OueHo4HbIe MaTepHaJIbI IPH (POPMUPOBAHUM PA0OYNX POTPAMM JAMCUMILIMH (MOLYIei)

Hanpagsaenue: 46.03.02 /lokyMeHTOBeleHHe H AapXHBOBeICHHE

HanpaBJ/jieHHOCTH (mpo¢niib): HudpoBusanus KOPNOPATUBHOIO
AOKYMeHT000opoTa

Jucuuniuna: KagpoBoe 1e/0Npou3BOACTBO U APXUBbI JOKYMEHTOB IO JIHYHOMY
COCTaBYy

dopMupyeMbie KOMIIETCHIUM:
1. Onucanue nokasareseil, KpUTepHeB U HMIKAJ OLCHUBAHUS KOMICTCHIMI.

[TokazaTenu U KpUTEPUHU OLIEHWBAHUS KOMIIETEHLIMH

OO6bekT YpoBHHU cHOPMHPOBAHHOCTH Kpurepuii onieHrBaHus
OLICHKH KOMITCTEHIINH Pe3yabpTaToB OOYUCHUS
O0yuaromuiics Huskuit yposens YpoBeHb pe3yNnbTaToB 00y4eHHS
[ToporoBelii ypoBeHb HE HIDKE ITOPOTOBOTO

TloBbIILIEHHBIN YPOBEHD
Bricokuii ypoBeHb

[IIxanpl oueHUBAaHUS KOMIIETEHUMH IpU clade 3K3aMeHa WIX 3a4eTa C OLIEHKOU

Hocturnyrbiit XapakrepucTuka ypoBHS C(HOPMIPOBAHHOCTH [IIxana oueHrBaHuA

YPOBEHb KOMIIETEHIIUI
pe3yabrara
0o0vueHus

DK3aMeH WM 3a4eT C
OLICHKO

Huskuii OOGyuatoruics: HeynosnersopurenbHo
YpPOBEHb -00HAPYKUIT TIPOOEITBI B 3HAHUSX OCHOBHOTO YU4E€OHO-ITPOTPAMMHOTO
MaTepuana,

-JIOTYCTWJI IPUHIUIHATIBHBIC OITHOKH B BEITIOJIHCHUY 3aaHUH,
MPEe1yCMOTPEHHBIX TPOrPaMMOii;

-HE MOXKET MPOJIOJDKATE 00yICHUE WA MPUCTYIIUTH K
po¢eCCHOHATBFHOM NesATeIPHOCTH 10 OKOHYAaHUH IPOTpaMMBI 0e3
JTOTIOTHUTEBHBIX 3aHATHI IT0 COOTBETCTBYIOMICH NUCIHTUINHE.

IToporoseiii | O6yuaronuiics: YI0BIIETBOPUTENBHO
YPOBEHb -00HapyXUJI 3HAaHUE OCHOBHOT'O y4eOHO-IIPOrpaMMHOTO MaTepuaia B

00BéMe, HeOOXOAMMOM JUTS AabHeH el y4aeOHON 1 peICTosIIeH

npodeccHoHaIBHOH eI TeNBHOCTH;

-CIIPABIIETCS C BBIIOJIHEHUEM 3aaHUH, IPETYCMOTPEHHBIX

MIpOrpaMMoii;

-3HAKOM C OCHOBHOW ITUTEPaTypoi, pEKOMEHIOBaHHOH paboueii

MPOrpaMMOH TUCTIUTUTHHEL,

-JIOITyCTHJI HETOYHOCTH B OTBETE HAa BONPOCH! M IIPH BHINOJIHEHUH

3aJaHui 0 y4eOHO-TIPOrpaMMHOMY MaTepuairy, Ho 00jIanaeT

HEOOXOIUMBIMH 3HAHISIMH ISl KX YCTPAHEHUS IO/ PYKOBOJICTBOM

IpernoiaBaTes.

[MoBeimenHsrit | OOydaromuiics: Xopomro
YPOBEHb - 0OHApYKHJI MTOJTHOE 3HAHUE y4eOHO-TIPOrPaMMHOIO MaTepuala;

-YCTIEUTHO BBIMTOJIHIII 3aIaHUSL, IPEAYCMOTPEHHEIC ITPOTPaMMOIA;

-YCBOWJI OCHOBHYIO JIHUTEPaTypy, PEKOMEHIOBaHHYIO paboueit

MIPOTPaMMO AUCIUTUINHBL;

-TIOKa3aJI CHCTEMAaTHYECKUI XapakTep 3HaHUH yaeOHO-

MIPOTPaMMHOTO MaTepHaa;

-CIOCcO0EH K CaMOCTOSITEIFHOMY TIOMIOIHEHHIO 3HAHHUH 10 y4eOHO-

MIPOrpaMMHOMY MaTepHally U OOHOBIIEHUIO B XOJI€ lalbHEHIIICH

yueOHOM pabOThI U IPOPECCUOHATIBHOM JCSITCIBHOCTH.




Bricokmit
YpOBEHB

Obyuarommuiics:

-00HapYKUJI BCECTOPOHHUE, CUCTEMAaTUIECKHE U TTTyOOKHE 3HAHUS

y4eOHO-TIPOrpaMMHOT0 MaTepHana;

-yMeeT CBOOOIHO BBINIOJIHATH 33JaHUs, TIPETYCMOTPCHHBIC

IIPOTrPaMMOI;

-O3HAKOMMIJICA C ﬂOHOHHI/ITeHLHOﬁ HHTepaTypOﬁ;
-YCBOWJI B3aUMOCBA3b OCHOBHBIX MOHSATHH JUCIHUIIINH U UX 3HAYCHUEC

JUTS IprOOpeTeHHS IPOQecCHu;

-IPOsABUJ TBOPUCCKHUC CIIOCOOHOCTH B IOHMMaHUU y‘I€6HO—

MPOTpaMMHOTO MaTepHaa.

OT1nnaHO

Onucanue IIKaJl OLEHUBaHUS
Komnerennu o0ydaromerocsi OeHNBaeTCs CIEAYIOIUM 00pa3oM:

[TnanupyemsbIii CopeprxaHue MIKaIbl OICHUBAHUS
YPOBEHB JIOCTUTHYTOTO YPOBHS pe3yiibTaTa 00ydeHHs
PE3yIILTATOR Heynosnersopurens YI0BIETBOPUTEIBHO Xopomio OT1nudHO
OCBOCHHS
He 3auteno 3auTeHo 3auTeHo 3auTeHo
3HaTh HecnocoOHOCTB OO0yuarommuiics OO0yuaromuiics OO0yuaromuiics
o0yuaromerocst crocobeH JIEMOHCTPHUPYET JIEMOHCTpPUPYET
CaMOCTOSITEIILHO CaMOCTOSITEIIBHO CHOCOOHOCTB K CHOCOOHOCTH K
MPOJIEMOHCTPUPOBATH | IPOJIEMOHCTPUPO-BATh | CAMOCTOSATEIBHOMY CaMOCTOSITEIIHO-MY
HaJM4yue 3HaHUM IpY | HAJIMYKME 3HAHUU IIpU NIPUMEHEHUIO NIPUMEHEHUIO 3HAHU B
pENIeHNH 3aJaHuH, pEIIeHNH 3aaHNH, 3HAHUU TIPH BBIOOpE crmocoba
KOTOPBIC 6BIJ'II/I KOTOpPbIC 6])].]'[]/1 PEUICHUN SajlaHI/Iﬁ, pemI€HuA HEU3BECTHBIX
MpEACTaBJICHBI pEeACTaBIICHBI AHAJIOTUYHBIX TCM, NI HECTAaHOAPTHBIX
npernoiaBareieM npenoaaBaTeaeM KOTOpBIE MPEJICTABIISUT | 3aJIlaHUH U TIPH
BMecTe ¢ 00pas3iom BMECTE C IIpenoaaBaTeb, KOHCYJIBTaTUBHOMN
UX peIleHHUsI. 00pa3loM X PEHICHUS. |1 IPHU €ro MOJIZICPIKKE B YACTH
OUCVILTATIARIIOIL MANCTTACITITATTITALITANIILIY
Y™meTs OrtcyrcTBUE Y OO0yuaromuiics OO0yuaromuiics OO0yuaromuiics
o0yuaromierocst JIEMOHCTPHUPYET MIPOJIEMOHCTPUPYET JEMOHCTPUPYET
CaMOCTOSITEJIBHOCTH B | CAMOCTOSITEJIBHOCT B | CAMOCTOSTEIIBHOE CaMOCTOSITEIILHOE
NPUMEHCHUU YMCHUN | IPUMEHEHUH YMEHUN MIPUMEHEHHE YMEHHM MPUMEHEHHE YMEHHI
[0 WCHOJB30BAHHUIO | PELICHHs y4eOHBIX peLlIeHuS 3aIaHuiA, PeLICHHUS] HEM3BECTHBIX
METOJI0B OCBOCHHUSI 3aIaHHii B TOJTHOM AHAJIOTHYHBIX TEM, WA HECTaHAAPTHBIX
y4eOHOIM COOTBETCTBHUH C KOTOpBIE MPEJICTABIISUT | 3aJIlaHUi U TIPH
JHACLUIUIMHBI. obpazuom, NIpENnoAaBaTeb, KOHCYJIbTaTUBHOMN
JaHHBIM U IIPU €T0 MOJJIEPKKE
[IpenoaaBaTesIeM. KOHCYJIBTaTHBHOU HpernojaBaress B 4acTH
MOJI/IEPKKE B YaCTH MEXKTUCIIMIUTHHAPHBIX
COBPEMEHHBIX CBSI3eH.
mpo0iem.
Bmanets HecmocobHoCcTh OO0yuvarommiics OO0yuarommiics OO0yuarommiics
CaMOCTOSITEIILHO JICMOHCTpPHUPYET JICMOHCTPHUPYET JIEMOHCTpPUPYET
MPOSIBUTH HABBIK CaMOCTOSITENIBHOCT B | CAMOCTOSITENIBHOE CaMOCTOSITEIIbHOE
peuieHus MIPUMEHEHHUHN HaBBIKa MIPUMEHEHHE HaBbIKA MIPUMEHEHHE HaBbIKA
[IOCTABJICHHOM T10 3aJJaHUsM, peuieHys 3alaHui, pelLIeHNs HEU3BECTHBIX
3aaa4M 1o PECUHICHUC KOTOPBIX AHAJIOTUYHBIX TCM, NI HECTAaHOAPTHBIX
CTaHAAPTHOMY OBLJIO 1OKa3aHO KOTOpBIE MPEJICTABIISUT | 3aJIlaHUM U TIPH
00pa3sily ITOBTOPHO. IIPenoaaBaTesIeM. IIpenoaaBaTesb, KOHCYJIBTaTUBHOMN
U TIPH €TO TIOJI/IEPXKKE
KOHCYJIBTaTUBHOMN MPEToIaBaTels B YaCTH
MOJI/IEPXKKE B YACTH MEKAUCIUIUTAHAPHBIX
COBPEMEHHBIX CBSI3CH.
pooIeM.
2. IlepeyeHb BONMPOCOB W 3aa4 K JIK3aMeHaM, 3a4yeTaM, KYPCOBOMY NpPOeKTHPOBAHMIO,

JadopaTopHbIM 3aHATHAM. O0pa3el IK3aMeHAIIMOHHOTO OUJIeTa




IIpumepHBIil IepedeHb BOIPOCOB K 3K3aMEHY.

Komnerenmusa OIIK 3:

1.MlndopmMannoHHO-T0KyMEHTalMOHHOE o0ecriedyeHne B paboTe amnmapara ynpaBJIeHHs.

2.0praHu3anys JAeNONPOU3BOACTBA B JOPEBOJIIOLMOHHON Poccum M B COBETCKHMX TOCYIapCTBEHHBIX
YUPEXKICHUSIX.

3. TexHonoruss ¥ OpraHu3aLysl 1EJIOMPOU3BOICTBA.

4. Oynximun - cayk061  JJOY, MOIKHOCTHOM ¥ TEXHHYSCKHH COCTaB pPa0OTHHKOB, (PYHKIHMOHATFHBIC
00sI3aHHOCTH.

5. baza, permameHTHpYIOIIas OpPraHU3ALUIO W TEXHOJOTHIO HH()OPMANNOHHO-IOKyMEHTAIlMOHHOTO
obecrieueHNst AeSITENbHOCTH YUPEKICHUSL.

6. Cyxba JIOY M NOMKHOCTHas MHCTPYKLIMS KaK HOPMAaTHBHAs OCHOBA pAacIHpeleNeHHs TpyAa MEXIY
MOJIpa3/ieNIeHUsIMHI U UCTIOJTHUTEISIMU.

7.MHCTpYKIMS 1O AOKYMEHTALMOHHOMY OOECIICYEHHIO YIPaBJIEHHUs - OCHOBHOM HOPMATHUBHBIM aKT IO
pernaMeHTanuy oprasu3anuu u rexsonoruu J10Y.

Komnerennusa OIIK 3:

. TumoBble ¥ MHAMBUAYAIBHBIE MHCTPYKIIHH.

. HopmupoBanue tpyma paboTHukoB ciryxOsr JJOV.

. TumoBble HOPMATHBBI BPEMEHH.

. J1esTonpon3BOICTBEHHBIE ONPEAEICHNE MOHITUS «IOKYMEHTOO00POT».
. Ctpyktypa u o0miast XapakTepUCTHKa JOKYMEHTOIOTOKOB.

. O0beM TOKyMEHT0000POTa YUPEIKACHHS.

. TenpeHuuu pocra TOKyMEHTOO0OPOTa B COBPEMEHHBIX YUPEKICHUSX;
. ABTOMaTH3a1usA 00pabOTKU MH(GOPMAIIHH.

00O 1N DN A~ WK —

Komnerennusa OIIK- 2:

1. lenonpous3BoACTBO.

2. CucreMbl JOKYMEHTOO0O0pOTA.

3. KoHTpouss 32 UCTIONTHEHHEM JIOKyMEHTOB B YUPEXKICHUH.

4. PaboTa ¢ pa3snmMYHBIMHA CHCTEMaMH JOKYMEHTAIHH.

5. MudopmMannoHHO-CTIpaBOYHAast CHCTEMA IO JTOKYMEHTaM YUpEXKICHUS.

6. Opranm3anys TEKyIIero XpaHeHUS JOKyMEHTOB.

7. ®opMupoBaHUE LIl

8. Homenknatypa men.

9. Cpoku XpaHEHHS TOKyMEHTOB.

10. HomeHkmaTypa fei B ONEpaTUBHOM XPAHEHHM U BEJOMCTBEHHOM apXHUBE.
11. Opranuzanms 1 MpoBeJIeHNE HKCIIEPTU3bl LIEHHOCTU JJOKYMEHTOB, YHHYTOKEHUE JIOKYMEHTOB.
12. IToaroToBKa TOKyMEHTOB K Iepejiaue Ha BEOMCTBEHHOE XpaHEHHE.

Bompocs! [u1st TpOBepKH TEKYIIMX 3HAHUH:

3aKOHOIAaTENbHOE PETYIUPOBAHUE KAIPOBOTO JEIONPON3BOACTBA;
JIOKyMEHTOBE/ICHHE KaJpPOBOH IESATEIBHOCTH;

opraHm3anys paboThl ¢ KaJPOBBIMU JTOKYMEHTaMH;
CHCTEMAaTH3aLus U XpaHEHUE JOKYMEHTOB KaJpOBOH CITyxKObl;
OpraHu3anys IeSTEIBHOCTH CIYXKOBI YIIpaBJIEHHUS IEPCOHAIOM;
ApXUBBI JTOKYMEHTOB IO JINYHOMY COCTAaBYy.

3. TecToBble 3aganus. OueHka Mo pe3yJbTaTaM TeCTHPOBAHMS.
[IpumepHbIe 3aaHusl TecTa

3amanue 1 (OIIK-3)

BribepuTe npaBMIIBHBIN BapHaHT OTBETA.

Iensmu TpynoBOro 3aKOHOAATENbCTBA SBIISIOTCS:

1. ycraHOBJIEHHE TOCYAAapPCTBEHHBIX TAPaHTHH TPYNOBBIX IpaB U CBOOOJ rpakiaH
2. co3naHue ONAronpusATHBIX YCJIOBHH TpyZAa

3. 3amuTa IpaB M MHTEPECOB PaOOTHUKOB M paboTomaTenci

4. 3ammTa 00IIEeCTBEHHON HPAaBCTBEHHOCTH

3amanue 2 (OIIK-3)
[IpuBeaurte B BO3pacTarolell NOCIEA0BATENBHOCTH:
1. ®enepanbHble 3aKOHBI



Vkassl IIpesunenra Poccuiickoit @enepanuun

Vkassl IIpesunenra Poccuiickoit @enepanuun

ITocranosnenus IlpaButensctBa Poccuiickoit denepanuu

HopmatuBHBIE IpaBoBBIe aKThl (hefepabHbIX OPraHOB HCIIOJIHUTEILHOW BIIACTH
3akoHbI CyOBeKTOB Poccwuiickoit @enepanuu

RAlE Il A

3ananue 3 (OIIK-2)

[TpuBeanTe B BO3pacTarolleil MOCIENOBATEIILBHOCTH YPOBHU COLIMAIBHOTO MapTHEPCTBA
1: dhenepambHBIA

2: MeXPETHOHATBHBIN

3: perHoHATBLHBIN

TEeMaTHKa 3cce U pedeparos:

1.3akoHO/IaTENBHOE PETYIUPOBAaHUE KaJIpPOBOTO JEIONPOU3BOICTBA;
2.7I0KyMEHTOBEJICHHE KaJ[POBOM JIESTEIBHOCTH;

3. opranusanysi paboThl C KaJpOBBIMH JOKYMEHTAMH;
4.cuctemarnzanysl 1 XpaHeHHE JOKYMEHTOB KaJpOBOH CITy>KOBI;
5.opraHuzanus AESTEIBHOCTH CIYXKObI YIPaBICHUS TEPCOHATIOM;
6.apXUBBI TOKYMEHTOB II0 JHYHOMY COCTaBY.

ITonHBIA KOMILICKT TECTOBBIX 33JaHUNl B KOPIOPATUBHON TecTOBOM obomouke ACT pa3melieH Ha cepBepe
YUT JABIVIIC, a takxke Ha caiite YauBepcutrera B paszaene CIO JIBI'VIIC (oOpa3oBaTenbHas cpefa B JTUYHOM
KaOHMHETE MPEToIaBaTes).

CooTBeTCTBHE MEXAYy OalbHOW CHCTEMOW M CHCTEMOW OICHHBAHUS II0 pPE3yJbTaTaM TECTHPOBAHUS
YCTaHABIUBACTCS MOCPEICTBOM CIICIYIOIICH TaOIHIIBL:

OOBEKT ITokazarenn OreHka YpoBeHb
OLICHKH OLICHUBAHUS PE3YyIIBTATOB
pe3yNbTaToB 00ydIeHNUS 00ydeHus
O0y4aromuiics 60 6ayIoB U MeHee «HeynoBneTBOpUTEIEHO» Huskuit ypoBeHs
74 — 61 GamnoB «YIOBIETBOPUTEIHHO» [ToporoBelii ypoBEHb
84 — 75 Gannos «Xopormo» [ToBrIIeHHBIN YPOBEHB
100 — 85 HamoB «OTnaHO» Bricokuit ypoBeHB

4. Ouenka orTBeTa oOy4yawulerocsi Ha BONPOCHI, 3a4auyy (3agaHue) 3K3aMEeHALIMOHHOIrO OuJjierta,
3a4eTa, KYPCOBOI0 NPOeKTHPOBAHUS.

OrneHka oTBeTa o6yqa}omer00ﬂ Ha BOIIPOCHI, 3a1a1y (3auaHHe) OK3aMCHAllTUOHHOTI'O 6I/IJ'IeTa, 3a4yeTra

DJeMeHTHI OLIEHUBAHUS CopeprkaHue 1Kajabl OIICHUBAHUS
Heynosnersopurens | YaoBieTBOpUTEIH Xoporo OTanaHO
He 3auteno 3a4uTeHo 3a4uTeHo 3ayTeHo
CootBercTBHE O0TBETOB | IlomHOE 3HaYUTENLHEIE HesnauntenbHbie ITonnoe
(hopMyITupOBKaM HECOOTBETCTBHE 110 MOTPELIHOCTH. MOTPEIIHOCTH. COOTBETCTBHE.

BOIIPOCOB (337aHMii) | BCEM BOIPOCaM.

Crpykrypa, Ionnoe 3HaYUTENbHOE Hesnauntensnoe CootseTcTBHE
IOCJIEZIOBATENbHOCTD U | HECOOTBETCTBHE HECOOTBETCTBHE | HECOOTBETCTBHE KPHUTEPHIO NIPU
JIOTHKa OTBETA. KPHUTEPHIO. KPHUTEPHIO. KPHUTEPHIO. OTBETE Ha BCE
‘YMeHue ueTko, BOIIPOCHI.

MOHATHO, TPAMOTHO U
¢BOOOIHO U3JIaraTh




3HaHue HopMaTuBHEIX, |[lonHOE He3HaHME Nmerot mecto Hwmerot mMecto [TonHoe
MIPABOBBIX IOKYMEHTOB | HOPMATUBHOU U CYIIIECTBEHHBIC HECYITIECTBEHHbBIE COOTBETCTBHUE
Y CIICIIHAJIBHOM MPaBOBOM 0a3bl U YITyIIEHUS VIYIIEHUST U JIaHHOMY KPUTEPHIO
JIUTEPATYPHI CIICLIMAJIBHOM (He3HaHue HE3HAHUE OTJICJIbHBIX | OTBETOB Ha BCE
JINTEPATYPHI Ooutbleit yacT U3 | (CIUHUYHBIX) pabOT BOIPOCHI.
JIOKyMEHTOB U W3 Yuciia
crieabHON 00s13aTeIBHOM
JTUTEPATypPHI 110 JTUTEPATYpPHL.
Ha3BaHHIO,
COIIEPYKAHUIO U
T.J.).
‘YMeHue yBs3bIBaTh YMmeHue cBs3aTh YMeHue CBs3aTh YmMmeHue cBs3aTh [TonHoe
TEOPUIO C MIPAKTUKOM, TEOPUIO C MPAKTUKONW | BOIMPOCHI TEOPUU | BOIPOCHI TEOPUU U COOTBETCTBHUE
B TOM YHCJIE B 00NIacTH | paboTHI HE U TIPaKTHKA MIPaKTHKA B JTAHHOMY KPUTEPHIO.
po¢heCCHOHANBHOM TIPOSBIISICTCSL. TIPOSIBIISIETCS OCHOBHOM CrocoOHOCTh
paboTet penko. TIPOSBIISICTCSL. HHTETPUPOBATH
3HAHWS U IPUBJIEKATH
CBEJICHUS U3
Pa3IMYHBIX HAYYHBIX
chep.
KauectBo oTBeTOB Ha Ha Bce OTBETHI HA . Jlaus! HEMTOTHBIS JlaHbl BEpHBIE OTBETHI
JIOTIOTHATEIILHBIE JIOTIOTHUTEIILHBIE OOJIBIITYIO YaCcTh OTBETHI Ha Ha BCe
BOITPOCHI BOIIPOCHI JIONIOJIHUTEIIBHBIX | JIOTIOJIHUTEIIBHBIC JIOTIOJTHUTEIIbHBIC
mpernojaBaTelis JaHbl | BOIPOCOB BOIIPOCHI BOIIPOCHI
HEBEPHBIEC OTBETHI. npenojaBaTeis MPENoIaBaTeNs. MpenojaBaTes.
JIaHbl HEBEPHO. 2. lan oquH
HEBEpHBIN OTBET Ha
JIOTIOJTHUTEITLHBIC
BOTIPOCHI
Tpero1aBaTes.

[Ipumeuanue: wroroBas oueHKa (GOPMHPYETCS KaK CpenHsAs aphupMeTHdecKas pe3ylIbTaToB 3JIEMEHTOB

OLICHHUBAHUA.




