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1. ®OH/] OLEHOUYHBIX CPEJCTB /l/Is1 IPOBEJEHUSA TEKYLIE#A
W IIPOMEKYTOYHOM ATTECTALIAM IO JUCHUTLIINHE

1.1. Ilepeyenb KOMIETEHIIMI € YKa3aHMEM 3TANOB HX GOPMHUPOBAHNS B
npoiuecce 0CBOCHUs1 00pa30BaTeJIbHON POrpaMMbl

KO[[ 1 HAMMCHOBAHUEC KOMIICTCHII N

Otansl GOPMHUPOBAHUS KOMIIETCHIIUU

OIIK-7. CriocobOeH cocTaBisITh U 0HOPMIIATH

JIOKYMEHTBI

U OTYCTHI

[0 pe3yJbTaTam

npodecCuOHANBHOM NesTeIbHOCTH

1. PabGora Ha y4eOHBIX 3aHATHAX

2. CamocrosiTenpHasi paboTa

1.2. Onucanue mnoKa3zatejedl M KpUTepPHEeB OLEHUBAHUS KOMIIETeHIHI Ha
a3JIMYHBIX ITanax ux (popMupoBaHus, ONMCAHME IIKAJ OLIEHUBAHUA

YpoBeHnb Jran Hokazarenu | Kpurepun HIkana
OuenuBa | chpopmupoBa | popmMupoBanus OlleHUBAHNS | OL[EHMBAHU
eMble HHOCTH |
KOMIIeTe
HIIUH
OIIK -7 [ToporoBssiii 1. Pabora Ha 3namo YcrHbii [IIxana
YUEOHBIX CTPYKTYpy U | ompoc, OLICHUBAHMUSI
BAHSTHIX conepxanue | pedepar, YCTHOTO
2 Camocrosre | AMCIMILIMHBL | NPE3EHTAIMS, | ONpoca
Ymemo TECT
fibHad IPaBUIIBHO [Mkana
padora [TOHMMATh OILIEHMBAHMS
MECTO U pOJIb pedepara
JIEJIONPOU3BO
JICTBA B [Ixama
cucreme OIICHUBAHWSI
yIpaBIeHUS pe3eHTalu
opraHu3arme u
i
[Ixana
OILICHUBAHMUSI
TecTa
IIponBunytsr | 1. PaGota Ha 3namo VeIl [Mkana
i yUeOHBIX CHepUKY orpoc, OIICHUBAHHMS
3AHITHIX Hay4HOTO pedepar, YCTHOTO
2 Camocrose | MOAXoma u Mpe3eHTaIws, | ompoca
COBPEMEHHBI | TECT
JIBHA X TeHICHITUH IMxana
pabdota JIeTIOTIPOM3BO OLICHUBAHUS
JICTBA pedepara
Ymemo [Ixana
MIPUMEHSITh OIICHUBAHMSI




HaBBIKU B
OpTraHU3aIuN
JICIIONIPOU3BO
JICTBA,
COCTaBJIEHHH
npogeccuoHa
JIBHOM
OTYETHOCTHU
Bnaoemw
HaBBIKAMH
UKT nnsa
OpTraHU3aIIN
JICIIONPOUBOT
CTBa

IMpE3CHTA
nu

[Ixana
OLICHUBaHUA
TecTa

IlIkajia oueHMBaHMs YCTHOI'O ONIPOCa

Kpurtepuu onenuBanus A - -
= = 2 L L o=
= < = B - =
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Eg = = o A=
=) > =
YpoBeHb yCBOCHUS MaTepHalia, IPeayCMOTPEHHOTO 5 4 3 2 1
IPOrpamMmoin
YMeHue BBINONHATS 3a/1aHus, IPELYyCMOTPEHHBIE 5 4 3 2 1
IPOrpamMMoint
YPOBEHb 3HAKOMCTBA C JINTEPATYPOH, 5 4 3 2 1
IPEAYCMOTPEHHOU IPOTpaMMOi
YpoBeHb 3HAKOMCTBA C HHTEPHET-PECYPCaMH, 5 4 3 2 1
PEyCMOTPEHHBIMU IPOrPaMMOi
VYpoBeHb pacKpbITUS TPUIMHHO-CIIEICTBEHHBIX 5 4 3 2 1
CBs3eH
YpoBeHb CaMOCTOATENLHOCTH B (DOPMYIIUPOBKE 5 4 3 2 1
BBIBOJIOB
IllkaJya oueHnBaHus pedepara
Kputepun orieHuBaHuUs bael
KiroueBas unest orpaxeHa B pedepare MOJTHOCTHIO, JOKa3aTelbHa C 15-20
onopoil Ha Tray0OKOe IOHMMaHHE COAEP)KAaHUS IPHUBICYEHHBIX
HCTOYHUKOB ¥ JIUTEPATYPHI, BEIBOABI 000CHOBAHBI, CTHIIh H3JI0KEHHUE
©MKHUM, JTOTUYHBIMI
OcHoBHas ujes nokas3aHa, B 0OJIbIIeH CTENEHH JI0Ka3aHa C OIopoil Ha 10-14
UCTOYHUKU M JIUTEPaTypy, BBIBOABI B IIEIOM OOOCHOBAHBI, CTHJIb
HU3JI0KEHUS B IIEJIOM JIOTHYHOMI
Wnes B 1elOM NOHATHA, HO HEAOCTATOYHO OOOCHOBAHA, JIOTMKa 5-9
W3JI0KCHHUSI HAPYIIIEHA, BBIBOJIBI YACTHYHO OTCYTCTBYIOT




I/I,Heﬂ IMPAaKTUYECCKN HE sICHA, HEC O6OCHOBaHa, JJOTMKa H3JI0XKCHUA 0-4
CUJIbHO HAPYyIICHA, BBIBOABI OTCYTCTBYIOT

IIkaja oueHUBaAHUSA NPEe3CHTALUM

Kputepuu onenuBanus bayer
ConepkaHre COOTBETCTBYET TeMme; MH(pOpMAaIMs CTPYKTYpHUpOBaHa, JOTHYHA, 15-20
000CHOBaHa; ACTETUYHO odopMIIeHA
ComepkaHre  COOTBETCTBYET  Teme;  HMHpOpManus  CTPYKTYpHUpOBaHa, 10-14

NOPUCYTCTBYIOT HEKOTOpble OMIMOKM B JIOTMKE €€ U3JI0KCHUA W/WIN
00OCHOBaHHOCTH; BO3MOXHbI HAapyLIEHHs B 3CTETHMYECKOM O(OpMIIEHUU
MaTepuana

CopepxaHue  COOTBETCTBYET  TE€ME; €CThb  CEepbe3Hble  OMHUOKH B 5-9
CTPYKTYPUPOBAHHH, JIOTHKE U3JIOKEHUST W OOOCHOBAHHOCTH HH(OpMAINH;
omunOoYHas Mojava ¢ TOYKU 3PEHUS 3CTETUKU

CopnepxaHue HE COOTBETCTBYET TEME; OTCYTCTBYET CTPYKTYPHUPOBAHHOCTD, 0-4
JOTMYHOCTh U OOOCHOBAaHHOCTh HH(pOpPMaLUH; OMMOOYHAsl Iojaya C TOUYKU

3pEHUS ICTETUKU

MIxkajna oueHUBAHUA TECTA

| OlLieHHUBAEMBII TTOKa3aTeIb KoJ1. 6aoB, o0ecreyrBaronux MojydeHue:
OueHKH TeKylleil aTTecTauuu
VIOBIICTBOPUTE XOPOIIIO OTJIMYHO
JILHO
[Iponent HabpanubIx 6amioB u3 | 55% u Gonee 70% un 85% u Gonee
100% BO3MOXKHBIX Ooiee
KoJyin4uecTBO TECTOBBIX
3aJJaHUM;
15 Or8mo 11 Or1l go 13 13 u Gonee
20 Ot 11 no 14 Or 14 o 17 17 u Gonee
25 Ot 13 10 18 Ot 18 10 21 21 u 6onee
26 Ot 14 1o 18 Ot 18 1o 22 22 u 6onee
30 Ot 16 g0 21 Ot 21 no 26 26 u Oosee
40 Ot 22 mo 28 Ot 28 1o 34 34 u 6oiee

1.3. TunoBbie KOHTPOJIbHBbIE 3QIaHUS UJIH HHbIE MATEPHAJIbI, HEOOXOAUMbIE IS
OLCHKH 3HAHWHM, YMEHUN, HaBBIKOB
XapaKTepu3ywlux 3Tanbl GOpMHUPOBAHUS KOMIIETEHUMH B Ipolecce OCBOCHUS
o0pa3oBaTe/IbHON NMPOrpaMMbl

u  (nam)

IIpumepHBbIe TEMBI /151 IPOBEACHUsI YCTHOTO ONpPoca
1. Kakoe 3HaueHHE B )KM3HU 00IIECTBA UMEET JOKYMEHTAIIMOHHOE o0ecriedeHue?
2. aiite onpeneneHue AeI0MpOru3BOCTBA, HA30BUTE €r0 COCTABHbIE YaCTH.
3. Tlepeuncnure npu3HaKN KiIacCu(PUKAITUN JOKYMEHTOB.
4. TlpuBenute NpUMeEpbl METOJIOB MCCIIEJOBAHUS TOKYMEHTOBEIUECKUX MTPOOIEM.
5. JlaiiTe onpeneneHus MOHATUAM: JOKYMEHTHPOBAHUS YIIPaBICHYECKOM
JESTENbHOCTH, FOPUANYECKAS CHJIa JOKYMEHTOB.

OmnbITA ACATECJIbHOCTH,




©ooNo

11.
12.
13.
14.
15.
16.
17.
18.

19.

20

KaxoB nopsiiok cornacoBaHus ¥ MOAIUCAHUS JOKYMEHTOB?

B 4yeMm cyTh yHU(UKAIUMK U CTaHAAPTH3ALMN YIIPABICHUYECKUX JOKYMEHTOB?

Kak Bbl nonnmaere «noiau@yHKIMOHAIBHOCTEY» TOKYMEHTA.

Hcropus pa3BUTHS rOCYJapCTBEHHON CUCTEMBI JIE€I0NIPOU3BOICTBA B Poccuu.
. PexBu3utel cTon010BOM (hOpMBI JEI0NPON3BOACTBA, MPOLISAIINE Yepe3 BeKa U
OCTAaBIIMECS B JOKYMEHTAaX HAIUX JHEH.
3aBUCUMOCTD MOHATHS «IOKYMEHT» OT €ro (pyHKIUH.
3HayeHne u3yueHus (PyHKIMUA JOKYMEHTa
[IpuBenure mnpuMepbl MOCTOSHHO JEMCTBYIOIIMX M ONEPATUBHBIX (YHKUUN
JOKYMEHTOB.
Kakoe BiusiHMe OKa3bIBaeT PyHKLUSA JOKYMEHTA Ha €ro CTPYKTYpy?
B 4yem cocTouT QyHKIHMS ydeTa JOKyMeHTa?
Kakoe 3HadyeHue mmeer ympapieHuYecKkass (YHKIMs JOKyMEHTa B OpraHHU3aluu
yIpaBieHus?
Kakue OCHOBHBIE JOKYMEHTHI COCTaBISIOT HOPMAaTHBHO-METOJUYECKYIO 0a3y
JETONPOU3BOACTBA - JOKYMEHTAlMOHHOTO 00ECIICUeHNUS YIIPaBICHH?
Kakum oOpa3oM ocymiecTBisieTcss KiaccU(UKalMs HOPMaTUBHO-TPaBOBBIX
JIOKYMEHTOB, UCII0JIb3yEMOI B YIIpaBJI€HUU JOKYMEHTaMH?
B uyem 3HaueHHMEe  OPraHM3alMOHHO-PACIOPSAUTENBHOM  JOKYMEHTAluH,
UCTIOJIB3yEMOM B ACATEIBHOCTH PEANPUSITHIA?
. B ueM cocTouT yHuGUKaMs U CTaHAAPTH3ALMS JOKYMEHTOB?

IIpuMepHbIe TEMBI 17151 HATUCAHUA pedepaTa

1.

2.
3.
4

oo

JIOKyMeHTHI B cdepe TpaBa v yIpaBICHUsI.
Bisane Hay4YHO-TEXHUYECKON PEBOJIIOIMU HA PA3BUTHE JOKYMEHTA.
Pa3Butne popmymspa JOKyMeHTa.
[Topsaok 3anmoHeHNs TUITOBBIX (pOopM U MpaBuiia 0HOPMIICHHUS YIIPaBIECHUECKUX
JOKYMEHTOB.
Ponp 1 BUABI yIIpaBICHYECKUX TOKYMEHTOB.
TpeboBanust k cofepx aHHIO, CTPYKTYPE U CTUITIO U3JI0KEHHS YIIPABIEHYECKUX
JOKYMEHTOB.
[TonndyHKIIMOHATIBHOCT TOKYMEHTA.
3aKkOHOJATENbHbIE aKThl, HOpMaTUBHBIE MaTepraibl X VI — Havana XX B.
3aKoHOJaTeNbHbIE aKThl © HOPMATHUBHbIE IOKYyMEHTHI PO.

. YHU(]UKaLUA ¥ cTaHAAapTU3ALUS YIIPABICHUECKUX JOKYMEHTOB.

. FOpuanueckas cuna JOKyMeHTa: OJUTMHHUKY (OpUTHHAJIbI) JOKYMEHTOB, KOIIUU
JOKYMEHTOB U UX BHUJIBI.

IIpuMepHbIe TeMbI A NPe3eHTalui

1.
2
3.
4.
5

6.

Ponb noxymeHTa B *KH3HU YeIoBeKa U 00IeCTBa.

MerTobl HccieI0BaHus TOKYMEHTOBEIUECKUX MPOOIIeM.
Hayuno-ucropuyeckas 1 npakTuyeckasi IeHHOCTh TIOKyMEHTA.
3HavyeHue u3yueHus QyHKIMU JOKYMEHTA.

WNudopmanronHas QyHKIMS TOKyMEHTa KaK CpPEACTBO 3areyaTiieHus: U
COXpaHeHUs HHPOpMaIIUH.

ConmanbHas QyHKINSA JOKYMEHTA.



14.

KynbpTypHas pyHKIMS TOKyMEHTA.
KommyHnukaTuBHas GyHKIHS KaK CPEICTBO Nepeaadn nH(GOpMAIIHH.
VYnpasnendyeckas GyHKIMS U €€ 3HaYCHUE B OPraHU3alluU YIIPaBICHHUS.

. PeKBU3UTHI yripaBiieHYECKUX TOKYMEHTOB.
. KonmmuecTBo 1 mopsinok pacnonioxeHust pekBusutos cornacio ['OCT P 6.30-2003.
.branku u ¢Qopmarel noxymentoB. OOmmii OnaHk, OJaHK mUChbMa, OJaHK

KOHKPETHOI'O BJ1a 1OKYMCHTA.

.S3pIk W cTtrib  JoKyMeHTa. OCOOCHHOCTHM  O(PHIMATBHO-IEIOBOTO  CTHIIA,

TpeOOBaHUs K TEKCTaM JTOKYMEHTOB.
[TosHBIE M COKpaIlleHHBIC HAa3BaHUS, OOMICTIPUHSATHIC COKpAIleHUs, 0hOpMIICHHE
J1aT Y YUCell B TOKYMEHTax.

IIpumepHbie BOPOCHI /11 IPOBEIeHNs 3a4eTa

1.
2.

12.
13.
14.

15.

16.
17.
18.
19.
20.
21.
22.
23.
24,
25.
26.
27.

JIOKyMEHT ¥ €r0 MECTO B CUCTEME YTIPaBIICHUS

HopmaTuBHO-METOIMYECKUE aKThl, PETIIAMEHTUPYIOIIIE CO3JaHUe U
odopmIIeHHEe TOKYMEHTOB.

JIoKyMeHTOBEIeHNE KaK Hay4YHasl IUCIUIUINHA: 00BEKT, IPEIMET, OCHOBHBIC
METO/BI.

JloKkyMeHTOBEIeHNE KaK Hay4YHas TUCIUIUINHA U €€ CBS3b C IPYTUMH HayYHBIMU
JTUCUUTUTMHAMH.

[TonsiTre «uHGOPMAIH» U €TO Pa3BUTHE.

[loHATHE «TOKYMEHT» U €T0 Pa3BUTHE.

OOmmue 1 9acTHbIC QYHKIMH JTOKYMEHTA.

CriocoObl JOKYMEHTHPOBAHHUS U UX Pa3BUTHE.

[TonsaTne cayxeOHOro JOKYMEHTUPOBAHUS U TPEOOBAHUS K TJOKYMEHTAM.

. HOpSII[OK pEryjImpoBaHus, COrjiaCoBaHusd U MOANUCAHUSA YITPABIICHYCCKUX
. JOKYMCHTOB. CYH_[HOCTB YHI/I(l)I/IKaI_[I/II/I " CTaHAapTU3aluU YIIPABIICHYCCKUX

JIOKyMEHTOB.
[IpaBuna opopmiieHHs CIyKEOHBIX TOKYMEHTOB.

PexBU3UTHI U UX TIpEeTHa3HAUYCHHE.

TpeboBanust K cofepX aHUIO, CTPYKTYPE U CTUIIIO H3JIOXKEHHS YIPaBICHYECKUX
JIOKyMEHTOB.

Opranu3anoOHHO-PACIOPSIUTENbHAS JIOKYMEHTAIUA. OcHoBHBIE BHUIbI
YIPaBICHYECKUX IOKYMEHTOB.

[IpaBuna u CTHIIb HAMCAHUS AEIOBOTO MUCHMA.

Bungsr gemoBoro mucema.

Oco0eHHOCTH TIEPENUCKH ¢ UHOCTPAaHHBIMU MapTHEPAMHU.

JlenoBbIe KOHTAKTHI O€3 HCTOJIB30BAHMS TTHCEM.

Buibl MOTOKOB TOKYMEHTOB M CTaUH UX 00PaOOTKH.

Perncrpanus noKkymMeHTOB.

KoHTposb ucnioaHeHus: JOKyMEHTOB.

Homenkimarypa nen u ux gopmupoBaHue.

Odopmnenue nen.

XpaHeHue JeN U MOPSA0K CIauu UX B apXUB.

PaGora ¢ nokymeHTam#u, coiepKaluMi KOMMEPYECKYIO TaliHy.
HopmatuBHo-MeTomnueckast 6a3a KaapoBOi JOKyMEHTAIUH.



28. [lepeyeHb U copiep)kaHue OCHOBHBIX JIOKYMEHTOB TI0 JINYHOMY COCTaBY,
PETYJIMPYIOMIUX B3aUMOOTHOIICHUS IPEATPHUATHI U paOOTHUKOB.

29. [opsaoK 3aKIIIOYSHUS TPYIOBOTO JIOTOBOPA, IEPEUYCHb NMPEABSIBISEMbBIX IPUA ATOM
JOKYMEHTOB.

30. [IBmkeHue KaIpoB U KilacCu(pUKaIUs XapaKTePU3YIOIUX €ro TOKYMEHTOB.

31. PacTopskeHue TpyAOBOTO JOTrOBOpa M 0(OpMIIEHHE YBOJIBHEHUSI PAOOTHHKA.

32. [oaroToBKa 1 U3aHUE MPUKA30B 110 IUYHOMY COCTAaBY.

33. OcobennocTy ohopmIIeHUS TIPUKA30B, KACAFOIIUXCS PA3TUIHBIX BHIOB
JIBYDKEHUS TIEPCOHAIA.

34. Ponb v 3HaYCHUE TPYAOBBIX KHIDKEK. [IpaBuiia 0opopMIICHUS TPYAOBBIX KHIKEK.

35. OdbopmiieHHE TUYHBIX JEIT.

Ilpumepnuvie mecmoeswie 3a0anus
Teer Ne 1
1. lesionpou3BoaCTBO — 3TO:
1) ABM>KEeHHE JOKYMEHTOB B OPraHU3allii C MOMEHTA MX CO3aHUS WM MOIyYECHUS
J10 3aBEpLICHUS UCTIOIHEHUS WM OTIPaBICHUS;
2) 3anuch nHGOPMALIUU Ha PA3TUYHBIX HOCUTENISX 110 YCTAHOBIIEHHBIM MTPaBUIIAM;
3) cbop, 0OpaboTKa U mepeaada HHPOPMAaITUH;
4) oTpacib IeATeNbHOCTH, 00eCTIeYnBaloIas JOKYMEHTHPOBAHUE U OpPTraHU3AIUI0
paboThI ¢ JOKYMEHTaMH.
2. lokyMeHT — 3TO:
1) 3apukcupoBanHas Ha MaTEpPHATILHOM HOCUTEIIE MH(POPMAITUS C PEKBU3UTAMH,
MO3BOJIAIOIINMU €€ UJIEHTU(DUITUPOBATE;
2) 3anuch HHGOPMALIMU Ha Pa3IMYHbIX HOCUTENSX 110 YCTAHOBJIEHHBIM MTPaBUIIaM;
3) cBeeHus O UIax, MpeaMeTax, pakTax, COObITHSIX;
4) cTaHIapTHBIN JTUCT OyMaru ¢ BOCIIPOU3BEIEHHON HAa HEM TTOCTOSIHHOM
uHpopManuen.
3. IOpuauyeckasi cujia JOKyMeHTa — 3TO:
1) mpaBOBO# aKT, U3AaBAEMbIN PyKOBOJUTEIEM MIPEATIPUSATHUS TSI BBITOTHEHUS
IIPOU3BOJICTBEHHBIX 3aa4;
2) JOKYMEHT, PUKCUPYIOLINI X0 00CYKI€HHUSI BOMPOCOB U IPUHATHS PEIICHUN
KOJUIETMaJIbHBIMU OpraHaMy;
3) 3T0 CBOICTBO OGUIMATBLHOTO TOKYMEHTA, COO0IIaeMoe eMy JeHCTBYIOINUM
3aKOHOJATEILCTBOM, KOMIIETEHIIMEH W3/1aBILIEro OpraHa U yCTaHOBJIEHHBIM
HOPSAKOM 0(hOpMIIEHUS.
4. ITo ropuan4ecKoi 3HAYMMOCTH JOKYMEHTBI IOAPA3eJIAI0TCS HA:
1) mOTMHHKKY, KOTIMH, 3aBEPEHHBIE KOTHH, TyOJIUKATHI;
2) OTKPBITHIC U CEKPETHBIE;
3) BXoAsIIKe, UCXOASIINE, BHYTPEHHUE;
4) pyKOIIHUCHBIE, ANEKTPOHHBIE, POTO-, HOTOTOKYMEHTHI.
5. PeKBHU3UT «IOAMUCH» HA JOKYMEHTAX, NOANUCHIBAEMBbIX JIBYyMS
AOJKHOCTHBIMH JIMIIAMHU OJTHOT'O YPOBHS, oopmJIsieTcs:
1) B ABa cTOJIOMKA HA OJTHOM YPOBHE;



2) oaHa MOJIUCH O] IPYTOH;

3) B CTOJIOUK;

4) Kaxx10€ JOHKHOCTHOE JIMIIO MOJIMUCHIBAET CBOM DK3EMILIISP.

6. bBiiaHk I0KyYMEHTa — 3TO:

1) Habop pEeKBU3UTOB, UACHTU(DULIMPYIOIIKUX aBTOPA OPUIIUAIBHOTO JOKYMEHTA;
2) JOKYMEHT, MPEACTABIISIONINNA COOO0M COTTIAIIEHnEe CTOPOH 00 yCTaHOBJICHUH U
PEryJIMpOBaHUM KaKUX-THOO OTHOIICHUH;

3) TOKYyMEHT, COCTaBJICHHBI HECKOJIBKUMH JIMIIAMHU H [TOATBEPKAAIOUIHHA (DaKTHI,
COOBITHS;

4) TOKYMEHT, aipeCOBaHHBIA PYKOBOJUTEIIO PEAIPUATHS U COJCPKAIIUI
U3JI0’KEHUE KaKoro- JInbo Bompoca.

7. KoMnjieke B3aMMOYBSI3aHHBIX JIOKYMEHTOB, PerJIaMeHTHPYIOLIUX CTPYKTYPY,
3aa4M, QYHKIUM NPeINPUSATHS, OPraHU3ALMIO ero padoThl, NpaBa,
00513aHHOCTH ¥ OTBETCTBEHHOCTh PYKOBOJICTBA U CHELHATUCTOB — 3TO
JOKYMEHTBI:

1) pacriopsiuTeNbHbIE;

2) uH(POPMAITMOHHO-CIIPABOYHBIE;

3) opraHu3alnOHHBIE;

4) o TMYHOMY COCTaBY.

8. JlokyMeHT cYHMTaeTCsl UCTIOJTHEHHBIM H CHUMAETCsI ¢ KOHTPOJIA:

1) nmocne GakTUUecKOro BHIOTHEHUS MOPYUYCHHI 110 CYIIECTBY U
JOKYMEHTHPOBAHHOTO TIOJTBEPKICHHSI UCIIOTHEHUS;

2) mocine npeaBapuTeIbHON MPOBEPKH;

3) mociie perucTpainuu J0KyMEHTa U TOCTAHOBKU HA KOHTPOJIb;

4) nocie nepeaayn JOKyMEHTa Ha apXUBHOE XpaHEHHUE.

9. Homenkaatypa e 310:

1 )cucreMaTU3MpOBaHHBIN epeYeHb HAMMEHOBAHUH J1€]1, 3aBOIMMBIX B OpraHU3alluy;
2) mepedeHb TOKyMEHTOB, PETHCTPUPYEMBIX B OpTraHH3AIINN;

3) cMCOK JTMYHBIX /11 pa0OTHUKOB OpraHU3alyu.

10. Bxoasimuii JOKyMeHT POXOAMT cJIeAYIOIIHe ITANbI 00padoTKH:

1) cocTaBneHue MpoeKTa — coriaacoBaHue — oopMiIeHUE — MOANNCAHUE —
pEeTUCTpaIys — HCIIOJTHEHHE - HAaIlPaBJICHHUE B JIEJIO;

2) npueMm - IepBoHavabHasi 00paboTKa - IpeaABapUTETbHOE PACCMOTPEHHUE —
pETUCTpAIHs — pACCMOTPEHHE PYKOBOJIUTENIEM — HCIIOJTHEHHE — HAIIPaBJICHUE B JIEIIO;
3) oopmiieHuE TOKYMEHTa — MOANMCAaHUE — PETUCTPalUs — COTIaCOBaHUE —
YTBEP)KJICHHE - OTIIPABIICHUE.

Tect Ne 2

1. lokymMeHTHpPOBaHHE - ITO:

1) nBUKEHME TOKYMEHTOB B OPTaHU3aI[MH C MOMEHTA UX CO3J[aHUS WM TIOTyYSHHUS
710 3aBEPILCHHS UCTIOTHEHUS WA OTIPABIICHHS;

2) 3anuch HHPOPMAIMH HA PA3THMYHBIX HOCHTEIISAX M0 YCTAHOBICHHBIM TPABUJIaM;
3) cbop, obpaboTka u nepenaya nHGopmanuy;

4) oTpacib IeSTEeIbHOCTH, 00eCIIeUnBAOIIas JOKYMEHTHPOBAHHE U OPTaHH3AIIUI0
paboTHI C JOKYMEHTAMHU.

2. JIokyMeHT0000pOT - 3TO:



1) nBUXkEHME JOKYMEHTOB B OPraHU3aLMU C MOMEHTA UX CO3JAHUS WU MOJIy4YEHUs
J10 3aBEPUICHUS UCTIOJIHEHUS WM OTIPaBICHUS;

2) 3anuch HHGOPMALIUU HA PA3JINYHBIX HOCUTEIAX;

3) cbop, 0OpaboTKa U mepeaada HHPOPMAIUH;

4) oTpacib e TeIbHOCTH, 00ecIeunBaroas JOKYMEHTUPOBAaHUE U OPTaHU3ALHIO
paboThI C TOKYyMEHTaMH.

3. 3aBepeHHas1 KONUSA — ITO:

1) xonus KOKyMEHTa, Ha KOTOPOW B COOTBETCTBUU C YCTAHOBJIECHHBIM IOPSIKOM
IPOCTABISIOT HEOOXOMMbIE PEKBU3UTHI, IPUAIOLINE €l FOPUANYECKYIO CHITY;

2) TOKYMEHT, MOJIHOCTHIO BOCIIPOM3BOASAIINN HHPOPMALIHIO TOUTMHHOTO JOKYMEHTA
U BCE €ro BHELIHHE IPU3HAKH;

3) 3TO cTaHAPTHBIM JTUCT OyMaru ¢ BOCIPOU3BEIACHHON Ha HEM MMOCTOSHHOM
uHpopManuei;

4) Hay4Has AUCUMILIMHA, IPEIMETOM KOTOPOH CITy>KUT Pa3BUTHE CIIOCOOOB
JIOKYMEHTUPOBAHUS U HOCUTENIeH MH(pOpMaIUH.

4. O0s13aTe/IbHBIMM PeKBH3UTAMHU, 00ecTeYBAIOIIMMH I0PUIHYECKYI0 CHILY
JOKYMEHTOB, He SIBJISIFOTCH:

1) Texcr;

2) nara IOKyMEHTa;

3) oTMeTKa 00 UCTIOTHUTEIIE;

4) HaMEeHOBaHKE OPraHU3alMK — aBTOPA JIOKYMEHTA,

5) oTMeTKa O MPUITOKEHUH.

5. PekBH3HUT — 3TO:

1) snemMeHT o(hUIMaAIEHOTO JOKYMEHTA, HCIIOIB3yEMbIi B IPAKTUKE 0POPMIICHHUS
JIOKYMEHTOB;

2) 3amUCh YYETHBIX JIAaHHBIX O JOKYMEHTE 110 YCTAaHOBJICHHOU (hopme, PuKcUpyromas
(axT ero co3aHus, MOJYyYSHHs WIH OTIIPABIICHHUS,

3) npaBOBOI1 aKT, U3/1aBAEMbIIl pyKOBOJIUTENIEM MPEIPUITHS ISl BBITOJIHEHUS
IIPOM3BOJICTBEHHBIX 33/1a4;

4) SKOHOMMUYECKUN WJIM TEXHUYECKU MTOKa3aTeslb HOPM, B COOTBETCTBUE C KOTOPHIMHU
POU3BOUTCS padoTa.

6. lata npocTrasJjisieTcsl cJeyIOIUM 00pa3oMm:

1) 05 oxts16ps 05 roxa;

2)5.10.05

3) 05.10.2005;

4) 05 oxTs16ps 2005 T.

5) 5 oktsa6ps 05 r.;

6) 5.10.2005;

7. IIpaBoBoOii aKT, H31aBaeMbli PYKOBOAHMTEJIEM, AeiCTBYIOLIUM HAa OCHOBE
NPUHINNA eMHOHAYAJINS, B LeJIIX pa3pelieHUs OCHOBHBIX M ONePaTHBHBIX
3a/1a4, CTOSIIIMX Nepe] OpraHu3anueil Win NpeanpusTHeM - 3T0:

1) nucemo;

2) mpukas;

3) ycras;

4) UHCTPYKLMSL.

8. CoBOKYNHOCTDH JOKYMEHTOB, COJlep:KaluX HH(popMauio 0 pakTHIEeCKOM



NOJI0KEHHH eI, CJIYKAIMX OCHOBAHWEM /IS IPUHATHSA PelleHn i, U31aHus
pacnopsiANTEJbHBIX IOKYMEHTOB — 3TO IOKYMEHTBI:

1) pacniopsiiuTenbHbIE;

2) opraHM3alMOHHBIE;

3) uHopMaIrMOHHO-CIIPABOYHBIC; .

4) 110 TMYHOMY COCTaBY

9. KoHTpoJiio noasiexkar:

1) Bce 3aperucTpupoBaHHbIE JOKYMEHTHI;

2) BCe 3aperucTpupoOBaHHbIC JOKYMEHTBI, TPEOYIOINE IPUHATUS YIIPABICHUECKOTO
pELICHHS, BBITOJIHEHHS KAKUX-THOO0 IEHCTBHIA, COCTaBICHHSI OTBETHOTO WM HHOTO
JIOKYMEHTa;

3) Bce cucTeMaTU3UPOBaHHbBIE JOKYMEHTHI;

4) Bce UCIIOJHEHHbIE JOKYMEHTBHI.

10. Cpoxu XxpaHeHHs JOKYMEHTOB OIPeJeIsIIOTCS B COOTBETCTBUM:

1) c mpuKa3oM PyKOBOJUTENS OpraHU3aluy;

2) no IlepeuHIo TUIIOBBIX YIIPaBICHYECKUX TIOKYMEHTOB, 00pa3yloIIMUXCs B
JeSITeIbHOCTH OPraHU3alui, ¢ YKa3aHUEM CPOKOB XpaHEHUS;

3) c OCTaHOBJIEHUEM IJ1aBbl OpraHa MECTHOT'O CaMOYIIPaBJICHMUS;

4) 1o yCMOTPEHHIO PYKOBOJIUTENSI CTPYKTYPHOTO MOJIpa3/IeICHuUs.

1.4. MeToauyecKkue MaTepuaJbl, onpeaesiionue npoueaypbl OleHNBaHUs
3HAHUIA, YMEHUIi, HABHIKOB M (MJIH) ONbITA 1eATEJIbHOCTH, XaPAKTEPHU3YIOIIHNX
3Tanbl (POPMUPOBAHUS KOMIIETEHIIHIA.
Tpe6oBanusi kK HanucaHuio pegepara

Pedepar — xpaTkas 3ammch uaed, comepKalluxcs B OJHOM HINM HECKOJIBKUX
HCTOYHHKAX, KOTOpas Tpe6yeT YMCHUA COIIOCTABJIATH W aHAJIMU3UPOBATH PA3JIUYHBIC
TOYKH 3peHus. Pedepar — omaHa u3 ¢GopM HHTEpIpETAUU HCXOJHOTO TEKCTa WIIHU
HECKOJIBKUX HCTOYHHUKOB. HOBTOMy pe(bepaT, B OTIIMYHUEC OT KOHCIIEKTA, ABJISICTCSI HOBBIM,
aBTOPCKUM TeKcToM. HoBH3Ha B JaHHOM cCiy4ae MOJApa3yMeBaeT HOBOE H3JIOKEHHUE,
CHCTEMAaTH3alMI0 MaTepHuala, OCOOYI0 aBTOPCKYIO TIIO3HMIHI0 TPH COMOCTABICHUHU
Pa3IUYHBIX TOUEK 3PECHHUS.

PedepupoBanue mpenmonaraeT H3JIOKEHHE KaKOTO-IMOO BOIMPOCAa HAa OCHOBE
knaccudukanuu, 0000IIeHHs, aHAIU3a U CHHTE3a OJTHOTO U HECKOJIBKUX HCTOYHHUKOB.

Crnemnuduka pedepara (1o cpaBHEHHIO C KypcOBOH paboTOil):

* HE COJICP’KUT Pa3BEPHYTHIX J0KA3aTENbCTB, CPABHEHUH, pACCYKICHH, OIICHOK,

* JaeT OTBET Ha BOIMPOC, YTO HOBOTO, CYIIECTBEHHOTO COJECPKHUTCS B TEKCTE.

Buasi pedeparon

HNudopmaruBHbie (pedepaThl-KOHCTIEKTHI).
ITo nosHOTE N3M0KEHMS
WNunukatuBHbIe (pedepaTbi-pe3tome).

[To KoMMYecTBY pedeprupyemMbIx Monorpaduueckue.
MCTOYHHUKOB O630pHbIe.
Crpykrypa pedepara:

1) TUTYABHBIN JHCT;



2) ruiaH paboThI C yKa3aHUEM CTPaHUI] K&KIO0Tr0 BOIIpOca, o] Borpoca (ITyHKTa);

3) BBeICHUE;

4) TEKCTOBOE HM3JIOKCHHE Marepuajia, pa3OouToe Ha BOMPOCHl M IO BOMPOCHI
(TyHKTBI, TIOAMYHKTBI) ¢ HEOOXOAMMBIMU CCHUIKAMH HA WCTOYHUKH, HMCIIOJH30BAHHBIC
aBTOPOM;

5) 3aKJIF0YEHUE;

6) CIIMCOK HMCITOJIb30BAaHHOM JTUTEPATyPHI,

7) MPWIOKEHUS, KOTOPhIE COCTOST W3 TaONUIl, AUarpaMm, rpauKoB, PUCYHKOB,
cxeM (HeoOs3aTenbHast yacTh pedepara).

[TpunokeHUsT  pacmojaraloTcs  IOCIEOBATeIbHO, COTJACHO  3aroJIOBKaM,
OTPaKAIOIIUM UX COJCpPIKAHUE.

Pedepar oneHuBaeTcs Hay4YHBIM PYKOBOAMUTEIEM HCXOIS M3 YCTaHOBJICHHBIX
kadeapoii mokazaTesneil U KpuTeprueB oleHKU pedepara.

Kpurepun oneHKH TeCTOB

OO6mas cymma 0ajtoB, KOTOpasi MOKET OBITh MOJTyYeHa 32 aTTECTAIIMOHHBIA TECT
COOTBETCTBYET KOJMYECTBY TECTOBBIX 33JaHHIA.

3a Kax10€ MPABIIIBHO PEIICHHOE TECTOBOE 3a/laHne pucBanBaercs mo 0.5 Gamry.

Bpemsi, 0TBOMMOE Ha HAIMCAHUE TECTa, HE JOJDKHO ObITh MeHbIe 30 MUHYT JUIS
TECTOB COCTOSAMUX U3 20 TECTOBBIX 3aaHU.

B curyanmu, koryia ciymaresb 3a0blT HallUCaTh B JIMCTE OTBETOB CBOKO (paMUIIHIO,
WMsI, OTYE€CTBO, HOMEp TPYIIIbI, HOMEp BapHUaHTa TECTa, NUCHUIUIMHY WU JaTy — TECT
CUUTACTCS] HEBBITIOJTHCHHBIM.

OTMETKH O MpaBUIIBHBIX BapUAHTaX OTBETOB B TECTOBBIX 3aJaHUSAX JCIAIOTCS
ciymiarenaeM pazoopunBo. Hepa3zbopurBbie OTBETHI HE OIIEHMBAIOTCS, TECTOBOE 33aJJaHUE
CUHTACTCS HE BBITTOJIHEHHBIM.

TpeGoBanust kK 0(pOpMIIEHHIO NIPe3eHTALNHU
OO61ue TpedoBaHUS:
1. Ha cnaiinax AOMKHBI OBITH TOJIBKO TE3UCHI, KIIOYEBbIE (pa3bl M Tpaduyeckas
uHpopmanus (PUCYHKH, TpapUKH U T.I.) — OHU CONPOBOXKJIAIOT MOAPOOHOE U3JI0KEHUE
MBICJIEH TOKJIaYhKa, HO HE Ha000pOT;
2. KoanuecTBo claiiioB T0KHO OBITE He Oomee 20;
3. Ilpu noxmnaae paccCUMTHIBAWTE, YTO HA OJIMH CJIAWJ JOHKHO YXOAHWTH B cpemHeMm 1,5
MUHYTHI;
4. He cTouT 3amoaHATh claif] 00JIbIINM KoJIMuecTBOM nHpopManuu. Hanbosee BaxkHy10
HH(pOpMaIHIO KeJaTeIbHO OMEIaTh B LIEHTP cllaiiia;
5. Ilo xenaHuio MOXKHO pa3/iaTh CIyHIaTeIsIM OyMakKHbIE KOTIMH MTPE3EHTAIUH.

[IpuMepHBIil OPAIOK CIIANIOB:

e | cnaiin — TurynbHbI (OpraHuzanus, Ha3BaHue pabOThI, aBTOpP, PYKOBOAUTEIb,
PELIEH3€EHT, /1aTa);

e 2 cnaiin — BBogHas yacTp (mocTaHoBKa MpoOIeMbl, aKTyallbHOCTh U HOBHU3HA, Ha KaKUX
MaTepuanax 6asupyercst pabota);

e 3 crmaiin — Llenu u 3agaun paboThI;

e 4 craiin — MeToipl, IpUMEHsIEMbIE B paboTe;



e 5...n cimaiig — OCHOBHAs 4acTh;

e n+1 cnaiig — 3akmroueHue (BbIBOJIbI);

e nt+2 ciaiig — CIMCOK OCHOBHBIX MCITOJIB30BaHHBIX HCTOYHUKOB;

e n+3 cnaiin — Cmacu6o 3a BHUMaHue! (MOAMKUCH, BOSMOXKHO BBIPKEHUE OJIar0JapHOCTH
TeM, KTO PYKOBOJIMJI, PEIICH3UPOBAJ U/WJIM TTIOMOTaJ B paboTe).

[IpaBuna mpudroBoro ohopmicHus:

1. Pexomenayercst ucnob3oBath MpUQTH ¢ 3aceukamu (Georgia, Palatino, Times New
Roman);

2. Pazmep mpudta: 24-54 nyHnkra (3aronoBok), 18-36 myHKTOB (OOBIUYHBIN TEKCT);

3. Kypcus, noxuepkuBanue, xXUpHbIN WPUDT, IPONUCHBIE OYKBBI UCIIOJIB3YIOTCS IS
CMBICIIOBOT'O BBIJICJICHUS KIIIOUEBOW HHPOPMALIUU U 3aTr0JIOBKOB;

4. He pexoMeHayeTCs UCIOIB30BaTh Oosiee 2-3 TUMOB MPUPTA;

5. OCHOBHOM TEKCT JOKEH OBITH 0T(HOPMATHPOBAH 110 IIMPHUHE, HA CXEMaX — IO LEHTPY

[TpaBwmia BEIOOpA IIBETOBOW raMMBI:

1. [IBeToBasi raMMa JIOJDKHA COCTOSITh HE O0Jiee ueM 13 2 1IBETOB U BBIJIEP)KaHa BO BCEH
npe3entanuu. OCHOBHA 11€JIb — YUTAEMOCTD MPE3CHTALINH;

2. XKenareneH oTHOIBETHBIN (HOH HESIPKUX MACTEIBHBIX TOHOB (HAIIPUMED, CBETIIO-
3€JICHbIN, CBETIIO-CUHUM, OCKEBBIM, CBETIIO-OPAH>KEBBIN U CBETIIO-KEITHIN);

3. lIpet mpudra u 1Bet hoHa JOKHBI KOHTPACTUPOBATH (TEKCT JOJIKEH XOPOIIO
YUTATHCS, OCIIBIM TEKCT HA YePHOM (DOHE YUTACTCSI TLI0XO);

4. OdopmiieHre TPE3CHTALIMK HE JTOJDKHO OTBJIEKaTh BHUMAHHMS OT €€ CoJIep KaHusl.

I'padpuueckas nadopmarus:
1. Pucynku, ¢portorpaduu, tuarpaMMbl JOJDKHBI OBITh HATJISAHBIMEA U HECTH CMBICTIOBYIO
Harpys3Ky, COIPOBOKAATHCS Ha3BaHUSMU;
2. U3o6paxenus (B popmare jpg) ydiie 3apaHee 00padoTaTh s YMEHbIIEHHUS pa3Mepa
¢aiina;
3. Pa3mep ogHoro rpaduueckoro oobexta — He Oosee 1/2 pa3mepa cnaiiaa;
4. CooTHOIIIEHNE TEKCT-KapTUHKU — 2/3 (TeKCTa MEHbIIIEe YeM KapTHHOK).
[IpomexyTouHas aTTecTanus IpOBOIUTCS B hopMe 3aueTa. 3a4eT IPOBOTUTCS
YCTHO I10 BOIIPOCAM.
IIIkana oueHUBaHUsA 3a4eTa

10-20 6ansnos:

-yCBOGHHE 3HAHWI MPOTPAMMHOTO Marepuaia (yMEHHE BBIIEISITH TIJIABHOE,
CYIIIECTBEHHOE);

- U3JI0KEHHE U TTPABIILHOCTH (POPMYIIMPOBKH TOJIUTOIIOTUICCKUAX TTOHITHH;

-3HaHUE TOJUTOJOTHYECKUX HCTOYHUKOB U aBTOPOB-HCCIE0BATENeH MO JaHHOM
npobieme;

-yMEHHE CJIeNaTh BBIBOJI [0 U3JIaraeMOMy MaTepHay.

0-9 6amnnoB:

-HE3HaHUE 3HAYUTEIBHOIN YacTH MpOrpaMMHOT0 MaTepHaa;

-CyIIIECTBEHHBIE OITUOKH B TIPOIIECCE M3I0KEHUS;

-HEyMEHUE BBIICTHUTD CYIIECTBEHHOE U CJIeNIaTh BHIBOJIBI;

-He3HaHUE WM OIMOOYHBIC OTIPEIEIICHUS TIOHITHIA.



HTorosas mxaja mo IMcuIaInHe

HToroBas oneHka Mo AMCLUIUIMHE BBICTABIIAETCS 0 IPUBEICHHON HMKE LIKaJIe.
[Ipy BBICTaBIEGHHMM WTOTOBOW OIEHKM MPEMOJABaTeNieM Y4YHUTHIBaeTca paboTa
00yyaroIerocsi B Te4eHUe OCBOEHUS JUCLUIUIMHBL, @ TAKXKE OLIEHKA 110 IPOMEKYTOUHOM
aTTeCcTalluu.

CucreMa OLCHUBAHUSA Baaasl
«3aureHo» 41-100
«He 3aureHoy» 0-40




