleHuil Bbl 3HaeTe?

5. KakoB nopsiok y4éTa, aHai13a, XpaHeHHUs MUceM?

TEMA 6. OpraHu3anusi JOKyMeHT0060poTa. Bxogsaniue u ucxoasimue JOKyMeHTbI
. [IpueM u 06paboTKa BXOASAIUX JOKYMEHTOB.
. Ocob6eHHOCTH 06PABGOTKH UCXOAAIMX JOKYyMEHTOB.

3. XapakKkTepUCTHKa perucTpanyu JOKYMeHTOB.
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4. 3apa4M ¥ IpaBUJIa KOHTPOJIA UCIOJHEHUSA CIyXKeOHbIX JJOKYMEHTOB.

5. Buapl fOKyMeHTOB, NoJJjexale 06s3aTeJbHOMY KOHTPOJIIO 3a UX MUCIOJHEHHEM, U KTO
OCYyLeCTBJIsIET 3TOT KOHTPOJIb?

6. B kaKkHUX peKBU3UTaX JOKYMEHTA MOXeT ObITh YKa3aH CPOK MCIOJIHEHUA?

7. Korpa AOKyMeHT CYATAEeTCA UCIIOJHEeHHBbIM, U KTO UMeeT IPaBo CHATb JOKYMEHT C KOHTpoJA?

8. Bupl KOMMepUYecKuX MUCEM.

9. Kakue cBeileHHs NPeACTaB/ISAIOT KOMMEPYECKYIO TallHY U YTO TaKOe PeXUM KOMMepYeCKOW TahHbI?

10. Oco6eHHOCTH 0popMIeHUs peKBU3UTA «['pud orpaHuUYeHUsI JOCTYyNA K JJOKYMEHTY».

11. B yeMm 3aksI04yaeTcs 1jeJIb JJOKyMeHToo6opoTa?

12. Kakue CpOKM UCIIOJIHEHHUA JJOKYMEHTOB Bbl 3HaeTe?

TEMA 7. HomeHKJ1aTypa AeJl. ApXUBHOe XpaHeHue.
. UTo Takoe HOMeHKJ/aTypa JieJ1 U ee BU/bl?
. [IpyHIUIBI NIOCTPOEHHUS U COCTABJISIOLE HOMEHK/IATYPhI AeJl.
. [lo KakuM LecTH NpU3HAKaM IPyNIUPYIOTCA JOKYMEHThI?
. PexBU3UTBI 1 0POpMIIEHHE HOMEHKJIATYPHI JeJl.
. DopMupoBaHue ey ¥ UX 061 e TpaBUIa.
. CucreMaTusauus OTAe/NbHbIX KATErOPUH JOKYMEHTOB.
. Yyactue kaHIens1puy B GOPMUPOBAHUH el
. JKCnepTH3a, NPUHIUIBI U KPUTEPHUU LIEHHOCTH JOKyMEHTOB.

O NO U WN -

9. XpaHeHUeE JJOKYMEHTOB B CTPYKTYPHBIX [10/Ipa3Ae/IeHUSIX.
10. [loaroToBKa U nepejaya JOKYMEHTOB Ha apXHBHOE XpaHEHUE.
11. Oco6eHHOCTH Nepeayu JieJl B BeJOMCTBEHHBIA apXUB.

TEMA 8. UHpopManoHHbIE OCHOBbI JOKYMEHTALMOHHOI0 06Gecne4YeH sl ypaBJIeHUsI

MeTo/bl U TeXHUYECKHE CPE/ICTBA OPraHU3alMK paboThl C JOKYMEHTaMHU.
OcHoBHbIe TPe6GOBaHUsA K CUCTEME 3JIEKTPOHHOTO IOKYMEHT0060pOoTa.
KpurTepnu BbI6G0Opa cCTEM 3JIEKTPOHHOTO JJOKYMEHT-060poTa.
CpeAcTBa KONMPOBAHHUSA Y PAa3MHOXEHHUS JJOKYMEHTOB.
YnpaBsieHune nHopManHeld U JOKyMeHTaL el 3a pyGeKoM.
Opranusanus paboTsl ¢ JokyMeHTaMu Ha K.
CoBpeMeHHbIe CUCTEeMBI 3/71IeKTPOHHOT0 IOKyMeHT0060p0Ta, UCN0JIb3yeMble B PO,
JJIeKTpOHHAasA NOANHUCH, GOPMAT 3JIEKTPOHHBIX JJIOKYMEHTOB, OLjUPPOBKa,
. Oco6eHHOCTH XpaHeHUs 3/1eKTPOHHBIX JOKYMEHTOB

O ONUEWN R

Kpumepuu oyeHueaHusi:

- 85-100 6a/y10B - MpU MPABUJIBHOM M TOJIHOM OTBETE Ha /iBa BOMPOCa;

- 65-84 6ass10B — IpU NPaABUJIBHOM U MOJHOM OTBETE Ha OJWH M3 BOMPOCOB U NMPAaBUJIbHOM, HO He
MOJIHOM OTBETE Ha JIpyroi U3 BOMPOCOB;

- 25-64 6a//10B - NP NMPAaBUJILHOM U HENMOJHOM OTBETE TOJIbKO Ha OJIUH M3 BOMPOCOB;

- 0-24 6aJJI0B — IPU OTCYTCTBHUU NPABUJIbHBIX OTBETOB Ha BOMPOCHI.
KonunvectBo 6amnoB|0-24|25-64|65-84 |85-100
[lIkasia oneHUBaHUsI|HeY /| Y0BJI|XOPOLIO|OTJIUYHO

CocraBJjieHue AOKYMEHTOB:

CocTaBsieHHe OpraHU3alMOHHO-NIPAaBOBOM JJOKyMeHTaluuu: Ycras, [losoxeHue
[ToAroTOBKa pacnopsiAUTeIbHbIX JOKYMEHTOB: IPUKA3, paclopsiKeHUe, IPOTOKOJI
[ToaroroBka HHGOPMaLLMOHHO-CIIPABOYHBIX JIOKYMEHTOB: 3asiBJIEHHUS, JOKJIa/Has 3aMMCKa, aKT

Kpumepuu oyeHusaHus:
- 85-100 6an10B - opopmiieHue fJokymeHTa no 'OCTy
- 65-84 6aJJI0B - HEKOTOpPblE PEKBU3UTHI OTCYTCTBYIOT (He GoJiee 1/5) WM UX paclosiokeHue HeBEpPHO;
- 25-64 6ansoB — UMEKT MeCcTO 3aMevyaHus no opopmieHuto pekBU3UTOB (0.2-0.5 ommn6GokK) u
COJlep>KaHHUI0 TEKCTa;
- 0-24 6a/1/10B - JOKYMEHT COCTaBJIEH HEBEPHO.
KosnuectBo 6anoB|0-24|25-64 (65-84 [85-100

[lkana OLl€HNBAaHUA|(HEYAYAO0BJ| XOPOILIO|OTJIMIHO

[
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IMpuMepbl TECTOBBIX 32 AHMI:

1. YHupuupoBaHHas cMCTeMa AOKYMEHTALUHU — 3TO:

A. Cucrema JOKyMeHTAIMH, CO3JaHHas 110 eJMHbIM TpaBUaM U TPpebGOBaHUAM;

b. COBOKYITHOCTb pEKBU3HUTOB;

B. YHuduuupoBaHHbIN JOKYMEHT;

I'. lokyMeHT, cojiep>Kaliiil MepBUYHY0 HHPOPMALUIO.

2.TCAOY - 3ToO:

A. TocyapcTBeHHas CUCTeMa;

b. CrangapTHOe opopMJieHHE PEKBU3UTOB Ha GJIaHKe JJOKyMEHTOB;

B. COBOKYITHOCTb IPUHLMIIOB U IPABUJI, YCTAHABJIUBAKIIUX e/JUHbIe TPe6GOBaHUS K JOKYMEHTHPOBAHHUIO
yIpaBJeHYeCKOH AesaTeJbHOCTH U OpraHy3alyu paboThl ¢ JOKYMeHTaMHy;

. COBOKYNIHOCTb JOKyM€EHTOB, OTPaXKaloLUX GUHAHCOBYIO AesTeJbHOCTb OpraHU3aliu.

3. YCOP/J - 3To:

A. YHubuunumpoBaHHas cHUCTeMa [JOKyMEHTALWH, YCTaHaB/JuBawllasg TpeOGOBaHUA K COCTaBy,
CO/lep>KaHHI0, TOCTPOEHNUI0 U 0QOPMJIEHHI0O YHUQUIMPOBAHHBIX JOKYMEHTOB, HUCIOJIb3YEMBIX [JIS1 pelleHUs
OpraHM3alMOHHO-PacnopsAUTebHbIX 33/4a4 YIIpaBJIeHUs;

B. COBOKYITHOCTb JJOKYMEHTOB, OTPa)KaIOLIMX OTYETHYIO AesTe/JbHOCTD;

B. COBOKYNHOCTb JJOKYMEHTOB, OTPa)KaloLIUX 6yXraJTepCcKyo AesTeJbHOCTb;

I'. CorsiacoBaHue € TEKCTOM 3aMHTEPEeCOBAHHBIX JIUIL.

4. OP/Jl - aTo:

A. COBOKYITHOCTb PEKBU3HUTOB;

B. YHudunuposanHas ¢popma;

B. COBOKYyNHOCTb B3aMMOYBSI3aHHbIX JI0KYMEHTOB, yHKIHOHUPYOLHUX B chepe yrnpaBeHus;

. YauduuupoBaHHBIA JOKYMEHT.

5. EI'CJ - sto:

A. COBOKYIIHOCTb JJOKYMEHTOB, IpUMeHsIEMBIX B OoNpeJieIEHHOM chepe AesaTe/IbHOCTY;

B. CoBOKyNHOCTb PEKBU3UTOB, yCTaHOBJIEHHBIX B COOTBETCTBUHU C GOPMYJISIDOM JOKYMEHTA;

B. KoMmIlJIekC OCHOBHBIX MOJIOXKEHUH, ONpefle/IALIMX U perjaMeHTUPYOUIMX OpraHU3aLHIo
JOKYMEHTalMOHHBIX IPOLeCCOB Ha NMPeJNpHUATHH;

I'. JleATeIbHOCTE alnapaTa yInpaBJeHHs], OXBAaThIBaIOIasi BOMPOCHI JOKYMEHTUPOBAHUS U OpraHu3aIuu
paboThl ¢ JOKYMEHTAMHU.

6. PexBu3uT - 3TO:

A. CucteMa JOKyMeHTal1y;

B. PaGouee nmoJie;

B. Ciy»xe6GHoOe 1noJie;

I'. O6s3aTeIbHBIN IPU3HAK Ha JOKYMEHTE, YCTAaHOBJIEHHBIA 3aKOHOM.

7. JOKyMEeHT - 3TO:

A. CTaHzapTHOe paclnoJioKeHHe MaTepuasa;

b. TekcT;

B. MaTepuanbHbIl 06beKT ¢ MHOpMaLHel, 3aPpUKCUPOBAaHHOMN CO3/JaHHBIM 4eJIOBEKOM CIIOCOGO0M, A1
eé nepesiayy BO BpeMeHU U NPOCTPAHCTBE;

. COBOKYITHOCTb PeKBU3UTOB 0PHUIUATBHOr0 NHChMa.

8. Perucrpanus - 3TO:

A. 3anuce y4eTHBIX JAaHHBIX O JIOKYMeHTe 10 yCTaHOBJIEeHHOH ¢opMe, Pukcupyroneil GpakT co3faHus
JIOKYMEHTa, ero OTIpaBKH WJIH NOJYYeHHUs;

b. Y4eT f1OKyMeHTOB B OpraHu3aluy;

B. ®yHk1MA yyeTa JOKYMEHTOB;

I'. HaHeceHHe pe3MHOBBIM LITeMIIe/leM 3HaKa B BUJie 6yKBbI «K».

9. IloHATHE «JOKYMEHTallMOHHOEe o6GecriedyeHue ypaBJieHUus» BKJIIOYaeT B ce6s:

A. Tlponecc ycTaHOB/IeHHA U IPUMeHEeHHUs NPaBUJ C LieJbl0 yOpsf04eHusl AesTeJbHOCTH B
JleJIONIPOU3BO/CTBE;

B. COBOKYITHOCTb JOKYMEHTOB, IPUMEHsEMBIX B OIlpe/ie/IEHHON cdepe eATebHOCTH;

B. COBOKYINHOCTb PEKBHU3UTOB, yCTAaHOBJIEHHBIX B COOTBETCTBUHU € QOPMYJISIpOM JOKYMEHTA;

I'. leATeIbHOCTDb anmnapaTa ynpaBJjeHus], OXBaTbIBaIOLLY0 BONPOCH! JJOKYMEHTUPOBAHUS U OpraHU3aLuU

paboThI C JOKYMEHTAMHU.
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10. PexkBU3UT «BU3bl COrJIaCOBaAaHUA»:

A. cayuT A 0pOpPMJIEHHUS BHEUIHEro COTJIACOBAaHUA C KOHKPETHBIM JOJKHOCTHBIM JIMLIOM HJIU
KOJIJIETHAJIbHBIM OPraHOM

B. ncnosib3yeTcs AJ1 BHYTPEHHEr0 COTJIacOBaHMS NPOEKTOB JOKYMEHTOB U NPH 03HAKOMJIEHUH C
KaKHUM-JIM60 JOKYMEHTOM KaK MMCbMEHHOE NMOJATBepKjeHue GpaKkTa 03HaKOMJIEHUS

B. npujaeT comepkaHri0 0pULIMAIBHOTO JOKYMEHTA HOPMAaTHBHBIN UJIM IPAaBOBOM XapaKTep

Kpumepuu oyeHugaHusi:

«OTJINYHO», eCJIU CTYZleHT cpaBuics Gosiee ¢ 84 % 3amaHui;

«Xopo110», ecv CTyAEeHT crnpaBuics oT 70% 3ajaHui;

«YIOBJIETBOPUTEJILHOY», €CJIU CTYAEHT clipaBuJics 6osiee ueM ¢ 50% 3amaHuii;

«Hey0B1€TBOPUTENBHOY», €CIU CTYAEHT ClipaBuiicsad MeHee yeM ¢ 50% 3azaHus.

[lTka/1a OLleHUBAHUS:

[0 50%] [51% 70%] [71% 85%] [86% 100%)]

2 3 4 5

IlepedyeHb TeM pedpepaToB:

1 stam:

1. [le1onpoX3BO/CTBO B JpEBHEPYCCKOM [1€JI0NIPOM3BO/CTBE.
. [IpukasHoe gesnonpounsBonctBo XV-XVII BB.

. CucTeMa KOJIJIEXKCKOTO /1e/I0NPOU3BOCTBA.

. CucTeMa MUHUCTEPCKOTO J1eJIONPOHU3BOACTBA.

. UcTopus ynpaBiieHue U esionpousBoacTBa B 1945-1990 rr.
. Bo3HMKHOBEHHE NMCbMEHHOCTH B UCTOPHH NOSIBJIEHUS JOKYMEHTA.

O N D WN

. [IpeamerT, copgepkaHne U 3a/la4u [eJIONPOU3BOJCTBA.

9. Knaccupukanus JOKyMEHTOB B IIPOIIJIOM U HACTOSIIEM.

10. CoBpeMeHHOE J1eJIONPOU3BOJCTRBO.

11. CpaBHUTeEJ/IbHAS XapaKTEPUCTUKA OTEYECTBEHHOI'O U 3apy6eKHOT0 JeJI0POU3BO/CTBA.

12. A6GpeBHATYPHI KJIACCUUYECKOTO U COBPEMEHHOTO J1eJI0NTPOU3BOCTBA.

2 sTam:

13. MaTepuasbHble HOCUTeNU UHPOpPMaAL LU

14. JlIoKkyMeHT KakK CpeJCTBO COL{MaJIbHON KOMMYHHUKALUU

15. HasHavyeHuMe, CBOHCTBA, NPU3HAKU U QYHKLUH YIIPABJIEHYECKOTO JOKyMEHTA

16. Posib yHUOUKALMY U CTAaHAAPTHU3ALMH B COBEPIIEHCTBOBAHMH COCTaBa U GOPM JJOKYMEHTHPOBAHHON
nHopManuu

17. Oco6eHHOCTH HCIO0JIb30BaHUSI MHPOPMALMOHHO-CIPAaBOYHON JIOKYMeHTALUU

18. Posib fes10BOM NepenycKy B leITeJIbHOCTH OpraHax rocy/JapCTBeHHOI0 yIpaBjeHUsl U OpraHax
MeCTHOTO caMOyIpaBJeHHUsl.

19. Posib 0TYeTHOU JOKYMeHTAlL UM B yIpaBJeHUU OpraHusalnyel, npegnpusTHeM, yupexxjeHueM.

20. Posib kafpoBO# JIOKyMeHTalL M1 B yIIpaBJIeHUH IepCOHAJIOM OpraHu3aluu

21. Oco6eHHOCTH [AOKYMEHTHPOBAHUS AEeSTEJbHOCTH KOJIJIErHaJbHBIX OPraHOB.

22. Oco6eHHOCTH JOKYMEHTHPOBAHHUS MMCbMEHHBIX U YCTHBIX 06palleHUi rpaXkaaH

23. Oco6eHHOCTH AOKYMEHTUPOBaHUsl AesATeJbHOCTH 3aKOHOJATe/JbHbIX OPTaHOB.

24. 3akoHojaTe/JbHAasA 1 HOPMAaTHBHO-MeTOAMYecKas perjaMeHTalus JOKYMeHTUPOBaHUA pa3/IM4YHbIX
BHU/IOB yIIpaBJeHYeCKOH JeaTe/lbHOCTH.

25. Oco6eHHOCTH JOKyMeHTHPOBAaHUS [JOTOBOPHBIX OTHOLIEHHM.

26. 0co6eHHOCTH AOKYMEHTUPOBaHHUs AesATeJbHOCTH HCIOJHUTEJbHBIX OPTraHOB.

27. 0co6eHHOCTH COCTaBJIEHUS U 0POPMJIEHHSA YIIPaBJIeHYECKOro JJOKYMeHTa.

28. fI3bIK ¥ CTUJIb [eJIOBON NepenucKH.

29. KonpuaunuanbHble JOKyMeHTHI. [lucbMa 1 o6palieHusl.

30. Posb [IK B opraHusanuu JJOKyMeHTOO60pOTa AJs1 obecredyeHUs JeATeJbHOCTH T'OCYJapCTBEHHOTO
yIpaBJeHUs U MECTHOTO caMOyINpaBJeHusl.

KpuTepuu olleHUBaHUA:

-85-100 6ana.n08, ecny CTY[JEHT BBINOJHUJI TPaMOTHO pa6oTy ¥ 0OpMUJ €e B COOTBETCTBUU C
TpeOGOBaHUSIMH, @ TaKXKe, eC/IM CoZiepKaHHe paboThl MOJHOCTBbIK PACKPBITO U COOTBETCTBYET TeMe PaGOThI;
JIOCTYITHO U MOJIHOCThIO PACKPbIJI TEMY U a1 KPaTKYI0 HHGOPMAIHIO CTYAEHTaM 0/, 3al1Ch;

-65-84, ecnu cojepkaHue pabOThl MOJHOCTBI PACKPBITO U COOTBETCTBYEeT TeMe paGoThl, HO paboTa
odopMmJ/ieHa He MO MpeabsABASIEMbIM TPEGOBAHHUSAM; He MOJHOCTbIO pacKpbLl TeMy pedepaTa M Aajl KPaTKYIo

WHGOpPMaLHIO CTYleHTaM;
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-25-64, ecnu CTyAeHT BBINOJHWJ TPaMOTHO paboTy, HO He O0QOpPMUI €e B COOTBETCTBUHU C
TpeGOBAaHHUSAMH, a TaKXKe, €CJU COoJep>KaHue pabGoThl PACKPBITO He MOJHOCTbIO, HO COOTBETCTBYET TeMe
paboThl; OTCYTCTBOBaJIa KaYeCTBEHHAsI KpaTKasi HHPopManus CTyAeHTaM 0/ 3alH1Ch;

-0-24, ecny CTYAEHT NMOJIHOCTbIO He CIIPaBUJICS C BbINIOJIHEHUEM 3aJjaHUS.
KosimyecTBo 6asoB|0-24|25-64|65-84 |85-100

lkana OLl€eHWBAaHUA|(HEYAYAO0BJ| XOPOLIO|OTJIMIHO

5.2.2 OueHOYHbIE CPeJCTBA IPHU NPOMEXKYTOYHOMN aTTecTanuu

DopmMoili npomesrcymoyHoli ammecmayuu sIBJIsEeTCS 3K3aMeH, B NPOLEcce KOTOPOro ONpeJeisieTcs
c$OpMHUpPOBAHHOCTb 0603HAYEHHOH B paboyell NporpaMMe KOMIETEHIIUH.

WHcTpyMeHTOM n3MepeHHs cpopMUPOBAHHOCTH KoMneTeHU U OIIK-5 saBnsawTCA:

- 3a4TeHHbIe OTYEThI 00YYAIOIIUXCS 10 NPAKTUYECKUM paboTaMm;

- OTBETHhI 00Y4YaIOLIMXCSl HA BONPOCHI BO BpeMs OIIpoca.

[Ipy npoBeJleHUH NTPOMEXKYTOYHOTIO0 KOHTPOJISI 0GY4YaKOLMICs OTBEYaeT Ha 2 BONPOCA BbIOPAHHBIX
cJlydaliHbIM 06pa3oM KU /UM MeTOJI0M TECTUPOBAHUS B 3JIEKTPOHHOU popMe.

Bonpocsl AJ11 IOATOTOBKM K 9K3aMeHY:
1. Oco6eHHOCcTH M oT/iM4yuA [IpukasHoro, Kosnexckoro, MUHHMCTEPCKOTO U COBPEMEHHOIO
JleJIONIPOM3BO/CTBA.

3. Bujbl ¥ pa3HOBUJHOCTH JOKYMEHTOB.

4. Tpe6oBaHUA K TEKCTY JOKYMeHTa. Micnosib30BaHHe CHHOHMMOB U UX OIUMOKHU B JJOKYMEHTaX.

5. llpeameT, cofepkaHue W 3aAayd JUCHUIIMHBI «OCHOBBI [JIeJIONPOU3BOJACTBA» JJis GaKaJaBpOB
roCcyZJapCTBEHHOI0 W MYHHUIMNAJbHOIO yHpaBjeHHUs. UYTo Takoe KjaacCHPUKALUA [AOKYMEHTOB M HX
pa3sHOBUHOCTU?

6. OCHOBHBI€ 3Talbl CTAHOBJIEHUA JeJ10NpoUu3BoAcTBa B Poccun. KakMMU HOpMaTUBHBIMHU JJOKYMEHTaMH1
persameHnTupyetcsa J0Y?

7. HaznayeHue u ocobeHHocTH YCOPJ]? OcHOBHble MNPUHLMIBI YHUPUKALUU U CTaHAAPTHU3ALUU
JlOKYMEHTOB.

8. Uto mnpeacrtaBasieT co60M yHUPUIUpPOBAaHHAas CHUCcTeMa JAoKyMeHTauuu? O6uiepoccuiickue
KJIaCCHPUKATOPHI JOKyMeHTalUU. YHUUKALUSA U CTaHJAPTU3aL U JOKYyMEHTOB.

9. lenuy, 3agauu u otanuua EI'CJ u I'CHAOY.

10. lokymeHTOoO60pOT. B1aHk foKyMeHTOB. Kakue 6/1aHKU JoKyMeHTOB ycTaHaBauBaeT [OCT P 7.0.97-
20167 Tpe6oBaHUSA K UX COCTABJIEHUIO.

11. IToHaTHe «peKBU3UT». PopMyisip-o6pasel JOKYMeHTa U ero 0CO6eHHOCTH.

12. [lonaTne «pekBU3UT». PyaroBoe U LEeHTPOBAaHHOE pACMOJIOKEHHEM peKBU3UTOB. [lopsagok
NPOCTaBJI€HUA CTPaHMI, B MHOTOCTPAaHM4YHOM JoKyMeHTe, corsacHo ['OCT P 7.0.97-2016. Ckonbko aZjpecoB
MO>XHO MaKCHUMaJIbHO IOMeCTHUTb Ha 0JHOM JoKyMeHTe? Oco6eHHOCTb peKBU3UTa «AJpecaT» B MHOCTPAHHbBIX
JOKyMeHTax.

13. [loHsATHe «peKkBU3UT». OcobeHHOCTH peKBU3UTOB: «JaTa», «MHJeKc JoKyMeHTa», «3aroJloBoK K
TeKcTy», «['pud yTBepxkaeHUus», «I'pud corsacoBanus» u «Busar.

14. TlouaTue «pekBU3UT». OcobeHHOCTH pekBU3uTOB: «lloanuck», «lleyaTb», «Pe3oaOLUA».
OxapaKTepHu30BaTh PEKBU3UT «IeHTHPHUKATOP 3JIEKTPOHHON KONUH JOKYMEHTa».

15. [lonsiTue «pekBU3UT». OCOGEHHOCTH PEKBU3UTOB: «OTMETKAa 0 HAJIMYUU MPUI0KeHUNH», «OTMeTKa
0 3aBepeHUU Konuu», «PaMuIua HUCHOJHUTENsT U HoMep ero TesjedoHa», «OTMeTka 006 HCIOJTHEHUH
JIOKyMeHTa U HallpaBJIEHUH ero B Jeso», «OTMeTKa 0 NOCTYI/IeHun», «OTMeTKa 0 KOHTpOJIe».

16. Tpe6oBaHUSA K U3TOTOBJEHUIO, yUeTy, UCII0JIb30BAHHUIO U XpaHEHUIO 6JIaHKOB C BOCIPOU3BeJeHUeM
rep6a Poccuiickoit ®enepanny, rep6oB cy6bekToB Poccuiickoit Penepannu

17. Ocob6eHHOCTH U BU/BI Jl€J10BOr0 nucbMa. [lopsAok yyéTa, aHaIM3a, XpaHeHUs MMUCEM.

18. A3bIK U CTUJIb 1eJI0BOU NepenycKU. BUABI U XapaKTepHCTHKA 06paleHUH.

19. Bugel komMepdeckux nuceM. CBeZleHHs, NpeACTaBJAKIIME KOMMep4YecKyl TaWHy. Pexum
KOMMepyeckol TalHbl. Oco6eHHOCTH 0dopMeHHUs pekBU3UTa «[pud orpaHMYeHUs JOCTyNA K JJOKYMEHTY».

20. Bugb! pacnopsaguTebHON JoKyMeHTauuu. [Iprka3 u keM OH u3jaeTcs. PEKBU3UTHI U TPeOGOBAaHUA K
0dOpMJIEHUIO NPHKA3a 10 OCHOBHOH J1eSITEJIbHOCTH U 110 JIMYHOMY COCTaBY.

21. Buael pacnopsauTesbHOH JoKyMeHTanuu. Oco6eHHOCTH pacnopsiiUTeNbHbIX JOKYMEHTOB B
PasJIMYHBIX OpraHax ynpaBJjeHHUs. B Kakux ciydasax o6A3aTe/bHO U3AI0TCS paclopsAAUTeNbHble JOKyMEHThI?
Tunu4Hble OIMNOKHU PACTIOPAAUTENbHBIX JOKYMEHTOB.

22. Pacriopsi’keHHe ¥ OCHOBHble TPeOGOBaHHs K €ro TeKCTy. YKa3aHHe, ero OCHOBHble QYHKIIMU U KTO
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ero noanuceiBaeT. OCOGEHHOCTH IOCTPOEHHUA TEeKCTA KOHCTAaTUpPYOLied U pacnopsaAUTeNbHOH 4YacTei
yKa3aHHUA.

23. Buabl nvHPoOpMaMOHHO-CIPAaBOYHOHN JOKyMeHTanuu. OnpesiesieHUs] TEPMHUHOB «aKT» U «CIpaBKa» U
HX OTJIMYHS.

24. Buapl nHPOpMALMOHHO-CIIPAaBOYHON JoKyMeHTanUuu. Oco6eHHOCTH 0pOpMJIEHHS U COCTaBJIEHUS
aKTOB U CIpaBOK. [pynnbl cripaBoK.

25. Bugbl MHPOPMaLMOHHO-CIPABOYHONW JOKYMeHTaluu. Jlok/aaJHasi 3alHCKa, ee XapaKTepUCTHKa,
ocobeHHOCTH 0popMJIeHHs U cocTaBieHUsA. OGbACHUTENbHAS 3aMMCKA U ee OTJIUYUSA OT JAOKJIaJHOH 3alHUCKH.

26. Buabpl MHOOPMALMOHHO-COPABOYHOH JIOKyMeHTalMH. JlOBEpeHHOCTb M ee pPa3HOBUJHOCTH.
0Oco6eHHOCTH cocTaBJieHUsI 0pHULIHabHOM (CIYy>KEOHOM) U JIMYHOU JOBEPEHHOCTH.

27. Buapl nHGOPMAIMOHHO-CIPABOYHOU JOKyMeHTalUuHu. OCO6eHHOCTH 0QOpPMJIEHUS U COCTaBJIEHUSA
TeJjlerpaMMbl U Tesle(OHOTPaMMBI.

28. Bujbl opraHM3allMOHHO-NIPaBOBbIX JJOKYMeHTOB. [lo/102keHHe U YcTaB U UX XapaKTepUCTHKa.

29. Buzapl oOpraHM3alMOHHO-MPABOBBIX JOKyMeHTOB. HWHcTpykuusa. Jlo/oKHOCTHass HMHCTPYKLHA H
XapaKTepUCTHKa ee OCHOBHBIX pa3/esoB.

30. Bujpl opraHusallMOHHO-NIPaBOBBIX JOKyMeHTOB. Kakue opraHusanuMoHHblE JOKYMEHTHI
YTBEPXKAAIOTCS PYKOBOAWUTeseM opraHusanuu. OCHOBHble PeKBU3HUThI M IMOPSJOK COCTaBJeHHUs NPOTOKOJA.
Beinucka U3 npoTokoJia.

31. Buzbl opraHM3alMOHHO-IPAaBOBBIX JOKyMeHTOB. Oco6eHHOCTH JloroBopa u KoHTpakTa.

32. Buabl TUYHBIX JOKyMeHTOB. Bu/ibl 3asiBJIeHUH U paBUJIa K UX 0POPMJIEHHIO U COCTABJIEHHUIO.

33. Bugpl IMYHBIX JOKyMeHTOB. ABTo6Horpadus, ee peKBU3UTbHl U TpeGOBaHUA K 0QOpMJIEHHIO.

34. Bu/ibl JOKYMEHTOB 110 JIMYHOMY COCTaBY. XapaKTepHUCTHKA TPYL0BOro KOHTpakTa. OCO6eHHOCTH B
0dOpMJIEHUH U COCTABJIEHUH MPUKA30B 10 JUYHOMY COCTABY.

35. Bupbl JOKyMeHTOB 0 JIMYHOMY cocTaBy. TpyzoBast KHMKKa. HopMaTHBHBIN JJOKYMEHT,
perJiaMeHTHUPYIOLUNA U3MEHEHHUS B TPYA0BOH KHIKKe. CTpyKTypa U opopMieHHE JIUYHON KapTOUKH.

36. Bupabl JOKyMEHTOB IO JIUYHOMY COCTaBY. PEKBU3UTHI U TpeOGOBaHUSA K 0QOPMJIEHUIO
XapaKTepUCTHUKHU. J/INYHOe [ieJIo U COCTaB ero JOKyMeHTOB.

37. XapaKTepUCTHKA perucTpalnyu JOKyMeHTOB. [IpyeM 1 06paboTka BXOAALUX JOKYMEHTOB.

38. XapaKTepHCTHKA PErMcTPaLMH J0KyMeHTOB. OCOGEHHOCTH 06pabOTKHU UCXOAALIUX JOKYMEHTOB.

39. 3azauu U nMpaBUJIa KOHTPOJIS UCIOJHEHUS CIAYXKeOGHBIX JJOKYMEHTOB. BUibl JOKYMEHTOB,
noJjiexkalliye 06s13aTeIbHOMY KOHTPOJIIO UX HcnoiHeHUs. KTo ocyliecTB/IsieT 3TOT KOHTPOJIb?

40. B kakHUX peKBU3HTax JJOKYMEHTa MOXeT OBbITh YKa3aH CPOK HCIOJIHEHUs? KTo nMeeT mpaBo CHATb
JOKYMEHT C KOHTpoJisl. CDOKH MCIOJIHEHUS] JOKYMEHTOB.

41. HoMmeHKJ/1aTypa fies1 U ee BU/bL. [IpUHIMIIBI TOCTPOEHUS U COCTABJISIIOLME HOMEeHKJIaTypPhI JeJl.

42. HomeHkusatypa geJ. [[pM3Haky rpynnupoBKU JOKYMEHTOB. PEKBU3UTBHI U 0dpopMiIeHHEe
HOMEHKJIAaTyphl JeJl.

43. dopMupoBaHUe Jies U UX 00IIMe MpaBUJIa.

44. CucteMaTHU3alUs OTAEJbHBIX KATETOPUH JOKYMEHTOB.

45. YyacTHe KaHLeJAprUU B QOPMUPOBAHUHU JieJl.

46. JxcnepTU3a, IPUHIUNBI U KDUTEPUHU ONpefie/IeHUs LLeHHOCTH JJOKYMEeHTOB.

47. XpaHeHHe JOKYMEHTOB B CTPYKTYPHBIX NoApa3/eeHusx. [logroToBka u nepejaya JOKyMeHTOB Ha
apxXMBHOe XpaHeHHe.

48. Cpoku XpaHeHHUs JOKyMeHTOB. OCO6eHHOCTH Nepeavyy Jiesl B BeJOMCTBEHHBIH apXHUB.

49. lokymentupoBaHue Ha [IK. Opranusanus pa6oTsl ¢ fokymMeHTamMu Ha [1K.

50. OcHOBHbIe MeTO/Ibl COBEPIIEHCTBOBAHHUSA JOKYMEHT0060poTa. JJOKyMeHTHI, TO3BOJISIOIIHE
OCYLIeCTBUTh aHAJIU3 U COBEPLIEHCTBOBaHHE JJOKYMEHTO060pPOTA.

51. OcHOBHBbIe TpeGOBaHMs K CUCTeMe 3JIEKTPOHHOTO JOKYMEHT0060pOTa.

52. CpeAcTBa KONUPOBAHUS U PAa3MHOXEHUS JOKYMEHTOB.

53. YnpaBsieHue nHdopManel U JOKyMeHTalMel 3a pyGexKoMm.

54. CoBpeMeHHbIe CUCTEMBI 3JIEKTPOHHOT'O I0KYMEHTO060pOTa, UCNI0JIb3yeMble B PD,

55. dsekTpOoHHAsA MOANHMCH, popMaT 3/IEKTPOHHBIX JJOKYMEHTOB, OiMPpPOBKa,

56. 0co6eHHOCTH XpaHeHHs 3JIeKTPOHHBIX JOKyMEHTOB

KpuTepuu onleHMBaHUsI IPU OTBETE HAa BONPOCHI:

- 85-100 6asy10B - MpU NPAaBUJIbHOM U MOJHOM OTBETE Ha JBa BONPOCa;

- 65-84 6anyoB - NpY NPaBUJIBHOM M MOJIHOM OTBeTe Ha OJWH U3 BONPOCOB M NMPABUJIbHOM, HO He
MOJIHOM OTBeTe Ha [Jpyroi U3 BONPOCOB;

- 50-64 6a/1/10B - IpY NPABUJIbHOM U HENOJHOM OTBETE TOJIbKO HA OJUH U3 BONPOCOB;

- 0-49 6a/J10B — NMPU OTCYTCTBUH NPABUJBHBIX OTBETOB Ha BOIPOCHI.
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KosinuectBo 6a/10B(0-49 |50-64 |65-84 |85-100
[lIkasa oLleHUBaHUSI[HEY 1| YAO0BJ [XOPOLIO|OTIUYHO

He 3auTteHo|3auyTeHO

[Ipy npoBeJileHUH TEKYLLEr0 KOHTPOJIS 00y4aroluMCcsl HE06X0AUMO OTBETUTb Ha TECTUPOBAHUS IO
K01 TeMe. TecTUpOBaHHE MOXKET ObITh OPraHU30BAHO C KCNOJIb30BaHUEeM pecypcoB IUOC KysI'TY.
IIpumepsl mecmoa8sIXx 80npocos:
1 [IpaBoBoO¥ cTaTyc pabOTHHKA OpPraHU3alUH PerJaMeHTHUPYeTCH:
a) M0JIO’KeHUEM O CTPYKTYPHOM IOJipa3/ieIeHUH
0) NpHKa30M [0 OCHOBHOM JAesITeJIbHOCTH
B) IOJDKHOCTHOHM MHCTPYKLHeN
') IPUKa30M I10 JIUYHOMY COCTaBy
2. K opraHusanMOHHbIM JOKYMEHTaM OTHOCATCH:
a) [IprKasbl 10 OCHOBHOM [J1eSITEJIbHOCTH, YCTAaB, IITATHOE PACIUCaHUE, JOKHOCTHbIE HHCTPYKLIUHU
6) YcTaB, CTPYKTypa M IITAaTHAsA YUCJIEHHOCTD, IITATHOE PAaClMCaHue, IPaBUJa BHyTPEHHEr 0 pacnopsAKa,
JlOJDKHOCTHBIE UHCTPYKLIMHU
B) YcTaB, IPUKa3bl 10 IMYHOMY COCTABY, IPHUKa3bl 10 OCHOBHOU J1eAATEJIbHOCTH, aKThl, IPOTOKOJIbI
r) AKTBI, IPOTOKOJIBI, YCTaB, yYpeJUTeJbHbIN J0r0BOP, IPUKa3bl 110 IMYHOMY COCTABY, OyXraJTepCKHe OTYEThI
3. /laTo¥ BCTyILJIEHUS IPUKa3a B CUJY ABJIAETCS:
a) JlaTa ero opopmsieHUsI CEKpeTapeM
6) /[laTa ero noAnMcaHus pyKoBOAUTENEM
B) /JlaTa JOKyMeHTa, HA OCHOBaHUH KOTOPOTO 0pOpMJIsieTCs IPUKa3

4. bsiaHKHY IPOTOKOJIA COZepkaT CAeAylie PeKBU3UTHI:
a) HaMMeHOBaHWe OpraHU3al My, HAUMEeHOBaHHUE BU/IA IOKYMEHTA, ]aTa 3ace/laHusl, HOMep IPOTOKO0JIa, MECTO
3ace/laHus], 3aroJIOBOK K TEKCTY, TEKCT, MOJNHUCH
6) HaMMeHOBaHUe OpraHM3ally, HAMMeHOBaHHE BU/iA JJOKYMEHTa, HOMEp NPOTOKOJI1a, MECTO 3acejaHusi, rpud
YTBEPXKJEHUS 3aroJIOBOK K TEKCTY, TEKCT, MOJIHUCH
B) HaMMeHOBaHUe BUJA JJOKYMEHTA, JaTa 3ace/laHusl, MeCTO 3aceJjlaHusi, TpUd YTBEPXKJEHUS, -1 3ar0JIOBOK K
TEKCTY, TEKCT, IIOJNUCH
r) HAUMEHOBaHHe OpTraHH3allMy, HaHMeHOBaHKe BU/A JJOKYyMEHTa, AaTa 3aceJlaHusi, HOMep MPOTOKOJIa, MECTO
3ace/laHusl, TEKCT, MOAIUCU
5. B TekcTe NpOTOKOJIa KPaTKO# PpOpMbI yKa3bIBAIOTCS:
a) uHMIMaAbl U GaMHUJIMU IIpeJicesiaTeis], CEKpeTapsl U MPUCYTCTBYIOIINX, @ TaKXKe WHULUAJIbI, GaMUIUU U
JIOJDKHOCTH JIWL, MPUIJIAlleHHbIX Ha COBelLlaHHe
6) CIIMCOK MPUCYTCTBYIOIIHX, PACCMAaTPHUBaeMble BOIIPOCHI U IPUHSATbIE PELIeHUs
B) CNIHCOK NPHUCYTCTBYOIMX, MOPSAIKOBBIF HOMep BOIPOCA MO MOBECTKE /J{HS, 3ar0JIOBOK K J0KJIaAy, GaMuaInu
JIOKJIaZ]YMKOB U BBICTYNAIOIIKUX B [TOPSIKE UX BbICTYIJIEHUS
r) HOMep MPOTOKO0JIa, MECTO COCTABJIEHHS, 3ar0JIOBOK K TEKCTY, TEKCT (MOBECTKAa JHS, CAyLIaJIH,
MOCTAHOBUJIN ), MOJNUCH
KpuTepuu onleHUBaHUA NPU TECTUPOBAHUMU:

- 85- 100 6ayioB - mpu oTBeTe Ha <84% BompocoB

- 64 — 84 6a/10B — IpU OTBeTe Ha >64 u <85% BoNpoCoOB

- 50 - 64 6ansoB - pu oTBeTe HAa >49 1 <65% BonpocoB

- 0 - 49 6ann10B - npu oTBeTe Ha <45% BonpocoB
KosngectBo 6annoB|0-49 (50-6465-84 |85-100

[lIkasia olleHUBaHUsI|Hey /| y/10BJI|XOPOLIO|OTIUYHO

5.2.3. MeToauyecKkue MaTepHaJsbl, OmpeJeJ/isioOlide nNpoueAypbl OIEeHMBAaHUA 3HAHMI,
YMEeHUM, HABBIKOB U (WJM) ONbITA JAeATe/JIbHOCTH, XapaKTepu3ywuue 3Tanbl (poOpMHPOBAHHUSA
KOMIIeTEeHIIU I

1. Tekyluii KOHTPOJIb YCIIEBAEMOCTH 00YYAIOIHUXCSl, OCYILECTBIISIETCS B C/IeAYIOIEM MOPsiZiKe: B KOHILIe
3aBeplIeHHs] 0CBOEHHS COOTBETCTBYIOIEH TeMbl 00y4alOIHecs, 10 PacopsHKEeHHI0 eJaroruyecKoro
paboTHHUKA, YOUPAIOT BCe JINUHbIE BELH, 3JIEKTPOHHbIE CPEJCTBA CBS3U U Ne4aTHble UCTOYHUKHU
HHbOpMaLHH.

JlIss MOATrOTOBKM OTBETOB Ha BOIPOChl O6YYarOIIMEecs HCIOJb3YIOT YHUCTbIA JIMCT GyMard Jiro6oro
asMepa M pyuky. Ha siucre Gymaru obGydarouiuecss yKasbIBalOT CBOM (aMuyMI0, HMs, OT4ecTBO (npu
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Ha/IM4YMU), HOMep y4eOHOH I'PyNIbl U ATy NPOBeAeHUs TEKYIero KOHTPOJIsS yCIeBaeMOCTH.

Hay4Ho-neparornyeckuii paboTHHK YCTHO 3aZaeT JBa BOINPOCA, KOTOpPble OOYYAIOLUHCA MOMXKET
3anucaTh Ha MNOATrOTOBJIEHHBIN [JIJIs1 OTBETA JIMCT OyMaru.

B TeyeHMe yCTaHOBJIEHHOI'0 HAyYHO-II€Jaroru4eckuM paboOTHUKOM BpeMeHHU 00yJaroliecss IMCbMEHHO
dopMysUpYIOT OTBeTbl Ha 3aZlaHHble Bompockl. [lo HCTedeHUM YKa3aHHOTO BpPEeMEHHU JIMCThl OyMaruh c
MOATrOTOBJEHHBIMH OTBETAMHM OOy4awlidecs IepefalT HAay4YHO-NeJarornieckoMy pabOTHUKY JJIs
MOCJ/IeyIOLero olleHUBaHHUsA pe3y/IbTaTOB TEKYIero KOHTPOJIS YCIeBaeMOCTH.

[Ipy mnoAroToBKe OTBETOB HA BOINPOCHl O0O6YYAWOIMMCH 3alpeljaeTcs HCIOJIb30BaHHE JIHOOBIX
3JIEKTPOHHBIX M NeYaTHbIX HMCTOYHHUKOB HHPopMauuHu. B ciydyae oOGHapyKeHMsl Hay4dHO-NeJarornyeckuM
pa6oTHUKOM ¢GaKTa HCIOJIb30BaHUA OOY4YamIIMMCHA NpPU MOJTOTOBKE OTBETOB Ha BOINPOChl YKa3aHHbIE
HCTOYHUKHU MHPOPMALIUHU — OLlEHKA Pe3yJIbTATOB TEKYILEro KOHTPOJIsA cooTBeTCTBYeT 0 6a/1J10B M Ha3HAYAETCs
JlaTa MOBTOPHOI'O NPOX0XKJEHHUS TEKYILero KOHTPOJISI yCIeBaeMOCTH.

TekyLUHA KOHTPOJIb yCIIEBAEMOCTH 00Y4YAIOIIMXCA 10 pe3yIbTaTaM BbIIOJHEHHUS JIaG0paTOPHbIX U (HUJIH)
NpaKTUYeCKUX paboT ocyuecTBiaseTcss B ¢opMe OTYeTa, KOTOPbIH NpeAoCTaBJsAETCS Hay4dHO-
NejaroruyeckoMy paboOTHUKY Ha 6yMakHOM U (WMJIM) 3JIeKTPOHHOM HocuTese. HaydHo-mejarorudeckuiu
paGOTHUK, IOC/IEe NMPOBEJEHUS OLEHOYHBIX NPOLEAYyp, UMEET IPaBO BEPHYTb OOydYaloLleMyCs OTYET JJist
nocJjeAyoued KOppeKTUPOBKYU C YKa3aHUEM IepevyHst HecoOTBeTCTBUM. O6Gyyaruuiica 0653aH YyCTPaHUTD Bce
yKa3aHHble HECOOTBETCTBUS UM HANpPaBUTh OTYET HAY4YHO-NEAArorudyeckoMy paGOTHHKY B CpOK, He
MpeBBIIAKIIUN TPeX yYeOHbIX JHEH, CJIey0IIUX 3a JHEM IPOBE/IEHUs] TEKYILero KOHTPOJISI YCIIeBaeMOCTH.

Pe3y/sbTaThl TEKYILEro KOHTPOJISL JOBOJSTCS A0 CBeJeHHUs OOy4YarlUXCs B TeueHHe TpeX Yy4eOGHbIX
JIHEeH, c1elyI0IMX 3a JHeM NPOBeJileHUs TeKYILero KOHTPOJIs yCleBaeMOCTH.

O6yyarouyecs, KOTOpble He IMPOULIM TEKYIIMH KOHTPOJIb yCIIEBAEMOCTH B YCTAHOBJIEHHbIE CPOKH,
006513aHbBl NPOWTH €ro B CPOK /[0 Hayaja MpoIefypbl NPOMEXYTOYHOHW aTTecTalyHu MO0 JUCHHUIJIMHE B
COOTBETCTBHUH C PAaCHMCAHUEM IIPOMEXYTOUHOH aTTECTALUH.

Pe3ysibTaThbl POXO0XKAEHUS NPOLeyp TEeKYLero KOHTPOJIA yCIeBaeMOCTH 00y4YaloLMXCs yYUThIBAIOTCS
MPY OLIEHUBAHUHU PEe3yJIbTATOB MIPOMEXYTOYHOH aTTeCTAllUHU OOy JaIOIINXCS.

1. [IpoMexyTO4YHas aTTecTal s 00y4aroLIMXCs MPOBOAUTCSA I0C/Ie 3aBeplIeHUs 00y4eHH s 110 AUCLUIIINHE B
ceMecTpe B COOTBETCTBUHU C KaJleHJJapHbIM Y4e6HbIM rpadUKOM M paciucaHUueM IPOMEeXXyTOYHOU
aTTecTalUHu.

JUisT  yCHENmHOro TMpPOXOX/AEeHHUsI NpoleaAypbl MPOMEXYTOYHON aTTecTalUud M0 JUCIHUIJIHHE
oGyyaroliyecs JJOJKHbI:

1. mOJy4YUTh NOJIOKUTEJbHBIE PE3YJIbTATHI 10 BCEM NPE/yCMOTPEHHBIM paboyei nporpaMMoil popmam
TEeKYLero KOHTPOJIsS yCeBaeMOCTH;
2. HOJIYYUTH TOJIOKUTE/bHbIE Pe3yJIbTaThl aTTECTALMOHHOIO HCIBITaHUA.

J1s yCrneImHoro NnpoxXoXAeHHUs aTTeCTAllMOHHOI'O0 HCIbITAaHWS O6ydYaloIIMHCA B TedeHHe BpEMEHH,
YCTAaHOBJIEHHOT'O Hay4YHO-IeJarornieckuM paGoTHHKOM, OCYLIeCTBJIsIET HOArOTOBKY OTBETOB Ha JBa BOIIPOCaA,
BBIOpPAHHBIX B CJy4alHOM MOps/Ke.

Jl151 TOrOTOBKH OTBETOB MCIOJIb3YeTCsI YUCTBIM JIMCT GyMary U pydka.

Ha nucre 6ymaru obydvarmwinuecss ykasblBalOT CBOM GaMMJ/IMIO, UMs, OTYECTBO (IIPU HaAJHW4YMH), HOMep
y4eO6HOH I'pynIbl U JAaTy NPOBeAEHUs aTTeCTAlMOHHOTO UCIBITaHHUS.

IIpy mnoOAroTOBKEe OTBETOB Ha BOMNPOCHI OOYyYamIIUMCH 3anpeljaeTcsl HCNOoJb30BaHUEe JIHObIX
3JIEKTPOHHBIX U MeYaTHBIX UCTOYHUKOB HHPOpPMaLUH.

[Io cTeyeHNH YKa3aHHOI'O BPEMEHH, JINCTHI C IOJrOTOBJEHHBIMH OTBETAM Ha BONPOCHI 06y4Yaroliecs
nepe/jlaloT Hay4YHO-NeJaroruyeckoMy paGOTHUKY [JJs NOCJAeAyIOLero OLieHUBaHUS pe3yJabTaTOB
MPOMEeXXyTOYHOH aTTecTalUHu.

B ciydyae obHapy:xeHUsl Hay4YHO-NeJarorniecKMM paboTHUKOM (aKTa HCMO0JIb30BaHUA 00y4arolMMCcs
Npy MOJrOTOBKE OTBETOB Ha BONPOCHI yKa3aHHble HCTOYHUKM HHPOpMalMU - OLeHKAa pe3yJbTaTOB
MPOMEXYTOYHOH aTTecTanuu cooTBeTcTByeT 0 6a//IOB M Ha3HA4vaeTcs JaTa MOBTOPHOrO NPOXOXKJEHHUS
aTTeCTalMOHHOI'0 UCIbITAHUS.

Pe3ysibTaTbl MPOMEXYyTOYHOU aTTecTalMu oby4ariuxcs pasMelnaotcsa B dUOC KysI'TY.

Tekymui KOHTPOJb YyCIEeBAaeMOCTH M NPOMEXYTO4YHas aTTecTalUs O0O6ydaloLUXCd MOTyT ObITb
opraHu3oBaHbl ¢ ucnojab3oBaHueM JUOC KysI'TY, mopsimok u GopMbl NpOBeAEeHHUs] TEKYLIero KOHTPOJIS
yCIeBaeMOCTH U IPOMEXYTOYHOH aTTecTalM1 06y4YarIMUXCA IPHU 3TOM He MeHSAeTCH.

6 YuyeOGHO-MeToAuYecKoe obGecrnedyeHue
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3. I'paeBa, U. B. JlenonpousBoactso / U. B. I'BaeBa, C. B. Co6aneBckuil. - MuHck : TeTpanur, 2014. -
224 c. - ISBN 9789857067961. - URL: http://biblioclub.ru/index.php?page=book red&id=78519 (gata
o6pamenus: 06.09.2020). - TeKCT : 3/IeKTPOHHBIH.

4. TlonoBuy, E. JlokymeHTanuoHHoe o6ecnedyeHdWe ymnpasyieHusi mnepcoHasiom / E. IlomoBuu ;
OpeHOYPrcKUi rocyjlapCcTBeHHbIH yHUBepcHUTEeT. — OpeHOypr : OpeHOYyPrcKUN rocyiapCTBEeHHbINH YHUBEPCUTET,
2014. - 112 c. - URL: http://biblioclub.ru/index.php?page=book red&id=259328 (gaTta ob6palieHus:
05.06.2022). - TeKCT : 3JIeKTPOHHBIHN.

5. CnuBak, B. A. /lokyMeHTHUpOBaHHe YIpaBJeHYECKOH AeATeJbHOCTH. [lesoNpor3BOACTBO : yyeGHOe
noco6bue / B. A. CnuBak. - CaHkrt-Ilerep6ypr : Ilutep, 2007. - 240 c. - (Kparkuii kypc). - TekcT :
Henocpe/CTBEHHBIH.

6. Kopnees, U. K. OcHOBBI [1e/1I0NPOM3BOACTBA : YYEOHUK JJSI CTYJEHTOB BY30B, OOYYalOLIUXCS IO

HalnpaBJ/leHUI0 MOAroToBKU "[ocyfapcTBeHHOe M MyHHIMNaiabHoe ynpasieHue" / U. K. Kopnee, A. B.
[Mmenko. - MockBa : Akazemusa, 2016. - 240 c. - (Boicuiee o6pasoBaHue : bakanaBpuar). - Tekcr :
Hernocpe/ICTBEHHBIN.

6.4 MeToau4ecKasa suTepaTtypa

1. OcHOBBI [e/ONPOM3BOACTBA : MeTOJHWYeCKHe MaTepHhalbl K NPAKTHYECKHUM 3aHATHUAM H
CaMOCTOSITEJIbHOU paboTe [Jis oOydalwluuxcad HampaieHUs noaArotoBku 38.03.04 "TocymapcTBeHHOe U
MyHHULMNAJbHOE yhopaBiaeHue", Bcex ¢opM o006ydeHuss / Kysbacckuil rocysapcTBeHHBIH TeXHUYECKUU
yHuBepcuTeT MMeHH T. ®. T'opbaueBa ; Kadesapa rocysapcTBeHHOro M MYHMIMIIQJIBHOIO YIpaBJIEHUS,
coctaButenb O. A. Hukudoposa. - Kemeposo : KysI'TY, 2021. - 41 c. - URL:
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http://library.kuzstu.ru/meto.php?n=91711&type=utchposob%3Acommon
http://biblioclub.ru/index.php?page=book_red&id=684757
http://biblioclub.ru/index.php?page=book_red&id=458925
http://biblioclub.ru/index.php?page=book_red&id=684221
http://biblioclub.ru/index.php?page=book_red&id=564013
http://biblioclub.ru/index.php?page=book_red&id=78519
http://biblioclub.ru/index.php?page=book_red&id=259328

http://library.kuzstu.ru/meto.php?n=10336 (smaTa o6pamenus: 07.06.2022). - TeKCT : 3JIEKTPOHHBIH.

6.5 IIpodeccuonasibHbie 6a3bl JAHHBIX U HHGOPMaLMOHHbIE CIPABOYHbIE CUCTEMBI

1. JsieKTpoHHAasi GUOIMOTEeYHAs CUCTEMA «YHUBEPCUTETCKasi 6MbIM0oTeKa oHaalH» http://biblioclub.ru/

2. dneKTpoHHas 6ubMoTeYHas cucteMa «JlaHb» http://e.lanbook.com

3. . dN1eKTpOHHAaHA 6ubauo
TekKa KysI'TY
https://elib.kuzstu.ru/index.php?option=com content&view=article&id=230&Itemid=229

4. 3JyeKTpoHHas 6M6JMOTEeYHas cucTeMa HOBOCHOHMPCKOro rocyJapCTBEHHOTO TEXHUYECKOTO
yHuBepcuTeTa https://clck.ru/UoXpv

5. CnpaBouHasi npaBoBasi cucteMma «KoHcysnbrantIlitoc» http://www.consultant.ru/

6.6 Ilepyoguyeckue U3JaHUA

1. Academy of Management Journal : >xypHaJ/1 Ha aHIJI. 513. (IeYaTHBIN)
2. BeCTHHUK rocyjJapCTBEHHOTO U MyHHUIIMNIAJbHOTO YIIPaBJeHHs : KYyJbTYPHO-NPOCBETUTENbCKUH U
o6pasoBaTe IbHbIHN XKypHaJ (3/71eKTpoHHBbIN) https://elibrary.ru/contents.asp?titleid=33708

3. TocypnapcTBeHHast BJACTb U MECTHOE CaMOYIpaBJIeHHE: )KypHaJl (eyaTHbIN)
4. TocypapcTBeHHas cay»x6a : HAQy4HO-NOJIUTHYECKUH Ky pHaJl (evyaTHbIH)
5. JlenonpousBoCTBO : HHGOPMALMOHHO-NIPAKTUYECKUH )KypHaJI (meyaTHbIN)

7 llepeyeHb pecypcoB MHPOPMALUOHHO-TEJIEKOMMYHUKAILMOHHON ceTu «HHTepHeT»

9UOC KysI'TY:

a) JnexkTpoHHas 6ubanoTeka KyaI'TY. - TekcT: asekTpoHHbIH // HayyHo-TexHHUYecKas 6UbIM0TEeKa
Ky36acckoro rocysapcTBeHHOI0 TeXHU4YecKoro yHuBepcuteTa uM. T. @. 'opbaue-Ba : caliT. - Kemeposo, 2001
- .- URL: https://elib.kuzstu.ru/. - TekcT: 3/1eKTPOHHBIH.

b) HMopTtan.Ky3['TY : ABTomaTusupoBanHast UHopmannonnas Cucrema (AUC) : [caitT] / Ky36acckuii
rocy/lapCTBeHHbIH TexHU4YeCcKul yHuBepcuteT UM. T. @. 'op6ayeBa. - Kemeposo : Ky3I'TY, [6. r.]. - URL:

https://portal.kuzstu.ru/. - Pexxum goctyna: Assi aBTOpU3. M0JIb30BaTe-Nel. - TeKCT: 371eKTPOHHBIN.

c) dsekTpoHHOe o6y4eHue : [caliT] / Kysbacckuil rocyapcTBeHHbId TeXHUYeCKUM yHUBepcuTeT UM. T.
®. T'opbayeBa. - KemepoBo : KyaI'TY, [6. r.]. - URL: https://el.kuzsturu/. - Pexxum poctyma: Jjisi aBTOpH3.
nosab3oBaTesneil KysI'TY. - TekcT: 3/1eKTpOHHBIH.

8 MeToauuyeckue yKa3aHUs JJisd OOYyYaOUIUXCS IO OCBOEHUK AMCHMILUIMHBI "OCHOBBI
JeJjionpou3BojcTBa"

CaMocTosATe/bHAsE paboTa 00y4aKIerocsi sBJAseTCs YacTbl0 ero y4eOHOU JesiTebHOCTH, 00'bEMBbI
CaMOCTOSITe/ILHOM paboThl N0 AUCLUILJINHE YCTaHABJUBAIOTCSA B y4e6GHOM IJIaHe.

CamocTosiTesbHas paboTa MO JUCLUIIJIMHE OPTaHU3YeTCs CleAyI0MM 06pa3oM:

1. /lo Haya/Ia OCBOEHUS AUCLHUILIMHBI 06y4YarOIeMycsl HEO6X0JUMO 03HAKOMHUTBCS C CO-Jlep>KaHueM
pabouel MporpaMMbl AUCHUIIMHEI B CIeyIOLeM NOPsAKE:

1.1 copepxaHue 3HAHUH, YMEHUH, HAaBbIKOB U (MJIM) OMNbITa NPOdECCHOHATBHON JlesTeb-HOCTH,
KOTOpble 6yAyT cPOPMUPOBaHbI B NIPOLieCCe OCBOEHHUS;

1.2 copepxaHue KOHCIIEKTOB JIEKIIUH, pa3MellleHHbIX B 3JIeKTPOHHON nHpopManmoHHo# cpese KysI'TY
B NOpPsI/IKe OCBOEHUS AUCLHUIIJIIMHBI, YKa3aHHOM B pabo4yel nporpaMMe AUCLHUILIAHBIL;

1.3 copep:kaHre OCHOBHOM U JJONOJIHUTENbHOM JIUTEPaTyphl.

2. B nepuos 0CBOEHHUS AUCHUIJIMHBI O0YYAKIIUNCA OCYIIEeCTBJsIET CAMOCTOSITEJbHYIO pa-60Ty B
ciefyoleM Nnopsike:

2.1 BbINOJIHEHHE NPAKTHYECKUX paboT U (MJM) OTYETOB B MOPs/IKe, YCTAHOBJIEHHOM B paboyei
nporpamMMe AUCHUILIAHBIL;

2.2 moAroToBKa K ompocaM M (MJI1) TECTUPOBAHHUIO B COOTBETCTBUH C NMOPAAKOM, yCTa-HOBJIEHHOM B
paboyeii mporpaMMe JAUCLUIJINHEIL;

2.3 MoAroToBKa K MNPOMEXYTOYHOHN aTTecTallid B COOTBETCTBUU C MOPSJKOM, yCTAaHOB-JIEHHOM B
pabodyeil mporpaMMe JMCLHUIJIMHBL

B ciyyae saTpyAHeHWH, BO3HUKLIMX IMPHU BBIIOJHEHHHU CaMOCTOSTEJBHOH paboThl, 0OydarolieMycs
Heo6X0AMMO O06paTUTbCA 3a KOHCyJbTallMed K MejarorudyeckoMy pa6oTHUKy. Ilepuoasl npoBejeHUs
KOHCYJIbTAllM{ yCTaHABJUBAIOTCS B paCIMCaHUU KOHCYJIbTaLUH.
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9 IlepeyeHb MHPOPMALMOHHBIX TEXHOJIOTMi, HMCHOJIb3YEMbIX MHPHU OCYUECTBJEHUHU
oGpa3oBaTe/JIbHOTO NMpouecca no AucuumnyanHe "OCHOBBbI JeJIONPOU3BOACTBA", BK/IIOYasa NepeyeHb
NpoOrpaMMHOro o6ecrnedyeHusi U THPOPMaIUOHHBIX CIPaBOYHBIX CHCTEM

J1s u3yyeHUsA AMCLUILIMHBI MOXET UCI0J1b30BaThCA CleAyloliee NPOrpaMMHOe obecredeHHe:
. Mozilla Firefox

. Google Chrome

. 7-zip

. Microsoft Windows

. ESET NOD32 Smart Security Business Edition

. Kaspersky Endpoint Security

. bpaysep CnyTHuk

NO U1lbd» WN -

10 OnuvcaHue MaTepHa/ILHO-TEXHHUYECKO# 6a3bl, HEOGXOAUMOM JJIsl OCyLLeCTBIEHUS
o6pa3oBaTe/ILHOIO NMpoLecca no AUuCHUIInHe "OCHOBBI eJIONPOU3BOo/ACTBA"

[l peasv3aliii NPOTpaMMbl y4eOHOU M CLIMIIMHBI TPEelyCMOTPEHBI ClieliMabHble TOMENeHUS:

1. lloMeweHUsT /11 CAMOCTOSITEILHOW PaboThbl 06y4YarOLUXCS JO/DKHBI OCHAIleHHble KOMIbIOTEPHOU
TEXHUKOU C BO3MOXXHOCTBIO MNOJAKJIYEHUsI K ceTh &amp;amp;amp;quot;MHTepHeT&amp;amp;amp;quot; u
obGecreyeHHEM JIOCTYIA K 3J1eKTPOHHOU MHGOPMAIMOHHO-06pa3oBaTe/ibHOU cpefe OpraHu3anuu.

2. Y4yeGHble ayJUTOPHUU AJisI IPOBeJleHUs 3aHATUHN JIEKIJMOHHOTO THUIA, 3aHSTUM CEMHUHApPCKOro THUIA,
KypCOBOT'O NPOEKTHPOBAaHUs (BbINOJHEHUSI KYPCOBBIX paboT), TPYNIIOBbIX U UHUBUAYAJNbHBIX KOHCYJIbTAlUH,
TEKYLLEero KOHTPOJISL U MPOMEKYTOUYHON aTTECTALUHU.

11 UHble cBegeHuA U (UJIM) MaTepUaJbl

1. O6pa3oBaTe IbHBIN MPOIECC OCYIIECTBIISIETCA C UCIMOJIb30BAaHUEM KaK TPAJAUIMOHHBIX TaK U
COBpPEMEHHbIX NHTEPAKTUBHbBIX TEXHOJJIOTHH.

B paMkax ayIUTOPHBIX 3aHSITHUU IPUMEHSIOTCS CAeyI0lie NHTEPAKTHBHbIE METO/bI:

O pa360p KOHKPETHBIX IPUMEPOB;

m} MyJIbTI/IMe,LLI/II;'IHaH npeseHTanusd.

2. IlpoBeseHre IPYNNOBBIX U WUHAUBUAYAJIbHBIX KOHCYJbTALUH OCYLIECTBJISIETC B COOTBETCTBHUHU C
pacnucaHveM KOHCYJIbTallMH N0 TeMaM, 3asiBJIEHHBIM B paboyeil mporpaMMe JUCHUIJIMHBI, B TEPUOJ,
OCBOEHHs JUCLUIIJIMHBI U NTepej IPOMeXXYTOUHOH aTTecTaldell ¢ y4eTOM pe3yIbTaTOB TEKYILero KOHTPOJIS.
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