HanpaeneHue noarotoBku / cneyManbHOCTb:
Mpodwmnb / cneunanusayus:

OucuunnuHa:

dopmunpyemble KOMNETEHLMMN:

OueHo4Hble maTepuanbl npu dopmMmupoBaHUn pabounx nporpamm
avncumnnuvH (moaynewn)

OOKYMEHTOBEOLEHUWE U APXNBOBEOEHUE
Lincbposmraaums kopnopaTUBHOIO 4OKYMeHToo6opoTa
KagpoBoe AenonponsBoACcTBO Y apXMBbl JOKYMEHTOB MO JIMYHOMY COCTaBY

OrK-3
OrK-2

1. OnucaHue nokasaTenen, KPUTEPUEB U LLKAN OLLeHUBaHUA KOMNETEHLUUNA.

MokasaTtenu n Kputepumn oleHnBaHuA KOMMeTeHuun

ObbekT YpoBHM cChOPMUPOBAHHOCTY KOMMNETEHLMI Kputepwuii oueHvBaHus
OLEHKM pe3ynbTaToB 06y4eHus
O6yuatowmiica Hun3kuin yposeHb YpoBeHb pe3ynbTaToB 00ydeHus

[Moporosbiit ypoBeHb
[MoBbILEHHBIN YPOBEHB
Bbicokuit ypoBeHb

He HMXXe Noporosoro

LLikankb! oLeHMBaHUs KOMMNETEHLMN npu caoaye sKk3amMmeHa nnu 3aveTa c OLLeHKOW

[ocTurHyTbIn ypoBeHb
pesynbTara
obyyeHus

LLikana oueHnBaHuna
OK3aMeH MK 3a4eT ¢
OLIEHKOM

XapakTepucTumka YpoBHS CPOPMUPOBAHHOCTH
KOMMEeTeHLNN

Hwnzkun
YpPOBEHb

Obyvatowmics:

-06Hapyxmn npobenbl B 3HaHUSAX OCHOBHOMO y4e6HO-NporpaMMHoOro MaTepuana;
-A0NyCTUN NPUHUMMNUANbHBIE OLIMGKM B BbIMOSIHEHUN 3a4aHWUIA, MPEAYCMOTPEHHbIX
nporpamMmmon;

-He MOXeT NPOoAOIKUTL 0ByYeHne UNu NPUCTYNUTL K NPodeCcCMoHaNbHON
[eATEeNbHOCTU MO OKOHYaHUM Nporpammbl 6€3 AONONHUTENbHBLIX 3aHATUI MO
COOTBETCTBYIOLLEN AUCLMNINHE.

HeynoBneTeopuTensHO

MoporoBbii
YPOBEHb

Obyvatowmiics:

-06HapyXurn 3HaHWe OCHOBHOrO y4e6HO-NPOrpaMMHOro MaTepuana B o6bEMe,
HeobxoAMMOM Ans AanbHenwen y4ebHon 1 npeacrosien npodeccnoHanbHom
AeaTensHocTY;

-CMpaBnsieTcs C BbINOMHEHNEM 3a4aHni, NpeyCMOTPEHHBbIX MPOrpaMMoit;

-3HAKOM C OCHOBHOW NUTepaTypon, pEKOMEHA0BaHHOWM paboyen nporpammon
OVNCLMNIUHBI;

-A0MNYyCTUN HETOYHOCTM B OTBETE Ha BOMPOCHI U MPY BbINONIHEHWUW 3a4aHWUA No
y4yebHo-nporpaMMHOMy MaTepuarny, Ho obragaeT Heo6XoAMMbIMU 3HAHUAMM NS UX
yCTpaHeHuWs nog pyKOBOACTBOM MpenofasaTens.

y,ElOBJ'IGTBOpVITEJ'IbHO

[NoBbILLEHHbIN
YPOBEHb

Ob6yuvarowmncs: XopoLio
- 0BHapyun nonHoe 3HaHue y4ebHO-NPOrpaMMHOro MaTepuana;

-yCnNEeLUHO BbINOMHUI 3aAaHns, NpeayCMOTPEHHbIE NPOrpamMmoi;

-yCBOWUIT OCHOBHYIO NUTEpaTypy, PEKOMeHAOoBaHHyto paboyei nporpammon
OVNCLMMNUHBI;

-nokasan cucTeMaTU4ecKnii xapakTtep 3HaHWU y4ebHO-NporpaMMHOro MaTepuwana;
-cnocobeH K caMOCTOSITENbHOMY MOMOSIHEHUIO 3HAHWIA MO y4ebHO- NporpaMMHOMY
MaTepuany u oOHOBNEHWO B Xoae AanbHewwen y4ebHon paboTbl u
npoeccuoHanbHoON AeATenbHOCTH




Bbicokui

NoCTaBMIEHHOM 3a4a4m Mo
cTaHgapTHoMy o6pasuy
MOBTOPHO.

NPUMEHEHUN HaBblKa Mo
3agaHuam,
peLieHne KoTopbix 6bino
nokasaHo npenogasaresiem

npuMeHeHue HaBblka
peLLeHns 3adaHuit,
aHarornyHbIX Tem,
KOTOpble npeacTasnan
npenogaeaTternb,

1 npu ero
KOHCYIbTaTUBHOM
noaaepKke B Yactu
COBPEMEHHbIX NpoGnem.

O6yuatoumiics: OTnnyHo
ypOBEHb -0bHapyun BCECTOPOHHMNE, cUCTeMaTU4eckne n rnybokue 3HaHus y4yebHo-
nporpaMMHOro matepuana;
-ymeeT cBOGOAHO BbINOMHATL 3aAaHus, NpeaycMOTPEHHbIE MPOrpamMmmoit;
-03HAKOMUICH C OOMNOMHUTENBHOW NUTepaTypon;
-yCBOWI B3aNMOCBSI3b OCHOBHbIX MOHATWUIA AUCLMMIUH U UX 3Ha4YeHne Ans
npuobpeTeHns npodeccuu;
-MposiBMN TBOPYECKME CMNOCOBHOCTN B MOHMMaHUN y4ebHO- MporpaMMHoOro
martepuana.
OnucaHuve wkan oueHnBaHns
KomneTeHuun obyyatoLerocs oueHMBaeTcs criegyowmm obpasom:
MnaHupyembin CopepxaHue Lkanbl OLeHnBaHus
ypOBEHb OOCTUTHYTOrO YPOBHS pe3ynbTaTta obyveHuns
pesynbTaToB
OCBOEHUS HeynoBneTtsoputensHo Y[ooBneTBOPUTENBHO XopoLuo OTnu4Ho
He 3auteHo 3auteHo 3auteHo 3auTteHo
3HaTb HecnocobHocTb O6yuyatowumiica cnocobeH O6yuyatowumiica O6yuyatowumiics
obyuyatoLlerocs CaMoCTOSATENBbHO OeMOHCTpupyeT AEMOHCTpUpYeT crnocobHOCTb
CaMoCTOATENbHO NPOAEMOHCTPUPOBATL CMocoBHOCTbL K K CaMOCTOSITENBLHOMY
NpoAEMOHCTPUpPOBaTh Hanuuue 3HaHWn Npu camocCTosATENbHOMY NPUMEHEHWIO 3HAHWI B
Hanuuue 3HaHWn Npu peLLeHnn 3agaHuii, KoTopble NPUMEHEHUIO Bblbope cnocoba peLueHns
peLLueHnn 3agaHnii, KoTopble ObINu NpeacTaBneHbl 3HaHW Npu HEN3BECTHbIX UK
ObINn NpeacTasneHsbl npenogasarenem BMecTe C peLueHnn 3agaHui, HecTaH4apTHbIX 3a4aHuiA 1
npenogasartenem BMecTe ¢ 06pasLOoM UX peLleHus. aHarorm4HbIX TeM, NpU KOHCYNbTaTUBHOW
obpasuom KOTOpble NpeacTaBnssn nogaepxke B 4acTu
UX peLueHuns. npenogasarenb, MEeXANCUMMIMHAPHbLIX CBA3EN.
W npu ero
KOHCynbTaTUBHOMN
nopaepxke B 4acTtu
COBPEMEHHbIX Npobnem.
YmeTb OTtcyTcTBUE Y O6yuyatowumiica O6yuyatoumiics O6yuyatoumiics
obyuyatoLlerocsi OEeMOHCTpupyeT NpoaeMOHCTpUpyeT OEMOHCTpUpyeT
CaMOCTOATENbHOCTY B CaMOCTOSATENbHOCTb B camocTosATenbHoe camocTosATeNnbHoe
NPUMEHEHUN YMEHUI NO NPUMEHEHUN YMEHUN NPUMEHEeHNe YMeHUN | NpYMEeHeHe YMEHWUI peLLeHns
MCMNONb30BaHNIO METOAOB | peLueHns y4ebHbIX 3agaHui peLleHns 3agaHum, HEW3BECTHbIX UK
OCBOEHUS y4ebHON B NMOMTHOM COOTBETCTBUM C aHarnorm4HbIX TeM, HecTaHAapTHbIX 3a4aHui 1
AVCLMMMNHBI. ob6pa3suom, KOTopble NpeAcTaBnsn MpPWU KOHCYNbTaTUBHOW
AaHHbIM npenofasaTteneM. npenogasartenb, noaaepxke npenogasatens B
W npu ero 4YacTU MEeXONCLMNIMHAPHBIX
KOHCYNbTaTUBHOWN cBA3en.
nopaepxke B 4acTtu
COBPEMEHHbBIX NPoGnem.
Bnagetb HecnocobHocTb Obyvatowmiica Obyvatowuica Obyvatowuicsa
CaMOCTOSATENbHO NPOABUTL OeMOHCTpupyeT OeMOHCTpupyeT OEeMOHCTpupyeT
HaBblK peLleHns CaMOCTOSITENbHOCTb B CcamMoCTOsITENbHOE camocCTosITENbHOE

NpYMeHeHMe HaBblka peLLeHuns
HEeN3BECTHbIX UMK
HecTaHAapTHLIX 3a4aHni 1
NPV KOHCYNbTaTUBHOWN
noaaepxke npenogasartens B
4acTN MEXANCLUNIIMHAPHbIX
CBS3en

2. MepeyeHb BONPOCOB U 3aAay K 3K3aMeHaMm, 3a4eTaM, KypCOBOMY NMPOeKTUPOBaHUIO, NTaGopaTOpHbLIM




3aHATUAM. Ob6pasel 3Kk3aMeHaLMOHHOro 6uneTa.

MpumepHbIN NepeyYeHb BOMPOCOB K aK3aMeHYy.

KomneTteHums OlK 3:

1
2
3
4
5

.NHdopmauymnoHHo-goOKyMeHTaLMOHHOE obecneyeHne B paboTe annapaTa ynpaBneHus.

.OpraHunsauusi 4enonpov3BOACTBa B JOPEBOSIOLMOHHOM POCCHMM U B COBETCKUX FOCYAAPCTBEHHbIX YYpeXaeHUsX.

.TexHornorusa n OopraHusauusa gernonpoun3soacTea.

.OyHKUMM cnyx0obl JOY, 4OMKHOCTHOM U TEXHUYECKUI COCTaB pabOTHUKOB, YHKLMOHArbHblE 0051I3aHHOCTH.
. basa, pernameHTUpytoLLaa opraHM3auuio U TEXHONOIMI0 MHPOPMaLMOHHO-OOKYMEHTaUNOHHOro obecneyeHms

OEATEJIbHOCTU YHpEeXOeHUA.

6

. Cnyx6a [OY v OomKHOCTHAst MHCTPYKLMSI Kak HOpMaTUBHAasi OCHOBA pacnpeferneHust Tpyaa Mexay

noapasgenieHnAaAMn n NCNoJTHNTEeNAMN.

7
o

.MHCprKLI,VIFl no JOKYyMeHTauMOHHOMY obecneyeHnto ynpasneHunsa - OCHOBHOW HOpMaTI/IBHbII7I aKT No pernamMmeHTaumm

praHusaumm n TexHonorum 4OY.

KomneTteHums OTK 3:

O~NO O WN -

. TunoBble N MHOVBUAYaNbHLIE NHCTPYKLNN.

. Hopmupoearune Tpyaa paboTHukoB cnyxobl JOY.

. TunoBble HOpPMaTUBbLI BPEMEHM.

. [lenonpon3BOACTBEHHbIE ONPEAENEHNE NOHATUS «OOKYMEHTOOO0POTY.
. CTpykTypa v 06L1asi xapakTepucTmka AOKYMEHTOMOTOKOB.

. ObbeM goKymeHToobopOoTa yUupexaeHus.

. TeHaeHuun pocta JOKYMEHTOOOOPOTa B COBPEMEHHbIX YHYPEXOEHUSAX;
. ABToMatunsaumsa obpaboTkm nHdopmaumm.

KomneTteHuusa OlK- 2:

1

2
3
4
5.
6
7
8

[(e]

. [lenonpon3BoOACTBO.

. Cuctembl gokymeHToo6OpOTA.

. KoHTponb 3a ucnonHeHnem JOKYMEHTOB B y4peXOeHUMN.

. PaboTa ¢ pa3nnyHbiMu cuctemamun JOKyMeHTauuu.
MHdopmMaLMoHHO-CNpaBoYHas cuctema no JOKYMeHTam yupexaeHus.
. OpraHmnsauus TeKyLero XxpaHeHnst JOKYMEHTOB.

. PopmupoBaHue gern.

. HomeHnknaTtypa gen.

. CpoKM XpaHeHuWs1 JOKYMEHTOB.

10. HomeHknaTypa gen B onepaTMBHOM XpaHEHUW U BeJOMCTBEHHOM apXuBe.

1

1. OpFaHVI3aLI,VIF| 1 npoeegeHne aKkcnepTmnsbl LEHHOCTU OOKYMEHTOB, YHUYTOXEHNEe JOKYMEHTOB.

12. MoproToBka 4OKYMEHTOB K Nepefave Ha BeJOMCTBEHHOe XpaHeHue.



O6pasel, ak3amMmeHaLoHHOro buneTa

[anbHeBOCTOYHBIN rocy4apCTBEHHbIN YHUBEPCUTET NyTen coobLleHns

Kadeapa Sk3amMeHauMoHHbIN 6uneTt Ne «YTBEpXKaa»
(k703) NpaxxgaHckoe, no ANCLMNITMHE 3aB. kacegpon
npeanpvHUMaTenbLCKoe U1 KappoBoe genonpov3BoACcTBO Y apXMBhI dunsanmHa N.M., kaHg.
TpaHCMOpPTHOE NpaBo AOKYMEHTOB MO JIMYHOMY COCTaBy COLMO. HayK, AOLEHT
AnNsi HanpaBrneHnsa NoaroToBKM / cneLmanbHoOCTH «__ » 20T
___cemecTp, _ y4ebHbIn rog 46.03.02 JOKYMEHTOBELOEHWE U
APXMBOBEOEHUE
npoduns/cneunanudaums
LincppoBusaums kopnopatueHoro
AOKyMeHToobopoTa

1. NHopmaumnoHHO-0OKyMeHTaUunoHHoe obecneyeHne B pabote annaparta ynpasneHus. (OlK-3)

2. TunoBble 1 nHamBuayaneHble MHCTpykumn.  (OrK-3)

3. Cuctembl gokymeHToobopoTa. (OMNK-2)

MpumeyaHme. B kaxxaoM ak3ameHauMOHHOM BuneTe A0MKHbI NMPUCYTCTBOBATbL BOMPOCHI, CMOCOOCTBYOLLMX (DOPMUPOBAHMIO Y
obyyatoLerocst Bcex KOMNeTEHUMIA NO AaHHON ANCLUMMINHE.

3. TecToBble 3agaHuA. OueHka no pesynbTaTaM TeCTUPOBAHMUSA.
lMpumepHble 3agaHnsa Tecta

3apanue 1 (OlK-3)

Bbibepute npaBunbHbIN BapuaHT oTBeTa.

Llensamu TpyaoBoro 3akoHodaTenbCcTBa SABNATCS:

1. ycTaHOBMEHWE roCyaAapCTBEHHbIX rapaHTMin TPYAOBbLIX NpaB 1 cBOBOA rpaxaaH
2. co3gaHue 6raronpusATHBIX YCNOBUI TpyAa

3. 3awumTa npas 1 nHTepecoB paboTHMKOB 1 paboToaartenen

4. 3awmTa obLLEeCTBEHHOW HPaBCTBEHHOCTU

3apaHue 2 (OlK-3)

MpuBeaunTe B BO3pacTatoLlen nocneaoBaTenbHOCTU:

. degepanbHble 3aKOHbI

Ykasbl NpesnageHta Poccuickon egepaumm

Ykasbl NpesnageHta Poccuickon egepaumm

MocTtaHoBeneHus NMpasuTtensctBa Poccuiickon Pegepaumm

HopmaTrBHbIe NpaBoBble akThl (hegeparnbHbiX OPraHoOB MCMNOMHUTENBHON BNAacTu
3akoHbl cy6bekToB Poccuiickon Pegepavumm

agrONDN =

3apaHue 3 (OlK-2)

MpuBeguTe B BO3pacTatoLlen nocrnenoBaTernlbHOCTM YPOBHM COLMANbHOMO NapTHEPCTBA
1: benepanbHbIn

2: MexpermoHarnbHbIn

3: pernoHanbeHbIN




[MonHbIA KOMMIEKT TECTOBbLIX 3a4aHUi B KopnopaTuBHoi TecToBor obonodke ACT pa3amelleH Ha cepeepe YUT OBIYIC, a Takke Ha canTe
YHuBepcuteta B pasgene COO ABIYIC (obpa3soBaTtenbHas cpeda B MMYHOM KabuHeTe npenogaBaTens).

CooTBeTcTBME Mexay 6GanbHON CUCTEMOM N CUCTEMON OLLEHUBAHMS MO pesynbTatam TeCTMpoBaHNA yCTaHaBIMBaeTCA NocpeacTBOM

cneayowen Tabnuubl:

YpoBeHb
O6bekT MokasaTenu oueHnBaHNA
OueHka pe3ynbTaToB
OLEHKM pesynbTaToB 0byyeHus
0obyyeHuns
60 6annos 1 meHee «HeynosneTtsoputenbHO» HW3knn ypoBeHb
74 — 61 6annos «Y[0oBNeTBOpUTENbLHO» [MoporoBkIn ypoBeHb
Obyuatoniicst _
Y W 84 — 77 6annos «XopoLlo» [MoBbILIEHHBIN YPOBEHb
100 — 85 6annos «OTnnYHO» Bbicokuin ypoBeHb

4. OueHKa oTBeTa obyu4aroLwerocs Ha BONpochkl, 3agavy (3agaHue) ak3ameHauMOHHOro 6unera, 3a4eTa, KypcoBOro

NMPOEeKTUpoBaHuA.

OueHka oTBeTa obyuyaroLLerocs Ha BONpochkl, 3agadvy (3agaHue) ak3ameHauMoHHoro 6uneta, 3ayeta

Co,qep»(aHme LKanbl oleHnBaHnA

AneMeHTbI OLleHNBaHNS HeynosneTtsoputenbHO YpoBneTBOpUTENBLHO XopoLuo OTnnyHo
He 3auyteHo 3ayTeHo 3auTeHo 3a4TeHo
c MonHoe HecooTBETCTBME MO |3HAYMTENbHbIE HesHaunTenbHble MonHoe cooTBeTCTBUE
OOTBETCTBME OTBETOB BCEM BOMpoOCcam norpeLLHoOCTn MorpeLuHoCTn
¢opmMynunpoBkam BONpOCOB
(3apaHun)
MonHoe HecooTBETCTBME 3HauuTenbHoe HesHauntenbHoe CooTtBeTcTBUE

CTpyKTypa, KpUTEPUIO. HECOOTBETCTBME KPUTEPMIO |HECOOTBETCTBME KpUTEPWIO NpU OTBETE
rnocnegoBaTenbHOCTb U NOruKa Kputeputo Ha BCe BOMpocChI.

oTBeTa. YMeHMe YeTKo,
NMOHATHO, FPaMOTHO 1
cBoboaHO M3naraTb CBOM
MbICIN

3HaHWe HopMaTMBHbIX,
NpaBOBbIX JOKYMEHTOB 1
cneuuansHoi nuTepaTypbl

MonHoe He3HaHWe
HOPMaTUBHOW 1 NPaBOBOWA
6as3sbl U cnewymansHom
nmMTepaTtypsbl

WmetoT mecTto
CYLLECTBEHHbIE YMyLLEHUsI
(He3HaHMWe GonbLuen YacTu
13 [OKYMEHTOB U
creumarnbHon nuTepartypsbl
Nno Ha3BaHu1o,
coaepXKaHuo 1 T.4.).

MmetoT mecTto
HeCyLLleCTBEHHbIe
YNyLWEeHNa 1 He3HaHue
oTAenNbHbIX
(eanHUYHbIX) paboT n3
yucrna obsizaTtenbHON
nuTeparypsbl.

MosHoe cooTBeTCTBUE
JaHHOMY KpUTEpUIo
OTBETOB Ha Bce
BOMpPOCHI.

YMeHne yBA3bIBATb TEOPUIO C

NPaKTUKOW,
B TOM Yucne B obnactu
npodeccuoHanbHon paboTbl

YMeHuve cBazaTb TEOPUIO C
npakTukon paboTbl He
nposiBNsieTCs.

YMeHue cBsAsaTb BOMPOCHI
TEeopunn N NPaKkTUKn
npoaBndaeTca peako

YMeHune cBs3aTb
BOMNPOCHLI TEOPUN U
NPaKkTUKN B OCHOBHOM
nposiBrsieTcs.

MonHoe cooTBeTCTBUE
OaHHOMY KpUTepUIO.
CnocobHocTb
MHTErpupoBaThb 3HaHUA
1 NpuBnekaTb cBeaeHns
13 pasfiMyHbIX Hay‘-leIX

coep




KauecTBO 0TBETOB Ha
AonoNHNTENbHbLIE BOMPOCHI

Ha Bce pononHuTenbHble
BOMpPOChI NpenoaaBaTens
[JaHbl HEBEPHblE OTBEThI.

OTBeTbI Ha GonblUyto
YacTb AOMOMHUTENbHBIX

BOMPOCOB NpenoaasaTens

OaHbl HEBEPHO.

1. [lJaHbl HenonHble
OTBETbI Ha
[OMNONHUTENbHbIE
BOMNPOChI
npenoaaearensi.

2. [laH oavH HeBepHbIN
OTBET Ha
OOMNONHUTENbBHbIE
BOMNPOCHI
npenoaaearensi.

OaHbl BEpHbIe OTBETbI
Ha BCe
OONONTHUTENbHbIE
BOMPOCHI
npenogasarend.

MpumeydaHuWe: utoroBas oLieHka popMmUpyeTCs Kak cpeHss apumeTnyeckas pedynbTaToB 31IEMEHTOB OLEHVUBaHUSI.




