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1. ®OHJI OIHIEHOYHBIX CPEJCTB JUISI IPOBEJIEHUS
TEKYIIEXU W TPOMEXYTOYHOHW ATTECTAIIMU 11O
JUCHUIJIUHE
1.1. Ilepeyenbr KoMIeTeHUMH ¢ yKa3aHHMeM JTANOB MX
dopmupoBanuss B mpomecce OCBOeHMsI 0o0pa3oBaTeIbHOM
NporpaMmbl

Kox u HaumeHoOBaHMe KOMIIETEHIIMU Jdranbl (OPMUPOBAHUS
1 2
CIIK-3 CniocoGeH pa3pabaThiBaTh U 1. PaGoTa Ha y4eOHBIX 3aHATUAX
COIJIACOBBIBATH MPOEKTHI HOpMAaTHBHBIX | 2. CamocrositenbHas paboTa

IIPaBOBBIX AKTOB U APYIUX TOKYMEHTOB B
001acTu rocyJapCTBEHHOIO U
MYHUIMIIAJIBHOTO YIPABICHUS

CIIK-7 CriocobeH oCcymiecTBIIATh AeaoBoe | 1. Pabora Ha y4eOHBIX 3aHATHSAX
oO1ieHne u myoJInYHbIe BHICTYILICHUS, 2. CamocrosirenbHast paboTa
BECTHU IIEPETOBOPHI, COBEIIAHUS,
OCYIIECTBIIATH AEJIIOBYIO IIEPENIUCKY U
MOAJAEPKUBATH DJIEKTPOHHBIC
KOMMYHHKaIIUHA




1.2. Onucanue mnoka3zatejedl W KpPUTEpHeB OLEHUBAHUS KOMIIETEHUMHA Ha

PA3JINYHBIX 3Tanax ux (l)Ole/IpOBaHI/ISI, OIMHCaHHuC KA OHCHUBAaHUSA

OreHuBa
YposeHb
eMBbIe chopmupoBa Oran OHI/ICEIHI/IGU Kpurepun [kama
KOMIIETE HHOCTH (opMupoBaHUSL ToKazaTesnen OLICHWBAHMS | OICHUBAHUA
HIIMU
1 2 3 4 5 6
CIIK-3 [oporosrrit | 1. Pabora Ha 3HATh: OCHOBHBIE ITOHATHS 1 YcTHBIH 41-60 GamtoB
Y4IeOHBIX COBpPEMEHHBIC TIPUHIIHITEI PabOTHI ¢ ompoc
3aHATUAX JIeNIoBoi MH(pOopMaIeli, OCHOBHbIE Tect
2. BU/IbI JOKYMEHTOB B OpraHU3alNH.
CamocrosiTenbHas | YMeTh: OpUEHTUPOBATHCS B CUCTEME
pabora HOPMaTHBHBIX PABOBBIX aKTOB,
periaMeHTHpYyroIuX chepy
npodeccHoHAIBHOM e TeIbHOCTH.
[ponsunyr | 1. PaboTa Ha 3HATh: OCHOBHBIC MIOHATHA U YcTHBIHI 61-100
BIA Y4eOHBIX COBPEMEHHBIE IPHHIIHITE PAOOTHI € orpoc GamnnoB
3aHATHIX JIEIT0BOH MH(OpMAITHel, OCHOBHBIC Tect
2. BU/IBI JOKYMEHTOB B OpTaHU3AINH. Jokman
CamocrosiTensHas | YMeTh: OpHEHTHPOBATHCS B CUCTEME
pabora HOPMAaTHBHBIX PAaBOBBIX AKTOB,
perIaMeHTHPYIONIHX chepy
npo¢heCCUOHANBHOM JCSITeIBHOCTH.
Baagern: ocHOBamMM Kiaccu(UKaIUU
JIOKYMEHTOB U HaBBIKAMH OLIEHKH
MPaBHJILHOCTH COCTABIICHUS
OCHOBHBIX BHJIOB IOKyMEHTOB B
OpTaHM3aIHH.
CIIK-7 [oporoBerit 1. PaGora Ha 3HaTh: OCHOBHBIE METOIUYECKHE U VYcTHbIin 41-60 GamtoB
Y4eOHBIX CIpaBOYHBIC MaTEPHAIIBI IO orpoc
3aHATHAX BOIIPOCAM JIESTENBHOCTH JII] Ha Tect
2. JIOJDKHOCTSIX TOCYIapCTBEHHOM
CamocrosTenbHas | TpaxIaHCKOU cIry:KObI PD.
pabora YMeTh: aHAIN3UPOBATH OCHOBHBIE
THUIIbI IOKYyMEHTOB,
perIaMeHTHPYIONIHX chepy
npodeccrnoHaNbHON eATENHHOCTH.
IIpogsunytr | 1. PaGora Ha 3HATh: OCHOBHBIE METOIUUECKUE U VY CTHBIHA 61-100
BIH yueOHBIX CIpaBOYHBIE MaTEPHAIBI 110 ompoc 6armnoB
3aHATHAX BOIIPOCAM JISITENIbHOCTH JIMI] Ha Tecr
2. JIOJDKHOCTSIX TOCYIapCTBEHHOM Joxman
CamocrosTenbHas | TpaxIaHCKOU CIry:KObI PD.
pabora YMeTh: aHAIN3UPOBATH OCHOBHBIE

TUTIBI TOKyMEHTOB,
PETIaMEeHTHPYIONIHX chepy
poQeCCHOHANBHON eI TeIBHOCTH.
Buaaaerb: oCHOBaMH OIICHKH
HpaBI/IHBHOCTI/I COCTAaBJICHUA
OCHOBHBIX BUI0B )IOKyMeHTOB.

1.3. TunoBble KOHTPOJIbHbIE 32/IaHUS WJIM MHbIE MATEPHAJIbI, HEO0X0AMMbIE
AJI OUEHKH 3HAHMH, YMEHHUH, HABBIKOB U (HJIM) ONbITA [1eATEJbHOCTH,

XapaKkTepu3ymIuxX ITanbl

0CBOCHHS 00pa30BaTeJIbHOM MPOrPaMMBbI

¢GopmupoBaHus KOMIETEHUU B Ipouecce




IIpuMepsl TECTOBBIX 3aJaHUU 1O IUCUHUILINHE

Tect 1. TepMUHBI U OnIpECICHUS

KaxxioMmy 13 NpUBEIEHHBIX HUXE TOJOKEHUM, OTMEUYEHHBIX LU(PpaMH, HaAWIUTE
COOTBETCTBYIOIIHNI TEPMUH WU TOHSTHUE.

A. Bxogsiuii JOKyMEHT.

b. Homenkmarypa gen.

B. CornacoBanue J0KyMeHTA.

I'. FOpunnueckas cuiia JOKyMEHTOB.

JI. BHenHui JOKyMEHT.

E.OpranuzaiimoHHo-pacnopsaauTesbHas

JIOKYMEHTAIUSI.

K. IlogmMHHUK JOKYMEHTA.

3. JIOKyMEHT.

H. Odbopmienue nen.

K. JlokyMeHTOOOO0POT.

JI. Ucxopsmmi TOKyMEHT.

M. Jleno.

H. Perucrpauus nokymeHra.

O. IIpaBo nmoamnucw.

I1. BHyTpeHHUI JOKYMEHT

P. JlenonpownsBoIcTBO.

C. PexBu3HT.

T. KagpoBas 1oKkymeHTanus

VY. Obs13aTrenbHble KapOBbIE

JIOKYMEHTBI

@. QPakynbTaTUBHBIEC KaJIPOBbIE

JOKYMEHTBI

1. JIBuxkeHre TOKYMEHTOB C MOMEHTA CO3JaHUs WIH MOJIYYEHHUS 10 OTIPABKUA WIH
nepeayu uxX Ha XpaHEHHeE.

2. CBOWCTBO JIOKYMEHTa OBITh MOJIMHHBIM JI0KA3aTeJIbCTBOM (haKTOB, COOBITHH,
JIEVICTBUM.

3. CoOBOKymHOCTh JOKYMEHTOB (B PEAKUX CJIy4dasx OJWUH JIOKYMEHT),
c(OpPMHUPOBAHHBIX 110 KAKOMY-IMOO MPU3HAKY.

4. JIOKyMEHT, CO3JaHHBIM TMPEONPUATHEM W  NPEIHA3HAYCHHBIA  JUIA
BHYTPU(DPUPMEHHOTO UCIIOIB30BAHUS.

5. eatenbHOCTh, OXBaThIBAIOIAsl COCTABJIICHUE JOKYMEHTOB U OPTaHU3AIUIO
paboThl C HUMH.

6. ®ukcaiusa (axkTa Co3JaHUS WU MOCTYIUICHUS] TOKYMEHTa MyTeM MPUCBOCHUS
eMy TOPSIIKOBOTO HOMEpa C TMOCIEAYIONIeH 3amiCchi0 HEOOXOAUMBIX CBEICHHM O
JIOKYMEHTE B KypHalie, KApTOUKE WJIH KOMIBIOTEPE.

7. OTaenbHBINA 3EMEHT TOKYMEHTA.




8. OTHeceHUE TOKYMEHTOB K OINPEACIIEHHOMY JEIy U UX CHCTeMaTH3alus BHYTpH
Jena.

9. CucreMaTU3MpPOBAHHBIM CHUCOK [€J, >KYpPHAJOB, KapTOYEK, 3aBOJUMMBIX Ha
MPEANPUATUN C YKA3aHUEM CPOKOB UX XPaHCHHS.

10. MarepuanpHblii 00BEKT, ¢ HHpOpMaIMEn, 3aKpEeIVICHHON CO3daHHBIM
YeJIOBEKOM CIIOCOOOM JIsl €€ Mepejaul BO BPEMEHU U MTPOCTPAHCTBE.

11. lIokyMeHT, OTIpaBiIsieMblid IPYTUM OpraHU3alUsIM WIW MMOJTYyYECHHBIA OT HUX.
12. JlokyMeHTanus, Co3/atomascs B cepe yrnpaBicHHs.

13. [lonrHOMOUYME TOKHOCTHOTO JIUIA HA MTOAIIMCAHUE TOKYMEHTOB.

14. TlepBblil UM €IMHCTBEHHBIN HK3EMILUISAP O(UIIMATBHOTO JOKYMEHTA.

15. IokyMeHT, IOCTYNMBIIAN HA NPEANPUATUE OT CTOPOHHEN OPTraHU3aLIHH.

16. JIOKyMeHT, CO3/1aHHBIM Ha JAHHOM MNPEINPHUSATAU U OTHPABICHHBIN aapecary,
KOIIHSI KOTOPOT'O OCTAETCS B JEIE.

17. OO6cyxneHue, OIEHKAa MPOEKTa JIOKyMEHTa JOJDKHOCTHBIMHU JIMIIAMHU WIIU
OpraHU3aLUsIMH.

18. JlokyMeHTBI, COCTaB KOTOPBIX OIpeAesieT padoToiaTelb C YIETOM CHELUPUKU
IIPOU3BOJICTBA.

19. CoBokymHOCTH (OpM, TOKYMEHTOB, (GPUKCUPYIONTUX HHPOPMAIMIO O HATUYUU
W JIBIJKCHHHM IIEPCOHAJa B OpPraHU3alli¥, B pe3yJbTaTe€ YEero BCE KaJpOBbIE
IpoLeAypbl IPUOOPETAIOT TOKYMEHTAIbHOE 0(OpMIICHHE.

20. JIOKyMEHTBI, HAIM4YUE KOTOPBIX NMPAMO IpeaycMoTpeHo TpynossiM Koxexcom
Poccuiickon ®@enepanumu.

Tect 2. O6mme TpedboBaHus K 0HOPMIICHUIO TOKYMEHTOB

1. HevictByrommii I'OCT 1o opopMIIeHHIO OpraHU3alMOHHO-PACTIOPSAUTEIBHON
JOKyMEHTAIUU MpelyCMaTpUBAET MAaKCUMAJIbHOE KOJIMYECTBO PEKBU3UTOB:
A)27B)29 ) 31

b)191)30.E) 28

2. JlenicTByromum I'OCTom 1o o opMIIEHUIO OpTraHU3allOHHO-
pacnopsAIUTEIbHON TOKYMEHTALMN SBIISECTCA:

A)TOCTP6.31-98 B) 'OCT P 6.30 — 2002

B)T'OCT P 7.0.97 —2016 I') TOCT P 6.30 — 2003

3. IIpu odopmiienun rpuda yTBEpKACHUS CIOBO YTBEP)KIAK0 UMEET CIIEAYIOIUN
BU/I:

A) YTBepxknato B) YTBEPXK/IAIO

b) «YT1Bepxknaro» I') « YTBEPXKIIAIO».

4. JlaTol nipykasa siBJISIETCS:

A) nata ero noanucanus B) nara ero pacchuiku

b) nara ero BcTymiieHus B CHILy

[")naTa ero nojiydeHusi CTpyKTYPHBIM MOAPA3/ICICHUEM.

5. A66pesuarypa OKY /] pacmmdpoBbiBaeTcs Kak:

A) otpacneBoit KogupuKaTop YHUDUIIMPOBAHHON TOKYMEHTAIINH

b) obmepoccuiickuii kaccudukaTop yHUPUITUPOBAHHOU TOKYMEHTAIIUN

B) obmepoccuiickuii kiaccuukaTop ynpaBIeHUECKOW TOKyMEHTAITUN




') orpacneBoit konudukaTop ynpaBieHYECKON JOKYMEHTAIUH.

6. Tpe6omanus neictBytomero ['OCTa mo odopmileHHIO OpraHU3aluOHHO-
pacnops,IUTENLHON TOKYMEHTALUU PACTIPOCTPAHSIOTCS:

A) TOJIBKO Ha JOKYMEHTBI FOCYJapCTBEHHBIX YUPEKICHUM

b) Ha MOKyMEHTHI OpraHu3alui, YYpeKICHUW W TPEANpPUATANA HE3aBUCUMO OT
(dbopMbl COOCTBEHHOCTH U OPTraHU3AIMOHHO-TIPABOBOM (POPMBI

B) Tonbko Ha KOMMEpUYECKHUE MPEITPUITHUS

[') TonbKO HA Yy4YpEXKACHUS, B KOTOPBIX JEIOMPOU3BOJCTBO BEIETCS HA OCHOBE
UH()OPMAITMOHHBIX TEXHOJIOTHH.

7. Mata 12 mapta 2003 roga B TOKyMeHTE O(OPMITSIETCS:

A) 12.03.2003. b) 12. II1. 2003 B) «12» mapta 2003 roga

Tect 3. «IlonroroBka u ohopmiieHHE OJAHKOB TOKYMEHTOB YITPaBICHUS

1. HanmumuTe anroput™ co3aHus J000T0 JOKYMEHTA YIIPaBIICHUS

2. VI3 nepeyncaeHHOro NCKIOUNUTE JIUIITHEE:

a) oOuui OaHK

0) G;1aHK TPOTOKOIA

B) OJIaHK KOHKPETHOTO BUJA JJOKYMEHTA

r) O1aHK TUChMa

3. JIOKyMEHT JI0J>K€H UMETh TOJIS:

a) He menee 20mu (1eBoe, rpaBoe, BepxHee), 10Mi ( HUXKHEe)

0) He meHee 20mi (BepxHee, JeBoe, HuxKHee), 10mi (rmpaBoe)

B) He Oosiee 20Ma (JieBoe, BepxHee, HbkHee), 10Mi (ipaBoe)

4. Crangaptabiii popmatr A4 OIIaHKOB TOKYMEHTOB UMEET pa3Mep:

a) 148 * 210 mn

0) 210 * 297 mn

B) 297 * 420 mn

5. YcraHOBIEHBl JBa BapuaHTa OJIAHKOB B 3aBUCHUMOCTH OT PaCHOJOXKCHHUS
PEKBU3UTOB:

a) yrJIOBOM U IMaroHaJIbHBIN

0) MPOJOJIbHBIA U MPOU3BOJIHHBIH

B) YIJIOBOM U MPOAOJbHbBIN

T') TMarOHAJILHBIN U MPOU3BOJIBHBIHI

6. O6mIMii 6J1aHK UCTIONB3YIOT ISl U3TOTOBJICHUS:

a) MOObIX BUIOB JJOKYMEHTOB

0) TOJBKO JIJIs1 UCXOASIIINX IOKYMEHTOB

B) JTIOOBIX BUJIOB JOKYMEHTOB KPOME MUChMa

I') TOJBKO JIJIsl JOKYMEHTOB, U3TOTOBJICHHBIX MAIIMHOMMUCHBIM CLIOCOOOM

Tect 4. OprauuszanmmodHo-npaBoBkie JoKyMeHTHI (OI1/])

1. Tlepeuncnure TOKYMEHTBHI OpraHW3alldd, OTHOCAIIUECS OpPTraHU3alMOHHO-
MIPaBOBBIM

2. OIL:

a) He 00513aTebHBI K UCTIOJIHEHUIO

0) 00s13aTeIBHBI K UCIIOJTHEHUTO




B) 00s513aTeNIbHBI K UCIIOTHEHUIO B 3aBUCUMOCTH OT CUTYallUH

') 00s13aTeNbHBI K UCIIOJIHEHHUIO B CIIy4asiX YKa3aHHBIX PYKOBOJIUTEIEM

3. Hns OIIJI 06s13aTenbHBI B TFOOBIX CITydasx:

a) rpu¢ coriacoBaHuUs

0) rpud yTBEepKICHUS

B) AMOJIeMa OpraHu3aluu

I') OTMETKA O KOHTpOJIE

4. OI1[] neicTBYIOT:

a) 0ecCpoyHO B HEU3MEHHOM BUJIE

0) 6eccpOYHO 10 X OTMEHBI UJIU 0 YTBEPKIECHUS HOBBIX

B) J10 CJA4YH B ApXUB

T') IOATBEPKIAIOTCS €XKETOAHO

5 Ilepeuncnure peKBU3UTHI, UCTIOIb3YyeMBbIE 115 co3ganus OII/:

6. OI1/] moryT yTBep>KIaThcs (YKaKUTE JIMITHEE)

a) BBILIECTOSIIIECH Opranu3aiuein

0) pyKOBOJIUTENIEM JAaHHOW OpTraHU3aIuN

B) KOJUIETHAIBHBIM OPTaHOM (HampuMep, COBETOM JTUPEKTOPOB)

') OPraHOM UCIIOJIHUTEILHOU BIACTH

7. OIlJ] mpoxoasT mpoueaypy COIJIacoBaHHMs M O(QOPMIICHUS PEKBU3UTA BU3
corjacoBaHus (YKaKHUTE JTUIITHEE):

a) C 3aMECTUTEJIEM PYKOBOAUTESI OpraHu3aIuu

0) ¢ IOpUINYECKO CITy:K001

B) C 3aMHTEPECOBAHHBIM IOJIpa3/IeICHUEM

T') C BBINIECTOSIIICH opraHu3aiuen

Tect 5. Pacnopsanrenbubie nokymMeHThI (P1)

1. Ilepeuncnure TOKYMEHTBI OPTaHU3AIMHN OTHOCSIIHECS K PACIOPSIUTEIbHBIM
2.PH:

a) 00513aTeNbHBI K UCIIOJIHEHUIO B 3aBUCUMOCTH OT COJICP KaHUS

0) He 00s3aTeIbHbI K UCTIOJTHESHUIO

B) 00s13aTEIbHBI K UCTIOJTHEHUIO

3. PJ] nonnuceiBaet (yKakuTe JIMIITHEE):

a) pyKOBOJMTEIb, UMEIOIINI TTpaBo nojnucu P/ cooTBeTcTBYIOMIETO

COJIepKaHMs

0) UCMOJTHUTENTb OOS3aHHOCTEM PYKOBOAUTENS B MEPHUOJ €ro OTCYTCTBHUSI, €CIU
MOJTHOMOYHUSI UCHOJIHSIONMIETO OOSI3aHHOCTH  O(OPMIIEHBI  COOTBETCTBYIOIIUM
obOpazom

B) pa0OTHUKOM, KOTOpPbIH B CHIIy OOCTOSITENbCTB BBIHYXKJIEH HCIOIHATH
00s13aHHOCTH PYKOBOAMTEIIS

6. IlepeunciauTe pEKBU3UTHI, BKIIOYAaEMble B OJaHK pPacHOPSAUTEIHLHOTO
JIOKYMEHTa OpraHu3alluu:

7. llepeuucnure pexBusuThl PJI, WIS  KOTOpPBIX NpeayCMaTpUBAKOTCS
OTPaHUYUTENbHBIE OTMETKH JJISl TPAHUIL 30H PACIION0XKEHUS 3TUX PEKBU3UTOB:

8. Haroit PJI, mppuHruMaeMoro eIMHOJIUYHO SIBJISETCS:




a) laTa mepeaadr mpoeKTa TOKyMEHTa Ha TIOIIMUCHh PYKOBOIUTEITIO

0) JlaTa MoanyMcaHusl PyKOBOJAUTEIEM

B) AaTa Bo3Bpata nognucanHoro PJI B ciyx0y 10Y

r) nata peructpanuu noanucannoro PJI B ciyxoe JOY

9. IIpoekT npukaza (pacnops’KEHHUs ) COTIACOBBIBACTCS

a) TOJIbKO C FOPUANYECKOMN CITyKO00H

0) TOJIBKO C 3aMECTUTENIEM PYKOBOAUTEIIS

B) C 3aMHTEPECOBAHHBIMH CTPYKTYPHBIMH MTOAPA3ACICHUSIMH

I) C 3aWHTEPECOBAHHBIMH CTPYKTYPHBIMH TIOJIpA3[CICHUSIMA W IOPUINYECKON
CITy k0011

Tect 6. MndbopmarmmonHo-ciapasounblie fokyMeHTsI (MCJI)

1. Tlepeuncnure MOKYMEHTHI OpPTaHU3ANMHM OTHOCAIIHECS K HWHGOPMAIMOHHO-
CIIPaBOYHBIM:

2.1UCH

a) He 00s13aTebHBI K UCIIOJIHEHUIO

0) 00s13aTeIBHBI K UCIIOJTHEHUIO

B) 00s13aTEIbHBI K UCTIOJTHEHUIO B 3aBUCUMOCTH OT CUTYyaIluu

) 00513aTeNbHBI K UCTIOJHEHHUIO B CIIyYasiX YKa3aHHBIX PYKOBOJIUTEIEM

3. dns UC]] oGsi3aTernieH B TOOBIX CIydYasx PeKBU3UT:

a) aM0JIeMa opraHu3aIuu

0) anpecar

B) KOJ OpraHu3aluu

I') OTMETKA O 3aBEPEHUU KON

4. B xakom nokymenrte MCJl HUKOra He HCIOJIb3yETCS PEKBU3UT «HANMEHOBAHUE
BUJIa JOKYMCHTAY:

a) aKT

0) 3asBJICHUE

B) [TIUCHMO

r) ClipaBKa

5. UC]] aBastoTCs:

a) OCHOBHBIMH JIOKYMEHTAMH YIIPABICHUS

0) BCriIOMOTaTeJIbHBIMH

B) HUCXOASUIUMU

I') HEUTpaIbHBIMU

6. Pezomonuio Ha MCJI nanaraer:

a) TOJIBKO TICPBBIA PYKOBOIUTEITH

0) pyKOBOJIUTEIb BBIMIECTOSAIIUH IO OTHOIICHUIO K CO3AaBIIEMY TOKYMEHT

B) PYKOBOJIUTENb, YKa3aHHBIN B ajipecaTte

') PyKOBOJIUTEIb BBIIICCTOSIICH OpraHU3aIiy

Tect 7. Odbopmienne nprueMa Ha paboTy

1. Harmumure oOuuii mopsaaok opopMIileHUs JOKYMEHTOB MpU MpueMe Ha padoTy
2. JIOKyMEHTBI, peabsBIsieMble pu OoGopMIICHUH MpueMa Ha paboTy (yKaxuTe
JIMIIIHEE)

8



a) MacropT

0) TpyaOBasi KHIKKA

B) CTPaxOBOE CBUAETEILCTBO FOCYJaPCTBEHHOTO MEHCMOHHOTO CTPaXOBaHUS

I') TOKyMEHThI BOUHCKOTO y4eTa

1) TOKyMEHT 00 00pa30BaHUU

€) XapaKTepUCTHKa C TTOCIIETHET0 MecTa PaboThI

3. Ecnu paGoTHHMK yTpaTwsl TPYAOBYIO KHIKKY, OH MOXET OOpaTHThCS B
MUCBMEHHOM BHUJIE C MPOCHOOI 0(OPMUTH HOBYIO (YKAXKHUTE JIUIIIHEE)

a) K paboTOaTENIO TI0 MOCTEAHEMY MECTY pabOThI 32 0(hopMIICHHEM TyOIMKaTa

0) k paboToaaTeIto, K KOTOPOMY MOCTYyMaeT Ha padoTy

B) B TPYJOBYIO MHCIIEKIINIO, KyITUB HOBBIN OJaHK B KHOCKe Pocnieuarn

4. Kyzaa 3aHOCSTCSl CBEICHUS O MpreMe Ha paboTy (YKaXUTE JTUITHEE)

a) B TPYIOBYIO KHUXKY

0) B kapTouKy T-2

B) B KHUT'Y PETUCTPAIINHU TPYJAOBBIX KHHUKEK

r) B Tabesb yyeTa pabo4yero BpeMeH!

1) Ha UTHPOPMALIMOHHBIN CTEH]T OpraHU3allMK B BUJIE TPUKa3a

5. [Ipu npueme Ha paboTy pabOTHUK JOJIKEH pacUCcaThCs (YKaKUTE JTUIITHEE)

a) B TPYJI0BOM JIOTOBOpE

0) B mpukase

B) B XapaKTEPHUCTHUKE

r) B KapTouke mo gopme T-2

6. TpynoBasi KHIMKKA MOCIIE TpreMa Ha padOTy XpaHUTHCS:

a) y paboTHUKA

0) y pyKOBOAMUTENS MOAPA3ACIICHUS, KyJ1a IPUHAT paOOTHUK

B) B KaJIpOBOI1 Ciry»)0e

I) y cekpeTapsi IupeKTopa

7. Ecniu paOOTHUK NPUHUMAETCS Ha pabOTy BIEPBBIC, TO TPYAOBYIO KHIDKKY
JOJKEH O(POPMUTH:

a) paboToaaTeb 3a CBOM cuer

0) paboromarenp, B ciiydae mpruoOpeTeHus OJaHKa TPYI0BON KHUKKH paOOTHHUKOM
CaMOCTOSITENIbHO

B) paboToaTens, MOJyYrB ¢ paOOTHUKA TUIATy 3a OJIAaHK TPYAOBOU KHIDKKU

8. Ilepeuucnure, C KaKUMU JIOKAJbHBIMU HOPMATUBHBIMU aKTaMH PaOOTHUK
JOJDKEH TIOJT POCIHCHh O3HAKOMHUTHCS TIpU TIOCTYIUIEHMHM Ha paboTy 10
oopmIteHHUs TPYAOBOTO TOTOBOPA.

IIpuMepHbIe TEMBI JOKJIAI0B 10 TUCHUILIUHE

1. XapakTepucTrka CIIy)Obl JOKYMEHTAIIMOHHOTO O0ECTICUeHUS] Ha KOHKPETHOM
NpEANPUSATUH.

2. CymniHOCTh U OCHOBHOE€ TMpEJHA3HAYCHHE JOKYMEHTAIIMOHHOTO 00OecTedYeHUs
yIpaBJeHUsI B COBPEMEHHBIX YCIOBUSIX.



3. HopmaTuBHO-ipaBoBas 06a3a JOKYMEHTAITMOHHOTO OOECIICUYCHHS YNPABICHUS B
Poccuiickon @enepanum.

4. Opranu3zanusi 1eJ0MpOU3BOICTBA HA MAJIbIX MIPEANPUATHUSIX.

5. Cpneuuduka  JOKyMEHTAllMOHHOTO  oOecleueHuss  yNpaBleHUS B
rOCyAapCTBEHHBIX YUPEKICHUSIX.

6. Opranuzanus JAeJONpPOU3BOJICTBA B OpraHax TOCYJAapCTBEHHOW BIJIACTH H
MECTHOTO CaMOYIIpaBJICHUSI.

7. IlepcieKTUBHBIE HAMpPABICHUS B PAa3BUTUHU JTOKYMEHTAIIMOHHOTO OOECTICUCHUS

YIPaBJICHHUS.
8. Crierdrika opraHu3aiyy J0KyMEHTAIHOHHOTO 00ecreueHHs B Cyiax.
9. [Ipumenenue roCyJ1apCTBEHHBIX CTaHIAPTOB B OpraHu3aluu

JTOKyMEHTAITMOHHOTO 0OCCTICUCHHS YIIPABICHUS.

10. Mcnonp3oBaHue 3apyOeKHOTO OIBITA B OpraHU3AIMU JTOKYMEHTOOOOpOTa Ha
POCCUNCKUX NPEANPUITHUSX.

11. TlpumeHeHHe METONOB COBPEMEHHOIO MEHEIKMEHTA B OpraHu3aluu
JIOKYMEHTAIIMOHHOTO 00ECIICUeHHSI YIIPABICHUS.

12. CoctaB u npenHa3HAYCHHE BHYTPEHHUX OPraHU3AIMOHHO-PACTIOPSIUTEIbHBIX
JIOKyMEHTOB OpPTaHHU3aIliu M0 paboTe ¢ MEPCOHATIOM.

13. BO3MOXHOCTH HCHOJB30BaHHUS COBPEMEHHOW OQHUCHON TEXHUKU B
ONTUMH3AIMU JOKYMEHTO000pOTa B OPraHU3aIl1H.

14. BO3MOXHOCTM HWCHOJIb30BAHMS CHEHUAIM3UPOBAHHBIX MPOTPAMM  JUIS
OCYUIECTBJIEHUS JOKYMEHTALIMOHHOTO 000POTa B COBPEMEHHBIX OpraHU3ALMSIX.

15. Hcropusi CTaHOBIEHUS U Pa3BUTUSA JOKYMEHTAIIMOHHOTO OOECIECUCHUS
ynpasieHus B Poccnn.

16. BO3MOXHOCTH HCIOJB30BAHUS METOJOB MATEMAaTUYECKOTO MOIECIUPOBAHUS
JUJIS ONTUMU3AIMU TOKYMEHTOO00OpOTa Ha MIPEAITPUSTHH.

17. Cnemuduxka TOKyMEHTAIMOHHOTO OOECIICUCHUS YMPAaBICHUS B KaJIpPOBBIX
ciryx0ax.

18. CoBpeMeHHBI 3apyOeKHBIA ONBIT OpPraHU3allid JTOKYMEHTAIMOHHOTO
o0ecrneueHusl.

IIpumepHble BONPOCHI AJIsi NMPOBEACHUS YCTHOIO ONPOCAa HA NMPAKTHYECKHX
3aHATHAX M0 TUCHHUILIMHE

1. KakuMu HOpMaTHBHBIMU MTPABOBBIMHU aKTaMH PETNIAMEHTHPYETCS 1€ATEIbHOCTh
CIIy’k0 JOKYMEHTAILIMOHHOTO O0OECIEYEeHHs] B TOCY/IapCTBEHHbBIX, MYHHUIIMIAIbHBIX
opraHax WjM YYpexXJEeHHUAX, B T.4. 00pa30BaTeIbHbIX?

2. KakumMu cBOWCTBaMHM aKTOB YIpPAaBJIEHUS OOECIEUMBAETCA HMX IOpUANYECKas
cuna?

3. Kak o0OecnieunBaeTcs 10puaIdYeCcKasi CHJia akTa yIpaBieHUs?

4. Kak knaccuUuUpyroTCsi TOKyMEHTHI, IPUMEHSIEMbIE B OpraHu3aIusix?

5. TpeboBaHus K BEJCHUIO TUIHOTO Jieja paOOTHHKA.
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6. B 4emM 0COOEHHOCTH JOKHOCTHBIX PETIaMEHTOB PaOOTHUKOB U TMOJOKEHUU O
MOAPA3AEIEHUAX AEIONPOU3BOACTBA B OPTaHU3ALMAX ?

7. KoMIuiekc TOKyMEHTAIMKU 110 aTTeCTallUU MeJarOTHYeCKUX paOOTHUKOB.

8. Kak BIUSIIOT KOMIIETEHIIMOHHbIE OCOOCHHOCTH OpraHM3alluu, YUPEKJCHUS Ha
MPOLIETyphl JOKYMEHTAIIMOHHOTO 00€CTIeUeHUs YIIPABICHUYECKOU IeITeTbHOCTH?
9. TexHonoruu 00pabOTKU JOKYMEHTOB B OpTraHU3aIUsIX.

10. KakoBa mponeaypa JIeia0Npou3BOACTBA C IOKYMEHTaMU KOH(MUICHIIUATBLHOTO
xapakrepa’?

11. Kakne BOIIPOCHI OTHOCATCI K  KOMIICTECHIIUU MOJpa3ICIICHUI
JIOKyMEHTAITMOHHOTO 0OCCTICUCHHS YIIPABICHUS?

12. OcoGeHHOCTH CITy’KEOHOTO IETOMPON3BOICTBA MEKTYHAPOIHOTO XapaKkTepa.
3. Kakue npoOisiembl (OpMUPOBAHUS U BEIACHUS €IUHONW CUCTEMBI 3JIEKTPOHHOTO
JOKyMEHTO0000poTa (henepaibHBIX OPTaHOB BJIACTH, OPTaHOB BIIACTU CYOBEKTOB
Poccuiickoit @eaepannu MOXKHO Ha3BaTh 0CO00 aKTyaJIbHBIMU U TTOUEeMY?

IIpuMepHBbIe BONPOCHI K 3a4eTy M0 TUCHHUILIHHE

1. 3HaueHue JOKYMEHTAIIMOHHOTO 00eCIeueHus yIPaBICHUS Ui OpraHu3alul 1
JEATEIIbHOCTH armnapara yrpaBJICHUS.

2. CoBpeMEHHBIE 3aKOHOJATEIBbHBIE aKThl, PETIaMEHTUPYIOLIHUE IIPOLIECCH
JOKYMEHTHUPOBAHUS.

3. HopmatnBHO-MeTOIMUECKOE peryJInpoOBaHUE JOKYMEHTAIMOHHOTO
oOecrieueHus: yIpaBICHHUS.

4.  OcCHOBHBIE TOJIOKEHUA MO  JOKYMEHTUPOBAHUIO  YINPABICHYECKOU
NEeSATETbHOCTH.

5. YHudukanus u ctangapTuszaius ynpapleHYEeCKUX JOKYMEHTOB.

6. Buapl TOKYMEHTOB U UX KJaccuuKaius.

7. IlpaBuna odopmileHUs yIIpaBICHYECKUX (OPraHU3alMOHHO-PACTIOPSIUTEIBHBIX)
JIOKYMEHTOB.

8. IlpaBuna oopmiieHus 1€I0BOr0 NUChMA.

9. OcobeHHOCTH COCTaBICHUS U OPOPMIICHUST MEXKTYHAPOIHBIX IMUCEM.

10. IokyMEHTHPOBAHUE OPTaHU3ALUOHHOMN AEATEIbHOCTH.

11. IokyMEHTHPOBAHUE PACTIOPAIUTEIBHON €SI TENHHOCTH.

12. Oprann3allMOHHO-TEXHUYECKUE MEPOIPHUATHS IO MOJTOTOBKE U MPOBEICHUIO
COBEILAHHM.

13. Iopsanok opopmiieHHsT JOKYMEHTOB MO JUYHOMY COCTaBY.

14. OcoOeHHOCTH AENONPOU3BOACTBA MO MUCHMEHHBIM M YCTHBIM OOpaIieHUsIM
rpaXKaaH.

15. Peructpanus u yuyer JOKYMEHTOB: 1I€JIM U 3HAYEHUE.

16. KoHTpOJIb UCTIOJIHEHUS IOKYMEHTOB, €T0 11€J1b, OCHOBHBIC 3a/1aUH.

17. Cpoku XxpaHeHUs] JOKYMEHTOB.

18. HomeHnkatypa aen opraHu3aiivd: BUIbI, COCTaB WH(GOPMAINK, HATIPABICHUS
UCITOJIb30BAHUSI.
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19. Benenue aenonpou3BoACTBa C MOMOLIBIO KOMITBIOTEPA.

20. TpeboBaHus K A3BIKY U CTUJIIO CIIY>KEOHBIX JOKYMEHTOB.

21. OcobennocTy ouLraIbHO-AEIOBOTO CTUIS PU COCTABICHUH JOKYMEHTOB.
22. IlpaBuna GopMHUpOBaHUS €T U UX MOATOTOBKA JUIsl IEpeayll Ha XpPaHEHUE B
apXuB.

23. Buasl paboT, BBINOIHIEMbIE IPU PA0OTE ¢ BHYTPEHHUMH IOKYMEHTAMHU.

24. llpu3Haku, B COOTBETCTBUM C KOTOPBIMHU OCYLIECTBIIETCS KJAaCcCHU(pUKaLUs
JIOKYMEHTOB.

25. TpeboBanus, BUABI U HEOOXOAUMOCTh COTJIACOBAHUS TOKYMEHTOB.

26. IlepeueHb TOKYMEHTOB, OTHOCSIIINXCS K KaJAPOBBIM.

27. Knaccuduxarys TOKyMEHTOB 10 rpudy orpaHMYEHUs TOCTYyIIA.

28. Dranbl IBMKEHUS U 00pabOTKH TOKYMEHTOB.

29. Ilepeyenn pabOT, BBHIMIOIHAEMBIX MIPHU PabOTE C BXOAAIMME TOKYMEHTAMH.

30. CpolicTBa TOKyMEHTA, IPUIAIOIINAE EMY IOPUANYECKYIO CUITY.

31. PexkBU3UTHI, ABISAIONTUECS 00s3aTeIbHBIMU TS Beex JoKkyMeHToB Y COP/I.

32. OOmue NpUHLMIIBI OPTaHU3alMU JOKYMEHTOOOOpOTa Ha NpPEaNpUsTHH, B
OpraHU3alnH.

33. Ilenu u 3a1a4u ciry>KObl JOKYMEHTAIUOHHOTO OOECIICUEHUs yIIPaBICHHUS.

34. Llenu KOHTPOJISI UCTIOJIHEHUS JOKYMEHTOB.

35. TloHdatne W BO3MOXKHOCTH MPOrpaMMbl MO co3AaHu0 B Poccuiickoit
denepanuu «JIEKTPOHHOTO IPABUTEIIBCTBAY.

1.4. MeToau4eckue MaTepHaJibl, ONpeAe/silOIe NPoueaypbl OLEHUBAHUS
3HAHUH, YMEHU, HABBIKOB M (WJIH) ONBITA AEATEJIbHOCTH, XaPAKTEPHU3YOLIHUX
Tanbl POPMUPOBAHUA KOMIIETCHLUH

OcCHOBHBIMM (OpMAMH TEKYILETO KOHTPOJISI SIBJISIOTCA YCTHBIM OIpoC,
JOKJIaJl, TECT.

CooTHomIeHHe BHAA padoOT U KOJIMYECTBA 0aJJI0B B paMKax NMpoueaypbl

OlleHUBAHHUS
Bup padotsl KoauyecTBo 0a/1510B
YcTHBIN onpoc 10 10 6ammoB
Jloxman 1o 20 6amnos
Tect 10 30 6anmoB
3ayer 10 40 6anmoB
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1.4.1 Hanucanue mecma ouenuBaercs no mkane ot 0 go 30 GamnoB. OcBoeHue
KOMIIETEHIIUH 3aBUCUT OT pe3yibTaTa Hanucanus mecma. 26-30 6amios (80-100%
MPABIIGHBIX OTBETOB) - KOMIIETCHIIMH CYUTAOTCS OCBOCHHBIMU Ha MPOJBUHYTOM
ypoBHe (omeHka oTian4Ho); 20-25 OamnoB (70-75 % npaBUIbHBIX OTBETOB) -
KOMIICTCHIIMA CYHMTAIOTCS OCBOCHHBIMH Ha TMPOJBHHYTOM YpOBHE (OIleHKa
xopomo); 19-15 OGammoB (50-65 % mnpaBUIbHBIX OTBETOB) - KOMIIETCHIIUU
CUUTAIOTCS OCBOSHHBIMH Ha IMOPOTOBOM YpOBHE (OIIEHKA YIOBIETBOPUTEIHHO); 0-
14 6ammoB (MeHee 50 % mNpaBWIBHBIX OTBETOB) - KOMIIETCHIIMHM CUMUTAIOTCS HE
OCBOCHHBIMU (OIICHKA HEYIOBJIETBOPUTEIIBHO).

1.4.2 Ycraeiit onpoc onernBaercs ot 0 go 10 6ammoB. OcBoeHHE KOMITETCHITUN
3aBHCHUT OT pe3yjbTaTa HAUCAHUs YCTHOTO onpoca. 9-10 GannoB - KOMIETCHIIUN
CUHMTAIOTCS OCBOEHHBIMU HA IIPOJBUHYTOM YpOBHE (OLIEHKA OTJIMYHO); 6-8 OaioB
- KOMIIETEHIIMM CYUTAIOTCS OCBOEHHBIMH Ha MPOJBUHYTOM YpOBHE (OIEHKA
xopouio); 3-5 GaioB - KOMIETEHLUH CUHUTAIOTCI OCBOCHHBIMM Ha MOPOTOBOM
ypOBHE (OLIEHKA YJOBJIETBOPUTEIHHO); 0-2 0ayioB - KOMIETEHIIMH CUUTAIOTCS HE
OCBOEHHBIMH (OLIEHKA HEY/I0OBJIETBOPUTEIBHO).

HNurepBan
Kpurepuun oneHnBaHus
OLICHMBaHUS
1. CaMOCTOATENBHO U apPTYMEHTUPOBAHO JI€NaTh aHAJIN3, 0-2
000011aTh, BEIBOJIBI
2. CamMocCTOsATEeNHHO, YBEPEHHO U 0€301THO0YHO
IPUMEHSET MOJIyYeHHbIE 3HaHUs B PELUICHUU TPOoOIeM Ha 0-2
TBOPUYECKOM YPOBHE
3. YMeeT cOCTaBUTh MOJHBIN U IPABUIIBHBIN OTBET HA
OCHOBE M3YYEHHOT'0 MAaTepHUaa; BbIJACIATH I1aBHbIE 0-3
MIOJIO’KEHHUSI, CAMOCTOATENIBHO MMOATBEPKAATH OTBET
KOHKPETHBIMU MTPUMEPAMH, (DaKTaMU
4. [ToHnMaHue CyIIHOCTH paccMaTpPUBAEMBIX OHITHH, 0-3
SIBJICHUI ¥ 3aKOHOMEPHOCTEN, TEOPHii, B3aUMOCBSI3EN

1.4.3 Hanucanue ookrada ouenuBaercs no mkaie oT 0 1o 20 6amnos. OcBoeHue
KOMIETEHIIMA 3aBUCUT OT pe3yiabTaTa HamucaHusi oJoknaoda: 18-20 OamnoB -
KOMIETCHIIMM CYHMTAIOTCS OCBOCHHBIMH Ha TIPOABHUHYTOM YpOBHE (OIlEHKa

oTnu4HO); 15-17 ©OamioB - KOMIIETEHIIMM CYWTAIOTCS OCBOCHHBIMH Ha
MPOJBUHYTOM ypoBHE (oleHka xopomio); 10-14  GamioB - KOMIETEHIUU
CUMTAIOTCSI OCBOCHHBIMU Ha MOPOTOBOM YPOBHE (OLIEHKA YAOBJIETBOPUTEILHO); 0-
9 OamioB - KOMIICTCHIIMM  CUMTAIOTCSI HE  OCBOCHHBIMH  (OIlCHKa
HEYZOBJIETBOPUTEIBHO).

HNurepBan

Kpurepuu onenuBanus

OLlEHHBAHMS

1. CreneHb pacKpbITHS TEMBI 0-4
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2. JIuuHbIi BKIAX aBTOpa 0-4
3. CTpyKTypHpOBaHHOCTh MaTepHaia 0-4
4. TlocTpaHWYHBIE CCHUIKU 0-2
5. OO0BEM M Ka4e€CTBO UCIOJIb3YEMbIX HCTOYHHUKOB 0-2
6. OdopmieHne TeKCTa U TPAMOTHOCTh PEUH 0-2
7. 3amwmra 1oKiaga 0-2
1.4.4. llIkana oLleHUBAHUS 3a4emda
HNurepBan
Kputepun onennBanus
OLlCHUBaAHUMA
CTYACHT 6I)ICTpO 1 CaMOCTOATCIIbHO TOTOBUTCA K OTBETY, IPU OTBETC MMOJTHOCTLIO
PAaCKpLIBACT CYIIHOCTDH ITIOCTABJICHHOI'O BOIIPOCA, crocooeH MMPOUJLUIIOCTPUPOBATH
CBO1 OTBET KOHKPETHBIMH NMPUMEPAMH; TEMOHCTPHPYET TOHUMAaHHUE ITPOOIIEMBI U 32-40
BBICOKHI ypPOBEHb OPUEHTHPOBKHU B HEH; POpMynHpyeT CBOi OTBET
CaMOCTOATCIIbHO, UCITIOJIB3Ys JIUCT C MIMCbMEHHBIM BaApUAHTOM OTBETA JIMIIb KaK
OTIOPY, CTPYKTYPUPYIOIIYIO X0 PACCyKICHUS
CTYACHT CaMOCTOATEIIbHO 'OTOBUTCA K OTBETY, IIPHU OTBETEC PACKPBIBACT
OCHOBHYIO CYIITHOCTb ITOCTABJICHHOT'O BOIIPOCA; JIEMOHCTPUPYET NOHUMAHHE 26-31
npoOJIeMbI U TOCTATOYHBIA YPOBEHh OPUEHTUPOBKH B HEH, TIPH 3TOM
3aTpyHSETCS B IPUBEICHUN KOHKPETHBIX PUMEPOB.
CTYJEHT TOTOBHUTCA K OTBETY, Iprberast K HEKOTOPOW MOMOIIIH; TTPH OTBETE HE B
MOJIHOM 00BbEME PaCKPBIBAET CYIIHOCTD MMOCTABJICHHOTO BOIIPOCA, OHAKO, IPU 20-25
3TOM, IEMOHCTPHPYET TOHUMAaHHE MTPOOIEMBL.
CTYACHT UCHBITBIBAET BBIPAXKCHHBIC 3aTPYAHEHUA ITPU ITOATOTOBKE K OTBETY,
IBITACTCA BOCIIOJIB30BATLCA HEAOIIYCTUMBIMU BUAAMU IMTOMOIIU; ITPU OTBETC HE
PacKpbIBaeT CYIIHOCTh MTOCTABJICHHOIO BOMPOCA; HE OPUEHTUPYETCA B 0-19

paccMaTpuBaeMoil mpo0ieMe; OKa3bIBaeMasi CTUMYJIMPYIOIIAs IIOMOIIb U
3aJaBacMble YTOYHSIIOIINE BOIIPOCHI HE CIOCOOCTBYIOT 00JIee IPOIYKTHBHOMY
OTBETY CTYy/ICHTA.

3adveT oIeHUBAETCS IO JABYXOAILHOH INKae («3a4TCHO» - «HE 3a4TCHOY).
3adeT npoBogutTcsa B dopme cobecenoBanus. CoOeceoBaHUE - OCHOBHOM ATall
UTOTOBOT'O KOHTPOJIS, KOTOPBIM MPOBOAMTCS 10 IIPEAJIaracMbIM BOIIPOCaM.

YpoBeHb cHOPMUPOBAHHOCTH KOMITETCHIIMIA OIICHUBACTCS B COOTBETCTBUU C

Tabmnureii 1.

Tabmuma 1
JUIsl O4HOM (hOpMBbI OOYUEHHUS
Cymma OaioB, HaOpaHHBIX B CEMECTPE UTOTrO
Ne -
w/n ®UO|  Vcrubii onpoc Joxmaz Tect 3auer 100
1o 10 6amnos 1o 20 6amnoB 1o 30 6amioB 1o 40 6amnoB 0asoB
2 3 4 5 6 7
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