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1 I.Ie.m; H 3aJa491 OCBOCHHUA NTUCIHUIIJINHDBI

Henabro ocBoeHuss AUCUMILUIMHBI «OCHOBBI JI€JIONPOU3BOJACTBA» SBIISIETCS
dbopMupoBaHrE KOMILIEKCA 3HAHUI O JOKYMEHTUPOBAHUU U OPTaHU3AIUU PaOOTHI
C IOKyMEHTaMH, IPHUOOpETEHUE MPAKTUYECKUX HABBIKOB PaOOTHI C JOKYMEHTaMH B
rOCyJ1apCTBEHHBIX U MYHHUIIMIIAJIBHBIX OpraHax YIPABJICHUS U OPTaHU3aLNsIX.

3agaun TUCUMILUIUHBI:

- TOJy4YyeHUE 3HAHUM OO0 OCHOBHBIX MOHITHSX, KATETOPHUSX M OTaIloB
JIOKyMEHTOO0O0pOTa B pa3IMUHbIX chepax NesiTeIbHOCTH;

- BbIpa0OTKa HABBIKOB MOMCKA M UCIOJIb30BAaHUSI HOPMATUBHBIX U MPABOBBIX
JOKYMEHTOB, OIpPEHCISIOINX IOPSAJOK JOKYMEHTUPOBAaHHUS B  IIPOLECCE
OpraHu3alMi BHYTPEHHUX KOMMYHUKAIUN U OPTaHU3ALMOHHOTO B3aUMOJICUCTBUS
C BHCIIHUMHU OPTraHU3alMAMU U OpraHaMH rOCyAapCTBEHHOM BJIACTH MOCPEICTBOM
MOWCKA, aHAJIN3A U UCIIOJIb30BAHUS HOPMATUBHBIX U ITPABOBBIX JIOKYMEHTOB.

- (hopMHUpOBaHUE YMEHHUM HCIOJIb30BAaTh HOPMATHUBHO-IIPABOBBIC 3HAHUS B
MPOIIECCE OCYIIECTBICHUSI JOKYMEHTAIIMOHHOTO OOECIEeUeHUs] YIPaBICHUS B
pa3uuHbIX chepax AesITeILHOCTH.

2 llepeyenb  NJIAHUPYEMBIX  Pe3yJbTATOB MO0  JUCHMUILIUHE,
COOTHECEHHbIX ¢ IUIAHMPYEeMbIMH  pe3yJbTaTaMH  00pa30BaTeJIbLHOM
NpoOrpaMMbl

B pe3yabrare ocBOeHMSI IMCHMIUIMHBI (GOPMHPYIOTCHA CJeAyloluue
KOMIIeTeHIUM:

OK-4 — cnocoOHOCTBIO MCHOJIB30BaTh OCHOBBI IMPABOBBIX 3HAHUI B
pa3nuHbIX chepax AesITeIbHOCTH.
OIIK-1 — BjgangeHueM HaBBIKAMHU IIOMCKa, aHaJaW3a W HMCIIOJb30BaHMS

HOPMATHUBHBIX U MPABOBBIX JOKYMEHTOB B CBOEH Npo(heCCUOHATBHON AESITEIbHOCTH

3 Mecto nucunmiudbl B cTpyktype OIIOII BO

«OCHOBBI ACJIOIIPOU3BOACTBA» OTHOCHUTCA K AUCHUILTIMHAM 0a30BOM YacTH
OIIOIT BO noarotoBku oOydarouuxcs 1o  HampasieHuto  38.03.04
['ocynapcTBenHOE 51 MYHHULUIIAJIBHOE yIpaBJIEHUE, HaIpaBJIE€HHOCTD
«l'oCcy1apCTBEHHOE U MYHULIMIIAJIBHOE YIIPABJICHUEY



4 Oobem qucuuiuinHbl (144 yaca, 4 3aueTHbIE €IUHHIIBI)

. O6beM, yacoB
Bupl yue6HOM paboTh
Ounas 3aouHas

KonTakTHas pa6ora 63 17
B TOM YHCIIE:
— ay/IuTOpHAsI 110 BHJIAM 60 14
y4eOHBIX 3aHATUN

— JIEKIUH 24 6

—— NpaKkTHYecKue 36 8
— BHEAYIUTOPHAs 3 3

— BK3aMeH 3 3
CamocTosiTeJIbHAsi padoTa
B TOM YHCJIE:
— TMPOYHUEC BHUIBI 81 197
CaMOCTOSITEIILHOW Pa0OTHI
HUTo0ro no 1ucuuIInHe 144/4 144/4

5 Conep:xanue JUCUUILIAHBI

[To uToram uzyuaemMoro Kypca CTyJICHTbI CJIAI0T YK3aMEH.
JlucuurminHa udyvaercs: B ouHoi popMme: Ha 1 kypce, Bo 2 cemecTpe
B 3a04HOM Popme: Ha 1 Kypce, Bo 2 cemecTpe.

Conep:kaHue ¥ CTPYKTYPA JMCHUILIMHBI 10 0YHOH (hopMe 00ydeHuUs

= Buab1 yueOHoit
= padoThl, BKJIIOYASs
§ CAMOCTOSITEJILHYI0
2 paboTy CTy1eHTOB
= g/ ¥ TPYI0eMKOCTH(B
HaumeHnoBanue Tembl e = pyA (
No = 2 yacax)
C YKa3aHHEM OCHOBHBIX ) S
m/n BOIIPOCOB = > [Tpaxk Camo-
% © P CTOsI-
> THYe-
=3 Jlek- TEJlb-
= CKHE
= U Hasd
=y 3aHsI-
5 TS pado-
Ta
Paznen 1 JlokyMeHTHPOBAaHHE YIIPABJIEHYECKOM AeITeJIbHOCTH
Tema 1. CymHOCTb M cofepkaHHE JOKYMEHTA-
HHUOHHOT0 00ecrneyeHusi B YIPaBJICHHUH.
1.lenu u 3aga4u JUCIUTIINHBI.
2.OCHOBHBIE TEPMUHBI U ONPEIEICHUS AEIOTPOU3-
BOJICTBA.
i e OK-4 |2| 4 | 4 7
3.OyHKIMM W TPUHIMIBL JEJIONPOU3BOACTBA B
yIpaBJICHUH.
4.JIOKyMEHTUPOBAaHUE YIIPABICHUYECKON AesTeNb-
HOCTH.
5.benoBoii 1 3IEKTPOHHBIN JOKYMEHT.
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Tema 2. Odopmienne [1eJ0BOro mnucbMma.
Knaccupukauus 10KyMeHTOB.

1.IlonsiTne noKymMeHTUpoBaHUs. biiaHKu JenoBBIX
IIUCEM.

2. TpeboBanust K 0(pOPMIICHHIO JICTOBBIX ITHACEM.
3.CocTaB TOCTOSIHHBIX PEKBH3UTOB YIPABJICH-
YECKOW JOKYMEHTalUH.

4.Bunpl nokymeHToB. O0111as KilacCU(pUKaLUs.
5.Knaccudukanus 10KyMEHTUPOBaHMSI YIpaBJIECH-
YECKOH JEeSATENbHOCTH.

OK-4

Tema 3. lokyMeHTHpPOBaHHE PACTIOPSAAUTEIb-
HOM M MCIOJHUTEJbHON [esiTeJIbHOCTH B
npoiecce ynpabJieHUs.

1. CymHocTs U coliepikaHue pacHopsSAUTEIbHOM
JIEeATETLHOCTH B IIPOLIECCE YIIPABICHUS

2.CocTtaB JOKYMEHTOB OTPaXKAIOIIUX COJEp)KaHUE
pactopsiANTENIbHON ~ ICSITENIBHOCTA  (TIPUKA3HI,
pacnopsbKEHHUsl, TOCTAHOBJIEHUS, PEIlIeHNe, yKa3a-
HUE).

3.CymHocTh M coAep)KaHHe OpTraHHU3aIllMOHHO-
IIPaBOBOM YIIPABIECHYECKON JOKYMEHTAILMH.
4.CocTaB JOKYMEHTOB OTPAXArOMINX COJAEp KaHUE
OpraHU3aIMOHHO-TIPAaBOBOM YIPaBIIEHUECKOU
JIOKYMEHTAITUH.

OK-4,
OIIK-

Tema 4. JlokymeHTHpPOBaHHE HH(OPMALMOH-HO-
CIIPABOYHOH M KaJpPOBOH [AeATEJbHOCTH B
npouecce ynpasJjeHHs.

1.CymHocTs U coaepkaHue HHGOPMaLHOHHO-
CIIPaBOYHOM JAESTEIBHOCTH B IIPOLIECCE YIIpaBile-
HUS.

2.CocTaB TOKYMEHTOB OTPAXKAIOIINX COJCP’KaHUE
MH(}OPMaLMOHHO-CIIPABOYHBIX BOIIPOCOB yIIpaBJie-
HUS.

3.CymHOCTp M cOJEep)KaHue KaJpoBOW yIIpaB-
JIEHYECKON JOKYMEHTAIINH.

4.CocTtaB  JTOKYMEHTOB  OTpa)arolUX JOKY-
MEHTUPOBAaHUE  TPYIOBBIX  OTHOIIEHUH B
YIPaBICHUH.

5.3aKoHOJATENBbHOE PETYIUPOBAHUE TPYIOBBIX
IIPaBOOTHOLIEHUH.

OK-4,
OIIK-
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IIpak-

THYe-
CKHe

3aHs-
TUS

Tema 5. dTansl 10KyMeHTO00OpOTA.
Opranuszanus padoTbl ¢ BXOASIIUMHU TOKYMEH-
TaMH.

1.ITonsiTe TOKYMEHTOOOOPOTA U €r0 3Tallbl.
2.CTpyKTypHBIC TOAPA3ICIICHUS IO JICIIOTPON3-
BOJICTBY.

3.DKcneANIMOHHBIE CITYKObI 1€J0MPOU3BOICTBA.
4.Opranuzaiuy M0 XPaHEHWIO JOKyMEHTAI[MOH-
HOTO (hOoHTA.

5.0TBETCTBEHHOCTh JIMIl, B PaMKax JIOKYMEHTa-
IIMOHHOTO 00ECIICUYEHUSI.

OK-4,
OIlIK-

Paznea 2 Opranusanusi padoTbl ¢ JOKYMEHTAMHA

Tema 6. Opranusanusi paéoThbl ¢ BXOASAIIUMHA
AOKYMEHTaMHU.

1.Knaccudukanus BXOIAIINX JOKYMEHTOB
2.00paboTka BXOASIIEH KOPPECTIOHICHITNH B
yIpaBICHUH.

3.DyHKITUYU ¥ BUJIBI PETHCTPAIIMH BXOJISIIUX
JIOKYMEHTOB.

4.TlopsimoK perucTpauy BXOISIIHUX JOKYMEHTOB.

5.Heperucrpupyemsbie JOKYMEHTHI.

OK-4,
OIlIK-

Tema 7. MexaHM3M HCIIOJIHEHHUS JOKYMEHTOB B
yInpaBJIeHUH.

1.KoHTposb 32 UCMIONTHEHUEM JOKYMEHTOB B Opra-
HHU3allnn.

2.1lenu u BUaBI KOHTPOJIs. OTBETCTBEHHBIE JIHIIA.
3. TexHONOTHSI WCTIONHEHUSI KOHTPOJBHBIX JIOKY-
MEHTOB.

4.Pe3omionins ¥ BUBUPOBAHUE JJOKYMEHTOB.
5.0Tanbl yTBEpKIIEHUST W COTJAcOBaHUS JOKY-
MEHTa.

OK-4,
OIIK-

Tema 8. Opranmnsanusi padoTsl ¢ HCXOAAIUMH
AOKYMEHTaAMHU.

1. CrtocoOBI perucTpanuy UCXOASIINX
JIOKYMEHTOB.

2.OYHKIUYU U BUJIBI PETUCTPALIMH UCXOISIIIX
JIOKYMEHTOB.

3.ITopsiiok perucTpanuu UCXOISIIETo JOKYMEHTA.

OK-4,
OIIK-




= Buab1 yuyeOHoit
=1 padoThl, BKJIKOYAS
qE CaMOCTOSITEIbHYIO
2 padoTy CTYyIeHTOB
HaumenoBanue Temsl g g M TPYA0EMKOCTh(B
No < 2 qacax)
C YKa3aHUEM OCHOBHBIX v
wn BOIIPOCOB é C‘Sj Ipax- Cawo-
= THue- | O o
=Y Jlek- TE€JIb-
E man | € Hasl
=) 3aHA-
5 s | P abo-
Ta
4.AnropUTM OTIPABKHU UCXOAIIEH
KOPPECIIOHICHIIHH.
5.KoHTpoib u yuer ucxoasuei
KOPPECIIOHICHIIHH.
Tema 9. Tekyliee XxpaHeHue T0KYMEHTOB.
1. Opranu3zanus TeKyIero XpaHeHus 10KyMEHTOB.
2. [lpaBuiia OArOTOBKM JOKYMEHTOB Ha apXUBHOE OK-4
g | Zpancnie. OHK-’ 2 1 2 7
3. OdopmiteHne nenn MOCTOSITHHOTO M BPEMEHHOTO 1
XpaHEeHHUS.
4. Yyer ucrosib30BaHus 0JIaHKOB B OpraHU3aliu.
5. CocraBieHue onucei e U CBOJHBIX aKTOB.
Tema 10. IToagroToBKa 10KYMEHTOB K Nepeaadu
HA XpaHeHHUe B APXMB.
1.Homenkiarypa z1e71 B CTPYKTYPHOM
HOApa3IeICHUM. OK-4,
10 | 2.YHuuTOXEHUE €T ¢ HCTEKIIMM CPOKOM OIIK- | 2 1 1 7
XpaHEHUS. 1
3.XpaHeHue OTEIbHBIX BUI0B JOKYMEHTOB.
4. JKcriepTHBIE KOMUCCUH OpraHU3allly.
5. BeZJoMCTBEHHBII U rocy1apCTBEHHBIN apXUB.
Tema 11. HopMaTHBHO-IpaBOBOE M MeETOIH-
yecKoe peryJiipoBaHue /1eJ10IPON3BOACTBA.
1.3aK0HOATENBHO-TIPABOBOE PETYINPOBAHHUE. OK-4,
11 | 2.HopmaTuBHO-METOIUYECKOE PETYIHMPOBAHHE. OIK- [ 2| 1 1 4
3.MlHCTpyKIIMS 1O JIeOTIPOU3BOICTBY. 1
4.Tabenb (HopM yrnpaBIeHYECKUX JOKYMEHTOB.
5.Anp00M (hopM ynpaBIeHUYECKUX JOKYMEHTOB.
| Utoro | 24 | 36 | 81

Conep:kanue ¥ CTPYKTYpa IMCHUILIMHBI 110 3204HO popme 00yueHust
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Pa3znen 1 /lokyMeHTHpOBaHMe YIIPABJICHYECKOMH e

ATCJIABbHOCTH

Tema 1. CymiHOCTb U COJep:KaHHEe TOKYMEHTAa-
IUOHHOTO o0ecreYeHusi B yIIpaBJIeHUM.

1.1lenwm u 3amaun TUCITUTIINHEL.

2.0OCHOBHbBIEC TEPMUHBI U OTIPEACIICHUS AEIOMPOU3-
BOJCTBA.

3.OyHKUMM W OPUHLUIBL AEJIONPOU3BOACTBA B
YIPaBJICHHH.

4.JIOKyMEHTUPOBAaHUE YIIPABICHUYECKON JesTeNb-
HOCTH.

5.benoBoii 1 AIEKTPOHHBIN TOKYMEHT.

OK-4,
OIIK-

10

Tema 2. Odopmienue [e10BOro mnucbMma.
Kunaccndpukanusi 10KyMeHTOB.

1.IlonsiTne nmoxkymeHTHpoBaHUs. bilaHKu EIOBBIX
MTHCEM.

2. TpeboBanust K 0(pOPMIICHHIO JICTOBBIX ITHCEM.
3.CocTtaB MOCTOSIHHBIX PEKBU3UTOB YIIPABIJICH-
YECKON JOKYMEHTAIUH.

4.Bunpl nokymeHToB. O0111as KiacCupUKaIs.
5.Knaccugukanus 1OKyMEHTUPOBAHUS YIPaBIIEH-
YECKOH JIeSITeIbHOCTH.

OK-4,
OIlIK-

0,5

10

Tema 3. /loKkyMeHTHpPOBaHHE PaCHOPSAIAUTE/Ib-
HOM M MCHOJHUTEJIBHOH [eATeJIbLHOCTH B
npouecce ynpaBJieHUs.

1. CymHocTe U copep)kaHuE PACHOPSAUTEIBHOM
JESITEIbBHOCTH B MPOIIECCE YIIPaBICHUS

2.CocTaB JJOKYMEHTOB OTPaXKalOIIUX COAEp)KaHUEe
pactopsAUTEeNbHON — AeATeIbHOCTH  (IIPHUKA3bI,
pacnopsbKeHHs, TOCTaHOBIICHHUS, PEIIEHUE, YKa3a-
HUE).

3.CylmHOCTh M COJAEp)KaHUE OpraHU3alMOHHO-
MPAaBOBOM YIPABJICHYECKOW TOKYMEHTALINH.
4.CocTaB JOKYMEHTOB OTPaXKaIOLIMX COJEpKAHUE
OpraHU3alMOHHO-TIPAaBOBOMN YIPABICHYECKOU
JIOKYMEHTAI1H.

OK-4,
OIlIK-

0,5

10

Tema 4. JlokyMeHTHpPOBaHUE HHPOPMALIMOH-HO-
CIIPABOYHOM M KaJpOBOH [eATEJbHOCTH B
npouecce ynpaBJjieHusl.

OK-4,
OIIK-

0,5

0,5
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1.CymHocTe W copepkaHue HH(OPMALMOHHO-
CIIPaBOYHON JEATEIBHOCTU B IPOLIECCE YIpaBIIe-
HH.

2.CocTaB IOKYMEHTOB OTPaKarOIINX COAEpKaHHE
MH()OPMAIIMOHHO-CIIPABOYHBIX BOIIPOCOB yIIPABJIe-
HH.

3.CymHOCT, U COJIep’KaHuE KaJpOoBOW YIIpaB-
JICHYECKOW JOKyMEHTAIHH.

4.CoctaB  JTIOKYMEHTOB  OTPaXalOUIUX  JIOKY-
MCHTHUPOBAHUC TPYAOBBIX OTHOIICHUH B
YIIpaBJIECHUMU.

5.3aKOHO/ATENBHOE PETYIUPOBAHUE TPYIOBBIX
PaBOOTHOIICHUH

Tema S. ITanbl JOKYyMeHT0000pOTA.
Opranusanust padoTsl ¢ BXOASIIUMH JOKYMEH-
TaMu.

1.ITonsiTe TOKYMEHTOOOOPOTA U €r0 ITAIlbI.
2.CTpyKTypHBIC TOAPA3JCIICHUS 110 JCIOMPOU3-
BOJICTBY.

3.DKCIIeIUIIMOHHBIE CITYKOBI JIeTOPON3BOICTBA.
4.0praHu3anyi 10 XpaHEHUIO JOKYMEHTAIMOH-
HOTO (hoHTA.

5.0TBETCTBEHHOCTh JHIl, B paMKax JIOKyMEHTa-
IIIOHHOTO O0ECIIEUECHNUS.

OK-4,
OIIK-

0,5

0,5

Pa3znes 2 Opranusanus padoTbl ¢ JOKYMEHTAMU

Tema Ne 6. Opranuszanusi paéoTsl ¢ BXOASIIIM-
MH JOKYMEHTAMH.

1. Knaccudukanus BXOIAIIMX JOKYMEHTOB
2.006paboTka BXoJis1Ield KOPPECTIOHICHIIUU B
yIpaBICHUH.

3.OYHKIUHU U BUJBI PETUCTPALUU BXOJAIIMX
JIOKYMEHTOB.

4 TlopsiiOK perucTpanuy BXOISAMUX JOKYMEHTOB.

5.Hepeructpupyembie TOKYMEHTHI.

OK-4,
OIIK-

0,5

0,5

Tema 7. MexaHu3M MCIIOJTHEHHS JOKYMEHTOB B
yIpaBJICHHH.

1.KonTposb 3a uCHOHEHUEM JOKYMEHTOB B Opra-
HU3aLUU.

2.11lemm u1 BUIBI KOHTPOJIs. OTBETCTBEHHBIE JIUTIA.

OK-4,
OIIK-

0,5

0,5
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3. TexHONmorusi UCIONHEHUS] KOHTPOJBHBIX JOKY-
MEHTOB.

4.Pe3omionusi 1 BUBHPOBAHUE JJOKYMEHTOB.
5.0Tanbl YTBEP)KICHHUS U COIJACOBAaHMS JOKY-
MEHTA.

Tema 8. Opranusanusi padoThl ¢ HCXOASIIIAMH
JAOKYMeHTaMHu.

1. CocoOslI perucTpanuu UCXOIAIMUX
JIOKYMEHTOB.

2.DyHKIUYU U BUABI PETUCTPALIUN UCXOASIINX
JIOKYMEHTOB.

3.Ilopsaok perucTpauyuu UCXOIAIIEro JOKyMEHTA.
4.AnTOpUTM OTIPABKH UCXOAIIEH
KOPPECIIOHICHIIUH.

5.KonTpoib u yuer ucxoasuiei
KOPPECIOHICHIINH.

OK-4,
OIlIK-

0,5

0,5

Tema 9. Tekyliee XxpaHeHue J0KYMEHTOB.

1. Opranu3zanus TEKyLEro XpaHEHHs JOKYMEHTOB.
2. IlpaBuita OArOTOBKH JOKYMEHTOB Ha apXUBHOE
XpaHEHHeE.

3. OdopmiieHue ea MOCTOSHHOTO U BPEMEHHOTO
XpaHEHUS.

4. Yyer ucrosib30BaHus 0JIaHKOB B OpraHU3aliH.
5. CocTaBiieHHE ONMCEN A€ U CBOJHBIX aKTOB.

OK-4,
OIlIK-

0,5

0,5

10

Tema 10. IToaroToBKa J0KYMEHTOB K Nepeaadn
Ha XpaHEeHHUe B apXUB.

1.Homenknartypa Jies1 B CTpyKTYPHOM
MIOAPa3ICIICHUN.

2.YHHAYTOXKEHUE JIEN C UCTEKIINM CPOKOM
XpaHEHMUS.

3.XpaHeHue OTEIbHBIX BUI0B JOKYMEHTOB.

4. JKcrepTHbIE KOMUCCUH OpraHU3allyu.

5. BeZloMCTBEHHBIH U rocy1apCcTBEHHBIN apXUB.

OK-4,
OIlIK-

0,5

0,5

11

Tema 11. HopMaTHBHO-IpaBOBOE M MeTOJHU-
YyecKoe peryJiMpoBaHue J1eJI0Npon3BOACTBA.
1.3akoHOATENBHO-TIPABOBOE PErYJINPOBAHUE.
2.HopMaTuBHO-METOAMYECKOE PEryIUPOBAaHUE.
3.MHCTpYKIHS IO ETOTIPOU3BOICTBY.

4. TabGens hopM yrpaBIeHYECKUX JOKYMEHTOB.
5.Anp60M (opM ynpaBiIeHYECKHX JOKYMEHTOB.

OK-4,
OIIK-

0,5

0,5

| Uroro

8

127




6. [lepeyeHb y4eOHO-METOAUYECKOT0 O0ecTieYeHUus sl
CaAaMOCTOAATEJILHOM PA0OTHI 00yYAIOUIUXCH 10 AMCIUTIIHHE

MeToauveckue ykasaHus (1Jis CaMOCTOATEILHOM pad0ThI)

1. OCHOBBI J1€TONPOU3BOJICTBA: METOJ. PEKOMEHJIAIMU IO MPOBEICHUIO
CEMUHAPCKUX 3aHITHH W CaMOCTOSITEIbHOH paboOThl s OOydYaroImMXCs I10
HanpaBieHuto noarotoBku  38.03.04 T'ocymapcTBEHHOE HW  MYHUIIUNAILHOE
ynpasinenre / coct. O.H. Cammit. — Kpacnomap: Kyol'AY, 2018. — 25 c.
https://edu.kubsau.ru/file.php/119/MU_Osnovy DP_Salii.pdf

2. OCHOBBI  JICJIONPOU3BOJACTBA:  METOJ. YKa3aHUs JJI1  BBIIOJHEHUS
KOHTPOJIBHBIX paboT oOydaromuMucs QakyjibTeTa 3a04yHOro OOydeHHs IO
HampaBiaeHuto noAarotoBku 38.03.04 TocymapcTBeHHOE M MYHHMIIMIAIBHOE
yIpaBieHUE, HAMPABICHHOCTh «['0CyJTapcTBEHHOE U MyHUIIUIIAIILHOE yIPABICHHE) /
coct. O.H. Cammit. — Kpacnomap: KyOol'AY, 2018. — 12 c.
https://edu.kubsau.ru/file.php/119/Metodichka. Dokumentirovanie_Salii.pdf

1. q)OHIl OLCHOYHBIX CPEeACTB /A MNPOBCACHUA HpOMe)KyTOqHOﬁ
aTrecralnmmu

7.1 IlepeyeHb KOMIIETEHIHI ¢ YKa3aHUEM 3TanoB UX ()OPMUPOBAHUS B
npouecce ocsoenust OITIOII BO

Homep Oranbl GOpMUPOBAHUS U IPOBEPKH YPOBHS CHOPMUPOBAHHOCTH KOMITETEHIIUI
cemecTpa* 0 TMCIUIUIMHAM, IpakTukam B npouecce ocsoenus OI1OIT BO

OK-4 — cnoco0HOCTH MCNOJIb30BaTh OCHOBbI NPABOBLIX 3HAHUI B Pa3IM4YHBbIX c(epax

AesATeIbHOCTH
1 OcCHOBHI IpaBa

KoHCTUTYIIMOHHOE TPaBO

OcHoebl 0enonpou300cmed

ITonuronorus

AJIMUHUCTpPAaTHUBHOE MPABO

I'paxkjaHckoe paBo

Cucrema rocyJapCTBEHHOTO YIPaBJIeHHUs

TpynoBoe npaso

3eMeIbHOE TPaBo

OcHOBBI U30MPATETHLHOTO MTpaBa

MexayHapoaHOe IpaBo

YnpaBieHue rocy1apcTBeHHOM U MyHHIIMIIATbHON COOCTBEHHOCTHIO

Jlorncruka

3amuTa BEITYCKHON KBANH(UKAMOHHONW pabOoThl, BKIIOYAs MOJITOTOBKY K

3alUTe U MPOUEAYPY 3alUThI

OO XN NO|OIO BB WININ

OIIK-1 - BJIAICHUE HABbBIKAMHM IIOHCKA, aHA/JIMU3Aa U HMCIOJIb30BAHHUA HOPMATUBHBIX M
NPaBOBbIX JOKYMEHTOB B CBOCH NPOGeCCHOHAIBHOM NeATe1bHOCTH

1 OCHOBBI paBa

1 HcTopus

1 BBeneHne B ciennanbHOCTb
2 KoHncTutynmonsnoe npaso



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

Howmep
cemecrpa*

Oranbl GOpMUPOBAHUS U POBEPKH YPOBHS CHOPMUPOBAHHOCTH KOMITETEHITUI
10 AMCIMIUIMHAM, NpakTHKaM B nporiecce ocsoenust OI1IOIT BO

2 OcHoebl 0enonpou3800cmed

OCHOBBI HKOJIOTUH U YKOJIOTHYECKOTO0 MEHEKMEHTA

DKOJIOTHS

[TpakTHKa MO MOTYYECHUIO NEPBUYHBIX TPOPECCHOHATBHBIX YMEHHUI U HABBIKOB
B TOM YHCJI€ IEPBUYHBIX YMEHUN U HABBIKOB HAY4YHO-HCCIIEA0BATEIbCKOM
JIeSITeIbHOCTH

AJIMUHUCTPATUBHOE MIPaBO

I'paxkianckoe npaBo

VcTopus rocyJapCTBEHHOTO YIPABJICHUS

TpynoBoe npaso

3eMeIbHOE MTPaBo

CucreMa MyHUIIMINIATHHOTO YIIPABICHUS

["ocymapcTBeHHas: 1 MyHHIIMIIAIBbHAS CITyX0a

OCHOBBI U30UPATEIFHOTO MPaBa

MesxryHapoIHOE MPaBo

Hayuno-uccnenoBarenbckas pabora

3amuTa BBITYCKHOM KBATH(HUKAITMOHHOM pabOThI, BKIIOUYask OJTOTOBKY K
3alUTe U MPOLEAYPY 3aITUTHI

* Homep cemecTpa COOTBETCTBYET 3Tay (GOpMUPOBAHUS KOMIETEHIIUN

NINN

OO NN [NoO|og|~ B>

7.2 Onucanmne nokasartesjiei u KPUTEPUEB OLICHUBAHUA KOMHeTeHHHﬁ Ha
PA3JINYHBIX ITanax ux (l)Ole/IpOBaHI/ISI, OIIHCaHHUEC IIKAJbI OICHUBAHUA

YpoBeHb OCBOEHHUS
«HEYIOBJICTB
IInanupyemeie OpPUTENIBHO» | «YyIOBJIETBOPU OICHOYHOE
PE3yJIbTATRl OCBOCHMA | \rprgpmanb- -TEJIbHO» «XOPOIIOY | «OTIMYHOY |  cpencTBo
KOMIIETCHIINN HBIU HE MHHHMAIIGHBIA | CpeIHUi BBICOKUU
JOCTUTHYT (TTOporoBbIit)

OK-4 — cn1oco0HOCTHI0 HCIO0JIB30BATH OCHOBBI NPABOBBIX 3HAHMI B Pa3JM4YHbIX cepax

JeATeJbHOCTH
3HaTh: YpoBeHb MuHHMaIbHO YpoBeHb YpoBeHb VY CTHBIN
CHCTEMY 3HAHUM HUXKE | JOILyCTUMBII 3HAHUU B| 3HaHUI B | ompoc
OTE€YEeCTBEeHHOIO MHUHHMMAJIBHBl | YPOBEHb o0Beme, o0beme, Jloknan
3aKOHO/IATETbCTBA; X TpeOoBaHUH, | 3HAHWH, COOTBETCTBY| COOTBETCTBY | Keiic-
OCHOBHDIE UMENH MECTO | JIOMYIIEHO IOLIEM IOIIEM 3aIaHHS
rpyObie MHOT'0 nporpaMme | mporpamme
IOJIOKEHUS TecTbl
OLIMOKH. HETpyObIX HOArOTOBKH,| IOATOTOBKH, | 6
MEXKIYHAPOAHBIX oI0oK. JIOTTyIIeHo | 6e3 omuooK. yOexHaA
HOpPMAaTHUBHO- HECKONBKO KOHTPOJbHA
MIPaBOBBIX HErpyObIX S pabora
IIOKYMEHTOB U OLIHOOK (mnst
JIOTOBOPOB; 3a04YHOMN
OCHOBBI IPUMEHEHUS dbopMBI
HOPMAaTUBHO- oOy4deHus)
IIPaBOBBIX AKTOB. IIponemorc | TIponeMOHCT | Bompock! u
IIpu pewenuu | IIpoieMOHCTpHU | TPUPOBAHBI | PUPOBAHBI 3a7aHuS K
CTaHJAapTHBIX OBaHBI BCE BCE
Ymersn: Aap p JK3aMeHY
3a1a4 HE | OCHOBHBIE OCHOBHBIC | OCHOBHBIE




YpoBeHb 0CBOEHHUS

«HEY/IOBJICTB
Ilnauupyemsie OPUTEILHO» | «YAOBJICTBOPH OmueHouHOE
pE3yJIbTATEl OCBOCHUA | \ipyigpmanb- -TEJIbHO» «XOPOILIOY | «OTIMYHO» |  cpencTBo
KOMIICTCHIIMH HBIN HE MUHHMAJIBHBIA | CpeIHHIA BBICOKHIA
JIOCTUTHYT (OpoTroBBIit)
OIIepaTHUBHO HPOAEMOHCTD | YMEHHS, yMeHusI, yMeHus,
HAXOIUTh MPOBAHBI pelIeHbI pEIICHBI BCE PEIICHBI BCE
uH(OpMALHIO OCHOBHBIE THIIOBBIE OCHOBHBIC | OCHOBHBIE
NPaBoOBOro yMeHusI, 3a/1auM C 3a/auul ¢ 3a/a4H c
CONIePKAHNA, UMEIH MECTO | HErpyObIMH HErpyObIMH | OTJEIbHBIME
. rpyObIe OInOKaMH, OImMOKaMH, | HECYIIIECTBE
rPaMOTHO €&

) OIINOKH. BBITIOJIHCHBI BCE | BBIMOJHEHBI | HHBIMH
HCIIOJIP30BATE, 3aJIaHUs], HO HE | BCC 3aJaHHs] HEIOYCTAMH,
C HO3UIIMH MPABOBBIX B [IOJTHOM B TOJHOM| BBITOJHEHBI
HOPM aHaJIN3MPOBATH o0beMe. 00beMe, HO| BCe 3aJaHus
KOHKPCTHBIC HEKOTOPBIE C| B MOJIHOM
CUTYyallUH, HeJo4yeTaMu| o0beMe.
BO3HUKAIOIIHE B
npodeccnoHanbHOM
cdepe nesITeIbHOCTH

[IponemoHcT
Baaners: [Ipu pereHnn PUPOBaHBI
HaBbIKaMHU craHmapTHeix | Mmeercs 6a30BbIC [TpoxemoHCT
IPHMEHEHHs 3a/1a4 HE | MHHUMAIIbHBIA |HABBIKH TIPH| PHPOBAHBI
IIPABOBBIX 3HAHMIA B MPOJIEMOHCTpP | HAOOp HABBIKOB [PELICHUU HAaBBIKM IIpU
POdECCHOHATBHOI VMPOBaHbI JUIL  peLIEHUs CTAHIAPTHBIX | PELIECHUU
IeATENbHOCTH 0a3oBbIe CTaHAAPTHBIX  Bagad ¢| HecraHmapTH
HAaBBIKH, 3aj1a4 C [HEKOTOPBIMH | BIX 3a1a4 6e3
HMEJIN MCECTO | HCKOTOPBIMU HeIlO‘IéTaMI/I OIHI/I6OK u
rpyObie HeZ0YeTaMU. HEJ0YETOB.
OIINOKH.

OIIK-1— BaageHneM HABBIKAMH MOMCKA, AHAJIN3Aa M HCII0JIb30B

AHUSI HOPpMATUBHBIX U

NMPAaBOBbIX IOKYMEHTOB B CBOeH NMPO(eCcCHOHATBLHOMN AeSITeJIbHOCTH

3HATH: YpoBeHb MuHuMaIbHO YpoBeHb YpoBeHb YcTHBIN

3aKOHOJIaTEJIbHBIE U 3HAHUW HUXKE | JIOMYCTHUMBbIN 3HaHUU B 3HAHUU B | ompoc

MHBIC HODMATHBHBIe | MAHMMAIBHEL | YDOBCHE o0beMme, o0beMme, Jloknaz

[PaBOBBIE aKTEL, X TpeOOBaHUi, | 3HAHMUIA, COOTBETCTB | COOTBETCTBY | Kejjc-
UMEJIA MECT MyIIeH M M

perIaMeHTUPYIOIIE CJTH MECTO | IOTYIICHO yrome . 3a1aHUs
rpyOsie MHOTO porpaMme | mporpamme

OCHOBBI TOCTPOEHHUS TecTbl
OLIMOKH. HErpyObIX MOATOTOBK | TOATOTOBKH, Py

" OIHNOOK. u 6e3 ommuooK. yoexHad

(G YHKIIMOHUPOBAHUS

2

A0NYIICHO




YpoBeHb 0CBOEHHUS

«HEYJIOBJIETB
Ilnauupyemsie OPUTEILHO» | «YAOBJICTBOPH OmueHouHOE
pE3yJIbTATEl OCBOCHUA | \ipyigpmanb- -TEJIbHO» «XOPOILIOY | «OTIMYHO» |  cpencTBo
KOMIICTCHIIMH HBIN HE MUHHMAJIBHBIA | CpeIHHIA BBICOKHIA
JIOCTUTHYT (OpoTroBBIit)
CUCTEMBI HECKOJIbKO KOHTPOJIbHA
roCyJapCTBEHHOTO U HErpyOBIX 1  pabora
MYHUITUATIAIEHOTO OUIHOOK. (s
YIPABJICHUS 3a04YHOMN
Poccuiickoii dbopmbl
denepanun; ooIMe oOydeHus)
IIPUHLIUIIBI aHAIU3a U Bomnpocsl n
HCIMOJIb30BAHUS 3aaHud K
HOPMAaTHUBHBIX U JK3aMEHY
MPaBOBBIX
JIOKYMEHTOB B CBOEH
npodeccnoHaTEHOM
JEATEIIbHOCTH.
IIpu pemenun | Ilponemonctpu | Ilponemonc | IIpogemoHcT
YMeT: CTaH/APTHHIX | POBaHEI TPUPOBAHBI | PHPOBAHEI
aHAJIN3NPOBATh 3a71a4 He OCHOBHbBIE BCE BCE
HOPMaTHBHO- HPOJCMOHCTD | YMEHHS, OCHOBHBIC | OCHOBHBIC
IPaBOBLIC AKThHI B HAPOBaHbI peLIEHBI YMEHU, YMEHU,
cdepe 3BOIIOIINN OCHOBHBIC THUITOBBIC peLIeHBI Bce| PEelIeHBl BCe
COBPEMEHHOM yYMEHHS, 331241 C | OCHOBHBIC | OCHOBHbBIC
poccuiickoit UMEJIHM MECTO | HEerpyObIMU 3a/1a4H C 3a1a4n c
rOCYIapCTBEHHOCTH; rpyObIe OIINOKaMH, HerpyOBbIMH | OTAEITHHBIMU
CAMOCTOSTEILHO OIIHNOKH. BBITIOJTHEHBI BCE | OMIMOKaMHM, | HECYIIECTBE
HHTEPIPETHPOBATS 3a/1aHKsl, HO HE | BBIIIOJIHCHBI | HHBIMHU
HOPMATHBEE® U B TIOJTHOM | BCE 3aJlaHUs | HEJI0YeTaMH,
oObeme. B IIOJTHOM | BBITIOJIHEHBI
[paBOBbIC o0beMe, HO | Bce 3amaHus
AOKYMCHTBI, HEKOTOpbIE | B TIOJIHOM
HCIIOJIb30BATh c oGBeMe.
3aKOHOJaTCJIbCTBO, Hea0o4YETaMU
MOJI3aKOHHBIE
HOPMAaTHBHO-
IIPAaBOBBIE AKTHI B
npo¢ecCuOHAITBHON
cdepe nesITeNbHOCTH.
Baaners: . [Ipu pewenuun [Iponemonct
TOPHAMHCCKON craniaptHeix | Mmeercs PHPOBaHEI
TCPMUHOJIOTHCH 1 3aza4d He | MUHUMaNbHbIA | IIpoieMOH | HaBbIKKM IIpU
HABBIKAMH PAOOTBI C | yposieMOHCTp | HAGOp HABBIKOB | CTPHPOBAH | PeIICHHM
IIpaBOBbLIMHU aKTaMH, HPOBAHbI JUIsl  peleHus | bl 0a30BbIC | HECTAHIIAPTH
CIIPABOYHO- 6a3oBbIe CTaH/IapTHBIX HaBBIKH BIX 33J1a4 0e3
IIPaBOBBIMU HaBbIKH, 3a1a4 c | mpu




YpoBeHb 0CBOCHUS
«HEYIOBJICTB

IInanupyembie OPUTEILHO» | «YAOBJICTBOPH OleHOUHOE
pE3yJIbTATEl OCBOCHUA | \ipyigpmanb- -TEJIbHO» «XOPOILIOY | «OTIMYHO» |  cpencTBo

KOMITCTCHINH HBII HE MHUHHMAIIBHBIA | CpeaHuii BBICOKHI

JIOCTUTHYT (OpoTroBBIit)
CHUCTCMaMU, HMCJIM MCCTO | HCKOTOPBIMU peiCHun OIINOOK n
HaBBhIKAMHU aHaJIu3a rpy6me HEeao4YcTaMu. CTaHAapTH HEAO0YCTOB.
IIPaBOBBIX SIBJICHHIA, OIINOKH. BIX 3a/1ad C
IOPUINYCCKHUX HEKOTOPBI
(bakTOB, IPABOBBIX MH
HOPM H HezloueTam
MIPaBOOTHOIICHUH. "
7.3 TunoBble KOHTPOJbHBbIE 3aJaHUA WM HHbIE MAaTePHAJIbI,

HCOﬁXOHI/IMLle AJIF OHEHKHN 3HaHHﬁ, YMCHHﬁ, HABBIKOB H OIIBITA A€ATCJIBbHOCTH,

XapaKkTepu3ylImuX IJTanbl

ocsoenus OIIOII BO

Yemuwiit onpoc

(¢GopmMupoBaHus KoOMIETEHUHA B Ipouecce

Tema 1. CymHoCTh M CcOAepKAHHE JTOKYMEHTAIIMOHHOIO o0ecme4yeHHs B

ylpaBJieHUH

1.Ilenu u 3aga4u AUCITUTIIMHBI
2.OCHOBHBIEC TEPMHUHBI U OINPECIICHUS JETONPOU3BOICTBA

3.DyHKIMY U IPUHILIKIBI I€JIONPOU3BOJICTBA B YIIPABICHUU

4. JIOKyMEHTHUPOBAaHHE YIIPABICHUYECKON AEATEIbHOCTH
5.benoBoM U BIIEKTPOHHBIN TOKYMEHT

Tema 2. Ogopmiienne xenoBoro nucbma. Kimaccnpukanusa 10kyMeHTOB
1.IlonsiTne NOKyMEHTHUPOBAaHMS. biIaHKU AEIOBBIX TMCEM
2.TpeboBanus kK 0(hOPMIICHUIO IETOBBIX MTUCEM
3.CocTaB MOCTOSTHHBIX PEKBU3UTOB YIIPABICHYECKON JOKYMEHTALINH
4.Bunsl tokymeHnToB. O01mas kiaccupukamus

5.Knmaccudukanust TOKyMEHTHPOBAHUS YIIPABICHYECKON JAEATEIBHOCTH

Tema 3. J/lokymMeHTHpOBaHHE PacCHOPSAMTENbHON W HMCHNOJHHUTEIbHON
JAeSITeJIbHOCTH B MpoLecce ynpasBJIeHUs!
1. CymHoCTh M coaepKaHUE PaACHOPSAUTEIBHON AEATEIBHOCTH B NIPOLECCE

yIpaBJICHUs
2.CocTaB

JIOKYMEHTOB

OTPaXKAIOIINX

CoJIepIKaHue

pacopsAAUTEIIbHON
JEATEeIbHOCTH (MIPUKa3bl, PACIOPSHKEHUS, TIOCTAHOBIICHHUS, PEIIICHUE, YKa3aHUE)




3.CyIIHOCTP M  COJEpKaHHE OPraHU3ALMOHHO-NIPABOBOM  YNPaBIEHYECKOU
JOKYMEHTALUU

4.CocTtaB JOKyMEHTOB OTpaXKaloIIMX COJEp)KaHWE OpraHU3al[MOHHO-IIPABOBOM
yIpaBJIeHYECKON TOKyMEHTAINH

Tema 4. JlokyMeHTHPOBaHHE HH(POPMANUOHHO-CIIPABOYHOM W KaJAPOBOM

JesiTeJIbHOCTH B Npolecce ypaBJieHust
1.CymHoCTs M cojepkaHue HHPOPMAIMOHHO-CIPABOYHON JI€ATENIbHOCTH B
Mpoliecce YIpaBJICHUS

2.CocTaB IOKYMEHTOB OTPAXKAIOUIUX COJIepKaHUE HH(POPMAIMOHHO-CIIPABOYHBIX
BOIIPOCOB YIPABJICHUS

3.CyIIHOCTh U COIEpKAHUE KATPOBOM YIIPABICHYECKON JOKYMEHTAIIMU

4.CocTaB JOKYMEHTOB OTPAXKAIOUIUX JOKYMEHTUPOBAHUE TPYAOBBIX OTHOIIICHUH B
yIpaBJICHUH

5.3aKOHOJIaTENIbHOE PETYJIUPOBAHKUE TPYAOBBIX MPABOOTHOLICHUM

Tema 5. Jranel gokymeHTo00OpoTa. Opranusauus padoTbl ¢ BXOASALIMMU
JOKyMEHTAMU

1.IToHsATHE TOKYyMEHTOOOOPOTA U €TO 3TAIIbI

2.CTpyKTypHBIE TOAPA3ACIEHNUS MO IEIONPOU3BOJICTBY

3.OKCceAUIIMOHHBIE CITY>KOBI I€JIONPON3BOICTBA

4.Opraausanuy 1o XpaHeH!uIo TOKyMEHTallMOHHOTO (poHAa

5.0TBETCTBEHHOCTb JIMII, B paMKaX JOKYMEHTAllMOHHOI'O 00eCIeueHUs

Tema 6. Opranuzanusi padéoThl ¢ BXOASIIUMH JOKYMEHTAMH
1.Knaccudukanust BXOASIINX JOKYyMEHTOB

2.00paboTka BXOAIIEH KOPPECTIOHACHIIMHN B YIIPABICHUN
3.DyHKIMY U BUABI PETUCTPAIIUU BXOISAIIUX JOKYMEHTOB

4. TTopsAIoK perucTpauny BXOAAINUX JOKYMEHTOB
5.Heperucrpupyemble JOKyMEHTBI

Tema 7. MexaHu3M MCIIOJTHEHHUS JOKYMEHTOB B YIIPaBJICHUH
1. KoHTpOJIb 32 UCTTOTHEHNEM TOKYMEHTOB B OPTaHU3aLUH
2.1lenu u BUbI KOHTPOJI. OTBETCTBEHHBIE JTULIA

3.TexHOJIOTHSI HCTIOJHEHUSI KOHTPOJIBHBIX IOKYMEHTOB
4.Pe3omtouys 1 BU3UPOBAHKUE TOKYMEHTOB

5.0T1ansl yTBEPKICHUS U COTJIACOBAHUS JOKYMEHTA

Tema 8. Opranuzanusi padéoThbl ¢ HCXOAAIMMHU JOKYMEHTAMHA
1. Cioco0ObI perucTpaiuy UCXOISAIUX TOKYMEHTOB

2.DYHKIIUUA U BUBI PETUCTPALU UCXOIAIIUX TOKYMEHTOB
3.Ilopsaiok peructpanu UCXOISAIIEro TOKYMEHTa

4. AITOPUTM OTIIPABKHU UCXOIAIIECH KOPPECITOHICHIIUN
5.KOHTpOJb U yyeT UCXOAI1IEeH KOPPECTIOHACHIIUN



Tema 9. Texkyuiee xpaHeHHe JOKYMEHTOB

1. Opranu3zanys TEKyLIEro XpaHeHHs TOKYMEHTOB

2. IIpaBuiia nOArOTOBKU JOKYMEHTOB Ha apXUBHOE XpaHEHHE
3. OdopmieHue fen NOCTOSHHOTO U BPEMEHHOTO XPAaHEHUs
4. Yder ucnosib30BaHus OJIAHKOB B OpraHU3aliH

5. CocraBiieHHE ONUCEH 1€ U CBOJHBIX AKTOB

Tema 10. [ToaroroBka 10KyMeHTOB K Iepelayd HA XpaHEeHUE B ApXUB
1.HoMeHkmatypa fes1 B CTpyYKTYPHOM IOJIpa3AeICHUN

2.YHUUTOXKEHUE JIET C UCTEKIINM CPOKOM XPaHEHUS

3.XpaHeHHUE OTAEIBHBIX BUAOB JOKYMEHTOB

4. DKcnepTHhIE KOMUCCHH OpraHU3aluu

5. Be1OMCTBEHHBIN U TOCYJapCTBEHHBIN apXUB

Tema 11. HopmaTHBHO-IpaBoBOe H METOAUYECKOE PeryJUpPOBaHUE
AeJIONPOU3BOACTBA

1.3aKk0HO1aTENIBHO-TIPABOBOE PETYINPOBAHUE

2.HopMaTuBHO-METOANYECKOE PETYIUPOBAHUE

3.MucTpyKIus 1o JeI0nponu3BOJACTBY

4.Tabenb hopm yrpaBIeHUECKUX IOKYMEHTOB

5.Anp00M GopM yIIpaBICHUECKUX JOKYMEHTOB

Temwt 0oknaoos

1. CymHOCT, W COAEp)KaHUE JEIONMPOU3BOJCTBA, JOKYMEHTAI[MOHHOTO
oOecrieueHus: yIpaBICHHUS.

2. CymHOCTh W COAepXaHHE  JOKYMEHTHPOBAHHS  YIPaBICHUYECKOM
JeSITEIBHOCTH.

3. OcHOBHBIE BUIBI ICTOTPOU3BOICTBA UX XaPaKTEPUCTHKA.

4. CyImHOCTh U coiepKaHue OpraHU3aIui padOThI ¢ JOKYMEHTaMHU.

5.  Tlonarue qOKyMeHTa M CHCTEMBI JOKYMCHTAITUH.

6. [TonsiTne u knaccudukaius ynpaBlIeHYECKUX JOKYMEHTOB.

7. HopmatuBHO-MeToAMUECKOE oOecrieueHue JOKYMEHTHPOBAHUS
YIPABJICHUYECKOU IEATETLHOCTH.

8.  PernmamenTainus JOKYMEHTAIIMOHHOTO  OO€CTI€UEHUsS  yOpPABJICHUS B
OpraHu3aluu

9.  Pernamenranus HOKYMEHTAlIMOHHOTO OOECTICUECHMsI YMPAaBIICHHS B OpraHax

rOCyJapCTBEHHOW BJIACTH

10. PermamenTanusi JIOKYMEHTAllUOHHOTO  OOECIEUEHMsS  YNpaBJICHUS B
MYHHUIIMTNIATBHBIX OpraHax BjacTu cyobekTa PO

11. DxcnepTHas OLEHKa TOKYMEHTOB U TIOJITOTOBKA UX JUIsl Epejayl B apXUB
12. HOpuauyeckas cuiia ynpaBiIeHYECKOro JOKYMEHTA.

13. ®opmynsp-oOpasell, ero Ha3HaYeHUE, COCTAB PEKBU3UTOB.

14. OO6mwme QyHKIUU YyPaBIEHYECKOTO JOKYMEHTA.

15. CnenuanbHble PyHKLINN yIIPaBICHUYECKOTO JOKYMEHTA.



16. CoBpeMeHHOE TOCyIapCTBEHHOE perynupoBanue mpomecca JJOY.
17. CoBepIICHCTBOBAaHHWE  CHCTEMBl  JIOKyMEHTAallMOHHOTO  OOecredeHus
yIpaBICHUS.

Ketic-3a0anus

Keiic 1. [TpoBecT cpaBHUTENIbHBIN aHAIN3 YIIPABIEHYECKUX JOKYMEHTOB Ha
AIIEKTPOHHOM M OyMa)kKHOM HOCHUTENSX (B TaOJMYHOM BBIPAKEHUN ).

Keiic 2. Borueptuts Gpopmysisip o6paserr yriaoBoro G1aHka ¢ pacroiaokeHHEM
MOCTOSTHHBIX PEKBU3UTOB JIEJIOBOTO MHChMA.

Keiic 3. CoctaButh 1 0pOPMHUTH AOKYMEHT, MOJITBEPKIAOIINI HATHMUNE KaKUX-
1100 (akToB, COOBITHI, NEUCTBUM, C MPENTOKEHUE COCTABUTENS O TeX Mepax,
KOTOPBIE, IO €r0 MHEHUIO, TOJKEH NPEANPHUHATH PYKOBOAUTEND B CIIOKUBIIEHCS
CUTYyalUU.

Tecmoesoie 3a0anus

Tema 1. CymHocTh M cOAepKaHUE JTOKYMEHTAIIMOHHOIO ol0ecmeyeHHsl B
ynpaBJIeHUMH.

1.  Jlokymenmayuonnoe obecneuenue ynpagieHus - 3mo ...

a) mpolecc odecrneueHus: pabOTHUKOB JJOKYMEHTAMHU

0) moAroToBKa O(pUIMATBHBIX JOKYMEHTOB

B) COBOKYITHOCTh PabOT C JOKYMEHTaMHU

I) COBOKYNHOCTh pPadOT MO0 JOKYMEHTHPOBAHUIO W OPraHM3anuM padoThl ¢
JOKYMEHTAMU

2.  Jloxymenmuposanue ynpasieHueckou 0essmeibHOCmu - 3mo ...
a) paboTa ¢ JOKyMEHTaMH

0) nesTeNbHOCTh PAOOTHUKOB YIIPABIEHUS

B) COCTaBJICHHE O(DUIIMATIBHBIX TOKYMEHTOB

I') COOTBETCTBYIOIIEE 0hopMiIeHNE ODUITHATHHBIX TOKYMEHTOB

1) cocTaBjieHne U 0popMJIeHUE YIIPaBJIeHYECKHX JOKYMEHTOB

3. Opeanuzayus pabomol ¢ OOKYMeHmamu- 3mo ...

a) Bcsi paboTa C IOKyMEHTaMu

0) oTpakeHue AeATEIHPHOCTA OpPTaHU3aINH B OPUITHATBHBIX TOKYMEHTaX

B) o0ecnmeyeHre JOKYMEHTHPOBaHHOW  uH(popmanueii  padOTHUKOB
ylpaBJieHHsI BCeX YPOBHEl ynpaBjeHusl

I') COCTaBJICHUE JOKYMEHTO0O0pOTa OpraHu3aIuu

4, Cucmema 0okymeHmayuu — 3mo ...
a) COBOKYITHOCTDb IOKYMEHTOB, B3aMOCBSI3AHHBIX 10 0JTHOMY U3 MPU3HAKOB
0) Habop ouIIHATIBHBIX JOKYMEHTOB



B) COBOKYNHOCTh O(HUIMATHHBIX JOKYMEHTOB, OTPKAMOIINX  TEKYIIYIO
JEATENbHOCTh OpraHu3aluu

I') JOTUYECKasi B3aUMOCBSI3b OUIIUATBHBIX JOKYMEHTOB

1) OCTEA0BATEIbHOE COCIMHEHNE TEKYITUX JIOKYMEHTOB OpraHUu3aliu

Tema 2. O¢gopmirenne xenoBoro nucbma. Kinaccupukanus 10KyMeHTOB.

1. Jloxymenum - smo ...

a) pe3yibTaT IeSITeIbHOCTH paOOTHUKA YIIPABICHUS

0) cpeZICTBO J€JIOBOTO OOIIICHUS

B) HocUTeJdb HHGPOPMANUM, COCTABJIEHHBIH W  OQOPMJIEHHBIH 1O
YCTAHOBJIEHHBIM NPaBUJIaM

I') HOCUTEJIb HHGOPMAITUU

1) MaTepUaIbHbIN HOCUTETh HH(OPMAITIH

2.  Kraccuguxayus ooxkymenmos 6 3asucumocmu om cghepvl OesamenrbHOCmu
yenogeka npedycmampugaem oejleHue ux Ha ...

a) JIMYHbIEe U OPULIMATILHBbIE

0) opuLKanbHbIE U YIIPaBICHYECKUE

B) YIIPABJICHYECKUE U JEIOBbIE

I') BHYTPEHHUE Y BHEIIIHUE

J1) CPOYHBIE U OOBIYHBIE

3. Knaccuguxayus ookymenmos 6 3a8ucumocmu om Mecma ux COCMAGIeHUs]
npedycmampusaem oejlleHue ux Ha ...

a) BHyTPeHHHE W BHEIIIHHE

0) oduIMaIbHBIC U JIMYHBIC

B) CPOUYHBIE U OOBIYHBIC

I') OpraHU3aIlMOHHbBIC U PACTIOPSAUTEIIbHbBIC

1) IPaBOBbIE U KOMMEPUECKUE

4.  Jlenosoe nucoemo cocmasnsaiom Ha O1AHKAX ...
a) 1JIM MUCeM, YIJIOBBIX

0) s mucem

B) JJIsl TIICEM MPOIOJIbHBIX

I') Ha OOIIKX YTJIOBBIX

1) Ha OOIIUX MPOI0TBHBIX

Tema 3. J/lokymMeHTHpOBaHHMEe PACHOPAJAUTEIbHOH M HMCIOJHUTEJIbHON
NesITeJIbHOCTHU B MpoLecce yNnpaBJieHus!

1. B 3asucumocmu om YpO6HsA YNPAaeIeHUus pachopaoumenvbHbvle OOKYMeEHNbl
ovleaiom 6 8uoe ...

a) MpPaBoOBbIX aKTOB (helepaIbHOI0, PerHOHAJIBLHOI0 YPOBHEH M OTAeJbHBIX
oprasHu3anui

0) mpaBOBbIX akTOB npaButenbcTBa PO, npesunenra PO

B) IPABOBBIX AKTOB MUHUCTEPCTB, BEIOMOCTEH, OTPACIEBbIX AT€HTCTB

I') IPaBOBbIX aKTOB aJIMMHUCTpALIUN KpaeB, o0yiacTen



) oQUIUANbHBIX JOKYMEHTOB ()elIepalibHOTO, PErHOHANIbHOTO YpPOBHEH W
OTJEJIbHBIX OpraHu3alun

2. OpeaHvl ynpasienus 8 opeanu3ayusx uz0aom npagosvie aKmol 8 opme ...
a) penIeHuil, MOCTAHOBJICHUM

0) MOCTaHOBJICHUI

B) pelieHui

) YKa3aHUU

1) JIOTOBOPOB

3. K pacnopsoumenvuvim  0okymenmam, u30agaemviM — pyKOBOOUmeiem
OpeaHUu3ayul Ha OCHO8e eOUHOIUYHO20 NPUHAMUS PeUeHUL, OMHOCAMCS ...
a) pelleHus

0) pacniopsiKeHus
B) YKa3aHUs
) IPUKA3bI
1) TIOCTAaHOBJICHUS

4, IIpuka3zvl Oviaom ...

a) Mo 00IMM BONPOCAM H IO JUYHOMY COCTABY

0) MO0 OCHOBHOM J€ATEITLHOCTU

B) 10 KaJpOBBIM BOIpOCaM

T) MO0 JIMYHOMY COCTaBY

1) IO OOILIMM BOIIPOCAM, IO JINYHOMY COCTaBY, 10 OCHOBHOM J€ATE€IbHOCTH
5. PacnopsoumenvHyio uacmv meKcma pacnopsdceHuss Ha4uHaom ¢ 21a20.d. ..
a) 00sI3BIBAIO

0) npeajarato

B) IPUKA3bIBAIO

r) 00s13bIBaI0, MpPe1JIarar

1) IPEANKCHIBAIOLIETO OMPEIEICHHOE IeUCTBUE

6. Vkazanue — smo ...

a) pacnopsiAUTEJbHbIH JOKYMEHT, H31aBaeMblil PYKOBOAMTEJIEM JH00I0
YPOBHSl YIPABJICHHUS, KaK MPaBWJIO0, IO BompocaM HHGpOPMALMOHHO-
METOAUYECKOI0 XapaKrepa

0) MpaBOBOIl aKT, N3aBAEMbI PYKOBOJUTENEM JIFOOOTO YPOBHS YIIpPaBIEHUS, KaKk
IPaBUJIO, IO BOIIPOcaM MH(POPMALIMOHHO-METOJUYECKOTO XapaKTepa

B) IIPaBOBOI aKT, U3aBaeMblii PyKOBOAUTEIEM OpraHu3aluu Mo HH(YOPMALIMOHHO-
METOAUYECKUM BOIIpOCaM

I) TpaBOBOM akT, OQGOPMISIONIMI BIACTHBIE TMOJHOMOYUS PYKOBOAMTEIS
OpraHu3alMy 1Mo UHPOPMAIIMOHHO-METOIUYECKUM BOIIPOCAM

1) IPaBOBOM aKT, O(POPMIIAIONINI BIACTHBIE MOJTHOMOYMS CyOBEKTa YIIPaBICHHUS

Tema 4. JlokyMeHTHpPOBaHMe HH(POPMALNMOHHO-CIIPABOYHOM M KAaJApPOBOM
AeSITeJIbHOCTH B MpoLecce yIpaBJIeHUs



1. Cnpasouno-ungpopmayuornrvie O0KyMeHmbl — MO ...
a) aKThl, MPOTOKOJIbI, 1eJI0OBbIE MUCHMA

0) OOBSICHUTENBHBIC 3AMUCKHU, TPUKA3bI, AKTHI

B) JOKJIQTHBIC 3aITMCKH, 3asBIICHUS, YKA3aHUS

T') aKThI, TPOTOKOJIBI, YKa3aHHUsI, 3asIBIICHUS

1) MAChMA, HHCTPYKIIHH, TTPOTOKOJIBI

2. Axm — 3mo 0oKkymenm, ...

a) COCTABJICHHBbIM TPYNIOH JIMIl B MOATBEP:KICHHMH KAKHX-JIU00 (PaKToB,
COOBITHIA, JeHCTBUM

0) conaepkamuidi 3amuch TPOBOAUMBIX COOpaHM, COBEIIAHWM, 3acedaHud u
MPUHATHIX HA HUX PEIICHUIN

B) coJiepKallinii MpochOy WK MPEJI0KEHNUE U aJJPECOBAHHBINA PYKOBOIUTEIIO

T) coJiepxKaluii 00CTOSITENIFHOE U3JI0KEHUE KaKOTO-TM00 BOMPOCa, aJpeCOBAaHHOTO
PYKOBOJUTENIO, C BBIBOJIAMU U TIPEAJIOKEHUSIMU COCTABUTEIIS

1) OOBACHSIOINNA TPUUUHBI KAKUX-JIHOO (aKTOB U aAPECOBAHHBIN PYKOBOJUTENIO

3. Ilpomoxon —smo ookymenm, ...

a) cojepkalIUil 3alUCHh MPOBOAUMBIX COOpPaHUil, COBCIIAHMH, 3aCeJaHUNl U
NPUHATBHIX HA HUX pelieHui

0) cocTaBiIeMbli TPYMIION JIUII B MOJATBEPKACHUHN KaKUX-IU00 (PaKTOB, COOBITUH,
JEUCTBUM

B) coJiepKalluii MpOoCchOy MM MPEJI0KEHNUE U aJpECOBAHHBINA PYKOBOIUTEIIO

I') CoIepKalInil 00CTOSITENIbHOE U3JI0KEHHE KaKOT0-THO0 BOIPOCca, aApeCOBAHHOTO
PYKOBOJMTEIIO, C BBIBOJAAMU U MPEIJIOKEHUSIMU COCTABUTEIIS

1) OOBSCHSIOIMINNA TPUINHBI KAKUX-IHO0O0 (PaKTOB U aJAPECOBAHHBIN PYKOBOIUTEIIO

4, 3asenenue — 5mo OOKyMeHm, ...

a) coaeprkalMid NPOCbOYy WK MpeIJIoKeHHe U AIPECOBAHHBIA PYKOBOIUTEIII0;
0) COCTaBJICHHBIN TPYIIION JIUI] B MOATBEPKICHUU KaKUX-THOO0 (PaKTOB, COOBITH,
JICVCTBUM

B) coJiepXaluii 3amuch MPOBOAUMBIX COOpaHU, COBEUIAHUN, 3aceIaHuil U
MPUHATHIX HA HUX PEIICHUI

') OOBSICHSIONMI IPUUMUHBI KaKUX-THO0 (DaKTOB U aJIpeCOBAHHBIN PYKOBOJIUTEIIO
1) coJiepKaliuii 00CTOATEIbHOE U3JI0KEHHE KaKOro-JIn0o BOMpoca aApeCOBAaHHOTO
PYKOBOJUTEIIO, C BBIBOJIAMU U NIPEAJIOKEHUSIMU COCTABUTEIIS

Tema 5. Jranbl noxkymeHTOoO0OOpOoTa. Opranusauuss padoTsl ¢ BXOASIIUMH
TOKYMEHTAMH.

1. Jlenonpouzsoocmeo — smo ...

a) OTpacib 3HaAHUS

0) BU] yIPaBJIEHYECKON AESATENBHOCTU

B) CHHOHUM TE€pPMHHA «JOKYMEHTAIMOHHOE 00eCTIeueHrEe YIIPABICHUS



F) BCHA paﬁoTa C JOKYMCHTaAMH, HAYUHAA ¢ MOMECHTA UX CO3JaHMUA HJIH
IMOJIYYCHHUS U 10 CIaY1 B apXHUB

2. K epynne 6xoosauux 0oxymenmos MoxcHo omnecmu
a) 1eJI0BbI€e MUCbMA

0) opraHM3aIMOHHBIC JOKYMEHTHI

B) MPUKa3bl OpraHU3aIUH

T') TOJDKHOCTHBIE HHCTPYKITAN

3. IOpuoduueckyro  cuny  oguyuanvHomMy  OOKYMeHmy  obecnedusaem
coomeemcmaue e2o ...

a) MpaBUJIaM COCTaBIICHUS! OPHUIIMATEHOTO JOKYMEHTa

0) BHYTpEHHEMY paclopsIKy JaHHON OpraHu3aluu

B) KOMIIETEHIIMU JOJKHOCTHOIO JIUI[A

I') JEUCTBYIOLIUM CPOKOM COCTaBJICHUS JOKYMEHTa

/1) 3aKOHOAATeIbCTBY, KOMIIETEHIMH U3AI01Iero ero OpraHa uiu padoTHUKa
yHpaBJIeHHs, YCTAHOBJICHHBIM NPABWJIAM COCTABJICHHUS U 0GopMIICHUS

4. B o6veme 0okymenmoobopoma ciedyem yuumvl8amn.

a) BCE BXOJIAIIME U UCXOIAIINE JOKYMEHTHI 32 ONPeIeNICHHBIN Mepro]i BpeMEHU BCe
BHYTPECHHHE JIOKYMEHTHI H BCE KOTIMH 3a OTPE/IEIICHHBIN MTePHO,T BpEMEH!

0) Bce BXOAMAIINE W UCXOMAIINE JOKYMEHTBI 32 ONPEACIICHHBIN TIEPHO]] BpEMEHU

B) BCe BXO/AsIIIHNE, HCXOAAIIHNE U BHYTPEHHHUE IOKYMEHThI, a TAK)Ke BCe KOMUH
3a omnpe/ieJIeHHbII epro1 BpeMeHH!

Tema 6. Opranmzanusi padéoThl ¢ BXOASIIIIMMHA JOKYMEHTAMH.

1. Jlna onmumuzayuu u cokpauwjeHus O0OKyMeHmMoNnomoKo8 HeoOxooumo:. ...
a) pa3padoTaTh TEXHOJOTHYECKUE CXeMbI IBUKEHHS IOKYMEHTHPOBAHHOI
uHpopMaLMU;

0) MpoBeIcHNE UHCTPYKTUBHBIX 3aHATUN

B) cocTaBlieHHe UHCTpyKuu 1o JI0Y

r) coznanue ciyxost IOY

1) ONpe/IeICHHe KOHKPETHBIX HCIIOJHUTEIIEH, OTBETCTBEHHBIX 32 IOJITOTOBKY
JOKYMEHTOB

2. Ina ¢puxcayuu u ananuza 08UdHCeHUs OOKYMEHMO8 COCMABTIAIONM. ..
a) TaHbl-rpaduKu

0) MAPLIPYTHO-TEXHOJIOTHYECKHE CXEMbI

B) JIOJDKHOCTHBIE MHCTPYKIINHU

r) rpaduKu

1) yKazaHus

3. Opeanuzayus pabomvi ¢ OOKYMeHmMamu eKaodaem 6 cedsi pabomol ...
a) COCTaBJIEHUE JOKYMEHTOB



0) obopmiieHrE TOKYMEHTOB

B) Iiepeaya JOKYMEHTOB BHYTPH OpraHU3aluu

I) pacnpeneneHue padoT ¢ TOKyMEHTaMU MeXIy paOOTHUKaMU YIpaBIEHUs
1) obecrieyeHre JOKYMEHTUPOBAHHOI nH(pOpManueil padOTHUKOB BCexX
YPOBHEH ynpaBjeHUs

4, B obpabomky éxooswezo 0okymenma smom 3man He 6Xo0um
a) pacCCMOTpEHUE

0) BCKpBITHE KOHBEPTOB

B) COIJIaCOBaHMeE

5. Inasnoe npasuno opeanuzayuu 0OKyMeHmoobopoma — 3mo:

@) CTaOWIbHBIN MapUIPYT JBUKEHUS, KOTOPBIM 3aBUCUT OT COCTaBa U COJIEPKAHUS
JIOKYMEHTOB M OT IPUHSTON B OPTaHU3AIMU TEXHOJIOTUU padOT C TIOKyMEHTaMU

0) onepaTuBHOE MPOXO:KIeHHE JOKYMEHTA 10 HauboJiee KOPOTKOMY M PSIMOMY
MapLIPYTy ¢ HAUMEHbIIUMH 3aTPATAMH BPEMEHHU

B) CTEPEOTUIIHBIE MAPLIPYThI ABUKECHHSI CBOMCTBEHHBIE BXOASAIIUM JOKYMEHTAM C
HaMEHBIIMMH 3aTpaTaMU BPEMEHU

Tema 7. MexaHu3M MCIIOJTHEHUS AOKYMEHTOB B YIIpaBJICHUMN.

1.  Llenv konmpons 3a ucnojiHenuem OOKYMeHMmMOo8 6 ...

a) CBOEBPEMEHHOM U Ka4eCTBEHHOM HCIOJIHEHUH JOKYMEHTA 10 CYLeCTBY U
cpokam

0) MPOBEICHUHN CBOEBPEMEHHOT'0 aHAJIM3a MOJyYeHHBIX JOKYMEHTOB

B) YTOYHEHHUE CPOKOB UCIIOTHEHUS JOKYMEHTOB

T') MPOBEPKE UCTIOJIHEHUS JOKYMEHTA TI0 CYIIECTBY pacCMaTPUBAaEMOTO B HEM
BOTIpOCa

2. Tlocneonuti sman pabomul ¢ 0OKyMeHMAMU HA3bLBACMCSL
a) crayei B My3en

0) cnaueil B apxusB

B) ONyOJIMKOBAHUE BO BCEX POCCUMCKHUX Ta3eTax

I') IOCTAHOBKOM Ha y4YeT

3. Knaccugurayua ookymenmos 6 3asucumocmu om mecma ux COCMAGIeHUs]
npedycmampusaem OejleHue ux Ha ...

a) BHyTPeHHHE U BHEIIHUE

0) oduIMaIbHBIC U JIMYHBIC

B) CPOYHBIC U OOBIUHBIC

I') OpraHU3aIllMOHHBIE U PACTIOPSIUTEIIbHbBIC

1) MPaBOBbIE U KOMMEPUECKHUE



4.  Knaccugurxayus 00KyMeHmos 8 3a8UcCUMOCmu om cmenenu 0653ameibHoCmu
UCNONIHEHUS npedycMampusaem oeleHue Ux Ha ...

a) IMpeKTUBHbIE

0) MpaBOBBIC 1 KOMMEPUYECKHUE

B) CPOYHBIC U OOBIUHBIC

') BHyTPEHHUE ¥ BHEIITHUE

Tema 8. OpraHn3aunﬂ paﬁ()Tbl C HCXOAIUMHU TOKYMECHTaMMU.

1.  /na omnpasku npunumarom 0OKyMeHmyl ...

a) 3aperucTPUPOBAHHbBIC

0) B Hy>)KHOM KOJIMYECTBE

B) B HY’)KHOM KOJIMYECTBE U UMEIOIIUE IOPUANYECKYIO CHITY

r) MMelolIie PUIHYECKYI0 CHITY

1) OT UCTIOJIHUTEIeH

2. [ pynnvt 0ocmyna neobdxooumwl :

a) JUIsl TIPEAOCTABIICHUS TIpaB KOHTPOJEpa COTPYAHHKAM OOS3aHHBIM CJICAHWTH 32
NEUCTBUSIMH MOJIL30BaTEIEH CUCTEMEI

0) B cirydae OTCYTCTBUS COTPYJAHHMKA OTBETCTBEHHOTO 3a PabOTy HajJ JOKYMEHTOM
1 HE0OXOIMMOCTBIO €€ MPOIOHKCHHE B €T0 OTCYTCTBHE

B) Ui OPraHM3alMU J0CTYNa K JOKYMEHTaM /Jsi OTJeJIOB OpPraHu3aium,
KOJJIEKTHBA COTPYIHUKOB, Pa00TAIOIIUX HAJ OT/IeJIbHBIM POEKTOM

3. Henecuposarue npas oocmyna Heooxooumo:

a) B cJyyae OTCYTCTBUSI COTPYAHMKA OTBETCTBEHHOr0 3a PpadoTy Haj
JTOKYMEHTOM M HE00X0TUMOCThIO ee MPOI0JKeHHE B €r0 0TCYTCTBHE

0) I MpemoCTaBICHUS MPaB KOHTpoOJIepa COTPYAHUKAM OOS3aHHBIM CIEAUTH 3a
JEUCTBUSMH MOJIb30BATEIEH CUCTEMBI

B) JUIS OpraHW3aluu JO0CTyna K JOKyMEHTaM JUisi OTIEJIOB OpraHuU3allui,
KOJUIEKTHUBA COTPYAHUKOB, pa0OTAIONIUX HAJT OTAEIBHBIM IPOSKTOM

4. Jlondxxcnocmuas uHCmpyKyus — 3mo ...

a) NPaBOBOM aAKT, M31aBaeMbli OPraHU3alNueil B LeJsX perjiaMeHTaluu
OPraHU3alMOHHO-TIPABOBOI0 MOJI0KeHUs PA00THUKA U 00eCcneYuBaKO NI
ycJjaoBus AJs1 ero 3¢ GeKTuBHON padoThI

0) TOKYMEHT, ONPEACIIAIONINI cTaTyc paOOTHUKA B OPraHU3aAIuU

B) JOKYMEHT, ONPEICTISIONINN TTOJI0KEHNE PA0OTHUKA B OpraHU3aIluu

I') IPAaBOBOM aKT, peTIaMEHTUPYIOIIUN MOPSIIOK EeATebHOCTH paOOTHUKA B
OpraHu3anuu

1) MPaBOBOM aKT, OMPEEISIONNN 00I3aHHOCTH paOOTHUKA B OpTraHU3AINH

Tema 9. Texkyuiee xpaHeHne J0OKyMEHTOB

1. Jleno - smo ...

a) BOIIPOC, periaemMblii pabOTHUKaMU YIIPaBICHUS

0) COBOKYIIHOCTb JOKYMEHTOB, CTPYNIIIMPOBAHHBIX 110 OIPeIeTEHHOMY
NPU3HAKY WIH BONPOCY



B) YIIPABICHYECKHUE IOKYMEHTHI
T') anKa-CKOPOCIINBATEh C JOKyMEHTaMHU
1) TIPOLIECC PEIICHUS TTPOOJIEM.

2. Homenxnamypa oen — smo ...

a) MHOTO(YHKITHOHATBHBINA JOKYMEHT

0) cucTeMaTH3HPOBAHHBIN NMepeyeHb HAUMEHOBAHUI /1e]1 ¢ YKa3aHHEM CPOKOB
UX XpaHeHUusl

3) cxeMa Ki1acCU(pUKAIIUU JJOKYMEHTOB ITPH pacIpe/IeICHUN UX B Jea

4) COBOKYITHOCTb JIEJI, TIOJIICKAIUX XPAHCHHUIO

5) COBOKYITHOCTB JICJT TOCTOSTHHOTO M JJOJTOBPEMEHHOT'O CPOKOB XpaHEHUS

3. /leno ne dondcHo npegvliiams ...

a) 250 mcToB NMpPH TOJIIIUHE He DoJiee 4 cm
0) 250 nUCTOB MpU TOJIIMHE HE MEHEE 5 CM
B) 200 nUCTOB IpHU TONIIUHE HE MEHEE 4 CM
r) 250 TUCTOB MpH TONIIMHE HE MeHee 4,5 cM

4, Paznuuarom 6uovl Homenknamyp oen 8 opeaHuzayui...
a) BHYTPEHHSS

0) BHEIIHSA

B) TUIIOBAast

T') IpUMepHas

1) KOHKPETHOM OpPraHu3auuu

Tema 10. [ToaroroBka 10KyMEHTOB K Iepeayd HA XPaHEHUE B APXUB

1. HHnousuoyanvras HomMeHKIamypa opeanu3ayuu 0eil 3a600Umcsi ...
a) Ha KaJIeHAapHbIA roj

0) onuH pas

B) JI0 U3BMCHCHUS CTPYKTYPhI OpraHu3aIuu

T') 110 PEIICHUI0 PYKOBOAUTEIIS

2. Hnousuoyanvnas nomenkaiamypa oen, pazpabamsiéaemcsi ¢ UCNOIb308AHUEM

a) TUIIOBOM ¥ MPUMEPHOIl HOMEHKJIATYP /e

0) HOMEHKJIaTypbl IPOU3BOIUMBIX TOBAPOB

B) IEPEUHS OKA3bIBAEMBIX YCIIYT

r) O0uIepoccuiicKoro Kiaccupukaropa npenpusITHl 1 OpraHu3aui

3. OmeemcmeenHocmy 3a cocmasienue (KoppeKmupoeKy) HOMEHKIAmypsl 0ell
Op2aHU3ayUU 80310HCEHA HA ...

a) cayxoy 10Y

0) IOpPUIUIECKYIO CITYKOY

B) apXUBHYIO CITyKOy

I') BBIIIECTOSIIYIO0 OPraHU3aIII0



4, Homenxnamypa oen opeanuzayuu ymeepacoaemcs pyKogooumenem ...
a) OpraHu3amumn

0) PKCIEPTHO-MIPOBEPOTHON KOMHUCCHU

B) BEJIOMCTBEHHOTO apXHBa

r) cay0s1 JIOY

5. Apxusnwiii hono — smo...

1) COBOKYNIHOCTH APXMBHBIX JOKYMEHTOB, HCTOPHMYECKHUX W/WJIN JOTHYECKH
CBSI3AHHBIX MEXKAY c000it

2) yCTaHOBJICHHBIN JIJIsl apX1Ba COCTaB JIOKYMEHTOB, MOJICKAIIUX XPAHEHUIO

3) pacnpeneneHue TOKYMEHTOB 10 apXUBHBIM (DOHIaM M apXUBHBIM KOJUICKITUSM
4) cienraibHO 000PYIOBAHHOE MTOMEIIEHUE JJIsI XpaHEHUST aPXUBHBIX JTJOKYMECHTOB
Tema 11. HopMaTHBHO-IPaBOBOE H MeETOAUYECKOE PeryJUpPOBaHUE
JeJIONPOU3BO/ACTBA.

1. B pazoen obwue nonosicenuss 0okymenma 6xoosam
a) 1eJIM M 3a1a4 U

0) GopMBI 1 METOIBI YIIPABJICHUS

B) KOHKPETHBIE 0053aHHOCTH

I') CIIOCOOBI PETUCTPALIUH

2.  Ha kaxom Ooxymenme He cmasumcs peKeU3Um HAUMEHOB8AHUE 6UOa
0oKyMeHma

a) Ycrase

0) TOJKHOCTHOM MHCTPYKIUU

B) MUCbMeE

I') pacopsKEHUN

3. [aiime onpeodenenue ooxymenma no I'OCT:

a) COBOKYITHOCTh PEKBU3UTOB O(PHUIIMAIBHOTO MUChMaA

0) cTaHIapTHOE PACONIOKEHUE MaTepraa

B) MaTepuaJibHbI 00beKT ¢ MHpopManueil, 3a()MKCUPOBAHHOI CO3JIAHHBIM
YeJI0BEKOM CI0CO00M, JIA eé nepeaayu BO BpeMeHHM U IPOCTPAHCTBE

I') TEKCT

Pybescnaa konmpoavnaa paboma (011 3a04HoOU hopmbl 00yueHus)

Tema 1. CymHOCTh M cOAepKAHHE [TOKYMEHTAIIMOHHOIO o0OecreyeHHsl B
ynpaBJieHUH.
1. Dtansl pa3BuUTHS A€I0NPON3BoACTBA B PD.

2. OcHOBHBIE OHATHUS JOKYMEHTAI[MOHHOTO O0eCTIeueHusl.
3. I[punnumne! opraau3anuu paboThl ¢ JOKyMEHTaMHU.
4. Tlokasarenu kauecTBa pabOTHI C TOKYMEHTAMH.



Tema 2.
1.

2.
3.
4.

Odopmirenne nenoBoro nucbma. Kimaccupukanusi 10KyMeHTOB.
OcHoBHBbIE TpeOoBaHUS K 0()OPMIICHUIO IETOBOTO MUChMA.

IOpI/II[I/I‘ICCKaH Cujla 1OKYMCHTA. bnanku JOKYMCHTOB.
yHI/I(I)I/IKaHI/IH N CTaHdapTU3anuAa M TUIIU3alWA JOKYMCHTUPOBAHHA.
CocTaB TOCTOSHHBIX PEKBHU3UTOB ACJIOBOTO ITMCbMaA.

Tema 3. J/lokyMeHTHpOBaHHME PACHOPAAUTEbHOH M HMCIOJHUTEJIbHOU
AesITeJIbHOCTH B Mpouecce ypaBJieHUs.

1.
2.

3.
4.

OcHOBHBIEC BUBI U XapaKTEPUCTUKA PACTIOPSAUTEIHPHON JOKYMEHTAITHH.

CocTaB [TOKyMEHTOB OTPaXKAIOIIUX COACPKAHUE PACIIOPSAUTEIHHON
ACeSTENbHOCTH (MIPHUKA3bl, PACHOPSIKCHHsI, TOCTAHOBICHUS, PpEIICHHE,
yKa3aHue).

OpraHu3aimoHHO-TIPaBOBAs JOKYMEHTAITUS: XapaKTEPUCTHKA, IIPUMEPHI.
CocTtasnenue u ohopmIIeHUE MPOTOKOJIOB.

Tema 4. JlokyMeHTHpPOBaHMe HH(POPMALMOHHO-CIIPABOYHOM M KAaJApPOBOM
AesITeJIbHOCTH B Ipouecce ypaBJeHUs.

1.

CymHOCTb U cofepkaHue MH(HOPMALMOHHO-CIIPABOYHOU EATEIbHOCTH B
IPOLIECCE YIPABJICHHUS.

CocTtaB JOKYMEHTOB OTpaXaroUIMX COJEpKaHue WH(OPMAIIMOHHO-
CIIPABOYHBIX BOIIPOCOB YIIPaBICHHUS.

CyIIHOCTB U COJIepKaHUE KaAPOBOM YIIPABICHYECKON JOKYMEHTAIIUH.
CocTtaB JOKYMEHTOB OTpa)XarolUX JIOKYMEHTHPOBAaHUE TPYAOBBIX
OTHOLIEHUH B YNPABJICHUH.

Tema 5. Dranbl gokymMeHTOOOOpOoTa. Opranusanus padorTbl ¢ BXOASNIMMU
JTOKYMEHTAMHU.

1.
2.
3.
4.

Tema 6.

1.
2.
3.
4.

Tema 7.

1.
2.

[TonsiTHEe TOKYMEHTOOOOPOTA U €T0 ATAIIbI.

CrpyKTypHBIE TOAPA3AECIECHUS 110 AEIONPOU3BOICTBY.
OKCHEANITMOHHBIE CITYKOBbI JEIOMPOU3BOICTBRA.

OTBETCTBEHHOCTbD JIUI], B paMKaX JJOKYMEHTAIIMOHHOTO 00eCTieYeHUsI.

Opranusanus padoThl ¢ BXOASIIUMHI JOKYMEHTAMHU.
Knaccudukanus BXoASIIMX JOKYMEHTOB

O06paboTKa BXOSIIIIEH KOPPECTIOHICHIINN B YIIPABJICHHH.
OYHKIMK 1 BUIBI PETUCTPAITUN BXOASIIUX JIOKYMEHTOB.
[Topsiok perucTpauy BXOASIINX TOKyMEHTOB.

MexaHu3M UCIIOJTHEHUS AOKYMCECHTOB B YIIPpaBJICHUH.
KOHTpOJ'H) 3d HCITIOJJHCHUEM NOKYMCHTOB B OpraHHU3aIuU.

HGHI/I " BUJbI KOHTPOJIA. OTBEeTCTBEHHBIC JMna.



3. TexXHONOrHus UCIIOJTHEHUS KOHTPOJIbHBIX JTOKYMCHTOB.
4. Pe3omonms u BHU3HUPOBAHUC JOKYMCHTOB.

Tema 8. Opranusanus padoTbl ¢ HCXOAAUIUMH JOKYMEHTAMH.
1. CnocoObl peructpai HCXOASAIMIMX JOKYMEHTOB.

2. OYHKIIUY W BUJBI PETUCTPAIIMHA UCXOISIINX JOKYMEHTOB.
3. Tlopsmok perucTpanuu UCXOIAIIETO TOKYMEHTA.
4, Anroput™m OTHpaBKH UCXOJSIIECH KOPPECTIOH ICHIINH.

Tema 9. Tekyiee XxpaHeHue J0KyMEHTOB.
1. Opranuzanus TEKyIIero XpaHeHUs JOKYMEHTOB.

2. TlpaBusia mOArOTOBKU JOKYMEHTOB Ha apXUBHOE XpaHEHHE.
3. OdopmieHue e MOCTOSHHOTO U BPEMEHHOTO XPaHEHUSI.
4. CocTtaBieHHE OMUCEN JEN U CBOJHBIX aKTOB.

Tema 10. [ToaroroBka 10KyMEHTOB K IepeIavyd HA XpPaHEHUE B ApXHB.
1. HomenkmnaTypa el B CTPYKTYPHOM TO/Ipa3/IeJICHUN.

2. YHHUUYTOXXEHHUE JIeT C UCTEKITUM CPOKOM XPAHEHUS.
3. DKcrnepTHbIE KOMUCCHH OpPTaHU3alNH.
4. BegoMCTBEHHBIN U TOCYAapCTBEHHBIN apXUB.

Tema 11. HopmaTHBHO-IpaBoBOoe H METOAUYECKOE PeryJUpPOBaHUE
JAeJIONPOU3BOACTBA.
1. 3akoHOJAaTENHHO-TIPABOBOE PETYINPOBAHUE.

2. HopMaTHBHO-METOIMYECKOE PETYINPOBAHHUE.
3. MHCTpyKLHMs 1O 1€7I0NPOU3BOJCTBY.
4. TaGenb popM yIpaBIeHUECKUX JOKYMEHTOB.

Bonpocul u 3a0anusn ona npoeedenus nPomexcymouHo20 KOHmpoaa (IK3amena)

Komnemenyusi: cnocobHocms ucnoib306ams 0CHOBbL NPABOSHIX 3HAHUL 8 PA3TUUHBIX
cpepax oesmenvrnocmu (OK-4)

Bonpocwl k ax3ameny
[ToHsiTHE TOKYMEHTUPOBAHUS ACATECIHLHOCTH OpraHU3alliH.

[Tonsitue nokymenTa. Buabl JOKYMEHTOB.

[ToHsiTHE CcHCTEMBI TIOKYMEHTALMU. BUIbI cUCTEM JOKYMEHTALIMH.
biianku 1OKyMEHTOB.

MaiuHonucHoe opopMiieHue TOKYMEHTOB.

o0k wWwNE

HopMaTuBHO-METOAMYECKOE  pEriiaMEHTUPOBAaHWE  JOKYMEHTAIIHOHHOTO
oOecrieueHus: ypaBJiIeHHUS.
7.  Bunpl 1okyMeHTHUpPOBaHMSI B OpraHU3aLUU.



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

16.
17,

18.

19.

20.

21,
22,

23.
24,
25,
26.
217,
28.
29.
30.
31.

32.
33.

dopmysip-obpazer] OpraHu3aOHHO-PACTIOPSAUTEILHON JOKYMEHTAIUH.
Cucrema opraHu3alMOHHO-PaCIOPSAAUTEIBHON JOKYMEHTALUH.

[TonsiTue opranu3anuu padoThl ¢ JOKYMEHTaMHU.

IOpuanyeckas cuna TOKyMEHTA.

DopMyIsap JOKYMEHTA.

Cucrema pacnopsaUTEeNbHOM JOKYMEHTaluu B (efepalbHBIX OpraHax
rOCyJIapCTBEHHOTO YIIPABJICHUS.

Cucrema pacnopsIMTENbHOM  JTOKYMEHTAaMH B  OpPraHax MECTHOIO
caMOYITpaBJICHUS.

CocTaB M Ha3zHAYCHUE PACIOPSAUTENBHBIX JOKYMEHTOB B MYHMIIMIAIBHBIX
IPEANPUATHAX U YUPEKICHUSIX.

Cucrema cipaBOYHO-MH(POPMAIIMOHHOM TOKYMEHTAIINH.

Cucrema  OpPraHM3allMOHHO-TIPABOBOM  JOKyYMEHTallUM B  OpraHax
roCyapCTBEHHOM U MYHUIIUNAJIbHOW BJIACTH.

Cucrema OpraHu3allMOHHO-TIPABOBOM JTOKYMEHTAllMd B TOCYJapCTBEHHBIX U
MYHUIMIAIBHBIX OPraHU3aLUsX.

Cucrema pacrnopsiIMTENbHONM JOKYMEHTALMM B PETMOHAJIBHBIX OpraHax
rOCYAapCTBEHHOTO YIIPaBJICHUS.

CocTaB M Ha3HAYEHUE PACHOPSIUTEIBHBIX TOKYMEHTOB B TOCYJApCTBEHHBIX
NPEANPUATUIX U YUPEKICHUSIX.

Ha3nauenue, cocTaB 1 0COOEHHOCTH PacHOPSIUTEIbHBIX JOKYMEHTOB.
Ha3znauenne, coctaB M OCOOEHHOCTH  CIPAaBOYHO-UH(DPOPMALMOHHOM
JOKyMEHTALUH.

Peructpaumss u uHAekcauus JAOKYMEHTOB B CHCTEME OPraHHM3alUMOHHO-
pacnopsIIUTENbHON TOKYMEHTALUN.

Bunel v popMbl peructpanu JOKyMEHTOB.

OYHKIHMH PETUCTPALIUH.

Tabenb popMm ynpaBieHYECKUX TOKYMEHTOB.

Opranuzanus cinyx0b1 IOY B KOHKpETHOU OpraHU3aluu.

TexHOonoruss KOHTPOJS MCIHOJIHEHHS JOKYMEHTOB B TOCYJApCTBEHHBIX U
MYHHULUIIAIBHBIX OpraHax yIpaBJICHHUS.

PernamenTtanusi  IOKyMEHTAllMOHHOTO  OOECIeUeHUs  YNpaBieHHUs B
OpraHU3alyH.

['ocynapcTBeHHOE — peryjiMpoBaHUE  JIOKYMEHTALMOHHOTO  OoOecredyeHus
YIpPABJICHUS.

3aKoHOJIaTEIbHOE PErJaMEHTUPOBaHUE JOKYMEHTAIMOHHOTO oOecreyeHus
YIPABJICHHUS.

Ocobennoctu paboThl ¢ KOH(PHUICHIIMATEHON HH(MOPMAITHEH.

CocraBnenne u o(opmJIeHHE MNPUKA30B U PACIOPSHKEHUH MO JMYHOMY



COCTaBY.
34. Vcnonb3oBaHuE YIIIOBOrO OaHKa B MPOIIECCE TOKYMEHTUPOBAHMS.
35. Hcnonb3oBaHue NpoAOJIBLHOTO OJIaHKa B MPOLiecce JOKYMEHTUPOBAHMUS.

Ilpakmuueckue 3a0anus 0,151 IK3ameHa

3aganue 1. CoctaBuTh 1 0QOPMUTH JOKYMEHT, MOATBEPKAAIOIINIA HATHINE
KaKuX-TM00 (PaKToB, COOBITHIA, NEHCTBUMN, C TIPEITIOKCHUE COCTABUTENIS O TEX
Mepax, KOTOpPbIE, 10 €r0 MHEHHIO, JIOJDKEH NMPEAIPHHATh PYKOBOIUTEND B
CJIOKHBIIENCS CUTYaLlUH.

3aganue 2. CoctaBuTh U 0QOPMUTH JOKYMEHT, COACPKABIIHIA TPOCHOY MITH
IIPEJIOKEHHUE U aJPECOBAHHBINA PYKOBOAUTEN0. ONIpenenTh K KaKoi TpymIe
OTHOCHUTCS JJOKYMEHT COIVIACHO YCJIOBUAM 3aJaHusl. JJOKyMEHT JOJDKEH COAEPKATh
BCE ITIOCTOSIHHBIE PEKBU3UTHI, BKJIKOYAs PE3OJIIOLIUI0 PYKOBOIUTEINS, a TAKXKE
LITaMI O TOCTAaHOBKE HA KOHTPOJIb.

3apanme 3. CoctaButh U OQGOPMUTH PACHOPSDKEHHE O KOMAaHJIUPOBAHUU
COTPYHHUKOB JIJIs1 TPOBEJICHHUS BHIE3JHOTO COBEIIAHUS IO BOMPOCY MPABOMEPHOCTH
MPUBATU3ALIMY 3€MEJIBHOTO Y4acTKa.

Tecmoenie 3a0anus 0na IK3amena

1. Jlenonpouzsoocmeo — smo ...

a) oTpacib 3HaHUS

0) BUJI yIpaBIIEHYECKON JAEATEIHHOCTU

B) CHHOHUM TEPMHHA «JOKYMEHTAIMOHHOE 00€CTIeUeHUE YIIPABICHUS
r) Bcs padoTa ¢ JOKYMEHTAMHU, HAYUHAsI C MOMEHTA UX CO3JaHUS WIH
MOJIyYEHHUSs U JI0 CIa4YM B apXHUB

1) paboTta ¢ JOKyMEHTaMu

2.  JloxymenmayuonHoe obecneuenue ynpagienus - 3mo ...

a)  mporiecc o0ecredeHus: pabOTHUKOB JJOKyMEHTaMU

0) moAroToBKa O(MUIIUATBHBIX JOKYMEHTOB

B)  COBOKYITHOCTBH Pa0OT C IOKyMEHTaMu

)  COBOKYNHOCTH PadoT MO JOKYMEHTHPOBAHUIO M OPTraHU3aLMU PAGOTHI C
JOKYMEHTAMU

3. [oxymenmuposarue ynpagieHyeckol 0esmeabHoCmu - 9mo ...
a)  pabora ¢ JOKyMEHTaMHu

0)  JeATenbHOCTh pAOOTHUKOB yIPABIICHUS

B)  cocraBiieHHe OQUIUATBHBIX JOKYMEHTOB

r) COOTBETCTBYIOMIEE 0hopMIIeHHE ODUITHATEHBIX JOKYMEHTOB
1)  cocTaBjeHHe U 0(popmiieHHE YIPABJIEHYECKUX TOKYMEHTOB



4. K ocnosnvim peenamenmupytowum padomy cayxcovr JJOY ookymenmam
omuocam ...

a) HHCTPYKIMS 1O 1eJI0NPOU3BOACTBY

0) KBaTM(PUKAITMOHHBIN CIIPABOYHUK JIOJDKHOCTEH

B) Tabeab YHU(DUIIMPOBAHHBIX (POPM TOKYMEHTOB

T') JOJDKHOCTHASI HHCTPYKITHSI

1) yCTaBHBIC JOKYMEHTBI OpTraHU3aI[uH

5. Opeanuzayus pabomvi ¢ OOKYMeHMaMu- 3mo ...

a)  Bcs paboTa ¢ JOKyMEHTaMH

0)  OTpakeHHE NEATeTLHOCTH OPTaHU3AIMU B OUITHATBHBIX JOKYMEHTaX
B) o0ecreyeHne JOKYMEHTUPOBAHHO HH(pOpManeil pa0OTHUKOB
ylpaBJieHHsI BceX YPOBHEI ynpaBJieHUsI

r)  COCTaBJIeHHE JOKYMEHTOOOOpOTa OpraHu3aIuu

6.  FOpuouueckyio  cuny  oguyuanvHomy  OOKyMeHmy  obecneuusaem
coomeemcmaue e2o ...

a)  TpaBWJIaM COCTaBJICHHS O(QHUIIMATBHOTO JOKYMEHTA

0)  BHYTPEHHEMY paclopsIKy JaHHON OpraHu3aluu

B)  KOMIETEHIMH JOJKHOCTHOTO JIUIa

I)  JCHCTBYIOLIUM CPOKOM COCTaBJICHUS JOKYMEHTA

)  3aKOHOAATeJIbCTBY, KOMIIETEHIMHU U3IAK0IIEr0 ero OpraHa uiu
paboTHUKA yNIPpaBJIeHNsl, yCTAHOBJIEHHBIM NPABUJIAM COCTABJIEHUA U
opopmieHus

7. OcHosHOe Ha3HaueHue pacnopsaOumenbHou 0essmeabHOCmL.

a)  peryJUpoBaHHe, KOOPAMHALMS U COTJIACOBaHHUE NesITeJIbHOCTH,
MO3BOJIAIONINE PYKOBOAUTEII0 UM OPraHy yNpaBJeHHs 00ecneYHBaTh
AOCTH)KEeHHE PaHee NMOCTABJIEHHBIX HeJei

0)  peanm3anys BIACTHBIX MOJTHOMOYHI

B)  OpraHM3alus U KOOPJIWHALNS JSATCIbHOCTH IO YMHCHHBIX

r) obecrnieueHue OecrepeOoHOM AeATEILHOCTH B OPraHU3aAINN

1)  peryJdpoBaHUE, KOOPAUHAIUSA U COTJIaCOBaHUE COBMECTHOM JIEATEILHOCTH
BCEX OPraHOB M 3BEHBLEB YIIPABJICHHS JUTS JOCTHIKECHHUS paHee MOCTaBICHHBIX
nenei

8. Pacnopsioumenvhvie 0okymenmor omuocsames x ...
a)  NPaBOBBIM aKTaM

0) oduIHATHEHBIM JOKYMEHTaM

B) OpraHU3alMOHHBIM aKTaM

r) HOPMAaTHBHBIM MaTepuajiam

1)  HOPMAaTHBHO — METOJUYCCKUM YKa3aHHUSIM

9. B pacnopsoumenvnvix doxymenmax ompasicaromcsi ...
a)  BJIACTHBIE MOJHOMOYHS Cy0ObeKTa ypaBJIeHHs



0)  BJIACTHBIE IOJHOMOYHUS PYKOBOJMUTEISI KOHKPETHOM OpraHU3aluu
B)  BOINPOCHI TEKYIIEH ACSATEIBHOCTA OpTraHU3aAINH

r) OpraHU3alUOHHBIE OTHOIICHUS

)  BJACTHBIC MOJHOMOYHMS OpraHa yrnpaBieHUs

10.  Cnpasouno-ungopmayuonusvie OOKymMeHmvl codepicam uHpopmayuro,
UOYIYYIO ...

a)  OT HU3LIMX YPOBHei ynpaBJjieHUsl K BHICIIIHUM

0)  OT BBICIIMX YPOBHEHN YNpPABIECHUS K HU3LIUM

B)  OT PYKOBOJUTENS K TTOTYHHEHHBIM

r) OT CyOBeKTa yIpaBIeHUS K O0BEKTY

)  OT OJIHOTO PYKOBOJUTENS K IPYrOMy

11.  Cnpasouno-unghopmayuortvie 0OKyMeHmul ...

a) HeE COJIePKAT NMOPY4YeHUil, 00A3bIBAIOIIUX AeHCTBOBATH CTPOIO
onpeaeJeHHbIM 00pa3oM

0)  coaepKaT MOpy4eHHUs], 00S3bIBAIONINE JIEHCTBOBATH CTPOTO OMPECICHHBIM
obpazom

B) 0(OPMIISIIOT BJIACTHBIEC MIOJTHOMOYHSI PYKOBOAUTENCH

r)  SBJSIOTCS MPABOBBIMU aKTaMH

n)  ohopMISIIOT OpraHU3alMOHHBIE OTHOILICHUS

12.  Cnpasouno-ungopmayuonusvie OOKyMeHMbl ...

a)  coaep:KaT HH(OPMALNIO, NOOYKAAIOIIYI0 IPUHUMATH ONpe/ieTeHHbIe
peuieHust

0)  He coaepkaT uHpoOpMaIIo, TOOYKIAIOITYI0 MPUHUMATH OIPEICIICHHbIE
perieHus

B)  MOTHUBHUPYIOT paOOTHUKOB yIIpaBICHUS

r)  OPraHM3yIT COBMECTHYIO JESITEIbHOCTh

)  pacmupenensioT MOJHOMOYHS

13. B opeanuzayuonno-npagoswix 0OKYMEeHmax ompaicaemcs QyHKyus ...
a)  OpraHu3amuu

0)  IJIaHUPOBaAHUS

B)  PEryJupoBaHUs

r) KOOpJWHAIUN

) MOTHBALIUHA

14.  Illmamnoe pacnucanue 6600umcs 6 oelcmasue ...

a) € MepBOro siIHBaps KaM/Ja0ro rojaa

0)  mocie BU3MPOBAHUS TJIABHBIM OyXTalaTepoM

B)  MOCJE MOMUCAHUS PYKOBOJUTEIIEM OpTraHU3aAIHH

r)  TOCJe COTJIaCOBAHUS C BBIMIECTOSIINM OPTaHOM YIIPAaBICHUS
)  TOCIe BUSUPOBAHUS U MOAMHCAHUS

15.  Jlokymenmsi no auunomy cocmagy npeoHasHauenvl 0isi OhOPMIEHUS ...
a)  TPYAOBBIX NPABOOTHOIIEHUIi



0)  mojoxeHusi pabOTHHKA B OpraHU3alluu
B)  OTHOIICHHUH MEXTy paOOTHUKAMU

r) MOJIOXKEeHHs paboToaaTens U pabOTHHUKA
1)  JeATEIBHOCTH pabOTHHKA B OPTaHU3AINH

16. Ilpu npueme mna pabomy cocmag npeoOCMAaBIAEMbIX NPEmMeHOeHNOM
OOKYMEHMO8 ONpeoeseH ...

a) 3aK0HOAATEJILCTBOM PD

0)  3aKOHOJATEIHCTBOM PETHMOHA

B) KOHCTUTYyHEN PD

T) I'paxnanckum kogekcom PO

1) AJIMUHHCTPATUBHBIM KosieKcoM PO

17.  Ocnoéuvim 0OKyMeHmom no yuemy Jud4Ho20 COCMasa A6saemcs ...
a)  JINYHAs KAPTO4YKA Pa00oyMX U CJIOY:KAIUX

0)  JUYHBINA JUCTOK MO YYETY KaJpOB

B)  JKYpHAQI PETHCTPAIUU TPYIOBBIX KHIKEK

r)  TPYyAOBasl KHUXKKA

)  TPUKA3bI IO TUYHOMY COCTABY

18. Ilpoexm npukaza no JauUYHOMY COCMABY NOOJEHCUM  00S3AMENbHOMY
BUSUPOBAHUIO ...

a)  IOpHUCTOM

0) pabOTHUKOM

B)  PYKOBOAUTEJIEM MOAPA3ACICHUS

)  PYKOBOIHUTEIEM OpPTaHU3AIUU

1)  TJIaBHBIM OyXrajaTepom

19.  Ocrosanuem ons opopmnerus y8oavbHeHus: pabOMHUKA ABTISAEMCS ...
a)  3asiBjJleHHe Pa0OTHUKA

0) 1puka3 00 YBOJbHCHUH

B)  pacnopsbkeHHe 00 YBOJIbHEHUU

r) JIOKJIaHas 3alucKa

)  aKT

20.  Lenvb konmpons 3a uchoaHeHuem OOKYMEHMO8 6 ...

a)  CBOEBPEMEHHOM M KAaYeCTBEHHOM HCIHOJHEHUH JIOKYMEHTA MO0 CYyIIeCTBY
U CPOKaM

0)  TPOBEACHUU CBOCBPEMEHHOIO aHAJIN3a MOJTYUYCHHBIX JOKYMEHTOB

B)  YTOYHCHHE CPOKOB HCITOJIHCHHSI IOKYMEHTOB

r)  TMpOBEpPKE UCIIOJHEHHS JOKYMEHTA IO CYIIECTBY pacCMaTpUBAEMOTO B HEM
BOTIpOCa

)  BBbIJauYe PACTIOPSKEHUS MO BHIMOTHEHUIO KOHKPETHBIX MEPOTIPUSITHH,
U3JI0KCHHBIX B JJOKYMEHTE

21.  JIna onmumuzayuu u coxpaujenus 0OKyMeHmonomoKko8 Heobxooumo: ...



a)  pa3padoTaTb TEXHOJOTMYEeCKHE CXeMbI JBHKEHUSA JOKYMEHTUPOBAHHOI
HH(poOpMALUHU

0)  mnpoBeAcHUE UHCTPYKTUBHBIX 3aHITHM

B) cocTaBlieHne HHCTpykuuu no JJ0Y

r) co3nanue ciyxos JIOY

)  OIpeesieHHe KOHKPETHBIX UCTIONHUTENEH, OTBETCTBEHHBIX 32 MOJITOTOBKY
JIOKYMEHTOB

22.  JIna ¢puxcayuu u ananuza 08UNCEHUsI OOKYMEHMO8 COCMABAION: ..
a)  IUTaHBI-TpaQUKU

0) MapUIPYTHO-TE€XHOJIOTHYeCKHe CXeMbl

B)  JODKHOCTHBIE MHCTPYKIIUU

r)  rpaduku

1)  yKazaHus

23.  OcHogHoe mpebosanue K HOMeHKIamype 0el ...
a)  COOTBETCTBHE 3aKOHOIATEIHLCTBY

0)  oxBaT BceX JOKYMEHTOB OPraHH3aluu

B)  oOecreyeHHE IOPUANISCKON CHIIBI JOKYMEHTaM
r) JIOCTOBEPHOCTH

1)  CBOEBPEMEHHOCTH

24.  Cpoxu xpaHenus den 6vlgarom ...
a)  NMOCTOSIHHbIE, BpeMeHHbIe

0)  IMOCTOSIHHBIC

B) 1o 1 rona

r) 1o 10 ner

n)  no 7 mer

e) a0 1 roma, moCTOSTHHBIE

25. Dopmuposanue 0en - 3mMo epYynNUPOBKA UCNOJHEHHBIX OOKYMEHMO8 ...

a) 10 CpOKaMm XpaHEHUs

0) 1o aapecaram

B) IO HaIllPaBJICHUSAM JCATCIIBHOCTH

I) B COOTBETCTBHHM C HOMEHKJIATYPOIi el i CHCTEMATH3aMs JOKYMEHTOB
BHYTPH JeJjia

1) B 3aBUCHUMOCTH OT JAThl MX UCTIOJTHCHHS

26. Oxcnepmmuas xomuccusi obpazyem 2epynnvl OOKYMEHMO8 C pPa3IudHbIMU
CPOKAMU XPAHEHUSL: ...

a)  OJHH JIeJIONPOU3BOJICTBEHHBIN IO

0)  MOCTOSTHHOTO XpaHEHWsS B TOCYJAPCTBEHHBIX apXHUBaX

B) BpeMeHHOro xpanenus (10 10 jer)

r) BPEMEHHOTO XpaHEHUS B BEJJOMCTBEHHOM apxuBe (cBbiie 10 jeT)

1)  HOJJIeXallle YHUYTOXEHUIO B CBSI3U C UICTEUEHUEM CPOKA XPaHEHUS



27. Ilepedaua den 6 apxue npou3sooumcs ...

a) 10 ONHCSIM;

0)  mo rpaduky;

B)  IIO OTHCSM U B COOTBETCTBHE C TpaduKOM;

I)  TI0 PaCHOPSDKEHUIO PYKOBOIUTEINSI OPTaHU3AINN;
)  TIO PacCHOPSDKEHUIO PYKOBOJUTEIS apXHBa.

28.  Opeanuszayus pabomwi ¢ OOKyMeHmamu eKurouaem 6 ceos pabomot ...

a)  COCTaBJICHHE JOKyMEHTOB

0) odopmiieHHE TOKYMEHTOB

B)  Imepemavya JOKyMEHTOB BHYTPH OpTaHU3AINN

r)  pacmpeaeneHue padoT ¢ TOKyMEHTaMH MEXIy paOOTHUKAMH YIIPaBICHUS
n)  olecrieyeHHe JOKYMEHTHPOBAHHOW nHpopManueil paboTHUKOB Bcex
YPOBHeii ynpaBjeHust

29. Knaccugpuxayus ookymenmos 6 3asucumocmu om cgepuvl OesmenvbHOCmU
yenogeka npedycmampugaem oejleHue ux Ha ...

a)  JuYHbIe U opUIHATbHbIE

0)  oduuUaTbHBIE U YIIPaBICHYECKUE

B)  YIpaBJIEHYECKHUE U JCIOBbIE

)  BHYTPCHHHC U BHEITHUE

1)  CpPOYHbIEC U OOBIYHBIE

30. Kraccugpuxayus 0OKyMenmos 8 3a8UCUMOCHU OM MeCmd UX COCMAGIeHUs.
npedycmampusaem oejleHue ux Ha ...

a)  BHYTpPeHHHe U BHEIIHHE

0)  odunManbHBIC U TUIHBIC

B) CpPOUHBIE U OOBIYHBIE

r)  OpraHHW3aIlMOHHBIC U PACTIOPSIUTEIHHBIC

)  TPaBOBbIE U KOMMEPYECKUE

Komnemenyusi:  e1adenuem HagblkamMu NOUCKA, AHAIU3A U  UCHOAb30BAHUS
HOPMAMUBHLIX U NPABOBbIX  OOKYMEHMO8 8  C8oell  NpohecCUOHANbHOU
oessmenvrocmu (OI1K-1)

Bonpocuwl k sx3ameny

1. TlonsiThe U ATambl AEIONPOU3BOICTBRA.

2. Uenp u conepxkanre KOHTPOJISI UCTIOJIHEHUS JOKYMEHTOB.

3. OpraHuzanus TEKyLIEro XpaHEHUs JOKYMEHTOB B OpPraHU3alUsAX W OpraHax
rOCyIapCTBEHHOT'O U MYHHUIIUTIATBHOTO yIIPABJICHHS.

HNHCTpyKLIMA 110 AETOIPOU3BOICTBY.

dopmyiisip u hopmyssip-oOpaszel mprKasa o OCHOBHOU JESTEIbHOCTH.
Dopmyisip u hopmymsip-oOpaszel mprKasa 1mo JMIHOMY COCTaBY.
CocraBienne u OQOpMIIEHHE MPHUKA30B, PACIOPSHKEHUH IO OCHOBHOM

N o b



8.
9.

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21,
22,
23.
24,
25,
26.
217,
28.
29.
30.
31.
32,
33.

34,
35.
36.
37.
38.

JIESITETbHOCTH.
CocraBnenue u opopmiIeHIE TOCTAHOBICHUH.

CocraBnenue u opopMIICHUE PEIICHUH.

dopmyisip U hopMyIsip-oOpaser] aKTa.

CocraBnenue u opopMIICHUE aKTOB.

dopmyitsip 1 hopmyIsip-oOpaszerr mMpoToKoa.

CocraBnenue u opopmMIIeHHE MPOTOKOJIOB.

dopmyiisip U hopmyrsip-oOpaszer 3asiBJICHUS.

CocraBnenue u opopmieHUE 3asBICHUN.

Dopmyiisip u hopmyssip-oOpaszel JOKIAIHbIX U 00bSICHUTEIBHBIX 3aITUCOK.
dopmyssip u hopMysp-oOpasel] CipaBok.

CocraBnenue u opopmMIICHHE CTIPABOK.

Dopmyiisip 1 hopmysip-oOpaszer MuceM.

CocraBnenue u opopMIICHUE IETOBBIX MHUCEM.

PexBusut «HanmeHOBaHHE OpraHU3aum.

PexBusut «Anpecary.

PexkBusut «I'pud yTBEepKIEHUS TOKYMEHTA.

PexBusut «Pe3omonus».

PexBU3UT «3aroJoBOK K TEKCTY».

PexBusut «TekcT».

PexBu3ut «OT™METKA O HATMYUU PUIIOKECHUSD).

PexBusut «lloamuce.

PexBu3ut «OT™MeTKa 00 UCTIOJHEHUU JOKYMEHTA U HAMPABIIEHUE €r0 B JIEJIO».
CocTaB peKBH3UTOB 3aroJIOBOYHON YaCTH TIOKYMEHTA.

CocTaB peKBU3UTOB 00IIEro OJIaHKa.

CocTaB peKBU3UTOB OJIaHKA JJISI TUCEM.

Hcnonb3oBanue pekBusuTa «['ocymapctBennniii Tepd Pd» B mporecce
JIOKYMEHTUPOBAHUS.

PexBu3ut « IM0O1€Ma opraHu3aiuy Wik TOBapHBIN 3HAK (3HAK 0OCITYKUBaHUS ).
PexBuzut «CrpaBouHbI€ JaHHBIC 00 OpraHU3aIun.

BapuaHTsl anpecoBaHus JOKYMEHTA.

PexBuszur «Jlatay.

PexBusut «Pe3omonus.

Ilpakmuueckue 3a0anus 0,15 IK3ameHa

3amanue 1. Mcnonb3ys HCXOAHBIE TaHHBIE POBEPUTH TPABUILHOCTh COCTABJICHUS
1 0()OpMIICHUS MPOTOKOJIA U MPU HAIMYUHU B HEM OIIMOOK COCTaBUTH MPABUILHBIN
JIOKYMEHT.



3apanme 2. Mcnonb3ys HCXOHBIE TaHHBIE IPOBEPUTH PABUIBHOCTh COCTABIIECHUS
1 opopmileHUs IpUKa3a U IPU HAJUYKUU B HEM OLIMOOK COCTaBUTh ITPABUJIbHBIHI
JIOKYMEHT.

3apanme 3. Mcnonb3ysl HCXOIHBIE JaHHBIE TPOBEPUTH MPABUIIBHOCTH COCTABICHUS
U o(popMIIEHUST PEIICHUSI U MPU HAIMYUHU B HEM OUIMOOK COCTaBHUTH MPaBUIbHBIN
JIOKYMEHT.

Tecmoewie 3a0anus 014 IK3amena

Knaccugpurxayus ookymenmos no npoucxosicoenuio ...
JIMYHBbIE U O(pUIHAIBHBIE (COyKeOHbIE)
oduHManbHBIC U yIIPaBICHUCSCKHE

yIPaBICHYECKHE U JCITOBBIC

BHYTPEHHHE U BHEIIHHUE

CPOYHBIE U OOBIYHBIC

K/zaccugbukauuﬂ OOKyMeHmOG 6 3aesucumocmu onit mecma ux CocmdadelerHus

npeodycmampusaem oenienHue ux Ha ...

BHYTPEHHUE Y BHEIIIHUE

MPaBOBbIC U KOMMEPYECKHE

CpPOYHBIE U OOBIYHBIE

BHYTPEHHHE U BHEIIIHUE
OpraHU3alUOHHbBIE U PACTIOPSAUTEIbHBIE

K/laCCI/l¢Z/lKaI4u}l OOKyMeHWlOS 8 3a6UCUMOCIU O Cmenenu 0053amelbHOCmU

UCNOJIHEHUA npedyCMampueaem oenenue ux Ha ...

AUPEKTHBHbIE

PaBOBbIE U KOMMEPUYECKHUE
CpPOUYHBbIE U OOBIYHBIE
BHYTPEHHHE U BHEIIIHUE

K/zaccugbukauwz OOKyMeHI’I/IO@ 6 3asucumocmu om cmenerHu ux

NOOIUHHOCMU NpedycmMampugaem oelleHue ux Ha ...

obUIIHAIBHBIC W JINYHBIE

CpPOYHBIE U OOBIYHBIC

YEPHOBUKH, TIOIJTMHHUKU

YEPHOBHUKH, OCIIOBON JOKYMEHT, MOTMHHUK, KOITUN
KOMMus, 1y0JIMKAT, OTILYCK

Kﬂaccuqbukauuﬂ OOKyMeHWIO@ 6 3asucumocmu ont CpokKoe6 UCnoJHEHUA

npedycmampusaem oeieHue ux Ha ...

CpOYHbIE U 00bIYHBIE
yOJIMKATHI ¥ BBITTUCKH
BHYTPEHHUE U BHEIIIHUE

O€JIOBBIC Y UEPHOBBIE JOKYMEHTHI



) MOJJIMHHUKYU U KOITUH

6. Opeanuzayuonnas 0esamenrbHOCMs OMpadcaemcs 8 makux opeaHu3ayuoHHo-
npagosvix 0OKYMEHmMax Kax: ...

a)  ycTas, II0JIOYKEHHUE, 10UKHOCTHAA HHCTPYKIUS, JOTOBOP, IITATHOE
pacnucaHue

0)  ycTaB, IOJIOKEHHUE, TOJKHOCTHAS. MHCTPYKIIMS, IOTOBOP, PACIOPSKEHUE,
HITATHOE PaCIUCaHUe

B)  yCTaB, OJIO)KEHHUE, TOJPKHOCTHAs MHCTPYKLUSA, JOTOBOP, PACTIOPSKEHUE,
yKazaHue

I)  ycTaB, OJIO)KEHUE, IOCTAaHOBJIEHUE, PEIIEHHE, IIITATHOE PAaCIHCAHNE

1)  yCTaB, JOTOBOp, YKa3aHHE, PEILICHUE

7. Opeanu3ayuonHo-npagosvie 0OKYMeHmbl YCMAaHAGIUBAION ...

a)  CTATyC OPraHM3alUM M eé BHYTPEHHHUX 3JIEMECHTOB

0)  BJIACTHBIE MIOJHOMOYUS PYKOBOJUTENEH

B)  HOPMBI IOBEJICHUS B OPraHU3alUuU

r) MOPSIIOK 0OecrieueHHs] HHPOPMALIUK BCEX YPOBHEW YIIPABICHHUS

)  JABW)KEHHE MH(POPMALUK BHYTPHU OpraHU3alun

8. Op2anuz3ayuoHHO-npasosvie OOKYMeHNbl COOEPHCAN NOJIOHCEHUS ...
a)  CTPOro odsi3aTejibHbIE K UCTIOJHEHHIO

0)  moOyXIaroIye pyKOBOJUTEICH K ONIPEICIICHHBIM JICHCTBUSIM

B)  (DUKCHpYIOIIHE XapaKTep CIOKUBIICHCS YIIPaBICHUECKON CUTYaIHH
r)  o0s3bIBaroIIre 00eCreYnBaTh BCE 3BEHBS YIIPABICHHUS HYKHON
uH(popmanuen

)  CTPOro o0si3aTeIbHbIE K UCIIOJHEHUIO U PEATM3YIOIINE HOPMBI
aJIMUHHACTPATUBHOT'O TpaBa

Q. Yemas — omo ...
a) MPABOBOM aKT, ONPEACJASIOIIUN CTPYKTYPY, QyHKIUU U IpaBa
OpPraHu3aluM;

0)  IOKyMEHT, GUKCUPYIOUTUI IIpaBa OpraHU3allnu;

B)  y4YpeIUTEIbHBIN JOKYMEHT;

I)  JOKYMEHT, OIpeesSONINi M0I0KEHHE OpraHU3alii B 00I1I€CTBEHHOM
pazzielieHuu Tpyaa;

)  JOKYMEHT, ((MKCUPYIOIIUNA pa3feieHus Tpyaa B OpraHu3aluu.

10.  Ilonooicenue - smo ...

a)  NPaBOBOM aKT, ONpeAesIOIINI NOPSA0K 00pa30BaHMsl, IPABOBOE
M0JI0KEeHHEe, PaBa, 00A3aHHOCTH, OPraHU3AIUI0 PA00THI OPraHU3alNM U ee
CTPYKTYPHBIX 3JIEMEHTOB

0)  JOKyMEHT, ONPEACIISIFOIINI CTaTyC OpraHu3aIiu

B) JTIOKYMEHT, ONPEAEIISIONIAN CTaTyC OPTraHU3aINHU U €€ CTPYKTYPHBIX
3JIEMEHTOB

r) MPAaBOBOM aKT, ONPEACISIONINN MOPSIOK AEATEILHOCTH OpraHu3aluu



)  3TO IPaBOBOM AKT, ONMPEAEIISAIONINI CTATYC CTPYKTYPHBIX NOApa3IeIeHUI
OpraHu3aluu

11.  Jlonoicnocmuas uncmpykyus — 3mo ...

a) NMPaBOBOH aKT, U31aBACMbIH OPraHM3aled B LeJIAX perjaMeHTaluu
OPraHN3alMOHHO-TIPABOBOI0 MOJI0KEHUsI PA0OTHUKA U 00eCcTIeYNBAIOIIN i
ycJaoBusA 14 ero 3pekTuBHOM padoThI

0)  JOKYMEHT, ONpEeIesIoIINA CTaTyC paOOTHHUKA B OpraHU3alluu

B)  JIOKYMEHT, ONIPEICIISIFOIINI MOJI0KeHHE paOOTHUKA B OpraHU3alluN

T)  TPaBOBOMH aKT, PETIAMCHTHUPYIOIIUI TOPSIOK ACATEIHHOCTH PAaOOTHHUKA B
OpraHu3aIuu

1) MIPaBOBOM aKT, OMPEACIISIONINI 00s3aHHOCTH PAOOTHHKA B OpraHU3aIlUN

12.  IlImamnoe pacnucanue — 3mo ...

a) MPAaBOBOM aKT, ONPEACJAIOIIUN CTPYKTYPY, YMCICHHOCTD,
JOJIZKHOCTHOM COCTAB PA0OTHUKOB OPraHU3alMHU ¢ YKa3aHUEM MX
JTOJIZKHOCTHBIX OKJIA/I0B

0)  JOKYMEHT, COJACpKalllUi MepeueHb TOHKHOCTEN B OpraHU3aluu

B)  JIOKYMEHT, COJIep Kalllhii MepedyeHb JOHKHOCTEN paOOTHUKOB C YKa3aHUEM
UX OKJIaJIOB

)  HepeyYeHb JOJDKHOCTHBIX OKJIAJI0B PAOOTHUKOB OpraHU3aluu

)  TepeyeHb JOJDKHOCTEN paOOTHHKOB MOPA3/IEICHUEM C YKa3aHUEM UX
OKJIaJIOB

13.  Kaodposbie nepemewenuss paboOmMHUKO8 8 OP2AHUZAYUU ODOPMIIAIOM ...
a) NPUKa3aMHu (PacnopsizKeHUSIMHU) 110 JTUYHOMY COCTABY

0)  mnpukazamu (pacOPSKEHUSIMU)

B) IIpUKa3aMu

I)  paclopsLKeHHUSIMU

)  YKa3aHUSIMHU

14.  [lpu ysonvHeHnuu pabomHux nuuiem 3aseiexue ...
a)  PYKOIHCHO

0)  MalIMHOIKCHO

B)  HaJucrte Oymaru popmata A—4

r)  Ha CTaHIAPTHOM JiMCTe Oymare

n)  Haaucte Oymaru popmara A—5

15.  Jluunoe oeno —smo ...

a)  COBOKYIHOCTBH JIOKYMEHTOB, COAEPKALIMX MOJHbIEC CBEACHHS O
padoTHUKe

0)  JOKYMEHTHI IO JUYHOMY COCTaBY

B)  IMAamKa ¢ JOKyMEHTaMH O pabOTHUKE

r)  IepeyeHb JOKYMEHTOB IO TPYIOBON JAEATEIbHOCTH paOOTHHUKA

n)  HaOOp MPUKA30B MO KAJPOBBIM MEPEMENICHUSIM paOOTHUKA



17,

IIPUKa3bl ¥ JIMYHAS KAPTOUYKA

Hokymenmoi no 1uuHOMy cocmagy npeOHa3sHa4eHvl 01 OOPMIEHUS ...
TPYAOBBIX NPABOOTHOIIEHU

MOJIO’KEHUS paOOTHHKA B OPTaHU3aluN

OTHOIIICHUN MEX]Ty paOOTHUKAMU

MOJIO’KEHUs paboToAarens U pabOTHUKA

AESITeIbHOCTH PaOOTHHUKA B OPTaHU3AIINU

Ilpu npueme na pabomy cocmaé npeoCmasIsAeMblX NPEemMeHOeHMOM

OOKYMEHMO8 ONpeoeseH ...

a) 3aK0HOAaTeJbCcTBOM PD

0)  3aKOHOJATEIHCTBOM PErHMOHA

B)  KoHcTUTynuei PD

r) I'paxxmanckum kogekcom PO

) AJIMUHHUCTPATUBHBIM KOJIeKCOM P®

18.  OcHo6HbiM OOKYMEHmMOM nO yuemy TUUHO20 COCMABA AGAEMC A ...
a)  JINYHAs KAPTO4YKA Pa004YMX U CJIYKAIUX

0)  JUYHBINA JUCTOK MO YYETY KaJpOB

B)  JKYpHAQI PETUCTPAIIUU TPYIOBBIX KHIKEK

r)  TpyAoBas KHUXKKa

1)  TMPHUKa3bl 110 JUYHOMY COCTaBY

19. Ilpoexm npukaza no JauuHOMYy cCOCMABY NOOAEHCUM O0OA3AMETLHOMY
BUSUPOBAHUIO ...

a)  IOPHUCTOM

06) paboTHHUKOM

B)  PYKOBOAMUTEJIEM MOAPA3ACICHUS

r)  PYKOBOAMTEJIEM OpraHU3aIluu

)  TJIABHBIM OyXTaJITe€pOM

20.  OcHosanuem 0nst oghopmaeHus Y80abHeHUsE pAOOMHUKA S8NAECA ...
a)  3asiBJleHHe Pa0OTHHKA

0) npuka3 00 YBOJbHEHUU

B)  pacnopsbkeHue 00 YBOJIbHEHUU

r) JIOKJIagHas 3alucKa

o)  aKT

21.  Ilpasumenvcmeo P® uzoaem pacnopsaoumenvuvie 0OKYMEHMbL:

a)  NMOCTAHOBJIEHUS, PACTIOPSIKEHUS

0)  MOCTaHOBJICHUS, PACTIOPSKEHHSI, TIOJI0KEHUS, MHCTPYKITUU

B)  TOCTAHOBJICHUS, PACTIOPSHKCHUS, YKa3aHUS, MHCTPYKITUU

r)  TOCTAHOBJICHUS, PEIICHUS, YKA3aHMUsI, AKThI

pacCnopsKCHHA, YKa3aHUsA, aKTbl, MHCTPYKIIUK



22. B gpopme nocmanosnenuti npasumenvcmso P® uzoaem ...

a)  TNpaBOBbIE aKThI, HMEIOIIHEe HOPMATHBHBII XapaKkTep

©)  TpaBOBBIC aKTHI IO TEKYIIIUM BOIIPOCAM

B)  OQUIMAIbHBIC JOKYMEHTHI, UMEIOINE HOPMATHBHBIN XapaKTep
r)  oQuIMaIbHBIC JOKYMEHTHI I10 ONIEPATHUBHBIM BOPOCAM

) IO BCEM BOIIPOCaM JACSITEIbHOCTH IPABUTEILCTBA PD

23. B ¢popme pacnopsocenuii npasumenvcmea P® uzoaem...

a)  TPaBOBbIE AKTHI N0 TEKYIINM ONePATHBHBIM BONpPOCaM

0)  MpaBOBBIE aKThl, UMEIOIINE HOPMATUBHBIN XapaKTep

B)  OQHIMAIbHBIC JOKYMEHTHI, UMCIONUE HOPMATHBHBIN XapaKTep
r)  oQUIMAIbHBIC JOKYMEHTHI 110 OIIEPAaTHBHBIM BOIPOCaM

)  odUIMATbHBIC TOKYMEHTHI 110 TEKYIIUM BOIPOCAM

24.  Ilpezudoenm P®D uzdaem pacnopsoumenbhvie OOKYMEeHMbl 8 U0
a)  YKa30B, pacCHOpsHKEHUM

0) yka3oB

B)  pacnopsbKeHUi

I)  yKa30B, IOCTAaHOBJICHUH

)  pacropsuKeHUH, ykazaHun

25.  @eldepanvubiMu  OpeaHaAMu — UCHOTHUMENbHOU  GIACMU  U30AIOMCS
HOpMAamueHble Npagosvie aKkmvl 6 guoe:

a) IIOCTAHOBJICHUM, pACIOPSDKEHHM, TPUKA30B, MPABWI, HWHCTPYKLUU,
ITOJIOKEHUIN

0)  TMOCTAaHOBJEHWI, pAcCHOpPSIKEHUW, TPHUKA30B, MpaBUI, HHCTPYKIUH,
MOJI0KEHUM, aKTOB

B) MOCTAHOBJICHUH, PACTIOPSIKEHUM

r) IIOCTaHOBJIEHUM, PACTIOPSIKEHHU M, YKa3aHUN

)  TIOCTaHOBJICHUH; PEIICHUM, YKa3aHUI

€)  MPUKA30B, pACTIOPSIKEHUIN

26. Inasa aomunucmpayuu Kpacrnooapcrkozo kpas uzoaem:
a)  TOCTAHOBJIEHHS M PACTIOPSKEHUsI

0)  pelIeHUs U TOCTAHOBJICHUS

B)  PacHOpsDKCHHUS U yKa3aHUs

I)  YKa3bl U pacOpsKEHUS

1)  TNPHUKa3bl U IOCTAHOBJICHUS

21. B pecuonanvHuix opeaHax UCNOIHUMENbHOU GIACMU NpU  peuleHuu
ONnepamueHbiX 60NPOCO8 U30AIOM ...

a) NMPUKAa3bI

0)  mpuKa3bl U PACTIOPSHKEHUS

B)  pacnopspKeHUs, YKa3aHUs

r) pacnopsKEHUs!



1)  yKa3aHud

28.  Opeanvi Mecmno2o camoynpaegienus uz0am npagosvie aKmol 6 GUOeE...
a)  pelleHUi, MOCTAHOBJIEHUH

0)  mnpukKazoB

B)  pacHOpsLKEHHIM

r)  YKa3aHWi

1)  JIOTOBOPOB

29. [nasa mynuyunanvHoeo 06pazoearus uzdaem npasosvie akmol 8 8UOE...
a)  TOCTAHOBJICHHM, pacnopsiKeHU i

0)  mIpuKa3oB

B)  yKa3aHUH

)  pelIeHUun

1) IIOCTAHOBJIEHUI

30. [IlpedocmasumenvHulii Opean MeCMHO20 CAMOYNPAGNEHUs NPUHUMAEm
npasogvle akmol 6 hopme ...

a)  pelleHui

0)  MOCTaHOBIICHUM

B)  yKa3aHuUM

r)  pacropsLKeHHM

)  YKa3aHWM, TOCTAaHOBJICHUM

7.4. Meroauueckue MaTepuaibl, oOnpeaeJsOlMe MNPoUeAyPbI
OLCHUBAHUSA 3HAHUN, YMEHHUH M HABBIKOB, XAPAKTEPHU3YHIIUX ITAINbI
¢GopmupoBaHusi KOMIETEHIMA

KoHTposib OCBOEHMS AMCHMIUIMHBI M OLEHKAa 3HAHUK OOy4aronuxcs
npousBoauTcss B coorBeTcTBUU c Ilm KyoI'AY 2.5.1 «Tekymuii KOHTposib U
YCIIEBAEMOCTH M IMTPOMEKYTOYHOM aTTECTALIMM CTYIEHTOBY

Yemmuwtit onpoc.

YCTHBII Onpoc — METOA, KOHTPOJA 3HAHUM, 3aKIIOYAIOUIUMWACS B
OCYIIIECTBIICHUM B3aUMOJACHCTBUA MEXAY [MPENOAABATEIIEM M  CTYACHTOM
MOCPEACTBOM TOJYUYEHHsI OT CTYJEHTa OTBETOB Ha 3apaHee CPOpMYJTHUPOBAHHbBIC
BOIIPOCHL.

Kpurepuu ouenku 3HaHMi 00y4aeMbIX IIPH NPOBEJICHUH ONPOCA:

OneHka «OTJIMYHO» BBICTABJISETCS 3a IOJHBIA OTBET HA IOCTaBJIEHHBIN
BONPOC C BKJIIOYEHHEM B COJAEpKAHHE OTBETa JIEKIIMH, MaTepuajoB y4eOHUKOB,
JIOTIOJIHUTEIBHON JIUTEPaTypbl 0€3 HABOASAIIMX BOPOCOB.

OneHKka «XOpolIo» BBICTABISAETCA 3a IOJHBIA OTBET HA IOCTABJIEHHBIN
BONPOC B 00beMe JIEKLIMU C BKJIIOYEHHEM B COJIEpP)KaHUE OTBETa MaTepUasioB
YU4€OHUKOB C YETKHMHU IOJIOKUTEIbHBIMU OTBETaMU Ha HAaBOJSIIME BOIPOCHI
IIPETOIaBATEIIS.


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

OuneHka «yAOBJIETBOPHMTEJBbHO» BBICTABIISIETCS 3a OTBET, B KOTOPOM
03BYUY€HO 00Jie€ OJIOBUHBI TPeOyeMOIo MaTepHuaa, ¢ oJI0KUTEIbHBIM OTBETOM Ha
OO0JIBIIIYIO YaCTh HABOJSAIIUX BOIIPOCOB.

OneHka «HeyI0BJIETBOPUTEIBHO» BBICTABIICTCS 3a OTBET, B KOTOPOM
O3BYYEHO MEHEE MOJOBHHBI TpeOyeMOro MaTepuaja WM HE 03BYYEHO IJIaBHOE B
COJIEP’KaHMU BOIIPOCA C OTPULIATEIIBHBIMU OTBETAMU Ha HABOALIME BOIIPOCHI UIU
CTYAEHT OTKa3ajcsl OT OTBeTa 0€3 IPeIBapUTEILHOIr0 OOBICHEHUS YBAXKUTEIbHBIX
IIPUYMH.

Joknao

Jlokmam — 3To MUCEMEHHOE WJTH YCTHOE COOOIIIEHNEe, Ha OCHOBE COBOKYITHOCTH
paHee OImyOJIMKOBAaHHBIX UCCIIEA0BATEIIBCKUX, HAYIHBIX PaOOT WK pa3paboToK, 1O
COOTBETCTBYIOIICH OTpacid HayYHbIX 3HAHUM, UMEIOIIUX OOJIBIIIOE 3HAYEHUE ISt
TEOPUHU HAYKH M MPAKTUUECKOTO MPUMEHEHUS, TIPEJACTaBIICT cO00H 0000IIeHHOe
M3JI0)KEHUE PE3yJIbTaTOB IMPOBEJACHHBIX MCCIEIOBAaHUM, HKCIEPUMEHTOB U
pa3paboOTOK, M3BECTHBIX ITUPOKOMY KPYTY CHEIUAIHMCTOB B OTPACiId HayIHBIX
3HaHuil. CONMpoBOXKIAETCA MPE3CHTAIlME MaTepuaia.

Leab MOATrOTOBKM J0KJIaAA:

— chopMHpoBaTh HAyYHO-UCCIENIOBATEIbCKUE HABBIKW M YMEHUSA Y
oOyyaroierocs;

— CIIOCOOCTBOBATH OBJIAJICHUIO METOJJAMU HAYYHOI'O [TO3HAHUS;

— OCBOUTbH HABBIKU MYOJIMYHOTO BBICTYIICHHUS;

— HAYYUTHCA KPUTUYECKH MBICITUTH.

Texcr noknaga MAOKEH COAEpPX aTh apryMEHTHPOBAHHOE H3JI0KEHUE
onpeneneHHol Tembl. Jlokian [oJbKeH OBbITh CTPYKTYpPUPOBAaH M BKIIOYATH
BBEJICHHE, OCHOBHYIO YaCTh, 3AKIOYECHUE.

Kpurepuu oneHkn 3HaHNii 00y4aHOIIMXCH NMPHU BHICTYIUICHUH € TOKJIAJ0M

[Tokaszarens I'papanus banner
CooTBeTCcTBHE IOKIIA/Ia 3asB- | COOTBETCTBYET MOJHOCTHIO 2
JIEHHOM TeMe, LU U 33/1auaM | €CTh HECOOTBETCTBUS (OTCTYILICHHUS ) 1
MIPOCKTA B OCHOBHOM HE COOTBETCTBYET 0
CTpyKTypHpOBaHHOCTD CTPYKTYpHUPOBAHO, OOECIIeYnBacT 2
(opranu3zanus) JOKJIaza, | CTPYKTypUPOBAHO, HE 00ECTIeunBaeT 1
KOTOpast o0OecreunBaeT | He CTPYKTYpUPOBAHO, HE 00ECIIeunBaeT 0
MMOHMMAaHHE €T0 COJepKaHus
Kynprypa BBICTYyIUIGHHS — | paccka3 0e3 oOpalieHus K TEKCTY 2
YTeHHE C JIMCTa WIM pacckas, | pacckas ¢ 0OpalieHueM TeKCTY 1
00palEHHbBIN K ayAUTOPUU YTEHHE C JINCTA 0
JlocTynHOCTh ~ JIOKJIaJa O | JOCTYNHO 0€3 yTOUHSIOIIMX BOIIPOCOB 2
COJIEP’)KAaHUU TPOEKTAa, €ro | JOCTYMHO C YTOUHSIOUMMHU BOPOCaAaMHU 1
HensiX, 3a-Jadax, METOJaX U | HeJOCTYITHO C YTOUHSIOIUMHU BOTIPOCAMU 0
pe3ysbTaTax




LlenecooOpa3HOCTh, HMHCTpPY- | enecooOpa3Ha
MEHTaJbHOCTh HATJISHOCTH, | IIeJIeCO00pa3HOCTh COMHUTENIbHA
YPOBEHB €€ MCIOJIb30BAHUS HE I1e1ecoo0pas3Ha

Cobnronenue BPEMEHHOTO | COONMIOAEH (HE MPEBBIIICH)
periaMeHTa  JAoKiaaa  (He | mpeBbINIeHUe 0e3 3aMeYaHHsI
Oosiee 7 MUHYT) NIPEBHIIIICHUE C 3aMCYaHHEM

YETKOCTh ¥ MOJHOTA OTBETOB | BCE OTBETHI '—IéTKI/Ie, IIOJIHBIC
Ha OOIIOJIHUTCIBbHBIC BOIIPOCHI | HCKOTOPBIC OTBCTHI HEUETKHE
I10 CYHICCTBY JOKJIa/la BCE OTBETHI HEUETKHME/HEITOJIHbBIE

Bnanenue cHenuaibHON | BaageeT cBOOOIHO
TePMUHOJIOTHEH TI0  TeMe | MHOT/Aa ObLT HETOUYEeH, OImubancs
MIPOEKTa, HCIOJIB30BAaHHON B | HE BIAJEET

JIOKJIaJIe

O FRP DNORFRPDNOEFPLPDNOEFLDN

N

Kynbrypa  nmuckyccum — — | OTBETHII Ha BCE BOIIPOCHI

YMEHUE TIOHATh COOECeIHUKA | OTBETUI Ha OOJBIITYIO YaCTh BOIIPOCOB
¥ apryMEHTHPOBAHO OTBETHUTH | HE OTBETHUI HA OOJIBIIYIO YaCTh BOIIPOCOB 0
Ha €r0 BOIPOCHI

|

IIkaJjia oueHKH 3HAHUI 00y4YaloUIUXCS MPH BHICTYIUIEHHH € JIOKJIAI0M:
OrneHka «0TJIM4YHO0» — 15-18 Ganios.
Ornenka «xopomo» — 13-14 6anos.
OreHKa «y10BJIETBOPUTEIBbHO» — 9-12 6aios.
OrneHka «Hey10BJIeTBOPUTENbHO» — 0-8 6aos.

Keiic-3a0anun

Keiic-3aganue sBnsieTcs OJHUM U3 CIOCOOOB 3(D(PEKTUBHOTO MPUMEHEHUS
TEOPHUH B pEaJbHON KU3HU Yepe3 pellieHrne Y4eOHO-KOHKPETHbIX cuTyaruil. Keiic-
METOJ MPEAyCMATPUBAET NMUCbMEHHO MPEACTABICHHOE ONMUCAHUE ONPEEICHHBIX
YCIIOBUM M3 >KM3HU XO3SUCTBYIOHIETO CyObEKTa, OPUEHTHPYIOILEE CTYJIEHTOB Ha
bopmynarpoBaHue MPoOIEMbl U MOUCK BAPUAHTOB €€ PEIICHMS.

Pe3ynbTaT BBINOJHEHHS KEMC-3a1aHUSI OLICHUBAETCS C YYETOM CIIEIYIOIINX
KPUTEPUEB:

— MOJIHOTA MPOPAOOTKU CUTYaLUU;

— TIOJIHOTA BBIITOJHEHUS 3aJaHUs;

— HOBU3HA U HEOPJAMHAPHOCTH MPEACTABICHHOIO0 MaTeprasa U pelIeHUN;

— IEPCIIEKTUBHOCTh M YHUBEPCAIIBHOCTD PEILICHMIA;

— YMEHHUE apryMEHTUPOBAaHO 0OOCHOBATh BHIOPAHHBIN BapUaHT PEIICHHUS.

Ecnu pe3ynbrar BHIOTHEHUS Keic-3a/1aHusl COOTBETCTBYET 0003HAUEHHOMY
KPUTEPUIO CTYJEHTY MPUCBANBACTCS OJIMH 0L (32 KaXKIbIi Kputepuii o 1 6amty).

Kpurepuu oneHuBaHusi BHINOJTHEHUS KeHC-3a1aHUS.

OueHka «0OTJIHYHO» — MpU HAbOpe B 5 OAILIOB.

Ouenka «xopoio» — npu Hadope B 4 Oasa.

OreHKa «yJI0BJIETBOPUTEIIBHOY» — IIPU Habope B 3 Oaia.

OlieHKa «HEYI0BJICTBOPUTEIIHHOY» — IIPU HAbope B 2 Oasuia.



Tecmoegvie 3a0anusn

TecT — 3TO UHCTPYMEHT OLIEHUBAHUS YPOBHS 3HAHUM CTYZAEHTOB, COCTOSIIIMMA
U3 CHCTEMbl TE€CTOBBIX 3aJlaHUM, CTaHAAPTHU30BAHHOW MPOIEAYPHl MPOBEIACHUS,
00pabOTKM U aHAJIN3a PE3YIIbTATOB.

Kputepuun oneHkM 3HAaHW  O0y4alOIIMXCST NPH  TPOBEACHUU
TECTHPOBAHUSI.

OneHKka «OTJMYHO» BBICTABJISETCS NPU YCIOBUM MPABUIBHOTO OTBETa
CTyJIeHTa He MeHee ueM 85 % TeCTOBBIX 3alaHUM.

OlleHKa «XOPOIIO» BBICTABIACTCS MPU YCIOBUM MPABUIBHOTO OTBETA
cTyneHTa He MeHee ueM 70 % TecTOBBIX 3alaHui.

OlLieHKa «yI0BJIETBOPUTEIbHO» BBICTABIISIETCS MPU YCIOBUU MPABUIBLHOTO
OTBeTa cTyAeHTa He MeHee 51 %.

OueHka  «HeyJAOBJETBOPUTENbHO»  BBICTABISIETCS  NPU  YCJIOBHUU
MIPAaBWJIBHOTO OTBETA CTyAEHTa MeHee ueM Ha 50 % TecTOBBIX 3a1aHUl.

Pyoesrcnasa konmpoavnasa paboma (011 3a04Hoi popmut 00yuenus)

KoutpoabHasi padora 1o JUCHUIUIMHE O0YYAOIIMMUCS 3204HON (opMbI
00y4eHHsI BBIIOJIHAETCA [TOCJIE YCTAHOBOYHOM CECCHM B BUJIE TMCBMEHHOIO OTBETA
Ha YKAa3aHHbIC B MHJIWBHUAYaJbHOM 33JaHUU BOMPOCHI, OTPAKAIOIIUE COAECPKAHUE
pa3AeioB IUCIUIUINHBI.

BapuanT 3amanust 17151 CTyI€HTOB 3a04HOM (PopMbl 0OydeHUs ONpeaAeIsieTCs
10 NepBOil OykBe (paMUIMM U MOCIHEAHEN HU(PpPE 3a4EeTHOW KHUKKH C MOMOUIBIO
TaOJMILIbI, IPUBEACHHOW B METOAUYECKUX YKA3aHUSX.

Kpurepuu oueHku

OueHka «OTJIMYHO» BBICTABJISECTCS CTYACHTY, TOKA3aBIIEMY BCECTOPOHHUE,
CUCTEMATU3UPOBAHHBIC, TIIyOOKHE 3HAHUS B OTBETaX Ha BCE BOMPOCHI KOHTPOILHOM
paboThl, KOTOPBI U3YYWJI OCHOBHYIO, YMEETCBOOOAHO H  TPABUIBHO
apryMEHTUPOBATh MPUHATHIE PEIICHUS, O3HAKOMMWICS C JIONOJHUTEIbHOU
JUTEPATypoil y4eOHONW MPOrpaMMmbl JTUCHUIUIMHBI U TPUBOAUT €€ B CIHCKE
VCTIOIb30BAHHBIX HCTOYHUKOB.

OuneHka «XOpomIo» BBICTABISIETCS CTYAEHTY, €CIM OH TBEpPAO 3HAET
Marepuan, IpaMOTHO M II0 CYLIECTBY M3JaraeT €ro B OTBETaX Ha BOIPOCHI
KOHTPOJIBLHON pabOThI, HO JIOMYCKA€T B OTBETAXHEKOTOPHIE HETOUHOCTU, U3YUUJI
OCHOBHYIO JINTEPATYPY YUEOHOM MPOTPaMMbl JUCIUTIIIUHBI U TPUBOUT €€ B CITUCKE
MCTIOJIb30BAHHBIX HCTOYHUKOB.

OuneHka «ya0BJIETBOPUTEIBbHO)» BBICTABISECTCS CTYACHTY, MOKa3aBIIEMY
(dbparMeHTapHbIN, pa3pO3HEHHBIM XapaKTep 3HAHUM, HEIOCTATOYHO IPABUIILHBIE
bopMyIpoBKH 0a30BBIX MOHATHIA, HAPYIIEHUS JIOTHIECKON MOCIEI0BATEILHOCTH
B U3JI0KEHUM NPOTPAMMHOI0 Marepuana, HO NPU ITOM BJIAAECET OCHOBHBIMHU
MOHSATUSIMU BBIHOCMMBIX Ha KOHTPOJIbHYIO paldoTy, 3HAaKOM C OCHOBHOM
JUTEepaTypord y4eOHOM mporpaMMbl JUCHUIUIMHBI U TPUBOJUT €€ B CIIHCKE
WCTIOJIb30BAHHBIX HCTOYHUKOB.

OueHka «HeyA0BJETBOPHUTEIbHO» BBICTABIIIETCA CTYAEHTY, KOTOPBIM HE



3HAaeT OOJBINEH YaCTH OCHOBHOTO COJCpPKaHUS BBHIHOCHMBIX Ha KOHTPOJBHYIO
paboTy BOMPOCOB pasjiena AWCIMIUIMHBI, JOMyCKaeT TpyOble OIMMUOKA B
bopMyIHpPOBKaX OCHOBHBIX MTOHSATHH, HE3HAKOM C OCHOBHOH JTUTEPATYPOU YueOHOM
IPOTPaMMBbI TUCITUTUIAHBI.

IK3amen

Kpurepuu oueHKH 3HAHMH 00Y4AKOIIMXCH HA IK3aMEHe

OueHKH «OTJHMYHO» 3aCIyXUBaeT O0Oydyarolmuics, OOHAPYKUBIIHMA
BCECTOPOHHEE, CHUCTEMAaTHYeCKOoe M TIyOoOKoe 3HaHWe Y4yeOHO-IPOrpPaMMHOIO
Marepuana, YMEHHE CBOOOJHO BBINIOJNHATH 3aJaHUs], MPEAYyCMOTPEHHbIE
MPOrpaMMOM, YCBOMBIIMK OCHOBHYIO M 3HAaKOMBIA C  JIONIOJHUTEIBbHOU
JUTEPATypOr, peKOMEHJOBaHHON nporpaMMoi. OIeHKa «OTJIIMYHO» BBICTABISETCA
O0Oy4YaronIMMCs, YCBOUBIIIMM B3aMMOCBSI3b OCHOBHBIX MOHATUN TUCHUIUIUHBI B UX
3HaU€HUU JJig  T[puoOperaeMoil  mpodeccuu, MPOSBUBIIMM  TBOPYECKHUE
CIIOCOOHOCTH B TIOHUMAHUM, U3JI0’KEHUU U UCIIOIb30BaHUU YU€OHO-IPOrPAMMHOTO
MaTrepuraa.

OueHKH «XOpPOLIO» 3aCIy>)KMBAeT 00yYaroluicsa, OOHAPYKUBIIUNA MOJTHOE
3HaHME  y4ye€OHO-MPOrPaMMHOIO  MaTepuana,  YCHEIIHO  BBIMOJHSAIOMINN
MPETyCMOTPEHHBIE B MpOrpaMMme 3aJaHusi, YCBOUBIIMKA OCHOBHYIO JIMTEPATYPY,
PEKOMEHIOBaHHYIO B IiporpamMme. Kak npaBuiio, ornieHka "Xopouio" BBICTaBISIETCA
oOyyJaromumcs, MoKa3aBIIMM CUCTEMATUUECKUN XapaKTep 3HAHUH MO TUCIUIUIMHE
U CIIOCOOHBIM K HMX CAaMOCTOSITEIbHOMY IIONOJHEHUIO M OOHOBJIEHHIO B XOJE
nanbpHeien yaeOHol paboThl U MPOPECCHOHATBHON JACSTEIBHOCTH.

Ouenku «yAOBJICTBOPUTEJIHHO) 3aCIIy’>KUBAET oOy4aroIuiics,
OOHapy>KUBIIIHIA 3HAHUS OCHOBHOTO y4€OHO-TIPOIPaMMHOTO Marepuaja B o0beme,
HEO0OXOMMOM JIJIs TaTbHENTIIeH yueObl ¥ IPEICTOSIIECH paOOThI MO CIEIHAIBHOCTH,
CIIPABJISIFOIIMICS C BBINOJIHEHUEM 33JaHUM, MPEIYCMOTPEHHBIX IPOrPaMMON,
3HAKOMBI C OCHOBHOW JINTEPATypOM, PEKOMEHAOBaHHOW mnporpammon. Kak
MpaBujIoO, OIEHKAa  "yJIOBIETBOPHUTENIHLHO"  BBICTABISIETCS  OOYYarOIIMMCH,
JOMYCTUBIIMM TMOTPEIIHOCTH B OTBETE HA DJK3aMEHE M TMPHU BBINOJHEHUU
HK3aMEHAIMOHHBIX 3aJ]aHU, HO 00JIaIal0IIUM HEOOXOAUMBIMHU 3HAHUSIMU JIJISI UX
YCTpaHEHHUsI MO PyKOBOACTBOM IPEIOAABATEIIA.

OueHka  «HeyJIOBJETBOPUTEJIbHO»  BBICTaBIseTCS  oOydarouiemycs,
OOHapyXuBIlIeMy TIpoO€bl B 3HAHUSIX OCHOBHOIO Yy4e€OHO-IPOrPAMMHOIO
MaTepuana, JOMYCTUBIIEMY TNPHUHIMIHAIbHBIE OIMUOKH B  BBIMOJHEHUU
MIPETyCMOTPEHHBIX IPOTPAMMOM 3aJaHUM.

8. IlepeyeHb OCHOBHOM M ONIOJIHUTEJIBHOM Y4eOHOI JIUTEepaTyphl:

OcHoBHasl yueOHas1 IuTEpaTypa:
1 AcamueB A.M., OCHOBBI J1enonpou3BoJCTBa: yued. mocodue / A.M. Acanues, U.1.
Muponosa, E.A. Kocapesa, I'.I'. BykoBu4. — 2-¢ u3n., ucnp. u gorn. — Mocksa: UTHOPA-M,



2017. — 146 c. — (Bwicmiee oopa3oBanue: bakanaBpuar). — Www.dx.doi.org/10.12737/24426. -
ISBN 978-5-16-102395-2. - Tekcr: 3JICKTPOHHBIN. - URL:
https://znanium.com/catalog/product/782839

2 Ilanacenko, 0. A. Jlenonpou3BoICTBO: TOKYMEHTAIIMOHHOE 00CCIICYCHUE YIIPABIICHUS:
Vuebnoe nmocodbue / ITanacenko IO.A., - 3-e u3n. - Mocksa :PUOP, UHOPA-M, 2016. - 112 c. -
(BO: bakanaBpuar). - ISBN 978-5-369-01054-9. - Tekcr : oanektponHbii. - URL:
https://znanium.com/catalog/product/542773

2 brikoBa, T. A. JlokyMeHTanMOHHOE OOECTICYCHHE YIPAaBJICHUs (IEIONPOU3BOICTBO) :
yue6. mocobue / T.A. brikopa, T.B. Ky3nenosa, JI.B. Cankuna. — 2-¢ u3j., nepepad. u A0, —
Mocksa : UH®PA-M, 2017. — 304 c. + on. marepuansl [DIEKTpOHHBIN pecypc; Pexum
noctyna: https://znanium.com]. — (Beicmee obpa3zoBanue: bakamaBpuart). - ISBN 978-5-16-
101961-0. - Tekcr : snextponnsiii. - URL: https://znanium.com/catalog/product/762591

JlonoJIHUTeIbHAS JTUTepaTypa

1 KupcanoBa, M. B. Kypc nemnomnpousBoJCcTBa: JOKYMEHTAIIMOHHOE OOecIed. yIpasil.:
VYu4eb. noc. / M.B.Kupcanosa, FO.M.AkceHoB - 6 u31., ucnp. u gom. - Mocksa : HUI] TH®DPA-
M, 2014-256¢. + ( Jon. mar. znanium.com). - (BO: bakanaBpuar). ISBN 978-5-16-006789-6. -
Tekcr : anekrponnsiii. - URL: https://znanium.com/catalog/product/460967

2 OCHOBBI JIeJIONIPOU3BOJICTBA : yuel. mocobue / A.M. Acanues, 1.11. MuponoBa, E.A.
Kocapesa, I'.I'. BykoBuu. — 2-¢ u3n., ucnp. u gon. — Mocksa : UHOPA-M, 2017. — 146 ¢c. —
(Boiciree obpa3zoBanue: bakamaspuar). — Www.dx.doi.org/10.12737/24426. - ISBN 978-5-16-
102395-2. - Tekcrt : anexkrponnsiii. - URL: https://znanium.com/catalog/product/782839

9. Ilepeuennb pecypcoB HHGPOPMALMOHHO-TEJIEKOMMYHUKAMOHHON CeTH
«AHTepHeT»

Ilepevyens IBC

Ne HaumeHoBaHue Temaruka Cceblika
1 Znanium.com VYuuBepcasnpHas | https://znanium.com/
2 IPRbook VYuusepcanpnas | http://www.iprbookshop.ru/
3 Oo6pasoarenbublil mopran Kyol'AY | Vausepcanbnas | https://edu.kubsau.ru/

IlepeyeHb pekoOMeHyeMbIX HHTEPHET CAUTOB:

[Topran [pe3uaenra PD http://www.kremlin.ru

Odurmansubiii caliT «Poccrara» http://www.gks.ru

Od¢uumaneueiii  caidlt ®enepanbHOro apxuBHoro areHrcrsa (Pocapxusa)
http://archives.ru

Pocculickuii  roCyJapCTBEHHBIM ApXHUB HAyYHO-TEXHUYECKOW JIOKYMEHTAlUU
http://rgantd.ru/spravochno-informatsionnyi-tsentr.shtml

denepanbHas Cityk0a Tocy1apcTBeHHOM cTatuctuku https://www.gks.ru/
VYnpasnenue ®enepanbHON CIy)Obl TOCYTaPCTBEHHON CTATUCTUKHU IO
KpacHomapckoMy kpato u pecriyonuke Anpires https://krsdstat.gks.ru/
3akononarensHoe Coopanne Kpacnomapckoro kpas https://www.kubzsk.ru/
Anmununctparus Kpacnonapcekoro kpas — http://www.admkrai.krasnodar.ru/;
AJIMUHUCTpaIYs MyHHUIIUTIATLHOTO 00pa3oBanus T. KpacHomap —
http://www.krd.ru/;



https://znanium.com/catalog/product/782839
https://znanium.com/catalog/product/542773
https://znanium.com/catalog/product/762591%203
https://znanium.com/catalog/product/762591%203
https://znanium.com/catalog/product/460967
https://znanium.com/catalog/product/782839
https://znanium.com/
http://www.iprbookshop.ru/
https://edu.kubsau.ru/
http://www.kremlin.ru/
http://rgantd.ru/spravochno-informatsionnyi-tsentr.shtml
https://www.gks.ru/
https://krsdstat.gks.ru/
http://www.admkrai.krasnodar.ru/
http://www.krd.ru/

10. MerToanueckne YKa3aHusl I O0y4YAlOUIUXCHA 10 OCBOCHHIO
JAUCHHUILIMHBI

1. OCHOBBI J1€TTOMPOU3BOJICTBA: METOJl. PEKOMEHJAIMH 1O MPOBEACHUIO
CEMUHAPCKUX 3aHSATUH M CaAMOCTOSITENIbHOM paloThl il OOyYaromIMXCs I10
HanpaBieHuto noArotoBku 38.03.04 T'ocynapCTBEHHOE W MYHHUIMIAIBHOE
ynpasienue / coct. O.H. Camuit. — Kpacnonap: Ky6I'AY, 2018. — 25 c.
https://edu.kubsau.ru/file.php/119/MU_Osnovy DP_Salii.pdf

2. OCHOBBI  JENOMPOM3BOJACTBA: METOA. yKa3aHWs JJs  BBIIOJHEHUS

KOHTPOJIBHBIX ~paboT oOydaromuMmucs (QaxkyiabTeTa 3a04HOro OOydYeHHUs IO
HampaBiaeHuto noaroroBku 38.03.04 TocymapcTBeHHOE M MYHHUIIMIAIBHOE
yIpaBieHUE, HAMPABICHHOCTh «['0CyJTapCTBEHHOE U MyHUIIUIAIILHOE yIPABICHHE) /
coct. O.H. Canuit. — Kpacnonap: Kyol'AY, 2018. — 12 c.
https://edu.kubsau.ru/file.php/119/Metodichka. Dokumentirovanie_Salii.pdf

11. Tlepeyenbr uHGOPMAIMOHHBIX TEXHOJOTHI, HMCIOJb3yeMbIX MPH
OCYHIeCTBJICHMH 00pa30BaTeJIbHOI0 MNpoHecca M0 AUCHHUILIMHE, BKJIKYAs
nepevYeHb MPOrpPaMMHOr0 odecredeHUss M UHAOPMALMOHHBIX CIPABOYHBIX
CUCTEM

NudopmaiimoHHbie TEXHOJOTUM, HCIOJb3yeMbI€ IIPU  OCYIIECTBICHUU
o0pa3oBaTeNpHOTO  Mpollecca IO  JUCHUIUIMHE  TO3BOJISIIOT:  OOCCIEYHTH
B3aMMOJICUCTBUE MEXKYy YYaCTHHUKAMU 00pa30BaTEIbLHOTO MPOIECCa, B TOM YHCIIE
CUHXpOHHO€ U (WJIM) aCHHXPOHHOE B3aUMOJCHCTBUE TOCPEACTBOM CETH
"Unrepuer"; ¢duxkcupoBath X0 00pa30BaTENLHOTO TMPOIECCa, PE3YJIHTATOB
MPOMEXKYTOUYHOM aTTeCTAllMd 10 JUCIUIUIMHE W Pe3yJbTaTOB OCBOCHUS
0o0pa30BaTeNbHON MpOrpaMMbl; OPraHU30BaTh MPOLECC OOpa3oBaHUS MyTEM
BU3yaIM3allil ~ u3ydyaeMol  uHGOpMAllUM  TOCPEICTBOM  HCIOJIL30BaHUS
MPE3CHTAIMOHHBIX TEXHOJIOTUI; KOHTPOJIUPOBATH PE3YIbTAThl 00YUCHUSI HA OCHOBE
KOMITBIOTEPHOT'O TECTUPOBAHUSI.

11.1 lepeyensb auuensuonnoro IO:

Ne | HammeHnoBanue Kpartkoe onucanue

1 Microsoft Windows OnepanuoHHas cucreMa

2 | Microsoft Office (Bxmouaer Word, Excel, PowerPoint) | [Taker opucHbIx
MIPUIIOKEHNUN

11.2 Mepeyenb npoeccCHOHAIBHBIX 023 JAHHBIX U WH()POPMALMOHHBIX
CIIPABOYHBIX CHCTEM:

No HanmenoBanue Temarnka DIIEKTPOHHBIN aapec
1 [apanT [TpaBoBas https://www.garant.ru/



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

2 Koncynbrant [TpaBoBas https://www.consultant.ru/
3 Hayunas snexTpoHHas | YHUBepcalbHas https://elibrary.ru/

oubmoteka eLibrary

12.  MartepuajibHO-TeXHHYECKOe oO0OecredeHne IJsA 00y4deHHs] IO
AUCIHUILINHE:

HHaHI/IpyeMBIC IMOMCIICHUS OJIAA IIPOBCACHUA BCCX BUAOB y‘IC6HOI>’I ACATCIBHOCTHU

MPOBECHUS 3aHATUI CEMHHAPCKOTO TUIIA, KYPCOBOTO
MPOEKTUPOBAHHMS (BBIMOJHEHUS KYPCOBBIX PadoT),
TPYIIIOBBIX U HHANBUIYaIbHBIX KOHCYIbTAINH,
TEKYIIEro KOHTPOJIS ¥ IPOMEXYTOUHOH aTTeCTaIuu.
JOCTYM K ceTH «MHTepHeT»;

JIOCTYI B 3JIEKTPOHHYIO HH(POpMannoHHO-
00pa30BaTeNbHYIO CPEAy YHUBEPCUTETA;
crienuann3upoBaHHas mebenb (yueOHas 1ocKa,
yaeOHas MeOenb).

IMomemenue Nel DJI, mocagounsix mect — 100;
wromanb — 127,5kB.M.; yaeOHast ayTUTOPHS IS
TIPOBEICHUS 3aHATHH JCKIIHOHHOTO THTIA, 3aHATHHA
CEMHHAPCKOTO THIA, KYPCOBOTO MPOSKTHPOBAHUS
(BBITIOJTHEHNUS KyPCOBBIX paboT), TPYIIOBBIX U
WHIUBUAYAIbHBIX KOHCYJIBTAIHH, TEKYIIIEr0 KOHTPOJIS
U IPOMEXYTOUHOM aTTECTALIMHU.

CIUIMT-CUCTEMa — 1 IIT.;

CHenHaTH3upoBaHHas MeOenb (yueOHas TocKa,
yaeOHast MeOep);

TEXHUYECKHE CPEICTBA 00yIeHUs, HAaOOPHI
JIEMOHCTPAIIMOHHOTO 000pYIOBaHUS M YIEOHO-
HaTJBIIHBIX TOcOOUH (HOYTOYK, TPOEKTOP, IKpaH);
nporpammuoe obecreuenne: Windows, Office.

IMomemenue Nel 11 BJI, mocamounsix mect — 30;
IUIOINAAb — S52KB.M.; ydeOHas ayAUTOPHS IS
MPOBE/ICHUS 3aHATUI CEMUHAPCKOTO THIIA, KYPCOBOTO
MPOEKTUPOBAHMS (BBIITOJHEHUS KYPCOBBIX padoT),
TPYIIOBBIX U HHAUBUYATbHBIX KOHCYJIbTAIWH,
TEKYIIEr0 KOHTPOJIS ¥ MPOMEIKYTOUHOM aTTeCTAIINH.
JOCTYTI K cetr «IHTepHETY;

JIOCTYII B 3JICKTPOHHYIO HH(OPMAIIMOHHO-
00pa30BaTEeILHYIO CPEAY YHUBEPCUTETA,
CHeNHaTH3UPOBaHHas MeOenb (yueOHas TocKa,
yueOHast MeOelb).

Ne | HammenoBanwme y4eOHBIX | HamMeHOBaHHE MOMEIICHHUN IS IPOBEACHUS BCEX Anpec
/I MIPEIMETOB, KYPCOB, BUOB y4eOHOU IEATEIFHOCTH, MIPEIyCMOTPEHHON (MecToIoI0XKEeHNE )
JVCIUILIAH (MOIyIeit), Y4eOHBIM IUTAHOM, B TOM YHCIIE TIOMELICHHS IJIs TIOMEICHNH IS
MPaKTHKH, HHBIX BUIOB CaMOCTOATENBHON PabOTHI, C yKa3aHUEM IIEpEedHsI | IPOBEICHUS BCEX BUIIOB
yae0HOI1 NesITeTbHOCTH, OCHOBHOTO 000pyIOBaHUS, YICOHO-HATIISITHBIX y9e0HOI eATeTHHOCTH,
MIPEAyCMOTPEHHBIX MOCOOHH M UCTIONB3YEMOTO MPOrPaMMHOTO HpeyCMOTPEHHON
y4eOHBIM IIJIAHOM obecrieueHus y4eOHBIM IUIaHOM (B
o0pa3oBaTeNnbHON cllydae peanu3aluu
MPOTPaMMBbI 00pa3oBaTenbHON
IIPOrPaMMBI B CETEBOI
(hopmMe TOTIOTHUTEIHHO
YKa3bIBaeTCs
HalMEHOBaHHE
OpTaHM3aINH, C KOTOPOH
3aKJIIOYEH JOTOBOP)
1. |OCHOBBI [Momemenune Nel10 3J1, mocagounsix mect — 30; 350044, KpacHopapckuii
JIeTIOTIPOM3BOJICTBA wiomaab — 51,5kB.M.; yueOHast ayAUTOPHUS TSI Kpait, . Kpacsomap, yir.

uM. Kanunauna, 13
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ITomemenne Ne511 DJI, mmomans — 42,3KB.M.;
HOMEIICHUE ISt XPaHEHHS ¥ IPOPHIAKTHIECKOTO
o0cy)XHBaHUs YIeOHOTO 000PYIOBaHHUS.

IMomemenue Ne226 I'VK, mocamounsix mect — 16;
mwIomans — 35,9KB.M.; MIOMEIICHUE IS
CaMOCTOSTENTFHON pabOTHI.

TEXHUYECKHE CPEICTBA O0YICHHUS

(KoMITBIOTEp TIEPCOHANBHBIA — 13 mT.);

JocTyt K cetr «HTEepHETY;

JIOCTYTI B 3JICKTPOHHYIO HH()OPMAIIHOHHO-
00pa3oBaTeNbHYIO Cpely YHUBEPCHUTETA;
CHelHaT3upOBaHHas MeOenb (yueOHas MeOeln).
[Iporpammuoe obecnieuerne: Windows, Office,
CHeTHATH3UPOBAHHOE JINIICH3HOHHOE B CBOOOTHO
pacrnpocTpaHseMoe porpaMMHoe o0ecTieueHue,
IpeyCMOTPEHHOE B paboueii nporpamme




