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OO0opoTHas cTOPpOHA TUTYJILHOrO Jucta PILJ

Paboyas nporpamma o6cy>xaeHa Ha 3acefaHun [enaptameHTa MeHepKMeHTa U NpeLnpuHUMATENbCTBA,
npotokon oT 05 aekabps 2022 NeO4.



1. Ilenu u 3amaum OCBOCHUS AUCIUTLINHEL;

Heab0 wu3yueHHUs AUCHUIUIUHBI «JlOKyMEeHTallMOHHOE oObOecreyeHue
TFOCYJapCTBEHHOTO M MYHUIMIIAJIBHOTO  YIPAaBICHUS»  SBISIETCS YCBOCHUE
CTyICHTAMU TEOPETUYECKUX 3HAHUM, (HOPMUPOBAHME YMEHUA W TPAKTUUYECKUX
HABBIKOB B 00JIACTH JIOKYMEHTAllUOHHOT'O OOECTEeUYEeHUs TOCYJapCTBEHHOTO U
MYHULIUMTAIILHOTO YIIPaBJICHUs, KOTOPhIE IMOMOTYT OYyIyIIEMYy CHIEIHAINCTy B
pEIIeHNH BOMIPOCOB, CBSI3aHHBIX C UX MPO(ECCHOHATBHON NS TEIHLHOCTHIO.

3agauy AUMCHUILINMHBI:

®LI3yUCHHE TEOPETHUKO-OPTraHU3aIMOHHBIX u MIPaBOBBIX OCHOB
JIOKYMEHTAIIMOHHOTO 00€CTICUCHMUS;

e00yueHHE CTYJICHTOB METOdaM U npuemMam opraHu3aIuu
JIOKYMEHTAIIMOHHOTO ~ OOECIeueHuss B  CHUCTEME  TOCYJapCTBEHHOTO U
MYHHITUIIAIBHOTO YIIPABIICHHUS;

®13y4YCHHE OCHOBHBIX XapaKTEPUCTUK YIIPABIECHYECKUX TOKYMEHTOB;

®pa3BUTHE HABLIKOB O(GOPMIICHHS W aHalIW3a JOKYMEHTa B CHCTEME

rocyaapCTBCHHOIO 1 MyYHUIIUIIAJIBHOT'O YIIPABJICHUA.

PesynbTatsl ocBoeHus (popmMupoBaHrue KOMIETEHIIUHN):

Kon u popmyauposka JTtansl GOpMHUPOBAHUS KOMIETEHIINT
KOMIIETCHIUH

MNK-20 BN1afileH1e HaBblKamu 3Haer 3aKOHOJATCIIbHBIC aKThl 1 HOPMATUBHO-METOIUYCCKHE
MOArOTOBKM OpraHn3aunoHHbIX JIOKYMEHTBI 110 JOKYMEHTUPOBAHHIO AEATEILHOCTH U
1 pacnopsianTebHbIX OpraHu3aIyy paboThl ¢ JOKyMEHTaMH I'OCyIapCTBEHHBIX
[IOKYMEHTOB, opraHoB P®; 0ocoOEHHOCTH HOPMATHBHOTO PETYITHPOBAHUS
Heo6X0AMMBIX AN15 CO3[aHNS JOKyMEHTAI[IOHHOT'0 00ECTIEYECHUS eI TEIbHOCTH OPTaHOB
HOBbIX MPEANPUHUMATE/TbCKNX TOCYJAapCTBEHHOI'O U MYHHULIUIIAJIBHOTO YIIPABJICHUS,
CTPYKTYp 0COGCHHOCTHU JOKYMEHTHUPOBAHUS ASITEIBHOCTH U

opraHu3aIu paboThl ¢ JOKYMEHTaMH TOCYAapCTBEHHBIX
opranoB Poccuiickoit ®enepanuu

Ymeer AQHAIM3UPOBATh IIPOLECCH JOKYMEHTHPOBAHUS 1 OpraHU3alnuN
paboThI C TOKyMEHTaMH OpPTaHOB FOCYAApPCTBEHHOTO H
MYHHUIUIIAIBHOTO YIPaBIEHHS, (POPMYITHPOBATh PEIUIOKCHUS
10 NX COBEPIIEHCTBOBAHHIO

Brnaneer METOJJaMH{ aHaJIN3a COCTOSTHHS JOKYMEHTHPOBAHUS 1
OpraHu3aIyy paboThl C TOKyMEHTaMH OPTaHOB
TOCY/IapCTBEHHOTO YIIPABICHNUS;, METOAMH aHAJIN3a COCTOSHUSA
JOKyMEHTHPOBAHHS ¥ OpraHU3aluy PadoThI ¢ JOKYMEHTaAMHA
OpraHoB rOCYAAapPCTBEHHOTO YIIPABIICHNS




|. CTPYKTYPA U COJAEP)KAHUE TEOPETUUYECKOM YACTHU KYPCA
(18 HAC.)

Pa3nen |. TeopeTuueckue 0CHOBBI 1€J10NPOU3BOACTBA (6 Yac)

Tema 1. IlpeaMeT 1 OCHOBHBIC TEPMMHBI AeJIONPOU3BOACTBA (34yac)

[Ipenmer, uenu u 3a1aun AeA0NPOoU3BoACTBA. OCHOBHBIE MTOHATHUS, TEPMUHBI
U ompeAesieHus: Jenonpous3BojcTBa. [loHsATUS «uHbOPMAIUI» U «TOKYMEHTY.
Cesa3p uHboOpManuu W JAoKymMeHTa. Ponb wuHbOpManMu B CONUATBHBIX H
DKOHOMUYECKUX  mporeccax.  MHdopmanus  Kak  OCHOBAa  NPUHATHS
yIpaBICHYECKOT0 pelieHusi B cdepe ToCyJapCTBEHHOT0 W MYHMITUTIATBHOTO
ynpaBjieHus. BO3HUKHOBEHHE JIOKYMEHTa, €ro Ha3zHaueHue. TpaHchopmarus
MOHATHUS «JOKYMEHT». [IpaBoBOH, yNpaBIECHUYECKUW, UCTOPUUYECKUN aCMEKThl B
ONpeAeICHUN JOKYMEHTA. Paciimpenre NoHATUS «JOKYMEHT» C Pa3BUTUEM HAYKU
U TeXHUKU. [IoHSATHE «OIEKTPOHHBIA JOKYMEHT» B cdepe rocyaapCTBEHHOTO U
MYHUILIMINIATBHOTO ynpaBiaeHus. OnpeaeneHre JO0KYMEHTa B TOCYJIapCTBEHHBIX
CTaHJapTax.

Tema 2. Knaccupukanus n1okymeHTOB. OYHKIIUM TOKYMEHTOB B chepe
rocy1apCTBEHHOI0 U MYHUIIMNIAJIBLHOI0 ynpasJienus (3 4ac)

Knaccudukamum  noxkymentoB.  [lonstue  «pyHKIUS — TOKyMEHTa».
3aBUCUMOCTh TIOHATHS <«JIOKYMEHT» OT ero @yskiuu. HWudbopmarmonnas,
KyJbTypHasi, KOMMYHUKaTuBHas (yHkuus. @OyHKOHMS 3aluThl HUHGOPMAIIHH.
VYropasnenueckass (yHKIUS W €€ 3HaueHHe B cdepe ToCyIapCTBEHHOTO U
MYyHUITUIIAJIbHOTO yrpaBieHus. [IpaBoBas dyHkmusa. Oyukius ydera. OyHKIUS
JOKYMEHTa KaK UCTOPUYECKOTO UCTOYHMKA. DYHKIINYU ITOCTOSHHO JAECHCTBYIOIIKE U
¢ynkiuu  omepatuBHbe. [lomMyHKIIMOHATEHOCT  JOKYMEHTa B cdepe

rocyaapCTBCHHOIO U MyYHHUIIMIIAJIbHOI'O YIIPABJICHHA.

Paznen |Il. CoBpemeHHOe rocyiapcTBeHHOE peryjMpoBaHne B 00J1aCTH
aesonpou3BoaAcTBa (6 yac.)
Tema 1. Bonpocbl JOKYMEHTHPOBAHUS, COCTABJICHHUS M O(POPMJICHM S

HJOKYMCHTOB B 3aKOHOAATC/IBbHbIX H HOPMAaTHBHBIX aKTaX (2 qac.)



Knaccudukanus  3akoHOAATENBHBIX,  HOPMATUBHBIX,  METOJAMYECKUX
MaTepualoB, KacaloluUuXcs BOMPOCOB JOKYMEHTUPOBAHUS U OpPraHU3AINKU paOOThI
C JIOKYMEHTaMHu. 3aKOHOJaTeJIbHbIE AaKThl, IMOCTAHOBJCHUS U PACIOPSIKECHUS
npasuTenbeTBa Poccuiickon denepanuu, periaMeHTUPYIOLIME IIPaBOBbIE HOPMBI
Ha ¢enepaJbHOM YpoBHE Mpu pabote c JoKymMeHTamu. I[IpaBoBble aKThI
HOPMATUBHOTO M HHCTPYKTHUBHOI'O XapakTepa, METOAMYECKHE MaTepualibl II0
JEJIONPOU3BOACTBY MPEANPUATHN U opranuzanuii. [IpaBoBble TPOOIEMBI
JIOKyMEHTa B YCJIOBHSIX pPa3BUTUS aBTOMATHU3UPOBAHHBIX HHGOPMAIIMOHHBIX
CUCTEM M 0e3I0KyMEHTHOTro oOMeHa uHpopmaiueil B chepe rocy1apcTBEHHOTO U
MYHUIIUIIAIBHOTO YIIPABJICHUS.

Tunoseie cTpykTypsl JIOY B chepe rocynapcTBEHHOTO U MYHUIIUITAIBHOTO
yIpaBJICHUS.

Tema 2 I'ocynapcTBeHHbIE CTAHAAPTHI HA TOKYMEHTHI (2 yac.)

"TOCT P 7.0.97-2016. HamuoHanbHblii ctanaapT Poccuiickoit denepanumu.
Cucrema ctaHaapToB 1Mo HHGOpMaUU, OUOIUOTEUHOMY U U3JATEIbCKOMY JEIy.
OpraHu3almoHHO-PaCIOPAIUTEIbHAS JIOKyMEHTAIHSI. TpebGoBanus K
odpopmiternto nokymeHToB" (yTB. [Ipukazom Poccrangapra ot 08.12.2016 N 2004-
cT) (pen. ot 14.05.2018) u u3MeHeHUs K HeMY. PEeKBU3HTHI, periiaMeHTHpyeMbIe
rOCy/IapCTBEHHbIM  cTaHfmapToMm. [lonsitue  «pexBu3uT». llocTosiHHBIE U
nepeMeHHble peKBU3UTHL. [loHaTHE «dopMymsip nokymeHTay. UHAMBUyanbHbBIN U
TUTIOBOM (opmyJissp nokymeHTa. Dopmyisip-oOpaser, ero 3ajaduu B YHU(PUKAIUN
TpeOOBaHUN K PEKBU3UTAM JOKYMEHTa U UX PACIOJIOKEHHIO. BlaHk ToKyMmeHTa.
Bunpr 61ankoB. CoctaB OnaHKa, TMOPSIOK PACIIONOXKEHUS PEKBU3UTOB B OJIAHKE.
branku Cc yrioBeIM M ILIEHTPOBAaHHBIM pPAacHOJIOKEHUEM peKBU3UTOB. IIpaBuia
KOHCTpyHUpoBaHusi OnaHka. branku ¢ m3o0OpaxeHHeM rocyJapCcTBEHHOTo repla u
repba cyonekra deaeparuu. ['OCT P 7.0.8-2013.Cucrema cTraHmapToB II10
nHpopMany, OUOIMOTEUHOMY M U3ATEIBCKOMY JENy. JeJIONPOU3BOJCTBO U
apxuBHoe neino. Tepmunbl u onpenenenus. [OCT P UCO 15489-1 - 2007 Cuctema

CTaHAApTOB 10 WHPOpMANUK, OWUONIMOTEYHOMY U U3JATEIBCKOMY  JIETy.



VopaBnenne npokymentamu. OO6mme TtpeboBaHusi». CTpyKTypa CTaHAApTOB.

Bo3moxHOCTB IMPAaKTHYCCKOTO NCIIOJIb30BaAHHA B COBPECMCHHLIX YCIIOBHAX.

Tema 3 OdopMmienue ynpasjeHYeCKOH [JOKyMeHTAnuM B cdepe
roCy1apCTBEHHOI0 U MYHUIIMNIAJIBLHOI0 YIIPaBJIeHus (2 Jac.)

Ctunuctuka JOKYMEHTOB. PenaktupoBaHue M IpaBKa — CIY>KEOHBIX
nokyMeHTOB. OOIas XapakTepUCTHKA PACHOPAIUTENbHBIX AOKYMEHTOB. CTaauu
ITOATOTOBKH OCHOBHBIX pacropsAuTENbHBIX JOKYMEHTOB. Texkct
pacnopsauTenbHOr0 JoKymMeHTa. OOmias XapakTEepUCTHKAa OpraHU3alMOHHBIX
nokymeHToB. OrmnpeneneHue, Ha3HauY€HUE, MOPAJOK COCTaBJIEHMs, 00JaCTh
IPUMEHEHHS OpPraHU3alMOHHBIX TOKYMEHTOB.

Bunsl mpotokosioB. HasHaueHue, copepkaHue, NOPSIOK COCTABICHUS,
cnenugurKa NpUMeHeHUs. Y TBEpKACHUE MPOTOKOJIOB.

OO6mast xapakTepucTuka HHPOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB W
ciyxeOHOU KoppecnoHaeHuu. Buasl noxkymenToB. Hasnauenuwe. Conepixkanue,
HOPSA0OK COCTaBJICHMSI, MPUMEHEHUs, YTBEpPXKICHUSA. YHUUKaLusi CIyKeOHOro
UChMa.

OOmiass  XapakTepuCTHUKa JOKYMEHTAlMM IO JIMYHOMY COCTaBy B
rOCyJapCTBEHHBIX OpraHU3alUsaX B cepe rocyJapCTBEHHOTO U MYHHUIUIIAIBHOTO
YIPAaBJICHUS: JIMYHBIE JI€a, 3asABJICHHSA, NPUKa3bl [0 JIMYHOMY COCTaBy. Bunel
nokyMmeHToB. Hasznauenme. CoaepkaHue, IMOPSAOK COCTaBICHUS, NPUMEHEHUS,

YTBEPKICHUS

Paznen |1l. Opranu3anusi padoTbl ¢ JOKYyMEHTAMH B TOCYyAapCTBEHHOM
U MYHMUIHMINIAJIbHOM ynpaBjenuu (6 1ac.)
Tema 1. Texuonorum padorsl ¢ [JAOKyMeHTamMmum B  c(epe
rocy1apCTBEHHOr0 U MYHUIMIIAJIBHOI0 yIIpaBJjeHus (6 yac.)
Otanbl MU TMOPANOK JBUXKEHUA JOKyMeHTOB. OpraHuzaiusi paboOThl C
MOCTYyHAKIMUMH  («BXOJAIIUMHUY)  JokyMeHTamu. [lpuem,  opranuzanus
MPOXOKACHUS U MOPSTOK UCTIOTHEHUSI TOCTYMAONIUX («BXOISAIINX») TOKYMEHTOB.

[lopsimox  opranuzauuu  pabOTBl € OTOPABISIEMBIMH  («KHUCXOASIIUMU)



nokymeHntamu. [IpaBuna opranuzanuu pabOThl ¢ BHYTPEHHUMH JOKYMEHTAMHU.
VYyer o6bemMa 10KyMeHTOOOOpOTa. Peructpanusi 1OKyMEHTOB - COCTAaBHAsl 4acThb
TEXHOJIOTUU OpraHu3aluu paboThl C JOKyMeHTaMu. L{eau 1 OCHOBHbBIE TPUHIIUTIBI
peructpanuu JO0KyMeHTOB. DOpMBI perucTpanuud JOKYMEHTOB U TOPSIO0K HX
3aII0JIHEHMUSL.

[Tonsitue «HOMeHKIaTypa Aen». HasHaueHue M BUIbI HOMEHKJIATYpHI JeIl.
TunoBas, mnpuMepHass W KOHKpETHass HOMEHKiIaTypa Jeid. TpeOoBaHus,
NpEeabsIBISIEMbIE K COCTABJICHUIO W 3alOJHEHUIO (POPMBI HOMEHKIATYPHI JAEI
opraHu3aiuu. 3arojloBKM JeJl, WX CcucreMmarusanus u (HOPMYJIHPOBKH B
HOMeHKIarype neil. Cpoku xpaHneHus jaeil. [Iopsnok cocTaBieHus: U yTBEPKIACHHUS
HOMEHKJIATYPHI JIeJT OPTaHU3alUH, PEINPUITHS, YUPECKICHUS.

[lonstue «ueno». Ilpusnaku 3aBenenust gen. IlpaBuna QopmupoBaHus
pa3IMUHBIX ~ KaTeropwii JIOKyMEHTOB B jena. Jlementpanmu3oBanHoe (B
CTPYKTYpHBIX  TOJIpa3/elICHUsX) W  IEHTpaJlu3oBaHHoe (B clyxOe
JOKYMEHTAIIMOHHOTO  o0ecrieueHuss  ympaBieHus))  (GopmupoBaHue  Jiedl.
OTBETCTBEHHOCTh 3a COXPAaHHOCTb JOKYMEHTOB. Bblgaua JIOKYMEHTOB JIs
BPEMEHHOI'0 MOJIb30BAHUS IIPU XPAHEHUH MX B CTPYKTYPHOM MOAPA3AEICHUN.

[lonsiTHe «BKCHEPTU3a LIEHHOCTH JOKYMEHTOB». HOpMAaTMBHO-METOIUYECKUE
U TEOPETUYECKHUE OCHOBBI MPOBEJICHMS DJKCIEPTU3bl LIEHHOCTH JIOKYMEHTOB.
TpeOoBanusi, mnpeabsABIsSEMble K OPraHU3alldd M MPOBEACHUIO DKCHEPTHU3BI
[IEHHOCTH JOKYMEHTOB. OTambl MpOBEIEeHUA U O(opMIEHHE pe3yIbTaTOB
AKCHEPTU3BI [IEHHOCTU JOKYMEHTOB.

Brnusinue BHeIpEeHMS BHIYUCIUTEIBHON TEXHUKH HA 00pa3oBaHUE JTOKYMEHTOB.
JlokymMeHT B 3yekTpoHHOH ¢dopme. [IpobGiema mpaBoBOro pexumMa JOKYMEHTA,
CO3JaHHOTO B 3JIEKTPOHHOU (opme. OCOOEHHOCTH COTIIACOBAHUS U TOJIHCAHUS
AIEKTPOHHBIX TOKYMEHTOB.

PazButne cucremnr mepemaun uHbopmaruu B chepe TOCyIapCTBEHHOTO U
MYHULIUNAIBHOTO YHOpPaBICHUS. DNEKTPOHHOE mpaButTenbcTBo. CMOB, CMOJ] —
npoOiema BHeApeHHs. Bo3zMoxHOCTH 0€310KyMEHTHOTO 0OMeHa MHpOpMaInei B

rocyaapCTBCHHOM M MYHUIIUMIIAJIbHOM YIIPAaBJICHHMH.



1. CTPYKTYPA U COJEPXKAHUE HNPAKTUYECKOH YACTHU
KYPCA U CAMOCTOSTEJBbHOMN PABOTHI

IpakTHyeckue 3aHATUSA

(54 gac.)

3anaTne Ne 1 CrmiamcTuka J0KyMeHTOB. PegakTupoBaHue M NpaBKa
cayxeOHbIX 1oKyMeHTOB (10 yac.)

Memoo axkmuenozo / UHmMEPAKMUBHO20 00YHUeHUA — MEemoO CUMYAUUOHHOZ0
ananu3a (cumyayuoHHvle 3a0ayu)

1.®yHKIIMOHANIBHBIE CTHIIM peuH (TpeOOBaHUS U CielU(pUKa)

2. TpeboBaHUs K TEKCTY IOKYMEHTOB

3.Ctunesblie OmMMUOKU

4.PenakTUpOBaHKE U MPaBKa CIy>KEOHBIX TOKYMEHTOB

5. Pelienue cuTyalMoHHBIX 3a/1a4.

3ansaTue Ne 2 HopMaTUBHO-NPaBOBOE pPeryiupoBaHUe JOKYMEHTHPOBAHUSA B
CHCTeMe ToCyIapCTBEHHOT0 U MYHHIIUNIAJIBbHOTO ynpaBiaeHus (20 yac.)

Memoo axmuenozo / UHmMEPAKMUBHOZ0 O0YUEHUA — MEmo0 CUMYAUUOHHO20
ananu3a (cumyayuoHHvle 3a0a4u )

1. ®denepanbHOE 3aKOHOAATENBLCTBO B c(hepe AeI0nporu3BOICTBA

2. 3akoHOMATENBbCTBO  CcyOBbekTOoB  Poccmiickoit  ®enepammum B cdepe
JEJIONPOU3BOICTBA

3. 'ocynapcTBeHHbBIE CTaHAAPTHI

4. lIokyMeHTBl MyHHUIIMIIAJIbHBIX 00pa30BaHuil B cepe IeT0mpOnu3BOACTBA

5. Pemienue cutyalimoHHBIX 3a4a4.

3ansaTue Ne 3 YHU(UUMPOBAHHASI CHCTEMA OPraHU3aMOHHO-
pacnopsiauTeabHoil fokymeHTauum - Y COPJL B cucTeMe rocyiapcTBEHHOI0 H

MYHHIIHNIAJBHOTO ynpasjenusi (12 gac.)



Memoo akmuenozo / uHmMEPAKMUBHO20 O00yYEeHUA — MEmo0 CUMYAUUOHHOZ20
ananu3a (cumyayuonnwle 3a0ayvu) (10 uac.)

1.PacniopsinutenbHbie TOKYMEHTBI

2.0praHu3anuoHHbIC TOKYMEHTHI

3.JlokyMeHTUpOBaHUE AeATEIbHOCTU KOJIJIETHATIBHBIX CTPYKTYP YIpPaBJICHUS

4 NudhopMalluOHHO-CIIPABOYHBIE JOKYMEHTHI

5.JlenoBast KOPPECIIOHACHLIUSA

6./loroBopHas TOKyMeHTaIus

7. KagpoBasi TOKyMEeHTalHs

8. OOpaieHus rpaxxaaH

9. Pemenue CUTYalIMOHHBIX 3a/1a4

3anaTne Ne 4 CoBpeMeHHbIe TEXHOJOIMH PadoTbl € JOKYMEHTAMH B
rocyJ1apcTBeHHOM M MyYHUIIMNIAJIbLHOM ynpasienuu (12 gac.)

Memoo axkmueno2o / UHMEPAKMUBHO20 O00YYEHUA — MEmOo0 CUMYAUUOHHO20
ananusa (cumyayuonnsle 3a0auu), OUCKYccus, 0e106as uzpd.)

1. XapakrepucThKa TpaJIULIUOHHBIX OyMaKHBIX TEXHOJIOTHI

2.CoBpeMEHHBIE JJIEKTPOHHBIE TEXHOJIOTHH pa0OThl C JOKYMEHTAMU

3.CucreMsl 3JIEKTPOHHOTO JoKyMeHTooOopoTa («IIpakTukay, «/lemoy)
4.ITpo6aema BeIOOpa u agantaruu COJ1 - quckyccus

5. Pelienne cuTyallMOHHBIX 3a]1a4



Ilnan — rpauK BBINOJTHEHUSI CAMOCTOATEIbHOM Pa00THI IO AMCHHUILIMHE

JlokyMeHTalOHHOe o0ecneyeHre rocy 1apCTBEHHOI0 M MyHUIIMIIAJIbHOI 0

yIpaBJIeHUsD

n/n

Jara/cpoxu
BBINOJIHEHUS

Bua camocroaTeaLHOM

padoThI

IIpumepHbIe
HOPMBI
BpPEeMEHH Ha
BbIIIOJIHEHH e

®opma KOHTPOJIA

1-4 wenens

KonTtponsHas pabdorta
Nel
«KoncTpynpoBanue
OJIaHKOB»
KontponsHas padorta
Ne2

«CTtunm peun»

9 gac

9 gac

3amura
KOHTPOJIBHOM
paboThI

5-9 wenenn

KonTtponrHas padota
Ne3

«PeKkBU3UTEHI
JTIOKYMEHTOB)
KounTtponrHas paborta
Ne4
«PacrniopsanurenbHbie
JTOKYMEHTBI»

9 yac

9 yac

3amura
KOHTPOJIBHOM
paboThI

10- 13 genenu

KontposbHas padoTa
No5

«JlenoBas
KOPPECIOHICHITUS»
KonTponbnas pabora
Ne6
«OpranuzainoHHas
JOKYMEHTaIUsD»

9 yac

9 yac

3ammura
KOHTPOJIBHOU
paboThI

14-17 wenens

KontpospHas padoTa
Ne7
«IIpoTokonupoBanue
3acejaHu»
KontponbHas padoTa
Neg

«O0pareHus rpaxmaan»

9 yac

9 yac

3amura
KOHTPOJIbHOM
paboThI

Bcero

72 yac

3amaHust AJIs1 CAMOCTOSITEJIbHOM PadoThl 00yYalIIUXCsl M MeToAuYecKHe

PEKOMEHIAIUMU 110 UX BBINIOJTHCHUIO]

Kountpoabnas padora Nel «KoHctpyupoBanue 0JIaHKOBY»




1. CocTaBuUTh PopMyssip IPEAJIOAKEHHBIX 00pa3IOB OJIAHKOB, ONIPEACIUTH BUJI.
2. OLIEHUTb COOTBETCTBUE «pPEATBHOr0» O1aHKa TpeOOBaHUSAM CTaHIAPTA.
3. CKOHCTpYUpPOBaTh KOMIUIEKT OJIAHKOB (PUPMBI

KonTpoabnas pabora Ne2 «Ctuiu peum»

1. JaiiTe XapakTepuUCTUKY (PYHKIUOHAIBHBIM CTHIIIM PEYH
2. IlpuBeauTe mpUMEPHI JIEKCUYECKUX OLTUOO0K

KonTpoabHas pabora Ne3 «PeKBU3UTBI JOKYMEHTOB)

1. [Ipoananu3upoBaTh ciy>KeOHBIE OTMETKH Ha JOKYMEHTE.

2. Tlo cmyxeOHBIM OTMETKaM Ha JOKyMEHTE PEKOHCTPYHPOBATH XPOHOJIOTHIO
JOKYMEHTO00O0pOoTA.

3. [TpocTaBUTH Ha JIOKyMEHTE PEKBU3HTHI, COOTBETCTBYIOIINE
JCIIOTIPON3BOJICTBEHHBIM ~ OTIEpaIiusiM  (PETHCTpAaIlMd  BXOJSIIETO JIOKYMEHTA,
PacCMOTPEHHUIO U MPUHATHIO PEHICHHS, KOHTPOJIO WCIIOJHEHUS, HAMPABICHUIO B
TIeJI0).

4. Ha mpumMepe HOMEHKJIATYpBl J€JI NMPOAHAIN3UPOBATh MPUHIUI TPYNIUPOBKH
Il ¥ YCTAaHOBJICHHSI CPOKOB XPaHEHUS JIe

KonTpoabnas pabora Ne4 «PacnopsiauresbHble JOKYMEHTbD»

1.CoctaButh hopMyIsip mpuKasa.

2. Haiitu HeTo4HOCTH B 0OPMIICHUU PACTIOPSIKEHUS, UCIPABUTh U OPOPMHUTH
KonTpoabHas pabora NeS «/lesroBasi KoppecnoHIeH U

1. CoctaButh popmyIisap mucbMa JjIsl IPEI0KEHHOTO o0pasiia.

2. Haiith HeTO4YHOCTH B OQOPMJIICHHUU TMHUCbMA, O(GOPMUTH JTOKYMEHT B
COOTBETCTBHUH C TPEOOBAHMUSIMU CTaHApTa.

3. CocTtaButh nucbMo npoctoe (1-2 yactu TekcTa)

4. CocTaBUTh NUCHMO CIOKHOE (3-4 yacTu TeKcTa)

5. CocTaBHUTh MUCHMO € TpadapeTHHIM TEKCTOM.

Kontposabnasi padora Ne6 «Opranu3aumoHHas JOKyMeHTALH )

1.CoctaBuTh popMymIsip «peanbHOr0» MOJOKEHUS.

2. Haiitu HeTOYHOCTH B O(pOPMIICHUH yCTaBa, UCIPABUTH U OPOPMUTH



Kourpouabnas padora Ne7 «IIporokonupoBanue 3acegaHuin

1.CoctaButh hopMysip IpOTOKOIA.

2. Haiitu HeTOYHOCTH B 0()OPMIICHUH IPOTOKOJIA, HUCIPABUTH U OPOPMUTH
3. Ha ocHOBaHMM MOJIHOTO MPOTOKOJa 0OPMUTH KPATKUM MPOTOKO.

4. OpopMHUTH BBITUCKY U3 MIPOTOKOJIA.

5. OpopMUTh TUCEMO-U3BEIIEHNUE ¢ 000OIIEHHBIM apecaToM

Kontposbnas padora Ne§
«O0pameHnst rpamaIan»

1.CocraButh popmyIsp 3asiBICHHUS.

2. Haiiti HeTOYHOCTH B O(pOPMIICHUH KaNOObl, UCIPABUTH U OPOPMUTH
TpeOGoBanusi K  NpeACTaBJICHUIO W OPOPMIICHHMIO  Pe3yJIbTATOB
CaMOCTOAITEJIbHOI PadoThI;

KonTponbHas pabora — MNpPOAYKT CaMOCTOATEIbHOW paboThl oOydarolerocs,
NPEICTABISAIOMINM COO0N KpaTKoe M3JIOKEHUE B MUCHbMEHHOM BHJE MOJYYEHHBIX
pe3ynpTaToB. Conep)kaHue KOHTPOJIBHOW pabOThl 3aBUCUT OT BBIOPAHHOIO
BapuaHTa. PaboTa npejacrapiseTcs IpenoaaBaTesio Ha MPOBEPKY HE MO3AHEE, YeM
3a 7 qHEH A0 MIaHMpYeMOM 3aluThl. 3allUuTa KOHTPOJIbHOW pabOThl MPOXOAUT B

dbopme cobeceoBaHUS BO BpeMsT KOHCYJIbTAIIUM.

o Kpurepuu oueHkM BbINOJTHEHHUS CAMOCTOSATEIbHON padoThI

e No IToka3zaTean Ouenka

m\nn

1 3aJaHne BBIIIOJIHEHO, B OCHOBE OTBETA JICKUT 3HAHHUE 5

TEOPHUH, TEPMUHOJIOTUSI KOPPEKTHA

2 3aJaHre BBIIIOJIHEHO, B OCHOBE OTBETA JICKUT 3HAHHUE 4
TEOpUHU, HO B AJTOPUTME BBIMOJHEHUS U B
HCIIOJIb3yEMOM TEPMHUHOJIOTHH BCTPEUAIOTCS
HETOYHOCTH

3 3agaHde  BBIMOJHEHO  YacTUYHO, B  aJTOPUTME 3




BBIIIOJTHCHUA H B HCHOHBSyeMOﬁ TCPMUHOJIOINHN

BCTPCUAIOTCA HCTOYHOCTH

4 3a1aHue HE BBIIIOJTHEHO 2

11, YYEBHO-METOAUYECKOE OBECIHIEYEHHUE
CAMOCTOSTEJBHON PABOTHI OBYYAIOIIUXCA

Y4ebHO-MeToIu4ecKoe obecrieyeHne CaMOCTOSITENIbHON paboThI
oOyJaromuxcs 1o  JUCHMIUIMHE  «/lokyMeHTannoHHOoe — obecrieueHue
TOCYyJapCTBEHHOTO W  MYHHUIMIAIBHOTO  YIPAaBICHUS»  TPEACTABICHO B
[Ipunoxenuu 1 u BKiItO4aeT B ceOs:

— IUIaH-TpaduK BBITOJHEHUS CAMOCTOSTEIBHON pabOTHI MO JHUCIUIUINHE, B
TOM YHCJIe IPUMEPHBIE HOPMBI BPEMEHH Ha BHITIOJTHEHHE 0 KXKIOMY 3a/IaHUIO;

— XapaKTepUCTHKA 3aJaHUN JUISI CAMOCTOSITEIPHON pabOThl 00yJYaIONINXCs U
METOMYECKHE PEKOMEHIAIIUH 110 UX BHITIOJHEHUIO;

— TpeOboBaHUS K  MPEACTaBIEHHIO M O(GOpMIIEHHIO  Pe3yabTaTOB

CaMOCTOSITEJIbHOM pa6OTBI;

— KPUTCPHUH OICHKH BBIIIOJIHCHUSA CaMOCTOSITEJIBHOM pa6OTBI.

V. KOHTPOJIb JOCTUXKEHMUS IEJEN KYPCA

Ne | Konrposmpyembie OueHovHbIe cpeacTBa

n/n pasiaeJibl Koasb! 1 3Tanbi TeKyIHii IPOMEKYTOYHA

AHCIHUILTAHDI ‘l’OpMHpOBaHlEﬂ KOHTPOJIb A aTTecTalus
KOMIIeTeHIIHI
1 Paszgen I. T1IK-20 | 3Haetr YO-1, YO -4 | Bonpochl k

Teopernueckue 3ayery 1-5
OCHOBBI YmMmeer I1P-2 Bomnpocsl k
JIeTIOTIPOU3BOICTBA 3agery 5-15




Bnaneer - [1P-1, I1P -11 | Bompock! k
Pazpen Il. 3auety 16-20
CoBpemeHnHoe
rOCyIapCTBEHHOE
peryJupoBaHUE B
obnactu
JIEITIOTIPOU3BOICTBA
Pazgen IlI.
Opranuzanus
paboThI €
JOKyMEHTaMH B
rOCYy/IapCTBCHHOM U

MYHHIIHITATEHOM
yIIpaBJICHUHN

Paznen II. I1IK-20 | 3naer YO-1, YO -3 | Bompocs k
CoBpemeHnHoe 3agery 21-27
roCyJapCTBEHHOE YMmeer [1P-2 Bomnpocsr k
peryinupoBaHue B 3agery 31-35
obnactu Braneer ITP-11, TIP-1, | Bompocs k
JIEIOTIPON3BOICTBA TP -10 3agety 31-50
Paznen IlI.

Opranuzanus

paboTHI ¢

JOKYMEHTaMU B
rocy/lapCTBEHHOM U
MYHULUATIAJIEHOM
YIPABJICHUHU

V. CIHCOK YYEBHOW JMTEPATYPbI U WH®OPMAIIMOHHO-
METOJJNYECKOE OBECIIEHEHUE JUCHUIIJINHBI

OcHoBHas UTEpPaTypa

(3;1eKmpOHHblE U nevyamuvle U30aHUs)

1. BeixoBa, T. A. JlemonpousBoacTBo : yueOHuK st By30B / T. A. beikosa, JI. M.
Bsinosa, JI. B. Cankuna ; mox oomr. pea. T. B. Ky3nenooit. Uzn. 3-e, nepepab. u
J01I. Mocksa : WNudpa-M, 2018.
http://lib.dvfu.ru:8080/lib/item?id=chamo:709271&theme=FEFU

2.3ampiiikoBa  O. W. Jlemompou3BoAcTBO [J/loKyMEHTAIlMOHHOE OOECIICUCHHE

ynpasieHus|: Yueonuk / bacakoB M.U., 3amsbikoa O.U., - 14-¢ u3na., nepepad. -


http://znanium.com/catalog/author/aca21d3d-3753-11e4-b05e-00237dd2fde2

Pu/Jl:®enukc, 2018. - 376 c. ISBN 978-5-222-23063-3 - Pexum nocryna:
http://znanium.com/catalog/product/908867

3. Kabamos C. HO. Jlenmonpou3BOJACTBO M AapXMBHOE JEJI0 B TEPMHHAX H

onpenenenusix: Yueonoe nocobue / C.1O. Kabamos, N.I'. Achannusposa. - M.:
@nuHTA: Hayxka, 2017. - 296 c.: . Pexum JOCTyma:
http://znanium.com/catalog/product/200418

4.Kupcanoa M. B. CoBpeMeHHOE J€JI0NpOn3BOACTBO: YuebHoe nmocodue / M.B.

Kupcanosa; Poccuiickas Akagemus roc. ciyx0bl npu [Ipesunente PO (PAT'C). -

4-¢ uzn. - M.: HUL] UHO®PA-M,2017 - 312c.- (Briciee oOpazoBanue: bakanasp.).

(mm) ISBN 978-5-16-004491-0 - Pexxum JIOCTyIA:

http://znanium.com/catalog/product/395921

5.KonecuukoBa, H. JI. JlenoBoe obmieHue : yuyeOHOe mocoOue [y ydamuxcs

CTapIIMX KJIAcCOB MIKOJ, cTy/eHTOB By30B] / H. JI. Konecuukosa. 9-e u3a. Mocksa
dnuHTAa, : Hayka, 2018. 151 c. Pexum JIoCTyna;:

http://lib.dvfu.ru:8080/lib/item?id=chamo:675778&theme=FEFU

6.Ky3uenos, 1. H. JlenoBoe obmenue : [yaebHoe nmocooue st 6akanaBpos] / .
H. Ky3nenos. PoctoB-Ha-/lony : ®enukc, 2014. 335 c.
http://lib.dvfu.ru:8080/lib/item?id=chamo:840924&theme=FEFU

7.Ky3uenos, . H. [enonpous3BoacTBo : ydeOHO-cnipaBodyHOE mocooue / M. H.
Ky3nenos, 6-¢ u3z., nepepad. u nmom. - Mocksa : JlamkoB u K°, 2017. 459 c.
Pexxum nocryna: http://lib.dvfu.ru:8080/lib/item?id=chamo:697493&theme=FEFU

8.MananukoBa, E. H. JlenoBoe obmienue : yueoHoe mocodbue / E. H. Mananukoga.
2-¢ wm3a. MockBa : JlamkoB wum K° 2013. 208 c. Pexum pocryma:
http://lib.dvfu.ru:8080/lib/item?id=chamo:695020&theme=FEFU

9.Paxmanun, JI. B. Crunuctuka AenoBoil peyn W peJaKTUPOBAHUE CIY>KEOHBIX
JIOKYMEHTOB : yueOHoe mocooue ais By3oB / JI. B. Paxmanun. Mocksa : ®nuHTa, :
Hayxka, 2012. 256 C. Pexxum JOCTyIIa:
http://lib.dvfu.ru:8080/lib/item?id=chamo:675871&theme=FEFU


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

10.. ITomoB FO.A. [enonpou3BOACTBO U CEKpeTapckas paboTa Ha MEepCOHATBLHOM
koMmIbtoTepe: YueOHoe nocodue / Ilonos C.JI. - M.:COJIOH-IIp., 2013. - 424 c. -

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

JonmosiHuTEIBLHAS JIUTEPATYypPa
(neuammvle u d1eKMPOHHbLE UZ0AHUS)
1.bynar P. E. JlokyMmMeHTallMOHHOE oOO€CleUeHne YNpaBiIeHUsS IEPCOHAIIOM !

VYyebnoe nocobue/bynat P. E. - M.: HUL] MTHOPA-M, 2015. - 234 c.: 60x90 1/16.

- (Beiciee  oOpaszoBanue:  bakamaBpuar) - Pexum  nmocrtyna:

http://znanium.com/catalog/product/488066

2.Batonuna M. B. Jlenonpoun3BozacTBo B Bornpocax v oteerax / M. B. Barormna,, — 2-¢
u3n., ucnp. u jgomn. - PocroB-na-/lony : ®enukc, 2010. - 319 c. (Beicmee
oOpa3oBaHue: bakanaspuar). - Pexum JOCTYyTIA:

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

3.BykoBuu I'. I'. OcHOBBI Aenonpou3BojicTBa: YuebHoe mocodue / A.M. Acanues,

N.N. Muponosa, E.A. Kocapesa, I'.I'. Bykosuu. - M.: HUALl THO®PA-M, 2014. -

144 c. - (Beiciee o6pa3oBanue: bakamaBpmar). - Pexum goctyma:

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

4.I'aeBa WM.B. Jlenonpou3BoacTBO [DIEKTPOHHBIA pecypc]: cipaBouHuk/ ['BaeBa
N.B., CobaneBckuii C.B.— DiekTpoH. TEKCTOBbIE JdaHHbIE.— MUHCK:
TerpaCuctemc,  Terpamur, 2014.— 224 c.—  Pexum  jgocryna:
http://www.iprbookshop.ru/28072.html.— DBC «IPRbooks»

5.«I'OCT P 7.0.97-2016. HanmonanwHbili cTangapt Poccuiickoit ®eneparumu.
Cucrema cTaHmapToB Mo WHPpOpMaNUU, OMOTUOTEUHOMY W H3JATEIbCKOMY JIEIy.
Opranu3alioOHHO-pacops AUTEIbHAS JIOKYMEHTAILIHSI. TpebGoBanus K
opopmienuto goxkymeHToB» (yTB. Ilpmkazom Poccrammapra ot 08.12.2016 N
2004-ct) (pen. ot 14.05.2018) -[DnekTpoHHbIi pecypc]. - Pexum mocryna: https://
http://www.consultant.ru/document/cons_doc_LAW_216461/

6.'0OCT P HMCO 15489-1 - 2007 Cucrema craHgapToB 1o HWHGOpMAIINH,

OMOMMOTEeUHOMY ¥ M3JATEIbCKOMY JIeTy. YTpaBlieHune aokymeHTamu. OOmmme


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

TpeboBanus». — M.: Crannaptundopm, 2007. [DnaekTpoHHbIN pecypc]. - Pexum
noctymna: https://www.consultant.ru/document/cons doc LAW 135548/
/.I'myxoBa O.B. JlokyMeHTaMOHHOE OOEcCIeYeHHe YIMpaBiIeHUs [DIECKTPOHHBIN
pecypc]: kypc nekuuit/ I'myxoBa O.B.— DNeKTpoH. TEKCTOBbIE JdaHHBIC.—
Bonrorpaa: Bonrorpaackuit unctutyT OusHeca, By3oBckoe oopazoBanue, 2013.—
72 c— Pexum pocryna: http://www.iprbookshop.ru/19177.html.— 3bC
«IPRbooks»

8.[Jyckaesa, JI. P. Ctunuctuka oduumanbHO-ACIOBON peun : yuyeOHoe mocooue
st Beicuiero mpodeccuoHanbHoro obpaszoBanus / JI. P. Jlyckaesa, O. B.
[Iporonomnosa. MockBa : Axanemus, 2012. 264 C.
http://lib.dvfu.ru:8080/lib/item?id=chamo:668291&theme=FEFU

9.XypaBnesa M. B. KanpoBoe aenonpousBojactBo: Haumnaem c¢ Hymns. AyauT

ceoumu cwiamu / M.B. XKypasnesa, M.B. XKypasnesa. - M.: UHOPA-M, 2010. -

184 c.: - Pexxum nocrymna: http://znanium.com/catalog/product/205822

10.UnmonutoBa, H. A. Pycckuii s3pIk M KynbTypa peun : yueOnuk / H. A.
Nnnomurora, O. 0. KusizeBa, M. P. CaBoBa Mocksa : IIpocnekr, 2012. 439 c.
http://lib.dvfu.ru:8080/lib/item?id=chamo:670803&theme=FEFU

11. KopeneBa, A. B. Pycckuii s3pIK W KyJIbTypa peud : ydeOHOE MmocoOue s
By30B / A. B. KopeneBa MockBa : @mmaTa, : Hayka, 2013. 219 c.
http://lib.dvfu.ru:8080/lib/item?id=chamo:675806&theme=FEFU

12. Kpumramrok A.H. KoHduaeHnuanbHoe AEIONPOU3BOJCTBO W 3aIUTA
KOMMEPUYECKOW TaltHbI [ DNEeKTPpOHHBIN pecypc]: Kypc nekuuit/ Kpumramok A.H.—
DOneKTpoH. TekcToBble AaHHble.— Open: MexperuonanbHas — AxaaeMus
6e3zonacHoctu u BbpkuBaHusg (MABHB), 2014.— 199 c.— Pexum pgocrtyna:
http://www.iprbookshop.ru/33427.html.— 5BC «IPRbooks»

12 Ky3nemno M.H. JlenonpousBoacTBo : ydeOHO-cipaBouHOe mocobme / M. H.
Ky3nenos - M.: JamkoB u K° 2009. - 519 c. - Pexum jgocryna:
http://lib.dvfu.ru:8080/lib/item?id=chamo:270945&theme=FEFU

13.Kymuepyxk, C. II. JloxymenTHass nuHrBHCTHKA : y4eOHOe mocobme / C. IL

Kymnepyk. Mocksa : @nunra, : Hayka, 2012. 254 c.


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

http://lib.dvfu.ru:8080/lib/item?id=chamo:675743&theme=FEFU

14.OcHOBBI JeJ0NPOU3BOACTBA : METOAMYECKHE YyKazaHus / JanmbHEBOCTOUHBIN
dbenepanbubiil yHuBepcuteT, lllkona sxoHoMuku u meHemkMenta ; [coct. C. B.
Kopanenko]. BmamuBoctox : WM3a-Bo JlambHeBocTOuHOTrO  (henepaabHOTO

YHUBEPCUTETA, 2014. 34 C.
http://lib.dvfu.ru:8080/lib/item?id=chamo:742567 &theme=FEFU

15.06 apxuBHoM nene, Ne 125-D3 [denep. 3akoH: mpuHAT 22 okTs6pst 2008 r.: mo
cocrossunto Ha 13.05. 2008 r.] [DnexktponHsli pecypc]. — Pexum pgocrtymna:
http://www.consultant.ru/document/cons_doc_LAW 142000/

16.0 mopsnke paccMmoTpeHusi oOpamieHuid rpaxaaH, Ne5S9 ®d3 [denep. 3akoH:
npuHAT 2 mas 2006 r. : B penakuun @eaepanbHbIX 3aK0HOB 0T 29.06.2010 N 126-
@3, ot 27.07.2010 N 227-®3] [OnexkTpoHHbIA pecypc]. — Pexum goctymna:
http://mnr.gov.ru/activities/detail.php?1D=128155

06 wunpopMmaly, WHPOPMAIMOHHBIX TEXHOJOTHAX W 3amuTe HWHPopManuu, No
149-®3 [enep. 3axon: npunaiar 27.07.2006] [DaexTponusiii pecypc]. — Pexum
noctyma: http://www.consultant.ru/document/cons_doc LAW 156802

[IpaBuna 1o nenoNMpOU3BOJACTBY B (eaepalbHbIX OpraHax HWCIOJIHUTEIbHON
Bractd (ot 15.06.2009r.) [OnektpoHHBI pecypc]. — Pexum goctyma:
www.rg.ru/2009/06/24/deloproizvodstvo-dok.html

Poroxun M. 0. CnpaBounuk 1o aenonpousBoacTBy / M.YO. PoroxwuHn. - 3-¢ u3j.,
nepepad. u gom. - M.: FOctutiuadopm, 2011. - 256 c. - (JlenoBas 6ubnuoreka). -
Pexxum nocryna: http://znanium.com/catalog/product/278862

Ilepedenn pecypcoB HHGOPMANMOHHO-TEJIEKOMMYHUKAIIMOHHOM CeTH
«HTEepHe»
1.1okyMEeHTOOOOpOT W JEJONpPOU3BOJICTBO. CuctemMbl  3IEKTPOHHOIO
nokymeHnToobopora (COJ1) [DnekTpoHHbIN pecypc]. — Pexum goctyma: www.doc-

online.ru


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

2. Kypnan «JlenonpousBoAcTBO U JOKYMEHTO000pOT Ha npeanpusatun» (Poccus)
[DnexTponHbIii pecypc]. — Pexxum poctyna: www.delo-press.ru/documents-
it/index.html

Ilepeyenb MHPOPMAMOHHBIX TEXHOJOTMH U IPOrPAMMHOI0 O0ecneYeHust

VI.METOANYECKHUE YKA3AHUA 11O OCBOEHUIO IUCHUIIJIMHBI
Peanuzanus JVCLUILIIMHBI «/lokymeHTanmoHHoe obecrnieueHue

FOCYJapCTBEHHOT0 YW  MYHUIMIAJIBHOTO  yMOPaBJICHUS»  IpeaycMaTpUBaeT
CIeAyIOIHe BHUJBI Y4eOHOM palOOThI: JIEKIUU, TMPAKTUYECKUE 3aHITHS,
CaMOCTOSITEIbHYIO PAabOTy CTYAEHTOB, TEKYIIHH KOHTPOJIb U MPOMEKYTOUHYIO
aTTECTalUIO.

OcBoeHne Kypca JIUCHHUIUIMHBI  «JlOKyMEHTallMoOHHOE  OOecIeueHue
rOCYJapCTBEHHOTO W MYHMITUTIAJILHOTO YIIPABJICHUS» MPEIoIaracT peHTHHTOBYIO
CUCTEMY OIICHKHM 3HAHUW CTYJACHTOB U TMPEayCMaTpUBaeT CO CTOPOHBI
OpenojaBaTeisl TEKYIIUAd KOHTPOJb 3a IIOCEUIEHWEM CTYJIEHTaMH JIEKIUH,
MOJICOTOBKOM M BBIMOJHEHUEM BCEX JabOpaTOpHBIX paboT ¢ 00s3aTeIbHBIM
IpeIOCTaBICHUEM OT4YeTa O paboTe, BBHIIIOJHEHUEM BCEX BUIOB CAMOCTOSITEIIHLHOM
paboTHI.

[IpomexxyTOouHOM arTecTalue Mo JUCUHUIUIMHE «JlOKYMEHTallMOHHOE
oOecrieueHnue TOCYJApPCTBEHHOT0 M MYHHUIIMNAIBLHOTO YIPABICHUS»  SBISICTCS
3a4eT, KOTOPBIM MPOBOAUTCS B BUAE COOECEOBAHUS IO BOIIPOCAM.

B teuenue yueOHOTO cemecTpa 00ydaronuMcs HyKHO:

OCBOUTH TeopeTHueckuii matepuan (20 6amios);

e YCIICIIHO BHITIOJHUTH ayIUTOPHBIC U KOHTPOJbHBIE 3aaHus (50 6aioB);

e CBOEBPEMEHHO U YCIICHIHO BBIIIOJIHUTh BCE€ BHIBl CAMOCTOATEIBHOU
pabotsr (30 6amioB).

CryneHT cuMTaeTcsi aTTECTOBAHHBIM MO JUCHMILUIMHE «/OKyMEHTallmOHHOE
oOecrieueHne TOCYJapCTBEHHOTO W MYHUIIMITAIIGHOTO YIPABJICHUS) MPU YCIOBUHU

BBIIIOJIHCHHUA BCCX BHAOB TCKYLICTO KOHTPOJIA H CaMOCTOSTEIILHOU pa6OTBI,


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

MPETYCMOTPEHHBIX YUEOHOU MPOrpaMMOi.

Kputepun ouenkn mno aucuuruinHe «JloKyMeHTallMOHHOE obecreyeHune
rOCyJapCTBEHHOTO W MYHHIIMIIAJILHOTO YIIPABJICHUS» JUIA aTTECTAIlMM Ha 3a4eTe
crieaytomue: 86-100 6aUIOB — «OTIIMYHOY»/ «3a4TEHOY, 76-85 0aIIOB — «XOpOIIo»/
«3auTeHoy», 61-75 OamIoB — «yIOBIETBOPUTEIBHO» / «3auTeHO», 60 M MeHee
0aJIJIOB — «HEYIOBJIETBOPUTEIBHOY / «HE 3aUTEHOY.

[lepecuer OanmiaoB MO TEKYyIIEMY KOHTPOJIO U CaMOCTOSITEIBHON padoTe

IPOU3BOAUTCSA 10 (hopmyiie:

m
P(n) E O xki
n) = —,
omax "y

i=1

rae: W= Y7, ki* mis Tekymiero peituara;

W= Y™ ki* nist uTOroBOrO peiTHHra;

P(n) — pediTuHT cTyaeHTA;

M — o011ee KOIMYECTBO KOHTPOIBHBIX MEPOIIPHSTHIA;

N — KOJIMYECTBO HPOBEICHHBIX KOHTPOJIBHBIX MEPOIPHSTHIA;

O; — Gayu1, MOYYCHHBIH CTY/ICHTOM Ha i-OM KOHTPOJIEHOM MEPOIPHSITUH;

O"** — MakcMMaJbHO BO3MOXHBIH Oal CTyJeHTa 1O I-My KOHTPOJIBHOMY
MEPOTPHUSTHIO;

k; — BecoBoii K0O3(PPHUIMEHT I-TO0 KOHTPOJIBHOTO MEPOIPUSITHS;

ki* — BecoBoii KOI(UIMEHT i-TO KOHTPOJIBHOIO MEPONPHATHS, CCIH OHO

ABJIACTCA OCHOBHBIM, HJIN O, CCJIKM OHO ABJIACTCA JOITOJIHUTCIIbHBIM.

C nenblo onpeaenaeHus YpoBHS OBJIAICHUSI KOMIETEHUIHUSIMU, 3aKPEINIEHHBIMHU
3a JUCLUIUIMHOW, B 3aJaHHBIC NPENOAABATEIEM CPOKH ITPOBOJAUTCS TEKYIUUW U
MIPOMEKYTOUYHBII KOHTPOJIb 3HAHUW, YMEHUHN U HABBIKOB Ka)KJI0T0 00y4arouerocs.
Bce Buapl TEKyIIero KOHTPOJIS OCYLIECTBIISIFOTCS HA MMPAKTUYECKUX 3aHATHAX. [Ipu
OLICHKE  KOMIIETEHIMA  NpUHUMAETCa BO  BHUMaHWe  (opMUpOBaHHE
mpo(hecCHOHAaTBFHOTO  MHPOBO33PEHHUS, OINPEACICHHOTO YPOBHS  KYJIbTYpHI,

OTHYCCKHC HAaBBIKH, HaBBIKH BJIaACHUA BBIYHUCIUTCIILHOM  TEXHUKOM n



MPOrpaMMHBIMH TTPOJIYKTaMU JJIsl PEIICHUS MPAKTUUECKUX 3aad, a TAaKXKe JINYHbIE
KadecTBa 00y4aroIerocs.

[Iponienqypa olieHMBaHHUS KOMIETEHIUA OOydYalolUXCs OCHOBaHAa Ha
CIEIYIOIINX CTaHapTax:

1. mepuoAUYHOCTH IPOBEACHUS OICHKH.

2. MHOT'OCTYII€HYATOCTh: caMOOLIEHKa oOyyaromierocs, OLICHKA
npernojaBarenaeM, 00CYyX AEHHE pPE3yJbTaTOB U KOMIUIEKC MEp MO YCTPaHEHUIO
HEJ0CTaTKOB.

3. coOumoieHre MOCIeI0BATEIbHOCTH MPOBEACHUS OLIEHKU: MPEyCMOTPEHO,
YTO pa3BUTHE KOMIICTCHIIMN HJET MO BO3PACTAHUIO UX YPOBHEW CIIOKHOCTH, a
OLICHOYHBIE CPEACTBA Ha KaXJJIOM dTalle YUYUTHIBAIOT 3TO BO3pacTaHUeE.

JIns yCHenrHoro OCBOCHMS JUCHUIUIMHBI COUYETAIOTCS TPATUIMOHHBIC H
WHHOBAIIMOHHBIC  00pa3oBaTeIbHbIE TEXHOJOTUM, KOTOphIE OOECTICUMBAIOT
JOCTH)KEHUE TUIAaHUPYEMBIX pe3ylibTatoB o0yuenus mo OOIL.

Peanuzanust KOMIETEHTHOCTHOTO MOJIX0/1a MPeyCMaTPUBAET UCIIOJIb30BAHHE
B yueOHOM MPOIECCe UHTEPAKTUBHBIX (POPM MPOBEACHUS 3aHATUM.

OCHOBHBIMH ~ 00pa30BaTEIbHBIMU ~ TEXHOJOTUSMH, HCIOJIb3YEMBbIMH B
0OyYeHMH 10 AUCIUIUINHE, SIBISIOTC:

* TEXHOJIOTUM AaKTHUBHOTO W HWHTEPAKTUBHOIO OOYYEeHHS] — JUCKYCCHH,
nekuus-0ecesa, JIeKIUsI— IUCKycCcHsi, pa300p KOHKPETHBIX CUTYAIlHi, TBOPUECKUE
3a/iaHus, paboTa B MaJIbIX TpyMax;

* TEXHOJIOTUU MPOOJIEMHOTO O0YUYEHUS - MPAKTUYECKUE 3aJIaHUS U BOIIPOCHI
MPOOJIEMHOTO XapaKkTepa;

* TexHoJoTUs MU PEepeHIIMPOBAHHOTO OOYUCHHS - OOECIECYCHHE aJIPECHOTO
MOCTPOEHUST y4eOHOTO TMpollecca, y4eT CIOCOOHOCTEH CTyIEeHTa K TOMY WIIH
MHOMY POJy €SI TEIbHOCTH.

['maBHBIN aKIEHT MPY U3YYCHUH AUCIUTUTHHBI «OCHOBBI ACIONPOU3BOICTBAY
JIeJaeTCsl Ha €€ MPAKTUYECKYI0 YaCTh — OCBOCHHE KOMMYHUKATUBHBIX TEXHOJIOTUI
U TEXHOJOTUHM COCTaBICHUS U OQOPMIICHHS JOKYMEHTOB, OTHOCSIIHUXCA K

Oynyiie npodecCHoHaTbLHON eI TEIbHOCTH



MeToauyecKkue peKOMEHIALUM 110 padoTe HaJl KOHCIIEKTOM JICKIH T

«/lokymeHTanmoHHoe obOecrneueHrne TroCyAapCTBEHHOIO W MYHMIIMIAIBHOIO
YIPABICHUSA» SBIACTCA MPUKIAIHOW HAYKOW, MO3TOMY IIPU YTEHUHU JICKIUU
BBIABJISACTCS CBSI3b JUCLHUIUIMHBI C MPOLECCaMU JOKYMEHTHUPOBAaHUSA pPa3HBIX
CTOPOH yIIpaBJICHUS NPEANPUATUEM, OpPraHU3ALUEN, YUPEKIACHUEM U PA3IMYHBIMU
CTOpOHAMH Oyayiel NpoPeccuu CTYIEHTOB, YTO MOBBIIIAET UHTEPEC CTYJAEHTOB U
YCUJIMBAET MOTUBALIMIO K OCBOCHUIO 3HAHUM.

I'maBHas 3amada cTyaeHTa B IPOLECCE JIEKLMOHHBIX 3aHATUM - MOHUMaHUE
JIOTMKM WM3JI0KEHMsI MaTepuasa, BHUMaHUE K Pa3BUTHUIO MBICIIH Ipenoaasaress. B
KOHCIIEKTE CJIEyeT 3alMChIBAaTh TOJIBKO IIaBHbIE TE3UCHI U3JIAraeMOro MaTepuaia,
KOTOPBIE TaKXeE IPEICTABIEHBI B JIEKTPOHHOM BHUJI€, C KOTOPBIM CTYJIEHT MOXET
O03HAKOMUTBHCSA CaMOCTOSTeNbHO. JlJis OoJsiee MOTHOr0 MOHMMAHMS MpeIaraeMoro
TEOPETUYECKOTO MaTepuaja HEOOXOAMMO YHTATh PEKOMEHAYEMYIO K KaxIou
JIEKLUHU JINTEPATYPY.

Bo Bpems u 1mocie NpoBeneHUs JEKIUU B XOJA€ JICKUMOHHBIX 3aHATHUU
00y4aroUIMMCs] peKOMEHAYETCS BBIOIHITH CIEAYIOLINE 1eHCTBUS:
1.BecTH KOHCIIEKTHPOBAHHUE YyUeOHOI0 MaTepHaa.
2.00pamiate BHHMaHHE Ha KaTreropud, (GOpMYJIUPOBKH, PpacCKpbIBAIOIIKE
CONEpP)KaHME TE€X WIM HHBIX SBJICHUHM U IPOLECCOB, HAay4YHBIE BBIBOABI WU
IIPAKTUYECKUE PEKOMEHIALNH 110 UX IPUMEHEHUIO.
3.3aaBaTh NPENOAABATENIO0 YTOYHSIOIIME BOMNPOCHI C  ILENBI0  YSICHEHMS
TEOPETUUYECKUX MOJIOKEHHUH, Pa3pEIICHUs CIIOPHBIX CUTYAILUH.
4.xenare’abHO OCTaBUTh B pabOYMX KOHCIEKTaX IIOJiA, Ha KOTOPBIX BO
BHEAYIUTOPHOE BpeMs MOXHO CIenaTb IIOMETKM H3 PEKOMEHJIOBaHHOMN
JUTEpaTypsl, AONOJHAKOIIME MaTepHal IMPOCIYIIAHHOW JIEKIUH, a TakKkKe
MIOTYEPKUBAIOIINE OCOOYIO BAXKHOCTh TEX WJIM UHBIX TEOPETHUUECKUX MOJI0KEHHI.

MeToauyecKkue peKOMEHIAUUHN K NPAKTHYECKUM 3aHATUAM

[Ipy MOATrOTOBKE K MPAKTHUYECKUM 3aHATHSAM OOYy4alOIIMMCS HEOO0XOAMMO
MU3YYUTh OCHOBHYIO JIMTEPATypPy, O3HAKOMUTHCA C AONOJIHUTEIBHOU JIUTEPATYPOH,

HOBBIMH HYGJ'II/IKaHI/IHMI/I B MCPHUOINYCCKHUX HU3JAHUAX: JXYpPHaAJlaX, ra3c¢rtax M T.A.



I[Ipu »TOoM yuecTb peKOMEHJAUUMU TpernojaBaTeiss W TpeOoBaHUS YyueOHOM
nporpaMMbl. B Xo/l€ MOATOTOBKM K MPAKTUYECKUM 3aHATUSIM HEO0OXOIUMO
OCBOUTH OCHOBHBIC MOHATHS M METOJWKHU pacuera MoKaszaTeseil, OTBETUTh Ha
KOHTPOJIbHBIE ~ BOMPOCHL. B  TeueHHe NPaKTUYECKOrO 3aHATHS  CTYJCHTY
HEO0OXOMMO BBITIOTHUTD 3a/1aHusl, BbIJJAHHBIC MPEINOaBaTeNIeM, YTO 3aUUTHIBACTCS
KaK TeKyIlas padoTa CTYJEeHTa U OLIEHUBAETCS M0 KPUTEPUSIM, MPE/ICTABICHHBIM B
PTI/I.

[IpakTuueckue 3aHATUA TPEOYIOT OT CTYyIEHTa TMpeaBapUTEIbHON
TEOPETHUYECKON TOATOTOBKH MO COOTBETCTBYIOIIEH TeMe: M3ydeHHE y4uyeOHOU U
JIOTIOJTHUTENIBHOM  JIUTEpaTyphl; B HEOOXOJUMBIX CIIydasiX O3HAKOMJICHHE C
HOPMATUBHBIM MAaTE€pUaJiOM, CTaTUCTHYEeCKON wuHdopManueil. Pexomenmayercs
MPUACPKUBATHCS CIICIYIONIETO TOPSIKA MOATOTOBKH K CEMUHAPCKUM 3aHSATHUSM:
BHauaje HEOOXOJMMO H3yUUTh BOIPOCHI TEMbl MO y4eOHOW JHMTEpaType; 3aTeM
cleayeT W3yYUTh MaTepHas JISKIMU 10 JaHHOM TeMme, MOCKOJBbKY COJCep)KaHHE
JEKIUA OOBIYHO OTpakaeT COBPEMEHHOE OCBEIIEHHE H3y4aeMOll TEeMBbl.
BriocnenctBum Haio BBIMOIHUTH PEKOMEHAYEMbIE BUIBI CAMOCTOSITENIbHONU PabOTHI
[0 Ka)KJ0i TeEME U3YUYEHHUSI IPEeIMETA JUCHUTIIIUHBI.

MeToan4yeckue peKOMeHIAalMU M0 padore ¢ JUTepaTypou

PaGoty ¢ nuTeparypoii cTyieHTaM He0OXOAMMO HAYMHATH CO 3HAKOMCTBA C
KapToii METOAMYECKOro OOECIeUeHMs] IUCIMIUIUHBI, B KOTOPOW MpeIcTaBlieHa
OCHOBHAsl M JONOJIHUTENIbHAS JINTEpATypa, NEPUOAUUYECKUE W3IaHUs, JIUTEepaTypa
K BBITMOJTHEHUIO MPAKTHYECKUX (CEMUHAPCKUX) 3aHATUM, KOHTPOJBHBIX PabOT H
MPOrpaMMHO-UH(POPMAITMOHHOE 00ECTICYCHHE, HHTEPHET-PECYPCHI.

Co BceMH TMEpEUYUCICHHBIMU MAaTepHalaMd MOXKHO O3HAKOMHTBHCS B
oubamoreke JIBOY.

Kaxnas tema n1000ro M3 pas3iesioB TEMATUYECKOrO IJIaHA JAUCHUILIMHBI
CHa0XeHa CChUIKAMU Ha UCTOYHUKH, YTO 00JieryaeT padOTy CTYJIEHTOB IO MOUCKY
COOTBETCTBYIOILIEH JTUTEPATYPHI.

BriOpaB HYXHBIH JUTEpAaTypHBIA HMCTOYHUK, CTYACHTY CJEAyeT HaWTh

MHTEPECYIOIIYIO0 €ro TEMY IO OIVIaBJICHUIO UK alipaBUTHOMY yKazarTellio, a 3aTeM



MPUCTYIUTh K HEMOCPEICTBEHHOMY H3YYEHMIO: COJIEPKaHHUS COOTBETCTBYIOLIEH
rJIaBbl HMCTOYHMKA. B ciydyae BO3ZHUKIIMX 3aTPyJHEHUH B BOCIHPUSATUU H
OCMBICJIEHUM MaTepuaja, MPeJCTaBIEHHOTO B OJIHOM JIMTEPATypHOM HCTOYHUKE,
CTYIEHTY clieyeT OOpaTUThCA K IPYrUM HCTOYHUKAM, B KOTOPBIX H3JI0KEHHE
MaTepuaia MOXKeT 0Ka3aTbCsl 00JIee TOCTYIHBIM.

Cnenyer OTMETHTb, 4YTO paboTa ¢ Y4eOHOW, CHPaBOYHOM U JApyrou
JUTEPATYypod MAa€T BO3MOXKHOCTb CTYAEHTY Oojiee TIIIyOOKO O3HaKOMMTHCA C
0a30BbIM COJAEpKAaHMEM AUCIHUIUIMHBI, TOHATh ULEJIbId psiag  0coOEHHOCTEH

YKaSaHHOﬁ JAUCHUITIIINHBI.

VII. MATEPUAJ/IBHO-TEXHUYECKOE OBECHHEYEHUME
JANCIOUIIJIMHBI

OcBoeHue AWCHUIUIMHBI TPOU3BOAUTCA Ha 0aze  MYJIbTUMEIUIHOTO
obopynoBanus B yueOHbIX ayauTopusx [IIOM JIBDY. [lns npoBeaeHus JISKIUNA 1
NPAKTUYECKUX 3aHATUNA HEOOXOAUM KOMIBIOTEP MYIbTUMEANINHBINA C MPUKIIATHBIM
IpOrpaMMHBIM OOecTieueHueM U nepudepuitHbIMHU YCTPOUCTBAMM:

IPOEKTOP

KOJIOHKH

cpenctBa sl mpocMoTpa npe3entanuii MS PowerPoint

[Iporpamma aJis mpocmMoTpa Buaeo (aitios.

VIII. ®OHAbI ONEHOYHbBIX CPEACTB

3adyeTHbIe MaTepUAJIbI
(o1leHOYHBIE CPeICTBA MO MPOMEKYTOYHOM aTTEeCTAIIUM U KPUTEPHUHU OLIEHKH)

Bonpocsl k 3auery mo aucuuIuinHe «/J{okyMeHTalMOHHOE 00ecniedyeHne

rocyiapCcrB€HHOro 1 MyHHIIUIIAJIBHOI'O YIIPABJICHHUN»



1. Bompochl JOKyMEHTUPOBaHUS, COCTaBICHUS U O(POPMIICHUS TOKYMEHTOB B
3aKOHOJIATEJIbHBIX 1 HOPMATUBHBIX aKTaX.

2. Homenknatypa ziei: Ha3HaueHue, TpeOOBaHUS K COCTaBJICHUIO.

3. TOCT P 7.097-2016: cTpykTypa, 1mpobiieMa  MPAKTUYECKOTO
VCIIOJIb30BAHUS

4. TOCT P UCO 15489-1 - 2007 Cuctema cTaHAapToB IO HH(pOpMAIIUH,
OMOJMOTEUHOMY M W3JaTEIbCKOMY JieNly. YTIpaBJieHUE ITOKYMEHTaMHU.
O61ue TpeboBaHus

5. TlpaBuna mo  JemONMPOM3BOJACTBY B (pefiepalibHBIX  OpraHax
UCIIOJTHUTEILHOM BJIACTH (CYIIHOCTh M TIPAKTHUKA IPUMEHEHHS)

6. MeTtonuueckue peKOMEHJAIUM IO JACJIONPOU3BOJACTBY B (eaepanbHbIX
opraHax UCIOJHUTEILHOMN BIACTH (CYITHOCTh U MTPAKTUKA TPUMCHECHHUS )

7. Tlpuamunel u TpeOOBaHUS K OpraHU3AllMd KOHTPOJS HCIIOJHEHUS
JOKYMEHTOB B TOCYJIapCTBEHHOM M MYHUIIUIIAJIBHOM YIIPaBJICHUU

8. Opranuzanus CITYy X0 JOKYMEHTAIIMOHHOTO MEHEI)KMEHTA B
rOCYJapCTBEHHBIX OPTraHU3aLUSIX

9. [IpobGnema opraHuzanuu JOKYMEHTOOOOpPOTa B TOCYAApCTBEHHOM U
MYHULUIAIIBHOM YIIPABICHUU

10.Tunossie ctpykTypsl JOY B rocymapCTBEHHOM M MYHHUIIUIAIHLHOM
yIpaBJICHUHU.

11.XapakTepucTuka U Ha3HAYEHUE TOKYMEHTA «aKT» B FOCYIapCTBEHHOM H
MYHUIHUIATBHOM YIIPABICHHH.

12 . MHCTpyKITHS KakK BU]I OpraHU3aIlMOHHOMN JTIOKYMEHTAILIUU B
roCyJapCTBEHHOM M MYHUIUIIAJbHOM YIIPABJICHUH.

13.XapakTepucTiKa 1 Ha3HAUYCHUE JOKYMEHTA «IIPOTOKOI.

14. TunoBble W WHAWBUAYaJbHbIE HHCTPYKUIMU MO JEJONPOU3BOJACTBY B
rOCYJapCTBEHHOM M MYHUIUIIAJbHOM YIIPaBJICHUH.

15.®OyHKIMM ~ AOKyMEHTa B TOCYAapCTBEHHOM M MYHHIIMIAIBHOM

YIIPABJICHUM.



16.XapakrepucTika  YHU(UIMPOBAHHBIX  CHUCTEM  JOKYMEHTAllUH B
rOCyJapCTBEHHOM M MYHUIIUTIAIIEHOM YIIPABJICHUH.

17.0cobennoctu oopmileHHs AOKIAIHOM, CIYKEOHOH M OOBSICHUTENBHOU
3aIHCOK.

18.XapakrepucTKa  OCHOBHBIX  CHOCOOOB  JIOKYMEHTUPOBaHHUS B
rOCyJapCTBEHHOM M MYHUIIUTIAIIEHOM YIIPABJICHUH.

19. XapakrepucTika MaTepralibHbIX HOCUTENEH HH(OPMAIIIH.

20.513pIKk W CTWIb CIY)KEOHBIX JOKYMEHTOB B TOCYAapCTBEHHOM U
MYHUIIUTIATHFHOM YIIPABICHUH.

21.TTpuka3 KaKk BUI pacHOpSAUTEIBHON JOKYMEHTAIIUN B TOCYIapCTBEHHOM U
MYHUIIUTIATHFHOM yTIPaBJICHHH.

22.Ilpobnema  MO/UIMHHOCTH  JOKYMEHTa B  TOCYJapCTBEHHOM U
MYHHUIIUTIATHFHOM yTIPaBJICHHH.

23.PacniopsibkeHre  Kak  BUJ  PACHOPSAMTENBHOW  JOKYMEHTAllid B
roCy/IapCTBEHHOM U MYHUITUTIAJILHOM YIIPaBICHUU

24.PekBU3UT IOKYMEHTA: TOHSITHE, BUIbl PEKBU3UTOB.

25.1lonoxenne  Kak  BUJA ~ OPraHU3al[MOHHOW  JOKYMEHTAallMu B
roCy/IapCTBEHHOM U MYHUIIUTIATLHOM YIIPaBICHUHU.

26.DopmyIsip TOKYMEHTa: 0COOCHHOCTH, BUIBI, popMysip-oOpaserr.

27.PexBU3UTHI YIpaBICHYECKON JOKYMEHTAIlMH: BHAbI, TpPeOOBaHUS K
0(OpPMJICHUIO B TOCYJAPCTBEHHOM M MYHHUIIMITAIbHOM YTIPaBICHUU

28.YcTaB KaK BHJI OPraHU3AIMOHHON JTOKYMEHTAIIUH.

29.bnaHk noKyMeHTa: BUJbI, COCTaB, IpaBUjia KOHCTPYUPOBaHM OJIaHKA.

30./lemoBbIe TMCHMa: BUIBI, crielin(uka, 0COOCHHOCTH.

31.CoctaB  yamoCTOBEpeHHs  JOKYMEHTOB B  TOCYJapCTBEHHOM U
MYHHIIUTIAIBHOM YIIPABIICHUH.

32.0¢opmnenune yHUPHUITMPOBAHHON JOKYMEHTAIIMH 110 THUYHOMY COCTaBY B B
roCyJlapCTBEHHOM M MYHUIIMIIAIBHOM YIIPaBICHUU

33.IleuaTu: BUIBI, HA3HAYCHHUE, TTOPSJIOK TIPOCTABICHUS, 3aKOHOIATEIIHCTBO.



34.lnpopMalMOHHO-CTIPABOYHBIE  JIOKYMEHThI B T'OCYJapCTBEHHOM U
MYHHUIMIAIBHOM YIPABICHUH

35.0TMETKM Ha JOKYMEHTax: pOJb B TMPOXOXKACHUUM U HCIOJIHEHUHU
JOKYMEHTOB, MECTO B (POPMYJISIpE TOKYMEHTA.

36.Ponp yHHUPUIIUPOBAHHONW CHUCTEMBI OPraHU3aLUOHHO-PACIIOPSAUTEILHON
JOKYMEHTAILIMH B TOCYJTAPCTBEHHOM M MYHHUIIMIIAIbHOM YIIPABJICHUH.

37.CornacoBaHue TOKyMEHTa: MOPAJIOK, BUJIbI, BU3bI U TPU(BI COTIACOBAHMUS.

38.0Oprann3alliOHHO-TIPABOBbIE  JIOKYMEHTBI B  TOCYJapCTBEHHOM U
MYHUIIMTIATIBHOM YIPaBICHUU

39.00parieHus rpaxaaH: BUbI U cielupuka ohopmieHus

40.IlpobnemMa yHH(pUKALUK TEKCTa JOKYMEHTa B TOCYJapCTBEHHOM U
MYHUIIUTATIBHOM YIPaBICHUH.

41.Pa3BuTHe cuUCTEM IOKyMEHTAI[MM HA COBPEMEHHOM JTarle.

42.Opranuzanust  paboTbl C  JIOKYMEHTHPOBAaHHOM  JOKyMEHTaIMei
OTPaHUYEHHOI'0 JOCTYIA

43.CpoKu XpaHEHMsI YIPaBIEHYECKUX JOKYMEHTOB.

44.0OnepaTUBHOE M apXMBHOE XPAaHEHUE TOKYMEHTOB B T'OCYIapCTBEHHOM U
MYHULIUIIATBHOM YTIPaBICHUH.

45.1Ipouenypa sKCHepTHU3bl LEHHOCTH JOKYMEHTOB B TIOCYAAPCTBEHHOM H
MYHULUIIATBHOM YTPaBICHUH.

46.TTopsimok  oopmiieHHnst el W Tepeadd JOKYMEHTOB Ha apXHWBHOE
XpaHeHHUE B TOCYAApCTBEHHOM U MYHHUIIMIIAJILHOM YIPaBICHUHU.

47.0co0eHHOCTH XpaHEHHUs dJEKTPOHHBIX JOKYMEHTOB B TOCY/IapCTBEHHOM U
MYHULIUIIATBHOM yTIPaBICHHH.

48.11opsA 10K YHUUYTOXKEHUSI JOKYMEHTOB C MCTEKIIMMHU CPOKaMU XPAaHEHUS B
roCyJapCTBEHHOM M MYHUIIMTIAIIEHOM YIIPABJICHUU.

49.llenn, 3amayd W HaNpaBICHUS aBTOMATH3alMU JOKYMEHTAI[HOHHOTO
o0ecriedyeHus yOpaBi€HUS B TOCYJApCTBEHHOM M MYHHUIIUNAIbHOM

yYIPaBICHUU



50.Cuctembl aBTOMATH3alMKM JIEJIIONPOU3BOJICTBA M JIOKYMEHTOOOOpOTa
(CAH) B rocy1apCTBEHHOM W MYHHUIIMTIAIbHOM YIPABJICHUU: OCHOBHBIE

Tp€6OBaHI/IH, opraHu3anys BHCAPCHUA, IICPCIICKTUBLI PA3BUTHA

Kpurtepuu ouenku

OneHka «OTJIHYHO)» CTaBUTCH:

JIaH TIONHBIMA, pa3BEpHYTHIM OTBET Ha IIOCTABJICHHBIA BONPOC, II0Ka3aHa
COBOKYMHOCTb OCO3HAHHBIX 3HAHUW MO AUCUHUIUIMHE, J0KA3aTEIbHO PACKPBITHI
OCHOBHBIE TOJIOKEHUSI BONPOCA, OTPAKEHbI OCHOBHBIE KOHIEMIIMM U TEOPHUHU IO
JAHHOMY BOIIPOCY, OINHMCAHHBIE TEOPETUUECKUE IOJOKEHUS WILTIOCTPUPYIOTCS
NPAaKTUYECKUMH TpUMEpaMH; B OTBETE IMPOCIEKUBACTCI YETKasl CTPYKTypa,
JOTUYECKasi IMOCJIEA0BATENbHOCTh, OTpPAXKAKOWasl CYHIIHOCTb PAacKpbIBAEMBIX
MOHSATUN, TEOPUH, SBJICHUHN; 3HAHHE MO MPEIMETy IEMOHCTPUPYETCs Ha (oHe
MOHMMAaHUS €T0 B CUCTEME JIaHHOW HAYKW UM MEXJIUCIUIUIMHAPHBIX cBsizel. OTBET
U3JI0’)KEH B COOTBETCTBHH C TPeOOBAHUAMM KYJIBTYPHl PEYU U C HUCIOIH30BaHUEM
COOTBETCTBYIOIIIEH CHUCTEMBbI MOHSATUH M TEPMUHOB (MOTYT OBITH JOIYIIEHBI
HEJI0YETHI B ONPEACICHUN TTOHATUH, UCIIPABICHHBIE CTYAEHTOM CaMOCTOSITEIIBHO B
IpOIECCe OTBETA).

Onenka «xopomo» craButTca: JlaH TIONHBIA, pa3BEpHYTHIM OTBET Ha
IIOCTaBJICHHBI  BOIIPOC, II0Ka3aHO YMEHUE BBIICINUTb CYIIECTBEHHbIE U
HECYLIECTBECHHbIC INPU3HAKHU, MPUYUHHO-CIICIICTBEHHBIC CBS3M, OJHAKO CTYICHT
UCIIBITBIBACT 3aTPYAHEHUs] IIPU WUIIOCTPALMM TEOPETHUUYECKUX IOJIOKECHUU
MpaKTUYECKUMH ITpuMepaMu. OTBET YETKO CTPYKTYPUPOBAH, JOTUUYEH, U3JI0KEH B
COOTBETCTBUM C TpeOOBaHUSIMH KYJbTYpbl pPEYM U C HUCIOJIb30BAaHUEM
COOTBETCTBYIOIIEH CUCTEMbI MOHATUH U TEPMUHOB. MoOryT OBITH JOIMYIIEHBI 2-3
HETOYHOCTH WJIM HE3HAYUTEIbHbIE OIIMOKH, WCIPABICHHBIE CTYIAEHTOM C
MIOMOIIBIO MPENOIABATENIA.

OneHka «yJIOBJIETBOPHUTEJNbHO» CTaBUTCA: J[aH HETOCTATOYHO TIOJHBIM U
HEJIOCTATOYHO Pa3BEpHYThIM OTBET. CTYIEHT HE MOXET MPOHJUIIOCTPUPOBATH

TCOPCTUICCKHUC ITOJIOXKCHUA IMPaKTHYCCKUMH IIpuMCcpamMu. Jloruka u



MOCTIEAOBATENIBHOCTh HM3JIOKEHUS HMEIOT HApYIICHHWs; IOMYIIEHbl OMIMOKH B
PACKPBITHN TOHATHHA, YMOTPEOIEHUH TEPMHUHOB, KOTOPBIE CTYACHT CIIOCOOEH
MCIIPaBUTh MOCJIE HABOJSIIMX BOIPOCOB (JI0NyCKaeTcsi He Oojiee ABYyX OIIMOOK, HE
HCTIPaBIEHHBIX CTyACHTOM). CTYICHT HE CIOCOOEH CaMOCTOSITENFHO BBIIACIUTH
CYIIECTBCHHBIE M HECYIICCTBEHHbBIE MPU3HAKN U NMPUYUHHO-CIICJICTBEHHBIC CBS3H,
caenaTh BBIBOABL. PeueBoe odopmiieHne TpeOyeT MOIMpaBOK, KOPPEKIHMH, HE
WCTIONB3YIOTCS TIOHATHS M TEPMUHBI COOTBETCTBYIOIICH HAYYHOU 00IaCTH.

OneHka «HeYJI0BJIETBOPUTEIBbHO» cTaBuTca: OTBET mpeacTaBisieT co0oil
pa3po3HEHHbIE 3HAHUS C CYIIECTBEHHBIMU OITUOKAMH MO BOMPOCY, MPUCYTCTBYIOT
(¢parMeHTapHOCTh, HEJIOTUYHOCTh U3J0KeHUs. CTYIeHT HE OCO3HAeT CBS3b
o0Cy)XIaeMoro BoOIpoca MO OwWwieTy C JAPYrMMH OOBEKTaMH JHCIUTUIHHBEIL.
OTCYTCTBYIOT BBIBOJBI, KOHKPETH3alMsS W JOKAa3aTeIbHOCTh H3JIOKEHHUs. Pedb
HeTrpaMoTHasi, HEOOXOAuMasi TEPMUHOJIOTHS HE WCIIONB3YETCs, CTYISHT HE JacT
ompenencHuss 06a30BbIM  MOHATHAM. OTCYTCTBHE OTBETOB Ha  BOIPOCHI,
JOMOJHUTENBHBIE M YTOYHSIONIME BOIPOCHI MpENojaBaTeNisi HE NPUBOIAT K

KOPPCKINH OIIMOOYHBIX OTBETOB CTyACHTA.

OueHouHble cpeacTBa JJs Tekywei arrectauuu (Tunmoble OC mo Tekyuuei
arrecTAllUM W KPUTEPUHM OUEHKH MO0 KaXA0OMY BHAY AaTTeCTAMH [0
pucuMiuinHe  «/JlokymeHTanmoHHOe o0OecmevyeHHe TOCYJAPCTBEHHOI0 U
MYHHIIMTIAJIBHOTO YIIPABJIEHUS)

CobecenoBanne (YO — 1)

Bonpocsl ais  cobecenoBaHusi MmO JMCHUIVIMHE «JlOKYyMeHTAMOHHOE
o0ecrneyeHyre rocyJapCTBEHHOT0 M MYHUIIUIIAJIbHOIO YIIPABJICHUS»

Pa3zgea 1

JlaiiTe onpenenenre TepMuHa «UHDOpMAIHS.

KakuM  OCHOBHBIM  KpHUTEpHSM JIOJDKHA  YAOBIETBOPSATH  WHGMOpMAaIus,
UCIIOJIb3yeMasi B MPOIIECCE YIPaBICHUA?

UT0 Takoe TOKYMEHT, C KaKOH 1eJIbI0 OH MOKET CO37aBaAThCs?

KakoBbl 0OCHOBHBIE TPU3HAKU KJIaCCU(UKALIUK TOKYMEHTOB?



UTo Takoe peKBU3UT JOKYMEHTA?
UeM MOAIMHHUK TOKYMEHTA OTJIUYAETCS OT KOMHH, KAKUE BUJIbI KOMUU BbI 3HAETE?
UTto Takoe TUMOBBIC, IPUMEPHBIC U UHAUBUIYATbHbBIE JOKYMEHTHI?
UTo nmoHUMaeTcs 1moj JOKYMEHTAIlMOHHBIM 00eCTIieYeHUEM YIIpaBIeHUs?
JlaliTe onpeesieHre JOKYMEHTOO00POTY MPEATPUSITHS.
Pa3nen 2
B uem cyThb cranmaptuzanuu 1okyMeHToB? Kakue pa3pabatbiBaroTCs CTaHAApTHI?
Uto takoe yHudukamus nokyMeHToB? C KakoH 1EJIbI0 MPOBOAUTCS YHUPUKAIUS
JOKYMEHTOB?
HazoBure 3Tamnsl paboThl 10 YHU(DUKAIIUU TEKCTA CITYKEOHOTO IOKYMEHTA.
Ilepeuncnure cucremsl Y CJI
HaiiTe onpenenenuto 0JaHka JOKyMEHTAa.
Kakue Buabl 0J1aHKOB JIOKYMEHTOB BhI 3HaeTe?
Yem orinuaercsa odhopmiileHHE PEKBU3UTOB 0011ero OjaHKa OT OJaHKa nmucbMa?
Kakumu cnocobamMu MOXKHO pacronaratb peKBU3UTHI OJlaHKa, B YeM UX
ocobeHHocTU?

Pa3nen 3
Kakne Buabl pacnopsauTeNnbHbIX JIOKYMEHTOB HMMEIOT NIpaBO  M3/1aBaTh
PYKOBOJUTEIU NPEANPUITAN U OpraHu3aiuii?
KaxoBbl 0OCHOBHBIE (PYHKITMU PACTIOPSIUTENBHBIX TOKYMEHTOB?
[lepeuncnuTe OCHOBHBIE PEKBHU3UTHI, UCIIOIB3yEMbIE 11 OPOPMIICHUS TIPUKaA3a U
pacropsiKEHUsI.
HazoBute HOKYMEHTBI, KOTOpPBIE MOTYT OBITH OTHECEHBI K HWH(GOPMAIIMOHHO-
crpaBo4YHbIM. KakoBo ux 3HaueHue?
Kakue QopMbl TPOTOKOIOB MOKHO HCHOJIB30BaTh B  YNPABICHUYECKOU
NEeATEeNIbHOCTH, B YEM UX OTIINYUE?
VYkaxknute TpeOOBaHUS K COCTABIECHUIO U 0 OPMIICHHIO aKTa.
Kak npaBuiibHO 0(hOpMUTH CTIpaBKy?
VYkaxnuTe Ha3HauYCHHWE CIY)KCOHOW TMEepenucKd, KaKhe BHIBI JOKYMEHTOB

OTHOCSITCS K CIIyKE€OHOU nepenucke?



JlaiiTe kacCU(PUKALMIO CITYKEOHBIX TUCEM.

HazoBute ocHOBHBIE TpeOOBaHMS K OOPMIICHHUIO JIETOBOTO MHACHMA.

[Ipomomxkure onpenenenue: «/JoKkyMeHTalMen 10 JUYHOMY COCTABY SABJIAETCS ...»
Koro MoxHO Ha3BaTh JeprKaTeaeM NePCOHATBHBIX JaHHBIX ?

Kakune KoMIUIEKCH TOKYMEHTAIIMU BKJIIOYAET B ceOs KaapoBas WH(GOPMAIIMOHHO-
JOKYMEHTallMOHHas cucrema’?

VYKaKdUTe JOKYMEHTBI, KOTOPBIE BKJIIOYAIOTCA B  KOMIUIEKC  KaJpPOBOM
OpraHu3alMOHHO-TIPABOBOM JOKYMCHTAIIHH.

Kakue rpynmsl JOKYMEHTOB BXOSAT B KOMILIECKC MIEPCOHAIBHON JOKYMCHTAIIMH ?
YKaKXHATE TEXHOJIOTHYECKYIO IIECTOYKY JOKYMEHTHPOBAHUS TPOIECCa MPUHATHS
KaHauaaTa Ha padory.

YKaKHATEe TEXHOJIOTHYCCKYIO IICTIOYKY JOKYMEHTHPOBAaHHS IIpoIlecca IepeBojaa
COTpYJIHHKA Ha JIPYTYIO JOJIKHOCTb.

B uem ocobeHHOCTH 0(hOpPMIICHHS PUKA30B IO JINYHOMY COCTaBY?

Kakue TOKyMEHTBI BKJIIFOUAIOTCS B KOMIUIEKC OTYETHON JTOKYMEHTAIIUH?

JlaiiTe omnpeaeneHue JOKyMEHTO000pOoTa.

Yrto moHUMaeTCs 1Mo/ OpraHu3aIueil ToKyMeHToo00poTa?

Kakumu mpaBuiamum HEOOXOIMMO PYKOBOJICTBOBATHCS TIPU  OPTaHU3AINU
JIOKyMEHTO000pOTa B OpPraHe BIACTH ?

VYKaxuTe KaueCTBEHHBIC XapaKTEPUCTUKH IOKyMEHTOO0O0pOTA.

[To kakuM TpU3HAKAM PA3IUYAIOT TOKYMEHTOTIOTOKH ?

KTo, KaK M ¢ KaKoi [EeJIbI0 OCYIIECTBIISAET MOACYET JOKYMEHTO000poTa?

Ha kakux TIOMOXKEHHSIX JIOJDKHA OCHOBBIBATHCA  ONTHUMHU3AIMS  CHUCTEMBI
JTOKyMeHTooOopoTa?

Yro Takoe cxembl JOKYMEHTO000pOTa, 3a4eM OHU HYKHBI?

C xakoii 1esbI0 pa3padaThIBAIOTC MHCTPYKIIMH TIO JIEJIOTPOU3BOJICTBY, YTO B HUX
HEOOXO0UMO TIPEAYCMOTPETh?

VYKaKXnTe TEeXHOJOTHYECKYIO MOCIEA0BATEILHOCTh ATAMOB Pa0OThl C BXOJSIIIUMHU

AOKYMCHTaMM.



C Kakoil LENpI0 OCYLIECTBISETCS pPErucTpanus JIOKYMEHTOB, Kakue (opMbl
perucTpaiuu Bol 3HaeTe? B ueM ux JOCTOMHCTBA U HEJIOCTATKU?

KakoBa mocnenoBaTenbHOCTh oOmepauuid 1Opu  padore ¢  BHYTPEHHUMH
JTOKYMEHTaMM ?

Kaxk opopmasiercs: cornmacoBanue npoekTa JToKymeHTa?

UTto BKIIIOUAET B ce0s1 JOKYMEHTAIbHBIN (DOH IpeAITpUATHS?

C kaxoil 1enpr0 MpoBOAUTCS (POPMHUPOBAHUE 1€, KAKHE MPU ITOM HEOOXOAUMO
coboaaTh TpeboBaHus?

Uro Takoe HOMEHKJATypa Jell, C Kakoi Leblo pa3padaThIBalOTCS THUIIOBbIE
HOMEHKJIATYPHbI €7

Kaxkytro uadopmaiuio coiepKuT HOMEHKIaTypa Jaei?

Yrto noHUMaeTCs MOl IKCIIEPTU30M IEHHOCTH IOKyMeHTa?

C kaxoil 1IeJbI0 B OpraHe BJIACTH CO3/IA€TCs HKCIEPTHAsT KOMUCCUH, YTO SIBISICTCS
00BEKTOM €€ pacCMOTpEeHUs?

Kakune kputeprn HCIONb3yIOTCS MIPU OLIEHKE IOKYMEHTOB?

Kakass uHdpopMaiys BBIHOCUTCS Ha OOJIOKKY Jeia, MOMAJEkAIIero XpaHEHUIO B
apXuBe OpraHa BJIacTH?

C Kakoi LIeNbI0 B A0 MOAUIMBAETCS BHYTPEHHSS OMKUCH?

Kak ocyiectBisierca npueMm-niepeaayda J1ejl B apXuB?

Kakue Buasl wuHbOpManMu MOryT OBITh MHTEIUIEKTYaJIbHO II€HHBI  JUIS
rOCYy/IapCTBEHHOT'O U MYHUIUIIAJIBHOTO CIIYXKAIIEeTo?

Urto Takoe KOH(MUICHITNATBHBIN JOKYMEHT?

VYkaxute knaccuukanuio KOHPUICHIINAIBHBIX TOKYMEHTOB.

Kakue ocHOBHBIE yrpo3bl BO3HUKAIOT NpuU padoTe ¢ KOH(PHUACHIIMAIbHBIMU
JTOKYMEHTaMM ?

Vkaxnre 0COOEHHOCTH BEACHMS AEJIONPOU3BOJACTBA, OOECIIEUMBAOIIETO yUYET M
COXPaHHOCTHh KOH(PUACHIIMATBHON HH()OPMAITUU U TOKYMEHTOB.

UTo moHMMaeTcsl Mo 3allUIIEHHBIM JIOKYMEHTOOOOPOTOM, 3a CUET YEero MOXKET
ObITH OOecIieueHa ero 3amura’?

Kpurepuu oueHku (yCTHBIN OTBET)



100-85 6amnoB BBICTaBISAIOTCS CTYIAEHTY, €CIM OTBET IOKAa3bIBAET IPOYHbBIE
3HAaHUS OCHOBHBIX TPOILIECCOB HM3y4yaeMOW MpPEeIMETHOW O0NacTH, OTINYaeTCs
rTyOMHOW ¥ TOJHOTOW pACKPBITUS TEMBI, BIAJEHHE TEPMUHOJIOTHYECCKIM
anmapaToM; yMeHHE OOBSICHITH CYIIHOCTD, SIBICHHM, MPOILIECCOB, COOBITHI, 1eaTh
BBIBOJIBI W OOOOIICHMS, JaBaTh AapryMEHTHPOBAHHBIE OTBETHI, IPHUBOIWTH
npuMepsl; CBOOOJHOE BIAJEHUE MOHOJOTHYECKOW peYblo, JIOTUYHOCTh W
MOCTIEIOBATEIPHOCTh OTBETa; YMEHHE TMPUBOAUTH TPUMEPHl COBPEMEHHBIX
npo0JieM u3ydaeMoi 001acTH.

85-76 - OamioB - OTBeT, OOHAPYKHUBAIOIIMK TPOYHBIC 3HAHHUS OCHOBHBIX
IPOIIECCOB M3y4aeMOl MPEeIMETHOW 00JIACTH, OTIIMYACTCS TIIyOMHOW U TOJHOTOM
PaCKPBITHSI TEMBI;, BJIaJICHUE TEPMUHOJIOTHYECKIM annapaToM; YMEHHE OOBICHSITH
CYIIHOCTB, SIBIICHUH, MTPOIECCOB, COOBITUH, JIeNaTh BHIBOJBI M 0000IICHUS, TaBATh
apryMEHTHUPOBAaHHBIE OTBETHI, TNPUBOJIUTH TPUMEPHI; CBOOOJHOE BIIAJICHHUE
MOHOJIOTHYECKOH PEUbl0, JIOTUYHOCTh W TOCJIEN0BATeIbHOCTh OTBeTa. OmHaKo
JOITyCKaeTCsI OJHA - IBE HETOYHOCTH B OTBETE.

75-61 - Gamn - OllEHWBAETCSl OTBET, CBHJICTEIBCTBYIONINI B OCHOBHOM O 3HAHUU
IPOIIECCOB M3Y4aeMON NpeaMETHOW O0OJacTH, OTIUYAIOIIUNCS HEAOCTATOYHOM
TITyOWHOM M TIOTHOTON PACKPBITHS TEMbl; 3HAHHEM OCHOBHBIX BOTIPOCOB TCOPHH;
cmabo  cOpMHPOBAaHHBIMH  HAaBBIKAMH  aHAJW3a  SIBICHUH, IPOIIECCOB,
HEIOCTaTOYHBIM yMEHHEM JaBaTh apryMCHTUPOBAHHBIC OTBETHl W IPHBOIUTH
NPUMEpPHI; HEIOCTATOYHO CBOOOJHBIM BIIAQJCHHEM MOHOJIOTHYECKON pedbio,
JIOTUYHOCTHIO M MOCIIEOBATEILHOCTEIO OTBETA. J[OMycKaeTCsl HECKOIBKO OIIMOOK
B COJCpKaHWM OTBETA; HEYMEHHE TPUBECTH TNPUMEpP pPa3BUTHS CHUTYaIlUH,
IIPOBECTH CBSI3b C APYTUMU acleKTaMu U3ydaeMoil 00J1acTH.

60-50 GammoB - OTBET, OOHApPYKUBAIOUIUN HE3HAHUE IMPOIECCOB H3Yy4aeMOi
MpEeIMETHOW  O00JacTH, OTIMYAIONIMICS HErNIyOOKHMM  pPacKpBITHEM  TEMBI,
HE3HAHWEM OCHOBHBIX BOIPOCOB TEOpHUH, HEC(HOPMUPOBAHHBIMU HABBIKAMHU
aHanm3a SBJICHUH, MPOIECCOB; HEYMEHHEM J1aBaTh apTyMEHTUPOBAHHBIC OTBETHI,

clIa0bIM BIaACHHUCM MOHOJIOTHYECKOM pPC€4bI0, OTCYTCTBUCM JIOTHYHOCTH H



MOCJICIOBATEIHPHOCTH. JIOMYCKAIOTCS CEPhE3HBbIC OITMOKU B COJIEPKAHUM OTBETA,
HE3HAHHE COBPEMEHHOM NMpoOJIEMATHKU U3y4aeMoi o0acTu

Tembl 10KJ1a70B, coobmennii (YO — 3)
1. Knaccubpukamuss OpraHU3aIlMOHHO-PACIIOPSIIUTEIBHON JTOKYMEHTAIUU  TI0
BUJAM  JCATCIBHOCTH  TPEANPUATHSA, 10  HA3HAYCHWIO,  COJEPIKAHMIO,
MIPOUCXOKIECHUIO, HOCUTEIISIM MH(POPMAIIHH.
2. Opranu3allMOHHBIE — YCTaB, UHCTPYKLHSI, TTOJIOKEHNE.
3. PacniopsiiutenbHbie — pENICHHMS, IIPUKA3bl, TOCTAHOBJICHUS.
4. CripaBoYHO - HH(OPMAITMOHHBIC — CITPABKH, JTOKJIA/IbI, aKT.
5. [IpeTeH3nOHHO-HCKOBAs JJOKYMCHTAIIHSL.
6.JI0KyMEeHTBI, O(QOPMIISIONINE TMOPSJAOK PACCMOTPECHHS  CIOPOB  MEXIY
IOPUIMYCCKUMU JIMIIAMH.
7.IlpeTeH3MOHHBIC THCHhMa, WCKOBBIC 3asBIICHHUS, TPEOOBAaHHUS W TIOPSAIOK HX
o opMIICHHUS.
8. Ilepenucka — OJHO W3 OCHOBHBIX ()OPM KOPPECTOHIEHIIMU, €€ Ha3HAuYeHHE,
PEKBHU3UTHI, YUET U XpPaHEHHE.

HMuckyccust (YO-4)

IlepeyeHb TMCKYCCHOHHBIX TEM
1.Ilpo6nema wuHOPMAIMOHHBIX PECYpPCOB B CHCTEME TOCYIapCTBEHHOTO U
MYHUIIMTIAIBHOTO YIIPABICHHUS
2.1TpoGaemMbl ¥ IPUHIUIIBI CO3AAHUS « DIEKTPOHHOTO MPABUTEIHCTBAY
3.«DNeKTPOHHBIN TPAKIAHUH» U TOCYJaPCTBEHHAS yCIIyTra
4. lnHOBanMM B JOKYMEHTAIIMOHHOM oOecrieueHnn [ MY
5.9¢}peKkTHBHOCTH JOKyMEHTAIIMOHHOTO obecrieueHuss MY
100-85 6ammoB BBICTABISIOTCS CTYIACHTY, €CIHM OTBET IOKAa3bIBAE€T IPOYHBIC
3HaHMSI OCHOBHBIX TMIPOIIECCOB HW3Y4aeMOW MPEAMETHOW O0OJaCTH, OTIMYACTCS
[IyOMHOW ¥ TIONMHOTOW PACKPBITHS TEMBI; BIAJCHUE TEPMHUHOJIOTUUYECKUM
anmapaTroM; yMeHHEe OOBSICHAITh CYIIHOCTD, SIBIICHUH, TTPOIIECCOB, COOBITHH, JeNaTh
BBIBOJIBI M O00OOIICHWS, JaBaTh AapryMEHTUPOBAHHBIE OTBETHI, MPHUBOJUTH

MpUMEphl; CBOOOJHOE BJIAJICHUE MOHOJOTUYECKOW peublo, JIOTUYHOCTh U



MOCJICIOBATEIPHOCTh OTBETA; YMEHHE TPHUBOJUTH TIPUMEPHI COBPEMEHHBIX
npo0JieM u3ydyaemMon 001acTu.

85-76 - OamwioB - OTBET, OOHApPYKMBAIOUIMH MPOYHBIE 3HAHHUS OCHOBHBIX
MPOIIECCOB U3y4aeMoOU MpeAMETHON 00JacTH, OTIMYAETCS TIIYOMHON U MOJHOTOM
PacCKpBITHUS TEMBI; BJIaJICHUE TEPMUHOJIOTHICCKAM ammapaToM; YMEHHE OOBICHSITh
CYIIIHOCTb, SIBICHUH, MPOIECCOB, COOBITUH, J€IaTh BHIBOJBI U 0000IIEHHUS, JaBaTh
apryMCHTHUPOBAHHBIE OTBETHI, MPHBOIUTH IPUMEPHI; CBOOOIHOE BIAJCHHE
MOHOJIOTUYECKON PEUbl0, JIOTUYHOCTh W TIOCIEAOBATEIBHOCTh OTBeTa. OJHAKO
JIOITyCKaeTCsl OJTHA - JIBE HETOYHOCTH B OTBETE.

75-61 - Gann - OlEeHUBAETCSl OTBET, CBUJICTEILCTBYIONIUIH B OCHOBHOM O 3HAHUM
IPOIIECCOB M3y4aeMOW TMPEIMETHON 00JacTH, OTIWYAIONIUHCA HEI0CTaTOYHOM
TIIyOMHOW M TIOJIHOTOM PACKpPBITUS TEMbI; 3HAHUEM OCHOBHBIX BOTIPOCOB TCOPHH;
cmabo  chOpMHpOBAHHBIMH  HaBBIKAMH  aHalM3a  SBJICHHWH,  IPOIECCOB,
HEJ0CTaTOYHBIM YMEHHEM J1aBaTh apryMEHTHPOBAHHBIC OTBETHI M IPHUBOJIHTH
OpUMEpbI; HEIOCTAaTOYHO CBOOOJHBIM BIIAJIEHUEM MOHOJOTUYECKON pEUblo,
JIOTUYHOCTBIO U TOCJEI0BATENLHOCTRIO OTBETa. JlomycKaeTcss HECKOIBKO OLIMOOK
B COJEp)XKaHUU OTBETa; HEYMEHHE TMPUBECTH TNPUMEpP pPa3BUTHS CHUTYaIlUH,
IIPOBECTHU CBSI3b C APYTMMH aCTIEKTaMU W3y4aeMoil 00JIacTH.

60-50 OaymoB - OTBeT, OOHAPYXWBAIOUIMKA HE3HAHUE IPOIIECCOB H3ydaeMou
NpeIMETHONM  O00JacTH, OTJIMYAIOMIMICS HErNIyOOKMM  pPacKpbITUEM  TEMBI,
HE3HAHHEM OCHOBHBIX BOIPOCOB TEOpUU, HECHOPMUPOBAHHBIMU HABBIKAMHU
aHanu3a SBJICHHUH, MPOIIECCOB; HEYMEHHEM J1aBaTh apryMEHTUPOBAHHBIE OTBETHI,
cnaObIM  BIIaJICHUEM MOHOJOTHYECKONH peyblo, OTCYTCTBUEM JIOTHYHOCTH U
MOCJIEIOBATENHHOCTU. JlOMYyCKAIOTCSl CEphEe3HbIE OIIMOKK B COJEPKAHUHU OTBETA;

HE3HAHHE COBPEMEHHOM MPOOIIEMATHKU U3y4aeMOU 00JIaCTH.



KoMnuiekT 3aganuii 1jisi KOHTPoJbHO# padorsl (ITP-2)
Pazgen 1..........

Bapunanr 1

3ananue |

OTMETKYy O HallM4uu TNPUJIOKEHHUS, HA3BAHHOTO B TEKCTE MUCHhMA, O(POPMIISIOT
CJIEIYIOIINM 00pa3oMm:

[Ipunoxxenue: B 6 5k3. - HA 7 11

3aganue 2

OtMeTKy 00 ucnoiaHuTeae opopMIISIIOT CIETYIOITUM 00pa3oM
Cunopona Bepa IletpoBna, cexkperapp — Tein. 2 — 40-40-40
Bapuanr 2

3amanue 1

UcnpapbTe rpud coriacoBaHus:

«CoriacoBaHo» Hata

Hupexrop OAO «Pyoun JIB»

JInunasg noanuch A.B. IBanos

3amanue 2

Busa cormacoBanust ohopmisieTcs CleIyromuM o0pa3om:
PykoBoauTensb 1opuauueckoro oraena JInuHas moamnuch A.C. Opnos
Bapuanr 3

3ananue 1

[Togmucu 2 JODKHOCTHBIX JIMII B JOKYMEHTE O(GOPMIISIOTCS CJICTYIOIINM

obpazom:

['maBubBIl OyxranTep JInuHass moamnuck
nerposa O.M

Pexrop JInynas moamnuck

Cupnopos Oner HukomnaeBud

3amanue 2



BHecure ucrnpaBieHus: B pe30JIIOLUIO:

[Ipotiry moArOTOBUTH MPOEKT

Petrennst mo moctaBkam 000pyI0BaHUS

k 05.10.2012

JInunas nmoanuce

JlaTa

NBany lBanoBuuy IletpoBy n Crenany MiBanoBuuy CunopoBy

Pa3nen 2

Bapuanr 1

3ananue 1

CocTaBbTe OTMETKY O MIPHIJIOKEHUH, KOTOPOE COCTOUT U3 Mpaiic-TucTa Ha 6
JUCTax B 2 K3eMIUISIpax v U3 JOJDKHOCTHOW MHCTPYKIIMH Ha 3 JTUCTaxX B 5
AK3EMILIApPAx

3amanue 2

CocraBbTe BU3Y COrIacOBaHUs (Bbl HAUAJIIBHUK OTAENA CTPATETUYECKOTO
IUIaHUPOBaHUs, 1ata Bu3upoBanus — 21 depans 2015 roga, y Bac eCTh 3aMeUaHUS
0 JIOKYMEHTY)

Bapuanr 2

3amanue 1

CocrtaBbTe OTMETKY O NPHIIOKEHNUU, KOTOPOE COCTOMUT U3 Mpaic-nucTa Ha 6
JUCTax B 2 3K3EMIUISIpax U U3 JOJKHOCTHOW MHCTPYKLIMM Ha 3 JIUCTaX B 5
AK3EMIUIAPAX; U3 MPOEKTa MpUKa3a Ha 2 nuctax B 1 skzemiuisipax. [Ipunoxxenue
HaIpaBJIAIOT HE BO BCE YKa3aHHbBIEC B IOKYMEHTE ajJpeca.

3ananue 2

CocraBbre pesomtonmio (Bel 21  deBpans 2015 nmopydaere Anne HukomaeBHe
[leTpoBoii MOATOTOBUTH MPOEKT MpHKa3a 00 CO3JaHUU OTeJla UMYIIECTBEHHBIX
oTHolIeHu 110 28 depans 2015 rona)

Bapuanrt 1

3ananue 1

[locTymnenue JOKYMEHTOB B OpraHU3aIMIO0 U UX MepBHUYHAs 00paboTKa



Bapmuanr 2.
3ananmue 1
Onpenenure CcocTaB JIOJDKHOCTHBIX JIMI, YYacTBYIOIIMX B 00paboTke U
WCIIOJTHEHUHU TJOKYMEHTOB.

Bapmuanr 1
3ananue 1
CocTaBbTe JOKYMEHT C MPOCKOO O MmpuemMe Ha padoTy Ha JOJKHOCTh MHKEHEepa-
nporpammucta B otnen kagapoB KI'VII «/lanbsHepro» Ha MOCTOSHHYIO padoTy.
Hepnocraromue pekBU3UTHI YKaKUTE camMocTOsATeNbHO. OOOCHYHTE BBIOPAHHYIO
TEXHOJIOTHIO MOJTOTOBKH JJOKYMEHTA.

3ananue 2
Ucnons3ys BO3MOXXHOCTH TekcToBoro mporeccopa MS WORD, coctaBbTe
nucekMo-nipurinamenue KpaeBoro kosuiemka ropoga ApceHbeBa ¢ MPEIOKEHUEM
OPUHATH ydYacTHE B HaydHO-TIpakTuueckoil koHbpepeHuun «lIpuMenenue
MH(GOPMAIIMOHHBIX TEXHOJIOTHI B 00yueHun». Hepocraronme peKBU3UThI yKaKUTE
camocTtosTeabH0. OO0CHYHTE BHIOPAHHYIO TEXHOJIOTHIO TTOJITOTOBKH IOKYMEHTA.
Bapuanr 2
3amanue 1
Hanmumwure npuka3 renepanpHoro aupekropa MVYITAT  «Hosslii YpeHroin» o
npueme Bac na paboty Oyxrantepom. OOOCHYyiiTe BBIOPAHHYIO TEXHOJOTHIO
MOJIFOTOBKH JIOKYMEHTa
3ananue 2
CocraBbTe mpuka3z o0 ocBoOokaeHnn Bac oT paboThl yuuTenem OHOIOTUU B
MBOY COIII Ne 12 B cBA3U ¢ nepee3oM Ha HOBOE MeCTOKUTeNbCcTBA. O0OCHYiTE
BBIOPAaHHYIO TEXHOJOTHIO TIOJTOTOBKH JIOKYMEHTA
Bapuanrt 1
3ananue 1
Peructpanust 1okyMeHTOB, (OpMBI U IPUHIIUIIBI PETUCTPAIUH.

3ananue 2

3aperucTpupyuTe NpeiIoKEHHbIC TOKYMEHTHI.



Bapuanr 2

3ananue 1.

CoctaB KOHTPOJUPYEMBIX JOKYMEHTOB U MOPSJOK OCYILIECTBICHUS KOHTPOJIS.
3aganue 2

JloctaBpTe NTOKYMEHT Ha KOHTPOJIb, OPOPMHUB NPU ITOM BCE HEOOXOJUMBIC
PEKBH3UTHI.

Bapuant 3

3aganue 1

NudopmanmonHo-cripaBouHast paboTta HaJl JTOKYMEHTaAMH.

3ananue 2

.Odopmute perucTparmOHHO-KOHTPOJIBHYI0 KapTOUKy Ha  MPeJIOKCHHBIN
JTIOKYMEHT.

Bapuanr 4

3ananne 1

[TonsiTHE HOMEHKIIATYpA JIe]I U €€ POJIb B OpraHu3aIlii padoThl ¢ JOKYMEHTAMHU.
3amanue 2

[IpencraBpTe TEXHOJIOTUIO M3TOTOBJICHUS WHIWBHUAYaJbHOW HOMEHKJIATYp Il B
BUJIC OPTaHU3AIIMOHHON CXEMBI.

Bapuanrt 5

3amanue 1

JlpaBuna ¢hopmupoBaHus aei.

3amanue 2

.Odopmure 00JIOKKY 1€ IO YyCTAaHOBJIEHHON (opMe I MPeII0KCHHBIX
JIOKYMEHTOB.

Bapuanr 6

3aganue 1

Komruteke paboT, MPOBOAMMBIX CITY>KOOM JEIOTPON3BOACTBA MPH CAa4Ye B apXUB
JIOKYMEHTOB OpraHU3aIINH.

3aganue 2

ChopmynupyiiTe 3arojIOBKHU JI€]1, JIs MPEII0KESHHBIX TOKYMEHTOB.



Bapuanr 7

3amanne 1

TpebGoBanus k ohopMIIECHHUIO ACI MPU Cllaue UX B apXUB

3amanue 2

.Odopmute omucu Jesl MOCTOSSHHOTO XpaHEHUs, MOJJIekaIlue clade B apXuB.
Bapuant 8

3amanne 1

KakoBbl mpunniumna ¢gopMupoBaHus jaei.

3amanue 2

.O3HaKOMbBTECh C TIPUBEACHHBIM (PArMEHTOM HOMEHKIJIATYPHI e, YKaXUTe
OImMOKYU U TIPEACTaBbTE NMPABWIHHBIN BapUaHT.

Bapuant 9

3ananne 1

[IpaBuna cocTaBieHUs OMHUCEH e TMOCTOSHHOTO W BPEMEHHOTO XpaHCHUS.
3amanue 2

CocTaBbTe 3aBEpUTEIIBHYIO HAAMUCH HA J€ja K Ca4Ye B apXUB.

Monyasb 5

Bapuanr 1

3amanue 1

Vkaxute M®I] Bo BnaguBocToke

3ananue 2
Uto Takoe MPUHIIUIN «OJTHOTO OKHAY

Bapuanr 2

3amanune 1

Ykaxute M®I] B [Ipumopckom kpae

3aganue 2
Yto takoe CMOB?

Kpurepuu ouenku:



10 OannoB BBICTABISETCA CTYIEHTY, €CJIH COJACpPKaHHE TEMBI MOJHOCTHIO
PacKpbITO, HET 3aMe4aHui Mo opOPMIICHUIO PadOThI, HA MPAKTUYECKOM 3aHSITUU
CTYJICHT JieJIaeT YCTHBIN JOKIaJ MO MPEeCTaBICHHOMY B pedepare Marepuany
7 6aJLJIOB BBICTABIISIETCS CTYJICHTY, €CIIH COJIEPKAHNUE TEMbI MOJIHOCTHIO PACKPHITO,
HET 3aMeuyaHui Mo OoQOopMIICHHIO pabOoThl, paboTa MpeAcTaBisieTcss 0€3 YCTHOTO
J0KJIa/a.
50aIIOB BBICTABISACTCS CTYJAEHTY, €CJIU COACPKAHUE TEMbI MOJTHOCTBIO PACKPHITO,
€cTh 3aMedaHusi o oopmiieHHI0 paboThl, paboTa mpeAcTaBisieTcs 0e3 YCTHOTro
J0KJIaa
3 Oamia BBICTABIACTCS CTYJEHTY, €CJIH COJCPKaHUE TEMbl PACKpPBITO HE
MOJIHOCTHIO, €CTh 3aMeuaHusi o OQOpPMIICHUIO paboThl, paboTa MPeACTaBISACTCS
0e3 yCTHOro JJ0Kj1a1a
Keiic —3amaumn (ITP-11) mo aucuumninHe «J{0KyMeHTAaUMOHHOe oO0ecmeYeHHne
rocyJIapCcTBEHHOI0 U MYHUIIUNIAJILHOT0 YIIPABJICHUS»

JIOKyMEeHTBI HEOOXOAMMO TOJTOTOBUTH, HCHOJIB3YS BO3MOXXHOCTH TEKCTOBOIO

nporeccopa MS WORD. O06mem kelic-3ajlaud pacCuuTaH Ha BBINOJTHEHUE B
TeueHue 15-20MuHyT.

Keiic —3amaua 1

1. Ilens keiica

OdopMHUTh pacriopsHKEHHUE COTIIACHO YNPABIEHYECKON CUTYallUun
ean kemca:

OdopmuTh nmpuka3 1Mo OCHOBHOM JESITEIbHOCTH:

Ne 124 o1 23.02.2015,

HAaMMEHOBAaHUE OpTraHU3allUH:

MunucrtepcTBo 00pazoBanusi PO

Pocculickuii rocyaapCTBEHHBIA YHUBEPCUTET

(PITY)

MECTO COCTaBJIEHUs MpukKasa: I. MockBa

3aroioBok: OO obecreueHny CTyIEHTOB y9eOHOM TUuTepaTypoit

Koncrarupyromas yacrts:



B cootBerctBuM ¢ mpukazom muHuctpa ot 10. 01. 2015 Ne 214 «O6
00€ecreyeHuu CTYyIEHTOB yUeOHOM TUTEPATYpPOil»

PacniopsipurenbHas yacTs:

3aenyromeid Oubnuorekor I'. WM. CronspoBodl OpraHuW30BaThb MPOBEPKY
cocTosiHusA (POHIOB yueOHOU JMTEepaType M COCTaBUTh CHPABKY O HAJIUYUU
y4€OHUKOB, Yy4€OHBIX MOCOOMH, METOJUYECKUX pa3pabOTOK IO BCEM
TACUUIUIMHAM, YATAEMBIM B YHUBEPCUTETE, K 28.02.2015.

3aBenyronuM KadenpaMu MPEICTaBUTh 3aBeAyIOled OUOIMOTEKON CIHUCKU
yueOHOM nuTeparypbl (C yKa3zaHMEM KOJMYECTBA SK3EMIUIIPOB), KOTOPYIO
HEOOXOIMMO 3aKyNUTh ISl 0OecreueHus CTYJIEHTOB M0 YUTaeMbIM Kadeapoi
nucrumimHamu, K 05. 03. 2015.

Byxrantepun (rn. Oyxranrep B. I'. I[laBnoB) yHuBepcHUTETa BBIJICIHUTD
O6ubIMOTEeKE CpeICTBA, HEOOXOAUMBIE /ISl 3aKYIKH Y4eOHOM JIUTepaTyphI.
KoHTponp 3a ucrnonHeHHMeM MpuKaza BO3JIOKHUTh Ha HadalbHUKA Y4eOHOro U
otaena W. I1. I'opronosa.

Ilonmucwu:

pekropa yauBepcuteta FO.H. AdanacbeBa

3aBenytomiei ouoamorexoir I'. . Ctomsaposa 21. 02. 2015

HavyanbHUKa ydeOHoro oTaena H. I1. ['opronos 21. 02. 2015

rimaBHoro Oyxranrepa B. I'. Ilasnos 21. 02. 2015

Keiic —3agaya 2

Llens keiica

OdopMuTh pacropsi’K€HHE COrJIacCHO YNPaBICHUYECKON CUTYaIUH:

Ne 73 or 14.11.2015,

HAaUMEHOBaHUE OpraHU3aLUN:

KI'VII «IIpumTernmosnepro»

MECTO COCTAaBJIEHUS paclopsKeHUs: BiagnBocTok

3arosoBok: OO0 yyacTuu B npa3gHuyHo# [lepBomaiickoil JeMOHCTpanuu

Keiic - 3apava 3.

Llens:



CoctaButh u 0GOpPMUTH JOKJAAHBIE, U OOBSICHUTEIBHBIC 3aIUCKH,
HEO0OXOUMBIE B CIEIYIOIIUX YIPABICHYECKUX CUTYaIIUSIX.

Onucanue curyanmuu

3amectutens HavyanbHUKa I[IpousBojcTBEHHOro oOBeauHEeHHS «MOCKOBCKas
ropojckas tenedonnas cetb» (MI'TC) Munucrepctba cBsizu PO Jlydbos M. U.
oOpatuics K Ha4aJIbHUKY CHEIMAJIBLHOTO yIpaBiIeHUsl TeJIe(POHHON CBSI3U TOTO
xe muHuctepcTtBa AkceHoBy I'. C. ¢ JIOKIaAHON 3alMCKOW O BBLACICHUU
OpSMBIX TIPOBOJIOB M HA3HAYCHUU TeIC(MOHHBIX HOMEPOB HA JIOTOBOPHOMU
ocHoBe. B nmokmannoit 3amucke M.U. JlyGoB cooOmian o ToMm, 4TOo B CEHTIOpe
Tekyiero roga oobeauHenueM (MI'TC) OblIM MOATOTOBJICHBI U COTJIACOBAHBI €
['maBHBIM TIaHOBO-()MHAHCOBBIM yIpaBlieHHeM MuHHUCcTepcTBa CBsizu  PD
JIOTOBOPBI C HOBbIMU aOoHeHTaMmH. JJisi BKJIIOUYEHUSI yKa3aHHBIX aOOHEHTOB B
ceTh nepenaun naHHbIX «MHbOTEM» ¢ 1 mexabps Tekyiiero rojaa He0OXOIUMO
BBIZICJICHUE TPSIMBIX TPOBOJOB. B cBsi3u ¢ otum r-H J[yOOB BBIIBHUHYI
NPEJIOKEHNE O BBIICNEHUU MPSIMBIX MPOBOJOB U Ha3HAUYCHHH Tele(OHHBIX
HOMEpPOB Ha JOTOBOPHOM OCHOBE yKa3aHHbIM aOoHeHTaMm. [loknamHasi 3amucka
Obl1a coctaBieHa ucnoigHuTenaeM OprnoBoit u moanucana J[y6oseim M. M. 12
HOSIOpSI TEKYIIETO To/a.

Keiic —3agaua 4.

Llens:

CoctaButh U O(QOpPMUTH JOKIATHBIE, U OOBSICHUTEIbHBIC  3alUCKH,
HEOOXOIMMBIE B CIEIYIONIUX YIPABICHUECKUX CUTYAIUSX.

Onucanue cuTyauuu

Corpynauk MVYTIAT «Hosbiii Ypenroit» M. M. MypoMoB peryJisipHo
oma3[piBajJl Ha paboTy, YeM Hapylaja TPYAOBYH AUCUUILIMHY. HavanbHuk
opranuzaimonHoro otaena [lymunmuaa M. B. HeogHOkpaTHO Jaenana emy
3amedanus (B yCTHOH ¢opme), a 12 WroHs TeKymero rojaa ObUla BBIHYXKIICHA
oOpaTUThCSl C JaHHBIM BompocoM K aupekropy CemoBy A. B. ¢ moxmamHou
3aIMCKOM, B KOTOPOW MpOCHia MPUHATH MEPbl JUCIUILIMHAPHOIO XapakTepa K

M. M. MypomoBy.



Keiic — 3apaua S.

Llens:

CoctaButh ¥ O(OpPMUTH JOKJIAAHBIE, U OOBACHHUTEIbHBIE 3aIMCKH,
HEOOXOIMMBIE B CIEIYIOUIUX YIPABICHUECKUX CUTYyalUsX.

Onucanue curyauuu

PykoBoautens otnena HOBbIX MpoekToB TokapeBa O. B. oOpartunach K
I'enepansHomy nupekropy OOO «Mactep» r-ny A.Jl. MeBneBy ¢ aoknaaHoOu
3aMMCKOM O HEOOXOAMMOCTH YBEIWYEHHUS LITATHOW YHUCIEHHOCTH oTAena. B
noknanHou 3anucke Tokapea O. B. cooOmiana o ToMm, 4TO B HacCTOsIIIEEe BpeMs
JUISL yCTIEIHOM paboThl areHTCTBa HEOOXOAMMO yBelWyYeHue 0asbl JaHHBIX O
NOTeHLIHANbHBIX KiHeHTaX. [lo ee MHEHMIO, OJHUM W3 Haubosee peaabHbIX
nyTei pacmupeHusi 0a3pl JaHHBIX SBISIETCS TOCTOSIHHBIA aHAIU3 CPEJCTB
MaccoBor HH(pOpMAIMK, B YAaCTHOCTH Tpecchl (MHpOpmarus o Haunbosee
KPYMHBIX KJIMEHTAaX areHTCTBa ObUla MOJIydeHa W3 aHAJUTHYECKOTO >KypHala
«JkcnepT»). B cBSI3M c Tem, YTO OTHEN B €ro HacTosmeMm cocTtaBe (5
COTPYIHHUKOB) HE HMEET BO3MOXKHOCTHM OPraHH30BaTh MOJPOOHOE H3y4YEHUE
aHanuTnueckux u3ganuii, TokapeBa O. B. cumraer menecooOpa3HbIM BBECTH B
ITaT OTHEJNA JIBE JOJKHOCTH MEHEIKEPOB JJI U3YUYECHUS U aHAJIM3a MPECCHI C
LEIbI0 BBIABICHUS NOTEHUMAJIbHBIX KIMEHTOB, a TaKXe MOArOTOBKHU
omepatuBHONM wuHpoOpMaIlMu O TojiokeHnn Ha pbhiHke CMU B dopme
€KEHEIeNIbHBIX 0TYeTOB. B noknanHo 3anucke TokapeBa NMpemioxuia Ha 3TH
JOJKHOCTA TOM00paTh COTPYAHHKOB M3 YHWCIA CTYACHTOB 4—5 KypcoB
dakynbpTeTa )KYpHATUCTUKH J[adpHEBOCTOUYHOTO (peepanbHOro YHUBEPCUTETA

Kpurtepun oneHKHu 1J151 KeMc-3a1a4:

Ne m\nn IToxa3zaTeun Ounenka

1 3aJaHne BBINIOJIHEHO, B OCHOBE OTBETA JICKUT 3HAHHUE 5

TEOPUHU, TEPMUHOJIOTHSI KOPPEKTHA

2 3ajaHUe BBINIOJHEHO, B OCHOBE OTBETA JICKUT 3HAHUE 4
TEOPHUHU, HO B aJITOPUTME BBIMIOJIHEHUS U B MCIIOJIb3yeMOM

TCPMHUHOJOINHN BCTPCUAOTCA HCTOYHOCTHU




3 3ajaHue BBIIOJIHEHO YaCTHUYHO, B JITOPUTME BBIITOJIHEHUS 3
U B  HUCHOJNB3YyEMOM  TEPMUHOJOTMU  BCTPEHAIOTCS

HETOYHOCTHU

4 3a1aHuEe HE BBIITOJIHEHO 2

TectoBbie 3aganus (ITP-1) no rucuunimnHe «J[0KyMeHTaALMOHHOE
o0ecredyeHHe rocyIapCTBEHHOr0 U MYHUIIMIIAJILHOIO YIIPABJICHU S

TecToBbIe 3a1aHUsT BKIIOYAIOT JOCTATOYHO OOJIBIION IHAarna3oH BapUaHTOB,
YTO, YYUTHIBAas CXATO€ BpeMs, OTBEIEHHOEC Ha TECTUPOBAHUE, HCKIIOYAET
BO3MOKHOCTb COBIIQJICHHSI OTBETOB U TO3BOJISIET OOBEKTUBHO OIICHUBAThH 3HAHUS
CTYJICHTOB.
1. BriGepuTe npaBUIbHBINM BapHaHT OTBETA
JIOKyMEHTOBEIEHHE - 3TO
A) Pabota ¢ JoKyMeHTaMH COCTaBJICHUE, UCTIOTHEHUE, 00padoTKa.
b) Kommneke paboT ¢ TOTOBBIMH TOKYMEHTAMU
B) JlesarenbHOCTH amnmapara  yNpaBlieHUs, OXBaThIBAIOIAs  BOMPOCHI
JOKYMEHTHUpPOBAaHUS W OpraHu3alnud paboThl € JOKYMEHTaMH B IIpollecce
OCYIIECTBJICHHS UM YIPaBIEHYECKON (yHKIIHH.
I') Hayka o npaBunax opopmiieHus] a IMUHUCTPATUBHBIX TOKYMEHTOB
2.CooTHecuTe MOHATHUS C TIPOIeCCaMU IOKYMEHTOBEICHUS :
1.JlokyMeHTHUpOBaHHUE.
2.0Opranu3zanus paboThl C JOKYMEHTaMHU.
A) mpoliecC WIM COBOKYMHOCTh IIPOILIECCOB IO MOJATOTOBKE, COCTaBIICHHIO,
COTJIaCOBAHMIO, OPOPMIICHUIO U U3TOTOBICHUIO TOKYMEHTOB.
b) xomiuiekc paboT ¢ TOTOBBIMU JJOKYMEHTaMH, CO3JJaHHBIMU MPEANPUATUEM WU
MOJTy4YE€HHBIMH U3 BHE.
3. Bribepute npaBUIbHBIN BapHaHT OTBETA
Kakue 10kyMeHTbI OTHOCSTCS K HOPMAaTUBHBIM?
A) Ilonoxenue

B) TOCT



B) uHCTpyKIMS 1O 1€0NPOU3BOACTBY

I') ErCAOY

4.PacnipesienuTe TOKYMEHTHI 110 Tpynnam:

l.opranu3zanmoHHbIE

2.pacnopsIUTEIbHbIE

3.uHbOpPMaAITMOHHOCTTPABOYHBIE.

A) axt; b) mnonoxenuwe; B) mnpukasel [') cnopasku; [|) wuncTpykuuwu; E)
pacnopsbkenust; JK) TpyaoBas kKHUXKKa; 3) moctaHoBieHus; M) ycras.
5.YcraHoBuTe COOTBETCTBUME crneuudukanuu U ¢opm peun: 1. ycTHas;
2.mucbMeHHas; A) pedb 3Bywalias, CcO3/aeTcsi B TIpoliecce oOmieHus; b)
rpaduuecku 3aKperieHHasl.

6.BbiOepuTe npaBUIBHBIN OTBET:

KHMKHBIN ¥ pa3roBOpHBIN CTWIM PA3JIMYaOTCs 110 .

. A) 1ensiM 1 CpeACTBaM UX UCIOJIb30BAHUS;

b) anpecary peuu;

B) xonuuecTBy NeKCUYECKUX €AMHUIL, BXOISAIINX B COCTAaB TEKCTA;

') mone3nocTH UCMONB30BAHUS.

8. YKaKuTe CTHIb TEKCTA!

['pomagHasi MOIIHOCTh UMIYJBCUBHBIX JIA3€POB MO3BOJSET MPOBOAUTH JIOKAIIUIO
JyHBI. DTO TIOMOTAeT, OompeneiseT (yHIaMEeHTaIbHBIE MapaMEeTPhl CHCTEMbD»
3emina-JlyHa» W Ha 9TOH OCHOBE pEHIMTh MHOTHE MPOOJEMBI T'€OJMHAMUKH,
re0J1e31H, ACTPOHOMUMU.

A) yOIUITUCTUYECKUI

b) odbunmansHo-nem0BOM

B) HayuHbIii.

9.Bri0epuTe MpaBUIIbHBIN OTBET.

Kakue ycTpoiicTBa BXOAST B OCHOBHOM COCTaB KOMITbIOTEpa?

A) cucteMublii 0510k b) monutop B ) knmaBuarypa I') mbiub [[) xomriiekc
mynbTuMenuu E) nmpuntep XK) ckanep.

10. 3akoH4YmMTE ONMpEACTICHUE.



Nudopmanus-sto.. A) cBefeHue o0 oObEKTaxX U SIBICHUSIX OKPYXKarolleh Cpelbl,
WX TapameTpax, CBOMCTBaX M COCTOSSHUHU, KOTOPbIE YMEHBIIAIOT MUMEIOIIYIOCS O
HUX CTENEHb HEOMNpPEJEeICHHOCTH, HEOCBEIOMIECHHOCTH. b) cBeneHus o mpoiecce
BOCIIPUATHS, TEpeaaud Kakux-Iu0o CBeJeHU 00 OKpyXKawIle cpene, uX
napaMeTpsl, cBoiicTBa. B) cBemeHus 00 MCTOYHMKE, U3 KOTOPOTO MOXKHO Y3HATh
KaKue-JI10o JTaHHbIE.

11. Beibepure npaBuiIbHBINA OTBET.

Jlorosop-310..

A) cornaieHue Mexay MpeAnpUHUMATENIIMU O COTPYTHUYECTBE.

b) cormamenue AByX WM HECKOJBKUX JUI[ 00 YBOJIbHEHWU, U3MEHCHHHM WJIU
pEeKpaIeHny IPakIaHCKUX MIPaB U 00s3aHHOCTEH.

B) nmucemenHoe corianieHue MeXJy CTOpOHAMHM, B KOTOPBIX YKa3aHbl UX MpaBa U
00s13aHHOCTH.

12. 3akoH4YuTE NPETIOKEHHUE.

CnocoOHOCT, MMETH IOPUAMYECKHE TpaBa M OO0S3aHHOCTH, MPETyCMOTPEHHBIE
3aKOHOM- 3TO..

13. BriOepure npaBUIIBHBIN OTBET.

C kakoro Bo3pacta BO3MOKHbI TPYOBbIE OTHOLIEHUS ?

A) ¢ 13 ner.

b) c 14 ner.

B)c 18 ner.

14. 3akoHuuTE NpETIOKEHHUE.

KoMmMepueckuid [OTOBOp MO TOBOAY KYIUIA-TIPOJAXH paboueld CHIIbl U €€
HCIIOJIb30BaHUs Ha3bIBACTCA:

A) TpyZl0BOI TOTOBOP

b) norosop noapsia.

B) norosop apeHasbi.

I') koHTpaKT.

15. Onpenenute UCTOpUUECKUE IEPUOABI IETOTPOU3BOICTBA.

1.1810r. 2) 16-178B. 3) 1720r. 4)1917-1991rT.



A) npukazHoe;
b)nenonpon3BoACTBO COBETCKOM 3IOXH;

B)xonnexckoe;
I') MmunucTEpCKOE.

16. Ykaxwurte npaBUIbHBIA OTBET:
3aKOHOJATENbHBIE AKThl, KOTOPBIE BIMSUIM Ha paboTy ¢ OQUUIUATBHBIMU
JOKYMEHTaMH B MPUKA3HOM JIEIIOMPOU3BOJICTBE:

1) momera; 2) cynebnuk; 3) Bbeimucka; 4) mrar; 5) cobopHOe u3I0XKeHUE; 6)
NpHKa3;

17. YkaxuTte npaBUIbHbII OTBET:

B kakom rogy 6su1n pazpaboTaHbl 00IIECOI03HbIE CTAHIAPThI HA JJOKYMEHTHI?
A) 1963; B) 1917; B) 1964; I') 1920, 1) 1959; E) 1970.

18. YkaxuTte npaBUIIbHBIN OTBET:

Kakne HOpMaTHBHO-METOAMYECKUE JOKYMEHTHI IO BOMPOCAM JICJIONPOM3BOACTBA
obuty m3adel B 1970-1980 r.r.?
A) pernamMeHTbl, MHCTPYKIIUH, TUCbMa
b) mpuroBopsl, rpaMoThI, IPUKA3bI;
B) EI'CJI, 'OCTpsI, k1accuukaTopsl;
I') perucrparmonsbie GOpPMBbI, BXOIAIIANA U UCXOIAIINANA TOKYMEHT.

19. BriGepute npaBUIBHBIN OTBET:

Cuctema MeETOJIOB W CHOCOOOB cOopa, mepeaadyd, HaKOIUICHHs, 0OpabOTKH,
XpaHEHUs, TPEACTABICHUS M HCIOIb30BaHUS HHPOPMALlMM HA OCHOBE
MPUMEHEHUS! TEXHUYECKUX CPEJICTB - 3TO . ...

1) Texnonoruu JOY

2) Texnonorus

3) Uudbopmarmonnasi TEXHOIOTHUS
4) OdurcHBIC TEXHOJIOTHH

20) BriOepute npaBUIIBHBINA OTBET:

Texaomornu JIOY kmaccupunupyrores Ha:

A) TeXHOJIOTHIO 00PaOOTKH BXOIAIINX M UCXOMSAIIUX JOKYMEHTOB;



b) Texnonoruto nepenaun uHPOpMaIMU UCTIOTHUTEIO;
B) TexHonorutoo o6paboTKu JOKYMEHTHON MH(POPMALINH;
I') TexHOMOTHIO OTIIPABKU IOKYMEHTA.
21. CooTHecuTe OpraHu3alMoOHHbBIC (POPMBI JETOMPOU3BOICTRA.
A) IlenTpanu3oBannyio; b) nenentpann3zoBannyio; B) cMemmannyro.
1) YacTte omepanuii pabOThl C JOKYMEHTaMH MPOBOJUTCS ILIEHTPAIU30BAHHO, a
Jpyrasi 4aCTh OINEpalliid BHIMOJIHAETCS B CTPYKTYPHBIX MOJAPa3ICICHUIX;
2) Bce TexHOMOrMYECKHUE OMEpaluu Mo padoTe C JOKYMEHTAMU BBITIOJHSIOTCS
OJIHUM CIEIUAIM3UPOBAHHBIM CTPYKTYPHBIM TO/Ipa3ieICHUEM;
3) ®opma xapakTepHa sl OpraHU3alMH, CTPYKTypa KOTOPOH TEPPUTOPHUAIHHO
pazo01eHa.
22. Cootnecure pynkuuu ciyxo0sr JIOY.
A)  TtexHonorumueckue., b)  koHTposbHBIC., B)  opraHu3anMOHHBIC.,
I")meroguueckue.
1.pa3paboTka HOMEHKJIATYPHI el
2.MOArOTOBKA MOCTYMAOIINX JOKYMEHTOB K JJOKJIa1y pPyKOBOJCTBA
3.perucrpanus J0KyMeHTOB
4.KOHTPOJIb 32 PABMIBHOCTHIO OPOPMIIEHUS JJOKYMEHTOB
5.pa3paboTka 6JJaHKOB JOKYMEHTOB
6.0praHu3aius XpaHeHus: JOKyMEHTOB
7.MpOBEICHUE COBEIIAHUN KOHCYJIbTaIlUU
8.opranuzanus paboThl apXuBa., 9.00ecriedyeHre XpaHEHUs JeJd U ONEepPaTUBHOTO
UCIIOJIb30BaHUsl JOKYMEHTOB.
23. CooTtHecute CTpyKTyphI ciryx0 JIOVY.
A) ynpaBieHue aeiamu
b) rocynapctBeHHble NpeanpusiTUs
B) OOwue otaensi.
l. ecnu pabora ¢ AOKYMEHTAaMH BBIMOJIHSIETCS B Tpynmax IHCEM, ydeTa u

perucTpaIfu, SKCIEIUIINAX, apXUBaX, U BO3TJIABISAET - HadalbHUK oTaena JJOY.



2. ecnu paboTa ¢ JOKYMEHTAMM BBINOJHSAETCS B MHCIEKLMSIX, CEKpeTapHuarax,
MIPOTOKOJIBHBIX OI0PO, OTAENaX MUCEM U T,J , BO3IJIABISAET YIPABIAIOMIUN eIaMu.
3. ecnu paboTa ¢ TIOKYMEHTaMU BBINIOJIHSETCS B KaHLEISPUH, B TPyIIIaX KOHTPOJIS,
MMCEM, apXUBaX, BO3IJIABIIACT 3aBEAYIOIIUMN OTAEIIOM.
24. BpiOepuTe npaBUIbHBIA OTBET
Kareropun paOOTHUKOB, OTHOCAIIUXCA K CIyXk0€ JTOKYMEHTalHOHHOTO
oOecreyeHus:
A) pykoBoauTeNnu
b) cexperapu
B) cnennanucTer
I') apxuBatopsl
J1) TexHU4YeCKue UCTIOTHUTEIH.
25. BeiOepuTe npaBUIIbHBINA OTBET
Cnyx6a JOKYMEHTaIIMOHHOTO 00€CTIeueHUs YIPABICHHS OCYIIECTBISIET paboTy
A) MO COCTaBJIEHUIO TOKYMEHTOB
b) ¢ roToBRIMH TOKyMEHTaMU
B) mo oOecrnieyeHuto ympaBieHHs NPEINPUATHN O CPEACTBAM JOKYMEHTHOM
uHdopMaIu
I') mo cocraBnenuto u paboTe ¢ JOKyMEHTaMH.
KpuTtepumu oneHKu AJ1s1 TECTOBOI0 3aJaHUA
Kpurepuu onenku:
3a KaXJbli IpaBUILHBIN OTBET — 1 Oas.
3a HenpaBUIBHBIN 0TBET — () OasUIOB.
90 — 100% - 5 (OTymuHO)
80 — 89% - 4 (Xoporo)
60 — 79% - 3 (Y 10BIETBOPUTEILHO)

meHee 60% - 2 (HeymoBiieTBOpHUTEITHHO)



[enoBas (poJieBasi) Murpa no aucuMivinie «/lokymeHTannonHoe odecnevyeHue
rocy1apCTBEHHOT0 H MyHUIIMTIAJIBHOT0 ynpaBienusn» (ITP-10)

1 Tema: JlokymeHTUpOBaHUE 51 OopraHu3anys JOKyMEHTO000pOoTa
rOCYJapCTBEHHOTO MPEANPUSITUS

2 Tlpobaema: n3yyeHUe OCHOBHBIX JIOKYMEHTOB YIpPABJICHUS W OBJaJCHHUE
MPaKTUYECKUMHU HaBbIKAMU JTIOKYMEHTHUPOBaHUS u opraHu3aIuu
JOKYMEHTOOOOpOTa  OTAENBHBIX  CTPYKTYPHBIX  MOApPA3ACICHUA U  Bcel
OpraHu3alyy B LIEJIOM

3 KoHuenuusi Mrpbl: CTYACHTH pa30MBAIOTCS Ha TPYIbBI, Kakaas U3 KOTOPBIX
NpesICTaBIseT cO00M OJIHO M3 CTPYKTYPHBIX MOAPA3ACICHUNA TOCYydapCTBEHHOTO
npeanpusaTus. PaGOTHUKM yKa3aHHBIX TMOJApa3ACieHUN (TPYMmbl CTYACHTOB)
TOTOBST TMAaKeT OOpa3loB JIOKYMEHTOB B COOTBETCTBUU C BBIMOJHICMBIMU
(GyHKIIMOHAIBHBIMU OOSI3aHHOCTAMHU. B TedeHHe TpeX MNpaKTUYSCKUX 3aHSTHH
CTYJIEHTHI 0(hOPMIISIIOT MIPEAJIOKEHHBIE MTPernoiaBaTesieM 00pasilbl JOKYMEHTOB, Ha
MOCJICTHEM 3aHSITHH COCTABJISIOT CXeMY TOKYMEHTOO00pOTa OpraHu3aluu

4 Poun:

- TUPEKTOp U ero 3amectutenb (2 yein.). ['oToBAT oOpasibl OpraHu3allMOHHBIX U
pacropsiAuTENbHbIX JOKYMEHTOB (yCTaB, IITATHOE paclucaHue, IMpHKa3 [0
OCHOBHOM J€SITEIbHOCTH, PACTIOPSIKEHUE, PEIIECHUE)

- cnyx6a JIOY (3-4 wuwen.) ToroBar o00pa3ipl OpraHu3allMOHHBIX |
MH(POPMAIIMOHHO-CIIPABOYHBIX ~ JIOKYMEHTOB  ([IOJDKHOCTHAasi ~ HMHCTPYKIHUS
cekpeTaps-pedepenTa, IpOTOKOJI, aKT, AEJIOBOE MTUCHMO)

- KaapoBas ciayxko0a (4-5 uen.) ['oToBAT 00pa3Ibl TOKYMEHTOB IO TUYHOMY COCTaBY
(mpuKa3 no TMYHOMY cocTaBy (3 BHA), pe3toMe, 3asiBJIICHHE)

- KoMMepueckas chyxk0a (4-5 den.) [oToBiIT 00pa3nsl HHPOPMAIMOHHO-
CIIPaBOYHBIX JIOKYMEHTOB (IeJ0BbIe muchMa (3 BHIA), CIy)KeOHas 3aluCKa, aKT,
CIpaBKa)

5.0:xxugaemMble pe3yJibTaThl:

1) 3aKkpeIicCHUE TEOPETHYCCKUX 3HAHUK B OOJACTH COCTaBJICHHUS U 00pabOTKH

JOKYMCHTOB YIIPABJICHUA,



2) oOBIaJeHUE HaBbIKAMH pPAOOThl C TEXHUYECKUMHU CpPEACTBAMHU CO3/IaHUA
JTOKYMEHTOB;
3) oBnajeHue HaBbIKaMH pabOTHl B KOMAaHJE U YMEHUE OLEHUBATH PE3yJbTaThl
paboThl KaXk/I0I0 YYaCTHUKA TPYTIIIHL.

Kpurepun ouenku:
10 GamioB BBICTABISETCS CTYIEHTY, €CIM 00pa3libl JOKYMEHTOB BBIIIOJHEHbBI 0€3
OLIMOOK, B yKa3aHHbBIN MPENoJaBaTeeM CPOK
8 0ayyIoB BBICTABIISIETCSl CTYICHTY, €Clu 00pasilbl JOKYMEHTOB BBIMIOJHEHBI 0€3
OLIMOOK, CPOKH, YKa3aHHbBIE MTPErojiaBaTesieM, He COOJI0IaTiuCh
6 0a/yIoB BBICTABISETCS CTYAEHTY, €CIM O00pas3lbl JTOKYMEHTOB BBIMOJIHEHBI C
3aMeYaHUsMHU, B YKa3aHHBIHN MpernoaaBaTesieM CpoK
4 GaynoB BBICTABISETCS CTYACHTY, €ClM O00pas3lbl JOKYMEHTOB BBIMOJIHEHBI C
OIIMOKaMH, CPOKH, YKa3aHHBIE MpeErojaBaTesieM, HE COOII0AAINCH
CTYJEHTBHI CMOTYT OLICHUTh Pe3yJbTaT pabOThl CBOMX KOJIJIET B IMpejesiax IPYIIbI

U PCKOMCHAOBATH JAHHBIC OLICHKU IIPCIIOaBaTCIIO



Kpurtepun ouenkun (IMCbMEHHOTO/YCTHOTO A0KJIA/Aa, B TOM YHCJIe

BBIIIOJIHCHHBIX B JOpMe Mpe3eHTannil):

v/ 100-86 6amioB BBICTABIACTCA CTYINEHTY, €CIHM CTYIEHT BBLIPA3sHil CBOE
MHEHHE TI0 CQOPMYJIHPOBAHHON MmpobJieMe, apryMEHTHPOBAJ €ro, TOYHO
OTIPEJICITMB €€ COJICP KaHKE M COCTaBIIsAONKE. [I[puBeIeHbI JaHHBIC OTEYECTBCHHOM
U 3apyOe)KHON  JIMUTEpaTyphbl, CTAaTHCTHYECKHE CBEACHHUS, HWHGPOpMAIIHS
HOPMAaTHUBHO-TIPABOBOrO Xapaktepa. CTyIeHT 3HACT | BJIQJCET HABBIKOM
CaMOCTOSTEIILHOM UCCIIEI0BATEILCKONW pa0OTHI 10 TEME MCCIICIOBAHUS;, METOIAMHU
U TIpUeMaMH aHajiu3a TCOPETUUYCCKUX W/WUIM MPAKTUICCKUX ACMEKTOB M3y4aeMOU
obOnactu. MDakTHYECKHX OIIMOOK, CBS3aHHBIX C TOHMMAaHHEM IPOOJIEMBI, HET;
rpadudecku pabota ohopmiieHa MPaBUIBHO

v 85-76 - OamnoB - paboTa XapakTEPU3YETCS CMBICIOBOM II€IBHOCTLIO,
CBSI3HOCTBIO W TOCJICI0BATEIbHOCTBIO M3JI0KEHHUS; JOMYIICHO He Oojiee 1 ommOKku
npu OOBSICHEHWH CMBICIA WM colepkaHusi mpobiembl. Jlisi apryMmeHTanuu
PUBOJSATCSA TaHHbIE OTEYECTBEHHBIX u 3apyOeKHBIX aBTOPOB.
[IpoaeMoOHCTpUpPOBaHbl HCCIEOBATEIbCKUE YMEHHUS W HaBbIKM. DakTHueckux
OIIMOOK, CBA3AHHBIX C IOHMMaHUEeM TMpoOseMbl, HeT. JlomylieHbl OaHa-ABE
omuOKu B 0hopMIICHUN PaOOTHI

v' 75-61 Gamn - CTyAEHT MPOBOJUT JOCTATOUHO CAMOCTOSTENLHBLIA aAHAJIN3
OCHOBHBIX ITAllOB U CMBICIOBBIX COCTaBISIONIMX MPOOJIEMbI; TOHUMAET 0a30BbIC
OCHOBBI M TEOPETHYECKOE OOOCHOBaHHWE BBIOpaHHOW TeMbl. [lpuBreUeHsbI
OCHOBHBIE HCTOYHHKH IO paccMmaTpuBaemoit Teme. JlomyimeHno He 6osee 2 ommoOoK
B CMBICIIC WJTH COACPIKAHUH TIPOOIEMBI, 0O(OPMIICHUH paOOThI/

v 60-50 GamwioB - ecnu pabora MpeAcTaBiaseT CO0OM NMepecKa3aHHbIA WIIH
MOJIHOCTBIO TIEPENUCAHHBIM HCXOMHBIA TEKCT 0e3 Kakux Obl TO HH OBLIO
KOMMEHTapueB, aHanm3a. He packpeiTa CTpyKTypa U  TeOpeTHYecKas
cocTaBismomas Tembl. Jlomymeno Tpu wim 0oiiee TpeX OMIMOOK B CMBICIOBOM

COJIep KaHNH PaCKpbIBaeMOU Mpo0IeMbl, B 0OpMIICHUH PAOOTHI.



Kpurtepun oueHku npe3eHTannu 10KJIa/4a:

<
= 50-60 6anom | 61-75 Gannos 76-85 6a10B 86-100 6as1;10B
) (Heyn0BJIeTBO | (YAOBJIETBOPUT
= (xopo1o) (oTaM4HO)
=) pUTEIBLHO) €JIbHO)
Kputepu | Conep:kaHue KpuTepHueB
"
= [Ipobnema ve | [IpoGiiema packpeita | [IpoGnema [Ipobnema
= packpsITa. HE MOJIHOCTBIO. packpsiTa. packpbITa
g OtcyrctBytoT | BeiBonbl He cenansl | [IpoBeneH aHanu3 | MOJHOCTBIO.
S BBIBO/IBI W/VJTA BBIBOJIBI HE npoOiembl 6e3 [IpoBenen ananuz
= 000CHOBaHBI MIPUBJICYCHUS POOIIEMEI C
E JIOTIOTHUTEITLHOM MIPUBJICYCHUEM
2 nurteparypsl. He JIOTIOJTHUTEIbHOU
g BCE BBIBO/IBI JTUTEPATYPHI.
;ﬂé ClIeJIaHbl U/ Ui BriBoanl
000CHOBaHbI 000CHOBAHBI
[IpencraBnsiem | [IpencraBisemas IIpencraBisiemas [Ipencrapisiemas
ast nHpopmanus He uHpopMalus He uH(popManus
= nHopManusg | CHCTEMAaTH3UPOBaHA | CUCTEMATH3UPOBAH | CHCTEMAaTH3HpOBaHA
E JIOTWYECKH HE | W/WJIH HE au , IocyeioBaTeNnbHa
& cBs3aHa. He MOCJIeI0BaTeNbHA. MOCTIeIOBAaTeNbHA. | M JIOTHYECKH
5 ucnonp30Bankl | Mcmonp3oBaHo 1-2 Hcnons3oBano CBSI3aHA.
i npodeccuonan | npodeccuoHaNbHBIX | Oosee 2 UcnonszoBano
= bHBIC TEPMHUHBI | TEPMHUHA npodecCHoHaANIBHBI | OoJiee 5
X TEPMUHOB npodeccroHalbHBIX
TEPMHUHOB
He Ncnonb3oBanHbl Ncnonb3oBanbl [Iupoxo
UCIOJIb30BaHbl | TexHosioruu Power | TexHonoruu Power | ucrosb3oBaHbI
= TEXHOJIOTHH Point wactuyno.3-4 | Point. He 6onee 2 | Texuonoruu (Power
é Power Point. OImHOKH B omwuOOoK B Point u 1p.).
i bonbie 4 MPEICTaBIISIEMO MPECTaBIISIEMON OTCyTCTBYIOT
3 omuOOoK B uHhopmaruu uHpopmaruu OIMOKH B
8 MIpeICTaBIsieM IpeJICTaBIsIeMO
ol uHpopmaruu
nHpopMmaruu
_ | Her oTBeTOB Tonpko OTBETHI HA OTtBeTsl HA OTBeThI Ha
E 3 | Ha BOHPOCHI JJIeMEHTapHbIe BOIPOCHI TIOJIHBIE | BOMPOCHI MOJIHBIE, C
2 E 2 BOIIPOCHI W/WIA YaCTUYHO MIPUBHUICHUEM
5 E MIOJIHBI PUMEPOB H/UIIN
MOSICHEHH

Kpurepun oueHk# (IMCbMEHHBbIN 0TBET)

v 100-86 GamaoB - €CIM OTBET IMOKAa3bIBAET IIyOOKOE M CHCTEMATHYECKOE

3HaHUE BCEr0 MPOrPaMMHOIO MaTepHualia U CTPYKTYpbl KOHKPETHOI'O BOIIpOCa, a

TAKKEC OCHOBHOI'O COACPKAHHA U HOBaI_[I/Iﬁ JICKOMOHHOI'O KypcCa IO CPAaBHCHHIO C

yueOHOM nuTeparypoil. CTyHEHT JI€MOHCTPUPYET OTYETIMBOE MU CBOOOJHOE




BJIAQJICHWE KOHIIETITYaJIbHO-TIOHSATUIHBIM  ammapaTtoM, HAy4YHBIM SI3BIKOM U
TEPMUHOJIOTHEN COOTBETCTBYIOIIEH HaydyHOM oOjgacTu. 3HAHWE OCHOBHOM
JUTEpaTyphl M 3HAKOMCTBO C JOTOJHUTEIBHO PEKOMEHJOBAHHOW JHTEpaTypOM.
Jlornmuecku KOppEKTHOE U YOS TUTEIbHOE H3JI0KEHHE OTBETA.

v 85-76 - Ga/uloB - 3HAHWE Y3JOBBIX MPOOJEM MPOrpaMMbl U OCHOBHOI'O
COJEp)KaHUsl JICKIIMOHHOTO Kypca; YMEHHE TOJb30BaThCS KOHIENTYalbHO
MOHATUHHBIM almapaToM B MpPOIECCe aHajn3a OCHOBHBIX MpOOJeM B pamMKax
JaHHOW TEeMbl; 3HAHWE BaXHEHIMX pabOT M3 COHCKa PEKOMEHIOBaHHOM
auTepaTypel. B menoM JOrMYecKHM KOppPEKTHOe, HO He BCerja TO4YHOE U
apryMEHTHUPOBAaHHOE M3JI0)KCHHUE OTBETA.

v 75-61 - Gamn - (parMeHTapHbIC, MMOBEPXHOCTHBIE 3HAHHS BaXKHEHIIMX
pa3felioB MpOrpaMMBl M COJEPKaHUS JIEKIIMOHHOTO Kypca; 3aTPYAHCHHUS C
UCTIOJIh30BAaHUEM HAyYHO-TIOHATHIHOTO armapara ¥ TEPMUHOJIOTHH Y4eOHOM
IUCIMIUINHBI, HEMOJHOE 3HAKOMCTBO C PEKOMEHJOBAHHOW JUTEpaTypoOii;
YaCTUYHBIE 3aTPYAHEHHUS C BBINOJIHEHHWEM MPEIYCMOTPEHHBIX IPOrpaMMoOin
3aJJaHUN; CTPEMJIEHHE JIOTHYECKU OIPENEeJICHHO W MOCJIEIOBATEIbHO H3JI0KUThH
OTBET.

v' 60-50 GamioB - He3HaHHe, JUOO OTPLIBOYHOE IPEACTABICHHE O IaHHOU
npo0ieMe B paMKax y4eOHO-TIPOrpaMMHOTO MaTepualia; HeyMeHHE HCIOIb30BaTh

MIOHSTUWHBIN anIapaT; OTCYTCTBUE JIOTUYECKOU CBSI3U B OTBETE.

Kpurepun ouenku (yCTHBII OTBET)

v 100-85 OamioB - eciaM OTBET IOKAa3bIBAET IPOYHBIE 3HAHUSA OCHOBHBIX
MIPOIICCCOB M3y4aeMOM MPEAMETHON 00JacTH, OTIMYAETCS TUIYOMHOW M TOJIHOTOM
PACKPBITUS TEMBI; BJIaJICHUE TEPMUHOJIOTHISCKUM ammapaToM; yMEHHE OOBIACHSIThH
CYITHOCTb, SIBIICHUMN, TIPOIECCOB, COOBITUH, JIeTIaTh BHIBOJLI U 00OOIIEHUS, 1aBaTh
apryMEHTHPOBAHHBIE OTBETHI, MPHUBOJUTH MPUMEPHI; CBOOOIHOE BJIAJCHHE
MOHOJIOTHYECKOW PEUYbl0, JOTUYHOCTH M TOCJIEA0BATEILHOCTh OTBETA; yYMEHHE

MPUBOJIUTH MIPUMEPHI COBPEMEHHBIX MTPOOIIEM U3ydaeMon 00J1acTH.



v 85-76 - OaiioB - OTBET, OOHAPYKMBAIOLIMK NPOYHBIE 3HAHUS OCHOBHBIX
MPOIIECCOB U3y4aeMOM MPeAMETHON 00JIaCTH, OTIUYACTCA TIYOMHON U MOJHOTOU
PaCKpBITHS TEMBI; BJIaJICHUE TEPMHUHOJIOTHICCKAM anmnapaToM; YMEHHE OOBSICHSATH
CYILIHOCTb, SIBIICHUH, MPOIECCOB, COOBITUH, JAeNaTh BHIBOJBI U 0000IICHUS, 1aBaTh
apryMCHTHUPOBAHHBIE OTBETHI, NPHUBOJIUTH IPUMEPHI; CBOOOIHOE BIIAJCHUE
MOHOJIOTHYECKOW PEeYbl0, JIOTHYHOCTh M IOCJIENOBATEILHOCTh OTBeTa. OJIHAKO
JIOITyCKaeTCs OJTHA - IBE HETOYHOCTH B OTBETE.

v' 75-61 - Ga1 - OLEHMBAETCA OTBET, CBHJECTEILCTBYIOUIMI B OCHOBHOM O
3HAHMHM TIPOIIECCOB  HM3Y4aeMOW MpEeAMETHOW  0O0JacTH, OTIMYAIOIIUHACS
HEJ0CTATOYHON TIIYOMHOW W TIOJIHOTOW PACKPBITHUS TEMbI; 3HAHHEM OCHOBHBIX
BOTIPOCOB TEOpHH; cJab0 Cc(HOPMHUPOBAHHBIMA HAaBBIKAMH aHAJIHW3a SIBICHUMH,
IPOIIECCOB, HEJAOCTATOYHBIM YMEHHEM JaBaTh apryMEHTHUPOBAHHBIC OTBETHI H
NPHUBOJUTH TMPUMEPBI;, HEIOCTATOYHO CBOOOJHBIM BJIAJICHUEM MOHOJIOTHYECKOM
peYbI0, JJOTUYHOCTBIO M IMOCJICIOBATEILHOCTBIO OTBETA. JlOMyCKaeTCsl HECKOJIbKO
OLIMOOK B COJIEpKAaHUM OTBETA; HEYMEHHUE NIPUBECTH MPUMEDP PA3BUTHS CUTYaIIHH,
IIPOBECTHU CBSI3b C APYTMMH aCeKTaMU W3y4aeMoil 00JIacTH.

v 60-50 GamioB - OTBET, OOHAPYKMBAIOLIMI HE3HAHHME IPOLECCOB M3y4aeMOM
NpeIMETHONM O00JacTH, OTIMYAIOMIMICS HErJIyOOKHMM  pPaCKpBITHEM  TEMBI;
HE3HAHHEM OCHOBHBIX BOIPOCOB TEOPUU, HECHOPMUPOBAHHBIMU HABBIKAMHU
aHanu3a SBJICHUM, MPOIIECCOB; HEYMEHHEM J1aBaTh apryMEHTHUPOBAHHBIE OTBETHI,
cnaObIM BJIAJICHUEM MOHOJOTHYECKONH peyblo, OTCYTCTBUEM JIOTHUYHOCTH H
NoCIIeIOBaTeNIbHOCTU. J[OMyCKaloTCsl Cephe3HbIe OLIMOKUA B COJIEPXKAHUU OTBETA,;

HE3HAHHE COBPEMEHHOM MPOOIIEMATHKU U3y4aeMOU 00JIaCTH.



Meroanyeckue peKOMeHIalHuu,
onpeeJsOMe NPoueIypbl OLeHUBAHHUS Pe3yIbTATOB OCBOCHUS

AUCIHHUIIJINHBI

Texkymasi arrecranusi CTyJAeHTOB. Tekymias arrectalus CTYIECHTOB IIO
IUCIUIUIMHE  ««JlOKyMeHTaunoOHHOEe  oOOecrnedeHue  TrOoCyJapCTBEHHOTO U
MYHUIUINIAIBHOTO YIPABJICHUS» MTPOBOAUTCS B COOTBETCTBUU C JIOKAJIbHBIMU
HOpMaTuBHbIMU akTamu JIBDY u sBnsiercst o0a3aTeNnbHOM.

Texymast aTrecTanus Mo JUCHUIUIMHE ««/JoKymeHTallMoHHOE oOecnedeHue
rOCy/IapCTBEHHOTO M MYHHUIMIAIBHOTO YIpaBieHUS» MPOBOAMUTCS B QopMme
KOHTPOJIBHBIX MEPONPUATHI (TECThl, MPAKTUYECKHUE 3aJaHus) MO OICHHWBAHUIO
(aKkTUYECKUX pe3yJbTAaTOB OOY4YEHHS CTYJEHTOB M OCYIIECTBISETCS BEIyIIUM
IPENOIABATENEM.

OOBeKkTaMu OIICHUBAHUS BBICTYTAIOT:

— yueOHass JAWCHMIUIMHA (AaKTUBHOCTh Ha 3aHATHUAX, CBOEBPEMEHHOCTH
BBINIOJIHEHUST PA3JINYHBIX BUIOB 3a/JlaHUM, IOCEIMIAEMOCTh BCEX BUJIOB 3aHATHI IO
aTTECTyEMOM AUCUUILINHE);

— CTENEHb YCBOGHHUS TEOPETHUYECKUX 3HAHUM (aKTUBHOCTh B  XOJe
OOCYXXJIEHUId MaTepuasioB JIEKIHMi, aKTUBHOE Yy4YyacTUE B JUCKYCCHUSAX C
apryMeHTaMu U3 JIOTOJHUTEIBHBIX HCTOYHHKOB, BHUMATEIBbHOCTh, CIIOCOOHOCTH
3a/laBaTh BCTPEUYHbIE BOMPOCHI B paMKaX JTUCKYCCUUM WU OOCYXKICHHS,
3aMHTEPECOBAHHOCTh U3y4a€MbIMU MaTE€pUATIAMH);

— YpPOBEHb OBJAJEHUSA MPAKTHUYECKUMH YMEHHSIMU M HaBbIKAMH 110 BCEM
BUJaM y4eOHOU pabOTHI (OmMpeaensercs Mo pe3yibTaraM KOHTPOIBHBIX PadoT,
MPAKTUYECKUX 3aHITUN, OTBETOB HA TECTHI);

— pe3ynbTaThl CaMOCTOATENBbHON paboThl (3aaHUs W KPUTEPUU OICHKHU
pa3menieHsl B [Ipunoxennn 1).

IIpome:xxyTouHasi arrecTauusi CTyAeHTOB. [IpoMmexyrouHas arrectauus
CTYJICHTOB o JUCLIUTIINHE ««JlokymMeHTallMOHHOE o0ecneyeHue

rocyiapCTB€HHOro M MYHHIHUIIAJIBHOIO YIpPaBJCHHUA)  IIPOBOAUTCA B



COOTBETCTBUM C JIOKAJbHBIMU HOpMaTUBHbIMU aktamMu JBDY wu saBusercs
00s3aTeNbHOM.

Bun npomexyTounoii arrectanun — 3auet (5 cemectp)

Kpartkass xapakTepucTHKka mnpoueaypbl NHNpPHUMeHEHHMS] HCHOJIb3yeMOro
OLIEHOYHOT0 cpeacTBa. B pe3ynbpraTe nocemenus JeKIuii, CEMUHAPOB U KPYTIIbIX
CTOJIOB CTYJIEHT MOCJIEIOBATEIbHO OCBAMBAET MAaTepUaibl AUCLMIUIMHBI U U3y4YaeT
OTBETHl Ha BONPOCHI K 3a4e€Ty, MPEACTABICHHbIE B CTPYKTYpHOM 3nemente POC
IV.1. B xoz1e mpoMeKyTOYHOM aTTECTAllMU CTYJEHT TOTOBUT OTBETHI Ha BOMIPOCHI K
3aueTk (pas3MmerieHo B cTpykrypHoM anemente OOC 1V.2). Kpurepunu ouneHku
CTyJlEHTa Ha 3ayeTe MNpeJCTaBiIeHbl B CTpyKTypHOM 3iemente POC V.3
Kpurepun oneHku Tekyliedl arrectaliud — KOHTPOJbHAs MPOBEpPKa 3HAHUU

(KOHTpOJIbHBIE PAOOTHI) MPEACTABICHBI B CTPYKTYypHOM 3ieMenTe POC V.

KpuTepun oneHKku cTy/ieHTa Ha 3a4eTe MO AUCIUILJIMHE
«/lokyMeHTalnInoOHHOE 00ecnieyeHue rocyIapcTBEeHHOTr0 U
MYHUIMTIAJIBHOT0 YIIPaBJIeHUSA

(MpoMe:KyTOYHasl aTTeCTAUMA —3a4eT)

Banabt Ouenka
(pedTuHroB IK3aMeHa
ol o1leHKH) |(cTaHaapTHas)

TpebdoBanus kK ¢copMUPOBAHHBIM KOMIIETEHIUSIM

OneHka «OTJIIMYHOY BBICTABIISECTCS CTYACHTY, €CJIH OH TITyOOKO U
IIPOYHO YCBOWJI MPOTrPaMMHBIN MaTepuall, UCUEPIbIBAIOIIIE,
MOCIIEZIOBATEIbHO, YETKO U JIOTUYECKU CTPOHO €ro U3Jaraer,
yYMEET TECHO YBSI3bIBATh TEOPHIO C MPAKTUKON, CBOOOIHO

86-100 3aumeno/ CIpaBIIETCS C 3a7jauaMu, BOIPOCAMU U APYTUMU BUIAMU
«omauunoyl | IpUMEHEHUS 3HAHWUU, IPUYEM HE 3aTPYIHSICTCS C OTBETOM IIPH
BUJIOM3MEHEHHH 3a/IaHUM, UCIIOJIBb3YET B OTBETE MaTepuall
MOHOTpaUUeCKOi TUTEPATypHhl, MPABUIBHO 0OOCHOBHIBAET
IPUHSITOE PEIICHHE, BIaIeeT Pa3HOCTOPOHHUMHU HaBbIKAMU U
pHEeMaMH BBITIOJTHEHUS MPAKTUYECKUX 3a]1a4.

OI_IeHKa «XOpOoHIO» BBICTABIIACTCA CTYACHTY, €CJIIM OH TBEPAO
3HACT MaTepuajl, rpaMOTHO U IO CYIICCTBY U3JIaract €ro, HE
76-85 3aumeno/ JO0ITyCKasd CYIICCTBCHHBIX HETOYHOCTEH B OTBETE HA BOIIPOC,
«xopouto» IMMPaBUJIBHO NPUMCHAIACT TCOPECTHICCKUC MMOJIOKCHUSA IPU PCHICHUN
IMPAKTUYCCKUX BOIIPOCOB U 3a4a4, BJIAACCT H606XOI[I/IMLIMI/I
HAaBbIKAMHU U TpUEMaMU UX BBINIOJIHCHUSL.




OLIGHKa «KYHAOBJICTBOPHUTCIIBHO» BBICTABIIACTCA CTYACHTY, €CJIM OH
HMECT 3HAHUA TOJIbKO OCHOBHOI'O MaTt€puajia, HO HC YCBOHUII €ro

3aumeno / .
JeTajel, 10IyCcKaeT HETOUHOCTH, HEIOCTATOYHO IIPABUIIbHBIE
75-61 «y0081€meop .
menbioy (OopMyYIHPOBKH, HAPYIICHUS JOTHUECKON MOCIEI0BATEIBHOCTH B
M3JI0’)KEHUH IIPOTPaMMHOI0 MaTepuasa, UCIbITHIBACT 3aTPyIHEHUS
IpU OTBETAaX Ha JIONOJHUTEIbHbIE BOIPOCHI.
OneHka «Hey/10BIETBOPUTEIBHO» BBICTABIISIETCS CTYIEHTY,
e KOTOPBIM HE 3HAET 3HAYUTEIBHON 4aCTH POTPAMMHOI'O
saumenoy/ MaTepuaa, TOIyCKaeT CYIlIeCTBEHHbIE OUIMOKH, HEYBEPEHHO, C
MeHee 61 VOIS OOJIBIIMMHU 3aTPYJHEHUSMU BBINOJIHAET IPAKTUYECKUE PaOOTHI.
Y Kak npaBuio, olieHKa «HEYJOBIETBOPUTEIBHOY» CTABUTCS
OpUmMenbHO»

CTY/IGHTaM, KOTOpBIE HE MOT'YT MPOJIOJDKUTH 00ydeHue 6e3
JIOTIOJTHUTEJIbHBIX 3aHSATHH 110 COOTBETCTBYIOIIEH TUCIUIUINHE.




