Ipuaoxenne 2 k PIIJ] JlokymMeHTanMOHHOE 00ecrieyeHne
yIpaBJIeHYeCKOil 1esiTeIbHOCTH

38.03.02 Menex:kMeHT

Hanpasiennocts (npoguinb)

JlorncTruka u ynpasJjeHue npeanpusTueM

®opma 00yuyeHUsT — OUHAS

I'ox nadopa - 2022

OLEHOYHBIE CPEJICTBA JIJISI TIPOBEJIEHUSI IIPOMEXYTOUYHOM
ATTECTAIIMU OBYYAIOIIIUXCHA ITO AMCIUIIVIMHE (MOAY JIIO)

1. O01mme cBegeHns

1. | Kadenpa DuU0JIOTMY U MEAMAKOMMYHHUKAITUH

2. | HammpaBieHue moAroToBKu 38.03.02 MenemKMeHT

3. | HanpaBnennocts (mpoduin) Jlorucrrka v ynpasieHue IpeanpusTHEM

4. | Mneupmmna (Mozyis) JIoKkyMeHTaIMOHHOE 00ecreueHre YIpaBIeHYeCKOM
JIeITECIBHOCTU

5. | ®opma oOyueHus OuHas

6. | Tom Habopa 2022

2. [lepeyeHb KOMMeETEHIUIA

VYK-4 - CriocobeH oCyIIECTBIATh ICIOBYI0 KOMMYHHUKAIIMIO B YCTHON M MHUCbMEHHOH opmax Ha
roCyJIapCTBEHHOM si3bike Poccuiickoit Denepannu 1 nHOCTpaHHOM(BIX ) s3bIKe(ax);

[IK-5 - CnocobeH COBEpIICHCTBOBATh OPraHU3ANHI0 JOKYMEHT0o0OOpoTa, 3((eKTHBHO
UCIIO0JIB30BaTh UMEIOIIUXCS PECYPCOB JIsi 00eCIeUeHHsI KOHKYPEHTOCIIOCOOHOCTH MTPOU3BOIUMON
NPOAYKIMH, paboT (yCIyr) v MOJTY4YeHUs MPUObLIN




3. Kputepuu u nokasarejim OlleHUBAHHMS KOMIIeTEeHIIMIi HA Pa3JIMYHBIX 3Tanax ux GopMupoBaHus

Jdran (popMUpPOBaAHUSA

Kpurepun u nokaszarejin onieHMBAHUS KOMIIETEH U

D®opMbI KOHTPOJISA

®opmupyemas
KOMIeTeHI[uN (pa3aesibl, TEMbI 3HaTh: YMmerh: Baaners: c(hpopMUPOBAHHOCTH
KOMIIeTeH U .
AUCHUTLINHBI) KOMIIeTeHIU
1. Jlokymenm 6 cospemennom VYK-4; I[IK-5 TEPMHHOJIOTHIO B O0JIACTH | TOJIb30BATHCS U3YYCHHBIMH METOAUKON pedepar, Tect
Mupe JIeJIONPOU3BO/ICTBA,; CTaHAapTU3UPOBAHHBIMU CO3/aHus,
HOPMATHUBHEIC TePMHUHAMH; IPUMEHSITH Ha odopmiteHus,
JIOKYMEHTHI, PaKTHKE TOCYJapCTBEHHbIE 00paboTKu U
periIaMeHTHPYIOLIHE CTaHJIAPTHI, IPYTHE XpaHeHUs
COCTaBJICHUE, HOpPMAaTHUBHBIC U JOKYMEHTOB
oopmieHHE TOKYMEHTOB | METOANYECKHE JOKYMEHTHI,
U TIOPSZIOK paboTHI C perjJaMeHTHpYoIIne
HUMU OpraHu3aI1Io
JICJIONPOU3BOJICTBA
2. [lokymenmayuonmoe VYK-4; [1K-5 TEPMHHOJIOTHIO B O0JIACTH | TOJIb30BATHCS U3YYCHHBIMHU METOJIUKOMN TECT
obecneuenue ynpasienus JIeJIONPOU3BO/ICTBA,; CTaHAapTU3UPOBAHHBIMU CO3/IaHMUs,
HOPMATUBHEIC TePMHUHAMH; IPUMCHSITH Ha odopmiteHus,
JIOKYMEHTHI, MPAKTHKE TOCYIapCTBEHHBIE 00paboTKu u
perIaMeHTHPYIOLIHE CTaHJIAPTHI, IPYTHE XpaHCHUs
COCTaBIICHHE, HOPMAaTUBHBIC U JTOKYMEHTOB

opopmMIieHHEe JOKYMEHTOB
U TIOPSIJIOK paboThI C
HUMH; TIpaBUIIa
COCTaBJIEHUS U
oopmIteHUs
OpraHu3alMOHHO-
pacropsIuTeIbHBIX
JIOKYMEHTOB, BXOJISIIIIUX B
YHupuumpoBaHHyo
cUcTeEMY
OpraHu3aIMOHHO-
pacropsIuTeIbHbIX
nokymenToB (YCOPJI)

METOJINYECKUE IOKYMEHTHI,
pErJIaMEeHTUPYIOIINE
OpraHu3alUIo
JIEJIONPOU3BO/ICTBA,
COCTaBJISITh U MPABUIIBHO (B
COOTBETCTBHH C
JIEHCTBYIOINMHU
HOPMAaTHUBHBIMU
JIOKyMEHTaMu ) 0hopMIIsATh
OCHOBHBIE BU/IbI
OpraHu3alMOHHO-
pacnopsAUTENbHbIX
JIOKYMEHTOB; BBITIOIHSTh
olpeielIeHHbIe BUIbI paboT 1o




opraHu3auu paboThl ¢
JOKYMEHTaMH

3. Opeanuzayus pabomsi ¢
0OKyMeHmamu

YK-4; IIK-5

TEPMHUHOJIOTHIO B 0071aCTH
JEeTONPOU3BO/ICTBA;
HOPMAaTHBHBIC
JOKYMEHTBI,
periiaMeHTHPYIOIINE
COCTaBJICHHE,
odopmIIeHHE TOKYMEHTOB
U TIOPSII0K paboTHI €
HUMH; TIpaBHJIa
COCTaBJICHUS U
odopmiteHHS
OpraHU3alMOHHO-
pacnopsIIUTEIbHBIX
JOKYMEHTOB, BXOISIINX B
YHupuumupoBaHHyo
CHCTEMY
OpraHU3aluOHHO-
pacnopsITUTEeTbHBIX
nokymenToB (YCOP/I)

I10JIb30BaThCS N3Yy4EHHBIMU
CTaHJaPTU3UPOBAHHBIMU
TEPMHHAMHU; IPUMEHSTH Ha
IPaKTUKE TOCYAapCTBEHHBIE
CTaHJapThl, IpyrHe
HOPMAaTUBHBIE U
METOJINYECKUE IOKYMEHTBI,
periaMeHTHpYoLue
OpraHu3aLUI0
JIeJIOTIPOU3BO/ICTBA,
COCTaBJISITh U MPAaBUIILHO (B
COOTBETCTBUHU C
JIEHCTBYIOIUMHU
HOpPMAaTHUBHBIMU
JOKYMEHTaMH ) 0pOpMIISITh
OCHOBHBIE BU/[IbI
OpraHU3alMOHHO-
pacropsIAUTEIbHBIX
JIOKYMEHTOB; BBIITOIHSTh

OMPCACIICHHBIC BU/IbI pa60T 1o

OpraHu3aiuu padboThl ¢
JOKYMEHTaMu

METOJIUKOMN
CO3JIaHMS,
oopmrenus,
00paboTKH 1
XpaHeHUs
JTOKYMEHTOB

yueOHast AUCKYCCHS,
TEeCT

IIkana oneHNBaHUs B paMKax 0a1JbHO-peiiTuHroBoii cucrembl MAI'Y: «He 3auteHo» - 60 OanoB U MeHee, «3auTeHo» - 61-100 Ganos




4. Kputepuu v MKAJbI OLeHUBAHUS

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

4.2. IloaroroBka pedepara

Banabl

XapaKTepuCTHKHN 0TBETA CTYAeHTA

20

- CTYJICHT T7TyOOKO U BCECTOPOHHE YCBOUJ MPOOIIEMY;

- YBEPEHHO, JIOTUYHO, TIOCJICIOBATEIIbHO M IPAMOTHO €ro U3JIaraer;

- ONMHMpasiCh HA 3HAHUS OCHOBHOM M JOMOJHHUTEIBHOM JTMTEPATYPhI, TECHO CBSA3BIBACT
YCBOCHHBIC HayUHBIC TIOJIOXKEHUS C MPAKTHYECKON JICATEIIbHOCTHIO;

- yMeJ10 00OCHOBBIBACT U apIYMEHTHPYET BBIJABUTAEMbIC UM UJICH;

- JienaeT BBIBOABI U 0000IIEHNS;

- cBOOOJIHO BIAJECT HOHATUIMU

10

- CTYZICHT TBEPJO YCBOMJI TEMY, 'PAMOTHO M MO CYILECTBY HM3JIaraeT ee, Oupasich Ha
3HAHHSI OCHOBHOM JINTEPATYPHI;

- HE JIOMYCKAeT CYNIECTBEHHBIX HETOYHOCTEIH;

- YBSI3BIBAET YCBOCHHBIC 3HAHUS C TIPAKTHUECKOH JIEATEITHBHOCTHIO;

- apryMEHTHPYET HAYYHBIC MTOJIOKCHHSI,

- JIeJIaeT BBIBOBI M 00OOIIEHUS,

- BJIaJICE€T CUCTEMOI OCHOBHBIX MOHITHI

- CTYZICHT HE YCBOWJI 3HAYUTEIHHON YaCTH MPOOJIEMBI;

- IOTIYCKaeT CYIIECTBEHHbIE OUTMOKU M HETOUHOCTH MIPH PACCMOTPEHHH €€;
- UCTIBITBIBAET TPYAHOCTH B IPAKTUYSCKOM IPUMEHEHUHN 3HAHUI;

- HE MOXET apryMEHTUPOBAaTh HAyYHBIE MMOJOKEHHUS;

- He (popMyIIHUpYET BHIBOJIOB U 000OIICHHIA;

- HE BJIaJICET NOHITUIHBIM annapaTrom

4.3. YueOHasi AMCKYyCCUS

Banasl

XapaKTepHCTI/IKI/I 0TBE€TA CTYJACHTA

10

- CTYJICHT IIOJTHO YCBOMJI Y4eOHBII MaTepua,

- IPOSIBJIIET HABBIKU aHaN3a, 0000IEHHS, KPUTUYECKOTO OCMBICITICHHUS;

- BJIaJiceT HaBbIKAMU MNYOJIMYHOW peuyd, apryMeHTalluH, BeJIEHHs JIUCKYCCUU U
MTOJIEMUKH;

- BJIaJIeeT HaBbIKAMHU KPUTHUYECKOT'O BOCTIPUATHS HHPOPMALIUY;

- Marepual  M3Jlaraercs  IpaMOTHO, B ONPEACICHHOHN
MIOCJIE0BATEIBHOCTH;

- TOYHO UCTIOJIb3YETCs TEPMUHOJIOTHS;

- II0OKa3aHO YMEHHUE WUIIOCTPUPOBATh TEOPETHUYECKHE IOJIOKEHNS KOHKPETHBIMU
pUMepaMu, MPUMEHSATh UX B HOBOW CUTYallUu;

- CTYyZIEHT YMEET BbICKa3bIBaTh CBOIO TOUKY 3PEHUS;

- CTYJIEHT JIEMOHCTPUPYET YCBOCHHE paHee M3YUEHHBIX COMYTCTBYIOIIHUX BOIIPOCOB,
c(OPMHPOBAHHOCTh M YCTOHYMBOCTh KOMIIETEHIIMN, YMEHUI U HABBIKOB.

JIOTUYECKOH

- OTBET YIOBJIETBOPSET OCHOBHBIM TpPeOOBaHUSM Ha BBICIIMNA Oajyl, HO MPH ITOM
UMeeT OJUH W3 HEIOCTaTKOB: B YCBOGHMM Y4YeOHOro MaTepuajga JOMyILEHbI
HeOosbIIMe polenbl, He UCKA3UBILKE COJEp)KaHUE OTBETa; JOMYIIEHBbl OAUH — JBa
HejoueTa B (OPMHPOBAHWU HABBIKOB ITYOJMYHOM peyd, apryMEHTAllMH, BEJCHUS




JMCKYCCHUU U TIOJIEMUKHU, KPUTUYECKOTO BOCIIPUATHS HHYOPMAIIHH.

- HEIOJIHO WJIM HEIMOCIEA0BATEIbHO PACKPBITO COACPKAHUE MAaTEPHUaa, HO MOKa3aHO
oOlee MOHMMAHUE BOIMPOCA M IPOJEMOHCTPHPOBAHBI YMEHUS, TOCTATOYHBIC IS
JIAJIbHEWIIIETO YCBOCHHUS MaTepuUaa;

- HWMEINCHh 3aTPYJHEHUS WM JIONYIICHBl OIMUOKK B OMNPEACICHUH TTOHATHH,
HCIIOJIB30BAHUHU TepMI/IHOHOFI/II/I, I/ICHpaBJIeHHbIe IIOCJIC HCCKOJIBKUX HABOIAIIINX
BOIIPOCOB;

- IPU HENOJHOM 3HAaHUM TEOPETHUYECKOrO0 MaTepuasa BbIABIECHA HEIOCTATOYHAS
c(hOPMHUPOBAHHOCTh KOMIIETEHIIMHA, YMEHUW M HABBIKOB, YYaIMMCS HE MOXET
IIPUMEHUTBH TEOPHIO B HOBOW CUTYallUU.

- HE PacKPBITO OCHOBHOE COJIepKaHue yueOHOrO MaTepuaia;

- 00Hapy»KEHO HE3HAHUE WM HETIOHMMaHue OojblIel Wi Haubojee BaXKHOW 4acTH
y4eOHOr0 MaTepuaa;

- JIOMYIIEHBI OMIMOKU B ONPEACICHUN MTOHITUH, IPU UCIOJIb30BAHUU TEPMUHOJIOTHH,
KOTOpBIE HE MCIIPABJICHBI IIOCJIE HECKOJIBKUX HABOJSIIINX BOIIPOCOB;

- He CcQOpPMHpPOBAHBI KOMIICTCHIIMH, YMEHHS W HaBBIKM NYOJWYHON peuwn,
apryMeHTAaluH, BEACHHUS JUCKYCCHH U TOJIEMUKH, KPUTUYECKOTO BOCHPHSATHS
nHbOopMau

4.4,

Pa6ora Ha NMPAKTUICCKUX 3AHATUAX

Banabl

XapaKTepI/ICTI/IKH 0TBE€TA CTYJACHTA

2

- CTYJIEHT T71y0OKO U BCECTOPOHHE YCBOUJ MPOOIEMY;

- YBEPEHHO, JIOTUYHO, MOCIEA0BATEIILHO U TPAMOTHO €T0 M3JIaracr;

- OMUPAsACh HA 3HAHUS OCHOBHOM U JOMOJHUTENILHOM JIUTEPaTyphl, TECHO
MIPUBSA3BIBAET YCBOCHHBIC HAYYHBIE TIOJIOKECHUS C TIPAKTUYECKOMN ACSITEIBHOCTHIO;
- yMeJi0 0OOCHOBBIBAET U apTyMEHTUPYET BbIIBUTAEMbIE UM UJICH;

- JIeJIaeT BBIBOJBI H 00OOIIEHNS;

- cBOOOIHO BaJ€eT HOHATHIMU

- CTYJICHT TBEPJI0 YCBOMJI TEMY, TPAMOTHO H IO CYIIECTBY U3JIaraeT ee, OIMMpasch Ha
3HaHMSI OCHOBHOM JIUTEPATYPHI;

- HE JIOITYCKAeT CYIIECTBEHHBIX HETOUYHOCTEH;

- YBSI3BIBAET YCBOEHHBIC 3HAHUS C MPAKTHUECKOM IeATENbHOCTHIO;

- apTYMEHTHPYET HAayJHBIC MTOJIOKCHHUS,

- JieNaeT BBIBOILI M 0000IIEHNS;

- BIaJIee€T CUCTEMOM OCHOBHEIX MOHSITHH

0,5

- TeMa pacKpbliTa HEJOCTATOYHO YETKO U MOJHO, TO €CTh CTYJEHT OCBOWII IpobieMy,
10 CYHIECTBY M3JIaraeT €€, ONUPAsCh Ha 3HaHUS TOJILKO OCHOBHOMH JIUTEPATypHl;

- JIOIYCKaeT HeCYLIeCTBEHHbIE OIMOKHU U HETOYHOCTH;

- HCTIBITHIBAET 3aTPYAHEHUS B IPAKTUYECKOM IPUMEHEHUHU 3HAHUM;

- 11200 apryMEHTHPYEeT HayuHbIE TOJI0KEHHUS;

- 3aTpyHseTcs B GOpMYJIHPOBAaHUH BBIBOJIOB U 00OOIIEHMI;

- YACTUYHO BJIAJICET CUCTEMON MOHITUH

- CTYJIEHT HE YCBOWJI 3HAYUTEIbHON YaCTH MPOOIEMBI;

- IOITYCKaeT CYNICCTBCHHBIC ONTUOKU ¥ HETOYHOCTH MPH PACCMOTPECHHH €€¢;
- CTIBITHIBAET TPYJAHOCTH B MPAKTUIECKOM MPUMEHEHUU 3HAHU;

- HE MOKET apryMEHTHPOBATh HAyYHBIC TTOJIOKEHUS;

- He (hOpMYIIHPYET BHIBOJIOB M 00OOIICHHUI;

- HE BJIQJICCT MOHATUHWHBIM aIlapaToM

4.5.

OneHka oTBeTa CTYJACHTA HA 3a1€TC

‘ banbl ‘

XapaKTepuCTHKHU OTBeTa CTYAeHTA

5




40-39 6 | - CTyIeHT MoKa3aj OTJIWYHBIC 3HAHUS 10 JUCIUIUTMHE «PycCcKuil s3bIK M KyJIbTypa
peuny;

- COoJiep’KaHuEe OTBETOB CBHUECTEIBCTBYET O BBICOKOM CTENEHU cHOpMHUPOBAHHOCTHU
YMEHHsSI aHAJIU3UPOBATh (PAKTBI PYyCCKOM peuH, XapaKTEepH30BaTh TEKCTHI C TOYKHU
3pEHUS UX CTHJIMCTUYECKON MPUHAIC)KHOCTH;

- CTYZICHT XOPOIIIO BJIaJICE€T HOPMaMH JINTEPATYPHOU PEUH.

38-30 0 | - cTy#eHT MOKa3aJl XOpOIIWe 3HAHUS MO JUCHUILIMHE «PycCKHil S3BIK M KyJlbTypa
peun;

- Colep)KaHWE  OTBETOB  CBUAETENLCTBYET O  JOCTATOYHOH  CTENCHH
cOPMHPOBAHHOCTH  yMEHHUS  aHAJIM3UpOBaThb  (PaKTBl  PYCCKOW  peuw,
XapaKTepHU30BaTh TEKCTHI C TOYKH 3PCHUS UX CTHIMCTHYECKON MPUHAIICKHOCTH;

- CTYJICHT B IIeJIOM BJIaZIeE€T HOPMaMHU JIMTEpaTypHOI peun.

29-10 6 | - cTyIeHT moka3aj yAOBJICTBOPUTEIbHBIC 3HAHMS IO JUCIUIUINHE «PyCCKUN SI3BIK U
KYJIbTypa peum»;

- colep)KaHHe OTBETOB CBUICTENBCTBYET O CpPEeIHEW CTeneHH cHOpPMHPOBAHHOCTH
YMCHHSI aHAJIU3UPOBATh (PAKTBI PYCCKOH PEUH, XapaKTEPH30BATh TEKCTHI C TOYKHU
3pEHUS UX CTUIMCTUYECKON MPUHAITICKHOCTH;

- CTYIIEHT B II€JIOM BJIQJIeeT HOPMaMH JHUTEPATYpHOM peud, OJTHAKO HHOT/A
JIOTTYCKaeT OUINOKHU.

906U |- CTyOeHT moka3aj IUIOXME 3HaHMs MO JUCUUIUIMHE «PycCKHMl S3bIK U KyJIbTypa
MEHEE | peumn»;

- COIep)KaHUE OTBETOB CBHUJETEIILCTBYET O HHU3KOH CTEreHH C(HOPMHPOBAHHOCTH
YMEHUSl aHAJIU3UpPOBaTh (DAKThI PYyCcCKOM pedn, XapakTepu30BaTh TEKCTHI C TOYKU
3peHUsl UX CTUIMCTUYECKON MPUHATIC)KHOCTH;

- CTYJIEHT IUIOXO BJIAJICET HOPMAMM JIUTEPATyPHOU PEUHN.

5. TunoBbIe KOHTPOJIbHBIE 32JaHUSI U MeTOHYEeCKHe MaTepualbl, oNnpeaesomue
Npoueaypbl OLEHWBAHMSA 3HAHMI, YMeHWil, HABBIKOB M (WJH) ONbITA [eATEJbHOCTH,
XapakTepu3ylmmx JTanbl (opMHUPOBaHHSI KOMIIETEeHIHII B TMpolecce OCBOEHUS
o0pa3oBaTeIbHOM NPOTrPaMMBl.

1) Tunoeoe mecmoesoe 3a0anue
JIE-1 JlokyMeHT B COBpeMEHHOM MUpe

1. Undopmanus, 3apuxcupoBaHHas HA MaTEPHATLHOM HOCUTEIE U MpeHa3HAuYeHHAs JJIs e
COXpaHCHHUS U TIEpeIaud BO BPEMEHH U TIPOCTPAHCTBE — ITO:

a) 3asBIICHHE;

0) yJIOCTOBEpEHHE;

B) JIOKYMEHT;

) cooOIeHune.

2. CBeneHus1, BOCIIPHHUMAEMbIEC YSJIOBEKOM U (WJIH) CHICHUATBHBIME YCTPOUCTBAMH Kak
oTpaxkeHue (HaKTOB MaTEPUATLHOTO WM JYXOBHOTO MHpPa B TIPOLIECCE KOMMYHHUKAIIUU — 3TO:
a) cooOieHue;

0) yBeIOMIICHHE;

B) nHpopmanus;

r) cobpaHue.

3. JlokyMeHTalbHBIN OTOK — 3TO:
a) HaumOoJiee aBTOPUTETHBIE U aKTyallbHbIE TOKYMEHTHI;

6



0) cormanpHas MHGOpPMAIIHS;
B) COBOKYITHOCTH ()YHKIIMOHUPYIOIIUX B OOIIECTBE MEPBHYHBIX JOKYMEHTOB;
I') COBOKYITHOCTh (DYHKIIHOHHPYIOIIUX B OOILIECTBE CIIPABOYHBIX JTOKYMEHTOB.

4. HenpepbIBHOE YBEJINYCHHUE YMCIIa BHOBb CO3aBAEMBIX JIOKyMEHTOB HA3bIBACTCH :
a) cTapeHueM;

0) paccesiHueM;

B) KyMYJIATUBHOCTBIO;

I) pocToM 00beMa MOTOKA.

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

0) METOIMYECKUE YKA3aHUS;

B) PEKOMEH/IAIINU;

I') UHCTPYKILHH.

JE-2 JlokyMmeHTAaHOHHOE 00ecnieyeHHe yIpaBJIeHus

1. TpeGoBanus K 0(hOPMIIEHHIO OPTaHU3AIMOHHO-PACTIOPSIIUTENILHONW JOKYMEHTAIMH 11 BCEX
OpraHHU3aIil HE3aBUCUMO OT XapaKTepa UX AESITEeIbHOCTU COJIePIKATCS:

a) I'OCT P 6.30-2003;

6) TunoBoi HHCTPYKIINH I10 JAETONPOU3BOICTBY B MUHHCTEPCTBAX U BeAOMCTBax Poccuiickoit
®denepannu;

B) 'OCT P 7.0.8-2013;

r) IlpaBuiax nenonpous3BoACTBa B (heiepaTbHBIX OpraHax MCIOJHUTEIBHOMN BIACTH.

2. Wcxopsmuii TOKYMEHT — 3TO:

a) JIOKyMEHT, OTIIPAaBJICHHBIN U3 YUPEKACHUS;

0) AOKYMEHT JJIsl UCTIOJIb30BaHUS TEM YUPEXKIEHUEM, B KOTOPOM OH OBLI CO3/1aH;
B) JIOKYMEHT, IOCTYNHUBIINH B yUpexIeHUE;

I') JOKYMEHT 0053aTeIbHbIN K NCIOJHEHUIO.

3. TpynoBast nedaTeNbHOCTD TpaXkaaH (pUKCUPYETCS B:
a) 3asABJICHUU O MpUeMe Ha paboTy;

0) MOKHOCTHBIX MHCTPYKLIUSAX;

B) XapaKTEepHCTUKaX;

T') TPYIOBBIX KHHKKAX.

4. OpraHu3allOHHBIN TOKYMEHT, B KOTOPOM YKa3bIBalOTCS BCE CTPYKTYpPHBIE MOpa3IeIeHMUs,
BBOJIMMBIE Ha MPEINPUATAN JOJKHOCTH M KOJIMYECTBO IITATHBIX €IMHMUIL 110 KAXKI0M U3
NOJDKHOCTEN — 3TO:

a) IpaBWJIa BHYTPEHHETO U TPYJOBOIO PACIOPSIKa;

0) CTpyKTypa U IITaTHAas YUCICHHOCTb;

B) YCTaB,

I') LITaTHOE pacHUCaHUe.

5. B cocraB nH(popMalnoHHO-CIIPABOYHBIX IOKYMEHTOB HE BXOJMT:
a) IPOTOKOJ;

0) cripaBka;

B) pacrnopsbKeHHE;

I) aKT.



JE-3 Opranusanus padoThl ¢ JOKYMeHTAMH

1. Jlenonpou3BOACTBO — 3TO OTPACIIb ACATEIBHOCTH, KOTOPAs MPEATOJIAraeT:

a) oOecreyeHrne CBOEBPEMEHHOTO U MPABUIILHOTO CO3/IaHUS IOKYMEHTOB (JIOKYMEHTHPOBaHUE);
0) opraHu3auio paboThHl C TOKYyMEHTaAMU;

B) IOKYMEHTOOOOPOT;

I') XpaHEHHE JOKYMEHTOB.

2. Opranu3zanus paboTsl C JOKYMEHTaMH B MUHUCTEPCTBAX HOCUT Ha3BaHHE:
a) COBETCKOE JICTIONPOU3BOJICTBO;

0) KOJUIEKCKOE JIEI0IPOU3BO/ICTBO;

B) MPHKa3HOE JIETIOMPOU3BOICTBO;

I') HCIIOJHUTEIILHOE JIEJIONPOU3BOICTBO.

3. CucremMaTu3upoOBaHHBIH ITEPEYCHB 3ar0JIOBKOB JIEJ C YKa3aHHEM CPOKOB UX XPAaHEHHS — 3TO:
a) HOMEHKJIATypa;

0) abOpeBuatypa;

B) apXMBHBIH CIIUCOK;

I') KaTajor XpaHEHHUs.

4. TlpunoxxeHus K JOKyMEHTaM MMOMEUIAl0TCs B IEJIO:

a) B 3aBUCHMOCTH OT JaThl UX YTBEPIKICHHSI,

0) B 3aBUCHUMOCTHU OT JIaThl COCTABJICHHUSI;

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

5. Texyiue nena XpaHsr:

a) B CIIEMAIILHOM OTJIeJIe apXUBa;

0) B ceiide pyKOBOIUTENSI OpraHU3AINH;
B) Ha pabouMX MECTax;

T') B CHENHATBHBIX XPaHUIIHUIIAX.

Kiroun Kk TeCTOBBIM 3aJaHUSIM:

nE | AE-1 | IE-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. TunoBble TeMbI peepaToB

1. CrpyxTypa 1OKyMEHTAlIUOHHOTO 00ECIIeYeH s YIIPaBIICHUSI.

2. OCHOBHBIE ATaIlbl Pa3BUTHSI OTEYECTBEHHOTO JEIONPOU3BOICTBA.

3. CrpykTypa TOCYHapCTBEHHOTO pETyJIMPOBaHUS JOKYMEHTAIMOHHOTO  OOecredeHus
yIIpaBJICHUSL.

4. MeToapl COBEPIICHCTBOBAHMS YIIPABICHYECKUX JIOKYMEHTOB.

5. CranpgapTu3anus Kak perjiaMeHTHpYIolasi OCHOBa JOKYMEHTAI[MOHHOTO obOecreueHust
yIIpaBIICHUSL.

6. Od¢unuansHble U CIy)XKeOHbIE TOKYMEHTHI.

7.  Opranu3aiOHHO-TIPAaBOBbIE JOKYMEHTHI.

8. HudopmarmoHHO-CIIPaBOYHBIE JOKYMEHTHI.
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9. PacnopsautenbHbIe JOKYMEHTHI.

10. /IoxyMeHTHI 110 INYHOMY COCTaBYy.

11. JToxymeHTHI (PU3NUECKUX JIHII.

12. OdopmiieHHre U PEKBU3UTHI YITPABICHYECKUX JOKYMEHTOB.

13. SI3BIK ¥ CTWIIb YIIPABICHYECKUX TOKYMEHTOB.

14. Opranuzanus paboThI € yIIpaBICHYECKUMHU JOKYMEHTaMHU.

15. CoBpemeHHBIe WH(POPMAIMOHHBIE TEXHOJOTHH B JOKYMEHTAI[MOHHOM OO€CIICYCHUH
roCy/IapCTBEHHOTO YIPABICHUS.

16. DnekTpoHHOE aJIMUHUCTPATUBHOE JICTIOMPOU3BOJICTBO.

5.3. TunoBbIe 3aJaHus K Y4eOHOI TUCKYCCHH

Jlenornpon3BoOACTBO KaK HEOTheMJIeMas YaCTh OPTaHU3aluU paOOTHI C JOKYMEHTaMHU
Oco0OeHHOCTH OpraHu3aIK PadOThI ¢ BXOAIIMME TOKYMEHTAMU

Opranuzanus padoThl ¢ HCXOSMIIUMH TOKYMEHTaMHU

Opranuzanus padoThl ¢ KOHQUICHINATBHBIMA JOKYMEHTaMH

Opranuzanus paboThl ¢ TOKYMEHTaMHU M0 TUYHOMY COCTaBY.

agrwpdE

5.4. TunoBoe KOHTPOJILHOE 3a]JaHHe
He npenycmorpeno

5.5. Bonpocsl k 3auety

[ToHsiTHE «1OKyMEHT», ero pa3BuTHe. CBA3b HH(POPMALIUU U TOKYMEHTA.

CrpykTypa JOKYMEHTa, €€ 0COOEHHOCTH.

[ToHsATHE «CHCTEMBI TOKYMEHTALIUKUY, PA3BUTHE CUCTEM JIOKYMEHTALIUH.

Jlenonpon3BOACTBO KaK €AUHBIN MTPOLIECC.

Buzpl 61aHKOB, paBUIIa UX COCTaBJICHUS U OPOPMIICHHUS.

. OpranuszanuoHHble JOKyMeHThl. OOmas xapakrtepuctuka. llpaBuna cocraBieHus,
o opMIIEHHH.

7. PacnopsaurensHble 1oKyMeHThl. O01mas xapakrepuctuka. TpeboBaHMs K UX COCTaBICHHUIO,
o(opMIIeHHIO, XPAaHEHUIO.

8. CmyxeOHbIe THCbMa. Pa3HOBUIHOCTH CITy’K€OHBIX ITHCEM.

9. Pa3HOBUAHOCTM JIOKJIAAHBIX M OOBSCHUTENBHBIX 3allMCOK, OCHOBHBbIE TpeOOBaHMUA,
IpeIbsABIsEMbIE K UX COCTaBJICHHUIO.

10. Pa3HOBHJIHOCTH aKTOB M UX Ha3HAUEHUE, IPABUJIA UX COCTABICHUS U OOPMIICHHS.

11. JIoKyMeHTHI 110 INYHOMY COCTaBY MPEANPHUATHS, YUPEKICHUS.

12. JlomkHOCTHAst MHCTPYKIMA KaK JOKYMEHT IO JINYHOMY COCTaBYy.

13. ®unaHCOBO-OyXTaNTepCKUE TOKYMEHTHI yupekaeHus. OOmas XxapakTepuCTHKA.

14. MHdpopMalnOHHO-CIIPABOYHbIE JOKYMEHTHI, UX BUbI U HA3HAUEHUE.

15. Cucrema kagpoBoit fokymeHTauuu. [IpaBuia cocraBieHust 1 0hOpMIICHHUSL.

16. Ilpuka3 mo JNWYHOMY COCTaBYy Kak BHUJ paclopsIUTeNIbHOrO JoKyMmeHTa. Ilopsmox
pa3palboTKu, MOArOTOBKA MPOEKTa MpHKa3a, COrIacoBaHUE U ero 0(hopMIIeHHE B COOTBETCTBUU C
JENCTBYIOIIMMU HOpMaMu U NpaBuiamu. JloBeleHUE 10 UCTIOTHUTENEH.

17. OdopmiieHne TpyI0BbIX KOHTPAKTOB YUPEXKIEHUS C pAOOTHUKOM.

18. TpynoBass KHHXKa, KaK OCHOBHOH JOKYMEHT O TPYJOBOH JESATEIbHOCTH pabOTHHKA.
IIpaBuna ee BeneHUs.

19. JIuyHoe n1eno 1 XxapaKkTepUCTHKa JOKYMEHTOB, BXOJISIIMX B €0 COCTAB.

20. Permcrpanus 1oKyMeHTOB Kak rmporiecc. OCHOBHBIE TIETTH U (DOPMBI.

21. OpraHuzanus TEKyIero XpaHeHus JOKYMEHTOB.

22. Homenknarypa nmen yupexaeHus. CocTaBlieHHE, YTBEPKICHUE W BEICHHE HOMEHKIATYPHI
Jell.

23. KonTpois ucromHeHnst JOKyMeHTOB. OCyIIeCTBICHHE OPTaHNu3aI[ii KOHTPOJIS.

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

ok wdE
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