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1.Henun, 3a1a4u U NJIAHMPYEeMble Pe3yJabTaThl 00y4YeHHs M0 JUCHMILJIMHE.

Heab yueoHoit aucuurnabl «CucTeMbl 0OPMIICHHS YIIPABICHYECKHUX MPOIIECCOBY
COCTOMT B O3HAaKOMJICHUM CTYJEHTOB C TIOPSAAKOM IIOATOTOBKM U  O(OPMIICHUU
OpPraHHU3aLMOHHO-PACIIOPSAUTEIBHBIX JOKYMEHTOB Kak 0a30BOr0 IpoLecca B peaan3aluu
BCEX YNPaBICHUYECKUX (DYyHKIUI.

K ocHOBHBIM 3agayaM OCBOCHHUS AUCHUILIUHBI «CuCTeMBI  OQOpMIICHUS
YIPaBIEHYECKUX IPOLECCOBY CIEYyEeT OTHECTH:
- U3y4YEHHE OCHOBHBIX MMOJIOKEHUIN U CTAHIAPTOB 110 TOKYMEHTUPOBAHHIO
YIIPaBJIEHUYECKOM 1EATENbHOCTH,
- O3HAKOMJIEHHUE C COBPEMEHHBIMU CIIOCOOAMM U TEXHUKOW CO3/1aHUS
JOKYMEHTOB,
- - BbIpa0OTKa MPAKTUYECKOIO HaBBbIKA B pa3pabOTKE OCHOBHBIX CIYXKEOHBIX
JOKYMEHTOB, PENIAMEHTHPYIOIINX YIIPABICHUECKYIO IE€SITEIbHOCTbD,
- OBJIQJICHUE MPUEMAaMU W HaBBIKAMH pPa0OTHl C Pa3IUYHBIMHU JIOKYMEHTaMH,
palMOHaNIbHON OpTraHU3ALMK JOKYyMEHTO000POTa Ha MPEANPHUSATHUH.

OOyuenne mno nucuuiminHe «Cuctembl O(OPMIIEHUS YIPABICHUYECKUX MPOLECCOB)
HaMpaBJIeHO Ha GOPMHUPOBAHHUE Y OOYUAIOIIMXCS CIECAYIOIIUX KOMIIETCHIIUH:

YK-4. Cnocoben ocymectsiuate | UYK-4.1. VY4uTeIBaeT 0COOEHHOCTH JIETI0BOM
I[eJIOByIO KOMMyHI/IKaHI/IIO B

YCTHOM ¥ MTUCbMEHHOHN (opmax .
Ha TOCY/IAPCTBEHHOM S3bIKe S3bIKaX B 3aBUCUMOCTH OT OCOOEHHOCTEH BepOaIbHBIX U

KOMMYHHKAIIMKM Ha ToCyaapCTBCHHOM HW HWHOCTPAaHHOM

Poccuiickoit enepanuu u HeBEPOAJIbHBIX CPEICTB OOIICHUS
MHOCTPaHHOM (bIX) 3bIKe (aX) NYK-4.2. VMeer BecTH 00OMEH JI€I0BOI HH(MOpMAIME B
YCTHOM U MUCbMEHHOW (hopMax Ha TOCYyAapCTBEHHOM U
WHOCTPAHHOM $I3bIKaX C Y4ETOM CBOCOOPa3Usi CTUIMCTHKHU
OopUIUAIBHBIX W HEO(MUIIMATBHBIX THMCEM, a TaKkKe
COIIMOKYJBTYPHBIX pa3Inuuii B dbopmare
KOpPPECIIOHACHIINU

NYK-4.3. Bemonnser mnepeBon mpodecCuoHaIbHBIX
TEKCTOB C HHOCTPAHHOIO $3bIKa HA TOCYIAapCTBEHHBIN

a3k PO wm ¢ rocymapcrBeHHOro s3pika PO Ha

WHOCTPaHHBIN

2. MecTo 1MCUMIIMHBI B CTPYKTYpe 00pa30BaTe/ibHOM MPOrpaMMbl



Huctuminaa «Cuctembl 0(h)OpMIIEHHS YIIPABICHUYECKUX MPOIECCOB» OTHOCUTCA K YaCTU
JUCIUIUIMH (popMUpyeMas y4aCTHUKaMU 00pa30BaTeIbHBIX OTHOIICHHM

Hucuunnuna «CructeMbl 0pOpMIIEHUS YITPABIEHYECKUX MPOLIECCOB)» B3aUMOCBsI3aHa

JIOTUYCCKHU U COACPIKATCIIbHO - MCTOANYCCKU CO CICAYIOIMUMU AUCHUITIIMHAMU OlIl:

— Opranu3zaiius ¥ MpoBEACHUE UCCIIECOBAHUN B MEHEKMEHTE;
— VYpasneHne cyoObeKTHO-00BEKTHBIMU OTHOIIIEHUSIMU B OM3HEC-TIpOIeccax;

- PCI/IH}KHHI/IpI/IHF 6H3H€C-HpOHeCCOB;

3. CrpykTypa u conepxanue JTUCHUILIHHbI
OO611ast Tpy10€MKOCTh IUCHUILITUHBI COCTaBISIET 2 3a4eTHBIX(€) enunuii(bl) (72 yaca).

3.1 Bwuabl yueOHO# padoThI M TPYA0EMKOCTh
(o hbopmam 0OydeHUs)

3.1.1. Ounas dpopma oObydeHUs

Ne Bua yue6Hoii paGoTsI KoauvecTBo CemecTpsl
n/n JacoB 7
1 | AyauTopHbie 3aHATHSA 36 36
B Tom uucne:
1.1 | Jlekunm 18 18
1.2 | CemuHapckue/mpakTU4ecKue 18 18
3aHATHUS
2 | CamocrosiTesibHas padora 36 36
3 | [IpomesxxkyTOouHAasi aTTEeCTALMS
3auet/nud.3aueT/7K3aMeH 3auér 3auér
Hroro 72 72
3.1.2. OuyHo-3a04yHas popma 0OydEeHHUS
IJJ?I Bup yueOHoi1 padoThI KOT;:EETBO sceMeCTpH
1 | AyauTopHble 3aHATHUSA 36 36
B Tom uncne:
1.1 | Jlekuun 18 18
1.2 | CemuHapckue/mpakTUIECKHE 18 18
3aHATHUS
2 | CamocrosiTesqibHasi padora 36 36
3 | [IpomexyTouHast aTTecTanus




3aget/nud.3auer/s3K3aMeH

3auéT

3auér

HTroro

72

72

3.2 Temarnuyeckuii IJIaH U3yYeHH s AUCIUATIIHHBI

(mo popmam oOyueHuUsI)

3.2.1. Ounas ¢popma oOyudeHHUS

TpyroemMKoCTb, yac

E AyauTopHasi padora E
e Pa3aeiibl/TeMbl 2 E % % = g - § % 4:3 =
i JHCIUTLTHHbBI 5| S E| 2E 2 88
wn - | EEZ| 28| S| E8
527 €3 2| E
O E = = 8
1.1 | Tema 1. JlIokymMeHTUpOBaHUE 2 2 4
YIpaBICHYECKON JEATEIbHOCTH
1.2 | Tema 2. Cucremsl 2 2 4
YIIPaBICHYECKOW IOKYMEHTAIUN
1.3 | Tema 3. HopmaruBHO-IIpaBoBast 2 2 4
0a3a TOKyMEHTUPOBaHUS
YIpaBIECHYECKON JEATEIbHOCTH
1.4 | Tema 4. Bunpl ynpaBieH4€CKOI 2 2 4
JIOKyMEHTAIIMK U TIPaBUjia ee
ohopMIICHUS
1.5 | Tema 5. Opranuzanus TeKyien 2 2 4
paboThI C TOKyMEHTaAMHU
1.6 | Tema 6. Ciy>xeOHast 1 1eyioBast 2 2 4
KOPPECIOHACHIIUS
1.7 | Tema 7. OcoOEHHOCTH KaJpOBOM 2 2 4
JIOKyMEHTaLUH
1.8 | Tema 8. Cucremaruzanus u 2 2 4
XpaHEeHUe JOKYMEHTOB
1.9 | Tema 9. ABrOMaru3upoBaHHbBIE 2 2 4
CHUCTEMBI U TEXHOJIOTHH
JIOKYMEHTAIIMOHHOTO
oOecreueHus yrnpaBieHUs
Hroro | 72 18 18 36

3.2.2. OuyHo-3a04yHas hopma 0OydEeHHUS
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n/n

Pa3zagenabl/TeMbl
JTUCHHUILINHBI

TpynoemkocTts, yac

Bcerdg

AynuropHasi padora

N =0

Jlekiuy
CeMuHapCcKu
MPAKTUYECK

3aHATUA
JIabopatopH
3aHATUA
IIpakTnuecks

II0JATrOTOBKA

paodora

1.1

Tema 1. JlokyMEeHTUpOBaHHUE
YIPaBIECHYECKOU
JEATEIIbHOCTH

[\
[\

& CaMocTOATEIbH

1.2

Tema 2. Cuctembl
YIPaBIECHYECKOU
JIOKYMEHTAIUU

1.3

Tewma 3. HopmatuBHO-
mpaBoBasi 6a3za
JIOKyMEHTHPOBaHUS
YIPaBIECHYECKOU
NEeATEIBbHOCTH

1.4

Tema 4. Buapr
YIIPaBIICHYECKOU
JIOKYMEHTAIINK U TIpaBuja ee
o opMIIeHUS

1.5

Tema 5. Opranuzanus
TeKylIeil paboThl €
JIOKYMEHTaMH

1.6

Tema 6. CnyxebHas U fenoBast
KOPPECIIOHACHITHS

1.7

Tema 7. OcobeHHOCTH
KaJIpOBOM JOKYMEHTALUH

1.8

Tema 8. Cucremaruszanus u
XpaHEHUEe TOKYMEHTOB

1.9

Tema 9. ABTOMaTU3MpOBAHHBIE
CHCTEMBI M TEXHOJIOTUU
JIOKYMEHTAI[HOHHOTO
oOecreueHus yrnpaBieHUs

HUToro

72

18 18

36




3.3 Conep:kanue TUCUUIINHBI

Tema 1. JlokyMeHTHPOBaHHE YIIPABJICHYECKON AeATEIbHOCTH

[TpoGnembl opraHuszanuy JOKYMEHTHPOBAHUS YIPABICHUYECKOM JEATEIbHOCTH.
[lonsiTe  ympaBlI€HYECKOW  JAEATENbHOCTH. JlOKyMEHTaMOHHOE  OOecreueHue
ynpasineHus. Ilonsatue nokyMeHTa. XapakTepuCTUKU JOKyMeHTa. CucTema ynpaBieHus
nokymeHTamu. Kiaccugukaropsl. @opMyIsipsl.

Tema 2. CucremMbl ynpaBieHYeCKOH JOKYMEHTANMH

OO1epoccuiickue CUCTEMBI YIPABIEHYECKON JOKYMEHTALINH.
OOwierocynapcTBeHHble  CHUCTEMbl  AoKyMeHTanuu. CTaHAapThl  yHOpaBlIEHYECKON
NOKyMeHTaluu. OyHKIIMOHAIBHBIE CHCTEMBI IOKyMEHTaluu. KoprioparuBHbIE CHCTEMBI
nokymeHTanuu. OTpaciaeBble CUCTEMbl JTOKYMEHTAllMU. YHU(UUMPOBAHHBIE CHUCTEMBI
VIOPABICHYECKOM  JOKYMEHTaluud.  YHU(PUUUpPOBaHHbIE  (OpPMBI  OTpaACIEBOM
JOKYMEHTALIH.

Tema 3. HopmaTuBHO-npaBoBasi 0a3a JOKYMEHTHPOBAHHUSA YIIPABJIEHYECKOM
AeSITeJIbHOCTH

XapaxkTepucTuka HOPMAaTHUBHO-IIPaBOBOM 0a3bl JTIOKYMEHTUPOBAHUS
ynpaBiieHYeckoil aestenbHocTH.  HopmaruBHO-mpaBoBass 0aza JTOKYMEHTHPOBAaHMUS
ynpasiieH4eckoil neranbHocty B PO. OcHoBwl uH(OpMaImonHoro npasa. OenepanbHbIi
3akoH "OO0 uHdopmaiyu, THHOPMAITMOHHBIX TEXHOJIOTUAX U O 3aluTe UHPpOopMaK" OT
27.06.2006 Ne 149-®3, denepanbubiii 3akoH "OO0 apxuBHOM nene B Poccuiickoii
@enepanuun" ot 22.10.2004 Ne 125-®3, depepanbhblii 3akoH "OO >IEKTPOHHOU
noanucu" ot 06.04.2011 Ne 63-®3. CtangapTsl B JOKYMEHTUPOBAHUU YIIPABICHUYECKON
JNEATENBHOCTU. TEeXHUYECKUN PEITIAMEHT.

Tema 4. Buabl ynpasiieH4eCKO# JOKYMEHTAllMU U IIpaBuJia ee 0popMiIeHUs

OcobeHHocT  OOpPMIICHHSI YIIPaBISHYECKUX JIOKYMEHTOB. TpeOoBaHUS K
o(opMIIEHUIO YITpaBICHYSCKUX TOKYMeHTOB. OdopmiieHue opuIuanbHbIX JOKYMEHTOB.
"TocymapcTBeHHass CHCTEMa JOKYMEHTAI[MOHHOTO  OOCCIICUCHMS  YIIPABIICHHS.
OcoOeHHOCTH 0OPMITCHHUST OPTaHH3AIIHOHHO-PACTIOPSANTEIHHBIX JOKYMEHTOB.

Tema 5 Opranuszanusi Tekyueit padoTsl ¢ JOKYMEHTaMH.

[Tonatue goxkymeHtoobopora. Opranuzainus gokymeHTooOopora. IloTokm
KOPpECHOHACHIIMU.  Peructpanus W KOHTPOJIb MCIOJNHEHUs JOoKyMeHTOB. Ciyx0a
JOKYMEHTAIIMOHHOTO obecreueHus ynpapieHus. @yHkiuonan ciyxost JJOY.
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Tema 6 Ciy:keOHasi U 1eJI0Basi KOPPECHOHACHIMS.

Bunbr cinyxeOHON U A€I0BON KOPPECTOHACHIINH. Pa3HOBUIHOCTH CITy)KEOHBIX H
JICJIOBBIX MHCEM: TpeOOBaHUE, PEKOMEHAATEIbHOE, HAlOMUHAHUE, 3ampoc U Jp.
[IpaBoBas 6a3a paboThl ¢ oOpanieHusIMU rpaxkaaH. JKanoba. O6pamenue. [letunus.

Tema 7 OcoO0eHHOCTH KAAPOBOH JOKYMEHTAIIUM.

Oco0OeHHOCTH oOpraHu3anud padoTel C¢ mnepcoHanoM. OCOOEHHOCTH PabOTHhI
KaapoBOM ciayxObl. Buumbl kaapoBod JgoKyMeHTaluH. JIOKyMEHTBHI MO TEpCcOHaIYy.
OpraHuzallmoHHO-NIPaBOBasl  JIOKyMEHTalusl. PacnopsautenbHass — JOKyMEHTAIIMs.
JIOKyMEHTUpOBaHUE yd4e€Ta M OTYETHOCTU MO KaapaMm. CTaTUCTUYECKHUE KApTOUKH.
JlomxHOCTHBIE KapTouku. Opranuzaius paboTsl ¢ KOHQUACHIIMATbHBIMUA JOKYMEHTAMH.

Tema 8 Cucremarusauus U XpaHeHue JOKYMEHTOB.

OpraHusanusi ONEPATHBHOIO XPAHEHUS JOKYMEHTOB. OO0mue NPUHIMIIBI
dbopmupoBaHusi aen. JlokyMeHTadbHBIH M apXWBHbIM (OHJ opranuzauuid. OrneHka
3HaYMMOCTH JOKYMEHTOB. DKCIEPTU3a JOKYMEHTOB. XpaHEHHE 1€ U JOKYMEHTOB. CpoKu
xpaHeHusi. OpopmiieHue e nepes XpaHeHueM. 3aBepuTebHas 3aKCh.

Tema 9 ABTOMATH3MPOBAHHBIE CUCTEMbI U TEXHOJIOIMH JOKYMEHTALMOHHOIO
o0ecrie4yeHHs yNnpaBJICHHS.
OcobenHoctu ABTOMAaTU3UPOBAHHBIX CUCTEM U
TEXHOJIOTUHA JOKYMEHTAIlMOHHOTO obOecrneyeHust ympasieHus. KommbrorepHbie
CUCTEMBbI U TEXHOJIOTUU CO3[aHusl JOKYMeHTOB. [Iponpuerapusie cucteMbl. CBOOOAHbBIE
cuctembl. Illabnonbl. Makpochl. ITlopsgok co3naHus aBTOMAaTU3UPOBAHHBIX CHUCTEM
yhOpaBiieHus] ToKyMmeHTaMu. OCOOEHHOCTH POCCHMCKONM aBTOMAaTU3HPOBAHHON CHCTEMBI
JOKYMEHTAIIMOHHOTO o0ecnieueHus ynpasineHus. OcHoBHble 3anaun ACJLOV.

3.4 Temaruka CeMHHAPCKUX/NIPAKTHYECKHUX U JIA00PATOPHBIX 3aHATHI

3.4.1. CemuHapcKkue/PpaKTHYECKUE 3AHATHS

Tema 1. JlokymeHTHpOBaHMUE yIIPaBICHUYECKOU Cemunapckoe

NEeATEIbHOCTH 3aHsTHE |

Tema 2. CucreMsl ynpaBieHYECKON JOKYMEHTALUH CemuHapckoe
3aHSTHE 2

Tema 3. HopmaTuBHO-TIpaBoBas 6a3a JOKyMEHTHPOBAHUS CeMuHapckoe
YIIPABIICHYECKOU JIESITETbHOCTH 3aHsTHE 3




Tema 4. Buael ynpaBineHuecKol JOKyMeHTauuu u npasuia | CemuHapckoe
ee opopmiieHUs 3aHsTHE 4

Tema 5. Opranuzanus TeKyiie paboThl ¢ TOKYMEHTaMu CemuHapckoe
3aHATHUE 5

Tema 6. CnyxebHas 1 1e7ioBasi KOPPECIOHICHIIUS CemuHapckoe
3aHsTHE 6

Tema 7. OcoO€HHOCTH KaJpOBOH JOKYMEHTAIIUH CemuHapckoe
3aHATUe 7

Tema 8. Cucremaruszanus U XpaHEHHUE TOKYMEHTOB CemuHapckoe
3aHATHE 8

Tema 9. ABTOMaTu3upOBaHHBIE CUCTEMBI U TEXHOJIOTHH CemuHapckoe
JOKYMEHTAIIMOHHOTO 00eCTIeYeHHsI YIIPaBICHUS 3aHsTHE 9
4. Y4eOHO-MeTOAUYeCKOe U HHPOPMALIMOHHOE o0ecIieueHue

4.1 OcHoBHas JUTEpPATYypAa

1. ConupunonoBa, E. A. Co3nanue crapramnoB : y4eOHUK 1 By30B / E. A.
CoupunonoBa. — MockBa : MzmarensctBo IOpaiit, 2021. — 193 c. — (Bsicuiee
obpazoBanue). — ISBN 978-5-

534-14065-1. — Tekcr : anexktponHbIi // ObpaszoBarenbHas miardopma FOpaitt [cailT]. —
URL: https://urait.ru/bcode/467740

4.2 JlomoJHHMTEIbLHAA JUTEPATYpPA

1. Kynmona, E. B. busnec-nnanupoBanue : yaeOHUK U MPAaKTHUKyM 1715t By30B / E. B.
Kymnmoga, A. A. CrenanoB. — Mocksa: M3narensctBo FOpaiit, 2021. — 435 ¢. — (Briciuee
obpazoBanue). — ISBN 978-5-9916-8377-7. — TekcT : anekTpoHHbI // O6pa3oBarensHas
matdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/469221

2. Ilepenepa, XK. C. AHanu3 cnusiHUNA U OMIOIIEHUH : yueOHOe mocoOue s By30B /
K. C. Ilepenepa, A. B. @enopoB. — Mocksa : UznarensctBo FOpaiit, 2021. — 140 ¢. —
(Boiciee oOpazoBanue). — ISBN 978-5-534-14819-0. — Tekct : 27eKTpOHHBIA //
O6pazoBarenpHas margopma FOpaiit [calit]. — URL: https://urait.ru/bcode/481972

4.3 DJleKTPOHHBbIE 00pa3oBaTeibHbIE PeCypPChl

1. Tlpu u3ydyeHun AUCHUILIMHBI TPEAYCMOTPEHO ucnoiab3oBanue IOPa «CucteMbl
ohOpMIICHUS YIIPABICHYECKUX MPOIIECCOBY:
https://online.mospolytech.ru/course/view.php?id=9897
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5. MarepuajibHO-TeXHHYECKOE o0eceyeHmne

Aynuatopust Il JIEKIMOHHBIX M CEMHHAPCKHUX 3aHATHH o0mero ¢onaa. Croibl
yuyeOHbIE CO CKaMbsIMH, ayJUTOpHAasl JOCKa, NEPEHOCHOW MYJIBTUMEIUNWHBIM KOMILIEKC
(mpoekTop, MPOEKIMOHHBIHN 3KpaH, HOYTOYK). PaGodee MecTo npenonaBaress: cToi, CTyII.

6. MeToanueckue peKoMeHIauumn

6.1 MeTonnuecKkue peKOMEHIANNH 1JI51 IPENoAaBATEIsA 10 OPraHu3alun
o0yueHmust

[TpesenTanus (OT aHIIMMCKOTO CJIOBA - IPEJICTABICHHE) — ATO HAOOP LBETHBIX
KapTHUHOKCJIAMIOB Ha OMPEACIICHHYIO TeMY, KOTOpPbIi XpaHUTCS B (aiiljie CrenuaibHOro
¢dopmara ¢ pacmupenueM PP. Tepmun «npeseHtanus» (MHOTIa TOBOPST «ClIa-QUIbM))
CBSI3BIBAIOT, MPEXKIE BCEro, ¢ MHPOPMALIMOHHBIMU M PEKIAMHBIMUA (DYHKIMSIMU KapTHHOK,
KOTOPBIE€ PACCUMTAHbI Ha ONPENEICHHYIO KaTErOpHUIO 3puTeNeil (1onb30Baresnei).

Uro0Obl mMpe3eHTalusi XOpOoUIo BOCIPUHUMANACh CIyIIATeNsIMA M HE BbI3bIBaJa
OTPULATENbHBIX 3MOLUN (MOACO3HATENbHBIX WM BIOJHE OCO3HAHHBIX), HEOOXOIMMO
coOoaarh npasuiia ee 0HOpMIICHHUS.

[Ipe3eHTanus mnpeanojaraeT Co4YeTaHue HWH()OpPMALUU PA3IUYHBIX THUIIOB: TEKCTA,
rpauyecKkux H300paKEHUM, MY3BIKAJIBHBIX M 3BYKOBBIX 3((}EKTOB, aHUMalUUu WU
BuseopparMeHToB. I[loaTOMy HEO0OXOIMMO Y4YWUTHIBaTh CHEUU(DUKY KOMOMHHPOBAHUS
(GparMeHTOB MH(pOpPMAIMK Pa3InYHbIX TUIIOB. KpoMe Toro, ohopmieHre u JeMOHCTpalus
KaKJOT0 M3 TNEPEYMCICHHBIX TUIOB WH(MOpPMAIMU TaKXe MOJUUHSETCS ONpeaeiIeHHbIM
npaBuiaMm. Tak, Hampumep, Uisl TEKCTOBOW HMH(OpMAnuu BaKe€H BbIOOp wmpudTa, A
rpaduyeckol — SPKOCTh M HACBHIIMIEHHOCTh LIBETA, U HAWIYYIIEro MX COBMECTHOIO
BOCIIPUSATHS HEOOXOAUMO ONTUMAIBHOE B3aUMOPACIIOJIOKEHUE Ha ClIalie.

[ToMuMO TIPaBUIIBHOTO PACIIONIOKEHHSI TEKCTOBBIX OJIOKOB, HY’)KHO HE 3a0BIBaTh U 00
UX COJEp)KaHMU — TEKCTe. B HEM HU B KOeM ciy4yae HE JOJDKHO COJEpKaTbCs
opdorpaduueckux omubOOK. Takxke ciemyer y4uThIBaTh OOIIME MpaBwmiia OGOpPMIICHUS
TEKCTA.

[Tocne co3nanus npe3eHTauuu U ee 0(hopMIICHHSI, HEOOXOIUMO OTPENETUPOBATH €€
MOKa3 U CBOE BBICTYIUICHHE, IPOBEPUTH, KaK OyJ€T BBIVISIAECTh MpPE3EHTAlus B LIeJIOM (Ha
HKpaHE KOMITbIOTEpA WJIM MPOEKIIMOHHOM 3KpaHe), HACKOJIBKO CKOPO M aJIeKBaTHO OHA
BOCIIPUHUMAETCA M3 PA3HBIX MECT ayAUTOPUHM, NPU Pa3HOM OCBEUIEHUH, IIIYMOBOM
COMPOBOXKJEHNUU, B OOCTAHOBKE, MAKCUMAJIbHO MPUOIMKEHHOW K peallbHbIM YCIOBUSM
BBICTYIIJICHUS.

6.2 MeToauueckue yKa3zaHus IJIs1 00y4AKOIUXCSH 10 OCBOCHUIO U CIUTIIMHBI
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Jlexkuuss — CHCTEMaTH4eCKOe, IOCIIE0BATEIbHOE, MOHOJIOTMYECKOE H3JI0KEHUE
npernojaBaresieM y4eOHOTO Marepuana, Kak MpaBHIIO, TEOPETHYECKOro xapakrepa. [lpu
MOJITOTOBKE JIEKIMHU MTPENOJABATENb PYKOBOACTBYETCS paboveil mporpaMMOi JUCHUIIINHBI.
B mpouecce neknuii pekOMEHIyeTCSi BECTHM KOHCIIEKT, YTO TO3BOJIUT BIIOCIEICTBUU
BCIIOMHUTh  W3YYEHHBIM  Y4eOHBId  Marepuan, JONOJHUTh  COIEpKaHUE  NpH
CaMOCTOSITEIIbHOU paboTe C IUTEepaTypoi, MOJAITOTOBUTHCS K IK3aMEHY.

Crnenyet Takxe oOpaiaTh BHUMaHUE HA KaTEropuu, GOPMYITUPOBKH, PACKPBIBAIOIINE
COJIEpKaHUE TeX WJIM WHBIX SIBJICHHM W MPOIECCOB, HAYYHBIE BBIBOJLI U MPAKTUYECKUE
PEKOMEH/IalliU, TTOJTOKUTENbHBINA OIBIT B OPATOPCKOM HCKYycCTBE. JKenaTebHO OCTaBUTH B
pabourx KOHCIIEKTax MoJIsl, Ha KOTOPBIX JeNiaTh TOMETKU U3 PEKOMEHI0BAaHHOU TUTEPaTyphl,
JOTIOHSIONME MaTepuall MPOCIHYIIaHHON JIEKIMU, a TaKXe IMOAYEPKUBAIOIINE OCOOYIO
BXKHOCTH T€X WJIA UHBIX TEOPETUUECCKUX MOTOKEHUM.

BbIBO/IBI 1O JIEKIMHM TOJBITOXUBAIOT PA3MBIIUICHHS TPENoaBaTesis Mo y4eOHbIM
Bonpocam. llpenonaBarenb NPUBOAUT CIHCOK HCIOIB3YEMBIX M PEKOMEHIYEMBIX
MCTOYHUKOB JJIsl M3YYEHUS KOHKPETHOM TeMbl. B KoHIlE jekuuu oOydarolmuecss UMEKT
BO3MOKHOCTb 33J]aTh BOIIPOCHI MIPEMOAABATEIIO MO TeME JIeKuuu. [Ipu ureHun Jexuuii mno
JUCLUIUIMHE MOTYT KCIIONIb30BaThCS JIEKTPOHHBIE MYJIbTUMEANIHBIEC TPE3CHTALINH.

MeTtoandeckue ykazanus jisi 00ydaromuxcsi Ipu paboTe Ha CEMUHApe

CeMuHapbl pealn3yloTCsl B COOTBETCTBHM C padOYuM Yy4eOHBIM IUIAHOM TIpH
MOCIIEAOBATEIbHOM H3YYE€HHH TE€M [UCLHMIUIMHBL. B XOJ€e MOArOTOBKM K CEMUHapam
oOyyaromeMycsi PEKOMEHJIYeTCSl HM3yYUTh OCHOBHYIO JIUTEparypy, O3HAKOMHUTHCS C
JIOTIOJTHUTENIbHON JIUTEPaTypOil, HOBBIMH MYOJUKALUSIMH B TEPUOJUYECKUX H3TAHUIX:
KypHanax, razerax u T.J. [Ipu 3ToM cienyer ydyecTb peKOMEHJAlUu IpenojaBareis u
TpeboBaHUs yuyeOHOU mporpamMMbl. PekoMeHayeTcsl Takke JopadaThiBaTh CBOM KOHCHEKT
JEKIUU, Jenas B HEM COOTBETCTBYIOLIME 3alMCH W3 JUTEPaTypbl, PEKOMEHIOBAHHOU
MpernojaBaresieM M MpPelyCMOTpPEeHHON ydeOHoM mnporpammoit. Creayer MOoAroTOBUTH
TE3UCHI JIsl BRICTYIUICHHUH MO BCeM Y4eOHBIM BOITPOCAaM, BBIHOCUMBIM Ha CEMHUHAP.

[TockoibKy aKTUBHOCTH OOYyYarolIErocss Ha CEMHHAPCKUX 3aHATHSAX SIBISIETCS
MPEAMETOM KOHTPOJISI €ro MPOABUKEHUSI B OCBOEHHUH Kypca, OJrOTOBKA K CEMUHAPCKUM
3aHSATUSM TpeOyeT OTBETCTBEHHOTO OTHOIIECHMS. Ha MHTEPAKTUBHBIX 3aHSATUAX CTYICHTHI
JOJIKHBI TTPOSIBIISITh AKTUBHOCTb.

Metoauueckue ykazaHusi Uisi OOy4arolIUMXCsl MO OpPraHu3aliy CaMOCTOSTEIbHON

paboThl

CamocrosTenbHas paboTa 00yJaronuxcs HarmpapieHa Ha CaMOCTOSATEILHOE U3YUCHHE
OTIENBHOU TEMBbI y4eOHOM AUCHUIUIUHBL. CaMOoCTOsITeIbHAs paboTa SIBISIETCS 00s13aTeIbHON
IUIA KaXJ0ro ooOydarolerocsi, ee o0beM Io ompeaensercs y4eOHbIM IuiaHoM. [lpu
CaMOCTOSTEJIbHOM padoTe CTYIEHT B3aUMOJIEUCTBYET C PEKOMEHJOBAHHBIMU MaTepHalaMU
MIPY y4acCTUHU MPENojaBaressi B BUAEC KOHCYIbTAUU. (151 BBIMOIHEHUS] CAMOCTOSATEIbHON

paboThl TpeaycMOTpeHo Metoauyeckoe obecneyeHue. IIEKTPOHHO-OMOIMOTEUHOM
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CHUCTCMAa

(3nexTpoHHas

OnbnMoTeKa) YHHUBEPCUTETA

obdecrneurnBaeT

BO3MOXHOCTb

MHANBUAYAJIBHOTO J0CTYIa KaXKI0To 00y4aromerocs u3 1000l TOYKU, B KOTOPOH UMeeTCs
J0cTym K ceTu HTepHeT.

7. DoH/| OLICHOYHBIX CPEACTB

7.1

MeTtoabl KOHTPOJISI U OLIEHUBAHHUS Pe3yJIbTATOB 00y4YeHUs:

IToxka3areanb YPOBHHA Cq)OpMI/IpOBaHHOCTI/I KOMHeTeHHI/Iﬁ

Cucrema O(l)OpMJIeHPISI YiupaBJd€eHYECKHX ITPOLECCOB

DdI'OC BO 38.03.02 «MeHea:KMeHT»

B mporiecce 0CBOCHHS JAHHOM JUCIUIUIMHBI CTYACHT GOPMUPYET U IEMOHCTPUPYET CIACIYIOIIHEC KOMIETEHIINH:

Denepauuu u

SI3BIKE (aX)

s13b1Ke Poccuiickoi

MHOCTPAHHOM (BIX)

001IIeHIS

NYK-4.2. YmeeT BecTu 0OMeH
nenoBoii nHpoOpMalueii B
YCTHOM ¥ TUCbMEHHOMU
(hopmMax Ha TOCyJapCTBEHHOM
1 HHOCTPAHHOM SI3BIKaX C
[YIE€TOM CBOCOOpasus
CTHITUCTUKA O(QUITHABHBIX U
HEO(DUIATTBHBIX TTUCEM, a
TaK)Ke COMMOKYIBTYPHBIX
pa3nuumii B popmarte
KOPPECIOHICHIIUT

NYK-4.3. BeimonHseT nepeBos
mpodeccuoHANIBHBIX TEKCTOB C
MHOCTPAHHOTO SI3bIKA Ha
rocy/lapCTBEHHbIH 361K PO 1
C TOCYIapCTBEHHOTO SI3BIKA

IP® Ha MHOCTpaHHBII

KOMIIETEHIIUN [lepeyeHb KOMIIOHEHTOB TexHos0rust dopma CreneHu ypoBHei

WUH- | ®OPMYJIUPOB- (opMHpOBaHMS |[OIIEHOYHOTO |0CBOECHHS

NEKC |KA KOMITET€HIIU i cpencTBa** [KOMIETEHIU

VK-4 [nocoben NYK-4.1. YuuteiBaeT UTEKLIMS, JIC, T, 3 ba3oBblIii ypoBeHB -
OCYIIECTBIIATH 0COOEHHOCTH JETOBOM CaMOCTOsITENILHAS CII0COOEH MOATOTOBHUTD
IETTOBYTO KOMMYHUKAIIAHA Ha pabora, MOKYMEHTBI JJIst
KOMMYHUKAITHIO B [TOCYJapCTBCHHOM U CeMUHApCKHe CO3IaHUs HOBBIX
YCTHOI 1 MHOCTPAHHOM SI3BIKAX B BaHSITHS MIpEIIPUHIMATEIIHCKIX
[MICHMCHHOM 3aBHCHMOCTH OT CTPYKTYp
(dopmax Ha 0coOeHHOCTEH BepOaTbHBIX U [1oBbBINIeHHBIII
TOCYIApCTBCHHOM [HEBEepOaJIbHBIX CPE/ICTB YpOBeHb

- popmupoBars 1
COBEpIIIEHCTBOBATh
TOKyMEHTAIIHIO C
Y4eTOM COOIIOIEHUS
[IpaB U HUHTEPECOB
AKI[MOHEPOB U
MHBECTOPOB.

7.2

IIkaJjia U KPpUTEPHHU OLIEHUBAHUSI Pe3yJIbTATOB 00y4YeHUs

[ITkabl OLIEeHUBaHUS PE3YIBTATOB IMIPOMEKYTOUHOU aTTECTALMHA U UX OITMCAHUE:

(Dopma npome.ucymoquoﬁ ammecmauuu 6 uiecmom cemecmpe. 3auem.
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[TpomexxyTounas arrecranus oOydarommxcsi B (opme 3au€ta MPOBOTUTCSA TIO
pe3yabTaraM BBITIONHEHUS BCEX BHUIOB y4eOHOM pPabOThI, MPEAyCMOTPEHHBIX YYEOHBIM
TUTAHOM TI0 JAHHOHW JUCIHUTIIMHE (MOJYJIIO), PH 3TOM YUUTHIBAIOTCS PE3yAbTAaThl TEKYIIETO
KOHTPOJISI  yCIIEBAeMOCTH B TedeHHe ceMectpa. OIEHKa CTENEHU JOCTHKCHHS
OOyJarOMMMHCS TUIAHUPYEMBIX PpEe3yJAbTaTOB OOY4YCHHs] 1O JUCIHIUIAHE (MOIYIIIO)
MIPOBOAMTCS TPEIIOIaBaTeIeM, BEAYIIUM 3aHATHS MO JAUCIHUIUINHE (MOIYITI0) METOIOM
AKCIIEpTHOM o1leHKH. [1o uToram mpomMeKyTOYHOMH aTTeCTAIlMH BBICTABIISACTCS «3a4TECHOY HUITH
«HE 3aU4TCHOY.

K npomesicymounoii ammecmayuu 0OnycKkaomest moibKo CmyO0eHmbl, 8bINOIHUSUIUE
gce 6uUObL YueOHOU pabomol, npedycmompeHuvie paboudeli NPocpamMmou no OUCYUNIUHE
«Cucmembl  oghopmieHUss  YNpagieHyecKux Hnpoyeccosy  (Npouwiiu  NPOME’CYMOUHbI
KOHMPOIb)

Hlkama
OLlCHUBAHUA

Onucanue

BeimonHensl Bce BHUIbl yuyeOHOW pabOThl, MPEAyCMOTPEHHBIE
y4eOHbIM M1aHOM. CTyA€HT JEMOHCTPUPYET COOTBETCTBUE 3HAHUIA,
YMEHHUH, HaBBIKOB, IIPUBEACHHBIM B TalluLax IoKa3aresei,
OlepupyeT NPUOOPETEHHBIMU 3HAHUSIMH, YMEHHUSMHU, HaBbIKAMHU,
IIPUMEHSIET UX B CUTyalUsX ITOBBIIEHHOM CIOXKHOCTH. [Ipm sTOoM
MOTYT OBITh JONYIIEHbl HE3HAYUTENIbHbIE OLIMOKH, HETOUYHOCTH,
3aTPyAHEHUs NIPU aHATUTUYECKUX OIEPALMX, IEPEHOCE 3HAHUN U
YMEHHU HA HOBBIE, HECTAHAPTHBIC CUTYALINH.

3auTeHo

He BbmomHeH oguH wid  Oojee BUAOB Y4YeOHOW pabOTHI,
MPEAYCMOTPEHHBIX Y4eOHBIM TUIaHOM. CTyIEHT JAEMOHCTPUpPYET
HETMOJIHOE€ COOTBETCTBUE 3HAHUMW, YMEHUM, HABBIKOB, ITPHUBEACHHBIM
B TabOnuIax MoKa3aTesiel, JOMyCKaloTCsl 3HAYUTENbHbIE OIIMOKU,
MPOSIBIISIETCS OTCYTCTBUE 3HAHWH, YMEHHUM, HABBIKOB IO PSay
MoKa3aTesieil, CTyICHT UCTIBITHIBAECT 3HAYUTEIbHBIE 3aTPYIHCHUS [TPU
OTIEPUPOBAHUY 3HAHUSAMHU U YMEHUSIMU TIPU UX MEPEHOCE HA HOBBIE
CUTYyallUH.

He 3auteno

7.3 OueHo4HbIE CPEACTBA

IlepeyeHb OLIEHOYHBIX CPEACTB MO AMCIUIINHE
«Cucremsl opopMiieHNs] yIPABJIEHYECKUX MPOLECCOB)»
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Hepequb OLCHOYHBIX CPCACTB MO JTUCHUILIMHE «Cucremsol OCI)OPMJICHI/IH

ylpaBJieHYeCKHUX MPOLECCOB»

HaumenoBanue [IpencraBnenue
Ne OLECHOYHOTO Kparkas XapakTepHuCTUKa OLIEHOYHOTO OLCHOYHOTO CPENCTBA B
oC CpeacTBa cpencTBa ©OC
[Iponykt CaMOCTOATEIbHON paboThI
CTY/ICHTA, MPEICTABIISIIONIUN cobom
Jokian, nyOoJIMYHOe BBICTYIIJICHHE o
TembI TOKIa/I0B,
1 coo0IieHue MPEAICTABIICHUIO TOJIYYCHHBIX PE3YIbTaToOB .
. cooOuIeHni
01(®)) perieHus OTPEETICHHON
y4eOHONPAaKTUIECKON, Y4eOHO-
UCCIIEI0BATENBCKOM MIIM HAYYHOU TEMBbI
CucreMa cTaHIapTU3UPOBAHHBIX 33JaHUH,
Tecr MO3BOJISIONIAS aBTOMAaTHU3UPOBAThH .
2 . @DOoHJ TECTOBBIX 3aJaHUI
(T) POLEAYPY U3MEPEHHUS YPOBHS 3HAHUH U
YMEHHUIOOY4YaroIerocs.
CpencTBo KOHTPOJISI, OPraHW30BAaHHOE Kak
cnenuaibHas  Oecena  MEAarormyecKoro
YCTHBIN OIPOC | paboTHHKA ¢ OOYYArOIIMMCS HA TEMBI,
. . Bormpocsl k ycTHOMY
3 co0ecenoBaHue, | CB3aHHbIE C M3y4aeMOW IUCHMIUIMHOW, U OIDOC
I
(YO/CO) paccuMTaHHOE Ha BBIACHEHHE O00beMa pocy
3HaHUN 00ydYarolerocs Mo ONpeAeIeHHOMY
paszeny, Teme, npodieMe  T.II.
Bomnpocsl k 3au€ty
4 3auér HtoroBass ¢opma oueHku 3HaHud. B

BBICIIIHNX YHGGHBIX 3aBCACHUAX
IMPpOBOAATCA BO BpEMA CCCCUH.
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Bomnpockr k 3auéty mo quctumuinae «CucTeMbl 0popMIIeHNus yIPaBJIeHYeCKNX
npoueccoB» hopmupoBanue kommneteHun Y K-4

[Mpeamer wu3ydeHHWs JUCHUIUIMHBI  «J{OKyMEHTHpOBAHHE YIPABICHUYCCKOW |

HpeﬂHpHHHMaTeHBCKOﬁ ACATCIIBHOCTN .

2. KonTponb ucnonHeHus: TOKyMeHTOB. PekBU3UT «OTMETKA O KOHTPOJIEH.

3. [TpaBuiia opopmiienust pekBu3nuToB «[pud yrBepxkaenus» u «'pud cormacoBanus».

4. [TpaBuiia opopmiieHns: pekBU3UTOB «JlaTa» u «PerucTpalioHHBII HOMEPY.

5. PekBusur «Apapecar» u ero 0COOEHHOCTH.

6. PekBu3uTHl «3aroinoBOK K TEKCTY» H «MeCTO COCTABICHHSI WU U3/1aHUs JOKYMEHTa.

7. dopmymsp-oopazer; B coorBerctBun ¢ [[OCT P 6.30-2003.

8. OcobenHoctu pekBu3uTa «OTMETKA O MPUIOKEHUNY.

9. PexBusutel «Ilognuce» n «OTTUCK TIeHaT».

10.  PexBusut «Tekct», TpeboBaHUS K OPOPMIICHHUIO TEKCTA JOKYMEHTA.

11.  PexBusut «Pe3omouus» u ero 0cOOEHHOCTH.

12.  PexBu3uThI aBTOpa JOKyME

13. YHudukanus gokymMeHTOB. locymapcTBeHHass cucTeMa JOKYMEHTAI[MOHHOTO
oOecrieyeHus yrnpapaeHUsI.

14.  HopmaruBHO-MeTOIMYECKHE  MaTepuajbl,  pENIaMEHTHpYIOIIME  padoTy ¢
JIOKyMEHTAMH.

15.  Jlailte = omnpeneneHUss  OCHOBHBIM  IOHATHSIM: «JIETIONPOU3BOACTBOY,
«JIOKYMEHTO000pOT», «TOKYMEHT», «TOKYMEHTHUPOBAHHEY.

16.  OcHoBHbIE TpeOOBaHUs K 0)OPMIICHUIO KYpPCOBOM pabOThI, AUTUIOMHON PaOOTHI.

YMETh:

17.  CoctaBbTe OJaHK C MPOJOIHHBIM PACIOIIOKEHUEM PEKBU3UTOB.

18.  CoctaBbTe OJaHK C yIIIOBBIM PACIIOIOKEHHUEM PEKBU3UTOB.

19.  BuyTpeHHee u BHEIIHEE COMIaCOBaHUE JOKYMEHTA.

20.  OcobeHHoCTH cocTaBieHuss W odopMieHUs HHPOPMAITMOHHO-CIIPABOYHBIX
JIOKYMEHTOB.

21.  OcobeHHOCTH COCTaBIICHUS U 0OPMIICHHS 3apyOeKHOM KOPPECITOHACHITUH.

BIIAJIETD:

22.  TpeGoBanusa k oopmIICHHIO OTaHKOB JTOKYMEHTOB.

23.  Onumure cayxeOHble OTMETKH, TPOCTABIISIEMbIE HAa JJOKYMEHTE.

24.  TpebGoBaHWs K COCTaBIECHUIO M O()OPMIICHUIO PACTIOPSIIUTEIBHBIX TOKYMEHTOB.

25.  TpebGoBaHus K cOCTaBIEHHUIO U O(DOPMIIEHUIO OPTaHU3ALMOHHBIX JOKYMEHTOB.

26.  TpeOoBaHWsA K COCTaBIEHHUIO M O(POPMIICHHUIO TOKYMEHTOB KOJUIETHATIBHBIX OPTaHOB
YIPABIICHUS.

27.  TpeOGoBaHus K COCTABICHHUIO U O(POPMIICHHIO AEIIOBOTO MUChMA.
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28.  TpebGoBaHus K COCTABIEHUIO U O(DOPMIIEHUIO TOKYMEHTOB MO JUYHOMY COCTABY.
¢popmupoBanne komnerenunu OITK-7

3HATD:

29.  OcoOeHHOCTH JOTOBOPA KYIUIH-TIPOAAXKH.

30.  OcoOeHHOCTH COCTaBIIEHUS TPYAOBOIO JOTOBOpA.

31.  Opranuzanus paboThl C KOH(PHUICHIIMATBHBIMU JOKYMEHTAMH.

32.  Tlopsimok pa®oThl ¢ OOpalIeHUSIMU TpaXaaH.

33.  Hcropusi BOSHUKHOBEHUS U PA3BUTHUSA YIIPABICHUYECKOU JTOKYMEHTAIINU

34.  PexBM3uT «Anpecar» U ero 0COOEHHOCTH.

35.  PekBU3uUTHI «3arojoBOK K TEKCTY» U «MeCTO COCTaBIICHUS WA U3JIaHUS IOKYMEHTA.

36.  ®opmymsap-oopasen; B coorBeTcTBUU ¢ 'OCT P 6.30-2003.

37. BHyTpeHHee U BHEIIHEE COMIACOBAHUE JOKYMEHTA.

38. OcobenHoctu pekBu3uTa «OTMETKA O MPUIOKEHUNY.

39.  PexBusutsl «Ilognuck» n «OTTUCK IeYaTH».

40.  PexBusut «Tekct», TpeboBaHus K 0OPMIICHUIO TEKCTA IOKyMEHTA.

41.  PexBusut «Pe3omonus» u ero 0COOCHHOCTH.

42.  PekBH3UTHI aBTOpA IOKYMEHTA.

43.  TpeOoBaHMS K COCTABJICHHUIO U O(DOPMIICHUIO PACTOPAIUTEIIBHBIX JOKYMEHTOB.

44.  TpeOoBaHMS K COCTABJICHUIO U O(POPMIICHUIO OPTraHU3AIMOHHBIX TOKYMEHTOB.

45.  OcoOeHHOCTH cocTaBieHuss W odopMieHUs HHPOPMAIMOHHO-CIIPABOYHBIX
JIOKYMEHTOB.

46.  TpeboBaHMSI K COCTaBICHUIO U OGOPMIICHUIO TOKYMEHTOB KOJUIETUAILHBIX OPTaHOB
yIpaBJeHUS.

47.  TpeOoBaHMS K COCTABICHUIO U OPOPMIICHHUIO ICJIOBOTO MUChMA.

48.  OcoOeHHOCTH cocCTaBJICHHS U 0(hOpPMIICHHUS 3apyOeKHON KOPPECTIOH ICHIINH.

49.  TpeOoBaHMS K COCTABICHUIO U OPOPMIICHUIO JOKYMEHTOB MO JINYHOMY COCTAaBY.

50.  Yaudukanus JOKyMeHTOB. locymapcTBeHHas cuctemMa JOKYMEHTAI[MOHHOTO
oOecreyeHus yrnpapaeHusl.

51. HopmaruBHO-METOIUYECKHME  MaTepuayibl,  periaMeHTHpylomue  paboty ¢
JIOKYMEHTaMHU.

52. DOopMHUPOBAHUE JIEI.

53.  IloarotoBka JOKYMEHTOB K apXMBHOMY XPaHEHHUIO.

54.  OdopmieHue e MOCTOSIHHOTO CpOKa XpaHEHHUS.

55.  CocTaBbT€ aKT.

56.  CocTaBbTe MPOTOKOJ 3aCEeIaHMUs.

57.  CocTaBbTe BBIIIUCKY U3 MPOTOKOJIA 3aCelaHusl COOpaHUs.

58.  CocTaBbTe J€JI0BOE MUCHMO.
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59.  CocTaBbT€ MUCHMO — OTBET.

60.  CocTaBbTE TapaHTUHHOE MUCHMO.

61.  CocTaBbTe IPHUKa3 [0 OCHOBHOU JESATEIBHOCTH.

62.  CocTaBbTe BBIIUCKY M3 IPUKA3a 10 OCHOBHOM JI€ATEIbHOCTH.

63.  CocTaBbTe OOBSICHUTENBHYIO 3AITUCKY.

64.  CocTaBbTe JOKJIAIHYIO 3aIUCKY.

65. CocTaBbT€ BHEIIHIOIO CIPaBKY, BBIAAHHYIO B JOMOYIpaBieHuWM o Bamem Mecte
KUTEIHCTBA.

66.  CocTaBbTe CIYy:KEOHYIO TOBEPEHHOCTD.

67. CocraBbTe OJIaHK C TPOIOJILHBIM PACTIOJI0KEHUEM PEKBU3HUTOB.

68.  CocTaBbTe OJaHK C YIIIOBBIM PACIOJIOKEHUEM PEKBU3UTOB.

69.  Onummre cayxeOHbIe OTMETKH, IPOCTABIISIEMbIE HA JJOKYMEHTE.

70.  TpebGoBanusa k odopmiieHHUIO OJAHKOB IOKYMEHTOB.

71.  Peructpanus Bxomsaumx JoKymeHTOB. Dopma >KypHana perucTpanuu BXOASIINX
JIOKyMEHTOB.

72.  Peructpanus wucxomsmmx JoKyMeHTOB. Dopma KypHalla perucTpanui UCXOASIINX
JIOKyMEHTOB.

73.  Perucrpanus BHyTpeHHUX JOKyMEHTOB. PopMa KypHaja BHyTPEHHHUX JOKYMEHTOB.

74.  Homenkiarypa aen opranusanuu. [IpaBuna ee coctaBieHus U 0popMIICHHS.

75.  KoHTpoap ucnosHeHuss AOKYMEHTOB. PekBH3UT «OTMETKA O KOHTPOJIE.

76.  IlpaBuia opopmieHusi pekBU3UTOB «I'pud yrBepxaeHus» u «I'pud cormacoBanus».

77.  IlpaBumia opopmiieHus: pekBU3NUTOB «Jlata» u «PerucrpalioHHbII HOMEPY.

3HaHUA CTYJECHTOB M0 Ka)K/IOMYy BOIIPOCY OLIEHUBAIOTCA: «3aUTEHOY; «HE 3aUTCHOY;.
OneHka «3a4TeHO0» BBICTABIISIETCS,

- €CJIM JIJaHbl MCYEPIIBIBAIONINE W 0OOCHOBAHHBIE OTBETHI HA KOHTPOJBHBIE BOIPOCHI;
MOKa3aHO YMEHHUE TPaMOTHO MPUMEHATh TEOPETUUECKUE 3HAHUSA B MPAKTHUYECKUX IENAX;
MOKa3aHO NIyOOKOE W TBOPYECKOE OBJAJCHUE OCHOBHOM U JOMOJHUTEILHON JINTEPaTypou;
OTBETHI OTVIMYAIUCH YETKOCTHIO U KPATKOCTHIO U3JIOKEHHUS.

- €CIIM JaHbl MOJHBIE, TOCTATOUYHO TIIYOOKHE U OOOCHOBAaHHBIE OTBETHI Ha BOMPOCHI,
MOKa3aHbl I0CTATOYHO MPOYHbIE MPAKTUUECKUE HABBIKH; TITYOOKHE 3HAHUS TIOTIOTHUTETHLHOM
JUTEpaTyphl; OTBETHI HE BCErla ObUIM YETKUMU U KPATKUMU, MBICTTU U PEIICHUS U3JIarajuch
C WCIOJIb30BAHUEM CIIEHUAJIbHBIX TEPMHUHOB, IMOHSITUW, KaT€rOpHi, HO B HUX HE BCEraa
BBIJICPKUBAJIACH JIOTHYECKAsI MIOCJIEI0BATEIbHOCTb.

- €CJIM JaHbl B OCHOBHOM TIPAaBWJIBHBICE OTBETHI HA BOIMPOCHI, HO 0€3 JOJKHOTO
000CHOBaHUS M TIIYOWHBI; TMOKa3aHbl HEJOCTATOYHO IIPOYHBIE MPAKTUYECKHE HABBIKH;
HEJOCTAaTOYHbIE  3HAHWS  OCHOBHOW  JUTEpAaTypbl; OTBETHl  OBUIM  HEYCTKHUMH,
MHOTOCJIOBHBIMH; MBICJIM U PEIICHUS U3JIarajuch HE BCEr/ia C MPaBUILHBIM U HEOOXOIUMBIM
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NPUMEHEHHUEM CHEIHATbHBIX TEPMUHOB, MOHITUIA U KaTeTOpHid, 6€3 TOMKHOW JOTHYECKOM

IIOCJICA0OBATCIBbHOCTH.

OHCHKa «HC 3a4TCHO» BbLICTABIICTCA B ClydadaX, KOITa HC BbIIIOJHCHBI YCIIOBHUA,

IMMO3BOJIAIOIHNEC BBICTABUTH OLICHKY «3a4YTCHO».

N o g~ DR

10.

11.

12.

13.

14.

15.
16.
17.
18.
19.
20.
21.
22,

Bonpochl /1Sl YCTHOIO OIIPOca 1o AUCHOUIIJINHE «Cucremsbl O(I)OpMJIeHI/ISI

ylpaBJ/ieHYeCKHX npoueccos» GopmupoBanue komnerenuuu Y K-4

UTto Takoe en0npou3BOACTBO?

UT0 Takoe TOKyMEHTHPOBAHUE?

Uro BKITFOUAET B ce0st opraHmu3aIus paboThl ¢ JOKYMEHTaMU?

Yem xapakTepu30BajIoCh MPUKAZHOE JIEIONMPOU3BOACTBO?

UeM xapaKTepu30BAJIOCH KOJUIEKCKOE JEI0NPOU3BOICTBO?

Yem xapakTepr30BaioCh HCIIOIHUTEIBHOE JEIOMPOU3BOICTBO?

Yem XxapaKTepu30BaJiOCh HAIMOHAJIBHOE JCJIONPOU3BOJACTBO Mocie OKTIOphCKOM
peBomonyu 1917 r.?

YeMm xapakTepu30BaIOCh HAITMOHAIBHOE AENONPOU3BOACTBO B 1970-¢ rr.?

Urto npeacrapisioT codoit ocHoBHBIE mosoxeHus ET'CI?

UeM xapakTepU30BaJIOCh HAIMOHAIBHOE JIEOMPOU3BOACTBO B IMOCTCOBETCKUI
nepuona?

Kakue BONIPOCHl  pENIaMEHTUPYET YHUPUIIUPOBAHHAS CHCTEMa
OpPTraHU3alMOHHOPACTOPSIAUTEBHON JOKYMEHTAIIUN?

Kakue BOITPOCHI perIaMeHTUPYET AnrOoM dbopm
OpraHU3alMOHHOPACTIOPSIANTEIBHBIX TOKYMEHTOB?

Kakue BOIIPOCHI  PEMIaMEHTHUPYIOT MeTonueckue pEKOMEHIAMNA 10
COCTaBJICHUIO U NPUMEHEHUI0 HOMEHKJATyp JeJ OpTraHu3alvii, TPUMEpPHBIX U
TUIIOBBIX HOMEHKJIATYp 1€’

Kakue Bompocsl periaMeHTUPYIOT MeToaudyeckue pekoMeHAauu no ohopMIICHUIO
oOnoxxek nen?

Urto Takoe ciyxba [JOY?

Kakue ocHoBHBIE PyHKIMH OcymIecTBIsIET ciyx6a JIOY?

Kakwue cymiecTBytoT opraHu3aiMoHHbIe (JOPMBI 1€TOTPOU3BOACTBA?

UemMm xapakTepusyeTcs HeHTpaIn30BaHHAs opma J1eTOTPOU3BOACTBA?

Yem xapakTepusyeTcs eleHTpaaIn30BanHas (hopma 1eIonponu3BoACcTBa?

Uem xapakTepusyeTcs cMmelaHHas (popma Jae10mnpon3BoIcTBa?

KTo B opranuzanuu HeceT OTBETCTBEHHOCTD 3a JEJIOMPOU3BOICTBO?

Kakum 00pa3oMm ocyIiecTBisieTcss HaaA30p 3a COOMIOACHHEM 3aKOHONATENhCTBA IO
apXUBHOMY JIeJTy ¥ BEJICHUIO JICJIONPOU3BOICTBA?
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23.

24,

25.

26.
217.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44,
45.
46.
47.

48.

49,
50.

51.

Kakum 00pa3oM oOCymIecTBIs€TCS TOCYJapCTBEHHBIM Haa30p 3a COONIOACHHEM
3aKOHO/IaTENbCTBA M0 apXHUBAaM U JI€TONPOU3BOACTBY ?

Kakoil ToKyMeHT J1oJKeH pa3padoTaTh pyKOBOAUTENb IPOBEPSEMOM OpraHU3alui Ha
OCHOBAHMH aKTa U NPEANUCaHU?

KTo ocymiecTBisieT KOHTPOJIb 32 CBOEBPEMEHHBIM BBIIIOJHEHUEM MEPOIPHUITHH,
YKa3aHHBIX B IPEINUCAHUN?

Korna MoxeT ObITh HAaT0XKEHO aIMUHUCTPATUBHOE B3bICKaHUE?

Yro Takoe TOKyMEHT?

Uro Takoe kinaccupuKamms T0KyMEHTOB?

1o xakuM npu3HAKaM KJI1acCU(PULIUPYIOTCS JOKYMEHTHI?

Kak moxyMeHTsI Ki1accu(uuupyroTcs o crocoly (pukcanuu nHpopMarmmu?

Kak moxymMeHThI K1acCuGUITUPYIOTCS IO CONEPIKaHUIO?

Kak 1oKyMeHTHI Ki1accu(pUUIUpPyIOTCs IO HAUMEHOBAHUIO?

Kak 1oKkyMeHThI K1accupuuupyroTcs Mo BUaam?

Kak 1okyMeHThI Ki1accu(UUUpPYIOTCS IO CTENEHU CIIOKHOCTH?

Kak 1okyMeHThI Ki1accu(UUUpPyIOTCS IO MECTY COCTABICHUS?

Kak 10KyMeHThI K1acCu(pUUUPYIOTCS MO CTENEHU ITIACHOCTH?

Kak 1okyMeHThI Ki1accu(uUUpyOTCs IO IOPUANYECKOM cusie?

Kak 10KyMeHThI K1acCu(pUUUPYIOTCS MO CTaIUsAM CO3JaHus?

Yo Takoe konusA?

Ha xakue BUIbI JeNATCSA KOUU O CrIOco0y yI0CTOBEpEHuUs?

UYT0 OTHOCHUTCS K Pa3HOBUIAHOCTSM KOITUNA?

Uto Takoe oTImyck?

Yo Takoe BBIIHMCKA U3 JOKYMEHTA?

Urto Takoe ay0aukar?

Uro Takoe yHudukaus’?

Yro siBnsieTcs Uenblo YHUpUKAIIN?

To siBAsieTCs OCHOBHOM 3a7a4yeil COBEPILIEHCTBOBAHUS COAEPKAHMS JOKYMEHTa IMpHU
yHUpUKAINA?

Uro sBnsieTcs OCHOBHOM 3a/adeil COBEpPLIEHCTBOBaHUSA (POPM JOKYMEHTOB MpH
yHUUKAIUNA?

UYro Takoe yHU(PHUIIMPOBAHHASA CUCTEMA JOKYMEHTAIUH?

Yro Takoe yHU(UUUPOBAHHAS CHCTEMa OPraHU3ALMOHHO-PACTIOPSIUTENILHOM
JTOKYMEHTALINK?

Kakue cyimecTByoT yHUPUIUPOBAHHBIE CUCTEMBI IOKYMEHTAIUN ?

Kpurepuu oueHku:
OLICHKA «3a4YTE€HO0» BBICTABIIETCS CTYACHTY, €CIM OH NPAaBWIBHO U PA3BEPHYTO

OTBEYAJI HA 3a/laHHbIE BOIIPOCHI C ONOPOM Ha y4eOHYIO U JOIOJIHUTENIBHYIO JUTEPATYPY,
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J€MOHCTPHUPOBAJI YMEHUE aHAJIN3UPOBATH COBPEMEHHOE COCTOSTHUE MPOOJIEMBI, CTPEMIICHUE
JIOTUYECKH OIPENETICHHO U MOCIEA0BaTEeIbHO U3JI0KUTh CBOM OTBET. [Ipu 3TOM MOTYT OBITH
JONYILEHbl HE3HAYUTEIbHbIE OIIMOKH, HETOYHOCTH, KOTOPbIE OH MOXKET HCIIPaBUTh
CaMOCTOSATEJIbHO WIH MPU KOPPEKLUUHU MTPENOJABATEIEM.

- OLIEHKA «He 3a4TeHO0» BBICTABISCTCS CTYACHTY, €CIM OH HENPaBWJIBHO OTBEYaJl Ha
3aJJaHHbIE BOIIPOCHI WJIM BOBCE HE 0TBeYa Ha HUX. OOy4Jaromuics: 1eMOHCTPUPOBAJ 3HAHUS,
YMEHUS, HABBIKU HUMCE NOPO208020 YPOGHA B COOTBETCTBUU C IIPUBEICHHBIMU B TaOJIMIE
KPUTEPUSAMHU OLICHUBAHUSI KOMIIETCHLIMH.

Tembl JOKRJIAA0B 110 TUCHUIIJIMHE «Cucremsbl O(l)OpM.]IeHI/Iﬂ YIIPaABJICHYECCKUX
nmpoumecconB»

(popmupoBanmne komnereHuun YK 4)
[TonsaTHe 1emIonpon3BOACTBA U UCTOPUS €T0 Pa3BUTHUS
OcCHOBHbBIE HOPMaTUBHBIE JOKYMEHTBI, PEINIAMEHTUPYIOIIHE
Jenonpou3BoAcTBO 3.  OpraHuzalioHHbIe (DOPMBI 1€TIOPOU3BOACTBA U
OTBETCTBEHHOCTH 3a HAPYLICHUE 3aKOHOJIATEIBCTBA M0 JEIONPOU3BOJICTBY U
apXUBHOMY JIETTy
JIOKyMEHT B JIEJIONPOU3BOICTBE, €T0 (DYHKIIMU U MMPU3HAKHU KIIACCU(DUKAIINH
YHudukamus u craHapTyu3aius ynpapieHYeCKUX JOKYMEHTOB
[TonsiTne 0 Gi1aHKax TOKYMEHTOB, CIIOCOOBI PACTIONIOKEHUSI PEKBU3UTOB OJIAHKA, BUJTBI
OJIaHKOB
[ToHsaTHE O pEKBU3UTAX, COCTAB PEKBU3UTOB
Cocrasnenue 1 0popMIICHUE OPTaHU3AIUOHHBIX JOKYMEHTOB
CocraBnenue u ohopmiIeHUE PaCOPSIAUTEIBHBIX IOKYMEHTOB

10.  CocraBneHue U 0pOpMIIEHHE CIIPABOYHO-UHPOPMALIMOHHBIX IOKYMEHTOB
11.  CocraBneHue u oQpopMIEHUE TOKYMEHTOB 110 JTUYHOMY COCTABY
12.  JIokyMeHTOOOOpOT: OCHOBHBIE IOHATHS, 00bEM, IPUHIUITBI pallMOHATBHOM

OpraHu3allyiu, YTarbl
13. O6paboTka BXOASIINX IOKYMEHTOB
14.  OOpaboTka UCXOASAIIMX U BHYTPEHHUX JOKYMEHTOB
15.  Cucremaruzanus JOKyMEHTOB
16. dopmupoBaHUE e
17.  Odopmienue aen
18. XpaHeHue T0KyMEHTOB
Kpurepuu oueHku 10xkaaga

Ne| Kpurepnii Onenka

OTIL. ‘ X0p. YZIOBIL. HEY/IOBIL.
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1 | Ctpykrypa
JOKJIazia

B JIOKJIaze
MPUCYTCTBYIOT
CMBICJIOBBIC

4acTH,
cOanaHCcUpOBaHH
bIe IO 00BEMY

B noxnane
MIPUCYTCTBYIOT TPU
CMBICJIOBBIE YaCTH,
HecOanaHCHpPOBaHH
bl TI0 00BEMY

Omua u3
CMBICJIOBBIX
JacTel B
JIOKJIaJe
OTCYTCTBYET

B noxnane ue
MPOCIIEKUBACTC
sI HAJTH4IHe
CMBICJIOBBIX
yacTel

2 | Conepxanue
JOKJIa/1a

Conepxanue
OTpa’kaeT CyTh

Conepxanue HE B
MOJIHON Mepe

Conepxanue He
B IIOJIHOM Mepe

Conepxanue He
OTPa’KaeT CyTh

paccmarpuBaeMm o

OTpaXkaeT CyTh

OTpaxkaeT CyTh

paccmarpuBaeM

poOJIeMBbl U paccmarpuBaeMol | paccMarpuBaeM | Od IpoOIeMbl
OCHOBHBIE poOGJIEMBbI UITH Oif MpoOJIEMbI U | WJIM OCHOBHbBIE
MOJy4YeHHbIE OCHOBHBIE OCHOBHBIE MOJTy4YeHHbIE
pe3ynbTaThl MOJTy4YEHHbBIE MOJTy4YeHHbIE pe3ynbTaThl
pe3yabTaThl pe3ynbTaThl
3 | Bnanenue Crynenr CryneHTt Bnajeer CryneHt CryneHt He
MaTepualioM | MOJTHOCTHIO M3JIaraeMbIM HEJIOCTAaTO4YHO | BJajeeT

BJa/ieeT MaTepHuaiom, cBOOOIHO U3JIaraeéMbIM
u3JIaraeéMbIM OpUEHTHpYETCS B BJIa/ieeT Marepuaiom,
MarepHuaiom, poGiieme, U3JIaraeMbIM cinabo
OpUEHTHUPYETCA B | 3aTpYyAHSETCA B Marepuaiom, OpUEHTHUpYETCS
npo0ieme, OTBETaxX Ha cnabo B Ipobieme
CBOOOJTHO OTBEUAET | HEKOTOPHIE OpUEHTHUpYETCS
Ha BOIIPOCHI BOIIPOCHI B IIpobiieme

4 | CootrBerctB | U3noskeHHBIN N3noxeHHbIit B uznoxxennom | M310xeHHBIIM

ue TeMe Marepua Marepua COIEPKUT | MaTepuae Marepual B
MOJTHOCTBIO AJIEMEHTBI, HE MPUCYTCTBYET HE3HAYUTEITHHO
COOTBETCTBYET COOTBETCTBYIOIIME | OOJNBIIOE i cTenenu
3asBIICHHON TeMe | TeMe KOJIMYECTBO COOTBETCTBYET
DIIEMEHTOB, HE | TEMe
UMEIOIIUX

OTHOIICHHUC K
TEMC

IIpuMep TecTOBOIO 3aIaHUA 1JISI KOHTPOJISI 3HAHUH MO JucHuiinie «CucremMbl
oopmiieHns ynpasiaeHdeckux npouecco» B popmare GIFT nas 3arpysku B LMS

(popmupoBanue komnerenun YK-4)

1. Kako#t JOKyMEHT MpeCTaBIsIeT COOO0M aKT, ONPEIeSIONIUN OPI0K 00pa30BaHuUsl,
CTPYKTYPY, PYHKIIUH, KOMIIETCHIINIO, 00SI3aHHOCTH M OpraHU3aIii0 paboThl OPraHOB

yHIpPABIICHUS?
-TI0JIO’KEHUE

-pacnopsKeHHe

-MHCTPYKLIHH
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2. Kakoii JHOKyMEHT SIBISIETCS aKTOM OpraHa BJacTH, NMPUHMMAEMbIM JIsi pa3pelieHus
ONEpPaTUBHBIX BOIPOCOB?

-TI0JIOKEHUE

-pacrnopspKeHHue

-MHCTPYKIUH

3. Kakolf JOKyMEHT IpeACTaBIAET COO0W JOKYMEHT, PErYIUPYIOIIMI OpraHu3aluOHHbIE,
TEXHOJIOTUYECKHE, (PMHAHCOBBIE U MP. CTOPOHBI ACSITENBHOCTH YUPEKACHUM,
OopraHu3anun?

-TI0JIOKEHUE

-pacropsiKeHue

-UHCTPYKIUU

4. Kakoe 13 KITIOYE€BBIX CBOMCTB JOKYMEHTA XapaKTepU3yeTCsl TEM, UTO 00ECTIeYnBaET
00513aTeTLHOCTD €r0 MPUMEHEHUS )11 BCEX YUYaCTHUKOB YIPABICHYECKOHN NESITEIBHOCTH, a
TaKXKe CIY>KUT JI0Ka3aTeIbCTBOM MOMIMHHOCTH COJEPIKAIICCS B TOKyMEHTE
uHdopmarun?

-IOpUANYecKas cuia

-IOpUANYCCKAad 3HAYUMOCTD
-IOPUINYCCKasA aKTyaJIbHOCTb

5. Kakoe W3 KIIIOYEBBIX CBOMCTB JTOKyMEHTa XapaKTEPU3YEeTCs TEM, YTO OOECIeurBaET
MOJITBEPKACHHE JIETTOBOU IE€ATEIbHOCTH JINOO COOBITHI TMYHOTO Xapakrepa?
-IOpUMYECKas CHJIa

-IOpUANYECKasi 3HAYMMOCTb

-IOPUINYCCKasA aKTyaJIbHOCTb

6. Menomas wuH(opManus, HampuMmep, CBEICHHUS O COCTOSHUM OaHKOBCKHUX CUETOB,
uH(pOpMaIs 0 KpeauTax, IIaHbl HHBECTUIIUN, JOJITOBBIE 0053aTeIhCTBA U TIP.
paccMmarpuBaeTcs 0OBIUHO KaK:

-KOH(pHUIeHIIMAIbHAS

-o01IenocTymnHas

-HEeCYIIECTBEHHAs

7. KonpunennmanbHyo HHOOPMAIIMIO OpTraHU3aINK CTapaIOTCS:
-3aITUTUTh

-pa3miiacuTh

-HAKOITUTh

23



8. JlIokyMeHTOM, yCTaHABIMBAIOIINM 00S3aTeNIbHBIE TSI IPUMEHEHUS U UCTIOTHCHHUSI
TpeOOBaHMSI K TAKUM O0OBEKTaM TEXHUYECKOTO PETYTHPOBAHUS KaK 37JaHUs, COOPYKECHHUS,
MPOIYKIIMS, IPOLIECCHl IPOU3BOICTBA, XPAHECHHU S, IEPEBO3KHU, PEATTU3ALUU U TIP., SIBISETCA:
-TEXHUYECKHUI PETIAMEHT

-TEXHUYECKHUU CTaHIaApPT

-TEXHUYECKasi YHU(UKAIUS

9. [IpuBenenue k eAMHOOOPA3HOM crcTeMe Win (hOpME 3TO:
-CTaHapT

-CTaHapTH3AIIHS

-yHU(UKaIUs

10. JlesTenbHOCTh O YCTAHOBIICHUIO MPABWII U XapAKTEPUCTUK B LIEISAX UX JOOPOBOJIBLHOTO
MHOTOKPAaTHOI'O MCITOJIb30BAHMS, HAIPABIECHHAS Ha JTIOCTHKEHUE YIIOPSAJOYEHHOCTH B
chepax Npou3BOACTBA U OOpAILEHUS MPOIYKIMHU U MOBBIIIEHUE KOHKYPEHTOCIIOCOOHOCTH
IPOAYKIUH, padOT UK YCIIYT, 3TO:

-CTaHAapT

-CTaHAAPTU3ALNS

-yHHUKAIUs

11. TlonoxeHus, Kacamomuecs Kak pa3pabOTKM JOKYMEHTOB M BBEIACHHMS HX B
JOKYMEHTOOOOPOT, TaK U X 00pabOTKU U NIEpelaud Ha XpaHEHHUE, YCTaHABIMBAIOTCS B:
-MHCTPYKIIUH T10 JI€TIONPOU3BOJCTBY

-B 3aKOHOJIaTEJILCTBE

-TE€XHIUYECKOM pPETIaMeHTe

12. BepHo 11 yTBEpKJAEHUE, YTO TOCYIAPCTBEHHBIE CTaHAAPTHI B 00JIacTU
JOKYMEHTAI[MOHHOTO 00€CTIeYeHHsI YIIPABICHUS BBIOIHSIOT LEIbIN psii PYHKIIUM, TaKk KaKk
HaIpaBJICHbl HA UCTIOJIb30BaHUE PA3HOOOPA3HBIX TEXHUYECKHUX CPENICTB 00pabOTKU
JIOKyMEHTOB, KOTOPBIE TECHO CBS3aHbI C IPOLIECCAMH, KACAIOIMMHUCS TEXHUYECKOTO
pa3BuTHs o01IecTBa’?

-J1a, BEpHO

-HET, HE BEPHO

-3aBHCHUT OT CUTyalluu

Kpurepun ouenku:

Ormmmuno - ot 90% mo 100% mnpaBuiabHBIX OTBETOB; Xopomo - oT 75% mo 90%
MPAaBUJIbHBIX OTBETOB; YHOBJIETBOPUTENIBHO - OT 55% 10 75% mpaBUIIBHBIX OTBETOB;
HeynoBnetBoputenbHo - MeHee 55% MpaBUIIbHBIX OTBETOB.
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