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1 Ileap 1 32724l OCBOEHHU S AU CIMIIJINHBI

Heab0 ocBOCHUS AUCUUIIIMHBI «OCHOBBI JEIONPOU3BOJICTBAY SIBIISETCS
(b opMHpOBaHKE KOMIIEKCA 3HAHUM O BEICHUH A0 POU3BOJCTBA, IPUOOpETEHHE
MPAKTUYECKUX HABBIKOB PA0OTHI C IOKYMEHTAMHU U 00paOOTKH yIIPaBICHIECKOH U
JOKYMEHTAIIMOHHON HH(OpMAIlUM B TOCYJApCTBEHHBIX M MYHHIIUMIIAIbHBIX
OopraHax ynpasJICHUs U OPraHU3aLHIX.

3agaqyu IMCUUIJIMHBI:

- IOJTyYeHHU e 3HAaHUI 00 OCHOBHBIX BEJICHUS IO POU3BOICTBA, KATETOPHSIX
Y 3TAnoB JOKyMEHTOOOOPOTa B Pa3IMUHBIX C(hepax AesITeNbHOCTY;

- BBIpa0OTKa HABBIKOB ITOMCKA U MCIIOIH30BaHH I HOPMATUBHBIX U TPABOBBIX
JOKYMEHTOB, OIPEICISIONNUX TOPSI0K JOKYMEHTHUPOBAHHUS B IIpoIlecce
OpraHU3alli BHYTPEHHUX KOMMYHHKAIIUK K OPTaHU3aIMOHHOTO B3aUMOJICH CTBH 51
C BHEUTHUMHU OPTaHU3AUSIMUA ¥ OPraHaMU FOCYJapCTBEHHOW BJIACTH OCPEACTB OM
MOMCKa, aHAJIM3a U KCII0JIb30BaHUsI HOPMATUBHBIX U ITPABOBBIX JOKYMEHTOB.

- (hopMHpOBaHNE YMEHHI UCTIONB30BaTh HOPMATHBHO-TIPABOBHIC 3HAHUS B
polecce OCYUIECTBICHHUS JOKYMEHTAIlMOHHOTO O0OecredeHHsl YIpaBJICHHS B
pa3IMYHBIX chepax AeaTeIbHOCTH.

2 IlepevyeHb IVIAHMPYEMBIX Pe3yJbTATOB O00y4YeHHMsl 1O AUCHMILIHHE,
COOTHECEHHBIX C IVIAHMPYeMbIMHU pe3yJbTaTamMu ocBoeHus OIIOII BO

B pesynbrare OCBOEHUS AUCHUIUIMHBI (HOPMHUPYIOTCS CIEAYIONINE
KOMITETECHITUH:

IIKC-6. CriocobeH OCyHIeCTBIISITh ACATEIBHOCTh MO OKa3aHUIO YCIYT,
BEJICHUIO JCTOMPOU3BOCTBA, YIIPABICHHIO 3aKYTIKaMH B c(pepe rocy1apCTBEHHOIO
Y MYHUITUTIATBHOTO YIIPABICHUS;

IMKC-7. CnocoOeH Bi1aJieTh HaBbIKaMu cOopa, 00paboTKU UHpopMaI i U
y4acTus B MHPOPMATH3AIIUH IeATEILHOCTH OPTaHOB rOCyJapCTBEHHO M BJIACTH U
MECTHOI'O CAaMOYTIPaBJICHUS.

B  pesynbraTe M3ydYeHUs1 JucHUIUIMHBL «l'ocygapcTBeHHbIE H
MYHUIUNAIbHBIE YCIYTH» OOYy4YalolUUMKCs TOTOBUTCA K OCBOCHHIO TPYAOBBIX
(GYHKUMHT U BBITTOJTHEHUIO TPY/IOBBIX JEHCTBUIA B COOTBETCTBUM CO CITIPABOYH UK OM
KBaJU()UKAIMOHHBIX TPEOOBAHMI K CTICIIUATLHOCTSIM, HAITPABJICHUSIM ITOITOTOBKH,
3HAHUSM U YMEHHSM, KOTOpble HEOOXOAWMBI IJisi 3aMEUIECHUS JOJIKHOCTEH
rOCyJapCTBEHHON TpPaXJAaHCKOM CIyxkObl ¢ yd4eToM oOjJacTu W BHA
npodecCUOHATTLHOM CITyKeOHOM AeSITENbHOCTA TOCYAAPCTBEHHBIX TPaXJaH CKUX
cinyxkamux (yrB. [lTucemom Muntpyna Poccuu 26 anpens 2017 r. N 18-1/10/B-
3260) u cCOpaBOYHUKOM THIOBBIX KBaTU(PUKAITMOHHBIX TpPeOOBAHUN IS
3aMelIeHUs TOJKHOCTEN MyHUIIMNIANIbHOM CI1y>kK0bI (YTB. MunTpynom Poccun):

TpynoBass ¢yHkuuss — ynpaBieHUYECKHE YMEHHUs (U1l JOJDKHOCTEH
IPaXKIAHCKOM CITy>KObI KATETOPUM «PYKOBOJIUTEIIH» U «TOMOIIHUKH (COBETHHKM )



BCEX IPYIN JOJKHOCTEMN, KATETOPHUU CIIEUU AT CThI BBICIICH IPYTIIIbI JOJIKHOCTEH,
a Tak>Ke rJ1aBHOM, BEAyIEH U CTapIIel TPy JOJKHOCTEN ).
TpynoBbie feHCTBUA:

— yMeHue 3(QQPEKTUBHO TNJIAHUPOBATh, OPraHU30BBIBATH pPabOTy U
KOHTPOJIMPOBATH €€ BHIMIOJIHEHHE;

— YMEHHE OIEPATUBHO NPUHHUMATh U PEATIU30BBIBATH YNPABJICHUYECKHUE
peuieHus..

JIns 3aMemieHus JNOJDKHOCTEW BBICHIEW, TJABHOM W BEAYLIEW TPYII
PEKOMEHAYETCsI MPEABSBISATH TPEOOBAHUS K YMEHUSIM:

- 3¢ eKTUBHO NIJIAHUPOBATH PAOOTY ¥ KOHTPOIUPOBATH €€ BHITTOJTHEHHUE;

- OIIEpaTUBHO PUHUMATh U PEAJIN30BBIBATH YIIPABICHYECKUE PEILICHNUS,

- MCIIOJB30BaTh METOJbl U MEXaHWU3MBI MO TMPUEMY, Y4YeTy, 00paboTKe u
pEerucTpali KOPPECIOHACHIIUM, KOMIUJIEKTOBAHUIO, XPAaHEHWIO, Y4YeTy U
M CII0JIb30BAHUIO ApXUBHBIX JOKYMEHTOB;

- YMEHHE TPAMOTHO COCTaBJIATh HOMEHKJIATYpPy U O(QOPMIISITH PEKBUZUTHI
YIPABJICHYECKON JOKYMEHTALNH.

3 Mecto aucuunautbl B crpykrype OITIOII BO

Jucuunnuaa «OCHOBBI JEIONPOU3BOJICTBAY SIBISETCA AUCIUTUIMHON IO
BeIOOpY BapuaTtuBHOW uyactu OIIOII BO mnoarotoBku oO0yyaromuxcsi IO
HanpasieHuto 38.03.04 T'ocymapcTBEHHOE W MYyHUIMIAIBHOE YIPABICHUE
(mporpaMma mpuKjIagHOTo OaKaiaBpuaTa), HalpaBIeHHOCTh «I 0Cy1apCTBEHHO€ U
MYHUITUTIATHHOE YITPABICHHUEY.

4 O0bem qucuumannbl (144 gaca, 4 3a4eTHbBIC €IMHUIIBI)

O0beM, yacoB

Buast yaeO6HOM paboThI
Ounas OuHoO-3a04Hast

KontakTHas padoTa 55 31
B TOM YHCJIE:
— ayJUTOpHAs 10 BUIaM

y p ¢ 52 28
y4eOHBIX 3aHATHHA
— JIEKIINHA 20 12
—— [IPaKTUYECKUE 32 16
—— BHEAyJUTOpPHAS 3 3
——D9K3aMEH 3 3
——3aluTa KypCOBBIX paboT i )
(IpOEKTOB)
CamocTosiTtesibHas padoTa
B TOM YHCJIE:
——poYne BUIBI

p Rt 89 113

CaMOCTOSITeJIBHOM pabOThI




Bunb! yue6HO# paboThI

O0BeM, 4acoB

OunHas

Ou4HO0-3204YHAA

HToro mo iucuuIJInHe

144

144

B TOM uHcJie B hopme

HpaKTH‘{CCKOﬁ INOATrOTOBKH

3a09HOM (POpMBI 00yUICHUS.

5 Coaepxanue IUCHUTNIHHBI

[To utoramMm u3y4yaeMoil IUCIUIUIMHBI CTYJACHTHI (0Oydaromiuecs) CIaroT
9K3aMEH.
JlucuuniauHa u3ydaercs Ha 2 Kypce, B 3 CEMECTpe Mo ydeOHOMY TIaHy
ouHOH (opmbl 0OydeHHus, Ha 2 Kypce, B 3 CEMECTpe 1Mo y4eOHOMY TIJIaHy OYHO-

CopepxxaHue ¥ CTPYKTypa AMCHUILIMHBI IO 04HOH (popMe 00ydeHUs

Bunasi yuedHoii pa6doThl, BRJIIOYAS

CaMOCTOSITETHHYIO PA0OTy CTYIEHTOB
U TPYA0EMKOCTb (B Yacax)

=
S|
=
3
5 B TOM BTOM | Jlabopa| BTOM
E a YUCJIC B YUCJIC | TOPHBIC | YHCJIC B
Ne Tema. g 5 dopme B 3aHATHA | popMme
n/ OcHOBHEIE 3 < npakrh | Ilpaxru | dopm TPAKTH | o \ocTost
o BOIIPOCHI = 8 Jlexu | uveckolt | ueckue e YeCcKoH
3 TCIJIbHAs
> nun moaroT 3aHATYA | IIPpAaKT ooaroT
= % pabora
E OBKU HYCCK OBKHU
=3 oH
S
e IIoAro
TOBKH
Paznen 1 lokyMeHTHpOBaHME YIIPABJIEHYECKOM 1eATEJIbHOCTH
Tema 1. - - - -
CymHoCTh H
cojJep:KaHue
AOKyMEHTA-
HMUOHHOTIO
obecnevyeHus
B
NpaBJIeHUHA.
yrp TIKC-
I.Ilpeaqmert 6
1 | IUCUHUIINHEL 2 2 2 9
[IKC-
Lemu H 7
3a1a4m
JYCLUILINHBI.
OCHOBHBIC
TEPMUHBI U
onpeneaeHus
JEJIONPOU3BOL
CTBA.

2 .3HaueHue




No
n/

Tema.
OcHOBHEIE
BOIIPOCHI

®opMHpy eMble KOMIEeTe HIIUN

Cemectp

Buabl yueGHoii padoThl, BKJIIOYAsH
€CaMOCTOSATEJbHYIO PA00Ty CTYIeHTOB
H TPYAO0EMKOCTb (B Yacax)

Jlexi
15058

B TOM BTOM | Jlabopa| BTOM
YHCIIE B Yuclie | TOPHBIC | YHCTE B
dopme B 3aHATI | opMe
npaktu | Ilpaktu | dopm IIpaKTu
YECKOM | YEeCKue e YyeCcKou
MOJTrOT | 3aHSTUSA | MPAKT MOATOT

OBKH HYECK oBKU*

on
MOJITO
TOBKHU

CamocTost
TeabHas
pabora

JIOKyMEHTAalH
u B
yIIpaBJIE€HYECK
o
JIeITEIbHOCTH
Mecto m
poJib
JIeJI0TPOU3BOL
CTBa B
yIIpaBJICHUU.
OyHKIUA U
MIPUHIIUTIBI
JIeTIOTIPOU3BOJ]
CTBa B
yIpaBJICHUH.

3.
3akoHOaTED
HOE 5
HOPMAaTHBHO-
METOTHYECKOE
peryupoBaHA
e
JIETOTIPOU3BOJI
CTBa.

Tema 2.
PeKkBU3HUTHI N
CTPYKTYypa
AOKYMEHTA
1. ®opmynsp
COBPEMEHHOT
0
yIpaBIeHYECK
oro
JIOKYMEHTA.
ITousrue 0
PEKBU3HTE.
Cocras
PEKBU3HUTOB,
170,
PACIIOJIOKEHU

ITKC-

ITKC-




No
n/

Tema.
OcHOBHEIE
BOIIPOCHI

®opMHpy eMble KOMIEeTe HIIUN

Cemectp

Buabl yueGHoii padoThl, BKJIIOYAsH
€CaMOCTOSATEJbHYIO PA00Ty CTYIeHTOB
H TPYAO0EMKOCTb (B Yacax)

Jlexi
15058

B TOM BTOM | Jlabopa| BTOM
YHCIIE B Yuclie | TOPHBIC | YHCTE B
dopme B 3aHATI | opMe
npaktu | Ilpaktu | dopm IIpaKTu
YECKOM | YEeCKue e YyeCcKou
MOJTrOT | 3aHSTUSA | MPAKT MOATOT

OBKH HYECK oBKU*

on
MOJITO
TOBKHU

CamocTost
TeabHas
pabora

e.
TpeGoBanus k
o opMIICHHIO
PEKBHU3UTOB.
2. Tlonsarue
«OmaHK
JOKyMCHTAY.
Buanl
0JIaHKOB u
MOPSAIOK
pacroox)eHu
s PEKBU3UTOB
Ha OnaHKe
(yrmoBoe m
LIEHTPOBAHHO
e). Cocran
PEKBU3UTOB,
Ha3HAYCHHE,
0COOEHHOCTH
ohopmiIeHHS
Pa3INYHbBIX
BHJIOB
0JIaHKOB.
3.TpebGoBanus
K
U3TOTOBJIEHU
10
JOKyMEHTOB.
Texkct
JTOKyMEHTA,
ero
CTPYKTypa H
TpeOOBaHMs K
COCTABJICHUIO.

Tema 3.
Cucrema
OpPraHu3aIuo
HHO-
pacnopsiaute
JbHOM
AOKYMEHTAI]

IIKC-

IKC-




No
n/

Tema.
OcHOBHEIE
BOIIPOCHI

®opMHpy eMble KOMIEeTe HIIUN

Cemectp

Buabl yueGHoii padoThl, BKJIIOYAsH
€CaMOCTOSATEJbHYIO PA00Ty CTYIeHTOB
H TPYAO0EMKOCTb (B Yacax)

Jlexi
15058

B TOM
YHCIIC B
dopme
MpaKTH
YeCKOM
IIoAroT
OBKH

B TOM
quCIe
B
Ilpaktu | dopm
yecKue e
3aHATH | IIPaKT
HYEeCK
on
MOJITO
TOBKH

JlaGopa
TOPHBIC
32 HSITHSI

B TOM
qHCIIE B
dopme
NpaKTH
4eCKOM
noAroT
OBKH*

CamocTost
TeabHas
pabora

A

1. Ilousarue u
byHKUIUN
OpraHu3aIuoH
HO-
pacnopsIuTen
bHOM
JIOKyMEHTalu
u (OPLD).
Buner  OP/I.
Opranuzanuo
HHEBIE
JIOKYMEHTHI:
Vcras,
ITonosxenne,
NucTpykuuu.
ITopsanox wux
COCTaBJICHUS
u
HCTIOJIb30BaHU
s.

2. CoctaB u
0COOCHHOCTH
pacnopsaaure
JBHBIX
JIOKYMEHTOB:
ITocTanoBieH
us, Pemienus,
IIpuxkassl,
Pacniopsixenu
1, YKa3aHus.
3. CocraBieH
ue u
ohopmieHHe
OTJICIBHBIX
BHJIOB
OpTraHU3aIo
HHO-
MIPaBOBBIX
JIOKYMEHTOB.




No
n/

Tema.
OcHOBHEIE
BOIIPOCHI

®opMHpy eMble KOMIEeTe HIIUN

Cemectp

Buabl yueGHoii padoThl, BKJIIOYAsH
€CaMOCTOSATEJbHYIO PA00Ty CTYIeHTOB
H TPYAO0EMKOCTb (B Yacax)

Jlexi
15058

B TOM BTOM | Jlabopa| BTOM
YHCIIE B Yuclie | TOPHBIC | YHCTE B
dopme B 3aHATI | opMe
npaktu | Ilpaktu | dopm IIpaKTu
YECKOM | YEeCKue e YyeCcKou
MOJTrOT | 3aHSTUSA | MPAKT MOATOT

OBKH HYECK oBKU*

on
MOJITO
TOBKHU

CamocTost
TeabHas
pabora

Tema 4.
Cucrema
HH(pOpMaALHO
HHO-
CIIPABOYHOM
AOKYMeHTaI
un
1.Ha3nauenue
u BUJIBI
UH(POPMAIHOH
HO-
CIIPABOYHBIX
JIOKyMEHTOB.
2.Ha3nauenue
, COCTaB
PEKBU3HUTOB H
MOPSA0K
opopMIIeHHS:
MPOTOKOJIOB,
aKTOB,
JOKJIaTHBIX
3aMHCOK,
CITyKeOHBIX
MTUCEM.

3.
JloxyMeHTHlI,
nepeaBaeMbl
€ 10 KaHajiam
AIEKTPOCBS3H:
dakcorpamma,
tenedoHorpa
MMa.

ITIKC-

ITKC-

Tema 5.
Cucrema
AOKYMEHTHPO
BaHUA
TPYAOBBIX
NMPaBOOTHOII
eHu i B
OpraHu3anuu
1. CoctaB wu
Ha3Ha4YEeHHE
JIOKYMEHTOB

ITKC-

ITKC-




No
n/

Tema.
OcHOBHEIE
BOIIPOCHI

®opMHpy eMble KOMIEeTe HIIUN

Buabl yueGHoii padoThl, BKJIIOYAsH
€aMOCTOSATEIbLHYI0 Pa00Ty CTY JICHTOB

H TPYAO0EMKOCTb (B Yacax)

Cemectp

Jlexi
15058

B TOM
YHCIIC B
dopme
MpaKTH
YeCKOM
IIoAroT
OBKH

Ilpaxru
4EeCKHUe
3a HATHS

BToM | JlaGopa
qHciie | TOpHBIE
B 32 HATHS
bopm
e
OpaKT
HYECK
on
MOJITO
TOBKH

B TOM
qHCIIE B
dopme
NpaKTH
4eCKOM
noAroT
OBKH*

CamocTost
TeabHas
pabora

Mo JUYHOMY
COCTaBy.

2.
Jokymentupo
BaHUE
MPOIIECCOB
KaJIpOBBIX
nepeMeleHUl
B
OpTraHHU3aIUul
3.
Ocobennoctu
ohopMIICHHS
pesiome,
3asBJICHUM,
aHKeT,
aBroouorpad
5178

P

asaesa2

TexXH0JI0rus BeJeHUs JeJI0II

DON3BO/JICTBA.

Tema 6.
Opranuszanu
s1 padoTBI €
AOKYMeHTaM
U.
1.Opranuzanu
1 paboThl C
MOCTY AU
MU
«BXOASIIUMID)
u
OTIIPaBIIEMBI
MH
CUCXOISIIUMHU
»
JIOKyMEHTaMHU.
IIpaBuna
OpraHu3aluu
paboThI c
BHYTPCHHUMH
JIOKyMEHTaMH.

[IKC-

IIKC-

2. Ilopsimok




No
n/

Tema.
OcHOBHEIE
BOIIPOCHI

®opMHpy eMble KOMIEeTe HIIUN

Cemectp

Buabl yueGHoii padoThl, BKJIIOYAsH
€aMOCTOSATEIbLHYI0 Pa00Ty CTY JICHTOB

H TPYAO0EMKOCTb (B Yacax)

Jlexi
15058

B TOM
YHCIIC B
dopme
MpaKTH
YeCKOM
IIoAroT
OBKH

Ilpaxru
4EeCKHUe
3a HATHS

B TOM
YqUCJIC
B
(opm
€
paxr
HNYECCK
on
OATO
TOBKH

JlaGopa
TOPHBIC
32 HSITHSI

B TOM
qHCIIE B
dopme
NpaKTH
4eCKOM
noAroT
OBKH*

CamocTost
TeabHas
pabora

perucTpanuu
BXOJISIHUX U
HCXOISAIIUX
JIOKYMEHTOB.
Lemuu
OCHOBHEIE
TIPUHIIUTIBI
peructpanuu
JIOKYMEHTOB.
3. DopmbI
perucTpanuu
JIOKYMEHTOB.
Bunel
HEPETUCTPUPY
€MBIX

JIOKYMEHTOB.

Tema 7.
MexaHu3M
HMCIIOJIHEHUS
AOKYMEHTOB
B
ynpaBJ/IeHUH.
1. KoHrtpoius
3a
HCIIOJIHCHUEM
JIOKyMEHTOB B
opra-
HU3AIHHU,

2. UHemu wu
BUJIBI
KOHTPOJISL.
OTBETCTBECHH
BIC JINIIA.
3.TexHomnorus
HUCIIOJTHEHUS
KOHTPOJIbHBIX
JIOKYMEHTOB.

ITKC-

IKC-




No
n/

Tema.
OcHOBHEIE
BOIIPOCHI

®opMHpy eMble KOMIEeTe HIIUN

Cemectp

Buabl yueGHoii padoThl, BKJIIOYAsH
€CaMOCTOSATEJbHYIO PA00Ty CTYIeHTOB
H TPYAO0EMKOCTb (B Yacax)

Jlexi
15058

B TOM BTOM | Jlabopa| BTOM
YHCIIE B Yuclie | TOPHBIC | YHCTE B
dopme B 3aHATI | opMe
npaktu | Ilpaktu | dopm IIpaKTu
YECKOM | YEeCKue e YyeCcKou
MOJTrOT | 3aHSTUSA | MPAKT MOATOT

OBKH HYECK oBKU*

on
MOJITO
TOBKHU

CamocTost
TeabHas
pabora

Tema 8.
Homenxkiaty
pa nexa

1. Tlousarue
«HOMEHKJIIATy
pa Jei.
Haznauenue n
BUJIBI
HOMEHKJIATy]
bl JIETI.

2. TpeboBanus
,
pEeabSIBIICM
13 K
COCTAaBJICHUIO
u
3a10JHEHUIO
dbopmbI
HOMEHKIIATYP
Bl nen
OpTraHHU3aIUH.
3.  Hopsgox
YTBEPKICHUS
HOMEHKIIATYp
Bl.

IIKC-

ITKC-

Tema 9.
DopMHpPOBaH
ue aeJl.
IHoaroroBka
e K
XPaHEHHUI0.
1. IlpaBuna
dbopMupOBaHU
S pa3IMYHBIX
KaTeropuu
JIOKYMEHTOB B
Jena.
OTBETCTBEHHO
CTh 3a
COXPaHHOCTD
JIOKYMEHTOB.

ITKC-

ITKC-




No
n/

Tema.
OcHOBHEIE
BOIIPOCHI

®opMHpy eMble KOMIEeTe HIIUN

Cemectp

Buabl yueGHoii padoThl, BKJIIOYAsH
€CaMOCTOSATEJbHYIO PA00Ty CTYIeHTOB
H TPYAO0EMKOCTb (B Yacax)

Jlexi
15058

B TOM BTOM | Jlabopa| BTOM
YHCIIE B Yuclie | TOPHBIC | YHCTE B
dopme B 3aHATI | opMe
npaktu | Ilpaktu | dopm IIpaKTu
YECKOM | YEeCKue e YyeCcKou
MOJTrOT | 3aHSTUSA | MPAKT MOATOT

OBKH HYECK oBKU*

on
MOJITO
TOBKHU

CamocTost
TeabHas
pabora

DkcnepTusa
[IEHHOCTH
JTIOKYMEHTOB.
2. Opranusaig
Ul TEKYyIero
XpaHEeHus
JTOKYMEHTOB.
OcCHOBHBIE
TpeboBaHus,
npeabsIBiIsieM
bIe K
0(hOpMIICHUIO
ned.

3. Cpoku
XpaHEHHUs JIel.

10

Tema 10.
IMoaroroBka
AOKYMEHTOB
K mnepenaye
Ha XpaHeHHe
B apXMB.

1. TIlousarue
«ohopmieHue
JIeaa.
IlommuBka
JIelI.
CocTaBieHune
3aBEPUTEIBHO
W HaJOIHCH,
BHYTPEHHEU
OITHCH.
Odopmnenue
00JI0KKH.,
2.IlpaBuna
nepeaayu Jien
Ha XpaHEHHE
B apXHB.
3.0kcnepTHbIe
KOMHCCHH.

ITKC-

[IKC-

Hroro:

20

89




CopepxkaHue W CTPYKTypa AMCHUIUVIMHBI 1O OYHO-3204YHOW (opme

00y4eHust

Buasbi yuedHoii padoThl, BRJIIOYAS
€aMOCTOSATEJIbHYIO Pa00Ty CTYI€HTOB

U TPYJ0E€MKOCTH (B Yacax)

Ne Tewma.
/ OCHOBHEBIC
I BOIIPOCHI

®opMupy eMble KOMIETeHIIUU
Cemectp

Jlekx
15071

B TOM
YHCIIE B
tdhopme
MpaKTH
YEeCKOH
MOATOT
OBKH

B TOM
qHCcIe
B
IpaxTu | dpopm

YeCcKHe e
3aHSTUS | MPaKT
UYECK
oM
HOJTO
TOBKHU

Jlabopa
TOPHBIE
3 HATHSA

B TOM
YHCIIC B
dopme
paKTHY
€CKOH
IO JITOTO
BKH*

Cawmocros
TeJIbHas
pabora

Pasznen 1 JlokyMeHTH]

OBaHHeE YIIPaBJeHYeCKOT esITeJIbHOCTH

Tema 1.
CymHocTh M
cojiep:kaHue
AOKyMeHTa-
IMOHHOTO
o0ecmeuyeHH s
B
ynpaBJIeHUH.
I.IIpeaqmert
JUCIIATIIHHEL
Lemu H
3a1aun
JUCLIUITIMHEI.
OCHOBHBIE
TEPMHUHBl U
oIpeJiesIeHUs
JIeITOTIP O3B0/
CTBa.
1 | 2.3nauenue [KC- 2
JIOKYyMEHTaIu 7
51 B
yIIpaBJICHYECK
ou
JeATEIILHOCTH
Mecto m
poJb
J1eJI0TPOU3BOL
cTBa B
yIIpaBJICHUU.
OyHKUUA U
TP UHITUIIBI
JeJI0TPOU3BOL
cTBa B
yIIpaBJICHHUU.
3.

3akoHOOATEND

ITKC-

HOC )44

18




No
n/

Tema.
OcHOBHEIE
BOIIPOCHI

®opMupyeMble KOMIETEHIIUU

Cemectp

Buabl yyeGHoii padoThl, BKJIIO

yasi

CaMOCTOATECJIbHYIO paﬁoTy CTy/ICHTOB

H TPYA0EeMKOCTb (B 4acax)

JIekiy
Hn

B TOM
qucie B
¢dopme
NPaKTH
YeCKOM
HIOArOT
OBKH

BTOM | JlabGopa
YHUCIIC | TOPHBIE
B 3aHATUA
Ipaxtu | dopm
JecKue e
3aHATHA | IPaKT
UYEeCK
o
HOJITO
TOBKHU

B TOM
YHCIIE B
dopme
MpaKTiy
eCKOM
IO ATOTO
BKH*

CamocTost
TeabHas
pabora

HOPMAaTHUBHO-
METOJUYECKOEe
peryJiMpoBaHu
e
J€J10TIPOU3BOJ
CTBa.

Tema 2.
PexBHU3NTBI K
CTPYKTYypa
AOKYMEHTa
1.

dopmy
Tsp
COBPEMEHHOT
0
yIIpaBJICHYECK
oro
JIOKYMEHTA.
ITonsrue 0
PEKBU3HTE.
CocraB
PEKBU3HTOB,
10,9
pacroaoXeHu
e.
TpebGoBanus k
0(OpMIICHHIO
PEKBU3UTOB.
2. Ilouarue
«0O1aHK
JIOKYMEHTa.
Bung
OJIaHKOB 51
MOPSAIOK
pacnoyiokKeH!
1 PEKBU3UTOB
Ha OJraHKe
(yrmoBoe m
[IEHTPOBAHHOE
). Cocras
PEKBHU3HTOB,

ITKC-

ITKC-

20




No
n/

Tema.
OcHOBHEIE
BOIIPOCHI

®opMupyeMble KOMIETEHIIUU

Cemectp

Buabl yueGHoii padoThl, BKJIIOYAsH
€aMOCTOSATEIbLHYI0 Pa00Ty CTY JICHTOB

H TPYA0EMKOCTh (B 4acax)

JIekiy
Hn

B TOM
YHCIIC B
¢dopme
NPaKTH
YeCKOM
oaroT
OBKH

BTOM | JlabGopa
YHUCIIC | TOPHBIE
B 3aHATUA
Ipaxtu | dopm
JecKue e
3aHATHA | IPaKT
UYEeCK
o
HOJITO
TOBKHU

B TOM
YHCIIE B
dopme
MpaKTiy
eCKOM
IO ATOTO
BKH*

CamocTost
TeabHas
pabora

Ha3HAauYCHHE,
0COOEHHOCTHU
ohopMIICHHS
Pa3INYHBIX
BUJIOB
0J1aHKOB.

3. Tpe6oBanus
K
U3TOTOBJICHU
10
JIOKYMEHTOB.
Tekct
JIOKyMCHTA,
€ro CTPYyKTypa
U TpeOOBaHUSA
K
COCTAaBJICHUIO.

Tema 3.
Cucrema
OpPraHM3anMo
HHO-
pacnopsiaute
JbHOM "
HHpOpMaALHO
HHO-
CIIPABOYHOM
AOKYMeHTAI
1701

1. IlonsiTHe
byHKIUN
OpraHu3aIuoH
HO-
pacropsIuTen
BbHOM
JIOKyMEHTalu
51 (OPLI).
Buner  OP/I.
2.Ha3nauenue
51 BUIbI
pacnopsiauTen
BbHBIX

ITKC-

ITKC-

22




No
n/

Tema.
OcHOBHEIE
BOIIPOCHI

®opMupyeMble KOMIETEHIIUU

Buabl yueGHoii padoThl, BKJIIOYAsH
€aMOCTOSATEIbLHYI0 Pa00Ty CTY JICHTOB

H TPYA0EeMKOCTb (B 4acax)

Cemectp

JIekiy
Hn

B TOM
qucie B
¢dopme
NPaKTH
YeCKOM
HIOArOT
OBKH

IIpaxru
4eCKHUe
3a HATUA

BTOM | JlabGopa
YHUCIIC | TOPHBIE
B 3aHATUA
bopm
e
OpakT
UYEeCK
o
HOJITO
TOBKHU

B TOM
YHCIIE B
dopme
MpaKTiy
eCKOM
IO ATOTO
BKH*

CamocTost
TeabHas
pabora

JIOKyMEHTOB.
3.Ha3znauenue
u BUJIBI
nH(pOopMaImo
HHO-
CIIPaBOYHBIX
JIOKYMEHTOB.

Pa3znen 2

TexXH0JI0rus BeJleHUs JAeJI0II

OM3BOJACTBA.

Tema 4.
Opranuszanu
s1 padoTHhI €
AOKYMeHTaM
U.
1.Opranuzanu
1 paboThl C
MOCTY AU
MU
«BXOASIIUMU
» u
OTIIPaBIIIEMBI
MU
«UCXOASIINUM
n»
JIOKyMEHTaMu
IIpaBuna
OpraHu3aluu
paboThI c
BHYTPCHHUMH
JTOKyMEHTaMHU

2. Ilopsnok
perucTpanuu
BXOISAIIHX U
HCXOIAIUX
JIOKYMEHTOB.
Henn n
OCHOBHEIC
TIPUHIINATIBI
peructpanuu
JIOKYMEHTOB.
3. DopMbl

ITIKC-

ITKC-

18




No
n/

Tema.
OcHOBHEIE
BOIIPOCHI

®opMupyeMble KOMIETEHIIUU

Cemectp

Buabl yueGHoii padoThl, BKJIIOYAsH
€aMOCTOSATEIbLHYI0 Pa00Ty CTY JICHTOB

H TPYA0EMKOCTh (B 4acax)

JIekiy
Hn

B TOM
YHCIIC B
¢dopme
NPaKTH
YeCKOM
oaroT
OBKH

IIpaxru
4eCKHUe
3a HATUA

B TOM
qHCcIe
B
bopm
e
HpaxT
HYECK
o
OO
TOBKH

JlaGopa
TOPHBIE
38 HSITHSI

B TOM
YHCIIE B
dopme
MpaKTiy
eCKOM
IO ATOTO
BKH*

CamocTost
TeabHas
pabora

perucTpanuu
JIOKyMEHTOB.
Bunrnl
HEpETUCTPUPY
€MBIX
JOKYMEHTOB.

Tema 5.
MexaHu3M
HCIOJTHEHHUS
AOKYMEHTOB
B
ylnpaBJeHUH.
1. KoHrpois
3a
HCIIOJIHCHUEM
JIOKyMEHTOB B
opra-
HHU3AIHH,

2. Ulemu wu
BUJIBI
KOHTPOJIS.
OTBeTCTBEHH
BIC JIMIIA.

3. Texnomnorus
HUCITOJTHEHUS
KOHTPOJIBHBIX
JIOKYMEHTOB.

ITKC-

ITKC-

18

Tema 6.
Homenxkiaty
pa nea

1. TIlousarue
«HOMEHKJIaTy
pa bi (h N
Haznauenue u
BUJIBI
HOMEHKIIATYp
bl JIEJI.
2.0Opranuzamm
g TEKyIIEeTo
XpaHeHUs
JIOKYMEHTOB.

ITKC-

ITKC-

17




Buabl yueGHoii padoThl, BKJIIOYAsH
E €CaMOCTOSATEJbHYIO PA00Ty CTYIeHTOB
£ U TPYA0EMKOCTb (B 4acax)
5 B TOM BTOM | Jlabopa | BTOM
E qHUCIIe B YHUCIIC | TOPHBIE | YHCICB
Ne Tema. S g dopme B saHATHA | (hopme
n/ OcHOBHEBIE s S npaktu | [Ipakru | dopm MPAKTHY | (o oo
I BOIIPOCHI = 5 Jlexr | dyecko#l | deckue e eCKoM
> Ud | NOATOT | 3aHATUA | MPaKT HOJATOTO rerbHal
£ p * pabora
5 OBKH U4ecK BKHU
2 o
e
S HOJITO
TOBKH
3. DkcnepTH3a
OEHHOCTH
JOKYMEHTOB.
HToro: 12 - 16 - - - 113

6 IlepeyeHb y4eOHO-METOAMYECKOT0 00ecTieYyeH s 1JIsl
CaMOCTOATEILHOM Pad0ThHI 00y4AKOIIMXCS MO IMCUUILIIAHE

1. Camuii O. H. Meroauyeckue peKOMEHIAMU [0 OpraHu3alnuu
CaMOCTOSITENIBHOU palOThl MO JUCHUILUIMHE «OCHOBBI JTOKYMEHTAallMOHHOTO
obecrieueHust B opraHu3anusx ¢puHancoBoil cdeps». - Kpacnomap: Kyol'AY,
2019. — 25 c. https://edu.kubsau.ru/file.php/119/MU_QOsno

2. Camuit O. H. Meroauueckue yka3zaHHsl K NPAKTUYECKUM 3aHATUSM I10
aucuuiuiniHe «OCHOBBI JJOKYMEHTAIlMOHHOTO OOECIeUeHUs] B OpraHU3alMsX
¢bunancoBoit  chepsr». - Kpacmomap: Kyol'AY, 2019.—- 30 c.
https://edu.kubsau.ru/file.php/119/MU_Osnovy DO._Prakticheskie zan

3. ArubanoBa B. T'., Opexoa M. C. Pabouas terpaap K NpaKTUUECKUM
3aHSATHUSIM 1O U CcIUTIINHE « OCHOBBI JIeJI0mpou3BoIcTBay. — KpacHonmap: Kyol'AY,
2021. - 78 c. https://edu.kubsau.ru/coursefview.php?id=119

/ ®OH/ OLIEHOYHBIX CPEICTB /JIsl IPOBeIeHM s IPOME:KYTOYHOI
aTTecTaluu

7.1 lepeyeHb KOMIETEHIMI ¢ YKa3aHHEM 3TANOB UX JOPMHUPOBAHUS B
npouecce oceoenusi OIIOII BO

Oransl GOpMUPOBAHUS U TIPOBEPKHU yPOBHS
Howmep cemectpa™ c(hopMHUPOBAHHOCTH KOMIIETEHIIUH MO TUCIUTUTUHAM,
npakTukam B rporecce ocsoenus OITIOIT BO

IIKC 6. CnocoOHOCTh OCYHIECTBISTh MAEATENBHOCTh IO OKAa3aHHUIO YCIYT, BEIACHUIO
JeTOMPOU3BOJICTBA, YIPABICHUIO 3aKyIIKaMu B c)epe rocyJapCTBEHHOTO M MYHUIIUIAIHHOTO
yIpaBIICHUS

3 OCHOBBI 1€JTOTPOU3BOACTBA

7 ["'ocynapcTBeHHbBIE U MYHUIUIIAIbHBIC YCIYTH

7 VYipaBieHue TOCYIapCTBEHHBIMH W MYHUIMNAIbHBIMU
3aKyTMKaMH



https://edu.kubsau.ru/file.php/119/MU_Osno
https://edu.kubsau.ru/file.php/119/MU_Osnovy_DO._Prakticheskie_zan
https://edu.kubsau.ru/course/view.php?id=119

Howmep cemectpa™

Otansl GOPMHUPOBAHUS U IPOBEPKH Y POBHS
c(hOpMHUPOBAHHOCTH KOMIIETEHIINH MO TUCIIUTUTHAM,
npakTtukam B pouecce ocsoenus OIIOITI BO

8 DJIEKTPOHHOE MPABUTEIHCTBO
8 [TpegaunnomHas mpakTuka
8 [ToxrotoBKa K MpoLeAype 3aIUThI M 3a1[UTa BbITY CKHON

KBaJTU(DUKAIIMOHHOM paOOThI

IKC 7. CnocobHOCTh BiageTh HaBbIKAaMU cOopa, oOpaboTku MHPOpMAIMKU U ydacTUs B

nHpOpMAaTU3alUA  JICSITEIBHOCTH OpPraHOB TOCYJAapCTBEHHOW BJIACTH H  MECTHOTO
CaMOYTpaBJICHUS

2 OCHOBBI MapKEeTHHTA

3 OCHOBBI JI€I0MIPOU3BOICTBA

5 NudopmarmoHHple TEXHOIOTUU B YIIPABICHUI

5 HccnenoBanue conuanbHO-3KOHOMHYECKHUX U TIOJUTUYCCKUX

MIPOIIECCOB

6 MapKeTHHT TEPPUTOPUHU

8 [IpenaumioMHas mpakTHKa

8 [ToaroToBKa K MpoIeAYype 3alIUTHI U 3AIUTA BHITY CKHOM

KBAJIN(UKAITMOHHON pa0OTHI

7.2 Onucanue nokasareJieil 1 KpUTepUeB OLIEHMBAHUS KOMIIETEHIUIH Ha
pPa3IMYHBIX 3Tanax ux GopMUpPOBaHMS, ONIMCAHME IIKAJIbI OLICHUBAHUSA

Ilnanupyemeie YpoBeHb OCBOEHUS
pe3yJIbTaThl
OCBOCHUA ey nonerBopu-| ymoBierBopu- OrneHoYHOE
KOMICTCHINH TEJBHO TETbHO XOpOIIO OTJIMYHO CPEICTBO
(MHAMKATOPBI | (MUHHUMANBHBIE| (MUHUMAIBHBI (cpennuii) (BBICOKUIA)
JOCTHXKCHHUS | HE JOCTUTHYT) | i MOPOTOBBIi)
KOMITICTEHITUH )

IIKC 6. CnocoOHOCTh OCYIIECTBISATH JEATEIBHOCTh IO OKAa3aHHUIO YCIYT, BEICHHIO
JeTOMPOU3BOJICTBA, YIPABICHUIO 3aKylIKaMU B c(epe rocyaapCTBEHHOTO M MYHHUIIUIAIHHOTO

YIIPaBICHHS
IIKC-6.1. YpoBeHb MunuManabHO | YpOBEHb YpoBeHb Y cTHBIN onIpocC
3Haer 3HAHUI HHXKE | JOMYCTUMBIN | 3HAHUI B | 3HaHUN B | Hoknan
TIOpAJIOK, MHMHHUMAJIbHBI | YPOBEHB o0beme, o0beme, Keiic-3ananus
TpeboBanus, | o 3HAHMIA, COOTBETCTBY | cOOTBETCTBY | TecThl
?I;?;’LHHH "' | tpe6opanuii, | momyeHo IOIIEM IOIIEM Py6exnas
paspaboTkn i UMEJN MECTO | MHOTO nporpamMmme nporpaMMme | KOHTpOJIbHAst
rA—— rpyoOsbie HETPYOBIX HOJATOTOBKH, | MOATOTOBKH, | paGoTa  (mus
pEraMeHToB. OIINOKHU OIINOOK. JOMYIIIEHO 6e3 omuOOK. | OYHO-320YHOM
[TKC-6.2. IIpu IIpoieMOHCT | HECKOIBKO [Tponemonct | Gpopmbl

3naer mporecc | PELICHUH pUpOBaHbI HEeTpyObIX PUPOBAHbI o0yueHus)
JIOKyMEHTHPOB | CTAHAAPTHBIX | OCHOBHBIE OIIHOOK. BCE BOTIPOCHI U
aHus v | 3a1a4 HE | YMEHU, [IponeMOHCT | OCHOBHBIE 3aJlaHus K
ACMOHCTPHPYE | MpOaEMOHCTpP | PELIEHEI pHpOBaHLI YMEHHUS, 9K3aMEHY

T YMCHHC | ypoBaHbI TUIIOBBIE BCE pelIeHsl Bce

padoTath €| ocHOBHBIE 3a7jaui. OCHOBHBIE OCHOBHBIE

ﬁ(ﬁ%n_"eHTaMH yMeHus, Nmeercs yMeHus, 3aJlauu c

6.4 Ipumense | MMETH MECTO | MIHHMANbHBL | PEIICHB! BCE | OTACIBHBIMA




[Inanupyemsie

YpoBeHb OCBOECHUSA

pe3yabTaThl
OCBOCHWA | oy noBiieTBOpH-| yHOBIETBODH- OueHouHOoe
KOMICTCHIMH TENBHO TENBHO XOpOIIO OTIMYHO CPENCTBO
(MHANKATOPBI (MUHUMAITBHBIH | (MAHUMAJTBHBI (cpemuuii) (BBICOKMIT)
JOCTHKCHHUS | HE JOCTUTHYT) | i MOPOTOBBIii)
KOMTIETCHITIH)
3JIEKTPOHHBIE | IPyObIe i Ha0oOp | OCHOBHBIE HECYILIECTBEH
CEPBUCHI B | omuOKK, HE | HABBIKOB IS | 3a1a4u C | HBIMH
ciepe MPOJAEMOHCTD | pPELICHUS HerpyObIMuU HE0YETAMU,
MPOQECCHONAT | 16 pappI cTaHgapTHeIX | omrbOkamu, | [IpogeMoHCT
bHOH 0azoBble 3a7a4 C | IPOJAEMOHCTp | pUPOBAHbI
ASTEIBHOCTI | o Briku HEKOTOPHIMU | UPOBAHBI HABBIKM TIpU
HeJoueTaMu | Oa30BbIC peleHun
HaBBIKM TIPU | HECTAHIAPTH
pelieHun BIX 33/1a4
CTaHAAPTHBIX
3a7a4

IIKC 7. CnocobHOCTh BNajeTh HaBbIKaMU cOopa, o0paboOTKM HMH(GOpPMALMU M ydacTUs B

nHbpOpMaTU3allUd  JEATEIbHOCTH OPraHOB TOCYJIapCTBEHHOW BIAacTH W MECTHOIO
caMOyTpaBJICHHS
[IKC-7.1. YpoBeHb MunuManbHO | YpOBEHBb YpoBeHb
3HAET OCHOBBI, | 3HAHUN HUKE JOMYCTUMBIN | 3HAHUU B | 3HaHUN B
CennQuKy ¥ | \pHpManbHBI | yPOBEHb o0BeMe, o0neMme,
MeTonEI c6opa, | o 3HAHUI, COOTBETCTBY | COOTBETCTBY
00paboTKH .
| TpebGoBanuii, | HOMYyLIEHO I0IIEM IoIeM

Z:Ii(;ll I;/IaHHH’ UMEJI MECTO | MHOTO nporpamMmme nporpamme
H(bopMaTH3AL rpyosbie HErpyOBIX MOJTOTOBKH, | MOJATOTOBKH,
- OIINOKH OmNOOK. JOTIyIEHO 6e3 omuoboK.
nestenpHocty | 1IpH [IpoieMOHCT | HECKOIBKO IIponemoHcT
OpraHoB pelieHun pUpOBaHbI HEerpyObIX pUPOBaHbI
BJIACTH CTaHJIapTHBIX | OCHOBHBIE OIINOOK. BCE
ITKC-7.2. 3aja4 HE | YMCHUS, [IponeMoHCT | OCHOBHBIC
JleMOHCTPHPYE | npomeMOHCTp | pelieHbl pHpOBaHbI YMEHHUS,
T YMCHUE | ppoBaHBI THUTIOBBIE BCE pellIeHbl Bce
cobupars, OCHOBHBIE 3a/1a4N. OCHOBHBIE OCHOBHBIE
00pabaTeIBaTh

yMEHUS, HUmeeTtcs YMEHUS, 3aauu c
uHpopmanuio MMEJI MECTO | MUHUMAIIBHBI | pEIICHBI BCE | OTACIbHBIMU
U y4aCcTBOBATb o
B rpyobie i Ha0Op | OCHOBHBIC HECYIIECTBEH
unbopmaruzan | OWHMOKH, HE | HABBIKOB JUIA | 3a/a4H C | HBIMH
H MIPOJIEMOHCTP | peLIeHUs HErpyObIMU | HElOYETaMHu,
IeSITeIbHOCTH HUPOBAHBL CTaHAapPTHBIX OI_HI/I6KaMI/I, HpOI[eMOHCT
cooTBeTCTBYOMI | 0a30BbIE 3amaq C | MPOAEMOHCTp | pUPOBAHBI
MX ~ OPTaHOB | yappiku HEKOTOPBIMHU | UPOBAHBI HaBBIKA TIPU
EIIZEZT-?S. HejpoueTaMu | 6a30BbIe pelieHun
TpHmensier HaBBIKM TIpU | HECTaHAAPTH
COBDEMEHHBIE peleHun BIX 337124
METOJBI CTaHJIapTHBIX
HCCIIENOBAHUS 3a1a4q
00IIeCTBEHHBI
X TPOLIECCOB B
Pa3JInIHbIX




Ilnannpyemsie YpoBeHb OCBOCHUS

pe3yJIbTaThl

OCBOCHWA | oy noBiieTBOpH-| yHOBIETBODH- Onenounoe
KOMICTCHINH TEJIBHO TEJBHO XOpOIIO OTJIMYHO CPENCTBO
(MHANKATOPBI (MUHUMAITBHBIH | (MAHUMAJTBHBI (cpemuuii) (BBICOKHIA)

JOCTHKCHHUS | HE JOCTUTHYT) | i MOPOTOBBIii)
KOMIICTCHITUH)

oTpaciisiX |

cepax

7.3 TunoBble KOHTPOJIbHbIE 3a/laHU WJIH HHble MAaTepUaJbI,

HEeO0X0AMMBbIe IJIS OIEHKH 3HAHWI, YMEHUIl, HABBIKOB, XapaKTePU3y0IIHNX
3Tansbl GOpMHUPOBAHNMS KOMIIEeTeHIUI B nipouecce ocBoenus OIIOII BO

Yemuwtit onpoc

Tema 1. CymHocTb M coaep:KaHMe NOKYMEHTALMOHHOIO o0ecreyeHus: B
yIpaBJICHHUHU.

l.IIpenmer nucuunnuusl. Lemn u 3anaun gucuuruinabl. OCHOBHBIE TEPMUHBI U
OIIPENEIICHUA JEIIONPOU3BOICTBA.

2.3HayeHre NOKYMEHTAllMU B YNPAaBJICHUYECKON AEATENBHOCTH. MECTO U POJIb
JIEJIONPOU3BOICTBA B yIIPABJICHUH.

3. OyHKUWH U IPUHLMIIBI 1ETOIPOU3BOJICTBA B YIIPABJICHUU.

4. TIOKyMEHTHUPOBAHUE YIIPABJICHYECKOM IEITENBHOCTH. [ IoHATHE O TOKyMEHTaX.
Knaccudukaims u BUAbI JOKYMEHTOB.

5.Yuudukanus cucteM fokymeHTupoBaHust. 'OCTbI 1 HOpMATHUBBIL.

Tema 2. PeKBU3UTBI M CTPYKTYPA JIOKYMEHTA

1. @opMynsip COBPEMEHHOIO YIpaBJEHYECKOro JokymeHTa. [loHsaTue o
pekBu3uTe. CocTaB peKBU3UTOB, UX paciionoxeHue. TpedoBanus k 0 opMIEeH U0
PEKBHU3HUTOB.

2. Tlonarue «OmaHK IOKyMEHTa». Buuapl OJaHKOB U MOPSAAOK PACIIOIOKEHUS
pEKBU3UTOB Ha OnaHke (yrioBoe M IeHTpoBaHHOe). CocTaB PEKBU3UTOB,
Ha3HaYeHHEe, 0COOCHHOCTH O(DOPMIICHHSI PA3IMYHBIX BUIOB OJIAHKOB.
3.0cobenHocT paboOThl ¢ OnaHKkamMu C repOOBOM CUMBOIMKOWH. DopMaTbl
OyMaKHBIX M SJIEKTPOHHBIX TJOKYMEHTOB.

4. TpeOGoBaHMs K U3TOTOBJICHUIO JOKYMEHTOB. TEeKCT TIOKYMEHTA, €T0 CTPYKTYypa U
TpeOOBaHUS K COCTABJICHUIO.

Tema 3. Cucrema opraHu3alMOHHO-PACIOPAAUTEIbHOM JOKYMEHTAMH

1. ITonaTe U QyHKIMU OPraHU3ALMOHHO-PACTOPSIAUTENBHON JOKYMEHTAIIUU
(OP/I). Bugst OPJI. OpranuzaivoHHble AOKYMEHTHI: YcraB, IlosoxeHue,
NucTpykumu. [Topsaaok ux cocraBieHus U UCIOJIb30BaH K.

2. CoctaB U OCOOEHHOCTH pacHopsIUTEIbHBIX JOKyMEeHTOB: IlocTaHOBIEeHMS,
Pemenus, [Ipukassl, Pacniopsokenus, Y ka3aHusl.

3. IMopsanok ux cocTaBiaeHuUs, MOAMNUCAHUS U UCTIOJIb30BaHUSI.




4. CocraBieHue u O(I)OpMJIeHI/Ie OTACJIbHBIX BUAOB OPraHU3allnOHHO-IIPABOBBIX
AOKYMCHTOB.

Tema 4. Cucrema nHGOPMALMOHHO-CIIPABOYHOM JOKYMEHTALIUH
1.Ha3nauenue 1 BuabI HH(OOPMAIIMOHHO-CITPABOYHBIX JJOKYMEHTOB.
2.Ha3HaueHue, cOCTaB PEKBU3UTOB U OPSIOK 0 OPMIIEHHS: TPOTOKOJIOB, aKTOB,
JOKJIaTHBIX 32U COK, CITYKEOHBIX MTHCEM.

3. JlokyMeHTbI, mepeaaBaeMble IO KaHajlaM »3JEKTPOCBS3U: (aKcorpamma,
TenedoHorpaMmma.

Tema 5. CucremMa J0OKYMEHTHPOBAaHHUSI TPYAOBbIX IPABOOTHOLICHUI B
OpraHu3alnuu

1. CoctaB ¥ Ha3HAYEHHUE TOKYMEHTOB 10 JITYHOMY COCTaBY.

2. JIOKyMEHTUPOBaHHUE TPOLECCOB KaAPOBBIX IEPEMELICHNAN B OPTaHU3a LN

3. OcobenHocTr 0(hOpMIICHHUS PE3IOME, 3asIBJICHU M, aHKET, aBToOHOTpaduii.

Tema 6. Opranuzanus padoThl ¢ JOKYMEHTAMM.

1.Opranuzanus padbOThl C MOCTYMNAIOUIUMU «BXOJAIIMMU» U OTHPABIISIEMbIMU
«HCXOASMIMUMMU» JoKyMeHTamu. [IpaBuiia opranusanuu padoTsl ¢ BHYTPEHHUMHU
JOKYMEHTAMH.

2. I[lopsinok peructpanuy BXOIAIIUX U UCXOAAIIUX JOKYMEHTOB. Llenu u
OCHOBHBI€ PUHIIMIIBI PETUCTPALIUN JOKYMEHTOB.

3. ®opMmbl perucTpaluu AJOKyMEHTOB. BUIbI HEpErucTpUpyeMbIX JOKYMEHTOB.

Tema 7. MexaHu3M HCIIOJTHEHHUS JOKYMEHTOB B YIIPABJICHUH.

1. KoHTponp 3a HCHOJHEHHWEM JOKYMEHTOB B opranu3auuu. lleam um Buasl
KOHTPOJIs1. OTBETCTBEHHBIE JIU1IA.

2. TexHOoJI0rUs UCTIOJIHEHU SI KOHTPOJIbHBIX JOKYMEHTOB.

Tema 8. Homenkiarypa ne

1. ITousiTne «HOMEHKIATYypa 1e». HazHaueHue u BUIbl HOMEHKJIATYPbI JIE.

2. TpeboBaHus, TPEOBIBIICMBIE K COCTABJICHHIO M 3aIlOJIHCHUIO (POpPMBI
HOMEHKJIaTyphl Jie1 opranu3anuu. [Topsiok yTBepkIeHHss HOMEHKIATYPBbI.

Tema 9. ®opmupoBanue aeJ. [logroroBka ges Kk XxpaHeHHUIo.

1.  TlpaBuma QopmupoBaHUS Pa3TUUYHBIX KaTETOPHU JOKYMEHTOB B Jela.
OTBETCTBEHHOCTh 3a COXPAaHHOCTh JIOKYMEHTOB. OKCIEpTH3a II€HHOCTHU
JIOKYMEHTOB.

2. Opranu3zaius TEKyIero XpaHeHus Jo0KyMeHTOB. OCHOBHBIE TpeOOBaHUS,
npeIbsBisieMble K 0o opMiIeHHIO ies1. CpOKHU XpaHEeHUS JCl.

Tema 10. IToaroroBKa 10KyMeHTOB K Nepeaaye HA XpaHeHHe B APXHB.

1. Ilonsarue «obopmienue aena». [loammuska gen. CocTaBieHHe 3aBE€PUTEIbHOM
HaJIKCH, BHYTpeHHeH onrcu. OpopmieHne 00I0KKH.

2.IlpaBuiianiepenayuu e Ha XpaHEHUE B ApXUB.



9KCHepTHBIe KOMHCCHH.

Temot 0oknaooe

1. CymHOCTP W cOJEp)KaHUE JAEIONPOU3BOACTBA, JIOKYMEHTAllMOHHOTO

oOecrieueHus yrpaBaeHUs..

CymHOCTh W COAEpKaHHUE JOKYMEHTHUPOBAHUS  YIPABIECHUYECKOU

JEATENBHOCTH.

OcCHOBHBIE BUbI IETONPOU3BOJICTBA X XaPAKTEPUCTHUKA.

CylHoCTb U coJIepKaHu e OpraHu3ali padoThl C JOKYMEHTAMH.

[ToHsATHE NOKYMEHTA W CUCTEMBI JOKYMEHTALIUH.

[TonsiTue u knaccudukaims yrpaBJieHIECKUX JOKYMEHTOB.

HopmaTtuBHO-METOIMUECKOE oOecrieueHue JOKYMEHTHUPOBAHHUS

YIIPABJICHYECKOU JIESITETBbHOCTH.

8. PernameHTanus JOKyMEHTAIlMOHHOTO OOECIEUeHUs] YNpaBJICHUS B
OpraHu3alu

9. PernameHTanus JOKyMEHTAIMOHHOrO 0O€CIIeueH s yIIPaBJICHUs B OpraHax
roCcyAapCTBEHHOM BJIACTH

10.PernmamenTanusi JAOKYMEHTAIIMOHHOTO OOECIEUEHHUsI YINPABJICHUS B
MYHUILIUTATBHBIX OpraHax BJIacTh cyobekTa PO

11.9kcnepTHas OIleHKa JOKYMEHTOB U MOATOTOBKA UX IS IEPEIaur B apXUB

12 YOpuanueckas cuia yrpaBleHIECKOTO JOKYMEHTA.

13.®opmynsap-oOpaselr, ero Ha3HauYeHUE, COCTaB PEKBU3UTOB.

14.06mue GyHKIUKN YIIPaBICHUYECKOro JOKyMEHTA.

15.CnenuanbHbie ()yHKINU YIIPABJIEHUYECKOTO TOKYMEHTA.

16.CoBpeMeHHOE rocyJapcTBEHHOE peryiaupoBanue mpoiecca JJOY.

17.CoBepilIeHCTBOBAHHE  CHCTEMBI  JOKYMEHTAIIMOHHOTO oOecIeueHus
yIpaBJICHUS.

N

No ok ow

Ketic-3a0anus

Keiic 1. [IpoBecTy cpaBHUATENBHBIN AHATIN3 YITPABIEHYECKUX JOKYMEHTOB Ha
AIIEKTPOHHOM M OYMaKHOM HOCUTEISIX (B TAOJTUYHOM BBIPAKEHHN ).

Keiic 2. Berueptuts popmysap oOpaszelr yriioBoro 6J1aHKa ¢ pacroioKeHIEM
MTOCTOSIHHBIX PEKBHU3UTOB JCJIOBOTO ITHChMA.

Keiic 3. CoctaButh 1 0pOpMUTH JOKYMEHT, MOATBEPKAAIOIIM I HATUYHUE KaKUX-
00 GakToB, COOBITHH, NEHCTBUM, C MPEAIOKEHUE COCTABUTENS O TEX MEpax,
KOTOPBIE, TT0 €T0 MHEHUIO, TOJDKEH ITPEANPUHSTh PYKOBOIUTEIb B CIOKHUBIIIEHCS
CUTYaIlUH.

Tecmoesuvie 3a0anus

Tema 1. CymHOCTL M cOAepKaHHE JOKYMEHTAIMOHHOIO o0ecrne4veHHsl B
yIpaBJICHUMN.



1.  JloKkyMeHTalMOHHOE O0eCIIeYeHHE yIIPABICHUS - 3TO ...

a) mpotiecc odecreyeHus: pabOTHUKOB JOKYMEHTaMU

0) MOAroToBKa O(PUIMATHHBIX JIOKYMECHTOB

B) COBOKYITHOCTB PabOT C TOKYMEHTAMH

I) COBOKYIHOCTh Pa0OT IO JOKYMECHTHPOBAHHWIO W OpraHU3alluh pPabOTHI C
JTOKYMEHTaMH

2.  JlokyMeHTHpOBaHHE yIIPaBICHUCCKOU ACATSITHHOCTH - 3TO ...
a) paboTa ¢ TOKyMEHTaMH

0) 1eaTenbHOCTh paOOTHUKOB YIIPABICHUS

B) COCTaBJIeHUE O UITHATHLHBIX JOKYMEHTOB

') COOTBETCTBYIOIIEE OPOpMIICHHE O(DUITHATIBHBIX TOKYMEHTOB

1) COCTaBJICHUE U 0(DOPMIICHUE YITPABIICHYECKHUX JOKYMEHTOB

3.  Opranu3zanus paboThl ¢ JOKyMEHTaMH- 3TO ...

a) Bcsi paboTa ¢ IOKyMEHTaMHu

0) oTpakeHHE AESITEILHOCTA OPraHU3alK B O UITHATILHBIX JOKYMEHTAX

B) obOecrieueHne TOKYMEHTUPOBAHHOW HHGpOpMaIel paOOTHUKOB yIIpaBICHUS
BCEX YPOBHEM yIIPaBIICHUSA

I') COCTaBJICHUE JOKYMEHTOO00pOTa OpraHu3aliu

4, CucremMa 10KyMEHTAIMU — 3TO ...

a) COBOKYITHOCTb JIOKYMEHTOB, B3aMMOCBSI3aHHBIX 110 OJTHOMY U3 IIPU3HAKOB

0) HabOp OPUIIHATIEHBIX TOKYMEHTOB

B) COBOKYNHOCTb O(PHUIHAIBHBIX JOKYMEHTOB, OTpPaXarolUX TEKYIIYIO
JESITeIbHOCTh OpPraHU3aluH

T) JIOTUYeCcKas B3aMMOCBSI3b O UITUATBHBIX IOKYMEHTOB

1) TOCJIETIOBATEIbHOE COSAMHEHNE TEKYIIMX JOKYMEHTOB OpraHU3aIu1

Tema 2. PeKBU3UTBI M CTPYKTYPA IOKYMEHTA

1.  HoxyMeHT-3T0 ...

a) pe3yJIbTat AesTeIbHOCTU pA0OTHUKA YIIPABIICHU S

0) CpeACTBO ACIOBOTO OOIIECHUS

B) HOCUTEIb MH(OpMAIHU, COCTABICHHBIN U 0 OPMIICHHBIN 11O YCTaHOBICHHBIM
npaBuIaM

T') HOCUTEIb HH(GOpMAIIH

1) MaTepUaJIbHbI HOCUTENb MH(OpMaIU

2.  Knaccudukanus JOKYMEHTOB B 3aBHCHUMOCTH OT C(hepbl NEATeIbHOCTH
YeJI0BeKa MpeyCMaTpUBaET JIeJICHUE UX Ha ...

a) TMYHbIC U OUINATHHbIE

0) oduInaTbHbIEC U YIIPABJICHUECKUE

B) YIIPaBJICHYECKHUE U JICTIOBBIE

') BHYTPEHHUE U BHEIITHNE



1) CPOYHBIE K OOBIYHBIE

3.  Krnaccuduxkamus T0KyMEHTOB B 3aBUCMMOCTH OT MECTa UX COCTaBIICHUS
npeayCMaTpUBaET JCJICHUE UX Ha . ..

a) BHyTPEHHHE 1 BHEIITHHE

0) opuIMaTbHBIC U IMYHBIC

B) CPOYHBIC 1 OOBIYHBIC

I') OpraHU3aIMOHHBIC U PACTIOPSTUTEIHHBIE

1) TPaBOBBIE U KOMMEPUYECKHE

4.  JlemoBO€ MHCHMO COCTABJISIOT HA OJIaHKAX ...
a) JUIS TTUCEM, YTIIOBBIX

0) s mucem

B) JIUISl TIICEM ITPOJIOIBHBIX

r) Ha OOIIMX YTIIOBBIX

1) Ha OOIIUX MPOJOIBHBIX

Tema 3. CucreMa OpraHu3anMOHHO-PACIIOPAUTEIbHOM JOKYMEHTALIUH

1. B 3aBUCHMOCTH OT YpPOBHS YNPaBJICHUS PACIOPSIUTEIbHBIC JOKYMEHTHI
OBIBAIOT B BUJIC ...

a) TPaBOBBIX aKTOB (elepaibHOTO, PErMOHAIBLHOIO YPOBHEH M OTACIBHBIX
OpraHu3aIumn

0) MpaBOBBIX AKTOB MpaBUTEILCTBA PD, npe3unenta PO

B) IPABOBBIX aKTOB MUHUCTEPCTB, BEIOMOCTEHN, OTPACIIEBBIX aT€HTCTB

I') IPaBOBBIX AKTOB a/IMUHUCTpAIMi KpaeB, o0nacTeit

1) OQUIIMATBHBIX JOKYMEHTOB (eepallbHOT0, PETMOHAIBLHOIO YpOBHEH U
OTJEJIbHBIX OpraHu3alun

2. Oprasbl ynpaBJIeHHs B OpTaHU3aIUAX U3AI0T IPABOBBIC aKTHI B JopMme ...
a) pellIeHU M, TOCTAHOBICHUM

0) MoCTaHOBJICHUIA

B) peLICHU I

I) YKa3aHuu

1) TOTOBOPOB

3. K pacnopsautenbHbIM JOKYMEHTaM, H3AaBA€MbIM PYKOBOIUTEIEM
OpraHU3alli Ha OCHOBE €IMHOJIMYHOTO MPUHATHUS PEIIEHUN, OTHOCATCS ...

a) peleHus

0) pacropsbKeHHs

B) YKa3aHUs

I') IpUKa3bl

1) TOCTAHOBJICHUS

4.  Ilpuka3sbl ObIBAIOT ...
a) Mo 0OIIMM BOIIPOCAM U 10 TUYHOMY COCTaBY



0) 110 OCHOBHOM ACSATEIBHOCTH

B) I10 KaJIpOBBIM BOIIPOCAM

I) IO INYHOMY COCTaBY

1) 110 OOIIMM BOIIPOCaM, IO TMYHOMY COCTaBY, 10 OCHOBHOM AESTEIBHOCTH

5.  PacnopsauTenbHyto 4acTh TEKCTa PACHOPSHKEHHSI HAUMHAIOT C TJ1aroa. . .
a) 00s3bIBAIO

0) mpeyiarato

B) MPUKa3bIBAIO

r) 00s3BIBAIO, IIPE/IJIarato

1) IPEANKCHIBAIOIIETO ONPEAECIICHHOE IEVICTBUE

6.  VYkazaHume—9TO...

a) pactopsAIUTENbHBIN TOKYMEHT, M3/1aBa€MbIi PyKOBOJIUTEJIEM JTIF0O00TO YPOBHSI
yOpaBJeHUs, Kak MpaBWIO, MO BOMpocaM HHOOPMAIMOHHO-METOIUYECKOTO
XapakTepa

0) mpaBOBOM aKT, U3/JTaBAEMbII pyKOBOAUTENIEM JIF000TO YPOBHS yIIpaBIeHUs, KaK
MPaBUJIO, 10 BOMIPOCaM HH(DOPMAITMOHHO-METOIMYECKOro XapaKTepa

B) IPABOBOM aKT, U3/IJaBAEMBbIil pyKOBOIUTEJIEM OPTaHU3aINK IO HH()OPMAIMOHHO-
METOJIMYECKUM BOIIPOCaM

I) MpaBOBOM akT, OGMOPMISIONIMNA BJIACTHBIC IOJHOMOYHS PYKOBOJIUTEIS
OpraHu3aIuy o uHGOPMAITMOHHO-METOAMYECKUM BOIIpOCaM

1) TPaBOBOM aKT, O(POPMIISIOLIM I BJACTHBIE TOJIHOMOUHS CyOBbEKTa yIIPaBJICH s

Tema 4. Cucrema HH(POPMALTHOHHO-CIIPABOYHOMN JOKYMEHTALIUH

1. CripaBouHO-MH(MOPMAIOHHBIE TIOKYMEHTHI — 3TO ...
a) aKThI, TPOTOKOJIBI, ICJIOBHIC ITUCHMa

0) 00BSICHUTEILHBIC 3aITUCKH, IPUKA3bI, AKTHI

B) JIOKJIAJTHBIC AU CKH, 3asIBJICHUS, YKA3aHUS

T') aKThl, POTOKOJIbI, yKa3aHUs, 3aBJICHUS

1) TUChMa, MHCTPYKITUH, IIPOTOKOJIBI

2. AKT — 3TO JOKYMEHT, ...

a) COCTaBJICHHBIA IPYIITION JTUIT B TOATBEPKICHHUN KaKUX -TH00 ()aKTOB, COOBITH A,
JIEUCTBUU

0) comepkammuii 3alKCh MPOBOJMMBIX COOpaHWM, COBCIIAHUMN, 3aceJaHUN H
MPUHATHIX Ha HUX PEIICHUM

B) COJIEPrKaIlIUI TPOCKOY UITU MPEATIOKEHUE U aJIPECOBAHHBIN PYKOBOIUTEIIO

I) coJepKamuii  OOCTOSATEIBbHOE  HM3JIOKEHHE  KaKoro-Imbo  BOIpoca,
aJpeCOBAaHHOTO PYKOBOIUTEIIO, C BEIBOJAMH U IMPEITI0KCHUSIMHA COCTABUTEIS

1) OOBSCHSIOUIU N MPUYUHBI KAKUX-JTMO0 (PAKTOB U aIpeCOBAHHbIN PYKOBOAUTEIIO

3.  IIpoTOKOJI—3TO JOKYMEHT, ...



a) coJiepKalluii 3amuch MPOBOJMMBIX COOpaHU, COBEIIAHWUM, 3acelaHUui U
MPUHATHIX HA HUX PEIICHUM

0) cocTaBisieMbli TPYIITION JIUILL B TOATBEPKIEHIU U KaKUX -TH00 (paKTOB, COOBITHH,
NEUCTBUI

B) COZIepKAIUM TPOCHOY UITK MPEJI0KEHUE U aIPECOBAHHBINA PYKOBOIUTEIIO

r) colepKamuii  OOCTOSTENbHOE  M3J0KEeHHE  Kakoro-imbo  BOMpoca,
aJIpeCOBAHHOTO PYKOBOAUTEIIO, C BBIBOJIAMU U MTPEASIOKEHUIMU COCTABUTEIIS

1) OOBSACHSIOUIU N MPUYUHBI KAKUX-JIMO0 (PAaKTOB U aJIJpECOBAHHbIN PYKOBOAUTEIIO

4, 3asiBJICHUE —ITO JOKYMEHT, ...

a) cCoZepIKaIIui MPOCHOY UITH TPEATIOKECHHUE U aIPECOBAHHBIN PYKOBOIUTEIIO;

0) cocTaBJICHHBIN IPYNIIOHN JIUI] B TOATBEPKICHUH KaKUX -M00 (PaKTOB, COOBITH,
e CcTBUMN

B) COJepXKaIlluii 3aluiCch MPOBOJMMBIX COOpPaHWM, COBEIIAHWM, 3acelaHuil U
MPUHATBHIX Ha HUX PEIICHUMA

I) OOBSICHSIOMIN I TPUYMHBI KAKUX-JTMOO0 (haKTOB U aJpECOBAHHBIN PYKOBOIUTEIIO
1) coAep Kalnii 00CTOSATEIBHOE U3JI0KEHUE KaKOT0-TM00 BOITPOCca apeCOBAHHOIO
PYKOBOJIUTENIO, C BRIBOJAAMH U MPETIOKCHUSIMH COCTABUTEIIS

Tema 5. Cucrema J0KYMEHTHPOBAHUSI TPYAOBBIX IPABOOTHOLICHUH B
OpraHu3anuu

1.  JlemompousBOICTBO —3TO ...

a) OTpaciib 3HAHUS

0) BU YIIPaBJICHYECKON IEITEILHOCTU

B) CHHOHMM TE€pPMHHA «JJOKYMEHTAIITHOHHOE O0ECTICUCHHE YITPABIICHHSD

T) Bcs paboTa ¢ JOKyMEHTaMH, HAaurHas C MOMEHTA UX CO3JaHHsI FUTH TTOJTYYeHHS 1
710 CIIa4H B apXHUB

2.  Krpynme BXOIAIuX JOKYMEHTOB MOYKHO OTHECTH
a) JIeJIOBBIC THChMa

0) opraHu3aIlMOHHbIE JOKYMEHTbI

B) [IPUKa3bl OPraHU3a U

I') JOJKHOCTHBIE MHCTPYKITUN

3.  Opumamdeckyro cuny opunmaabHOMy JOKYMEHTY OOecredyuBaeT
COOTBETCTBHEETO ...

a) MpaBuJIaM COCTaBIEHU S OQUIMATEHOTO IOKYMEHTa

0) BHYTpEHHEMY PaclopsiIKy JaHHOW OpraHU3aluu

B) KOMITETEHITUH JTOJHKHOCTHOT'O JIUTIA

T) IeWCTBYIOIINM CPOKOM COCTABIICHUSI TOKYMEHTA

1) 3aKOHOJIaTEIbCTBY, KOMIETSHIIUU U3AIOIIETO €T0 OpraHa uiu paboTHUKA
yIPAaBJICHUS, yCTAHOBJICHHBIM IIPABUIIAM COCTABIICHHS U OOPMIICHHUS

4. B o6beMe JOKYMEHTO000POTA CIIEYET YUUTHIBATD:



a) BCE BXOJSIINE U UCXOIALIME IOKYMEHTHI 33 ONIPEACIICHH I MEPHUOJI BPEMEHU
BCE BHYTPEHHHE JOKYMEHTBI U BCE KOIIMH 34 ONIPEACIICHHBIN IEPUOJ BPEMEHU

0) Bce BXOSAIINE U UCXOAIINE JOKYMEHTBI 32 ONIPEAEIICHHBIN TEPU O] BpEMEHU

B) BCE BXOAIINE, UCXOIAIIME U BHYTPEHHUE JOKYMEHTBI, @ TAK)KE BCE KOMUU 3a
ONPEAEIECHHBIM IEPUOJT BPEMEHU

Tema 6. Opranuzanusi padoThbI ¢ JOKYMEHTAMMU.

1.  Jlng onTHUMH3alMy U COKPAILIEHHS JOKYMEHTOIIOTOKOB HEOOXOAUMO: ...
a) pa3zpaboTaTh TEXHOJOTUUECKUE CXEMBbI IBUKEHUS TIOKYMEHTHPOBAHHOM
WH(pOpMaIINK;

0) mpoBeieHe MHCTPYKTUBHBIX 3aHITHNA

B) cOCTaBJieHHe MHCTpyKmu 1o JJ0OY

r) co3ganue ciyx0n1 JIOY

1) oTpe/ielIeHuEe KOHKPETHBIX UCTIOJHUTENEH, OTBETCTBEHHBIX 32 ITOITOTOBKY
JOKYMEHTOB

2. Jnst pukcanum v aHaau3a IBUKEHUsI IOKYMEHTOB COCTaBIISIOT: ..
a) IJIaHbI-TPAPUKH

0) MapUIPyTHO-TEXHOJOTUYECKUE CXEMBbI

B) IOJDKHOCTHBIE HHCTPYKITMH

r) rpaduKku

1) yKa3aHUs

3. Opranu3zanus paboThl ¢ JOKyMEHTaMH BKJIIOYAET B ce0s1 padoTHI ...

a) COCTaBJICHUE IOKYMEHTOB

0) oopmIiieHHE JOKYMEHTOB

B) llepeiaua JOKyMEHTOB BHYTPU OpTaHU3aIUH

T) pacripeiesienre paboT ¢ JOKYMEHTaMU MeX 1y paOOTHUKAMH YITPABIICHUSI

1) obecrieueHre T0KyMEeH TUPOBAaHHOM HH(opMaliueii paOOTHUKOB BCEX YPOBHEH
yIpaBJIEHUS

4. B 00paboTKy BXOJAIIETO JOKYMEHTA dTOT 3TAIl HE BXOUT

a) paCCMOTpPEHHUE

0) BCKpBITHE KOHBEPTOB

B) COTJIaCOBAHHE

5. 'maBHOE MTpaBHIO OpPraHU3alMU TOKYMEHTO000pOTa — ATO:

a) cTaOWUJIBHBIA MapIIPYT ABMKCHH ST, KOTOPBIM 3aBUCHT OT COCTaBa U COJICPKAHUS
JOKYMEHTOB M OT IPUHSATON B OPTaHU3AIUH TEXHOJIOIUH PadOT ¢ TOKYMEHTaMHU

0) onepaTUBHOE MPOXOKICHHUE TOKYMEHTA 110 HanboJjiee KOPOTKOMY U ITPSIMOMY
MapIIpyTy ¢ HAUMEHBIITUMH 3aTpaTaMHi BPEMEHHU

B) CTEPEOTUITHBIC MAPIIPYTHI ABKCHUS CBOMCTBEHHBIE BXOIAIIAM JOKYMEHTAM C
HaWMMEHBIITMMH 3aTPaTaMHi BPEMEHH

Tema 7. MexaHu3M UCIIOJTHEHHUS JOKYMEHTOB B YIIPaBJICHUM.

1. [{enb KOHTPOJIS 32 UCITOJITHEHUEM JJOKYMEHTOBB ...



a) CBOCBPEMECHHOM U Ka4eCTBEHHOM MCIIOTHEHUH JOKYMEHTA O CYIIECTBY U
Cpokam

0) IpOBeICHNN CBOEBPEMEHHOT'0 aHAIM3a MOJTyUYEHHbBIX JIOKYMEHTOB

B) YTOYHCHHUE CPOKOB HCTIOJTHCHUSI TOKYMEHTOB

T') MPOBEPKE UCITOJIHEHUS TIOKYMEHTA T10 CYIIIECTBY PACCMATPUBAEMOTO B HEM
BOIIpOCa

2.  Ilocnennuii aTan paboThl C TOKyMEHTaMHU Ha3bIBAETCS
a) cladeit B my3en

0) cnadeil B apxuB

B) OITyOJIMKOBAHHUE BO BCEX POCCUMCKUX Ta3eTax

I') TOCTAHOBKOM Ha y4eT

3.  Knmaccudukainus 10KyMEHTOB B 3aBUCHUMOCTH OT MECTA UX COCTaBJICHUS
MpeayCcMaTpUBAET ICJICHUE UX HA ...

a) BHYTPEHHHE U BHEIITHHE

0) odunMaabHBIC U TUYHBIC

B) CPOUYHBIEC U OOBIYHBIE

I') OpraHU3alMOHHBIE U PACTIOPSAIUTEIbHBIE

1) TpaBOBbIEC U KOMMEPYECKHUE

4, Knaccudukaims JOKyMEHTOB B 3aBUCUMOCTH OT CTEIIEHU 0053aTEJIbHOCTH
W CITOJIHCHHS TIPS AyCMaTPHUBACT JICJICHHE UX Ha ...

a) TUPEKTUBHbBIC

0) mpaBOBbIE U KOMMEPUECKHE

B) CPOYHBIC U OOBIUHBIC

') BHYTPCHHUE ¥ BHEIITHUE

Tema 8. Homenkiarypa nena

1.  Jlns oTripaBKu MPUHUMAIOT JOKYMEHTHI . . .

a) 3aperuCTPUPOBAHHBIC

0) B HY’)KHOM KOJTUYECTBE

B) B HY’)KHOM KOJIMYE€CTBE U NUMECIOIINE FOPUINUSCKYIO CHITY

I') UMEIOIINE IOPUINYECKYIO CHITY

1) OT UCTIOJTHUTEICH

2. I'pynmsl 1ocTyna HEOOXOMMBI :

a) JUIS PEIOCTABJICHUS ITPaB KOHTPOJIEpa COTPYTHUKAM 00s13aHHBIM CICAUTH 3a
JNEUCTBUSMU MOJIb30BATEIEH CHCTEMBI

0) B ciydae OTCYTCTBUS COTPYAHUKA OTBETCTBEHHOTO 32 padOTy Ha/l TOKYMEHTOM
1 He0OXOIMMOCTBIO €€ TTPOJIOJIKEHNE B €70 OTCYTCTBHE

B) U1 OpraHM3alluMl JOCTyNa K JOKYMEHTaM [UIs OTJEJIOB OpraHHu3alluH,
KOJIJIEKTHBA COTPYIHUKOB, paOOTAIOIIMX HAa/l OTJACIBHBIM ITPOSKTOM

3. JenerupoBaHue rpaB AOCTyIa HEOOXOIUMO:



a) B Clly4ae OTCYTCTBUS COTPYIHHKA OTBETCTBEHHOI'0 32 pabOTy HaJl TIOKYMEHTOM
U HEOOXOAMMOCTBIO €€ ITPOJIOJIKEHUE B €TO OTCYTCTBUE

0) 175 MpeIocTaBJIeHNs TpaB KOHTPOJIEpa COTPYAHMKAM 00SI3aHHBIM CIEAUTh 3a
JCHUCTBUSMHU TT0JIb30BATEIICH CCTEMBI

B) i1 OpraHu3alluM JOCTyla K JOKYMEHTaM JJii OT/EJOB OpraHu3alluw,
KOJUIEKTHBA COTPYHUKOB, paOOTAIOLMX HA/I OTACIbHBIM IPOEKTOM

4. JIoJKHOCTHAst MHCTPYKIUS —3TO ...

a) MPaBOBOM aKT, M3/1aBaCMbIii OpraHU3aIMCH B IEJIAX perIaMeHTAIlHN
OpraHU3alMOHHO-TIPABOBOTO MOJIOKEHUS pAOOTHHUKA M 00€CTIeUNBAIOII I YCIOBUS
s ero 3(pheKTuBHOM pabOThI

0) JOKYMEHT, ONPEIEIISAIONIMM CTaTyC paOOTHHUKA B OpraHU3ali|

B) IOKYMEHT, OTIPEICIISIOIIHI ITOJIOKEHHE pa0OOTHUKA B OPTaHU3aIUN

I') IPaBOBOH aKT, periIaMeHTUPYIONHH ITOPSIOK ACSITEIIbHOCTH paOOTHHKA B
OpraHu3aIuu

1) TPaBOBOM aKT, ONPEISTIOMINNA 005S3aHHOCTH PAaOOTHHKA B OpTraHU3aINN

Tema 9. ®opmupoBanue aej. [loarorosBka e K XpaHeHHIO.

1. Hemno - 310 ...

a) BOIIPOC, pelllaeMbIii paOOTHUKAMH yITpaBJICHUS

0) COBOKYITHOCTb JIOKYMEHTOB, CTPYIIITUPOBAHHBIX 110 OTIPEACTIEHHOMY MTPHU3HAKY
WJTA BOTIPOCY

B) YIIpaBJICHYECKUE TOKYMEHTHI

I') IaMKa-CKOPOCIINBATEIb C IOKYMEHTaMHU

1) POIIECC PEUICHUS ITPOOJIEM.

2.  Howmenxkimarypa aemn—-oTo ...

a) MHOTO() YHKIIMOHAJIbH I TOKYMEHT

0) cucTeMaTU3UPOBAHHBIN ITepeueHb HANMEHOBAHUI J€J1 C YKa3aHMEM CPOKOB M X
XpaHEeHUS

3) cxema KJ1accu(puKaly JOKYMEHTOB IIPU pacipeieJIeHUU X B iefia

4) COBOKYITHOCTb JIEJI, ITOJIEKAIIX XPAHEHHU IO

5) COBOKYIHOCTB J€J1 TOCTOSIHHOT'O U JOJTOBPEMEHHOTO CPOKOB XpaHEHU S

3. Jlemo He TOHKHO MPEBHIIATE ...

a) 250 nucToB npu ToNIKHE He Ooiee 4 cMm
0) 250 MUCTOB MpH TOJIIUHE HE MEHEE S CM
B) 200 1MCTOB pH TONIIMHE HE MEHEE 4 CM
r) 250 TUCTOB IpU TONIIMHE HE MeHee 4,5 cM

4.  Pa3nuyaroT BUJIbl HOMEHKJIATYP 1€ B OpraHU3alUH. . .
a) BHYTPEHHSIA

0) BHEIIHSA

B) TUIIOBAst

') IpUMEpHas



1) KOHKPETHOM OpraHu3alyu

Tema 10. [ToaroroBka J10KyMeHTOB K Ilepe/iade Ha XpaHeHUe B apXHB.

1.  HuaauBuayainbHas HOMEHKIATypa OpraHU3alyu e 3aBOIUTCS ...
a) Ha KaJIeH1apHbIX 1ol

0) onuH pa3

B) 10 U3BMEHEHU A CTPYKTYPbl OpraHU3a[UU

T') TI0 PEIICHUIO PYKOBOIUTEIS

2.  HVumnuBuayanbHas HOMEHKIATypa JeI, pa3padaThiBacTCs C UCIIOIb30BaHU €M

a) TUTIOBOM ¥ TPUMEPHOU HOMEHKJIATYP eI

0) HOMEHKJIATypPbI TPOU3BOIUMBIX TOBAPOB

B) [IE€PEYHS OKA3bIBAEMBIX YCIIYT

r) Ob1epoccuiickoro kiaccupuraTopa npeAnpUsATAN U OpraHu3alymi

3. OTBETCTBEHHOCTh 3a COCTaBJICHHE (KOPPEKTUPOBKY) HOMEHKJIATYPHI JIET
OpraHM3alli¥ BO3JIOKEHA HA ...

a) cimyxoy JIOY

0) IOpUIUYECKYIO CITYXKOY

B) ApXUBHYIO CITYKO0Y

I') BBILIECTOSILYH0 OpraHU3al 1o

4.  HomeHknatypa jes OpraHU3aluy yTBEPKAACTCSI PyKOBOAUTEIIEM ...
a) OpraHu3alu

0) PKCIIEPTHO-TIPOBEPOUHON KOMHCCHUN

B) BEJIOMCTBEHHOT'O apX1Ba

r) iy 061 JIOY

5. ApxuBHBIM GOHT— ITO...

1) COBOKYIIHOCTh apXHMBHBIX JOKYMEHTOB, MCTOPHYECKHUX H/HIIM JIOTHYECKU
CBSI3aHHBIX MEKIY COOOM

2) YCTaHOBJICHHBIN JIJISl apXUBa COCTAB IOKYMEHTOB, TTOJISKAIIMX XPaHCHUIO

3) pacrpenerenre JOKyMEHTOB 110 apXHBHBIM (DOH 1aM M apXUBHBIM KOJIICKIASIM
4) cnennaabHO 000PYI0BAaHHOE IIOMEIICHHE T XPAHCHHU S apXUBHBIX JOKYMEHTOB

Py0Oe:xxknast KOHTpPOJIbHAS padoTa (1J1sl 0UHO-32049HOM (POPMBI 00yUeHMS ).

OCHOBBI  JIETIONPOM3BOJICTBA: METOJA. YKa3aHus II0 IOJATOTOBKE
KOHTPOJIbHBIX Pa0O0T AJ1s1 00y4aromuXcs 1o HarpapyieHHo oArotToBku 38.03.04
['ocygapctBeHHOE M MyHHIMnNandbHOe yrpasieHue / coct. O.H. Canuii. -
Kpacaomap: KyoI'AY, 2019.— 12 c.

https://edu.kubsau.ru/file.php/119/Metodichka. Dokumentirovanie Salii.pdf

Jlna npomercymounozo KOoHmpons


https://edu.kubsau.ru/mod/resource/view.php?id=7472
https://edu.kubsau.ru/mod/resource/view.php?id=7472
https://edu.kubsau.ru/mod/resource/view.php?id=7472
https://edu.kubsau.ru/mod/resource/view.php?id=7472
https://edu.kubsau.ru/file.php/119/Metodichka._Dokumentirovanie_Salii.pdf

KOMI’lemeHZ/;M}Z.' CnocoOHOCTB OCYHCCTBIIATL ACATCIBHOCTD 110 OKA3aHUIO

YCIYT, BEICHUIO JCJIONPOU3BOJCTBA, YIPABICHUIO 3aKynkamMu B cdepe
roCyJIapCTBEHHOTO M MyHHUIUNaIbHOTO yrpasieHus ([TKC-6).
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Bonpocwl k 3k3ameny:
[TonATHE NOKYMEHTHUPOBAHUS ACSITEIBHOCTA OPTaHU3ALHH.
[TonssTne moKyMeHTa. BUIBI TOKYMEHTOB.
[TonATHE cucTEMBI JOKyMEHTAMU. BUBI CHCTEM JOKYMEHTALUML.
biiaHkY TOKYMEHTOB.
MarmmHonucHoe opopMiIeHUE TOKYMEHTOB.
HopmaTuBHO-METOIMYECKOE PETNIAMEHTUPOBAHUE JIOKYMEHTAlHOHHOTO
oOecredyeHus yIpaBIeHUs.
Buasl 1TOKyMEHTHPOBaHUSA B OPraHU3AL UM
dopmynsip-oOpasel] OpraHu3aOHHO -PACTIOPSAUTEILHOM IOKYMEHTAIIWH.
CucremMa opraHu3alHOHHO-PACIIOPSINTENbHON JOKYMEHTALA .
[Tonsitue opranuzamyu paboOThI ¢ JOKYMEHTaMH.
FOpunueckas cuina JOKyMEHTA.
DopMyJIsIp JOKYMEHTA.
Cucrema pacnopsiiUTEeNIbHOM JOKYMEHTalMu B (eaepalibHbIX OpraHax
rOCyAapCTBEHHOIO YIIPABJIECHMS.
CucremMa pacnopsAMTENbHOM JOKYMEHTAallUM B OpraHax MECTHOIO
CaMOYIIPaBJICHUS.
CocraB 1 Ha3HAUYECHUE PACTIOPSAIUTENBHBIX JOKYMEHTOB B MYH UM aJIbH bIX
NPEANPUATHAX U YUPEKICHUSIX.
Cucrema cripaBOYHO-UH(OPMALIMIOHHOM JOKYMEHTALIUH.
CucremMa  OpraHM3allMOHHO-TIPABOBOM  JOKYMEHTAllMd B  OpraHax
roCy1IapCTBEHHOU U My HUIIUTIAJIbHOW BJIACTH.
Cucrema opraHn3allMOHHO-TIPABOBOM JIOKYMEHTAILIMH B TOCY 1aPCTB €HHBIX U
MYHULIUTTATHHBIX OPraHU3aLHAX.
CucremMa pacnopsAMTENbHON JOKYMEHTAILMH B PErMOHAIBHBIX OpraHax
rOCyJIapCTBEHHOTO YIIPABJICHUSL.
CocraB ¥ Ha3HAUYEHUE PACIIOPAIUTENBHBIX JOKYMEHTOB B TOCYapCTBEHHbBIX
NPEANPUATHAX U YUPEKICHUSIX.
Hasnauenue, cocTaB 1 0COOEHHOCTH PACTIOPSAUTEIbHBIX TOKYMEHTOB.
Ha3snauenne, coctaB W OCOOEHHOCTH CHIPAaBOYHO-UHGOPMAIIMOHHOM
JOKYMEHTALIUH.
Perucrpaums m uHAekcanus JOKYMEHTOB B CHCTEME OpPraHU3allMOHHO-
pacropsAUTEIbHON JOKYMEH TN H.
Bunb 1 popMbl perucTpaniu JOKyMEHTOB.
OYyHKIHWU PETUCTPALMH.
Tabenb hopm ynpaBiaeHUECKUX JOKYMEHTOB.
Opranu3zanus cityx0b1 JIOY B KOHKpPETHON OpraHU3allUH.
TexHonoruss KOHTPOJST UCHOIHEHUS! JTOKYMEHTOB B TOCYJIAPCTBEHHBIX U



MYHUITATIATHHBIX OpraHax yIpaBieHHUsI.
29. PernamenTanus JTOKYMEHTAllUOHHOTO OOECHEYEHHUsS yOpaBJICHUS B

OpraHu3aIHM.

30. T'ocymapcTBEHHOE PpETyJMpPOBAHHUE JTOKYMEHTAI[MOHHOTO OOEeCIeUeHUs
yIpaBJICHUS.

31. 3akoHomaTenpHOE PErilaMeHTHPOBAHHUE JOKYMEHTAIMOHHOTO 00eCTICUCHUS
yIpaBJICHUSL.

32. OcoOeHHOCTH pabOTHI C KOH(PUACHIMATHHON HH(QOpMaIHEH.

33. CocraBnenue u ohOpMICHHE TPHUKA30B M PACTIOPSHKCHUN IO JIMYHOMY
COCTaBy.

34. Hcnonp3oBaHUE YTIIOBOTO OJIAHKA B TIPOIIECCE TIOKYMEHTHPOBAHHSL.

35. Hcnonb3oBaHue mpo10JIbHOTO OJIaHKA B MPOLIECCE JOKYMEHTHUPOBAHHUSI.

Ilpakmuueckue 3a0anus 0,11 IK3ameHa

3ananme 1. CoctaBuTh U 0QOPMUTH TIOKYMEHT, MTOATBEPKIAIOLTUIN HATUINE
Kakux-100 (pakToB, COOBITHM, IEHCTBUIA, C TPEIOKEHHUE COCTABUTEINS O TEX
Mepax, KOTOpbI€, 10 €r0 MHEHUIO, JOJIKEH MPEITPUHITH PYKOBOIUTENb B
CHOKUBIIEHCS CUTY AL U.

3ananme 2. CoctaBuTh U 0QOPMUTH TOKYMEHT, COAEPKABLIMIA TPOCHOY HIIH
MPEAIOKEHHE U IpECOBaHHBIN pyKOBOAUTENIO. ONpeIeIUTh K KAaKOW rpyIIIe
OTHOCHUTCS IOKYMEHT COIJIACHO YCJIOBUSIM 3a1aHusl. JJOKYMEHT OJKEH CO/IePKaTh
BCE MIOCTOSIHHBIE PEKBU3UTHI, BKITF0UYAs PE30JIIOIINIO PYKOBOIUTEIS, a TAKXKE
HITamI O TOCTaHOBKE Ha KOHTPOJIb.

3amanme 3. CoctaBuThb U OQOPMHUTH PACHOPSHKEHHE O KOMaHIUPOBAHUM
COTPYJHMKOB JJisi TPOBEICHUS BBIC3JHOTO COBEHIAHUS IO  BOIPOCY
MPaBOMEPHOCTH MPUBATU3AIMH 36METTbHOTO YYaCTKa.

Komnemenyus: CrnocoOHOCTh BiaJeTh HaBbIKaMu cOopa, oO0pabOTKH
uHpopMaUM M ydyacTus B HHPOPMATHU3AIUU JACITEIbHOCTH OPraHoOB
roCyIapCTBEHHOM BJIacTH K MecTHOTO camoytipasiens (ITKC-7)

BOI’lpOCbl KIJK3ameny

1. TloHsATHE U 3TAIBI AEITONPON3BOACTBA.

2. lensu comeprkaHre KOHTPOJI UCITOTHCHHS JOKYMEHTOB.

3. Opranu3zaiys TEKyIIero XpaHeHus JOKYMEHTOB B OpraHU3allUsIX U OpraHax
rOCyJapCTBEHHOTO U MyHHITUIAIIBHOTO YIIPABICHHUS.

HHCTpyKITHS IO IeTOPOU3BOICTBY.

dopmysip 1 hopMysip-00pasert mprukasza mo OCHOBHOM IEATETbHOCTH.
Dopmyisip 1 popMyIsip-oOpaszell mprukasa o JUMIYHOMY COCTaBY.
CocraBienue u opOpMIICHHE TPUKA30B, PACIOPSHKEHUM IO OCHOBHOM

~No ok



8.
9.

10.
11.
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.

NEeSATEIbHOCTH.
Cocrasienue u 0opMICHUE TOCTAHOBJICHUIA.

CocraBienue u 0hOpMIICHUE PEIICHU.

@opmyisip 1 popMyIisip-oOpasel akTa.

CocraBneHnue u 0pOpMIICHUE aKTOB.

Dopmyisip u popMysip-oOpaszer IpoToKoa.

CocraBnenue u 0popMIIEHUE TPOTOKOJIOB.

Dopmyisip u popMysip-oOpaszer 3asiBICHUSI.

CocraBneHnue u 0popMIICHHUE 3asBIICHUA.

Dopmysip u popMyIsp-oOpaser TOKIaTHbIX U 00bICHUTEIHHBIX 3aTUCOK.
Dopmyisip u popMyIisip-oOpasel ClpaBok.

CocraBnenue u 0opMIICHUE CITPABOK.

Dopmysip u popMyisip-oOpazel] M1uceMm.

CocraBnenue u 0OpMIICHHUE IETOBBIX ITUCEM.

PekBusnut « HanmeHOBaH1e OpraHu3amm.

PexBusut «Anapecary.

PexBusut «I'pud yrBepx aeHUS JOKYMEHTA.

PexBusur «Pe3omrommsn.

PexBU3UT «3arog0BOK K TEKCTY».

PexBusur «Tekcry.

PexBu3ut « OTMETKA O HATUYU U TPUIIOKEHHSD).

PexBusut «Ilogmcey.

PexBu3ut «OT™METKa 00 MCTIOIHEHUH IOKYMEHTA U HAIPABJICHUE €TO B JIEJI0).
CocTaB peKBU3UTOB 3ar0JI0BOYHOM YaCTH JOKYMEHTA.

CocraB peKBU3UTOB O0IIIETO OJIaHKA.

CocTaB peKBU3UTOB OJIAHKA TSI T CEM.

Ucnons3oBanue pekBusuta «l'ocymapcrBeHHslii repd P®d» B mpouecce
JTIOKYMEHTHPOBAHUSI.

PekBu3utr «OmOnema oOpraHu3zalud WM TOBApHBIM 3HAK  (3HaK
00CTy>KUBaHUS).

PexkBu3ut «CripaBoyHble JaHHBIE 00 OPraHU3aALIUN.

BapuaHnTbl agpecoBaHMs TOKYMEHTA.

PexBuzut «/laTay.

PexBusur «Pe3omrommsn.

Ilpakmuueckue 3a0anus 011 IK3ameHa

3ananue 1. Mcnonb3yst HCXOHBIE JaHHBIE IPOBEPUTH TPABUIIBHOCTH COCTABIICHUS
1 opopMIIEHU S TPOTOKOJIA ¥ ITPU HAJTMYHMHU B HEM OLIMOOK COCTaBUTh ITPABUIbHbI i1
JOKYMEHT.



3ananue 2. Vlcnonb3ys MCXOIHBIE JAHHBIC TPOBEPUTH TPABUIBHOCTH COCTABJICHHUS
1 0OpMIICHU S ITPYKa3a ¥ IPU HATMYHUY B HEM OIITMOOK COCTaBUTh ITPaBUIIHHBIN
JOKYMEHT.

3ananme 3. Mcnonb3ys HCXOIHBIE TAHHBIE TPOBEPUTH NPABWIBHOCTH COCTABIICHUS
1 0 OPMIICHUS PEIICHUS 1 P HAJTUYIUH B HEM OIITMOOK COCTaBUTh NPaBUIbHBIN
JTOKYMEHT.

7.4 MeTtoauyeckue MaTepHaJbl, OINpeaessiloIIMe NpPouexypbl
OLICHMBAHHUS 3HAHUH, YMEHHMH, HABBIKOB XapPAaKTEPHU3YIOIUMX IJTalbI
(¢opMupoBaHus KOMIICTCHIUA

KoHTpoabs ocBOeHM Ju cHUILIMHBL «] 0CyJTapCTBEHHBIE U MYHU LI U TIATbHBIE
yciyru» npoBoautcss B coorBerctBuu ¢ [InKyol'AY 2.5.1 - 2016 «Texkymuit
KOHTPOJIb YCIIEBAEMOCTH U IIPOMEKYTOUHAS aTTeCTAlMsl CTYIEHTOBY. TeKyIni
KOHTPOJIb MO JUCHUIIIMHE MO3BOJISET OLIEHUTh CTENEHb BOCIPUATHS YU€OHOTO
MaTepuaia U MPOBOJUTCS JUIsl OIEHKH Pe3yJbTaTOB H3YUYECHHUS DPa3iesioB/TeM
AUCUUILIMHBL TeKylumi KOHTPOIb MPOBOAUTCS KaK KOHTPOJIb TEMATUYECKU M (110
UTOTaM M3YYEHHUS OMPEACNICHHBIX TEM IUCIHUILUIMHBI) U pyOeKHBIN (KOHTPOJb
OIIPENEIICHHOr 0 pa3/iesia Ui HECKOJIBKUX Pa3IeIoB, IEpE TEM, KaK IPUCTYIIU Th K
M3y4YCHUIO OYePEeIHOMN YacTH y4eOHOro MaTepraa).

Yemuotit onpoc.

YCTHBIM ONpoC — METOJA, KOHTPOJISI 3HAHWUM, 3aKJIIOYAIOLINKCSI B
OCYUIIECTBJIICHUU B3aUMOJICUCTBUS MEXKIy MPENOAABaTeIeM U CTYJICHTOM
MOCPEACTBOM MOJTYYEHUS OT CTYJICHTa OTBETOB Ha 3apaHee c(hOp MyJTUPOBAHHBIC
BOIIPOCHI.

Kpurepuu onieHKu 3HaHHI 00y4aeMbIX IPH NPOBEACHNH ONPOCA:

OueHKa «OTJIMYHO» BBICTABJISIETCS 3a MOJHBIA OTBET HAa MOCTABJICHHBIN
BOIIPOC C BKJIFOUEHHUEM B COJIEpP>KaHUE OTBETAJIEKIIUU, MATEPHUAIOB YUEOHUKOB,
JOTOJIHUTEIbHOM INTEpaTypbl 0€3 HABOAIIMX BOIIPOCOB.

OneHka «X0pomo» BBICTABIIIETCS 3a IMOJHBIM OTBET HA IMOCTABJICHHBIN
BOIIPOC B 00BEME JIEKIIMU C BKJIIOUEHUEM B COJEpXKAHHME OTBETa MaTepuajoB
y4eOHUKOB C YETKHUMH IOJIOKHUTEIbHBIMA OTBETAMHU HAa HABOJSIINE BOMPOCHI
IIPENOAABATEIS.

OneHKa «yJ0BJIETBOPUTEJIBHO» BBICTABISIETCS 3a OTBET, B KOTOPOM
03BYy4€eHO 00Jiee MOJIOBUHBI TPEOYEeMOro MaTepuasa, ¢ OJIOKUTEIbHBIM OTBETOM
Ha OOJIBIIYIO YaCTh HaBOSIINX BOIPOCOB.

OuneHka «HEyAOBJIETBOPUTEIbHO)» BBICTABJISETCA 3a OTBET, B KOTOPOM
03BYYEHO MEHEE I10JI0BUHBI TPeOyeMOro MaTeprasia Uik HE 03BY4Y€HO TJIaBHOE B
COZAEPKaHUH BOIIPOCA C OTPULIATEIbHBIMUA OTBETAMH HA HABOSAIIUE BOIIPOCHI UITU
CTYJIEHT OTKa3aJics OT OTBETa O€3 MpeIBApUTEIHHOTO OOBSICHEHHS YBAXKUTEbHBIX
IIPUYMH.


http://dic.academic.ru/dic.nsf/ruwiki/837905

Hoknao

Jloknmag — 9TO TNHCBMEHHOE WM YCTHOE COOOIeHHEe, Ha OCHOBE
COBOKYITHOCTH paHee Oy OJIMKOBaHHBIX UCCIIEI0BATENbCKUAX, HAYYHBIX pa0OT UIU
pa3paboOTOK, MO COOTBETCTBYIOMICH OTpPACiIM HAyYHBIX 3HAHWUW, WMEIOIINX
Ooyplioe 3HAYCHHWE I TEOPUM HAyKW W TPAKTUYECKOTO TPUMCHCHWS,
npeAcTaBiasieT co0oil 0000IIEHHOEe H3JI0KEHUE Pe3yIbTaTOB MPOBEICHHBIX
UCCIICIOBAaHUHN, DKCIIEPUMEHTOB M Pa3pabOTOK, M3BECTHBIX HMIUPOKOMY KPYTy
CTHEIUAINCTOB B OTPAciid HAay4YHbIX 3HaHUU. CONMPOBOXKAAETCS Mpe3eHTalueH

MaTtepuara.

Ilesb MOATOTOBKM I0K/IAA:
— cpopMHUpPOBATh HAYYHO-HCCIIEJOBATEIbCKUE HABBIKU WU YMEHHS Y

oOyyJarorierocs;

— c10cOoOCTBOBATH OBJIAZICHUIO METOAMH HAYYHOTO ITO3HAHUS,

— OCBOUTbH HABBIKU TyOJIUYHOTO BHICTYIUICHUS;

— HAYYHUTHCS KPUTUYECKH MBICIIUTb.

TekcT noknaga JOJDKEH COJEpXkKATh aApPryMEHTHPOBAHHOE M3JIOKEHUE
omnpeaeseHHoil TeMbl. Jloknaa MOMKeH ObITh CTPYKTYPUPOBAH U BKIIOYATH
BBEJICHUE, OCHOBHYIO YaCTh, 3aKJIFOUCHHE.

KpnTepml OlleHKHM 3HAHUH OﬁyanO]lll’IXCH IPU BBICTYIVICHUH C TOKJIAI0OM

Tloka3zarenn I'pamanus basner
CooTBercTBHE JOKIa/Na 3asiB- | COOTBETCTBYET IMOJIHOCTHIO 2
JICHHOM TeMme, IeIM U 33/1a4aM | €CTb HECOOTBETCTBUS (OTCTYIJICHUSI) 1
MIPOEKTa B OCHOBHOM HE COOTBETCTBYET 0
CTpyKTypUpOBaHHOCTH CTPYKTYpPHPOBaHO, 00ECIIEeYNBAET 2
(opranu3zariusi) JOKJIaNa, | CTPYKTypHPOBAaHO, HE 00ECTIEYNBAET 1
KOTOpast o0ecrieynBaeT | He CTPYKTYpUPOBAHO, HE 00ECIIeUnBaeT 0
MOHMMAHUE ero COACPKAHUS
Kynprypa BBICTyIUIEHHST — | paccka3 0e3 oOpalieHusi K TEKCTY 2
YTEHUE C JIMUCTa WJIM PaccKas, | paccka3 ¢ 0OpalieHueM TEeKCTY 1
00paméHHbIN K ayTUTOPUU YTeHUE C JUCTa 0
JocTtymHOCTh  JAOKJIAaga O | IOCTYMHO 0€3 YTOUHSIOIIUX BOIPOCOB 2
COJIEp)KaHWU TPOEKTa, €ro | JOCTYIMHO C YTOYHSIONUMHU BOIIPOCAMH 1
[esiX, 3a-Jadax, METOJaX H | HeJOCTYITHO C YTOUHSIOIIMMH BOIIPOCAMU 0
pe3ynbTarax
[lenecoobpa3HocTh, HHCTPY- | HIeTecooOpazHa 2
MEHTaJIbHOCTh HATJIITHOCTH, | I[€JIECO00Pa3HOCTh COMHUTEIbHA 1
YPOBEHB €€ UCIOIH30BAHUS HE 11e71ecoo0pazHa 0
Cobmonenue BPEMEHHOT0 | cOOM0/IEH (HE MPEBBIILIEH ) 2
periaMeHTa  Jokiana  (He | mpeBbIlIeHUE 03 3aMeuaHus 1
6osiee 7 MUHYT) MIPEBBIIIEHUE C 3aMEYaHHEM 0
YETKOCTh U MOJHOTA OTBETOB | BCE OTBETHI YETKUE, TIOJIHBIC 2
Ha JIONOJIHUTEIBHBIC BOMIPOCHI | HEKOTOPHIC OTBETHI HEUETKHE 1
10 CYIIECTBY JOKJaza BCE OTBETHI HEUETKME/HETIOTHbIE 0




Bnanenue CHelUaIbHOM | BIaJeeT CBOOOIHO 2
TEPMUHOJIOTHEH 1O  TeMe | MHora ObLT HETOYEH, OIIOacs 1
MPOCKTAa, HCIOJb30BAHHON B | HE BJIaJceT 0
JTOKJIaJ1e

Kynaprypa  amckyccuum — —| OTBETHII Ha BCE BOIIPOCHI 2
yMEHHUE TMOHATh coOeceqHUKa | OTBETUI Ha OOJIBIIYI0 YacTh BOIIPOCOB 1
U apryMEHTHUPOBAHO OTBETUTH | HE OTBETHUJ HA OOJBIIYI0 YacTh BOIPOCOB 0
Ha ero BOMPOCHI

Il kana oueHKH 3HAHMI 00y4YAIOIIUXCS MPHU BHICTYIVIEHUHM C IOKJIAI0OM:
O1eHKa «OTJINYHOY — 15-18 OanoB.
Ornenka «xopoino» — 13-14 6aos.
Or1eHKa «y/10BJI€TBOPUTEIBLHOY» — 9-12 GanoB.
OreHKa «HEYA0BJIETBOPUTEIbHO» — 0-8 6aioB.

Keiic-3a0anusn

Keiic-3ananue saBiasieTcss OAHUM U3 cC1OCO00B 3(PHEKTUBHOTO NPUMEHEHU ST
TEOPHUU B PEAIbHOM KU3HU YePE3 PEIICHUE YyUeOHO-KOHKPETHBIX cuTyanmid. Kevic-
METO]I IPeIyCMaTPUBACT MTUCbMEHHO TPEACTABICHHOE OITMCAHUE OTIPEAEJIEH HbIX
YCIIOBUH U3 )KU3HU XO35IMCTBYIOIIETO CyObEKTa, OPUEHTUPYIOIIEE CTYJEHTOB Ha
dbopmynrpoBaHue TPOOIEMBbI U IOUCK BAPUAHTOB €€ PEIICHHUSL.

Pe3ynbTaT BBINOIHEH WS KeWC-3aJaHu sl OLICHNBAETCS C YIETOM CJIEAYIOIIUX
KPUTEPHUEB:

— MOJTHOTA TPOPAOOTKU CUTYALIUU;

— MOJIHOTA BBIIIOJIHEHU S 3aJaHUS;

— HOBU3HA M HEOPIUHAPHOCTH ITPEICTABIICHHOTO MaTepraia U pelieHuil;

— MEePCIEKTUBHOCTh U YHUBEPCAITBHOCTD PEILICHUI;

— YMEHHUE apryMEHTUPOBAHO 0OOCHOBATH BHIOPAHHBIN BApUAHT PEIICHUSL.

Ecnu pe3ynbTaT BBIOJIHEHUS KeHCc-3aJaHN s COOTBETCTBYET 0003HAUEHHOMY
KpUTEpPUIO CTYJAEHTY MPHUCBAWBAETCA OAMH Ol (3a KaxAbld Kputepuil mo 1
oamny).

OueHka «OTJIMYHO» — TP HAOOpE B 5 6aILIOB.

Ouenka «xopomo» —npu Habope B 4 Oaia.

OueHka «yJ10BJIE€TBOPUTEIbHO» — ITPU HAaObOpe B 3 Oasuia.

OueHka «Hey/I0BJIETBOPUTEIbHO» — ITPU Habope B 2 Oauia.

Tecmoesuvie 3a0anusn

Tect — 2TO HMHCTPYMEHT OIGHUBAHUS YPOBHS 3HAHUW CTYJICHTOB,
COCTOSIIIAK W3 CHCTEMBI TECTOBBIX 3aJaHUM, CTAaHAAPTHU30BAaHHOW IPOIETYpPHI
MpoBeJICHUs, 00paOOTKH U aHAIIM3a PE3yJIbTATOB.

Kputepun oneHku 3HaHWiI oO0yyawIuMxcsi TPH TPOBeJEHUH
TEeCTUPOBAHMSI.
O1eHKa «OTJIMYHO» BBICTABIISETCS MIPU YCIIOBUH ITPABUIIBHOTO OTBETA CTYICHTA
He MeHee ueM Ha 85 % TeCcTOBBIX 3aJaHUM.



O11eHKa «XOPOI0» BBHICTABIIICTCS IIPH YCIOBHH IPABUIILHOTO OTBETA CTYICHTA HE
MeHee yeM Ha 70 % TecTOBBIX 3aJJaHU .

O1eHKa «y/10BJIE€TBOPUTEJIBHO» BBICTABIISIETCS IPH YCIIOBUM MTPaBUIIBHOTO OTBETA
CTyJIcHTa He MeHee ueM Ha 51 %.

O11eHKa «HEYT0BJIETBOPHUTEIbHO» BBICTABIISICTCS ITPH YCIOBUHU MPABUIHLHOTO
OTBETa CTyJieHTa MeHee ueM Ha S0 % TeCTOBBIX 3aJlaHUi.

Pyoescnan konmpoavnan padooma (0214 3a04HOU hopmul 00yueHus)

KonTposabsHas padoTa 1o JUCIUIIIMHE 00yYaIOIUMICA 3204HOH ()OPMBbI
00y4YeHMs] BBIMOJHACTCA IOCJIE€ YCTAHOBOYHOW CECCMU B BHUJE NMHUCHMEHHOTO
OTBETa Ha yKa3aHHbICE B MHAWBUIYaTbHOM 3aJaHUU BOMPOCHI, OTPAKAIOIIHNE
coJiepyKaHUE pa3/ieOB AUCIUILTUHBI.

BapuanT 3amanus 1u1si CTYISHTOB 3a09HOM ()OPMBI 00y UCHHUS OTTPEACTSIETC S
1o nepBoit OykBe pamuinuy u nocneaHen nudpe 3a4eTHOM KHUKKHU C TOMOTIbIO
TaOJIUIIBL, TPUBEICHHON B METOIMYECKUX YKA3aHUSIX.

Kpurepum ouenku

OuneHKa «OTJUYHO» BBICTABIISIETCS CTYICHTY, IOKA3aBIIEMY BCECTOPOHHHUE,
CHUCTEMAaTHU3UpPOBaHHbBIC, TIyOOKHME 3HAaHHWS B OTBETaX Ha BCE BOMPOCHI
KOHTPOJIbHON pabOThI, KOTOPBII U3y4HJI OCHOBHY0, YMEETCBOOOHO U MTPABUIIBLH O
ApryMEHTUPOBATh MPUHATHIE PEIICHUS, O3HAKOMWIICS C JIOMOJHUTEIbHOU
JUTEPaTypol y4eOHOW MpOrpamMMbl JUCIHUIUIMHBI M TPUBOIUT €€ B CIHCKE
HCITOJIb30BAHHBIX UCTOYHHUKOB.

OneHka «XOpoIIO» BBICTABIACTCS CTYJEHTY, €CJIM OH TBEPAO 3HAET
Marepuai, rpaMOTHO M MO CYIIECTBY M3JIaraeT €ro B OTBETAX Ha BOIPOCHI
KOHTPOJIbHOM pabOThI, HO JJOIMTYCKAET B OTBETAXHEKOTOPHIC HETOYHOCTH, U3y YU I
OCHOBHYIO JINTEpaTypy y4eOHOM HporpamMMmbl ITUCIUILUIMHBI U TPUBOIUT €€ B
CIIMCKE UCTIOJIb30BAHHBIX UCTOYHHUKOB.

OuneHka «yI0BJIETBOPUTEIbHO» BBICTABJISIETCS CTYACHTY, ITOKa3aBIIEMY
(dhparMeHTapHBIN, pa3pO3HEHHBIN XapaKTep 3HAaHUH, HEAOCTAaTOYHO TPaBUIILHBIC
dhopMyIUpPOBKHU 0A30BBIX MOHATUM, HAPYIICHUS JIOTHYECKOM MTOCIEI0BATEIBHOCTH
B U3JI0KECHUU MNPOTPAMMHOIO MaTepualia, HO MPU ATOM BJIAJAEET OCHOBHBIMU
MOHATHUSIMU BBIHOCHUMBIX Ha KOHTPOJBHYIO pabOTy, 3HAKOM C OCHOBHOM
JUTEepaTypol y4eOHOM MpOTrpaMMbl JUCHMILIMHBI M TMPUBOIUT €€ B CIIHCKE
HCIOJIb30BAHHBIX UCTOYHHUKOB.

OueHka «HeyI0BJIETBOPUTEIBLHO) BHICTABISETCS CTYAEHTY, KOTOPBIN HE
3HaeT OOJIbIIeH YacTU OCHOBHOIO COJACP)KaHHUSI BRIHOCHMBIX Ha KOHTPOJIHbHYIO
paboTy BOMPOCOB pa3zfeia IUCIUILUIMHBI, JOMYCKaeT TIpyOble OIIMOKH B
(GbopMyJIHpPOBKAaX OCHOBHBIX IOHSATHH, HE3HAKOM C OCHOBHOW JIHTEpaTypoi
Y4€OHOM TPOrpaMMbl IA CLTUTUTUHBL



IK3amen

Kpurepun oneHkH 3HAHMI 00y4aIOIUXCS HA IK3aMEHe

OueHka «OTJHYHO» BBICTABIISICTCA O0yUaroleMycs, KOTOpbId 00Jiazaet
BCECTOPOHHUMH, CUCTEMATU3UPOBAHHBIMU U TJTyOOKMMHU 3HAHUSIMU MaTepualia
y4eOHOM POrpaMMbl, yMeeT CBOOOIHO BBIMOJHSATh 3aJJaHUs, TPEAYCMOTPEHHbIE
y4eOHON MpPOrpaMMoii, YCBOUJ OCHOBHYIO M O3HAKOMUJICS C JTOMOJHHUTEIBHON
JUTEpaTypoi, peKOMEHIOBAaHHOK yueOHOM mporpamMMoii. Kak mpaBuiio, oreHka
«OTJMYHOY» BBICTABJIETCS 00yYarOIIEeMyCsl yCBOUBIIIEMY B3aUMOCBSI3b OCHOBHBIX
MOJOKCHUH W TOHATHH IUCIUILUIMHBI B WX 3HAYCHHWH I MpuoOpeTaeMoi
CHELHUATbHOCTH, TMPOSBUBIIEMY TBOPUYECKHE CIIOCOOHOCTM B TOHUMAaHUH,
M3JI0)KEHUM M UCIOJb30BAaHMM  Y4eOHOro  Marepualna,  IMPaBUIIBHO
00OCHOBBIBAIOILIEMY TPUHSTHIE PEIICHUS, BJAJCIONIEMY Pa3HOCTOPOHHUMU
HaBBIKAMU U TPUEMaMU BBITIOJTHEHHU I PAKTUIECKUX padoT.

OneHka «XOpoIIO» BBICTABISETCA OOydYaromeMycs, OOHapY>KUBIIEMY
MOJIHOE 3HAHWE MaTepuala Y4eOHOW MpPOrpaMMmbl, YCHEIIHO BBIMOJHSIOMIEMY
NpPEAyCMOTPEHHbIE Y4YEOHOM MporpamMMmol 3aJaHus, YCBOUBIIEMY MaTepHal
OCHOBHOM TUTEpaTyphl, pPEKOMEHI0BAaHHOM yueOHO mporpammoit. Kak mpasuio,
OLICHKA «XOpOLIO» BBICTABJISIETCSA oOyJaroriemycs, IOKa3aBIIEMY
CUCTEMATU3UPOBAHHBIA XapakTep 3HAHUM MO AUCHUILUIMHE, CIOCOOHOMY K
CaMOCTOATEJIbHOMY TMOIOJIHEHUIO 3HAHUM B XOJ€ NaJIbHEWINeH y4deOHOW U
poQecCuOHABbHON AESITENbHOCTH, MPABUIILHO IPUMEHSIOIIEMY TEOPETUUECKH €
IIOJIOKEHUS TIPU PELICHUM IMPAKTUYECKUX BOIPOCOB M 3a1ay, BJIAACIOLIEMY
HE0OXOAMMBIMU HaBBIKAMHU M TPEMaMH BBITIOJTHEHU S TPAKTUUYECKUX PAOOT.

OueHka «y10BJIETBOPUTEJIBHO» BBICTABIISETCS 00yYaroeMycs, KOTOPbIi
MoKa3aJl 3HaHWE OCHOBHOTO MaTepuaia ydeOHOl mporpaMMmbl B 0OOBEME,
J0CTaTOYHOM U HEOOXOAUMBIM JJIs JaJIbHEHIIeN yueObl U peicTosA el paboThl
[0 CHEUUAJIBbHOCTH, CHPABUJICA C BBINOJHEHUEM 3aJaHUM, MPELYCMOTPEHHBIX
y4eOHOM TporpaMMoii, 3HaKOM C OCHOBHOM JMTEpaTypod, PEKOMEHIOBaHHOMU
y4yeOHOM mporpammoi. Kak mpaBuiio, OIIEHKa «YJOBJIECTBOPUTEIHHO»
BBICTABJISIETCS OOy4YaromieMycsi, JOMyCTUBIIEMY IOIPEIIHOCTH B OTBETax Ha
9K3aMEHE WJIM BBIIOJHEHUU 3K3aMEHAIIMOHHBIX 3aJaHUi, HO O0JiaJaroniemMy
HEO0OXOJAUMBIMU 3HAHUSIMU I10J] PYKOBOJICTBOM MPENOJABATENs ISl yCTpaHEHUsI
AOTUX IMOTPELIHOCTEN, HAPYLIAKOLIEMY IOCIECAOBATEIBHOCTh B M3JIOKEHUU
y4eOHOro Marepuajga U HCHbITHIBAIOIIEMY 3aTPyJAHEHUS MPU BBINOIHEHUU
MPaKTUYECKUX padoT.

OueHka «HeyI0BJIETBOPUTEIbHO» BBICTABISIETCS OOydYaronieMycsi, He
3HAIOUIEMY OCHOBHOM 4acTH Marepualia yueOHOW Mporpammbl, JOMYCKAIOIMIEMY
NPUHIMIIUATIBHBIE OIIMOKA B BBIIOJHEHUHU MPEIyCMOTPEHHBIX YyueOHOM
MpOTrpaMMOii 3aJlaHN i, HEYBEPEHHO C OOJIBIITUMU 3aTPYAHEHUSIMH BBITIOIHAIOILEMY
npakTuueckue padotel. Kak mnpaBuio, OIEHKa «HEYJIOBJIECTBOPUTEIHHOM
BBICTABJISIETCS. 00yYarOIIeMycCsl, KOTOPBIA HE MOKET MPOJOJIKUTh 00yUeHUEe UK



MNPUCTYIIUTH K ACATCIIBHOCTH ITO CIICIUAJIBHOCTH ITIO OKOHYAHWHY YHHUBCPCUTCTA oes3
JOITOJIHUTCIIbHBIX 3aHITHU 110 COOTBGTCTBYIOIJ.[GI‘/JI JUCHIUIUINHC.

8 IlepeyeHb OCHOBHOM U IONOJHUTEILHOM Yy4eOHOM JINTEepaTypPhI
OcHoBHast yueOHas1 TuTEepaTypa:

1. OcHoBBI nenomnpousBojacta: yued. mocobue / B.I. Arubanosa, M.C.
OpexoBa. —Kpacnomap : Ky6I'AY, 2021. — 146 c. [35nekTpoHHBIHI pecypc]. —
Pexxum noctymna: https://edu.kubsau.ru/mod/resource/view.php?id=9759

2. OCHOBBI IOKYMEHTAITMOHHOTO OOECIIEUEHHS B OpTraHU3alusixX GUHAHCOBOU
chepsl: yue6. mocobue / B.I'. Arubanosa, M.C. OpexoBa. — KpacHomaap:
KyoI'AY, 2020. — 197 c. [3nekTpoHHBIA pecypc]. — Pexxum mocryma:
https://edu.kubsau.ru/mod/resource/view.php?id=9442

3. OcHoBsl nesnonpousBoicTsa. Het moctyma. OCHOBHAs KOJUIEKIUA. ... [0
m3nanud. 2020. Kon-Bo ctpanui. 146. ... OCHOBBI J€100POU3BOJICTBA :
yuyebHoe nocodbue / A.M. Acanues, U.U. Muponosa, E.A. Kocapena, I'.T".
ByxoBuu. — 2-e uza., ucnp. u non. — Mocksa : UHOPA-M, 2020. — 146
c. — (Bwicmiee oGpazoBaHnue: BaKanaBpHaT) — DOI 10.12737/24426.
Tekcr: 3JICKTPOHHBIMN. URL.:
https://znanium.com/catalog/document?id=348160

4. beikoBa, T.A. JlokyMeHTaUMOHHOE  OOecledYeHue  yIpaBJCHUS
HETOCYIapCTBEHHBIX OpraHu3aliuii : yueonoe mocooue / T.A. beikoBa, JI.B.
Cankuna. — 2-¢ u3., nepepad. u norn. — Mocksa : UHD®PA-M, 2020.—

302 c. + [omn. wmarepuansl [DneKTpoHHBIH pecypc]. — (Bbicmiee
oOpa3oBanme: bakamaBpuar). — www.dx.doi.org/10.12737/7599. - ISBN
978-5-16-102347-1. - Tekcr :  DIEKTPOHHBIU. - URL:

https://znanium.com/catalog/product/1072260

JlonoJiHuTeIbHASl y4eOHas1 JIuTeparypa:

1. I'yryesa, T. A. KonduaenimanbHoe 1eT0TPOU3BOACTBO : yueOHoe mocodue /

MockBa : UHOPA-M, 2020. —
199 C. — (Beicmiee oOpa3oBaHHUe: bakamnaBpuar). —
www.dx.doi.org/10.12737/23514. - ISBN 978-5-16-105683-7. - Tekcr:
anekTponHbIii. - URL: https:/znanium.com/catalog/product/1048497

2. EBpokumoBa, JI.M. DneKTpOHHBIM TOKYMEHTOOOOPOT U obOecrnedyeHue
0€30MacHOCTH CTaHJAPTHBIMH cpelncTBamMu windows : yueOHOe mocobue /
JLM. EBnmoxumoBa, B.B. Kopsokun, A.H. IleuiekunH, O.I'. IlIBeukoBa. -
Mocksa: KYPC, 2019. - 296 c. - ISBN 978-5-16-103196-4. - Tekcr :
anekTponHbii. - URL: https://znanium.com/catalog/product/1001864

3. Kabamos, C.KO.  DnekTpoHHOE  MPaBUTEIBCTBO.  DJICKTPOHHBIM

TOKyMeHTo000poT. Tepmunbl u omnpeneneHus: yued. mocooue / C.IHO.
Ka6amoB. — MockBa : MH®PA-M, 2019. — 320 c. — (Bsicmee



https://edu.kubsau.ru/mod/resource/view.php?id=9759
https://edu.kubsau.ru/mod/resource/view.php?id=9442
https://znanium.com/catalog/product/1072260
https://znanium.com/catalog/product/1048497
https://znanium.com/catalog/product/1001864

obpazoBanme: bakanaBpuar). - ISBN 978-5-16-101559-9. - Tekct
anekTponHbIii. - URL: https:/znanium.com/catalog/product/1002479

O IlepeueHs pecypcoB HH(OPMAIMOHHO-TEJIEKOMMYHHUKAIIAOH-
HoHl ceTn «AHTEpHET»

IHepeyens IBC
Ne HaumenoBanmue TemaTuka Ccblika
1 Znanium.com Yuusepcanbhas | https://znanium.com/
2 IPRbook VYuusepcanbnas | http://www.iprbookshop.ru/
3 Oo6pa3zoBatenpubii moptan Kyol'AY | Yuusepcansnas | https://edu.kubsau.ru/

IlepeyeHb HHTEPHET-CAUTOB:

[Topran ITpe3unenrta P® http://www.kremlin.ru

Odunnanpabi caiT «Pocctatay http://www.gks.ru

Odunuaneueiii  caiit  ®denepanpHoro apxuBHoro areHTcTBa (PocapxuBa)
http://archives.ru

Poccuiicknil rocyJlapCTBEHHBIM apXWB HAyYHO-TEXHUYECKOW JOKYMEHTAIUU
http://rgantd.ru/spravochno-informatsionnyi-tsentr.shtml

denepanpHas ciyk0a rocy1apcTBEHHOM cTaTUCTHKU hitps://mww.gks. ru/
VYnpasnenue @enepanbHoi ciyK0bl FOCYAapPCTBEHHON CTATUCTHKH 1O
KpacHogapckomy kparo u pecrryonnke Aapires https:/krsdstat.gks.ru/
3akonogatensHoe Cobpanne KpacHomapcekoro kpas https://www.kubzsk.ru/
Anmuauctpanus Kpacnonapekoro kpas — http://www.admkrai.krasnodar.ru/;
AJMUHUCTpaLMs MyHULUIIAIBHOTO 00pa3oBanusa . KpacHomap —
http://www.krd.ru/;

10 MeToanyeckue yKazaHus JJisl 00y4aromuxcsi o OCBOEHH IO
AUCHMILIMHBI

1. OcHOBBI AENONPOU3BOACTBA: pabouas Terpans / B.I. Armbanosa,
M.C. OpexoBa.—Kpacnogap: KyoI'AY,2020. — 78 c. [3neKTpOHHBIN pecypc]. —
Pexxum noctymna: https://edu.kubsau.ru/course/view.php?id=119

2. Camuii O. H. Meroauueckue pEeKOMEHIAMM 110 OpraHu3aluu
CaMOCTOSITEIbHOM padoThl MO aucHuiuinHe «OCHOBBI JOKYMEHTAIIMOHHOTO
oOecrieueHusi B opraHu3anusx ¢puHancoBoil cepo». - Kpacnomap: Kyol'AY,
2019. — 25 c. Pexxum gocrtyma: https://edu.kubsau.ru/file.php/119/MU_Osno

3. Cammit O. H. Metoauyeckue yka3aHus K MPAKTUYECKUM 3aHSATUAM 110
mucuuniuae «OCHOBBI JOKYMEHTAIIMOHHOTO OOECIEUeHHUsI B OpraHU3alusax
dbunancosoit cheps». - Kpacnomap: Kyol'AY, 2019. — 30 c. Pexxum nocryna:
https://edu.kubsau.ru/file.php/119/MU_Osnovy DO._Prakticheskie zan



https://znanium.com/catalog/product/1002479
https://znanium.com/
http://www.iprbookshop.ru/
https://edu.kubsau.ru/
http://www.kremlin.ru/
http://rgantd.ru/spravochno-informatsionnyi-tsentr.shtml
https://www.gks.ru/
https://krsdstat.gks.ru/
http://www.admkrai.krasnodar.ru/
http://www.krd.ru/
https://edu.kubsau.ru/course/view.php?id=119
https://edu.kubsau.ru/file.php/119/MU_Osnovy_DO._Prakticheskie_zan

11 Ilepeyenb UH(POPMANMOHHBIX TEXHOJOTHH, HCIOJIb3yeMbIX
NP OCYIIECTBJICHUH 00pPa30BaATEJIbHOIO0 NPOoLecca Mo JUCHHUILINHE,
BKJIIOYAS nepeyeHb NPOrpaMMHOI0 obecneyeHu U

HUH(POPMAIMOHHBIX CIIPABOYHBIX CUCTEM

NudopManiuoHHble TEXHOJIOTHHU, HCIOJIb3yeMble MPH OCYIIECTBICHUU
00pa30BaTeILHOIO MPOIIeCcCa MO AUCIUILIMHE MTO3BOJISIOT:

- o0ecneynTh B3aMMOJCUCTBHUE MEXKIAY YYaCTHHUKaMH 0Opa30BaTEIbHOTO
npoliecca, B TOM YHCIIE€ CUHXPOHHOE M (MJIM) aCHHXPOHHOE B3aUMOJICHCTBU €
nocpeactBoM cetu "MuTtepHeT";

- ¢ukcupoBaTh X0J 00pa30BATEIBHOTO MpoOIlecca, PpPe3yIbTaToOB
NPOMEXKYTOYHOM aTTecTallud 1O AUCIHUIUIMHE U Pe3yJbTaTOB OCBOCHHS
o0pa3oBaTeIbHON TPOTPaAMMBI;

- OpraHu30BaTh Ipolecc 00pa30BaHMs IMYTEM BU3YyaJU3ALMUU U3ydaeMOU
MHQpOpMaIIUU TOCPEACTBOM HCIIOIb30BaHUs MPE3CHTALUH, Y4eOHBIX (DUITHMOB;

- KOHTPOJMPOBATh Ppe3yJbTaThl OOyUYEHHS HAa OCHOBE KOMIIBIOTEPHOTO
TECTUPOBAHUS;

- aBTOMAaTU3UPOBATh pACYEThl AaHAJTUTHYECKUX [TOKa3aTeei;

- aBTOMAaTU3UPOBATh MOUCK MH(POPMALUM MOCPEACTBOM HCIOJIb30BAHUS
CIIPaBOYHBIX CHCTEM.

IIepeuens nuuen3nonHoro [10

Ne | HaumeHnoBanue Kpatkoe onucanue

1 Microsoft Windows OmnepaInmoHHas CHCTeMa

2 Microsoft Office [TakeT 0pMCHBIX TPUIIOKCHU I
(Bxmrouaet Word,
Excel, PowerPoint)

3 Cucrema tectupoBanust | TecTupoBaHue
INDIGO

HepequL HpO(I)eCCI/IOHaJ'II)HLIX 0a3 JaHHBIX 1 I/IH(I)OpMaI_[I/IOHHBIX CITPpaBOYHBIX
CHUCTEM

Ne | HaumeHnoBanue TemaTuka DJEKTPOHHBIN aapec

1 | Hayuynas ayiekTpoHHas | YHUBEpCaIbHas https://elibrary.ru/
oubauoreka eLibrary

2 | l'apant [TpaBoBas https://www.garant.ru/

3 | KoncynpsrantlIntoc [IpaBoBas https://www.consultant.ru/



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

12 MartepuajibHO-TeXHHYeCKOe olOecredyeHue st OOy4YeHUS 1O

JTUCIHHUILJINHE:

HawnmeHoBaHne yueOHBIX
MIPEIMETOB, Ky PCOB, TUCIIHITINH
(Mo ynel), mpaKTUKH, MHBIX
BUJIOB Y4€OHOH N€ATeIbHOCTH,
MIPeAY CMOTP €HHbIX Y4e0HbIM
12 HOM 00pa30BaTENIBHOMN
MPOTPaMMBI

Ne
/11

HawnmMeHoBanmMe moMeneHAH I
MIPOBEICHHS BCEX BUJIOB Y 4SO HOM
JIeSATEITLHOCTH, TIP eIy CMOTPEHHON
y4eOHBIM ILJIAHOM, B TOM YHCJIE
MOMEIIECHUS JIJII CAMO CTOSITe JIbHOM
pa0oThL, ¢ yKa3aHUEM ITePCUHS
OCHOBHOT0 000pY/TOBaHHS, y4eOHO-
HaISIIHBIX ITOCOOMIA

¥ UCIIOJIB3yEeMOr0 P OTPaMMHOT0
obecreyeHus

Anpec (MeCTOTIOJIOKEHNE) TOMETIEHNN
JUTS IPOBEJICHUS BCEX BUJIOB YUCOHOM

JeSITEITEHOCTH, TIP €y CMOT PCHHON
y4eOHBIM IIJIAHOM (B CITy4ae
peanmaumu 00pa3oBaTesIbHOMI
MIPOTPaMMBI B C€TEBO popme
JOTIOTHATEIHEHO YKa3bIBACTCS
HaMMECHOBAHIE O PraHM3aIlii, C
KOTOPO3a KITIOYEH TOTOBOP )

2

3

4

OCHOBBI J€J10MTPOM3BO/ICTBA

TTomemienue Ne4 DJI, mocamouHbIx
mecT — 100; mromamas — 129,6Mm?;
y4ueOHast ayJUTOpUs 1151 P OBE ICHUS
3a HATUN JTEKIMOHHOTO TUTIA, 33 HATUI
CEMHHAa PCKOro TUIa, KypCcoBOTo
MIPOEKTUPOBAHKS (BBIIOJHEHHS
KypPCOBBIX paboT), TPy ITIOBBIX 1
WHAVBHYaJbHBIX KOHCYIBTallUH,
TEKyLIero KOHTPOJIS U
MIPOMEKY TOUHOH a TTECTALIMH .
CIIeI1a JIM3UpOBAHHAS
Me6enb(yuebHas Jocka, yueOHas
MeOelb); TEXHHUYESCKHE CPeICTBa
00y4cHHS, HaOOPEI
J€MOHCTPALMOHHOr0 000py IOBaHUS
1 y4eOHO-HaTIISTHBIX TOCOOHIA
(HOYTOYK, IPOEKTOp, IKpaH);
MpOrpaMMHOE 00ecIied eHHE:
Windows, Office.

350044, Kpacnomap ckuii Kpai, T.
Kpacnonap, yn. um. Kanmmnuna, 13

OCHOBBI J1€J10MTPOM3BO/ICTBA

TTomemenne Ne 506 3JI, o cai09uHBIX
MecT — 30; momaas —42,2m2;
y4ueOHast ayJUTOpUS 1151 P OBEICHUS
3aHATUN JTEKIMOHHOr0 TUIIA, 33 HATUA
CEMHHA PCKOro TUIA, KypCcOBOTO
MIPOEKTUPOBAHMS (BBIIIOJHEHHS
KypPCOBBIX paboT), TPy IIOBBIX 1
WH/IMBU/yaTbHBIX KOHCYIIBTAIHH,
TEKyIero KOHTPOJIS 1
MIPOMEKY TOUHOMN a TTECTaLVH .
CIeI1a IM3Up OBAHHAS
MeOenb(ydeOHas Tocka, yaeoHas
Me0eJTb); TEXHIUECKIE CPeICTBA
00yueHus1, HaOOpsI
J€MOHCTPALMOHHOT0 000py IOBaHHUSI
1 y4eOHO-HATIISTHBIX TOCOOHIA
(HOYTOYK, IPOEKTOp, IKpaH);
IIPOrpaMMHOe 00ecIey eHue:
Windows, Office.

350044, KpacHomap ckuii Kpaii, T.
Kpacnonap, yn. um. Kanmanna, 13

OCHOBBI J€JI0MPOM3BOICTBA

ITomemenne Ne 505 DJI, mocagouHbIx
MecT — 30; mromaas — 38,8m2;
y4ueOHast ayJUTOPHS 1151 P OBE ICHUS
3a HATHUH JIEKIMOHHOI'O TUIIA, 32 HATHM
CEMHHA PCKOT0 THIIA, Ky PCOBOTO
TIPOEKTUPOBAHUS (BBITIOJHEHUS
KyPCOBBIX paboT), [Py ITIOBBIX U

350044, KpacHomap ckuii kpaii, T.
Kpacnonap, yn. um. Kanununa, 13

WHIMBUAYaJIbHBIX KOHCYJIBTAIINH,




TEKyILEeTo KOHTP OJIsl 1
MIPOME’KY TOTHON 8 TTECTALINH .
CIeTIHa IM3HP OBAHHAS
MeOenb(ydeOHas Tocka, yaeoHas
Me0ellb); TEXHUYECKHE CPEJICTBa
00yueHus1, Habopsl
J€MOHCTPALMOHHOT0 000Dy JOBaHUS
1 y4eOHO-HATIITHBIX TOCOOHH
(HOYTOYK, IPOEKTOP, IKpaH);
porpamMMHoe o0Oecred eHue:
Windows, Office.

OCHOBBI J1€J10ITPOM3BO/ICTBA

TTomemenne Ne303 300,
MOCa JOUYHBIX MECT — 25 ; I1omaan
— 42,1 m?; yueOHas a M TOPHS IS

MIPOBEICHAS 3aHATHH CEMHHAPCKOTO
THNA, KypPCOBOTO ITPOCKTHPOBAHIIS
(BBITIOJTHEHWS Ky PCOBBIX paboT),
IPYIIMOBBIX M HHIUBHIya bHbIX
KOHCYJIBTAIMH, TEKYILET0 KOHTPOJIS
U MIPOMEXKYTOUHOM a TTeCTALIH.
CIeLra IM3HP OBAHHAS
MeOenb(yueOHas Jocka,
yueOHas MeOeTb).

350044, Kpacnomap ckuii kpaii, .
Kpacnonap, yn. um. Kanununa, 13

OCHOBBI J€J10MPOM3BO/ICTBA

ITomemenne Ne 515 DJI, mocagouHbIx
mecT — 30; mnomaas — 38,6M2;
y4ueOHast ayJUTOpUS 1151 P OBEICHUS
3a HATUN JTEKIMOHHOTO TUTIA, 33 HATUI
CEeMHHa PCKOT0 THITA, Ky PCOBOTO
TIPOEKTUPOBAHUS (BBITIOJHEHUS
KyPCOBBIX paboT), pyIITIOBBIX 1
WHIVBHTYaJbHbIX KOHCYJIBTALIUH,
TEKyLIero KOHTP OISl U
TPOMEXKY TOUHOM a TTeCTALIUH, CILJIUT -
cucrema— 1 mr.;

CIIenra JIM3up OBAHHAS
Meb6enb(yueOHas Jocka, yueOHas
MeOelb); TEXHHUYEeCKHE CPeICTBa
00y4eHus, HabOpbI
J€MOHCTPALIMOHHOr0 000py IOBaHUS
1 y4eOHO-HaTIISTHBIX TOCOOHIA
(HOYTOYK, IPOEKTOP,
3KpaH);pOorpaMMHOE 0OecTiede HIES:
Windows, Office.

350044, KpacHomapckuii kpai, T.
Kpacnonap, yn. um. Kanuanna, 13

OCHOBBI J1€J10MTPOM3BO/ICTBA

TTomemenne Ne 111 3JI, mo caovHbIX
mecT — 30; momaas — S2M?;
y4ueOHast ayJUTOpUs 1151 P OB ICHUS
32 HATUI CEMUHAPCKOro TUIA,
KypCOBOTO IMPOEKTUPOBAHUS
(BBIIIOJIHEHUS KYPCOBBIX paloT),
TPYIIOBBIX U HHANBH Ly IbHbIX
KOHCYJIbTALMH, TEKYLIETO KOHTPOJIs
U IPOMEKYTOUHOM a TTECTAIH.
Joctyn k cetd «/HTepHe™; JOCTYI B
3JI€KTPOHHYIO MH(POPMALIMOHHO-
00pa3oBaTENbHYIO Cpeay
YHHUBEPCHUTETA;CTICTINATN3NP OBAHHAS
Mebenb(ydeOHas 1ocka, yueOHas
MeOeIIh).

350044, KpacHomap ckuii kpaii, T.
Kpacnonap, yn. um. Kanmawnna, 13

OCHOBBI J€J10MTPOM3BO/ICTBA

TTomemenne Ne 417 3JI, mo caio9uHBIX
mecT — 60; mnomaas — 70,2m2;
y4ueOHas ayTUTOPHsI TSI TP O BEICHHS
3a HATHUH JIEKIMOHHOI'O TUTIA, 32 HATHM
CEMHHA PCKOT0 THITA, Ky PCOBOTO

350044, KpacHomap ckuii Kpaii, T.




MIPOEKTUPOBAHUS (BBHIIOIHEHILT
KyPCOBBIX paboT), TpyIITIOBBIX 1
WHIVBHTYaJbHbIX KOHCYIBTALIUH,
TEKyIIero KOHTP OISl 1
MPOMEXKYTOUHOM a TTeCTAIIUH .CILIUT -
cucrema — 2
LIT.; CTIC AT IBUPOBAHHAS
Meb6enb(yueOHas Jocka, yueOHast
MeOelb); TEXHUYECKUE CPEeICTBA
00y4eHus, HabOpbI
J€MOHCTPALMOHHOr0 000py IOBaHUS
1 yueOHO-HaTJSIHBIX TOCOO Ui
(HOYTOYK, IPOEKTOP,
9KpaH);IPOrpaMMHOE 00 eCTICUCHHUE:
Windows, Office.

Kpacnonap, yn. um. Kanmanna, 13

OCHOBEI ACTIOIMPOM3BOACTBA

TTomemenwne Ne 504 3J1, o caJ04HBIX
mecT — 30; momaas — 4 8m?;
y4ueOHast ayJUTOpUs 1151 P OBE ICHNS
3a HATUH JTEKIMOHHOTO THIIA, 32 HATHI
CEMHHA PCKOT'0 THIIA, KyPCOBOTO
MPOEKTUPOBAHUS (BBHIIOIHCHIS
KyPCOBBIX paboT), Tpy IO BBIX 1
WHIMBU/yaTbHBIX KOHCYIIBTAIIHH,
TEKyIIero KOHTPOJIS v
TIPOMEXKY TOYHON a TTEeCTaIVH .
CIeLHa IM3HP OBAHHAS
MeOenb(yueOHas Jocka, yueOHas
MeOelb); TEXHUYeCKUE CPEeJICTBA
00yYeHHs, HAOOpBI
JIEMOHCTPAIMOHHOT0 00 0Py IOBaHUS
1 yueOHO-HaTJSIHBIX TOCOO M
(HOYTOYK, IPOEKTOp, IKpaH);
mporpaMMHOe 00ecred eHue:
Windows, Office.

350044, KpacHomap ckuii kpaii, T.
Kpacnonmap, yn. um. Kanmanna, 13

OCHOBBI J€J10MTPOM3BO/ICTBA

TTomemienue Ne226 I'VK,
MocaJIOYHBIX MecT — 1 6; T1omanp
— 35,9M2; moMeleHue ajist
CaMOCTOSITEITBEHOM PaboTHI
o0yyJatommxcsl.
TEXHHIECKHE CPelICTBA OOy IeHHSI
(KOMITBIOTEP MEePCOHATBHBIN — 13
IT.); AOCTYT K ceTH «IHTepHE;
JIOCTYTI B DJICKTPOHHY 1O
MH()OPMAIMOHHO-00pa30BaTEILHYIO
Cpeay YHUBEPCUTETA;
Crieua IM3up OBAHHAs MeOellb
(yueOnas me6enb ); [Iporpammuoe
obecnieuenne: Windows, Office,
cuctema rectupoBanus INDIGO.

350044, KpacHomap ckuii Kpaii, T.
Kpacnonap, yn. um. Kanunauna, 13

10

OCHOBBI J1€JI0MTPOM3BOICTBA

TTomemenne Ne511 DJ1, mmomans —

42 3M?*; TOMETIICHAE JIJIS X paHCHUS U

PO QHIIAKTUYECKOTO OO CITY KIBAHUS
y4e0HOro 000py/10BaAHMSL

350044, KpacHomap ckuii Kpaii, T.
Kpacnonap, yn. um. Kanmanna, 13

11

OCHOBBI J1€J10ITPOM3BO/ICTBA

ITomemenne Ne4 DJ1, mocagouHbIX
mecT — 100; mnomams — 129,6M?;
y4ueOHas ayTUTOPHsI IS TP O BEICHHS
3aHATUHN JIEKIMOHHOIO THUIA, 33 HATHI
CEMHHA PCKOT0 TUTA, KypCOBOTO
MIPOEKTUPOBAHMS (BBITIOTHCHHSI
KyPCOBBIX pa0oT), [Py IIOBBIX U
WHVBUyaTbHBIX KOHCYJBTAIHH,
TEKYIIEero KOHTPOJIS v
TIPOMEKY TOYHOM a TTECTALIMH .

350044, KpacHomap ckuii Kpaif, T.
Kpacnonap, yn. um. Kanuanna, 13




CIeIIHa IM3HP OBAHHAS
MeOenb(yueOHas Jocka, yueOHas
Me0elIb); TEXHUUESCKUE CPEICTBA

00y4eHus, HabOphI

JIEMOHCTPAILMOHHOT0 000y IOBAHHUS

U yueOHO-HaTJIAIHBIX TOCOO Ui
(HOYTOYK, IPOEKTOp, IKpaH);
mporpamMMHoOe 00Oecred eHue:

Windows, Office.




