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IMacnopt ¢poHaa OLIEHOYHBIX CPEICTB

no AMCIHUIIJINHE I[ORVMeHTaIIHOHHOC o0ecrneyeHHue ACJOINNPOU3BOACTBO B

rocyaiapCrB¢eHHOM U MYHUIIMIIAJIBbHOM YIIPABJCHUHU

/o

Tema

d)opMa OLICHOYHOI'0 CPCACTBA

Crenenp
¢dbopmupoBaHus
KOMITCTCHIIUH

Tema 1. JlokyMeHTUpOBaHUE
YIPaBJICHYECKON JESITEIbHOCTH

Pedepar

TecTsl

Bomnpocsl 1151 ycTHOTO 0O1poca
HAa CEMHUHAPCKUX 3aHATUAX
KoHTpoibHBIE BOITPOCHI
Bonpocsl k mpoMexyTo4HOM
aTTecTaluuu

YK-4, I[IK-4
(60%)

Tema 2. Knaccuduxanus
JOKYMEHTOB U HOPMATHBHBIC
MaTepHaJbl 10
JOKYMEHTHUPOBAaHUIO Y /|

Pedepar

TecTsl

Bomnpocsl 1151 ycTHOTO O1poca
HAa CEMHUHAPCKUX 3aHATUAX
KoHTpoibHBIE BOITPOCHI
Bonpocsl k mpoMexyTo4HOM
aTTecTaluuu

YK-4, I[IK-4
(60%)

Tema 3. PexBU3UTH 0pUIIHATBHBIX
JOKYMEHTOB U MpaBUja UX
opopMIICHHS

Pedepar

TecTsl

Bomnpocsl 1151 ycTHOTO ompoca
HAa CEMHUHAPCKUX 3aHATUAX
KoHTpoibHBIE BOITPOCHI
Bonpocsl k mpoMexyTo4HOM
aTTecTauuu

YK-4, I[IK-4
(60%)

Tema 4. Buowt 61anK086 u
mpedoeanun K HUM

Pedepar

TecTsl

Bomnpocsl 1151 ycTHOTO ompoca
HAa CEMHUHAPCKUX 3aHATUAX
KoHTpoibHBIE BOITPOCHI
Bonpocsl k mpoMexyTo4HOM
aTTecTaluuu

VK-4, TTK-4
(60%)

Tema 5. [IpaBuna odpopmieHus
OCHOBHBIX BHJOB JOKYMCHTOB

OP]I

Pedepar

TecTsl

Bomnpocsl 1151 ycTHOTO O1poca
HAa CEMHUHAPCKUX 3aHATUAX
KoHTpoibHBIE BOITPOCHI
Bonpocsl k mpoMexyTo4HOM
aTTecTauuu

VK-4, TTK-4
(60%)

Tema 6. @opmupoeanue u
6edenue 0OKymenmoooopoma 6
op2anusayuu

Pedepar

TecTbl

Bomnpocsl 1151 ycTHOTO O1poca
Ha CEMMHAPCKUX 3aHATUAX
KoHTposbHBIE BOIIPOCHI

VK-4, TIK-4
(60%)




Bonpocsl k mpoMexyTo4HOM
aTTecTauuu

Tema 7. Opranuzanus
ONCPATHBHOTO XpaHCHHUA

JIOKYMEHTOB

Pedepar
TecTbl

HAa CEMHUHAPCKUX 3aHATUAX
KoHTpoibHBIE BOITPOCHI
Bonpocsl k mpoMexyTo4HOM
aTTecTauuu

Bonpocs! 1151 yeTHOrO onpoca

YK-4, I[IK-4
(60%)

Hepe'{eHL OLICHOYHBIX CPEIACTB

o JMCIHHUIIJINHE I[OKVMeHTaIII/IOHH()e o0ecrneyeHue ACJONPOU3BOACTBO B
rocyaiapCrB¢eHHOM U MYHUIIMIIAJIBHOM YIIPABJCHUHU

OC

HaunmenoBaunue
OLICHOYHOT'O
cpeacTna

KpaTkas XxapakTepucTUKa OLIEHOYHOI'O CPECTBA

IIpencraBnenue
OLIEHOYHOI'O CPEJCTBA
B

®OC

Pedepar (P)

[IpoayKT camMOCTOSTENbHON paboThl CTYJEHTA,
[PEJICTABIISIONINI COO0H KpaTKOE U3JI0KECHHUE B
[MMCbMEHHOM BHJIE IIOJYYEHHBIX PpE3yJIbTaTOB
TEOPETUIECKOTO aHaluu3a  ONIPEIEICHHON
Hay4HOU (y4eOHO- MCCIIeIOBATEIHLCKON) TEMBI,
[7Ic aBTOpP pPAaCKpBIBAET CYTh HCCIELYyEMOU
MpoOJIeMbl, TMPUBOJUT  Pa3IUYHBIE  TOYKH
3peHMs, a TAKXKEe COOCTBEHHBIE B3TJIS/IbI HA HEE.

Tems! pedpeparon

YceTHBI o1poc
(YO)

CpencTBo  KOHTpOJS, OpPraHM30BAHHOE Kak
creluaibHas Oecena [eAaroru4eckoro
paboTHMKAa ¢ OOyYamIIUMCS Ha  TEMBI,
CBA3AHHBIC C M3y4acMOM JMCUMIUIMHOW, U
paccuMTaHHOE Ha BbISICHEHHE O00beMa 3HAHHMA
00y4aromerocss Mo ONpeJeICHHOMY pa3zeny,
TeMe, npoliemMe u

T.I1

Bomnpocer 1o
TeMam/paszzaenam
JIMCIMTUTAHBI

Tecr (T)

Cucrema  CTaHAAPTU3UPOBAHHBIX  3a/laHUH,
[103BOJIAIOIAs ABTOMATU3UPOBATh IIPOLIENYPY
M3MEPEHUST  YPOBHA 3HAHMM WM YMEHHHU
00y4aroIerocs.

®donHg TecTOBBIX
3aaHul

DK3aMeH

HrtoroBast opma olneHkH 3HAHWH. B BbICIIHX
y4eOHBIX 3aBENICHUSX TPOBOJUTCS BO BpeMs
CECCHH.

Bomnpocs! k 3k3ameny

Onucanne mnokasarejei u KPUTEPUEB OLCHUBAHUA ROMHeTeHHHﬁ,

OICHUBaAHUA

OIIMCaAHMEC IIKaJ



HIxkana

OLl¢cHUBAaHUSA, IOKa3aTeJiM H KPUTEPUU OUCHUBAHUNA OﬁpaSOBaTeJILHLIX

pe3yJbTaToB oﬁyqalomerocﬂ BO BpeMs TeKyIIIei/JI arrecranmum

Ixana
OLleHMBaHUA

Iloka3zatenu n KPUTEPUH OLICHUBAHUSA

5, «KOTIIUIHOY

OneHka «OTJIIMYHO» CTABUTCS, €CIM CTYAEHT CTPOUT OTBET JIOTUYHO
B COOTBETCTBHHM C IUIAHOM, ITOKa3bIBACT MAaKCHUMAaJbHO TITyOOKHE
3HaHUS NPOPECCHOHATIBHBIX TEPMHHOB, TIOHSATHHA, KaTErOpHH,
KOHLIENMIIMM M TEOpUH.  YCTAHABIMBACT  COACPIKATEIIbHBIC
MEXKIIpEAMETHBIE CBA3U. Pa3BepHYyTO apryMEHTHUPYET BBIIBUIACMBIC
10JIO’KEHHUS, IPUBOJUT YOEIUTEIbHbIE IPUMEPBI.

4, «xopouio»

OrneHKa «XOpOIIO» CTABUTCS, €CIU CTYACHT CTPOUT CBOM OTBET B
COOTBCTCTBUHU C IIJIAHOM. B OTBETC HpeI[CTaBJIeHBI pa3111/1qHHe
MOAXOJIBI K MpoOJieMe, HO UX OOOCHOBAaHUE HEIOCTATOYHO IIOJTHO.
VYcranaBpiauBaeT COZAEPKATEIBHBIE MEKIPEIMETHBIE CBSI3H.
Pa3BepHYTO apryMeHTpreT BBIABHUT'aCMBIC IIOJIOKCHUA, HpI/IBOIII/IT
HEOOXOMUMBIC  TIPUMEPBI, OJHAKO  TIOKA3bIBAaeT  HEKOTOPYIO
HEIMOCJIEIOBATENBHOCT ~ aHallv3a. BbIBOJABI NpaBWIbHBL. Peub
IpaMOTHA, UCTIOJB3YETCS MPOQeCCHOHATbHASI ICKCHKA.

3, O1eHKa «yJIOBJIETBOPUTEIIBHO» CTABUTCS, €CJIU OTBET HEAOCTATOYHO
«YJIOBJIETBOPUTEIH | JJOTUYECKU BBICTPOEH, IU1aH OTBETa cobmoaercs
HO» HenocnenoBarenbHo.  CTynmeHT  oOHapyxuBaer  ci1abocTh B
pa3BepHYTOM PacCKpbITUU npodhecCHOHATLHBIX MOHSTHUH.
BrigBuraembie 1MOJOKEHUSI JEKIAPUPYIOTCS, HO HEJOCTATOYHO
apryMmeHTupoBaHbl. OTBET HOCUT MPEUMYIIECTBEHHO TEOPETUUECKUN

XapakTep, MPUMEPHI OTPAHUYCHBI, JIN0OO OTCYTCTBYIOT.
2, OueHka  «HEYJIOBJIETBOPHUTEIBHO»  CTABUTCS  NPU  YCIIOBUHU
«HEYIOBIIETBOPUTE | HEIOCTATOYHOTO  PACKPBITUS  MPOPECCHOHANBHBIX  TMOHSITHIA,
JIBHO KaTeropuii, KoHuenuuii, teopuil. CTyJIeHT MNPOSBIAET CTPEMIICHHE

MOJMEHUTh HayyHOe OOOCHOBaHHE MPOOJIEM pacCyKICHUSAMU
OOBIJICHHO-TIOBCETHEBHOTO OBITOBOTO Xapakrepa. OTBET COAEPKUT

PsIL CEPbE3HBIX HETOYHOCTENW. BBIBOIbI MOBEPXHOCTHBI

Illkana ouneHUBaHUA,

MmoxKas3aTreJim U KPUTEPUU OLNCHUBAHUA OﬁpaSOBaTeJILHLIX

pe3yJbTaToB oﬁyqalomerocﬂ BO BpeMsl HpOME)KyTO‘IHOi/'I aTreCTalium

OuneHka YK3aMeHa

Iloka3zatenu n KPUTECPUH OLICHUBAHUSA 06pa30BaTeJILHBIX

(HopMaTuBHasI) pe3yabTaTOB
ep.1 ep.2
5, Ounenka «5 (OTIIMYHO)» BBICTABISETCA OOYYaroIIEMyCs, €CIU OH
OTJINYHO rIy0OKO M IPOYHO YCBOMJI  IIPOIPaMMHBIM  Marepuan H

JEMOHCTPUPYET 3TO HA 3aHATHSAX U SK3aMEHE, HCYEPIIbIBAIOLIE,
IIOCJIEI0BATEIIbHO, YETKO U JIOTUYECKH CTPOMHO M3J1arajll €ro, yMeer
TECHO YBS3BIBaTh TEOPUIO C MPAKTUKOH, CBOOOIHO CIPABISETCA C
3aJlayaMM, BOIIPOCAMU U JPYIMMM BHJAMU INPUMEHEHMsI 3HAHUIL.
[Ipuyem oOywaromuiicss He 3aTPyAHSJICS C OTBETOM IIpHU
BUJIOM3MEHEHUM TIPE/UIOKEHHBIX €MY 3aJaHUl, HCII0JIb30Bal B
OTBETE MaTepHal yueOHOH 1 MOHOrpahUIecKOl JUTEPaTyphl, B TOM
quciae M3 JONOJHHUTEIBHOTO CIHCKA, IMPAaBHIBHO OOOCHOBBIBAI
IIPUHSTOE PELICHUE.

Y4yeOHbIe NOCTH/KEHHS] B CEMECTPOBBIM IEPUOJ U PE3YJIHTATHI
pPYOEKHOTO KOHTPOJII JEMOHCTPUPOBAIM BBICOKYIO CTeleHb
OBJIaICHUS] IPOTPAMMHBIM MATEPHAJIOM.




Onenka ’K3aMeHa
(HOopMaTHBHasI)

IMoka3aTe1u 1 KpUTEPUH OLEHUBAHUSI 00Pa30BaTEIbHBIX
pe3yJIbTATOB

ep.1

ep.2

PeiiTuHrOBBIE 0aJJIbl HA3HAYAIOTCS OOyYaOLWIEMYCS C YUYETOM
0a/uIoB TeKymlied (Ha 3aHATHSIX) W TPOMEXKYTOUHOW (dK3aMEH)
aTTeCTalUU.

KoMnereHuum, 3akperui€HHble 3a JUCHUILIMHON, ¢OPMHUPOBAHBI
HA YPOBHE — BBICOKHIA.

4,
XOpOILIIO

Ounenka «4, (Xopouio)» BBHICTABIIAETCS OOYYaIOUIEMYCs, €CIIU OH
TBEPJO 3HACT MAaTepUaj, rPAaMOTHO U II0 CYIIECTBY M3JIaracT ero Ha
3aHATHUAX U 3K3aMEHE, HE JIOIMYCKasl CYIIECTBEHHbIX HETOUHOCTEH B
OTBET€ Ha BONPOC, NPABWIBHO IPUMEHSET TEOPETHUUECKUE
MIOJIOKEHUSI IPU pELIEHUH IPAKTUYECKHX BOIPOCOB U 3ajad,
BJIaJIe€T HEOOXOAUMBIMU HAaBBIKAMHU M MIPHUEMAMU MX BBITIOJTHEHUS.
Y4yeOHbIe NOCTH/KEHHSI B CEMECTPOBBIM IEPUOJ U PE3YJIHTATHI
pYOEKHOTO ~ KOHTpOJII ~ J€MOHCTPHPYIOT XOPOLIYI0  CTeleHb
OBJIa/ICHUSI IPOTPAMMHBIM MATEPHAJIOM.

PeiiTuHrOBBIE 0a/JIbl HA3HAYAIOTCS OOyYaOUIEMYCS C YUYETOM
0a/uIoB TeKymied (Ha 3aHATHSIX) W TPOMEXKYTOUHOW (dK3aMEH)
aTTeCTalUU.

KoMniereHum, 3akperui€HHble 3a JUCLHUILIMHON, ¢OPMHUPOBAHBI
HA YPOBHE — XOPOLUM (CPpeAHMI).

3,
YAOBJICTBOPHUTCIBLHO

Ouenka «3 (YA10BJIETBOPUTEILHO)» BBICTABJISICTCS
oOyyaromemMycs, €clid OH HMEeT M JIEMOHCTPUPYET 3HaHHUS Ha
3aHATHUAX U DK3aMEHE TOJIBKO OCHOBHOI'O MaTepuaya, HO HE YCBOMII
€ro JeTajiel, NOMyCKaeT HETOYHOCTH, HEJIOCTaTOYHO NpPABUIIbHBIC
(OpMYIHPOBKH, HApyIICHHUs JOTMYECKOW IOCIIEOBATEIBHOCTH B
U3JI0)KEHUHU IPOrPaMMHOI0 MaTepHalia, UCHBITHIBAET 3aTPYAHEHUS
MIPY BBITOJIHEHUH MIPAKTUYECKUX padoT.

Y4yeOHbIe NOCTH/KEHHSI B CEMECTPOBBIM IEPUOJ U PE3YJIHTATHI
pyOexxHOTrO KOHTPOJIS JEMOHCTPUPYIOT AOCTATOYHYIO
(YAOBJIETBOPUTEJIbHYI0) CTelleHb OBJAJCHHS NPOrpaMMHBIM
MaTepHaJIoM.

PeiiTuHrOBBIE 0a/JIbl HA3HAYAIOTCS OOyYAOUIEMYCS C Y4YETOM
0aIoB TeKymlled (Ha 3aHATHSIX) W TPOMEXKYTOUHOW (dK3aMEH)
aTTeCTalUu.

KoMnereHum, 3akperui€HHble 3a JUCLHUILIMHON, ¢OPMHUPOBAHBI
HA YPOBHE — 10CTATOYHBIN.

2,
HE yJI0BJIETBOPUTEIILHO

Onenka «2  (He  yJAOBJIETBOPUTEJBHO)»  BBICTABISAETCS
o0yyaromemMycs, KOTOPBIA HE 3HAeT OOJbIIeH YacTH MPOrPaMMHOTO
MaTepuana, JOMYCKAaeT CYIIECTBEHHbIE OIIMOKH, HEYBEpEHHO, C
OONBIIMMHU 3aTPYJHEHUSMHU BBITOJIHSACT NPAaKTUYeCKHe paboThl Ha
3aHATUAX u HK3aMEHE. Kak IIPaBUIIO, OLIEHKa
«HEYJOBIETBOPUTEIILHO» CTAaBUTCA OOYyYaroUIMMCs, KOTOpbIE HE
MOTYT TPOJOJDKHTH OOydeHHE O€3 IIOTIOJHUTENbHBIX 3aHATUH I10
COOTBETCTBYIOLIEH JTUCLIUIUIMHE.

Y4yeOHbIe NOCTH/KEHHS] B CEMECTPOBBIM IEPUOJ U PE3YJIHTATHI
pyOexHOTrO KOHTPOJIS JEMOHCTPUPYIOT HEBBICOKYIO
(HeI0CTATOYHYIO) cTeneHb OBJIa/IeHUA NPOrpaMMHBIM
MaTepHaJIoM.

PeiiTuHrOBbIe 0a/UIBI HA3HAYAIOTCA OOydYalOIUMCA C Y4E€TOM
0auIoB TeKymied (Ha 3aHITHIX) W TPOMEXKYTOUHOW (dK3aMeEH)
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Onenka 3x3aMeHa Iloxa3aTenu U KPpUTePHUH OLICHNBAHUS 00Pa30BaTeJbHBIX
(HOopMaTHBHasI) pe3yabTaTOB
ep.1 ep.2
aTTeCTalUU.
Komnerenuum, 3aKpEIUIEHHbIC 3a JUCLUIIIIMHOM, He
cpopMupoBaHBbI.

TunoBble KOHTPOJIbHbIE 32aHUA WJIM UHbIe MATEPUAJIbI, HEO0OXOAUMBbIE /ISl OLlEHUBAHUS
3HAHM, YMEHHUiIl, HABBIKOB M (MJIH) ONbITA [AEATEJbHOCTH, XapaKTEePHU3YKWIIHUX ITANbI
¢dopmMupoBaHus KOMIIETEHUIHH

Jnst  oueHWMBaHUA 3HAHWUWA, YMEHUW, HABBIKOB M (WJIM) ONBITa JESITEIBHOCTH,
XapaKTepPU3YIOMIMX 3Tanbl (POPMUPOBAHUS KOMIETCHIIMA MCTIOIB3YIOTCS CIEAYIONIUE THUIIOBBIC
KOHTPOJIbHBIE 3aaHUSA:
Tekymuii KOHTPOJIb YCIIeBaeMOCTH
Bonpocsl Tekyniero KOHTpoJisi yCeBaeMoOCTH HA CeMHHAapaxX (MPAKTUYEeCKHUX 3aHATHSX)

1. Maiite onpesesieHne MOHATHIO JOKYMEHTO000pOT?

2. [lepeuncianTe OCHOBHBIE PEKBU3UTHI JOKYMEHTA

3. Kak 1 o Kakum npu3Hakam KJIacCU(pUIUPYIOTCS JOKYMEHTHI?

4. Ha3HaueHue pacnopsAUTENbHbIX JOKYMEHTOB

5. KakoBa nporeaypa coctaBiieHUsI 1 0pOpPMIICHHS PACTIOPSAUTENBHBIX TOKyMEHTOB?
6. Ha30BUTE 00JIACTh MPUMEHEHHS HH(POPMAIIMOHHO — CIIPABOYHBIX JOKYMEHTOB?

7. KakoBbl 0cOO€HHOCTH paboThI ¢ KaJpOBBIMHU TIOKyMEHTaMH?

8. Kakue nena, mpeiHa3zHaueHHBIC IS CJIAYM B apXHB, TIOJUIEKAT OTHOMY O(POPMIICHHIO? KaKHe
— YaCTUYHOMY.

9. Kakue oneparuu BKJIIOYAET MPOIECC MOTHOTO 0(OPMIICHUS JIe IS CIaYH B ApXHB.
10. Kakue pazmepbl MOJeH TOMKHBI UMETh OJJaHKU JTOKYMEHTOB.

Tunosbie TeMbl pedepaToB

1. Pa3Burtue nenonpousBojctsa B peBueii Pycu.

2. Pa3BuTHE MPUKA3HOTO JEJIONPOU3BOJICTBA.

3. Pa3BuTHE KOJIEKCKOTO JIEI0IPOU3BOICTBA.

4. Pa3BUTHE MUHUCTEPCKOIO JEJIONPOU3BOICTBA.

5. PazBurue genonpousBoactsa B CCCP.

6. IloHATre U BUABI JOKYMEHTOB.

7. OYyHKIHHA JOKYMEHTOB.

8. llenu u 3a1aun JOKYMEHTOB.

9. IlonsiTre cucteMsl JOKyMeHTaul. OCHOBHBIE ()yHKIIMOHAIBHBIE CUCTEMBI JIOKYMEHTAIIUU B

10. MudpopMannoHHO-TOKYMEHTAIMOHHOE 0OecrieueHre anmnapaTa yrnpaBieHusl.
11. YnpaBnenue noKkyMeHTalue.

12. CymHocTs, 3a1a4u U GyHKIUU cIyk061 JJOVY.

13. Opranmzarus paboThI ¢ JOKYMEHTaMHU.

14. Peructpauys U KOHTPOJIb UCIIOJHEHUS JOKYMEHTOB.

15. Xpanenue JOKyMEHTOB 1 (POpMUPOBAHHE JCII.

16. TpeGoBanus K 0(hOPMIICHUIO TOKYMEHTOB.

17. PexBU3UTHI TOKYMEHTOB.

18. TpeGoBanus Kk O1aHKaM JOKYMEHTOB.




19. Opranu3aliOHHO-pacHOPSAUTEIbHBIE JOKYMEHTHI.

20. PacnopsiaurenbHble JOKYMEHTHI.

21. WndopmManroHHO-CIIPAaBOYHbIE JOKYMEHTHI.

22. SI3BIK U CTWJIb OQHUIHUATBHBIX JOKYMEHTOB.

23. JloxymeHTauus 1o Tpy10BbIM OTHOIIEHUSIM.

24. duHaHCOBas NOKyMEHTALMS.

25. JIOKyMEHTBHI 110 CHAOKEHHIO U COBITY.

26. Haznauenue u kiaaccu(uKaIus J1EIOBBIX ITHCEM.

27. Kparkas xapakTepucTUKa rapaHTUITHOIO [TMCbMA, 3aKa3a, 3a1poca, 3asBKU, U3BEILICHHUS.
28.Kparkas xapakTepuCcTHKa HHPOPMAIMOHHOTO NMMChMa, HATOMUHAHUSA, OTKa3a, OTKPBITOTO
MUCHhMA, TIOJATBEPIKICHHS.

29.KpaTkas XxapakTepUCTHKa IPETEH3MOHHOI0 TUChbMa, IPUTJIAIIEHUS, IPOCHObI, PEKJIAMHOTO
IIMCbMa, COTJIacusl.

30.Kpartkast XxapakTepuCTHKa COOOIICHHUS, COIPOBOUTEIILHOTO MMHUChMa, TPEOOBaHMUS,
YBEJOMIICHHUS.

31. JlemoBas nepenucka.

32. IlucbMeHHas KOPPECIOHAEHIIMS.

33. Bujbl NOYTOBBIX OTIPABICHUIA.

34. MexayHapoaHble CTaHAAPTHI IO 0(POPMIICHHUIO JOKYMEHTOB.

35. IloaroroBka J1€710BOM KOPPECTIOHACHIIMU JUIsl 3apyO€KHBIX TapTHEPOB.

36. Opranuzanus paboThl ¢ KOH(YUICHINAIBHBIMUA JOKYMEHTAMH.

37. Ceenenus, oTHOCAIIMECS K KOH(PUICHINATBHON HH(OPMAIIHH.

38. 3ammMra JOKYMEHTOB, COIEPKALMX KOMMEPUECKYIO TalHY.

39. Dranbl NOATOTOBKY JEIONPOU3BOIUTENEM KOH(UACHIUAIBHBIX JOKYMEHTOB.

40. OcHOBHBIE ONIEpAIIIOHHBIE TEXHOJIOTUYECKHE CXEMbI 00pa0OTKH KOH(PHICHIIHATHHBIX
JIOKYMEHTOB.

TunoBbIe TECThI / 3aJJaHus

1. lenonpou3BOACTBO - 3TO:

A.JlesTenpHOCTDb, OXBAThIBAIOIIAsl COCTABJIEHNUE JOKYMEHTOB U OpraHU3aliio paboThl C HUMHU
b.IIpaBuiia co3anus JOKyMEHTOB

B.Opranuzanus paboTsl ¢ JOKyMEHTaMH

I".lokymeHTanbHOE 0(OPMIICHHE PEIICHHS YIIPaBIEHYECKOTO BOIIpoca
J. Cucrema xpaHeHus JOKYMEHTOB

2. Kommiekc METOI0B M IIPOIIECCOB pabOTHI C JOKYMEHTAaMH, OCYIIECTBIISIEMbIH MPeIIpUsTHEM
IIPU BBITOJIHEHUH UM CBOUX (DYHKIIMH - 3TO ...

A. JIOKyMEHTOBEACHUE

b. Jlenonpoun3BoacTBO

B. Cucrema nokyMeHTanuu

I'. JloxymeHTHpOBaHUE

. IokyMeHTO0O0POT

3.Kaxue Bubl JOKYMEHTOB pa3MyaroT [0 MECTY COCTaBJICHUA?

A. BHellHMe U BHYTpEHHUE

b. UnnuBuayanbHble, TUIIOBBIE, TpadapeTHbIe

B. Opurunansl, KONUK U TOJUIMHHUKH

I'. OpranuzannoHHble, paclopsAUTENbHbIE, CIPABOYHBIE
4.JI0KyMEHTBHI 110 JINYHOMY COCTaBY OTHOCSTCS K IPYIIIE ...

A. OpraHu3aliuOHHO-PACIOPSAIUTENBHBIX JOKYMEHTOB

b. PacniopsauTenbHbIX JOKYMEHTOB

B. CnpaBouHO0-nH(pOPMAIIMOHHBIX JOKYMEHTOB

I'. ®uHaHCOBO-PACUETHBIX TOKYMEHTOB



5. AKTHI, icbMa, GaKChl, JOKJIATHBIC 3aUCKH OTHOCATCS K...

A. Opranu3aliOHHbIM JOKyMEHTaM

b. CnipaBo4HO-HH(pOPMAIIMOHHBIM JIOKYMEHTaM

B. PacniopsiauTenbHpIM TOKYMEHTaM

I'. BHemHuM 1OKyMeHTam

6. Kakue BubI 0J1aHKOB pEKOMEHYIOTCS IJIsl IPUMEHEHUS Ha TPEANPUATHAX ?
A. JInst KaxI0Tr0 BUAA TOKYMEHTA - CBOW OJIaHK

b. /Ins BHyTpEHHUX JOKYMEHTOB U JUIS IUCEM

B. /st TOKyMEHTOB BHYTPH CTPaHBbI U JUIsI 3apyO€KHOM KOPPECTIOHICHIIH
I'. C yrnoBsIM U C IPOJIOJIBHBIM PACIOIOKEHUEM PEKBU3UTOB

7. Kakue BapuaHThl pacloioXeHUs] pEKBU3UTOB YCTaHOBJIEHBI CTaHAAPTOM?
A. JleBoe, mpaBo€ U UEHTPUPOBAHHOE PACIIOJIOKEHUE

b. YrinoBoe u npo10JIbHOE PacoIOKEHUE

B. Her Takoro cranmapra

8. B uem ocobeHHOCTH 0POpMIICHHS 3apyOeKHONM KOPPECTIOHICHITNN?

A. PexBU3UTHI 1yOIUPYIOTCS HA HHOCTPAHHOM SI3BIKE

b. PexBU3UTHI IMIIIYT HA AHTJIMHACKOM S3bIKE

B. Anpec nuiiercs no-pyccku, HO 110 MpaBUIaM CTPaHbI - OTydaTesns

I'. Het ocobennocreit

9. Kakue pekBU3UTHI IPUJAIOT JOKYMEHTY IOPUIUUECKYIO CUITY?

A. DT0 3aBUCHT OT BH/Ia JOKYMEHTA

b. Ilognuce, narta u rmeyaThb

B. I'pu¢ yrBepkaeHus

I'. [loamnucek, nara, meyath, rpud

10. Yepes 1Ba MEXKCTPOUHBIX UHTEPBAJIA CIEAYET IIe4YaTaTh JOKYMEHTBI, KOTOPbIE
A. Ucnonp3yroT popmat Oymaru AS

b. F'oToBsTCS K M3AaHKUIO THITOTPA(CKUM CITIOCOOOM

B. Oco00 BaxHbI

I'. [IpenHa3HaueHbI I OTIPABKH 32 pyOex

TunoBbie KOHTPOJIbHBIC BOIIPOCHI

1. B kakux ciayyasix Ha JOKYMEHTaxX HE IPOCTaBIISIETCA PEKBU3UT «MeCTO COCTaBIEHUS MU
U3JIaHUS TOKYMEHTAY.

2. B xakux cinyyasix Ha JOKYMEHTax He IpocTaBisieTcsa pekBu3uT «HanumeHoBaHue Buaa
JIOKYMEHTa.

3. B uém npeumyniecTBa aBTOMaTU3UPOBAHHON CUCTEMbBI KOHTPOJISL UCIIOJHEHUS TOKYMEHTOB.
4. J1ng KakuXx J€J1 COCTABIIAETCS BHYTPEHHSS OIUCh.

5. JI7st KakuX JOKyMEHTOB HE HCTIOJIb3YyeTCs O0IMiA ONaHK.

6. JIOKyMEHTBI 110 IMYHOMY COCTaBY. XapaKTEpUCTHUKA.

7. JJOKyMEHTBI 110 IIepCOHAITY. XapaKTEPUCTHUKA.

8. JlocTOMHCTBA aBTOMATU3UPOBAHHONW CUCTEMBI PETUCTPALIUU JOKYMEHTOB.

9. Kak BU3UpPYIOTCS UCXOJAIINE JOKYMEHTHI.

10. Kak ocyuiecTBiisieTcs BU3UpPOBaHUE BHYTPEHHUX JIOKYMEHTOB.

IIpomexyTounas aTrecTanus
Tunosbie BOopockl K MPOMEKYTOYHOM aTTecTalnu (3a4er)

1. braHku JOKYMEHTOB NpeANpUATHi (0OIIHiA, TMCbMa, KOHKPETHOTO BUJA TOKYMEHTA,
MIPOIOJIbHBIN, YTIIOBOH, CIIEUaNbHBIN ). DopMyIIsap-o0pasel] JOKyMeHTa.

2. CTpyKTypa M IUTaTHAsI YUCIEHHOCTb, IITATHOE pAaCIUCaHKE, IPUKA3 O BHECEHUH U3MEHEHUN B
LITATHOE PAaCIUCAHUE.



3. Iopsinox ohopMIiIeHUs! MPUKA30B 110 JTUYHOMY cocTaBy. OOpa3ibl GOpMyIHPOBOK MPUKAZ0B
10 TUYHOMY COCTaBY.
4. TpynoBas kHIKKa: opopmiieHue u Benenue. OOpasisl GopMyITHPOBOK 3aMUCEH B TPYIOBYIO
KHUXKKY.
5. JIUCTOK 1O y4UeTy KaJpoB, pE3OME, aHKETA.
6. [IpoTokosi. @OpMBI OJHOTO U KPATKOrO MPOTOKOJIA.
7. Buemnsis nepenucka. @akCUMUIBHBIE COOOIICHHUS.
8. CrpaBka. PazHoBuaHOCTH cripaBoK. OcoOeHHOCTH 0(hOpMITEHHS CIIPABOK: ¢ MECTa pabOThI, O
HAJIMYMH MaTEPHAJIOB Ha CKJIaJie, O MPOAETIaHHOH pabdoTe.
9. OdopmieHue TPy IOBBIX JTOTOBOPOB.
10. Odopmienue JOroBOPOB O TBOPUECKOM COTPYTHUYECCTBE.
11. Odopmienne JOroBOPOB KYILTH-TIPOIAXKH.
12. HomenkiaTypa 1ei, MopsJ0K €€ COrJlacoBaHUs U yTBEPKACHUA. [[pOeKT HOMEHKIIATyphI JIEI.
13. Perucrpanus JOKyMEHTOB, (HOPMBI PETUCTPAIIMOHHBIX )KYPHAJIOB U KapTouek. [lepeueHp
JOKYMEHTOB HE TIOJUICKAINX PErHCTPALIUH.
14. Akr. PaznoBugHoCcTH akTOB. OOpasiibl aKTOB € YIIIOBBIM U MPOIOIBHBIM PACTIOI0KEHUEM
PEKBU3UTAM.
15. O6paboTka mocTynaromux JOKyMEeHTOB. biiok-cxema paboThl ¢ BXOASIIUMU JTOKYMEHTAMH.
16. O6paboTKa OTIPaBISIEMBIX TOKYyMEHTOB. bJIOK-cxemMa padoThl ¢ UCXOASIIUMHU JOKYMEHTAMHU.
17. Jleno, mopsioK €ro 3aBelieHHsl B JIIONPOU3BOACTBE opranu3anun. O610xkKa iena.
dopMupoBaHUE U XpaHEHHUE JIeNT B TEKYIIEH padore.

18. ®opmupoBaHue 1€ U TOATOTOBKA /I K c/jaue B BEIOMCTBEHHBIN apXUB.
19. ABTroMaTu3upoBaHHast ANEKTPOHHAsS (POpMa PErHCTPALUU TOKYMEHTOB.
20. ABTOMaTH3UPOBAHHBIA KOHTPOJIb UCTIOHEHUS IOKYMEHTOB.
21. Ilopsnok nepenauu JOKyMEHTOB B BEIOMCTBEHHbIN apxuB. Onucu Jell.
22. TpeOoBaHus, MPEABSIBISIEMbIE K TEKCTaM JJOKYMEHTOB.
23. JIOKyMEHTBHI 110 IMYHOMY COCTaBY: aBTOOHOTpadusi, XapaKTepUCTHKA, 3asBICHUE U .
24. Ocobennoctu odopmiieHus 3asBieHuil. CinyxeOHas, JOKIaaHas U 00bICHUTEIbHAS
3aITUCKH.
25. TpeboBanus k oopmieHUI0 YcTaBoB U [lomokeHnii opranu3ariuii.
26. IIpuka3 o OCHOBHOM J1eATeNbHOCTHU. Bhinncka U3 npukasa 1o OCHOBHON AESITEIBHOCTH.
27. PacniopsikeHuUs, MOPAIOK UX OOPMIICHHSL.
28. Odopmnenne [TocranoBnenuii u Pemenmuii.
29. Ciryxe6nble nucbmMa. Oco0eHHOCTH 0(POPMIICHHS COTTPOBOIUTENBHBIX IIUCEM U TUCEM-
MIPUTJIALIECHUN.
30. Cnyxebnbie nucbma. OcobeHnocTr ohopMiteHns: HHPOPMALMOHHBIX U PEKIIAMHBIX ITUCEM.
31. Ciyxebnbie mucbma. Oco6eHHOCTH 0()OPMIICHUS THCEM- N3BELICHUN U MTHCEM-
MOJATBEPKICHU.
32. Cnyxebnbie nucbma. Oco6eHHOCTH 0(hOPMIICHHUS THCEM-HAIOMUHAHUH U TTHCEM-TIPETCH3HA.
33. [lopsnok KOMaHIUPOBaHUS COTPYAHUKOB. OpopmileHHE JOKYMEHTAIUH 10
KOMAaHIUPOBAHHIO.
34. [loxroToBka u 00CITy>)KMUBaHHE COBELAHUNA, COOpaHMii, KOH(epeHLINH.
35. Opranuzanus 1 JOKyMEHTUPOBAHHE PAabOTHI C OOPAIEHUSIMU TPaKIaH.
36. Tunosas, npuMepHasi, ”HAWBUAYAIbHAS  CBOJIHAS HOMEHKJIATYPHI J€I1.
37. Onucu Jen 1o JINYHOMY COCTaBY, /1€ BPEMEHHOTO XPaHEHHS, A€ JUIUTEIbHOTO XPaHeHHUS,
JIeJT TIOCTOSIHHOT'O XPaHEHUSI.
38. DkcnepTH3a HEHHOCTH JOKYMEHTOB. PaboTa 3KCIiepTHOM KOMUCCUN OpPTraHU3aLIHH.
39. KoHTponb HCTIONTHEHHS JOKYMEHTOB, €T0 BUIbI U CLIOCOOBI OpraHU3aIUH.
40. Iopsimok odhopmieHUS TaOIHII B CITY)KEOHBIX TOKYMECHTAX.



Mertoauyeckue MarepHadbl, OIpeleJdolde IPoueAyPbl OLUECHHBAHMSA JOCTHKEHUS
3aIVIaHNPOBAHHBIX Pe3yJIbTATOB 00y4YeHHs 10 JUCHUILIHHE (MOIYJII0)
Tekymas arrecrauus

IIpu ouleHMBaHKUK YCTHOTO OIPOCA U YYacTHsl B TUCKYCCUHM Ha CEMUHape (IPaKTUYECKOM
3aHATUN) YUYUTHIBAIOTCSL:

- CTEIIEHb PACKPBITUS COAECPKAHU MaTepraa;

- U3JI0KEHHE MaTepHualia (TpaMOTHOCTb PE€4H, TOUHOCTh UCIOIb30BaHUS TEPMUHOJIOTUN U
CUMBOJIMKH, JIOTUYECKAs I10CIEA0BATEIBHOCTD U3JI0KEHUS MaTepUalIa;

- 3HAHME TEOPUM H3YYECHHBIX BOMIPOCOB, C(HOPMHUPOBAHHOCTb M YCTOWYMBOCTH
HCIIOJIB3YEMBIX IIPU OTBETE YMEHMU U HABBIKOB.

Jis  oumeHuBaHUS pe3ysNbTaToB OOydeHHs B BHJAE 3HAHUH HCIIONB3YIOTCS TaKue
IIPOLEAYPBI U TEXHOJIOTUH KAaK TECTUPOBAHUE U OIIPOC HA CEMHMHApaxX (IPAKTUUECKUX 3aHATUAX).

Jlns oueHuBaHUs pe3ysibTaToB OOy4YEHMs B BHUJE YMEHMM M BIaJCHUN HCIIOJIB3YIOTCS

CJIEIYIOLIKE ITPOLIEAYPBI U TEXHOJIOTHUH:

- MpaKkTUYeCKHEe KOHTposbHBbIE 3ananus (manee — IIK3), Brimroyarommux OAHY WU
HECKOJIBKO 3a/1a4 (BOMPOCOB) B BUJIE KPATKOW (POPMYITUPOBKH EHCTBUH (KOMILIEKCa EHCTBUI),
KOTOPBIE CJIEAYET BBIIOJIHUTD, WU ONMCAHUE PE3YJIbTaTa, KOTOPHIM HY’KHO IIOJIy4UTb.

ITo cnoxunoctu I1K3 paspenstorcs Ha NpOCTbIE U KOMILJIEKCHBIE 3a/1aHUs.

[Ipocteie [IK3 mnpenmnonarairoT peiieHHe B OJHO WM JBa JedcTBus. K HUM MOXKHO
OTHECTH: IIPOCTHIE CHUTYyalMOHHBIC 3aJa4¥ C KOPOTKMM OTBETOM HJIM IIPOCTBIM JEUCTBHUEM;
HECJIOKHBIE 3aJaHus 110 BBIIIOJIHEHUIO KOHKPETHBIX AeUcTBUM. [IpocThie 3aaHus IPUMEHSIOTCA
i oueHKM yMmeHuid. KommiekcHble 3amaHusi TpeOyrOT MHOTOXOJOBBIX PEIICHHH Kak B
TUMWYHON, TaK M B HECTAHJAPTHOW CUTyalMsX. DTO 3aJaHUs B OTKPHITOH ¢opme, TpeOyromue
[IO3TAIIHOTO PELICHUS M Pa3BEpHYTOro0 OTBETA, B T.4. 3aJaHUS HA WHIUBHUIYAIbHOE WIH
KOJUICKTUBHOE BBIIIOJJHEHUE IIPOCKTOB, HA BBIIOJHEHUE IPAKTUYECKUX JEHUCTBUH WIH
nabopaTopHbiX paboT. KoMmmiekcHble NpakTHUECKUe 3aaHUsl TPUMEHSIOTCS JUIS  OLCHKH
BJIAJICHUM.

THIIbI NPaKTUYECKUX KOHTPOJIBHBIX 3aaHMI:

- 3aJlaHMs HA YCTAHOBJICHUE IPABWIBHOW IIOCJIEOBATEIBbHOCTH, B3aUMOCBA3aHHOCTH
JeCTBUH, BEISICHEHUS BIMSHUS Pa3IMYHBIX (DAKTOPOB HA PE3yJIbTAThl BHIOIHEHHS 33 JaHHS;

- YCTaHOBJICHHUE I10CJIEI0BATENIBHOCTH (ONKUCATh AJITOPUTM BBIIIOJIHEHUS JEHCTBUS),

- HAXOXJEHHE OUIMOOK B IOCJIEI0BATENILHOCTH (ONPENECIUTh IPaBUIbHBI BapHaHT
II0CJIEI0BATEIBLHOCTH IEUCTBUI);

- YKa3aTb BO3BMOXXHOC BJIMAHUC (baKTOPOB Ha MOCJICACTBUA pCajin3alilui YMCHUA U T.I.
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- 3aJlaHds Ha TPUHATHE PEIICHUS B HECTAaHAAPTHOM CHUTyaluu (CUTyauuu BbIOOpa,
MHOT0AJIbTEPHATUBHOCTH PEIICHUH, TPOOIEMHOI CUTYaIuH).
IIpome:xxyToyHast aTTecTalUsd
dopma NpOMEKYTOYHOU aTTECTALUU: K3aMEH.
IIpu nmpoBeaeHUM IIPOMEKYTOUYHOM aTTECTALMU CTYIAEHT JOJDKEH OTBETUTH HA BOIPOCHI
TEOPETUYECKOI0 XapaKTepa U IIPaKTUYECKOr0 Xapakrepa.
IIpu oueHMBaHMU OTBETA HA BOIIPOC TEOPETUYECKOI0 XapaKTepa YUUThIBACTCS:
* TEOPETUYECKOE COAEp’KaHHE HE OCBOEHO, 3HAHUE MaTepHuana HOCUT (parMeHTapHBIN
XapakxTep, HaJu4ue rpyobIX oumOOK B OTBETE;
® TEOPETUYECKOE COJCpPXKAHHUE OCBOEGHO YAaCTUYHO, IONYIIEHO He Oonee IBYyX-Tpex
HEJI0YETOB;
* TEOPETUYECKOE COJEP)KaHHE OCBOCHO IOYTH IOJIHOCTBIO, JOMYIIEHO HE 0oJsiee OHOro-
JIBYX HEZI0YETOB, HO 0OYYAIOUIHIACS CMOT OBl X UCTIPABUTh CAMOCTOSATENBHO;
* TEOPETUYECKOE COACP>KAHUE OCBOEHO IMOJHOCTBIO, OTBET IOCTPOEH IO COOCTBEHHOMY
IJIaHYy.
[Ipy oueHMBaHMM OTBETa HA BOIPOC MPAKTHUYECKOTO XapakTepa YUYHTHIBACTCS 00beM
IIPaBUJILHOTO PELLICHHUS.
OcCHOBOH JU1s1 OIPEIEIIEHUsI OLIEHKU CIIy>)KUT YPOBEHb YCBOEHUS CTYyAECHTaMU MaTepuala,

MPEIyCMOTPEHHOTO paboueii MporpaMMoi AUCIUILTHHEL.
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®OC mucrurumuasl (Moayns) b1.B.23 «JlokymeHTanmonHoe o0ecriedeHrne 1 AeIOMPON3BOICTBO
B TOCYHJAapCTBCHHOM W MYHUIUIIAJIBHOM VYIIPABJICHUW» COCTABJICH B COOTBCTCTBHU C
tpeboBanusimu ®I'OC BO mno nHampasnenuto mnoarotoBku 38.03.04 T'ocymapcTBeHHOE H
MYHUIUTNAIBFHOE YIPaBJICHUE, YTBEPKIACHHOTO MPUKa30M MUHHUCTEPCTBA 00pa30BaHMsI U HAYKH
Poccuiickoit @enepanuu ot 13.08.2020 r. Ne1016

®dOC cocraBuna:
K.2.H., JoLeHT Kadenpsl «l ocyaapcTBEHHOE U MYHUIIMIAILHOE yupasiaeHuey 3.I. Ayiiesa

@®OC onobpen Ha 3acenaHuu Kageaps! «l'ocyqapcTBeHHOE M MyHHLUIAIbHOE YIPABICHHE»
npotokoi Ne 9 ot «21» mas 2024 .

®OC onobpen Y4yeOHO-METOAMYECKUM COBETOM (haKyJdbTeTa SKOHOMUKHA M YIPABICHHSA
potokoi Ne 9 ot «22» mas 2024 r.
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