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HanpasJieHHOCTb(Npo¢puiib) BHemHesKoHOMUYECKAas eI TeJIbHOCTh

dopma o0yueHus - OUHAS
I'ox HaGopa - 2022

OLIEHOYHBIE CPEJICTBA JUISI IPOBEJIEHUASA MTPOMEKYTOYHOMN ATTECTALIMA
OBYYAIOIINXCS MO JUCHUATIIAHE (MOIY.JTIO)

1. O01mme cBegeHus

1. | Kadenpa DuUI0JIOTUY U MEAUAKOMMYHUKAITUI
2. | HammpaBieHue moAroToBKu 38.03.01 DxoHOoMHKa

3. | HanpaBnennocts (mpoduinb) BHerHeskoHOMHUYECKas IeATENbHOCTh
4, | NucruramHa (MOJTYJIb) OCHOBHI JICJTIONPOU3BOICTBA

5. | ®opma 0bydeHus ouHas

6. | T'om Habopa 2022

2. [lepevyeHb KOMMETEHIIUIA

VK-4 - Cnoco0OeH OCyIIeCTBIIATh JIEI0BYI0 KOMMYHHUKAIMIO B YCTHOM U MUCbMEHHOM (opmax Ha
rocynapcTBeHHOM si3bike Poccuiickoit denepaniuu 1 MHOCTPaHHOM(BIX ) s3bIKe(axX);

I1K-3 - Cnoco0GeH opraHu3oBBIBaTh M CONPOBOXKJATh BHEIIHE3KOHOMUYECKYIO IESTEIbHOCTh
OpraHu3aluu




3. KpuTepuu u noka3ate/u olleHMBAHUSI KOMIIeTEHIIMIi HA Pa3JIMYHbIX ITAaNaxX uX GopMUPOBAHUSA

Kpurepun u nokaszarejn olleHUBAHUS KOMIIETEHUHU

@DopMbI KOHTPOJIS

rtan GopMHUPOBAHUA KOMIIETEHIUH ®dopmupyemas
(pag;el;bl,llmu Imc]mrmmlb:; KoﬁneTpe);mnﬂ 3HaTh: Ymernb: Baaners: cqmpmnponanmicm
KOMIIETCHIIUHU
1. Joxymenm 6 cospemennom mupe | YK-4;TIK-3 | TepMHUHONOTHIO B 00JaCTH | IOJIB30BAThCS U3YYCHHBIMU METOJIUKOM pedepar, Tect
JIeJIONPOU3BO/ICTBA,; CTaHAapTU3UPOBAHHBIMU CO3/IaHu4,
HOpPMaTUBHBIE TepMUHAMHU; IPUMEHSTh HA odopmiteHus,
JIOKYMEHTHI, MPAKTHKE TOCYIapCTBEHHBIE 00paboTKu u
periiaMeHTUPYIOILINE CTaHJapThI, IpyTHE XpaHEeHUS
COCTaBIICHUE, HOpPMAaTHUBHBIE U JIOKYMEHTOB
oopmieHrEe TOKyMEHTOB METOIMYECKHUE TOKYMEHTHI,
U TIOPSZIOK paboTHI © perjJaMeHTHpYoIIne
HUMHU OpraHu3aIIIo
JICJIONPOU3BOJICTBA
2. [lokymenmayuonmoe YK-4; TIK-3 | TepMHHOJIOTHIO B 00J1aCTH | IOJIb30BAThCS N3YYCHHBIMU METOJIUKOMN TECT
obecneuenue ynpasienus JeJI0NPOU3BO/ICTBA; CTaHJIapPTU3UPOBAHHBIMU CO3JaHus,
HOpPMaTHBHBIE TepMUHAMHU; IPUMEHSTH Ha odopmIteHus,
JIOKYMEHTHI, MPaKTHUKE TOCY/1apCTBEHHbIE 00paboTKu u
peryiaMeHTUPYIOIINE CTaHJapTHI, IpyTHE XpaHEeHUS
COCTAaBJICHHE, HOPMATHUBHBIE U JIOKYMEHTOB

odopmMIieHHEe JJOKYMEHTOB
U TIOPSIJIOK paboThI C
HUMH; TIpaBUIIA
COCTaBJIEHUS U
oopmMITeHUS
OpraHu3aIMOHHO-
pacropsIuTeIbHBIX
JIOKYMEHTOB, BXOJISIIIUX B
YHupuumpoBaHHyo
cucTeMy
OpraHu3aIMOHHO-
pacropsIuTeIbHbIX
nokymenToB (YCOP/I)

METOJINYECKUE IOKYMEHTHI,
pErJIaMEeHTHPYIOIINE
OpraHH3aI1Io
JIEJIONPOU3BO/ICTBA,
COCTaBJISITh U MPABUIBHO (B
COOTBETCTBHH C
JIEUCTBYIOIIUMH
HOPMAaTHUBHBIMU
JIOKyMEHTaMu ) 0hopMIIsAThH
OCHOBHBIE BH/IbI
OpraHU3alMOHHO-
pacnopsAUTEIbHbIX
JIOKYMEHTOB; BBITIOIHSTh
OIpeieIeHHbIe BUIBI paboT 1o




OpraHu3anuu pabdoThI C
JIOKYMEHTaMU

3. Opeanuzayus pabomsi ¢
O0OKyMeHmamu

VK-4; I1K-3

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; BBIIIOJIHSATD

ornpezeeHHbIe BUbI paboT 10

OpraHu3aIy paboTkI ¢
JIOKYMEHTaMH

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

yueOHasi AUCKycCus,
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
KonruecTBo 0aioB 3a pelieHHbIN TeCT 0 5 10

4.2. IloaroroBka pedepara

Banasl

XapaKTepI/ICTI/IKH 0TBE€Ta CTYJACHTA

20

- CTYJICHT T7TyOOKO M BCECTOPOHHE YCBOMJI IIPOOJIEMY;

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

- OIUPASACh HA 3HAHUS OCHOBHOM M JOIOJHHUTEIBHOMN JINTEPATYPhI, TECHO CBS3bIBACT
YCBOCHHBIE HAYYHBIC MTOJOXKEHUS C MPAKTUICCKON JeSITeIbHOCTHIO;

- yMeJI0 0OOCHOBBIBAET U ApIYMEHTHPYET BBIJBUTAEMbIE UM UIICH;

- JIeJIaeT BBIBOJBI U 00OOIIEHUS,

- ¢cBOOOIHO BIIaACET MOHATHSAMU

10

- CTYJCHT TBEPJIO YCBOMJI TEMY, TPAMOTHO U TIO CYIIECTBY HM3JIaracT ee, OMUPasCh Ha
3HaHUS OCHOBHOM JINTEPATYPHI;

- HE JIOITYCKAeT CYIIECTBEHHBIX HETOUYHOCTEH;

- YBSI3bIBAET YCBOCHHBIC 3HAHUS C IPAKTUYCCKOMN JICATEIILHOCTHIO;

- apTYMEHTHPYET HAayJHBIC MTOJIOKCHHUS,

- JienaeT BBIBOABI U 0000IIEHNS;

- BlIaJiee€T CUCTEMOM OCHOBHEIX MOHSITHH

- CTYJICHT HE YCBOWJI 3HAYMTEIIBHOM YacTh POOJIeMBI,

- IOITYCKAaeT CYNICCTBCHHBIC ONTMOKU ¥ HETOYHOCTH ITPH PACCMOTPCHHH €€¢;
- UCTIBITHIBAET TPYAHOCTH B IPAKTUICCKOM PUMCHEHUH 3HAHUH;

- HE MOKET apryMEHTHUPOBATh HAyYHBIC TTOJIOKEHUS;

- He (OpMyIHpPYET BHIBOJIOB 1 000OIICHHUI;

- HE BJIQJICCT MOHATUHWHBIM aIapaToM

4.3. YuedHasi AuCKycCusi

Banasl

XapakTepuCTHKH OTBETA CTYAeHTA

10

- CTYJICHT TIOJIHO YCBOMJI Y4€OHBIN MaTepual;

- IPOSIBJISIET HABBIKU aHaln3a, 0000IEHNUs, KPUTUYECKOTO OCMBICTICHHUS;

- BIAJICET HAaBBIKAMHU ITYOJMYHOW pEYH, apryMEHTAllMH, BEJICHUS IUCKYCCHH U
MIOJIEMHUKU;

- BJIaJIeE€T HaBBIKAMH KPUTHYECKOTO BOCIIPHUATHS HH(DOPMAITUH;

- Marepual  H3Jaraercsi  IPaMOTHO, B  ONPEAEICHHOU
ITOCJIETI0BATEIBbHOCTH;

- TOYHO KCIOJIb3YETCS TEPMUHOJIOT S,

- TMOKa3aHO YMEHWE WILTIOCTPUPOBATh TEOPETUYECKUE TMOJOKEHUS KOHKPETHBIMH
MPUMEPAMH, TPUMEHSTh UX B HOBOW CUTYaLINH;

- CTYJIEHT YMEET BBICKA3bIBaTh CBOIO TOUKY 3PEHUS;

- CTYJIEHT JIEMOHCTPUPYET YCBOCHHUE PaHEE M3YyUYECHHBIX COIYTCTBYIOLIUX BOIPOCOB,
c(hOpPMHUPOBAHHOCTh U YCTOWYHNBOCTh KOMITETCHIINI, YMEHUW U HABBIKOB.

JIOTUYECKOH

- OTBET YJOBJETBOPSET OCHOBHBIM TPEeOOBAaHUSM Ha BBICHIMK 0ajll, HO IpPU ITOM
MMEeeT OJMH M3 HEIOCTaTKOB: B YCBOGHMM Yy4yeOHOro Marepuaia JOMyLIeHbBI
HeOoublIMe NMpoOenbl, He UCKa3UBIINE COJEpKAHWE OTBETA; JOMYIIEHBl OJAUH — JBa
HeZo4YeTa B (POPMUPOBAHUM HABBIKOB NYyOIMYHOM pedH, apryMeHTaluH, BeIEHUs
JMCKYCCHH U TIOJIEMUKH, KPUTHYECKOTO BOCTIPUSTHSI HH(OPMAIIHH.




- HEIMOJIHO WJIM HETOCJIEA0BATEIBHO PACKPBITO COJAEPKAHUE MaTepHala, HO OKa3aHo
o0mee MOHUMAHUE BOMPOCA W MPOJEMOHCTPUPOBAHBI YMEHWSI, TOCTATOYHBIC IS
JAIbHENIIEr0 YCBOCHHS MaTepUana;

- WMENHCh 3aTPyJHEHUS WM JONYIICHbl OIIMOKH B ONPEICICHUU TOHSATHUH,
WCIIOJIb30BAHUM TEPMHMHOJOTHUH, HCHPABICHHBIE II0CIE HECKOJbKUX HaBOASIIMX
BOIIPOCOB;

- NpPU HENOJHOM 3HAaHWU TEOPETHYECKOrO0 MaTepualla BBISBIEHA HENOCTaTOYHAs
c(OPMUPOBAHHOCTh KOMIICTCHIIMM, YMEHHA ¥ HABBIKOB, YYaIIUICI HE MOXKET
IIPUMEHUTH TEOPHIO B HOBOM CUTYallUU.

- HE PacCKpHITO OCHOBHOE COZIEp)KaHHe yueOHOTO MaTepuana;

- 00Hapy)XCHO HE3HaHWE WJIM HETTOHMMaHHE OOJbIIEH MM HanOosee BaKHON 4acTh
y4eOHOT0 MaTepuana;

- JIOTYIICHBI OIIMOKU B ONPEACICHUN MTOHITUHN, TIPU UCIIOJIh30BAHUU TEPMUHOJIOTHHY,
KOTOpBIC HE UCIIPABJICHBI IIOCJIC HECKOJIBKUX HABOJSIINX BOIIPOCOB;

- He CcQOpPMHPOBAHbI KOMIICTCHIIMM, YMCHHS W HaBBIKM MyOJMYHOH peuw,
apryMEHTAllM¥, BEJACHHS JMCKYCCUM U TOJIEMHKH, KPUTHYECKOTO BOCIIPUSATHS
nHpopmaruu

4.4, PaboTa HA MPAKTHYECKUX 3aHATHIX

Banaasl

XapaKTepuCTHKHN OTBETA CTYAEHTA

2

- CTYJICHT TITyOOKO U BCECTOPOHHE YCBOUII MPOOIIEMY;

- YBEPEHHO, JIOTHYHO, TIOCJICIOBATEIILHO U TPAMOTHO €T0 M3JIaraeT;

- ONUPAsCh HA 3HAHUSI OCHOBHOW U JOTIOJIHUTEIIBHOH JINTEPATYPHI, TECHO
NPUBS3HIBACT YCBOCHHBIC HAYUHBIC TIOJIOKEHUS C IPAKTHYECKON JCATEIbHOCTHIO;
- yMeJI0 00OCHOBBIBACT U aPTyMEHTHUPYET BBIIBUTAEMbIC UM UJICH;

- JienaeT BBIBOABI U 0000IIEHNS;

- cBOOOIHO BJIaZI€ET HOHATHIMU

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

- HE JIOIyCKAeT CYIIECTBEHHBIX HETOUYHOCTEH;

- YBSI3bIBAET YCBOCHHBIC 3HAHUS C TIPAKTUUECKOM IESITEIILHOCTHIO;

- ApryMEHTHPYET HayYHbIE MOJI0KEHHUS,

- ZIeJIaeT BBIBOJBI H 00OOIIEHHNS;

- BJIaJCET CHCTEMOM OCHOBHBIX MMOHSITHH

0,5

- TeéMa pacKpbITa HEJOCTATOYHO YETKO U TIOJIHO, TO €CTh CTYJIEHT OCBOMII MPOOIIEMY,
I10 CYILECTBY U3JIaraeT €€, ONUPAsICh HAa 3HAHUSI TOJIBKO OCHOBHOM JIMTEPATYPBHI;

- JIOTyCKaeT HECYIECTBEHHBIC OMMOKN U HETOUYHOCTH;

- UCIIBITBIBAET 3aTPYAHECHUS B IPAKTUYECKOM IPUMEHEHUY 3HAHU;

- c11abo0 apryMEHTHPYET Hay4YHBIC MTOJI0KECHHUS;

- 3aTpyHseTCs B GOPMYIUPOBAHUH BHIBOIOB U O0OOIICHMIA;

- 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/JAEHTA HA 3a4eTe

Banabl

XapakTepuCcTHKHN OTBETA CTYJeHTa

40-39 6

- CTYACHT IMOKAa3aJl OTJIMYHLIC 3HAHUA MO JUCHUIIINHC ((PyCCKI/II\/JI SA3BIK U KYJIBTYpa
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peun»;

- COZIep>)KaHUE OTBETOB CBHUJIETEIILCTBYET O BBICOKOH CTereHU C(HOPMHUPOBAHHOCTU
YMEHHsI aHAJU3UPOBaTh (PAKThl PYCCKOW peur, XapaKTepU30BaTh TEKCTHI C TOYKU
3peHUs UX CTUIMCTUYECKON MTPUHAJIEKHOCTH;

- CTYJIEHT XOPOUIO BJIaJIeeT HOPMaMH JIUTEPATyPHOIl peuH.

38-30 6 | - cTyneHT mokasaj XOpOIIWE 3HAHUS MO JUCHUILIMHE «PycCKHU S3BIK M KyJIbTYpa
peun»;

- COIep)KaHWE  OTBETOB  CBHJIETCIBCTBYET O  JOCTATOYHOW  CTENCHU
cOpPMHPOBAHHOCTH  yMECHHUS  AHAIM3UPOBAaTh  (aKThl  PYCCKOH  peuw,
XapaKTCPHU30BaATh TCKCTHI C TOUKHU 3PCHUA UX CTHJIMCTUYCCKOMN MMPUHAAJICIKHOCTHU

- CTYJICHT B II€JIOM BIIaJIc€T HOPMaMH JINTEPATypPHOH peyu.

29-10 6 | - cTyAeHT moKa3aJl yI0BJIETBOPUTEIIbHBIC 3HAHUS M0 TUCHUILTHHE «PycCKUil SA3BIK U
KyJIbTypa peum»;

- COZIep’KaHHWE OTBETOB CBHJIETEIBCTBYET O CPEIHEH CTEerneHH CHOPMUPOBAHHOCTH
YMCHHUSI aHATM3UPOBATh (DAKTHI PYCCKOW PEYH, XapaKTepH30BaTh TEKCThI C TOYKH
3pCHUS UX CTHIIUCTUYCCKON MPUHAIICKHOCTH;

- CTYIEHT B LEJOM BIAAceT HOPMaMH JIMTEPATypHOH pE4H, OJHAKO HHOTAA
JIOITYCKAeT ONTHOKH.

906u |- CTYHEHT IOKa3aJl IJIOXHE 3HAHUSA MO JUCHMIUVIMHE «PyccKuil S3bIK M KyJIbTypa
MEHEE | peumn»;

- COZIep>)KaHUE OTBETOB CBHUJETEIICTBYET O HHU3KOM CTerneHH cHOpMHPOBAHHOCTHU
YMEHMsI aHAJIU3UPOBaTh (PaKThl PYCCKOW peuHr, XapaKTepU30BaTh TEKCTbI C TOUYKU
3peHUs UX CTHIINCTUYECKON ITPUHAIEKHOCTH;

- CTYACHT IUIOXO BJIAJICET HOPMAaMH JUTEPATYPHOU peyH.

5. TunoBble KOHTPOJIbHBbIE 32JaHUSA U MeTOAMYECKHEe MaTepuaJjbl, onpeaeasionme
npoueAypbl OLEHUBAHWS 3HAHMI, YMEHHH, HABBIKOB M (WJIH) ONBITA JeSTeIbHOCTH,
XapakTepu3yloummx JTanbl (OPMUPOBAHUS KOMIETEHIUMH B Mpouecce OCBOEHHS
o0pa3oBaTeIbHOM NPOTrPaMMBI.

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

1. Uudopmanus, 3apukcupoBaHHas Ha MaTepHATILHOM HOCUTEIE U MpeIHA3HAYCHHAS ISl €€
COXpPaHCHHUS U TIepeIaui BO BPEMEHH U TIPOCTPAHCTBE — ITO:

a) 3asBIICHHE;

0) yJIOCTOBEPEHHE;

B) IOKYMEHT;

) cooOIeHune.

2. CBeneHus1, BOCIIPHHUMAEMbIEC YSJIOBEKOM U (WJIH) CHICHUATBHBIME YCTPOUCTBAMH Kak
oTpaxkeHue (HaKTOB MaTEpUATLHOTO WM JYXOBHOTO MHpPa B TIPOLIECCe KOMMYHHUKAIIMU — ITO:
a) cooOieHue;

0) yBeIOMIJICHHE;

B) uHdopmanus;

r) cobpaHue.

3. JlokyMeHTalbHBIN OTOK — 3TO:

a) HaumOoJiee aBTOPUTETHBIE U aKTyalIbHbIE JOKYMEHTHI;

0) conumanbHas MH(OpPMAIHS;

B) COBOKYITHOCTb (DYHKIIMOHUPYIOIIMX B OOILIECTBE MEPBUYHBIX IOKYMEHTOB;
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I') COBOKYIHOCTH (DYHKIIMOHHPYIOIIUX 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. TpeGoBanus K 0(HOPMIICHHIO OPTaHU3AIMOHHO-PACTIOPSIIUTENIHON JOKYMEHTAIMH JJIs1 BCEX
OpraHHU3aIil HE3aBUCUMO OT XapaKTepa UX AESITeIbHOCTU COJIePIKATCS:

a) IT'OCT P 6.30-2003;

6) TunoBo# HHCTPYKIIMH 10 AETONPOU3BOICTBY B MUHUCTEPCTBAX U BeAoMcTBax Poccuiickoit
®denepannu;

B) 'OCT P 7.0.8-2013;

r) IlpaBuiax nenonpousBocTBa B (efepaibHbIX OpraHax UCIOJIHUTEIbHON BIACTH.

2. Wcxopsmuii TOKYMEHT — 3TO:

a) JIOKyMEHT, OTIIPAaBJICHHBIN U3 YUPEKACHUS;

0) JTOKYMEHT /IS UCTIOIb30BaHUS TEM YUPEKIEHHUEM, B KOTOPOM OH ObLI CO3/IaH;
B) JIOKYMEHT, IOCTYNHUBILINH B yUpex/IeHUE;

I') JOKYMEHT 0053aTeIbHbIN K NCIOJHEHUIO.

3. TpynoBast nedaTenbHOCTD TpaXkaaH (pUKCUpYETCs B:
a) 3asABJICHUU O MpUeMe Ha paboTy;

0) MOKHOCTHBIX MHCTPYKLIHUSAX;

B) XapaKTEepHCTUKaX;

T') TPYIOBBIX KHHKKAX.

4. OpraHu3allMOHHBIN TOKYMEHT, B KOTOPOM YKa3bIBalOTCS BCE CTPYKTYpPHBIE MOpPa3IeIeHMUS,
BBOJIMMBIE Ha MPEINPUATAN JOJKHOCTH M KOJIMYECTBO IITATHBIX €IMHMUIL 110 KAXKI0M U3
JNOJDKHOCTEN — 3TO:

a) IpaBHWJIa BHYTPEHHETO U TPYJOBOIO PACIOPsIKa;

0) CTpyKTypa U IITaTHAas YUCICHHOCTb;

B) YCTaB;

I') LITaTHOE pacHUCaHUe.

5. B cocraB nH(popMalnoOHHO-CIIPABOYHBIX IOKYMEHTOB HE BXOAMT:
a) IPOTOKOI;

0) crpaBka;

B) PACHOPSKEHUE;

I) aKT.

JE-3 Opranu3anus pa6oTbl ¢ JIOKyMeHTaMH



1. Jlenonpou3BOICTBO — 3TO OTPACIb ACSITEILHOCTH, KOTOpAs MpeAroaraeT:

a) oOecrieueHre CBOCBPEMEHHOTO U TIPABUIIBHOTO CO3AaHUs JOKYMEHTOB (JOKyMEHTHPOBAHHE);
0) opraHu3auio paboThl C TOKYMEHTAMU;

B) IOKYMEHTOOOOPOT;

I') XpaHEHHE JOKYMEHTOB.

2. Opranu3zanus paboThl C JOKYMEHTaMH B MUHUCTEPCTBAX HOCHT Ha3BaHHE:
a) COBETCKOE JICTIONPON3BOJICTBO;

0) KOJUIEKCKOE JEIO0IPOU3BOJICTBO;

B) NPHKA3HOE JIETIOMPOU3BOACTBO;

I') HCIIOJHUTEIILHOE JIEJIONPOU3BO/ICTBO.

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

0) abOpeBuatypa;

B) apXMBHBIH CIIUCOK;

I') KaTajor XpaHeHHUs.

4. TlpunoxxeHus K JOKyMEHTaM IMOMEUIAl0TCs B IEJIO:

a) B 3aBUCHMOCTH OT JaThl UX YTBEPKICHUSI,

0) B 3aBUCHUMOCTHU OT JIaThl COCTABJICHHUS;

B) IPUCOCIMHSIOTCS K JOKYMEHTaM, K KOTOPHIM OHU OTHOCSITCS,
r) GpopMHUpYyIOTCS B OTAEJIBHOE JIENO.

5. Texyiue nena XpaHsr:

a) B CIIELMAILHOM OTJIeJIe apXUBa;

0) B ceiide pyKOBOIUTENSI OpraHU3AIINH;
B) Ha pabOuYMX MECTax;

T') B CHEIUATBHBIX XPaHUJIHIIAX.

Kiroun Kk TeCTOBBIM 3aJaHUSIM:

nE | IE-1 | IE-2 | JIE-3
Ne Bomnp.
1 8 a 7]
2 8 a 2
3 8 2 a
4 2 o 8
5 a 8 6

5.2. Tunosele Keiic-3a1aHUA
He npenycmorpeno

5.3. TunoBbie TeMbI pepepaToB
1. CrpykTypa 1OKyMEHTAllMOHHOTO 00ecreueHHs YIpaBIeHHUs.
2. OCHOBHBIE ATAITBl PAa3BUTHS OTEYECTBEHHOTO JEIOMPON3BO/ICTBA.
3. CrTpykTypa TOCYyIapCTBEHHOI'O PpEryJMpOBaHUS JOKYMEHTAIMOHHOTO  obOecredeHus
yIpaBJICHUSL.
4. MeTobl COBEPIICHCTBOBAHMS YIIPABICHYECKUX JIOKYMEHTOB.
5. CranpapTuzanusi Kak perjiaMeHTHpYIOIasi OCHOBAa JOKYMEHTAIlMOHHOTO 0OecrnedyeHus
yIpaBJICHUSL.
6. Od¢unuansHbe U CTy)KeOHBIE TOKYMEHTHI.
7. OpraHu3allMOHHO-TIPABOBbIE JOKYMEHTHI.
8. HudopmanmoHHo-cripaBOYHbIE JOKYMEHTHI.
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9.

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

PacniopsutenbHble TOKYMEHTHI.

JIOKYMEHTBI 110 INYHOMY COCTaBYy.

JIoKyMeHTBI (PU3UYECKHX JIUIL.

Odopmienne 1 peKBU3UTHI YIPABIEHYECKUX TOKYMEHTOB.

SI3BIK ¥ CTUJIb YIIPaBJIEHUECKUX JTOKYMEHTOB.

Opraunuzanus paboThl ¢ yIPaBJIeHYECKUMU JTOKYMEHTAMH.

CoBpeMeHHble MH(POPMALMOHHBIE TEXHOJOTMH B JIOKYMEHTAI[HOHHOM 00eCreueHuH

roCy/IapCTBEHHOTO YIPABICHUS.

16.

5.4.

arONE

5.5.

3H€KTpOHHOG AIMUHUCTPATUBHOC JCTIONPOU3BOACTBO.

TunosBble 3a1aHNs K y4e0OHOI JUCKYCCHH

Jlenornpoun3BoACTBO KaK HEOThEeMJIeMas YaCTh OPraHU3alUU paboTHl C JOKYMEHTaMHU
OcoOeHHOCTH OpraHu3aIK paboThl ¢ BXOIAIIMMH JOKYMEHTaMU

Opranuzanus paboThl ¢ HCXOASIIUMU TOKYMEHTAMH

Opranuzanus paboTsl ¢ KOHPHUISHIUATbHBIMU JOKYMEHTAMHU

Opranu3zanys paboThl ¢ JOKYMEHTaMHU 110 INYHOMY COCTAaBY.

TunoBoe KOHTPOJIbBHOC 3a/IJaHUE

He npenycmorpeno

5.6.

ook wndE

oo
7.

Bomnpocsl k 3a4ery

[TonsiTHE «ITOKYMEHT», ero pa3BuTHe. CBA3b HH(POPMALNY U TOKYMEHTA.

CTpyKTypa TOKyMEHTa, €€ 0COOEHHOCTH.

[ToHsATHE «CHCTEMBI TOKYMEHTAIIMNY, PA3BUTHE CHCTEM TOKYMEHTAIIHH.

Jlenornpon3BoACTBO KaK €UHBIN POLIECC.

Byl 01aHKOB, MpaBUIIa UX COCTABJICHUS U OOPMIICHUS.

OpranuzanuonHsle  JOKyMeHThl. OOmas xapakrepuctuka. IlpaBuna cocrtaBieHus,

PMIICHUS.

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

0hOpMIICHHUIO, XPAaHEHHUIO.

8.
9.

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

MNpEaABABIACMBIC K HX COCTABJICHUIO.

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

Pa3HOBHIHOCTH aKTOB M X Ha3HAUYEHHUE, IPAaBUJIAa UX COCTABICHUS U 0OPMIICHHUSL.
JIOKYMEHTBI 110 INYHOMY COCTaBY HMPEANPUATHS, YUPEKICHUS.

JI0JDKHOCTHASI MHCTPYKIUS KAK JOKYMEHT I10 JIMYHOMY COCTaBY.
®uHaHCOBO-OyXTaiTepcKue JOKYMEHTHI yupexaeHus. OO1ias xapakTepucTuKa.
WHupopMalinoHHO-CIIPaBOYHbIE TOKYMEHTBI, X BUJIbI U Ha3HAUECHHUE.

Cucrema kagpoBoi fokyMeHTanuu. [IpaBuna coctaBneHust 1 0pOpMIICHHUS.

IIpuka3s 1o JWMYHOMY COCTaBy Kak BHJ PacCHOPSAIHUTENBHOrO JokKymeHTa. Ilopsoox

pa3paboTKH, MOJArOTOBKA MTPOEKTa MPUKa3a, COTIAaCOBaHUE U €ro o(popMIIeHHE B COOTBETCTBHUH C
JEHCTBYIOIIMMH HOpMaMU U IpaBuiamMu. JloBeleHne 0 UCTIOTHUTENEH.

17.
18.

OdopmiteHne 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/ISI JAOKYMCHTOB KaK ITpoIneccC. OcHoBHBIC OCin 1 (pOpMLI.

OpraHmauHs{ TEKYLIETO XpaHCHUA TOKYMCHTOB.

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

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

9



