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ABSTRACT

Bachelor’s degree in 38.03.04 «State and Municipal Administrationy

Course title: «Documentation provision of State and Municipal
Administrationy.

Variable part of Block 1, 4 credits.

Instructor: Kovalenko Svetlana Vitalievna, Candidate of Historical Sciences,
Associate Professor.

At the beginning of the course a student should be able to:

ability to self-improvement and self-development in the professional sphere, to
improve the general cultural level;

» readiness to integrate into the scientific, educational, economic, political and
cultural space of Russia and the APR;

« the ability to take initiative and make responsible decisions, aware of the
responsibility for the results of their professional activities;

« the ability to creatively perceive and use the achievements of science and
technology in the professional sphere in accordance with the needs of the regional
and global labor market;

» the ability to use modern methods and technologies (including information) in
professional activities;

« the ability to understand, use, generate and correctly express innovative ideas
in Russian in discourses, publications, public discussions;

« the ability to use the basics of economic knowledge in various fields of
activity;

« ability to use the basics of legal knowledge in various fields of activity.

Learning outcomes:

General professional competence (GPC):
skills in search, analysis and use of regulatory and legal documents in their
professional activities (GPC - 1);

Professional competences (SPC):



skills in collecting, processing information and participating in the
Informatization of the activities of the relevant authorities and organizations (SPC-
29).

Course description: Course description: The content of the course «Basics
of records management» consists of three sections and covers the following range
of issues:

1. Theoretical foundations of office work: the subject, goals and objectives of
office work. Basic concepts, terms and definitions of office work. The concepts of
«information» and «document». Communication information and document. The
role of information in social and economic processes. Information as a basis for
making management decisions in the field of state and municipal management.
Document classification. Functions are permanent and operational functions. The
polyfunctionality of the document in the field of state and municipal government.

2. Modern government regulation in the field of office work: the classification
of legislative, regulatory, methodological materials relating to the documentation
and organization of work with documents. Legal problems of the document in the
conditions of development of automated information systems and documentless
information exchange in the field of state and municipal management. GOST R
6.30-2003 «USD. USORD Requirements for the paperwork» and changes to it.
Details regulated by the state standard. GOST R 7.0.8-2013. System of standards
on information, librarianship and publishing. office work and archiving. Terms and
Definitions. GOST R ISO 15489-1 - 2007 System of standards on information,
librarianship and publishing. Document management. General requirements". The
structure of standards. The possibility of practical use in modern conditions.
Registration of management documentation in the field of state and municipal
management: the style of documents, editing and editing official documents,
characteristics of documents, requirements, specificity.

3. Organization of work with documents in the state and municipal
administration: Stages and order of movement of documents. Rules of the

organization of work with internal documents. Accounting for the volume of



workflow. Registration of documents is an integral part of the technology of
organizing work with documents. The concept of "nomenclature of cases", "case".
Signs of institution of affairs. Normative-methodical and theoretical foundations
for the examination of the value of documents. The problem of the legal regime of
a document created in electronic form.

Main course literature:

1. Bensiera, E. C. T'ocymapcTBeHHOE M MYHUIUIIAIBLHOE YIPABICHUE
[DnexTponHBI pecypc] : yueoHoe mocodue / E. C. Bensena, A. A. ['pebeHHUKOBA.
— DIeKTpoH. TeKcToBbie naHHble. — CapatoB : By3oBckoe obpazoBanue, 2019.
— 166 C. — 978-5-4487-0499-4. — Pexum JOCTyTIA!
http://www.iprbookshop.ru/82669.html

2. ['pebennukoBa, A. A. TocymapcTBEHHOE ¥  MYHHUIIMIIAILHOE
yIpaBieHUE B TaOIuIax U cxemax [DJIEKTPOHHBIN pecypc| : yueOHOe HarJsiIHOe
nocobue / A. A. I'pebennukoBa, O. II. CanrbikoBa. — DIJIEKTPOH. TEKCTOBBIC
nanubeie. — CapatoB : By3oBckoe oOpazoBanue, 2019. — 142 ¢. — 978-5-4487-
0461-1. — Pexxum nocrtyma: http://www.iprbookshop.ru/80170.html

3. JlokymMeHTaIllMOHHOE ~ OoOecrieueHue  ympaBieHUs [DJIeKTPOHHBIN
pecypc] : yuebHoe mocobue / coct. C. I'. UepHOoBa. — DJIEKTPOH. TEKCTOBBIC
nanueie. — HoBocuOupck : HoBocuOHMpckuii TrocygapCTBEHHBINM arpapHbii

YHUBEPCUTET, 30J10TOM Kojoc, 2014. — 106 ¢. — 2227-8397. — Pexum gocryna:
http://www.iprbookshop.ru/64716.html

4, Mupromikuna, 0. B. Jlenonpou3BOJCTBO W JIOKYMEHTAIIMOHHOE
oOecrieyeHue TroCyJapCTBEHHOM W MYHUUUMNAIBHOM CIIyXObl [DJIEKTPOHHBIM
pecypc] : npaktukymM / FO. B. Mupromkuaa. — DIEKTPOH. TEKCTOBBIE TaHHbBIE. —
CraBpomnoinb : CeBepo-KaBkasckuit penepanpubiii yauBepcuter, 2016. — 116 C.

— 2227-8397. — Pexxum nmoctyma: http://www.iprbookshop.ru/66028.html

S. OCHOBBI  TOCYHApCTBEHHOIO W  MYHMIMOAIBHOTO  YIPABJICHHS
[DNEKTPOHHBIN pecypc| : METOOUYECKHE YKa3aHUS K MPAKTUYECKUM 3aHATHAM 10

JUCHUITIINHE «OCHOBBI rocygapCTBCHHOTO U MYHUIHUIIAJIbHOI'O YIIPABJICHUA» IJIA


http://www.iprbookshop.ru/82669.html
http://www.iprbookshop.ru/80170.html
http://www.iprbookshop.ru/64716.html
http://www.iprbookshop.ru/66028.html

oOyuaroluxcs 1o HampasieHuio noArotoBku 38.03.04 «[ocymapcTBeHHOE H
MYHUIIMIIAJbHOE yrpaBieHue» / coct. A. b. MorraeBa. — DNEeKTpOH. TEKCTOBBIC
naHHble. — M. : MOCKOBCKHM TOCYIapCTBEHHBIM CTPOUTEJIbHBIN YHUBEPCHUTET,
9bC ACB, 2017. — 36 ¢ — 2227-8397. — PexuMm pgocryna:
http://www.iprbookshop.ru/72603.html

6. PoxxusTOBCKA, n. P. JloKyMeHTaImoOHHOE oOecrieueHue
[DnexTpoHHBI pecype] : yueoHOE mocobue / . P. PoxxHATOBCKas. — DIIEKTPOH.
TEeKCTOBbIE AaHHbIe. — Cumdeponons : YHUBEPCUTET SKOHOMUKU U YTIPABIICHUS,
2016. — 104 C. — 2227-8397. — Pexum JoCTymna:
http://www.iprbookshop.ru/73265.html

Form of final control: pass/fail exam

AHHOTaNMs K padoyeil mporpaMmMe TUCHMIIIMHBI
«JloKyMeHTaMOHHOEe 00ecneYeHrue roCyIapCTBEHHOT0 U MYHUIIMIIAJIbHOTO

yIpaBJIeHUS»

YuebHbiit kypc «JloKyMeHTallMOHHOE O0OecTeYeHue TOCyAapCTBEHHOrO U
MYHULIMNIAIBHOTO YHOpaBJICHUS» TMpEJHA3HAYeH JJIsi CTYJIEHTOB HAaMpaBJICHUS
noarotoBku 38.03.04 «I'ocynapcTBEHHOE U MYHUIIMTNIAJIBHOE YIIPABICHUEY.

HuciuninHa «JloOKyMEHTallMOHHOE O0eCneYeHre TroCyJapCTBEHHOTO H
MYHHUITUTIATHFHOTO YIPABJICHHS» BKJIIOYEHA B COCTaB BapHATUBHOM 4YacTH OJiOKa
«lucuumIMHbl (MO,

OO6mast Tpy10€MKOCTh AUCHUILIMHBI COCTaBIsIeT 4 3aueTHbIC €aUHUILIbI, 144
yaca. Y4eOHBbIM IUIAHOM MPEIyCMOTPEHBI JICKIMOHHBIC 3aHATHS (36/4 dyaca),
npaktndeckue 3aHsaTus (36/8 dacoB, B Tom umcie MAO 18/4 waca),
camocTosTeNbHas paboTa cTyaeHToB (72/132 waca). JlucuuminHa peaausyercs Ha
2-oM Kypce B 3 ceMecTpe/Ha 2 kypce. Dopma KOHTPOJIS IO TUCIUTIIINHE: 3a4eT.

HuciuminHa «JloKyMEHTallMOHHOE O0eCneYeHre TroCyJapCTBEHHOTO H
MYHULIMNAIBHOTO YIPAaBJIEHUS» OCHOBBIBAETCS HA 3HAHUSX, YMEHHSIX U HaBbIKAX,

MOJYYCHHBEIX B PE3YJbTATC H3YUCHHUA JHUCHUIIINH «OCHOBBI HpOeKTHOﬁ


http://www.iprbookshop.ru/72603.html
http://www.iprbookshop.ru/73265.html

JeATelIbHOCTH», «PUTOpUKa U akaJeMHUYeCKOe MUCHhMO» M TO3BOJISIET MOJTOTOBUTH
CTY/ICHTOB K OCBOEHHIO DPsJia TAKMX JWUCUMUIUIMH, KaK «lIpoekTHast nesTeabHOCThY,
«l"ocynapcTBeHHAs U MyHHUIIMTIAIbHAS CITYK0a».

ConepxaHue JNHCUMIUIMHBI COCTOMT M3 3 pa3lelioB M  OXBAaThIBAET
CJIEIYIOUIUH KPYT BOIIPOCOB:

1. Teoperuueckre OCHOBBI JEJIONMPOU3BOJICTBA: MPEAMET, LIETU U 3aJa4u
nenonpou3BoAcTBa.  OCHOBHbIE — MOHATHS, TEPMHUHBI W ONpPEAEICHUS
nenornpou3BoacTBa. [louaTus «uHpopManus» U «10KyMeHT». CBs3b UHPOpMaALIUU
U JA0KyMeHTa. Ponp mH(poOpMalMy B COLMAIBHBIX M 3KOHOMUYECKHX IMPOLIECCAX.
Nudopmanuss Kak OCHOBA MPUHATHS YIPABICHYECKOTO pelleHus B cdepe
rOCyJapCTBEHHOT0 WM MYHHUIMNAIbHOTO  ympaBieHusa.  Knaccudukanum
JTOKYMEHTOB. DYHKIIMM MOCTOSHHO JEUCTBYyIOIME U (PYHKIHUH OIEpPaTHUBHBIC.
[TomudpyHKIIMOHANIBHOCTh ~ JIOKyMEHTa B cepe  TrocyJapCTBEHHOTO U
MYHHUITUTIATBHOTO YIIpaBICHUSI.

2. CoBpeMeHHOE TOCyIapCTBEHHOE  pETyJIMpOBaHWE B  00JIacTH
JEIONPOU3BOCTBA: KiIaccuukaius — 3aKOHOJATENbHBIX,  HOPMATUBHBIX,
METOJAMYECKMX MaTepHaJioB, KacarloUMXcsl BOMNPOCOB JTOKYMEHTUPOBAHUS U
opraHuzanuu pabdoThl C JOKyMeHTamH. I[IpaBoBbie mTpoOOIEMBI JTOKYMEHTa B
YCIOBUSIX ~Pa3BUTHUsSI aBTOMATU3UPOBAHHBIX MH(GOPMAIIMOHHBIX CHCTEM U
0e370KyMEHTHOro oOMmeHa uHpopmanueld B cdepe TOoCyAapCTBEHHOrO U
myHununansHoro ynpasiaenus. [OCT P 6.30-2003 «YCH. YCOP/. Tpebopanus
K O0(OpPMIICHHIO JIOKYMEHTOB» M HM3MEHEHHUA K HeMy. PEeKBU3HTHI,
pernameHTupyemsele rocyaapctseHHbIM ctangaproM. ['OCT P 7.0.8-2013.Cucrema
CTaHAApTOB 10 WHPOpMAIMK, OWUOJIMOTEYHOMY U U3ATEIBLCKOMY JICIy.
JISJIONPOU3BOJCTBO M apXWBHOE Jiesio. TepMuHbl U onpenenenus. ['OCT P MCO
15489-1 - 2007 Cucrema craHgapToB 1o uHboOpmauu, OUOIMOTEUYHOMY U
U3JIaTeNIbCKOMY  Jiedy. YmpaBieHue JaokymMeHTamu. OOmue TpeGoBaHUI.
CrpykTypa cTaHAgapToB. BO3MOXHOCTh MPAaKTUUYECKOTO HCHOJIB30BAHMS B
COBpeMEHHBIX ycnoBusix. OQopmiieHrne ynpaBlIeHYeCKOW TOKyMEHTaluu B cdepe

rocyaiapCTBEHHOIO M MYHHIHIIAJIBHOI'O YIIPABJICHHA: CTHIMCTHKA JOKYMCHTOB,



pEIaKTUpPOBAaHME W TpaBKa CIYXKEOHBIX JTOKYMEHTOB, XapaKTCPUCTUKH
JIOKyMEHTOB, TPEOOBaHMS, CICTIU(HUKA.

3. Opranuzanus paboThl € JOKYMEHTaMH B TOCYJapCTBEHHOM U
MYHULIMIAIGHOM YIIPaBICHUM: OTanbl U TOPSAOK JBHXKCHUS JOKYMEHTOB.
[IpaBmwia opranuzamuu padboOThl C BHYTPEHHUMH JOKyMEHTaMH. Y4YeT o0beMa
JIOKYMEHTO00O0poTa. Peructpanus JOKYMEHTOB - COCTaBHas 4acTh TEXHOJOTHH
OpraHu3aluu padoThl C JOKyMEHTaMH. [IoHSATHE «HOMEHKIATypa eI, <JIeJIO».
[Ipu3naku 3aBeneHus aen. HopMaTuBHO-METOAMYECKUE U TEOPETUUECKHE OCHOBBI
MPOBEJICHUS IKCIIEPTU3HI LIEHHOCTH JOKYMEHTOB. [Ipobiiema mpaBoBOTO pekuMma
JIOKYMEHTa, CO3/IaHHOTO B JIEKTPOHHOMU (opme.

Heabo wu3ydyeHHWs JAUCHUILIMHBI «JlOKyMEHTallMOHHOE oOOecredueHne
rOCyJIapCTBEHHOTO ¥ MYHUILUNAIBHOTO YNPABJICHUS» SBISETCS YCBOCHHUE
CTyJICHTAaMH TEOPETUYECKUX 3HAHWM, (OPMUPOBAHMEC YMEHHUH M IMPAKTHUECKUX
HaBBIKOB B OO0JIACTH JIOKYMEHTAIIMOHHOTO OOECTeUYeHUs TOCYJapCTBEHHOTO U
MYHULIMNAIBHOTO YIIPABJICHUS, KOTOPBHIE MOMOTYT OYIyIIEMYy CHEIHATUCTy B
pelIeHUH BOIPOCOB, CBA3AHHBIX ¢ UX MPOQeCcCHOHATBHON AeATeIbHOCTHIO.

3agauu AMCHUIIJIMHDBI:

®1I3yUCHUE TEOPETUKO-OPTaHU3AIMOHHBIX u MPaBOBBIX OCHOB
JIeJIONIPOU3BOICTBA;

e00yueHUE CTYJICHTOB METOAaM 5 npueMam OpraHu3aIuu
JIEJIONPOU3BOJICTBA B CHUCTEME TOCYJApCTBEHHOTO W MYHMIIUIIAJIBLHOTO
yIIpaBJICHUS;

®I3yYCHUE OCHOBHBIX XapAKTEPUCTUK YIIPABICHUECKUX JOKYMEHTOB;

®pa3BUTHE HABBHIKOB OGOpPMJIEHHUS M aHajdu3a JOKyMEHTa B CHCTEME
roCyJJapCTBEHHOTO U MYHUIIUITAIBHOTO YIIPABJICHUSI.

JIJIs yCrienHoro N3y4eHus TUCIMIUIMHBI «J{0OKyMeHTallnOHHOE 00eCTieYeHEe
rOCyJapCTBEHHOTO M MYHUIIMIAILHOTO YMPABJICHUS» Y OOYUYAIOIIUXCS JIOKHBI
OBITH CHOPMUPOBAHBI CIIEYIONTNE TTPEABAPUTEIIbHBIE KOMIIETEHITUH:

®CIIOCOOHOCThP K  CaMOCOBEPIICHCTBOBAHMIO M  CaMOPa3BUTHIO B

npodeccuoHanbHOM cdepe, K MOBBIIEHUIO 00IIEKYIbTYPHOTO YPOBHS;



®TOTOBHOCTb ~ HWHTETPUPOBATHCA B HAaydyHoe,  00Opa3zoBaTelbHOE,
HKOHOMHYECKOE, MOJIUTHYECKOE U KyJIbTypHOE npocTpaHcTBO Poccnu nu ATP;

®CII0OCOOHOCTh TPOSIBIATh WHULMATUBY U IPUHUMAaTb OTBETCTBEHHBIE
pelIeHUs], OCO3HaBasi OTBETCTBEHHOCTh 3a PE3YyJIbTaThl CBOEH IPO(eCCHOHATBHON
NEATEbHOCTH;

®CII0COOHOCTh TBOPYECKM BOCIPUHMMATh W MCIOJIb30BaTh JOCTHUKECHMUS
HAyKH, TEXHUKH B NMPOQeECCHOHANBHON c(hepe B COOTBETCTBUU C MOTPEOHOCTAMHU
PErHOHAJIBLHOTO M MUPOBOTO PHIHKA TPYAQ;

®CII0COOHOCTh HCMOJIb30BaTh COBPEMEHHBIE METOJBl U TEXHOJIOTHH (B TOM
qrciie THPOPMAIMOHHBIE) B TPO(ECCHOHATIBHON e TEIbHOCTH;

®CII0COOHOCTh NMOHUMATh, UCIIOJIB30BaTh, NOPOXKAATh U TPAMOTHO H3JIaraTh
WHHOBAllMOHHBIE HJEH HA PYCCKOM S3BIKE B PACCYXKACHUSIX, MyOIMKaLUIX,
OOIIECTBEHHBIX JUCKYCCHUSX;

®CII0COOHOCTh MCMOJIb30BATh OCHOBBI AKOHOMUYECKUX 3HAHUM B PA3IUUHBIX
chepax AesTeTbHOCTH;

®CII0COOHOCTh HCIOJb30BaTh OCHOBBI IPABOBBIX 3HAHUNW B Pa3INYHbBIX
chepax AesATeTbHOCTH.

B pesynprare uW3yyeHUs JaHHOM AUCHUIUIMHBL Yy  OOyYaroIIMXCS
dopMupyroTca  cieayrouie obmenpodeccuoHalbHble W NMPOQECCHOHANbHbIE

KOMITETCHIIUU (DJIEMEHTHI KOMITETCHIINMN )

Koa u ¢popmyanpoBka Jransl GOPMUPOBAHUS KOMIIETEeHIUH
KOMIIETEHIMH
OIIK-1 BasieHre HaBBIKAMHU 3Haer 3aKOHOJATeJIbHbIE aKThl 1 HOPMAaTHUBHO-METOIUYECKUE
MIOKCKA, aHAIH3a U JOKYMEHTBI IO JOKYMEHTUPOBAHHIO AEATEIBHOCTU U
UCTIOJIb30BaHUs OpraHu3aIiy paboThl C JOKYMEHTaMH I'OCYAapCTBEHHBIX
HOPMAaTUBHBIX U IPAaBOBBIX opraHoB P®; 0ocoGeHHOCTH HOPMATHBHOTO PETyIHMPOBAHUS
JIOKYMEHTOB B CBOEH JIOKYMEHTAI[HOHHOT'O 00ECTIEYCHNUS IeATEILHOCTH OPTaHOB
po¢eCCHOHATBHOM TOCYAApCTBEHHOTO ¥ MYHULIMIIATIBHOIO yIIPaBJICHMS,;
JESTEIIBHOCTH 0COOEHHOCTH JOKYMEHTHUPOBAHUS ACATEIBHOCTH U

OopraHu3aIui padoThl C JOKYMEHTaMH roCyIapCTBEHHBIX
opranoB Poccuiickoit ®enepanuu

Ymeer AHAIM3UPOBATh MPOLECCHI JOKYMEHTUPOBAHUS U
OpraHU3aIiH PabOTHI C JOKYMEHTAMU OPTaHOB
TrOCYAAapCTBEHHOI'O0 ¥ MYHHULIAIIAIBHOIO YIIPABJICHMS,;
(OpMyIHPOBATh MPEUIOKEHHUS 110 UX COBEPILCHCTBOBAHHIO

Brnaneer METOZaMH aHaJIn3a COCTOAHUA JOKYMCHTHUPOBAHUA U

OpraHU3aIiH PadOTHI C TOKYMEHTaMHU OPTraHOB




TOCYIapCTBEHHOTO YIPABJICHHUS; METOIaMH aHAIIN3a COCTOSHUS
JOKYMEHTHPOBAHHS U OpPTaHU3alUN pabOTHI C JOKYMEHTaMH
OpraHOB rOCYAapCTBEHHOTO YIPABICHUS

IIK-29 Binagenne HaBbIKAMHU 3Haer TEPMUHOJIOTHIO JTOKYMEHTAIIHOHHOTO 00eCTICUCHHS
cbopa, 00paboTKH yIIpaBJIEHUs; OCHOBHBIC TIPUHIIUITH 3 (HEKTHBHOM
uH(pOpMALIUK U ydacTus B OpraHM3aIyu JOKYMEHTO000pOTa TOCYJapCTBEHHBIX OPraHOB
HH(POPMATH3AIUH Poccuiickoit deneparun; 3aKOHOMEPHOCTH H3MEHEHHS 00beMa
JIESATEIbHOCTH JIOKYMEHTO000POTa OPraHOB rOCYIapCTBCHHOTO U
COOTBETCTBYIOIINX OPTaHOB MYHUIUMAIHHOTO YIPABJICHUS; TCHICHIIUN Pa3BUTHS
BJIACTH M OPTaHU3AIHI JIOKYMEHTAITMOHHOT'O 00eCTIeYeHUs yrpaBieHus B Poccuu
VYmMmeer pa3pabaTbIiBaTh HOPMATUBHBIC AKTHl  HOPMATHUBHO-

METOAUYECKHE JOKYMEHThI, PErIaMEeHTHPYIOIIE BeJCHNE
JOKYMEHTAI[MOHHOTO 00ECIIeYEeHUsI AEATEIbHOCTH OPTaHOB
roCyJapCTBEHHOTO U MYHUIIMNAIBHOTO YIIPaBJICHUS;
pa3pabaTbIBaTh METOAWIECKHE U CIIPABOYHBIC MaTEPHAIIBI 10
BOIIPOCaM JAESTEIbLHOCTH JIML Ha TOJKHOCTSX
rocyAapcTBEHHOM rpaxaanckoi Poccuiickoit @enepanumy,
TOCyIapCTBEHHOM CITyk0BI cCy0bekToB Poccuiickoit @eneparum
1 MYHHUIHATIATEHON CITY>KOBI, JIUIT 3aMEIIA0IIHX
rocyJlapcTBEHHbIE JOIKHOCTH Poccuiickoit @enepanum,
3aMeIAoUINX FOCYyapCTBEHHBIE TOKHOCTH CYOBEKTOB
Poccuiickoit @enepanuy, 10JKHOCTA MyHULIUIIAIbHON
CITy’>KOBI, aIMUHUCTPATUBHbIE JOJDKHOCTH B FOCYJapCTBEHHBIX
U MYHHIMNAIBHBIX MPEIIPUATHIX U YUPEKACHUIX, B HAYUHBIX
1 00pa30BaTENbHBIX OPraHU3ANNAX, TOTUTHICCKUX MMAPTUIX,
00IIECTBEHHO-TIOIUTHYECKIX, KOMMEPUYECKIX H
HEKOMMEPUYECKUX OpPTaHU3aIHAX; OPTaHH30BaTh (P (PEKTUBHYIO
JESITeIBHOCTD CITYKOBI JOKyMEHTAIIMOHHOTO 00eCTIeUeHHS
yIOpaBJIEHUs] B OpraHax rocyAapCTBEHHOrO YIpAaBICHUS U
MECTHOTO CaMOYTIPaBJICHHS

BnaneeT HpO(l)eCCI/IOHaJ'ILHBIMI/I 3HaHUSAMHU OCHOBHBIX HpO6J’ICM
JAOKYMCHTAIMOHHOTO obecreueHus ACATCIbHOCTH OPIraHOB

rocy1apCTBEHHOI0 U MyYHUITUTIAJIBHOTO YIIPABJICHUSA

Jlnst popMupoBaHUs BhIIEYKa3aHHBIX KOMIIETEHIIUM B paMKax JUCHUTUIUHbI
«/lokymenTanmonHoe oOecrieueHne TrOCYJapCTBEHHOTO H  MYHUIIUMIIAIBLHOTO
yOpaBJEHUs» TMPUMEHSIOTCS CIEAYIOIIMEe METOJIbl aKTUBHOTO/MHTEPAKTUBHOTO
OOy4eHMs: KpYTJblii CTOJ, CEMHUHAp, METOJ JUCKYCCUH, JeJoBas WIpa,

CUTYAIIMOHHBIC 3aJa4YU.

|. CTPYKTYPA U COJEP)KAHUE TEOPETHUYECKON YACTHU KYPCA
(18 4vac., B TOM umciae B TOM 4uciae 18 yac. ¢ HCIOJb30BAaHHEM METO/I0B
AKTHBHOTO 00y4€eHUsl)

Paznen |. TeopeTrudyeckue 0CHOBBI 1€JI0NIPOU3BOACTBA (6/2 yac)



Tema 1. IIpeamer u 0OCHOBHBIE TEPMUHBI Aeionpon3BoacTBa (3 /14ac)

[Ipenmer, uenu u 3a7a4u AeI0NPOU3BOACTBA. OCHOBHBIE OHATHUS, TEPMUHBI
U OmpeNeeHus: Jenonpou3BoAcTBa. [loHATHS «HHPOpMALMSI» U «IOKYMEHT).
Cesa3p wHbOpMaruu u JAOKyMeHTa. Poib wHOOpMAIMM B COIUAIBHBIX W
PKOHOMHYECKMX  mpoueccax.  HWMudopmanuss  kak  OCHOBa  NPHUHSATHS
YIPABJICHUECKOTO pellieHnus B cdepe ToCyAapCTBEHHOTO M MYHMIIMIAIBHOTO
yrnpaBieHus. Bo3HWKHOBEHHWE NOKyMEHTa, €ro HasHadeHue. TpanHchopmarus
MOHATUS «JAOKYMEHT». [IpaBOBOM, YINpaBIEHUYECKHUM, UCTOPUYECKUN ACIEKThI B
OMpeNIeNICHUH JOKyMeHTa. Pacinpenne noHITusl «JI0OKyMEHT» C pa3BUTHEM HAYKHU
U TeXHUKU. [IoHATHE «DJIEKTPOHHBIM JOKYMEHT» B c(epe ToCyJapCTBEHHOTO U
MYHULIMNAIBHOTO yIpaBiieHus. OmpeneneHue I0KYMEHTa B TOCYJAapCTBEHHBIX
CTaHJapTax.

Tema 2. Knaccupukauusi 10kyMeHTOB. DyHKIUN TOKYMEHTOB B cepe
rocy1apCTBEHHOI0 U MYHUIMNIAJILHOI0 ynpasJjenus (3/1 gac)

Knaccuduxkanun  ngokymentoB.  [loHstue  «pyHKUMS — JTOKYMEHTa.
3aBUCUMOCTh TIOHSTUSL «IOKYMEHT» OT ero ¢yHkuuu. WHdopmanmonHas,
KyJbTypHasi, KOMMyHUKaTuBHas (QyHkiusg. DyHKIUS 3amuThl UHGOPMALIUH.
VYmpaBnenueckass (QyHKIUS U €€ 3HAYeHHE B cdepe TOCyIapCTBEHHOTO W
MyHUITUNIATbHOTO yrpasienus. [IpaBoBas ¢ynkiug. Oyukius ydera. OyHKIuUsA
JIOKYMEHTa KaK UCTOPUYECKOT0 UCTOUHHMKA. DYHKIIUU MOCTOSHHO JEHCTBYIOIIUE U
bynkuuu  oneparuBHbie. [lonmudyHKIIMOHATBHOCTh JOKYMEHTa B  cdepe

rocyaapCTBEHHOIO 1 MyHUIIUITIAJIBHOT'O YITPABJICHUA.

Paznes Il. CoBpemeHHoOe rocyiapcTBeHHOe peryJiMpoBaHue B 00J1aCTH
aeonpousBoacTna (6 /6 yac.)

Tema 1. Bonmpocbl J0KYMEHTHPOBAHHS, COCTABJIEeHUS U OGOopMJIeHHUS
JOKYMEHTOB B 3aKOHOJATEJIbHbIX U HOPMATHUBHBIX aKTax (2/2 4ac.)

Knaccudukanuss  3aKOHOJATENbHBIX,  HOPMATHUBHBIX,  METOAUYECKUX
MaTepHaIOB, KaCAIOIINXCsI BOMPOCOB JTOKYMEHTUPOBAHUS W OpTaHU3AIMH PaOOThHI

¢ HOOKYMCHTaMH. 38,KOHO)13T€HBHBI€ AKTbl, IIOCTAHOBJICHUA MW PACIIOPSKCHUA



npasurenbCeTBa Poccniickon denepanuu, peraaMeHTUPYIOIKE MPABOBBIE HOPMBI
Ha (QenepasbHOM YypOBHE TMpu padboTe ¢ AoKymMeHTamu. IlIpaBoBbIE aKThI
HOPMATUBHOTO W WHCTPYKTHBHOTO XapakTepa, METOAMYECKHE MaTepualbl I10
JIEJIONPOU3BOJCTBY MPEANPUATHAN U opranuzamuii. I[IpaBoBbie TIPOOIEMBI
JIOKyMEHTa B YCIOBUAX pa3BUTUS aBTOMATHU3UPOBAHHBIX HMH(POPMALIMOHHBIX
CUCTEM M 0€3I0KyMEHTHOTro oOMeHa mHpopmaiueit B chepe rocy1apCTBEHHOTO U
MYHULIUNIAIBHOTO YIIPaBJICHUS.

Tunossie ctpykTypsl IOV B cdhepe rocynapcTBEHHOTO U MYHHUIIUTAIBHOTO
YIPABJICHHUS.

Tema 2 I'ocynapcTBeHHbIE CTAHAAPTHI HA TOKYMEHTHI (2/2 4ac.)

I'OCT P 6.30-2003 «YCHA. YCOPJ. TpebGoBanus &k 0GOPMICHHUIO
JOKYMEHTOB» W U3MEHEHUs] K Hemy. PekBU3UTHL, perjiaMeHTUPYyEMbIe
roCyJapCTBEHHbIM  cTaHmapTtoM. llonsitue «pexBusut». IlocTosiHHBIE U
nepeMeHHbie peKkBU3UTHL. [loHsiTHE «dDopmymsip nokymeHTa». UHauBHUTyalbHBIA U
TUNOBOU (hopMyIsip AokymMeHTa. DopmMysip-oOpasel, ero 3agauu B yHU(DUKALUU
TpeOOBaHMI K PEKBU3UTAM JIOKYMEHTa M UX PaACIOJIOKEHUIO. biaHk nokyMeHTa.
Buapl 6mankoB. CoctaB OjlaHKa, MOPSIOK PACIOJIOKEHHUSI PEKBU3UTOB B OJIAHKE.
biiankyi ¢ YrJ0BbIM M ILIEHTPOBAaHHBIM PACHOJIOKEHUEM pPEKBU3UTOB. lIpaBuia
KOHCTpYHUpOBaHus OnaHka. branku ¢ n3o0paxeHueM rocyapcTBEHHOTO repba u
rep0a cyonekTa deaepanuu.

I'OCT P 7.0.8-2013.Cucrema crannapToB no uaopmaimu, OubInoTeaHOMy
U U3J1aTEeIbCKOMY Jelly. JEJONpPOM3BOJICTBO W APXMBHOE JI€J0. TEPMHUHBI H
OINpeeICHHUS.

I'OCT P UCO 15489-1 - 2007 Cucrema cranmapToB 1o WHGMOpMAIIUH,
OMOJMOTEUHOMY W M3JaTeIbCKOMY Jelly. YTpaBlieHHe AokymeHTamu. OOrue
TpeboBanmsi».  CTpykTypa  CTaHAapTOB.  BO3MOXHOCTH  MPaKTUYECKOTO
WCIIOJIb30BaHUS B COBPEMEHHBIX YCIOBHUSIX.

Tema 3 OdopmieHue ynpaBjieHYeCKOl JOKyMeHTamuum B cdepe

roCyJAapCTBEHHOI0 1 MYHUIIUNIAJIbLHOI0 YIpaBjaeHus (2 /2 yac.)



Ctunmuctuka JOKyMEHTOB. PenmakTwpoBaHWe U TpaBKa  CIY>KEOHBIX
nokymMeHTOB. OOImasi XxapakTepucTUKa paclopsAUTEIbHBIX TOKyMEHTOB. Craauu
MOATOTOBKHU OCHOBHBIX pacropsauTEIbHBIX JOKYMEHTOB. Tekct
pacropsiAuTeabHOrO0 JoKyMeHTa. OOmias XapakTepUCTUKA OpraHU3aIlMOHHBIX
nokymeHToB. OnpeneneHue, Ha3Hau€HHE, TMOPSJOK COCTaBJIeHUs, 00JacTh
MIPUMEHEHUSI OPTaHU3aHOHHBIX JTOKYMEHTOB.

Buner mportokonoB. Ha3HaueHue, coaepxaHue, NOPSAOK COCTABIICHHS,
cnenuuka NpUMEHEHUs. Y TBEPKIEHUE TPOTOKOIOB.

O6miass xapakTepucTuka HWH(POPMAIIMOHHO-CIPABOYHBIX JOKYMEHTOB U
ciykeOHoM KoppecnoHaeHuuu. Buael nokymenToB. Hasznauenue. Conepxanue,
MOPSIJIOK COCTABJICHUS, TPUMEHEHUS, YTBEPXKICHUSA. YHHUUKAIMS CITy>KeOHOTO
nMchMa.

OOmiast xapakTepuUCTHMKa JOKYMEHTAIlMM 10 JIMYHOMY COCTaBy B
rOCyJIapCTBEHHBIX OpraHU3alugx B cepe rocyJapcTBEHHOTO M MYHHUIIUIIATILHOTO
yOpaBieHUs: JUYHBIC JieJla, 3asBJICHUS, NMPUKA3bl MO JIMYHOMY COCTaBy. Busi
nokyMeHToB. Haznauenuwe. Copnep:kaHue, NOPSIAOK COCTAaBIEHUS, MPUMEHEHUS,

YTBEPKIAECHUS

Pa3znen |11. Opranuzaunus paéoTsl ¢ JIOKYMEHTAMHM B IOCYyJAapCTBEHHOM
1 MYHHIIMTIAJTbHOM ynpaBieHun (6 /Ouac.)

Tema 1. TexHosormu padoTbl ¢ JO0KyMeHTamMMm B  cdepe
rocy1apcTBEeHHOT0 H MYHHUIIUIIAJBLHOTO yrnpasJeHusi (6/0 yac.)

Oranel W TOPSAOK JBHXKEHHS JTOKyMEHTOB. Opranmzamnus paboThl ¢
MOCTYMAIMMUMH  («BXOIAIMMU»)  JTOKyMeHTamu. [lpwem,  opranmuzanus
MIPOXOXICHUS U TIOPSAIOK MCTIOTHEHUS MOCTYNAIOMINX («BXOASAIINX)) TOKYMEHTOB.
[lopsimok  opraHu3aruu  pabOThl €  OTHPABISEMBIMU  (KHUCXOMSIIIAMU)
nokymeHTamu. [lpaBuna opranu3zanuyu pabOThl C BHYTPEHHUMH JIOKYMEHTAMHU.
VYyer o6bemMa H0KyMeHTOOOOpOoTa. Peructpanusi 10KyMEHTOB - COCTaBHAs 4acTb

TCXHOJIOI'MH OpraHMu3aliin pa6OTI>I C IOKYMCHTaMU. HCHI/I N OCHOBHBIC IIPHUHITUIIBI



perucrpauud JOKyMeHTOB. DOpMBI pErucTpalid JTOKYMEHTOB W MOPSIOK HX
3aMOJHEHUS.

[lonsitue «HOMeHKJaTypa nen». HasHaueHwe W BHUIIbI HOMEHKJIATYpHI eIl
TunoBasi, mnpuMepHas W KOHKpETHas HOMEHKJaTypa jnen. TpeOoBaHus,
NPEABbIBISIEMbIE K COCTaBJICHUIO W 3alOJHEHUIO (OPMBI HOMEHKJIATYPHI JIEJ
OpraHu3aludy. 3aroJioOBKM JieJl, HMX CUCTeMaru3anuss U (QOpMYJIHPOBKH B
HOMeHKJaType nen. Cpoku xpaneHus Jen. [lopsiok cocTaBieHust U yTBEPKACHUS
HOMEHKJIATYpHhI JIeJl OpraHUu3aluu, TPEANPUITUS, YIPEKICHUS.

[lonsitue «peno». Ilpusnaku 3aBenenust pen. IlpaBuia QopMupoBaHus
pa3NUYHBIX KaTEeropud JOKYMEHTOB B jnena. JleneHtpanu3oBaHHOe (B
CTPYKTYpPHBIX  NOJpa3fesieHusIX) U  LEHTpaJu3oBaHHOe (B ciyxo0e
JOKYMEHTAITMOHHOTO  oOecrieueHusi  ympaBieHusi)  (opMupoBaHue  Ael.
OTBETCTBEHHOCTh 3a COXPaHHOCTh JOKYMEHTOB. Bbplgada JOKyMEHTOB IS
BPEMEHHOTO I10JIb30BaHUS IIPU XPAaHEHUHU X B CTPYKTYPHOM IOJpa3IEICHUH.

[lonsiTHE «3KCHEpTH3a LIEHHOCTH JOKYMEHTOBY». HopmaTHBHO-METOIUYECKHE
U TEOPETUYECKUE OCHOBBI IPOBEIACHUS SKCIEPTU3bl LEHHOCTH JIOKYMEHTOB.
TpeOoBaHus, TpeAbABISIEMbIE K OpPraHU3alMM W TPOBEJIECHUIO SKCHEPTU3bI
LHEHHOCTU JIOKYMEHTOB. OTambl MpOBEIEHUS U O(OpMIIEHHE pe3yJIbTaTOB
DKCIIEPTU3bI HEHHOCTH JTOKYMEHTOB.

BnusHue BHepeHUs! BBIYMCIUTENBHON TEXHUKU Ha 00pa30BaHuE TOKYMEHTOB.
JlokymeHT B snekTpoHHOU (opme. [IpobGrema mpaBoBOro pexuma JOKYMEHTA,
CO3/IJaHHOTO B 2JIEKTPOHHOU (popme. OCOOCHHOCTH COTJIACOBAHUS U TMOJIHCAHUS
AIIEKTPOHHBIX TOKYMEHTOB.

Pa3zButne cucrembl mepenaun uHbopManuu B cdepe TOCYyJapCTBEHHOTO H
MYHULHANAIBHOTO YHPaBJIEHUA. JIEKTPOHHOE IpaBurtesbcTtBo. CMOB, CMOJI —
npoOiema BHeApeHus. Bo3MoHOCTH 0€310KYMEHTHOTO 0OMeHa uHbopmarieil B

rocyaiapCTBEHHOM U MYHUIIUITIAJIbHOM YIIPABJICHUU

Il. CTPYKTYPA U COAEPXKAHUE MPAKTUYECKON YACTH KYPCA

IIpakTnyeckue 3aHATHS



(36 /8uac., B ToM uncie 18/4 gac. ¢ HcnoIb30BaHHUEM METO0B AKTHBHOTO

00y4JeHHsl.)

3ausgitue Ne 1 Crwiancruka JA0oKyMeHTOB. PegakTrupoBaHue M mnpaBKa
CJIy:KeOHBbIX JOKYMEHTOB (8/24ac.)

Memoo akmuenoco / UHMEPAKMUBHO20 O00YUeHUA — MEmOo0 CUMYAUUOHHOZ0
ananuza (cumyayuonnwle 3a0avu) (2/1 uac.)

1. ®OyHKIIMOHANTBHBIE CTHIIM peul (TpeOoBaHus U crieuuKa)

2.TpeboBaHMS K TEKCTY TOKYMECHTOB

3.CTuneBbie OMIMOKH

4.PegakTUpoBaHUE U MPaBKa CIyKEOHBIX TOKYMEHTOB

5. Pemenne cuTyanmMoOHHBIX 3a/1a4.

3ansitue Ne 2 HopMaTuBHO-IpaBoBOe peryJinipoBaHHe JOKYMEHTHPOBAHUS B
cHCTeMe rocyIapCTBEHHOT0 H MYHHMIIUNIAJIbHOTO ynpasJjenus (10 /24gac.)
Memoo axmuenoco / UHMEPAKMUBHO20 O0YYEHUA — MEmoO0 CUMYAUUOHHO0
ananuza (cumyayuonnwle 3a0avu) (2/1 uac.)

1. ®eaepanbHOE 3aKOHOJATENBCTBO B CPepe ETONMPON3BOICTBA

2. 3akoHomaTenbCcTBO  CcyObekTOB  Poccuiickoit  ®enmepauuu B cdepe
JIEIOTIPOU3BOICTBA

3. 'ocynapcTBeHHbBIE CTaHIAPTHI

4. JlokyMeHTbl MyHULIMITAJIbHBIX 00pa3oBaHuil B cepe AeT0npor3BOICTBA

5. Petienue cuTyanroHHbBIX 3a/1a4.

3ansaTue Ne 3 YHN(UIMPOBAHHAS CHCTEMA OPraHU3ALHOHHO-
pacnopsiauTeabHoi nokymeHTanuu - Y COP/I B cucTteMe rocy1apcTBeHHOT0 1
MyHHIMTATbHOTO yrnpasiaenusi (10/4 gac.)

Memoo axmuenozo / UHMEPAKMUBHO20 O00YHUEeHUA — MEmoO CUMYAUUOHHO20
ananuza (cumyayuonnwle 3a0avu) (3/2 uac.)

1.PacniopsiiutenbHbIe TOKYMEHTBI

2.0pranu3anrvoHHbIe JOKYMEHTBI



3.JlokyMeHTHUpOBaHHE EATETLHOCTH KOJIJIETHAIBHBIX CTPYKTYP YIPABJICHHUS
4. VladopManMOHHO-CIIPABOYHBIC TOKYMEHTHI

5.JlenoBast KOPPECTIOHACHIIUSA

6./loroBopHast TOKyMeHTalus

7. KanpoBasi JOKyMEHTALMs

8. OOparneHus rpaxiaaH

9. Pemienne cuTyallmoOHHBIX 3a/1a4

3ansaTue Ne 4 CoBpeMeHHbIe TeXHOJOTMH PadOThI € [JOKyYMEHTAMHM B
rocy1apcTBeHHOM M MyHHIIUNIAJAbLHOM ynpasJjenuu (8/0 gac.)

Memoo axmuenozo / UHMEPAKMUBHO20 O00YYEHUA — MEmOoO CUMYAUUOHHO0
ananuza (cumyayuoHnHsle 3a0aiu), OUCKyccus, oeanoeasn uzpa (2 uac.)
1.XapakTepucTiKa TpaAUIIMOHHBIX OyMakKHBIX TEXHOIOTUI

2.CoBpeMEHHBIE IEKTPOHHBIE TEXHOJIOTUU PAOOTHI C TOKyMEHTaMU

3.CucteMsbl 3NEKTPOHHOTO T0KyMeHToo0opoTa («IIpakTukay, «/lemo»)
4.Ilpo6nema BriOOpa u agantaruu COJI - nuckyccus

5. PelieHne cuTyaloHHbIX 3a/1a4

I1l. YYEBHO-METOANWYECKOE OBECIIEYEHUE
CAMOCTOSTEJBbHOM PABOTHI OBYUAIOIIIUXCS

VY4ebHo-MeToAMueCcKOoe oOecrieueHue CaMOCTOSATEIbHOMN paboTHI
oOygaromuxcs 1O  guciuiummHe  «JlokymeHTaroHHOEe — oOecrieueHue
TOCYyJIapCTBEHHOIO ¥  MYHHIIMIIAJBLHOTO  YIPaBJICHHS»  TMPEJACTABICHO B
[Tpunoxenuu 1 1 BKiIrO4aeT B ceOs:

— IIaH-rpaduK BBIMOJIHEHHUS CaMOCTOSATEIBHONH PabOTHI MO JUCIMILIMHE, B
TOM YHCJIC TPUMEPHBIC HOPMBI BpEMEHHU Ha BBIITOJIHEHUE 110 KaXKIOMY 3aaHHIO;

— XapaKTePUCTHKA 33JaHUM IS CAMOCTOSITEIILHOW PabOThI 0OYJAFOIIUXCS U
METOJIMICCKUE PEKOMEH/IAINHN 110 UX BBITTOJHEHUIO;

— TpeOOBaHUS K  MPEICTABICHUIO W O(QOpPMIICHHIO  pe3yJbTaTOB

CaMOCTOATENbHON pabOThI;



— KpUTEPHUHU OIICHKH BBIIIOJIHEHUSI CAMOCTOSITENIbHON pabOTHI.

IV. YUEBHO-METOJIWYECKOE
CAMOCTOSTEJIbBHON PABOTHI OBYUYAIOIIUXCSI

Y4eOHO-METOINUECKOE

oOy4Jarommxcs 10

rOCYJIapCTBEHHOTO U

NUCHUAIINHE

MYHUIHUIIAJIBHOTO

[Tpunoxenuu 1 u BKIIOYAET B ceOsl:

HJIaH-Fpa(l)I/IK BBITTIOJTHEHUS CAMOCTOSITCIILHOM pa6OTBI 10 AMCHOUIIIIMHEC, B TOM

obOecneuenue

OBECIIEYHEHUME

CaMOCTOITEILHOU
«JloKyMEeHTallMOHHOE

yYIPaBJICHUS

obecrieyeHue

MMpCACTaBJICHO

YUCJIC IPUMCPHBIC HOPMBI BDCMCHH Ha BBIIIOJHCHHUC 110 KAXKIOMY 3a/IaHUTO,

XapaKTCPHUCTHUKA Sa,I[aHI/Iﬁ JJI1 CaMOCTOSITEIIbHOMN pa6OTI>I CTYACHTOB H

MCTOAMYCCKHUEC PCKOMCHIAIIH 110 X BBITIOJIHCHHIO,

TpeOOBaHUS K

IMpcaACTaBJICHHUIO

CaMOCTOSITEJIbHOM pa6OTBI;

0(OpMIICHUIO

KPUTEPHUH OLICHKHU BBIMIOJHEHUS CAMOCTOSITEIbHON PabOTHI.

pe3yJIbTAaTOB

V. KOHTPO.JIb JOCTHXXEHMS LEJEA KYPCA

Ne | Konrposupyem OueHo4HbIe CPEACTBA
n/n ble pa3jesibl Koapl u 3Tanbl TEeKYIIMH | MPOMEKYTOU
TUCUMILTHHBI (opmupoBanus KOHTPOJIb Hasl
KOMIIeTeH U arrecraums
1 | Pasmenl. OIIK- | 3Haer VO-1 Bomnpocs k
TeopeTnueckue 1 3auery 1-5
OCHOBBI YMmeet [1P-2 Bomnpocs! k
JEJI0NPOU3BOJICTB 3adery 5-15
a Bnaneer - ITP-3, TIP-1, | Bompocs k
ITP -11 3auety 16-20
Pazpnen Il.
CoBpemMeHHOE
rocyapCTBEHHOE

pETYJIUPOBAHKE B
oOactu
JICITIOTTPOU3BOICTB
a

Pazpen 1.

paboThI




Opranuzanus
paboThI ¢
JIOKYMEHTaMH B
roCyJIapCTBEHHOM
U
MYHHUIIUTTATEHOM
yIpaBJICHUH

Pazpen I. [1K-12 | 3naet YO-1, YO -| Bonpocsl k
Teopernueckue 3 3auety 21-27
OCHOBBI YMmeer I1P-2 Bomnpocs! k
JIETIOTIPOU3BOICTB 3auery 31-35
a Bnaneer ITP-11, ITP-1 | BompocsI k
3auery 31-35

Paznen Il.
CoBpeMeHHOE
roCyJIapCTBEHHOE
peryJupoBaHKE B
obmactu
JIETOTIPOU3BOCTB
a

Pazpgen 1.
Oprannzanus
paboThI ¢
JTOKyMEHTaMH B
roCyJ1IapCTBEHHOM
u
MYHUIIHITATEHOM
yIpaBICHUN

TuIoBbIe KOHTPOJIBHBIE 3aJaHUs, METOAWYECKHE MaTepuasbl, ONPEACIISIOIINE
IpoOLENypbl OIEHUBAaHWA 3HAHWM, YMEHUH W HABBIKOB M (WJM) OMbITa
NESTEIbHOCTH, a TaK)Ke KPUTEPUU U IOKa3aTelau, HEOOXOJUMbIE AJisi OLEHKU
3HaHWM, YMEHUH, HABBIKOB U XapaKTepU3YyIOIIME dTanbl (OPMUPOBAHUS
KOMIIETEHLIMA B TIPOLIECCE  OCBOCHHMS  0Opa3oBaTENbHOW  MPOrPaMMBbl,

npezacTasiieHsl B [Ipunoxenuu 2.

VI. CHUCOK YUYEBHOM JIUTEPATYPbI U TH®OPMAIMOHHO-
METOINYECKOE OBECIIEYEHHUE JUCHUIIVINHBI

OcHoBHas JquTEpaTrypa



(271eKmpoHHble U nevamuvle U30aHus1)

1. Bensiera, E. C. T'ocynapcTBEeHHOE M MYHUIIMIIAILHOE YIPABICHUE
[DnekTpoHHbIN pecypc] : yueoHoe nocooue / E. C. Bensiera, A. A. ['pebeHHuKOBA.
— DJEeKTpOH. TeKCToBbIe MaHHble. — CapaToB : By3oBckoe oOpazoBanue, 2019.
— 166 C. — 978-5-4487-0499-4. — Pexum JOCTyTA!
http://www.iprbookshop.ru/82669.html

2. ['pebennukoBa, A. A. TocyaapCTBEHHOE U  MYHHIIMIAIBLHOE
yIpaBleHUE B TaOIUIAX M cxeMaxX [DIEeKTPOHHBIN pecypc]| : yueOHOe HarlsaHOe
nocobue / A. A. I'pebennukoBa, O. II. CanrbikoBa. — DJIEKTPOH. TEKCTOBbBIC
nanabeie. — CapatoB : By3oBckoe oOpazoBanue, 2019. — 142 ¢. — 978-5-4487-
0461-1. — Pexxum pocrtyma: http://www.iprbookshop.ru/80170.html

3. JIOKyMEHTallMOHHOE ~ OOecreuyeHue  ynpaBieHUs [DIeKTPOHHBIN
pecypc] : yuebHOe mocobue / coct. C. I'. YUepHoBa. — DJIEKTPOH. TEKCTOBBIC
nanueie. — HoBocuOupck : HoBocuOHMpckuil rocyJapCTBEHHBINM —arpapHbii

YHHUBEPCUTET, 30510TOMH KoJoc, 2014. — 106 ¢. — 2227-8397. — Pexum mocTyma:
http://www.iprbookshop.ru/64716.html

4, Mupromikuna, FO. B. Jlenonpou3BoACTBO MU JTOKYMEHTAllMOHHOE
oOecrieyeHue TroCyJapCTBEHHOM W MYHUUMINAIBHOM CIIyXObl [DJIEKTPOHHBIM
pecypc] : mpaktukym / 0. B. Mupromkuaa. — DJIEKTPOH. TEKCTOBBIC JaHHbBIE. —
CraBpomnonib : CeBepo-KaBkasckuit penepanpHbiii yaHuBepcuTer, 2016. — 116 C.

— 2227-8397. — Pexxum mocrtyma: http://www.iprbookshop.ru/66028.html

5. OCHOBBI  TOCYJApCTBEHHOTO M  MYHHUUUIIAJIBHOTO  YIPAaBICHUS
[D7eKTpOHHBIN pecypc] : METOAMYECKUE YKA3aHUSI K MPAKTUUYECKUM 3aHSATHUSIM I10
aucuumuinHe «OCHOBBI TOCYAAPCTBEHHOTO M MYHUIIUMIIAIIBLHOTO YNPABICHUS IS

oOydaronuxcst Mo HampasiieHuto noArotoBku 38.03.04 «l'ocymapcTBeHHOE W

MYHUILIMIIAJbHOE yrpaBieHue» / coct. A. b. MorraeBa. — DNEKTpOH. TEKCTOBBIE
nanHple. — M. : MOCKOBCKMI TOCYyIapCTBEHHBIM CTPOUTEIIbHBIM YHUBEPCHUTET,
9bC ACB, 2017. — 36 c¢. — 2227-8397. — Pexum jgocryna:

http://www.iprbookshop.ru/72603.html



http://www.iprbookshop.ru/82669.html
http://www.iprbookshop.ru/80170.html
http://www.iprbookshop.ru/64716.html
http://www.iprbookshop.ru/66028.html
http://www.iprbookshop.ru/72603.html

6. PoxHsTOBCKAS, n. P. JIOKyMEHTaIMOHHOE obOecrieueHue
[DnexkTponHBI pecypc] : yueoHoe mocodue / Y. P. PoxxHITOBCKass. — DIIEKTPOH.
TEeKCTOBbIE AaHHbIe. — Cumdepornons : YHUBEPCUTET SJKOHOMUKU U YTIPABIICHUS,
2016. — 104 C. — 2227-8397. — Pexum JIoCTyma:
http://www.iprbookshop.ru/73265.html

JlonoiHUTE IbHAS JIUTEepaTypa
(newammuule u 31eKMpPOHHbBLE U3OAHUSL)

1.bynat P. E. JlokymMmeHTallMOHHOE OOECICUCHHUE YMPaBJICHUS MEPCOHAIOM:
VYyeobnoe nocodbue/bynat P. E. - M.: HUL] UHOPA-M, 2015. - 234 c.: 60x90 1/16.
- (Beiciee  oOpaszoBanue:  bakamaBpuar) - Pexum  nocryna:
http://znanium.com/catalog/product/488066

2.Batonmuna M. B. Jlenonpon3BoacTso B Bonpocax v otBeTax / M. B. Barommna., —
2-e u3j., ucnp. u jom. - PoctoB-Ha-/lony : ®enukc, 2012. - 319 c. (Bsicuee
oOpa3oBaHuUe: bakanaspuar). - Pexxum JOCTyma:
http://lib.dvfu.ru:8080/lib/item?id=chamo0:292579&theme=FEFU

3.BykoBuu I'. I'. OcHOBBI nenonpou3BojicTBa: YueOHOe mocobue / A.M.
Acamues, I.1. Muponosa, E.A. Kocapesa, I'.I'. Bykosuu. - M.: HUL] UHOPA-M,
2014. - 144 c. - (Beicmiee ob6pazoBanue: bakanmaBpuar). - Pexum pocryna:
http://znanium.com/catalog/product/443541

4.I'Baecea N.B. Jlenonpou3BoACTBO [DNEKTPOHHBIA pecypc|: CIpaBOYHUK/
I'BaecBa N.B., CobaneBckuii C.B.— DneKTpOH. TEKCTOBBIC HaHHBbIC.— MHHCK:
TerpaCucremc,  Terpamur, 2014— 224 c—  Pexum  jgocryma:
http://www.iprbookshop.ru/28072.html.— 9BC «IPRbooks»

SInyxoa  O.B.  JlokymMeHTaIllMOHHOE  OOECIEUCHHUE  YyIpaBJICHUS
[DnexTpoHHBIN pecypc]: kypc sekumit/ I'myxoBa O.B.— DneKTpOH. TEKCTOBBIC
nanueie.—  Bosrorpaa: Bomrorpaackuit  mHCTHTYT ~Om3Heca, By3oBckoe
oOpa3oBaHue, 2013.— 72 c— Pexum J0CTyMa:

http://www.iprbookshop.ru/19177.html.— DBC «IPRbooks»


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

6.2Kypasnesa M. B. KagpoBoe nenonpousBoactBo: HaunHaem ¢ vy, Ayaut
ceoumu cunamu / U.B. XKypasnesa, M.B. Xypasnesa. - M.: UHOPA-M, 2012. -
184 c.: - PexxuMm noctymna: http://znanium.com/catalog/product/205822

7. Kynses, H. H. KonpunenunanbHoe Ae10MpOU3BOACTBO U 3alMIICHHBIN
AJIEKTPOHHBIN JTOKYMEHTOOO0OPOT [DNeKTpoHHbI pecypc] : yueOnuk / H. H.
Kymnsies, A. C. Iémymkun, A. I'. ®abpuynos; noxa o6ui. pea. H. H. Kynsesa. - M.
Jloroc, 2011. - 452 c. - (HoBas ynuBepcuteTckas OuOmmoreka). - ISBN 978-5-
98704-541-1. - Pexxum moctyma: http://znanium.com/catalog/product/468998

8. Kabamor C. FO. Opranmsamus pabOThl C OOpalIeHUSIMH TpaXIaH B
uctopun Poccum: Yuebnoe nocodue / C.}O. Kabamos. - M.: ®nunra: Hayka,
2015. - 312 c.: - Pexum gocrtyna: http://znanium.com/catalog/product/247777

9. Kpumramox A.H. KoHduaeHuuanbHoe AEIONPOU3BOACTBO U 3alllUTa
KOMMEPYECKOH TailHbI [ DNIEeKTpOHHBIN pecypc]: kypc nekuuid/ Kpumramok A.H.—
ONEeKTpOH. TEKCTOBble JaHHble.— Open: MexpernonanbHas Akaaemus
oe3omacHoctn u BebkuBaHusg (MABKB), 2014.— 199 c.— Pexum pocryna:
http://www.iprbookshop.ru/33427.html.— DBC «IPRbooks»

10.ITemxora I'. J[. Cekperapckoe npemo/ Ilemkoma I'.JI., - 3-¢ m3m. -
Mu.:Bemmoiimas mxkoia, 2014. - 367 c.: ISBN 978-985-06-2337-9 - Pexum
nocryna: http://znanium.com/catalog/product/509325

11.Poroxun M. 1O. CnpaBounuk no naenonpou3Boactsy / M.FO. PoroxwuH. -
3-¢ u3a., mepepad. u gom. - M.: Octunmadopm, 2011. - 256 c¢. - (HenoBas
oubimoreka). - Pexxum gocryna: http://znanium.com/catalog/product/278862

HopmaTuBHO-IpaBoBbIE MaTEePHUAJIbI

1.TOCT P 6.30-2003 «YauduiupoBaHHble CpeACTBa JTOKYMEHTAIIUU.

YHuduuupoBanHas cucrema OpraHU3alMOHHO-PACTIOPSAAUTETLHON
TOKyMeHTauu.  TpeboBaHuss K  OQOPMIICHHIO  JJOKYMEHTOBY. M.:
Crangaptuadopm, 2003 -[OnektpoHHbIl pecypc]. - Pexum nocryma:

https://www.consultant.ru/document/cons_doc_LAW_44595/eb62a508b32bdc46e
df95c67f7de7b430f7b7b4d/


http://znanium.com/catalog/author/1301d630-ef9c-11e3-b92a-00237dd2fde2
http://znanium.com/catalog/author/241507f2-f078-11e3-b92a-00237dd2fde2
http://znanium.com/catalog/author/b2b8d0f6-d946-11e4-9a4d-00237dd2fde4
http://znanium.com/catalog/author/322761e8-3408-11e4-b05e-00237dd2fde2

2T'OCT P HUCO 15489-1 - 2007 Cucrema ctaHgapToB Mo HH(pOpMaLUH,
OMOMMOTEUHOMY W M3JATEIbCKOMY JeNly. YTpaBiieHHe nokymMeHTamu. OOrime
TpeboBanus». — M.: Cranmaptundopm, 2007. [DnekTpoHHBIN pecypc]. - Pexum
nocryma: https://www.consultant.ru/document/cons_doc_LAW_ 135548/

4.006 apxuBHOM gene, Ne 125-D3 [peaep. 3axoH: npuHAT 22 okTa0ps 2008 1.:
no cocrosiHuio Ha 13.05. 2008 r.] [OnextpoHHbI pecypc]. — Pexum pocryna:
http://www.consultant.ru/document/cons_doc_LAW 142000/

5.0 nopsiake paccMoTpeHust oOpaiieHuit rpaxnaan, No59 @3 [denep. 3aKoH:
npuHAT 2 Mag 2006 r. : B penakunn PenepanbHbix 3aKk0HOB 0T 29.06.2010 N 126-
@3, ot 27.07.2010 N 227-®3] [DOnextpoHHbId pecypc]. — Pexum mpocryma:
http://mnr.gov.ru/activities/detail.php?1D=128155

6.006 nadopmaruu, HOOPMAITMOHHBIX TEXHOJOTHAX U 3aIIUTe WH(DOpMAITUH,
Ne 149-®3 [denep. 3akon: npunsat 27.07.2006] [DnekrpoHHblii pecype]. — Pexum
nocryna: http://www.consultant.ru/document/cons_doc LAW 156802

7.11paBuna no ea0npou3BOJCTBY B (helepalIbHbIX OpraHax MCIOJIHUTEIbHON
Bractu (oT 15.06.2009r.) [OnextponHbli pecypc]. — Pexum gocryna:

www.rg.ru/2009/06/24/deloproizvodstvo-dok.html

Ilepedyensb pecypcoB HHGOPMANMOHHO-TEJIEKOMMYHHKAIIMOHHOM CeTH
«AHTepHeT»
1.JlokymMmeHTOO00pPOT W  Je’aonpou3BOACTBO. CHCTEMBI  3JIEKTPOHHOTO
nokymeHntooboporta (CO/I) [DnekTpoHHsIid pecypc]. — Pexum gocryma: www.doc-
online.ru
2. XKypnan «Jlenonpous3BoACTBO U JOKYMEHTOOOOPOT HA MPEIIPHUSITHI)
(Poccust) [Dnexkrponnslit pecypce]. — Pexxum noctyma: www.delo-

press.ru/documents-it/index.html

VII. METOANYECKHUE YKA3AHUA ITIO OCBOEHUIO JUCIHUTIJIMHBI

Peanuzanusa JUCIUIIIINHBI «JloOKyMEHTallMOHHOE oOecrieueHue


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

TOCYJapCTBEHHOTO WM  MYHUIMOAJIBHOTO  YyNpaBICHUS»  MpPEAyCMaTpHUBAET
Clieylolre BUAbl y4yeOHOW paloOTHI: JIeKIMH, Ja0opaTOpHbIE pPabOTHI,
CaMOCTOATENbHYI0 paldOTy CTYACHTOB, TEKYIIMH KOHTPOJIb U MPOMEKYTOUHYIO
aTTeCTaIHIO.

OcBoenue Kypca AMCHMIUIMHBI  «JlokymeHTanmoHHoe  oOecrieyeHue
roCyAapCTBEHHOTO ¥ MyHHUIIUTIATBHOTO YIPABICHUS» MPENO0JIaracT peUTHHT OBYIO
CUCTEMY OLIEHKA 3HaHUW CTYACHTOB M IMpEAyCcMaTpuBaeT CO CTOPOHBI
npernojiaBaresiss TEKYyIIM KOHTPOJb 32 TMOCEIICHHEM CTyACHTaMHu JICKIUH,
MOJITOTOBKOM ¥ BBIIIOJIHEHHEM BCEX JIAa0OpPAaTOpPHBIX paboT ¢ 00s3aTeNbHBIM
MPEOCTaBICHUEM OTYETa O PadOTe, BHIMOJIHEHUEM BCEX BHUJOB CaMOCTOSTEIHHON
paboTHI.

[IpoMexXyTOUHOUM arTecTaled M0 AUCHUIUIMHE  «/[OKyMeHTalmoHHOE
o0ecrieyeHrne TOCylapCTBEHHOIO W MYHHILMIAIBHOIO YIPABICHUS»  SBIAETCA
9K3aMEH, KOTOPBIA MPOBOAUTCS B BUJIE COOECE0BAHUS IO BOIIPOCAM.

B teuenue yueOHOro cemectpa oOy4arommumMcst HyKHO:

OCBOUTH TeOpeTHueckuii matepuan (20 6amioB);

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

e CBOCBPEMEHHO M YCIEIIHO BBIIOJHUTh BCE BHUABI CaMOCTOSITENILHOM
pab6otsl (30 6amioB).

CTyneHT cuMTaeTcs aTTeCTOBAaHHBIM IO TUCIHUIUIMHE «JlOKYMEHTAI[MOHHOE
o0ecrieueHrne rocyAapCTBEHHOT0 M MYHMIIMIIAJIBLHOTO YIPaBJICHUS» MPHU YCIOBUHU
BBITIOJTHEHHSI BCEX BHUJAOB TEKYIIETO KOHTPOJS W CaMOCTOSITENBHOW paboTHl,
PETYyCMOTPEHHBIX YUYEOHOU MPOrpamMMOoil.

Kpurepun omnenkn mno mucuuiuinHe «JlokyMeHTaIMoHHOe obecreueHne
TOCYIapCTBEHHOTO W MYHHIIMITAIILHOTO YIPABICHUS» JUIS aTTeCTAIllMU Ha 3a4eTe
crneayrorue: 86-100 6aI0B — «OTAMYHOY»/ «3aYTEHO», 76-85 OAITIOB — «XOPOIIO»/
«3auTeHo», 61-75 GamnoB — «yIOBIETBOPUTENBHO» / «3auTeHO», 60 m MeHee
0aJI0B — «HEYIOBJICTBOPUTEIIHLHOY / «HE 3aUTCHOM.

[lepecuer 6amiaoB MO TEKyIIEMY KOHTPOJIO M CAMOCTOATENbHOW paboTe

MIPOU3BOJIUTCS IO popMyJIE:



m

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

i=1

rae: W= X" k' nus Tekyiero peuTunra,

W= YT, ki 1ns ©TOroBoro peiTuHra;

P(n) — pelTHHT CTyICHTA,

M — o01iee KOJIMYECTBO KOHTPOJIBHBIX MEPOTIPHUSITHH;

N — KOJIMYECTBO MPOBEICHHBIX KOHTPOJIBHBIX MEPOIIPUSTHIA;

0; — 6aJu1, TOJTYYCHHBIH CTYACHTOM Ha i1-OM KOHTPOJIBHOM MEPOIPUSTHHY;

0"** — MakcUMallbHO BO3MOXHBI OA/Ul CTYICHTA MO i-My KOHTPOIBHOMY
MEPOIPHSTHIO;

k; — BecoBoli k03(pPHULMEHT I-TO KOHTPOIHHOTO MEPOIPHUSTHUS;

ki* — BecoBoit KOA()GHULIUEHT i-r0 KOHTPOJIBHOTO MEPOIPHSATHS, €CIH OHO

ABJIACTCA OCHOBHBIM, NJIN 0, CCJIM OHO ABJEICTCA JOITOJIHUTCIBHBIM.

C uenblo onpeaeneHus YpoBHS OBJIaJICHUSI KOMIETEHINAMU, 3aKPEINICHHBIMU
3a JUCUWIUIMHOW, B 3aJaHHBIE IMPENOJABATEIIEM CPOKHA MPOBOAUTCS TEKYIIMU U
MIPOMEKYTOUHBIN KOHTPOJIb 3HAHUHN, YMEHUI U HaBBIKOB KaXKJOTO 00YYarOIIETrOCs.
Bce Buapl TEKyLIETO KOHTPOJIS OCYLIECTBIISIFOTCA Ha IMTPAKTUYECKUX 3aHATUAX. [Ipu
OIICHKE  KOMIIETEHIMA  MpUHUMAeTCsl BO  BHUMaHuE  (opMHpoBaHUE
po(ECCHOHAIEHOTO  MHUPOBO33PEHUSI,  OMPEJCICHHOTO YPOBHS  KYJBTYPHI,
STUYECKUE HABBIKM, HABBIKM BJIAJCHHUS  BBIYUCIUTEILHOW TEXHUKOU W
MPOrPAMMHBIMU MPOAYKTAMU JIJISI PEIIEHUS TPAKTUYECKUX 3a7a4, & TAKKE JINYHBIC
KayecTBa 00y4arouierocs.

[Ipomneypa oOIlLIEHMBAHMS KOMIIETEHIMM OOydYarommxcsi OCHOBaHAa Ha
CHENYIOIINX CTaHJApTaXx:

1. mepuoOANYHOCTD MTPOBECHUS OLICHKHU.

2. MHOT'OCTYTIEHYAaTOCTh: CaMOOIIEHKA oOy4arormierocs, OIIEHKA
mpernojiaBaresieM, OOCYXICHUE PE3YJIbTaTOB M KOMIUIEKC MEpP MO YCTpaHEHUIO

HEJOCTATKOB.



3. cobmroieHre MOCIeI0BATEILHOCTH MPOBEACHUS OLEHKU: MPEAYCMOTPEHO,
YTO Pa3BUTHE KOMIIETEHIIMHA HJAET IO BO3PACTAHUIO WX YPOBHEHW CIOKHOCTH, a
OILICHOYHBIE CPECTBA HA Ka)KIOM dTalle YUUTHIBAIOT 3TO BO3pacTaHUE.

JIist  yCTIETHOTO OCBOEHHUS JUCHUIIIMHBI COYETAIOTCS TPATUIIMOHHBIC H
WHHOBAIlMOHHBIE ~ 00pa3oBaTelbHbIE TEXHOJOTHH, KOTOpbIe O00ecreunBaroT
JOCTHXKEHHE TTAHUPYEMBbIX pe3yiabTaToB oOydenus no OOIL.

Peanuzanusi KOMIIETEHTHOCTHOTO TIOJIX0/1a TIPETyCMaTPUBAET UCIIOJIH30BAHUE
B y4eOHOM MPOLIECCEe MHTEPAKTUBHBIX (DOPM MPOBEACHUS 3aHSITHIMA.

OCHOBHBIMH  00pa30BaTEIHbHBIMA  TEXHOJOTUSIMH, HCIIOIB3YEeMBIMH B
OOyYECHHH 110 AUCITUTUTHHE, SBIISTFOTCS:

* TEXHOJOTUU AaKTUBHOTO U WHTEPAKTHUBHOTO OOY4YEHUS — JIMCKYCCHUH,
JeKnus-0ecena, JICKIUsI— TUCKYCCHs, pa300p KOHKPETHBIX CUTYyaluil, TBOPUECKHEC
3aJlaHus, paboTa B MaJIbIX IpyIIax;

* TEXHOJIOTHUH MPOOJIIEMHOT0 00YYEHUS - IPAKTUYECKUE 3aIaHUsI U BOIIPOCHI
poOJIEMHOTO XapaKTepa;

* TexHoJIOTHs IU(PepeHIIPOBAHHOTO 00y4YeHUSI - O0ecreyeHue aJpecHOro
MOCTPOCHUSI Y4EOHOro TMpoIecca, y4eT CIOCOOHOCTEM CTyneHTa K TOMY WJIU
WHOMY POy JACSITEIBHOCTH.

['maBHBIN aKIEHT MPU U3YYCHUH JUCHUTUINHBI «OCHOBBI JAEIOMPOU3BOICTBAY
JIeaeTCs Ha €€ TMPAKTUIECKYI0 YaCTh — OCBOCHNE KOMMYHHKATUBHBIX TEXHOJOTHI
U TEXHOJIOTUM COCTaBJieHUs H O(OpPMIICHUS JOKYMEHTOB, OTHOCSIIIMXCS K
Oyayuieit mpodeccCuoHaNbHON NeATeIbHOCTH

MeToauveckue peKOMEHIAIMHU 10 padoTe HA/l KOHCIIEKTOM JIeKIUM

«/loxymeHnTanmonHoe obOecrneueHrne ToCyAapCTBEHHOTO U MYHHUIIUMAIBEHOTO
VIOPABJICHHUS» SBISICTCS TPUKIAJHON HAyKOW, IMOATOMY TIPH YTCHHUU JICKIIUH
BBISIBIIICTCA CBSA3h JIUCHUIUIMHBI C TPOIECCAaMU JTOKYMEHTHPOBAHUS Pa3HBIX
CTOPOH YTPaBJIEHUS MPEATPHUATHEM, OpPTraHU3ANCH, YIPEIKICHUEM U PA3TUIYHBIMHA
CTOpOHAMU OyayIel mpodeccru CTyICHTOB, YTO TIOBBIIIAET HHTEPEC CTYJACHTOB U

YCHUJIMBACT MOTHUBAIIMIO K OCBOCHUIO 3HAHUU.



['maBHasg 3amaya CTyA€HTa B NMPOLECCE JICKUWOHHBIX 3aHATUN - MOHUMAaHUE
JIOTHKY W3JIOKEHUs MaTepHUaia, BHUMAaHUE K PA3BUTUIO MBICIM Ipenoaasarens. B
KOHCIIEKTE CJIEIyET 3alIMChIBATh TOJIBKO TIaBHBIE TE3HUCHI U3JIaracMOro MaTepHuaIa,
KOTOPBIE TAKXKE MPEICTABIICHBI B DJIEKTPOHHOM BHUJE, C KOTOPBIM CTYAEHT MOXKET
O3HAKOMMTBCSI CaMOCTOATENBHO. J{J1s1 60jIee MONMHOr0 NOHUMAaHUS MPeNIaraéMoro
TEOPETUYECKOI0 MaTepuajia HEoOXOAMMO 4YHUTaThb PEKOMEHIYEMYI0 K KaKIou
JIEKIUY JTUTEPATYPY.

Bo Bpems u 1mocne npoBeIeHHs JIEKIUMU B XOJAE JEKUMOHHBIX 3aHATUI
OOyYaIOIIMMCS] PEKOMEHAYETCS BBIIIOIHATH CIEYIOIIUE IEHUCTBUS:
1.BecTH KOHCIIEKTUPOBAaHKUE Y4eOHOIO MaTepuana.
2.00pamiath BHMMAaHHME Ha KaTeropuu, (OPMYJIHUPOBKH, PACKPHIBAIOLIUE
COIEp’)KaHME TEX WJIA WHBIX SABJICHUW W IPOLECCOB, HAYYHBIE BBIBOJIBI H
IIPAKTUYECKUE PEKOMEHAALUH 10 UX IIPUMEHEHUIO.
3.3a1aBaTh MPENOAABATEN0 YTOYHSIOUIME BONPOCHI C IEJIbI0  YSICHEHUS
TEOPETUYECKUX TTOJI0KEHUM, PA3PEIIECHNS CIOPHBIX CUTYAIUH.
4.xkenaTenbHO OCTaBUTh B pabouuMx KOHCHEKTax TMojis, Ha KOTOPBIX BO
BHEAYJIUTOPHOE BpEMsS MOXHO CIeNaTh IIOMETKH W3 PEKOMEHIOBAHHOU
JUTEpaTypsl, JONOJHAIOIIME MaTepuall IPOCIYLIAHHOM JIEKIIUH, a TakkKe
MOTYEPKHUBAIOIINE OCOOYIO BaXKHOCTh T€X MM UHBIX TEOPETUYECKUX MOJIOKECHUH.

MeToanyecKkue peKOMEHIAUN K NPAKTHYECKUM 3aHATHAM

[Ipy MoOAroTOBKE K MPAKTUYECKUM 3aHATHSAM OOydaromuMcs HEOOXOIUMO
W3YYUTh OCHOBHYIO JIMTEPATypPY, O3HAKOMUTHCS C JONOJHUTEIBHOU JTUTEPATYPOH,
HOBBIMH IyOJIMKAUsIMU B MEPUOJMYECKUX M3JAHUAX: KypHaiax, razerax u T...
[Ipu sTOM ydecTb peKOMEHAALMU TMpenojaBaTesis W TpeOOoBaHUS Y4eOHOM
nporpamMmbl. B XoJe MOArOTOBKM K MPAKTUYECKUM 3aHSATUSM HEO0OXOIUMO
OCBOMTb OCHOBHBIE IIOHATUS M METOJMKH pacuera II0Ka3arejed, OTBETUTh Ha
KOHTPOJIbHBIE  BONPOCHL. B Te€ueHHe MPAKTUYECKOrO 3aHATHS  CTYIEHTY
HE0OXOJMMO BBITIOJIHUTD 33IaHMs, BbIJIAHHBIE TIPETIOaBATEIEM, UTO 3aYUTHIBACTCS
KaK TeKyllas paboTa CTy/IeHTa U OLIEHUBAETCS 110 KPUTEPUSM, MPEACTABICHHBIM B

PYIIJI.



JlaGopatopHble  3aHsATUS TpeOyIOT OT CTyACHTa MpEABApUTEIbHON
TEOPETHUYECKONW MOATOTOBKM IO COOTBETCTBYIOIIEH TeMe: HM3y4yeHUE Y4eOHOU W
JOTIOJTHUTEILHOW JIMTEPATypbl; B HEOOXOJUMMBIX CIIy4asX O3HAKOMJICHHE C
HOPMATHBHBIM MaT€ pHAJIOM, CTAaTUCTUYECKOW uH(popmarmeir. PekoMeHmyeTcs
MPUAEPKUBATHCS CIEAYIOIIETO MOPSAKA MOATOTOBKA K CEMUHAPCKUM 3aHSATHSIM:
BHayaje HEOOXOAMMO HM3YYHUTh BOIPOCHI TEMbI MO Y4eOHOW NuTEpaType; 3aTeM
CIIEIyeT M3y4YWUTh MaTepual JEKLUHH IO JTaHHOM TeME, MOCKOJIbKY COJEp KaHHe
JEKIUH OOBIYHO OTpakaeT COBPEMEHHOE OCBEIICHHUE HW3Yy4aeMOMl TEMBbl.
BnocneacTBuu Ha0 BBIOJHUTH PEKOMEHYEMbIE BUJIBI CAMOCTOSTEILHON padOThI
10 KaXJI0M TeME U3YUYEHUS IPEeIMETa TUCIUTIINHBIL.

MeToanyecKkue peKOMEHIAIUN 110 padoTe C JJUTEePaATypoOil

Paboty ¢ nuTepaTypoil cTyieHTaM HEOOXOAMMO HaYMHATh CO 3HAKOMCTBA C
KapTol METOJUYECKOro oOecnedyeHus AUCHMIUIMHBI, B KOTOPOM IpeACTaBlieHa
OCHOBHAs M JIONOJIHUTEIbHASA JIUTEPATYpa, MEPUOJUYECKUE U3AAHUA, JIUTEPATYpa
K BBINOJHEHUIO MPAKTUYECKUX (CEMUHAPCKUX) 3aHATHI, KOHTPOJBHBIX padOT U
IpOrpaMMHO-UH(OPMALIMOHHOE 00ecTIedeHHEe, UHTEPHET-PECYPCHI.

Co BceMH TMEpPEYHUCICHHBIMU MaTepUallaMl MOXHO O3HAKOMUTBHCA B
oubmoreke JIBOY.

Kaxnas tema mo6oro u3 pas3ienoB TEMaTUYECKOTO IUIaHA JHCIUTUIAHBI
CHA0’KEeHA CChUIKAMM HA UCTOYHHUKH, YTO OOJIEr4yaer padoTy CTyI€HTOB IO TIOMCKY
COOTBETCTBYIOLIEN JIUTEPATYPHL.

BriOpaB Hy)XHBIA JUTEpPATYypHBIM HCTOYHUK, CTYACHTY CIEAyeT HalTH
MHTEPECYIOILYIO €r0 TEMY I10 OTJIABJICHUIO UK ali(paBUTHOMY yKa3aTesto, a 3aTeM
IPUCTYIUTh K HEMOCPEICTBEHHOMY HW3YYEHUU: COACPKAHUS COOTBETCTBYIOLIEH
rJIaBbl HMCTOYHUKA. B cilydae BO3HHMKIIMX 3aTPyJHEHUA B BOCHPUATHH U
OCMBICJIEHUM MaTepHalia, MPEICTABIEHHOTO B OJHOM JIMTEPATypPHOM HCTOYHUKE,
CTYACHTY ClIelyeT OOpaTUTbCi K APYTUM HCTOYHHKAM, B KOTOPBIX H3JIOKEHUE
MaTepHuaia MOXET OKa3aTbcsa 00Jiee JOCTYITHBIM.

Cnenyer OTMETUTH, 4YTO paboTa C Y4YeOHOMW, CHpPaBOYHOW U APyrou

JUTEPATYpoil JTa€T BO3MOXXHOCTb CTYAEHTY Oojee TriayOOKO O3HAKOMHUTHCS C



0a30BBIM COZIEp’)KAaHUEM JUCIUIUIMHBI, YJIOBUTH IEIBIA P OCOOCHHOCTEH
YKa3aHHOMW JUCLUIIINHBL.
VilIl. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE
AN CIUIIJINHBI

CBeneHusi 0 MaTepUATbHO-TEXHUYECKOM OOECIIEYEHUH W OCHAIIIEHHOCTH
00pa30BaTeNpHOTO TMpoIlecca: JIEKIMOHHBIE U TPAKTHUYECKHE 3aHATHS 110
mucuuiuinHe  «JlokyMeHTanmoHHoe — o0OecrieueHue  roCyJapCTBEHHOTO U
MYHHUITUTIATPHOTO  yIPABJICHHUS» TPOXOIAT B ayJAUTOPHUSAX, OOOPYIOBAaHHBIX
komnbiorepamu  Tuna Lenovo C360G-134164G500UDK ¢  nulleH3MOHHBIMU
nporpammamu  Microsoft Office 2010 u ayamo-Bu3yalbHBIMH CpEJICTBAMU
npoektop Panasonic DLPProjectorPT-D2110XE, mmasma LG FLATRON
M4716CCBAM4716CJ. [Ins BBINOTHEHUSI CAMOCTOSITEIbHON paOOThl CTY/ICHTHI B

KUIbIX Koprycax JIBOY obecnieuennt Wi-Fi.



IIpunoxenue 1

MMHHCTEPCTBO OBPA30BAHUS 1 HAYKH POCCUHCKOM ®EJIEPAIIN

®denepalibHOE TOCYIAPCTBEHHOE aBTOHOMHOE 00Pa30BaTENbHOE YUPEXKIEHHE BBICIIIET0 00Pa30BaHHUs
«/laIbHEeBOCTOYHBIN (peepaibHbI YHUBEPCUTET»
(ABDY)

IIKOJIA 9KOHOMUWKHA U MEHE/UKMEHTA

YYEBHO-METOJUYECKOE OBECIIEYEHUE CAMOCTOSATEJBHOM
PABOTBI OBYYAIOLHINXCA
10 JUCHMILVINHE «/[OKyMeHTaMOHHOE o0ecneyeHne rocy1apCTBEHHOI0 U
MYHHIUIIAJIBHOIO YIIpaBJIeHHU D)

HanpanjeHue noaArorosku 38.03.04 I'ocynapcTBeHHOE U MYHULIMIIAJILHOE
ynpaBJieHue

dopma NOATOTOBKH: 0YHAsI/3209HAS

BaaauBocTok
2016



IInan — rpauK BBINOJHEHUS] CAMOCTOSTEIBbHOI PadoThI 0 JUCHUIIMHE

JlokyMeHTallMOHHOE 00ecnevYeHHe rocyIapcTBEeHHOr0 1 MYHHIMIIAJIbLHOT0

yIpaBJIeHUS»

Jara/cpokn
BBINIOJTHEHHS

Buja camocrosiTeIbLHOMI
padoThI

IIpumepHbie
HOPMBbI
BpEeMEHHU Ha
BBINIOJIHEHHE

dopMa KOHTPOJIA

1-4 senens

KonTposbHas
pabota Nel
«KoHcTpynpoBanue
0JIAaHKOB»
KonTtponbHas
pabota N2

«Ctunm peun»

9 yac

9 gac

3amura
KOHTPOJIbHON

paboThI

5-9 uenenu

KonTtponbpHas
paborta Ne3
«PeKBU3UTHI
JIOKYMEHTOBY
KonTponpHas
pabota No4
«PacnopsiauTenbHbie

JAOKYMCHTbBD»

9 yac

9 gac

3amuTa
KOHTPOJIbHOMN

paboThI

10- 13 mwenenu

KonTposbHas
pabota Ne5
«JlenoBas
KOPPECIOHAEHIINS)
KonTtponpHas
pabota Neb
«OpranuzanroHHas

JOKYMCHTAaLUs»

9 yac

9 yac

3amuTa
KOHTPOJIbHOMN

paboThI




4 14-17 uenens KonTtpomnbsHas 9 yac 3arura
pabora Ne7 KOHTPOJIbHOM
«IIpoTokonupoBaHue paboThI
3aceIaHun»
KonTtponbHas
paborta Ne§
«O6pareHus 9 yac

rpaxiaaH»

Bcero 72 gac

3ajaHus s CAMOCTOATEJIbHOH PadoThl O0YYAKOIIMXCH M MeTOAUYeCKHe
PEKOMEHIALMH 110 X BBINOJIHECHHUIO;

Konrpoabnas padora Nel «KKoHcTpyrpoBaHue 01aHKOBY

1. CocTaBuTh GopMyJIsip NPEAIOKEHHBIX 00pa3oB OJaHKOB, ONPEAEIUTD BU/.

2. OueHuTh COOTBETCTBHUE «peajbHOrO» OjlaHKa TpeOOBAHUSAM CTaHAAPTA.

3. CKOHCTpYUpOBaTh KOMIUIEKT OJIAHKOB (PUPMBI

Konrpoabnas padora Ne2 «Ctuiau peumn»

1. MaiiTe XapakTepucTuKy (GYHKIIMOHATIBHBIM CTHIISIM PEYH
2. IIpuBenure mpuUMeEpPbI JTEKCUYECKUX OLIMOOK

Kontpoabnas padora Ne3 «PeKBU3UTHI JOKYMEHTOB)

1. ITpoananu3upoBaTh CIIy>)KeOHBIC OTMETKH HA JJOKYMCHTE.

2. Ilo cnyxeOHbBIM OTMETKaM Ha JIOKYMEHTE PEKOHCTPYHPOBATH XPOHOJIOTHIO
JIOKyMEHTO000pOTA.

3. [TpocTaBuThH Ha JOKYMEHTE PEKBH3UTHI, COOTBETCTBYIOIINE
JCIIONPOU3BOACTBCHHBIM ~ OllepanusIM (PEerucTpaliid  BXOJSIIETO JIOKYMEHTA,
PacCCMOTPECHHIO W TPUHSATHIO PEIICHHS, KOHTPOJIIO WUCIIOJHEHUS, HAIPABIICHUIO B
JIETI0).

4. Ha npuMepe HOMEHKJIATYPHI NI MPOAHATU3NPOBATh MPUHITUI TPYIITHPOBKU

JACJI U YCTAHOBJICHUA CPOKOB XpaHCHU JICJI




Konrpoabnasi padora Ne4 «PacnopsiauresibHbIe JOKYMEHTbD>

1.CoctaButh popmyssip MpHKasa.

2. Haiitu HeToUHOCTH B 0()OPMIICHUH PACTIOPSKEHUSI, UCIIPABUTH U OOPMHUTD
KonTpoabnasi pabora NeS5 «/lestoBasi KoppecnoHaeHIIAS»

1. CocTaBuTh opMyIsip MUCHbMa I MIPEATI0KEHHOTO 00pasia.

2. Haiitu HerouHocTH B OGOPMIIEHMHM TMHCbMa, OQPOPMUTH JIOKYMEHT B
COOTBETCTBHH C TPEOOBAHUSIMU CTaHAAPTA.

3. CocTtaButh nUCbMO TipocToe (1-2 yactu Tekcra)

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

5. CocTaBUTh NUCHMO € TpahapeTHBIM TEKCTOM.

KonTposbnas padora Ne6 «Opranu3zaniuoHHAasi JOKYMEHTALMSD)

1.CoctaButh GPOpPMYISp «peaTbHOr0» MOJOKEHUS.
2. Haiitn HeTouHOCTH B 0()OPMIIEHUH YCTaBa, UCHPABUTH U OPOPMUTH

Kontpoabnasi padora Ne7 «IIpoTokoJMpoBaHue 3aceIaHuii»

1.CoctaButh hopmysisap mpoToKoIa.

2. Haiitu HeTouHOCTH B 0()OPMIIEHUH MTPOTOKOJIA, UCIPABUTH U OOPMHUTH
3. Ha ocHOBaHMM MOJHOTO NPOTOKOJa 0QOPMUTH KPATKUM MPOTOKOJ.

4. OGopMHUTD BBITIUCKY U3 MPOTOKOJIA.

5. OgopMuTh MUCHMO-U3BEIICHUE C 000OIIEHHBIM aJpPecaToM

Kontpoabnas padora Ne§
«O0paneHus rpaxkaan»

1.CoctaButh popmysiap 3asBICHHUS.

2. Haiitu HeTouHOCTH B 0()OPMIICHUH KaJO0bI, UCIPABUTh U OPOPMHUTD
TpedoBanus K  IpeacTaBJICHUIO 7| opopmiieHnI0 pe3yabTaTroB
CaMOCTOAITEeJIbHOM PadoTHhI;

KontponbHass paboTa — TPOIYKT CaMOCTOSTEIHHOW paboThl 00ydaromierocs,
MPEACTABIIAIONINI cOO0M KpaTKOe M3J0KEHHWE B MHUCHbMEHHOM BHUJE MOJTYYEHHBIX
pesyabraroB. ConepkaHWe€ KOHTPOJIBHON palbOThl 3aBUCUT OT BBIOPAHHOTO

BapuaHTa. PaboTa mpeacTaBisieTcsi mpernoiaBaTelito Ha MPOBEPKY HE MO3HEe, YeEM



3a 7 AHEW 10 TUIAHUPYEeMOM 3aluThl. 3alldTa KOHTPOJIbHON PabOTHI MPOXOIUT B

dbopme cobecenoBaHMs BO BpeMsl KOHCYJIbTaIUN.

. KpnTeplm OLICHKH BbBINNOJTHCHUSA CaMOCTOSITEJILHOM paﬁoTbl

e No IHoka3arean Ounenka

m\i

1 3aJaHue BBIIOJIHCHO, B OCHOBE OTBETA JICKHUT 3HAHHC 5

TCOPHUH, TCPMUHOJIOTUA KOPPCKTHA

2 3ajaHue BBITIOJHEHO, B OCHOBE OTBETA JICKHUT 3HAHHC 4
TEOpUU, HO B AJITOPUTME BBHITIOJTHEHUS U B
HCTI0JIb3YEMOM TEPMHUHOJIOTHH BCTPEYaIOTCs
HETOYHOCTH

3 3ajaHde  BBIMOJHEHO  YacTUYHO, B  allCOPUTME 3

BBIIIOJIHCHUA H B HCHOHBSYCMOﬁ TCPMHUHOJIOTHHU

BCTPCHAIOTCA HCTOYHOCTHU

4 3agaHue He BBIIOJIHEHO 2




IIpunoxenue 2

MMHHCTEPCTBO OBPA30BAHUS 1 HAYKH POCCUHCKOM ®EJIEPAIIN

®denepalibHOE TOCYIAPCTBEHHOE aBTOHOMHOE 00Pa30BaTENbHOE YUPEXKIEHHE BBICIIIET0 00Pa30BaHHUs
«/laIbHEeBOCTOYHBIN (peepaibHbI YHUBEPCUTET»
(ABDY)

IKOJIA 9KOHOMUWKHA U MEHE/UKMEHTA

P®OH/J OINEHOYHbLIX CPEJICTB
0 JMcUUILINHE «/lokyMeHTallHOHHOe 00ecrieyeHre rocyAapCcTBEHHOI0 1
MYHHIHMIIAJIBHOI0 YIIPABJICHUS)

HanpasJieHue noArorosku 38.03.04 I'ocynapcTBeHHOE 1 MYHUIIMIIAJIbHOE
ylpaBJieHUe

dopma NOATOTOBKHU: OYHAas/ 3204HASA

BiaaauBocTok
2016



IHacoopr

OIIEHOYHBIX CPEJCTB MO0 AucHUIINHE «/[0KkyMeHTalluOHHOe o0eceyeHmne

rocyJ1apCcTBEHHOI0 1 MYHUIIUNIAJIbHOTO YIIPABJIECHUS»

Kon n popmyauposka
KOMIIETEeHIIUH

JTtansbl GopMUPOBAHUSS KOMIIETEHIMU

OIIK-1 Bnanenue
HaBBIKAMH ITOHCKa,
aHaJInu3a u
HCIIOIb30BaHHS
HOPMATHBHBIX U
MIPaBOBBIX JOKYMEHTOB B
cBoOcH
npodecCuOHAIbLHON
JESITEILbHOCTH

3HaeT | 3aKOHOAATENbHBIE aKThl U HOPMATUBHO-
METOJUYECKUE JOKYMEHTBI no
JOKYMEHTHPOBAHUIO  JICSITEIBHOCTH U
OpraHu3anuu padoThl C JTOKYMEHTaMu
roCy1apCTBEHHBIX OpranoB P®;

-0COOEHHOCTH HOPMAaTHUBHOTO
PETYIMPOBAHUS  JOKYMEHTAIMOHHOIO
oOecrieyeHus: JIeATeIbHOCTH OpraHoB
roCyAapCTBEHHOT0 W MYHHUIIMIAIBHOTO

YIPaBJICHHUS;
-0cOOEHHOCTHU JIOKYMEHTUPOBAHMUSI
JEeSTEIBHOCTH U OpraHu3aluu padboThl ¢
JOKYMEHTAMH rocyJapCTBEHHBIX

opraHoB Poccuiickon @enepanuu

Ymeer |- AHAJIM3UPOBATh ITPOLIECCHI
JOKYMEHTUPOBAHUsI U  OpTraHU3aluU
paboThl ¢  JOKyMEHTaMU  OpraHoOB
rOCyIapCTBEHHOIO W MYHHIUIIAIBHOTO
YIIPaBJICHUS;

-OpMyIHpPOBaTh TPEAJIOKEHUS IO HX
COBEPIICHCTBOBAHUIO

Brnageer |-Meromamu aHaim3a COCTOSHUSA
JOKYMEHTHUPOBAHUS U OpPTraHU3aI[uu
paboThI C TOKYMEHTaMU OPTaHOB
rOCyJapCTBEHHOTO YIPaBJICHUS;
-METOJaMH aHaJIN3a COCTOSTHHS
JTOKYMEHTHUPOBAHUSI U OpPTaHU3aIIH
paboTHI ¢ TOKYMEHTaMHU OPTaHOB
rOCyapCTBCHHOTO YITPaBICHUS

[1K-29 Brnanenue
HaBbIKaMU cOopa,
00paboTKH HHPpOpMaLIUU
¥ y4acTHsl B
uH(popMaTH3aLUU
NEeSTENbHOCTH
COOTBETCTBYIOIIUX
OpraHoOB BJIACTH U

3HaeT | -TEPMHUHOJIOTHIO JIOKYMEHTalHOHHOTO
oOecreueHus: ypaBJeHHUS;

-OCHOBHbIE PUHIMIIBI 3 (PEKTUBHON
OpraHu3aly JOKyMEHTO000pOTa
rOCYyJapCTBEHHBIX OpraHoB Poccuiickon

denepaunu;
-3aKOHOMEPHOCTH HW3MEHEHUsI 00bema
JTIOKyMEHTO000pOoTa OpraHoB




OpraHu3aun

rOCyAapCTBEHHOTO M MYHHIMIIAIBHOIO
YIPABJICHMUS;

-TEHACHUUN PA3BUTHUSA
JOKYMEHTAIMOHHOTO 00eCrieYeHus
ynpasieHus B Poccun

YwMmeer

pa3pabaThiBaTh HOPMATUBHBIE aKThl U
HOPMAaTUBHO-METOIMYECKHUE
JIOKYMEHTBI, periaMeHTUPYIOLIUE
BEJICHUE JIOKYMEHTAI[MIOHHOTO
oOecrieueHusT  JEATEILHOCTH OpPTaHOB
roCyJJapCTBEHHOTO M MYHHIIMIAIBLHOTO
yIpaBJICHHUS;

-pa3zpabaThiBaTh  METOJIUYECKHUE U
CIIpaBOYHBIE MaTEpHANIBl MO BOIPOCAM
JEATEIIbHOCTH JIAL] Ha JOJKHOCTSIX
rOCyJlapCTBEHHOU TPaKIaHCKOH
Poccutickon denepanuu,
rOCyJapCTBEHHOU CITYy>KObI CYOBEKTOB
Poccutickon denepanuu u
MYHULIMIATbHOMN CITY OB, JU1L
3aMEeIAr0IINX roCyJ1IapCTBEHHBIC
nomkHoctn  Poccniickonn  ®denepannu,
3aMEeIAr0IINX roCyJ1IapCTBEHHBIC
JIOJDKHOCTH  cyOBekTOB  Poccuiickoit
denepannu, JOJ>KHOCTH
MYHULIMTATBHON CITY>KOBlI,
aIMUHUCTPATHUBHBIE  JOJDKHOCTH B
rOCYJapCTBEHHBIX M MYHULHMNAIbHBIX
OPEANPUATUSIX W YUYPEKICHUSX, B
Hay4YHBIX U o0pa3oBaTenbHbIX
OpraHU3alusIX, MOJUTUYECKUX MAPTHUAX,
0OIIeCTBEHHO-TTOJINTHYECKHX,
KOMMEPYECKUX M  HEKOMMEPYECKHUX
OpraHU3alusX;

OpraHU30BaTh 3hHEeKTUBHYIO
JEATEIIbHOCTh CITY OBl
JIOKYMEHTAI[MOHHOTO obecrnieueHus
yIpaBJICHUS B opraHax
rOCyJapCTBEHHOTO  yIpaBJeHUs U
MECTHOTO CaMOYTIPABJICHUS

Baaneer

-ipoeCCHOHATHHBIMU 3HAHUSAMU
OCHOBHBIX npobsiem
JTIOKYMEHTAI[MOHHOTO o0ecrniedeHus
JESTEIIBHOCTH OpTaHOB




rocyJAapCTBEHHOTO W MYHUIIMMIAIBHOTO
YIPABJICHUS

Ne
n/n

KonTpoanpyem
ble pa3jiebl
TUCHUNIIHMHBI

OueHoYHbIE CPeICTBA
Koabl u 3Tanbi TEeKYIIUil | MPOMEXYTOY

¢popmupoBanus KOHTPOJIb Has
KOMIIEeTeH Uil arrecTanus

Paznen I.
Teopernueckue
OCHOBBI
JEIONPOU3BOACTB
a

Paznen I1.
CoBpeMeHHOE
roCyJIapCTBEHHOE
peryJupoBaHKE B
obmactu
JICTIOTIPOU3BOICTB
a

Pazpgen 1.
Oprannzanus
paboThI ¢
JTIOKYMEHTaMH B
roCyJIapCTBEHHOM
u
MYHUIIHTTATEHOM
yIpaBICHUN

OIIK- | 3naer YO-1 Bormpocsl k

1

3auety 1-5
Ymeet [1P-2 Bomnpocs! k
3auery 5-15
Bnaneer - [1P-3, TIIP-1, | Bommpock! k
[P -11 3auety 16-20

Paznen I.
Teopetnueckue
OCHOBBI
JETONPOU3BOACTB
a

Pazpnen Il.
CoBpeMeHHOE
roCcyJapCTBEHHOE
PETYJIMPOBAHKE B
obnacTu
JEJI0TPOU3BOICTB

[1K-12 | 3naet YO-1, YO - | Bonpocsl k

3 3auery 21-27




a
Pazpmen 1.
Opranuzanus
paboTHI ¢
JIOKYMEHTaMH B
roCcyJIapCTBEHHOM
U
MYHHUITUTIATEHOM
YIPABJICHUH

3ayeTHbIe MaTepHAJIbI
(o1eHOYHbBIE CPEICTBA M0 MPOMEKYTOYHOMH ATTECTAIMM U KPUTEPHH OLEHKH)

Bonpocsl k 3auety no aucuuiiuHe «/JloxkymeHTanuonHoe odecrneyenmne
roCy/1apCTBEHHOI0 M MYHUIIUIIAJIBHOIO YIIPABJIEHUS»

1. Bompockl TOKyMEHTUPOBAHMS, COCTABICHUSI U OQOPMIICHUS TOKYMEHTOB B
3aKOHOJATEIbHBIX U HOPMATUBHBIX AKTaX.

2. Homenknarypa nein: Ha3HaueHHUe, TpeOOBaHUS K COCTABIICHUIO.

3. TOCT P 6.30-2003: cTpykTypa, mpodaemMa MpakKTHIECKOTO UCTIOIb30BaHMS

4. TOCT P UCO 15489-1 - 2007 Cucrema ctraHmapToB mo HHGOpMAIINH,
OMOIMOTEYHOMY M U3JATEIbCKOMY JeNy. YTpaBiIeHHE JIOKyMEHTaMH.
O6mue TpeboBaHus

5. IlpaBuia o Jenonpou3BOACTBY B (efepaibHbIX OpraHax HMCIOJHUTEIbHON
BJIACTH (CYUIHOCTb M MPAKTHKA IPUMEHEHUS)

6. MeTtoguueckne peKOMEHIAIMH 1O JEJIONPOU3BOACTBY B (eaepatbHbBIX
OpraHax MCIOJHUTEIbHON BJIACTH (CYLIHOCTh U MPAKTUKA IPUMEHEHHS)

7. Ilpuammnbl W TpeOOBaHUS K OpraHW3alMM KOHTPOJS HCIOJHCHHS
JIOKYMEHTOB B TOCYJJapCTBEHHOM M MYHHUIIUIIAIbHOM YIIPABICHUU

8. Opranuzauus CITy:K0 JOKYMEHTAILMOHHOIO MEHEKMEHTA B
rOCyapCTBEHHBIX OPraHU3ALUAX

9. Ilpobnema opraHu3anuu JOKYMEHTOOOOpPOTa B TOCYJapCTBEHHOM U
MYHHIIUTIAJTFHOM yTIPaBICHUH

10.TunoBeie ctpykTypbl JIOY B TOCYyZapCTBEHHOM U MYHHUIIUIIAIEHOM

YHPaBJICHUU.



11.XapakTepucTika U Ha3HAYCHHE JOKYMEHTa «akT» B TOCYIapCTBEHHOM H
MYHUIIUIIAJIbHOM yTIPaBICHUH.

12. ucTpykiust ~ Kak ~ BUJ ~ OPraHM3allMOHHOM  JOKyMEHTaluu B
rOCy/IapCTBEHHOM U MYHULIUIIATHHOM yTIPaBICHHUH.

13.XapakTepucTuKa U Ha3HAUYCHUE JOKYMEHTA IIPOTOKOID.

14. TunoBele W WHAUBUAYAJbHBIE HWHCTPYKIUMU MO JEJIONPOU3BOJICTBY B
rOCy/IapCTBEHHOM U MYHULIUIIATHHOM yTIPABICHHUH.

15.®yHKIIMU JOKYMEHTA B TOCY/IapCTBEHHOM U MYHMIIMIAIBHOM YIPABJICHUH.

16.XapaktepucTika  yHU(DHUIMPOBAHHBIX  CHCTEM  JOKYMEHTallMd B
rOCy/IapCTBEHHOM Y MYHHUIIUTIATHHOM yTIPABJICHUH.

17.0cobennoctu ohopMIICHUS JTOKIATHOW, CIy>KEOHOH U OOBICHUTEIHLHOMN
3aIMCOK.

18.XapakrepucTtuka OCHOBHBIX croco0oB JOKYMEHTUPOBaHUS B
rOCy/1JapCTBEHHOM U MYHULIMIIAJIBHOM YIIPaBJICHUU.

19.XapakTepucTrka MaTepuaibHBIX HOCUTENEH HHPOPMAIIHH.

20.513pIK M CTWIb CHYXEOHBIX JIOKYMEHTOB B TOCYJapCTBEHHOM U
MYHUIIUTIAJIbHOM yTIPaBICHUH.

21.ITpuka3 Kak BUJ pacloOpsAUTEIbHON JOKYMEHTAlMH B rOCYIapCTBEHHOM M
MYHUIIUIIAJIbHOM YIPaBICHUH.

22.IlpobnemMa  MOIMHHOCTH  JOKYMEHTa B TOCYJapCTBEHHOM U
MYHUIIUIIAJIbHOM YIPaBICHUH.

23.PacriopsbkeHue  Kak ~ BHJ  PACIOPAOUTENBHON  JTOKyMEHTAallUd B
TOCY/IapCTBEHHOM M MYHHUIIUTIATHBHOM YIIPaBICHUN

24 . PeKkBU3UT JOKYMEHTA: TIOHSATHE, BUJIbI PEKBU3UTOB.

25.ITono)keHre KaK BHJl OPraHU3alMOHHON JOKYMEHTAIIMU B TOCYJapCTBEHHOM
Y MYHUIUTNIATBHOM YIIPaBJICHUHU.

26.Dopmynsip TOKyMEHTa: 0COOCHHOCTH, BUBI, (hOpMYyJIsip-o0pasell.

27.PexBU3UTHl  yNpaBICHYECKON JOKYMEHTAallUM: BUAbL, TpeOOBaHUS K
o(opMIIEHHIO B TOCYIapPCTBEHHOM W MYHULIMTIATBHOM YIIpaBICHUU

28.YcTaB Kak BUJ OpraHU3allMOHHON JOKYMEHTAIINH.



29.baHK TOKYMEHTa: BUJIbI, COCTaB, MPaBWa KOHCTPYUPOBAHUS OJIAHKA.

30.lenoBble TMChMa: BUIBI, CHIEIU(pHKa, OCOOCHHOCTH.

31.CoctaB  yaocToBepeHUsT  JOKYMEHTOB B  TOCYJAapCTBEHHOM U
MYHUIIUIIAJIBHOM yTIPaBICHUH.

32.0¢opmiuenue yHUGUIUPOBAHHONW TOKYMEHTAIMU IO JIMYHOMY COCTaBy B B
roCcyAapCTBEHHOM U MYHUIIUTIAJILHOM YIIpaBJICHUU

33.[1evatu: BUIbI, HA3HAYCHUE, MTOPSIOK MPOCTABICHUS, 3aKOHOIATEIHCTBO.

34.UnpopMalluOHHO-CTIPAaBOYHBIE  JIOKYMEHTHI B TOCYJAapCTBEHHOM  H
MYHHIIUTIAJIFHOM yTIPaBICHUH

35.0TMeTKM Ha JIOKyMEHTax: pOJb B TMPOXOXKICHUHM U HUCIOJHECHUH
JIOKYMEHTOB, MECTO B JOPMYJISIpE TOKYMEHTA.

36.Ponp  yHHDHUIIMPOBAHHONW CHCTEMBI OpPraHU3AIMOHHO-PACIIOPATUTEIBHON
JIOKyMEHTAIIUU B TOCY/IAPCTBEHHOM W MYHUITUTIATLHOM YIIPaBJICHUH.

37.CornacoBaHue JOKyMEHTa: OPAOK, BUJIbI, BU3bl U TPU(BI COTIACOBAHUS.

38.0prann3aniOHHO-TIPABOBBIE  JOKYMEHTHI B TOCYJapCTBEHHOM |
MYHHUITUTIATBHOM YIIPABJICHUH

39.006parmenus rpaxaaH: BUABI U crieniuprka ohopMICHHS

40.Ilpo6nema yHuUKAMM TEKCTa JOKYMEHTa B TOCYJapCTBEHHOM U
MYHHUITUTIATFHOM YIIPABJICHHH.

41.Pa3BuTHeE CUCTEM IOKYMEHTAllMK HA COBPEMEHHOM 3Tarle.

42.Opranuzanusi  paboTel € JOKYMEHTHPOBAaHHOM  JIOKyMEHTalueu
OTPaHUYEHHOTO JIOCTYTIA

43.Cpoku XpaHEHHS YIIPABIEHYECKUX JTOKYMEHTOB.

44.0nepaTBHOE M ApXMBHOE XPAHEHHE JIOKYMEHTOB B TOCYJIapCTBEHHOM U
MYHHIIUIIAJTFHOM yTIPaBICHUH.

45.11pouenypa SKCIepTH3bl LEHHOCTH JOKYMEHTOB B TOCYAApCTBEHHOM U
MYHHUITUTIATFHOM YIIPABJICHUH.

46.TTopsimox odopmileHus JIe] ¥ Iepeiadyu JOKYMEHTOB Ha apXUBHOE XpaHEHUE

B IrOCYAapCTBCHHOM U MYHUIIHUIIAJIBHOM YIIPABJICHUH.



47.0co0EHHOCTH XpaHEHUS 3JIEKTPOHHBIX JOKYMEHTOB B TOCYAapCTBEHHOM U
MYHHUIMIIATBHOM YIIPABJICHHH.

48.11opsiiOK YHUUYTOKEHUSI JTOKYMEHTOB C HCTEKIIMMH CPOKaMU XPAaHEHUS B
roCyJapCTBEHHOM M MyHULIMIIAJbHOM YTIPABJICHUU.

49.llenn, 3ajauM W HampaBl€HHUS AaBTOMATHU3AlMU JOKYMEHTAIIMOHHOTO
o0ecrieyeHus yNOpaBICHUS B TOCYJapCTBEHHOM W MYHMIMIIAJIbHOM
YIPABJICHUU

50.CucteMbl aBTOMaTH3alMM JEJIONPOM3BOACTBA UM  JIOKyMEHTOOOOpOTa
(CA) B rocynapCTBEHHOM U MYHHIIMIIAIIBHOM YIPaBJICHUU: OCHOBHBIE

Tpe6OBaHI/I$I, opraHu3anus BHCAPCHUSA, IICPCIICKTUBLI Pa3BUTHA

Kpurepuu ouenku

OuneHka «OTJIHYHO» CTABUTCS:

JlaH TOJIHBINM, pa3BEpHYTHIM OTBET Ha I[IOCTABJICHHBIM BOIPOC, IMOKAa3aHa
COBOKYITHOCTh OCO3HAaHHBIX 3HAaHHW IO IUCLHUIUIMHE, JOKA3aTEIbHO PACKPBITHI
OCHOBHBIE TIOJIOKEHUS BOIIPOCA, OTPAKEHBI OCHOBHBIE KOHLIENIUU U TEOPUU IO
JAHHOMY BOIIPOCY, OIKMCAHHBIE TEOPETUYECKUE TOJOKEHUS HWILIFOCTPUPYIOTCS
[IPAKTUYECKUMHU TIPUMEPAMHU; B OTBETE IMPOCICKUBACTCA YETKas CTPYKTYpa,
JIOTUYECKAsl MOCJIEN0BATEIBHOCTh, OTPa)Karollas CYIIHOCTh PACKPBIBAEMBIX
MOHSATUM, TEOpUM, SIBJICHUM;, 3HAHUE MO MPEIMETY JIEeMOHCTpUpyeTcs Ha (oHe
MOHMMAHMS €T0 B CUCTEME JAHHON HAYKW M MEXIUCIHUIUIMHAPHBIX cBsi3eil. OTBeT
U3JI0)KEH B COOTBETCTBUHU C TPEOOBAHUSAMHU KYJIBTYpPhl PEUU M C UCHOJIb30BAHUEM
COOTBETCTBYIOIIEH CHUCTEMbl TOHSATUA W TEPMUHOB (MOTYT OBITh JOMYIIEHBI
HEJIOUYETHI B ONPEIACIICHUH MTOHITUNA, UCITPABIICHHBIE CTYJIEHTOM CAMOCTOSITEIILHO B
Ipoliecce OTBETA).

Ounenka «xopomo» craBurcs: JlaH TOJHBIA, pPa3BEpHYTBIA OTBET Ha
IIOCTABJIECHHBIM BOMNPOC, IIOKAa3aHO YMEHHWE BBIACIUTh CYLIECTBEHHBIE W
HECYLIECTBEHHBIE TPU3HAKHU, MPUYMHHO-CIEACTBEHHBIE CBSI3H, OJHAKO CTYJEHT
WCOBITHIBACT 3aTPYAHECHUS TMPU WUIKOCTPALUMUA TEOPETUUYECKUX IOJOKEHUU

MPAKTUYECKUMU ITpuMepaMu. OTBET YETKO CTPYKTYPUPOBAH, JJOTHUEH, U3JI0KEH B



COOTBETCTBHUM C TpPEeOOBaHMSAMH KYJbTYPbl pPE€YH U C HCIOJIb30BAHHEM
COOTBETCTBYIOIIEH CHUCTEMBbI MOHITHA U TEPMHUHOB. MoOryT OBITH TOMYyIICHBI 2-3
HETOYHOCTH WM HE3HAYUTENbHbIC OIIMOKHU, WCIPABICHHBIE CTYICHTOM C
MOMOILBIO MPENOAABATEINS.

OuneHka «yI0OBJIETBOPUTENbHO» CTaBUTCS: JlaH HEJOCTAaTOYHO TOJHBIA H
HEJIOCTATOYHO pa3BepHYThI OTBeT. CTYJIEHT HE MOXET MPOMJUIIOCTPUPOBATH
TEOPETHUYECKHE  MOJOKEHUS  MpaKTHYEeCKUMU  npumepamu. Jloruka u
MOCJIEIOBATEIBLHOCTh M3JI0KEHUS HMEIOT HApyIICHHS; JOMYIICHbl OIIMOKH B
PACKpBITHM TOHSATUH, YHNOTPEOJIEHUH TEPMUHOB, KOTOPBIE CTYAEHT CIOCOOEH
UCIIPABUTH MOCIIE HABOSIIMX BOMPOCOB (J0MmycKaeTcs He 0osiee ABYX OIIMOOK, HE
UCHPABJIEHHBIX CTyAEHTOM). CTYyIEHT HE CIIOCOOEH CaMOCTOSTEIbHO BBIICIINUTH
CYILLECTBEHHbBIE U HECYIIECTBEHHbIE MPU3HAKA U MPUUYUHHO-CIICICTBEHHBIE CBSI3H,
cnenaTh BbIBOJABI. PeueBoe odopmieHue TpeOyeT NOINpaBOK, KOPPEKLHH, HE
UCIOJIb3YIOTCS IOHATHS U TEPMUHBI COOTBETCTBYIOLIEH HAYYHON 00IaCTH.
OuneHka «HeyIOBJIETBOPHUTEJIbHO» cTaBuTcsa: OTBeT mpeacTaBisieT coOoM
pa3pO3HEHHbIE 3HAHMSI C CYIIECTBEHHBIMH OIIMOKaMU 1O BOIIPOCY, IPUCYTCTBYIOT
(dbparMeHTapHOCTh, HEJOTMYHOCTh U3J0KeHUsA. CTyIeHT HE OCO3HAeT CBS3b
oOcyX/1aeMoro Bompoca Mo OWiery ¢ JApyrdMU OOBEKTaMH JUCITUTUIHHBIL.
OTCYTCTBYIOT BBIBOJIbI, KOHKPETH3alHUsd W JOKAa3aTeIIbHOCTb W3JIOKEHMs. Peub
HErpaMoTHas, HEOOXOoAuMasi TEPMUHOJIOTHSI HE MCMOJb3YETCS, CTYJACHT HE JaeT
ornpeneneHuss 06a30BbIM  MOHATHSIM. OTCYTCTBME OTBETOB Ha  BOMPOCHI,
JOTIOJTHUTENbHBIE M YTOYHSIOIIME BOIMPOCHI MpENnoAaBaTedsi HE MPUBOAAT K
KOPPEKLUHU OIIMOOYHBIX OTBETOB CTYICHTA.

OueHouyHbIe cpeacTBa A TeKylled arrecranuu (tTunosbie OC nmo Tekymei
arrecTallul W KPUTEPUM OLEHKH MO0 KaXKIAOMY BHIY AaTTeCcTAllUH 10
aucuumiuHe  «/lokyMeHTaumoHHoe o0ecrne4eHWe TrOCYJapCTBEHHOr0 W
MYHUIHIIAJIBHOTO YIPABJIECHHUS)

CobecenoBanue (YO —1)

Bonmpocel jas  colecegoBaHusi 1O JMCHMINVIMHE «J[OKyMEHTanMOHHOE

o0ecnevyeHyre rocy1apcTBEHHOr0 ¥ MyHUIMIIAJIBHOTO YIIPABJICHUSD)



Moayas 1
JaiiTe onpenenenne TepMruHa «MH(DOpMALIHD».
Kakum  OCHOBHBIM  KpUTEpUSM  JOJDKHA  yIOBJIETBOPATH  HMH(OpManus,
UCITIOJIb3yeMasi B IPOLIECCE YIPABICHUS?
YT0 Takoe JOKYMEHT, C KAaKOH LIEJIBI0 OH MOXKET CO3/1aBaThCs?
KakoBbl OCHOBHBIE ITPU3HAKU KJIACCU(PUKALUU JOKYMEHTOB?
Yro Takoe peKBU3UT TOKyYMEHTa?
Yem NOJIMHHUK JOKYMEHTA OTINYACTCS OT KOINMH, KAKUE BUbI KOIIMH BBl 3HacTE?
Yro Takoe TUNOBBIE, TPUMEPHBIE U UHANBUIYAIbHBIE TOKYMEHTHI?
Yro noHMMaeTcs moJ1 JOKyMEHTAIMOHHBIM 00€CTIEYEHUEM YIIPABJICHUS ?
Haiite onpeenenne 10KyMEHTO000POTY MPEAPUATHSL.
Monyasb 2

B yem cyTh cranpaptuszanuu JokyMeHToB? Kakue pazpadaThIBatOTCsl CTaHIapThI?
UYro Takoe yHupukanus nokyMmeHToB? C Kakoi LEeNbl0 MPOBOAUTCA YHU(PUKALUSA
JOKYMEHTOB?
HazoBuTe 3Tambl paboThl 0 YHU(PUKALUN TEKCTA CITY>KEOHOTO JOKYMEHTA.
[Iepeuncnure cucremst Y CJ
Jlatite onpeaencHuto OjJaHKa JOKYMEHTA.
Kakue Buibl 071aHKOB TOKyMEHTOB BbI 3HaeTe?
Yem oTimuaercs ohopmiieHHE PEKBU3UTOB 001Iero OaHKa OT O1aHKa mucbma?
Kakumu crocobamu MOXKHO pacrnojiaraTb PpPEKBU3UTHl OJlaHKa, B YeM HX
0COOEHHOCTH?

Monpyas 3
Kakue BuAbl pacnopsauTENbHBIX JOKYMEHTOB HMMEKOT IIPaBO  H3/1aBaTh
PYKOBOJWTEINN MPEAIPUATHN U OpraHu3aui’?
KakoBbl OCHOBHBIE (DYHKIIUU PACTIOPATUTENIbHBIX JOKYMEHTOB?
[lepeuncnure OCHOBHBbIE PEKBU3UTHI, UCIIOIb3yEeMbIE 711 OPOPMIICHUSI TPUKa3a U
PacnopsHKEHHUS.
HazoBuTe OOKYMEHTBI, KOTOpPbIE MOTYT OBITb OTHECEHBl K HH()OPMAIMOHHO-

crpaBo4YHbIM. KakoBo ux 3HaueHue?



Kakne ¢opMbl MOpPOTOKOJIOB MOXHO HCHIOJB30BaTh B  YIPaBICHUYECKOU
JESITEIbHOCTH, B YEM UX OTJIMYHUE?
VYkaxure TpeOOBaHUS K COCTABICHHUIO U OPOPMIICHUIO aKTa.
Kak npaBuibHO 0pOPMUTH CTIpaBKY?
VYKkaxutre HazHAYCHUE CIY)KEOHOM TMepenucKkd, KaKue BHUJbI JOKYMEHTOB
OTHOCATCSA K CITy>keOHOM nepenucke?
JaiiTe knaccupuKanuio CIyKeOHbBIX MUCEM.
HazoBute ocHOBHBIE TpeOOBaHUS K 0OPMIICHUIO IETOBOTO MUChMa.
[Iponomxute onpenencHue: «JokyMeHTalMEN 110 TUYHOMY COCTABY SIBJISIETCS ...)»
Koro MoxHO Ha3BaTh Jep:KaTeiaeM MepCOHATbHBIX TaHHBIX ?
Kakue xomrmiekchl JOKYMEHTAllMU BKIIOYAeT B ce0sl KaJpoBas MHPOPMAIMOHHO-
JOKYMEHTAllMOHHAas cuctema’?
VYKaxuTe JOKyMEHTHI, KOTOpblE BKJIIOYAIOTCS B  KOMIUIEKC KaJpOBOMH
OpraHU3alMOHHO-TIPAaBOBON JOKYMEHTAIUH.
Kakwue rpynmnbl JOKYMEHTOB BXOAST B KOMITJIEKC IEPCOHAIBHOM TOKyMEHTAIIUN ?
VYKaXuTe TEXHOJOTMYECKYIO LIEMOYKY JOKYMEHTUPOBAHHS Ipolecca NPUHATHSA
KaHauaaTa Ha padoTy.
VYKaXuTe TEXHOJOTMYECKYI0 IENOYKYy IOKYMEHTHPOBAaHMs Ipolecca IepeBojia
COTPYIHHUKA Ha IPYTYIO JOJIKHOCTb.
B 1uem ocobenHocTH 0(hopMIIEeHUS MPUKA30B MO JUYHOMY COCTaBY?
Kakue 10OKyMEHTBI BKIIOYAIOTCS B KOMIUIEKC OTYETHOW JJOKYMEHTAIuuU?

Monyas 4
JlaiiTe onpezenenre T0KyMEHTOO00pOTa.
Urto noHMMaeTcs MoJ] OpraHu3anueil JOKyMeHToo0opoTa?
Kakumu mpaBumamu HEOOXOAMMO PYKOBOJICTBOBATHCS TIPH  OpTaHU3AINU
JIOKyMEHTOO0OpOTa B OpraHe BIACTH?
VYKaXKuTe KaueCTBEHHbIE XapaKTePUCTUKU JOKYMEHTO0O0POTA.
[To xakuM TpHU3HAKAM PA3TUYAOT TOKYMEHTOMOTOKN?

KTo, KaKk 1 ¢ KaKoil LIeJIbI0 OCYIIECTBISET MOJCUET JOKYMEHTO000pOoTa?



Ha Kkakux TOJIOKEHUSX JODKHA OCHOBBIBATBHCS  ONTUMH3ALUS  CHCTEMBI
JOKyMEHTOO00OopoTa?

Yro Takoe cxembl JOKYMEHTO000POTa, 3a4€M OHH HY>KHBI?

C xako# 11en1bl0 pa3padaThIBalOTCA MHCTPYKLMH N0 AEJIONPOU3BOACTBY, YTO B HUX
HE00XO0JMMO MIPETYCMOTPETH?

VYKaKuTe TEXHOJIOTMUECKYIO MOCJIEN0BAaTEIbHOCTh ITANOB PadOTHI ¢ BXOISAIIUMHU
JIOKyMEHTaMHU.

C Kakol ILeNpl0 OCYIIECTBISETCS perucTpanus JOKYMEHTOB, Kakue (opmbl
perucrpauuu Bbl 3HaeTe? B uem ux TOCTOMHCTBA U HEAOCTATKA?

KakoBa mocienoBaTeNbHOCTh OMNEpalMid  Mpu  paboTe ¢  BHYTPEHHUMHU
JIOKyMEHTamMu?

Kak opopmisiercs cornmacoBanue npoeKkTa T0KyMeHTa?

UYro BKIIIOYAET B c€0s1 JOKYMEHTAJIbHBIN (POHA NpeAnpusiTUs?

C kakoil 1espt0 IpoBOAUTCA (POPMHUPOBAHUE €I, KAKHE IPU 3TOM HEOOXOIUMO
coOmtoaTh TpeOoBaHUA?

Uro Takoe HOMEHKJIAaTypa JAell, ¢ Kakod Leibl0 pa3pabaThIBalOTCS TUIIOBBIC
HOMEHKJIATYpbI Aem?

Kakyto nndopmanmio cogepxuT HOMEHKIaTypa aen?

UTo noHUMAaEeTCA MOJ| FKCIEPTU301 IIEHHOCTH JOKYMEHTA?

C kakoy LEeNpI0 B OpraHe BJIACTU CO3J1Aa€TCs DKCIIEPTHAsA KOMUCCUH, YTO SBJISIETCS
00BEKTOM €€ pacCMOTpEHUs?

Kakue kpuTepun UCOIb3YIOTCS MPU OLIEHKE JOKYMEHTOB?

Kakass uHpopmManusi BHIHOCUTCS Ha OOJOXKKY J€fa, MOAJIEKAIIEro XpPaHEHUIO0 B
apXvBE OpraHa BJIACTH?

C Kako¥ LEeJIbIO B JI€JI0 MOAIINBAETCS BHYTPEHHSSI ONTUCH?

Kak ocyniecTBisieTcs npuem-nepeaaya 1€ B apxXuB?

Kakne Bugsl wuHbOpManuu MOTYT OBITb HWHTEIUIEKTYaJbHO IIEHHBI 7St
rOCyAapCTBEHHOTO U MyHUIIMIIAJIBLHOTO CITyKallero?

Urto Takoe KoH(DHUICHIIUATBEHBIN TOKYMEHT?

VYkaxure kinaccupukannio KOHQUIEHIUATbHBIX JOKYMEHTOB.



Kakne oOCHOBHBIE YIrpoO3bl BO3HHUKAIOT Tpu padboTe ¢ KOH(PUIACHIHAIbHBIMU
JTOKyMEHTamu?

YkaxuTe 0COOEHHOCTH BEJEHHUS JCIONMPOU3BOJICTBA, O0ECIICUMBAIOIIECTO YYET U
COXPaHHOCTh KOHPHUACHITMAITBHON HH()OPMAITUU U TOKYMEHTOB.

UTto moHMMaeTcs MoJ 3aIUIICHHBIM JOKYMEHTOOOOPOTOM, 3a CUET YEero MOXKET
OBITH OOecIieueHa ero 3ammra?

Kpurepuu oueHku (YCTHBIN 0TBeET)

100-85 ©GamioB BBICTABISIOTCS CTYACHTY, €CJIM OTBET ITOKa3bIBaeT IPOYHBIC
3HaHHWS OCHOBHBIX IIPOIIECCOB HW3Y4aeMOUW MPEAMETHOW 00JIaCTH, OTINYACTCS
MIyOMHOWM ¥ TIOJIHOTOW PACKPBITHS TEMBI; BIIAJICHHEC TEPMUHOJIOTHICCKAM
anmapaToM; yMEeHUE OOBICHSTh CYIIHOCTD, SIBIICHUM, IPOIIECCOB, COOBITU, JIENaTh
BBEIBOABI M OOOOINCHHS, JaBaTh apryMEHTHPOBAHHBIC OTBETHI, IPHUBOIUTH
IpPUMEPBI; CBOOOJHOE BIIAJICHUE MOHOJIOTMYECKOW pEYblo, JIOTUYHOCTh U
MOCJIEIOBATEILHOCTh OTBETA; YMEHUE TMPUBOJUTH MPUMEPHI COBPEMEHHBIX
npo0JieM u3ydaeMoi 00J1acTH.

85-76 - OamioB - OTBeT, OOHAPYKHUBAIOUIUN TMPOYHBIE 3HAHUS OCHOBHBIX
MPOIIECCOB U3y4aeMOU MpeaMETHOM 007acTH, OTIMYAETCsl TITyOUHOU M TOJHOTOM
PACKPBITHS TEMBI; BJIaJICHUE TEPMHUHOJOTUYECKUM alapaToM; YyMEHUE OOBSICHATh
CYIIHOCTb, SIBJICHUH, IMPOIECCOB, COOBITHUM, JeiaTh BHIBOABI U 0000OIICHUS, 1aBaTh
apryMEHTUPOBAHHBIC OTBETHI, MPHUBOAWTH MPUMEPHI, CBOOOJHOE BJIAJCHHE
MOHOJIOTUYECKOW PEUbl0, JIOTUYHOCTh M TOCJIEN0BATEIBHOCTh OTBeTa. OHAKO
JOTTYCKAETCs OJTHA - IB€ HETOYHOCTH B OTBETE.

75-61 - Gamn - orneHUBAETCS OTBET, CBUACTEIBCTBYIONMINN B OCHOBHOM O 3HAHUU
MPOIIECCOB M3ydyaeMOW MpeAMETHOW 00JIacTH, OTIMYAIOIIUNUCS HEIOCTATOUYHOMN
TJIyOMHOW M TIOJITHOTOW PACKPBITHS TEMBI; 3HAHUEM OCHOBHBIX BOIIPOCOB TCOPHH;
cmabo  chOpMHpPOBAHHBIMU  HABBIKAMHM  aHalM3a  SIBJICHUH,  TPOIECCOB,
HEJIOCTAaTOYHBIM YMEHHEM JaBaTh apryMEHTHPOBAHHBIE OTBETHl U TMPUBOJIUTH
NPUMEPBI; HEAOCTaTOYHO CBOOOJHBIM BIIAJICHUEM MOHOJIOTHYECKOW pPEYblo,

JJOT'MYHOCTBIO U ITOCIICAOBATCIIBHOCTBIO OTBCTA. HOHYCKEIGTCH HECKOJIBKO OIIMOOK



B COAEpP)KAaHUM OTBETa; HEYMEHUE NPUBECTU IMPHUMEpP pPa3BUTUS CHUTYallUH,
MIPOBECTH CBS3b C APYTUMHU aCIIEKTaMU U3y4aeMoi 00JIacTH.

60-50 GamioB - OTBET, OOHAPYKUBAIOIIMK HE3HAHHWE IIPOIIECCOB H3ydaeMOM
npeaIMeTHOW 00JacTH, OTJIMYAOIIMICS HETIIyOOKHM  PacKpbITUEM  TEMBI;
HE3HAHHEM OCHOBHBIX BOIIPOCOB TEOPHUH, HECHOPMUPOBAHHBIMH HaBBIKAMU
aHanu3a SBJICHUM, MPOIECCOB; HEYMEHUEM J1aBaTh apryMEHTHUPOBAHHbBIE OTBETHI,
cllabbIM BJIAJICHUEM MOHOJOTHYECKONW peYbl0, OTCYTCTBHEM JIOTHUYHOCTH H
nocJieI0BaTeIbHOCTU. JIOMYyCKAIOTCSl CEephe3HbIE OLIMOKU B COJAECPKAHUU OTBETA,;

HE3HAHHE COBPEMEHHOM MPOOIEeMAaTHKN U3y4aeMon 00acTu

Tembl 1oka1a10B, coodmenuii (YO — 3)
1. Krnaccudukanusa opraHu3allMOHHO-PACHIOPSAIUTENBHON JOKYMEHTAIMU 110
BUJIAM  JEATENBHOCTH  NPEANPUATHA, 10  HA3HAYCHUIO,  COJEP>KAHMIO,
IPOUCXOXKICHUIO, HOCUTEISIM UH(POPMAIUH.
2. OpraHn3allMOHHBIE — YCTAB, UHCTPYKLIHS, MIOJIOKEHUE.
3. PacniopsauTeNbHbIE — pEUIEHUS, IPUKa3bl, IOCTAHOBJICHUS.
4. CripaBoYHO - UH()OPMALIMOHHBIE — CITPABKH, JOKJIA/Ibl, aKT.
5. [IpeTeH31MOHHO-UCKOBAst JOKYMEHTALUSI.
6.Jl0KkyMeHTbl, O(QOpPMIISIIOIIME TMOPSAJOK PACCMOTPEHHUS]  CIIOPOB  MEXKIY
IOpPUIMYECKUMH JINLIAMM.
7.IlpeTeH3MOHHbIE THUCbMA, WCKOBBIE 3asBIICHUS, TPEOOBAHMS U TOPSIOK HX
o opMIICHHUSI.
8. Ilepenncka — OIHO M3 OCHOBHBIX (DOPM KOPPECHOHJICHLIMM, €€ Ha3HAYEeHHE,
PEKBU3UTHI, YUET U XPAHECHHUE.

Huckyccusi (YO-4)

IlepedyeHb IMCKYCCHOHHBIX TeM
1.Ilpobrema wuH(OPMALIMOHHBIX PECYPCOB B CUCTEME TOCYJAapCTBEHHOIO U
MYHUIUNIATBHOTO YIIPaBICHUS
2.1Tpo6eMbl ¥ MPUHIIUATIBI CO3AAHUS « DIEKTPOHHOTO MTPABUTEIHCTBAY

3.«ONEeKTPOHHBIN I'PaXkIaHUH» U TOCY1apCTBEHHAs! yCIIyTa



4. lnHOBalMM B JOKyMEHTAIIMOHHOM oOecnieuennu [ MY

5.9 (hHeKTUBHOCTH JOKYMEHTAIIMOHHOTO obecrieuenus MY

100-85 6GamioB BBICTABISIOTCS CTYIEHTY, €CIM OTBET IMOKAa3bIBA€T IPOYHBIC
3HAHWS OCHOBHBIX ITPOIIECCOB HW3Y4aeMOM MPEAMETHOW 00JIacTH, OTINYACTCS
rIIyOMHOW ¢ TIOJHOTOW PACKpPBITUS TEMBbI; BIAJCHUE TEPMUHOJIOTHUECKUM
anmnapaToM; yMeHUEe OOBSICHATh CYIIHOCTD, SIBIICHUM, MTPOLIECCOB, COOBITUM, JIENaTh
BBIBOABI M OO0OOIICHWS, JaBaTh apryMEHTHPOBAHHBIE OTBETHI, TPHBOJUTH
IpUMEPBI; CBOOOJHOE BIAJICHUE MOHOJIOTMUECKOW pEYblo, JIOTUYHOCTh U
MOCJICIOBATEILHOCTh OTBETA; YMEHUE TPHBOJIUTH MPUMEPHI COBPEMEHHBIX
npo0JieM u3ydaeMoi 00J1acTH.

85-76 - OamioB - OTBET, OOHAPYKHUBAIOIIUN MPOYHBIE 3HAHUS OCHOBHBIX
MPOIIECCOB U3y4aeMOil MPEeAMETHON 00JacTH, OTIMYACTCS TIyOUHOU M MOJHOTOM
PACKpBITHS TEMBbI; BJIaJICHUE TEPMUHOJOTUYECKUM aIllapaToM; YMEHUE OOBSICHATh
CYIITHOCTb, SIBJICHUM, MPOIECCOB, COOBITUH, JIeTIaTh BHIBOJLI U 000OIIEHUS, 1aBaTh
apryMEHTUPOBAHHBIC OTBETHI, MPHUBOAWTH IPUMEPHI, CBOOOTHOE BIIAJECHUE
MOHOJIOTUYECKONW PEYbl0, JIOTUYHOCTh M TOCJIEN0BATEIHHOCTh OTBeTa. OHAKO
JIOTTYCKAETCs OJTHA - IB€ HETOYHOCTH B OTBETE.

75-61 - Gamn - oleHUBAETCS OTBET, CBUICTEIHCTBYIONMNA B OCHOBHOM O 3HAHUU
MPOIIECCOB M3y4aeMOM MPEAMETHOH 00JIaCTH, OTIMYAIOIIUHCS HEJO0CTATOYHOU
TJIyOMHOW M TIOJTHOTOW PACKPBITHS TEMBI; 3HAHUEM OCHOBHBIX BOTIPOCOB TCOPHH;
cnabo  chOpMHpPOBAHHBIMU  HABBIKAMM  aHali3a  SIBJICHUH,  MPOIECCOB,
HEJIOCTaTOYHBIM YMEHHEM JaBaTh apTyMEHTHPOBAHHBIC OTBETHl W IPHUBOIUTH
MPUMEPBI; HEAOCTATOYHO CBOOOJTHBIM BIIAJICHUEM MOHOJOTHYCCKON pEeUblo,
JIOTUYHOCTHIO M MOCTIEA0BATEILHOCTRIO OTBETA. J[OmycKaeTcss HeCKOJIbKO OIMHUOOK
B COJCP)KaHMM OTBETA, HCYMCHHE TIPUBECTH TIPHUMEDP pa3BUTHS CHUTYyalluH,
MIPOBECTH CBSI3b C IPYTUMU aCIIEKTaMH U3ydyaeMoi 00JIacTH.

60-50 OamioB - OTBET, OOHAPYKHBAIOIIMN HE3HAHWE MPOIECCOB H3yYaeMOU
NPEAMETHOW  00JIaCTH, OTJIUYAIONIUICS HETJTyOOKHMM  pPACKpBITHEM  TEMBI,
HE3HAHWEM OCHOBHBIX BOIIPOCOB TEOPHH, HEC(HOPMUPOBAHHBIMH HaBBIKAMU

aHaJiu3a HBHGHI/Iﬁ, IMpouecCoOB;, HCYMCHUEM J1aBaTb apryMCHTHUPOBAHHLIC OTBCTEI,



c1a0bIM BJIaACHUEM MOHOJIOTUYECKOM pe€4bo, OTCYTCTBUCM JIOTUYHOCTH H
IIOCJIACA0BATCIIbHOCTH. I[OHYCKEIIOTCH CCPBbC3HBIC OIIIMOKU B COACPIKaHHUU OTBCTA,

HE3HAHHE COBPEMEHHOM MpOoOIeMaTUKU U3y4aeMOi 00JIacTH.

KoMriuiekT 3a1aHuii 1J1si KOHTPobHOo# padoTsl (ITP-2)

Bapuant 1

3aganue |

OTMeTKYy O HAJIMYUM TPUJIOKEHUS, HA3BAHHOTO B TEKCTE MHUChMA, O(POPMIISIIOT
CJIEAYIOIINM 00pa3oM:

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

3anganue 2

OtmeTky 00 ucnonHuTene 0hOpMIISIOT CIESIYIONINM 00pa3oM

Cunoposa Bepa I[lerpoBHa, cexperaps — Tein. 2 — 40-40-40

Bapuanr 2

3aganue |

HcnpaBbTe rpud coriacoBaHus:

«CornacoBaHo» Jara

Hupextop OAO «Py6un JIB»

JInanasg nmoanuce A.B. Banos

3aganue 2

Busa cornacoBanust opopmiisieTcs cieayomum oopa3om:

PykoBoautens ropuauyeckoro oraena Jlnunas noanucey A.C. Opnos
Bapuanr 3

3amanue 1

[Togmucu 2 MODKHOCTHBIX JHUI[ B JIOKYMEHTE OGOPMIISIOTCS CIEIYIONUM
obpazom:

['nmaBHBIN Oyxranrep Jlnunag moamnuch

nerpoa O.M



Pexrop JInynas nmoamnuck
CunopoB Oner HukonaeBuu

3aganue 2

BrecuTe ncnpaiieHUs B PE30IIOLHUIO:

[Ipomry MoAroTOBUTH IPOEKT

Pemenus mo nocraBkaM o00py10BaHUs

k 05.10.2012

JInunasg moamnuch

JlaTa

NBany BanoBuuy IlerpoBy n Crenany MBanosuuy CunopoBy

Moayasb 2

Bapuanr 1

3aganue |

CocraBbTe OTMETKY O NPUJIOKEHNUN, KOTOPOE COCTOUT U3 MpaiCc-IMCTa Ha 6
JMCTaX B 2 3K3EMILISIPaX U U3 TOHKHOCTHOW MHCTPYKIIMU HA 3 UCTax B 5
AK3EMILIAPAX

3aganue 2

CocraBbTe BU3Yy COINIACOBAHMS (BbI HAYAJIBHUK OTJIE]A CTPATETUYECKOTO
TUTaHUPOBaHMUS, faTa BusupoBanus — 21 despans 2015 rona, y Bac ecTh 3aMeUyaHus
10 JIOKYMEHTY)

Bapuanr 2

3ananue |

CocTtaBbTe OTMETKY O IMPUJIOKEHUH, KOTOPOE COCTOUT U3 Mpalc-IncTa Ha 6
JIUCTax B 2 3K3EMIUISIPaX U U3 JOJKHOCTHOM MHCTPYKIMU Ha 3 JIUCTaxX B 5
HK3EMIUISPAX; U3 MPOEKTa MpHUKa3a Ha 2 nuctax B 1 sx3emmuiapax. [Ipunoxenue
HaIIPaBJISIOT HE BO BCE YKa3aHHbBIE B JJOKYMEHTE aJipeca.

3aganue 2

CocraBbre pesomtonuto (Bel 21 depans 2015 nopyuaere Anne HuxomaeBHe
[TeTpoBoil MOATOTOBUTH MPOEKT MpHUKa3a 00 CO3MaHUU OTJeNia UMYIIECTBEHHBIX

oTHolIeHuu 10 28 ¢epans 2015 rona)



Bapuanr 1

3ananue 1

[ToctymuieHrne JOKYMEHTOB B OpraHU3alLMIO U UX NIepBUYHAas 00paboTKa

Bapuanr 2.

3ananme 1

Omnpenenure cocTtaB JOHKHOCTHBIX JIML, YYacTBYIOUIMX B 00paboTke U

HCIIOJITHCHUHU NOKYMCHTOB.

Bapuanr 1

3ananue 1

CocTaBbTe JOKYMEHT C IPOCHOOI 0 mpueMe Ha padoTy Ha JOJDKHOCTh MHXKEHEpa-
nporpammucta B otaen kaapoB KI'VII «/lanbsHepro» Ha MOCTOSHHYIO padoTy.
Henocraromnye pekBU3UTHI YKAKUTE CaMOCTOATENbHO. OOOCHYHTE BBIOpAaHHYIO
TEXHOJIOTHUIO TIOJITOTOBKH JIOKYMEHTA.

3amanue 2

Hcnonb3yss BO3MOXKHOCTH TekcToBoro mporeccopa MS WORD, cocraBbte
nuceMo-mipuriamenue Kpaesoro kosiemka ropoaa ApceHbeBa ¢ MpeAsioKeHUEM
OPUHATH yYacTHE B Hay4yHO-TIpakTH4eckor KoHpepennuu «l[Ipumenenue
nH(OPMAITMOHHBIX TEXHOJIOTUH B 00yueHun». Hegocraronme peKBU3UTHI YKAKUTE
camocTosTensH0. OOOCHYITE BRHIOPAHHYIO TEXHOJOTHIO MOJATOTOBKH JOKYMEHTA.
Bapuanr 2

3ananue 1

Hamummre mpuka3 renepanpHoro aupekropa MVYIIAT  «Hoseii Ypenroi» o
npueme Bac Ha paboty Oyxramrepom. OOOCHYHTE BBIOpAaHHYIO TEXHOJIOTHIO
MOATOTOBKHU JOKYMEHTA

3ananue 2

CocraBbTe mpuka3z o0 ocBoOoxaeHuu Bac or pa®oTbl yuurtenem OHOJOTHH B
MBOY COIII Ne 12 B cBsI3u ¢ nepee31oM Ha HOBOE€ MECTOXKUTENbCTBA. OOOCHYHTE
BBIOPAHHYIO TEXHOJIOTHIO TTOJATOTOBKHU JJOKYMEHTA

Monyas 4



Bapuant 1

3aganue 1

Peructpanus 10kyMeHTOB, (hOpMbI U IPUHIIUIIBI PETUCTPAIUY.

3ananue 2

3apeructTpupyiTe NpeiyIo’)KeHHbIE TOKYMEHTHI.

Bapuanr 2

3ananue 1.

CocTaB KOHTPOJUPYEMBIX JTOKYMEHTOB U TOPSJIOK OCYIIECTBICHUS KOHTPOJIS.
3ananue 2

JlocTaBpTe NMOKYMEHT HAa KOHTPOJIb, OPOPMHB TPH ITOM BCE HEOOXOIMMBIC
PEKBUBHTHI.

Bapuanr 3

3aganue 1

NudopmarnmonHo-cripaBovyHas paboTa HaJl JOKyMEHTaMHU.

3ananue 2

.OdopmMuTe perucTpalOHHO-KOHTPOJIBHYIO KapTOUKy Ha  MPeIIOKCHHBIN
JTIOKYMECHT.

Bapuanr 4

3aganue 1

[TonsiTHE HOMEHKIIATYpa JCI U €€ POJIh B OpraHU3aluy PaOdO0ThI C TOKYMEHTAMHU.
3ananue 2

[IpeacTaBpTe TEXHONOTHIO W3TOTOBIICHUS WHIWBHUIYyAIBHOW HOMEHKJIATYp JEN B
BH/JIC OPTaHU3AIMOHHON CXEMBI.

Bapuanr 5

3amanue 1

IlpaBuna dhopmupoBanus aei.

3ananue 2

.Odopmute 00JIOKKY €71 IO YyCTAaHOBJIECHHOW (opMe I MPeasiOKEHHBIX
JIOKyMEHTOB.

Bapuanr 6



3amanue 1

Komrmieke paboT, IpOBOAMMBIX CITY>KOO# JEIOMPOU3BOACTBA MPU CAA4Y€ B apXHB
JIOKYMEHTOB OpTraHU3aIl1H.

3amanue 2

ChopmynupyiiTe 3aroJoBKU JIe1, 11 MPEII0KEHHBIX TOKYMEHTOB.

Bapuant 7

3amanue 1

TpeboBanus K 0(pOPMIICHHIO SIS IIPH Ca4e UX B apXUB

3amaHue 2

.Odopmute onucu Jesl MOCTOSHHOTO XPAHEHUSs, MOJJIEKAIIUE Clladye€ B apXWHB.
Bapuant 8

3amanue 1

KaxkoBbl npuHIinma ¢hopMupoBaHus Jei.

3amanue 2

.O3HaKOMbTECh C TMPHUBEACHHBIM (PPArMEHTOM HOMEHKIATYpbl €, YKaKUTE
OIMMOKHU U NPEACTaBbTE MPABUILHBIN BapHUaHT.

Bapuant 9

3amanue 1

[IpaBuna cocTaBJieHUS ONKCEH i€l TOCTOSHHOTO M BPEMEHHOTO XpaHEHUS.
3amanue 2

CocTaBbTe 3aBEpUTEIIBHYIO HAAIUCH Ha JIeia K CJjaue B apXHUB.

Moayas 5

Bapuanr 1

3amanne 1

Yxaxure MOI] Bo BnraguBoctoke

3amanue 2

YTo Takoe MPUHIIMI «OJTHOTO OKHA

Bapuanr 2

3amanne 1

Yxaxure MO®I] B [Ipumopckom kpae



3amanue 2
Yro takoe CMOB?
Kpurepuu ouneHku:

10 OamIoB BBICTABISIETCS CTYJACHTY, €CIH COJEp)KaHUE TEMBl IOJHOCTHIO
PacKphITO, HET 3aMEYaHHid 110 O(OPMIICHUIO paOOThI, HA TPAKTHYECKOM 3aHITHH
CTYACHT JIeTaeT YCTHBIN MOKIAl 10 MPEICTaBICHHOMY B pedepare MaTepuany
7 GaJJTOB BBICTABIIACTCS CTYJICHTY, €CIIH COJEPIKAHUE TEMBI ITOJIHOCTHIO PACKPHITO,
HET 3aMeYaHuii Mo OGOPMIICHHIO PabOThI, paboTa MpEACTaBIsAETCS 0€3 yCTHOTO
JIOKJIaja.
50aJTOB BBICTABIISICTCS CTYJCHTY, €CIIU COJICPIKAHUE TEMBI IIOJTHOCTBIO PACKPBITO,
eCTh 3aMeuaHusi 1Mo oGopMIICHUIO paboThI, paboTa MpeacTaBiIseTcsl 0€3 YCTHOTO
hi(0):9) &2 F:1
3 Oamra BBICTABISACTCS CTYACHTY, €CJIH COJCPYKAHHUE TEMBI PACKpBITO HE
MIOJTHOCTBIO, €CTh 3aMeuaHusi 10 OGOPMIICHHIO pabOThI, paboTa MPECTaBISICTCS

0€3 yCTHOTO JOKJIaaa

Keiic —3agaum (ITP-11) mo aucuumnimnHe «J{oKyMeHTALMOHHOE O0eclevYeHue
rocyJapCcTBEHHOT0 U MYHUIIUNIAJTbHOTO YIIPABJIEHUS»
JIoKkyMeHTbl HEOOXOIMMO TMOATOTOBUTh, HCIOJIB3YsI BO3MOXKHOCTH TEKCTOBOTO
nporeccopa MS WORD. O6vem kelic-3a1adyu pacCUMTaH Ha BBIMOJHCHUE B
teueHue 15-20MunyT.

Keiic — 3agaua 1

1. Ilens keiica

OdopMuUTh pacropsHKEHUE COTJIACHO YIPABIEHYECKON CUTYAITHH

Iean Kkeiica:

OdopMuUTh TIPHUKa3 IT0 OCHOBHOM JCATCIBHOCTH:

Ne 124 ot 23.02.2015,

HAaWMEHOBAaHHUE OpTraHU3aIUH:

MunucrepcTBo 00pazoBanusi PO

Poccuniicknii rocy 1apCTBEHHBIN YHUBEPCUTET



(PITY)

MECTO COCTaBJIEHUs MpuKa3a: I. MockBa

3arosioBok: OO0 obecrneueHnn CTyICHTOB Y4eOHOM JTUTepaTypoi
Koncratupyromas 4acrs:

B cootBerctBum ¢ mpukazom muHuctpa ot 10. 01. 2015 Ne 214 «O6
00ecCIeueHnH CTYJICHTOB yueOHO IuTepaTypoii»

PacniopsinurenbHas 4acTs:

1. 3aBepyromeir Oubmmorekoit I'. WM. CronsipoBoli oOpraHuzoBaTh IPOBEPKY
cocTosiHUSI (POHIOB Y4eOHON JUTEpaType M COCTaBUTh CIPABKY O HAJIUYUU
y4eOHUKOB, Y4E€OHBIX MOCOOMI, METOJAUYECKHX pPa3pabOTOK IO BCEM
JTHUCUUATUIMHAM, YATAEMbIM B YHUBEPCUTETE, K 28.02.2015.

2. 3aBenyrommM KadempaMu TPEICTaBUTh 3aBEAYIOMICH OWOIMOTEKOW CITUCKH
y4eOHOU IuTepaTyphl (C YKa3aHHEM KOJUYECTBA 3K3EMIUIIPOB), KOTOPYIO
HEO0OXOAMMO 3aKYIUTh JJIsi 00ecredeHusl CTYJICHTOB M0 YMTaeMbIM Kadeapoit
aucrummimaamuy, K 05. 03. 2015.

3. byxranrepun (rn. Oyxranrep B. [I'. I[laBnoB) yHuBepcuTeTa BBIICIHUTD
OuOIMOTEKE CpeiCTBA, HEOOXOAUMBIE [Tl 3aKYIIKH YUEOHOU JTUTEPATYPBHI.

4. KoHTposb 3a UCHOJIHEHHWEM IpHKa3a BO3JIOKUTh HAa HadaJlbHUKAa y4eOHOTO U
otaena U. I1. 'oproHoBa.

[Tonnucwu:

pektopa yauBepcurera FO.H. Adanacprena

3apeaytromer ouonmuorekoir . . Cronsposa 21. 02. 2015
HavyasnbHUKa yuyeOHoro otaena W. I1. 'opronos 21. 02. 2015
rnaBHoro Oyxranrepa B. I'. [Tasnos 21. 02. 2015

Keiic —3agaua 2

Llens kelica

OdopMuTh pacmopsiKEHUE COTIIACHO YIPABICHYECKON CUTYAITUH:
Ne 73 ot 14.11.2015,

HalMEHOBaHHUE OpPraHU3AIUU:

KI'VII «IIpumTennosanepro»



MECTO COCTaBJIEHUS PacCIOpPsKEHUs: BraauBocTok

3arosioBok: OO yuactuu B npa3nuudyHoi [lepBomaiickoit neMoHCTpanuu

Keiic - 3agaua 3.

Llens:

CoctaButb ¥ OQOPMUTH JOKJIAJHbIE, U OOBSICHUTEIbHbIE 3aIMCKH,
HEO0OXOMMBbIE B CICAYIOIIUX YIPABICHYECKUX CUTYAIUSIX.

Onucanue cuTyanum

3amecTuTenb HavyanbHUKa [IpousBoacTBeHHOro oObenuHeHus «MocKoBCKas
ropojckas tenedonHas cetb» (MI'TC) Munuctepctsa cBsizu PO J[y6os M. .
oOpaTwiics K Ha4aJbHUKY CHEIUAIbHOTO YNPaBIEHUS TEIE(POHHON CBSI3U TOTO
e MmuHucrepctBa AkceHoBy [. C. ¢ JOKJIamHOM 3alMCKOM O BBIACICHUH
NOpsMBIX MPOBOJOB W HAa3HAYEHHHM TeNe()OHHBIX HOMEPOB Ha JIOTOBOPHOM
ocHoBe. B noknangnoit 3anucke M.M. JlyOoB coobiian o ToM, 4TO B CEHTSIOpe
Tekyiero roga ooveanHenneM (MI'TC) ObuM OATOTOBIIEHBI M COTJIACOBAHBI C
['1aBHBIM MJIAHOBO-(PUHAHCOBBIM yIpaBiieHWeM MuHucTepcTBa CBsizM PO
JIOTOBOPBI ¢ HOBBIMU a0OHEHTaMU. {7 BKIIIOUEHHUS YKa3aHHBIX aOOHEHTOB B
ceTh nepeaaun AaHHbIX «MHDoTEem» ¢ 1 mexabps Tekyliero rojga HEOOXOIUMO
BbIJIEJICHUE TPSIMbIX NpoBOAOB. B cBsi3u ¢ »tuMm r1-H JlyOOB BBIABUHYI
IpPEJIOKEHUE O BBIJCICHUM MPSIMBIX MPOBOJOB M Ha3HAUYEHUU Tele(OHHBIX
HOMEPOB Ha JIOTOBOPHOW OCHOBE yKa3aHHbIM abOHeHTaM. JlokiagHas 3amucka
Obla cocraBiieHa ucnoguutenaeM OpioBoit u nmoamnucana y6oseim M. U. 12
HOSIOpS TEKYLIETo roja.

Keiic —3agaua 4.

Llens:

CoctaButb ¥ OQOpPMHUTH JOKJIAJIHbIE, U OOBICHHUTENbHBIE 3aIMCKH,
HEOOXOMMbIE B CIIEIYIOIINX YIIPABICHUYECKUX CUTYyaIUsIX.

Onucanue curyanuu

Corpynank MVYIIAT «HoBeiii VYpenroin» M. M. MypomoB peryiasipHoO
omas3zipiBal Ha paldOTy, YeM HapyllaJl TPYAOBYIO AucHUIUIMHY. HawyanbHuk

opranu3anmonHoro orgena lymununa M. B. HeomHOKkpaTHO nenana emy



3amedanusi (B ycTHOU (dopme), a 12 uwioHsS TEKymero rojaa Oblia BBIHYKJICHA
o0paTtuThcs ¢ JaHHBIM BompocoM K nupektopy CemoBy A. B. ¢ moxmamHoit
3alUCKOM, B KOTOPOM IMpocuia MPUHATh MEPbl AUCHUILNIMHAPHOIO XapaKTepa K
M. M. MypoMoBy.

Keiic — 3agaua 5.

Llens:

CoctaButh u 0(OpPMUTH JIOKJIAJHbIE, U OOBSICHUTEIBHBIC 3aUCKH,
HEO0OXOMMBbIE B CIACAYIOIIUX YIPABICHYECKUX CUTYAIUSIX.

Onucanue cuTyauuu

PykoBoautens otnena HOBbIX MpoekToB TokapeBa O. B. oOpatmnace k
['enepansHomMy nupektopy OOO «Mactep» r-uy A.Jl. MeBneBy ¢ QOKIagHOI
3aMUCKOM O HEOOXOJMMOCTH YBEIMYEHUS IITAaTHOW YWCICHHOCTH oThena. B
nokiaaHou 3anucke TokapeBa O. B. cooOmana o TOM, 4TO B HACTOSIIEE BpEeMs
JUIsl YCTHEIIHOM paboThl areHTCTBA HEOOXOIUMO YBEIMYECHHE 0a3bl JaHHBIX O
MOTEHIUAJIbHBIX KiIHeHTaX. [lo ee MHeHMIO, OJHUM M3 Haubojee peaTbHbIX
nyTel pacmmpeHus 0a3bl JAaHHBIX SBJSIETCS TOCTOSHHBIM aHalu3 CPElICTB
MaccoBoil uH(pOpMalUM, B YaCTHOCTU Ipecchl (uHpopManms o Haubosee
KPYMHBIX KJIMEHTaX areHTCTBa Oblja MOJy4deHa M3 aHAIUTUYECKOTrO >KypHaia
«Jkcnept»). B cBI3M ¢ Tem, 4YTO OTHET B €ro HacrosmeM coctaBe (5
COTPYJHUKOB) HE HMEET BO3MOXXHOCTHM OPraHHU30BaTh MOAPOOHOE H3YyUYCHUE
aHaguTH4YeCcKuX m3nanmii, TokapeBa O. B. cumTaer menecooOpa3HbIM BBECTH B
ITaT OT/AENA JBE JOJDKHOCTU MEHEKEPOB JJIsl U3YUEHHUS M aHaju3a MPECCHI C
LEJbI0  BBISIBJICHUS TOTEHIUAJIBHBIX KIMEHTOB, a TaKXe MOJATOTOBKH
omepatuBHOM uH(popManuu o TmonoxkeHuu Ha peiHKe CMU B dopme
€XKEHEICNIbHBIX OTUETOB. B noknamHoM 3anmucke TokapeBa NMpEIokKUIa Ha 3TU
JOJDKHOCTH  TOA0OpaTh COTPYAHUKOB U3 YHCIA CTYJIEHTOB 4-5 KypcoB
dakyapTeTa )KYpHATUCTHKU J[aIbHEBOCTOYHOTO (heIepaaIbHOTO YHUBEPCUTETA

Kpurepuu oueHku 1Jis Keic-3a1a4:

Ne m\im IMoxka3areanb Ouenka

1 3ajgaHye BBIIOJHEHO, B OCHOBE OTBETA JICKUT 3HAHUE 5




TEOPUH, TEPMUHOJIOTHSI KOPPEKTHA

2 3ajaHnue BBINIOJHEHO, B OCHOBE OTBETa JICKHUT 3HAHHE 4
TEOPUH, HO B AIITOPUTME BBINIOJHEHUS U B HUCIIOJIb3YyEMOU

TCPMHUHOJIOTHHU BCTPCHAKOTCA HCTOYHOCTH

3 3ajaHue BBINOJIHEHO YACTUYHO, B aJITOPUTME BBINOJHEHUS 3
M B  HCIONB3YeMOW  TEPMHHOJIOTUM  BCTPEUYAIOTCS

HECTOYHOCTHU

4 3a1aHre HE BBITIOJIHEHO 2

TecToBbie 3aganus (ITP-1) no gucuuninne «JlokyMeHTALIMOHHOE
o0ecneyeHue rocyJapCcTBEHHOr0 U MyHMIMNAJIBLHOTO YIIPABJIEHUSA

TectoBble 3a1aHNs BKJIIOYAIOT JTOCTATOUYHO OOJBIION IHana3oH BapUaHTOB,
YTO, YYMTBIBAsl CXXaTO€ BpEMs, OTBEAEHHOE Ha TECTUPOBAHUE, HCKIIIOYAET
BO3MO>KHOCTh COBIAJICHUS OTBETOB U IO3BOJSIET OOBEKTUBHO OLICHUBATh 3HAHUS
CTYJEHTOB.
1. Beibepute npaBUIIbHBIA BApUAHT OTBETA
JIOKyMEHTOBECHUE - 3TO
A) Pabota ¢ 1okyMeHTamMu COCTaBJIEHHUE, UCTIOJIHEHHE, 00paboTKa.
b) Kommiekc paboT ¢ TOTOBBIMU TOKYMEHTAMHU
B) esTenbHOCTH anmapara  yOpaBJIeHUS, OXBaThIBAaIOIIAas  BOMPOCHI
JOKYMEHTUPOBAHMSI M OpraHu3aliu padoThl C JOKyMEHTaMU B MpOLEcce
OCYILIECTBIICHUS UM yIpaBlieHYeCKOW (QyHKIUU.
I') Hayka o npaBuiax opopMiieHUsI aIMUHUCTPATUBHBIX JOKYMEHTOB
2.CooTHecuTe MOHATHS C IPOllecCaMU JOKYMEHTOBEICHUS:
1./IokymeHTUpOBaHHE.
2.0Opranu3zanus paboThl C JOKYMEHTAMH.
A) mpouecc WIM COBOKYHNHOCTH IIPOLIECCOB IO TOJATOTOBKE, COCTAaBJIEHUIO,
COTJIaCOBaHUI0, OPOPMIICHUIO U U3TOTOBJICHUIO TOKYMEHTOB.
b) xomrekc paboT ¢ TOTOBBIMU TOKYMEHTAaMH, CO3/IaHHBIMU MPEINPUATUEM WU

MMOJIYYCHHBIMHA U3 BHC.



3. Boibepute npaBuiIbHBIN BapUAHT OTBETA

Kakue 10KyMEeHTBI OTHOCSATCSI K HOPMATUBHBIM?

A) Ilonoxenue

b) 'OCT

B) uHCTpyKIUs 110 1€T0MPOU3BOJICTBY

I Ercaoy

4 PacrnipenenuTe JOKYMEHTHI IO TPYIIIaM:

1 .opranu3aloHHbIE

2.pacnopsAIUTEIbHBIE

3.uHGOPMAIMOHHOCIIPABOYHBIE.

A) axt; b) mnonoxenue; B) mnpukaszer [') copaBku; JI) wuHcTpykiuu; E)
pacniopsixenust; JK) TpyoBas KHUXKKa; 3) moctaHoBiieHus; 1) ycras.
5.YcranoBure cooTBeTcTBUE crnenudukanuu u  popm peun: 1. ycrTHas;
2.MUCbMEHHas; A) pedb 3Bydwalias, co3Jaercs B Iporecce oOmeHus; b)
rpapuUecKy 3aKperIeHHas.

6.BriOepuTe npaBUIIbHBINA OTBET:

KH1KHBIN 1 pa3roBOPHBINA CTHINA PA3JIMYAIOTCA 10 .

. A) 1essiM ¥ cpeICTBaM MX MCTOJIB30BAHMUS;

b) anpecaty peuwn;

B) xonnuecTBy JIGKCHUECKUX €IUHUIL, BXOSIIINX B COCTAB TEKCTA;

I') none3HoCTH UCTIOIB30BAHUSL.

8. YKaKUTE CTUIIb TEKCTA!

['poMaiHasi MOIIHOCTh MUMITYJIbCUBHBIX JIa3€POB IMO3BOJISIET MPOBOJUTH JIOKAIUIO
JyHBI. DTO TIOMOTAaeT, ompenesseT (yHIaMEHTAIbHBIE MapaMeTPhl CHUCTEMBI»
3emis-JlyHay W Ha STOM OCHOBE pEIIMTh MHOTHE MPOOJIEMbl T€OAWHAMMKH,
reoJ1e3un, aCTPOHOMUMU.

A) myOIUIUCTUIECKUT

b) odbunmansHo-nen0BoOM

B) Hay4HBII.

9.BriOepuTe npaBUIIbHBINA OTBET.



Kakue ycTpoiicTBa BXOIAT B OCHOBHOM COCTaB KOMITbIOTEPA?

A) cucremubiii 610k b) mouutop B ) kmaBuarypa I') mbimb J[) komrmuiekc
myneTuMenun E) npuntep JK) ckanep.

10. 3akoHuuTE OMpECIICHUE.

Nudopmanus-to.. A) cBefeHue 06 00beKTaxX M SBICHUAX OKPYXKAIOIIEH Cpejbl,
UX TapaMmeTpax, CBOMCTBAX M COCTOSHUHU, KOTOPHIE YMEHBIIAIOT MMEIOIIYIOCS O
HUX CTENEHb HEOIpPEAEIICHHOCTH, HEOCBEJOMIICHHOCTU. b) cBefeHus o mporecce
BOCIIPUSATHS, Mepenayd Kakux-1ubo cBeAeHU 00 oKpyxkarouield cpene, HX
napameTpbl, cBoiicTBa. B) cBeneHus o0 UCTOYHHKE, U3 KOTOPOIO MOXXHO Y3HaTh
Kakue-11u00 JaHHEBIE.

11. Beibepute npaBuiIbHBIN OTBET.

JloroBop-3To0..

A) cornamieHue Mex1y NperpuHUMATEISIMU O COTPYIHUYECTBE.

b) cornamenue AByX WM HECKOJBKHUX JHI] 00 YBOJBHEHUH, U3MEHEHUU WIIU
MPEKpaIICHUH IPakIaHCKUX MPaB U 00A3aHHOCTEM.

B) nuceMeHHOe coriamieHne MKy CTOPOHaMU, B KOTOPBIX YKa3aHbl UX MpaBa U
00S3aHHOCTH.

12. 3akoH4YHUTE MPEJIOKECHUE.

CrocoOHOCTh UMETh IOPUAMYECKHE TpaBa W OOSI3aHHOCTH, MPETyCMOTPEHHBIC
3aKOHOM- 3TO..

13. Beibepute npaBUIbHBIN OTBET.

C kakoro Bo3pacta BO3MOXHbBI TPYJIOBbIE OTHOIICHUS?

A) c 13 ner.

b) ¢ 14 ner.

B)c 18 ner.

14. 3akoHuunTE MPEII0KEHHE.

KomMmmepueckuii A0TOBOp MO TOBOJAY KYIUTU-TIPOJAKHW pabodeid Cuibl U ee
UCITIOJIb30BAHUS HA3bIBACTCS:

A) TpyZIOBOI I0rOBOP

b) norosop nmoapsina.



B) norosop apeHibl.
[') KOHTpaKT.

15. Onpenennte NCTOPUUECKUE IEPUOIBI JEITONPOU3BOICTBA.

1.1810r. 2) 16-1788B. 3) 1720r. 4)1917-1991rT.
A) npuKa3HoE;
b)nenonpon3BoACTBO COBETCKOM AIOXH;

B)xomnnexckoe;
') MmuHHCTEpCKOE.

16. VYkaxuTe nMpaBUIbHBIN OTBET:
3aKoHOJIaTENbHbIE AaKThl, KOTOpPbIE BIUSIM Ha paboTy ¢ OQUIHAIbHBIMU
JOKyMEHTaMH B IIPUKA3HOM JEJIONPOU3BOJCTBE:

1) mometa; 2) cyaeOHuk; 3) Bblucka; 4) mraT; 5) coOopHOE H3JIOXKEHUe, 6)
npUKas;

17. YkaxuTe npaBUIbHBIN OTBET:

B xakoM roay Obut pa3paboTaHbl OOLIECOI3HbIE CTAHAAPTHI HA JIOKYMEHTHI?
A) 1963; b) 1917; B) 1964; I') 1920; 1) 1959; E) 1970.

18. Ykaxxute mpaBUIbHBIN OTBET:

Kakne HOpMaTMBHO-METOAMYECKHAE JOKYMEHTHI 110 BOIIPOCAM JIE€JIONPOU3BOJICTBA
obun u3nanel B 1970-1980 r.r.?
A) pernaMeHTbl, UHCTPYKIUHU, TUCbMa
B) npuroBopsl, rpaMOThI, TPUKA3bI;
B) EI'CH, 'OCThsl, knaccudukaTopsl;
I') peructpanmonHbie (GOPMBbI, BXOASIINA U UCXOIAIIMNA JOKYMEHT.

19. BriGepuTte npaBUIBHBIN OTBET:
Cuctema MeETOJOB U CHocoOOB cOopa, mepedadyu, HaKOIUICHHs, 00paboTKH,
XpaHEHUus, TpPEACTABICHUS M HUCIOJIb30BaHUA WH(POPMAlMd HA OCHOBE
IPUMEHEHUS TEXHUYECKUX CPEACTB - 3TO . ...

1) Texnonoruu 10Y

2) Texnonorus

3) UndopmarimonHas TEXHOJIOTUsI



4) OducHbie TEXHOJIOTHH

20) BriGepute mpaBUIBHBIN OTBET:

Texnonorun JOY knaccupuuupyroTcs Ha:

A) TEXHOJIOTHIO 00Pa0OTKH BXOMSIINX M UCXOISAIINX JOKYMEHTOB;

b) TexHonoruto nepenaur HHPOPMaIUU UCTIOTHUTEIIO;

B) TexHosnoruto o0paboTKu JOKYMEHTHOW HHGOPMAIIUH;

') TeXHOJIOTHIO OTIIPaBKH JTOKYMECHTA.

21. CooTHecuTe OpraHu3alMOHHbIE (POPMBI AEIOMPOU3BOICTBA.

A) Llenrpanu3oBannyio; b) aeneHrpanu3oBannyio; B) cMerannyio.

1) Yactp omeparuii pabOThI C JIOKYMEHTaMH IPOBOJMUTCS IICHTPAJIM30BAHHO, a
JIpyrasi 4acTh OIepaliii BBIMOIHACTCS B CTPYKTYPHBIX MOJPA3ACIICHUSIX;

2) Bce TexHOJIOTMYECKHE OIEpaluu Mo padoTe C JIOKYMEHTaMU BBIOTHSIOTCS
OJIHUM CIICLIUATTU3UPOBAHHBIM CTPYKTYPHBIM MOJPA3ACIICHUEM;

3) ®dopma xapakTepHa i1 OpraHW3allld, CTPYKTYpa KOTOPOH TepPHUTOPHAIEHO
pazo01ieHa.

22. Cootnecute QyHkiuu ciyxos1 JJOY.

A)  TtexHomoruueckue., b)  KoHTponbHBIE., B)  OpraHuzalMoOHHBIE.,
[NMmeroanueckue.

1.pa3paboTka HOMEHKIIATYPHI Jel

2.M0ITOTOBKA MOCTYMAIIINX IOKYMEHTOB K JIOKJIaly PYKOBOJICTBA

3.peructpanus JOKyMEHTOB

4.KOHTPOJIb 32 TPABUIBHOCTHIO OPOPMIIEHUS JOKYMEHTOB

5.pa3paboTka 0JIAaHKOB JJOKYMEHTOB

6.0praHu3arys XpaHeHus JOKyMEHTOB

"] .IPOBENECHUE COBEIIAHNN KOHCYJIbTALUN

8.opranuzanusi paboThl apxuBa., 9.00ecrieueHne XpaHEeHUs Jel U ONEPATUBHOTO
WCITIOJIb30BAHUS JJOKYMEHTOB.

23. CooTHecuTe CTpyKTyphI ciiyk0 J1OY.

A) ynpaBiieHue Jie1laMu

b) rocynapcTBeHHbIe IpEANPUSTHS



B) OOmue otaensl.

1. ecnmu paboTa ¢ AOKyMEHTaMH BBINOJHSETCS B Tpymnmax IHCEM, y4yeTa u
pEerucTpaluu, SKCIeIUINIX, apXUBaX, U BO3IJIABIIAET - HadalbHUK oTaena JJOVY.
2. ecnu paboTa ¢ JNOKYMEHTaMM BBITIOJMHSETCS B MHCIEKLHUAX, CEKpeTapuarax,
MPOTOKOJIBHBIX OIOpPO, OTJENaX MUCEM U T,J , BO3IJIABIISET YIPABJISAIOMIUN JIeJIaMu.
3. ecnu paboTa ¢ TOKYMEHTaMU BBITIOJIHSIETCS B KAHIICNIAPUH, B TPyIIaX KOHTPOJI,
MUCEM, apXUBAaX, BO3TJIABIISIET 3aBEAYIOUINI OTACIOM.
24. BriOepuTe NnMpaBUIbHBIN OTBET
Kareropunn paOOTHHKOB, OTHOCSIIMXCS K CIOyX0€ JOKYMEHTAI[MOHHOTO
oOecreyeHus:
A) pyKOBOJIUTETH
b) cekperapu
B) cnienmanuctsl
') apxuBaTopsI
J1) TeXHUYECK1E UCTIOJTHUTEIIH.
25. Bribepure mpaBUIIbHBIN OTBET
Cnyx0a JOKyMEHTAILlMOHHOT'O 00€CIIeUeHUsl YIIPABJICHHS OCYIIECTBISIET paboTy
A) TI0 COCTaBIICHUIO TOKYMEHTOB
b) ¢ roToBBIMU TOKYMEHTaMHU
B) mo obecrieyeHuro ympaBieHHUS MPEANPHUATHI IO CpPEACTBAM JOKYMEHTHOMN
uHbopMaIuu
') mo cocTaBienno U paboTe C TOKYMEHTaMHU.
Kputepun oieHKH JIs1 TECTOBOTO 3 JaHUS

Kpurepuun ouenku:

3a KaIbli IpaBUIbHBIA OTBET — 1 Oaii.

3a HenpaBWIbHBIN 0TBET — () GasIoB.

90 — 100% - 5 (OTnuuHO)

80 — 89% - 4 (Xoporo)

60 — 79% - 3 (Y 10BIETBOPUTEIHHO)

menee 60% - 2 (HeymoBiaeTBOPUTEIBHO)



JesioBas (poJieBasi) Urpa o JAUCHUILIMHE «[OKyMEeHTAMOHHOEe o0ecneueHue
rocyJ1apcTBEHHOT0 1 MyYHHIIMTIAbHOTO ynpaBiaenus» (ITP-10)

1 Tema: JlokymeHTHpOBaHHE 51 opra"usanus JOKYMEHTOO00OpOTa
rOCyJIapCTBEHHOI'O IPEAIPUATHS

2 IlIpoOJiema: U3ydeHHE OCHOBHBIX JOKYMEHTOB YIIPaBJIEHUS M OBJIAJICHUE
NPaKTUYECKUMHU HaBBIKAMH JOKYMEHTUPOBAHHUS U OpraHu3alHH
JOKYMEHTOO0OpOTa  OTHENbHBIX  CTPYKTYPHBIX  MOJpa3feliecHUd U Bce
OpraHu3alliy B LIEJIOM

3 KoHuenumsi Urpsbl: CTy/IGHTbl pa30MBaIOTCS HA TPYIIBI, Kaxaas U3 KOTOPBIX
IPEJCTaBIsIET COO0OM OJHO M3 CTPYKTYPHBIX MOIPAa3AEICHUN TroCynapCTBEHHOTO
npeanpuatua. PaOOTHHKM yKa3aHHBIX MOJpa3feieHuil (Tpynmbl CTYJIEHTOB)
TOTOBST NakeT 00pa3loB JOKYMEHTOB B COOTBETCTBHUM C BBINOJIHIEMBIMU
(yHKUHOHAJIBHBIMH OOSI3aHHOCTAMH. B TeueHue Tpex MpaKkTUYECKUX 3aHITHH
CTYJEHTbI OPOPMIISIOT MPEAJIOKEHHBIE MPENOAABATENEM 00pa3Lbl TOKYMEHTOB, Ha
HOCJIEAHEM 3aHSTUU COCTABIISIIOT CXEMY JJOKYMEHTO000pOTa OpraHU3aluu

4 Poam:

- IUPEKTOp M ero 3amecturenb (2 den.). ['oToBAT 0Opasubl OpraHU3alMOHHBIX U
pacnopsAIuTEIbHBIX JTOKYMEHTOB (yCcTaB, IITaTHOE pAacHHCaHWE, NpHKa3 IO
OCHOBHOM J€SATEIBHOCTH, PACTIOPSKEHUE, PEILICHUE)

- cayx6a JOY (3-4 wden.) ToToBAT 00pa3nbl OpraHU3allMOHHBIX U
MH()OPMAIIMOHHO-CIIPABOYHBIX ~ JOKYMEHTOB  (JOJDKHOCTHAs ~ WMHCTPYKIUS
cekperapsi-peepeHTa, mIpoTOKOJI, aKT, JEJI0BOE MHCHMO)

- KazipoBas ciyk0a (4-5 gein.) ['oToBAT 00pa3ipl JOKYMEHTOB M0 JUYHOMY COCTaBY
(mpuKa3 1o JIMYHOMY cocTaBy (3 BUIa), pe3tome, 3asBICHUE)

- Kommepueckas ciuyx6a (4-5 wen.) TotoBar oOpasubl WHGOPMAIIMOHHO-
CIPABOYHBIX JIOKYMEHTOB (JIeJ0BbIe MHchbMa (3 BUIA), COyKeOHas 3amuCcKa, akT,
CIIPaBKa)

5.0kuaaeMble pe3yJibTaThl:



1) 3akperuieHue TEOPETHUUSCKUX 3HAHWW B OO0JIACTH COCTaBIICHUS W 00pabOTKH
JTIOKYMEHTOB YIIPaBJICHUS;
2) oOBllaJieHUE HaBBIKAMU pPAOOTHI C TEXHUYECKUMH CPEJICTBAMH CO3JaHUs
JTIOKYMEHTOB;
3) oBnajeHUEe HaBbIKAMH paOOThl B KOMaHJE M YMEHHUE OILEHUBATH PE3YJIbTAThHI
PpaboThI KaXJ0T0 YYaCTHUKA TPYIIIIBI.

Kpurepun onenku:
10 GayioB BBICTABISIETCS CTYACHTY, €CJIU 00pa3ibl JOKYMEHTOB BBINOJIHEHBI 0€3
OIMOOK, B yKa3aHHBIN MPeTnoaBaTeIeM CPOK
8 0ayuIoB BBICTABISIETCS CTYACHTY, €CIIM 00pa3ibl JOKYMEHTOB BBITIOJHEHBI O€3
OlMOOK, CPOKH, YKa3zaHHBIE IIpenogaBaTesieM, He COOI0JaINUCh
6 OaiyoB BBICTABISETCS CTYACHTY, €CIH OOpaslbl JOKYMEHTOB BBITIOJHEHBI C
3aMEYaHUsIMH, B YKa3aHHBIHN MpernogaBaTeIeM CpoK
4 6asioB BBICTABIIACTCS CTYJEHTY, €CIH 00Opasilbl JOKYMEHTOB BBITIOJIHEHBI C
OIIMOKaMu, CPOKH, yKa3aHHBIE MPENOJaBaTeIeM, HE COOTIOIAIICh
CTYJIEHTBI CMOTYT OIICHUTH Pe3yJibTaT PaOOThI CBOMX KOJUIET B IMpEAesiax TPYIIIbI

N PCKOMCHAOBATh JAHHBIC OLICHKHU ITPCIIOAaBaTCIIIO

Kpurtepuu oneHku (MECbMEHHOT0/yCTHOI'O JOKJIa/1a, 3CCe, B TOM YHCJIe

BBINOJIHEHHBIX B ()0pMe NMpe3eHTanmii):

v/ 100-86 0amaoB BBICTAaBISAETCS CTYIEHTY, €CIM CTYIAEHT BBIPA3UII CBOE
MHEHHE TI0 C(OpPMYJIHPOBAHHON mTpoOJieMe, apryMEHTHPOBAJI €ro, TOYHO
OTIPE/ICTIUB €€ COJIepKaHue M cocTaBJsitomue. [IpiuBeieHbI TaHHbIE OTEYECTBEHHOM
U 3apyOeKHOW  JHUTEpaTypbl, CTAaTUCTHYECKUE CBeJeHUsA, uHDOpmaIus
HOPMATHBHO-TIPaBOBOTO xapakTepa. CTyIeHT 3HaeT W BIAJCET HABBIKOM
CaMOCTOATEILHOM MCCIIEI0BATEILCKONM pabOTHI 0 TEME UCCIIECIOBAHUS, METOIAMH
U MpUEeMaMU aHaJIn3a TEOPETUYECKUX W/WIW MPAKTHUYECKUX ACTEKTOB U3ydaeMOu
ob6nactu. DakTUYECKUX OMIMOOK, CBSI3aHHBIX C TOHMMaHUEM TIPOOJIEMBI, HET;

rpadudecku padota ohopmIIeHa IPABUITEHO



v 85-76 - GamioB - pabora XapakTEPHU3yeTCs CMBICIOBOM MEIBHOCTBIO,
CBSI3HOCTBIO U MOCJIEI0BATEILHOCTBIO U3TIOKEHUS; OMYIIEeHO He Oomee 1 ommoku
npu OOBSICHEHHWU CMBICIA WM cojepxaHus mpoOiembl. [[ns aprymeHTanuu
IPUBOJISTCS JTaHHbBIE OTEYECTBEHHBIX u 3apyOexKHBIX aBTOPOB.
[Ipo/IeMOHCTPUPOBAHBI HCCIIEOBATEIbCKAE YMEHHMS M HaBbIKH. DaKTUYECKHUX
OIIMOOK, CBSI3aHHBIX C TMOHMMAaHHEM TpoOsiembl, HeT. JlomylieHsl OJHa-IBE
omuOKH B 0hOPMIICHHH PaOOTHI

v/ 75-61 Gamn - CTylEeHT HPOBOIUT JOCTATOYHO CAMOCTOSATEIBHBIA aHaJIN3
OCHOBHBIX STallOB U CMBICIOBBIX COCTABIIIOMIMX MPOOJIEMbI;, TOHUMAET 0a30BbIC
OCHOBBI UM TEOPETHYECKOE OOOCHOBaHHME BbIOpaHHOW TeMbl. IlpuBiieUeHBI
OCHOBHBIE HCTOUHUKH 110 paccMarpuBaeMoi teme. JlonyiieHo He 6onee 2 ommbok
B CMBICJIC UJTU COJICPKaHUU IPOOIeMbl, opopmIiIeHHH pabOThI/

v' 60-50 GamroB - ecnu paboTa MPeACTABIAET COOOM IepecKa3aHHBI HIH
NOJIHOCTBIO MEPENHUCAaHHbIM HCXOIAHBIM TEKCT 0€3 Kakux Obl TO HHU ObLIO
KOMMEHTapueB, aHanusa. He

pacKpbITa TeopeTuyecKas

CTPYKTypa |
cocTaBistomas TeMbl. JlOMymeHo Tpu WM 0ojiee TpeX OLIMOOK B CMBICIOBOM

COJIEp>KaHUM pacKpbIBaeMOM Mpo0IemMbl, B 0OpMIIEHUN PAOOTHI.

Kpurepumn oneHk# npe3eHTannu J0KIaaa:

s
= 50-60 Gannos | 61-75 banos 76-85 6an10B 86-100 6ass10B
) (Hey10BJIeTBO | (YIOBJIETBOPHUT
= (xopomo) (OTJAMYHO)
o PHUTEIBHO) €JIbHO)

Kpurepu | Conep:xanne Kpurepues

"
- IIpo6nema e | [IpoGnema packpsita | IIpoGiema [Ipobnema
= packpbITa. HE TOJHOCTHIO. packpbITa. packpbiTa
E OtcyrcTBytoT | BeiBoasl He cnenansl | [IpoBeneH aHanu3 | MOJIHOCTBIO.
e BBIBO/IbI W/ BBIBOJBI HE npobeMbl 6e3 IIpoBenen ananus
= 000CHOBaHbI MIPUBJICYEHUS poOJIeMBbI ¢
qé JIOTIOTHUTEIBHON PUBJICYCHHEM
o aureparypsl. He JOTIOJIHUTEIIbHOU
g BCE BBIBO/IbI JUTEPaTYPHI.
E Cc/IeaHbl U/UIH BriBosibI

000CHOBaHbI 000CHOBAHBI




[IpencraBnsiem | [Ipencrabisiemas [IpencraBnsiemas [Ipencrapisiemas
ast uHpopManus He uHpopManus He uHpopManus
= uHpopMalug | CUCTEMAaTU3HpPOBaHA | CUCTEMATHU3UPOBAH | CUCTEMaTHU3MPOBaHA
; JIOTUYECKH HE | WU/WJIH HE au , IocJIeI0BaTeIbHa
& cBs3ana. He nocieaoBareIbHa. nocie0BaTeNbHa. | U JOTUYECKH
5 ucrnoib3oBanbl | Mcnons3oBano 1-2 Hcnonb3oBano CBsI3aHA.
i npodeccuonan | npodeccuoHaIbHBIX | Oosee 2 Hcnonp3oBano
= bHBIC TEPMHUHBI | TEPMHUHA npodeccroHanbHEl | O6onee 5
X TEPMUHOB npodeccuoHaNbHBIX
TEPMHHOB
He Ucnonb3oBanbl Hcnonb3oBanbl [npoxo
WCIOJIb30BaHbI | TexHonoruu Power | TexHonoruu Power | mcronb30BaHbI
= TEXHOJIOTUHU Point wactuuno.3-4 | Point. He 6onee 2 | rexnonoruu (Power
QE Power Point. OLIUOKY B olIO0K B Point u 1p.).
i bosnbiie 4 MpECTaBISIEMOMN MPEJCTaBIISIEMOI OTCYyTCTBYIOT
2 oLIMOOK B uH(popManuu UHPOpMALIUU OLIMOKY B
8‘ MIpeJICTaBIsieM IpeICTaBIsIeMOI
oi UHpOpMaLIUN
nHpopmauu
_ | Her orBeroB TonbKO OTBETHI HA OTtBeTHI HA OTBeTHI HA
E 3 | Ha Bompock! AIIeMEHTapHbIE BOMPOCHI MOJIHBIE BOMPOCHI MIOJIHBIE, C
22 2 BOIIPOCHI W/WJTA YaCTHYHO IPUBHUICHAEM
5 E TIOJTHBI IPUMEPOB /1IN
MOSICHCHU I

Kpurepuu oueHku (IMCbMEHHbINA 0TBET)

v 100-86 06amioB - €CiaM OTBET IIOKAa3bIBAET IIyOOKOE M CHCTEMATHYECKOE
3HaHHE BCET0 MPOrPaMMHOrO Marepuaiga U CTPYKTYpbl KOHKPETHOTO BOIpOCa, a
TaK)kK€ OCHOBHOTO COJIEP’KaHHS M HOBAIlMW JIEKIIMOHHOTO Kypca IO CPaBHEHHIO C
yueOHoN JsutepaTypoil. CTyIeHT JEMOHCTPUPYET OTYETIMBOE M CBOOOJHOE
BJIaJICHUE

KOHL[GHTyaJ'IBHO-HOHHTHﬁHBIM arIaparoM, HAY4YHBIM SA3BIKOM H

TEPMUHOJIOTHEN COOTBETCTBYIOUIEH HaydyHOM o00yiacTh. 3HaHHE OCHOBHOMU
JUTEpPaTypbl U 3HAKOMCTBO C JOIMOJHUTEIBHO PEKOMEHIOBAHHOUN JIMTEPATypPOMl.
Jlorndecku KOPPEKTHOE U YO TUTEIbHOE U3JI0KEHHUE OTBETA.

v/ 85-76 - 0ainoB - 3HAHWE Y3JIOBBIX HPOOJIEM IMPOrPaMMBI M OCHOBHOIO
COJIEpKaHMs JIGKIIMOHHOTO Kypca, YMEHHE TI0JIb30BaThCsl KOHIENTYaJbHO
MOHATUMHBIM anmapaToM B TMPOLIECCE aHalIM3a OCHOBHBIX MPOOJEM B pamMKax
JAaHHOW TEMbI; 3HAHWE BAXXHEUIIMX pabOT W3 CIHCKAa PEKOMEHIOBAHHOU

JUTCPATYPHI. B OCJIOM JIOTHYECKUM KOPPCKTHOC, HO HE BCCrga TOYHOC H

APTrYMCHTUPOBAHHOC U3JIOKCHHUC OTBCTA.



v 75-61 - Gamn - ¢parMeHTapHble, MOBEPXHOCTHBIE 3HAHUS BaKHEHIINX
pa3zesoB MPOTPaMMBI M COJAEPIKAHUS JICKIIMOHHOTO Kypca; 3aTPyIHECHHS C
UCIIOJIb30BAaHUEM HAYYHO-TIOHATUMHOTO anmapara M TEPMUHOJIOTHUU y4eOHOMU
JUCIHUIUIAHBI, HEMOJIHOE 3HAKOMCTBO C PEKOMEHIAOBAHHOM JIMTEPATYPOU;
YaCTUYHbIE 3aTPYJAHEHUS C BBIMIOJHEHUEM MPEIyCMOTPEHHBIX MPOTPaMMOM
3aJlaHul; CTPEMJICHUE JIOTUYECKU OMPENEJICHHO M TOCIEIOBATEIbHO H3JI0KHUThH
OTBET.

v' 60-50 GamnoB - He3HaHue, MO0 OTPHIBOYHOE IPEICTABIECHHE O IAHHOM
mpo0seMe B paMKax ydeOHO-IIPOTPaMMHOTO MaTepHaa; HEYMEHHE HUCII0Ih30BaTh

MOHATUWHBIN anmnapar; OTCYTCTBUE JOTUYECKON CBS3U B OTBETE.

Kpurepuu ouenku (yCTHbIN 0TBET)

v/ 100-85 GammoB - e€cioM OTBET IOKA3bIBAET IPOYHBIE 3HAHHMS OCHOBHBIX
MIPOIIECCOB U3ydaeMOM MPeAMETHOM 00JacTH, OTIMYAETCs TIyOMHOM M MOJHOTOM
PACKpBITUS TEMBbI; BJIAJICHUE TEPMUHOJIOTUUECKUM armapaToM; yMeHUE OOBICHSITh
CYIITHOCTb, SIBJICHUM, MPOIECCOB, COOBITUH, JIeJIaTh BHIBOJLI U 000OIIEHUS, 1aBaTh
apryMEHTHUPOBAHHBIE OTBETHI, MPUBOAUTH MPUMEPHI; CBOOOJHOE BIAJCHUE
MOHOJIOTUYECKOW PEYbI0, JOTMYHOCTh W TOCJIENOBATENBHOCTh OTBETA; YMEHUE
MPUBOJIUTH MPUMEPHI COBPEMEHHBIX MTPOOJIEM U3ydaeMoi 00JI1acTH.

v 85-76 - GayutoB - OTBET, OOHAPYXKHMBAIOIIUM MPOYHBIE 3HAHUS OCHOBHBIX
MPOIIECCOB M3ydaeMOM MPEAMETHOM 00JacTH, OTIMYAETCS TITYOMHOW M MOJTHOTOM
PACKpBITUS TEMBbI; BJIaJIEHUE TEPMUHOJIOTUYECKUM ammapaToM; YyMEHUE OOBSICHATH
CYIIIHOCTb, SIBJICHUH, MPOIECCOB, COOBITHIA, J€IaTh BHIBOJBI U 0000IICHUS, 1aBaTh
apryMEHTUPOBAHHBIC OTBETHI, MPHUBOAWTH TMPUMEPHI, CBOOOJAHOE BIIAJICHUE
MOHOJIOTUYECKON pPEeubl0, JIOTMYHOCTh M MOCJIEAOBATEIBHOCTh OTBeTa. OHAKO
JIOITyCKAeTCs OJIHA - IBE€ HETOUHOCTU B OTBETE.

v 75-61 - Gan - OLIEHWBAETCS OTBET, CBHUIETEIBCTBYIONIUN B OCHOBHOM O
3HAHUW  TIPOIIECCOB  HM3yyaeMOW TMPEIMETHOM  00JacTH, OTJIUYaAIOIIUICS
HEJIOCTATOYHOUW TIyOWHOW M TOJHOTOW PACKPBITHS TEMbI; 3HAHHEM OCHOBHBIX

BOIIPOCOB TeopuM; cJ1abo chOpPMUPOBAHHBIMU HaBBIKAMU aHaliM3a SIBJICHUM,



IPOLIECCOB, HEAOCTATOYHBIM YMEHHMEM JaBaTh APTYMEHTHUPOBAaHHBIE OTBETHl U
IPUBOJUTH TPUMEPHI; HEJOCTATOUYHO CBOOOJHBIM BJIAJICHUEM MOHOJIOTHYECKOMN
peublo, JIOTHYHOCTBIO U TMOCJIEA0BATENIbHOCTRI0 OTBeTa. JlomycKaeTcsi HECKOJIbKO
OIMOOK B CO/EPKAHUU OTBETA; HEYMEHHE MPUBECTU MPUMED PA3BUTHS CUTYaIUH,
IIPOBECTH CBSI3b C IPYTUMU aCIIEKTaMH U3y4yaeMoi 00JIacTH.

v 60-50 6aisIoB - OTBET, OOHAPYKUBAIOIIUI HE3HAHKE MIPOLECCOB U3ydaeMOii
npeaIMeTHOW 00JacTH, OTJIMYAIOIIMICS HETJIyOOKHM  PAacKpbITHEM  TEMBI;
HE3HAHHEM OCHOBHBIX BOIIPOCOB TEOPUH, HECPOPMHUPOBAHHBIMU HaBBIKAMU
aHalM3a SBIEHUH, MPOIECCOB; HEYMEHHEM JaBaTh apryMEHTHPOBAHHBIE OTBETHI,
CllabbIM BJIaJICHUEM MOHOJOTHYECKOW pEeYbl0, OTCYTCTBHEM JIOTHUYHOCTH H
nociea0BaTeabHOCTH. JlomycKaloTes cepbe3Hble OLIMOKM B COAECpPKAaHUM OTBETA;

HE3HAHHE COBPEMEHHOM MpOOIeMaTUKU N3y4aeMoil 001acTH.

MeToauueckue PEKOMEHIaANUH,
onpeaeasomme npoueaypbl OCHUBaAHUSA PE3yJabTaTOB 0CBOCHHUA

AUCIHUILINHBI

Texymass arrecranusi CTyAeHTOB. Texkymas arrecTalus CTYJIEHTOB IO
JACHUIUIMHE  ««/lOKyMeHTalMOHHOe o0ecne4yeHUe TOCYAAPCTBEHHOI0 M
MYHHMIUNAJBHOIO YNPaBJEHHUs» IMPOBOJUTCA B COOTBETCTBHM C JIOKAJIbHBIMU
HOpMaTUBHBIMH akTamMu JIBDY u siBnsieTcs 00s13aTeIbHOM.

Tekyias arrectanus 1Mo JUCHUILIMHE ««/JloKyMeHTallMOHHOEe oOecneueHune
rocyJapCcTBEHHOT0 U MYHMUMIAJLHOIO YNPaBJeHHMs» TPOBOAUTCS B (opme
KOHTPOJIBHBIX MEpPONPUSTUNA (TECThl, MPAKTUYECKUE 3aJaHUs) MO OLICHUBAHUIO
(haKTUYECKUX pe3yIbTaTOB OOYYEHMs] CTYJEHTOB W OCYIIECTBIISIETCS BEIYIIUM
IIPEI0IaBaTEIIEM.

OOBeKkTamMu OIICHUBAHUS BHICTYIIAOT:

— yueOHasi JUCHUIUIMHA (aKTUBHOCTh Ha 3aHATUSIX, CBOEBPEMEHHOCTH
BBINOJIHEHUS PA3JIMYHBIX BUJIOB 33/IaHUM, OCEMIAEMOCTh BCEX BUJIOB 3aHATUN IO

aTTeCTyeMOM JUCIUIUIMHE);



— CTENEHb YCBOEHUS TEOPETUYECKUX 3HAHMU (AKTUBHOCTH B  XOJE
OOCY)XICHWIA MaTepHaJIOB JICKIIUH, aKTHBHOE YydYacTHE€ B JHUCKYCCHSIX C
apryMeHTaMu U3 JIONOJIHUTEIbHBIX MCTOYHUKOB, BHUMATEIbHOCTh, CIIOCOOHOCTh
3a/laBaTh BCTPEUHbIE BONPOCHI B paMKaX JUCKYCCUU WM OOCYXICHUS,
3aMHTEPECOBAHHOCTh U3y4aeMbIMU MaTepUATIaAMH );

— YPOBEHb OBJIQJICHUS MPAKTUYECKMMU YMEHHUSMH W HaBBIKAMU IO BCEM
BUJIaM y4eOHOM paboThl (Ompeaensercs Mo pe3ysbTaraM KOHTPOJBHBIX padoT,
MPAKTUYECKUX 3aHSATUN, OTBETOB HA TE€CTHI);

— pe3yJbTaThl CaMOCTOSITENIbHOM palOOThl (3aJaHusl U KPUTEPUU OIICHKHU
pa3mertensl B [Ipunoxenuu 1).

IIpomexxkyTouHnasi arrecrauusi CTyJeHTOB. lIpomexyTouHas arrecTarus
CTYJICHTOB o JTVCUUTLUINHE ««/lokymeHTalIHOHHOE o0ecmevyeHune
rocyJJapCTBEHHOT0 W MYHMIMNAJIBHOIO YNPABJEHUN» TPOBOJUTCA B
COOTBETCTBHM C JIOKaJbHBIMM HOpMAaTUBHBIMU akTamu JB®D®Y wu sBiserca
00s13aTEIBHOM.

Bua npomexyrouHoii arrecrtamum — 3ader (3 ceMecTp), COCTOSIIMHA W3
YCTHOTO ompoca B hopme codbeceoBaHus

Kparkass xapakrepucTHKa Npoueaypbl NPHUMEHEHHS WCIOJb3yeMOro
OIIEHOYHOT0 cpecTBa. B pe3ynbraTe mocemnieHus JeKIui, CEMUHAPOB U KPYTJIBIX
CTOJIOB CTYAEHT MOCIEI0BATEIbHO OCBAUBAET MATEPHAIbl TUCIUIUIMHBI U U3Y4YaeT
OTBETHI HA BOIPOCHI K 3a4€Ty, MPEJACTABICHHbIE B CTPYKTYpHOM 3iieMeHTe DOC
IV.1. B xone npoMeXyTOYHO! aTTeCTally CTYyI€HT TOTOBUT OTBETHI HA BOIPOCHI K
sK3aMeHy (pa3mernieHo B cTpykTypHoM anemente ®OC 1V.2). Kpurepuu oneHku
CTYJ€HTa Ha HK3aMEHE NpeACTaBleHbl B CTpyKTypHOM siemente POC V.3
Kpurepun oOueHKH TeKyled aTTecTalud — KOHTPOJIbHAs ITPOBEPKA 3HAHUU

(kOoHTpOJILHBIC PA0OTHI) MPEACTABIICHBI B CTPYKTYpHOM 3ieMenTe OC V.



KpnTepnn OLCHKH CTYJACHTA HA JK3aMCHE 110 JTUCHUIIJINHE

«I[OKyMeHTa]_lI/IOHHOC o0ecreyeHme rocyaiapCcTB€HHOIo 1

MYHUIUNAJIBHOTO YIIPaBJIeHUS

(l'[pOMe)KYTO‘lHaﬂ arrecranmuda —3aqu)

Bbanabl Onenka
(pelTHHrOB 3ayerta/ TpeodoBanus kK chopMUPOBAHHBIM KOMIIETEHIIUAM
Oi1 OLIEHKH) IK3aMeHa
(cranmapTHas)
OreHKa «OTJIIMYHOY BBICTABIISIETCS CTYACHTY, €CIIM OH TITyOOKO U
MIPOYHO YCBOWJI MPOTPAaMMHBIN MaTepuall, HCUEPIbIBAIOIIE,
MOCJIEI0BATEIbHO, YETKO U JIOTUYECKU CTPOMHO €ro MU3JIaraer,
yMEeT TECHO YBSI3bIBATh TEOPHIO C MPAKTUKON, CBOOOTHO
86-100 «3aumeHoy/ | CIIpaBIsETCS C 3a7a1aMH, BOTIPOCAMH 1 IPYTVIMH BHaMH
«OMAUYHON MPUMEHEHHUS 3HAHUU, IPUYEM He 3aTPYJHSIETCS ¢ OTBETOM IIpH
BUJIOU3MEHEHHUH 3aJJaHUH, UCIIOJIb3YET B OTBETE MaTepHall
MOHOTpaUUYECKON TUTEPATyphl, TPABUILHO 0OOCHOBBIBAET
MIPUHSTOE PEIICHHE, BIIaICeT Pa3HOCTOPOHHIUMH HAaBBIKAMHU U
MpHeMaMHU BBITIOJTHEHUS MPAKTUYECKUX 3a/1a4.
OlieHKa «XOPOIIIOY BBICTABJISETCS CTYICHTY, €CJIU OH TBEPAO
3HaeT MaTepua, IPaMOTHO U MO CYIIECTBY U3JIaraet ero, He
76-85 «3aumenoy/ | AOIyCKasl CYIIECTBCHHBIX HETOYHOCTEH B OTBETE Ha BOTIPOC,
«XOpoULoN MPABIJILHO MPUMEHSET TEOPETUYECKUE TTOJIOKEHUS TIPU PEIICHUN
MPAKTUYECKUX BOTIPOCOB U 33124, BJIa/IeeT HEOOXOIMMBIMHU
HABBIKAMU M MPUEMaMH UX BBINOJTHEHHUS.
OlieHKa «yIO0BJIETBOPUTEIHHOY BBICTABISETCS CTYACHTY, €CIIH OH
UMeeT 3HaHUS TOJIbKO OCHOBHOTO MaTepuaia, HO He YCBOUI €T0
«3aumenoy/ .
75-61 «dosnemsop Aetaneti, 101yCKaeT HETOHOCTH, HEIOCTATOYHO PABHIIbHbIE
imenbioy (bOopMyITHUPOBKH, HAPYIIECHUS JIOTUYECKOM MOCIIEIOBATEILHOCTH B
W3JI0’KEHUH TIPOTPAaMMHOT0 MaTepHasa, UCIBITHIBACT 3aTPYAHCHHUS
P OTBETAaX Ha JIONOJHUTEIbHBIE BOMPOCHL.
O1ieHKa «HEYIOBJIETBOPUTEIHLHOY» BBHICTABIISCTCS CTYACHTY,
KOTOPBI HE 3HAET 3HAYUTEIHHON YacTH IPOrPaMMHOTO
(e y MaTrepuaa, JOMyCKaeT CYIeCTBEHHbIEC OMMOKH, HEYBEPEHHO, C
MeHee 61 3aqm0e Ho» OOBIIMMU 3aTPYAHEHHUSIMH BBITIOJIHSAET IPAKTHUECKHE PAOOTHI.
(HEYOOSAEME | oy MPaBUJIO, OI[EHKA «HEYIOBJIETBOPUTEILHOY» CTABUTCS
OpUMeNnbHO»

CTYZICHTaM, KOTOpbIE HE MOTYT NPOJIOJKUTE 00ydeHue 6e3
JIOTIOJTHUTEIIBHBIX 3aHATHH 110 COOTBETCTBYIOUIEH TUCIUIUINHE.




