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

Heabio ocBoeHus: AUCHUIUIMHBI «OCHOBBI JI€JIONPOU3BOJCTBA» SIBISICTCS
dbopMHpoBaHUE KOMIUIEKCA 3HAHUNA O JOKYMEHTHUPOBAHUU M OpraHU3aIii paboThI
C IOKYMEHTaMH, MPUOOpPETEHUE MPAKTUYECKUX HABBIKOB PA0OTHI C TOKYMEHTAMH B
roCyJapCTBEHHBIX M MYHUIIMITAJIbHBIX OpPTraHax yNpaBJIeHUs U OpraHu3aIusX.

3agaum JUCHUILINHBI:

- TOJy4YeHWE 3HAHWK 00 OCHOBHBIX TOHSITHSIX, KATETOPHSIX M OTaIloB
JIOKyMEHTO000pOTa B pa3IMUHBIX c(hepax NesITeIbHOCTH;

- BBIpa0OTKA HABBIKOB MOMCKA U MCMOJIb30BAHUSI HOPMATUBHBIX U MPABOBBIX
JOKYMEHTOB, OINPEICIAIOMNX IOPSAJOK JIOKYMEHTHUPOBAaHHS B  IPOILECCE
OpraHu3ald BHYTPEHHUX KOMMYHUKAIMI U OPraHU3allMOHHOTO B3aWMOICHCTBUS
C BHCIIHUMHU OPTraHU3AIMAMHU U OpraHaMH roCyJapCTBEHHON BJIACTH MOCPEICTBOM
MOKCKa, aHAJIN3a U UCIIOJIb30BaHUSI HOPMATUBHBIX U ITPABOBBIX JIOKYMEHTOB.

- ¢opMHUpOBaHNE YMEHHMM HMCIOJIF30BaTh HOPMATHBHO-IIPABOBBIC 3HAHUS B
MpoOIECCe OCYIIECTRBICHUS JOKYMEHTAIIMOHHOTO OOECICUCHHUsS YIIPaBJICHUS B
pa3IMYHBIX cepax AeATeITbHOCTH.

2 llepeyenb  NJAHUPYEMBIX  pe3yJbTAaTOB MO  JUCIHUILUINHE,
COOTHECEHHBIX ¢ IUIAHMPYeMbIMH pe3yJbTaTaMU  00pa30BaTeIbLHOM
NMporpaMmal

B pe3yabTare ocBoeHHMs JUCHMILUIMHBI (OPMHUPYIOTCH CcJeaylolmue
KOMIIETEH M

OK-4 — cnocoOHOCTBIO MCHOJB30BaTh OCHOBBI IMPABOBBIX 3HAHUI B
pa3IMYHBIX chepax AesITeILHOCTH.
OIIK-1 — BpameHueM HaBBIKAMHU IIOMCKA, aHajau3a W HMCIIOJb30BaHMS

HOPMATHUBHBIX U MPABOBBIX JJOKYMEHTOB B CBOECH MPoheCcCUOHATBHOM AESITEIbHOCTH

3 Mecto nucunimuiudbl B crpykrype OIIOII BO

«OCHOBBI J1€JIONPOU3BOJICTBA» OTHOCHUTCS K JUCLUILUIMHAM 0a30BOM YacTH
OIIOII BO nmnoaroroBkn oOywaroumxcss 1o  Hampasinenuto  38.03.04
['ocynapcTBenHOE 51 MYHHULAIAJIEHOE yIIpaBJICHUE, HAIIpaBJIICHHOCTh
«l'0Ccy1TapCTBEHHOE U MYHULIMITAJIBHOE YIIPABICHUEY



4 Oobem qucuuruinHebl (144 gyaca, 4 3a4eTHBIC STUHUIIBI)

. O0BeM, yacoB
Bunst yueOHOI paboThI
Ounas 3aouHas

KonrakTHasi padora 63 17
B TOM YHUCJIE:
— ayAUTOpHAs 110 BHJIaM 60 14
y4eOHBIX 3aHSATUI

— JIEKI|AHA 24 6

—— NPaKTUYECKUE 36 8
—— BHEayUTOPHAs 3 3

—— 9K3aMeH 3 3
CamocTrosiTesibHasi padoTa
B TOM YHUCJIC:
CaMOCTOSITEIIbHOW PabOTHI
HToro mo iucuunjinHe 144/4 144/4

5 Coaep:xanue TUCUUILIUHBI

[To uToram uzy4yaemoro Kypca CTyJICHTBI CAAIOT IK3aMEH.
JlucuuruinHa u3ydaeTcs: B ouHor opMme: Ha 1 Kypce, Bo 2 cemecTpe
B 3a04HO opMme: Ha 1 Kypce, BO 2 cemecTpe.

Conep:kaHue ¥ CTPYKTYPA IMCIHHUILIMHBI 110 0YHOI (popMe 00yueHuUs

= Buabl yueonoii
§ padoThl, BKJIIOYAs
§ CaMOCTOSITEIbHYIO
2 padoTy CTyICHTOB
= 2| W TPYyA0eMKOCTh(B
Haum S =
No €HOBAHHE TEMBI g > aacax)
C YKa3aHHUEM OCHOBHBIX o S
/o z 5 Camo-
BOIIPOCOB s &) [Ipak-
) CTOSA-
> THYe-
= Jlek- TEJb-
= CKHe
> 05041 Has
=) 3aHsI-
5 s | P abo-
Ta
Pazgea 1 [lokyMeHTHPOBaHNE YIIPABJICHUYECKOM AeSITEJIbHOCTH
Tema 1. CymHocTh M cofepKaHHE JOKYMEHTA-
HMOHHOTI0 o0ecreyeHNs B yIIPaBJIeHUM.
1.Ienu 1 3a1a4 TUCUUIUIMHBIL.
2.OCHOBHBIE TEPMUHBI U ONPEIIEIECHUS ASITONPON3-
BOJICTBA.
1|32 OK-4 | 2| 4 | 4 7
3.OyHKIMM W TPUHIUIBI JIEJIONPOU3BOACTBA B
YIPaBIEHUHU.
4. JIOKYyMEHTUPOBAHUE YMPABIECHYECKOU AESATEIb-
HOCTH.
5.benoBoi U 3JIEKTPOHHBII TOKYMEHT.




/o

HanmeHnoBanne TeMbl
C YKa3aHUEM OCHOBHBIX
BOIIPOCOB

dopmupyeMble KOMIETEHIIUH

Cemectp

Buasbi yueOHoii
padoThI, BKJIIOYAsA
CaMOCTOSITEIbHYI0
padoTy CTyeHTOB
U TPYA0EMKOCTh(B

yacax)

Camo-

[Tpak-
CTOSI-

THYE-

Jlek- TEIb-
CKHe
805041 Has

3aHsI-
pabo-
THUS
Ta

Tema 2. OdopmieHue [1eJ0BOr0 MNHUCbMA.
Knaccupurkanust J0KyMeHTOB.

1.Ilonstue noxymeHTUpoBaHUA. bliaHKK 1€10BBIX
MIHICEM.

2. TpeboBanust K 0(pOPMIICHHIO JICTOBBIX ITHACEM.
3.CocTtaB TOCTOSIHHBIX PEKBU3UTOB YIPaBJICH-
YECKOU JJOKYMEHTALINH.

4.Bunbl nokymeHTOB. O0111as1 KilacCupUKaIUs.
5.Knaccudukanys 1oKyMEHTHPOBAHUS YIIpaBIICH-
YEeCKOU JesITeIbHOCTH.

OK-4

Tema 3. /IoKyMeHTHpPOBaHHE PACIOPSAIUTEIb-
HOM M MCHOJHUTEJbHON [eATEeJbHOCTH B
npouecce ynpapJjaeHHs.

1. CymHocTh M conep)kaHu€ pacHopsAUTENbHOU
JESATEIIBHOCTH B IIPOLIECCE YIIPABICHUS

2.CocTaB JOKYMEHTOB OTPaKAIOMIUX COZIEpIKaHUE
pacropsaUTeNbHON  J1eATeNbHOCTH  (TIPUKAa3bl,
pacropspKeHMs], IOCTAHOBIICHUS, PEIICHNE, yKa3a-
HUE).

3.CymHOCTh H cOAep)KaHUE OpraHU3aIMOHHO-
IIPABOBOM YIIPaBJIEHYECKOM TOKYMEHTALINH.
4.CocTaB TOKYMEHTOB OTPaKaIOIIUX COJEp KaHue
OpraHM3alMOHHO-TIPaBOBOMN YIIPaBICHYECKON
JOKYMEHTAllUH.

OK-4,
OIlIK-

Tema 4. [lokymeHTHPOBaHHE HH(POPMALMOH-HO-
CIIPABOYHON M KAJAPOBO#l /JeATEJbHOCTH B
npouecce ynpaBjaeHHs.

1.CymHocTe U conepkaHue HH(OPMAIMOHHO-
CIIPAaBOYHOU JAEATEIBHOCTH B IIPOLIECCE YIIpaBIIe-
HH.

2.CocTaB JOKYMEHTOB OTpPa)KaroIIUX COJEp)KaHUE
UH(POPMALIMOHHO-CIIPABOYHBIX BOIPOCOB yIpaBiie-
HH.

3.CymmHOCTP M COJEpKaHHWE KaJpOBOM YIpaB-
JIEHYECKOHN JOKYMEHTAIUH.

4.CoctaB  JTOKyMEHTOB  OTpa)kalOLIMX  JOKY-
MCHTHUPOBAHUC TPYAOBBIX OTHOIIIEHUH B
YIPaBJICHUU.

5.3aKOHOJATENBPHOE PETYJIUPOBAHUE TPYIOBBIX
IIPABOOTHOLIEHUH.

OK-4,
OIIK-
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HanmeHnoBanne TeMbl
C YKa3aHUEM OCHOBHBIX
BOIIPOCOB
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Buasbi yueOHoii
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CKHe
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Tema 5. ITanbl JOKYMeHT0000pOTA.
Opranusanus paéoThbl ¢ BXOASIIHMMH JOKYMeH-
TaMH.

1.ITonsiTE NOKYMEHTOOOOPOTA U €T0 3TAIlBI.
2.CTpyKTypHBIE TOJpA3JEIICHUs] 1O IEIONPOU3-
BOJICTBY.

3.DKCIeIUIIMOHHBIE CITYKOBI JIeTOTPONU3BOCTBA.
4.Opranu3allMd MO XPAaHEHHUIO JOKYMEHTALMOH-
HOTO (hoHTA.

5.0TBETCTBEHHOCTh JIMIl, B PAaMKax JOKyMEHTa-
[IUOHHOT0 00ecIeueHusl.

OK-4,
OIIK-

Pa3nea 2 Opranusanusi padoThl ¢ JOKYMEHTAMU

Tema 6. Opranuszanusi padéoTsl ¢ BXOASIMMHA
JAOKYMEHTaMH.

1.Knaccudukanus BXOIAMMX JOKYMEHTOB
2.00paboTKa BXOAIIEH KOPPECTIOHICHIINN B
yIpaBJICHUH.

3.OYHKIMHU ¥ BUJBI PETUCTPALUU BXOAALINX
JIOKYMEHTOB.

4 TlopsiioK perucTpanun BXOASIINX JOKYMEHTOB.

5.Hepeructpupyembie TOKYMEHTHI.

OK-4,
OIIK-

Tema 7. MexaHU3M HCIOJIHEHHUS JOKYMEHTOB B
yIpaBJIeHUH.

1. KoHTposib 3a HCTIOTTHEHHWEM JIOKYMEHTOB B Opra-
HH3AI1H.

2.1lenw 1 BUBI KOHTPOJIsl. OTBETCTBEHHBIC JTHIIA.
3.TexHOJOTUS HCIOIHEHUS KOHTPOJBHBIX OKY-
MEHTOB.

4.Pe3omnionivs ¥ BUBUPOBAHHUE JOKYMEHTOB.
5.0Tambl YTBEPXKICHUS W COTJIACOBAHUS JIOKY-
MCHTA.

OK-4,
OIlIK-

Tema 8. Opranusanusi padoTbl ¢ HCXOASAIIUMH
AOKyYMEHTaMH.

1. CriocoOb! perucTpanu UCXOASIIINX
JIOKYMEHTOB.

2.OyHKIUY U BUABI PETUCTPAIIH UCXOISIITIX
JIOKYMEHTOB.

3.Ilopsimok perucTpanuy NCXOSIIIET0 JOKYMEHTA.

OK-4,
OIIK-




= Buasbi yueOHoii
= padoThI, BKJIIOYAsA
§ CAMOCTOSITEIbHY IO
2 padoTy CTyeHTOB
No HanmeHoBaHue TeMsl é g " prlfloaecl\;l;;) cTe(B
C YKa3aHHUEM OCHOBHBIX @ S
w/m BOIIPOCOB 2 S IIpax- Camo-
>, THae- | OO
= Jlek- TeNb-
E 12071 CKHe Has
= 3aHsI- pabo-
S THUA Ta
4, ATOpUTM OTITPABKH MCXOJISIICH
KOPPECIOHICHIINH.
5.KoHTpOb M yUeT ucxosmiei
KOPPECHOHICHIINH.
Tema 9. Texkyliee XxpaHeHUe JOKYMEHTOB.
1. Opranu3zanus TEKyIEro XpaHeH!s JOKyMEHTOB.
2. IlpaBuia NOArOoTOBKM JJOKYMEHTOB Ha apXHBHOE OK-4
g | P OnK- |2 1 | 2 7
3. OdopmiieHue aea NOCTOSHHOTO U BPEMEHHOI'O 1
XpaHEHUS.
4. Yder ucIosib30BaHMsl OJIAaHKOB B OpraHU3aLIUU.
5. CocTaBiieHuE ONUCEN €7 U CBOJHBIX aKTOB.
Tema 10. IloaroroBKa J0KyMEHTOB K Nepeaaqyu
HA XpaHeHHUe B apXuB.
1.Homenknarypa Jienn B CTpyKTYPHOM
MOJpa3/IeJICHUH. OK-4,
10 | 2.YuuuroxeHue A€ ¢ HCTEKIIUM CPOKOM OIlK- | 2 1 1 7
XpaHeHHsI. 1
3.XpaHeHNE OTAEIbHBIX BUIOB JOKYMEHTOB.
4. DKcepTHbIE KOMUCCUU OPTaHU3alINH.
5. BeZIOMCTBEHHBIH U rOCY1apCTBEHHBIN apXMB.
Tema 11. HopMaTuBHO-IpaBOBOe W METOAM-
YecKoe peryJinpoBaHue 1eJ10NPON3BOACTBA.
1.3aKoHOaTENBHO-TIPABOBOE PETYJINPOBAHHUE. OK-4,
11 | 2. HopMaTuBHO-METOIMYECKOE PETYIUPOBAHUE. OIIK- | 2 1 1 4
3.MHCTpYKIHS TTO IETTOTIPON3BOCTBY. 1
4. Tabenb hopM yIpaBICHUECKUX JOKYMEHTOB.
5.Anp00M GopM yIIpaBICHUYECKUX IOKYMEHTOB.
| Uroro [ 24 | 36 | 8l

CopepxaHue ¥ CTPYKTYpPa TUCUMILIMHBI 110 3204HOM (popMe 00yUeHUs




Buasbi yueOHoii
padoThI, BKJIIOYAsA
CaMOCTOSITEIbHY IO
padoTy CTyeHTOB

::
= =2 | &
No HanmeHnoBanue Tembl ° = 5 U TPYA0EMKOCTh
Wi C YKa3aHHUEM OCHOBHBIX g5 % (B yacax)
BOIIPOCOB ; g O [Ipak- | Camo-
& 2 Tex. | THIe™ | cTOs-
- CKHE | Telb-
3aHs- Has
THs | pabota
Pa3IleJI 1 J]OKyMeHTI/IpOBaHI/Ie yl'[paBJIeH‘leCKOﬁ JACATCJIBbHOCTH
Tema 1. CymiHoCTh U cOJep:KaHUe JOKYMEHTAa-
HMOHHOI0 00ecreYyeHusl B YIIPaBJICHHH.
1.Ilenu v 3a1aun AUCIUTUTUHBL.
2.OCHOBHbBIE TEPMUHBI U ONPEIAECICHUS 1ETONPOU3- OK-4
:

1 | Fonemea ONK- | 2| 1 | 2 10
3.OyHKUMM W OPUHLUIBL AEJIONPOU3BOACTBA B 1
yIIpaBJICHUH.
4.JIOKyMEHTHUPOBAaHHUE YIIPABICHUYECKON IesTeNb-

HOCTH.
5.benoBoM 1 AEKTPOHHBIN JOKYMEHT.
Tema 2. Odopmienue ae10BOro mnucbMma.
Kuaacenpukanus 10KkyMeHTOB.
1.IlonsiTe nokyMeHTHpoBaHUs. bilaHKu enOBBIX
MIHACEM. OK-4,
2 2. TpeboBanust K 0(pOPMIICHHIO JICTOBBIX ITHCEM. onk- | 2| o5 1 10
,
3.CocTtaB MOCTOSIHHBIX PEKBU3HUTOB YIIPaBJICH- 1
YECKOM JOKyMEHTAIUH.
4.Buapl nokymeHTOB. O011as KiacCupUKaIus.
5.Knaccugukanys 1OKyMEHTUPOBAHUS YIPABIIECH-
YECKOM JESITENbHOCTH.
Tema 3. /lokyMeHTHpPOBaHHEe PACHOPSAUTEIb-
HOM W MCIOJHHUTEJbHOH JAeATEeJbHOCTH B
npouecce ynpaBJeHHUs.
1. CymHocTh M cofep)kaHHEe PacHopsSIUTENbHOM
JESITENIbHOCTH B MPOLIECCE YIIPaBJICHUS
2.CocTaB JOKYMEHTOB OTPaKaIOIIUX COJEpIKAHUE OK-4
pactopsAUTEeNbHON  AeATeIbHOCTH  (IIPUKA3bI, ’

3 pacnopsuKEeHUsl, TOCTAHOBJIEHUS, PEIlICHHE, yKa3a- OI}K_ 2 05 1 10
HUE).
3.CymHoCTh M COJAEp)KaHHE OpTraHU3aIlMOHHO-

IIPaBOBOM YIIPABICHYECKON JOKYMEHTALMH.

4.CocTaB JOKYMEHTOB OTPAXKAIOIIUX COJEPKaHUE
OpraHU3alMOHHO-TIPAaBOBOM yIPaBICHYECKOU
JIOKYMEHTAIUU.

Tema 4. JlokyMeHTHpOBaHUE HHPOPMALMOH-HO-
CIIPABOYHOM M KaJAPOBOM [eATeJbHOCTH B OK-4,

4 Ipouecce ynpaBJjJcHHUA. OIIK- 2 05 05 7
1.Cymmocts 1 copepxaHue MHOPMALHOHHO- 1 ’ '
CIIPaBOYHOM JESTENbHOCTH B Ipoliecce yIpaBiie-

HUSL.




Buasbi yueOHoii
padoThI, BKJIIOYAsA
CaMOCTOSITEIbHY IO
padoTy CTyeHTOB

3
= = =3
No HaumeHnoBanue TeMsl S E 5 U TPYA0EMKOCTh
Wi C YKa3aHHUEM OCHOBHBIX g5 S (B yacax)
BOIIPOCOB i ; 3 [Ipak- | Camo-
5 g Tex. | THIe™ | cTOs-
- CKHE | Teib-
3aHsI- Hast
THs | pabota
2.CocraB JOKYMEHTOB OTPa)KaroOIIUX COJEp>KaHuE
WH(OPMAIIMOHHO-CIIPABOYHBIX BOIIPOCOB YIIPaBIIe-
HUSL.
3.CynHOCTh W cOAEepKaHuE€ KaJApOBOW YyIpaB-
JICHYECKOH JTOKYMEHTAIIUH.
4.CocTtaB  JIOKYMEHTOB  OTpPaXalOIIUX JIOKY-
MEHTHUPOBAaHUE  TPYAOBBIX  OTHOIICHWH B
yIpaBIeHUH.
5.3aK0HOJATENFHOE  PETYJTUPOBAHUE TPYIOBBIX
IPaBOOTHOLICHUH
Tema S. ITanbl JOKYMeHTO000pOTA.
Opranusanust padoTbl ¢ BXOASAIIUMHA JOKYMEH-
TaMU.
1.ITonsiTe TOKYMEHTOOOOPOTA U €T0 ITAIlbI.
2.CTpyKTypHBIC TOApasaeieHus 1o aenomnpous- | OK-4,
5 | Boxctsy. OIIK- | 2| 0,5 0,5 7
3.DKCTIeUIIMOHHBIE CITYKOBI JIeTOPONU3BOICTBA. 1
4.0OpraHu3aly 1Mo XpaHEHUIO JOKYMEHTAI[MOH-
HOTO (hoHTA.
5.0TBETCTBEHHOCTh JHIl, B paMKax IOKyMEHTa-
IIIOHHOTO 00ECIIEUECHNUS.
Pa3znes 2 Opranusanus padoThl ¢ JOKYMEHTAMU
Tema Ne 6. Opranusanusi padéoTbl ¢ BXOISIIIHA-
MH TOKYMEHTAMH.
1.Knaccudukanus BXOIAIINX JOKYMEHTOB
2.00paboTka BXOJISIIEH KOPPECTIOHICHIINH B OK-4,
6 | ympasieHHH. OIK- | 2| 05 | 05 5
3.DyHKIIUU ¥ BUJIBI PETHCTPAIH BXOISIIIAX 1
JTIOKYMEHTOB.
4.TTopsiTOK perucTpanuy BXOIAIINX JJOKYMEHTOB.
5.Heperucrpupyembie TOKYMEHTHI.
Tema 7. MexaHu3M HCIOJIHEHHUS TOKYMEHTOB B
ylpaBJIeHHH.
1.KoHTpoJb 32 UCTIOJTHEHUEM JOKYMEHTOB B Opra-
HU3AIUH.
2.1lenw 1 BUBI KOHTPOJIs. OTBETCTBEHHBIC JTUIIA. OK-4,
7 OIlK- | 2| 0,5 0,5 5
3.TexHONOTUsI WCMONHEHUS KOHTPOJBHBIX IOKY- 1

MEHTOB.

4.Pe3omnionivs 1 BUBUPOBAHHUE JOKYMEHTOB.
5.0Tambl yTBEPXKACHUS W COTJIACOBAHUS JIOKY-
MEHTA.




Buasbi yueOHoii
padoThI, BKJIIOYAsA
® CaMOCTOSITEIbHYI0
E E o paboTy cTy1eHTOB
No HaumeHnoBanue TeMsl ° = 5 U TPYA0EMKOCTh
Wi C YKa3aHHUEM OCHOBHBIX g5 % (B yacax)
BOIIPOCOB ; g O [Ipak- | Camo-
& 2 Tex- | THYE" | cTos-
CKHE | Teib-
02078
3aHs- Hast
THs | pabota
Tema 8. Oprannzanusi padoTbl ¢ HCXOASIIUMHU
JAOKYMeHTaMHu.
1. CnocoOsI perucTpanuy UCXOAIIHNX
JIOKYMEHTOB.
2.OYHKIIUY U BU]IBI PETUCTPALIMHA UCXOISIIIHX OK-4,
8 | 1oxymeHTOB. OIIK- | 2| 0,5 0,5 5
3.Ilopsimok perucTpanuy UCXOISIIIEro JOKyMEHTA. 1
4.ANTOPUTM OTHPABKHU MCXOIAIICH
KOPPECIOH/ICHIINH.
5.KoHTpons 1 yder ucxogsiuen
KOPPECIOHICHIINH.
Tema 9. Texkyliee XxpaHeHUe JOKYMEHTOB.
1. Opranu3zanus TEKyIEro XpaHeH!s JOKyMEHTOB.
2. IIpaBuiia mOATOTOBKU JJOKYMEHTOB Ha apXUBHOE OK-4,
9 |3 omon, OfK- |2 | 05 | 05 5
. OdopmieHnue nen mOCTOSTHHOTO M BPEMEHHOTO 1
XpaHEHUS.
4. Yyer ucrosib30BaHus 0JIaHKOB B OpraHU3aliu.
5. CocTaBiieHue OoNnUcel 1€ U CBOJHBIX aKTOB.
Tema 10. IToaroToBKa JOKYMEHTOB K IepeAadn
Ha XpaHeHHe B apXUB.
1.HomeHnknartypa Aen B CTpyKTypPHOM
MOAPA3ACIICHHUH. OK-4,
10 | 2.VHuuTOXKEHHUE IET C UCTEKIIINM CPOKOM OIIK- | 2| 05 0,5 5
XpaHCHMUS. 1
3.XpaHeHue OTAEIbHBIX BUAOB JJOKYMEHTOB.
4. DKciepTHbIE KOMUCCUU OPTaHU3alINH.
5. BenoMcTBeHHBIH M TOCYapCTBEHHBIN apXUB.
Tema 11. HopMaTuBHO-IpaBOBOe W MeETOIAM-
yecKoe peryJiipoBaHue /1eJ10NPON3BOACTBA.
1.3aK0HOATENBHO-TIPABOBOE PETYJINPOBAHHUE. OK-4,
11 | 2.HopMaTHBHO-METOINYECKOE PETyTUPOBAHUE. OIK- | 2| 05 0,5 8
3.MHCTpYKIMS 1O JIeONIPOU3BOCTBY. 1
4.Tabenb hopM yIpaBIeHUECKUX JOKYMEHTOB.
5.Anp00M hopM yIpaBICHYSCKUX JTOKYMEHTOB.
| Uroro | 6 | 8 127

6. [lepeueHb y4eOHO-METOAUYECKOT0 O0ecTieyeHUus J1JIsl
CaMOCTOSAITEIbHOM PadoThl 00yYAOLIUXCS 110 JUCHUIIIHMHE

MeTtoauueckue ykazanus (/151 CaMOCTOSITEJIbHOM padoThI)




1. OCHOBBI J1€TOMPOU3BOJICTBA: METOJl. PEKOMEHJAIMH MO MPOBEACHUIO
CEeMHHAPCKUX 3aHATUH U CaMOCTOSITENIbHOM paboThl s 0Oydaromuxcs 10
HampaBiaeHuto noarotoBku 38.03.04 TocynmapcTBeHHOE M MYHHUIIMIAIBHOE
ynpasieane / coct. O.H. Cammii. — Kpacnomap: Kyol'AY, 2017. — 25 c.
https://edu.kubsau.ru/file.php/119/MU_Osnovy DP_Salii.pdf

2. OCHOBBI  JENONPOM3BOACTBA:  METOJ. yKa3aHWs JUIsl  BBITIOJIHCHUS
KOHTPOJIbHBIX paboT oOydarommmucs ¢akyiabTeTa 3a04HOr0 OOy4YeHHUs IO
HanpaBieHuto noarotoBku  38.03.04 TocymapcTBeHHOE HW  MYHUIMNAILHOE
yIpaBJieHHE, HAPABJICHHOCTh «['ocyapcTBEHHOE M MyHUIIMIIAIBLHOE YIPaBICHUEY /
cocr. O.H. Camii. — Kpacnomap: Ky6I'AY, 2017/. — 12 c.
https://edu.kubsau.ru/file.php/119/Metodichka. Dokumentirovanie_Salii.pdf

1. q)OHIl OLCHOYHBIX CpPEeACTB /A MPOBCACHUA HpOMe)l(yTO‘IHOﬁ
aTrecranmmu

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

Homep Oranbl GOpMUPOBAHUS U IPOBEPKU YPOBHS C(HOPMHUPOBAHHOCTH KOMIIETEHIIUI
cemecrtpa* 10 IMCUMIUIMHAM, IIpakTUKaM B npouecce ocsoenus OITOIT BO

OK-4 — cnoco0HOCTh MCNOJb30BATH OCHOBBI MPABOBLIX 3HAHUI B Pa3jIMuYHBIX cdepax

AeATeJbHOCTH
1 OcHoOBBI IpaBa

KoHcTHTYIMOHHOE ITPaBo

OcHo8bl 0enonpou3800cmed

ITonuronorus

AJIMUHHCTPAaTUBHOE MTPABO

I"paxxiaHcKOe IpaBo

CucreMa rocy1JapcTBEHHOI'O YIIPaBJICHHUSI

TpynoBoe npaso

3eMenbpHOE TPaBo

OcHoBbI N30MPATEIBHOIO MTpaBa

Me:x1lyHapoIHO€E paBo

YnpasieHue rocy1apcTBEHHON M MyHUIIMIIAJIbHOM COOCTBEHHOCTHIO

Jlorucruka

3aiuTa BBITYCKHOM KBaTM(PUKAIIMOHHON pabOThl, BKJIIOYask OJTOTOBKY K

3alUTE U MPOLEIYPY 3aILUTHI

OO (N|NO OO (B IWININ

OIIK-1 - BiaageHMe HABBIKAMH IMOMCKA, AHAJIN3Aa M HCIOJIb30BAHUS HOPMATHBHBIX H
NMPaBOBBIX JOKYMEHTOB B CBOeii pogeccHOHAIBLHOM /1eSITeJIbHOCTH
1 OcHOBBI IIpaBa
Hcropus
BBeneHne B crielualibHOCTh
KOHCTUTYLIMOHHOE ITPABO
OcHo8bl 0enonpou3800cmad
OCHOBBI 9KOJIOTHH U DKOJIOTHYECKOT0 MEHEDKMEHTA
OKOJIOTHS

NINININF|F-



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

Howmep
cemectpa*

Oransl GOPMHUPOBAHUS U IPOBEPKHU YPOBHS CPOPMUPOBAHHOCTH KOMIIETECHITUI
10 JUCHMIUIMHAM, TpakTHKaM B niponiecce ocsoenust OI1IOIT BO

2 [TpakTHKa O MOTYYECHUIO TEPBUYHBIX TPOPECCHOHATBHBIX YMEHUI U HABBIKOB
B TOM YMCJIE IEPBUYHBIX YMEHUI U HABBIKOB Hay4YHO-HCCIIEN0BATEIbCKON
JIeATEIbHOCTH

AJZIMUHUCTPAaTUBHOE IIPaBO

I'paxkgaHckoe Ipaso

HcTopus rocyJapCTBEHHOTO YIIPaBJICHHUS

TpynoBoe npaso

3eMenpHOE MTPaBo

CucreMa MyHUIIMIIATIBHOTO YIIPABICHUS

["ocygapcTBeHHasi 1 MyHHLIMOAJIbHAS CITy»x)0a

OcHOBBI H30MpaTENLHOIO IpaBa

MexayHapoaHOe IIpaBo

Hay‘lHO'I/ICCJ'Ie,HOBaTCJIBCKaH pa60Ta

oo~~~ |lo|jo| NS

3amuTa BBITYCKHOM KBATM()HUKAIIMOHHOM pabOThI, BKIIOUask MOJITOTOBKY K
3aIUTE W MPOIIETYPY 3AIIUTHI

* HOMep CEMECTPa COOTBCTCTBYCT OTAIly (I)OpMI/IpOBaHI/ISI KOMIICTCHIIN

7.2 Onucanmne nokasartejie u KPUTEPHUEB OLICHUBAHUA KOMIIeTeHIII/Iﬁ Ha
PA3JINYHBIX ITanax ux (l)OpMHpOBaHl/IH, OIINCaHuC IKAJbI ONCHUBAHUSA

YpoBeHb OCBOECHUS
«HEYIOBIIETB
IInanupyembie OpUTENBHO» | «yAOBIETBOPU OleHOYHOE
PC3yIIBbTATRI OCBOCHHUA | Nrpppmalib- -TE€JILHO» «XOPOIIO» | OTIMYHO» | cpencTBO
KOMIIETEHIINN HBIU HE MHUHHUMAIIBHBIA | CpenHuii BBICOKHI1
JOCTUTHYT (moporoBbIit)

OK-4 — cnioco0HOCTBI0 UCTI0JIb30BATH OCHOBBI IPABOBBIX 3HAHUI B Pa3/INYHBIX cpepax

JAeATEJbHOCTH
3HaTh: YpoBeHb MuHHMaIbHO YpoBeHb YpoBeHb VY CTHBIN
CHCTEMY 3HAHUN HUXKE | JOMYCTUMBII 3HAHUM B| 3HaHUU B | ompoc
OTEYeCTBEHHOIO MUHHMAJIBHBI | YPOBEHBb o0Beme, o0beMe, Jloknan
3aKOHOJIATETbCTBA, X TpeOOBaHMM, | 3HAHWUIA, COOTBETCTBY| COOTBETCTBY | Keijic-
UMEH MECTO | JIOMYIIEHO IOIIEM FOTIeM
OCHOBHBIE Alomytm R i 3a/1aHUs
rpyObie MHOT'0 nporpaMMe | rmporpamme
MOJIOKECHUS TecTbl
OIIHNOKH. HETpyObIX MOJITOTOBKH,| TTOATOTOBKH, PVG
MCIKAYHAPOAHBIX oI0oK. JIOTTyIIeHo | 0e3 ommuooK. yOCKKHad
HOPMAaTHUBHO- HECKOIBKO KOHTPOJIbHA
MPaBOBBIX HerpyObIX s pabota
JIOKYMEHTOB U OLIMOOK (s
ZIOrOBOPOB; 3a04HOU
OCHOBBI TPUMEHEHUS dbopmbl
HOPMaTUBHO- 00yueHHs)
IIPAaBOBBIX AKTOB. IIponemonc | TlponeMoHeT | Bompockr u
IIpu pewenuu | IIpoteMOHCTpH | TPUPOBAHBI | PUPOBAHBI 3aMaHHUS K
VMeTh: CTaHJAPTHBIX | POBaHBI BCE BCE SK3aMEHy
) 3a1a4 HE | OCHOBHBIE OCHOBHBIE | OCHOBHBIE
OIIEPaTUBHO
MPOJEMOHCTpP | YMEHHs, yMEHus, YMEHHS,
HaxOAuTE HUPOBAHEI pereHb! pelleHbI Bce| pelieHbl Bce
MH(OpMALIHIO OCHOBHBIE TUIOBBIE OCHOBHBIC | OCHOBHBIE




YpoBeHb OCBOEHUS

«HEYJIOBJIETB
[Inanupyembie OpUTENIBHO» | «yAOBJIETBOPU OLeHouHOe
PE3yIbTATEI OCBOCHUA | \iprppmantb- -TEeJILHOY «XOPOIIO» | «OTIMYHO» |  cpencTBO
KOMIICTCHIINA HBII HE MUHUMAIBHBIN | CpeaHUI BBICOKHIL
JTOCTUTHYT (TIOpOTOBBI)
IPaBOBOTO YMEHHUS, 3a/1auM C 3a/auu ¢ 3a/a4H c
COZIepIKaHM, UMEITH  MECTO | HerpyObIMu HErpyObIMH | OT/ACIBHBIMH
IPaMOTHO e& rpyObie ommoOKamy, OmMOKaMH, | HECYILECTBE
HCITONB30BAT; OLINOKH. BBITIOJTHCHBI BCC | BBIMIOJIHCHBI | HHBIMH
¢ TIO3HITHiA MIPABOBHIX 3aJIaHUs], HO HE | BCC 3aJaHHs] HEIOYCTAMH,
B [IOJIHOM B IOJHOM| BBIIIOJHEHBI
HOPM aHAJIU3UPOBATH
o0beMme. o0beMe, HO| BCe 3aJaHMs
KOHKPETHBIC HEKOTOphIE C| B TOJHOM
CHTyallnu, HEJI0YETaMK | 0OBEME.
BO3HUKAIOIIHE B
npodeccnoHanbHOM
cdepe nesITeIbHOCTH
[IponemoHcT
Buiajets: IIpu pemenun [PUPOBaHbI
HaBbIKaMM cTaHgapTHeIX | Mmeetcs 0a30BbIE IIponeMoHCT
IPUMCHCHMS 3a1a4 HE | MUHUMAJIbHBII |[HABBIKM TpH PUPOBAHBI
MPAaBOBBIX 3HAHUN B MPOJIEMOHCTpP | HAOOp HABBIKOB [PELICHUU HAaBBIKM IIpU
npo¢ecCuOHAITBHON UPOBaHbI JUIL  peLIEHUs CTAHJIAPTHBIX | PELIECHUU
JEATETBHOCTH 6a30BbIe CTaHIAapTHBIX  [ajad ¢| HecTaHIapTH
HaBBIKH, 3a/a4 C [HEKOTOPBIMH | BIX 3a71a4 Oe3
HMEJIN MCECTO | HCKOTOPBIMU HeI[OqéTaMH OIHI/I6OK u
rpyObie HEJI0UeTaMH. HEJ0YETOB.
OINOKH.

OIIK-1 — BiaieHHeM HABbIKAMU MOUCKA, AaHAJIM3A U UCII0JIb30BAHUSA HOPMATHBHBIX U
NPaBOBbIX JOKYMEHTOB B CBO€H NPO(eCcCHOHAIBHOM AeATeJIbHOCTH

3HaTh:
3aKOHOJATEIbHBIE U
HNHBIC HOpMaTI/IBHI)Ie
MIPABOBBIE AKTHI,
perJIaMeHTHPYIOIIHE
OCHOBBI TIOCTPOCHUS
nu
(GYHKITMOHUPOBAHUS
CUCTCMBbI
roCy/IapCTBEHHOTO U
MYHI/ILII/IHaJ'II)HOFO

YpoBenb
3HAHWH HIDKE
MHHHUMAaIbHBI
X TpeboBaHUil,
HAMEIU MECTO
rpyOsbie
OIINOKH.

MuHuMaIbHO
JIOITy CTUMBIH
YPOBEHb
3HAHWMH,
JTOTTYTIIEHO
MHOTO
HerpyObIxX
OINOOK.

YpoBeHb
3HAHUH B
00BeEME,
COOTBETCTB
YIOIEM
mporpamme
ITOJTOTOBK
I/I,
JIOTTYIICHO
HECKOJBbKO
HerpyObIX
OIIMOOK.

YpoBeHb
3HAHWUHI B
00BeEME,
COOTBETCTBY
FOLLIEM
porpaMme
ITOJITOTOBKH,
0e3 OIINOOK.

YcTHbIiI
onpoc
Joxknan
Keiic-
3aJJaHusA
TecTnl
Py6exnas
KOHTPOJIbHA
S pabora
(mns
3a09HOM




YpoBeHb OCBOEHUS

«HEYJIOBJIETB
[Inanupyembie OpUTENIBHO» | «yAOBJIETBOPU OLeHouHOe
PE3yIbTATEI OCBOCHUA | \iprppmantb- -TEeJILHOY «XOPOIIO» | «OTIMYHO» |  cpencTBO
KOMIICTCHIINA HBII HE MUHUMAIBHBIN | CpeaHUI BBICOKHIL
JTOCTUTHYT (TIOpOTOBBI)

yIpaBJICHUS bopMsI
Poccuiickoii 00y4eHMS)
®enepanym; oodme Bonpocsr u
MPUHLUIIBI aHAJIN3a U 3alaHusl K
HCIMOJIb30BAHUS AK3aMEHY
HOPMAaTUBHBIX U
MPaBOBBIX
JOKYMEHTOB B CBOEH
npodeccnoHaTBEHOM
NEeSATEIbHOCTH.
YMeTh: [Ipu pewenun | I[Iponemonctpu | Ilpogemonc | IIpogemoncT
AHATU3HPOBATH CTQHJApPTHBIX | POBAHBI TPUPOBAHBI | PUPOBAHEI
HOPMATHBHO- 3a/1a4 He OCHOBHBIC BCC BCE

MMpoOACMOHCTP yYMCHU, OCHOBHBIC OCHOBHBIC
TIpaBOBBIC AKTEL B HPOBAHBI peLIeHBI YMEHHUS, YMEHHUS,
cepe sBoTIOIIH OCHOBHBIE THIIOBBIE PELIEHBI BCE| PELIEHBI BCE
COBPEMCHHON YMEHHS, 3aJ1auu C | OCHOBHBIC | OCHOBHBIC
POCCHUICKOIA VMM MECTO | HETpyObIMH 3a71a4H ¢ 3ajaum C
roCyJapCTBEHHOCTH; | rpyOble omnOKamuy, HErpyObIMH | OTACIBHBIMH
CaMOCTOSITEIIHHO OIIHNOKH. BBITIOJTHEHBI BCE | OMIMOKaMHM, | HECYIIECTBE
HHTECPHIPETUPOBATH 3aJaHusd, HO HC | BBIIIOJHCHBI | HHBIMH
HOPMATHBHBIC 1 B MOJIHOM | BCE 33/IaHMsl | HEIOYCTaMH,
HpaBOBLIe OG’LCMe. B IIOJIHOM BBIIIOJTHCHBI
JTOKYMEHTBL; o0beMe, HO | Bce 3amaHus
HCIIONB3OBATE HEKOTOphIE | B TOJHOM

c o0beMe.

3aKOHOJIaTENbCTBO, HenouSTaMHu
MOJI3aKOHHBIE
HOPMAaTHBHO-
MIPaBOBBIE AKTHI B
npo¢ecCuoHAIBHON
cdepe nesTeNbHOCTH.
Biaagernb:
FOPH/IMHUECKOIT [Ipu pewenuun [Iponemonct
TepMUHOOTHEH 1 craHgaptHeix | Mmeercs } PHPOBaHBI

3aaa4 HE | MUHUMAJIbHBIN HpO}IeMOH HaBBIKHU IIpH
HaBBIKaMHU PaboTEI ¢ NPOJIEMOHCTpP | HaOOp HAaBBIKOB | CTPUPOBAH | PEIICHUH
TIpaBOBBIMH AKTAMH, | 1y papp JUsl  pelieHusi | bI 0a30BbIe | HECTAHIAPTH
CIIpaBOYHO- 0a30BELIE CTaH/IAPTHBIX HaBBIKHA BIX 3a7a4 0e3
HpaBOBBIMH HaBBIKH, 3aja4 c | mpu omunboOK
CUCTCMaMHu; MMEIU MECTO | HEKOTOPBIMHU peLieHun HEJI0YETOB.
HaBbIKAMH aHaJIN3a rpy6bie He04YeTaMu. CTaH/IapTH
MIPABOBBIX SIBIICHUH, | OMIMOKH. bIX 33J1a4 C




YpoBeHb OCBOEHUS

«HEYIOBIICTB
[Inanupyembie OpUTENIBHO» | «yAOBJIETBOPU OICHOYHOE
PE3yIbTATEI OCBOCHUA | \iprppmantb- -TEeJILHOY «XOPOIIO» | «OTIMYHO» |  cpencTBO
KOMIICTCHIINA HBII HE MUHUMAIBHBIN | CpeaHUI BBICOKHIL

JTOCTUTHYT (TIOpOTOBBI)

IOPUANYECKUX HEKOTOPBI
(haKkTOB, MPABOBBIX MH

HOPM U HEOOUYCTAM
IIPAaBOOTHOLLIEHUH. H.

7.3 TunoBble KOHTPOJbHbIE 3aJaHMsl MJM HMHbIE MaTepHAJbI,
He00X0UMBbIe ISl OLleHKU 3HAHUI, yMEHHM i, HABBIKOB M ONBLITA J€ATEJILHOCTH,
XapaKTepu3ylouux JTanbl (OPMHUPOBAHUS KOMIIETEHIIMA B mpolecce
ocsoenuss OIIOII BO

Ycemmuwtit onpoc

Tema 1. CymHoCTh M CcOAepKAHUE JTOKYMEHTAIIMOHHOTO o0ecme4vyeHHs B
yIpaBJeHUN

1.Ilenu u 3a7a4n AUCUUTIIIMHBL

2.0OCHOBHBIE TEPMUHBI U ONPEACICHUS AEIONMPOU3BOICTBA

3.DOyHKUMHY U IPUHLIKIIBI I€JIOMPOU3BOJICTBA B YIPABICHUU

4. JIOKyMEHTHPOBAaHHE YIIPABICHUYECKON AEATEIbHOCTH

5.benoBou U IIEKTPOHHBIN TOKYMEHT

Tema 2. Ogopmiienne neoBoro nucbma. Kinaccnpukanus 10KkyMeHTOB
1 .ITonsiTe OKyMEHTUPOBAHUS. BIIaHKKU AEIOBBIX TUCEM

2.TpeboBanus k 0(hOPMIICHUIO IETTOBBIX MTUCEM

3.CocTaB MOCTOSTHHBIX PEKBU3UTOB YIPABICHYECKON JOKYMEHTALIMH
4.Bunsl nokymeHnToB. O01mas kiaccupukanus

5.Knaccudukanus ToOKyMEHTUPOBaHUS YIIPABICHYECKON JAEATEIBHOCTH

Tema 3. JlokymMeHTHpOBaHHE PaCHOPSAMTENbHON W HMCIOJHHUTEIbHON
JAeSITeJIbHOCTH B MpoLecce yIpaBJIeHUs

1. CymHOoCTh M coaepKaHUE pPACHOPSAUTEIBHON AEATEIBHOCTH B IPOLECCE
YIIPaBJICHUS

2.CocTaB  NIOKYMEHTOB  OTPAXKAKOLIUX  COJIEPNKAHHE  PACIOPAIUTEIBHON
NeATEIbHOCTH (ITPUKa3bl, PACHIOPSKEHUS, TOCTAHOBIICHHUSI, PEIIICHUE, YKA3aHUE)
3.CymHOCTh M  COAEP)KAHUE OpPraHU3aLMOHHO-TIPABOBOM  YNPABIEHYECKOU
JOKYMEHTaluu

4.CoctaB JOOKYMEHTOB OTPAXAIOLIUX COJEPKAHUE OpPraHU3allMOHHO-TIPABOBOM
YIIPaBIEHYECKOW TOKYMEHTALUN



Tema 4. JlokymeHTHpOBaHHe WH(POPMALMOHHO-CIPABOYHOH H KaJApPOBOii
AeATeJbHOCTH B IpoLecce ynpasJeHUs

1.CymHocTs M copepkaHMe HH(GOPMALMOHHO-CIPABOYHOM JI€ATEIBHOCTU B
IIpoLecCe yIPABICHHUS

2.CocTaB JOKYMEHTOB OTpa)kaloUIMX COJAEp>KaHuEe HMH(POPMAIMOHHO-CIIPABOYHBIX
BOIIPOCOB YIIPABJICHHUS

3.CymiHOCTh M COJIepKaHUE KaIpPOBOMl YIIPaBICHYECKON JOKYMEHTAIIMU

4.CocTtaB TOKYMEHTOB OTPAKAIOIINUX JOKYMEHTUPOBAHUE TPYIOBBIX OTHOIIEHHI B
YIPABJICHUH

5.3aKkoHOAATENBHOE PETYINPOBAHUE TPYAOBBIX TPABOOTHOLIEHUI

Tema 5. Jransl AoKkymeHTO000poTa. Opranmusanus padoTbl ¢ BXOAALIMMH
JOKYMEHTAMU

1.I[loHsITHE TOKYMEHTOOOOPOTA U €r0 ITAIBI

2.CTpyKTypHBIE IOAPA3IEIIECHHUS 110 JEIOIPOU3BOACTBY

3.OKcrneIMIMOHHbIE CITY>KObI 1EJI0NPOU3BOCTBA

4.Opraausanuu 1o XpaHeH!uIo JTOKyMEHTallHOHHOTro (hoHAa

5.0TBETCTBEHHOCTb JIMII, B paMKaX JOKYMEHTAllMOHHOI'O 00eCIIeYeHUs

Tema 6. Opranu3anusi padéoTbl ¢ BXOASIIUMH JOKYMEHTAMM
1. Knaccudukanus BXOAAIMX JOKYMEHTOB

2.00paboTKa BXOA1IEH KOPPECTIOHACHIIMHU B YIIPABICHUN
3.OyHKIMY U BUJIBI PETUCTPALIMH BXOISAIINX TOKYMEHTOB
4.I1opsinoK perucTpanuy BXOASAIMUX JOKYMEHTOB
5.Heperucrpupyemble JOKyMEHTBI

Tema 7. MexaHU3M UCIIOJTHEHUS JOKYMEHTOB B YIIPaBJICHUHU
1. KoHTpOJIb 32 UCTIOTHEHUEM JIOKYMEHTOB B OpTraHU3aluH
2.1lenu 1 BUbI KOHTPOJIs. OTBETCTBEHHBIE JTUIIA

3.TexHONOTHS UICTIOJIHEHUSI KOHTPOJIBHBIX IOKYMEHTOB
4.Pe3oiironus 1 BUBUPOBAHKE IOKYMEHTOB

5.0Tarnbl yTBEpKAEHUS U COTIIACOBAHUS JOKYMEHTA

Tema 8. Opranuszanusi padoThbI ¢ HCXOAAIUMU JOKYMEHTAMU
1. CriocoObl peructpaiuu UCXOASAIIMX TOKYMEHTOB

2.OYHKIUU U BUBI PETUCTPALUU UCXOISAIIUX TOKYMEHTOB
3.Ilopsiok perucTpanuu UCXOISAIIET0 TOKYMEHTa

4. AITOPUTM OTIPABKHU UCXOIAIIECH KOPPECTTOHICHIUN
5.KoHTpOJIb U yUYET UCXOSIICH KOPPECTIOHICHITUN

Tema 9. Texyuiee xpaHeHne J0OKyMEHTOB

1. Opranu3zanys TeKyIero XxpaHeHus JOKyMEHTOB

2. [IpaBuiia moArOTOBKM JOKYMEHTOB Ha apXHUBHOE XPaHECHHE
3. Oopmienue 1em NOCTOSHHOTO U BPEMEHHOTO XPaHECHUS



4. Y4eT ucnoJyib30BaHMs OJIAHKOB B OpraHU3aIuu
5. CocTaBiieHHE OIIMCEN €I U CBOJHBIX aKTOB

Tema 10. IloaroroBka 10KyMEHTOB K Nepeaavu HA XpPaHEeHUEe B apXUB
1.HomeHnkiatypa aenn B CTpyKTYpHOM MOAPA3AEICHUN

2.YHUYTOKEHUE ACII C UCTEKIIUM CPOKOM XPaHEHUs

3.XpaHeHue OTAEIBbHBIX BUJIOB IOKYMEHTOB

4. DKcrepTHbIE KOMUCCUH OpPTaHU3aIuU

5. BenomMcTBEHHBIN U TOCY1apCTBEHHBIN apXUB

Tema 11. HopMaTHBHO-IpPaBOBOe M MeETOAUYECKOE PeryJUpPOBaHHUE
1eJ10IIPOM3BO/ICTBA

1.3aKoHOaTENEHO-TIPABOBOE PETYJINPOBAHNE

2.HopMaTuBHO-METOIMYECKOE PETYIUPOBAHUE

3.MHCcTpyKIIKA 110 1ETONMPOU3BOJICTBY

4. Tabenb GopM yNpaBICHYECKUX JOKYMEHTOB

5.Anp00M QopM yIIpaBICHUECKUX JOKYMEHTOB

Temwt 0oknaoos

1. CymHOCTh M COAEpXKAHUE  JEJIONPOU3BOJCTBA, JOKYMEHTAL[MOHHOIO
o0ecrnieuyeHus ynpaBIeHUs.

2. CymHocTh M coAepXKaHUE  JOKYMEHTUPOBAHMS  yIPABICHUYECKOU
NEATEIIBHOCTH.

3. OcHOBHBIE BUBI JEIIONPOU3BOICTBA UX XapAKTEPUCTHKA.

4, CyurHocTh U coiep’KaHnue OpraHu3alyi padoThl C TOKYMEHTaMHU.

S. [loHATHE TOKYMEHTA U CUCTEMBI IOKYMEHTALMN.

6. [TonsiTue n knaccuukanus ynpaBlIeHYECKUX JOKYMEHTOB.

7. HopmatuBHO-MeTOIMUECKOE oOecrieueHue JOKYMEHTHPOBAHUS
YIIPABIEHYECKOU NESITENBHOCTH.

8. PernamenTtanusi  JOKYMEHTALIMOHHOTO  OOECIIEYEHUs  YNpaBlIEHUA B
OpraHu3alun

Q. PernaMenTanus JOKYMEHTAIMOHHOTO OO€cIlieueHHs YIpaBjiIeHHUs B opraHax

rOCyJJapCTBEHHOW BJIACTH

10. Permamenranus  JTOKYMEHTAIlHOHHOTO  OOECIICUEHMs]  YIPABICHUS B
MYHUITUTIATBHBIX OpraHax BiacTu cyobekTa PO

11. DxkcnepTHas OIleHKa JTOKYMEHTOB U MOJArOTOBKA UX I MEpelayl B apXUB
12. HOpuandeckas cuia yrnpaBieHYECKOTO JOKYMEHTA.

13. ®opmynsap-obpasel], ero Ha3HaYEHUE, COCTAB PEKBU3UTOB.

14.  OO6mume QpyHKIUU YyNPaBIEHYECKOTO JOKYMEHTA.

15. Cneunanbhbie (GyHKUNUU YIPABICHYECKOTO JOKYMEHTA.

16. CoBpeMeHHOE rocyaapcTBEHHOE peryaupoBanue npoiecca JJOVY.

17. CoBepuI€HCTBOBaHME  CHUCTEMbl  JIOKYMEHTAlIUOHHOTO  oOecreyeHus
yIpaBJICHUS.



Ketic-3a0anus

Keiic 1. [TpoBecT cpaBHUTENIbHBIN aHAIN3 YIIPABIEHYECKUX JOKYMEHTOB Ha
AJIEKTPOHHOM M OyMa)kKHOM HOCHUTEINSX (B TaOJIMYHOM BBIPAKECHUN).

Keiic 2. Berueptuth hopmysissp oOpaszelr yriaoBoro 6jaHKa ¢ pacioyioKeHHEM
MOCTOSTHHBIX PEKBU3UTOB JIEJIOBOTO MUChMA.

Keiic 3. CoctaButh 1 0pOPMHUTH AOKYMEHT, MOJITBEPKIAONINI HATHUNE KaKUX-
1100 (akToB, COOBITHI, NEUCTBUM, C MPEATOKEHUE COCTABUTEIS O TeX Mepax,
KOTOPBIE, IO €r0 MHEHMIO, TOJDKEH NPEANPHUHATH PYKOBOAUTEND B CIIOKUBIIEHCS
CUTYALNH.

Tecmoewie 3a0anusn

Tema 1. CymHOCTh M cOAepKAHHE JTOKYMEHTAIIMOHHOIO olOecrneyeHHusl B
yHnpaBJIeHUMN.

1.  Jlokymenmayuonnoe obecneuerue ynpasieHus - 3mo ...

a) npoiiecc odecreyeHus: pabOTHUKOB JJOKyMEHTaMHU

0) moAroToBKa O(UIMATBHBIX JOKYMEHTOB

B) COBOKYITHOCTh Pa0OT C JOKYMEHTaMH

I) COBOKYNIHOCTH pPadOT MO0 JOKYMEHTHPOBAHHWIO M OPraHM3anuM padoThl ¢
TOKYMEHTAMHU

2.  Jloxymenmupogarue ynpasieHyeckol 0esmeabHoCmu - 9mo ...
a) paboTta ¢ JOKyMEHTaMu

0) nesTeIbHOCTh PAOOTHUKOB YIIPABICHUS

B) COCTaBJICHHE O(QUITUAITBHBIX JOKYMEHTOB

') COOTBETCTBYIOIIEE 0hopMiIeHHE OQUITHATBHBIX JOKYMEHTOB

1) cocTaBjeHHne U opopmiieHNe YTPABJIEeHYECKHX TOKYMEHTOB

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

a) Bcsl paboTa C IOKyMEHTaMu

0) oTpakeHue AEATENbHOCTA OPraHU3alK B OPUIIMATBHBIX TOKYMEHTaX

B) o0ecnmeyeHuMe  JOKYMEHTHMPOBAHHOM  HMH(popManueii  padlOTHMKOB
ynpaBJieHHsI BceX YPOBHell ynpaBJieHUst

') COCTaBJIEHUE JOKYMEHTO0O0pOTa OpraHu3aIuu

4, Cucmema 0okymeHmayuu — 3mo ...

a) COBOKYIHOCTDb IOKYMEHTOB, B3aMOCBSI3AHHBIX 10 0JITHOMY U3 NPU3HAKOB
0) Habop oduUIMATHLHBIX JOKYMEHTOB

B) COBOKYIMHOCTh O(DHUIIMAIBHBIX JOKYMEHTOB, OTPKAIOIIHNX TEKYIIYIO
JeATEeILHOCTh OPTaHU3aIuu

T') JOTUYECKast B3aUMOCBSI3b O(PUITUATHHBIX JOKYMEHTOB

1) TOCTIEA0BATEIbHOE COCIMHEHNE TEKYIIUX IOKYMEHTOB OpraHU3aINH



Tema 2. Opopmiienue aenoBoro nucbma. Kitaccnpukanusi 10KyMeHTOB.

1. Jloxymeum - smo ...

a) pe3yJbTaT AeSITeIbHOCTH pa0OTHUKA YIIPABICHUS

0) cpeZICTBO JIEJIOBOTO OOIIICHUS

B) HocUTeJdb HHGPOPMANMM, COCTABJEHHBIH W  OQOPMJIEHHBIH TIO
YCTAHOBJIEHHBIM NPaBUJIaM

T') HOCUTENb HHPOPMAIUH

1) MaTepUaIbHbIN HOCUTETh HHHOPMAITIH

2.  Knaccuguxayus ooxkymenmos 6 3asucumocmu om cghepvl OesamenbHOCmu
yenoeexka npedycmampueaem oeieHue ux Ha ...

a) JIMYHbIEe U OpULHATILHBbIE

0) odurmaabHbIC U yIPaBICHYCCKHUE

B) YNPAaBIICHYECKUE U JIEIOBbIE

') BHYTPEHHHUE U BHEIIHUE

J1) CPOYHBIE U OOBIYHBIE

3. Knaccugurxayus ookymenmos 6 3agucumocmu om Mecma ux cOCmasieHus.
npedycmampusaem oejleHue ux Ha ...

a) BHyTPEeHHHE M BHEIIHHE

0) oduIMaIbHBIC U JIMYHBIC

B) CPOYHBIC U OOBIUHBIC

T') OPTaHU3AIMOHHBIC U PACTIOPSTUTETHHBIC

1) MPaBOBbIE U KOMMEPYECKUE

4.  Jlenosoe nucobmo cocmasisiom Ha O1AHKAX ...
a) 1JIA muceM, YIJI0BBIX

0) s mucem

B) IS IUCEM TMPOTOTBHBIX

I') Ha OOIIUX YTIOBBIX

1) Ha OOIINUX TPOIOTBHBIX

Tema 3. JlokyMeHTHpOBaHHE PaCHOPSAMTENbHON W HMCIOJHHUTEIbHOI
AesITeJIbHOCTH B IpoLecce yIpaBJIeHUs

1. B 3asucumocmu om ypoeHs ynpaenenus pacnopsoumeibHvie OOKYMEHNbl
oviearom 6 guoe ...

a) MpPaBoOBbIX aKTOB (helepabHOI0, PerHOHAJIBLHOI0 YPOBHEH M OTAEeIbHBIX
oprasHu3anui

0) mpaBOBBIX akTOB npaButenbecTBa PO, npesunenra PO

B) IPABOBBIX AKTOB MUHUCTEPCTB, BEIOMOCTEM, OTPACIEBbIX ar€HTCTB

T') IPaBOBBIX aKTOB aJIMHHHCTPAIINN KpaeB, o0yiacTen

1) o(UIMaTbHBIX JOKYMEHTOB (eepaibHOr0, PErHOHAJIBHOTO YpPOBHEH U
OTZIEJIbHBIX OpTraHu3alui

2. Opeanbl ynpasienus 8 OpeaHu3ayusx uzoarom npagossvle akmol 8 opme ...



a) penleHuil, MOCTAHOBJICHUM
0) mocTaHOBJICHUI

B) pELLICHUN

) YKa3aHu

1) JIOTOBOPOB

3. K pacnopsoumenvuvim  Ookymenmam, u30agaemviM — pyKoO8oOumesem
Op2aHU3ayULU Ha OCHOBE eOUHOIUYHO20 NPUHAMUS PeULeHU, OMHOCAMCA ...
a) pelIeHUs

0) pacropsiKeHus
B) yKa3aHUs
I) IPUKAa3bl
1) IOCTAaHOBJICHHS

4, IIpuka3zvl bvisarom ...

a) Mo o0IMM BOIPOCAM H MO JUYHOMY COCTABY

0) 0 OCHOBHOM JIESITEILHOCTH

B) 110 KaJIpOBBIM BOIIpOCaM

T) 110 JUYHOMY COCTaBY

1) IO OOILIMM BOITPOCAM, IO JINYHOMY COCTaBY, 10 OCHOBHOM J1€ATE€IbHOCTH
5. PacnopsoumenvHyio 4acmos meKcma pacnopsdiceHus HAYuHarom ¢ 21azond...
a) 00sI3BIBAIO

0) mpeaJiaraio

B) MIPUKAa3bIBAIO

r) 00s13bIBaI0, MPe1JIararo

1) IPEANKCHIBAIOLIETO OIPEIETICHHOE IEUCTBUE

6. Vkazanue — smo ...

a) pacnopsiAUTEJbHbIH JOKYMEHT, H3JaBacMbliH PYKOBOAMTEJIEeM JH000r0
YPOBHSI yIpaBJIeHMs, KaK IPaBWjI0, MO BONpocaM HH(OpPMaIHOHHO-
METOAMYECKOr0 XapaKkrepa

0) MpaBOBOIl aKT, U3/]aBAEMbI PYKOBOJIUTEIIEM JIFOOOTO YPOBHS yMPAaBIICHUS, KaK
IPaBUJIO, IO BOIIPOcaM MH(POPMALIMOHHO-METOJUYECKOTO XapaKTepa

B) IIPaBOBOI aKT, U3/1aBa€Mblii PyKOBOJUTEIEM OpraHu3aluu 10 HHHOPMALMOHHO-
METOJMYECKUM BOIPOCaM

I) 1paBOBOM akT, OQOPMISIOUIMI BIACTHBIE TMOJHOMOYUS PYKOBOAMTENS
OpraHu3alyy 1Mo HHPOPMAILIMOHHO-METOIMYECKUM BOIIPOCaM

1) MPaBOBOM aKT, 0(OPMJIISIOIINIA BIIACTHBIE TTOJIHOMOUHUS CYObEKTa YIPABICHUS

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

1. Cnpasouno-ungpopmayuornrvie OOKYMeHmMbl — MO ...
a) aKThl, MPOTOKOJIbI, IeJIOBbIE MHCHMA
0) OOBSICHUTENIBHBIC 3AITUCKH, TTPUKA3bI, AKTHI



B) JIOKJIA/IHBIE 3aIIMCKH, 3asBJICHUS, YKa3aHUsI
T) aKThl, IPOTOKOJIbI, YKA3aHHUSI, 3asIBJICHUS
1) MUCbMa, HHCTPYKLIUH, TPOTOKOJIBI

2.  Axm —3mo 0oKymeHm, ...

a) COCTaBJICHHBIH TIpyNmoM JHUIl B IOATBEP:KICHHMH KAKHX-IHM00 (PaKToB,
cOObITH, TeHCTBHI

0) conaepkamuii 3amuch IPOBOAUMBIX COOpaHMM, COBEIIAHWM, 3acedaHud u
MIPUHATHIX HA HUX PEUICHUI

B) COJEpIKAIIMK MPOChOY WU IPEIIOKEHUE U aIPECOBAHHBIN PYKOBOIUTEIIO

I') coJepKaIiuii 00CTOATEIPHOE U3JI0’KEHHE KaKOT0-IM00 BOMpOoca, aApecOBAHHOTO
PYKOBOJUTEIIIO, C BBIBOJIAMHU U MPEIJIOKEHUSIMHU COCTABUTEIIA

1) OOBSCHSIOIINKN MPUYUHBI KAKUX-THO0O0 (PaKTOB M aIpECOBAHHBIN PYKOBOIUTEIIIO

3. Ilpomoxon — smo dokymeHm, ...

a) cojep:kalIUil 3alUCh MPOBOAUMBIX COOpPAHUIl, COBCHIAHMH, 3aCeJaHUNl U
NPUHATBHIX HA HUX pelIeHn i

0) cocTaBiIeMblid TPYNIOW JIUI] B MOATBEPKACHUHN KAaKUX-ITHO0O0 (PaKTOB, COOBITUH,
JNEUCTBUMI

B) coziepKalllii MPOChOy MM NPEJI0KEHNUE U aJPECOBAHHBINA PYKOBOIUTENIO

I') CoJIepKaliil 00CTOATENBHOE U3I0KEHHE KAKOT0-IMO0 BOMpPOCa, aApecOBaHHOTO
PYKOBOJMTEIIO, C BEIBOAAMU U MPEIJIOKEHUSIMHU COCTABUTEIS

1) OOBACHSAIOIUN NPUYUHBI KaKUX-TH00 (PAKTOB U aJpeCcOBaHHBIA PYKOBOJUTEIIO

4, 3asenenue — 5mo 0OKyMeHm, ...

a) coaeprkaluil NPOCcLOy MM NMPeNJIOKEHNE U AIPECOBAHHBIN PYKOBOAUTEJIIO;
0) COCTaBJICHHBIN TPYIION JIUI] B MOATBEPKICHUU KaKUX-TUO0 (PaKTOB, COOBITHUIA,
JICVCTBUI

B) coJiepXaluii 3amuch MPOBOAUMBIX COOpaHU, COBEUIAHUN, 3acedaHudl U
INPUHATHIX HA HUX PELICHUI

I') OOBSICHSIOIIMI IPUUMUHBI KAKUX-TMO0 (DaKTOB U aJIpECOBAHHBIN PYKOBOAMUTEIIO
1) coJiepKalliidi 0OCTOATENbHOE U3JI0KEHHE KaKOro-JIn0o BOMpoca aApecOBAHHOTO
PYKOBOJIUTEIIO, C BEIBOJAAMU U MPETIOKEHUSIMU COCTABUTENS

Tema 5. Jranbl nokymMeHTO00OpOTA. Opranusanus padoTbl ¢ BXOASIIUMH
TOKYMEHTAMH.

1.  Henonpouszsoocmeo —smo ...

a) oTpacilb 3HaHUSA

0) BU]l yIIPaBJIEHYECKON AESATEIBHOCTU

B) CHHOHUM TE€PMHUHA «JOKYMEHTAIIMOHHOE 00€CTIeUeHNUE YIIPABICHUS)
r) Bcsl padoTa ¢ JOKYMEHTaMH, HAYUHAsi C MOMEHTA UX CO3JIaHUs WIH
MOJIYYEeHHUs U 10 CIa4YM B apXHUB

2. K epynne exoosawux 0oxymenmos Mod#CHo omHecmu



a) 1eJI0BbIe MUCbMA

0) OpraHu3alOHHbIE TOKYMEHTHI
B) IPUKa3bl OpraHU3ALHNH

T') TOJDKHOCTHBIE HHCTPYKIIUU

3. FOpuouueckyio  cuny  oguyuanvHomy — OOKyMeHmy  obecneuusaem
coomeemcmaue ezo ...

a) MpaBWJIaM COCTABJICHHUSI OPUIIMATIEHOTO TOKYMEHTA

0) BHyTpEHHEMY PacIOpPsIIKY JAaHHON OpTaHU3aIuN

B) KOMIIETCHIIUH JOJDKHOCTHOTO JIUIIA

T') ICHCTBYIOIIUM CPOKOM COCTaBJICHHS JOKYMEHTA

1) 3aKOHOAATEIbCTBY, KOMIETEHIIMHU U31AI0IIEr0 ero OPraHa uid padoTHUKA
ynpaBJieHHs], YCTAHOBJEHHBIM NMPaBWJIAM COCTABJIeHHS H 0OPMIIEHHUSI

4. B o6veme 0okymenmoobopoma ciredyem yyumol8ams.

a) BCE BXOIAIINE M UCXOIAIINE JOKYMEHTHI 32 ONPEIeIICHHBIN ITepro,T BpEMEHH BCE
BHYTPCHHHE JIOKYMEHTHI M BCE KOTIMH 3a OTPE/ICICHHBINA MTEPHO,T BpEMEHU

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

B) BCe BXO/AsIIINeE, HCXOAAIINE U BHYTPEHHHUE IOKYMEHThI, a TAKJKe BCe KOMUH
3a omnpe/ieJieHHbII epro1 BpeMeHHU

Tema 6. Opranusanusi padoThl ¢ BXOASIIIAMH TOKYMEHTAMM.

1. Jlna onmumuszayuu u cokpauwjeHus 00KyMeHmMoNnomoKo8 HeoOxoo0umo:. ..
a) pa3padoTaTh TEXHOJIOTNYECKHE CXeMbI IBHKEHHSI TOKYMEHTHPOBAHHOM
HHpoOpMaLMU;

0) MpoBeIeHNE UHCTPYKTUBHBIX 3aHATUN

B) cocTaBljieHHe UHCTpyKiuu 1o JJOY

r) cozpanue ciyxosl JOY

1) OTIpeieIICHNE KOHKPETHBIX MCIIOJTHUTENICH, OTBETCTBEHHBIX 3a TIOJITOTOBKY
JTIOKyMEHTOB

2.  Jna guxcayuu u ananuza 08udicenus OOKyMeHmos CoOCMasasion. ..
a) TUTaHBI-TPadUKU

0) MAPIIPYTHO-TEXHOJIOTHYECKHE CXEMBI

B) JIOJKHOCTHBIE MHCTPYKITUHU

r) rpaduKu

1) yKa3aHus

3. Opeanuzayus pabomol ¢ 0OKYMeHMamu eKIouaem 6 cebs pabomol ...
a) COCTaBJICHUE JOKYMEHTOB

0) obopMieHrEe TOKYMEHTOB

B) mepeayda JOKYMEHTOB BHYTPH OpraHU3aI[iH

I) pacnpeneneHue padoT ¢ TOKyMEHTaMU MeXAy paOOTHUKaMU YIpaBIEHUs



1) obecrieyeHre JOKYMEHTHPOBAHHOI MH(pOpManHeil pabOTHMKOB BCeX
YPOBHeEH ynpaBJIeHUs

4, B obpabomky éxoosawe2o 0okymenma smom 2man He 6X00um
a) pacCCMOTpEHUE

0) BCKpBITHE KOHBEPTOB

B) COIJIaCOBaHMeE

5. [nasnoe npasuno opeanuzayuu 0OKyMeHmoobopoma — 3mo:

@) CTaOWJIbHBIN MapUIPYT JIBUKEHUSI, KOTOPBII 3aBUCUT OT COCTaBa U COACPIKaAHUSA
JIOKYMEHTOB M OT IPUHATON B OpraHU3aIMy TEXHOJIOTUHU padoT ¢ JOKyMEHTaMHU

0) onepaTuBHOE MPOXO:KIeHHE JOKYMEHTA 110 HauboJiee KOPOTKOMY U IPAMOMY
MapUIPYTy ¢ HAMMEHbIIUMHU 32aTPATAMM BpeMEHHU

B) CTEPEOTHUITHBIC MAPIIPYThl JBUKEHUSI CBOMCTBEHHBIC BXOSAIIUM JOKYMEHTAM C
HANMMEHBIIMMH 3aTPATAMU BPEMEHU

Tema 7. MexaHU3M UCIIOJIHEHUS] JOKYMEHTOB B YIIPaBJICHHUU.

1.  Lenv konmpons 3a ucnoninenuem OOKYMEHMO8 6 ...

a) CBOeBpPeMEHHOM M Ka4eCTBEHHOM HCIOJHEHUH TOKYMEHTA MO0 CYyLIecTBY U
cpokam

0) MpOBEACHUH CBOEBPEMEHHOTO AHAJIN3A MOJYUYEHHBIX TOKYMEHTOB

B) YTOUHEHHE CPOKOB HCTIOJTHEHHS TOKYMEHTOB

T') IPOBEPKE UCMIOTHEHUS TOKyMEHTA IO CYIIECTBY PACCMAaTPUBAEMOTO B HEM
BOIpoca

2. Tlocneonuti sman pabomwi ¢ 0OKYMEeHMAMU HA3bLBAEMCS
a) cladeu B my3ei

0) cnaueil B apxusB

B) ONyOJIMKOBAHHUE BO BCEX POCCUMCKHUX Tra3zeTax

I') IOCTAHOBKOM Ha Yy4YeT

3. Kraccuguxayus ookymenmos 6 3agucumocmu om Mecma ux cOCmasieHusl
npedycmampusaem oeieHue ux Ha ...

a) BHYTPeHHHE ¥ BHEITHHE

0) oduIManbHbIE U JIMYHbBIC

B) CPOUYHBIE U OOBIYHBIE

T') OpraHU3aIlMOHHBIE U PACTIOPSIUTEITHHBIC

1) TpPaBOBBIE U KOMMEPUYECKHUE

4, Knaccugpurayus ooxymenmos 6 3agucumocmu om cmenenu 063ameibHocmu
UCNOIHeHUsl npedycmMampusaem oelleHue ux Ha ...

a) IMpeKTUBHbIE

0) MpaBOBBIE 1 KOMMEPUYECKHUE



B) CPOYHBIC U OOBIUHBIC
T') BHYTPEHHUE U BHEIITHUE

Tema 8. OpraHmaunﬂ paGOTbl C HCXOAIUMHU TOKYMEHTaMMU.

1.  /na omnpasku npunumaom 0OKyMeHmul ...

a) 3aperucTPUPOBAHHbBIC

0) B HY’)KHOM KOJINYECTBE

B) B HY)KHOM KOJIMYECTBE M UMEIOIIHE IOPUANICCKYIO CHITY

r) MMeloNIie IPUINYECKYI0 CHITY

1) OT UCIIOJIHUTEIeH

2. [ pynnvl 0ocmyna Heobxooumwl :

a) JUIsl TIPEAOCTABIICHUS TIPaB KOHTPOJEpa COTPYAHHKAM OOS3aHHBIM CIEAWTH 3a
JNEUCTBUSIMU TOJIB30BATENEH CUCTEMBI

0) B cirydae OTCYTCTBUS COTPYAHHKA OTBETCTBEHHOTO 3a pabOTy HaJ JOKYMEHTOM
¥ HE0OXOIUMOCTBIO €€ MPOJIOKEHHUE B €T0 OTCYTCTBUE

B) Ui OPraHM3alMU J0CTyNa K JOKYMEHTaM JJisi OT/eJIOB OpPraHu3alum,
KOJJIEKTHBA COTPYIHUKOB, Pa00TAIOIIUX HAJ OT/IeJIbHBIM POEKTOM

3. Henecuposarnue npas oocmyna Heooxooumo:

a) B cllyuae OTCYTCTBUSI COTPYIHHMKA OTBETCTBEHHOro 3a padoTy Haj
JTOKYMEHTOM U He00X0JUMOCTHIO ee MPOI0JKeHHe B €ro OTCYTCTBHE

0) JJia TpeoCTaBICHUS MPaB KOHTpoJepa COTPYAHUKAM OOS3aHHBIM CIEAUTH 3a
JEUCTBUSIMU TTOJH30BATENIEH CUCTEMBI

B) IS OpraHu3aluu JOCTyna K JOKyMEHTaM JUisi OTJEJIOB OpraHHU3allui,
KOJUIEKTHUBA COTPYAHUKOB, pa0OTAIONIUX HAJl OTAEIbHBIM IPOEKTOM

4. Jlondxcnocmuas uHCmpyKyus — 3mo ...

a) NPpaBOBOM AKT, H31aBaeMblil OpraHu3anuei B eJAX perjaMeHTalun
OPraHU3aIMOHHO-TIPABOBOIO MOJIOKEHUsI PAa0OTHUKA M 00ecTIeYnBAKOLIHIT
ycJioBus 151 ero 3¢ GeKTuBHON padoThl

0) TOKYMEHT, ONPEACIISIONINM cTaTyc paOOTHUKA B OPraHU3aAIuU

B) IOKYMEHT, ONPEICIIAIOMNN 0JI0KEeHNE pabOTHHKA B OpraHU3aluu

I') IPAaBOBOM aKT, peTIaMEHTUPYIOIIUN MOPSIIOK EATEIHOCTH paOOTHUKA B
Opra’u3anuu

1) MPaBOBOM aKT, ONPEESIOMUN 0043aHHOCTH pa0OTHUKA B OpraHU3aLMH

Tema 9. Tekyiee xpaHeHre JOKYMEHTOB

1. Jleno - smo ...

a) BOIIPOC, pelacMblii paOOTHUKAMH YIIPABIICHUS

0) COBOKYIHOCTH JOKYMEHTOB, CTPYNTHUPOBAHHBIX MO ONPeaeJEHHOMY
NPU3HAKY WJIH BOMPOCY

B) YIIpaBJICHYECKHEC JOKYMEHTBI

T') TIaIKa-CKOPOCIINBATEIh C JOKYMEHTAMHU

1) TIPOIIECC PEIIECHUs TPOOIIEM.



2. Homenxnamypa oen — smo ...

a) MHOTO(YHKITUOHATbHBINA JJOKYMEHT

0) cucTeMaTH3HPOBAHHBIN NMepeyeHb HAUMEHOBAHM /1eJ1 ¢ YKa3aHHEM CPOKOB
UX XpaHeHUusl

3) cxeMa Ki1acCU(pHUKAIIUU JJOKYMEHTOB ITPH PacCIpe/ICIICHUN UX B JeIa

4) COBOKYITHOCTb JIEJI, TIOJIICKAIUX XPAHECHHUIO

5) COBOKYITHOCTB JICJT TOCTOSTHHOTO U JIOJTOBPEMEHHOT'O CPOKOB XpaHEHUS

3. [leno He 0ondxicHO npesviuuams ...

a) 250 aucToB NMpPH TOJILIUHE He DoJiee 4 cm
0) 250 nucTOB MpHU TONIIMHE HE MEHEE 5 cM
B) 200 TUCTOB IpH TOJIIIUHE HE MeHee 4 CM
r) 250 n1ucTOB Mpu TONIIMHE HE MeHee 4,5 cM

4, Paznuuarom euovt nomenknamyp oen 6 opeanuzayuu...
a) BHYTPEHHSA

0) BHEIIHSA

B) TUIIOBAast

T') IpUMepHas

1) KOHKPETHOM OpPraHu3auum

Tema 10. [ToaroroBka 10KyMEHTOB K Iepelayd HA XpPaHEHUE B APXUB

1. Hnousuoyanvruas Homenkiamypa opeanusayuu 0ei 3a600Umcs ...
a) Ha KaJIeHAapHbIA roj

0) onuH pas

B) 10 U3BMEHEHUS CTPYKTYPhI OpTaHU3aIIH

T') 110 PEIICHUIO PYKOBOAUTEIIS

2.  HHousudyanvHas HoMeHKIaGmMypa oei, pazpadbamsléaemcsi ¢ UCNoIb308aAHUEM

a) TUIIOBOM ¥ MPUMEPHOIl HOMEHKJIATYP /e

0) HOMEHKJIaTypbl IPOU3BOIUMBIX TOBAPOB

B) MEPEYHs OKA3bIBAEMBbIX YCIIYT

r) O0mIepoccuiickoro Kiaccupukaropa npeanpusTHR U OpraHu3aui

3. Omeemcmeennocmy 3a cocmasgierue (KOppeKmuposKy) HOMEeHKIamypbl 0eJl
Op2aHU3AYUU 803NI0ICEHA HA ...

a) cayxoy 10Y

0) IOPUIUIECKYIO CITYKOY

B) apXUBHYIO CIIYKO0y

T') BBILIECTOSIIIIYIO OpTraHU3aIII0

4, Homenxnamypa oen opeanuzayuu ymeepaicoaemcs pyKogooumenem ...
a) OpraHu3amumn
0) SKCIIEPTHO-TIPOBEPOYHON KOMUCCUU



B) BEIOMCTBEHHOI'O apXH1Ba
r) cayx0b1 JJOY

5. Apxusnwiii hono — smo...

1) COBOKYNHOCTH APXMBHBIX IOKYMEHTOB, HCTOPHMYECKUX W/WIN JOTHYECKH
CBSI3AHHBIX MEXKAY c000it

2) yCTaHOBJICHHBIN JIJIsl apXUBa COCTaB IOKYMEHTOB, MOJICKAIIUX XPAHEHUIO

3) pacnpeneneHue TOKYMEHTOB 10 apXUBHBIM (DOHIaM U apXUBHBIM KOJUICKIUSM
4) cienalibHO 00OPYIOBAHHOE MMOMEIIEHUE JJIsl XpAaHEHUSI apXUBHBIX JJOKYMEHTOB
Tema 11. HopMaTHBHO-IPaBOBOE H MeETOAUYECKOE PeryJupoBaHuUe
JeJIONPOU3BO/ACTBA.

1. B pazoen obwue nonoscenus 0okymenma 6xoosm
a) meJIm M 3a1a4n

0) opmbl 1 METOABI YIIPABICHHUS

B) KOHKPETHBIE 0053aHHOCTH

T') CIIOCOOBI PerucTpanuu

2.  Ha kaxom Ooxkymenme He cmasumcs peKeU3Um HAUMEHOBAHUE BUOA
0oKyMeHma

a) YcraBe

0) TOKHOCTHOU MHCTPYKITUU

B) MUCbMe

T) pacropsbKeHUH

3. Hatime onpeoenenue doxymenma no I'OCT:

a) COBOKYITHOCTh PEKBU3UTOB O(PHUIIMAIBHOTO MUChMaA

0) cTaHAapTHOE PACIIOIOKEHHE MaTepuaia

B) MaTepHaJIbHbII 00beKT ¢ MH(pOpManHel, 3a(PUKCUPOBAHHON CO3JAHHBIM
YeJI0BEKOM CII0CO00M, JIA eé nmepeaayud BO BpeMeHH U IPOCTPAHCTBE

I') TEKCT

Pyoeocnasn konmpoavnasa paboma (011 3a0unoil hopmol 00yuenus)

Tema 1. CymHoCTh M cOAepKAHUE TOKYMEHTAIIMOHHOrO olecreyeHHusl B
yHnpaBJIeHUMN.
1. Drambl pa3BUTHSA JEIOMPOU3BOACTBA B PO.

2. OcHOBHbIE OHATHUS JOKYMEHTAI[MOHHOTO O0ecTeueHusl.
3. [lpuHuumnel opranu3anuu paboThl ¢ JOKyMEHTaMU.
4. Tloka3arenu kayecTBa pabOThI C JOKYMEHTAMH.

Tema 2. Ogopmirenne aeioBoro nucbma. Kinaccnpukanus 10KkyMeHTOB.
1. OcHoBHBIE TpeOOBaHUS K 0QOPMIICHHUIO JIETIOBOTO MUChMA.

2. IOpunuueckas cuna qokymeHTa. biiaHku JOKyMEHTOB.



3.
4.

YHI/I(I)I/IKaHI/IH H CTaHOapTU3anuAa MW TUIIU3aluA JOKYMCHTUPOBAHHA.
CocTtaB TOCTOSHHBIX PEKBHU3UTOB ACJIOBOTO ITMChbMaA.

Tema 3. JlokyMeHTHpOBaHHME PACHOPAJAUTEJbHONH M HMCIOJHUTEJIbHOU
AesITeJIbHOCTH B Mpouecce ypaBJIeHUs.

1.
2.

3.
4.

OcCHOBHBIE BUBI U XapaKTEPUCTUKA PACTIOPSIIUTEIHLHON JOKYMEHTAIIHH.

CocTaB [TOKyMEHTOB OTPaXAIOIIUX COACPKAHUE PACTIOPSAUTEIHHON
ACSATENbHOCTH (MIPHUKA3bl, PACHOPSIKCHHsI, TOCTAaHOBICHUS, PpEIICHHE,
yKa3aHue).

OpraHu3aimoOHHO-TIPaBOBas JOKYMEHTAITUS: XapaKTEPUCTHKA, IPUMEPHI.
Coctasnenue u ohopmiieHHuE MPOTOKOJIOB.

Tema 4. JlokyMeHTHPOBaHHE HH(POPMANUOHHO-CIIPABOYHOM W KaJAPOBOM
AeITeJIbHOCTH B Ipouecce ynpaBJIeHUs.

1.

CymHoCTh U cofepkaHue MH(HOPMALMOHHO-CIIPABOYHON JEATEIbHOCTHU B
IPOLIECCE YIPABJICHHUS.

CocTtaB JOKYMEHTOB OTpaXaroUIMX COJAEpKaHHe WH(HOPMAIIMOHHO-
CIIPaBOYHBIX BOIIPOCOB YIIPaBICHUS.

CylHOCTh U COJIepKaHUE KaAPOBOM YIIPABICHYECKON JOKYMEHTAIIUH.
CocraB JOKyMEHTOB OTpa)aroIUX JOKYMEHTHPOBAaHUE TPYAOBBIX
OTHOLIEHUH B yIPABIICHHUH.

Tema 5. Jranel gokymeHTo00OpoTa. Opranusauus padorbl ¢ BXOASALIUMH
JOKYMEHTAMHU.

1.
2.
3.
4.

Tema 6.

[TonsTHE TOKYMEHTOOOOPOTA U €T0 ATAIIBI.

CtpyKTypHBIE TOAPA3AEIEHUS 110 AEIOMPOU3BOICTRY.
OKCHEAUITMOHHBIE CITYKOBI JEIOPOU3BOICTRA.

OTBETCTBEHHOCTb JIUII, B paMKaX JTOKYMEHTAIIMOHHOTO 00ECIIeYeHHUSI.

Opranuzanusi padoThl ¢ BXOASIIUMHA JOKYMEHTAMU.

1. Knaccuduxaius BXOASIINUX JOKYMEHTOB

2.
3.

O06paboTKa BXOASIIEH KOPPECTIOHICHIIUN B YIIPABICHHH.
OyHKIMH 1 BUIBI PETUCTPALIMN BXOSIINX JTOKYMEHTOB.

4. Tlopsigok perucTpaiuy BXOIAIUX TOKYMEHTOB.

Tema 7.

MexaHu3M UCIIOJTHEHUS AOKYMCHTOB B YIIPpaBJICHUH.

1. KOHTpOJ'H) 3d UCITIOJTHCHHUECM NTOKYMCHTOB B OpraHHU3aIllN.

2. llemn u BuaBI KOHTPOJISL. OTBETCTBEHHBIC JIMIIA.

3.

TexHonoruss UCHOJIHEHUS KOHTPOJIBHBIX JTOKYMCHTOB.

4. Pe3osonus U BUBUPOBAHKUE TOKYMEHTOB.

TeMma 8.

Opranmsanus padoThl ¢ HCXOASIIUMH JOKYMEHTAMH.



1. Cnoco0bl perucTpauy UCXOAAIUX JOKYMEHTOB.

2. OyHKIMU U BUABI PETUCTPALIMU UCXOASIIUX JOKYMEHTOB.
3. TMopsnok peructpany UCXOAIIETO TOKyMEHTA.

4. ANTOpuTM OTHPABKU UCXOIAIIEH KOPPECTIOHACHIUY.

Tema 9. Tekyiee xpaHeHue J0KyMEHTOB.
1. Opranuzanus TEKyIIero XxpaHeHus JOKyMEHTOB.

2. IlpaBuia MOATOTOBKH JIOKYMEHTOB Ha apXUBHOE XPaHCHHE.
3. OdopmicHHE e TOCTOSHHOTO U BPEMEHHOTO XPaHCHUSI.
4. CocTaBJIEHUE OIMCEN O€1 U CBOIHBIX aKTOB.

Tema 10. IToaroroBka 10KyMEHTOB K Nepeaavu HA XPaHEHUE B apXUB.
1. HomenknaTypa Jen B CTPYKTYPHOM MO/Ipa3/IeJICHUN.

2. YHHUUTOKEHUE JIeJ C UCTEKILIUM CPOKOM XpaHEHHUS.
3. DKcrnepTHbIE KOMUCCUH OpraHU3aluu.
4. BegoMCTBEHHBIN U TOCYAapCTBEHHBIN apXUB.

Tema 11. HopmaTHBHO-IpaBoBOoe H METOAUYECKOE PeryJUpPOBaHUE
JeJIONPOU3BOACTBA.
1. 3akoHOJaTETHLHO-TIPABOBOE PETYJIUPOBAHHUE.

2. HopMmaTHBHO-METOIUYECKOE PEryIMpOBaHUE.
3. UHcTpyKIus 10 AeI0NpOr3BOJICTBY.
4. TaGenb ¢popM ynpaBIeHUECKUX JOKYMEHTOB.

Bonpocwt u 3a0anus 011 nposedeHuss NPOMEHCYmouH020 KOHmMpoJia (IK3ameHa)

Komnemenyus: cnocobnocms ucnonvb306ams 0CHOBbL NPABOBLIX 3HAHULL 8 PA3IUUHBIX
cpepax oesmenvnocmu (OK-4)

BOI’IpOCbl K 9K3dMEHY
ITonsiTue AOKYMCHTHPOBAaHUS ACATCIbHOCTH OPraHn3aliuu.

[TonsiTne nokymeHTa. Buibl TOKYyMEHTOB.

[TonsiTE cHCTEMBI JOKYMEHTAMU. BUIBI CHCTEM JOKYMEHTALIUH.
biianku 1OKyMEHTOB.

MamHornucHoe opopMiieHre TOKYMEHTOB.

ok whE

HopMaTuBHO-METOAMYECKOE  pErVIaMEHTUPOBAHUE  JOKYMEHTAI[HOHHOTO
oOecrieueHus: ypaBJIeHHUS.

7. Bunabpl 1oKyMeHTUPOBAHHS B OpTraHU3AIINH.

8. ®opmyisap-o0pazel; opraHu3alMOHHO-PACTIOPSAUTEILHON JOKYMEHTAIIUH.

9. Cucrema opraHu3allMOHHO-PACTOPSAIUTEILHON TOKYMEHTAIUH.

10. Tlonstue opranuzaiuu padboThl C JOKYMEHTaMH.

11. KOpuauueckas cuiia JOKyMEHTA.



12.
13.

14,

15.

16.
17.

18.

19.

20.

21,
22,

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

32.
33.

34.
35.

DopMyIsIp JOKyMEHTA.

Cucrema pacnopsauTeNbHON TOKyMEHTaluuu B ¢eAepaibHbIX OpraHax
roCyJapCTBEHHOT'O YIIPaBJICHHUS.

Cucrema  pacnopsIMTENbHOM  JTOKYMEHTAaUMH B  OpPraHax MECTHOIO
caMOYIIpaBJICHUS.

CocTaB M Ha3HA4YCHUE PACHOPAIUTENBHBIX JOKYMEHTOB B MYHMIIMIIAIBHBIX
IPEANPUATHAX U YUPEKICHUSIX.

Cucrema cipaBOYHO-MH(POPMAIIMOHHON JOKYMEHTALUU.

Cucrema  OpPraHM3allMOHHO-IIPABOBOM  JOKYMEHTAalMM B  OpraHax
roCyapCTBEHHOM U MYHUIIUNATbHOW BJIACTH.

Cucrema OpraHu3allMOHHO-IIPABOBOM JTOKYMEHTAallUd B TOCYJApCTBEHHBIX U
MYHULUIIATBHBIX OPraHU3aLUsX.

Cucrema pacrnopsiIMTENbHOM JOKYMEHTALMM B PETMOHAJIBHBIX OpraHax
rOCyJapCTBEHHOTO YIIPaBJICHUS.

CocTaB M Ha3HAaYEHUE PACHOPSAUTEIBHBIX JTOKYMEHTOB B TOCYAApCTBEHHBIX
NPEANPUATUIX U YUPEKICHUSIX.

Ha3nauenue, coctaB 1 0COOEHHOCTH PacHOPSIUTEIbHBIX JOKYMEHTOB.
Ha3nauenne, coctaB M  OCOOCHHOCTH  CHPaBOYHO-MH(DOPMAMOHHOU
JOKyMEHTALUH.

Peructpanuss u uHAeEKcauus JAOKYMEHTOB B CHCTEME OPraHHM3alMOHHO-
pacnopsIINTEIbHON TOKYMEHTALUN.

Bunel v popMbl peructpay JOKyMEHTOB.

@YHKIMYU PETUCTPALIAH.

Tabenb popMm ynpaBieHYECKUX TOKYMEHTOB.

Opranuzanus ciayx0s JIOY B KOHKpETHOUN OpraHU3aluu.

TexHONnorus KOHTPOJS HMCIHOJHEHHUS JTOKYMEHTOB B TOCYJAapCTBEHHBIX U
MYHULUIIAIBHBIX OpraHax yInpaBJICHUS.

PernameHTtanuss  JIOKyMEHTAllUOHHOTO  OOEcTeYeHHWs]  yNpaBieHHUs B
OpraHU3alnH.

['ocynapcTBeHHOE  pEryJiMpOBaHUE  JOKYMEHTALMOHHOTO  oOecrnedyeHus
yIpaBJICHUS.

3aKOHOJIaTEIbHOE PErJaMEHTUPOBAHUE JAOKYMEHTAIIMOHHOIO OOecreYeHus
yIpaBJICHUS.

OcobGennoctu paboThl ¢ KOH(PHUICHIIUMATEHON HH(HOPMATTHEH.

CocraBnenne u odopmieHHE TMPUKA30B U PACHOPSDKEHUH MO JUYHOMY
COCTaBY.

Hcnonb3zoBanue yriaoBoro 0jaHKa B MPOIECCE JOKYMEHTUPOBAHUS.
Hcnonb3zoBaHue mpo0ibHOrO OJaHKa B MPOLIECCE TOKYMEHTUPOBAHUSI.



Ilpaxkmuueckue 3a0anus 011 IK3ameHa

3aganue 1. CoctaBuTh 1 0QOPMUTH JOKYMEHT, MOATBEPKAAIOIINNA HATHIUE
KaKuX-TM00 (PaKToB, COOBITHIA, NEHCTBUMN, C TIPEITIOKEHUE COCTABUTENIS O TEX
Mepax, KOTOpPbIE, 10 €r0 MHEHHMIO, JI0JKEH MPEANPHUHITh PyKOBOIUTEND B
CJIOKHBIIENCS CUTYaLlUH.

3aganue 2. CoctaBuTh U 0QOPMUTH JOKYMEHT, COACPKABIIHIA TPOCHOY MIH
IIPEJIOKEHHE U aIpECOBaHHBIA PYKOBOAUTENO. ONPEAEIINTD K KaKOU Ipyne
OTHOCHUTCS JJOKYMEHT COIVIACHO YCIIOBUAM 3aJaHusl. JJOKyMEHT JOJDKEH COAEPKATh
BCE ITIOCTOSIHHBIE PEKBU3UTHI, BKIKOYAs PE3OJIIOLUI0 PYKOBOIUTEIS, & TAKXKE
LITaMII O TIOCTaHOBKE Ha KOHTPOJIb.

3apanme 3. CoctaBuTh U OQGOPMHUTH PACHOPSHDKEHHE O KOMAaHIUPOBAHUU
COTPYJHUKOB JIJI TPOBEJICHHUS BHIE3JHOTO COBEIIAHUS IO BOMPOCY MPABOMEPHOCTH
MPUBATU3ALMH 3€MEJIbHOTO y4acTKa.

Tecmoenie 3a0anus 014 IK3amena

1.  Jlenonpouzsoocmeo — smo ...

a) oTpacib 3HaHUS

0) Bl yIPaBJICHUYECKON JAESTEIHHOCTU

B) CHHOHUM TEpMHHA «JOKYMEHTAIIMOHHOE 00ECIICUCHUE YIIPABICHUSY
r) Bcsi padoTa ¢ JOKyMeHTaMHi, HAYHHAsI ¢ MOMEHTA WX CO3MaHUsI WIN
MOJIyYeHHUs H 10 C1a4¥ B apXUB

1) paboTta ¢ JOKyMEHTaMu

2.  JloxymenmayuonHoe obecneuenue ynpagieHus - 3mo ...

a)  mporiecc obecriedeHus: pabOTHUKOB JJOKyMEHTaMHU

0) moAroToBKa O(MUIIUATBHBIX JOKYMEHTOB

B)  COBOKYITHOCTBH PaOOT C IOKyMEHTaMU

)  COBOKYNHOCTH PadoT MO JOKYMEHTHPOBAHUIO H OPTraHU3aALMU PAOOTHI C
JOKYMEHTAMU

3. Joxymenmupogarue ynpagieHyeckol 0esmeabHoCmu - 9mo ...
a)  pabota ¢ JOKyMEHTaMHu

0)  JeATenbHOCTh pAOOTHUKOB yIPABIICHUS

B)  coOcCTaBlieHUE O(UIIUATBHBIX TOKYMEHTOB

r) COOTBETCTBYIOIIEE 0opMIICHHE O(DUITHATBEHBIX JOKYMEHTOB
1)  cocTaBjieHHe U O(popMiIeHHE YIIPABJIEHYECKUX JOKYMEHTOB

4. K ocnosnvbim pecnameHmupyiowum padomy cayxcovr JJOY ooxymenmam
omuocam ...

a) HHCTPYKUMS 10 1eJ10NPOU3BOICTBY

0) kBaTM(UKAIIMOHHBIN CIIPABOYHHUK JTOJDKHOCTEH

B) Tabesb YHU(DUIIUPOBAHHBIX (DOPM TOKYMEHTOB



I') JOJDKHOCTHAS! HHCTPYKIIMS
1) yCTaBHbIE JJOKYMEHTBI OpraHu3aluu

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

a)  Bcs paboTa ¢ JOKyMEHTaMH

0)  oTpaxkeHHe ACITEILHOCTH OPTaHU3AINH B O(UIIHATHHBIX JOKYMEHTaX
B) o0ecreyeHne JOKYMEHTUPOBAHHOI HH(pOpManeil pa0OTHUKOB
ynpaBJieHHsI BceX YPOBHEIl ynpaBJieHUsI

I)  COCTaBIIEHHE JOKyMEHTO000pOTa OpTraHn3aluN

6.  FOpuouueckyio  cuny  oguyuanvHomMy — OOKyMeHmy  obecneuusaem
coomeemcmaue e2o ...

a)  MpaBWJIaM COCTaBJICHUS OPUIIMATBHOTO TOKYMEHTA

0)  BHYTpPEHHEMY pacloOpsAKYy JJaHHON OpraHU3aluu

B)  KOMIIETEHIIMU JOHKHOCTHOTO JIMIIA

r)  JIEWCTBYIOIIUM CPOKOM COCTABJICHUS IOKYMEHTA

1)  3aKOHOAATEeJbCTBY, KOMIIETEHIMY U3/IAI0IIEr0 ero OpraHa ujiu
paboTHUKA yNpaBJieHNsl, yCTAHOBJEHHBIM NPABUJIAM COCTABJIECHUSA U
opopmieHus

7. OcHosHOe Ha3HaueHue pacnopsaoumenbHou 0esimeabHOCU:

a)  peryJUpoBaHHe, KOOPIAMHALMS U COIJIACOBAHUE NeSATeIbHOCTH,
MO3BOJIAIIONINE PYKOBOAUTEII0 UM OPraHy ylpaBJiieHUsI 00ecneduBaTh
JOCTHKeHME PaHee NMOCTABJIEHHBIX Heei

0)  peanu3alus BIACTHBIX MOJTHOMOYUN

B)  OpraHu3aius U KOOpJAUHAIUS NEATeIbHOCTH MOJYMHEHHBIX

r) obecrnieueHue OecrepedoitHOM AeATETLHOCTH B OpraHU3aIuN

1)  peryJupoBaHHE, KOOPAMHAINS U COTIACOBAHNE COBMECTHOM e TEIBHOCTH
BCEX OPTaHOB ¥ 3BCHBEB YIIPABJICHUS TSI TOCTHKCHUS paHEe IMOCTABICHHBIX
nenen

8. Pacnopsioumenvhvie 0okymenmst omuocames x ...
a)  NPaBOBBIM aKTaM

0) oduIHUATBHBIM JJOKYMEHTAM

B) OpraHU3aIMOHHBIM aKTaM

T) HOPMAaTHBHBIM MaTepuajiam

1)  HOPMATHBHO — METOJUYCCKUM YKa3aHUSIM

9. B pacnopsoumenvnvix doxymenmax ompasicaromesi ...

a)  BJIACTHBIE MOJHOMOYMNS Cy0ObeKTa ynpaBJIeHHs

0)  BIJIACTHBIC TIOJJHOMOYHS PYKOBOJMUTEIS KOHKPETHON OpraHU3aIuu
B)  BOMNPOCHI TEKYIIEH ACATEIHPHOCTA OpTaHU3AINH

r)  OpPraHu3allMOHHBIC OTHOIICHUS

)  BJIACTHBIC MMOJITHOMOYHS OpraHa yIpaBiICHUS



10.  Cnpasouno-ungopmayuonnvie O0OKyMeHmMbl cooepxcam UHGopmayuro,
UOYVIYYIO ...

a)  OT HU3LIMX YPOBHei ynpaBJjieHUsl K BbICIIUM

0)  OT BBICIIMX YPOBHEH yNpaBIICHUS K HU3LIIUM

B)  OT PYKOBOJUTENS K MOTUHHEHHBIM

r) OT CyOBEKTa YNPaBICHUS K O0BEKTY

1)  OT OJHOTO PYKOBOAMTENS K APYTOMY

11.  Cnpasouno-unghopmayuortvie 0OKyMeHmul ...

a) HeE COJIePKAT NMOPY4YeHUil, 00A3bIBAIOIIUX JeHCTBOBATH CTPOIO
onpeaeIeHHbIM 00pa3omM

0)  coaepkaTr MOpy4eHHsi, 00S3bIBAIONINE JIEWCTBOBATH CTPOTO ONMPEEICHHBIM
obOpazom

B)  Oo(OpMIISIOT BIACTHBIEC MOJTHOMOYMS PYKOBOIUTEICH

r)  SBJSIOTCS MPABOBBIMU aKTaMH

n)  ohOopMISIIOT OpraHU3alMOHHBIE OTHOILICHUS

12.  Cnpasouno-ungopmayuonusvie OOKyMeHmbl ...

a)  coaepkaT HH(OPMALNIO, MOOYKAAIOIIYI0 IPUHUMATH ONpe/ieTeHHbIe
peuieHust

0)  He coaepkar uHpOpMaIKIO, MOOYKAAIOILYI0 MPUHUMATH ONPEACICHHBIC
perieHus

B)  MOTHUBHUPYIOT paOOTHUKOB YIIpaBICHUS

r)  OPraHM3yIT COBMECTHYIO JCSITEIbHOCTh

)  pacrpenenisioT MOJHOMOYHS

13. B opeanuzayuoHHo-npagoswix 0OKYMEeHmax ompaicaemcs QyHKyus ...
a)  OpraHu3anuu

0)  IIaHUPOBAHUS

B)  PEryJupoBaHUs

r) KOOpJWHAIUN

) MOTHBALIUHA

14.  Illmamnoe pacnucanue 6600umcs 6 oelcmasue ...

a) ¢ MepBOro sIHBApsl KaMA0ro rojaa

0)  mocie BU3MPOBAHUS INIABHBIM OyXraiaTepom

B)  IOCJIE NOJNUCAHUs PYKOBOJUTENIEM OpraHU3aliu

I)  IOCJE COIVIaCOBAaHUS C BBILIECTOSAIIMM OPraHOM YIPaBICHUS
1)  [OCJie BUBMPOBAHMS U MOANMCAHUS

15.  Jlokymenmsi no nuunomy cocmaey npeoHasHaueuvl 0isi OOPMIEHUS ...
a)  TPYAOBBIX PABOOTHOLIEHU

0)  mojokeHus pabOTHHKA B OpraHU3allun

B)  OTHOUICHWI MEXay pabOTHHKaMH

r)  MOJOXeHHs paboTonaTens U pabOTHUKA

)  JeATENBbHOCTH pabOTHHKA B OPTaHU3AINN



16. Ilpu npueme mna pabomy cocmag npeoOCMAasIAEMbIX NpPemeHOeHMOM
OOKYMEHMO8 ONpeoeseH ...

a) 3aK0HOAaTeJabCcTBOM PD

0)  3aKOHOJATEIbCTBOM PETrMOHA

B) KOoHCTUTyHEN PD

T) I'paxnanckum kogekcom PO

1) AJIMUHHCTPATUBHBIM KOJIeKCOM POD

17.  OcnoéubiM OOKYMEHmMOM no yuemy TUUHO20 COCMABA SGISEMC A ...
a)  JINYHAs KAPTO4YKAa Pa004yMX H CJHY:KAIUX

0)  JMYHBIA JUCTOK MO YYETYy KaJIpOB

B)  JKypHaJI PErucTpalyy TPYJOBBIX KHIKEK

r)  TpYy/AOBasl KHUXKKa

)  TPUKA3bI IO TUYHOMY COCTABY

18. Ilpoexm npukaza no JauuHOMYy cCOCmMasy noOOAeHCUM O00A3AMETLHOMY
BUSUPOBAHUIO ...

a)  OPUCTOM

0) paboOTHUKOM

B)  PYKOBOAUTEJIEM MOAPA3ACICHUS

)  PYKOBOIHUTEIEM OpPTaHHU3AIUU

)  TJaBHBIM OyXTaJITepoOM

19.  Ocrnosanuem ons opopmnerus y8oavbHeHUs: pabOMHUKA AGTIAEMCA ...
a)  3asiBJleHHe Pa0OTHHKA

0) 1puka3 00 YBOJbHCHUHU

B)  pacnopsbkeHHe 00 YBOJIbHEHUU

r) JIOKJIaJTHAs 3aIlicKa

o)  aKT

20.  L]env xonmpons 3a ucnoiHenuem OOKYMEeHmMOos 6 ...

a)  CBOEBPEMEHHOM M KAaYeCTBEHHOM HCIHOJHEHUH JIOKYMEHTA MO0 CYIIeCTBY
U CPOKaM

0)  TpOBEIAEHUU CBOCBPEMEHHOIO aHAJIN3a MOJTYUYCHHBIX JOKYMEHTOB

B)  YTOYHEHHE CPOKOB HCITOJIHEHUSI IOKYMEHTOB

r)  MPOBEPKE MCIIOJHEHHS TOKYMEHTA IO CYIIECTBY pacCMaTpUBaeMOro B HEM
BOIpOCa

)  BbIJaue PACTIOPSKEHUS MO BHIMOIHEHUIO KOHKPETHBIX MEPOTIPUSITHIH,
U3JI0KCHHBIX B JJOKYMEHTE

21.  /lna onmumuzayuu u coxpawerusi O00KyMeHmonomoxko8 Heodxooumo. ...

a)  pa3padoTaTh TEXHOJOTHYECKHE CXeMbI IBUKEHUS IOKYMEHTHPOBAHHOI
uHpopMaLMU

0)  mpoBeAeHUE UHCTPYKTUBHBIX 3aHITHM

B) CcOoCTaBJIeHUE UHCTPYyKIuH 1o JJOY

r) coznianue ciyxon JJOY



)  OIpeesieHre KOHKPETHBIX UCTIOJHUTENEH, OTBETCTBEHHBIX 3a MOJITOTOBKY
JIOKYMEHTOB

22.  JIna ¢puxcayuu u ananusa 08UdHCEHUsI OOKYMEHMO8 COCMABAION. ..
a)  IUTaHBI-TpaQUKU

0) MapHIPYTHO-TE€XHOJIOTHYeCKHE CXeMbl

B)  JOJDKHOCTHBIC HHCTPYKIIUU

r) rpaduKu

)  yKa3aHWs

23.  OcnogHoe mpeboganue K HOMEeHKIamype 0ell ...
a)  COOTBETCTBHE 3aKOHOIATEIHCTBY

0)  oXBaT BcexX JOKYMEHTOB OPraHu3alumn

B)  o0ecrieyeHue IOPUANYECKON CHUITbI JOKYMEHTaM
T) JIOCTOBEPHOCTh

1)  CBOEBPEMEHHOCTH

24.  Cpoxu xpanenus den 6vigarom ...
a)  INOCTOSITHHbIE, BpeMeHHbIe

0)  IMOCTOSIHHBIC

B) g0 1rona

r) 1o 10 ner

n) a0 7 et

e) 70 l roga, mOCTOSIHHbIE

25. Dopmuposanue 0en - 3mMo epYynNUPOBKA UCNOJHEHHbIX OOKYMEHMOS ...

a)  TI0 CpOKaM XpaHEHUs

0) 1o aapecaram

B) IO HaIllPaBJICHUSAM JCATCIIBHOCTH

I) B COOTBETCTBHHM C HOMEHKJIATYPOIi eI U CHCTEMATH3aMs JOKYMEHTOB
BHYTPH Jejia

1) B 3aBUCHUMOCTH OT JAThl KX UCTIOJTHCHHS

26. Okcnepmmuas Komuccusi oopazyem 2pynnvl OOKYMEHMO8 C pPa3IUYHbIMU
CPOKAMU XPAHEHUA: ...

a)  OJMWH JENOTPOU3BOJICTBEHHBIN IO

0)  MOCTOSTHHOTO XpaHEHUs B FTOCYJapPCTBEHHBIX apXUBax

B) BpeMeHHOro xpanenus (10 10 jer)

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

)  TOoJyIeXalllle YHUUTOXEHUIO B CBSI3M C UICTCUCHUEM CPOKA XpaHEHUS

27. Ilepedaua den 6 apxue npou3sooumcs ...
a) 110 ONUCSM;

0) o rpaduky;
B) IO OIKCSM M B COOTBETCTBHUE C TPapUKOM;



r) 10 PACHIOPSKEHUIO PYKOBOJUTENSL OPTaHU3ALINH;
) MO pacnopsKEHUI0 pPyKOBOJIUTENS apXUBA.

28.  Opeanuzayus pabomvi ¢ OOKYMeHMAaAMU Ka04aem 6 cedst pabomol ...

a)  COCTaBJICHHE JOKYMEHTOB

0) odopmieHHE TOKYMEHTOB

B)  Imepenadya JOKyMEHTOB BHYTPH OpPTaHU3AINH

r)  pacmpeaeneHue padboT C TOKyMEHTaMH MEXIy paOOTHUKAMH YIIPaBICHUS
1)  oOecrniedyeHUe JOKYMEHTHPOBAHHOU MHpopManueii pabOTHUKOB Bcex
YPOBHEH ylpaBJieHUs

29. Knaccugukayus 0oKkymenmog & 3asucumocmu om cghepvl OesmenbHOCmu
yejogexa npedycmampusaem oejienue ux Ha ...

a)  JU4YHbIe U opUIIUATbHbIE

0)  oduUUaNTBHBIE U YIIPaBICHYECKUE

B)  YIpaBJIEHYECKHUE U JCIIOBbIE

)  BHYTPCHHHC U BHEITHUE

)  CpPOYHBIC U OOBIUHBIC

30. Kraccugpuxayus 0oKyMeHmos 8 3a8UCUMOCHIU OM MeCmad UX COCMABLeHUs]
npedycmampusaem oejleHue ux Ha ...

a)  BHYTPeHHHE H BHEIIHHE

0)  oduMaIbHBIC U JTUIHBIC

B)  CpOYHBIC U OOBIYHBIC

I)  OpraHW3aIlMOHHBIC U PACIIOPSAUTEIHHBIC

)  TPaBOBbIE U KOMMEPYECKUE

Komnemenyusi:  61adenuem Hagulkamu NOUCKA, AHATU3A U  UCHOAb30BAHUS
HOpMAMUBHLIX U  NPABOBLIX  OOKYMEHMO8 6  C8oell  NpogecCUOHANbHOU
oessmenvrocmu (OI1K-1)

BOI’lpOCbl K IK3ameny

1. TlonsiThe U ATambl AEIOMPOU3BOICTBA.

2. Uenw u comeprkanne KOHTPOJISI UCTIOTHEHUS JOKYMEHTOB.

3. OpraHuzanus TEKyIIEro XpaHEHHUsS JOKYMEHTOB B OpPraHU3allMsAX W OpraHax
roCy/1apCTBEHHOI'O U MYHUIIMIIATBHOTO YIIPABJICHHUS.

WHCcTpyKLMs O J€I0NPOU3BOICTBY.

Dopmyiisip 1 hopmysip-oOpaszeln mprKasa o OCHOBHOM JI€ATEIbHOCTH.
Dopmynsip u hopMysp-oOpasel] mprukasa 1o JUIHOMY COCTaBY.
CocraBnenne u OQOpPMIICHHE MPHUKA30B, PACIOPSHKEHUH IO OCHOBHOM
JESITEIIbHOCTH.

No ab

oo

CocraBnenue u opopmiIeHIE TOCTAHOBICHUH.
Cocranenne u ohopMIICHUE PEIICHUN.
10. Popmynsp u popmyiisgp-oOpasels akTa.

©



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.

CoctaBnenue 1 0hopMIICHUE aKTOB.

dopmynsip u hopMynsap-oOpaszel] MpOTOKOIA.

Coctanenune 1 0ohopMIICHUE POTOKOJIOB.

dopmyisip 1 hopmysip-oOpaszer 3asiBICHUSI.

CocraBnenue u opopmieHe 3asBICHUN.

dopmymsip u hopmMysip-oOpaszer] TOKIaAHbIX U O0BICHUTEIbHBIX 3alHCOK.
dopmymsip u hopMysp-o0pasel] CipaBoK.

CocraBnenue 1 opopmiIeHHE CIPABOK.

Dopmyisip 1 hopmysip-oOpaszer MuceM.

CocraBnenue U opopMIICHUE IECTOBBIX MHUCEM.

PexBusnut «HanmenoBanne opranusanum.

PekBusut «Anpecar».

PexBusut «I'pud yTBEepKIeHUS TOKYMEHTA.

PexBusut «Pe3omonus».

PexBU3HUT «3arojioBOK K TEKCTY».

PexBusut «TekcT».

PexBusut «OT™MeTKAa O HATMYUU PUIIOKECHUS.

PexBusut «lloamuce.

PexBu3ut «OT™MeTKa 00 UCTIOJHEHUU JOKYMEHTA U HAMPABIIEHUE €r0 B JIEJIO».
CocTaB peKBU3UTOB 3ar0JIOBOYHOMN YACTU TOKYMEHTA.

CocTtaB peKBU3UTOB O0IIETO OIaHKA.

CocTaB peKBU3UTOB OJIAHKA JIJIsl TUCEM.

Hcnonb3oBanue pekBuszuTa «l'ocymapctBennbii repd Pd» B mporecce
JOKYMEHTUPOBAHUSI.

PexBu3utT « IM0O1€Ma OpraHu3aluy Wik TOBapHBIN 3HAK (3HAK 0OCITY>KUBAHUSA ).
PexBusut «CripaBoyHbI€ TaHHBIE 00 OpTraHU3ALMI.

BapuaHThl aipecoBaHus JOKYMEHTA.

PexBuszut «Jlatay.

PexBusut «Pezomronus».

Ilpakmuueckue 3a0anusn 014 IK3aMeHa

3ananue 1. Mcnonb3ys NCXOAHBIE TaHHBIE IPOBEPUTH PABUIBHOCTD COCTABICHUS
1 0OpMJICHHS MPOTOKOJIA U MPU HAJIMYUU B HEM OLIMOOK COCTaBUTH MPABUIIbHBIN
JOKYMEHT.

3aganme 2. Mcnoib3ys UCXOIHBIE JAHHBIE IPOBEPUTH MPABUIBHOCTH COCTABJICHUSA
1 oopMIICHUS TIPHUKa3a U MPU HAJIMYUU B HEM OIIMOOK COCTABUTH MPABUIIHHBIN
JIOKYMEHT.



3amanue 3. Mcnosb3ysl HCXOAHBIE TAHHBIE IPOBEPUTH IPABUIBHOCTh COCTABJICHUS
1 oOpMIICHUST PEIICHUS U NIPU HAIMYUU B HEM OIMIMOOK COCTABUTH MPABHIIbHBIN
JIOKYMEHT.

Tecmoenie 3a0anusn 014 IK3amena

Knaccugpurayus 0okymenmos no npoucxoicoenuio ...
JIUYHBbIE U O(pUIIHATIBHBIE (COyKeOHbIE)
ouIMaIbHBIE U YIIPABICHYECKHE

YIPABJICHYECKHUE U JICTOBBIC

BHYTPEHHHE U BHEIIHHE

CpPOYHBIE U OOBIYHBIC

K/zaccuqbukauwz OOKyMeHmOG 6 3aesucumocmu oni mecnma ux cocmdaejlerus

npeodycmampusaem oenenue ux Ha ...

a)
0)
B)
r)
1)

3.

BHYTPEHHHUE U BHEIIIHUE

MPaBOBbIC U KOMMEPYECKHE

CpPOYHBIE U OOBIYHBIE

BHYTPEHHHE U BHEIITHUE
OpraHU3alUOHHBIC U PACTIOPSIAUTEIbHBIE

K/laCCI/l¢Z/lKaI4u}l aOKyMeHI’}’lOS 8 3a6UCUMOCIU O Cmeneru 00s3amelbHOCmU

UCNOJIHEHUA npedyawampueaem oenenue ux Ha ...

a)
0)
B)
r)

4.

AUPEKTHBHbIE

IIPaBOBBIE 1 KOMMEPUECKHE
CpPOYHBIC U OOBIYHBIC
BHYTPCHHHUE U BHEIITHHE

K/zaccugbukauwz OOKyMeHm06 6 3asucumocmu om cmenenu ux

NOOIUHHOCIU Npedycmampusaem oejleHue ux Ha ...

a)
6)
B)
r)

hiy)

5.

obUIIHAIBHBIC W INYHBIE

CpPOYHBIC U OOBIYHBIC

YEPHOBUKH, TIOIJTMHHUKU

YEPHOBHUKH, OCIIOBON JOKYMEHT, ITOTMHHUK, KOTTUH
KOIUs1, Iy0JTHKAT, OTIYCK

K/zaccugbukauwz OOKyMeHm06 6 3asucumocnmu om CpOKoO6 UCnOJIHEHUA

npeodycmampusaem oeieHue ux Ha ...

a)
0)
B)
r)

)

CpOYHbIE U 00bIYHBIE
yOJIUKATHI ¥ BBITUCKH
BHYTPEHHUE W BHEIIIHUE

O€JIOBBIE Y YUEPHOBBIE JJOKYMEHTHI
MOJJIMHHUKYU U KON



6.

OpZClHMS’aZ/;MOHHCZﬂ 0esimebHOCMb ompaostcaemcs 6 makux opcanu3ayuoOHHoO-

npaeosovlx OOKyMeHI’I’lClX Kak. ...

a)  ycTaB, N0JIOYKEHHUE, 10LKHOCTHAS HHCTPYKIUS, J0TOBOP, IITATHOE
pacnucanmue

0)  ycTaB, NOJIOKEHHUE, TOJKHOCTHASI MHCTPYKLIMS, IOTOBOP, PACIOPSIKEHUE,
HITaTHOE PacIUCaHue

B)  YCTaB, [IOJIOKEHUE, TOJDKHOCTHAS MHCTPYKLMS, JOTOBOP, PAaCIOPsHKEHHE,
yKa3aHue

I)  YyCTaB, [I0JIO)KEHUE, IOCTAHOBJIEHUE, PEIIEHNE, IIITATHOE PAaCIUCAHNE
1)  yCTaB, IOTOBOp, YKa3aHHUE, PEIICHUE

7. OpeaHu3ayuoHHo-npagosvie OOKYMeHmbl YCMAHABIUBAIOM ...

a)  CTATyC OPraHM3alUM M €€ BHYTPEHHHUX 3JIEMEHTOB

0)  BJACTHBIE MIOJHOMOYUS PYKOBOAUTEIEH

B)  HOPMBI MOBEJCHUS B OpraHU3alluu

r) MOPSIIOK 0OecrieueHHsI HHPOPMAaLIUK BCEX YPOBHEW yIIPABJICHHUS

)  JABWKEHHE MH(POPMALMH BHYTPU OpraHU3ALHNH

8. Op2aHu3ayuoHHO-Npagosvie OOKYMEHmMbl COOEPAHCAM NOTOHCEHUS ...

a)  CTPOro odsizateibHbIe K HCIIOJHEHHIO

0)  moOyXXIaroIye pyKOBOJUTEICH K OIIPEICIICHHBIM JICHCTBUSIM

B)  (UKCHUpYIOIIME XapaKTep CIOKUBILEHCS YIIPaBICHYECKON CUTyalllH
r)  oOsA3bIBaroIIKEe 00ecreunBaTh BCE 3BE€HbS YIIPABICHUS HY)KHON
uHdopmaruen

)  CTPOro o0si3aTeabHbIE K UCIIOJHEHUIO U PEATM3YIOIINE HOPMBI
aJIMUHUCTPATUBHOTO TpaBa

Q. Ycemae — smo ...

a) NMPABOBOM aKT, ONPEACJASAIOMUNA CTPYKTYPY, QYHKIUU U IpaBa
OpraHu3aumm;

0)  IOKyMeHT, GUKCUPYIOUTUI TIpaBa OpraHU3allnu;

B)  y4YpeaWUTEJIbHBIN JOKYMEHT;

I)  JOKYMEHT, OIpeIesSIONIHi MOJI0KEHNE OpraHU3alii B 00I1IeCTBEHHOM
pas3JielieHuu Tpyaa;

)  JOKYMEHT, (PMKCUPYIOIIUNA pa3feneHus TpyAa B OpraHu3aluu.

10.  Ilonoowcenue - smo ...

a)  NPaBOBOM aKT, ONpeAe/sIIOIINI NOPSAA0K 00pa30BaHMsl, IPABOBOE

M0JI0KEeHH e, IPaBa, 00A3aHHOCTH, OPraHU3AIUI0 PA0OTHI OPraHU3ALUM U ee
CTPYKTYPHBIX JIEMEHTOB

0)  OKyMEHT, ONPEACIISIONINI CTaTyC OpraHu3aInu

B)  JOKYMEHT, ONPEACISIIOIINNA CTaTyC OPraHU3alllK U €€ CTPYKTYPHBIX
AJIEMEHTOB

r) [IPAaBOBOM aKT, ONPEAEISIOIINN MOPSAOK AEATEIBHOCTA OPraHU3aluu

)  3TO MPaBOBOM aKT, ONPEAEISAIONINI CTaTyC CTPYKTYPHBIX MOAPa3IeIICHUI

OpraHu3aIuu



11.  Jlonosicnocmuas uncmpykyus — 3mo ...

a) NPaBOBOIl aKT, U31aBaeMblil OpraHu3anuei B ejsiX perjiaMeHTalunuu
OPraHU3aLHOHHO-TPABOBOIO MOJIOKEHUs] Pa0OTHUKA U 00ecreYn BT
yCJI0BHUS 1Jis1 ero 3(pPeKTUBHOM padoThl

0)  JOKyMEHT, ONPEACIISIONINI CTaTyC pabOTHHUKA B OPTaHU3AIUN

B)  JIOKYMEHT, ONPEAEISIFOIINI MOJ0KEHHE paOOTHHUKA B OpraHU3aluu

r) MIPaBOBOI aKT, pErIAMEHTUPYIOIINN MOPSIOK AEATEIbHOCTH pa0OTHHKA B
OpraHu3alnu

1)  IpaBOBOM aKT, ONPEAEIAIOUINI 00513aHHOCTH PaOOTHUKA B OPTaHU3alUN

12.  IllImammnoe pacnucanue — 3mo ...

a)  NPaBOBOM aKT, ONpPeAe/SIIOIINHA CTPYKTYPY, YMCJICHHOCTD,
JOJIZKHOCTHOM COCTAB PA0OTHMKOB OPraHU3AIMM € YKA3aHUEM MX
JTOJIKHOCTHBIX OKJIAI0B

0)  JOKYMEHT, COJIepKallliii MepeUeHb TOHKHOCTEN B OpraHu3aluu

B)  JIOKYMEHT, COJIepKalllUii IepeyeHb JOHKHOCTEN paOOTHUKOB C yKa3aHUEM
UX OKJIaJIOB

I)  IepeyeHb JOJKHOCTHBIX OKJIaJI0B paOOTHUKOB OpraHU3allu

1)  IepeueHb JOHKHOCTEH paOOTHUKOB MOJPA3IEICHUEM C YKA3aHUEM UX
OKJIaJI0B

13.  Kaodposbie nepemewjenuss pabomHuKo8 6 OpeaHu3ayuy 0QhoOpmisIom ...
a) NPUKa3aMHu (PacnopsizKeHUSIMH) 110 JTHYHOMY COCTABY

0) npukazaMu (PacropsiKEHUSIMU)

B)  NpUKa3aMH

)  pacnopssKeHUsIMU

)  YKazaHWUSIMHU

14.  Ilpu ygonvheHuu pabomuux nuwiem 3aseieHue ...
a)  PYKOIHCHO

0)  MalIMHOIKCHO

B)  HaJucrte Oymaru popmata A—4

r) Ha CTaHJapTHOM JIUCTE Oymare

n)  Hauucre Oymaru popmarta A-5

15.  Jluunoe oeno — smo ...

a)  COBOKYIHOCTb JOKYMEHTOB, COAEPKAIIUX MOJTHbIE CBeICHUS 0
padoTHUKe

0)  JIOKYMEHTHI 110 JIMYHOMY COCTaBY

B)  Mamka ¢ JOKYMEHTaMH O paOOTHUKE

r)  mepeyeHb JOKYMEHTOB 10 TPYJOBOU NEATEIbHOCTH paOOTHHUKA

n)  HaOOp MPHUKA30B IO KAJPOBBIM MEPEMENICHUSIM paOOTHUKA

€)  MpuKa3bl U JUYHAS KapTOuKa

16. Jlokymenmsi no auunomy cocmagy npeoHa3HaueHvl O 0YOPMIEHUS ...
a)  TPYAOBBIX NPABOOTHOIIEHMII



17,

[I0JIO’KEHUS! paOOTHHKA B OpraHU3alluu
OTHOIIIEHUN MEX]Ty paOOTHUKAMU
II0JIO’KEHUS paboTonaress U pabOTHUKA
JEeSATEIbHOCTH PAaOOTHHKA B OpraHU3alun

Ilpu npueme na pabomy cocmagé npeoCmasIsAeMblX NPEemeHOeHmMOoM

OOKYMEHMO8 ONpeoesieH ...

a) 3aK0HOAaTeJbCTBOM PD

0)  3aKOHOJATEIbCTBOM PETrMOHA

B)  KOoHcTUTynuei PO

r) I'paxxmanckum konekcom PO

) AJIMUHHUCTPATUBHBIM KOJIEKCOM P®

18.  OcroubiM OOKYMEeHmOM no yuemy TUUHO20 COCMABA AGNAEMC ...
a)  JINYHAs KAPTO4YKA Pa004YMX U CJIY:KAMUX

0)  JTUYHBINA JUCTOK MO YYETY KaJIpOB

B)  JKypHaJI PETHCTPAIUU TPYIOBBIX KHIKEK

r)  TpyAoBas KHHXKKa

)  TMPHUKa3bl [0 JUYHOMY COCTaBY

19. Ilpoexm npukaza no JauuHOMy cocmagy nooaeHcum o007A3AMeNbHOMY
BUSUPOBAHUIO ...

a)  IOpHUCTOM

0) paboOTHHUKOM

B)  PYKOBOAMTEJIEM IMOpPA3ACIICHUS

r)  PYKOBOAMTEJIEM OpraHU3aIluu

)  TJIaBHBIM OyXTaJITepOM

20.  OcHosanuem 0nst oghopmaeHus Y80abHeHUsE PAOOMHUKA S8NAENCA ...
a)  3asiBJleHHe Pa0OTHHUKA

0) npuka3 00 YBOJbHEHUU

B)  pacnopsbkeHue 00 YBOJIbHEHUU

r) JIIOKJIagHas 3alucKa

o)  aKT

21. Ilpasumenvcmeo P® uzdaem pacnopsoumenbhvie OOKYMEHMbL!
a)  MOCTAHOBJIEHUSI, PACTIOPSIZKEHUSA

0)  TMOCTaHOBJICHHUS, PACTIOPSIKEHHUSI, TIOJOKEHU S, UHCTPYKITUH

B)  TOCTAHOBJICHUS, PACTIOPSHKCHUS, YKa3aHUS, MHCTPYKITUU

r)  TOCTAHOBJICHUS, PEIICHUS, YKA3AHHUS, AKThI

)  pacmopsbKeHUs, yKa3aHUs, aKThl, THCTPYKIIUH

22. B gpopme nocmanosnenuti npasumenvcmeo P uzoaem ...

a)  NPaBOBbIe aKThl, MMEIONIEe HOPMATHBHBIH XapaKTep

0)  MpaBOBbIE aKThI MO TEKYLIUM BOIIPOCAM



B)  OQuIMaIbHbIE JOKYMEHTbI, UMEIOIIUE HOPMATUBHBIN XapaKTep
r) oduIMaTBHBIE JOKYMEHTHI 10 ONIEPATUBHBIM BOIIPOCAM
) IO BCEM BOINPOCAM JAESITEIbHOCTH paBUTENbCTBA PD

23. B gopme pacnopsocenuii npasumenvcmea P® uzoaem...

a)  TPaBOBbIE aAKTHI M0 TEKYIIUM ONePATHBHBIM BOMpPOCcaM

0)  MpaBOBBIE aKThl, UMEIOIINE HOPMATUBHBIN XapaKTep

B)  OQUIMAIbHBIC JOKYMEHTHI, UMEIOINE HOPMATHBHBIN XapaKTep
r)  oQuIMaAIbHBIC JOKYMEHTHI I10 ONIEPATHUBHBIM BOTPOCAM

)  oUIMAIBbHBIC TOKYMEHTHI 110 TEKYIIUM BOIPOCAM

24.  Ilpezudenm PD uzdaem pacnopsioumenvhvie OOKYyMeHMbl 8 Ude:
a)  YKa30B, paCHOpsHKEHUM

0) yka3oB

B)  pacHoOpsLKEHHIM

)  YKa3oB, IOCTaHOBJICHUU

1)  pacnopsiKEHUMN, yKazaHUM

25.  @eldepanvubiMu  OpeaHAMU  UCHOJHUMENbHOU  GIACMU  U30AIOMCS
HOpMAamueHble npagosvie aKkmvl 8 uoe.

a) IIOCTAaHOBJICHUM, pACIOPSDKEHHWM, TPHUKA30B, MPABWJ, HHCTPYKIHM,
ITOJIOKEHUU

0)  TMOCTAaHOBJCHWH, pACHOpPSIKEHUM, TPUKA30B, TMPaBUI, HHCTPYKIUH,
IIOJIOKEHUM, AKTOB

B) MOCTAHOBJICHUH, PACTIOPSIKEHU M

r) IIOCTaHOBJICHUM, PACTIOPSIKEHU M, YKa3aHUN

)  TIOCTaHOBJICHWU; PEIICHUM, YKa3aHU

€)  MPHUKa30B, paCIOPSHKEHUIN

26.  Inasa aomunucmpayuu Kpacnooapckoeo Kpas uzoaem:
a)  TMOCTAHOBJIEHHS M PACTIOPSKEHUS

0)  pelIeHUs U TOCTAHOBJICHUS

B)  pacHOpsDKEHHUS U yKa3aHUs

I)  yKa3bl U pacCOpsKEHUS

)  TpUKa3bl U TOCTAHOBJICHUS

21. B pecuonanvHvlx opeaHax UCNOIHUMENbHOU 61acCmu Npu  peuleHuu
ONepamuHbIX 60NPOCO8 U30AIOM ...

a) NMPUKAa3bI

0)  mpuKa3bl U PACTIOPSHKCHUS

B)  pacHOpsDKEHHMs], yKa3aHUs

I)  pacrnopspKeHHs

)  yKazaHWs

28.  Opeamnvi MecmHo20 camoynpasieHus uzoaom npasosvie akmol 8 guoe...
a) peLieHnil, IOCTAHOBJICHUH



0)  mOpuKazoB

B)  pacHOpsLKEHHI
r)  YKa3aHWi

1)  JIOTOBOPOB

29. [nasa mynuyunaavHoeo 06pazosarus uzoaem npasosvle aKmol 8 8UOeE...
a)  TOCTAHOBJICHHM, pacnoOpsiKeHNH

0)  mIpuKa3oB

B)  yKa3aHUH

r)  peuieHui

1) [IOCTAHOBJIEHUIA

30. [IlpedocmasumenvHovlii Opean MeCMHO20 CAMOYNPAGNEHUs NPUHUMAEm
npagosvie axmol 8 opye ...

a)  peuleHuil

0)  MOCTaHOBIICHUM

B)  yKa3aHui

)  pacnopsikeHui

)  YKa3aHWH, TOCTAaHOBJICHUM

7.4. Meroauueckue MaTepuaibl, ONpeaeJsOlINe MPoUEAYyPbI
OLCHUBAHUSA 3HAHUN, YMEHHUH U HABBIKOB, XAPAKTEPHU3YKWIIUX ITAINbI
¢GopmupoBaHust KOMIETEHIMA

KoHTposib OCBOEHMS AMCHMIUIMHBI M OLEHKa 3HAaHUM OOydarouuxcs
npousBoautcs B coorBeTcTBUM c [lm KyOoI'AY 2.5.1 «Texkymmii KOHTpoJb M
YCIIEBAEMOCTH Y ITPOMEKYTOUYHOM aTTECTALMU CTYIEHTOBY

Yemuwii onpoc.

YCTHBII Onpoc — METOA, KOHTPOJSA 3HAHUM, 3aKIIOYAIONIUMWACS B
OCYIIECTBJICHUM B3aUMOJCHCTBUA MEXAY [MPENOAABATEIEM M  CTYACHTOM
MOCPEACTBOM TOJYUYEHHsI OT CTYyJ€HTa OTBETOB Ha 3apaHee CPOopMyJIHPOBAHHbBIC
BOIIPOCHL.

Kpurepuu ouenky 3HaHMi 00y4aeMbIX IIPH NIPOBEICHUH ONPOCA:

OueHka «OTJIMYHO» BBICTABISICTCS 3a IOJHBIM OTBET HA IOCTAaBJIEHHBIN
BONPOC C BKJIIOYEHHEM B COJAEpKaHHME OTBETa JIEKIIMH, MaTepuajoB y4eOHUKOB,
JIOTIOJIHUTEIBHON IUTEpaTypbl 0€3 HABOJSAIIMX BOIPOCOB.

OneHka «XOpomIo» BBICTABISAETCA 3a IOJHBIA OTBET HA IOCTABJICHHBIN
BONPOC B 00beME JIEKIMU C BKJIIOYEHHEM B COJIEpP)KaHUE OTBETa MaTepUalioB
Y4€OHUKOB C YETKHMHU IOJIOKUTEIbHBIMU OTBETaMU Ha HABOJSIIME BOIPOCHI
IIpEnoAaBaTelIsl.

OueHka «yIAOBJIETBOPHUTEJIbHO» BBICTABISETCA 3a OTBET, B KOTOPOM
03BY4Y€HO 00JIe€ OJIOBUHBI TPeOYyEMOI0 MaTepHaa, ¢ OJI0KUTEIbHBIM OTBETOM Ha
OO0JIBIIIYIO YaCTh HABOASAIIUX BOIIPOCOB.


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

OneHka «HeyI0BJIETBOPUTEIBHO» BBICTABIICTCS 33 OTBET, B KOTOPOM
O3BYU€HO MEHEE€ MOJOBHMHBI TpeOyeMOoro Marepualia WM HE O3BYUYEHO TIJIaBHOE B
COJZIEp’KaHMM BONPOCA C OTPULIATEIIBHBIMU OTBETAMHU HA HABOALIME BOIIPOCHI MU
CTYJCHT OTKa3ajcs OT OTBeTa 0e3 MpeaBapUTEIbHOTO O0BICHEHUS YBAKUTEIbHBIX
IIPUYMH.

Hoknao

Jloknam — 3To MUCbMEHHOE UJTH YCTHOE COOOIIIEHNE, Ha OCHOBE COBOKYITHOCTH
paHee onmyOJIMKOBAaHHBIX MCCIIEIOBATENBCKUX, HAYUYHBIX PA00T WM pa3pabOToOK, MO
COOTBETCTBYIOIIEH OTPACIM HAYYHBIX 3HAHUHN, UMEIONIUX OOJBIIOE 3HAUCHHE IS
TEOPUHM HAYKH M MPAKTHYECKOTO MPUMEHEHHs, MPeCTaBisieT coboi 00001IeHHOe
U3JI0O)KEHHE PE3yJIbTaTOB TMPOBEJCHHBIX HCCIEIOBAHUNA, SKCIEPUMEHTOB U
pa3paboTOK, M3BECTHBIX IIMPOKOMY KPYTy CIEHHUATUCTOB B OTPACIM HAyUYHBIX
3HaHui. ConpoBOXKIaeTCA MPEe3eHTANE MaTepuaia.

Leabp moAroTOBKH AOKJIA1A:

— copMUpOBaTh HAYYHO-HCCIICIOBATCIIBCKAE HABBIKK W YMEHUS Y
oOyyJaroIierocs;

— CIIOCOOCTBOBATH OBJIAJICHUIO METOJIJAMU HAYIHOTO TTO3HAHHS,

— OCBOWTPH HABBIKU MYOJIMYIHOTO BBHICTYTUICHHUS,

— HAYYUTHCA KPUTUYECKHU MBICTUTh.

Texcr noknaga MAOMKEH COAEpPXKaTh aApPTyYMEHTHPOBAHHOE H3JI0KEHUE
onpejieieHHOW TeMbl. JIoKiaj MoJbKeH OBITh CTPYKTYpPUPOBAH M BKIIIOYATH
BBEJICHHE, OCHOBHYIO YaCTb, 3aKIIOYCHUE.

Kpurepuu oueHky 3HaHUH 00y4A0IIMXCH NPH BHICTYIVICHUH C TOKJIAA0M

[Tokazarens I'pamanus bannet
CooTBeTcTBHE AOKIAJa 3asB- | COOTBETCTBYET MOJIHOCTHIO 2
JIEHHOM TeMe, IIeJIU U 3a/1auaM | €CTh HECOOTBETCTBUS (OTCTYILICHHUS ) 1
MIPOCKTA B OCHOBHOM HE COOTBETCTBYET 0
CTpyKTYpUPOBAHHOCTh CTPYKTYypHUPOBaHO, 00eCIIeYnBaeT 2
(opranu3zarusi) J0KJIa/a, | CTPYKTYPUPOBAHO, HE 00eCTICUrBAET 1
KOTOpast o0ecreynBaeT | He CTPYKTYPHUPOBAHO, HE 00eCTIeYnBaeT 0
MTOHMMAaHHE €T0 COJCPIKAHUS
KynpTypa BbICTYyIUIEHHST — | paccka3 0e3 oOpaleHus K TEKCTY 2
YTeHHE C JIMCTa WIM PaccKas, | pacckas ¢ oOpalieHueM TeKCTY 1
0OpaIIéHHbIN K ayIMTOPUN YTCHHE C JINCTA 0
JlocTynmHOCTh  JIOKJIaZia O | IOCTYIHO 0€3 YTOYHSIOIIUX BOIIPOCOB 2
COJIEPI)KAaHUM TPOEKTAa, €ro | JOCTYIHO C YTOYHSIONUMHU BOTIPOCAMU 1
HensaX, 3a-jadax, METOJIaX W | HeIOCTYITHO ¢ YTOUYHSIOIIMMHU BOIIPOCAMU 0
pe3yabTaTax
[lenmecooOpa3HOCTh, HHCTPY- | IleIecooOpa3Ha 2
MEHTAJIBHOCTh HATJISHOCTH, | IIEJIECO00Pa3HOCTh COMHUTEIIbHA 1
YPOBEHb €€ MCIOJIb30BAHUS HE 1erecoo0pa3Ha 0




CobimoieHue BPEMEHHOTO | COOIOEH (HE MPEBBIIICH)
permameHTa  Jokiana  (He | mpeBbIICHHE 0€3 3aMeuaHus
Oosiee 7 MUHYT) NPEBBIIIICHUE C 3aMCYaHHEM

YETKOCTh ¥ MOJHOTA OTBETOB | BCE OTBETHI ‘—IéTKI/IC, IIOJIHBIC
Ha JOIIOJHUTCIIBHBIC BOIIPOCHI | HCKOTOPEIC OTBCTEI HEYETKUE
110 CYHICCTBY JOKJIaJda BCC OTBETHI HEUETKHME/HEIIOJIHbBIE

Bnanenue cHeluaibHON | BaageeT cBOOOIHO
TEPMHHOJIOTHEH 1O  TeMe | mHOT/Aa OB HETOYEH, OIINOacs
IIPOEKTa, HWCIIOJIh30BAaHHOW B | HE BiIaJceT

JTIOKJIaJ1e

OFRLPDNOEFLPMNOEFRLDN

N

KynapTypa  amckyccunm — — | OTBETHII HA BCE BOIPOCHI

yMEHHE TOHSATHh COOECeIHHMKA | OTBETMI Ha OOJBIIYIO YacTh BOIIPOCOB
Y apryMEHTUPOBAHO OTBETUTH | HE OTBETUJ Ha OOJIBIIYIO YaCTh BOIIPOCOB 0
Ha €ro BONPOCHI

[

IlIkana oneHKH 3HAHUH 00yUYAKOIIMXCS NMPH BHICTYIUIEHUH C TOKJIAT0M:
Ornenka «0TJIUYHO» — 15-18 Gasios.
Ouenka «xopomo» — 13-14 6amos.
OlLleHKa «yI0BJIETBOPUTEIbHO» — 9-12 GaioB.
OrneHKa «HEeYA0BJeTBOPHTEILHO0» — 0-8 Oaios.

Keiic-3a0anun

Keiic-3aganue sBnsieTcs OOHUM U3 COCO0OB 3(h(PEKTUBHOIO MPUMEHEHHUS
TEOPHUH B pEaTbHON KU3HU Yepe3 pellleHrne y4eOHO-KOHKPETHBIX cuTyaruil. Keiic-
METO] MPEIyCMaTPUBAECT MUCbMEHHO IPEACTABICHHOE OMHCAHUE ONPEIEIIEHHBIX
YCIIOBUHM M3 >KU3HHM XO3SHCTBYIOIIETO CyOBEKTa, OPUEHTHUPYIOIIEee CTYJEHTOB Ha
dhopmypoBaHUE TIPOOIEMBI U TTIOMCK BAPUAHTOB €€ PEIICHUS.

Pe3ynbTar BBINONHEHUS KEHC-3aaHUs OLIEHUBAETCS C YUETOM CJIEAYIOLIUX
KpUTEPUEB:

— MOJHOTA NPOPabOTKH CUTYyAIIUH;

— TIOJIHOTA BBITIOJTHEHUS 3aJJaHUs;

— HOBU3HA U HEOPJMHAPHOCTD MPEACTABICHHOIO MaTepuasna U peleHui;

— MEePCNEKTUBHOCTHh U YHUBEPCATHLHOCTD PEIICHUH;

— YMEHHUE apTryMEHTUPOBAHO 0OOCHOBATH BHIOPAHHBIN BapUAHT PEIICHUS.

Ecnu pe3ynbTar BRINOIHEHUS KEC-3aJaHUsl COOTBETCTBYET 0003HAUEHHOMY
KPUTEPHIO CTYJIEHTY MIPUCBAUBAETCS OJMH 0alI (3a KaK1bli Kputepuid o 1 6amy).

Kpurepuu oneHuBaHusi BHINOJTHEHUS KeHC-3a1aHUS.

OueHka «OTJIHYHO» — TIPU HAOOpE B 5 OAIIIOB.

Ouenka «xopomuo» — npu Habope B 4 6asia.

OreHKa «yI0BICTBOPUTEIIBHOY» — ITpU Habope B 3 Gania.

OreHKa «HEYyI0BIETBOPUTEIIBHO» — MPU Habope B 2 Oaia.

Tecmoewie 3a0anusn



TecT — 3TO UHCTPYMEHT OLIEHUBAHUS YPOBHS 3HAHUM CTYJEHTOB, COCTOSIIINMA
U3 CHUCTEMbl TECTOBBIX 33JaHUN, CTAHAAPTU30BAHHOW MPOLEIYPbl MPOBEACHMUS,
00pabOTKH U aHAJIN3a Pe3yIbTaTOB.

Kpurepun ouneHku 3HaHMi oOy4yalomuxcsi 0pPU  TNPOBeJIeHUH
TECTHPOBAHMUSI.

OlleHKa «OTJMYHO» BBICTABISCTCS MPHU YCIOBUU MPABWIBHOTO OTBETA
CTyJIeHTa He MeHee ueM 85 % TeCTOBBIX 3alaHUM.

OneHKka «XOpPOLIO» BBHICTABISETCS MPU YCIOBUU MPABWIBHOIO OTBETA
cTyneHTa He MeHee ueM 70 % TecTOBBIX 3aIaHUM.

O1neHKa «y/I0BJIETBOPUTEIbHO)» BBICTABIISCTCS MPU YCIOBUHM MPABHIBHOTO
OTBeTa cTyjJieHTa He MeHee 51 %.

OueHka  «HeyIOBJIETBOPHUTEJbHO»  BBICTABISETCS  IMPU  YCIOBHUH
MIPAaBWJIBHOTO OTBETA CTyAeHTa MeHee ueM Ha 50 % TeCcTOBBIX 3a1aHUl.

Pyoescnasa konmpoavnaa paboma (011 3a04Hoil popmot 00yuenus)

KontpoabHas padora 1no qucuuiuiiHe oOy4aronuMucs 3a04Hoi ¢GopMbl
00y4eHusI BBIIOJIHAETCS MTOCJIE YCTAHOBOYHOM CECCHM B BUJI€ TMCbMEHHOTO OTBETA
Ha yKa3aHHbIE B MHAWBHUAYaJIbHOM 3aJaHUU BOIPOCHI, OTPAXKAIOIINE COJIEPKAHHE
pa3ze’aoB NUCHUILIMHBI.

BapuaHT 3amanus 11 CTy/I€HTOB 3a04HOM (hOpMBI 0OYUEHHS ONPEAEIIAETCS
1o mnepBoi OykBe pamMuiauu U nociegHeil nudpe 3a4eTHOW KHMXKKH C IOMOIIBIO
TaOJHIIBI, TPUBEACHHONW B METOJUYECKUX YKA3aHUSX.

Kpurepuu oueHku

OuneHka «OTJIHYHO» BBICTABIISIETCS CTYAEHTY, IOKa3aBUIEMY BCECTOPOHHUE,
CUCTEMATU3UPOBAHHBIC, TIIYyOOKHE 3HAHUS B OTBETaX Ha BCE BOMPOCHI KOHTPOILHOM
paboThl, KOTOPHIH M3YYWUJ OCHOBHYIO, YMEETCBOOOJHO U  MPaBHIBHO
apryMEHTHPOBAaTh TMPUHATHIC PEIICHUS, O3HAKOMWICS C JIONOJHHUTEIbHOU
JUTEpaTypord y4eOHOM mporpaMMbl JUCHUIUIMHBI U TPUBOJUT €€ B CIIHCKE
MCMOJIb30BAaHHBIX UCTOYHHUKOB.

OuneHka «XOpouIO» BBICTABIAECTCA CTYACHTY, €CIM OH TBEpPJIO 3HAET
Marepuajl, TPaMOTHO W MO CYIIECTBY H3JaracT €ro B OTBETAX Ha BOIPOCHI
KOHTPOJIBHON pabOThI, HO JIOMYCKA€T B OTBETAXHEKOTOPHIE HETOUHOCTU, WU3YUMJI
OCHOBHYIO JINTEpPATypy Y4EOHON MPOTpaMMBbI TUCITUTIIIMHBI M IPUBOJMT €€ B CITUCKE
VCIOJIb30BaHHBIX UCTOYHHUKOB.

OueHka «yJa0BJIETBOPUTEIBbHO)» BBICTABISCTCS CTYACHTY, MOKa3aBIIEMY
(dbparMeHTapHbIN, pa3pO3HEHHBIM XapaKTep 3HAHWUM, HEIOCTATOYHO IMPABUILHBIC
bopMyUpOBKH 0a30BBIX MOHATHIA, HAPYIIECHUS JIOTUIECKON MOCIEI0BATEILHOCTH
B M3JIOKCHUM MPOrPaMMHOIO MaTepuajia, HO NpPU 3TOM BJIAAEET OCHOBHBIMHU
MOHSATUSIMU BBIHOCMMBIX Ha KOHTPOJIbHYIO paboTy, 3HAaKOM C OCHOBHOM
JUTEpaTypord y4eOHOM mporpaMMbl JTUCHUIUIMHBI U TPUBOJUT €€ B CIIHCKE
MCIOJIb30BAHHBIX UCTOYHHUKOB.

OuneHka «HeyA0BJETBOPUTEIbHO» BBICTABIIETCA CTYAEHTY, KOTOPBIM HE
3HAaeT OOJBINEH YacCTH OCHOBHOTO COJEp>KaHUS BHIHOCHMBIX Ha KOHTPOJBHYIO



paboTy BOMPOCOB pasjiena IUCIHUIUIMHBI, JOMYCKaeT rpyOble OMMOKKH B
(bopMyIIMpPOBKaX OCHOBHBIX MOHITHIA, HE3HAKOM C OCHOBHOM JIUTEpaTypoi y4eOHO
POrpaMMbl JUCHUTIINHBI.

IK3amen

Kpurepuu oneHky 3HaHUH 00y4aI0IIMXCH HA IK3aMeHe

OueHKN «OTJMYHO» 3aclly’)kUBaeT OOydJaloImuics, OOHapy>KUBIIUH
BCECTOPOHHEE, CHUCTEMAaTHYeCKOoe M TIyOOKoe 3HaHWe Y4eOHO-IPOrpPaMMHOIO
MaTepuaia, YMEHHE CBOOOJHO BBINIOJNHATH 3aJaHusl, MPEAyCMOTPEHHbIE
MpOrpaMMOM, yCBOMBIIMKA OCHOBHYK) W 3HAaKOMBIM C  JOIOJHUTEIbHOMN
JUTEPATypOr, peKOMEHIOBAHHOU TTporpaMMoi. OIleHKa «OTJIMYHO» BBICTABISETCA
00y4aroIuMCsi, YCBOMBIIINM B3aWMOCBSI3b OCHOBHBIX MOHSTHI JUCHUIUIMHBI B UX
3HaU€HUU g npuoOperaeMoil  mpodeccuu, MPOSBUBIIMUM  TBOPYECKHUE
CHOCOOHOCTH B MIOHUMAaHHUH, U3JI0’KEHUU U UCIIOJIb30BAHUU Y4€OHO-IIPOTPAMMHOIO
MaTrepuraa.

OueHKN «X0pOII0» 3acily’)KMBAaeT 00y4arouuiics, OOHapyXKUBIIUN MOJTHOE
3HaHWE  y4yeOHO-IPOrPaMMHOTO  MaTepuana,  yCIEIIHO  BBIMNOJHAIOMUN
IIPEAYCMOTPEHHBIE B IIPOrpaMM€ 3aJaHus, YCBOMUBIIMN OCHOBHYIO JIUTEpATYypY,
PEKOMEHIOBaHHYIO B miporpamMme. Kak npaBuiio, onieHka "Xopomio" BBICTaBISIETCA
oOy4Jaronmcsi, MOKa3aBIIMM CUCTEMAaTUYECKUI XapaKTep 3HAHUU M0 JUCIUIIIMHE
U CIIOCOOHBIM K HMX CAaMOCTOSITEIbHOMY IIONOJHEHUI0O M OOHOBJIEHHIO B XOJE
nanbHeie yaeOHoi paboThl U MPOPECCUOHAIBHON AESTENbHOCTH.

Ouenku «YI0BJICTBOPUTEIHHO» 3aCIyKUBAET oOy4aromuiics,
OOHapy’KUBIIWWA 3HAHUSI OCHOBHOT'O Y4€OHO-IIPOIPaMMHOI0 Marepuaia B 00beMeE,
HEO0OXOAMMOM 1715 JabHEN e yueObl U peIcTos e paOoThI O CIELMAIBHOCTH,
CIIPABJISIFOIIMICS C BBINOJIHEHUEM 33JaHUM, MPEIyCMOTPEHHBIX IPOrPaMMON,
3HAKOMBIM C OCHOBHOW JIMTEPATypOM, PEKOMEHIOBAaHHOW mnporpammon. Kak
MpaBujIoO, OIEHKAa  "yIOBIETBOPHUTENHLHO"  BBICTABISIETCS  OOyYaroIIUMCH,
JONYCTUBIIMM IIOTPEIIHOCTH B OTBETE HA OK3aMEHE W IPHU BBHIIIOJIHEHUU
HK3aMEHAIMOHHBIX 3aJlaHUl, HO 00JIaIal0IUM HEOOXOIUMBIMU 3HAHUSIMH JIJISI UX
YCTpPaHEHHUs MO PYKOBOICTBOM IIPEIIOAABATEIIA.

OuneHka  «HeyJAOBJIETBOPUTEJBbHO»  BBICTABISETCS  OOydaromiemycs,
OOHapyXuBIIEMy TIpoOebl B 3HAHUSIX OCHOBHOIO Yy4E€OHO-IPOrPaAMMHOIO
Marepuana, JOMYCTUBILIEMY NPHUHIMUNHAIbHBIE OIIMOKKM B  BBINOJHEHUU
IIPEyCMOTPEHHBIX IPOTPAMMOM 3aJaHUM.

8. IlepeyeHb OCHOBHOM M IONIOJIHUTEJIBHOM Y4eOHOI JIMTEepaTyphbl:

OcHoBHasi yueOHasi IuTepaTypa:

1 AcamueB A.M., OCHOBBI NeJOMPOU3BOICTBA: yueh. mocooue / A.M. Acamues, U.U.
Muponoa, E.A. Kocapesa, I'.I'. BykoBuu. — 2-¢ u3na., ucnp. u gon. — Mocksa: UHOPA-M,
2017. — 146 c. — (Bwicmiee obpasoBanue: bakanaspuar). — 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 YITPABICHUS:
Vuebnoe nmocodbue / ITanacenko IO.A., - 3-e u3n. - Mocksa :PUOP, UHOPA-M, 2016. - 112 c. -
(BO: bakanaBpuar). - ISBN 978-5-369-01054-9. - Tekcr : omekrponHsid. - URL:
https://znanium.com/catalog/product/542773

2 brikoBa, T. A. JlokyMeHTanMOHHOE OOECTICYCHHE YIpaBJICHUS (IEIONPOU3BOICTBO) :
yueb. mocobue / T.A. brikosa, T.B. Ky3uenona, JI.B. Cankuna. — 2-e u3ja., nepepad. u 101, —
Mocksa : UH®PA-M, 2017. — 304 c. + lon. marepuansl [DIeKTpOHHBIN pecypc; Pexum
noctyna: https://znanium.com]. — (Beicmee obpa3zoBanue: bakamaBpuart). - ISBN 978-5-16-
101961-0. - Tekcr : snextponnsiid. - URL: https://znanium.com/catalog/product/762591

JlonoJIHUTeIbHAS JTUTEepaTypa

1 Kupcanosa, M. B. Kypc aenonponsBoacTBa: JOKyMEHTAIIMOHHOE 0Oecred. yHpasil.:
VYueb. noc. / M.B.Kupcanopa, FO.M.AkceHoB - 6 u31., ucnp. u gom. - Mocksa : HUI] UH®DPA-
M, 2014-256¢. + ( Jon. maT. znanium.com). - (BO: bakanaspuar). ISBN 978-5-16-006789-6. -
Tekcr : anexrponnsiii. - URL: https://znanium.com/catalog/product/460967

2 OCHOBBI JIeTONPOU3BOACTBA : yue0. mocodue / A.M. Acanmes, .M. Muponosa, E.A.
Kocapesa, I'.I'. BykoBu4u. — 2-¢ uzn., ucnp. u gon. — Mocksa : UHOPA-M, 2017. — 146 ¢c. —
(Boicmiee obpazoBanue: bakanaBpuar). — Www.dx.doi.org/10.12737/24426. - ISBN 978-5-16-
102395-2. - Tekcr : anexkrponnsiii. - URL: https://znanium.com/catalog/product/782839

9. Ilepevyenn pecypcoB HH(POPMALMOHHO-TEIEKOMMYHUKAIMOHHON CeTH
«HHTEepHET»

IHepeuens IBC

Ne HaunmeHoBanue TemaTnka Ccepblika
1 Znanium.com YuuBepcasipHas | https://znanium.com/
2 IPRbook Yuusepcanpnas | http://www.iprbookshop.ru/
3 O6pasoarenbhblil moptan Kyol'AY | Vausepcanbnas | https://edu.kubsau.ru/

IlepedyeHb pekoMeHIyeMbIX HHTEPHET CATOB:

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

Odurmansuerii caiit «Poccrata» http://www.gks.ru

Oduumaneupiii  cailt  ®enepanibHOro apxuBHoro arentctsa (Pocapxusa)
http://archives.ru

Pocculickuii  roCcyJapCTBEHHBIM ApXHUB HAyYHO-TEXHUYECKOW JIOKYMEHTAalWU
http://rgantd.ru/spravochno-informatsionnyi-tsentr.shtml

denepanbHas ciry)x0a rocy1apcTBeHHON cTatucThky https://www.gks.ru/
VYrpasnenue @enepanbHON CITy>XObI TOCYIapCTBEHHON CTATUCTUKU TIO
KpacHomapckoMy kparo u pecryosmke Anpires https://krsdstat.gks.ru/
3akonoaarensHoe Cobpanune Kpacnomapckoro kpas https://www.kubzsk.ru/
Anmunnctparus Kpacnonapcekoro kpast — http://www.admkrai.krasnodar.ru/;
AJIMUHUCTpaIYs MyHHUITUTIATLHOTO 00pa3zoBanus 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. Meroauyeckne YyKa3zaHMsl AJA O00Oy4YAIOIIUXCSI 1O OCBOEHHIO
AUCIUIIINHBI

1. OcHOBBI J1€TONPOU3BOJICTBA: METOJ. PEKOMEHJIAMU IO MPOBEICHUIO
CEMUHAPCKUX 3aHATUH M CaMOCTOSITENIbHOW pPalOThl Isg OOyYarommxcs II0
HampaBieHuto 1noaArotoBkn 38.03.04 T'ocymapCTBEHHOE M MYHHULMIIAIBHOE
ynpasnenne / coct. O.H. Canmit. — Kpacnonmap: Ky6l'AY, 2017. — 25 c.
https://edu.kubsau.ru/file.php/119/MU_Osnovy DP_Salii.pdf

2. OCHOBBI  JCIONPOU3BOJACTBA: METOA. YKa3aHus JJid  BBINOJHEHUS

KOHTPOJIbHBIX paboT oOydarommmucs ¢akyibTeTa 3a04HOro OOy4YeHUus IO
HanpaBieHuto noarotoBku  38.03.04 TocymapcTBEHHOE HW  MYHUIMMNAIBLHOE
yIpaBJieHHEe, HAPAaBJICHHOCTh «['ocyapcTBEHHOE M MyHUIIMIIATBLHOE YyIPaBICHUEY /
coct. O.H. Camuit. — Kpacnonmap: Ky6I'AY, 2017. — 12 c.
https://edu.kubsau.ru/file.php/119/Metodichka. Dokumentirovanie Salii.pdf

11. Tlepeyenbr uHGOPMAIMOHHBIX TEXHOJOTHI, HMCIOJb3yeMbIX MpPH
OCYHIeCTBJICHMH 00pa30BaTeJIbHOI0 MNpoHecca M0 AUCHHUILIMHE, BKJIKYAs
nepevYeHb MPOrpPaMMHOIO odecredeHUss M UHGOPMALMOHHBIX CIPABOYHBIX
CUCTEM

NudopmanmonHbie TEXHOJIOTMH, HCIHOJb3yEMble IMPU OCYIIECTBICHUU
o0pa3oBaTeNpbHOrO Ipolecca MO  JUCUUIUIMHE  MO3BOJISIIOT:  OOECHEYMTh
B3aMMOJICUCTBUE MEXKIY YUACTHHUKAMU 00pa30BaTEIbHOIO MPOLECCA, B TOM YUCIIE
CUHXPOHHO€ U (WIM) aCHHXPOHHOE B3aMMOJCHCTBUE IOCPEIACTBOM CETH
"Untepner"; ¢QukcupoBarh xoa 00pa3oBaTEILHOrO IIpoliecca, pe3yJbTaToB
MPOMEKYTOUHOM aTTECTAllMM MO0 JUCIUIUIMHE W PE3yJbTaTOB OCBOCHUS
o0pa30oBaTeNbHOM MPOTpaMMBbl; OPTraHU30BaTh MPOIECC OO0pa3oBaHUS IyTEM
BU3yallM3allil  HW3y4aeMol  WH(OpManMu  MOCPEJICTBOM  HCIOJIb30BaHUS
MPE3EHTAIMOHHBIX TEXHOJIOTHI; KOHTPOJIMPOBATh PE3YIbTaThl 00yUEHUSI HA OCHOBE
KOMIIBIOTEPHOT'O TECTUPOBAHUS.

11.1 lepeyensb auuensuonnoro IO:

Ne | HammenoBanme Kpartkoe onucanmne
1 Microsoft Windows OmneparnroHHas cuctreMa
2 Microsoft Office (Bxirouaer Word, Excel, PowerPoint) | [Taket opucHbix

MIPUIIOKEHUN

11.2 Mepeyenb npogeccHOHAIBHBIX 023 JAHHBIX U UH()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/

o6ubmmoteka eLibrary

12. MarepuajbHO-TeXHHYeCKOe oOecneyeHue [Jsi OOy4YeHHMs 10
JUCHHUIIJINHE.

HJIaHI/IpyCMBIC MOMCHICHUA VIS TPOBCACHUA BCCX BUJIO0B y‘-IG6H0ﬁ ACATCIBbHOCTHU

MPOBEJCHUS 3aHATUH CEMHHAPCKOTO TUIIA, KYPCOBOTO
MIPOEKTUPOBAHUS (BBINOJIHEHHS KypPCOBBIX padoT),
TPYTIOBBIX U HHANBUIYaIbHBIX KOHCYJIBTAIHH,
TEKYIIEro KOHTPOJIS ¥ IPOMEXYTOYHOH aTTeCTaIuu.
JOCTYT K ceTH «HTepHeT»;

JOCTYT B 3JIEKTPOHHYO HH(POpMannoHHO-
00pa30BaTeNbHYIO CPEIy YHUBEPCUTETA;
crieruann3upoBaHHas mebenb (yaeOHas 10ockKa,
yueOHast MeOelb).

ITomemenne Nel DJ1, mocagounsix mect — 100;
wromanb — 127,5kB.M.; yaeOHast ay TUTOPHS IS
TIPOBEICHUS 3aHATHH JCKIIHOHHOTO THTIA, 3aHATHHA
CEMHHAPCKOTO THIA, KYPCOBOTO MPOSKTHPOBAHUS
(BBITIOTHEHUST KYPCOBBIX PabOT), TPYIIIOBBIX U
WHAUBUAYAIBHBIX KOHCYJIBTAIHH, TEKYIIIEr0 KOHTPOJIS
U IPOMEXKYTOUHOM aTTECTALIMHU.

CIUIMT-CUCTEMa — 1 IIT.;

CHenHaTH3upoBaHHas MeOenb (yaeOHas TocKa,
y4eOHast MeOep);

TEXHUYECKHE CPEICTBA 00YUEHUS, HAaOOPHI
JIEMOHCTPAIIHOHHOTO 000PYAOBaHUS U YIeOHO-
HaTJBIIHBIX T0coOuit (HOyTOYK, TPOEKTOP, IKpaH);
nporpammuoe obecreuenne: Windows, Office.

IMomemenune Nel 11 BJI, mocamounsix mect — 30;
wIomaas — 52KB.M.; yueOHast ay ANTOPUS 1Ist
MPOBECHUS 3aHATHH CEMHHAPCKOTO TUIIA, KYPCOBOTO
MPOEKTUPOBAHMS (BBITOJHEHUS KyPCOBBIX padoT),
IPYIIOBBIX U HHIMBUIYAIbHBIX KOHCYIJIbTALHH,
TEKYIEro KOHTPOJISI K IPOMEXXYTOYHOH aTTeCcTaluu.
noctyn k cetu «MHTEpHETY;

JIOCTYTI B 3JIEKTPOHHYIO HH(POpPMAIMOHHO-
00pa3oBaTeNbHYIO Cpe/ly YHUBEPCHUTETA;
crienuaIn3upoBaHHas MeOelb (yueOHas gocka,
yueOHast MeOelb).

Ne | HaumeHoBaHue yueOHbIX | HanmmeHoBaHHE MOMEIIEHUI /ISt IPOBEACHUS BCEX Anpec
n/n MIPEAMETOB, KypCOB, BUJIOB y4eOHOI JIeSTeIbHOCTH, MIPEAYyCMOTPEHHOM (MecTonoNI0KEHNE)
JUCLUILIMH (MOJyeit), yueOHBIM IUIAHOM, B TOM YHCJIC TIOMEIIEHHUS IS MOMELICHUH A1
MPaKTHKH, HHBIX BUJIOB CaMOCTOSTENILHOM PabOThI, C yKa3aHUEM TIepedHsT | IPOBEJCHUS BCEX BHIIOB
y4eOHOI1 NesITeTbHOCTH, OCHOBHOTO 000pyIOBaHUSA, YIOHO-HATIISITHBIX y4eOHOI1 esTeTHHOCTH,
HPeyCMOTPEHHBIX MOCOOMI M UCIIONB3YEMOT0 IIPOrPaMMHOTO IpeyCMOTPEHHON
Y4eOHBIM TUTaHOM obecriedeHUs y4eOHBIM IUTAaHOM (B
obpa3oBaTenbHON Clly4ae peali3alin
HPOTrPaMMBEI 00pa3oBaTeIbHOI
MpOrpaMMBbl B CETEBOM
(dhopMe TOTTOTHUTETBHO
yKa3bIBaeTCs
HanMCHOBaHHUC
opraHusalnuu, ¢ KOTOpou
3aKJII0UEH JOTOBOD)
1. |OcHOBBEI [Momemenune Nel10 3J1, nocagounsix mect — 30; 350044, KpacHomapckuit
JIeTIONPOU3BOACTBA wiomans — 51,5kB.M.; yueOHast ayAUTOpUS ISt Kpait, . Kpacsomap, yi.
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https://www.consultant.ru/
https://elibrary.ru/

ITomemenne Ne511 DJI, mmomans — 42,3KB.M.;
HOMEIICHUE IS XPAaHEHHUS U IPOPHIaKTHIECKOTO
o0ciTy)XKHBaHUS YIeOHOTO 000PYIOBaHHS.

IMomemenue Ne226 I'VK, mocamounsix mect — 16;
mIomanas — 35,9KB.M.; HOMEILECHHE IS
CaMOCTOSATENLHOM PabOTHI.

TEXHUYECKUE CPeaCTBa 00yUYEeHUS

(xoMHBIOTEp MTEpCOHANBHBIN — 13 mmT.);

JIOCTYT K ceTH «HTepHeT»;

JOCTYT B 3JIEKTPOHHYO0 HH(POpMaINOHHO-
00pa3oBaTeNbHYIO Cpey YHUBEPCHUTETA;
cHennaTm3upoBaHHas MeOens (yaebHas MeOels).
[Iporpammuoe obecnieuerne: Windows, Office,
CTHEUATN3UPOBAHHOE JINIIEH3NOHHOE ¥ CBOOOIHO
pacrnpocTpaHseMoe porpaMMHoe o0ecTieueHue,
IpeycMOTPEHHOE B pabouei nporpamme




