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Pabouasi mporpamma JucuMIuIMHbl «Jl0KyMeHTHpOBaHHE M JIOKyMEHTOOGOPOT B
roCy/lapCTBEHHBIX W MYHHILMIAIbHBIX OpraHax yIpaBjieHHs» pa3paboTaHa Ha
ocHoBe ®I'OC BO 38.04.04 I'ocynapcTBeHHOE W MyHMUMNAILHOE YHpaBIIeHHE,

YTBEP)KJEHHOro MnpukazoM MuHuUCTEpCTBa HAyKK U BbIcIIero oopazosanus PO 13
asrycra 2020 r. Ne 1000.
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npoTtoxos Ne34.
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PaGowas nporpamma omoOpeHa Ha 3aceJaHHH METOAMYEeCKOH KOMHCCHH (aKyllbTeTa
ynpasieHus, nporokon ot 16.05.2023 Ne5.
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1 He.]'ll) M 3aJ1a49Y4 OCBOCHUSA JUCIHUIIJIMHBI

Ieabio ocBOEHUS TUCHUIUIUHBI «J[OKyMEHTUPOBAaHHE U JJOKYMEHTOOOOPOT B
FOCYJApCTBEHHBIX U  MYHHUIMIAJIBHBIX OpraHax YIpaBICHUsS»  SABISETCS
dbopmMupoBaHue KOMIUIEKCA 3HAHMM 10 OpraHu3alid JOKYMEHTHPOBAHUS U
JIOKYMEHTO000pOTa B TOCYJAPCTBEHHBIX U MYHUIIUMAJIBHBIX OpraHax ynpaBiIeHUs
B KOHTEKCTE OpraHu3aIiu padOThl B MPOIIECCe MPEIOCTABICHUS TOCYAapPCTBEHHBIX
yCIYT U pa3pabOTKU MEPONPUATHI MO MPOPUIAKTUKE HAPYIICHUN 00sS3aTEIbHBIX
TpeOOBaHUM, TPOBOJAUMBIX Ha TOCYIAPCTBEHHOM U MYHUIIUTIATLHOM YPOBHE.

3amaun:

- TIOJIyY€HUE 3HAHUU O MPOollecCce TOKYMEHTHUPOBAHUS U JOKYMEHTOOOOpOTa
B OpraHax rocyJapCTBEHHOTO M MYHMIIUTIAJIBLHOTO YMpaBieHUs Kak (pOpMabHOM
OCHOBBI KOMMYHUKAIIUH B MPOLIECCE MPEIOCTABICHUS TOCYIaPCTBEHHBIX YCIIYT;

- (opMHUpOBaHUE yMEHUM pa3zpabOTKU MEpPONPUSATHN MO MNPO(UIAKTUKE
HapylIeHW 00s3aTeNbHBIX TpeOOBaHUM B TMpoIecce JIOKYMEHTOO0OOpoTa,
IIPOBOJIUMBIX HA TOCY/IAPCTBEHHOM M MYHUIIUIIAIBHOM YPOBHE;

- BBIpa0OTKa HABHIKOB pa3pabOTKU HaNpaBiIEHUNW W BbIOOpAa ONTHUMAJIbHBIX
METOJIOB YIPABJICHUS ONEpalUsIMU B CUCTEME JOKYMEHTAIIMOHHOTO O0eCIeueHus
OpraHOB BJIACTH.

2 IlepeyeHb MJIAHMPYEeMbIX Ppe3yJbTATOB OOy4YeHHs] MO

AUCUMIJINHE, COOTHECEHHBIX C IUIAHUPYEeMBbIMH pe3yJbTaTaMH
ocsoenus OIIOII BO

B pe3yabrate oCBOEHHSI IUCHUIUIUHBI (OPMHUPYIOTCS CJeTyIOIIHe
KOMIIeTEHIINU:

[TK-4. CiocobeH opraHu30BaTh MPEIOCTABICHUE TOCYAAPCTBEHHBIX YCIYT

IIK-6. CmocobeHn opraHu3oBaTh MEPONPHATHS 10  TPOQPHUIAKTUKE
HapyIIeHUsT 00s3aTeIbHBIX TPeOOBAaHUI B TOCYIapCTBCHHOM W MYHHIIMITAJEHOM
YIPaBICHUH

B pesynbrare w3yueHus  AWCHUIUIMHBI  «J[OKyMeHTHpOBaHWE U
JIOKYyMEHTOOOOPOT B TOCY/IAPCTBEHHBIX U MYHHUIIUTIAIBHBIX OpPTaHax yIpaBICHUS»
OOy4Yaromuiicsi TOTOBUTCS K OCBOCHUIO TPYIOBBIX (YHKIHMA U BBHITIOJHEHUIO
TPYJAOBBIX JEHCTBUNA B COOTBETCTBUU CO CIPABOYHUKOM KBaTU(DUKAITMOHHBIX
TpeOOBaHMN K CHEIUATBHOCTSM, HAMpaBICHUSM TIOJTOTOBKH, 3HAHUSAM W
YMEHUSM, KOTOPbIE HEOOXOIUMBI TSI 3aMEIEHUsT TOJDKHOCTEH TOCyIapCTBEHHOM
TPaXKIAHCKOM CITyKOBbI C y4eToM 00JacTH M BHIa TPO(PECCHOHATBLHOM CITy:KeOHOM
JESTENHPHOCTH TOCYNAapCTBEHHBIX TpaxAaHCKuX cayxkamux (yTtB. IluceMom
Muntpyna Poccum 26 ampenst 2017 r. N 18-1/10/B-3260) u cnpaBoYHHKOM
TUTIOBBIX ~ KBATHM(UKANMOHHBIX TpeOOBaHWUN IS 3aMEIIEHUS JOJIKHOCTEH
MYHHIIATIATBHON CITy)O0bI (yTB. MuHTpYI0M Poccun)



TpynoBass ¢yHKuMS — ymOpaBi€HYECKME YMeHus (ISl JOJDKHOCTEH
IPaKIAaHCKOM CITY’KObl KATETOpUM «PYKOBOJUTENIN» U «IIOMOIIHUKU (COBETHUKH )»
BCEX IPYII JIOJKHOCTEH, KaTErOpUK CHELUAIUCThI BBICIIEH TPYNIbl TOKHOCTEH,
a TakKe TJ1aBHOM, BeIyIIEH U CTapIlieil TPyl JOJKHOCTEN ).

TpynoBeie AelCTBUSA:

— yYMEHUE pPYKOBOAUTH MOAYMHEHHBIMH, H(P(EKTUBHO IJIAHUPOBATD,
OpraHU30BbIBaTh PA0OTY U KOHTPOJUPOBATH €€ BHINOJIHEHUE;

— YMEHHE OIEpaTUBHO NPUHUMATh W PEAIM30BBIBATH YIPABIECHUYECKUE
perLieHus.

Jlna 3aMelneHuss JOJDKHOCTEM BBICIICHM, TJIABHOM MW BEAyLIEH TIPYII
pPEKOMEHyeTCsl MPEbSABIATh TPEOOBAHUS K YMEHUSIM:

- npueMm, yuder, o00paboTka ¥  perucTpauus KOPPECHOHIEHIUH,
KOMIUIEKTOBAaHHUE, XpPAHEHWE, y4e€T U HCIOJb30BAHUE APXUBHBIX JOKYMEHTOB,
BbIJ1a4a apXMBHBIX CIIPABOK, COCTABJICHUE HOMEHKIIATYPHI JEJT;

- Y4Y4eT W PpErucTpanus HOPMATHUBHBIX TMPABOBBIX AaKTOB; oOQopMmieHHE
PEKBU3UTOB JOKYMEHTOB.

3 Mecto nucunimuiudbl B ctpykrype OIIOIT BO

«/lokymMeHTUpOBaHHE M JAOKYMEHTOOOOpPOT B TOCYAApCTBEHHBIX U
MYHHIIUTIAIBHBIX ~ OpraHaxX YIpPaBJICHHUSA»  SBISETCA  JUCHUIUIMHOW  YacCTH,
dbopmupyemoii ydacTHHKamMu oOpa3oBatenbHbIX oTHomeHud, OIIOII BO
MOATOTOBKM oOydJaromuxcss 1o HampasiaeHutro 38.04.04 T'ocymapcTBeHHOE U
MYHULUIAIIBHOE  yOpaBJIEHUE,  HampaBlieHHOCTh  «['ocygapcTBeHHOE U
MYHHUIUIAIBHOE YIIPaBICHUEY.

4 Oobem aucuumuinHbl (108 yacoB, 3 3a4CTHBIC SAMHUIIbI)

Buner yue6HOI paboTh Obnem, Hacos
Ovynas 3aouyHas
KonrakTHasi padora 35 11
B TOM YHCJIE:
— ay/IMTOpHAs 10 BUJIaM YYEOHbIX 3aHATUI 34 10
— JIEKIIUU 10 4
— NPaKTHYECKUE 24 6
— 51a00paTopHbIE - -
— BHEayJIUTOpHAs 1 1
— 3a4er 1 1
— 9K3aMEeH - -
— 3aIlUTa KYpCOBBIX paboT - -
CamocrositeibHast padora 73 97
B TOM YHCJIE:




Bunsl yaeOHOM paboThI

O0ObeM, JyacoB

Ovynas 3aoyHast
— KypcoBas paboTa - -
—— IPOYHE BHJIBI CAMOCTOSATENLHOM pabOThI 83 97
HUToro nmo gpucumMnjinue 108 108

B TOM YHCJI€ B JOpME MPAKTUUECKON MTOTOTOBKHI

5 CoaeprkaHue QM CHUAIIINHbBI

[lo uroram wu3ydyaemMoll AUCHUIUIMHBI CTYAEHTHI (0OyYaroIIuecs) CIarT

3a4CT.

JucuumuinHa u3ydyaercs: B o4Hoi popme: 2 kypce, 3 cemecTp,
B 3a04HOM (popme: 2 Kypc, 3 cemecTp.

Conep:xxanue ¥ CTPYKTYpa AMCHUILIMHBI 110 0YHOH (popMe 00yUeHUst

Ne
/1

HaunmenoBauue TeMbl
C YKa3aHHWEM OCHOBHBIX
BOIMPOCOB

18(3
KOMIIeTeHIA

Dopmupyem

Cemectp

Buabl yueOHoii padoThl, BKIOYAS
CaMOCTOAITEIbHYI0O PA0OTY CTY/ACHTOB
U TPYA0EMKOCTb (B 4acax)

Jlexknuu

[IpakTnueckue
3aHSATHUS

CamMmocTosaTeNnpHas
paborta

JOY - TepMuHBbI,
oTpeeNeHus

1. TepmuHosIOTHS
KOHKPETHOW HayKH.
2.JIokyMeHTaIMOHHOE
obecrieueHne
yIpaBICHUS.
3.CocTtaB peKBU3UTOB
OPJI.

4. Opranuzarus
paboThI ¢
JOKyMEHTaMH.

[1K-4;
I1K-6

27

Cucrema
JOKYMCHTAIUH B
OpraHax BJIaCTH

1. Bugsl
OpraHu3aIMOHHBIX
JOKYMEHTOB

2. Buner
pacnopsauTeNbHBIX
JOKYMEHTOB.

2. OcobeHHOCTH
COCTaBJIEHUSI U
odopmIIeHUS
OTIEIbHBIX BUIOB
HUCIIOJIHUTEILCKOM
JOKYMEHTAIIH.

T1IK-4;
T1K-6

27

l'ocynapcrBenHoe

T1IK-4;

27




n/n

HaunmenoBanue TeMbl
C YKa3aHHEM OCHOBHBIX
BOIIPOCOB

dopmMupyem
ble
KOMIIeTEHIH

Cemectp

Buabl yueOHoii padoThl, BKIOYAS
CAMOCTOSITEJIbHYI0 padoTy CTY/ICHTOB
U TPYA0EMKOCTB (B 4acax)

[IpakTnueckue

Jlexuun
3aHATUSA

CaMmocrosTenpHas
paborta

peryamupoBaHue
nporecca
JOKYMEHTAI[HOHHOTO
obecrieueHHs
yIIpaBIICHUS
pernamenTanus JOY
B OpTraHax BIIACTH

1. 3akoHomarenpHOE
perynupoBanue JJOVY.
2. Pernamenranus
JOYVY B opranax
BJIACTH

Opranuzanus
mporiecca
JOKYMEHT0000poTa

=
7
o

10 24

73

Coaep:kaHue M CTPYKTYpPa IHCHUILJIMHBI 110 3204HOI (popme 00ydeHUsI

n/a

HauMeHnoBanue TeMbl
C yKa3aHHUEM OCHOBHBIX
BOITPOCOB

Yuyi....ww.
ple
KOMIIETEeHII N

Buawbl yueOHo# padoThl, BRJIKOYAS
CaMOCTOSITE/IbHYI0 PadoTy CTY/IEeHTOB
H TPY0EMKOCTb (B 4acax)

Cemectp

Jlexknuu

[IpakTnyeckue
3aHSATHUS

CamocrosTenpHast
paborta

JOY - tepMuHBbI,
onpe/eNieHus

1. TepmunHosIOTHS
KOHKPETHOW HayKH.
2.JIoKkyMeHTaIMOHHOE
obecrnieueHue
yIpaBICHUS.
3.CocTaB peKBU3HUTOB
OP/I.

4. Opranuzanus padoTsl
C IOKyMEHTaMH.

NK-4;
I1K-6

11

Cucrema JOKyMEHTAIMH
B OpraHax BIIacTH

1. Bugsr
OpraHU3aI[MOHHBIX
JOKYMEHTOB

2. Bunper
pacmopsaAUTEeNEHBIX
JOKYMEHTOB.

2. OcobeHHOCTH

MMK-4;
T1K-6

53




Buabl yueOHoii padoThl, BKIOYAS
CaMOCTOSITEJIbHYI0 padoTy CTY/ICHTOB
U TPYA0EMKOCTH (B yacax)

HaunmenoBanue TeMbl
C YKa3aHHUEM OCHOBHBIX

n/n
BOITPOCOB [Ipaktuueckue | CamocTosTebHAS

Jlekuun
3aHSTUS pabota

%
= vprEp
bl¢
KOMIIeTEeHIIHU
Cemectp

COCTaBJICHUS U
opopMIICHHS
OTJICIIBHBIX BUJIOB
HMCIOJIHUTEIIHCKOM
JOKYMEHTAIUH.

3 | l'ocymapcTBeHHOE
peryimpoBaHue
npoiiecca
JOKYMEHTAITMOHHOTO
obecrieueHus
YIpaBIeHUS U
pernamenrtanusa JOY B
OpraHax BJIacTH

1. 3akoHomarenbHOE
perynupoBanue [JOY.
2. PermamenTarus
JOY B opranax BiacTu
3. Opranmzanus
mpoiiecca
JOKYMEHTO000pOTa

IK-4;
I1K-6

Hroro | 4 \ 6 \ 97

6 IlepeyeHb yueOHO-METOANMYECKOT0 00ecTedeHUs VIl CAMOCTOSATEIbHOM
padoThI 00YYaAKOIIMXCS MO AUCIIUIIHHE

MeTtoan4yeckue ykazanus (JJs1 CAMOCTOSITeJIbHOI padoThbI)

1. JIokyMEHTUpOBaHHE U JIOKYyMEHTOOOOPOT B TOCYJAPCTBEHHBIX W MYHHIIMIIAIBHBIX
OpraHax YOpaBJIEHUS: METOJ. PEKOMEHJAIMH IO TPOBEACHUI0 MPAKTUUYECKUX 3aHATHH H
BBITIOJIHEHUIO CAMOCTOSITENIbHOM paboThI Ui 00ydaroluxcs HallpaBieHus noArotoBku 38.04.04
«["ocynapcTBeHHOE W MyHHULIMNIATbHOE yrpaBieHue» / coct. M.A. Hectepenko. — KpacHonap:
Ky6I'AY, 2020. - 26 c. — [OnexTpoHHbIN pecypc]. — Pexum
nocryna: https://edu.kubsau.ru/mod/resource/view.php?id=7469

2. JIokyMEHTHpOBaHHE M JIOKYMEHTOOOOPOT B TOCYJApCTBEHHBIX U MYHHIIUIAIbHBIX
OpraHax yIpaBJCHHUS: METOJ. YKa3aHHUA 10 BBIMOJIHEHUIO KOHTPOJBHBIX pPabOT IS
oOyyaromuxcs  3a04HOM  (opmbl  oOyueHMst  HampaBiieHMss — mojarotoBku — 38.04.04
«["ocymapcTBeHHOE M MyHHIMNAJIbHOE ympasieHue» / cocT. M.A. Hectepenko. — KpacHonap:
Kyol'AY, 2019. — 12 C. — [OneKTpOHHBIN pecypc]. — Pexum JOCTyIa
https://edu.kubsau.ru/mod/resource/view.php?id=7470

/ MOoH/1 OLIEHOYHBIX CPEACTB JJIs MPOBEAEHUS MMPOMEKYTOUHOM
aTTecTanuu



https://edu.kubsau.ru/mod/resource/view.php?id=7469
https://edu.kubsau.ru/mod/resource/view.php?id=7470

7.1 IlepeyeHb KOMIIETEHIUII ¢ YKa3aHHeM 3TanoB uX GopMHpPOBaHUSA B
npouecce ocsoenus OIIOII BO

Howmep cemectpa

Otansl GOPMHUPOBAHUS U TPOBEPKU YPOBHS CPOPMUPOBAHHOCTH
KOMIIETECHIIMH M0 JUCHUIUIMHAM, TPAKTHKAaM B TIPOLIECCE OCBOCHUS

OIIOIT BO

IIK-4 CnocoGeH opranu3oBath NnpeaocTaBjieHHe rocy1apCTBEHHbBIX YCJIYT

2

VYnpasnenue 3pHpekTHBHOCTBIO TOCYAPCTBEHHBIX M MYHUIIUTIATBHBIX
yeayr

VYipasneHue B TOCYIapCTBEHHBIX U MYHULIMIIAIBHBIX IPEIPUATUAX U
YUPEKACHUAX

Jlokymenmuposarue u 00KyMenmoooopom 6 20cy0apcmeeHHbIX U
MYHUYUNATbHBIX OP2AHAX YRPAGIeHUS

HpOPI?.BOI[CTBGHHaS[ ITPpaKTHUKa

[TpodeccrnonanpHas mpakTUKa 1Mo MPOPUITIO ACSITENIHEHOCTH

RS

[ToaroroBka Kk mpoueaype 3aluThl ¥ 3alUTa BBITYCKHOM
KBaTM(UKAITMOHHOW pabOThI

IIK-6 Cnoco0eH opranu3oBaTb MepoONpUATHS M0 NPOPUIAKTHKE HAPYIIEHUSs
00s13aTeJIbHbIX TPeOOBAHUI B rOCYAapPCTBEHHOM M MYHHMIIMNIAJIHLHOM YNIPaBJeHUH

MecTHOE caMOyITpaBJI€HUE U MYHUITMNIAIBHOE YIIPABICHUE

JlokymenmuposaHnue u 00KymMenmoobopom 6 20cy0apCmeeHHbIX U
MYHUYUNATbHBIX OP2AHAX YRPAGIeHUS

[Tpou3BoicTBEHHAs MPAKTHUKA

Hay4Ho-mccnenoBarenbckas pabora

W [ WWw w N

[ToaroToBka Kk npoueaype 3allyMThl U 3allUTa BBIITYCKHOMN
KBaTM(UKAITMOHHOM pabOThI

HOMEp CEMECTPa COOTBETCTBYET 3Tany (OPMHUPOBAHHS KOMIIETCHLIUH

7.2 Onucanue noxka3zartejeil 1 KpUTepueB OLleHNBAHUSI KOMIEeTEHI[UI Ha
PAa3JIHYHBIX 3TANAX UX (POPMHUPOBAHUS, ONIMCAHUE IIKAJIbI OLEHNBAHUS

Inannpyembre YPOBEHb OCBOCHHUS

pe3yJIbTaThl

OCBOCHHA HEYOOBJICTBOPU-| YOOBJIECTBOPHU- OHCHO"IHOC

KOMIICTCHIMH TeNbHO TeNbHO XOpOLIO OTJIMYHO CpecTRO
(MHAMKATOPBL (MMHUMAIBHEIA | (MHHMMAJILHBL (cpemmmii) (BBICOKHIT)

JOCTHXKCHMS | He JOCTHTHYT) | il MOPOTrOBBIiA)
KOMITETEHITHH )

IIK-4 CnocodeH OpraHu30BaTh MPeI0CTaBJAeHHE TOCYIapCTBEHHBIX YCJIYyT
[1K-4.1 YposeHb MuHuMalbHO | YPOBEHD YpoBeHb JIOKJIa
Bnageer 3HAHUN HWKE |IOIYCTUMBIA |3HAHUM B 3HaHUU B pedepar
HaBBbIKAMH MHUHUMAJIbHBIX | YPOBEHB o0beme, o0beme, KEUC
opraHuzanuu |TpeOOBaHMH, |3HaHUIA, COOTBETCTBYIO |COOTBETCTBYIO |TBOPYECKOE
paloThI B UMEIIU MECTO | IOIYILIEHO meM meM 3a/laHue
rporecce rpyOsbie MHOT'O nporpamme IporpamMmme 3aza4a
MPEJOCTaBJIECH |OUIHOKU HErpyObIX HNOJrOTOBKH, |[IOATOTOBKH, |pYyOeKHas
us [Ipu pemennn | omuOoOK. JOIYLIECHO 6e3 omuOOK. |KOHTPOJIbHAS
rOCyAapcTBeH |cTaHmapTHeIX |IIpoxeMoHCTp |HECKOJIBKO [Tponemonctp |pabota (s
HBIX yCIIyT 3a7a4 HE UPOBAHBI HErpyObIX UPOBaHBI BCE |3a0YHON (POPMBI
IIPOJAEMOHCTPH | OCHOBHBIE OLITOOK. OCHOBHBIE 00yueHus)




IInanupyembre YpoBenb 0CcBOEHUS
pe3yIbTaThl
OCBOCHMA | yeynoBnerBopy-| yIoBIETBOPH- O1eHouHOE
KOMIICTCHITNH TEBHO TETBHO XOPOLIO OTJINYHO CPEJICTBO
(MHMKATOPBI | (MuHMMATBHBIH | (MHHUMATBHBI (cpenuuit) (BBICOKHIA)
TOCTUXKCHUS | He IOCTUTHYT) | ¥ MOPOTOBBI)
KOMITIETEHITIH)
POBaHBI yYMEHUS, [IponemoHCTp |yMeHHS, TECTOBBIC
OCHOBHBIE peteHsbl UpPOBaHBI BCE |pEIICHBI BCE  |3aTaHus
yMEHUS, THUIIOBEIC OCHOBHBIE OCHOBHBIE BOTIPOCHI U
WMEIM MECTO | 3a/Ia4H. YMEHUS, 3aJaum C 3aJlaHus IS
rpyObIe Nmeercs peIIeHbl BCE  |OTIACNBHBIMU | TIPOBEICHHS
OmMOKH, HE | MHUHUMAJILHBINA | OCHOBHBIE HECYIIIECTBEHH |3a4eTa
MPOJAEMOHCTPH | HAOOP 3a/1a4uu ¢ BIMU
POBaHBI HaBBIKOB ISl |HETPyOBIMU HEIOYETaMH,
0a3oBbIe pereHus OmmMOKaMHu, [IponemoncTp
HaBBIKH CTaHJAPTHBIX |TIPOJIEMOHCTPH | IPOBAHBI
3a/a4 ¢ POBaHEI HABBIKHU TIPU
HEKOTOPBIMH | 0a30BbIC pemeHu
HeJoYeTaMH  |HaBBIKW MPU  |HECTAHIAPTHBI
peteHnn X 3a7a4
CTaHJAPTHBIX
3amaq

IIK-6 CnocobeH opraHu3oBaTh MepONPHUSITHS
TpeGoBaHMii B rocy1apCcTBEHHOM U MYHHIMNAJIbHOM YIPaBJIeHUH

Mo NpoQuUJaKTHKE HApPYyIIeHHs 00M3aTeIbHbIX

[1K-6.2
Opranusyer
MEPOTIPUSATHS
o
npoduIaKTUKE
HapYIICHUS
00s13aTeIbHBIX
TpeOoBaHUH B
roCyJIapCTBEH
HOM U
MYHHUITUTATBH
oM
yIIPaBJICHUH

YpoBeHb
3HAHUN HUXKE
MUHUMAaJIbHBIX
TpeOOBaHUH,
UMEJH MECTO
rpyobIe
OIHOKHK

[Ipu pemennn
CTaHJIapPTHBIX
3a/1a4 He
IPOJEMOHCTPHU
pOBaHbI
OCHOBHBIE
YMEHHS,
UMENH MECTO
rpyoObie
OIIIMOKHU, HE
POJEMOHCTPH
pPOBaHbI
0a30BBIC
HaBBIKU

MuHUMAIIBHO
JIOTTYCTUMBIN
YPOBEHb
3HAHWH,
JIOTYILIEHO
MHOTI'O
HErpyObIX
OIINOOK.
[IponeMoHcTp
HMPOBAHBI
OCHOBHEIE
YMEHUS,
pelIeHbl
THITIOBBIE
3aJ1a4yH.
HNwmeercs
MUHHUMAaJIbHBIN
Habop
HaBBLIKOB IS
perieHus
CTaHJAPTHBIX
3ajJa4 ¢
HEKOTOPBIMU
HeJIo4YeTaMH

YpoBeHb
3HaHUH B
o0BeMe,
COOTBETCTBYIO
ieM
nporpamme
MOJATOTOBKH,
JOTTYILIEHO
HECKOJIBKO
HErpyoBIX
OIIHOOK.
IIponemoHCcTp
UPOBaHBI BCE
OCHOBHBIE
YMEHHS,
pelleHbI BCce
OCHOBHBIE
3a/1auu ¢
HEerpyObIMH
OIINOKaMH,
MPOJIEMOHCTPHU
pOBaHbBI
0a3oBbIC
HABBIKHU TIPU
pelieHnun
CTaH/IAPTHBIX
3a/1a4

YpoBeHb
3HaHUH B
o0BeMe,
COOTBETCTBYIO
ieM
porpaMmme
MOATOTOBKH,
6e3 omMoOOoK.
[IponemoHcTp
MPOBaHBI BCE
OCHOBHBIE
YMEHHS,
peIlIeHbI BCe
OCHOBHBIE
3aa4u ¢
OT/AEIbHBIMU
HECYILIECTBEHH
BIMH
HEJI0UETaMH,
IIponemoHcTp
HUPOBAHBI
HABBIKU MPU
pelieHnu
HECTaH/IapPTHHI
X 3a/1a4

JIOKJIa]T
pedepar
TBOpYECKOE
3aJjaHne
3aaua

INS(
pyOexxHas
KOHTPOJIbHASI
pabora (s
3a09HOM (OPMBI
00y4ueHus)
TECTOBBIC
3aJjaHus
BOTIPOCHI U
3aJlaHus IS
MIPOBEICHUS
3ayeTa
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7.3 TumoBble KOHTPOJbHBbIE 33JaHHUSl MJIH HMHbIe MaTepUAJbI,

Heo0XoaAMMBbIe JIf OLEHKH 3HAHWI, YMEHHI, HABBIKOB, XapaKTepPH3YIOLIUX
Jransl (pOPMHUPOBAHUA KOMIIeTeHIIMH B npouecce ocsoenusst OIIOII BO

Komnerenuuss IIK-4 Cnoocoben opranmzoBatb IpeaocTaBJIeHHE

roCy1apCTBEHHBIX YCJIYT

[1K-4.1 Brnianeet HaBbIKaMH OpraHu3aliuu paboThl B MpoIecce

MIPEAOCTABICHUS TOCYIapCTBEHHBIX YCIYT

N

©CooNo Ok

Temut pehpepamos

[TonsiTue u knaccudukamus ynpaBieHYECKUX JOKYMEHTOB.
HopmaTtuBHO-MeTOIMUECKOE 00ECTIeUeHHE JOKYMEHTUPOBAHUS
yIPaBICHYECKON JIESITEIBHOCTH.

KOpunnyeckas cuna yrnpaBieHYECKOro JOKYMEHTA.
dopmynsap-o0pasel, ero Ha3HaY€HHUE, COCTaB PEKBU3UTOB.
OO6mue GyHKIMU yIpaBIeHYECKOTO JIOKYMEHTA.
CrnenuanbHbie GYHKIIMN YIPABICHYECKOTO IOKYMEHTA.
brnanku ynpaBieHYeCKUX TOKYMEHTOB.

MaimuHornucHoe oopMIIeHHE YITPaBISHYECKUX TOKYMEHTOB.
. ®opMmyIspel yIIpaBIeHYECKUX TOKYMEHTOB.

10 OYHKIUU yIIPaBIEHYECKUX JOKYMEHTOB.

11.TlonsiTHE, 3HAYEHUE U KAYECTBO IOKYMEHTHPOBAHHOW MH(POPMALIUU.

12. TexHonorust pe1aKTUPOBAHMUS IETIOBBIX MTHUCEM.

13.HomeHknaTyphl e, UX BUJbI U HA3HAUCHHE.

14.CoBpemeHHbIe CITIOCOOBI U TEXHUKA CO3JJaHUsI YITPABICHUECKUX JJOKYMEHTOB.
15.CymHocTh U coaepkaHue JOKYMEHTAIIMOHHOTO 00eCTICUeHUS yIIPaBICHUS.

P

Temuwl 0oknaooe
Bo3HUKHOBEHHE U Pa3BUTHE HAYYHBIX OCHOB JEJIOMPOU3BOJICTBA.
CyIIHOCTh U COAEpKAHUE TPUKAZHOTO JEIONMPOU3BOICTBA.
CyIIHOCTh U COAEPKAHUE KOJIIEHKCKOTO JIEJIONPOM3BO/ICTRA.
[IpyynHBl  BO3HUKHOBEHHMSI W J3Tallbl  Pa3BUTHUSI  MHUHHUCTEPCKOTO
JEeJIONPOU3BOICTBA.

5. OcoOGeHHOCTH COBETCKOTO JIETIOMPOU3BOJICTBA.

Teopueckoe 3a0anue

1  CnpaBouyHo-mH(OpPMAIMOHHAS JOKYMEHTAIMS: XapaKTEPUCTHKA, TIPHUMEPHI.

2  Opranu3anyoHHO-TIPABOBBIC JOKYMEHTBI: XapaKTEPUCTHKA, IPUMEPHI.
3aoaua (konmpoabHble padomol 01 O4HOU hopmbl 00yUeHU)
Konmponvnaa paooma Ne 1 «/lokymenmupoeanue ynpaeieHuecKoi

deamenvHoOCmu)

1 Hasznaudenue u cocTaB OpraHU3aIMOHHO-PACIIOPAIUTEIBHBIX JOKYMEHTOB, UX

KJaccudukanus
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2 Cocrapienue u 0pOpMICHHE TPOTOKOJIOB

Koumponvnaa paboma Ne 4 «Opzanuzayus padomst ¢ 00OKyMeHmMamu»
1 Tlousatue JOKYMEHTO000pOoTA. OcHOBHBIE HaIlpaBJICHUS €ro
COBEPILIEHCTBOBAHHUS
2 MeToauka KOHTPOJIS 32 UCTIOJTHEHUEM JOKYMEHTOB

Tecmoewie 3a0anusn

1. HaynuTe pacnopsauTebHYI0 YacTh TEKCTa PACIOPSDKCHHS C OJHOTO W3
BapUAHTOB IJIaroJioB

00s13bIBat0, TIPEIIararo

npeiarar

NIPHUKA3bIBAIO

00s13BIBaIO

2. YKa)KI/ITe, Korga IIPpOM3BOAUTCA ISKCIICAWITMOHHAA 06pa60T1<a BXOOAIIINX
JOKYMCHTOB

B TCUCHUC OIBYX )IHCfI IMOCJIC UX IMMOCTYINICHUA

B ICHb UX IMOCTYINICHUA

Impu nnepeaadyc UCIIOJIHUTCIIIO

B TCUCHUC pa60qel71 HEACIIN

3. Onpenenute B KaKOM cliydae MPUHUMAIOT TOKYMEHTHI JIJIs1 OTIIPaBKH
3aperucTpupoBaHHbIC

UMEIOIINE IOPUANYECKYIO CHITY

OT UCHOJIHUTEJIEH

Ha OyMa)>KHOM HOCHTEIIE

4, Onpenenure CKOJIBKO MHUHUMYM BHUJOB OJNAHKOB TpeOyercs st
obecneueHus mporecca JJOY

OJINH

7Ba

TpH

YeThIpe

d. VYKkaxuTe, Kakoil 3Tam SBISETCS HayaJlbHBIM B IEPBUYHOU 0O0pabOTKe

BXOASIIIUX TOKYMEHTOB
OpraHu3anus UCIIOJHEHUS TOKYMEHTA

perucrpanus

MPOBEPKA MPABUILHOCTH JOCTABKU U YIIAKOBKH JIOKYMEHTA
nepeaaya PyKoBOJIUTEIIIO

6. BriGepute 1ienb npeaBapuTebHOr0 paCCMOTPEHUS BXOSIINX JOKYMEHTOB
ONEPATUBHOE MOJTYYEHUE TOKYMEHTOB UCIIOJHUTEIEM
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y4€T
perucrpanus
pacnpezeieHue

7.  Ykaxure, TAe OJDKHA OCYIIECTBIATHCS O00pabOTKa WCIOJHEHHBIX W
OTIIPaBJIIEMBIX IOKYMEHTOB

0 MECTY UX COCTaBJICHUS

cyxoout IOY

0 MECTY UX PETUCTPALUN

PYKOBOAMTEJIEM OpraHa BIacTH

8. OHpeI[eJII/ITe KaKuM 06p330M MNOMJICIKUT 3aIIMCU PCKBU3UT «HAMMCHOBAHHUC
OopraHu3anumn»

CTPOYHBIMHU 6YKBaMI/I Ha BCCX MNOKYMCHTAX OpraHu3anvu B COOTBCTCTBUU C e€
YUpCAUTCIbHBIMHA JOKYMCHTAMU

3arjlaBHbIMH 6YKBaMI/I Ha BCCX NOKYMCHTAaxX OpraHU3alliid B COOTBCTCTBHU C ee
YUpCAUTCIBbHBIMHA JOKYMCHTAMU

C 3arjlaBHOM 6YKBLI Ha BCCX BHUAX NOKYMCHTORB

3arjlaBHbIMH 6YKBaMI/I B MMCHUTCJIBHOM ITaACKE

Q. Onpenenure KakuM oOpa3oM MOJIEKAT 3alKUCH JaHHBIE O CTPYKTYpPHOM
NOApa3AeICHUN «HAMMEHOBAHUE OpraHU3alum»

C 3arJIaBHOM OYKBBI, €CJIM aBTOPOM JJOKYMEHTA SIBJISIETCS MO/Ipa3ieJIeHue
3arjaBHBIMHU OyKBaMmu, €CJId aBTOPOM JJOKYMEHTA SIBJISIETCS MOIpa3ieJIeHUue

Ha BCEX BUJIaX JOKYMEHTOB, U3aBa€MbIX MTOAPa31eJICHUEM OpraHu3alun

Ha OJIaHKaX CTPOTOM OTYETHOCTH, UCTIONB3YEMbIX MOAPA3ACICHUSIMU OPTaHU3AIUN

10. PexBU3HT «HaMMEHOBAHUE OPTaHU3AIMN» B YTIIOBBIX OJIAaHKAX MUIIYT ...

OT IPaHUIIBI JICBOTO TOJISI 3arjaBHBIMA OyKBaMH

OT TPaHUIIBI JICBOTO TOJISI C 3arJIaBHON OYKBBI

I10 TIEHTPY 3aroJIOBOYHOM YaCTH C 3arjaBHON OyKBBI

M0 LEHTPY 3aroJIOBOYHOM YacTH B IMOJHOM COOTBETCTBHHU C YYPEIUTEIbHBIMHU
JIOKYMEHTaMH OpPraHU3aIuH

11. PexBU3HT «HaMMEHOBAHHUE OPTAaHU3AIMN» B MIPOIOILHBIX OJJaHKaX MMHIIIYT. ..
OT IPaHUIIBI JICBOTO 3arjlaBHBIMH OYKBaMH

I10 TICHTPY 3aroJIOBOYHOM YaCTH 3arIaBHBIMH OyKBaMU

OT IPaHUIIBI JICBOTO TOJISI C 3arJIaBHON OYKBBI

I10 TICHTPY 3aroJIOBOYHOM YaCTH C 3arjaBHON OYKBBI

12. PexBU3HT «CIpaBOYHBIC JTaHHBIC 00 OpraHU3AIMN» pa3MENaloT Ha OJaHKax

BCEX BUJIOB JIOKYMEHTOB, UCIIOJIb3YEMBIX B IAHHOM OpPraHU3alun
YTJIOBBIX
MIPOAOJIBHBIX
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JJIA ITHCEM

13.  PekBU3UT «CIpaBOYHbIE TaHHbIE 00 OpraHU3alu» BKIKOYAET B CEO ...
MOYTOBBIM aapec, HOMep TenepoHa M JAPYyrHe JaHHBIE 10 YCMOTPEHUIO
Opra’u3anuu

BCE CBEJICHUA 00 OpraHu3aluu, HeoOX0JUMbIe Jisl €€ CBSA3M C BHEIIHEH cpeoit
MOYTOBBIN ajipec, HoMep TenedoHa, AMEKTPOHHBIN aJipec, HOMEP pacu€THOro cuéra
B OaHKe

MOYTOBBIN U 3JIEKTPOHHBIN aJpeca OpraHu3aluu, HoMepa TeIePOHOB

14. PexBu3uT «HauMeHOBaHUE BHUIa JOKYMCHTOB) ITUIIYT ...
3arjiaBHbIMH 6YKB3,MI/I Ha BCCX BHUAX NOKYMCHTOB, KPOMC INCJIOBBIX ITNCEM
C 3arjlaBHOM 6YKB]':>I Ha BCCX BHUAX NOKYMCHTOB, KPOMC OPraHU3allMOHHBIX
3arjiaBHbIMH 6YKB3,MI/I Ha BCCX BHUIAX NOKYMCHTOB

C 3arjlaBHOM 6YKBI)I Ha BCCX BHUOAX NOKYMCHTOB

15. PexBu3MT «aTa JOKYMEHTay TMUIIYT ...

Ha BCEX JOKYMEHTaX IMPHU UX JaTHPOBAHUU

IPH JTaTUPOBAHUU JOKYMEHTa IU(PPOBBIM CIOCOOOM

P JTaTUPOBAHUU JOKYMEHTOB CJIOBECHO-IIM(POBLIM CITIOCOOOM
Ha BCEX BHYTPEHHUX JOKYMEHTaxX

16. PekBU3HUT «perucCTpaIlMOHHBIA HOMEDP TOKYMEHTa)» MUIIYT ...

Ha BCEX BHYTPEHHUX JOKYMEHTaX B COOTBETCTBUM C MPUHATOU CHUCTEMOM
perucTpanuu

Ha BCEX BHYTPEHHHUX JOKYMEHTaX, KpOME JI€JIOBbIX MHCEM, B COOTBETCTBUU C
MIPUHATOU CUCTEMOW PETUCTPALIUH

Ha BCEX BHYTPEHHUX JIOKYMEHTaX, KpOME€ YUYpPEAUTENbHBIX, B COOTBETCTBUU C
MPUHATOU CUCTEMOW PETUCTPALIUU

Ha BCEX JOKYMEHTAX, UCIOJIb3yEMbIX OpraHU3alNeH

Ha o0mmx OaHKax M OJIaHKaX JUIS [IUCEM

17.  Tlpu peructpanuu JOKyMEHTOB HHJICKC MPOCTABJISAIOT HA OJIaHKAX ...
JUISL TICEM

YTJIOBBIX

MIPOAOJIBHBIX

BCEX JIOKYMEHTOB

18. PekBU3HT «CChUIKA Ha PETUCTPAIMOHHBIA HOMEpP W JaTy JOKYMEHTa»
pacronararotr Ha OJaHKax ...

00X

JUIs1 TICEM

BHYTPEHHUX JOKYMEHTOB

YTJIOBBIX

19. PekBusut «Aapecar» pacronararmT Ha OJaHKaXx ...
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o01mux

IUISL INCEM

YTJIOBBIX
MPOAOJIbHBIX
CTPOroM OTYETHOCTH

20. Ilpu HampaBieHUM IOKYMEHTAa OpraHM3alMM WIH €€ TMOAPA3IACICHUI0 HX
HaUMEHOBAHUE MUIIYT ...

C 3arjJaBHOM OyKBBI B MUMEHUTEILHOM IaJI€KE

oT 32 meyaTHOTO 3HaKa I0 MIUPUHE JUCTa OyMaru

4yepe3 OJMHAPHBIM HHTEPBA

B OJIaHKax I IIUCEM

21. Ilpm HanpaBieHHMM JOKYMEHTa JOJDKHOCTHOMY JIMIY, JOJIKHOCTD,
MHUIMAIB U (aMUITUIO apecaTa MUIIyT ...

C 3arJaBHOM OYKBBI

1ocJie HAMMEHOBAHUSI OpPraHU3alMK B 1aTEIbHOM Ta/IeKe

1ocJie HAMMEHOBAHUSI OPTraHU3alMY B UMEHUTEIHHOM TaJ1e3Ke

10CJie HAMMEHOBAHUST OpraHU3aAINH

22. Ilpu HampaBieHUU JOKYMEHTA PYKOBOJIUTEIIO OpraHU3allMi HAaUMEHOBAaHHE
OpraHu3alluy ...

BKJIIOUAIOT B HANMEHOBAHUE €T0 JOHKHOCTU

MUIIYT C 3arJ1aBHOM OyKBbI

MUIIYT Nepel HAUMEHOBAHUEM €T0 JIOJKHOCTH

OTIEJSIOT OIMHAPHBIM HHTEPBAJIOM OT HAUMEHOBAHMSI IOJDKHOCTH

23. Ilpu wucnonb3oBaHuM (HaMUIMKM W HMHUIMAJIOB B COCTaBE pPEKBU3HUTA
«Anpecary, THUITUAIBI TTUIIYT Mociie (GaMUIuH ...

NpY HAIIPaBJICHUHU YaCTHOMY JIMITY C YKa3aHHEM MTOYTOBOTO ajpeca

P HAMPABIEHUH JOIKHOCTHOMY JIUITY

P HAMPABIEHUU PYKOBOJIUTENIO OpraHU3AINH

BO BCEX BapMaHTaX HAIMPABICHUS

24. PexBusut «rpud yTBepKACHHS JOKYMEHTa)» MPEeIHA3HAYCH IS ...
oopMIIeHUST JOKYMEHTOB, BBOJUMBIX B JIEHCTBUE C MOMEHTA UX YTBEPIKICHHUS
YAOCTOBEPEHUS MOJJIMHHOCTH YTBEPKIAEMOIO JOKYMEHTA

odopMIIeHHUS aKTOB, TPOTOKOJIOB

oopMIIEeHUST JOKYMEHTOB, BBOJUMBIX B JIEHCTBAE C MOMEHTA UX MOANMHCAHUS

25. JIOKyMEHT MOXET yTBEPKIAThCH ...

JOJKHOCTHBIM JIMIIOM WJIU U3/IaHUEM CIIeIIMAIBHOTO TOKYMEHTA
JOJKHOCTHBIM JTUI[OM

rpuoM yTBEPXKIACHUS

W3/1aHUEM CIIELIMAIBHOTO JOKYMEHTA
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26.  PekBUBUT «Pe30JIOIUs» UCTIONB3YIOT A1 0DOPMIICHUS ...
pelIeHrs pyKOBOJIUTENS MO UCIIOTHEHUIO BXOISIINX TOKYMEHTOB
pelieHns pyKOBOJIUTES 1O UCTIOTHEHUIO BHYTPEHHUX JOKYMEHTOB
BXOJSIIUX U BHYTPEHHUX JIOKYMEHTOB

BXOJSIIUX U BHYTPEHHUX JIOKYMEHTOB, TPEOYIOIMINX UCTIOTHEHUS

27. PekBU3UT «3arojloBOK K TEKCTY» MpeAHA3HAYCH A ...
0003HayYeHUs COIepkKaHUS JOKYMEHTa

KpaTKoTo (hOpPMYIUPOBAHUS COJICPKAHUSI JOKYMEHTA
oOJsierdyeHust paboThl C TEKCTOM JIOKYMEHTA

oOJerdeHus pabOThI IPU PETHCTPAIUU JOKYMEHTA

28. BroiOepute nepBblil 3Tan JOKyMEHTOO00OpOTa

OopraHu3anys palMoHaIbHOTO JBUKEHUS TOKYMEHTOB BHYTPU OpraHU3AINH
00paboTKa MOCTyNaIMKUX JOKYMEHTOB

Ipe/IBApUTEIHLHOE PACCMOTPEHHE TOKYMEHTOB ciryxooi 1I0Y

UCIIOJIHEHUE JOKYMEHTOB

29. HayanbpHbIM »TamoM MepBUYHON 0OpabOTKM BXOAAIIUX JOKYMEHTOB
ABIISETCS

OpraHM3alMs UCIIOJIHEHUS JOKYMEHTa

perucrpanus

YUYET BXOASIUX TJOKYMEHTOB

IpoBEpKa MPaBUIBHOCTU JOCTaBKU U YIIaKOBKH JIOKYMEHTa

30. Ienp mpenBapUTETHLHOTO PACCMOTPEHUS BXOISIINX JOKYMEHTOB -
ONEPATUBHOE IOJYYEHUE TOKYMEHTOB UCIIOJHUTEIIEM

YYET

perucrpanus

MPOBEpKA MPABWIBLHOCTU OPOPMIICHUS

31. Ilpm mpeaBapUTEIbHOM pPACCMOTPEHHHM BXOANIUX JOKYMEHTOB HX
pacrpenensoT Ha

MOoJUIeXKAIUE YUETY

TpeOyromue 00I3aTEHPHOTO0 PACCMOTPEHHS PYKOBOIUTEIEM

HEe TpeOYyIOIIue PE30JIOIUN PYKOBOIUTEIS

MOJIeKAIINE PETUCTPAllUU

32. OOpaboTka WCHOJHEHHBIX W OTHPABISEMBIX JOKYMEHTOB JOJDKHA
OCYILIECTBIATHCS: ...

0 MECTY UX COCTaBIICHUS

ciayx06oit JIOY

M0 MECTY UX PETUCTPAIUN

[IEHTPATN30BAaHHO
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33.  [Ins oTnpaBKHU NPUHUMAIOT TOKYMEHTHI ...
3aperucTpupOBaHHbIC

B HY>KHOM KOJIMYECTBE U UMEIOLIUE IOPUANUECKYIO CHITY
HUMEIOIKE IOPUIUUYECKYIO CUITY

OT UCIIOJIHUTEIIEN

34. HcnonHUTENb MONTYYaeT JOKYMEHTHI ...

B JIEHb UX PETMCTPALIUU M0 YKa3aHUIO PYKOBOJIUTEINS MOAPA3ACICHUS
nocie opOpMIIEHUS X PE30TIOLHUEH

10 YKa3aHUIO PYKOBOAMTENS OIpa3AesICHUsS

OT CeKpeTapsi pyKOBOIUTEIIS OpraHu3aluu

35. Ecam wucnoiHeHuWe JIOKyMEHTa [OPYYEHO HECKOJBKUM JUIaM, TO
OTBETCTBEHHBIM UCITOJIHUTENEM SIBJISETCS ...

CEKpeTapb PyKOBOAUTENS

TOT, Ubsi (haMUJTUS B PE3OJTIOIIMU yKa3aHa MepBOM

BCE€ UCTOJHUTEIN

PYKOBOIUTEND NOAPA3AECICHUS

36. HcnonHeHHbIE HAOKYMCHTBI XPaHAT 110 MCCTY UX HCIIOJIHCHHA ...
B TCUCHUC OJHOTO KAJICHAAPHOTO Ioaa

B TCUCHUC ABYX KAJICHIAPHBIX JICT

B TCUCHUC OJHOTO OCIIOIIPOU3BOACTBCHHOTO I'0OJla

J0 3aMCHBI HOBBIMH

37. OpraHuzaigio ¥ TPOBEACHHE OKCIEPTH3BI IIEHHOCTH JOKYMEHTOB B
OpTaHU3AIHMH OCYIIECTBIISCT ...

PYKOBOIMTEh OPTaHHU3AIHH

cinyx6a JI0Y

AKCIIEPTHBIE KOMUCCHH TOIPa3IeICHHI

HKCIIEPTHO-TIPOBEPOYHAST KOMHUCCHSI apXHBa

38. DkcmepTHas KoOMHCCHS OOpa3yeT TPyNIbl JOKYMEHTOB C pa3IUYHBIMU
CpPOKaMH XpaHEHUS: ...

OJIMH JIEIONPOU3BOICTBEHHBIN T'OJT

MMOCTOSTHHOTO XPaHEHHS B TOCY/IAPCTBEHHBIX apXUBaxX

BpeMeHHoro xpanenus (a0 10 ner)

BPEMEHHOTO XpaHEHHUs B BEIOMCTBEHHOM apxwuBe (cBbime 10 jeT)

Pyoesicnana konmpoavnan paboma (0714 3a04H0U hopmwbl 00yuenus)
[TonsiTue u knaccudukanus ynpaBlIeHYECKUX TOKYMEHTOB
MamuHonrucHoe opopMICHUE JOKYMEHTOB
bianku 1OKyMEHTOB, UX Ha3HAYCHHUE U BUJIBI
dopmynsp obpaszelr ero Ha3HaAYeHUE U COCTaB PEKBU3UTOB

Hwnh e
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5. Ha3znauenue u coctaB OpraHU3aIlliOHHO-PACTIOPAIUTEIbHBIX

6. JOKyMEHTOB

7. CocTtaB OpraHU3aIlMOHHO-TIPABOBBIX JOKYMEHTOB, HX XapaKTePUCTHUKA
8.  CocrtaB pacnopsiIUTEIbHBIX JOKYMEHTOB, MX XapaKTEPUCTHKA

9 Cocrasiienue 1 opopMIICHHE PUKA30B MO0 OOIIUM BompocaMm (110
OCHOBHOM €SI TEILHOCTH)

10. CocraBnenue u ohopMiIeHUE MPUKA30B 110 JTUYHOMY COCTABY

11. CocrtaB u oopmieHHE CIIPABOK

12.  CocraBnenue u opopMiIeHHE aKTOB

13. CocraBnenue u opopmieHHE MPOTOKOJIOB

14. CocraBnenue u opopMieHue 3asBICHUN

15. CocraBnenue u opopmieHre TOKIATHBIX U OOBICHUTEIBHBIX 3aITUCOK
16. CocraBnenue u ohopMIIEHUE JETOBBIX MUCEM

Keiic-3a0anusn

Cocmaseme u ogopmume HeoOX00UMYIO OOKYMEHMAYUd HO OCHOBHOU
oesmenbHOCMU 8 OAHHOU YNPABIeHYeCKOU CUMYayuu.

Ha KpacHomapckom komMOWHATe TI0 TPOU3BOACTBY  MY3bIKAJIbHBIX
WHCTPYMEHTOB M MeOenu (rocyAapCTBEHHOE MPEANPUSITHE), KOTOPBIM BXOJHUT B
Konneps mno pa3paboTke ¢ MPOU3BOJCTBY MPOIAYKIUU  MY3bIKaJIbHOM
npombiuieHHOoCcTH (POCMY3IIPOM), neiictByeT IlosokeHne o mpeMUpOBaHUU
PYKOBOJUTENIEH 1IEXO0B, OT/ENIOB U cyk0, yrBepxkaeHHoe 05.01.2003 Ne 27.

12 ampens Tekymiero roga aupekrop komOunara B.M.JlaproHoB mopyuui
HAaYaJIbHUKY OTHena TpyAa W 3apaboTHoi miatel MapkoBy H.I'. paccuutath
pa3Mep MpeMuu PyKOBOAMUTENSM OTIENOB, LIEXOB M CIy)X0 KOMOWHATa Mo MUTOraM
paboThl 3a TEpBBI KBapTajd K 15 ampens, a riaBHOMY Oyxraintepy KomOWHaTa
Tpommuno# C.I'. — oprannu3oBath BHIILJIATY MpeMuu K 20 anpesisi TEKYIIero roja.

Havanpauk mimaHoBo-pkoHOMHUeckoro oraeiaa MarBeeBa C.H. u riaBHBIN
oyxrantep Tpomuna C.I'. 3aBU3upOBaIN MPOEKT MPUKA3a TUPEKTOpa KOMOWHATA.

Komnerenuuss IIK-6 Cpnocoben opranu3oBaTb MepPONPUATHS IO
npopuiakTHKe HAPYylLIeHUsI 00A3aTeJbHBIX TPEOOBAHUI B rocy1apcTBEHHOM
U MYHUIIUNIAJIBHOM YNIPaBJIEeHUH

[IK-6.2 Opranusyer MeponpusTHs MO0 MNPOPWIAKTHKE HaPYIIECHUS
00s13aTENBHBIX TPEOOBAHUH B TOCYAAPCTBEHHOM M MYHUIIUIIATLHOM YIIPaBICHUN

Temul pechepamos

1. CymHOCTb U coiepaHue JOKYMEHTHPOBAHUS YIIPABICHUYECKON
NeSTETHHOCTH.

CymiHOCTh U coiepKaHNe OPTaHu3aIuy PaObOTHI ¢ TOKyMEHTAMH.
[ToHsiTHE TOKYMEHTA U CUCTEMBI IOKYMEHTAITUH.

JIOKyMEHTOOOOPOT OpraHU3aluu.

CoBpeMeHHBIE TEXHOJIOTHH OPTaHU3AIIMN KOHTPOJIS 32 UCTIOJTHEHUEM
JTIOKyMEHTOB.

abrwn
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S

OcHOBBI Opranu3anuu HHHOPMALIMOHHBIX TEXHOJIOTHI.

7. Opranuszanus padoThl ¢ TOKYMEHTaMH, COJIEpKaIllUMH
KOH(PUAEHIIUATbHYIO HH(OPMALIHIO.

8. TexHonorus y4éta u pacCCMOTPEHHS MOCTYMHUBIINX KOH(DHUIEHIIHATIBHBIX
JTOKYMEHTOB.

9. Ucnonnenue, 06paboTKa U XpaHEHUE KOH(DHUICHIIUATBHBIX JOKYMEHTOB.

10.CocraB opraHoB rocy1apCTBEHHOI'O YIPABJICHHUS, PETYIUPYIOIIHUX

IpoLecc JOKYMEHTAIIMOHHOTO 00ecTieueHus yupaBieH s, X ¢ yHKIHH.

Temwbt 0oknaooe
1. 3akoHonaTenpHOE oObOecrieueHue MAEONPOU3BOACTBA HA BCEX JTamax ero
pa3BUTHSA.
2. Tlpennochuiky pa3BUTHS CUCTEM JOKYMEHTUPOBAHUSI.

Teopueckoe 3a0anue
1.JlokymMeHTaIus 1o JIMYHOMY COCTaBY: XapaKTePUCTHUKA, TPUMEPHI.
2 Yuudukanus, CTaHJapTU3AIIMS, TUTTA3AIUS OpraHU3aIlMOHHO-
pacropsAuTeIbHON JOKYMEHTAIIUH.

3aoaua (konmpovHble padomoul 01 0YHOU PopMbl 00YUeHUs1)
Koumponvnasa paboma Ne 2 «Opzanuzayusa pabomsl ¢ 00KyMEeHMaMu»

1 Bwuabl HOMEHKIATYp A€, MOPSAI0K UX COCTABIEHUS U UCIIOJIb30BAHUS

2 OcCHOBHBIE BH]IBI ICIONPOU3BOJICTBA, UX XapaKTEPUCTUKA
Konmponvnaa paboma Ne 3 «/JoKymenmuposanue ynpagienueckou

oeamenbHocmu)
1 CymHocTh U coaepkaHue TOKYMEHTAI[MOHHOTO 00ECTICYeHHsI YITPaBICHUS
2 CoBpemMeHHOE rocyJapCTBEHHOE peryiaupoBanue mnpoiecca JOY

Keiic-3a0anusn

Cocmasbme cxemy npoyecca OOKYMEHMUPOBAHUSL npoyeccos
VNPAGIeH4ecKol 0esimeabHOCMU CO2NACHO Clledyiouell YnpasieHyeckou Cumyayuu.

A.H. [Iuno, mnpencenarenb PoCCHICKOTO areHTCTBa MEXKIYHAPOIHOIO
COTPYAHUYECTBA U pa3BUTHS (FOCylapCTBEHHAs opraHu3anus npu IIpaButenscTBe
P®), 24 ¢eBpans Tekymero roja MOPYYWS CTPYKTYPHBIM MOJpa3eICHUSIM
areHTCTBA COBMECTHO C TpenacraBuressiMu [ ockomumymectBa Poccunm k10
arpesnss  NOATOTOBUTh  IMPOEKT  MNPOTPAMMBI  MPHUBJICYEHUS  HHOCTPAHHBIX
VHBECTUIIMMA K TMPOLECCY AKIMOHUPOBAHUS TOCYJAPCTBEHHBIX MPEINPUSITUH.
[Topydenue ObLIO TaHO BO MCMOJMHEHUE mocTaHoBleHus: IIpaButensctBa PD ot 24
deBpanst  Tekymero roma Ne 246 ['maBHOMY YIpaBICHUIO OTPACIEBBIX
WHBECTUIIMOHHBIX MpOorpamM, [JaBHOMY AOTOBOPHO-NPABOBOMY YIPABICHHUIO H
['maBHOMY yINpaBi€HUIO CTPATETUN U UHBECTUPOBAHHS.

[Ipoext mpukasza npeacenarenss areHTCTBa ObUI 3aBU3UPOBAH €r0 MEPBHIM
3amectuteneM J[.H. @enopoBbiM 1 HaYaIbHUKOM [ 'JIaBHOTO JOTOBOPHO-IIPABOBOTO
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ynpasienus W.B. MnbuasiM. KOHTpOJIb 32 MCMIONIHEHHEM MpUKa3a ObLI BO3JI0XKEH
Ha JI.H. ®enoposa.
Pyoesxncnaa konmponvHnasa paboma (011 3a04HOU hopmbl 00yueHus)
1. CyurHoCTh U coiep:KaHue OpraHu3aluu padoThl ¢ JOKYMEHTaMU
OO6mue u crienuanbHble PYHKUIUU JOKYMEHTa
Copeprkanue mpoliecca MoArOTOBKY U U3JIaHUS PUKA30B
CoBpeMeHHOe rocy1apcTBEHHOE peryarnpoBanue npouecca 10Y
Pernamenranus JIOY B opranuzannu
[Tonsitue nokymMenroobopora. OCHOBHBIE HAMPABIEHUS €r0
COBEPILEHCTBOBAHMUS
7 Peructpanust 10KkyMeHTOB, €€ GyHKIUU, BUJIbI
8. @DopMbI perucTpaluy JOKyMEHTOB
9 Metonuka KOHTPOJIS 32 UCTIOJIHEHUEM IOKYMEHTOB
10. Bwuasl HOMEHKIIATYp J€]1, MOPSAOK UX COCTaBICHHS UCTIOIb30BAHMS
11.  OcHoBHble npaBuia GOpMHUPOBAHUS JET
12. DOkcneprTHas oleHKa JOKYMEHTOB M MOJArOTOBKA UX I MEepejavyu B
apXuB
13.  OcHoBHbIE BU/IbI ACIOMPOU3BOJICTBA UX XaPAKTEPUCTHUKA

RO RRN

IIpumepHbIe TecTOBBIE 3a1aHUSA
1. VYkaxure, Kakie HOPMATHBHBIE MPaBOBBIE aKThl U3JaI0TCA (henepaibHbIMU
opraHamMu UCHOJHUTEIBHOU Bi1acTu?
MOCTAHOBJICHUS, PACTIOPSIKEHUS
MOCTAHOBJICHUS, PEIICHUS, YKA3aHUS
IPUKA3bI, PACTIOPSHKEHUS

2. BriGepute, kakod BHA JOKYMEHTa W3JAlOT B PETHOHAIBHBIX OpraHax
VCIIOJIHUTEJIbHOM BJIACTH IIPU PELICHUU OIEPATUBHBIX BOIIPOCOB

IIPUKa3bl

pacnopsKEHUs

yKa3aHus

3. Onpenenute, B KakOM BHUJE HM3JAIOT IPABOBbIE aKThl OpPraHbl MECTHOTO
CaMOYIIpaBJICHUS

pELIeHUS, TOCTAHOBJICHUS

MIPUKa3bI

pacnopsiKEHUs

4, VYkaxute, riaBa MyHULIIMOAIBHOTO OOpa30BaHUs W3/A€T MPABOBBIE AKTHI B
BHJIE

MMOCTAHOBJIEHUM, PACTIOPSIKEHUM

yKa3aHu

pelIeHu
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S5. Vkaxure, MNpPEACTABUTENbHBIA  OpPraH  MECTHOTO  CaMOYIIPABJIEHHUS
MPUHUMAET MPAaBOBBIE aKThl B popme

pacnopsKEHUN

YKa3aHHUH, MOCTAaHOBJIECHUMN

peLIeHNU I

6. [Ipu KaKOM yCIIOBUM UCTIOHUTEIb JOJIKEH MOJIYYUTh TOKYMEHTHI B paboTy?
B JICHb X PETUCTPALIMU IO YKA3aHUIO PYKOBOJIUTENS MMOAPA3ICICHHUS

B JICHb UX PETUCTPALIUU

nociie 0popMIIEHUS UX PE30TIOLUen

7. Ecnim wucnonHeHWe JAOKyMEHTa TMOPYYEHO HECKOJBKMM JIMIAM, TO
OTBETCTBEHHBIM UCITOJIHUTENEM SIBIIAECTCS

BCE€ UCTOJHUTEIN

PYKOBOIUTEND NOAPA3ACIECHUS

TOT, Ubsi (haMUJTUSI B PE3OJTIOIIMU yKa3aHa MepBOM

8. Kakoii aTamn Bimtouaet B ce0st JOKyMEHTOO00POT?
COCTaBJICHUS BHYTPECHHUX JIOKYMEHTOB

COCTAaBJICHHUS UCXOJISIINX JOKYMECHTOB

OpTaHM3AIMH PAIIHOHATBHOTO ABM)KCHUS TOKYMEHTOB

9. Uto HeoOXoAMMO COCTaBUTh I (UKCAIlMM W aHalv3a JIBHKCHUS
JTOKYMEHTOB?

MapIIPyTHO-TEXHOJIOTHYECKYIO CXEMY

JOJDKHOCTHYIO HHCTPYKITHIO

yKa3aHus

10. Kakum crmocoboM ciielyeT COCTaBIATh JEI0BOE MUCHMO?
Ha YIJIOBBIX OJIaHKAX IS THCEM

Ha OOIIMX YTJIOBBIX OJIAaHKaX

Ha OOIIUX MPOIOIBHBIX OJIaHKAaX

11. KOpuaguveckyro  cuny  OoQUIMAIBHOMY  JOKYMEHTY  oOecrednBaeT
COOTBETCTBHE €TI0 ...

MpaBUJIaM COCTaBIIEHUS O(UIINATHFHOTO JOKYMEHTA

BHYTPEHHEMY PaclopsAKy JaHHON OpraHu3aluu

KOMIETEHIIUU JTIOJ>KHOCTHOTO JIMIIA

3aKOHOJATEIBCTBY, KOMIIETCHIIMH U3/IAIOIIETO €0 OpraHa Wik pabOTHHUKA
VIPaBJICHUS, YCTAHOBJICHHBIM MTPaBUJIaM COCTABICHUS U 0GOPMIICHUS

12. VI3MeHEHMS | JIONOJHCHHS B OpPraHU3AIMOHHO-TIPABOBHIC JIOKYMCHTBI
BHOCHT ...

MyTEeM HU3JIaHUS COOTBETCTBYIOIIUX PACHIOPSIUTEILHBIX JIOKYMEHTOB

MOJHOU UX OTMEHOM
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IyTEM JOTOJHEHHS UX COOTBETCTBYIOIIMMU MTOIIPaBKaMu
IyTEM COTJIACOBAHMS C BBICIIMM OPTaHOM YIIPABIICHHUS

13. TlonokeHue COCTaBIAIOT HA OCHOBE ...
o0111eT0 YrioBoro OJiaHka

yIJI0BOTO OJlaHKa

00111eT0 MPOI0JIHLHOTO OJIaHKa

MPOJIOJBLHOTO OJIaHKa

14. OcHOBHOE Ha3HAYCHUE paCHOpHHHTGHBHOﬁ ACATCIIBHOCTH
PETYIIMPOBAHUC, KOOPpAUHAIIUA U COTTIACOBAHUC ACATCIIBHOCTHU, ITO3BOJIAIOIINC
PYKOBOJUTCIIIO UJIN OPTaHy YIIPABJICHUA obecrieynBaTh HOCTUKCHHUC PAHCC

[IOCTABJICHHBIX LIEJIEN

peanu3ays BIaCTHBIX TTOJTHOMOYUN

OpraHu3alys U KOOPIUHALNS JIeITSIbHOCTH O TdMHEHHBIX
obecrnieueHue 6ecrepeOOHOM NEeSITEIHPHOCTH B OPTaHU3aIINH

15. PacnopsinurenbHble  JAOKYMEHTHI — IpeIHA3HAYCHBI
OTHOIICHUH yIpaBiIeHUs, ...

UAYIINX CBEPXY BHU3

TOPU30HTAIIBHBIX

UAYIIUX CHU3Y BBEPX

CKJIQJIPIBAIOIINXCS] HA OJTHOM YPOBHE YIIPaBJICHHUS

16. PaCHOp}I,III/ITGHLHLIG JOKYMCHTBI OTHOCATCA K ...
ITPAaBOBBIM aKTaM

OpraHn3allMOHHBIM AKTaM

HOPMATHBHBIM MAaTCpHUaJIaM

HOPMATHBHO — MCTOJUYCCKUM YKA3dHUAM

17. B pacnopsauTenbHbIX JOKYMEHTAX OTPAKAIOTCA ...
BJIACTHBIC MTOJTHOMOYHS CyOBEKTa YIIPaBICHUS

BOIIPOCHI TEKYIIEH AEATEIbHOCTH OpraHU3aluu
OpraHU3alMOHHBIE OTHOLIECHUS

BJIACTHBIE MTOJIHOMOYHS OpraHa ypaBJeHUS

TUTSL

o opmIICHUS

18. B 3aBucWMOCTH OT YPOBHS YIPaBJICHUS PACIOPSAUTEIBHBIE JOKYMEHTHI

OBIBAIOT B BUJIE ...

MPaBOBbBIX aKTOB (peJIepaibHOr0, PETHOHAIBHOTO YPOBHEW U OTAEIbHBIX

OopraHu3anun
MPaBOBBIX aKTOB IpaBuTenbcTBa PO, npe3unenta PO

IIPpaBOBbIX AKTOB MUHUCTCPCTB, BGI[OMOCTG?I, OTPaCJICBbBIX AI'CHTCTB

o(pUIIUATIBHBIX JOKYMEHTOB (peiepaibHOr0, pErMOHAIBLHOTO YPOBHEH U OTIIENbHBIX

opraHu3anun
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19. IIpaButensctBo PD n3naet pacnopsaauTeabHble TOKYMEHTHI:
IIOCTaHOBJICHHUS, PACIIOPSKEHUA

IIOCTaHOBJICHHUS, PACIIOPSIKEHMUS, ITOJI0KEHHUSI, UHCTPYKIUU
[IOCTaHOBJICHHUS, PACIIOPSKEHUA, YKa3aHUs, UHCTPYKLIUU
IIOCTaHOBJICHUSI, PEIICHNUs, YKa3aHUsl, aKThl

20. B ¢opme nocranoBneHuit npaBuTeNbCTBO PO n3naer ...
MIPaBOBBIEC AKTHI, UMEIOLIME HOPMATUBHBIN XapaKTep

MIPaBOBBIE AKTHI MO TEKYIIUM BOIIPOCAM

oduIManbHbIe JOKYMEHTbI, UMEIOLME HOPMATUBHBINA XapaKTep
10 BCEM BOIpPOCaM JAESITENbHOCTHU MpaBuTeIbCcTBa PD

21. B dopme pacnopsixenuit npasutenbcTBa PO uznaer. ..
PAaBOBBIE AKTHI IO TEKYLIUM ONEPATUBHBIM BOIIPOCAM
IIPAaBOBBIE AKThI, UMEIOIME HOPMATHUBHBINA XapaKTep
oduIaNbHbIE JOKYMEHTHI, UMEIOIME HOPMATUBHBINA XapaKTep
oduIaNbHbIe JOKYMEHTBI MO ONepaTUBHBIM BOIIPOCAM

22. llpe3unent PD uznaer pacropsauTenbHbIE JOKYMEHTHI B BUJIE:
YKa30B

pactopsKEHUM

YKa30B, IOCTAHOBJICHU I

pacnopsiKeHUN, YKa3aHUu!

23. @epnepadbHBIMM  OpPraHaMH  WCIOJMHUTENIILHOM  BJAcTH  W3/AIOTCS
HOPMAaTHUBHBIE [TPABOBbIC aKThl B BU/JIE:

ITOCTAHOBJICHUM, PACIIOPSIKEHUH, IPUKA30B, MPaBUJI, MHCTPYKIHH, MOJIOKECHUM;
ITOCTAHOBJICHUM, PACIIOPSIKEHUH, IPUKA30B, MPABWUII, HHCTPYKIUH, ITOJTOKECHUH,
aKTOB

ITOCTAHOBJICHUM, PACTIOPSIAKECHUI

[TOCTAHOBJIEHUM, PACTIOPSIKEHUM, YKa3aHUN

24. T'maBa ammunmcTpanuu KpacHomapckoro kpasi U3JaeT:
ITIOCTAHOBJIEHUSI U PACIIOPSKEHUS

pEILICHUS U IOCTAaHOBJICHHUS

pacnopsKEHUs U yKa3aHHs

YKa3bl U paclopsKEHUS

25. B peruoHanbHBIX OpraHax WCIOJTHUTEIBHOW BIACTH TIPU PEIICHUH
ONEPATHUBHBIX BOIIPOCOB U3AKOT ...

MPUKa3bI

MPUKa3bl U PACTIOPSIKEHHUS

pacnopsKeHUs

yKa3aHus
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26.  Opraabl MECTHOTO CaMOYIIPaBJIECHUS U3/1al0T MPABOBbIE aKThl B BUJIE ...
pELIEHNM, TTOCTAHOBIICHUN

MIPUKA30B

pacnopsKEHUN

yKa3aHUu

27. T'maBa MyHHUUHMIIaTBHOTO 00OpPa30BaHUA U3AAET MPABOBHIE AKTHI B BUJIE ...
IIOCTaHOBJICHUW, PACTIOPSIKEHUN

MPUKA30B

yKa3aHu

IIOCTAHOBJICHUN

28. llpencraBuTenbHBIH OpraH MECTHOTO  CaMOYIpaBJICHUS NPUHUMAET
PaBOBBIE aKTHI B POpPME ...

pelIeHu

MTOCTAHOBJICHUM

yKa3aHUuM

pacnopsKEHUM

29. K n1paBoBBIM akTaMm, HU3JaBaeMbIM PYKOBOJUTEISIMH  OpTraHH3aIMi,
OTHOCSITCA ...

IPUKA3bI, PACTIOPSHKEHUS

IPUKA3bI

pacnopsbKeHus

yKa3aHUs

30.  Oprassl ynpaBiaeHHs B OpraHU3aIMAX W31a0T IIPAaBOBBIC aKThI B hopMeE ...
PEIIEHUM, TTOCTAaHOBJICHUMN

IIOCTAHOBJICHUU

pelLIeHUI

yKa3aHu

31. K pacnopsanurenbHbIM  JOKYMEHTaM, W3/1aBa€MbIM  PYKOBOIUTEIEM
OpraHu3alyy Ha OCHOBE €IMHOJIMYHOTO NMPUHSATHUS PEIIEHUA, OTHOCSTCA ...
MIPUKAa3bI

pacnopsKeHUs

yKa3aHus

peleHus

32. B ycnoBusX KOJJIETHAIILHOCTH PYKOBOJUTEIH OPTaHU3AIUN U3IALO0T ...
pacnopsKeHUs

yKa3aHus

MIPUKa3bI

MMOCTaHOBJIEHUS
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Bompochl u 3agaHus IS NPOBEACHHUS] IMPOMEKYTOYHOI0 KOHTPOJIS
(3auera)

Komnerenuuss IIK-4 CnoocodeH opraHu3oBaTb IMpeaoCTaBJIeHHE
roCcy1apCTBEHHBIX yCJIYT

IIK-4.1 Buageer HaBbIKAMH OpraHu3anuum padoTbl B mpolecce
NMpPeA0CTABJEHHS ITOCYAAPCTBEHHBIX YCJIYT

Bonpocul k 3auemy

[lonsiTue u knaccuduKkalys yrnpapieHYECKUX TOKYMEHTOB

MammHonucHoe opopMiieHUE JOKYMEHTOB

brnanku TOKyMEHTOB, UX Ha3HAYEHUE U BUJIbI

®opmyisip oOpasel ero Ha3Ha4eHNUE U COCTaB PEKBU3UTOB

Haznauenue u cocTaB opraHM3allMOHHO-PACTIOPSAUTENbHBIX TOKYMEHTOB

CocraB opraHu3alMOHHO-TIPABOBBIX JOKYMEHTOB, UX XapaKTEPUCTHKA

CoctaB pacnopsiuTeNIbHbIX TOKYMEHTOB, UX XapaKTEPUCTHKA

Coctapnenue 1 opopMIIeHHE TPUKA30B [0 0OIIKUM BOIpocaMm (110 OCHOBHOM
€SI TEILHOCTH )

CocrtaBnenue 1 0popMIIEHHE TPUKA30B 10 JIUYHOMY COCTABY

CocTaB cripaBOYHO-UH(POPMALIMOHHBIX TOKYMEHTOB, UX XapaKTepUCTUKA

Coctapnenue 1 0(opMIICHHE aKTOB

CoctaBnenue 1 0popMIIEHHE TPOTOKOJIOB

Coctapnenue 1 opopMIICHHUE 3asiBICHUN

Cocrtapnenue 1 0pOpMIIEHHE JOKJIATHBIX U OOBSICHUTEIBHBIX 3aIIMCOK

Bunel HoMeHKIIaTyp 1€, NOpsAJ0K UX COCTaBICHUS U UCIIOJIb30BaHUS

OcHoBHbI€ npaBuiIa GOPMUPOBAHUS A€

OCHOBHbIE BU/IbI IETIONIPOU3BOJICTBA UX XapAaKTEPUCTHKA

el
HOK)):J cO~NO OIS WN P

el e vl el
~No ok~ Wi

Ilpakmuueckue 3a0anus 011 3auema
3anonnums HoMeHKAAGMYPY Oell

nena TBO JIETI nenma (ToMa, 9acTh) HHE
(TOMOB,
JacTen)

Wupexc 3aroioBoK nena (Toma, gacTei) Kommgec Cpok xpaHeHus [Tpumeya-

HopmartuBuble mnpaBoBble axThl [Ipe3ugenra PO,
[IpaBurensctBa PO, cyorexToB PO

[locTaHOBIEHUSI M PACIOPSDKEHHS  GbIUECNOAUE2O
opaana. Konun

[paBuiia BHyTPEHHETO paciopsiaKa

[Tonmoxerne o KagpoBoi ciyxbe

JIOIKHOCTHBIE HHCTPYKIINHA PAOOTHUKOB (THITOBBIE)

IIpuka3el MO OCHOBHOM JEATEIBHOCTH B 4YacTH
penIeHnst KaIpoBBIX BonpocoB. Kommm.

IlItaTtHbIle pacnucaHusi, ”3BMEeHeHUs K HUM. Konuu.

Crmcok (INTaTHO-CIMCOYHBIN COCTaB PaOOTHHKOB)

['paduku oTIryckoB

[Tpukassl 0O INYHOMY COCTABY

Hpm(a%l o JUYHOMY COCTaBy O MNpCAOCTABJICHUHN
CIKCIrOAHBIX OIIaYMBACMBIX OTITYCKOB

Hpm(a%l 10 JINYHOMY COCTaBy O TIPUMCHCHUU
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Hunexc 3aroyoBoK Jiena (TomMa, 4acTeii) Komuuec Cpok XpaHeHHst [Ipumeua-
nena TBO JieNl | jena (ToMa, 9acTH) HUE
(TOMOB,
yacTei)

JUCHUTIMHAPHBIX B3BICKAHMI

HpI/IKa3I>I O KOMaHJUPOBAHUHN pa6OTHI/IKOB

I[OKyMeHTI)I K IIpuKazaM 10 JUYHOMY COCTaBy, HC
BOICAIINEC B COCTAB JIMYHBIX ACIT

JIOKyMeHTBl K TMpHKa3aM IO JUYHOMY COCTaBy O
NIPEJOCTABICHUU Y4eOHBIX u ©KETOHBIX
OIJIAYMBAEMBIX OTIYCKOB

JIOKyMeHTBl K TMpHKa3aM II0 JUYHOMY COCTaBy O
NPUMEHEHUH  JUCHUIUIMHAPHBIX  B3BICKAHUW, HE
BOIIIE/IIINE B COCTAB JIMYHBIX JIE]T

prI[OBI)Ie JA0TOBOPbI, HC BOICAIINE B COCTAB JIMYHBIX
JCI

JloroBopsl 00 00y4eHUH

JIOKyMeHTBl O TMpO(EeCcCHOHATBHON IEePErnoAroTOBKE,
NOBBIIICHUN KBATU(HUKALMHA PAOOTHUKOB

Iepenucka o npodeccHoHaIbHON MEepPEenoAroTOBKE,
NOBBIIICHUN KBATU(QHKAIMKA pPAOOTHUKOB

JoxymeHTbI (mpencraBiieHus X0JlaTaicTBa,
XapaKTEepUCTUKH) O TIPEICTaBICHUH K HarpakIeHUIO
BEJJOMCTBEHHBIMU HarpajaMmy, IPUCBOEHUIO 3BaHUIA,
IIPUCYKICHUIO TPEMUM

XopataiictBa O Bblaue IyONMKaTOB JOKYMEHTOB K
rocyJapCTBEHHBIM HarpajgaM B3aMeH YTPaueHHbBIX

Crycku Harpa<JEHHBIX TOCY[. W MHBIMM Harpajamu,
YIOCTOEHHBIX TOCYJl. U UHBIX 3BaHUM, IPEMUI

[Nepenucka o HarpaxxieHUH paOOTHUKOB, IIPUCBOCHUU
IIOYETHBIX 3BAHUN, IPUCYKICHUU NIPEMUI

IIpoTokoiibl 3aceannii aTTECTALlMOHHBIX KOMUCCUI

WroroBrle  CBOAKH, CBEIEHHSA, BEAOMOCTH O
NPOBEICHUH aTTECTAIUU

JIOKyMeHTBI K IIPOTOKOJIaM 3aceaHui
aTTECTallMOHHBIX KOMUCCHUI

CHHUCKHU YICHOB aTTECTAIIMOHHBIX KOMUCCHIH

I'pacduku mpoBeeHHs aTTECTAUH

3asgBiIeHMsT O HECOINIaCHH C IOCTaHOBJIEHHSIMH
aTTECTAllMOHHBIX KOMHCCHH, [IOKYMEHTHI 00 HX
PacCMOTpEHHH

[lepemnmcka 06 aTTecTanmu

Jlvunple nena pabOTHUKOB

JlngHBle nenma PYKOBOAWTENS OpraHU3aluH; WICHOB
PYKOBOIAIINX,  HCHONHUTENBHBIX,  KOHTPOJBHBIX
OpraHoOB OpraHM3alN{; PAOOTHUKOB, HMEIOLIUX TOCY/I.
Y WHBIC 3BaHUsS, IPEMUH, HATrpajbl, yIeHbIE CTEICHU U
3BaHUS

JlnvHble KApTOUKU pabOTHHKOB, hopma Ne T-2

KypHhan ydera npuka3oB IO JMYHOMY COCTaBY

XKypnan ydera mpHKa30B IO JHUYHOMY COCTaBy O
TIPEAOCTaBICHNN y4eOHBIX u ©XKEer OJTHBIX
OIUIAYMBACMBIX OTITYCKOB

XKypnan ydera TpHKa30B IO JHWYHOMY COCTaBy O
TIPUMEHEHNH TUCIUIUIMHAPHBIX B3BICKAaHUH

KypHan y4era TpyJIOBBIX JOTOBOPOB

KypHasn yJera THIHBIX e

KypHasn yJera THIHBIX KapTOYeK

Xyphnan ydera BbIIauM CIIpaBOK O 3apaOOTHOM IUIaTe,
CTa)xe, MecTe paboTsl

XKypnanm ydera pabOTHHKOB, BBIOBIBAIONIMX B

26




Wnnexc
nerna

3aronoBok sena (Toma, 4acTeii)

Komngec
TBO JIEJT
(TomoB,
yacTei)

Cpok xpaHeHus
Jiena (Toma, 9acTH)

IIpumeya-
HUE

KOMAaHJAWPOBKU

XKypnan yuera paOOTHHKOB, NpPUOBIBAIOIINX B
KOMaH/IUPOBKH

TpynoBble KHMKKH paOOTHHKOB

Kuwnra yu€Tta OBWIKCHHA TPYAOBBIX KHHIKEK U
BKHaZ[LIHIeﬁ B HUX

3asBIICHUsI, 3alIPOCHl K BBIIAHHBIM CIIPABKaM O CTaxe,
MecTe pabOTHI

Tabmnuia ygera pabo4ero BpeMeHH

OTueTsl 0 HaJIMYWH, NBUXKXCHUUN paGOTHI/IKOB

JIOKyMEHTBI JINII, HE NPUHATHIX Ha padoTy

XKypHan perucrpanuu JUCTKOB HETPYAOCIOCOOHOCTH

AKTEI npueMa-nepeaaun, COCTaBJICHHBIC IIPpU CMCHE
JOJIZKHOCTHBIX OTBCTCTBCHHBIX JIMI

Onuck 1en MOCTOSTHHOTO XpaHeHus1 (YTBEpKIeHHbIE)

Ornucu J€J1 BPEMCHHOI'O XPpAaHCHU S

HomeHkuaTypa Jien kapoBoii cinyx0bl. Koms.

Tecmoewie 3a0anusn onsa 3auema

1. Haunwure pacnopAIuTCIIbHYIO YaCTb TCKCTA PACHOPAKCHUA C€ OJHOIO H3
BAapUAHTOB I'JIaroJIOB

00s3BIBAIO,

npcajiararo

Impeajiararo
IMPHUKA3bIBAIO

0053BIBAI0

2. YkaxuTe, Korja IPOU3BOIAUTCS JKCIECIUIIMOHHAS 00paboTKa BXOIAIIAX
JTOKYMEHTOB

B T€UEHHUE JBYX JHEH MOCJIE HX MOCTYIUICHUS
B JIEHb UX TOCTYIUICHUS

IIpH Tiepeaade UCIIOTHUTEITIO

B T€UEHUE paboueil Heaenu

3. Ornpenenute B KAKOM CIydae MPUHUMAIOT JOKYMEHTHI JJIsl OTIIPABKU
3apEeruCTPUPOBAHHBIC
MMEIOIINE IOPUINYECKYIO CHITY
OT MCHOJHUTEJCH

Ha OyMa)KHOM HOCHTEIIE

4, Onpenenute CKOJbKO MHUHHUMYM  BHUJIOB
obecnieueHus mporecca J[OY

OJIUH
JBa
TpHU
YEThIPE
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S5. YkaxuTe, Kakoil 3Tam SBISETCS HayalbHBIM B MEPBUYHONU 0O0paboOTKe
BXOJSIIUX TOKYMEHTOB

OpraHu3aIus UCTIOJHEHUS TOKYMEHTa

peructpanus

MIPOBEPKA MPABWIHLHOCTH JOCTABKU U YIIAKOBKH JIOKYMEHTA

nepeaaya pyKOBOJIUTENIO

6.  BriOepure Lenb NpeaBapUTENBHOIO PACCMOTPEHUS BXOAAIINX TOKYMEHTOB
OINlepaTUBHOE NOJYyYEHUE TOKYMEHTOB UCIIOJHUTEIEM

yuéT

perucrpanus

pacnpezeseHne

/.  VYkaxure, IJA€ JOJDKHA OCYIIECTBIATHCA OOpadOTKAa MCIONHEHHBIX U

OTIIPaBJIIEMBIX JIOKYMCHTOB
110 MECTY X COCTaBJICHUS
ciyxo6out JIOY

110 MECTY X PETHCTPAIUN
PYKOBOJAMTEJIEM OpraHa BIacTH

8. Onpenenute KakuM 00pa3oM TOJJICKUT 3alUCH PEKBU3UT «HAMMEHOBAHUE
OpraHu3aIum»

CTPOUYHBIMU OyKBaMH Ha BCEX JOKYMEHTaX OpPraHHU3allid B COOTBETCTBHHU C €&
YUPEAUTETbHBIMU IOKYMEHTAMU

3arjlaBHBIMM OyKBaMH Ha BCEX JOKYMEHTaX OpPraHU3allid B COOTBETCTBHHU C €&
YUPEAUTETbHBIMU JIOKYMEHTAMU

C 3arjaBHOM OyKBBI Ha BCEX BHAAX JIOKYMEHTOB

3arjlaBHBIMH OYKBaMH B UMEHUTEIILHOM MaIeKe

Q. Onpenenute KakuM o0Opa3oM MOMAJIEKAT 3alMHUCH JAHHBIE O CTPYKTYPHOM
MIOAPA3/IECICHUN «HANMEHOBAHUE OPraHU3aLum»

C 3arjJaBHOM OYKBBI, €CJIM aBTOPOM JIOKYMEHTA SBJISIETCS MTOAPA3/AEICHUE
3arjJaBHBIMHU OyKBamu, €CJIM aBTOPOM JIOKYMEHTA SIBIISCTCA MOAPA3ACICHNE

Ha BCEX BHUJIaX JIOKYMEHTOB, U3/1aBA€MBIX IMOAPA3ACICHUEM OpraHU3aluN

Ha 0JaHKaX CTPOrod OTYETHOCTH, UCIOJIb3YEMBIX MOpa3/IeICHUSIMU OpTraHU3aluu

10. PexBU3HT «HAaMMEHOBAHHWE OPTaHU3AIMN» B YTIIOBBIX OJJAaHKAX MUIIYT ...

OT TPAHMIIBI JIEBOTO MOJISI 3arJIaBHBIMU OyKBaMHU

OT IPaHUIIBI JICBOTO TOJISI C 3arJIaBHON OYKBBI

TI0 IIEHTPY 3aroJIOBOYHOM YaCTH C 3arIaBHOM OYKBBI

MO IEHTPY 3aroJIOBOYHOM YacTH B MOJIHOM COOTBETCTBHHU C YYPEAUTEIHBHBIMHU
JIOKYMEHTaMH OpraHU3aIuH

11. PexBU3HUT «HaUMEHOBAHUE OPTaHU3ALMU» B MPOJOJIbHBIX OJaHKAaX MUIIIYT. ..
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OT TPaHUIIbI JICBOTO 3arjlaBHBIMU OYKBaMHU

0 IIEHTPY 3aroJIOBOYHOM YaCcTH 3arjaBHBIMU OyKBaMu
OT TPaHUIIbI JICBOTO TOJISI C 3arJJaBHON OYKBBI

0 LIEHTPY 3aroJ0BOYHOM YacTH C 3arjiaBHOM OyKBbI

12. PekBU3UT «cHpaBOYHBIE JaHHbIE 00 OpraHU3alMu» pa3MelalT Ha OJaHKaxX

BCEX BUJIOB JIOKYMEHTOB, UCIIOJb3YEMBIX B IJAaHHOW OpraHU3alluu
YTJIOBBIX

POJOJIBHBIX

JUIS1 IUCEM

13. PexBU3HT «ClpaBOYHBIE JaHHBIE 00 OPraHU3AIMN» BKIIOYAET B CEO ...
MOYTOBBIA aapec, HoMmep TenedoHa U Jpyrue JJaHHBIE 10 YCMOTPEHUIO
OpraHu3aIuu

BCE CBEJICHUS 00 OpraHu3aIliy, HEOOXO0UMBbIE JIs €€ CBSI3H C BHEITHEH cpeoit
MOYTOBBIN ajipec, HoMep TenedoHa, MEKTPOHHBIN aapec, HOMep PacyETHOro cYETa
B OaHke

MOYTOBBIN U AJIEKTPOHHBIN agpeca opraHu3aluu, HoMepa TeaedoHOB

14. PexBU3UT «HaMMEHOBaHHUE BHUIa JOKYMCHTOB) ITUIIYT ...
3arjlaBHbBIMH 6YKBaMI/I Ha BCCX BHUIAX NOKYMCHTOB, KPOMC JICJIOBBIX ITNCCM
C 3arjaBHOM 6YKBI>I Ha BCCX BHUOAX NOKYMCHTOB, KPOMC OpPraHU3dllNOHHBIX
3arjlaBHbBIMH 6YKBaMI/I Ha BCCX BHUIAX NOKYMCHTOB

C 3arjaBHOM 6YKBI>I Ha BCCX BHUOAX NOKYMCHTOB

15. PexBM3HT «J1aTa JOKYMEHTa» MUIIYT ...

Ha BCEX JIOKYMEHTaX MPU UX TaTUPOBAHUU

IPY TaTUPOBAHUHU JOKYMEHTa U(PPOBBIM CIIOCOOOM

IpU TaTUPOBAHHUH IOKYMEHTOB CJIOBECHO-IIU(PPOBBIM CIOCOOOM
Ha BCEX BHYTPEHHUX JOKYMEHTaxX

16. PekBU3HT «peTrUCTPaAIMOHHBIA HOMEDP TOKYMEHTa) MHIIYT ...

Ha BCEX BHYTPEHHHMX JIOKyMEHTaX B COOTBETCTBUHU C IMPUHSITOM CHCTEMOU
perucrpanuu

Ha BCE€X BHYTPEHHHMX JOKYMEHTAX, KPOME JEJIOBBIX IMHCEM, B COOTBETCTBHM C
MPUHITON CUCTEMOM PETUCTPALIUU

Ha BCEX BHYTPEHHUX JIOKYMEHTAaX, KPOME YUYPEAUTEIbHBIX, B COOTBETCTBHUM C
MPUHITON CUCTEMOM PETUCTPALIUU

Ha BCEX JOKYMEHTaX, UCIOJIb3YEMBIX OpraHu3anuen

Ha 0o0IIMX OJaHKaX W OJIaHKaX U ITMCEM

17. Tlpu peructpanuu JOKyMEHTOB MHJIEKC MPOCTABISAIOT HA OJaHKAX ...
JUIS1 TICEM
YTJIOBBIX
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MPOAOJIBHBIX
BCEX JIOKYMEHTOB

18. PekBU3HUT «cCChUIKAa Ha pPETUCTPALMOHHBIA HOMEpP M JAaTy JOKYMEHTa»
pacrionararot Ha OJaHKax ...

00X

IUISI TIHCEM

BHYTPEHHHUX JJOKYMEHTOB

YTIIOBBIX

19.  PekBusutr «Aapecar» pacnonarairoT Ha OJaHKaXx ...
00X

JUISI TIHCEM

YTIOBBIX

POJOJIbHBIX

CTPOroM OTYETHOCTH

20. Tlpu HampaBiIeHUM JTOKYMEHTA OpPraHM3allMM WIH €€ TOAPA3ACICHUI0 HX
HAaUMEHOBAHUE MUIIYT ...

C 3arjaBHOM OyKBBI B HUMEHUTEILHOM I1aJICKE

oT 32 me4yaTHOro 3HaKa Io IIUPHUHE JIUCTa OyMaru

4yepe3 OAMHAPHBI HHTEpBa

B OJIaHKaXx ISl TUCEM

21. Tlpm HampaBiIeHUH JTOKYMEHTa JODKHOCTHOMY JIUIY, JOJDKHOCTD,
VMHHUIHATBI U aMUIHIO aipecara MUIIyT ...

C 3arjjaBHOU OYKBBI

10CJIe HANMEHOBAHWMSI OPraHU3aIliy B JaTEIHHOM TaIeKe

10CJIe HANMEHOBAHMSI OPraHU3alliid B UMECHUTEILHOM TIaJIeHkKe

10CJIe HANMEHOBAHUS OpTraHUu3aluN

22. Ilpu HampaBieHUU JOKYMEHTa PYKOBOJIUTEIIO OpraHU3allid HauMEHOBaHUE
OpraHu3aIui ...

BKJIIOYAIOT B HAUMEHOBAHUE €r0 JOJKHOCTHU

MULIYT C 3arJaBHON OYKBBI

MULIYT [epe] HAMMEHOBAaHUEM €r0 JOJKHOCTHU

OTAEJISIOT OIMHAPHBIM HHTEPBAJIOM OT HAUMEHOBAHUS JTIOJIKHOCTH

23. Ilpum wucnonws3oBanuu ¢GaMUIUM W WHUIKMAJIOB B COCTaBE PEKBU3UTA
«AnpecaTy, UHUIIAAIBI AT MOCie GaMUINH ...

[IPY HAIPABJICHUU YaCTHOMY JIMIlY C YKa3aHHUEM ITOYTOBOIO aapeca

IIPY HANIPABJICHUU JOJXKHOCTHOMY JIMILY

[IpPY HANIPABJICHUU PYKOBOJMUTENIO OPraHU3alUn

BO BCEX BApHUAHTAX HANPABJICHHUS

24.  PexBusut «rpud yTBepKICHHS TOKYMEHTa)» MpEHA3HAYCH JJIA ...
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oopmiieHus1 JOKYMEHTOB, BBOAMMBIX B IEHCTBUE C MOMEHTA UX YTBEPXKICHUS
YIOCTOBEPEHHUSI MOAJIMHHOCTH YTBEPKAAEMOT0 JOKYMEHTa

oopMIIEHUS aKTOB, IPOTOKOJIOB

oopmiieHuss JOKYMEHTOB, BBOJUMBIX B IEHCTBUE C MOMEHTA MX TOITUCAHUS

25. JIOKYMEHT MOXET YTBEP>KJIaThCH ...

JOJIKHOCTHBIM JIMIIOM WJIM U3JJaHUEM CIIEUAIbHOTO IOKYMEHTa
JOJIKHOCTHBIM JINLIOM

rpudoM yTBEpKIECHUS

U3JJaHUEM CIIELUAJILHOTO TOKYMEHTA

26.  PexkBU3UT «pe30ItoIus» UCIOIB3YIOT JIJIs1 OPOPMIICHHUS ...
pelIeHns pyKOBOJIUTEIIS 110 UCTIOTHEHUIO BXOISIIIINX TOKYMEHTOB
pelieHrs pyKOBOJIUTEIS 110 UCIIOTHEHUIO BHYTPEHHUX JOKYMEHTOB
BXOJISAIIUX ¥ BHYTPEHHUX JIOKYMEHTOB

BXOJISIIIIMX U BHYTPEHHUX IOKYMEHTOB, TPEOYIOIIMX UCTIOTHEHUS

27. PeKBU3WT «3arojIoBOK K TEKCTY» MpeAHA3HAYCH JJIA ...
0003HaYCHUS COZIEP)KAHUS TOKYMEHTa

KpaTkoro ¢GopMyJIHpOBaHUS COACPIKAHUS JOKYMEHTA
obJierdyeHust paboThl C TEKCTOM JTOKYMEHTA

obJierdyeHust padOoThI MPU PETUCTPAIIMHU JOKYMEHTA

28. BriOepuTe mepBIi 3Ta JOKYMEHTOO00pOTa

OpraHu3anys palMoHaIbHOTO JBUKEHUS TOKYMEHTOB BHYTPU OpraHU3AINH
00paboTKa MOCTyNaIKuX JOKYMEHTOB

IpeIBApUTEIHLHOE PACCMOTPEHUE TOKYMEHTOB ciyx00it JJOY

UCIIOJIHEHUE JOKYMEHTOB

29. HavanpHbIM d3TamioM TEPBUYHON 0OpaOOTKM BXOIAIIUX JOKYMEHTOB
SIBIISIETCS

OpraHu3aIvs UCTIOJHEHUS TOKYMEHTA

perucTpaus

YYET BXOJAIINX JOKYMEHTOB

MIPOBEPKA MPABMIILHOCTH JOCTABKH M YITAKOBKH JIOKYMEHTA

30. llenp mpenBapUTEIbHOTO PACCMOTPEHHSI BXOASIIIUX JOKYMEHTOB -
OIEpaTUBHOE MOJYyYEHHE TOKYMEHTOB UCIIOJIHUTEIEM

y4€T

perucrpanus

IIPOBEPKA MPABHIBHOCTU OPOPMIIEHUS

31. [Ilpm mpeaBapuTEIBPHOM pPACCMOTPEHHH BXOJANIUX JOKYMEHTOB HX
pacupenensoT Ha
MOJUIeXKALUE YUETY
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TpeOyrolue 00s13aTeNbHOr0 PACCMOTPEHHS PYKOBOAUTEIEM
He TpeOyrolue pe30ouN PyKOBOAUTEIS
MoJIJIeKaIINe PEruCTPaIin

32. OOpaboTka HCHOJHEHHBIX W  OTHOPABISEMBIX JOKYMEHTOB JIOJDKHA

OCYIIECTBIATHCS: ...
0 MECTY UX COCTaBJICHUS
cyxoout IOY

0 MECTY UX PErUCTPAIHH
[ICHTPAIN30BaHHO

33. ]Iy oTrpaBKu MPUHUMAIOT JOKYMEHTHI ...
3apEerucTPUPOBAHHBIC

B HY>KHOM KOJMYECTBE U UMEIOIINE IOPUANUYECKYIO CHITY
UMEIOIINUE IOPUIUUECKYIO CUTY

OT UCIOJIHUTENEeH

34. HcnomHUTENb MOJIy4aeT JOKYMEHTHI ...

B JIEHb UX PETUCTPAIMH 10 YKa3aHUIO PYKOBOJIUTENS MMOIpa3IeICHHUSI
nociie 0popMIICHUS UX PE30TIOLUEH

110 YKa3aHUIO PYKOBOJUTENS MOApa3IeTICHUS

OT CceKpeTapsi pyKOBOIUTEIS OpraHu3aIuu

35. Ecam wucnonHeHuWe JTOKyMEHTa IMOPYYEHO HECKOJBKUM  JIUIAM,
OTBETCTBEHHBIM UCIIOJIHUTENIEM SIBIIETCS ...

CEKpeTapb PyKOBOAUTES

TOT, Ubsi (haMUJTUSI B PE3OJTIOIMU YKa3aHa MEePBO

BCE€ UCMOJHUTENIN

PYKOBOIUTEND NOAPA3ACIECHUS

36. HcnomHeHHBIE JOKYMEHTHI XPAHST 110 MECTY UX UCTIOTHEHHUS ...
B TEUEHUE OJHOI0 KAJICHAAPHOTO roja

B TEUCHUE JIBYX KaJIEHJIAPHBIX JIET

B TEUEHHUE OJHOI0 JIEJIONPOU3BOICTBEHHOI O roAa

J10 3aMEHBbI HOBBIMU

TO

37. Opra#uzanyio ¥ TPOBEICHHWE OKCIEPTU3bl IEHHOCTH JOKYMEHTOB B

OpraHu3aliy OCYIIECTBIISET ...
PYKOBOJIUTEIb OpraHU3aluN

cyx6a JIOY

HKCIIEPTHBIE KOMHCCHH MO Apa3CICHHH
HKCIIEPTHO-IPOBEPOUYHAS KOMHCCHSI apXHBa

38. DkcmepTHas KoMHCcHS OOpa3yeT TPyNIbl JOKYMEHTOB C Pa3sIUIHBIMU

CpPOKaMU XpaHEHUS: ...
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OJVH JIEJIONPOU3BOACTBEHHBIN 'O

MOCTOSIHHOTO XPAaHEHUS B TOCYJITAPCTBEHHBIX ApXUBAX
BpeMeHHOro xpanenus (10 10 ner)

BPEMEHHOT'O XpaHEHUS B BEIOMCTBEHHOM apxuBe (cBbiie 10 ner)

Komnerenuuss IIK-6 Crnocob0en opranuzoBatb MeEpPONPHUATHS IO
npopuwiIakTHKe HApylIeHUsl 00513aTeJIbHbIX TPeOOBAHUI B roCyAapCTBEHHOM
U MYHUIUNIAJIbHOM YNIPABJICHUH

[IK-6.2 Opranuzyer MeponpusTHs MO MNPOPWIAKTUKE HapyLIEHUs
00s3aTeNbHBIX TPEOOBAHUH B TOCYIAPCTBEHHOM U MYHUIIMIIAIBHOM YIIPABICHUH

Bonpocwt k 3auemy
CymHOCTb U coziepxKaHue JOKYMEHTAlMOHHOTO 00ecTieueHUs YIpaBICHHUS
CyImHOCTb U coiepkaHUe JOKYMEHTUPOBAHUS YIPABICHYECKON e TEIbHOCTH
CyIHOCTb U co/iepKaHUE OpraHu3aluu padoThl C TOKYMEHTaMU
OO6mue u crienuanbHble PYHKIUU TOKYMEHTa
Copeprkanue mpoliecca MoAroTOBKY U U3JIaHUS MPUKA30B
CoBpeMeHHOe rocy1apCTBEHHOE peryinposanue npouecca J0Y
Pernamenranus JIOY B opranuzauuu
[Honsitue nokymenroobopora. OCHOBHBIE HAMPABIEHUS €TI0
COBEPILIECHCTBOBAHMS
9 Perucrpauus JOKyMEHTOB, €€ (QYHKIMU, BHIbI
10 dopmsbl peructpanuu JOKyMEHTOB
11 Meronuka KOHTPOJIS 33 UCIIOJIHEHUEM JTOKYMEHTOB
12 DxcnepTHas OLIEHKAa JOKYMEHTOB M MOATOTOBKA MX JJIs IEpeJaul B apXUB

co~No ol hs WN B

Ilpakmuueckue 3a0anus 014 3auema

Onucamo npuHyunsl U Memoovl NPUHAMUS U Peatu3ayuu YnpaeieHyecKo2o
peulenusi 8 KOHMeKCme aHalu3a npoyecca O0BUdCEeHUs U 00pabomku
pacnopsaoumensrol 0okymenmayuu opeara éracmu. Obobwarowue pe3yibmamol

ohopmums 6 eude madaUYbL.

Bun nokymenta Bun onepanun CrtpykrypHOE Coneprxanue
nojpasjaeneHue / orepanuu
JNOJDKHOCTHOE JIUIIO

[losrydeHue yka3aHus Ha pa3paboTKy

IloaroroBka IMTPOCKTA JOKYMCHTA

CoracoBaHue

Perucrpanus

[lepenaya B KOHKPETHOE
10/Ipa3iclIcHUe

cnonHenne

KOHTpOJ'IL HUCIIOJTHCHU A

HaHpaBHCHI/IC JOKYMCHTA B OCJIO

XpaHeHI/Ie M UCIIOJIb30BaHHUC B
TeKymeﬁ ACATCIBHOCTH
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Tecmoegvie 3a0anus 0na 3auema

1. Ykaxute, Kakue HOPMATUBHBIE MPABOBBIE aKThl U3JAIOTCS (eaepaibHBIMU
OpraHaM¥ UCIOJIHUTEIIbHOUN BIacTH?

MMOCTAaHOBJICHUS, PACTIOPSKEHUS

MMOCTAaHOBJICHUS, PEIICHUSI, YKa3aHU

MIPUKAa3bl, PACTIOPSIKEHUS

2. BriGepute, kakoil BUJ JOKYMEHTa H3AAIOT B PETHOHAIBHBIX OpraHax
WCTIOJIHUTENBHOW BJIACTH MPU PEIICHUN ONEPATUBHBIX BOIPOCOB

pUKa3bl

pacnopsiKeHus

yKa3aHus

3. Onpenenute, B KaKOM BHUJE HW3JAIOT IPABOBBIE aKThl OPraHbl MECTHOTO
CaMOyTPaBJIEHUS

pelIeHUs], TOCTAHOBJICHUS

MIPUKa3bl

pacnopsiKeHUs

4, YkaxuTe, riaBa MyHUIIMIAIBHOTO OOpa30BaHUs W3/JacT MPABOBBIC aKThI B
BUJIE

ITOCTAHOBJICHUM, PACTIOPSIAKECHUN

YKa3aHUMN

pelIeHU

d. VYKaxure, NOpPEeACTABUTENBHBIA  OpPraH  MECTHOTO  CaMOYINPABJIEHHS
IPUHUMAET MPABOBHIE aKTHI B (hopMe

pacopsKEHUM

YKA3aHUM, TOCTAHOBIICHUM

pelLIeHUI

6. [Tpu KaKOM yCIIOBUM UCTIOTHHUTEIb JOJKEH MOIYYUTh TOKYMEHTHI B paboTy?

B JICHb UX PETHCTPALIMHU 10 YKa3aHHUIO PYKOBOIUTEIIS MOAPA3CIICHHS
B JICHb UX PETHCTPALUN
rmocye o(pOpMIICHHS UX PE30JTIOIeH

7. Ecnm wucnonHeHwe JTOKyMEHTa TMOPYYEHO HECKOJIBKMM JIMIAM, TO
OTBETCTBEHHBIM HCIOJHUTEIIEM SIBIISIETCS

BCE UCIIOJHUTEIH

PYKOBOJMUTEND MOAPA3ACIECHUS

TOT, 4bsl (haMIIIMSI B PE3OJIOLIMH yKa3aHa NepBOi

8. Kakoii aTan BkiIto4aeT B ce0s1 TOKYMEHTO000pOT?
COCTaBJICHUS BHYTPCHHUX JIOKYMEHTOB
COCTaBJICHUS HCXOAIINX JOKYMEHTOB
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OopraHu3anv PaiuoOHaJIbHOI'O ABUKCHUA TOKYMCHTOB

9. Yro HEoOXOAMMO COCTaBUTh MJid (UKCALMM M aHaidu3a JIBHYKECHUS
JOKYMEHTOB?

MapUIPYTHO-TEXHOJIOTUYECKYIO CXEMY

JNOJKHOCTHYIO HHCTPYKLUIO

yKa3aHus

10. Kakum crocoboM clielyeT COCTaBIATh JEJI0BOE MUCHMO?
Ha YIJIOBBIX OJIaHKaX JJIS TUCEM

Ha OOITUX YTJIOBBIX OJIAHKAX

Ha OOIIUX MPOJIOJIBHBIX OJIAHKAaX

11. KOpuguueckyro  cuiny  OPUIMAIBHOMY  JOKYMEHTY  OoOecrnedyuBaeT
COOTBETCTBHE €TO ...

paBWJIaM COCTaBJICHUSI OPUIIMATBLHOTO TOKYMEHTA

BHYTPEHHEMY PACHOPSAKY JaHHOW OpraHU3aIiu

KOMIIETEHIIUHU JOJKHOCTHOTO JIUIa

3aKOHO/IaTeNbCTBY, KOMIIETEHLIMN U3/JAI0IIEr0 ero opraHa min paboTHHKA
yIpaBIICHUS, YCTAHOBJICHHBIM MIPaBUJIaM COCTaBIICHUS U 0OPMIICHUS

12. VI3MeHeHMS | [IONOJIHEHUS B OPraHU3aIMOHHO-TIPABOBBIEC JIOKYMEHTHI
BHOCHT ...

MyTEM M3JIaHUSI COOTBETCTBYIOIIUX PACIIOPAAUTENBHBIX JTOKYMEHTOB

MMOJIHOM UX OTMEHOM

MyTEM JIOTIOJTHEHUSI UX COOTBETCTBYIOUIUMHU MOINPaBKaMHU

MIyTEM COTJIACOBAHUSA C BBICIIMM OPraHOM YIIPABJICHUS

13. TlomoXeHHE COCTABIISIOT HA OCHOBE ...
o011ero yrioBoro 0J1aHka

YII0BOTO OJIaHKa

00111ero mpoI0IbHOTO OJIaHKa

MPOJIOJBLHOTO OJIaHKa

14. OcHOBHOE Ha3HAUYEHUE PACTIOPSAAUTEIILHON €SI TENbHOCTH:
peryaupoBaHKe, KOOPJUHALIMS U COTJIACOBAHUE JAESATEIbHOCTH, TO3BOJISIOIINE
PYKOBOJUTENIO UIIA OPTaHy yIpaBieHUs 00ecreunBaTh JOCTHKEHUE paHee
MMOCTaBJICHHBIX LEJIEH

peanu3aius BIACTHBIX MOJHOMOYUN

OpraHu3anus U KOOPAUHALIUS IS TEIbHOCTH MOAYMHEHHBIX

obOecrnieueHue 6ecrepeOOHOM NI TENHHOCTH B OpraHU3aluu

15. PacnopsiautenbHble  JOKYMEHTHI — MpeAHa3HayeHbl sl  odopMIieHUs
OTHOILEHUW YIIPABJIEHUS, ...
UIYIIUX CBEPXY BHU3
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TOPU30HTAIBHBIX
UIYIIUX CHU3Y BBEPX
CKJIaJIBIBAIOIINXCS HA OJTHOM YPOBHE YIPABJICHUSA

16. PacnopsiaurenbHble TOKYMEHTBI OTHOCSTCS K ...
MIPaBOBBIM AKTaM

OpraHU3alMOHHBIM aKTaM

HOPMAaTHUBHBIM MaTepuaiam

HOPMATHUBHO — METOJIMYECKUM YKa3aHUSIM

17. B pacnopsauTenbHbIX JOKYMEHTaX OTPaKaroTcs ...
BJIACTHBIE MTOJIHOMOYHS CYOBEKTa YIPABICHHUS

BOIIPOCHI TEKYIIEN IESITENBHOCTH OpraHu3alun
OpraHM3alMOHHBIE OTHOLLIEHHUS

BJIACTHBIE NIOJIHOMOYMS OpTraHa yInpaBJIeHUs

18. B 3aBUCHUMOCTH OT YpPOBHS YIpPaBIEHHUS PaCIOPSIUTEIbHBIC TOKYMEHTHI
OBIBAIOT B BUJIE ...

IPaBOBBIX aKTOB (PeepaIbHOT0, PETHOHATBLHOTO YPOBHEN U OTIAEIBHBIX
OpraHu3alum

IIPAaBOBBIX AKTOB IpaBuTenbcTBa PO, npe3ugenta PO

IPaBOBBIX AKTOB MUHUCTEPCTB, BEIOMOCTEN, OTPACIIEBBIX ar€HTCTB

oQUIMANBHBIX TOKYMEHTOB (hellepabHOr0, PETMOHATBHOTO YPOBHEH U OTACIBHBIX
OpraHu3aIun

19. TIlpaButensctBo P® M3gaet pacnopsauTeNIbHbIC JOKYMEHTHI:
OCTaHOBJIEHUS, PACIIOPSKEHUS

NOCTAaHOBJIEHUS, PACTIOPSIKEHUS, ITOJI0KEHUS, UHCTPYKLIHUH
OCTAaHOBJIEHUS, PACTIOPSIKEHUS, YKa3aHUSI, THCTPYKIUU
NIOCTAaHOBJIEHUS, PELUICHHUS, YKa3aHUSI, aKThI

20. B dopme mocranoBneHuii mpaBUTEILCTBO PO u3naer ...
MPaBOBBIE AKThI, UMEIOIIIE HOPMATHUBHBIN XapakTep

MPABOBBIE AKThI MO TEKYIIUM BOIIPOCaAM

oduIIHabHBIC TOKYMEHTHI, UMCIOIINE HOPMATUBHBIN XapaKTep
10 BCEM BOIPOCAM JICATEIILHOCTH MPaBUTEIbCTBA PO

21. B dopme pacniopsoxenuit npaButenbctBa PO uznaer. ..
MIPABOBBIC AKTHI MO TEKYIIUM ONEPATHBHBIM BOIIPOCAM
MPABOBBIC AKTHI, UMEIONINE HOPMATUBHBIA XapaKTeP
oduIMaNTbHBIC JOKYMEHTHI, UMEIONNE HOPMATUBHBINA XapaKTep
oduIMaNTbHBIC JOKYMEHTHI TIO OMEPATUBHBIM BOTIPOCaM

22. Ilpesunent PO uzgaer pacnopsauTelbHbIe JOKYMEHTHI B BUJIE:
YKa30B
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pacHopsKECHUN
YKa30B, IOCTAHOBJICHUMN
pacnopsKEHUN, YKa3aHUU

23. denepalbHBIMU OopraHaMu HUCIIOJTHUTEIbHON BJIACTH U3JaI0TCSA
HOPMAaTHUBHBIE [IPABOBLIEC AKTHI B BUJIE:

[IOCTAaHOBJICHUM, PACTIOPSIKEHUM, IPUKA30B, IIPABWI, UHCTPYKLUH, [T0JI0KECHUH;
IIOCTaHOBJICHUM, PACTIOPSIKEHUM, IPUKA30B, IIPABWI, UHCTPYKLIMH, ITOJI0KEHUN,
aKTOB

IIOCTAHOBJICHUH, PACIIOPSIKEHUN

IIOCTAHOBJICHUH, PACIOPSKEHUN, YKAa3aHUU

24. T'maBa apmuHucTpanuu KpacHomapckoro kpas U3aer:
MOCTAHOBJICHUS U PACTIOPSKEHUS

pelIeHns ¥ MOCTAHOBIICHUS

pacIopsiKEHUS U YKa3aHUS

YKa3bl U PACTIOPSIKEHUS

25. B peruoHanbHBIX OpraHax WCIOJHUTEIBHOW BIACTH TPU PEIICHUH
OTIEPATHUBHBIX BOITPOCOB U3/AIOT ...

IPUKA3bI

IIPUKA3bl U PACTIOPSHKEHUS

pacnopsbKeHus

yKa3aHUs

26.  Opraabl MECTHOTO CaMOYIIPaBJICHUS U3/Ial0T MPABOBLIE aKThI B BUJIE ...
pELIEHUM, TOCTAHOBIICHU

IPUKa30B

pacnopsKEHUM

YKa3aHUMN

27. T'maBa MyHUIIUIIaTBEHOTO OOpPA30BaHUS U3IAET MPABOBHIC AKTHI B BUJIE ...
ITOCTaHOBJIEHUM, PACTIOPSIKEHUN

MIPUKA30B

yKa3aHuM

MMOCTaHOBJIEHU

28. IlpencraBuUTenbHBIA OpPraH MECTHOTO CaMOYMpPABICHUS TMPUHUMACT
MPaBOBBIC AKTHI B (hopme ...

pelIeHU

MMOCTaHOBJIEHU

yKa3aHu

pacnopsiKeHU!
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29. K n1paBoBeIM akTaM, M3JaBa€MbIM PYKOBOAMUTEISMH OpraHU3alMi,
OTHOCSTCHA ...

IIPUKA3bI, PACTIOPSIKEHUS

IIPUKA3bI

pacropsKeHus

yKa3aHus

30. Oprassl ynpaBlieHUs B OpraHU3alUsAX U3JAI0T IPaBOBBIE AKTHI B PopMe ...
pELIEHUM, TOCTAHOBIICHU

IIOCTAHOBJICHUN

peLIeHUI

yKa3aHu

31. K pacnopsanurenabHbiM  JOKYMEHTAaM, HW3/1aBa€MbIM  PYKOBOIMUTEIEM
OpraHu3alliyd Ha OCHOBE €IMHOJIMYHOTO MPUHATUS PEIICHUM, OTHOCSTCH ...
IPUKA3bI

pacnopsbKeHus

yKa3aHUs

pelIeHHUs

32. B ycnoBuUsiX KOJJIETMAJIbHOCTH PYKOBOJIUTENN OPTaHU3aIUi U3AL0T . ..
pacnopsbKeHus

yKa3aHUs

IPUKA3bI

MOCTaHOBJICHUS

7.4 Mertoauyeckue MaTepuajbl, oONpeaeJsilONIHe  MNPOUEAYPbHI
OLlCHUBAHUS 3HAHUI, YMEHUII W HABBIKOB, ONbITA JAeSATeJIbHOCTH,
XapaKTePU3YyINUX 3Tanbl GOPMHUPOBAHUA KOMIIETEHIIH I

KoHTponb OCBOCHMSI NUCHMIUIMHBI M OIEHKA 3HaHUM OO0ydYaromuxcs
npousBogutcss B coorBerctBuU ¢ [ln KyOoI'AY 2.5.1 «Texkywuii xommponw
ycnesaemocmu u npoMedNCymoyHas ammecmayusi 00y4arouuxca».

Pedepar

Pepepar — »9TO TpOMYKT camocTOSATENBHOW  PabOTBI  CTYJNEHTA,
MPEACTABISAIONIMN OO0 KpaTKOe M3J0KEHUE B MUCbMEH-HOM BHJI€ MOJYYEHHBIX
pEe3yJAbTaTOB TEOPETUYECKOTO aHalu3a ONpelesIeHHOW HayyHOU (ydeOHo-
HCCIIEIOBATEIBCKOM) TEMBI, IJIe aBTOP PACKpbIBAET CYyTh UCCIIEYyEMON MPOOIJIEMBI,
MPUBOJIUT PA3TUYHBIC TOUKH, a TAKKE COOCTBEHHBIC B3TJISAIBI HA HEE.

DTO — KpaTKOe U3JI0KEHUE B TUCbMEHHOM BHJI€ COACPKAHUS U PE3YJIbTATOB
WHJIMBUIYaTbHOU y4eOHO-UCCIIEeI0BATENIbCKOM NEeATEeNbHOCTH, uMeeT
pErIaMEeHTUPOBAHHYIO CTPYKTYPY, COJIepxKaHue u ohopMieHuUE.
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Texct pedepata HOMKEH COAEpPKATh APTYMEHTUPOBAHHOE H3JI0KEHUE
onpeneneHHorl TeMbl. PedepaT momkeH ObITh CTPYKTYpUPOBAHHBIM (IO TJIaBaM,
pasznenam, mnaparpadaM) M BKIIOYaTh paslelibl: BBEJIECHHWE, OCHOBHAs YacTh,
3aKJIIOYEHHUE, CIHCOK HCIONb3YEMBbIX UCTOYHHUKOB. B 3aBHCHMOCTH OT TeMaTHKU
pedbepara k  HeMy MOryT ObITb OGOPMIICHBI MPHUIOXKEHUS, COJEpIKaALIUe
JOKYMEHTBI, WILTIOCTPALUU, TAOJIULIbI, CXEMBI U T.]I.

Kpurepusimu ouneHkm pedepaTra  SABISIOTCA:  HOBHM3HA  TEKCTa,
000CHOBaHHOCTb BBIOOpAa HMCTOYHUKOB JIUTEPATypbl, CTENEHb PACKPBITHS
CYIIIHOCTH BOIIPOCa, COOMIOeHUs TpeOOBaHUM K 0 OPMIICHUIO.

OuneHKka «OTJIMYHO» CTAaBUTCS, €CIM BBINOJIHEHBl BCE TpeOOBaHUS K
HanmucaHuio pedepara: oO03HaueHa mpobiemMa U 0OOCHOBaHA €€ aKTyalbHOCTD;
CAeJlaH aHaJIM3 Pa3JIMYHBIX TOYEK 3pEHUs Ha paccMaTpUBaeMyl0 MpodJieMy H
JIOTUYHO U3JI0KEHAa COOCTBEHHas MO3UIUs; CHOPMYIUPOBAHBI BBIBOJbI, TEMa
packphITa MOJHOCTHIO, BBIAEPKaH 00bEeM; COONIOAEHBI TPeOOBaHUS K BHEIIHEMY
0(pOpMIICHHIO.

OneHka «Xopomo»— OCHOBHbIE TpeOOBaHUS K pedepary BHIMOIHEHBI, HO
Opu 3TOM JOMYLIEHBl HENOYeThl. B YacTHOCTH, HMMEIOTCS HETOYHOCTH B
U3JI0O)KEHUM MaTepuana; OTCYTCTBYET JIOTMYecKash IOCJIeOBaTeIbHOCTh B
CYXKICHUSIX; HE BIIEpKaH 00beM pedepara; UMEIOTCS YIyIIeHUS B 0(pOPMIICHUU.

OneHka «yI0BJEeTBOPUTEJIbHO»— HMEIOTCS CYHIECTBEHHBIE OTCTYIUICHHUS
oT TpeboBaHMil Kk pedeprupoBanuio. B yacTHOCTH: TemMa OCBEIIeHa JIUIIb YaCTUYHO;
JOTyIIeHbI (PaKTUYECKUE OIIMOKH B COIepKaHUK pedepara; OTCYTCTBYIOT BHIBOJIBI.

OuneHka «HeyIOBJIETBOPUTEJbHO»— TeMa pedepara HE pacKpbTa,
OoOHapy’>KHUBaeTCs CYIIECTBEHHOE HEIMOHMMaHHWE TMpoOJeMbl WM pedepaT He
IpeJICTaBIIeH BOBCE.

Hoxmnan.

Jloknmag — 9TO TNHUChMEHHOE WJIM YCTHOE COOOIICHHWe, Ha OCHOBE
COBOKYITHOCTH paHee OIyOJMKOBaHHBIX HCCIICIOBATEIILCKUX, HAYIHBIX PabOT WITH
pa3paboOTOK, IO COOTBETCTBYIOIIEH OTpaciy HAyYHBIX 3HAHUN, WMEIOIINUX
OonbpIIOE 3HAYECHHWE [IJII TEOPUM HAYKM M TMPAKTHUYECKOrO0 TMPUMEHEHHS,
MpeacTaBIsieT coOoi 000OIIEHHOE U3JIOKEHHWE Pe3yJlbTaTOB MPOBEACHHBIX
MCCJIEIOBAHMM, HSKCIIEPUMEHTOB U Pa3pabOTOK, HM3BECTHHIX IIUPOKOMY KPYTY
CIEIUANKNCTOB B OTpacid Hay4dHbIX 3HaHWA. CONMpOBOXKIAETCS MpE3CHTAIMEH
MaTepuania.

[lexs MOATOTOBKY TOKIIAA:

— copMUpOBaTh HAYYHO-UCCIEAOBATEIILCKUE HABBIKK M YMEHUSA Y
oOydJaromerocs;

— CIIOCOOCTBOBATH OBJIAJICHUIO METOJaMHU HAyYHOTO MO3HAHUS;

— OCBOUTDH HABBIKH ITYyOJIMYHOTO BBICTYTUICHHUS,

— HAYYHUTHCS KPUTHYCCKH MBICIIUTb.

Texct nokmama MOMDKEH COMEpKaTh apryMEHTHPOBAHHOE H3JIOKEHUE
ompesienieHHOW Tembl. JloKiaj MoKeH OBITh CTPYKTYpUPOBAaH M BKIIOYATH
BBEJICHHE, OCHOBHYIO YaCTh, 3aKITIOYCHUE.
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KpnTeplm OLICHKH 3HAHMI1 Oﬁy‘lalOIIII/IXCﬂ IPU BBICTYIVICHUH C TOKJIAA0OM

IToka3zarenn I'pamanus bainer
CooTBercTBHE JIOKJIaJia | COOTBETCTBYET MOJHOCTHIO 2
3asBJICHHOM TeMe, LEeId WU | €CTh HECOOTBETCTBUS (OTCTYIUICHHUS) 1
3aJadaM MpPOEKTa B OCHOBHOM HE COOTBETCTBYET 0
CTpyKTypHpOBaHHOCTH CTPYKTYpPUPOBAHO, 00CCIICYNBALCT 2
(opranu3zarusi) JOKJIana, | CTPYKTYpPHPOBAHO, HE 00eCIIeunBaeT 1
KoTopast obecrieunBacT | He CTPYKTYpUPOBAHO, HE 00eCIieunBacT 0
MTOHMMAHHKE €r0 COJICPIKaHUs
KyneTypa  BBICTYIJIEHHST  — | paccka3 6e3 oOpaIeHus K TeKCTy 2
YTEHUE C JINCTa WJIM PacCKas, | pacckas3 ¢ oOpalieHueM TEKCTY 1
00OpaIéHHBIN K ayTMTOPUN YTCHHE C JINCTA 0
JlocTymHOCTh JIOKJIaaa 0 | moctynmHO 6€3 yTOYHSIOIIUX BOTIPOCOB 2
COJICP)KAaHUU  TIPOCKTA,  €ro | JOCTYITHO C YTOYHSIONUMHU BOTIPOCAMH 1
IesiX, 3aJadaX, MeTOoJaX H | HeJOCTYITHO C YTOYHSIOIIUMHU BOTIPOCAMH 0
pe3yibTarax
[{enecoobpazHOCTB, renecooOpa3Ha 2
WHCTPYMEHTAIHHOCTh 11e71eco00pa3HOCTh COMHUTEbHA 1
HArJSIHOCTH,  YpOBEeHb €€ | He 1enecoodpa3Ha 0
WCITI0JTb30BaHUS
Cobmonienune BPEMEHHOT0 | COOMIOAEH (HE MPEBBIIIEH) 2
periiaMeHTa Aokinana (He Oosiee | mpeBhINICHNE O€3 3aMeUaHmst 1
7 MUHYT) IPEBBILIICHHE C 3aMEYaHHEM 0
YETKOCTh U MOJHOTA OTBETOB Ha | BCE OTBETHI YETKHUE, TTOTHbBIE 2
JIOTIOTHUTEbHBIE BOIMPOCHI TIO | HEKOTOPbIE OTBETHI HEUETKHE 1
CYIIECTBY JOKJIa1a BCE OTBETHI HEUETKHE/HETIOIHBIE 0
Bianenue crernuaibHOu | BiaameeTr cBOOOIHO 2
TEPMUHOJIOTHEIN 1o TeMe | mHora OblI HETOYeH, oIudancs 1
MPOEKTa, UCIHOJb30BAaHHOW B | HE BIajeeT 0
JOKJIaJIe
Kynbrypa amckyccuum — yMeHHE | OTBETHII HA BCE BOIIPOCHI 2
MOHSTH co0eceTHUKa U [ oTBeTHI Ha OOJIBIIYIO YacTh BOIIPOCOB 1
apryMEHTHPOBAHO OTBETUTh Ha | HE OTBETUJI HA OOJBIIYIO YacTh BOIIPOCOB 0
€ro BOTPOCHI

IIIkaya oueHKH 3HAHUI 00y4aloIUXCSl IPH BHICTYIJIEHUH C JOKJIA0OM:

Ornenka «oTan4Ho» — 15-18 6anos.

Ornenka «xopomo» — 13-14 Gamios.

OreHka «y10BJIETBOPUTEIBLHO» — 9-12 6amos.
OreHka «Hey10BJIeTBOpUTEIbHO» — 0-8 OaoB.

TBopueckoe 3a1aHue
B xone nzyueHus: tucuuiuinibl «J{OKyMEHTHpPOBaHHE U JOKYMEHTOOOOPOT B
rOCyIapCTBEHHBIX U MYHUIIUIAJILHBIX OpraHax yrnpaBieHHs» o0ydaromuecs: 00s3aHbl
BBINIOJIHUTh UHJMBUAYAJIbHOE 3aJaHue. Llenb BBIOTHEHUS 3a1aHus 3aKJII0YaeTCs B
BBIPA0OTKE KOHKPETHBIX TNPAKTUYECKUX YMEHUW M HABBIKOB IIpoliecca
JOKYMEHTHUPOBAHUSA B FOCYIAPCTBEHHBIX 1 MYHUIIMIAIBHBIX OpraHax yIpaBJCHUS.
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BrimonHenne 3a1anus pemaeT caeayIonye 3a1auu:

- IOMOYb 00YYAIOIIUMCSI U3yYUTh OPTAaHU3AINIO0 pa0OTHI C TOKYMEHTAaMHU B
OpraHax BIIaCTH;

- paccMOTpeTh OCOOEHHOCTH OpraHU3aIMH OTJEIBHBIX ONepalnii mporecca
JTOKYMEHTO000POTa B TOCYIaPCTBEHHBIX U MYHHUITUTIAIBHBIX OPraHaX YIPaBJICHHUS,

- copMHUPOBATH Y 0OYUAIOIIUXCSl HABBIKM COCTaBJIECHUS OPraHU3aIIMOHHOM,
pacnopsIUTEIbHON U CIIPAaBOYHO-UH(DOPMAITMOHHON JOKYMEHTAITUH;

- BOOPY)KHTh OOYYArOIIMXCS TMOHMMAHHEM CIICIH(PUKNA TOCYIapCTBEHHOTO
PETYIHPOBAaHUS TPOILECCOB JOKYMEHTHPOBAHUS M JOKYMEeHTooOopoTra B PD B
KOHTEKCTE YHU(PUKAIINH, CTAHIAPTU3AIMN U TUTTU3AIMH JOKYMEHTOB U OIIepaIui.

BbimonHeHne  TBOPYECKOTO 3aJaHus MpPEAINojiaraeT MpeCTaBICHUE
pEe3yJIbTATOB TPYMIE; yd4YacTHE B TPYNIOBOM OOCYXICHHM COOCTBEHHBIX
pPE3YJIBTATOB HCCICIOBAaHUS W JAPYruxX oOydarommxcs (METOJOM B3aUMHOTO
pELeH3UPOBaHUA).

KpuTtepun onieHUBaHUsI TBOPYECKOT0 32 aHUsI:

O1eHKAa «OTJINYHO» CTABUTCS MPH YCJIOBHM:

— paboTa BHIMOIHSIACH CAMOCTOATEIHHO;

— MaTepuas MmojoOpaH B JOCTATOYHOM KOJIMYECTBE C HCIOJIb30BAHUEM
HOPMAaTHBHO-TIPABOBBIX HCTOYHUKOB;

— pabota odopmiieHa ¢ COOIIOJIGHUEM BCeX TpeOOBaHUM K 0GOPMIICHHUIO
JOKYMEHTAIIHH,

— 3alllTa TBOPYECKOH pabOThl MpoBEeJeHAa Ha BHICOKOM U JIOCTYITHOM
YpOBHE.

OuneHka «X0poII0» CTABUTCS MPH YCJIOBHH:

— paboTa BBIMOJIHIACH CAMOCTOSI TEIBHO;

— MaTepuall MmoAoOpaH B JOCTATOYHOM KOJMYECTBE C HCIOIH30BAHUEM
HOPMAaTHUBHO-TIPABOBBIX UCTOYHUKOB,

— paboTta oopMIIeHa C HE3HAYUTEIIPHBIMU OTKJIOHCHUSMH OT TpeOOBaHUM
K 0(hOPMJICHHUIO IOKYMEHTAINH;

— 3aIiTa TBOPUYECKON pabOThI MPOBEECHA XOPOIIIO.

OueHKa «y/10BJIETBOPUTEIBHO» CTABUTCS NMPHU YCJIOBUM:

— paboTa BBIMOIHAIACH C TIOMOIIIBIO TIPETIO1aBaATEIs;

— MaTrepual MmojAo0paH B JOCTAaTOYHOM KOJUYECTBE, HO CTYACHT HE
BJIAJICET TMOJHBIMU 3HAHUSMH O PETJIAMEHTUPYIOIMHNX HOPMATHBHO-TIPABOBBIX
aKTax;

— paboTta odopmiieHa ¢ OTKIOHCHUSMHU OT TpeOOBaHMI K O(OPMIICHUIO
JIOKyMEHTAIIHH;

— 3aIUTa TBOPUYECKON PabOThI MPOBEACHA YOBICTBOPUTEIHHO.

OueHKa «HeYT0BJIEeTBOPUTEIbHO» CTABUTCS NMPH YCJIOBHH:

— paboTa He BBITIOTHEHA;

— MaTepual B JOCTATOYHOM KOJIMYECTBE HE MOA00paH;

— pabota odopmiieHa C OTKIOHEHUSIMU OT TPEOOBaHUU K O(POPMIICHHUIO
JOKyMEHTAIINH;

— 3aIuTa TBOPUYECKON pabOThI HE TIPOBEICHA.
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3agaya (KOHTpPOJIBLHASA padoTa)

3agaHusA KOHTPOJIBHBIX PadoT VIS CTYAEHTOB O0YHON (GopmMbl 00yueHuUs
COCTaBJIEHbI MO BapuaHTHOU cucteme. KoHTposibHas paboTa BBIOIHSETCS B BUAE
MIICBMEHHOTO OTBETAa HAa YKa3aHHbIE B WHJWBUAYAJIBHOM 3aJaHUHA BOIIPOCHI IO
3aBEPIICHUH U3YUYEHHUS KaK0M U3 TEM JTUCIUILINHBL.

Kpurepuu ouenku

OuneHka «OTJIMYHO» BBICTABIISIETCS CTYIEHTY, IOKA3aBIIEMY BCECTOPOHHHUE,
CUCTEMaTU3UpOBaHHbIE, TJIyOOKHME 3HaHMS B OTBETaX Ha BCE BOIPOCHI
KOHTPOJBHOM paboThl, KOTOPBIM M3y4Ws] OCHOBHYIO M O3HAKOMMWICS C
JOTIOHUTENIBHON  JIUTEepaTypol  yd4eOHOM  mporpaMMbl  JUCUUIUIMHBL U
yMeeTCBOOOAHO U MPaBUILHO apryMEHTHUPOBATh MIPUHSATHIE pPEIICHUS.

Ounenka «XOpomi0» BBICTABIIAETCA CTYNEHTY, €CIM OH TBEPAO 3HAET
Marepuaj, rpaMOTHO M MO CYIIECTBY H3JIaraeT €ro B OTBETaX Ha BOIPOCHI
KOHTPOJBHOW palOoThl, M3Y4YWJ OCHOBHYIO JIUTEPATYpy YUYEOHOW MpOrpamMMbl
JUCLUHUIUIMHBI, HO IOMYCKAET B OTBETaXHEKOTOPHIE HETOYHOCTH.

Ounenka «yAOBJIETBOPHMTEJIBbHO» BBICTABISIETCS CTYIEHTY, MOKa3aBUIEMY
(dbparMeHTapHBIi, pa3pO3HEHHBIN XapakTep 3HAHWUN, HEJOCTATOYHO MpPaBUIbHBIC
(bopMynHpOBKH 0a30BBIX MOHATUH, HAPYIICHUS JIOTHUECKON MOCIE0BATEILHOCTH
B H3JIOKEHHHM MPOrPAMMHOIO0 MaTepuana, HO MNpPHU 3TOM BIIAJIEET OCHOBHBIMU
NOHSTUSIMU BBIHOCUMBIX Ha KOHTPOJBbHYIO paboTy, 3HAKOM C OCHOBHOM
JTUTEpaTypor yueOHOM MporpaMMbl AUCIUILIUHEI.

Ounenka «HeyIOBJIETBOPUTEJIBHO» BBICTABISIETCS CTYIEHTY, KOTOPBIM HE
3HAaeT OOJBIIe YaCTH OCHOBHOTO COJEp)KaHUS BBIHOCMMBIX HA KOHTPOJIbHYIO
paboTy BOMPOCOB pasjaenia AUCIHUIUIMHBI, JIOMyCKaeT TrpyOble OIMUOKU B
dbopMyTHpOBKaX OCHOBHBIX IIOHATHH, HE3HAKOM C OCHOBHOHM JIUTEpaTypOM
y4eOHOM MporpaMMBbl JUCIUILIAHBI.

Pyb6exnasi KOHTpoJIbHAA padoTa (/151 3204HOM (POPMBI 00yUeHUS)

KonTpoJsbHasi padora 1o JUCHUIUIMHE 00YYaIOIIMMUCS 3204HO (hopMBbI
00y4YeHHsl BBINOJHIECTCS IIOCII€ YCTAHOBOYHOM CECCHMM B BHUAE IUCHMEHHOTO
OTBETAa HA YKa3aHHbIE B HWHJUBUAYAIbHOM 33JaHUHM BOIPOCHI, OTpaXKarollnue
COZIepKaHKe Pa3eiIOB AUCIUILINHEI.

BapuanT 3aganus 1y CTy/IeHTOB 3a09HON (HhOpMBI 0OYUECHHS OTIpEeemsieTcs
1o TepBOM OyKBe (aMWINKM W MOCIeAHEH nudpe 3a4eTHOW KHUKKHU C TTOMOIIBIO
TaOIUIbL, MPUBEACHHON B METOAUYECKUX YKa3aHUSIX.

Kpurepun ouenku

OueHka «OTJIMYHO» BBICTABISECTCS CTYICHTY, IOKA3aBIIEMYy BCECTOPOHHHE,
CUCTEMATU3UPOBAHHbIE, TJIYOOKHE 3HaHUSI B OTBETaX Ha BCE BOIPOCHI
KOHTPOJBHOUN pabOThI, KOTOPHIN U3yYHJT OCHOBHYIO, YMEETCBOOOHO U MPABUIHHO
apryMEHTHPOBAaTh NPUHSATHIE PEIICHUS, O3HAKOMUJICA C JIOMOJHUTEIbHOMN
auTepaTypord y4eOHOM mporpaMMbl JTUCHMIUIMHBIL W TMPUBOJUT €€ B CIIHCKE
MCIIOJIb30BaHHBIX HCTOYHUKOB.

OueHka «XOpomI0» BBHICTABIAECTCS CTYIEHTY, €CJIM OH TBEPAO 3HAET
Marepual, rpaMOTHO M TIO CYIIECTBY H3JIaraetT €ro B OTBETaX Ha BOIPOCHI
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KOHTPOJIbHOM paboThl, HO JOMYCKAaeT B OTBETAXHEKOTOPhIE HETOUHOCTHU, WU3YUUII
OCHOBHYIO JUTEpaTypy Yy4eOHOW MporpaMMbl IUCIHUIUIMHBI U TMPUBOJIUT €€ B
CIIMCKE MCTIOJIB30BAHHBIX HCTOYHUKOB.

OuneHka «yJa0BJIETBOPUTEJIbHO» BBICTABISECTCS CTYACHTY, MOKAa3aBIIEMY
dbparMeHTapHbIi, pa3po3HEHHBIA XapakTep 3HAHUW, HEJOCTATOYHO MPABHILHBIC
dbopmMynupoBKU 0a30BBIX MOHATHM, HAPYIIEHUS JIOTHUYECKOM MOCIeI0BATeIbHOCTH
B M3JI0KEHHHU MPOTPAMMHOTO MATEpUaa, HO NPU OTOM BIALECET OCHOBHBIMH
MOHSATUSMU BBIHOCUMBIX Ha KOHTPOJBHYIO pabOTy, 3HAKOM C OCHOBHOM
auTepaTypord y4deOHOM mporpaMMbl JTUCHMIUIMHBI W TPUBOJUT €€ B CIIHCKE
VCMOJIb30BAaHHBIX UICTOYHUKOB.

OuneHka «HeyI0BJETBOPUTEJIbHO» BBICTABIACTCS CTYIEHTY, KOTOPBIA HE
3HaeT OOJbIIEH YacTM OCHOBHOTO COJEpP)KaHHUS BBIHOCHUMBIX Ha KOHTPOJIBHYIO
paboTy BONPOCOB pasjena AUCHUIUIMHBI, JOMyCKaeT TrpyOble OIMOKA B
dbopMyTUpPOBKaAX OCHOBHBIX TIOHATHM, HE3HAKOM C OCHOBHOHM JUTEpaTypoOu
y4eOHOU MPOTPaMMBbl TUCITUTIIUHBI.

Keiic-3ananus

N3ydenne MUCHMIUIMHBI TPEANoiaraeT HCIOJIb30BAHHE METOJIa PEIICHHS
KOHKPETHBIX 33/1a4-CUTYyalui (Kehc-3a1aHuil).

[IpennoxxeHHbIe Keic-3aaHusl CTYACHThI BBITIOTHSIIOT KaK Ha MTPAKTUIECKUX
3aHATHIX, TAK U CAMOCTOSITENIbHO B BUJIE MHANBUAYAITBHBIX JOMAIIHUX 33JlaHUN

KpuTepun oieHKH BbINOJHEHUS KeWC-3aaHUM:

OuneHkKka «OTJAMYHO»: paboTa BBHIMIOJIHEHA B TIOJHOM O00BEME, CTYJEHT
JEMOHCTPUPYET TIOJHOTY 3HAaHUH 1O TeMe JUCUUIUIMHBI, padoTa HOCHUT
UHAUBUAYAIbHBIN XapaKTep, COIEPKHUT MPABWIbHBIE PE3YNbTaThl, COOJIOJEHBI
TEXHHKA PabOThI C KeWCOM, B OTBETE MPABWIBHO U aKKYpPaTHO BBITTOIHSIOTCS BCE
3aMKCH, CTYICHT MOXKET Pa3bsICHUTH ITAIbl PAOOTHI.

OuneHka «xopomoy»: padoTa BBINOJHEHA IMPaBWIBHO B IOJHOM OO0BEME,
paboTa HOCUT MHAMBHUAYAJIBHBIN XapakTep ¢ yuyeToMm 1-2 MeTKHUX MOTpEeIIHOCTen
win  2-3  HEJIOYETOB, HCIPABIECHHBIX CAMOCTOSITENBHO IO TPeOOBaHUIO
MpenojaBaTessi, B OTBETE MPAaBWIBHO M AKKypPaTHO BBINOJIHSIOTCS BCE 3aIUCH,
CTYJICHT MOET Pa3bsICHUTD ATAbl PaOOTHI.

OueHkKa «y10BJEeTBOPUTEILHO»: pa00Ta BBHINOJHEHA MPABUILHO HE MEHEE
9YeM HaloJIOBHHY, NOMYIIEHb 1-2 TOTpEemHOCTH WM OfHa Trpydas omuoka,
CTYJIEHT MOXXET Pa3bsICHUTD ATAIbI paOOTHI.

OueHka «HeyIOBJIETBOPUTEJIbHO»: JONYyIIeHb ABe (U Oomnee) rpyObie
OomuOKHA B X0Jie paboThl, KOTOPbIE OOYJAIONINIICS HE MOXET MCIPABUThH JAXKE IO
TpeOOBaHMIO TpemojaBareiss WM paboTa BBIOJHEHA B HEMOIHOM OO0BEME,
CTYJICHT HE MOXET Pa3bsCHUTH TAIbl PaOOTHI.

TecTtupoBanue

TecT — 3TO UHCTPYMEHT OIICHUBAHUSI YPOBHSI 3HAHUM, YMEHUU U HABHIKOB
CTYAEHTOB, COCTOSIIIMNA W3 CUCTEMbl TECTOBBIX 3aJaHUM, CTAaHIAPTU30BAHHOMU
MpoIeAyphl NpOoBeaeHUs, 00paOOTKU U aHAJIU3a PE3YJIHTATOB.
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Kputepuu ouneHku 3HAHUI CTYIeHTOB NPHU NPOBEJeHUU TeCTHUPOBAHUS
MpeANnoIararT:

— OILICHKAa «OTJHMYHO)» BBICTaBISICTCS MPU YCIOBUU MPABUIBHOIO OTBETA
CTyJI€HTa HE MEHee YeM Ha 85% TeCTOBBIX 3aJJaHHII;

— OILICHKAa «XOPOILO0» BBHICTABIACTCS IPHU YCIOBUU MPABUIBHOTO OTBETA
cTyAeHTa He MeHee 4eM Ha 70% TeCcTOBBIX 3aJaHU;

— OILICHKAa  «YJAOBJETBOPHUTEJIbHO»  BBICTABISICTCS  IPU  YCIOBUU
MPaBWJIBHOTO OTBETA CTY/ICHTA HE MEHEee YeM Ha 51% TecTOBBbIX 3a/1aHul;

— OIICHKa «HEY/0BJIETBOPUTEJIBLHO» BhICTaBisgeTCs TMpu ycioBuu 50%
HEIMPaBUJIbHBIX OTBETOB, JJAHHBIX CTYJICHTOM Ha TECTOBbBIC 3aJaHUSI.

Pe3ynbTaThl  TEKyIIEro KOHTPOJISI HCIOJB3YIOTCS TPU  MPOBEIACHUHU
IPOMEKYTOYHOM aTTECTaIlUM.

3auver

OneHka «3a4yTeHO» JO0JKHA COOTBETCTBOBATH IapamMeTpaMm JIoOoW u3
MOJIOXKUTENIbHBIX OLIEHOK («OTIMYHO», «XOPOILO», «yJAOBIECTBOPUTEIBHOY), a «HE
3a4TEeHO0» — NapaMeTpaM OLEHKH «HEYJI0BJIETBOPUTEIBHON:

OueHka «OTJMYHO» BBICTABJISAETCA OOYyUaKIIEeMyCs, KOTOpbIH oOjagaer
BCECTOPOHHUMHU, CHUCTEMATHU3UPOBAHHBIMM M TJIYOOKMMHU 3HAHUSMH MaTepuasa
y4eOHOUM MporpaMMbl, yMeeT CBOOOJHO BBIMIOJHATH 3aJaHUs, MPEAyCMOTPEHHBIE
y4eOHOM TporpaMMoOil, YCBOWJ OCHOBHYIO M O3HAKOMMUJICS C JIOMOJHUTEIHHOU
JTUTEpaTypor, PEKOMEHJIOBaHHOW yueOHOU mporpammoi. Kak mpaBuiio, oreHka
«OTJIMYHO» BBICTABIISIETCS OOYYaIOIIEMYCsl YCBOMBIIEMY B3aMMOCBSI3b OCHOBHBIX
MOJIOKEHU ¥ TIOHSATUN JTUCHUIUIMHBL B WX 3HAYEHUU I TMpuoOpeTaeMoit
CHEIUANBHOCTH, TMPOSIBUBIIEMY TBOPYECKHE CIOCOOHOCTM B TOHMMAaHHH,
U3JIOKEHUM U UCIIOJIb30BaHUU y4e0HOTO Marepuarna, MPaBUIIBHO
00OCHOBBIBAIOIIIEMY TPUHATHIE PEIICHUS, BIAJCIONIEMY Pa3HOCTOPOHHUMU
HaBbIKAMU U TTPUEMaMU BBITIOJHEHUS MPAKTUYECKUX PaOOT.

OuneHka «XOpoOWIO» BBICTABISACTCS OOydarImeMycs, OOHApPYXKHUBIIEMY
MOJIHOE 3HAHWE MaTepHalia y4yeOHOW MPOrpamMMbl, YCHEIIHO BBIMOIHSIIONIEMY
MpEeAyCMOTPEHHbIE Y4YeOHONl mporpaMMol 3aJaHusi, YCBOMBIIEMY Marepuall
OCHOBHOM JIUTEpaTyphl, PEKOMEHJIOBAaHHON y4eOHOU mporpammoii. Kak mpaswuiio,
OIICHKA «XOpOULIO» BBICTaBJISIETCS oOydarommemycs, MMOKAa3aBUIEMY
CUCTEMATH3UPOBAHHBIA XapakTep 3HAHUM 1O JUCIUIUIMHE, CIHOCOOHOMY K
CaMOCTOSITETLHOMY TIOTIOJIHCHUIO 3HAHWN B XOJe JalbHEWmeld ydeOHOU U
mpoecCHOHaTbHON NEeSITeTbHOCTH, MPABUIBHO MPUMEHSIONIEMY TEOPETHUECKHE
MOJIOKEHUS TPU PENICHHM TPAKTHUYECKUX BOIMNPOCOB MW 33/a4, BIIAJCIOLIEMY
HEO0OXOTMMBIMU HABBIKAMH M MIPUEMAMHU BBHITTOJTHCHHSI TIPAKTHYECKUX Pa0OT.

OneHkKa «y10BJE€TBOPUTEIbHO» BBICTABISICTCS 00yJaronemMycsi, KOTOPbIi
MOoKa3ajdl 3HaHWE OCHOBHOTO MaTephaia ydyeOHOW mporpaMMbl B 00beEMeE,
JIOCTATOYHOM M HEOOXOJUMBIM JJisl JajdbHEeWIel yueObl U mpencrosieid padboThl
[0 CHEHHATbHOCTH, CIHPABWICA C BBIIOJHEHHEM 33JaHUN, MPEAYCMOTPEHHBIX
y4eOHOM MpOorpaMMoii, 3HAKOM C OCHOBHOM JUTEpaTypod, pPEeKOMEHIOBaHHOMU
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yueOHOM  mporpammoil. Kak  mpaBuiio, OIIEHKA  «YJOBJICTBOPUTEIHHOY
BBICTABJISIETCS. OOy4YaIOIIEMYCsl, JOMYCTUBIIEMY IMOTPEIIHOCTU B OTBETaX WU
BBITIOJIHEHUU 3aJaHui, HO 00JajaroleMy HEOOXOAUMBIMU 3HAHUSIMU O]
PYKOBOJACTBOM  MpEMNOJAABATENsl ISl  YCTPAHEHUsS  3TUX  IMOTPEHIHOCTEM,
HapylalolmeMy MOoCIeA0BaTeIbHOCTh B HM3JIOKEHUM Y4YeOHOro Marepuana u
HCIIBITHIBAIOIIEMY 3aTPYIHCHUS MIPU BHITIOJIHEHUHN MMPAKTUYECKUX PabdoT.

OueHka «HeYIOBJIETBOPUTEJIbHO» BBICTABISIETCS OOydYaromeMycs, He
3HAIOIIEMY OCHOBHOW 4acTH MaTepuaja y4yeOHOW MporpamMmsbl, JOMYyCKAalOUIEMY
MPUHIUNHAIBHBIE OIIMOKA B  BBINOJHEHUU MPEIYCMOTPEHHBIX  y4eOHOMU
porpaMMoN 3aJJaHuii, HEYBEPEHHO C OOJBITUMHU 3aTPYTHCHUSIMHU BBIMOJHSIOIIEMY
npakTuyeckue paborel. Kak mpaBmio, OLEHKAa «HEYAOBIECTBOPUTEIHHOY
BBICTABJIICTCS O0YyYaromeMycsi, KOTOPbIH HE MOXET MPOJOIKUTh 00yUYeHHE WIIH
MPUCTYMUTH K JESITEIIBHOCTU 10 CIENUATIbHOCTUA IO OKOHYaHUW YHUBEpCUTETa 0e3
JOTIOJTHUTENbHBIX 3aHATUI 11O COOTBETCTBYIOIIEH NUCIUTUIMHE.

8 IlepeyeHb OCHOBHOM ¥ JONOJTHUTEIBLHOM JINTEPATYPHI

OcHoBHas1 yyeOHas1 JuTEpaTypa

1. JIOKyMEHTHpOBAaHWE M JIOKYMEHTOOOOPOT B TOCYJapCTBCHHBIX M
MYHUIIMTIATBHBIX OpraHax yrmpasieHus : ydeb. mocodoue / M. A. HecrepeHko. —
Kpacnonap : Ky6I'AY, 2020. — 80 c.

2. 2. Crinuak, A. B. KondunennuanbHoe AeI0MPOU3BOACTBO : yUeOHOE
nocobue / A. B. Cnmuak. — HwmxueBaprosck : HBI'Y, 2020. — 118 ¢. — ISBN
978-5-00047-558-4. — Texct : 2neKTpOoHHBIHN // JIaHb : 3JIeKTPOHHO-0MOIMOTeUHAS

cuctema. — URL: https://e.lanbook.com/book/208217 (mata oOpamenus:
24.07.2022). — Pesxum qocTyIa: Ijs aBTOPHU3. TOIb30BaTEIICH.
3. [TaBmoBa, P. C. JlokymeHTalimoHHOE oOOECTICUCHHUE YIIPABICHUS

yueOHuk 1151 By3oB / P. C. IlaBnmoBa. — Cankr-IletepOypr : Jlans, 2021. — 416 c.
— ISBN 978-5-8114-6960-4. — TekcT : 3mekTpoHHbIN // JlaHb : 3JIEKTPOHHO-
oubimoreunas cucrema. — URL: https://e.lanbook.com/book/173088 Ilasmosa, P.
C. HoxymeHTanmroHHOE oOecrieueHue ympaBieHus : yuyeOHuK s By3oB / P. C.
[TaBmoBa. — Cankrt-Iletepbypr : Jlanp, 2021. — 416 c. — ISBN 978-5-8114-
6960-4. — TekcT : >nmeKkTpoHHBIN // JlaHb : JIEKTPOHHO-OMOIMOTEYHAS CUCTEMA.
— URL.: https://e.lanbook.com/book/173088

JonoaHuTe bHAas yyeOHAs JUTEepaTypa

1. I'pe6ennukoBa, A. A. Opranuzamnus npeaoCTaBICHUS TOCYIapCTBEHHBIX U
MYHHUITUTIATBHBIX yCIyT : ydeOnoe mocodue / A. A. I'pebennukosa, . B. Jlaryn.
— Caparos : By3osckoe o6pazoBanue, 2022. — 82 ¢. — ISBN 978-5-4487-0828-
2. — Texct : anextponnsiii // Lludposoit o6pazosarensublii pecypc [IPR SMART :
[caiiT]. — URL.: https://www.iprbookshop.ru/120290.html

2. Kommenrtapuit k @3 «O06 0o0mMMX NPHUHIHAIIAX OPraHU3aIMd MECTHOTO
camoymnpasieHusi B PO» / nox pen. B. B. babuuesa, E. C. lllyrpunoiil. — 2 u3na.,
nepepad. U mom. — Mocksa : Hopma : UTHOPA-M, 2021 — 672 c. — ISBN 978-5-
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https://e.lanbook.com/book/173088
https://www.iprbookshop.ru/120290.html

00156-166-8. — Tekcr : AIEKTPOHHBIM. - URL:
https://znanium.com/catalog/product/1302340

3. CmupHoBa, E. I1. Jlenonpou3BocTtBo aiisti cekperaps. Paspabotka, yuer u
XpaHEHUE CIIY’)KEOHOW JTOKyMEHTauuu [DIEKTPOHHBIM pecypc]| : HMPaKTUYECKOe
nocobue / E. II. CmupHoBa. — 2-e u3g. — ONEKTPOoH. TeKCcTOBbIE JAaHHBIE. —
CapatoB : Ait IIu Op Menua, 2019. — 210 c. —LludpoBoii 0Opa3oBaTeNbHbBIN
pecypc IPR SMART — Pexxum noctyma: http://www.iprbookshop.ru/79622.html

O Ilepeyennb pecypcoB HH(POPMANUOHHO-TETEKOMMYHHKAIIUOH-

Hoil ceTn «AHTEpPHET»
Ilepeuens IBC

Ne HaumeHoBaHue Temaruka CcbLika
1 | Znanium.com VYuuBepcanpHas | https://znanium.com/
2 | IPRbook Yuusepcanphas | http://www.iprbookshop.ru/
3 | Obpazosarenbubiii moptan Kyol'AY | Yuusepcanshas | https://edu.kubsau.ru/
4 | Jlanp VYuuBepcanbHas | https://e.lanbook.com

IlepeyeHb MHTEPHET-CANTOB:

- Odunuaneupiii caiit ®denepanpbHoro apxwBHoOro areHrcrBa (Pocapxuba)
http://archives.ru

- Poccuiickuii rOCyJapCTBEHHBIN apXuB HAay4YHO-TEXHUYECKOU
JOKyMEeHTaluuu http://rgantd.ru/spravochno-informatsionnyi-tsentr.shtml

10 MeToanueckne yKa3aHus JAJs1 00y4alomIMXCs M0 OCBOEHHIO

JTUCHHUILIHHBI

1. JlokyMeHTHpOBaHHUE H JOKyMEHTOOOOPOT B TOCYAapCTBEHHBIX U
MYHULUNAIBHBIX OpraHax yIpPaBJIEHUSA: METOJ. PEKOMEHJALWU IO MPOBEACHUIO
NPAKTUYECKUX 3aHATUA W  BBIMOJHEHUIO CaMOCTOSATEIBHOW palboOThl ISt
oOyJaromuxcs HampasiaeHuss noAroroBku 38.04.04 «l'ocymapcTBeHHOE U
MyHUIIAITAJIBHOE yrpaBieHue» / coct. M.A. Hecrepenko. — Kpacaomap: Kyol'AY,
2020. — 26 c. — [DnexTpoHHbII pecypc]. — Pexum
nocryma: https://edu.kubsau.ru/mod/resource/view.php?id=7469

2. JIOKyMEHTHpPOBaHHE H JOKYMEHTOOOOPOT B TOCYIAapCTBEHHBIX U
MYHULIUMAIBHBIX OpraHax YIpaBJICHUS: METOJ. YKa3aHWsl 10 BBIIOJHEHHIO
KOHTPOJBHBIX pa0OT /i 00ydJaromuxcst 3a09H0N (HOpMBI OOyUCHHS HATTPABICHUS
noarotoBku 38.04.04 «"ocymapCTBEHHOE W MYHUIIMITAIEHOE YIIPABICHHUEY / COCT.
M.A. Hecrepenko. — Kpacunomap: KyoI'AY, 2019. — 12 c. — [DneKTpOHHBIN
pecypc]. — Pexum JIOCTyTIa
https://edu.kubsau.ru/mod/resource/view.php?id=7470

11 Iepeyenb MH(POPMANMOHHBIX TEXHOJIOTHIl, MCIOJIb3yeMBbIX
MPH OCYIIECTBJICHUN 00Pa30BaTEJbHOIO MPoIecca Mo AUCHUILINHE,
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BRJIIO4Yasi NnepeucHb IPOrpaMMHOIo o0ecrieyeHUud 4|

I/IHq)OpMaI[I/IOHHI)IX CIpaBOYHbBIX CUCTEM

WudopmanimoHHble TEXHOJOTHH, WCIOJIb3yeMble TMPH OCYIIECTBICHUU
00pa3oBaTEeNBHOIO Mpolecca M0 AUCIUILIMHE T03BOJISIOT:

- o0ecreynTh B3aUMOJICHCTBHE MEXKIY y4YaCTHHKAMHU 00pa3oBaTeIbHOTO
mporecca, B TOM YHCIE CHHXPOHHOE W (WJIM) aCHHXPOHHOE B3aUMOJICHCTBHUE
IIOCPEICTBOM ceTH «IHTepHeT»;

- ¢dukcupoBaTh X0I  00pa30BaTENbHOTO  Tpoliecca,  Pe3yIbTaTOB
MPOMEXYTOUHOW aTTeCTallMd MO JUCIUIUIMHE W PE3yJbTaTOB OCBOCHUS
o0pa3oBaTeIbHON MPOTPaMMBI,

- OpraHM30BaTh Npolecc 00pa3oBaHUS IyTEM BHU3YalIM3allUU H3ydaeMOn
uHGOPMAITUH TIOCPEICTBOM HCIIOJIB30BAHUS PE3CHTAIHH, yUeOHBIX (PHIEMOB;

- KOHTPOJHMPOBATh pPE3yJdbTaThl OOYYCHHs] Ha OCHOBE KOMIBIOTEPHOTO
TECTHUPOBAHHS,

- aBTOMAaTH3UPOBATh PacYCThl AHATUTUIECKHUX TTOKa3aTeIeH;

- aBTOMAaTH3WPOBATh TOWUCK HHQPOPMAIMH MOCPEACTBOM HCIIOJIb30BAHUS
CTPaBOYHBIX CHCTEM.

Ilepeyensb nuen3uonnoro IO

Ne | HaumeHoBaHMe Kparkoe onucanue

1 Microsoft Windows OmnepannoHHas CHcTeMa

2 Microsoft Office (Bkmogaer Word, Excel, PowerPoint) ITakeT 0UCHBIX NPUIOKEHUN
3 Cucrema tectupoBanus INDIGO TectupoBanme

Ilepeuenb npogeccHOHANBHBIX 0a3 JAHHBIX M HMH(OPMAIMOHHBIX CIHPABOYHBIX
cucTrem

Ne HaunmeHoBaHue Temaruka DJIEKTPOHHBIN aapec

1 | Hayunast sneKTpoHHas YuuBepcansHast | https://elibrary.ru/
oubnuoteka eLibrary

2 | Koncynprantllntoc IIpaBoBas https://www.consultant.ru/

3 | l'apant [IpaBoBas https://www.garant.ru/

12 MaTepuajibHO-TEXHUYECKOe o0ecneyeHue AJis1 00yuyeHus 1o

AUCHUILINHE
No HaumenoBaHue y4eOHbIX HaumenoBanue nomenieHuit A71sl MpOBEICHUS BCeX BUAOB | Anpec (MECTOMOIOKEHHE)
/11| IpeIMETOB, KypCOB, AUCIUILINH y4eOHOU IeSITENbHOCTH, TIPEIYCMOTPEHHOH y4eOHBIM MIOMEILEeHUH 7151
(Monyneit), NpaKTHKH, UHBIX IUIAHOM, B TOM YHCJIE OMEIICHHS JUISl CAMOCTOATEIbHON NPOBEJICHUS BCEX BUIOB
BUJIOB y4€OHOM eI TebHOCTH, | paboTHI, ¢ YKa3aHHEM IIEPEYHsI OCHOBHOTO 000py10BaHUS, y4eOHOM 1esITebHOCTH,
MPEyCMOTPEHHBIX Y4EOHBIM y4e0HO-HATJISITHBIX TIOCOOMH M HCIIONB3yeMOro HpeIyCMOTPEHHOM
IUTAaHOM 00pa30BaTEeNbHOM TIPOrPaMMHOT0 0OECTIeYeHUS yueOHBIM IUIAHOM (B CiIydae
TIPOTrPaMMBI peanuzanuu
00pa3oBaTeNnbHOM
MIPOrpaMMbl B CETEBOI
(hopme TONOTHUTETBHO
yKa3bIBaeTCs
HanMEHOBaHHUE
OpraHu3aluu, ¢ KOTOpou
3aKJII0YEH JIOTOBOP)
1. JlokymMeHTHpOBaHHE U Tomenienue No513 3J1, mocagounsix mect — 40; mwiomans | 350044, KpacHomapckuit
JIOKYMEHTO00OpOT B — 47m?; yaeOHas ayquToOpHs ISl IpOBeACHUS yueOHBIX | Kpaii, T. KpacHomap, yi. nMm.
TOCYJapCTBEHHBIX U 3aHATHI. Kanuauna, 13
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MYHHUIHUIATBHBIX OpraHax CIUIUT-cHcTeMa — | iT.;
yIpaBJIeHUs TEeXHUYECKHE CpeJicTBa 00yueHHs, HabOpbI
JIEMOHCTPAILIMOHHOT0 00OPYIOBaHUS U y4eOHO-HATIISHBIX
rocobuii (HOyTOYK, MPOEKTOp, SKpaH);
JOCTYII K ceTH «/THTepHeT»;
JOCTYII B 2JIEKTPOHHYIO 00pa30BaTEIIbHYIO CPEIY
YHHBEPCUTETA;
nporpammHoe obecriedenue: Windows, Office;
CIIeIMaIIN3NpOBaHHast MeOenb(yde0Has Jocka, yaeOHas
Me0eb).

TTomemenne Ne226 I'VK, mmocagounbsix Mmect — 16; miomans
— 35,9M2; momenieHue Ik CaMOCTOSITEIIBHON paOoThI
00yJarONIHXCSL.

TEXHUYECKHE CPEJICTBA O0YUCHHS
(xomIBIOTEp TIepCOHATBHBIN — 13 mT.);

JOCTYII K ceTh «JAHTepHETY;

JIOCTYII B AJIEKTPOHHYIO HH(POPMAIIIOHHO-00pa30BaTeIbHYIO
Cpelly yHUBEpCUTETA,;

IIporpammuoe obecrnieuenne: Windows, Office, INDIGO,
CMEUATU3UPOBAHHOE JIUIICH3UOHHOE W CBOOOTHO
pacIpocTpaHseMoe MPOrpaMMHOe 00eCIICUCHUE,
MpeayCMOTPEHHOE B pabodel mporpaMme.
CIIeIMAIN3NpOBaHHas MeOenb(ydeOHast MeOeln).

13. OcobennocTu opranu3anuu 00ydenus jaun ¢ OB3 u
HHBAJIM/I0B

Hns uaBanmugoB u jul, ¢ OB3 MOXeT H3MEHATbCS OO0BEM JIHUCUUILIUHBI
(Momynsi) B 4acax, BBIJIENIEHHBIX Ha KOHTAaKTHYIO paboTy oOyudaromierocs c
npernojaBateieM (1Mo BUJAM y4eOHBIX 3aHSTHI) U HAa CaMOCTOATENbHYIO paboTy
oOydaromierocsi (MpU 3TOM HE YBEIMYMBAECTCS KOJWYECTBO 3aUETHBIX EAMHMUII,
BBIJICJICHHBIX HA OCBOCHHE TUCIUTIIINHBI).

@DOH/IBI OIICHOYHBIX CPEJICTB AAANTUPYIOTCS K OTPaHUICHUSM 3I0POBbS 1
BOCIIPUATUS HHGOPMAIIUHA 00yJarOITUMHUCS.

OcHoBHBIC (OPMBI TIPEJCTABICHUS OIICHOYHBIX CPEACTB — B IEYATHOM
dbopme wu B hopme IIEKTPOHHOTO JOKYMEHTA.

®opMbI KOHTPOJISI M OLIEHKHU Pe3yJIbTATOB 00y4eHNs] HHBAJIUI0B U JIUI]

¢ OB3
KaTeropHH CDopMa KOHTpOJ'ISI " OLICHKHU pe3yanaTOB O6y‘IeHI/I${
CTy,Z[eHTOB C
OB3 u
HNHBAJINIHOCTBHIO
C napywenuem | — YCTHasE IPOBEpKa: JIUCKYCCUU, TPEHUHITH, KpYIJbIE  CTOJIBI,
3peHM}l CO6€CC,Z[OB3HI/I$[, yCTHI)Ie KOJ'IJ'IOKBI/IYMBI n )lp.;
— C MHMCIIOJIB30BaHUCM KOMHBIOTCpa 1 clrueuuaJbHOTIO HO paGOTa C
BHGKTpOHHLIMI/I O6p2[30BaTCJ'IBHBIMI/I pecypcaMH, TeCTI/IpOBaHI/IC, pe(bepaTLI,
KprOBLIe HpOCKTLI, JUCTAHIIMOHHBIC (bOpMBI, CCJIN I103BOJISACT OCTpOTa
3peHus - rpaguueckue paboThl U p.;
HpI/I BO3MOXHOCTH ITUCBEMCHHAas1 HpOBCpKa C UCIIOJIb30BaAaHUCM peﬂbe(bHO-
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TOUYEYHOU cucteMbl bpaiins, yBenuuenHoro mpudTa, NCHOIb30BaHUE
CIELUANBHBIX TEXHUYECKHX CPEACTB (TU(IOTEXHUUECKUX CPEIICTB):
KOHTPOJIbHBIE, Tpadudeckre paboThl, TECTUPOBAHKE, TOMAIITHHUE 3aJaHNU,
3Ccce, OTYETHI U JIp.

C napywenuem | — NUCHMEHHAsI TPOBEpPKAa: KOHTPOJbHBIE, Tpaduueckue paboTHI,
cnyxa TECTUPOBAaHUE, JOMAIlHUE 3aJaHMsl, 3CCE, IUCbMEHHBIE KOJIOKBHUYMBI,
OTYETHI U JIp.;

- C MHCIOJIb30BaHMEM KOMIIbIOTEpa: paboTa C  3IEKTPOHHBIMU
o0pa3oBaTeNIbHBIMUA ~ pecypcaMu, TeCTUpOBaHWE, pedeparbl, KypCOBBIC
MIPOEKTHI, rpadguueckue padoThl, AUCTAaHIHMOHHbIE (GOPMBI U JIp.;

IpU  BO3MO>KHOCTH YCTHAsl IPOBEPKA C MCIOJb30BaHUEM CHEIIMATIBHBIX
TEXHUYECKUX CPENICTB (ayIMOCPEACTB, CPEACTB KOMMYHHKAIIHUH,
3BYKOYCHJIMBAIOILEN annaparypsl U Ap.): AUCKYCCUU, TPEHUHT U, KPYTJIble
CTOJIBI, cOOECe10BaHus, YCTHbIE KOJUIOKBUYMBI U JIP.

C napywenuem | — MMCbMEHHAas POBEPKaA C UCIOJIb30BAHUEM  CHEIHabHBIX

ONopHO- TEXHUYECKUX CPE/ICTB (ampTEpPHATUBHBIX CPEJICTB BBOJA, YHPaBICHUS
08u2amenbHo20 | KOMIBIOTEPOM U JIp.): KOHTPOJIbHBIE, rpaduueckue paboThl, TECTUPOBAHUE,
annapama JOMAIllHUE 3aJaHUs, 3CCE, MUCbMEHHbIE KOJJIOKBUYMBI, OTYETHI U JIp.;

- yCTHas MPOBEPKAa,  C UCIOJIb30BAHMEM  CHEIHaIbHBIX
TEXHUYECKUX CPEACTB (CpPeACTB KOMMYHHKAIMI): NUCKYCCUM, TPEHHHIH,
KpYTJble CTOJIbI, cOOECeI0BaHus, YCTHBIE KOJUIOKBUYMBI U Jp.;

C UCMOJIb30BaHUEM KOMITbIOTepa U criennaibHoro [1O (anbrepHaTUBHBIX

CpencTB BBOJIa U YIPaBJICHHUS KOMITBIOTEPOM U JIp.): paboTa ¢
AJIEKTPOHHBIMU 00pa30BATEIBLHBIME PECYpCaMU, TECTUPOBAHUE, pedepaTsl,
KYpPCOBBIC MIPOEKTHI, Tpaduueckue paboTHI, TUCTAHITMOHHBIE (DOPMBI
MPEINOYTHTEIbHEE 00YJaIOIIMMCSI, OTPAHUYCHHBIM B TIEPEIBUKCHUAHN H JIP.

Ananranus npoueaypsbl NpPoBeAeHUs MPOMEKYTOUHOM
aTTecTaluy s nHBaJauaoB u jaun ¢ OB3:

B xone npoBeaeHust NpoMeKyTOYHOM aTTECTALUU MTPETYCMOTPEHO:

- NpenbsBICHUE OO0y4YalomUMCS TICYaTHBIX W (WIM) SJIECKTPOHHBIX
MaTeprayioB B (hopmax, afanTUPOBAHHBIX K OTPAHUYCHUSIM UX 3I0POBbS;

- BO3MOKHOCTb II0JIb30BAaThCsl WHJMUBUAYaTbHBIMU YCTPOMCTBAMH U
CpeACTBAaMHU, MO3BOJISIIOIIMMH aJanTUPOBATh MaTepHAIIbl, OCYIIECTBIATh IPUEM U
nepegayy UHQoOpMaIuu ¢ y4eTOM UX UHIUBUIYAIbHBIX OCOOCHHOCTEH;

- yBEIUYEHUE NMPOAOIKUTEIbHOCTH MPOBE/ICHHS aTTECTAllUN;

- BO3MOKHOCTb IPUCYTCTBUS aCCUCTEHTA M OKa3aHUS UM HEOOXOAMMOM
nmoMomy (3aHATh pabodee MeCcTO, MEepPeIBUTAThCS, NPOYUTATh U OQPOPMHTH
3aJlaHne, 00IAThCS C TIPETI0aBaTEIIeM ).

@opMbI TPOMEKYTOUHOM aTTECTAMU JUIST HHBATUAOB U Jull ¢ OB3 momkHbI
YUYUTHIBATh WHJMBU1yaJIbHbIE u ncuxopu3nvecKue 0COOEHHOCTHU
oOyuatoierocsi/ooydaroniuxcsi mo AOIIOII BO (yctHo, mucbMeHHO Ha Oymare,
MKMCbMEHHO Ha KOMIIbIOTEPE, B OpME TECTUPOBAHUS U T.IL.).

49




ChnenmnajabHble ycjiaoBusi, o0ecnneunBaeMblie B nmpouecce
npenmoaaBaHus JUCIHUILINHDbI

Cmyoenmol ¢ HAPYUWICHUAMU 3DEeHUS

- NpEeAOCTaBICHUE  O0pa30BaTEIbHOTO  KOHTEHTa B  TEKCTOBOM
ANEKTPOHHOM  ¢dopMmaTe,  MO3BOJISIONIEM  MEPEBOAUTH  IUIOCKOIICYATHYIO
nH(pOpMaIHIO B ayIUaTbHYIO WIH TaKTUIBHYIO (GOpMY;

- BO3MOXHOCTh  HCIOJIb30BaTh WHAWBUJYaJIbHbIE YCTPOWCTBA U
CpeICTBa, MO3BOJIAIOIINE aAaNTUPOBATh MaTepHUabl, OCYHIECTBIATH NPUEM U
nepeavdy uHGOpPMAIUKM C YUY€TOM WHIAUBHAYATbHBIX OCOOCHHOCTEH M COCTOSHHUSI
310pOBbS CTYJICHTA;

- MPEJOCTABICHUE BO3MOXHOCTH TPEAKYPCOBOIO O3HAKOMIIEHHUS C
coJiep’KaHMeM y4eOHOM MHWCIUIUIMHBI W MaTepuajioM T0 Kypcy 3a CUéT
pa3mernieHus UHGOPMAIIUK Ha KOPITIOPATUBHOM 00pa30BaTeIbHOM MOPTAJIE;

- UCIIOJIb30BaHUE YETKOTO M YBEJIMYCHHOrO MO pasMmepy mpudra u
rpaduyecKuXx 0OHEKTOB B MYJIbTUMEUNHBIX MPE3CHTAIUSX;

- UCIIOJIb30BaHUE MHCTPYMEHTOB <JTyIay, «IPOKEKTOP» MpH paboTe C
WHTEPAKTUBHOW JTOCKOM;

- 03BYYHBaHHE BU3YaJIbHOM uH(popMaIuy, peICTaBIEHHOM
oOy4aroImuMcs B XOJI€ 3aHATUH;
- oOecrieueHue pa3aTOYHbIM MaTepHalioM, TyOIUpyIOIIUM

UH(GOpPMAIIHIO, BEIBOJUMYIO Ha SKpaH;

— HaJIM4YMe TOAMKUCEH M OMHUCAaHMS y BCEX HCIIOJIB3YyEeMBIX B IpOIlECCe
0o0y4YeHUsT PUCYHKOB U HMHBIX rpaduuecKux OOBEKTOB, YTO AAET BO3MOXKHOCTH
MIEPEBECTU MUCbMEHHBIN TEKCT B AyAUAJIbHBIM,

— oOecrieueHue 0COOOT0 PEYEBOr0 peXUMa MPETNoJaBaHUs: JIEKIIUH
YUTAIOTCS TPOMKO, Pa3z0OpUYMBO, OTYETIMBO, C MAy3aMU MEXAY CMBICIOBBIMU
Omoxkamu  wHpOpManuM, O0OECTeunBaeTCs  HMHTOHUPOBAHWE, TOBTOPEHHUE,
aKIEHTUpOBaHUE, MPOPUIAKTUKA PACCEUBAHNS BHUMAHUS;

— MUHUMU3AIMS ~ BHEIIHETO IIyMa U O0OECTleYeHHue CIOKOWHOM
ayauaibHONW 00CTaHOBKH;

- BO3MOXHOCTh BECTH 3alHCh y4eOHOW HH(POpMAIMH CTYJACHTAMH B
ynoOHOU /st HUX (QopMme (ayAuaibHO, ayJUOBU3YyalbHO, HA HOYTOYKE, B BUJC
MMOMETOK B 3apaHee MOJITOTOBIICHHOM TEKCTE);

- YBEJIMUCHHUE JIOJIM METOJOB COIMAIBHON CTUMYISIIUU (oOparieHue
BHUMAaHHUSI, aneJULIIUs K OTPAHUYCHUSIM 0 BPEMEHH, KOHTAKTHBIC BHUJBI PadoT,
TPYNIIOBBIC 33JaHUS U JIP.) HAa MPAKTUYECKUX U JIA0OPATOPHBIX 3aHATHSX;

— MHWHHMH3UPOBAHWE  3aJaHWil, TpeOYIOMHUX aKTHBHOTO  HCIOJIb30BaHMUS
3pUTETHHON MaMSITH B 3pUTEITHHOTO BHUMAHMS;

— TMPUMEHEHWE TOATAITHOW CHUCTEMBI KOHTpPOJS, OOJiee 4YacThlii KOHTPOJb
BBITIOJTHEHUS 3aJJaHHH JJIs1 CAMOCTOSITEIbHOM paboTHI.
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Cmyoenmol ¢ HAPYUWICHUAMU OROPHO-08U2AMEAbH020 Annapama
(Ma1oMO0MJIbHBIE CTYACHTBI, CTYJA€HThI, HMEKIIHe TPYAHOCTH
nepeABHKeHUS U MATOJOTHI0 BEPXHUX KOHEYHOCTEM)

- BO3MO’KHOCTD HCII0/IL30BaTh CIIEIIHAILHOE IPOrPaMMHOE
oOecrieueHUEe M CIECHHAIBHOE O0OpPYJIOBaHUE W ITO3BOJISAIONIEE KOMIIEHCHPOBATH
JBUTATEIIbHOE HapYIIeHUE (KOJSICKH, XOAYHKH, TPOCTH H JIp.);

- IIPEIOCTaBICHUE BO3MOXHOCTH MPEAKYPCOBOTO 03HAKOMJIICHUS C
coJiepKaHreM YUCOHOW JUCITUIUIMHBI 1 MAaTEPHAIIOM IO KypCy 3a CUET
pa3MelnieHus nHGpopMaIuy Ha KOPIIOPAaTUBHOM 00pa30BaTeILHOM OpTAJIE;

- NPUMCHEHHE JIOMOJIHUTEIBHBIX CPEJICTB AaKTUBU3AIIUH TIPOIECCOB
3aIlIOMUHAHUS U IOBTOPCHHS,

- oropa Ha OIPE/ICIICHHBIC U TOYHBIC MOHATHS;

- UCIIOJIb30BaHKE JIJISI WIUTFOCTPAIIMA KOHKPETHBIX IIPUMEPOB;

- IPUMEHEHHUE BOIIPOCOB JIJIT MOHUTOPUHTA ITIOHUMAaHHS,

- pasziejcHUe U3yd4aeMoro MaTepraia Ha HeOOJIbIINE JIOTHICCKUE
OJ10KH;

- YBEJIMUCHHE JIOJIM KOHKPETHOTO MaTepHalia U COOJIFOICHHE TTPUHITUTIA
OT MPOCTOTO K CIIO)KHOMY NP OOBSICHCHUN MaTepHaa;

- HaJU4re YETKON CUCTEMBI U aJlTOPUTMa OpraHU3aIuu
CaMOCTOSITEILHBIX pa0OT M IPOBEPKHU 3aJaHUMN C 0053aTEIIBHON KOPPEKTUPOBKOU U
KOMMEHTapHIMU;

- yBEJIUYEHUE IO METOJOB COIMAIBLHOW CTUMYJNSIUU (oOpalieHue
BHUMAaHUS, allesanus K OrpaHUYCHUSIM 110 BPEMEHH, KOHTAaKTHBIE BHUIBI padoT,
TPYIINOBBIC 3ajaHUs IP.);

- obecrieueHue OCCIPENATCTBEHHOTO JOCTYyMa B MOMEIICHHUS, a TaKXKe
npeObIBaHUS HUX;

- HaJIU4YMe BO3MOXKHOCTH HCITOJIb30BaTh MHIWBUIyATbHBIC YCTPONCTBA
U CPEJICTBA, IMO3BOJIIONINE 00CCIIEUUTh PeaTUu3aIiuio SPrOHOMHUYECCKUX MTPUHIIUIIOB
n KoMmpopTHOEe TmpeObIBaHHME HAa MECTe B TEUYCHHUE BCEro Iepuoaa ydéObl
(mojaCcTaBKHU, CIENUANIbHBIC TOAYIIKU U JIP.).

CTyaeHTBI ¢ HAPYIIEHUSAMH cJ1yXa (TJ1yxue, ¢J1adocablmanime,
MO3/IHOOTIJIOXIIIHE)

- NpeAoCTaBlIeHUE  00pa3oBaTEIbHOTO  KOHTEHTa B  TEKCTOBOM
ANEKTPOHHOM (hopMate, MO3BOJISIIOIIEM MEPEBOJIUTH ayIUANIbHYIO (DOPMY JIEKIIUH B
MJIOCKOTIEYaTHYI0 HH(OPMAITHIO;

— HaJau4ue BO3MOKHOCTH UCIIOJIb30BaTh WHMBUAYyaJIbHbIC
3BYKOYCWJIMBAIOIINE YCTPOMCTBA M CYPAOTEXHUYECKHUE CPENICTBA, IMO3BOJISIONINE
OCYLIECTBIIATH NMPUEM U Tepeaady MH(OPMAILNK; OCYIIECTBIATh B3aUMOOOPATHBIM
MepeBOJ] TEKCTOBBIX U aynuodailioB (OJOKHOT AJiE pEYEBOrO0 BBOJAA), a TaKXKe
3alUCh U BOCIIPOU3BEACHUE 3pUTEIIBbHON HH(OPMAIIUH.

— HaJIM4Me CUCTEMbl 3aJlaHuM, OO0ECMEeUMBAIOIIUX CHUCTEMATHU3ALUI0
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BEpOAJIbHOIO MaTepuajna, €ro CXeMaTHU3aluio, IMepeBOJ B TAaOJIUIBL, CXEMBI,
OIIOPHBIE TEKCTHI, TIIOCCAPUIL;

— HaJM4Me HAMIAJHOTO  COMNPOBOXKJIEHHUS  M3y4yaeMOro maTepuasa
(CTPYKTYpHO-JIOTMYECKUE CXEMbl, TaOJIULbl, TpadUKH, KOHIEHTPUPYIOLIUE U
obo6maromue nHGOpMaIUIo, ONTIOPHBIE KOHCIIEKTHI, pa31aTOYHBIN MaTepuan);

— HaJu4ue 4YE€TKOW CHCTEMbI U aJrOpUTMa OPTraHU3alMKH CaMOCTOSTEIbHBIX
paboT U IPOBEPKHU 3aJaHUM ¢ 0053aTENBbHON KOPPEKTUPOBKOM U KOMMEHTAPUSIMU;

— ofecrieueHUE TNPAKTUKU OINEPEXKAIOUIEr0 YTEHHUs, KOIr/Ja CTYJEHTHI
3apaHee 3HAKOMATCS C MaTepuaJioM M BBIACISIOT HE3HAKOMbIE W HEMOHSATHBIE
cJoBa U (hparMeHThl;

— 0COOBI pedeBoil pexkuM padOThl (OTKA3 OT IJIUWHHBIX (pa3 U CIOXKHBIX
NPEJIOKEHUN, XOpolllas apTUKYISIIUS; YETKOCTh U3JI05KEHHUS, OTCYTCTBHE JIMITHUX
ClOB; moBTOpeHue ¢pa3 0e3 H3MEHEHHs] CJIOB M MOpSAKa HX CIEI0BaHUsi;
oOecrieyeHue 3pUTEIBHOTO KOHTaKTa BO BpeMsl TOBOPEHHS U 4YyThb Ooiiee
MEJJICHHOT'O TEMIIa PeYHd, UCIIOJIb30BAHUE ECTECTBEHHBIX KECTOB U MUMUKH);

— u4éTkoe  COOJIOJIGHHE  alropuTMa 3aHATUS W 3aJaHud IS
CaMOCTOSTEIIbHOM paboThl (Ha3bIBAHUE TEMBI, MMOCTAHOBKA II€JIM, COOOIICHUE H
3aMuch IJIaHa, BbIICJICHHE OCHOBHBIX MOHATHM U METOJOB UX M3YUYECHHS, YKa3aHHE
BUJIOB JIEATEILHOCTH CTYJIEHTOB M CIOCOOOB TPOBEPKH YCBOCHHUS Marepuala,
cioBapHas pabora);

— coOmoieHne TpeOOBaHMM K TMPEAbSIBISEMBIM y4eOHBIM TEKCTaM
(pa30uBKa TEKCTa HA YACTHU; BBIJEICHHE OMOPHBIX CMBICIOBBIX MYHKTOB; UCIOJb-
30BaHUE HATJISIIHBIX CPEJICTB);

- MUHUMU3AIMS BHEITHUX [TyMOB;

— TMPEJ0CTaBIICHNE BO3MOXXHOCTH COOTHOCUTH BEpOaNbHbIN U rpaduuecKuit
MaTepual; KOMILJIEKCHOE WCIIOJIb30BAaHWE IMMCBMEHHBIX U YCTHBIX CpPEJIICTB
KOMMYHUKAIIUK NPU paboTe B TPYIIIIE;

— COUETaHUE Ha 3aHATUAX BCEX BUIOB PEUYCBOM NESITEIbHOCTH (TOBOPEHUS,

CIIyIIaHUs, YTEHUs, TMChMa, 3pUTEIBLHOTO BOCTIPUSATHS C JIMIA TOBOPSIIIETO).

CTyaeHThI ¢ IPOYUMH BUIAMHU HAPYIIEHUH
(AT ¢ napymieHusiIMHM pedu, 3a001eBaHMsl IHAOKPUHHOM, IEHTPAJIbHOM
HEPBHOM U CEPAEYHO-COCYAMCTON CHCTEM, OHKOJIOTHYeCKHe 3a00/1eBaHNA)

— HaJM4ue BO3MOKHOCTH HUCIOJIb30BaTh HHINUBHUIYAJIBHBIE YCTPOUCTBA U
CPEeIICTBA, MO3BOJISIONINE OCYIIECTBIATh MPUEM U TIepeiady nHpopMaIuy;

— HaJM4YKMe CUCTEMBI 3aJlaHHi, 00eCTeunBaIOIIUX CUCTEMATU3ALIH IO
BepOATBHOTO MaTepHalia, ero CXeMaTH3aINIo, TIEPEBO/] B TAOJIUIIBI, CXEMBI,
ONOPHBIE TEKCTHI, TJIOCCAPHIL;

— HaJM4ue HATJJIHOTO COMPOBOXKICHUS U3y4aeMOro Marepuania;

— HaJuM4ue 4YETKOM CHCTEMBI U aJlTOPUTMA OPraHU3aLNU CAMOCTOSTENbHBIX
paboT U MPOBEPKH 3aJlaHUM ¢ 00A3aTETLHON KOPPEKTUPOBKON U KOMMEHTAPUSIMH;
— o0ecreueHne MPaKTUKH OMEPEKAIOIIETO YTEHHUSI, KOT/1a CTYACHTHI

3apaHee 3HaAKOMATCS ¢ MAaTEPUAIIOM U BBIACISIIOT HE3HAKOMBIE U HETIOHSI THBIE

52



CJIOBa U (pparMeHTHI;

— MPEJOCTABICEHUE BO3MOKHOCTH COOTHOCUTH BepOaIbHbIM U rpapuuecKuit
MaTepHuall; KOMIUIEKCHOE UCTI0Ib30BaHUE MUCbMEHHBIX U YCTHBIX CPE/ICTB
KOMMYHUKAILIMY NpU paboTe B TPyNIIeE;

— COYETaHHE Ha 3aHATHUSAX BCEX BUIOB PEUEBOU JESATEIbHOCTH (TOBOPEHUS,
CIIyLIaHUsl, YTEHUs1, TMCbMa, 3pUTEIBHOTO BOCIPUATHS C JIMIA TOBOPSIIETO);

— MpeoCTaBIIEHHE 00pa30BaTEIBLHOIO KOHTEHTA B TEKCTOBOM 3JIEKTPOHHOM
dbopmare;

— MPEJOCTaBIICHHE BO3MOXKHOCTH HIPEIKYpPCOBOTO  O3HAKOMIIEHHS €
collepKaHMeM Yy4yeOHOM JHUCUMIUIMHBI W MaTepualioM MO Kypcy 3a Cuér
pasMeleHrs nHpopMauy Ha KOPIOpaTUBHOM 00pa30BaTeIbHOM MOPTAJIE;

— BO3MOJKHOCTh BECTH 3alliCh Y4YeOHOW HMHPOpMALUHU CTyJEHTAaMU B
ynooHou s HUX (opme (ayauanbHO, ayJUOBU3YyalbHO, B BHUJE IMOMETOK B
3apaHee MOATOTOBIEHHOM TEKCTE).

— NPUMEHEHHE MOATAMTHOW CHUCTEMBI KOHTpPOJS, OoJjiee YacTbhlii KOHTPOJb
BBITIOJTHEHUS 3a/IaHUM JIJIS1 CAMOCTOSATEILHON paboThI,

— CTUMYJIMPOBAHUE BBHIPAOOTKH Yy CTYJIEHTOB HAaBBIKOB CAMOOpPraHU3ALMK U
CaMOKOHTPOJIS;

— HaJM4Me may3 JAJisl OT/IbIXa U CMEHBI BUAOB JIESITEIbHOCTH 110 X0y
3aHATUS.

MaTepuajbHO-TEXHUYECKOE o0ecneyeHmne 00y4eHuUst no
aucouiInge a0 gun ¢ OB3 u nHBaJInI0B

[Tepeuenb
OcCHAIIEHHOCTH JIAIIEH3UOHHOTO
HaumenoBanune CIIENUANILHBIX ITIOMEIEHHH 1 MIPOTrPaMMHOTO
HOMEILEHUI IIOMENIEHUN I obOecneueHus. PexBU3UTEI
CaMOCTOSITEIbHOU pabOTHI MTOATBEPIKIAIOIIETO
JIOKYMEHTA.

Y4eOHble ayIUTOPUHU IJIs TPOBEICHUS YUEOHBIX 3aHATUN

PaGouee mecTo Nel:

PaGouee mecTo Ne2:

PaGouee mecTo Ne3:

IlomenieHus a1 CaMOCTOSTEIBHOM pa6OTI>I

PaGouee mecTo Nel:

PaGouee mecTo Ne2:
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