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1 Ieanb u 3a7a4M OCBOEHHUS AU CIUILIHHBI

Lenbro 0CBOEHUS NUCUMILIAHBI «/JOKyMEHTUPOBAaHHE U JOKYMEHTOOOOPOT B
rOCY/apCTBEHHBIX U MYHHUIIUIAIBHBIX OpraHax YIpaBJICHUs» SBISETCS POPMUPO-
BaHME KOMILJIEKCA 3HAHUM MO0 OpraHu3aluu JTOKYMEHTUPOBAHUS U JOKYMEHTO00O0-
poTa B TOCYJApCTBEHHBIX U MYHUIHUIIAIBHBIX OPraHax YMNpPaBJICHUS B KOHTEKCTE
CUCTEMBI oOecrieueHHs] (pOpMalbHBIX KOMMYHUKAIIMH M YIPaBICHUYECKUX Olepa-
UH.

3amaun:

- TIOJly4Y€HHE 3HAHUN O MPOIECCe JOKYMEHTHUPOBAHUS U JOKYMEHTO000pOTa B
opraHax roCyJapCTBEHHOTO W MYHHULUIIAJIBHOIO YNpaBICHUS Kak (HOpMalbHOU
OCHOBBI KOMMYHHUKAIIMi B TMMCbMEHHOW W YCTHOW (opMe I perieHus 3aaad B
obJsiactu mpohecCUOHAIBHOU eI TEILHOCTH;

- (popMHUpOBaHUE YMEHUN HCIOIb30BATh MPUHLHUIBI U COBPEMEHHBIE METO-
JIbl YIIPABJIIEHUS ONEPALMSAMU B MPOLECCE JOKYMEHTUPOBAHUS U JOKYMEHTOO00PO-
Ta B OpraHax rocy/1apCTBEHHOIO U MyHHUIIUIAIBHOTO YIIPaBJICHUS;

- BBIpa0OTKa HaBBIKOB ()OPMaJIbHBIX KOMMYHHUKALUWA, pa3padO0TKU HarpaBlie-
HUI U BBIOOpA ONTHUMAJIbHBIX METO/OB YIIPAaBJICHUS ONEPALUSIMU B CUCTEME JIOKY-
MEHTAIIMIOHHOT0 00ECIIEUEHUsI OPraHOB BJIACTH.

2 IlepevyeHb MIAHUPYEMBIX Pe3yJbTATOB 00yUeHMsI 1O JUCIH-
IJINHE, COOTHECEHHBIX C IVIAHUPYEMbIMH pPe3yJibTAaTaMH OCBOCHMS
OIIOII BO

B pesyiabTaTe 0CBOCHUS IMCUMILIMHBI GOPMHUPYIOTCH CJEAYIOLIHEe KOM-
NeTeHUNH:

OIIK-2 — TOTOBHOCTh K KOMMYHHKAIIUN B YCTHOUM U MUChMEHHOU (hopmax Ha
PYCCKOM M MHOCTPAHHOM $3bIKaX JJIS PElICHUs 3a]1a4y B 00JaCTH MPOPecCuoHaIb-
HOM JIeSITeIbHOCTH;

[1K-8 — BnameHne MPUHIMIIAMU M COBPEMEHHBIMU METOAAMH YIIPaBICHUS
onepalusMH B pa3IMuHbIX chepax AesTeIbHOCTH.

3 Mecto nucunmiiuHbl B ctpykrype OIIOII BO

HucrumnHa «JloOKyMEHTUpOBaHHWE M JOKYMEHTOOOOPOT B TOCYJapCTBEH-
HbIX U MYHUIUINAIBHBIX OpPraHax YIPaBICHHS» SBISETCA JUCUMUILUIMHOW Bapua-
tuBHOM "yactu OITOIT BO noarotoBku oOydaromuxcs mo HampasieHuto 38.04.04
['ocynapcTBeHHOE M MYHUIMNAIBHOE YIMpaBJeHUE, HampaBieHHOCTh «[ ocynap-
CTBEHHO€ U MYHMITUTIAJILHOE YIIPABICHUEY.



4 OobeM qucuuILIHHbI (108 yacoB, 3 3aueTHBIE €IUHHIIBI)

Buapr yaeOHO# paboThI

O0OBeM, yacoB

OuHas 3aoyHast
KonrakTHasi padora 35 11
B TOM YHCIIE:
— ayAUTOpHAs 110 BUJIAM Y4EOHBIX 3aHATHI 34 10
— JICKIIUU 6 4
— IPaKTUYECKHE 28 6
— nabopaTopHbIe - -
— BHEAyIUTOPHAS 1
— 3a4er 1 1
— 9K3aMeH - -
— 3alMTa KypCOBBIX paboT - -
G rein o : o
— KypcoBas pabora - -
— [IPOYME BUJIBI CAMOCTOSTEILHON paboThI 73 97
\ HToro no nucuunjinHe 108 108 \

5 Coaep:xaHue TUCUUILIUHBI

IIo utoram I/IBYLIaeMOﬁ AUCHUILIMHBI CTYICHTBI (06yqa}oumec;l) CAaroT 3a-

qcCT.

JlucuuminuHa u3ydaeTcs: B O4HOU opme: 2 Kypce, 3 ceMeCTp,

B 3204HOM popMme: 2 Kypc, 4 cemecTp.

CopepxaHue u CTPYKTYpPa JUCUUILIMHBI 110 04HOI opme 00yueHHst

4 o Buabi yueOHol padoThl, BKJIOYAs
No HaunmeHoBaHue TeMsbl Ej E = g CaMOCTOSITE/IbHYI0 Pa0oTy CTY/IeHTOB
1/ | € YKasaHHEM OCHOBHBIX i i = % U TPYAOEMKOCThb (B Yacax)
BOIIPOCOB sz J Tex [Tpaktnyeckue | CamocrosTenbHas
e = i 3aHATHUS paborta
1 | 1OV - repmuHsI,
oTpeseNeHUs
1.TepmuHosOrNst KOH-
KPETHOHM HayKH.
2.JIOKyMEHTaI[MOHHOE )
obecIieueHne yrpas- OIK-2 | 2 6 12
I1K-8
JICHUS.
3.CocTaB peKBU3UTOB
OPJI.
4. Opranu3zarus pado-
ThI C IOKYMEHTaMHU.




/o

HaunmenoBanune TeMbl
C YKa3aHUEM OCHOBHBIX
BOIIPOCOB

Dopmupye-
Mble KOMIIe-
TeHIH

Cemectp

Buabl yueOHo# padoThl, BKJIKOYAS
CAMOCTOSAITEIbHYI0O Pa00Ty CTYA€HTOB
U TPYA0EMKOCTh (B 4acax)

Jlexnnu

IIpakTrueckue
3aHATHS

CaMocTrosTebHas
paborta

Cucrema 10KyMeHTa-
LIUU B OPTaHax BJIACTH
1. Bunbl opranu3zanmu-
OHHBIX JOKYMEHTOB

2. Buapl pacniopsiu-
TEJIbHBIX JJOKYMEHTOB.
2. Oco0eHHOCTH CO-
cTaBlIeHHUS U 0(hOpM-
JIEHUS OTAENbHBIX BU-
JIOB MCHOJHUTEIBCKOMN
JIOKYMEHTAITUH.

OIIK-2;
I1K-8

16

49

l'ocynapcrBenHoe pe-
TYJIUpOBaHUE MPOIIEC-
ca IOKyMCHTAIIHOHHO-
ro o0ecreueHH
YIPaBIICHUS U periia-
menTanus JJOY B op-
raHax BJIacTH

1. 3akoHomarenpHOE
perynupoanue JOVY.
2. Permamenranus
JOYVY B opranax Bia-
CTH

3. Opranuzanus npo-
1ecca I0KyMeHT0000-

pota

OIIK-2;
T1IK-8

12

Hroro

28

73

CopepxaHue u CTPYKTYpPa TUCUMILIMHBI 110 3204HOM (popMe 00yueHUs

o/

HanmenoBanue TeMBbI
C YKa3aHUEM OCHOBHBIX
BOIIPOCOB

Dopmupye-
Mble KOMIIe-

Buabl yue6Hoii padoThl, BKIOYAS
CaMOCTOSITEIbHYIO Pa00Ty CTYICHTOB
YA0EMKOCTH (B yacax)

uT

Cemectp

Jlexkuu

[IpakTnueckue
3aHATUSA

CaMmocTosTenpHast
pabota

JOY - TepMuHsI, onpe-
TeTICHHSI
1.TepmuHoOrNs KOH-
KPETHOHM HayKH.
2.JIOKyMEHTaIlMOHHOE
obecrieueHre ynpasie-
HUS.

3.CocTaB peKBU3UTOB
OP/I.

OIIK-
2;
I1K-8

11




Buabl yueOHoi#i padoThl, BKJIKOYAS

4 o
No Hanmenosanue TeMbl EZ E ? CAMOCTOSITEILHYI0 Pa00Ty CTY/IEHTOB
W | © YKa3aHMEM OCHOBHBIX i z % U TPYJI0€MKOCTbH (B Yacax)
BOIIPOCOB sz O B [Mpaktuueckue | CaMmocToOsITENbHAS
S = CHIH 3aHATUS paborta
4. Opraauzanus padoTh
C JIOKYMCHTAMH.
2 | Cucrema TOKyMEHTAIH
B OpraHax BJacTH
1. Buasl opranuzanu-
OHHBIX JJOKYMEHTOB
2. Buner paciopsiau- OIIK-
TEJbHBIX IOKYMEHTOB. 2; 4 2 2 53

;
2. OcobeHHOCTH CO- [1K-8
cTaBicHHS U 0hopMmIIe-
HUA OTACJIIBHBIX BUI0B

HCIIOJIHUTENILCKOM J10-

KYMGHTaHI/II/I.

3 | FocynapcTBeHHOE pery-
JUpPOBaHUE TpoIecca
JOKYMEHTAIHOHHOT'O
obecrieueHus ympanJe-
HUS ¥ PEerJIaMeHTAIUs
JOYVY B opranax Bmactu [OIIK-
1. 3akoHogarenbHOE 2; 4 - 2 33
perymupoBanue JJOY.  |[IK-8
2. Permamenranus
JIOVY B opranax Biactu
3. Opranuzanus npo-
1ecca JOKyMEHT0000-
pota

Htoro | 4 | 6 ’ 97

6 IlepeueHb yueOHO-MeTOIMUYECKOI0 o0ecneueHus IJIsl CaMOCTOSITeILHOM pa-
00ThI 00YUYAKOIIUXCSI IO TUCHUIINHE

MeToauveckue ykazaHus (J1Js1 CaMOCTOATEJILHOH padoThI)

1. JlokyMeHTHpOBaHUE U TOKYMEHTOOOOPOT B TOCYJIaPCTBEHHBIX U MyHUIIUIAIBHBIX Op-
raHax ynpasJICHUS: METOJ. PEKOMEHIALNN 10 ITPOBEACHHUIO MPAKTUYECKUX 3aHITHHA U BBIIIOJIHE-
HUIO CaMOCTOSITENIbHOM padoThl 17151 oO0yvaromuxcsl HanpaBieHus: moarotoBku 38.04.04 «I'ocy-
JApCTBEHHOE W MyHHMUUNATbHOE ymnpasieHue» / coct. M.A. Hecrepenko. — Kpachonap:
Kyo6l'AY, 2020. — 26 c. — [DnexTpoHHbII pecypc]. — Pexum JOCTY-
na: https://edu.kubsau.ru/file.php/119/MU_DDO_Nesterenko_PZ.pdf

2. JIoKyMEHTHpPOBaHUE U TOKYMEHTOOOOPOT B TOCY/IaPCTBEHHBIX U MYHUIIUIAIBHBIX Op-
raHax ymnpaBJICEHHUS: METOJI. YKa3aHUs 10 BBITOJIHEHUIO KOHTPOJIBHBIX paboT /Ui 00ydaromuxcs
3a04HOM GopMbI 0OydeHusi HampaBiieHuss moarotoBku 38.04.04 «IocymapcTBEHHOE M MYHHUIIH-
naneHoe ympasieHue» / coct. M.A. Hecrepenko. — Kpacnogap: KyoI'AY, 2019. — 12 c. —

[DnexTpoHHBII pecypc]. — Pexum JIOCTYy-
na: https://edu.kubsau.ru/file.php/119/Metodichka. DDO_KR_Nesterenko.pdf



https://edu.kubsau.ru/file.php/119/MU_DDO_Nesterenko_PZ.pdf
https://edu.kubsau.ru/file.php/119/Metodichka._DDO_KR_Nesterenko.pdf

/ DOH[ OLIEHOYHBIX CPEICTB VISl IPOBeIeHNsI IPOMEKYTOYHOM
arrecTaluu

7.1 IlepeyeHb KOMIIETEHUMH ¢ YKa3aHHeM 3TanoB ux GopMuUpoBaHus B
npouecce ocsoenusi OITIOITI BO

Howmep ce-
Mectpa*

Oransl GopMUPOBAHUS U MPOBEPKH YPOBHS C(HOPMUPOBAHHOCTH KOMITCTCHIIUN
10 JUCUUILUIMHAM, TpakTHKaM B niporiecce ocBoenus OI1IOIT BO

OIIK-2 I'0TOBHOCTh K KOMMYHHKAIIUU B YCTHOM M MTUCHbMEHHON (hopMax Ha PyCCKOM U MHO-
CTPaHHOM SI3bIKAX JUIsl pellieH s 3a/1a4 B 00J1aCTH IPO(heCCHOHAIBHON AEATeIbHOCTU

1 b51.5.04 IlpodeccnonaabHbIl HHOCTPAHHBIN SI3bIK

3 NanbHLIX OP2AHAX YNPAGIeHUS

b1.B.03 Jlokymenmuposanue u 00OKYMeHmMOobOpom 6 20Cy0apCmeeHHbIX U MyHUYU-

4 BAIIUTE W MPOLICTYPY 3alTUThI

b53.5.01 3amuTa BeITyCKHONM KBAIM(UKAIIMOHHON pabOThl, BKIIIOYAs IOJTOTOBKY K

[1K-8 Bnanenue npuHIunamMm 1 COBPEMEHHBIMU METO/IAMHU YIIPABJICHUS ONlEpalUsIMU B pa3ind-
HBIX chepax e TeIbHOCTH

b51.B.01 Ynpasnenue 3¢ppeKTHBHOCTBIO TOCYJAPCTBEHHBIX U MYHHIIUITIATBHBIX

2 CIyr
b1.B.03 [lokymenmuposaHue u 0OKyMeHmooobopom 6 20Cy0apCmeeHHbIX U MYHUYU-
3 NAIbHBIX OP2AHAX YNPABLEHUs
3 b51.B.J1B.02.01 Meronuka npenojaBaHusi ynpapieHUYECKUX JAUCLHUIIIMH
3 51.B./1B.02.02 CoBpeMeHHBIE METO/IbI YIIPABJICHUS ONIEPALTUSIMH

4 npodeccCuOHAbHOM NesITENIbHOCTH (TEXHOJIOTHYEeCcKasi)

b52.B.02.03(IT) [IpakTuka mo mnoxy4eHuro npoeccuoHaIbHBIX YMEHHUH U OTIbITa

4 BAIKTE U IPOLEYPY 3ALIUTHI

b53.5.01 3amuTa BeITyCKHOM KBATU(DUKAIIMOHHOM paboThl, BKIFOUYAsi TOJTOTOBKY K

* HOMEp ceMecTpa COOTBETCTBYET ATany (GOPMUPOBaHHS KOMIIETEHIINH

7.2 Onucanune noka3arteJjieil 1 KpUTepueB OLEHUBAHUS KOMIIETEHUMI Ha
Pa3JIMYHbIX 3Tanax ux GopMUpPoOBaHUsA, ONIMCAHHUE IIKAJIbI OLEHUBAHUS

[Tnanupyemsie YpOBEHb OCBOEHHS! Orenou-
pe3ynbTaThl HOe
HE 3a4TEHO 3a4TEHO

OCBOCHHSI KOMIIE- CpPEICTBO
TeHIMU (MHAUKA- | «HEYIOBJIETBOPH- | «YIOBJICTBOPH- «XOPOLIO» COTIIMIHON»

TOPBI JOCTHXeE- TEIIBHOY TEIHHOY CpenHuit BBICOKHH

HHS KOMIICTEH- | MHUHUMAJIBHBIN He MHUHHAMAJIbHBINA

1MH) JOCTHUTHYT (IOporoBBIit)

OIIK 2 - 'oToBHO

peuieHust 3a71a4 B 00JIaCTH MPOEeCCHOHATBHOU JIESITEIbHOCT

CTb K KOMMYHHKAallUu B YCTHOI>'I H MHCbMEHHOM (I)OpMaX Ha PYCCKOM U MHOCTPAHHOM A3bIKAX IJISL

n

3HaTh: Pedepar
OCHOBHI apxUB- | YpoBeHb 3HaHWH | MHHHMAaIBHO VYpoBenb 3HaHuMM | YpoBeHb 3HaHuM B | Jloxman
HOTO 3aKOHOAA- | HIKE MHUHHMAlb- | JOIYCTHMBIHA B o0wveme, cooT- | oOveme, cooTBeT- | TBOpue-
TEIbCTBA U HBIX TpeOOBaHWH, | ypOBEHb 3HAHWH, | BETCTBYIOUIEM CTBYIOIIEM  IIPpO- | CKOE  3a-
HOpPMAaTHBHBIE uMenu MECTO | JIONYIIEHO MHOTO | MporpamMMme IOA- | TpaMMeé MOATOTOB- | JaHWe
MIPaBOBBIC AKTHl | TPYOBIC OMMOKH HETpyOBIX  OIIM- | TOTOBKH,  JOITy- | KH, 0e3 omuboK 3amada
Poccuiickoit 6ok HMIEHO HECKOJIBKO Keiic-
Denepanyn HerpyObIX  OIIH- 3a/1aHus
6ok TecrtoBble
Ymersn: IIpn peuieHun 3alaHus
Pabotath ¢ uH- CTaHJapPTHBIX ITpopeMoHcTpU- ITpopeMoHcTpU- IIpogemoncTpupo- | Bompockl




ITnanupyemslie YpOBeHb 0CBOEHHS Onenou-
pe3ynbTaThl HOE
OCBOCHHMS KOMIIE- HE 3a9TCHO 3aHTCHO CPEICTBO

TEHIMU (MHAMUKA- | «HEYJIOBJIECTBOPH- «YIOBJIETBOPH- «XOPOIIO) OTITHIHO»
TOPBI TOCTHKE- TEIBHO» TEJNBHO» CpenHuit BBICOKHI
HUS KOMIICTEH- | MHHHMAJbHBIA He MHUHHAMAJIbHBIA
ITIH) JIOCTUTHYT (TIOpOTOBHII)
(OopMaIOHHBI- | 33a4 HE TNPOJAE- | POBAaHBI ~ OCHOB- | POBaHBI BCE OC- | BaHBl BCE OCHOB- | M 3aJaHUA
MH CHCTEMaMH U | MOHCTPUPOBAaHBl | HbIE yMEHHS, pe- | HOBHBIC YMEHHS, | HBIE yMEHHS, pe- | A1  Ipo-
06a3aMM JaHHBIX | OCHOBHBIE yMe- | IIEHbl  THUIIOBBIE | PELIEHBl BCE OC- | IIEHBI BCE OCHOB- | BEIEHUS
Pa3zpabarpiBaTh | HHS, WMENHM Me- | 3aJa4ll C HErpy- | HOBHBIE 3aJayd C | Hble 33Ja4d C OT- | 3a4eTa
JIOKaJbHO- CTO rpyOble | ObIMH OIMIMOKaMU, | HErpyOBIMH JCIbHBIMU  HECY-
HOpPMAaTUBHBIE OLINOKH BBINIOJIHEHBI ~ BCE | OLIMOKaMH, BbI- | IIECTBEHHBIMHU
JIOKYMEHTBI 3aJjaHMs, HO HE B | IOJHEHBI BCE 3a- | HEIOUETaMHU, BBI-
MIOJTHOM 00BeMe JaHUS B TIOJIHOM | TOJIHEHBI BCE 3a-

o0beMe, HO HEKO- | JaHUsI B IOJHOM

TOpBIE C Hemode- | oObeMe

TamMu
Baapers: IIpu pelieHun
PazpaboTka CTaH/IapTHBIX Nmeercs  munH- | [IpogemoncTpu- ITponemoncTpupo-
IUTaHOB, TIPO- 3a1a4 He Mpoje- | MaJNbHBI Habop | poBaHbl 0a30BbIC | BaHBI HABBIKH IIPU
rpaMM U IIpolie- | MOHCTPHPOBAHBI | HaBBIKOB I pe- | HABBIKM NPHU pe- | PELICHHH HEeCTaH-
Iyp B ynpaBiie- | 0a3oBble HaBBIKM, | IICHUS CTaHIApT- | LIEHUH CTaHIAPT- | JApTHBIX 3a7ad 0e3
HHUH UMenu MECTO | HBIX 3aJad C He- | HbIX 3aJa4 C He- | OMIMOOK W Hejgoue-

rpyOble OIUOKH KOTOPBIMM HEJO- | KOTOPBIMM HEJO- | TOB
qeTaMy JeTaMy
[1K-8 - Bnanenue npuHUMIAMU U COBPEMEHHBIMU METOAAaMH YIIPaBJICHHs ONEpalUsIMH B pa3UuHbIX cdepax aes-
TEIBHOCTH
3HaTh: Pedepar
OcHOBBl  J10Ky- | YpoBeHb 3HaHUU | MUHMMaIbHO YpoBenb 3HaHUNl B | YpoBeHb 3HaHUH B | Jloknan
MEHTallMOHHOTO | HWXXE€ MHUHHMAJb- | JOIYyCTHUMBIH o0beme, CcOOTBET- | 0OBeMe, cOOTBET- | TBOpue-
obecrieueHus, HBIX TpeOOBaHWM, | ypOBEHb 3HAHHH, | CTBYIOIIEM Ipo- | CTBYIOIIEM IIpO- | CKOEe 3a-
MOPSIIOK UMEIH MECTO | AOMYMIEHO MHOTO | TpaMME IIOArOTOB- | TpaMM€ IOATOTOB- | JaHHE
odopmieHUs rpyObie OmMOKH HErpyObIX  OIIU- | KW, AOMYIICHO He- | KH, 0e3 ommbok 3amaua
JIOKYMEHTOB, 60K CKOJIBKO HErpyObIX Keiic-
MpeIoCTaBIIsIe- omub0oK 3a/1aHus
MBIX B rocynaap- Tecto-
CTBEHHBIE Opra- BBIE 3a-
HbI, MpodeccHo- JaHUS
HaJlbHbIE  COIO- Bompocst
3bl, OOIIECTBEH- n  3aja-
HBIE OpraHu3a- HUSL U1
812071 TIpoBe-
JICHUS

Ymern: IIpu pelieHun [Iponemoncrpu- 3auera
Bectu genoByro | ctaHAapTHBIX [IponemoncTpu- [Ipopemonctpupo- poBaHbl BCE OC-
MEePEnCKy 3a/lad He MpOJe- | POBaHBI ~ OCHOB- | BaHBI BCE OCHOBHBIC | HOBHbIE yMEHUH,
Oprasu3oBsI- MOHCTPUPOBAHBl | HBIE YMEHHs, pe- | YMEHHS, peIIeHBl | PelIeHbl BCE OC-
BaTh XPAHEHHE | OCHOBHBIE yMe- | IIEHBl  THUIIOBBIE | BCE OCHOBHBIC 3a- | HOBHBIE 33Ja4M C
JOKYMEHTOB B | HHMSI, HMMEJIHM Me- | 3aJjaud C Herpy- | Jadyd ¢ HErpyObIMH | OTAEIHHBIMH  He-
COOTBETCTBUU C | CTO rpyOble | ObIMU OIMOKaMU, | OMIMOKAMH, BBITION- | CYIIECTBEHHBIMU
TpeboBaHUSIMHA OLIMOKH BBHITIOJTHEHBI ~ BCE | HEHBI BCE 3aJIaHMS B | HEJOYETaMH, BBI-
TPYAOBOTO u 3a7aHusl, HO HE B | MOJHOM OOBbEME, HO | MOJHEHBl Bce 3a-
apXUBHOTO  3a- MOJIHOM 00BeMe HEKOTOpBIE C HEJIO- | AaHUS B IOJHOM
KOHOJATeNNbCTBA 4eTaMu o0beme
Poccuiickoit
®Qenepanun U
JIOKaJIbHBIMH
aKTaMH OpTaHH-
3anun
Baapers: IIpu pemeHun IIponemoncTpu-
AHanM30M Ipo- | CTaHJIapTHBIX Wmeercs  muHH- | [IpoieMOHCTpHpO- | pOBaHBl  HABBHIKH
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ITnanupyemslie YpOBeHb 0CBOEHHS Onenou-
PE3yIbTATHI HOE
HE 3a4TCHO 3a4TCHO

OCBOCHHS KOMIIC- CpEeACTBO
TEHIMU (MHAMUKA- | «HEYJIOBJIECTBOPH- «YIOBJIETBOPH- «XOpOTIOY «OTIIMIHOY»

TOPBI TOCTHXKeE- TEIHLHO» TEIHLHO cpenHui BBICOKHI1

HUS KOMIETEH- | MUHHMAJILHBIA HE MUHUMAJIbHBIHA

ITIH) JIOCTUTHYT (TIOpOTOBHII)

I[ECCOB JIOKY- 3amad He Mpoje- | MaNbHBI  Habop | BaHEI 0a30BbIC | IPHU pEIICHUH He-

MEHTOO0OpOTa, | MOHCTPHPOBAHBI | HAaBBHIKOB IJISi pe- | HABBIKM IPH pelle- | CTAaHNApTHBIX 3a-

JIOKQJIBHBIX J10-
KyMCHTOB 1O
BOIIpOCaM
YIpaBJICHUS
MIEPCOHAIIOM,
OusHec-
MIPOIIECCOB Op-
TaHU3aLUU
JoxymeHranu-
OHHOE M Opra-
HHU3aLMOHHOE
COTIPOBOXKICHUE
CTpaTErHYECKO-
ro ympaBJICHUS
MEPCOHANIOM U
paboThl  CTPYK-
TYPHBIX ITOJpa3-
NeJeHuN

0a30BbIC HaBBIKH,
UMEIn MECTO
rpyOble omOKu

IEHUA CcTaHdapT-
HBIX 3a1a4 C HC-
KOTOPbIMU HEOO0-
ycTaMu

HUU  CTaHAAPTHBIX
3aJa4 C HEKOTOPLI-
MU HCOO0UCTAaMU

nau 0e3 omuOoK U
HEZ0YETOB

7.3 KoHTpoJIbHBIE 32/IaHUsI WIN UHbIE MaTepuajbl, He0O0X0AUMBbIe ISl
OLCHKU 3HAHMH, YMEHUH, HABBIKOB, XapaKTepPU3YyIOIIUX JTanbl (opMupoBa-
HHUS KoMIeTeHuil B mpouecce ocsoenuss OIIOII BO

Temwt pepepamos
1. Tlonsitue u KiIaccuuUKalys yrnpaBJIeHUECKUX JOKYMEHTOB.

N

©CoOoN Ok

lO DyHKIMA YIIPABIECHYECKUX JOKYMEHTOB.

11.TToHsiTHE, 3HAYCHUE U KAYECTBO JOKYMEHTUPOBAHHOW MH(GOPMAIIUH.

12. TexHONOTUS PEAAKTUPOBAHUS ICTTOBBIX MTUCEM.
13.HomeHknaTyphbl e, UX BUJIbl 1 HA3HAYECHHE.
14.CoBpeMeHHbIE CIOCOOBI M TEXHUKA CO3/IaHUs YIPABICHUYECKUX JOKYMEHTOB.
15.CymHocTh B cofiepKaHue TOKYMEHTAIIMOHHOTO 00eCIIeUeHHUS YITPaBICHHUS.
16.CymHOoCTb U coliep:kaHne JOKYMEHTHUPOBAHUS YIIPaBICHYECKOM e TeNbHO-

CTH.

17.CymuiHocTh U cofiepKaHne OpraHu3aliK padoThI C TOKYMEHTaAMHU.

9

HopMmartupHo-MeToanueckoe obecrieueHnue JOKyMEHTUPOBAHHMS YIIPABIICH-
YECKOU JIEATEIBLHOCTH.

IOpuandeckast cuna yrpaBJIeHUECKOTO JOKYMEHTA.
dopmysap-o0pasell, ero Ha3HauYCHHUE, COCTaB PEKBU3UTOB.
OO6mue GyHKIMK yIpaBIeHYECKOro JOKYMEHTA.
CnenuanbHble QYHKIIUN yIPaBISHYSCKOTO JOKYMEHTA.
brnanku yrpaBieHYECKUX TOKYMEHTOB.
MarmuHonrcHoe 0hOpMIICHHE YIIPABICHUYSCKUX TOKYMEHTOB.
. ®opMyIISApEI yIIpaBICHYECKUX TOKYMEHTOB.




18.IToHsiTHE TOKYMEHTA U CUCTEMBI JIOKYMEHTALIUH.

19. 1IokyMeHTOO0OpOT OpraHU3aIliH.

20.CoBpeMeHHBIC TEXHOJIOTUH OPTaHU3AIMH KOHTPOJIS 32 UCIIOJTHEHUEM JIOKY-
MEHTOB.

21.0OcHOBBI OpraHu3auyd HHPOPMAITMOHHBIX TEXHOJIOTHH.

22.Opranu3zanus padoThl C TOKYMEHTaMH, COICPKAITMMH KOHPUACHITHATHHY IO
uH(pOpPMAITHIO.

23.TexHonorus y4éra 1 pacCCMOTPEHHS MOCTYNUBIIUX KOHPUACHIINATBHBIX
JIOKYMEHTOB.

24 Vicnonnenue, 06paboTka 1 XpaHeHHe KOH(UICHITNATbHBIX IOKYMEHTOB.

25.CocTaB OpraHoB rocyJJapCTBEHHOTO YIPABICHHUS, PETYIUPYIOLIUX MPOIECC
JIOKYMEHTAIMOHHOTO 00EeCTICUeHHsI YIIpaBiIeHUs, UX (DYHKIIUHU.

Temwt 0oknaooe
[Ipenmnockuiky pa3BUTUS CUCTEM JOKYMEHTUPOBAHMUSI.
Bo3HUKHOBEHNE U pa3BUTHE HAYUHBIX OCHOB JICJIONPOU3BOJICTRA.
CyImHOCTh U coJiepKaHue IIPHUKA3HOTO JIeIONPOM3BOICTRA.
CyIHOCTh U cOoJiepKaHNE KOJIJICKCKOTO JICJIONPON3BO/ICTRA.
[IpyunHbl BO3ZHUKHOBEHUS W ATallbl Pa3BUTHST MUHHCTEPCKOIO JEIOMPOU3BO/I-
CTBA.
OcoOeHHOCTH COBETCKOTO JITIONPOU3BOICTBA.
3akoHoAaTEIbHOE OOECIICUCHHE JICIONPON3BOJICTBA HA BCEX ATallax €ro pa3BU-
THA.

Teopueckoe 3a0anue
1  CnpaBouHo-uHGOpPMAIIMOHHAS JOKYMEHTAIUS: XapaKTEPUCTUKA, IIPUMEPHI.
2  OpraHu3anMOHHO-TIPABOBBIC JOKYMEHTHI: XapaKTePUCTHUKA, TPUMEPHI.
3  JloxyMmeHTarus 1o JUYHOMY COCTaBY: XapaKTEPUCTUKA, IPHUMEPHI.
4 Yaudukauus, cTangapTU3alus, TUIIM3alKs OpraHu3aluOHHO-
pacropsAuTENbHON JOKYMEHTALIVH.

3aoaua (KonmpovHble padoomul 014 OYHOU Popmbl 00yUeHUs1)

Konumponvnaa paboma Ne 1 «/[okymenmupoeanue ynpaeienueckoil oes-
menbHoCmu)
1 Ha3zHauenue u cOCTaB OPraHU3AIMOHHO-PACTIOPAIUTEIBHBIX JOKYMEHTOB, UX
KJIacCU(pUKAIAS
2 CocraBnenue u opopMIeHUE TIPOTOKOJIOB

Konumponvnas paooma Ne 2 «Opzanuzauus padbomot ¢ 00OKyMeHmMAamu»
1 Bwuasl HOMEHKIIATYD JIeJ, MOPSAOK UX COCTaBICHUS U UCTIOJIb30BaHUS
2 OcHOBHBIC BUJIBI JACIIONPOU3BOJICTBA, UX XapaKTEPHUCTHKA
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Koumponvnaa paooma Ne 3 «/[oKymenmuposanue ynpaeieHuecKkoul oesi-
menvHoCmu)
1 CymHocTb U cofepkaHue JOKYMEHTAIIMOHHOTO 00€CTICUeHUS yIIPaBICHUS
2 CoBpeMeHHOE TOCyIapCTBEHHOE peryiupoBanue mnporecca JJOY

Konumponvnas paooma Ne 4 «Opzanuzauus padbomot ¢ 00OKyMeHmMaAMU»
1 Tlonstue mokymeHTo0OOpoTa. OCHOBHBIC HAMPABICHUS €TO COBEPIIECHCTBO-
BaHUS
2 Mertoauka KOHTPOJIS 3a UCIIOJTHEHUEM JIOKYMEHTOB

Pyobesicnasa konmpoavnasn paboma (011 3a04Hoit popmut 00yuenus)

CoNOARLNE

[Tonsatue u kaaccuukamus ynpaBieHIECKUX TOKYMEHTOB
MaivHonucHoe opopMieHrne JOKYMEHTOB

brianky TOKYMEHTOB, UX Ha3HAYEHUE U BUJIbI

dopmyJisip 0Opasell ero Ha3HaueHUE U COCTaB PEKBU3UTOB

. Haznauenue u coctaB OpPraHu3aliuOHHO-PaCIIOPAAUTCIbHBIX

JIOKYMEHTOB

CocTaB opraHU3aIMOHHO-TIPABOBBIX JIOKYMEHTOB, X XapaKTEPUCTHKA
CocTtaB pacnopsiANTENbHBIX JOKYMEHTOB, HX XapaKTEPUCTUKA
Cocrapnenue u oopmMIIeHHE TTPUKA30B 110 0OIIUM BOIIPOCcaM (110 OCHOB-

HOU JEeSATEIbHOCTH)

10. Cocrapnenue u opopMIIECHUE TPUKA3Z0B I10 JINYHOMY COCTaBY

11. CocraB u odopmiieHUE CIIPABOK

12.  Cocrapnenue u opopMICHUE aKTOB

13. Cocrapnenue u opopMiIeHUE TPOTOKOJIOB

14. CocraBnenue u opopMiieHHUE 3asBICHUIN

15. CocraBnenue 1 opopMIIeHHE TOKJIAIHBIX U OOBSICHUTEIBHBIX 3aMTUCOK
16. CocraBnenue u 0hopMIICHHE JEIOBBIX THCEM

18. CymHOCTh ¥ coiepykaHne AeOTMpPON3BOICTBA

20. CymHOCTh ¥ coiepKaHue JOKYMEHTUPOBAHHUS yIPABICHUYECKOH JIe-
ATETHHOCTH

22, CymHOCTh ¥ cofiep)KaHne OpraHu3aIuy paboThI C JOKYMEHTaMH
23. OOume u cnenuaibHble GYHKIIMA JOKYMEHTa

24. Copnep:kaHue MpoIecca MOoJArOTOBKU M U3JJaHUs TPUKA30B

25. CoBpeMmeHHOE ToCcydapCTBEHHOE peryiupoBanue npoiecca JJOY

26. Pernamentanusa IOV B opranuzamnmu

27. Tlouarue nokymeHT0000pOoTa. OCHOBHBIE HATIPABJICHHS €TI0 COBEPIIICH-
CTBOBAHUS

28. Perucrtpanusi JOKyMEHTOB, €€ (DYHKIIMH, BUJIbI

29. ®opmbl perucTpanuu J0KyMEHTOB

30. Meroauka KOHTPOJIS 32 UCIIOJITHEHUEM TJOKYMEHTOB

31. Bwuasl HOMEHKIATYP JEI, TOPSAIOK UX COCTABICHUS HCIIOTh30BAHMS
32. OcHOBHbIE IpaBuiIa POPMUPOBAHUS ACIT

33. DkcmepTHas OlleHKa JOKYMEHTOB M MTOATOTOBKA WX IS TIEpeAaydu B ap-

11



XUB
34. OcCHOBHBIC BUJIbI IETIOTIPOU3BOJICTBA UX XaPAKTEPUCTHUKA

Keiic-3a0anusn
Cocmasvme u oghopmume HeoOX00UMYIO OOKYMEHMAYUIO NO OCHOBHOU Oesi-
menbHOCMU 8 OAHHOU YNPABIeHYeCKOU CUMmYayuu.

Ha Kpacnogapckom koMOMHaTE MO MPOU3BOJCTBY MY3bIKaJbHBIX HHCTPY-
MEHTOB M MeOesu (rocyJapCTBEHHOE MPEANpUsiTUe), KOTOPhIA BxoauT B KoHuepH
Mo pa3pabOTKe M MPOU3BOACTBY MPOAYKIIMH MY3bIKAIBHOW MPOMBIILIEHHOCTH
(POCMY3IIPOM), netictByet [lonoxenue o NpeMHUpPOBAHUU PYKOBOAUTENEH I1€-
XOB, OT/ICNIOB U ciyx0, yTBepxkaennoe 05.01.2003 Ne 27.

12 ampens Tekyuiero roga aupekrop komOunara B.M.JlaproHOB mopyumni
HavyaJIbHUKY OTHENa TpyJa W 3apaboTHOM miatel MapkoBy H.I'. paccuuTath pas-
Mep MPEMUN PYKOBOJIUTEISAM OTIENOB, LIEXOB U CIIyKO KOMOMHATa MO UTOraM pa-
OOTHI 3a MEPBBIN KBapTall K 15 amperns, a riaBHoMy Oyxrajirepy komOunata Tpo-
mmHou C.I'. — oprann3oBaTe BbIIUIATY NpemMuu K 20 anpenst TeKylero roja.

Haganpank mimaHoBo-’KoHOMHYECKOro oraena MarBeeBa C.H. m rnaBHEBIN
oyxrantep Tpommna C.I". 3aBU3MpOBaIM MPOEKT NPHKA3a JUPEKTOPA KOMOUHATA.

Cocmaevme cxemy npoyecca OOKYMeHMUPOBAHUS NPOYECCO8 YNnpasieHye-
CKOUL 0esimeNlbHOCMU CO2NIACHO CedyIoujell YNPasileHuecKou CUmyayuu.

A.H. IITunos, npeacenatens POCCUICKOTO areHTCTBa MEXIYHAPOIHOTO CO-
TPYAHUYECTBA W Pa3BUTHUS (TOCyIapCTBEHHas opraHu3anusa npu [IpaButenbcTBe
P®), 24 ¢eBpansa Tekymero rojaa MOPYYUI CTPYKTYPHBIM MOJpa3aeiIeHUSIM
areHTCTBAa COBMECTHO C mpenacraButensiMu ['ockomumyiectsa Poccun k 10 ampe-
71 TIOJATOTOBUTH MPOEKT MPOrpaMMbl MPUBJICYEHHUSI MHOCTPAHHBIX WHBECTUIUNA K
MPOIIECCY AKIMOHUPOBAHUSI TOCYIAPCTBEHHBIX Npeanpustuit. [lopyuenue ObuIO
JIaHO BO HcIojHeHue noctaHoBieHus: [IpaButenscTtBa PO oT 24 deBpans Tekyiie-
ro roga Ne 246 ['1aBHOMY yHpaBIEHUIO OTPACIIEBBIX HHBECTULIMOHHBIX IPOIPAMM,
['1aBHOMY JOTOBOPHO-IIPAaBOBOMY YIIPABJICHUIO U [ TaBHOMY yITpaBIIEHHIO CTpaTe-
T'MU U UHBECTUPOBAHMUS.

[IpoekT mpukasza mpenacenaTess areHTCTBAa ObLUT 3aBU3MPOBAH €T0 TEPBBIM
3amectuteneM J.H. @enopoBbiM 1 HaYaIbHUKOM [ JTaBHOTO 1OrOBOPHO-IIPABOBOIO
ynpasienus: 1.B. MnbunbsiM. KoHTpOs 32 UCMOIHEHHEM TpUKa3a ObLT BO3JIOKEH
Ha JI.H. ®enopoga.

Ilpumepnvie mecmoeswie 3a0anus
1. JIOKYMEHT - 37O ...
[} pe3yabTaT IeITeIbHOCTH paOOTHUKA YIIPABIICHUS
[J cpelIcTBO J1eJI0BOTO OOIICHUS
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] HOcuTeNb MHPOPMALIUHU, COCTABIICHHBIN U 0(POPMIICHHBIH MO YCTaHOB-
JICHHBIM TPaBUIIAM

[l HocuTens HHPOPMAITIH

] MaTepuanbHbIi HOCUTETh HHPOPMAIIH

2. Kunaccupukanusi T10KyMEHTOB B 3aBHCHMOCTH OT c(epbl aesi-
TeJbLHOCTH YeJIOBEKA NMPeAyCMATPUBaeT JeJieHHe UX Ha ...

() muyHbIe U OpUIIUATBHBIC

] odunuanbHble ¥ yrpaBieHYECKUE

[] ympaBJeHUYECKHUE U JIETTOBbIC

[} BHyTpEHHUE U BHEITHUE

[} cpouHbIe 1 OOBIYHbIE

3. Kinaccudpukanusi 10KyMEHTOB B 3aBHUCHMOCTH OT MeCTa MX CO-
CTaBJICHHH NpelycMaTpuBaeT JAeJIeHHe UX Ha ...

[J BHYTpEHHUE U BHEILLIHUE

[ opuLManbHbIE U JINYHBIC

[J cpouyHbI€ ¥ OOBIYHBIC

[J opraHu3anoHHbIE U PACTIOPSIAUTEIILHBIE

[] mpaBOBBIE 1 KOMMEPYECKHE

4, CucreMa J0KyMeHTAIMH — ITO ...

[] COBOKYITHOCTh JIOKYMEHTOB, B3aUMOCBSI3aHHBIX 10 OJJHOMY U3 IIPU3HAKOB

] HaGop ouUIIUATBHBIX JOKYMEHTOB

[] COBOKYITHOCTH O(PUIIMATBHBIX TOKYMEHTOB, OTPAKAIOUIUX TEKYIIYIO Jesi-
TEJIbHOCTh OPTaHU3AIUN

[] mornyeckasi B3aMMOCBSI3b OHUITHATBHBIX JOKYMEHTOB

[] mociemoBaTenbHOE COSIMHEHNE TEKYITUX TOKYMEHTOB OpraHU3aIllun

S. B 3aBucHMMOCTH OT YPOBHS yNPaBJICHHSI PacHOpPsSAUTEIbHbIE J10-
KYMEHTBbI ObIBAIOT B BHJE ...

[J mpaBOBBIX aKTOB (peepaibHOT0, PETHOHATBLHOTO YPOBHEN U OTACIIBHBIX
OpraHu3alui;

(] mpaBOBBIX aKkTOB npaButenbcTBa PO, npezunenrta PO;

[ ] mpaBOBBIX AKTOB MUHHUCTEPCTB, BEIOMOCTEM, OTPACIIEBBIX ar€HTCTB;

] mpaBOBBIX aKTOB aJIMHHHUCTPALIUNA KpaeB, 00JIacTel;

[ opumanbHbIX JOKYMEHTOB (peiepaIbHOTO, PErMOHATBHOIO YPOBHEH U
OTAEJIBHBIX OPraHU3ALUH.

6. Opranbl ynpasjieHusi B OpraHu3alusx M31a0T PaBOBbIe AKTHI B
¢opwme ...

[] pemieHuid, HOCTAaHOBJICHUU;

] MOCTAaHOBJICHU;

[J perienni;

[] yxa3aHuii;
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] TOroBOpoB.

7. K pacnopsiaure/IbHbIM JOKYMEHTaM, U31aBaeMbIM PYKOBOJAHTE-
JIeM OPraHu3alMH HA OCHOBE ¢IMHOJIUYHOI0 NMPUHATHS PELIeHNH, OTHOCATCH

[] mpuKassbl;

[ pacriopsoxeHus,

] ykazaHus;

] peuienus;

[] MoCTaHOBJICHUS.

8. IIpuka3bl OLIBAIOT ...

[] mo oOuwmM BOIpocaM U Mo JINYHOMY COCTaBY;

[] TO OCHOBHOM JI€SITEIIbHOCTH;

[] 110 KaIpOBBIM BOIIPOCaM;

[] 110 TMYHOMY COCTaBy;

[ mo oOuM BompocaM, 1o JIMYHOMY COCTaBY, 10 OCHOBHOM AESITEIbHOCTH.

Q. PacnopsiainTe/IbHYI0 YaCTh TEKCTA PACHOPSIKEHUS HAYMHAKT C
rjaroJia...

[ 00s3BIBaI0, MpeEIJIararo;

] mpennararo;

[] mpuKasbIBaro;

[]00s36IBalO;

[/ TIpe IMMChIBAIOIIETO ONPEAECITCHHOE JICUCTBUE.

10. V¥Yka3zanue — 370 ...

[ pacnops.IUTENbHBIN TOKYMEHT, U3JaBa€MbIi PYKOBOJUTEIEM JIF000T0O
YPOBHSI YIIpaBJ€HUs, KaK MPaBUIIO, 10 BOIPOCaM UH(POPMAIMOHHO-
METOAMYECKOTO XAPAKTEPA;

[J mpaBOBO# aKT, U37aBaeMblii pyKOBOJUTENIEM JIF0OOT0 YPOBHS yITpaBJie-
HUS, KaK IPaBUIIO, IO BOIIPOCAM MH(POPMALUOHHO-METOIUNYECKOTO XapaKTepa;

[} mpaBOBOM aKT, U3/1aBAEMbII PYKOBOJIUTEIEM OpraHU3aluy 1Mo HHpopMa-
LIHOHHO-METOJUYECKUM BOIIPOCAM;

[] mpaBoBO# aKkT, OpOPMIISIONINI BIACTHBIE TOJTHOMOYHUS PYKOBOAUTENS Op-
raHU3alMK 110 UHPOPMALIMOHHO-METOAUYECKUM BOTIPOCaM;

] mpaBOBOM aKkT, 0pOPMIISIOLINI BIACTHBIE TOJIHOMOYUS CyOBEKTa yIpas-
JICHUS.

11.Opranuzanus padoTshl ¢ JOKyMEHTAMM- ITO ...
[J Bcst paboTa ¢ TIOKyMEHTaMu
[] oTpaskeHHEe NeATeTbHOCTH OPraHU3aluu B OPUIIMATBHBIX JOKYMEHTAX
[ obecnieueHre TOKyMEHTUPOBaHHOW HH(pOpMaluel pabOTHUKOB yIpaBiie-
HUS BCEX YPOBHEW yIPABICHUS
[] cocTaBieHne JOKYMEHTO000pOTa OpraHu3aiuu
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12.1Opuanveckyw cuiay opuIHAIbHOMY JTOKYMEHTY o0ecrne4nBaeT COOT-
BETCTBHE €rO0 ...
[ mpaBmIIaM cocTaBiieHUs! O(PUIIMATBFHOTO JOKYMEHTA
[} BHyTpEHHEMY paclopsAKY TaHHOM OpraHu3aluu
[] xOMIIETEHIINH TOJLKHOCTHOTO JIMIA
[} TEeACTBYIOIIMM CPOKOM COCTaBJIEHUS TOKYMEHTA
[l 3aKOHOAATENBCTBY, KOMIIETEHIIMH U3/IA0IIETO €r0 OpraHa win pabOTHHUKA
yIpaBJI€HUs], yCTAHOBJIEHHBIM [IpaBUJIaM COCTABIICHUS U O()OPMIICHUS

13.MpaBuTteabeTBo P® n3naer pacnopsiauTe/bHbIe JOKYMEHTbI:
[] MOCTaHOBJIEHUS, PACTIOPSKEHUS;
[] MOCTaHOBJIEHUS, PACTIOPSKEHUS, TTOJIOKEHHS, THCTPYKIINH;
[] OCTaHOBJIEHUS, PACTIOPSIKEHHUS, YKA3aHUS, UHCTPYKIIHH;
[ ] mOCTaHOBJIEHUSI, PEIICHUS, YKA3aHUs, aKThlI,
] pactiopsiKeHUs1, yKa3aHUs, aKThl, UHCTPYKIHH.

14.Mpe3unent P® uznaer pacnopsaurejbHbIe JOKYMEHThI B BUJI€:
[] yKa30B, paclopsKeHUN;
[] yka3o0B;
[] pactiopsiKeHU;
[] yKa30B, IOCTAHOBJICHU;
[] pactiopsKeHUH, yKa3aHUU.

15.deaepaJbHBIMHM OPraHAMHU MCIIOJHUTEIBHOM BJIACTH M31AK0TCS HOPMA-

THBHbIE IPABOBbIE aAKTHI B BU/E:

[ ] mOCTaHOBJIEHUH, PACTIOPSKEHU M, IPUKA30B, IPABUJI, UHCTPYKLIH, I10JI0-
JKCHMI;

[ ] mOCTaHOBJIEHUH, PACTIOPSKEHU M, IPUKA30B, IPABUJI, UHCTPYKLIH, I10JI0-
J)KCHMH, aKTOB;

[ ] mOCTaHOBIEHUH, PACTIOPSIKEHU;

[] mocTaHOBNEHUH, PACTIOPSKEHUI, YKAa3aHUN;

[} MOCTAaHOBJIEHUM; PENIEHNN, YKA3aHUN;

[ ] mpuKa3oB, paCOPsIAKECHUM.

16.I'naBa agmunuctpanun KpacHogapckoro kpasi u3jiaer:
[J IOCTaHOBJICHUS U PACIIOPSKECHU;
[J pemeHus ¥ TOCTaHOBIICHUS,;
[] pacriopspKeHUs U YKa3aHWS,
[] yka3sl ¥ pacropsiKeHus,
[] mpuKa3bl ¥ HOCTaHOBJICHUS.

17.B peruoHaJbHbIX OPraHax HCHOJHHMTEJbHOW BJIACTH NPH PpPelIeHUuH
OonepaTuBHLIX BOIPOCOB U31AIOT ...
[] mpuKassbl;
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[J mpuKa3bl U pacloOpsKEHUS,
[ pacriopsokeHus, yKa3aHus,
[ pacriopsoxeHus,

] yxa3aHus.

18.0OpraHbl MeCTHOT0 CaMOYNPaBJIEHUsI U3/1AI0T IPABOBbIE AKTHI B BUJIE. ..
[] pemieHunii, HOCTaHOBIICHUN;
] mpuka3oB;
[] pacniopsikeHuUH;
] yka3zaHuii;
] 1OTOBOPOB.

19.'naBa MyHMIHMIIAJIbHOTO0 00pA30BaHUS H3aeT NMPABOBble AKThbI B BH-
ae...
[] mOCTaHOBIEHUH, PACTIOPSIKEHU;
] mpuKa3os;
[ ykazaHui;
[] pemrennii;
[} MOCTaHOBJIEHUM.

20.IlpeacTaBuTebHBIA OPraH MeECTHOIO CAMOYINPABJIEHUS NPUHUMAET
IPaBoOBbIe aKThI B opme ...
[] periennii;
] MOCTaHOBJICHUH;
] yka3zaHuii;
[] pactiopsiKeHUM;
[] ykazaHuil, HOCTaHOBJIECHUMN.

Bomnpocsl u 3a1aHus 1J5 NPOBEIEHUSA NPOMEKYTOYHOT0 KOHTPOJIsS (K-
3aMeHa)

Kommnerenuust OIIK 2 - 'oTOBHOCTH K KOMMYHMKAIIUM B YCTHOIN U NMHUCH-
MeHHO# GopMax HA PyCCKOM M MHOCTPAHHOM SI3bIKaX /ISl pellieHHus 3271324 B
o0s1acTu npogecCUOHAIBHOM 1eATEJTbHOCTH

Bonpocul k 3auemy
[TonsiTre u KIaccupuKaIKs ynpaBIeHIECKUX JOKYMEHTOB
MammuHonucHoe opopMIIeHHE TOKYMEHTOB
brnanku TOKyMEHTOB, MX Ha3HAYCHHE W BHJIBI
dopmyisip 0bpaser] ero Ha3HauYeHUE U COCTaB PEKBU3UTOB
HasznaueHue u coctaB OpraHu3alliOHHO-PACTIOPSIUTEIIBHBIX JOKYMEHTOB
CocTaB opraHM3alMOHHO-TIPABOBHIX JIOKYMEHTOB, UX XapaKTECPUCTHKA
CocTaB pacnopsIUTEIIbHBIX JOKYMEHTOB, UX XapaKTEPUCTHKA
Cocrapnenue u opopMICHHE TIPUKA30B 110 OOIIUM BOIIPOCcaM (110 OCHOBHOM
JIEATEIIbBHOCTH )

coO~NO Ol S WN B
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10
11
12
13
14
15
16
17

CocraBnenue u opopMIICHUE MPUKA30B 0 JIUNIHOMY COCTaBY

CocraB cnpaBOYHO-HHGOPMAIIMOHHBIX JOKYMEHTOB, X XapaKTECPUCTHKA
Cocrapnenue 1 0pOpMIICHHE aKTOB

CocraBnenue u opopMiIeHHE TIPOTOKOJIOB

CocraBnenue u opopmiIeHUE 3asBICHAN

Cocrapnenue u opopMICHHE JOKIATHBIX U O0BSICHUTEIBHBIX 3aIFCOK
Buibl HOMEHKIATYp A€, TOPSAIOK UX COCTABICHUS U UCIIOIh30BAHUS
OcHoBHBIC MpaBmIa GOPMUPOBAHHS JICTT

OcHOBHBIC BUJIBI JCIIONPOU3BOJICTBA MX XapaKTEPUCTHKA

Ilpakmuueckue 3a0anus 011 3auema
3anonnume HomeHnKaAmMYpy Oeil

WNupexe 3arosoBok seina (ToMa, yacTeil) Konnue- Cpok xpaHeHus IIpumeua-
Jena CTBO A€l | jena (ToMma, 4acTH) HUE
(TOMOB,
yacreil)

HopmarusHzelie npaBossie akThl IIpesunenta PO, Ilpa-
BuTesbcTBa PO, cydobekroB PO

[TocTaHOBIGHUSI ¥ PACIOPSDKEHHS  GbIULECHOAYE20
opeana. Konun

IIpaBuyia BHYTPEHHETO PaclopsLIKa

[MosoxkeHHe 0 KaJapOBOH Ccyx0e

JIOIPKHOCTHBIE MHCTPYKIIMH PAOOTHHKOB (THUIIOBBIE)

IIprka3pl MO0 OCHOBHOW AESATENBHOCTH B YacCTH pelle-
HUSI KaZpoBbIX BonpocoB. Konuu.

IlITaTHbIe pacniucanus, u3MeHeHus K HuM. Konuu.

Crircox (ITaTHO-CIUCOYHBIA COCTaB PAaOOTHHKOB)

['paduku OTITyCKOB

[Tpukaspl M0 JUIHOMY COCTaBY

HpI/IKaSBI o JIMYHOMY COCTaBy O HOPCEAOCTAaBJIICHUUN
CIKEIrOJHBIX OINIAYMBACMbIX OTIIYCKOB

HpI/IKaSBI 0 JIMYHOMY COCTaBy O HPUMCHCHHU JAUCHU-
TIJIMHApPHBIX B3BICKaHUH

[Tpuka3sl 0 KOMaHIMPOBAHUU paOOTHHKOB

HOKyMeHTH K IpUKa3aM 10 JUYHOMY COCTaBy, HC BO-
MEAINE B COCTAB JIMYHBIX OCJT

ﬂOKyMeHTLI K TIIpUKa3aM 1O JHUYHOMY COCTaBy O
peaoCTaBJICHUN y‘I€6HbIX N CXKCIrOJHBIX OIllla4yruBac-
MBIX OTITYCKOB

JloKyMeHThI K mpuKa3zaM 1O JIMYHOMY COCTaBy O IMpHU-
MEHEHHUH AUCHUIUIMHAPHBIX B3bICKAHUN, HE BOLIEIIINE
B COCTaB JIMYHBIX eI

pruosme JOTOBOPBI, HE BOUICAIINE B COCTAB JIMYHBIX
I ()

JloroBops! 00 00ydeHnn

JIOKyMeHTBl O TNpo(ecCHOHATIBHON IEeperoAroTOBKE,
MTOBBIIICHUH KBAJTM(PHKAINN PAOOTHHUKOB

[lepemucka o mpodeccHOHATBHOW IEepernoaroToBKe,
MTOBBIIICHUH KBAJTM(PHUKAINN PaOOTHHKOB

JlokyMeHTHI (TIpEICTaBIICHUsI XOAATalCTBa, XapakTe-
PHCTHKH) O TIPEJCTaBICHUM K HArpaKJICHHUIO BEIOM-
CTBEHHBIMHM HarpajaMu, NpPUCBOEHHUIO 3BaHW, MpU-
CY)KIECHUIO IPEeMUi

XOHaTaﬁCTBa O BbBIJA4eC )Iy6J'H/IKaTOB JOKYMCHTOB K
TroCyAapCTBECHHBIM HarpajgaM B3aMCH YTPauUCHHbBIX

Crucku HarpaKA€HHbIX roCyA. U UHbIMH Harpajaamu,
YAOCTOCHHBIX I'OCYJl. U MHBIX 3BaHHﬁ, HpCMI/Iﬁ
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Wnpekc 3arosoBoK seina (Toma, yacTeil) Konnue- Cpoxk xpaHeHus IIpumeua-
Jena CTBO Aen | jena (ToMma, 4acTH) HUE
(TOMOB,
yacreil)

[epenucka o HarpaxaeHUU paOOTHUKOB, MPUCBOCHUHU
TIOYETHBIX 3BaHUH, NPUCYKACHUH pEMHUN

HpOTOKOJ’IH 3aceJaHui aTTeCTAlMOHHBIX KOMHCCHI

Hrorosnie CBOJIKH, CBE€ACHUS, BECAOMOCTU O MNPOBCIC-
HHUM aTTCCTAallH1

JIOKyMEHTBI K MPOTOKOJIaM 3acelaHuil aTTecTallOH-
HBIX KOMHUCCHH

CHIHUCKH YJICHOB aTTeCTAIMOHHBIX KOMHCCHI

['paduky mpoBeACHNUS aTTECTANU

3asABIEHUSI O HECOTJIACHH C IOCTAHOBICHUSMHU aTTe-
CTAlMOHHBIX KOMHCCHH, TOKYMEHTBHI 00 HX PaccMOT-
pEeHUH

ITepenmcka 00 aTTecTaruu

JInunble nena pabOTHUKOB

JInanabe ACJIa PYKOBOAUTCIA OpraHU3allud; YJICHOB
PYKOBOAANINX, UCIIOJTHUTCIBbHBIX, KOHTPOJIbHBIX Opra-
HOB OpraHU3alluun; pa6OTHI/IKOB, HUMCHOIIUX TOCYyA. U
WHBIC 3BaHUA, NMPEMHUU, Harpajbl, YYCHbIC CTCICHU U
3BaHUA

JIuyHble KapTOUYKH PaOOTHUKOB, opma Ne T-2

KypHan ydera npHKa3oB [0 JUYHOMY COCTaBY

KypHan ydera mpuKa3oB IO JIMYHOMY COCTaBy O
MIPEJOCTABJICHNH Y4eOHBIX M €XKErOAHBIX OIlUIadhBac-
MBIX OTIIYCKOB

KypHan ydera mpuka3oB M0 JUYHOMY COCTaBy O MpPU-
MEHEHHUH JMCUUILUIMHAPHBIX B3bICKAaHUI

JKypHan ydera TpyJIOBBIX IOTOBOPOB

KypHan ydera JUUHBIX JIeN

JKypHan ydera JUYHBIX KapTOUYCK

KypHan ydera BeIJauu CIpaBOK O 3apabOTHOM IuaTte,
CTa)ke, MecTe PabOTHI

XKypHan ydgera paGOTHHKOB, BBHIOBIBAIOIIMX B KOMaH-
JMPOBKH

XKypnan ydyera paOOTHHKOB, NPHUOBIBAIOIINX B KOMaH-
JMPOBKH

TpynoBble KHMKKH PAaOOTHHUKOB

KHura yuera nBmKeHHS TpPYIOBBIX KHIDKEK W BKIJIa-
NBIIIEN B HUX

3asBIIeHUs], 3aNPOCHl K BBIIAHHBIM CIIPaBKaM O CTaxe,
MecTe PabOTHI

Tabnuma ydera pabovero BpeMeH!

OT4eTHl 0 HaJIMYKWHW, IBUXXCHUN pa60THI/IKOB

JIOKYMEHTHI JINII, He IPUHATHIX HAa paboTy

XKypHau peructpariu JMCTKOB HETPYAOCIIOCOOHOCTH

AKXTBI npueMa-nepeaain, COCTaBJICHHbBIC IPU CMCHC
JOJDKHOCTHBIX OTBCTCTBCHHBIX JIMI]

Omnuck Jies MoCTOSTHHOTO XpaHeHus! (YTBep KICHHbIE)

Omvcu JACJI BDEMCHHOT'O XPAHCHU S

Howmenknartypa nen kaapoBoi ciryx0b1. Komusi.

Tecmoeote 3a0anus 0aa 3auema

1. JIoKyMeHT - 370 ...
[] pe3yabTaT 1eATeIbHOCTH pa0OTHUKA YIPABICHUS
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[} cpeacTBo 1e10BOro ooIeHnus

] HocuTens MHPOPMAIH, COCTABJICHHBIN K OOPMIICHHBIH 110 YCTaHOB-
JICHHBIM TIpaBUIAM

[l HocuTens HHPOPMAITIH

] MaTepuanbHbIi HOCUTETh HHPOPMAIIH

2. Kunaccudpukanusi T0KyMEHTOB B 3aBHCHMOCTH OT c(epbl aesi-
TeJIbHOCTH YeJIOBEKA MPeAyCMATPUBAET JAeJIeHue UX Ha ...

(] muyHbIe U OpUIIUATBHBIC

] odunManbHbIe U yrpaBieHYECKUE

[} ympaBieHUYECKHUE U JIETTOBbIC

[} BHyTpEHHUE U BHEITHUE

[} cpouHbIe U OOBIYHBIE

3. Kanaccudpukanusi 10KyMeHTOB B 3aBHCUMOCTH OT MeCTa MX CO-
CTABJICHUS NIPEAYCMATPUBAET JAe/IeHUe X Ha ...

[J BHyTpEHHUE Y BHEIIIHUE

[J opurmanbHbIe U TUYHbBIC

[J cpouyHbI€ ¥ OOBIYHBIC

[J opraHu3aluoOHHbIE U PACTIOPSIUTEIIbHBIC

[J mpaBOBbIE U KOMMEPUYECKHUE

4, CucreMa J0KyMeHTAIMH — ITO ...

[] COBOKYITHOCTh JIOKYMEHTOB, B3aUMOCBSI3aHHBIX 10 OJJHOMY U3 IIPU3HAKOB

] HaGop opuUIIUATBHBIX JOKYMEHTOB

[} COBOKYITHOCTH O(PHUIIMATBHBIX TOKYMEHTOB, OTPAKAIOUIUX TEKYIIYIO Jesi-
TEJIHLHOCTh OPTaHU3AIUN

[ mornyeckasi B3aMMOCBSI3b OHUITHATBLHBIX JOKYMEHTOB

[] mociemoBaTenbHOE COSTUHEHNE TEKYIITUX TOKYMEHTOB OPTaHU3aIlin

S. B 3aBucHMMOCTH OT YPOBHS yNPaBJICHHSI PacHOpPsSAUTEIbHbIE J10-
KYMEHTBbI ObIBAIOT B BHJIE ...

[J mpaBOBBIX aKTOB (peepaibHOTO, PETHOHATBLHOTO YPOBHEN U OTACIBHBIX
OpraHU3aIuK;

(] mpaBOBBIX aKkTOB npaButenbcTBa PO, npesunenrta PO;

[ ] mpaBOBBIX AKTOB MUHHUCTEPCTB, BEIOMOCTEMN, OTPACIIEBBIX Ar€HTCTB;

] mpaBOBBIX aKTOB aJIMHHHUCTPALIUNA KpaeB, 00JIacTel;

) ounManbHBIX JOKyMEHTOB (heepabHOTO, PETHOHAIIBHOTO YPOBHEH U
OTAEJIBHBIX OPraHU3ALUH.

6. Opranbl ynpasjieHusi B OpraHu3alusx M31a0T IPaBOBbie AKTHI B
¢opwme ...

[] pemieHuid, HOCTaHOBJICHUU,

] MOCTAaHOBJICHU;

[] pelienni;
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] yka3zaHuii;
] mOoroBopos.

1. K pacnopsauresbHbIM JOKYMEHTaAM, M31aBaeMbIM PYKOBOAMTE-
JIeM OPraHu3alMH HA OCHOBE ¢IMHOJIUYHOI0 NMPUHATHS PELICeHNH, OTHOCATCH

[] mpuKassbl;

] pacriopspKeHUs;

] ykazaHus;

] peuienus;

[] MoCTaHOBJICHUS.

8. IIpuka3bl OLIBAIOT ...

[ mo oOmM BOIpocaM U 1o JINYHOMY COCTaBY;

] TO OCHOBHOM JIeSITEIbHOCTH;

[] 110 KaIpOBBIM BOIIPOCAM;

[] 110 TMYHOMY COCTaBYy;

[ mo oOuM BompocaM, 1o JIMYHOMY COCTaBY, 10 OCHOBHOM AESITEIbHOCTH.

Q. PacniopsiainTe/IbHYI0 YaCTh TEKCTAa PACHOPSIKEHUS HAYMHAKT C
rjaroJia...

[ 00s3BIBaI0, MpeEIJIaralo;

] mpennararo;

[] mpuKa3bIBaro;

[]00s3BIBalO;

[/ TIpe IMMChIBAIOIIETO ONPEAECITCHHOE JICMCTBUE.

10. V¥Yka3zanue — 370 ...

[ pacnopsiIMTENbHBIN TOKYMEHT, U3JJaBa€MbIi pyKOBOJUTEIEM JIF000T0O
YPOBHSI YIIpaBJi€HUs, KaK MPaBUIIO, 10 BOIPOCaM UH(POPMaAIMOHHO-
METOAUYECKOTO XAPAKTEPA;

[J mpaBOBO# aKT, U37aBaeMblii pyKOBOJUTENIEM JIF0OOT0 YPOBHS yITpaBJie-
HUS, KaK IPAaBUIIO, IO BOIIPOCAM UH(POPMALMOHHO-METOIMYECKOTO XapaKTepa;

[ mpaBOBOM aKT, U3AaBaeMblil PyKOBOJUTEIEM OpraHU3aluu 1Mo nHpopMa-
LIHOHHO-METOJUYECKUM BOIIPOCAM;

[] mpaBoBO# akT, 0pOPMIISIONINI BIACTHBIE TOJTHOMOYUS PYKOBOAUTENS Op-
raHU3alMy 10 UHPOPMALIMOHHO-METOIUYECKUM BOIPOCAM;

] mpaBoBOM akT, 0pOPMIISAIONINI BIACTHBIE MOJIHOMOYUS CyOBbEeKTa yIpas-
JICHUS.

11. CnpaBo4HO-UH(OPMALMOHHBIE JOKYMEHTHI — 3TO ...
[JaKThl, MPOTOKOJIBI, AEIOBbIE TUCHMA;

[} 0OBSICHUTENbHBIE 3AMUCKHU, IPUKA3bI, AKTHI;

(] moKJagHbIe 3aMUCKU, 3asBICHUS, YKa3aHUs,

[} aKThl, TPOTOKOJIbI, YKA3aHUsI, 3asBJICHUS,
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U IMMCbMa, HHCTPYKIUH, IIPOTOKOJIBI.

12.  AKT —3T0 J0OKYMEHT, ...

[JcocTaBiIeHHBIN TPYNIION JIUI] B TIOJTBEPKACHUN KaKUX-TH00 (PaKTOB, CO-
OBITUM, NCHUCTBHIA;

[Jconmeprxauuii 3auch NPOBOJUMBIX COOpaHU, COBEIIAHMH, 3aceIaHUi 1
MPUHATHIX HA HUX PEIICHUM;

[Jconepsxaiuii mpocbO0y WK NMPEAJIOKEHUE U aIpECOBAHHBIN PYKOBOIUTE-
JI10;

[Jconepsxaiuit 00CTOSATEILHOE U3JI0OKEHUE KaKOT0-JIM0O0 BOMpOca, aJipeco-
BAHHOT'O PYKOBOAMTEIIO, C BBIBOJAMHU U MPEJTIOKEHUSIMH COCTABUTEIIS;

[JOOBACHSIOMNNA TPUYUHBI KAaKUX-ITHUO00 (aKTOB U aJpEeCOBAHHBIN PYKOBO-
JUATEITIO.

13. IIpoTOKOJ — 3TO TOKYMEHT, ...

[Jconmepraiuii 3auch MPOBOJUMBIX COOpaHU, COBEIIAHUH, 3aceTaHUi 1
MPUHSTHIX HA HUX PELICHUI;

[JcocTaBisieMblid TPYIION JIMII B TOJTBEPKICHUN KaKUX-I11M00 (PakToB, CO-
OBITHM, NCHCTBHIA;

[Jconmepxaiiuii MpocK0y WK MPEJI0KEHUE U aJpeCOBAHHBIN PYKOBOAUTE-
J10;

[Jconepxaiuii 00CTOATEILHOE U3JI0KEHUE KaKOT0-JIM00 BOMpOca, aJipeco-
BAHHOI'0 PYKOBOJMUTEIIO, C BBIBOJIAMU U MPEIOKEHUSIMHU COCTaBUTEIIS;

[JOOBACHSIOMINIA TPUYNHBI KAKUX-THNO0O0 (PaKTOB U aJpEeCOBAHHBIN PYKOBO-
JUATEIO.

14. 3asiBjeHUE — ITO JOKYMEHT, ...

[coneprkamuii mpoch0y WA MPEIIOKCHUE B aIpECOBAHHBIN PYKOBOIHUTE-
J1O;

[JcocTaBIIEHHBIN TPYNIION JIUI] B TIOJTBEPKACHUN KaKUX-THO0 (PaKToB, CO-
OBITUM, NCHCTBHIA;

[Jconmeprxanuii 3auch MPOBOAUMBIX COOpaHUM, COBEIIAHMM, 3acelaHui U
MPUHATBHIX HA HUX PEIICHUM;

[JOOBACHSIOMNIA TPUINHBI KAKUX-JINO0O0 (PaKTOB U aJpEeCOBAHHBIN PYKOBO-
JTUTEITIO;

[Iconepxaiuii 00CTOSATEILHOE U3JI0KEHUE KaKOT0-IM00 BOMpOCca aJpeco-
BAHHOTO PYKOBOJIUTEIIO, C BEIBOJAMHU U MPEJIIOKEHUSIMU COCTABUTEIIS.

15. lesioBO€ NHCHMO COCTABJISIIOT HA OJIAHKAX ...
[J 71 MUCeM, YTIIOBBIX;

L] amd mmcem;

[J 171 muceM IpoJI0IbHBIX;

[] Ha OOIIMX YTJIOBBIX;

[J Ha OOILIUX MPOJIOTBHBIX.
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16. JloxaaaHasi 3amucKa — 3TO IOKYMEHT, ...

[lcomepxkatuii 00CTOATEIBbHOE U3TI0KEHUE KAaKOT0-IH00 BOMPOCa C BHIBO-
JTaMU ¥ TIPEJITIOKEHUSIMHU COCTABUTENIS U aPECOBAHHOIO PYKOBOIUTEIIIO;

[IXapakTepu3yIOIU CI0KUBIIYIOCS YIIPABICHUYECKYIO CUTYALHIO U ajipe-
COBaHHBIN PYKOBOJUTEIIO;

[Jconeprkaluii U3JI0KEHHs IPOChOBI WU MPEJIOKEHNS U aJpECOBAHHBIN
PYKOBOJIUTEIIIO;

[pukcupyroumii cogepkaHue yrnpaBieHUECKUX CUTyalluid U apeCcOBaHHbIN
PYKOBOJMTEIIO OPTaHU3aIUY;

[JoObsicHsOmuUNA (PaKThl, COOBITUS, AEHUCTBUS U aIPECOBAHHBIN 10KHOCT-
HOMY JIUILY.

17.  OObsicHUTeJbHAs 3aIIUCKA — 3TO IOKYMEHT, ...

[Jconepsxammuii 00CTOATENBHOE U3JI0KEHUE KaKOr0-JIM0O BOIPOCaA C BHIBO-
JlaMU ¥ TIPEJIIOKEHUSIMH COCTABUTENIS U aJPECOBAHHOTO PYKOBOJIUTEIIIO;

[1OOBACHAIOINIA TPUUNHBI KAKUX-ITHOO0 (PaKTOB, COOBITUH, NTEUCTBUM U aI-
PECOBAaHHBIA PYKOBOJIUTEIIIO;

[Jpukcupyroumii IpUYMHbBI KaKUX-TM00 (DaKTOB COOBITHIA, TEHCTBU;

[} KOHCTaTUPYIOWMHI (PAaKT U IPUUYHMHBI €r0 BBI3BABLINE, a/IPECOBAHHBIN Y-
KOBOJUTEIO;

[10OBACHAIOMNIN CIOKUBIIYIOCS YIPABICHUYECKYIO CUTYAlIMIO U aJJpeCOBaH-
HBI PYKOBOIUTEIIIO.

18. OpraHu3anMoHHasi JeSITEJIbHOCTh OTPA’KAETCH B TAKHX OPraHM-
3allHOHHO-NPAaBOBbLIX JOKYMEHTAX KaK: ...

[] ycraB, MOJIOKEHUE, TOJDKHOCTHAS MHCTPYKLMS, TOrOBOP, IITATHOE pac-
[FCAaHUE;

[] ycras, OJIOXKEHUE, TOJDKHOCTHAS UHCTPYKLMSA, IOrOBOP, PACIIOPSKEHHUE,
LITAaTHOE PACIIUCAHHUE,;

[] ycras, 1OJIOKE€HUE, TOJDKHOCTHAS MHCTPYKLKSA, OTOBOP, PACIIOPSKEHHUE,
yKa3zaHue;

[ ycTaB, MOJIOXKEHHE, ITOCTAHOBJIEHUE, PEIICHUE, IITATHOE PACIIUCAHNUE;

[] ycraB, 1OroBop, yKa3aHue, pelIeHueE.

19. Opranu3anuoHHO-NPABOBbIE JOKYMEHTHI YCTAHABJIMBAIOT ...
[] cratyc opraHu3aiuu u €€ BHyTPEHHUX DJIEMEHTOB;

[} BIIacTHBIE TIOTHOMOYHS PYKOBOIUTEIIECH;

[} HOpMBI TTIOBEJICHUS B OpPTaHU3aINH;

] mopsimok obecriedeHust HHGOPMAIIHK BCEX YPOBHEH yIIpaBICHUS;

] nBrKeHUE MH(POpPMAITUK BHYTPH OpPTraHU3aIUH.

20. OpraHu3alMOHHO-NPABOBbIE OKYMEHTBbI COAEPKAT TMOJI0KEHUS

[J cTporo o0s3aTeIbHbIE K UCTIOJIHEHUIO;
o0y aroiine pyKoBOJUTENICH K ONPe/IeICHHBIM JICUCTBUSM;
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[] pukcupyromnye xapakTep CJI0KUBILEHCS YIIPaBICHUECKON CUTYyalH;

[ obs3pIBarome o0ecrneynBaTh BCe 3BE€HBS YIIPaBICHUS HY>KHON HHPOpMa-
104 (S)7 8

[ cTporo o0s3aTeNnbHBIE K UCIIOJIHEHUIO U peaIn3yIole HOPMbI aIMUHU-
CTPaTUBHOTO TpaBa.

21. YecraB -3710...

[ mpaBOBOM aKT, OMPEACIAIOMUN CTPYKTYPY, QYHKIIMH U IpaBa OpraHu3a-
LI1Y;

[ moKyMeHT, GUKCHPYIONTUH TIpaBa OpraHU3aIlnm;

[} yIpeauTeaIbHbIA JOKYMEHT;

[] TOKYMEHT, ONIPEACIISIOIINI MOJI0KEHHE OpPTaHu3aIlii B 00IIECTBEHHOM
paszeicHuu Tpyaa,;

] moxyMeHT, GUKCHPYIONTUI pa3AeICHUus TPYy/1a B OpTaHU3aIIH.

22. Ilogo:xeHnwue - 3710 ...

[} mpaBOBO¥ aKT, OMPEEIAIONTNI TOPSI0K 00pa30BaHMsI, PABOBOE TOJIO-
YKEHHUE, TIpaBa, 00S3aHHOCTH, OPTaHU3AIUI0 pa0OTHI OPTAaHU3AINH U €€ CTPYKTYP-
HBIX DJIEMEHTOB;

[} MOKyMEHT, ONIPEACIISIONINI CTaTyC OpraHU3aIlnu;

] TOKYMEHT, ONIPEICTSIONINI CTaTyC OpraHu3aIlii U €€ CTPYKTYPHBIX 3JIe-
MEHTOB;

(] mpaBOBO# aKT, ONPEACIIAIOMNN MOPSIOK IEITSIHPHOCTH OpraHUu3alIliu;

[ 9TO TIpaBOBOM aKT, ONMPECIISIONINI CTaTyC CTPYKTYPHBIX TOApa3AcICHUI
OpraHu3aIlvu.

23.  JIOI’KHOCTHASI HHCTPYKIHS — ITO ...

[] mpaBOBOM aKT, U3aBa€Mblil OPraHU3ALMEN B LIEJISIX PEMNIAMEHTALUN Op-
raHU3alMOHHO-TIPABOBOI0O MOJIOXKEHUS paOOTHUKA U 00ECTIeUNBAIOLIUIN YCIOBUS
U1t ero 3Pp(HEeKTUBHOM pabOTHI;

[] TOKYMEHT, ONpeAENAIONINi cTaryc paOOTHUKA B OpraHU3al1y;

[} TOKyMEHT, ONpeAEIIAIONINI MOJ0KeHHEe padOTHHUKA B OpraHU3alUu;

[} mpaBOBOM aKT, perjJaMeHTUPYIOIIMIA MOPSAOK I€ATEIbHOCTH pa0OTHUKA B
OpraHU3alny;

] mpaBOBOM aKT, ONpenESIOUINI 00s13aHHOCTH pPa0OTHHUKA B OpraHU3alluu.

24. IllITaTHoe pacnucanue — 37O ...

[] mpaBOBOM aKT, ONIPEAEISAIOIINAN CTPYKTYPY, YACIEHHOCTb, TOJDKHOCTHOU
cocTaB pa0OTHUKOB OpraHU3alluy C YKa3aHHEM UX JIOJDKHOCTHBIX OKJIAJI0B;

[] IOKYMEHT, COZIepKalui NepeYeHb TOJKHOCTEN B OpraHU3allly;

[J IOKYMEHT, COJIepKalluii epeyeHb JTOJDKHOCTEH paOOTHUKOB C YKa3aHU-
€M UX OKJIaJOB;

[ mepedyeHb AOHKHOCTHBIX OKJIaJ0B pA0OTHUKOB OpraHU3allnu;

[] mepedyeHb AOHKHOCTEN paOOTHUKOB MOAPA3ACICHUEM C YKa3aHUEM UX
OKJIAJ0B.
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25. Kagposble nepeMenieHusi pa0OTHMKOB B oOpraHuszanuu ogopm-

JIAIOT ...

Ke;

[l mpukazamu (pacropsKEHUSIMU) TI0 IUYHOMY COCTaBY;
[} mpukazamu (pacropsKEHUSIMU );

L] mpuka3amuy;

[ pacriopspKeHUAMU,

] yKazaHUSAMU.

26. Ilpu yBoJIbHEHUUM PAOOTHUK MUIIET 3asiBJICHHE ...
[} pyKONMCHO, MAIIMHOMHUCHO;

(] MAIlIMHONIUCHO;

[ Ha nucte Oymaru popmara A—4;

[J Ha cTaHJApPTHOM JIUCTE Oymare;

[J Ha nucte Oymaru popmara A—S.

27. JluuHoe 1eJio — 31O ...
[} COBOKYITHOCTh IOKYMEHTOB, COJICPKAIIHNX TOJIHBIE CBEACHUS O PaOOTHH-

[} TOKyMEHTHI 110 TUIHOMY COCTaBY;

[] mamka ¢ JIOKyMEHTaM# O paOOTHUKE;

[] mepedyeHb JOKYMEHTOB IO TPYJAOBOM JACATEIBHOCTH PAaOOTHHUKA,
[} HaOop MPHUKA30B MO KaJPOBLIM MEPEMEIEHUIM PAOOTHHKA;

(] mpukasbl ¥ JuuHas kaprouka (T-2).

Komnerenuus I1K-8 Biiagenne npyHuMnaMu 1 cOBpeMeHHbIMH METOAAMU

YIIPaBJICHUSA ONlCPALUSAMH B PA3JIMYHBIX cpepax AesiTeJJbHOCTH

coO~NO Ol S WN B

Bonpocul k 3auemy

CylHOCTb U coAep:KaHue JOKYMEHTAIIMOHHOTO 00eCIIeUeHHs YIIPaBICHUS
CyIHOCTb U cofiepKaHue JOKYMEHTUPOBAHUS YIIPABICHYECKON AEATEIbHOCTH
CylHOCTb U cofiep:KaHUe OpraHu3alud padoThl ¢ JOKYMEHTaMU

OO6mue u crienuanbHble QYyHKIMUA JOKYMEHTa

Copaepkanue mpoiiecca MoAroTOBKY U U3/IaHUS TPUKA30B

CoBpeMeHHOE TOCyJapCTBEHHOE peryinpoBanue npouecca JJOY
Pernamenranus JJOY B opranuzauuu

[Tonsitue nokymentoobopora. OCHOBHBIC HAMPABIICHUS €TO COBEPIIICHCTBOBA-

HUA

9 Peructpanus JOKyMEHTOB, €€ (PYHKIIUU, BUIBI

10 ®opmsbl peructpanuu J0KyMEHTOB

11 Metoauka KOHTPOJISI 332 UCIIOJTHEHUEM IOKYMEHTOB

12 DxcnepTHas OllEHKa JOKYMEHTOB M MMOJTOTOBKA UX JJIsI IEpEeIauu B apXUB
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Ilpakmuueckue 3a0anusn 011 3auema
Onucams npuHyunsvl U Memoobl NPUHAMUSL U Peanru3ayuu YnpagieHiecKko2o
peuieHus 8 KOHmeKkcme amamu3a npoyecca O08UdCeHus u 00padomku pacnopaou-

menvHoU 0oKkymenmayuu opeana enacmu. Qboowarowue pe3yibmamsl 0Qopmums
8 8uoe maoauYbl.

Bun noxymenra

Bup oneparuun

CrpykTypHOE mOA-
pasneneHue /
IOJKHOCTHOE JIUIIO

Copeprxanue ore-
pamuu

[losiyueHue yka3zaHus Ha pa3paboTKy

HOI[FOTOBKa IMPOCKTa JOKYMCHTA

CoriacoBanue

Peructpanus

[lepenada B KOHKPETHOE MOpa3eIie-
HUE

Mcnonuenue

KOHTpOHL HCIIOJIHCHUA

HaHpaBHeHI/Ie JOKYMCHTA B ACJI0

XpaHGHI/IG " HUCIIOJIb30BAHUC B TCKY-

e ACATCIIBHOCTH

Tecmoenie 3a0anus ona 3auema

1. JlokyMeHTallHOHHOE O0ecrieyeHne ynpaBJjaeHus - 37O ...
[] mporiecc obecriedeHus: pabOTHUKOB JJOKyMEHTaMU
[ moaroroBka oUIUATBLHBIX JOKYMEHTOB
[} COBOKYITHOCTH pabOT C JOKyMEHTaMu
[} COBOKYITHOCTH pa0OT MO JOKYMEHTHPOBAHUIO U OPTaHU3aIMU PaOOTHI €

JIOKYMEHTaMU

2. JIOKyMeHTHPOBaHHUE YIPaBJIeHYeCKOH AeATeJTbHOCTH - 3TO ...
[ paboTa ¢ JOKyMEHTaMHU

[} 1eaTenbHOCTh pA0OTHUKOB YIIPABIICHUS

[] cocTaBneHne opuIMaIbHbIX JOKYMEHTOB
[ cooTBeTCTBYIOLIEE OPOPMIEHUE OPUIIMATIBHBIX TOKYMEHTOB
[] coctaBiieHue 1 0(popMIICHUE YIIPABIEHYECKUX JOKYMEHTOB

3. Opranuzanus padoThl ¢ JOKYMEHTAMM- 3TO ...
[] Bcst paboTa ¢ TOKyMEHTaMu
] oTpaskeHHe NEATeTLHOCTH OPTaHU3AIUU B OPUITHATBHBIX JOKYMEHTAX

[ obecrieyeHre JOKYMEHTUPOBaHHOM nH(popManuel pabOTHUKOB yIpaBiie-
HUS BCEX YPOBHEW YIIPABIICHUS

[ cocTaBneHne TOKYMEHTO000pOTa OpraHNu3aIiH

4. OcHOBHOEe Ha3HAYEHHE PACTIOPSIAUTEIbHOM 1eATETbHOCTH:
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[l perynupoBaHue, KOOPAMHALINS U COTJIACOBAHUE JI€ATEIBHOCTH, 103BOJIS-
IOLIME PYKOBOJIUTEINIO UM OpPTraHy yIpaBleHUs: 00eCIeunBaTh JOCTHKEHUE paHee
MMOCTaBJICHHBIX 1ICJICH;

[] peanu3anys BIACTHBIX OJTHOMOYMM;

[ opranu3anus ¥ KOOpIAWHAIUS AEATEIbHOCTH O JYMHEHHBIX;

[ obecrieuenne 6ecriepeOONHOM e TEIBHOCTH B OpraHU3alliy;

[] perynupoBaHue, KOOPAHHALMS U COTNIACOBAHUE COBMECTHOM JESTENBHO-
CTH BCEX OPT'aHOB U 3BEHBEB YNPABICHUS IS TOCTHXKEHUS PAHEE TOCTABJIEHHBIX
LEJIEH.

5. CnpaBo4HO-MH(pOPMALHOHHbIE JOKYMEHTHI ...

[ He coaeprkaT NOPYUYEHH, 00A3bIBAIOIINX JIEHCTBOBATH CTPOTO ONpe/e-
JIEHHBIM 00pa30M;

[] cogeprkat nopy4eHusi, 00S3bIBAIOIINE JIEHCTBOBATH CTPOrO OINPEAEIICH-
HBIM 00pa3om;

] o(hopMIISIOT BIACTHBIE TOJIHOMOYHS PYyKOBOAUTEIIEH;

[} ABJSIFOTCS TPABOBBIMH aKTaMU;

[ ohopMIISIFOT OpraHU3allMOHHBIE OTHOIIECHHUS.

6. B opraHn3anMoOHHO-NIPABOBLIX JOKYMEHTAX OTpakaeTcs QyHKIHSA ...
] opraHu3zanuu;
] mnaHupoBaHus;
] perynupoBaHus;
] KoopauHanuu;
L] MOTHBALUN.

7. JIokyMeHTbI M0 JIMYHOMY COCTABY NpeAHA3HAYEHBI /151 0(p)OPMJIEHH ...
[l TpyZIOBBIX IPAaBOOTHOIIIECHUIA;
[} monmo>keHus pabOTHHKA B OPTaHU3AIINY;
] oTHOIIEHHI MEX Ty paOOTHUKAMU;
[ monoxxeHus padoroaarens u pabOTHUKA;
] nesitenbHOCTH pabOTHUKA B OPTaHU3AIIHH.

8. Jlns onTUMU3AIUM U COKPALIEeHUS] TOKYMEHTONOTOKOB HEOOXOAUMO: ...
[] pa3paboTaTh TEXHOJIOTHYECKUE CXEMbI JBUKEHUS JOKYMEHTHPOBAHHOMN
uHdopmaIuy;
[ mpoBeeHNE HHCTPYKTUBHBIX 3aHATHUIA;
[ coctaBnenue uHcTpyKuu no J10V;
] cozmanue ciayx0n1 JJOY;
[ onpenenenre KOHKPETHBIX UCMOIHUTENEH, OTBETCTBEHHBIX 32 TOJTOTOB-
Ky JTOKyMEHTOB.

9. DkcnepTHas KoMuccHs 00pa3yeT rpynnbl JOKYMEHTOB € Pa3jiMYHbIMU
CPOKaMM XPAHEHUA: ...
] omuH 1en0npOn3BOICTBEHHBIN TOI;
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[] TOCTOSIHHOT'O XPAHEHHUs B TOCYIapCTBEHHBIX apXHUBaX;

[} BpemeHHoro xpanenus (o 10 ner);

[} Bp€MEHHOIr0 XpaHEeHHs B BEAOMCTBEHHOM apxuBe (cBbiiie 10 ser);

[] mojuiekanume YHUUTOKEHHUIO B CBSI3U C UICTEUEHHEM CPOKA XPAHEHHS.

10.ITepenaya nes1 B apXuB NPOU3BOTUTCS ...
] o onucsMm;
[J mo rpaduky;
[J 1O OMHCSIM U B COOTBETCTBUE C TPaPUKOM;
[} Mo pacopsiKEHUIO PYKOBOIUTENSI OpraHU3alINH;
[] o pacmopsiKEeHUIO0 PYKOBOJIUTENS apXHUBa.

7.4 MeroauyecKkue MaTepuaJibl, Onpeleasomue npoueaypbl OleHuBAa-
HHUSl 3HAHUN, YMEHU U HABBIKOB, ONBITA JeATEJIbHOCTH, XaPAKTEPU3YOIIUX
JTanbl (OPMUPOBAHUA KOMIIETEHIMA

KoHTpoab ocBOEHUS AUCHUIUIMHBI U OLIEHKA 3HAaHUN 00YyYaromuxcsi MPOU3BOJIUTCS B CO-
orBerctBuu ¢ [lm KyOI'AY 2.5.1 «Texywuii koumponv ycnesaemocmu u npomMexnCymouHas am-
mecmayust 00yYaUWUXCs».

Pedepar

Pedepar — 310 mpoaykT camocTOATENbHOM PabOThl CTYJIEHTA, MPEACTaBIIS-
IOIUNA cOOOM KpaTKOE U3JI0KEHNE B MUChbMEH-HOM BHUJIE TIOJYYEHHBIX PE3yJIbTaTOB
TEOPETUYECKOTO0 aHallh3a OIpeJeeHHON HaydyHOU (Yy4eOHO-UCCIe0BATEIbCKOMN)
TEMBI, TJIe aBTOP PACKPBIBAET CYTh HUCCIEAYEMOM MPOOIeMbl, MPUBOANUT PA3THUHBIC
TOYKH, a TAK)Ke COOCTBEHHBIE B3IJIA/IbI HA HEE.

DT0 — KpaTKOe M3JI0KEHNE B MMCHbMEHHOM BHUJIE COJEPKAaHUS U PE3yIbTAaTOB
WHIMBHUIYAIBHON y4e0HO-UCCIIeI0BATENbCKON IEATEIbHOCTH, UMEET PerilaMeHTH-
POBAaHHYIO CTPYKTYPY, COACpKaHue U opopMIIeHHE.

TexcT pedeparta qJomKEH cofepx aTh apTyMEHTHPOBAHHOE U3JI0KEHUE OTIpe-
neneHHon Tembl. Pedepat momkeH ObITh CTPYKTYPHUPOBAHHBIM (I10 TJ1aBaM, pasjie-
Jam, naparpadaM) ¥ BKJIIOYATh pa3/ielibl: BBEICHUE, OCHOBHAS YacTh, 3aKJIFOYCHUE,
CIIUCOK HCTIOJB3YEMbIX MCTOYHHUKOB. B 3aBUCHMOCTH OT TeMaTuku pedepara K
HEMY MOTYT OBITb O(GOPMIICHBI MPHUIIOKEHHUS, COJIEpKAIINe TOKYMEHTBHI, HILIIO-
CTpalliu, TaOJIHIIbI, CXEMBI U T.JI.

Kputepusimu ouenku pedepara sBISIOTCS: HOBU3HA TEKCTa, 0OOCHOBAH-
HOCTH BHIOOpA MCTOYHHUKOB JIUTEPATYPHI, CTETIEHb PACKPBITHS CYITHOCTH BOIPOCA,
coOtoIeHus TpeOOBaHMI K 0OPOPMIIEHUIO.

OneHka «OTJIMYHO» CTaBUTCS, €CJIU BBITIOJIHCHBI BCe TPEOOBaHUS K HAIlU-
caHuro pedepara: odbo3HaueHa npodaeMa U 000CHOBaHA €€ aKTyalbHOCTh; CIeIaH
aHaJlM3 Pa3IMYHBIX TOUEK 3PEHHs HA paccMaTpUBaeMylo MpoOIeMy U JOTHYHO U3-
JO)KeHa COOCTBEHHAs MO3UIMS; C(HOPMYIUPOBAHBI BHIBOJBI, TEMa PACKPHITA TMOJI-
HOCTBIO, BBIIEpKaH 00beM; cOOMI0ICHBI TpeOOBaHMsI K BHEIITHEMY O(OPMIICHHIO.
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Ouenka «X0pouo»— OCHOBHbIE TpeOOBaHUS K pedepaTy BBINOTHEHBI, HO
IIPU 3TOM JAOIYUIEHbI HEJAOYEThl. B 4acCTHOCTH, UMEIOTCSI HETOYHOCTH B U3JIOXKE-
HUU Marepuaia; OTCyTCTBYET JIOTMUeCKasi MOCJIeJOBAaTEIbHOCTb B CYXKICHUSAX; HE
BbIIepKaH 00beM pedepaTa; UMEIOTCS YIYIIEHUS B 0)OPMIICHUH.

OneHka «yI0BJEeTBOPUTEIbHO» — HMEIOTCS CYIIECTBEHHBIE OTCTYILJICHHS
oT TpeOoBaHMii K pedeprupoBanuio. B dacTHOCTH: Tema OCBellleHa JIUIIb YaCTUYHO;
JIOIyTIeHbI (haKTUUeCKHEe OIMOKH B COAepKaHUU pedepara; OTCYTCTBYIOT BBIBO/IBI.

OuneHka «Hey/I0BJIETBOPUTEJIbLHO»— TeMa pedepara HE pacKpbiTa, 0OHA-
PY’KHMBAETCsl CYIIECTBEHHOE HETOHMMaHue MpoOJeMbl win pedepaT HE IpeIcTaB-
JIEH BOBCE.

Jokaan.

Jloknaa — 3TO MUCBMEHHOE WJIM YCTHOE COOOIlEHHE, HA OCHOBE COBOKYITHOCTH paHee
OITyOJINKOBAHHBIX MCCIIEA0BATEIbCKUX, HAYUYHBIX PabOT MM pa3paboToOK, MO COOTBETCTBYIOLIEH
OTpaciid HAyYHBIX 3HAHUH, UMEIOIUX OOJBINIOE 3HAYCHHE IS TEOPUU HAYKH U MPAKTHYECKOTO
MPUMEHEHHUS, MPECTaBIAET cO00i 0000IIEHHOE H3I0KEHHE PE3YIBTATOB MIPOBEICHHBIX HCCIIe-
JIOBaHHIA, SKCIIEPUMEHTOB U Pa3pabOTOK, U3BECTHBIX MTUPOKOMY KPYTY CHEIIHAIMCTOB B OTPACIH
Hay4HbIX 3HaHUW. COMPOBOKIAETCS IPE3EHTALUE MaTepuara.

Llens MOAroTOBKM IOKJIA/A:

— chopMupoBaTH HayUHO-UCCIIEI0BATEIbCKUE HABBIKM U YMEHUS Y 00yYaroIerocs;

— c11oco0CTBOBATh OBJIAJCHUIO METOAAMH Hay4YHOT'O MIO3HAHMUS;

— OCBOUTH HABBIKU IyOJUYHOTO BHICTYIJICHHUS,

— HAyYNUTHCS] KPUTUYECKU MBICIIUTD.

Teker noKknaza NOMKEH COAEPKATh apryMEHTUPOBAHHOE U3JI0’KEHUE OIPEICIIEHHOU Te-
Mbl. JIoKJIaa TOJKEeH OBITh CTPYKTYPHPOBAH M BKIIIOYATh BBEACHUE, OCHOBHYIO YacTh, 3aKII0OYE-

HUE.
Kputepuu oneHky 3HaHW 00y4AIOMMXCsl MPU BBICTYNJIEHUH € TOKJIAT0M
IToka3arens I'papanus bamsr

CooTBeTcTBHE JIOKJIaZa 3asiB- | COOTBETCTBYET MOJTHOCTHIO 2
JIEHHOW TeMme, LeMH U 3aJadyaM | €CTh HECOOTBETCTBUS (OTCTYILJICHHS) 1
MTPOCKTA B OCHOBHOM HE COOTBETCTBYET 0
CTpyKTypHpOBaHHOCTh  (Opra- | CTpyKTypUpOBaHO, 00ECTIeunBaeT 2
HU3alWs) JOKJIaja, KOTopas | CTPYKTYPHpPOBAHO, HE 00ECIICYNBALCT 1
obOecrieunBaeT TMOHUMAHUE €ro | He CTPYKTYpHUPOBAHO, He 00ecreunBaeT 0
COJICpKaHUs

KynbpTypa BeICTyIJIEHHSI — 4Te- | paccka3 6e3 oOpaleHus K TeKCTY 2
HUE C JIUCTa WJIM paccka3, o0- | pacckas c 0OpaiieHrueM TeKCTy 1
paII€HHBIN K ayAUTOPUH YTEHHE C JINCTA 0
JlocTymHOCTh JOKJIaga O colep- | JOCTYIMHO 0€3 yTOUYHSIIOMIUX BOPOCOB 2
KaHWM TMPOEKTA, €ro IeJAX, 3a- | JOCTYIHO C YTOYHSIOIIUMHU BOTIPOCAMH 1
Jadax, METOJIax M pe3ysibTatax | HEJOCTYIMHO C YTOUHSIOIMIUMHU BOIPOCAMH 0
[{enecooOGpa3HOCTB, HUHCTpPY- | menecooOpa3zHa 2
MEHTAJIbHOCTh HATJISITHOCTH, | 11e1eco00pa3HOCTh COMHUTEIbHA 1
YPOBEHB €€ MCIIOIh30BaAHUS HE I1eJecoo0pa3Ha 0
Cobmoienne BPEMEHHOTO pe- | coOMoAEH (He MPEeBHIIIeH) 2
IJIaMeHTa Jokiana (He Ooisiee 7 | mpeBbIieHUe 0e3 3aMeuaHus 1
MUHYT) MIPEBBIIICHUE C 3aMEYaHUEM 0
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YETKOCTh M MMOJIHOTA OTBETOB Ha
AOMNOJHHUTCIIBHBIC BOIIPOCHI 110
CYHICCTBY JOKJIaga

BC€ OTBETHI I‘IéTKI/Ie;, ITOJIHBIC
HCKOTOPLIC OTBCTHL HEUETKHE
BCE€ OTBETHI HEUETKHUE/HEMOIHbIE

Brnanenue crienuanbHON TEpMU-
HOJIOTHEHN 110 TeME MPOEKTa, UC-
MMOJIL30BAHHOH B JOKJIAJIE

BJIaZIe€T CBOOOIHO
HMHOT'JAa OBUI HETOYEH, OMIHOACs
HE BIIAZEET

Kynberypa muckyccun — ymeHue

OTBCTUJI HA BCC BOIIPOCHI

MOHATh coOeceHHKa U apry- | OTBETHJI Ha OOJBIIYIO YaCTh BOIIPOCOB
MEHTHUPOBAaHO OTBETUTh HAa €ro | He OTBETUJI Ha OOJBIIYIO YacTh BOIIPOCOB
BOIIPOCHI

OFRPDNOFPDNOEFLDN

IIIxajia OneHKH 3HAHUH 00yYaIOIIUXCS MPH BHICTYILICHHUH € IOKJIAI0M:
OueHka «oTIanYHO» — 15-18 0asuios.
Ouenka «xopomo» — 13-14 6amuos.
OlLleHKa «yI0BJIETBOPUTEIbHO» — 9-12 6aios.
OreHKa «HeyT0BJIeTBOPHUTEILHO» — 0-8 OaIoB.

TBopueckoe 3a1aHue

B xoe n3ydeHus TUCIMILIMHBI «JI0OKyMEHTHpPOBAaHUE M JOKYMEHTOOOOPOT B
TOCYJapCTBEHHBIX U MyHHIIMIIAIBHBIX OPraHax yIpaBJICHHsD 00ydarommecs 00s3aHbl
BBITTOJIHUTH MHIVBHyalIbHOE 3a/aHue. [enb BBIMOTHEHHS 3ajaHusl 3aKIi09acTcs B
BBIPA0OTKE KOHKPETHBIX MPAKTHICCKUX YMEHHUI M HABBIKOB MpOIiecca TOKyMEHTH-
POBaHMSI B TOCYJAPCTBEHHBIX U MyHUITUTIAIBHBIX OPraHax yIpaBJICHHS.

BrimonHeHME 3a/1aHUS pelIaeT CISAYOIUe 3a1a4u:

- IIOMOYb 00YYAIOMIMMCS U3yYUTh OPTaHU3alI0 padOThI C JOKYMEHTaMH B
OpraHax BJIACTH;

- paccMOTpeTh 0COOCHHOCTH OpTraHU3aIluU OTICIBHBIX ONepalnii porecca
JIOKYMEHTO000pOTa B TOCYIAPCTBEHHBIX M MYyHHIIMITAILHBIX OPTaHax yIpaBIICHUS;

- c(hopMHPOBATh Y O0YUAIONIUXCS HABBIKKA COCTABIICHUS OPTaHNU3allMOHHOM,
paciopsAUTEILHON U CIIPABOYHO-UH(POPMAITMOHHOMN IOKYMCHTALINN;

- BOOPYXXUTh 00yYaIOIIUXCSI TOHUMAaHUEM CITeU(UKH TOCYIapCTBEHHOTO
peryJIMpOBaHMs TPOIICCCOB JIOKYMCHTHPOBAHHMS M JOKyMeHTooOopoTra B PD B
KOHTCKCTE YHU(DUKALIMH, CTAHIAPTH3AIMHA U TUITH3AI[UH JIOKYMEHTOB U OIICPALIHH.

BrImoHeHne TBOPUECKOTO 33aHUs MIPEIOaraeT MpeJCTaBICHNE Pe3yilb-
TATOB TPYIIIC, yU4acTHE B TPYIIIOBOM 00CYK/IEHUN COOCTBEHHBIX PE3yJIbTaTOB HC-
CJICIOBAHMSI M JIPYTHUX 00ydaronmxcs (METOJOM B3aMMHOTO PEIICH3UPOBAHNSA).

Kputepuu onieHUBaHUS TBOPYECKOT0 3aaHUSI:

O1eHKa «OTJIUYHO» CTABUTCS MPH YCJIOBHM:

— paboTa BBITIOIHSIIACH CAMOCTOSTEIILHO;

— Marepuai mojaoOpaH B JIOCTATOYHOM KOJIMYECTBE C HCIOJIb30BAHUEM
HOPMAaTHUBHO-TTPABOBBIX HCTOYHHKOB;

— pabota odopmiieHa ¢ COONIOACHHEM BceX TpeOOBaHU K O0()OPMIICHUIO
JOKYMEHTAIIUH;

— 3al[iTa TBOPYECKOW pabOThI MPOBEJAcHA HA BBICOKOM U JOCTYITHOM
YpOBHE.
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OneHka «X0poIio» CTABUTCS NPH YCIOBHM:

— paboTa BHIMOIHSIACH CAMOCTOSATENBHO;

— Marepuai Mmoao0paH B JOCTaTOYHOM KOJIMYECTBE C HCIOJIb30BAHHUEM
HOPMATHUBHO-TIPABOBBIX HCTOYHUKOB,

— paboTa opopmMIieHa ¢ HE3HAUYUTETHLHBIMU OTKJIOHCHHUSIMHU OT TPeOOBaHUI
K 0OPMIICHHIO TOKYMEHTAIINH;

— 3aIUTa TBOPYECKON pabOThI MPOBEACHA XOPOIIIO.

O1eHKa «yI0BJETBOPUTEIHHO» CTABUTCS NMPH YCITOBHU:

— paboTa BEINOIHSIACH C TIOMOIIBIO TIPENOoIaBaTEIIs;

— Marepuai mojoopaH B JOCTATOYHOM KOJIMYECTBE, HO CTYJIEHT HE BIajie-
eT MOJIHBIMU 3HAHHUSIMHU O PETIIAMEHTHPYIOIUX HOPMATUBHO-TIPABOBBIX aKTaX;

— pabota odopMieHa C OTKIOHEHUSMHU OT TpeOOoBaHMI K O(OPMIICHHUIO
JOKYMEHTALUY;

— 3aIUTa TBOPYECKON pabOThI MPOBEICHA YIOBICTBOPUTEIHHO.

O1eHKAa «HEYT0BJETBOPUTEILHO» CTABUTCS NMPH YCIOBHUM:

— paboTa He BBINIOJIHCHA;

— Marepuai B JOCTATOYHOM KOJMYECTBE HE MOA00paH;

—paboTta opopmiieHa C OTKJIOHEHUSIMU OT TpeOOBaHUU K O(OPMIICHHIO
JTOKYMEHTALUY;

— 3aIUTa TBOPYECKOW pabOThI HE MMPOBE/ICHA.

3agaua (KOHTpPOJIbHASA padoTa)

3ajaHNs KOHTPOJIBHBIX PadoT AJIsl CTYACHTOB 04HOH (opMBbI O0yUEHHUS
COCTAaBJICHBI IO BapuaHTHOH cucteme. KoHTposbHast paboTa BBIMIOIHSETCS B BUAE
MACBbMEHHOIO OTBETA HA YKA3aHHBIE B MHAWBUAYAIBHOM 33JaHUH BOIIPOCHI 110 3a-
BEPILUCHUH U3YyYCHUS KaXKIOU U3 TEM JUCLUIUIAHBI.

Kpurepuu oueHku

OueHka «0TIIMYHO» BBICTABIIAECTCS CTYAECHTY, ITOKAa3aBLIEMY BCECTOPOHHHUE,
CUCTEMAaTHU3UpPOBaHHbIE, INTyOOKHE 3HAHMS B OTBETaX Ha BCE BOIPOCHI KOHTPOJIb-
HOM pabOThI, KOTOPHIA U3YUHJI OCHOBHYIO U O3HAKOMMJICS C JIOMOJIHUTEIHHOMN JTH-
TepaTypoi yueOHON MpOorpaMMbl TUCHUIUIMHBI 1 YMEETCBOOOAHO U MPaBUIIBHO ap-
T'YMEHTUPOBATH MPUHATHIE PEILICHHUS.

OuneHka «X0poII0» BBICTABJISAETCS CTYAEHTY, €CIM OH TBEPAO 3HAECT Mare-
puai, TpaMOTHO U 0 CYHIECTBY M3J1araeT €ro B OTBETAX Ha BOIIPOCHI KOHTPOJIBHOU
paboThl, U3y4YWJI OCHOBHYIO JIMTEPATypy y4eOHOM NpOorpaMmbl JUCUMILIMHBI, HO
JIOITyCKAET B OTBETAXHEKOTOPBIE HETOUYHOCTH.

OuneHka «ya0BJIETBOPUTEIBHO» BBICTABISIETCS CTYJIECHTY, MOKa3aBIIEMY
(dbparMeHTapHbIi, Pa3pO3HEHHBIN XapaKTep 3HAHWM, HEJOCTATOYHO MPaBUIILHBIC
(bopMyIMpOBKH 0a30BbIX MOHATUH, HAPYLICHUS JJOTUYECKOW MOCTIEI0BATEIbHOCTH
B M3JI0’KEHUU IIPOIPAMMHOIO MaTepuaia, HO P ATOM BJIaJIe€T OCHOBHBIMU ITOHSI-
TUSIMU BBIHOCHUMBIX Ha KOHTPOJIbHYIO pabOTy, 3HAKOM C OCHOBHOM JHTEpaTypoi
y4eOHOU MPOrpaMMbl TUCIUTUINHBI.

OuneHka «HeyIOBJIETBOPHUTEIBbHO» BBICTABISETCA CTYIEHTY, KOTOPBIM HE
3HaeT OO0JbIlIeH YacTH OCHOBHOTO COJEP’KaHMS BHIHOCUMBIX Ha KOHTPOJIbHYIO pa-
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00Ty BOMPOCOB pazjesia JUCUHUIUIMHBI, JOMyCKaeT rpyOble omuOKu B (Gopmyiiu-
POBKax OCHOBHBIX TMOHSATHN, HE3HAKOM C OCHOBHOM JIUTEpaTypou y4eOHOW mpo-
rpaMMbl JUCHUATLINHBI.

Py6exnasi KOHTpoJIbHAS padoTa (1J1s1 32049HOi GopMbI 00yUeHMs1)

KoutpoabHasi padora 1o JUCHUIUIMHE OOYyYAIOIIUMUCS 32049HON (opMBbI
00y4eHMs BBINOJIHAETCS MOCJIE YCTAHOBOYHOM CECCHM B BUJIE NIMCHbMEHHOIO OTBE-
Ta HAa YKa3aHHbIE B MHAMBUAYAJIBHOM 3aJaHUH BONPOCHI, OTPAKAIOIIUE COAEpKa-
HUE Pa3/IeJIOB JUCLHHILIAHBI.

BapuanT 3amanust 15 CTy/I€HTOB 3a04HON (OpMbI 0OYUEHHUS OTPEAEACTCS
10 TIepBOM OyKBe (haMUIIUU U TOCIETHEH MHU(pPE 3a4E€THOW KHIKKH C TIOMOIIBIO
TaOHIIBI, TPUBEACHHONW B METOJUYECCKUX YKA3aHUSX.

Kpurtepuu oneHku

OuneHka «OTJIHYHO» BBICTABIISIETCS CTYAEHTY, IOKa3aBLUIEMY BCECTOPOHHUE,
CUCTEMATU3UPOBAHHBIC, TIIyOOKHE 3HAHMS B OTBETaX Ha BCE BOMPOCHI KOHTPOJb-
HOU pabOThI, KOTOPBIA U3YyUUIT OCHOBHYIO, YMEETCBOOOIHO U MPABUIBHO apryMEH-
TUPOBATh IPUHATHIC PELICHHS, O3HAKOMUJICA C JOMOJHUTENBHON JUTEpaTypoun
y4eOHOM MporpaMMbl JUCIUIUIMHBI U MIPUBOJUT €€ B CIIUCKE MCIOJIb30BAaHHBIX HC-
TOYHUKOB.

OuneHka «XOpOLIO» BBICTABISACTCS CTYAEHTY, €CJIM OH TBEPJAO 3HAET Mare-
puai, TpaMOTHO U 10 CYUIECTBY HU3JIAraeT €ro B OTBETaX Ha BOIIPOCHI KOHTPOJIbHOM
paboThl, HO JOMYCKAEeT B OTBETAXHEKOTOPbhIE HETOYHOCTH, U3YYUJ OCHOBHYIO JIH-
TepaTypy y4eOHOM MporpaMmbl TUCIUIUIMHBI U MIPUBOJIUT €€ B CIHCKE HUCIOIb30-
BaHHBIX UCTOYHUKOB.

OueHka «yI0BJIETBOPUTEIBLHO» BBICTABISICTCS CTYJIEHTY, MOKa3aBLIEMY
dbparMeHTapHbIi, Pa3pO3HEHHBIN XapaKTep 3HAHWM, HEJOCTATOYHO MpPaBUIIbHBIC
bopMyTupOBKH 0a30BBIX MOHATHMA, HAPYIICHUS JIOTUYECKON MOCIEI0BATEILHOCTH
B M3JI0’)KEHUU MPOrPAMMHOI0 MaTepuaia, HO TPy 3TOM BJIaJIEET OCHOBHBIMU MOHSI-
TUSMH BBIHOCUMBIX Ha KOHTPOJIbHYIO pabOTy, 3HAKOM C OCHOBHOM JMTEpPaTypon
y4eOHOM MpOorpaMMBbl JUCIUIUIMHBI U TIPUBOJIUT €€ B CITUCKE MCIOJIb30BAaHHBIX HC-
TOYHUKOB.

OuneHka «HeyIOBJIETBOPHUTEJIbHO» BBICTABISETCA CTYJIEHTY, KOTOPBIA HE
3HaeT OoJIbLIEH YaCTH OCHOBHOT'O COJIEpKaHUsI BBIHOCUMBIX Ha KOHTPOJBHYIO pa-
00Ty BONPOCOB pasjesia JUCUUIUIMHBI, JOMYCKAeT rpyOble omMOKU B (hopmysin-
pPOBKaxX OCHOBHBIX TMOHSITUM, HE3HAKOM C OCHOBHOW JIUTEpaTypoul yueOHOH mpo-
IrpaMMbl UCITUTIIUHBI.

Keiic-3aganus

N3yyeHne OUCUMIUIAHBI IPEAIOJIaraeT MCMHOJIb30BaHUE METOJA PELICHUS
KOHKPETHBIX 3aJja4-CUTyalui (Keic-3aaHuii).

[IpensioxxeHHble KEWC-3aJaHus CTYAEHTHI BBIMOJIHSIIOT KaK HA IMTPAKTUYECKUX
3aHATHSAX, TAK U CAMOCTOSITEJIbHO B BUJI€ MHANBUAYAIBHBIX TOMAIIHUX 3a0aHUN

Kpurtepuu olleHKHU BBINOJHEHUS Kelc-3a1aHuM:

OueHka «OTJUYHO»: padoTa BHITIOJIHEHA B MOJHOM 00BEeMe, CTYNIEHT Je-
MOHCTPHUPYET TOJHOTY 3HAHHWM MO TeMe JWCIMIUIMHBI, paboTa HOCUT WMHAUBHUIY-
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aNbHBIA XapaKTep, COJEPKUT MPAaBWIbHBIE PE3YIbTaThl, COOJIIOICHBI TEXHUKA pa-
OOTBI C KEIICOM, B OTBETE MPABHIJIBHO U aKKYPATHO BBITOJIHSIOTCS BCE 3alUCH, CTY-
JEHT MOKET Pa3bsCHUTD 3TaIbl paOOTHI.

Ouenka «xopomo»: padboTa BBIIOJIHEHA MPABUIIBHO B MOJHOM 00bEMe, pa-
00Ta HOCUT UHIUBUAYAJIbHBIM XapakTep € y4eTOM 1-2 MEJIKMX MOrPEeIIHOCTEN Hin
2-3 HEJOYETOB, UCIPABICHHBIX CAMOCTOSTEIHHO MO TPeOOBAHUIO MPEIOaaBaTes,
B OTBETE MPABWIBHO M AKKYpPAaTHO BBIMNOJHSIOTCS BCE 3alUCH, CTYIEHT MOKET
Pa3bICHUTH 3TAIbI pa0OTHI.

OueHka «yI0BJIETBOPUTEIBHOY»: Pa00OTa BBINOJIHEHA MPABUILHO HE MEHEE
4YeM HaloJIOBUHY, JOMYIIEHbI 1-2 MOrpenrHocTy WK OojJHa rpy0as ommoka, CTy-
JIEHT MOKET Pa3bsCHUTD ATAIbl padOTHI.

OueHka «HeyAOBJIEeTBOPHUTENbHO». JIONYIIEHb JBe (M Oojiee) rpyoObIe
OLIMOKHA B X0JIe¢ pabOThI, KOTOphIE OOYYAIONIUIICS HE MOXET UCIPaBUTh JIaxe IO
TpeOOBaHUIO TPEnoaaBaTessi WM paboTa BHINIOJIHEHA B HEMOJHOM O00bEME, CTY-
JIEHT HE MOKET Pa3bsICHUTD TANbl paOOTHI.

TecrupoBanue

TecT — 3TO MHCTPYMEHT OLEHHWBAHUsA yPOBHS 3HAHWM, YMEHHU W HAaBBIKOB
CTYJAEHTOB, COCTOSAIIMN U3 CUCTEMbI TECTOBBIX 3aJlaHUI, CTAHJAPTU30BAHHON MPO-
HeAypbl IPOBEACHMsI, 00paOOTKU U aHAJIN3a PE3YJIbTATOB.

Kpurepun ouneHkH 3HAHUH CTYJAEHTOB IPH NPOBEJICHUH TECTHPOBAHUSA
IIPEAIOIATraroT:

— OILICHKA «OTJMYHO» BBICTABIIETCS NPHU YCIOBUM IPABHIBHOTO OTBETA
CTYyJEHTA HE MEHee YeM Ha 85% TECTOBBIX 3aJaHU;

— OLICHKA «XOPOLI0» BBICTABISAETCS IPU YCIOBUU MTPABUIIBHOTO OTBETA CTY-
JieHTa He MeHee yeM Ha 70% TeCTOBBIX 3aJlaHUii;

— OLIEHKA «yI0BJICTBOPUTEJIBHO0» BBICTABJISIETCS MPU YCIOBUMU MPABUIBHO-
ro OTBETA CTYJICHTA HE MeHee ueM Ha 51% TeCTOBBIX 3a/1aHui;

— OLICHKA «HEYAOBJETBOPHUTEJIbHO» BhICTaBisieTca npu ycnosun 50% He-
MPaBUJIbHBIX OTBETOB, JAHHBIX CTYJCHTOM Ha TECTOBBIC 3a/1aHMUS.

Pe3ynbTaThl TEKyHmIEro KOHTPOJIA MCHOJIB3YIOTCS IPU IPOBEAEHUU IPOME-
KyTOYHOU aTTECTALUU.

3auer

OueHka «3a4TeHO» JIOJDKHA COOTBETCTBOBATH MapameTpam J000il u3 mo-
JIO’KUTETBHBIX OLEHOK («OTIMYHOY, «XOPOILIO0Y», «yJAOBIECTBOPUTEIILHOY), & «HE 3a-
YTEHO0» — MapaMETPAM OLICHKH «HEYIOBIETBOPUTEIBLHO:

OueHka «OTJMYHO» BBICTABISIETCS OOydYaroleMycsi, KOTOpbIA oO0iamaer
BCECTOPOHHUMH, CHCTEMAaTHU3UPOBAHHBIMU M TJIyOOKMMH 3HAaHUSIMU MaTepHalia
y4eOHON IpOrpaMmbl, yMEET CBOOOJHO BBIMOIHATH 3aJlaHus, MPEAYCMOTPEHHbIE
y4eOHOM MpOTpaMMO¥, YCBOMJI OCHOBHYIO M O3HAKOMUJICS C JOTIOTHUTEIILHOMN JIH-
TepaTypoil, peKOMEeHJ0OBaHHOU y4ueOHOM nporpamMmoit. Kak npaBuiio, oleHKa «oT-
JIMYHO» BBICTABJISIETCS 00YyYalOIEeMyCsl YCBOMBIIEMY B3aMMOCBSI3b OCHOBHBIX I1O-

32



JIO’KEHUW ¥ IOHATUI JUCHUIUIMHBI B UX 3HAYCHUU JJIs MPUOOpeTaeMoi crienualib-
HOCTH, MIPOSIBUBIIIEMY TBOPYECKHE CIIOCOOHOCTH B TOHUMAHWU, U3JI0KCHUU U U C-
MOJIb30BAaHUU Y4eOHOTro Marepuasia, MPaBUIbLHO OOOCHOBBIBAIOUIEMY IPHUHSTHIC
pELICHUS, BIAJCIOIIEMY PAa3HOCTOPOHHUMH HABBIKAMU U MPHUEMAaMH BBITIOJHEHUS
MPaKTUYECKUX padOT.

OueHka «X0poII0» BBICTABIIICTCS 00ydJaromeMycs, 00OHApYKUBIIIEMY ITOJI-
HOE 3HaHHWE MaTepuaia yueOHOU MpOorpamMMbl, YCIEIIHO BBIIOIHSIOMEMY MpEay-
CMOTpPEHHBIE y4eOHOH MporpaMMoOi 3aJaHus, YCBOUBIIEMY MaTepHa OCHOBHOM
JUTEPATYphl, PEKOMEHIOBAaHHON ydeOHO# mporpammoii. Kak mpaBmio, oreHka
«XOpOIIO» BBICTABIISIETCS 00YyYaloIIeMycs, MOKa3aBIlIeMy CHUCTEMaTU3UPOBAHHBIM
XapakTep 3HAHUHU MO JUCIUIUIMHE, CIIOCOOHOMY K CaMOCTOSATEIHLHOMY TIOIOTHE-
HUIO 3HAHUU B X0Ji¢ JaybHEHIeH yudeOHOM U NMpodeCCHOHAIBHON JAEATEeTbHOCTH,
MPaBUJILHO NPUMEHSIONIEMY TEOPETUUECKUE TTOJ0KEHUS MPU PELICHUU MPAKTHYE-
CKHUX BONPOCOB W 3aJiay, BJIAJICIONIEMYy HEOOXOJAMMBIMUA HaBBIKAMHU M TPUEMaAMHU
BBITIOJTHEHHUS MPAKTUYECKUX PadoT.

OneHKa «yJOBJIETBOPUTEIHHO» BBICTABISETCS OOyYarolmeMycs, KOTOPBIN
MOKa3aJl 3HaHUE OCHOBHOTO MaTepHalia y4eOHOU MporpaMMbl B 00beMe, 10CTaTOY-
HOM U HEOOXOJUMBIM JUIsl JaJibHEWIIeH yueObl U peacToseil paboThl Mo CIelu-
IBHOCTH, CIIPABUJICS C BBIMOJHEHUEM 3a/IaHHM, MPETyCMOTPEHHBIX YU4EOHOU MPO-
rpaMMOi, 3HaKOM C OCHOBHOMW JIMTEpaTypoOH, PEKOMEHJIOBaHHON y4eOHOU mpo-
rpammoii. Kak mpaBuiio, olleHKa «yJIOBJIECTBOPUTEILHO» BBICTABIISIETCS 00yYaro-
IEMYCsl, JOIYCTUBIIEMY IMOTPEIIHOCTA B OTBETAX MJIM BBINOJHEHUM 331aHUMN, HO
oOJaaronieMy He0oOXO0JUMBIMU 3HAHUSIMU T10J] PYKOBOJICTBOM IIpenoaaBaTens s
YCTPAHEHUs 3THUX MNOTPEIIHOCTEN, HAPYIIAOMIEMY IOCIEI0BATEIbHOCT B H3J10-
YKEHUHM Y4eOHOTO MaTepualia U MCHBITHIBAIOIIEMY 3aTPYIHEHUS TIPU BHITIOJTHEHUHU
MPaKTUYECKUX padOT.

OueHka «HeyAOBJIETBOPHUTEJIbHO» BBICTABISCTCS OOyYarolmemMycsi, He
3HAIOIIEMY OCHOBHOM YacTH MaTepuayia y4eOHON MpOrpaMMbl, JIOMYCKAIOIIEMY
MPUHIUNHAIBHBIE OTMOKU B BBITIOJIHEHUHU MPEIYCMOTPEHHBIX YU4eOHON Iporpam-
MOU 3a/laHHi, HEYBEPEHHO C OOJIBIIMMU 3aTPyIHEHUSIMHU BBITTOJHSIIONIEMY TTpaK-
Thueckue padbotsl. Kak mpaBuiio, oleHKa «HEYIOBJICTBOPUTEIHHOY BBICTABIISETCS
oOyyJaromemycsi, KOTOpbId HE MOXKET MPOJOJDKUTH O0y4YeHUE WM MPUCTYNHUTH K
JESATEILHOCTH 10 CIHENUAIbHOCTH MO OKOHYaHUHM YHHBEPCHUTETa 0Oe3 JIOMOJIHU-
TEJIbHBIX 3aHSITUN M0 COOTBETCTBYIOWIECH AUCHUILINHE.

8 IlepeyeHb OCHOBHOM ¥ JIOMOJHUTEIbHOM JIUTEPATYPHI

OcHoBHast yueOHas quTEpaTypa

1. Cemko, U. A. OcHOBBI AeNONPOU3BOJACTBA : yueOHOe mocobue / WM. A.
Cemko, JI. A. AntyxoBa. — CraBpomnons : Ceksoiis, 2018. — 119 c¢. — ISBN
2227-8397. — Pexxum poctyma: http://www.iprbookshop.ru/92992.html

2. Jlmutpuena, JI. U. JlokymeHTallMOHHOE OOECIeUYeHUE YIIPaBICHUECKOM
nestenbHOCTH : yueOHoe mocobue / JI. . imutpuera, U. B. PyzaeBa. — HoBocu-
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http://www.iprbookshop.ru/92992.html

oupck : HoBocuOupckuii rocy1apCTBEHHBINM TEXHUYECKUM yHUBEpcUTET, 2019, —
100 C. — ISBN 978-5-7782-4029-2. — Pexum JTOCTyTa:
http://www.iprbookshop.ru/98703.html

JlonosiHuTe IbHAS yUeOHAs JuTepaTypa

1. I'BaeBa U.B. [lenonpous3BoAacTBO [DIEKTPOHHBIN pecypc]: crnpaBoy-
Huk/ I'Baea 1.B., CobaneBckuii C.B.— DnekTpoH. TEKCTOBBIC JaHHBIC.— MUHCK:
TerpaCucremc,  Terpamur, 2014— 224 c—  Pexum  gocrtyma:
http://www.iprbookshop.ru/28072

2. Kopxxos B.}O. KommenTapuii k ®enepanbHoMy 3akoHy OT 10 stHBaps
2002 1. Ne 1-®3 «O06 anmekTpoHHO# U(PpoBOI MOATHCH» [ DIEKTPOHHBIN pecypc]/
KopxoB B.FKO.— DOnekrpoH. TekcTtoBble naHHble.— CapatoB: Ail [lu Op Menua,
2010.— 84 c.— Pexum nmoctyma: http://www.iprbookshop.ru/1643

3. CwmupnoBa, E. II. JlemonpousBoactBo st cekperapsi. PaspaboTka,
y4eT U XpaHEHUE CIIy)KEOHON JTOKYMEHTAIMH [ DIEeKTPOHHBIA pecypc] : mpaKTHie-
ckoe nocobue / E. I1. CMupHoBa. — 2-¢ u3a. — DIJIEKTPOH. TEKCTOBbIC TaHHbIC. —
CaparoB : A [1lu Op Menua, 2019. — 210 c. — 978-5-4486-0465-2. — Pexum
nocryma: http://www.iprbookshop.ru/79622.html

O Ilepeuenn pecypcoB MH(OPMANMOHHO-TETEKOMMYHUKAIIUOH-

Hoil ceTu «HTEpHET»
Ilepeyens IBC

No HaumenoBanue TemaTuka CcebLaka

IPRbook YuuBepcanpHas | http://www.iprbookshop.ru/

2 | O6pasosarenbublii noptan KyoI'AY | VHuBepcanbHas | https://edu.kubsau.ru/

IlepeyeHb HHTEPHET-CAUTOB:

- Odunmanbubiii cailt denepanbHOro apxuBHoro areHtctBa (Pocapxusa)
http://archives.ru

- Poccuiickuil roCcyJapCTBEHHBIM apXHUB HAYyYHO-TEXHUYECKOM JOKYMEHTA-
uu http://rgantd.ru/spravochno-informatsionnyi-tsentr.shtml

10 MeToanueckue yKazaHusl J1Jisi 00y4alOUIMXCHA MO0 OCBOCHHIO

AUCHHUITJINHBI

1. JIokyMeHTHUpOBaHHE U JJOKYMEHTOOOOPOT B TOCYJApCTBEHHBIX M MYHHIIMITAJIBHBIX OpraHax yIpaBiie-
HUS: METOJ. PEKOMEHJAIMU 0 MPOBEACHUIO MPAKTUUECKUX 3aHATUN U BBIMOIHEHUIO CAMOCTOSATEIBHOM
paboThl [T 00y4YaroIuxcst HamnpasieHus noarotoBku 38.04.04 «[ocymapcTBEHHOE M MYHUIMIIAIBLHOE
ynpaeneHue» / coct. M.A. Hectepenko. — Kpacaonmap: KyoI'AY, 2020. — 26 c. — [DneKTpoHHBIH pe-
cypc]. — Pexxum nocryna: https://edu.kubsau.ru/file.php/119/MU_DDO_Nesterenko PZ.pdf

2. JIoKkyMEeHTUpOBaHUE U JOKYMEHTOOOOPOT B TOCYJApCTBEHHBIX M MYHHUITUIAIBHBIX OpPraHax
YIpaBIEHUS: METOJI. YKa3aHHS IO BBITIOJHEHHIO KOHTPOJIBHBIX PaboT it 00ydarommxcs 3a09Hoi (hop-

MBI 00yueHHs HanpasieHus noArotoBku 38.04.04 «'ocysapcTBeHHOE M MyHHLIMIIAJIbHOE YIPABICHUE) /
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coct. M.A. Hecrepenko. — Kpacunomap: KyoI'AY, 2019. — 12 c. — [OnekTpoHHbIH pecypc]|. — Pexxum
nocryma: https://edu.kubsau.ru/file.php/119/Metodichka. DDO_KR_Nesterenko.pdf

11 Ilepeyenr WHGOPMALMOHHBIX TEXHOJOTHH, MCIOJb3yeMbIX MPH
OCYLLIECTBJICHHMH 00Pa30BaTeJbLHOI0 Mpouecca no JMCUMINVINHE, BKJIYasi me-
peYeHb NMPOrpaMMHOro odecrnevyeHuss ¥ MHPOPMALMOHHBIX CIIPABOYHBIX CH-
cTeM

NudopmarimoHHbie TEXHOJIOTHH, UCIIOJIb3yEeMbIC TIPU OCYIIECTBICHUH 00pa3o-
BaTEJIBHOTO Mpolecca MO AUCLHUIUIMHE MO3BOJISIOT: 00ECIEYUTh B3aUMOICHCTBUE
MEXIY YYaCTHHKaMU O0Opa3oBaTENIbHOIO IMPOLECCa, B TOM YHUCIIE CHHXPOHHOE U
(W) acMHXpPOHHOE B3auMojeiicTBUE mocpenacTtBoM cetu "MHrtepuer"; dukcupo-
BaTh X0J 00Pa30BaTEIBHOIO MPOLIECCA, PE3YIBTATOB IPOMEKYTOUHOM aTTecTaluu
10 JUCIUTIIMHE U PE3yJIbTATOB OCBOCHHS 00pa30BaTEIHbHONU MIPOTPAMMBI; OpraHU-
30BaTh MPOIECC 0Opa30BaHUs MMyTEM BU3YaIU3alMKU U3ydyaeMod MHGOpMAIK 10-
CPEACTBOM HCIOJIb30BAHMS MPE3ECHTAMOHHBIX TEXHOJOTUI; KOHTPOIUPOBATH pe-
3yJbTaThl 00y4YEHUsI HA OCHOBE KOMITHIOTEPHOTO TECTUPOBAHUS.

Ilepevyensb auunen3unonnoro IO

Ne | HaumeHoBaHMe KpaTtkoe onncanne

1 Microsoft Windows OrnepaloHHast CHCTEMa

2 Microsoft Office (Bkmouaer Word, Excel, PowerPoint) ITakeT 0ODHCHBIX IPHITOKEHUI
3 Cucrema tectupoBanus INDIGO TecTtupoBanme

Ilepeuenb nmpodeccnoHAIBbHBIX 023 JTAHHBIX M UHGOPMANUOHHBIX CIIPABOYHBIX CH-

cTeM
Ne HaumenoBanue Temaruka DJIEKTPOHHBIN ajipec
1 | Hayunas snekrponHas Oubimo- | YHuBepcanbHast | https://elibrary.ru/
Teka eLibrary
2 | Koncynprantllmoc [IpaBoBas https://www.consultant.ru/
3 | I'apant [TpaBoBas https://www.garant.ru/

12 MartepuanbHO-TeXHH4YeCKOe o0ecneyeHre 00y4eHHs M0 AUCIHUIINHE

s aun ¢ OB3 u uHBaaInI0B

BxopaHast rpynna B rJ1aBHBIA y4eOHBIN KOpITyc 000py0BaH MaHIycoM, KHOIIKOM BBI30Ba,
TaKTUJIbHBIMU TaOJIMUYKAMU, ONOPHBIMHM MOPYYHSIMH, MPEIyNpexAA0MMUMU 3HAKaMH, JOCTYII-
HBIM PacIIMPEHHBIM BXOJIOM, B KOPITYCE €CTh CIIEIIHaIbHO 000py10BaHHAsl CAHUTapHAs! KOMHATA.
Jns nepemenienust naBanunoB u JIOB3 B momemieHun umeercs MEpeABUKHOM T'yCEHUYHBIN
cTyneHbkoxo/1. Koprmyc ocHallieH npoTHBONOXapHOHW 3ByKOBOM U BU3yalIbHOM CUTHaJIM3alUen
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[InaHupyemMbie TOMENIEeHUs JIJIs IPOBEICHUSI BCEX BUIOB YUCOHOM JIESITEIIbHOCTH

Ne
n/n

HanmenoBanue yue0-
HBIX TIPEIMETOB, KYp-
COB, AUCIUILINH (MO-
JyJeit), IpakTUKH,

WHBIX BUJOB Y4eOHOU
JeATEILHOCTH, TIPe/Ty-
CMOTPEHHBIX y4eOHBIM
IUTaHOM 00pa3oBaTelh-
HOM NporpaMmbl

HaunmeHnoBanue nmomenieHui i NpoBeAeHUs
BCEX BUJIOB YUCOHOMU JEATEIILHOCTH, MPEIYyCMOT-
PCHHOM y4eOHBIM [UIAHOM, B TOM YHUCIIC TIOMETIC-
HUS JUTSL CAMOCTOSTEIILHON pabOThI, C yKa3aHHEM

MEPEYHs. OCHOBHOTO 000pYA0BaHUs, YIeOHO-

HATJISTHBIX MIOCOOMI ¥ MCIIOJIB3yEeMOTO MPo-
TPaMMHOT'0 00CCTICYCHUS

Anpec (MECTOIOJIOKEHNE) TTOMEITCHHH

JUISl TIPOBEJICHHST BCEX BU/IOB yUeOHOMH
JeSITeIbHOCTH, NPEeyCMOTPEHHOM
yueOHBIM IUIAaHOM (B CIly4ae peajn3a-
UM 00pa30BaTEIbHON IPOTrPaMMEI B
ceTeBoM (popMe JONOIHUTENBHO YKa-

3bIBACTCSI HAUMCHOBAHUE OpTraHU3alnu,

¢ KOTOPOI1 3aKJIFOYCH IOTOBOD)

2

3

4

JlokyMeHTupoBaHuEe U
JOKYMEHTO000POT B
TOCYZapCTBEHHBIX U
MYHHIUTAJIBHBIX Op-
raHax ynpaBJICHHs

ITomemenne Ne221 I'VK, mnomans — 101 m?;
MOCAJI0YHBIX MecT 95, yueOHas ayAuTOpHs s
MPOBENICHUS 3aHATUH JIEKIIMOHHOTO THUIIA, 3aHs-
TUI CEMUHAPCKOTO THIIA, CAMOCTOSITEIBHOI pabo-
TBI, KypPCOBOTO TPOCKTHPOBAHUS (BBITIOIHEHHS
KYPCOBBIX paboT), TPYyIITOBBIX U HHINBHLYaJIh-
HBIX KOHCYJBTAIUH, TEKYIIET0 KOHTPOJISA U TIPO-
MEXXYTOYHOH aTTeCTaIllH, B TOM YHCIe U 00y-
YaIoIUXCcs ¢ HHBaIuAHOCThIO 1 OB3

CIeMANN3APOBaHHAs MeOenb (yaeOHas TocKa,
yueOHas MeOelb) , B TOM YHCIE IS 00YJIaroIiX-
¢ ¢ nHBanuIHOCTRIO 1 OB3;
TEXHUYECKUE CPEICTBA 00yUCHUs, HAOOPHI Je-
MOHCTPAIMOHHOT'0 000PY/IOBAHUS U yUeOHO-
HATJBIIHBIX MOCOOMH (HOYTOYK, MPOCKTOP,
9KpaH), B TOM YHCIE A7 00y4JarouInxcs ¢ MHBa-
muaHocThio 1 OB3

350044, KpacHomapckuii kpa, T.
Kpacnonap, yin. um. Kanununa, 13

JlokyMeHTHpOBaHHE U
JOKyMEHTO000pOT B
rOCyIapCTBEHHBIX U
MYHHIHUIAIBHBIX Op-
raHax ynpaBJICHHS

114 300 yueOHas ayauTOpHs Ui IPOBEICHUS
3aHATUI CEeMHHApCKOTO THUIIA, KypCOBOTO IPOEK-
TUPOBaHUSA (BHITIOTHEHUS KYPCOBBIX padoT),
TPYTIOBBIX U HHANBUYaIbHBIX KOHCYJIBTAINH,
TEKYIIET0 KOHTPOJIS ¥ MPOMEXYTOUHOM aTTecTa-
UM, B TOM YHCIIe U 00y4Jaromuxcs ¢ MHBAJIHI-
Hocteio 1 OB3  Ilomemenne Nel14 300, noca-
JIOYHBIX MeCT — 25; miomaab — 43m?; yueOHas
ayJIUTOpUS AT IPOBEACHNUS 3aHATHI ceMUHap-
CKOT'O THIIa, KypCOBOTO IPOEKTHPOBAHUS (BbI-
TIOJTHEHHS KYPCOBBIX padoT), TPYIIIOBBIX M MH/IH-
BU/TyaJIbHBIX KOHCYJIbTAIINH, TEKYIIEro KOHTPOJIS
1 IPOMEXYTOUYHOHN aTTECTALNH, B TOM YHCIIE JJIS
oOyuaromuxcsi ¢ HHBAMTAAHOCTRIO 1 OB3

CIeHANTN3NPOBaHHAsE MeOesb (yueOHas TocKa,
yaeOHast MeOellb), B TOM YHCIIe AT 00yJaroIiX-

¢ ¢ nHBanuaHOCTEI0 1 OB3

350044, KpacHogapckuii kpa, T.
Kpacnonap, yi. um. Kanununa, 13

13 OcobGennocTu opranusanuu o0y4enus jun ¢ OB3 u nuBaIUI0B

Jns uaBammoB u jui ¢ OB3 MoXeT M3MeHAThCA 00BEM MUCIMIUIMHBI (MOAYJsSI) B Yacax,
BBIJICTICHHBIX Ha KOHTAaKTHYIO paboTy oOydarolierocs ¢ mpemnogaBareneM (10 BUIaM Y4eOHBIX
3aHITHI) U Ha CaMOCTOSITEIbHYIO0 paboTy oOyuaroierocs (IIpu 3TOM HE yBEIUYMBACTCS KOJINYe-
CTBO 3a4€THBIX €UHUII, BBIJICICHHBIX HA OCBOCHUE AUCITUTIIIHBI).
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@OoH/IBI OIICHOYHBIX CPEACTB AJaNTUPYIOTCS K OTPAHUYCHHUSM 30POBbS M BOCTIPHATHUS
UHPOpPMALIUU 00YYaIOIIUMHCS.

OcHoBHBIE (HOPMBI IPEACTABICHHUS OIICHOYHBIX CPEACTB — B mHedyaTHoW (opme wiam B
(dbopMe NEKTPOHHOTO JTOKYMEHTA.

®opMBbI KOHTPOJISI U OLIEHKH Pe3y/JbTATOB 00y4eHUs1 MHBAIUA0B 1 un ¢ OB3

Kareropuu ®dopma KOHTPOJISI U OLICHKH PE3yJIbTaTOB 00yUCHUS
crynentos ¢ OB3 u
HHBATAIHOCTHIO
C HapymenneMm - YCTHAs MPOBEPKA: JUCKYCCHH, TPCHUHTH, KPYTJIbIC CTOJBI, COOCCeIOBAHNUS, YCTHBIC
3peHnd KOJIJIOKBUYMBI U JIp.;

- C HCIOJBb30BaHUEM KOMIIbIOTepa M cnenuanbHoro [10: pabora ¢ 3IeKTpOHHBIMHU
00pa3oBaTeNbHBIMU PECypcaMH, TECTHPOBaHME, pedeparhl, KypCOBbIE MPOEKTHI, AUCTAHIIN-
OHHBIC (POPMBI, €CIIH TTO3BOJIIET OCTPOTA 3PEHHUS - rpadudeckre padoTH U Jp.;

P BO3MOKHOCTH IIICbMEHHAs! IPOBEPKa C UCTIOIb30BAHMEM PENbe(HO- TOUSHHON CHCTEMBI
Bpaiins, yBenuueHHOr0 mpHQTa, HCIIOIB30BaHHUE CHELHATBHBIX TEXHUUSCKUX CPEaCTB (TH-
(IIOTEXHUYECKUX CPEACTB): KOHTPOJIBHBIC, IpapHIecKre padoThl, TECTHPOBAHNE, JOMALIHUE
3aJaHMs, 3cCe, OTYETHI U .

C Hapymenuem - YCTHast IPOBEPKa: TUCKYCCHUH, TPEHUHTH, KPYTJIbIE CTONBI, COOECEIOBaHMUs, YCTHBIE
Ciyxa KOJUIOKBHYMBI U JIP.;

- C HCIOJB30BaHMEM KOMIbIOTepa M cnenuanbHoro I10: pabota ¢ 3IEKTpOHHBIMHU
00pa3oBaTeNbHBIMU PECYPCaMH, TECTHPOBaHHE, pedepaThl, KypCOBbIE MPOEKTHI, AUCTAHIIN-
OHHBIE (HOPMBI, €CITH MO3BOJISIET OCTPOTA 3PEHUS - TpadudecKue paboThl U 1Ip.;

IPY BO3MOXKHOCTH MChMEHHAsI IPOBEPKA C UCTIOJIb30BAHUEM PENIbEYHO- TOUICTHON CHCTEMBI
Bpaiins, yBenumueHHOTO mpUQTa, HCIOIBb30BaHUE CIIEHUATIBHBIX TEXHHYECKUX CPEACTB (TH-
(IIOTEeXHUUECKHUX CPEACTB): KOHTPOJIbHBIE, Ipaduiyeckue paboThl, TECTUPOBAaHHE, TOMAITHHE
3aJlaHMs, 3cce, OTUETHI U Jp.

C HapymieHnem - MUCbMEHHAasl TIPOBEPKa: KOHTPOJIbHbIE, rpaduueckue paboThl, TECTUPOBaHHE, IO-
OIIOpHO- MallHKE 3aJlaHus, 3CCE, MMCbMEHHBIC KOJJIOKBUYMBI, OTYETHI U AP.;
JIBUTATEIILHOTO

- C HCIOJBb30BaHMEM KOMIIbIOTEpa: paboTa C 3NEKTPOHHBIMH 00pa3oBaTEbHBIMU
pecypcamu, TeCTHpOBaHue, pedepaThl, KypCOBBIC MPOCKTHI, rpadudyeckue paboThl, TUCTAH-
IIUOHHBIE POPMBI U JAp.;

npu BO3MOXXHOCTH  yCTHasl IIPOBEPKa C UCIIOJIb30BAHMEM CIIEIIMAIBHBIX TEXHUUECKHX

arimapara

CpencTB (ayIMOCPeNCTB, CPECTB KOMMYHHUKAIIUHY, 3BYKOYCHIUBAIONIEH anmaparypsl U JIp.):
JIUCKYCCHH, TPEHUHTH, KPYTIIbIE CTOJBI, COOECe0BaHNs, YCTHBIE KOJUIOKBUYMBI U JIP.

AanTanus npoiueaypbl NpoBeeHNus MPOMEKYTOYHOH ATTeCTAIUM [IJIsI HHBAJTU/I0B
u gun ¢ OB3:

B xone npoBeneHus MpoMeKyTOYHOM aTTeCTAMK NPELYCMOTPEHO:

- peIbsBICHHE OOyYaroIUMCS MEYaTHbIX M (WJIM) 3JEKTPOHHBIX MaTepHUajoB B
(dopmax, ajanTUPOBAHHBIX K OTPAHUYEHUSAM UX 37J0POBbS;

- BO3MO>KHOCTb I10JIb30BAaThCsl MHAMBUAYAIBHBIMU YCTPOMCTBAMH U CpPEICTBaMH,
MO3BOJIAIOIIMMHU aJalTHPOBaTh MaTepuaibl, OCYLIECTBIATh NPUEM U TNepeaady MHPOpMaIUu
YUETOM MX MHJIMBUAYAIBHBIX OCOOCHHOCTEH;

- YBEJIMUEHHUE MPOIOJKUTEIIBHOCTH IIPOBEIEHUS aTTECTALIUN;

- BO3MOXHOCTh MPHUCYTCTBUSL ACCUCTEHTA U OKa3aHHs UM HEOOXOAMMOM MOMOIIU
(3aHATH pabodee MeCTO, MepPEeABUTATHCS, TPOUUTATh U 0OPMHUTH 3aJaHne, 00IIATHCS C TPETOo-
JlaBaTesiem).

@opMBbl IPOMEKYTOUHON aTTECTAllMM JJs MHBAIUAOB U Jull ¢ OB3 HOMKHBI yYHTHIBAThH
UH/IUBUyalbHbIE U TCUXO(pU3NYecKHe 0COOEHHOCTH oOydaromierocs/odyvaronmxcs no AO-
[TOIT BO (ycTHO, n1cbMEHHO Ha Oymare, MMCbMEHHO Ha KOMIbIOTEPE, B (hOpMe TECTUPOBAHUS U
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T.IL.).

CrnenuajbHble YCJI0BHS, 00ecnieduBaeMble B Npolecce MpenoaaBaHus U CHUTITHHBI
CTyaeHThI ¢ HAPYLIEHUSIMH 3PEeHUs

— IpeJoCTaBlIieHHe 00pa30BaTEIbHOTO KOHTEHTa B TEKCTOBOM 3JIEKTPOHHOM (hop-
Mare, MO3BOJISIONIEM MEPEBOJUTD IIOCKONEUYATHYI0 HH()OPMAIIHIO B ayTHAIBHYIO WM TaKTUIIb-
HYI0 opMmy;

- BO3MOXXHOCTh HMCIOJIb30BaTh WHAMBHIyaJIbHbIE YCTPONCTBA U CPEICTBA, MO3BO-
JSFOINME alaTUPOBATh MaTepHaibl, OCYHIECTBIATh MPUEM U Tepenady HHPOPMAalUU C Y4eTOM
WHAUBUAYAIbHBIX OCOOCHHOCTEH M COCTOSHUSA 3/I0POBBS CTYJICHTA,

- MIPEIOCTaBIEHUE BO3MOXKHOCTH MPEIKYPCOBOTO O3HAKOMIICHUSI C COJEpKaHHUEM
y4eOHOH AUCHUIUTMHBI M MaTepPHUaIOM IO Kypcy 3a CUéT pa3MelieHus: nHpopMaluy Ha Kopropa-
TUBHOM 00pa30BaTeIbLHOM IOPTAJIE;

- UCIIOJIb30BaHUE YETKOTO M YBEJIMYEHHOro MO pa3Mepy upudra u rpaduyeckux
00BEKTOB B MYJIbTUMEAUHHBIX MPE3CHTAIUAX;

- UCTIOJIb30BaHUE HHCTPYMEHTOB «JIYIIa», KIIPOKEKTOP» MpH paboTe ¢ HHTEPAKTUB-
HOM JIOCKOMH;

— 03BYYHMBAaHHE BU3YaIbHON MH(OpPMAIIMH, TIPEICTABICHHON 00yJarommuMcs B X01e
3aHATHH;

— obecrieueHne pa3aTOYHBIM MaTEPHAIIOM, TyOIUPYIOMUM HWH(POPMAIUIO, BBIBO-
JTUMYIO Ha 9KpaH;

— HAJIMYUE MOMANUCEN U OMMCAHUS Y BCEX HCIOJIb3YEMBIX B Mpoliecce 00yUeHUs pH-
CYHKOB U MHBIX TpapuuecKuX 0ObEKTOB, UTO Aa€T BO3MOXKHOCTh IIEPEBECTU MUCbMEHHBIN TEKCT
B AyJIMAJIbHBIM,

— obecrieueHre 0COOOTO PEUYEBOr0 PEXKMMa TMPENnoAaBaHUA: JIEKIIMH YUTAIOTCS
TPOMKO, Pa30OpuMBO, OTYETIMBO, C May3aMHd MEXAY CMBICIOBBIMH OJIOKaMu HHpopmanuu,
o0ecrieynBaeTcsi HHTOHUPOBAHKE, TIOBTOPEHHE, AKIEHTHPOBAHUE, MPO(QUIAKTHKA PACCEUBAHUS
BHUMAaHUS;

- MHUHMMHM3ALMsl BHEIIHETO IIyMa U oOeclieueHue CIOKOMHON aynuanbHOM oOcTa-
HOBKH,

- BO3MO>XHOCTh BECTH 3alKCh y4eOHOW MH(OpMalMM CTyJIeHTaMHU B YIOOHOM ISt
HUX ¢opMme (ayauaiabHO, ayTMOBU3YaIbHO, HA HOYTOyKe, B BUI€ IOMETOK B 3apaHee MOJrOTOB-
JICHHOM TEKCTE);

- YBEJIMYEHHUE JI0JI METOJOB COLMAJIbHOW CTUMYJISIUM (0oOpallieHne BHUMaHUS,
amnesuIALys K OTpaHUYEHUSIM 10 BPEMEHH, KOHTAaKTHbIE BUJIbI pabOT, TPYNIOBbIE 33aHUS U JIp.)
Ha MPAKTHYECKUX U JTAOOPATOPHBIX 3aHATHIX;

— MHHUMHU3UPOBAHHE 3a/IaHUH, TPEOYIOINX aKTHBHOTO MCIIOIB30BaHUS 3PUTEIHHON MaMSITH U
3pUTEIHHOIO BHUMAHUS;

— TPUMEHEHHE MOATAITHOW CUCTEMBI KOHTPOJISA, 60JIee YacThlii KOHTPOJIb BBITOJHEHUS 3a/laHUH
JUISL CAMOCTOSITEIbHON pabOTHI.

CTyaeHTBbI ¢ HAPYLIEHUSIMH OTIOPHO-IBUTATEJIbLHOI0 annapara
(MﬁJIOMOﬁI/l.]II)Hble CTYACHTDI, CTYI€HTbI, UMCIOIIME TPYAHOCTHU NEPECABUKECHUS U ITATOJIO0-
THI0 BEPXHUX KOHEYHOCTeil)

- BO3MOXHOCTb HUCIOJIB30BATH CIICIUAJIBHOC NIPOTrpaMMHOC obecrneueHue U CIICu-

aJIbHOE 000pYyIOBaHKME U IO3BOJISAIOIIEE KOMIIEHCUPOBATh JBUTATEIbHOE HapyIllIeHUE (KOJIACKH,
XOJIyHKH, TPOCTH U JIp.);
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— IpEIOCTaBICHHE BO3MOXKHOCTH TIPEIKYPCOBOTO O3HAKOMJICHHUS C COJIEPKAHUEM
y4eOHOI AUCIUIUTMHBI M MaTepPHUajIoM MO Kypcy 3a CUET pa3MelieHus HH(OpMaIMK Ha KOpIiopa-
THBHOM 00pa30oBaTebHOM IOPTAJIE;

- IMPUMCHCHUC JOIMOJTHUTCIBbHBIX CPCACTB aKTUBHU3alIUH IIPOUCCCOB 3alIOMUHAHUA U
HOBTOPEHUS;

- Ooropa Ha onpeCACJICHHLIC U TOUYHBIC ITOHATHUSA;

— UCIIOJIb30BAaHUE ISl MIUTIOCTPAINY KOHKPETHBIX IIPUMEPOB;

- MMPUMCHCHHUC BOIIPOCOB JIs1 MOHHUTOPHUHI'A ITIOHUMAHUA,

— paszesieHre U3y4aeMoro MaTepraia Ha HeOOJbIINe JOTnIecKue OJIOKH;

- YBEIMUYCHUE J0JIM KOHKPETHOIO MaTepuaia U COOIIOCHUE IPUHIUIA OT IIPOCTO-
TO K CJI0)KHOMY ITpH OOBSCHEHUH MaTepHaa;

- HaJIMYKMe YETKOW CUCTEMBI U AITOPUTMA OpPTraHU3aIMHd CAMOCTOSITEIBHBIX padboT U
IPOBEPKH 33JJaHU ¢ 00s13aTEIbHON KOPPEKTUPOBKOW M KOMMEHTAPHSIMU;

- YBEJIMUEHUE JIOJIM METOJIOB COIMAIBHON CTHMYJSiuu (oOpaimieHue BHUMAHMS,
anmeNnsanus K OrpaHMuCHUSM 110 BpeMEHH, KOHTAaKTHBIE BUJIBI PA0OT, TPYIIIIOBBIC 3a1aHUS JP. );

- oOecrieyeHne OECpensITCTBEHHOTO JIOCTyINa B MOMEUICHHUS, @ TaKXKe MPeObIBaHUS
HHX;

- HAJIMYHUEC BO3MOKHOCTH HCIIOJb30BATh HHAWBUAYAJIbHBIC }’CTpOf/'ICTBa " CpCACTBa,
HO3BOJISIIOIINE 00ECIEUUTh PEATN3aUI0 SPrOHOMUYECKUX NPUHIMIOB U KOM(OPTHOE MpeObIBa-
HHE Ha MECTE B TEYCHHUE BCEro Mepuoaa yu€Onl (TI0ICTaBKH, CIICIIUATBHBIC MTOAYIIKH U JIP.).

CTyaeHTBhI ¢ HAPYLIEHUSIMH cjayXxa (Ty1yxue, cj1adoc/blmaniue, no3IH0orJa0XImne)

- IpeJocTaBlIeHue 00pa30BaTEIbHOTO KOHTEHTAa B TEKCTOBOM 3JIEKTPOHHOM (hop-
Mare, MO3BOJIAIONIEM NEPEeBOIUThH ayIUANbHYI0 (JOpMY JIEKIMH B IJIOCKONEYaTHYIO WH(pOpMa-
qU1o,

— HaJIWYMe BO3MOXXHOCTH HCIIOJIb30BaThb HMHAWBUIYAJIbHbIE 3BYKOYCHJIMBAIOIINE
YCTPONCTBA U CYypAOTEXHUYECKUE CPEJCTBA, MO3BOJIAIONINE OCYILECTBIIATh MPUEM M Iepeaady
MH(pOpMalMK; OCYLIECTBIIATh B3aUMOOOPATHBIN MEepeBOl TEKCTOBBIX U ayAuo(daiinoB (OJI0KHOT
JUIS PEYEBOT0 BBOJIA), @ TAK)KE 3aMKCh U BOCIIPOU3BEICHUE 3PUTENIbHON HHPOPMALIUH.

— HaJIWYME CUCTEMBI 3aJlaHHH, 00eCeunBarOIUX CUCTEMATH3aIMI0 BepOaIbHOIO MaTe-
puana, ero cxeMaTu3aluio, IEPEBO/] B TAOIMIIbI, CXEMBI, OTIOPHBIE TEKCTHI, III0CCAPHIi;

— HaJWYMe HArJsgHOIO CONPOBOXKIEHUS H3y4aeMoro Marepuaia (CTpyKTypHO-
JIOTMYECKUE CXEMbl, TaOJHIbl, TpapUKu, KOHLEHTpUpPYIOIKUE U obobmarmue nHpopMaluio,
OTIOPHBIE KOHCIIEKTHI, Pa3IaTOYHbII MaTepuan);

— HaJuyue 4Y€TKOM CHUCTEMbl M QJITOPUTMA OpPraHMU3alMM CAMOCTOATEIbHBIX padoT U
NPOBEPKU 33aJJaHU C 00s13aTeNbHON KOPPEKTUPOBKOIM U KOMMEHTapUsMHU;

— obecrnieueHre NMPaKTHKH ONEPEXKAIOLIEr0 YTEHUs, KOTAa CTYJCHTHI 3apaHee 3HaKo-
MSITCSI C MATEPHAJIOM U BBIICIISIFOT HE3HAKOMBIE M HETIOHSATHBIE CJIOBA M (PparMeHTHI;

— 0coObIll peueBoil pexuM padoThl (0TKa3 OT AJUHHBIX (pa3 U CIOKHBIX MPEIONKe-
HUM, XopoIluas apTUKYJSIMS; YETKOCTh W3JI0XKEHHUS, OTCYTCTBHME JIMIIHUX CJIOB; TMOBTOPEHHE
¢dpa3 6e3 U3MEHEHHUS CJIOB U TOPSJIKA UX CIEJOBaHUS; 00CCTICUCHHE 3PUTEIBHOTO0 KOHTAKTa BO
BpeMsl TOBOPEHHUSI M UyTh Oojiee MEAJICHHOT'O TeMIIa Pe4M, UCIOJIb30BaHUE €CTECTBEHHBIX Ke-
CTOB U MUMUKH);

— uérkoe COOIIOZIeHHE alTOpPUTMa 3aHATHS M 3aJaHUN ISl CAMOCTOATEIbHOU paboThI
(Ha3pIBaHME TEMBI, TOCTAHOBKA 11€JIM, COOOIIEHHE U 3alMCh IIJI1aHa, BbIJICJIEHNE OCHOBHBIX MOHS-
TUW ¥ METOJIOB MX M3yY€HUs, YKa3aHHE BUJIOB JIEATEILHOCTH CTYJIEHTOB U CIIOCOOOB IPOBEPKU
YCBOEHHsI MaTepualia, cJoBapHas padora);
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— cobmronenue TpeOOBaHUHN K MPEAbSBISIEMbIM YU€OHBIM TeKcTaM (pa30MBKa TEKCTa Ha
YaCTH; BBIIEJICHUE OMTOPHBIX CMBICTIOBBIX ITYHKTOB; HCIIOJIb30BaHUE HATJISITHBIX CPEICTB);

- MUHHMM3ALMS BHEITHUX IIIyMOB;

— TpPEIOCTaBJIEHUE BO3MOXXHOCTH COOTHOCHTH BepOaJbHBIN U rpadMuecKuil MaTepua;
KOMIUIEKCHOE HCIOJIb30BaHNE MUCHMEHHBIX M YCTHBIX CPEICTB KOMMYHHUKAIMU IpU padoTe B
rpymne;

— COYETaHME Ha 3aHATHAX BCEX BUIOB PEUYEBOH AEATEIBHOCTH (TOBOPEHUS, CIIyIIaHHS,

YTEHUS, MMChMa, 3PUTEILHOT0 BOCIIPUATHS C JIMIIA TOBOPSIIIETO).

CTyaeHTBhI ¢ IPOYMMU BUIAMHU HAPYIIEHUH
(ALII c HapymieHusiMM pe4u, 3200J1eBaHM sl SHIOKPUHHOM, HEHTPAJIbLHOW HEPBHOM U cep-
AE€YHO-COCYAMCTOH CHCTEM, OHKOJIOTHYEeCKHUe 3200 1eBaHN )

— HaJIMYME BO3MOXKHOCTH HCITOJIH30BaTh UHIMBUIyalIbHbIC YCTPOMCTBA U CPEICTBA, O3~
BOJISIFOLIHME OCYILECTBIISATH MPUEM U TIepeady HH(pOpMaluy;

— HaJIMYME CUCTEMBI 33JIaHUM, 00ECIIEYNBAIOIINX CUCTEMATU3AIMI0 BEpOaIbHOTO MaTe-
puaia, ero cxeMaTu3aIuio, epeBo 1 B TAOIUIIbI, CXEMBbI, OITIOPHBIE TEKCTHI, TJI0CCAPUIA;

—  HaJW4He HArJsTHOTO COMPOBOXKICHUS H3y4aeMOIro MaTepuaa;

—  Hajguyhe YETKOM CHUCTEMBbI M QJITOPUTMa OPraHU3aIlMH CaMOCTOSATEIBHBIX padoT U
MIPOBEPKH 33JIaHU ¢ 00s13aTEIHbHON KOPPEKTUPOBKOW U KOMMEHTAPUSIMH;

— oOecrnieyeHHE MPAKTUKHA OINEPESKAIOIIETO YTSHUsS, KOrJa CTYJCHTHI 3apaHee 3HaKo-
MATCA C MaTepI/IaJIOM U BBIIACISIFOT HC3HAKOMBIC U HCITIOHATHBIC CJIOBA U (i)paFMeHTBI;

— TMPEJAOCTABJICHUE BO3MOXKHOCTH COOTHOCHUTH BEpOAJLHBIN U rpaduueckuil MaTepua;
KOMILIEKCHOE HCITOJIb30BaHUE MHUCbMEHHBIX M YCTHBIX CPEACTB KOMMYHHUKAIIMM MpuU padoTe B
TpyILIIE;

— COYCTAHHUEC HaA 3aHATHUAX BCCX BHIOB pequoﬁ HCATCIIBHOCTU (FOBOpeHI/Ifl, CJIYIHaHI/Iﬂ,
YTCHUS, TUChMA, 3pUTEILHOTO BOCIIPHUSATHS C JIMIIA TOBOPSIIETO);

— TpexocTaBiIcHUE 00pa30BaTEILHOIO KOHTEHTA B TEKCTOBOM 3JICKTPOHHOM (popMare;

— MPEAOCTaBICHUE BO3MOXKHOCTHU MPEAKYPCOBOTO O3HAKOMIICHUS C COACpKaHUEM yuel-
HOM JUCHMIUIMHBI U MaTE€pUaJIOM IO Kypcy 3a CuéT pa3MelleHuss HHPOpMaAIUi Ha KOPIOPATUB-
HOM 00pazoBaTEIbHOM MOPTAJIE;

— BO3MOXHOCTH BECTH 3allMCh y4eOHOW MH(OpPMALIUU CTyIEHTaMH B yIOOHOM A HUX
dbopme (ayaralibHO, ay TMOBU3YAJIbHO, B BUJIE TIOMETOK B 3apaHee MOATOTOBICHHOM TEKCTE).

— HpI/IMCHeHI/IC HOBTaHHOfI CUCTCMBbI KOHTpOJ’IfI, 60nee ‘I&CTBIfI KOHTpOJIB BBITIOJTHCHUA
3aIaHUH 111 CaMOCTOSITEIbHOM paboTHI,

— CTUMYJIMPOBAHHME BBIPAOOTKM Y CTYJEHTOB HAaBBIKOB CaMOOPTaHU3allUhd M Camo-
KOHTPOJIS;

— HaJW4ue nay3 JUisl OTAbIXa U CMEHBI BUAOB JIEATEIbHOCTU MO XOAY 3aHATHS.
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