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1 IlepedyeHp NJaHUPYEeMBIX pe3yJbTATOB OGyYeHHs] IO AHcHHUNJAHHe "OCHOBBI
AeJIoNPOU3BOJACTBA", COOTHECEHHBIX C IVIAHUPYEMbIMH pe3y/IbTaTAMHU 0CBOEHHMA 06Gpa3oBaTe/IbHOM
NporpaMmsl

OcBoeHHe AUCLUUIIMHBI HallpaBJeHo Ha GOpMHUpOBaHUe:

o61enpodeccuoHaNbHbIX KOMIETEHIUM:

OIIK-5 - Cmoco6eH wucnoJb30BaTh B NpodecCUOoHaJbHOU [JesATeJbHOCTH HHGPOPMAIMOHHO-

KOMMYHHKallMOHHbIe TEXHOJIOIMH, FOCyAapCTBEHHble U MYHMIIMIIa/JbHble HHYOpPMaLlMOHHbIE CUCTEMBI;

NPUMEHSATb TEXHOJOTMU 3JIEKTPOHHOIO MNPaBUTEJNbCTBA U IIPEJOCTaBJEHUSl TOCYJAapCTBEHHBIX

(MyHHULIMIIANBHBIX) YCAYT;

Pe3ysbTaTbl OGYyUYeHHMA MO JUCLHUIIMHE ONpeAe/AITCA HWHAUKATOPAaMHU [AOCTHXKEHMA
KOMINEeTeHIUun
HNuaukaTtop(bl) AOCTHKEHU:

- UCHoJIb3yeT B NpodecCHOHaNTbHON [JeATeJbHOCTH HHQPOPMAallMOHHO-KOMMYHHUKAIMOHHbIE TeX-HOJIOTHH,
rocyapCTBEHHble U MYHHUIUNA/bHble HHPOPMAIMOHHbIE CUCTEMbI, IPUMEHSIET TEX-HOJOTUHU 3JEKTPOHHOTO
NpaBUTeNbCTBA U NPeJOCTaBJIeHUS rocyJapCTBEHHbIX MyHUIUNIAJAbHbBIX YCIYT
Pe3ysibTaThl 06Gy4YeHMA N0 AMCHUIIINHE:

3HaTb:

- - HOpMaTUBHO-METOANYECKYI0 6a3y AesioNporu3BocTBa B Poccuiickoit @epepanuy, rocyjapcTBEeHHOTO
peryJjupoBaHus JOKYMEHTALMOHHOTO o6ecreyeHus;

- - cnegudUKy opraHu3aguu HHGOPMALMOHHO-IOMCKOBOM CUCTEMBI M KOHTPOJISI UCIOJIHEHUS
JIOKYMEHTOB.

- - COBpeMEeHHYI0 OpraHHU3al1Io0 JOKYMEHT0060pOTa B OpraHax rocyjlapCTBEeHHOH BJIAaCTH U opraHax
MEeCTHOI'0 CaMOYIIpaBJIeHUs C y94eTOM OCHOBHbBIX Tpe6oBaHUU MHPOPMAIIMOHHON 6€30MacHOCTH;

- 7 OCHOBHble Hay4YHble U NpaKTHYecKue Npo6yeMbl OpraHU3alMy JOKyMeHTALlMOHHOTOo obecrneyeHUs
yHpaBJ/ieHUs U TEeHJEeHIMHU pa3BUTHS [1eJI0NPOU3BO/CTBA B rOCYJapCTBEHHOM anmapaTte ynpaBJeHHus;

- - I0JIOXKeHHUA U Tpe6oBaHUs, YCTAaHOBJIEHHbIE AeHCTBYIOIMMU HOPMAaTUBHBIMU aKTaMH 10 apXUBHOMY
Aeny

- - MeTOAbBl W IpPOTpaMMHble CpeACcTBA 06paGOTKM [JesoBoM HHOpManuu, B3aUMOJAEHCTBUSA CO
cayx6aMu UH-GOPMALUOHHBIX TEXHOJOTUH U 30 PEeKTUBHOTO HCIOJb30BaHUS KOPMNOPATUBHBIX
MHPOPMAIMOHHBIX CUCTEM

YMmeTs:

- - COCTaBJATb U 0QOPMJIATD YIIpaBJIeHYECKHE JOKYMEHTBI, B TOM 4K C/le HOPMAaTUBHbIE U HHOP-
MalMOHHO-CIPaBOYHble, B COOTBETCTBUU C Tpe6OBaHUAMHU NIPABOBbLIX AKTOB U CTaHJAPTOB;

- - pasbupaTbCs B COBPEMEHHBIX CUCTEMAX JOKYMEHTO060pOTa, rPAaMOTHO MCIOJIb30BaTh MOUCKO-Bble
BO3MO>XHOCTH JlaHHBIX CHCTEM;

- - HCI0/1b30BaTh COBpeMeHHble MHPOPMALMOHHO-KOMMYHHKALlMOHHbIE TEXHOJIOIMH IIPH CO3/JaHUU
ynpaBJIeHYeCKUX JJOKYMEHTOB;

- -IPUMEHSATDb YTBePKAEHHbIe CTAHAAPTHI U Tpe6oBaHus B chepe npodeccCHoHANbHON eI TebHOCTH

BnageTs:

- - HaBbIKaMH IO/ATOTOBKH JIOKaJIbHBIX aKTOB, CBI3aHHBIX C BHyTPeHHeH /1eATe/IbHOCTbIO OpraHU3aluy B
YCI0BUSAX Nlepexo/ia Ha 3JIEKTPOHHBIN JJOKYMEHTO060pOT;

- - TEXHOJIOTUSIMU NIPUEMa, UCIIOJHEHHUS, OTIIPAaBKHU JJOKYMEHTOB B TPaJAULUOHHBIX YCJIOBUAX U B
YCJI0BUAX paboThl C IPUMEHEHHEM UHPOPMaLlMOHHO-KOMMYHUKALUOHHBIE TEXHOJIOTHUH;

- - paBUJIaMH HUCIOJIb30BAaHUS Pa3/IMYHbIX HOCUTesed MHPOpMaLUU AJ1s JOKYMEHTHPOBaHHUS
ynpaB/eHYeCKUX QYHKLHUH OpraHoB rocyZapCTBEHHON BJIACTHU U OPraHOB MECTHOTr'0 CaMOYINpPaBJeHHs

- -MeTO0/laMH U NPOTPaMMHBIMU CpeJ-CTBaMU 0OpabOTKHU Je/10BON MHOpMaLUU

2 MecTo aucnunIMHbI "OCHOBBI Ae/I0NIPOU3BOACTBA" B cTpyKType OIIOII 6akasraBpuaTta

Jl1s1 ocBOeHUsI JUCHUIIIMHBI HEOOXOAMMBbI 3HAHUS YMEHHUS, HABbIKK U (MJIM) ONBIT NpodecCHOHANbHOU
JlesITEeJIbHOCTH, TNOJIyYeHHble B paMKax H3y4yeHUs CJHeJyIIIMX AUCLUUIIMH: BBeJeHue B CHELUaNBHOCTb,
Pycckuii fI3bIK U KyJbTypa peyH.

JucuuninHa «OCHOBBI J1e/10NPOM3BO/CTBAa» OTHOCUTCS K 6a30BOM 4acTH paboyero yye6HOro IjaHa 1o
HanpaBieHuo mnoxarotroBku 38.03.04 «[ocyzmapcTBeHHOe W MyHHLMINAJbHOe ympaBiaeHue» (B5.1.0.23).
W3yyeHue [aHHOW AUCLHUIJIMHBL JaeT BO3MOXHOCTb PaclIMPUTh M yIrJAyOUTb 3HAHUSA, YMEHHs, HaBbIKU U
KOMIleTeHIIMH, GOpMUpYyeMble CoJiepXKaHue 00513aTe/IbHbIX AUCLUIJIMH JAHHOTO IIUKJIa. Juia ycnemHoro



HU3y4YeHUudA JUCLHUIIJIMHBI CTYJAEeHTaM HeO6XOAI/IMO 3HaHHEe PYCCKOTIO A3blKa U KYJbTYpPbl pe4yH, A3blKa U CTUJIA
A eJIOBbIX 6ymar, a TaKXe HOBBIX TeH,E[EHLlI/Iﬁ B NIPaKTUKe [JeJIOBOrO IHCbMa, BHeAPEHHA 3JIEKTPOHHOIO
AeJIoONPOoUu3BOACTBA U AP.

3 O6beM gucnumivHbl "OCHOBBI Je/IONPOU3BOACTBA" B 3a4YeTHBIX €JUHHULAX C YKa3aHUEM
KOJ/INYeCTBa aKajdeMHYeCKHX YacOB, BbIJeJICHHbIX HAa KOHTAKTHYI0 paGoTy OGy4YaloUWMXCA C

npemnojagartesieM (10 BUAAM 3aHATHIT) ¥ HA CAMOCTOATE/IBHYIO PA60TY 0GyYalOLIAXCS

O61mas TpyL0eMKOCTb JUCLUIIINHBI "OCHOBBI 1eJI0NPOU3BO/CTBA" cOCTaBJsAeT 5 3aUueTHbIX efuHUL, 180

Yacos.
Ko/sinyecTBO 4acoB
dopma oGyyeHus
odb 3P|03P
Kypc 1/CemecTtp 2
Bcero yacoB 180 180

KoHTakTHas pa6oTa 06y4alomuxcs ¢ npenojasaresieM (o BUAAM y4eGHBIX
3aHATHH):

AyputopHas paboTa

Jlekyuun 16 6
JlabopaTopHbl e 3aHATUA
[1pakTuyeckue 3aHaTUSA 32 10

BueayguTopHas pa6oTa

WMHavnsuayanbHas paboTta ¢ npenoaasatesiem:
KoHcynbtayus v uHble Buabl y4ebHOU AesTeslbHOCTU

CaMocTosATe/IbHAsA paGoTa 24 128
i JK3a
Popma NpoMeKyTOYHOH aTTeCTallu1 yxaamen/36
MeH/
36

4 Copep:KaHMe AUCIMIUIMHBI "OCHOBBI A€JIONPOU3BOACTBA", CTPYKTYPpMPOBaHHOE IO
pa3zesaMm (TeMmam)

4.1. JleKUMOHHBIE 3aHATHUS

TeMbl pa3/ie/ioB U UX COJEp:KaHHE 03d 0@

1. XapakTepuCTHKa /JeJIONPOU3BO/JCTBA, POJIb AOKYMEHTOB B yhnpaBjeHUMH. HcTopus
BO3HUKHOBEHHUS U Pa3BUTHA AeJONPOU3BOACTBA.

[IpeameT, comepxkaHue U 3aZa4d JeJ0NPOU3BOACTBA. MecTo U poJib JOKYMEHTOB B yIpaBJeHUU Ha
coBpeMeHHOM 3Tane. Knaccupukanus JOKyMeHTOB.

JenonpousBoactso B /[lpeBHeil Pycu. [lpukasHoe pesonpousBozcTtBo XV-XVII BB. Kosnexckoe
ZleJIONPOU3BO/CTBO. MUHUCTepcKoe fenonpousBofcTBo XIX - Havyasna XX BB. McTopusa ynpasyieHus U
JAesonpousBoAcTBO B XX B.

[
(3]

2. CoBpeMeHHOe JeJioNpou3BOACTBO. HopmaTuBHO-meTroauuyeckas ©6Ga3sall |2
JAOKYMEHTAUOHHOT0 06ecreYeHus] YIPaBJIeHUsI.

[loHsiTHE JOKYMEHT. Bubl, GyHKIHH, CTPYKTYypa AOKYMeHTOB. O6uiHe Tpe6GoBaHUs K 0HOPMJIEHHUIO
yIpaB/eHYeCKUX AOKYMEHTOB. CUCTEMbI JOKYMEHTAIUH.

CTpyKTypa JOKYMEHTOB W HOpMaTHBHble TpeGOBaHUs K pa3paboTke U O0POPMJIEHUIO
yIpaBJeHYECKUX [JOKYMEHTOB: THUIOBble HWHCTPYKIHU MO [AEJONPOU3BOACTBY. 3aKOHOJATe/NbHbIE
akThl Poccuiickoit ®enepanuu B cbepe nHPopMauuu M JOKYMEHTALMU. YKa3bl U pacnopsiKeHUs
[Ipesugenta Poccuiickoit ®Pepepanuu, mocraHoBseHus I[lpaButenbcTBa Poccuiickodt Pepepanuu
HopmaTuBHbie mnpaBoBble akThl PejgepasbHbIX OpPraHoB MCHOJHHUTEJbHOH BJACTH,
perJjiaMeHTHpYIOLIMe BOIPOCH! JJOKYMEHTALMOHHOT0 o6ecreyeHus1. [ocyjapcTBEHHbIE CTaHAAPTHI Hal
JIOKYMeHTalu0. YHUPUIUPOBAHHbIE CUCTEMbI JJOKYMEHTALMH.




3. OpraHu3anMOHHO-NIPABOBasi JOKYMEHTAI M.

Oco6eHHOCTH s3bIKA CIYXEOHBIX JOKYMeHTOB. JIorMKa NOCTPOEHUsI TeKCTa JOKYMeHTa.
XapaKTepuCTHKa OpraHU3alMOHHO-MPABOBBIX [JOKYMeHTOB. CHCTeMa OpraHM3alMOHHO-NPAaBOBOU
JIOKYMeHTalMu. Bujabl oOpraHMW3alMOHHO-NIPABOBBIX JOKYMeHTOB. OCOGEHHOCTH COCTaBJeHUS U
odopMieHHsI OpraHU3alMOHHO-NPABOBLIX JOKYMEHTOB.

EnuHble TpeGoBaHUsA K GJaHKaM JOKYMeHTOB. Bujbl 6;1aHkoB. PopMaThl NOTPEGUTENBCKUX GyMar.
Pasmepsl nosiet. Hymepanus nucros. opmynsp-o6pasen. [IpaBuia opopMieHUuss JOKYMEHTOB IpHU
HCIOJIb30BAHUM TEXHUYECKUX CpecTB. CoCTaB peKBU3UTOB JoKkyMeHTOoB OP/| [IpaBuia odpopmMieHus
PEKBHU3UTOB 3aroJI0BOYHON 4acTH JOKYMEHTA: YIJ0BOe, IPO/0JIbHOE.

4. PacnopsauTe/ibHasA 1 MYHGOPMaLMOHHO-CIPABOYHAA JOKYMeHTanus.

XapaKTepuCTHKa pacnopsiiUTeJbHON AoKyMeHTaLuu. CHUcTeMa pacnopsiiUTeNbHON JOKyMeHTal UM,
Buabl pacnopsajuTeslbHBIX AOKYMeHTOB. OcoGeHHOCTHM cocTaBjJeHUsA U odopMJeHHUS
pacnopsaUTeNbHbIX JOKyMEHTOB. XapaKTepuCTHKa WHGOPMALMOHHO-CIPABOYHON JJOKyMeHTaLHUHU
CuctreMa MHGOPMALMOHHO-COPABOYHbIX JOKYMEHTOB. Bujabl HMHPOpMaLMOHHO-CNPABOYHBIX
JlOKyMeHTOB. OCOGEHHOCTH COCTaBJIEHUSI U 0GOPMIeHUSI UHGOPMALMOHHO-CIPABOYHBIX JJIOKYMEHTOB.

5. /In4HbIEe JOKYMEHTHI M JOKYMEHTALUA 10 JINYHOMY cocTaBy. Ci1y>keGHbIe MUChMa.

AI3BIK U CTHJIBb C1yKeGHBIX nuceM. /lesoBas pedb U ee rpaMMaTH4YecKHe 0co6eHHOCTH. CocTaBleHne
JINYHBIX JOKYMEHTOB U JOKYMEHTOB IO JIMYHOMY cocTaBy. CiykeGHas mepenucka Ha MpenpUsTHH
(mesoBble nmucbMa). PA3HOBUHOCTH CJIYKeOHBIX ITUCEM.

0,5

6. OpraHu3anusa AOKyMeHT0060poTa. Bxoasmue u ucxoasimue JOKyMeEHTbI.

[loHATHUS YU MPUHIUIIBI OpPraHU3alMU JOKyMeHToo6opoTa. [Ipoxox/jeHHe U MOPSAAOK HCIOJTHEHUS
BXOJSAIINX JOKYMEHTOB. IIpoxoxJeHHe HCXOJSIIMX UM BHYTPEHHUX [JOKyMeHTOB. PaGora ¢
KOHQUUIIMAIbHBIMU JOKyMeHTaMu. Pa6oTa c mMcbMaMy U 0Gpall[eHUAMU Ipak/aH.

0,5

7. HoMeHKJIaTypa AeJl. ApXUBHOE XpaHeHue.

CocTaB/ieHHe HOMeHKJATyphbl Jea. PopmupoBaHue U odopmieHHe Jes. [IoAroToBKa M Nepefada
JIOKYMEHTOB Ha apxuBHoe xpaHeHHe. OnpejeseHHe CPOKOB XpaHeHHs JOKyMeHTOB. O6ecrneyeHue
COXpPaHHOCTH AOKYMeHTOB. XpaHeHHe U YYET apXUBHBIX JJOKYMEHTOB

0,5

8. UndopmManoHHbI€ OCHOBbI AOKYMEHTAllMOHHOI0 o6ecrie4yeHus ynpaBjaeHus

MeToAbl U TEXHUYECKHE CPeACTBA OpPraHU3alUU paboThl ¢ foKyMeHTaMu. Posb [IK B opraHusaunuu
JIOKyMeHT0060poTa A5l obecrnedyeHus AesTeJbHOCTH TOCYJapCTBEHHOrO YIpaBJEHUS U MECTHOTO
camoynpasJ/ieHUs. OCHOBHble TpeGOBaHUA K CUCTeMe 3JIeKTPOHHOro JJokyMeHToo60opoTa. Kputepuu
BbIGOpa CHUCTEM 3JIEKTPOHHOTO JOKyMeHTOooGopoTa. OpraHusanuss HHGOPMALUOHHO-NOUCKOBOH
CUCTeMbl U KOHTPOJISI HCIIOJIHEHUSA JJOKYMEHTOB.

Hcnonb3oBanue [1IK 1 gpyroil TexHUKHU Npu paboTe ¢ JOKyMEHTaMHU U AJs NOCJAeyIOIUX apXUBHO-
CTAaTHUCTUYECKUX HcCaejoBaHUN. CpesicTBA KONMMPOBAHUS U Pa3MHOXEHHS JJOKYMEHTOB. YpaBjeHue
nHbopMalrell U JOKyMeHTal el 32 py6GexoM.

0,5

HToro

16

4.2. lIlpakTH4YecKre (CeMUHApPCKHeE) 3aHATHUS

TeMbl 3aHATUHA U UX coaepixKaHue

O6BbeM
B yacax

1. XapaKTepMCcTHKA AeJIONPOU3BOACTBA, POJIb JOKYMEHTOB B YIIpaBJIeHHUM.

HcTopusa BOBHUKHOBEHHUsI U Pa3BUTHA Ae/IONPOU3BO/ACTBA.

Knaccudpukanus fokyMeHTOB. PyHKIUU J0KyMeHTOB. C/10Bapb-MUHUMYM TEPMHUHOB U ONpe/ieeHUM.
JenonpousBoactBo B /[lpeBHelt Pycu. IlpukasHoe pesnonpousBozactBo XV-XVII BB. Kosnexckoe
JeJIONPOU3BOACTBO. MuHuUCcTepckoe fesonpou3BocTBo XIX - Havyana XX BB. McTopusa ynpasyieHua U
JAenonponsBofcTBO B XX B.

1

4

2. CoBpeMeHHOe [eJONPOU3BOACTBO. HopmaTuBHO-MeTOogM4YecKas 6a3a
AOKYMEHTAIlMOHHOro oGecrie4eHHs ynpaBJieHHsl.

YuubuKanus U CTaHJapTU3ALUs AeJ0BOH AOKyMeHTauuu. O6Le HOPMbI U NpaBuaa 0bopMIIeHUs
JLOKyMeHTOB (pa3Mepbl Oymard, noJel, HyMepaunus CTpaHUL, 4 T.A.) NpUMeHseMoe B
JesonpousBoAcTBe. OCOGEHHOCTH U Tpe6GoBaHUA K 0QOPMJIEHHI0 PEKBHU3UTOB YIpPaBJEHYECKHUX
nokymenTtoB (I'OCT P 7.0.97-2016).

CocTaB HOpPMaTHBHO-MeTOAMYEeCKOH 6asbl AesonpousBojcTBa. CTanpapTusanus W yHHUKALUS
cucrembl JIOY. O6uwepoccuiickie KiaaccudUKaTopbl AoKyMeHTauuu. Exunas TocyzapcTBeHHast
cucTeMa JleIonpou3BoAcTBa. locyjapcTBeHHass CHUCTeMa JOKyMEHTALlMOHHOro oGecneyeHus
yOpaBJeHUsT U HUX XapaKTepucTHka. CUCTeMa CTaHZApTOB N0 MHbOpMaUHUH, GUGIHOTEYHOMY U
U3/laTeJIbCKOMY Jiey.

3. OpraHM3anMOHHO-IIPAaBOBas JOKYMEHTAaL M.

YcraB opranusanuu. [lonoxenue o6 opraHusauuu. lllTaTHoe pacnucanue. [IpaBusa BHyTpeHHErO
TpyAoBoro pacnopsajka. I[lonoxeHne o0 CTPpYKTYPHOM nojpasjejseHuu. HWHcTpyknuu
OpraHMU3alMOHHO-MeTOJUYeCKOro XapaKkTepa




4. PacnopsiaMTe ibHasA M UHPOPMALMOHHO-CIPAaBO4YHas AOKyMeHTaI M.

[loHsATHA U ycioBUs AoroBopa. Bo3mesaHblil u 6e3Bo3Me3AHBIA JoroBop. [leicTBUsA Jorosopa.
[ly6snnuHblil moroBop. [IpuMepHble yci0BUs AoroBopa. 3akJwo4yeHue gorosopa. Popma jorosopa.
W3MeHeHUe U pacToOpKeHHe JJ0roBopa.

CoctaB ¥ odopM/eHHe NPHKa30B. [IpuKa3bl MO0 OCHOBHOU [JeATeNbHOCTH. [IprKa3bl Mo JUYHOMY
cocraBy. [loaroroBka mpuka3oB. CojepaHHe NPUKA30B M MX PEeKBU3UTHL. KoHcTaTupyouas u
pacnops/UTe/bCKasa 4YacTH NpUKa3oB. Hymepanua npukasos.

CocTaBneHHe U odopMJIeHHe CHYKeGHbIX 3aMUCcoK. Jlok/a1ajHasa 3alucKa. 3allMCKH UHULIUATUBHBbIE,
nHPopMalMOHHble OTYeTHble. BHyTpeHHHMe W BHelllHHe JOK/JaJHble 3anucku. OObACHUTeNbHas
3anucka.

CocrtaBsieHue U odopMmyeHHEe NPOTOKOJ0B. TpeGoBaHHS K o0dOpMJIeHHUIO NpoTOKoJsa. [losHble,
KpaTkue U cTeHorpadudeckue nportokosbl. OdpopmieHue nporokosa. IlpeAcesaTenb U cekpeTapb
NpoTOKOJIa. BBO/JHAst U OCHOBHAs 4acCTb MPOTOKOJIA. YTBEPXKAEHUE TPOTOKOJIOB.

CocTaBsieHHe U opopMyeHHe aKTOB. Buznbl akToB. OdopMieHHEe U cofepKaHUe aKTOB. PEKBU3UTHI
akTa. BBogHaa koHcTaTupylomasa yacty akta. Hymepanusa aktos. [lognucu komMmuccuu

5./Iu4HbIe JOKYMEHThbl M AOKYMEHTAalMs MO JUYHOMY coctaBy. CayKeGHble MUCbMA.
CnpaBKH U JJOKYMEHTBI INYHOTO NIPOUCXOXKJeHUsI. PeKBU3UTHI cnipaBkH. CiyxeGHble CIPaBKH.
CrnpaBKH JUYHOTro XapakTepa. MHbopManroHHas cipaBka. BHyTpeHHUe U BHEIIHUE CIPaBKH.
BJlaHKM CIpaBOK M UX HyMepalus, y4erT.

®opMbl KOMMeEpYECKUX NHCeM, KOHTpPakToB. CraHzapTHble ¢pa3bl M BbipakeHHsaA. CTpyKTypa
JleJIOBbIX muceM. YacTH [esJ0OBOrO NHCbMa M HX pacrnojioxkeHde. 3aroyoBok. Jlata. Aapec,
BctynutenbHoe o6pamieHde U 3aKJHOYUTeJNbHas ¢opMa BeX/JIMBOCTH. YKaszaHHe Ha ob6llee
cojepxkaHue nmucbMa. [loanuck. Ykazanue Ha npusoxeHue. [lockpuntym. Hagnuce koHBepTa

6. OpraHusanusi JOKYMEHT0060poTa. Bxogsinue 1 McXogA1ue JOKYMEHThI.

OpraHu3anusi AJOKYMEHTO0O0pOTa: JBHUXKEHHE JOKYMEHTa B OpraHu3aldi C MOMeHTa CO3JaHUusl 0
OTIPAaBKH - BXOJSIUA MOTOK. JJIOKYMEHTONOTOK: JBH)XKEHHE JAOKYMEHTa C MOMEHTA MOJYYEHUS [0
3aBeplieHrs] HWCHOJHEHHUS - MCXOASLIMHA JJOKYMEHTONOTOK. BHYTpeHHUH [JJOKYMEHTOIOTOK.
Pervcrpanusi ¥ KOHTPOJIb UCIIOJHEHHUS JOKYMEHTOB.

7. HomeHKJIaTypa AeJl. ApXuBHO€e XpaHeHue,

O6mue Tpe6oBaHMUSI K CHUCTEeMaTH3alUU JOKyMeHTOB. HoMeHk/saTypa Aes. Buabl HOMeHKJIATYyp.
[lopsok pa3paboTKH U YTBepXKJAeHHWS HOMeHKJaTypbl Jes. CocTaBjeHHe 3aroJioOBKOB [iell.
YcTaHoBJIeHHE CPOKOB XpaHeHUs ie. XpaHeHUe JOKYMEHTOB U popMHUpOBaHUe JeJl.

8. UHdopManIOHHbIE OCHOBBI JOKYMEHTALLUOHHOTO O6GecrneYyeHUs1 ynpaBJeHHs.
Oco6eHHocTH fgenonpousBofctBa Ha I[IK. CoBpeMeHHble CUCTeMBbl 3JIEKTPOHHOTO
JOKYMeHT0060poTa, ucnoJb3yeMble B PO, acneKTbl UX IPOEKTUPOBAaHUs, BHEJJPEHUS U
HCII0JIb30BaHUs (BKJIIOYasi BONPOCHI 3JIeKTPOHHOHN noAnrcH, ¢opMaToB 3JIeKTPOHHBIX JOKYMEHTOB,
oM PPOBKH, XpaHEHUsI IJIEKTPOHHBIX JJOKYMEHTOB). JJIEKTPOHHOE MTPABUTEJNbLCTBO

HToro

10

32

4.3 CamocTosATe/IbHas pa60Ta OﬁyanHHeFOCﬂ U 1nepedyeHb yq36H0-METOAquCKOFO
oGecrieyeHU JAJISI CAMOCTOSITE/IbHOMN pa60’rm O6y‘-lalOl.l.ll/lXCil mo AMCOUIIJINHEe

qJacax

Bug CPC TpyLoeMKOCTb B

[loaroToBKa TEPMUHOJIOTUYECKOT O C10Baps 6

CaMocTosiTe/IbHAsE NMpopabGoTKa JIUTepaTypbl [/ MOArOTOBKM M HamucaHus pedepara 1|12
arana. [logroroBka AokJaaja JJs 3alUThl pedepara 1 sTama U ero NyGJIMYHBbIA JOKIaJ Ha
HpaKTUYeCKOM 3aHATHUHU 10 TeMe «McTopus pa3BUTHSA [1eI0POU3BO/CTBA»

[IpopaboTKa KOHCIEKTA JIeKLIUH A/ NOATOTOBKH K ONPOCY [0 KOHTPOJIbHBIM BOIIpOCaM 4 1
(Tema 1)

[IpopaboTka KOHCIEKTA JIeKLUH (TeMa 2) Assl MOATOTOBKH K TecTy Ne 1 8 1
CocTaBJieHHe TaGJHMIBI IO CPAaBHUTENBHOM XapakTepuctuke no EI'CJ u I'CA0Y 1
[IpopaboTKa KOHCIEKTa JIeKLIUH A/ HOATOTOBKU K ONPOCY [0 KOHTPOJIbHBIM BOIIpOCaM 4 1
(Tema 3)

CocraBsieHue fokyMmeHTa U3 OP/] c yueToM peKBU3UTOB U Tpe6GOBaHUM K UX opopMyieHuo |4 1
[IpopaboTKa KOHCHEKTA JIEKLUH /151 HOATOTOBKU K ONPOCY [0 KOHTPOJIbHBIM BOIIpOCaM 4 1
(Tema 4)

CocTaBJieHHE JII0GOTO JOKYMEHTA U3 PAclopsAUTENbHOH U UHQOPMALlMOHHO-CIPAaBOYHOH |4 1
JIOKYMEHTALUU C yYeTOM PEKBU3UTOB U CTHJIE 10




[Ipopa60oTKa KOHCIEKTA JIEeKL U [JIs MTOATOTOBKH K ONMPOCY 0 KOHTPOJIbHBIM BONPOCAM 4
(Tema 5)

CocTaBJieHHe JIO6OTO JOKYMEHTA W3 JIMYHBIX JOKYMEHTOB M JOKYMEHTAlUH MO JUYHOMY (4 2
COCTaBY C yYeTOM PeKBU3UTOB U TPe6GOBAHUN K UX 0POPMJIEHUIO

[IpopaboTka KoHcHeKTa JeKuui (TeMbl 3-6) A/ MOATOTOBKU K TecTy Ne 2 12
[Ipopa6oTka KOHCHEKTA JIeKIUH JIJIsl MOATOTOBKH K ONMPOCY MO0 KOHTPOJbHBIM BOIPOCaM 10 2
(Tema 7)

CamocTosiTesibHAass MpopabOTKa JIUTepaTyphl [JJisi MOATOTOBKM W HamnucaHus pedepara 2(18 2
atamna. [logrotoBka Aokaaja A 3alUThl pedepaTa 2 3Tana U ero Ny6JHYHBIN AOKIaJ HA
NpaKTUYEeCKOM 3aHSITHU

CamocTosiTesibHAasA NMPopaboTKa JUTEPATYPhI AJisl MOATOTOBKU K OMPOCY MO KOHTPOJIBHBIM |14 2
BOIpocaM K TeMe 8

[Ipopa6oTka KoOHCcNeKTa JeKUUH (TeMbl 1-8) J1/is1 NOATOTOBKU K UTOTOBOMY TECTY 16 4
HToro: 128 24
JK3aMeH 36 36

5 ®0oH/J OLEHOYHBIX CPEACTB JJiA MPOBEJeHUsI MPOMEKYTOYHOH aTTeCTaliuu 00YyJaIoIMUXCsI
no AucuuIiiviHe "OCHOBHI AeJIONPOU3BOACTBA"

5.1 IacnopT ¢poHAAa OLEHOYHBIX CPeJCTB

dopwma(nl) Tekymero [Komnerennuu, dopmupyembie BUHpgukaTop(bl) AocTUXeHUdA [PesdynbTaThl obydyeHHUs no|YposeHb
KOHTpOJIA pe3yJbTaTe OCBOE€HHUA [JAUCIUIJIMHBbI|KOMIIETEHIIUU AUCLUNJIUHE (MOAYJIO)
(monyas)




Onpoc n ofOIK-5 - CnocoGeH HCHOJB30BaTh B-UCIOJb3yeT B NpodeCcCHOHAJIbHOW3HATH: Bbicokuit

KOHTPOJbHB M |IpodpeccHoHaNIbHOK JAeATeNbHOCTHAEATENbHOCTH WHGOPMALMOHHO] - HODMAaTUBHO-METOAUYECKYI0  6asy|lu J u
BOMpocaM. MHPOPMaALMOHHO-KOMMYHHKALHOHHbIe|KOMMYHHKaLHOHHbIE TEXHOJIOTHH|JeJoNpou3BoACcTBa B  PoccuiickodcpegHuit
MoAgroToBKa |TeXHOJOTHH,  TOCYJapCTBEHHbIE rocy/japcTBeHHble W MyHHLUNaabHblgDesepaliu, roCyAapCcTBEHHOTO|
TEPMHUHOJIOTHYECKOTO [MyHHIUIIa/IbHble ~ HHPOPMaLHOHHbIUHPOPMaLHOHHbIE CHCTEeMBbl |peryJMpoBaHus JOKyMEHTAllMOHHOTO
cioBaps. CHCTEMbI; NpPHUMEHSITb TEXHOJOTMHIpUMeEHsieT TEeXHOJIOT U HYoGecnedeHus;
TecTupoBaHue. 3JIEKTPOHHOTO NpaBUTENbCTBA 3JIEKTPOHHOTO NpaBUTENbCTBA - cnepupuUKy opraHusaluu
CocTtaBaneHwue [npesocTaBieHHs rocy/lapCTBEeHHBIYNPEAOCTABIEHHUS roCyZapCTBeHHbIYUHPOPMALlMOHHO-IIOUCKOBOM CHUCTEMBb
JOKYMEHTOB. (MyHMIMIIANBHBIX) YCIYT MYHHIMNANbHBIX YCIYT U KOHTPOJISI UCTIOJTHEHHUS JOKYyMEHTOB.
MNoagroTtoBKka - UCMOJIb3yeT METOAbl U MPOrPaMMHbIg- COBPEMEHHYIO opraHMu3aluig
pedeparTa cpeactBa 06paGoTKU  AeJOBOH|/JOKyMeHToo6opoTa B OpraHa
nHbOpMaLWK, B3aUMOAEHCTBUS  COrOCYAapCTBEHHOM BJIACTH M OpraHa
cayx6aMmu HHPOPMALMOHHBIX|MECTHOrO CaMOYNpaBJIEeHUsI C Y4YeTo
TEXHOJOTMH U 3PPEeKTUBHOrO/0OCHOBHBIX Tpe6GOBaHUY
HCMOJIb30BaHUS KOprmopaTHBHBIYMHGOPMALHOHHON 6e30MacCHOCTH;
HHPOPMALMOHHBIX CHCTEM - OCHOBHBIe Hay4dYHble U
- nOpUMeHsieT yTBepxXJEHHble[MIpaKTHUYeCKHeE npo6JieMbl
cTaHjapThl W Tpe6oBaHHs B cdepgopraHusaniy JOKYMEHTALHOHHOTO
npodeccHOHaNbHON AesTeNbHOCTH obecnedyeHUus ynpaBJeHUsA H
TEeHJAEeHIUHU pa3BUTHSA
LeNonNpoH3BOACTRBA B|
rocy/JapCTBeHHOM anmapare
yIpaBJIeHHUS];
- MOJIOXKEeHUsT U TpeGOBaHUS)
yCTaHOBJIEHHbIE JIeHCTBYIOLUM

HOPMaTHBHBIMHU aKTaMHu o
apXMBHOMY Jeny

- MeTo/bl W TNpPOTpPaMMHBIe CpPe/CTBY
06paboTKH  [JeJ0BOH  HMHPOpManuU
B3aUMoOJeHCcTBUA CO  cayxbGamyl
MHQOPMALMOHHBIX  TEXHOJIOTHH

apdexTUBHOTO HCNOJb30BaHUSA
KOpPIOPaTHBHBIX HHPOPMALHOHHBI
cHCcTeM
yMeTh:

- cocTaBAsATh H O0GOpPMIAATH
ynpaBjieH4eCKHe [OKYMEHTbl, B TO
YUCAEeHOPMAaTHBHEB e
MHGOPMALHOHHO-CIIPaBOYHbIE, q
COOTBETCTBHUHU C TpeGOBaHUAMH
MpPaBOBBIX aKTOB U CTaHAAPTOB;

- pas6upaTbcd B COBPEMEHHBIX
cucreMax JJOKyMeHTOO060poTa,|
rpaMOTHO HCIOJIb30BaTh I[OMCKOBBIE
BO3MOXXHOCTH JJaHHBIX CUCTEM;

- HCNO0Jb30BaThb COBPEMEHHBIE
MHPOPMaLMOHHO-KOMMYHHUKaLHOHHbIE
TEXHOJOTHHU npu CO3JlaHUH
yrnpaBjieHYeCKUX JOKYMEHTOB;
-IPUMEHSTH yTBepXKAEHHDbIE
CTaHJApThI U TpeGoBaHHUA B chepe
npodeccnoHaNbHOI AesATeNbHOCTH;
BJIAJIETh:

- HaBbIKAMH IOJATOTOBKH JIOKaJbHbI
aKTOB, CBsI3aHHBIX C BHyTpPeHHe
[esiTeJIbHOCTbI OpraHu3anuu §
YCJIOBUAX MepexoAa Ha 3JIeKTPOHHBIH
JIOKYMEHTOO0GOPOT;

- TEeXHOJOTHAMHU npueMma
WCIIOJIHEHUs], OTIPAaBKH JJOKYMEHTOB H
TPaAMLHOHHBIX YCJIOBHUAX U
yCJA0BUSAX PpaboThl € HpHUMeHeHHe
MHPOPMaLMOHHO-KOMMYHHKaL{HOHHbIE
TEXHOJIOTHH;

- NpaBUJIaMU MCNOJb30BaHUSA
pasJMyYHBIX HOCHUTeJed HHpopManuu
A5 JOKYMEHTHUPOBAHHU|
ynpaB/ieHYeCKHX QYHKIHI OpraHoB
rocy/japCTBEHHOH BJIACTH M OPTraHOB
MECTHOTO CaMOyNpaBJeHHs
-MeTOoJaMHU H INPOrpaMMHBIMHU
cpeAcTBaMU 06paGOTKH Aes10BOH
HHpOopMaL U

Boicokuit YpoBeHb JOCTUXEHUA KOMIIETEHIUHN - KOMIIeTeHL U C(l)Ole/lp()BaHa YaCTUYHO, pEKOMEH/I0OBaHHbI€ OLl€EHKH: OTJIMYHO, XOpOLIO, 3a4YTEHO.
CpEAHl/lﬁ YpoBeHb NOCTUXEHHUA KOMIETEeHI U - KOMIIeTeHLUA C(l)OpMHpOBaHa YaCTU4YHO, peKOMEeH/J0BaHHbIe OL€HKH: XOpOo1lo, Y0BJIEeTBOPHUTEJIbHO,
3a4TeHO.

Huskuii YpOBeHb NOCTHXXE€HUA KOMIIETEHIIUHU - KOMIIETEHLIUA He C(l)Ole/lp()BaHa YaCTHUYHO, OLleHHWBaeTCd HEeyJOBJIETBOPUTEJbHO UJIKA He 3a4TEHO.

5.2. TunoBble KOHTPOJIbHbIE 3aJJlaHUSI UJIM UHbIEe MaTepHaJibl
5.2.1.0u1eHOYHBbIE CPEACTBA NPU TEKYLIEM KOHTpOJIe

Onpoc no KOHMpOJIbH6IM 8onpocam:

HpI/I NnpoBeJEeHUU TeKyllero KOHTp‘HIﬂ “szgaammg Mgg gmgel HI/ICbMeHHO, 160 YCTHO 3aJlaHO JABa

BOIIPOCA, HA KOTOpPbI€ OHU AOJIX)KHBI JaTh OTBETHL. '



Hanpumep:

1. KakoBbl OCHOBHbIE IPUHIUIBI YHUQUKALUHY U CTaHAAPTHU3AL MU JOKYMEHTOB?
2. Yto Takoe foBepeHHOCTh? Kakne 3HaeTe pasHOBUJHOCTH JOBEPEHHOCTU?

nepe'—lel-lb KOHTPOJIBHBIX BOIIPOCOB:

TEMA 1. XapaKTepuCcTHKa AeJIONPOU3BOACTBA, U POJIb JJOKYMEHTOB B YIIpaBJICHUH.
Hicropys BOSHUKHOBEHHWSA M Pa3BUTHA AeJIONPOU3BOACTBA
. [Ipegmer, copepxaHue U 3afa4u JeJJONPOU3BOACTBA.
. Uro Takoe kjaccupuKanus JOKYMEHTOB U UX Pa3HOBU/JHOCTH?
. XapakTepHble 4epThl JeJ0NpOoU3BoACTBa B [IpeBHelt Pycu.
. Oco6eHHocTH [IprKa3HOro Je10MpoU3BO/CTBA.
. XapakTepucTtruka Kosiexckoro gesonponsBo/CcTBa.
. XapakTepHble 4yepTbl MUHHCTEPCKOrO J1eJI0NIPOU3BO/CTBA.
. XapaKTepHUCTHKa COBPEMEHHOTO /eJIONPOU3BO/CTBA.

NO Ul WIN =

TEMA 2. CoBpeMeHHOe /1e/I0IPOUu3BOACTBO.
HopMaTuBHO-MeToAN4YecKasa 6a3a JOKYMeHTalMMOHHOI O o6ecrie4yeHus ynpaBJ/ieHUA.
. OCHOBHBIE 3TaNbl CTAHOBJIEHUS [1eJIONPOU3BOACTBa B Poccuu.
. KakuMu HOpMaTHBHBIMHU JOKyMEeHTaMHU perjameHtupyetca JJ0Y?
KakoBo HazHayeHue YCOP/| u eé oco6eHHOCTH?
. KakoBbl 0CHOBHbIE NPUHIUIIBI YHUPUKALMY U CTAaHAAPTU3AL MU JOKYMEHTOB?
. Onpepenute ocHoBHyto Leab 'CAOY u ETC/.
. OcHoBHble 3amauu EI'C/l u I'CAOY.
. Uto npeacTaBiseT co60i yHUUIIMPOBAHHAsA CUCTEMA JOKyMeHTaIUuu?
. HazoBuTe obmepoccuiickue KaacCUPUKATOPbI JJOKYMEHTAL U H.
9. Yro Takoe yHuUKaLUs U CTAHAAPTU3ALUSA JOKYMEHTOB?
10. Yto Takoe JOKyMeHT0060pOT?
11. Kakue 6s1anku fokyMeHTOB ycTtaHaBauBaeT [OCT P 7.0.97-2016? Tpe6GoBaHUs K UX COCTABJIEHUIO.
12. Yto Takoe popMyisap-obpaser JOKYMeHTa U ero OCHOBHbIe PEKBU3UTHI?
13. Yto Takoe peKBU3UT?
14. Yto Takoe 6JIaHK JOKYMEHTA U €ro OCHOBHbIE PEKBU3UTHI?
15. Yto noHnMaeTcs noz $JIaroBbIM M LleHTPOBAaHHBIM PAcloJloKeHHeM PeKBU3UTOB?
16. Kakoiil mopsiiok NpocTaBJeHUsl CTPAHUL, B MHOOCTPAaHUYHOM JIOKYMEHTE, COIJIaCHO
I'OCT P 7.0.97-2016?
17. CKOJIBKO aJpecoB MOXXHO MaKCUMaJIbHO IOMECTUTb Ha 0JJHOM Z0KyMeHTe? OCO6eHHOCTb PEKBU3UTA
«AzApecaT» B UHOCTPAHHBIX JJOKYMEHTAX.
18. Oco6eHHOCTH peKBU3UTA «/laTa» B JOKYMEHTAX.
19. Ha pokyMeHTax, Kakoro ¢opmara HpOCTaBJSETCS PEKBU3UT «3arojOBOK K TEKCTY», a Ha KaKHUX

ONOUAWNR

HeT?
20. XapakTepHble 4epThbl peKBU3UTOB «CoryiacoBaHue» U «Busa».
21. Oco6eHHocTH pekBU3UTOB «Iloanuck», «IledaTby», «Pe3omonus».
22. OxapakTepu30BaTh peKBU3UT «MeHTUUKATOP 371EKTPOHHOM KOITUU JOKYMEHTa».



1
2
3
4
5

6
7

TEMA 3. OpraHvsalMOHHO-NIPaBOBasl JOKyMeHTalus1
. Kakue cyuecTByl0OT OCHOBHbIE 3aKOHBI JIOTUKU?
. JlaTb onpejeneHus NOHATUAM «TpadapeT», «aHKeTa», «Tabanua». UX oTaudus.
. HazoBuTe BH/BI OpraHM3allMOHHO-NIPABOBLIX JOKYMEHTOB.
. Uto Takoe [losioxxeHue u YcraB? Mx xapakTepucTHKa.
. [TonsaTHe 10/MKHOCTHON MHCTPYKLMHY U XapaKTepUCTUKa ee OCHOBHBIX pa3/iesioB.
. Kakue opranusanuonHble JJOKYMeHThl yTBEPXK/JAKTCA pyKOBOJAHUTEIEeM OpraHu3anun’?
. HasoBuTe oCcHOBHbIe PEKBHU3UTHI U NMOPAJOK COCTaBJEHUS NMPOTOKoJa. YTo Takoe BbIMUCKA U3

npoToKoJa?

8
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1
1
1
1
1
1
1
1
1
1
2

. Oco6enHocTtu JloroBopa u KoHTpakTa.

TEMA 4. Pacnopsisute/ibHasAi U ”HGOPMALUOHHO-CIPABOYHAA JOKYMEHTALUS
. HazoBuTe BU/IbI pacnopsAUTebHON JOKYMeHTaL U H.
. OcCoO6GeHHOCTH pacnopsiAUTeNbH opraHax ynpaBJleHHUs.
. UTo Takoe NpUKas U KeM OH U3

9

. Kakne pekBU3UTHI U TPEOOBaHUSA K 0pOPMJIEHHIO0 NPUKaA3a 10 OCHOBHOU JlesITeNbHOCTH?

. Kakue pekBu3uTh! U Tpe6oBaHUs K 0pOpMJIeHHIO NPUKA3a 10 JUYHOMY COCTaBY?

. B kakux cnyvanx 0653aTe/IbHO U3JJAI0TCA pacnopajuTesbHble JJOKYMeHTbI?

. UTo Takoe pacnopsikeHHe U OCHOBHbIE TPeGOBaHUS K €ro TEKCTY?

. UTo Takoe yka3aHHe, KaKOBbI €0 OCHOBHble QYHKIIMH, U KTO ero noJnucbiBaeT?

. OcCoOGeHHOCTH MTOCTPOEHHUS TEKCTA, KOHCTATUPYIOILEeH U pacnopsUTeJbHON YacTel yKa3aHUsl.
0. Kakue TUIIMYHbIE OLIMOKH UMEIOT PACOPsIAUTENbHbIE JOKYMEHTbI?

1. Buabl MHPOPMALMOHHO-CNIPAaBOYHON JOKYMeHTAaLHH.

2. OnpejieJieHUsI TEDMUHOB «aKT» U «CIIpaBKa», U UX OTJUYHSIL.

3. Oco6eHHOCTH 0pOpPMJIEHHUS U COCTABJIEHNS AKTOB.

4. OcobeHHOCTH 0POPMJIEHHS U COCTAaBJEHUS clipaBoK. Kakue rpynnsl cipaBok Bel 3HaeTe?
5.YTo Takoe A0OKJaHas 3aMMCKa, ee XapaKTepPUCTHKA, 0COGEHHOCTH 0PpOpPMJIEHHS U COCTaBJIeHUs1?
6. UTo Takoe 00'bsICHUTEJ/IbHAs 3allMCKa U ee OTJIMYME OT JOKJaJHON 3aNuCKu?
7.4YTto TaKkoe foBepeHHOCTh? Kakue 3HaeTe pa3HOBUHOCTH JOBEPEHHOCTH?

8. Oco6eHHOCTH coCTaBIeHUs 0QUIIMANbHOH (C1y>KE6GHON) M INYHOW JOBEPEHHOCTH.
9. Oco6eHHOCTH 0POPMJIEHUS U COCTABJIEHUS TeJErPAMMBI.

0. Oco6eHHOCTH 0POPMJIEHHUS U COCTaBJIEHUS TeslePOHOTrPaMMBI.

TEMA 5. JIuuHble JOKYMEHTHI U JOKYMeHTal|s 0 JIMYHOMY cocTaBy. Ci1y>keGHble MUCbMa

1.

N Oy U WN

8.

BUABI THYHBIX JOKYMEHTOB.

. Buzibl 3asiBlieHU# ¥ NpaBUJIa K UX 0QOPMJIEHHIO U COCTABJIEHHIO.

. Uto Takoe aBTOGHOrpadus, ee peKBU3UTHI U TpebGOBaHUSA K 0pOPMIIEHHUIO.

. [IpaBusa 0HOpMIIEHHS U COCTABJIEHUs PACIHUCOK.

. BUibl JOKyMEHTOB 110 IUYHOMY COCTaBY.

. XapaKTepHUCTHKa TPYL0BOr0 KOHTPAKTAa.

. Oco6eHHOCTH B 0GOPMJIEHUH U COCTABJIEHHH IPUKA30B 110 IMYHOMY COCTABY.

YTo Takoe TpyAoBas KHIXKKA? B cOOTBETCTBUM, C KAKUM HOPMATHUBHBIM JJOKYMEHTOM BHOCSIT B

TPyZAO0BYI0 KHWXKY? Kakue usmMmenenus?

9
1
1
1
1
1
1

1
2
3

. CTpykTypa 1 obopMJIeHHE TUIHON KapTOYKH.

0. PexBU3UTHI U Tpe6GOBaHUSA K 0QOPMIIEHUIO XapaKTEPUCTUKH.
1. J/IuyHOE /1eJ10 U COCTaB €ro JJOKYMeHTOB.

2. 0COOEHHOCTH U BU/JbI JIEJIOBOTO MHUCbMa.

3. AI3bIK ¥ CTUJIb 1€JI0BOU NEPENUCKH.

4. Kakue Bu/ibl 06palleHUl Bbl 3HaeTe?

5. KakoB nmopsizjok y4éTa, aHaIM3a, XpaHeHus nucem?

TEMA 6. OpraHu3sanus JOKyMeHT0060poTa. Bxoagsaumue u ucxogsauue J0KyMeHTbI
. [Ipuem u 06paboTKa BXOAALIUX JOKYMEHTOB.
. Oco6eHHOCTH 06paBOTKH UCXOASIIUX JOKYMEHTOB.
. XapakTepHUCTHKa perucTpalyuu JOKyMeHTOB.

10



4. 3aja4M 1 IpaBUJIa KOHTPOJISI HCIIOJIHEHUS CTYKEOHBIX JOKYMEHTOB.

5. Buabl JOKyMeHTOB, nojJjexaliie o6s3aTeJbHOMY KOHTPOJIIO 3a UX UCNOJHEHUEM, U KTO
OCYILLeCTBJISIET 3TOT KOHTPOJIb?

6. B KaKHX peKBU3HTAaX JOKYMEHTA MOXET GbITh YKa3aH CPOK UCIOJHEHHUS?

7. Korpa JOKyMeHT CUMTAETCA UCIOJHEHHBIM, U KTO UMeeT NIPaBO CHATb JOKYMEHT C KOHTPOJIA?

8. Buzibl KOMMepYecKUX NHUCEM.

9. Kakue cBeJieHUs NpeJCTaBASIOT KOMMEPYECKYIO TalHY U UTO TaKoe peXUM KOMMepueCcKol TalHbI?

10. OcobenHocT opopMieHUss pekBU3UTa «['pud orpaHUYEHUs JOCTYIA K JOKYMEHTY».

11. B yeM 3akJiro4aeTcs LeJb JOKyMeHToo6opoTa?

12. Kakue CpoKU UCIOJHEHHUS JOKYMEHTOB Bbl 3HaeTe?

TEMA 7. HomeHKJ1aTypa AeJ1. ApDXMBHOE XpaHEeHHe.
. UTo Takoe HOMeHKJIaTypa ZieJl U ee BUAbI?
. [IpyHI MBI TOCTPOEHUSA U COCTABJIAOIAE HOMEHK/IATYPhI JieJl.
. [To kakuM mecTH Npu3HaKaM IPyNNUPYIOTCA JOKYMEHTbI?
. PexBU3UTBI 1 0QOpMIIeHME HOMEHKJ/IATYPHI JeJl.
. ®opMupoBaHUe Jles1 U UX 001 Me TpaBuUIa.
. CucremaTusanus oTAeNbHbIX KATETOPUM JJOKYMEHTOB.
. YdacTue KaHUeApuy B QOPMUPOBAHUH JieJl.
. JKCIepTu3a, NIPUHLUNBLI U KPUTEPUU LIeHHOCTH JJOKYMEHTOB.

O N U DA WN =

9. XpaHeHUe JOKYMEHTOB B CTPYKTYPHBIX N0/|pa3/ieeHUsX.
10. [loaroroBka U nepejayda JOKYMEHTOB Ha apXUBHOe XpaHeHHe.
11. Oco6eHHOCTH Nepesadu Jiesl B BeJOMCTBEHHbIN apXHUB.

TEMA 8. UHpopManiOHHbIE OCHOBBI JJOKYMEHTALMOHHOT'0 06GecneYyeHus yIpaBJ/JieHUus

. MeTobl ¥ TEXHUYECKHE CPEJCTBA OpraHu3aluu paboThl C JOKYMEHTAMH.
. OcHOBHbIe TPe6OBaHHA K CUCTEME 3JIeKTPOHHOT'O JOKYMeHT0060poTa.
KpuTepuu Bei6opa CUCTEM 3JIeKTPOHHOTO JOKYMEHT-0060pOTa.
CpezncTBa KONMPOBAaHUS U Pa3MHOXKEHUS JOKYMEHTOB.
. YnpaBsienvne nHpopmanuei u JoKyMeHTalel 3a py6oexxoMm.
. Opranusanus pa6oTsl ¢ fokyMeHTaMu Ha [1K.
CoBpeMeHHbIe CUCTEMBI 3JIEKTPOHHOTO JJOKYMEHT0060POTa, UCT0JIb3yeMble B PO,
. DJIeKTpPOHHas NOANKCh, opMaT 3JIeKTPOHHBIX JJOKYMEHTOB, OLLUPPOBKA,
. Oco6eHHOCTH XpaHEHHUS 3JIEKTPOHHBIX JOKYMEHTOB

O O NOUTA WN R

Kpumepuu oyenueaHusi:
- 85-100 6a/10B - MpH NPABUJIBHOM U IOJHOM OTBETE Ha J[Ba BOIIPOCA;
- 65-84 6an0B - NpU NpaBUJIBHOM U IIOJHOM OTBeTe Ha OJAMH U3 BONPOCOB U NPABUJIbHOM, HO He
MOJIHOM OTBETE Ha JJPyTOH U3 BONPOCOB;
- 25-64 6an10B — NpU NPAaBUJIBHOM M HENOJHOM OTBETe TOJIbKO Ha OJAMH U3 BOIPOCOB;
- 0-24 6a/1J10B — IPY OTCYTCTBUU NPABUJIBHBIX OTBETOB HA BONPOCHL.
Kosnndectso 6a10B(0-24|25-64(65-84 [85-100

[ kana OLl€eHWBaHUA|HEY | yAO0BJI[XOPOIIO(OTJIUIHO

CocTaBJieHH e JOKYMEHTOB:

CocTaBsieHHe OpFaHHSHHHOHHO-HpaBOBOﬁ AOKYMEHTalUU: Ycras, [losoxenue
HOAFOTOBKa pacnopAaaUTEJNIbHBIX JOKYMEHTOB: IIPUKAa3, pacnopsdaXeHue, IPOTOKOJI
HOAFOTOBKa I/IHCl)OpMaL{HOHHO-CHpaBO‘{HBIX AOKYMEHTOB: 3adABJIEHUA, JOK/IaJAHAA 3allMCKaA, aKT

Kpumepuu oyeHusaHus:
- 85-100 6an10B - opopmisieHue gokyMmeHTa no 'OCTy
- 65-84 6a/JI0B - HEKOTOPbIE PEKBU3UTHI OTCYTCTBYIOT (He 6osiee 1/5) mMan UX pacrnosiodKeHHe HEBEPHO;
- 25-64 6any0B - UMEIT MeCTO 3aMeyaHus 1o odpopmJjeHHU0 pekBU3UTOB (0.2-0.5 omn60kK) U
COJlep>KaHUI0 TEKCTA;
- 0-24 6an/0B - JOKYMEHT COCTaBJIEH HEBEPHO.
KonudectBo 6a10B(0-24 |25-64|65-84 |85-100
[lIkasa oneHMBaHUs|HeYA|yAoBI|X0pOLIO|OTINYHO
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IIpuMepbI TECTOBBIX 3aaHUIA:

1. YHuduuupoBaHHasi CUCTEMA JOKYMEHTAIUM — 3TO:

A. CucteMa JOKYMeHTAallMH, CO3/laHHasA 10 eJUHBIM IpaBUJIaM U Tpe6GOBaHUAM;

B. COBOKYNIHOCTb PEKBU3UTOB;

B. YHUOUIIMPOBAaHHBIN JOKYMEHT;

I'. lokyMeHT, cofepKaluii NepBUYHY0 UHPOpPMaLUIO.

2.TCAOY - 3TO:

A. TocynapcTBeHHas CUCTeEMa;

B. CtanzapTHOe opopMyieHHEe PEKBU3UTOB Ha OGJIaHKE JOKYMEHTOB;

B. COBOKyNHOCTb NPUHLMIIOB U IPaBUJI, yCTAHABJIMBAKOLUIMX eJUHble TPe6GOBAHHUS K JJOKYMEHTUPOBAHHUIO
ynpaB/eH4eCKOMH J1eATeJIbHOCTH U OpraHu3aluu paboThl ¢ JOKYMEHTaMU;

. COBOKYIIHOCTb JJOKYMEHTOB, OTpaXalo X GUHAHCOBYIO JiesITeJbHOCTb OpraHU3al1H.

3. YCOPA - sToO:

A. YHudunupoBaHHasg cucTeMa [OKYMEHTAlMM, YyCTaHaBJWBawLlasg TpeOOBaHUSA K COCTaBy,
CoJlep>KaHM10, IOCTPOEHHI0 U 0POpPMJIEHNI0 YHUQUIIMPOBAHHBIX JOKYMEHTOB, UCIO0JIb3yeMbIX JJIS pellleHus
OpraHM3allMOHHO-PACNOPAJUTEeNbHBIX 33/a4 yIpaBJeHUs;

B. COBOKYIIHOCTB AOKYyMEHTOB, OTPa)KAIOLIUX OTYETHYIO [|eITeJIbHOCTh;

B. COBOKYIIHOCTb JOKyMEHTOB, OTPAXKaIOIHUX 6YXTraJlTepCKylo AesATeJbHOCTb;

I'. CorslacoBaHMe C TEKCTOM 3aWHTEPECOBAHHBIX JIUIL.

4. OP/J - sTo:

A. COBOKYITHOCTb PEKBU3HUTOB;

B. YHUduuupoBaHHas popma;

B. COBOKYNHOCTb B3aHMOYBsI3aHHbIX JOKYMEHTOB, QyHKIMOHUPYIOLIUX B chepe ynpaBieHus;

I'. YHupuUUpOBaHHBIN JOKYMEHT.

5. ET'CA - aTo:

A. COBOKYIIHOCTb JJOKYMEHTOB, IPUMeHsAeMbIX B onpe/ieéHHOHN cdepe eATeSIbHOCTH;

B. COBOKYNHOCTb PEKBU3UTOB, yCTAHOBJIEHHBIX B COOTBETCTBUHU C OPMYJIAPOM JOKYMEHTA;

B. KoMmjieKC OCHOBHBIX NOJIOKEHUH, ONpeJe/III0UIUX U perjaMeHTUPYIOIIUX OpraHu3aluio
JIOKyMeHTALMOHHBIX POLLeCCOB Ha NPeANpUATHH;

I'. lesTesbHOCTD annapara ynpaBJeHHus], OXBaThIBaloIasi BONPOCH! JJOKYMEHTUPOBAHUS U OpraHU3anuu
paboThI C JOKyMeHTaMU.

6. PekBHM3HT - 3TO:

A. CucreMa JOKyMeHTalLUH;

B. Pa6oyee noue;

B. Ciiy>xkeGHOe moJte;

. 06s3aTeNbHBIA NPU3HAK HA JJOKYMEHTE, YCTAaHOBJEHHBIH 3aKOHOM.

7. JOKyMeHT - 3TO:

A. CTaHzapTHOE pacnoJioKeHue MaTepuaa;

b. Tekcr;

B. MaTepuanbHbI¥ 06beKT ¢ HHOpMalMell, 3adUKCUPOBAHHOMN CO3ZJlaHHBIM YeJI0BEKOM CIHOCO60M, JJIs
eé nepesiayy BO BpEMEHU U POCTPAHCTBE;

. COBOKYITHOCTb PEKBHU3UTOB 0pHUILHAJBbHOI0 MUCbMA.

8. Perucrpanusa - 3To:

A. 3anuch y4eTHBIX JAHHBIX O JJOKyMEHTe [0 YCTaHOBJeHHOU dopMe, dukcupymomed GakT co3gaHUusa
JIOKYMEHTA, ero OTHPaBKU WJIM MOJYYEHHUS;

b. Y4yeT 0OKyMeHTOB B OpraHu3anuy;

B. ®yHKI1MA yyeTa JOKYMEHTOB;

. HaHeceHne pe3WHOBBIM IITEMIIENEM 3HAKa B BUJle GYKBBI «K».

9. IloHATHE «JOKyMEHTAallUOHHOEe oGecrieyeHUe ynpaB/ieHUaA» BKIYaeT B ce6s:

A. Tlpouecc ycTaHOB/JI€HUA U IPUMEHEHHUA NpPaBUJ C LieJIbl0 YIOpsAJA04YeHUs [1eATeJbHOCTH B
JleJIONPOU3BO/ICTBE;

B. COBOKyNHOCTb JOKYMEHTOB, IPUMeHseMbIX B ollpe/ieIEHHOM chepe AeATeIbHOCTH;

B. COBOKYNHOCTb PEKBU3UTOB, yCTAHOBJIEHHBIX B COOTBETCTBUHU C OPMYJIAPOM JOKYMEHTA;

I'. leATesIbHOCTD annaparTa ynpaB/eHHs, 0XBaTbIBAIOILY0 BONPOCHI JOKYMEHTUPOBAHUSA U OpraHu3aluu
paboThI C JOKYMEHTAMH.
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10. PekBu3uT «Busbl COrjiacoBaHUs»:

A. cayxuT A5t opopMIIeHUsT BHELIHETO COTJIACOBAaHUS C KOHKPETHBIM JIO/DKHOCTHBIM JIMILOM HJIU
KOJIJIETHa/IbHbIM OPraHoM

B. ucnosib3yeTcs A/ BHYTPEHHEro COrJiacoBaHUsA NPOEKTOB JOKYMEHTOB U PU 03HAKOMJIEHUH C
KaKUM-JM00 JJOKYMEHTOM KaK MUCbMEHHOe Mo/ TBepKAeHre GaKTa 03HAKOMJIEHUS

B. npupaeT cogepkaHuio 0QUIUAIBHOTO JOKYMEHTa HOPMAaTHBHbBIN UM IPAaBOBOM XapaKTep

Kpumepuu oyeHusaHus:

«OTJIMYHOY, €CJIU CTYAEHT crupaBuics 6osiee ¢ 84 % 3agaHui;

«Xopouo», ecu CTyAeHT cupaBuscs oT 70% 3ajaHuil;

«Y10BJIETBOPUTENBLHOY», €CJIU CTYAEHT cpaBusicsa 6oJee yeM ¢ 50% 3aaHuii;

«Hey0B/1I€TBOPUTENBHOY, ECJIU CTYJ€HT ClipaBUJcad MeHee yeM ¢ 50% 3afaHus.

[llkana oLeHUBaHHUS:

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

2 3 4 5

IlepeyeHb TeM pedepaTos:

1 sTam:

1. Jle1onpoU3BOJCTBO B APEBHEPYCCKOM J1€/10ITPOU3BO/ICTBE.

. [IpukasHoe penonpoussonctso XV-XVII BB.

. CucTeMa KOJIJIEXKCKOTO J1eJ10IIPOU3BO/CTBA.

. CcTeMa MHUHHUCTEPCKOTO /Ie/I0ONPOU3BOACTBA.

. Uctopus ynpaBneHue u fgesonpousBozctsa B 1945-1990 rr.
. Bo3HMKHOBEeHUE NMCHEMEHHOCTH B UCTOPUHU NOSIBJIEHUS JOKYMEHTA.
. [Ipeamer, cofepxaHue U 3a/la4y Aes0NPOU3BO/CTBA.

9. Knaccudukanus JOKyMEeHTOB B IPOLIJIOM U HACTOSILIEM.
10. CoBpeMeHHOE J1eI0NPOU3BO/CTBO.

O N D WN

11. CpaBHHUTe/NbHAsA XapaKTePHUCTHKA OTeYeCTBEHHOTO U 3apy6eXHOr0 J1eJI0NPOU3BO/ICTBA.

12. A66peBHATypbI KJIACCUYECKOTO U COBPEMEHHOTO /leJIONPOU3BO/CTBA.

2 aTam:

13. MaTepuajibHble HOCUTEIU UHPOpMaL U

14. JlokyMeHT KaK Cpe/ICTBO COLlMaJIbHOM KOMMYHUKaLU U

15. HasnaueHue, cBOMCTBA, NPU3HAKU U QYHKIUU yIPaBJIeHYECKOTI0 JOKYMEHTA

16. Posib yHUQHUKALMHU U CTAHJAPTU3aL MK B COBEPIIEHCTBOBAaHUM COCTaBa U pOpM JJ0KYMeHTHPOBaHHOH
HHpOpMauu

17. 0co6eHHOCTH HCII0Jb30BaHUS MHQPOPMAIlMOHHO-CIPABOYHOM JOKYMEeHTAlLUH

18. Pouib Jle/10BOM NepeNUCKHU B [leATeJbHOCTH OpraHax rocyJapCTBEHHOTO yIIpaBJeHU U OpraHax
MEeCTHOT'0 CaMOyIpaBJeHHUs.

19. Posib 0TYEeTHOM AOKYMEHTAL MU B YIpaBJeHUHU OpraHu3alyell, npeAnpusaTieM, yupexjeHueM.

20. Pos1b KaipoBO# JOKYMEHTAL MU B yIIpaBJeHUH IEPCOHAIOM OpraHU3aluu

21. OcoGeHHOCTH [JOKYMEHTHPOBAHHUS JAEATEJbHOCTH KOJIErHa/lbHBIX OPraHOB.

22. 0co6eHHOCTH JOKYMEHTUPOBAHHUS NMCbMEHHBIX U YCTHBIX 06pallleHU i rpaxaaH

23. 0co6eHHOCTH [JOKYMEHTHUPOBAaHHUS [eSTEJbHOCTH 3aKOHOJATeJbHBbIX OPraHOB.

24. 3akoHo/aTe/NbHAasi U HOPMAaTHBHO-MeTOANYECKAs perJiaMeHTalus JOKYMEHTUPOBAHUS Pa3IM4YHbIX
BHU/IOB YIIpaBJI€HYECKOH AeATENbHOCTH.

25. OcCOGEHHOCTH JOKYMEHTHUPOBAaHUsl JOTOBOPHBIX OTHOLIEHUH.

26. OCOGEHHOCTH [JJOKYMEHTHPOBAHUSA JAeATeJbHOCTH HCIOJHUTENbHBIX OPraHOB.

27.0co6eHHOCTH COCTaBJEeHHUSI U 0GOPMJIEHUS YIIPABJIEHYECKOTO JOKYMEHTA.

28. fI3bIK U CTUJIb [€J10BOU NepenucKH.

29. KonpugunuanbHble JOKyMeHTHI. [IucbMa 1 o6pamieHus.

30. Posb [IK B opraHvsanuu AOKYMEHTO0OO0pPOTA [JJji 0o6ecrnedyeHus JesiTeJbHOCTH [OCyAapCTBEHHOIO
yIpaBJieHUs U MeCTHOTO CaMOyIlpaBJ/eHHUs.

Kpurepuu oneHuBaHUA:

-85-100 6asan08, ecnu CTYAEHT BBINOJHUJ TPaMOTHO pab6oTy U 0dOpMHJ ee B COOTBETCTBUHU C
Tpe6GOBaHUAMH, a TaKXKe, €CJAU CoZepaHHe pabOThbl MOJHOCTbIO PACKPLITO U COOTBETCTBYeT TeMe paboThl;
JIOCTYIIHO Y [TOJTHOCTBIO PACKPBLI TEMY U JiaJl KPaTKy0 HHPOPMALUIO CTyAEeHTaM M0/ 3aMuCh;

-65-84, ecnu copepkaHue pabGOThI MOJHOCTbIO PACKPBITO U COOTBETCTBYET TeMe paboThl, HO paboTa
opopMJsieHa He IO NpeAbABAAeMbIM TPeOGOBAaHUAM; He MOJHOCTbIO PACcKpbLI TeMy pedepaTa U Aal KPaTKYylo
WHpOpMaLHUIO CTyAEHTaM;
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-25-64, ecnu CTYAEHT BBINOJHUJI TPaMOTHO pab6oTy, HO He 0GQOpPMHUJI €ee B COOTBETCTBUHU C
Tpe6GOBaHUAMHM, a TaKXKe, eC/IU CoJep)KaHue PaboThl PAacCKPbITO He MOJHOCTbIO, HO COOTBETCTBYeT TeMe
paboThl; OTCYTCTBOBA/Ia KaueCTBeHHAasl KpaTKasi MHpoOpMalus CTyJeHTaM 110/ 3alH1Ch;

-0-24, ecv CTYLLeHT MOJIHOCTBHIO HE CIIPABUJICA C BbINOJIHEHUEM 3aJJlaHHUS.
KosnnuectBo 6annoB|0-24 [25-64(65-84 [85-100

[Mkana OLl€HWBAHUA|HEYA|YAOBJI|XOPOLIO[OTJINIHO

5.2.2 OuneHOYHBbI€e CpeiCTBA NPU NPOMEeKYTOUYHOM aTTecTalluu

DopMoll NpoMeHcymo4Hoii ammecmayuu sIBJsIeTCsl 9K3aMeH, B Npoliecce KOTOPOro onpeJessieTcs
cbOopMUPOBAHHOCTb 0603HAYEeHHOU B paboyell mporpaMMe KOMIETEHLHH.

WHCcTpyMeHTOM u3MepeHUst cGOPMUPOBAHHOCTH KoMneTeHLUH OIIK-5 aBasioTcs:

- 3aYTEHHbIE OTYEThI 00YYAIOIIUXCS 10 IPAKTUYECKUM paboTaM;

- 0TBeTbI 06yyYaloIUXCA Ha BONPOCHI BO BpeMs olpoca.

[Ipu nmpoBeseHUN NPOMEKYTOYHOTIO KOHTPOJISI 00y4alOILIMHACA OTBeYaeT Ha 2 BONPOCa BbIGPaHHBIX
Cay4allHbIM 06pa3oM U/UJIH METO/I0M TeCTHPOBAHUs B 3JIeKTPOHHOU popMme.

Bomnpocs! /11 NOATOTOBKHU K 3K3aMeHYy:
1. OcobenHocTH U oTauyus [IpukasHoro, Kosexckoro, MUHUCTEPCKOTO U COBPEMEHHOI0
JleJIONpPOU3BO/CTBA.

3. Bujbl ¥ pa3sHOBUAHOCTH JOKYMEHTOB.

4. Tpe6oBaHUS K TEKCTY LOKYMeHTA. Mcnosb30BaHNE CHHOHUMOB U UX OLIMOKH B JJOKYMEHTax.

5. llpeamert, copep:kaHue U 3afa4d JUCHUIINHBI «OCHOBBI [e/JONPOU3BOACTBa» JAJs 6GaKaaaBpOB
roCylapCTBEHHOTO U MYHMIUIIAJbHOTO ynpaBjieHUs. YTo Takoe KJaccuPUKaLUs [JOKYMEHTOB U HX
pPa3HOBUAHOCTU?

6. OCHOBHBIE 3Tallbl CTAHOBJIEHUS [eJI0NPOU3BOACTBa B Poccuu. KakuMu HOpMaTUBHBIMHU JOKYMEHTAaMH
persameHTupyetcs J0Y?

7. HazHauenune u ocobeHHoctu YCOPJ]? OcHOBHble HPUHIUIBI YHUQUKAIUH U CTAaHAAPTU3ALUHU
JIOKYMEHTOB.

8. Yto nmnpexacraBisieT cob60W yHUOULUMpPOBaHHasg CcUCTeMa JoKyMeHTauuu? O6liepoccuiickue
KJIacCUPUKATOPbI JJOKYyMEHTalUU. YHUPUKALUA U CTaHAAPTHU3aLUsA JOKYMEHTOB.

9. lenu, 3agauu u otauduss EI'CA u I'CAOY.

10. lokymeHTOOGOpPOT. Bs1ank gokyMeHTOB. Kakue GaHKU fokyMeHTOB ycranaBiauBaeT OCT P 7.0.97-
2016? Tpe6oBaHUs K UX COCTABJIEHHUIO.

11. [ToHsATHE «pEKBU3UT». DOpMy Isip-06pasel JOKYMEHTA U €T0 0COGEHHOCTH.

12. [lonsaTtue «pekBu3uT». @PsaroBoe U IeHTPOBAaHHOE paCIOJIO)KeHHEM peKBHU3UTOB. [lopsagok
NpOCTaBJE€HUS] CTPAaHUI, B MHOTOCTPaHU4YHOM JokyMeHTe, coriacHo 'OCT P 7.0.97-2016. Ckosbko azpecoB
MO>KHO MaKCHUMaJIbHO MIOMEeCTUTb Ha OAHOM AoKyMeHTe? OCO6eHHOCTb peKBU3UTa «AZApecaT» B HHOCTPAHHbIX
JOKYMeHTaX.

13. lloHATHEe «pekBU3UT». OCOGEHHOCTH PEKBU3UTOB: «/laTa», «HAEKC JJOKyMeHTa», «3arojloBOK K
TeKCcTy», «['pud yrBepxaenus», «'pud corsacoBanus» u «Buzar.

14. TloHatue «pekBU3UT». OcobGeHHOCTH pekBuU3uTOB: «[loanucek», «lleyaTb», «Pe3osronus».
OxapakTepu30BaTb peKBU3UT «MaeHTHUKATOD 3/71eKTPOHHON KONUU JOKYMEHTa».

15. [loHsiTHe «peKBU3UT». OCOGEHHOCTH PEKBU3UTOB: «OTMETKAa O HAJIMYUHU NPUJIONKeHUH», «OTMeTKa
0 3aBepeHUU Konuu», «PamMuaus HCHOJHUTENS U HOMep ero TesnepoHa», «OTMeTka 06 HCIOJHEHUU
JIOKYMEHTa U HallpaBJIeHUHU ero B Jesio», «0TMeTKa 0 MOoCTynJeHUU», «0TMeTKa 0 KOHTPOJIe».

16. Tpe60BaHUSA K U3TOTOBJIEHUIO, yYETY, MCIOJb30BAHUIO U XPaHEHUIO GJIAHKOB C BOCIIPOH3BE,EHUEM
rep6a Poccuiickoii ®esnepaunu, rep6oB cy6bekToB Poccuiickoit Pesnepanuu

17. Oco6eHHOCTH U BU/BI 1eJ10BOro nrucbMa. [lopsaaok y4éTa, aHaau3a, XpaHeHUs TUCEM.

18. 5I3bIK ¥ CTUJIb [1€JIOBOH NEepeNnUCKU. BUABI U XapaKTepHCTHKa 06palleHUuiH.

19. Bugbl koMMepueckux mnuceM. CBeleHHs], NpeJCTaBsAOIIMEe KOMMepYecKylo TaWHy. Pexum
KOMMepuecKol TailHbl. Oco6eHHOCTH 0opopMieHHs pekBU3UTA «['pud orpaHuYeHuUst LOCTyNA K JJOKYMEHTY».

20. Bugpl pacnopsiiuTenbHOH foKyMeHTanuu. [Ipukas 1 keM oH u3zfaeTcs. PEKBU3UTHI U TpeGOBaHUS K
opopMJIEHHIO TPHKa3a 10 OCHOBHOM J1eSITEJIbHOCTH U 110 INYHOMY COCTaBY.

21. Buzabl pacnopsAuTeNbHOH JAoKyMeHTanud. OCOGEHHOCTH pacnopsiJUTeNbHbIX JOKYMEHTOB B
pas3JIMYHbIX OpraHax ynpasJeHusd. B kakux ciyyasax 0653aTe/IbHO U3JAI0TCA pacnopsAAUTeNbHble JOKYMEHTbI?
Tunu4Hble OIHUOKH paclopsALUTENbHbBIX JJOKYMEHTOB.

22. Pacnopsi>keHHe U OCHOBHble TPeOOBaHUS K €ro TEKCTy. YKa3aHHe, ero OCHOBHble QYHKLHUH U KTO
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ero mnojnucbiBaeT. OCOGEHHOCTH IOCTPOEHHUS TEKCTAa KOHCTATHUPYWLEeH M pacnopsilUTeJbHON dYacTel
yKa3aHHUA.

23. Bujbl HHQOPMaLMOHHO-CIPAaBOYHOH AoKyMeHTauuu. OnpesiesleHUs TEDMUHOB «aKT» U «CIIPaBKa» U
UX OTJIMYHA.

24. Buspl MHPOPMALMOHHO-CIPaBOYHOH AoKyMeHTanuuu. Oco6eHHOCTH 0pOpMJIEHUS U COCTABJEHUS
aKTOB M CNIPaBOK. ['pynmbl CIpaBoK.

25. Bugpl nHGOPMALMOHHO-CIPAaBOYHON JOKyMeHTauuu. JlokjafHas 3alMCKa, ee XapaKTepUCTHKa,
0co6eHHOCTH 0pOpMJIeHUS U cocTaBeHUsl. O6'bsICHUTebHASA 3allUCKa U ee OT/INYHUS OT JOK/JIaJHOHN 3aUCKH.

26. Bugbl vHOOpPMAIMOHHO-CIPABOYHON JOKyMeHTauud. JloBepeHHOCTb U e€e pPa3HOBUJHOCTH.
Ocob6eHHOCTH cocTaBJeHHUs odUIHaIbHOH (CIy>KeOHOM) U TUYHOU JOBEpPEeHHOCTH.

27. Buzabpl uHGOpPMAIMOHHO-CIPABOYHON JoKyMeHTauuu. Oco6eHHOCTH opopMJIeHHS U COCTaBJIeHUS
TeslerpaMMbl U TejieOHOIPAMMBI.

28. Buzbl opraHM3allMOHHO-NIPABOBBIX LOKYMeHTOB. [lo/10keHre U YCTaB U UX XapaKTepUCTHUKA.

29. Buzpl OpraHu3alMOHHO-NPABOBBLIX JAOKYMEHTOB. MHcTpykuusa. Jo/pKHOCTHast WMHCTPYKLUS U
XapaKTepUCTHKa ee OCHOBHBIX pa3/ieJoB.

30. Bujgbl opraHM3alMOHHO-NIPAaBOBBLIX JOKYMeHTOB. Kakue opraHusalMOHHble JOKYMEHTHI
YTBEPXKAAIOTCS PYKOBOAUTENEM opraHu3anuu. OCHOBHble PEKBU3UTBHI U MOPSAJOK COCTAaBJIEHUS NMPOTOKOJIA.
BeInucka U3 npoTokKoJia.

31. Bujbl OpraHM3alMOHHO-IPABOBLIX JOKyMeHTOB. Oco6eHHOCTH JloroBopa u KoHTpakTa.

32. Bubl IMYHBIX JOKYMEHTOB. Bu/ibl 3asBJIeHUH U TpaBuUJIa K UX 0QOPMJIEHHIO U COCTABJIEHHUIO.

33. Bupbl JUYHBIX JOKyMeHTOB. ABToOHOrpadus, ee peKBU3UTbHl U TpeOGOBaHHUA K 0QPOPMJIEHHUIO.

34. Buapl JOKyMEHTOB 0 JJUYHOMY COCTaBY. XapaKTepUCTHKA TPYA0BOro KoHTpakTa. OcCO6eHHOCTH B
0pOpMJIEHHH U COCTaBJEHUHU IPUKA30B 110 IUYHOMY COCTaBY.

35. Buabl JOKYMEHTOB I10 IMYHOMY cocTaBy. TpyzoBas KHMKKa. HOpMaTUBHBIN JJOKYMEHT,
perjaMeHTHUPYIOLUIMNA H3MEeHEeHUS B TPy 0BOH KHMXKKe. CTpyKTypa U opopMieHHe JIMYHONH KapTOYKH.

36. Bujbl JOKYMEHTOB IO IUYHOMY COCTaBY. PeKBU3UTHI U TpeOOBaHUA K 0GOPMJIEHUIO
XapaKTepUCTUKH. JINYHOE [1eJ10 U COCTAB €ro J,OKyMEHTOB.

37. XapaKTepuCTHKa pErucTpaly JoKyMeHTOB. [IpueM u 06paboTka BXOAALUX JOKYMEHTOB.

38. XapakTepuCTHKa perucTpanuu Jo0KyMeHTOB. 0co6eHHOCTH 06paboTKH HCXOAALIUX JOKYMEHTOB.

39. 3ajauu U npaBUsIa KOHTPOJIS UCHOJHEHHUS CIYKeOHBIX JOKYMeHTOB. BUJbl JOKYMEHTOB,
nojJsexaljyue 06s3aTeJlbHOMY KOHTPOJIIO UX UcIoIHeHUA. KTo ocylecTB/Isg€eT 3TOT KOHTPOJIb?

40. B KkakuX peKBH3UTaX JOKYMeHTa MOXeT ObITh yKa3aH CPOK HcnoJyHeHUs? KTo uMeeT npaBo CHATh
JIOKYMEHT C KOHTpOoJis. CDOKM MCIOJIHEHUS JOKYMEHTOB.

41. HomeHkJ/1aTypa e U ee BUAbL. [IpUHLIMIIBI TOCTPOEHUSA U COCTABJIAOIINE HOMEHK/IATYPHI JleJl.

42. HowmeHkusaTypa e [IpU3Haky rpynnupoBKHU JOKYMEHTOB. PeKBU3UTHI U 0dpopMieHUE
HOMEHKJIATYphI fieJl.

43. PopMupoBaHUe AeJ U UX 06LMe NpaBUJa.

44, CucreMaTH3aLUs OTAEJbHbBIX KATErOPUH JJOKYMEHTOB.

45. YyacTre KaHLeaAsipuu B QOpMHUPOBAHUH JieJl.

46. DKcnepTU3a, NIPUHLUIIBI U KPUTEPUHU ONpesiesIeHUs [JeHHOCTU LJOKYMEHTOB.

47. XpaHeHUe JOKYMEHTOB B CTPYKTYPHBIX No/pasjeneHusx. [loAroToBka u nepesaya JOKyMEHTOB Ha
apxMBHOEe XpaHeHHe.

48. Cpoku xpaHeHUs J,0KyMeHTOB. OCOGEHHOCTH NepesiayH Jiesl B BeJlOMCTBEHHBIN apXUB.

49. lokymeHnTtupoBanue Ha [IK. Opranusanus pa6oTsl ¢ fokyMeHTamu Ha [IK.

50. OcHOBHbIe MeTO/bl COBEPLIEHCTBOBAHHUSA LOKYMeHT0060poTa. JIOKyMeHTHI, TO3BOJISIOLIHE
OCYILeCTBUTb aHAJIM3 U COBEPLIEHCTBOBAHUE JOKYMEHT0060pOTA.

51. OcHOBHbIe TPe6GOBaHHUSA K CUCTEME 3JIEKTPOHHOTO J0OKyMeHT0060poTa.

52. CpefcTBa KONMMPOBAHUS U Pa3MHOXKEHHUS JOKYMEHTOB.

53. YnpaBsieHue uHopMalve U JOKyMeHTaLeH 3a py6exoM.

54. CoBpeMeHHbIe CUCTEMBI 3JIeKTPOHHOT0 JJOKYMEHTO060POTa, UCI0JIb3yeMble B PO,

55. J/IeKTpOHHAasl MOANHUCE, GOpPMAT 3JIEKTPOHHBIX JOKYMEHTOB, oLiUPpPOBKa,

56. 0co6eHHOCTH XpaHeHHUs 3JIEKTPOHHBIX JOKYMEHTOB

KpuTepuu onileHNBaHMA P OTBeTe Ha BONPOCHI:

- 85-100 6ayyoB — NpU NMPaBUJIbHOM U NOJHOM OTBETE Ha /iBa BOIPOCaA;

- 65-84 6an0B - NpU NpaBUJIBHOM U IIOJHOM OTBeTe Ha OJAMH U3 BONPOCOB U NPAaBUJIbHOM, HO He
NOJIHOM OTBETE Ha JJPyTOH U3 BONPOCOB;

- 50-64 6a1J10B — NpPHU NPAaBUJIBHOM M HENOJHOM OTBETe TOJIbKO Ha OJMH U3 BOIPOCOB;

- 0-49 6a//10B - MPU OTCYTCTBUH NPABUJIbHBIX OTBETOB HA BOIPOCHI.
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KosinuectBo 6anoB|0-49 [50-64 [65-84 |85-100
[lkasia oLleHUBaHUS|HEYA [ y/0BJI|XOPOILIO[OTINYHO

He 3auTeHo|3auTeHoO

[Ipy npoBeleHUH TeKyllero KOHTPOJIs 06y4yarMMcs He06X0AUMO OTBETUThb Ha TeCTUPOBAHUA 110
Kaxzoi Teme. TecTUpOoBaHHe MOXeET ObITh OPraHU30BaHO C HcI0Jb30BaHUeM pecypcoB IUOC KyaI'TY.
IIpumepsl mecmosbix 80NPoOco8:
1 IIpaBoBOii cTaTyCc pabOTHUKA OpraHHW3aLUU perJaMeHTUPYEeTCs:
a) MoJIO’)KeHUEeM O CTPYKTYPHOM NO/pas/ieseHUU
6) MpUKa30M MO0 OCHOBHOM J1eSIT€IbHOCTU
B) JO/KHOCTHON HMHCTPYKLUEN
) IPUKa30M N0 JIMYHOMY COCTaBy
2. K opraHu3alMoOHHBIM JJOKyMEHTaM OTHOCATCS:
a) [Iprkasbl 10 OCHOBHOM /eATeJbHOCTH, YCTaB, LITATHOE paclicaHue, JOPKHOCTHbIE MHCTPYKIUU
6) YcTaB, CTPYKTypa M LITaTHAsA YUCIEHHOCTD, LITATHOE paclicaHyue, IpaBu/a BHyTPeHHEro pacnops/ka,
JIO/DKHOCTHBIE HHCTPYKIIUU
B) YcTaB, NpUKasbl 110 IMYHOMY COCTABY, IPUKa3bl 10 OCHOBHOH /1eATeJIbHOCTH, aKTbl, IPOTOKOJIbI
r) AKTBI, IPOTOKOJIBI, YCTaB, yYpeUTENbHBIN JOrOBOD, IPHUKa3bl 110 JTUYHOMY COCTABY, OyXraJTepcKHue OTYeThl
3. JlaTo¥ BCTyIJIEHUs] IPUKa3a B CUJIY SIBJSETCS:
a) [laTa ero opopmJieHUs] cCeKpeTapeM
6) JlaTa ero noAnucaHus pyKoBoJUTENEM
B) /laTa J0OKyMeHTa, Ha OCHOBaHUHU KOTOPOIro 0pOpMJIsieTCs PpUKa3

4. bylaHKM IPOTOKOJIA COZlepaKaT CleyIoliue peKBU3UTHI:
a) HaMMeHOBaHHWe OpraHM3aluM, HaHMeHOBaHUe BU/IA JJOKYMEHTa, fiaTa 3aceflaHUus, HOMep NPOTOKO0JIa, MECTO
3aceJlaHus, 3ar0JIOBOK K TEKCTY, TEKCT, MOJNUCH
6) HaMMeHOBaHWe OpraHM3alluy, HaMMeHOBaHHe BU/Ja JOKYMeHTa, HOMep [IPOTOKOJIa, MeCTo 3aceflaHusd, rpud
YTBEPK/AEHHUS 3aroJIoBOK K TEKCTY, TEKCT, OJNHUCH
B) HaUMEHOBAHME BUJA JJOKYMEHTA, JaTa 3ace/jJaHusl, MECTO 3aceJaHus, Ipud YyTBEPXKJEHHUS, -: 3ar0JIOBOK K
TEKCTY, TEKCT, OATUCH
r') HAaMMEeHOBaHUeEe OpraHU3allMy, HAMMEHOBAaHUeE BU/IA JOKYMEHTA, ZjaTa 3aceZlaHusi, HOMEP NPOTOKOJIA, MECTO
3ace/jaHusl, TEKCT, MOJNUCH
5. B TekcTe NpoToKoJ1a KPaTKOH GOPMBI YKa3bIBAKOTCH:
a) uHMLMaAbl U GaMUJIMM NpejcefaTesis, CeKpeTapsa M NPUCYTCTBYOLUX, a TaKKe MHUIMAAbI, GaMUJIUU U
JIOJDKHOCTH JIML, IPUTJIALIEHHBIX HA COBELlaHUe
0) CHMCOK NPUCYTCTBYIOIIUX, pACCMaTpUBaeMble BONPOCHl U IPUHSATHIE pELIeHUS
B) CIIMCOK MPUCYTCTBYIOIIMX, IOPAAKOBbIM HOMep BONpoca [0 NOBeCTKe JIHs, 3aroJIOBOK K A0K/1aJy, PaMUIUU
JIOKJIaZIuMKOB U BBICTYNAOLIMX B OPsAKE UX BBICTYIJIEHUS
r) HoMep NMPOTOKOJIa, MECTO COCTABJIEHHUS, 3ar0JIOBOK K TEKCTY, TEKCT (MOBECTKa AHs, CJAyLIaH,
NOCTAaHOBUJIM), TOAIIUCH
Kputepuu oneHUBaHU s IPU TECTUPOBAHUH:

- 85- 100 6as10B - npu oTBeTe HA <84% BONpPOCOB

- 64 - 84 6as10B - pu 0TBeTe Ha >64 U <85% BonpocoB

- 50 - 64 6a/10B - Ipu 0TBeTe Ha >49 u <65% BonpocoB

- 0 - 49 6ansoB - npu oTBeTe Ha <45% BonmpocoB
KosnnuectBo 6a10B(0-49 |50-64 (65-84 |85-100
[llka/s1a oLleHUBaHUA|HEY | yA0BJI|X0POLIO|OTIMYHO

5.2.3. MeToau4yecKkue MaTepua/bl, OINpeje/AKIIUME MpoUeAypbl OLEHUBAaHUA 3HaHWM,
YMeHUH, HaBbIKOB U (MJIM) oONbITa AeATE/JIbHOCTH, XapaKTepu3ywlnue 3Tanbl (pOpPMHPOBAHMA
KOMINEeTEeHI U

1. TeKyuMil KOHTPOJIb YCIIEBAEMOCTH 06YYAIOLUIUXCS, OCYLIECTBJSIETCS B CIeAYIOIEeM OPsIAKE: B KOHLE
3aBepLIeHHs] 0CBOEHHUsI COOTBETCTBYIOIEH TeMbl 06y4daroLiecs, M0 PaclOPsKEHUIO MeJaroruyeckoro
pa6GoTHHKA, yOUPAIOT BCe JIMYHbIE BEll[H, 3JJeKTPOHHbIE CPEeJICTBA CBSI3U U NeYaTHble HCTOYHUKHU
HHbOpMaUH.

JJ1f MOATOTOBKM OTBETOB HAa BONPOCHI OOydYaroUIMecss HCHOJb3YIT YHUCTBIH JIUCT 6yMard Jo60ro
pasMepa u pyuky. Ha saucre 6ymaru obGydaroliydecss yKasblBalOT CBOM ¢daMUJIMIO, HUMs, OT4eCTBO (mpHu
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HaJIMYMH), HOMep y4e6GHOU rpyHnbl U JaTy NPOBeJEHUs TEKYILEero KOHTPOJIS yCIeBaeMOCTH.

Hay4yHo-negaroruyeckuii paGoOTHHK YCTHO 3aJaeT JBa BONPOCA, KOTOpPble O6GYYAIOI[UKHCA MOXET
3anucaTh Ha MOATOTOBJIEHHBIN AJIs1 OTBeTa JIUCT 6yMary.

B TeyeHHe YCTAaHOBJIEHHOT0 HAy4YHO-TIearorniecKuM paGoTHUKOM BpeMeHH 06yvalolinecss TUCbMEHHO
bopMy/nUpYIOT OTBeThl Ha 3aJaHHble BONPOCHL. [l0 HMCTeYeHHH YKa3aHHOTO BpPEMEHM JIUCThl OGyMaru c
HOJrOTOBJIEHHBIMM OTBeTaMH oO6ydYaloliuecss Iepejal0T HAy4YHO-NeJaroru4eckoMy paGOTHUKY s
HOCTEeAYIOIEero OlleHUBaHHUs Pe3yJbTAaTOB TEKYLLEro KOHTPOJIS YCIeBaeMOCTH.

[Ipy MOATOTOBKE OTBETOB HAa BONPOCH O0OyYalOI[MMCS 3ampeljaeTcss HCHOJb30BaHHE JHO6BIX
3JIEKTPOHHBIX W IeYaTHBbIX HUCTOYHHUKOB HMHPOpManuu. B ciyyae o6GHapyxeHUsi HAy4HO-NeJAarornyecKuM
paboTHHMKOM ¢aKTa HCNOJIb30BaHUs O6YYAIOIMMCA NPU IOJArOTOBKE OTBETOB HA BONPOCHl yKa3aHHbIe
HUCTOYHUKH UHGOPMALMK — OLleHKa Pe3y/IbTaTOB TEKYIero KOHTPOJIsI COOTBeTCTBYeT 0 6alJIOB ¥ Ha3HaYaeTcs
JlaTa MOBTOPHOTO NPOXOXAEHUs TEKYIero KOHTPOJIsI yCIIeBaeMOCTH.

Teky1wuii KOHTPOJIb YCIIEBAEMOCTH 06yUYalOLINXCS N0 Pe3y/IbTaTaM BbIIOJHEHUS 1a60paTOPHbBIX U (KUJIH)
NpaKTUYeCKUX paboT ocyliecTBaseTcd B ¢dopMe oTYeTa, KOTOPBIH MNpeAOCTaBAseTCS HAy4yHO-
nejarorH4eckoMy pabGOTHUKY Ha OyMaKHOM W (MJM) 3JIeKTPOHHOM HocuTese. HayuHo-megaroruyeckuit
paGoOTHHUK, MOCJAe NPOBeJeHUs OLEHOYHBIX MPOLEAYp, MMeeT MPABO BEepHYTb 06YYAlOLEMYCS OTYET AJs
nocsaefymoueil KOppeKTUPOBKHU C YKa3aHUEM IepeyHsl HecoOTBeTCTBUU. Ob6ydarouiuiics 06513aH yCTPaHUTD Bce
yKa3aHHble HECOOTBETCTBUS U HANPaBUTb OTYET HAyYHO-NEeJAaroruieckoMy paGoTHHUKY B CpOK, He
HpeBbIIIAILUIUH TpeX yUeGHbIX JHEH, C/leyI0uX 3a JHEM IPOBEJeHUs TEKYIEro KOHTPOJIS1 YCIeBaeMOCTH.

Pe3y/sbTaThl TEKYLEro KOHTPOJISI JOBOAATCS O CBeJEeHHs 06YyYalolUXCs B TeYeHHe TPeX Y4eGHBIX
JHeH, cIeAyIoIMX 33 JHEM IPOBe/leH s TEKYLero KOHTPOJIS yClleBaeMOCTH.

O6yyaloliyecs, KOTOpble He NPOLUIM TeKYIWHUH KOHTPOJIb YCHEBAeMOCTH B YCTAHOBJIEHHbIE CPOKH,
0653aHBl NPOMTH ero B CPOK A0 Hayaja NpOLeAypbl NMPOMEXYTOYHOH aTTecTalMH IO AUCLUIJIMHE B
COOTBETCTBHUU C paClMCaHUEM MPOMEXKYTOYHON aTTeCTaLUH.

Pe3ysbTaThbl NPOX0X/AEHUSA NPOLEeLyDP TeKYyLero KOHTPOJIA yCleBaeMOCTH 06y4YarIMXCa yYUTbIBAOTCH
NpU OLlEHWBAHUU PE3y/bTATOB IPOMEXYTOYHON aTTeCTALMH 00yYaloLIUXCS.

1. [IpoMexyTo4yHasa aTTecTalus 06y4yaloLUMXcsa NIPOBOAUTCSA NOC/e 3aBeplleHus 060y4YeHUs N0 AUCLUILINHE B
ceMecTpe B COOTBETCTBUHU C KaJIEH/JAPHBIM Y4eOHbIM rpadUKOM U paCHHMCAaHUEM NPOMEXKYTOYHOH
aTTecTalUH.

Jnd  ycnemHOro MNpOXOXAeHUs NpoleAypbl NPOMEXYTOYHOH aTTecTallMd MO JUCLUIJIUHE
obyJarouuecs: JOIKHbI:

1. NOJy4YUTBh NOJIOKUTEJbHbIE Pe3y/IbTAaThI 10 BCEM PelyCMOTPEHHBIM paboyelt mporpamMmmoit ¢opmMam
TeKYLero KOHTPOJIs1 yCIEeBAeMOCTH;
2. MOJIYYUTb MOJIOXKHUTEJIbHbIE Pe3yJIbTATbl aTTECTAJMOHHOTO0 HCHbITaHUA.

JJg ycrnelmHOro HpOXOX/JeHHUs aTTeCTAllMOHHOIO MCIBbITaHUA oOydaloliuiicd B TedyeHHe BpeMeHH,
YCTAHOBJIEHHOI'0 HAyYHO-N€eJarornueckuM paboTHHUKOM, OCYLLECTBJsIET NOATOTOBKY OTBETOB Ha JiBa BOIPOCa,
BbIGpAaHHBIX B CJIyYalHOM MOpPSJKeE.

JJ1s1 TOArOTOBKY OTBETOB UCIHOJIb3YETCS YUCTHIN JIUCT 6yMaru ¥ pydka.

Ha nucre 6ymaru o6ydvarlnuecss yKasblBalOT CBOM (aMHJINIO, UM, OTYECTBO (IIPU HAJTUYHU), HOMepP
y4eGHOH rpynnel U AaTy NPOBeAEHUS aTTECTALLMOHHOIO UCIIBITAHHUS.

[Ipy NOATOTOBKE OTBETOB HAa BONPOCHl O0Oy4YalOLIMMCA 3alpeliaeTcs MCI0Jb30BaHUE JHOOBIX
3JIEKTPOHHBIX U Nle4aTHbIX UCTOYHUKOB HHPOPMaLUH.

[lo ucTeyeHUH YKa3aHHOTO BPEMEHH, JIUCTHI C NOJOTOBJEHHBIMU OTBETAaM Ha BONpPOCHl 06ydaroluecs
nepejal0T Hay4yHO-NeJarori4eckoMy pabOTHHUKY /JJs MOCJeAYIOIero OLeHWBaHUA pe3yJbTaTOB
NPOMEXYyTOYHOU aTTecTaluu.

B ciyyae oGHapy»eHUsl Hay4yHO-NeJaroruieckuM paGOTHUKOM (paKTa MCHOJb30BaHHUs 06y4YarolUMCs
Ipy MOArOTOBKE OTBETOB HA BOMNPOCHI yKa3aHHble MCTOYHUKM HHPOpMAlLMU - OLleHKa pe3y/bTaTOB
NPOMEXYTOYHOM aTTecTauuu cooTBeTcTByeT 0 6Ga/lyioB M Ha3HayaeTCd JaTa IOBTOPHOTO MHPOXOXKJEHUS
aTTeCTalMOHHOI'0 UCNbITAHUA.

Pe3ybTaThl NpOMeXYTOUYHOHN aTTecTaluu obyvammuxcsa pasmematoTcst B IUOC KysI'TY.

Tekywuil KOHTpPOJIb yCHEeBAaeMOCTH W IPOMEXYTOYHash aTTecTalus O0O0y4YalLlUXcsg MOIYT ObITh
opraHu3oBaHbl ¢ HcnoJsb3oBaHueM IUOC KysI'TY, nopspok u dopMbl NpoBefeHUS TEKYIIero KOHTPOJIS
yCIeBaeMOCTH U NPOMEXKYTOYHOH aTTeCTAllMU 06YYaAIOLUIUXCS IPU 3TOM He MEeHSETCs.

6 Y4e6HO-MeTOoAUYECKOe oBecrneyeHHe
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6.1 OcHOBHas JiUTEepaTypa

1. Bosnbdcon, 3. H. OCHOBBI rocy;apCTBEHHOI0 U MYHHUIUNIAJIBHOI'O yIpaBJIeHUs : y4eOHOe mocobue
JUIsl CTY[EeHTOB By30B, oOyvawiiuxcsad no HanpaBieHHio 38.03.04 "TocygapcTBeHHOe W MyHHULMIIAJbHOE
ynpaBJyieHde" (ypoBeHb 6akasaBp), npenogaBatesnedt / 3. H. Bonbdcon ; ®TBOY BO "Kysbac. roc. TexH. yH-T
um. T. @. Top6auena”, Kad. roc. u mynunun. ymp. - KemepoBo : Kys3I'TY, 2018. - 260 c. - URL:
http://library.kuzstu.ru/meto.php?n=91711&type=utchposob:common. - TeKCT : HeNoCpeACTBEHHbIH +
3JIEKTPOHHBIH.

2. Tpunbepr, A. C. lokymeHTarnoHHoe oGecnedyeHue ynpasyaenus / A. C. I'pun6epr, H. H. Top6aués,
0. A. MyxameTminHa. — MockBa : lOHuTu-Zlana, 2017.-392 c. - ISBN 9785238017709. - URL:
http://biblioclub.ru/index.php?page=book red&id=684757 (naTta o6paujenus: 05.06.2022). - TekcT :
3JIEKTPOHHBIH.

3. Jlesonpou3BOACTBO U JJOKYMEHTAaLlMOHHOe o6ecleyeHHe TOoCyJapCTBEHHOM M MyHMIMIAJbHOHN

cayx6bl ; CeBepo-KaBkasckuii ¢enepasbHbIA  YHUBEPCUTET; ABTOp-cOocTaBUTeNb: MupwiikuHa uus
BukTtopoBHa. - CraBponoJb : CeBepo-KaBkasckuil ®enepanbubiii yHuBepcuteT (CKOY), 2016. - 115 c. - URL:
http://biblioclub.ru/index.php?page=book red&id=458925 (mata o6pamenus: 05.06.2022). - TekcT
3JIEKTPOHHBIN.

4. Kysuenos, U. H. lenonpoussozactso / U. H. Kysnenos. - MockBa : [lamkos u K° 2021. - 406 c. -
ISBN 9785394041525. - URL: http://biblioclub.ru/index.php?page=book red&id=684221 (zaTa o6palieHUs:
05.06.2022). - TeKCT : 3/IeKTPOHHBIH.

6.2 KupcanoBa, M. B. Kypc penonpousBopcTBa: [loOKyMeHTalMOHHOe o6GeclieyeHHe YIpaBJeHUs
y4ebGHOe mocobue JJisl CTYJLEHTOB BY30B, 06y4alLUXCs MO cnelquaibHOCTH "MeHemxmeHT" / M. B.
KupcaHoBa, 10. M. AkceHoB; HoBocH6. roc. yH-T 3KOHOMUKH U yIIpaBJIeHUSs. — 6-€ U3J,, UCIp. U JOII. —
MockBa : UHOPA-M, 2013. - 256 c. - (Boicuiee o6pasoBanue : BakanaBpuart). - Tekct :
HemnocpeACTBEHHbIH.

6.3 JlonoJiHUTe/IbHAA JUTepaTypa

1. Urnartos, B. I ['ocynapcTBeHHOe M MyHMLMIaAJbHOE yIpaBJeHHe: BBeseHue B cleLUaJbHOCTb.
OCHOBBI TEOPUU M OpraHU3al UM : yieGHOe ocobue Mo crenuanbHOCTH "[ocyZapcTBEHHOE U MyHULMIIAJIbHOE
ynpassieHue" / B. I. UrHaTtoB. - 3-e u3g. - MockBa : MapT, 2007. - 480 c. - (Yue6ubiéi Kypc). - TekcT :
HenocpeJCTBEHHbIN.

2. UBanoBa, H. 10. CocraBnenue u odopmienue aokymentoB / H. 10. UBaHoBa, E. b. PomaHoBa. -
CaHnkT-IleTepbypr : YHuBepcuTerT UTMO, 20109. - 78 C. - URL:
http://biblioclub.ru/index.php?page=book red&id=564013 (zaTa o6pamenus: 05.06.2022). - TekcT :
3JIEKTPOHHBIN.

3. I'BaeBa, U. B. [lenonpousBoactso / U. B. 'BaeBa, C. B. Co6aneBckuil. - Munck : Terpanurt, 2014. -
224 c. - ISBN 9789857067961. - URL: http://biblioclub.ru/index.php?page=book red&id=78519 (zara
o6paienus: 06.09.2020). - TeKCT : 3/JIeKTPOHHBIH.

4. TlonoBuy, E. JlokyMeHTalMOHHOe obecrneyeHue ymnpaBieHus mnepcoHasom / E. [lomoBuy ;
OpeHOYPrcKUii rocyiapCTBEHHBIN yHUBEPCUTET. — OpeHOYpr : OpeHOYPrcKUl rocyjJapCTBEHHbIA YHUBEPCUTET,
2014. - 112 c. - URL: http://biblioclub.ru/index.php?page=book red&id=259328 (maTta o6paujeHus:
05.06.2022). - TeKCT : 3JIeKTPOHHBIN.

5. CnuBak, B. A. /lokyMeHTHpOBaHHe yIpaBJeHYECKOH AesTeJlbHOCTH. [leJJonpor3BOACTBO : yyeGHOe
noco6ue / B. A. CnuBak. - CaHkrt-IleTep6ypr : Ilutep, 2007. - 240 c. - (Kpatkuit kypc). - TekcT :
HelnocpeJCTBEHHbIH.

6. Kopuees, U. K. OcHOBBI [e/0NpOM3BOJACTBA : YYeOHUK JJis CTYAEHTOB BY30B, 00YyYaOIUXCSA IO
HamnpaBJIeHUI0 MoJroToBKU "locymapcTBeHHoe W MyHUUunanbHoe ynpasiaeHue" / WU. K. Kopuees, A. B.
[Turenko. - MockBa : Akagemusi, 2016. - 240 c. - (Boiciee o6pa3oBanHue : BbakanaBpuart). - TekcT :
HenocpeJCTBEHHbIN.

6.4 MeToau4ecKasi juTeparypa

1. OcHOBBI [AeJONPOM3BOJCTBA : METOJMYECKHE MaTepHhaslbl K MNPAaKTUYECKUM 3aHATUAM U
CaMOCTOATEeJNbHONH paboTe A oOyvyawliuxcs HanpaBaeHuss nofrotoBkd 38.03.04 "locymapcTBeHHOe U
MyYHHUIMNIAJIbHOE ynpaBieHue", Bcex ¢opM o6ydyenus / Kysbacckuil rocyapCTBEHHBIH TeXHUYECKUN
yHuBepcuteT uMeHu T. ®. TopbadeBa ; Kadejpa rocysapcTBeHHOro M MYHMIIMIAJbHOTO yHpaBJeHHUS,
coctaButeabr O. A. HuxkuoopoBa. - Kemepoo : KysITy, 2021. - 41 c. - URL:
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http://library.kuzstu.ru/meto.php?n=10336 (gaTta o6pauienus: 07.06.2022). - TeKCT : 371eKTPOHHBIH.
6.5 IIpodeccuoHa/ibHBIE 6a3bl AAHHBIX M HHPOPMallIOHHbIE CIIPAaBOYHbIE CHCTEMbI

1. dnekTpoHHas1 GUGJIMOTEYHAs CUCTEMA «Y HUBEepCUTETCKasi 6UOIMoTeKa OHlalH» http://biblioclub.ru/
2. dyeKTpoHHas 6ubanoTeuyHas cucrtema «Jlaub» http://e.lanbook.com
3. . JNeKTpOHHada 6u6IUO
TekKa KysI'TY
https://elib.kuzstu.ru/index.php?option=com content&view=article&id=230&Itemid=229
4. dseKTpoHHas1 6UGIMOTeYHas cucteMa HOBOCHGUPCKOro rocyjapCTBEHHOT0 TEXHUYECKOT0

yHuBepcuTeTa https://clck.ru/UoXpv

5. CnpaBoyHas npaBoBas cuctema «KoncyaprantIlnoc» http://www.consultant.ru/

6.6 IlepyoanyecKkue U3JaHUA

1. Academy of Management Journal : )xypHaJs1 Ha aHIJI. 3. (IIe4aTHbIN)

2. BeCTHHK rocyJapCTBEHHOr0 U MyHULUNAJbHOTO YIPaBJIEHHUs : KyJIbTYPHO-NIPOCBETUTENbCKUH U
o6pa3oBaTeJbHbIN XKypHaJ (371eKTpOoHHBIN) https://elibrary.ru/contents.asp?titleid=33708

3. TocynapcTBeHHas BJIacTb U MECTHOE CaMOYyIIpaBJIeHHeE: )KYpHaJI (MevyaTHbIN)

4. TocymapcTBeHHas C1yx6a : HAyYHO-TMOJUTUYECKUM XKypHaJ (IevyaTHbIH)

5. Jlesonpou3BOACTBO : HHGOPMAMOHHO-IPAKTUYeCKUH XKypHaJI (Ie4aTHbIH)

7 llepeyeHb pecypcoB MH(POPMaNMOHHO-TEeJI€KOMMYHUKAIUOHHON ceTH «HHTepHeT»

3HOC KysI'TY:

a) JdnektpoHHasa 6ubauoreka KysI'TY. - TekcT: asekTpoHHbIH // HayuHOo-TexHUYecKas OUGIUOTEKA
Kys6acckoro rocyjapcTBeHHOTO TexHHU4YecKoro yHuBepcutera uM. T. @. ['opbaye-Ba : cailT. - Kemeposo, 2001
- .— URL: https://elib.kuzstu.ru/. - TekcT: 3JIeKTpOHHBIN.

b) HopTtan.Ky3I'TY : ABTomaTtusupoBaHHasg UHpopmanmonHas Cuctema (AUC) : [caiiT] / Ky3sbacckuit
roCyZlapCTBeHHbIH TexHUYecKUi yHuBepcuTeT uM. T. . Fop6aueBa. - Kemeposo : KysI'TY, [6. r.]. - URL:

https://portal.kuzstu.ru/. - Pexxum gocrtyna: ajs aBTOpU3. Mojb30oBaTe-Jed. — TeKCT: 3JIeKTPOHHbIH.

c) dnekTpoHHOe obydeHue : [calT] / KysGacckuil rocyZjapCTBEHHbIH TEXHUYECKUH yHUBepcUTeT uUM. T.
®. l'op6ayeBa. - KemepoBo : KyaI'TY, [6. r.]. - URL: https://el.kuzstu.ru/. - Pexxum pgocrtyna: assi aBTOpU3.
nosib3oBaTesied Kys['TY. - TekcT: aieKTpOHHBIN.

8 MeToauyeckue yKa3aHUs /JJid OOGYYalOIUXCS IO OCBOEHUIO AUCHUIUIMHBI "OCHOBBI
JAeJIONpou3BoACTBA"

CaMocTosiTesNbHasA paboTa o6yvawierocs ABJASETCA YaCTbI0 ero yueOHOH JesaTeJbHOCTH, 06 beMbl
CaMOCTOSITe/IbHOM pa6oThl MO AUCLHUIIJIMHE YCTAaHABIMBAIOTCS B y4eGHOM IJIaHE.

CamocTosiTesIbHasA paboTa Mo JUCLUIIMHE OPraHU3YeTCs CIeAy0IHUM 06pa3oM:

1. Jlo HayaJla OCBOEHHS AUCHHUIIJIMHBI 06yJaIoIeMycst He06X0AMMO 03HAKOMUTBCS C CO-JleprKaHUEeM
pa6oyeit nporpaMMbl JUCLUIIMHBL B CIeLYIOLIEM HOPsALKE:

1.1 comepkaHue 3HAHHUM, YMeHHH, HAaBbIKOB U (MJM) ONbITa NMPodecCHOHANbHON JAesATeab-HOCTH,
KOTOpble 6yAyT cGOpMHUPOBaHbI B IPOLECCe OCBOEHMUS;

1.2 conepkaHUe KOHCIEKTOB JIEKIMH, pa3MelljeHHbIX B 3JIeKTPOHHOH HHopMaLuoHHol cpese Kys['TY
B MOpsIIKe OCBOEHUS UCLUIJIMHBI, YKa3aHHOM B pa6oveil mporpaMme AUCLHUIMJIHHBIL;

1.3 coep>aHHe OCHOBHOM U JONOJHUTEJbHOHN JIUTEPATYPHL

2. B nepuoj; 0cBOeHMS AMCHUIJIMHBI 00Y4alOUMHACA OCYIeCTBASET CAMOCTOSITEJNbHYIO Pa-60Ty B
cleyoLleM HNOpsiAKe:

2.1 BbINOJIHEHHE MPAKTUYECKUX paboT U (U/IM) OTUETOB B MOPSAKe, yCTAaHOBJIEHHOM B pabouei
nporpamMme AUCLUHUIINHBI;

2.2 MOAroTOBKAa K ompocaM U (MJIM) TeCTUPOBAHHUIO B COOTBETCTBHUH C NMOPSAJKOM, yCTa-HOBJIEHHOM B
paboyeil nporpamMMme JUCLUIIINHBI;

2.3 MOArOTOBKA K NMPOMEXYTOYHOH aTTeCTalMU B COOTBETCTBHUU C NOPAAKOM, YCTAHOB-JIEHHOM B
pa6oyeit nporpaMme AUCLHUIMJIKHBI.

B ciydae 3aTpyAHeHUH, BO3HUKIIUX NPH BBINOJHEHUU CaMOCTOSITEJbHOM paboThl, o6ydarouieMycs
HEeOGX0AMMO OGpaTUTbCA 3a KOHCY/JbTalMed K MeJarornyeckoMy paGoOTHUKY. [lepuoabl HpoBeAeHUSs
KOHCYJIbTAllM}{ YCTAHABJIMBAKOTCA B PACIMCAaHUM KOHCY/IbTaLUH.
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9 IlepeyeHb UHPOPMALUOHHBIX TEXHOJIOTUI, HCNOJIb3yeMbIX MNPHU OCYLE€CTBJIEHHUH
oGpa30BaTeJIbHOr0 nmpouecca no gucuuiinie "OCHOBBI Ae/IONPOU3BOACTBA", BK/IKWYasA nepedyeHb
NpPOrpaMMHOro oéecne4yeHuss U MHGOPMAIMOHHBIX CIPABOYHbIX CUCTEM

J1s U3y4eHUs JUCLHUIIMHBI MOXKET UCI0Jb30BaThCA CJeyI0llee NPOrpaMMHOe o6ecrneyeHue:
. Mozilla Firefox

. Google Chrome

. 7-Zip

. Microsoft Windows

. ESET NOD32 Smart Security Business Edition

. Kaspersky Endpoint Security

. bpaysep CnyTHHK

N O Ul WIN =

10 OnucaHue MaTepUAJIbHO-TEXHUYECKOM 6a3bl, HEOGX0AUMOM AJIs1 OCyLLeCTB/IEHUS
o6Gpa3oBaTeJIbHOIO Npoliecca no AucuuIiiiHe "OCHOBBI JeJIoNNpou3BoAcTBa"

JJ1s peanr3aniiy mporpaMMbl y4e6HOM JUCLUMIMHBI IPELYCMOTPEHBI CllellHalbHbIe MOMEIeHUS:

1. [loMeleHUs [Jisi CAMOCTOSITEIbHON paGoThl 06y4YalOLUIMXCS JOJDKHBI OCHAllleHHble KOMIbIOTEPHOM
TEXHUKOH C BO3MOXHOCTbIO IIOJK/IIOUEHUS K ceTH &amp;amp;amp;quot;MHTepHeT&amp;amp;amp;quot; U
obecreyeHUeM JI0CTyNa K 3J1eKTPOHHOU MHPOPMaALlMOHHO-06pa3oBaTebHON cpefie OpraHu3samnuu.

2. Y4yeOHble ayAUTOPUH AJS NPOBeJeHUs] 3aHATHUH JIEKIMOHHOTO THIIA, 3aHATHUH CEMHUHApPCKOIro THIA,
KyPCOBOTO IPOEKTHUPOBAHHUs (BBIMOJIHEHHUS KYPCOBBIX paboT), TPYNNOBLIX U HHAUBUAYAJbHBIX KOHCYJIbTALUH,
TEKYILero KOHTPOJIS U IPOMEXYTOYHOH aTTeCTalHH.

11 UHblEe cBeeHUs U (UJIM) MaTepUaJIbl

1. O6pasoBaTe ibHBIN NpPOLECC OCYLECTBASAETCH C UCI0JIb30BaHUEM KaK TPAAUIMOHHBIX TaK U
COBpPEMEHHBIX HHTEPAKTUBHbBIX TEXHOJOTUH.

B paMKax ayAUTOPHBIX 3aHATUH NPUMEHAIOTCA CleiyIolie UHTePaKTUBHbIe METO/bI:

O pa360p KOHKPETHbIX IPUMEPOB;

O MyJIbTUMeAUHHAsA NIpe3eHTalusl.

2. [IpoBesieHMe TPYNNOBBIX U HWHAMBUAYAJbHBIX KOHCYJbTALUH OCYIIECTBASETCS B COOTBETCTBUHU C
pacnycaHieM KOHCYJ/IbTallMi 110 TeMaM, 3asBJIeHHbIM B paboyeil nporpamMMe AUCLUILIMHBIL, B INepUO[,
OCBOEHHUS JUCLUIIMHBI U IepeJ, IPOMEXKYTOUHOH aTTecTalell ¢ y4eTOM pe3yJbTaTOB TEKYILEero KOHTPOJISA.
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