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OLIEHOYHBIE CPEJCTBA J1JIS1 IPOBEJEHMS TIPOMEKYTOUYHOM
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1. O01mme cBegeHns

1. | Kadenpa DuUI0JIOTUY U MEAMAKOMMYHUKAITUN

2. | HammpaBnenue nmoAroToBKu 38.03.02 MeHeHKMEHT

3. | HammpaBnerHoCTh (poduib) Jloructuka u ynpasieHue NpearnpusiTHEM

4. | Tncunmmna (Mosyss) ILOKyMeHTauHOIEHoe obecrnieueHue
YIPaBJICHUYECKOU IeITEIbHOCTH

5. | ®opma 0OydeHus ouHas

6. | Tom Habopa 2021

2. [lepeyeHb KOMMeETEHIUIA

VYK-4 - CriocobeH oCyIIECTBIATh ICTOBYI0 KOMMYHHUKAIMIO B YCTHON M MMCbMEHHOH (hopmax Ha
roCyapcTBEHHOM si3bike Poccuiickoit @enepanyu 1 ”HOCTpaHHOM(BIX) SI3bIKE(aX);

[IK-5 - CnocobeH COBEpIICHCTBOBATh OPraHU3alUI0  JOKYMEHT00OOpoTa, 3((eKTHBHO
UCIIOJIb30BaTh MMEIOIINXCS PECYPCOB ISl 00ECIeUeHNsI KOHKYPEHTOCIIOCOOHOCTH TPOU3BOIMMOI
OPOAYKIMH, paboT (YCIIyr) U NOJy4eHUs NpUObUIH




3. Kpurepunu u noka3arejim OlleHUBAHHMS KOMIIeTEeHIIMIi HA Pa3JIMYHBIX 3Tanax ux GgopMupoBaHus

Jran popMupoBanus dDopmupyem Kpurepun u nokasareju OeHUBAHUS KOMIIETCHIMHT DopMbI KOHTPOISI
KOMIIeTeHIIUH (pa3/esibl, TeMbI an 3HaTh: Ymernb: Baaners: copmupoBaHHOCT
AUCHMILINHBI) KOMI::ITeHH U KOMIIeTeH i
1. Jlokymenm 6 coepemenrnom mupe YK-4; I[IK-5 | TepmuHOIOTHIO B 00J1aCTH M0JIb30BaThCA U3YYCHHBIMU METOJIUKOH pedepar, Tect
JIEJIONPOU3BO/ICTBA, CTaH/1apTU3UPOBAHHBIMU CO3/1aHus,
HOpPMAaTUBHbIE TEPMHHAMHU; IPUMEHSTH Ha odopmiieHus,
JIOKYMEHTHI, IIPaKTUKE TOCY1apCTBEHHbBIE 00paboTKHU U
perJaMeHTUpyoIre CTaH[IaPTBhI, IpyTHe XpaHeHus
COCTaBJICHUE, HOpPMAaTUBHBIE U JIOKYMEHTOB
odopmIiIeHHEe JOKYMEHTOB METOJUYECKHE TOKYMEHTHI,
U TIOPSAZI0K paboTHI ¢ periaamMeHTHpyoIIne
HUMU OpTraHHU3aIII0
JIEJIONPOU3BOJICTBA
2. [Hoxymenmayuonnoe obecneuenue | YK-4;IIK-5 | TepMuHONIOrHIO B 00J1aCTH |  MOJIB30BATHCS U3y4YEHHBIMU METOJIUKON TECT
ynpaenenus JIeJIONPOU3BO/ICTBA, CTaH/IapTU3UPOBAHHBIMU CO3/1aHus,
HOpPMAaTHBHBIE TePMHHAMHU; IPUMEHSTH Ha odopmiieHus,
JIOKYMEHTHI, IPAKTHKE TOCYJapCTBEHHBIE 00paboTKH U
perJaMeHTHpYoIIre CTaHJIaPThI, IpYyTHe XpaHeHus
COCTaBJICHHE, HOPMAaTUBHBIE U JIOKYMEHTOB

odopmIiIeHrHE JOKYMEHTOB
U TIOPSZ0K paboTHI ©
HUMH; TTPaBUIIA
COCTaBJICHUS U
odopmieHus
OpraHu3aIMOHHO-
pacnopsITUTEIbHBIX
JOKYMEHTOB, BXOJISIIIMX B
YHUPHUIHPOBAHHYIO
cucTeMy
OpraHu3aIMOHHO-
pacropsIuTeIbHBIX
nokymenToB (YCOP/])

METOANYECKHE JOKYMEHTHI,
periIaMeHTHPYIOIIHe
OpraHu3aIUIo
JeTONPOU3BO/ICTBA;
COCTaBJIATh U NMPaBUIBHO (B
COOTBETCTBHUH C
JEUCTBYIOIUMHU
HOPMAaTHUBHBIMA
JIOKYMEHTaMH ) 0pOpMIISTh
OCHOBHBIE BH/IBI
OpraHu3alMOHHO-
pacropsIuTeIbHBIX
JTJOKYMEHTOB; BBIIIOJIHSTh




OMpCACIICHHBIC BUJIbI pa60T 110

OopraHu3amyu padoThI ¢
JIOKYMEHTaMU

3. Opeanuzayus pabomsi ¢
O0OKyMeHmamu

YK-4; I1K-5

TEPMHUHOJIOTHIO B 00J1aCTH
JIeTIOTIPOU3BO/ICTBA,
HOpPMATHBHBIC
JIOKYMEHTHI,
perIaMeHTHPYIOLIHE
COCTaBJICHUE,
oopmiIeHHE TOKYMEHTOB
U TIOPSAJ0K paboTHI ¢
HUMH; [TPaBUIIA
COCTaBJICHUS U
odopMIIeHUS
OpraHu3aIMOHHO-
pacropsIuTeIbHbIX
JIOKyMEHTOB, BXOJISIIIIUX B
YHubuumpoBaHHyo
cucTeMy
OpraHu3aIMOHHO-
pacropsIuTeIbHBIX
nokymenToB (YCOP/I)

MOJIb30BATHCS U3YUYEHHBIMU
CTaH/IapTU3UPOBAHHBIMU
TePMHHAMHU; IPUMEHSTH Ha
MIPAKTUKE TOCYIapCTBCHHBIE
CTaHJIaPTBhI, IpyTHe
HOPMATUBHEIC U
METOJUYECKHE TOKYMEHTHI,
perIaMeHTHPYIOIIHE
OpTraHHU3aINI0
JICJIONIPOU3BO/ICTBA,;
COCTaBIISITh M MPABUIIHHO (B
COOTBETCTBHHU C
JIECTBYIOIIUMHU
HOPMAaTUBHBIMH
JIOKyMEHTaMH ) 0(hOpMIISATH
OCHOBHBIC BH/IBI
OpraHu3aIMOHHO-
pactopsANTEeILHBIX
JIOKYMEHTOB; BBITIOTHSTh

ornpezeeHHbIe BUbI padoT 10

OpraHu3aIy paboThI ¢
JIOKYMEHTaMH

METOIUKOHN
CO3/IaHUS,
odopmIIeHuUS,
00paboTKu U
XpaHeHus
JIOKYMEHTOB

yueOHasi AUCKycCus,
TECT

Ilkana oneHNBaHus B paMKax 0ajibHO-peiiTuHroBoii cucrembl MAI'Y: «He 3auteHo» - 60 OaioB U MeHee, «3auTeHoy - 61-100 6amos




4. Kputepuu v MKAJbI OLeHUBAHUS

4.1. Tect
[TponeHT npaBUIIBHBIX OTBETOB Jo 60 61-80 81-100
KonndecTBo 0amioB 3a penieHHbIH TeCT 0 5 10

4.2. Bpino/iHeHHe 32JaHNH HA IOHUMAHUE TEPMHHOB
He npenycmorpeno

4.3. Iloaroroska pedepara

Banasl

XapaKTepI/ICTI/IKH 0TBE€TA CTYJACHTA

20

- CTYJICHT TJTyOOKO M BCECTOPOHHE YCBOWII ITPOOIIEMY;

- YBEPEHHO, JIOTUYHO, TIOCJICIOBATEIIEHO ¥ TPAMOTHO €0 U3JIaraer;

- ONUPAsCh HA 3HAHHS OCHOBHOW W JIOTIOJIHUTEIBLHOW JIMTEPATYphl, TECHO
CBS3BIBACT  yCBOCHHBIC  HAyYHBIC  TMOJIOKCHHSI C  MPAKTUYCCKOU
JEATEIBHOCTBIO;

- yMeJI0 00OCHOBBIBACT U apPTyMEHTHUPYET BBIIBUTAEMbIC UM UJICH,

- JenaeT BEIBOIBI U 0000IIEHH;

- cBOOOJIHO BJIAJICET NOHATUIMU

10

- CTYIEHT TBEpPAO YCBOWJI TEMy, TPaMOTHO U MO CYUIECTBY H3JaraeTr ee,
OMUPAsICh HA 3HAHUS OCHOBHOW JIUTEPaTYpHI;

- HE JIOMYCKAET CYIIECTBEHHBIX HETOUYHOCTEH;

- YBSI3bIBAET YCBOCHHBIC 3HAHUS C IPAKTUYECKON JACATEIHHOCTHIO;

- ApryMEHTHUPYET Hay4YHbIE MOJ0KECHHUS;

- JenaeT BLIBOJBI 1 0000IICHU,

- BIIaJICET CUCTEMOM OCHOBHBIX HMOHSTHI

- CTYZICHT HE YCBOWJI 3HAYUTEIHHOU YaCTH TTPOOIIEMBI;

- IOTTYCKaeT CYIIECTBEHHBIE OLTUOKU M HETOUHOCTH MPU PACCMOTPEHHH €€;
- UCTIBITBIBAET TPYJHOCTH B IPAKTUYECKOM TPUMEHEHUN 3HAHU;

- HE MOXET apryMEHTUPOBAaTh HAyYHBIE MMOJOKEHHUS;

- He OPMYJIUPYET BHIBOJIOB U 0OOOIICHMIA;

- HE BJIaJICET NOHATUHHBIM annapaToM

4.4. YueOHas1 TUCKYCCUA

Banabl

XapakTepuCTHKHN OTBETA CTYJeHTAa

10

- CTYJIEHT TIOJTHO YCBOWJ Y4eOHBIN MaTepHalr;

- IPOSIBIISIET HABBIKK aHAJIN3a, 0000IIEHHU S, KPUTHIECKOTO OCMBICIICHNS,

- BJIaJIeeT HaBBIKAMH MyOTUYHON pedH, apryMEHTaIli1, BeIeHUs UCKYCCUU
Y TIOJIEMHKH;

- BIIaJIceT HaBBIKAMU KPUTHYECKOTO BOCTIPUATHSL MHPOPMAITUH;

- MaTrepua’d M3Jlaraercs rpaMOTHO, B  ONPEACICHHOW JIOTMYECKOU
MOCJIE/I0BATEIbHOCTH;

- TOYHO UCIOJB3yETCS TEPMUHOJIOTHS;

- TOKa3aHO YMEHHE WUIIOCTPUPOBATh TEOPETHUECKUE  MOJIOKEHUS
KOHKPETHBIMHU TIPUMEPAMH, IIPUMEHSITh NX B HOBOW CUTYaIIHH;

- CTYZICHT YMEET BBICKA3bIBATh CBOIO TOUKY 3PEHUS;

- CTYACHT JEMOHCTPHUPYET YCBOECHHE paHEe HM3YyYEHHBIX COIYTCTBYIOLIUX
BONPOCOB, CHOPMHUPOBAHHOCTh M YCTOMYMBOCTh KOMIETCHIMN, YMEHHUH U




HaBBIKOB.

- OTBET yJOBJICTBOPSICT OCHOBHBIM TPEOOBaHMSAM Ha BBICHINI 0aul, HO MPHU
9TOM HMMEeT OJUH W3 HEJOCTaTKOB: B YCBOCHHHM Y4e€OHOro Marepualia
JIOTTYIIEHbI HeOOoNbIINe TPOOENbl, HE HMCKA3WBIINE COJCPIKAHUE OTBETA;
JOTIYIIEHbl OJIMH — JBa HexodeTa B (OPMHUPOBAHUM HABBIKOB MYOIMYHOU
peuH, apryMeHTaluu, BEACHUS IUCKYCCUM W TIOJEMHUKH, KPUTHUYECKOTO
BOCHIpUATHS HHPOPMAITUH.

- HEIOJIHO MM HEMOCIEI0BATECIbHO PACKPBITO COACPKAHME MATepHalla, HO
IO0Ka3aHo o0llee NOHMMaHHWE BONPOCAa U IPOJAEMOHCTPUPOBAHBI YMEHUS,
JIOCTaTOYHBIE JUIS AAJIIBHEUILIET0 YCBOSCHU MaTepuaa;

- UMEJIUCh 3aTPYJHEHUS WU JIOMYILEHbl OUIMOKU B ONpPEEeICHUH OHATHH,
UCIIOJIb30BAHUHA  TEPMHUHOJIOTMHM, MWCIPABJICHHBIE IIOCJIE€  HECKOJBKHUX
HaBOJALIUX BOIIPOCOB;

- TIpPU HENOJHOM 3HAHUM TEOPETUYECKOrO0 MaTepHuajla  BbIABIICHA
He/locTaToyHass CpOpPMUPOBAHHOCTh KOMIIETEHIMH, YMEHUH U HaBBIKOB,
YYAIIUNCS HE MOXKET IPUMEHUTDH TEOPHUIO B HOBOM CHTYalUU.

- HE PACKPBITO OCHOBHOE COZIepKaHKHE yueOHOTo MaTepHara;

- 00HaApyXEHO HE3HAHUE WJIM HEMTOHUMaHWe OOJIbIIe Wik Hanbosee BaXKHOU
YacTu y4eOHOro MaTepuarna;

- JOIYIICHBI OIIMOKHA B OMpCaACIICHUU HOHﬂTHﬁ, IIpu HMCIIO0JIb30BaHUU
TEPMHUHOJIOTHH, KOTOpPbIE HE HCIIPABJICHBI IOCJIE HECKOJIbKHX HaBOJSIINX
BOIIPOCOB;

- He cOpPMUPOBAHBI KOMIETCHIIMM, YMEHHS U HABBIKM MYOJIMYHON peuu,
aprymMcHTanuu, BCACHUA JUCKYCCHUHN u IIOJIEMHUKU, KPHUTHYCCKOT'O
BOCHpUATHS HH(POPMALIUU

4.6. PaboTa Ha NpaKTHYeCKUX 3aHATHUSAX

Banasl

XapakTepuCTHKH OTBETA CTYAeHTA

2

- CTYZICHT TJTyOOKO M BCECTOPOHHE YCBOMII MPOOIIEMY;

- YBEPEHHO, JIOTUYHO, TIOCIIEI0BATEILHO M TPAMOTHO €T0 U3JIaraer;

- OITUPASICh HA 3HAHUS OCHOBHOW U JOTIOJIHUTEIFHOHN JINTEPATYPHI, TECHO
MIPUBSI3BIBAET YCBOCHHBIC HAYYHBIE TIOJIOKEHUS C MPAKTUYECKOM
JeSATEIILHOCTBIO;

- yMeJo 00OCHOBBIBAET U apTyMEHTHPYET BbIIBUTAEMbIE UM UJICH;

- JenaeT BLIBOJBI 1 0000IICHU,

- CBOOOJTHO BIIAICET MOHITHIMHU

- CTYJICHT TBEPJIO YCBOWII TEMY, TPAMOTHO H IO CYIIIECTBY M3JIaraeT ee,
ONMUPAsiCh Ha 3HAHUS OCHOBHOU JIUTEPATYPHI;

- HE JIOITYCKAeT CYIIECTBEHHBIX HETOYHOCTEH;

- YBSI3BIBAET YCBOEHHBIC 3HAHUS C TIPAKTHUECKOH JIeATEIHHOCTHIO;

- apPrYMEHTHPYET HAayYHBIC ITOJIOKCHHS,

- Je7aeT BEIBOIBI U 0000IIEHH;

- BJIQJIEET CUCTEMON OCHOBHBIX ITOHSITUI

0,5

- TeMa PacKpbITa HEJTOCTATOYHO YETKO M MOJTHO, TO €CTh CTYJACHT OCBOUJI
npo0sieMy, 1o CYIIeCTBY M3JIaraeT ee, ONUpasch Ha 3HAHUS TOJIBKO
OCHOBHOW JIUTEPaTypHI;

- JIOMYCKAaeT HECYIIECTBEHHbIE OMMOKN U HETOUHOCTH;

- HCTIBITBIBAET 3aTPYIHECHHS B IPAKTUICCKOM IPUMEHEHUH 3HAHUIA,

- cnabo apryMeHTUPYET HAYYHBIE TOJIOKEHUS;

- 3aTpyaHSAETCA B OPMYITHMPOBAHUH BBIBOJIOB U 000OIIICHHMIA;

- YACTUYHO BJIAJICET CUCTEMOW MOHATUI

5




- CTYJICHT HE YCBOWJI 3HAYUTEIBHOMN YacTh TPOOIIeMBI;

- IOITYCKAaEeT CYIIECTBEHHBIC OMTUOKH M HETOYHOCTH IIPU PACCMOTPEHHH €€;
- UCTIBITHIBACT TPYAHOCTH B IPAKTUICCKOM MPUMECHEHUY 3HAHUH;

- HE MOKET apryMEHTHPOBATh HAYYHBIC MTOJIOKCHUS,

- He OpMYJIMPYET BHIBOJIOB U 0OOOIICHMIA;

- HE BJIQJICCT MOHATUIWHBIM aIapaToM

4.7. OueHka 0TBeTa CTyJeHTA HA 3a4eTe

banbl XapakTepuCTHKH OTBETA CTYJAEeHTa

40-39 6 - CTYJEHT IOKa3al OTJIMYHbIE 3HAaHUA N0 JucuuIuinHe «Pycckuil s3bIK U
KYJBTypa peun;
- COJepXaHHWE OTBETOB CBHUJETEIBCTBYET O BBICOKOH  CTEIECHHU
c(OPMHUPOBAHHOCTH YMCHHS AaHAJIM3UPOBATh (aKThl PYCCKOH peuw,
XapakTepu3oBaTh TEKCTBl C TOYKH 3pPEHHS WX  CTHIMCTHYECKOU
NPUHA/IJICKHOCTH;
- CTYACHT XOPOIIIO BJIICET HOPMaMH JUTEPATYPHOU PEUH.

38-30 6 - CTYIEHT TIOKa3aJl XOpOIlMEe 3HAHUS MO JUCHUIUTMHE «Pycckuil s3bIK U
KyJIBTYypa peumn;
- COJep)KaHWE OTBETOB CBHUICTEIbCTBYET O JIOCTATOYHOW CTEICHU
c(OPMHUPOBAHHOCTH YMEHHS AaHAIM3UPOBATH (PAKTBl PYCCKOW pedH,
XapakTepu30BaTh TEKCThl C TOYKH 3PEHHS HX  CTUJIMCTHYCCKOU
NPUHA/JICKHOCTH;
- CTYJICHT B IICJIOM BJIAZICET HOPMaMHU JIMTEPATYPHOI peun.

29-106 - CTYIEHT TIOKa3aJl YAOBJICTBOPUTEIbHBIC 3HAHUS [0 JUCIUIUIMHE
«Pycckuii SI3bIK U KYJIBTYpa PeUH»;
- coIep)KaHWE OTBETOB CBHUJETEILCTBYET O CpEOHEH  CTeleHH
c(OPMHPOBAHHOCTH YMEHHS aHAIM3UPOBAaTh (aKThl PYCCKOM pedH,
XapakTepu30BaTh TEKCTBl C TOYKH 3pEHHS WX  CTHIMCTHYECKOU
HPUHAIIEKHOCTH;
- CTYJICHT B IIEJIOM BJIaJIe€T HOPMaMH JIUTEPATypHOH pedH, OJJHAKO WHOTIA
JIOTTYCKaeT OUTHOKH.

9 6 u meHee - CTYACHT MOKa3aJl IJIOXWE€ 3HAHUA MO JucuuiuinHe «Pycckuil s3bIK U

KyJIBTYypa peun;
- colepXaHME OTBETOB  CBHUJAETEIbCTBYET O HHM3KOH  CTENeHu
c(OPMHPOBAHHOCTH YMEHMS aHaJIM3UpOBaTh (akThl PpYycCKOM peuw,
XapaKTepu30BaTh TEKCThl € TOYKH 3pEHUS MX  CTUJIMCTHUYECKOU
HNPUHAIIEKHOCTH;

- CTYJIEHT TJIOXO BJIaJICET HOPMAaMHU JIMUTEPATYpHOU peuu.

5. TunoBble KOHTPOJIbHBIC 32/JaHUS U METOAUYECKHE MATEePHAJIbl, ONpele/sIoIue
npoueaypbl OUEHMBAHWSI 3HAHUI, yYMEeHMiH, HABHIKOB M (MJM) ONbITA JAeSATEJbHOCTH,
XapaKkTepu3ywIIuX Jranbl (POPMHMPOBAHUSA KOMIICTEHUMHA B mpouecce OCBOCHHS
o0pa3oBaTe/IbHOI POrpaMMBl.

1) Tunoeoe mecmoesoe 3a0anue

JIE-1 JlokyMeHT B COBpeMeHHOM MHUpe

1. Uadopmanus, 3adukcupoBaHHas Ha MATEPUATTLHOM HOCUTEINE U MpeIHA3HAUYCHHAS JIJIS €€
COXpaHEHHUS U TIepeJaud BO BPEMEHH U TPOCTPAHCTBE — ITO:

a) 3asIBJICHUE;




0) yIoCcTOBEpEHUE;
B) JJOKYMCHT;
') COOOIIEHHE.

2. CeezneHusi, BOCIPUHUMAEMbIEC YETIOBEKOM H (MJIN) CIIEIIMATIbHBIMU YCTPOUCTBAMH KaK
oTpakeHHe (PaKTOB MaTEPUAIILHOTO WM JYXOBHOIO MUpa B MPOLIECCE KOMMYHUKALUU — 3TO:
a) CooOIIeHHE;

0) yBEeIOMJICHHE;

B) UH(pOpMaLHs;

r) coOpaHue.

3. JlokyMeHTanbHBIN MOTOK — 3TO:

a) HauOoJee aBTOPUTETHBIE U AKTyaJIbHbIE JOKYMEHTHI;

0) conmanbHas nHGOpMaIs;

B) COBOKYIHOCTbH ()YHKIIMOHHPYIOUINX B OOIECTBE MEPBUYHBIX JOKYMEHTOB;
I') COBOKYMHOCTh ()YHKIIMOHUPYIOLIUX B OOIIECTBE CIPABOYHBIX TOKYMEHTOB.

4. HenpepbIBHOE YBEJIMYCHHUE YMCIIa BHOBb CO3/1aBaEMBIX IOKYMEHTOB Ha3bIBACTCS
a) cTapeHueM;

0) paccesiHUEM;

B) KYMYJISSTUBHOCTBIO;

I') pOCTOM 00BbeMa MOTOKA.

5. K HOpMaTuBHO-TIPaBOBBIM JIOKYMEHTaM OTHOCSITCSL:
a) KOHCTUTYLUS;

0) MeToMYecKHe yKa3aHus;

B) PEKOMEH/IAINU;

I') UHCTPYKIIHU.

JE-2 JlokyMeHTALHOHHOE 00ecrieyeHne yIpaBJIeHus

1.

Tpe6OBaHI/I${ K OCI)OpMJ'ICHI/IIO OpFaHI/I3aI_II/IOHHO'paCHOpHHHTeHBHOﬁ AOKYMCHTAIMU JIS1 BCECX

opraHmauHﬁ HE3aBHCHUMO OT XapaKTepa UX ACATCIbHOCTU COACPKATCA:

a)
0)

I'OCT P 6.30-2003;
TUnoBoil HHCTPYKIIMH I10 JEJIONPOU3BOJACTBY B MUHUCTEPCTBAX U BeoMcTBax Poccuiickon

denepauny;

B)
)

2.
a)
0)
B)
r)

3.
a)
0)
B)
r)

I'OCT P 7.0.8-2013;
[IpaBunax 1e10npou3BOJICTBA B (pefiepabHbIX OpraHax UCIIOJIHUTENbHON BIACTH.

Hcxondmumii JOKyMEHT — 3TO:

JNOKYMEHT, OTIIPABJIEHHBIN U3 yUPEKICHHUS;

JOKYMEHT JIJIsl UCTIONIb30BaHUS TEM YUPEKICHUEM, B KOTOPOM OH OBLIT CO3/1aH;
JOKYMEHT, IOCTYIIUBIIMI B YUPEKICHUE;

JOKYMEHT 00s13aTeIbHBINA K UCIOTHEHUIO.

TpynoBas nesaTenbHOCTb IpaxkaH (pUKcUpyeTcs B:
3asIBJIGHUU O MIpHEeMe Ha paboTy;

JOJPKHOCTHBIX MHCTPYKIIHSIX;

XapaKTepUCTHKAX;

TPYAOBBIX KHIKKaX.



4. Opranu3alMOHHBIN JOKYMEHT, B KOTOPOM YKa3bIBaIOTCS BCE CTPYKTYpPHbIE MOAPA3ACIICHHUS,
BBOJMMbIE Ha MPEANPUATUH JODKHOCTH U KOJIMYECTBO IMITATHBIX €AMHMIL [0 KaXKI0M U3
JIOJKHOCTEHN — 3TO:

a) IpaBuJia BHYTPEHHETO U TPYJOBOIO PACIOPsIKa;

0) CTpyKTypa U IITaTHasi YUCICHHOCTB;

B) yCTaB;

I) LITaTHOE pacIUCaHUE.

5. B cocraB nH(hpOpMaIMOHHO-CIIPABOYHBIX IOKYMEHTOB HE BXOJIHT:
a) MPOTOKOJI;

0) cripaBka;

B) pacHopsoKECHHE,

I) aKT.

JE-3 Opranu3anus padoThl ¢ J0OKyMeHTaMH

1. Jlenompou3BOACTBO — ATO OTPACIIb ACATEIBHOCTH, KOTOPAs MPEAIOIIAraeT:

a) obecrieyeHre CBOEBPEMEHHOT0 U MPABUIILHOTO CO3JJaHUs IOKYMEHTOB (JIOKYMEHTUPOBAHHE);
0) opranuzaiuio padoThl C JOKYMEHTAMH,

B) JOKYMEHTOOOOpOT;

I') XpaHEHHE JOKYMEHTOB.

2. Opranuzanus paboTsl C JOKYMEHTaMH B MUHUCTEPCTBAX HOCHT Ha3BaHUE:
a) COBETCKOE JICTIONPOU3BOJICTBO;

0) KOJUIEKCKOE JIEI0NPOU3BOJICTBO;

B) IPUKAa3HOE JIEJIONPOU3BOICTBO;

T') HCIIOJHUTEIIFHOE JICIIONPON3BO/ICTBO.

3. CucreMaTU3MpOBaHHBIH ITEPEYCHb 3ar0JI0BKOB JIETI C YKa3aHHEM CPOKOB UX XpaHEHHS — 3TO:
a) HOMEHKJIATypa;

0) ab0peBuatypa;

B) apXMBHBIH CITUCOK;

I) KaTajor XpaHeHHs.

4. TlpunoxxeHus K JOKyMEHTaM MOMEIIAl0TCs B JIEJIO:

a) B 3aBUCHMOCTH OT JaThbl UX YTBEP:KJICHHUS;

0) B 3aBUCHUMOCTHU OT JIaThl COCTABJICHHUSI;

B) IPUCOEIUHSIOTCS K JOKYMEHTaM, K KOTOPBIM OHU OTHOCSITCS
r) GopMHUpYIOTCS B OTAENIBHOE JIENO.

5. Texyuue nena XpaHsr:

a) B CIIELUAIILHOM OTJIEJIe apXUBa;

0) B ceiide pyKOBOIUTENSI OpraHU3AIIHH;
B) Ha pabounX MecCTax;

T') B CHECIHATBHBIX XPaHHUJIHIIAX.

Kiroun Kk TeCTOBBIM 3alaHUAM:

InE | AE-1 | JE-2 | JE-3
Ne gomp.
1 8 a 9]
2 8 a 2
3 8 2




4 2

5 a 8

5.2. Tunosblie Kelc-3a7aHuA
He mpexycMmoTpeno

5.3. TunoBsble TeMbI pedepaToB

1. CrpyxTypa 10KyMEHTALIUOHHOTO 00ECIIEYEHMSI YIIPABIICHUSI.

2. OcHOBHBIE dTanbl Pa3BUTHUSL OTEYECTBEHHOIO JEIONPON3BOICTBA.

3. CrpykTypa TOCYyIapCTBEHHOTO PpEryJMpOBaHUS JOKYMEHTAI[MOHHOTO  oOecredeHus
yIpaBIeHUSI.

4. Metozpl COBEPIIEHCTBOBAHUS YIIPABIECHUYECKUX JOKYMEHTOB.

5. CranpapTuzanusi Kak perjaMeHTHPYIOIass OCHOBAa JIOKYMEHTAIIMOHHOTO OOecredeHus
yIIpaBIICHUSI.

6. OdunuansHbie U CIy)XeOHbIE JOKYMEHTHI.

7. Opranu3alMOHHO-TIPAaBOBBIE JOKYMEHTHI.

8. HudopmaimoHHO-CIIpaBOYHBIE JOKYMEHTHI.

9. PacnopsiauTenbHbIe JOKYMEHTHI.

10. JIoKyMEeHTHI IO TUYHOMY COCTaBY.

11. JloxymeHTHI GPU3NIECKUX JIHII.

12. OdopmiieHue u peKBU3UTHI YIIPABICHYECKUX TOKYMEHTOB.

13. SI3BIK ¥ CTWIIB YIIPABIEHYECKUX TOKYMEHTOB.

14. Opranuzanus paboThI ¢ YIIPaBICHYECKUMHU JOKYMEHTaMHU.

15. CoBpemennbie HHGOPMAIIMOHHBIE TEXHOJOTUA B JOKYMEHTAI[MOHHOM OOECICUECHHUH
roCy/IapCTBEHHOTO YIIPABICHUS.

16. DileKTpoHHOE aJIMHHUCTPATUBHOE JICTIOPOU3BOJICTBO.

5.4. TunoBble 3aJaHUs K YU4eOHOI THMCKYCCUH

Jlenornpoun3BoACTBO Kak HEOTheMJIeMas YaCTh OPraHU3aLUU paboThl C JOKYMEHTaMHU
OcobeHHOCTH OpraHu3aIuu paboThl ¢ BXOASIIMME JTOKYMEHTAMHU

Opranuzanus paboThl ¢ UCXOSAIUMH JOKYMEHTaMHU

Opranuzanys paboTsl ¢ KOHQHUIEHINATbHBIMU JOKYMEHTAMU

Opranuzanus paboTsl ¢ JOKyMEHTaMU MO JUYHOMY COCTaBYy.

agrwdE

5.5. TuNoOBOE KOHTPOJILHOE 3alaHHNe
He npenycmotpeno

5.6. Bonipocsl K 3auety

[Tonsatue «10KyMeHT», ero pazButie. CBA3b HH(GOPMAIUY U IOKYMEHTA.

CrpykTypa TOKYMEHTa, €€ 0COOEHHOCTH.

[lonsTHE «CHCTEMBI TOKYMEHTALIUN), PA3BUTHE CUCTEM JOKYMEHTALIUH.

Jlenonpon3BOICTBO KaK €AUHBIN MPOIIECC.

Bupl 651aHKOB, IpaBUiIa UX COCTABJICHUS U 0(OPMIICHHUSL.

. OpranuzanuoHHble JOKyMeHTH. OOmas xapakrtepuctuka. IlpaBuna cocraBieHus,
oopmIIEHHS.

7. PacnopsautensHble ToKyMeHTHI. O01mas xapakrepuctuka. TpeboBaHUs K UX COCTaBJICHHUIO,
oopMIIeHHIO, XPAaHEHUIO.

8. CmyxeOHbIe THCbMa. Pa3HOBUIHOCTH CITy’)K€OHBIX TTHCEM.

9. Pa3HOBUAHOCTH JIOKJIAAHBIX M OOBSICHUTENBHBIX 3allMCOK, OCHOBHBIE TpeOOBaHUS,
IPEIbSBIAEMbIE K X COCTABICHHUIO.

10. Pa3HOBHIHOCTH aKTOB M UX Ha3HAUYEHUE, IPABUJIA UX COCTABICHUS U OOPMIICHHS.

11. JIokyMEeHTBI IO IMYHOMY COCTaBYy MPEIIPUATHS, YUPEKIACHUS.
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12. JlomxHOCTHAst MHCTPYKIMA KaK JOKYMEHT IO JINYHOMY COCTaBYy.

13. ®unaHCOBO-OyXTranTepckue JOKYMEHTHI yupexaeHus. O01mas xapakTeprucTHKa.

14. MudopMannoHHO-CIIPABOYHBIE JOKYMEHTHI, UX BBl U Ha3HAUYCHHE.

15. Cucrema kanpoBoit nokymeHTanuu. [IpaBuna cocrapneHust 1 ohopmieHus.

16. Ilpuka3 1O JNUYHOMY COCTaBY KakK BHUJ pPacIOpAIUTEIBHOrO JOKyMeHTa. llopsmok
pa3palboTKu, MOJArOTOBKA MPOEKTa MpHKa3a, COrIacoBaHUE U ero o(opMiIeHIE B COOTBETCTBUU C
JEHCTBYIOIMMH HOPMaMU U IIpaBuiamMu. JloBeleHne O UCIIOJTHUTEIIEH.

17. OdopmiieHre TPyIOBBIX KOHTPAKTOB YUPEIKICHUS C PAOOTHUKOM.

18. TpynoBas KHHXKAa, KaK OCHOBHOM JOKYMEHT O TPYJOBOH IEATEIBLHOCTH pPaOOTHUKA.
[IpaBuna ee BeaeHuUs.

19. JIuyHoe n1eno u XapaKTepUCTHKA JOKYMEHTOB, BXOJSIINX B €0 COCTAB.

20. Perucrpanus 1oKyMeHTOB Kak mpouecc. OCHOBHBIE LIETH U (POPMBL.

21. OpraHuzanus TEKyIIero XpaHEeHHUs JOKYMEHTOB.

22. Homenknatypa nen yupexnaeHusi. CocTtaBieHUE, YTBEPKACHUE U BEICHHE HOMEHKIIATYPHI
JelI.

23. Kontpoib ucnoaHeHus T0KyMeHTOB. OcylIecTBIEHNE OPTaHU3aluA KOHTPOJIS.

24. TexHOJOTHS MOATOTOBKH JIE K C/1a4e B apXUB.
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