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Padouas nporpamma qucuuniuabl (Moayas) «b1.B.08 OcHOBBI JOKYMEHTALIMOHHOIO
o0ecrieyeHus 1eATeJbHOCTH OPraHU3ALMU», BKJII0Yasi OLICHOYHbIE MAaTePHAJIbI

1. TpeOoBaHus K pe3yjbTaTaM 00y4YeHUs MO JUCHUILIHHE (MOIYJII0)
1.1. Ilepeyenbp koMmeTreHuMii, GopMHpyeMbIX IMCHMUILIMHON (MOAyJeM) B Ipolecce
0CBOEHNsI 00pa30BaTeIbHOIl MPOrpaMMbl

I'pynna komnereHuuit Karteropusi komnereHumi Koab! u conepxanue
KOMIIeTCHIM I
YHuBepcagbHbIe - -
ObmenpodeccnoHabHbIC - -
[Tpodeccuonanbubie [1K-3. Cnoco0GeH OCyIIeCTBISITh
MOATOTOBKY CHEJIOK
KpeAUTOBaHUS TUTSE
KOPIIOPaTUBHBIX 51
UHAUBUAYAIBHBIX 3aEMIIUKOB U
OCYLIECTBIISITh €€  IPaBOBOE
COTIPOBOXKCHHE

1.2. KoMmeTeHHUM ¥ WHIMKATOPbI HX JOCTHKEHHs, (POPMHPYEMbIX AHCHUILINHON
(MoayJieM) B mpouecce 0OCBOCHUs 00pa30BaTeIbHOI MPOrpaMMbl

Kon Kox
HHAUKATOpa ConepxaHue HHAMKATOPA KOMIIETEHIIMHU
KOMIIETeHIINH
KOMIIeTEHIIHH
[1IK-3 [1IK-3.2 OcymiecTBiISIET 3aMOJTHEHUE HEOOXOIUMON JOKYMEHTAITUHU 110
00CITYKUBAHUIO CHCIKH

1.3. Pe3yabTathbl 00y4eHHs 10 U CHUIINHE (MOYJII0)
Henb u3yyeHusi TMCUMIUVIMHBI (MOAYJIf) — W3Y4YEHUE TEOPUM M TMPAKTUKUA OpTraHHU3alUU
COBPEMEHHOT0  JOKYMEHTAllMOHHOTO  OOecrneueHus  yOpaBJieHuss U METOJOB  €ro
COBEpPILIEHCTBOBAHUS Ha OCHOBE HAyYHO OOOCHOBAHHBIX MPUHIIUIIOB.
B pesynbprare nuzydeHust AUCIUIUIMHBI (MOIYIIs1) OO yJarOIIHICS TOKEH
3HATh:
® OCHOBBI JOKYMEHTOOOOpPOTa U JOKYMEHTAallMOHHOrO oOecreyeHus B esTebHOCTH
KPEIUTHOW OpraHu3aluy;
® JIOKYMEHTAILIMOHHOE CONPOBOXKIACHUE KPEAUTHOU CIEIKH;
e MOpPsI0K 0pOPMIICHHUS, BEJCHUS U XPAHEHUS JJOKYMEHTOB;
yMeTh:
e 0QOpPMIATH KPEIUTHBIE M (PMHAHCOBBIC JOKYMEHTHI B COOTBETCTBHM C TPEOOBAHUSAMHU
IpaXXJaHCKOT0, TPYIOBOI'O, HAJOTOBOTO, (PMHAHCOBOTO 3aKOHOJaTelbcTBa Poccuiickoii
®denepanny U JOKaJIbHBIMU HOPMAaTHBHBIMU aKTaMU OpraHU3ALNM;

® JIOKyMEHTaJbHO OPOPMIIATH PEUICHUS MPU OCYUIECTBICHUU KPEIUTHOU U (PUHAHCOBOM
JEeSITEIbHOCTH OpraHu3aluu.

BJIAJI€Th:

e HaBBIKAMHU aHAIM3a HHPOPMAIMH U MTOCTYHAIOIeH TOKyMEHTalUN;

® HaBBIKAMHU PETUCTPALIUU, yUeTa U TEKYIIETO XpaHeHUs (PUHAHCOBOW JOKYMEHTAIUH;

® HaBBIKAMH JIOKYMEHTAJIBLHOTO OOpPMIICHHUS PEIICHUI B ((MHAHCOBO — KPEIUTHOM cdepe.
2. O0beM, CTPYKTYPA U COAepKaHNe TUCUUIIMHBI (MOXYJIs1)
2.1. O0beM TUCHMILINHBI (MOIYJIs1)

Buowt yueonoii pabomut Dopmul 00yuenusn
Ounasn Ouno- 3aounan
3a0unasn
OO6mas TPyA0eMKOCTh: 3a4CTHBIE €TUHUIIbI/9aChI 2/72




KonTakTHas padora: 34 18 10
3aHATHUS JEKIMOHHOTO TUIIA 16 8 4
3aHsTHsI CEMUHAPCKOr0 TUIIA 18 10 6

KoncyabTanum

IIpomeskyTOYHAS aTTeCTAMS: 3a4€T 4

CamocrosTesanHast padora (CP) 38 54 58

Ilpumeuanun: 3adet, 3a4eT C OLECHKOW MO OYHOW (opme OOydeHHsI MPOBOIUTCS B paMKax
3aHITHI CEMUHAPCKOTO TUTA. B ydeOHOM IIaHe Yachkl HE BHIICTICHBI.

2.2. Temsbl (pa3gesabl) AUCUMIVIMHBI (MOAYJsI) € YKa3aHHWEM OTBEIEHHOI0 Ha HHUX
KOJIMYecTBA 4acoB 1o ¢gopmam 00pa30BaTe/bHOH AeATeJbHOCTH

Ounasn popma odyuenusn

Buabl yueOHoii padoThI (B yacax)

KonTakTHas padora

Ne | HaumenoBanue 3ansaTus
n/n | Tem (paszeson) JIEKIIMOHHOI0 3aHATHS CeMMHAPCKOI0 THNA CP

THIA
J Hurie 113 C JIP Hurie

1. [Ipenmer,
coJepKaHue u 2 2 4
3aJa4u Kypca

2. DOyHKIUH,
CBOICTBA,
KJIaccupuKams
JTOKYMEHTOB

3. | CoBpeMeHHOE
3aKOHOJATCIIbHOE
peryaupoBaHue 1
HOpPMAaTHUBHO-
METOIUYECKOE 2 3 5
obOecrneucHUE B
o0nacTh
JIEJIONIPOU3BO/ICTBA
Y apXHUBHOTO JIeJia

4. | TpeboBaHus k
COCTaBy,
CTPYKType U ) ) 5
o(OpMIICHUIO
CITY’)KEOHBIX
JTOKYMEHTOB

5. | Bunmsl cimyxe0HBIX 2 2 5
JIOKYMEHTOB

6. CucreMsl
JOKYMEHTAITUH

7. TexHonoruun
paboThI ¢ 2 2 5
JIOKYMEHTaMu

8. Opranuzanus
paboTsI ¢
IMMCHbMEHHBIMH 2 2 5
oOpareHusIMu
TrpaKJIaH




Ouno-3aounasn gpopma odyuenusn

Ne
n/n

Buabl yueOHol padoTsl (B yacax)

KonTakTHas paéora

HaumMmeHnoBaHnue
TeM (pa3aesioB)

3auaTusa
JeKIMOHHOI0
THIIA

3aHATHS CEMMHAPCKOI0 TUIA

JI Hnrie

113 C

JIP

Hnrie

CP

[Ipenmer,
coaepXaHue u
3a7la4M Kypca

DyHKIUH,
CBOMCTBA,
Kiaccuukanms
JIOKYMEHTOB

CoBpeMeHHOE
3aKOHOJIaTEILHOE
pETYyIUpPOBAHUE U
HOPMAaTUBHO-
METOINYECKOE
obOecrieueHue B
obnactu
JEIONPOU3BOICTBA
W apXUBHOTO Jieja

TpebGoBanust k
COCTaBy,
CTPYKTypE U
oopmieHHIO
CITYEOHBIX
JIOKYMEHTOB

Bunbl cimyxeOHBIX
JIOKYMEHTOB

CucreMnl
I[OKyMeHTaI_II/II/I

Texuonoruu
paboTsI ¢
JTIOKYMEHTaMHU

Opranuzanus
paboThl ¢
MUChMEHHBIMU
oOpareHusIMu
rpaXKaaH

3aounaa hopma odyuenusn

Buabl yueOHol padoTsl (B yacax)

KonTakTHas padora

HaunmenoBanue
TeM (pa3aesioB)

SauaTus
JEeKIHOHHOIO
THIIA

3ansgarus CEMHMHAPCKOI'o TUIIA

JI 4031803

113 C

JIP

4031803

Cp

[Ipenmer,
coJiepKaHue u
3a/1auu Kypca




DyHKIUH,
CBOICTBA,
Kiaccuukanms
JIOKYMEHTOB

CoBpeMeHHOE
3aKOHOJIaTEJILHOE
peryaupoBaHue U
HOpPMAaTHUBHO-
METOIUYECKOE
obecrieueHHEe B
obnactu
JEIIONPOU3BOICTBA
Y apXUBHOTO JieTia

TpeGoBanwust k
COCTaBy,
CTPYKType U
0hOpMIICHHUIO
CITy»KeOHBIX
JIOKYMEHTOB

Bunbr cmyxeOHbIX
JIOKYMEHTOB

CucreMsl
JIOKYMEHTAITU!

Texnomorun
paboThI ¢
JIOKYMEHTaMU

Opranuzanus
paboThI ¢
MUCHbMEHHBIMU
oOpareHusIMu
rpaxkIaH

Ilpumeuanusn:
JI — nexuun, I13 — mpaktuueckue 3anatusi, C — cemunapsl, JIP — maboparopusie padotsr, CP —
caMOCTOSTeNIbHAs paboTa.
2.3. CoaepkaHue QMCOMIUIMHBI (MOAYJIsI), CTPYKTYPHPOBAaHHOE IO TeMaM (pa3jgesaM) M
BHJaM padoT

Copep:xaHue JEKIIMOHHOTO Kypca

Ne
n/n

HaumenoBanue TeM
(pa3zaeJioB)

Conep:xaHue JEKIMOHHOTO Kypca

1.

[Ipenmer, conepxanue u
3a/1auu Kypca

3HaueHue JOKYMEHTOB B  pa3jMYHbIX  00JacTIX
nesTeIbHOCTH obmiectBa. JlokymeHT B cdepe mpaBa u
ynpaBieHuss. Poap  TOKyMEHTOB B SKOHOMUKE,
COLMAIBHBIX Iporeccax. HayyHo-ucTopuyeckas H
IpaKTHYeCKasl HEHHOCTh JOKYMEHTOB. [Ipenmer u 3agaun
Kypca. JIokyMeHT - OCHOBHOU 00BEKT
JOKYMEHTOBEAUYECKUX  MCCIEIOBAaHWM  HAa  pa3HbIX
YPOBHSIX: OTIE/IbHBIM JTOKYMEHT, CUCTEMA JOKYMEHTOB U
BCS COBOKYITHOCTb CHUCTEM JOKYMEHTALlUH, OTPAXKAOIas
JIEUCTBUTENIBHOCTh. VICTOUHMKM 11 U3Yy4YeHUs Kypca.
3aKOHO/IATEIbHBIE aKThl M MATEPUAJIbL.

DyHKIMHU, CBOWCTBA,

TepmuHONOTHsA,  HWCHoNb3yemass Ipu  pabore ¢




KJaccuukanus TOKyMEHTOB

JIOKYMEHTaMHU. [IpaBoBoii, yIpaBJIE€HYECKUIA u
UCTOPUYECKUIN aCMEeKThl B OINPEICICHUU JOKYMEHTA.
NudopmanvonHasi  CymIHOCTh  JIOKYMEHTa U  €ro
HEIMOCPEICTBEHHAs! CBSI3b C MaTE€pPUAIbHBIM HOCHUTEJIEM.
JoxymenTsl  oduimanbHbie  (CIy)KEOHBIE), JIMYHBIE
(TIepcoHanbHBIC) u JUYHOTO MPOUCXOXKICHHUS.
JIOKyMEHTBI pyKOMHCHBIE U U3TOTOBIIEHHBIE C TTOMOIIBIO
TEXHUUYECKUX CPENICTB.

«DNEKTPOHHOE» JOKYMEHTHUpOBaHUE. MarepuaibHbie
HOCHTENMM  MHGpOpMAIMM W HMX  KJIACCH(UKAIUAL.
JlokymenTupoBaHHast HGOpMAIUs U €€ CBOMCTBA.

CoBpeMeHHOE
3aKOHOJIaTEILHOE
peryiupoBaHue U
HOPMAaTUBHO-METOIHYECKOEC
obOecrnieueHne B 00J1aCTH
JICJIONIPOU3BOJICTBA H
apXI/IBHOI‘O nelia

Knaccudukanus  3aKkoHONATENbHBIX,  HOPMAaTHBHBIX,
METOJUYECKMX MAaTEepHANIOB, KacCaroIIUXCS BOIPOCOB
JOKYMEHTHPOBAaHUS M  OpraHM3aludd  paboThl €
JOKYMEHTaMH. 3aKOHOJAATEIbHBIE AKTHI, MOCTAHOBJICHUS
u pacnopsbKeHus [IpaBUTEILCTBA Poccniickoit
®denepanyy, perinaMeHTHPYIOIIHAE IIPABOBBIE HOPMBI Ha
(benepaabHOM YpOBHE NP paboTe C TOKYMEHTAMHU.

TpebGoBanus K COCTaRBYy,
CTPYKTYpe U 0(OPMIICHUIO
CITy’eOHBIX JOKYMEHTOB

YHuudukanus u ctanaapTu3anus J10KyMeHToB. PopMmysip
COBPEMEHHOT0 yIpaBiieHYecKoro gokymeHTta. CocraB
PEKBHU3UTOB, UX pacrnoiyiokeHue. Oopmyrsp JTOKyMEHTa,

dopmymnsip — oOpazen. TpebGoBaHust K 0GOpPMIICHUIO
pekBu3HUTOB. TpeboBaHUE K COAEPIKAHUIO U O(hOPMIICHHUIO
pesomonui. TekcT JOKyMeHTa — OCHOBHAas €ro

COJZICpKATCIIbHAs 4YaCTh.

Bunbt cyxeOHBIX
JIOKyMEHTOB

[TonsiTHe «O6MaHK MOKyMEHTa». BUIbI OTaHKOB U MOPSIOK
pacIoIoKeHUsT PEKBU3UTOB B O1aHKe (YriIoBOE U
neHTpoBanHoe). OOmmii 61aHK, OJaHK MTHUChMa, OJIaHK
JOJKHOCTHOTO JIUIIa, OJTAaHK KOHKPETHOTO BHUJIA
JIOKYMEHTAa, OJTaHK CTPYKTYPHOTO MOpa3AeICHUS.

CucTemMbl TOKyMEHTAITUN

YHUGHUIUpOBaHHBIE CHCTEMBI JTOKYMEHTAIUH,
JEHCTBYIOIIME B HacTosllee Bpems. l'ocynapcTBeHHas
cucreMa JoKyMeHTanuu. OpraHu3alMoHHO-TIPaBOBBIE
AOKYMCHTEIL - YCTaBhblI, ITIOJIOKCHUA, IITaTHBIC
pacmucaHus, CTPYKTypa ¥ IITaTHas YHCICHHOCTb,
PCrIIaMCHTBI HWHCTPYKOUHU W Ap.; HUX HA3HAYCHHUC U
0COOEHHOCTH odopmIIeHHUS. Pacniopsigutenbabie
JOKYMCHTEIL.

TexHomorun paboThI C
JOKYMEHTaMU

Otanbl ¥ MOPAIOK JABHKEHUS JOKYMEHTOB. Opranuzanus
paboThI C TOCTYMAOIIMMH («BXOISIIIIAMUI))
nokymeHnTamu. [lopsgok opraHu3anuu paboThl ¢
OTHPABIISIEMBIMU («UCXOALUIUMUY) TOKYMEHTAMH.
HopMaTuBHO-1IpaBOBBIE aKThl, pETJIaMEHTUPYIOIINE
paboTy ¢ JOKYMEHTHPOBaHHON HH(OpMaLUEH
orpaHuueHHOro nocryna. CeKpeTHOCTh U
KOH(UICHIIMATLHOCTD B JICJIONPOU3BOJICTBE B OpraHax
rOCy/IapCTBEHHOW BJIACTH.

Opranuzanus paboThl ¢
NHCEMEHHBIMU O0OpanieHusAMH
rpakaaH

Bunbl nuchMEeHHBIX OOpalIeHU TpakJaH — 3asBICHUS,
oOpareHus, xamoObl. THUIOBOE TMOJOKEHUE O BEIACHHH
JIEIONPOU3BOJICTBA TIO0 TMPEIJIOKEHUSIM, 3asBICHUSAM U
Kajo0aM TpakJaH B TOCYJAapCTBEHHBIX OpraHax, Ha




OPEeNNpHUsITHSIX B

VUPSKICHUSX U  OpraHu3alusix.

[Topsiiok mo1aun MUCEMEHHBIX 00paIieHuH.

Conep:kaHue 3aHATHII CEMHUHAPCKOT0 THIIA

Ne | HammeHnoBaHue TeM | o Coaeprxanue 3aHATHII CEMHHAPCKOI0 THIIA

n/n | (pa3aenoB)

1. | IIpenmer, cogepxaHue u C PykoBopsmue AOKYMEHTBI 10 CTaHAAPTU3ALUU.
3a7a4M Kypca Knaccudukaropsl TEXHUKO-d)KOHOMHUYECKOH U

COLIMAJIbHOU UH(pOpMALIUH. Enunas
rocy/lapCTBeHHasl CHCTeMa JOKYMEHTAI[MOHHOTO
o0ecrieyeHus yrpaBieHUsl.

2. | OyHKIUHU, CBOMCTBA, C Opunuueckass cuina — OCHOBHOE CBOMCTBO
KJaccu(uKanus JOKyMEHTOB nokyMmeHTa. FOpuandecku 3Ha4MMble pEKBU3UTHI.

OpUrHHAJIBHOCTh, MOMJIMHHOCTD U KONUHHOCTh
nokyMeHToB. IOpuanueckas cwia Konu u
TenedaKcos.

3. | CoBpemeHHOE C I'OCTel Ha nokymeHTauuto. OOmepoccuiickue
3aKOHOAATEIbHOE KJIaCCU(UKATOPbI  TEXHUKO-DKOHOMUYECKOW U
peryJmpoBaHue u conuanbHOW  MHGpopMmauuu. [ocymapcTBeHHas
HOPMAaTHUBHO-METOAMYECKOE CUCTeMa JIOKYMEHTAIlHOHHOTO  0OecredyeHus
obecrieyeHre B 061acTu ympasieHus. Permamentaus
JeJIONPOU3BOJICTBA U JIeJIONPOU3BOJICTBA Ha BEJOMCTBEHHOM YpPOBHE.
apXUBHOTO JI€a

4. | TpeboBaHUs K COCTaBY, C [Topsimox 0003HaUCHHS HaWMCHOBaHUS
CTPYKType ¥ 0(OpPMIICHUIO OpraHM3allM - aBTOpa AOKYMEHTA, CIIpaBOYHBIE
CIIy>k€OHBIX JOKYMEHTOB IbIHHBIE 00 aBTOope. Buiasl TOKYMEHTOB,

olpezesnseMble 3aKOHOAATEIbHBIMU u
HOpMaTUBHbIMH akTaMu. O003HaueHue aapecara.
[Mopsimox odopmiieHHst TOYTOBOTO azapeca. JaTb
JOKYMEHTA U MOPSIIOK UX 0(OpMIICHHUS.
VYaocroBepeHne AOKyMEHTa — IMOJIUCH, IE€YaTh,
yTBepKAeHHe, corinacoBaHue. OTMeTKH Ha
JOKYMEHTE.

5. | Bumsl cmy»eOHbIX C CocTaB peKBU3UTOB, Ha3HAUYCHUE, OCOOCHHOCTH

JIOKYMEHTOB opopmileHHs ~ pa3iMYHBIX BHUJIOB  OJAHKOB.

bnanku ¢ wu300pakeHHEM TOCYIapCTBEHHOTO
repba  u repba  cyObekTa  (enepanuu.
Ocobennoctu paboOTHl ¢ OMaHKaMu ¢ repOOBOM
CHUMBOJIMKOM.

6. | CucreMbl TOKyMEHTallUU C JlenoBasi mepenucKa, BBIMONHAOMAS (DYHKIIUIO
CBSI3M MEXAYy OpraHuzanusMu. MHorooGpasue
BUJIOB TIEPENHMCKH U CIOCOOBI €€ Iepeaayu.
Oco0eHHOCTH JOKYMEHTUPOBAHUS JIEATEIBHOCTH
KOJUIETUANIbHBIX oOpraHoB. Cucrema IJIaHOBOM
JTIOKYMEHTAIUU. Cucrema OTYETHOU
JOKYMEHTaLUH. Cucrema Oyxraiatepckoi
JOKYMEHTAI1H. [lepBuunbie yUeTHBIE
JOKYMEHTBI, 0COOEHHOCTH UX 0(OPMIICHHUSL.
CBoJiHBIE yYETHBIE JOKYMEHTHI.

7. | Texnonoruu paboTHI C C [IpaBuia opranu3anuu paboTsl C BHYTPEHHUMHU

AOKYMCHTaMH

NOKyMeHTaMu. Llenn 1 OCHOBHBIE MPHUHIIMIIBI
peructpaunu J0KymMmeHToB. Ha3zHaueHue u BUIIbI




HOMEHKJIATYPHI JIelT.

TpeboBanusi, mpenbsBIASIEMbIE K COCTABICHUIO U
3alOJTHEHUIO  (OPMBI  HOMEHKJIATYpBl  JIeT
OpraHH3aIlHH. Cpoku XpaHeHUs hi(Sh)
OTBETCTBEHHOCTh 32 COXPAHHOCTH JOKYMEHTOB.
[TonsiTHE «IKCTEPTU3Aa HEHHOCTU JOKYMEHTOBY.
[IpaBuia mepenauu e Ha XpaHEHUE B apXUB.
Opranuzainus padoThl ¢ KOH(MUICHIHNATLHBIMH

JNOKYMEHTaMHU. [Tpuem u perucTpanus
KOH(UICHITHATEHBIX JIOKYMEHTOB,
THPAXUPOBAHUE U  PACCBUIKA  JIOKYMEHTOB.
dopMupoBaHue KOH(UICHITHATEHBIX
JTOKYMEHTOB B nena. Hcnons3zoBanue
JIOKYMEHTOB u nen B TEKYILEeM

nenonpoun3BoicTBe. [opsimok xpaHeHUsI.

8. | Opranusanus paboThI ¢ C TexHonorus paboTsl ¢ OOpalIeHUSAMHU TpaXkJIaH.
MUCbMEHHBIMH 00paIIeHUIMHU KouTposap 3a ucnoiaHeHneM JOKYMEHTOB, CPOKHU
IpaKJaH ucnosHeHusi. OTBETCTBEHHOCTb PYKOBOAMTENEH

rOCYy/IlapCTBEHHBIX ~ OpPraHoOB,  MPEANpPUATHH,
VUpPSXKACHUNH 3a OpraHu3amuio  paboTbl ¢
XKasio0aMu, IPeI0KEHHUSIMH, 3asIBICHUSIMU
CoaeprkaHue caMOCTOATEJIBLHOM padoThI
Ne Conep:xxaHue caMOCTOSATEILHOM PadoThI
w/n HanmenoBaHue TeM (pa3iesioB)

1. | I[Ipenmer, cogepkanue U 3a7a4u | TumoBass HWHCTPYKIUS IO JEJIONPOU3BOJICTBY B

Kypca denepanbHBIX OpraHax HWCHOJHUTEIBHON BIACTH.
MeTtoauyeckue peKkoMeHAaluy B 00JacTH
JIeTIOTIPOM3BOCTBA M apXuBHOrO jena. Obs3arenbHas
U JIONOJIHUTENIbHAsA HayuyHas U y4yeOHas JuTeparypa.
[lepuonnueckue u3ganus.

2. | OyHKIMHU, CBOWCTBA, Horapuanbasie konuu. [lomnmuHHbIE W TOMJIOXKHBIE

KIIacCU(UKAIUs JOKYMEHTOB nokyMeHThl.  Knaccudukanus  JOKYMEHTOB IO
pa3IMYHBIM  MpU3HAKaM B 3aBUCUMOCTH  OT
coJiepKaHusl, HAaUMEHOBAHUS, no CTENEeHU
yHUDUKAIAA U JP.

3. | CoBpemenHoe 3akoHoAaTenbHOe | [IpaBOBbIE aKThl HOPMATHUBHOTO M WHCTPYKTHBHOI'O
perynupoBaHie U HOPMaTUBHO- Xapakrepa, METOJINYECKUE MaTepuaibl 1o
MeToAnYecKoe o0ecredeH e B NEJNONPOU3BOJACTBY  NPENINPUATUN,  OpraHU3aLUM,
00J1acTH JAEIONPOU3BOICTBA U YUpEKIECHUH, HUpPM.
apXMBHOTO JieJia

4. | TpeboBaHUs K COCTaBY, OO6mme TpeOoBaHMS K TEKCTaM JOKYMEHTOB. TEKCT,
CTPYKTYpe U 0(OpMIICHUIO o(opmIIeHHBIH
CIIy’)K€OHBIX JOKYMEHTOB B BUJIE TaOJINIIbI, AaHKETHI.

5. | Buasl cyxeOHBIX TOKYMEHTOB CnyxebHoe mmcbmo. Tenerpammbl. JloknaaHbie

3aMHCKH.

6. | CucreMbl JOKyMEHTAIIUU NudopManinoHHO-CTIpaBOYHBIE TOKYMEHTHI.

PasnoBugHOCTH UHGOPMAIMOHHO-CIIPABOYHBIX
JIOKYMEHTOB, X COCTaBJI€HHE U 0OPMIICHHUE.
7. | Texnonoruu paboTHI C JlokymMeHTanus, OTHOCALIAsACA K TOCYyIAapCTBEHHOU

JOKYMCHTaMHU

TailHe, JOCTyn K HeW Trpaxkaad. J{oKyMeHTHI,
coJieprKarire KoH(pHUIeHTMAIbHYI0 HHPOPMAITHIO.




Opranu3anusi paboThl ¢ OTBETCTBEHHOCTh PYKOBOJUTENEH TOCYIapCTBEHHBIX

NUCbMEHHBIMU OOpPAIICHUSIMU OpraHoB, MPEATPUITHIA, yUpexKACHUN 3a

rpakJIaH OpraHu3anuio padoThI C Kajgo0aMu, TPEITIOKCHUSIMH,
3asBJICHUSAMU.

3.

OueHouyHble MaTepuajibl [1Jisi NPOBeJeHHs] TEKYNIero KOHTPOJS YCIeBaeMOCTH H

NPOMEKYTOYHOM aTTecTANMU 00y4aroIHXCs M0 JUCHUILIHHE (MOLYJII0)

OCB

[To gucuurumHe (MOIYIIO) TPEAYCMOTPEHBI CIEAYIONIME BUABI KOHTPOJII KadecTBa
OCHUSI:
® TEKYIIMI KOHTPOIb YCIIEBAEMOCTH;
® TIPOMEKYTOUYHAs aTTeCTalus O0yJaIOIUXCS M0 AUCITUTUTHHE (MOIYJTIO).

3.1. OueHouyHble MaTepHAJbl ISl NMPOBEACHUN TeKYylled aTTrecTalud MO IMCHUIINHE
(Moy110)
Ne | KonTposmpyembie Tembl | HauMeHOBaHUE OLIEHOYHOTI'0 CPeCTBA
n/n | (pa3aennl)
1. | Ilpenmer, conepkaHue U 3aa4il | Y CTHBIA ONPoC, MH(POPMAITMOHHBIN MPOEKT (AOKIIAT)
Kypca
2. | @yHKIMH, CBOICTBA, YCTHBII ~ OIpPOC,  HCCIEAOBATCIILCKUNM  MPOEKT
KJ1accuuKanus TOKyMEHTOB (pedepar)
3. | CoBpeMEHHOE 3aKOHO/IaTENbHOE | YCTHBIM  ONpPOC,  HCCIENOBATENIbCKUIL  MPOEKT
peryiaupoBaHue U HOpMaTuBHO- | (pedepat), HHPOPMAIIMOHHBINA TPOSKT (IOKIIAT)
METOIUYECKOe 00eCIeUeHHE B
00J1acTH JCIONPOU3BOICTBA U
apXMBHOTO JieJia
4. | TpeboBaHUs K COCTaBY, YerHBI  ompoc, KEWchl (CHUTyallMd ¥ 3aJaddl  C
CTPYKType U 0(hopMIIEHUIO 3aIaHHBIMU YCIIOBUSIMH ), HCCIIEIOBATEIBCKUM MPOEKT
CITY’KEOHBIX TOKYMEHTOB (pedepar)
5. | Buasr cinyeOHBIX TOKyMEHTOB VYerHbll  ompoc, KeWcbl (CUTyalMd M 3aJadd  C
3aJJaHHBIMU YCJIOBUSAMHU), MH(OPMALMOHHBIA MPOEKT
(moxmam)

6. | CucreMbl JOKyMEHTAIIUU YerHBI  ompoc, KEWchl (CHUTyallMd ¥ 3aJaddl  C
3aIaHHBIMU YCIIOBUSIMH ), HCCIIEIOBATEIBCKUM MPOEKT
(pedepar)

7. | Texnonoruu paboTHI C YcTHBIA onpoc, HHPOPMALMOHHBIM MPOEKT (JIOKIIAM),
JIOKyMEHTaMu MUHU-TECT

8. | Opranu3aius paboTHI C VYerHbll  ompoc, KeWchl (CUTyaluMd M 3aJadd  C
MUCHbMEHHBIMU 00pallleHUsIMU 3aJJaHHBIMU YCJIOBUSIMH), UCCIIEIOBATENIbCKUM MPOEKT
rpaXxaaH (pedepat), uHPOPMALMOHHBI MPOEKT (JOKIAN),

MUHU-TECT
3.1.1 TunoBble KOHTPOJIbHBIE 32JaHUS WM WHbIE MATEPHAJIbI, HEOOX0AUMBbIE VISl OLlEHKH
3HAHUM, yMEHUIl, HABBIKOB U (MJIH) ONbITA JAeSTEJIbHOCTH B Mpollecce TEKYIEro KOHTPOJIs

ycneBaeMoCTH
YcTHbIM onpoc

1.

A R Gl

Crioco0bI pactonoXeHus: pEeKBU3UTOB OJIaHKa JOKYMEHTA.

[TocTosiHHAs M IepeMeHHast 9aCTH PEeKBU3UTA.

[TonsTHe O1aHKa TOKYMEHTA.

Busbl 6;1aHKOB TOKYMEHTOB.

TpeboBanust, npeabsBiIsieMble K OJaHKaM JOKYMEHTOB.

XapakTeprCcTHKa PEKBU3UTOB, OMPEICIISIONINX IOPUANIECKYIO CHITY JOKYMEHTA.
PexBu3uTHI, OTpakaromre 00padoTKy U JBMKEHUE TOKYMEHTA.

PexBU3UTHI conepKaTEIbHON YaCTU IOKYMEHTA.

CriocoObI peicTaBIeHUs TEKCTA TIOKYMEHTA.




10. S3BIK U CTUIIb CITY)KEOHBIX TOKYMEHTOB

Keiicol (cuTyauuu u 3aa4M ¢ 32JaHHBIMHU YCJIOBUSIMH)
3adaua 1.

B xone nminaHOBOM NMPOBEPKM I'OCYIAPCTBEHHOI'O YHUTApPHOI'O MPEANPUATUS BBIICHUIIOCH,
YTO JOKYMEHTHl 10 JIMYHOMY COCTaBy XPAaHWJIUCh B IOJBAJbHOM IOMELIEHUH, KOTOPBIA
3aTONWJIO HAaKaHyHE IpHe3[a KOMHUCCHM, JOKYMEHTHI NPUIUIM B HETOJAHOCTb: TEKCT Pa3MBbIT,
uH(popMalus crajga HeuntaeMoil. Kakue npaBuna paboTsl ¢ JOKYMEHTaMH IO JINYHOMY COCTaBY
Obutn HapymeHsl? KTo HeceT 0TBETCTBEHHOCTD 3a HENMPaBUIIbHOE XpaHeHue qokyMeHToB? Kakas
Mepa HaKa3aHHs MOXKET ObITh TpUMEHEeHa?

3adaua 2.

Ucnions3ys TOCT P 7.0.97-2016, 3anonHuTe TabIHILY:

PexBu3nTHI, MpHaatone IOPUINYECKYIO CUITTY PekBu3NTHI, CBA3aHHBIE C IBUKEHUEM
JIOKYMEHTY JIOKYMEHTOB B OpraHU3alluu
Howmep HaszBanue pexBusuta Howmep HaszBanue pexBusuta
pEeKBU3HUTA pEeKBU3HUTA
3aodanue.

Onpenenure ONTUMAalbHBIE CTPYKTYPHBIE YacTH TEKCTAa JIOJDKHOCTHOM  MHCTPYKLHUU.
ChopmynupyiiTe 1 000CHYHTE CBOIO TTO3UIIHIO.

HccaenoBareabcknii npoekt (pedepar)

[IpumepHnbie TeMbl pedepaTos:

TpynoBoii KOAEKC KaK OCHOBA JOKYMEHTUPOBAHUS TPYJOBbIX OTHOIIICHUH.

®denepanbHble 3aKOHBI, PErJIAMEHTHPYIOIINE IpaBuia paboThl ¢ JOKYMEHTAMH.

[TpoGaemMbl COBpEMEHHOT0 3aKOHOAATENIbCTBA B 001aCTH pabOThI C JOKYMEHTaMHU.

3apy0OekHOe 3aKOHOJATENbCTBO 110 BOIIPOCaM padOThI € TOKYMEHTaMH.

O¢dunmanbHO-1ET0BON CTUIIL YIIPABIEHYECKON JOKYMEHTAIUH.

TekcT MOKyMEeHTa KaK €ro OCHOBOM PEKBHU3UT: TPEOOBaHUs K MOCTPOCHUIO B 3aBHCHMOCTH

OT BHUJIOBOTO COCTaBa JOKYMEHTOB.

7. CucremMa KaJpoBOH [TOKYMEHTallMM W JOKYMEHTHl IO JIMYHOMY COCTaBy: MOHATHE U
BHUJOBOI COCTaB.

8. Ponmp M 3HaueHuMe OPraHM3aLMIOHHO-IPAaBOBOW JOKYMEHTallud B  JEATEIBHOCTH
OpraHH3aIiH.

9. OcobeHHOCTH Tepeaaun TeKCTa OPraHu3allMOHHO-ITPABOBOM TOKYMEHTAIIHH.

10. Ponb cekpetapst B pa3pabOTKe JTOKAIbHBIX JOKYMEHTOB OpPTaHHU3aIUH.

S e e

NudopManinoHHbIH MPOEKT (IOKJIAT)

[IpumepHbIe TEMBI T0KIa10B:

1. TlpaBuna BeaeHus TeneOHHBIX IEPETOBOPOB.

2. DTHUKET AEeNOBOro TeIe(OHHOTO pa3roBopa.

3. Tenedonorpamma.

4. Munu-ATC: Bupl, MEXaHU3M pabOThI, IPUMEPHI.

5. Cekperapb-pedepeHT u orc-MeHeKep: KBaTM(PUKAIIMOHHBIE TPEOOBaHMUS.
6. OCOOEHHOCTH MOJATOTOBKU 3apyOEKHONW KOMAaHIUPOBKH.

7. IlakeT TOKyMEHTOB, HEOOXOIUMBIX Ul KOMAHJUPOBAHUS COTPYAHUKA OPraHU3aLNH.
8. BpIOOp rOCTUHUIIBI M HOMEpA IS CITY’KEOHOH KOMaHAUPOBKH.

9. CocraBneHue 3asBKM Ha OpOHUPOBAHNE HOMEPOB B TOCTUHUYHOM KOMILIEKCE.
10. Ponb cexperapst B Opranu3aliii KOMaHIUPOBOK PYKOBOJIUTEISL.



Munu-recr
1. B nepeune ocrosHuix 06a3anHOCMeEN pyKOGoOOUmers ybepume nuuiHee:
a) o0paboTka nHpoOpMaLNH;
0) mocTaHOBKa IIeJIeH 1 3a]1ay;
B) IUJIAaHUPOBAHUE;
I') HOArOTOBKA U peajln3alusl yIpaBIeHYECKOrO PELICHHUS;
1) OJITOTOBKA U Tiepesiada JOKYMEHTOB B apXUB;
€) KOHTPOJIb peaJIN3aluy YIPABICHYECKOIO PELICHHUS.

2. Kax Hazvlieaemcs 6uU0 C8:A3U, UCNOAb3YeMblU Ol nepeoadyu no mened)ony Ha
paccmoanuu uHghopmayuu 8 sude meKCcmos, yepmedsicell, pucyHKos?

a) renedoHHast CBS3b;

0) BNIeKTPOHHAS CBS3b;

B) (haKCUMUJIbHAS CBS3b.

3. Ilpu opeanuszayuu npuema nocemumeneti NOMOWHUK DYKOBOOUMEN He OOJIHCEH
3Hamb.

a) CTPYKTYpPY IPEINPUITHS, HAlIPaBJICHUS €r0 AesITebHOCTH;

0) pacmpeneneHue 00s3aHHOCTEH U BOIPOCOB MEKIY PYKOBOISIIIUMU PAaOOTHHKAMM;

B) JIOMAIlIHHE a/ipeca MOCETUTENEH.

4. [Tlooecomoska niano8020 cosewanus ¢ OONLUWUM YUCTIOM YUACMHUKOS BKII0UaAem 6 ceOsl
crnedyroujue dmanvl:

a) YTOYHSIETCSI JaTa, MECTO U BPeMsI IPOBE/ICHUS COBEIIAHUS;

6) COCTAaBJIAIFOTCA MOBCCTKA JHSA, CIHTUCKH YUACTHHUKOB U JOKJIIAAYUKOB COBCUIAHUA,

B) IIPOTyMBIBACTCS TIEPEUCHD PadOT, KOTOPHIC JOJKHBI OBITH BHITIOJHEHBI

CIIy’)kKOaMM IPENPUSATHS MIPH MOJATOTOBKE COBEIAHMS;

T') BCE OTBETHI MPaBUIIbHBIC.

5. Ilpu Hanpasrenuu compyoOHUKa 8 KOMAHOUPOBKY ogopmasemcs Ccredyrouull
O0OKyMeHm.

a) MpUKa3 O HaIpaBJICHUU paOOTHUKA B KOMaHAUPOBKY;

0) KOMaHIUPOBOYHOE YAOCTOBEPEHUE;

B) MHCTPYKITHUS;

') TPAaHCTIOPTHAs HAKJIAAHAS.

6. Ymo maxoe npezenmayus?

a) MEpOompHusTHE, HOCANIee pPEKIaMHBII XapakTep, IIEHTPOM KOTOPOTO SIBISETCS
MPEJICTABICHHE HOBOTO MPOyKTa (TOBapa, yCIyTrH, MPOEKTa, UJEH U T. 11.);

0) ounraTbHOE MEPOTIPUSITHE JIJIs1 Y3KOTO Kpyra MpUTJIalIeHHBIX;

B) OTKPBITOE MEPOTIPUATHE AJIS IHPOKOTO KPyra rocTeit;

T') 3acefaHue, MOCBIIICHHOE 00CYKIEHUIO KaKOW-THO0 TEMBI.

7. Umo makoe cayxceOHass KOMAHOUposKa?

a) moe3aKa paboOTHHUKA B IPYTYIO MECTHOCTb;

0) moe3aKa Kyaa-1m0o ¢ eTbI0 BRIMTOJTHEHUS 3a/1aHMUs;

B) Moe3/1ka pabOTHUKA IO PACTIOPSKEHUIO pabOTOIaTeNsI Ha OMpeeieH-

HBII CPOK ISl BBITIOJTHEHUS CITYKEOHOTO TOPYYCHHS BHE MECTa IMMOCTOSTHHON paboTHI.

8. Umo ne sasnaemces yenvio ucnonvzosanus memooa « omoepagus pabouezo OHa»?
a) BbISIBIIGHUE HauboJIee 3aTpaTHBIX ONepanuii B TeYeHne pabovero JHs;
0) pactipeenenrue paboyero BpeMeHH;



B) MPOBEPKA MPaBWIBHOM pacCTaHOBKHM MeOEIH U OPTTEXHUKH Ha pabodyeM MecTe;
I') BBISICHEHUE ITPUYUH HEBBIIOJIHEHU 3a/JaHUH B CPOK.

9. B ookymenme, nocmasnenHoM Ha KOHMPOIb:

a) npocrasieH mwramn «KoHTposb» B BEpXHEM 110JI€ JOKYMEHTA;
0) npocrasieH mramn «KOHTpPOJIb» B HUKHEM I10JI€ TOKYMEHTA,
B) B TeKCTe OyayT 0003HAYEHBI CPOKH UCIIOJIHEHUS TIOKYMEHTA,
r) mpocTaBjieHa «OTMEeTKa 00 UCTIOTHUTENCY.

10. Yoepume nuwnioro epaghy srcypnana 3anucu compyoHuKo8 Ha npuem K pykogooumento.
a) «J/lara u Bpems rpuema;

0) «®UO, 1OoMKHOCTH TTOCETUTEIISY;

B) «CeMelHOe MOJIOKEHUE TTOCETUTEIISD;

r) «Bpemsi, HeoOXouMoe 11t 00CYKACHUS;

n) «Pe3omonus pykoBoauTens (IPUHATOE PELICHNE)Y;

e) «Cpo4HOCTh BOIIPOCAY.

11. Cexpemapv omeemun Ha 6x00awulli 360HOK. Bblbepume npasunrvhyro Gpazy
(Oeticmeue):

a) «['oBoputey;

0) «/la»;

B) «Cnymato (Bac)»;

I') Ha3BaTh CBOIO (PUPMY U TIONIPUBETCTBOBATH («J0OpHIii 1eHBY);

1) Ha3BaTh CBOIO GUpMy U ceOs ((haMUITHIO WIIH JOJIKHOCTD ),

€) Ha3BaTh GUPMY, OTAEN, PaMUIHIO.

12. Bwibepume npasuivhyio Gpasy (Oeticmgue) cekpemaps, eciu 6X00Auull 360HOK
ROCMYNUJL 80 8peMs 00e0eHHO20 nepepuvlea:

a) «Bce obenarory;

0) «Hukoro HeT;

B) «Iloxxamnyiicra, mepe3BOHUTE (BpeMs)»;

r) 3anmucath nH}popmaIrio, HoMep TeseoHa u yepe3 HEKOTOPOe BpeMs

MIEPE3BOHUTb.
3.1.2. Mertoauyeckue MaTepualjbl, ONpeeJsiiOMe MNPoUeAyPbl OIUEHWBAHUSA 3HAHWIA,
yMeHHii, HABBIKOB H (WJIH) ONbITA /AeATEJHLHOCTH B XOJ€ TeKYIIero KOHTPOJIs
ycneBaeMoCTH
YcTHbIM OTBET

Ornenka 3HaHMM TpennonaraetT TudQepeHITMpPOBaHHBINA MOAX0 K 00yJaromeMycs, YIeT
€ro MHANBUIYAIbHBIX CIIOCOOHOCTEH, CTETIEHb YCBOCHUS U CHUCTEMATH3AI[UU OCHOBHBIX TTOHATHN
W KaTeropuid mo aucuuiuimHe. Kpome TOro, OIleHHMBAaeTCsl HE TOJbKO TiyOWHAa 3HAHWA
MOCTaBJICHHBIX BOIMPOCOB, HO M YMEHHE HCIOIb30BaTh B OTBETEC NPAKTHUECKUN MaTepHall.
OueHuBaeTcs KyJIbTypa peyH, BllaJieHHe HaBbIKaMU OpPaTOPCKOT0 UCKYCCTBaA.

Kpumepuu oyenusanus: mociaenoBaTeIbHOCTD, MTOJHOTA, JOTUYHOCTD H3JI0KCHHS, aHATH3
pPa3IUYHBIX TOYEK 3pEHHus, CaMOCTOsTelIbHOe 0000I1IeHne MaTepuaia, HCIOoIb30BaHUE
po(hecCHOHANBHBIX TEPMUHOB, KYJIbTypa pe4YH, HaBBIKM OPaTOPCKOTO MCKyccTBa. M3moskeHue
MaTtepuaia 6e3 paKTHIecKuX OMHMOOK.

OneHka «omauyHO» CTAaBUTCS B Cllydae, KOTJa MaTepUall WU3JIaraeTcs MCYEPIBIBAOIIE,
MOCIeI0BATENbHO, TPAMOTHO M JIOTUYECKH CTPOWHO, NMPH 3TOM PACKPBIBAIOTCS HE TOJBKO
OCHOBHBIE TIOHSTHSI, HO ¥ aHATH3UPYIOTCS TOYKHU 3PCHHsS Pa3IMUHBIX aBTOpPOB. OOydaromucs
HE 3aTPYAHSIETCA C OTBETOM, COOJIIO/IaeT KYJIbTYpYy PEUH.

OrneHka «xopouto» CTaBUTCS, €CIIM 00yUYaIOIIUIACS TBEPIO 3HACT MaTepHall, TPaMOTHO U
[0 CYHIECTBY M3JIaraeT €ro, 3HaeT MPaKTHUYeCKylo 0a3y, HO MpHU OTBETE Ha BOIPOC JIOMYCKAET



HECYIIECTBEHHBIE MTOTPELTHOCTH.

OneHka «ydosenemeopumenbHoy CTaBUTCS, €CIM OOy4YaroOLIUiics OCBOMJ TOJIBKO
OCHOBHOHM MaTtepuaj, HO HE 3HACT OTHENbHBIX JETaleH, TOIMYCKaeT HEeTOYHOCTH, HEOCTaTOYHO
IpaBUIbHBIE (OPMYJIUPOBKH, HApylIaeT IOCIEA0BAaTEIbHOCTh B M3JI0KEHUU MaTepuana,
3aTPYAHSAETCS C OTBETaMM, IIOKa3bIBAaeT OTCYTCTBHE JOJDKHOW CBSI3M MEXKIY aHAIU30M,
apryMeHTanueil 1 BEIBOJAMHU.

OneHka «HeyoosnemeopumenbHoy CTaBUTCS, €ClId OOydyaromMiCs HEe OTBEeYaeT Ha
MIOCTaBJIEHHBIE BOIIPOCHI.

Keiicol (cuTyauuu u 3a1a4M ¢ 32JaHHBIMHU YCJIOBUSIMH)

OOyuaronmuiics OMKEH YMETh BBIJCIUTh OCHOBHBIE IIOJIOKEHHMS M3 TEKCTa 3aJauu,
KOTOpbIE TPEOYIOT aHaIM3a U CIyXaT YCIOBHIMHU perieHus. FIcXos 13 IoCTaBIeHHOr0 BOIpoca
B 3aJjaue, MOMNbITATbCd MAaKCUMAJIBHO TOYHO ONPEAEIUTH MPOOJIeMY U COOTBETCTBEHHO PEUIMTH
ee.

3agaun MOTYT pelaTbesi YCTHO W/WIM MHcbMeHHO. [Ipu perieHun 3anad Takke Ba)KHO
NpaBUWIBHO C(HOPMYIMPOBATH W 3alucaTh BOIPOCH, HauuHas c Ooyiee OOMMX M, KOHYAS
YaCTHBIMHU.

Kpumepuu oyenusanus — olleHKa YUUTHIBAET METOJIBI M CPEACTBA, UCIOIH30BAHHBIEC TIPH
pelIeHUN CUTYaIIMOHHON, TPOOIEMHOM 3aa9H.

OneHka «omauuynO» CTaBUTCA B CiIydae, KOrJa OOY4YaroUIMiics BBIMOJIHHMI 3aJaHue
(pemmi 3a1a4y), UCOIb3Ys B MOJIHOM 00BbEME TEOPETUUECKUE 3HAHUS U IPAKTUYECKHE HABBIKH,
NOJIy4YEeHHBIE B TIpoIiecce O0yUeHHUSI.

OreHka «xopouio» CTaBUTCS, €CIM OOy4aroIIMICs B 1I€J0M BBIIOJHWI BCe TpeOOBaHUH,
HO HE COBCEM YETKO OIpPEIEIIseTCs Olopa Ha TEOPETUUECKHUE IOJIOKEHHs, H3JI0KEHHBIC B
Hay4YHOH JIUTepaType 1o JAHHOMY BOIIPOCY.

OreHka «y0oeremgeopumenbHo» CTaBUTCS, €CIIM 00yUarOIIUIACS MTOKa3al MOJIOKUTEIIbHBIC
pe3yabTaThl B IPOLIECCE PELICHUS 3a0a4H.

OneHka «HeyoogiemeopumesbHoy» CTAaBUTCS, €CIIA OOYYAIOUIMIICS HE BBIMOJHHUI BCE
TpeOOBaHMS.

HccnenoBarenbckuii npoekT (pedepar)

HccnenoBaTenbCKuil IPOEKT — MPOEKT, CTPYKTypa KOTOPOro MpUOIMKeHa K (opMmary
HAYYHOTO HCCIICZIOBAHUS M COJCPKHUT JOKa3aTeIbCTBO aKTYalbHOCTH HU30paHHONW TEMBI,
Olpe/ielIeHne Hay4dHOH mpoOiembl, HpeaMera M O0beKTa MCCIEOBaHWA, Lened M 3ajad,
METO/I0B, HICTOYHUKOB, UCTOpUOTpaduu, 00001IeHIE Pe3yTbTaTOB, BEIBOIBI.

Pe3ynbTaThl BHIIOTHEHUS UCCIIEI0BATEILCKOIO IPOEKTa OPOpMIIeTCs B BUJE pedepara.

Kpumepuu oyenusanus - TIOCKOJBKY CTPYKTypa HCCIEIOBATENIbCKOTO MPOEKTa
MaKCUMaJIbHO MNpHOIMKEHa K (opMaTy HAydHOIO HCCIEAOBaHMS, TO IPU BBICTABICHUU
YUUTBIBAETCS JIOKA3aTEIbCTBO AKTYAJIbHOCTH TEMBI HCCIICAOBAHUS, OINpEACICHUE Hay4YHOM
npobaeMbl, OOBEKTa W TNpeAMETa HCCIENOBaHUA, Leled W 3a1ady, MCTOYHUKOB, METOJIOB
UCCIICIOBaHMs, BBIIBKEHHE THIOTE3bl, 0000IIEHUE pe3ybTaToB U (HOPMYITUPOBAHHUE BBIBOJIOB,
0003HaueHNEe NePCHEKTHB JAJIbHEHIIEro UCCIIeI0BAHHUS.

OmneHka «omauuHO» CTaBUTCS B Cllydae, KOrja OOydyarolIMiCs IEMOHCTPUPYET HOJIHOE
IIOHUMaHMe IpoOJIeMbl, Bce TPEOOBaHMsI, IPEAbIBIAEMbIE K 33/1aHUI0 BBIITOJIHEHBI.

OneHka «xopowioy» CTaBUTCA, €CIU OOydaloUIMiics JAEMOHCTPUPYET 3HAYUTEIbHOE
IIOHMMaHKe IPoOJIEMBbI, Bce TPEOOBaHMSI, IPEAbIBIAEMbIE K 3a/1aHUIO BBIITOJIHEHBI.

OneHka «yooeremgeopumenvHoy CTAaBUTCA, €CIH OOYYalOUIMIiCA, JEMOHCTPUPYET
YaCTUYHOE MOHHMMaHHE MpPOOJEeMbl, OOJBIIMHCTBO TPeOOBAHUMN, NMPENBABIAEMBIX K 3aJlaHHIO,
BBITTOJIHEHBI

OueHka «HeyoosnemeopumenbHoy» CTABUTCS, €CIM OO0YYaroIUiics JAEMOHCTPUPYET
HEMOHMMAaHUe MPoOIeMbl, MHOTHE TPEOOBaHUS, IPEIBSIBIIIEMbIC K 33JaHUI0, HE BBITIOJIHEHBI.
NudopManmoHHbIH MPOEKT (OKJIAJ ¢ MPe3eHTanuel)

WHpopMalMOHHBI TPOEKT — MPOEKT, HANpaBICHHBIH HAa CTUMYJIUpPOBaHHE Yy4eOHO-
IIO3HABATEIHOM JEATEIbHOCTH CTYJEHTAa C BBIPAKEHHOM 3BPUCTHUYECKOW HAIpPaBIEHHOCTBIO



(mouck, oT0op U cucreMarusanus uHGopmammu 06 06bekTe, OPopMIICHHE €€ TS TPE3CHTAIINN ).

WHpopMaoHHbI MPOEKT OTJIMYaeTcs OT HCCIEeI0BAaTEeNIbCKOr0 IMPOEKTa, MOCKOJIBKY
npesicTaBisieT coboil Takyro (GopMy yueOHO-TIO3HABATEIBHOW NESTEIBHOCTH, KOTOPAs OTIUYACTCS
SIPKO BBIPAKEHHOW IBPUCTHUYECKON HAMPABICHHOCTHIO.

Kpumepuu oyenusanus - npu BBHICTaBICHUU OLIEHKU YYUTBHIBACTCS  CAMOCTOSATENIbHBIH
MOUCK, OTOOp W cucTeMaTu3amus WHHOPMAIMK, paCKphITHE Bompoca (MpoOseMsl),
O3HAKOMJICHHE CTYACHYECKON ayUTOPUHU ¢ 3TOW nHpopManuel (mpeacraBieHue HHPOpMaLUN),
ee aHanu3 U 00061IeHNEe, 0hOPMIICHHE, TTOTHBIC OTBETHI HA BOIIPOCHI aYJAUTOPUHU C IPUMEPAMH.

OrneHka «omauyHO» CTaBUTCS B Cly4ae, KOTr/ia OO0Yy4aroIIUiicsi OJHOCThIO PACKPBIBAET
Bompoc (mpobriemy), mpenacTaBiseT WHOOPMAIMIO CHCTEMAaTH3WPOBAHO, IOCIIEIOBATEIBHO,
JIOTUYHO, B3aMMOCBSI3aHO, HCIIONB3yeT Oosiee S5 TpodeCCHOHATBHBIX TEPMHHOB, IIHPOKO
UCIONIB3YET HMH(OPMAIIMOHHBIE TEXHOJOTHH, OIMOKM B WHGOpPMAIMU OTCYTCTBYIOT, JaeT
MOJIHBIE OTBETHI HA BOIIPOCHI AYAUTOPHUH C IPUMEPAMH.

OneHka «xopouwto» CTaBUTCS, €CIU OOYyYaIOIIMICS pacKpbhIBaeT Bompoc (mpobiemy),
pecTaBisieT HHGOPMAIIUI0 CUCTEMATU3UPOBAHO, TIOCIEIOBATEIBHO, TIOTHYHO, B3aUMOCBSI3aHO,
UCHONB3yeT  Oonee 2 MpoQecCHOHANbHBIX ~ TEPMUHOB,  JOCTAaTOYHO  HCIIOJIb3YET
UH(POPMALIMOHHbIE TEXHOJOTHH, JIOIyCKaeT He Oosee 2 omMOOK B U3J0KEHUU MaTepuana, JaeT
MOJIHBIE WJIM YACTUYHO MOJIHBIE OTBETHI Ha BOMPOCHI Ay TUTOPHUH.

OneHka «ydosnemeopumenbHoy» CTaBUTCS, €CIU OOYYaIONIMHCS, PAcKpbIBA€T BOIPOC
(mpobiyieMy) HE TOJHOCTBIO, MPECTABIsACT HHPOPMAIIMIO HE CUCTEMAaTU3UPOBAHO U HE COBCEM
MOCIIEIOBATENbHO,  HCIIOJB3YET 1-2  mpodeccHoHANBHBIX ~ TEpMUHA,  HCIHOJB3YET
MH(OpPMaLlMOHHBIE TEXHOJOTHH, JOMycKaeT 3-4 omuOKM B W3JI0KEHWU MaTepualia, OTBedaeT
TOJIBKO Ha 3JIEMEHTAPHBIC BOMIPOCKHI ayAUTOPpUH O€3 TTOSICHEHUH.

OneHka «HeyoosnemeopumenbHoy» CTaBUTCS, €CIM BOIPOC HE PACKPHIT, TPECTaBICHHAS
uH(poOpMaIlisg JIOTUYECKH HE CBsA3aHa, HE HCIONB3YIOTCS MNPO(eCcCHOHANBHBIE TEPMUHBI,
nomyckaet 6onee 4 omuOOK B M3JI0KEHUU MaTepuaa, He OTBEYAaeT Ha BOMPOCH! Ay TUTOPHUH.
TecrupoBanue

SIBnsiercs OAHMM U3 CPENCTB KOHTPOJS 3HAHUM 00ydaromuxcs MO AUCLUILIUHE
(Momyr0).

Kpumepuu oyenusanus — npaBuIbHBINA OTBET Ha BOIIPOC

OueHka «omauyn0» CTaBUTCS B cllydae, eciu npaBuibHO BbinoiaHeHO 90-100% 3ananuii.

OueHka «xopouio» CTaBUTCS, €CIIU MPABWIBHO BBINOJIHEHO 70-89% 3amanuii.

OneHka «yoognemseopumenvbHo» CTaBUTCA B Clydae, €CIIM MPAaBUIBHO BBINOJHEHO 50-
69% 3amgaHM.

OreHka «HeyoosnemgeopumenbHoy CTaBUTCS, €CIH MPAaBUIBHO BBITOTHEHO MeHee 50%
3aJaHUuH.

3.2. OueHo4YHbIC MATEPHAJIBI VIS IPOBEICHUs IPOMEKYTOYHOM aTTecTAlNU
3.2.1. Kpurepum oueHKHU pe3yJbTaToOB 00y4eHH sl M0 TUCHUILINHE (MOYJII0)

IIxana PesyabTaTsl
IToka3aTe/u olleHUBAHUS Pe3yJILTATOB 00yYeHHA
OLlCHUBAHMS 00y4eHust
OTJINMYHO 3Haer: - oOyuarommumiicst TIyO0KO ¥ BCECTOPOHHE YCBOWJI MaTepHall,
YBEPEHHO, JIOTUYHO, IIOCIEIOBAaTENbHO M TI'PAaMOTHO €ro
W3JaraeT,  ONUpasCh  HAa  3HAHUSA  OCHOBHOW W

JIOTIOJTHUTEILHOU JIUTEPaTypHI,

- Ha OCHOBC CHUCTCMHBIX Hay‘-IHBIX 3HaHI/II>'I JeJacT
KBATM(UIIUPOBAHHBIE BBIBOJABI U 0000IIEHUS, CBOOOIHO
onepI/IpyeT KaTeI‘OpI/IHMI/I U ITOHATUAMMU.

YmMmeer: - oOydaromuiics ymeeT CaMOCTOSATEIbHO M IPaBHIBHO
pemarhs yueOHO-TIpoeCCHOHANBHBIC 3a/1a4dl WIIA 3aJIaHMs,
YBEPEHHO, JIOTUYHO, ITOCIIEA0BATEILHO U apTyMEHTHPOBAHO
u3NaraTb CBOE pEIICHHEe, HUCMOJb3ysl Hay4YHbIE TOHSATHUSA,
CCBUIAsICh HA HOPMATHUBHYIO 0a3y.




Bnaneer:

- obOywaromuiics BIaACeT palMOHAIBHBIMH MeEToAaMH (C
UCIOJIb30BAHUEM  PAIMOHAIBHBIX ~ METOJIUK) PEeIleHUs
CIIOXKHBIX TMPOGECCHOHATBHBIX 3a7ad, MPEeACTaBICHHBIX
JICNIOBBIMU UTPaMU, KeHcaMu | T.1.;

[Ipu pemreHnn MpoAEMOHCTPUPOBAIT HABBIKU

- BBIJICJICHUS TJIaBHOTO,

- CBSI3KOM TEOPETHYECKHUX IMOJIOKEHUNH C TpeOOBaHHSIMU
PYKOBOJSIINX JOKYMEHTOB,

- M3JIOKEHUS MBICIICH B JIOTHUECKOM MOCICA0BATEILHOCTH,

- CaMOCTOSITETLHOTO aHalin3a (akKThl, COOBITUH, SIBICHHUIA,
MPOIIECCOB B WX B3aWMOCBS3M M JHAJECKTUYECKOM
pa3BUTHUH.

XOPOIIIO

3Haer:

- oOywarommiicss TBEpAO YCBOWJ MaTepUall, JOCTaTOYHO
rpaMOTHO €T0 H3JjaracTt, onvupasCb Ha 3HAHUA OCHOBHOH U
JOTIOJTHUTEIBHOH JTUTEPaTypHI,

- 3aTpynHsAeTcd B (YOPMYIHMPOBAHUM KBAIU(DUIIMPOBAHHBIX
BBIBOJIOB W OOOOIIECHMI, OMEpUPYET KATETOPHIMHU U
MIOHATHSIMH, HO HE BCET/Ia MPABIIILHO MX BEPUPHUIHPYET.

VYwmeer:

- 00ydJaromuiicss yMeeT CaMOCTOSTEIbHO M B OCHOBHOM
NpPaBUIBHO pemaTh y4eOHO-TIpoecCHOHANbHBIC 3a1aun
WIN 3a7aHusi, YBEPEHHO, JOTWYHO, IOCIEIOBAaTEIbHO M
apryMEHTHPOBAaHO M3JIaraTh CBOE pEIIEHHE, HE B IMOJIHOU
Mepe HCHOJNB3YyS HaydHbIe TIOHATHUS M CCBUIKM Ha
HOpPMAaTHUBHYIO 0a3y.

Bnaneer:

- oOydaromuiics B IIEJIOM BJIAJCeT pPalMOHATBHBIMU
METOJIaMU PEUICHUS CIOKHBIX MPOo(eCCHOHANBHBIX 3a1ad,
MIPEJICTABICHHBIX JICTIOBEIMH UTPAMH, KeHCaMH | T.]1.;

[Ipu pemieHnu cMOT TPOJAEMOHCTPUPOBATH JOCTATOYHOCTb,
HO HE TNIyOMHHOCTH HAaBBIKOB,

- BBIJICJICHUS TJIaBHOTO,

- M3JI0’KEHHSI MBICJICH B JIOTHYECKOH MOCIIEI0BATEILHOCTH,
- CBSI3KH TEOPETUYECKUX TMOJOKEHUH ¢ TpeOOBaHUSIMU
PYKOBOJISIIHMX JOKYMEHTOB,

- CaMOCTOSITETLHOTO aHalin3a (aKThl, COOBITUH, SIBICHHUIA,
MPOILIECCOB B HMX B3aUMOCBSI3W M JIMAJICKTHYCCKOM
pa3BUTHUH.

YAOBJIETBO-
PUTEJIBHO

3Haer:

- Oo0ydarmuiicss OPUEHTHPYETCS B Marepuaie, OJIHAKO
3aTPYAHSIETCS B €r0 U3JI0KEHUU;

- TMOKa3bhIBaeT HEIOCTATOYHOCTh, 3HAHWHA OCHOBHOM H
JOTIOJTHUTEIBHOM JINTEpaTyphl;

- c11abo apryMEeHTHPYET HayUHbIE TIOJI0KCHUS;

- MPaKTHYECKH HE crocoOeH chopMymupoBaTh BBHIBOIBI U
0000IIICHHS;

- YaCTHYHO BNAJIE€T CUCTEMOM MOHATHH.

VYwmeer:

- oOydJaromuiics B OCHOBHOM YMEET peUIuTh Y4YeOHO-
npodeccHoHabHYIO 3a7ady WX 3aJaHue, HO JIOMYyCKaeT
omuOKH, Ci1abo  apryMeHTUPYeT CBOE  peIIeHHue,
HEAOCTAaTOYHO HCIIOJIL3YCT HAay4HBIC IIOHATUA n
PYKOBOJISITIIHE TOKYMEHTBI.

Bnaneer:

- oOydaronuiics BiaJeeT HEKOTOPBHIMH PpallOHAIBHBIMU
METOJIaMU PEUICHUS CIOKHBIX Mpo(ecCHOHANBHBIX 3a1ad,




MPEJICTABICHHBIX JICTIOBBIMH MHTPAMHM, KEHCaMHU U T.1I.;

[Ipu pemeHny NPOAEMOHCTPUPOBAT HEAOCTATOYHOCTH
HaBBIKOB

- BBIJICJICHUS TJIaBHOTO,

- M3JI0’KEHHSI MBICJICH B JIOTHYECKOH MOCIIEI0BATEILHOCTH,
- CBSI3KH TEOPETUYECKUX TOJOKEHUH ¢ TpeOOBaHUSIMU
PYKOBOJISIIHMX JOKYMEHTOB,

- CaMOCTOSITETLHOTO aHaln3a (akKThl, COOBITUH, SIBICHHUIA,
MPOIIECCOB B HMX B3aUMOCBSI3W M JIMAJICKTHYCCKOM

pa3BUTHUM.
HEYJIOBJIETBO- | 3naer: - o0ydJammwuiics HE YCBOWI 3HAYUTCIBHOW YaCTH
PUTEJIBHO Marepuana;

- HE MOXXET apryMEHTHPOBAaTh HAYYHBIC ITOJIOKECHNUS;
- He (opmynupyer KBaIM(UIUPOBAHHBIX BBIBOJOB U

000011IecHMIT;
- HE BJIQJCET CUCTEMOM TTOHATUM.

YwMmeer: oOydJaronuiics HE TMoOKa3ajl yMEHHE pemarbh Y4eOHO-
npoecCHOHANBHYIO 33719y WK 3aJJaHue.

Brnaneer: HE BBIMOJIHEHbI TPeOOBaHMsI, MPEIbSIBISEMbIE K HaBBIKAM,

OLICHUBACMBIM «YHOBJICTBOPHUTCIILHOY.

3.2.2. KoHTpOJIbHBbIE 3aJaHUS] U/WIH WHbIe MATePUAJIbI VISl IPOBEeHUs MPOMEKYTOYHOM

arrecTaunu

Cnucok BONPOCOB /ISl YCTHBIX OTBETOB (BAPHAHTHI TECTA)

11. TloHsATHE «IEIONPOU3BOACTBO» H «IOKYMEHTAIITMOHHOE 00ECIICUeHUE YIIPABICHUS.

12. Ponb JOKYMEHTAITMOHHOTO OOECIeUeHUs B YIPaBICHUU OpraHu3aiued (ydpexacHHueM,
IPEIIPUITHEM).

13. XapakTepucTuka COBPEMEHHON 3aKOHOAATEIIbHOW W HOPMATUBHO-METOJMYECKOW Oa3bl
JIEJI0NIPOU3BO/ICTBA.

14. TTonsitue undopmaruu. TpeboBaHus, TPeABIBISIEMbIC K YITpaBIeHYSCKON HH(DOpMAITHH.

15. MadopmamoHHbIe pECYPCHI.

16. AHanu3 MOHATHUS «TOKYMEHT». Pojib TOKyMEHTa B yIpaBlIeHUU. XapaKTepUCTUKA (PYHKITHI
JIOKYMEHTA.

17. Bunbr nokymenTtoB. FOpunuueckas cuiia qokymenTa. CriocoOsl JOKyMEHTHPOBAHHS.

18. DneKTpOHHBIN JOKYMEHT.

19. Yuuduxanus u craHaapTU3alus: UCTOPHUS, COOTHOILIEHUE, CYTh, PE3YJIbTAaThl, COBPEMEHHOE
cocrosgaue. OKVY /1.

20. YaudumupoBaHHas ~ CHCTeMa  OpPraHU3AIMOHHO-PACTIOPSAIUTEILHON  JOKYMEHTAIUU:
XapaKTEepUCTUKA, HA3HAUYEHUE, COCTAB.

21.TOCT P 6.30-2003. OGras xapaKTepUCTHKA.

22. Moustusa «hopMyIsip JOKYMEHTa» U «PEKBU3UT JOKYMEHTA.

23. CriocoObI pacoioKeHHUST PEKBU3UTOB.

24. IlocTosiHHAst ¥ IEpEMEHHAsl YaCTHU PEKBU3HTA.

25. [lonsiTue OGy1aHKa JOKYMEHTA.

26. Buzpl 61aHKOB JJOKYMEHTOB.

27. TpeGoBaHusl, MpebABIsIEMbIE K OJTaHKaM JTOKYMEHTOB.

28. PexBU3UTHI OJIaHKA TOKYMEHTA.

29. XapakTepucTHKa peKBU3UTOB, OMPEIACISIONINX IOPUINYECKYIO CUITY TOKYMEHTA.

30. PexkBU3HTSHI, OTpaXkaronue o0paboTKy U ABMKEHHE JOKYMEHTA.

31. PexBU3UTHI coaepKaTEIbHON YaCTU IOKYMEHTA.

32. Crioco0bl mpeicTaBIeHUS TEKCTA TIOKYMEHTA.

33. SI3BIK ¥ CTHIIB CITY’)K€OHBIX IOKYMEHTOB

34. Haznauenwue, coctaB u 0(hopMIICHUE OPraHU3alMOHHO-TIPABOBBIX JTOKYMEHTOB.




35.
36.
37.
38.
39.
40.

41.
42.
43.
44.
45.
46.
47.
48.

49.
50.

51.
52.
53.
54.
55.
56.
57.
58.
59.

60.
. YopaBrieHue KoprnopaTuBHBIMU UHQOPMAIIMOHHBIMU PECYPCAMH.
62.

61

63.
64.

65.
66.

67.

[Tonsarue noroBopa, ero cocraBieHue U opopmiIeHUE

WHCTpyKIMs 10 BUY EATEIBHOCTH U TOJDKHOCTHAS MHCTPYKIHUSL.

Ha3znauenue, coctaB 1 oopMIIEHUE PaCcTIOPAIUTEIbHBIX JOKYMEHTOB.

[Tpoueaypa moAroTOBKM pacopsAIUTENbHBIX JOKYMEHTOB.

[Iprka3pl 1O OCHOBHOM AESITENBHOCTH U JINUHOMY COCTaBY.

CnpaBouHO-UH(QOPMAIIMOHHBIE JAOKYMEHTBI: Ha3Ha4yeHHE, BUIbI, MOPSIAOK pa3pabOTKH U
oopmieHus.

[IpaBuna cocraBienus 1 0POPMIICHUS CITYKEOHOTO MTUChMA.

[Mopsimok cocraBneHus 1 0GOPMIICHUS CITY>KEOHOU, TOKIATHON U OOBSICHUTEILHON 3aIUCKH.
[TpoTokom Kak crpaBoYHO-UH(GOPMAIIMOHHBINA U PACTIOPSAIUTEIHHBIA TOKYMEHT

[opsimok cocTaBieHUst U OPOPMIICHHS aKTa.

Haznauenue, coctaB v 0opMII€HHE JTUYHBIX JOKYMEHTOB.

Cayx0a JIOVY, ee TUIIOBBIC OpraHU3alMOHHBIE CTPYKTYPHIL, TIPaBa U OTBETCTBEHHOCTD.
3amaun u pyHkuu ciyxos JIOY.

JIOJ>KHOCTHOM M YMCIIEHHBIN COCTaB CIYXO JOKYMEHTAIIMOHHOTO 00ECTIeUeHH s YIIpaBICHUSI.
DyHKIINUH, TIpaBa U OTBETCTBEHHOCTh COTPYAHHUKOB Ci1yk0 JIOVY.
HopmaruBHo-MeToanueckas 6a3a ciy:x6ost JJOY.

HopMaTuBHbIE M HOPMATHBHO-METOJIUWYECKHE JOKYMEHTBI, PETIaMEHTHUPYIOIINE MOPSIOK
COCTaBJIGHUS ~ MHCTPYKIMH 1O  JIOKYMEHTAIMOHHOMY  OOECIIEUCHUIO  yIpaBJICHUS
OpraHH3aIiH.

AHaiu3 U opraHu3anus JOKYMeHTO000poTa.

O06BemM TOKYMEHTO0OO0pOTA.

Cucrema yrnpaBieHHs JOKyMEHTaMU. XapaKTePUCTHKA U 3Talbl BHEAPEHHUS.

[Tpuem, nepBuuHas o0paboOTKa U MpeBAPUTEIHLHOE PACCMOTPEHNE JOKYMEHTOB.
CornacoBaHue JOKyMEHTOB.

YTBepKIeHUE T0KYMEHTOB.

VY4er u peructpanus 1oKyMeHTOB. MH()OpMaIIMOHHO-TIOUCKOBBIE CHCTEMBI.

KoHTposnb ncnonHenus JOKyMEHTOB.

Cucrema aBromarusauuu genomnpousBoactBa (CAJl) u  cucrema  3IEKTPOHHOTO
nokymeHToobopota (CO/I).

CoBpemenHoe nporpammHoe obecriedenue B chepe 10Y: kputepun Bei6opa 1 TpeOOBaHUS.

KondunennmansHocts unpopmaruu. IlpaBuna paboTel M 3alUThl KOH(UICHIUAIBHBIX
JOKYMEHTOB.

Opranuzanus XpaHeHUs JOKYMEHTOB: MTOHATHE, CIIOCOObI, HOPMATUBHOE PETYIHPOBAHNUE.
[Tonstue «uenoy». PopmupoBaHHME [el: HOpPMAaTHWBHAs 0a3a, NPUHLIUIBI TPYIMITHPOBKH
JIOKYMEHTOB, CPOKU XpaHEHUS JIe.

Homenknarypa fen: moHstue, BUABL, GYHKIHH.

OKcrepT3a LEHHOCTH JOKYMEHTOB: TIOHSTHE, Ha3HAUYe€HUE, KpPUTEPUH I[IEHHOCTH
TOKyMeHTOB. CocTaB M (QYHKITUH SKCIIEPTHBIX KOMHCCHIA.

[TonroroBka MOKYMEHTOB K IepeAaye B apXuB opranuzauuu. OpraHuszaius WCIOIb30BAHUS
apXMBHBIX JOKYMEHTOB.

TexkcTbl NP00JIEMHO-aHAJIUTHYCCKHUX U (WJIM) NPAKTHYECKHUX Y4eOHO-PodecCHOHATBHBIX
3ama4

l.
2.

Odopmute npurnameHie napTHepaM Ha BEICTaBKY MPOTYKIIUH.

Odopmure mpoeKkT mnpukaza 00 yTBepkaAeHUM WHCTPYKIMH TIO JEIONPOU3BOJICTBY B
OpraHu3aLuHu.

Odopmute TenepoHorpaMmMy O HEOOXOAUMOCTH WPHUCYTCTBHUS PYKOBOIUTENIS Ha
CJ'IG,Z[y}OH_[I/Iﬁ ACHBb Ha COBCHIAHUU B IMTOABEAOMCTBCHHOM MHUHUCTCPCTBC.

OdopmuTe JAOKYMEHTHI TIO pe3yJibTaTaM MPOBEACHUS OKCIEPTH3Bl  IICHHOCTEH
JOKYMEHTOB, XPaHSAILIUXCS B IPUEMHOU PYKOBOAUTEIIA.



5. CocraBbTe IOKYMEHT, (UKCHpYIOUIHA (aKkT OOHapyKEHHS BCKPBITOTO KOHBEpPTa B
MOCTYNHBIIEH B OPraHU3AIMI0 KOPPECTIOHICHIINH.

6. CocraBbTe NMPOTOKOJ 3aceiaHusl padoueil TpyIIbl MO BONPOCY BHEAPEHUS B OpraHU3aluu
CHCTeMbI MCHEPKMEHTA KayecTBa.

7. OdopmHTE KOMIUIEKT JOKYMEHTOB O KOMaHIUPOBAaHUU JUPEKTOpA (GUPMBI IO CIYKEOHBIM
Borpocam B T. C.-IlerepOypr.

8. 3amoKyMEHTHpYHTE peUIeHHE PYKOBOAUTENS O BHEAPCHUHM B OPTraHU3AIMH CHCTEMBI
MEHEPKMEHTa Ka4ecTBa.

9. OdopmMuTe KOMIUIEKT JOKYMEHTOB IIPH MIpHEME COTPYIHUKA Ha padoTy.

3.2.3. Meroauyeckue MaTepualjbl, ONpeleJsiiOlMe MPoUeAyPbl OIEHWBAHUSA 3HAHWIA,

YMeHHii, HABBIKOB B X0/1¢ IPOME:KYTOYHOI aTTecTalluu

IIpouenypa oneHuBanus 3HaHUil (TECT)

IIpennaraeMmoe KOJIUYECTBO 3aJaHHI 20

[TocrnenoBarenbHOCTH BEIOOPKHU Omnpezernena 1o paszaeiam

Kpurepuu onenku - IPaBUJIbHBIN OTBET HA BOIPOC

«5» ecim npaBUIIbHO BbINOJHEHO 90-100% TecTOBBIX 3a/1aHUi

«4y ecan MpaBWILHO BHITTOIHEHO 70-89% TeCcTOBBIX 3aqaHui

«3» eciu MPaBUIILHO BBINOJHEHO 50-69% TecTOBBIX 3aaHMI
IIpouenypa oneHuBaHus 3HaHUI (YCTHBIH OTBET)

[Ipenen pnuTenbHOCTH 10 MuHyT

[Ipeparaemoe KoaM4ecTBO 3aaHuil | 2 Bompoca

[TocnenoBaTenbHOCTH BbIOOpKH | CrrydaifHast

BOIIPOCOB U3 KaXJOT0 pasjesna

Kpurepuu onenku - TpeOyeMblii 00bEM U CTPYKTYpa

- U3TI0KEHHE MaTepHaia 6e3 (paKTHUECKUX OIIHO0K

- JIOTUKA U3JI0KECHUS

- CTIOJIb30BAHNE COOTBETCTBYIOLIECH TEPMUHOIOTHH

- CTHJIb PEYH U KYJBTYpa Pedn

- moa0bop MNpPHUMEPOB HX HAYYHOH JHUTEpaTypsl U

MIPAKTUKU
«5» ecin TpeOOBaHMUS K OTBETY BBINOJIHEHBI B IIOJTHOM 00BEME
«» ecmn B LIEJIOM BBINOJIHEHBI TPEOOBAaHUS K OTBETY, OJHAKO

€CThb H€6OHBH_II/I€ HETOYHOCTHU B HN3JI0KECHUHU
HEKOTOPBIX BOIIPOCOB

«3» ecim TpeOOBaHMUSI BBHIMOJIHEHBl YaCTUYHO — HE BBIICPKAH
00beM, ecTh (haKTHIECKUE OIIMOKH, HapyIlIeHa JIOTHKA
HU3JI0KCHUA, HEAOCTAaTOYHO HCIIOJIB3YCTCA

COOTBCTCTBYIOIIAAd TCPMUHOJIOTNN

IIpouenypa oueHMBaHMSI YMEHUH W HABBIKOB (pellleHHEe MPOOJIeMHO-AHAJTUTHYECKHX H
NPaKTHYECKUX Y4eOHO-NTPo(hecCHOHAIBHBIX 321a4)

IIpennaraemoe koanuecTBo 3a1anuii | |

[TocnenoBaTeabHOCTh BEIOOPKH CrnyuaitHas

Kpurepuu oneHku: - BbIJIEJIEHUE U TIOHUMaHKE TPOOIIEMbI
- yMeHHue 00001aTh, COMOCTABIATh PAa3JInYHbIE TOUYKU
3peHHUs

- TIOJIHOTA MCIIOJIL30BaHHsI HCTOYHHKOB

- HAJIMYME aBTOPCKOM MO3ULIUH

- COOTBETCTBUE OTBETA MOCTaBICHHOMY BOIIPOCY

- HMCHOJIb30BaHUE COIMAIBHOTO OIbITa, MAaTEPHUATIOB
CMMU, cTaTUCTHYECKUX JAHHBIX

- JOTUYHOCTDH M3JI0KCHUS




- YMEHHE cJenaTh KBaIM(PULIHUPOBAHHBIE BHIBOJBI U
00001eHus C TOYKHU 3peHHs pereHus
po¢eCCUOHANTBHBIX 3a]1a4

- YMEHHE NPUBECTU IIPUMEP

- OII0pa HAa TEOPETUYECKHUE MOTOKCHUS

- BJIAJICHUE COOTBETCTBYIOIEH TEPMUHOJIOTUEMN

«5» ecmm Tpe60BaHI/I$I K OTBCTY BBITIOJHCHEI B ITIOJTHOM o0BeMe

((4» cClin B LICJIOM BBIIIOJIHCHBI Tpe6OBaHI/I$I K OTBeTy, OJIHAKO
€CTh  HeOOJIbIIME  HETOYHOCTH B  M3JI0KEHUH
HEKOTOPBIX BOIIPOCOB. 3arpynHsercs B
bopMyIHpOBaHUN KBaIH(UIIUPOBAHHBIX BBIBOJOB M
000011IeHNHT

«3» ecim TpeOOBAaHUSI BBITIOJHEHBI YAaCTHYHO — IBITACTCS
000CHOBaTh CBOIO TOYKY 3pEHHUS, OJHAKO ClIabo
aprYMEHTHPYET Hay4YHBIC TOJOXKCHHS, NMPAKTUYCCKU
HE CHocoOEH CaMOCTOSATENbHO  C(HOPMYIMPOBATH
BBIBOALI U OO0OOINEHHSA, HE BHIUT CBI3b C
poheCCUOHATTLHON IESTEIIbHOCTHIO

4. Y4yeOHO-MeTOAMYECKOEe W MATepHAJbHO-TEXHHYECKOe olecneyeHrue IUCHUNINHBI
(Mmoxyis)
4.1. DJIeKTpOHHbBIE Y4eOHbIe U3TaHUS
1. ApacnanoBa, B. A. JlokyMeHTallMOHHOE 0O0ECIIEUEHHUE YIIPABICHUS: YUEOHO-IPAKTUUECKOE
nocoOue B cxemax, Tabnuiax, oopasnax : [12+] / B. A. ApaciaHoBa. — 2-¢ U31., JOI. U mepepao.
— Mocksa ; bepmun : Jupexkr-Menua, 2020. — 266 c. : w1, Tabn. — Pexum goctyma: mo
moxamucke. — URL: https://biblioclub.ru/index.php?page=book&id=578394
2. JlankoBa, A. I'. JlokymeHTanmoHHOE OOecnedYeHHe YIpaBiEHUs IEPCOHAIOM : Yy4yeOHOe
nocobue : [16+] / A.T. Jlankosa, B. A. IlpirankoB ; OMCKHI roCyqapCTBEHHBIN TEXHUYECKUNA
yHuBepcuTeT. — OMck : OMCKMI rocyjapcTBeHHbIN TexHnueckuil yausepeutet (OmMI'TY), 2019.
- 154 ¢ : wm, Tabm, cxem. — Pexum jgoctyma: 1Mo TMOJNHUCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=683240
3. Kpyrnosa, C. A. W3ydyeHue mpakTUYECKHUX BOIPOCOB JAENOBOW KOMMYHHUKALUU : yuyeOHOE
nocobue : [12+] / C. A. Kpyrnosa, U. B. lllepbakoBa. — MockBa ; bepnun : Jlupexkr-Menua,
2021. — 88 c. : TaloI. —  Pexum JOCTYyMaA: o TIOJIITHCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=618861
4. Kpyrnmosa, C. A. JlemoBas koMMyHuKamnus : ydeOHoe mocobue : [16+] / C. A. Kpyrnosna,
H. B. lllep6akoBa. — MockBa ; bepnun : upexkr-Menua, 2021. — 88 c. : wi., Tabn. — Pexxum
nocrtyna: o noanucke. — URL: https://biblioclub.ru/index.php?page=book&id=618860
4.2. DjeKTpOHHBIE 00pa3oBaTelbHbIE PeCypChl

1. DnexktponHO-OMOIMOTeuHass cuctemMa JBC «YHuBepcUTEeTCKasi OMOJIMOTEKA OHJIAITHY

http://www.biblioclub.ru

2. DnektpoHHO-OuOmmoreynass cucrema I[PRbooks (OBC IPRbooks) — siexTponHas
OMOIMOTEKA 110 BCEM OTpacisiM 3HaHUH http://www.iprbookshop.ru
3. e-Library.ru: Hayunas »nexktpoHHas Oubnuoreka [Dnekrponnbiii pecypc]. — URL:

http://elibrary.ru/.
4. Hayunas snextpoHHas OuOmuoteka «KubGepJlenunka» [Dnextponnsii pecypc]. — URL:
http://cyberleninka.ru/.
5. Undopmanmonnas cucrema «EnnHoe OKHO jgocTyma K 0Opa3oBaTENbHBIM pecypcam»
[DnexTponnslit pecypc]. — URL: http://window.edu.ru/
6. denepanbHBli IMEHTPp UHDOPMANMOHHO-00pPA30BATENBHBIX PECYpCOB [ DIEKTPOHHBIM
pecypc]. — URL: http://fcior.edu.ru/
4.3. CoBpemeHHbIe NpodeccnoHaIbHbIE 0a3bl JAHHBIX H MH(OPMALMOHHbIC CIIPABOYHbIEC
CUCTEeMbI
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OOyuaromuMmcst  obecrieueH AOCTYN (yHAJEHHBIA JOCTYN) K HIXKE CIEAYIOIIUM
COBpEMEHHBIM TMpodeccnoHalbHBIM 0a3aM JaHHBIX ¥ HUH()OPMALMOHHBIM CIPABOYHBIM
CHUCTEMaM:

I. CnoBapy u oSHUMKIONEAMH Ha Axanemuke [OnektpoHHsli pecypc]. — URL:
http://dic.academic.ru.
2. Cucrema nHGOPMAIIMOHHO-TIPABOBOTO obecrieueHus «l apanTy». [DIeKTpOHHBIN pecypc].

— URL: https://www.garant.ru/products/ipo/

3. ba3za nansHbIX «3akoHomatenscTBO crpaH CHI». [Onextponnsiii pecypc]. — URL:
http://www.base.spinform.ru/index.fwx

4. T'ocymapcTBeHHas cucrema MPaBoOBOM uHpopmaruu - ouIIHATBEHBIN
UHTEpPHET-NIOPTaJ MpaBOBOM  HMH(OpMAIIH. [OnextponHblii pecypc]. — URL:

http://pravo.gov.ru/
4.4. KomimiekT JMIEH3NOHHOIO H CBOOOJHO PpPacnpocTpPaHAeMOro MNPOrpaMMHOIO
olecreyeHusi, B TOM YHCJIe 0Te4eCTBEHHOI0 MPOU3BOACTBA
1. JluuensuoHHoe TporpaMMHOE oOOecledeHne: oOmepanuoHHas cuctemMa Microsoft
Windows, makeT oducHbIx npmioxenuit Microsoft Office.
2. CB0OOODHO pacmpocTpaHseMOoe TMpOrpaMMHOE oOOecreueHre: CBOOOJHBIE MAKEThI
oducHbIx npunoxkenuid Apache Open Office, LibreOffice.
4.5. O0opynoBaHHe U TeXHHYECKHE CPeICTBA 00yUeHHU s
Jnga peanuzauuy JUCHMIUTUHBL (MOIYJsl) HCIONB3YIOTCS Y4eOHbIEe ayAUTOPUH JUIS
MPOBEJCHUST y4YEOHBIX 3aHSATUH, KOTOpPBIE OCHAIIEHBI O0OPYIOBAaHUEM U TEXHUYECKUMU
cpeacTBaMu OOYyYEHHUs, U MOMEIICHHSI AJISi CAMOCTOSTENbHON paboThl 00y4arOMIUXCs, KOTOPhIE
OCHAILEHbl KOMIBIOTEPHON TEXHUKOM C BO3MOKHOCTBIO NMOAKIIOUEHUs K cetu «MHTEpHET» U
obOecreueHbl JIOCTYIIOM B DJIEKTPOHHYIO HWH(OpPMAIMOHHO-00pa3oBaTebHyl0 cpeny YBO
«WHcTuTyT (DuHAHCOB W mpaBay. JlomyckaeTcss 3amMeHa OOOpYIOBaHHS €ro BUPTYaIbHBIMU
AQHAJIOTAMHU.

HaumeHoBaHue y4eOHBIX ayIMTOPHIA OcHalleHHOCTh Y4eOHBbIX ayINTOPHIl IS
JUISl IPOBEACHUSA YYeOHbIX 3aHATHI U | MPOBeACHUSA Y4eOHbIX 3aHATHI M MOMeIeHNH ISt
MOMeEIEeHHUH JJIs1 CAMOCTOATENbHOM CaMOCTOSITEJIbHOI padoThl 000pPy10BaHHEM U
padoTbI* TeXHUYECKMMH CpPeACTBAMU 00y4YeHUs
Y4eOHble ayauTOpUM JUIsl MpOBeAeHUs | YdeOHas ayIUTOpUs YKOMIUIEKTOBaHa
y4eOHBIX 3aHATHH CHEeLUATU3UPOBAHHON MeOenblo, OTBEeYarollell BceM

YCTaHOBJICHHBIM HOpMaM u TpeOOBaHUSM,
o0opy/loBaHWEM U  TEXHUYECKUMHU  CpPEICTBAMHU

o0yJeHus (MOOHMIBHOE MYJIbTUMEINITHOE
obopynoBaHue).
[Tomemenne miusa  camoctosTenbHOM | [lomenieHne ocHanmEHO KOMITBIOTEPHOW TEXHUKOU C
paboThI BO3MOXKHOCTBIO TOJKIIIOUeHUS K ceTu «HTepHeT» U
obecrieueHrEM JIOCTyTIa B AJICKTPOHHYIO

uHpOpPMaLMOHHO-00pa3oBaTenbHyl0  cpeny  YBO
«MuacTuTyT prHaHCOB M mpaBay U K DbC.

* Homep KOHKpETHOW ayauTOpPUM YKa3aH B IpHKaze 00 ayIuTopHOM (OHJIE, pacHHCaHuU
y4eOHBIX 3aHATHH U PACIMCAHUN TIPOMEKYTOYHOM aTTeCTallUH.
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