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1. [lepeyeHb MUIAHUPYEMBIX Pe3yJIbTATOB 00yUeHHs M0 JUCIHUIINHE , COOTHECEHHBIX €
IUVIAHMPYEMbIMH Pe3yJIbTATAMM 0CBOEHUS MPOTPAMMBI

1.1. Jucuummmaa b1.5.21 «JlokymeHTanimonHoe obecreueHne ¢ JCJIONPOU3BOJCTBO B
rOCYIapCTBEHHOM W MYHHUIIMTIATHHOM YIPABICHUW» OOECIICUYMBAET OBJIAJCHUE CIICAYIOIIUMU
KOMIICTCHIIUSIMU
Kon
Kon HaumenoBanue HaumenoBanue srana ocBoeHUs
JTama OCBOCHHUS
KOMIIETCHIITNN KOMIIETCHITNN KOMIIETCHIINN
KOMIIETCHIINN
CrocoOHOCTh IPUMEHSATH
OCHOBBI 3aKOHOAATEIHCTBA
Cr1ocoOHOCTB MCTIONB30BATh L
OCHOBBI TIPAaBOBBIX 3HAHUH B Poccntickod Genepauns,
YK OC-10 p YK OC-10.1.2.1 PETYIHPYIOIIUX CO3IaHNe U
pasIMYHBIX cepax
OpTaHM3AINIO XPAHCHHS
JIESTeIIbHOCTH
JIOKYMEHTOB B FOCYIapCTBEHHOM
Y MYHHIIAAILHOM YIIPABICHUH
OIIK OC-7.1.1 CrocoOHOCTh IPUMEHSATH
CrocoOHOCTh aHATU3UPOBATh U OCHOBHEBIC 3aKOHOJIATEIIbHEIC,
MPUMEHSTh HOPMBI HOPMATHUBHO-IIPABOBBIC
KOHCTUTYITHOHHOTO, JIOKYMEHTBI
OIIK OC-7 aJIMUHUCTPATHBHOTO U 1 TOCYIapCTBEHHBIE
ciIy’ke0HOTO TpaBa B CTaHIAPTHI, pETIAMEHTHPYIOIIHIE
npodeccuoHaTLHOM cocTaBiieHue, o(hopMIIeHUE H
eI TeTFHOCTH OpTraHU3aINI0 PabOTHI
C TOKyMEHTaMHU
Biiagenue HaBbIKaMu MOUCKa, Crioco6HOCTh aHAM3UPOBATh
aHaju3a U UCNOJIb30BAHUS COBPEMCHHOC IIPAaBOBOC,
OIIK-1 P pano® OIIK-1.1.2.1
JIOKYMEHTOB B CBOE€ peryjmpoBaHue
npodeccruoHaTEHOM ACIOIPOU3BOACTBA
JIESITETFHOCTH
Bnagenue TeXHOIOTHSIMH, CrocoOHOCTh TPUMEHSTH
npueMaMu, 00eCIIeIMBAFOIIUMHI MpaBUia JOKYMCHTUPOBAHHUS
OKa3aHMe TOCYIAPCTBEHHBIX U TIPY OKa3aHHUHU TOCYIapPCTBEHHBIX
TIK-24 yAap TIK-24.1.1. P yAap
MYHUITUITAIBHBIX YCIYT ¥ MYHHIUTAIBHBIX YCITYT
(hU3NIECKUM U FOPUANIECCKIM
JIAIaM
Bnanenne HaBbikamMu cOopa, CriocoGHOCTh (hOPMHUPOBATH U
06paboTku mHGOpPMAIK U HaIPAaBIIATh MEXBEIOMCTBEHHBIX
yacTus B WMH(OpPMAaTH3AIMH 3arpocoB B OPTraHEbI
TK-26 y $op a IK-26.1.1.1 P P
JIeSITENLHOCTH (opranuzauun)
COOTBETCTBYIOLIUX OPTaHOB
BJIACTH W OPTaHU3AIUI
1.2. B pesynbrare OCBOCHHS JUCHHUIUIMHBI Yy CTYJCHTOB JOJOKHBI  OBITh
c(hopMUPOBAHBI:
OTO/TD
Konx srama ocBoenust
(pu HANIUYMK PesynbTaTel 00yueHus
KOMIIETCHIINN
npodcranmgapTa)

YK OC-10.1.2.1 o

—Odopmisier TOKyMEHTHI B COOTBETCTBHH C TpPEOOBaHUSIMMY|
FpasKAaHCKOT O,
(benepanyn u

praHu3anuu

TPYIAOBOTO
JIOKaJIbHBIMHU

3aKOHOJATENIbCTBA  POCCHUICKOH
HOPMAaTHBHBIMH aKTamy|

- JlemoHCTpHpyeT 3HaHHE TPYIOBOTO 3aKOHOAATEIHCTBA H
HBIX aKTOB, COACPKAILIUX HOPMBI TPYAOBOTO MpaBa

OIIK OC-7.1.1

— AHamu3upyeT COBPEMEHHOE IIPAaBOBOE,
METOMUECKOE PErYIUPOBAHUE JEIONPOU3BOACTBA

HOpPMATUBHOC U

— AHanusupyet
peacTaBieHne KOMOMHUPOBAaHHOW JOKYMEHTAllMU M Tepesadyj

MEKAYHApOAHbIC

CTaHdapThbL HQ

4




JTAHHBIX

OIIK-1.1.2.1

- HpI/IMGHﬂeT rocyaapCTBEHHbIC U MCKAYHAPOAHBIC CTAHAAPThI
Ha TOKYMCHTAIUIO B HpO(i)eCCHOHaJ'ILHOfI JACATCIBbHOCTHU

— CoctaBnser U o(oOpMISIET JTOKYMEHTH B COOTBETCTBHH (|
TpeboBaHmsAME [ 0CcynapCTBEHHOM CHCTEMBI JOKYMEHTAITHOHHOTO
oOecrieucHHs yrpaBIICHHS

[1K-24.1.1.

— [opsnox nHPOPMHUPOBAHUS 0 MIPEeIOCTaBICHUT]
MYHUIIMNAIbHOHN yCIyru

— @opMynupyeT mNepedeHb IOKYMEHTOB, HEOOXOAMMBIX |
MIPEIOCTaBIECHUS TOCYAaPCTBEHHON (MYHUIMNATIBHOM) yCIYTH B
SIEKTPOHHOM BUJIE

IK-26.1.1.1

— BnaueeT HaBbIKaMH BCIACHUA ACJIONPOU3BOJACTBA C
IIPUMCHCHUCM I/IH(i)OpMaIII/IOHHI)IX TEXHOJIOTUI

- BuiajieeT HaBBIKAMU COCTABJICHHS U OQOPMIICHHS PA3IMYHBIX]
BU/IOB JJOKYMEHTOB TPaIUIIMOHHBIM CIIOCOOOM H B 3JICKTPOHHOM
BHIE




2. O0beM ¥ MeCTO U CIUTIINHBI
B cTpykrype AOII BO

VYuebnas nqucnumiuHa b1.6.21 «JlokymeHTanmonHoe obecrieueHre U JeIOMPON3BOICTBO
B TOCYIapCTBEHHOM W MYHHUIIMIIATHHOM YIPaBICHUM» MPUHAIUICKUT K Oa3oBod dvactu. B
COOTBETCTBUHU C Yy4€OHBIM IUIAHOM, MO O4YHOM (opMe OOy4deHHs AMCHMILIMHA OCBAaMBAaeTCsS B
oobeme 108 wyacoB (3 3E) m3yuaercs B TeueHue 3 cemectpa. M3yueHHWe IUCHUIUIMHBI
3aKaHYMBAETCs 3a4ETOM B 3 ceMecTpe.

OcBoeHHME JUCHUIUIMHBI ~ ONUpaeTcs HAa MHUHUMAJIbHO HEOOXOIUMBIM  00BEM
TEOPETUYECKUX 3HAHUNA B OOJACTH 3KOHOMHKH, IMCHXOJIOTUH, TOCYJAapCTBEHHOIO YIpaBJICHMUS,
IOPUCTIPYICHIINY, JOKYMEHTOBEICHHUS, a TAK)KEe HAa MPUOOPETCHHBIC paHee YMEHUS U HABHIKU B
chepe TOCYAapCTBEHHOT0O W MYHULMIAJIBHOTO YIPABICHUS, SKOHOMHYECKOH TEOopuH,
COIIMOJIOTMH OPTaHMU3all1H, YIIPABICHUS YEJI0BEUECKUMHU PECYPCAMU.

VYuyebnas nquctummHa b1.6.21 «JlokymeHTanmonHoe obecrieueHre U JeIOMPOU3BOICTBO
B TOCYJapCTBEHHOM M MYHMIIMIAILHOM YIpPaBJICHUW» peanusyercs nocie uzydenus: b1.b.12
«BBenenne B mpodeccHoHaANbHYIO neaTenbHOCTh», b1.5.20 «JlenoBeie KOMMYHHKaIUHW»,
b1.b.14 «Cucrema rocylapCTBEHHOTO M  MYHHULMIIAJBHOTO  ymlpaBieHus», bl.b.21
«JloOKyMEeHTallMOHHOE ~ obOecreyeHrne U JEJIONPOU3BOJACTBO B TOCYAApCTBEHHOM U
MYHHIIUITATHOM YIIPaBICHUM».

[Io ouHo#t Qopme 00ydeHHS KOIMYECTBO aKaJEMUYECKHX YacOB, BbIJACIEHHBIX Ha
KOHTaKTHYIO paloTy ¢ mpemnojaBatesnieM (IO BUIaM Yy4eOHBIX 3aHATHUH) — 54 wdaca Ha
CaMOCTOSTENIbHYIO padoTy oOydaromuxcs — 54 gaca.

[To 3aounoit popme oOyueHHS KOIUYECTBO AKAJEMHUUYECKUX YacOB, BBIJCICHHBIX Ha
KOHTAaKTHYIO paboTy ¢ mpemnojaBarernieM (10 BUAaM Y4YeOHBIX 3aHsATH) — 12 4YacoB Ha
CaMOCTOSITENIbHYIO paboTy oOyudarommxcs — 92 yacos.

dopma NpOMEKYTOYHON aTTeCTallui B COOTBETCTBUH C yU€OHBIM IUIAHOM — 3aueT.



3.CoaepskaHue M CTPYKTYPa IMCHUILTHHBI

CTpyKkTypa AUCHHMILVINHBI (MOLYJI51)

O0beM TUCHUIIMHBI (MOaYJIs1), Yac. ®opma
KonTakTHas padora TeKyLIero
odyvyaruuxcs ¢ KOHTPOJIsA
H npenojaBareJsieM ycneBaeMo
anMeHOBaHHUeE TeM N
Ne i/ 10 BUIAM Y4eOHbIX 3aHSITHH CTH,
(pa3aeioB) Bcero CP
MPOMEIKYT
a | ap | m3 | Kcp otHon
arrecTanu
"
Ounasn ¢hpopma ooyuenusn
3 cemecmp
Hcropus pa3Butus 2 oT
Tema 1 JIEIOIIPON3BOJCTBA B - 4 6
Poccum (15 — 21 Beka). 12
2 orT
Tema 2 IIpo6memMsr pocTa . i ) 4
JIOKyMEHT0000pOTa.
2 orT
Tema 3 Crioco0bI pannoHaATU3aIuN ] 4
JIEIONPOU3BO/ICTBA.
10 4
I'Caoy. yCOPU. 2 o T
Tema 4 Yaudukanuys,
(dhopmanuzanms, - 2
CTaHapTH3aIHs JOKYMEHTa 10 6
OpraHu3aliioHHas TPpyIina 2 o, T
JIOKYMEHTOB.
Tema 5 PacniopsimurensHas rpymnmna = ] 4 ¢
JmokyMeHTOB. CIIpaBOYHO-
uHGOpMAIMOHHAS TPyIIIa
JIOKYMEHTOB.
[IpaBuna opopmienus 2 or
i 12 6
Tema 6 | AOKYMEHTOB. PexBu3nTHBIH ) 4
coctaB gokymenta. 'OCT
6.30-2003.
2 oT
Opranuszanus ciryK0bl
Tema 7 - 2
JOV. 10 6
TexHOIOTUN perucTpaiuu 2 T
Tema 8 - 2
JIOKYMEHTOB. 10 6
12 2 6 T
Tema 9 TexHonorun KOHTPOJIS i 4 o,
WCTIOJTHEHUS JJOKYMEHTOB
Opranuzanus cayx0o0i 12 2 4 o, T
JOY Texymero xpaHeHus
JnokymeHToB. [TocTpoeHue
Tesa 10 | HOMEHKIATYDBI eI, ) 4
ApXUBHOE XpaHEHUE
JIOKyMeHTOB. OpraHu3arus
ciyx6o0#t JIOY apxuBHOTO
XpaHEHUS IOKyMEHTOB.
TIpomesxyTouHas aTTecTalus 3a4ET
Bcero: 108 20 2 32 54 33E




Ne n/m

HaunmenoBanue Tem
(pa3neJioB)

O0beM THCHUILUIMHBI (MOAYJIsT), Yac.

Bcero

KonTakTHas padora
odyyawuuxcs ¢
npenojaaBaTeieM

10 BH/IaM Y4eOHbIX 3aHATHI

J JIP I3 KCP

Cp

®opma
TeKyllero
KOHTPOJISI
ycneBaeMo
CTH,
NPOMEXKYT
OYHOI
arrecTanu
U

3aounasn gpopma ooyuenusn

4 cemecmp

Tema 1

Ucropus pazpurus
JISIIONPON3BOJICTBA B
Poccum (15 — 21 Beka).

12

Tema 2

IIpo6memMsl pocTa
JIOKyMEHT0000pOTA.

Tema 3

Crioco0bI pannoHaTU3aIuN
JIEIONPOU3BOICTBA.

Tema 4

I'CA0Y. YCOP/I.
Yaudukanuys,
(dhopmanuzanms,
CTaHIApTH3AIUSA TOKYMECHTA

10

Tema 5

Opranm3amoHHasi TpyIIa
JIOKYMEHTOB.
PacniopsimutesnbHas rpymmna
MokyMeHTOB. CIIpaBOYHO-
uHGOpMAIMOHHAS TPyIIIa
JIOKYMEHTOB.

12

10

Tema 6

[Ipaswiia opopmieHus
JIOKYMEHTOB. PEKBHU3UTHBII
coctaB gokymenta. 'OCT
6.30-2003.

10

Tema 7

Opranuzanust cIyX0bl
JOYVY.

10

KP

Tema 8

TexHonoruu perucTpanuu
JTOKYMEHTOB.

14

14

Tema 9

TexHoorun KOHTPOJIA
HCIIOJTHCHUSA JOKYMCHTOB

10

10

Tema 10

Opranu3zaius ciyxooin
JOY Texymero xpaHeHus
nokyMeHToB. ITocTpoenue
HOMEHKJIATYPBI JICII.
ApxuBHOE XpaHEHHE
JokyMeHToB. Opranuzamnus
ciyx6o0#t JIOY apxuBHOTO
XpaHEeHHUs IOKYMEHTOB.

12

10

HpOMe)KyTO‘-IHaH aTTeCTalusa

3a9€T

Bcero:

108

92

33E

Ipumeuanue: opmer  mexyueeo
koumpoavras paboma (KP), konnoxeuym (K), acce (3), pegpepam (P), oucnym (M), cumyayuonnas 3adaua (C3),
paszoop cumyayuil (PC) u op.

KOHmMpOJisl  ycneeaemocmu.

onpoc (0), mecmuposanue (T),




Conepxanue TMCUUILTHHBI

TEMA 1: Ucropusi pazeutus aejaonpoussoacrsa B Poccnu (15 - 21 Beka).

Tpu neproaa pa3BUTHS JEIOMPOU3BOJICTBEHHON U ceKpeTapckoi ciyx0b1 B Poccuu. [Ipukasznoe
nenonpousBoAcTBO(15-17 Bek). TexHosorus co3maHusl AOKyMeHTa B Ipukasze. CBUTKOBOE
nenonpou3BoacTBo. Kommexckoe nenonpon3BonactBo (18 Bek). ['enepanbubiil pernmament 1720
roja. BeeneHnne unHa cekpeTapckoro u CTpyKTypbl kaHuensspun. Coznanue apxuBoB. Beenenue
npoueaypsl peructpauuu. Co3nanue reHepalbHbIX (POPMYISIpOB AJiE OCHOBHBIX JTOKYMEHTOB.
WcnonnurensHoe aenonpon3BoAcTBo (19 Bek). YBennmueHne KOJIMYECTBA TUIIOB JOKYMEHTOB.
VYcnoxxHeHHe TeXHOJI0TuU paboThl ¢ gokymeHTamu. Co3naHue B Poccwu MIKOJIBI cekpeTrapei.
[TocnepeBomonnonHas pegopma B 061acTu paboThI ¢ TOKyMEHTaMHu (COBETCKUU mepuon). Uues
BBEJICHUSI OE3pEerucTpallMOHHOTO JIeJIONPOU3BOJCTBA. Pa3BUTHE COBPEMEHHBIX TEXHOJIOTUMN
paboTbl C JOKyMEHTaMHM B TMOCIEBOCHHBIH mepuon 20-ro Beka. TeHAEGHIIMM pa3BUTHUS
JIeTTONPON3BOICTBA B 21 Beke.

TEMA 2: IIpo6eMbl pocTa 10KYMeHT0000poTA.

[lonarue “moxymenToobopor”. TeHaeHIMHM pa3BUTHS  JOKyMeHTooOoporta. IlonsTue
“uHdopmarnmonHoro Oapbepa”. I[IpobGrmembl, TOpoXkmAaeMble POCTOM JOKYMEHTOOOOpOTA.
[Ipuumnabl pocta AOKyMEeHTOOOOpoTa. OOBEKTHBHBIE HPUYMHBI POCTa JOKYMEHTO0OOpOTa
CyObeKTUBHBIE  TPUYMHBI ~ pocTa  JOKyMeHTooOopora.  CrocoObl  peryiIupoBaHUS
JIOKyMEHTO000pOTA.

TEMA 3: Cnioco0bl paninoHaIH3alUH 1eJT0NPONU3BOACTBA.

KommyHukaTuBHAs cucTtemMa oOpraHuzanui. PyKoBOAWTENb - KOMMYHHUKAaTHUBHBIM IEHTP
OpraHH3aluu. WNndopmannonnsie [EPETPY3KU PYKOBOIUTEISL. OnTummszanus
JOKYMEHTONOTOKOB B oOpraHuzauuu. ONTUMU3alus BXOASIIMX JOKYMEHTONOTOKOB. Meroa
IIPEIBAPUTEIBHOTO PacCMOTPEHUsI JOKyMEHTOB. (COCTaBJIAIONIME YCHEIIHOCTH METOAA.
OnTumu3zanus UCXOAAIINX TOKYMEHTOOTOKOB.

CozlaHue KOMIUIEKCHBIX JOKYMEHTOB. [lenermpoBaHue IpaBa NOJAINUCU YacTH JIOKYMEHTOB.
BBenenne um pacnpoctpaHeHue 0e30KyMEHTHBIX (opMm aenoBoro ooOmeHus. OnTuMH3aIus
BHYTPEHHUX JIOKYMEHTOIIOTOKOB. MeToJ yhnpaBiaeHHs 1O OTKIOHEHusM. Ontumuzanus
nH(pOpPMaAITMOHHOTO 00eCIIeUeHUsT OpraHu3aIiy.

TEMA 4: 'CAOY. YCOP/. Yuupukanus, gopMaan3zanus, CTAaHAAPTH3ANMSA JOKYMEHTA
Ucropust co3manus ['CHOY. Beegenume ['COY - rapaHTHsi ONTHMaJIBHOCTH pPabOTHI ¢
JOKyMEHTaMHd B  OpraHm3aluu.  YHUPUIHpPOBAHHAS  CHUCTEMa  OPraHHU3AIMOHHO-
pacnopsAUTENbHON AeaTeIbHOCTU. Y HU(UKALINA TeKCTa T0KyMeHTa. Tpu crocoba yHudUKamm
TeKcTa: Tpadaper, aHkera, Tabmuia. TpeboBanusi k Tpadapery. TpeOoBaHus K aHKeTe.
TpeboBanus k Tabnuue. @opmanuzanus uHbopMauu B cucteMe ynpasieHus. CTanaapTu3anus
JIOKYMEHTA.

TEMA 5: Oprasum3anuoHHasi Trpynmna [JOKyMeHTOB. PacnopsiaurenbHas rpynna
AOKYMeHTOB. CripaBoOYHO-HH(OPMALMOHHAS IPYNIIA JOKYMEHTOB.

Cucrema opraHu3alliOHHO-IIPaBOBOM JoKyMeHTanuu. HazHadeHne M cocTaB OpraHu3allMOHHO-
npaBoBoi JokyMmeHTanuu. CocraBieHHe U OQOPMIICHHE OTAEIbHBIX BHUJOB OpraHU3allMOHHO-
IIPABOBBIX JOKYMEHTOB. CHCTEMa paclopsAUTeNbHONW AOKymMeHTanuuu. HazHaueHuwe um cocraB
pacnopsauTeNbHON JOKyMeHTauuu. [Ipouenypsl M3naHus paclopsAUTENbHBIX JOKYMEHTOB Ha
IpUHLMIAX eanHOHaudanus. [Ipouenypsl U3aaHus pacHOPSAUTEIBHBIX JOKYMEHTOB B YCIOBHAX
KoyternanpHocTd.  OdopmileHue paclnopsIuTeNbHbIX JOKYMEHTOB. CHcCTeMa CHpaBOYHO-
UHPOPMALIMOHHON JOKyMeHTauud. Ha3zHadueHMe M COCTaB CIPaBOYHO-MH(POPMALMOHHOM
nokymeHTtanuu. CocTtaBieHre U 0hOpMIIEHNE CIPABOYHO-UH()OPMALIMOHHBIX TOKYMEHTOB.



TEMA 6: IlpaBuna ogopmjieHusi 10KyMeHTOB. PekBu3uTHbIi coctaB gokymenta. 'OCT
6.30-2003.

[Tonstue «pexkBu3uT». CoOCTaB PEKBU3UTOB JOKYMEHTOB. biaHk gokymeHTa. Dopmyssp
nokymenTa. [IpaBuna opopmileHUs] peKBU3UTOB JOKYMEHTOB: TOCyIapCTBEHHBIN repd P, repod
cyobekta P®, »smOnema opraHuzanuu, KOIbI OpraHM3aldd, Koa (OpPMBI JOKYMEHTA,
HauMeHoBaHue opranuzanuu, MTHH, cipaBounblie qanHbIe 00 OpraHU3aIii, HAMMEHOBAHHE BH/IA
JIOKYMEHTa, J1aTa U HOMEep JIOKYMEHTa, CChIIKA Ha JaTy U HOMEp TIOKyMEHTa, MECTO COCTaBIICHUS
WM W3JaHUs JOKyMEHTa, Tpu( OrpaHWYeHHs] JOCTyla K JOKYMEHTy, ajapecaT, Tpud
YTBEPXKACHUS JOKYMEHTa, PE30J]IOIUs, 3arojloBOK K TEKCTy, OTMETKa O KOHTpOJIe, TEKCT
JOKYMEHTa, OTMETKa O HAIWYUH NPUIIOKEHUH, TMOANUCh, TPU( COTITACOBAHUS, BH3BI
COIJIacoBaHus, MeyaTh, OTMETKAa O 3aBEPEHUM KOMUHU, OTMETKa 00 HCIOJHUTENE, OTMETKa O
HANPaBIIEHUU JIOKYMEHTa B JEN0, OTMETKa O IMOCTYIUICHMH JOKYMEHTa B OpraHU3alluio,
3IEKTPOHHBIN UACHTU(DUKATOD.

TEMA 7: Opranusanus cayxos1 J1OY

Cnyx0a IOKyMEHTalMOHHOTO oOOecreueHusl ympamieHuss B opraHumszauuu. Llenp cozmanus
cyx0ber JIOY. 3amaunm cimyx6s1 JJOY. ®@yakmum cioyx6sr  JJOY. Tuner cayx6 OV B
pa3IUYHBIX OpraHM3alusaxX. Pacuer koinyecTBa CiayXallux U COTPYIHUKOB ¢ kateropueid MOII
B ciyx0e JIOY niist pa3nuyHbIX KaTerOpHil OpraHu3alni.

TEMA 8: TexHo/10ruu perucTpanuu 10KyMeHTOB

Henu m 3amaum co3gaHus KaHUEISAPUM B OpraHu3aluu. J[enonpou3BOJCTBEHHbIE OMEpALNH,
npou3BoguMble B KaHuenspuu. IlepBuuynas oOpaGorka pgokymeHTa. Peructpauus wu
UHJEeKcUpoBaHHe aokymeHTa. IloBropnas oOpabGorka mokymenrta. CrpaBouHas paboTa 1O
JOKyMeHTaM. Tekyllee XpaHeHHE JIOKYyMEHTOB. PexxuM paboThl KaHIENSIpUU Ha MpUMEpe
JMaHHOTO TojapasaencHus Bonrorpaackoi obmactHoi aamuuHucTpanuu. Crnemnuduka o0padoTku
MPaBUTEIBCTBEHHON U CPOUYHOU KOPPECTOHACHIINH.

Henu peructpanuu JOKyMEHTOB B opraHu3anuu. COCTaBISIOMIME MPOIEAYPHl PErHUCTPALIMH.
[Toctpoenune UIIC no nokymentam. Tpu tuna UIIC. Kputepuu Beibopa ontumansHoi UIIC mo
JIOKYMEHTaM B OpraHu3aluu.

TEMA 9: TexH0/JI0THH KOHTPOJISI HCIIOJTHEHHUS JOKYMEHTOB

CocraBnsiioliie  KOHTPOJISI UCIOJIHEHUs JoKyMmMeHTa. CucreMa KOHTPOJISI HCIOJIHEHUS
AOKYMCHTA. KOHTpOJII: CPOKOB HCIIOJTHCHUSA HOKYMCHTA. KOHTpOJII: KadyeCTBa MCIIOJIHCHHUA
nokymeHTa. KoHTtponpHas rpynma kak 4acth ciayx0bl JIOY. OyHKIIMU KOHTPOIBHOW TPYIIIIHI.
Opranuzanus paboThl KOHTPOJIBHOM TPYIIBI HA IPUMEpEe PadOThI JAHHOTO MOIPa3/IeICHHUS.

TEMA 10: Opranm3anus ciayx00ii JJOY Tekymero xpanenusi 1okymeHToB. [locTpoeHue
HOMEHKJIATYPBI AeJI.

CucteMHOe XpaHEHHE [OKYMEHTOB - 00s3aTelbHOE TpeOOBaHUE paIlMOHAIBHOW paldoThI ¢
JOKYMEHTaMU B opraHu3auuu. Jleno - mNepBUYHBIN JTOKYMEHTHBIM KoMmiuiekc. [lpu3Haku
3aBeieHus Jenl. TexHoyorus Co3JaHus HOMEHKJIATyphl 1€l B opraHu3auuu. HoMeHknaTypsl
TUINIOBBIE, TIPUMEPHBIE U KOHKpeTHble. BBenenne HoMmeHknatypel nen. Crpykrypa
HOMEHKJATypel nen. HomeHkmaTypa nen - JOKYMEHT, OO0eCHeuMBAIOUIMHA parMOHAIbHBINA
JOKYMEHTOO0OpOT.  ApXHMBHOE XpaHEHHE JOKyMEHTOB. MHpopmannoHHBIE  IMOTOKH,
UH(OPMAaLIMOHHbIE MACCUBBI. 3aKOHBI HAKOIJICHU HH(popMaIiy B odiecTBe. 3akoH Mardes 1o
OTHONICHUIO K HaKOMJIeHUI0 nH(popmanuu B couuyme. DoHA - cucTeMaTu3upoOBaHHBIM MacCHUB.
Tumnb! nHGOPMAITMOHHBIX MAaCCUBOB: apXHB, My3eil, Onbimoreka. FIx cXo/CcTBa U pa3Iuyusl.
BenomcTBeHHBIN apXWB B OpraHu3anuu - WHGoOpManuoHHbIH (oHA. OpraHuzamus apxuBa B
yupexkaeHuu. TexXHOJIOrus CucaHusl OTpabOTaHHBIX JOKYMEHTOB Ha apXMBHOE XpaHEHHE WIIH
Ha YHHMYTOXKEHHE. DKCIEepTH3a IEHHOCTU JOoKyMeHTa. Hekoropble 0COOEHHOCTH apXHMBHOIO
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XpaHeHHUs JOKyMeHTOB. CrpaBoyHO-MH(OpPMAaLMOHHAs paboTa apxuBa. ApXHBHas CIIPaBKa,
apxuBHas Konus U T.11. KyabTypHO-IIpocBeTHTEIbCKAs paboTa apXHBa.

Ha camocrostensuayo pabotry cryaeHtoB 1o guctumiuHe bl1.b.21 «JlokymeHTammonHoe
o0ecrieyeHre M JIEIONPOM3BOJCTBO B TOCYAAPCTBEHHOM M MYHUIIUMAIHLHOM YIIPaBICHUU»
BBIHOCATCS CJIETYIOIINE TEMBI:

Ne Tema Bomnpocsl, BbiHocuMble Ha CPC Ounas 3aounas
n/n popma dopma
1 2 3 4 5
Victopust pasBuTHS Pa3Butre coBpeMeHHBIX TCXHO{IOFI/II‘/'I paboTel C o o
JMIOKYMEHTaMH B TOCJEBOCHHBIN mepuog 20-ro
Tema 1 | memompou3BOACTBA B
Beka. TeHICHIMU Pa3BUTHS IIEIONPOU3BOJICTBA B
Poccum (15 — 21 Beka). 21 Bexe.
0] 0]
TpoGemsi pocTa OOBEKTUBHBIC TPUYHUHBI POCTA IOKYMEHTOO000pOTa
Tema 2 CyObeKTHBHBIE IIPUYHHBL pocta
JIOKYMEHTO00O0pOTA. JIOKYMEHT00GOPOTa
Cnoco0sl 0 19)
BBeznenue u pacrnpocTpaHeHHe O0€3[0KYMEHTHBIX
Tema 3 | paunoHanu3aluu
(hopM 1eT0OBOTO OOIICHUSI.
JIEJIONPOU3BOJICTBA.
Irc10y. YCOP.. VYanduramus TekcTa AOKyMeHTa. Tpu crmocoba 0 0]
Yuaudukanus, yHAHUKALUK TEKCTa: TpadapeT, aHKeTa, Ta0JIuIa.
Tema4 | dopmanmzanms,
CTaHAAPTU3ALNS
JIOKyMEHTa
OpranuzanuoHHast OdopmiieHHEe PACIOPSAUTEIBHBIX JTOKYMCHTOB. 0] 0]
Ipymna J0KyMEHTOB. Cucrema CIPaBOYHO-UH(POPMAITHOHHON
PacnopsinutenbHas AOKYMCHTALIHH.
Tema 5 | rpymnma JOKYMEHTOB.
CrpaBouHO-
nH(popMaITnoHHAS
rpynma JOKyMEHTOB.
[IpaBuna odopmnenus CocTaB  pEKBU3MTOB  [JOKYMCHTOB.  bmaHk o 0]
JTOKYMEHTOB. AOKYyMCHTA.
Tema 6 | PeKBU3UTHBIN COCTaB
nokymenTa. [OCT 6.30-
2003.
T 7 OpraHu3arus Ciryx0b1 Tunst cnyx6 JIOY B pa3audHbBIX OpraHU3aIHIX. O 0]
ema OV,
TexHonoruu Pexum pa®oThI KaHIEISIPUN HA TPUMEpPE JaHHOTO 0] 0]
Tema 8 | perucrpanuu HoJApa3ciIeHus Bomnrorpazckoit oGnacTHOU
JIOKYMCHTOB. aJIMUHUCTPAIIHY.
TexHoMOTHHA KOHTPOJIS KonTponpHas rpynma kak dacte ciyx0er JIOVY. (0] 10)
TemMa 9 | MCIIOJIHEHUS DyYHKIMU KOHTPOJIBHOU IPYIIIBL.
JIOKYMEHTOB
Opraam3arus Ciryx00u CnpaBouno-uHpopmanmonHass pabota apxuBa. [0) O,T
Hoy TEKYILETro ApXI/IBHaH CIpaBKa, apXuWBHasg KOIHMA M T.II.
XPAHCHHUS JJOKYMEHTOB. KynbpTypHO-TIpoCcBeTUTEIbCKAs paboTa apXuBa.
IToctpoenue
Tema 10 | HOMEHKIATYPBI JE.

ApxuBHOE XpaHEeHHE
JIOKYMEHTOB.
Opraam3arus Ciry00u
JOY apxuBHOTO
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| XpaHCHHUSA JOKYMCHTOB.
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4. MaTtepuaJjibl TeKyILIero KOHTPOJIsI YCIIeBAeMOCTH 00y4alommXxcsi ¥ (POH/A OLeHOYHBIX
CpelacTB MO JUCHHILIHHE

4.1. ®opMbl M MeTOAbI TEKYLIEr0 KOHTPOJISI YCIeBAEMOCTH M NPOMEKYTOYHOM
aTTecTalMu.

4.1.1. B xone peanmmzanuu qucuurinHel b1.5.21 «J/lokymMeHTanmoHHOE o0ecrieueHne u
JIEJTOTIPOU3BOJICTBO B TOCYIapCTBEHHOM M MYHUIIMITAJLHOM YIIPABICHUU» HCIOIB3YIOTCS
cnenyromue (GOpMbI B METOABI TEKYIIEro KOHTPOJIS YCIIEBAEMOCTH 00yUJaOIUXCsl:

Ne n/m HaumeHoBaHue TeM (pa3aenoB) Mertoni Texymero KouTpos
ycneBaeMoOCTH
QOuHnas ¢popma
Tena 1 Hcropus pa3suTus aenonponsposctsa B Poccun (15 — 21 YcrHbIH onpoc
BCKa).
VYcrHslit onpoc
Tema2 | IIpobGmemsbl pocTa JOKYMEHTOO0OpOTA.
Tema 3 Crioco0bI panroHAIN3aIH JISIOMPOU3BOJICTBA. YerHblii onpoc
Tema 4 I'CAOY. YCOP/. Yuudukarwys, GopMaar3ariys, VeTHsIi onpoc
CTaHJapTH3aLUsl JOKYMEHTa
OpranuszaiuoHHas rpynna JOKyMEHTOB. VYcrHsli onpoc
Tema5 | PacnopsauTenbHas rpymmna JOKyMeHTOB. ClipaBOYHO-
UHQOpMAIMOHHAS TPYITa JOKYMEHTOB.
Tema 6 IIpaBuna opopmMieHUS TOKYMEHTOB. PEKBH3UTHBIN COCTaB VYernsiii onpoc
nokymeHnTa. ['OCT 6.30-2003.
Tema7 | Opranmszauus cayx6el JOY. VcTHBIH onpoc
Tema 8 TeXHOJIOTHU pEerucTpalyy JOKYMEHTOB. YcrheIi onpoc
Tema 9 TexHOJIOTrHH KOHTPOJISI UCTIOTHEHUS TOKYMEHTOB YcrHbiii onpoc
Opranusanus ciryx06oit JJOY tekymiero xpaHeHus VcTHEI onpoc
Tema 10 | AOKYMCHTOB. ITocTpoeHre HOMEHKIATYPHI 1ed. APXUBHOE
XpaHeHue TokymMeHToB. Opranuzanus ciayxooit JJOY
APXHMBHOTI'O XPAHEHUSI JOKYMEHTOB.

4.1.2. TlpomexyTouyHasi aTTecTalMs MPOBOAMTCS B (OopMe 3aueTa METOJOM YCTHOTO
ompoca Mo NePevHIo MPUMEPHBIX BOMPOCOB H3 11.4.3.

K cnaue sx3ameHa mo JUCHUILTMHE JOMYCKAIOTCS CTYECHTHI, OJYy4YUBIINE HE MeHbIEe 60
OayutoB TpW TeKymeW arrecranud. [Ipm TOATOTOBKE K HSK3aMEHY CTYJIEHT BHHMATEIIBHO
MPOCMATPUBAET BOIMPOCHI, MPEAYCMOTPEHHBIE padoyeil MporpaMMod, U 3HAKOMHUTBCS C
PEKOMEHIOBAHHON OCHOBHOM JtuTepaTypoi. OCHOBOM MJId CAa4M SK3aME€Ha CTYJCHTOM SIBJIIETCS
M3YYEeHHE KOHCIEKTOB O030pHBIX JICKIIUH, MPOCIYIIAaHHBIX B TCUEHUE CEMECTpa, WH(OpMAIIUS,
MOJIyYCHHAs! B PE3YJIbTaTe CAaMOCTOATEIbHON pabOThI, U MPAKTHYECKUE HABBIKK, OCBOCHHBIC TIPU
BBITIOJIHEHUH 33J]aHUI B TEUEHHE CEMECTpa.

[Tpu HEOOXOAMMOCTH MpeTyCMaTPHUBACTCS YBEIIMUEHUE BPEMEHH Ha TIOJATOTOBKY K 3a4ETY,
a TaKXke TMPEeIOCTABISIETCS JOMOJHUTEIbHOE BpeMsl JUIsi TMOATOTOBKM OTBETa Ha 3auére.
[Iponienypa mpoBeneHHs] MPOMEKYTOYHOM aTTECTAMK Il OOYJaroIIuXCs C OTrPaHUYCHHBIMU
BO3MOXKHOCTSIMH ~ 37I0OPOBbSI U OOYYAIOIIMUXCSI HWHBAIHMIOB YCTAaHABIMUBACTCA C Yy4ETOM
WHIUBUIYAIBHBIX TICUXO(U3UYECKUX OCOOCHHOCTEH. [IpomexyTrouHas arrectamuss MOXKET
MPOBOAUTHCS B HECKOJIBKO ITAIOB.

4.2. MatepuaJibl TEKyLIero KOHTPOJISAA YCIIeBAeMOCTH.

Tema 1 UcTopus pa3Butus aejonpousBoactsa B Poccun (15 — 21 Beka).
Temwt pehepamos:
1. TloHatue nenonpous3BOACTBA
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2 Bo3nukHOBEHHE JENONPON3BoicTBa B Poccnu

3 [Ipuka3zHoe JeOIpPOU3BOICTBO

4 CucreMa KOJUIEKCKOTO JISIONPON3BOICTBA

5 Cucrema MuHHCTEpCKOTO AenonpounsBocTBa XIX - Hagana XX BB.

6 Parmonanuzanmst ynpasieHus u aeionpon3soactsa B 1917 - 1941 rr.
7 YrpaieHre 1 AeT0TpOu3BOACTBO B 1945 - 1990-x 1T.

8 CoBpeMeHHBIH 3Tan JeN0NPON3BOICTBA

Tema 2 [IpoGJieMbl pocTa T0KYMEHT0000pOTA.

Bonpocul ona ycmnozo onpoca

1. Ucropus pa3surtus aenonpousBoacTsa B Poccun.

2. CoBpeMEHHBIE TCHACHIINA Pa3BUTHS TOKYMEHTOO0O0POTA.

3. OOBbEeKTHBHBIC U CyOBEKTUBHBIE PUUUHBI POCTa JOKYMEHTO00O0pOTA.
4. CriocoObl COKpaleHus: JOKyMEHTOO00pOTa B OpraHU3aLny.

Tema 3 Cnioco0bl panoHaIU3aIUN 1€JI0ONMPOU3BOACTBA.

Bonpocul ona ycmnozo onpoca

1. KommonenTsI cuctemsl JJOY, HX B3aUMOCBS3b U B3aMMO3aBHCHUMOCTb.
2. [Tapametpsl sTaonHo Moaemu CJIOY B opranu3amum.

3. O60cHOBaHME 3HAYMMOCTH U HEOOX0AUMOCTH pannonanu3auu JOVY.

Tema 4I'CAOY. YCOP/. Yuuduxamusi, popmMaau3anus, CTAHIAPTU3ALMA TOKYMEHTA
Bonpocul ona ycmnozo onpoca

Copnepxanue noHATUHR “yHHUDUKaus”, ’craHnaptusanms”’, ~Gopmanuzanus’.
YHudukanus Tekcta JOKyMEHTa: aHKeTa, TpadapeT, Tadiua.

Tpadaper kak crmoco6 yHHU(HUKAIIMN TEKCTa JOKYMEHTa

AHKeTa Kak croco0 yHH(HKaUK TEKCTa JOKyMEHTa

Tabnuua kak crnoco0 YHU(QHUKALIUU TEKCTa JOKYMEHTa

PN

Tema S OprannzanoHHasi TPpyNNa A0KYMeHTOB. PacnopsizutTenbHasi rpynina J0KYMEeHTOB.

CrnpaBo4HO-HH(OPMALNMOHHAS TPYNIA JOKYMEHTOB.

2003.

Bonpocwt 0152 ycmnozo onpoca

1. Cucrema opraHu3aiiiOHHON JOKYMECHTAITHH.

2. CucreMa pacopsANTENBHON TOKYMEHTAITUH.

3. Cucrema HH()OPMAIIMOHHO-CIIPABOYHOMN TOKYMEHTAIHH.

Tema 6 IIpaBuna odopmiienns 1okymeHToB. PexkBu3uTHbIii coctaB fokymenta. FOCT 6.30-

Bonpocut 0152 ycmnozo onpoca
1. PexBU3HTHI yHpaBICHUYSCKUX JOKYMEHTOB U MPaBHiIa UX 0(hOpMIICHHS
2. TlpaBuna opopmiieHUs] pEKBH3UTOB 3aT0JIOBOYHOMN YacTH
3. IlpaBmia ohopMIIeHUS PEKBU3UTOB OCHOBHOM YaCTH
4. TlpaBuna opopmiieHHS peKBH3UTOB 0(POPMIISIONIEH YacTh

Tema 7 Opranuzanus cayxonl JOY.
Temwt pechepamos:

®DopMeI U cTpyKTYpa cinyx0s1 JOY

[Monoxenue o ciyxoe JJOY

JomxHoCTHOM cocTaB ciryk061 JJIOY

JOomKHOCTHBIE MHCTPYKINH

@DopMBI U CTpYKTYpa cinyx0s1 JJOY

M

Tema 8 TexHonoruu perucTpanuu 10KyMeHTOB.
Bonpocul ona ycmnozo onpoca

1. B uem 3HaueHUE PETUCTPAIMH JOKYMEHTOB?
2. KaxkoBsl (hOpMEI B IOPSAOK PETUCTPAIIUU TOKYMEHTOB?
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Kakne MoryT OBITH MECTa pETUCTPAINH JOKYMEHTOB?

Heo6xoaumer 11 OpMBI aBTOMATH3AITMH PETUCTPAIINNA JOKYMEHTOB?
Bormpocs o conepkanuto y4eOHOM TEMBI:

Uro Takoe HaeKcalus JOKYMEHTOB?

Kaxk oprann3oBath CIipaBOYHO-HH(POPMAIMOHHYIO padOTy C TOKyMEHTaMu?
Kaxwne ObIBarOT >KypHaIBI PETUCTPAIIMH JOKYMEHTOB?

NN B W

Tema 9 TexHOTOTMH KOHTPOJISI MCTIOJTHEHUS IOKYMEHTOB
Bonpocwt 012 ycmnozo onpoca
1. Kakue noKyMeHTHI HEOOXOUMO KOHTPOIUPOBATH
2. CpoKu UCHOJIHEHUS JOKYMEHTOB
3. O06o006meHue, aHAN3 U UCTIOIL30BaHNUE TAHHBIX 00 UCTIOJHECHUN JOKYMEHTOB B YCIIOBHUSAX
TPaJUIIMOHHON ¥ aBTOMATU3UPOBAHHOW TEXHOJIOTUU 00Pa0OTKH JJOKYMEHTOB.

Tema 10 Opranmsanusa  cayxo6oii  JJOY  Tekymiero XpaHeHHsl JOKYMEHTOB.
ITocTpoeHre HOMEHKJIATYPHI JeJl. APXUBHOE XpaHeHHe TOKyMeHTOB. Opranu3amus cay:xooi J10Y
ApPXMBHOI0 XpaHEHUsI JOKYMEHTOB.

Bonpocut 0152 ycmnozo onpoca
ITonstue ”aeno”. Ilpu3Haky 3aBeeHAS JEI.

TexHoIOTHs CO3IaHUsT HOMEHKJIATYPHI B OpraHU3aI|Hy.

BueapeHnue HOMEHKIATYPHI €.

AHanu3 KOHKPETHOW HOMEHKJIATYPHI I - CAMOCTOSATENbHAs padoTa.
TexHonorus CucaHus JOKYMEHTOB B apXUB. DKCIEPTU3a IIEHHOCTH JOKYMECHTOB.
OcobenHocTH 0(hOPMIICHHS APXUBHOTO JIEIIa.

OYHKINY apXUBa B OPraHU3AIIH.

Ocob6enHocTr paboTHI ¢ apXUBHOHM MHGOPMATTHEH

S A U et e

BOI’lpOCbl 011 mecm uposanus:

1. YMenusi: YTBep:KIeHUe JTOKYMEHTOB IPOM3BOANTCS:

a) IIpocTaBjIeHUEeM Ipuda Win U31aHUEM CaMOCTOSTEIBHOIO PACIOPSIAUTENLHOIO aKTa;

0) moxnHMCaHNEeM WU ITPOCTABICHUEM TpH(a, WIH U3TaHHEM CaMOCTOATEIILHOTO PACTIOPSIUTEIEHOTO
aKTa;

B) MPOCTaBJICHHEM Iprda MPH OJTHOBPEMEHHOM H3IaHHU CAMOCTOSITEIBHOTO PACHOPSIIUTEIBHOTO aKTa;
I') IOANIMCAHUEM U NIPOCTaBICHUEM TpHda IpH OJHOBPEMEHHOM H3IaHUH CaMOCTOSATEIILHOTO
pacnopsANTENbHOIO aKTa;

2. 3nanusn:/le10npou3BoACTBO U JOKYMEHTAIMOHHOE 0O0ecrievYeHne ynpaBJieHns:
a) pa3IMYaloTCs 00IACTIMH HCIIOIb30BaHNUS;

0) UICHTUYHBIE TIOHSATHS;

B) pa3JIMYarOTCs BUIAMU ONepaIlnii;

T) pa3iInyaroTcs I10 BHJIAM OpPTraHU3aliii, B KOTOPBIX HCIIOIB3YIOTCS.

3.JlokyMeHT onpeesieTcs Kak:

a) 3HaHusA: HOCUTEh HHPOPMAITUH B CHCTEME YITPABIICHUS;

0) uHpopManuss Ha MaTepHATBFHOM HOCHTENE C PEKBU3UTAMH, TO3BOJIOIIMMH €€
UACHTU(OUIIUPOBATH;

B) Ka4eCTBEHHAs XapaKTEPUCTHKA YIpaBIeHUYECKO nH(pOpMaIny;

r) CBEACHHMS, HOATBEp K Aarone GakT 00bEKTUBHOM NEHCTBUTEILHOCTH.

4. 3nanus:YuH cekperapsi, apxuBapuyca, CTpyKTypa KaHIeJsipusi MOSIBWINCH B MEPHOJ:
a) MIPUKA3HOTO JIEIOMPON3BOJICTBA;

0) KOJUIEKCKOTO JICIONPOU3BOJICTRA;

B) MUHHCTEPCKOTO JICIONPOU3BO/ICTBA.
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5. 3nanus:IIpuka3snoe aeonpousBoacTso B Poccuu
a) 16-18 Beka;

6)15 —16 Beka;

B) 15 —17 Beka;

r)19-20 Beka.

6. 3nanun:Kosuexckoe nesonpousBoacrso B Poccun
a) 19 Bek;
0) 18 Bek;
B) 17 Bek;
r) 16 Bek.

7. Ymenusi: OTMeHa JOKYMEHTA:

a) pacmpocTpaHseTcst Ha OyIyIIne MOCIIeACTBUS JOKYMEHTa;

0) pacnpocTpaHsieTcs Ha y>K€ HaCTYIMBIINE OCIEICTBUS JOKYMEHTA;

B) pacnpocTpaHsercs: Ha OyIylye U y>Ke HaCTYIUBIINE ITOCISICTBHS JOKYMEHTa;
T) pacpocTpaHseTcs Ha MOTEHIHAIbHbBIE TOCIEICTBHU JOKYMEHTA;

8. 3nanus: CBUTKOBOE CTOJI0L0BOE 1€JI0NPON3BOACTBO c(HOPMHUPOBAIOCH B IEPUOI:
a) MPUKA3HOTO JICJIOMPOM3BO/ICTBA;

0) KOJUIEKCKOTO JICIONPOU3BOJICTRA;

B) MUHHCTEPCKOTO JICIIONIPON3BOJICTBA;

T)UCTIOHUTEILHOTO ICIONPOU3BOICTRA.

9. YMmenusi: [JoKkyMeHT0000POT onpee/sieTcs Kak:

a) COBOKYIHOCTb B3aMMOYBS3aHHBIX MPOLEyp, 00ECTIeYNBaIOLINX IBHKEHUE JOKYMEHTOB B
YUpEXKICHUH;

0) LUPKYJISALUA TOKYMEHTOB OpraHU3alUY;

B) IOKYMEHTBI OpraHU3aliy, HaXOASIIUeCS B JBUKECHNN;

T') JOKyMEHTOOOMEH OpTaHU3alKy ¢ BHEIIHEH HHPOPMAIMOHHOH cpeol, 00ecTrieYBaloONIii ee
3 dexTrBHOE HYHKIIMOHUPOBAHUE.

10. 3nanus: TenaeHIMH PoCcTa JOKYMEHTO000POTA SIBJISIOTCS:
a) IO3UTHBHBIM SIBJICHHEM COBPEMCHHOCTH;

0) HEraTHBHBIM SBJICHHEM COBPEMEHHOCTH;

B) HETaTUBHBIM SIBIICHHEM Pa3BUTHS LIUBUIM3ALINY;

T') TO3UTUBHBIM SIBICHUEM Pa3BUTHS LUBHIM3ALINH .

11.0cHOBHBIE NPUYHHBI POCTA TOKYMEHTO000POTA ABJISIOTCH:
a) parMoOHAIBHEIC, UPPAITUOHATBHEI,

0) peryiupyemMsbie, Heperyaupyemble;

B) 0OBEKTHBHBIMH U CyOHEKTHBHBIMH,

T') HETaTUBHEIC, TO3UTHBHEIC.

12. 3HaHusa: O0beKTUBHbIE IPUYMHBI POCTA TOKYMEHT0000pOTA
a) GOpMHPYIOTCS O BOJIC U JKETAHHIO JIFOICH;

0) (hOpMUPYIOTCS IOMUMO BOJIU H KEJIAHUS JIIOJICH;

B) (hOpMUPYIOTCS TI0 BOJIE TOCCTPYKTYD;

r) (hOPMHUPYIOTCS TIO BOJIC TOCCTPYKTYP U YKETAHUFO JTFOJICH.

13. 3nanusn: Cy0beKTHBHbIE IPUYMHBI POCTA TOKYMEHT0000pOTA
a) GopmupyroTcs 6marogaps aTMAHACTPATHBHBIM JCHCTBUSM JTIOZCH;
0) dhopMuUpPYIOTCS 1O BoJie CYOEKTOB TOCYAapCTRa,;

B) (QOPMUPYIOTCS IO BOJIE CYOBEKTOB yIPaBJICHUS;

r) GOPMHUPYIOTCS IO BOJIC M YKEIAHUIO JTFOICH.
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14. YMenusi: Cioco60M paniuoHAIN3ANUU JOKYMEHT0000P0TA MOKHO HA3BATh
a) METOJI IIPABJICHHUS IO OTKIOHEHHUSIM;

0) KOJIMYECTBEHHBIN aHAIH3 JOKYMEHTO000POTa;

B) CUTYaTHBHBIN aHATN3 JOKYMEHTO000pOTa;

I') KaYeCTBEHHBIN aHAIN3 JOKYMEHTO000pOoTa.

15. Ymenusi: OnTuMu3anus 10KyMEHTO000pOTa B OPraHu3aliy NpU3BaHa
a) 3aMeJINTh U COKPATUTh JOKYMEHTOO00POT;

0) COKpaTHUTh JOKYMEHTOO00O0POT;

B) YCKOPHTB JIOKYMEHTOO0OPOT;

T') COKPaTUTh U YCKOPUTH JJOKYMEHTOOOOPOT.

16. Ymenusi: MeToa npeaIBapuTeJI-HOT0 PACCMOTPEHHA JOKYMEHTOB MPUMEHSIETCH B OTHOIIIEHUH
a) BXOJIAIIET0 JOKYMEHTOIOTOKA;

0) BHYTPEHHETO JOKYMCHTOIIOTOKA;

B) UCXOIAIIETO JOKYMEHTOIIOTOKA;

T) M000r0 JOKYMEHTOTIOTOKA.

17. YMeHusi: MeTox ynpasJjieHUsI 0 OTKJIOHEHUSIM
a) BXOJAIIETO IOKYMEHTOIIOTOKA;

0) BHYTPEHHETO JOKYMEHTOITOTOKA;

B) UCXOIAIIETO JOKYMEHTOIOTOKA;

T) M000r0 JOKYMEHTOTIOTOKA.

18. YMenus: Pa6ora ¢ koHpuaeHIIHAILHOI HH(OPMAaIUeii BKJIIOYAET B ceOsi:

a) TeXHu4eckue acnekTrl odecreueHus KU,

0) TEeXHUYECKUE U HOPMATHBHO-TIPABOBBIE acTeKThl o0ecrieueHus KU;

B) OpTaHU3alMOHHEIC acnieKThl obecnieueHus KU;

T') TEXHUYECKHE, OPTaHN3AIMOHHBIC 1 HOPMAaTUBHO-TIPABOBEIE aceKThl ooecnieuenus K.

19. 3nanusi: ABTOMATU3MPOBAHHBII I0KYMEHTO000POT NPH3BAH HA COBPEMEHHOM JTare:

a) TIOJTHOCTHIO 3aMEHUTH OyYMa’KHEIH;

0) mpomyOMpoBaTh OyMaKHBIH;

B) pa3AenuTh C OyMaKHBIM TOKYMEHTOIIOTOKH (BXOSIIUE, UCXOIINE, BHYTPEHHHE)

T') pa3leNIUTh ¢ OyMaXKHBIM HHPOPMAITUOHHBIE TOTOKH (4aCTh JOKYMEHTOB - JICKTPOHHBIE, YaCTh -
OyMa’KHEIE)

20. Ymenus: OnruMu3anus J0KyMEHT0000p0Ta B OPraHN3allH, B IEPBYI0 0Yepeb, IBJISAETCH
dyHkumeii:

a) pYKOBOAUTEIIS OpTaHU3AlINH;

0) cnyx0b1 10V

B) BCEX COTPYJHHUKOB OpTaHH3aIlHH;

T') PYKOBOJMUTENEH CTPYKTYPHBIX MO/Ipa3/ieICHU.

21. 3uanus : Cayxoa J10OY, B ugease, noqunHsAeTCs:
a) HafpsAMYIO PyKOBOJIUTEIIO;

0) 3aMECTUTEITI0 PYKOBOIUTEIIS;

B) HAYAIBHHUKY OT/EJIa KaJpOB;

T') HA9aJIbHUKY IOPUINIECKON CITYKOBI.

22. 3nanus: Y COP/l saasierca:

a) yIpaBJIE€HUEM CUCTEMOM OpraHU3allMOHHOMN JesTEIbHOCTH;

0) YCOBEPIIIEHCTBOBAHUEM OPTaHU3AIMOHHON JIEATEILHOCTH;

B) YHU(DUIIUPOBAHHON CHCTEMOM JOKYMEHTOB;

T') YHUBEPCAIBHON CUCTEMON OPraHU3allMOHHO-PACTIOPSAUTENBHON TOKyMEHTAINH.

23. 3nanns:I’'CJAOY - st0:
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a) TpakKAaHCKas CUCTeMa JJOKYMEHTAIIMOHHOTO 00ecTieueH s YIIPaBICHUS;

0) reHepasibHas CHCTEMa JOKyMEHTAIMOHHOTO 00ECIIeYeHNs yIIPaBICHNUS;

B) TOCYJapCTBEHHAs CUCTEMA JJOKYMEHTAIIMOHHOTO 00ECTICUCHUS YIIPABICHUS;

T') TOC-MYHUIUTAFHAS CHCTEMA JIOKYMEHTAIITMOHHOTO 00ECIIEYCHHUS YITPABIICHUSI.

24. Ymenusi: Tpu crioco6a yHupHKaIUH TEKCTA TOKYMEHTA:
a) Tpadapert, aHKeTa, TabIuna;

0) cxema, rpaduk, Kapra;

B) omieporpaMmma, arp00M hopM, MapIIpyTorpaMma;

r) TpadapeT, aHKeTa, Tabauna, rpaduk.

25. YMmenus: TexkeT aHKeThI CeNMAJMCTHI HA3BIBAIOT:
a) HeCBSA3aHHBIM;

0) pa3opBaHHBIM;

B) ACHHTAKCUUECKUM;

T') COKpaIIEHHBIM.

26. 3nanus:Opranu3aluOHHO-PACIOPAANTEIbHASA IPYNNA JOKYMEHTOB:
a) CYIIECTBYET B KaXXJI0M OpraHU3alINu;

0) CyIlleCTBYeT B OpraHax BIacTU U YIPaBICHUS;

B) CYIIIECTBYET B TOCYIaPCTBEHHBIX YUPEKICHUSAX;

T) CYIIECTBYET B TOCYJapCTBEHHBIX U MYHUITUTIAIIBHBIX YIPEKICHUAK.

27. 3nanusi: PekBU3NTOM HA3bIBAETCS:

a) 3JICMEHT JIOKYMCHTA;

0) nHGOPMAITMOHHBINA JIEMEHT JOKYMCHTA;

B) HOCHUTEIb HH(OPMATIHH;

T') BCIIOMOTaTelIbHOE CPEJCTBO O(hOpPMIICHHE TOKYMEHTA.

28. 3nanusi:Hocureasamu nadopManum aBIsirOTC:

a) Oymara, IiacTuK;

0) Oymara, TJIACTHK, BHJICO, Ay/IHO - JICHTHI;

B) JTI000H MaTepHAIbHBIN 00BEKT, HA KOTOPOM HaHeceHa HH(OpMAITH;
I') MaHupyc, MepraMeHT, Oymara, TIacTuK.

29, Benymasi 3a1a4a KaHIeJsIPUM:

a) OPraHu30BaTh U MOJJICPKUBATH JJOKYMEHTOOOOPOT B OPTaHU3AINH 110 SIMHBIM PABUIIAM;
0) mpoBepATH PaboTy C TOKYMEHTaMH B OpraHHU3allMK U HAKA3bIBATh 32 HAPYIICHUS;

B) pEKOMEH/IOBaTh PYKOBOMUTEIIO CIIOCOOBI OPraHU3aINU JJOKYMEHTO000pOTa;

') MaIIUHOIICHBIC ¥ SKCTICTUIIMOHHBIC OTIEPAIIH C JOKYMCHTaMH.

30. Ymenus: TexHOTOTHS PerncTPauu J0KYMEHTOB ObIBAIOT:
a) IEHTPaJIU30BaHHbIE;

0) MEeHTpaNM30BaHHBIC U JACTICHTPATN30BaHHEIC;

B) JCLCHTPAIN30BAHHEIC;

T') IICHTPAIN30BaHHBIC, JCIICHTPATN30BaHHEIC, CMEIIIAHHBIC.

31. Ymenus: TexHoJ0rusi KOHTPOJISA HCIIOJTHEHHUSI TOKYMEHTOB NPeAINoJiaraer:
a) KOHTPOJIb KauecTBa UCIIOJHEHMS;

0) KOHTPOJIb KAYECTBA U CPOKOB HCIIOJHEHNUS;

B) KOHTPOJIb CO3JJaHMsI U OTIIPaBKU JOKYMEHTA ajipecary;

T') KOHTPOJIb Pa3pelIeHNus BOIPOCOB, OTPAKEHHBIX B TJOKYMEHTE.

32. Ymenus: Onpenenenne MOHSITHS «1€J10»:

a) Mmarka ¢ JIOKyMeHTaMu;

0) TOKYMEHTBI, OTHOCSIIIHECS K OJTHOM mpoliiemMe;

B) TIEPBUYHBIN JOKYMEHTHBIN KOMIUIEKC, CTPYIIITAPOBAHHBIN 110 KAKOMY-JTHOO MTPU3HAKY;

T') IEPBUYHBINA JOKYMEHTHBIN KOMITJICKC, CTPYIITUPOBAHHBIN MO HICHTHYHBIM PEKBU3UTAM JOKYMEHTA.
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33. Ymenusi: Homenknartypa gei:

a) TOKyMEHT, B KOTOPOM IIEPEUUCIICHBI TJIABHBIC JIe]Ia OPraHu3alliy;

0) JOKYMEHT, B KOTOPOM TEPEUHCIICHBI BCE JIeJia OPraHu3alluy;

B) TIPUMEPHBII CITUCOK J1eJT, HEOOXOANMBIX K 3aBE/IEHUIO B OPTraHU3allNY;
T') TOKYMEHTHI, OTHOCSIITHECS K OMHOU TIpodieMe.

34. YMeHusi: ApXuBHOe XpaHeHHe JOKYMEHTOB He00X0IUMO:
a) ISl IOBTOPHOT'O MCTIOIB30BAaHMUS JOKYMEHTOB;

0) JUI OTYETHOCTH TI€PE]T BHIMIECTOSAIIMMH OPTaHU3AIUIMU;

B) Ha CJIyYail mponaku JOKyMEHTa B OpraHu3allii;

T') Ha CiIy4yaid ynpa3JIHEeHUs] OpraHU3alluHu.

35. 3uanus: SA3bIK TOKYMEHTOB OTJIMYAET:

a) o0pa3HOCTh M pa3HOOOpa3ne SI3BIKOBBIX CPEIICTB;

0) TOYHOCTD M CY)KEHHE IMaa30Ha I36IKOBBIX CPEICTB;
B) HCIOJIB30BaHUE MPOPECCHOHAIN3MOB;

T') ACTIONB30BaHNE TUAIEKTU3MOB.

36. Hapbiku: Kakas ¢pa3a HeymecTHa B JOKYMeHTE H HYKIa€TCH B PeJaKTHPOBAHUM:
a) «IPOCUM YCKOPHUTH PEIICHUE BOMPOCA...»;

0) «3a HEOOOCHOBAHHBIH MPOTYIL...»;

B) «IIpeJicTaBbTe Balu npeanoxeHus B yka3aHHbIE CPOKH...»;

T') «KOHTPOJIb UCIIOJIHEHUS BO3JIaraeTcs. ..»

37. HaBpiku: Opranu3anuoHHasi Tpymnna J0KyMeHTOB.
a) yCTaB, MOJIOKEHUE, MTPABIIIA, HHCTPYKIIUS;

0) ycTaB, IOJIOKEHHE, TUTaH, HHCTPYKIIUS;

B) yCTaB, OTYET, ITPaBMIIA, HMHCTPYKIIHS;

T) YCTaB, MOJIOKEHUE, MTPABUIIA, UHCTPYKITUS, PETIIAMCHT.

38. HaBbiku: PacnopsiauTenbHasi rpynna J0KyMeHTOB.

a) MOCTaHOBJICHUE, PACTIOPSHKEHUE, PEIICHHE, TPUKA3, YKa3aHuE,

0) yka3, MOCTaHOBIICHHE, PACTIOPSIKCHIUE, TPUKA3, YKa3aHUEC

B) yKa3, IOCTaHOBJICHUE, PACTIOPSDKEHHE, pellieHIe, TIPHUKa3, YKa3aHHe
T') yKa3, MOCTAHOBJICHHE, PACIIOPSHKCHHUE, PEIICHUE, TIPUKa3.

39. HaBbikn: CnipaBoYHO-UH(OPMANMOHHAS I'PYNNA J0KYMEHTOB.
a) JOKJIaJ{Hasl 3aIluCKa, aKT, IPOTOKOJ,;

0) moroBop, ciry>xeOHast 3aMiCKa, HHCTPYKIUS;

B) CIIpaBKa, yKa3aHUeE, 3asBICHHUE;

I) TelerpaMma, TeneoHorpaMma, yka3aHue.

40. Hapbiku: [IpaBuia ogopmienus pekBu3uToB, orpaxennbie B OCT P 6.30 -2003.
a) HOCAT 00sI13aTeIBHBIA XapaKTep;

0) HOCAT PEKOMECHIATEILHBIA XapaKTep;

B) HOCST AUPEKTUBHBIN XapakKTep;

T') HOCSAT PEKOMEHIATeIbHO-00513aTENIbHBIN XapaKTep;

41. HaBpiku: Opranusanus ciay:x60ii JJOY Texyiiero xpaHeHust J0KyMeHTOB.
a) OHO OCYILECTBIISETCS B OTHOILIEHUH MCIIOJIHEHHBIX TOKYMEHTOB

0) OHO OCYILECTBIISIETCS B OTHOILIEHUH HEUCIIOIHEHHBIX JOKYMEHTOB

B) OHO OCYIIECTBIISIETCS] B OTHOILLIEHUH JOKYMEHTOB Ha KOHTpOJIE

T') OHO OCYILECTBIISETCA B OTHOILIEHUH MPOCPOUEHHBIX JOKYMEHTOB

42. HaBbiku: [Ipuka3 - 0CHOBHO# pacnopsiiuTe/IbHbII JOKYMEHT B OPraHU3alUM. BUIbI MPUKA30B:
a) Mo JIMYHOMY COCTaBY, OTICPATUBHON IeATECIHHOCTH;
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0) IO TMYHOMY COCTaBY, XO3SHCTBEHHOM NEITEILHOCTH;
B) KaJJpOBbI€, 110 TEKYILEH EATEIIbHOCTH;
T) [0 JINYHOMY COCTaBy, OOIIEH NesSTeITLHOCTH;

43. HaBbiku: TeKkcT aKTa COCTOMUT H3:

a) 000CHOBBIBAIOIICH, KOHCTATUPYIOMICH, PEKOMEHIYIOMIEH YacTH;
0) BBOJHOH, (PAKTHUECKOM, pEKOMEHAYIOIICH YacTu;

B) BBOJIHOM, KOHCTaTUPYIOLIEH, UTOIOBOM YacTH;

T') BBOJIHOM, KOHCTATUPYIOIIECH, peKOMEHYIOIEN YacTH;

44. HaBpbiku: JlokJaaHas U CIy:KeOHAS 3aMIMCKU:

a) B 3HAYUTEIBHON CTETIEHH UICHTUYHBI 110 0()OPMIICHHUIO U COJICPIKAHHIO;
0) IpOTHUBOMOCTABIECHBI IO OHOPMIICHHIO U COACPIKAHMIO;

B) 10 0(OPMIICHHIO COBIAJIAIOT, IO COAEPKAHUIO MPOTHBOIOCTABIICHEI;

T') HICHTHYHBI 10 COICPKAHUIO, PA3INYAIOTCs 110 0hOpMIICHNIO;

45. HaBbiku: TpeGoBanusi K 0)OpMIIeHUIO 00BICHUTEIbHOI 3aIMCKH:
a) COCTaBJIETCs OT IIEPBOTO JIULA

0) cocTaBisieTcs OT TPETHErO JIULA;

B) COCTaBIISIETCS OT TPYTIIBI JIHII;

T') COCTaBIIAETCS OT HAPYILIUTENS TUCIUIINHBL.

46. Happiku: TpedoBanusi K 0opMJIEHHIO MOCTAHOBJICHHS.

a) COIEPXKHUT KOHCTATHPYIOUIYIO U PaCcTIOPSITUTEIbHYIO YaCTH;

0) conepkuT 000CHOBBIBAIOIIYIO, KOHCTATHUPYIOIIYIO ¥ PACHOPAIUTENBHYIO YaCTH;
B) COZEPKUT Pa3bACHUTEIBHYIO, KOHCTATUPYIOILYIO U PACIOPAIUTENbHYIO YacTH;
T') COAEP)KUT 0OOCHOBBIBAIOIIYIO, KOHTPOJIHUPYIOIIYIO U PACHOPSITUTEIBHYIO YacTH;

47. HaBbiku: TpedoBanusi kK 0popMiIeHUI0 HHGPOPMALHUOHHO - AHATUTHYECKOH 3aMCKH.
a) HOCUT PEKOMEHAATENbHBIN, HayYHO-UCCIEI0BATEIbCKUMN, TIOSICHIIONINI XapakTep;

0) HOCHUT peKOMEHIaTeIbHBIN, TTOSICHIIONTUH XapaKTep;

B) HOCUT PEKOMEHAATENbHBIMN, UCCIIEI0BATENbCKHUM, MOSACHSIOINI XapaKTep;

T') UCTIONB3YeTCS JUIA Tiepeadn Heo0X0auMOoM HH(OPMAITUK B LIESIX Pa3pelICHUs TIPOOIEMBI.

48. HaBbiku: TpedoBanusi k 0opMIeHHIO POTOKOIA:

a) YaCTH TEKCTa: BBOIHAS(CITYIIIAIN - BEICTYITWIA-PEITNIIN), OCHOBHAS ;

0) yacTH TEKCTa: MMOBECTKA JTHS, OCHOBHAS (CITYIIATH-BBICTYIIN-PEIIHIIN);
B) 4aCTH TEKCTA: BBOJIHAS, TOBECTKA JIHS, CBEJICHUS O MPHCYTCTBYIOIIHX
T') YaCTH TEKCTA: BBOJ(HAS, OCHOBHAS (CIYIIAIU-BBICTYTAIH-PEIIUIIN).

49. HaBpiku: TpedoBanusi kK 0popMJIEHHIO 10TOBOPA:

a) 00s13aTeNbHOE KOJIMYECTBO YHACTHUKOB CTOPOH — JIBa;

0) 00s13aTeTbHOE KOJIIMYECTBO IK3EMILISIPOB — JIBA;

B) 00s13aTEIPHOC YKA3aHUE OTCHIJIOK K 3aKoHaM Pd;

r) 00s13aTeNbHOE O(OPMIICHHE PEKBU3UTHOTO MUHIMYMa JIOTOBOPA;

50. HaBpIkn: AHHYJIMpOBaHHeE JOKYMEHTa:
a) pacIpocTpaHseTcs Ha OyayIiye OCHIeACTBUS JOKYMEHTa;
0) pactpocTpaHsieTcs Ha y>K€ HaCTYIHBIINE MOCIEACTBUS TOKYMEHTa;

B) pacmpocTpaHsieTcsi Ha OyIylire U y)ke HaCTYMUBIIUE MOCIEICTBHUS JOKYMEHTa;
I') pacIpOCTpaHsieTCs Ha IOTEHIIMAIbHbIE IIOCJIEACTBUS JOKYMEHTa;

Ixana oneHUBaAHUA
YcrHblid onpoc
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VYpoBeHb 3HAHWN, YMEHHA W HaBBIKOB OOYYaroIIErocss NpU YCTHOM OTBETE BO
BpeMsi TIPOBEACHHS TEKYIIEro KOHTPOJs ompenensercs Oamramu B auanazone 0-100 %.
Kpurepusimu onieHuBaHus Ipy MPOBEIEHUHN YCTHOTO OIIPOCA SIBJISIETCS IEMOHCTPALUS OCHOBHBIX
TEOPETHUYECKUX IMOJO0KEHUW, B pPAMKax OCBAMBAEMOM KOMIETEHIMH, YMEHHE IPUMEHSATH
IIOJIyUEHHBbIE 3HAHMsSI Ha I[IPaKTHKE, OBJAJACHME HaBbIKAMU NPEIBUIACHUS BO3MOXKHBIX
MOCJIEICTBUM  ONPENEICHHBIX KOMMYHHMKAaTHBHBIX JIEWCTBHM, a TaKXkKe OCYLIECTBICHUS
KOHCTPYKTUBHOTO B3aUMOJICMCTBUSL JIOAEH C pa3HbIMU YOEXKIEHUSMH, KYJIbTYPHBIMU
LEHHOCTSIMU U COL[UAIbHBIM ITOJIOKEHHUEM.

IIpyu oneHMBaHMM pPE3YJIbTATOB YCTHOIO OIIPOCAa MCIONB3YETCA Cleayollas IIKaia
OIICHOK:

100% - 90% | [leMOHCTpansi 3HAHUH OCHOBHBIX TEOPETHUYECKHX TMOJIOKEHHH B TIOJIHOM OOBEME.
VYMeHHe NpHMEHATh 3HAHWSA HA TpaKTHKe B HOnHOH Mepe. CBoOoIHOE BiajeHHE
HaBBIKAMH aHAJIM3a M CUCTEMaTH3alliK B BEIOpaHHOH cdepe.

89% -75%  |JlemoHcTpamus OONBIICH dYacTH 3HAHUH OCHOBHBIX TEOPETHUECKHMX TIOJIOKEHUM.
YMeHue TpUMEHSTh 3HAHUS HA MPAKTUKE, JOMycKas NpU ATOM HE3HAUUTEIbHBIC
HETOYHOCTH. BrianeHne OCHOBHBIMH HAaBBIKAMH aHajW3a M CHCTEMAaTH3allud B
BBIOpaHHO cdepe.

74% - 60%  |JleMOHCTpaIUsl TOCTATOYHBIX 3HAHUH OCHOBHBIX TEOPETHUCCKHUX ITOJIOKCHUH. YMeHHe
MPUMEHATH 3HAHHUA Ha TPaKTHKe, JOMYyCKas IpH STOM OINOKH. BiageHne oTaensHpIMA
HaBBIKAMU aHaJIM3a M CUCTEMAaTU3alliu B BBIOpaHHOM cdepe.

menee 60% | [leMOHCTpaIss OTCYTCTBHUS 3HAHWH OCHOBHBIX TEOPETHYECKUX IMONoxkeHui. He ymeer
NPUMEHSTH 3HaHUS Ha MpakTuke. He BnajeeT HaBblkaMM aHalW3a U CUCTEMATHU3aLUU B
BBIOpaHHOM cdepe.

TecTupoBanue
VYpoBeHb 3HAHWN, YMEHHA W HaBBIKOB OOYYaroIIErocss NpU YCTHOM OTBETE BO
BpeMsi TIPOBEACHMS TEKYIIEro KOHTPOJs ompenensercs Oamramu B auanazone 0-100 %.
Kpurepuem oneHuBaHus Ipu NPOBEACHUM TECTUPOBAHUS, SBISETCS KOJIMYECTBO BEPHBIX
OTBETOB, KOTOpBIE Jai CTYAEHT Ha Bompochkl Tecta. [Ipum pacuere KomuuecTBa 0asioB,
MOJYYEHHBIX CTYIEHTOM IO UTOr'aM TeCTUPOBAHHUSI, UCTIOIB3YyeTCs Cieayomas Gpopmya:

b =£><100% ,
0

riae b — komudecTBo 0A/LTOB, OJMYYEHHBIX CTYACHTOM T10 UTOTaM TECTUPOBAHHS,
B — KOJINYECTBO BepHBIX OTBCTOB, JaHHBIX CTyI[eHTOM Ha BOHpOCBI TECTAa,
O — o011ee KOJTUYIECTBO BOIMPOCOB B TECTE.

IIpoBepka pedepara
VYpoBeHb 3HAHMN, YMEHHMH W HaBBIKOB OOydYarollerocss Npu NpoBepke pedepara BO
BpeMsi TIPOBEACHHS TEKYIIEro KOHTPOJs ompenensercs Oamiamu B auanazone 0-100 %.
Kputepusimu oneHuBaHUs TpH TPOBEpPKE pedepaTa sBISETCA JAEMOHCTpAalMs OCHOBHBIX
TEOPETHYECKUX MOJOKEHNUM, B paMKaX OCBaWBa€MON KOMIIETEHIUU.
IIpu oneHMBaHMM pPE3YJIBTATOB YCTHOI'O OIIPOCAa MCIONB3YETCA Cleaylollas IIKaia
OIICHOK:

100% - 90% |Yuammiics NEMOHCTPUPYET COBEPIICHHOE 3HAHWE OCHOBHBIX TEOPETHYECKHX TIOJOXKEHHUH, B
paMKax 0CBaMBaeMO# KOMITETEHIIHH.

89% - 75% Yyamuiicss JeMOHCTPHPYET 3HAHHE OOJBINEH YaCTH OCHOBHBIX TEOPETHUYECKUX TIOJOXKEHHUH, B
paMKax 0CBaMBaeMOi KOMIIETEHIIHH.
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74% - 60%  |Yuamuiics NEMOHCTPUPYET JOCTATOUYHOE 3HAHUE OCHOBHBIX TEOPETUYECKHUX IOJIOKEHHUH, B
paMKax 0CBaMBaeMOMN KOMIIETCHIIUH.

MeHee 60%  |Yyammiics JEMOHCTPHUPYET OTCYTCTBHE 3HAHHS OCHOBHBIX TEOPETHUECKHX MOJOXKCHUH, B
paMKax OCBaMBa€MOHW KOMIETEHITHH.

Marepuaibl TEKyIIEro KOHTPOJIS YCIIeBAEMOCTH MPEIOCTABISAIOTCS B (hopMax,
aIaNTHPOBAHHBIX K KOHKPETHBIM OIPAaHUYEHUSM 37I0POBbS U BOCIPUATHS HHPOPMAIIH
o0yJaronuxcsi:

IS JIUIL C HapyLICHUSIMH 3PEHUS: B ITeYaTHON GopMme yBeTHYeHHBIM mpupToM, B popme
AIIEKTPOHHOTO TOKYMEHTa, B (hopme aynuodaiina, B meyatHoi (hopme Ha si3bike bpaiins.

JUTSL JTUI] C HapYIICHUSIMU CIIyXa: B e4aTtHoil popme, B (hopMe IeKTPOHHOTO T0KYMEHTA.

IUTSL JIAL] C HapYIISHUSIMHA OTIOPHO-IBUTATEIILHOTO allapara: B Ie4aTHON Gopme, B
(dbopMe MEKTPOHHOTO JOKYMEHTa, B popMme ayauodaiina.

[Ipu npoBeneHuu Nporeyphl OLIECHUBAHUS PE3yAbTaTOB 00YUYEeHUS WHBAJIUI0B U JIUILL C
OTpaHUYEHHBIMHU BO3MOXKHOCTSIMU 3/10pPOBbS [IPElyCMaTPUBAETCS UCIIOIb30BaHNE TEXHUUECKUX
CPEICTB, HEOOXOIMMBIX UM B CBSI3U C UX MHAMBUAYAIBHBIMU OCOOCHHOCTSIMHU. DTH CpPEICTBA
MoryT ObITh TipeaoctaBieHsl BUY PAHXul'C wim MoryT HCIonb30BaThCsi COOCTBEHHBIC
TEXHUYECKHUE CPECTBA.

HpI/I HGO6XOI[I/IMOCTI/I HHBaJIWAaM U JinaM C OIrpaHUYC€HHBIMH BO3MOXKHOCTAMU 310POBBA
MPEAOCTAaBIACTCA OJOIMOJHUTCIBHOC BPEMS IJId IOATOTOBKH OTBETA HA BBIITOJIHCHUC SaﬂaHHﬁ.

4.3. OueHovHbIe cpeacTBA 1JI51 MIPOMEKYTOYHOM aTTecTallUu.
4.3.1. IlepevyeHb KOMIIETEHIUI C YKa3aHHEM 3TanoB UX (GOopMUPOBAHMSA B Npolecce
0ocBOeHMsI 00pa3oBaTebHOI nporpamMmmbl. Iloka3aTenn U KpuTEeprUU OLEHUBAHUS
KOMIIETEHIHI ¢ y4eTOM 3Tana ux (popMHPOBAHUSA

Kon
Kon HaumenoBanue HaumenoBanue srana ocBoeHUs
JTama OCBOCHUS
KOMIICTCHIIHU KOMIICTCHIIHU KOMIICTCHIINU
KOMIICTCHIINU
CrocoOHOCTh IPUMEHSATH
OCHOBBI 3aKOHOJIATEIIbCTBA
Cr1ocoOHOCTB MCTIONB30BATh N
OCHOBBHI TIPAaBOBBIX 3HAHHH B Poccutickod denepauns,
YK OC-10 p YK OC-10.1.2.1 PETYIHPYIOIIUX CO3IaHue U
pa3IMYHBIX cepax
OpTaHU3AINIO XPAHCHHS
JIESTETFHOCTH
JTOKYMEHTOB B TOCYIapCTBEHHOM
¥ MYHHIXIAIEHOM YTIPABICHUH
OIIK OC-7.1.1 Crioco6HOCTh IPUMEHATH
CrocoOHOCTh aHATU3UPOBATh U OCHOBHBIC 3aKOHOJIATEIIbHEIC,
MPUMEHSTh HOPMBI HOPMATHUBHO-IIPABOBBIC
KOHCTUTYITHOHHOTO, JTOKYMEHTBI
OIIK OC-7 aJMHHUCTPATUBHOIO U U TOCYapCTBCHHbIE
ci1y’)ke0HOro Tpasa B CTaHJAPTHI, PErIaMEHTHPYIOIIUC
po¢heCCHOHATBHOMN COCTaBJICHUE, OPOPMIICHHE U
JIESITETTFHOCTH OpTaHU3aIUIO PabOTHI
C TOKyMEHTaMHU
Bianenne HaBbIKaMH TTOKCKa, CrocoOHOCTh aHATM3UPOBAThH
aHaJIN3a ¥ UCTIOIb30BaHU COBpPEMEHHOE IPaBOBOE,
OIIK-1 HOPMAaTHBHBIX U TPAaBOBBIX OIIK-1.1.2.1 HOPMAaTHBHOE M METOINICCKOE
JIOKYMEHTOB B CBOEH peryanupoBaHue
poeCCHOHATBHOM JIEITIOTIPONU3BOICTBA
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JACATCIbHOCTU

BJ'IaL[eHI/Ie TCXHOJIOTHAMH,
nmpueMamMu, O6eCHe‘{PIBaIOLHI/IMI/I
OKa3aHUC roCyJapCTBEHHBIX 1

CrocoOHOCTh IPUMEHSATH
[paBIiIa JOKYMEHTHPOBAHISI
IPH OKAa3aHUH TOCYIaPCTBEHHBIX

IK-24 ITK-24.1.1.
MYHHIHUTAIbHBIX YCIYT Y MYHUIMIATbHBIX YCIYT
(U3MYECKUM U IOPUANIECKUM
JHLAM
Brnanenune HaBbikamu cOopa, Crioco6HOCTh (POPMHUPOBATH H
06paboTkn wHGOpPMAIK U HaIPAaBIIATH MEXBEIOMCTBEHHBIX
IK-26 ydacTuss B WHGOpMATH3aLUU MK-26.1.1.1 3aMpocoB B OPTaHEbI

COOTBETCTBYIOLIUX OPraHOB
BJIaCTH U OpFaHI/ISaHI/Iﬁ

ACATCIBbHOCTHU

(opranuzauun)

JTan ocBOoCHUA

Iloka3aTeJib OEHUBAHUA

Kpurepnii onennBanus

KOMIICTCHIIUHA
— Odopmisier JIOKYMEHTBI B | — Odopmiser TOKyMEHTBI B COOTBETCTBHHU
COOTBETCTBHH C  TpeOOBaHWAMH | CO CcTaHAapTaMHu u TpeOOBaHUAMHI
TPAXKIAHCKOTO, TPYZOBOI'O | 3aKOHOJATEJIbCTBA
3aKOHOATC/IbCTBA poccuiickot | — TIpuMeHsieT Ha IPAKTHKE ACHCTBYIOIIHNE B
(enepanuu u JIOKQJIbHBIMH | 00JIACTH JICJIOTIPOM3BOACTBA HOPMAaTHUBHBIE
HOPMAaTUBHBIMU aKTaMH | MPaBOBBIC AKThI
YK OC-10.1.2.1 OopraHu3aluu
- JlemoncTpupyer 3HaHue TpyaoBOro | — Buaneer npaBuJIaMU odopmIteHHS
3aKOHO/ATEJIbCTBA M HWHBIX AaKTOB, | KaJpOBOH M yIpaBICHYECKOH JOKyMEHTAlUU
ComepiKaluX  HOPMbI ~ TPYAOBOIO | — OmnepupyeT  OCHOBHBIMHU  MOHSTHUAMH,
IpaBa OTHOCSIIUMMUCS K BOIIpOCaM
JIOKYMEHTHPOBAaHUS nHpOpMaIUU B
TPYJIONPABOBBIX OTHOLIEHUSX
OIIK OC-7.1.1 — Amnanusupyer coBpeMenHoe | -  IIpumenser NpaBOBbIE ~ OCHOBBI
paBoOBOE, HOPMaTHBHOE W | OpraHu3aluy U BEACHHUS AEJIONPOU3BOJACTBA
METOIUIECKOE peryimpoBaHuie | B TOCYHapCTBCHHBIX M MyHHIUIIANBHBIX
JIEI0NIPOU3BOICTBA opraHax
- AHamusupyeT MEKIyHapoaHblE | — BpIcTpauBaeT CTPYKTYPY
CTaHAapThI Ha MPEICTABICHUE | MEXIYHAPOIHBIX CTaHAAapTOB Ha
KOMOMHHMPOBaHHOM JOKYMEHTAIMU H | MpecTaBICHUE KOMOMHUPOBAaHHOM
nepeaady AaHHBIX JIOKyMEHTALMU U Mepeaavy JTaHHbIX
— Ilpumensier rocynapcTBeHHble U | — lcmomb3yeT HOpPMAaTHBHBIC W TPaBOBBIE
MEXIYHApOAHBIC — CTaHAAPTBI ~ HA | qOKYMEHTBHI B COOTBETCTBUHU CO CHECHH(DUKOM
AOKYMCHTALHIO B | mpodeccroHansHoi fesTenbHOCTH
npodeccHOHAIBLHOM e TeIbHOCTH
OIIK-1.1.2.1 - Cocrapaser u  odopmiuier | — CocraBusieT u OQOPMIIIET IOKYMEHTHI B
JIOKYMCHTBI B COOTBETCTBHH  C | COOTBETCTBHHU C IPABWIAMH, B 3aBUCHMOCTHU
TpeOoBanusaMH  ['OCyIapCTBEHHOH | oT HasHAa4eHWs, COJEpKAHUS M BHAA
CUCTEMBI JOKYMEHTALMOHHOIO | JOKYMEHT
obecrieueHns ypaBJICHUS
— Ilopsmox wHMOpMUpOBaHHA O | — 3HAET CHCHU(PUKY NOKYMCHTHPOBAHHS O
IPE/IOCTABICHHH  MYHHIMIIAIBHOM MPEIOCTABIEHUU MYHULIMIATBHON YCIYTH
yCIyTH
[IK-24.1.1. - Dopmynupyer NepeYCHb | — 3Haer OCHOBHBIE XapaKTePUCTUKU
JAOKYMCHTOB, HEOOXOAUMBIX  JUIst JOKYMEHTOB, HEOOXOUMBIX IS
MPEIOCTABNICHUST  TOCYJapPCTBEHHOM | MpemoCcTaBieHHs rocyJIapCTBEHHOM
(MyHULMTNIATBHOMN) yCIyru B | (MyHULMNAJIBHOM) YCIyIH B 3JEKTPOHHOM
3JIEKTPOHHOM BHJIE BUJIE
— Brnameer HaBpikamMm  BenmeHHs | — Brimenser 0COOEHHOCTH THCEMEHHOTO
MK-26.1.1.1 JICIIOTIPON3BOICTBA C TPUMEHEHHEeM | WH(GOPMHPOBAaHHE, OTBET Ha oOpameHne
MHPOPMAIMOHHBIX TEXHOJIOTHI 3asIBUTENS

— BLIL[CJB[CT O0COOEHHOCTH ITHUCHLMEHHOIO
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HHPOPMHUPOBAHUS B PaMKax PacCMOTPCHUS
K00 TpaXKaan

— Brnaneer naBpikamm coctaBieHus | — Brimenser ocobGeHHOCTH (opMHUpOBaHUE
u ohOpMIICHHS pa3IUYHBIX BHAOB | JJIIEKTPOHHBIX  KOMIUIEKTOB  JTOKYMEHTOB,
JOKYMEHTOB TPaIUIIMOHHBIM | COAEP)KAIIMX  3asABICHUSA  (3alpOCH) O
CHoco0OM U B JIEKTPOHHOM BHJIE MIPEJOCTABICHUSI ~ TOCYAapCTBEHHOW  WIIN
MYHHUIUITATBHON yCIyTu B ¢dopme
3JIEKTPOHHOIO JOKYMEHTA

— BpricTpanBaer cooTBETCTBUE CBEIECHUIA,
COJCpKaIUXCsl B DJISKTPOHHOM  oOpase
JIOKYMEHTa, CBEICHUSIM, COJEpKalluMcsi B
JIOKyMEHTE Ha OyMa)KHOM HOCHTEIE

[Tpu mpoBeneHun poIenyphl OIICHUBAHUS PE3YJIBTATOB 0OYUCHUS WHBAIUIOB | JIUII C
OTPAaHUYEHHBIMH BO3MOXKHOCTSIMH 3I0POBBSI ITPEIyCMATPUBACTCS UCIIOJIb30BAHUE TEXHUUECKUX
CPEIICTB, HEOOXOAMMBIX UM B CBSI3U C UX MHIMBUIYATbHBIMH OCOOEHHOCTSIMU. DTH CPEACTBA
MOTYT OBITh MPEAOCTABJICHBI UM MOTYT HCIIOJIb30BaThCsI COOCTBEHHBIC TEXHUYECKHUE CPECTRA;

HpI/I HGO6XOI[I/IMOCTI/I HHBaJIWAaM U JinaM C OIrpaHUYC€HHBIMH BO3MOXKHOCTAMU 310POBBA
MPEAOCTaBIACTCA OJOIMOJHUTCIBHOC BPEMS IJId IOATOTOBKH OTBETA HA BBIITOJITHCHUC SaﬂaHHﬁ.

WHCcTpyKIus 1o MOpSAKY MPOBEIACHUS IPOIICTyPhI OLICHUBAHUS TIPEAOCTABIISICTCS B
JIOCTyIMHOU (hopme (YCTHO, B MUCbMEHHOM (hopMe, B MUCbMEHHOM Gopme Ha si3bike bpaiins,
YCTHO C MCIIOJIb30BaHUEM YCIIYT CYpIIOTIEPEBOIIHKA).

JloctymHas gopma nmpemrocTaBieHus 3aJaHNi OIICHOYHBIX CPEJICTB: B IeUaTHOU opme, B
nevyaTHou opMe yBeIMYeHHBIM MpUTOM, B meuatrHoi popme mpudrom bpaitns, B popme
ANIEKTPOHHOTO TIOKYMEHTA, 3aJJaHHs 3aUUTHIBAIOTCS aCCUCTEHTOM, 3a/1aHUs IPEIOCTABIIAIOTCS C
HCII0JIb30BaHUEM CYP/IOIIEPEBO/IA).

JoctymHas gopma mpenocTaBieHUs OTBETOB Ha 3aaHus (MMCbMEHHO Ha Oymare, Habop
OTBETOB Ha KOMITBIOTEPE, MMCHMEHHO Ha si3bIKe bpaiiiisl, ¢ MCIoNIb30BaHNEM yCIYT aCCUCTEHTA,
YCTHO).

[Tpu HeoOxomuMoCTH 117151 00YUaIOIIHUXCS C OTPAHUYCHHBIMA BO3MOXKHOCTSIMHU 3/I0POBBS 1
WHBAJIMJIOB TIPOLIEypa OIICHUBAHUS PE3YJABTATOB OOYUYCHHS IO TUCIUTLINHE MOXKET TPOBOAUTHCS
B HECKOJIBKO JTAaIlOB.

[IpoBenenue npoueaypsl OLICHUBAHUS PE3YIbTaTOB 00yUEHUsI HHBAIHUIOB U JIUI] C
OTPaHUYEHHBIMU BO3MOKHOCTSIMHU 3/10POBbS JOITYCKAETCsl C UCIOIb30BAHUEM JUCTAHIMOHHBIX
00pa30BaTeIbHBIX TEXHOIOTHIA.

4.3.2 TunoBble OlleHOYHBbIE CPEICTBA

Bomnpocsl k 3auery:
1. Hcropus pa3BuTHs AIONPOU3BOACTBA B Poccuu
2. TlpoGneMsl pocTa JOKYMEHTOO0OpOoTa
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Crioco0b1 paroHaIu3ai JOKYMEHTO000pOTa.

I'CAOY. YCOP/A. Vuaudwukamus, opmanusanus, CTaHIApTHU3ANMS JOKYMEHTA

OpraHu3anyoHHas Tpymnmna JOKyMEHTOB.

PacnopsimuTenbHas rpymnmna JOKyMEHTOB.

CripaBo4HO-UH(OPMAIIMOHHAS TPYIINA JOKYMEHTOB.

[TpaBuna opopmieHuss JOKyMEHTOB. PEKBU3UTHBIN COCTaB TOKYMEHTA.

Opranuzanus ciyx6s1 JJOY

TexHonoruu perucTpanuu J0OKyMEHTOB.

0. TexHOJIOTUU KOHTPOJIS UCTIOJIHEHUS IOKYMEHTOB

11. Opranuzanus ciyx6oi IOY Tekymiero XxpaHeHus TOKYMEHTOB.

12. ApxuBHOE XpaHEHHE JOKYMEHTOB

13. OcoGeHHOCTH TeKCTa JOKyMEHTa

14. Jlornueckne OCHOBBI peJaKTUPOBAHUS JJOKYMEHTA

15. JInHrBUCTUYECKUE OCHOBBI PETAKTUPOBAHUS TOKYMEHTA

16. UndopmannoHHbIi aHAIN3 JOKYMEHTA

17. CriocoObI yHU(PUKAIIMK TEKCTa TOKYMEHTA

18. Ilpuka3 - OCHOBHOW paclOpsIAUTENbHBIN JOKYMEHT B OpraHU3alun

19. TpeGoBaHMs K PEKBU3UTHOMY COCTaBY IOKyMEHTa

20. TpeOoBanus K OG(OPMIICEHUIO OpraHU3alMOHHBIX JOKYMEHTOB (MHCTPYKIHS,
MpaBwia v T.1.).

21. TpeGoBanus K 0OPOPMIICHHIO AKTA.

22. TpeboBanus kK 0(OPMIICHHUIO TIPHKA3a.

23. TpeOoBanus Kk 0POPMIICHHUIO PACTIOPSIKECHHUS.

24. TpeboBanus K 0HOPMIICHHIO TEIEPOHOTPAMMBL.

25. TpeboBanus K 0pOPMIICHHIO IJIaHA.

26. TpeboBanus kK 0(HOPMIICHHIO OTUETA.

27. TpeGoBanus K 0POPMIICHHIO 3asIBICHHS

28. TpeboBanus kK 0(hOPMIICHUIO JOKJIATHOM (CITy>)KEOHOM) 3aIUCKH.

29. TpeGoBanus K OPOPMIICHHIO TPOTOKOJIA

30. TpeboBanus kK 0(hOPMIICHHIO JOTOBOPA

31. CyxeOHas nepenucka

32. HomeHknatypa nen

Rl

N S

MIxaja oneHUBaAHUA

[Tpu orleHMBaHUM PE3yNIbTATOB O0YUYEHUS UCTOIB3YETCs CeIyIomIast Kajaa OLEHOK:

100% - 90% OTanel dhopmMupoBaHHS KOMIIETEHIINH, MpeyCMOTPEHHBIE
(oTIIMYHO) o0pa3oBaTeNbHON MPOrpaMMoi, CpOPMHUPOBAaHBI Ha BHICOKOM YPOBHE.
CBoOosHOE BIIAJCHME MAaTEPUAIOM, BBIABICHHE MEXKIPEIMETHBIX
CBs3€H. YBEpEHHOE BJIaJICHUE MOHATUHHBIM annapaToM IUCLUIUIMHBIL.

[IpakTnueckue HaBBIKU npodecCuOHATbHON JEATeIIbHOCTH

chopMUpOBaHBl ~ Ha  BBICOKOM  ypoBHe.  CmocoOHOCTH K

CaMOCTOSITEIbHOMY HECTAaHJAPTHOMY PELICHUIO MPAKTUYECKUX 3a]1a4
89% - T5% OTanel KOMIIETEHIINH, MPEyCMOTPEHHBIE o0Opa3oBaTenbHON
(xopor110) IIPOrpamMMON, c(OpMHPOBAHEI JIOCTaTOYHO. HeranbHOE

BOCIIPOU3BECHUE YydeOHOro marepuana. IIpakTudeckue HaBBIKU
npoeCCHOHATBPHON ~ JESITeIbHOCTH B 3HAUMTENBHOM  Mepe
chopmupoBanbl. [IpUCyTCTBYIOT HABBIKHM CaMOCTOSTEIBHOTO pPEIIEeHUS
IIPAaKTUYECKUX 3a/1a4 C OTJEIbHBIMU 3JIEMEHTAMH TBOPYECTBA.
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74% - 60%
(YZIOBJIETBOPUTEIILHO)

Oranel  KOMIIETEHIMH, IIPElyCMOTPEHHBIE o0pa3oBaTenbHON
nporpaMMmoii, copMuUpoBaHbBl HA MUHUMaJIbHOM ypoBHe. Hammuune
MHUHHMMAJIbHO JIOITYCTHUMOI'O YPOBHSI B YCBOCHMM y4yeOHOro MaTepuaa,
B T.4. B CAaMOCTOATEIbHOM pEIIEHUWM TNPAKTHUUECKUX 3a/ad.
[IpakTHueckue  HaBBIKK MpoeCCHOHAIBHON  JACATEIHHOCTH
c(OpMHPOBAHBI HE B IOJIHOM Mepe.

MeHee 60%
(HEy10BJIETBOPUTEIILHO)

Oranbl  KOMIIETEHIMH, IIPElyCMOTPEHHBIE o0pa3zoBaTenbHON
nporpamMmoii, He cpopmupoBanbl. HenoctaTouHblii ypoBeHb YCBOCHUS
NOHATUIHOIO ammaparta M Halu4yue (QparMeHTapHbIX 3HAHUH IO
muciumuinHe.  OTCyTCTBHE MHHMMAIBHO JONYCTHMOIO YPOBHS B
CaMOCTOSITEJIBHOM pEHICHUM TPaKTHYeCKHUX 3anad. IIpaktudeckue
HABBIKU MPOQPECCHOHATBHON NEATEeIHbHOCTH HE CHOPMHUPOBAHEIL.

4.4. MeTtonnuyeckne MaTepuaJIbl

[Ipouienypa oleHMBaHUS 3HAHWM, YMEHUW, HAaBHIKOB M (WJIM) OIbITA JAESITEIBHOCTH,
XapaKTepU3YIOMIMX ATanbl (OPMUPOBAHUS KOMIETEHIIMM, OCYIIECTBISIOTCS B COOTBETCTBUH C
[TonmoxeHrnem 0 TEKyLIEM KOHTPOJIE YCIIEBAEMOCTH U ITPOMEXKYTOUYHOU aTTECTAL[MU CTYJICHTOB B
®OI'bOY BO PAHXuI'C u Pernamentom o OamuibHO-pEHTHHTOBOM cucTteMe B Bosrorpaackom

WHCTUTYTE YIIPaBICHUS -

¢unmmane PAHXul'C.
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5. MeToanuyecKkue YKazaHus 1J1s1 oﬁyqamumxca 10 OCBOCHHIO JUCHHUITJIMHbI

PexoMenganuu mo NJVIAHUPOBAHUIO U OPraHU3allMi BPpE€MEHH, HGOﬁXO)lI/IMOl"O Ha M3y4YeHHUue
AUCHHUIIIMHBI

CTpykTypa BpeMeHH, He00X0IMMOr0 HA U3y4YeHHUe AUCHUIIIMHBI

dopma U3yyeHHs IUCLUIIIMHBI Bpewms, 3aTpaunBaeMoe Ha U3y4eHUE
MUCIIIIIINHEL, %
N3yueHue nureparypsl, pPEKOMEHIOBAaHHOM B 40
y4aeOHOU TTporpamme
Pewienue 3ana4, IpakTUYECKUX YIPAKHEHUN U 40
CUTYallUOHHBIX IPUMEPOB
N3yueHne TeM, BHIHOCUMBIX Ha 20
CaMOCTOSITEJIbHOE PACCMOTPEHHE
Hroro 100

PexomeHnaanmuu no noaAroToBKe K NPakTH4eCKOMY (CeMHMHAPCKOMY) 3aHATHIO

[IpakTueckoe (CeMHHApPCKOE) 3aHATHE - OJIHA W3 OCHOBHBIX (OPM OpTraHU3AIHH
y4eOHOTro Tmpoliecca, MPEACTaBAomMas Co00H KOJJIEKTUBHOE OOCYXKICHHE CTYyICHTaMH
TEOPETHUYECKUX M MPAKTUYECKUX BOIPOCOB, PEUICHUE MPAKTHUUECKUX 3a7]a4 0] PYKOBOJICTBOM
npenogaBaresis. OCHOBHOM LIENIbIO MPAKTUYECKOTO (CEMUHAPCKOTO) 3aHATHS ABISETCA TPOBEPKA
[IyOMHBI TIOHUMAaHHUS CTYJIEHTOM H3y4aeMOW TeMbI, Y4eOHOTO MaTepuaia U yMEHUS U3JI0KHUTh
€ro cojJep)KaHue SCHbIM W YETKUM S3bIKOM, Pa3BUTHE CaMOCTOSITEIbHOTO MBILIUICHUS U
TBOPUECKON aKTHMBHOCTM Yy CTyAeHTa. Ha mpakThueckux (CEeMUHApPCKUX) 3aHSATHUSIX
mpernoiaraeTcd paccMaTpuBaTh HauOoyiee BaKHbIE, CYIIECTBEHHBIE, CIIOKHBIE BOMPOCHI
KOTOpBIE, HanboJee TPYIHO YCBaUBAIOTCA CTyACHTaMU. [Ipr 3TOM TOTOBUTHCS K MPAKTHUECKOMY
(ceMMHApCKOMY) 3aHATHIO BcCerga HYXHO 3apaHee. [loarotoBka K  MPaKTUYECKOMY
(ceMHUHApCKOMY) 3aHSTHUIO BKIIIOUAET B ce0sl Clieayrolee:

- o0s3aTenbHOE O3HAKOMIIEHHE C TUTAHOM 3aHATHUS, B KOTOPOM COJEpKaTcsi OCHOBHBIE
BOTIPOCHI, BBIHOCUMBIE Ha 00CYKICHHE;

- W3Yy4YeHHE KOHCIEKTOB JIEKIIUH, COOTBETCTBYIOLIUX pa3felioB y4eOHHKa, y4yeOHOro
nocoOwus, CoIepKaHUS PEKOMEHIOBAHHBIX HOPMATHBHBIX MPABOBBIX aKTOB;

- paboTa ¢ OCHOBHBIMHM T€pPMUHAMH (PEKOMEHIYETCSI UX BbIYUHTbD);

- W3ydYeHHUE JOIOJHUTEIHHOW IUTEpaTyphl IO TEME 3aHATUSA, Jeias IPU OTOM
HEO0OXOIMMBIC BBIITUCKHU, KOTOPBIC IIOHATO00SITCS TIPHU 0O0CYKJIECHUN HA CEMUHAPE;

- ¢opmMynupoBaHHE CBOETO MHEHHS MO KaKIOMY BOMPOCY U apryMEHTHPOBAHHOE €ro
000CHOBaHHUE;

- 3alUCh BO3HHKIIHUX BO BPEMsI CaMOCTOSITENILHON paboThl ¢ y4eOHMKaMU W HAYyYHOU
JUTEpPaTyphl BOIPOCOB, YTOOBI 3aTEM Ha CEMHHAPE TOJYyYUTh HA HUX OTBETHI;

- oOparnieHue 3a KOHCYJbTalluel K MpernoaBaTelio.

[IpakTrueckne (CeMHMHApCKWE) 3aHATHS BKJIOYAIOT B ce0d W CHEIUaIbHO
MOJTOTOBJICHHBIE pedepaTsl, BHICTYIUICHUS MO KaKOW-THOO0 CIOXKHOM MM 0c000 aKTyaJlbHOM
npoOieme, pemieHne 3aaad. Ha nmpakTnyeckoM (CEMUHAPCKOM) 3aHATHH CTYACHT MPOSBIISECT CBOE
3HaHME TMpPEeIMeTa, KOPPEKTHUPYeT HH(OpPMAIHIO, TMONYYCHHYI0 B TPOIECCe JEKIHOHHBIX H
BHEAYJIMTOPHBIX 3aHIATUN, (POPMUPYET ONpeAesIeHHbIH 00pa3 B ria3ax MpenoaBaTes, MoIyqaer
HABBIKM YCTHOW PEYU U KyJIbTYPhI TUCKYCCUH, HABBIKH MTPAKTUIECKOTO PEIICHUS 3a7ad.

PexoMenganuu mo N3YYCHHUIO METOANYCCKUX MAaTEPUATIOB
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MeTOI[I/I‘IeCKI/Ie MaTepI/IaJII:I 10 JUCHHUIIJIIMHE IIO3BOJIAKOT CTyI[eHTy OIITUMAJIBHBIM
00pa3oM OpraHu30BaTh MPOIIECC U3YUCHHS JAHHOW TUCIMIUIUHBI. MEeTOInYeCKre MaTeprualbl Mo
JTUCLUUIUIMHE TPU3BAaHBI MOMOYb CTYACHTY IMOHATH CHEUU(UKY H3yd4aeMoro MaTepuaia, a B
KOHEYHOM HWTOT€ — MAaKCUMaJIbHO TIOJHO M KAauyeCTBEHHO €ro OCBOWTH. B mepByro odepenb
CTy,Z[GHT JOJIDKEH OCO3HAaThb Hpe;[HasHaquHe METOANUYCCKUX MaTepI/IaJIOBI CprKTypy, neian n
3amaun. J[Js 3TOro OH 3HAKOMHTCS C MpeaMOyJIol, OTJIaBJICHHUEM METOJIMYECKHX MaTepHasoB,
I‘OBOpH HnHa4e, OCYH_IGCTBJIHGT HepBI/I‘IHOC 3HAKOMCTBO C HHM. B pa31[ene, ITOCBJIIICHHOM
METOJMYECKUM PEKOMEHJAMSAM 10 U3YYCHHUIO JUCIHUIUIMHBI, TPHBOJIATCS COBETHI IO
H.HaHI/IpOBaHI/IIO nu OpI‘aHI/ISaI_II/II/I H€O6XO,Z[I/IMOFO JUIS I/I3Y‘-IGHI/I$I JOUCIHUITIJINHBI BpeMeHI/I, OIINCaHUueC
MOCJIEAOBATEIbHOCTH  JEWCTBUM  CTylEeHTa  («CUEHApUMl  WU3YYEHUS  JAUCHUILIAHBI»),
pEKOMEHANNU 10 PabOTe ¢ JTUTEPATYpPOM, COBETHI O MOATOTOBKE K SK3aMEHY U Pa3bsCHEHUS
M0 TMOBOJY pabOTHl C TECTOBOM CHCTEMOW Kypca M HaJa JOMAIIHUMHU 3aJaHusMHu. B memom
JaHHBIE METOJWYECKHE PEKOMEHIAIMU CIIOCOOHBI OOJIErYUTh W3YYCHHE CTYACHTAMU
TUCIUIIMHBI W TIOMOYh YCIENIHO cAaTh »JK3aMeH. B paszgene, comepkameM ydeOHO-
METOAUYCCKUEC MaTepI/Ia.HI:I JUCHUIIIINHBI, coz[epxcaHHe HpaKTI/I‘IeCKI/IX BaHSITI/Iﬁ 10 AUCIUIIIIMHE,
CJIOBapb OCHOBHBIX TEPMHUHOB JUCITUTIIIMHBI.

PexomMeHgauum mno caMoCTosITeJIbHOM padoTe CTYIEeHTOB

HeoTheMiieMbIM 3J€MEHTOM y‘-IeGHOI‘O nponecca ABJIACTCA CaMOCTOATCIIbHAA pa60Ta
crynenra. Ilpm camocrositenbHONM paboTe AOCTHUTAETCS KOHKPETHOE YCBOGHHE Y4eOHOTO
Marepuasia, pa3BUBAIOTCS TEOPETHYECKHE CIIOCOOHOCTH, CTOJb BAaXKHBIC I COBPEMEHHOMN
HOATOTOBKH CHenuanucToB. POpMBI caMOCTOSTENbHOM pabOTHI CTYACHTOB MO AWMCIHILIMHE:
HalMCaHue KOHCIEKTOB, MOJIrOTOBKA OTBETOB K BOIpOCAM, HamHMcaHHe pedeparoB, peuieHue
3a/1a4, CCIIe0BaTeIbCcKas paboTa, BBITOIIHEHHE KOHTPOJIBHOM PabOTHI.

Bal[aHI/I}I JJIA CaMOCTOSITCIILHOU pa6OTBI BKJIIFOYalOT B C66}I KOMIIJICKC aHAJIUTUYCCKUX
3aJaHUI BBIOJIHEHUE, KOTOPBIX, MPEIIOoJaracT TIIATEIbHOE HM3Y4YEeHHE HAaydHOH M y4eOHOM
JIATCPATYpPhl, MNCPUOANYCCKUX H3,Z[aHHﬁ, a TaKXC 3aKOHOAATCJIBbHBIX HW HOPMATHUBHBIX
JOKYMEHTOB TpeularaeMeix B 1.6.4 «YdeOHas JuTepaTypa W pecypchl WH(POPMAIMOHHO-
TEJIEKOMMYHHUKAIIHOHHOH ~ CETH "Uutepuer”,  yueOHO-MeTOoaMueckoe  oOecrieueHue
CaMOCTOATENIFHON PabOTHl O0y4alomIMXCSl MO JUCHUILIMHE». 3aJaHus MPEIOCTaBIAIOTCS Ha
[IPOBEPKY B [ICYaTHOM BUJE.

PexoMengaunu nmo padore ¢ auTeparypoit

[Tpu m3yueHun Kypca y4yeOHOM JUCHMIUIMHBI 0CO00€ BHMMAaHHUE clelyeT oOpaTUTh Ha
PEKOMEHIyEeMYI0 OCHOBHYIO M JOIIOJHUTEIBHYIO JTUTEPATYPY.

BaXHBIM 37I€MEHTOM IMOATOTOBKH K CEMHHAPY SBJISIETCS TITyOOKOE N3y4yeHHEe OCHOBHOW U
JIONOJTHUTEIBHON JTUTEPATypPhl, PEKOMEH/IOBAHHOH 110 TEME 3aHATHS, a TAK)Ke IIEPBOMCTOUYHHKOB.
[Ipu 5TOM MOIE3HO MPOYUTAHHYIO JTUTEPATYPY 3aKOHCIIEKTUPOBaTh. KOHCIIEKT HOKEH OTBEYaTh
TpeM TpeOOBaHHAM: OBITH COAEPKATEIBHBIM, IO BO3MOXXKHOCTH KpAaTKUM M HPaBHIBHO

0(OPMIICHHBIM.
CoaepikaTebHBIM €ro CIeIyeT CUUTAaTh B TOM Clydae, €ClIM OH MEpeaacT BCE OCHOBHBIC
MBICIH ABTOPOB B IIEJIOCTHOM BHJE. V3JIO0XHUTh TEKCT KpPaTKO — 93TO 3HAYUT Mepeaarh

COJIEp’)KaHME KHWTH, CTaTbU B 3HAYUTEIBHOM Mepe cBoMMHM cioBamu. IIpu 3ToM cienyer
NPUIEPKUBATHCS MPAaBUIA - 3alKMCBIBATH MBICIL aBTOpa pabOTHI JIMIIb TOCIE TOro, Kak OHa
XOopoulo noHsTa. B TakoM ciydae nocrtaBieHHas 1esb OyaeT AocTurHyra. Llutuposars aBTopoB
U3y4aeMbIX padoT (¢ 00sA3aTeNbHON CCHUIKOM Ha MCTOYHHUK) CIENyeT B TEX CIIydasix, €CIIU HaJo
3allMCBIBaTh OYEHb Ba)KHOE OIPEIEIICHNE WITU TTO0JI0KEHUE, 000001l BEIBO/.

Baxno u BHemHee ohopMiIeHHEe KOHCIIEKTa. B ero Havane Hago yka3aTh TEMY CEMHHApa,
JlaTy HaIllUCaHUs, Ha3BaHUs JIUTEPATYPHBIX HCTOYHUKOB, KOTOpPbIE OYAYT 3aKOHCIIEKTUPOBAHBI.
I'myGokast camocTosATenbHas paboTa HaJl HUMU 00ECIICUUT YCIEIIHOE YCBOCHUE U3ydaeMOoi
JUCLUILINHBL.
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OpHMM W3 BaXHEMIIMX CPENCTB CEPbE3HOIO OBJAACHMS TEOpUEH  sBIIAETCA
KOHCHEeKmupoeanue nepeoucnoyHuKos.

Jlnist cocTaBiieHUs] KOHCIIEKTa PEKOMEH TyeTCsl CHaYalla IPOYUTaTh paboTy METUKOM, YTOOBI
YSICHUTB €€ OOLIHi cMbICT U copepkanue. [Ipu 3ToM MOKHO cienaTh MOMETKH O €€ CTPYKType, 00
OCHOBHBIX TOJIOKEHUSIX, BBIBOJAX, HAJ0 CTapaThCsi OTJIMYaTh B TEKCT€ OCHOBHOE OT
BTOPOCTEMEHHOT0, BHIBOJIBI OT apIrYMEHTOB U JI0Ka3aTeNbCTB. ECIM ecTh HeMOHATHBIE CII0Ba, HAJI0
B SHIUKJIONEMYECKOM CI0Bape HAlTH, YTO 3TO CIOBO 0003HAUaeT. 3aKOHYMB YTeHHe (maparpada,
IJIaBbl, CTaThW) HANO 3a7aTh cede BOIMPOCHI Takoro pona: B uem rnaBHas mbicab?  KakoBbl
OCHOBHbBIE 3BEHbsl JoOKa3zarenbcTBa ee? UYUro BbITeKaeT U3 yTBepxkaeHud asropa? Kak 3t0
COIJIaCyEeTCsl C TeM, UTO YK€ 3HAeTe O MPOUUTAHHOM M3 IPYTHX UCTOYHUKOB?

SIcHOCTP M OTYETIMBOCTH BOCHPHUATHUS TEKCTa 3aBUCUT  OT MHOIOro: OT
COCpPEIOTOYEHHOCTH CTYIEHTa, OT TEXHUKH UTEHHUs, OT HACTOWYMBOCTH, OT SPKOCTHU
BOOOpaKEHUS, OT TEXHUKHU (PUKCUPOBAHUS MPOUYNTAHHOTO, HAKOHEII, OT 3PYIUIIUU — OOIIeH U B
KOHKPETHO paccMaTpuBaeMoi mpobieme.

Pe3ynpTaToM nepBOHAYaIbHOTO YTCHUS JOJDKEH OBITh MPOCTON MIAH meKcma u yemroe
npeocmaenenue 0 HeACHBIX Mecmax, OTMEUYECHHbIX B KHure. [locne mnpeaBapuTenbHOrO
03HAKOMJIEHHUS, [P IIOBTOPHOM YTEHHMH CIEAYET 6bl0EIUNb OCHOGHbIE MOBICIU A6MOPA U UX
pa3BUTHE B MPOU3BEIACHUM, OOpaTUTh BHUMaHUE HA OOOCHOBAaHUE OTAEIbHBIX IMOJIOKEHUH, HA
MeTonbl W (OpMBI JOKa3aTenbCcTBA, Hawboyiee spkue NpuMepbl. B xoxe 3Toil paboThI
OKOHYATEJIbHO OTOMpaeTcss MaTepuain sl 3alluCu U OIpeAeNsieTcs] €€ BUJ: HJIAH, Me3Uchl,
KOHCheKm.

[Iman 3TO KpaTKuid, MOCIEIOBATEIbHBIN MEPEUYCHb OCHOBHBIX MBICIEH aBTOpa. 3allUCh
MPOYUTAHHOTO B BUJIC TE3UCOB — 3HAUUT BBISBUTH U 3aIUCATh OMOPHBIE MBICTH TeKcTa. PazHuiia
MEXy IJIAHOM W Te3ucaMH 3aKjIlo4yaeTcs B CIEIYIOIIeM: B IJIaHE MBIC/Ib Ha3bIBaeTcs (CTaBb
BCErJa BOMPOC: O 4YeM TOBOpPUTCS?), B Te3ucax — (opMyiaHpyercss — (4TO UMEHHO 00 3TOM
roBopuTcA?). 3alKuCh OMOPHBIX MBICIEH TEKCTa BakKHA, HO TIOJHOTO TMPEACTABICHUS O
MPOYNTAHHOM Ha OCHOBAaHUU TMOJOOHON 3amuCU HE COCTaBHUIIb. Ba)KHO OCMBICIHTH, KaK aBTOP
JOKa3bIBAa€T CBOIO MBICHIb, KaK YOEXJaeT B HCTHMHHOCTH CBOUX BBIBOAOB. TaKk BO3HHKAET
koHcriekT. dopma 3amucu, Kak Mbl YK€ OTMETUIIM, YCIOXKHSAETCS B 3aBUCHUMOCTHU OT IIeJiel
paboTHI: TIJIaH — O YeM?; TE3UChl — 0 4eM? YTO UMEHHO?; KOHCTIEKT — O 4YeM? 4TO UMEHHO? Kak?

KoHcnekr 3To0 KpaTkoe IOCIEel0BaTENbHOE H3JIOKEHHE coaepxkaHus. OCHOBY e€ro
COCTaBJsieT IUIaH, TE3UChl W BBINUCKUA. HemocTaTku KOHCHEKTUPOBAHUS: MHOTOCIIOBHE,
IUTUPOBAHUE HE OCHOBHBIX, @ CBS3YIOIIHUX MBICIEH, CTPEMJICHUE COXPAHUTH CTUIUCTUYECKYIO
CBSI3aHHOCTH TEKCTa B yIIEpO €ro JIOTHYeCKoi cTpoiHOCTH. [IprucTynaTh K KOHCIIEKTHPOBAHHUIO
HEOOXOUMO TOT/a, KOTJa CIOKWINCh HAaBBIKM COCTABJICHHS 3allUCH B BHJE Pa3BEPHYTOTO
MOAPOOHOTO IJIaHA.

®opma 3anucH MpHU KOHCIIEKTHPOBAHHH TpeOyeT 0coO0Oro BHUMAHHMSA: BAXXKHO, YTOOBI
COOCTBEHHBIE YTBEP)KICHUS, Pa3MbIIUICHUS HAJ MPOYUTAHHBIM, YETKO OTACISINCH IPU 3aHCH.
Pa3ymHee BBIHOCHTH CBOW MOMETKH Ha MIUPOKHUE TOJS, 3aHUCHIBATh HA HUX JOTMOJIHHUTEIHHBIC
CIIPaBOYHbBIE JJAaHHBIE, TOMOTAIOLINE YCBOCHUIO TEKCTA (1aTa COOBITUS, YIIOMSIHYTOTO aBTOpaMU;
CBEJCHMSI O JIMLIE, HA3BaHHOM B KHUI€; TOUHOE COJEp)KaHUE TEpMUHA). Eciau KoHcnekTupyercs
TEKCT BHYIIUTEIHHOTO 00beMa, He0OXOIUMO YKa3bIBaTh CTPAHMIIBI KHUTH, KOTOPHIE OXBAaThIBACT
Ta WJIA WHAS 9aCTh KOHCTICKTA.

Jlns ynoOcTBa MOJIb30BAHMSI CBOMMH 3allMCSMHU BaKHO O3arjlaBUTh KPYITHBIE YacTH
KOHCIIEKTa, IOAYEpKUBas 3a2on06ku. CleqyeT NOMHUTh O Ha3HAUEHUU KpPACHOM CTPOKH,
CTPEMHUTBHCS K UYETKOH rpaduke 3amuceld - ycTymamu, KOJOHKamH. M3maraTh rjaBHbBIE MBICIU
aBTOpa M HX CHUCTEMYy apryMEHTOB - HEOOXOJUMO TNPEUMYIIECTBEHHO CBOUMH CIIOBaMH,
nepepadarbiBas TakKUM 00pa3oM HHGOpPMAIHMIO,— TaK MPOXOAMWT YSCHEHHE €€ CyTH. MBICIb,
(pasbl, MOHATHIE B KOHTEKCTE, MOTYT IIprolOpecTu Hosee mpocTpaHHOe U3JI0KeHue B 3amucu. Ho
TEKCT OpUTHMHAJIa CBEPTHIBAE€TCSA, U CTYACHT, OTpadaTbiBasi JIOTMYECKOE MBIIUIEHUE, YYUThCS
BBIJICTISITh TJIABHOE M 0000INATh OJHOTHUITHBIC CYXACHHs, omHOpoaHble (akTel. Kpome Toro,
Jienas 3aMucy CBOMMHU clloBaMH, 0000111asi, CTYACHT YUYUTCS MTUCbMEHHON peyH.
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3HaHue 00IIel CTpaTeruy YTeHHUs, TEXHUKH COCTaBJIICHHE IJIaHA M TE3UCOB OIMPENEIsIeT ’
TEXHOJIOTHIO KOHCTIEKTUPOBAHUS

¢ BHuMareiabHO YWTaTh TEKCT, MOMYTHO OTMEYas HEMOHATHBIE MECTa, HE3HAKOMBbIE
TEPMUHBI U TIOHATUS. Botnucame na noaa 3HaueHrve OTMEYCHHBIX MTOHSATHH.

e [Ipy mepBOM UTEHUH TEKCTa HEOOXOIMMO COCTAaBUTh €r0 HPOCHION NaH,
MOCJIEI0BATEIbHBIN NEepeueHb OCHOBHBIX MBICJIEH aBTOpa.

e [Ipy MOBTOPHOM YTEHHU TEKCTa BBIACIATH CUCHIEMY OO0KA3AmMeabCHeé OCHOBHBIX
MOJIOXKEHUH pabOThI aBTOpA.

¢ 3aKIIOYHUTENBHBIA 3Tall paboOThl C TEKCTOM COCTOMT B OCMBICICHUU paHee
OTMEUYEHHBIX MECT M UX KPaTKOU MOCIIEIOBATEIbHOM 3aUCH.

e [Ipy KOHCHEKTUPOBAHUU HYKHO CTPEMUTHLCS GbIPA3UMIL MbICIb AGMOPA CEOUMU
cnoeamu, STo TIOMOTaeT 0oJiee TITyOOKOMY YCBOSHHUIO TEKCTa.

e B pamkax paboThl HaJ TEPBOMCTOYHMKOM BaK€H YMENbId omobop uumam.
Heob6xonmuMo y4uThIBaTh, HACKOJIBKO SIPKO, OPUTHHAIBHO, CKAaTO M3JI0XKEeHa MBICHb. L{luTnpoBarh
HEO0OXOUMO T€ CYXJCHHsI, Ha KOTOpbIE BIOCIEICTBUN BO3MOXKHA CChUIKA KaK HA aBTOPUTETHOE
U3JI0KEHUE MHEHUSI, BBIBOJA 110 TOMY MM HUHOMY BOIIPOCY.

KoncnexktupoBats 11emecoo0pa3Ho He Ha OTAEIBLHOM JIMCTE, a B 00IIeH TeTpaau Ha OJTHOM
cTpanuie yucta. OOOpPOTHAsE CTOpPOHA JMCTa MOXKET OBITh HWCIOJB30BaHA HJISl JIOTIOJHEHHH,
HEOOXO/MMOCTh KOTODPBIX BBIICHUTCS B AajbHelmeMm. [Ipy KOHCHEKTHpPOBAHUU JIUTEPATyphI
CIIeyeT OCTaBUTh IIUPOKUE TOJs, YTOOBI 3alucaTh HA HUX TUIaH KOHcrekTa. [loys Moryt ObITh
MCIIOJIb30BaHbl TAKXKE JUIS 3alMCH CBOMX 3aMEUYaHHi, TOMOJIHEHHH, BorpocoB. [Ipu BicTyIIeHHN
HA CEMHHAape CTYIEHT MOXET TMOJb30BaThCs CBOMM KOHCIEKTOM Ui LUTUPOBAHUSA
NEpBOMCTOYHUKA. Bce yuacTHUKM 3aHATHS BHUMATENBHO CIYHIAIOT BBHICTYIUIEHHUS TOBapuUIIEH IO
TpyIIie, OTMEYAIOT CIOPHBIE WM OIIMOOYHBIC TIOJNIOKEHUS B HUX, BHOCST TIOINPABKH,
MIPEJICTABIISIIOT CBOM PEIICHUS U 000CHOBaHUS 00CYKIAEMBIX TIPOOIIEM.

B xoH1e ceMuHapa, Koraa npenojgaBaTeib 3aHsATUS TOABOJAUT UTOTH, CTYJEHTHI C y4ETOM
peKOMEHAaLNN TpernoaaBarenss U BBICTYIUICHUH COKYPCHHKOB, TOTOJHSIOT WU HCIPABISIOT
CBOM KOHCIIEKTHI.
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6. YueOHas 1uTepaTypa H pecypcbl HHPOPMALMOHHO-TEJIEKOMMYHUKAIIMOHHOH CeTH
"UHTepHeT'', ydeOHO-MeTOIMYECKOe 0O0ecneYeHue CaMOCTOATeIbHOI PadoThl
o0y4aromuxcs Mo JMCHUIIHHE

6.1. OcHoBHas uTEpaTypa

1. Kyznenos U. H. JlokyMeHTallMoOHHOE oOecrieueHue yIpaBICHUS u
nenonpou3BoicTBo: yueOHukM3n-so FOpaiit; U] FOpaiit 2012

2. Kysnenos U.H. Jlenonpou3BoACcTBO: yaeOHO-cripaBouHoe mocooue.-460 c. Jlamkos
uK 2014

3. Iysanosa H. H. OCHOBBI /1€JIONIPOU3BOJCTBA. SI3BIK CIY)EOHOTO JOKyMEHTa

y4eOHMK W TTPAKTUKYM JIJIs akajeMHu4eckoro OakanaBpuara / moa oour. pex. H. H. IllyBamosoii. -
M. -375c. HOpaiit2016

6.2. lonotHUTEIBLHAS IUTEPATYPA

1. Jlonyxos H. B. ABTOMaTU3UPOBAHHBIE CHUCTEMBI JJIEKTPOHHOTO
TOKyMeHTo00opoTa: yued. mocodue Bonrorpan: M3a-so ®I'OY BIIO BAI'C 2011
2. Kysnenos U.H. Jlenonpou3BoACcTBO: yueOHO-cripaBoyHoe mocooue Jlamkos u K
2014
3. I'punbepr A.C. u ap. JlokyMeHTaIlluOHHOE obecrnieueHue yIpaBJIeHUS

[DnexTponnsIit pecypc]: yaeonuk.— 392 c¢. M.: KOHUTU-JIAHA 2012

6.3. YueOHO-MeTOo1uYecKOe o0ecnedeHne caMoCTOATEIbHOM padoThl.
1. Poroxun M.IO. CrpaBOYHUK 1O JEJIONPOU3BOACTBY [DnexTpoHHBII
pecypc]: yaeOHO-cipaBoYHOE TTOcOOHe M.: FOctummmadopm 2011

6.4. HopmaTuBHbIE NPABOBbIE TOKYMEHTHI.

1. ®enepanbubiii 3akoH 0T 10.01.2002 Ne 1-d3 (pen. ot 08.11.2007) "OO6 3yeKTpOHHON
mudposoir moamnucu". B coorBercTBUM ¢ DenepanbHbM 3akoHOM 0T 06.04.2011 Ne 63-D3
JAHHBIA ~ JTOKYMEHT ObUI TNpu3HaH yTpatuBmmM cuwiry ¢ 1 wmrons 2012 ropa.
®enepanbHbM 3ak0HOM 0T 10.07.2012 Ne 108-®3 nara yrpaTsl CUiIbl IIepeHeceHa Ha 1 urons
2013 rona.

2. ®enepanbhblit 3ak0H oT 22.10.2004 Ne 125-D3 (pen. ot 28.11.2015) "O6 apxuBHOM 11ene
B Poccuiickoit ®enepanun’.

3. @enepanbublil 3akoH oT 27.07.2006 Ne 149-D3 (pexn. ot 13.07.2015) "O6 undopmaryu,
MH(OPMALIMOHHBIX TEXHOJOTHSAX M O 3aummTe nuHpopMauuu" (C U3M. M JOI., BCTYI. B CHUIY C
10.01.2016).

4. ®enepanbnbiii 3aK0H 0T 27.07.2006 Ne 152-®3 (pen. ot 21.07.2014) "O mepcoHanbHBIX
JaHHBIX" (C U3M. U A0OI., BcTym. B cuity ¢ 01.09.2015).

5. ®epnepanbHbiii 3akoH oT 27.07.2006 Ne 152-D3 (pen. ot 21.07.2014) "O nepcoHAIBHBIX
JaHHBIX" (C U3M. U A0OI., BcTym. B cuity ¢ 01.09.2015).

6. ®enepanbubiii 3aK0H oT 27.07.2010 Ne 210-d3 (pen. ot 13.07.2015) "O6 opranuzaiuu
MPEAOCTABIICHUS TOCYJaPCTBEHHBIX U MYHUIIUMIIAIBHBIX yCIyr" (C U3M. M JIOI., BCTYI. B CUJIY C
10.01.2016).

7. ®enepanpubiii 3akoH OT 06.04.2011 Ne 63-®D3 (pen. ot 28.06.2014) "OO6 »yeKTpOHHOMN
noanucu" (C U3M. U Jo1., Betyi. B cury ¢ 01.07.2015).

8. TlocranoBnenue IlpaBurensctBa P® ot 22.09.2009 Ne 754 (pen. ot 06.04.2013) "O6
yTBepkIeHnH [107105keHHs 0 chcTeMe MEKBEIOMCTBEHHOTO JIEKTPOHHOTO IOKYMEeHTOooOopoTa'".
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9. Ilocranosnenue IlpaBurensctBa PO ot 06.09.2012 Ne 890 pen. ot 21.07.2014) "O mepax
[0 COBEPIICHCTBOBAHUIO JJIEKTPOHHOTO JIOKYMEHTOOOOpOTa B OpraHax TIoOCyIapCTBEHHOMN
BJacTu".

10. IToctanomnenue IlpaButensctBa PD ot 09.02.2012 Ne 111 "OO6 31neKTpOHHO# MOIMKCH,
HCIIOJIb3YEMOM OpraHaMu UCTIOJHUTEIHHOW BIACTH U OpraHaMU MECTHOTO CaMOYITPaBJIEHUs MPU
OpraHM3aIH AJIEKTPOHHOIO B3aUMOACHCTBHS MEXAy cOOOM, O MOpsAKE ee HCIOIb30BaHUs, a
Takke 00 yCTaHOBJIEHHU TpeOOBaHHMM K OOECIEYCHHIO COBMECTUMOCTH CPEICTB 3JIEKTPOHHOM
noanucu" (Bmecte ¢ "[IpaBwiiamMu  WCMOB30BaHMSI  YCWJICHHOW — KBaJTU(DHUITUPOBAHHOU
AJIEKTPOHHOM TOJIMUCH OpraHaMu HCHOJHUTEIBHOM BIIACTU M OpPraHaMM  MECTHOTO
CaMOYTIPaBIICHUsI TIPH  OpTraHU3aIllMd  DJEKTPOHHOTO B3aWMOJCHCTBUS MEXAy CO00it",
"TpeboBaHMsIMH K OOECHEUECHUIO COBMECTUMOCTH CPEICTB JJIEKTPOHHOM MOMIMUCH TIpU
OpraHHU3ali AJIEKTPOHHOTO B3aUMOJICHCTBUSI OPraHOB HCIOJHUTENIBHON BJIacTHM M OpPraHOB
MECTHOT'O CaMOYIIPaBJICHUS MKy cO00i").

11. Iocranosnenue IlpaBurensctBa P® ot 24.10.2013 Ne 940 "O mpunstum KonBeHuuu
Opranmzanun  OObeauHeHHBIX Haruii 00 WCHONB30BaHWUM SIEKTPOHHBIX COOOIICHHW B
MEKTYHApOAHBIX I0rOBOpax".

12. Tlocranosnenue IIpaButensctBa PD ot 15.04.2014 Ne 313 (pen. ot 17.06.2015) "O6
YTBEP)KJICHUHM TOCyAapCcTBeHHOW mporpammbl Poccuiickori ®denepanuu  "HMubopmarmonHoe
o6mectBo (2011 - 2020 rogsr)".

13. Ilocranosnenue IlpaButensctBa PO ot 25.12.2014 Ne 1494 "O6 yrBepxkaenuu [IpaBun
oOMeHa JOKYMEHTaMH B OJJIGKTPOHHOM BHJE NpPH OpraHu3alnud WHOOPMAIKMOHHOTO
B3aUMOJICUCTBHUA" .

14. Pacnopsikenue IIpaBurensctBa PO ot 12.02.2011 Ne 176-p "OO6 yTBep>kKAeHUU IIaHA
MEPONpPUATHIA 110 nepexoay ¢eaepaibHbIX OPraHOB HCIIOTHUTEIbHONW BIACTH HAa 0€30yMa)KHBIN
JIOKYMEHTOOOOPOT MPHU OpraHu3aliy BHYTPEHHEH e TenbHOCTH .

15. Pacnopsixenue IIpaButensctBa PD ot 02.04.2015 Ne 583-p "O06 yrBepxknennu [lepeuns
BUJIOB JIOKYMEHTOB, MpeaycMoTpeHHoro [IpaBunamu oOMeHa JOKYMEHTaMH B AJIEKTPOHHOM
BUJE TIpU OpraHu3alud HUH()OPMALMOHHOTO B3aWMOJEWUCTBUSA, YTB. IIOCTAHOBJICHHEM
[IpaButenbctBa PO ot 25.12.2014 Ne 1494".

16. Ilpukaz Munkynbtypsl Poccum ot 25.08.2010 Ne 558 (c m3m. ot 04.02.2015) "O6
yrBepxacHuH "[lepedHs TUMOBBIX YIPaBIECHYECKUX apXUBHBIX JOKYMEHTOB, OOPa3yIOIIUXCS B
IpoLecce NIEeATEIbHOCTH TOCYNapCTBEHHBIX OPTraHOB, OPraHOB MECTHOTO CaMOYIpPABICHUS U
OpraHM3ainuii, ¢ ykKa3aHMEeM CpOKOB xpaHeHus" (3aperucrpupoBaHo B Muntocte Poccun
08.09.2010 Ne 18380).

17. Tlpukaz Munkomcsizu P® ot 02.09.2011 Ne 221. "O6 yrBepknenun TpebGoBaHuil K
WH()OPMAITMOHHBIM CHUCTEMaM JJICKTPOHHOTO JOKYMEHTO0OOpoTa (elepalbHBIX OPraHoOB
UCTIOJIHUTENILHOW ~ BJIACTH, YYUTHIBAIOIIMX B TOM YHCIE HEOOXOOUMOCTH 00paboTKH
MOCPEJICTBOM JIaHHBIX CHUCTEM CIIY)XEOHOW WH(OpPMAIMK OTPAaHHUYECHHOTO PACIpPOCTPaHCHHS"
(3apeructpupoBano B Muntocte PO 15.11.2011 Ne 22304).

18. Ilpuka3 Poccranmapra ot 08.11.2013 Ne 1465-ct "OO6 yTBep)KI€HMH HAIlMOHAJIHLHOTO
craHjapra’.

19. IIpuka3z ®CTIK Poccunm ot 11.02.2013 Ne 17 "O6 yrBepkaenun TpeGoBaHuii 0 3amuTe
uHOpMaILIKHU, HE COCTABISAIONICH rOCy1apCTBEHHYIO TalfHY, COJIEpIKaIEiCsl B TOCYIapCTBEHHBIX
nHpopmannoHHbIX cucreMax" (3apeructpupoBano B Muntocte Poccun 31.05.2013 Ne 28608).

20. Ilpukaz MunkomcBszu Poccunm Ne 186, ®CO Poccum Ne 258 ot 27.05.2015. "O6
YTBEPKICHUU TpeboBanmiit K OpPraHu3allMOHHO-TEXHUYECKOMY B3aMMO/ICUCTBUIO
TOCYIapCTBEHHBIX OPraHOB M TOCYAAPCTBEHHBIX OpraHU3aluii MOCPEACTBOM OOMEHa
JTIOKyMEHTaMHu B 3JieKTpoHHOM Buje" (3apeructpupoBano B Munrocte Poccum 22.09.2015 Ne
38956).

21. Crparerusi pa3Butus uHGOpManuoHHOro obmiectBa B Poccuiickorr deneparuu (yTB.
[Ipesunentom PO 07.02.2008 Ne I1p-212).
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22. Tocranosnenue ['maBel Anmunuctpanuu Bonrorpaackoit o6, ot 20.06.2003 Ne 463 (c
u3M. oT 11.05.2007) "O6 yrBepxkaeHnn MHCTPpYKIIMH IO JIETONPOU3BOJICTBY B AIMUHHUCTPALIUN
Bonrorpanckoi obmactu"
n3 nHpopManroHHoro OaHka "Bosrorpanckas o6macte" JIOKyMeHT yTpaTui cuiy ¢ 1 ampens
2011 roga B cBsI3M ¢ U3aHUEM TocTaHOBIeHUs [ maBel A MuHUCTpanuu Bonrorpaackoi 061. oT
29.03.2011 Ne 276.

23. Tocranosnenue ['maBel Anmunuctpanmu Bonrorpaackoit oonactu ot 30 mapta 2009 r.
Ne 306 "O BBOme B JKCIUTyaTalMio €IMHOW aBTOMATH3MPOBAHHOW CHUCTEMBI 3JIEKTPOHHOTO
JIOKYMEHTOO0O0pOTa B OpraHax MCIOJHUTEIbHOH BIacTu Bonrorpaackoit obnactu".

24. TlocranoBnenue ['maBel AnmunaucTpanun Bonrorpaackoi o6mactu ot 31 utons 2009 r.
Ne 885 "O BHeapeHMH 3IIEKTPOHHOW IHU(POBON MOANMHMCH B €AMHYIO aBTOMATH3UPOBAHHYIO
CHUCTEMY AJICKTPOHHOT'O JOKYMEHTOOOOpPOTa OPraHOB MCIIOJTHUTEIBHON BiacTu Bosrorpanckoi
obmactu". (B pen. nocranosneHus ['ydepnaropa Bonrorpanackoii 061. ot 16.04.2013 Ne 347).

25. IlocranoBnenue ['maBel Agmunucrtparuu Bonrorpaackoit oomactu ot 22 centsiops 2009
r. Ne 1108 "OO6 wucronb30BaHUM 3JIEKTPOHHOM LU(POBOIM MOAMHCH B CIIEHUATU3UPOBAHHBIX
nH(popManMoOHHBIX cucTeMax Bonrorpasnackoi obmactu".

26. Ilocranosnenue IlpaButenscTBa Bonrorpanckoi o6m. ot 26.02.2013 Ne 78-m (pexd. ot
24.03.2014) "O6 yrBepxkaeHuu [loJokKeHHsI O  MEXKBEIOMCTBEHHOM  3JICKTPOHHOM
(6e30ymMa)XxHOM) JTOKYMEHTOOOOpOTE€ B OpraHax MCIOJHHUTEIbHON BiacTH Bonrorpaackoit
obnactu".

27. Tocranosnenue [IpaButenscTBa Bonrorpanackoii 06:1. ot 23.04.2013 Ne 189-

"O6 yrBepkaeHuu [IpaBun  enoOmMpoW3BOJCTBA B OpPraHax HMCIOJHUTEIBLHOW  BIACTH
Bounrorpaackoit obnactu".
28. Ilocranornenue ['ybepuaropa Bonrorpaackoit obmactu ot 17 ampens 2015 r. Ne 334 "O6

aBTOMATU3UPOBAHHOU CUCTEME 00paboTKH KOH(pHICHIIMATHHON uHpopMauu
Bonrorpanckoii oomactu".
29. Tocranosnenue ['y6epnatopa Bonrorpaackoii 06i. ot 12.10.2015 Ne 914 "O6

YYaCTHHUKE MEXBEJOMCTBEHHOI'O 3JIEKTPOHHOTO JOKYMEHToo00poTa".

30. Pacnopsokenne Komurera WHGOPMAIMOHHBIX TEXHOJIOTUH M TEJIEKOMMYHHUKALUN
Anvunnctpanuu Bonrorpaackoit 0611, ot 01.06.2009 Ne 03-o/x "O6 yrBepxknennn MHCTpYKINHI
NOJIb30BaTENsl MO 3aliuTe WHPOpMAlMKW B ABTOMAaTH3UPOBAHHON CHCTEME 3JIEKTPOHHOTO
JIOKYMEHTOO0OpOTa B OpraHax HCIOJHUTEILHON Biacth Boarorpaackoit obGiactu u ¢opm
JOKYMEHTOB, HCIOJb3yEeMBIX IMPH PadOTe C aBTOMATU3MPOBAHHOW CHCTEMON 3JEKTPOHHOTO
JIOKYMEHTOO0OpOTa B OpraHax MCIOJHUTEILHOM BiracTu Bonrorpaackoit o6mactu'.

31. Ilpuka3 Komurera mo ymnpaBieHHIO apXuBaMH AJIMHUHUCTpanuu Bonrorpaackoit 061. ot
30.08.2010 Ne 121 "OO6 yrBepkaeHHHM MeETOOUYECKUX PEKOMEHIAMA 110 pa3paboTke
UHCTPYKIUN 110 JEJIONPOU3BOJACTBY B OpraHax HCIOJHUTEIBHOM BJIAaCTH Bosrorpaiackon
obmactu".

32. Ilpuka3 komuTera HMH(MOPMAIMOHHBIX TexHOJOrui Bonrorpaackoit obmactu ot 28
ampenst 2015 1. Ne 57-o/m " OO0 yTBEepXKICHHH periamMeHTa MOAKITIOUEHUS K
«ABTOMAaTU3MPOBAHHOM cucTeMe 00paboTKN KOH(pHIEeHIMAILHON nHpopManun Bonrorpagckoi
obmactu".

6.5. UHuTepHeT-pecypchl

www.management.com.ua - lHTepHeT nopTtain Juist ypaBiIeHIEB.
www.megabook.ru/business - 5JKOHOMHUUYECKUH CII0BapPb.
www.glossary.ru - ciry»0a TeMaTH4eCKUX TOJIKOBBIX CIIOBAPEH.

4. www.bpm-online.ru - Bce 00 ympaBieHWH OHW3HEC TMpoIeccaMu, CTpaTeTueH,
(uHaHCAMU, IEPCOHATIOM, MAPKETHHIOM.

5. ek-lit.agava.ru/books.htm - buGnuoreka >KOHOMHYECKOW M JAEJIOBOHM JHUTEPATypHI.
YurasbHs.

W=
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6. eup.kulichki.net/Catalog/All-All.htm - bubnmoreka HKOHOMUYECKOH u
yIOpaBJIeHUYECKOW JuTepaTyphl. becratHas anekTpoHHas OuOnmoreka (MoHorpadwuw,
TUCCepTaIllii,  KHUTH, CTaThd, HOBOCTH U AaHAJUTHKA, KOHCIEKTHI JEKIUH, pedepaTsl,
y4eOHHKH).

7. econom.nsc.ru/jep - BupTyanbnas s3koHOMHUYecKast OMOIHOTEKA.

8. www.garant.ru — ['apaHT.

9. www.vopreco.ru - KypHan «Bompockl SKOHOMHKH».

10. www.expert.ru- XKypHan «9kcnepT».

11. www.akdi.ru- UaTepuer-cepBep «AK/IM DkoHOMMKA U KU3HB».

12. www.consultant.ru - Koncynsrant-ILiroc.

13. dic.academic.ru/searchall.php - CioBapu ¥ SHIIMKIONEINH.

14. glossary.ru - Ciy»x0a TeMaTH4eCKUX TOJIKOBBIX CIIOBapEH.

15. www.zipsites.ru - bubnuoTexa 3KOHOMUYECKOH U yIIpaBIEHYECKOM TUTepaTyphbl.

16. www.sf—online.ru — JlenoBoii sxypHan «CexpeT GupmbI».

6.6. Uubie HCTOYHUKH

HUnvie ucmounuxu ne UCnob3yromcs
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7. MaTepuajbHoO-TeXHHYecKas 60a3a, HHPOPMAIMOHHBbIE TEXHOJIOTHH, IPOrPaAMMHOE
o0ecnieyenue M UHGOPMALMOHHbIE CIIPABOYHbIE CHCTEMbI

MatepuanbHO-TEXHUYECKOE 0OecTieueHre TUCIUIUIUHBI BKIIOYaeT B ceOsl:

- JIGKIIMOHHBIC ayJAUTOPUH, 0OOPYAOBAHHBIE BUICOMPOCKIIMOHHBIM O000pPYIOBAHUEM IS
Ipe3eHTAlNi, CPEICTBAMU 3BYKOBOCTIPOU3BEICHHU S, SKPAHOM;

- TIOMEIICHUS JJIs MPOBEACHUS] CEMHHAPCKUX U MPAKTUYECKUX 3aHSATHI, 000pyIOBaHHBIC
y4aeOHOI MeOeIbIo.

JlucummiuHa TOJAepKaHa COOTBETCTBYIOMIMMH  JIMIIEH3UOHHBIMA  TPOTPAMMHBIMH
npoxyktamu: Microsoft Windows 7 Prof, Microsoft Office 2010, Kaspersky 8.2, CIIC I'apanT,
CIIC KoHcynbTaHT.

[IporpamMMHBbIe cpeacTBa obecrieueHns: y4eOHOTO MpoIecca BKIIOYAIOT:

- IporpamMMBbl ipe3eHTarmoHHoi rpadguku (MS PowerPoint — st moAroToBKU cnaidioB U
MpEe3eHTalN );

- TekctoBbie penakTopsl (MS WORD), MS ECXEL — st Tabnuir, guarpamm.

By3 obecneunBaeT kaxaoro o0ydarmerocs paboynuM MECTOM B KOMITBIOTEPHOM KJlacce
B COOTBETCTBUU C 00bEMOM H3yUaeMbIX AUCIHILINH, 00ECTIEYNBAET BBIXO/ B CeTh VIHTEpHET.

[Tomemenust Ui caMOCTOATEIbHOW pabOThl 00YYAIOMIMXCS BKIIOYAIOT CIIEIYIOIIYIO
OCHAIIIEHHOCTh:  CTOJIBI ~ ayAUTOPHBIE, CTYNbs, JOCKH ayAUTOPHBIE, KOMIIBIOTEPHI C
MOJKJIFOYEHUEM K JIOKAJTbHOW CETH MHCTUTYTA (BKJIIOYas MPABOBBIE CUCTEMBI) U MIHTEpHET.

Jns  w3ydeHus  y4eOHON  TUCHUIUIMHBI ~ UCHONB3YIOTCS  aBTOMAaTHU3MPOBAHHAS
oubmmoTreyHass WHGOpPMAIIMOHHAS CHUCTEMAa UM JJICKTPOHHBIC OMOJMOTEYHBIC CHCTEMBI:
«YuuBepcurerckas ~ O6mbmuoreka  ONLINE»,  «DnekrpoHHO-OMONMOTeUHass  cucremMa
u3narensctBa  JIAHb», «DnektpoHHo-OMOMmoTeuHass cucreMa wu3marenbcTtBa  «HOpaiiT»,
«DOnekTpoHHO-OubmnoTeunass cucrema IPRbooks», «Hayunas »snekTpoHHas OuOnnoTexa
eLIBRARY» u nip.

ObecneunBaeTCs BO3SMOKHOCTh OECIIPENATCTBEHHOTO JOCTYIA 00YJaroNTUXCsl MHBATUIOB

B ayIUTOPUH, TyaJIeTHBIEC U IpyTrHe MOMEIIEHHS, a TAKKe UX MPEeObIBaHNS B YKa3aHHBIX
MOMEIICHUAX (HaJM4re MaHyCoB, HOPYYHEH, paCIIMPEHHBIX IBEPHBIX IPOEMOB, TU(PTOB, IPU
OTCYTCTBUH JTU(PTOB ayJUTOPHUS PACHIOTIAracTcs Ha MEPBOM 3Ta)e, HATMUME CIIeHUATbHBIX
Kpeces U APYTruX NpUCcrnocoOIeHU).

Y4eOHbIe ayTUTOPUH JIJIsl BCEX BUOB KOHTAKTHOW U CAaMOCTOSITENILHOM pabOThI, HaydHAast
OMOIMOTEKA ¥ MHBIE TIOMEIIEHUS 11 00yYeHUS OCHAIIEHBI CIIEITUAIIBHBIM 000pYIOBAaHUEM U
y4eOHBIMH MECTaMH C TEXHUUYECKUMU CPEJICTBAMU O0YUEHUS JJIs1 00yUarouxcs ¢
OTpaHUYEHHBIMHA BO3MOXKHOCTSIMH 3I0POBbS M 00YYArOIIMXCS HHBAJIUIOB C Pa3HBIMU BUAMU
OTpPaHUYEHUI 310POBbSI:

- C HapyILIECHUAMU 3PEHUS:
[Ipuntep bpaiing braille embosser everest-dv4
DJNIeKTPOHHBIN pyyHO#l BUusneoyseneuntesib CAHDJ]
- C HApYUICHUSAMH CIyXa:
cpencrTBa OecripoBoHOM nepenaun 3Byka (FM-cucremsl);
AKyCTHYECKHUM YCUIIUTENb U KOJIOHKH;

TudIodIeIIUIeephl, PaJuOKIACCH.
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- C HApYIICHUSAMH OTIOPHO-ABUTATEIILHOIO arnmapara:

NepeaBUKHBIC, PETYIUPYEMbIE SPrOHOMHYECKHUE MAPThI C HCTOUHUKOM MUTAHUS IS
WHAUBUAYAJIbHBIX TEXHUYECKUX CPEJCTB;

KOMIIBIOTEPHAsI TEXHUKA CO CIIELUAIBHBIM IPOrPaMMHBIM 00E€CTIEYEHHUEM;
aJIbTepHaTUBHBIE YCTPOICTBa BBOJA MH(OpMALINH;

JPYTUX TEXHUYECKUX CPEICTB MpHeMa-nepesadn yueOHoi nHdopmManuy B JOCTYITHBIX
dopmax Ui CTYICHTOB C HApYIICHUSIMUA OTIOPHO-JIBUTATEIBHOTO arnapara.

Joctyn K M”HPOPMAIIMOHHBIM M OUOIHOTrpaguuecKkuM pecypcam B ceTd HTepHET Ui KaXI0ro
00y4aroIerocst MHBAJIKA UK 00y4aromerocsi ¢ OrpaHuYeHHBIMUA BO3MOXKHOCTSIMU 3/10POBbBSI
o0ecIieueH MIPeA0CTaBICHUEM EMY HE MEHEE YEM OIHOTO Y4€OHOr0, METOANYECKOT0 [EYaTHOTo
W/ SNIEKTPOHHOTO M3/IaHUS 110 aaNTalMOHHON TUCIUILTHHE (BKITIOUast AJICKTPOHHBIE 0a3bl
NEepHOINIECKUX U3/IaHNi), B popMax, aJallTAPOBAHHBIX K OTPAHUYCHHSM X 310POBbS U
BOCHPUATHS HHPOPMALINH:

Jis oOyuaronmxcsi ¢ HapylmeHUsIMU 3pEHHUS:

® B rieyaTHOU (popme yBeTMUEHHBIM MIpUQPTOM;
® B (popMe AMEKTPOHHOTO TOKYMEHTA;
¢ B popme ayauodaiina;
® B nieyatHoi (opme mpudTom bpaiins.
Jnst oOydarommxcs ¢ HapyHISHUSIMA CITyXa:

® B rieyatHo popme;
® B popMe AIEKTPOHHOTO JOKYMEHTA,;
¢ B popme ayauodaiina.
Jnist oOydaronuxcs ¢ HapyInIeHUsIMU OITOPHO-ABUTaTEIBHOTO amnrmapara:

® B rieyatHou popme;

® B (hopMe PIEKTPOHHOTO IOKYMEHTA;

¢ B popme ayauodaiina.
CopeprkaHue aganTaliOHHON TUCIUIUIMHBI pa3MENIeHO Ha caiiTe MHGOPMAIMOHHO-
KoMMYyHHKaImoHHou cetn MaTepHeT: Cebuika: http://vigr.ranepa.ru/sveden/education/ ...

WNudopmannonnbie cpeacTBa 0oOydeHUs, aalTHUPOBAHHBIE K OTPAHUYCHUSM 3I0POBBS
00yJaroIIMXCs:

AJIEKTPOHHBIE Y4eOHUKHU, Y4eOHBbIE (HIBMBI MO0 TEMAaTUKE TUCIMIUIMHBI, MPE3CHTAINH,
UHTEpPAKTUBHbIC Yy4eOHbIE W HArJsHble IOCOOMs, TEXHHYECKHE CpEICTBA MpPEIbSIBICHUA
uHpopManuu (MyJIbTUMEIUHHBIN KOMIUIEKC) M KOHTPOJISl 3HAHHUH (TECTOBBIE CUCTEMBI).

OBC «Aiibykc», MHdopmarmonHo-npaBoBsie 6a3bl naHHBIX («KoHCynbTanT [Imoc», «["apanT»).

MynpTUMEANNHBIA KOMIUIEKC B JIEKIMOHHOM ayJIUTOPUH.
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ITpunoxxenue 1.

@DoH/IbI OLIEHOYHBIX CPEACTB
MPOMEKYTOYHOM aTTeCTAMHU
no aucuuniaude b1.6.21 «/lokymMeHTanimonHoe odecrevyeHue v 1eJ10NPOU3BOACTBO B
rocy1apcTBeHHOM H MYHHMIMIAJIBLHOM YIIPaBJIEeHUH»

Bomnpocs! k 3a4ery
Hcropus pazsutus nenonpousBonacrsa B Poccuun
[IpoGaembl pocTa TOKYMEHTO0O0pOTa
Crioco0bI paroHaIu3ai JOKYMEHTO000pOTa.
I'CAOY. YCOP/A. VYuaudukamus, (opmanusanus, CTaHIApTU3ANMS JOKYMEHTA
OpraHu3anyoHHas Tpymnmna JOKyMEHTOB.
PacnopsimuTenbHas rpymnmna JOKyMEHTOB.
CripaBo4HO-HH(OPMAIIMOHHAS TPYIINA JOKYMEHTOB.
[TpaBuna opopmiaeHuss JOKyMEHTOB. PEKBU3UTHBIN COCTaB TOKYMEHTA.
Opranuzanus ciyx6s1 JJOY
TexHonoruu perucTpauuu J0KyMEHTOB.
0. TexHOJIOTUU KOHTPOJIS UCTIOJIHEHUS IOKYMEHTOB
11. Opranuzanus ciyx6oii IOY Tekymiero XxpaHeHus TOKYMEHTOB.
12. ApxuBHOE XpaHEHHE JOKYMEHTOB
13. OcoOeHHOCTH TeKCTa JOKyMEHTa
14. Jlornueckne OCHOBBI peJaKTUPOBAHUS JOKYMEHTA
15. JInHrBUCTUYECKUE OCHOBBI PETAKTUPOBAHUS TOKYMEHTA
16. UndopmannoHHbIi aHAIN3 JOKYMEHTA
17. CriocoObI yHU(PUKAIIMK TEKCTa TOKYMEHTA
18. Ilpuka3 - OCHOBHOW paclOpsIAUTENbHBIN JOKYMEHT B OpraHU3alnun
19. TpeGoBaHMs K PEKBU3UTHOMY COCTaBY TIOKyMEHTa
20. TpeOoBanus K OG(OPMIICHUIO OpraHU3AlMOHHBIX JOKYMEHTOB (MHCTPYKIHS,
MpaBwia u T.1.).
21. TpeGoBanus K 0OPOPMIICHHIO AKTA.
22. TpeboBanus kK 0(hOPMIICHHUIO TIPUKA3a.
23. TpeOoBanus K 0QPOPMIICHHUIO PACTIOPSIKECHHUS.
24. TpeboBanus K 0hOPMIICHHIO TEIEPOHOTPAMMBIL.
25. TpeboBanus K 0pOPMIICHHIO IJIaHA.
26. TpeboBanus kK 0(HOPMIICHHIO OTUETA.
27. TpeGoBanus K 0POPMIICHHIO 3asIBICHHS
28. TpeboBanus kK 0(hOPMIICHHUIO JOKJIATHOM (CITy>)KeOHOM) 3aIUCKH.
29. TpeGoBaHus K OQPOPMIICHHIO TPOTOKOJIA
30. TpeboBanus kK 0hOPMIICHHIO JOTOBOPA
31. CyxeOHas nepenucka
32. HomeHknatypa nen

el NS

2o e

Tema 1 UcTopus pa3Butus aejonpousBoactsa B Poccun (15 — 21 Beka).
Temwt pechepamos:

2. Tlonatue nenonpous3BOACTBA

2 BO3HUKHOBEHHE JIEJIONPOU3BOACTBA B Poccuu

3 [Ipuka3zHoe JeIOIpPOU3BOICTBO

4 CucreMa KOJUIeKCKOTO JeIONPOU3BOICTBA

5 Cucrema MuHHCTEpCKOTO AenonpounsBocTBa XIX - Hagana XX BB.

37



6 Parmmonanuzanmst ynpasieHus 1 aeionpon3soactsa B 1917 - 1941 rr.
7 YrpaieHre 1 AeT0IpOu3BOACTBO B 1945 - 1990-x 1T.
8 COBpEeMEHHBII ATl JCIONPOU3BOJICTBA

Tema 2 IIpoGJieMbI pocTa T0KYMEHT0000pOTA.

Bonpocut 012 ycmnozo onpoca

1. Ucropus pa3surtus aenonpousBoacTsa B Poccun.

2. CoBpeMEeHHBIE TCHACHIINA Pa3BUTHS TOKYMEHTOO0O0POTA.

3. O0OBEKTUBHBIC U CYOBEKTUBHBIEC IPHUUHBI pOCTA TOKYyMEHTO000POTA.
4. CriocoOBI COKpaleHus: JOKyMEHTOO00pOTa B OpraHU3aLny.

Tema 3 Cnioco0bl panuoHaIM3aIUU AeJT10POU3BOACTBA.

Bonpocul ona ycmnozo onpoca

1. KommonenTsl cuctemsl JJOY, UX B3aUMOCBS3b U B3aMMO3aBUCHMOCTb.
2. [Tapametpsl sTasonHo Moaenu CJIOY B opranu3amum.

3. O6ocHOBaHME 3HAYMMOCTH M HEOOXOTUMOCTH partnoranm3anmu JJOY.

Tema 4I'CAOY. YCOP/. Yuuduxamusi, popmMaausanus, CTAHAAPTH3ANMA TOKYMEHTA
Bonpocut 0152 ycmnozo onpoca

6. Copnepxanue MOHATUH “‘yHU(UKALUS~, ’cTaHmapTu3anus”’, ~Gopmanu3anus’.

7. Yuaudukanus TekcTa JOKyMEHTa: aHKeTa, Tpadaper, Tabauna.

8. Tpadaper kak cmocob yHHU(HUKAIIMU TEKCTa JOKYMECHTa

9. AHKeTa Kak coco0 yHH(HKAIUK TEKCTa JOKyMEHTa

10. Tabnuua xak cnocod yHU(PHUKAIMU TeKCTa TOKYMEHTa

Tema 5 Opranu3anuonHasi rpynna JoKyMeHToB. PacnopsiautenbHasi rpynna J0KyMeHTOB.

CrnpaBo4HO-HH(OPMALNMOHHAS TPYNINA JOKYMEHTOB.

2003.

Bonpocul ona ycmnozo onpoca

1. Cucrema opraHu3aiiioOHHON JOKYMECHTAITHH.

2. CucreMa pacopsiANTEBHON TOKYMEHTAITUH.

3. Cucrema nH()OPMAITMOHHO-CITPABOYHON TOKYMEHTAIUH.

Tema 6 IlpaBuia opopmiieHust 10KyMeHTOB. PekBu3uTHbIii cocTaB Aokymenra. 'OCT 6.30-

Bonpocut 0152 ycmnozo onpoca
5. PexBU3HTH yIpaBiIeHUYECKUX JOKYMEHTOB U MpaBHia UX 0hOpMIICHHS
6. IlpaBuia oopmiieHHs] PEKBU3UTOB 3ar0JOBOYHON YacTh
7. TlpaBuna oopMieHUs pEKBU3UTOB OCHOBHOH YacTu
8. IlpaBmia opopMiICHUS PEKBU3UTOB 0POPMIISIONICH JacTH

Tema 7 Opranusanms cayxos1 JOY.
Temwt pechepamos:
6. @®opmsel 1 CTpYKTypa ciryk061 JJIOY
7. Tlonoxenwue o cayxoe 10Y
8. JlomkHOCTHOM cocTaB ciryx051 JJIOY
9. JlomKHOCTHBIE HHCTPYKIIHU
10. ®opmel 1 cTpyKTypa ciayx0sr JOY

Tema 8 TexHonoruu perucTpanuu J10KyMeHTOB.
Bonpocul ona ycmnozo onpoca

9. B ueMm 3HaUCHHUE PETUCTPAIMH JOKYMEHTOB?

10. KaxoBbl (hOpMBI M OPAIOK PETUCTPALIUU TOKYMEHTOB?

11. Kakue MOryT OBITH MECTa PErHCTPALIH JOKYMEHTOB?

12. Heo6xoxumel 1 popMBI aBTOMATU3ANH PETUCTPALUHN JOKYMEHTOB?
13. Bormpocs! 1o copepKaHuio yaeOHOW TeMBI:

14. Yo Takoe HIEKcalMs TOKYMEHTOB?
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15. Kak opraam3oBaTh ClipaBoYHO-HH(DOPMAITMOHHYIO paboOTy ¢ TOKyMEHTaMH ?
16. Kakue OBIBAafOT KypHAJBI PETHCTPAIINN JOKYMEHTOB?

Tema 9 TexHOTOTNH KOHTPOJISI HCIIOJTHEHUS IOKYMEHTOB
Bonpocwt 012 ycmnozo onpoca
4. Kakue T0KyMEHTHI HEOOXOAMMO KOHTPOJIUPOBATh
5. Cpoku UCTIOTHEHUS JOKYMEHTOB
6. O06o006meHNe, aHATN3 U MCTIOIL30BaHNUE TAHHBIX 00 UCTIOJHECHUN JOKYMEHTOB B YCIIOBHUSAX
TPaAUIIMOHHON W aBTOMAaTU3WPOBAHHOW TEXHOJIOTHH 00PaOOTKH JOKYMEHTOB.

Tema 10 Opranmmsanust  cayx0oii  JIOY  Tekymero XpaHeHMsi JOKYMEHTOB.
ITocTpoeHre HOMEHKJIATYPHI JeJl. APXUBHOE XpaHeHHe TOKyMeHTOB. Opranu3amus cay:xooi J10Y
ApPXHBHOTO XPAHEHUS JOKYMEHTOB.

Bonpocul ona ycmnozo onpoca
ITonstre ”aeno”. Ilpu3Haku 3aBeIeHAS JEI.

TexHOMOTHS CO3NaHNST HOMEHKJIATYPHI B OpraHU3aIiH.

Brenpenrne HOMEHKIATYPHI JICTI.

AHanu3 KOHKPEeTHOW HOMEHKJIATYPHI I - CAMOCTOSTENbHAs padoTa.
TexHOMOTNs CMICaHNs JOKYMEHTOB B apXHB. JDKCIEPTH3a [IEHHOCTH JOKYMEHTOB.
OcobenHocTH 0(hOPMIICHHS APXUBHOTO JIEIIa.

OyHKIMY apXUBa B OPraHU3aIUH.

Ocob6erHocTr paboTHI ¢ apXUBHOM MHGOpMATIHECH

PN RE LD =

BOI’lpOCbl 011 mecm uposanus:

1. YMenus: YTBep:KaeHHe JOKYMEHTOB IPOM3BOANTCS:

a) MPOCTaBJICHUEM Ipuda WK U3AaHUEM CAMOCTOSITEIBHOTO PACIIOPSANTENLHOTO aKTa;

0) moxnHMCaHNEM WU ITPOCTABICHUEM TpH(a, WIH U3TaHHEM CaMOCTOATEIILHOTO PACTIOPSIUTEIEHOTO
aKTa;

B) MPOCTaBIICHHEM Iprda MPH 0OJHOBPEMEHHOM H3IaHHU CAMOCTOSITEIBHOTO PACHOPSIIUTEIBHOTO aKTa;
T') IOANIMCAHUEM U NIPOCTaBICHUEM TpHda IpH OJHOBPEMEHHOM H3/IaHUH CaMOCTOSATEIILHOTO
PacropsAUTENIBHOTO aKTa;

2. 3nanusn: /1e10npon3BOACTBO U JOKYMEHTAIIMOHHOE 00ecTeYeHne YIPaBJIeHN:
a) pa3IMYaloTCs 00IACTIMH HCIIOIb30BaHNUS;

0) UICHTUYHBIE TIOHSATHS;

B) pa3iIMyar0TCs BUAAMH OIEpalluii;

T) pa3iInyaroTcs I10 BHJIAM OpPTraHU3aliii, B KOTOPBIX HCIIOIB3YIOTCS.

3.JlokyMeHT onpeesieTcs Kak:

a) 3HaHuA: HOCUTEh HHPOPMAITUH B CHCTEME YIIPABIICHHUS;

0) napopMasi Ha MaTepHaJbHOM HOCHTENE C PEKBHU3WTAMH, TIO3BOJIIIOIINMHU €€
UACHTU(OUIIUPOBATE;

B) Ka4€CTBEHHAS XapaKTEPUCTHKA YIPABICHUECKON HH(OpMAIny;

r) CBEACHHMS, OATBEp K Aaonie GakT 00bEKTUBHOM AEHCTBUTEILHOCTH.

4. 3nanus:YuH cexkperapsi, apxuBapuyca, CTPyKTypa KaHUeJsipusi NOSIBWJINCH B MEePHO/:
a) IIPUKA3HOTO JEJIONPOU3BOJICTBA;

0) KOJUIEAKCKOT'O JIeJIONPOU3BOJICTBA;

B) MUHHCTEPCKOTO JeIONPON3BOCTRA.

5. 3nanus:IIpuka3snoe geonpousBoacTso B Poccuu
a) 16-18 Beka;

6)15 —16 Beka;

B) 15 —17 Beka;
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r)19-20 Beka.

6. 3nanun:Kosexckoe nesonpousBoacrso B Poccnn
a) 19 Bek;
0) 18 Bek;
B) 17 Bek;
r) 16 Bek.

7. YMenusi: OTMeHa TOKYMeHTA:

a) pacpocTpaHsieTcs Ha OyIyIue MOCIEACTBHS JOKYMEHTA;

0) pacrpocTpaHseTcsl Ha y>Ke HACTYIMHUBIIKE TOCIICICTBUS TOKYMEHTA;

B) pacmpocTpaHseTcs Ha OyAyIIne U y)Ke HaCTYNUBIIHNE ITOCIEACTBHA JOKYMEHTA;
T') paclpoCTpaHsIETCs Ha MOTCHUUATBHBIC MTOCIEICTBUS JOKYMEHTA;

8. 3nanus: CBUTKOBOE CTOJI0L0BOE 1€JI0NPON3BOACTBO cHOPMHUPOBAIOCH B IEPUOI:
a) MPUKA3HOTO JEIOMPON3BOJICTBA;

0) KOJUIEKCKOTO JICIONPOU3BOJICTRA;

B) MUHHCTEPCKOTO JIEIIONIPON3BOJICTBA;

T')HCTIOJHUTENHFHOTO JICIONPOU3BOJICTRA.

9. YMmenusi: [lokyMeHT0000POT onpee/sieTcs Kak:

a) COBOKYIHOCTb B3aUMOYBS3aHHBIX MIPOLETyp, 00ECTIeYnBaIOLINX IBHKEHUE JOKYMEHTOB B
YUpEXKICHUH;

0) UUPKYJISALUA TOKYMEHTOB OpraHU3alUY;

B) IOKYMEHTbI OpraHU3alM1, HaXOAALINECS B JBIKEHUH;

') JOKYMEHTOOOMEH OpTaHU3alKy ¢ BHEIIHEH HHPOPMAIMOHHOH cpeol, 00ecrieYnBalONIii ee
s dexTrBHOE (PYHKIIMOHUPOBAHHE.

10. 3nanus: TenaeHIMH PpocTa JOKYMEHTO000POTA SIBJISIOTCS:
a) MO3UTHUBHBIM SIBICHHEM COBPEMEHHOCTH;

0) HEraTHBHBIM SBJICHHEM COBPEMEHHOCTH;

B) HETaTHBHBIM SIBIICHHEM Pa3BUTHS IMBIIN3ALIUH;

T') TO3UTUBHBIM SIBICHUEM Pa3BUTHS LUBHIIM3ALINH .

11.0cHoBHBbIE MPUYHHBI POCTA JOKYMEHTO000POTA ABJISIOTCS:
a) parMoOHAIBHEIC, UPPAITUOHATBHEI,

0) perynupyemble, HEpEeryIupyeMbIe;

B) 0OBEKTHBHBIMH U CyOhEKTHBHBIMH,

T') HETaTUBHEIC, TO3UTHBHEIC.

12. 3Hanusa: O0beKTUBHbIE IPUYMHBI POCTA TOKYMEHT0000pOTA
a) GOpMHUPYIOTCS IO BOJIE U YKEJIAHHIO JTIOCH;

0) hOpMUPYIOTCS IOMUMO BOJIU H KEJIAHUS JIIOJICH;

B) (hOpMUPYIOTCS TI0 BOJIE TOCCTPYKTYD;

r) (GOPMHUPYIOTCS IO BOJIE TOCCTPYKTYP U JKEJIAHUIO JIFOCH.

13. 3nanusn:Cy0beKTUBHbIE IPUYHHBI POCTA JOKYMEHTO000pOTA
a) GopmupyroTcs 6marogaps aTMAHACTPATHBHBIM JCHCTBUSAM JTFOZCH;
0) hopMUpPYIOTCS MO BoJie CYOEKTOB TOCYAapCTBa,;

B) (hopMUpYIOTCS 1O BOJie CyOBEKTOB YIPABJICHUS;

r) GOPMHUPYIOTCS IO BOJIC M YKEIAHUIO JTFOICH.

14. Ymenusi: Crioco6oM panHoOHAIN3ALUU TI0KYMEHT0000pPOTAa MOKHO HA3BaTh
a) METOJ yNPaBJICHHS N0 OTKIOHEHHUSM;

0) KOJMWYECTBEHHBINA aHATN3 JOKYMEHTO000POTa;

B) CUTYaTHBHBIN aHAJIN3 TOKYMEHT0000pOTa;
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I') KAYeCTBEHHBIN aHAIN3 JOKYMEHTO000pOTa.

15. Ymenusi: OnTuMu3anus 10KyMEHTO000pOTa B OPraHu3aliy NpU3BaHa
a) 3aMEeJINTh U COKPATHTh TOKYMEHTOO00POT;

0) COKpaTUTh JOKYMEHTOO00OPOT;

B) YCKOPHTb TIOKYMEHTOO00POT;

') COKPaTUTh U YCKOPUTH JJOKYMEHTOOOOPOT.

16. YMeHusi: MeTox npeaBapuTeIbHOr0 PacCMOTPEHUsI JOKYMEHTOB MPUMEHSIETCSI B OTHOIIEHUH
a) BXOJSIIETr0 JOKYMEHTOOTOKA;

0) BHyTPEHHETO JOKYMEHTOITOTOKA;

B) UCXOIAIIETO JOKYMEHTOIIOTOKA;

T) M000r0 JOKYMEHTOTIOTOKA.

17. YMennsi: MeToj ynpaBJieHHsI 0 OTKJIOHEHUSIM
a) BXOJISIIETO JJOKYMEHTOIIOTOKA;

0) BHyTPEHHETO JOKYMEHTOITOTOKA;

B) HCXOJISIIETO JOKYMEHTOIIOTOKA;

T) mo00T0 JOKYMEHTOIIOTOKA.

18. Ymenusi: Padora ¢ koHpuaeHuua1pHoi uHGopManueil BKJIIOYAET B cedsi:

a) TeXHHu4eckue acnekTrl ooecreueHus KU,

0) TEeXHUYECKUE U HOPMATHBHO-TIPABOBBIE acTeKThl ooecrieueHus KU;

B) OpTaHM3alMOHHEIC acnieKThl obecnieueHus KU;

T') TEXHUYECKHE, OPTaHU3AIMOHHBIC 1 HOPMAaTUBHO-TIPABOBEIE acleKThl ooecnieuenus K.

19. 3nanusi: ABTOMATU3MPOBAHHBII I0KYMEHTO000POT NPU3BAH HA COBPEMEHHOM JTare:

a) MOJTHOCTHIO 3aMEHHUTH OyMaXKHBIH;

0) mpomyOIupoBaTh OyMaKHBIH;

B) pa3AenuTh C OyMa)KHBIM TOKYMEHTOIIOTOKH (BXOSIIUE, UCXOIINE, BHYTPEHHHE)

T) pa3IeauTh ¢ OyMaXHBIM HHPOPMALMOHHBIE TOTOKH (4aCTh JOKYMEHTOB - JJIEKTPOHHBIE, YaCTh -
OyMa’KHEIE)

20. Ymenus: OnruMu3anus J0KyMEHT0000p0Ta B OPraHN3allH, B IEPBYI0 0YepPeb, IBJISETCH
dyHxkumei:

a) pyKOBOZUTENS OpTraHU3aIlNH;

0) cyx0b1 10V

B) BCEX COTPYHUKOB OpPraHU3allNy;

T') PYKOBOJMUTENEH CTPYKTYPHBIX MO/Ipa3ieICHU.

21. 3unanus : Cay:xoa 1OY, B ugeaje, Noq4nHsAETC:
a) HafpsAMYIO PyKOBOJIUTEIIO;

0) 3aMeCTUTEII0 PYKOBOIUTES;

B) HAYAIBHHUKY OT/EJIa KaJpOB;

T') Ha9aJIbHUKY IOPUINIECKON CITyKOBI.

22. 3nanus: Y COP/l saasierca:

a) yIpaBJIeHHEM CUCTEMON OpPraHU3allMOHHON JESTENBHOCTH;

0) YCOBEPIIIEHCTBOBAHNEM OPTaHU3AIMOHHON JIEATEIHFHOCTH;

B) YHU(UIIMPOBAHHON CHCTEMOM JOKYMEHTOB;

') YHUBEPCAIBHON CUCTEMON OPraHU3allHOHHO-PACTIOPSAUTENBHON TOKYMEHTAINH.

23. 3nanus:I'CAOY -3T10:

a) TpaKAaHCKasi CUCTeMa JJOKYMEHTAIIMOHHOTO 00ECTICUeHUS YIIPaBIICHUS;

0) reHepalibHas CUCTEMa JIOKyMEHTAIMOHHOTO 00ECIICUCHUS YIIPABICHUS;

B) TOCYJIapCTBEHHAs CHUCTEMA TOKYMEHTAIIMIOHHOTO 00ECIICUCHUS YIIPABICHUS;

T') TOC-MYHUIUTAILHAS CHCTEMA JIOKYMEHTAITMOHHOTO 00ECIIEYCHHUS YITPABIICHUSI.
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24. Ymenus: Tpu crioco6a yHupHKaIHH TEKCTA TOKYMEHTAa:
a) Tpadapert, aHKeTa, TabIuIa;

0) cxema, rpaduk, KapTa;

B) omieporpaMma, arp00M GhopM, MapIIpyTorpaMma;

r) TpadapeT, aHKeTa, Tadulia, rpaduk.

25. Ymenus: TexkeT aHKeThI CeNMAJMCTHI HA3BIBAIOT:
a) HECBSI3aHHBIM,

0) pa3opBaHHBIM;

B) ACHHTaKCUYECKUM;

T') COKpaIIEHHBIM.

26. 3nanusi: OpraHn3aiuoOHHO-PACIOPSAANTEIbHAS TPYNNA JOKYMEHTOB:
a) CYIIECTBYET B KaXXJI0M OpraHU3aINu;

0) cyIecTByeT B OpraHax BJIacTd U YIPaBICHHUS;

B) CYIIIECTBYET B FOCYIaPCTBEHHBIX YUPEKICHUSX;

T) CYIIECTBYET B TOCYJaPCTBEHHBIX U MYHUITUTIAIIBHBIX YIPEKICHUAX.

27. 3nuanusi:PekBU3MTOM Ha3bIBaETCS:

a) 3JIEMEHT JIOKYMCHTA;

0) MH(MOPMAITMOHHBIN AIIEMEHT JOKYMEHTA;

B) HOCHUTEIb HH(OPMATIHH;

T') BCIIOMOTaTelIbHOE CPEJCTBO O(hOpPMIICHHE TOKYMEHTA.

28. 3nanusi:Hocureasavu nadpopManum aBIsiiOTC:

a) Oymara, IJIaCTHK;

0) Oymara, IJIACTHK, BHJICO, ay/THO - JICHTHI;

B) 1000 MaTepUaTbHBIN 00BEKT, HA KOTOPOM HaHECEHA MH(pOpMAIIS;
T') MaHupyc, MepraMeHT, Oymara, TacTuK.

29. Bexymas 3a1aua KaHUeJISIPUU:

a) OPraHn30BaTh U MMOIEPKUBATH JOKYMEHTOO0OPOT B OPTaHU3ALMH 110 SAWHBIM MPaBHIIaM;
0) mpoBepsATH paboTy C JOKyMEHTaM{ B OPTaHU3AIMH M HAKa3bIBATh 32 HAPYILCHNUS;

B) PEKOMEH/IOBATh PyKOBOIUTEIIO CIIOCOOBI OpraHU3aly TOKYMEHTO000POTa;

T') MAaIIMHONMCHBIE U SKCIEANIIMOHHBIE ONEPALNH C JOKyMEHTaMH.

30. Ymenus: TexHOTOTHS PerncTpPauu J0KYMEHTOB ObIBAIOT:
a) IICHTPaTU30BaHHEIC;

0) eHTpaNTM30BaHHBIC U JACTICHTPATN30BaHHEIC;

B) JCLCHTPAIN30BAHHEIC;

T') IEHTpaIN30BaHHbIC, JCICHTPATN30BaHHbIC, CMEIIAHHBIE.

31. YMenus: TexHoa0russ KOHTPOJIS HCTIOJTHEHUS JOKYMEHTOB MpeAnoJiaraer:
a) KOHTPOJIb Ka4eCTBa UCTIOTHEHUS;

0) KOHTPOJIb Ka4eCcTBa U CPOKOB MCIIOJTHEHUS;

B) KOHTPOJIb CO3JIaHMsI U OTIIPABKHU JTOKYMEHTA a/Ipecary;

T') KOHTPOJIb pa3peIieHUs BOIPOCOB, OTPAKEHHBIX B JOKYMEHTE.

32. Ymenusi: Onpenenenne MOHSITHSI «1€J10»:

a) Mmarka ¢ JIOKyMeHTaMu;

0) TOKYMEHTBI, OTHOCSIIIHECS K OJTHOM mpoliiemMe;

B) TIEPBUYHBIN JOKYMEHTHBIN KOMIUIEKC, CTPYIIITAPOBAHHBIN 110 KAKOMY-JTHOO MTPU3HAKY;

T') IEPBUYHBIA JOKYMEHTHBII KOMITJIEKC, CTPYIITUPOBAHHBIN M0 HASHTHYHBIM PEKBU3UTAM JOKYMEHTA.

33. Ymenus: Homenknarypa nei:

a) IOKyMEHT, B KOTOPOM TI€PEYHUCIICHBI TJIABHBIE Jiefla OpraHu3allny;
0) JOKYMEHT, B KOTOPOM TEPEUYHCIICHBI BCE JIeJia OPraHu3alluy;
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B) TIPUMEPHBII CITMCOK J1eJT, HEOOXOAMMBIX K 3aBE/IEHUIO B OPTraHU3aIlNY;
T') TOKYMEHTHI, OTHOCSIITHECS K OMHOU TIpodieMe.

34. YmMeHnusi: ApXuBHOe XpaHEeHHe I0KYMeHTOB He00X01uMO:
a) JUId IOBTOPHOT'O HUCIOJIb30BaHUs JOKYMEHTOB;

0) A7l OTUETHOCTH IE€PE] BBILIECTOSIIUMH OpraHU3alMsAMY;

B) Ha CITy4yail IpOMaXu JOKyMEHTa B OpraHU3ally;

T') Ha Cily4yaid ynpa3/IHEeHUs] OpraHu3alluu.

35. 3uanus: SA3bIK 10KYMEHTOB OTJIMYAET:

a) 00pa3HOCTh M Pa3sHOOOpa3ue SA3bIKOBBIX CPE/ICTB;

0) TOYHOCTB U CYKCHHE IMara3oHa S3bIKOBBIX CPEJICTB;
B) HCIIOJIB30BaHUE MPOPECCHOHATN3MOB;

T) UCIIOJIb30BaHUE TUAIEKTU3MOB.

36. HaBbiku: Kakas ¢pa3a HeyMecTHa B IOKYMEHTE H HYK/IA€TCHA B PeJAKTHPOBAHUM:
a) «IIPOCHM YCKOPUTH PEIICHUE BOMPOCA...»;

0) «3a HEOOOCHOBAHHBIH IPOTYIL...»;

B) «IIpeJicTaBbTe Balu npeiokeHus B yKka3aHHbIC CPOKH...»;

T') «KOHTPOJIb MCIIOJIHEHUS BO3JIAraeTcsl. ..»

37. HaBbiku: OpraHusalnoHHas rpynna J0KyMeHTOB.
a) yCTaB, MOJIOKEHUE, MTPABIIIA, HHCTPYKIIUS;

0) ycTaB, IOJIOKEHHE, TUTaH, HHCTPYKIIUS;

B) YCTaB, OTYET, MPABWIIA, HUHCTPYKIIHS;

T) yCTaB, MOJIOKEHUE, MTPaBUIIa, UHCTPYKITUS, PETTIAMEHT.

38. HaBbiku: PacnopsiauTenbHasi rpynna J10KyMeHTOB.

a) IOCTAHOBJICHHE, PACTIOPSDKEHHE, pEeLIeHNe, TPUKa3, YKa3aHuUe;

0) yka3, IOCTaHOBIICHHE, PACIIOPSHKCHUE, ITPUKA3, YKa3aHUE

B) YKa3, IOCTaHOBJICHUE, PACTIOPsDKEHHE, pellieHe, IPUKa3, YKa3aHHe
T') yKa3, IOCTAaHOBJICHHUE, PAaCIIOPSHKEHUE, PeIICHUE, TIPHKA3.

39. Hapbikn: CnpaBoYHO-UH(OPMANMOHHAS I'PYNINa I0KYMEHTOB.
a) JOKJIaJ{Hasl 3aIlUCKa, aKT, IPOTOKOJ,;

0) moroBOp, CIIyKeOHas 3amucka, HHCTPYKITHS;

B) CIIpaBKa, yKa3aHUe, 3asBICHHC;

T) TelerpaMma, TeneoHorpaMmma, yKa3aHue.

40. Hapbiku: [IpaBuia ogopmienus pekBu3uToB, orpaxennbie B OCT P 6.30 -2003.
a) HOCAT 00s3aTeNbHBIN XapaKTep;

0) HOCAT PEKOMECHIATEILHBIA XapaKTep;

B) HOCAT IUPEKTUBHBIN XapakTep;

T') HOCST PEKOMEHIATeIbHO-00513aTENIbHBIN XapaKTep;

41. HaBpiku: Opranuszanus ciay:ko0ii JJOY Tekymero xpaHeHusi 10KyMeHTOB.
a) OHO OCYIIECTBIISIETCS] B OTHOILICHUU UCIIOJIHEHHBIX JOKYMEHTOB

0) OHO OCYIIECTBIISICTCS B OTHOIIIEHUH HEUCTIOTHEHHBIX JOKYMEHTOB

B) OHO OCYIIECTBIISIETCS] B OTHOIIICHUH JOKYMEHTOB Ha KOHTPOJIE

T') OHO OCYILIECTBIIACTCS B OTHOLLIEHUU IPOCPOUCHHBIX JOKYMEHTOB

42. HaBpiku: Ilpuka3 - 0CHOBHOM pacnopsiiuTeIbHbIi TOKYMEHT B OPraHU3aluHi. BUIbl MPUKA30B:
a) 10 JIMYHOMY COCTaBY, ONIEPaTUBHOMN JEATEbHOCTH;

0) 10 TMYHOMY COCTaBY, XO3IUCTBEHHOU JACSITCIHLHOCTH;

B) KaJIpOBBIE, IO TEKYLIEH AESITEIbHOCTH;

T') TI0 JUYHOMY COCTaBYy, OOIIIEH NeATEIHPHOCTH;
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43. HaBbiku: TeKkcT aKTa COCTOUT H3:

a) 000CHOBBIBAIOIIEH, KOHCTATUPYIOMIEH, PEKOMEHIYIONIEH YacTH;
0) BBOAHOH, (PaKTHUECKOM, pEKOMEHAYIOIICH YacTu;

B) BBOJJHOM, KOHCTATUPYIOILICH, HTOTOBOM 4acCTH;

T') BBOJIHOM, KOHCTATUPYIOIIECH, peKOMEHYIOLIENH YacTH;

44. HaBpiku: JlokJagHas U CIy:KeOHAS 3aMIMCKU:

a) B 3HAYUTEILHON CTENICHN HJCHTUYHBI IO O()OPMIICHHIO U COACPIKAHHMIO;
0) MPOTUBOIOCTABJICHBI 110 O(POPMIICHHIO M COIEPIKAHHUIO;

B) 10 0(OPMIICHHIO COBIAIAIOT, IO COAEPKAHUIO MMPOTHBOIIOCTABIICHEI;

T') UACHTHYHEI 110 COJIEPKAHUIO, PA3NUYaIOTCs 110 OPOPMIICHHUIO;

45. HaBbiku: TpeGoBanusi K 0)OpMIIEHUIO 00BICHUTEIbHOI 3aIMCKH:
a) COCTaBIIETCS OT IEPBOTO JHUIA

0) cocTaBisieTcs OT TPETHErO JIULA;

B) COCTaBJISIETCS OT IPYMIIBI JIULL;

T') COCTaBIISAETCS OT HAPYILIUTENS TUCIUILINHBL.

46. Happiku: TpedoBanusi K 0opMJIEHHIO NOCTAHOBJIEHHS.

a) COICPKUT KOHCTATUPYIOLIYIO U PaCTIOPSAUTEIIbHYIO YacTH;

0) conepkuT 000CHOBBIBAIOIIYIO, KOHCTATUPYIOIIYIO ¥ PACHOPSIUTENBHYIO YaCTH;
B) COZCPKUT Pa3bACHUTEIBHYIO, KOHCTATUPYIOILYIO U PACIOPAIUTENbHYIO YacTH;
T') COAEP)KUT 0OOCHOBBIBAIOIIYIO, KOHTPOJIHUPYIOIIYIO U PACHOPSITUTEIbHYIO YacTH;

47. HaBbiku: TpedoBanust k ogopmiieHHI0 HHPOPMALMOHHO - AHAJTUTHYECKOH 3alUCKH.
a) HOCUT PEKOMEHAATENbHBIN, HayYHO-UCCIEI0BATEIbCKUMN, TTOSICHIIONINI XapakTep;

0) HOCHT PEeKOMEH/IATEIbHEIH, TTOSICHIIOIINI XapaKTep;

B) HOCUT PEKOMEHAATENbHBIMN, UCCIIEI0BATENbCKHUM, MOACHSIOIINI XapaKkTep;

T) UCTIONB3YeTCS JUIS Tiepeadn Heo0X0auMOo# HH(OPMAITUH B LIESIX Pa3pelICHUS TIPOOIEMBI.

48. HaBbiku: TpedoBanusi kK 0opMIEHHIO POTOKOIA:

a) 4YaCTH TEKCTa: BBOJIHASI(CIYIIAIH - BHICTYIIUIU-PENININ ), OCHOBHAS ;

0) yacTH TEKCTa: MOBECTKA JTHS, OCHOBHAS (CITyIIATH-BBICTYIIU-PEIIHIIN);
B) YaCTH TEKCTa: BBOJHAs, IIOBECTKA JHA, CBEACHHUS O MIPUCYTCTBYIOMINX ;
I') 4aCTH TEKCTA: BBOJIHAS, OCHOBHAS (CIIyIIAIU-BBICTYIHIIM-PEIIUIN).

49. Hapbiku: TpeGoBanusi kK 0opMIIEHHIO 10TOBOPA:

a) 00s13aTeNIbHOE KOJMYECTBO YIACTHUKOB CTOPOH — JIBA;

0) 00s13aTETLHOE KOMMYECTBO IK3EMILISIPOB — JIBA;

B) 00s3aTeNbHOE YKa3aHUE OTCHUIOK K 3akoHaM P®;

r) 00s13aTenbHOE 0(hOPMIICHIE PEKBU3UTHOTO MUHUMYMa J0TOBOPA;

50. HaBpIkn: AHHYJIMpOBaHHeE JOKYMEHTa:

a) pacIpocTpaHseTcs Ha OyayIine OCHIeACTBUS JOKYMEHTa;

0) pacnpocTpaHsieTcs Ha y>K€ HaCTYIMBIIHNE OCIEACTBUS JOKYMEHTA;

B) pacmpocTpaHsieTcsi Ha OyIylire U y)ke HaCTYIUBIIUE MOCIEICTBHUS JOKYMEHTA;
T) pacpocTpaHseTcs Ha MOTEHIHAIbHbBIE TOCIEICTBHU JOKYMEHTA;
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