OueHouYHble maTepuanbl npu hopMmupoBaHUM paboymx nporpamm
aucumnnuH (moaynemn)

HanpaBneHue NnoaroToBKM / cneunanbHOCTb:  [JokymMeHTOBeeHWe U apXMBOBEAEHUE
Mpodmnb / cneunanusauma:  Lindposusauus KopnopaTUBHOMO JOKYMeHTOOGOpoTa
OucumnnuHa: OcHOBbI JOKYMEHTOBEAEHMS

PopmMupyemMbie KOMNETEeHLUN: OlK-3
Ol1K-5

1. OnucaHue nokasarenewn, KputepueB n LWWKan oueHnBaHuA KOMNeTeHLUN.

Mokasatenu u Kputepumn oueHmnBaHusa KoMneTeHumin

Ob6bekT YpPOBHM CHOPMUPOBAHHOCTN KOMNETEHLMIA KpuTtepuii oueHnBaHns
OLLEHKM pe3ynbTaTtoB 00y4YeHus
O6yuatowuincs Huskun ypoBeHb YpoBeHb pe3ynbTaTtoB 06yyYeHust
[MoporoBbin ypoBeHb He HWXe NoporoBoro

MoBbILWEHHBIN YPOBEHb
Bbicokuii ypoBeHb

LLIkanbl oueHMBaHUA KoMneTeHUnn npun cgayve saKk3amMeHa 1 3a4eTa C OLIEHKOM

LocTurHyTbin XapakTepucTtumka ypoBHsi ChOpMMPOBAHHOCTH LLikana oueHMBaHus
YPOBEHb KOMneTeHumnn OK3ameH 1 3ayet ¢
pesynbTarta OLLEHKOM
obyueHusa
Huakuin Ob6yuvatowuncs: HeynoBneTBoputensHo
YPOBEHb -00Hapyxwun npobenkl B 3HaHWAX OCHOBHOIO y4ebHO-MPOorpaMMHOro
matepuana;

-AONYCTUN NPUHLMNMAsIbHbIE OLUMOKM B BbINONHEHWN 3a4aHuM,
NpeayCcMOTPEHHbIX NPOrpaMMoii;

-He MOXXET NPOACIKUTE OBYYeHMe UMK NPUCTYNUTB K
npodeccroHanbHol AeATeNIbHOCTM MO OKOHYaHUM nporpammbl  6e3
[AOMONHUTENbHBIX 3aHATUIA MO COOTBETCTBYIOLLEN ANCLMMMUHE.

[MoporoBbin Ob6yuvatowuncs: YooBneTBOPUTENBLHO
YPOBEHb -0OHapyXun 3HaHWe OCHOBHOTO y4ebHO-NPOrpaMMHOro maTtepuana B

06BbEMe, HeOOX0AMMOM ANs fanbHenwen y4ebHol 1 NnpeacTosLen

npodeccroHanbHoN AesTENBHOCTY;

-CrnpaBnsieTcs C BbIMONHEHWEM 3aaHUN, MPegyCMOTPEHHbIX

nporpamMmmom;

-3HaKOM C OCHOBHOW nuTepaTypoW, peKOMeHA0BaHHOM paboye

nNporpaMmon AUCLMNINHBI;

-0OMNYCTUIT HETOYHOCTM B OTBETE Ha BOMPOCHI U NPU BbINOMHEHUMN 3a4aHUN

no y4yebHO-NporpaMmHOMY Matepuany, Ho obnagaeTt HeobxoaMMbIMU

3HaAHUAMU OIS UX YCTpaHeHMs No4 PyKOBOACTBOM npenogasaTens.

[NoBbILLIEHHbIN Obyvatowuiics: XopoLuo
YpOBEHb - 0OHapyXwun NonHoe 3HaHue y4ebHO-NpPorpaMMHOro MaTepuana;

-yCMEeLIHO BbINOMHWI 3a4aHus, NpegycMOTPEHHbIE NPOrpamMMONn;

-yCBOMIT OCHOBHYIO NMTepaTypy, PEKOMeHAOBaHHY paboyen

NporpaMmown AUCLMMNINHBI;

-rokasan CMCTEMaTMYECKUA XapakTep 3HaHWI y4ebHO-NPorpaMmmMHOro

matepuana;

-CNocoBeH K  CaMOCTOATENbHOMY MOMOMHEHWIO 3HAHWUI MO y4ebHOo-

nporpaMMHOMy Matepuany 1 o6HOBMNEHMIO B Xo4e AanbHenwwen y4ebHom

paboTbl 1 NpodeccnoHanbHON OeATENBHOCTH




peLlleHnsa nocTaBfieHHOM
3agaun no
cTaHgapTHomy obpasuy
NOBTOPHO.

NPUMEHEHUN HaBblKa Mo
3agaHuam,
peLleHne KOTopbIX BbIno
rnokasaHo
npenogasartenem

NPMMEHeHVe HaBblka
pelleHns 3ajaHnm,
aHanorn4yHbIX TEM,
KoTopble
npegcTaBnan
npenogasarerb,
W npu ero
KOHCYIbTaTUBHON
noaaepxke B 4actu
COBPEMEHHbIX
npobnem.

Bbicokuii Obyvatowuics: OTnu4Ho
YPOBEHb -oBHapy>Xun BCECTOPOHHUE, CUCTEMAaTUYECKNE U rNyDoKMe 3HaHUS
y4yebHO-NporpamMmHoOro matepuana;
-ymeeT cBO6OAHO BbINOMHATL 3a4aHus, NpegyCMOTPEHHbIE NPOrpamMmmMon;
-O3HaKOMMIICS C AOMNOSNTHUTENbHOW NUTEpPaTypPOu;
-yCBOWIT B3aMMOCBSI3b OCHOBHbIX MOHATUI ANCLUUMITMH Y UX 3Ha4YeHne Ons
nprobpeTeHust npodeccuu;
-NpOsiIBUN TBOPYECKME CNIOCOBHOCTN B MOHUMAHUN y4eBHO- NPOrpamMMHOro
mMaTtepuana.
OnucaHve wWKan oueHNBaHNs
KomneTeHunn oby4atoLerocs oueHuBaeTcs cnegyowmm obpasom:
MnaHnpyembin CopaepkaHue LKanbl OLeHNBaHNSA
YPOBEHb OOCTUTHYTOrO YPOBHS pe3ynbTata o0yyeHns
pesyrbTaros HeynoBneTBoputensHo | YOOBNETBOPUTENBHO Xopouo OTnnyHo
0CBOEHMs He 3auTeHo 3a4yteHo 3ayTeHo 3ayTeHo
3HaTb HecnocobHocTb OOGyuvatowniics Ob6yuvatowniics Ob6yuvatowniics
oby4atoLlerocs cnocobeH OeMoHCTpupyeT OEeMOHCTpupyeT
CaMOCTOSITENbHO CaMOCTOSITENbHO CMOCOBHOCTL K CMocoBHOCTL K
NPOAEMOHCTPUPOBATL | MPOAEMOHCTPMPOBATE | CaMOCTOSATENbHOMY CaMOCTOSTENbHOMY
HanuMumne 3HaHUM Npu Hanuune 3HaHWM Npu NPUMEHEHUI0 NPUMEHEHMIO 3HaHW B
peLleHnn 3agaHuin, peLleHnmn 3agaHuin, 3HaHMIN NpK Bblibope cnocoba
KoTopble 6binu KoTopble 6binn peLlueHun 3agaHnin, | pelueHns HeU3BECTHbIX
npeacTaBneHbl npeacTaBneHbl aHarorm4YHbIX TEM, W1 HecTaHOapPTHbIX
npenogaBaTenem npenogasaTenem KoTOpble 3agaHun u npu
BMecTe ¢ 0b6pasLom BMECTE C npeacTaBnan KOHCYNbTaTMBHON
UX peLleHust. 0o6pasLoM 1x peLueHus. npenoaasarerb, NoAAEpXKKe B YacTu
1 npu ero MEeXONCUMMITMHAPHbIX
KOHCYIbTaTUBHON CBSA3eN.
NOAAEPXKKE B YacTu
COBPEMEHHbIX
npobnem.
YMeTb OrtcyTctBHE Y Obyuvatowwniics Ob6yuvatowniics Obyuvatowmiics
oby4atoLlerocs OeMoHCTpupyeT NpogeMOHCTpupyeT OEeMOHCTpupyeT
CaMOCTOSATENBHOCTU B | CaMOCTOSATENLHOCTb B | CaMOCTOSATENbHOE CaMOCTOSITENbHOE
NPYMEHEHWUM YMEHWUW MO | NPUMEHEHUMN YMEHUIN | MPUMEHEHME YMEHWUIA| MNPUMEHEHWUE YMEHUW
NCMNOnb30BaHUI0 peLleHns y4ebHbIX peLleHns 3adaHui, | peLleHust HEM3BECTHbIX
METOZ0B OCBOEHNS 3aJaHui B NOJSIHOM aHarnorn4YHbIX TEM, W HECTaHOAPTHbIX
y4ebHOM OMCUMMANHBI. COOTBETCTBUM C KoTOpble 3afaHun u npm
obpasLom, npeacTaBnsn KOHCYNbTaTMBHOM
OaHHbIM npenogasarernb, noanepxke
npenogasaTenem. n nNpu ero npenogaBaTens B 4acTu
KOHCYNbTaTMBHOMN MeXANCUMUMIMHAPHbIX
NOLAEPKKE B YacTu CBA3EN.
COBPEMEHHbIX
npobnem.
Brnagetb HecnocobHocTb Obyuvatowmica Ob6yuvatowwuics Ob6yuvatowuics
CaMOCTOATENBHO OEeMOHCTpupyeT OEeMOHCTpupyeT OEeMOHCTpUupyeT
NposIBUTb HaBbIK CaMOCTOATENBHOCTb B | CaMOCTOATENbHOE CaMOCTOSITENbHOE

NpYMeHeHNe HaBblka
peLleHNsa HEN3BECTHbIX
W HeCTaHO4aPTHbIX
3agaHnn n npu
KOHCYIbTaTUBHON
noaaepxke
npenogaBaTensi B 4actu
MEXANCUUMIMHAPHBIX
CBSA3en

2. MepeyeHb BOMPOCOB M 3aAay K 3K3aMeHam, 3a4eTaM, KYpCOBOMY NPOEKTUPOBaHUIO, NaGopaToOPHbIM




3aHaTUAM. Obpa3sel 3K3aMeHaLMOHHOro bunera.

MpyMepHbI NepeyeHb BOMPOCOB K 9K3aMeHY.

KomneTteHumnsa OIK-3__

. TunoBble N MHOVBMAYaNbHbIE NHCTPYKLNN.

. HopmupoBaHue Tpyaa paboTHukoB cnyx6bl JOY.

. TunoBble HOpMaTNBbI BPEMEHM.

. lenonpoun3BoAcTBEHHbIE ONpeaeneHne NOHATUSA «40KYMEHTO060poT».
. CTpykTypa 1 obLias xapakTepmcTuka 4OKYMEHTOMNOTOKOB.

. Ob6bem gokymeHToob0pOTa yUpeaeHus.

. TeHgeHUUn pocTta JOKYMEHTOOO0POTa B COBPEMEHHbBIX YUPEXAEHUSX;

. ABTOMaTu3auuna obpaboTkun nHgopmMaumm.

. lenonpon3BoacTBO.

10. CuctemMbl foKyMeHToobopoTA.

11. KoHTponb 3a NCNOMHEHNEM LOKYMEHTOB B Y4YPEXAEHNN.

12. PaboTa ¢ pasnmyHbiMy1 cucTemMamMmm 4OKYMEHTauMu.

13. HhopmaLMoHHO-cnpaBoYHas cucTtemMa no AOKyMEHTaM yupexaeHus.
14. OpraHu3auua TekyLero XxpaHeH st LOKYMEHTOB.

15. dopmupoBaHue gen.

16. HomeHknatypa gen.

17. CpoKn XpaHeHns JOKYMEHTOB.

18. HomeHknatypa gen B onepaTvBHOM XpaHeHWM 1 BEAOMCTBEHHOM apXxuBe.
19. OpraHumsauus n npoBedeHne 3KCNepTM3bl LLEHHOCTUN AOKYMEHTOB, YHUYTOXEHMNE LOKYMEHTOB.
20. MopgroTtoBka JOKYMEHTOB K Nepefaye Ha BEAOMCTBEHHOE XpaHeHne

O©CoONOOThAWNPE

KomneTteHunsa OMNK-5_

1. HdopmaLMOHHO-AOKYMEHTaUnoHHoe obecrneveHne B paboTe annapata ynpaBneHus.

2.0OpraHu3auumsa genonponssoacTsa B AOpeBOMoLUnoHHon Poccun

3. OpraHusaums 0enonpon3BoACTBa B COBETCKUX rOCYAAPCTBEHHbIX YYPEXOEHUSAX.

4. OcobeHHOCTM [enonpon3BOACTB B COBpeMeHHon Poccuu

5. TexHonorusa n opraHmM3aums 4enonponsBoacTaa.

6.®yHKUUKM cnyx6bl JOY, OOMKHOCTHON N TEXHNYECKMIA COCTaB paboTHUKOB, (DYHKUMOHAaNbHbIE 0693aHHOCTW.

7. Bbasa, pernameHTMpyoLLLAa OpraHn3aumnio 1 TEXHONOMMI0 MHPOPMALIMOHHO-AOKYMEHTaLNOHHOIO obecneyeHns
OeATenbHOCTU yYpexaeHust.

8. Cnyx06a [JOY: obwas xapakrepuctvka u MHpopmMaunoHHoe obecneyeHne

9. [lomKHOCTHast MHCTPYKLMSA Kak HOpMaTMBHas OCHOBa pacnpefeneHus Tpyga mexay nogpasgeneHmsamm u
NCMNOMHUTENSIMW.

10.MHCTpYKUMSI NO JOKYMEHTaLMOHHOMY 0DecneyvyeHnto ynpaBneHns - OCHOBHOW HOPMAaTUBHbIV aKT MO pernaMeHTaumm
opraHmsauum n TexHonorumn JOY.



O6paseLy, ak3aMeHaLNoHHOro buneta

[anbHEBOCTOYHbIN rOCY4apCTBEHHbIA YHUBEPCUTET MyTEn COO0LLEHUS

Kadpenpa Ok3ameHaLMOoHHbIN BuneTt Ne «YTBEPXKOAON
(k703) MpaxxgaHckoe, no AUCLMNInHE 3aB. kacenpon
npeanpuHMMaTenbCKoe n OcCHOBbI JOKYMEHTOBEAEHMS dunaHnna N.M., kana.
TpaHCNOpTHOE npaBo ANS HanpasneHnst NoAroToBkK / cneunansHOCTH coumon. HayK, OOLEHT
2 46.03.02 JlokymeHTOBEAEHWE U apXUBOBEAEHWE «__» 20 .
CEMECTP, y4eOHbIN rog npodune/cneunanmaaums

Lincdbposmrsaums kopnopaTUBHOIoO 4oKyMmeHToobopoTa

1. TunoBble 1 UHAMBMAYANbHbIE UHCTPYKLNW.
(OMNK-3)

2. MHcbopMaLMoHHO-A0KYMeHTauuoHHoe obecrneyeHmne B paboTe annapara ynpasneHus.
(OTK-5)

MpumeyaHue. B kaxxgom ak3ameHaunoHHOM buneTte AoMmkHbI NPUCYTCTBOBATbL BOMPOCKI, CMNOCOBCTBYHOLLNX
dopmMUpoBaHMIo Y 00y4atoLLErocs BCeX KOMMNETEHUMI NO AaHHOW AUCLUMNIIHE.

3. TectoBble 3agaHus. OueHKa No pe3ynbTaTaM TECTUPOBaHUA.
MpumepHble 3agaHns  TecTa

3apanwue 1 (OlK-3)

BbibepuTe npaBunbHbIA BapuaHT oTBeTa.

Llensamu TpygoBoro 3akoHogaTenbCcTBa ABMAITCS:

1. ycTaHOBMEHWE rOCYAapCTBEHHbIX rapaHTUI TPYAOBbLIX MpaB U cBOOOA rpaxaaH
2. co3gaHue 6naronpuaTHbIX YCNoBUIM Tpyaa

3. 3awmTa npaB 1 MHTepecoB paboOTHUKOB 1 paboToaaTenemn

4. 3awmTa 06LEeCTBEHHON HPaBCTBEHHOCTM

3apanue 2 (OlK-5)

MpuBeguTe B BO3pacTatoLLen nocneaosaTensHOCTH:

. ®efepanbHble 3aKOHbI

Ykasbl NpeangeHTta Poccuinckon ®epepaunn

Ykasbl NpeangeHTta Poccuinckon ®epepaunn

MocTtaHoBneHus MNpasutensctea Poccuiickon ®egepaummn

HopmaTuBHbIE NpaBoOBbIE akTbl peaeparnbHbIX OpraHoB UCNOSTHUTENBHOM BNacTu
3akoHbl cybbekToB Poccunckon ®egepaumm

agrLOND =

3apanue 3 (OlK-3)

lMpuBeauTe B BO3pacTaroLlen nocrnegosaTernibHOCTM YPOBHM COLMAanNbHOro napTHepCTBa
1: dbegepanbHbIn

2: MexXpervoHanbHbIN

3: permoHanbHbIn



MonHbIN KOMMMEKT TECTOBbLIX 3aaHUN B KOpnopaTuBHOW TecToBon obonoyvke ACT pasmelleH Ha cepepe YUT OBIYTIC,
a Takke Ha canTe YHuBepcuteTa B pasgene CLO OABIYTC (o6pasoBaTtenbHasi cpega B IMYHOM KabnHeTe

npenogaearens).

CooTBeTcTBME MEXOY BanbHON CUCTEMON U CUCTEMOW OLEHMBaHWSA NO pesynbTataM TeCTUPOBaHUS yCTaHaBNMBaeTCs
nocpeacTsoM cnegyowen Tabnuubi:

BEHb
Ob6bekT [NokasaTenu oueHmMBaHUsA OueHka eipj(')lb'le'aTOB
OLIEHKM pe3ynbTaTtoB 0by4yeHus pesy
obyyeHus
60 6annoB n meHee «HeygooBneTBopuTEnbHO» Hu3knih ypoBeHb
. 74 — 61 6annos «YO0BNeTBOPUTENBHO» MoporoBbi ypoBEHD
O6yuatowuincs =
84 — 75 6annos «XopoLLo» [MOBbILLIEHHBIV YPOBEHb
100 — 85 6annos «OTnnyHO» Bbicokunii ypoBeHb

4. OueHKa oTBeTa oby4arowerocs Ha Bonpochkl, 3agavy (3agaHue) ak3aMmeHaLMOHHOro bunera, 3a4eTa,
KYPCOBOIo NPOeKTUPOBaHUSA.

OueHka oTBeTa 06yqa}ou.|,eroc;| Ha BOMNpOChbIl, 3agavy (3ap,aHme) 3K3aMeHauMOoHHoro bunera, 3ayeTta

CopepxaHue LWkarnbl oLueHnBaHuA

BneMeHTbl OLleHNBaHUS HeypnoBneTtBopuTensHo | YA0BNeTBOPUTENBHO Xopouuo OTnunyHo
He 3a4yteHo 3a4yTeHo 3a4yTeHo 3a4yTteHo
COOTBETCTBME OTBETOB NonHoe HecooTBeTCTBME [3HAYNTENbHbIE HesHauuTtenbHble |[MonHoe
hopMyNMpoBKam no BCeM Bonpocam NMOrpeLlHOCTH MOrpeLlHoOCTH COOTBETCTBUE
BOMNPOCOB (3agaHni)
CTOVKTYDE NonHoe HecooTBeTCTBME |3HAYUTENBHOE HesHauutensHoe |[CooTBeTcTBUE
nogj}lle }é)FI)Ba,TeﬂbHOCTb " KpUTEpPUIO. HECOOTBETCTBUE HEeCcooTBeTCTBUE KpUTEPUIO Npun
A KpUTEPUIO KpuUTEPUIO OTBETE Ha Bce

noruka oteBeta. YMeHue

BOMpPOCHI.
YeTKO, NOHATHO, FPaMOTHO
1 cBO6OOHO M3naraTtb
CBOW MbICIN
MonHoe He3HaHne MmetoT mecTo NwmetoT mecTo MonHoe
HOPMaTUBHOMN U CYLLIECTBEHHbIE HEeCyLLeCTBEHHbIE [COOTBETCTBUE
npaeoBow 6asbl ynyuieHms (He3HaHne |ynywieHms 1 OaHHOMY KpUTEpPUIO
3HaHME HOPMATUBHBIX, cneuuanbHon OonbluUen YyacTn 3 He3HaHune OTBETOB Ha BCe
MpPaBOBbIX 4OKyMEHTOB 1 |TMTepaTypbl LOKYMEHTOB M OoTAerNbHbIX BOMpPOCHI.
creumanbHoi NUTepaTypbi crneumarnbHom (eonHWMYHBIX) paboT
nutepatypsbl no u3 umucna
Ha3BaHuio, obsizaTensHom
cogepXaHuio U T.4.).  |nuTepaTypbl.
YMeHue cBaszaTb Teopuio|YMeHne cBasaThb YMeHue cBasaTb MonHoe
C npakTukon paboTbl HE [BONPOCHI TEOPUM U BOMPOCHLI TEOPUN U [COOTBETCTBUE
nposiBNseTcs. NPaKTUKN NPOSIBNAETCA |NPaKTUKN B OaHHOMY KpUTEPUIO.
YMeHue yBA3bIBaTh penko OCHOBHOM CnocobHocTb
TEOpUIo C NPaKTUKOW, nposiBnsieTcs. WHTEerpupoBaTtb
B TOM 4uMcrne B obnactu 3HaHUA n
npodeccnoHanbLHON npuenekaTtb
paboThbl CBeAeHVs 13

Pa3nUYHbIX Hay4YHbIX
ccoep




KayecTBo OTBETOB Ha
AOonoJfiHNUTEeIbHbIE
BOMNpPOCHI

Ha Bce gononHuTenbHble
BOMPOCHI NpenogasaTtens
AaHbl HEBEPHbIE OTBETHI.

OTBeTbI Ha 6onbLUyIo
YacTb
AOMNOMHUTENBHbIX
BOMPOCOB
npenogasaTtens AaHbl
HeBepHO.

1. [laHbl HENONHbIE
OTBETHI Ha
OONOSHUTENbHbIE
BOMPOCHI
npenogasaTens.

2. laH ogvH
HEBEPHbI OTBET Ha
OONOSTHUTENbHbIE
BOMPOCHI
npenogasaTens.

[aHbl BepHbIe
OTBETHI Ha BCe
OOMOJSTHUTENbHbIE
BOMPOCH!
npenogasarens.

ﬂpmmeanme: ntoroeas oueHka cbopMMpyeTc;l KaK cpegHAA apVI(pMeTVI‘-IECKaFI pe3ynbTaTtoB 3JIEMEHTOB OLlEHBAHUA.




