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CTpyKTypa u coaepxanue THCHUILIAHbI

1. Ilenu W 331244 AUCHHUILIAHBI, €€ MeCTO B Y4eOHOM Mpouecce
Henbw wu3ydeHuss AHCHHNJIHHBI «OCHOBBI  JICTOMPOU3BOJCTBA B

rOCYy/JapCTBEHHOM M MYHHIMIAJIBHOM YIPABICHUW» SBISIETCS (POPMUPOBAHHE Y
CTYJECHTOB 3HAHWH TEOPETUUYECKUX W MPAKTHUYECKUX OCHOB CO3/JAHUS JOKYMEHTOB
VIPaBIEHUs, a TaKke NPUOOPETECHHE HABBIKOB TI'PAMOTHOW M 3(PQeKTUBHOMN
OpPraHM3allid  COBPEMEHHOIO  JEJIONPOM3BOACTBA HA TMPEANPUATHAX H B
OpraHM3aLHsIX.
3apauu:
W3YYCHHUE OCHOB JCTONMPOU3BOJCTBA, BUAOB U (PYHKUIMIA YIIPABICHUECKAX
JOKYMEHTOB B CHCTEME I'OCYJAPCTBEHHON U MyHULMIAIBHON CITY>KOBI,

W3YYCHHE  HOPMATMBHO-METOAMYECKOH  0a3pl  JEJIOMPOU3BOJICTBA,
OPUAMYECKAX OCOOCHHOCTEN (POPMHUpPOBaHMS JOKYMEHTOB B FOCYJAPCTBEHHON U
MYHHLHAMATIBHON CyKO0¢€;

YCBOCHUE OPraHU3alud JTOKyMEHTOO00pOTa M KOH(PUACHIMAIBHOCTA B
JEJIOMPOU3BOACTBE OPraHOB rOCYAAPCTBEHHOM U MYHULIMNIAJIBHOW BJIACTH,

O3HAKOMJICHHUE C SI3bIKOBBIMUA OCOOCHHOCTSIMH CITY>KEOHBIX JOKYMEHTOB.

2. MecTo aucuuiuiaabl B cTrpykrype OIIOII BO:

JucumnnuHa «OCHOBBI  JETONPOM3BOACTBA B TOCYHAPCTBEHHOM W
MYHHLIAMAJIBHOM YIPABICHUW» OTHOCHTCS K BAPUATHUBHOW 4acTH OOLIEHAYYHOTO
Omoka mucuumuiiH. HeoOXOAMMBIMU YCIIOBUSMH JJIi OCBOCHMS JIMCLUILIAHBI
SBJIIFOTCS. 3HAHME TEOPETUYECKMX W TPABOBBIX ACHEKTOB ACIIONPOM3BOJACTBA,
OCOOCHHOCTEN  CIIyKEOHBIX JOKYMEHTOB B CHCTEME TOCYHAPCTBEHHOW U
MYHHLIAMAIBHOW CITy>KObI; COCTaBAa M BHJOB YIPABICHUYECKUX JOKYMEHTOB,;
KYJIBTYPbl M 3THKH CIY>KEOHOW NEPENUCKH;, MPABUI COCTABJICHHS, OQOPMIICHHUS,
00paOOTKM M TPOABMKCHHS JOKYMEHTOB, YMEHHE COCTaBUTH M OQOPMHUTH
CITy>K€OHBIE TOKYMEHTBI B CHCTEME IFOCYIaPCTBEHHOW W MyHULMIAIBHOMN CITy>KOBI,
UCIOJIb30BaTh MOJYUYEHHBIEC 3HAHUS B TPOQECCUOHATIBHON ACITENTbHOCTH, HABBIKA
BJIQJICHUSI TPABOBBIMHM AaCHEKTAMM JIETOMPOM3BOJACTBA;, HABBIKAMH OQOPMIICHUS
CIIy’)KEOHBIX JOKYMEHTOB B CHCTEME TOCYJAPCTBEHHOW W MYHUUMIAIBHON
CITy>kObl, METOAAMH PAOOTHI CO CITYKEOHBIMHU TOKYMEHTAMH.

CopepxaHue  OUCLMIUIMHBL ~ SIBISIETCS  JIOTMYECKUM  MPOJOIDKEHUEM
COJEP)KaHUsl JUCUMIUIMHBI «Pycckmii  s3bIKk WM KyJapTypa peun B cdepe
npo(heCCHOHANTBHOW KOMMYHUKAaUMW», «PUTOpHKA W MacTepcTBO MyOIMYHBIX
BBICTYIUICHUHA TOCYJAPCTBEHHBIX CIIY>KAlMX» W CIIY>KHT OCHOBOHM sl OCBOCHUS
npodunbHBIX AUCHUAIIINH. Kypc « OCHOBBI A€TONPOM3BOACTBA B TOCYIAPCTBEHHOM
U  MYHHLMIAJBHOM YOPABICHUW» SIBISETCS HEOOXOIUMBIM JUIsl OCBOCHUS
YHUBEPCATBHBIX KOMIIETEHIINIA no HAMPABJICHUIO NOJATOTOBKH
38.03.04 'ocynapCTBEHHOE WM MYHULMIAIBHOE  YIPABICHUE, a  TaKKe
CaMOCTOSITENTBHOTO 3aHSATHUS CTYIEHTAMM HAYYHO-UCCIEA0BATENLCKOW paboTOil.



3. TpeGoBanus K

€3yJabTarTaM 0CBOCHHUSA COJEC

AKAHUA THCHUILTHHBI

Kon u HaumeHnoBaHue
KOMIIETEHIIUU

HWunnkaTopbl fOCTUXKEHUN
KOMIIETEHIINH (10 peatn3yeMoit
TUCITUTUINHE)

Ilepeuens nnaHupyeMsbIx
pe3yJbTaToB

OIIK-4. Cniocoben
pa3pabaThiBaTh MPOEKTHI
HOPMATHUBHBIX MPABOBbBIX
aKToB B cepe
npodheCCUOHATTbHON
IeATENIbHOCTH,
OCYLIECTBIISITh UX
MPaBOBYIO U
AHTUKOPPYITLIHOHHYIO
HKCIEPTHU3Y, OLEHKY
PEryIHpYOIIEro
BO3JI€HCTBUS U
MOCJIEICTBUNA IPUMEHEHHS],

OIIK-4.1. CamocTOATENBHO
pa3pabaTbiBaeT MPOEKThI
HOPMATUBHBIX MPABOBLIX aKTOB B
COOTBETCTBUH C IPOdHIIEM
cBOei npodeccroHabHOMI
TeSITeIbHOCTH.

OIIK-4 2. OcyuecTBisieT
AAMUHHUCTPATUBHBIC ITPOLIECCHI,
BBIABJIACT OTKJIOHCHUA U
MPUHUMAET KOPPEKTUPYIOIIUE
MepbI Ha OCHOBE COBPEMEHHOT'O
AHTUKOPPYILIMOHHOTO
3aKoHoOnarenbcTBa Poccuiickoi
denepaun.

3Hath: PyHOaAMEHTAIbHBIC
npoOJIeMbl COBPEMEHHOMN
TEOPHHU U MPAKTHKH
JEJIONIPOU3BOACTBA,

YMeThb: OCYLIECTBISTH BEIOOP
HHCTPYMCHTAJIbHBIX CPEIOCTB
st 00paboTKKM JaHHBIX B
COOTBETCTBHHU C
MOCTaBICHHOHN 3a/1a4uei,
aHAJM3UPOBATh PE3YJIbTATHI
COCTaBJIEHUS 1 OPOPMIICHHS
JOKYMEHTOB,

Brnanets: HaBbIKaMu
MIPUHSTHUS YIPABJICHUECKUX
PELIEHUN B yIPaBJIECHYECKOMN

cepe.
[IK-12. Cniocoben [IK-12.1. OcymecTBusieT 3HaTh. OCHOBHBIE CITOCOOBI
OCYHIECTBIIATD AAMUHHUCTPATUBHBIC IPOLUECAYPHL, | OCYLICCTBIICHUSA
TEXHOJIOTHYECKOe obecrieunBarom e BepUpUKALNU U
obecrieueHne cimyxeOHO NPEIOCTaBIICHUE CTPYKTypHU3aLIUU
INEATEJIbHOCTH rOCyIapCTBEHHBIX U uH(pOpMaLUH, TONy4aeMOH 13

CHenHaIucTOB (TI0
KaTeropusIM U IpyIiram
TOJKHOCTEH
roCyJapCTBEHHOM
IPaKIAHCKOHN CITy>KObI U
MYHULIUTIAJTBHOU CITYKOBI).

MYHULIMIIAJIbHBIX YCIYT B
COOTBETCTBUHU C
3aKOHOAATeNbCTBOM Poccuiickoi
denepaun.

IIK-12.2. UuTErpUHpYyET B
NeSITeNIbHOCTD MOAPa3eIeHUs
NOJIOXKEeHUs (PenepasbHOrO U
PErnOHAIBLHOTO
3aKOHOAATENIbCTBA, UHCTPYKLIUU
1 HOPMAaTUBBIL.

IIK-12.3. Cobmonaer
aAMUHHUCTPATUBHBIE PETJIAMEHTBI
OpPraHOB rOCyIapCTBEHHOU
Biactu Pocculickoin @eaepaunu,
OpPraHOB rOCyIapCTBEHHOU
BJacTu cyOnpekToB Poccuiickoi
®enepanun, OPraHoB MECTHOTO
camMOyTpaBlieHus,
roCyJapCTBEHHBIX U
MYHULIMINAJIbHBIX NPEANPUATUI
U YUPEKICHUN

Pa3HbIX NCTOUHUKOB

YMeTh: NPUMEHSITh HABBIKU
NOUCKa UH(POPMAIIUH, 3aITUTHI
uHpopmauuy,

Bnaners:

HaBBIKAMH HCIIOJIb30BAHMS
BepUpUKALNHN U
CTPYKTypHU3aALIUU
uH(pOpMaLUY, ITONy4aeMOoH 3
Pa3HBIX HCTOYHHUKOB.

IIK-13. CriocobeH BecTH
JEeNONPOU3BOICTBO,
HCITIOJIB30BATHE MCXAHN3MbI
BHYTpI/IBeI[OMCTBeHHOFO nu
MEXKBECIOMCTBCHHOI'O
JOKYMEHTO0OOpoTA.

[IK-13.1. OcymecTBasier
NesITeIbHOCTD,
00ecreunBarOIIyIO
IOKYMEHTHPOBAaHUE,
IOKYMEHTOOOOPOT, OIIepaTHBHOE
XPaHEHUE U UCTIOIh30BAHHE

3HaTh. OCHOBHBIC UCTOYHUKH
u criocoObI cOopa u
obobmenus nadopmarmy, a
Takxe 00padOTKM JaHHBIX A
MIPUHSATHUS PELICHUH B CUCTEME
rOCYAapPCTBEHHOT'O




IOKYMEHTOB B chepe
roCyAapCTBEHHOTO U
MYHUIUITIAJIBHOT'O YIIPABJICHUS.
[IK-13.2. OcymecTBasieT
AOKYMECHTAITUOHHOC U
OpPTaHHU3allUOHHO-TEXHUYCCKOC
obecreueHre COBEIAaHUM,
3aceaHuil

yIPaBJICHNUS,
METO/BI M IPUEMBI aHAITU3a U
CHHTE3a HHpOpMaLuy,

YMeTh: KPpUTHYECKHU
OLICHUBATh PE3YJIbTAThI
aHanmm3a HHQOPMALUH U
pe3yJbTaToB 00paboTKH
JAHHBIX; 00001aTh
UH(POPMALIHIO, TTOTYYaEMYIO
U3 Pa3HBIX HCTOUHHUKOB,

Brnagets: npuemMaMu OLIEHKH
WH(POPMALIUN U MIPUHSITHS HA
€€ OCHOBE KOHCTPYKTHUBHBIX
pELIEHUI;, HaBbIKaMHU
AHAJTUTUYECKON IeATEIbHOCTH
B chepe rocy1apCTBEHHOTO U
MYyHULUTIAJIbHOTO
yIpaBJICHUS.

IIK-14. Cniocoben
MPUMEHATb TEXHOJIOTHU
CTPaTEern4ecKoro,
TEKYILEro U ONEepPaTUBHOIO
KOHTPOJIsl, IPUMEHATH
cpencTsa KOHTPOJIs
UCIIOJTHEHUSI TPeANNCaHNN
PELIeHUI U IPYTrux
pacnopsiAUTEIbHBIX
JOKYMEHTOB.

2

[IK-14.1. OcymecTBasier
OTZEJIbHBIE BUIbI KOHTPOJIBHO-
HAJ30PHBIX MEPONPUATHH.
[IK-14.2. Ucnionb3yeT METOABI U
TEXHOJIOTUH KOHTPOJIS
WCIIOJIHEHUS] HOPMATHBHBIX
MIPaBOBBIX AKTOB.

IIK-14.3. Ilpumensier cpeacTea u
METObI OLIEHKH Ka4eCTBa
YIIPABJIEHYECKUX PELIECHUN.

3HaTh. OCHOBHBIE THITHI
HUCTOYHUKOB, OCOOEHHOCTH U
pOoOJIEMBI HCTIOTB30BAHMS
Pa3NUYHBIX HCTOUHHUKOB
uH(pOpManuu 1o npodieMam
rOCyJapCTBEHHON CUCTEMBI
yTpaBJIeHuUS,

YMeTh: CTPYKTYpPUPOBATH
UH(POPMALIHIO, TTOTYyYaEMYIO
U3 Pa3HBIX HCTOUYHUKOB,
71aBaTh CPAaBHUTEIBHYIO
XapaKTEPUCTHKY PAa3TUIHBIX
UCTOYHUKOB MH(OPMALINH T10
npobyieMaM roCyIapCTBeHHON
CHCTEMBI YIIPABJICHUSI.

Bnaners: mpuemamu
BepUpUKALNHN U
CTPYKTYpPHUPOBaHUS
uHpOpMaINU IPU
OCYIL€CTBJIEHUHU
KOHCYJIbTALIMOHHOHN U
AHAJIUTUYECKON
JESITEJIbHOCTH.

4. CTpyKTYpa " coAepKAHNE JUCHUILTHHBI

4.1. O0bem y4eOHO# AUCHUIIMHBI U BHABI Y4eOHOH padoThI

Bux yueGHoii paGoTsi O6bem uacos (3a4. en.)
QOunas dopma 3aounas dopma
O0wman yueOHast Harpy3Ka (Bcero) 144 -
(3 3au4. en)
Oo0s3aTesibHAst KOHTAKTHASI padoTa (Bcero) 51 -
B TOM YHCJIC:
Jleximn 34 -




CeMHHApCKHE 3aHATHS 17 -

IlpakTiteckue 3ausTrs - -

JlaGopartopHbie paboThI - -

Kypcosas paGora (KypcoBoii MPOeKT) - -

Hpyrue dhopmet u METObI OpraHu3auu - -
00pa30oBaTeIbHOrO mpouecca (pacvemuo-epaduueckue
pabompi, IHIUBUAYAJIBHBIC 3a0aHUS U M.1.)

CamocrositenibHasi padoTa cryaeHTa (Bcero) 93 -

dopma arrecraumu 3aUCT C OLICHKOU -

4.2. Coaep:xanue pa3aejoB IMCHUILIHHBI

TEMA 1. JTanbl CTAHOBJICHUSA JCJI0NPON3BOACTBA. OCHOBHBIC MOHATHS
AEJIONPOU3BOACTBA.

3apoKAcHAE JEJOMPOU3BOICTBA. [TonsTue JEJIOMPOU3BOJICTBA.
Jlemonpon3BOACTBO B pasiuuHbie 3M0XH. OpraHu3anusi padoThl ¢ JOKYMEHTAMH.
@opMBl  OpraHM3auMy  JIENONpoM3BOACTBA. (CucTeEMa  JOKYMEHTALIMOHHOTO
obecneueHus!.

TEMA 2. IIpenmer, coaepkanue, 3aaa4m Aejonpou3soacrea. Ilonsarus
«uHpOpMaALHU», «IOKYMEHT» MU  «IOKYMEHTALHMOHHOe ol0ecneyeHue
roCyAapCTBEHHOI0 YIIPABJICHUS.

[Ipeamer w  comepskaHme  AEnONPOM3BOACTBA.  OCHOBHBIE — 3a7a4u
Aenonpon3BoaAcTBa. COOTHOUICHHE TMOHATHH «HH(POPMALUS» M «IOKYMEHT).
HNHpopmanmoHHBIE CBA3M W JTOKYMEHTOMOTOKH. JIOKYMEHT, OCHOBHBIC TOHSTHS,
CcnocoObl  TOKyMeHTHUpoBaHus.  DyHKIMM  JoKymMeHTa.  Krnaccudukarus
JNOKyMeHTOB. HopmaruBHas 6a3a AeTOnpoOr3BOICTBA.

TEMA 3. Cnoco0bl JOKYMEHTHPOBAHUSI M COBPEMEHHbIC HOCHTEH
HHPOpMALMH B [IOKYMEHTALIHMOHHOM OO0€CIEe4YeHHH TOCYAAPCTBEHHOIO
yIpasBJIeHHSI.

OnpeneneHne «HOCUTENM MHQGOPMALMWY, 3BOJIOLUS MOHITHS «HOCHTEIH
uHpopmanmmy. OnpeaeneHuss OyMaKHBIX, ayAMOBH3YaJIbHBIX, SJEKTPOHHBIX
H

0
c TEMA 4. 3akoHoaarejibHOE M HOPMATHBHO-METOANYECKOE
peryjupoBaHue JOKYMEHTAIIHOHHOT0 o0ecme4YeHHs] TOCYyJapCTBEHHOI0
ynpasJieHUS.

e CTpyKTypa 3aKOHOJATENIBHOW M HOPMATHBHOM Oa3bl JTOKYMEHTAIMOHHOTO

a0ecreyeHns: TOCYIaPCTBEHHOTO yripaeiaecHus. HopMaTMBHO-METOAMYECKUE AKTHI
AOKYMEHTALIMOHHOTO O0ECNEUYEHUST TOCYJAPCTBEHHOTO YIPABICHUS: HHCTPYKIIMH,
fipaBuna. CoBpeMEHHAss HOPMATUBHO-METOANYECKAs 0a3a A€I0NPONM3BOACTBA.
TEMA S. Crangpapruzanusi B JIOKYMEHTAllHOHHOM 0O0OeCIe4eHuH
FOCYAAPCTBEHHOI0 YIIPABJICHHSA.
H KoHuenumm  JOKYMEHTALIMOHHOTO  OOECHEYECHUsT  TOCYAAPCTBEHHOTO
ynpaBncHus. YHUQUUMPOBAHHBIE CHCTEMBI JOKyMEHTAUMW. llenb, Ha3HaueHwHe,
OOCTaB JECHCTBYIOIIMX YHU(QUUUPOBAHHBIX CHCTEM JOKyMeHTauuu. Cucrema
praccupukaropoB uHpopmanu. CTaHIAPTHl YIPABIEHUS JOKYMECHTAMH.

M TEMA 6. CoBpeMeHHbIE TpeOOBaHUA K OpPraHU3anMuHU
AOKYMEHT0000pOTA.

11

u

41




TpeboBaHuss K OpraHu3alMl JOKYMEHTOOOOPOTA: TIOHATHE U  COACPIKAHUE
JOKYMEHTAIBHOTO oHaa. [[pUHIMIBI OpraHu3almuu JOKYMEHTO000POTa, MPUEM

W nepBUYHas 0O0padOTKAa MOCTYMAIMMX JOKYMEHTOB. OpraHu3anms padoThl C
OTIPABIAEMBIMU  AOKyMEHTaMH. (OCOOCHHOCTH PadOThl C  BIEKTPOHHBIMH
JOKYMEHTAMH.

TEMA 7. Opranusanusi XpaHeHHus1 JOKYMEHTOB B 1eJIONPOU3BOACTBE.

Homenknarypa pen. lloHAtHe «mnepedyeHb HOKYMEHTOBY». llepeynu
JOKYMEHTOB CO CpOKaMu XpaHeHus. OpraHm3auus padoTbl ¢ JOKYMEHTAMH IO
NOJrOTOBKE K apXWBHOMY XPAaHEHHUIO. CPOKH XPaHEHUS U OOECIEYCHUE EAMHCTBA
OTEPATUBHOIO XPAHCHHS U aPXUBA.

TEMA 8. Oprasmsanusi aocryna K JAOKyMeHTaM. JIOKyMeHTBI
OrPAHNUYEHHOI0 JOCTYyNA.

JIOKYMEHTHPOBAHUE KOH(pHICHIMAITBHON uH(popmanum: COCTaB
KOHQUICHIMAIBHBIX  JOKYMEHTOB, OQOPMJICHHE M  YYET  HOCHUTENEH
KOHpUuAeHIMaNbHOH WH(popManuu. J[OKYMEHTBI  OrPaHMYEHHOIO  JOCTYIIA.
Kareropun JIOKYMEHTOB OTPaHUYEHHOIO JOCTYyIIA. IToaroroBka
KOHQUIECHIMAIBHBIX JOKYMEHTOB K APXMBHOMY XPAHCHUIO, PEKUM XPAHCHUS,
YHUUYTOXXCHHE KOH(PUACHINATIBHBIX TOKYMEHTOB.

TEMA 9. Cocrasienue u opopMiieHHe OCHOBHBIX BHAOB TOKYMEHTOB.
TexHos0rust paGoThI € JOKYMEHTAMM.

CoctaB pEKBU3MTOB JOKyMEHTOB. IlpaBuna oQOpMIICHHS PEKBU3HUTOB
JOKyMEHTOB. TpeboBanus Kk OnaHkaMm AOKyMEHTOB. OOLIMe mpaBuiia PerucTpaluu
NOKyMeHTOB. KoHTpone paboTel ¢ JOKyMeHTaMH. MeXAyHapOAHBIA OMNBIT
OpraHu3aLyy AeIONPOU3BOICTBA.

4.3. Jlekuun
Ne Hazpanue Tembl O0bem yacos
n/n Ounasn OuHo- 3aounasn
¢opma 3a04HAsA ¢opma
¢opma
DTtanbl CTAHOBJICHUS JeJIOPOU3BOJICTBA. 4 - -
L OcHOBHbIE OHATHUSA AENONPOU3BOACTBA
IIpenmer, COonepKanue, 3a1a4n 4 - -
5 nenonpousBonctea. lloHstust  «uHDOpPMALIHSY,
«TOKYMEHT» u «JIOKYMEHTALIMOHHOE
obecrneueHne ToCyJapCTBEHHOTO YITPABJICHUS)
CrocoObl TOKYyMEHTHUPOBAaHUS U COBPEMEHHBIC 4 - -
3. HOCHTENTH WH(pOpPMAMK B JOKYMEHTAIMOHHOM
obecreueHn ToCyIapCTBEHHOTO YITPABJICHUS
3aKkoHOMATEbHOE W HOPMATUBHO-METOIUYECKOE 4 - -
4. peryimpoBaHue JOKYMEHTALMOHHOTO
obecreueHus: ToCyIapCTBEHHOTO YIIPABICHUS
5 CrannapTuzauus B JTOKYMEHTAITHOHHOM 4 - -
' obecrneueHn ToCyIapCTBEHHOTO YITPABIICHUS
6 CoBpemennble  TpeOOBaHUSI K  OpraHH3aIUH 4 - -
' JOKYMEHTO000poTa
7 Opranmzanuss ~ XpaHeHHs]  JOKYMEHTOB B 4 - -
JIEJIOTIPON3BOICTBE




g Opranmuzanus nocTyna K JOKYMEHTaM. 4 - -
' JIOKyMEHTBI OrPaHUYE€HHOTO AOCTyINa
CocraBnenue u odopmiieHHEe OCHOBHBIX BHIOB 2 - -
9. JOKYMEHTOB. Texuonorus paboTsl c
JOKYMEHTaMH
Hroro: 34 - -
4.4. IlpakTnyeckue (CeMUHAPCKHE) 3aHATHSI
Ne Hassanue Tembl O0nem yacos
n/n QOunasn QuHo- 3aounas
¢opma 3a04HASA ¢opma
dopma
| DTansl CTAHOBJICHUS JeJIONPOU3BOICTBA. 2 - -
' OCHOBHBIE IOHSITHS AEIOMPOU3BOACTBA
IIpenmer, COonepKanue, 3a1a4u 2 - -
5 nenonpousBonctea. IlonsTust «uHGOpMAHS,
«TOKYMEHT» u «TOKYMEHTaLIMOHHOE
obecredeHne rocyIapCTBEHHOTO YITPABICHUS
Crocobbl TOKYMEHTHUPOBAHHUSI U COBPEMEHHBIE 2 - -
3. HOCUTENM WHOOPMALMU B JOKYMEHTAIMOHHOM
obecrnedyeHnr ToCyIapCTBEHHOTO YIIPABJICHUS
3akoHOAATENIbHOE U HOPMATUBHO-METONMYECKOE 2 - -
4. peryJaupoBaHue JOKYMEHTALMOHHOTO
obecredeHus rOCyIapCTBEHHOTO YIPaBJICHHUS
5 Crannapruzauus B JOKYMEHTALMOHHOM 2 - -
' obecrnedeHny ToCyIapCTBEHHOTO YIIPABICHUS
6 CoBpemenHble TpeOOBaHHS K OpraHU3aIlUU 2 - -
' JOKYyMEHTO000pOTa
7 Opraamzanuss ~ XpaHeHUs  JOKYMEHTOB B 2 - -
J€JIONPON3BOJCTBE
g Opraamzauuss  [OCTynma K JOKYMEHTaM. 2 - -
' JIOKYMEHTBI OrpaHUYEHHOIO JOCTYa
CocraBienre U opopMIICHHE OCHOBHBIX BHIOB 1 - -
9. JOKYMEHTOB. Texuonorus paboThI c
JOKYMEHTaMH
Hroro: 17 -
4.6. CamocTosiTesibHast padoTa CTYACHTOB
Ne Hassanue Tembl Bux CPC Oo0bem uacos
n/n QOunasn QuHo- 3aounas
¢opma 3a04Hast ¢opma
¢opma
Iloaroroeka K
NPAKTUYCCKUM  3aHATUAM,
CaMOCTOATE/IBHBIM  TOUCK
3TaHbI CTAHOBJICHUS HUCTOYHUKOB Hay4YHO-
1 JENONPON3BOACTBA. TEXHUUECKOU 10 ) )
OCHOBHBIC TIOHITHS nH(OPMALIUH, TMOATOTOBKA

ACJIONIPOU3BOACTBA. OTBCTOB Ha

MPCACTABICHHBIC BOMPOCHI
B Buac pedeparos, 3¢Ce,
BBICTYILIEHUN, JOKJIAJ0B.




IIpenmer, coaepxanme,
3a1a4H AEIOTPON3BOACTEA.
[Monsarus «urbpopMarms,
«IOKYMCHT» U

Iloaroroska k
MPAKTHYCCKUM 3aHATHIM,
CaMOCTOSATCILHBIN OUCK
HICTOYHUKOB HAYIHO-
TCXHHICCKOM

IOKYMEHTAIAOHHOS uH(OPMALIUH, TOATOTOBKA 10
obecrieucHue OTBCTOB HA
roCy IapCTBEHHOTO MPEACTABICHHBIC BOTIPOCHI
VIIPaBICHUSI B BUAC pedepaTos, 3cce,
BBICTYILIEHUN, JOKJIAJ0B.
Iloaroroeka k
MPAKTHUCCKUM 3aHSITHSM,
Crocobmt CaMOCTOSTCIBHBIN TIOUCK
AOKYMCHTHPOBAHI 1 | HCTOYHMKOB HAy4HO-
COBPECMCHHBIC  HOCHUTCIIH N
S 5 | TEXHIIECKOI
JIOKY MCHTAIHOHHOM uH(pOPMALIUH, MOATOTOBKA 10
obecreUcHUH OTBCTOB Ha
roCy IapCTBEHHOTO MPEACTABICHHBIC BOTIPOCHI
YIPABICHUS B BuJE pedheparos, 3cce,
BBICTYILIEHUN, JOKJIAJ0B.
Iloaroroeka k
MPAKTHUCCKUM 3aHSATHSM,
3aKoHOAATeIBHOE U CaMOCTOSTCIBHBIN TIOUCK
HOpMaTHBHO- UCTOYHHMKOB HAYYHO-
METOAMYUCCKOC o
peryIHpOBaHHe TEXHHUICCKOM
JIOKY MCHTAIHOHHOTO uH(pOPMALIUH, MOATOTOBKA 10
obecneueHns OTBCTOB Ha
roCy IapCTBEHHOTO MPEACTABICHHBIC BOTIPOCHI
VIIPaBICHU B BUAC pedepaTos, 3cce,
BBICTYILUIEHUN, JOKJIAJ0B.
Iloaroroeka k
MPAKTHUCCKUAM 3aHSITHSIM,
CaMOCTOSTCIBHBIN TIOUCK
Crasgaprusanus B | HCTOUYHHKOB HAYYHO-
JOKYMEHTAILHOHHOM TEXHHUICCKOMH
obecneueHNn UH(pOPMALIUH, MOATOTOBKA 10
rOCyIapPCTBCHHOTO OTBETOR HA
YHPaBICHHA. IPEACTABJICHHBIC BOIIPOCHI
B BUZC pedepaTos, 3cce,
BBICTYILIEHUN, JOKJIAJ0B.
Iloaroroeka k
MPAKTHUCCKUAM 3aHSATHSM,
CoBpeMeHHbIC TpeGoBaHus | CAMOCTOATETBHBIH TIOMCK
K OpraHu3anyy | HICTOYHMKOB HAYyYHO- 10
JOKYMEHTOO00pOTA TEXHUYECKOH

nHGpOPMALTUH, IOATOTOBKA
OTBCTOB Ha




MPCACTABICHHBIC BOMPOCH
B BUAC pedepaTos, 3cce,
BBICTYILIEHUN, JOKJIAJO0B.

Opranuszarus XPAHCHUS
JOKYMCHTOB B
JICTOTIPOU3BOICTEC.

Iloaroroeka k
MPAKTHUCCKUAM 3aHSATHSM,
CaMOCTOSTCIBHBIM TIOUCK
HWCTOYHUKOB HAYYHO-
TCXHHICCKOM
nHpOPMALUH, TOATOTOBKA
OTBETOB Ha
MPCACTABJICHHBIC BOPOCH
B BUAC pedepaTos, 3cce,
BBICTYILIEHUN, JOKJIAJ0B.

Opranuzamus  goctyna K
JOKyMCHTaM. JlOKYMEHTHI
OTPAHUYCHHOTO TOCTYIIA

Iloaroroeka k
MPAKTHUCCKUM 3aHSATHSM,
CaMOCTOSTCIBHBIN TIOUCK
WCTOYHUKOB HAYYHO-
TCXHHICCKOM
nHpOPMALTUH, TOATOTOBKA
OTBETOB Ha
MPCACTABJIICHHBIC BOPOCH
B BUAC pedepaTos, 3cce,
BBICTYILIEHUN, JOKJIAJ0B.

10 -

CocraBneHue u
odopmIicHHE OCHOBHBIX
BHIIOB JOKYMCHTOB.
Texunomoruss  paboTel €
JOKYMCHTAMH

Iloaroroeka k
MPAKTHUCCKUAM 3aHSATHSM,
CaMOCTOSTCIBHBIN TIOUCK
HWCTOYHUKOB HAYYHO-
TCXHHICCKOM
nHpOPMALTUH, IOATOTOBKA
OTBETOB Ha
MPCACTABJICHHBIC BOPOCH
B BUAC pedepaTos, 3cce,
BBICTYILUIEHUN, JOKIAJ0B.

11 -

10

3adeT ¢ OLUEHKOMU

Hroro:

93 -

4.7. KypcoBbie

padoTHI/IPOEKTHI 1O

AHCHHUILIHHE

«OCHOBBI

AEJIONMPOU3BOACTBA B TOCYJAPCTBCHHOM M MYHHIHMIAJIbHOM YNPABJICHUN» HE
NMPEANnoJaAranTcs Y4eOHbIM IIAHOM.




5. O0pa3oBare/ibHBIC TEXHOJOTHH

[IpenomaBaHue AUCUMIUIMHBI BEACTCS C MPUMEHEHUEM CIICAYIOIIUX BUIOB
00pa30BaTENbHBIX TEXHOJIOTHI:

TPaJAULIMOHHBIE O0BACHUTENbHO-HJUTFOCTPATUBHBIC TEXHOIOTHH,

TEXHOJIOTMH MPOOAEMHOro OOYyYEHHMs, HAMPABJICHHbIE HA Pa3BUTHE
NO3HABATENIbHON AKTMBHOCTH, TBOPYECKOW CAMOCTOSITEIIBHOCTH CTYICHTOB,;

TEXHOJIOTHHM Pa3BHBAIOIICTO OOYYEHHWs, TMO3BOJSIOMME OPUEHTHPOBATh
y4eOHBIA MPOLECC HA MOTEHIUAIBHBIE BO3MOKHOCTH CTYIECHTOB, UX PEaTU3aLUI0
Y PA3BUTHE,

TEXHOJIOTMH KOHLIIEHTPUPOBAHHOTO OOYUCHUS,

TEXHONOTMH U (PPepeHIMPOBAHHOIO 00YYCHMS,

TEXHOJIOTMH aKTHBHOTO (KOHTEKCTHOTO) O0YUYEHUSI.

MakcumanbHas 3Q(EKTUBHOCTh MEAATOTUYECKOTO MPOLECcca JOCTUTACTCS
NyTEM KOHCTPYMPOBAHHUS ONTUMAIBHOIO KOMIUIEKCA NEAArOTUYECKUX TEXHOIOTHI
W (AIM) WX DJJIEMEHTOB HA JIMYHOCTHO-OPUEHTHPOBAHHOMW, NEATEIBHOCTHOM,
JUATOTUYECKOW OCHOBE M MCIOIB30BAHUS HEOOXOAMMBIX COBPEMEHHBIX CPEICTB
0Oy4YeHHSI.

6. ®OpMBbI KOHTPOJISI OCBOCHHS THCIUTLIAHBI

Texkyias arrectanusi CTYJIEHTOB MPOU3BOAMUTCS B AUCKPETHBIC BPEMCHHBIC
WHTEPBAJIBL JICKTOPOM W MPENOJABATEIEM(IMU), BEAYIIMMH MPAKTHYECKUE
3QHSTHS [0 TUCUUIUIMHE B CIEAYIOMUX popMax:

BOMPOCHI JJ11 00CYKACHUS (B BUJE TOKIAJ0B U COOOIICHUIA ),
KOHTPOJIbHBIE Pa0OTHI,

TBOPUYECKHE 3aJaHUS;

TECTBIL.

[TpoMexxyTo4yHasl arTecTallMd MO Pe3yjbTaTaM OCBOCHHS AUCLMIIIAHBI
OPOXOAUT B (POPME YCTHOTO/MUCBMEHHOTO 3aueTa (BKJIFOYAET B ¢€0sl OTBETHI HA
TEOPETUYECKUE BOMPOCHI M OTBETHI HAa TECTOBbIC 3adaHus). CTyIEHTHI,
BBINIOJTHUBIIHAE 75% TEKYINMX W KOHTPOJBHBIX MEPONPUSATHI HA «OTIMYHOY», a
ocTabHbIE 25 % Ha «XOPOLIO», AIMEIOT MPABO HA MOJYUYEHUE HTOTOBOM OLIEHKH.

B 53K3aMEHallMOHHYI0 BEIOMOCTh W 3QUETHYH) KHWKKY BBICTABIISIOTCS
OLICHKH MO LIKAJIE, MPUBEACHHON B TaOIMIIE.

[ITkama oreHuBaHUA XapakTepuCcTUKa 3HAHU [TpeAMETa U 3aueTsl
(9K3aMEH) OTBETOB




oTIH4HO (5) Crynent riyOOKO U B MOSTHOM 00BbEME BIIaeeT
NpOrpaMMHBIM ~ MaTepHajoM. [ paMOTHO,
HCUYEPIbIBAIOIE M JIOTHYHO €ro u3jaraer B
yCTHOH winn mucbMeHHOH ¢opme. Ilpu stom
3HAeT PEKOMEHIOBaHHYIO JUTEPATYPY,
NPOSIBJISIET TBOPYECKHI MOIXOA B OTBETaX Ha
BOMPOCHl W TPaBWIbHO  OOOCHOBBIBAET
NpPUHSITBIE  PELICHHs,  XOPOLIO  BJafeeT
YMEHUSIMM ¥ HAaBbIKAMH TPH  BBITIOJIHEHUH
NPAKTHYECKHX 3a7a4.

xoporo (4) CTyneHT 3HaeT MPOrpaMMHBIN MaTtepuai,
IPaMOTHO M IO CYTH HM3JIaraeT €ro B YCTHOU
WIH MUCbMEHHON bopme, JOTyCcKast
HE3HAUNTENIbHbIE HETOYHOCTHU B
YTBEPIKACHUAX, TPAKTOBKAx, OMpENeNIeHusAxX u | 3a49TCHO
KaTerOpusiX WIM HE3HAUYUTENIbHOE KOJMYECTBO
omubok. IIpu 3TOM Brameer HEOOXOAMMBIMU
YMEHUSMH UM HaBBIKAMH TIPH  BBITIOJHEHUH
NPAKTUYECKHX 3a/1a4.

YIOBIETBOPUTENBHO (3) Crygent 3HAET TOJIBKO OCHOBHOM
MPOrPaMMHBIHA MaTepHa, JOIyCKaeT
HETOYHOCTH, HETOCTATOYHO 4ETKHE

(bOPMYJIHPOBKH,  HEMOCIENOBATEIBHOCTh B
OTBETaxX, M3JlaraéMblX B  YCTHOM WU
nucbMeHHON ¢opme. IIpu 3TOM HEmOCTATOYHO
BJIAZie€T YMEHUSIMH U  HaBBIKAMU  IIPH
BBITIOJIHEHUH NIPAKTHYECKUX 3anad. Jlonmyckaer
10 30% ommOoK B U3/IaraeMbIX OTBETaX.

HEYIOBJIETBOPUTENBHO (2) CTyneHT He 3HaeT 3HAYUTEJNBbHOM YacTu
mporpamMmHOro  marepuana. Ilpu  stoMm
NOMYyCKAeT MPUHUIUMHUANbHBIE OMMOKH B
NIOKA3aTeNIbCTBAX, B TPAKTOBKE TMOHATUH U
KaTeropuii, MNpOSIBIAET HUZKYK KYJBTYpPY | HE 3a4TEHO
3HAHWH, HE BJIAJICET OCHOBHBIMH YMEHUSIMHU U
HaBbIKAMHM TMPU BBITOJHEHUH MPAKTUYECKHUX
3anad. CTyIEeHT OTKa3blBaeTCs OT OTBETOB Ha
JOMNOJIHUTEJIbHBIE BOPOCHL

7. Y4eOHO-MeTou4ecKoe 7| HH(POPMALHOHHOE o0ecnieyeHue

AUCHHUIVIMHBI
a) OCHOBHAS JINTEpPATypa:

1. bacakoB M.M. CrnipaBOYHUK KaJpOBUKA: JOKYMEHTHPOBAHUE KaAPOBOM
padoret / M.M. bacakoB. — PocroB H/[|: ®enmkc, 2010. — 382 c. -
(ITpodeccronanbHOE MacCTEPCTBO)

2.baxapes A.P. KagpoBoe aeno anst HoBuukoB [Teker]| / A.P. baxapes, O.A.
KoBaneBckasd. — 2-¢ uzn., ucnp., nepepad. — HoBocubupck: Cud. yHHUB. U3/-BO,
2007. — 406 c. — (Cepus «KaapoBuky)

3. beikoBa T.A. JlokyMeHTalIMOHHOE  OOECIEYECHHE  YIPABIECHUS
(1enonpon3BOJCTBO): yued. mocodue jyis ctyacHToB By30B / T. A. breikosa, T. B.




Kysnenora, JI. B. Cankuna ; moxg oou. pen. T. B. Kysnemnosoil. — 2-¢ u3n.,
nepepad. u gon. - M. : MHOPA-M, 2015. -304 ¢

4. I'ycarnukosa J1I.E. KagpoBsiii yuet ¢ myns: [Ipaktrnaeckoe nocodue / J1.E.
I'yearaukoBa. — M.: M3parenscko-Toproeas kopnopanus «Jlamkos u Koy, 2010. —
216 c.

5. KoMnbroTepHble HHPOPMALIMOHHBIE TEXHOJOTUM B JTOKYMEHTALIMOHHOM
00ECNIEYCHNN YIpaBJICHUs: yueO. mocoOue is CTYIEHTOB BY30B, 00y4. IO
HANpPaBJICHUIO  «IJOKYMEHTOBEJACHWE W  apPXUBOBEACHHWE» /  aBT.-COCT.:
P.A. KokanoBa, A.®. Kiimmosa. — M.; Actpaxans: KHOPYC: U/ ActpaxaHn. YH-
T, 2016 — 110 c.

0) I0MOJIHUTE/IbHASA JIUTEpaTypa:

1. Abpamora H. IOpuanueckoe nenonpon3BOACTBO: YUeOHOE mocoOue s
OakanaBpoB / H. AGpamoBa. — M.: [1pocnekt, 2019. — 224 c.

2. Awnapeea, B.M. Jlenmonpou3BOACTBO: OpraHu3anus W BEACHUE /
B.H. Angpeesa. — M.: KnoPyc, 2016. — 234 c.

3. AmngponoBa H.IO. Kagpooe nenonpoms3BoACTBO. JIOKyMEHTAUHUS:
VYuebnoe nocodue / U.YO. Auaponosa. — M.: Academia, 2018. — 320 c.

4. JleonoB B. KaapoBoe aemonpou3BoicTBO Ha KoMibioTepe / B. JIeoHOB. —
M.: Bkemo, 2011. — 368 c.

5. Conory0, O.Il Jlenonmpou3BOACTBO. COCTABJIICHUE, PENAKTHUPOBAHHUE H
o0paboTka nokymMeHToB: YueObHoe nocodue / O.I1. Conory0. — M.: Omera-JI, 2013.
—207c.

B) METOAMYECKHE PEKOMEHIAIHH:

1. Meroauueckue PpEKOMEHAALMU JJIs CaMOCTOATENBHONW paboThl MO
JUCUUTIMHE « OCHOBBI JEJIONPOM3BOJACTBA B TOCYJAPCTBEHHOM U MYHULIUIAIBHOM
YIIPaBICHUN (s CTYJEHTOB HANPABJICHUS NOJTOTOBKH
38.03.04 TocymapcTBeHHOE W MyHUOMnNajibHOoe  ympaeinenue /  Cocr.:
Cumonenko JLIO. — Jlyranck: U3n-so JII'Y um. B. Jlansd, 2022. — 33 c.

2. Meroauueckue PEKOMEHIAUMU Ui CEMHHAPCKUX 3aHATHH 1O
aucuUIInHe « OCHOBBI JEIONPOM3BOJACTBA B TOCYJAPCTBEHHOM M MYHULIUIAIBHOM
YIIPaBJICHUNY (s CTYJEHTOB HAMPABJICHUS NOJTOTOBKH
38.03.04 TocynapcTBeHHOE W MyHMIMnNaabHOoe  ympaeiaenue /  Cocrt.:
Cumonenko JLIO. — Jlyranck: U3n-so JII'Y um. B. Jlansd, 2022. — 28 c.

3. Meroauueckne peKOMEHAALMA AJIs1 BBITOJIHEHUSI KOHTPOJIBHBIX PadoT Mo
aucuUIInHe « OCHOBBI JEIONPOM3BOJACTBA B TOCY TAPCTBEHHOM U MYHULIMIATBHOM
YIIPaBICHUNY (st CTYJEHTOB HANPABJICHUS NOJTOTOBKH
38.03.04 TocymapcTBeHHOE W MyHULMNaabHOoe  ympaeienue /  Cocr.:
Cumonenko JLIO. — Jlyranck: U3n-so JII'Y um. B. Jlansd, 2022. — 30 c.

I') HHTePHET-Pecypchl:
MunuctepctBo  00pazoBaHuss W Hayku Poccuiickoii dDenepaumm —
http://MmuHOOpHAYKH.pd/
denepanbHas ciny:x0a Mo Ham3opy B cdepe oOpa3oBaHus W HAYKH —
http://obrnadzor.gov.ru/
[Topran ®denepalibHbIX TOCYJAPCTBEHHBIX OOpPA30BaTENIbHBIX CTAHIAPTOB



http://%d0%a0%d1%98%d0%a0%d1%91%d0%a0%d0%85%d0%a0%d1%95%d0%a0%c2%b1%d0%a1%d0%82%d0%a0%d0%85%d0%a0%c2%b0%d0%a1%d1%93%d0%a0%d1%94%d0%a0%d1%91.%d0%a1%d0%82%d0%a1%e2%80%9e/
http://obrnadzor.gov.ru/

BbiCLLIEro 06pasoBaHus - http://faosvo.ru

depfepanbHbI NopTan «Poccuiickoe obpasoBaHme» - http//www. edu.ru/

MHopmaumoHHas cuctema «EAMHOE OKHO AOCTyna K 06pa3oBaTe/lbHbIM
pecypcam» - http//window, edu. ru/

degepasibHbI - LEHTP  MH(OPMaLMOHHO-00pa30BaTe/lbHbIX  PecypcoB -
http://fcior.edu.ru/

YKa3zaTb MHTEPHET-PECYpPChbl HEOOXO0AMMbIE AJ1 OCBOEHUSI 06pa30BaTe/IbHOM
nporpamMMbl B TOM YKC/e CNPaBOYHbIE

ONEeKTPOHHbIE 6UBNMNOTEYHbIE CUCTEMbI U PECYPChI

ANeKTPOHHO-6MbNMOTEUHASA cuctema «StudMed.ru»
httos://www. studmed.ru

[pyrvie oTKpPbITbIE MCTOUHUKN

NHhopMaLMOHHbIN pecypc o6MbNMoTEKN obpasoBaTesibHO
opraHusaumm
HayuHas 6ubnuoteka nmeHn A. H. KoHsesa - http://biblio.dahluniver.ru/
8. MaTepurasibHO-TeEXHNYeCKoe n nporpaMmmHoe obecrieyeHue
AVNCUMNNNHBI

OcBOeHVe AUCLMNANHBI «OCHOBbI A€M0MPOV3BOACTBA B FOCY1apCTBEHHOM I
MYHULIMMaIbHOM  YMPaBMeHU» NPeAnonaraeT WUCMOo/b30BaHMe aKaaeMUYecKmX
ayauTOpPWiA, COOTBETCTBYHOLLIMX AECTBYHOLIVM CaHUTAPHLIM 1 MPOTUBOMOXAPHbIM
npaBuIam 1 HopMam.

Mpouee: pabouee MeCTO npernogaBaTens, OCHALLEHHOe KOMMbIOTEPOM C
[0CTYNOM B VIHTEpHET.

MporpaMMHOe 06ecrneyeHue:

BecnnaTtHoe
nporpamMmmMHoe CcblNnKu
obecneyeHune

®yHKUMOHaNbHOE
Ha3Ha4yeHUe

httDs://www.libreoffice.org/

OtpucHelit naket Libre Office 6.3.1 httDs://ru.wikiDedia.org/wiki/LibreOffice
COI/II-ICeTF::ILIU'aMOHHa;| UBUNTU 19.04 E::gss::////rlijt.):v?lilijlg)csgilé.org/Wiki/Ubuntu
Bpaysep Firefox Mozilla httD://www.mozilla.org/ru/firefox/fx
bBpaysep Opera httn ://www. onera.com

MMoYTOBbI KNNEHT Mozilla Thunderbird httD://www.mozilla.org/ru/thunderbird
dainn-meHegxep Far Manager httD://www.farmanager.com/download.DhD
ApxuBatop 7Zip httD://www. 7-zio.org/

I"padpnyeckuin GIMP (GNU Image httD ://www. gimD.org/


http://fgosvo.ru/
http://www.edu.ru/
http://window.edu.ru/
http://fcior.edu.ru/
https://www.studmed.ru/
http://biblio.dahluniver.ru/
https://www.libreoffice.org/
https://ru.wikipedia.org/wiki/LibreOffice
https://ubuntu.com/
https://ru.wikipedia.org/wiki/Ubuntu
http://www.mozilla.org/ru/firefox/fx
http://www.opera.com/
http://www.mozilla.org/ru/thunderbird
http://www.farmanager.com/download.php
http://www.7-zip.org/
http://www.gimp.org/

pefakTop

Pepaktop PDF

Aypvonneiiep

Ne
n/n

Manipulation Program)

PDFCreator

VLC

http://ru.wikipedia.org/wiki/GIMP

http ://www. ndfforge.org/odfcreator

http://www.videolan.org/vic/

9. OueHoYHbIe cpeacTaa Nno ANCUUnInNHe

MMacnopT

OLLeHOUHbIX CPeACTB MO YUYebHOM AncUUNINHE
«OCHOBbI 1€M10MPOU3BOACTBA B rOCYAaPCTBEHHOM U MyHULMNA/IbHOM

yrpaBneHnm»

http://gimp.ru/viewpage.php7page id=8

MepeyeHb KOMMETEHUUIA (3/1EMEHTOB KOMMETEHLWI), (hOpPMUPYeEMbIX B
pe3ynbTaTe OCBOEHUS YUYeOHOI AnCUMNANHBI (MOAYNS) UK NPaKTUKM

Kog
KOHTpONupy
emMoi
KOMMeTeHL|,
nn

OnkK-4

dopmynnposKa
KOHTPONMpPYyeMoli
KOMMNeTeHLnn

CnocobeH
paspabartbiBaTb
NPOEKTHI
HOPMaTMBHbIX
NpaBOBbIX aKTOB B
chepe
npogeccnoHanbHow
[eATeNbHOCTH,
OCYLLECTBAATb UX
npaBoBYIO U
aHTUKOPPYNUUOHHYO
3KCMNepTn3y, OLEHKY
pPerynupytoLero
BO3/ENCTBUSA U
nocneacTBuii
NPUMEHEHNS;

VIHOMKATOPbI OCTUXEH W
KomneTeHUuu (Mo
peanunsyemMoit AucumnanHe

OrnkK-4.1
CamMocTosATeNIbHO
pa3pabaTblBaeT MPOEKTbI
HOPMATUBHbIX MPaBOBbIX
aKTOB B COOTBETCTBUM C
npocunnem CBOEel
NPoeccUoHaIbHOM
[eATenbHOCTY.

OrnkK-4.2.
OcyuecTBrisieT
aAMUHUCTPATUBHbIE
npoLieccsbl, BbISB/ISET
OTKJ/I0HEHUS "
NPUHUMaET
KOPPEKTUPYIOLLME Mepbl
Ha 0CHOBe
COBPEMEHHOI0
aHTVKOPPYNUMOHHOIO
3aKoHO4aTeNbLCTBa
Poccuiickoin degepaunn.

KoHTponnpyemsble
TEMbI

yyebHoM
ONCLMMNNHBI,
npakTUKn

Tewma 4.
3aKkoHofaTe/lbHOe U
HOpPMaTUBHO-
MeToamnyeckoe
perynuposaHue
[LOKYMEHTALMOHHOTO
obecneyeHus
rocyfapCTBEHHOIO
yrnpaBfieHUs

Tema 5.
CraHpaptusaumus B
[LOKYMEHTALNOHHOM
obecneyeHnn
rocyfapCTBEHHOIO
yrnpaBfieHUs

Tema 7. OpraHusayus
XpaHeHus
[LOKYMEHTOB B
[lenonpon3BofCTBeE.
Tema 8. OpraHuszayus
JocTyna K
[LOKYMEHTaM.
JOKYyMeHThl
OrpaHNUYeHHOoro

OTanbl
thopmupo
BaHuA
(cemecTp
n3yyeHu

)


http://gimp.ru/viewpage.php?page_id=8
http://ru.wikipedia.org/wiki/GIMP
http://www.pdfforge.org/pdfcreator
http://www.videolan.org/vlc/

JOCTyTIa.

IK-12 CriocobeH IK-12.1. Ocymectemser | Tema 5.
OCYIIECTBISITh AMUHACTPATHBHBIC CranmapTuszanus B
TEXHOJIOTHYECKOE ggggrfgﬁ;’}omm JOKYMEHTAILHOHHOM
obecrieueHne NPEOCTABICHEHE obecrnieueHNU
CITy keOHOM rOCY JAPCTBEHHBIX u | TOCYJapCTBEHHOTO
JeSITEIbHOCTHU MyHMIHIAILHBIX YCIYT B | yIIpABJICHMSI.
CTIEMATUCTOB (T10 COOTBCTCTBHH €| Tema 6.

3aKOHOAATCIBCTBOM
KaTeropusiM U | Poccniicxoit Dexepammm. CoBpemeHnHble
rpynnam NOJBKHOCTEH | [1K-12.2. Unrerpupyer s | TP€OOBaHUS K
roCy1apCTBEHHOM JEATEHHOCTD OpraHu3aLH
TPAKIAHCKOHN CITyKOBI | TOAPA3ICICHAA TOKYMEHTOO00pOTA.
U MYHHULMATbHON TIOTIOKCHILT Tema 7. Opranusanys
611) (eaepanbHOro O —
CITyKOBL). PErHOHANBHOTO p
3aKOHOJATEJIbCTBA, AOKYMCHTOB B
HHCTPYKIUHA H | ACJTOMPOU3BOACTBE.
HOPMATHBBI. Tema 8. Opranuzarust
IK-12.3. Cobmonaer OCTYIA K
AOIMUHHCTPATHBHBIC
TOKYMEHTaM.
PETIAMCHTBIL OpPraHos
rOCYAapCTBCHHOR JloKyMeHTbI
BIACTH Poccuiickoit | OTPAHUYICHHOI'O
®eaepanum, OpraHoB | MOCTYTIA.
TOCyAapCTBCHHON Tema 9. CocraBienue
BJIACTH CyOBEKTOB
Poccutickoli ®eneparum, " O(bOpMHeHHe
OPraHoB mectHoro | OCHOBHBIX BUNIOB
CaMOYTIIPaBJICHU A, AOKYMCHTOB.
TOCYAAPCTBCHHBIX u | TexHosorust paboThI ¢
MyHHIHIIQTBHBIX TOKYMEHTAMHU.
MPEATPHATHH H
YUPESIKACHUN

IK-13. CnocobeH BecTH [K-13.1. Ocymectsnser | Tema 3. CriocoObt
IeJIONPOU3BOACTBO, é‘g’;‘;{g‘;:;;uym IOKYMEHTUPOBAHHS
UCTIOJIb30BATh OKYMCHTHDOBAHKE, COBpPEMEHHBIE
MeXaHU3MBbI IOKYMEHTO0BOPOT, HOCHTEITN
BHYTPUBCAOMCTBCHHO | OomepaTMBHOC XPAHCHHUC I/IH(I)OpMaL[I/II/I B
rou " HCTIOJIB30BAHHUC ( TOKYMEHTALIMOHHOM
MEKBEIOMCTBEHHOrO | AOKYMEHTOB B COepe | oGecreuenun

6 TOCY ZAPCTBCHHOTO H
JIOKYMEHTOOOOpoTa. My HUIHTATHHOTO rOCyIapCTBEHHOTO

YIIPABJICHHS. YIIPABJICHUA.

IK-13.2. Ocymectaser | Tema 6.

JOKYyMCHTAIMOHHOS ¥ | COBpPEMEHHbBIC

OPraHM3alHOHHO- TpeGOBaHMS K

TCXHHYICCKOC

obecricucHUE OpraHH3aIh

COBEILIAHHH, 3aceIaHuH JIOKYMEHTOO00pOTa.
Tema 7. Opranuzarust
XPaHEeHHUS
TOKYMEHTOB B
TeJIOMPOU3BOJICTBE.

Tema 8. Opranuzarust
J0CTyma K
JOKyMEHTaM.
JIOKyMeHTBI
OTPAaHUYEHHOTO




JOCTyIa.

Tema 9. CocraBnenue
u oopMIiIeHNE
OCHOBHBIX BUJIOB
JOKYMEHTOB.
Texnonorust paboThI €
JOKYMEHTAMU.

4. | [IK-14. Cnocoben npumensith | IIK-14.1. Ocymecrauser | Tema 5. 5
TEXHOJIOTUH OTACIIBHBIC BHABL | CranmapTusanus B
CTPATErMYECKOro, KOHTPOTBHO-HATSOPHBIX JIOKYMEHTALMOHHOM

MEPOTIPHATHIA.
TEKYIIEero U TIK-14.2.  Wcnomssyer | OO€cnedeHnm
ONnEpaTuBHOTO METOABI W TEXHOJOruu | FOCYAAPCTBCHHOI'O
KOHTPOJISI, HPUMEHSITh | KOHTPOL — HCHOJIHCHHUA | yIIpaBJICHUS.
CpPENCTBA KOHTPOJIS HOPMATHBHBIX NPABOBLIX | Teng 7. OpraHusariust
I/ICHOJ‘IHeHI/Iﬂv 1;{{1};0;343 Tpumenser | XPAHCHUA
MPEATUCAHUH, cpeicTBa  #  Mertomsr | AOKYMEHTOB B
PEIICHUN U APYTrUX OIICHKH KauecTBa | ACJIOMPOU3BOACTBE.
pacnopsAUTEIbHBIX YUPABICHICCKHX Tema 8. Opranusanus
TOKYMEHTOB. PCHICHUH. IOCTyTa K
IOKYMEHTAaM.
JIOKyMeHTBI
OrPaHUYEHHOTO
JocTymna.
Tema 9. CocraBnenue
u oopMIIeHNE
OCHOBHBIX BUJIOB
JOKYMEHTOB.
Texnonorust paboThI €
JOKYMEHTAMU.
Iloxa3zarenu u KpUTECPHHA OUCHHBAHHUA KOMHCTCHIII/Iﬁ, ONMUCAHHUC HIKAJI
OICHUBAHUSA
Ne | Kon HuaukaTopsl Ilepeuenn Koutponu | Haumenosa
/Tl | KOHTPOJMPYEMOH | MOCTHXKEHUH [UIAHUPYEMBIX pyeMble HHUE
KOMIIETEHIIUH KOMTIETeHINH (110 PE3yJIbTATOB TEMBbI OLICHOYHOT'O
peanusyemom yueOHOH | cpencTsa
TUCITUTLIUHE) TACLIATLIIN
HbI
1. OIIK-4. Cnocoben | OITK-4.1. 3HaTh: Tema 1, Bompocer  mna
pa3pabaTeIBaTh CaMOCTOATCIIEHO (hyHIAMCHTATLHBIC Tema 2, o0cykacHus (B
TIPOEKTHI pa3pabaTeiBACT  MPOCKTHI | MPOOICMEI Tema 3, BHJEC JOKIAI0B
HOPMATHBHBIX HOPMATHUBHBIX  IIPABOBBIX | COBPEMEHHOM TEOpUU Tema 4, H COOOIICHHUI),
MPABOBBIX AKTOB B | AKTOB B COOTBETCTBHH C | W MPAKTHKH Tewma 5, TECTHI,
cepe npoduieM CBOCH | ACTOTIPOM3BOCTBA; Tema 6, pedeparsr,
mpoh)eCCHOHATTLHOH mpo(hCCCHOHATBHOH Ymern: ocymectBiate | Tema 7, KOHTPOJIbHBIC
JICATEIBHOCTH, JICATEBHOCTH. BBIOOD Tema 8, PpadoTHL,
OCYILECTBIATh nx | OIIK-4.2. OcymecTBIeT | HHCTPYMECHTAIBHBIX Tema 9. TBOPYECKHUE
pPaBOBYIO U | AIMUHHCTPATHBHBIC CpE€ACTB A1 3aJaHUA
AHTUKOPPYILHOHHY TPOLIECCHI, BBLBIICT | 00pabOTKH JAHHBIX B
0 OKCHCPTHUTY, OTKJIOHCHHUA W NPHUHUMACT | COOTBECTCTBHH C
OLICHKY KOPPEKTUPYIOLIAE MEPBI HA | MOCTABICHHON
PETYIUPYIOLICTO OCHOBC COBPEMCHHOTO | 3a1avci,
BO3ACUCTBHUA U | QHTHKOPPYIIHOHHOTO AHATTU3UPOBATH
MOCICACTBHH 3aKOHOJATEIBECTBA PE3YIBTATHI




NPUMCHCHHS, Poccwmiickoit ®eaepanuu. COCTABJICHHA H
o(opMICHHUS
JOKYMCHTOB;
Baajnern: HaBbIKAMU
TMPHHATHI
YIPABICHYCCKUX
peLucHui B
YIIPABICHYECKON
cepe.
IK-12. Cnocoben [IK-12.1.  Ocymecreuster | 3HATH: OCHOBHBIC Tema 1, Bompocer  ama
OCYILECTBIIATD AIMUHUCTPATUBHBIC CImoco0BI Tema 2, o0cykacHus (B
TEXHOJOTHIECKOE MPOLEIYPHL OCYIIECTBJICHUA Tewma 3, BHJIC JOKIAJ0B
oOecricueHue o0ecTIeYNBAOIINE Bepu(MKAINH U Tewma 4, H cOOOImeHNH),
CIyKCOHOH TIPEIOCTABJICHUE CTPYKTYpPH3ALIH Tema 5, pedeparsr,
JICSITETEHOCTH TOCYAAPCTBEHHBIX u | mHpOpMAaLHH, Tewma 6, KOHTPOJIbHBIC
CTICHHATHUCTOB (TI0 MYHULUHUNAIBHBIX VCIAYT B | HOJYy4aeMOM M3 Tema 7, padoTHL,
KaTeTOPHsIM H COOTBETCTBUH C | pa3HBIX HCTOYHHKOB; Tewma 8, TBOPYECKHC
TpymmnaM 3aKOHOJATEIBCTBOM YMmerh: IPUMEHATD Tema 9 3a0aHUA
JIOJKHOCTEH Poccutickoit ®eaepanuu. HABBIKM IOUCKA
TOCYJAPCTBCHHOM [IK-12.2. Wwurerpupyer B | mHPOpMAINHU, 3AIIUTHI
TPaKIAHCKOH JEATCIBHOCTD nHpoOpMAaLHH,
CIy>KOBI 1 MOAPA3ACTCHAAL Baagers:
MYHHUIMIATbHOH TOJIO’KEHUS (DECPATBHOTO | HABBIKAMH
CIy>KOBI). u PETHOHAILHOTO | MCHOJIB30BAHMS
3aKOHOJATEIBCTBA, Bepu(MKAINH U
HHCTPYKIMH M HOPMATUBBL. | CTPYKTYPH3AIMHA
IK-12.3. Cobmomaer | mr(OpMAaIHH,
AIMUHUCTPATUBHBIC TOJIy4acMoH u3
PperIaMeHThI OPTaHOB | pa3HBIX HCTOYHHKOB.
TOCYJApCTBCHHOH  BJACTH
Poccuiickoit  denepauuw,
OPraHoB TOCYJAPCTBCHHOMN
BIIACTH CyOBEKTOB
Poccmiickoit  ®eaepanum,
OpraHoB MECTHOTO
CaMOYIIPaBIICHHU,
TOCYAAPCTBEHHBIX H
MY HUIHIIATIb HBIX
PSP UATHI H
YUPESKACHUH
IK-13. Cnocoben [IK-13.1.  Ocymecreuster | 3HATH: OCHOBHBIC Tema 1, Bompocer  ama
BCCTH JACATCILHOCTD, HMCTOYHHKH M ciocoObrr | Tema 2, o0cykacHus (B
JICTIOTIPOHU3BOACTBO, 00eCTICUMBAOIIYFO cbopa 1 0000ImeCHHA Tewma 3, BHIC TOKJIAT0B
HCTIOJIb30BATh JOKYMECHTHPOBAHHE, wH(popManuu, a Take | Tema 4, H COOOIICHHUI),
MEXAHU3MBI JOKYMEHTOOOOPOT, 00padOTKH JAHHBIX Tema 5, TECTHI,
BHYTPHBCIOMCTBEHH | OTEPATHBHOE XPAHCHWEC M | AJS MPHHITHA Tewma 6, pedeparsr,
0ro u HCIOJIb30BAHKE pEIICHU B CHCTEME Tema 7, KOHTPOJIbHBIE
ME)KBETOMCTBEHHOTO | JOKYMEHTOB B cepe | TOCyTapCTBEHHOTO Tewma 8, padoTsL,
JOKYMEHTOO0OPOTa. | TOCYJapCTBEHHOTO U | ympasieHuS, Tema 9. TBOPYECKHE
MY HHUIHIIATHHOTO METO/BI U TPHUECMBbI 3a7aHUS
VIIPaBJICHHUS. aHAIM3a U CHHTE3a
IK-13.2.  Ocymecreuster | nHpopmanumy;
JOKYMEHTAIIHOHHOC H | YMeTh: KpUTHUCCKH
OPraHU3aHOHHO- OILICHHBATh PE3YJIbTATHI

TEXHHUYCCKOC OOCCICUCHHUC
COBCINAHHH, 3aCCIaHUN

aHamm3a uaH(opManum
U PE3yIbTaTOB
00padOTKH JAHHBIX,
00001maTh
nH(pOopMAaLHIO,
MOYYAEMYFO 13
Pa3HBIX HCTOYHUKOB;
Baaners: npuemamu
OIICHKH HH(popMamu




H TIPHHATHS HA ¢
OCHOBE
KOHCTPYKTHBHBIX
PEIICHMIT;, HABBIKAMH
AHAJTUTHYECKON
JCATCIFHOCTH B C()epe
rOCYAAPCTBEHHOTO U

MYHHUIMIAIBHOTO
YIPABICHHS.

4. IIK-14. Cnocoben [IK-14.1.  Ocymecreuster | 3HATH: OCHOBHBIC Tema 1, Bompocer  ama
TPUMCHATH OTACIIBHBIC BUJBI | THIIBI HCTOYHUKOB, Tema 2, o0cykacHus (B
TEXHOJIOTUH KOHTPOJIbHO-HAA30PHBIX 0COOCHHOCTH 1 Tewma 3, BHJIC JOKIAJ0B
CTPaTeru4ecKoro, MEPOTPUSTHIL. TPOOIICMBI Tema 4, H COOOIICHHUI),
TEKYLIETO U I1K-14.2. Hcnoab3yer | HCTOJIb30BaHUS Tema 5, TECTBI,
OTIEPAaTHBHOTO METOABl M  TEXHOJOTHH | Pa3IHIHbBIX Tewma 6, pedeparsr,
KOHTPOJI, KOHTPOJIA HCTIOJHCHHUS | HCTOYHUKOB Tewma 7, KOHTPOJbHBIC
TIPUMCHATH CPEICTBA | HOPMATHBHBIX  IIPABOBBIX | HH()OPMALHH O Tewma 8, padoTsL,
KOHTPOJIA aKTOB. mpoodIeMaM Tema 9. TBOPYECKHE
HCIIOJIHCHUSA IIK-14.3. ITpuMeHseT | rocy1apcTBEHHOM 3a0aHUA
TIPEATTUCAHNH, cpeacTsa u METOJBI | CHCTEMBI YIIPABICHILT,

PEIICHUH U IPYTHX OLCHKHU Ka4ecTBa | YMeETh:

pacTopsaIuTEIbHBIX VIPABICHYCCKUX PEIICHUH. | CTPYKTYPHPOBAaTh

JOKYMEHTOB. nH(pOopMAaLHIO,
MOJTYYAEMY 1O
W3 Pa3HBIX
HCTOYHHKOB, JABATh
CPABHHUTEJILHYIO
XAPAKTEPUCTHKY
Pa3TIYHBIX
HCTOYHHUKOB
nHpOpMALHH TT0
mpoodIeMaM
TOCYJAPCTBEHHOM
CHCTEMBI YIIPABJICHUSL.

Baagers: npuemamu
Bepu(MKAINN 1
CTPYKTYPHUPOBAHHA
nH(pOpMAaIHH IpH
OCYILCCTBICHUA
KOHCY IbTALIHOHHOU 1
AHAJIATHYECKOH
JICSITCTTIPHOCTH.

@®oHABI OLIEHOYHBIX CpeacTB N0 IMCHUILIHHE «OCHOBBI ACJI0NPON3BOACTBA B

rocyiapCrB€HHOM 1 MYHHIHIIAJIbHOM YIIPpABJICHUH)

Bonpocel ajis1 00CysKaeHNs HA MPAKTHYECKHUX U CeMUHAPCKHUX 3aHATUSIX
(B BHIE JOKJIAI0OB M COOOIICHMIT)

AR B

. Korma Owum

NIEPBBIC

JENONPOU3BOACTBOM B MUHUCTEPCTBE?
6. JlaiiTe MOHATHE TEPMUHY «ICTOMPOU3BOJCTBO» U «JIOKYMEHTUPOBAHUE) ?
7. B ueM 3aKkIo4aeTcst opraHu3anuys padoThl ¢ TOKyMEHTaMu?

MUHHUCTEPCTBA,

41

HazoBure Hanbosiee 3HaUMMBbIE UCTOPUYECKHE TOKYMEHTHI.
Otanel pabOThl ¢ TOKYMEHTAMH B MPUKA3HOM JIEJIOMPOU3BOICTBE.
Ponb Iletpa I B pasBuTHH CHCTEMBI IEJIONTPOU3BOICTBA.
CymHOCTh CeKpeTapsi B KAHIIESPUH.
CO3/JaHbI

KTO

3aHUMaJICA




8. UTt0 Takoe TOKyMEHTOOOOPOT U apXUBHOE €07

9. 3auem Hy>KHBI KTaCCH(PUKATOPHI?

10. Ilepeuncnure HOpMATHBHBIE JOKYMEHTHI IO TPYy U OXPaHE TPyAa.

11. TloHATHE «TOKYMEHT», PYHKIIMHA JOKYMEHTA.

12. B ueM 3aKI049aeTes FOpUANYEcKas cuna TOKyMeHTa?

13. 14.YT0 OTHOCUTCA K PEKBU3UTAM JTOKYMEHTOB?

14. Yto npencrapiset coO0i ynpapjieHUECKas HHPopMarus?

15. Kakum popmam TOJDKHBI COOTBETCTBOBATh YIPABICHYECKUE JOKYMEHTHI?

16. Ha  kakue  (GopMBl  JCIHUTHCS  OPraHU3AIMOHHO-PACTIOPSIATEIbHAS
uHpopmanus?

17.B kakoM BuAEC JOBOOUTCS [0 HWCHOJHUTENICH OpPraHU3allMOHHBIE U
PaCTIOPSINTENBHBIE TOKYMEHTHI?

18. Odopmnenue PEKBU3UTOB OpPraHu3alrOHHO-PACIIOPIAUTEILHON
JOKYMEHTALMH.

19. YUro sBAseTCs PEKBU3UTAMM JOKYMEHTOB, CO3JAaBACMBIX B MPOLECCE
JESATEILHOCTHA OpraHu3aimn?

20. Ha xkakmx OnaHkax O(OPMISIOTCS OPraHU3allMOHHO-PACTOPSAUTEIBHBIC
JIOKYMEHTHI?

21. Yto oTCcyTCTBYET Ha OJIaHKaX AOJDKHOCTHBIX JIMIL M ONaHKaX CTPYKTYPHBIX
NOIpa3AcIICHUH, HE SBISIOLIMXCS FOPUANYECCKUMH JTMIIAMA?

22. Kakumu crmoco0amu U3roTOBIISIFOTCS OJIAHKH?

23. Kakue O1aHKu noiieskar 00s3aTeIbHOMY yUeTy?

24. 1lpaBuia npy UCTIOIB30BAHUH MTEYATH.

25. JlaTupOoBaHME YIIPABICHUYECKUX TOKYMEHTOB.

26. Yto npeacTapnseT co00i BA3a U YTO OHA B C€0sl BKITKOYACT?

27. I'ne mpoCTaBNIAIOTCS BU3BI.

28. [locnenoBarenbHOCTE BHYTPEHHETO COTJIACOBAHMS NPOEKTa JOKYMEHTa B
3aBUCUMOCTH OT €r0 COACPIKAHUS.

29. Yto npeacTapaseT co0Oi IUCT COTTIacCOBAHUsA?

30. Kak npoucxX0uT YTBEP)KACHUE YIIPABICHUECKUX JOKYMEHTOB?

31. IIpaBuna noanucaHus yrupaBICHYECKUX JOKYMEHTOB.

32. Kak ocymecTBIISIETCS Y IOCTOBEPEHHE SJICKTPOHHOTO JOKYMEHTA?

33. KakuM 10KeH ObITh TEKCT YITPABJICHUYECKOTO TOKyMEHTA?

34. I1paBuna COCTABJICHUS TEKCTA TOKYMEHTA.

35. Kak nensres clnoxHble U O0NbIIue M0 00beMY JOKYMEHTHI?

36. Kak oopMastoTcst 3aronoBku rpad tabnnubl?

37. Yto npencrapisieT coO0H pacmopsIuTENbHbIIA TOKYMEHT?

38. CrpyKTypa TEKCTa paCoOPsAUTENILHOTO JOKYMEHTA.

39. Kakas nomxHa ObITh (POPMYJIMPOBKA MYHKTOB?

40. TlopssI0OK U3rOTOBJICHUS, YAOCTOBEPEHHUS U BbIAAYN KOTIMIA TOKYMEHTOB.

41. Yro npeacTapnseT coboi oPpUIHATbEHOE MUCHEMO?

42. TpeboBanus K OnaHKy 0(QUIMAIBHOTO MHCHMA.

43. PekBU3UTHI 1)1 0QUIUATIBHOTO MHCHMA.

44. Yo npeacrapnseT coOoi MMCbMO-TPOCchoa.

45. Yto npeacTapaseT cOO0MH MICbMO-OTBETHI.



46. 6. Ilo kakuM MOBOJAM TPOUCXOAMT AETIOBAs NEPENUCKA?

47. 7. O01mme CBEACHUS O ACTOBOM MUCHME?

48. I1paBuna opopMIEHUE TUCbMA OTKa3A.

49. Yto npeacTaBisieT co00i MMCbMO-0TKa3 OT COTPYAHUYECTRA.

50. Uto npeacraBisier coO0H COMPOBOAUTENBHBIC MTUCHMA.

51. Uro npeacraBisier coO0H AOrOBOPHBIE MUCbMA?

52. Kak cocraBnsercs MuCbMO-HAIOMUHAHUE.

53. Pa3HOBUAHOCTH MH()OPMALMOHHBIX MMACEM.

54. IlpaBuna opopmieHHs HHPOPMALMOHHBIX MTHCEM.

55. Uro npeacrasnsier co00il MACHMO-TIOATBEPKICHUE.

56. Uto npeacrasisier coO0H NpuKas

57. Y3 kakux 4acTel COCTOUT MPUKa3?

58. HazoBuTe BUIBI IPUKA30B.

59. C k&M COrnacoBBIBACTCS BU/IbI MPUKA30B?

60. Uto npencrapiset coOOM IMYHas KapTouka padoTHUKA?

61. Uto yka3bIBalOT NMPH YBOJBHEHUM PAOOTHUKA B JIMYHOW KapTouke? B uem
3aKJIF0YACTCS TPOU3BOJACTBEHHAS HEOOXOAUMOCTh?

62. Kak mporucxouT mpoliieaypa nepepoja pabOTHUKA HA APYTYIO padoTy.

63. Ha kakux TOKyMEHTax JEIaeTCss OTMETKA O MEPEBOJIE HA APYTyrO padboTy?

64. [1ocnenoBareabHOCTh MEPEBOA PAOOTHUKA HA APYTYIO padoTy.

65. Uro  npenacraBiaser  coOOMl  JMyHAs ~— KapToyka  rOCYJapCTBEHHOIO
(MyHULMOAIBHOTO) CIYKALLETO.

66. Kax 3aroyHseTcss ¥ KEM MOANUCHIBACTCS JIMYHASA KAPTOUKA rOCYJapPCTBEHHOTO
(MyHULMOAIBHOTO) CITY>KAIIETO.

67. Uto npencrapiaset co00i JOKyMEHTOOOOPOT?

68. [lepeuncaure TpeOOBAHMS K OpraHU3allKd JOKYMEHTOO00pOTA.

69. Ha30BUTE OCHOBHBIE IOTOKHA JOKYMEHTOB.

70. Kakue cTaauM TOPOXOAAT JOKYMEHTBHI, MOCTYMAKINUE B YUYPEKACHHUE,
OPEINPUSTHE.

71. Kak mporucxoauT MOPSAOK MPOXOKACHHS HCXOIAIINX JOKYMEHTOB?

72. Yto mpencrapnsieT coOOM perucTpauus JOKyMEHTOB?

73. UTo Takoe MHAEK caus TOKYMEHTOB.,

74. Yto npencrapiaset coO0H HOMEHKIIATypa e Cy>KObl KaapoB?

75. Ha xoro Bo3naractcs OTBETCTBEHHOCTH 34 COCTABJICHUE HOMEHKIIATYPHI JEI
CITy>KObI KaJapOB?

76. GopMa U COACPKAHUE HOMEHKIIATYPHI €.

77. llepeuncnute NpU3HAKK MPU O(HOPMIIEHUN TOKYMEHTOB B JETIA.

78. Kak OCyHIECTBIIICTCS XPAHEHWE WCIOIHUTENBHBIX JOKYMEHTOB TEKYLIETO
roja?

79. Kak npoXoauT NOATOTOBKA K apXUBHOMY XPAHEHUIO?

80. UTo 03HAYaeT JKCIEepPTU3a LEHHOCTH JOKYMEHTOB ?

81. Uto npeacrasnsieT coO0H 3KCIEPTHAS KOMUCCHS?

82. UTo ABASAETCS Pe3yIbTaTOM PaOOTHI SKCIIEPTHOW KOMUCCHH?

83. Cpoku XpaHEHHUs JOKYMEHTOB.

84. Yto npencrapinser codoi opopmiaeHue aen?



85. Kak opopMAstoTcs Aena BPEMEHHOTO XPaHEHUS?

86. Kak oQopMIISIFOTCS JIey1a MOCTOSHHOTO M JAJIMTENBbHOro Xpanenus? [lepemaua
JIET HA QPXUBHOE XPAHCHUE?

87. Buapl paboT npH XpaHEHUH ACT CITy>KObl KQJAPOB B apXMBE OPraHU3aLUN.

88. Uto npemycMarpuBacT 00ECIEUEHNE COXPAHHOCTH JEIT?

89. Knaccudukanus el 1no JMYHOMY COCTaBY.

90. Yro npencrapnser coO0i apxuB TOKyMeHTauu (poHaa.

91. Kak BeneTcs yuer el B apxuBe?

92. JIns 4ero co3macTcsi COPaBOYHBIN anmapar K JeiaaM Mo JUYHOMY COCTaBy?

93. Kakue popMBl UCIIONB30BAHKS JOKYMEHTOB MO TUYHOMY COCTABY?

94. Yto no3BossieT TadeIb yueTa padoyero BpeMeHu?

95. B uem paznuuus popm T-12, T-13,

96. UTo Hy>KHO 4TOOBI MOJCYMTATH B KOHIIE MECSALA OTPAOOTAHHOE KOJMYECTBO

THEH?

97. UTo mo3BOJISIET BEICHUE KYPHAIOB U KHUT I10 YYETY KaapoB?
98. Marepuait i1t U3rOTOBJIEHUS KyPHANA.

99. I1IpaBuna BeaEHUS Ky pHAIA.

Yro npeacrapiser coOoif akT?

100.

Kputepun u 1mikana olieHWBaHUS IO OIIEHOYHOMY CPEACTBY «JIOKJIaA, COOOIIECHUEY

Ixana

OLCHUBaHUA

(uHTEpBAJ OAIIOB)

Kpurepunii oneHnsanus

5

Hoxknan (coobiienue) npeacrapieH(0) Ha BBICOKOM YPOBHE (CTYIEHT
B TOJHOM OOBEME OCBETHJI pPACCMATPUBAEMYIO NPOOJIEMATHKY,
NpUBENl apryMEHThl B TMOJIb3y CBOMX CYXKICHUH, BlaaeeT
npo¢HIbHBIM NOHSITHHHBIM (KaTeroOpHaJbHbIM) aMapaToM U T.11.)

Hoxknan (coobmenne) npencraBieH(0) Ha CpeaHEeM YPOBHE (CTYAEHT
B 1I€JIOM OCBETHJI PAaCcCMAaTPUBAEMYIO MPOOJIEMATHKY, MPHUBEI
apryMeHTbl B IOJb3y CBOHMX CYXKICHHH, MAOMYCTUB HEKOTOpPbIE
HETOYHOCTH U T.11.)

Joknan (coobmienue) mnpencraBieH(0) HA HU3KOM YPOBHE (CTYIEHT
JOMYCTUJI  CYIECTBEHHbIE HETOYHOCTH, W3JIOKHI MaTepuan ¢
omnOKaMy, HE BJAAEeT B IOCTATOYHOH CTENEeHH NPOQPIIBHBIM
KaTeropHaJIbHbIM aIapaToM U T.11.)

Hoknan (cooOuienne) mpencrasieH(0) Ha HEYAOBIETBOPUTEIBHOM
YPOBHEC HJIM HE MPCACTABJICH (CTy,[[eHT HE€ TOTOB, HE€ BBIIIOJJHHII
3a/laHue U T.11.)

1. Jlenonpou3BOCTBO

Bonpocsl K KOHTPOJIbHBIM padoTam

B OpraHax TroOCyJapCTBEHHOH BJACTH:  OCHOBHOE

Ha3HA4YCHHUE, (PYHKIMK, BUJBI, TPUHIIMIIBI U POJIb B TOCYAAPCTBECHHON CHUCTEME
yIpaBICHUSI.
2. ABromatu3aiusi paboThl KaJpoBO# CIyKObl Ha COBPEMEHHOM JTare pa3BUTHS
Opra’Hu3arui.
3. XapakTepucTuKa peKBU3UTOB O(QOPMIIAIONIECH YacTH TOKYMEHTA, UX MEPEYCHb U
TpeOOBaHUS K OPOPMIIEHUIO.




4. 2.Opranu3anroOHHbIC JOKYMCHTBI, UX HA3HAYCHUE U POJIb. OCHOBHBIC BUABI U

oOure npasuiia 0(hopMIICHHUSI.
5. O0uras XxapakTepucTUKa JOKHOCTHON MHCTPYKIMKU. OnpeneiaeHue, CTpyKTypa
COJIEPKaHUS, MOPSAAOK OPOPMIICHUS U OCHOBHBIC PEKBU3HUTHI IOKYMEHTA.
. Perucrpanust JOKyMEHTOB M KOHTPOJIb UCMOJIHEHUST JOKYMEHTOB.
. Homenknarypa nen Ha npeanpusatun, GopMUpOBaHUE U OQOPMIIEHUE JIEN.
. IToaroroBka TOKyMEHTOB HA APXUBHOE XPAHEHUE.
. TpynoBo# KOAEKC Kak OCHOBHOW MPABOBOM aKT, ONPEACHIAIOLINANA COCTaB M
NOPAA0K OOPMIICHHS JOKYMEHTOB MO YCTAHOBIIEHUIO TPYIOBBIX OTHOLICHHH U
TPYAOBOH ACATENRHOCTH PAOOTHHUKA.
10.  OnuumTte OCHOBHBIC OOHIEPOCCUHCKHUE KIACCU(UKATOPBI, MCIOJIb3YEMBIE
KaJIPOBO#l CITy>KOOH.

11.  Onummre OCHOBHBIE NOKYMEHTBI, BXOSIIME B COCTaB YHU(UIMPOBAHHBIX
(OpM NEPBUYHBIX JOKYMEHTOB IO YUETY TPYJA U €0 OIUIATHI

12. OO0111erocy 1TapCTBEHHBIE 3aKOHOHATEIBHBIC 151 HOPMAaTHUBHO-
METOJMYECKHUE aKThl, HEOOXOAUMBIC B pad0Te CY>KObI KaJPOB.

13. KoMIUIeKC OpraHu3alMOHHO-IPABOBBIX JOKYMEHTOB, PErTIAMEHTHPYIOLIMX
OPraHM3ALMI0 U JOKYMEHTUPOBAHUE CITY>KObI MEpCOHaNa

14. 3HaueHrEe JOKYMEHTOB, PEMIAMEHTHUPYIOIUX YIPABICHUE TEPCOHAIIOM U
JESATELHOCTD KaIPOBBIX CITYXKO.

15.  Opranuzanus paboThl MO COCTABICHUIO HOMEHKIIATYP JeN, (POPMUPOBAHUIO
JeJT, TPOBEACHUIO SKCIEPTU3bI LICHHOCTHA JOKYMEHTOB B A/IMUHUCTPALHASX.

16. TloaroroBka k mepenaye v NOPAIOK Nepeaaun A B aIMAHUACTPALASIX

17. ratHelii cocTaB W mNpodeccHOHANbHAs KBaaU(pUKanus paOOTHUKOB
COBPEMEHHBIX KAJPOBBIX CITYKO.

18. JIOKyMEHTUPOBAHUE TPYXOBBIX OTHOLLEHUH.

19. Ob6s3arenbHble YHU(DUIUPOBAHHBIE (POPMBI TOKYMEHTOB.

20. Odopmnenne npueMa Ha padboTy. OgopMiIeHUE TEPEBOIOB.

21. Odpopmnenne ormyckoB. OOs3aTelbHble  YHH(PUIHAPOBAHHBIE  (POPMBI

KaJIPOBBIX JTOKYMEHTOB.
22. JIOKyMEHTUPOBAHWE  JACIATENIBHOCTH B opraHu3auud.  OdopmieHue
CBEepXypouHO# padoThl. HeHOpMUpOBaHHKIH padounii IEHb.

23. OCHOBHBIE TOKYMEHTBI IO OOPMIIEHHIO CITY>KEOHBIX KOMAaHIUPOBOK.

24, OO0111eroCcy 1TapCTBEHHBIE 3aKOHOAATELHBIE U HOPMATUBHO-METOAMYECKHUE

aKThl, HEOOXOAUMBIE B PabOTE CITY>KOBI KaIPOB.
25. KOMIUIEKC OpraHu3alMOHHO-IPABOBBIX JOKYMEHTOB, PErNIAMEHTHPYIOLIMX
OPraHM3ALMI0 U JOKYMEHTUPOBAHUE CITY>KObI MEpCOHaa

26. IToarotoBka KaapOBBIX AOKYMEHTOB K APXUBHOMY XpaHEHWIO. OpraHusanus
OMEPATHBHOIO M TIOCTOSIHHOTO XPaHEHUS JOKYMEHTOB B KaIPOBOH CITy>KO€.

27. JIoKyMeHTBI, TOAJIC)KAIME aHaau3y MOpU OTOOpE CIEUMATMCTOB B PE3EPB
PYKOBOJAIIMX KAAPOB. [IOPsIIOK COCTABIEHUS CIIMCKA PE3EPBA HA BBIABUKCHUE.

28. Opranuzanus padoThl cekpeTaps-pedepenTa.

29. IlpaBuna BeacHUS ACIONPOU3BOACTBA

O 00 1 O



Kputepun u mkama ONEHHUBAHWS 1O ONCHOYHOMY CPEICTBY «KOHTPOJIBHAS

paboTay
ITkana OLICHUBAHHUS Kpurepuii oneHusanus
(uHTEpBAJ OAJIIOB)
5 KonTponbHas pabota BBIONIHEHA HA BBICOKOM YPOBHE (TIPaBUIIbHBIC
oteeThl nanbl Ha 90-100% Bonpocos/3anay)
4 KonTponbHas paboTa BINONHEHA HA CPETHEM YPOBHE (IIpaBUIIbHBIE
OTBETHI TaHbI Ha 75-89% BOmpocoB/3aa4)
3 KonTponbHas paboTa BHINONIHEHA HA HU3KOM ypOBHE (TIPaBUIIbHBIC
oTBeTHI NaHbl Ha 50-74% BOMpOCOB/3aa4)
2 KoHTponbHast paboTa BBINOJTHEHA HA HEYIOBJIETBOPUTEILHOM
ypoBHE (paBUJIbHBIC OTBETHI TaHbI MeHee YeM Ha 50%)
TBopueckue 3a1anus
1. [To naHHBIM pEKBH3WTAM CO3HaiTe (UPMEHHBIM OJIaHK BBIMBILILIEHHON

opranuzaiuu. PexkBu3utel: ['ocyJapcTBEHHBIH repd, HAUMEHOBAHUE OPraHU3allly,
CMpABOYHBIE JaHHBIE 00 OpraHuM3alMd, HAUMEHOBAaHME BHUIA JOKYMEHTA,
PETUCTPALIMOHHBIM HOMEP TOKYMEHTA, TEKCT TOKYMEHTA; MOIMHUChH.

2.  Pagpaborare oOumii OnaHkK (OpraHu3alyy) C YIJIOBBIM M IMPOJOJIBHBIM
pacrlojiO)KCHUEM  PEKBU3UTOB. Jlath  0ObsCHEHWs  BBIOpaHHOrO  cnocoda
opopmieHus pexkBu3UTOB Ha OyiaHke. COCTaB PEKBU3UTOB, MOMELIACMBIX Ha
OnaHKe, U KOHKPETHBIE UX 3HAUEHUS CTYICHT OMPEACISET CAMOCTOSTENBHO.

3. Pazpaborarh OjiaHK MNHCbMA MPEANPUSTUS C YIJIOBBIM M MPOAOJIbHBIM
pacrlojiO)KCHUEM  PEKBU3UTOB. JlaTh  0ObsicHEHWE BBIOpaHHOro  crocoda
o(opMmiIeHUs] PEKBU3UTOB Ha OJIAHKE.

4. PazpaboTtars opraHu3aliMOHHBIA JOKYMEHT.

5. CocTaBpTe CXEeMy OYEpPEAHOCTH BHEIIHETO COTJIACOBAaHMs TMPOCKTa
JOKYMEHTA.

6.  CocraBbTe MUCHMO-NIPOCHOY.

7. CocTaBbTe IUCHMO-OTBET.

8. CocTaBbTe MHUCHMO-0TKA3.

9. CocTaBUTh TOTOBOPHBIC MHACHMA.

10. CocraBbTe NPHKa3 HA YBOJBHEHUS COTPYIHMKA 3a HEBBIXOI HA PadoTy B
TECYCHHUE HEACTH, O€3 MPUYNHBI.

11. CocraBbTe NpHKa3 O MEPEBOAE C AODKHOCTH HAYAJTBHUKA SKOHOMUYECKOTO
OTZENa Ha TOJDKHOCTD 3aMECTUTENS AUPEKTOPA ITOTO NMPEATPUATHS.

12. Hanummre nucbMO-MO3APABICHUE.

13. CocraBpTe aKkT 0 CAaue NOPOTOKOJOB paboueil Trpymmbl  «I000H
OpPraHU3aLAN» B APXUB.

Kputepnu u mikasna OnieHuBaHus 10 OLICHOYHOMY CPEJICTBY «TBOPYECKOE 3QTAHUEY

ITxana OLICHUBAHHUS Kpurepunii oneHusanus
(uHTEpBAT OAIIIOB)
5 TBopueckoe 3aaHue MPEACTABICHO HA BBICOKOM YPOBHE (CTYIEHT B

MOJTHOM 00BEME OCBETUJI PACCMATPUBAEMYIO MPOOJIEMATHKY, TPUBEI
apryMeHTbl B TOJIb3y CBOMX CyxnaeHud u T1.1.). Odopmuero B




COOTBETCTBUU C Tpe6OBaHI/I$IMI/I NpEABABIACMbIMU K JAHHOMY BUAY
pabor.

4 TBopUeckoe 3aaHue MPEACTABICHO HA CPEeIHEM YPOBHE (CTYAESHT B
L[EJIOM OCBETWJ  paccMaTpUBaeMyK  MpoOJeMaTuKy, MpHUBEIN
apryMeHTbl B TOJNB3Y CBOMX CYXIeHHH U T.11.). B odopmiernn
AONYILICHBI HEKOTOPBIC HETOYHOCTH B COOTBETCTBHHU C
TpeOOBAHUSIMU, IPEABSIBIIEMBIMHU K TAHHOMY BHIY paboT.

3 TBopueckoe 3amaHue MPENCTaBJICHO HAa HU3KOM YpPOBHE (CTYIAEHT
IOMYCTHJI CYIIECTBEHHbIE HETOYHOCTH, W3JIOKWJI MaTepuan ¢
omnOkamu u T..). B odopmieHun pomymeHel OMUOKKA B
COOTBETCTBUH C TPEOOBAHUSIMH, NMPEABIBISIEMBIMU K TAHHOMY BUAY
pabor.

2 TBopueckoe 3amaHue TMPEACTABICHO HA HEYJOBJIETBOPUTEIHLHOM
YPOBHEC WM HE TMPCACTABJICH (CTy,[[eHT HE€ TOTOB, HE€ BBIIIOJHHII
3a/IaHue U T.11.)

Tembl pedeparon

1. JIeonpou3BOACTBO B OpraHax TIOCYJAPCTBEHHOW BIJIACTU: OCHOBHOE
Ha3HaycHHWE, (QYHKIMH, BUIBI, MPUHLMIB U POJb B TOCYJAPCTBEHHOH CHUCTEME
VIIPABJICHUS.

2. ABTOMaTu3anusi paboThl KaapoBOM CiayObBl HAa COBPEMEHHOM 3Tare
Pa3BATHS OPraHU3aLUHN.

3. ABTOMaTu3anusi paboOThl KaapoBOiMl CiaykObl HAa COBPEMEHHOM JTare
Pa3BATHS OPraHU3aLUHN.

4. Crnenu(uka ynopaBIEHYECKMX JTOKYMEHTOB OPraHOB TIOCYJapCTBEHHOM
BJIACTH.

5. J1enonpou3BOACTBO B OPraHax MCIOJHUTEIBHOW BIIACTHU. PErjaMeHTALUs
BEJCHUS JEJONPOM3BOJCTBA, COCTaB JOKYMEHTOB, OpraHm3anus paboTel ¢
JOKYMEHTALMEN.

6. XapakTepuCTUKA PEKBU3UTOB OQOPMISIFOLICH 4YacTH JOKYMEHTa, WX
nepeveHb U TpeOoBaHus K 0(OPMIICHHUIO.

7. 2.Opraav3aioOHHbIE TOKYMEHTBI, UX HA3HAYECHUE U POJb. OCHOBHBIC BUJBI
1 o0uue mpapuiia 0(QGOpMIICHHSI.

8. OO0wast XapakTepucTUKa AODKHOCTHOW HMHCTPYKUMH. ONpencieHue,
CTPYKTYpa COJEP)KaHus, NOPAJOK O(QOPMIICHHS W OCHOBHBIE PEKBU3UTHI
JIOKYMEHTA.

9. Perucrpanust JOKYMEHTOB MU KOHTPOJIb UCITOJIHEHUS JOKYMEHTOB.

10. Homenknarypa aen Ha npeanpusatuu, GoOpMUPOBAHUE U OPOPMIIEHUE ACIT.
11. TloaroroBka TOKYMEHTOB HA APXMBHOE XPAHECHHUE.

12.  TpynoBo# KOAEKC Kak OCHOBHOW NMPABOBOM aKT, ONMPEAECIAIOMIA COCTaB U
NOPAAOK O(POPMIIEHUST AOKYMEHTOB IO YCTAHOBJICHHUIO TPYJOBBIX OTHOIICHUH W
TPYAOBOH ACATENBHOCTH PAOOTHHUKA.

13.  Onuumre OCHOBHBIC OOHIEPOCCUHCKHUE KIACCU(UKATOPBI, MCIOIb3YEMbIE
KaJIPOBO# CITy>KOOH.

14.  Onummre OCHOBHBIE JOKYMEHTBHI, BXOJSINUE B COCTAB YHHU(PULIMPOBAHHBIX
(OpM NEPBUYHBIX JOKYMEHTOB IO YYETY TPYIa U €0 OIIaThI.




15.  OOmerocyaapcTBEHHBIE 3aKOHOAATEC/IBHBIE W HOPMATHUBHO-METOJAMYECCKUE
aKThl, HEOOXOAUMBIE B PabOTE CIY>KOBI KaIPOB.

16. KoOMIUIEKC OpPraHM3allMOHHO-MPABOBBIX JOKYMEHTOB, PErTIAMEHTHPYIOLIMX
OPraHM3ALMI0 U JOKYMEHTUPOBAHUE CITY>KObI MEpCOHaa

17. 3HaueHWe AOKYMEHTOB, PErJIAMEHTUPYIOLMIMX YIPABICHUE MEPCOHAIOM M
JESATELHOCTD KaIPOBBIX CITYXKO.

18. IlratHelii cocTaB W mNpodeccHOHANbHAs KBaaU(pUKauus paOOTHUKOB
COBPEMEHHBIX KaJPOBBIX CITYKO.

19.  JIoKyMEHTUPOBAaHHE TPYIOBBIX OTHOILICHHA. OO0s13aTenbHbIE
YHUPUIMPOBAaHHBIE (OpMBI  AOKYyMEHTOB. OdopmaeHue npuemMa Ha padoTy.
OdopmiieHue NEPEBOJIOB. Odopmiienue OTITyCKOB. O0s3aTenbHbIe

YHU(PUIMPOBAHHBIE (POPMBI KQAPOBBIX JOKYMEHTOB.

20. JIOKyMEHTUpPOBAHWE  JEATCALHOCTH B  opranu3ammu. OdopmiicHue
CBEPXYPOUHOU paboThl. HeHOpMUpOBaHHBINH pabounii 1EHB.

21.  OcHOBHBIE JOKYMEHTHI IO OOPMIIEHHIO CITY>KEOHBIX KOMAHINPOBOK.

22. TloaroroBka KaapOBBIX JOKYMEHTOB K apPXMBHOMY XpaHECHHIO. Opranuzanus
OMEPATHBHOTO ¥ TIOCTOSIHHOTO XPAHEHUS JOKYMEHTOB B KaIPOBOM CitykO0e.

23.  JIOKyMEHTHI, MOAJICKAIIUE aHAIM3Y NPU OTOOPE CHNEHMATUCTOB B PE3EPB
PYKOBOJAIIMX KaAPOB. [IOPsIIOK COCTABIEHUS CIIMCKA PE3EPBA HA BBIABUIKCHUE.

Kputepu u 11ikajia OlEHUBAHUS 0 OLIEHOYHOMY CPENICTBY «pedepary

ITxana OLICHUBAHHUS Kpurepuii oueHnanus
(uHTEpBAJ OAIIOB)
5 Pedepar mpencraBineH Ha BBICOKOM YPOBHE (CTYAEHT B IIOJIHOM

o0beMe OCBETHJ pPacCMaTPUBAEMYK0 MpPOONEMATHKYy, MpPHUBEI
apryMeHTbl B TMOJb3y CBOUX CY)KICHHH, BJajeeT NPOPUIbHBIM
NOHATHIHBIM (KaTeropuaibHbIM) anmapatoM U T.11.). OdopmieH B
COOTBETCTBUH C TPeOOBAaHHUSIMH MPEIbSIBIIEMbBIMA K TaHHOMY BHIY
pabor.

4 Pedepar npencraBnen Ha cpegHeM YpoBHE (CTYIEHT B LEJIOM
OCBETHJI PacCMaTpPUBAeMyr MPOOJIEMATHKY, MPUBET apryMeHThI B
MOJIb3y CBOUX CYXKII€HHH, JOMYCTHB HEKOTOPbIE HETOUHOCTH H T.II.).
B odopmneHnn gomymeHbl HEKOTOPbIE HETOYHOCTH B COOTBETCTBHH
¢ TpeOOBaHUSMH MPEbSIBISIEMBbIMU K JAHHOMY BUY padoT.

3 Pedepar mnpencraBneH Ha HH3KOM ypoBHE (CTYAEHT IOMYCTHII
CYLIECTBEHHBbIE HETOYHOCTH, W3JIOKWJ MaTepuaj ¢ OIHNOKaMu, He
BJaNeeT B JOCTATOYHOH CTENeHW MNPO(IIbHBIM KaTeropualbHBIM
anmapatoM W T.L.). B odopmieHun AomyIieHsl OIHOKU B
COOTBETCTBUU C TPeOOBAHUSIMU MPENBSBISIEMbIMA K JAHHOMY BHIY
pabor.

2 Pedepar mpencraBieH Ha HEyOOBIETBOPUTEIHPHOM YPOBHE WJIU HE
NpeaCcTaBiieH (CTYASHT He TOTOB, HE BBITIOJHIII 3aaHUE U T.11.)

TecTnl

1. OmHUM K3 IPEBHUX AOKYMEHTOB SIBIISIICA:
a) [Ipapna Pycckas;




0) npukas,

B) YCTaB.

2. Jlaroii JOKyMeHTa SIBJIIETCS JaTa €ro:

a) MOJIMUCAHUS,

0) co3anus;

B) PETUCTPALIUH.

3. Ileuatun xpaHsTcs:

a) B mkadax (ceidax), KOTOpbIe HAMACKHO 3aKPHIBAIOTCS U ONEYATHIBAKOTCS,

0) B TyMOOUKe,

B) Y AUPEKTOPA.

4. BIaHK! U3rOTaBIMBAIOTCA:

a) TUMOrpa)CKUM CrOcoOOM;

0) ¢ TOMOIBIO KOMITBIOTEPHOM TEXHUKH;

B) NIUIIYTCS OT PYKH.

5. OpraHuzalMOHHBIE M PACHOPSAUTENIbHBIE JOKYMEHTHI OpraHu3aluu
JOBOASATCS 10 UCIIOJIHATENEH B BUJE:

a) KOIuH;

0) BBIITUCOK;

B) OPUTHHAJIOB.

6.B kakom yriy nmpocraBnsieTcst oTMeTKa «/yOmmkary:

a) B MPaBOM BEPXHEM YTJy;

0) B IEBOM BEPXHEM YTy,

B) B HIDKHEM ITPABOM YTIIY.

7. OcoObIM BHIOM KOIHH JOKYMEHTA SIBISIETCS:

a) pororpadus;

0) nyOnukar,

B) CBUJICTEIILCTRBO.

8. Konus nprnoOpeTaet opuANYECKYIO CHITY TOIBKO B ClTydac:

a) MPEAbSBICHUS,

0) €€ 3aBEpPEHMS B YCTAHOBJICHHOM MOPSIJIKE;

B) YHUUTOXKEHUSI.

9. M3 kakmx 4YacTeld COCTOMT CTPYKTypa TEKCTa PacnopSIIuTEIbHOTO
JOKYMEHTA:

a) KOHCTaTUPYIoLIeH (mTpeaMOyJibl);

0) pacnopsIUTEILHOM;

B) 3aKJTFOUMTEIILHOIA.

10. BHyTpeHHee cornacoBaHue MPOEKTa JOKYMEHTa OQOPMIIIETCS My TEM:

a) MPOCTABJICHUS BU3BI,

0) meyartw;

B) YTBEPXKICHUSI.

11. [laliTe onpeacneHue cinykeOHOro nuchma:

a) CBEJICHUS O YEM-HUOY/ b, IOJYYCHHBIE B OTBET HA 3aIpoc;

0) NOKYMEHT, aAPECOBAHHBII PYKOBOJACTBY, B KOTOPOM H3JIaracTcs Kakoi-
1100 BOMPOC € BBIBOJAMH M MPEATIOKEHUSIMA COCTABUTENS,

B) OOOOHICHHOE HA3BAHWE PA3JIMYHBIX MO COACP)KAHUIO JTOKYMEHTOB,



BBIJICTIIEMBIX B CBSA3H C OCOOBIM CITOCOOOM MEpEaaun TEKCTA.

12. ABTOpPOM C1y>K€OHOTO MUChMA SIBJISICTCS

a) opraHuzanus, (upMa, OT HMEHM KOTOpPOM MOCHUIACTCS MHChMO-
JOJHKHOCTHOE JIMLIO, KOTOPOE MOAMKMCHIBAET MUCHMO;

0) UCIOJTHUTEIb, KOTOPBIA TOTOBUT TEKCT MUChMA

13. B kakoM c1y>k€0HOM NUCHbME MPOCTABJISIETCS CChIJIKA HA HOMEP U AaTy
BXOJIIIIETO JTOKYMEHTA!

a) rapaHTUHHOM

0) CONMPOBOAUTEILHOM

B) MUCbME-0TBETE-LIUPKYJIIPHOM-HA BCEX BUIAX MMHCEM.

14. Uuaeke ciny>ke0HOTO MUChMa — 3TO:

a) MOPSIKOBBI HOMED MUCHMA,;

0) nopsAaAKOBBI HOMED ¢ OYKBEHHBIM 0003HAYCHUEM

B) 3amm(poBaHHas B LUdpax HHPoOpMaALUs O MECTE HCIOJHEHUS H
XPaHEHUS JOKYMEHTA.

15. Ucxoasmmii HoMep C1y>KeOHOTO MUChMa — 3TO:

a) pErUCTPALIMOHHBIN HOMEP, TPOCTABJIIEMbIH apecaToMm;

0) perucTpalMOHHBIH HOMEP, MPOCTABIISIEMBIA ABTOPOM MHUCHMA.
16. JIOKyMEHT, 3aKpEIUISAIOIWMIA JOKHOCTHONR U YUCJICHHBIA COCTAB MPEANPUAITUS
C yKazaHueM (poHJa 3apabOTHOM ATkl — 3TO:

a) TOJDKHOCTHAS! HHCTPYKIUS

0) ycraB

B) TIOJIOYKEHUE

I') LITATHOE PACIMCAHKE
17. JIokyMeHT, pUKCUPYIOMil X014 00CYKACHHS BOITPOCOB W MPUHATHS PEIIEHUIA
Ha COOpaHUsX, 3aCEIaHUAX, COBEIIAHNAIX U T.11.

a) OOBACHUTENBHAS 3alUCKa

0) MoKIaaHAas 3anucKa

B) aKT

I') TPOTOKOJT

18. Kakas pyHKumst OTHOCUTCS K O0mmMM (PyHKIMSM JOKYMEHTA!

a) OOIICKYJIbTYpHAS,

0) nH(popMaMOHHAS,

B) IIPaBOBA,

I') YIOPSAOYUBAIOLIAS.

19. JIokyMeHTaMOHHOE 00ECIEYEHNE YITPABICHUS — 3TO:

a) POLECC YCTAHOBJICHHUS M NMPUMEHEHUS MPABWII C LENBI0 YIOPSA0YCHHS
JESATEILHOCTH B JEJIOMPOU3BOACTBE.

0) JACATENBHOCTh amnmapara YHOPaBJECHUs, OXBaThIBAKOMIAS BOMPOCHI
JOKYMEHTUPOBAHUS U OPraHu3alny padoThl C TOKYMEHTAMHU.

B) COBOKYIHOCTh JOKYMEHTOB, MPHUMCHSIEMBIX B ONPEIACICHHON cdepe
JESATEITLHOCTH.

I) COBOKYINHOCTh PEKBU3WTOB, YCTAHOBJICHHBIX B COOTBETCTBHHM C
(OpMyYJIIPOM JOKYMEHTA.



20. Ecnm pacnopsavreNibHas 4acTb TEKCTa HAYMHACTCS — CIIOBAMHM

“00s3bIBaI0”’, TO ITO:

a) MpUKa3

0) 3asiBJICHUE

B) PACHOPSKEHUE

I') yKa3aHue

21. Ha3oBuTe HNOKYMEHT, HE BKJIIOYEHHBIA B TPYyNNy BXOJSIIMX U

HCXOOAINX TOKYMCHTOB B IIPpUKa3ax:

a) mMaMs T

0) OTOUCKH

B) aKT

') TPaMOTBI

22. Ha3zoBHWTe HOKYMEHT, HE BXOMASIIUN B TPyNMy pacrnopsauTeIbHbIX

AOKYMCHTOB:

a) CTPYKTYpa U LITaTHAsl YUCIAEHHOCTb

0) ykazaHue

B) IIPUKa3

I') TOCTAHOBJICHHE

23. HazoBuTe MOKYMEHT, HE BXOAALIMA B cOCTaB WH(POPMALMOHHO-

CIIPABOYHBIX:

ACIIO0I1

a) MPOTOKOJI

0) crpaBka

B) PACHOPSDKEHUE

T) aKkT

24. HazoBuTe MOKYMEHT, HE M3JaBacMblii LlApeM B MEPHOJ MPUKAZHOTO
POM3BOJICTBA:

a) J)KaJIoBaHHAsl rPaMoTa

0) ykaz

B) IPUTOBOP

T) aKkT

25. HazoBute paszen, He BXOJALIMI B TEKCT yCTaBa
a) pEIAMEHT JIEATCIbHOCTH,

0) o01IHE MOJIOKEHUS;

B) OPraHU3alMOHHOE €IMHCTBO;

I') JOJGKHOCTHBIE OOS3aHHOCTH.

Kpurepuu u 1mkana OLEHMBAHKS 110 OLIEHOYHOMY CPEACTBY «TECTHI»

ITxana OLIEHUBAHHUS Kpurepunii oneHnsanus
(uHTEpBAJT OAIIOB)
5 TecTrI BBIMONHEHB! HA BHICOKOM YPOBHE (TIPaBUIIbHBIE OTBETHI JaHbI
Ha 90-100% TecToB)
4 TecTrl BBINONHEHB! HA CPEHEM YPOBHE (TIPaBUIIbHBIE OTBETHI JAHBI
Ha 75-89% TtecToB)
3 TecTrI BBIMONHEHB! HA HU3KOM YPOBHE (IIPaBUIIbHBIE OTBETHI TaHBI

Ha 50-74% TtecToB)

2 TecTnl BLITIOJTHEHBI HA HEYOOBJICTBOPUTECJIbHOM YPOBHE




| (mpaBUJIbHBIE OTBETHI JaHbI MeHee 4eM Ha 50% TecToB)

OueHoYHbIC CpeCTBA AJIs1 MPOMEKYTOYHOMH aTTecTaluy (3a4eT ¢ OLCHKOIT)

Hcropust pa3BUTHSI CHCTEMBI TOCYAAPCTBEHHOTO IETIOMPOU3BOICTBA.

COBpEMEHHOE ETOMPOU3BOICTBO: OCHOBHBIC TIOHITHS U OMPEACTICHUSI.

HopmaruBHO-1paBoBOE 00eCeUeHNE NETOMPOU3BOICTBA.

[ToHATHE «TOKYMEHTY.

OCHOBHBIE (PYHKIIMA JOKYMEHTOB.

PeKBU3NTHI JOKYMEHTOB M MPaBujia UX O(POpMIIEHUS.

OOwmme TpeOOBaHUS K CO3JaHUIO YITPABICHYECKUX TOKYMEHTOB.

birankn 1OKyMEHTOB.

. Ileyarn.

10. latupoBanue ynpaBaeHYECKUX TOKYMEHTOB.

11.CormacoBanue ynpaBieHYECKUX TOKYMEHTOB.

12. YTBep)KACHUE YITPABIEHYECKAX JOKYMEHTOB.

13.006mmme TpeboBaHMs K TEKCTY YIPABICHUYECKUX JOKYMEHTOB.

14.0Oco0eHHOCTH MOATOTOBKH U O(OPMIICHHS PACHOPAAUTEIBHBIX JOKYMEHTOB.
Y A0CTOBEPEHUE KOMUIA U BBIMUCOK CIYXEOHBIX JOKYMEHTOB.

15./enoBoe MUCbMO B YCIIOBUSX YHU(DUKALIWH.

16.I1paBuita opopmMIIEHHUS AEIOBOTO MUCHMA.

17.Buael mucem.

18.00mue noaxo/1bl K U3/IaHAK0 MPUKA30B.

19.0cobenHocT 0(hOpMIICHHS MPUKA30B MO INYHOMY COCTAaBY.

20.0OdopMIIEHUE IMYHBIX KAPTOUEK.

21. IoOKyMeHTOOOOPOT.

22 HomMenknatypa aei: 3aaauu, GopMa U COACPKAHUE.

23.DOpMUPOBAHKE JIETT.

24 .TToaroToBKa KaApOBBIX TOKYMEHTOB K apXUBHOMY XPAHEHUIO.

25.0kcnepTHas KOMUACCHSI.

26.0dopmiieHuE aen.

27.1lepenava eyt HA APXUBHOE XPAHEHUE.

28.Tabenb yuera pabovero BpeMEHHU.

29.KypHaJIbl M KHUTH TI0 YYETY KaJPOB.

30.Yrto Takoe aktbi? [Iponenypa opopMmiieHUs aKTa.

31.0¢dopmaeHre Mo3ApaBUTENbHBIX TUCEM.

A I S AR e

Kpurepun w mkama OICHUBAHWS MO OIEHOYHOMY CPEJACTBY MPOMENKYTOUYHBINA
KOHTPOJIb («3a4ET C OIEHKON»)

ITkana oueHnBaHuA Kpurepunii oneHusanus
(uHTEpBAT OAIIIOB)
OTIUYHO (5) CrtyneHT riay0OKO M B IMOJIHOM O0BEME BIIAJICeT MPOTPAMMHBIM

MatepuanoM. ['paMOTHO, HCYEpPNBIBAOIIE W JIOTMYHO €ro
u3jaraeT B YCTHOW WM mucbMeHHOH ¢opme. Ilpu 3Tom 3Haer
PEKOMEHJOBAHHYIO JINTEPATYPy, NPOSIBISIET TBOPUECKUN NOIXON




B OTBE€TAaX Ha BOIPOCHI U IMPaBUIBHO 00OCHOBBIBAET MPUHATBIC
peui€HudA, XOpOowmoO BJIAACCT YMCHHUAMH W HaBblKaMH IIpU
BBITTOJJTHCHHHU MPAKTUYCCKUX 3a7a4.

XOopomio (4)

CTyneHT 3HaeT MporpaMMHbIN MaTepuas, TPaMOTHO U IO CyTH
u3jaraeT €ro B yCTHOW WM NUCBbMEHHOW (opme, AOmyckas
HE3HAYUTENIbHbIE HETOYHOCTH B YTBEPXKICHUSX, TPAKTOBKAX,
ONpEeNEeIeHUsIX U KaTerOpusiX WM HE3HAYUTENbHOE KOJIUYECTBO
omnbok. Ilpu 3TOM BrameeT HEOOXONUMBIMH YMEHUSIMH H
HABbIKAMU MPH BBITOJIHEHUH NPAKTUYECKUX 3a4a4.

yIIOBJIETBOPUTENHHO (3)

CTyneHT 3HaeT TOJIbKO OCHOBHOM IIPOrpaMMHBIN MaTepual,
JOMyCKaeT HETOUHOCTH, HEAOCTATOUHO YETKHE (POPMYIHPOBKH,
HENOCJeI0BATENbHOCTh B OTBETAX, U3JIaraeéMbIX B YCTHOMN WIIH
nucbMeHHOH ¢popme. I1pu 3TOM HENOCTATOUHO BIAICET
YMEHHUSIMHU U HaBbIKAMU IIPU BBIMIOJHEHUH NMPAKTUYECKUX 3a1a4.
Jomnyckaet 10 30% ommboK B M3JIaraeMbIX OTBETAX.

HEYIOBJIETBOPUTENBHO (2)

CtyneHT He 3HaeT 3HAYUTENBbHON 4YacTU MPOrPaMMHOIO
marepuana. Ilpu 3ToM nomyckaer MpUHLUMNHAIBHBIE OIIUOKU B
NOKA3aTeNbCTBAX, B TPAKTOBKE MOHITUI U KATErOpUM, MPOSIBIISIET
HU3KYIO KYJBTYPY 3HAHMI, HE BJIAJEET OCHOBHBIMH YMEHUAMU U
HaBbIKAMHU IIPU BBINOJHEHUU MpaKkTHUYecKuxX 3ajad. CTyaeHT
OTKa3bIBAETCsl OT OTBETOB HA JONOJHHUTEJIbHBIE BOIPOCHI




JIuct u3MeHeHunit 1 1OTOJTHEHU N

/1

Bunbel nononHeHui u
U3MEHEHUN

JlaTta 1 HOMep MPOTOKOJIA
3acenanus Kageapsl
(xadenp), Ha KOTOPOM ObLTH
PacCMOTpPEHBI U O00PEHBI
U3MECHCHUA U JOIMOJIHCHUA

IMoanwuce (¢
pacurngpoBKoii)
3aBeayromero kadeapoi
(3aBenyromux kadenpamn)







