OueHo4HbIe MaTepHaJIbI IPH (POPMUPOBAHUM PA0OYNX POTPAMM JAMCUMILIMH (MOLYIei)

Hanpagsaenue: 46.03.02 /lokyMeHTOBeleHHe H AapXHBOBeICHHE

HanpaBJ/jieHHOCTH (mpo¢niib): HudpoBusanus KOPNOPATUBHOIO
AOKYMeHTOoo0opoTa (ajanTupoBaHHasi 00pa3oBaTe/bHasA IPOrpaMmMa)

JAucuumiimaa: OCHOBBI JOKYMEHTOBEACHHUS

dopmupyemble KOMINETEHINH:
1. Onucanne HOK333Teﬂeﬁ, KpUTepUEeB U IIKaJ OLCHUBaAHUA KOMIIeTeHI M.

IToxazatenu u KPpUTCPUU OLICHHUBAHUA KOMHeTeHHI/Iﬁ

OOBexT YpoBHHU chOpMHUPOBAHHOCTH Kputepwuii oneHuBaHUS
OILIEHKU KOMITETeHIIUI Pe3ysIbTaToOB 00y4YEHUs
Obyuaromuiics Huskwuit ypoBeHs YpoBeHb pe3yasTaTOB O0YUCHHS

Iloporosslii ypoBeHb HE HUXE ITIOPOTrOBOIO
IloBBIILIEHHBIN YPOBEHD
Bricokuit ypoBeHb

[Ixane!l oneHUBaHUS KOMHeTeHHI/Iﬁ nopu caavue 3K3aMEHa WJIM 3a4eTa C OHeHKOﬁ

Hocturnyrsiit XapaxTepucTrka ypoBHs chOPMHPOBAHHOCTH [IIxana oueHuBanus

YPOBEHb KOMITETEHILIUH
pe3ynbrara
0o0vueHus

DK3aMEH WM 3a4eT C
OILICHKOM

Huzkwii OO0yuaromuiics: HeynosnersopurenasHo
YpOBEHB -00HapyYKUII TIPOOEITHl B 3HAHUAX OCHOBHOTO YIeOHO-ITPOTPAMMHOTO
Marepuaa;

-IOITyCTHI MPUHIUIINAIBHbBIC OIIMOKY B BBINOJHEHUH 3a/1aHUH,
MPEYCMOTPEHHBIX MTPOTPAMMOI;

-HE MOXXET NPOJOJDKUTh OOYYEHUE HITH MPUCTYIUTh K
npodeccHoHaIBHOM NEeITEILHOCTH [0 OKOHYaHUH MPOrpaMMbl  0e3
JIOTIOJTHUTEJBHBIX 3aHATHH 110 COOTBETCTBYIONIEH TUCIUILIHHE.

[oporoserii | OOywaronuiics: YI10BIETBOPUTENBHO
YpOBEHB -00HapYKUII 3HAaHWE OCHOBHOTO YY€OHO-TIPOTPAaMMHOTO MaTepHaja B

00béMe, He0OXOIUMOM IS NaTbHeHIe yaeOHol 1 mpeacTosImei

po¢eCCHOHATBEHON AesITeIBHOCTH;

-CTIPaBIIAETCS C BHIIOIHEHUEM 3aaHUH, TPEIyCMOTPEHHBIX

IIPOrpaMMoii;

-3HAKOM C OCHOBHOW JTUTEPATypOi, pEKOMEHIOBAaHHOH paboueii

MPOTPaMMON AUCHUIUINHBL;

-IOIyCTUJI HETOYHOCTH B OTBETE Ha BOIIPOCHI U IIPU BBINOJIHEHUU

3a/1aHUi IO y4eOHO-TIPOrpaMMHOMY MaTepHuaity, HO o0nangaeT

HEOOXOIUMBIMU 3HAHHUSMH JUISl HX YCTPAHEHHS MO PYyKOBOACTBOM

Mpero1aBaTes.

[Nosrrmennsiit | OOydarommics: Xoporto
YPOBEHb - 0OHapyKWJI MOJTHOE 3HAHUE yIeOHO-IIPOrPAMMHOIO MaTepHaa;

-YCTICUTHO BBIMOJIHUII 3aJaHMsL, IPEAYCMOTPEHHbIE TPOTPAMMOIA;

-YCBOWJI OCHOBHYIO JIUTEPaTypy, PeKOMEHOBaHHYIO paboueii

IIPOrpaMMOM JUCLUILIMHBI,

-TI0Ka3aJ CUCTEMAaTHUECKUI XapakTep 3HaHUH y4eOHO-

MPOrpaMMHOT0 MaTepuaa;

-CII0cO0CH K CaMOCTOSITEIIEHOMY HOTIOTHEHHIO 3HaHUH IO  y4eOHO-

MPOrpaMMHOMY MaTe€pHaTy 1 OOHOBIICHUIO B XO/I€ NAJIbHEHIIeH

yueOHOH paboTHI U IPOPECCHOHATBHON IS TeTFHOCTH.




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.

Komnerenmust  OIIK-3

10.
11.
12.

13

. TunoBble ¥ UHAMBUAYAIBHbIE UHCTPYKIIHH.

. HopmupoBanue tpyna pabotHukos ciyxosr 1OVY.

. TumoBble HOPMATHBBI BPEMEHH.

. J1enonpon3BoACTBEHHbBIE ONPENETICHIE MOHATHS «IOKYMEHTOO00POTY.

CrpykTypa 1 o0masi XapaKTepHCTHKa JOKYMEHTOIIOTOKOB.

. O6peM TOKyMEHTOOOOPOTa YUPEIKICHHUS.
. Ternnenuun pocra TOKyMEHTOO0OPOTa B COBPEMEHHBIX YUPEKICHUSX;
. ABTOMaTH3amus 00paboTKH HH(pOpPMAITHH.

JlenonpousBoICTBO.

CucteMbl TOKyMEHTO000POTA.

KoHTpoITh 32 HCTIOMHEHHEM TOKYMEHTOB B YUPESIKICHHUH.
PaGoTa ¢ pasmuyYHBIMH CHCTEMaMH JOKYMEHTALMH.

. NadopmanmoHHo-cripaBoYHasi cuctemMa 1o JOKyMEHTaM YUpPEKIACHHS.
14.
15.
16.
17.
18.
19.
20.

Opranuzanusi TEKyLIEero XpaHeHusl JOKYMEHTOB.

®dopMHpOBaHUE JEIT.

Homenxknarypa nen.

Cpoku XpaHEHHUS TOKYMEHTOB.

Homenkmnatypa nmen B onepaTHUBHOM XpaHEHHH M BEIOMCTBEHHOM apXHBE.

OpraHuzamnys ¥ MpoBeAeHNE YKCIEPTH3HI IICHHOCTH TOKYMEHTOB, YHUYTOXKEHHE TOKYMEHTOB.
[ToaroToBKa JOKYMEHTOB K Tepefadye Ha BEIOMCTBEHHOE XpaHEHHUE

Komnerennusa OITK-5 :

1.

NHbopMannoHHO-TOKyMEHTAIIMOHHOE obecredeHre B paboTe ammapaTta yrpaBJIeHHUsI.

2.0OpraHu3anus JeJI0lporu3BOJICTBA B JOPEBOIIONMOHHON Poccun

3.
4.
5.

6.Oyaxunn  cmyxOsr  IOY, IOMKHOCTHOH W TEXHHYECKHH cOCTaB pabOTHUKOB, (YHKIIMOHAIBHEIC

Opranuzanusi JeJI0NpOU3BOACTBA B COBETCKUX TOCYJAPCTBEHHBIX YUPEXKICHUSX.
OCO0OCHHOCTH [IEIOIPOU3BOJICTB B COBpeMeHHOU Poccun
TexHONOoTHs U OpraHM3aIVsl IEIOIPOU3BOACTBA.

00s13aHHOCTH.

7.

baza, permameHTHpyIOmass OpPraHW3ALMI0O W TEXHOJIOTHIO HH()OPMAIMOHHO-IOKYMEHTAHOHHOTO

obecrieueH st eI TEIPHOCTH YIPEKICHHS.
8. Cyxx0a JIOY: obmias xapakTepucTHKa U HH(POPMAIMOHHOE 00eCIcUeHUE

9.

JlomKkHOCTHAST MHCTPYKIMS KaK HOPMATHBHAs OCHOBA paclpeseieHus Tpyaa MEXIy HoJpa3felCHUIMU

1 UCIIOJIHUTCIIAMMU.

10.

pernamMeHTaluy oOpranu3anuu u Texnonoruu JOVY.

3. TecroBble 3aganus. OueHKa Mo pe3yJbTaTaM TeCTUPOBAHUS.

HpI/IMepHBIC 3aJaHusd TCCTa

3amanue 1 (OIIK-3)

BribepuTe mpaBUIBHBIN BapHaHT OTBETA.

LlenssMu TPYZOBOTO 3aKOHOAATENBCTBA SBIAIOTCS:

1. ycTaHOBIIEHHE TOCYIAPCTBEHHBIX TapaHTHH TPYAOBBIX NPaB U CBOOOJ TpakaaH
2. co3naHue OIaronpuATHBIX YCIOBHH Tpyna

3. 3amuTa MpaB U UHTEPECOB PabDOTHUKOB M paboTomarenei

4. 3ammra 0OIIEeCTBEHHOH HPaBCTBEHHOCTH

3amanue 2 (OIIK-5)
[IpuBenuTe B BO3pacTaromiell MOCIEIOBATEIIEHOCTH:

1
2.
2.
3
4

. (Dez[epanLHLIe 3aKOHBbI

Vkassl [lpesunenra Poccuiickoit @enepanuun

Vkassl Ilpesunenra Poccuiickoit @enepanumn

IToctanosnenus IlpaBurensctBa Poccuniickoit denepannu

HopmaTuBHBIE IPaBOBBIC aKThI (DeAepaIbHBIX OPIaHOB MCITOJHHTEIBHON BIaCTH

I/IHCprKHI/Iﬂ o AOKYMCHTAallMUOHHOMY 00€eCIIeUeHUIO yhpaBJICHUA - OCHOBHOI HOpMaTI/IBHLIﬁ aKT IIO



5. 3akonbl cyObekToB Poccuiickoit denepauuu

3amanue 3 (OIIK-3)

IIpuBenure B Bo3pacTaroliel MOCIEI0BATEIBHOCTH YPOBHU COLIMANBHOIO IMapTHEPCTBA
1: denepaybHbINA

2: MeXperHOoHaIbHbIN

3: peruoHanbHbIN

ITosHBIA KOMILJICKT TECTOBBIX 33JaHUU B KOPIOPATHBHON TecTOBOM obOomouke ACT pa3melieH Ha cepBepe
YUT JABIVIIC, a takxke Ha caiite Yauepcurera B paszaene CJIO JIBI'VIIC (oOpa3oBatenbHas cpefia B JTUYHOM
KaOWHeTe MpenoaaBaTess).

CooTBercTBHe MeXIy OaqbHOW CHUCTEMOW M CHCTEMOH OLEHMBAHUS [0 peE3yJbTaTaM TECTUPOBAHUS
yCTaHABIUBAETCA MOCPEICTBOM CJIEIYIOIEH TaOIHIIbL:

OOBEKT IToxaszarenu OneHka YpoBeHb
OILICHKU OIICHUBaHHSA Pe3YyIIbTaToB
pe3yIIbTaToOB 00yJIEeHNUS 00ydeHus
OOy4aromuiics 60 GamToB 1 MeHee «HeynoBneTBOpUTETHHOY Huskwii ypoBeHb
74 — 61 GamnoB «YIOBICTBOPUTEIHHO IToporoBerif ypoBeHB
84 — 75 Ganmos «Xoporo» [oBrIIeHHBI YPOBEHB
100 — 85 bamos «OTaHO» Bricokuit ypoBeHb

4. Ouenka oTBeTa oO0y4yawulerocsi Ha BONPOCHI, 3a1auyy (3aJaHue) 3K3aMEHALIMOHHOIrO OuJjiera,
3a4eTa, KYpCOBOIr0 NPOeKTHPOBAHUS.

OrieHka 0TBeTa 0OYJArOIIEroOCsl Ha BOMPOCHI, 3a1ady (3aaHue) 3K3aMEHAI[MOHHOTO OnieTa, 3aueta

DeMeHTHI OLIEHUBAHUS ConeprkaHue ITKaIbl OIICHUBAHUS
HeynosnerBopurens | YnosierBopurenb Xoporo OTauaHO
He 3aureno 3a4uTeHo 3a4uTeHo 3a4yTeHo
CootBercTBHE 0TBETOB | IlomHOE 3HaYUTENLHEIE Hesnauntenbnbie ITonnoe
(hopMyITupOBKaM HECOOTBETCTBHE 110 MOTPELIHOCTH. MOTPEIIHOCTH. COOTBETCTBHE.

BOIIPOCOB (33aHMii) | BCEM BOIpPOCaM.

Crpykrypa, onnoe 3HaYUTENBHOE Heznauntensnoe CootBeTcTBHE
TIOCJIEZIOBATEIBHOCTD U | HECOOTBETCTBHE HECOOTBETCTBHE | HECOOTBETCTBHE KPHUTEPHIO IPU
JIOTHKA OTBETA. KPHUTEPHIO. KPHUTEPHIO. KPHUTEPHIO. OTBETE Ha BCE
‘YMeHue ueTko, BOIIPOCHI.

MOHSITHO, TPAMOTHO U
CBOOOIHO M3JIaraTh

3HaHue HOpMaTUBHBIX, |llonHOe He3HaHMe Nmerot MecTo Hmerot MecTo ITonnoe
MPaBOBBIX JOKyMEHTOB | HOPMaTHBHOH U CYIIECTBEHHBIE HECYIIECTBEHHBIC COOTBETCTBHUE
U CIICIIMAIBHOM TIPaBOBOM 0a3bl U YITyIIEHHS YOYIICHUST 1 JTAHHOMY KPHTEPHUIO
JIUTEPATYPHI crieuaIbHON (ue3HaHune HE3HaHHE OT/ENbHBIX | OTBETOB Ha BCE
JTUTEPATYPHI Oouplreit yacTy U3 | (EIMHUYHBIX) Pa0OT | BOIIPOCHI.

JOKYMEHTOB H U3 YHcna
CIEUAIIBHOMN 00s13aTENBHOM
JUTEPATYPHI 110 JIUTEPATYPHI.
Ha3BaHHIO,

COZIEPKAHUIO
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.




