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.

3. TecroBble 3aganns. OueHka 10 pe3yJbTaTaM TeCTHPOBAHMS.
IIpumepHble 3a1aHust TecTa

3amanne 1 (OIIK-3)

BribepuTe mpaBUIBHBIN BapHaHT OTBETA.

[ensiMu TPYIOBOTO 3aKOHOJATENBCTBA SIBIISIFOTCSI:

1. ycraHOBJIEHHE TOCYAapPCTBEHHBIX TAPAHTHH TPYAOBBIX HpaB U CBOOO| rpaXkIaH
2. co3maHue ONarompHsITHBIX YCJIOBUH Tpyna

3. 3amuTa MpaB U UHTEPECOB PaOOTHUKOB M paboTomarenei

4. 3ammra OOLIECTBEHHOW HPaBCTBEHHOCTH

3amanue 2 (OIIK-3)

[IpuBeaute B Bo3pacrarolieil ocaea0BaTEIbHOCTH:

1. ®enepanbHble 3aKOHBI

2. Vxaspl Ilpesunenta Poccuiickoit denepauuu

2. Vxaspl Ilpesunenta Poccuiickoit denepanuu

3. Tlocranosnenus IlpaButensctBa Poccuiickont ®eneparmn

4. HopmaTuBHBIE PaBOBEBIC aKTHI (eIePATBHBIX OPTaHOB MCIOIHUTEIFHON BIACTH
5. 3akoHsl cyOBekTOB Poccuiickoit Denepannu



3ananue 3 (OIIK-2)

[TpuBenuTe B Bo3pacTarollel MOCIEN0BATENILHOCTH YPOBHH COLUAIBHOIO MapTHEPCTBA
1: denepaybHbIN

2: MEXpETHOHAIBHBIH

3: perMoHaIbHBIN

TeMaTHKa 3cce ¥ pedepaTos:

3aKOHONATENBPHOE  PETYJHpPOBaHHE KaJpOBOIO  JIENONPOM3BOI-CTBA;  JOKYMEHTOBEICHHE  KaapOBOIi
JeATeNbHOCTH; OpraHu3a-Iusi PaboThl ¢ KaApPOBBIMU JOKYMEHTaMH; CHCTEMaTH3alus M XpaHEHHE OKYMEHTOB
KaJpOBOW CIyXKObI; OpraHH3alis AeATEeIb-HOCTH CIIyXObl YIIpaBJiIeHHs NEPCOHAJIOM; apXHUBBI JOKYMEHTOB IO
JMYHOMY COCTaBY.

[TonHBIH KOMIUIEKT TECTOBBIX 33aHUI B KOPIIOPaTUBHOM TecToBOM obonouke ACT pasmemnieH Ha cepBepe
YUT ABIVIIC, a takxe Ha caiite YHuBepcurera B pazaene CHO JIBI'YIIC (oOpa3oBaTenmbHas cpefa B JTUIHOM
KaOHMHETe MPEero1aBaTes).

CootBercTBHe MeXOy OanbHOW CHCTEMOW M CHCTEMOW OICHMBAHUS 110 pE3yJibTaTaM TECTUPOBAHUS
YCTaHABJINBAETCS IOCPEICTBOM CIICAYIOIIEH TaONUIbI:

OOBexT [Toxaszarenu OreHka YpoBeHb
OLIEHKU OIICHUBAHUS Ppe3yIabTaToB
PE3yNIbTaTOB 00y4EHUS o0yueHus
Ooyuaromuiics 60 GasoB M MeHee «HeynoBneTBOpUTEIIEHON Huskuit ypoBeHs
74 — 61 GamioB «YIOBIIETBOPUTEIIEHO IToporosslif ypoBeHb
84 — 75 Gannos «Xopomoy» IToBbIIIeHHBIN YPOBEHB
100 — 85 Gannos «OTINYHOY Beicokuii ypoBeHb

4. Ouenka oTBeTa oO0ydYalIIerocsi Ha BONPOCHI, 3aAavyy (3aJaHHe) IK3aMeHAIMOHHOrO OuJeTa,
3a4yeTa, KYPcOBOro NpoeKTHPOBAHMS.

OHCHK& OTBE€Ta 06yqa10mer0c;[ Ha BOIIPOCHI, 3a1a9y (BaHaHI/IC) JK3aMCHAIIMOHHOI'O 6I/IJ'ICTa, 3a4ycra

DIIeMEHTHI OLCHUBAHUS CopeprxaHue MIKaIbl OLCHHBAHUS
HeynosnerBopurens | YIOBIETBOPUTETH Xopomuio OTanuHo
He 3auteno 3auTeHo 3auTeHo 3auyTeHo
CootBercTBre orBeToB | [ToaHoe 3HaYNTENBHBIE HesnauntenbHbie ITonnoe
(bopMyTpoBKaM HECOOTBETCTBHE 110 MOTPEITHOCTH. MTOTPEITHOCTH. COOTBETCTBHE.

BOTIPOCOB (3aJaHMi) | BCEM BOIIPOCAM.

Crpykrypa, [omaoE 3HaYuTENEHOE Hesnaunrensaoe CootBeTcTBHE
IIOCJIC/IOBATEIBHOCTD U | HECOOTBETCTBUE HECOOTBETCTBHE | HECOOTBETCTBHE KPUTEPHIO NIPU
JIOTHKA OTBETA. KPUTEPHIO. KPHUTEPHIO. KPUTEPHIO. OTBETE Ha BCE
‘YMeHue 4eTko, BOIIPOCHI.

MOHSTHO, TPAMOTHO U
CBOOOHO M3JIaraTh

3Hanue HopMaTuBHBIX, |I[lonHoe He3HaHME Hmerot MecTo HNmeroT MecTo ITommoe
MIPAaBOBBIX JOKYMEHTOB | HOPMaTHBHOM 1 CyIIeCTBEHHEBIE HECYIIIECTBCHHEIC COOTBETCTBHUE
M CHEIHAITBHON MIPaBOBOM 0a3bl U VITYIICHUS VIIYIICHUS. | JTAHHOMY KPUTEPHIO
JTUTEPaTypHI CIIEIAIbHOM (He3HaHme HE3HaHHE OTAECIBHLIX | OTBETOB Ha BCE
JITEPATYPHI Oopiieit yacTu U3 | (EAMHUYHBIX) pabOT | BOMPOCHI.

JTOKYMEHTOB U 13 YKcia
CIeUaIbHOM 00s13aTENBHOM
JIUTEPATYPHI MO JIUTEPATYPHIL.
Ha3BaHUIO,

COJICPIKAHUIO U
T.J.).




‘YMeHue yBs3bIBaTh

YMenue cBsa3aTh

‘YMenue cBs3aTh

‘YMenue cBsa3aTh

ITonmoe

TEOPHIO C TMIPAKTUKOM, TEOPHIO C MPAKTUKONW | BOMPOCHI TEOPUU | BOIPOCHI TEOPUU U COOTBETCTBHE
B TOM YHCJIC B 00/IaCTH | pabOThI HE U TIPaKTHKH NPaKTUKH B JTAHHOMY KPUTEPHIO.
npodeccruoHaIbHON MIPOSIBIISIETCA. MPOSIBISIETCS OCHOBHOM Crnoco6HOCTh
paboThI peaxo. TIPOSIBIISIETCSL. HUHTETPUPOBATH
3HAHUSI U TIPUBJICKATH
CBEJICHMS U3
Pa3IMYHBIX HAYIHBIX
cep.
KauecTtBO 0TBETOB Ha Ha Bce OTBeTHI HA . JlaHbBI HEMOJIHBIE JlaHbl BepHBIE OTBETHI
JIOITOJIHUTEIIBHBIE JIOITOJIHUTEIIBHBIE OoJTBIIYIO YacTh OTBETHI Ha Ha BCE
BOTIPOCHI BOTIPOCHI JIOTIOJHHATENBHBIX | JOTIOJIHUTEIBHBIE JIOTIOJIHUTEJILHBIE
MIPeTIoIaBaTelsl JaHbl | BOIIPOCOB BOTIIPOCHI BOTIPOCHI
HEBEPHBIC OTBETHL. TperofaBaTess TperofaBaTes. MperoaBaTes.
JTaHBI HEBEPHO. 2. Jlan oguH
HEBEPHBIA OTBET Ha
JIOTIOJIHUTEIIBHBIE
BOIIPOCHI
MPEnoIaBaTeNs.

[Tpumeuanue: uroroBasi oleHKa (GopMHUpYeTCs Kak cpelHss apudMeTndeckas pe3ylbTaToB 3JIEMEHTOB

OLICHHUBAHMUA.




