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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: The content of the course «Documentation provision of
State and Municipal Administration» 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. Bykova, T. A. Dokumentacionnoe obespechenie upravleniya
(deloproizvodstvo) [Elektronnyj resurs]: uchebnoe posobie / T. A. Bykova, T. V.
Kuznecova, L. V. Sankina. M.: NIC INFRA-M, 2016. 304 s. (rus) — Rezhim
dostupa: http://znanium.com/bookread.php?book=395908

2.Gladij E. V. Dokumentacionnoe obespechenie upravleniya: Uchebnoe
posobie/GladijE.V. — M.: IC RIOR, NIC INFRA-M, 2016. — 249 s. (rus) — Rezhim
dostupa: http://znanium.com/bookread2.php?book=468335

3.Gugueva T.A. Konfidencial'noe deloproizvodstvo: ucheb. posobie / T.A.
Gugueva. — 2-e izd., pererab. i dop. — M.: INFRA-M, 2017. — 199 s. — (Vysshee
obrazovanie: Bakalavriat). (rus) — Rezhim dostupa:
http://znanium.com/bookread2.php?book=766722

4. Volkova E.A. Deloproizvodstvo [EHIektronnyj resurs]: prakticheskoe
posobie dlya studentov-bakalavrov / Volkova E.A. — Elektron. tekstovye dannye.
— Krasnodar, Saratov: YUzhnyj institut menedzhmenta, A P EHr Media, 2017. —
41 c. (rus) — Rezhim dostupa: http://www.iprbookshop.ru/62609.html. — EHBS
«IPRbooks»

5.Konfidencial'noe deloproizvodstvo i zashchishchennyj ehlektronnyj
dokumentooborot [Elektronnyj resurs]: uchebnik/ N.N. Kunyaev [i dr.]. -
EHIlektron. tekstovye dannye. — M.: Logos, 2016. — 500 c. (rus) — Rezhim dostupa:
http://www.iprbookshop.ru/66416.html. — EHBS «IPRbooks»

6.Kuznecova T. V. Dokumentacionnoe obespechenie upravleniya
(deloproizvodstvo) : ucheb. posobie / T.A. Bykova, T.V. Kuznecova, L.V.
Sankina. — 2-e izd., pererab. i dop. — M.: INFRA-M, 2018. — 304 s. + Dop.



materialy [Elektronnyj resurs]; (rus) — Rezhim dostupa
http://znanium.com/bookread2.php?book=762591

7.Panasenko YU.A. Deloproizvodstvo: dokumentacionnoe obespechenie
upravleniya: Uchebnoe posobie / Panasenko YU.A., - 3-e izd. - M.:RIOR, INFRA-
M, 2018. - 112 s. - (VO: Bakalavriat) (rus) - Rezhim dostupa
http://znanium.com/bookread2.php?book=124123

8.Razdorozhnyj A. A. Dokumentirovanie upravlencheskoj deyatel'nosti:
Uchebnoe posobie / Razdorozhnyj A. A. - M.: NIC INFRA-M, 2016. - 304 s.:
60x90 1/16. - (Vysshee obrazovanie: Bakalavriat) (rus)- Rezhim dostupa
http://znanium.com/bookread2.php?book=542806

Form of final control: exam



AHHOTaUMs K pado4eil mporpaMMe JUCHUIINHBI
«JlokyMeHTaIMOHHOE 00ecneyeHne roOCyIapCTBEHHOT0 1 MYHUIIUTIAJIBHOT O

ylpaBJIeHUS»

VYyebnnlii Kypc «JlokymeHTalmoHHOEe o0OecreueHrne rocyJlapCTBEHHOTO U
MYHUIIMNIATBHOTO YIpaBiCHUS» MpeJHAa3HAuYeH JUIsl CTYACHTOB HallpaBJICHUS
noarotoBku 38.03.04 «I'ocynapcTBEHHOE U MyHULIMTIATIBHOE YIIPABICHUEY.

HuctuminHa  «JloKyMEHTallMOHHOE O0eCreYeHre ToCYJapCTBEHHOTO H
MYHULIMNIAIBHOTO YIPABJICHUS» BKJIIOYEHA B COCTaB BAapUATMBHOW 4YacTH OJIOKa
«lucuummMHbl (MO,

OO6mast Tpy10€MKOCTh JUCIUIUIMHBI COCTABISIET 4 3a4eTHBIC €UHUIBI, 144
yaca. Y4eOHBIM IUIAaHOM TNIPEAYCMOTPEHBbI JEKIMOHHBbIC 3aHATHs (36 dacoB),
npakTuyeckue 3aHaTus (36 yacos, B Tom uncie MAO 18 dacoB), camocTosiTeTbHas
pabota cryaeHToB (72 daca, B TOM uucie 45 4yacoB Ha MOATOTOBKY K 9K3aMEHY).
Jucuurnnmraa peanusyercss Ha 2-om Kypce B 4 cemectpe. dopma KOHTpOJS IO
JUCLUIUIMHE: YK3aMEH.

JucuuminHa «JlokyMeHTallMOHHOE OO0ECIeUeHHe TOCYIapCTBEHHOIO U
MYHULIMNAIBHOTO YIPAaBJIEHUS» OCHOBBIBAETCS HA 3HAHUSX, YMEHHSIX U HaBbIKAX,
MOJYYEHHBIX B pe3yJbTare W3y4eHUus JUCHUIUIMH «OCHOBBI MPOEKTHOM
JeAaTeNIbHOCTH», «PUTOpHKa M akajgeMHUuecKoe MUCHhMO» M TI03BOJISIET TOJTOTOBUTH
CTYIEHTOB K OCBOCHMIO psAJia TaKUX TUCUUIUIMH, KaK «lIpoekTHas nesTelbHOCTHY,
«l"ocynapcTBeHHAsI U MyHUITUTIATbHAS CITY&KOa.

Conepxanve AUCHUIUIMHBI COCTOUT U3 3 pa3lelioB W  OXBaThIBaeT
CJIEIYIOIIAN KPYT BOIIPOCOB:

1. Teopernueckre OCHOBBI JEJIONMPOU3BOACTBA: MPEAMET, LIETU U 3aJauu
JIenonpou3BoACTBA.  OCHOBHBIE  MOHSTHS, TEPMUHBI U ONpPEICICHUs
nenornpon3BocTBa. [louaTus «uHGOpMaNUs» U «T0KYMEHT». CBs3b HHPOpPMAIIHH
U JoKyMeHTa. Poyib mHGOpMaluU B COIMAIBHBIX M DKOHOMHUYECKHX Mpolleccax.
Nudopmaruss kak OCHOBAa TMPUHATHS YNPABIEHYECKOTO pemieHuss B cdepe

rocyaapCTBCHHOI'O 151 MYHHUIUIIAJIBHOT'O YIpaBJICHUAA. Knaccmbukaunn



JOKYMEHTOB. (DYHKIMH TOCTOSHHO JACUCTBYIOUIME U (YHKIUU OIEpPaTHUBHBIE.
[TonmupyHKIMOHANTBHOCTh ~ JOKYMEHTa B cdepe  TroCyJapCTBEHHOrO U
MYHHIIMIIAJIBHOTO YIIPABJICHUSI.

2. CoBpeMEeHHOE TOCYJapCTBEHHOE  pEryJupoBaHHE B  00JacTH
JIEJIONPOU3BOCTBA: KJacCU(pUKalUsl  3aKOHOJATENbHBIX,  HOPMATUBHBIX,
METOJMYECKUX MATEepHAJIOB, KacCaloLUXCSd BOIPOCOB JOKYMEHTUPOBAHUA U
OpraHu3anuu paboTel C JoKymMeHTamH. I[IpaBoBble mpoOIEeMBI JOKyMEHTa B
YCIOBUSIX Pa3BUTUSl aBTOMATU3UPOBAHHBIX HH(OPMALMOHHBIX CUCTEM U
0e310KyMeHTHOTO oOMmeHa wuHpopManueili B cdepe TrocyJapCTBEHHOTO U
myHununansHoro ynpasienus. 'OCT P 6.30-2003 «YCH. YCOP/. TpeboBanus
K O(QOpPMIICHHIO JOKYMEHTOB» M H3MEHEHHMs K HeMy. PeKkBHU3UTHI,
pernameHTupyemseie rocyaapctseHHbIM ctangaprom. ['OCT P 7.0.8-2013.Cucrema
CTaHIApTOB 10 HWH(OpMaIMK, OHOIHMOTEUHOMY W M3JaTEIbCKOMY JICIY.
JICJIONIPOU3BOJICTBO M apXMBHOE Jiesio. TepMuHBI U onpeaenenus. 'OCT P MCO
15489-1 - 2007 Cuctema cTaHmapToB Mo HHPOpMAIHH, OHOIMOTEYHOMY U
U3JIaTENIbCKOMY  JIedy. YTpaBiieHue JokyMeHTamu. OOmue TpeOoBaHUM.
CtpykTrypa cTaHmapToB. BO03MOXHOCTh MpPaKkTUYECKOTO WCIHOJIb30BAaHUS B
COBpeMEeHHBIX ycnoBusix. OQopmiieHrne ynpaBlieHYeCKOW TOKyMEHTAlUU B cdepe
rOCyJIapCTBEHHOIO0 M MYHHULHMIAIBHOIO YIPABJICHUS: CTHWJINCTUKA JIOKYMEHTOB,
pelakTHpOBaHWE ¥  TIpaBKa CIYXEOHBIX JOKYMEHTOB, XapaKTEPUCTUKU
JIOKyMEHTOB, TpeOOBaHUs, cieluduKa.

3. Opraamzamuss pabOTBl € JOKyMEHTaMH B TOCYAapCTBEHHOM H
MYHUIIUTIAJIGHOM YIIPaBICHUU: OTanmbl W TOPSIAOK ABMXKCHHUS JTOKYMEHTOB.
[TpaBuia opranuzanuu paboOThl C BHYTPEHHMMM JOKYMEHTaMHU. Y4eT oObema
JOKyMeHTOoOoOOopoTa. Perumcrparusi TOKyMEHTOB - COCTaBHas 4acTh TEXHOJOTHH
Opranu3aiuu padboThel ¢ JOKyMeHTaMu. [loHATHE «HOMEHKIaTypa Aem», «JIeJo».
[Tpusnaku 3aBeneHus neia. HopMaTuBHO-METOANMYECKHE U TEOPETUYECKUE OCHOBBI
MIPOBEJICHUS SKCIEPTU3bI IEHHOCTH JOKyMeHTOB. [IpoGnema mpaBoBOro pexuma

JIOKyMEHTA, CO3/IaHHOTO B JIEKTPOHHOU (hopMme.



Henabo wu3yueHuss aucHUIUIMHBL  «JlOKyMeHTaIoHHOEe oOecredeHue
FOCYyJJapCTBEHHOTO W MYHHULMIAIBHOTO YIPABJIECHUSD» SBISIETCA YCBOCHHE
CTYACHTAMHM TEOPETUYECKUX 3HaHWUM, (OPMUPOBAHME YMEHUM U IPAKTHUYECKUX
HAaBBIKOB B O0OJAcCTH JOKYMEHTAllMOHHOTO OOECMEYeHHUs] TOCyAapCTBEHHOTO U
MYHUIIMIIAJIBHOTO YIPABJIEHUS, KOTOpPbIE MOMOTYT OyAyIIleMy CHEHUAINCTy B
pEILIEHNUN BOIIPOCOB, CBA3AHHBIX C UX NMPO(PECCHOHAIBHOMN 1EATENbHOCTBIO.

3agaum QIMCUMILVINHBL:

®U3yUYCHHE  TEOPETUKO-OPraHU3ALMOHHBIX U IIPABOBBIX OCHOB
JEJIONPOU3BOCTBA;

e00yueHue CTyIEHTOB  METOJaM W  IIpUeMaM  OpraHu3aluu
JEJONPON3BOACTBA B CHCTEME TOCYJAPCTBEHHOTO W MYHHIIMIIAJIBHOIO
YIPABJICHHUS,

®3y4EHUE OCHOBHBIX XaPAKTEPUCTUK YIIPABICHUYECKUX JOKYMEHTOB;

®pa3BUTUE HABBIKOB O(OPMIICHHS M aHaliu3a JOKYMEHTa B CHCTEME
rOCyAapCTBEHHOTO U MYHULIMIIAJIBHOTO YIIPABIICHUS.

JUJIsl ycrienrHoro u3y4eHus IUCLMILIMHBI «J{0OKyMEeHTalnOHHOE 00ecrieYeHne
rOCyJapCTBEHHOT0 W MYHMIIMIAIBHOTO YHPABICHUS» Y OOYHArOIIUXCS JOJIKHBI
OBITh CPOPMUPOBAHBI CIEYIOIINE MTPEABAPUTEIBHBIE KOMIIETEHIIUU:

®CIIOCOOHOCTh K  CaMOCOBEPIICHCTBOBAHUIO M  CaMOPA3BUTUIO B
npodeccuoHanbHOM cdepe, K MOBBIIEHUIO 00IIEKYIbTYPHOIO YPOBHS;

®rOTOBHOCTh  MHTETPUPOBATBCS B HAY4HOE, o0Opa3oBaTesbHOE,
HSKOHOMHYECKOE, MOJUTHYECKOE U KyJIbTypHOE npoctpancTtBo Poccun u ATP;

®CIIOCOOHOCTh MPOSABIATH WHUIMATHUBY W NPUHUMATh OTBETCTBEHHbIE
pelleHusi, 0CO3HaBasi OTBETCTBEHHOCTh 3a PE3YyJIbTaThl CBOEH MpOo(heCcCHOHATBLHON
NEATEIIbHOCTH;

®CIIOCOOHOCTh TBOPYECKHM BOCHPUHHUMATh M HCIOJb30BATH JOCTHKEHUS
HAyKH, TEXHUKU B NpodeccuoHanbHOil chepe B COOTBETCTBUU C MOTPEOHOCTIMU
PErHMOHAJIBHOTO M MUPOBOTO PhIHKA TPYAQ;

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

yucie nHOOPMaIMOHHbBIE) B MPO(HECCUOHATBHOM €A TETbHOCTH;



®CITOCOOHOCTH ITOHUMATh, UCIIOJIb30BaTh, IOPOXKIATh M TPAMOTHO H3JIaraTh
WHHOBAIIMOHHBIC HJEH Ha PYCCKOM sI3BIKE B PACCYKICHUAX, ITyOJIMKAIHSIX,
OOIIIECTBEHHBIX JUCKYCCHSIX;

® CITOCOOHOCTD HMCIOJIL30BATh OCHOBBI SKOHOMHYCCKUX 3HAHUHN B Pa3IMYHBIX
cdepax IesaTeIbHOCTH,

®CIIOCOOHOCTh HCIIOJIb30BAaTh OCHOBBI IPABOBBIX 3HAHWH B Pa3IMYHBIX
cdepax AesITeITbHOCTH.

B pesymbrate wuW3ydeHWs JaHHOHW JIMCOUIUIMHBI Y  OOYYarOIIHXCS
bopMHUpYIOTCS  Cleayonme 0o0menpoPecCuoHaabHble W MPOGECCHOHATBHBIC

KOMIICTCHIIMH (Z)JIGMGHTBI KOMHGTGHHHﬁ)I

Koa u ¢popmynpoBka Jrtansl GOPMUPOBAHMA KOMIIETeHIUH
KOMIIeTeHIIUH
OIIK-1 BnaseHne HaBBIKAMHU 3Haer 3aKOHOJATEIbHbIE aKThl 1 HOPMAaTHBHO-METOIUYECKUE
MIOKCKA, aHAIN3a U JOKYMEHTBI 0 JOKYMEHTUPOBAHHIO AEATEILHOCTH U
HCIIOJIb30BaHUS opraHu3anyy paboThl C JOKYMEHTaMH I'OCYAapCTBEHHBIX
HOPMATHUBHBIX U MPABOBBIX opraHoB P®; 0cOOEHHOCTH HOPMATHUBHOTO PEryJUPOBaHUS
JIOKYMEHTOB B CBOEH JIOKyMEHTaI[IOHHOTO 00eCIeYeHus! eI TEIbHOCTH OPraHOB
npodeccHoHaNBHOMN roCyJapCTBEHHOTO U MYHHUIIMIIAIBHOTO YIIPaBJICHUS;
JIESITEIIBHOCTH 0COOEHHOCTH JJOKYMEHTHUPOBAHUA ACATEINbHOCTH U

OpTraHU3aINH PAOOTHI C TOKYMEHTAMHU TOCYAaPCTBEHHBIX
opranoB Poccuiickoiit ®enepanuun

Ymeer aHATM3UPOBATh IPOLECCH JOKYMEHTHPOBAHUS U
OpraHu3ayy paboThl C JOKYMEHTaMH OpraHOB
TOCYAapPCTBEHHOTO U MYHHIIUITAIEHOTO YIIPaBIICHUS;
(hopMyTMpPOBaTh MPEATOKEHHS 110 UX COBEPILICHCTBOBAHHIO

Brnaneer METOAaMU aHajin3a COCTOAHUA JOKYMCHTUPOBAHUA U
OpraHu3anuu pa6OTLI C JOKYMCHTaMU OpraHoB
TOCyAapCTBEHHOI'O YIIPABJICHUA; METOJaMH aHaIN3a COCTOSTHUA
JAOKYMCEHTHUPOBAHUA U OpraHru3aliumu pa6OTI>I C JOKYMCHTaMU
OpPraHoOB IroCyJapCTBEHHOI'O YIIPABJICHUS

IK-29 BraneHne HaBBIKAMH 3Haer TEPMUHOJIOTHIO JIOKYMEHTAIIMOHHOTO 00eceYeH s
cbopa, 00paboTKH yIIpaBJICHUS; OCHOBHBIC TIPUHIIUITH 3 HEKTHBHOM
UHGOPMALUH ¥ yIacTUs B OpraHu3aliu JOKYMEHTOO00POTa roCy1apCTBEHHBIX OPraHOB
uH(bOPMATU3ALUH Poccuiickoii denepanyn; 3aKOHOMEPHOCTH H3MEHEHHUS 00beMa
JeATEIEHOCTH JOKYMEHTO000POTa OPraHOB T'OCYIaPCTBEHHOTO H
COOTBETCTBYIOIINX OPTaHOB MYHHIHMIAJIBHOTO YIPABJICHHS; TEHACHIINU Pa3BUTHUS
BJIACTH Y OpraHU3aluii JIOKyMEHTaI[HOHHOT'0 obecredeHust yrnpasienus B Poccun
Ymeer pa3pabaTbIBaTh HOPMATHBHBIE aKThl 1 HOPMATHBHO-

METOAUYECKNE JOKYMEHTHI, PErJIAMEHTHPYIOILME BEICHHUE
JIOKYMEHTAITMOHHOTO 00ECTICUeHHsT JeATEeILHOCTH OPTaHOB
rOCYJIJapCTBEHHOT'O0 U MYHULIUIIAJILHOTO YIIPaBJICHUS;
pa3zpabaThIBaTh METOAMYECKHE U CTIPABOYHBIE MAaTEPHAIIBI IO
BOIIPOCAM JESTENbHOCTH JIUI Ha JOJIKHOCTSIX
rocyJiapcTBeHHOM rpaxxaaHckoit Poccuiickoit denepannu,

rOCYAapCTBEHHOH ciyX0bI cyObekToB Poccuiickoit denepanmn




Y MYHUIMIATBHON CITy’KOBI, JIUI 3aMEIIAI0INX
rocyJlapcTBEHHbIE JOMKHOCTH Poccuiickoit @enepanumy,
3aMelaolINX rOCYIapCTBEHHBIE JOJDKHOCTH CyObEKTOB

Poccuiickoit @enepanuu, JOJKHOCTA MyHULIUIIAIBHOK
CITy>KOBI, aIMUHUCTPATUBHbIE JODKHOCTHU B FOCYJapCTBEHHBIX
U MYHUIUNAIBHBIX NPEIIPUATHIX U YUPEKACHUSIX, B HAYUHBIX

1 00pa3oBaTeNIbHBIX OPraHU3alMsX, TIOJIMTHYECKUX MapTHIX,
00IIECTBEHHO-TIOTUTHYECKUX, KOMMEPUECKHIX 1
HEKOMMEPUYECKHUX OPTaHU3aIHAX; OPTaHU30BaTh () (HEKTUBHYIO
JEATENBHOCTD CIIYKOBI JOKYMEHTAIMOHHOTO 00ECIIeUCHNS
yIpaBJIEHUs. B OpTraHaX TOCYAAPCTBEHHOTO YNPAaBICHUS H
MECTHOTO CaMOYTIPaBIIEHHS

Brnaneer poQeCCHOHANBHBIMY 3HAaHUAMH OCHOBHBIX IIPOOIIEM
JOKyMEHTAI[IOHHOTO 00ECIICYECHNUS IEATEILHOCTH OPIaHOB
TOCYAAapCTBEHHOTO M MYHHIIUIIATBHOTO YIPABICHHS

I[JUI (bOpMI/IpOBaHI/IiI BBIIICYKAa3aHHBIX KOMHGTGHHI/Iﬁ B paMKax OUCIHHIIIINHBI
((I[OKYMGHT&I_[I/IOHHOG obecrnicueHue rocyaapCTBCHHOI'O MW MYHHIHUIIAJIBHOI'O
YHPABJIICHUS» TNPUMCHAKOTCA CICAYIOIMUC MCTOIbI aKTHUBHOTO/ HHTCPAKTUBHOI'O

06yquHH2 MCTOA JUCKYCCHUH, ACJIIOBAA UI'PAd, CUTYAlIlMOHHBIC 3a1a4H.

|. CTPYKTYPA U COAEP KAHUE TEOPETUYECKOM YACTHU KYPCA
(18 yac., B TOM 4mciae B TOM umuciae 18 yac. ¢ ucnosb3oBaHMeM MeTOH0B
AKTHBHOI'0 00yJeHMs1)

Pasnen |. TeopeTnueckue 0CHOBBI /1€JI0NPOU3BOACTBA (6 Yac)

Tema 1. IIpeagMeT U 0CHOBHBIE€ TEPMHHBI 1€JIONPOU3BOACTBA (34ac)

[Ipenmer, nenu u 3a7a4u AeI0Mpor3BoACTBA. OCHOBHBIE MOHSATHUS, TEPMUHBI
U OmIpeAcieHusT Jelonpou3BoacTBa. lloHATHS «MHDOPMAIUI» U «ITOKYMEHTY.
Ces3p uHbOpManuu U JoKyMeHTa. Ponb wuHbOpManuu B COUMAIBHBIX U
PKOHOMHYECKMX  mporeccax.  HWMudopmarmss  kak  OCHOBAa  TPHUHSTHS
YIOPABJICHUECKOTO pelieHrus B cdepe TOCyAapCTBEHHOTO W MYHHIIMIAIBHOTO
ynpasieHusl. Bo3HUKHOBEHHME JOKYMEHTa, €ro HasHadeHue. Tpanchopmarius
MOHATUS «JOKyMEHT». [IpaBoBOM, YIpaBICHUYECKHUM, MCTOPUUYECKHN ACIEKTHI B
OTpeIeSICHH JOKyMeHTa. Pacipenne nmoHITusi «I0OKyMEHT» C pa3BUTHEM HAYKH

U TeXHUKU. [ToHSATHE «DJIEKTPOHHBIM JOKYMEHT» B cepe ToCydapCTBEHHOTO U



MYHULIMNIAIBHOTO yIipaBiieHus. OmnpeneneHrue I0KYMEHTa B TOCYJAapCTBEHHBIX
CTaHJapTax.

Tema 2. Knaccupukanus 1okyMmeHTOB. DYHKIIUM TOKYMEHTOB B c(epe
rocyapCTBEHHOI0 U MYHULMIIAJIBLHOIO ynpaBJieHus (3 4ac)

Knaccudpukanmu  nokymeHntoB. [loHaTtne  «PyHKIUS  JTOKYMEHTa».
3aBUCUMOCTh TOHATUSL «IOKYMEHT» OT ero ¢yHkuuu. WHdopmanmonHas,
KylIbTypHasi, KOMMYHUKaTHBHas (QyHKusa. DyHKIUS 3amuThl HWHpOpMaIuu.
VYmpaBneHueckass (QyHKIUS HU €€ 3HaueHHWE B cdepe TrocylapCTBEHHOTO U
MyHHUITUTIATBHOTO yrpaBieHus. [IpaBoBas ¢yakius. OyHkmus ydera. OyHKIUSA
JIOKYMEHTA KaK HCTOPUYECKOTO UCTOUHHNKA. DYHKIIMU MOCTOSIHHO JECUCTBYIOIIUE U
bynkuuu  oneparuBHbie. [lonmudyHKIIMOHANBHOCTh  JIOKyMEHTa B  cepe

TOCYyAapCTBCHHOI'O U MYHHUIIUIIAJIBHOI'O YIIPABJICHUS.

Pa3znen |1l. CoBpeMeHHOe rocyiapcTBeHHOE peryJiupoBaHue B 00J1aCTH
AeJIONPOU3BOACTBA (6 yac.)

Tema 1. Bompocbl TOKYMEHTHPOBAHHS, COCTABJICHHS U O0GOpMJICHHUS
TOKYMEHTOB B 3aKOHOATeJbHBIX 1 HOPMATHBHBIX aKTax (2 4ac.)

Knaccudukanus  3aKkOHOJATENBHBIX,  HOPMATUBHBIX,  METOIMYECKUX
MaTepHaioB, KacaroIIMXCsl BOMPOCOB JTOKYMEHTUPOBAHUS U OpTraHU3AIMKU pabOThI
C JOKYMEHTaMH. 3aKOHOAATEIbHBIC AaKThl, MOCTAHOBIICHUS W PACHOPSKECHUSA
npasutenbeTBa Poccuiickon @enepanuu, periaMeHTUPYIOIIAE MPAaBOBbIE HOPMBI
Ha (¢eaepalbHOM YpOBHE MHpu paboTe ¢ JoKymMeHTaMu. IIpaBoBble aKTbI
HOPMATUBHOTO W HWHCTPYKTMBHOTO XapakTepa, METOAMYECKHE MaTepuaibl IO
JIEJIONPOU3BOACTBY IPEANPUATHAN U opranuzammii. I[lpaBoBbie TIPOOGIEMBI
JIOKYMEHTa B YCJIOBHUSX PAa3BUTHUS aBTOMATHU3UPOBAHHBIX HHQPOPMAIMOHHBIX
CUCTEM M 0€3I0KyMEHTHOTO oOMeHa mHpopmalueit B chepe rocy1apCTBEHHOTO U
MYHHIUITAIBHOTO YIIPABJICHUS.

Tunossie cTpykTypsl IOV B cdepe rocynapcTBEHHOTO U MYHHUIIMIAIBHOTO
YIIPaBJICHUS.

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



I'OCT P 6.30-2003 «YCHA. YCOPJH. Tpeboanus k odopmIeHHIO
JOKyMEHTOB» W W3MEHEHHWS K HeMy. PEKBU3HTHI, pPErIaMEHTUPYEMbIC
rocyAapcTBeHHbIM  cTaHaapToM. [lonsitue  «pexBu3ut». llocTosiHHBIE U
nepeMeHHbIe peKBU3UTHL. [loHsTHE «dDOopMymsip mokymeHTa». UHIUBHIyaTbHBIA 1
TUTIOBON (hopmyssip nokymeHTa. Dopmysip-oOpasen, ero 3ajayu B yHUPUKAIUU
TpeOOBaHMI K PEKBU3UTaM JIOKYMEHTa M UX PacCHoJIOkKEHUI0. biaHk mokyMmeHTa.
Buner 6mankoB. CoctaB OiaHKa, MOPSIIOK PACMONIOKEHUs PEKBU3UTOB B OJIaHKE.
branku ¢ yrioBeiM W IIEHTPOBAHHBIM PACIOJIOKEHHEM peKkBU3UTOB. [IpaBuia
KOHCTpYHpOBaHUs OjaHka. bianku ¢ m300pakeHUEM rocy1apCcTBEHHOTO repba u
repba cyonekTa denepaiuu.

I'OCT P 7.0.8-2013.Cucrema craniapToB no upopmaiuu, 6ubInoTeaHOMY
U U3JaTeNbCKOMY JIey. JEJONPOU3BOJICTBO M apXHMBHOE JEN0. TEPMHHBI H
OTIpe/ICIICHHUS.

I'OCT P UCO 15489-1 - 2007 Cucrema ctraHmapToB 1Mo WHGOpMAIIUH,
OMOJIMOTEUHOMY W M3JaTEIbLCKOMY Jelly. YTIpaBlieHHEe JoKymeHTamu. OOrue
TpeboBanusi».  CTpykTypa  cTaHAapToB.  BO3MOXHOCTH  MPaKTUYECKOTO
WCITOJIb30BAHUS B COBPEMEHHBIX YCIIOBHUSX.

Tema 3 OdopmiieHue ynpaBieHYeCKOH [TOKyMeHTanum B cdepe
rocyJapCcTBEHHOT0 U MYHUIIUNIAJIBHOTO ypaBJjeHusi (2 4yac.)

Ctunmuctika JOKYMEHTOB. PemakThpoBaHWe U TpaBKa  CITY>KEOHBIX
nokymMeHToB. OO01asi XapakTepucTUKa paclopsAUTEIbHBIX TOKyMeHTOB. Cranuu
MOITOTOBKH OCHOBHBIX pactopsIuTEIbHBIX JIOKyMEHTOB. Teker
pacnopsauTeabHOr0 JoKymMeHTa. OOmmas XapakTepUCTHKAa OpTraHW3allMOHHBIX
nokymeHToB. OmpeneneHue, Ha3HA4Y€HHWE, TOPSJOK COCTaBJICHUS, 00JacTh
MPUMEHEHUS OPTaHU3aIMOHHBIX TOKYMEHTORB.

Bunet mpotokonioB. Hasnauenue, cojepkaHue, MOPSIOK COCTaBIICHUSA,
cnieruprka MpUMEHEHHS. Y TBEPKIEHHUE TPOTOKOJIOB.

OOmrast xapakTepuCTHKa WHOOPMAIIMOHHO-CITPABOYHBIX JIOKYMEHTOB M

ciyxeOHol KoppecnoHaeHIuu. Bumael moxkymentoB. Hasnauenuwe. Conepikanue,



MOPSAZIOK COCTaBJICHUS, MPUMEHEHUs, YTBEpKACHUs. YHHUUKAIMSA CIyKeOHOTO
IIACHhMa.

OOmiass XapakTepuCTUKAa JOKYMEHTalMM [0 JIMYHOMY COCTaBy B
roCyJapCTBEHHBIX OPraHU3ALMIX B cepe roCyJapCTBEHHOTO U MYHHIIMIAIBHOIO
YIpPaBIEHUs: JIMYHBIE J€J1a, 3asBJICHUs, IPUKA3bl 10 JIMYHOMY COCTaBy. Bumel
nokymeHToB. Hasnauenue. ConepxaHue, NMOPSIOK COCTaBIICHHs, NPUMEHEHUS,

YTBEPKIACHUS

Pasznen |11. Opranuzanus padoTsl ¢ JOKYMEHTAMHM B IOCYAapCTBEHHOM
U MYHMLIMIIAJIbHOM yIpasBjeHuu (6 4yac.)

Tema 1. Texuosormu PpadoTrbl ¢ [JOKyMeHTamum B  cdepe
rocyJAapcTBEHHOT0 1 MYHUIIMNIAJIbHOI0 ypaBjeHus (6 1ac.)

Oranbl W TOPSAOK JBUKEHHS JOKyMEHTOB. OpraHuszanus paboThl ¢
nocTynaromuMu  («BXoAAIUMU»)  JOoKyMeHTamu.  llpueMm,  opranuzanus
MPOXO’KJICHUA U MOPSIIOK UCIIOTHEHUS MOCTYNAIIMINX («BXOASAIINX») TOKYMEHTOB.
[Topsimok  opraHuzauuud  pabOTbl € OTHPABIAEMBIMH  (CHCXOISIIUMM)
nokymenTtamu. IlpaBuia opraHuzanuu pabOThl C BHYTPEHHUMH JIOKYMEHTaMHU.
Yyer oObeMa nokymMeHTOOOOpoTa. Peructpaiusi JOKyMEHTOB - COCTaBHas 4acTb
TEXHOJOTMH OpraHu3alui paboThl ¢ JOKyMeHTaMu. L{ean u oCHOBHBIE MPUHIUIIBI
perucrpauud JOKyMEHTOB. DOpMBbI pEruCTpallMd JTOKYMEHTOB W MOPSIOK HX
3aIOJHEHUS.

[lonsiTue «HOMeHkyaTypa nen». Ha3HaueHue W BHUIIbI HOMEHKJIATYphI eIl
TunoBasi, mnpuMepHas W KOHKpETHas HOMEHKJaTypa jnen. TpeboBaHus,
OpeIbsBIsIEMblE K COCTABJIECHUIO U 3alojHEHHIO ()OpMbI HOMEHKJIATYpbI el
OpraHu3alyy. 3aroJioBKM JieJl, MX CUCTeMaru3aluss U  (QOpMYJIHpPOBKH B
HOMEHKJIaType nei. Cpoku xpaHeHus fen. Iopsiok cocTaBieHnst U yTBEPKACHUS
HOMEHKJIATYPBbI J1€J1 OpraHU3aLNH, TPEANPUATHS, YIPEKICHUS.

[lonsitue «peno». Ilpusnaku 3aBenenust pAen. IlpaBuiia QopMupoBaHuUs
pa3IMYHBIX KaTEropud JOKYMEHTOB B Jnena. /JleneHrpanu3oBaHHOEe (B

CTPYKTYPHBIX  TOJpa3ACJICHUsIX) U  IEHTpalu3oBaHHOEe (B  CiIyx0Oe



JOKYMEHTAIlMOHHOTO  o0OecreueHus  ympasieHus)  (opMmupoBaHHe [l
OTBETCTBEHHOCTh 3a COXPaHHOCTh JOKYMEHTOB. Bblgaua JOKYMEHTOB JUIs
BPEMEHHOTO II0JIb30BaHUS IIPU XPAaHEHUH UX B CTPYKTYPHOM IOJpa3ICICHUH.

[loHsiTHE «3KCHEpTH3a LIEHHOCTH JOKYMEHTOBY». HopmaTHBHO-METOIHYECKHE
U TEOPETUYECKHME OCHOBBI IPOBEICHUS DSKCIEPTU3bl LEHHOCTH JOKYMEHTOB.
TpeboBanusi, NpeabsBIsIEMble K OpraHU3aldd W MPOBEACHUIO HKCIEPTU3bI
IEHHOCTU JIOKyMEHTOB. OTambl TMpOBEICHUS U O(OpMIIEHHE pEe3yJIbTaTOB
DKCIIEPTU3bI HEHHOCTH JOKYMEHTOB.

BiusHre BHeIpeHUs! BBIYMCIUTENBHON TEXHUKU Ha 00Opa30BaHUE TOKYMEHTOB.
JlokymeHT B 31ekTpoHHOU (opme. [Ipobiema mpaBOBOro pexuma JOKYMEHTA,
CO3/IaHHOT'O B 3JIEKTPOHHOU (hopme. OCOOEHHOCTU COIJIACOBAHUS U MOJIMUCAHUS
AIIEKTPOHHBIX TOKYMEHTOB.

Pa3Butne cuctembl mnepenaun uHbopManuu B cdepe TOCyJapCTBEHHOIO U
MYHULMNAIBHOTO YHpPaBIEHUA. JJIEKTPOHHOE IpaBurteibcTBo. CMOB, CMOJI —
npobiema BHeApeHUs. Bo3MOXKHOCTH 0€310KYMEHTHOrO oOMeHa MHpopmanuen B

rocygrapCTBCHHOM U MYHHUIIMIIAJIbHOM YIIPAaBJICHUHU

II. CTPYKTYPA U COJAEP) KAHUE MPAKTUYECKOHN YACTH KYPCA
IIpakTUyeckue 3aHATHS
(18 uac., B ToM uncie 18 yac. ¢ HCIOJIb30BAaHHEM METOI0B AKTHBHOI0

00yueHwus1.)

3ansarne Ne 1 Crwimcruka [0KymMeHTOB. PelakTupoBaHue M mpaBKa
CIyKeOHbIX JOKYMEHTOB (2 4ac.)

Memoo akmuenozo / UHMEPAKMUBHO20 00YYEHUA — MEmOoO CUMYAUUOHHOZ0
ananuza (cumyayuonnsle 3a0auu) (2 uac.)

1.®yHKIIMOHAIBHBIC CTHIIH pedr (TpeOOBaHMS U cieI(pUKA)

2.TpeboBaHMs K TEKCTY TOKYMEHTOB

3.CtuneBple OIIMOKH

4.PegakTupoBaHUE U MPaBKa CIyKEOHBIX TOKYMEHTOB



5. Pemienue cuTyanMoOHHBIX 3a/1a4.

3ansaTue Ne 2 HopmaTHBHO-IpaBOBOEe peryiupoBaHHe JOKYMEHTHPOBAHMS B
CHCTeMe rocyIapCTBEHHOT0 H MYHHMIIUIIAJIBLHOTO ynpaBJjenus (4 gac.)

Memoo axmuenozo / UHMEPAKMUGCHO20 O00YYEHUA — MeEmOoO CUMYAUUOHHOZ20
ananuza (cumyauuonnsle 3a0auu ) (4 uac.)

1. ®enepanbHOE 3aKOHOAATENBCTBO B cPepe AeT0NpPOU3BOCTBA

2. 3akoHOHaTenbCTBO CyOBekTOB  Poccmiickoit  @Demepanmum B chepe
JEJIONPOU3BOACTBA

3. 'ocynapcTBeHHbBIE CTAaHAAPTHI

4. JlokyMeHTbl MyHULIMITAJIbHBIX 00pa30BaHuil B chepe AeTIONpOn3BOICTBA

5. PemieHue cuTyanMoHHBIX 33/1a4.

3ansaTue Ne 3 YHHPUIHPOBAHHAS CHCTEMA OPTraHU3AaI[HOHHO-
pacnopsauteabHol nokymenTanum - YCOP/I B cucreme rocy1apcTBeHHOI0 u
MyHHIMTIATBbHOTO yrnpasienusi (10 gac.)

Memoo axkmuenoco / UHMEPAKMUBHO20 O00YYEHUA — MEmoO0 CUMYAUUOHHOZ0
ananuza (cumyayuonnuvte 3a0auu) (10 uac.)

1.PacriopsianTenbHbIE TOKYMEHTHI

2.0pranu3anuoHHbIC TOKYMEHTHI

3.lokyMeHTUPOBaHKE IEATETLHOCTH KOJIJIETHAIBHBIX CTPYKTYP YIPABICHHUS

4 MlHpopMallMOHHO-CIPABOYHBIE IOKYMEHTBI

5.JlenoBast KOppeCIOHACHLIUS

6./loroBopHasi JOKyMeHTallUsI

7. KagpoBast qOKyMeHTalus

8. O0OpaieHus rpaxaan

9. Pemienue cuTyanMoOHHBIX 337124

3ansatne Ne 4 CoBpeMeHHbIe TEXHOJOTHM PadOTHI € [JOKYMEHTAMHM B

rocyJ1apcTBeHHOM U MYHHIIMTIAJTbLHOM ynpaBjeHun ( 2 yac.)



Memoo axmuenozo / UHMEPAKMUBHO20 O00YYEHUA — MEMOo0 CUMYAUUOHHOZ0
ananuza (cumyayuonHsle 3a0aiu), OUCKyccus, oenosasn uzpa (2 uac.)
1.XapakTepucTuka TpaJUIIMOHHBIX OYMa)KHBIX TEXHOJIOTUI

2.CoBpeMEHHBIC JICKTPOHHBIEC TEXHOJIOTHU PAOOTHI C TOKyMEHTaAMHU

3.CucteMsl 3JIeKTPOHHOTO JIokyMeHTooOopoTa («IIpakTukay, «Jlemox)
4.ITpobnema BeiOopa u agantanuu COJI - quckyccus

5. Pemienne cuTyallMoOHHBIX 33/1a4

I1l. YYEBHO-METOAUWYECKOE OBECIIEYEHUME
CAMOCTOSTEJBbHOM PABOTHI OBYUAIOIIIUXCS

Y4ebHO-MeToAnueCKOe oOecrieueHue CaMOCTOATEIbHON paboTHhI
oOyyJarommxcst 10 TUACIUIUINHE «JloOKyMEHTaIIMOHHOE oOecrieueHue
TOCYy/IapCTBEHHOIO W  MYHHIIMIIAJBLHOTO  YIPaBJICHHUS»  TPEACTABICHO B
[Tpunoxxennu 1 1 BKITIOYAET B ceOs:

— IIaH-TPaduK BBIMOJIHCHHUS CaMOCTOSATEIBHONW PaOOTHI 1O JUCIMILIAHE, B
TOM YHCJIC TPUMEPHBIC HOPMBI BpEMEHHU Ha BBIITOJIHCHHUE 110 KaXKIOMY 3a/1aHHIO;

— XapaKTePUCTHKA 3aJaHUK ISl CAMOCTOSITEIILHOM PabOThl 0O0YJAOIIUXCS U
METOJIMYCCKUEC PEKOMEH/IAINH 110 UX BBITOJHEHUIO;

— TpeOOBaHUS K  TPEICTABICHHIO W OQOPMJICHHIO  PE3yJbTaTOB
CaMOCTOSATENbHOM pabOThI;

— KPUTEPUHU OLIEHKH BBIITOJHEHHS CAMOCTOSTEIBHOM paOOTHI.

IV. YUEBHO-METOIWYECKOE OBECIHEYEHMUE
CAMOCTOSTEJBHON PABOTHI OBYUYAIOIIUXCSI
Y4yebHO-MeToANUECKOE oOecrieueHue CaMOCTOSITEJIbHOM paboThI
oOyvaroluxcs M0 JgucHumuinHe  «JlokymeHTannoHHoe — obecrieueHue
TOCYylapCTBEHHOTO W  MYHHIMIAJIBHOTO  YIPABJICHUS»  MPEICTAaBICHO B
[Tpunoxenuu 1 1 BKiIrOYaeT B ceOs:
TUTaH-Tpa(UK BHITIOJHEHHUS CAMOCTOSITEIbHOW paOOTHI MO AUCIHUIIIIMHE, B TOM

YUCJIC IPUMCPHBIC HOPMbI BPECMCHH HA BLIMMOJIHCHHEC 110 KAXKA0OMY 3aJIaHUIO,



XapaKTepUCTHKA 3aJaHUN I CaMOCTOSITENIbHOM paboThl CTYyIEHTOB U
METOAMYECKUE PEKOMEH/IAIINH 10 UX BBIITOJIHEHHUIO;

TpeOOBaHUS K  MPEACTAaBICHUI0O U OQOPMIIEHMIO  PE3yJIbTAaTOB
CaMOCTOATENbHON padOTHI;

KPpUTCPHUHN OLCHKH BBIIIOJITHCHUA CaMOCTOSITCIbHOM pa6OTBI.

V. KOHTPO.Ib JOCTHXXEHMS IEJEA KYPCA

Ne | Kourposupyembie OueHo4YHbIE CpecTBA
n/n pasaeJibl

JAUCHHUILTHHBI

Koab! 1 hransl
¢dopmupoBanus
KOMIIeTeHIIMH

TeKyIH i
KOHTPOJIb

MPOMEKYTOYHA
s aTTecTalus

Pasznen I.
Teopetnueckne
OCHOBBI
JIEJIOTIPOU3BOICTBA

Pasznen Il.
CoBpeMeHHOE
rOCYJapCTBEHHOE
PETYJIMPOBAHNE B
obnactu
JICIIOTIPOU3BOICTBA
Pazgen I1.
Opranuzanus
paboThI ¢
JOKyMEHTaMH B
roCy/1IapCTBEHHOM U
MYHHITHITATEHOM
yIpaBICHUH

OIIK-1

3Haer

YO-1,¥0 -4

Bompocs! k
3auery 1-5

Ywmeer

I1P-2

Bompocs! k
3auery 5-15

Bnaneer -

TIP-1, [IP -11

Bompocs! k
3auety 16-20

Paszgen I.
Teopetnueckne
OCHOBBI
JIEIOTIPOU3BOICTBA

Pazpnen Il.
CoBpeMeHHOEe
rOCy/IapCTBEHHOE
pETyIHUpOBaHKE B
obnactu
JIeIOTIPOU3BOICTBA
Pazgen I1.
Opranuzanus
paboThI ¢
JOKYMEHTaMH B

I1K-12

3Haer

YO-1,Y0 -3

Bomnpocs! k
zagery 21-27

YMeer

I1P-2

Bomnpocs! k
3agety 31-35

Bnaneer

I1P-11,
1P -10

I1P-1,

Bomnpocs! k
3agety 31-50




roCy/1lapCTBEHHOM U
MYHHIIUITATEHOM
yIpaBJICHUU

THUIIOBBIE KOHTPOJIBHBIE 3aJaHUsA, METOAWYECKHE MaTEpHUasbl, ONPEACISIOIINE
IpoOLEIypbl OLEHUBAaHWA 3HAHWM, YMEHUHA W HABBIKOB M (WJM) OMbITa
NESATEIbHOCTH, a TaKXe KPUTEPUM W TOKas3aTesid, HeoOXOAUMble MJid OICHKU
3HaHWW, YMEHHI, HaBBIKOB U XapaKTEPU3YIOIIME JTambl (OPMUPOBAHUS
KOMIIETEHIIMM B TIPOLIECCE  OCBOCHHS  OOpa30BaTENbHOW  IPOrPaMMBI,

npeacrasiieHsl B [Ipunoxennn 2.

VI. CHUCOK YYEBHOM JIUTEPATYPbI U TH®OPMAIMOHHO-
METOAUYECKOE OBECIIEYHEHHUE JUCIHUIIVIMHbI

OcHoBHasl IUTEpPaTypa

(31eKMpOHHblEe U neYyamHbvle U30AHUSL)

1. Bensea, E. C. ['ocynapCTBEHHOE M MYHHUILIMIIAIBHOE YIPABICHUE
[DnexTpoHHBIHN pecypce] : yuedHoe mocooue / E. C. Bensena, A. A. ['pebenHrKOBA.
— DIeKTpoH. TeKCcToBbie naHHble. — CapatoB : By3oBckoe o6pazoBanue, 2019.
— 166 C. — 978-5-4487-0499-4. — Pexum JocTyna:
http://www.iprbookshop.ru/82669.html

2. ['pebennukoBa, A. A. TocymapCTBEHHOE U  MYHMIIMIAIBLHOE
yIpaBieHUe B TaOJIuIax U cxemax [DJIEKTPOHHBIN pecypc| : yueOHOe HarJsiIHOe
nocodoue / A. A. I'pebennukoBa, O. II. CantbikoBa. — DIJIEKTPOH. TEKCTOBBIC
nanaeie. — CapatoB : By3oBckoe oOpazoBanue, 2019. — 142 ¢. — 978-5-4487-
0461-1. — Pexum aoctyna: http://www.iprbookshop.ru/80170.html

3. JlokyMeHTallMOHHOE ~ oOecreueHue  ynpaBieHUs  [DIeKTPOHHBIN
pecypc] : yduebHoe mocobue / coct. C. I'. UepHOoBa. — DJIEKTPOH. TEKCTOBBIC
nanueie. — HoBocubupck : HoBocuOupckuii TocygapCTBEHHBINM —arpapHbIid

YHUBEPCUTET, 30J10TOM KoJoc, 2014. — 106 ¢. — 2227-8397. — Pexum gocryna:

http://www.iprbookshop.ru/64716.html


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

Mupromkuna, 1O. B. Jleqonpon3BoacTBo 1 JOKyMEHTAIIMOHHOE 0OecTieueHe
rOCyAapCTBEHHOW M MYHHUIIMNAIBHOM CIIy)KObl [DJIEKTPOHHBIN  pecypc]
npaktukym / HO. B. Mupromkuna. — DJEKTPOH. TEKCTOBBIE JaHHBIE. —
CraBpomnoinb : CeBepo-KaBkasckuit penepanbubiii yauBepcuter, 2016. — 116 C.

— 2227-8397. — Pexum poctyna: http://www.iprbookshop.ru/66028.htmi

OCHOBBI TOCYJJAPCTBEHHOTO U MYHULIMMNAIIBHOTO YHPABICHUS [ DJICKTPOHHBIM
pecypc] : MeToIUYecKHe yKa3zaHHs K MPaKTUYECKUM 3aHSATHUSAM 1O JUCIMILIUHE
«OCHOBBI  TOCYJApCTBEHHOTO ¥  MYHULUMOAJIBHOTO  yOpaBICHUSD» IS

oOy4daromuxcs 1o HampaiieHnto noarotoBku 38.03.04 «l'ocynapcTBeHHOE H

MYHULIMIIAJbHOE yrpaBieHue» / coct. A. b. MorraeBa. — DIEKTpOH. TEKCTOBBIE
naHHble. — M. : MOCKOBCKHMI TOCYyIAapCTBEHHBIM CTPOWUTENIBHBIA YHUBEPCHUTET,
ObC ACB, 2017. — 36 c¢. — 2227-8397. — Pexum jocryna:

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

Poxusarosckas, W. P. JlokymeHTalnoHHOe obOecrniedeHrue [DIeKTpOHHbBIN
pecypc] : yuebHoe mocobue / WM. P. PoxxHsATOBCKas. — DJIEKTPOH. TEKCTOBBIC
naHHele. — Cumdeponons : YHUBEPCUTET SKOHOMUKH U yrpasieHus, 2016. —
104 ¢c. — 2227-8397. — Pexum nocryna: http://www.iprbookshop.ru/73265.html

JlonoJIHMTe IbHAA JTUTEPATypa
(neuammwie u snexmporHHbIe U30aHUS)

1.beikoBa T. A. JIOKyMEHTAalIMOHHOE obecrieueHue yIIpaBJICHUSA
HEroCcyapCTBEHHBIX opranuzanuii: YueOHoe nocooue/beikoBa T. A., Cankuna JI.
B., 2 u3x., nepepab. u gon. - M.: HUIl UH®PA-M, 2016 - Pexxum nocryna:
http://znanium.com/bookread2.php?book=468884

2.BykoBuu I'. I'. OcHoBBI Aemompou3BojACTBa : ydeO. mocobue / A.M.
Acanues, 1.1I. MuponoBa, E.A. Kocapesa, I'.I'. BykoBuu. — 2-e u3n., ucrp. u
agon. — M. : HMH®PA-M, 2017. — 146 c. — (Bricimee oOpa3oBaHue:
bakanaBpuar). - Pexum JNOCTyma:

http://znanium.com/bookread2.php?book=782839



http://www.iprbookshop.ru/66028.html
http://www.iprbookshop.ru/72603.html
http://znanium.com/catalog.php?item=booksearch&code=%D0%B4%D0%B5%D0%BB%D0%BE%D0%BF%D1%80%D0%BE%D0%B8%D0%B7%D0%B2%D0%BE%D0%B4%D1%81%D1%82%D0%B2%D0%BE&page=5#none
http://znanium.com/bookread2.php?book=468884
http://znanium.com/catalog/author/7da44897-f072-11e3-b92a-00237dd2fde2
http://znanium.com/bookread2.php?book=782839

3. Xypasnesa M. B. KaapoBuky - Bce 0 npukazax, KaJpoBbIX U HEKaJIPOBbIX /
N.B. XKypasnesa, M.B. XKypasnea. - M.: HUL] Uudpa-M, 2017. - 517 c.- Pexxum
noctymna: http://znanium.com/bookread2.php?book=350813

4 Unvuna T. H. IlpaBna 06 smekTpoHHOM Ao0KyMeHTooOopoTe / PomaHoB
H.A., Uneuna T.H., Jlorunosa A.1O., - 2-e u3a., (31.) - M.:JIMK Ilpecc, 2017. -
222 c.: - PexxuMm gocryma: http://znanium.com/bookread2.php?book=983192

5.Ky3nenos Y. H. JlenoBoe mucemo / Ky3uernos U.H., - 7-¢ u3z. - M.: [lamkoB
n K, 2017. - 196 «c.: ISBN 9785394027178 - Pexum pocrymna:
http://znanium.com/catalog/product/415309

6.KupcanoBa M. B. JlenoBas mepenucka: Y4ueOHO-TIpaKTHUECKOE Mmocodue /
M.B. Kupcanopa, H.H. Anonuna, FO.M. AkceHos. - 3-¢ uza. - M.: HUL] MTHOPA-
M, 2017. - 136 c.: 60x88 1/16. - (Bricuiee oopa3zoBanue: bakanaBpuar). - Pexxum
noctyna: http://znanium.com/bookread2.php?book=461913

7. Kopsabkurn B. B. DnekTpoHHBI JTOKYMEHTOOOOPOT U oOecredeHue
0€30MacHOCTH CTaHJAPTHBIMU cpencTBamMu windows : yueOHoe mocobue / JI.M.
Esnoxkumona, B.B. Kopsokun, A.H. Ileuiekun, O.I'. IIBeukoBa. — M. : KYPC,
2017. — 296 C. ). - Pexum JOCTyma:
http://znanium.com/bookread2.php?book=851088

8.KpuBoxopa, E. U. JlenoBbie xommyHuKanuu: ydeOnoe mocodbue / E. U.
Kpusokopa. Mocksa: UH®PA — M, 2016. — 189 c. — 3 9x3. — Pexxum jpoctyma:
http://lib.dvfu.ru:8080/lib/item?id=chamo:703333&theme=FEFU

9.Kynsies, H. H. JlokymeHTOBeneHre [IeKTpOHHBIN pecypc] : yueOHuk / H.
H. Kynses, JI. H. Ypanos, A. I'. ®abpuunos; noxa pea. npod. H. H. Kynsesa. - M.:
Jloroc, 2016. - 352 c. - (HoBas yHuBepcurerckasi 6ubimoreka). Pexxum mocrymna:

http://znanium.com/bookread?2.php?book=469013

10.Yepubix A. M. MHbOopMaIIMOHHBIE CHCTEMBI CYIONIPOU3BOACTBA: YUeOHOE

nocobue / HuecoB B.A., Uepubix A.M. - M.:PI'VII, 2018. - 268 c.: ISBN 978-5-
93916-669-0 - Pexxum noctyna: http://znanium.com/catalog/product/1007038

HopmaTuBHO-IpaBOBbIEe MATEPHAJIBI


http://znanium.com/catalog/author/1301d630-ef9c-11e3-b92a-00237dd2fde2
http://znanium.com/catalog/author/c117c832-72dc-11e8-b668-90b11c31de4c
http://znanium.com/bookread2.php?book=983192
http://znanium.com/catalog/author/a2711b0f-f84b-11e3-9766-90b11c31de4c
http://znanium.com/catalog/author/b1090ee1-ef9e-11e3-b92a-00237dd2fde2
http://znanium.com/bookread2.php?book=461913
http://znanium.com/catalog/author/bff7fe6a-e9de-11e6-994a-90b11c31de4c
http://lib.dvfu.ru:8080/lib/item?id=chamo:703333&theme=FEFU
http://znanium.com/bookread2.php?book=469013
http://znanium.com/catalog/author/6928f5fe-db81-11e8-8b7b-90b11c31de4c

1.TTOCT P 6.30-2003 «YHuduiupoBaHHble CpEACTBA JOKYMEHTAIIUH.

YuaudunmpoBanHas cucTema OpraHU3aUOHHO-PACTIOPSAUTECIIEHON
JOKyMeHTaruu. TpeboBanmss K  OQOPMIICHUIO  JIOKYMEHTOBY. M.:
Cramgaptuadopm, 2003 -[OnekTpoHHbBIl pecypc]. - Pexxum  nmocryna:

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

2T'OCT P UCO 15489-1 - 2007 Cucrema cTtaHmapToB MO HH(pOpPMALUH,
OMOMMOTEUHOMY M M3JIaTEIbCKOMY JIeNy. YTpaBlieHHe JToKymMeHTamu. OOmiue
TpeboBanus». — M.: Cranmaptundopm, 2007. [DnekTpoHHBIN pecypc]. - Pexum
noctymna: https://www.consultant.ru/document/cons_doc LAW 135548/

4.006 apxuBHOM gene, No 125-D3 [penep. 3axoH: npuHAT 22 okTa0ps 2008 r.:
o coctossHuto Ha 13.05. 2008 r.] [DnekTpoHHbIM pecypc]. — Pexum nocryma:
http://www.consultant.ru/document/cons_doc_LAW_ 142000/

5.0 nopsiake paccMoTpeHust oOpaieHuit rpaxiaan, 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] [DnexTpoHHbId pecypc]. — Pexum nocryma:
http://mnr.gov.ru/activities/detail.php?1D=128155

6.006 undopmanuu, HHGOPMAIIMOHHBIX TEXHOJIOTUSIX U 3allUTe HH(OPMALINH,
Ne 149-®3 [denep. 3akon: nmpunat 27.07.2006] [DnekrponHbiii pecype]. — Pexum
noctymna: http://www.consultant.ru/document/cons doc LAW 156802

7.11paBuna mo neaomnponu3BOJCTBY B (heflepalIbHBIX OpraHaxX UCIOJHUTEIHHOM
Bractu (or 15.06.2009r.) [DnekrtpoHHbii pecypc]. — Pexum nmocryna:

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

Ilepeuenn pecypcoB HHGOPMALMOHHO-TEJIEKOMMYHUKAIIMOHHON ceTH
«AHTepHeT»
1.lokymeHTOO00OpPOT ©  JeNOonpou3BOACTBO. CHCTEMBI  3JIEKTPOHHOTO
nokymeHntooboporta (CO/1) [DnaekTponHslid pecypc]. — Pexum gocryma: www.doc-

online.ru


http://www.doc-online.ru/
http://www.doc-online.ru/

2.KypHan «Jlenonpon3BoACTBO U IOKYMEHTOOOOPOT HA MIPEATTPHUSATHID
(Poccust) [DmekrponHsIit pecypc]. — Pesxxum nocryma: www.delo-

press.ru/documents-it/index.html

VII. METOANYECKHUE YKA3ZAHUA 110 OCBOEHUIO JUCHUIIJINHBI

Peanuzanus JTUCITUTUTMHBI «JlokymeHTanmoHHoe obecrieueHue
TOCYJapCTBEHHOTO YW  MYHUIMIAIBHOTO  YNpaBICHUS»  MPEAyCMaTpPUBACT
ClIeAyloIMe BHABI y4eOHOM pabOTHI:  JIeKIMH, JabopaTopHbIE PabOTHI,
CaMOCTOATENbHYI0 paldOTy CTYACHTOB, TEKYIIMH KOHTPOJIb U MPOMEKYTOUHYIO
aTTeCTaIHIO.

OcBoeHue Kypca JUCHMIUIMHBL  «/loKymMeHTaunOHHOE  obOecreueHue
TOCY/IapCTBEHHOTO ¥ MYHUIIMTIAIIBHOTO yIPABICHU» MPEANOIaraeT peuTHHTOBYIO
CICTEMY OIIEHKA 3HaHWW CTYACHTOB H TMPEAycMaTpuBaeT CO CTOPOHBI
IpernojiaBaresiss TEKYIIMM KOHTPOJIb 3a TOCEIICHHEM CTyACHTaMHu JICKIUH,
MOJITOTOBKOM ¥ BBIMIOJIHEHHEM BCEX JaOOpaTOpHBIX paboT ¢ 00sA3aTeTbHBIM
MPEIOCTaBICHUEM OTYeTa O paboTe, BHIMOTHEHUEM BCEX BHJIOB CAMOCTOSITEIILHON
paboTHI.

[IpoMexXyTOUHOM arTecTalMed Mo AUCHUIUIMHE «/[OKyMeHTalmoHHOE
oOecrieyeHne TOCYAapCTBEHHOTO W MYHMIIMITAIIBHOTO YIIPABJICHUS»  SIBISETCS
9K3aMEH, KOTOPBIA MPOBOAMUTCS B BUJIE COOECETOBAHUS IO BOIIPOCAM.

B teuenue yueGHOTO cemecTpa 00ydaromuMcs HyKHO:

OCBOUTH TeopeTrueckuii matepuan (20 6amioB);

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

e CBOECBPEMEHHO U YCHEIIHO BBHIMIOJHUTH BCE BHUABI CAMOCTOSITEIBHOU
pabots (30 GanoB).

CTyneHT cuMTaeTcs aTTeCTOBAaHHBIM IO TUCIHUIUIMHE «JlOKYMEHTAI[MOHHOE
o0ecrieueHne rocyJapCTBEHHOTO U MYHHIIUIAIBHOTO YMPABICHUS» TPU yCIOBUU
BBITIOJTHEHHSI BCEX BHUJIOB TEKYIIETO KOHTPOJS W CaMOCTOSITENEHOW paboTHl,

MPETYCMOTPEHHBIX YIEOHON TTPOTPaMMON.


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

Kputepun ouenkun mno aucuuivinHe «JloKyMeHTaIllMoHHOE obecreueHne
TOCYJapCTBEHHOTO M MYHHUITUTIAIBLHOTO YMPABICHUS» Uil aTTECTAllMM Ha 3a4eTe
cienyromue: 86-100 0auIoB — «OTINYHOY/ «3auTeHOY, 76-85 0amIoB — «xopomoy/
«3a4TeHo», 61-75 OamnoB — «yIOBIETBOPUTEIHHO» / «3auTeHo», 60 m MmeHee
0aJJIOB — «HEYJIOBJIETBOPUTEIIBHOY / «HE 3aUTCHOY.

[lepecuer OamIoB MO TEKYIIEMY KOHTPOIIO M CaMOCTOSITEILHOW padoTe

MIPOU3BOAMTCS 1O (hopmyIie:

m
P(n) = z L X &]
max 4
o 0; w
rae: W= Y7L, k' 1ust TekyIuero peuTuHra;
W= Y, ki a1t ©TOrOBOro peiTHHra;
P(n) — pediTuHT cTyneHTa;
M — o0111ee KOJIMYECTBO KOHTPOJIbHBIX MEPOTPUSATHUH;
N — KOJIMYECTBO MPOBEACHHBIX KOHTPOIBHBIX MEPOTIPUSITHIA;
0; — 6aJu1, TOJTYYCHHBIH CTYACHTOM Ha i1-OM KOHTPOJIBHOM MEPOIPUSTHHY;
0"** — MakcUMallbHO BO3MOXHBI OAlUl CTY[ICHTA IO i-My KOHTPOIBHOMY
MEPOIPUSITHIO;
k; — BecoBoii K03(pPHULIUEHT I-TO0 KOHTPOJIBHOTO MEPOITPHUSTHS;

k' — BecoBoit KO3(DGHUIUEHT i-TO KOHTPOIBHOTO MEPOIPHSATHS, CCIH OHO

ABJIACTCA OCHOBHBIM, NJIN O, CCJIM OHO ABJLICTCA JOIIOJIHUTCIBHBIM.

C uenslo onpeneneHus ypoBHs OBIAJICHUSA KOMIETEHIHNSIMU, 3aKPEILIEHHBIMU
3a JUCLUMIUIMHOW, B 3aJaHHBIC IPENOJABATENIEM CPOKU IPOBOIUTCS TEKYIIMU U
MPOMEKYTOUYHBII KOHTPOJIb 3HAHUH, YMEHUI U HaBBIKOB KaXKOT0 00y4aroIIerocs.
Bce BHIIBI TEKYIEro KOHTPOJISI OCYILIECTBIISIIOTCS HA TPAKTUYECKUX 3aHATHIX. [Ipn
OLIGCHKE  KOMIIETEHIIMM  MpUHUMAeTcs BO  BHUMaHue  (opmupoBaHHE
npo(EeCcCUOHAILHOTO  MHUPOBO33PEHHUSI,  ONPEICICHHOIO YPOBHS  KYJBTYPHI,

OTHYCCKHUC HaBBIKH, HaBBIKHM BJIaACHU BBIYHUCJIUTEILHON  TEXHHUKOM "



MIPOTrPAaMMHBIMH TPOAYKTaMU ISl PEIIESHUS MPAKTUYECKHUX 3a/1a4, & TAK)Ke JTNIHBIC
KauecTBa 00y4arolerocs.

[Tporieqypa oOlleHUBaHUS KOMICTCHIIMKA OOYyYarOIIMXCST OCHOBaHA Ha
CIIEYIOIINX CTaHIapTax:

1. mepuOAMIHOCTD MPOBEICHUS OLICHKH.

2. MHOTOCTYTICHYATOCTh: caMOOIleHKa  oOydaromerocs, OIICHKA
npenoaaBaTesieM, OOCYXKICHHE pPe3ylbTaTOB U KOMILIEKC MEp MO YCTPaHEHHUIO
HETOCTaTKOB.

3. cobmioeHre MOCIeI0BATEILHOCTH MPOBEACHUS OLEHKU: MPEAYCMOTPEHO,
YTO PA3BUTHE KOMITETEHIIMHA HJIAET IO BO3PACTAHUIO WX YPOBHEW CIOKHOCTH, a
OILICHOYHBIE CPECTBA HA KAXKJOM dTalle yUUTHIBAIOT 3TO BO3pacTaHUE.

JIsl  yCTIETHOTO OCBOCHUS JUCHUIUIMHBI COUYETAIOTCS TPATUIIMOHHBIC H
WHHOBAIIMOHHBIE  O0Opa3oBaTeNIbHbIE TEXHOJOTHH, KOTOpbIe O00ecreunBaroT
JOCTHKEHHE TTAHUPYEMBIX pe3yiabTaToB oOydenus mo OOIL.

Peanuzamnmsi KOMIIETEHTHOCTHOTO TIOJIX0/1a TIPEIyCMaTPUBACT UCIIOJIB30BAHUE
B y4eOHOM MPOLIECCEe MHTEPAKTUBHBIX ()OPM MPOBEICHUS 3aHITHIA.

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

* TEXHOJOTUW AaKTUBHOTO U WHTEPAKTHUBHOTO OOYYEHHUS — JIMCKYCCUH,
Jeknus-0ecena, JCKIUsI— TUCKYCCHs, pa300p KOHKPETHBIX CUTYyalluil, TBOPUYECKUE
3a/ianus, paboTa B MaJbIX Tpymmax;

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

* TexHoJIoTHs IUu(PepeHIIMPOBAHHOTO 00y4YeHUsI - oOecredeHue aapecHOro
MOCTPOCHUSI Y4EOHOro IMpoIecca, y4eT CIOCOOHOCTEeM CTyAeHTa K TOMY WU
WHOMY POJY JACSITEIHHOCTH.

['maBHBIN aKIEHT MPU U3YYCHUH JUCIUTUINHBI «OCHOBBI ACIOMPOU3BOICTBAY
JIeaceTCs Ha €€ TMPAKTUICCKYI0 YaCTh — OCBOCHHE KOMMYHHUKATHBHBIX TEXHOJIOTHHA
U TEXHOJOTUM COCTaBlieHUs H O(OpPMIICHHS JOKYMEHTOB, OTHOCSIIIMXCS K

Oyayieit mpodeccuoHaNbHON AeATeIbHOCTH



Meroanyeckue peKOMeHAAlUM 0 padoTe HaJl KOHCIEKTOM JIEKIUH

«JlokyMeHTalmoHHOEe O0ecreueHne TOoCyAapCTBEHHOTO W MYHHUIUIAIBHOTO
YOPaBJIECHUS SBISETCA NPUKIAAHON HAYKOH, MO3TOMY IpU YTECHHUH JICKUUN
BBISIBJIIETCA CBA3b JIUCLUUIUIMHBI C MPOLECCaMU JIOKYMEHTHPOBAHUS pa3HBIX
CTOPOH YITPABJICHUS MIPEANPUATAEM, OpPraHU3aluen, YUPEKICHUEM U PA3TUIHBIMU
CTOpOHaMH Oyayiiel npodeccuu CTyI€HTOB, YTO MOBHIIIAET UHTEPEC CTYJIECHTOB U
YCHWJIMBAET MOTHBAIMIO K OCBOEHUIO 3HAHUM.

['maBHas 3ajmaya CTyAEHTa B MPOLIECCE JICKIMOHHBIX 3aHSITUN - MOHUMaHUE
JIOTUKH HU3JI0KEHUSI MaTepHalla, BHUMaHUE K Pa3BUTHIO MBICIU MpenojaBareis. B
KOHCIIEKTE CJIEYET 3aIIMChIBATh TOJBKO INIABHBIE TE3UCHI U3J1araéMOT0 MAaTEpUAIIa,
KOTOPBIE TaKXK€ IPEICTABICHBI B JJIEKTPOHHOM BHUJE, C KOTOPBIM CTYAEHT MOKET
O3HAKOMHUTBHCSI CAMOCTOATENbHO. /{151 O0see MOJHOro MOHUMAaHUS MPEAIaraeMoro
TEOPETUYECKOr0 MaTepuajia HEoOXOAMMO 4YHUTaThb PEKOMEHIYEMYI0 K KaKIou
JIEKLIIUH JTUTEPATYPY.

Bo Bpemss u mocie NpoBeNeHUs JIEKIMU B XOAE JIEKUMOHHBIX 3aHSATHI
00y4aroUMCsl pEKOMEHAYETCS BBIIOIHATD CIEAYIOLINE ICHCTBU:
1.BecTH KOHCIIEKTUPOBAaHKUE Y4eOHOI0 MaTepuana.
2.00pamaTh BHUMaHWE HAa KaTreropuu, (QOPMYJIHPOBKH, PACKPHIBAIOIIHE
COJIEp)KaHME TE€X WIM WHBIX SBICHUHA M TPOLECCOB, HAyYHbIE BBIBOJIBI H
MPaKTUYECKUE PEKOMEHJAIMH TI0 UX TPUMEHEHHUIO.
3.3a1aBaTh MpPENOAAaBaTeN0 YTOYHSIOUIME BOMPOCHI C IENIbI0  YSICHEHUS
TEOPETUYECKUX IMOJIOKEHUH, pa3PELIEHUS CIIOPHBIX CUTYaIUH.
4.xenaTenbHO OCTaBUTh B pPabOYMX KOHCIIEKTaX TMOJs, Ha KOTOPBIX BO
BHEAYJAUTOPHOE BpPEMS MOXHO cJelaTb IIOMETKM U3 PEKOMEHJIOBaHHOMN
JUTEPATypbl, JOMNOJHAKOLIME MATEPHAT MPOCIYIIAHHOW JIEKIUU, a TaKKe
MOTYEPKHUBAIOIINE 0COOYIO BAXKHOCTh T€X WJIM MHBIX TEOPETUUECKUX MOJIOKECHUH.

Meroanuyeckue peKOMEHIAUNH K NPAKTHYECCKUM 3aHATHAM

[Ipy moAroTOBKE K MPAKTUYECKUM 3aHATUSAM OOYy4YarOMIMMCS HEO0OXOAMMO
U3YYUTh OCHOBHYIO JINTEPATYPy, O3HAKOMHUTHCS C JOMOJHUTEIBHON JIUTEPATYPOH,

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



[Ipu sTOM ydecTb pEKOMEHAALMU TMpenofaBaTeNss W TpeOoBaHHUS Y4eOHOMH
nporpaMmbl. B Xoae MOArOTOBKM K MPAKTHYECKUM 3aHATUSM HEOOXOIHMO
OCBOWTH OCHOBHBIC IOHATHS M METOJMKHM pacdeTa IOKa3aTeled, OTBETUTh Ha
KOHTPOJIbHBIE ~ BOINpPOCHL. B TeueHWe MNpaKkTUYECKOro 3aHIATHS  CTYACHTY
HEOOXOMMO BBIIIOJHUTH 33/1aHNUS, BbIIAHHBIE NIPENOJaBATENIEM, YTO 324U THIBACTCS
KaK TeKylllas paboTa CTy/IeHTa U OLIEHUBAETCS 110 KPUTEPUSM, NPEACTABICHHBIM B
PVYIII.

[IpakTrnueckue 3aHATUSA TPEeOYIOT OT CTYACHTAa MpeABapUTEIbHON
TEOPETUUECKON MOJATOTOBKM MO COOTBETCTBYIOILIEH TeMe: M3ydeHue Y4eOHOH u
JOTIOJTHUTENBHOW JIUTEPAaTypbl; B HEOOXOJUMMBIX CIy4yasX O3HAKOMIICHHE C
HOPMAaTUBHBIM MaT€ pUAJIOM, CTaTHCTUYeCKOW HHpopmaumen. Pekomenayercs
NPUAECPKUBATHCS CIEAYIOIIET0 MOPSAAKa MOATOTOBKA K CEMHHAPCKUM 3aHATHSIM:
BHayajle HEOOXOJIMMO H3YYHUThb BOIIPOCHI TEMBI MO Y4e€OHOI JMTEpaType; 3aTeM
CIIElyeT M3y4WUTh Marepual JEKIHH [0 JaHHONW TEME, IOCKOJBKY COJEpKAHUE
JEKUUH OOBIYHO OTPaXaeT COBPEMEHHOE OCBEIICHWE HW3YyYaeMOMl TEMBL.
BriocnencTBum Hasl0 BBIIOJIHUTE PEKOMEHYEMbIE BUJIbI CAMOCTOATEIBHONU PabOThI
10 KaXJI0M TeME U3YUYEHUS IPEeIMETa JUCIUTIINHBIL.

MeToauveckue peKOMeHAAlMHU 10 padoTe ¢ JJUTEPaTypoii

Paboty ¢ nureparypoil cryaeHTaM HEOOXOAMMO HauYMHATh CO 3HAKOMCTBA C
KapTOl METOJUYECKOTro oOecreyeHus AUCHUIUIMHBI, B KOTOpPOM MpeacTaBieHa
OCHOBHAsI W JIONIOJIHUTEJIbHAS JINTEpPaATypa, EPUOJNYECKUE U3JaHUs, JIMTepaTypa
K BBIMIOJIHEHUIO MPAKTUYECKUX (CEMUHAPCKUX) 3aHATHI, KOHTPOJBHBIX PadOT U
POrpaMMHO-UH(POPMALIMOHHOE 00ECTIEYeHNE, HHTEPHET-PECYPCHI.

Co BceMH IMEpEYMCICHHBIMA MaTe€pUaJlaMM MOYKHO O3HAKOMUTBCS B
ouobmmnoreke [IBOY.

Kaxnas tema mo00ro u3 pasaenoB TEMaTHYECKOrO IJIaHa JAUCLUILIIHHBI
cHa0»eHa CChIJIKaMU Ha UCTOYHUKH, YTO 00Jerdaetr paboTy CTYJIEHTOB MO MOUCKY
COOTBETCTBYIOLIEH JIUTEPATYPHI.

BriOpaB Hy)XHBII JHUTEpaTypHbIH HCTOYHHK, CTYACHTY CIEIyeT HaWTu

HHTCPCCYIOIIYIO €I'0 TEMY I10 OINIaBJICHHUIO HUJIN aJ'I(IJaBI/ITHOMy YKa3aTeiro, a 3aTEM



MPUCTYNUTh K HEMNOCPEICTBEHHOMY HW3YUYEHHH: COACPKAHUS COOTBETCTBYIOLIEH
IJ1aBbl HMCTOYHHMKA. B cilydae BO3HUKIIUX 3aTpyJAHEHUNA B BOCHPUATHH U
OCMBICJICHUU MaTepualia, Mpe/ICTaBIEHHOTO B OJIHOM JIMTEPATypHOM HCTOYHUKE,
CTYJIEHTY CIeIyeT OOpaTUThCS K JIPYTUM HMCTOUYHHMKAM, B KOTOPBIX H3JI0KCHUE
MaTepHuaia MOXKET OKa3aTbcs 00Jiee JOCTYITHBIM.

Cnenyer oOTMETUTh, 4TO paboTa C Yy4yeOHOW, CHpPaBOYHOM U Apyrou
JaUTepaTypoil Ja€T BO3MOXKHOCTh CTYACHTY OoJiee TIyOOKO O3HAKOMHUTBCS C
0a30BBIM COZEp>)KAaHUEM JUCHUIUIMHBI, YJIOBUTH IEJNbIA psJl OCOOECHHOCTEH
YKA3aHHOMW JUCLUIIINHBL.

VIll. MATEPUAJIBHO-TEXHUYECKOE OBECIIEHEHHUE
JANCIUIIJINHBI

CBeneHuss 0 MaTepUaIbHO-TEXHUYECKOM OOECIEYEHUH W OCHAIIEHHOCTH
o0pa30BaTeNpHOrO Ipoliecca: JIEKUMOHHbIE M MPAKTUYECKUE 3aHATUSA 10
mucuuiuinHe  «JlokyMeHTaunoHHOe — oOeclieueHrne  roCyJapCTBEHHOTO U
MYHUIIMIIAJIBHOTO  YIPaBJICHUS» MPOXOJAT B ayAUTOPUAX, OOOpPYAOBaHHBIX
komnbiorepamu  Tuna Lenovo C360G-134164G500UDK ¢  nulieH3MOHHBIMU
nporpammamu  Microsoft Office 2010 u ayamo-Bu3yanbHBIMH CpPEICTBAMU
npoektop Panasonic DLPProjectorPT-D2110XE, mmasma LG FLATRON
M4716CCBAM4716CJ. [Ins BBINOJHEHUSI CAMOCTOSTEIbHON pabOThl CTY/IEHTHI B

KUIIbIX Koprycax JIBOY obecnieuerst Wi-Fi.



Hpuioxenue 1

MMHHCTEPCTBO OBPA30BAHUS 1 HAYKH POCCUHCKOM ®EJIEPAIIN

®denepalibHOE TOCYIAPCTBEHHOE aBTOHOMHOE 00Pa30BaTENbHOE YUPEXKIEHHE BBICIIIET0 00Pa30BaHHUs
«/laibHEeBOCTOYHBIH (peepaibHbIN YHUBEPCUTET»
(IBOY)

IIKOJIA 9KOHOMUWKHA U MEHE/UKMEHTA

YYEBHO-METOJUYECKOE OBECHEYEHUE CAMOCTOSTEJABHON
PABOTbBI OBYYAIOIIUXCA
0 JMcUHUILNINHE «/lokyMeHTallHOHHOe 00ecrieyeHne rocyAapcTBEHHOI0 1
MYHHIHMIAJIbHOI0 YIIPABJICHUN»

HanpanjeHue noaArorosku 38.03.04 I'ocynapcTBeHHOE 1 MYHULIMNIAJILHOE
ynpaBJieHue

®opmMa MOATOTOBKH: OYHAA

BaaguBocTok
2017



IInan — rpauk BBINOJHEHUSI CAMOCTOATEILHON Pa00ThI 10 AUCHUIIHHE

JlokyMeHTallMOHHOE 00ecneyeHHne rocyIapcTBEeHHOr0 1 MYHHIMIIAJIbHOT0

ylpaBJIeHUS»

Jara/cpokn
BBINIOJTHEHHS

Bua camocrosiTeanbHOM
padoThI

IIpumepHbie
HOPMBbI
BpEeMEHHU Ha
BBINIOJIHEHHE

dopmMa KOHTPOJIA

1-4 senens

KonTposbHas
pabota Nel
«KoHcTpynpoBanue
0JIAaHKOB»
KonTtponbHas
pabota N2

«Ctunm peun»

9 yac

9 gac

3amura
KOHTPOJIbHOMN

paboTHI

5-9 uenenu

KonTtponbpHas
pabota Ne3
«PeKBU3UTHI
JIOKYMEHTOBY
KonTponpHas
pabota No4
«PacnopsiauTenbHbie

JAOKYMCHTbBD»

9 yac

9 gac

3ammuTa
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 3armura
pabota Ne7 KOHTPOJIbHOM
«IIpoTokompoBaHue 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 COOTBETCTBHE «PEAJIBLHOT0» OJaHKa TpeOOBAHMSIM CTaHIApTA.

3. CKOHCTpyUpOBaTh KOMIUIEKT OJIAHKOB (pUPMBI

Konrpoabnas padora Ne2 «Ctuiau peumn»

1. NaiiTe XxapakTepucTUKy (QYHKIIMOHATBHBIM 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. [TpocTaBUTH Ha JTOKYMEHTE PEKBH3UTEHI, COOTBETCTBYIOIIINE
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 XpAaHCHHA JICIT




Konrpoabnasi padora Ne4 «PacnopsiauresibHbIe JOKYMEHTbD>

1.CoctaButh popmyssip MpHKasa.

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

1. CocTaBuTh QopMyIsip MUCHhMa JJIs MPEIOAKEHHOTO 00pasiia.

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

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

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

5. CocTaBUTh MUCHMO € TpapapeTHbIM TEKCTOM.

KonTposbnas padora Ne6 «Opranu3zaniuoHHAasi JOKYMEHTALMSD)

1.CoctaButh GPOpMYIISp «pEaTbHOr0» MOJOKEHUS.
2. Haiitn HeTouHOCTH B 0()OPMIIEHUH YCTaBa, UCHPABUTH U OPOPMUTH

Kontpoabnasi padora Ne7 «IIpoTokoJMpoBaHue 3aceIaHuii»

1.CoctaButh hopmysisap mpoToKoIa.

2. Haiitn HeTouHOCTH B 0()OPMIIEHUH MTPOTOKOJIA, UCIPABUTH U OOPMHUTH
3. Ha ocHOBaHMM MOJIHOTO NPOTOKOJa OQOPMUTH KPATKUM MPOTOKOJ.

4. OGopMHUTD BBITIUCKY U3 MPOTOKOJIA.

5. OgopMuTh MUCHMO-U3BEIICHUE C 000OIIEHHBIM aJpPecaToM

Kontpoabnas padora Ne§
«O0paneHus rpaxkaan»

1.CocTtaButh popmysisap 3asBICHHUS.

2. Haiitu HeTouHOCTH B 0()OPMIIEHUH KaJ00bl, UCIPABUTH U OPOPMHUTH
TpedoBanus K  IpPeIcTaBJICHUIO 7| opopmiieHnI0 pe3yabTaroB
CaMOCTOAITEeJIbHOM PadoTHhI;

KontponbHass paboTa — TPOIYKT CaMOCTOSTEIHHOW pabOThl 00ydaromierocs,
MPEACTABIAIONINI COO0M KpaTKOe M3J0KEHHWE B MHUCHbMEHHOM BHUJE MOJTYYEHHBIX
pesyabratoB. Cojep)kaHWE€ KOHTPOJBHON pabOThl 3aBUCUT OT BBIOPAHHOTO

BapuaHTa. PaboTa mpeacTaBisieTcsi mpernoiaBaTelito Ha MPOBEPKY HE MO3HEe, YeEM



3a 7 AHEHW 10 TUTaHUPYEeMOM 3aluThl. 3aluTa KOHTPOJBHOM paboThl MPOXOAUT B

(dopme cobecenoBaHMsI BO BpeMsl KOHCYJIbTAIUH.

. KpnTeplm OLICHKH BbBINNOJTHCHUSA CaMOCTOSITEJILHOM paﬁoTLI

e No Iloka3arean Ounenka

m\i

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

TCOPHUH, TCPMUHOJIOTUA KOPPCKTHA

2 3a/laHre BBIIOJHEHO, B OCHOBE OTBETa JIC)KUT 3HAHUE 4
TEOpUH, HO B QITOPUTME BBINOJHEHUS U B
UCTIOJIb3YEMOM TEPMUHOJIOTUU BCTPEUYAOTCS
HETOYHOCTH

3 3ajaHde  BBIMOJHEHO  YacTUYHO, B  allCOPUTME 3

BBIIIOJIHCHUA H B HCHOHBSYCMOﬁ TCPMHUHOJIOTHHU

BCTPCHAIOTCA HCTOYHOCTHU

4 3agaHue He BBIIOJHEHO 2




IIpunoxenne 2

MMHHCTEPCTBO OBPA30BAHUS 1 HAYKH POCCUHCKOM ®EJIEPAIIN

®denepalibHOE TOCYIAPCTBEHHOE aBTOHOMHOE 00Pa30BaTENbHOE YUPEXKIEHHE BBICIIIET0 00Pa30BaHHUs
«/laibHEeBOCTOYHBIH (peepaibHbIN YHUBEPCUTET»
(IBOY)

IKOJIA 9KOHOMUWKHA U MEHE/UKMEHTA

®OH/ ONEHOYHbLIX CPEJACTB
10 JUCHMILVINHE «/OKyMEHTAMOHHOE o00ecneyeHHe rocy1apCTBEHHOI0 U
MYHHIUIIAIBHOIO YIIpaBJIeHHU D)

HanpasJieHne noArorosku 38.03.04 I'ocynapcTBeHHOE 1 MYHUIIMIIAJIbHOE
ylpaBJieHUe

®opmMa MOATOTOBKHU: OYHASA

BaaauBocToK
2017



IHacnopr
OLICHOYHBIX CPEICTB M0 JMCUHILINHE «/[0OKyMeHTallHOHHOoe 00ecIieyeHue

rocyJ1apCcTBEHHOT0 1 MYHUIIUNIAJIbHOTO YIIPABJIECHUS»

Kon n popmyimmposka
KOMIIETCHIIUH

Jrtanbl GOPMUPOBAHUA KOMIETEHIMH

OIIK-1 Bnamenne HaBBIKAMU 3Haer 3aKOHOJIaTeJIbHbIE  aKThl W HOPMAaTUBHO-
IIOMCKa, aHAIIN3a U METOQUYCCKUE JIOKYMEHTBI 110
HCIIOIL30BaHUs JIOKYMEHTHPOBAHUIO NEeATEIBHOCTH U
HOPMAaTUBHBIX U MTPaBOBBIX OpraHm3aly  paboThl C  JIOKYMEHTaMH
JIOKYMEHTOB B CBOEH roCyapCTBEHHBIX OpraHoB Pd;
npodeccnoHaTbEHOMI -0COOGHHOCTH HOPMATHUBHOTO PETYIUPOBAHHUS
JIEeITEIBHOCTU JIOKYMEHTAITMOHHOTO obecrneueHus
JIeATEIbHOCTH OPraHoOB TOCYIAapCTBEHHOIO U
MYHUIIMIIATIBHOTO YIIPaBICHUS;
-0cOOEHHOCTHU JIOKYMEHTUPOBaHUS
JIEATCILHOCTH W OpraHu3aluu  paboThl  C
JIOKYMEHTaMH  TOCYIapCTBEHHBIX  OPraHOB
Poccuiickoit deneparuu
VYmeer - aHAIM3UPOBATh MIPOIIECCHI
JIOKYMEHTHUPOBAHUSI U OpraHU3alMKu pabdOTHl C
JOKyMEHTaMU OpraHoB TOCYIapCTBEHHOTO U
MYHUIUIIAJILHOTO YIPABIICHNUS,
-popMynupoBaTh  NPEMIOKEHHUS MO0 X
COBEPIIICHCTBOBAHUIO
Bnaneer -METOJIaMHU aHaJI13a COCTOSHHS
JIOKYMEHTHUPOBAHUS U OPraHU3aIH PaOOTHI C
JIOKYMEHTaMHU OPTaHOB TOCYAapCTBEHHOTO
yIpaBIeHUS;
-METOJJaMHU aHAJI1U3a COCTOSHHUS
JIOKYMEHTHUPOBAHUS U OPTaHU3AIH PaOOTHI C
JIOKYMEHTaMHU OpTaHOB TOCYAapCTBEHHOTO
yIpaBIeHUS
I1K-29 BimageHne HaBBEIKAMH 3HaeT ~-TEPMUHOJIOTUIO JOKYMEHTAIMOHHOTO
cbopa, 00paboTKH oOecrieyeHust yrpaBlIeHuUs;
uH(pOpPMAIIUU U YIaCcTUS B -OCHOBHBIE IPUHIIUIIBI () PEKTUBHOM
nH(popMaTHU3aIuu OpraHu3aIu JOKYMEHTO00opoTa
JeSITEIbHOCTU rocyAapCTBEHHBIX opraHoB Poccuiickoii
COOTBETCTBYIOIINX OPTaHOB denepanuu;

BJIACTH U OpraHU3alNM -3aKOHOMEPHOCTH W3MCHEHMS o0bema
JIOKYMEHTOO000pOTa OpraHoOB
rOCyJapCTBEHHOTO u MYHUIUIATBHOTO
YIPaBJICHHUS;

-TeH/ICHLINH Pa3BUTHUS JOKYMEHTAIIMOHHOTO
obecmieuenus ympasieHus B Poccun
VYmeer paspabaTeiBaTh ~ HOPMAaTHUBHBIE  aKThl U

HOPMaTHUBHO-METO/INYECKHE JIOKYMEHTBHI,
perJaMeHTHpyoIre BEJICHUE
JIOKYMEHTAllMOHHOTO o0ecrieueHHs




JEATEIbHOCTH OPraHoOB TOCYIapCTBEHHOIO M
MYHUILUIIAJIBLHOTO YIIPABIICHNUS,

-pa3pabarbiBaTh METOANYECKHE U CIIPABOYHBIE
MaTepualbl 110 BOIPOCAM JEATEIbHOCTH JIUI

Ha JOJDKHOCTSIX rocy1apCTBEHHON
I'PaKJaHCKOU Poccuiickoi denepanuu,
roCyJ1apCTBEHHON CITYKObI CyOBEKTOB

Poccuiickoit ®enepanuu M MyHULMIIAIBHON
CIIy>KOBI, JIUI[ 3aMELIAI0IINX FOCy1apCTBEHHbIE
JIOJKHOCTH Poccuiickoit denepanny,
3aMeINAloUIMX TOCYJapCTBEHHbIE JOKHOCTH
CyOBEKTOB Poccuiickoit Ddeneparum,
JOJPKHOCTH MYHUILMIATbHON CITyKOBI,
aJIMUHUCTpPATHBHbIC JOJKHOCTH B
roCyJapCTBEHHBIX u MYHUIUIATBHBIX
OPEINPUATHIX U YIPEXKICHUSIX, B HAYYHBIX U
00pa30BaTeNIbHBIX OpraHu3ausix,
NOJUTUYECKUX  TMapTHAX,  OOIIECTBEHHO-
HOJUTUYECKHUX, KOMMEPUYECKUX U
HEKOMMEPUYECKUX OPraHU3aIUIX;
opranuzoBaTb 3()(PEKTUBHYIO J1€ATEIBHOCTh
CIIy’OBbl  JIOKyMEHTAI[HOHHOTO 0O0ecIeueHHs
yIpaBJIeHUs B OpraHax TIoCyJIapCTBEHHOI'O
YIIPaBJICHUSI U MECTHOTO CaMOYTIPaBJICHUS

Bnaneer

'HpO(beCCI/IOHaJIBHBIMI/I 3HaHHUAMU OCHOBHBIX
HpO6J'IeM JAOKYMCHTAlTUOHHOTI'O obecrieueHust
ACATCIIBHOCTH OpPraHOB TOCYJAapCTBCHHOI'0 H
MYHUIUIIAJIIBHOTO YIIPABJICHUS

Ne | Konrposmpyemsie OueHovHbIe cpeacTBa
n/n pasielibl Koabl u 3Tanbl TeKy i IIPOMEKYTOUHA
ARCOMIVIAHBI q’OPM“POBaHI’iﬂ KOHTPOJIb sl aTTecTanus
KOMIeTeH Ui
1 Pasgen I. OIIK-1 | 3Haer YO-1, YO -4 | Bomnpocsl k
Teoperuueckue 3auety 1-5
OCHOBBI YmMmeer I1P-2 Bormpocs! k
JIeJIONPOU3BOICTBA 3ayety 5-15
Bmaneer - ITP-1, ITP -11 | Bompocs k
Paznen Il. zauery 16-20
CoBpeMeHHOEe
rOCyJapCTBEHHOE

pETyJIMPOBAHNE B
obnactu
JICITIOTIPOU3BOICTBA
Pazgen I1.
Opranm3anus
paboTshI ¢
JOKYMEHTaMH B




roCy/1lapCTBEHHOM U
MYHHIIUITATEHOM
yIpaBlIeHUU

Pasznen I. [IK-12 | 3maer YO-1, YO -3 | Bonpocsi k
Teopernueckue 3agery 21-27
OCHOBBI
JIEIIOTIPOU3BOICTBA

Paznen II.
CoBpemeHHOe
rocyJaapCTBEHHOE
pEryJiIupoBaHue B
obJractu
JIEIOIIPOU3BOICTBA
Paznen Il1.
Opranuzanus
paboThI ¢
JOKYMEHTaMH B
rocyaapCTBEHHOM U
MYHHIIUIIATEHOM
yIpaBJICHUU

JK3aMEeHAIIMOHHBbIE MATEPHAJIbI
(o1leHOYHBIE CPeACTBA MO MPOMEKYTOYHOI ATTECTAIMUA M KPUTEPUH OI[EHKH)

Bonpockl K 3k3aMeHy 10 JMCHHUILIHHE «/OKyMeHTAllMOHHOe o0ecnieyeHne
rocy/1apcTBEHHOI0 M MYHHIIUNIAJIBLHOT0 YIIPABJIEHHUS»

1. Bonpocsl JOKyMEHTUPOBAHHUSA, COCTABJIECHUS U O(QOPMIICHHUS JOKYMEHTOB B
3aKOHO/ATEIbHBIX 1 HOPMAaTUBHBIX aKTaX.

2. Homenknarypa fen: Ha3HaueHHE, TPEOOBAaHUS K COCTABICHHIO.

3. T'OCT P 6.30-2003: ctpykTypa, mpodiaemMa MpakTHIECKOTO UCTIOIb30BaHMS

4. TOCT P UCO 15489-1 - 2007 Cucrema crtanmapToB Mo WH(pOpPMAIIUH,
OMOIMOTEYHOMY M U3JATEIbCKOMY JeNy. YTpaBiIeHHE JIOKyMEHTaMH.
OO6mue TpedboBaHuUs

5. IlpaBuia mo AenONpoU3BOACTBY B (efAepatbHBIX OpraHaxX UCIOTHUTEIBHON
BJIACTU (CYIIHOCTh U MPAKTHKA IPUMEHEHUS )

6. MeTtoauveckne peKOMEHIAIMM 1O JEJIONPOU3BOACTBY B (eaepatbHBIX

opraHax MCIOJHHUTENIbHON BJIACTH (CYIIHOCTb U MPAKTUKA MPUMEHEHHS])



7. Ilpunuunel w TpeOOBaHUS K OpraHU3alMM KOHTPOJIS HCIOJIHEHHS
JIOKYMEHTOB B TOCYJJapCTBEHHOM M MYHHUIIUIAIBHOM YIIPABICHUU

8. Opranuzanus CITy k0 JOKYMEHTAI[MOHHOTO MEHEKMEHTA B
TOCY/IapCTBEHHBIX OpPraHU3aLUAX

9. IIpobnema opraHuzanuu JOKYMEHTOOOOpOTa B TOCYIAapCTBEHHOM U
MYHHUIIUTIATHBHOM YIIPABJICHUH

10.TunoBeie ctpykrypsl JOY B rocyaapcTBEHHOM U MYHHUIUIAIBHOM
yIpaBJICHUH.

11.XapakTepucTika U Ha3HAYCHHE JOKYMEHTAa «aKT» B TOCYJAapCTBEHHOM HU
MYHHIIUIIAJIFHOM yTIPaBICHUH.

12. ucTpykiust ~ Kak ~ BUJ ~ OPraHM3allMOHHOM  JOKyMEHTalluu B
TrOCy/IapCTBEHHOM Y MYHHUIIUTIATHHOM yTIPABJICHUH.

13.XapakTepucTika 1 Ha3HAUEHUE TOKYMEHTA «IIPOTOKOID.

14. TunoBble ¥ UHAUBUAYAIbHbIE MHCTPYKIHMHM IO JEJIONPOU3BOJCTBY B
rOCy/IapCTBEHHOM Y MYHHUIIUTIATHHOM yTIPABJICHHUH.

15.®yHKIIUU JOKYMEHTA B TOCY/IapCTBEHHOM U MYHMIIUTIIAIBHOM YIPABJICHUH.

16.XapaktepucTika  yHU(PHUIMPOBAHHBIX  CHCTEM  JOKYMEHTallMd B
roCyJ1lapCTBEHHOM M MYHULIMIIAJIBHOM YIIPaBJICHUU.

17.0cobennocti oopMIIeHUS JTOKJIAQTHOM, CIYy:KEOHOW U OOBICHUTEILHON
3aIMHCOK.

18.XapakrepucTuka OCHOBHBIX CIIOCOOOB JOKYMEHTHUPOBAHUS B
rOCy/IapCTBEHHOM Y MYHUIIUTIATHHOM yTIPABICHHH.

19.XapakTepucTrka MaTepruaIbHBIX HOCUTENEH HHPOpMAITHIH.

20.513p1k W CTWJIb CIYXKEOHBIX JOKYMEHTOB B TOCYJapCTBEHHOM H
MYHHIIUTIAJIbHOM yTIPaBICHUH.

21.Ilpuka3 KaK BUJ PaclOPsAUTEIbHON JOKYMEHTAIlMH B TOCYIapCTBEHHOM M
MYHHUITUTIATFHOM YIIPABJICHUH.

22.1lpoGneMa  TMOUIMHHOCTH  JOKyMEHTa B  TOCYAapCTBEHHOM U

MYHUIMIIAJIBHOM YIIPABJICHHU.



23.PacniopshkeHne  Kak  BUJA  PACHOPSIAUTENIRHOM  JTOKYMEHTallud B
rOCyJapCTBEHHOM M MYHUITUIIAJILHOM YIIPaBICHUU

24 .PeKkBU3UT JTOKYMEHTA: TIOHSITHE, BUJIBI PEKBU3UTOB.

25.1TonoxxeHre Kak BUJ OPTraHU3AIIMOHHON JTOKYMEHTAIIMU B TOCYAapPCTBEHHOM
¥ MYHUITUTIATBHOM YIIPaBJICHUU.

26.DopMysp JOKyMEHTa: 0COOCHHOCTH, BUIBI, (OpMYJIIp-00pasell.

27.PexBU3UTHI  YIPaBICHYCCKONM JOKYMEHTAIMHM: BHUIbI, TPEOOBaHUSA K
oopmIIeHHIO B TOCYTapCTBEHHOM W MYHHUIIUTIATHFHOM YIIPaBICHUH

28.YcTaB Kak BUJl OPraHU3AIMOHHON TOKYMEHTAIUH.

29.braHK TOKYMEHTA: BUJIbI, COCTaB, MMPaBWja KOHCTPYUPOBAHUS OJIaHKA.

30./lemoBbIe TTMChbMa: BUJIBI, Clieln(puKa, 0COOCHHOCTH.

31.CoctaB  yaocToBepeHHsS  JOKYMEHTOB B  TOCYJAapCTBEHHOM W
MYHHUITUTIATBHOM YIIPABJICHUH.

32.0¢opminenue yHUPUITUPOBAHHONW TOKYMEHTAIIMU IO JIMYHOMY COCTaBy B B
rOCyJapCTBEHHOM M MYHHUITUIIAILHOM YITPaBICHUU

33.[1euatu: BUIbI, HA3HAYEHUE, MTOPSIOK MPOCTABICHUS, 3aKOHOATEIbCTRBO.

34.lupopManMOHHO-CIPABOYHBIE ~ JIOKYMEHTHI B TOCYJAapCTBEHHOM  H
MYHHUITUTIATFHOM YIIPABJICHUH

35.0TMeTKM Ha JOKYMEHTaX: poOJib B TPOXOXKIEHUW U HUCIHOJHECHUU
JIOKyMEHTOB, MECTO B (hOpMyJIsIpe JOKYMEHTA.

36.Pons  yHUDUIIMPOBAHHONW CHUCTEMBI OpPraHU3AIMOHHO-PACTIOPSIUTEIHHON
JTOKYMEHTAITUU B TOCYIAPCTBEHHOM W MYHUITUTIATLHOM YITPaBJICHUH.

37.CornacoBaHue TOKYMEHTA: MTOPSIIOK, BUIBI, BU3BI M TPU(DBI COTIIACOBAHMUS.

38.0Oprann3aiuoHHO-TIPAaBOBbIE  JOKYMEHTHI B TOCYJapCTBEHHOM U
MYHHUITUTIATFHOM YIIPABJICHUH

39.00parieHus rpaxaan: BUAbI U crienupuka opopmieHus

40.Ilpo6nema yHuU(UKAIMA TEKCTa JOKYMEHTa B TOCYJapCTBEHHOM U
MYHHUITUTIATBHOM YIIPABJICHHH.

41.Pa3BuTHE CUCTEM IOKYMEHTAllM HA COBPEMEHHOM 3Talle.



42.Opranu3zauust  pabOTBl € JOKYMEHTHUPOBAHHOM  JOKyMEHTAIUeil
OrpaHUYEHHOIO JOCTYyIa

43.CpoKu XpaHEHUs YIPABIEHYECKUX JOKYMEHTOB.

44.0nepaTuBHOE W apXHWBHOE XPAHEHHE JOKYMEHTOB B TOCYIAapCTBEHHOM U
MYHUIIUIIAJIbHOM YIIPABICHUH.

45.11pouenypa SKCIEpTU3bl LEHHOCTU JOKYMEHTOB B TOCYAapCTBEHHOM U
MYHHUIUIATBHOM YIIPABJICHHH.

46.11opsiiok opopmiieHHs e U Nepelavu JOKYMEHTOB Ha apXUBHOE XpaHEHHE
B FOCYJapCTBEHHOM M MYHULIUITAIbHOM YTIPABJICHUMU.

47.0co0EHHOCTH XpaHEHHs JIEKTPOHHBIX TOKYMEHTOB B TOCYJApPCTBEHHOM M
MYHUIIUIIAJIbHOM YIPABICHUH.

48.T1opsiIOK YHUUTOKEHHUSI JOKYMEHTOB C HMCTEKIIUMH CPOKaMU XPaHEHHUsS B
rOCyapCTBEHHOM U MyHULMIIAJIbHOM YIIPABJICHUH.

49.llenn, 3amauM W HampaBiCHHUS aBTOMATHU3ALMM JOKYMEHTAI[HIOHHOTO
oOecrieyeHus: yOpaBi€HUs] B TOCYJapCTBEHHOM W MYHHULHUIAJIBHOM
yIpaBICHUU

50.CucteMbl  aBTOMATH3aIlMU  JICTOMPOU3BOJCTBA W  JOKYMEHTOOOOpOTa
(CAJ1/l) B rocymapcTBEHHOM M MYHHIIMIIAJILHOM YIIPABJICHUH: OCHOBHBIC

Tpe6OBaHI/I$I, opranusanu:sa BHCAPCHUA, IICPCIICKTUBLI PA3BUTHA

Kpurepuu ouenku

OueHka «OTJIMYHO» CTABUTCS:

JlaH TONHBIA, pa3BEpPHYTHIM OTBET HA IIOCTABJIEHHBIA BONPOC, ITOKA3aHA
COBOKYITHOCTb OCO3HAHHBIX 3HAaHUW IO JUCLUIUIMHE, JOKA3aTEIbHO PACKPBITHI
OCHOBHBIE TIOJIOKEHHSI BOIIPOCA, OTPAXKEHBI OCHOBHBIE KOHIENLWH W TEOPUH IO
JAQHHOMY BOIIPOCY, OIIMCAHHBIE TEOPETUYECKUE IIOJ0KEHUS WILUIFOCTPUPYIOTCS
IIPAKTUYECKUMM IIPUMEPAMH; B OTBETE IIPOCIEIKMUBACTCA YETKasl CTPYKTYypa,
JIOTHUYECKAasA IOCIENOBATEIbHOCTh, OTPAXAIOIIass CYHUIHOCTbh PAaCKpPbIBAEMBIX
MOHSATUH, TEOPUH, SBICHUN; 3HAHUE IO TPEAMETY IEMOHCTpHpyeTcs Ha (oHe

ITIOHUMaHHA €Iro B CUCTEMC )IaHHOﬁ HaYKU U MCKIUCHUIIIIMHAPHBIX cBs3eil. OTBeT



U3JI0’)KEH B COOTBETCTBUHU C TPEOOBAHUSIMHU KYJIbTYpPbl PEUU U C UCIOJIB30BAHUEM
COOTBETCTBYIOLIEH CHCTEMbI TMOHITHH M TEPMHHOB (MOTYT OBITh JOIYILIEHBI
HEJ0YETHI B ONPECIICHUN TOHITHH, UCIIPABJIEHHBIE CTYAEHTOM CaMOCTOSITENIBHO B
IpoliecCce OTBETA).

Onenka «xopomo» craBurca: JlaH TONHBINA, pa3BEepHYTHIH OTBET Ha
IOCTABJICHHBIH BONPOC, IIOKa3aHO YMEHHE BBIICIUTh CYUIECTBEHHBIE U
HECYIICCTBEHHBIC NMPU3HAKH, MPUYHMHHO-CICCTBEHHBIC CBSI3U, OJHAKO CTYACHT
UCHBITBIBAET 3aTPYJHEHUS MpPU WIUIIOCTPALMU TEOPETUYECKUX IOJIOKEHUMN
IpaKTHUYEeCKUMHU npuMepaMu. OTBET YETKO CTPYKTYPHUPOBAH, JIOTHUYEH, U3JI0KEH B
COOTBETCTBHH C TpeOOBaHMSAMH KYJIbTYPhl pPE€UYH M C HCIOJIH30BAHHEM
COOTBETCTBYIOLIEH CUCTEMBI MOHITUNA U TEPMUHOB. MoryTt ObITH HOMyLIEHBI 2-3
HETOYHOCTH WM HE3HAYUTENbHbIE OIIMOKH, WCHpPaBIECHHBIE CTYACHTOM C
MOMOUIBIO MPENO01aBaTeNsl.

OneHka «yAOBJIETBOPUTENbHO» CTaBUTCA: JlaH HEZOCTATOYHO TMOJIHBIM H
HEJOCTAaTOYHO pa3BepHYyTHI oTBeT. CTYOEHT HE MOXET MPOMJUIIOCTPUPOBATH
TEOPETUYECKHE  TMOJIOKEHUS  NpaKTHUeCKUMU  npumepamu. Jloruka u
MOCIICZIOBATEIBHOCTh HM3JI0XKEHHUSI HMMEIOT HapYIICHHs; OMYIICHBl OIIUOKU B
PacKpbITUM TOHATHH, YMOTPEOJEHWH TEPMHUHOB, KOTOpbIE CTYAEHT CHOCOOEH
UCIPABUTH MOCJIE HABOJAIIMX BOIPOCOB (JI0MycKaeTcs He OoJiee IBYyX OMIMOOK, HE
UCTIPABIEHHBIX CTyAeHTOM). CTyIeHT He CIOCOOEH CaMOCTOSITENbHO BBIICIHUTH
CYLIECTBEHHbIE U HECYIIECTBEHHbIC MPU3HAKU U NPUYUHHO-CJIEICTBEHHBIE CBS3H,
caenatb BbIBOABL. PedeBoe odopmiieHHEe TpeOyeT NONpPaBOK, KOPPEKLUH, HE
UCTIONB3YIOTCS TIOHATHS U TEPMUHBI COOTBETCTBYIOIIEH Hay4YHOU 00I1acTH.
OneHka «HeyI0BJIEeTBOPUTEIBbHO» CcTaBUTCS: OTBET NpeAcTaBiseT CcoOoM
pa3pO3HEHHbIE 3HAHUSA C CYNIECTBEHHBIMH OITMOKAMU IO BOMPOCY, MPUCYTCTBYIOT
(bparMeHTapHOCTb, HEJIOTMYHOCTh WU3J0KeHUs. CTyIeHT HE OCO3HAaeT CBA3b
oOCyK7aeMoro BoIpoca MO Owiery ¢ JpyrMMH OOBEKTaMH JAUCLIUILIMHBL
OTCYTCTBYIOT BBIBOABI, KOHKPETHU3AIMS W JOKAa3aTeIIbHOCTh H3IIOKEHUsA. Pedb
HErpaMOTHasi, HeoOX0uMasi TEPMHUHOJIOTHSI HE UCIOJb3YeTCs, CTYACHT HE JaeT

OIpCACICHHUA 0a30BBIM ITOHATHUAM. OTCYTCTBI/IC OTBCTOB Ha  BOIIPOCHI,



JOTIOJTHUTENbHBIE M YTOYHSIOIIME BOIPOCHI IPENOAABATENSl HE MPUBOAAT K
KOPPEKIIUU OIIMOOYHBIX OTBETOB CTY/ICHTA.

OueHounble cpeacTBa Mjas Tekymed arrecranuu (TunoBbie OC mo Texkymei
arrecTalMd W KPUTEPUM OLEHKH M0 KaXKIOMY BHAY AaTTeCTAllUH 110
aucuuIuinHe  «/JlokymeHTanmMOHHOe o0ecnmedYeHHe TOCYAAPCTBEHHOI0 W
MYHHIIMTIAJTBHOTO YIPABJIEHHUS»)

CobecenoBanue (YO — 1)

Bompocsl nasi  cobecenoBaHus 1O aucHUILIMHE «/loKymMeHTanmuoHHOE
o0ecreyeHne rOCyJapCTBEHHOI0 U MYHUIIUNIAJIBHOTO YIIPABJICHUS»

Paznen 1

Jaiite onpenenenne TepMruHa «MH(pOpMaLIUD».

KakuM  OCHOBHBIM  KpUTEpHSIM  JOJDKHA  YJIOBJIETBOPATH  HMH(pOpMaLui,
UCIIOJIb3yeMasi B IIPOLIECCE YIPABJICHUS?

YT0 Takoe JOKYMEHT, C KAKOH LIEJIBI0 OH MOXKET CO3/1aBaThCs?

KakoBbI OCHOBHBIE NPU3HAKU KJIaCCU(PHUKAINUN JOKYMEHTOB?

YT0 Takoe PEeKBU3UT TOKYMEHTa?

YeM NOJIMHHUK JOKYMEHTA OTIMYAETCS OT KOIMHU, KaKUe BUbI KOMU Bbl 3HaeTE?
YTO Takoe TUIIOBBIE, IPUMEPHBIE U NHAUBUAIyAJIbHBIE JJOKYMEHTBI?

UYrto noHnMaeTcs MoJ| TOKyMEHTAllMOHHBIM 00€CTIeYeHUEM YIPaBIeHUS?

Jaiite onpeaeneHue JOKyMEHTOO00POTY MPEANPUSITHS.

Pa3nea 2

B ueMm cyTh crannapTuzanuu 1oKkymeHToB? Kakue pa3padaTbIBatoTCs CTaHAAPThI?
Yro takoe yHu(pukanusa n10okyMeHTOB? C Kakoil 1eNbl0 MPOBOJAUTCA YHU(DHUKALUSA
JIOKYMEHTOB?

HazoBute 3tarbl paboThl N0 YHU(DHUKAIUMU TEKCTA CIYKEOHOTO JOKYMEHTA.
[Tepeuucnute cucremsl YCJI

JaiiTe onpenenenuto 61aHka TOKyMEHTA.

Kaxkue Bubl OJ1aHKOB JJOKYMEHTOB BbI 3HaeTe?

UeMm oTnimaaeTcst oopMiIeHHE PEKBU3UTOB 00IIIero 01aHKa oT O1aHKa muchMa?



Kakumu cnocobamMy MOKHO pacrojaratb pPEKBH3WUTHI OJaHKa, B YEeM UX
0COOEHHOCTH?

Pa3zgen 3
Kakue Buapl pacrnopsauTENIbHBIX JOKYMEHTOB HMEIOT TIpaBO U3/1aBaTh
PYKOBOJMTEIU MPEANPUATANA U OpraHU3aIMii?
KakoBbl OCHOBHBIE (PYHKIIUU PACTIOPSTUTENBHBIX TOKYMEHTOB?
[lepeuncnure OCHOBHBIC PEKBU3UTHI, UCIOJb3yeMbIe I OPOpMIICHUS TIPUKa3a U
PpacropsKEeHHUS.
HazoBute HOKyMEHTBI, KOTOpPHIE MOTYT OBITh OTHECEHBI K HWH(OPMAIMOHHO-
crpaBoYHbBIM. KakoBo ux 3HaueHue?
Kakue @opMbl MPOTOKOJOB MOXKHO HCIOJB30BaTh B  YNPaBICHYECKOU
NEATEIIbHOCTH, B UYEM UX OTInYue?
VYkaxure TpeOOBaHUS K COCTABICHHUIO U OPOPMIICHUIO aKTa.
Kak npaBuibHO 0(hOPMHUTH CIIPABKY?
VkaxkuTe Ha3zHAu€HUE CIY)KEOHOMW TMEepenucKh, Kakue BHUIbI JOKYMEHTOB
OTHOCATCSA K CITy>keOHOM nepenucke?
JlaiiTe kmaccu(UKauIo CIyKEOHBIX MUCEM.
HazoBute ocHOBHBIE TpeOOBaHUS K 0OPMIICHUIO IETTIOBOTO MUChMA.
[Iponomxure onpeneneHue: «lokyMeHTaluen rno JMYHOMY COCTaBY SIBJISIETCS ...»
Koro Mo>xHO Ha3BaTh AepKaTeieM NEPCOHAIBHBIX JAHHBIX?
Kakune kommiekchl TOKyMEHTAllMU BKJIOYAET B ceOsi KajapoBas WH(pOpMaIrmoHHO-
JOKYMEHTAllMOHHAas cuctema’?
VYkaxkuTe JOKYMEHTBI, KOTOpbIE BKJIOUAIOTCA B  KOMIUIEKC  KaJpOBOH
OpraHU3alMOHHO-TIPABOBOM JOKYMEHTALIUH.
Kakue rpynmbl TIOKyMEHTOB BXOJSIT B KOMIUIEKC NMEPCOHATBHON JOKYMEHTALIUK?
VYKaxuTe TEXHOJOTHMUECKYIO0 IEMOYKY TOKYMEHTHUPOBAHHUS MpOIecca MPUHSTHUS
KaHIuaTa Ha padoTy.
YKaxuTe TEXHOJOTUYECKYI0 LENOYKY JTOKYMEHTHPOBAHHUS Mpolecca MepeBoja
COTPYJHHUKA Ha APYTYIO JOJIKHOCTb.

B 1uem ocobenHocTH 0(hopMIIEHUS MMPUKA30B MO0 JUYHOMY COCTaBY?



Kakune 1oKyMEeHTBI BKJIIFOYAOTCSI B KOMIUIEKC OTYETHOW JOKYMEHTAIUU?

JlaliTe onpesienenne TOKyMEHTOO00pOTa.

Uto moHMMaeTcs Mo/ Opranusalmeii 10KkyMeHToooopora?

KakumMu mnpaBuiaMu HEOOXOOUMO PYKOBOJCTBOBAaTbCA MpPU  OpraHU3aluu
JIOKyMEHTO00OpOTa B OPraHe BJIACTU?

YKaXuTe KaueCTBEHHBIE XapaKTEPUCTUKU JOKYMEHTO000pOTa.

[To kakuM npU3HAKaM pa3andyaroT JOKYMEHTOIIOTOKHU?

KT0, Kak 1 ¢ KaKko# 11eJIbI0 OCYIIECTBIISET MOJICYET JOKYMEHTO000poTa?

Ha Kkakux TOJIOKEHUSX JODKHA OCHOBBIBATHCS ONTUMH3ALUS  CHCTEMBI
JTIOKYMEHTO000poTa?

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

C Kxakoil 11esbl0 pa3padaThIBalOTCA MHCTPYKLMH 1O AEIONPOU3BOACTBY, UTO B HUX
HEOOXO0MMO MPETYCMOTPETH?

VYKaXuTe TEXHOJIOTHYECKYIO MOCJIEI0BAaTEIbHOCTh 3TANOB PadOThI ¢ BXOISAIIUMU
JIOKyMEHTaMHU.

C KakoM MLeNpl0 OCYIIECTBISIETCS perucTpanus JOKYMEHTOB, Kakue (opmbl
perucrpauuu Bol 3HaeTe? B ueM uX JTOCTOMHCTBA U HENOCTATKM ?

KakoBa mocnenoBarenbHOCTh oOmepaudié nOpu  paboTe C  BHYTPEHHUMHU
JIOKyMEHTamMu?

Kak opopmisiercs cornmacoBanue npoekTa JT0KyMeHTa?

UYro BKIIIOYAET B ce€0s JOKYMEHTAJIbHBIN (POHA NpeAnpusTUs?

C xako# 1enbro nMpoBOaUTCS (OPMUPOBAHUE JEN, KaKue MPU ITOM HEOOXOIUMO
cobioaTh TpeboBaHus?

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

Kakyto nndopmanmio cogep uT HOMEHKIaTypa Jaemn?

UTo noHUMAaETCA MOJ| IKCIIEPTU30H IIEHHOCTU JOKYMEHTA?

C kakoil Lenpl0 B OpraHe BJIacTH CO3/1a€TCs HKCIEPTHAsE KOMUCCUU, UYTO SIBISIETCA
00BEKTOM €€ PacCMOTpEHUs?

Kakune kpuTepuu UCIonb3yrOTCs IIPU OLIEHKE TOKYMEHTOB?



Kakass wHbOpManmsi BEBIHOCUTCS Ha OOJOXKKY JeJia, MOJICKAIIETO XPaHSHUIO B
apXWBE OpraHa BJIACTH?

C kaxoil 11eJ1b10 B /I€JI0 TIOJIITUBAETCS BHYTPEHHSISI OMHUCH?

Kak ocymiecTBisiercst npuemM-niepeaya Jiejl B apxXuB?

Kakue Buasl uHpOpManmum MOryT OBITh MHTEIUICKTYaJIbHO IEHHBI IS
roCyAapCTBEHHOTO U MYHUIIMIIAJIBLHOTO CITyKalllero?

Yro Takoe KOHPUACHINATBHBIA JOKYMEHT?

VYkaxure kinaccupukannio KoHGUIESHIIUATbHBIX JOKYMEHTOB.

Kakne OCHOBHBIE YIpO3bl BO3HUKAIOT MpU padoTe ¢ KOH(PUIACHIMAIbHBIMU
JOKyMEHTamu?

Ykaxutre 0COOCHHOCTH BEJCHUS JIETONMPOU3BOJICTBA, OOCCIEUYUBAIOIIECTO YUYET U
COXPAHHOCTh KOH(UICHIINATBHON HHGOPMALIUKA U IOKYMEHTOB.

Uto moHuUMaeTcs Moj 3alUIIEHHBIM JOKYMEHTOOOOPOTOM, 3a CUET YEero MOXKET
ObITH OOecIieueHa ero 3amura’?

Kpurepuu ouenku (yCTHBIN 0TBET)

100-85 6GamioB BBICTABISIOTCS CTYIEHTY, €CIM OTBET IOKa3bIBa€T IPOYHBIC
3HaHUS OCHOBHBIX MPOILIECCOB HM3y4aeMOM MpeAMETHOM 00JIacTH, OTINYaEeTCs
rJIyOMHOW ¥ TIOJHOTOW PACKpPBITUS TEMbI; BIAJCHUE TEPMHUHOJIOTHUYECKUM
anmapaToM; YMEHUE OOBICHSTh CYIIIHOCTb, SBJICHUM, MPOIIECCOB, COOBITHI, 1eTaTh
BBIBOJIBI M 0000IIEHMs, J1aBaTh apryMEHTHUPOBAHHBIE OTBEThI, MPUBOIUTH
MPUMEPBI; CBOOOJHOE BIIAJICHUE MOHOJIOTMUECKOW pEYbl0, JIOTHYHOCTH U
MOCJIEA0BaTEILHOCTh OTBETA, YMEHHE NPUBOJAUTHL MPUMEPHl COBPEMEHHBIX
npoOJieM u3ydaeMoi 00J1acTH.

85-76 - OamioB - OTBeT, OOHAPYKHBAIOUIUW TMPOYHBIE 3HAHUS OCHOBHBIX
MPOIIECCOB U3y4aeMOU MpeAMETHON 007acTH, OTIMYAETCsl TITyOUHOW M TOJHOTOM
PACKPBITHS TEMBI; BJIaJICHUE TEPMHUHOJIOTUYECKUM arapaToM; yMEHUE OOBICHATh
CYIITHOCTb, SIBJICHUM, TIPOIECCOB, COOBITUH, JIeTIaTh BHIBOJBI U 000OIICHUS, 1aBATh
apryMEHTHUPOBAHHBIE OTBETHI, MPUBOAUTH TPUMEPHI; CBOOOJHOE BIAJCHUE
MOHOJIOTUYECKON PEeYbl0, JIOTUYHOCTh M MOCIEA0BATEIbHOCTh OTBeTa. OJHAKO

JIOITyCKAeTCs OJIHA - IB€ HETOUHOCTH B OTBETE.



75-61 - Gann - OLIEHUBAETCA OTBET, CBUAETEILCTBYIOIIUI B OCHOBHOM O 3HAHUU
MPOIIECCOB M3ydyaeMOW MpPEeAMETHOW O00JIaCTH, OTIMYAIOIIUNUCS HEIOCTATOYHON
IyOMHON M TIOJTHOTOW PAacKpbITUS TEMBI; 3HAHHEM OCHOBHBIX BOIIPOCOB TEOPHUU;
cnmabo  chopMUpOBaHHBIMM  HABBIKAMH  aHalIW3a  SBICHHIW,  IPOIIECCOB,
HEIOCTaTOYHBIM yMEHHEM J1aBaTh apryMEHTHPOBAHHBIE OTBETHIl M IPHBOIHTH
IOpUMEpbI; HEJIOCTATOYHO CBOOOJHBIM BIAJCHHEM MOHOJIOTUYECKOH pEeublo,
JIOTUYHOCTBIO M MOCJIE0BATENFHOCTHIO OTBEeTa. JlomycKaeTcsi HECKOJIBKO OLIMOOK
B COJCpXaHMM OTBETa; HEYMEHHE IMPHUBECTH TIPUMEp pPa3BUTHS CUTYalluH,
MIPOBECTH CBS3b C APYTUMU aCIEKTaMU U3y4yaeMoi 00JIacTH.

60-50 GamnoB - oTBeT, OOHAPYXKUBAIOUIMII HE3HAHWE IMPOLIECCOB H3ydaeMOM
OpeIMETHOW  OO0JNAaCTH, OTIMYAIOMIMHACS HErNyOOKHMM  PACKPBITUEM  TEMBI;
HE3HAHHEM OCHOBHBIX BOIIPOCOB TEOPHH, HEC(HOPMUPOBAHHBIMU HABBIKAMHU
aHamM3a SBICHHUM, MPOLIECCOB; HEYMEHUEM JaBaTh apryMEHTHPOBAHHBIC OTBETHI,
cabbIM  BJaJICHHEM MOHOJOTHYECKOW peYbl0, OTCYTCTBHEM JIOTHUHOCTH U
Moce0BaTeNbHOCTH. JlomycKaloTes cephe3Hble OMMOKU B COACPKAHUHM OTBETA;

HC3HAaHHC COBpeMGHHOﬁ HpO6H€MaTI/IKH I/I3yllaeM0ﬁ oOmacTu

CocraBureip C.B. KoBajieuko

« » 20 T




Tembl HoKIa10B, coodmennii (YO — 3)
1. Knaccudukamuss opraHu3zallmOHHO-PACTIOPSIUTENBHON TOKYMEHTALUU IO
BUJIAM  JICSITEIBHOCTH  MNPEANPUATHS, 1O  HA3HAYCHHUIO, COJACPIKAHMIO,
MPOUCXOKICHUIO, HOCUTEISIM HH(POPMAIUH.
2. OpraHn3alMOHHBIE — YCTAB, UHCTPYKLHS, MOJIOKEHUE.
3. PacniopsinuTenbHble — pEMIEHNUs, IPUKa3bl, TOCTAHOBIICHHUS.
4. CripaBOYHO - HH(POPMAITUOHHBIC — CIIPABKH, JTOKJIAJIbI, aKT.
5. [IpeTeH3uoHHO-UCKOBAs JOKYMEHTAIIHSI.
6.Jlo0kyMeHTBI, OQOPMIISIIOIIME TOPSAJOK PACCMOTPEHHUS  CIIOPOB  MEXIY
IOPUIUYECKUMU JTUIAMHU.
7.IlpeTeH3MOHHbIE THCbMa, HCKOBBIE 3asBIICHUS, TPEOOBaHUS M MOPAJOK HX
o opMIICHHUSL.
8. Ilepenucka — OJHO M3 OCHOBHBIX ()OPM KOPPECHOHJIEHIMH, €€ Ha3HAaueHUeE,

PCKBU3UTLI, YUCT U XPAHCHHC.

CocTaBuUTenb C.B. KoBajnieako

« » 20 r




Nuckyccust (YO-4)

IlepeyeHb TMCKYCCHOHHBIX T€M
1.IlpoGnema HHPOPMAIMOHHBIX PECYpPCOB B CHUCTEME TOCYIJapCTBEHHOTO U
MYHHUITUTIATFHOTO YIIPaBICHUS
2.11po6sieMbl ¥ MPUHLIUIIBI CO3AAHUS « DIEKTPOHHOTO MTPABUTEIHCTBAY
3.«DNEeKTPOHHBIN IPaKIaHUH» U TOCYIapCTBEHHAS yCIIyra
4. lnHOBalMM B JJOKyMEHTAIIMOHHOM oOecnieuennu [ MY
5.2¢b(}eKTUBHOCTH JOKYMEHTAIIMOHHOTO obecnieuenus MY
100-85 OGamioB BBICTABISAIOTCS CTYIAEHTY, €CIM OTBET TOKAa3bIBa€T IPOYHBIC
3HAHHWS OCHOBHBIX IIPOIIECCOB HW3Y4aeMOM MPEAMETHOW 00JIacTH, OTIMYAeTCS
rJIyOMHOW ¥ TIOJHOTOW PACKpPBITUS TEMBI; BIAJICHUE TEPMHUHOJIOTHUECKUM
amnmapaToM; YMEHHUE OOBSICHATh CYIIHOCTD, SIBIICHUM, TTPOIIECCOB, COOBITHM, JIETATh
BBIBOABI M 00OOIICHUS, JaBaThb AapryMEHTUPOBAHHBICE OTBETHI, IPUBOJIUTH
IpPUMEPBI; CBOOOJHOE BJIAJICHUE MOHOJIOTHYECKOM pEeYblo, JOTUYHOCTh U
MOCJICIOBATEIPHOCTh OTBETA; YMEHUE TPHBOJIUTH MPUMEPHI COBPEMEHHBIX
mpo0seM u3ydaemMoii 00J1acTu.
85-76 - OamtoB - OTBET, OOHAPYKHWBAIOUIMN TPOYHBIE 3HAHUS OCHOBHBIX
MIPOIIECCOB M3ydaeMOM MPEAMETHON 00JacTH, OTIMYACTCS TITyOMHOW M TOJHOTOM
PACKPBITHS TEMBbI; BJIaJICHUE TEPMUHOJIOTUYECKUM aIlapaToM; YMEHUE OOBSICHATh
CYIIIHOCTb, SIBJICHUH, MPOIECCOB, COOBITHIA, AEaTh BHIBOJBI U 000OIIECHUS, 1aBaTh
apryMEHTUPOBAHHBIE OTBETHI, MPHUBOAUTH MPUMEPHI, CBOOOJHOE BJIAJCHHE
MOHOJIOTHYECKOW PEUbl0, JIOTUYHOCTh M TOCJIEI0BAaTEILHOCTh OTBeTa. OIHAKO
JOTTYCKAETCs OJTHA - IB€ HETOYHOCTH B OTBETE.
75-61 - Gaym - olleHWBAETCS] OTBET, CBUACTEIHCTBYIOINK B OCHOBHOM O 3HAHUU
MPOIIECCOB M3y4aeMOl MpPEeAMETHOM 00JacTH, OTIMYAIOUIUNCS HEJ0CTaTOUYHOU
rJIyOMHOW W TIOJIHOTOM PACKPBITHS TEMbI; 3HAHWEM OCHOBHBIX BOIPOCOB TEOPHUH;
cmabo  chOpMHpPOBAHHBIMU  HABBIKAMHM  aHalM3a  SIBJICHUH,  TMPOIECCOB,
HEJOCTaTOYHBIM YMEHHEM JaBaTh apryMEHTHPOBAHHBIC OTBETHI W IPHUBOIUTH
MPUMEPBI; HEAOCTATOYHO CBOOOJHBIM BIIAJICHUEM MOHOJIOTHYECKOW pEeYblo,

JJOTUYHOCTBIO U IIOCIICAOBATCIIBHOCTBIO OTBECTA. I[OHYCKB,CTCSI HECKOJIBKO OIITHOO0K



B COAEpP)KAaHUM OTBETa; HEYMEHUE NPUBECTU IMPHUMEpP pPa3BUTUS CHUTYallUH,
IIPOBECTH CBS3b C APYTUMU aCIEKTaMU U3y4yaeMoi 00JIacTH.

60-50 GamioB - OTBET, OOHAPYKUBAIOIIMK HE3HAHHUE IIPOIIECCOB H3ydaeMOM
npeaIMeTHOW 00JacTH, OTJIMYAIOIIMICS HETIyOOKHM  PAacKpbITUEM  TEMBI,
HE3HAHHEM OCHOBHBIX BOIIPOCOB TEOPHUH, HECHOPMUPOBAHHBIMH HaBBIKAMU
aHanu3a SBJICHUM, MPOIECCOB; HEYMEHHEM J1aBaTh apryMEHTHPOBAHHBIE OTBETHI,
cllabbIM BJIAJICHUEM MOHOJOTHYECKONW peYbl0, OTCYTCTBHEM JIOTHUYHOCTH H
nocJieI0BaTeIbHOCTU. JlOMYyCKAIOTCSl CEphe3HbIEe OLUIMOKU B COJEPKAaHUU OTBETA;

HE3HaHUE COBPEMEHHOU MPOoOIeMaTHKU U3ydaeMoi 00iacTu.

CocraBureip C.B. KoBajieuko

« » 20 T

KoMmuieKT 3ajaHuii Ui KOHTpoJibHOM padoTrel (ITP-2)

Bapuanr 1

3aganue |

OTMETKY O HaJW4YWU TPHUJIOKEHUS, Ha3BAHHOTO B TEKCTE MUCHbMa, O(QOPMIISIOT
CJICTYIOIINM 00pa3oMm:

[Ipunoxxenue: B 6 5k3. - Ha 7 71

3aganue 2

OtmeTKky 00 ucnonHUTeNe 0POPMIISIOT CIEAYIOIHUM 00pa3omM
Cunoposa Bepa I[lerpoBHa, cexperaps — Ten. 2 — 40-40-40
Bapuanr 2

3ananue 1

HcnipaBbTe rpud coriacoBaHus:

«CornacoBaHo» Jara

Hupextop OAO «Pyoun JIB»

JInunas moamnuch A.B. IBanos



3ananue 2

Busza cornacoBanust ohopmMIsieTcs CleayomuM o0pa3oMm:

PykoBoauTenb 1opuandeckoro otaena JInyHas moamnuch A.C. Oprnos
Bapuanr 3

3aganue 1

[Tongmucn 2 MOMKHOCTHBIX JIMII B JIOKYMEHTE OQOPMIISIOTCS  CIIEAYIOITUM

oOpazom:

['maBHBIN Oyxranrep Jlnunag moanuch
nerposa O.M

PexTop JInynas moanuck

CunopoB Oner HukonaeBud

3anganue 2

BHecute ncnpaBiieHHs B PE30JIIOLHIO:

[Ipoury moaroToBUTE NPOEKT

Pemenus nmo nocraBkaM 0o00py10BaHUs

k 05.10.2012

JInganasg nmoanuce

Jlata

NBany MBanosuuy IlerpoBy u Crenany MiBanosuuy CugopoBy

Pa3nen 2

Bapuanr 1

3ananue |

CocTtaBbTe OTMETKY O IMPUJIOKEHUH, KOTOPOE COCTOUT U3 Mpalc-IncTa Ha 6
JMCTax B 2 3K3EMIULSIPAax ¥ U3 AOJDKHOCTHOM MHCTPYKIMM Ha 3 JICTaxX B 5
DK3EMILUTAPAX

3aganue 2

CocTaBbTe BU3y COINIACOBAHMS (BBl HAYAJIBHUK OTJIENA CTPATETUYECKOTO
IUIaHUPOBAHMUS, faTa BusupoBanus — 21 despans 2015 rona, y Bac ecTh 3aMeyaHus
10 JIOKYMEHTY)

Bapuanr 2



3ananue 1

CocraBbTe OTMETKY O NMPUJIOKEHNN, KOTOPOE COCTOUT U3 Mpaiic-IucTa Ha 6
JUCTaX B 2 AK3EMIUISIpax U U3 JOJHKHOCTHOM MHCTPYKIIMH Ha 3 JIMCTaxX B 5
AK3EMIUISIpax; U3 MPOEKTA MpUKa3a Ha 2 nucrtax B 1 sx3emiurapax. [Ipunoxenue
HAIPaBJISAIOT HE BO BCE YKa3aHHbBIE B JOKYMEHTE ajipeca.
3aganue 2

CocraBpre pesomornuio (Bel 21 deBpans 2015 mopywyaete Anne HukonaeBHe
[leTpoBoii MOATOTOBUTH MPOEKT MpHKa3a 00 CO3AaHUM OTJe]a MMYIIECTBEHHBIX
otHoIeHu# 10 28 despainst 2015 roga)

Bapuanr 1
3ananue 1
[TocTynnenue JOKYMEHTOB B OPraHU3aLMIO U UX MepBUYHAs 00paboTKa
Bapmanr 2.
3ananue 1
Onpenenure cocTaB JODKHOCTHBIX JIMI, Y4YacTBYIOIIMX B 00paboTke U
WCIIOJTHEHUH TOKYMEHTOB.

Bapuanr 1
3ananue 1
CocTaBbTe JOKYMEHT C IIPOCHOOI 0 mpueMe Ha paboTy Ha JOJKHOCTH MHXKEHEpa-
nporpammucta B otaen kaapoB KI'VII «/lanboHepro» Ha MOCTOSHHYIO PadoTy.
Henocraromnue peKkBU3UTHI YKOKUTE camMoCTOATeNbHO. OOOCHYHTE BBIOpAaHHYIO
TEXHOJIOTHIO TIOJITOTOBKH JIOKYMEHTA.

3amganue 2
Hcnonb3yst BO3MOXKHOCTH TekcToBoro mporeccopa MS WORD, cocraBbTe
nucbMo-nipuriamenne Kpaesoro komiemka ropojia ApceHbeBa ¢ MPeIoKEHUEM
OPUHATH yYacTHE B HAyYHO-TIpakTH4eckor KoHpepennuu «l[IpumeHnenue
nH(OPMAITMOHHBIX TEXHOJIOTUH B 00yueHun». Hegocraronme peKBU3HTHI YKAKUTE
camocToATeNbHO. OO0OCHYITE BHIOPAHHYIO TEXHOJIOTHIO MTOATOTOBKU JOKYMEHTA.
Bapuanr 2

3amanue 1



Hannmure npuka3 rerepanbHoro aupekropa MVYIIAT  «Hoseiii Ypenroi» o
npueme Bac Ha pabory Oyxraarepom. OOOCHYHTE BBIOpaHHYIO TEXHOJIOTHIO
MOATOTOBKHU JOKYMEHTA

3ananue 2

CocraBbTe mpukaz o0 ocBoOOXKAeHMH Bac or paboThl yuuTenem OHOJOTUHU B
MBOY COILI Ne 12 B cBsi3u ¢ niepee3IoM Ha HOBOE€ MECTOKUTEIbCTBA. OOOCHYMTE
BBIOPaHHYIO TEXHOJIOTHIO TOJATOTOBKH IOKYMEHTA

Bapuanr 1

3ananue 1

Peructpanust 1OKyMeHTOB, (DOPMBI U HPHUHITUIIBI PETUCTPALIUH.

3ananue 2

3aperucTpupyiTe NpeoKEeHHbIE JTOKYMEHTHI.

Bapuanr 2

3ananue 1.

CocTaB KOHTPOJUPYEMBIX JOKYMEHTOB U MOPSAJIOK OCYUIECTBICHUS KOHTPOJIS.
3aganue 2

JlocTaBbTe NOKYMEHT HAa KOHTpPOJb, OPOPMHUB HPH 3TOM BCE HEOOXOAMMBIE
PEKBU3UTHI.

Bapuanr 3

3ananue 1

NudopmarmonHo-cripaBouyHasi paboTa HaJl JOKyMEHTaMHU.

3aganue 2

.OdopmMuTe perucTpallOHHO-KOHTPOJIBHYIO KapTOUKy Ha MPeIOKEHHBIH
JOKYMEHT.

Bapuanr 4

3aganue 1

[TonsiTHEe HOMEHKIIATYpa eI U €€ POJIb B OpraHU3aluu padoThI C TOKYMEHTAMHU.
3amanue 2

IIpencraBpTe TEXHOJOTUIO W3TOTOBJICHUS] MHAUBUYaIbHON HOMEHKIATYpP JEN B

BHUJIE OPTaHU3AIMOHHON CXEMBI.



Bapuanrt S

3aganue 1

IlpaBuna dhopmupoBanus ei.

3aganue 2

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

Bapuanr 6

3aganue 1

Kowmrieke paboT, IpOBOAMMBIX CITYKOO0# JEIOMPOU3BOACTBA MPU CAA4Y€ B apXHB
JIOKYMEHTOB OpraHU3alluu.

3aganue 2

ChopmynupyiiTe 3aroiaoBKU 1€, AJIsl IPEIJI0KEHHBIX IOKYMEHTOB.

Bapuaunr 7

3ananue 1

TpeGoBanus K 0POPMIIEHUIO AEI MIPU CAAYE UX B APXUB

3aganue 2

.Odopmute onucu Jesl MOCTOSHHOTO XPAaHEHUSs, MOJJIEKAIUEe cllaye€ B apXWHB.
Bapuant 8

3ananue 1

KaxkoBbl npuHniuna ¢GopMupoBaHus .

3aganue 2

.O3HaKOMbTECh C TMPHUBEACHHBIM (PParMEHTOM HOMEHKIATYphl €, YKaKHUTE
OIMUOKYU U MIPEACTaBbTE MPABUILHBINA BapUAHT.

Bapuant 9

3aganue 1

[IpaBwiia cocTaBieHUs OMUCEH €Nl TMOCTOSHHOTO W BPEMEHHOrO XpaHEHUSI.
3aganue 2

CocTraBbTe 3aBEpUTEILHYIO HAJIMKUCh Ha JeNia K cJlaue B apXUB.

Moayas S

Bapuanr 1



3aganue 1
Yxaxute M®I] Bo BiraguBocToke
3ananue 2
Yrto Takoe IPUHIIUI «OHOTO OKHAY»

Bapuanr 2
3ananue 1
Ykaxure M®I] B [Ipumopckom kpae
3ananue 2
Yro takoe CMOB?

Kputepum oneHku:

10 OGannoB BBICTABISETCS CTYACHTY, €CIU COJEPXKAHUE TEMBI TOJHOCTHIO
PaCKpBITO, HET 3aME€UaHUuil 0 OPOPMIICHUIO paOOThI, HA MPAKTUYECKOM 3aHSATUU
CTYJIEHT JeJIaeT YCTHBIA JOKJIaJ 110 TIPEICTaBICHHOMY B pedepare MaTepuaty
7 6aIoB BBICTABIISIETCS CTYJICHTY, €CJIU COJIEPKAHUE TEMbI MOJTHOCTHIO PACKPHITO,
HET 3aMeuyaHuii o oQopMIICHUIO palbOThl, paboTa MmpeacTaBisieTcss 0€3 yCTHOTO
JOKJIa/a.
50as10B BBICTABJISIETCSl CTYJIEHTY, €CIIH COACPIKAHNUE TEMbI TTOJHOCTHIO PACKPHITO,
€CTh 3aMedaHus Mo opopMIIeHHIO PaboThl, paboTa mpeAcTaBisieTcss 0€3 YCTHOTO
JOKJIaaa
3 Oamnma BBICTABISACTCS CTYICHTY, €CIH COJAEpXKAHUE TEMBl PACKpPBITO HE
MOJIHOCTBIO, €CTh 3aMe4yaHusi o Oo(popMIIEHHUIO padOThl, paboTa MpeACTaBISETCS

0e3 yCTHOTO JOKJIaaa

CocraBureip C.B. KoBajieuko

« » 20 1.




Keiic —3agaun (IIP-11) mo mucuunianne «/lokymeHTanuoHHOe oOecmevyeHue

roCy1apCcTBEHHOT0 1 MYHUIIMIIAJIHHOT0 YIIPABJICHUSD)

JIoKkyMeHThl HEOOXOJMMO MOATOTOBUTH, HUCIOJIb3Ys] BO3MOXKHOCTH TEKCTOBOTO

nporeccopa MS WORD. O6vem kelic-3amauyu pacCuMTaH Ha BBIMOJHEHUE B

teueHue 15-20MuHYT.

Keiic —3agaua 1

1. Ilensb keiica

OdopMUTh pacriopsHKEHUE COMIACHO YIPABIEHYECKON CUTYAINH
Iean keiica:

OdopMuth npukas Mo OCHOBHOM JI€SITEIILHOCTH:

Ne 124 ot 23.02.2015,
HAaMMEHOBAaHUE OpraHu3aluu:
MunucrepcTBo 006pazoBanusi PO
Pocculicknii rocy1apCTBEHHbI YHUBEPCUTET

(PITY)

MECTO COCTaBJICHHS IpUKa3a: r. MockBa

3arosioBok: OO0 oOecrneueHnn CTyIeHTOB y4eOHOM JIUTepaTypoit
Koncrarupyromas 4acrs:

B cootBerctBuu ¢ mpukazomM muHuctpa ot 10. 01. 2015 Ne 214 «O6
o0ecrnieueHuu CTYAICHTOB yUeOHON TUTEpaTypOi»
PacniopsiqutenbHas 4acTs:

1. 3aBenyromeir Oubnmorekoit I'. WM. CronspoBoid oOpraHu3oBaTh MPOBEPKY
cocTosiHusI (POHIOB Y4eOHON JUTEpaType M COCTaBUTh CIPABKY O HAJIUYUU
y4eOHUKOB, YYE€OHBIX TMMOCOOMI, METOJAUYECKHX pPa3paboTOK MO0 BCEM
JUACLUIIINHAM, YUTAEMBIM B YHUBEPCUTETE, K 28. 02. 2015.

2. 3aBenyrommM KadenpamMu TPENCTaBUTHh 3aBEAYIONICH OWOIMOTEKOW CIUCKH
y4eOHOU InuTepaTyphl (C YKa3aHHEM KOJUYECTBA DJK3EMIUIIPOB), KOTOPYIO
HEO0OXOJIMMO 3aKyMUTh JiJI1 00€CIICUeHUsI CTYJICHTOB IO YHUTaeMbIM Kadeapoit

mucnummaamy, K 05. 03. 2015.



3. byxranrtepun (rn. Oyxranrep B. I'. I[laBmoB) yHmMBepcuTeTa BBIICIHUTH
OubIMOTEKE CPECTBA, HEOOXOAUMBIE JIJIS 3aKYIKH YYEOHOM JIUTEPaTypHhI.
4. KoHTposb 3a UCHOJIHEHHWEM IpHKa3a BO3JOKUTh HAa HayalbHUKAa y4eOHOTO U
otaena U. I1. ['oproHoBa.
IHoamucu:
pekropa ynusepcurera FO.H. Adanacrea
3apeaytromen onommotekorr [ W. Cromsposa 21. 02. 2015
HavajgpHUKa ydeOHoro otnena . I1. 'opronos 21. 02. 2015
rimaBHoro Oyxrantepa B. I'. [Tasnos 21. 02. 2015
Keiic —3axaya 2
Llens kerica
OdopMuUTh pacops’KeHHE COTIAaCHO YIPABICHUYECKON CUTYAIIUU:
Ne 73 ot 14.11.2015,
HaMEHOBAaHHUE OpPraHU3AIUU:
KI'VII «IIpumTennosnepro»
MECTO COCTAaBIICHHS pacnopsKeHUs: BraanBocTok
3arosioBok: OO0 ydacTuu B npa3aHU4HOM [lepBomaiickoil neMoHcTpanuu
Keiic - 3a1aua 3.
Llens:
CoctaButh ¥ 0O(OPMUTH JIOKJIAJIHBIC, U OOBICHUTEIBHBIC 3aIUCKH,
HEO0OXOMMbIC B CIACAYIOIMIUX YIPABICHUYECKUX CUTYAITHSX.
Onucanue cuTyaumuu
3amectutenb HauvaidbHHUKa [Ipou3BojcTBEHHOTO 00BeauHeHUs: «MOCKOBCKas
ropojckas tenedonnas cetb» (MI'TC) Munucrepctsa cBsizu PO [[ybos M. U.
oOpatuiics K Ha4aJbHUKY CHEIUAIBHOTO yHpaBieHUs TeaehOHHON CBSI3U TOTO
e muHucrtepctBa AkceHoBy ['. C. ¢ JOOKIagHON 3amUCKOW O BBIICICHUH
OpSMBIX TPOBOJIOB W HAa3HAYCHWHM TeNe()OHHBIX HOMEPOB Ha JIOTOBOPHOM
ocHoBe. B nmokmannoi 3anucke M.U. JIyOoB cooOiian o ToMm, 4TO B CEHTSIOpe
Tekymiero roga oobenuuenuem (MI'TC) ObLIH MOATOTOBICHBI U COTIIACOBAHBI C

['MaBHBIM MJIAHOBO-(PMHAHCOBBIM yIpaBiieHHueM MunucrepcTBa cBsizu PO



JIOTOBOPBI C HOBBIMU a0OHEHTaMu. {7 BKIIIOUEHHUS] YKa3aHHBIX aOOHEHTOB B
ceTb nepenaun naHHbIX «MHpOTET» ¢ 1 mexabps Tekyiero rojga HeoOX0IUMO
BBIJICJICHHE TIPSIMBIX MPOBOAOB. B cBs3u ¢ 3tuMm r1-H JlyOOB BBIIBUHYI
NPEJIOKEHHE O BBIACICHUM MPSIMBIX MPOBOJOB M Ha3HAUYCHUHM Telne(OHHBIX
HOMEPOB Ha JIOTOBOPHOW OCHOBE yKa3aHHbIM aboHeHTaM. JlokiagHas 3amucka
Obl1a cocrapiieHa ucnosHuteneM OpioBoil u noanucana Jyoossim M. U. 12
HOSIOpS TEKYIIETo Tofa.

Keiic —3amaua 4.

Llens:

CoctaButh ¥ OQOPMUTH JOKJIAIHbIE, H OOBICHHUTEIbHBIE 3aIMCKH,
HEOOXOJMMbIE B CIIEYIOIINUX YIIPABICHUYECKUX CUTYyaIHsIX.

Onucanue cuTyauuu

Corpynauk MVYIIAT «HoBeiit VYpenroit» M. M. MypomoB peryiasipHO
omazipiBaJl Ha paboOTy, YeM Hapylial TPYIOBYI IUCHUIUIMHY. HauanmpHuk
oprannszanuoHHoro otraena lllymmwimaa K. B. HeogHOKpaTHO aenanma emy
3ameudanus (B yctHOM (dopme), a 12 uioHsS TeKylero rojaa Oblia BBIHYXJICHA
oOpaTUThCS C JaHHBIM BompocoM K aupekrtopy CenoBy A. B. ¢ moknaaHou
3aIMCKOM, B KOTOPOM MPOCHJIA NMPUHATH MEPHI JUCLHUIUIMHAPHOIO Xapakrepa K
M. M. Mypomosy.

Keiic — 3axaua S.

Llens:

CoctaButh W OQOPMHUTH JOKJIAIHbIE, U OOBICHHUTEIbHbIE 3aIMCKH,
HEO0OXOMMBbIE B CIAEAYIOIINX YIPABICHYECKUX CUTYAIUSX.

Onucanue cuTyanuu

PykoBogutens otaena HOBbIX mnpoekToB TokapeBa O. B. oOpatumach k
['enepansHoMy nupektopy OOO «Mactep» r-uy A.Jl. MeBneBy ¢ AOKIagHOM
3aMMMCKON O HEOOXOAMMOCTH YBEIWYCHUS INTATHOW YUCICHHOCTH OTAena. B
noknaaHou 3anucke TokapeBa O. B. cooOmana o ToM, 4TO B HACTOSIIEE BPEMsI
JUIsL YCIIEITHOM paboThl areHTCTBa HEOOXOIMMO YyBeIHuUeHHE 0a3bl JAHHBIX O

INOTCHIHAJIBHBIX KJIMCHTAaX. ITo ee MHCHHUIO, OJHUM H3 HauoOoJiee pE€aldbHbIX



NyTel pacmMpeHns O0a3bl JAHHBIX SBJSETCS MOCTOSHHBIA aHalu3 CpPEICTB
MaccoBoil WH(pOpMANMKM, B YAaCTHOCTH Tpecchl (mHbopmarms o Hambosee
KPYIHBIX KJIMEHTaX areHTCTBa Obla MOJy4YeHa U3 aHAJIMTUYECKOTO >KypHaa
«Jkcnept»). B cBA3M ¢ Tem, 4YTO OTHEN B €ro HacrosdwmeM cocTtaBe (5
COTPYIHUKOB) HE HMMEET BO3MOXKHOCTHM OPraHH30BaTh MOJPOOHOE H3yyYeHUE
aHanuTuueckux u3ganuii, TokapeBa O. B. cuurtaer nemecooOpa3HbIM BBECTH B
HITaT OTAENA JIBE JOJKHOCTU MEHEIKEPOB ISl M3YUEHUS U aHajIu3a MPECCHI C
LEIbI0  BBISIBJICHUS TOTEHIUAIbHBIX KJIMEHTOB, a TakXKe MOJTOTOBKH
ornepaTuBHOM uWH(poOpManuu o mojoxeHnn Ha peiHke CMU B dopme
€XKEHEACNbHBIX 0TYETOB. B mokianHoi 3anucke TokapeBa mpeioxuia Ha 3TH
JOJDKHOCTH O100paTh COTPYIHUMKOB M3 4YHUCHIA CTYAEHTOB 4-5 KypcoB
(dakyabpTeTa )KYpHATUCTHKHU J[aIbHEBOCTOYHOTO (pe1epaJIbHOr0 YHUBEPCUTETA

Kpurepuu oneHku 1J1s1 Keidc-3a1a4:

Ne m\im IMoxka3areanb Ouenka

1 3amanue BEIIOJHECHO, B OCHOBE OTBETA JIC)KHT 3HAHHC 5

TCOPHUH, TCPMHUHOJIOIHA KOPPCKTHA

2 3aIIaHI/IC BBIIIOJIHEHO, B OCHOBC OTBCTa JICXKHUT 3HAHHC 4
TCOpPHUHU, HO B AJITOPUTMC BLIIIOJIHCHUA U B I/ICHOHBSyCMOﬁ

TCPMHUHOJIOTHHU BCTPCHAIOTCA HCTOYHOCTH

3 BaﬂaHI/Ie BBIIIOJJTHCHO YaCTHUYHO, B aJITOPUTMC BBIIIOJTHCHHA 3

n B HCHOJ’IBSyCMOﬁ TCPMHUHOJIOI'NH BCTPCHAIOTCA

HETOYHOCTH
4 3a1aHre HE BBITTOJIHEHO 2
CocraBuTtenb C.B. KoBajieako

« » 20 .




TecroBble 3ananus (I1P-1) mo nucuuninne «/lokymeHTalIlHOHHOE
o0ecneyeHne rocyJapCTBEHHOr0 U MyHHMIMNAJIBLHOTO YIIPABJIEHUSA

TectoBBIC 3aJaHus BKIIOYAOT JOCTATOYHO 0O0IBIION AWara3oH BapHUaHTOB,

4TO, Y4YHUThIBAd CXKATOC BpPCMA, OTBEJIEHHOEC Ha TCCTUPOBAHUC, HNCKIIIOYACT

BO3MOXHOCTBb COBIIaACHHA OTBCTOB U ITO3BOJIACT 00BEKTHBHO OLICHUBATL 3HAHUA

CTYJEHTOB.
1. BeiOepute npaBUIbHBIN BapuaHT OTBETA

JIOKyMEHTOBEIEHHE - ITO

A) PaboTa ¢ moKkymMeHTaMUu COCTaBJICHHE, UCIIOTHEHHE, 00padoTKa.

b) Kommuiekc paboT ¢ rOTOBBIMH IOKyMEHTaMU

B) JlesrenbHOCTH anmapara  yIOpaBJICHUs, OXBaTbIBarolas
JOKYMEHTUPOBAaHUS M OpraHu3auuu paboThl C JOKYMEHTaMHU B
OCYILIECTBIICHUS UM YIPaBJIEHUECKONW (DyHKIUU.

I') Hayka o npaBuiax opopMiieHus: aIMUHUCTPATUBHBIX JOKYMEHTOB
2.CooTHecHTE MOHATHUSA C IPOLECCAMUA JOKYMEHTOBEACHUS:
1.JlokyMeHTUpOBaHUE.

2.0Opranu3zanus padboThl C JOKYMEHTaMH.

BOIIPOCHI

nporecce

A) mporecc WIM COBOKYIMHOCTH TMPOIIECCOB IO TIOJTOTOBKE, COCTaBJICHUIO,

COTJIaCOBaHUI0, O(POPMIIEHUIO U U3TOTOBIICHUIO TOKYMEHTOB.

b) xomreke paboT ¢ TOTOBBIMH JJOKYMEHTAMH, CO3/IaHHBIMU MPEINPUATHEM HIIN

IIOJTyYEHHBIMU U3 BHE.
3. Beibepute npaBuiIbHBIN BapHAHT OTBETA
Kakue 10KyMEHTBI OTHOCATCS K HOPMATUBHBIM?
A) Ilonoxenue

b) 'OCT

B) nHCTpYKIMS IO 1€T0NPOU3BOJCTBY

I Ercaoy

4.PacnipeienuTe JOKYMEHTHI IO TPYIIIIaM:

| .opranu3aimoHHbIE

2.pacnopsAIUTEIIbHBIE



3.uH(pOPMAITMOHHOCTIPABOYHBIE.

A) akt; b) nonoxenue; B) mpukazel 1') copaBku; [l) uHcTpykuuu; E)
pacniopspkenust; JK) TpynoBas kHIKKa; 3) moctaHoBienus; 1) ycras.
5.YcraHnoButre cootBercTBUE crenudukanud U popm peun: 1. ycTHas;
2.muchbMeHHas; A) pedb 3Bydalas, CoO3JaeTcsi B Mpolecce oOmieHus; b)
rpaduyuecKku 3aKperieHHas.

6.Br16epuTe npaBUIBHBINA OTBET:

KHKHBIN 1 pa3roBOPHBIN CTUITN Pa3IMYAIOTC 11O .

. A) 1ensAM U cpelicTBaM UX UCIOJIb30BAHMUS;

b) anpecary peuu;

B) Konm4ecTBy JIEKCUYECKUX €IMHULL, BXOIAIINX B COCTAB TEKCTA,;

I') none3HoCcTH UCTIOIH30BAHUSL.

8.YKa)XHTe CTUIIb TEKCTA!

['poMagHas MOIIHOCTh MMIYJIbCHBHBIX JIA3€POB IO3BOJISET IPOBOAUTH JIOKALMIO
JyHbl. DTO TIOMOTAaeT, ONpenenseT (PyHIaMEHTAJbHbBIE MapaMeTPbl CUCTEMBD)
3emius-JlyHa» ¥ Ha STOH OCHOBE PELIUTh MHOTME MPOOJIEMBbl TI'€OJUHAMHKH,
reo0J1e3uM, ACTPOHOMHUH.

A) myOIUIIUCTUYECKUT

b) odbunmansHo-nem0BOM

B) HayuHbIii.

9.BriOepuTe npaBUIIbHBINA OTBET.

Kaxkune ycTpoicTBa BXOIAT B OCHOBHOM COCTaB KOMITbIOTEpa?

A) cuctemnslii 0650k b) MonuTop B ) knmaBuarypa I') mbimb J[) xommuiekc
mynbtumenuu E) npunrtep XK) ckanep.

10. 3akoHuunTE OMNpeEIEIICHUE.

Nudopmarusa-sto.. A) cBefeHne 06 00bEKTaxX M SBICHUAX OKPYXKAIOIIEH Cpepl,
UX MapaMeTpax, CBOMCTBAX M COCTOSIHUM, KOTOPBIE YMEHBIIAIOT MMEKLIYIOCS O
HUX CTENEHb HEOINpPEACIICHHOCTH, HEOCBEJOMIIEHHOCTU. b) cBeneHust o mporecce

BOCIIPUSATHS, Tepefayrl Kakux-Tu00 CBEACHUM 00 OKpyXKaromieil cpeae, ux



napaMmeTpsl, cBoicTBa. B) cBegeHust 00 UCTOYHHKE, U3 KOTOPOTO MOKHO Y3HATh
KaKue-1m00 TaHHbIE.

11. BeiOepure npaBUIbHBIA OTBET.

JloroBop-3T0..

A) cornamieHue Mex1y NpernpuHUMATEISIMU O COTPYIHUYECTBE.

b) cornamenue AByX MM HECKOJBKHUX JHI[ 00 YBOJBHEHHH, U3MEHEHUH WU
MPEKPAIICHUH I'PaKTaHCKUX MPaB U 00A3aHHOCTEM.

B) nucbMeHHOE corniaiieHne MeXJy CTOPOHAaMHU, B KOTOPBIX yKa3aHbl UX MpaBa U
00s13aHHOCTH.

12. 3akoHYUTE NMPENIOKECHUE.

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

13. BriOepuTe npaBUIbHbBIN OTBET.

C kakoro Bo3pacta BO3MOXHbI TPYZOBbIE OTHOILLICHHUS?

A) c 13 ner.

b) ¢ 14 ner.

B)c 18 ner.

14. 3akoHunTE MPEIOKEHHE.

KomMmmepueckuii A0roBOp MO TOBOJAY KYIUTU-TIPOJAKHW paboueid Cuibl U ee
UCITIOJIb30BAaHUS HAa3bIBACTCS:

A) TpyZI0BOI1 TOTOBOD

b) noroBop nmoapsina.

B) norosop apeHibl.

') KoHTpaxT.

15. Onpenenute UCTOPUUECKUE TEPUOIBI JETONPOU3BOACTBA.

1.1810r. 2) 16-1788B. 3) 1720r. 4)1917-1991rT.

A) NIpUKa3HOE;

b)nenonpon3BoACTBO COBETCKOM AIOXH;

B)xonnexckoe;

') Munucrepckoe.



16. VYkaxute npaBUIbHBIN OTBET:
3aKkOHOAATENbHbIE aKThl, KOTOpbIE BIMSUIM Ha paboTy ¢ opuUIUATbHBIMU
JIOKyMEHTaMU B IIPUKA3HOM JI€JIONPOU3BOJICTRE:

1) momerta; 2) cyneOHuk; 3) BeIMHCKa; 4) mTaT; 5) coOOpHOE H3IIOKEHHE; 6)
npuKas;

17. YxaxuTte npaBuIbHBIN OTBET:

B kakom roxy Obun pa3paboTaHbl 001ECOI03HBIE CTAHAAPTHI HA TOKYMEHTHI?
A) 1963; b) 1917; B) 1964, I') 1920; /1) 1959; E) 1970.

18. YkaxxuTte npaBUIbHBIN OTBET:

Kakue HOpMaTUBHO-METOAUYECKHE JOKYMEHTHI 110 BOIIPOCAM JIETONPOU3BOICTBA
obu n3gadel B 1970-1980 r.r.?
A) peryiaMmeHTbl, MHCTPYKIMHU, TTHChMa
b) mpuroBopsl, rpaMoThI, TPUKA3HI;
B) EI'CH, 'OCThsl, knaccudukaTopsl;
I') peructpanmonHsie (GOPMBI, BXOASIIMA U UCXOIAIIMNA JOKYMEHT.

19. BriGepuTte npaBUIIbHBIN OTBET:

Cuctema MeTOJOB U CcHocoOOB cOopa, mepedadyu, HAKOIUICHUs, 00paboOTKH,
XpaHEeHUs, TPEJCTABICHUS W UCIOJIb30BaHUS WHGOpPMAIIMM HA OCHOBE
IIPUMEHEHUS TEXHUYECKUX CPEACTB - 3TO ...

1) Texunonoruu JJ0OY

2) Texuonorus

3) UndopmanmonHas TeXHOIOTUs
4) OducHbie TEXHOJIOTUU

20) Beibepute nmpaBUIbHBIN OTBET:
Texnonoruu JIOY knaccuduiupyroTcs Ha:
A) TexHOJIOTHIO 00paOOTKH BXOJAUINX U UCXOAAIIUX TOKYMEHTOB;
b) Texnonoruto nepenayn HHGOPMAIMK UCTIOIHUTEIIO;
B) TexHonoruto o6paboTku JOKyMEHTHON HH(POpMALINH;
[') TeXHOIOTHIO OTIIPABKH IOKYMEHTA.

21. CooTHecuTe OpraHu3almoHHbIE (OPMBI 1ETOTPOU3BOICTBA.



A) llenrpanu3oBannyio; b) nenenrpann3oBannyio; B) cmerannyro.
1) Yactp omepaumii padOThl C JOKyMEHTaMU HPOBOAUTCS LEHTPAIU30BAHHO, a
Jpyrasi 4acTh OIepaliii BbIMOIHAETCS B CTPYKTYPHBIX MOJPA3ACIICHUSIX;
2) Bce TexHoyorMUecKHe orepanuu mo paboTe ¢ ITOKYyMEHTAaMU BBITIOJHSIOTCS
OJIHUM CIEeUATTM3UPOBAHHBIM CTPYKTYPHBIM MOJPA3ACIICHUEM;

3) dopma xapakTepHa AJisi OpraHHU3allid, CTPYKTypa KOTOPOH TEeppUTOPHAIBHO
pa3o01ieHa.
22. Cootnecute PyHkiuu ciyxos JJOY.

A)  texHonmoruueckue., b)  KoHTponbHBIE., B)  OpraHuzalMOHHBIE.,
[)meTonuueckue.
1.pa3zpaboTka HOMEHKJIATYpbI A€l
2.MOAr0TOBKA MOCTYMAKIINX JOKYMEHTOB K JOKJIa1y pyKOBOJCTBA

3.perucTpanus TOKyMEHTOB
4.KOHTPOJIb 32 MPABUIHLHOCTHIO OPOPMIICHUS JOKYMEHTOB
5.pa3paboTka 0JIAaHKOB JJOKYMEHTOB
6.0praHu3aius XxpaHeHus JOKyMEHTOB

7.IpOBENEHUE COBEUIAHUN KOHCYJIbTAIUI
8.opranuzanus paboThl apxuBa., 9.00ecrieueHne XpaHEHUs JIe7T U OMEePaTUBHOIO
UCITIOJIb30BAHUS JJOKYMEHTOB.
23. CooTHEcHTE CTPYKTYpHI ciryx0 JIOVY.
A) ynipaBrieHue JenamMu
b) rocynapcTBeHHBIC TPEATIPUSITHS

B) O6uue otaensl.
1. ecntu pabora C JOKyMEHTAaMH BBITIONHSAETCS B TpYyIIax IHCEM, ydeTra u
pETUCTpALNU, SKCIICIULIUAX, APXUBAX, U BO3TJIABISIET - HadallbHUK oTaena JJOVY.
2. ecnu paboTa ¢ JOKYMEHTaMH BBITIOJNHSETCS B WHCIEKIMSAX, CEeKpeTapuarax,
MIPOTOKOJIBHBIX OIOPO, OT/EaX MUCEM U T,J , BO3TJIABISCT yIPABIISIONINM JCIaMU.
3. ecu paboTa ¢ TOKYMEHTAaMHU BBITTOTHACTCS B KaHIICISIPUH, B TPYIIIax KOHTPOJIS,
MMCEM, apXUBaX, BO3TIABIISIET 3aBEIYIOIIUI OT/ICTIOM.

24. Bribepute npaBUIbHBIA OTBET



Kareropun paOOTHHKOB, OTHOCSIIMXCS K CIOyX0€ JOKYMEHTAI[MOHHOTO
o0ecrneueHus:
A) pyKOBOJIUTENN
b) cekperapu
B) cnenmanuctol
') apxuBaTopsI
J1) TeXHUYEeCKHE UCTIOJTHUTEIIH.
25. BriOepuTe npaBUIIbHBIN OTBET
Cnyx0a JOKyMEHTAILMOHHOI'O 00€CIeUeHUs YIPABICHUS OCYIIECTBIISIET padoTy
A) 10 COCTaBJICHUIO TOKYMEHTOB
b) ¢ roToBBIMU TOKYMEHTAMHU
B) mo obecreueHuio ympaBieHHUS MPEANPHUATHI IO CPEACTBAM JIOKYMEHTHOMN
uHbopMaIuu
') mo cocraBneHuo u paboTe ¢ TOKyMEHTAMHU.
Kputepun oneHKH 1JIs1 TECTOBOTO 3aJaHUS
Kpurepun onieHkH:
3a KaxAblid TpaBUJIbHBIN OTBET — 1 Ga.
3a HenpaBWIbHBIN 0TBET — () GasIoB.
90 — 100% - 5 (OTnuuHO)
80 — 89% - 4 (Xopomo)
60 — 79% - 3 (Y 10BIETBOPUTEIHHO)

meHee 60% - 2 (HeymoBiaeTBOPUTEIIBHO)



JesioBas (poJieBasi) Urpa o JAUCHUILIMHE «/[OKyMEeHTAaNMOHHOEe o0ecneueHue
rocyAapcTBEHHOT0 H MYHHIIMNIAJIBLHOTO ynpaBiaenus» (I1P-10)

1 Tema: JlokymeHTHpOBaHHE 51 opra"usanus JOKYMEHTOO0OpOTa
roCyJapCTBEHHOTO MPEANPHUITHS

2 TlpoGJema: u3yuyeHHEe OCHOBHBIX JIOKYMEHTOB YIIpaBJCHUS U OBJIQJICHUE
MPAKTHUECKUMHU HaBbIKAMU JTIOKYMEHTUPOBaHUS u OpraHu3alHH
JIOKyMEHTOO0OpOTa  OTHEIBHBIX  CTPYKTYPHBIX  TOJApa3JieieHud U Bcew
OpraHu3alliy B LIETIOM

3 KoHuenuusi Urpsbl: CTy/ICHTHl pa30MBaIOTCS HA TPYMIIBI, KaXAas U3 KOTOPBIX
IpEJCTaBIsIeT COOOM OJHO M3 CTPYKTYPHBIX MOAPA3AEICHUM TroCynapCTBEHHOIO
npeanpuatud. PaOOTHHKM yKa3aHHBIX MOJpa3feieHuil (Tpynmbl CTYJIEHTOB)
TOTOBAT NakeT 00pa3lloB JOKYMEHTOB B COOTBETCTBUM C BBIIOJHSIEMBIMU
(YHKIIMOHAJIBHBIMU OOS3aHHOCTSIMU. B TeueHue Tpex NpaKTHUYECKUX 3aHSATHM
CTYJEHTbI O(POPMIISIOT MPEAJIOKEHHBIE MPENOAABATENEM 00pa3bl TOKYMEHTOB, Ha
HOCJIEAHEM 3aHSTHU COCTABIISIIOT CXEMY JJOKYMEHTO000pOTa OpraHUu3aluu

4 Poom:

- JUPEKTOp W €ro 3aMecTUTesb (2 4en.). ['oToBAT 00pa3ibl OpraHu3aluoOHHBIX U
pacrnopsiAUTEIbHBIX JOKYMEHTOB (yCTaB, INTATHOE paclucaHue, IpUKa3 IIo
OCHOBHOM J€SATEIBHOCTH, PACHIOPSKEHUE, PEILICHUE)

- cayx6a JOY (3-4 wden.) ToToBAT 00pa3nbl OpraHU3allMOHHBIX U
UH(POPMALIMOHHO-CIIPABOYHBIX ~ JIOKYMEHTOB  (JOJDKHOCTHAsi  WMHCTPYKLUSA
cekpeTtaps-pedepeHTa, MpOTOKOJ, aKT, JEJIOBOE MUCHEMO)

- KagpoBas ciyx0a (4-5 gen.) ['oToBsT 00pa3iibl JOKYMEHTOB I10 JIMTYHOMY COCTaBY
(mpuKa3 mo JIMYHOMY COCTaBy (3 BUa), pe3toMe, 3asBJICHUE)

- KomMmepueckas ciuyx0a (4-5 wuyen.) T'oroBaT o00pasubl WHOOPMAIMOHHO-
CIIPABOYHBIX JIOKYMEHTOB (JIeJoBbIe mHchMa (3 BUIa), COy)KeOHas 3amucKa, akxT,
CIIPaBKa)

5.0xuaemple pe3yJibTaThl:

1) 3aKperieHue TCOPETHUECKHX 3HAHWKW B OO0JIACTH COCTaBIICHUS W 00pabOTKH

JOKYMCHTOB YIIPABJICHUS;



2) oBianeHuWE HaBbIKaMU pPabOTBl C TEXHUYECKHMMH CpPEICTBAMH CO3JaHus
JTIOKYMEHTOB;
3) oBmageHUE HaBBIKAMHU PAa0OTHI B KOMaHJC M YMEHHE OIICHHBATH PE3YJIbTATHI
pabOThI KaXA0T0 YYaCTHUKA IPYIIIBI.

Kputepuu ornieHKH:
10 GaynyoB BBICTABIIACTCS CTYIEHTY, €CIU 00pa3libl JOKYMEHTOB BBITIOJHEHBI 0€3
OIIMOOK, B yKa3aHHBIN MPENojaBaTeIeM CPOK
8 0a/uIOB BBICTABISIETCS CTYACHTY, €CIIM 00pa3ibl JOKYMEHTOB BBITIOJHEHBI O€3
OIMOOK, CPOKH, yKa3aHHBIC MTPETOIaBaTesieM, He COOI0aINCh
6 OaiyoB BBICTABISIETCS CTYACHTY, €CIH OOpaslbl JOKYMEHTOB BBITIOJHEHBI C
3aMEUyaHUsIMH, B YKa3aHHBII PEnoiaBaTeIeM CPoK
4 06anioB BBICTABISETCS CTYIACHTY, €CIM OOpas3Ibl JOKYMEHTOB BBITIOJHEHBI C
OLIMOKaMU, CPOKH, yKa3aHHBIE NIPENOJaBaTeNIeM, HE COOJII0IaINCh
CTYJEHTBI CMOTYT OLEHUTh PE3yJIbTaT pabOThl CBOMX KOJUJIET B MpeAesiaX IPyMIibl

H PCKOMCHAOBATHh JAHHBIC OLICHKHU ITPCIIOAaBaTCIIIO

CocTaBuUTenb C.B. KoBajnieako

« » 20 T

(moxnuce) (U.0. Oamunust)




Kpurtepuu oneHku (MHCbMEHHOT0/yCTHOTO JOKJIa/a, B TOM YHCJIe

BBINOJIHEHHBIX B )OpMe NMpe3eHTanni):

v 100-86 0amioB BBICTABISAETCS CTYACHTY, €CIHM CTYACHT BBIPA3WI CBOE
MHEHHE 10 c(hopMyIHpoBaHHOW TpoOieMe, apryMEHTHUPOBal €ro, TOYHO
OTIPE/ICTUB €€ COJIepyKaHue U cocTaBJstoue. [IpiuBeIeHbI TaHHBIE OTEYECTBEHHOM
U 3apyOeKHOM  JUTEpaTypbl, CTaTUCTHYECKHWE CBEACHMs, HUHGpOpMaLus
HOPMAaTHUBHO-TIPaBOBOro xapakTtepa. CTymeHT 3HaeT U BIAAEeT HABBIKOM
CaMOCTOSITENIFHOM MCCIEA0BATEIBCKON pabOTHI MO TEME UCCIICIOBAHUS;, METOJaMH
U TIPUEMaMH aHalu3a TEOPETUUYECKUX /MU MPAKTHUYECKUX aCHEKTOB M3y4aeMOu
obnactu. dakTUyeckux OMIMOOK, CBS3aHHBIX C TOHMMaHUEM MPOOJIEMbI, HET;
rpaduuecku padbora ohopmieHa MPaBUIbHO

v 85-76 - GamioB - pabora XapaKTEPU3YeTCsS CMBICIOBOM IEIBHOCTBIO,
CBSI3HOCTBIO U MOCJIE0BATEIbHOCTBIO U3JIOKEHUS; OYIIEHO He Oosee 1 ommoku
npu OOBSCHEHWU CMBICIA WM coiepxaHus mpobnemsbl. s apryMmeHTanuu
MPUBOJSITCS JTAaHHBIC OTE€UYECTBEHHBIX U 3apyOexKHBIX aBTOPOB.
[TpogeMOHCTpUpPOBaHBl HCCIEAOBATEIBCKUE YMEHHS W HaBBIKH. DaKTHYECKHX
OlIMOOK, CBSI3aHHBIX C IMOHMMaHUEM INpobOseMbl, HeT. JlomyiieHsl OAHA-IBE
omrOKu B 0QOPMIICHHH PaOOThI

v' 75-61 Oamn - CTYINEHT IPOBOAMT JOCTATOYHO CAMOCTOSTEILHBIM aHaIn3
OCHOBHBIX 3TallOB U CMBICJIOBBIX COCTABJIIOIIMX MPOOJIEMbI; TOHUMAET 0a30BbIe
OCHOBBI M TeOopeTuyeckoe OO0OCHOBaHWE BbIOpaHHOW TeMbl. llpuBiEeUEHbI
OCHOBHBIE€ HCTOYHMKH I10 paccMaTpuBaeMoil Teme. JlonymieHo He Oonee 2 ommooK
B CMBICJI€ WJTU COJIEp>KaHUU MPoOieMbl, opopMIeHUN pabOThI/

v' 60-50 OammoB - ecau paboTa HpEACTABISIET COOOM IMEpEeCKa3aHHbIA WIIN
MOJTHOCTBIO TIEPENMCAHHBIA HCXOJHBIM TEKCT Oe3 KakumxX Obl TO HH OBLIO
KOMMEHTAapueB, aHaim3a. He packpblta CTpyKTypa U TEOpETHYECKas
cocTaBisitonias TeMel. JlomymeHo Tpu wim Oojee Tpex OMmHMOOK B CMBICIOBOM

COJIep >KaHUH pacKpbIBaeMOM Po0IeMbl, B 0hOpMIIEHUN PAOOTHI.



KpuTtepun oieHKH npe3eHTaluu J0KJIaga:

s
z | S0-6006ammon | BL750a1n0B | 6 056,000y 86-100 Gamon
) (HeynoBJIeTBO | (YIOBJIETBOPHUT
= (xopoio) (0TJINYHO)
o PUTEJIbHO) eJILHO)
Kpurepu | Conep:kaHue Kputepuen
"
- [Ipo6nema e | IIpoGiiema packpeita | [Ipobiema [Ipobiema
é packpeITa. HE MOJIHOCTBIO. packpsITa. packpsbiTa
E OtcyrcTBytoT | BiBOabI He cnenanbl | [IpoBeaen aHanu3 | MOJIHOCTBIO.
S BBIBO/IBI W/WJIA BBIBOJIBI HE npoGieMs! 6e3 [IpoBenen ananuz
= 000CHOBaHBI IPUBJICYCHHUS po0JieMBl ¢
E JOTIOJTHUTEIHLHOU MPUBJICYCHUEM
o autepatypsl. He JIOTIOJTHUTEIbHOM
g BCE€ BBIBO/IBI JUTEPATYPBHIL.
E ceNaHbl U/UIH BriBoib1
000CHOBaHbI 000CHOBaHBI
IIpencrasnsiem | llpencraBmsemMas IIpencraBnsiemas IIpencraBnsiemas
ast uH(popManus He UHpOpMaLus He uHpOpManus
= uHpopMalug | CUCTEMAaTU3HpPOBaHA | CUCTEMATHU3UPOBAH | CUCTEMaTH3WPOBaHA
§ JIOTUYECKH HE | W/WJIH HE au , TIOCJIeIoBaTelIbHA
E cBsi3ana. He nocieaoBareIbHa. MoCNeI0BaTeNbHA. | U JJOTHYECKH
5 ucnoiib3oBanbl | Mcnons3oBano 1-2 Hcnonb3zoBano CBsI3aHA.
i npodeccuonan | mpodeccuoHaIbHBIX | Oosee 2 Hcnonb3oBano
= bHBIEC TEPMHUHBI | TEPMUHA npodeccuoHanbHbBl | Ooee 5
X TEPMUHOB npohecCuoHaNbHBIX
TEPMUHOB
He Hcnonb3oBanbl Hcnonb30Banbl [IIupoko
WCIIONB30BaHbl | TexHONoruu Power | TexHonoruu Power | MCIoJib30BaHBI
s TEXHOJIOTHH Point vactnuno.3-4 | Point. He 6onee 2 | rexnonoruu (Power
GE Power Point. OIINOKH B omuooK B Point u np.).
i bonpmie 4 MPEACTABISIEMON MPEACTABISIEMOM OTCcyTCTBYIOT
2 o1MOOK B uH(popManun nHpopmanuu OLIMOKY B
8‘ MPEACTABIISIEM MPEACTABISIEMOM
oi nHpopmanuu
uHpopMauu
_ | Her otBeroB TonbKko OTBETHI Ha OTtBeThI HA OTtBeThI HA
E 3 | Ha BOIPOCHI 3JIeMEHTapHbIE BOIIPOCHI TIOJIHBIE BOIIPOCHI TIOJIHBIE, C
22 2 BOIIPOCHI W/WIIA YaCTUIHO TIPUBUJICHUEM
5 E TIOJTHBI IPUMEPOB H/HUIIN
TTOSICHEHUI

Kpurepuu ouenku (IMCbMEeHHBINH 0TBET)

v 100-86 6amioB - eciaM OTBET ITOKa3bIBAeT IIyOOKOE M CHCTEMATHYECKOE
3HaHWE BCETO MPOTrpaMMHOI0 MaTepuaja U CTPYKTYpPhl KOHKPETHOIO BOMpoca, a
TaK)K€ OCHOBHOTO COJIEp’KaHWs M HOBAIlMH JICKIIMOHHOTO Kypca IO CPaBHEHHIO C

yueOHoW nuteparypoid. CTyIEHT IEMOHCTPHPYET OTUYETIIMBOE M CBOOOJHOE



BIAJICHUE KOHIIENTYaJbHO-TIOHSITHIHBIM  aIlllapaTOM, HAyYHBIM SI3BIKOM U
TEPMHUHOJIOTHEN COOTBETCTBYIOLIEH Hay4dyHOM o0OyiacTh. 3HaHWE OCHOBHOMU
JUTEPATYPhl U 3HAKOMCTBO C JIOMOJIHUTEIBHO PEKOMEHJOBAHHOM JIMTEpaTypoOil.
Jlorudecku KOPPEKTHOE U YOeAUTEIbHOE U3JI0KEHUE OTBETA.

v/ 85-76 - OamioB - 3HAHHME Y3JIOBBIX NPOOJIEM IPOrPAaMMBEI M OCHOBHOI'O
collepKaHUsl  JIGKIIMOHHOTO Kypca; YMEHHE TI0JIb30BaThCS  KOHIENTYaJbHO
NOHSATUHWHBIM alapaToM B IMPOLIECCe aHajdnu3a OCHOBHBIX MPOOJIEeM B paMKax
JAHHOM TEMBbl, 3HAHHME BaXKHEHUIIMX paboOT M3 CIHUCKAa PEKOMEHIOBAHHOU
auTepaTypel. B 1menom JOrHYecKM KOPpPEKTHOE, HO HE BCErja TOYHOE U
apryMEHTHPOBAHHOE M3JI0KEHHE OTBETA.

v 75-61 - Gamn - (QparMeHTapHbIE, TOBEPXHOCTHBIE 3HAHUS BaXKHEMIINX
pa3zenoB MpOorpaMMbl M COJEP)KaHUSA JIGKIIMOHHOTO Kypca;, 3aTpyIHEHUs ¢
UCIIOJIb30BAaHUEM HAYYHO-TIOHSATUMHOIO anmaparta W TEPMUHOJIOTHUU Y4eOHOMU
JUCHUIUIMHBI, HEMOJHOE 3HAKOMCTBO C PEKOMEHJOBAaHHOW JIUTEpaTypoi;
YaCTUYHBIC 3aTPYJHEHUS C BBIIOJTHCHHEM MIPEIYCMOTPEHHBIX MPOTPaMMON
3aJlaHul; CTPEMJICHUE JIOTUYECKHU OIMPEAENIEHHO U TOCIIENOBATEIbHO H3JI0KUThH
OTBET.

v' 60-50 GaynoB - He3HaHME, JHOO OTPHIBOYHOE IPEACTABIECHHE O JAHHOM
npo0iemMe B paMKax y4eOHO-IPOTpaMMHOTO MaTepHuaia; HEyMEHUE UCIOIb30BaTh

MOHSATUWHBIN anmnapar; OTCYTCTBUE JOTUYECKON CBSA3U B OTBETE.

Kpurepuu ouenku (YCTHBIN 0TBET)

v/ 100-85 6ammoB - ecaM OTBET IOKA3bIBAaeT TMPOYHBIEC 3HAHHMS OCHOBHBIX
MIPOIICCCOB M3ydaeMOM MPEAMETHOM 00JacTH, OTIMYACTCS TITyOMHOM M TOJTHOTOM
PaCKPBITHS TEMBI; BIaJICHUE TEPMHHOJOTHYSCKUM aIllapaToM; yMEHUE OOBSICHATH
CYIITHOCTb, SIBJICHUM, TPOIECCOB, COOBITUIA, I€TIaTh BBIBOJIBI U 0000IICHUS, 1aBaTh
apryMEHTUPOBAHHBIC OTBETHI, MPHUBOAUTH MPUMEPHI, CBOOOJHOE BIAJCHHE
MOHOJIOTHYECKOW pPEUYbl0, JOTHYHOCTh W TOCJEAOBATCIIBHOCTh OTBETA, YMCHUE

MPUBOUTH MMPUMEPHI COBPEMEHHBIX MPOOIEM U3ydaeMOu 00JI1acTH.



v 85-76 - GamIoB - OTBET, OOHAPYXMBAIOIIUI MPOYHBIE 3HAHUS OCHOBHBIX
MIPOIIECCOB M3ydaeMO MPEAMETHOU 00JaCTH, OTIMYAETCS TIyOWHON W TOTHOTOU
PACKPBITHS TEMBbI; BIaJICHHUE TEPMUHOJOTUYECKUM aIapaToM; yMEeHUE OOBICHAThH
CYUIHOCTb, SIBJICHUH, TPOLIECCOB, COOBITUM, /IeTaTh BBIBOJBI U 000OIICHNUS, 1aBaTh
apryMEHTUPOBAHHBIC OTBEThI, MPHUBOAUTH IPUMEPHI; CBOOOJHOE BIIAJICHUE
MOHOJIOTMYECKOW PEYbl0, JIOTUYHOCTh M TMOCJEN0BaTEIbHOCTh OTBeTa. OJIHAKO
JIOTIYCKAEeTCs OJ{HA - IB€ HETOYHOCTH B OTBETE.

v/ 75-61 - Gamr - OLIEHMBAETCS OTBET, CBUAETEILCTBYIOIIUNA B OCHOBHOM O
3HAHWM TIPOIECCOB  M3y4yaeMOW MPEaMETHOM  00JacTH, OTIWYAIONTUICS
HEJOCTATOYHOW TITyOMHOM M TMOJHOTOM PACKPBITHS TEMbl; 3HAHHUEM OCHOBHBIX
BOIIPOCOB TeopuH; ci1abo cHOpMUPOBAHHBIMM HABBIKAMM aHAJIW3a SBJICHUM,
MIPOIIECCOB, HEIOCTATOYHBIM YMEHHWEM JaBaTh apryMCHTHPOBAHHBIC OTBETHl U
MPUBOJUTHh TPUMEPHI; HEJOCTATOYHO CBOOOIHBIM BJIAJICHUEM MOHOJOTUYECKOMN
peublo, JOTMYHOCTBIO U MOCJIEI0BATEIbHOCThIO OTBEeTa. JlomycKaeTcss HECKOJIbKO
OIMOOK B COJEPKAHUU OTBETA; HEYMECHHE IIPUBECTH MIPUMEDP PA3BUTHSI CUTYyAIIHH,
MIPOBECTH CBSI3b C IPYTUMU aClIEeKTaMH U3ydyaeMoi 00JacTH.

v 60-50 6aoB - OTBET, OOHAPYKMBAIOIINN HE3HAHKME MPOIIECCOB M3ydaeMOi
NpEeIMETHOW O00JIaCTH, OTIUYAIONIUICS HETrNTyOOKHMM  PAaCKpBITHEM  TEMBI,
HE3HAHHEM OCHOBHBIX BOIIPOCOB TEOPHH, HECHOPMUPOBAHHBIMH HaBBIKAMU
aHalM3a SBJIEHUH, MPOIECCOB; HEYMEHUEM JaBaTh apryMEHTHPOBAHHBIE OTBETHI,
ca0bIM BJIAJICHUEM MOHOJIOTUYECKONW pEeYbl0, OTCYTCTBUEM JIOTUYHOCTH H
mocie0BaTeNbHOCTH. JlomycKaloTes cepbhe3Hble OMMOKK B COICPKAHUHM OTBETA;

HE3HAHHE COBPEMEHHOM MpPOOIEeMaTHKN U3y4aeMOi 00JIacTu.



MeToanuyeckue peKoMeHAaluu,
onpeaesOUe NPouexypbl OLeHUBAHUS Pe3yIbTATOB 0CBOCHHA

AUCIHUILIHHDBI

Texkymas arrecranms CTyAeHTOB. Tekylias arrecTralus CTYIEHTOB II0
JUCHMIUIMHE  ««/loKyMeHTallMOHHOEe  O0ecnedyeHue TroCyJapCTBEHHOIO U
MYHULUMIAIBHOTO YIPABIEHUS» MPOBOAMUTCS B COOTBETCTBUHM C JIOKAJIbHBIMU
HOpMaTUBHBIMU akTamu JIBOVY u sBnsiercs 00s13aTeIbHOM.

Tekymas arrectauus Mo JUCHUIUIMHE ««J{OKyMEHTAallMOHHOE oOecreueHne
rOCyJapCTBEHHOTO0 M MYHHUUMIIAJBHOTO YIPAaBICHUS» NPOBOAUTCA B (dopme
KOHTPOJIBHBIX MEpPONPUATUN (TECThl, MPAKTUYECKHE 3aJaHMsI) MO OLECHUBAHUIO
(aKTHYECKUX PE3yJIbTaTOB OOYYEHHs CTYyJACHTOB U OCYIIECTBIISIETCS BEAYLIUM
IIPETNOIaBATEIIEM.

OObeKkTaMy OLICHUBAHUS BBICTYIIAIOT:

— y4yeOHasi JUCHUIUIMHA (AaKTUBHOCTh Ha 3aHATUAX, CBOEBPEMEHHOCTh
BBIIIOJIHEHHS PA3JIMYHBIX BUJOB 33JaHUM, IIOCEIAEMOCTh BCEX BUIOB 3aHATHU 110
aTTeCTyeMON JUCLUILINHE);

— CTENEHb YCBOGHMS TEOPETUYECKHX 3HAHUM (AaKTUBHOCTb B  XOJI€
OOCYXKIeHU MaTepuanoB JIEKIHUH, aKTHUBHOE YydYacTUE B JIUCKYCCHUSIX C
apryMEeHTaMHu U3 JOTOJHUTEIbHBIX MCTOYHHUKOB, BHUMATEIbHOCTh, CIIOCOOHOCTD
3a/laBaThb BCTPEYHbIE BONPOCHI B paMKaxX JUCKYCCHUM WM OOCYXAEHUS,
3aMHTEPECOBAHHOCTh N3YYa€MbIMU MaTepUaTaMH);

— YpPOBEHb OBJAJCHUS MPAKTHUYECKUMHU YMEHUSMH U HaBBIKAMHU IO BCEM
BUJIaM y4eOHOM paboThl (Oompenensercd Mo pe3ysibTaraM KOHTPOJIbHBIX PadoT,
IIPaKTUYECKUX 3aHSTHI, OTBETOB HA TECTHI);

— pe3yJbTaThl CaMOCTOSITENIbHOM palOoThl (3aJaHusi U KPUTEPUU OLICHKHU
pa3merensl B [Ipunoxenuu 1).

IIpome:kyTouHast arrecraumMs CTyAeHTOB. [IpomexyTouHas arrecrauus
CTYJEHTOB o JUCLUIIIINHE ««/lokyMeHTaInOHHOE o0ecnieyenmne

rocyaiapCcrBeHHOro n MYHUIMIIAJIBHOI0  YIPpaBJICHUA) IMPOBOONUTCA B



COOTBETCTBHM C JIOKaJbHBIMM HOpMAaTUBHbIMU akTamu J[B®Y wu saBisercs
00513aTeTbHOM.

Bua nmpoMe:KyTouHOH arrecramuu — 3k3aMeH (4 cemecTp), COCTOSIIUN U3
YCTHOTO ompoca B (hopme cobeceoBaHUs

Kparkas xapakrepucTHKa Npouexypbl NPHUMEHEHHS MCIOJIb3yeMOro
OLICHOYHOI'0 cpeacTBa. B pe3ynbraTe nocenieHus JeKIui, CEMUHAPOB U KPYTJIbIX
CTOJIOB CTYAEHT IIOCIIEI0BATEILHO OCBAUBAET MATEPHUAIIBI TUCIUIUIMHBI U U3Y4aeT
OTBETHI HAa BOIIPOCHI K 3a4€Ty, MPEICTABICHHBIE B CTPYKTypHOM 3nemeHTe POC
IV.1. B xoae npoMeXyTOYHOW aTTeCTalluy CTYI€HT TOTOBUT OTBETHI HA BOIPOCHI K
sK3aMeHy (pa3menieHo B cTpykTypHoM anemente @OC 1V.2). Kpurtepuu oueHku
CTYJACHTa Ha 3K3aMEHE IpeJCTaBiIeHbl B CTpykTypHOM 3inemeHte POC V.3
Kpurepun OLEHKM TEKylled arrecTauMd — KOHTPOJbHAs IIPOBEpPKA 3HAHUU

(kOHTpOJIbHBIC PA0OTHI) MPEACTABICHBI B CTPYKTYpHOM 3ieMenTe ®OC V.

KpuTtepumn o1ieHKH CTyJIeHTAa HA IK3aMeHe Mo JUCIUIIHHE
«JlokymMeHTALIMOHHOE 00ecnedeHne rocy1apCcTBEHHOI0 U
MYHUIIUNIAJIBHOTO YIIPaBJIeHUS

(MpoMeKyTOYHASI ATTeCTAllNs —3IK3aMEH)

Bbajniabl Onenka
(perTUHTOB IK3aMeHa
oif o1leHKH) |(cTaHgapTHAas)

TpebdoBanus k ¢pOPpMHUPOBAHHBIM KOMIICTCHIMAM

O1neHka «OTJIIMYHOY BBICTABISETCS CTYACHTY, €CIH OH TITyOOKO U
IIPOYHO YCBOWJI NNPOTrPaMMHBIN MaTepHall, HCUEPIBIBAOILE,
I0CJIEI0BATENBHO, YETKO M JIOTHYECKU CTPOMHO €ro U3JIaraer,
yYMEET TECHO YBSI3bIBATh TEOPHUIO C MPAKTHUKON, CBOOOIHO
CIIPAaBIISIETCS C 3a/1a4aMH, BOIIPOCAMU U IPYTUMU BUAAMHU
IIPUMEHEHHNS 3HAHUM, IPUYEM HE 3aTPYIHAETCS C OTBETOM IIPH
BUJIOM3MEHEHHUH 3a/laHuM, UCTIOIb3YET B OTBETE MaTepUa
MOHOTpadUUecKOl TUTEPaTyphl, IPABUILHO 00OCHOBBIBAET
MPUHSTOE pElIeHNE, BJaIeeT pa3HOCTOPOHHUMH HaBbIKaMU U
IIPMEMAMH BBITIOJHEHUS PAKTUYECKUX 3a/1a4.

86-100 KOMIUYHOY

O1eHKa «XOpOII0Y» BBICTABIIAETCS CTYJAEHTY, €CJIU OH TBEP/O
3HAeT MaTepual, IPaMOTHO U IO CYLIECTBY U3JIaraeT ero, He
JIOTTyCKasi CYIIECTBEHHBIX HETOYHOCTEH B OTBETE HA BOMPOC,
MPaBUIILHO MPUMEHSIET TEOPETUUECKUE TTOJIOKEHUS TIPH PELICHUN
MPaKTUYECKUX BOMPOCOB U 33/1a4, BJIaI€ET HEOOXOIUMBIMHU
HABBIKAMU M IPUEMaMH UX BBITIOTHEHHUS.

76-85 «XOPOULOY




Onenka «YOOBJICTBOPUTEIBHO» BBICTABIACTCA CTYACHTY, €CJIIN OH
HMCECT 3HAHUA TOJIBKO OCHOBHOI'O MaT¢purajia, HO HC YCBOUII €TI0
neTaneﬁ, A0IIYCKA€T HETOYHOCTH, HEAOCTATOYHO IMPaBHUJIBHEIC

75-61 «y0081€meop .
menbHOY (bopMyITHPOBKH, HAPYIIECHHSI JOTHYECKON TIOCIIEIOBATEIILHOCTH B
M3JI0’KEHUU IIPOrPaMMHOIO MaTepHasa, UCIbITHIBACT 3aTPYAHCHHUS
IIPY OTBETAaX Ha JIONOJHUTEIbHBIE BOIIPOCHI.
OneHka «HeyI0BIETBOPUTENBHO» BBICTABIISIETCA CTYIIEHTY,
KOTOPBIN HE 3HAET 3HAYUTEIBHON YaCTH ITPOTPAMMHOTO
ne MaTepHaia, JOIMyCcKaeT CyIleCTBEHHbIE OINOKHU, HEYBEPEHHO, C
MeHee 61 3aqmae 1o/ OOJIBIIMMH 3aTPYIHEHUSIMU BBITTOJIHSACT MPAKTHYECKUE PabOTHI.
(HEYOOGIEMS | pray IIPaBUJIO, OLICHKA «HEYIOBICTBOPUTEIBHO» CTABUTCS
OpUMenbHO»

CTYZICHTaM, KOTOpbIE HE MOTYT MPOJIOJKUTH 00ydeHue 6e3
JIOTIOJIHUTEIIbHBIX 3aHSTHI 110 COOTBETCTBYIONICH JIUCIHUILIHHE.




