MMHUCTEPCTBO HAVKHM U BBICIIIET'O OEPA30BAHM S POCCUMCKOM
®EJIEPALIMU
q)e,uepaanoe TroCyaAapCTBEHHOC aBTOHOMHOC O6pa3OBaTCJILHOC YUpPCKACHUC
BBICITICTO OOpa30BaHUs
«laabHeBoCTOUYHBIN (penepaabHblid yHHBepcuTeT» (IBDY)
IIKOJIA 9KOHOMUWKHA U MEHE/UKMEHTA

«COI'JTACOBAHO» «YTBEPXIAIO»
3aBenyromuii kadheapo Tocy1apCTBEHHOTO 1
Pyxosonutens OIL MYHHLHIIAIBHOTO YIIPaBICHUS
XamugynuH B.C. _Bomnonapcxkas E.I1.
(o ammch) (®HO) (moammce) (®10.)
« » 201 . « » 201_r.

PABOYAS ITPOI'PAMMA JUCIIUIIJINHBI
JloKyMeHTaIMOHHOE 00eCTIeueHUE TOCYJAPCTBEHHOTO M MYHHUITUTIAIIEHOTO YIIPABIICHUS
HanpasJienue noaroroBku 38.03.02 MeHex:KMeHT
IIpoduib: rocyrapcTBeHHOe  MYHHIMNAJIbHOE YIIPaBJIeHHEe

(I)opMa MNOoATrOTOBKH O4YHAasA

Kypc 3 ceMecTp S

nexiuu 36 gac.

NpaKkTUIecKue 3ausTus 36 yac.

naboparopusie padotsr 00 gac.

B TOM uucie ¢ ucnonbs3oBanueM MAO nek. 0 /op. 0 /na6. 0 yac.
BCETO YacOB ayIMTOPHOM HArpy3Ku 72 vac.

B TOM 4ucie ¢ ucrons3oBanueM MAO 00 gac.
camocrosTenbHas padora 108 gac.

B TOM YHCJIE Ha TTOJITOTOBKY K SK3aMeHy 36 Jac.
KOHTPOJIbHBIE pa0OTHI (KOJUYECTBO) HE MPETYCMOTPEHBI
KypcoBasi paboTa / KypCcOBOH MPOEKT HE MPEyCMOTPEHbI
9K3aMeH 6 cemecTp

Pabouas mporpamMMa COCTaBJIeHa B COOTBETCTBHU C TPeOOBaHMSAMH (helepalIbHOTO TOCYIApPCTBEHHOTO
00pa30BaTEIbHOIO CTAaHAApTa BBICHIETO O0pa30BaHMsSA, YTBEP)KICHHOTO IPHKAa30M pekTopa oT «18»
¢espans 2016 r. Ne 12-13-235 «O0 yTBepkaeHUN 00pa30BaTeNbHBIX CTAHAAPTOB BBICIIEr0 00pa3oBaHus,
CaMOCTOSITENbHO ycTaHaBiuBaeMbix JIBDY ¢ 2016-2017 yueOnoro roma.

Pabouas nporpamma obcysk/ieHa Ha 3acelaHuM KadeIpbl TOCYAaPCTBEHHOT0 U MyHUIIUTIAIEHOTO
yrpaieHus TpoTokoa Ne ot «» ceHtsops 2018 r.

3aBenyronias kadeapoi rocy1apcCTBEHHOTO M MyHHIIMITAILHOTO yripaBieHus Bomonapckas E.I1.
CocraBurens (Jn): KaHI.UCT.HayK, nomneHT Kosaenko C.B.

BaaguBocTok
2018



ObopoTHasi cTOPOHA TUTYJBHOTO Jucta PITY /]

I. PaGouas mporpaMmma nepecMoTpeHa Ha 3acelaHUH Kadeaphl:

IIpoTokomn oT « » 20 1. Ne

3aBenyrouuii kadenpoi

(moamucse) (1.0. dammnus)

Il. Padouasi mporpaMma nepecMoTpeHa Ha 3aceJaHHH Kadeapsbl:

IIpoTokomn oT « » 20 1. Ne

3aBenyrontwii kKadeapoi

(moamucp) (1.0. ®amumus)

I11. PaGouyas mporpaMma nepecMoTpeHa Ha 3aceJaHnu Kadeapbl:

IIpoTokomn oT « » 20 1. Ne

3aBenyrontuii kKadeapoi

(moamuce) (1.0. ®amumms)

V. PaGoyass nporpaMMa nepecMoTpeHa Ha 3aceJaHUM Kaeapsbl:

[IpoTokoi oT « » 20 1. Ne

3aBenyrontmii kKadeapoi

(oamch) (1.0. ®amumus)



AHHOTaNMs K padoyeil mporpaMmme TUCUMIIIMHBI
«JlokyMeHTalMOHHOE 00ecneuyeHne roCyIapCTBEHHOT0 1 MYHUIIUTIAJIBLHOT0

ylpaBJIeHUS»

YuebHbiii kypc «JloOKyMEHTallMOHHOE O00ecTeYeHue TOCyAapCTBEHHOrO U
MYHUIIUNIATBHOTO YIIPABICHUS» MPEeIHAa3HAUYCH 1JIs1 OaKkalaBpoB, O0OYyYAIOIIMXCS 110
HanpasneHuto noaroroBku 38.03.02 Menemxment, npoduins «['ocynapcTBeHHOE U
MYHULIUNIAIBHOE YIIPABICHUEY.

HucrumnHa «JloKyMEeHTallMOHHOE OO0ecreYeHrue TOCYJapCTBEHHOTO W
MYHULIMNAIBHOTO YIPABJICHUS» BKJIIOYEHA B COCTaB BAapUATMBHOW 4YacTH OJIOKa
«JIMCITUTUTUHBI (MOJTYITH»).

OO11ast TPy 10EMKOCTh JUCHUIUIMHBI COCTABIISET S 3a4eTHBIX euHull, 180 yacos.
Y4eOHbIM IIAHOM  TPEIyCMOTPEHBI  JIeKIHOHHBIe 3aHATHsA (36  dacom),
npaktudeckue 3ausaTus (36 vaca, B Tom uncie MAO 18 vacoB), caMmocTosITeIbHAS
paborta cryaentoB (108 wacoB, B TOM 4ucCiIe KOHTPOJb 36 4acoB). JlucuurumHa
peanuzyetcst Ha 3 Kypce B 6 cemecTtpe. @opMa KOHTPOJIA MO TUCHHUIIIIUHE: IK3aMEH.

HucruminHa  «JloKyMEeHTallMOHHOE OO0ecreYeHrue TroCYJapCTBEHHOTO W
MYHULIMNIAIBHOTO yIPaBJIEHUS» OCHOBBIBACTCS HA 3HAHUSIX, YMEHUSX U HaBBIKAX,
MOJYYEHHBIX B pe3yJbTare W3y4eHUus JIUCHHUIUIMH «OCHOBBI POEKTHOMU
NeATeIbHOCTHY, «PUTOpUKA U aKaJIeMUYECKOE MUCHMOY» U MO3BOJISIET MOATOTOBUTH
CTYJIEHTOB K OCBOCHHMIO PsZd TAKUX TUCLMUIUIMH, KaKk «OpraHuzanys MpeaoCTaBICHUs
rOCYIapCTBEHHBIX (MYHUIMIIAIBHBIX) YyCIyr», «l['OoCynapcTBEHHOE aHTUKPHU3HUCHOE
YIIPaBJIEHUE», «PErmoHaIbHOE TUTAHUPOBAHUE U PA3BUTHE.

ConepxaHvue AUCUUIUIMHBI COCTOUT U3 3 pa3lelioB U  OXBaThIBAET
CHEAYIOLINN KPYT BOIPOCOB!

1. TeopeTtnueckrue OCHOBBI AECIOMPOU3BOJCTBA: MPEAMET, LEIU U 3aJayu
nenonpou3BoACcTBa.  OCHOBHBIE  MOHSTHS, TEPMUHBI U ONpPEICICHUs
nenonpousBojcTBa. [lousatust «unopManus» u «1okyMeHT». CBsi3b uHbOpMaIUU

N OOKYMCHTA. Poinnb I/IH(l)OpMaLII/II/I B COIMAJIBHBIX M O9KOHOMHYCCKHUX IIpOIECCax.



Nudopmanus Kak OCHOBa TMPHUHSTHS YIPABICHYECKOTO pEIIEHUS B cdepe
rOCyIapCTBEHHOTO U MyHUIIMIIAIIBHOTO yrpaBieHus. Knaccudukanum 10KyMEeHTOB.
OyHKIIUU MOCTOSIHHO JENCTBYIOLIUE u byHKIIUN orepaTuBHbIC.
[TonmupyHKIIMOHANEHOCTh ~ JOKYMEHTa B cdepe  TOCyAapCTBEHHOTO U
MYHUIIUTIATBHOTO YIIPABICHUS.

2. CoBpeMeHHOE TOCYyJIapCTBEHHOE peryjJHpoBaHHe B  00JiacTu
JEJ0NPOU3BOCTBA! KiIaccuukanys  3aKOHOJATENbHBIX,  HOPMAaTUBHBIX,
METOJMYECKMX MaTepHualioB, KacaroUuIMXcs BOMPOCOB JTOKYMEHTHUPOBAHHS U
opraHu3andd paboTel € JOKyMeHTamH. IIpaBoBbie npoOIEMBI JTOKYMEHTa B
YCIOBUSIX Pa3BUTHS aBTOMATHU3UPOBAHHBIX HMH(MOPMALMOHHBIX CHUCTEM H
0e370KyMeHTHOr0 oOMmeHa uHpopmammelr B cdepe TOoCyAapCTBEHHOTO U
myHuunaisHoro ynpasienus. OCT P 6.30-2003 «YCI. YCOP/. TpeboBanus
0(OopMIIEHUIO TOKYMEHTOB» U U3BMEHEHUS K HeMY. PEKBU3UTHI, periiaMeHTUpYyEMbIe
rocyaapctBeHHbiM ctanpaptom. ['OCT P 7.0.8-2013.Cucrema craHgapToB MO
uH(popmanuu, OUOIMOTEYHOMY UM HW3JATEIBCKOMY JEly. JEIONPOU3BOJCTBO M
apxuBHOe jes0. Tepmubbl U onpenenerus. [OCT P UCO 15489-1 - 2007 Cuctema
CTaHAApTOB MO HWHPOpMALMH, OUOIMOTEYHOMY U HW3JaTEIbCKOMY JEIy.
VYnopasnenue pokymeHtamu. OOmue TpedoBanus». CTpyKTypa CTaHIapTOB.
BO3MOXHOCTP NPAKTUYECKOTO MCIOJB30BaHUS B COBPEMEHHBIX YCIOBUSX.
OdopmieHnue ympaBiIeHYECKOM ITOKyMEHTaluu B cdepe TOoCyAapCTBEHHOTO U
MYHULIMIATBHOTO YHIPABJICHUS: CTUJIUCTUKA JIOKYMEHTOB, PEJAKTHPOBAaHUE H
paBKa CIYKEOHBIX JOKYMEHTOB, XapaKTEpPUCTUKU JIOKYMEHTOB, TpeOOBaHUS,
cnenuduka.

3. Opranmzanuss pabOTbl € JOKYMEHTaMH B TOCYAAapCTBEHHOM H
MYHUIIMNIATBHOM YTIPABJIECHUHN: DTallbl U MOPSAOK JBUKEHUS TOKyMeHTOB. [IpaBuia
Opranum3zalii  paboTbl C BHYTPEHHUMH JOKyMEHTaMU. Y4eT oObeMma
JOKyMeHTOoOOOopoTa. Perucrpamnusi JOKyMEHTOB - COCTaBHas 4acTh TEXHOJIOTHH
opraHu3aiuyd paboThl ¢ JOoKyMeHTamu. [IoHsATHE «HOMEHKIATypa Aei», «JIeJoM.

[Tpu3naku 3aBenenus jen. HopMaTHBHO-METOAUUECKUE U TEOPETUUYECKUE OCHOBBI



MPOBEJCHUS SKCIEPTU3bl LIEHHOCTH JOKYMeHTOB. [IpoOnema mpaBoBOro pexxuma
JIOKYMEHTA, CO3/IaHHOTO B 3JIEKTPOHHOM (hopme.

Henabo u3yueHus JIUCHUIUIMHBI «JlOKyMEHTallMOHHOE oOecredeHue
rOCyJapCTBEHHOT0 W MYHUUMIAIBHOTO YIPABICHUS» SIBISIETCS  YCBOEHHE
CTYACHTAMHM TEOPETUYECKUX 3HaHUW, (HOPMUPOBAHME YMEHUI U IPAKTHUECKUX
HAaBbIKOB B 00JacCTH JOKYMEHTAallMOHHOIO OOECHEYEeHUs] TOCYyAApCTBEHHOIO W
MYHULUMIAIBHOTO YNPABIECHUS, KOTOpPbIE NOMOTrYT OyAylIEMYy CHELHUATUCTy B
pEILIEHNH BOIPOCOB, CBA3aHHBIX C UX MPO(PECCUOHAIBHOMN 1€ATEIBHOCTBIO.

3agaum JIMCUMINVINHBL:

®U3yUYCHHE  TEOPETUKO-OPraHU3allMOHHBIX M IIPaBOBBIX OCHOB
JIEJIOIPOU3BOCTBA;

e00y4eHME CTYACHTOB METO/IaM U IIpUE€MaM OpraHu3aluu JeJI0IPOU3BOICTBA
B CUCTEME roCyJapCTBEHHOTO U MYHULIUIIAJILHOTO yIPaBIICHHUS;

®I3y4YE€HHE OCHOBHBIX XaPAaKTEPUCTUK YIPABICHYECKUX JTOKYMEHTOB;

®pa3BUTUE HABBHIKOB O(OPMIICHHMS M aHaiu3a JOKyMEHTa B CHUCTEME
roCyJapCTBEHHOIO M MYHULIUITAJIbHOTO YIPABIICHHUS.

JIJIst ycrienHoro u3y4eHus IUCUMILIMHBI «J{0OKyMEeHTalnOHHOE 00ecrieYeHne
rOCy/IapCTBEHHOI'O0 M MYHMIIMIIAJIBHOTO YINPAaBICHUS» Y OOYYarOIIMXCS JIOJKHBI
OBITH C(HOPMUPOBAHBI CIEYIOLUIUE TPEIBAPUTEIBbHBIE KOMIIETECHIUU:

®CIIOCOOHOCTh K  CaMOCOBEPIICHCTBOBAHUIO M CaMOPAa3BUTUIO B
npodeccruoHanbHo# cdepe, K MOBBIIIEHUIO 00IIEKYIFTYPHOTO YPOBHS;

®rOTOBHOCTh ~ MHTETPUPOBATBCS B HAY4HOE, o0Opa3oBaTesbHOE,
DKOHOMHYECKOE, MOJIUNTHYECKOE U KyJIbTypHOE npocTpancTtBo Poccnu u ATP;

®CIIOCOOHOCTh TMPOSABIATh WHULMATUBY W MPUHUMATh OTBETCTBEHHbIE
pellieHusi, 0CO3HaBasi OTBETCTBEHHOCTh 3a PE3yJIbTaThl CBOEH NMpo(hecCHOHATBLHON
NEeSTEIbHOCTH;

®CIIOCOOHOCTh TBOPYECKM BOCHPUHHUMATH W HCIOJB30BATH JOCTHKEHUS
HAyKH, TEXHUKH B NMpoQeccHoHANbHON cepe B COOTBETCTBUM C MOTPEOHOCTIMU
PErMOHAILHOTO U MUPOBOTO PhIHKA TPY/a;

®CIIOCOOHOCTh MCIOJIb30BaTh COBPEMEHHBIE METO/Abl U TEXHOJOTUU (B TOM



qucie UHPOPMAITMOHHBIE) B TPO(eCcCHOHABHOM IeATeIbHOCTH;

®CIIOCOOHOCTh MMOHUMATh, UCIOJIB30BaTh, IOPOXKIATh U TPAMOTHO HM3JIaraTh
WHHOBAI[MOHHBIC HJCH HA PYCCKOM SI3BIKE B PACCYXKICHHSX, ITyOJUKAIUIX,
OOIIIECTBEHHBIX JUCKYCCHSIX;

® CITOCOOHOCTD HCIOJIL30BATh OCHOBBI SKOHOMHYCCKUX 3HAHUHN B Pa3IMYHBIX
cdepax AesITeIbHOCTH;

®CIIOCOOHOCTh HCIOJIb30BaTh OCHOBBI IPABOBBIX 3HAHWW B Pa3IMIHBIX
cdepax nesaTeTbHOCTH.

B pesynprare M3y4yeHHs JAHHOW JHMCIUIUIMHBL Y  OOYYaroIIUXCs
dopMupyroTcs  cieayroniie obmenpodeccuoHabHbIE W NMPOQEeCCHOHATBHBIC

KOMIETEHIIUU (3JIEMEHTHI KOMITETEHITUM):

Kon u popmynupoBka Jranbl GOPpMUPOBAHUS KOMIIETEHIIUM
KOMIIETEHIM U
TIK-18 Bimamenne HaBLIKAMU 3Haer 3aKOHO/ATEJIbHbIE aKThl 1 HOPMAaTUBHO-METOIMUECKUE
OWM3HeC-TUITAaHNPOBAHUS JIOKYMEHTHI TT0 JOKYMEHTUPOBAHHUIO JEATSIEHOCTH 1
CO3/IaHUs U PA3BUTUSI HOBBIX OpTaHU3aIH PadOTHI C TOKYMEHTaMHU TOCYAapCTBEHHBIX
OpraHu3aIii (HarpaBIeHUH opraHoB P®; 0ocoOCHHOCTH HOPMATHBHOTO PETYIHMPOBAHUS
JIeSATEIbHOCTH, IPOTYKTOB) JIOKYMEHTAIIHOHHOTO 00ECIICYCHNUS IEeATSIFHOCTH OPTaHOB

TOCYAapCTBEHHOTO M MYHHIIUITAIEHOTO YIIPaBICHNUS;
0COOCHHOCTH JOKYMEHTHPOBAHUS ACATEIHHOCTH 1
OpraHM3aiyy paboThl C JOKYMEHTaMH IrOCYAapCTBEHHBIX
opranoB Poccuiickoit @enepanuu

Vmeer AHAJIM3UPOBATH MPOUECChl AOKYMCHTHUPOBAHU U
OpraHu3anuu pa6OTBI C TOKYMCHTaMU OPraHoOB
roCy1apCTBEHHOI'O U MYHUIUIIAJIbHOTO YIIPABJICHUA,
(bOpMyJ'II/IpOBaTL MPEJIOKCHUS 110 UX COBCPIICHCTBOBAHUIO

Brnageer METOZaMH aHaJIM3a COCTOSIHUS JOKYMEHTHUPOBAHUS U
OpraHu3aIiy PabOTHI C TOKYMEHTaMHU OpPraHOB
TOCYAAapCTBEHHOTO YIPABIICHUS;, METOAAMH aHAJIHN3a
COCTOSIHHSI JTOKYMEHTHPOBAHHS M OPraHU3aluK PaObOThI C
JOKyMEHTAaMH OpPTaHOB I'OCYIapCTBEHHOTO YIPaBIICHHS

Jliist hopMHpoOBaHUS BBINIEYKAa3aHHBIX KOMIIETEHIIMN B paMKaX JUCIUTITAHBI
«JloKyMeHTallMOHHOE OO0ECIEeUYeHUE TOCYJIapCTBEHHOIO W MYHUIUIAIBHOTO
yOpaBieHUs» MPUMEHSIOTCS CIEAYIOUMe METOJbl aKTUBHOIO/MHTEPAKTUBHOIO
OOy4eHMs: KpYTJblii CTOJ, CEMHUHAp, METOJ JUCKYCCUH, JeJoBas Wrpa,

CUTYAIIMOHHBIC 3aJa4YU.

|. CTPYKTYPA U COIEP KAHUE TEOPETUYECKOM YACTHU KYPCA



(36 UAC.)

Pasnen |. Teopernyeckne 0CHOBBI 1€10NPOU3BOACTBA

Tema 1. IIpeaMeT U 0CHOBHBIE TEPMHHBI J1€JI0NIPOU3BO/ACTBA (4 yac)

[Ipenmer, uenu u 3a7a4u AeI0NPOr3BOACTBA. OCHOBHBIE OHATHUS, TEPMUHBI
U OmpeNeseHus: Aenonpou3BoAcTBa. lloHsaTus «uHbOpMALMS» U «IOKYMEHTY.
Csa3p uHbopManuu u JAOKyMeHTa. Poib uHbOpMalMu B COUUAIBHBIX H
KOHOMHUYECKHUX mporeccax. MHpopmanys kak 0OCHOBA MPUHSTH yIPABIECHYECKOTO
pemieHuss B cepe TOCyJapCTBEHHOT0O M MYHUIMIAIBHOTO  YIpaBJICHUS.
Bo3HUKHOBEHHE JOKYMEHTa, €ro Ha3HaueHue. TpaHchopmanus TMOHSATHS
«IIOKyMeHT». [IpaBOBOM, yIpaBIEHYECKHUI, UCTOPUIECKHUN ACTIEKTHI B ONIPEACIICHUN
JIOKyMeHTa. PacumiMpenue MmoHATUS «IOKYMEHT» C Pa3sBUTUEM HAyKU U TEXHUKHU.
[loHsiTHE  «INIEKTPOHHBIA  JOKYMEHT» B  cdepe TrocyJapCTBEHHOIO U
MyHULIMIAIBHOTO ympasieHus. OnpeneneHue JOKYMEHTa B TIOCYJAapCTBEHHBIX
CTaHJapTax.

Tema 2. Knaccupukauus 10kyMeHTOB. DyHKIIMN TOKYMEHTOB B cepe
rocyJ1apcTBEHHOT0 1 MYHHIIMTIAJILHOTO ynpaBieHusi (4 yac)

Knaccudukaumu  noxkymeHntoB. IloHdarne  «pyHKOus  JTOKyMEHTa».
3aBUCUMOCTh TIOHSTUSL «IOKYMEHT» OT ero ¢ynkuuu. WHopmanmonHas,
KyJIbTypHasi, KOMMYHUKaTUBHas (QyHkius. DyHKIUA 3alMThl HH(pOpMaIuu.
VYnpaBneHueckass (QyHKIMS W ee 3HaueHHe B cdepe TroCyJapCTBEHHOTO U
MyHUITUNIATbHOTO yrnpasienus. [IpaBoBas ¢ynkiumsa. Oyukmus ydera. OyHkims
JOKYMEHTA KaK UCTOPUYECKOTO0 UCTOYHHMKA. DYHKIIMU MMOCTOSHHO JEHCTBYIOIIUE U
bynkuun  oneparuBHble. [lonM@pyHKUMOHANBHOCTh JOKyMEHTa B  cepe

rocygapCTBCHHOI'O U MYHHUIUITIAJIbHOT'O YIIPABJICHUS.

Paznes |l. CoBpemeHHoOe rocyiapcTBeHHOe peryJiMpoBaHue B 00J1aCTH
AeJIONPOU3BOACTBA
Tema 1. Bonpocbl 10KyMEHTHPOBAHMS, COCTABJIEHUS U OGOpMIIEHUS

JOKYMEHTOB B 3aKOHOAATC/IbHBIX U HOPMAaTUBHBIX aKTax (4 qac.)



Knaccudukanums  3aKOHOJATENbHBIX,  HOPMATHUBHBIX,  METOJUYECKHUX
MaTepHaJIOB, KaCAIOIIMXCA BOIPOCOB JOKYMEHTHPOBAHUS U OPTaHU3aLUU padOThI C
JOKYMEHTaMHU. 3aKOHOJATEIbHBIE AaKThl, IIOCTAHOBJEHUA W PaCHOPSHKEHUS
npasutenbeTBa Poccniickon denepanuu, perJaMeHTUPYIOIKE MPABOBBIE HOPMBI
Ha deaepalbHOM YpoBHE Tpu pabore c JoKymMeHTaMu. I[IpaBoBble aKThI
HOPMATUBHOTO M HMHCTPYKTUBHOI'O XapakKTepa, METOJUYECKHE MaTepuajbl IO
JEJONPOU3BOACTBY NIPEANPUATAN U OPTaHU3ALIHMN.

Tema 2. JIokyMeHTO000OPOT B aBTOMATH3MPOBAHHBIX HH(OPMALMOHHBIX
cucremax (4 yaca)

[IpaBoBbIE pOoOJIEMBI JOKyMEHTa B YCIIOBUAX pa3BUTHS
aBTOMATU3UPOBAHHBIX HH(OPMALMOHHBIX CUCTEM U O€310KYMEHTHOrOo OOMeHa
uH(popmanuen B chepe rocy1apCTBEHHOIO U MyHUIIMIIAIBHOTO YIIPABIICHUS.

Tunoseie ctpykrypsl JJOY B cdepe rocy1apcTBEHHOIO M MyHUIIUIAIBHOTO
YIPABJICHHUS.

Tema 3 I'ocynapcTBeHHbIE CTAHAAPTHI HA JOKYMEHTHI (4 yac.)

"TOCT P 7.0.97-2016. HammonansHbiii ctangapT Poccuiickoit ®denepanumu.
Cucrema ctaHaapToB no MHGOPMALMK, OMOIMOTEUHOMY U M3JATEIbCKOMY JEIy.
OpraHu3almoHHO-pacopsAAUTeNbHas JoKyMeHTauus. TpeboBanus K 0(OpMICHUIO
nokymeHToB" (yTB. IIpukazom Poccranmapra ot 08.12.2016 N 2004-ct) (pexn. ot
14.05.2018) U U3MEHEHMS K HeMmy. PeKBU3WUTHI, perjiaMeHTHUPYEMbIC
roCcyAapCTBEHHBIM CTaHAapTOM. IToHsTHE «peKBU3UT». [IOCTOSIHHBIE M IEPEMEHHBIE
pexkBu3uThl. [loHsATHe «popmynsp noxkymeHTay. MHIuBHUIyallbHBIA M THUIIOBOU
bopmynsip nokymenTta. Dopmymsip-oOpazen, ero 3agaud B YHU(UKAIUU

TpeOOBaHMI K pEKBU3UTAM JIOKYMEHTA U UX PACIIOIOKEHUIO.

Tema 4. bianku [J0KyMeHTa, HMX LeJIH U 3a1a4¥, NpaBHJa

HCI0JIb30BaHMs (4 yaca)

bnank nokymenta. Bunpr 6;1ankoB. CocTaB 651aHKa, MOPSAIOK PACTIONOKECHHUS
PEKBU3UTOB B OylaHKe. bjaaHKW ¢ yIJIOBBIM M I[EHTPOBAHHBIM PACIOJIOKEHUEM

pexBu3nuToB. [IpaBmiia KOHCTpyuWpoBaHusi OnaHka. biaHku ¢ u300pakeHHEM



rocygapcTBeHHOro repba u repba cybowekta deneparuu. ['OCT P 7.0.8-
2013.Cucrema ctanaapToB 1no uHbopManuu, OUOIMOTEUHOMY U H3aTEIbCKOMY
Jey. JEJONpPOU3BOACTBO M apXMUBHOE Jie10. TepMuHbl U onpenenenud. 'OCT P
NCO 15489-1 - 2007 Cuctema ctaHaapToB 1o umHpopManuu, OMOITUOTEIHOMY U
U3JATENIbCKOMY  Jledy. YmpaBieHue JaokymMeHTamu. OOmue TpeGoBaHUM.
Crpykrypa cTaHzapToB. BO03MOXXHOCTb MpPakTU4YECKOIO HCIOJIb30BAaHUS B

COBPCMCHHBIX YCIIOBUSAX.

Tema S5 OdopmieHne ynpaBiaeHYeCKOH [IOKyMeHTalmum B cdepe
rocy1apcTBEHHOT0 H MYHHIIUNIAJBLHOTO ynipaBJjeHusi (4 gac.)

CruincTuka JOKYMEHTOB. PepakTupoBaHuMe ¢ MpaBKa CIYKEOHBIX
nokymMeHToB. OO0Iasi XxapakTepucTUKa paclopsAUTENbHBIX JTOKyMeHTOB. Cranuu
MOATOTOBKHU OCHOBHBIX pacropsiIuTEIbHBIX JIOKYMEHTOB. Tekct
pacnopsiiuTeNsHOTO  JIokyMeHTa. OOIasi XapaKTepucTHKa OpraHU3allMOHHBIX
nokymMeHToB. OmpeneneHue, Ha3Hau€HHE, TOPSAJOK COCTaBJIEHUsS, 00JIacTh
MIPUMEHEHUSI OPTaHU3AIMOHHBIX JJOKYMEHTOB.

Buael nportokonoB. Ha3HaueHnwe, conepkaHue, MNOPSAOK COCTAaBJICHUS,
crenuduka npuMeHeHusl. Y TBEPKACHUE MTPOTOKOJIOB.

Tema 6. OOmasa xapakrepucTuka HWHGOPMANMOHHO-CIIPABOYHBIX
JTOKYMEHTOB H CJIyKe0HOil KoppecnnoHAeHIIMH (4 yaca)

Buner noxymentoB. Hasnauenwe. Conep:kaHue, MHOPSIIOK COCTAaBIICHMUS,
MPUMEHEHUS, YTBEPKACHUS. Y HUDUKAIUS CITYKEOHOTO MHChMa.

OOmiass  xapakTepuUCTHKa JOKYMEHTAIlMd IO JIMYHOMY COCTaBy B
roCyJIJapCTBEHHBIX OpPraHu3alusax B cepe rocyaapCTBEHHOTO U MYHHITUTIATBLHOTO
yOpaBJIEHUS: JIMYHBIC JI€]la, 3asBJICHUS, MPHUKa3bl MO JIMYHOMY COCTaBy. Buiabl
nokyMeHTtoB. Haznauenuwe. CopepikaHue, MOPSIAOK COCTaBJIECHUS, MPUMEHEHUS,

YTBCPKIACHUA

Paznen I11. Opranu3anmst paGboTsl ¢ JOKYMEHTAMHU B FOCYAapPCTBEHHOM H

MYHHIHUIIAJBbHOM YIIPpABJICHHU



Tema 1. Texnosiornu padoThl ¢ JOKyMEHTaMH B cpepe rocy1apcTBEHHOT 0
1 MYHUIIMNIAJBHOIO ynpaBjeHus (4 4ac.)

Otanbl W TOPSANOK JABWXKEHUS JOKyMEeHTOB. Opranuzauus paboThl C
NOCTYNAIIMMHA  («BXOIAIIMMK»)  JOKyMeHTamu. Ilpuem,  opranuzanus
MPOXOKJICHUS U MOPSII0K UCTIOTHEHUS MOCTYMAIOIMNX («BXOASIINX») TOKYMEHTOB.
[lopsimok  opraHu3anuu  pabOTbl € OTHPABISEMBIMU  («HUCXOMSIIIUMU)
nokyMmenTtamu. [IpaBuna opranuzanuu pabOThl ¢ BHyTPEHHUMHU JOKYMEHTAMU. Y 4eT
o0beMa JOKyMeHTooOopoTa. Perucrtpanus JOKyMEHTOB - COCTaBHasi 4YacTh
TE€XHOJIOTUH OPraHu3alMK paboThl ¢ JOKYMEHTaMH. L{eau 1 OCHOBHBIE IPUHIIUIIBI
perucrpauuu JOKyMeHTOB. DOpMBI pErucTpalii JTOKYMEHTOB W MOPSIOK HX
3aI0JHEHUS.

[lonsiTue «HOMeHknaTypa nen». Ha3HaueHue W BHIIbI HOMEHKJIATYphI eIl
Tunoas, mnpuMepHass U KOHKpETHas HOMEHKJaTypa Jeil. TpeOoBaHus,
OpEIbsABISIEMbIE K COCTABJICHUIO U 3alOjJHEHHIO ()OPMbI HOMEHKJIATyphl el
OpraHu3aldd. 3aroJiOBKM JeJl, HMX CUCTeMaru3aluss W (QOpMYJIHpPOBKH B
HOMEHKJIaType neil. Cpoku xpaHeHus Jen. Iopsiok cocTaBieHus U yTBEPKACHUS
HOMEHKJIATYpHbI J1€J1 OpTraHU3aLNU, TPEANPUATHS, YIPEKICHUS.

[Tonsitue «paenoy». Ilpusnaku 3aBenenust gAen. llpaBuina QGopmupoBaHus
pa3IMYHBIX KaTeropuil JOKYMEHTOB B Jiena. JlelieHTpain30BaHHoe (B CTPYKTYPHBIX
NOJpA3/ICNICHUsIX) W I[EHTPAJU30BaHHOE (B CHYyK0€ JIOKYMEHTalHOHHOIO
obecnieueHus ynpasieHus) popmupoBanue aein. OTBETCTBEHHOCTh 32 COXPaHHOCTh
JIOKyMEHTOB. Bbliaua TOKyMEHTOB AJis BPEMEHHOTO MOJIb30BaHUsS MPU XPaHEHUU
UX B CTPYKTYPHOM MOAPA3/ACIICHUN.

[TonsiTHE «3KCTIEPTH3a LIEHHOCTU JOKYMEHTOB». HOpMaTUBHO-METOIUYECKHE U
TEOPETUYECKHE OCHOBBI TPOBEIECHUS HKCIEPTU3bl ILIEHHOCTU JIOKYMEHTOB.
TpebGoBanusi, npeabsBISEMble K OpraHU3aldd W MPOBEACHUIO HKCIEPTU3BI
LHEHHOCTU JIOKYMEHTOB. OTambl MpOBEIeHUS U O(OpMIIEHHE pe3yJIbTaTOB
HKCIIEPTU3bI HIEHHOCTH IOKYMEHTOB.

Bnusinue BHeApeHUs BBIUYMCIUTEILHON TEXHUKN Ha 00pa30BaHUE TOKYMEHTOB.

JlokyMeHT B aJekTpoHHOU ¢opme. [Ipobiema mpaBoOBOro pexkuma JOKYMEHTA,



CO37aHHOTO B 3JEKTPOHHOU (hopme. OCOOESHHOCTH COTJIACOBAHUS W TIOJMHUCAHUS
AIIEKTPOHHBIX TOKYMEHTOB.

PasButre cuctempl mepenaun uHGopManuu B cdepe TOCYTapCTBEHHOTO H
MYHHUIMOATBHOTO YIpPaBIEHUSA. DJIEKTPOHHOE npaBurenbctBo. CMOB, CMDO/I —
npobsieMa BHeIpeHus. Bo3MokHOCTH 6€310KyMeHTHOTO 0OMeHa nHpopMaluei B

rocygapCTBECHHOM U MYHHIIUIIAJIbBHOM YIIPABJICHHH.

1. CTPYKTYPA M COJIEPXKAHUE IPAKTUYECKOH YACTH
KYPCA 1 CAMOCTOSATEJIBHOM PABOThHI

HpaKaneCKne 3aHATUA

(36 uac.)

3ansarne Ne 1 Crwimcrnka I0KymMeHTOB. PegakrupoBaHue M mpaBKa
CJIY:KeOHBbIX JOKYMeHTOB (8 yac.)

Memoo axkmuenoz0 / UHMEPAKMUBHO20 00YUEHUA — MEmO0 CUMYAUUOHHO20
ananuza (cumyayuoHnHwle 3a0aiu)

1.®yHKIIMOHAIBHBIE CTHIIHM pedH (TpeOOBaHUS U CICIM(PUKA)

2.TpeboBaHMS K TEKCTY TOKYMEHTOB

3.CTuneBbie OMMOKH

4.PegakTupoBaHUE U MPaBKa CIIYKEOHBIX TOKYMEHTOB

5. PenieHue cuTyanoHHBIX 3aj1a4.

3ansaTe Ne 2 HopmaTBHO-IIpaBOBOE peryiMpoBaHHe JOKYMEHTHPOBAHHUS B
CHCTEeMe ToCy/IapCTBEHHOT0 H MyHUIIMNIAJILHOTO ynpasJjenus (8 gac.)

Memoo axkmuenozo / uHmMepPaKmMueHo20 O00yYEeHUs — Memood CUMYAUUOHHOZ0
ananuza (cumyayuoHnHwle 3a0aiu )

1. ®denepanbHOE 3aKOHOAATENBCTBO B cpepe 1eTOmpPOn3BOICTBA

2. 3akoHomaTenbcTBO  cyOBekTOB  Poccuiickoit  ®enmeparuu B cdepe
JETI0NPOU3BOJICTBA

3. I'ocynapcTBEHHbIE CTaHAAPTHI

4. JlokyMeHThl MYHUIIMITAJILHBIX 00pa3oBaHuil B cepe AeTOnpOr3BOICTBA



5. PelieHne cuTyallMOHHBIX 3a/1a4.

3ansTue Ne 3 YHH(PUIMPOBAHHAS CHCTEMA OPraHU3AIHOHHO-
pacnopsiauTeabHoi nokymenTanuu - Y COP/I B cucTteMe rocy1apcTBeHHOT0 1
MYHHIIUNIAJILHOTO ynpaBjeHus (8 gac.)

Memoo axmuenozo / UHMEPAKMUBHO20 00YYeHUA — MemoO CUMYAUUOHHOZ20
ananuza (cumyayuonnsie 3a0auu) (10 uac.)

1.PacniopsiauTenbHbIE TOKYMEHTHI

2.0prainu3aloHHbIE TOKYMEHTHI

3.JlokyMeHTUPOBaHHE EATCTLHOCTH KOJIJICTHAIBHBIX CTPYKTYP YIIPABJICHHUS

4. VlndopManiMOHHO-CIIPABOYHBIE IOKYMEHTHI

5.JlenoBas KOppEeCOHACHIIMS

6./loroBopHasi JOKyMEHTalUs

7. KagpoBast JOKyMEHTaIHs

8. O0OpareHus rpaxxaan

9. PemieHue cuTyanMOHHBIX 337124

3ansatue Ne 4 CoBpeMeHHbIe TEXHOJOTHM PadoOThI € [JOKYMEHTAMHM B
rocyJ1apcTBeHHOM W MyHHIIMTIAJIbHOM ynpaienun (10 yac.)

Memoo axmuenoco / UHMEPAKMUBGHO20 O0YYEHU — MEmoO0 CUMYAUUOHHOZ0
ananuza (cumyayuonnvle 3a0a4u), OUCKyccus, 0e106a1 uzpa.)
1.XapakTepucTiKa TPaAUIIMOHHBIX OyMaKHBIX TEXHOJIOTHI

2.CoBpeMEHHBIC JICKTPOHHBIEC TEXHOJIOTHH PAOOTHI ¢ TOKyMEHTaMHU

3.Cuctemsbl 3EKTPOHHOTO TIoKyMeHToo0opoTa («IIpakTrkay, «Jleno)

4 .ITpobnema BeiOOpa u agantanuu CIJ] - quckyccus

5. Pemienue cuTyanioHHBIX 337124



IInan — rpauk BBINOJIHEHUS] CAMOCTOATE/IBbHOI padoThI 0 AUCHUIIIMHE

JlokyMeHTallMOHHOE 00ecneyeHHne rocyIapcTBEeHHOr0 1 MYHHIMIIAJIbHOT0
ylpaBJIeHUS»

Ne JlaTta/cpoxn
BBINOJTHEHHS

Bua camocrosiTeILbHOM
padoThI

IIpumepHbie
HOPMBI
BpPEMEHH Ha
BBINIOJIHEHHE

dopMa KOHTPOJIA

1 1-4 nenens

KonTponbnas padbora
Nel
«KoncTtpyupoBanue
OJIaHKOB»
KonTponbnas padora
Ne2

«CTtuiin peun»

9 yac

9 yac

3amura
KOHTPOJbHOU
paboThI

2 5-9 wenenun

KontponbHas padora
Ne3

«PeKBU3UTHI
JIOKYMEHTOB»
KontponbHas pabora
Neq
«PacrniopsiiutenbHbIC
JIOKYMEHTBI»

9 yac

9 yac

3amura
KOHTPOJIBHOU
paboThI

3 10- 13 Henenu

KontponbHas padora
Ne5

«JlenoBas
KOPPECTIOHICHIUSD)
KonTponbHas pabota
Ne6
«OpraHu3aioHHast
JIOKYMEHTAIHSI»

9 yac

9 yac

3amura
KOHTPOJIBHOU
paboTHI

4 14-17 venens

KonTponbHas pabota
Ne7
«IIporokonupoBanue
3aceTaHu»
KonTponbHas pabota
No8

«OO0parieHus rpaxaan»

9 yac

9 yac

3amura
KOHTPOJIBHOU
paboTHI

Bcero

72 yac

3amaHusl AJM CAMOCTOSITEJILHOH PadoThl O0YYAKIIMXCH M MeETOAUYeCKHe

PEKOMEHIAIUMA 110 HX BBITNIOJTHCHUIO,

Kounrpoabnasi pa6ora Nel «KKoHcTpynpoBanue 0JI1aHKOBY




1. CocTaBuTh GOpMYJIISip MPEATOKEHHBIX 00pa30B OJaHKOB, ONPEACIUTD BU/I.
2. OueHuTh COOTBETCTBHE «peajbHOro» OJaHKa TpeOOBAaHUAM CTaHAApTA.
3. CKOHCTpYyUpOBaTh KOMIUIEKT OJIAaHKOB (PUPMBI

Konrpoabnas padora Ne2 «Ctuiam peun»

1. aiiTe XapakTepUCTUKY (PYHKIIMOHATBHBIM CTUJISIM PEUU
2. [IpuBeaure npUMepsl JEKCUYECKUX OLINOOK

KonTpoabnasi pabora Ne3 «PekBU3UTHI JOKYMEHTOB)

1. I[Ipoananu3upoBaTh CIy:keOHbIE OTMETKH Ha JJOKYMEHTE.

2. Ilo cnyxeOHbIM OTMETKaM Ha JIOKyMEHTE PEKOHCTPYHPOBATH XPOHOJIOIHIO
JIOKyMEHTO000pOTA.

3. [IpocTaBuThH Ha JIOKYMEHTE PEKBU3HUTHI, COOTBETCTBYIOILINE
JIEJIONPOU3BOACTBEHHBIM  OllepaiusM (perucrpaluy BXOISALIETO JOKYMEHTA,
PACCMOTPEHUIO U NMPHUHATHIO PEIICHUS, KOHTPOJIIO MCIOJHEHHUS, HAIPaBICHUIO B
JIeTI0).

4. Ha npuMepe HOMEHKIATYPBbI JIe] POaHAIU3UPOBATh PUHIUI IPYIIIUPOBKH J1E1
Y YCTAHOBJICHUS CPOKOB XPaHEHUS Je

KourpoabHas padora Ne4 «Pacnopsiaure/ibHbIe JOKYMEHTbD»

1.CoctaButh hopmyssap mpukasa.

2. Haiitn HeTouHOCTH B 0()OPMIIEHUH PACTIOPSKEHUSI, UCIIPABUTH U O(POPMHUTD
KonTpoabhasi pabora NeS5 «/lesroBasi KoppecnoHaeHIIAs»

1. CoctaBuTh (popMyJIsip MUCHMa JIJIsl IPEITIOKEHHOT0 00pasia.

2. Haiitu HeroyHOCTH B OQOPMIIEHMM TMHCbMa, OQPOPMUTH JIOKYMEHT B
COOTBETCTBHUH C TPeOOBAaHUSAMH CTaHIApTA.

3. CocraButh nucbMo npoctoe (1-2 yactu Tekcra)

4. CocTaBUTh MUCHMO CIIOKHOE (3-4 4acTH TEKCTA)

5. CoctaBUTh MUCHMO € TpadapeTHbIM TEKCTOM.

Kontpoabnas padora Ne6 «Opranu3zanmoHHasi JOKYMEHTALMS»

1.CoctaButh GopMyIsp «peaqbHOTO» MOJOKECHHUS.

2. Haiitu HeTouHOCTH B 0()OPMIICHUU YCTaBa, MCIPABUTH U OPOPMUTH



KonTpoabnasi pabora Ne7 «IIpoTokosimpoBanue 3aceIaHuin

1.CoctaButh hopmyssp mpoTOKOIA.

2. Haiitu HeTouHOCTH B 0()OPMIIEHUH MTPOTOKOJIA, UCTIPABUTH U OOPMHUTD
3. Ha ocHOBaHUM MOJHOTO MPOTOKOJIA 0OPMUTH KPAaTKUNA MTPOTOKO.

4. ObopMHTDH BBITUCKY U3 MPOTOKOJIA.

5. ObopmMuTh NTUCHEMO-U3BEIIEHUE C 000OIIEHHBIM aJJpecaToM

Konrpoabnasi padora Ne§
«O0paieHus rpaxxaan»

1.CoctaButh popmysisap 3asBICHHUS.

2. HaliTu HETOYHOCTH B 0()OPMIICHUH Kaj00bl, HCIPABUTH U OQOPMHUTH
TpeGoBanuss K  TNpeAcTaBJeHHI U OQOPMJIEHHI0O  Pe3yJabTATOB
CaAaMOCTOSITEILHOM PadoTHhI;

KontponbHas paboTa — OPOAYKT CAMOCTOSATEIBHOM paboOThl 00ydaromerocs,
MPECTaBISIIONINIA CO00M KpaTKOE M3J0KEHUE B MUCHMEHHOM BHUJE TMOyUYEHHBIX
pesynbraTtoB. CopepxaHHE KOHTPOJBHOM paboThl 3aBUCUT OT BBIOPAHHOTO
BapuanTa. PaboTa mpejcTaBisercs MpenoaBaTeNio Ha MPOBEPKY HE MO3THEE, YeM
3a 7 QHEW 10 IUIaHUPYEeMOH 3aluThl. 3aluTa KOHTPOJIbHOM padoThl MPOXOAUT B

dbopme cobecenoBaHus BO BpeMsl KOHCYIbTaIUN.

o Kpurepuu onieHK# BbINOJTHEHHS CAMOCTOATEIbHOI Pad0THI

e Ne IHoka3arean Ouenka

1 3ajaHne BBIIIOJIHEHO, B OCHOBE OTBETA JICKUT 3HAHUC 5

TCOPpUH, TCPMHUHOJIOTHUA KOPPEKTHA

2 3amaHue BBIIOJIHEHO, B OCHOBE OTBETA JICKUT 3HAHUE 4
TEOPHUH, HO B JITOPUTME BHITIOJTHEHUS U B UCIIOJIH3yEeMOM

TECPMHUHOJOIHHU BCTPCUYAKOTCA HETOYHOCTHU




3 3az[aHHe BBITIOJTHCHO JaCTHU4YHO, B aAJIropuTMmMeE 3
BBIIIOJIHCHUA H B HCHOHBByeMOﬁ TCPMHUHOJIOTHNH

BCTPCUAIOTCA HCTOYHOCTHU

4 3asanue He BBIIOJIHEHO 2

1. YUYEBHO-METOJANYECKOE OBECIIEYEHUE
CAMOCTOSTEJIBHON PABOTHI OBYUYAIOLIUXCSI

Y4e0HO-MEeTOIUYECKOE oOecrieueHue CaMOCTOATEIbHON paboThI
oOyyarolmuxcs N0  JucHUIUIMHE  «JlOKyMeHTallMoHHOe  oOecreueHue
rOCYy/JapCTBEHHOIO M  MYHUILMIIAJBHOTO  YIpPaBJICHUS»  MPEACTABICHO B
[Tpunoxenuu 1 u BKiIrovaer B ceOs:

— MIaH-TpauK BBHIMOJIHEHUS CaMOCTOSATEIBHON PaOOTHI MO JAUCIMILIMHE, B
TOM YHCJI€ IPUMEPHBIE HOPMbI BPEMEHHU Ha BBIIIOJIHEHHUE 10 KaXKAOMY 3aJaHHIO;

— XapaKTepUCTHKA 3aJaHUil JIJIsl CaMOCTOSITEIbHON paboThl 00YyYaIOIIUXCS U
METOUYECKIE PEKOMEH/IAIINHY IO UX BBITTOJIHEHUIO;

— TpeOOBaHUS K  TPEJICTaBIEHUI0 U O(OpPMIEHHIO  pe3yJIbTaTOB
CaMOCTOATENbHON pabOTHI;

— KPHUTCPHUHU OLCHKHU BLIIIOJIHCHUA CaMOCTOSITCIbHOM pa6OTBI.

V. KOHTPOJIb JOCTUXXEHUS IIEJIEA KYPCA
Ne | KonTpoaupyembie OueHovHbIe cpeacTBa
n/n pazaesibl Kons! u 3Tanst TeKyIImii MPOMEKYTOUHA
AUCIUILIMHBI (I’OPMHPOBamf"I KOHTPOJIb A1 aTTeCTAlMs
KOMIIeTeHI U
1 Pasznen . OIIK-1 | 3maer YO-1,YO -4 | Bompocs k
Teopernueckue 3ayery 1-5
OCHOBBI YmMmeer I1P-2 Bomnpocsl k
JEIOIPOU3BOCTBA 3adery 5-15




Bnaneer - [1P-1, ITP -11 | Bonpocs! k
Paznen Il. 3auety 16-20
CoBpeMeHHOE
roCy/1apCTBEHHOE
pEryJIMpoBaHUE B
obnactu
JEIONPOU3BOICTBA
Paznen IlI.
Opranuzanus
paboThI C
JIOKyMEHTaMH B
roCy/1apCTBEHHOM U
MYHHIIUITATEHOM
yIpaBIeHUU
Paznen |. [1K-28 | 3naer YO-1,Y0 -3 | Bompocsl k
Teopernueckue 3auery 21-27
OCHOBBI Ymeer [1P-2 Bompocsr k
JIETIOTIPOU3BO/ICTBA 3auety 31-35
Bnaneer [1P-11, IIP-1, | Bompocs k
Pazzen II. IIP -10 3auery 31-50
CoBpeMeHHOe
rocy/1apCTBEHHOE
peryIHpOBaHUE B
obnactu
JIEJIONIPOU3BOICTBA
Paznen IlI.
Opranu3zanus
paboTHI C
JIOKyMEHTaMH B
roCy/1apCTBEHHOM U
MYHHITHITATEHOM
yIpaBIeHUU

V. CIUCOK YYEBHOH JIMTEPATYPBI U HH®OPMAIMOHHO-
METOANYECKOE OBECIIEYHEHHUE JUCIHUIIJIMHBI

OcHoBHas JuTEparypa

(31eKMpPOHHbLE U NeYyamHble U30AHU)

1. BeixoBa, T. A. Jlemonpou3BoacTBo : yueOHuK st By30B / T. A. beikosa, JI. M.

Bsnora, JI. B. Cankuna ; mog o6m1. pea. T. B. Ky3nenosoit. U3a. 3-e, nepepal. u



J01I. Mocksa : Undpa-M, 2018.
http://lib.dvfu.ru:8080/lib/item?id=chamo:709271&theme=FEFU

2.3ambinikoBa 0. W. [emompousBoactBo [JlokymMeHTallMOHHOE oOecreueHue

ynpasienuns |: Yueonuk / bacako M.U., 3ampimkosa O.U., - 14-e uza., mepepad. -
Pu/Jl:®enukc, 2018. - 376 c. ISBN 978-5-222-23063-3 - Pexum npocrymna:
http://znanium.com/catalog/product/908867

3. Kabamor C. 1O. Jlenonpou3BOACTBO W apXWBHOE JENO0 B TEPMHHAX U

onpenenenusx: Yuedbnoe nocooue / C.1O. Kabamos, U.I'. Achannusposa. - M.:
dnunTA: Hayka, 2017. - 296 C.: - Pexum J0CTyma:
http://znanium.com/catalog/product/200418

4. Kupcanoa M. B. CoBpeMeHHOE JIeT0NPON3BOICTBO: YueOHoe mocodue / M.B.

KupcanoBa; Poccuiickas Axanemus roc. ciyx0sl nipu [Ipesunenre PO (PAI'C). -
4-¢ w3n. - M.: HUL] UH®PA-M,2017 - 312c¢.- (Briciiee oOpazoBanue: bakamnasp.).
(1) ISBN 978-5-16-004491-0 - Pexxum JOCTyma:
http://znanium.com/catalog/product/395921
5.Konecnukopa, H. JI. JlenoBoe oOmieHue : ydeOHOE MocoOue [as ydaruxcs
CTapILMX KJIAcCOB IIKOJI, CTy/IeHTOB By30B] / H. JI. Konecurkosa. 9-e u3a. Mocksa
duHTA, : Hayka, 2018. 151 C. Pexum JOCTyTA:
http://lib.dvfu.ru:8080/lib/item?id=chamo:675778&theme=FEFU

6.Ky3nernos, . H. JlemoBoe o6mienwne : [yaeoHOE mocodue mist 6akanaspos] / U. H.
Ky3nenos. Pocros-na-/lony : @enukc, 2014. 335 c.
http://lib.dvfu.ru:8080/lib/item?id=chamo:840924 &theme=FEFU

7.Ky3nenos, U. H. JlenonpousBoactBo : yueOHO-crpaBouyHoe mnocoodue / M. H.
Ky3nernos, 6-¢ u3a., nepepad. u gor. - Mocksa : Jlamkos u K°, 2017. 459 c. Pexxum

nocryma: http://lib.dvfu.ru:8080/lib/item?id=chamo:697493&theme=FEFU

8.MananukoBa, E. H. [lenoBoe obmenue : yaueOnoe nocodue / E. H. Mananukosa.
2-e u3n. MockBa : JamkoB u K° 2013. 208 c. Pexum pgocryna:
http://lib.dvfu.ru:8080/lib/item?id=chamo:695020&theme=FEFU

9.Paxmanun, JI. B. CtunmcTtuka e10BOW peUd U PEIAKTHPOBAHUE CITYKEOHBIX

JIOKYMEHTOB : yueOHoe nocobue st By30B / JI. B. Paxmanun. Mocksa : ®nuHTa, :


http://znanium.com/catalog/author/aca21d3d-3753-11e4-b05e-00237dd2fde2
http://znanium.com/catalog/author/241507f2-f078-11e3-b92a-00237dd2fde2
http://znanium.com/catalog/product/200418
http://znanium.com/catalog/author/b1090ee1-ef9e-11e3-b92a-00237dd2fde2
http://lib.dvfu.ru:8080/lib/item?id=chamo:675778&theme=FEFU
http://lib.dvfu.ru:8080/lib/item?id=chamo:840924&theme=FEFU
http://lib.dvfu.ru:8080/lib/item?id=chamo:697493&theme=FEFU

Hayxka, 2012. 256 C. Pexum JocTyna:
http://lib.dvfu.ru:8080/lib/item?id=chamo:675871&theme=FEFU

10.. ITomoB FO.A. Jlenonpou3BoOACTBO U CeKpeTapckas paboTa Ha MEepCOHATBHOM
komneioTepe: YueoHnoe nocodue / [lomos C.JI. - M.:COJIOH-IIp., 2013. - 424 c. -

Pexxum moctyna: http://znanium.com/catalog/product/882804

JlonoJiIHMTeIbHAS JIUTEpaTypa
(newammuule u 3/1eKMpPOHHbBLE U3OAHUSL)
1.bynar P. E. JlokyMeHTanmoHHOE oOOecneYeHrue YIpaBJICHUs IEPCOHATIOM:

Yuae6noe nocodbue/bynar P. E. - M.: HUL] UHOPA-M, 2015. - 234 c.: 60x90 1/16.

- (Beiciee  obOpazoBanue:  bakanaBpuar) - Pexum  noctyna:
http://znanium.com/catalog/product/488066

2.Batonmuna M. B. JlenonpousBoacTBO B Bompocax u oteeTax / M. B. Batommnaa,, — 2-¢

u3n., ucnp. u jgomn. - PocroB-Ha-Ilony : ®enukc, 2010. - 319 c. (Beicuiee

oOpa3oBaHuUe: bakanaspuar). - Pexxum JOCTyTa:

http://lib.dvfu.ru:8080/lib/item?id=chamo0:292579&theme=FEFU

3.BykoBud I'. I". OcHOBBI nenonpou3BojicTBa: YueoHoe nocooue / A.M. Acanues,

N.N. Muponosa, E.A. Kocapesa, I'.I'. Bykosuu. - M.: HUL] UH®PA-M, 2014. -

144 c¢. - (Bwicmee oOpaszoBanue: bakanaBpuar). - Pexum pocryna:

http://znanium.com/catalog/product/443541

4.I'saea U.B. JlenonpousBoACTBO [DIEKTPOHHBIN pecypc]: crpaBouHuk/ ['BacBa
N.B., Cobaneckuii C.B.— DnekTpoH. TEKCTOBbIE JaHHbIe.— MWUHCK:
TerpaCucremc,  Terpamut, 2014— 224 c—  Pexum  jgocryma:
http://www.iprbookshop.ru/28072.html.— 9BC «IPRbooks»

5.«'OCT P 7.0.97-2016. HamumonanwsHblii cTranmapt Poccuiickoit ®deneparuu.
Cucrema ctanaapToB no MHGOpMALMK, OMOIMOTEUHOMY U M3JATEIbCKOMY JEIy.
OpraHu3aImoHHO-pacopsAAUTEbHAS TOKyMeHTalus. TpeboBanus kK 0OpMIICHUIO
nokyMeHToB» (yTB. IIpukazom Poccrangapra ot 08.12.2016 N 2004-ct) (pen. ot
14.05.2018) -[DnektpoHHBI  pecype]. - Pexxum  goctyna:  https://
http://www.consultant.ru/document/cons_doc LAW 216461/



http://znanium.com/catalog/product/882804
http://znanium.com/catalog/author/5f428e78-3739-11e4-b05e-00237dd2fde2
http://znanium.com/catalog/author/7da44897-f072-11e3-b92a-00237dd2fde2
http://lib.dvfu.ru:8080/lib/item?id=chamo:292579&theme=FEFU
http://znanium.com/catalog/author/7da44897-f072-11e3-b92a-00237dd2fde2
http://znanium.com/catalog/product/443541
http://www.consultant.ru/document/cons_doc_LAW_216461/

6.OCT P HMCO 15489-1 - 2007 Cucrema craHgapToB Mo uH(OpMaLUH,
OMOIMOTEUHOMY U HW3JaTeNbCKOMY JeNy. YIpaBieHue JokymeHTamu. OOmue
TpeboBanus». — M.: Cranmaptundopm, 2007. [DnekTpoHHBIN pecypc]. - Pexum
nocryna: https://www.consultant.ru/document/cons_doc LAW 135548/
7.I'myxoBa O.B. JlokyMeHTallMOHHOE OOECI€YEHUE YMPaBICHUS [DIEKTPOHHBIM
pecypc]: kypc nekuui/ I['myxoBa O.B.— DIeKTpOH. TEKCTOBBIE JaHHBIC.—
Bonrorpan: Bonrorpaackuii nuactutyT 6usHeca, By3oBckoe oOpaszoBanue, 2013.—
72 c— Pexum pocrtyna: http://www.iprbookshop.ru/19177.html.— 3BC
«IPRbooks»

8.dyckaesa, JI. P. Ctunuctuka opuIuansHO-1€10BOM peun : yueOHoe mocodue ams
BhICIIETO npodeccuoHanbHoro oopazosanus / JI. P. Jlyckaera, O. B. IIpoTomnormnosa.
MockBa : Axanemusi, 2012. 264 C.
http://lib.dvfu.ru:8080/lib/item?id=chamo:668291&theme=FEFU

9.XKypasnea M. B. KanpoBoe nenonpousBoacTBo: HaumHaemM ¢ Hyms. AyauT
ceoumu cunamu / .B. XKypasnera, M.B. Kypasnesa. - M.: UHOPA-M, 2010. -
184 c.: - Pexxum noctyma: http://znanium.com/catalog/product/205822

10.UnmonutoBa, H. A. Pycckuii s3bIk U KynbTypa peun : ydeOnumk / H. A.
NnnomutoBa, O. 0. Kuszea, M. P. CaBoBa Mocksa : Ilpocnekt, 2012. 439 c.
http://lib.dvfu.ru:8080/lib/item?id=chamo:670803&theme=FEFU

11. Kopenesa, A. B. Pycckuii si3bIk 1 KyJIbTypa peu : yueOHOe ocoOue Jjisl By30B
/ A. B. KopeneBa MockBa : ®nunrta, : Hayka, 2013. 219 c.
http://lib.dvfu.ru:8080/lib/item?id=chamo:675806&theme=FEFU

12. Kpumramoxk A.H. KouduneHnuaapHOe IeTONPOW3BOACTBO U 3aIlHTa
KOMMEPYECKOM TallHbI [ DNEeKTPpOHHBIN pecypc]: kypc aekuuii/ Kpumramok A.H.—
OJIEKTPOH. TEKCTOBblE JaHHble.— Open: MexpernonanbHas Akaaemus
o6e3onmacHoctu u BbbkuBaHus (MABUB), 2014.— 199 c.— Pexum pocryna:
http://www.iprbookshop.ru/33427.html.— DBC «IPRbooks»

12 Ky3nenoB M.H. JlenonpousBoAcTBO : yueOHO-cripaBouHOe mocodbue / M. H.
Ky3nenos - M.: JamkoB u K° 2009. - 519 c. - Pexum pgocryna:
http://lib.dvfu.ru:8080/lib/item?id=chamo:270945&theme=FEFU



http://znanium.com/catalog/author/1301d630-ef9c-11e3-b92a-00237dd2fde2
http://znanium.com/catalog/product/205822
http://lib.dvfu.ru:8080/lib/item?id=chamo:670803&theme=FEFU
http://lib.dvfu.ru:8080/lib/item?id=chamo:270945&theme=FEFU

13.Kymnepyk, C. II. JlokymenTtHass nuHrBHCTHKa :@ ydyeOHoe mocobue / C. II.
Kymnepyk. Mocksa : ®@nuHrta, : Hayka, 2012. 254 c.
http://lib.dvfu.ru:8080/lib/item?id=chamo:675743&theme=FEFU

14.0OcHOBBI JIENONMPOU3BOJCTBA : METOAMYECKUE yKazaHus / JlalbHEBOCTOUYHBIN
¢denepanpublii yHUBepcuTeT, 1lIkona skoHOMuKHM U MeHemxkMmeHTa ; [cocT. C. B.
KoBanenko]|. BmamuBocroxk : W3p-Bo JlanpHeBocTouHOrO  (heaepanbHOTO
YHUBEPCUTETA, 2014. 34 C.
http://lib.dvfu.ru:8080/lib/item?id=chamo:742567 &theme=FEFU

15.06 apxuBHOM nene, Ne 125-@3 [penep. 3axon: mpuHAT 22 okTs16pst 2008 T.: MO
cocrossanto Ha 13.05. 2008 r.] [DnektponHbIl pecypc]. — Pexum gocrtyma:
http://www.consultant.ru/document/cons_doc_LAW 142000/

16.0 mopsinke paccMoTpeHmsi oOpareHuit rpaxkaaH, Ne59 ®3 [denep. 3aKoH:
npuHAT 2 Masg 2006 r. : B penakuun PenepanbHbix 3aKk0HOB OT 29.06.2010 N 126-
@3, ot 27.07.2010 N 227-®3] [DnexTpoHHbId pecypc]. — Pexum mocryma:
http://mnr.gov.ru/activities/detail.php?1D=128155

06 undopmaruu, HOOPMAITMOHHBIX TEXHOJIOTUSX U 3antuTe nHpopmaruu, No 149-
@3 [dhenep. 3akon: npuHaT 27.07.2006] [DnexTpoHHBIH pecypc]. — Pexum noctyna:
http://www.consultant.ru/document/cons_doc_LAW 156802

[IpaBuna mo nenonpou3BOACTBY B eiepaabHbIX OpraHax UCTIOJTHUTEILHOM BIACTU
(or  15.06.2009r.)  [DOnekTtpoHHblii  pecypc]. —  Pexum = nmocryna:
Www.rg.ru/2009/06/24/deloproizvodstvo-dok.html

Poroxun M. 0. CnpaBounuk o nenonpousoactsy / M.IO. PoroxwuHn. - 3-¢ u3.,
nepepad. u gom. - M.: FOctunimadopm, 2011. - 256 c. - (enoBas 6ubnuoreka). -
Pexxum nocryna: http://znanium.com/catalog/product/278862

Ilepeyenn pecypcoB HH(POPMANMOHHO-TEJIEKOMMYHHKAIIMOHHOM CeTH
«AHTepHeT»
1.JlokymeHTOOOOPOT W JAe’onpou3BoACTBO.  CHCTEMBI  3JICKTPOHHOTO
nokymeHnToobopora (CO/1) [DnexTpoHHbIid pecypc]. — Pexum gocryma: www.doc-

online.ru


http://lib.dvfu.ru:8080/lib/item?id=chamo:742567&theme=FEFU
http://znanium.com/catalog/author/322761e8-3408-11e4-b05e-00237dd2fde2
http://www.doc-online.ru/
http://www.doc-online.ru/

2. XKypnan «Jlenonpou3BoACTBO U JOKyMEHTOO0OpOT Ha mpeanpustuny (Poccus)
[DnexTpoHHBIH pecypc]. — Pesxxum goctyma: www.delo-press.ru/documents-
it/index.html

Ilepeyenb HGPOPMANUMOHHBIX TEXHOJIOTHIT M POTPAMMHOI0 0OecneyeHmst

VI.METOANYECKHUE YKA3AHHUSA 11O OCBOEHUIO JTUCHUIIJIMHBI
Peanuzanms JTUCLIUIUIHHBI «/lokymeHTanmoHHoe o0ecrnieueHue

rOCyAapCTBEHHOTO W  MYHUUHMIIAJBHOTO  YOpPaBJICHHUS»  MPEAyCMaTpUBAET
CIeAYIOIMEe BHABl y4eOHOM paOOThI: JIEKIMU, MPAKTUYECKUE 3aHATHS,
CaMOCTOSITENIbHYIO Pa0OTy CTYIEHTOB, TEKYIIUH KOHTPOJIb M IPOMEKYTOUHYIO
aTTECTAIHIO.

OcBoeHue Kypca JUCHMIUIMHBL  «/loKymMeHTaunOHHOE  obOecreueHue
roCyapCTBEHHOTO M MyHHUITUTIATBHOTO YIPABICHUS MPEIOIaracT PEUTHHTOBYIO
CUCTEMY OLEHKH 3HAaHUM CTYJIEHTOB U INPEIyCMaTPUBAaET CO CTOPOHBI
npernojiaBaresiss TEKyHIMH KOHTPOJIb 3a IMIOCEIICHHEM CTYJACHTaMHU JICKIIHH,
MOJATOTOBKOM M BBINOJHEHUEM BCEX JA0OPATOPHBIX paboOT € 00sA3aTebHBIM
IIPEIOCTABIEHUEM OTUETa O PabOTe, BHIMOIHEHUEM BCEX BHJIOB CAMOCTOSTEILHON
paboTHI.

[IpoMexXyTOUHOUM arTecTaled Mo AUCHUIUIMHE  «/[OKyMeHTalmoHHOE
oOecrieyeHne TOCYAapCTBEHHOTO W MYHMIIMITAIILHOTO YIIPaBJICHUS»  SBISETCS
3a4eT, KOTOPBIM MPOBOIUTCS B BUIE COOECEOBAHMS T10 BOTIPOCAM.

B teuenue yueOHOro cemectpa oOy4arommumMcst HyKHO:

OCBOUTH TeopeTrueckuii matepuan (20 6amioB);

e YCHENIHO BBITOJHUTH AYAUTOPHBIE U KOHTPOJIbHBIE 3a1anus (50 6amioB);

e CBOEBPEMEHHO M YCIICITHO BBIITOJIHUTH BCE BUABI CAMOCTOATEILHON pabOThI
(30 6amnoB).

CryfeHT cuuTaeTcsl aTTeCTOBAHHBIM IO JUCHUIUIMHE «JlOKyMEHTallMOHHOE
oOecrieueHne rocyJJapCTBEHHOTO U MYHHIIUIAIBHOTO YMPABICHUS» TPU YCIOBUU

BBITIOJIHEHUS BCEX BHJIOB TEKYIIETO KOHTPOJS M CaMOCTOATENbHON paloThl,


http://www.delo-press.ru/documents-it/index.html
http://www.delo-press.ru/documents-it/index.html

PELYCMOTPEHHBIX YYEOHOU TPOrpaMMOi.

Kputepun ouenku mno aucuuruinHe «JlOKyMeHTaIlMOHHOE obOecreueHne
roCyAapCTBEHHOTO M MYHMIIMIAIBHOTO YIIPABICHUS» JUIsl aTTECTAllMU Ha 3a4eTe
cneayromme: 86-100 6aI0B — «OTIAMYHOY»/ «3a4TEHO», 76-85 OAIIOB — «XOPOIION/
«3a4TeHO», 61-75 GaIOB — «yAOBICTBOPUTEILHOY / «3auTeHO», 60 1 MeHee OaioB
— «HEYJIOBJIETBOPUTEIBHOY / «HE 3aYTCHOY.

[lepecuer OamiaoB MO TEKymeMy KOHTPOJIO M CaMOCTOSTEIHLHOU paboTe

MPOU3BOAUTCS MO hopmyIe:
m

0; k;
Po) = ) |omae X 5.
l

i=1

rae: W= Y-, ki* amst Texymiero peuTuHra;

W= Y, k' st ©TOrOBOro peiTHHra;

P(n) — pedTHHT CTyEHTa;

M — 00111ee KOJIMYECTBO KOHTPOIBHBIX MEPOTIPHUSITHIA;

N — KOJIMYECTBO MPOBEJCHHBIX KOHTPOJIBHBIX MEPOTIPUSITHIA;

0; — 6aJu1, TOJAYYCHHBIH CTYJCHTOM Ha 1-OM KOHTPOJIBHOM MEPOIPHSTHH;

0/"** — MakcUMalbHO BO3MOXHBIN 0aJl CTyJCHTA MO i-My KOHTPOJLHOMY
MEPOTIPHUAITHIO;

k; — BecoBoli k03(pPHLIUEHT I-TO KOHTPOIHHOTO MEPOIIPHUSTHS;

ki* — BecoBoit KOA(DGHUUIUEHT i-rO KOHTPOIBHOTO MEPOIPHATHS, €CIH OHO

ABJIACTCSA OCHOBHBIM, NN 0, €CJIN OHO ABJISICTCA JOIIOJTHUTCIIbHBIM.

C uenblo onpeaeneHus YpoBHS OBJIaJIeHUSI KOMIIETEHLIUSAMU, 3aKPEINIEHHBIMU
3a JUCIUIUIMHOW, B 3aJlaHHBIC NPEINOJABATEIEM CPOKH IMPOBOJUTCS TEKYIIHN U
MIPOMEKYTOUHBIN KOHTPOJIb 3HAHUHN, YMEHUI U HaBBIKOB KaXKJOTO 00YJarOIIETOCs.
Bce Buapl TEKYIIETO KOHTPOJIS OCYLIECTBIISIFOTCSA HA MTPAKTUUECKUX 3aHATUAX. [Ipu
OIICHKE  KOMIIETCHIIMA  NpUHUMAETCsl BO  BHUMaHue  (opmupoBaHuUE
npo(EeCCHOHATLHOTO  MHUPOBO33PEHHUSI,  OMPEJCICHHOTO YPOBHS  KYJBTYDHI,

OTHYCCKHUC HaBBIKH, HaBBIKU BJIaaACHUA BBIUMCIUTEIbHON  TEXHUKOM )51



MIPOTrPAaMMHBIMH TPOAYKTAMU ISl PEIIEHUS MPAKTUUECKUX 3a/1a4, & TAK)KE TUIHBIC
KauecTBa 00y4arolerocs.

[Tporieqypa oOlleHUBaHUS KOMICTCHIIMKA OOYyYarOIIMXCST OCHOBaHA Ha
CIIEYIOIINX CTaHIapTax:

1. mepuOAMIHOCTD MPOBEICHUS OLICHKH.

2. MHOTOCTYTICHYATOCTh: caMOOIleHKa  oOydaromerocs, OIICHKA
npernoaaBaTesieM, OOCYXKICHHE Pe3ylIbTaTOB W KOMIUIEKC MEp MO YCTPaHEHHUIO
HETOCTaTKOB.

3. cobmioeHre MOCIeI0BATEILHOCTH MPOBEACHUS OLEHKU: MPEAYCMOTPEHO,
YTO PA3BUTHE KOMITETEHIIMHA HJIAET IO BO3PACTAHUIO WX YPOBHEW CIOKHOCTH, a
OILICHOYHBIE CPEACTBA Ha KaXXJOM dTalle yYUTHIBAIOT 3TO BO3pacTaHUE.

JIIsl  yCTIETHOTO OCBOCHUS JTUCIUIUIMHBI COYETAIOTCS TPATUITMOHHBIC U
WHHOBAIMOHHBIE  O0Opa3oBaTeNIbHbIE TEXHOJOTHH, KOTOpble 00ecreunBaroT
JOCTHKEHHE TTAHUPYEMBIX pe3yiabTaToB oOydenus mo OOIL.

Peanuzanmsi KOMIIETEHTHOCTHOTO TTOIX0/1a TIPEyCMaTPUBAET UCIIOIh30BAHHE
B y4eOHOM IPOLIECCEe MHTEPAKTUBHBIX (DOPM MPOBEIACHUS 3aHITHI.

OCHOBHBIMH  00pa30BaTEIHbHBIMA  TEXHOJOTUSIMH, HCIIONB3YEMBIMH B
OOYYEeHHH 110 AUCITUTUIMHE, SBJISTFOTCS:

* TEXHOJIOTUH aKTUBHOTO U UHTEPAKTUBHOTO OOYUECHHS — JUCKYCCHUH, JICKIIHSI-
Oecena, JEKIUSI— JUCKYCCHS, Pa300p KOHKPETHBIX CUTYaIluii, TBOPUYECKHE 3adaHus,
paboTa B MaJbIX Tpymmnax;

* TEXHOJIOTHH MPOOJIEMHOTO O0YUYEHUS - TPAKTUICCKUEC 3aTaHUsI U BOIIPOCHI
poOJIEMHOTO XapaKTepa;

* TexHoJIoTHs IUu(PepeHIIMPOBAHHOTO 00y4YeHUsI - oOecredeHue aapecHOro
MOCTPOCHUST yUeOHOT0 Mpoliecca, Y4eT CIOCOOHOCTEH CTyIeHTa K TOMY WJIM HHOMY
pPOJly NEeSITEILHOCTH.

['maBHBIN aKIEHT MPU U3YYCHUH JUCIUTUINHBI «OCHOBBI ACIOMPOU3BOICTBAY
JIeaceTCs Ha €€ TMPAKTUICCKYI0 YaCTh — OCBOCHHE KOMMYHHUKATHBHBIX TEXHOJIOTHHA
Y TEXHOJIOTUU COCTaBJICHUS U OPOPMIICHUSI JOKYMEHTOB, OTHOCSIIUXCS K Oy Iy1ien

npodeCCUOHATIBHON JIeATEIIbBHOCTH



Meroanyeckue peKOMeHAAlUM 0 padoTe HaJl KOHCIEKTOM JIEKIUH

«JlokyMeHTalmoHHOEe O0ecreueHne TOoCyAapCTBEHHOTO W MYHHUIUIAIBHOTO
YOPaBJIECHUS SBISETCA NPUKIAAHON HAYKOH, MO3TOMY IpU YTECHHUH JICKUUN
BBISIBJISIETCA CBSA3b NUCLMILIMHBI C TPOLIECCAMH JOKYMEHTUPOBAHUSI PA3HBIX CTOPOH
YOpPaBJIEHUS MPEANPUATHEM, OPraHU3alMeil, YUYpPEKICHHUEM H Pa3IMYHbIMU
CTOpOHaMH Oyayiiel npodeccuu CTyI€HTOB, YTO MOBHIIIAET UHTEPEC CTYJIECHTOB U
YCHWJIMBAET MOTHBAIMIO K OCBOEHUIO 3HAHUM.

['maBHas 3ajgaya CTyAEHTa B MPOLIECCE JIEKIMOHHBIX 3aHATUN - MOHUMAaHUE
JIOTUKH HU3JI0KEHUSI MaTepHalla, BHUMaHUE K Pa3BUTHIO MBICIU MpenojaBareis. B
KOHCIIEKTE CJIEYET 3aIIMChIBATh TOJBKO INIABHBIE TE3UCHI U3J1araéMOT0 MAaTEpUAIIa,
KOTOPBIE TaK)K€ IPEICTABIICHBI B JJIEKTPOHHOM BUJE, C KOTOPBIM CTYJAEHT MOKET
O3HAKOMHUTBHCSI CAMOCTOATENbHO. /{151 O0see MOJHOro MOHUMAaHUS MPEAIaraeMoro
TEOPETUYECKOr0 MaTepuajia HEoOXOAMMO 4YHUTaThb PEKOMEHIYEMYI0 K KaKIou
JIEKLIUH JIUTEPATYPY.

Bo Bpemss u mocie NpoBeNeHUs JIEKIMU B XOAE JIEKUMOHHBIX 3aHSATHI
00y4aroUMCsl pEKOMEHAYETCS BBIMOIHATH CIEAYIOUINE ISHCTBUS:
1.BecTH KOHCIIEKTUPOBAaHKUE Y4eOHOI0 MaTepuana.
2.00pamaTh BHUMaHWE HAa KaTreropuu, (QOPMYJIHPOBKH, PACKPHIBAIOIIHE
COJIEp)KaHME TE€X WIM HHBIX SBJICHUA M MPOLECCOB, HAY4YHBIE BBIBOJBI H
MPaKTUYECKUE PEKOMEHJAIMH TI0 UX TPUMEHEHHUIO.
3.3a1aBaTh MPENOAABATENI0 YTOYHSIOUIME BOMPOCHI C LENbI0  YSICHEHUS
TEOPETUYECKUX IMOJIOKEHUH, pa3PELIEHUS CIIOPHBIX CUTYaIUH.
4.xenaTenbHO OCTaBUTh B pPabOYMX KOHCIIEKTaX TMOJs, Ha KOTOPBIX BO
BHEAYJAUTOPHOE BpPEMS MOXHO cJelaTb IIOMETKM U3 PEKOMEHJIOBaHHOMN
JUTEPATYPHl, JOMOJHSIOIME MaTepuas MPOCIYIIAHHON JIEKIIMH, a TaKke
MOTYEPKHUBAIOIINE 0COOYIO BAXKHOCTh T€X WJIM MHBIX TEOPETUUECKUX MOJIOKECHUH.

Meroanuyeckue peKOMEHIAUNH K NPAKTHYECCKUM 3aHATHAM

[Ipy moAroToBKE K MPAKTUYECKUM 3aHATHUSM OO0YyYarolUMcs HEOOXOJIUMO
U3YYUTh OCHOBHYIO JINTEPATYPy, O3HAKOMUTHCS C JOMOJHUTEIBHON JIUTEPATYPOH,

HOBBIMH Hy6HI/IKaL[I/I$[MI/I B IICPUOJHUYCCKHUX H3AAaHUAX: KYpPHalIax, ra3€rax M T.O.



[Ipu sTOM ydecTb pEKOMEHAALMU TMpenofaBaTeNss W TpeOoBaHHUS Y4eOHOMH
nporpaMMel. B xo1e mOAroTOBKY K MPAaKTUYECKUM 3aHATUSAM HEOOXOJMMO OCBOUTH
OCHOBHBIE IIOHATHS U METOJMKHU pacyeTa IoKa3aresield, OTBETUTh HA KOHTPOJIbHBIE
BOIIPOCHI. B TeueHne NMpakTUYECKOTO 3aHATHS CTYJAEHTY HEOOXOIUMO BBINOJIHUTH
3aJ]aHusl, BBIJAHHBIE IPENOJABAaTEIEM, YTO 3aUMUTHIBACTCS KakK TeKylas padora
CTYJICHTa U OLICHUBAETCS 110 KPUTEPHUAM, ITpeAcTaBicHHbIM B PIT/I.

[IpakTueckue 3aHATHS TPEOYIOT OT CTYIEHTa MpeABAPUTEIbHON
TEOPETUYECKON MOJArOTOBKM IO COOTBETCTBYIOLIEH TeMe: U3ydyeHue y4eOHOH u
JOTIOJTHUTENBHOW JIUTEPAaTypbl; B HEOOXOAUMMBIX CIy4YasX O3HAKOMIICHHE C
HOPMATUBHBIM MaTEpHalIOM, CTaTHUCTHYECKOW HH(popmarueid. PexoMeHmyercs
IIPUAEPIKUBATHCS CIEAYIOIIETO MOPSAKA IMOATOTOBKA K CEMUHAPCKUM 3aHATHUSM:
BHayYaJie HEOOXOJUMO HM3YYHUTh BOMPOCHI TEMBI MO Y4EOHOU IuTEeparype; 3aTeM
clefyeT M3y4WTh MaTepuas JIEKUUU 110 JaHHOM TeMe, IOCKOJIBbKY COZAECp:KaHue
JEKUUU OOBIYHO OTpPaXaeT COBPEMEHHOE OCBEIICHHE M3y4aeMOl TEMBI.
BrocneacTBuu Ha0 BBIIOJIHUTD PEKOMEHYEMbIE BUJIBI CAMOCTOSTEIBLHON pabOThI
10 KKJ0M TEME U3y4YECHUS IIPpeAMETa JUCLHUILIAHBI.

MeToanyeckue peKOMeHAalUM 110 padore ¢ JJUTepaTypou

Paboty ¢ nuteparypoil cTyaeHTaM HEOOXOAMMO HauMHATh CO 3HAKOMCTBA C
KapTol METOJUYECKOro oOecrnedyeHus AUCLMIUIMHBI, B KOTOPOM IpeicTaBlieHa
OCHOBHAs Y JIOTIOJIHUTEIIBbHAS JINTEPATYPa, IEPUOANYECKUE U3JAHNUS, TUTEPATYpPA K
BBIMIOJIHEHUIO TPAKTUYECKUX (CEMHUHAPCKUX) 3aHSITUHA, KOHTPOJIBHBIX paboT U
POrpaMMHO-UH(POPMALIMOHHOE 00ECTIeYeHNE, HHTEPHET-PECYPCHI.

Co BceMH MEpEYMCICHHBIMA MaTepUalaMd MOXHO O3HAKOMUTBHCS B
oubmoreke JIBOY.

Kaxnasa tema mno00ro u3 pas3ienoB TEMAaTUYECKOIO IUIaHA JMCLUUTLIMHBI
cHa0»eHa CChIJIKaMU Ha UCTOYHUKH, YTO O0Jer4aeT paboTy CTYACHTOB IO MOUCKY
COOTBETCTBYIOIIEN JIUTEPATYPHL.

BoiOpaB HY)XHBIA JUTEPATYpPHBIA HMCTOYHUK, CTYACHTY CJIEAYeT HaWTu
MHTEPECYIONIYIO €r0 TEMY 10 OTJIaBJICHMIO WIH ai()aBUTHOMY YKa3aTelllo, a 3aTeEM

IPUCTYNUTh K HEMOCPEICTBEHHOMY H3YYEHHIO: COJIEpPkAaHUS COOTBETCTBYIOLIEH



IJ1aBbl KMCTOYHHMKA. B cilyyae BO3HUKIIUX 3aTpyJAHEHUNA B BOCHPUATHUH U
OCMBICJIEHUM MaTepHalia, NPeICTABIEHHOTO B OJHOM JIMTEPATypPHOM HCTOYHUKE,
CTYJIEHTY CIeyeT OOpaTUThCS K JIPYTMM HCTOYHHMKAM, B KOTOPBIX H3JI0KEHHE
MaTepuraja MOXKeT 0OKa3aTbcs 0oJiee TOCTYITHBIM.

Cnenyer OTMETUTH, 4TO paboTa C Y4YeOHOW, CHOPaBOYHOM U JApPYrou
JUTEPATypoil Ja€T BO3MOXXHOCTb CTYACHTY Oojee TIiIyOOKO O3HAKOMHUTHCS C
0a30BbIM COACPKAHWEM JUCHUIUIMHBI, TMOHATH LEIbIM psiag  0COOEHHOCTEN

YKaBaHHOﬁ JUCITUITIINHEIL.

VIl.  MATEPUAJBHO-TEXHUYECKOE OBECIIEYEHUE
JACHOUTIIAHBI

OcBoeHHME AUCHUIUIMHBI TPOU3BOJAUTCS Ha 0aze MYJIbTUMEIUUHOTO
obopynoBaHus B yueOHbIX ayautopusx [HIOM JIBOY. Jng npoBeneHus JSKIUN 1
MPAKTUYECKUX 3aHSATUN HEOOXOAUM KOMITBIOTEP MYJIbTUMEAUINHBIN C TPUKIIATHBIM
MPOrpaMMHBIM O0OECTICUeHHEM U Tepru(epruiHbBIMU yCTPOMCTBAMMU:

IIPOEKTOP

KOJIOHKH

cpencTBa s mpocMoTpa npezentanuiit MS PowerPoint

[Tporpamma aj1st mpocMoTpa BUji€o (aityios.

VIII. ®OHAbI OHEHOYHbLIX CPEJICTB

3ayeTHbIe MaTEPHAJIBI
(o1leHOYHBIE CPeACTBA MO MPOMEKYTOYHON ATTECTAIMUA M KPUTEPUH OL[EHKH)

Bompocs! k 3auery no aucuuminHe «/JoxkymeHTanmoHHOe o0ecredyeHue

rocyiapCcTB€HHOrO M MyHMIUINAJIBbHOI'0 YIIPABJICHUA»



1. Bompochl JOKyMEHTHPOBAHUS, COCTaBICHUS U OPOPMIICHUS JOKYMEHTOB B
3aKOHOJATEIbHBIX U HOPMATUBHBIX AKTaX.

2. HomeHnkiatypa nien: Ha3HaueHue, TpeOoBaHUs K COCTaBJICHUIO.

3. TOCT P 7.097-2016: crtpykTypa, mpobiieMa  TPAKTHIECKOTO
UCIIOJIb30BAHUS

4. TOCT P UCO 15489-1 - 2007 Cucrtema cTaHgapToB MO HH(POpPMALINHU,
OMOIMOTEYHOMY W M3JATENbCKOMY JIeNy. YTpaBlIEHHE TOKyMEHTAMHU.
OG6mue TpedboBaHus

5. IlpaBuna no Aen0NpPOU3BOACTBY B efiepaabHbIX OpraHaxX UCIOJIHUTEIHHOM
BJIACTH (CYLIHOCTh M MPAKTHKA TPUMEHEHUS)

6. MeTtoauueckue pEeKOMEHJAIMU IO JEJIONPOU3BOACTBY B (helrepaibHbIX
opraHax HUCIOJIHUTEIbHON BIACTH (CYUIHOCTh U MPAKTHKA TPUMEHEHUS)

7. Ilpunnunel ¥ TpeOOBaHUA K OpPraHU3AIMM KOHTPOJS HUCIHOJHEHUS
JOKYMEHTOB B TOCYJaPCTBEHHOM M MYHHIIUIIAJIbHOM YIIPABICHUH

8. Opranmzanus CITY K0 JTOKYMEHTAILMOHHOTO MEHEIKMEHTA B
rOCyJIapCTBEHHBIX OPraHU3aLMIX

9. Ilpobnema opranu3zanuyd JOKYMEHTOOOOpPOTa B TOCYJapCTBEHHOM H
MYHHUITUTIATHFHOM YIIPABICHUH

10.TunoBeie cTpykTypel JAOY B rocynapCTBEHHOM H MYHUIIUTIATIHLHOM
YIPABJICHUH.

11.XapakTepucTuka U Ha3HAYCHHE JOKYMEHTA «aKT» B TOCYJapCTBEHHOM H
MYHUILIMTATBLHOM YIPABJICHUHU.

12. lucTpyKIMss ~ Kak  BWJ ~ OPTaHW3allMOHHOW  JIOKYMEHTallud B
rocyJIapCTBEHHOM U MYHUIIUITAIIBHOM YIIPABIICHUM.

13.XapakTepucTika 1 Ha3HaAUYCHUE JOKYMEHTA «IIPOTOKOI.

14. TunoBble ¥ WHAUBUAYAJbHbIE HWHCTPYKUIMUU IO JEIONPOU3BOACTBY B
rocyJIapCTBEHHOM U MYHUIIUITAIIBHOM YIIPABIICHUH.

15.®yHKIMY TOKYMEHTA B TOCYIapCTBEHHOM U MYHUIIUTIATLHOM YIIPABJICHUH.

16.Xapaktepuctuka  YHUDUIIMPOBAHHBIX  CHUCTEM  JOKYMEHTAIlMd B

rocyaapCTBEHHOM M MYHUIUIIAJIbHOM YIIPABJICHUU.



17.0cobennoctu odopMiIeHHs AOKIATHOU, CIYXKEOHOH M OOBACHUTEIHHOMN
3aIMUCOK.

18.XapakTepucTuka  OCHOBHBIX  CIOCOOOB  JOKYMEHTHPOBAaHUA B
roCy/IapCTBEHHOM U MYHUIIMTIATBHOM YIIPaBJICHUU.

19.Xapakrepuctuka MaTepuaibHbIX HOCUTENEH HH(OpMAIUK.

20.513p1k M CcTUIb  CIOY>KEOHBIX JOKYMEHTOB B TOCYJapCTBEHHOM U
MYHHUITUTIAJTFHOM YITPaBJICHUH.

21.11puka3 kak BUJ pacHoOpsSIUTEIbHON TOKYMEHTAIIMU B TOCY/IapCTBEHHOM U
MYHHUITUTIATEHOM YIIPaBICHUH.

22.IlpobnemMa  TOJIMHHOCTH  JOKYMEHTa B  TOCYIJapCTBEHHOM U
MYHUIUTIATBHOM YIIPABJICHHUH.

23.PacniopsbkeHre  Kak BHJ ~ pPACIOPAIUTENBHON  JTOKyMEHTAllUd B
rocyJapCTBEHHOM U MYHUIIUIIAJILHOM YIIPaBICHUU

24.PexBU3UT NOKYMEHTA: MMOHSATUE, BUBI PEKBU3UTOB.

25.TTonoxenue KakK BU]I OpraHu3alMOHHON JIOKYMEHTaLIUU B
rocyJapCTBEHHOM U MYHUIUIIAJILHOM YIIPaBJICHUHU.

26.DopMyssp TOKyMEHTa: 0COOSHHOCTH, BUABI, (hOpPMYJIsIp-00pasell.

27.PexBU3UTHI YNPABICHYECKON JOKyMEHTAIlMU: BHUBI, TpeOOBaHUS K
0(OPMIICHUIO B TOCYITAPCTBEHHOM M MYHUIIMITAIIbHOM YTIPABIICHUN

28.YcTaB Kak BUJl OPTaHU3AIIMOHHON TOKYMEHTAIUH.

29.braHk TOKyMEHTa: BUJIbI, COCTaB, MPaBUIa KOHCTPYUPOBAHUS OJIAHKA.

30./lenoBrIe ucbMa: BUABI, crieiuduka, 0COOCHHOCTH.

31.CoctaB  ymocTOBEepeHHMs]  JOKYMEHTOB B  TOCYJapCTBEHHOM |
MYHHITUTIATBHOM YIIPABJICHHUH.

32.0¢dopmiienne yHU(DUIIMPOBAHHON TOKYMEHTAIUU IO TUYHOMY COCTaBY B B
rocyJapCTBEHHOM U MYHUITUTIAJILHOM YIIPaBICHUN

33.[leyatu: BUIIbI, HA3HAYEHUE, TOPSIOK MPOCTABJICHHUS, 3aKOHOIATEIbCTRO.

34.lupopMallMOHHO-CIPaBOYHbIE ~ JIOKYMEHTHI B TOCYJAapCTBEHHOM U

MYHHUIHIIAJIBHOM YIIPABJICHUH



35.0TMeTKM Ha JOKyMEHTax: pOJb B TPOXOXKIECHWU W HCIOTHEHUU
JOKYMEHTOB, MECTO B (POPMYJISIpE TOKYMEHTA.

36.Ponb yHH(UUIMPOBAHHOW CHUCTEMBI OpPraHU3alMOHHO-PACTIOPSAUTEIILHON
JTOKYMEHTAIIMHU B TOCYIapCTBEHHOM W MYHHUITUTIATLHOM YITPaBICHUU.

37.CornacoBaHue TOKYMEHTA: MOPSII0K, BUIbI, BU3bI U TPU(BI COTIIACOBAHMUS.

38.0pranu3aloHHO-TIPaBOBbIE  JOKYMEHTHl B  TOCYJapCTBEHHOM U
MYHUITUTIATEHOM YIIPaBICHUN

39.00pareHus rpakiaH: BUAbI U crieruduka ohopmMiIeHUs

40.IIpoGnema yHH]UKAIIMM TEKCTa JTOKYMEHTa B TOCYAapCTBEHHOM U
MYHUITUTIATEHOM YIIPaBICHUH.

41.Pa3BUTHE CUCTEM JIOKYMEHTAIIMH HA COBPEMEHHOM JTarle.

42.0Opranm3anmst  paboTel € JOKYMEHTHPOBAHHOM  JOKYMEHTaIUEi
OTPaHUYEHHOTO JIOCTYIIA

43.Cpoku XpaHEHUs YIPABICHUYECKUX JOKYMEHTOB.

44.0nepaTuBHOEC W apXWBHOE XpaHEHHE JOKYMEHTOB B TOCYJApCTBEHHOM H
MYHHUITUTIATBHOM YIIPABJICHUH.

45.11pouenypa sKkcnepTu3bl LIEHHOCTH JOKYMEHTOB B TOCYJAapCTBEHHOM U
MYHHUITUTIATBHOM YIIPABICHUH.

46.Tlopsimox  oopmieHuss Jen W Tepeaadyd JOKYMEHTOB Ha apXHUBHOE
XpaHEHHE B TOCYIApPCTBEHHOM ¥ MYHHITUTIAIIBHOM YIIPABJICHHH.

47.0co0eHHOCTH XPaHEHHUSI JIEKTPOHHBIX IOKYMEHTOB B TOCY/IapCTBEHHOM H
MYHUITUTIATEHOM YITPaBICHUH.

A8.TlopsAmoK YHUYTOXKEHUS JOKYMEHTOB C UCTEKIIMMH CPOKAMU XPaHCHHS B
rocyJapCTBEHHOM U MYHUITUIIAJILHOM YIIPaBJICHUHU.

49.1lenn, 3amauyu W HaMpaBiCHHWs aBTOMATH3alMU JOKYMEHTAI[MOHHOTO
oOecrieueHrs yNpaBleHHWS B TOCYJapCTBEHHOM H MYHUIUIIAIHLHOM
YIPaBJICHUH

50.Cuctembl  aBTOMATH3AIlMK JEJIOMPOM3BOACTBA W JOKYMEHTOOOOpOTa
(CALJ) B rocyaapCTBEHHOM M MYHUIMIIAJIbHOM YIIPABICHUU: OCHOBHBIC

Tpe6OBaHI/I$I, OopraHu3anust BHEAPCHU, IICPCIICKTUBLI Pa3BUTUSA



Kpurepuu ouenku

OueHka «0TJIIMYHO» CTaBUTCS:

JlaH TOoNHBIA, pa3BEpPHYTHIM OTBET HA IIOCTABJIEHHBIM BOIPOC, ITOKA3aHA
COBOKYITHOCTb OCO3HAaHHBIX 3HAHMM IO AUCLUIUIMHE, J0KA3aTEIbHO PACKPBITHI
OCHOBHBIE IIOJIOXKEHHUS BOIIPOCA, OTPAKEHbI OCHOBHBIE KOHUENLMU WU TEOPUHU IIO
JAQHHOMY BOIIPOCY, OIMCAHHBIE TEOPETUYECKUE IIOJOKEHUS HWILIFOCTPUPYIOTCS
IIPAaKTUYECKUMH IIPUMEPAMM; B OTBETE IPOCIECKUBACTCS 4YETKasl CTPYKTYpa,
JIOTHYECKasd IIOCIENOBATEIbHOCTh, OTPAXKAIOIIAs CYLIIHOCTb PAaCKpPBIBAEMBIX
MOHSATUM, TEOPUM, SIBJICHUN, 3HAHUE MO MPEIMETy IEMOHCTpUpYyeTcs Ha (oHe
IIOHUMAaHUs €r0 B CUCTEME JAaHHOW HAyKW M MEKIUCUUIUIMHAPHBIX CBs3er. OTBeT
U3JI0)KEH B COOTBETCTBUHU C TPEOOBAHUSAMHU KYJIBTYpPbhl PEUHU M C MUCHOJIb30BAaHUEM
COOTBETCTBYIOLLIEH CHUCTEMbI MOHATHMM M TEPMHHOB (MOTYT OBITh JOIYILEHBI
HEJI0YETHI B OIIPEACIICHUH ITOHATHM, UCIIPABICHHBIE CTYIEHTOM CAMOCTOSTEIBHO B
Ipoliecce OTBETA).

OueHka «xopomo» ctaBuTcs: JlaH MOJIHBIN, pa3BEPHYTHIM OTBET HA IIOCTABICHHBIN
BOIIPOC, IMIOKa3aHO YMEHHWE BBIACIUTh CYLIECTBEHHBIE W HECYIIECTBEHHBIC
IIPU3HAKHW, [PUYUHHO-CICICTBEHHBIE CBS3HU, OJHAKO CTYJIEHT HCIBITHIBACT
3aTPYAHEHUs] IIPU WJUIKOCTPALUM TEOPETUYECKUX ITOJOKEHUM NPAKTUYECKUMU
npuMepaMu. OTBET YETKO CTPYKTYPHUPOBAH, JOTUYEH, U3JI0KEH B COOTBETCTBHUHU C
TpeOOBaHUSAMU KYJIbTYPhl PEUU U C UCIOIb30BAHUEM COOTBETCTBYIOUIEH CHCTEMBI
MOHATHM W TEPMHUHOB. MoryT ObITh JONyILIEHbI 2-3 HETOYHOCTH WIU
HE3HAUUTEIbHbIE OIIMOKH, UCTIPABIICHHBIE CTYICHTOM C IOMOLIBIO MTPENO/1aBaTeIs.
OueHka «yAOBJIECTBOPUTENBbHO» CTaBUTCA: JlaH HEAOCTaTOYHO TMOJHBIA H
HEJIOCTATOYHO pPAa3BEPHYTHIM OTBET. CTYyNEHT HE MOXKET IPOUIUIKOCTPUPOBATH
TEOPETUYECKUE  TIOJIOKEHHsI  NPAKTHYECKMMM  mnpumepamu. Jloruka u
MOCJIEIOBATEIbHOCTh H3JI0OKEHHUS] MMEIOT HapyIIeHMs; JOMYIIEHbl OLIMOKH B
PACKpBITUM TOHATUN, YMNOTPEOJEHUHM TEPMUHOB, KOTOpBIE CTYAEHT CIOCOOEH
UCIPABUTH MOCJIE HABOAIIMX BOMPOCOB (JI0MycKaeTcsa He OoJiee IBYyX OMIMOOK, HE

HCIIPAaBJIICHHBIX CTyJICHTOM). CTy,)IGHT HE CIIOCOOEH CaMOCTOSATEIBHO BBIACIIUTDH



CYIIICCTBCHHBIC U HECYIICCTBCHHBIC NIPU3HAKU U NMPUYUHHO-CJICICTBEHHBIC CBSI3H,
cienaTh BBIBOJABI. PeueBoe odopmieHHe TpeOyeT TONMpPaBOK, KOPPEKIMH, HE
UCTIOJIB3YIOTCS TIOHATHS U TSPMUHBI COOTBETCTBYIOIICH HAyYHOU 00JIaCTH.

OneHka «HEYJI0BJEeTBOPHUTEILHO» CTaBUTCS: OTBET TpeACTaBiIsIeT CoO0H
pa3po3HEHHBIC 3HAHUS C CYIIECTBEHHBIMHM ONIMOKAMHU 110 BOIPOCY, IPUCYTCTBYIOT
(dbparMeHTapHOCTh, HEJIOTHYHOCTh W3NOKeHUs. CTyIeHT HE OCO3HaeT CBA3b
oOcyXaemMoro BoOmpoca MO OWieTy C JIpYyruMd OOBEKTaMH JIUCIUILIAHEIL.
OTCYTCTBYIOT BBIBOJBI, KOHKPETHU3AIMS W JOKAa3aTeIbHOCTh H3IIOKEHUA. Pedb
HErpaMOTHasl, He0OX0oIuMasi TEPMHHOJIOTHS HE HUCIOJIb3YyeTCs, CTYJACHT HE JIaeT
ompeneneHUss  0a30BbIM  MOHATHSAM. OTCYTCTBHE OTBETOB Ha  BOIMPOCHI,
JIOTIOJTHUTEIbHBIE W YTOYHSIIOIIME BOIIPOCHI TIpErojaaBaTens HE NPHUBOAAT K

KOppPCKIHUH OIIMOOYHBIX OTBETOB CTyACHTA.

Ouenounble cpeacrsa s Tekymed arrecranuu (tunosbie OC mo Texkymei
arrecTalMl W KPUTEPUM ONEHKH MO0 KaXKIAOMY BHIY AaTTecTAllUd 10
AUCHMIVIMHE «/loKymMeHTalMOHHOe o0ecneYeHHe TOCYyAAPCTBEHHOI0 U
MYHHIMTIAJTBHOTO YIPABJIEHHUS)

CobecenoBanue (YO — 1)

Bonmpocel st colecegoBaHusi N0 JMCHMINVIMHE «J{OKyMEHTAaNMOHHOE
o0ecrneyeHne roCyJapCTBEHHOI0 U MYHUIIUIIAJIBHOIO YIIPABJICHUS»

Pa3znen 1

JlaiiTe onpesenenne TepMruHa «MHGOPMAITHS.



Kakum  OCHOBHBIM  KpUTEepUsM JOJDKHA  yIOBJIETBOPATH  HMH(OpManms,
UCITIOJIb3yeMas B IPOLIECCE YIPABJICHUS?
Uto Takoe JOKYMEHT, C KAKOM LEJIbI0O OH MOYKET CO3/1aBaThCs?
KakoBbl OCHOBHBIE MTPU3HAKU KJIACCU(PUKAIIUU JOKYMEHTOB?
Uto Takoe peKBU3HUT TOKYMEHTA?
UeM MoVIMHHUK TOKYMEHTA OTJIMYAETCS OT KOIIMU, KAKUE BUIbI KOTIUI BbI 3HAETE?
YTo Takoe TUNOBBIE, IPUMEPHBIE U UHANBUIYAIbHBIE JTOKYMEHTHI?
UTo nmoHMMaeTcs o JOKyMEHTAIMOHHBIM 00€CTIeUeHUEM YIIPaBJICHUS ?
Jalite onpeaeneHue JOKyMEHTOO00POTY MPENPUSITHS.
Pa3nen 2
B ueMm cyTh cranmaptuzanuu 1oKkymeHToB? Kakue pa3padaTbIBatoTCsi CTaHIapThI?
Yro takoe yHu(pukanusa n10kyMeHTOB? C Kakoil 1eNbl0 MPOBOJUTCA YHU(DHUKAIUA
JIOKYMEHTOB?
HazoBuTte 3Tarbl paboThl 0 YHU(PUKALUN TEKCTA CITY>)KEOHOTO JOKYMEHTA.
[lepeuncnure cucremst Y CJL
JaiiTe onpenenenuto 61aHka TOKyMEHTA.
Kaxkue Buibl OJ1aHKOB JOKYMEHTOB Bbl 3HaeTe?
UeMm oTnmmaaeTcst oopMIIeHHE PEKBU3UTOB 0011Iero 01aHKa oT O1aHKa muchMa?
Kakumu cnocobamMu MOKHO pacriojaratb pPEKBU3WUTHI OJaHKa, B YeM UX
0ocoOeHHOCTH?

Pasznea 3
Kakue BuAbl pacnopsauTeNbHBIX JTOKYMEHTOB HMMEIOT IMIpaBO  W3/1aBaTh
PYKOBOJUTEIMN MPEANPUATUNA U OPTaHU3ALIMI?
KakoBbl OCHOBHBIE (DYHKIIUU PACTIOPSIIUTENBHBIX JOKYMEHTOB?
[lepeunciure OCHOBHBIE PEKBU3UTHI, UCIIOIb3yEMBbIE /11 OOPMIICHUS MPUKa3a U
pacnopsKEHUSI.
HazoBuTe OOKYMEHTBI, KOTOpPbIE MOTYT OBITb OTHECEHBl K HH(OpPMAIMOHHO-
cpaBouHbIM. KakoBo ux 3HaueHue?
Kakne ¢opMbl NpPOTOKOJIOB MOXHO HCIOJNB30BaTh B yIPaBIEHYECKOU

ACATCIBHOCTHU, B UEM UX oTimune?



VYkaxkute TpeOOBaHUs K COCTABICHUIO U O(POPMIICHHUIO aKTA.

Kak npaBuibHO 0pOpMUTH CTIpaBKY?

VYkaxute Ha3HAUCHHE CIY>KEOHOM MepenucKu, Kakue BUJIbI IOKYMEHTOB OTHOCSATCS
K CcITy’keOHOH nepenucke?

JaiiTe kaccuuKaIuio C1yKeOHbIX MTUCEM.

HazoBute ocHOBHBIE TpeOOBaHUS K 0OPMIICHUIO IETOBOTO MUChMa.

[Iponomxkure onpenencHue: «J{okyMeHTalMEN 10 IMYHOMY COCTABY SIBJISIETCS ...»
Koro MoxHO Ha3BaTh JepkaTeneM NepCOHATbHBIX JaHHBIX ?

Kakue xomrmiekchl JOKYMEHTAIlMU BKIIIOYAeT B ce0sl KaapoBas WH(POPMAIIMOHHO-
JOKYMEHTAllMOHHAas cuctema’?

YKaxuTre JOKYMEHTBI, KOTOpBIE BKJIIOYAKOTCS B  KOMIUIEKC  KaJgpOBOM
OpraHU3alMOHHO-TIPABOBOM JOKYMEHTALIUH.

Kakue rpynnsl JOKyMEHTOB BXOJAT B KOMILJIEKC IIEPCOHAIIBHON JOKYMEHTALIUU?
YKaXuTe TEXHOJIOTMYECKYIO LETOYKY IOKYMEHTHPOBAHHUS IPOLECCAa MPUHATHUSA
KaHauaaTa Ha padoTy.

YKaXuTe TEXHOJOTHYECKYI0 LEMNOYKY ITOKYMEHTHPOBAHHUS MNpoLecca IEepeBoaa
COTpYJIHHKA Ha IPYTYIO JOJIKHOCTb.

B ueM ocoGeHHOCTH 0(hOpMIICHHS TIPUKA30B IO JINYHOMY COCTaBY?

Kakune 1OKyMEeHTBI BKJIIFOYAOTCSI B KOMIUIEKC OTYETHOW JOKYMEHTALUU?

JlaiiTe onpezenenyre T0KyMEHTOO00pOTa.

Uto moHMMaeTCs o1 Opranu3aleil 10KkyMeHToooopora?

KakumMu mnpaBuiaMu HEOOXOOUMO PYKOBOJCTBOBATbCA MpPU  OpraHU3aluu
JTIOKyMEHTO00O0pOTa B OPTaHE BIACTH?

VYKakuTe KaueCTBEHHbIE XapaKTEPUCTUKU JOKYMEHTO000POTA.

[1o xakuM mpU3HAKaM pa3anyaroT JOKYMEHTONOTOKH?

KTo, KaKk 1 ¢ KaKoil LIeJIbI0 OCYIIECTBISET MOJACUET JOKYMEHT0000poTa?

Ha Kkakux TOJIOKEHUSX JIODKHA OCHOBBIBATBHCS  ONTHMH3ALUS  CHCTEMBI
JTIOKYMEHTO000poTa?

UTto Takoe cXemMbl JOKyMEHTO000pOTa, 3a4€M OHU HY>KHBI?



C Kakoii 1eNbI0 pa3padaThIBAIOTCS MHCTPYKIIMH IO JIEJIOMPOU3BOCTBY, YTO B HUX
HEO0OXOIMMO TIPETYCMOTPETH?

YKaXuTe TEXHOJOTUYECKYIO MOCIIE0BATENBHOCTh ATANOB PA0OTHI ¢ BXOIAIIMMU
JTIOKYMEHTaMHU.

C kakoil 1eNbl0 OCYIIECTBIACTCS pErucTpanus JOKYMEHTOB, Kakue (OpMbl
perucTpanuu Bol 3HaeTe? B ueM UxX J10CTOMHCTBA U HEAOCTATKU?

KakoBa mocienoBaTeNbHOCTh  ONEpalMid  Mpu  paboTe ¢  BHYTPEHHUMU
JIOKyMEHTamMu?

Kak odopmiisieTcst cornacoBaHue nMpoeKkTa JOKyMeHTa?

Yto BKIIIOUAET B ce0s1 JOKYMEHTAIbHBIA (POH]T IpEeaTIpUsTUS?

C xakoii 1e5bl0 MPOBOIUTCA (POPMUPOBAHUE JIEJI, KaKUE MPU ATOM HEOOXOIMMO
coOmtoaTh TpeOoBaHUA?

Uto Takoe HOMEHKIATypa /e, C KakOW IIeNIbl0 pa3padaThiBalOTCS THUIIOBBIC
HOMEHKJIAaTyphI aen?

Kakyro nadopmanuio coaep>KUT HOMEHKIaTypa e’

UTo noHMMAaETCA MOJ FKCIEPTU30M IEHHOCTU JOKYMEHTA?

C Kako# 1ENbI0 B OPraHe BJIACTH CO3JAETCS YKCIEPTHASI KOMUCCUU, YTO SIBIISIETCA
00BEKTOM €€ pacCMOTpEeHUs?

Kakue kpuTepuu UCronb3yrOTCs IPU OIIEHKE TOKYMEHTOB?

Kakass uHpopManys BBIHOCUTCS Ha OOJOXKKY J€Ja, MOAJIEKAIIEro XPaHEHUIO0 B
apXvBe€ OpraHa BJIacTH?

C KaKko¥ LEeJbIO B JIEJIO MOAIINBAETCS BHYTPEHHSSI ONUCH?

Kak ocyuiecTisieTcss npuem-nepenaya el B apXuB?

Kakue Buasl wuHOpManum MOryT OBITh HMHTEIUICKTYQJIbHO IIEHHBI TS
TOCYAapCTBEHHOTO ¥ MYHHUITUIIAJLHOTO CITYKaIIero?

Urto Takoe KoH(DHUICHIIUATBEHBIN TOKYMEHT?

VYkaxure Kiaccupukanuio KOHUIESHITUATBHBIX JOKYMEHTOB.

Kakne ocHOBHbIE yIpo3bl BO3HUKAIOT NpU paboTe ¢ KOH(DUACHIIMATLHBIMU

JIOKyMeHTamu?



Ykaxute 0COOCHHOCTH BEICHUS NIETONMPOU3BOJICTBA, OOCCIEUYMBAIONIECTO YUYET U
COXPaHHOCTh KOHPUACHITMATBHON HH()OPMAITUU U TOKYMEHTOB.

Uto moHMMAaeTCsl TOJ| 3allWIIEHHBIM JOKYMEHTOOOOPOTOM, 3a CUET YEer0 MOMKET
OBITH OOecIieueHa ero 3amura’?

Kpurepuu oneHku (yCTHBIN OTBET)

100-85 6ami0oB BBICTABISIOTCS CTYICHTY, €CJIM OTBET IMOKA3bIBACT MPOYHBIC 3HAHHSI
OCHOBHBIX TPOIECCOB U3Y4aeMOU MPEAMETHON 00JIaCTH, OTIMYACTCS TITyOUHOUN H
MIOJTHOTON PaCKPBITHS TEMBI; BIaJICHUE TCPMUHOIOTUYCCKUM amllapaToM; YMEHHUE
OOBSCHATHh CYIIHOCTh, SIBJICHWH, MPOIECCOB, COOBITHH, IenaTh BBIBOALI U
00001IeHNsI, JaBaTh apryMEHTHPOBAHHBIE OTBETHI, IPUBOJNTH IMPUMEPHI,
CBOOOJTHOE BIIJICHUE MOHOJIOTMYECKOM PEUbl0, JOTUYHOCTD U MOCIIEI0BATEILHOCTh
OTBETa; YMEHHE IPUBOIUTH IPUMEPHI COBPEMEHHBIX IMPOOJIEM N3ydaeMOi 00JIaCTH.
85-76 - 6aIoB - OTBET, OOHAPYKUBAIOIIUM MTPOYHBIC 3HAHUS OCHOBHBIX MPOIIECCOB
U3y4aeMoil MpeaMeTHON 00JacTH, OTIMYAETCS TIyOUHON U TOJIHOTOM PaCKPBITHS
TEMBI; BJIaJICHHEC TEPMUHOJIOTHYCCKUM amlapaToM; YMEHHE OOBSCHATHh CYIIHOCTD,
SBJICHUM, TMPOIIECCOB, COOBITUN, JeNaTh BBIBOJBI M 00O0OIEHHUSA, JaBaTh
apryMEHTUPOBAHHBIC OTBETHI, MPHBOAWTH IPUMEPHI, CBOOOJHOE BJIAJCHHC
MOHOJIOTUYECKOW PEUbl0, JIOTUYHOCTh M TOCJIENOBATEIHHOCTh OTBeTa. OHAKO
JIOTYCKaeTCs OJIHA - IB€ HETOYHOCTH B OTBETE.

75-61 - Gamnm - oleHUBAETCS OTBET, CBUICTEILCTBYIONINI B OCHOBHOM O 3HAHUU
MIPOIICCCOB M3y4aeMOM MPEAMETHOM 00JacTH, OTIMYAIONIUNCS HEA0CTAaTOUYHOU
TJTyOMHOW M TIOJITHOTOW PACKPBITHS TEMbI; 3HAHUEM OCHOBHBIX BOTIPOCOB TECOPHH;
cmabo  chOpMHpPOBAHHBIMH  HABBIKAMH  aHalM3a  SBJCHUH,  TPOIECCOB,
HEJIOCTaTOYHBIM YMEHHEM JaBaTh apryMEHTHPOBAHHBIE OTBEThl M MPHUBOJUTH
MPUMEPBI; HEAOCTATOYHO CBOOOJTHBIM BIIAJICHUEM MOHOJIOTHYECKOW pPEYbIo,
JIOTUYHOCTHIO M TTOCIIEIOBATEILHOCTHIO OTBETA. J[0MmycKaeTcss HECKOIBKO OITMOOK B
COJIep>KaHUM OTBETA; HEYMEHUE MPUBECTH MPUMEP PA3BUTHUSI CUTYaIlUH, TTPOBECTH
CBSI3b C IPYTHUMH aCIIEKTaMU U3y4aeMOU 00IacTH.

60-50 OamioB - OTBET, OOHAPYKHBAIOIIUN HE3HAHWE MPOIECCOB H3yYaeMOU

MPEeAMETHOM 00JIACTH, OTIMYAIOIIUIICS HEMTYOOKUM PACKPBITHEM TEMbI; HE3HAHUEM



OCHOBHBIX BOIIPOCOB TCOPUH, HeC(l)OpMI/IpOBaHHBIMI/I HaBbIKaMHM aHaJIn3a ﬂBHeHHﬁ,
MpouecCCoOB, HCYMCHHUECM NdBaTb apryMCHTUPOBAHHLIC OTBCTHI, c1a0bIM BJIaACHUCM
MOHOJOTHYECKOM pPC€Ubr0, OTCYTCTBHUCM JIOTUYHOCTH H IIOCICAOBATCILHOCTH.
I[OHYCK&IOTCH CCPBLC3HLIC OIINOKH B COACPIKAaHHUHN OTBCTA, HC3HAHHNC COBpeMCHHOﬁ

npoOJIeMaTUKHA U3y4aeMou 00J1acTr

Tembl n0KIa10B, coodmennii (YO — 3)
1. Knaccudukanus opraHu3aliuOHHO-PACIOPAIUTEIbHON JOKYMEHTAIUH 110 BUAaM
JEATEIbHOCTH NPEIIPUATUS, 110 HAa3HAYCHMIO, COJIEPKAHUIO, IPOUCXOXKIACHUIO,
HOCHUTEJISIM HH(POPMALIUH.
2. OpraHu3alOHHbIE — yCTaB, HHCTPYKIIMS, ITOJIOKEHHUE.
3. PacniopsanTenbHble — pelIeHus], IPUKa3bl, IOCTAHOBJIECHUS.
4. CripaBOYHO - HH(POPMAITUOHHBIE — CITPABKH, JTOKJIAJIbI, aKT.

5. [IpeTeH3nOHHO-UCKOBAsl JOKYMEHTAIIHSL.



6./lokymeHThI, OGOPMIISIONINE TIOPSAOK PACCMOTPEHHUS  CIIOPOB  MEXIY
IOpUIMYECKUMH JIUIIAMM.
7.IlpeTeH3HOHHbIE MHCbMA, HCKOBBIC 3asBJICHUS, TPEOOBAHUS M TMOPSIOK HUX
o opMIIECHUS.
8. Ilepenncka — OHO M3 OCHOBHBIX (DOPM KOPPECHOHJICHLIUU, €€ Ha3HAUYCHHE,
PEKBU3UTHI, YYET U XpaHEHUE.

Huckyccust (YO-4)

IlepeyeHb TMCKYCCHOHHBIX TEM
1.Ilpobrema wuHMOPMALMOHHBIX PECYPCOB B CHUCTEME TOCYJApPCTBEHHOTO U
MYHULIMNAIBHOTO yIPaBICHUS
2.ITpo6ieMbl 1 MPUHIIUTIBI CO3AAHUS « DIEKTPOHHOTO MTPABUTEIHCTBAY
3.«DNEKTPOHHBINA TPAKIAHUH» U TOCYIapCTBEHHAS yCIIyTa
4. VluHOBaIMM B IOKYMEHTaIIMOHHOM oOecrieueHuu [ MY
5.9hpeKTUBHOCTD JOKYMEHTAIIMOHHOTO obecnieueHus MY
100-85 6amnoB BBICTABISIOTCA CTYCHTY, €CIIA OTBET MMOKA3bIBACT MPOYHBIC 3HAHUS
OCHOBHBIX MPOIECCOB U3y4aeMOM MPEIMETHON 001acTH, OTIIMYAETCA TITyOuHOUN U
MOJTHOTOM PACKPBITHUSI TEMBI; BJIaJICHHE TEPMUHOJIOTUYECKUM alapaToM; YMEHUE
OOBSCHATHh CYIIHOCTh, SIBJICHHI, TIPOILIECCOB, COOBITHM, JeiaTh BHIBOABI H
00001IeHNsI, J1aBaThb AapPTyMEHTHPOBAHHBIE OTBETHI, MPUBOIAUTH TPHUMEPHI;
CBOOOIHOE BJIaJICHUE MOHOJIOTMYECKOUN PeUbl0, JOTUYHOCTh U MOCIEI0BATENbHOCTh
OTBETa; YMEHHE IPUBOIUTH TPUMEPHI COBPEMEHHBIX MPO0JIeM U3ydaeMon 00JIacTH.
85-76 - 6amioB - 0TBET, OOHAPYKUBAIOIINIA TPOYHBIC 3HAHUS OCHOBHBIX MTPOIIECCOB
M3y4aeMoil mpeaIMeTHON 00JacTH, OTIAMYAETCS TTTyOUHON M MOJIHOTOM PacKpBITHS
TEMBbI; BJIaJICHHE TEPMUHOJIOTHYECKUM anmnaparoM; yMEHUE OOBSCHATh CYIIHOCTbD,
SBJICHUM, TMIPOIECCOB, COOBITHH, Jenarh BBIBOJALI U 000O0IIEHUS, JaBaTh
apryMEHTUPOBAHHBIC OTBETHI, TPHUBOAWTH MPUMEPHI, CBOOOJAHOE BIAJICHUE
MOHOJIOTUYECKON PEeYbl0, JIOTUYHOCTh M MOCIEA0BATEIbHOCTh OTBeTa. OHAKO
JOMYCKAeTCs OJIHA - IB€ HETOYHOCTH B OTBETE.
75-61 - Gam - OLIEHUBAETCA OTBET, CBUAETEILCTBYIOLIUI B OCHOBHOM O 3HAHUU

MPOLIECCOB M3y4yaeMOM MpeJAMETHOW 00JIacTH, OTJIMYAIOIIUNCS HEIO0CTATOUYHON



IyOMHOW M TIOJTHOTOM PACKPBITHUSI TEMBI, 3HAHHEM OCHOBHBIX BOIIPOCOB TEOPUH;
cmabo  chOpMHpPOBAHHBIMU  HABBIKAMH  aHAlW3a  SIBJICHUH,  TPOIECCOB,
HEJOCTAaTOYHBIM YMEHHEM J1aBaTh apryMEHTHPOBAaHHBIC OTBETHI U IMPHUBOIUTH
MPUMEPHI; HEAOCTATOYHO CBOOOJTHBIM BIIAJICHUEM MOHOJIOTHYECKOW PEYbIo,
JIOTUYHOCTBIO U TIOCTIEI0OBATEIHPHOCTRIO OTBETA. Jl0oMmyCcKaeTcsi HeCKOJIBKO OIMOOK B
COJICp)KaHUU OTBETAa; HEYMEHHUE MPUBECTH MIPUMEP Pa3BUTHsI CUTYaIllUU, TIPOBECTH
CBSI3b C APYTUMHU aCIIEKTaMU U3y4aeMoil 00s1acTu.

60-50 GamioB - OTBET, OOHAPYKMUBAIOIIUM HE3HAHHWE IIPOIIECCOB HM3ydacMOM
MIPEAMETHON 00JIaCTH, OTIMYAIOIIHICS HENTYOOKHUM PACKPBITHEM TEMbI; HE3HAHUEM
OCHOBHBIX BOITPOCOB TEOPHH, HECPOPMHUPOBAHHBIMH HABBIKAMH aHAJW3a SBJICHUH,
MIPOLIECCOB; HEYMEHUEM JIaBaTh apTyMEHTUPOBAHHBIE OTBETHI, CIA0BIM BIaJCHUEM
MOHOJIOTHYECKOW pPEUYbl0, OTCYTCTBHEM JIOTHYHOCTH U TIOCIIEIOBATEIHHOCTH.
JlomyckaroTcsi cepbe3HbIe OIMOKU B COACPKAHUU OTBETA; HE3HAHWE COBPEMEHHOMN

poOIeMaTHKU U3y4aeMoil 001acTH.

KoMmuiekT 3aganuii i KOHTPoJibHOM padorsl (ITP-2)

Pa3zmen 1..........

Bapuanr 1

3aganue |

OTMETKy O HaTu4MM MNPUIIOKEHHs, HA3BaHHOTO B TEKCTE MHUCHbMA, O(OPMIISIOT
CJIEAYIOIIUM 00pa3oMm:

[Tpunoxxenue: B 6 3k3. - Ha 7 71

3amanue 2

OtMeTKy 00 ucnoauuTene ohopMIISIOT CIEAYIOUIUM 00pa3oM



Cunoposa Bepa I[lerpoBna, cexperaps — Ten. 2 — 40-40-40
Bapuanr 2

3aganue 1

HcnpasbTe rpud cormacoBaHus:

«CormacoBaHO» Hata

Hupextop OAO «Pyoun JIB»

JInunas moanuce A.B. lBanoB

3aganue 2

Busza cornacoBanust ohopmMisieTcs CleayomuM o0pa3oMm:
PykoBoautens ropuaudeckoro otaena JIndHas noanucey A.C. Opnos
Bapuanr 3

3ananue |

[Toanucu 2 NOBKHOCTHBIX JIUI] B JOKYMEHTE 0(DOPMIISIIOTCS CIEAYIONUM 00pa3oM:

['naBHBIN OyxTanTep JInunas nmoanuce IIETPOBA
o.M
Pexrtop JInunas noanuce Cunopos

Oner HukonaeBuu

3aganue 2

Buecute ncnpasieHus B pe30JIIOLMIO:
[Tpoury moAroTOBUTH NPOEKT

Pemenus mo mocraBkam 000py10BaHUS
k 05.10.2012

JInanasg nmoanuch

Jlata

NBany MBanoBuuy IlerpoBy n Crenany MiBanoBuuy CugopoBy
Pa3nea 2

Bapuanr 1

3amanue 1



CocTraBbTe OTMETKY O NMPUJIOKEHNUH, KOTOPOE COCTOUT U3 Mpaiic-1ucTa Ha 6
JIUCTax B 2 3K3EMIUISIpax U U3 JOJKHOCTHOW MHCTPYKIIMU Ha 3 JIMCTaX B 5
HK3EMIUTSIPAX
3ananue 2
CocTaBbTe BU3Y COIIIaCOBaHMs (Bbl HAYAIBHUK OTJIENIA CTPATETUIECKOTO
IJIaHUPOBaHUsI, 1aTta Bu3upoBaHus — 21 depamns 2015 roga, y Bac €CTh 3aMedaHuUs
10 JIOKYMEHTY)

Bapuanr 2
3ananue 1

CocTaBbTE OTMETKY O MIPUJIOKEHUH, KOTOPOE COCTOUT W3 MpanC-JINCTa HA 6
JIUCTax B 2 3K3EMIUISIpaX U U3 JOJKHOCTHOW MHCTPYKIIMU Ha 3 JIMCTaxX B 5
AK3EMIUISIpax; U3 MPOEKTa MprKasa Ha 2 nucrtax B 1 sx3emiuisgpax. [Ipunoxenue
HaIIpaBJISIIOT HE BO BCE YKa3aHHBIE B JOKYMEHTE aJIpeca.
3aganue 2

CocraBbre pesomtonuto (Bel 21 depans 2015 nopyuaete Anne HuxonaeBHe
[leTpoBoii MOATOTOBUTH MPOEKT MpHKa3a 00 CO3AaHUM OTJela MMYIIECTBEHHBIX
oTHolIeHu 10 28 ¢gepans 2015 rona)

Bapuanr 1
3ananue 1
[TocTynieHue JOKYMEHTOB B OpraHU3allMI0 U UX MEpBUYHAsE 00padoTKa
Bapuanr 2.
3ananue 1
Onpenenure cOCTaB TOKHOCTHBIX JIULI, YYaCTBYIOUIUX B 00paOb0TKe U UCTIOJTHEHU U
JIOKYMEHTOB.

Bapuanr 1
3aganue 1
CocTaBbTe JOKYMEHT C TIPOCHOOI 0 mpueMe Ha padoTy Ha JOJHKHOCTh MHXKEHEpa-
nporpammucta B otaen kaapoB KI'VII «/lanboHepro» Ha MOCTOSHHYIO padoTy.
Henocraromue peKkBU3HTHI YKOKUTE camMoCToATeNbHO. OO0OCHYHTE BBIOpAaHHYIO

TEXHOJOI'HIO INOArOTOBKH JOKYMCHTA.



3ananue 2

Hcnonb3yst BO3MOKHOCTH TeKcToBOrO Tiporieccopa MS WORD, coctaBbsTe nmuchbmo-
npurnamenue KpaeBoro xoiemka ropoaa ApceHbeBa ¢ NpejIoKeHUEeM MPUHATh
y4acTHe B HAYYHO-TIpaKTHIecKor KoHpepeHn «IIpuMenenne napopMarmoHHbIX
TEXHOJIOTUI B 00yueHumn». Hemocraromuye peKBU3UTHl YKAKUTE CAMOCTOSTEIBHO.
OO6ocHylTEe BEIOpAHHYIO TEXHOJOTHIO MOJATOTOBKH JOKYMEHTA.

Bapuanr 2

3ananue 1

Hanumure npuka3 redepanpHoro gupekropa MVYIIAT  «HoBelii Ypenroi» o
npueme Bac Ha paboty OyxranrepoMm. OOOCHYHTE BBIOPaHHYIO TEXHOJIOTHIO
MOATOTOBKHU JOKYMEHTA

3ananue 2

CocraBpTe npuka3 06 ocBoboxaeHuu Bac ot paboTs! yuntenem 6uosnoruu B MbOY
COII Ne 12 B cBsizu ¢ mepee3ioM Ha HOBOE MECTOXKUTEIbCTBA. OOOCHYiTE
BBIOPAHHYIO TEXHOJIOTHIO IOJITOTOBKY JIOKYMEHTA

Bapuanr 1

3ananue 1

Peructpaiusi 1okyMeHTOB, (hOpMBI U IPUHIIUITBI PETUCTPAIUH.

3ananue 2

3aperucTpupyiTe NpeoKeHHbIE JTOKYMEHTHI.

Bapuanr 2

3amganue 1.

CocTaB KOHTPOJUPYEMBIX JOKYMEHTOB U TOPSAIOK OCYUIECTBICHHUS KOHTPOJIS.
3aganue 2

JlocTaBbTe NOKYMEHT Ha KOHTPOJb, OPOPMHUB HPH ITOM BCE HEOOXOAMMBIE
PEKBU3UTHI.

Bapuanr 3

3amanue 1

NudopmarmonHo-crpaBoyHas paboTa HaJl JOKyMEHTaMHU.

3amanue 2



.OdopmMure perucTparOHHO-KOHTPOJIBHYIO KapTOUKy Ha MPEIOKCHHBINA
JIOKYMEHT.

Bapuanr 4

3ananue 1

[ToHsiTHE HOMEHKJIATYypa /el U €€ POjb B OpraHu3aluu padoThl C TOKYMEHTaAMHU.
3aganue 2

[IpencraBpTe TEXHOJOTHIO M3TOTOBJICHUSI MHAWBUYaTbHON HOMEHKIIATYpP JEN B
BHJIE OPTAaHU3ALMOHHOMN CXEMBI.

Bapuanrt S

3ananue 1

IlpaBuna dhopmupoBanus aei.

3anganue 2

.Odopmure 00JIOXKKY JIeT TO YCTAaHOBJICHHOW (opMe g MPeIOKEHHBIX
JIOKYMEHTOB.

Bapuanr 6

3ananue 1

Kommieke pa®oT, MpoOBOAUMBIX CIY>KO0H J1eTONMPOU3BOJICTBA MIPU Cllaue B apXuB
JIOKYMEHTOB OpraHU3aluu.

3aganue 2

ChopmynupyiiTe 3arooBKU e, AJIsl IPEIJI0KEHHBIX TOKYMEHTOB.

Bapuanr 7

3ananue 1

TpeGoBaHus K 0POPMIIECHUIO AEI MIPHU CAAYE UX B ApXUB

3aganue 2

.Odopmute omucHu Jejl MOCTOSHHOTO XPaHEHUs, MOJJIeXkKallue clladye€ B apXWuB.
Bapuant 8

3ananue 1

KaxkoBbl ipuHniumna ¢GopMupoBaHus Jei.

3amanue 2



.O3HaKOMBTECh C TIPHUBEACHHBIM (PPArMEHTOM HOMEHKIATYpPHl e, YKAKHUTE
OIIMOKH U TIPEACTABLTE IPABUIIHHBIN BapUAHT.

Bapuanr 9

3aganue 1

[IpaBuma cocTaBieHUs ONUCEH JI€ MOCTOSIHHOTO M BPEMEHHOT'O XpaHEHUs. 3aJlaHue
2

CocTraBbTe 3aBEpUTEIBHYIO HAJIMKUCH HA JeNa K CJJaYe B apXUB.

Monyas 5
Bapuant 1
3aganue 1
Yxaxure M®IL] Bo BiraguBocToke
3amanue 2
UTo Takoe MPUHIUII «OJHOTO OKHa»

Bapuanr 2
3aganue 1
Yxaxure MO®I] B [IpumopckoMm kpae
3amanue 2
Uto takoe CMOB?
Kpurepuu oueHku:

10 OGamioB BBICTABIAETCS CTYIAEHTY, €CIH COJCp’KaHUE TEMbl IOJHOCTHIO
PacKpbITO, HET 3aMedyaHui 1Mo ohOpMIICHUIO PabOThl, HA MPAKTUYECKOM 3aHSITUU
CTYJIEHT JIeJIaeT YCTHBIN JOKJIaJ M0 Mpe/ICTaBIEHHOMY B pedepare Marepuaity
7 6aJJIOB BBICTABJISICTCS CTYICHTY, €CIIU COJIEPIKAHUE TEMBI TTOJTHOCTHIO PACKPHITO,
HET 3aMedaHuii mo ohopMIICHHIO padoThl, paboTa MpeACTaBisieTcss 0€3 YCTHOTO
JOKJIaa.
50aJIJI0OB BBICTABIIACTCS CTYJICHTY, €CJIM COJEpKaHUE TEMBI MOJHOCTHIO PACKPBITO,
€CTh 3aMe4aHusi 0 0(OPMIICHHUIO pabOThI, paboTa MpeACTaBIAeTCS 0€3 YCTHOTO

JOKJIaga



3 GaJia BBICTABIISICTCS CTYACHTY, €CITH COIEP KaHUE TEMBI PACKPBITO HE IMOJIHOCTHIO,
€CTh 3aMeuaHusi Mo oGopmiIeHUIO paboThl, paboTa MpeacTaBisieTcss 0€3 YCTHOTO

JOKJIaJda

Keiic —3agaumn (IIP-11) mo aucuumimnHe «{oKyMeHTALMOHHOE O0eclevYeHue
rocyJ1apCTBEHHOI0 M MYHUIIMIIAJIbHOT0 YIIPaBJIE€HUSD)

JIoKyMeHTBI HEOOXOIMMO TMOATOTOBUTH, HCIOJIB3Ys] BO3MOXKHOCTH TEKCTOBOTO
nporieccopa MS WORD. O6bem kelic-3aaun paccuvTaH Ha BBIMOJHEHHE B
teyeHue 15-20MuHyT.

Keiic — 3agaua 1



1. Ilens keiica

OdopMuUTh pacropssKEHUE COTTIACHO YIPABICHUYECKON CUTYalluu

eab Keiica:

OdopMuTh prKa3 IO OCHOBHOMH J1€ATEIHHOCTH:

Ne 124 ot 23.02.2015,

HaNMEHOBAaHHUE OpPraHU3AIUU:

MunucrepcTBo 00pazoBanust PO

Poccuiickuii rocy1apCTBEHHBIN YHUBEPCUTET

(PITY)

MECTO COCTaBJICHMS IIpUKasa: r. MockBa

3arojioBok: OO0 o0ecrie4eHn! CTyIEHTOB yueOHOU JTUTepaTypo
Koncratupyromas 4acts:

B cootBerctBuu ¢ mpukazoM muHuctpa ot 10. 01. 2015 Ne 214 «O6
00ecCIieYeHUH CTYJICHTOB yueOHO IUTepaTypoii»

PacnopsnurenbHas 4acTs:

3aenyromeir Oubmmorexoit I'. U. CronsipoBoii OpraHu3oBaTh MPOBEPKY
COCTOSIHUA (POHJIOB y4yeOHOH JIUTEpaType M COCTaBUTH CIIPaBKY O HAJIMYUU
y4eOHUKOB, YYE€OHBIX TMMOCOOMI, METOAMYECKHX pPa3paboTOK TIO0 BCEM
JUACLUIINHAM, YUTAEMBIM B YHUBEPCUTETE, K 28. 02. 2015.

3aBenyromuM Kadeapamu NpeACTaBUTH 3aBEIyIONIeH OUOTUOTEKOW CIHUCKU
y4eOHOU InuTepaTyphl (C yKa3aHHEM KOJUYECTBA 3K3EMIUIIPOB), KOTOPYIO
HEOOXOAMMO 3aKYIUTh JIJIsl 00ECIEYeHHs CTYICHTOB MO YUTAaeMbIM Kadeapou
nucrummmaamu, K 05. 03. 2015.

byxrantepun (1. Oyxranrep B. [I'. I[laBmoB) yHuBepcUTETa BBIJICIUTH
OuOIMOTEKE CpeICTBA, HEOOXOAUMBIE SISl 3aKYIIKH YUYEOHOU JTUTEPATYPHI.
KoHTposns 3a ucrnoiaHeHHeM MpHKa3a BO3JIOKHUTh Ha HadadbHUKA YYEOHOTO U
otaena U. I1. ['oproHoBa.

IHoanucu:

pekropa yauBepcutera FO.H. Adanacrea

3aBenytonien oubamorexkor I'. U. Ctonsposa 21. 02. 2015



HavanpHuKa ydeOHoro otaena U. I1. ['opronos 21. 02. 2015

rnaBHoro oyxranrepa B. I'. Tlasnos 21. 02. 2015

Keiic —3agaua 2

Llens kelica

OdopMuTh pacnopsiKeHUE COIIACHO YIPABICHYECKON CUTYAITUH:

Ne 73 ot 14.11.2015,

HaUMEHOBAHUE OpraHU3AIUU:

KI'VII «IIpumTeriosHepro»

MECTO COCTAaBJICHUS pacnopsikeHus: BaaguBocTok

3arosioBok: OO0 ydacTuu B npa3aHUYHOM [lepBomaiickoil neMoHcTpanuu

Keiic - 3agaua 3.

Llens:

CocTaButhb 1 0OPMHUTD JOKIAIHBIE, U O0BSICHUTEIBHBIC 3aAMUCKH, HEOOXONUMbIC
B CIIEIYIOIINX YIPABICHYECKUX CUTYaIIMIX.

Onucanue cuTyauuu

3amecTuTenb HavyanbHUKa [IpousBoacTBeHHOro oObenuHeHus «MoCKOBCKas
ropojckas tenedonHas cetb» (MI'TC) Munuctepctsa cBsizu PO J[y6os M. .
oOpaTWICs K Ha4YaJbHUKY CIIEIMAIEHOTO YIIPaBICHUS TEIS(POHHON CBS3U TOTO K€
MuHUCTEpCcTBA AKceHOBY I'. C. ¢ JMOKJIaIHOM 3alMCKON O BBIJCICHUHU MPSIMBIX
IPOBOJIOB M Ha3HAYEHUM TeIe(POHHBIX HOMEPOB Ha JOTOBOPHOM OCHOBE. B
nokJaaHon 3anucke M., JIyooB coo01imait o ToM, 94TO B CEHTAOPE TEKYIIETo roja
oobenunenueM (MI'TC) ObUTM MOATOTOBJIEHBI M COIVIacOBaHbI ¢ [J1aBHBIM
MJIaHOBO-()MHAHCOBBIM yIpaBlieHueM MuHucrepctBa cBsizu P® 10roBOphl C
HOBBIMHM a0OHEHTamu. JIJis BKIIFOUEHHS YKa3aHHBIX a0OHEHTOB B CETh MepeIadn
nanubix «MHpoTem» ¢ 1 nmexabps TeKyllero rojga HEoOXOAUMO BBIJICIICHHUE
OpSMBIX TIPOBOJIOB. B cBs3u ¢ 3Tum r-H J[yOOB BBIIBHHYJ MPEIJIOKEHUE O
BBIJICJICHUM TIPSIMBIX TPOBOJAOB W Ha3HAYCHUU TeNe(OHHBIX HOMEpPOB Ha
JIOTOBOPHOM OCHOBE YyKa3aHHbIM abOoHeHTaMm. JlokiaaHash 3amucka Oblia
coctaBiieHa ucnoaureneM OpioBoit u noanucana /[yooseim M. U. 12 Hos10ps

TEKYIIEero roja.



Keiic —3agaua 4.

Llens:

CocTaButhb 1 0(OPMUTDH JOKIAJHBIE, U OOBSICHUTEIbHBIC 3aIMCKU, HEOOXOUMBIE
B CIICYIOIIUX YIPABICHYECKUX CUTYaIIUSIX.

Onucanue cutyanuu

Corpynauk MYVYIIAT «HoBeiii VYpenroit» M. M. MypomoB peryisipHO
omasJpiBall Ha paboTy, YeM Hapylial TPYAOBYIO AUCUHUIUIMHY. HavanbHuk
opranu3zanuoHHoro otaena Ilymunuaa M. B. HeogHOKpaTHO JAenana emy
3amedanus (B ycTHOU dopme), a 12 mioHS TEKyIero rojaa OblIa BBIHYKJICHA
oOpaTUThCS C JaHHBIM BompocoM K aupektopy CemoBy A. B. ¢ moknaaHou
3aMUCKOM, B KOTOPOU MpOCuUiIa MPUHATh MEPHI TUCHHUILIMHAPHOTO XapakTepa K M.
M. Mypomosy.

Keiic — 3agau4a S.

Llens:

CoctaButh 1 0GOPMUTH AOKIATHBIC, U OOBICHUTEIBHBIC 3aITUCKH, HEOOXOIUMbIEC
B CIIEIYIOLINX YIPABICHYECKUX CUTYaIIMIX.

Onucanue cuTyauuu

PykoBogutens otmena HOBBIX mnpoekToB TokapeBa O. B. oOpartmiachk K
['enepansHOMy nupektopy OOO «Mactep» r-uy A.Jl. UeBneBy ¢ moknagHOM
3aMUCKOM O HEOOXOJMMOCTH YBEJIMYEHUS IITATHOW YWCICHHOCTH oThena. B
nokanHon 3amucke TokapeBa O. B. coobmiana o ToM, 4TO B HACTOSAIIEE BpeMs
JUIS YCTICIIHOM pabOThl areHTCTBAa HEOOXOAMMO yBeIWdeHUe 0a3bl JaHHBIX O
MOTEHIIUAJIbHBIX KIMeHTaX. [1o ee MHEHHIO, OJJTHUM U3 HauboJiee peaibHbIX MyTeH
pacmpenus 0a3bl JAHHBIX SBJSIETCS TMOCTOSIHHBIM aHAJIN3 CPEJCTB MACCOBOM
uH(popManuu, B YACTHOCTU Tmpecchl (MHpopmamus O Haubolsiee KPYIHBIX
KJIMEHTaX areHTCTBa ObliIa MOJy4YeHa U3 aHATUTHIECKOTO KypHalia « DKCIEPT»).
B cBsi3u ¢ T€M, YTO OTAEN B €r0 HACTOAIIEM COCTaBe (5 COTPYAHUKOB) HE UMEET
BO3MOXXHOCTH OpPraHW30BaTh IMOJAPOOHOE HU3YyUYCHUE AHAIUTHYECCKUX HW3JIaHUMH,
Toxkapesa O. B. cuutaeT 1ienecoo0pa3HbIM BBECTH B IIITAT OTENA JABE JOIKHOCTH

MCHCKECPOB JII HM3YUCHHMA MW aHallu3da IPCCCbl C IMOCJIBIO BbIABJICHUA



NOTEHUIUATIBHBIX KIMEHTOB, a TAK)K€ MOJTOTOBKU OMEPaTUBHON MH(OpMamu o
nosioskeHnu Ha peiHke CMU B dopme exeHenenbHbIX 0TYETOB. B nmoxianHoi
3anucke TokapeBa mpeyIokKuiIa Ha 3T JOJDKHOCTH 110100paTh COTPYIHUKOB U3
YHclia CTYACHTOB 4—5 KypcoB (hakynbTeTa >KypHATUCTUKU J{adIbHEBOCTOYHOTO
(denepanbHOrO yHUBEPCUTETA

Kpurepuu oueHku 1J1s1 Keidc-3a1a4:

Ne m\nn IHoka3areian OueHka

1 3aﬂaHI/IC BBIIIOJIHCHO, B OCHOBC OTBCTaA JICXKUT 3HAHHC 5

TCOPHUH, TCPMUHOJIOTUA KOPPCKTHA

2 3aJaHue BBINOJHEHO, B OCHOBE OTBETa JICXKHUT 3HAHHC 4
TEOPHHU, HO B AJITOPUTME BBIMIOJIHEHUSI U B UCTIOJIB3YEMOM

TCPMHUHOJIOTHH BCTPCUAKOTCA HCTOYHOCTH

3 3aJjaHNE BBITIOJHEHO YaCTUYHO, B AJITOPUTME BBINOJIHEHUSA 3
MU B HCIHOJIb3YEMOM  TEPMHHOJOTMHA  BCTPEUYANOTCS

HETOYHOCTHU

4 3aaHue HE BBIITOJIHEHO 2

TectoBbie 3ananus (ITP-1) no gucuuninne «JlokymMeHTAIMOHHOE
o0ecneyeHure rocyJapCTBEHHOr0 U MyHMIMIIAJIBLHOTO YIIPABJICHUSA

TecToBbIC 3aaHMs BKIIOYAIOT JOCTATOYHO OOJIBIIION IHUAMa30H BapUAHTOB,
YTO, YYUTHIBAas CXKAaTO€ BpeMs, OTBEIEHHOE HA TECTUPOBAHUE, HCKIIOYAET
BO3MOYKHOCTh COBIIQJICHUSI OTBETOB M TO3BOJISIET OOBEKTUBHO OLICHUBATH 3HAHUS
CTYJEHTOB.

1. Beibepute npaBUiIbHBIM BapUaHT OTBETA



JIOKyMEHTOBEAEHHUE - 3TO

A) PaboTa ¢ moKkymMeHTaMu COCTaBJICHHE, CIIOTHEHHE, 00padoTKa.

b) Kommiekc paboT ¢ TOTOBBIMU JOKYMEHTAMHU

B) JledrenbHOCTH anmapaTta  yOpaBJICHHs, OXBaTbIBAIOIIAS  BOIPOCHI
JOKYMEHTUPOBAHMSI M OpraHU3aluu paboThl C JOKyMEHTaMU B MPOIEcce
OCYIIECTBJICHUS UM YIPaBIEHYECKON HYHKIIUU.

I') Hayka o npaBuiiax odopMIIeHHS aIMUHUCTPATUBHBIX JOKYMEHTOB
2.CooTHECUTE OHATHSA € IPOLECCAMU TOKYMEHTOBEACHHUS:

1.JlokymMeHTHpOBaHUE.

2.0Opranu3zainus paboThl C JOKYMEHTaAMH.

A) mpolecc WIM COBOKYHHOCTh MPOIECCOB IO TOJArOTOBKE, COCTABJICHUIO,
COTJIaCOBaHUIO, O(POPMIIEHUIO U U3TOTOBJICHUIO TOKYMEHTOB.

b) xommiiekc paboT ¢ rOTOBBIMU JOKYMEHTaMH, CO3JaHHBIMU MPEATPUATHEM WU
NOJTyYEHHBIMU U3 BHE.

3. Beibepute npaBuiIbHBIN BapUAHT OTBETA

Kakue 1oKyMEeHTbI OTHOCATCS K HOPMAaTUBHBIM?

A) Ilonoxenue

b) 'OCT

B) uHCTpyKIIMS IO J€I0NIPOU3BOICTBY

I Ercaoy

4.PacripeenuTe TOKYMEHTHI 110 TPYIIIaM:

l.opranu3ainmoHHbIE

2.pacnopsAIUTEIbHBIE

3.uH(pOpPMaLIMOHHOCIIPABOYHBIE.

A) akT; b) nonoxenue; B) npuka3zsl I') cipaBku; /) unctpykuuu; E) pacnopsixeHus;
2K) TpynoBas kamxka; 3) noctaHoBieHus; 1) ycras.

5.YcranoBure cooTBeTcTBUE crnenudukanuu u  popm peun: 1. ycrTHas;
2.nucbMeHHast; A) peub 3Byyallias, Co3aeTcs B mpoiiecce oOieHus; b) rpapuyecku
3aKpETICHHAS.

6.BriOepuTe NpaBUIIbHBINA OTBET:



KHMKHBIN ¥ pa3roBOPHBIA CTHIN PA3JIMYAIOTCA 110 .

. A) 1ensAM U cpelicTBaM UX UCIOJIb30BAHMUS;

b) anpecarty peuwu;

B) Konm4ecTBy JIEKCHUECKUX €IUHUL, BXOJAIIUX B COCTAB TEKCTA;

') mosne3HocT UCTIOIB30BAHMUS.

8. YKaxxuTe CTUIIb TEKCTA:

['poMagHasi MOIIHOCTh UMIYJbCUBHBIX JIA3€POB IMO3BOJSET NPOBOAUTH JIOKALIMIO
JyHBI. DTO TIOMOTAaeT, OmpenesieT (QyHIaMEHTaJbHbIE MapaMeTPbl CUCTEMBbD)
3emins-JlyHay W Ha STOW OCHOBE pEIIUTh MHOTHE MPOOJIEMBbl TE€OJAMHAMUKH,
reo0J1e3uM, ACTPOHOMHUH.

A) myOIUIUCTUYECKUN

b) odbunmansHo-nen0BOM

B) nayuHbIii.

9.BriOepuTe npaBUIIbHBINA OTBET.

Kaxkune ycTpoicTBa BXOIAT B OCHOBHOM COCTaB KOMITbIOTEpa?

A) cuctemnsiii 610k b) Monutop B ) kmaBuarypa I') mbimbs J[) xomruiekc
mynsTuMenun E) npuntep XK) ckanep.

10. 3akoHuuTE OMNpeEIeIICHUE.

Nudopmarus-sto.. A) cBenenne 006 00beKTax U SIBJICHUSX OKPYKAIOIICH cpeibl, MX
napameTpax, CBOMCTBAX U COCTOSIHUHU, KOTOPbIE YMEHBIIAIOT UMEIOLIYIOCS O HHUX
CTENIEHb HEONPEIEICHHOCTH, HEOCBEIOMIICHHOCTH. b) cBemeHus o mpouecce
BOCIIPUATHUS, MepeJayd Kakux-1u0o CcBeAeHUl 00 OKpyxkarouied cpene, HX
napameTpbl, cBoiicTBa. B) cBeneHus o0 MCTOYHHKE, U3 KOTOPOIO MOXXHO Y3HaTh
Kakue-J1100 TaHHbIE.

11. Beibepute npaBuiIbHBIN OTBET.

Jlorosop-3T0..

A) cornamienue Mexy NpeIIpUHUMATEISIMU O COTPYIHUYECTBE.

b) cornamenue AByX MM HECKOJBKHUX JHI[ 00 YBOJbHEHUH, U3MEHEHUU WIIU

MIPEKPAIICHUH TPaKIaHCKUX MPaB U 00S3aHHOCTEM.



B) nuceMeHHOE cornaiieHue MeXJay CTOPOHaMHU, B KOTOPBIX yKa3aHbl UX MpaBa U
00s13aHHOCTH.
12. 3akoHYHUTE MPEJIOKECHUE.
CrocoOHOCTh MMETh IOPUAMYECKHE TpaBa U OOS3aHHOCTH, MPETyCMOTPEHHBIC
3aKOHOM- 3TO..
13. BeiOepure npaBUIbHBIN OTBET.
C kakoro Bo3pacta BO3MOXHbBI TPYJIOBbIE OTHOIICHUS ?
A) c 13 ner.

b) ¢ 14 ner.

B)c 18 ner.

14. 3akoHuunTE NPENIOKEHHE.
KoMMmepueckuii A0roBop MO NOBOAY KYIUIM-MIPOJAKW paboueid cuibl U €€
WCIIOJIb30BaHUsI Ha3bIBACTCS:
A) TpyZI0BOI1 IOTOBOD

B) norosop nmoapsina.

B) norosop apeHmpl.
') KOoHTpaxKT.
15. Onpenenute UCTOPUUECKUE TIEPUOIBI JETOIPOU3BOICTRA.

1.1810r. 2) 16-178B. 3) 1720r. 4)1917-1991rT.
A) pHKa3HOE;
b)nenonpon3BoACTBO COBETCKOM dIOXH;

B)xomnexckoe;
I') MunucTepckoe.

16. Ykaxurte npaBUIBHBIN OTBET:
3aKoHOJATEbHBIE AaKThl, KOTOpblE BIMSUIM Ha padboTy ¢ OQpUUUATBLHBIMU
JOKYMEHTaMH B ITPUKA3HOM JEJIONPOU3BOCTBE:

1) nomera; 2) cynebHuK; 3) BeIMKCKa; 4) mTaT; 5) CoOOOpHOE U3I0KeHne; 6) MpuKas;
17. YkaxuTe npaBUIIbHBIN OTBET:

B xakoMm roay Obut pa3paboTanbl OOIIECOIO3HBIE CTAHAAPTHI HA JIOKYMEHTHI?

A) 1963; B) 1917; B) 1964; T') 1920; JT) 1959; E) 1970.



18. Ykaxxute npaBUiIbHBIN OTBET:

Kakne HOpMaTUBHO-METOAUYECKHE JOKYMEHTHI 110 BOIIPOCAM JIEJIONPOU3BOICTBA
obutn m3madel B 1970-1980 r.r.?
A) pernaMeHTbl, UHCTPYKLUHU, TUCbMa
b) mpuroBopsl, rpaMoThI, TPUKA3bI;

B) EI'CH, 'OCThsl, knaccudukaTopsl,

') peructparimonnbie GOPMBbI, BXOIALINN U UCXOAIINA JOKYMEHT.

19. BribepuTe npaBUIbLHBIN OTBET:

Cucrema METONOB W CIOCOOOB cOOpa, mepemadyu, HAKOIUICHUS, 0OpaboTKw,
XpaHCHMSI, PEACTaBICHUS M HUCIIOIL30BaHNs HH(POPMAIIUK Ha OCHOBE MPUMCHCHHUS
TEXHUYECKUX CPEICTB - 3TO ....

1) Texnonoruu JJOY

2) TexuHonorus

3) UndopmarmonHasi TeXHOIOTUs
4) OducHbie TEXHOJIOTUU

20) Beibepute nmpaBUIbHBIN OTBET:

Texnonoruu JIOY knaccuunupyroTcs Ha:

A) TeXHOJIOTHIO 0OPAOOTKH BXOISAIIUX M UCXOIAIINX JOKYMEHTOB;

b) TexHonoruto nepenaur HGPOPMaIUU UCTIOTHUTEITIO;

B) TexHosoruto o0paboTku JOKyMEHTHON MHPOpMALINH;

[') TeXHONIOTHIO OTIIPABKH JTIOKYMEHTA.

21. CooTHEcHTE OpraHU3aIMOHHBIE (POPMBI ACIOMPOU3BOICTBA.

A) lenTpanuzoBannytw; b) nenentpanu3oBannyro; B) cmemanHyro.

1) Yactp omepanmii pabOThl ¢ JOKyMEHTaMHU TPOBOIUTCS IEHTPATU30BAHHO, a
JpyTasi 4acTh ONepaIiiii BBITIOTHSACTCS B CTPYKTYPHBIX MOAPA3ACIICHUSX;

2) Bce texHosornmueckue orepanuu mo pabore ¢ JTOKyMEHTaMU BBITIOJHSIOTCS
OJIHAM CIICIIUATTU3UPOBAHHBIM CTPYKTYPHBIM TOPA3ACIICHUEM;

3) dopma xapakTepHa JJIsi OpraHu3alii, CTPYKTypa KOTOPOW TEpPUTOPUATEHO
pa3o0iieHa.

22. Cootnecute QyHkiuu ciyx0s JJOY.



A) TexHoJIoTU4eCcKue., b) KoHTposbHbIE., B) opranuzanuonusie., [')Meroguueckue.
1.pa3zpaboTKa HOMEHKJIATYpbI AEII
2.MOJArOTOBKA MOCTYMAIOIINX JOKYMEHTOB K JJOKJIay pyKOBOJICTBA
3.peructpanus JOKyMEHTOB
4.KOHTPOJIb 32 MPABUIBLHOCTHIO OPOPMIIEHUS JJOKYMEHTOB
5.pa3paboTka 0JJaHKOB JJOKYMEHTOB
6.0praHu3zaiusi XpaHeHus: JOKYMEHTOB
"] .TIPOBEINECHUE COBEIIAHNUN KOHCYJIbTALUN
8.opranuzanmsi pabOThl apxuBa., 9.00ecreueHrne XpaHeHHUs e U OMEePaTHBHOTO
UCIIOJIb30BaHUs JOKYMEHTOB.
23. CooTHecHuTe CTPYKTYpHhI ciryk6 J10VY.
A) ynpaBiieHue JieiaMu
b) rocynapcTBeHHbIE IPEATPUSTHS
B) O6mue otnensl.
l. ecnmu paboTa ¢ JOKYMEHTAMHU BBIMOJHSETCA B Tpynmnax MHCEM, ydeTa u
pEerucTpaluu, SKCIeIUINIX, apXUBaX, U BO3IJIABIIACT - HadalbHUK oTaena JJOY.
2. eciu paboTa C JOKYMEHTAMU BBITMOJHSIETCS B WMHCIEKLMSIX, CEKpeTapuarax,
MPOTOKOJIBHBIX OIOPO, OTJEIaX MUCEM U T,J , BO3IJIABIISET YIIPABJISIONINN JIeJaMu.
3. ecu paboTa C TOKYMEHTaMHU BBITIOTHIETCS B KaHIICJISIPUH, B TPYIITIaX KOHTPOJI,
MHACEM, apXMBaX, BO3IJIABJISIET 3aBEAYIOIIUN OTACIOM.
24. BribepuTe paBUIbHBIN OTBET
Kareropun pabOTHUKOB, OTHOCAIIUXCA K CIYyKO€ JOKYMEHTAI[MOHHOTO
oOecreyeHus:
A) pyKOBOJIUTETTH
b) cekperapu
B) cnienimanuctsl
') apxuBaropsl
J1) TeXHUYECKHUE UCTIOTHUTEIIH.
25. Beibepute mpaBUIbHBIA OTBET

Cnyx0a JOKyMEHTAIIMOHHOT'O 00€CIeUeHUs YIPABICHUS OCYLIECTBISET padoTy



A) 1O COCTaBJICHUIO JOKYMEHTOB
b) ¢ roToBEIMU TOKYMEHTaMH
B) mo olOecneuenuio ympaBieHHUs TPEANPHUATHN IO CPEJACTBaM JOKYMEHTHOM
uHbOpMaIuu
') mo cocTaBiieHHIO U paboTe C IOKYMEHTaMHU.
Kpurtepuu oneHku 1jisi TECTOBOIO 3aaHMSI
Kpurepuu oneHku:
3a KaXIplil TpaBUIBLHBIN OTBET — 1 Oas.
3a HenpaBWIbHBIN 0TBET — () OaslIoB.
90 - 100% - 5 (Otnuuno)
80 — 89% - 4 (Xopormo)
60 — 79% - 3 (Y 1OBIETBOPUTEIILHO)

meree 60% - 2 (HeynoBieTBOPHUTEIBHO)

[enoBas (poJsieBasi) Mrpa nmo JUCUMILIMHE «/[0OKyMEeHTAIMOHHOE 00ecIeYeHue
rocy1apcTBEeHHOT0 H MYHHIIUNIAJLHOTO ynpasjenus» (ITP-10)

1 Tema: /JlokymeHTHUpOBaHUE 51 OopraHu3aus JIOKYMEHTO000pOoTa
roCyIapCTBEHHOTO MPEANPUATHS

2 IIpoOaema: u3yyeHHe OCHOBHBIX JOKYMEHTOB VYIIPABJICHUSI M OBJAJCHUE
MPAKTUYECCKUMU HaBBIKAMU JTOKYMEHTHPOBAHUSA u OpraHu3aluu
JIOKyMEHTO000pOTa OTAEIBHBIX CTPYKTYPHBIX MOAPA3ACIICHUN 1 BCeH OpraHU3aluu

B [1€JIOM



3 KoHuenuusi Urpsbl: CTyIGHTHl pa30MBaIOTCS HA TPYIIBI, KaXAas U3 KOTOPBIX
IpECTaBIsieT cO00M OJHO M3 CTPYKTYPHBIX MOAPA3AEICHHN TOCyAapCTBEHHOTO
npeanpuatus. PaOOTHUKM yKa3aHHBIX MOJpa3feieHuil (Tpymmbl CTYJIEHTOB)
FOTOBAT TAKeT oO0pa3loB JOKYMEHTOB B COOTBETCTBUU C BBIIOJHAEMBIMA
GyHKUHUOHATBHBIMH O0SI3aHHOCTAMU. B TeueHue Tpex MpaKkTUYECKUX 3aHSITHU
CTYJEHTbI OPOPMIISIOT MIPEAJIOKEHHBIE MTPEnoiaBaTesieM 00pasiibl JOKYMEHTOB, Ha
MOCJIETHEM 3aHITHHU COCTABIIAIOT CXEMY JOKYMEHTOOOOPOTa OpraHu3aiiu
4 Poam:
- TUPEKTOP W ero 3amecTutelb (2 yen.). ['oToBIT 00pa3ibl OpraHu3alMOHHBIX U
pacnopsAIuTEIbHBIX JTOKYMEHTOB (yCTaB, IITAaTHOE pAaclIHCAHHWE, MpPHUKa3 IO
OCHOBHOH J€SATEIBHOCTH, PACIIOPSIKEHUE, PELICHUE)
- cmyx0a 10V (3-4 yen.) 'oToBsAT 00pa3iisl OpraHu3alliOHHBIX U HH(OPMAIIMOHHO-
CIPAaBOYHBIX JIOKYMEHTOB (JOJDKHOCTHasi HMHCTPYKLUSI ceKpeTapsa-pedepeHra,
IPOTOKOJI, aKT, IEJIOBOE MHCHMO)
- KagpoBas ciyx0a (4-5 yein.) 'oToBAT 0Opa3Lbl JOKYMEHTOB IO JIMYHOMY COCTaBY
(mpuKa3 1o JIMYHOMY cocTaBy (3 BUIa), pe3toMe, 3asBIICHUE)
- Kommepueckas ciyx0a (4-5 wuyen.) T'otoBar oOpa3ubl HHGOPMAIMOHHO-
CIIPABOYHBIX JIOKYMEHTOB (JIeJoBbIe muchMa (3 BUA), COy)KeOHas 3amucKa, akT,
CIIpaBKa)
5.0xuaeMble pe3yJbTaThl:
1) 3aKkpemieHue TCOPETHUUECKUX 3HAHMH B O0JACTH COCTABJICHHS M OOpaOOTKH
JIOKYMEHTOB YIIPaBIICHUS;
2) oOBlaJeHUE HaBbIKAMU pPaAOOTHl C TEXHUYECKUMH CpPEJICTBAMH CO3JaHUS
JOKYMEHTOB;
3) oBnajgeHWe HaBbIKAMHM PAaOOThl B KOMaHJE M YMEHUE OLEHUBATH PE3YyJbTaThl
paboThI KaXKIO0r0 yYaCTHUKA TPYTIIIHI.

Kpurepuu ouenku:
10 GamioB BBICTABISIETCS CTYACHTY, €CJIU 00pa3ibl JOKYMEHTOB BBINOJIHEHBI 0€3

OLIMOOK, B yKa3aHHBIH MpernojaBaTesieM CPOK



8 0ayIoB BBICTABISETCS CTYAEHTY, €CIU 00pa3ibl JOKYMEHTOB BBIOJHEHBI O€3
OIIMOOK, CPOKH, YKa3zaHHBIE MIPENoAaBaTeseM, He COOTI0IAINCH

6 OayyIOB BBICTABISAETCS CTYACHTY, €CIM 00pa3lbl JOKYMEHTOB BBIIIOJHEHBI C
3aMEYaHUSIMM, B YKa3aHHBII MpErnoagaBaTeIeM CpPOK

4 06amnoB BBICTABISETCS CTYIAEHTY, €CIM OOpas3lbl JOKYMEHTOB BBIIIOJHEHBI C
OLIMOKaMH, CPOKH, yKa3aHHBIE NIPENOJaBaTENIEM, HE COOJIIOIAINCh

CTYJIEHTBI CMOT'YT OLIEHUTh PE3yJIbTaT padOThl CBOMX KOJUIET B Mpeaenax Ipynibl U

PCKOMCHAOBATHL AAHHBIC OLICHKU IIPCIIOaBaTCIIIO

KpuTtepumn onenku (micbMEHHOTO/YCTHOIO I0KJIa/1a, B TOM YHCJIe

BBINOJIHEHHBIX B )OpMe NMpe3eHTaAnn):

v" 100-86 6aisIoB BBICTABISIETCS CTYAEHTY, €CIIH CTYCHT BHIPA3HJI CBOE MHEHHE
no chopMyJIMPOBAaHHON MpoOJIeMe, apryMEHTHPOBAJl €ro, TOYHO OMPEACIUB €e
coJiep kaHue u coctapisroniue. [IpuBeneHsl JaHHBIE OTEYECTBEHHOM U 3apyO0eKHOM

JUTEPATYpPhl, CTATUCTUUYECKUE CBEIEHUS, MH(OpMaLus HOPMATHUBHO-IPABOBOIO



xapaktepa. CTyaeHT 3HaeT W BJIAQJEET HAaBBIKOM  CaMOCTOSITEIHHOU
WCCJIEOBATENLCKOW PabOThl MO TEME HCCICAOBAaHMS;, METOJaMU W TIpHeMaMu
aHalli3a TEOPETUYCCKUX W/WIM TPAKTHYECKUX aCIEKTOB H3ydaeMoil o0iacTu.
DaKTUYECKUX OMIMOOK, CBSI3aHHBIX C TIOHMMAaHHEM MPOOJIeMbI, HET; TpadudecKku
paboTa odopmIIeHa MPABUIBHO

v 85-76 - GamioB - paboTa XapaKTEpU3YeTCS CMBICJIOBOM UEIbLHOCTBIO,
CBSI3HOCTBIO U MOCJIEAOBATEILHOCTHIO U3JIOKEHHUS, JOIMYIICHO He Oojee 1 ommOku
npu OOBSCHEHWU CMBICIA WM cojepxaHus mpobnemsbl. [l apryMmeHTanuu
TIPUBOJISITCS JTAaHHBIC OTEUECTBEHHBIX u 3apyOeKHBIX aBTOPOB.
[TpoieMOHCTPUPOBAHBI HCCIICOBATEIHCKAEC YMEHHS W HaBBIKH. DaKTHYECKHX
OIIMOOK, CBSI3aHHBIX C TOHUMaHUEM MTPOOJIeMbl, HEeT. JlOMyIIeHbl O/JHA-[BE OUTHOKU
B 0(hopMIIeHUU PabOTHI

v' 75-61 Gamn - CTyZEHT HPOBOAUT JOCTATOYHO CAMOCTOSATEIBHBIA aHaJn3
OCHOBHBIX 3TallOB U CMBICIIOBBIX COCTABJISIONIMX MPOOJIEMbI; TOHUMAET 0a30BbIE
OCHOBBI M TEOPETHYECKOE 000CHOBAaHNE BEIOpAHHOM TeMbl. [IpuBiIeueHbI OCHOBHBIC
MCTOYHUKH IO paccMaTpuBaeMoit TeMe. JlomyiieHo He 6osee 2 ommOOK B CMbICTE
VI COJEp’KaHuM MpoOeMbl, 0ohopMiIeHHH padoThl/

v' 60-50 GamioB - eciu paboTa MPeACTaBISET COOOM IepecKa3aHHBIM HIIN
MOJTHOCTBIO TEPENMCAHHBIM HMCXOJHBIA TEKCT 0e3 Kakux Obl TO HHU OBLIO
KOMMEHTapHeB, aHam3a. He packppiTa CTpyKTypa ¥ TEOpETHUIECKasi COCTaBIISIONMIAs
TeMbl. JlonmymieHo Tpu uiu Oojiee Tpex OMMUOOK B CMBICIOBOM COJACpPKAHUU

packpbIBaeMoil mpooeMbl, B 0POpPMIEHUU paOOTHI.

Kpurepun oneHk# npe3eHTannu J0KIaaa:

<

E 50-60 6an108 61-75 6annon 76-85 0aj110B 86-100 6as10B
o (HeynoBJIeTBO | (YAOBJIETBOPHUT

= (xopomo) (oTaIM4HO)
o PHUTEIbHO) €JIbHO)

Kputepu | Conep:kanue kpurepuen




— [Tpobnema e | I[IpoGuiema packpeita | [IpoGnema [Tpobnema
= packpbITa. HE TIOJTHOCTHIO. packpbITa. packpbITa
g OtcyrcTBytoT | BeiBonbl He caenansl | IIpoBeneH aHanu3 | MOJHOCTBIO.
2 BBIBO/IbI W/WJH BBIBOJBI HE npobiieMsl 0e3 [IpoBenen ananus
= 000CHOBaHBI IIPUBJICYECHUS poOIIeMBI ¢
E JIOTIOTHUTEIILHOM MPUBJICYCHUEM
2 nureparypsl. He JOTIOJIHUTEIBHOM
g BCE BBIBO/IBI JUTEPATYPHI.
E ClIEIaHbl W/ WIN BriBo1BI
000CHOBAHBI 000CHOBaHBI
IIpencrasisiem | IIpencraBnsieMas IIpencrasisiemas IIpencrasnsiemas
ast nHpopManus He uHpopmanus He nHpopManus
= uHpOpMaLKs | CHCTEeMAaTU3MPOBaHA | CUCTEMATU3UPOBAaH | CUCTEMAaTH3MpPOBaHA
qE JIOTUYECKH HE | U/WJIH He au , TocIlieJIoBaTeIbHa
2 cBs3aHa. He II0CJIeI0BATEIbHA. HocJjei0oBaTeIbHa. | U JJIOTUYECKU
5 ucnonbs3oBanbl | Mcnons3zoBano 1-2 Hcnons3zoBano CBsA3aHa.
i npodeccuonan | npodecCHoHaNBHBIX | Oomee 2 Hcnonb3oBano
= bHBIE TEPMHUHBI | TEPMUHA npodeccuonansuel | Oosee 5
X TEPMHUHOB npoheCCHOHATTEHBIX
TEPMHHOB
He Hcnons3oBansl Hcnonbs30BaHbl [upoko
UCIIONIb30BaHbl | TexHosnoruu Power | TexHonoruu Power | ncrosib30BaHbI
= TEXHOJIOTHH Point yacruuno.3-4 | Point. He Gonee 2 | Texnomoruu (Power
GE Power Point. OIHUOKH B omrboK B Point u ap.).
i bonpie 4 MPEICTABISIEMOM MPECTaBISIEMOMN OTCyTCTBYIOT
) omuOOoK B nHpopmaruu uHpopmauu OINUOKH B
o IpeJICTaBIsIEM IpeicTaBIsieMOon
ol uHpopmaun
uH(popMauu
_ | Her oTBetoB Tonpko oTBETHI Ha OTBeTHI HA OTBeTHI HA
E 5 | Ha BompoCH 3JIeMEHTapHbIe BOIIPOCHI IIOJIHBIE | BOIIPOCHI MOJIHBIE, C
22 2 BOIPOCHI W/WJIA YaCTUYHO MIPUBHUICHUEM
5 E TIOJTHBI IPUMEPOB U/UITN
MOSICHEHHI

Kpurepuu oueHku (IMCbMEHHBINA 0TBET)

v 100-86 0GamioB - €CiaM OTBET IIOKAa3bIBAET IIyOOKOE M CHCTEMATHUYECKOE
3HaHUE BCEr0 IPOrPaMMHOI0 MaTepuasnga U CTPYKTYpbl KOHKPETHOIO BOIIPOCA, a
TaKX€ OCHOBHOI'O COJEPKaHUS W HOBALMW JIEKIMOHHOTO Kypca IO CPABHEHHUIO C
yueOHoi nutepatypoid. CTyIeHT IEMOHCTPHPYET OTUYETIIMBOE M CBOOOJHOE
BJIaJICHHE

KOHLICHTyaJ'IBHO-HOHSITI/II\/'IHBIM arIaparoM, HAYYHBIM  A3BIKOM H

TEPMUHOJIOTHEN COOTBETCTBYIOUIEH HaydyHOM o0OyiacTd. 3HaHHE OCHOBHOMU

JIUTEPATYPBl U 3HAKOMCTBO C JIOINOJHUTEIBHO PEKOMEHAOBAHHOM JIMTEPATYPOM.

Jlornuecku KOppEeKTHOE U YOEIUTEIbHOE U3JI0KEHUE OTBETA.



v 85-76 - OaIOB - 3HAHWE Y3JIOBBIX MPOOJEM IPOrPaMMbl W OCHOBHOI'O
CONlep KaHMsl  JIGKIIMOHHOTO Kypca; YMEHHE TI0JIb30BAaThCS  KOHIENTYaTbHO
MOHSATUUHBIM alllapaToM B MPOIECCE aHallu3a OCHOBHBIX NPOOJIEM B paMKax
JAHHOW TEMBI, 3HAHWE BAXHEHIMX pabdOT W3 CIHUCKa PEKOMEHIOBAHHOU
JuTeparypsl. B 1enoM Joruuecku KOpPpEeKTHOE, HO HE BCerja TOYHOE U
apryMEHTUPOBAHHOE U3JI0KEHHE OTBETA.

v’ 75-61 - Oamn - ¢parMeHTapHBIE, MMOBEPXHOCTHBIC 3HAHUS BaXKHEHIINX
pa3lenoB MpPOTpaMMbl M COJAEpPKaHUSA JIEKIIMOHHOTO Kypca; 3aTpyJHEHHS C
WCITOJIb30BAaHUEM HAYYHO-TIOHATHMHOTO ammapara W TEPMHUHOJIOTHU Y4eOHOU
JTUACIHUIUIAHBI, HEMOJHOE 3HAaKOMCTBO C PEKOMEHIOBAHHOM JIUTEPATYpPOU;
YaCTUYHbIE 3aTPYJAHEHUS C BBIMOJHEHUEM TMPEIyCMOTPEHHBIX MPOTPaMMOM
3aJlaHAN; CTPEMJICHUE JIOTHYCCKH OMPEICICHHO M TOCISIOBATEIIBHO H3JI0OKHUTH
OTBET.

v' 60-50 GayoB - He3HaHME, JHOO OTPHIBOYHOE IPEACTABIECHHE O JAHHOM
mpo0seMe B paMKax ydeOHO-IIPOTPaMMHOTO MaTepHaa; HEYyMEHHUE HCIIOIh30BaTh

MOHSITUHHBIN aliapar,; OTCYTCTBHC JIOTMYECKOM CBSI3U B OTBETE.

Kpurtepuu ouenku (yCTHbI 0TBET)

v 100-85 GamioB - e€cioM OTBET IOKA3bIBAeT IPOYHBIE 3HAHHMS OCHOBHBIX
MPOIIECCOB U3y4aeMoOil MpeaMETHON 00JacTH, OTIMYaeTCsl TITyOUHOU M TOJHOTOM
PACKPBITHS TEMBI; BJIaJICHUE TEPMUHOJOTUYECKUM alllapaToM; YMEHUE OOBSICHATh
CYIIIHOCTb, SIBJICHUH, MPOIECCOB, COOBITHA, €JIaTh BHIBOJIBI U 000OIIIEHMS, 1aBaTh
apryMEHTUPOBAHHBIC OTBETHI, NPHBOAWTH MPUMEPHI, CBOOOJHOE BJIAJCHHC
MOHOJIOTMYECKOW PEUbl0, JIOTUYHOCTh U TOCJEAOBATEIIbHOCTh OTBETA; yMEHHUE
MPUBOJUTH MPUMEPHI COBPEMEHHBIX MTPOOJIEM U3ydaeMoi 00IacTH.

v/ 85-76 - GaIoB - OTBET, OOHAPYKMBAIOIIUI MPOYHBIE 3HAHUS OCHOBHBIX
MPOIIECCOB M3ydaeMOM MPEAMETHOU 00JaCTH, OTINYAETCS TITyOWHON U TOJHOTOU
PACKPBITHS TEMBI; BIaJICHHEC TEPMHUHOJOTHYSCKHUM aIlliapaToM; yMEHUE OOBSICHSTH
CYIITHOCTb, SIBIICHU, TIPOIECCOB, COOBITHM, JIeTIaTh BHIBOJIBI 1 0000IICHMS, 1aBATh

apryMEHTUPOBAHHBIE OTBEThI, MPUBOAUTH TPUMEPHI; CBOOOAHOE BIAJIEHUE



MOHOJIOTHYECKONW PEUbl0, JIOTUYHOCTh W TOCJIEeNOBAaTeILHOCTh OTBeTa. OIHAKO
JIOTTYCKAETCs OJTHA - IB€ HETOYHOCTH B OTBETE.

v/ 75-61 - Oajn - OLEHMBAETCS OTBET, CBUAETEILCTBYIOIIUNA B OCHOBHOM O
3HAHUU TPOIECCOB  HM3y4yaeMOW TMpeIMETHOM  00JacTd, OTJIWYaIONIUICS
HEJOCTAaTOYHOW TIIyOMHOW W TOJIHOTOW PACKPBITHUS TEMBI, 3HAHHEM OCHOBHBIX
BOTIPOCOB TeopuH; ciabo cHOpMHUPOBAHHBIMU HaBBIKAMH aHalW3a SIBJICHUH,
MPOIIECCOB, HEJOCTATOYHBIM YMEHHWEM JaBaTh apryMCHTUPOBAHHBIC OTBETHl U
NPUBOJIUTH TPUMEPHI; HEJOCTATOUYHO CBOOOJHBIM BJAJICHUEM MOHOJIOTHYECKOMN
peublo, TIOTUYHOCTBIO M TOCIIEIOBATEILHOCTRIO OTBETA. JloMmycKaeTcsi HeCKOJIBKO
OIMOOK B COJEPKAHUU OTBETA; HECYMECHHE IIPUBECTH MIPUMEDP PA3BUTHS CUTYyAIIHH,
IIPOBECTH CBS3b C APYTUMHU aCTIEKTaMHU H3y4aeMOi 00JIacTH.

v 60-50 6aoB - OTBET, OOHAPYKMBAIOIINN HE3HAHKME MPOIIECCOB M3ydaeMOi
IPEIMETHOM 00JIaCTH, OTINYAIOIINICS HETITyOOKHM PacKphITHEM TeMbl; HE3HAHUEM
OCHOBHBIX BOIIPOCOB TEOPHH, HECHOPMHUPOBAHHBIMHI HABBIKAMU aHAJIN3a SBJICHUH,
MIPOIIECCOB; HEYMEHUEM JIaBaTh apTyMEHTHPOBAHHBIC OTBETHI, CIA0BIM BIIaJICHUEM
MOHOJIOTUYECKOW pPEUbl0, OTCYTCTBHEM JIOTUYHOCTH M TIOCIIEJOBATEIBHOCTH.
JlomycKkaroTcst cepbe3HbIC OMMOKA B COACPKAHUU OTBETA; HE3HAHUE COBPEMEHHON

po0IeMaTHKU U3y4aeMoil 001acTH.

MeToauyeckue peKOMEHIALMH,
onpeaeJsiloNUIne MPouexypbl OLlEeHUBAHUS Pe3yJbTATOB OCBOCHHUSA

AUCIHUIIJINHBI

TeKleIaﬂ aTrecranust CTYACHTOB. TCKYH_IaSI arrecranusa CTYACHTOB IIO



TUCIUIUINHE  ««JlOKyMEeHTanMoHHOe  o0OeclieueHrne  TOCYJAapCTBEHHOTO U
MYHULIMNAIBHOTO YHOPABJICHUS» MPOBOAUTCS B COOTBETCTBUU C JIOKAJbHBIMU
HOpMaTUBHBIMU akTamu JIBDVY u sBnsiercs 00s13aTeabHOM.

Tekymas arrecranus Mo AUCHUIUIMHE ««JlOKyMEHTallMOHHOE oOecrnedyeHue
rOCyapCTBEHHOTO U MYHHUIMIAIBLHOTO YIpaBICHUS» MPOBOAUTCS B (QopMme
KOHTPOJIHBIX MEPOINPUSATUN (TECThI, MPAKTUYECKUE 3aJaHUs) MO OLECHUBAHUIO
(baKTHYeCKUX pPE3yJIbTaTOB OOYYEHHS CTYJCHTOB W OCYIIECTBIISICTCS BEIYIIIM
MPENoAaBaTeIeM.

OOBeKkTamMu OIIEHUBAHUS BHICTYIIAOT:

— y4yeOHas JUCHUIUIMHA (aKTUBHOCTh HA 3aHATHUSIX, CBOECBPEMEHHOCTH
BBITIOJTHEHUS PA3JIMYHBIX BHUJIOB 33JaHUM, MTOCEMIAEMOCTh BCEX BUJIOB 3aHATUN IO
aTTECTyEeMOM JUCHUILINHE);

— CTENEHb YCBOEHUS TEOPETUYECKUX 3HAHMM (AKTUBHOCTH B  XOJE
00CYXXJICHUI MaTEePHUAJIOB JISKIIHI, aKTUBHOE YYaCTHE B IUCKYCCUSIX C apryMEHTaMHU
U3 JIONOJHUTENIbHBIX HCTOYHUKOB, BHHUMATEIBHOCTh, CIIOCOOHOCTH 3aJaBaTh
BCTPEUHBIE BOMPOCHI B paMKaX JIUCKYCCHUU WK OOCYXKEHUSI, 3aUHTEPECOBAHHOCTh
U3y4aeMbIMHU MaTepuaIaMu);

— YpPOBEHb OBJIQJICHHUSI MPAKTUYECKMMHU YMEHHUSIMH W HaBBIKAMU 10 BCEM
BUJIaM y4eOHOW paboThl (ompenensercss Mo pe3yibTaTaM KOHTPOJBHBIX PadoT,
MPAKTUYECKUX 3aHSATUN, OTBETOB HA TECTHI);

— pe3yJbTaThl CaMOCTOSITENIbBHOW palOOThl (3aJaHUsl UM KPUTEPUU OIICHKHU
pa3merensl B [Tpunoxenun 1).

IIpomexyTouHasi aTrrectauusi CTyJeHTOB. lIpomexyTrouHas arrectaius
CTYJICHTOB o JTUCLUIIIHE ««/lokymeHTalITUOHHOE o0ecnevyeHue
roCyJapCTBEHHOT0 W MYHHMIUNAJIBHOIO YNPABJEHUN» TPOBOJUTCA B
COOTBETCTBHM C JIOKaJbHBIMM HOpMAaTUBHbIMU akTtamu J[B®D®Y wu ssisercs
00s13aTeIbHOM.

Buj npomexyTouHoii arrecrauum — 3auet (5 cemectp)

Kparkass xapakTrepucTHKa Npouexypbl NPHUMEHEHHS] HCIOJIb3yeMOro

OLIEHOYHOT0 cpeacTBa. B pe3ynbpraTe mocemenus JeKIui, CEMUHAPOB U KPYTIIbIX



CTOJIOB CTYACHT IIOCJICAOBATCIIbHO OCBAMBACT MAaTCpHaJibl AUCHUIIIIMHBI U N3y4acT

OTBETHI HAa BOIPOCHI K 3a4€Ty, MPEJCTABICHHbIE B CTPYKTypHOM 3emente POC

IV.1.B Xo0ac HpOMC}KYTO‘IHOﬁ aTTeCTallii CTYACHT I'OTOBHUT OTBCTHI HAa BOIIPOCHI K

3aueTk (pa3meinieHo B cTpykTypHoM snemMente DOC 1V.2). Kpurepun oueHku

CTYJIEHTa Ha 3a4eTe NpejicTaBlieHbl B cTpykTypHOM semenTe POC 1V.3. Kpurepuu

OLICHKM TEKYIeW aTTeCTallid — KOHTPOJbHAs IpOBEpKa 3HaHUI (KOHTPOJIbHbBIE

paboThl) peAcTaBiIeHbl B CTpYKTypHOM 3teMente ®OC V.

Kpurepuu onieHKH CTyJAeHTA HA 3a4eTe M0 AUCHUIINHE
«JlokyMeHTaUMOHHOe 00eceYeHrue roCyIapCTBEHHOr0 U

MYHUIIUNAJIBHOTO YIIPABJIEeHUS

(mpoMe:KyTOYHAsI aTTECTALMSA —3a4eT)

Bbajniabl
(pedTUHTOB
O OIICHKH)

Ouenka
IK3aMeHa
(cranmapTHas)

TPQGOBaHI/Iﬂ K C(l)OpMHpOBaHHI)IM KOMIICTCHIIUAM

86-100

3aumeno/
«omauunoy!

O1eHKa «OTJIIMYHOY BBICTABIISETCS CTYIEHTY, €CIIH OH IIyOOKO U
IIPOYHO YCBOWJI POTPaMMHBIN MaTepUall, NCYEPIbIBAIOIIE,
IIOCJIE0BATENBHO, YETKO U JIOTHYECKU CTPOMHO €r0 U3JIaraer,
yMEET TECHO YBSI3bIBaTh TEOPHUIO C MPAKTHKON, CBOOOAHO
CIIPaBJISIETCS C 3aja4aMH, BOIIPOCAMU U APYTMMH BUJAMU
IIPUMEHEHHUs 3HAaHUH, IIPUYEM HE 3aTPYIHSIECTCS C OTBETOM IIPU
BHMJIOM3MEHEHUH 33JJaHNM, UCIIOJIB3YET B OTBETE MaTeprail
MOHOTpa(pUUECKON TUTEPATYpPhI, TPABUILHO 000CHOBBIBAET
MIPUHATOE PEIIEHNE, BIAJACEeT pa3HOCTOPOHHUMU HABBIKAMU U
IIPUEMAMH BBIITOJIHECHUS IPAKTUYECKUX 3a/1a4.

76-85

3aumeno/
«XOPOULON

OneHka «xopo10» BbICTABIISETCS CTYAEHTY, €CIIU OH TBEP/IO
3HAET MaTepuall, FpaMOTHO U IO CYILIECTBY M3JIaraeT ero, He
JIOTTyCKasi CyIIeCTBEHHBIX HETOUHOCTEH B OTBETE HA BOIMPOC,
MPaBUIIbHO MPUMEHSIET TEOPETUUECKUE TTOJIOKEHUS ITPU PELLICHUN
MPAaKTUYECKUX BOIPOCOB U 3a/a4, BIaJCeT HEOOXOIMMBIMU
HAaBbIKAMU ¥ MPUEMaMH MX BBITIOJTHEHHUS.

75-61

3aumeno /
«y00871emeop
UMENbHOY

OHGHKa «YOOBJICTBOPUTCIIBHO» BBICTABIACTCA CTYACHTY, €CJIN OH
HUMECT 3HAHUSA TOJIBKO OCHOBHOI'O MaTe€puaja, HO HEC YCBOUII €ro
I[eTaHefI, J0IMYCKA€T HETOYHOCTH, HEAOCTATOYHO IMMPAaBHUJIbHBIC
(bOpMyJ'IPIpOBKI/I, HapyImCcHUA JIOTUYECKOM IIOCICI0BAaTCIBHOCTHU B
H3JI0KCHUU IPOTrpaMMHOI'0 MaT€purajia, UCIIBITBIBACT 3aTPYAHCHUA
IIpH OTBCTAX HA JOMOJIHUTCIILHBIC BOIIPOCHI.

meHee 61

«He
3aumenoy/
«HEY008Iems
OpUMENbHOY

OrneHKa «HEyI0BJIETBOPUTEIBHO» BBICTABISETCSA CTYACHTY,
KOTOpPBIH HE 3HAET 3HAYUTEIbHON YaCTH IPOrPaMMHOT0
MaTepuaa, JOIycKaeT CyIleCTBEHHbIE OIIMOKU, HEYBEPEHHO, C
OOJIBIIMMHU 3aTPYAHEHUSMH BBIMOIHAET MPAKTHUYECKUE paboTHI.
Kak npaBuiio, oLeHKa «HEeyA0BIETBOPUTEIIBHO) CTABUTCS
CTY/IeHTaM, KOTOpbIE HEe MOT'YT NPOJOJDKUTH 00yueHue 0e3




JOIMOJIHUTCIIBbHBIX 3aHIATHHI 110 COOTBCTCTByIOIJ_IeI\/'I JUCHUIIIINHC.




