Ipuno:xenne 2 k PIIJI OcHOBBI 1€101PON3BOACTBA

38.03.02 Menea:kMeHT

Hanpasiennocts (mpouis) Jlorucruka u ynpapjeHune npeanpusTaeM
®opma 00yuyeHUsT — OUHAS

I'ox nadopa - 2022

OLIEHOYHBIE CPEJCTBA J1JI51 IPOBEJEHMS IPOMEKYTOUYHOM ATTECTALIMUA
OBYYAIOLIUXCS MO JUCUMUIIIUHE (MOIY.JIIO)

1. O01mme cBegeHns

1. | Kadenpa DuU0JIOrMY U MEAMAKOMMYHHUKAIIUH

2. | HanpaBieHue moaroToBKu 38.03.02 MeHeKMeEHT

3. | HampasnennocTs (mpoduib) Jlorucrrka u ynpaplieHUE MPEATNPUITUEM
4, | ducruruiHa (MOTYyJIb) OCHOBBI JI€TIOTIPOU3BOJICTBA

5. | ®opma oOydyeHus oyHas

6. | 'og Habopa 2022

2. llepevyeHb KOMIIETEHIIMH

YK-4 - CriocobeH ocyIecTBIATh IeI0BYI0 KOMMYHUKAIIUIO B YCTHOM U MUCbMEHHON opmax Ha
rocynapcTBeHHOM si3blke Poccuiickoit denepanuu 1 MHOCTPaHHOM(BIX ) s3bIKe(aX);

[IK-5 - CpoocobeH COBEpIIEHCTBOBATh OPTraHU3AIMIO JTOKYMEHT0000poTa, 3¢ (HEeKTUBHO
HCTIOJIB30BaTh UMEIOIINXCS PECYPCOB UIsi 00ecreueHUs] KOHKYPEHTOCTIOCOOHOCTH TPOU3BOIUMOM
NPOAYKIMH, paboT (yCIyr) U MOJTy4YeHUs NPUObLIN




3. KpuTepuu u noka3ate/iu olleHMBAHUSI KOMIIeTEHIIMIi HA Pa3JIMYHbIX ITAaNax uX GopMUpPOBaAHUSA

Jrtan opmMupoBaHus

KpuTepnn M MOKA3aTeJId OLleHUBAHUSI KOMIIETEeHITUM

(I)OpMLI KOHTPOJIH

dopmupyemast
KOMIIeTeHIIUH (pa3/aesibl, TeMbI e — 3HaTh: Ymernb: Baaners: copmMupoBaHHOCTH
AMCHUIIMHBI) KOMIIEeTeHIU
1. Jlokymenm 6 coepemenrnom YK-4; IIK-5 TEPMUHOJIOTHIO B 00JIACTH | TIOJIb30BAThCS U3YYCHHBIMH METOJIUKOMN pedepar, Tect
Mupe JIEJIONPOU3BO/ICTBA, CTaHJAPTU3UPOBAHHBIMU CO3JaHus,
HOPMaTUBHBIE TEpPMUHAMHU; IPUMEHSTh HA odopmiieHus,
JIOKYMEHTHI, MIPaKTUKE TOCYIapCTBEHHbBIC 00paboTKu U
periiaMeHTUPYIOLIe CTaHJapThl, Ipyrue XpaHeHus
COCTaBJICHUE, HOPMATHUBHBIC U JTIOKYMEHTOB
odopmIiIeHHEe JOKYMEHTOB METOIMYECKHUE TOKYMEHTHI,
Y TIOPSIIOK pabOTHI C periJaMeHTHpYoIIne
HUMHU OpraHu3aIuIo
JIEJIONPOU3BOJICTBA
2. [okxymenmayuounoe YK-4; TIK-5 TEPMHUHOJIOTHIO B O0JIACTH | TMOJIb30BATHCS U3YUYCHHBIMU METOANKON TECT
obecneuenue ynpasnenusl JIeJIONPOU3BO/ICTBA,; CTaHJAPTU3UPOBAHHBIMHU CO3JaHUs,
HOpPMaTUBHBIE TepMUHAMHU; IPUMEHSTh Ha odopmiieHus,
JIOKYMEHTHI, MIPAaKTHUKE TOCYIapCTBEHHBIE 00paboTKu U
periiaMeHTHPYIOLIe CTaHJapThl, IpyTue XpaHeHUus
COCTaBJICHHE, HOPMaTUBHBIE U JTOKYMEHTOB

odopmIIeHHEe JOKYMEHTOB
U TIOPSZI0K paboTHI ¢
HUMH; TTPaBUIIA
COCTaBJICHUS U
odopmieHus
OpraHu3aIMOHHO-
pacnopsIIUTEIbHBIX
JIOKYMEHTOB, BXO/ISIIIHX B
YHUPHUIEPOBAHHYIO
cucTeMy
OpraHu3aIMOHHO-
pacropsIuTeIbHBIX
nokymenToB (YCOP/I)

METOJUYECKHE JOKYMEHTHI,
periaamMeHTHpyoIne
OpraHHu3aLIo
JIeJI0TIPOU3BO/ICTBA,
COCTaBJIATh U NMPaBUIBHO (B
COOTBETCTBHUH C
JEUCTBYIOIIUMHU
HOPMAaTUBHBIMH
JIOKYMEHTaMH ) 0pOpMIISTh
OCHOBHBIE BU/IbI
OpraHu3alMOHHO-
pacnopsAUTENbHBIX
JIOKYMEHTOB; BBIIIOJIHSTH
olpeielIeHHbIe BUAbI paboT 1o




OpraHu3anuu pabdoThI C
JIOKYMEHTaMU

3. Opeanuzayus pabomsi ¢
O0OKyMeHmamu

VYK-4; I1K-5

TEPMHHOJIOTHIO B 00J1aCTH
JIeTIOTIPOU3BO/ICTBA,
HOPMAaTHBHBIC
JIOKYMEHTHI,
periiaMeHTHPYIOIINe
COCTaBJICHUE,
ohopmIIeHHE TOKYMEHTOB
U TIOPSAZI0K paboTHI ¢
HUMH, TIpaBHJIa
COCTaBJICHUS U
o opMIIeHUS
OpraHu3aIMOHHO-
pacnopsIIUTEIbHBIX
JOKYMEHTOB, BXOJISIIIIUX B
YHUPHUIEPOBAHHYIO
cucTeMy
OpraHu3alMOHHO-
pacropsIuTeIbHBIX
nokymenToB (YCOP/I)

II0JIb30BATHCS U3yYEHHBIMU
CTaHJAPTU3UPOBAHHBIMHU
TE€pPMUHAMH; IPUMEHSATh Ha
MPAKTUKE TOCYIapCTBCHHBIC
CTaHJapThl, Ipyrue
HOPMAaTHUBHBIC U
METOAMYECKHE JOKYMEHTHI,
periIaMeHTHPYIOIIEe
OpraHu3alUI0
JIeTIOTIPOU3BOJICTBA,
COCTaBJIATh U NPaBUIBHO (B
COOTBETCTBHUH C
JIECTBYIOILIUMHU
HOPMAaTHBHBIMA
JIOKYMEHTaMH ) 0pOpMIIsTh
OCHOBHBIE BH/IBI
OpraHu3alMOHHO-
pacropsIuTeIbHBIX
JIOKYMEHTOB; BBIIIOJIHSTh

ornpezeeHHbIe BUbI paboT 10

OpraHu3aIy paboTkI ¢
JIOKYMEHTaMH

METOIUKOHN
CO3/IaHMs,
odopmIIeHuUS,
00paboTKu U
XpaHeHus
JOKYMEHTOB

yueOHas IucKyccus,
TeCT

IIkana oueHUBaHUsSI B paMKaX 0a/UIbHO-PeHTUHIOBON cucteMbl MAI'Y: «He 3aureHo» - 60 6aIoB U MeHee, «3auTeHo» - 61-100 Gaos.




4. Kpurepuu ¥ IIKAJbI OLlEHUBAHUS

4.1. Tecr
ITporieHT nMpaBMIIBHBIX OTBETOB Jlo 60 61-80 81-100
KonmuecTBo 0aioB 3a perieHHbIN TECT 0 5 10

4.2. IloaroroBka pedepara

Banasl

XapaKTepI/ICTI/IKH 0TBE€Ta CTYJACHTA

20

- CTYJICHT T7TyOOKO U BCECTOPOHHE YCBOMJI MPOOJIEMY;

- YBEPEHHO, JIOTUYHO, TIOCIIEIOBATEIILHO M TPAMOTHO €r0 U3JIaraeT;

- OIUPAsCh HA 3HAHUS OCHOBHOM M JOIOJIHUTEIBHOMN JINTEPATYPhI, TECHO CBS3BIBACT
YCBOCHHBIE HAYYHBIC MTOJOXKEHUS C MPAKTUICCKON JeSITeIbHOCTHIO;

- yMeJI0 0OOCHOBBIBAET U ApIYMEHTHPYET BBIJBUTAEMbIE UM UJICH;

- JIeJIaeT BBIBOJBI U 00OOIIEHUS,

- ¢cBOOOIHO BIIaACET MOHATHSAMU

10

- CTYJCHT TBEPJIO YCBOMJI TEMY, TPAMOTHO U TI0 CYIIECTBY M3JIaracT €€, ONMUpasch Ha
3HaHUS OCHOBHOM JINTEPATYPHI;

- HE JIOITYCKAeT CYIIECTBEHHBIX HETOUYHOCTEH;

- YBSI3bIBAET YCBOCHHBIC 3HAHUS C IPAKTUYCCKOH JIEATEILHOCTHIO;

- apTYMEHTHPYET HAayJHBIC MTOJIOKCHHUS,

- JienaeT BBIBOABI U 0000IIEHNS;

- BlIaJiee€T CUCTEMOM OCHOBHEIX MOHSITHH

- CTYZICHT HE YCBOWJI 3HAYMTEIBHOM YacTh TPOOIIeMBI;

- IOITYCKAaeT CYNICCTBCHHBIC ONTMOKU ¥ HETOYHOCTH ITPH PACCMOTPCHHH €€¢;
- UCTIBITHIBAET TPYAHOCTH B IPAKTUYECKOM IMPUMECHECHUH 3HAHUM;

- HE MOKET apryMEHTHUPOBATh HAyYHBIC TTOJIOKEHUS;

- He (OpMyIHpPYET BHIBOJIOB 1 000OIICHHUI;

- HE BJIQJICCT MOHATUWHBIM aIlapaToM

4.3. YuedHasi AuCKycCusi

Banasl

XapakTepuCTHKH OTBETA CTYAeHTA

10

- CTYJICHT TIOJIHO YCBOWJI y4€OHBII MaTepual;

- IPOSIBJISIET HABBIKU aHaln3a, 0000IEHNUs, KPUTUYECKOTO OCMBICTICHHUS;

- BIAJCET HaBBIKAMHU IYOJMYHON peYH, apryMEHTalluH, BEICHUS NUCKYCCHUU W
MIOJIEMHUKU;

- BJIaJIeE€T HaBBIKAMH KPUTHYECKOTO BOCIIPHUATHS HH(DOPMAITUH;

- Marepua’  H3Jaraertcsi  IpaMOTHO, B  OIpPEIECIECHHOU
ITOCJIETI0BATEIBbHOCTH;

- TOYHO KCIOJIb3YETCS TEPMUHOJIOT S,

- TOKa3aHO YMEHHE WILTIOCTPUPOBATHh TEOPETUYECKHUE IOJO0KEHUS KOHKPETHBIMU
MPUMEPAMH, TPUMEHSTh UX B HOBOW CUTYaLINH;

- CTYJIEHT YMEET BBICKA3bIBaTh CBOIO TOUKY 3PEHUS;

- CTYJIEHT JIEMOHCTPHUPYET YCBOCHHUE PAHEE U3YUYCHHBIX CONYTCTBYIOIIUX BOIPOCOB,
c(hOpPMHUPOBAHHOCTh U YCTOWYHNBOCTh KOMITETCHIINI, YMEHUW U HABBIKOB.

JIOTUYECKOH

- OTBET YJOBJETBOPSET OCHOBHBIM TPEOOBAHUSAM Ha BBICIIMKA Oayll, HO MpPU ITOM
MMEeeT OJMH M3 HEIOCTaTKOB: B YCBOGHMM Yy4yeOHOro Marepuaia JOMyLIeHbBI
HeOoublIMe MpoOenbl, He MCKa3UBIINE COJEp)KaHWEe OTBETA; JOMYIIEHBl OJUH — JBa
HeZo4YeTa B (POPMUPOBAHUM HABBIKOB NYyOIMYHOM pedH, apryMeHTaluH, BeIEHUs
JMCKYCCHH U TIOJIEMUKH, KPUTHYECKOTO BOCTIPUSTHSI HH(OPMAIIHH.




- HEIMOJIHO WJIM HEMOCIEA0BATEIbHO PACKPBITO COJEpKaHUE MaTrepuana, HO OKa3aHo
o0mee MOHUMAHUE BOMPOCA W MPOJEMOHCTPUPOBAHBI YMEHWSI, TOCTATOYHBIC IS
JAIbHENIIEr0 YCBOCHHS MaTepUana;

- UMENWCh 3aTpyJHEHUS WIA JONYIIEHbl OIIMOKA B OINPEHCICHUH MOHSITHIA,
WCIIOJIb30BAHUM TEPMHMHOJOTHUH, HCHPABICHHBIE II0CIE HECKOJbKUX HaBOASIIMX
BOIIPOCOB;

- NpPU HENOJHOM 3HAaHWU TEOPETHYECKOrO0 MaTepualla BBISBIEHA HENOCTaTOYHAs
c(OPMUPOBAHHOCTh KOMIICTCHIIMMA, yYMEHH M HAaBBIKOB, YyYalIHMKCS HE MOXKET
IIPUMEHUTH TEOPHIO B HOBOM CUTYallUU.

- HE PacCKpHITO OCHOBHOE COZIEp)KaHHe yueOHOTO MaTepuana;

- 00Hapy)XEHO HE3HaHWE WJIM HEMOHWMaHHE OOJBIICH WM HauboJiee BAXKHOW YacTH
y4eOHOT0 MaTepuana;

- JIOTYIICHBI OMIMOKY B ONPECIICHUH TTOHITHI, TPU UCTIOJIB30BAHUN TEPMUHOJIOTHH,
KOTOpBIC HE UCIIPABJICHBI IIOCJIC HECKOJIBKUX HABOJSIINX BOIIPOCOB;

- He CcQOpPMHpPOBAHBI KOMIICTCHIIMM, YMCHHS W HaBBIKM NYOJIMYHON peun,
apryMEHTAllM¥, BEJACHHS JMCKYCCUM U TOJIEMHKH, KPUTHYECKOTO BOCIIPUSATHS
nHpopmaruu

4.4, PaboTa HA MPAKTHYECKUX 3aHATHIX

Banaasl

XapaKTepuCTHKHN 0TBETA CTYAEHTA

2

- CTYJICHT TITyOOKO U BCECTOPOHHE YCBOUII MPOOIIEMY;

- YBEPEHHO, JIOTHYHO, TIOCJICJIOBATEIILHO U TPAMOTHO €T0 HU3JIaraerT,

- ONUPAsCh HA 3HAHUSI OCHOBHOW U JOTIOJIHUTEIIBHOH JINTEPATYPHI, TECHO
NPUBSI3BIBACT YCBOCHHBIC HAYUHBIC TIOJIOKEHUS C IPAKTHYECKOM JeSITeIbHOCTHIO;
- yMeJI0 00OCHOBBIBACT U aPTyMEHTHUPYET BBIIBUTAEMbIC UM UJICH;

- JienaeT BBIBOABI U 0000IIEHNS;

- cBOOOIHO BJIaZI€ET IOHATHIMU

- CTYICHT TBEPJIO YCBOWJI TEMY, FPAMOTHO U MO CYUIECTBY U3JIaraer ee, onupasich Ha
3HAHUSI OCHOBHOM JINTEPATYPHI;

- HE IOMYCKAeT CYIECTBEHHBIX HETOUHOCTEH;

- YBSI3bIBAET YCBOCHHBIC 3HAHUS C TIPAKTUUECKOM IESITEIILHOCTHIO;

- ApryMEHTHUPYET Hay4YHbIE MOJOKEHHUS;

- ZIeJIaeT BBIBOJBI H 00OOIIEHHNS;

- BJIaJCET CHCTEMOM OCHOBHBIX MMOHSITHH

0,5

- TeMa pacKpbITa HEAOCTATOYHO YETKO U TIOJIHO, TO €CTh CTYJIEHT OCBOMJI MPOOIIeMY,
I10 CYILECTBY U3JIaraeT €€, ONUPAsICh HAa 3HAHUSI TOJIBKO OCHOBHOM JIMTEPATYPBHI;

- JIOTIyCKaeT HECYIIECTBEHHBIC OMMOKN U HETOYHOCTH,

- UCIIBITBIBAET 3aTPYAHECHUS B IPAKTUYECKOM IPUMEHEHUY 3HAHU;

- c11abo0 apryMEHTHPYET Hay4YHBIC MTOJI0KECHHUS;

- 3aTpyaHseTCs B GOPMYIUPOBAHUH BBHIBOJIOB U O0OOIICHHIA;

- JaCTUYHO BJIAJEET CUCTEMOI MOHITUN

- CTYJIEHT HE YCBOWJI 3HAYUTEIbHOW YaCTH MPOOIEMBI;

- IOITYCKaeT CYNICCTBCHHBIC ONTUOKU ¥ HETOYHOCTH IPH PACCMOTPECHHH €¢;
- CTIBITHIBAET TPYJTHOCTH B MPAKTUIECKOM MPUMEHEHUU 3HAHUH;

- HE MOKET apryMEHTHPOBATh HAyYHBIC TTOJIOKEHUS;

- He (hOpMYIIHPYET BHIBOJIOB M 00OOIICHHUI;

- HE BJIJICCT MOHATUHWHBIM aIlapaToM

4.5. OnleHKa 0TBETA CTY/JA€HTA HA 3a4eTe

Banabl

XapakTepuCTHKHN OTBETA CTYJeHTa

40-396

- CTYJICHT NIOKAa3aJl OTJIUYHbIC 3HAHUS N0 AUCHUIUIMHE «PyCCKHI SA3BIK U KYJIbTypa
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peun»;

- cojlepKaHHEe OTBETOB CBUECTEIBCTBYET O BHICOKON CTEMEHU C(POPMUPOBAHHOCTH
YMEHHS aHAJIU3UPOBaATh (HAaKThl PYCCKOI peuu, XapaKTepu30BaTh TEKCThI C TOUKHU
3peHus UX CTHINCTUYECKON TPUHAJIEKHOCTH;

- CTYJIHT XOPOUIO BJIa/IeeT HOPMaMH JUTEPATypHOI peuH.

38-30 6 | - cTyzmeHT mokasan XOpollre 3HaHWUA 1O AUCHUILTHHE «PyCcCKuil A3bIK M KyJIbTypa
pedn»;

- COJCp)KaHHWE  OTBETOB  CBHJCTCIBCTBYET O  JOCTaTOYHOH  CTEICHH
copMHPOBAHHOCTH  yMEHUsSI  aHAIM3UPOBaTh  (AaKTl ~ PYCCKOW  pedd,
XapaKTCPU30BaTh TCKCTHI C TOYKHU 3PCHUSA UX CTHJIMCTUYCCKOM MNPUHAOJICIKHOCTH

- CTYJICHT B II€JIOM BJIaJICCT HOPMaMH JINTEPATYPHOIl peyn.

29-10 6 | - cTyAeHT moKa3al yIOBJICTBOPUTEIbHBIC 3HAHUS 10 AUCHUILTHHE «PycCKuil S3bIK
U KyJbTYpa peum»;

- COJIepXKaHHe OTBETOB CBUETEIBCTBYET O CPEIHEN CTEereHU c(hopMUPOBAHHOCTH
YMEHUS aHAJIM3UPOBATh (PaKThl PYCCKOW pEeuH, XapaKTePH30BaTh TEKCTHI C TOYKU
3pEHUs UX CTHIIMCTUICCKON MTPUHAIC)KHOCTH;

- CTYICHT B IIEJIOM BIIQJICET HOPMAaMH JIMTEPATypPHOW pEYH, OJHAKO HHOTIIA
JIOTTYCKAeT OIINOKHU.

9O6mu - CTYJEHT IIOKa3aJl IUIOXWE 3HAHUS N0 JUCUUIUIMHE «PycCKMH S3BIK M KyJIbTypa
MEHEEe | peum»;

- COoJIep’)KaHHEe OTBETOB CBUETEIbCTBYET O HU3KOW CTENEHH CHPOPMUPOBAHHOCTH
YMEHHUSI aHAJIM3UPOBATh (PaKThl PYCCKOW pEeU, XapaKTEPH30BATh TEKCTHI C TOYKHU
3peHus UX CTHIMCTUYECKON TPUHAJIEKHOCTH;

- CTYJEHT IUIOXO BJIAJICET HOPMAaMM JINTEPATYpPHOHU pEUHn.

5. TunoBble KOHTPOJIbHBbIE 32JaHUSA U MeTOAMYECKHEe MaTepuaJjbl, onpeaeasionme
npoueAypbl OUCHUBAHWS 3HAHWI, YMEHMiH, HABBIKOB W (WJIHM) ONbITA JeATEJbHOCTH,
XapakTepu3yloummx JTanbl (OPMUPOBAHUS KOMIETEHIUMH B Mpouecce OCBOEHHS
o0pa3oBaTe/IbHOM NPOIrPaMMBl.

1) Tunosoe mecmoesoe 3a0anue
JIE-1 JlokyMeHT B COBpEeMEHHOM MUpe

1. Uudopmanus, 3apuxcupoBaHHas HA MaTEPHATLHOM HOCUTEIE U MpeHa3HAuYeHHAs JJIs e
COXpPaHCHHUS U TIepeIaui BO BPEMEHH U TIPOCTPAHCTBE — ITO:

a) 3asBIICHHE;

0) yJIOCTOBEPEHHE;

B) IOKYMEHT;

) cooOIeHune.

2. CBeneHus1, BOCIIPHHUMAEMbIE YSJIOBEKOM U (WJIH) CHICHUATBHBIMEA YCTPOUCTBAMH KaK
oTpaxkeHue (HaKTOB MaTEPUATLHOTO WIIH JYXOBHOTO MHpPa B TIPOLIECCE KOMMYHHUKAIIUU — 3TO:
a) cooOieHue;

0) yBeIOMIJICHHE;

B) uHdopmanus;

r) cobpaHue.

3. JlokyMeHTalbHBIN OTOK — 3TO:

a) HaumOoJee aBTOPUTETHBIE U aKTyalIbHbIE IOKYMEHTHI;

0) conumanbHas MH(OpPMAIHS;

B) COBOKYITHOCTb (DYHKIIMOHUPYIOIIMX B OOILIECTBE MEPBUYHBIX IOKYMEHTOB;
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I') COBOKYMHOCTH (DYHKIIHOHUPYIOIIUX B OOIIECTBE CIIPABOYHBIX JOKYMEHTOB.

4. HenpepbIBHOE YBEJINYCHHUE YMCIIa BHOBb CO3/1aBAEMBIX IOKyMEHTOB Ha3bIBACTCS :
a) cTapeHueM;

0) paccesiHueM;

B) KyMYJIASTUBHOCTBIO;

I) pocToM 00beMa IOTOKA.

5. K HOpMaTUBHO-TIPaBOBBIM JIOKYMEHTaM OTHOCSITCS:
a) KOHCTHUTYIIUS,

0) METOIMYECKUE YKAa3aHUS;

B) PEKOMEH/IAIINU;

I') UHCTPYKLHH.

JE-2 JlokymMeHTAaHOHHOE 00ecnieyeHHe yIpaBJIeHus

1. TpeboBanus kK 0(hOPMIIEHUIO OPraHU3ALMOHHO-PACTIOPSIUTENLHON JOKYMEHTALMH JJ1s1 BCEX
OpraHM3alKi HE3aBUCUMO OT XapaKTepa UX JEITEIBHOCTH CONEPKATC:

a) I'OCT P 6.30-2003;

6) TunoBoi MHCTPYKIIMH I10 JETIONPOU3BOICTBY B MUHUCTEPCTBAX U BeAOoMCTBax Poccuiickoi
®enepanuu;

B) 'OCT P 7.0.8-2013,;

r) IlpaBunax nenonpous3BoACTBa B (eiepalibHbIX OpraHax MCIOJHUTEIbHON BIACTH.

2. Wcxopsmuil TOKyMEHT — 3TO:

a) JOKYMEHT, OTIPABJIEHHBINA U3 YUPEKIECHUS;

0) OKYMEHT JUIsl UCIIOJIb30BAHUS TEM YUPEXKIEHUEM, B KOTOPOM OH OBLI CO3/IaH;
B) JOKYMEHT, IOCTYIIUBIIUI B YUPEKIACHUE;

I') JOKYMEHT 00s3aTeNIbHBIN K HCIIOIHEHHUIO.

3. TpynoBas nedaTenbHOCTb IpaxkJaH (pUKCUpYETCs B:
a) 3asBJIEHUU O IIpHEME Ha paboTy;

0) OMKHOCTHBIX MHCTPYKIUSX;

B) XapaKTepHUCTUKAX;

I') TPYJIOBBIX KHUXKKAaX.

4. OpraHu3allMOHHBIN JOKYMEHT, B KOTOPOM YKa3bIBaIOTCS BCE CTPYKTYpPHBIE MOpa3ieiICHHs,
BBOJIMMbBIE HA IPEANPUATHH JOJKHOCTH U KOJIMYECTBO IITATHBIX €IUHUIL 10 KOXKI0U U3
JOJKHOCTEH — 3TO:

a) TMpaBujia BHYTPEHHETO U TPYAOBOTO PACIIOPSIIKA;

0) CTpyKTypa M IITaTHAas YUCICHHOCTH;

B) YCTaB;

T') IITaTHOE pacCIHUCAHHE.

5. B cocraB uH(POPMALMOHHO-CITPABOYHBIX JTOKYMEHTOB HE BXOJIUT:
a) MPOTOKOIT;

0) crpaBka;

B) pacropspKeHUeE;

T) aKT.

JE-3 Opranuszanus padoThbl ¢ JOKYMEHTaMH
1. Jlenonpou3BOACTBO — 3TO OTPACIIb ACATENBHOCTH, KOTOPAs MPEANOJIaraer:
a) o0ecreyeHrne CBOEBPEMEHHOTO U MPaBUIIBHOTO CO3/1aHUS IOKYMEHTOB (IOKYMEHTHPOBAHUE);
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0) opranu3zaiuio paboThl ¢ JOKYMEHTaMH;
B) JIOKYMEHTOOOOPOT;
I') XpaHEHHE JOKYMEHTOB.

2. Opranu3zanus paboThl C JOKYMEHTaMH B MUHUCTEPCTBaX HOCUT HAa3BaHUE!
a) COBETCKOE JICTIONPOU3BOJICTBO;

0) KOJUIEKCKOE JIEIONPOU3BO/ICTBO;

B) NPHKA3HOE JIETIOMPOU3BOICTBO;

') HCIIOJHUTEIILHOE JIEJIONPOU3BOICTBO.

3. CucreMaTu3upOBaHHBIH MEPEYCHb 3ar0JI0BKOB JIEJ C YKa3aHHEM CPOKOB WX XPaHEHHS — 3TO:
a) HOMEHKJIATypa;

0) abOpeBuaTypa;

B) apXUBHBII CIIHCOK;

I') KaTajor XpaHeHHUs.

4. TlpwokeHus K TOKyMEHTaM TTOMEIIAIOTCS B JICTIO:

a) B 3aBHCHMOCTH OT JaThl UX YTBEPKIICHUS;

0) B 3aBUCHUMOCTHU OT JIaThl COCTABJICHHUS;

B) MPHUCOCAUHSIIOTCS K JOKYMEHTaM, K KOTOPbIM OHU OTHOCSITCS,
r) GOPMUPYIOTCS B OTACIBHOE JEIO.

5. Texyiue nena XpaHsr:

a) B CICIUAIILHOM OTJIEJIe apXHUBa;

0) B ceiide pyKOBOIUTENSI OpraHU3AIINH;
B) Ha pabOYUX MecTax;

T') B CIICIUATBHBIX XPAHMIIUIIAX.

Kiroun Kk TeCTOBBIM 3aJaHUSIM:

nE | AE-1 | AE-2 | JE-3
Ne gomp.
1 8 a 9]
2 8 a 2
3 8 2 a
4 2 o 8
5 a 8 8

5.2. TunoBeIe Kelic-3aaHAA
He npenycmotpeno

5.3. TunoBbie TeMbI pepepaToB

1. CrpykTypa 1OKyMEHTAllMOHHOTO 00ecreueH s yIpaBIeHHUs.

2. OCHOBHBIE ATaITbl Pa3BUTHSI OTE€UYECTBEHHOTO JEIONPON3BOICTBA.

3. CrTpykTypa TOCYyIapCTBEHHOIO PpEryJMpOBaHUS JOKYMEHTAIMOHHOIO  obOecredeHus
yIpaBJICHUSL.

4. MeTobl COBEPIICHCTBOBAHUS YIIPABICHYECKUX JIOKYMEHTOB.

5. CranpapTuzanusi Kak perjiaMeHTHpYIOIlasi OCHOBAa JOKYMEHTAIlMOHHOTO 00ecredyeHus
yIIpaBJICHUSL.

6. Od¢umuansHbe U CTy)KeOHBIE TOKYMEHTHI.

Opranu3anoOHHO-IIPABOBHIE IOKYMEHTHI.

WupopmainoHHO-CIIPaBOYHbBIE TOKYMEHTHI.

PacniopsuTenbHble TOKYMEHTHI.

© oo~



10.
11.
12.
13.
14.
15.

JIOKYMEHTBI 110 IMYHOMY COCTaBY.

JIOKyMEHTBI (PU3HYECKHX JIUIL.

OdopmieHne 1 peKBU3HUTHI YIIPABICHYSCKUX TOKYMEHTOB.

SI3BIK ¥ CTHITH YIIPABJICHYECKUX JOKYMEHTOB.

Opranuzanus paboTsl C YIPaBICHYSCCKUMU JTOKYMEHTAMH.

CoBpeMeHHbIE WH(POPMAIMOHHBIC TEXHOJOTMH B JOKYMEHTAI[HOHHOM OOECIeYeHUU

roCyJapCTBEHHOI'O YIIPABICHHUS.

16.

5.4.

arONE

5.5.

:‘)J'IGKTpOHHOC AIMUHHUCTPATUBHOC ACIOIIPOU3BOACTBO.

TunoBble 3aJaHus K y4eOHOM JUCKYCCHH

Jlenornpoun3BoACTBO KaK HEOThEeMJIeMas YaCTh OPraHU3aLUHU pabOTHI C JOKYMEHTaMHU
OcoOeHHOCTH OpraHu3aIK paboThl ¢ BXOISIIMMH JOKYMEHTaMU

Opranuzanus paboThl ¢ HCXOASIIUMU JTOKYMCHTAMH

Opranuzanus paboTsl ¢ KOHPHUISHIUATbHBIMU JOKYMEHTAMH

Opranu3zanys paboThl ¢ JOKYMEHTaMHU 10 IUYHOMY COCTaBY.

TunoBoe KOHTPOJILHOC 3a/ITaHUE

He npenycmoTpeno

5.6.

ook wndE

odo
7.

Bomnpocsl k 3a4ery

[TonsiTHE «ITOKYMEHT», ero pa3BuTHE. CBA3b HH(POPMALNY U TOKYMEHTA.

CTpyKTypa TOKyMEHTa, €€ 0COOEHHOCTH.

[ToHsATHE «CHCTEMBI TOKYMEHTAIIMNY, PA3BUTHE CHCTEM JIOKYMEHTALINH.

Jlenornpon3BoACTBO KaK €IUHBIN IPOLIECC.

Bunbr 61aHKOB, MpaBUIIa UX COCTABJICHHS U OOPMIICHUS.

OpranuzanuoHHbsle  JOKyMeHThl. OOmas xapaktepuctuka. [IpaBuma cocraBieHus,

PMIICHUS.

PaCHOpHI[I/ITeJ'IBHBIe JAOKYMCHTEI. 06111351 XapaKTCPUCTHKA. Tpe60BaHI/I$I K X COCTaBJICHHUIO,

0 OpMIICHHUIO, XPAaHEHHUIO.

8.
9.

CJ'Iy>Ke6HBIe nucbMma. Pa3HOBI/I,[[HOCTI/I CJ'Iy>K€6HBIX IMHUCEM.
PaBHOBI/I)IHOCTI/I JOKJIAAHBIX H O00BSICHUTENBHEIX 3allMCOK, OCHOBHBIC Tp€6OBaHI/I$I,

MNpEaABABIACMBIC K HX COCTABJICHUIO.

10.
11.
12.
13.
14.
15.
16.

Pa3HOBHIHOCTH aKTOB M X Ha3HAUY€HHUE, PABUJIAa UX COCTABICHUS U 0OPMIICHHUS.
JIOKYMEHTBI 110 INYHOMY COCTaBY HMPEANPUATHS, YUPEKICHUS.

JlomKHOCTHAs MTHCTPYKIUS KaK JJOKYMEHT 10 JJMYHOMY COCTaBY.
®uHaHCOBO-OyXTaiTepcKue JOKYMEHTHI yupexeHus. O01ias XxapakTepucTHKa.
WHpopMalinoHHO-CIIPaBOYHbIE TOKYMEHTBI, X BUJIbl U Ha3HAUECHHUE.

Cucrema kazpoBoii JokymeHTanuu. [IpaBuna coctaBieHust U 0POPMIICHHUS.

[Ipyka3 1o JMYHOMY COCTaBy KakK BHJ paclopsiAUTeabHOro JoKyMmeHTa. [lopsmox

pa3paboTKH, NOJArOTOBKA MTPOEKTa MPHKa3a, COTrIacoBaHUE U €ro 0OpPMIICHHE B COOTBETCTBHH C
JIEHCTBYIOIIMMH HOpMaMU U IpaBuiamMu. JloBeleHne O UCTIOTHUTENEH.

17.
18.

Odopmitenne TpyAOBBIX KOHTPAKTOB YUPEXKIECHHS C PAOOTHUKOM.
TpynoBas KHMXKKA, KaKk OCHOBHOH JIOKyMEHT O TpPYAOBOM [eATEIbHOCTH pabOTHUKA.

HpaBI/ma €€ BCACHUA.

19.
20.
21.
22.
JIelI.
23.
24.

JImanoe ACJI0 U XapaKTECPUCTUKA NOKYMCHTOB, BXOOAIIUX B €0 COCTaB.

PCFI/ICTpaL[I/Iﬂ JAOKYMCHTOB KaK ITponecc. OcHoBHBIC e 1 (bOpMBI.

OpraHmauHs{ TEKYILIETO XpaHCHUA TOKYMCHTOB.

HOMCHKJ'IaTypa ACHT YUPCKICHUA. COCTaBJ'ICHI/IC, YTBCPKACHUC U BCACHUC HOMCHKIIATYPLL

KOHTpOJIB HCIIOJIHCHUSA JOKYMCHTOB. OCYU.[CCTBJ'ICHI/IG OpraHu3alvi KOHTPOJIA.
TexHoorus MOATOTOBKH ACJI K C1AY€C B apXHB.



