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1 Iessn, nuianHnpyeMble pe3yabTaThl 00y4eHHUs 10 JUCHHUIIIMHE (MOIYJII0)

Ilens w3ydeHHUs AUCHUIUIMHBI - TIOJYYCHHE TEOPETHYECKUX 3HAHUKW B 00JacTu
JEIONPOU3BOACTBA M (OPMUPOBAHHWE KOMIIETEHTHOCTH B paboTe C  YIpaBICHYECKOH
JIOKYMEHTALUECH.

3ana4yn U3y4eHHs TUCHUIUIUHBIL:

- OCBOCHHE TMOHITHIMHOTO ammapaTta Kypca (MOHSTHE TOKYMEHTa, €ro CBOWMCTBA, CHOCOOBI
JOKYMCHTHPOBAHUS; IMpaBHUJIia COCTABJICHUA H O(i)OpMJIeHI/ISI OpTraHru3alMOHHO-PACTIOPAANUTCIIbHBIX
JIOKYMEHTOB; CHUCT€Ma W THUIOBasg TEXHOJOTHS TOKyMEHTALMOHHOTO O0OeCledYeHHs YIpaBIICHUS;
OCOOCHHOCTH  JICTIOTIPOM3BOJICTBA 1O  OOpalieHHusM TpaxAaH U KOH(HUIESHIIMAIBHOTO
JIeJIOTIPOM3BO/ICTBA);

- (¢opmupoBanue  mpo(hecCHOHANBHBIX  KOMIIETEHIIMH B  YacTh  O(OpMIICHUS
OpraHU3aIMOHHO-PACIOPSAIUTEIBHBIX JIOKYMEHTOB B COOTBETCTBUHU ¢ aeicTBytomuM ['OCTowm;
OCYIIECTBIICHUSI 00paOOTKU BXOJSIINX, BHYTPEHHUX M HCXOASIINX JOKYMEHTOB, KOHTPOJIA 32 UX
UCTIONTHEHUEM; 0(hOPMIICHHUS TOKYMEHTOB JUIS TIepe/iadll B ApXHUB OPraHU3alInN );

- IPUMEHEHME MTOJTYYEHHBIX 3HAHUM IIPU Pa3peIICHNN Pa3IuYHbIX IOPUIUIECKUX CUTYALHM.

[TnanupyemMbIMu pe3ynbTaTaMyd OOy4YeHUs MO AMCLUUIUIMHE (MOMYIIO), SBISIOTCS 3HAHMS,
yMEHHUs, HaBbIKH. llepedeHb MIaHUPYEMBIX PE3YJAbTaTOB OOyUYCHHS IO JUCLHIUIMHE (MOIYIIO),
COOTHECEHHBIX C IUIAHUPYEMBIMH pe3ylbTaTaMHd OCBOEHHS 00pa30BaTeNbHOM MpOTrpamMMBbl,
npecTaBieH B Tabnuie 1.

Tabmuna 1 — Komnerenmuu, popMupyeMbie B pe3yIbTaTe U3YYSHUS AUCIUILTUHBI (MOJTYJIs)

Kon n PesynbraTel 00y4eHus IO TUCLUILIMHE
Hazpanue OITOIT Konn (opayspoBKa
BO, cokparmerHoe (hopmympoBKa HMHIUKAaTOpa Kon
KOMIIETCHIINH AOCTIHEHMSA pesyib ®opMyIUpOBKa Pe3yibTaTa
KOMIIETEHLIUU
TaTa
40.03.01 IIKB-4 : IIKB-4.4x : PI3 3HaHue | Ha3bIBaTh JJOKYMEHT, B KOTOPOM
«Opucnpynenmus» | Crnocoben Otpaxaer OTpaXkaeTcs ONpeCIICHHAsA
(B-IOIT) BBINOJIHATh coJepAKAHUE npoleccyanbHas AeATEIbHOCTh
JIOJDKHOCTHBIE | FOPUAUYECKOI U MHAs I0pUANIECKast
00513aHHOCTH JeSITeNbHOCTH, B JIeITeIbHOCTh
o TOM YHUCIIE P3 YMeHue | xapakTepu3oBaTb OCHOBHBIE
o0ecleueHnIo | MpoleccyaabHbIX TpeboBaHUs coAepiKaHue
3aKOHHOCTH U JIeHCTBUH B JIOKyMEHTalluu, B KOTOPOi
[IPAaBONOPAJKA, | IOPUIUYECKON U OTpakaeTcsl ONpeieNIeHHas
Oe3zomacHOCTH | WHOM npoleccyanbHas AeSTEIbHOCTh
JIMYHOCTH, JIOKYMEHTaIUH ¥ WHAs I0pUANIECKast
oOmecTBa, EITENBLHOCTD
rocynapcraa P13 HaBbik | uMmeTs ombIT cocTaBieHUs
JIOKYMEHTalUH, B KOTOPO’
OTpaxkaeTcs FOpHIUNUEecKas 1
UHasl IesITeNbHOCTD

2 MecTo aucuuninnbl (MoayJsi) B ctpykrype OINIOII

Hucnunmuaa  "JlokyMeHTalMOHHOE OOecredeHue YMpaBieHUs'", OTHOCUTCA K 4YacTu
y4eOHOro TUTaHa, (OPMHUPYEMON Y4YaCTHHKAMHU OOpa30BaTENbHBIX OTHOIICHUH, HM3ydaeTcs B 3
ceMecTpe.  YCBOGHHE CTYJACHTAMH KOMIICTCHIIUH JUCIUIUIMHBI KOHTPOJIUPYETCS (OHIOM
orieHouHbIX cpeacTs (POC).

3. O0beM AUCHUNIMHBI (MOIYJIA)

OO0beM JUCHUIIIMHBI (MOIY/sl) B 3a4eTHBIX E€IWHUIIAX C YKa3aHUEM KOJIHYECTBa



aKaJIeMUYECKUX YacoB, BBIICICHHBIX HA KOHTAKTHYIO paboTy ¢ oOydarommmucs (IO BHIAM
y4eOHBIX 3aHATUI) U HA CAMOCTOSITENbHYIO paboTy, PUBEIEH B Tabaue 2.

Tabnuna 2 — O61mas TpyJ0eMKOCTh AUCIUTIITMHBI

Tpyzo- O0BbeM KOHTAKTHO# paboThI (dac)
CCMCCTp CMKOCTb
HazBanue g’gpql\z"_l Yactb I/IE'IOI/I(iO)C AyuTopHas Breaynu- CPC i):rihf
OI10I1 BO Y VI 0 YAHTOP TopHas
Hi ( ¢ 3.E.) Bcero Tanuu
0300)
nek. | mpak. | ma6. | IIA | KCP
40.03.01 0300 | BIB 4 3 9 4 4 o | 1| o | 9 3
IOpucnpy neHnust

4 CTpyKTYpa ¥ cofepKaHue JUCHHUIIMHBI (MOLYJI51)

4.1 Ctpykrypa tucuuiuiunabl (moay.as) aias O3®0

TemaTnueckuil miaH, OTpaXkarolUi cofepxKaHue AUCHUIUINHBI (IEpeYeHb Pa3AesioB U TEM),
CTPYKTYPUPOBAHHOE IO BUJAaM Y4YeOHBIX 3aHATUH C yKa3aHHEM HUX OObEMOB B COOTBETCTBUM C
y4eOHBIM IIJIAaHOM, MTpHUBEeH B Tabmuie 3.1

Tabmuma 3.1 — Pa3gensl nucuurmuiiHbl (MOIYs), BHIBI YY€OHOW JEATEILHOCTH U (DOPMBI
Tekyuiero Kourpois anst O3d0

Kon pe- Kon-Bo wacoB, oTBeicHHOE HA
dopma
Ne HazBanue Tembl 3ynbTara
Jlex [Ipakr Jlab CPC TEKYLIEro KOHTPOJIS
00y4ueHust
Jlenonpou3BoJICTBO Kak
1| omma us dymcuit P13, P/13, 0.5 05 0 12 cobeceioBaHue, TECTHI,
P13 MPaKTHUYECKOE 3aJlaHue.
YHpaBJICHHS.
OdopmieHne peKBU3UTOB P13, P3, cobecen0BaHue, TECTHI,
2 0.5 0.5 0 12
JIOKYMEHTOB. P13 MIPaKTUYECKOE 3aJaHueE.
Cocrasnenue u opopmienue | PJI3, PJI3, cobeceoBaHKE, TECTHI,
3 0.5 0.5 0 12
CITy>)KE€OHBIX JOKYMEHTOB P/3 MIPAKTUYECKOE 3aJIaHHE.
OdopmieHne KaapoBoit P13, P13, cobecenoBaHue, TECTHI,
4 0.5 0.5 0 12
JIOKYMEHTAlIMHU. P13 MIPAKTHUECKOE 3aJlaHHE.
Pabota c oOparmeHusiMu P13, P13, cobece0BaHUe, TECTHI,
5 0.5 0.5 0 12
rpaxiaH. P/13 MIPAKTHYECKOE 3aJIlaHHE.
Opranuszanus
6 | moxymeHTOOOOpOTA B PJ13, P13, 0.5 0.5 0 12 cobece10BaHIe, TECTHL,
Pa3 MIPaKTUYECKOE 3a/IaHHe.
YUPEKICHHH.
Howmenxunatypa u P13, P13, cobece0BaHUe, TECTHI,
7 0.5 0.5 0 12
(hopMHpOoBaHKE CI. P/13 MIPAKTHYECKOE 3aJIlaHHe.
[MoaroroBka aen k
8 | mocnenyromeMy XpaHCHUIO H PJ3, P13, 0.5 0.5 0 15 cobecen1oBaHue, TeCT,
Pa3 MIPaKTUYECKOE 3a/IaHHe.
HCIOJIb30BAHHMIO.
Hroro no radaune 4 4 0 99

4.2 Copeprxanue pa3iesioB M TeM TMCUUILINHBI (Moayas) aias O3P0

Tema 1 Jlenonpousze00cmeo kax 00Ha u3 yHKYuil ynpaeieHus.

Conepxxanne Tembl: HMcropusi cranoBnenus u paszputua JOY B Poccun. HopmartusHo-
metoaunyeckas 6aza JIOY. OpraHuzalmoHHO-TIPaBOBbIE JOKYMEHTHI. Kitaccudukaiys 10KyMeHTOB.
®opwmsl opranuzanuu JJOY u kareropun yupexaeHui. .

@opMBl U METOABI TPOBEACHHS 3aHATHI MO TeMe, NpUMEHseMble 00pa3oBaTeIbHbIC
TEXHOJIOTUH: BBOJHAS JIEKIIMA, IPAKTHUYECKOE 3aHATHE, cOOECceI0BaHNUE.

Bunel caMocTosiTENbHON MOATOTOBKU CTYAEHTOB MO TEME: MOATrOTOBKA K MPAKTUYECKOMY
3aHATHIO, COOECEOBAHUIO MTyTEM U3YUYEHHS] OCHOBHOU U IOMOJHUTEIBLHOM TUTEPaTyPHI.

Tema 2 Oghopmnenue pexsuzumos 0OKymMeHmos.
Copmepxanne Tembl: Dopmynsp - o0paszerl OpraHu3alMOHHO-PACIIOPSIUTEIBHBIX



JOKYMEHTOB. Buzpl n HazHadeHue OnaHkoB. TpeGoBaHus k odopmieHuio 1okymeHToB. [IpaBuna
oopMIICHHS PEKBU3UTOB JTOKYMEHTOB.

@opMBl M METOABI MPOBEICHMS 3aHATHH IO TeMe, IMPUMEHSEMbIe 00pa3oBaTeIbHbIC
TEXHOJIOTUH: JIEKIUA-TUCKyCCcHs (TMIpOoOIeMHas JEeKIHUs), NPaKTHIECKOe 3aHATHE, cOOecel0BaHueE,
TECTUPOBAHUE, BHIIIOJTHEHNE MPAKTHYECKHUX 3aJaHUH.

Buasl camocTosTeNnsHON MOATOTOBKU CTYACHTOB IO TeME: MOJArOTOBKA K MPAKTHYECKOMY
3aHSATHIO, COOECEeTOBAHMIO ITyTEM M3YUYCHHS OCHOBHOM H JIOTIOJTHUTEIBHOMN JTUTEPaTypHI.

Tema 3 Cocmasnenue u oghopmaenue cayrHceOHbIX OOKYMEHMO8.

Conepxxkaarie TeMbl: CrnpaBoYHO-MH(GOPMAIIMOHHAS JOKYMEHTAIUS: CIIYXEOHBIC MHUChMA,
JOKJIaHBIE U OOBSCHUTEIBHBIC 3aMHUCKH, MPOTOKOI M BBIMHCKA M3 MPOTOKOJA, CIY)KEOHBIE aKTHI.
PacniopsiauTenbHas TOKyMEHTAIMsI: TTOCTAHOBIICHHUS, PELIECHUs, PACTIOPSHKEHUS, TPUKAa3bl, BBIMHCKU
U3 MpHUKa3oB. PacueTHo-eHe)KHAs JOKYMEHTAIHS.

@opMBI U METOABI TPOBEACHHS 3aHATHH MO TeMe, NpPUMEHseMble 00pa3oBaTeIbHBIC
TEXHOJIOTUH: JIEKIUSA-TUCKYCCUs (MTpoOieMHast JICKIHsI), TPAaKTHUECKOe 3aHsTHE, coOeceoBaHue,
TECTUPOBAHUE, BBHITTOJHEHUE MPAKTUYECKUX 3a/1aHUH.

Buasl caMOCTOSITENIbHOW MOATOTOBKUA CTYIAEHTOB MO TE€MeE: MOATOTOBKA K MPAKTHUYECKOMY
3aHATHUIO, COOECEIOBAHUIO TTyTEM U3yUCHUSI OCHOBHOM U JIOMIOJTHUTEIIBHON JTUTEPATYPHI.

Tema 4 Ogopmnenue kadpogol OOKyMeHmMmayuu.

Conepxanve TeMbl: Buabl U1 Ha3HauY€HHE KaJapOBOM JOKyMEHTalMU. BuIbl 3asiBIeHUN MO
TUYHOMY cocTaBy. JIluunHas kaprouka (opmbl T-2, aBrobuorpadus, JTUYHBIA JHUCTOK MO Yy4YETy
KaJIpOB, COCTaB JOKYMEHTOB JIMYHOTO JIeja, TPYAOBBIC KHIDKKH, MPHUKA3 MO JMYHOMY COCTaBy,
pe3rome.

@opMBI M METOABI TPOBEACHHS 3aHATHH 1O TeMe, NpPUMEHsSEeMble 00pa3oBaTeIbHBIC
TEXHOJIOTHH: JICKITUS-TUCKyCCUsl (TTpoOIeMHast JIEKIHsI), MPAKTHUECKOe 3aHATHE, COOECEeT0BaHME,
TECTUPOBAHUE, BBHITIOJHEHUE MPAKTUYECKUX 3a/IaHUH.

Buasl caMocCTOSITENIbHON MOATOTOBKU CTYIAEHTOB MO TEMeE: MOATOTOBKA K MPAKTHUYECKOMY
3aHATHIO, COOECEIOBAHUIO TTyTEM U3yUYCHUSI OCHOBHOM U JIOTIOJTHUTEIIBHON JTUTEPATYPHI.

Tema 5 Paboma c obpawenusmu epaxcoan.

Conepkanre TeMmbl: Buubl oOpamieHmii rpaxknaH. Peructpammsi oOpamenuii. KoHTpousb
WCTIOTHEHUS OOpaICHHHA.

®opMBl W METOABI TPOBEICHUS 3aHATHUA TO TEeMe, NPUMEHsIEMbIe O0Opa30BaTEIbHBIC
TEXHOJIOTHH: JIEKIUI-TUCKyccHsl (MpoOJieMHast JIeKIUs), MpaKTUYecKoe 3aHsATHe, cobeceqoBaHUe,
TECTUPOBAHUE, BHITIOJHEHUE MPAKTUYECKUX 3a/IaHHM.

Bunel caMmocTosATe1bHON MOATOTOBKU CTYIEHTOB 10 TEME: TOJATOTOBKA K JEKIIUU-TUCKYCCUI
(mpobneMHON JIEKIUH), MPAKTUIECKOMY 3aHATHIO, COOECET0BAHUIO, TECTUPOBAHUIO U BBHITIOTHEHUIO
MPaKTUYECKHUX 3a/IaHUM ITyTEM U3YUYEHUsI OCHOBHOM U TIOTIOJHUTEIBHOM JINTEPATYyPHI.

Tema 6 Opeanuzayus 0OKyMeHmMo0OOPOMa 8 yupeldcOeHuuU.

Copnepxanue tembl: OOmue MpaBWwiia OpraHU3allid JOKYMEHTOOOOpPOTa B YUPEKACHUU.
[lpuem u 00pabOTKa MOCTYMAIOUIMX JIOKYMEHTOB. Perucrpanms W HHICKCAIUS JOKYMECHTOB.
®opMmebI peructpayu J0KyMeHTOB. [TopsaoK MPOX0KICHHUS CO3/1aBa€MbIX JOKYMEHTOB.

@opMbI M METOJBl TPOBEACHUS 3aHATHH 10 TeMme, NpPUMEHsSIeMble 00pa3oBaTEIbHBIC
TEXHOJIOTUH: JIEKIUS-TUCKYCcCus (MpobsieMHast JeKIHs), MPaKTHUECKoe 3aHsTHe, cobeceoBaHue,
TECTHPOBAHUE, BHIMIOJIHEHNE MTPAKTUYCCKIX 33/ TaHUH.

Buapl caMOCTOSITETbHON MOATOTOBKH CTYICHTOB TI0 TeME: MOATOTOBKA K MPAKTHUYECKOMY
3aHATHIO, COOECEeIOBAaHUIO ITyTEM M3YUYeHHs OCHOBHOM M JIOMOJHUTEIBHOMN TUTEpaTyphI.

Tema 7 Homenxnamypa u ¢oopmuposanue oei.
Conepxanue Tembl: HazHaueHue u BBl HOMEHKIATYpHI Aell. TpeOoBaHUs K COCTAaBICHUIO
HOMEHKJIATyPBI JEI.



@opMbl M METOJBl TPOBEACHUS 3aHATUH IO Teme, NpUMEHseMble 00pa3oBaTeIbHbIC
TEXHOJIOTUH: JIEKIUSA-TUCKYCCUs (MTpoOIeMHast JICKIHsI), TIPAKTHYECKOe 3aHsITHE, coOece0BaHue,
TECTHUPOBAHUE, BHIMIOJIHEHUE MTPAKTUYCCKHUX 3a/IaHUH.

BI/IIIBI CaMOCTOSITEIILHOU MOATOTOBKH CTYACHTOB IO TEMC: ITOATOTOBKA K JICKIUU-AUCKYCCHUU
(po06IEeMHOM JISKITNH ), MPAKTHIECKOMY 3aHSTHIO, COOECEI0BAaHNUIO, TECTUPOBAHHIO U BBITOJTHEHUIO
MPAKTUYECKUX 3aJaHHI MyTeM U3Y4YEHHs] OCHOBHOW U IOMOJHUTEILHOMN TUTEPATYPHI.

Tema 8 [loocomosxa den Kk nociedyroujemy XpaHeHuro u UCnoab308aAHUIO.

Copnepxanue TeMbl: DKCIEpPTHU3a IIEHHOCTU TOKYMeHTOB. CocTaB W (PyHKIUMHM SKCHEPTHOMN
komuccuu. Odopmienue nen. Onuch JOKYMEHTOB, HaXoAsaImuxcs B fene. CocTaBleHre OMKUCH JIe.
XpaHeHue Jien B TeKylieM aenornpousBojactse. [lepenaua nen B apxus. OopMiieHne 10KyMEHTOB U
JIeJl K YHUUTO)KEHUIO U CHATHUIO UX C y4eTa. .

@opMbl M METOJbl NPOBENEHUS 3aHATUH IO TeMme, IpPUMEHseMble 00pa30BaTENIbHbIC
TEXHOJIOTUH: 3aKJIIOUUTENIbHAS JIEKLUs, NMPaKTHYECKOe 3aHATHE, colOeceloBaHME, TECTUPOBAHMUE,
BBITIOJTHEHHUE MTPAKTUUYECKUX 3aJaHU.

Buael caMoCTOATENBHON MOATOTOBKH CTYACHTOB IO T€ME: MOATOTOBKA K 3aKJIIOUYUTEIBHON
JICKIMH, TPAKTUIECKOMY 3aHATHIO, COOECeI0BaHNIO, TECTUPOBAHUIO U BBHITOJHEHHIO MPAKTHUECKUX
3aJIaHUN ITyTEM U3YUYEHUsI OCHOBHOM M TONIOJHUTEIBHOM JINTEPATyPHI.

5 Metoanueckue yKazaHus JJis 00y4arOIIMXCH M0 U3YYEHUIO U PeaTu3allu JUCHUIIMHBI
(Moay.Jis1)

5.1 Meroauueckne peKOMeHIAUMH OOYyYAIUMCH MO0 HU3YYEHUI0 JUCHUIUIMHBI W 10
o0ecrneyeHNI0 CAMOCTOATEILHOI padoThI

[TonroroBka K JEKIMOHHBIM TEMaM, OTMpEICIIEHHBIM B pabodeil mporpamme ydeOHOU
TUCHIUTIIMHBL "J[OKYMEHTAIIMOHHOE OO0CECIICYCHUE YIPAMBICHHUS" OCYIIECTBISETCS CTYICHTaMH
nepe] 3arIaHupOBAaHHOW JIEKIIUEH ompeneleHHON yueOHbIM pacnucanueM. [loarotoBka K JeKIUU
JIOJDKHA HOCUTH OOIIUN O3HAKOMHTENIBHBIA XapaKTep, JUIsl BBISIBJICHUS MPOOJIEMHOTO TOJISI TEMbI
ek u obecriedeHuss oOpaTHOM CBSI3U CTYIEHT — MpernojaBareib. TeMbl i MOATOTOBKU K
MpPaKkTUYECKUM  (CEMUHApPCKUM) 3aHATUSM  yCTaHOBJIEHbl mnporpammoi. IloaroroBka
MPaKTUYECKUM (CEMHHAPCKUM) 3aHSATHSAM MPEIIOJIaracT caMOCTOSATEIbHBIN aHAIU3 JIEKITMOHHOTO
Marepuana, PeKOMEHJIOBAHHOM JIUTEPATypbl, OMNOJHUTEIbHBIX TEOPETHUECKUX U MPAKTUYECKUX
HUCTOYHHUKOB. [[1s1 MOATOTOBKM K 3a4€Ty CTyIEHT 00s3aH MpopaboTaTh HOPMATUBHO-IIPABOBHIE
MCTOYHUKHU 1O TeMaM JUCLMILIUHBI, OCHOBHYIO U JIONOJHUTENBbHYIO JIUTEPATYpy (C 00sS3aTeIbHBIM
KOHCIIEKTUPOBaHHWEM U3y4aeMOTo MaTepuaa).

5.2 OcoOGenHocTn opraHu3anuu oO0y4eHUsl JJs JHUL C OrPAHUYEHHBIMH BO3MOKHOCTSIMHU
310POBbSI 1 HHBAJIN/I0B

[Tpu HEOOXOIMMOCTH 0OYJAIONIMMCS U3 YHCIA JIUII C OTPAaHMYEHHBIMI BO3MOKHOCTSIMH 3/I0POBBS H
MHBAJIHUOB (T10 3asBJICHUIO 00YYaIOIIErocs) MpeJoCTaBIsIeTCs yueOHast HHPOPMaIHs B TOCTYITHBIX
¢dopmax ¢ yueToM UX UHIAUBUAYAIBHBIX MCUXO()U3NIECKUX OCOOCHHOCTEH:

- JUIS JIUL ¢ HApYIIEHUSIMU 3pEHUsS: B TeYaTHOM (popMe YBEIHMYEHHBIM pUdTOM; B popme
3JIEKTPOHHOIO JIOKYMEHTA; WHJUBUTyaJIbHbIE KOHCYJIbTallU! c MIPUBJICYCHUEM
TU(IIOCYpIOTIEPEBOUNKA; MHIMBUAYAIbHBIC 33aHUs, KOHCYJIbTAllUU U JP.

- Ui JIML ¢ HApYIIEHUsIMU clTyXa: B re4aTHoi (opme; B hopMe 3JEeKTPOHHOTO JOKYMEHTA;
MHJUBU]IyallbHbIE KOHCYJIBTALMU C IPUBJICYEHUEM CYPAONEPEBOIUNKA; MHAUBUAYAJIbHbIE 33/1aHUS,
KOHCYJIbTAIlH U Jp.

- 7Is1 TUI] C HapyUICHUsIMHU OTIOPHO-ABUTATENBHOTO ammnapara: B ne4atHoi gopme; B popme
AJIEKTPOHHOTO JOKYMEHTA; MHIUBUyJIbHBIC 33a/1aHUsI, KOHCYJIbTAlUU U JP.



6 ®oHA OLEHOYHBIX CPEACTB JISl MPOBEACHHS TEKYILIero KOHTPOJISA U NMPOMEKYTOYHOM
aTTecTAMU O0YYAKOIIMXCS 10 IMCHUIJINHE (MOMYJII0)

B cootBerctBun ¢ TpeboBanusmMu OI'OC BO pns arrectanmu  oOydarommxcsi Ha
COOTBETCTBUE UX TICPCOHAIBHBIX JOCTHKCHUN IIAHUPYEMBIM pe3ylibTaraM OOy4YeHHS I10
JUCIUTIINHE (MOIYIIO) CO37aHbl (DOHIBI OIIEHOYHBIX CPENCTB. THMOBBIE KOHTPOJILHBIC 3aaHUS,
METOJIUYECKUE MATEPUAIIbI, ONPEACIISAIOIINE MPOLUEAYPbl OLCHUBAHUS 3HAHWM, YMEHUN U HaBBIKOB,
a TaKkKe KPUTCPUU M IIOKA3aTed, HEOOXOAWMBIC JJIsi OLEHKH 3HAHWW, YMEHWH, HaBBIKOB W
XapaKTEPHU3YIOUIUe dTarbl (POPMUPOBAHUS KOMIIETEHIIUNA B MPOIECCE OCBOCHHUS 00pa30BaTeIbHOM
nporpammsl, rpezacTanieHsl B [Ipunoxenun 1.

7 YueOHO-MeToAuYeCKoe U MH(OPMAIMOHHOE o0ecnevyeHre JUCHMILTMHBI (MOTYJISA)

7.1  Ocnoenasa numepamypa

1. Hoponuna, JI. A. OpraHuzanusi ¥ TEXHOJIOTHS JOKYMEHTAITMOHHOTO OOECIeYeHUs
yrpaBieHus : y4eOHUK U mpakTHUkyM Juist By3oB / JI. A. loponuna, B. C. UputnkoBa. — 2-e u3n.,
nepepadb. u gom. — MockBa : WznarensctBo HOpaiit, 2024. — 270 c¢. — (Bsicuee
oOpazoBanue). — ISBN 978-5-534-16016-1. — Tekct : snexTpoHHbIi // OOpa3oBaTenbHas
wiardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/536404 (nara obpamenus: 18.06.2024).

2. Kysnenos, 1. H. JlokymeHTaIimoHHOE oOecnieueHue ynpaBieHus. JJokyMeHToo00poT u
JIeJIOTPOU3BOCTBO : Y4eOHUK M IpakTukyMm uis By3oB / M. H. Ky3nenoB. — 4-e uzn., nepepad. u
non. — MockBa : WznarensctBo FOpaiit, 2024. — 545 c. — (Bwicmiee obOpa3oBaHue). —
ISBN 978-5-534-16003-1. — TekcT : smekTpoHHBI // OOpa3oBatenbHas miatdopma IOpaitt
[caiiT]. — URL: https://urait.ru/bcode/535548 (nara oOpamenus: 18.06.2024).

7.2 [ononnumenvnasa numepamypa

1. Abymanze, JI. I. JlokymeHTalmoHHOE OOECIeYeHUEe YIPaBJICHUS IEPCOHAIOM :
y4eOHMK U mpakTukyM Juist By3oB / JI. I. AGymanze, U. b. Beimpsokkuna, B. M. MacnoBa. — 3-e
u3n., nepepab. u gomn. — MockBa : MsmarensctBo HOpaiit, 2024. — 374 c. — (Bsicuee

oOpazoBanue). — ISBN 978-5-534-16669-9. — Tekct : snexTpoHHbIi // OOpa3oBaTenbHas
wiardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/536724 (nara obpamenus: 18.06.2024).

2. bokoBa, T. A. JlokymeHTaIlmOHHOE OOecIieueHrne yrpaBiaeHHUs (IeIOMPOU3BOACTBO) :
yuebHoe nocodue / T. A. beixoBa, T. B. Ky3neuona, JI. B. Cankuna ; mox ob6mr. pen. T. B.
Ky3nenoBoit. — 2-e u3sn., mepepad. u gon. — Mocksa : UHOPA-M, 2024. — 304 c. + [om.
Marepuaibl [DIeKTpoHHBIN pecypc]. — (Bricmiee oopa3oBanue: bakanaspuar). - ISBN 978-5-16-
004805-5. - Tekcr : snekrponHslid. - URL: https://znanium.ru/catalog/product/2110037 (nata
obpamenus: 18.06.2024). — Pexum goctyna: it aBTOPHU3. MTOJIH30BATEICH.

7.3 Pecypcovt ungpopmayuonno-menekommynukayuonnou cemu "Hnmepuem',
6KII0YaAA  npogheccuonanvHvle 06azl OAHHLIX U UHOOPMAUUOHHO-CRPABOYUHDbLE
cucmemul (npu HeobXO00UMOCMU):

1. HWudopmanmonno-npaBosoii mopran "['apant": https://www.garant.ru

2. WNudopmannoHHO-cIIpaBOYHAS cucrema "Koncynsrantllmoc" — —
http://www.consultant.ru/

3. Hayunas snexktponnast Oubnuoreka — Pexum nocryna: https://elibrary.ru/

4. O6pasosatensHas miatdopma "FOPAUT"

5. DOnexrpoHHo-OmOMmMoTeyHas cuctema "ZNANIUM.COM"

6. Open Academic Journals Index (OAJI). [Ipodeccuonanbras 6a3a qaHHBIX - Pexxum
noctyma: http://oaji.net/

7. [Ipesunentckast Oubnmoreka um. b.H.Enpumna (6a3a [gaHHBIX pa3iMYHBIX
npodeccruoHambHBIX o0macTeil) - Pexxum nocryna: https://www.prlib.ru/



8 MarepuajbHO-TeXHHYECKOEe o0ecredyeHre JUCHMIUIMHBI (MOAYJf) W IMepedYeHb
MH(POPMANMOHHBIX TEeXHOJIOTHIi, HCIIOJIb3yeMbIX IPH OCYHIeCTBJEHHH 00pa30BaTeJbHOI0
npouecca no JMCuMIvInHe (MOIYJII0), BKJIYasi lepevyeHb MNPOrPaMMHOI0 odecredeHnst

OcHOBHOE 000pPYIOBAHUE:

- [Ipoexrop

[IporpaMMHoe obecrieyeHue:

- VMware Horizon ViewStandard
- Microsoft Office 2010 Standart
- Mouzilla Firefox Russian



MHWHOBPHAYKHU POCCUN

BJIAJUBOCTOKCKUI I'OCYJIAPCTBEHHBIN YHUBEPCUTET

KA®EIPA I'PAXITAHCKO-IIPABOBBIX JUCLIUITIMH

@DOoH/1 OIICHOYHBIX CPEJICTB
JUTSI IPOBEJICHUS TEKYIIET0 KOHTPOJIS
Y IPOMEKYTOUYHOMN aTTECTAIIMHU IO TUCIUTUTAHE (MOIYITIO)

JOKYMEHTAIIMOHHOE OBECIIEYEHHUE YIIPABJIEHUA

Hanpasienue 1 HanpaBiaeHHOCTD (TIPO(UIIb)

40.03.01 FOpucnpyaenuus. FOpucnpyaenuus

['on Habopa na OIIOII
2021

dopma 00yueHHst
OYHO-3a04YHast

Bnanusoctok 2024



1 Ilepeyenb popMHEpyeMbIX KOMIIETEHIHIT

Hassanue OITOII BO, | Koxa n popmynuposka komnereHun | Ko u opMyIMpoBKa HHAMKATOPA JOCTIKEHUS
COKpaIlleHHOE " KOMIIETEHIINH
40.03.01 «¥Opucnpyn | IIKB-4 : Cnocoben BoimonusTth gos1 | ITKB-4.4k : OTpakaeT colepx aHue IpUANIECKO
SHIIUS YKHOCTHBIC 0053aHHOCTH 110 o0ecrie 1 1eATeNILHOCTH, B TOM YHUCJIE IPOLECCYabHBIX I
(b-FOIT) YEHUIO 3aKOHHOCTH U MPABOMIOPSIK €HCTBHI B IOPUANYECKON 1 HTHOW JOKyMEHTAlUN
a, 0e30ITaCHOCTH JIMYHOCTH, O0IIECT
Ba, TOCYAapcTBa

pe3ynbTaThl

Komnerenus cunrtaercst cOpMUpOBAaHHONW Ha JTaHHOM ATale B CIy4yae, €CIH MOJIyYEHHbIE
oOydyeHUs: MO JUCHMIIMHE OLIEHEHbI
OLICHUBAHMSI PE3YJILTaTOB O0YUYEHUS «3a4TECHO», «YIOBIECTBOPUTEIHHOY, «XOPOIIO», KOTIUIHOY). B
cllydae OTCYTCTBHSI IIOJIO)KMTEIbHOW OLIEHKM KOMIIETEHI[MS Ha JaHHOM »JTale CYHUTaeTcs
Hec(pOPMHUPOBAHHOM.

IIOJIOKHUTCIIbHO (zmana30H KpUTCPUCB

2 Tloka3aTe/M OLlCHNBAHUS IVIAHUPYEMbIX Pe3yJIbTATOB 00y4YeHHus

Komnerennus [IKB-4 «Croco0eH BBITOIHATS JODKHOCTHBIE 00S3aHHOCTH 10

00€CIIeYeHHIO 3aKOHHOCTH B IIpaBOINIOpAAKa, 0e30IMacHOCTH JINYHOCTH, O6IJ_I€CTBa, rocyaapcTtBa»

Ta6muia 2.1 — Kputepuu OlleHKH UHANKATOPOB TOCTHXKCHHUS KOMITETEHIIUN

Koa u popmynupoBka uHAUKAT
0pa JIOCTH)KEHUSI KOMIIETCHIINH

Pe3ynbraTsl 00y4eHus 10 JUCLUIUINHE

[IKB-4.4k : Otpaxkaer coaepxa
HUE IOPUINYECKOM NeSITENbHOCT
U, B TOM YHCJIE IIPOLECCYaJIbHBI
X JCHCTBUH B IOPUIUYECKON U U
HOM IOKyMEHTaluu

T
K " Kpurepuu onieHuBaHus pe3yyibT
on L aToB O0YYCHUS
pe Pesynbrat
pe
3_
3_
Ta
Ta
Ha3bIBaTh JJOKYMEHT, B KOTOPOM
P 3H | oTpa)kaeTcs OIpeJeleHHas PO
KOPPEKTHOCTbH U MOJIHOTA OTBET
pil| aH | LeccyajpHas JAEATEIbHOCTh U U a
3 e | Has IOpUINIEcKas IesTeIbHOCT
b
XapaKTepU30BaTh OCHOBHBIE TP
P v e00BaHMA COepKAHUE TOKYME
1 M HTalluH, B KOTOPOH OTpaxkaeTcst | KOPPEKTHOCTH U IMOJHOTA OTBET
3 €H | ompeneneHHas mpoueccyaibHas | a
e | AEATeNbHOCTh M MHAS IOpHINYE
CKasl 1esITeIbHOCTD
P H | uMeTh OIBIT COCTABICHHUS JOKY
n aB | MEHTaluH, B KOTOPOM OTpaxkaeT | KOPPEKTHOCTH U MOJHOTA OTBET
3 Bl sl FOpUANYECKas U MHAs JiesiTen | a
K BHOCTH

Tabnuma 3anmomaHsSETCs] B COOTBETCTBUU C pasnenoM 1 Paboueit mporpammbl AMCIMITTUHBI
(Moyst).

3 IlepeyeHb OLIEHOYHBIX CPEACTB

Tabnuua 3 — [lepedeHpb OLIEHOYHBIX CPEICTB MO0 TUCHUIUTMHE (MOYIIIO)




KonTponupyemsle MIaHUpyeMbIE pe3y
JBTaThl 00y4eHUS

Konrtpoaupyembie TeMbl
JMCIUTUIMHBI

HaumeHoBaHHE OIIEHOYHOTO CPEACTBA U TP
encrasienne ero B DOC

Texyuii KOHTPOIb

ITpomesxyTouHas at
TecTalus

OuHo-3a049Has opma 0OyUeHUs

P13 3HaHue : Ha3bIBATh JOKYM 1.1. enomnpou3BoICTBO K 3496T B HHCEMEHHO
€HT, B KOTOPOM OTpaxkaeT | ak oaHa u3 QpyHkuwmi ynpa | CobecenoBanue it opme
Cs1 OIpeieICHHAas IIPOoIecC | BIICHHS.
aJlbHas IeATSILHOCTD U
y ! 1.2. OcdopmieHue pekBu3 3aueT B IMCbMEHHO
WHasI FOpUINIecKast IesiTe CobecenoBanue -
WUTOB JJOKYMEHTOB. i popme
JTBHOCTH
1.3. CoctaBnenue u odop
3ayer B MUCbMEHHO
mieHue ciayxeOHbIx Joky | CobecenoBanue it popme
MCHTOB
1.4. Odopmienue kagpoB 3auer B NMCHbMEHHO
. bop AP CobecenoBanue N
Oif JIOKyMEHTAIINH. i popme
1.5. Pabota ¢ obpameHus 3ayeT B MICEMEHHO
CobecenoBanue N
MU TpaXKIaH. i popme
1.6. Opranuzanus 10KyM
P LWL AOKY 3ayer B IUCbMEHHO
eHTroobopoTa B yupexnaeH | CobecenoBanue it popme
UH.
1.7. Homenkmnarypa u ¢o 3auer B NMCbMEHHO
CobecenoBanne N
PMUpOBaHUE JICI. i popme
1.8. IloaroTroBka Jien K 1o 344ET B [HCHMEHEO
CJIEAYIOLIEMY XPaHEHUIO CobecenoBanue i hopme
1 MCIOJIB30BaHUIO.
PZI3 YMeHHE : XapaKTepHu30BaT PazHoypoBHeBbIE 32 | 3aueT B IUCbMEHHO

b OCHOBHEBIE TPEOOBaHNS C
oJiep>KaHHe IOKyMEHTAIH
U, B KOTOPOM OTpakaeTcs
oIpezielIeHHas Iporeccya
JIbHAS JESATENbHOCTh U UH
asi opUNYECcKast JeATelb
HOCTb

1.1. /IenonpousBoACTBO K
ak ofHa u3 QyHKUUH ynpa
BIICHHSI.

Jadyr v 3aJaHus

it popme

Tect

3ageT B MICEMEHHO
it opme

1.2. OdopmiteHre pekBu3
UTOB JJOKyMECHTOB.

PazHoypoBHeEBbIE 32
Jlaud ¥ 3aJaHus

3a4yeT B MUCEMEHHO
it popme

Tect

3a4eT B MUCHbMEHHO
it popme

1.3. CocraBienue u odop
MIICHHE CITY)KeOHBIX JOKY
MEHTOB

PazHoypoBHEBBIE 32
Jlaud U 3aJaHUL

3a4yeTr B MUCEMEHHO
i popme

Tect

3ayeTr B MUCEMEHHO
it popme

1.4. OdopmineHne KaapoB
Ol JOKyMEHTALlUU.

Pa3noypoBHeBrIE 32
Jlaudl U 3aJJaHus

3a4yeT B MUCEMEHHO
it popme

Tect

3auer B MUCbMEHHO
i Gopme

1.5. PaboTa ¢ oOpameHus
MU TpaXKIaH.

PazHoypoBHeEBbIE 3a
Jlaud ¥ 3aJaHus

3a4yeTr B MUCEMEHHO
i popme

Tect

3auer B MUCbMEHHO
it popme

1.6. Opranuzanus 10KyM
€HTO000POTa B yUPEKIEH
UH.

Pa3noypoBHEBBIE 32
JTa9¥ U 3aJaHUsL

3ageT B MICEMEHHO
it opme

Tect

3a4yeT B MUCEMEHHO
it popme

1.7. Homenknarypa u ¢o

PazHoypoBHEBBIE 3a
Ja4Yu U 3aJ1aHUs

3a4eT B MUCHbMEHHO
it popme




pPMHUPOBAaHUEC CII.

Tect

3a4yeT B MUCEMEHHO
it popme

1.8. IToaroroska Jei K 110
CIICYIONIEMY XPaHCHHUIO
M UCIIOJIb30BAHMIO.

PazHoypoBHEBBIE 3a
Ja4Yu U 3aJ1aHUs

3a4eT B MUCHbMEHHO
it popme

Tect

3ayeTr B MUCEMEHHO
i popme

P13

Hagrbik : uMeTh ONBIT COCT
aBJICHUA JOKYMCHTAIlUU, B
KOTOpOﬁ OTpaxacTcCs r0pu
JUYCCKas U MHas OCATCIIb

HOCTbhb

1.1. lenonpou3BoCTBO K
aKk omHa n3 QYHKIHH ympa
BIICHUSL.

Pa3noypoBHeBbIe 3a
Jlaudl U 3aJJaHUs

3ayeTr B MUCEMEHHO
it popme

Tect

3a4yeT B MUCEMEHHO
it popme

1.2. O¢opmrnenue pexkBu3
UTOB JOKYMEHTOB.

Pa3HoypoBHeBEIE 3a
JIag¥ U 3aJIaHUs

3auer B MUCbMEHHO
i Gopme

Tect

3auer B MUCbMEHHO
it popme

1.3. CoctaBnenue u odop
MJICHUE CITYKEeOHBIX JOKY
MEHTOB

Pa3HoypoBHEBBIE 32
JTa9¥ U 3aJaHusL

3ageT B MICEMEHHO
it opme

Tect

3a4eT B MUCEMEHHO
it popme

1.4. OdopmiieHHe KaapoB
Ol JIOKyMEHTAIINH.

Pa3zHoypoBHEBBIE 3a
Ja4Yu U 3aJ1aHUs

3a4eT B MUCHbMEHHO
it popme

Tect

3ayeTr B MUCEMEHHO
i popme

1.5. Pabota ¢ oOpareHust
MU IPaKaaH.

Pa3noypoBHEBBIE 32
JTa9¥ U 3aJaHusL

3auer B MUCbMEHHO
i Gopme

Tect

3ayeTr B MUCEMEHHO
it popme

1.6. Opranu3zanys JOKyM
€HTO000POTa B yUPEKIIEH
ui.

Pa3noypoBHeBrIE 32
Jlaudl U 3aJJaHus

3a4yeT B MUCEMEHHO
it popme

Tect

3auer B MUCbMEHHO
i Gopme

1.7. Homenknarypa u ¢o
PMHpOBaHUE /eIl

PasHoypoBHEBEIE 3a
JIa91 ¥ 33JJaHHS

3auer B MUCbMEHHO
it popme

Tect

3ageT B MICEMEHHO
it opme

1.8. IToaroroska Jei K 110
CIIEYIOIIEMY XPaHEHHUIO
1 UCITOJIb30BaHHUIO.

PazHoypoBHEBbIE 32
Jlaud ¥ 3aJaHus

3a4yeT B MUCEMEHHO
it popme

Tect

3a4eT B MUCHbMEHHO
it popme

4 Onucanue Npoueaypsl ONCHUBAHUS

KauectBO copmMHUpOBaHHOCTH KOMIIETEHIMII Ha JaHHOM OJTale OLEHUBAETCS IO
pesyibraTaM TEKYIIMX M MPOMEXYTOYHBIX aTTeCTAlMi MpU MOMOIIM KOJUYECTBEHHOH OLIEHKH,
BbIp@)XEHHOW B Oamnmax. MakcuManbHas cymMMma OaijioB mo AucuuiuinHe (Monynmio) paBHa 100

OaiutaMm.

O1neHoYHOE CPEeaCcTBO
Bun yuebHnoil nesarensHocTH Cobecenoname PasHOYpPOBHEBbIE 3311 Teer Firoro
auy | 3aJaHusT
Jlexmuu[1] 10 10
[IpakTuueckue 3aHATUSA 10 30 40
CamocrosiTenbHas padota 30 30



file://sysprofiles.adm.vvsu.ru/emplprofiles%2524/mordovcev/Desktop/%25D0%25AD%25D0%25BB%25D0%25BB%25D0%25B0/%25D0%25B4%25D0%25BE%25D0%25BA%25D1%2583%25D0%25BC%25D0%25B5%25D0%25BD%25D1%2582%25D0%25B0%25D1%2586%25D0%25B8%25D0%25BE%25D0%25BD%25D0%25BD%25D0%25BE%25D0%25B5%20%25D0%25BE%25D0%25B1%25D0%25B5%25D1%2581%25D0%25BF%25D0%25B5%25D1%2587%25D0%25B5%25D0%25BD%25D0%25B8%25D0%25B5%20%25D1%2583%25D0%25BF%25D1%2580%25D0%25B0%25D0%25B2%25D0%25BB%25D0%25B5%25D0%25BD%25D0%25B8%25D1%258F.doc#_ftn1

HpOMC)KyTO‘{HaS[ aTTeCTanusa

20 20

Htoro

20

60 20 100

[1] B cootBercTBuU ¢ [lomoxxeHuemM 00 OpraHu3aluy U IPOBEICHUH TEKYIIIETO KOHTPOIS
yCIeBaeMOCTH, TeKYIIEeH U mpoMexyTouHol arrectaiuu cryaentoB CK-CTO-11J1-04-1.114-2019
(BBeneH B aeiictBue npukazoM pektopa BI'YDC ot 29.01.2019 Ne54), a umenHo 1. 4.4, mocenieHue
JIEKIMH TI0 JUCIMILTUHE OlleHUBaeTcs B 1 Oai 3a 3aHsaTue (B cymme He Oonee 20 6amioB 3a

cemecTp.

CyMMa GaHHOB, Ha6paHHBIX CTYACHTOM IIO BCEM BHJaM yqe6H0171 ACATCIIbBHOCTU B paMKax
JAUCHUIIIIMHBI, ICPEBOAUTCA B OLICHKY B COOTBCTCTBHHU C TaﬁHHHeﬁ.

Cymma Gainos | QOuenka 1o mpoMesKy
o XapakTepucTuka KayecTBa chOpMUPOBAHHOCTH KOMIIETEHIIUU
10 JUCLUIIIMHE TOYHOM aTTCCTAlluU
CTyneHT IEMOHCTPHPYET CPOPMUPOBAHHOCTh JUCIUILTHHAPHBIX KOMIIETCHIUH, 00
Hapy>KHUBaeT BCECTOPOHHEE, CHCTEMATHYECKOe U NIyOOKOe 3HAaHHE Y4eOHOTO MaTep
0191 10 100 «3a4TeHO» / Haja, yCBOUI OSHOBHyIO nHTE:paTypy 1 3HAKOM C JOIOJHUTEIbHOMN JINTEPATYPOH, pe
«OTJINYHOY KOMCH/IOBAaHHOM MPOrpaMMOii, yMeeT CBOOOTHO BBITIOHATH MPAKTHUCCKHIE 3aaHMs,
MIPEIyCMOTPEHHBIC IPOTPaMMOi, CBOOOIHO ONEPHPYET NPUOOPETEHHBIMH 3HAHUSIM
U, YMEHUSIMH, IPUMEHSET UX B CUTYaLUsAX TOBBILIEHHOHN CIOXHOCTH.
CTyneHT IEMOHCTPHPYET CHOPMUPOBAHHOCTD JUCIHUILIMHAPHBIX KOMIICTCHIHIA: OC
ot 76 110 90 «3a4TEHO) / HOBHBIE 3HAHUS, YMEHUS OCBOEHBI, HO JIOIYCKAIOTCSl HE3HAYUTEIIbHBIE 0111}461(1/1, HET
«XOPOLIO» OYHOCTH, 3aTPYIHEHUS IIPH aHATUTUYECKUX OINEepalUsixX, IEPEHOCE 3HAHUN U YMEHU
1 Ha HOBBIC, HCCTAaHAPTHBIC chyaunn.
CTyneHT NeMOHCTpUpYeT cOPMUPOBAHHOCTh AUCIUATUIMHAPHBIX KOMIIETCHITHIHA: B X
«3a4TeHo» / 0J1€ KOHTPOJBHBIX MEPONPHATHII JOMYCKAIOTCS 3HAUYUTENbHBIE OIINOKH, POSBISIETC
ot 61 1o 75 «YJIOBIIETBOPUTENbH sl OTCYTCTBHE OTJICJIbHBIX 3HAHUH, YMEHU, HABBIKOB 110 HEKOTOPBIM JUCLUIUITMHAPH
o» BIM KOMIIETCHIIMSIM, CTYICHT HMCIBITBIBACT 3HAUYNTEIBHBIC 3aTPYJHEHUS MU ONIEPUP
OBaHWHW 3HAHWSIMHU M YMECHHAMM IIPU UX IIEPEHOCE HAa HOBBIC CUTYALUH.
«HE 3a4TCHOY /
or 41 110 60 P ——— VY crynenra He C(bO}zMI/IpOBaI{LI JMCLUIIJIMHAPHBIE KOMIIETEHIIUH, TIPOSBIIETCS HENO
CTaTOYHOCTB 3HAaHWW, YMCHUI, HABBIKOB.
HO»
«HE 3a4TCHOY /
o1 0 10 40 P — JucuuninuHapHble KOMIETEHUUH HE C(}iOpMI/IpO]zaHBI. IIposiBnsieTcst monHoe wiIu
How MPAaKTUYECKHU I1OJTHOC OTCyTCTBI/Ie 3HaHWH, yMeHl/II/I, HaBBIKOB.

5 HpHMepHI)Ie OLCHOYHbBIC CPEACTBA

5.1 CoGeceroBaHue — 3aIMTA HHAUBUIYAJIBHOTO 3a1aHUS

NN R DD

e e S W=
SNk WD — o0

[ToHsTHS «AOKYMEHTAIIMOHHOE 0OecTieueHNE YIIPABICHUS» U «IEJIOTPOU3BOICTBO
Cnyx06a JIOY — QpyHKIUM U CTPYKTYpa, paBa U OTBETCTBEHHOCTh

HopmartuBHO-1IpaBoBasi 6a3a JOKyMEHTUPOBAHHS

[TonsiTue «yHudUKalys TOKyMEHTOB» U €r0 3HaYeHHE B COBPEMEHHOM JIETIONPOU3BOICTBE
Crannapruzanus nokymenToB. TpeboBanus ['OCT P.6-30-2003

PexBuzur. Pacnionoxxenue u pazmep peKBU3UTOB

[TonsiTue «10KyMeHT». @YHKIIMU JOKYMEHTOB

Knaccugukarus 10KyMeHTOB

CucreMbl JOKYMEHTOB
OpraHu3annoOHHO-PACIOPAIUTENBbHASA CUCTEMA TOKYMEHTALUN
PacniopsimuTenbHble TOKyMEHTHI

Opranu3almOHHO-NIPABOBHIE JOKYMEHTBI
WHpopMalnOHHO-CITPABOYHBIEC JOKYMEHTBI

JIOKYMEHTBI 110 JINYHOMY COCTaBy

TexHonorust paboThl ¢ JOKYMEHTaMHU
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OnpezaeneHye NOHATHS «IOKyMEHTO000POTa», OOLIME MPUHITUIBI K METOJMUECKUE OCHOBBI
OpraHu3aluy J0KyMeHTOo000poTa
CtpykTypa 1 o0111as XapakKTepUCTHKa JOKYMEHTOIIOTOKOB
Perucrpanus kak cocraBHas yacTb TexHojoruu JJOY
Oransl NPOXOXKACHUS U UCIIOJTHEHUS UCXOAIINX U BHYTPEHHUX JJOKYMEHTOB
Perucrparus 10KyMeHTOB. 3a1a4 ¥ IPUHIHIIBI PETUCTPALIIH
OcHoBHbIE IIPaBUJIa UHAEKCALIUU JJOKYMEHTOB
dopMupoBaHHE U XPAaHEHUE [JIEJT B 1€J0ONPOU3BOJICTBE
OnpezneneHye NOHATHS HOMEHKIIATYPHI J1e1. Buabsl HOMEHKIIATYp J1en
TpeGoBanus Kk GpopMyIHUPOBKE 3aT0JIOBKOB JIEJI B HOMEHKIIATYpE
OOpa3oBaHue MHJEKCa Jiefla B HOMEHKIIAType
Cpoku XxpaHeHus Aen
XpaHeHHe JOKYMEHTOB B CTPYKTYPHBIX [TOJIPA3/I€ICHUAX OpraHU3aluu
[ToaroToBka u nepenayva gei B BEIOMCTBEHHBIN apXuB
TpeboBanust K 0POPMIICHUIO J1ETT
Omnpenenenne 1 cOCTaBICHUE OMUCEH
Kpamxkue memoouueckue ykazanus
[Tpu moOAroTOBKE K MPAKTHUECKOMY 3aHSATHUIO CTYACHT 00s3aH MpopaboTaTh UCTOYHUKHU IO

TEMaM  AMCLHHMIIIINHBI, OCHOBHYHO U JONOJIHUTCIIBHYIO  JIMTCPATYpPY (C 00s13aTeNbHBIM
KOHCIICKTUPOBAHHUEM H3Yy4YaCMOI'0 MaTcpuaia — mnpu CO6€C€IIOB3.HI/II/I C OpenoaaBaTcjieM CTYACHT
MOXET UCIIOJIb30BaTh CBOU sanncn).

IlIxana oyenku

OreHka Baner Ornucanue

5 5 CTYICHT MPEACTABIII OTIIMYHOE UCTIONHEHHE C HE3HAYUTEIbHBIM YHUCIOM OLIHOOK

4 4 CTY/ICHT MOKa3aJl yPOBEHb BIAJICHUS MATEPUATIOM BBIIIIE CPSTHETO C HECKOJIBKUMH OITHOKaMH
3 3 B I[€JIOM TIPABUIILHO, HO CO 3HAYUTEIHHBIM KOJIMYECTBOM HEIOCTATKOB

2 0 B I[EJIOM TIPABHIBHOE UCTIOTHECHUE C KPUTHYESCKAM KOJHYECTBOM CYIIECTBEHHBIX OIIMOOK

5.2 Bonpocsl k 3a4eTy (mucsMeHnHasi gopma)
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17.
18.
19.
20.

1.IlonsTus CAOKYMCHTAIIMOHHOC obecrieucHHe YHOPpaBJICHUA» U «ICJTOIIPOU3BOACTBO»

Cnyx06a JIOY — QpyHKIUM U CTPYKTYpa, paBa U OTBETCTBEHHOCTH
HopmartuBHo-11paBoBasi 0a3a JOKyMEHTUPOBAHMS

[TonsiTHe «yHU(UKAIUSA TOKYMEHTOB)» U €r0 3HaYeHHE B COBPEMEHHOM JEJIONPOU3BO/ICTBE
Crangapruzanus gokyMeHnToB. Tpedoanus I'OCT P.6-30-2003

PexBu3ut. Pacnonoxenue u pazmMep peKBU3UTOB

ITonsTHe «10KyMeHT». @YHKIUU JOKYMEHTOB

Knaccugukarus 10KkyMeHTOB

Cucrempl JOKYMEHTOB

OpraHuzalvoOHHO-PACIIOPAIUTENbHASA CUCTEMA IOKYMEHTALUN
PacniopsinutenbHble 1OKYMEHTHI

OpraHu3anvoHHO-IIPABOBHIE TOKYMEHTHI

WHupopManinoHHO-CIIPaBOYHbIE TOKYMEHTHI

JIOKyMEHTBI 110 TMYHOMY COCTaBYy

TexHomnorust paboThI ¢ JOKYMEHTaMHU

OmnpeneneHne NOHATHS «I0KyMEHTO000pOTay», 00IIHME IPUHIUIIBI U METOAUYECKHE OCHOBBI
OpraHu3alui JOKyMEHTO00opoTa

CtpykTypa 1 00111ast XapaKTepUCTHKA JOKYMEHTOIIOTOKOB

Perucrpanus kak cocraBHas 4actb TexHonoruu J[0Y

OtaIbl NPOXOKACHUS U UCIIOJIHEHUS UCXOASIINX U BHYTPEHHUX IOKyMEHTOB
Perucrpanus 1okyMeHTOB. 3a/1a4yl U MIPUHILIMIIBI PErUCTPALIUN

OcHOBHbIE MpaBUJIa UHJIEKCAIIUH JJOKYMEHTOB



21. ®opMupOBaHHE U XpaHEHME JEJI B JEIONPOU3BOICTBE

22. OmnpeneneHne MOHATUS HOMEHKIIATYPHI Jell. Buibl HOMEHKIATYyp Aei
23. TpebGoBaHus Kk (OpMyIUPOBKE 3aT0OJIOBKOB JIe] B HOMEHKJIAType

24. OO6pa3oBaHHE WHACKCA JIeJa B HOMEHKJIAType

25. Cpoku XpaHeHusd el

26. XpaHeHHE TOKYMEHTOB B CTPYKTYPHBIX MOJpa3aeICHUSIX OpraHu3alun
27. IloarotoBka u nepenaya el B BEIOMCTBEHHbIN apXUB

28. TpeboBanus k 0ohopMICHHUIO JeT

29. OmnpeneneHue U COCTaBJICHHUE OMUCEN

Kpamkue memoouueckue ykazanus

[Ipy moAroToBke K 3a4eTy CTYAEHT 00si3aH MpopadoTaTh HUCTOYHUKK IO TeMam
JUCLUIUIMHBIL, OCHOBHYIO U IOIIOJHUTENBHYIO JINTEPATYPY.

IlIxana oyenku

Ouenka

Bamisr

Ormnmcanue

91-100

CTYZIEHT I0Ka3bIBacT IlyOOKHE OCO3HAHHBIC 3HAHUS 110 OCBELAEMOMY BOIIPOCY, BIaJCHUE
OCHOBHBIMH MOHSTHSIMH, TCPMHUHOJIOTHEIT; BIaieeT KOHKPETHBIMU 3HAHUSMHY, YMEHHSIMH 110 JaHHOK
JUCLIMILJIMHE; OTBET MOJIHBIM OKa3aTeIbHbIN, YETKUH, TPaMOTHBIN, WIUTIOCTPUPOBAH MPAKTHUECKUM
OITBITOM HPO(ECCHOHAIBHON ISSITEILHOCTH

76-90

CTYJICHT ITOKa3bIBaeT INIyOOKOE U MOJIHOE YCBOCHHE COJCPKAaHUs MaTepHaia, yMEHHE IPaBUIBHO U
JI0Ka3aTeJIbHO M3J1araTh NPOrPaMMHBII MaTepHall, 0MyCKaeT OT/EIbHbIC HE3HAYNTEILHBIC HETOUHO
cTu B ()OpMe U CTHIIE OTBETA.

61-75

CTyJEHT IOHIMAET OCHOBHOE COJEpKaHUe yIeOHO! MPOrpaMMBbl, yMEET MOKA3bIBAaTh MPAKTHUECKOE
NpUMEHEHHE TTOJyYeHHBIX 3HaHUH. BMecTe ¢ TeM jomyckaer oTaenbHble ONOKN, HETOYHOCTH B CO
JepKaHUuH ¥ 0OPMIICHHHU OTBETa; OTBET HEJOCTATOYHO MOCIIEIOBATEIICH, IOKA3aTeJIeH i TPAMOTEH.

MeHee 60

CTYACHT UMECT CYILIIECTBEHHBIC HpOGCHLI B 3HAHUAX, NOITYCKACT OH.II/I6KI/I, HETOYHOCTH B COACPIKAHU
1 pacCKa3bIBa€MOI'0 MaT€puaia, HE BbIACIISACT INIaBHOI'O, CYIIECTBEHHOI'O B OTBETE. OrtBer IIOBEPXHO
CTHI)II71, 663[[0Ka3aTeHBHBIfI, JOITYyCKalOTCs pEUCBLIC OIIUOKH.

5.3 UToroBmlii TECT

Cucrema AOKYMEHTAIUH — 3TO COBOKYITHOCTHb TOKYMEHTOB, IPUMCHACMbIX

a) B cdepe yrpaBieHHS;

0) B kakoH-1m100 cdepe NesITeIbHOCTH;

B) B JAHHOM YUPEKICHHUH;

') B KOHKPETHOM CTPYKTYPHOM IOJIPa3/IeICHUH.

Ha xosjeruajnLHoi 0oCHOBE U3AI0TCH:

a) MOCTaHOBJICHHUS;

0) MpuKa3bl 0 OCHOBHOM JIEATETLHOCTH;
B) MPUKA3bI [0 TUYHOMY COCTaBY;

I) CIIpaBKH.

HpOCKT MNpUKasa 1mo JU4YHOMYy COCTaBy roTOBHUTCH:

a) Ha4YaJIbHUKOM KaHIEJSPUY;
0) Ha4YaJILHUKOM OT/EeJa KaJpOB;
B) IOPUCKOHCYJIBTOM;

T') CeKpeTapeM.

ITucbmo, conepxaiiee cooduieHNe 0 KAKOM-TH00 aKTe W MEPONPUSITHH,

nponaraHaupyouiee AesiTeIbHOCTh KAKOH-IM00 OPraHu3anum, Ha3bIBAeTCs:
a) pa3bsACHEHUEM;
0) nHpOpPMAITMOHHBIM;
B) HallOMUHAHHEM;
I') FapaHTUIHBIM.

1. 1.
1. 2.
1. 3.
1. 4.
1. S.

IIpuem Ha paGoTy NPOU3BOAMTCSH HA OCHOBAHMU:




a) pacropshKeHUs] HaualbHUKA OT/elNa KaIpoB;
0) TMYHOTO KeTaHUs paOOTHHUKA;

B) JJMYHOTO 3asBJICHUS paOOTHHKA;

r) aBToOHOrpaduu.

1. 6. ITucbMeHHOe corJIalleHue MeKIy OpraHu3anueii M1 4YacTHBLIM JIMIIOM 00
YCTAHOBJICHMH TPYIOBbIX OTHOLIEHHUI HA3bIBAETCH:
a) TPYJAOBBIM KOHTPAKTOM;
0) KOMMEPUYECKIUM KOHTPAKTOM;
B) KOMMEPYECKUM JIOTOBOPOM.

1. 7. ABTOOHOrpadus cocTaB/sieTcs ¢ HeJblo:
a) MoucKa padoThI;
0) TpylOyCTpOICTBA;
B) YCTaQHOBJICHUS JIMYHOCTH;
I') 3aBECTH TPYAOBYIO KHIXKKY.

1. 8. Cay:xe0Hble MMCbMA He HMEIOT PeKBU3UTA:
a) pe3OJTIOIIHS;
0) Ha3BaHHC BHJIA;
B) CCBUIKA HAa MHJICKC U JIaTy,
I') OTMETKa 00 UCIIOJIHUTEIIC.

1. 9. IMouToBBIii aipec B peKBU3UTE «aJpecaT» YKa3bIBaeTCs:
a) BO BCEX JIOKYMEHTAX;
0) pa30BOMYy KOPPECTIOH/ICHTY;
B) BBIIIECTOSAIINM OPTaHU3aIUsIM;
') OpraHaM BIIACTH U YIIPABIICHHSI.

1. 10. Cranpaprusanus:
a) TPOIIeCC YCTAHOBJICHUSI i IPUMEHEHHMs 00pa3IoB, ITAIIOHOB;
0) mporecc mpuMeHeHUs YHU(DUIUPOBAHHBIX (HOPM JTOKYMEHTOB;
B) TIPOIIECC YCTAHOBIICHUS MPABUI 00paOOTKH IOKyMEHTOB;
I') IPOLECC PErMUCTPALUU TOKYMEHTOB.
Kpamxue memoouueckue ykazanus
Bormpoc conepxxut oauH BapuaHT otBeTa. CTYAEHT AOJKEH BbIOpaTh MpaBUIIbHBIA OTBET U
HanMcaTh €ro HOMEp HaIPOTUB HOMEpPA BOIPOCA Ha JIMCTE OTBETA.

IlIxana oyenku

Ornenka Bamer Ormnucanue

5 5 KOJIMYECTBO BEPHBIX OTBETOB cOCTaBIseT Oonee 90% oT 00IIero yrcia TeCTOBBIX 3aJaHui

4 4 KOJIMYECTBO BEPHBIX OTBETOB COCTABIACT OT 75% 110 89% 0T 00111ero Yrciia TECTOBBIX 33 JaHUi
3 3 KOJIMYECTBO BEPHBIX OTBETOB cocTaBisieT oT 60% 10 74% oT o0mIero 4mcna TECTOBBIX 3aJaHUH
2 0 KOJIMYECTBO BEPHBIX OTBETOB COCTABIsICT MeHee 60% OT 00IIero Yrcia TeCTOBBIX 3aJaHui

5.4 Ilpumep pa3HOYPOBHEBBIX 33/1a4 M 32 IaHUI

CocraBbTe NMpHKa3 PyKOBOAMUTENS OPraHU3aIMY O IIPHEMe Ha paboTy IOPHCKOHCYIIBTOM.

CocraBbTe npuKa3 00 0CBOOOKACHUHU OT pabOTHI B OpraHU3aIuy B CBSI3U C MIEPEe3IOM Ha

HOBOE MECTOXHTEIIHCTBO.

CocraBbTe npuka3 00 YBOJbHEHUH NEPEBOAOM B APYTYIO OPraHU3aIHIO.

4. CocraBbTe XapaKTePUCTUKY-PEKOMEHIAIMIO Ha paOOTHHUKA BAIIETO TIPEATPUITHS ITIs1
HOCTYIUICHHS €T0 B ACIIUPAHTYPY.

5. Hanwmmmre 3asiBJIeHHE O IpUeMe Ha paboTy IOPHUCKOHCYJIBTOM B FOCYIapCTBEHHOE

N —
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NpEaNpUsATHE N0 CBA3U U UH(popMaTHKe «PoccBA3bUHPOPMY.
6. Hanmmure 3asBieHne 0 MPeIOCTaBICHUN aIMIHUCTPATUBHOTO OTITyCKA MO0 CEMEHHBIM
00CTOSITETbCTBAM.
7. Hanmmute aBroOHOrpaduio u pesroMe, Heo0X0aAUMBbIe 1t 0pOpMIICHUS JOKYMEHTOB IIPH
MOCTYIUICHUU Ha paboTy.
8. Odopmure 3anUCh B TPYA0BOW KHUXKKE 00 YBOJIbHEHUU:
a) 10 COOCTBEHHOMY JKEJIaHMIO;
0) B CBSI3U C IMKBUAALUCH TPEAIPUSITHS;
B) B CBS3M C HECOOTBETCTBUEM BBINIOJIHIEMOH pabOThI MPEabsIBIIIEMbIM
TpeOOBaHUSIM BCIIEACTBUE HEJJOCTATOYHON KBATU(PUKAIIHH.

1. CocraBbTe IPOEKT TPYAOBOTO JOrOBOPA IO HAaliMy, OIUIATE U YBOJIBHEHHUIO.
2. CocraBbTe IpUKa3 O MEPEBOE HA pabOTy BHYTPHU OpTaHU3AINH.
3. CocrtaBbTe npuKa3 00 yBOJIbHEHNH Pa0OTHUKA B CBSI3U C JIMKBUAALUEH MIPEIPUATHSL.
Kpamxue memoouueckue ykazanus
UroObl BBITOJHUTH 3a/laHUE, HEOOXOJAWMO O3HAKOMHUTBCS C ITAKETOM JIOKYMEHTOB II0
JMYHOMY cocTaBy. COBOKYIHOCTh B3aMMOCBSI3aHHBIX JIOKYMEHTOB, B KOTOPBIX 3a(MKCHPOBAHBI
3TaIbl TPYAOBOM JAEATEIBHOCTH PAOOTHUKA, HA3bIBAIOTCA JOKYMEHTAIMEH M0 TMYHOMY COCTaBY.
Hoxymenmayuro no auunomy cocmagy (IepcoHaly, KaapaM) MOXKHO KJIaCCU(PHULIMPOBATh HA
4eThIPE IPYIIIBL:
- JIOKYMEHTals, CBSI3aHHAs C KOMIUIEKTOBAaHUEM IEPCOHAJIAa OPTaHU3ALINY;
- JOKYMEHTalMs, CBA3aHHAA C IPOLECCOM NPOABHKEHUS IIEPCOHANA 110
ciyxoe;
- JOKYMEHTaIUsl, CBA3aHHasl C BBIOJHEHUEM PaOOTHUKOM TpeOOoBaHUI
TPYZAOBOW AVCLMIIIIUHBL
- JIOKYMEHTalUsl, CBSI3aHHAs C MPEKPAIEHUEM TPYAOBBIX OTHOIIECHUMN
pabOTHUKOB C OpraHu3aluel, C yBOJIbHEHUEM.
Oghopmnenue 00KymMeHmos npu nocmynienuu Ha pabomy
[Tprem Ha MOCTOSAHHYIO pabOTy HOBOTO COTPYIHHKA NMPH HATWYMH BaKaHTHOW JOJDKHOCTH,
IPEIYyCMOTPEHHOM ITATHBIM paclyUCaHUEM, CONIPOBOXKIAETCS OPOPMIICHHEM JOKYMEHTOB: Pe3tome
- Ankerta - TpynoBoii konTpakr - [Ipuka3 o npueme Ha paboTy
IlIxana oyenku

OreHka Baner Ornucanue

5 5 CTYICHT MPEACTABIII OTIIMYHOE UCTIONHEHHE C HE3HAYUTEIbHBIM YHUCIOM OLIHOOK

4 4 CTY/ICHT MOKAa3aJl yPOBEHb BIAJICHUS MATEPUATIOM BBIIIIC CPETHETO C HECKOJIBKUMH OITHOKaMH
3 3 B I[EJIOM IPABUIIBHO, HO CO 3HAYHUTEIbHBIM KOJIMYECTBOM HEIOCTATKOB

2 0 B [EJIOM TIPABHIBLHOE UCTIOIHEHUE C KPUTHYECKAM KOJIHYECTBOM CYIIECTBEHHBIX OIINOOK
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