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1 ]_Ie.]II) U 3a1a9Y1 0CBOCHUA JUCHHUIIJINHBI

Henbo ocBoeHUs AUCUUIUIAHBI «OCHOBBI JIETONPOU3BOJCTBA» SIBIISETCS
(dbopMHpoBaHUE KOMIUIEKCA 3HAHUN O JTOKYMEHTUPOBAHUHU M OPTraHU3AIMUA PAOOTHI
C IOKYMEHTaMH, MPUOOPETEHUE TPAKTUIECKUX HABBIKOB PAOOTHI C IOKYMEHTAMU B
rOCYIapCTBEHHBIX U MYHUILIMIIAJIBHBIX OPraHax yIPaBJICHUS U OPraHU3alUsX.

3agauu TUCUMILUIUHBI:

- TOJlydeHUE 3HAHUW 00 OCHOBHBIX MOHSTHUSX, KATETOPUSX W JTaIOB
JOKYMEHTOOOO0pOTAa B pa3IMUHbIX chepax NAeaTebHOCTH;

- BBIpaOOTKA HABBIKOB MOMCKA U UCTOJb30BAHUS HOPMATUBHBIX U TIPABOBBIX
JOKYMEHTOB, ONPENCIAIONMX MOPSAOK JOKYMEHTUPOBAaHHS B  IIpoLEcCe
OpraHu3alMi BHYTPEHHUX KOMMYHHUKALMI U OPraHU3allMOHHOTO B3aWMOJICHCTBUS
C BHEIIHUMU OpraHU3alMsIMU U OpraHaMy TOCYJapCTBEHHOW BJIACTU MOCPEICTBOM
MOMCKA, aHAJIN3a U UCIIOJIb30BaHUsI HOPMATUBHBIX U MPABOBBIX JOKYMEHTOB.

- (popmupoBaHME YMEHMI MCIIOIH30BaTh HOPMATHBHO-TIPABOBHIC 3HAHUS B
MpOIIeCCe OCYIIECTBICHUS JTOKYMEHTAlIMOHHOTO OOECICUYCeHHs] YIpaBJICHUS B
pa3snTuYHBIX cepax NesTeTbHOCTH.

2 Ilepeyenb  IUIAHHPYEMBIX  pe3yJabTaTOB [0  JMCHUILIMHE,
COOTHECEHHBIX ¢ IUVIAHHMPYeMbIMH  pe3yJbTaTaMM  00pa3oBaTebHOM
NpOrpaMMbl

B pe3yabrare o0OCBOCHUS TUCHUIUIMHBI (POPMHUPYIOTCH CJeAyIOUHe
KOMIIETEHLMM:

OK-4 — crnocoOHOCTBIO HCMOJB30BaTh OCHOBHI IPABOBbIX 3HAHUN B
pa3nuuHbIX chepax AesTeIbHOCTH.
OIIK-1 — BiajeHueM HaBbIKAMU TIOMCKA, aHAIM3a W HCIOJIb30BAHUS

HOPMATHUBHBIX W  IIPABOBBIX HOKYMCHTOB B CBOEH HpO(I)eCCHOHaHLHOﬁ
ACATCIIBHOCTHU

3 Mecrto qucuuniimubl B crpykrype OIIOIT BO

«OCHOBBI JICIIONPOU3BOJICTBA» OTHOCHUTCS K JUCIHUIUIMHAM 0a30BOM 4YacTH
OIIOIT BO noaroTtoBku oOydaromuxcs 1o  HampasieHuto  38.03.04
FOCYI[apCTBeHHOC 51 MYHUIMIIAIIBHOC YIpPaBJIICHHUC, HaIrpaBJICHHOCTb
«l'oCcy1TapCTBEHHOE U MyHHULIUITAJIBHOE YIPABJICHHUEY



4 O0bem qucunmauHbl (144 yaca, 4 3a4eTHBIC €UHUIIBI)

. O0BeM, 1acoB
Bunel yueOHoit paboThI
OunHas 3aouHas

KonrakTHas padora 63 17
B TOM YHCIIE:
— AyJUTOpHas 11O BHIAM 60 14
y4eOHBIX 3aHATUI

— JIEKLIUHU 24 6

— NIPaKTUYECKUE 36 8
—— BHEAYIUTOpHAs 3

— 5K3aMeH 3
CamocrosiTesibHas padora
B TOM YHCJIC:
CaMOCTOSITEJIbHON PabOTHI
HToro mo aucuuminHe 144/4 144/4

5 Conep:xanue TUCUUIJINHBI

[To nToram n3y4yaemoro Kypca CTyACHTBI CAAIOT SK3aMeH.
Jucnuminaa u3yvaeTcs: B ouHoi popme: Ha 1 kypce, Bo 2 cemecTpe
B 3a04HOM (popMe: Ha 1 Kypce, Bo 2 cemecTpe.

Copep:xaHue ¥ CTPYKTYpPa JUCHMILIMHBI 10 04HOI opme o0OyueHust

Buabl yueoHoi
padoThI, BKIIOYAS
CaMOCTOSITEIbHYI0
padoTy CTyIeHTOB
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= 805041 Has
=3 3aHs-
5 THUS pago-
Ta
Paznen 1 /lokymMeHTHpPOBaHNE YIIPABJICHYECKOM AeSITeJIbHOCTH
Tema 1. CymiHOCTb U COAep:KaHNe JOKYMEHTAa-
LHMOHHOI0 o0ecrevyeHusl B yIIpaBJIeHUM.
1.Ilenu u 3a1auu AUCIUTUIMHBI.
2.0cHOBHBIE TEPMUHBI u OnpeeIICHUS
| | Aelonpous-BoicTBa. oK-4 | 2 4 4 7
3.OyHKIMK W TPUHIMIBI JIEJIOMPOU3BOJCTBA B
yIpaBJICHUH.
4. JIOKyMEHTHUPOBaHUE YNPABICHYECKON JCATEIb-
HOCTH.
5.benoBoM U 3IEKTPOHHBINA TOKYMEHT.




o/

HaunmeHoBaHue TeMBbI
C YKa3zaHUEM OCHOBHBIX
BOIIPOCOB

®opMupyemMble KOMIETEHIIUH

CemecTn

Buasbl yueOHoi
padoThl, BKJIIOYAS
CaMOCTOSITEIbHYIO
paboTy CTYyIeHTOB
U TPYAOEMKOCTh(B

yacax)

Camo-
ITpak-

CTOSI-
THYE-

Jlek- TENb-
CKHE
105071 Has

3aHs-
pabo-
THS
Ta

Tema 2. OdopmieHue [1eJ10BOr0 MNUCbMA.
Kunaccnpukanusi 10KyMeHTOB.

1.ITonsitue JTIOKYMEHTUPOBAHHSI. bianku
JIEJIOBBIX ITUCEM.

2.TpeboBanust kK 0HOPMIICHHIO JCIOBBIX ITHCEM.
3.CocTaB MOCTOSHHBIX PEKBU3UTOB YIIPABJICH-
YECKOM JOKYMEHTAIIUH.

4.Bunsl nokymMeHToB. O01mas KiaccupuKamms.
5.Knaccudukamnms JIOKYMEHTHUPOBAHUS
YIPaBIEH-4YECKOHN 1€ATEIbHOCTH.

OK-4

Tema 3. /lokyMeHTHPOBaHMEe PACHOPSAUTENb-
HOli M MCHOJHUTEJLHON /JeATeIbHOCTH B
npouecce ynpaBjeHHUsI.

1. CymHocTh U conepkKaHUE PACIOPSIUTEIBHON
JESITEIbHOCTH B MPOLIECCEe YIPaBICHUS

2.CocraB JOKYMEHTOB OTpaKAIOIIUX
COJIep)KaHUEe PpaCHOPSAUTEIHLHONW J1eATeIbHOCTH
(mpuKas3pl,  pPacCHOPSDKEHHS,  IOCTAHOBJICHUS,
pelieHue, yka3za-Hue).

3.CymHOCT, U COJIepKaHUE OpPraHU3aIMOHHO-
MIPABOBOM YIIPaBJICHYECKOMN IOKyMEHTALIUH.
4.CocraB JOKYMEHTOB OTpaKAIOIIUX
coJiep>kaHue OpraHU3aIl[IOHHO-TIPABOBOM
YIIPABJICHYECKON JOKYMEHTALMH.

OK-4,
OIIK-

Tema 4. JlokymeHTHpOBaHHe HHG(pOPMaNUOH-
HO-CIIPABOYHON M KaJApOBOH [1eATEJbHOCTH B
npouecce yrnpabJeHHs.

1.CyuHoCT, W conepikaHue WH(OPMAIUOHHO-
CIIPaBOYHOM JEATEIHLHOCTH B IpOLlecce yIpaBiie-
HUSL.

2.CocrasB JIOKYMEHTOB OTpaXaroIIUX
cojiepKaHue UH(GOPMAIIMOHHO-CIIPABOYHBIX
BOITPOCOB yIIpaBJjie-HHUS.

3.CylHOCTh M COJEp)KaHHE KaJpOBOM yIpaB-
JIEHYECKON JOKYMEHTALIUU.

4.CoctaB JOKyMEHTOB OTpaXaloIUX JIOKY-
MEHTHPOBAaHUE  TPYIOBBIX  OTHOIIEHWH B
yIpaBJiIeHUH.

5.3akoHO/MaTeNIbHOE PETryJIMPOBAaHUE TPYAOBBIX
IIPaBOOTHOLIEHUM.

OK-4,
OIIK-
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HaunmeHoBaHue TeMBbI
C YKa3zaHUEM OCHOBHBIX
BOIIPOCOB

®opMupyemMble KOMIETEHIIUH

CemecTn

gyacax)

Buasbl yueOHoi
padoThbl, BKIKOYast
CaMOCTOSITEIbHYIO
paboTy CTYyIeHTOB
U TPYAOEMKOCTh(B

Jlek-
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ITpak-

THYC-
CKHue

3aHA-
TUS

Camo-
CTOSI-
TENb-

Has
pabo-
Ta

Tema 5. ITanbl JOKyMeHT0000pOTA.
Opranusanus padoThI c BXOJASAIIUMHA
AOKYMeH-TaMHU.

1.ITonsiTHE TOKYMEHTOOOOPOTA U €T0 TAIIBI.
2.CTpyKTypHBIE MOApa3JEeICHUs] MO JACJIONPOU3-
BOJICTBY.

3.OKCIeIMIIMOHHBIC CITYKOBI JEIOMPOU3BOICTRA.
4.0OpraHuzaiuu 1o XpaHEHUIO JOKYMEHTAI[MOH-
HOTO (hOoHA.

5.0OTBETCTBEHHOCTh JIML, B paMKax JOKyMEHTa-
IIUOHHOTO 00ECIIEUECHHUS.

OK-4,
OIIK-

Paznen 2 Opranu3auus padoThl ¢ JOKYMEH

TaMM

Tema 6. Opranuszanusi padéoTsl ¢ BXOASIUMHA
JTOKYMEHTAMH.

1.Knaccudukanus BXoIAIMX JOKYMEHTOB
2.006paboTka BXoAsIel KOppeCnOHCHIINH B
YIpaBICHUH.

3.OyHKIUY U BUBI PETUCTPAIH BXOISIINX
JIOKYMEHTOB.

4.TTopsiIOK perucTpaiyy BXOISIIUX JOKYMEHTOB.

S.Hepeructpupyembie JOKYMEHTHI.

OK-4,
OIIK-

Tema 7. MexaHu3M HMCIOJHEHHS] JOKYMEHTOB
B yIIpaBJICHUH.

1.KoHTponp 3a HCHOJHEHHWEM JIOKYMEHTOB B
opra-HU3alNH.

2.11enu u BUABI KOHTPOJIsi. OTBETCTBEHHBIE JIUIIA.
3.TexHOJIOTHSI UCIOJIHEHHUS] KOHTPOJBHBIX JIOKY-
MEHTOB.

4.Pe3ononys ¥ BUBMPOBaHUE JOKYMEHTOB.
5.0Tanbl yTBEPKICHUS WU COTJACOBAHUS JIOKY-
MEHTA.

OK-4,
OIIK-

Tema 8. Opranuszanusi padoThbl ¢ HCXOASAUMH
AOKYMEHTAMH.

1. Cioco0bI perucTpauy UCXOISIIHNX
JIOKyMEHTOB.

2.OYHKIMHA ¥ BUIBI PETUCTPAIIUU UCXOASIIUX
JIOKyMEHTOB.

3.IlopsimoK perucTpay UCXOASIIETO
JIOKYMEHTA.

OK-4,
OIIK-




= Buasbl yueOHoi
= padoThl, BKJIIOYAS
a:) CaMOCTOSITEIbHYIO
2 paboTy CTYyIeHTOB
No HaumeHnoBaHue TeMbl § ; " pri(;e:;l;;) cTh(B
C YKa3aHHEM OCHOBHBIX ) S
Wi BOIIPOCOB 2 ¢ Ipak- Camo-
2 THae- | O O
= Jlek- TEJlb-
E Uu CKHC Hast
= 3aHs- paGo-
=) TUA Ta
4. ANTOPUTM OTIPABKH UCXOSIICH
KOPPECIIOHEHIINH.
5.KoHTpoJib 1 yueT ucxomsuien
KOPPECHOHEHIIH.
Tema 9. Texymiee xpaHeHue JOKYMEHTOB.
1. Opranu3zanus TEKYILETO XpaHEeHUs
JIOKYMEHTOB.
2. IlpaBunma mnoxaroroBku AokymeHToB Ha | OK-4,
9 | apxuBHOE XpaHEHHE. OIIK- | 2 1 2 7
3. OdopmiieHre en MOCTOSHHOTO U BPEMEHHOTO 1
XpaHEHUSI.
4. Yder ucrosib30BaHus OJIaHKOB B OpraHU3alllu.
5. CocTaBiieHUE OIMUCEN JI€JI U CBOIHBIX aKTOB.
Tema 10. IloaroroBka [I0KYMEHTOB K
nepeaavyu Ha XpaHeHUe B apXHUB.
1.Homenknarypa nienn B CTpyKTypHOM
MoJIpa3/ieICHUH. OK-4,
10 | 2.YHuuTOXEHHE A€ C HCTEKIITUM CPOKOM OIIK- | 2 1 1 7
XpaHEHUs. 1
3.XpaHeHHE OT/EIbHBIX BUI0B JOKYMEHTOB.
4. DKcniepTHBIE KOMUCCHUU OpTaHU3aIIHH.
5. BenoMCTBEHHBIN U rOCYAapPCTBEHHBIA APXUB.
Tema 11. HopmaTuBHO-IpaBOBOE M MeETOAHU-
YyecKoe peryJiMpoBaHue 1eJ10IPOU3BO/ICTBA.
1.3akoHOATENBHO-TIPAaBOBOE PETYINPOBAHHUE. OK-4,
11 | 2.HopMaTHBHO-METOIUYECKOE PETyTUPOBAHUE. OIIK- | 2 1 1 4
3.MHCTpyKIIKS 1O I€TOMPOU3BOICTBY. 1
4.Tabenb GopM ynpaBIIeHIECKUX TOKYMEHTOB.
5.Anp60M GopM ynpaBIeHUECKUX TOKYMEHTOB.
| Uroro | 24 | 36 | 81 |

Coaep:kanue M CTPYKTYpPa TUCHUILIMHBI 110 3204HOI (popme 00yueHust
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Paznen 1 JlokyMeHTHPOBaHUE YIIPABJIEHYECKON NeITeJIbHOCTH

Tema 1. CymHoCTBh M cOaep:KaHMe NOKYMEeHTAa-
LMOHHOTI0 o0ecrieyeHus! B yIIpaBJIeHHH.

1.Ilenu 1 3a1a4M TUCUUIUINHEIL.

2.0CHOBHBIE ~ TEpPMHUHBI U  OIpeAeTCHUs
JEJIONPOU3-BOJICTBA.

3.OyHKIMM W NPUHLUIMBL JI€JIONPOU3BOJICTBA B
YIPaBICHUH.

4.JIoKyMEHTUPOBAaHUE yNPABICHUYECKON AESITENb-
HOCTH.

5.benoBoy 1 ANEKTPOHHBIN JOKYMEHT.

OK-4,
OIIK-

10

Tema 2. OdopmieHue [J1eJIOBOr0 MNHCbMA.
Kiuacenpukanusi 10KyMeHTOB.

1.IlonsTHe JIOKYMEHTUPOBaHUS. bnankn
JICJIOBBIX TTHCEM.

2.TpeboBanus K 0hOPMIICHHUIO AETOBBIX MHCEM.
3.CocTaB TMOCTOSIHHBIX PEKBU3UTOB YIIPABIICH-
YECKOW TOKYMEHTaLMH.

4.Bunsl nokymeHToB. O0m1ast KjaccupuKarusi.
5.Knaccugukarus JIOKYMEHTUPOBaHUs
yYIpaBJIeH-4€CKOU JeSITeTbHOCTH.

OK-4,
OIIK-

0,5

10

Tema 3. /lokyMeHTHpPOBaHUE PaCIOPSIAUTEb-
HOM M HCHOJHUTEJIbHOH [eATeJbHOCTH B
npoiuecce ynpaBJieHUsl.

1. CymHoOCTh U cOAEpKaHUE PacHopsIANTEILHON
NEeSATENLHOCTH B MPOLIECCE YIIPABICHUS

2.CocTaB JIOKYMEHTOB OTpakarolInX
CoJIepKaHUE PaACHOPSIAUTENBHON J1eATeTbHOCTH
(mpuKkaspl,  pacTHOpSKEHUs,  IMOCTAaHOBJICHHS,
pelleHne, yka3a-Hue).

3.CymHOCT, M COAEpKaHUE OpraHU3alMOHHO-
IIPaBOBOM YIIPABJIECHYECKON JOKYMEHTALUH.
4.CoctaB JIOKYMEHTOB OTpakarolInX
coJiepKaHue OpraHU3alMOHHO-TIPABOBOM
YIPABJICHYECKON JTOKYMEHTAIUH.

OK-4,
OIIK-

0,5

10

Tema 4. JlokyMeHTHpOBaHMe HWH(OPMALMOH-
HO-CIIPABOYHOM M KaJpPOBOil J1esiTeJIbHOCTH B
npouecce ynpabJieHUsl.

1.CymHocTs W copepkaHue HHGOPMAIOHHO-
CIPAaBOYHOM JESATEIBHOCTH B MPOLIECCE YIIpaBJe-

OK-4,
OIIK-

0,5

0,5
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HUSL.
2.CocraB JOKYMEHTOB OTpaKAIOIINX
coziepkaHue UH(POPMALMOHHO-CIIPABOYHBIX
BOIPOCOB YIIPaBJIe-HUSI.

3.CynHOCTp M COJEp’KaHuE KaJpoBOW YIIpaB-
JIEHYECKOM JOKYMEHTALUH.

4.CoctaB  JOKYMEHTOB OTPaXKalOLIUX JOKY-
MEHTUPOBAaHUE  TPYJIOBBIX  OTHOIIEHUH B
YIpaBJICHUU.

5.3aKkOHOJAaTENbHOE PETYJIMPOBAHUE TPYAOBBIX
MPaBOOTHOLIECHHUI

Tema 5. ITanbl JoKyMeHTO000pOTA.
Opranmsanuss  padoTbl ¢ BXOAALIMMH
AOKYMEH-TaMH.

1.ITonsiTHE TOKYyMEHTOOOOPOTA U €0 ITAITHI.
2.CTpyKTypHbIE MHOJpa3JeieHusi MO JEJIONpPOU3-
BOJICTBY.

3.DKcneIuIMOHHbBIE CITYKObI 1eI0MPOU3BOICTRA.
4.0pranuzaiy 1Mo XpaHEHWIO JOKYMEHTAIMOH-
HOTO OHTA.

5.OTBETCTBEHHOCTh JIMI, B paMKax TOKyMEHTa-
IIMOHHOTO 00eCIeUeHHSI.

OK-4,
OIIK-

0,5 0,5 7

Paznen 2 Opranu3auus padoThl ¢ JOKYMEH

TaMH

Tema Ne 6. Opranuzanusi padoTbl ¢ BXOASIU-
MM TOKYMEHTAMH.

1.Knaccudukanus BXoIAIUX TOKYMEHTOB
2.06paboTKa BXOAALIECH KOPPECTIOHICHIINN B
YIpaBJIEHUH.

3.OyHKIUH U BHJIBI PETUCTPAIIMUA BXOISAIIIX
JIOKYMEHTOB.

4.TTopsiioK perucTpalny BXOISIINX JOKYMEHTOB.

5.Hepeructpupyembie TOKYMEHTHI.

OK-4,
OIIK-

0,5 0,5 5

Tema 7. MexaHu3sM HCIOJHEHUS JOKYMEHTOB
B yIIPaBJICHUH.

1.KoHTposiib 3a HCHOJHEHHEM JIOKYMEHTOB B
opra-HHM3aluH.

2.1lenu v BUABI KOHTPOJIsA. OTBETCTBEHHBIE JTUIIA.
3.TexHonorusi UCIOIHEHNUST KOHTPOJBHBIX JOKY-
MEHTOB.

4.Pe3ostonivsl 1 BUBHPOBAHHUE JOKYMEHTOB.

OK-4,
OIIK-
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5.9Tans1 YTBCPKACHUA W COITIACOBAHUA OKY-
MCHTA.

Tema 8. Opranuzanusi padoThl ¢ HCXOASIIUMH
AOKYMEHTaMHU.

1. CriocoObl perucTpanuu UCXOISIINX
JTIOKYMEHTOB.

2.DyHKIIMY ¥ BUIBI PETUCTPALIUUA UCXOISIINAX
JIOKYMEHTOB.

3.Ilopsinok perucTpanuu UCXOISAIETO
JIOKyMEHTA.

4.Anroput™ OTIpPaBKH UCXOMASIIEH
KOPPECTIOHICHITUH.

5.KoHTponb 1 yueT ucxonsuiei
KOPPECTIOHICHITUH.

OK-4,
OIIK-

0,5

0,5

Tema 9. Texkyuiee XxpaHeHHe JOKYMEHTOB.

1. Opranuzanus TEKYIIETro XpaHEHHUsI
JTOKYMEHTOB.

2. IlpaBuna TOATOTOBKM JIOKYMEHTOB Ha
apXHWBHOE XpaHECHHE.

3. OdopmieHne nena MOCTOSHHOTO U BPEMEHHOTO
XpaHCHHUS.

4. Yder UCrosib30BaHus OJIAHKOB B OpraHU3aIUH.
5. CocTtaBiieHHEe ONUCEN A€ U CBOIHBIX aKTOB.

OK-4,
OITK-

0,5

0,5

10

Tema 10. IloaroroBka [O0OKYMEHTOB K
nepeaavyu HA XpaHEHHe B apXHUB.
1.HomeHkmarypa nen B CTpyKTYpHOM
NOJIpa3ciICHUN.

2.YHUYTOXKEHHE JEJI ¢ UCTEKIIUM CPOKOM
XpaHEHUSl.

3. XpaHeHue OTJeNbHBIX BUJIOB JJOKYMEHTOB.

4. DKcnepTHbIE KOMUCCUU OPTaHU3ALINH.

5. Be1IOMCTBEHHBII M rOCYAapCTBEHHBIN apXUB.

OK-4,
OIIK-

0,5

0,5

11

Tema 11. HopmaTuBHO-IpaBOBOEe W METOAU-
YyecKoe peryJiupoBaHue J1eJ10NpPou3BOACTBA.
1.3akoHOaTENEHO-TIPABOBOE PETYINPOBAHMUE.
2.HopmMaTUBHO-METOANYECKOE PETYIMPOBAHUE.
3.MHCTpyKLIMS IO JEIONPOU3BOJCTRY.

4. Tabensb hopm ynpaBIeHYECKUX JOKYMEHTOB.
5.Anp00M (OpM yIIpaBICHYCCKUX JIOKYMEHTOB.

OK-4,
OIIK-

0,5

0,5

| Hroro

8

127




6. Ilepeyenb yueOHO-METOAMYECKOT0 00ecTiedeHUs J1JI
CaMOCTOSITeJIbHOM padoThl 00y4arOIIUXCH MO0 AUCHUIIIHHE

MeToanyeckue ykazanus (IJisl CaMOCTOATEIbHOH padoThI)

1. OcHOBBI JI€TIOMPOU3BOJICTBA: METOJA. PEKOMEHJAIUK TI0 TPOBEJACHUIO
CEMUHAPCKUX 3aHIATHH W CaMOCTOATENbHOM paboThl g OO0ydYaroIuXcs 10
HanpaBiaeHuto noAarotoBku  38.03.04 TocymapcTBEHHOE U MYHUIIUNAILHOE
ynpasieane / coct. O.H. Cammii. — Kpacnomap: KyO6I'AY, 2019. — 25 c.
https://edu.kubsau.ru/file.php/119/MU_Osnovy_DP_Salii.pdf

2. OCHOBBI  JACIIONPOMU3BOJCTBA:  METOJA. yKa3aHUs JJISI  BbIIOJIHEHUS
KOHTPOJIBHBIX pa0boT oOydaromuMmucs ¢akyibTeTa 3a04yHOro oOOydeHus IO
HanpaBiieHU0 noarotoBku  38.03.04 ['ocymapcTBeHHOE M = MYHULIHNAIBHOE
yrpaBieHUE, HAMPABICHHOCTh «I 0CyJapCTBEHHOE U MYyHHIIMIIAILHOE YIIPABJICHUE /
coct. O.H. Camit. — Kpacnomap: Kyo6I'AY, 2019. — 12 c.
https://edu.kubsau.ru/file.php/119/Metodichka. Dokumentirovanie Salii.pdf

7. ®OHA OUEHOYHBLIX CPEeACTB JIA MNPOBEACHHUS IPOMEKYTOYHOMN
aTTecTaluu

7.1 IlepeyeHb KOMIETEHIMH C YKA3aHUEM ITAaNOB UX (POPMUPOBAHUA B
npouecce oceoenuss OINOITI BO

Howmep Otanbl OPMHUPOBAHUS U TPOBEPKH YPOBHS C(HOPMUPOBAHHOCTH KOMITCTECHITHIA
cemectpa* 1o TUCHIUIUTMHAM, NTpakTukam B miporiecce ocsoenus OIIOIT BO

OK-4 — cnoco0HOCTH HCIOJIB30BaTh OCHOBBI NMPABOBLIX 3HAHUI B Pa3jIMYHbIX c(epax
AeATEeJbHOCTH
1 OCHOBBI MpaBa
KoHcTUTYLIMOHHOE TpaBo
OcHOBbL 0elonpou3800Ccmea
[TonuTonorus
AIMUHHUCTPaTUBHOE IIPABO
['paxxgaHckoe npaso
Cucrema rocy1apcTBEHHOT'O YIIPaBJICHHUSI
TpynoBoe npaBo
3eMenpHOE MTPaBo
OcHoBBI U30MpPATETHHOTO MPaBa
MexayHapoaHoe IIpaBo
VYnpaBieHue rocy1apcTBeHHON U MYHHUIMIIATBHON COOCTBEHHOCTHIO
Jlorucruka
3amuTa BITYCKHON KBATH()UKAMOHHONW pabOThI, BKIIOYAsk MOJATOTOBKY K
3aIIUTE U NPOLEAYPY 3AIIUTHI

[ecliicclic AENEENE o N IV, | [V, RSNy NS RUS R | S R | )

OIIK-1 - BiaJeHHe HABBIKAMM IMOMCKA, AHAJIM3a W HCIOJb30BAHUS HOPMATHBHBIX W
NMPAaBOBBIX IOKYMEHTOB B CBO€i NMPo(hecCHOHATbHOM 1esITeJIbHOCTH

1 OCHOBBI MpaBa

1 Hcropus

1 BBesieHue B cienuanbHOCTh
2 KoHCcTUTYIIMOHHOE ITpaBo

2 OcHOB8bL 0e1onpou3e00Ccmed



https://edu.kubsau.ru/file.php/119/Metodichka._Dokumentirovanie_Salii.pdf
https://edu.kubsau.ru/file.php/119/MU_Osnovy_DP_Salii.pdf

Howmep
cemectpa*

Oransl GopMHUPOBaHUS U TPOBEPKU YPOBHS CHOPMUPOBAHHOCTH KOMIIETEHIIUM
10 JUCHUIUIMHAM, TpakTHKaM B riporiecce ocBoerust OITIOIT BO

2

(OCHOBBI YKOJIOTHU U YKOJIOTHYSCKOTO MCHCIPKMCHTA

2

DKOJIOTUA

2

HpaKTI/IKa 110 MOJYUYCHHUIO ICPBUYHBIX HpO(beCCI/IOHaJ'II)HBIX YMGHI/Iﬁ 1 HaBBIKOB
B TOM YHCJIC ICPBUYHBIX YMCHI/Iﬁ 1 HAaBBIKOB Hay‘IHO—HCCHe,HOBaTCHBCKOﬁ
JCATCIIBHOCTHU

AI[MI/IHI/ICTpaTI/IBHOG IIpaBo

['paxxmaHcKOE MpaBo

HcTopust rocyapCTBEHHOTO yIIpaBJICHHUs

TpynoBoe npaBo

3eMenpHOE MTPaBo

Cucrema MYHUIMIIAJIBbHOT'O YIIPABJICHHUA

['ocynapcTBeHHast 1 MyHHULIMIIATIbHAS CITy>k0a

OcHOBBI U30MPATENHHOTO MPaBa

MexayHapogHOE TPaBo

HayuHo-uccienoBaTenbckas padoTa

[eclic AENEENEEN o Y ko) g LU, N P S B SN NN

3amura BeIITYCKHON KBAaNU(UKAMOHHONW paboThl, BKIHOYAs MOJATOTOBKY K
3alUTE U MPOLEAYPY 3alUTHI

* Homep cemecTpa COOTBETCTBYET 3Tamy (JOpMUPOBAHUS KOMIIETEHIIMU

7.2 Onucanue nmoKasaresjieil U KpuTepueB OLCHUBAHUSA KOMIIETCHIIUH HA
Pa3JIMYHBbIX 3Tanax ux GopMHUpoOBaHUsA, ONIMCAHHUE IKAJIbI OLEHUBAHUS

YpoBeHb OCBOEHUS
«HEYIOBJIET
IInanupyeMble BOPUTENIBHO | «yAOBIIETBOPH
OrneHounoe
» -TEJILHO» «XOPOIIIO
Pesy ILTATET OCBOCHIA MHHHMAIIb MHUHHUMAaJIbHEI I>)> COTIHHHO» CpEacTBO
KOMIIETEHITHHU . . . BBICOKMIA
HEIA HE " CpeaHui
JIOCTUTHYT (OpOTOBBIiN)

OK-4 — cnnoco0HOCTBIO MCIO0JIb30BATH OCHOBBI IPABOBBIX 3HAHUI B Pa3jIM4HbIX cepax

AeSITeJIbHOCTH
3HaTh: YposeHs MunumansHo YpoBeHs YposeHs VYcTHRIN
CHCTEMY 3HAHUM HUWXKE | JOIyCTUMBIN 3HAHUM  B| 3HaHUU B | ompoc
OTE€YECTBEHHOIO MUHHMAJIBHBl | YPOBEHb o0beme, o0beme, Jlokian
3aKOHOIATEbCTBA, X § 3HAHHUH, COOTBETCTB | COOTBETCTBY | Keifc-
OCHOBHDIC TpeOOBaHMH, | JOMYIIECHO yromeM I0IIeM .
AMEIU MECTO | MHOTO nporpaMmme | mporpamme
[OJI0KEHUSA TecTel
rpyObie HEerpyObIX MOATOTOBKH | TIOATOTOBKH,
MEKAYHApOAHBIX OIITNOKH. OIINOOK. , JOIyIIeHo 0e3 ommooK. Pybexnas
HOPMAaTHUBHO- HECKOTBKO KOHTPOJIbHA
MIPaBOBBIX HErpyObIX s pabora
JIOKYMEHTOB U OIUGOK (s
JIOTOBOPOB; 3a04HOMI
OCHOBBI TPUMEHEHUS (hopMbI
HOPMAaTHBHO- 0o0yJeHUS)
IIPAaBOBBIX aKTOB. IIponemonc | Ilponemonc | Bompock! u
IIpoieMOHCTpH | TPUPOBAHBI | TPUPOBAHBI ja7aHus K
VMeTh: ITpu pemienun | poBaHbI BCE BCE K3aMeHy
CTAQHJIAPTHBIX | OCHOBHBIC OCHOBHBIC | OCHOBHBIE




YpoBeHb OCBOEHUS

CHEYIIOBJIET
IInanupyeMble BOPUTENIBHO | «yJOBJIETBOPH
» -TE€IILHOY «XOPOIIIO Onenoduroe
pe3yabTaThl OCBOCHUS
MHHHMAIb MUHUMAaJIbHBI » COTIMAHO» 1 cpencTBO
KOMIIETEHITHH . . 5 BLICOKHI
HBIN HE u CpeIHHM
JOCTUTHYT (OpOTOBBIiN)
OHepaTI/IBHO 3a1a4 HC | YMCHUH, YMCHUA, yMCEHuA,
HAaXOJIUTh HPOJEMOHCTP | PELICHB peLIEHBl BCE pELIEHBI BCE
MHDOPMALIHIO UPOBaHbI THUIIOBbIE OCHOBHBIE | OCHOBHEIE
NPaBOBOTO OCHOBHBIE 3a7a4 C 3ajaud (| 3a7a4u c
MEHUS H BIMH H BIMH | OTJEIBHBIM
COZlepIKAHMS, YMCHHA, erpy6 erpy6 otne
.. HMEIIH MECTO | OITHOKaMH, OIMOKaMH, | 1
IrpaMOTHO €&
X I‘p}I6BIe BBITIOJTHCHBI BBITIOJIHCHBI | HECYIIIECTBE
HCIIOJIB30BATE, OIINOKH. BCE 3a/1aHMs, BCE 3aJaHus| HHBEIMU
C HO3UIIHH HO HE B [IOJIHOM | B [IOJHOM, HEIOYETAMH
[IPpaBOBBIX HOPM o0BEME. obbeMe, HO| ,
aHaJIM3MpOBaTh HEKOTOPHIE | BBITIOITHEHBI
KOHKPETHBIE C BCE 3alaHus
CUTYyaIuH, HEJOYETaMHU| B IIOJHOM
BO3HMKAIOIINE B obbeme.
poQeCCHOHATTBHON
cdepe nesTenpHOCTH
[TpoxeMoHCT
Baanern: IMpu periennu | Umeetcs PUPOBAHBI
HaBBIKAMHU CTaHJAPTHBIX | MUHUMAJIBHBIN [0a30BEBIC
IPUMEHEHHS 3a1a4 He | Habop HaBBIKOB [HaBbIKM 1pH| IIponemonc
NPABOBBIX 3HAHWE B | TPOACMOHCTD | JUIA  PELICHHS PerIeHHH TPUPOBAHBI
.. | upoBaHkbI CTAHJAPTHHIX  [CTAHAAPTHHIX| HABBIKU IPU
npodeCCHOHATbHON P Aap Aap P
0a30BbIe 3a/1a4 ¢ pajgad ¢ peleHun
NeATeIIbHOCTH
HaBBIKH, HEKOTOPBIMU HCKOTOPBIMH | HECTAaHAAPT
UMEIM MECTO | HEJOYEeTaMH.  HENOYETaMM | HBIX  3a1au
rpyObIe 6e3 omuooK
OIIOKH. i

HEeJ04YETOB.

OIIK-1 — BJaieHHeM HABBIKAMH NMOUCKA, AaHAJIN3A U UCNO0JIb30BAHUSA HOPMATHUBHBIX U
NPABOBBIX JOKYMEHTOB B CBOECH NMPO(eCCHOHATBHOM AeSITeJIbHOCTH

3HaTh:
3aKOHOIaTeJIbHBIE U
WHbIE HOPMATHBHbBIC
HpaBOBbIe aKThI,
periaMeHTHPYIOLINe
OCHOBBI TTIOCTPOCHUS

YpoBeHb
3HAHUN HIDKE
MHUHHMAaJILHBI
X
TpeOOBaHMIA,
HMEIU MECTO

MuauMaIEHO
JIOILY CTUMBII
YPOBEHb
3HAHWH,
JIONYIIEHO
MHOTO

YpoBeHb
3HaHUU B
o0beMe,
COOTBETCTB
YIOIEM
nporpamme

YpoBeHb
3HAaHUH B
o0BeEME,
COOTBETCTBY
FOIIIEM
nporpamme

VcTHBIN
onpoc
Hoxmag
Keiic-
3aJJaHUS
TecTnl




YpoBeHb OCBOEHUS

«HEYJIOBJIET
[lnaHupyemble BOPUTEJBHO | «YyAOBIIETBOPH
PE3YITBTATE OCBOCHHS » -TEJIbHO «XOPOIIO OuenouHoe
i «OTIMYHOY» | cpencTBO
KOMITETEHIIHH MHHHMAIb MHHHMAIBHEL » BEICOKII
HBIM HE U cpeaHui
JOCTUTHYT (OpOTOBBIiN)
u rpyObie HEerpyObIX HOJrOTOBK | MOATOTOBKH, | PyGexkHas
q)YHKHI/IOHI/IpOBaHI/Ifl OIIMOKH. OIINOOK. u, 0e3 omuooK. KOHTPOJIbHA
CUCTEMBI AOUYIICHO A paborta
roCyapCTBEHHOTO HECKOJIEKO (st
MYHULIUNIAJIBHOTO HerpyObIX 3a04YHOU
yIIpaBJICHUS outHGoK. (bopMbI
Poccuiickoit o0y4eHus)
®denepanuu; obIIHEe Bompocsr n
MIPUHLIMIIBI aHAIU3a 3a7aHus K
H UCITOJIb30BAHUSA JK3aMEHY
HOPMAaTHUBHBIX U
MPABOBBIX
JIOKYMEHTOB B CBOEH
poQeCCHOHATTBHON
JIESTEIBbHOCTH.
Ymern: [popemonctpu | ITpoxemonc | IIpoxpemonc
AHAJIU3UPOBATH [Ipu pemienun | poBaHbl TPUPOBAHEI | TPUPOBAHBI
HOpPMAaTHUBHO- CTaHAApPTHBIX | OCHOBHEIC BCE BCE
IIPABOBLIE aKThI B 3ajad He YMEHUS, OCHOBHBIC | OCHOBHEIE
chepe FBONMIOHH MPOJEMOHCTD | PEIICHBI yYMEHHS, YMEHHH,
COBPEMEHHOI MPOBaHBI THIIOBEIE pelIeHBI Bce| PEelIeHbl BCe
poccHiickoit OCHOBHBIE 3a1auu C | OCHOBHBIE | OCHOBHBIE
rOCYAPCTBEHHOCTH; yMEHUS, HETrpyObIMH 3a7a4u ¢ 3a71a4yu c
MMENH MECTO | OIHNOKaMH, HErpyOBIMH | OTAECITHHBIM
CaMOCTOATCIILHO rpyOnIe BBITIOJTHEHBI omuoKaMu, | u
MHTCPIPETHPOBATL OLIMOKH. BCC  3aJlaHus, | BHINOJIHEHbI | HECYIIECTBE
HOPMATHBHBIC 1 HO HE B [IOJIHOM | BCE 3aJaHUsl| HHBIMH
IIPaBOBBIC o0beme. B IIOJITHOM | HeJo4YeTaMu
JIOKYMEHTBI; 0o0BeMe, HO | ,
HCTI0JIB30BaTh HEKOTOPBIC | BBHIIOJIHEHEI
3aKOHOAATEINBCTBO, c BCE 3a/IaHMs
IIOJI3aKOHHBIE HEAo0UCTaMU| B II0JIHOM
HOPMAaTHBHO- obeme.
[IPAaBOBBIE AKTHI B
poQeCCHOHATTBHON
chepe
JIESITETbHOCTH.
Baagern:
IOpUIUYECKON [Ipu pemenun | Umeercs
TEPMHUHOJIOTUEN U craHjapTHeix | MuauMmanbHbil | [lpogemon | IlpogeMoHc




YpoBeHb OCBOEHUS
«HEYJIOBJIET
[Inanupyemble BOPUTEIBHO | «YIOBJIETBOPHU
» -TEJIBHO» «XOPOIIO Ornenounoe
pe3yJIbTaThl OCBOEHUS COTIMUHO» | cpencro
MHHUMAaJb- | MUHUMAJIbHBI » o
KOMIIETEHLINU 5 . . BBICOKHIA
HBIM HE U cpeaHui
JOCTUTHYT | (IIOpOTOBBIi)
HaBBIKAMHU pabOTHI C | 33/1a4 He | Ha0Op HABBIKOB | CTPHUPOBAH | TPUPOBAHbBI
IIPaBOBLIMHU aKTaMHU, IIPOAEMOHCTP IJi1 pCUHICHUA | BI 0a30BbIC | HABBIKU mpu
CIIPaBOYHO- MPOBaHBI CTaH/IapTHBIX HaBBIKH penieHnn
NPABOBBIMH 0a3oBbIe 3a/1a4 c | mpu HEeCTaHAapT
CHCTEMAML HaBBIKH, HEKOTOPBIMH peUIeHNH | HBIX  3aja4
AMETTH MECTO | HeI0UCTaMH. cTtagmaptH | 6e3 ommuboK
HaBBbIKaMH aHaJIU3a
. rpyObie BIX 3a/a4 C | U
TIpaBOBBIX ABICHUM, | 11y6kn. HEKOTOpBl | HEOYETOB.
FOPUINYECKUX MU
(hakToB, MPABOBBIX HEJI0UeTaM
HOPM U n.
MPAaBOOTHOLIEHHUM.
7.3 TunoBble KOHTPOJbHbIC 3aJaHUSl WJIH HMHbIE MaTepHAJbI,
HCOﬁXOI[I(IM]:Ie JJIA OLICHKH 3HaHHﬁ, yMeHHﬁ, HaBbIKOB n Oo1nbITa

NesITeJIbHOCTH, XapaKTepu3ywiuux 3Tanbl GopMHUpOBaHHUS KOMIETEHIUHA B
npouecce ocsoenuss OITIOITI BO

Yemmuouit onpoc

Tema 1. CymHOCTh W CcOAepKaHUE JTOKYMEHTAIMOHHOrO olOecrneyeHHsl B
YIIPaBJICHUHN

1.Ilenu u 3a7a4M AUCUUILIIUHBL

2.OCHOBHBIE TEPMHUHBI U ONPEJIEIEHUS ACIONPONU3BOICTBA

3.OyHKIMU U PUHILINIBI IETONPOU3BOJICTBA B YIPABICHUU

4.JIOKyMEHTUPOBAHUE YIIPABICHUYECKOU S TEIbHOCTH

5.benoBoi 1 3JIEKTPOHHBIA TOKYMEHT

Tema 2. Odopmiienne aeaoBoro nucbma. Kinaccnpukanusa 10KyMeHTOB
1. ITonsiTHE NOKyMEHTUPOBAHUS. blIaHKU AENOBBIX MTUCEM

2.TpeboBanus K 0hOPMIICHHUIO JIEJTOBBIX TUCEM

3.CocTaB NOCTOSTHHBIX PEKBU3UTOB YIPABICHYECKON JOKYMEHTALIUU
4.Bupasl nokymenToB. OOmmas kinaccuduxaius

5. Knaccudukanuys 10KyMEeHTUPOBAHHUS YIIPABICHYECKOMN TSI TEIbHOCTH

Tema 3. JlokyMeHTHpOBaHHME PACHOPAJAUTEJbHON M HMCIHOJHUTEJIbHOU
AesiTeJIbHOCTHU B Mpouecce ynpaBJIeHUs



1. CymHOCTP M COJEpKAHHE PACHOPSAUTEIBHON NEATEIbHOCTH B IIpolecce
yIpaBJICHUS

2.CocTaB  JIOKYMEHTOB  OTpaXarOUUX  COJAEpPNKAHUE  PaCIOPSAUTEIBbHON
JEeSATENbHOCTU (IPUKA3bl, PACTIOPSHKEHUS, IOCTAHOBJIEHUS, PELLICHUE, YKA3aHHE)
3.CylIHOCTh U  COJEp)KaHHE OpraHU3alMOHHO-TIIPABOBOM  yIpaBIEHYECKOM
JOKYMEHTAIU!

4.CocTaB JOKYMEHTOB OTpa)KalOUIUX COJEpKaHHE OpraHu3alUOHHO-PABOBOM
yIPaBJIEHYECKON JOKYMEHTALIH

Tema 4. JlokyMeHTHPOBaHHME HWH(OPMANMOHHO-CIIPABOYHONH M KaJApoBOil

AeSITeJIbHOCTH B MpoLecce ynpaBJIeHUs

1.CymHOCT, M cofepkaHue HHPOPMALUOHHO-CIPABOYHOM JIEATEILHOCTH B
MpoLIecCe YIPABICHHUS

2.CocTaB JTOKYMEHTOB OTPaXKaIOIIUX COJEpPKaHue WH(POPMAIMOHHO-CIIPABOYHBIX
BOIIPOCOB yNPABIICHUS

3.CylHOCTh U COAEpKaHUE KAIPOBOM YIPABICHUYECKON TOKYMEHTAIUN

4.CocTaB JOKyMEHTOB OTPaXKAIOIINX JOKYMEHTUPOBAHHUE TPYIOBBIX OTHOIICHUH B
yIIpaBJICHUH

5.3aKOHOJIaTENbHOE PETYIUPOBAHUE TPYAOBBIX MPABOOTHOIIEHU

Tema 5. Dranbl JokymMeHTOOOOpoTa. Opranmszanusi padoTbl ¢ BXOASIIIMMHA
TOKYMEHTaMH

1.IloHsITHE TOKYMEHTOOOOPOTA U €0 ITAITBI

2.CTpyKTypHBIE TTOJpa3AeJICHUS 10 JIeJIONPON3BOJICTBY

3.OKCneIMIMOHHBIE CITY>KOBI IEIOMPOU3BOICTBA

4.OpraHu3anuy 1Mo XpaHeH!Io TOKYMEHTAIMOHHOTO (OH 1A

5.OTBETCTBEHHOCTH JIUI], B paMKaX JOKYMEHTAI[MOHHOTO 00ecTieYeHusI

Tema 6. Oprannszanusi padoThbl ¢ BXOASIIIIMMHU JOKYMEHTAMH
1.Knaccudukaimus BXOAAIIMX TOKYMEHTOB

2.00paboTka BXOSIIEH KOPPECTIOHICHIINHU B yIIPaBICHUU
3.OyHKIMU U BUJIBI PETUCTPALIMH BXOISAIINX TOKYMEHTOB
4.TlopsioK perucTpaly BXOIUX TOKYMEHTOB
S.Heperucrpupyembie TOKyMEHTBI

Tema 7. MexaHU3M HCIIOJIHEHUSI JOKYMEHTOB B YIIPABJICHUH
1. KoHTpoOJIb 32 UCTIOTHEHUEM JIOKYMEHTOB B OpraHH3aluu
2.11enu u BUabl KOHTpOJist. OTBETCTBEHHBIE JIUIIA

3.TexHon0THSI UICTIOJIHEHUSI KOHTPOJIBHBIX JOKYMEHTOB
4.Pe3ommonus 1 BU3UPOBAHKE IOKYMEHTOB

5.2Tanbl YTBEPKICHUS U COTJIACOBAHUS JJOKYMEHTA

Tema 8. Opranmszauusi padoThbl ¢ HCXOAAUMIUMH JOKYMEHTAMHU
1. Cioco6bl perucTpanuu UCXOIAUUX TOKYMEHTOB
2.DyHKIUHA U BUIBI PETUCTPAIIMN UCXOSAIINX JOKYMEHTOB



3.ITopsiioK perucTpalu UCXOSIIETO IOKyMEHTa
4. AnTOpUTM OTIIPABKHM UCXOASAIIEH KOPPECIIOHICHITUN
5.KoHTpons n yuer ucxonsien KOppecrnoHAeHINN

Tema 9. Tekyiuee xpaHeHne J0KyYMEHTOB

1. Opranu3zanus TEKyLIEro XpaHeH!s TOKYMEHTOB

2. IlpaBuiia moAroOTOBKU JOKYMEHTOB Ha apXMBHOE XpaHEHHE
3. Oopmienue 1ea NOCTOSHHOTO U BPEMEHHOTO XpaHEHHUS
4. YyeT ucnoip30BaHus OJJaHKOB B OpraHU3aIluu

5. CocraBneHue Onucen 1€ U CBOJHBIX AKTOB

Tema 10. IToaroroBka 10KyMEHTOB K Nepeaavu HA XPaHEHUE B aPXUB
l.Homenkiatypa el B CTpyKTYPHOM MOAPA3AEICHUN

2.YHUYTOKEHUE AEI C UCTEKIIUM CPOKOM XPaHEHHUS

3.XpaHeHue OTACIbHBIX BUIOB JIOKYMEHTOB

4. DKcepTHbIE KOMUCCHUH OpPraHU3ALNU

5. Be1OMCTBEHHBIN U TOCYIAPCTBEHHBIN apXUB

Tema 11. HopmaTuBHO-IpaBoBOe M MeETOAUYECKOE PeryJUpOBaHUeE
JeJIONPOU3BOICTBA

1.3aKk0oHO1aTENBHO-TPABOBOE PETYJIUPOBAHKE

2.HopMaTHUBHO-METOANYECKOE PETYIUPOBAHUE

3.MHCcTpyKIHKS 110 AETONPOU3BOICTBY

4. Tabenb popM yNnpaBJIEHUECKUX JOKYMEHTOB

5.Anb00M (popM yrpaBiIeHYECKUX IOKYMEHTOB

Temur ooknaooe

1. CymHOCTP W  COJEpKaHWE JIEJIONPOU3BOJACTBA, JOKYMEHTALIMOHHOIO
oOecriedeHus ynpaBJIeHHUsL.

2. CymHOoCTh M colaepXaHUE€  JOKYMEHTHUPOBAHMS  YNPABIECHUYECKON
NEATEIBHOCTH.

3. OcHOBHBIE BU/IBI JIE€TONPONU3BOICTBA UX XapaKTEPUCTHKA.

4. CyluIHOCTh U COiepKaHUE OpraHu3aIuy padoThl C JOKYMEHTAMU.

5. [ToHsAITHE MOKYMEHTA U CUCTEMBI IOKYMEHTALIUH.

6. [Tonsitue u knaccuduKaiys yrnpapieHYeCKUX JOKYMEHTOB.

7. HopmaTuBHO-MeTOIMUECKOE oOecrieueHue JOKYMEHTHPOBAHUS
YIPaBIECHYECKOU JIEATEIIbHOCTH.

8. PernamenTanusi  JOKYMEHTAIIMOHHOTO  OO€CII€UEHUsI  yMNpPaBICHUS B
OpraHu3anuu

9. PermamenTanus JOKyMEHTAITMOHHOTO OOECTIEYCHUS] YIIPABJICHHS B OpraHax

roCy1apCTBEHHOM BIJIACTH

10. PermameHTamnusi JOKYMEHTAallMOHHOTO  OOECTHEeuUeHUs  YIpaBlICHUS B
MyHUIUIIATBHBIX OpraHax BJIacTu cyobekTa PO

11. DOkcrneprHas OLEHKa JOKYMEHTOB M IOJArOTOBKA UX JUIS IEPENAYN B APXUB



12.  HOpunnueckas cuiia ynpaBiI€HYECKOTO JOKYMEHTA.

13.  ®opmynsap-oOpasen, ero Ha3HauYeHUEe, COCTAB PEKBU3UTOB.

14.  OOmue pyHKIHMH yIPaBIEHYECKOTO TOKYMEHTA.

15. CneuuanbHble PYHKIIMU YIIPABIEHYECKOTO JOKYMEHTA.

16. CoBpemeHHOE rocygapcTBeHHOE perynupoBanue npouecca JOVY.

17.  CoBeplICHCTBOBAHME  CHCTEMBI  JOKYMEHTAllMOHHOTO  OOecrnedeHus
YIPABJICHHUS.

Ketic-3a0anus

Keiic 1. IIpoBecTu cpaBHUTENIbHBIN aHAIN3 YIIPABICHYECKUX TJOKYMEHTOB Ha
AIEKTPOHHOM U OYMa)KHOM HOCHUTENSX (B TAOJIUYHOM BBIPAKEHUN ).

Keiic 2. Berueptuts hopmysisap oOpaszelr yrioBoro 6jaHKa ¢ pacioyioKeHHEM
MTOCTOSTHHBIX PEKBU3HUTOB JIEJIOBOTO MHUCHhMA.

Keiic 3. CoctaButh 1 0)OpMUTH JOKYMEHT, MOJITBEPKIAIOIINN HAIMYUE KaKUX-
160 (HaKToOB, COOBITUH, NEUCTBUM, C MPEIOKECHHE COCTABHUTENSI O TE€X Mepax,
KOTOpBIE, TI0 €r0 MHEHHIO, JTIOJDKCH MPEANPHHATh PYKOBOJIUTEIb B CIOKUBIICHCS
CUTYaIUH.

Tecmoewie 3a0anus

Tema 1. CymHOCTH W cOAepkKaHUE [JOKYMEHTAIMOHHOrO o0ecreyeHHUsl B
ylpaBJeHUM.

1. Hdoxymenmayuonnoe obecneuenue ynpasieHus - 5mo ...

a) mporiecc odecredeHns: pabOTHUKOB JOKyMEHTaMHU

0) moAroToBKa OPHUIIMATBHBIX JOKYMEHTOB

B) COBOKYITHOCTB Pa0OT ¢ JOKYMEHTaMH

I) COBOKYNHOCTH PadoT MO JOKYMEHTHPOBAHUIO M OPraHM3auuu padoThl C
JAOKYMEeHTaMu

2. Hoxymenmuposanue ynpagienueckou 0esimeibHOCmu - 9mo ...
a) paboTta ¢ JOKyMEHTaMHu

0) AesTenbHOCTh PaOOTHUKOB YITPABICHUS

B) COCTaBJIeHHE OPUITHATBHBIX JOKYMEHTOB

') COOTBETCTBYIOIIEE OhopMiIeHHE OQUIINATBHBIX JTOKYMEHTOB

1) cocTaBjieHue U oopmiieHHe YIPABIeHYECKHX TOKYMEHTOB

3. Opeanuszayus pabomsi ¢ OOKyMeHMaMU- Mo ...

a) Bcsl paboTa ¢ IOKyMEHTaMu

0) oTpakeHHe JAeATEIHHOCTA OpPTraHU3aNK B OPHUITMAIBHBIX TOKYMEHTaX

B) oOecmedyeHrMe JOKYMEHTHPOBAHHOW  HWHpopManueii  pa0lOTHUKOB
ynpaBJieHUus1 BCeX YPOBHel ynpaBjieHust

') COCTaBJICHUE JOKYMEHTO000pOTa OpraHu3aIuu



4. Cucmema 0oKymermayuu — 5mo ...

a) COBOKYITHOCTH JOKYMEHTOB, B3aMMOCBSI3AHHBIX M0 0JJTHOMY M3 NPU3HAKOB
0) Habop opuUIIHATIEHBIX JOKYMEHTOB

B) COBOKYNHOCTh O(HIMAIBHBIX JOKYMEHTOB, OTPXKAIOIMUX  TEKYIIYIO
JESATEIHHOCTD OpPTaHU3aIuN

I') JOTUYECKast B3aUMOCBS3b OPUITHATBHBIX JOKYMEHTOB

1) TIOCJICI0BATEILHOC COSIUHEHNE TEKYIIMX JOKYMEHTOB OPTaHU3aI[u1

Tema 2. Odopmiienne ae10Boro nucbma. Kinaccupukanus 10KyMeHTOB.

1. Lloxymenm - amo ...

a) pe3yJbTaT AeATebHOCTH pa0OTHUKA YIIPABICHHUS

0) cpeaCTBO JIEJIOBOTO OOIICHUS

B) HOCUTeJb HHGPOPMANMM, COCTABJIEHHBIH W  OQOPMJIEHHBIA 1O
YCTAHOBJIEHHBIM NpPaBUJIaM

') HOCUTEJb UHPOPMaAIIUU

1) MaTepuaIbHbIM HOCUTETh HHGOPMAIHH

2. Knaccugpurayus ooxymenmos 6 sagucumocmu om cgepovl OessmenbHOCmu
yenogexa npedycmampueaem O0ejleHue ux Ha ...

a) JIMYHbIC U O(PUIHATBHbIEC

0) opuuKanbHbIE U yIPaBICHYECKUE

B) YNPAaBJIEHYECKUE U JIEIIOBbIE

I') BHyTPEHHUE U BHEIIIHUE

1) CPOYHBIE U OOBIYHBIC

3. Knaccugurayua ooxymenmos 6 3agucumocmu om mecma ux cOCMAagieHUs.
npedycmampusaem OejleHue ux Ha ...

a) BHyTPEHHUE 1 BHELIHHE

0) obunuanbHbBIC U TUIHBIC

B) CPOUHBIC U OOBIYHBIE

I') OpraHu3allMOHHbIE U PACTIOPSAUTENIbHbBIE

1) IPABOBbIE 1 KOMMEPUECKHE

4. Jlenosoe nucobmo cocmasnaiom Ha OAAHKAX ...
a) 17151 MUCeM, YIJIOBBIX

0) 151 IMceM

B) ISl TUCEM MPOAOJIbHBIX

') Ha OOIIUX YTJIOBBIX

1) Ha OOIIUX TIPOJIOTBHBIX

Tema 3. J/lokyMeHTHpOBaHHME PACHOPAJAUTEJbHON M HMCIOJHUTEJIbHOU
AesiTeJIbHOCTHU B Mpoluecce ypaBJeHUs

1. B 3asucumocmu om ypoeHsi ynpasieHusi pacnopsoumeibHvle OOKYMeHMbl
ovlearom 8 suoe ...



a) MPaBoOBBIX aKTOB (pe1epaJIbHOI0, PErHOHAJIBLHOI0 YPOBHEH M OTAEJbHBIX
OpraHu3anui

0) mpaBOBBIX aKTOB IpaBuTeabcTBa PO, mpesunenta PO

B) IPABOBBIX AKTOB MUHHUCTEPCTB, BEAOMOCTEM, OTPACIEBbIX AT€HTCTB

I') IPAaBOBBIX aKTOB aIMUHHUCTpALMi Kpaes, o0gacTen

1) O(UIHATBHBIX JOKYMEHTOB (eIepallbHOrO, PETMOHAIBHOIO YPOBHEH W
OTJIEJIBbHBIX OpTraHU3ALMMI

2. Opeanbl ynpasnenus 8 OpeaHu3ayusx uz0arom npagossvle akmol 8 opme ...
a) pelIeHNil, MOCTAHOBJIEHNH

0) MOCTaHOBJICHHI

B) peUICHUN

) YKa3aHui

1) JOTOBOPOB

3. K pacnopsioumenvuvim  0okymenmam, uzoasaemviM — pyKo8ooumeniem
Op2aHU3AYUU HA OCHOBE eOUHONUYHO20 NPUHAMUSL PeUleHUll, OMHOCAMCA ...
a) peIIeHUs

0) pacropsiKeHus
B) yKa3aHus
) IPUKA3bI
1) TTOCTAHOBJICHUS

4. Ilpuka3zwel Ovisarom ...

a) Mo 00IMM BONPOCAM U MO JUYHOMY COCTABY

0) M0 OCHOBHOM JIESITEILHOCTH

B) 110 KaJIpOBBIM BOIIpOCaM

I') 0 JUYHOMY COCTaBY

1) IO OOIIMM BOIIpOCaM, O JIMYHOMY COCTaBY, 10 OCHOBHOU JI€SITEILHOCTH
5. Pacnopsoumenvryro uacmo mexcma pacnopsdicenuss HA4uHarm ¢ 21a20id...
a) 00s3bIBAIO

0) pesiaraio

B) IIPUKA3bIBAIO

r) 00s13bIBaI0, Mpe1JIararo

1) OPEANKUCHIBAIOIIETO ONPEICIEHHOE IEHCTBUE

6. Vxazanue — smo ...

a) pacnopsiINTEeJbHbIA JOKYMEHT, H31aBaeMblii PYKOBOAMTE]IeM JHO0Or0
YPOBHSl yIpaBJieHHsl, KaK MNPaBWJI0, IO BompocaMm HWHGOPMAIMOHHO-
METOAMYECKOr0 Xapakrepa

0) MpaBOBOM aKT, M3AaBaeMbId PyKOBOJIUTEIEM JI0O0T0 YPOBHS YIIPaBICHHS, KaK
IIPaBHIIO, TI0 BOIIPOCaM MH(GOPMAITMOHHO-METOUYCCKOTO XapaKTepa

B) IIPABOBOM aKT, M3JJaBaEMbIH PYKOBOJIUTEIEM OpraHU3aIlliU 10 WH(HOPMAITMOHHO-
METOJIUYECKUM BOIIpOCcCaM



I) TpaBOBOM aKT, O(GOPMIISIIOIIMI BJIACTHBIE TIOJHOMOYHUS PYKOBOJAUTEIS
OpraHM3alMy 10 UHPOPMAITMOHHO-METOIUYECKUM BOTIPOCAM
1) TPaBOBOM aKT, O()OPMIISIONIUI BIACTHBIE TOJIHOMOYUS CyOBEKTa YIIPaBICHUS

Tema 4. JlokyMeHTHPOBaHHME HWH(OPMALMOHHO-CIIPABOYHON M KaJApoOBOil
AeATeJIbHOCTH B Ipouecce ypaBJIeHUs

1. Cnpasoyno-unghopmayuorHvle OOKyMeHmbvl — MO ...
a) aKThbl, MPOTOKOJIbI, /IeJIOBbIe MHCbMA

0) OOBSICHUTEIIBHBIC 3AMTUCKHU, TPUKA3bI, AKThI

B) JIOKJIQHBIC 3aITUCKH, 3asIBIICHUS, YKa3aHUs

T') aKTBI, IPOTOKOJIBI, YKa3aHHUS, 3asIBJICHUS

1) TUCbMa, UHCTPYKITUH, TTPOTOKOJIBI

2. Axm — 3mo 0oxkymenm, ...

a) COCTABJICHHBII TIPyNmoil Jull B MNOATBEPKACHUM KAKHX-IU00 (akToB,
COOBITHI, e CTBHI

0) conepxauuidi 3amnuch MPOBOAUMBIX COOpaHUM, COBENIAHWUW, 3aceJaHul U
MPUHATHIX HA HUX PEIICHUI

B) COJIEpIKAIINii MPOCHOY WM MPEATIOKEHNE U aIPECOBAHHBIN PYKOBOIUTEIIO

r) colepXaluid  OOCTOSTENbHOE  M3JOKEHHE  KaKoro-imbo  BOMpoca,
aIpECOBAHHOTO PYKOBOJUTEINIO, C BEIBOJIAMHU U TPEIOKCHUSIMHA COCTABUTEIIS

1) OOBSICHSIOIIMN TPUYUHBI KaKUX-THO0 (DaKTOB U aJIpeCOBaHHBIA PYKOBOJAUTEIIO

3. IIpomoxon — amo dokymenm, ...

a) coaep:KallMil 3aMUCh NMPOBOAMMBIX COOpPaHMil, COBeIIAHMH, 3acelaHuil U
NPUHATBHIX HA HUX pelIeHn i

0) cocTaBlIsIeMbIi TPYNIION JIUIT B TIOJTBEPKICHUH KaKUX-TH00 (haKTOB, COOBITHIA,
JNEUCTBUN

B) coZlepKallllii MPOChOY MM MPEUIOKEHUE U aIPECOBAHHBIN PyKOBOIUTEIIO

r)  coAepXalHuil  OOCTOSITETbHOE  M3JIOKEHHWE  KAaKOro-aubo  BOIpOcCa,
aJpECOBAHHOIO PYKOBOJIUTENIO, C BEIBOJIAMH U MPEAJIOKEHUSIMU COCTABUTEIS

1) OOBSICHSIOIIMN TPUYUHBI KaKUX-THO0 (DAaKTOB U aJIpECOBAHHBIN PYKOBOJAUTEIIO

4. 3asaenenue — 3mo 0oKymenm, ...

a) coiep:KalIuii NPocb0y MU NMpelJIoKeHHe H aIPeCOBAHHbII PYKOBOINTEIIIO;
0) COCTaBIICHHBIN TPYIION JIMIl B MOATBEPXKICHUN KaKUX-TH00 (aKTOB, COOBITHIA,
JNEUCTBUI

B) COJEpXaIliil 3amuch NPOBOJUMBIX COOpaHMIA, COBCIIAHWUN, 3acEelaHuil |
NPUHSATHIX HA HUX PEIICHUMN

r) OOBSACHSIONINI MPUIMHBI KaKUX-TN00 (DaKTOB U aIpECOBAHHBIN PyKOBOIUTEIIO
1) COAEPKAIUN 00CTOATEIBPHOE U3JI0KEHUE KAaKOTr0-11M00 BOIIPOCa aIpeCOBAaHHOTO
PYKOBOIMTEIIO, C BBIBOAAMH U MPETIOKEHUSIMHI COCTaBUTEIS



Tema 5. Jranbl nokymeHTOo00OpOoTa. Opranusauus padoTbl ¢ BXOASAIIMMH
TOKYMEHTAMHU.

1. enonpouzsoocmeo — amo ...

a) oTpaciib 3HaHUS

0) BUJ YIIPABJICHUYECKOMN JEATEILHOCTH

B) CHHOHUM T€PMHHA «JIOKYMEHTAIIMOHHOE 00eCIieYeHre YIIpaBICHUS
r) Bcsl padoTa ¢ JIOKyMEHTAMM, HAUYNHAsI C MOMEHTA UX CO3aAHUS UJIH
MOJIyYeHHs U 10 CIa4YM B apXHUB

2. K epynne 6xooawux ookymenmog modicHo omHecmu
a) 1eJI0BbIe MHUCbMA

0) opraHu3aoOHHbIE JOKYMEHTHI

B) MIpUKAa3bl OpraHu3aluu

I') I0J>KHOCTHBIE HHCTPYKIIUU

3. Opuouueckyro  cuny  oguyuanvnomy  O0okymenmy  obecneuugaem
coomeemcmeue ezo ...

a) MpaBWJIaM COCTABJICHUS OPHUITHATBHOTO TOKYMEHTa

0) BHYTpEHHEMY PACIIOPSIIKY JTAaHHOHN OpraHu3aIuu

B) KOMITETEHITUH JTOJDKHOCTHOTO JIAIIA

T') JICHUCTBYIONUM CPOKOM COCTABJICHUS JOKYMEHTa

) 3aKOHO/IaTeJIbCTBY, KOMIIETEHI[UHM U3/1AI0IEro ero OpraHa ujin padoTHUKA
ylnpaBJ/ieHUs, YCTAHOBJIEHHBIM NMPABUJIAM COCTABJIEHHUS U 0(pOpMIIEHUSA

4. B o6veme 0okymenmoobopoma ciedyem yuumvleaman.

a) BCE BXOJAIIUE W UCXOJAININE JTOKYMEHTHI 32 OMPEICICHHBIA MEepUoj BPEMEHU
BCE BHYTPEHHUE JJOKYMEHTHI M BCE KOIUH 32 ONPEICICHHBIN MEpHUO BpEMECHH

0) Bce BXOASAIINE W UCXOSIINE JOKYMEHTBI 32 ONPEACIICHHBIN TIEPHO]] BpEMEHU

B) BCe BXOASIINE, HCXOASIIHE U BHYTPEHHHUE TOKYMEHTBI, a TaK:Ke BCe KOMUH
3a onpeaeIeHHbIN IePUo BpeMEeHH

Tema 6. Opranmuzanusi padoThbl ¢ BXOASIIIMMHU JOKYMEHTAMM.

1. g onmumuzayuu u cokpawerus 00OKyMeHmonomoKo8 Heooxooumo: ...
a) pa3padoTaTb TEXHOJIOTHYECKHe CXeMbI JIBHKEHHUS JOKYMEHTHPOBAHHOM
HHpoOpMaLIUU;

0) mpoBeJieHNE NHCTPYKTUBHBIX 3aHITUN

B) COCTaBJICHHE UHCTpYKUMU 1o JJOY

r) co3aanue ciayxoel JIOY

1) OIpeieNIeHnEe KOHKPETHBIX UCIIOJHUTENEN, OTBETCTBEHHBIX 3a MOATOTOBKY
JOKYMEHTOB

2. na guxcayuu u ananuza 08udtceHUsi OOKYMEHMO8 COCMABIAION. ..
a) TUIa"bI-rpaduKu



0) MApLIPYTHO-TEXHOJIOTHYECKHE CXEMBbI
B) JIOJKHOCTHBIE HHCTPYKITHH

r) rpaduku

1) yKa3aHus

3. Opeanuzayus pabomul ¢ 0OKyMeHmamu eKkaoyaem 6 cebsi pabomeol ...
a) COCTaBJIEHUE JTOKYMEHTOB

0) obopMmieHrEe TOKYMEHTOB

B) Mepeaaya JOKYMEHTOB BHYTPH OpraHU3aI[iH

T) pacrpeaeneHue padoT ¢ TOKyMEHTaMH MEXTy paOOTHUKAMH YIIPaBICHUS
1) odecrnevyeHHne JOKYMEHTHPOBaHHOI HHGopManueil pa00THMKOB BCex
YPOBHeEH ynpaBJIeHUsA

4. B obpabomky eéxo0suje2o 0OKyMenma 3mom 3man He 6Xo0um
a) pacCMOTpEHUE

0) BCKpBITHE KOHBEPTOB

B) COIJIACOBAHHUeE

5. I'nasnoe npasunio opeanuzayuu 0OKyMeHmoobopoma — 3mo:

@) CTaOWJIbHBINA MapIIPyT JBUXKEHUS, KOTOPBIM 3aBUCUT OT COCTaBa U COJEPIKAHMUS
JOKYMEHTOB U OT MPUHSTON B OpraHU3aIMK TEXHOJIOTHH padoT ¢ TOKyMEHTaMHU

0) omepaTMBHOe MPOXOKIEHHE [OKYMEHTa IO Handojee KOPOTKOMY H
NPSAMOMY MAPHIPYTY ¢ HAMMEHBIIMMU 3aTPATAMM BpeMeEeHH

B) CTEPEOTUITHBIE MAPILIPYTHI ABUKEHUSI CBOMCTBEHHbIE BXOSIINM JIOKYMEHTaM C
HAaNMEHBIIIMMH 3aTPATaAMU BPEMEHH

Tema 7. MexaHU3M UCIIOJTHEHHS JOKYMEHTOB B YIIPaBJICHHU.

1. Lenvb konmponsa 3a ucnoninenuem OOKYMeHmMos 6 ...

a) CBOeBPEMEHHOM M Ka4eCTBEHHOM HCIIOJHEHUH JOKYMEHTA 10 CylleCTBY U
cpokam

0) MpOBEACHUH CBOEBPEMEHHOT'O AHAJIN3A MOJTYYEHHBIX JOKYMEHTOB

B) YTOUHEHHUE CPOKOB MCTIOTHEHHS JOKYyMEHTOB

I') IPOBEPKE UCTIOTHEHHI TOKYMEHTA IO CYIIECTBY pacCMaTPUBAEMOT0 B HEM
BOIIpOCa

2. Tlocneonuti sman pabomul ¢ 0OKyMEeHMAMU HA3bIBACTCSL
a) crayeil B My3ei

0) cnayeit B apxus

B) ONyOJIMKOBAHHUE BO BCEX POCCUMCKUX ra3eTax

I') IOCTAHOBKOM Ha y4yeT

3. Knaccugurayua ooxymenmos 6 3agucumocmu om mecma ux cOCMAagieHUs.
npeoycmampugaenm OeleHue ux Ha ...



a) BHYTPEHHHE M BHEIIHHE

0) obunuanbHbBIC U TUIHBIC

B) CPOYHBIE U OOBIYHBIE

I') OpraHU3alMOHHbBIE U PACTIOPSAUTEIIbHbBIE
1) IPABOBbIE 1 KOMMEPUECKHE

4. Knaccugpurxayus  ooxymenmos 6  3asucumocmu  om — CHeneHu
00513amenbHOCMU UCNOJHEHUs npedycmampusaem OejleHue ux Ha ...

a) AMpPEeKTUBHbIE

0) MpaBOBBIC 1 KOMMEPUYECKHUE

B) CPOYHBIE U OOBIYHBIC

') BHYTPECHHUE ¥ BHEIITHHEC

Tema 8. Opranmszauusi padoThbl ¢ HCXOAAMIUMH JOKYMEHTAMHU.

1. Jlna omnpaéxu npunumarom 0OKyMeHmal ...

a) 3aperucTpUpPOBaHHBIE

0) B Hy’)KHOM KOJIMYECTBE

B) B HY’)KHOM KOJIMYECTBE M UMEIONTUE IOPUANICCKYIO CHITY

r) UMeIoNIie PUIHYECKYI0 CHITY

1) OT UCIIOJTHUTEIICH

2. I’ pynnol 0ocmyna Heobxooumul :

a) JUIsl TIPEAOCTaBIICHUS TpaB KOHTpOJIEpa COTPYJAHHUKAM OOS3aHHBIM CIICIUTH 32
NEHCTBUSIMH IOJIH30BATENECH CHCTEMBI

0) B cily4ae OTCYTCTBUS COTPYAHHKA OTBETCTBEHHOTO 3a PabOTy HaJ JOKYMEHTOM
¥ HEOOXOJIMMOCTBIO €€ MPOJIOJKEHUE B €r0 OTCYTCTBHE

B) Ui OPraHM3alMU J0CTYNa K JOKYMEHTaM /sl OTIeJIOB OpraHu3aium,
KOJIJIEKTHBA COTPY/IHUKOB, PA00TAOIIUX HAJl OT/EJIbHBIM MPOEKTOM

3. [lenecuposanue npas docmyna Heooxooumo:

a) B cjydae OTCYTCTBHSl COTPYAHMKA OTBETCTBEHHOro 3a paldoTy Hax
JTOKYMEHTOM M He00X0AUMOCThIO ee MPO/I0JKeHHE B €ro0 OTCYTCTBHE

0) A TpeoCcTaBICHUS MpPaB KOHTPOJEpa COTPYAHUKAM OOS3aHHBIM CIEAUTH 3a
JNEUCTBUSIMU T10JIb30BATENEH CUCTEMBI

B) JUIS OpTraHM3aliy JOCTynma K JIOKyMEHTaM JUisi OTJEJIOB OpTraHHU3aIluH,
KOJUICKTUBA COTPYAHUKOB, paOOTAIONUX HAJT OTACIHLHBIM POESKTOM

4. Honorcnocmuas uHCmpyKyusi — 5mo ...

a) NPaBoOBOIi AKT, M31aBaeMbIil OPraHu3anueil B eJsX perjjaMeHTAluu
OPraHM3alMOHHO-TIPABOBOr0 MOJIOKEHHUs PA0OTHUKA 1 00ecreYuBaoIIuil
ycJaoBus 1J1s ero 3¢gpdexTuBHOI padOTHI

0) TOKyMEHT, ONPEACIISIONINIA CTaTyC paOOTHUKA B OpTraHU3AINH

B) JOKYMEHT, ONIPEICTISIONINN MOJI0KEHNE PAOOTHUKA B OpTaHU3aIuU

T') MPAaBOBOM aKT, PETIIaMEHTUPYIOIINN MOPSIIOK IEATETFHOCTH pAaOOTHHUKA B
OpraHu3anuu

1) IPaBOBOM aKT, ONPEACIISIONINN 00s3aHHOCTH PAaOOTHUKA B OpraHU3aIuu



Tema 9. Tekyluee xpaHeHue J0KyMEHTOB

1. Ileno - smo ...

a) BOIIPOC, pelaemMblii pabOOTHUKaMU YTIpaBIEHUS

0) COBOKYIIHOCTH IOKYMEHTOB, CTPYNIIIMPOBAHHBIX 110 OIPeIeTEHHOMY
NPHU3HAKY WIH BOIIPOCY

B) YIIPABJIEHYECKUE IOKYMEHTbI

I') NanKa-CKOPOCIINBATENb C JOKYMEHTaMHU

1) TIPOIIeCC PeIeHUs TPOOIeM.

2. Homenxnamypa oen — smo ...

a) MHOTO(QYHKITMOHAJIBHBIA JOKYMEHT

0) cucTeMaTU3UPOBAHHBIN NMepeyeHb HAUMEHOBAHUIA /1e]1 ¢ YKa3aHHeM CPOKOB
UX XpaHEeHHus

3) cxema kiaccuuUKalMy JOKYMEHTOB IIPH paclpeesIeHUH UX B Jea

4) COBOKYITHOCTb JIeJI, TIOIICIKAITNX XPaHECHUIO

5) COBOKYITHOCTb JIeJT TOCTOSTHHOTO U JOJITOBPEMEHHOTO CPOKOB XpaHEHHUSI

3. Jleno ne dondicno npegviuame ...

a) 250 smcToB npu ToNIMHE He 0oJiee 4 cM
0) 250 MUCTOB MpU TOJIIMHE HE MEHEE 5 CM
B) 200 1UCTOB IpH TONIIHUHE HE MEHEE 4 CM
r) 250 n1ucToB npu TONMIMHE HE MeHee 4,5 cMm

4. Paznuuarom euovl nomenxnamyp oen 6 opeanuzayuu...
a) BHYTPEHHS

0) BHEIIHSA

B) TUIIOBAs

I') IpUMepHas

1) KOHKPETHOM OpraHu3anuu

Tema 10. IToaroroBka 10KYyMeHTOB K NepeJayH HA XpaHeHHE B APXUB

1. HHousuoyanvnas HoOMeHKIAMypa opeanusayuu 0eil 3a600Umcs ...
a) Ha KaJIeHAAPHbIN roj

0) onuH pas

B) JI0 U3MEHEHUS CTPYKTYPhI OPTaHU3AIUN

T') 110 PEIICHUIO0 PYKOBOIUTEIIS

2. Hnousuoyanvras HOMEHKIamypa oel, paspabamvieaemcs c
UCNONIL308AHUEM ...

a) TUMOBOM ¥ MPUMEPHOI HOMEHKJIATYP el

0) HOMEHKJIATyphI POU3BOIUMBIX TOBAPOB

B) IEPEYHS OKa3bIBAEMBIX yCIyT

r) O01Iepoccuiickoro Kiaccupukaropa npeanpusITH 1 OpraHu3aIui



3. OmeemcmeenHoCmb 3a cocmaeienue (KoppeKmuposKy) HOMEHKIamypsl 0eJl
Op2aHu3ayuu 80310M4CEHA HA ...

a) cayxoy 10Y

0) IOPUANYECKYIO CITYKOY

B) apXUBHYIO CIIyXKO0Yy

I') BBILIECTOSIIYIO OpTraHU3ALHIO

4. Homenxnamypa den opeanuzayuu ymeepoicoaemcs pykogooumenem ...
a) opraHu3amumn

0) PKCIIEPTHO-MPOBEPOUYHON KOMUCCUU

B) BEIOMCTBEHHOT'O apX1Ba

r) ciyx0s1 JJOY

5. Apxusnwiii hono — smo...

1) COBOKYNIHOCTH APXMBHBIX JIOKYMEHTOB, HCTOPHMYECKUX H/WIH JIOTHYECKH
CBSI3AHHBIX MEXKAY c000it

2) yCTaHOBIICHHBIN JIJIs1 apX1Ba COCTaB JIOKYMEHTOB, MOJICKAIUX XPAHCHUIO

3) pacripeneneHue JOKYMEHTOB 10 apXUBHBIM (POHIAM U apXUBHBIM KOJUICKIIUSIM
4) cnieruaabHO 000PYI0BAaHHOE TIOMEIICHHUE SISl XPAHCHUS! apXUBHBIX JIOKYMEHTOB
Tema 11. HopMaTuBHO-IpPaBOBOE M MeTOAUYECKOE PeryJUpoOBaHue
eJIONPOU3BOICTBA.

1. B pazoen obwue nonosicenuss 0okymenma 6xooam
a) 1eJIM U 3a1a49M

0) popMbI U METO/IBI YIIPABJICHUS

B) KOHKPETHBIC 00S3aHHOCTH

I') CIOCOOBI peTUCTPaALUN

2. Ha kakxom OoKkymeHme He CMABUMCA PEKGUUM HAUMEHOBAHUE BUOd
00KyMeHma

a) YcraBe

0) JOKHOCTHON MHCTPYKIIUU

B) MUCbMe

I') pacops>)KEHUU

3. [aiime onpedenenue ooxymenma no I'OCT:

a) COBOKYITHOCTh PEKBU3UTOB O(HUIIUAIBHOTO TUChMa

0) cTaHJapTHOE PACMOJIOKEHUE MaTepuaia

B) MaTepuaJibHbIl 00beKT ¢ uHpopManue, 3a()MKCUPOBAHHON CO3aHHBIM
4eJI0BEKOM CI0Co00M, 1A eé nepeaayu BO BpeMeHH U IIPOCTPAHCTBE

T') TEKCT

Pybexcnan konmpoavnasn padoma (071: 3a04H0 opmul 00yueHnus)



Tema 1. CymHoOCTh WM cOAepKaHUE JTOKYMEHTAIMOHHOIO o0ecreyeHHusl B
ylpaBJeHUM.

1.
2.
3.
4.

Orarbl pa3BUTUS JEJIONPOU3BOACTBA B PO.

OCHOBHBIE OHATHS TOKYMEHTAlMOHHOTO 00ECIIEYEHUSI.
[IpuHuMnBl Opranu3anuu padoThl ¢ JOKYMEHTAMM.
ITokxazarenu kadyecTBa pabOTHI C TOKYMEHTAMH.

Tema 2. Odopmiienne aeaoBoro nucbma. Kinaccupukanus 10KyMeHTOB.

1.
2.
3.
4.

OcCHOBHBIC Tpe6OBaHI/IH K O(bOpMJICHI/IIO JACJIOBOI'O ITMCbMaA.
IOpI/II[I/ILICCKaSI CUJla IOKYMCHTA. bnanku JOKYMCHTOB.
yHI/I(i)I/IKaHI/Iﬂ " CTaHdapTu3anu:sa M TUIIU3aluA JOKYMCHTUPOBAHHA.
CocTaB IOCTOSHHBIX PCKBU3UTOB ACI0BOI'O ITMChbMa.

Tema 3. JlokymMeHTHpOBaHHE PacHOPSAMTENbHON W HMCIOJHUTEIbHO
AesiTeJIbHOCTH B IMpolecce yIpaBJeHH .

1.
2.

3.
4.

OcHOBHBIE BUIBI 1 XapaKTEPUCTUKA PACTIOPSIUTEIBHON JOKYMEHTAIIUH.
CocTaB JOKyMEHTOB OTP@XaIOLUIMX COAEP)KaHUE pPaclopiIUTEIbHON
AeSITeNbHOCTA (MIPHUKA3bl, PACHOPSIKCHHsSI, TOCTAHOBICHUS, PpEIICHHE,
yKa3aHue).

OpraHu3aimoHHO-TIPaBOBast JOKYMEHTAIIUS: XapaKTEPUCTHUKA, TPHUMEPBHI.
CocraBienue 1 0(opMIIEHHE POTOKOJIOB.

Tema 4. JlokyMeHTHpPOBaHHMe WH(OPMAIMOHHO-CIPABOYHON H KaJApPOBOil
AesiTeJIbHOCTH B IMpolecce yIpaBJeHH .

1.

CylurHoCTh U cojJiepKaHrue MH(POPMAITMOHHO-CIIPABOYHON JEATEILHOCTU B
IIPOLIECCE YIPABJICHUS.

CocTaB [IOKYMEHTOB OTPaXalOIIUX COJAEpKaHHe HWH(GOPMAILIMOHHO-
CIIPaBOYHBIX BOIIPOCOB yIIPaBJICHUS.

CyIIHOCTh U COAEPAKAHUE KAJAPOBOMN YIIPABICHUECKOW TIOKYMEHTAIMH.
CocTtaB JOKYMEHTOB OTpPa)XarwIlIMX JTOKYMEHTUPOBAaHUE TPYAOBBIX
OTHOILIEHHI B yIIPABJIECHUMU.

Tema 5. Jranel gokymeHTo0O0OpoTa. Opranusauus padorsl ¢ BXOAALIMMH
JOKYMEHTAMMU.

l.

2.
3.
4,

Tema 6.

1.
2.

[TonsaTHE TOKYMEHTOOOOPOTA U €T0 ITAIIBI.

CTpyKTypHBIE IOAPA3ACIICHUS TI0 JCJIONPOU3BOJICTBY.
OKCNeUIMOHHBIE CITYKObI AeJIOMPOU3BOICTBA.

OTBETCTBEHHOCTH JIMII, B paMKaX JOKYMEHTAI[MOHHOTO 00ECTICUEeHHUS.

Opranusanus padoTsl ¢ BXOAAIMIUMHA JOKYMEHTAMHU.
Knaccudukanus BXoIAUX JOKYMEHTOB

O6paboTka BXOAsIIeH KOPPECTIOHACHIIUY B YIIPABICHUH.



3. OyHKUWU U BUABI PETUCTPALIUU BXOISAIIUX JOKYMEHTOB.
4. Tlopsimok perucTpaiuu BXOA[IINX JOKYMEHTOB.

Tema 7. MexaHU3M HCIOJTHEHUS TOKYMEHTOB B YIIPABJICHHUH.
1. KoHTpoJib 3a UCIIOTHEHUEM IOKYMEHTOB B OpraHH3alIuH.

2. Ienu u BUabI KOHTPOJid. OTBETCTBEHHBIE JIUIIA.
3. TexHoMOTHs UCTOJHEHUS KOHTPOJIBHBIX JOKYMEHTOB.
4. Pe3omronus U BUSUPOBAHUE JOKYMEHTOB.

Tema 8. Opranmnszauusi padoThbl ¢ HCXOAAMIUMH JOKYMEHTAMHU.
1. CnocoOsl perucTpalnuu UCXOIAIUX TOKYMEHTOB.

2. OYHKIHUH B BUIBI PETUCTPAIIUA UCXOSAIINX JOKYMEHTOB.
3. Tlopsimok perucTpanyuu UCXOASAIIEr0 JOKYMEHTA.
4. ANTopuTM OTIPABKHU UCXOAAIIEH KOPPECIOHICHITUH.

Tema 9. Tekyuiee xpaHeHne JOKyMEHTOB.
1. Opranuzanus TEKyLIEro XpaHeHHs JTOKYMEHTOB.

2. TlpaBuiia MOArOTOBKM JOKYMEHTOB HAa apXUBHOE XpaHEHUE.
3. OdopmieHnue e NoOCTOSHHOIO U BPEMEHHOT'O XPaHEHHS.
4. CocraBiieHHE ONIUCEN AEN U CBOJHBIX AKTOB.

Tema 10. IToaroroBka 10KyMEHTOB K Nepeaavd HA XPaHEHUE B aPXUB.
1. Homenkiiatypa Aen B CTpPYKTYPHOM IOJpa3/IEICHUH.

2. VHUYTOXKEHUE JEJ C UCTEKIIUM CPOKOM XPaHEHHUS.
3. DKchnepTHbIE KOMUCCUM OpTaHU3aIUH.
4. BellOMCTBEHHBIN U TOCYJapPCTBEHHBIN apXUB.

Tema 11. HopmaTuBHO-IpaBoBOe M  METOAUYECKOE PeryJUpOBaHUe
AeJIONPOU3BOACTBA.
1. 3akoHOIATENIBHO-TTPABOBOE PETYIUPOBAHUE.

2. HopmaTHBHO-METOIUYECKOE PETYIHPOBAHNE.
3. WHCcTpyKuus o AeN0nponu3BOJICTRY.
4. Tabenb GhopM yNpaBICHUECKUX JOKYMEHTOB.

Bonpocul u 3a0anun ona nposedenus npomexcymouno20 KOHmpoasa (IKzamena)

Komnemenyus:  cnocobnocms  uUCnoivs306ams  OCHOBbL  NPABOBbIX  3HAHUUL 6
pasauynslx cghepax desmenvrocmu (OK-4)

Bonpocul k axzameny
1. TlonsiTe HOKYMEHTUPOBAHUS ACATEILHOCTH OPTraHU3AIUY.

2. Ilomsartue noxymeHTa. Buasl TOKyMEHTOB.
3. Tlonsitne cuctembl JOKYMEHTAUHU. BUIBI CUCTEM TOKYMEHTAIUH.



9,

10.
11.
12.
13.
14.
15.

16.
17.

18.

19.

20.

21.
22.

23.
24.
25.
26.
27.
28.
29.

30.

biianku 1OKyMEHTOB.

MammuHonrcHoe 0dopMIIeHHE JOKYMEHTOB.

HopMmaTtuBHO-METOOMYECKOE  PETVIAMEHTHPOBAHUE  JIOKYMEHTAlMOHHOTO
oOecrieyeHus: yIpaBIeCHHS.

Buabl 1OKkyMEHTHPOBAaHUS B OpraHU3AIUN.

dopmyisip-00pazel] OpraHu3auOHHO-PACTIOPAIUTENBHON TOKYMEHTAILUH.
Cucrema opraHn3alHOHHO-PACIOPSIAUTENBHON JOKYMEHTALIUH.

[Tonsatue opranuzanuu padoThl C JOKYMEHTAMHU.

IOpuanueckas cuiia TOKyMeHTa.

@opMyJisip JOKYMEHTA.

Cucrema pacnopsiIUTEIbHOM JOKYMEHTalMu B (efepalbHbIX OpraHax
rOCyIapCTBEHHOTO YIIPABJICHHUS.

Cucrema pacnopsiguTEIbHOM  JTOKYMEHTAllMM B OpraHax MECTHOIO
CaMOYIIPABJICHHUS.

CocTaB W Ha3HAYEHUE PACTOPAIUTEIBHBIX JTOKYMEHTOB B MYHMIUIATbHBIX
MPEINPUITUAX U YUPEKICHUSX.

Cuctema cripaBoYHO-MH()OPMAIIUOHHON JOKYMEHTAIIUH.

Cucrtema  OpraHM3allMOHHO-TIPABOBOM  JIOKYMEHTAIlMM B OpraHax
rOCyJapCTBEHHOW U MYHULIMIIAJIbHOM BJIACTH.

Cucrema OpraHu3alMOHHO-IIPABOBOM JIOKYMEHTAIIMM B TOCYJIAPCTBEHHBIX U
MYHULIMNAIbHBIX OPTaHU3ALMIX.

Cucrema pacnopsauTeIbHONM JTOKYMEHTAallMd B PErMOHAIBHBIX OpraHax
roCyJIapCTBEHHOTO YIIPABJICHHUS.

CocraB ¥ Ha3HAYECHHE PACHOPSAUTENBHBIX JOKYMEHTOB B I'OCYIapCTBEHHBIX
MPEINPUITUAX U YUPEKICHUSX.

Hasnadenue, cocTaB 1 0COOCHHOCTH PACTIOPSIUTEIBHBIX JOKYMEHTOB.
Hasnauenne, coctraB W  OCOOEHHOCTH  CHPABOYHO-MH(POPMAIIMOHHOM
JOKYMEHTALINU.

PerucTpauust u wuHAEKcauuss JOKYMEHTOB B CHCTEME OpPraHU3alMOHHO-
pacnopsIANTENLHON TOKYMEHTAIWH.

Buasl u popMbl perucTparuu JOKyMEHTOB.

OYHKIMU PETUCTPALUH.

Tabenb hopm ynpaBieHYECKUX TOKYMEHTOB.

Opranuzanus ciayx60b1 IOY B KOHKpETHOM OpraHU3aIuu.

TexHOnoruss KOHTPOJII MCIIOJHEHUS JOKYMEHTOB B TOCYJIApCTBECHHBIX H
MYHULIMNAIBHBIX OpPraHax yInpaBJCHUS.

PermamenTamuss ~ JOKyMEHTAI[MOHHOTO  OOECIEYCHHS  yOpPABJICHHUS B
OpraHu3aIUu.

['ocynapcTBeHHOE  peryjiMpoBaHHE JOKYMEHTAI[MOHHOTO  OOeCleYeHHs



yIpaBICHUSL.

31. 3akoHOnaTenpHOE PErIAMEHTUPOBAHUE JTOKYMEHTAIMOHHOTO O00eCreYeHHs
YIPABJICHHUS.

32. OcoOeHHOCTH pabOThI ¢ KOH(PHUICHINATBHON HH(OPMALIUE.

33. CocraBienue U O(QOpPMIEHUE NPHUKA30B MU PACHOPSKEHUU M0 JHUYHOMY
COCTaBYy.

34. Vcnonb3oBaHME YIJIOBOTO OJIaHKA B MPOLIECCE JOKYMEHTUPOBAHMSL.

35. MHcnosbp30BaHue NPOAOIBHOTO OJIaHKA B MPOLIECCE JOKYMEHTUPOBAHUS.

Ilpakmuueckue 3a0anus 011 IK3ameHa

3aganue 1. CoctaBuTh U 0QOPMHUTH IOKYMEHT, MOJITBEPKAAOIINI HATUYNE
KaKHUX-T100 (PaKkToOB, COOBITHI, TEUCTBUMN, C TIPEUIOKECHUE COCTABUTENSA O TEX
Mepax, KOTOpbIe, [0 €ro MHEHUIO, TOJKEH NPEANPUHSITh PYKOBOAUTEND B
CJIO’KMBIIENCS CUTYallUH.

3aganme 2. CoctaBUTh U OQOPMUTH JOKYMEHT, COJIEPKABLUIMN IPOCHOY WK
MPEJITIOKEHNE U aJPECOBAHHBIN PYKOBOAUTEN0. ONIPENEINUTh K KAKOU TpyIIIe
OTHOCHUTCSI JOKYMEHT COIJIACHO YCJIOBUAM 3a/aHusl. JJOKyMEHT AOJKEH COAEPKATh
BCE MMOCTOSIHHBIE PEKBU3UTHI, BKJIIOYAs PE3OJIIOIUI0 PYKOBOJIUTENS, a TAKXKE
HITaMI O TOCTAHOBKE HA KOHTPOJIb.

3aganme 3. CoctaBUThb M OQOPMUTH pACHOPSDKEHHE O KOMaHJIUPOBAHHUU
COTPYJHUKOB  [UJI  NOPOBEACHUS  BBIE3JHOIO  COBELIAHUS IO  BOIPOCY
MIPAaBOMEPHOCTHU MPUBATU3ALINH 3€MEJIBHOTO y4acTKa.

Tecmoewie 3a0anus 014 >K3amena

1. enonpouzsoocmeo — amo ...

a) oTpaciib 3HaHUS

0) BUJ YIIPaBJICHUYECKOHN JAEATEILHOCTH

B) CHHOHUM T€PMHHA «JIOKYMEHTAIIMOHHOE 00eCIIeYeHre YIIpaBICHUS
r) Bcsl padoTa ¢ JIOKyMEHTAMM, HAUYNHASI C MOMEHTA UX CO3aAHUS UJIH
MOJIYYEeHHs U 10 C1a4YM B apXHUB

1) paboTa ¢ JOKyMEHTaMH

2. Hokymenmayuonnoe obecneuenue ynpasieHus - 3mo ...

a)  mpoiiecc odecrieyeHus: pabOTHUKOB JOKyMEHTaMu

0) MOATOTOBKA O(HUITUATIBHBIX JOKYMEHTOB

B) COBOKYIHOCTB PadOT ¢ JOKYMEHTAMH

r) COBOKYIHOCTH PatoT MO JOKYMEHTHPOBAHUIO M OPTraHU3aIUN PadoThI ¢
AOKYMEHTaMH

3. Moxymenmupogarnue ynpagienyeckou 0essimeibHOCmu - 9mo ...
a)  pabora ¢ TOKyMEHTaMHu



0)  JeATeTbHOCTHh PAOOTHUKOB yIPABIICHUS

B)  cocTraBiieHHne OpHUIMATBHBIX JOKYMEHTOB

r) COOTBETCTBYIOIIEE 0hOpMIICHHE O(UITHATTEHBIX JTOKYMEHTOB
o)  cocTraBjieHHe U 0()opMJIeHHE YIIPABIEeHYECKHUX JOKYMEHTOB

4. K ocnosnvim peenamenmupyrowum pabomy cayocoor JJOY Oooxymenmam
OMHOCAM ...

a) HHCTPYKUMS 110 [1eJIONPOU3BOACTBY

0) KBaTM(PUKALMOHHBIN CIPABOYHUK JIOJDKHOCTEN

B) Tabesib yHU(UUIHUPOBAHHBIX (DOPM TOKYMEHTOB

I') JOJDKHOCTHAs] MHCTPYKIIHS

1) yCTaBHBIE IOKYMEHTbI OpraHu3aluu

5. Opeanuszayus pabomsi ¢ OOKyMeHMaAMU- Mo ...

a)  Bcs paboTa ¢ IOKyMEHTaMu

0)  oTpaxkeHHe ACSATENbHOCTU OpraHU3alMH B OQULIHATBHBIX TOKYMEHTaX
B)  olecmedeHne JOKYMEHTHPOBAHHOW MH(poOpManueil pabOTHUKOB
ynpaBjieHHsl BceX YPOBHell ynpaBJieHUst

I)  COCTaBJIEHUE JOKYMEHTOOOOpPOTa OpraHu3alun

6. FOpuouueckyro  cuny  oguyuanvHomy  O0okymenmy  obecneuusaem
coomeemcmeue e2o ...

a)  TMpaBWIaM COCTABJICHHS O(PHUITMAIBHOTO TOKyMEHTA

0)  BHYTpPEHHEMY paCIOPSAKY TaHHOW OpraHU3aIluu

B)  KOMIETEHITUH JOHKHOCTHOTO JIMIIA

r)  JCUCTBYIOIIMM CPOKOM COCTABIICHHS TOKYMEHTa

)  3aKOHOAATEJbCTBY, KOMIETEHIMH U3/AI0IIEero ero OpraHa uiu
PadoOTHHUKA yNpaBJeHUsl, yCTAHOBJEHHBIM MPAaBUJIAM COCTABJIEHUS U
opopmienus

7. Ocnoénoe HazHayeHue pacnopaoumenbHoU 0esmenbHOCIU.

a)  peryJiupoBaHHMe, KOOPIAMHALMS U COIJIACOBAHUE JeSITeIbHOCTH,
MO3BOJISIIONINE PYKOBOAUTEII0 UM OPraHy ynpaBJjieHus 00ecrne4yuBaTh
JA0CTHKEHHE PaHee MOCTABJEHHbIX LeJeil

0)  peanu3anus BJIACTHBIX MOJTHOMOYHI

B)  OpraHM3aIus U KOOPIWHAIUS JeATEIbHOCTH ITOJYMHCHHBIX

r) obecrnieueHue OecrepeOoHON AESITEIFHOCTH B OPraHU3aluH

)  perylupoBaHHE, KOOPAWHAIUS U COTJIACOBAHUE COBMECTHOU JIESATEILHOCTH
BCEX OPraHOB M 3BCHBEB YITPABIICHUS IS JOCTHIKCHHSI paHee MOCTaBICHHBIX
nesen

8.  Pacnopaoumenvhvle OOKyMeHmbl OMHOCAMCA K ...
a)  NPaBOBBIM aKTaM

0)  oduIHMATBHBIM JOKYMEHTaM

B)  OpraHW3aIllMOHHBIM aKTam



r) HOPMAaTHBHBIM MaTepuaiam
1)  HOPMATUBHO — METOAUYECKUM YKa3aHUSIM

9. B pacnopsaoumenvuvix 0okymenmax ompasicaromcsi ...

a)  BJIACTHBIE MOJHOMOYMS CyObeKTa yNpaBJIeHUs

0)  BJIACTHBIE OJHOMOYHUS PYKOBOJUTENSI KOHKPETHON OpraHu3aluu
B)  BOINPOCHI TEKYIEH ACSITEIBHOCTU OpraHU3aAlNU

r) OpraHU3alMOHHbBIE OTHOIICHUS

1)  BIACTHbIE MOJHOMOYHMS OpraHa yIpaBiIeHUsS

10.  Cnpasouno-unopmayuonnvie OOKyMeHmMbl codepacam  uHgopmayuio,
UOVIYYIO ...

a)  OT HU3LIMX YPOBHeil ynpaBJieHUsl K BbICIIUM

0)  OT BBICIIMX YPOBHEHN yNpPaBIIC€HUS K HU3LIUM

B)  OT PYKOBOJUTENS K MOAYNHEHHBIM

r) OT CyObEKTa yNpaBJIeHUs K O0BEKTY

1)  OT OJIHOTO PYKOBOJHUTENS K APYTOMY

11.  Cnpasouno-ungopmayuonuvle 0OKyMeHmul ...

a) He CO/IeP:KAT MOPY4YeHuil, 00A3bIBAIOIINUX JeHCTBOBATH CTPOTO
onpeaeJeHHbIM 00pa3oM

0)  coaepkar mopy4eHwus, 00sS3bIBAIOIINE IEHCTBOBATH CTPOTO OMPEICICHHBIM
obpazom

B)  O(OpPMIISIIOT BIACTHBIC MOJTHOMOYHS PYKOBOIUTENICH

r)  SIBJISIOTCS MPAaBOBBIMU aKTaMH

n)  ohOpMIISIIOT OPraHU3AIIMOHHBIE OTHOIIECHUS

12.  Cnpasgouno-ungopmayuontvle 0OKyMeHmul ...

a)  coaepxat uHGpopManuIo, NOOYAKAAIIYI0 IPUHUMATH ONpeaeeHHbIe
penieHus

0)  He coaepaT uHpopMaIio, ToOYKIAIOIIYI0 IPUHUMATH OIIPeIeTICHHbIE
pelIeHHUS

B)  MOTUBHUPYIOT paOOTHUKOB yIIPaBICHUS

r) OpPraHU3yIT COBMECTHYIO NEATEIbHOCTD

)  pacmpeiessitoT MOJTHOMOYUS

13. B opeanuzayuonHO-npagosuix OOKYMEeHmax ompaxcaemcs yHKyus ...
a) OpraHu3amun

0)  TUIAaHUPOBAHUS

B)  peryJaupoBaHUs

r) KOOpJMHAIUN

) MOTHBAIUNA

14.  IlImamnoe pacnucanue 6gooumcs 6 oelicmasue ...
a)  CIepBOro iHBaps KaMJ/a0ro roaa
0)  Tocie BU3MPOBAHUS IJIABHBIM OyXrajaTepoMm



16.

ITOCJIC IMOAIIMCAaHUA PYKOBOAUTCIICM OpraHu3aluin
IMOCJIC COTrjIaCoOBaHMs C BhIIICCTOAIIMM OPTraHOM YIIPABJICHUA
IMOCJIC BUBNPOBAHUA U NTOAIIMCAHMA

Hokymenmul no 1uuHoMy cocmagy npeoHasHavervl 0Jisk OPOPMAEHUS ...
TPYAOBBIX MPABOOTHOIIEHU A

TIOJIO’KEHUST paOOTHHKA B OpraHU3aIluu

OTHOIIEHUH MEXITy paOOTHUKAMHU

MOJIOKEHUS paboToaTeNs M pabOTHHUKA

JESITETHHOCTH PAOOTHHUKA B OpraHU3alluN

Ilpu npueme mna pabomy cocmag npeoCmMagIAeMbiX NPEemMeHOeHmoM

O0OKYMEHmMO8 OnpeoeeH ...

a) 3aKO0HOAATEJNbCTBOM PO

0)  3aKOHOJATEIbCTBOM PETrHOHA

B) KOHCTUTYyLHen PO

r) ['paxxmanckum konexcom PO

) AJIMUHHUCTPaTUBHBIM KOJiEKCOM PD

17.  OcHo8HbiM OOKYMEHMOM NO y4emy JUYHO20 COCMABA AGAemCs ...
a)  JIMYHAsl KAPTO4YKA Pa004YHX M CJIY:KaIIUX

0)  JUYHBINA JUCTOK IO YYETYy KaJapoB

B)  JKypHaJl PETUCTpAIMH TPYAOBBIX KHUKEK

r) TPYyAOBasi KHIKKa

)  TPUKA3bI IO JUIYHOMY COCTABY

18.  Ilpoexm npuxaza no JAUYHOMY COCMABY NOOAEHCUM 00A3AMENLHOMY
BUZUPOBAHUIO ...

a) IOPUCTOM

06) pabOTHUKOM

B) PYKOBOAUTENEM MOAPA3ICITCHUS

I)  PYKOBOJUTEJIEM OpraHU3alluu

1)  TJIaBHBIM OyXTrajaTepoMm

19.  Ocrnosanuem 05 opopmaeHus Y80abHeHUsL pAOOMHUKA ABIACMCA ...
a) 3asiBJieHHe pa0OTHUKA

0) npuka3 00 YBOJbHCHUH

B)  pacmopsbKeHue 00 YBOJbHEHUU

T) JIOKJIaJIHAs 3aIliCKa

) aKT

20.  Lenb konmpoas 3a ucnoineHuem 0OKyMEeHMOS 6 ...

a) CBOEBPEMEHHOM U KAYeCTBEHHOM HMCIOJHEHUH JOKYMEHTA 10 CyILEeCTBY
U CpoOKaM

0)  MpOBEICHUHU CBOEBPEMEHHOr0 aHaJIN3a MOJYUYEHHBIX IOKYMEHTOB
B)  YTOYHEHHE CPOKOB MCIOJHEHUS JOKYMEHTOB



r) IIPOBEPKE UCIOJHEHMS JOKYMEHTA I10 CYIIECTBY PACCMAaTPUBAEMOTO B HEM
BOIIpOCa

1)  BBIJAYe PACIOPSHKEHUS 1O BBITOJIHEHHIO KOHKPETHBIX MEPONPUATHH,
M3JIOKEHHBIX B IOKYMEHTE

21.  J[na onmumusayuu u coxpaujeHusi 00OKyMeHmMonomoKko8 Heobxooumo: ...

a) pa3padoTaTbh TEXHOJOTMYECKHE CXeMbI ABHKEHUS TOKYMEHTHPOBAHHOM
uHopManUU

0)  mpoBeJeHUE UHCTPYKTUBHBIX 3aHATUN

B) cocTaBlieHHe HHCTpyKIuu 1o J10Y

r) co3nanue ciyxos1 JIOY

)  ONpeAelICHHE KOHKPETHBIX UCIIOIHUTENIEH, OTBETCTBEHHBIX 3a MOATOTOBKY
JOKYMEHTOB

22, Jlna ¢uxcayuu u ananusa 08udceHusi OOKYMEHMOo8 COCMAasusaom. ..
a)  IUIaHbI-TpaduKH

0) MapUIIPYTHO-TE€XHOJIOTHYECKHE CXeMbI

B)  JODKHOCTHBIC HHCTPYKIIUU

r) rpaduxu

1)  yKazaHus

23.  OcHosHoe mpebosanue K HoMeHKiamype 0eil ...
a)  COOTBETCTBHE 3aKOHOJATEIIbCTBY

0)  oXBaT BceX JOKYMEHTOB OpPraHHM3aluu

B) o0OecrieueHue IPUINIECKON CHUITbI JOKYMEHTaM
r) JIOCTOBEPHOCTh

)  CBOEBPEMEHHOCTH

24.  Cpoku xpanenus den bvigarom ...
a)  NOCTOSIHHbIE, BpeMEeHHbIEe

0)  TOCTOSTHHBIE

B) 1o 1 roga

r) 1o 10 et

n)  no 7 jer

e) g0 1 roga, mocTOsSTHHBIE

25.  Dopmuposanue oen - 3mMo SpYNNUPoKa UCNOJIHEHHBIX OOKYMEHMOS ...

a) 10 CPOKAM XPaHEHUS

0) mo aapecaram

B)  TIO HalpaBJICHUSIM JCATEIHHOCTH

r) B COOTBETCTBUM C HOMEHKJIATYPOIi 1eJ1 M CHCTeMaTH3aIUsA JOKYMEHTOB
BHYTPH j1ejia

1) B 3aBHCHMOCTH OT JIaThl MX UCIIOTHCHUS



26. Oxcnepmmuas komuccusi oOpazyem 2epynnvl OOKYMEHMO8 C Pa3IudHbIMU
CPOKAMU XPAHEHUSL: ...

a) OJIVH JIeJIONPOU3BOJICTBEHHBIN T'OJT

0)  TMOCTOSTHHOIO XpaHEHUs B rOCYJapCTBEHHBIX apXHUBaxX

B)  BpeMeHHOro xpanenus (xo 10 jer)

r) BPEMEHHOT'O XpaHEHHUs B BEJIOMCTBEHHOM apxuBe (cBhiie 10 jeT)

)  MOOJJIeXalllie YHUYTOXKEHUIO B CBSI3U C UCTEYEHUEM CPOKA XpaHEHUS

27.  Ilepeoaua den 6 apxug npouzeooumcs ...

a) 110 OMHUCHM;

6) 1o rpaduky;

B)  TIO OMHCSIM U B COOTBETCTBHE C TpaduKOM;

I) IO PacHoOpsHKEHUIO0 PYKOBOJMUTEIS OpTraHU3AIINH;
1)  TO pacHopsDKEHUIO PyKOBOAMTEIS apXHBa.

28.  Opeanusayus pabomsi ¢ 00OKyMeHmMamu ekaodaem 6 cebs pabomul ...

a)  COCTaBJEHUE JOKYMEHTOB

0) odopmiIeHHE TOKYMEHTOB

B)  mepenaya JJIOKYMEHTOB BHYTPH OpTraHU3AINN

T) pacnpeneneHue padoT ¢ TOKyMEHTaMU MEXIy pabOTHUKAMU YIIPaBICHUS
)  oDecrevyeHHe JOKYMEHTHPOBAHHON HH(popManueil palOTHUKOB Bcex
YPOBHell ynpaBjeHust

29.  Knaccuguxayus O00OKyMeHmos 8 3a8ucumocmu om cgepol OessmerbHOCmu
yenoseka npedycmampugsaem oenenue ux Ha ...

a)  JU4YHbIe U O(pMUIHATbHbIE

0)  odunManbHBIC U yIIpaBICHYECKUE

B)  YIpPaBJICHYECKHUE U JICTOBBIC

r)  BHYTPEHHHUE U BHEITHUE

)  CpPOYHbIC U OOBIYHBIE

30.  Knaccughuxayus 0okymenmos 6 3a8UCUMOCHU OM MeCmd UX COCMABIeHUs]
npedycmampugaem oeienHue ux Ha ...

a)  BHYTpPeHHHeE U BHEIIHUE

06)  oduuUaTbHbIC U TUYHBIC

B) CpPOYHBbIE U OOBIYHBIE

I)  OpPraHM3aIllMOHHBIC U PACTIOPSIUTCIHHBIC

1)  MpaBOBbIE U KOMMEPYECKUE

Komnemenyus: enadenuem Hasvlkamu MNOUCKA, AHAAU3A U  UCHOLb30GAHUSL
HOPMAMUBHLIX U NPABOBLIX  OOKYMEHMO8 6  C80ell  NpOPecCUOHANIbHOU
oesmenvrnocmu (OIIK-1)

BO”pOCbl K IK3ameny

1. TlonsiTvie u 3TaIbl IETONPOU3BOJICTBA.
2. Uenp u copepkannue KOHTPOJISA UCIIOTHEHUS TOKYMEHTOB.



N oWk

10.
1.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.
32.
33.

34.

35.
36.
37.
38.

Opranuzanusi TEKyUero XpaHeHus: JOKYMEHTOB B OpraHU3allysaX U OpraHax
roCyJJapCTBEHHOTO U MYHULIUIAIIBHOTO YIPABIECHUS.

HNHcTpyKIMs 110 A€I0IPOU3BOACTBY.

Dopmyisip 1 hopmysip-o0paszel NprKas3a o OCHOBHON JAESTENbHOCTH.
Dopmyiisip 1 hopmyIsip-oOpaszer] mprKasa 1o JMIHOMY COCTaBY.
CocraBnenue u odopMIIEHHE TPUKA30B, PACHOPSDKEHUM MO OCHOBHOM
JEeSTENbHOCTH.

CocraBnenue 1 opopMiIeHHE NOCTAHOBICHUM.

Cocrasnenue 1 0ohopMIIEHUE PELICHHH.

dopmyiisap 1 hopMmysp-oOpaselr aKra.

CocraBnenue u opopMiIeHUE aKTOB.

®opmyisip 1 popmysip-oOpaszel mpoToKoia.

Cocrapnenue 1 0(hopMIIEHHE TPOTOKOJIOB.

dopmyiisip 1 hopmylisip-oOpaszel 3asiBICHUS.

Cocrasyienue u 0opopMIICHUE 3asIBJICHUM.

®opmyitsip 1 popMyIsip-o0paszel JOKIAIHbIX U OObICHUTEIbHBIX 3aIIUCOK.
Dopmyisip 1 hopmyisip-oOpaselr CrpaBok.

CocraBnenue 1 opopmiIeHHE CIIPABOK.

dopmyJisip U hopmyIsip-oOpaszeln mucem.

CocraBnenue 1 0pOpMIIEHUE JAETOBBIX MTUCEM.

PexBuzut «HanMeHnoBaHre opranuzanum.

PexBu3ut «Anpecary.

PexBusut «I'pud yTBEepKI€HUS TOKYMEHTa.

PexBusut «Pe3omtonus».

PexBU3UT «3aroJoBOK K TEKCTY».

PexBusut «Tekcr».

PexBu3ut «OT™METKA O HATUYUH MPUITOKEHUSD.

PexBusut «lloamucey.

PexBusut «OT™MeTKa 00 MCTIOJHEHUU JJOKYMEHTA M HAMPABIICHUE €r0 B JIETI0».
CocTtaB peKBU3UTOB 3ar0JOBOYHON YaCTH TOKYMEHTA.

CocTtaB peKBU3UTOB 00IIEro O1aHKa.

CocTaB peKBU3UTOB OJIaHKA JIJIs1 TUCEM.

Hcnonp3oBanue pexBuzuta «l'ocymapctBennbii repd Pd» B mporecce
JOKYMEHTHUPOBAHMUSI.

PekBuzur  «OMmOnema  opraHu3zallud WJIM  TOBAapHbIM  3HaK  (3HaK
00CITyKUBaHUS).

PexBusut «CnipaBouHbI€ TaHHBIE 00 OpraHU3aAIUN.

BapuaHTsl anpecoBaHus JOKYMEHTA.

PexBusut «Jlatay.

PexBusut «Pe3omtonus».



Ilpakmuueckue 3a0anusn 011 IK3ameHa

3apanme 1. Mcnonb3ys NCXOIHBIE JaHHBIE TPOBEPUTH NMPABUIIBHOCTh COCTABIICHHUS
1 0(OpMJIEHHUS MPOTOKOJIA U NMPU HAJTMYUHU B HEM OLIMOOK COCTABUTH MPABUIIbHBIM
JOKYMEHT.

3ananue 2. Mcnonb3yst ICXOHBIE JAHHBIE TPOBEPUTH NMTPABUIIBHOCTh COCTABIEHUS
1 opopMIIeHUS PUKa3a W IPU HATMYMU B HEM OLIMOOK COCTABUTH MPABWIbHBIN
JOKYMEHT.

3amanue 3. Mcnosib3ysi HCXO/AHbBIE IAaHHBIE POBEPUTH MPABUILHOCTH COCTABIICHUS
1 o(OpMJICHUST PEIICHHS ¥ TIPU HAJTUYNH B HEM OIMMOOK COCTaBUTH MPaBUIILHBIN
JOKYMEHT.

Tecmoewie 3a0anus 014 IK3amena

Knaccugpurxayus ookymenmos no npoucxoxicoenuio ...
JIMYHbIE U 0pUIHAIbHBIE (CJIy:KeOHbIe)
ouIHMaTEHBIC U YIIPABICHUECKHE

YIPABJICHYECKHE U JICJIOBBIC

BHYTPEHHHE W BHEIITHHE

CpPOYHBIC U OOBIYHBIC

Knaccugpurayus ookymenmos 6 3asucumocmu om mecma ux cOCmMagieHus
npeodycmampugaem oeleHue ux Ha ...

BHYTPEHHNE U BHEIIIHUE

MPaBOBBIC U KOMMEPUECKHUE

CpPOYHBbIE U OOBIYHBIE

BHYTPEHHUE U BHEITHUE
OpraHU3allMOHHBIE U PACIIOPSIUTEIbHBIC

KJZCICCM(pMKaL;M}l OOKyMeHWlOG 6 saeucumocmu om

00s13amelbHOCMU UCHOIHEeHUS. npedyczwampueaem oenenue ux Ha ...

a)
6)
B)
r)

4.

AUPEKTUBHbIE

MPaBOBbIE U KOMMEPUECKHUE
CpPOYHBIE U OOBIYHBIE
BHYTPEHHUE U BHEITHUE

Kﬂaccuqbukab;uﬂ OOKyMeHWZOG 6 3asucumocmu ont cmeneru ux

NOOUHHOCIU Npedycmampugaenm oejleHue ux Ha ...

a)
0)
B)
r)
hiy)

obUIIMAIbHBIC U JINYHBIE

CpPOYHBIC U OOBIYHBIC

YEPHOBUKH, TIOIJTMHHUKA

YEPHOBUKH, OCTTOBOW IOKYMEHT, TOJTMHHUK, KOITUU
Komusl, Ty0JIMKAT, OTILYCK

cmenernu



5. Knaccugpurayus ookymenmos 6 3agucumocmu om cpoKo8 UcnoiHeHus
npeoycmampueaenm oeleHue ux Ha ...

a) CPOYHbIE U O0bIYHbIE

0)  AyOnuKaThl U BHIMUCKU

B)  BHYTPEHHHUC U BHEITHUE

r) O€JIOBbIC U YEPHOBBIE JOKYMEHTHI

)  TOJJIMHHUKU U KON

6. OpeaHu3ayuonnas 0esamenrbHOCms OMpaicaemcs 8 maKux opeaHu3ayUuoOHHo-
npagosvix 0OKYMeHmax Kax.: ..

a)  ycTaB, NMOJIOYKEHHE, T0JLKHOCTHAS HHCTPYKI[US, 10TOBOP, IITATHOE
pacnucaHue

0)  ycTaB, OJIOKCHHE, TOJDKHOCTHAS MHCTPYKIIHS, IOTOBOP, PACIIOPSDKCHUE,

IITATHOC PaCIIMCaHHC

B)  yCTaB, OJIOKEHHE, TOJKHOCTHAS MHCTPYKIIMS, I0TOBOP, PACIIOPSKEHUE,
yKa3zaHue

I)  YyCTaB, [IOJIO)KEHHE, TIOCTAaHOBJIEHUE, PELIEHNE, IITATHOE PACIIMCAHNE
1)  ycTaB, JOTOBOD, YKa3aHUE, PELICHHUE

7. Op2aHu3ayuoHHO-Npagosvie OOKYMeHmbvl YCMAHABIUBAIOM ...

a)  CTaTryc OpraHu3alnuM U e¢ BHyTPEHHHUX 3JIEMEHTOB

0)  BJIAcTHbIC MOJHOMOYHS PYKOBOAMUTEICH

B)  HOPMBI IOBEJICHUS B OPraHU3aluu

r) nopAIOK obecrneueHrs UHPOpMalUy BCEX YPOBHEN yIPABICHHUS

1)  JBI)KEHHE MH(POpMalUU BHYTPH OpraHU3alun

8. Op2aHu3ayuoHHO-NPpagosvlie OOKYMEHMbl COOEPAHCAM NOTOHCEHU ...
a)  CTPOro odsi3arejibHbIC K HCIIOJIHECHHUIO

0) moOyXIarIxe pyKOBOJUTEIICH K OTIPEICIICHHBIM JICHCTBUSAM

B) bukcHpyIolMe XapaKkTep CIOKUBIICHCS YIIPABICHUECKONW CUTYaIuU
r)  o0s3bIBaoIIKE 00ECEeYNBATh BCE 3BEHbsI YIIPABIICHUS HYKHOM
uHpopManuen

1)  CTPOro o0s3aTeNbHbIE K HCIIOJHEHUIO U PEATU3YIOIINE HOPMBI

AJIMUHUCTPATUBHOI'O ITpaBa

9. Yemas —amo ...

a) NMPABOBOM aKT, ONPEACHASAIOIIUN CTPYKTYPY, GQYHKIMH U IpaBa
OpPraHu3alnuu;

0)  IOKyMeHT, GUKCHPYIOUTUI TIpaBa OPraHU3aIlnu;

B)  yYpEIUTEIbHbIA JOKYMEHT;

r) JTIOKYMEHT, ONPEACIISIONINNA MOJT0KEHUE OpTraHU3allii B OOIIECTBEHHOM

paszeneHuu Tpyaa;

hiy)

10.

JIOKYMEHT, (PUKCUPYIOIIHI pa3eieHus: Tpy/ia B OpraHu3aluu.

Llonoorcernue - smo ...



a) NPaBOBOM aAKT, ONpeAeJAIINA NOPSA0K 00pa30BaHus, IPaAaBOBOE
MOJIOKEHH e, IPaBa, 00I3aHHOCTH, OPraHU3alUI0 PA00THI OPraHN3aluM U ee
CTPYKTYPHBIX 3JIEMEHTOB

0)  JTOKyMEHT, ONpEAEIISIONINI CTaTyC OpraHu3aluu

B)  JIOKYMEHT, ONPEIEISIOIMI CTaTyC OpraHu3allui U €€ CTPYKTYPHBIX
AJIEMEHTOB

r) IPaBOBOM aKT, ONMPEACIIAIONIMNMA MOPSAOK AEITEIbHOCTH OpraHUu3aluu

1)  9TO IPABOBOM aKT, ONPEAEISAIONINNA CTaTyC CTPYKTYPHBIX MOpa3eIeHHMI
OopraHu3anuu

11.  Jonsicnocmuas uncmpyKyus — amo ...

a) IPAaBOBOM aKT, U31aBaeMblil OPraHu3alMed B He/IsIX perJaMeHTalun
OPraHU3alMOHHO-NIPABOBOIO MOJIOKEeHUsI Pa00THHKA U 00ecTeYnBAKOLIHIT
ycJaoBus 1J1s ero 3pdexTuBHOI padoThI

0)  JOKYMEHT, OIpeIesIOni CTaTyC paOOTHUKA B OpraHU3alluu

B)  JIOKYMEHT, ONPEJEISIIOUINI MOJ0KEHHE paOOTHHUKA B OpraHU3aluu

I)  MPaBOBOM aKT, PErJaMEHTUPYIOMIMMI MOPSAOK I€ATEIbHOCTH paOOTHUKA B
OpraHu3aluu

1)  MPaBOBOM aKT, ONPENEISIOMUNA 00s13aHHOCTH pa0OTHUKA B OpraHU3aLNU

12.  Hlmamnoe pacnucanue — 3mo ...

a) IPABOBOM aKT, ONPEACJAIOIIUN CTPYKTYPY, YMCJICHHOCTD,
JAOJZKHOCTHOM €OCTAaB PAa0OTHUKOB OPraHU3AlMHU ¢ YKa3aHUEM HX
JTOJIZKHOCTHBIX OKJIa/10B

0)  JOKYMEHT, COJIepKallliii MepeUeHb TOHKHOCTEN B OpraHu3aluu

B)  JIOKYMEHT, COJIep KAl MepevyeHb JOHKHOCTEN PAaOOTHUKOB C yKa3aHUEM
UX OKJIaJIOB

r)  MepeyeHb JOKHOCTHBIX OKJIaJOB pa0OTHUKOB OpraHU3alMU

1)  MepeyeHb JOHKHOCTEW paOOTHUKOB MOJAPA3CICHUEM C YKa3aHUEM UX
OKJIaJIOB

13.  Kaoposbie nepemewjenusi pabomHuKo8 8 OpeaHu3ayuu 0Qopmisom ...
a) NMPUKa3aMu (pacnopsizKeHUSIMHU) 110 JTUYHOMY COCTABY

0) mnpukazaMu (pacTOPSKEHUSIMU)

B) IIpUKa3aMHu

I)  pacnopsLKeHHSIMHU

) yKa3aHUSIMU

14.  Ilpu ysonvHenuu pabomuux nuuiem 3aa6ieHue ...
a)  PYKOIIUCHO

0)  MAaIIMHOMHUCHO

B)  HaJucrte Oymaru ¢popmata A—4

r)  Ha CTaHIApTHOM JIMCTE Oymare

n)  Haaucte Oymaru ¢popmara A—5



15.  Jluunoe oeno — smo ...

a)  COBOKYIIHOCTbH IOKYMEHTOB, COAEPKALIMX MOJHbIE CBEACHHS 0
padoTHHKe

0)  JTOKYMEHTHI 10 JIMYHOMY COCTaBY

B)  Mamka ¢ JOKYMEHTaMH O paOOTHUKE

r)  MepeyeHb JOKYMEHTOB 10 TPYJAOBOU JIEATEIbHOCTH paOOTHHKA

)  HaOop MpUKa30B MO KaJAPOBBIM NEPEMEIICHUSIM pabOTHUKA

€)  MpHUKa3bl U JUYHAS KapTOuKa

16.  Jlokymenmvl no 1uuHOMy cOCMAagy npeoHa3Hauensl 0l OYOPMIEHUSA ...
a)  TPYAOBBIX MIPABOOTHOLIEHHU

0)  momoxeHus pabOTHHKA B OpraHU3aluU

B)  OTHOIICHHI MEX]y paOOTHHUKAMHU

r) NoJIOXKeHUs paboToaaTesst U pabOTHUKA

) JeATeNIbHOCTU pabOTHUKA B OpraHu3aIuu

17. Ilpu npueme wna pabomy cocmag npeoOCmMasIgemMvlx NpPemeHOeHmMoM
OOKYMEHMO8 onpeoeseH ...

a) 3aKOHOAATEJIbCTBOM PO

0)  3aKOHOJATETHCTBOM PETHOHA

B) KOHCTUTYyLHen PO

T) ['paxxpanckum kopekcom PO

) AJIMUHHUCTPATUBHBIM KOJeKCOM PD

18, Ocnoéubim 00KyMeHmoMm no yuemy JUYH020 COCMABa AGNAEMcs ...
a)  JIMYHAs KAPTO4YKAa Pa0oyHX H CIY’KaIIUX

0)  JUYHBINA JUCTOK MO YYETYy KaJapoB

B)  JKypHAQJ PETHUCTPAIUU TPYIOBBIX KHUKEK

r) TPyA0Bask KHIKKa

)  TPUKa3bI O JUYHOMY COCTABY

19.  Ilpoexm npukaza no JIUYHOMY COCMABY NOONEHCUM O00A3AMETbHOMY
BUZUPOBAHUIO ...

a) IOPUCTOM

0) pabOTHUKOM

B)  PYKOBOAUTEIEM MOAPA3IACICHUS

r)  PYKOBOAWTEIEM OpPTaHU3aINU

1)  TJaBHBIM OyXrainTepoM

20.  Ocnosanuem 015 0ghopmieHUsL YBOIbHEHUS PAOOMHUKA ABNAEMCA ...
a)  3asiBJleHMe PAa0OTHHKA

0) npuka3 00 YBOJbHCHUHN

B)  pacropsbkeHue 00 YBOJbHEHUHU

T) JIOKJIaJIHAs 3aIliCKa

I)  aKT



21.  Ilpasumenvcmeo PD uzoaem pacnopsaoumenvhvle OOKYMeHMblL:
a)  MOCTAHOBJIEHUSI, PACTIOPSKEHUS

0)  I[OCTaHOBJIEHMS, PACTIOPSKEHHUS], TOJ0KEHUS, UHCTPYKIIUU

B)  TIOCTAHOBJICHUS, PACTIOPSHKCHUS, YKa3aHUs, WHCTPYKITUU

I)  TOCTAHOBJICHUS, PCUICHUS, YKA3aHMS, aKThI

)  pacropsDKeHHs, YKa3aHUs, aKThl, HHCTPYKIIUH

22. B ¢popme nocmanosnenuti npasumenscmao P® uzoaem ...

a)  NpaBoOBble aKTbl, MMeEIONIEe HOPMATUBHBIH XapaKTep

0)  MpaBOBbIC aKTHI MO TEKYIUM BOIIPOCAM

B)  odunmanbHble JOKYMEHTHI, HMEIONUE HOPMATUBHBIN XapaKTep
r)  odunmanbHpIe JOKYMEHTHI IO ONIEPATHBHBIM BOIIPOCAM

) IO BCEM BONIPOCAM JICSITEIbHOCTH ITpaBUTesibcTBa PO

23. B ¢ghopme pacnopsocenuti npasumenvcmea P® uzoaem...

a)  MPaBOBbIE AKTHI M0 TEKYIIUM ONEPATHBHBLIM BONpPOCcamM

0)  MpaBOBbIE aKThl, UMEIOIINE HOPMATUBHBIN XapaKkTep

B)  odunmanbHBIE JOKYMEHTHI, IMEIONTNE HOPMATUBHBIN XapaKTep
r)  odunmanbHBIE JOKYMEHTHI IO ONEPATHBHBIM BOIIPOCAM

o)  ouIMalbHbIE JOKYMEHTHI IO TEKYIIIUM BOIIPOCAM

24.  Ilpe3uoenm PD uzoaem pacnopsioumenvhbvle OOKYMEHMbL 8 UOe:
a)  YKa30B, paclOpsHKCHHM

0) yka3oB

B)  pacnopsbKeHUi

r) YKa30B, ITIOCTAHOBJICHUU

)  pacnopsbKeHUM, yKazaHun

25.  DedepanvHbiMu  opeamamu  UCNOJHUMENLHOU  61ACMU  U30AIOMCA
HOpMAamueHble npagosvie aKmul 8 guoe:

a) IIOCTAHOBJICHUM, pPAaCIOPsDKEHUM, IIPUKAa30B, [PABWI, HUHCTPYKLUH,
ITOJIOKECHU N

0)  TOCTAaHOBJIECHWH, pACHOpPSHKEHUW, TPUKA30B, TPaBWI, HHCTPYKIIUH,
MOJIOXKEHHI, aKTOB

B) IMOCTAHOBJICHHH, PACTIOPSIKEHUM

r) ITIOCTAHOBJIEHUM, PACTIOPSIKEHHUH, YKa3aHUN

1)  TOCTAaHOBJIICHUM; PEIICHU, YKa3aHUI

€)  IPUKA30B, paCHOpPsHKEHUN

26. [Ihasa aomunucmpayuu Kpacnooapckozo kpas uzoaem:

a)  TMOCTAHOBJIEHHS M PACTIOPSIKEHUS

0)  pelieHus: U MOCTAaHOBJICHUS

B)  paCIOpPsDKCHHS M YKa3aHUs

I)  YKa3bl M pacCloOpsHKCHHSI

IMPUKA3bl U ITIOCTAHOBJICHUA



27. B pecuoHanvbHulX 0peaHax UCNOJIHUMENbHOU 61ACMU NpU  peuleHuu
onepamueHbiX 60NPOCO8 U30AIOM ...

a)  NPHKa3bl

0)  mpuKa3bl U paCHOPSIKEHUS

B)  pacHopsbKeHHs, yKa3aHus

I)  pacrnopspKeHHs

1)  yKazaHus

28.  Opeanvl Mecmuo2o camoynpasieHus u30aom npasosvie aKmol 6 uoe...
a) pelleHn i, TOCTAHOBJICHU I

0)  mpukaszoB

B)  pacHnopsLKEHHM

r) YKa3aHAU

1)  JOTOBOPOB

29.  I'naéa MyHuyunanbHo2o 00pa308anus u30aem npasosvle aKkmol 8 U0e...
a) MOCTAHOBJICHUH, PACIIOPSIKEHUM

0) mpuKka3oB

B)  yKa3aHui

r) peneHun

) IIOCTAHOBJIEHUI

30. Ilpeocmasumenvuvlii. opean MeCMHO20 CAMOYAPAGIEHU NPUHUMAEm
npasogvle akmol 6 ghopme ...

a)  peuleHui

0)  TOCTaHOBJIEHUU

B)  yKazaHUM

r)  pacnopsbKeHUU

1)  yKa3aHUMH, TOCTAHOBJICHUU

7.4. Meroauyeckne MaTepuajbl, ONpeleJsOIINe NPOUEAYPbI
OLCHMBAHUA 3HAHMH, YMEHMH M HABBIKOB, XaPaKTePHU3YKIUMX 3TAlbI
(popmupoBaHus KOMIIETEH U

KOHTposb OCBOEGHMSI [UCUMIUIMHBI M OLEHKAa 3HAaHUM 00yyarolmuxcs
npousBoautcss B cootrBeTcTBUU c [lnm Kyol'AY 2.5.1 «Tekymuid KOHTpOJb H
YCIIEBAEMOCTH ¥ ITPOMEKYTOUYHOM aTTECTALIMU CTYIEHTOB)

Ycemmuwuii onpoc.

YCeTHBIE  OpPOC — METOJ, KOHTPOJS 3HAHWUM, 3aKIIOYAIOIMIMICA B
OCYILECTBIICHUM B3aUMOJCUCTBHS MEXKIYy MPENOJABATENIEM W CTyIAEHTOM
MOCPEJICTBOM TOJIYYEHHsI OT CTYJIEHTa OTBETOB Ha 3apaHee CPOpMYyIHpPOBAHHBIE
BOITPOCBI.

Kpurtepuu onenku 3HaHu# 00y4yaeMbIX NPHU MPOBEIEHUM ONPOCA:



O1eHKa «OTJMYHO» BBICTABISIETCS 3a IIOJHBIM OTBET HA IOCTABJICHHBIN
BOIIPOC C BKJIIOYEHUEM B COJIEp’KaHHWE OTBETA JICKIIUHM, MAaTEPUATIOB YUYCOHHKOB,
JIOTIOTHUTEIIBHON JTUTEPaTyphl O€3 HABOSIINX BOIIPOCOB.

OLeHka «XOpoII0» BBICTABISAECTCS 34 IOJIHBIA OTBET HA IOCTABJICHHBIN
BOIIPOC B 00bEME JIEKIIMU C BKIIOYEHUEM B COJIEpKAHUE OTBETAa MaTepHUaJiOB
YYEOHUKOB C YETKMMH TOJIOKUTEILHBIMA OTBETAMU Ha HABOJSIIHME BOIPOCHI
MPETo/IaBaTeN .

OueHka «yIOBJETBOPUTEJIbHO» BBICTABISAECTCS 3a OTBET, B KOTOPOM
03By4YeHO 0oJiee MOJIOBUHBI TPeOyeMOoro Marepuaia, ¢ MOJIOKUTEIbHBIM OTBETOM
Ha OOJIBIIIYIO YaCTh HABOSAIIUX BOIIPOCOB.

OleHKka «HEYIO0BJEeTBOPUTEIbHO)» BBICTABISETCS 3a OTBET, B KOTOPOM
03BYUY€HO MEHEE IMOJOBHHBI TPEOyeMOro MaTepHaia Wil HE 03BYYEHO IJIaBHOE B
COJZICpKAaHUM BOIIPOCA C OTPUIATEIILHBIMUA OTBETAMHU HA HABOJSIIIME BOIPOCHI WU
CTYJIEHT OTKa3aJcs OT OTBeTa 0e3 MpeABapPUTEILHOTO OOBSICHEHUS YBAKUTEIbHBIX
MIPUYHH.

Hoknao

Jloknaq — 9TO TIHMCBbMEHHOE WM YCTHOE COOOIIEHHWE, Ha OCHOBE
COBOKYITHOCTU paHee OMyOJUKOBAaHHBIX MCCIICIOBATEIILCKUX, HAYUHBIX paOOT WIH
pa3pabOTOK, IO COOTBETCTBYIOIICH OTpacid HAyYHBIX 3HAHUN, HMMEIOIINX
OoJpllIoe 3HAYEHUE [JII TEOPUHM HAayKM U MPAKTHYECKOro MPUMEHEHHs,
npeAcTaBiIsieT co0oM 0000IIEHHOE U3JI0KEHUE PE3yIbTaTOB IPOBEIECHHBIX
UCCJICIOBAaHNUM, SKCIEPUMEHTOB M pa3pabOTOK, H3BECTHBIX IIUPOKOMY KPYTY
CIICIIMAJIMCTOB B OTPACIM Hay4dHbIX 3HaHUM. CONMpOBOXKIAETCS IIpe3eHTalUeH
MaTepuaa.

Leab moaAroToOBKM J0KJIaAA:

— chopMHUpOBaThL HAYYHO-HCCIICOBATEIILCKAE HABBIKK W YMEHUS Y
oOyyarolerocs;

— CIIOCOOCTBOBATH OBJIAJICHUIO METOJIaMU HAYYHOT'O ITO3HAHMSI,

— OCBOWTPH HAaBBIKH MMyOJIMYHOTO BBICTYTUICHHUS,

— HAYYUTHCS KPUTHYECKH MBICITUTD.

TexcT pokmaga MOKEH COJEep)KaTh apryMEHTHPOBAHHOE W3JI0KEHHE
onpenencHHOW TeMbl. Jlokiaax JOKeH OBITh CTPYKTYpUPOBaH M BKIIOYATh
BBEJICHHE, OCHOBHYIO YaCTh, 3aKJIIOYCHHE.

Kpurepuu oneHky 3HAaHUH 00Y4al0IIMXCS PH BHICTYIJIEHHH € JIOKJIAIOM

[Tokazarens I'papanus bamnbt
CooTBeTCTBHE JIOKJIa/a 3asB- | COOTBETCTBYET MOJHOCTHIO 2
JIEHHOM TeMe, LEJIN U 3aJladyaM | €CTh HECOOTBETCTBUS (OTCTYILICHHUS ) 1
MPOEKTA B OCHOBHOM HE€ COOTBETCTBYET 0
CTpyKTypUpPOBaHHOCTh CTPYKTYPHPOBAHO, O0ECTIEYHBACT 2
(opranu3zarius) JOKJIaNa, | CTPYKTYpUpPOBAHO, HE 00ECIIEYNBACT 1

0

KOTOpas o0ecreynBaeT | He CTPYKTYPUPOBaHO, HE 00eCTIeYnBaeT




ITOHUMAHHEC €I'0 COACPKAHNA

Kynprypa BBICTYyIUIEHHS — | paccka3 0e3 oOpalieHus K TEKCTY
YTeHHE C JIMCTa WM PaccKas, | pacckasz ¢ 0OpalieHueEM TeKCTY
00pal€HHbIN K ayAUTOPUHU YTEHUE C JINCTA

JlocTymHOCTh ~ JOKJaJa O | JOCTYIHO 0€3 yTOUHSIOIIUX BOTIPOCOB
COJICp’KaHUU TMPOEKTa, €ro | JOCTYMHO C YTOUHSIOIIUMH BOIIPOCAMHU
LeNsAX, 3a-ladax, METOJaX M | HEJOCTYIHO C YTOUHSIOIIMMU BOIIPOCAMU
pe3yapTaTax

S = NSO =N

[lenecoobpa3HOCTh, HHCTPY- | LIeTECO00pa3Ha
MEHTAJIBHOCTh HATJISTHOCTH, | IIETIECO00Pa3HOCTh COMHHUTEIbHA
YPOBEHb €€ UCTIOJIb30BAHHUS HE 11e51Iecoo0pas3Ha

Cobmtonenue BPEMEHHOT0 | COONIOAEH (HE MPEBBILLICH)
permamMeHta  Aokigaaa  (He | mpeBbIIeHUE 0e3 3aMeyaHus
Oosee 7 MUHYT) IPEBHIIICHUE C 3aMCYAHHEM

YETKOCTh U MOJIHOTA OTBETOB | BCE OTBETHI UETKHE, MOJIHEIC
Ha JIONOJIHUTEJIbHBIE BOIIPOCHI | HEKOTOPHIE OTBETHI HEUETKHE
110 CYNIECTBY JIOKJIa1a BCE OTBETHI HEUETKUE/HETIOIHBIE

Bmanenue CIIENMAJILHOM | BajeeT CBOOOIHO
TEPMUHOJIOTUEH TI0  TeMe€ | MHOrAa ObUT HETOYEH, Omuoancs
MIPOEKTa, HWCIIOJIh30BAHHOW B | HE BiagceT

JIOKJIaJIE

O = NN = NS = DN — N

Kynprypa  guckyccunm — — | OTBETHII Ha BCE BOIIPOCHI

YMEHHE MOHATh cOOeCeAHMKa | OTBETUII Ha OOJIBLIYIO YacTh BOIPOCOB

Y apryMEHTHPOBAHO OTBETUTH | HE OTBETHJI Ha OOJBIIYIO YaCcTh BOIPOCOB
Ha €0 BOIPOCHI

S~ N

IIkana oneHk 3HAHUH 00YUAKOIIMXCS NMPHU BHICTYIVIEHUH € IOKJIAT0M:
OrneHka «OTJAM4YHO» — 15-18 6anos.
Ornenka «xopomo» — 13-14 6anos.
O11eHKa «y10BJIETBOPUTEIBLHO» — 9-12 Gaios.
Or1eHKa «HeyA0BJeTBOPUTENbHOY» — (-8 OalIOoB.

Keiic-3a0anusn

Keiic-3ananue siBasieTcss OAHUM U3 COCOO0B 3(PHEKTUBHOTO MPUMEHEHUS
TEOpUU B peajbHON KU3HU Uepe3 pellleHne yueOHO-KOHKpeTHbIX cuTyauuid. Keiic-
METOJ| MpEeAyCMaTpUBAET MUCBMEHHO IPEACTABICHHOE OMMCAHUE OIpPEAEICHHBIX
YCIIOBUH W3 JKU3HHM XO3SHCTBYIOIIETO CyOBEKTa, OPHUEHTUPYIOIIEE CTYJEHTOB Ha
dhopmyrpoBaHUE TTPOOJIEMBI U TTIOMCK BAPHAHTOB €€ PEIICHUSI.

Pe3ynprar BBINOTHEHUS KEHC-3aaHUsl OLEHUBAETCS C YYETOM CIIETYHOLIUX
KPUTEPUEB:

— IOJIHOTA NPOPAOOTKH CUTyaALUU;

— MIOJIHOTA BBIMOJIHEHUS 3aJaHUs;

— HOBU3HA U HEOPJIMHAPHOCTH MPECTABICHHOTO MaTepuasa U peleHu;

— EPCTIIEKTUBHOCTh M YHUBEPCATbHOCTh PEILICHUI;

— YMEHHE apTyMEHTHUPOBAHO O0OOCHOBATh BHIOPAHHBIN BapUAHT PEIICHMUS.



Ecnu pe3ynbTar BBIOTHEHHS KEC-3aJaHus] COOTBETCTBYET 0003HAYECHHOMY
KPUTEPHUIO CTYJIEHTY MPUCBAUBACTCS OAWH Oamun (3a Kaxawpld Kputepwil mo 1
Oamy).

Kputepuu onieHnBaHus BbINOJHEHHUS KelC-3a1aHUs.

OneHka «OTJIMYHO» — IpU Habope B 5 OaIIOB.

Ouenka «xopomuo» — rnpu Habope B 4 Oasia.

OreHKa «yJI0BJIETBOPUTEIBLHO» — MPU HaOope B 3 Oasa.

OneHka «HEeyI0BIETBOPUTEILHO» — IIPU HaOope B 2 Oaiia.

Tecmoegvie 3a0anusn

TectT — 53TO MHCTPYMEHT OLICHMBAHUS YPOBHS 3HAHMA CTYJ/EHTOB,
COCTOSIIIMM W3 CHUCTEMBI TECTOBBIX 3aJaHHUM, CTAHAAPTU30BAHHOM IPOLEAYPHI
MIPOBEICHHUSI, 00paOOTKU U aHAIN3a PE3YJIHTATOB.

Kpurepun ouneHku 3HaHui oOy4yaumuxcss NpH  NPOBeAeHHH
TECTUPOBAHMUSI.

OneHka «OTJMYHO» BBICTABISIETCS MPU YCIOBUU NPABWIBHOIO OTBETA
CTyZIeHTa HE MeHee 4eM 85 % TEeCTOBBIX 3aJjaHUM.

O1eHKa «XOpOWIO» BBICTABISIETCS IPU YCIOBUU IPaBUWJIBHOIO OTBETa
cTyeHTa He MeHee yeM 70 % TecTOBBIX 3aJjaHuM.

OneHka «ya0BJIETBOPHUTEIBHO» BBICTABISECTCS IPU YCIOBUH NPABUIBHOIO
oTBeTa cTyZeHTa He MeHee 51 %.

OneHka  «HeyIOBJIETBOPUTEJIBHO»  BBICTABIICTCS  IPU  YCIIOBUHU
MIPaBUJIBHOIO OTBETA CTyAeHTa MeHee ueM Ha 50 % TecTOBBIX 3a/aHH.

Pyoesrcnan konmponvnasa paboma (015 360410 hopmbl 00yueHU)

KonTpoabHasi padora 1o JUCHUIUIMHE OOYyYAIOIIMMUCS 3204HON (POpMBI
o0y4YeHHMsl BBINOJHSAETCS MOCJIE YCTAHOBOYHOM CECCMM B BHUJAE IMHUCbMEHHOIO
OTBETa Ha YyKa3aHHble B WHIAMBUIYAJbHOM 3aJaHUM BOMIPOCHI, OTPAXKAOIINE
coJiep>KaHue pa3ieNoB AUCIUIUIUHBI.

BapuaHnT 3a1aHust s CTYJIGHTOB 3a04HOM (pOpMBI 00yUEHHUs ONpeesieTcs
1o nepBoil OykBe (pamMmwinu U nocienHen udpe 3a4eTHON KHIKKU C TTOMOIIBIO
Ta0JHIIBI, TPUBEACHHON B METOJMYECKUX YKA3aHUSX.

Kpurepuu ouenku

OuneHKa «OTJIHYHO)» BBICTABIISIETCS CTYAEHTY, ITIOKa3aBIIEMY BCECTOPOHHHUE,
CUCTEMATU3UPOBAaHHbIC, TJIyOOKHE 3HAHMS B OTBETaX HA BCE BOIPOCHI
KOHTPOJIBHON pabOThl, KOTOPHIA U3YUYUI OCHOBHYIO, YMEETCBOOOHO U MPABUIILHO
apryMEHTHPOBAaTh MPUHATHIE PEIICHUS, O3HAKOMMIICS C JIONOJHUTEIbHOU
JUTEpaTypo y4eOHOM mporpaMMbl JTUCHMIUIMHBI U TPUBOJAUT €€ B CIHCKE
HCMOJIb30BAHHBIX UCTOYHUKOB.

OuneHka «XOpouIO» BBICTABISCTCS CTYACHTY, €CIM OH TBEPAO 3HAET
Marepual, paMOTHO M IO CYIIECTBY H3JIaraeT €ro B OTBETAX Ha BOIPOCHI
KOHTPOJBHOW paboOThl, HO JOMYCKAE€T B OTBETAXHEKOTOPHIE HETOYHOCTH, HU3YUHII
OCHOBHYIO JIUTEpATypy Y4eOHON NporpaMMmbl AMCIUIUIMHBI M TPUBOJUT €€ B
CIIMCKE MCITOJIb30BaHHBIX HCTOYHUKOB.



OuneHka «ya0BJIETBOPUTEJIbHO» BBICTABISACTCS CTYACHTY, MOKAa3aBIIEMY
(dbparMeHTapHbIi, pa3pO3HEHHBIN XapaKTep 3HAHWM, HEJOCTATOYHO MPABUIIBHBIC
dhopMyJIMPOBKK 0a30BBIX MOHATUH, HAPYIICHUS JIOTHYECKON TOCJIEI0BATEIIbHOCTH
B M3JI0KEHUM NPOTPAMMHOIO0 Marepuana, HO HPU ITOM BJIALEET OCHOBHBIMU
MOHSATUSIMUA BBIHOCHUMBIX Ha KOHTPOJBHYIO paldOTy, 3HAaKOM C OCHOBHOU
JUTEPATypoil y4eOHOM MpOrpaMmbl JTUCHUIUIMHBI W TPUBOAUT €€ B CIIHCKE
HCTIOJIb30BAHHBIX HCTOYHHUKOB.

OuneHka «HeyI0BJEeTBOPUTEJIbHO» BBICTABJISETCS CTYJICHTY, KOTOPBIA HE
3HAaeT OOJBINEH YacTH OCHOBHOTO COJAEpP)KaHWS BHIHOCHUMBIX Ha KOHTPOJIHHYIO
paboTy BOMPOCOB pasjena AUCHMIUIMHBI, JOMYyCKaeT rpyOble OIIMOKH B
(GhopMyJIMPOBKAaX OCHOBHBIX TOHSTHH, HE3HAKOM C OCHOBHOM JIUTEpaTypoOil
y4eOHOM mporpamMMbl AUCIUTIIIAHBI.

IK3amen

Kputepuu oueHKH 3HAHUI 00y4alOIIUXCH HA IK3aMeHe

OuneHKH «OTJMYHO» 3aClyKMBaeT oOOy4Yaromuiicsi, OOHapyKUBIIUN
BCECTOPOHHEE, CUCTEMATHYECKOE M TJIyOOKOe 3HaHHE Y4eOHO-IIPOrPaMMHOTO
MaTepualia, YMEHHE CBOOOJHO BBINOJHATH 3aJlaHUsA, MPETyCMOTPEHHBIE
NpOrpaMMOM, yCBOMBIIMKA OCHOBHYK) M 3HAKOMBIM C  JOIOJHUTEIbHOM
JIUTEPATYPOU, PEKOMEHAOBAHHOM MporpaMmoil. OLleHKa «OTJINYHO» BBICTABIISIETCA
00y4arolUMCsl, YCBOUBIINM B3aUMOCBSI3b OCHOBHBIX MOHSATHI JHUCHUIUIMHBI B UX
3HaUEHUU JJIA  T[puoOpeTaeMoll  MpoQeccuu, MPOSBUBIIMM  TBOPUYECKHE
CIIOCOOHOCTH B MOHUMAHHH, U3JI0KEHUU U UCTIOJIB30BAHUH YYEOHO-ITPOrPAMMHOTO

MaTepurana.
O1eHKH «XOPOII0» 3aCTyKUBAeT O0yYaroNIuiicsi, 0OHAPYKUBIIHMI MOJHOE
3HaHWE  y4eOHO-POTPAMMHOTO  MaTepuajia,  yCHEIIHO  BBITOJTHSIONIUI

IIPEAYCMOTPEHHBIE B IPOrpaMMe 3aJaHus, YCBOMBIIMM OCHOBHYIO JIUTEpaTypy,
PEKOMEHIOBaHHYIO B mporpamMme. Kak nmpaBuiio, onieHka "Xopomo" BBICTaBIISIETCS
oOy4Jaronmmcs, MOKa3aBIIMM CUCTEMAaTUYECKUN XapaKTep 3HAaHUU MO JUCIUIUIMHE
U CIIOCOOHBIM K HMX CaMOCTOSITEIbHOMY TOMOJMHEHUI0 M OOHOBJIEHUIO B XOJE
nanbHeuenl yueOHol paboTsl U TPO(PECCHOHATBHOM €S TEIbHOCTH.

Ouenku «YyIOBJIETBOPUTEIHHO) 3aCIyKUBAET oOy4aromuiics,
OoOHapy>KMUBIIHWIA 3HAHUSI OCHOBHOT'O y4eOHO-MPOrpaMMHOI0 MaTtepuaia B 00beMe,
HEOOXOIUMOM JUIsl  JayibHeWmied y4eObl W mpeacTosdmeid paboThl 1O
CHEUHUAIBHOCTH, CIPABJSIONINICA C BBINOJHEHUEM 3aJaHUM, MPEyCMOTPEHHBIX
MpOrpaMMOW, 3HAKOMBIM C OCHOBHOW JIMTEPATypOH, PEKOMEHIOBAHHOU
nporpamMoii. Kak mnpaBuio, oreHka '"yIOBJIETBOPUTENIBHO" BBICTABIACTCS
00y4arolumMcsi, JOMYCTUBIIMM IOTPEIIHOCTH B OTBET€ HA 3K3aMEHE M MpH
BBIIIOJIHEHUH JK3aMEHALMOHHBIX 3aJaHHMi, HO OO0OJagarouuM HEOOXOIUMBIMU
3HAHUSAMM I UX YCTPAHEHUS 110 PYKOBOACTBOM IPENOAABATENIA.

OuneHka  «HeEyAOBJIETBOPUTENBbHO»  BBICTABISIETCS  OOy4YarolIeMycs,

OOHapyXMBIIEMY TMPOOEIbl B 3HAHUAX OCHOBHOTO YYEOHO-IIPOrPaMMHOTO



Marepuaia, JOMYyCTUBIIEMY TMPUHIMIHAIBGHBIE OIMMUOKA B  BBIIOJHEHHUH
IPEyCMOTPEHHBIX MPOTPaMMO¥ 3aJaHUH.

8. IlepeyeHb OCHOBHOM U J0NOJHHUTENIbHON YU4eOHOM JIMTEPaTYpPhI:
OcHoBHasi yueOHas1 IMTEpaTypa:

1 AcammeB A.M., OCHOBBI Jeionpou3BojcTBa: yued. mocooue / A.M. Acammes, 1.U.
Muponosa, E.A. Kocapesa, I'.I'. BykoBuu. — 2-e u3a., ucnp. u gon. — Mocksa: UHOPA-M,
2017. — 146 c. — (Bsicmiee oOpa3oBanue: bakamaBpuar). — www.dx.doi.org/10.12737/24426.

- ISBN 978-5-16-102395-2. - Tekcr: 3JEKTPOHHBIH. - URL:
https://znanium.com/catalog/product/782839
2 ITamacenxko, 1O. A. Jemonpon3BOACTBO: IJOKYMEHTAIMOHHOE OOecIeYeHNe

yrpaBiieHus: YueOHoe nocodue / ITanacenko FO.A., - 3-e m3a. - Mocksa :PUOP, UHOPA-M,
2016. - 112 c. - (BO: bakanaspuar). - ISBN 978-5-369-01054-9. - Tekcr : anexrponnsiii. - URL:
https://znanium.com/catalog/product/542773

3 KupcanoBa, M. B. Kypc nemompousBoiacTBa: JOKyMEHTAITMOHHOE oOecreueHne
ynpasieHus : yaebnoe nocooue / M.B. Kupcanosa, FO.M. AkceHoB. — 6-e u31., UCTIP. U JIOM.
— MockBa : UH®PA-M, 2020. — 257 c¢. + Jlon. marepuasibl [DIE€KTpOHHBIA pecypc]. —
(Beicmiee obpazoBanue: bakanaBpuar). - ISBN 978-5-16-006789-6. - TekcT : 3MEKTPOHHBIN. -
URL: https://znanium.com/catalog/product/1088888

JonotHUTeILHAS JIUTEpPATypa

1 Kabamos, C. FHO. DieKTpoHHOE TPABUTEIBCTBO. DJIEKTPOHHBIH JOKYMEHTOOOOPOT.
Tepmunb! u onpenenenus: yued. mocooue / C.}O. Kabamos. — Mocksa : UTHOPA-M, 2019. —
320 c. — (Beicuiee oOpazoBanue: bakanaBpuar). - ISBN 978-5-16-101559-9. - Tekcr :
anekTponHbIi. - URL: https://znanium.com/catalog/product/1002479

2 beixoBa, T. A. JlokyMeHTallMOHHOE OOecreueHne yrnpaBieHusl (IeTOMPOU3BOJICTBO) :
yueonoe mocooue / T.A. breikoBa, T.B. Kysuemnosa, JI.B. Caukuna ; mox ooOm. pexn. T.B.
KysuenoBoit. — 2-¢ usnm., nepepad. u gomn. — Mocksa : MHOPA-M, 2020.— 304 c. + Jlom.
MaTepuaibsl [DnekTpoHHBIH pecypc]. — (Briciee oOpasoBanue: bakamaspuar). - ISBN 978-5-
16-004805-5. - Tekcr : anektponHbIii. - URL: https://znanium.com/catalog/product/1078152

9. Ilepeuennb pecypcoB HHGPOPMAIMOHHO-TEJIEKOMMYHHUKALIMOHHOM CeTH
«HTepHeT»

Ilepeyens IBC

Ne HaumenoBanue Tematuka Cceblika
1 Znanium.com YHuBepcanpHas | https://znanium.com/
2 IPRbook VuusepcanbHas | http://www.iprbookshop.ru/
3 O6pasoBarenpublii mopran Kyol'’AY | Vuusepcanbnas | https://edu.kubsau.ru/

IlepedyeHb pekoMeHyeMbIX HHTEPHET CATOB:

[Topran IIpe3unenta PO http://www.kremlin.ru

Odunmansueril calit «Poccrata» http://www.gks.ru

Oduumaneueiii  cailt  ®enepanibHOro  apxuBHoro areHtctBa (PocapxuBa)
http://archives.ru

Poccuiickuii rOoCynapCTBEHHBIM APXWB HAYYHO-TEXHUYECKOU JOKYMEHTAILUU
http://rgantd.ru/spravochno-informatsionnyi-tsentr.shtml



http://rgantd.ru/spravochno-informatsionnyi-tsentr.shtml
https://edu.kubsau.ru/
http://www.iprbookshop.ru/
https://znanium.com/
https://znanium.com/catalog/product/1002479
https://znanium.com/catalog/product/1088888
https://znanium.com/catalog/product/782839

denepanbHas CIy»)0a rocy1apCTBEHHON CTaTUCTUKY https:// www.gks.ru/
Vupasnenne dOenepanbHON CITyKObl TOCYIAPCTBEHHON CTATUCTUKH 110
Kpacnomapckomy kpato u pecrmyonuke Anpires https://krsdstat.gks.ru/
3akononatensHoe CobOpanue KpacHonapckoro kpas https://www.kubzsk.ru/
Anmvunuctpanust Kpacnogapckoro kpas — http://www.admkrai.krasnodar.ru/;
AJIMUHHCTpanusi MyHUIIMNANbHOTO 00pa3oBanus . KpacHogap —

http:// www.krd.ru/;

10. MerToanyeckue YyKa3aHusl A OOyYAKOLIUXCHA [0 OCBOCHUIO
JTUCIUTIJINHBI

1. OCHOBBI AEIONPOU3BOJACTBA: METOJ. PEKOMEHIAIMU 10 TMPOBEICHUIO
CEMUHAPCKUX 3aHATUH M CaMOCTOSITEIbHOM paboThl s OOydaroIMXcs II0
HanpasiaeHutro noarotoBku 38.03.04 T'ocymapcTBEHHOE W MYHUUMHOAIBLHOE
ynpasienue / coct. O.H. Canmii. — Kpacuogap: Kyo6I'AY, 2019. — 25 c.
https://edu.kubsau.ru/file.php/119/MU_Osnovy_DP_Salii.pdf

2. OCHOBBI  JENONPOM3BOJACTBA:  METOJ. yKa3aHWs JUIsl  BBITIOJIHCHHUS

KOHTPOJBHBIX paboT oOydarommmucs ¢akyiabTeTa 3a09HOTO OOyYEeHHS TIO
HanpasjaeHno noarotoBku  38.03.04 ['ocymapcTBEHHOE HW  MYHUIHNAIBHOE
yIpaBii€HUEe, HAlIPaBIEHHOCTh «I'0CyAapCTBEHHOE U MYHUILIMNIAIBHOE YIIPaBICHUE) /
cocT. O.H. Canuii. — Kpacnogap: Ky6I'AY, 2019. — 12 c.
https://edu.kubsau.ru/file.php/119/Metodichka. Dokumentirovanie Salii.pdf

11. Ilepeyenr uHGOPMAIMOHHBLIX TEXHOJOIMH, HCIOJb3yeMBbIX MPH
OCyLIECTBJICHMH 00pa30BaTe/IbHOI0 IMpoLecca M0 AMCHUILIMHE, BKJIIYAs
nepevYeHb MPOrpaMMHOr0 odecrme4eHUss U HHEMOPMALMOHHBIX CIPABOYHBIX
CHCTEM

NudopmalinoHHble TEXHOJOTHM, WCIOJb3yEMbIE TIPU  OCYILIECTBICHUN
o0pa3oBaTeIbHOr0  Mpoliecca MO  JUCUUIUIMHE  TO3BOJISIIOT:  OOECHEYMTH
B3aMMOJICHCTBHE MEXKy YYaCTHUKaMU 00pa3oBaTEIbHOTO MpOIecca, B TOM YHUCIe
CUHXpOHHO€ U (WMJIM) AaCHHXPOHHOE B3aUMOJICUCTBHE IIOCPEJICTBOM CETH
"UnrepHet"; ¢ukcupoBaTh XOj 00pa30BaTENbHOTO MpOIECCa, PE3yJIbTaTOB
OPOMEXKYTOYHOM aTTecTalli 10 JUCHUIUIMHE W PE3YyJbTAaTOB OCBOCHUS
o0pa3oBaTeIbHON MPOTrpaMMBbl; OPTraHU30BaTh MPOIECC OOpa3oBaHUS IyTEM
BU3yalIM3allM  HW3ydaeMod  WHGOpPMAIMU  TIOCPEJCTBOM  HMCIOJb30BaHUS
MPE3EHTAIMOHHBIX TEXHOJIOTHI; KOHTPOJIMPOBATh pe3yibTaThl OOydYeHUS Ha
OCHOBE KOMITbIOTEPHOT'O TECTUPOBAHUSI.

11.1 llepeuyensb uuen3uonnoro IO:

Ne | HammenoBanme KparTkoe onucanue

1 Microsoft Windows OnepannoHHas cucrema



https://edu.kubsau.ru/file.php/119/Metodichka._Dokumentirovanie_Salii.pdf
https://edu.kubsau.ru/file.php/119/MU_Osnovy_DP_Salii.pdf
https://krsdstat.gks.ru/
https://www.gks.ru/

Microsoft Office (Bkmrouaer Word, Excel, PowerPoint)

[TakeT opucHBIX

MIPUIIOKEHU N

11.2 Ilepeyenb npodeccHOHAIBHBIX 023 TAHHBIX U WHGPOPMAIMOHHBIX
CIPABOYHBIX CHCTEM:

No HaumenoBanue Temaruka DIIEKTPOHHBIN agpec
1 lapant [TpaBoBas https://www.garant.ru/
2 Koncynbrant [TpaBoBas https://www.consultant.ru/
3 Hayunas snexktpoHHas | YHUBepcalbHas https://elibrary.ru/
oubnmoteka eLibrary
12. MarepuajbHO-TeXHHYECKOE o0ecneyeHue s O0y4YeHUsi IO
JAUCHUILINHE:

HJIaHI/IpyeMble IMOMCIICHUS OJIA IIPOBCACHUA BCCX BUIOB y‘I@6H0ﬁ ACATCIIBHOCTU

Ne | HammeHoBaHMe y4eOHBIX HanmMeHoBaHue nOMEIIEHNH [UIsl TPOBEIEHUS BCEX Anpec
/I MIPEIMETOB, KYPCOB, BHJOB y4eOHOM AEATENbHOCTH, IPEIyCMOTPEHHON (MecTomnonoxkeHne)
JICIHATUTAH (MOIyJIEH ), Y9eOHBIM IDTAHOM, B TOM YHUCIIE IIOMEIICHHS JJIS MTOMEIIICHUH TS
MPAKTUKA, HHBIX BHIOB CaMOCTOSITENTFHON paboTHI, C yKa3aHHEM IIePeUHS MIPOBEICHUS BCEX BHOB
y4eOHOIl eSITeIbHOCTH, OCHOBHOT'O 000pY/I0BaHUs, y4eOHO-HAT IS THBIX y4eOHOM JNesITebHOCTH,
MPEIYCMOTPEHHBIX MOCOOWH ¥ MCIOIB3YEMOT0 IPOrPAMMHOTO MPEeyCMOTPEHHOU
Yy4eOHBIM IUTAHOM obecrieueHus y4eOHBIM IUTaHOM (B
00pa3zoBaTenbHON ciy4ae peanu3aiuu
MIPOTpaMMEI obpa3zoBaTensHON
TPOTrpaMMbl B CETEBOM
(hopMe TOTTOTHUTETHHO
YKa3bIBaeTCs
HAaUMCHOBAHHE
OpraHu3aIH, C KOTOPOH
3aKJIFOYEH JIOTOBOP)
1. OCHOBBI TTomemenne Nel10 DJI, mocamounbix mect — 30; 350044, KpacHomapckuii
JIeTIOTIPOM3BOICTBA wromans — 51,5kB.M.; yueOHast ayANTOPUS [UIs Kpaii, . Kpacsonap, yi.

MPOBEJICHUS 3aHSTUH CEMHHAPCKOTO TUIIA, KYPCOBOTO
MPOCKTHPOBAHUS (BBIIOJHEHUS KYPCOBBIX padoT),
TPYMIOBBIX U MHAUBUIYATIbHBIX KOHCYJIbTAIWH,
TEKYIIEro KOHTPOJIS M MPOMEIKYTOUHOM aTTeCTAIUH.
JocTyt K cetu «HTepHETY;

JIOCTYII B 3JICKTPOHHYIO HH()OPMAIIMOHHO-
00pa30BaTeNbHYIO CPEIy YHUBEPCUTETA,
crennaIn3upoBaHHas MeOens (yaeOHas TocKa,
yaeOHas Mebenp).

ITomemenne Nel DJI, mocamounsix mect — 100;
wiomanas — 127,5kB.M.; yueOHast ay TUTOPHS JJIs
MIPOBEJICHUS 3aHATUH JIEKIMOHHOTO THIIA, 3aHITHH
CEMHUHAPCKOT0 THIa, KYPCOBOTO MPOEKTHPOBAHUS
(BBIMIOJTHEHNU S KyPCOBBIX PabOT), TPYIIIOBBIX 1
WHAWBUAYAIBHBIX KOHCYJIBTAINH, TEKYIIETO KOHTPOIS
1 TIPOMEXYTOYHOI aTTeCTaIlHH.

CIUTUT-cHcTeMa — | mT.;

crenHaI3upoBaHHas MeOenb (yueOHas TocKa,
yueOHast MeOenb);

TEXHUYECKHE CpezicTBa 00ydeHus1, HabOpbI
JIEMOHCTPAIIMOHHOTO 000pyI0BaHUS U Y4€OHO-
HaTJBIHBIX TOcoOuit (HOYTOYK, MPOEKTOp, SKpaH);
nporpaMMmHoe obecnieuenue: Windows, Office.

nm. Kanmnnauna, 13



https://elibrary.ru/
https://www.consultant.ru/
https://www.garant.ru/

ITomemnienne Nell1 DJI, mocamounsix MecT — 30;
IoMmaah — 52KB.M.; yueOHas Ay ANTOPHUS LIS
MPOBEJICHUS 3aHSITUH CEMHHAPCKOTO TUTIA, KYPCOBOTO
MPOCKTHPOBAHUS (BHIIOHEHHUS KYPCOBBIX padoT),
TPYTIOBBIX W UHIUBUIYATBHBIX KOHCYIIBTAIIHIA,
TEKYILEro KOHTPOJISA M MPOMEKYTOUHOM aTTeCTAIIUH.
JocTyT K cetu «HTepHETY;

JIOCTYTI B DJICKTPOHHYIO HH(POPMAIIMOHHO-
00pa30BaTEebHYIO CPEIY YHUBEPCUTETA,
crennaI3upoBaHHas MeOenb (yaeOHas T0ocKa,
yaeOHas MeOeb).

ITomemenne Ne511 DJ1, mnomans — 42,3KB.M.;
MMOMCIICHUEC JId XpaHCHUA U HpO(i)I/IJ'IaKTI/I‘-IeCKOFO
00CITy)KUBaHUS Y4eOHOTO 000PYIOBAHHMS.

TTomemenne Ne226 I'VK, mocagouynsix mect — 16;
Iomaab — 35,9KB.M.; IOMELIEHHUE IS
CaMOCTOSITENTLHOM pabOTHI.

TEXHUUYECKHE CpecTBA 00yUYEeHNUS

(KoMIIBIOTEp HEepCOHANBHBINA — 13 mT.);

JOCTYyI K cetd «HTepHeT»;

JIOCTYTI B DJICKTPOHHYIO HH(POPMAIIMOHHO-
00pa3oBaTeNbHYIO CPEy YHUBEPCUTETA;
crenraIn3upoBaHHas MeOens (yueOHas MeOels).
IIporpammuoe obecneuenne: Windows, Office,
CIeUaIN3UPOBAaHHOE JINIIEH3NOHHOE U CBOOOIHO
pacnpocTpaHseMoe IporpaMMHoe o0ecIieueHue,
IpeyCMOTPEHHOE B pabouei mporpamme
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