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1. [lepeyeHb MIaHNUPYEMbIX Pe3yJbTATOB 00YUYEHHUS 0 JUCUHUILIIMHE (MOIYJII0), COOTHECEH-
HBIX € IVIAHUPYEMbIMH Pe3yJIbTATAMHU OCBOEHHS MPOTrPaMMBbI

1.1 Jucrummaa b1.B.JIB.2.1 «/lemonpon3BoacTBO U OCOOCHHOCTH CIYKEOHBIX TOKYMEHTOB B
CUCTEME IOCYAapCTBEHHOM U MYHHULIMIIAILHOM CIYXOb» 00€creuynBaeT OBIAJCHUE CIIETYIOIIN-

MH KOMIICTCHIIUAMM

Kon HaunmenoBaunue Kon HaunmenoBanue 3tana ocBoe-

KOMIIETEHIIMU | KOMIIETEHIINU 3Tamna OCBOEHMS | HUA KOMIIETEHIINN
KOMIICTCHIINU

[1K-3 cnocoOHOCTRIO IntaHu- | [1K-3.2 3HaHue  OCHOB

poBaTh W OPTaHU30BHI-
BaTh paboTy opraHa
myOTMaHOM BJIACTH,
paszpabaThiBaTh OpPTraHH-
3alMOHHYI0 CTPYKTYPY,
a/JIeKBaTHYIO CTpaTETrUu,
HemsiM M 3ajadam,
BHYTPEHHUM M BHEII-
HUM  YCJIOBUSIM  Jiesi-
TEeITLHOCTH OpraHa Iyo-
JINYHOM BJACTH, OCY-
HIECTBIISATh ~ pacrpeie-
neHue QyHKUUH, MOJI-
HOMOYMA M  OTBET-
CTBEHHOCTH MEXKIy HC-

HOWl  IIOJIUTHUKH,
KaJpoBOi1

AaTOJIOTUIA.

CTBEHHON AaHTUKOPPYILMOH-

0e30I1acHOCTH,
OpPraHU3aLMOHHON KYJIBTYpPbI
KaK CTPATETHYECKOTO pecyp-
ca opraHa NyOJUYHOW BIIa-
CTH, JIOKYMEHTOoOOOpoTa ¢
LETBI0 JTOCTHKEHUST ¢ dek-
TUBHOCTH  yIIPaBJICHUS
yCTpaHEHUs yIpaBIEeHYECKUX

HOJIHUTCIAMU

1.2 B pe3ynbTare OCBOCHHUS AUCUUILUINHBI Y CTYACHTOB JIOJKHBI OBITH CPOPMHUPOBAHBI:

OTD/TD
(mpu HaTMYUHU
npodcranaapra,
WU TIO Pe3yJIbTa-
Tam QopcaiT-
CECCHN)

Kong »srama ocsoe-
HUS KOMIIETEHIIUNA

PesynpTarsl 00y4eHus

CITOCOOHOCTh  TUTAHHUPO-
BaThb W OPTraHH30BBIBATH
[paboTy opraHa IyOJIuY-
HOW BiIacTH, pa3padarhi-
BaTh OPraHM3aI[MOHHYIO
CTPYKTYpPY, aJC€KBaTHYIO
CTpaTeruu, IeNsIM U 3a-
rayamM, BHYTPECHHHM U

BHCITHUM YCIIOBHSIM
e TeNIbHOCTH  OpraHa
Iy OIMIHO T BJIACTH,

OCYIIIECTBIIATH  pacIpe-
nenenne QyHKIMHA, TOJT-
HOMOYHA M OTBETCTBCH-
HOCTH MEXJy WCIIOJTHH-
TeIIIMHU

[IK-3.2

Ha YPOBHE 3HaHH ONpeJeIsieT CUCTEMY JEIO0NpPOU3BOJICTBA U
0COOEHHOCTH CITY)KEOHBIX TOKYMEHTOB KaK COCTaBIISIONIEH Op-
TaHU3aIMOHHON KYJIBTYPBL.

Ha YPOBHE YMEHUII TOTOBUT CITy>KEOHBIE TOKYMEHTHI M OpTaHHU-
3yeT BeIeHHE IETIOMPON3BOICTRA.

Ha YpOBHE HABBIKOB BEIET JACIOINPOHM3BOACTBO M O(OpMIIIET
CITy>)KeOHBIE JOKYMEHTEL.




2. O0bem U MeCcTO TUCHUILIUHBI (MoayJisi) B ctpykType OIl BO

O0beM IMCUMILIMHBI (MOYJIs1)

O0beM AUCTUTUTHHBI (MOJTYIIS)

Oo6mas Tpynoemkocts b1.B.JIB.2.1 «/lenonpou3BoicTBO U OCOOCHHOCTH CITYKEOHBIX J0-
KYMEHTOB B CHUCTEME TOCYIapCTBEHHON M MYHMIMIAIBLHOM CIyXObD» cOCTaBisfeT 3 3auéTHbIE
eanHUIBI. KoMndecTBO akaIeMUYeCKIX YacoB, BBIJCIEHHBIX HA KOHTAKTHYIO pa0oTy C Ipernoja-
BaTeJIeM, COCTABIISIET:

o o4Hoi ¢dopme oOydeHus: 36 gacoB: jekiuu — 10 yacoB, mMpakTUYECKUE 3aHATUA — 26
yacoB. CaMocTosTebHas paboTa coCTaBiIsIeT 72 Jaca.

110 OYHO-3204HON (hopMe oOydeHus JNeKIUN — 4 yaca, NpakTHYECKue 3aHATUs — 14 4acos.
CamocrosTenpHas padbora coctasisier 90 gacos.

no 3a04HOi (opMme oOydeHwms: mpakThdeckue 3aHaTus — 10 ugacoB. CamocrosTenbHas
pabora cocraBiser 94 gaca.

MecTto aucuumianHsl (Moay.s) B crpykrype OII BO

Huctunmuaa b1.B.JIB.2.1 «Jlenonpon3BoacTBO U 0COOEHHOCTH CITYKEOHBIX JOKYMEHTOB
B CHCTEME€ TOCYJAapPCTBEHHONW M MYHHIIUIIATBLHOU CIIY>KOBbD» OTHOCHTCS K YHCITY 00s3aTeIbHBIX
JUCIUIIIMH 10 BeIOOpy bioka 1. «/Iucuummmast (Moxymm)» OIT BO no nanpasnenuto 38.04.04
«l"ocynapcTBEeHHOE U MYHUIIUTIATBLHOE YIIPABICHUEY.

Hucumnnuna peanusyercs nocie uzydenust b1.b.2 «Teopust u MexaHU3Mbl COBPEMEHHOTO
rOCyJapCTBEHHOTO ympasieHus», b1b3 «MH(popManoHHO-aHATTUTUYECKHE TEXHOJIOTUH TOCY-
JAPCTBEHHOTO W MYyHUIMIIAIbHOTO yrpasieHus»;, bl.b.4 «lIpaBoBoe obecmedenue rocymap-
CTBEHHOT0 W MyHHUMIaIbHOTO yrpasieHus»; b1.B.O/I.1 «Cuctema rocyaapcTBEHHOM CITyKObI
Poccuiickoit deneparumn» u ap.

JlocTtuxeHne pe3yabTaToB o0ydeHus: caykuT ocHoBoi s b1.B.JIB.6.1 Texnonoruu B3a-
UMOJICHCTBHUS TOCYTapCTBEHHON CITYKOBI C MHCTUTYTaMH I'pakJIaHCKOTO o01ecTBa (3 cemectp),
b1.B./IB.6.2 YnpaBieHue OOIIECTBEHHBIMU CBSI3IMH Ha TOCYAAPCTBEHHOW M MYHHUIIMIAIBHOM
cyx06e(3 cemectp), b1.B.JIB.7.1 IIpodeccuonanpHoe pa3BUTHE TOCYIAPCTBEHHBIX U MYHHUIIH-
najapHbIX cnyxkamux (3 cemectp) b2.I1.2 Ilpenaunnomuas mpakTuka u Jip.

dopma NpoMeKyTOYHON aTTeCTallii B COOTBETCTBUH C YU€OHBIM IUIAHOM — 3auerT.

3. Conep:kaHue ¥ CTPYKTYPA AMCUUIJIMHBI (MOIYJIs1)

Ounas popma 0dyuenus

O0beM aucUMNJIMHBI (MOYJIs1), Yac ®opma Te-
KonTakTHas pa6ora KyLLero
HanMeHoBanMe TeM o0yvaromuxcst ¢ npenofaBaTeem KOHTPOJISt
Ne M0 BHAAM Y4eOHbIX 3aHATHIA ycneBaemo-
(pa3neJioB) Bcero CP .
CTH¥, mIpo-
J JIP 3 KCP MEXKYTOYHOM
aTTecTalluu
3aounas popma odyuenun
1. | AkTyasibHBIE TPOOJIEMBI JTOKyMEHTa- 10 2 ) 6 O.T
IIMOHHOT0 00ECHEeYCHNUS! YIPABICHUS
2. | HopMmatuBHO-MeTOIUYEeCKOEe obecte- O, T
YeHHe JEeONPOU3BOJICTBA B ToCyaap- 14 2 2 10
CTBEHHOH M MYHHIIMIIAJIILHOH CIIyX0e
3. | CoBpeMeHHas cTaHAapTU3aLUsA TIPO- 14 5 5 10 T,K
iecca JOKyMEHTHPOBaHUs
4. | Kynsrypa nenoBoil NUCbMEHHON pedn T,K
1 1podecCHOHAIN3M TOCyIapCTBEHHO- 14 2 2 10
I'0 ¥ MYHHIIMIIAJIBHOTO CIIY)KallIero
5. | DKCTpanMHTBUCTHYECKHE TPeOOBaHMS, 14 2 2 10 T,K




O0beM aucuMNJIMHBI (MOYJIs1), Yac ®opma Te-
KonTakTHas pa6ora KyLIero
HanMeHoBaNNE TeM ol0yyaromuxes ¢ npenojabaTeiem KOHTPOJISA
Ne 10 BHJIaM Y4YeOHBIX 3aHATHH ycneBaemo-
(pa3neJioB) Bcero CpP .
cTH*, mpo-
J JIP 3 KCP MEKYTOYHOH
aTTecTalluu
MIpeabABIseMbIe K CIy)KeOHOMY ITOKY-
MEHTY
6. | CraHmapTu3anms s3bIKa CIyXeOHOTO 14 4 10 T.K
JTOKYMEHTA
7. | TUNMUYHBIC JTOTUKO-CMBICTIOBBIC H CTH- T,K
JIUCTHYECKHE OIIMOKH, CIOCOOBI HX 12 4 8
YCTpaHEHHUSL.
8. | CocraBieHue U OQOPMICHUE OpraHH- T,K
3alIMOHHO-PACTIOPSIAUTENBHON  JTOKY- 12 4 8
MCHTALUU
ITpomerxyTouHas aTTecTanus 3auer
Bcero 108 10 26 72
Ouno-3aounan popma odyuenusn
O0beM aMCHMIJIMHBI (MOIYJIs), Yac ®opma Te-
KonTakTHas pa6oTa KYIIIero
HauMenoBanme Tem o0yvarommuxcs ¢ npenofaBaTelem KOHTPOJIS
Ne 10 BUJIAM Y4eOHbIX 3aHATHIA ycrneBaeMo-
(pa3neJioB) Bceero CpP «
CTH¥, mpo-
J JIP I3 KCP MeKyTOYHOMH
aTTecTaliu
1. | AkryanpHble TpPOOJEMBI JOKYMEHTa- 12 ) 10 OT
IIMOHHOTO 00ECTICYCHHS YTIPABICHHS
2. | HopmatuBHO-MeTOmUYecKoe obecre- o, T
YeHHe IEeONPOU3BOJICTBA B Tocyaap- 16 2 2 12
CTBEHHOM M MYHHUIHITAJIBHON ciyx)0e
3. | CoBpemeHHasl CTaHmapTH3AMMS TIPO- 12 ) 10 T,K
11ecca JOKYMEHTHPOBAHHS
4. | Kynprypa nenoBoit MICEMEHHOW pedn T,K
1 TIpoECCUOHATTU3M TOCYIapCTBEHHO- 14 2 12
r'0 M1 MYHHIIMIAJIIFHOTO CITy’KaIIero
5. | DKCTpanMHTBUCTHYECKUE TPeOOBAHWSI, T.,K
HpeABSBISIEMbIE K CIY)KEOHOMY JIOKY- 12 2 10
MCHTY
6. | CraHmapTuszanms s3bIKa CIyXeOHOTO 14 ) 12 T.K
JIOKYMEHTA
7. | TUMUYHBIC JTOTUKO-CMBICTIOBBIC H CTH- T,K
JIUCTHYECKHE OIIMOKH, CIOCOOBI HX 14 2 12
yCTpaHeHHUsL.
8. | CocraBieHue U OQOPMICHUE OpraHH- T,K
3aIIMOHHO-PACTIOPSIIUTENBHON  JTOKY- 14 2 12
MEHTaIlu|
[TpomesxyTouHas aTTecTaIus 3auer
Bcero 108 4 14 920
3aounan hopma odyuenusn
O0beM aucUMNJIMHBI (MOYJIs), Yac ®opma Te-
KonTakTHas padora KyLIero
HauMenoBanme Tem o0yvarommuxcs ¢ npenofaBaTeemM KOHTPOJIS
Ne 10 BUJIAM Y4eOHBbIX 3aHATHIA ycneBaeMo-
(pa3neJioB) Bceero CpP «
CTH¥, mpo-
J JIP I3 KCP MEeKyTOYHOMH
aTTecTaluu
3aounas ¢popma odyuenus
1. | AkTyasibHBIE TIPOOJIEMBI JTOKyMEHTa- 12 ) 10 O.T
IIMOHHOTO 00ECTICYCHHS YTIPABICHHS




O0beM aucuMNJIMHBI (MOYJIs1), Yac ®opma Te-
KonTakTHas pa6ora KyLIero
HanMeHoBaNNE TeM olyuarommuxcs ¢ npenojabaTeiem KOHTPOJIst
Ne 10 BI/IaM Y4eOHBIX 3aHATHI ycneBaemo-
(pa3neJioB) Bcero CpP .
CTH¥, Ipo-
J JIP 3 KCP MEKYTOYHOM
aTTecTalluu
2. | HopmaruBHO-MeTOAMYECKOE oOOecIe- O,T
YeHHME [JEJIONPOU3BOJACTBA B IOCYAAp- 10 10
CTBEHHOH M MYHHIIMIIAJIILHOH CIIyX0e
3. | CoBpeMeHHass cTaHAapTH3aLUsA TIPO- 12 5 10 T,K
11ecca JOKyMEHTUPOBAHUS
4. | Kynsrypa nenoBoit NUCbMEHHON pedn T,K
1 1podecCHOHAIN3M TOCyIapCTBEHHO- 12 12
I'0 ¥ MYHHMIIMIIAJIBHOTO CIIY)KalIero
5. | DKCTpaIMHIBUCTHYECKHE TPeOOBaHUS, T,K
TIPEABSBISIEMBIE K CIY)KEOHOMY JTOKY- 12 12
MEHTY
6. | CranmapTu3anus s3bIKa CITY>KEOHOTO 14 ) 12 T,K
JIOKyMEHTa
7. | Tunu4YHBIE JTOTHKO-CMBICIOBBIE H CTH- T,K
JIMCTHYECKUE OIIMOKHM, CIOCOOBI HX 16 2 14
YCTpaHEHHUSL.
8. | CocraBrnenne u odopmileHHE OpTaHH- T,K
3aIIMOHHO-PACTIOPSIIUTENBPHONH  JIOKY- 16 2 14
MEHTalUU
ITpomerxyTouHas aTTecTanus 3auer
Bcero 108 10 94
IIpumeuanue:

* — (hopMBI TeKyILero KOHTpos ycneBaemoctH: onpoc (O), noknax () mo oxHoit u3 tem, pedepart (P) mo
OJIHOM M3 TEM
** _ (hopMBI TPOMEKYTOUHOM aTTECTAIUN: 3a4ET

Conep:xaHue THCUMILIUHBI (MO1YJIs1)

Conep:xaHue TUCUMILIUHBI (MO1YJIs1)

Tema 1. AKTyaJIbHbIE TPOOJIEMbI JOKYMEHTAIIMOHHOT0 00ecneYyeHUus1 yIpaBjieHus

[Ipenmer u HazHaueHUE Kypca. AKTyallbHbIE MPOOJIEMbI COBPEMEHHOTO JENONPOU3BOCTBA.
OcHOBHbBIE HampaBJIEHUS COBEPIICHCTBOBAHUS AEIONMPOU3BOACTBA. DIEKTPOHHOE JIEIOMPOU3-
BOJICTBO U BJIEKTPOHHBIN JIOKYyMEHTO00O0POT: MpobiieMbl (hOPMUPOBAHMS MOHITUHHOTO ammapa-
Ta, MEPCIEKTUBBI PA3BUTHSI.
KiroueBble OHATHS JOKYMEHTAIIMOHHOTO obecnieueHus ynpasineHus. Hocurens uHpopmarum.
Knaccudukanus Hocuteneir uadopmaryu mo crnocoly dukcaruu napopmanun. CpeacTra J0-
KyMeHTupoBaHHs. CrocoObl JOKyMEHTHpOBaHUs. JIOKyMEHT Kak MHCTPYMEHT OpraHH3allMoH-
HBIX METOJOB ymnpaBiieHus. DYHKIUU yNpaBICHUYECKHX ITOKYMEHTOB. Bubl ympaBieHUeCKHX
nokyMeHToB. Kiaccugukamus yrnpaBieHUYeCKUX JOKyMeHToB. CucremMa JOKyMEHTAlUH. YHU-
(buIMpOBaHHBIE CUCTEMBI JOKYMEHTAIIUH.

Tema 2 HopMaTHBHO-MeTOIMYecKoe o0ecrnieyeHue 1eJJ0NPOU3BOACTBA B rocyaap-

CTBEHHOW U MYHUIIUTIAJIbLHOH CJyxkOe.

CocraB, XapakTepHCTUKa M aHAIU3 HOPMATUBHO-METOJMUECKON 0a3bl JeI0NpPON3BOICTBA.
Knaccudukanusa u comepkaHue MpaBOBBIX aKTOB, PErYIHPYIOMIMX BOIMPOCH JOKYMEHTHPOBa-
HUSI, OpraHu3aluu paboThl ¢ JoKyMeHTaMu. HopMaTHBHOE peryiupoBaHuE BOIIPOCOB CTaHJAp-
TU3alUU ¥ YHU(PUKAIUU JOKyMEeHTOB. HopMaTuBHOE perynnpoBaHue BOPOCOB aBTOMATHU3AIMH
TPaJUIMOHHOTO M AJIEKTPOHHOTO JAEJONPOU3BOICTBA.

Tema 3.CoBpeMeHHasi CTAHAAPTH3AUSA NPoLecca JOKYMEHTHPOBAHUS
Posnb cTanpapTuzanuu 1 yHU(pUKaLUKA B COBPEMEHHOM JIEIOMPOU3BOICTBEHHOM IpOLIecCe.
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HopmatuBHO-TIpaBoBasi OCHOBa CTaHAAPTU3ALMU B Jei0npon3BojacTBe. OO6iacTh MpUMEHEHHS
CTaH/AapTa B JEJONPOU3BOJICTBE

OOme TpeOoBaHMS K COCTABICHUIO U OQOPMIICHHIO CIy)eOHOro ToKyMmeHTa. braHku
JOKYMEHTOB, UX BUJbI, PEKBU3UTHI. TpeOOBaHUS K COCTABICHHIO HJIEKTPOHHBIX JOKYMEHTOB.

Tema 4.KyabTypa 1€/10BOii NUCbMEHHOH pevyd U NPOo(ecCHOHATU3M IroCyIapCTBEHHO-
0 ¥ MyHHIIUNIIAJIBHOTO CJIY’KALero

Kynbrypa peun kak yacTh oOIIei KylIbTYpbl TOCYJapPCTBEHHOIO U MYHULIUIAIBHOTO CITy-
KAaIlero ¥ KOMIIOHEHT ero Mpo(ecCHOHAIBHON KOMIETEeHTHOCTH. OCHOBHBIE aCTIEKThI KYJIbTYPHI
peuu: HOpMAaTUBHbBIM, KOMMYHUKATUBHBIN, 3THUYECKU. HOPMBI COBPEMEHHOTO PyCCKOTO JTUTEpa-
TYpHOTO fA3blKa. PYHKIMOHANbHBIE CTWIM peud. OnpeneneHue MOHATUS «CTHIb peun». Bumisl
CTHJIEH: SI3bIK XYI0KECTBEHHOM JMTEpaTyphl — MPO3bl, MO33UM, ApaMaTypruu; yctHas ¢opma
peun — pa3roBopHas pedb; (YHKIHMOHATIBHBIE CTHJIM KHWKHO-TTMCBMEHHOTO s3bIKa (IyOIMIu-
CTUYECKUM, HAY4YHBIH U oduimanbHo-aen0BoH). DyHKIuu, chepa ynorpeOaeHuss U sS3bIKOBBIC
0c00eHHOCTH (DYHKIMOHAJIBHBIX CTWIe pedn. OPUIMaIbHO-IEI0BOM CTUIb PEYH U €ro B3au-
MOCBSI3b C IPYTUMU CTUIISIMU PEYH.

Tema 5.9kcTpanuHrBUcTHYECKHE TPeOOBAHMSA, IPebSABIsIEMbIE K CIyKeOHOMY /10-
KYMEHTY

TouHOCTH M MOHATHOCTH, KOJJIETHAJIBHOCTh, TOYHASI aJPECHOCTb, TEMATUYECKAsi OIpaHU-
YEHHOCTh, MOBTOPSIEMOCTb CHUTYyallMii, CBOEBPEMEHHOCTh M aKTyaJbHOCTb, JIOCTOBEPHOCTH U
00BEKTUBHOCTD, YOCIUTEIHHOCTD, JIOTHYHOCTh, APTyMEHTUPOBAHHOCTH (pe3yIbTaTUBHOCTD JI0-
KyMEHTa), MMOJIHOTa M3JI0’KEHUSI U 0OOCHOBAHHOCThH MPHUHSTUS PEUICHUs, C)KaTOCTh U JIAKOHUY-
HOCTb, KPATKOCTb, HEUTPAIbHOCTD U3JI0KEHUSI.

Tema 6.CrannapTusanus s3bIKa CI1y:Ke0HOr0 JOKYMEHTA

S3bIKOBOI cTaHAApT, CTaHAApTU3AllMs HAa yYpOBHE CJIOBa, CTAaHAAPTH3aLlUs CIOBOCOYETA-
HU, cTaHAapTU3aLUs IPEUIOKEHUH, CTaHAapTU3aLUs TEKCTOB, CTAaHIAPTU3AIUS JeTOBOM peyH.
Bce ypoBHU s13b1Ka: JIEKCHKA, MOP(OJIOTHSI, CHHTAKCUC. Y CTOMUMBBIA PEYEBOM CTEPEOTHII.

TpyIHOCTH JIEKCUYECKOTO W FpaMMaTH4YecKoro xapakrepa. Jlekcudeckue u rpauueckue
cokpamieHus. Jlekcuueckue ommoOku. Mopdomorundeckue omuOku. CHHTAKCHYECKUE OIUOKH.
OO0ure nmpaBuiia COKPAIICHUH B sI3bIKE IOKyMEHTa. BUbl coKpamieHuii B ciryeOHBIX JOKYMEH-
tax. OCOOEHHOCTH TTPABOMKUCAHUS TPaPUIECKUX COKpAIICHUH.

Tema 7. TunUYHBIE JOTHKO-CMBICJIOBbIE U CTHIMCTHYECKHE OLIUOKH, CIIOCOOBI HX
ycTpaHeHHus.

JIOoruKo-CMBICIIOBBIE OMIMOKK MPU NEPBUYHOM BOCHPUATHH TekcTa. OmmbOoyHast CMBICIO-
Bas CBsI3b cJ0B. [Ipomyck mornyeckoro 38eHa B CTPYKTYpe Mpeuiokenus. Mcnonb3oBanue Juii-
HUX cloB. CBSI3HOCTh TekcTa U Joruka. Ctunuctudeckue ommOku. CTpykTypa U 00bEM Mpe-
JIO’KEHUS, TOPSAZIOK CJIOB B MpeyIokeHnH. PyOpuiinpoBanyue Kak OCHOBA JIOTUYECKU FPaMOTHOTO
NOCTPOCHMA TeKCTa. AG3all Kak MmpocTeiias pyoprka TeKcTa.
Tema 8. CocTraBiienue u opopmiieHHe OPraHN3alNOHHO-PACTIOPSAUTEIbHON JOKYMEHTA-
107071

AHanu3 cocTaBa U COAEepKaHUsI OCHOBHBIX OpPraHU3allMOHHO-PACIIOPAIUTENbHBIX U CIIpa-

BOYHO-UH(OPMAIIMOHHBIX JTOKYMEHTOB OPTraHU3aIMH: MOJOXEHUS 00 OpraHu3alud, ITaTHOTO
pacnucaHus, MpaBuUj BHYTPEHHEr0 TPYIOBOro pacnopsiaka, [Ipasun nenonpounsBojcTsa B dese-
PaNBbHBIX OpPraHax UCIIOJHUTEILHOMN BIACTH, MPUKA30B 10 OCHOBHOM JESATEILHOCTH, CITY:KEOHBIX
MUCEM.
CoctaB U copep)kaHue KaJIpoBOW MOKyMeHTauuu. TunuyHble ommMOKH B paboTe ¢ KaJIpOBBIMU
nokyMmeHTamu. Opranusaius paboThl ¢ JOKyMEHTaMU

4. MaTtepuaJjibl TeKylIero KOHTPOJIA yCIIeBaeMOCTH 00yYarommxcst M (PoH OLeHOYHbIX
CPeACTB MPOMEKYTOUHOM ATTECTALMHU MO TUCHHILINHE



4.1. ®opMBI U METOABI TEKYIIEr0 KOHTPOJS YCIIEBAEMOCTH OOYYAIOMIMXCS U MPOMEKYTOUHOM
arTecTaluu.

4.1.1. B xone peanmuzanuu aucuuiuinasl b1.B.JIB.2.1 «Jlenonpon3BoacTBO U OCOOCHHOCTH CITy-
KEOHBIX JOKYMEHTOB B CHCTEME rOCYJapCTBEHHON U MYHUIIMIIAIBHON CITY>KOBI» UCIOIB3YIOTCS
CJIETYIOIIINE METO/IbI TEKYIIETO KOHTPOJS YCIIEBAEMOCTH 00 YyJarOIIMXCS:

Tema (paznen) ®opMbI (METOIBI) Te-
KYLIETO KOHTPOJIA
YCIIEBAEMOCTH
Tema 1. AKTyaJbHbIe TPOOIIEMBI TOKYMEHTAIIMOHHOTO 00ECTIeYeHHS YIIPABICHHS Omnpoc, Tect
Tema 2. HopmaTrBHO-MeTOIMYECKOE 0OECIICUCHHE ICIONPOU3BOICTBA B TOCYaap- Omnpoc, Tecr,
CTBEHHOH M MYHHIIMIIAJIILHOH ciIy»x0e
Tema 3. CoBpeMeHHas cTaHJapTU3alus IPoLecca JOKYMEHTUPOBAHUS Tecr, kelic
Tema 4. KyneTypa nemoBoifi mmcbMeHHON pedd W MPo(EecCHOHATU3M Tocyaap- TecrT, keiic
CTBEHHOI'0 ¥ MYHUIIMIAJIBHOIO CIYKALIETo
Tema 5 OKCTpaJIMHIBUCTHYECKHE TPEOOBaHMSA, TPEABSABIIEMBIE K CITy>)KEOHOMY Tecr, keiic
JIOKYMEHTY
Tema 6. CranmapTu3anus si3blKa CIIy)KEOHOTO TOKYMEHTA Tecr, ke¥ic
Tema 7. Tunw4aaple JTOTHKO-CMBICIIOBBIE M CTHIMCTHYECKHE OMIMOKH, CIIOCOOBI MX TecrT, keiic
YCTPaHEHHUSI.
Tema 8 CocraBienre 1 oQopmIIeHHE OPTraHU3AIMOHHO-PACTIOPSATUTEILHON JTOKY- Tecr, Kewic
MEHTaluu

4.1.2. 3aueT TPOBOAMTCS C MPUMEHEHUEM CIICAYIOIINX METOJOB (CPENCTB): B YCTHOM (opMe 1Mo
BOIPOCAM M MPAKTUYECKUM 3aJaHUAM (KeiicaMm).

4.2. MarepunaJbl TeKylIero KOHTPOJIs yCIIeBaeMOCTH 00y4ar0IIuXCs.

[IperoaBaTens OLEHUBAET YPOBEHb MOJTOTOBICHHOCTH OOYYAIOIIUXCA K 3aHATHIO IO
CJIETYIOIINUM MTOKa3aTeNsIM:

- YCTHBIE OTBETHI Ha BOIIPOCHI IIPENOAaBaTes 10 TEME 3aHATHS,

- BBICTYIUIEHHE C JOKJIaJjaMH,

- yyacTue B 00CYXKJIEHUH JOKIIAI0B.

Kpurepuu oniennBanust 1okmnaja:

- CTEIIEHb YCBOCHHUS IIOHATUM U KaTETOPUH 110 TEME;

- yMeHHe paboTaTh C TOKyMEHTAJIbHBIMU U JINTEPATYPHBIMU HCTOYHUKAMU;

- TPAaMOTHOCTb U3JI0’KEHUSI MaTepuaa;

- CaMOCTOSITEIILHOCTh pa0OThI, HATUYKHE COOCTBEHHONH 000CHOBAHHOM MO3UITUH.

OreHka 3HAHWM, yMEHH, HaBBIKOB MPOBOAUTCS HAa OCHOBE OaNIbHO-PEUTHHIOBOM CH-
ctembl 70% u3 100% (70 6amnoB u3 100) - BkiIag 1mo pe3yapTaTaM MOCEIAeMOCTH 3aHATHH, aK-
TUBHOCTH Ha 3aHATHSX, BBICTYIJICHUS C JIOKJIaJaMH, YYaCTHs B 00CYKICHHSIX JOKIAJA0B IPYTrUX
oOyJaromuxcsi, OTBETOB Ha BOIPOCHI MPENOIaBaTeNsl B X0/I€ 3aHATHS, [10 pe3ysibTaTaM Haruca-
Hus pedepara.

TunoBbie OLICHOYHBIE CPEACTBA
Tema 1. AKTyaJIbHbIe IPOOJIEMBI JOKYMEHTALIMOHHOI0 00ecneyeHHus1 ypaBJIeHus!
Bonpocs! 111 06cyxaeHus:
1. TIpoGiembl HOpMATUBHOTO OOECTICUCHHUS IETTOTIPOMU3BOJICTBA.

2. TIpobGiembl HECOTTTAaCOBAHHOCTH HOPMATUBHBIX JIOKYMEHTOB B COBPEMEHHOM JIEJO-
IIPOU3BOJCTBE.




3. IIpobnemsl popMHUPOBaHUS TOHATHIHOTO armapaTa JeJI0NpPOU3BO/ICTBA.
4. TIpobGmemMbl mepexoaa K JJIEKTPOHHOMY JIeTIOTIPOU3BOJICTBY.
5. SI3bIKOBBIE IPOOIEMBI IEIOTPOU3BO/ICTBA.

Tema 2 HopmaTuBHO-MeTOAUMYeCKOe o0ecredyeHHe 1eJIONPOU3BOICTBA B rocyaap-
CTBEHHOUM U MYHUIIMTIAJIbHOM CJIyKOe.

Bormpocs! 1i1st 00Cy)aeHus

1. HopmaTHBHOE peryimpoBaHUE BOIPOCOB 0hOPMIICHHS JOKYMEHTOB.

2. HopmaTtHBHOE peryimpoBaHHs BOIPOCOB SI3bIKOBOTO 0(OPMIICHHS JIOKYMEHTOB.
3. TpebGoBaHus K OaHKaM JOKYMEHTOB.

Tema 3. CoBpeMeHHasi cTaHAapTU3anus TPeOOBaHMI B cHCTeMe 1eJIONPOU3BOICTBA

Bonpocs! 111 06cyxaeHus:

1. Ponb cranmapTU3aluy B COBPEMEHHOM JIETIONPOU3BOICTBEHHOM MPOLIECCE.

2. O06sacTh IPUMEHEHUS CTaH1apTa B JIEJIONPOU3BOJICTBE

3. OGmue TpeGoBaHUS K COCTABICHUIO M O(DOPMIICHHUIO CITYKEOHOTO JOKYMEHTA

3aaHus 111 CaMOCTOSITEIbHOM padOThl 00 YJArOIIMXCS
[IpoBectu cpaBHuTenbHbIM ananu3 coaepxkanus [OCT P 6.30-2003 u Be1OMCTBEHHOM
MHCTPYKIUU 1O JEJIONPOU3BOCTBY MJIM HHOTO JIOKAJTHbHOIO HOPMAaTUBHOTO aKTa.

Tema 4. KyabTypa 1€/10BOil NMCbMEHHOM peYH U NPo(ecCHOHATIN3M IroCy1apCTBeH-
HOI'0 U MyYHHIMIIAJIBHOTO CJIYKAIIEro

Bonpocs! 115t 06cyxaeHus:
1. OcHOBHBIE aCIEKThI KYJIbTYPHI I€JIOBOM peUn
2. Hcropuueckue 3Tanbl pa3BUTHS PyCCKOW JIEI0BOM MMCbMEHHOCTH
3. HuTepHanmoHalIbHOE B CIY)KEOHOM JIOKYMEHTE.
4. HanumoHanbHOE B CIY’)K€OHOM JIOKYMEHTE.

Tema 5. DkcTpajMHrBHCTHYEeCKHe TpeOOBaHMsA, NpeabsiBJsieMble K CIy:KeOHOMY
JOKYMEHTY. SI3bIK0OBbI€ 0CO0EHHOCTH 0()OPMJICHUS PEKBU3UTOB.

Bormpocs 1y1st o6cyxieHust:

1) TOYHOCTH M MOHATHOCTH KaK OJHO3HAYHOCTH MOHUMAHUS COJCPKAHUS, U3JIOKEHHOTO
B JJOKYMEHTE;

2) KOJJIETHAIBHOCTh KaK OINpENeNsIonInii (pakTop CTHIIEBBIX OCOOEHHOCTEH TekcTa J0-
KYMEHTa;

3) TouyHas aApPECHOCTh JOKYMEHTa Kak o0Ias OCOOEHHOCTh OQHUIMAILHO-IEIOBOTO
CTHJIS peuH, OTINYAIOIIAs €ro OT APYTUX CTUJIEH;

4) TtemaTHuecKas OrpaHUYEHHOCTh, TOBTOPSEMOCTh CUTYallUH;

5) CBOEBPEMEHHOCTh M aKTyaJbHOCTh KaK MOKa3aTeNb dP(HEKTUBHOCTH yIPaBIECHYECKON
NeSITeIbHOCTH B CUCTEME T'OCY1apCTBEHHON BIIACTH;

6) JOCTOBEPHOCTh M OOBEKTHBHOCTH Kak TpeOOoBaHME, oTpakaroimiee (HaKTHIECKOE CO-
CTOSIHUE JIEIT;

7) y0enuTenbHOCTh, IOTUYHOCTh, ApTYMEHTHPOBAHHOCTD IOKYMEHTA;

8) MOJHOTA U3MIOKEHHSI U 00OCHOBAHHOCTh NPUHATHS PELICHUS;

9) cKaToCTh U JTAKOHUYHOCTb, KPATKOCTh TOKYMEHTA;

10) HEUTPaAIbHOCTD U3JIOKEHUS TEKCTA IOKYMEHTA.
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Tema 6. CTannapTusanus si3bIKa CJIyKeOHOI0 J0KyMeHTa

Bomnpocs! 115t 06cyxaeHus:

1)
2)
3)
4)
5)

A3BIKOBOM CTaHJIAPT JOKYMEHTA;

CTaHJapTHU3alMs Ha YPOBHE CIIOBA;

CTaHJapTU3aLUs CIIOBOCOYETAHUN;

CTaHJapTU3aLUs IPEIOKEHUH;

CTaHJapTU3aUs TEKCTOB; CTaHAApTU3ALIMA JEJIOBOM peur 1 BCE YPOBHHU fA3bIKA

3aaHus 111 CaMOCTOSITEIbHOM padOThl 00 YJArOIIXCS
HOI[FOTOBI/ITB HpI/IMepr TCKCTa I[OKYMCHTOB, OTBCYHAKOIIICTO Tp660BaHI/I$IM ,Z[OKYMGHTa,
MPEIBABISEMBIM K SI3BIKY CIIY)KEOHOTO JIOKYMEHTA.

Tema 7. Tunu4HbIe JOTHKO-CMBICJIOBbIE€ U CTUJIMCTHYECKHE OIIUOKH B CJIY:KeOHBIX
JOKYMEHTAaX, COCO0bI UX YCTPaHEeHMUS.

Bonpocs! 1151 06cyxaeHus:

1)
2)

JIOTUKO-CMBICJIOBBIE OIITHOKU IIpH IEPBUYHOM BOCIIPHUATUHN TEKCTA,
OIIMOOYHAS CMBICIIOBAsl CBS3b CJIOB: MopsAA0K CJIOB B NPCIJIOKCHUU, BBaHMOﬂeﬁ-

CTBUEC CJIOB, CITOCOOBI HCITPABJICHUA CMBICJIOBBIX OI_HI/I6OK;

3)
4)
S)
6)
7)

IIPOIYCK JIOTHYECKOT'O 3BEHA B CTPYKTYpE IPEI0KEHHUS;

UCIIOJIb30BaHNUE JINIITHUX CJIOB;

CBA3HOCTb TEKCTA U JIOTHKA;

CTHJINCTUYECKHE OITHOKH;

pyOpuIMpoBaHUe KaKk OCHOBA JIOTHUECKU TPAMOTHOTO ITOCTPOEHUS TEKCTA.

Tema 8. CocraBieHue n opopMiIeHHEe OPraHM3ALMOHHO-PACIIOPSIANTENbHOM, cripa-
BOYHO-MH(POPMALMOHHOM M KaJAPOBOil TOKYMEHTALUM

Bormpocs! 1y1st o6cyxieHust:

BIIACTH,

[ono>xxenune 00 opraHu3aIyH,

IITaTHOE PACIHCaHue,

[IpaBuna BHyTpEHHETO TPYAOBOTO PACIOpsAKa,

[IpaBuna nenonpon3BoAcTBa B (heAepaTbHBIX OpraHax UCTIOJHUTEIFHON BIIACTH,
WHCcTpyKMsa MO JENONpPOU3BOJACTBY B TOCYAAPCTBEHHOM OpraHe HCIOJIHHUTEIbHOM

NPUKa3bl 10 OCHOBHOM JESITEIBHOCTH,
CITy)KeOHBIC MMIChMA;
OCHOBHBIE TpeOOBaHUs K O(POPMIICHHIO KaPOBBIX JOKYMEHTOB,;

TUNUYHbIE OWMOKM B COCTAB/IEHUWN KaApPOBOM AOKYMEHTaLUUN.

IIpumepHbIe TecTOBbIE 32 JaHUSA

1. lesionpou3BoaCTBO — 3TO:

TO K€, YTO U JOKYMEHTOOOOPOT

TO K€, YTO U JOKYMCHTAIIUOHHOC O6€CHC‘-ICHI/IG YHOpaBJICHUA
TO €, YTO U CYJJONTPOU3BOICTBO

JeSITeILHOCTD 10 (POPMUPOBAHHIO TOKYMEHTOB B /i€

2. IokyMeHT0000pOT — 3TO:

a)
b)

¢)

BO3BpPAaTHOC IBMKCHHUEC JOKYMCHTA B IIPOLECCCEC €TI0 ABUKCHUSA B OpraHu3aliun
TO K€, YTO U JOKYMCHTOIIOTOK
ABVKCHUEC JOKYMCEHTA B OpraHu3anid ¢ MOMCHTA €T0 IMOAIMUCaHUA 10 OTIIPaBJICHUSA
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d) ABWIKCHUC JOKYMCHTOB B OpraHu3alvi ¢ MOMCHTA UX CO3JJaHUA WJIW MOJIYYCHHSA IO
3aBCPIUICHU NUCITOJITHEHUA UM OTIIPABJICHUSA

3. JIokyMeHT — 3TO:

a) wuH(pOpMaIMs, 3aKpeIIeHHas B TPOCTPAHCTBE M BPEMEHHU Ha JIUCTe Oymaru

b) cBeneHus 0 COOBITHAX, MPOIECCaX, ABJICHUAX, HE3aBUCUMO OT CIIOC00a UX MPEICTaB-
JCHUS

¢) wuHpopmanus, 3apuKCHpoBaHHAsS Ha OyMa)kKHOM HOCHUTEJIE

d) 3aduxcupoBaHHas Ha MaTepHAILHOM HOCHUTENE HH(POPMAIHS C PEKBU3UTAMH, TI03BO-
JSIOUIMMU €€ UACHTUPHUIINPOBATh

4. Opranuszauusi padoTbl ¢ JOKYMEHTAMM BKJII0YaeT:
a) JIOKyMEHTHpPOBaHHE

b) opraHuzaIuo T0KyMEHTOO0OpOTa

¢) cbop unpopmanu

d) opranuzamuio paboyero mecra

CocraBiieHue, peIakTHPOBaHHE JOKYMEHTA

3aaHue: CaMOCTOSITENIBHO COCTABUTh PACIOPSAUTENbHbIN, OPraHN3allMOHHBIA WU CIIpa-
BOYHO-MH(OPMAIIMOHHBIN BUJI JOKYMEHTA (110 TeKYIeH TeMe), OTPEAaKTUPOBATh Mpe/iaracMblit
JIOKYMEHT.

Bonpocs! 1J1s1 caMOCTOATEIbHOI MOATOTOBKH K NPAKTHYECKUM 3aHATHUAM

1. OmnpenenuTte MOHATHS AEIONPOU3BOJICTBO, DJIEKTPOHHOE JAEIONPOU3BOICTBO, JOKY-
MEHTHPOBaHUE, JOKYMEHT, PEKBU3UT, IOpHIMYECKasl CUja JOKYMEHTa, OpraHu3anus paboTsl ¢
JIOKYMEHTaMH, JOKYMEHTOOOO0POT, SJIEKTPOHHBINA IOKYMEHTOOOOPOT, 00BEM JOKYMEHTO000pOTa

2. HazoBute ycnoBus, oOecreyMBAIOIINE OPUIMYECKYIO CHITY O(UIIMAIBHOTO JOKY-
MEHTa

3. Ha3zoBwure Buabl YHU(PHUIMPOBAHHBIX CUCTEM JOKYMEHTAIIUH

4. HazoBute coctaB yHUGUIIMPOBAHHONW CUCTEMBI OpTraHU3aIMOHHO-PACTIOPSIUTEIBLHON
JOKYMEHTaLUU

5. KakumMu HOpMaTHUBHBIMU JOKYMEHTAMHU YCTaHaBJIMBAETCs MOPAIOK odopmiieHus op-
TaHU3alMOHHO-PACTIOPAIUTEIbHBIX JOKYMEHTOB? Kak oHM cOOTHOCSATCS Mex 1y co00ii?

6. Kaxkoe konmnuecTBO pekBU3UTOB ycTaHOBIeHO ['OCTom?

7. KakuMm mpaBOBBIM aKTOM YCTAQHOBJIEH NOPSAJOK HMCIOIB30BaHMUS M300pakeHus 1 ocy-
napcTBeHHOTO Tepba Poccuiickoii deneparyu Ha O1aHKaxX 0UIIUATBEHBIX TOKYMEHTOB?

8. Kakue opranuszanuu 1 JODKHOCTHBIE JIMIA UMEIOT IPaBO MCIOJIH30BaTh HA OJaHKax
JIOKYMEHTOB MHOTOIIBETHOE U300pakeHue [ ocynapctBenHoro repba Poccuiickoit @enepammn?

9. Ha Onankax KakMxX OpraHH3aIMil HMCHOJB3YETCs OJHOIBETHOE H300paxeHue I'ocy-
JnapcTBeHHOTO Tepba Poccuiickoit denepammm?

10. Kakre opraHmsanuy MOTYT HCHOJIB30BaTh Ha CBOMX OJaHKax M300pakeHUE IIEH-
TpanbHOM PUTypsl 03 repanpaudeckoro mmra ['ocynapctBennoro repba Poccutickoit denepa-
uu?

11. HazoBuTe cOCTaB pEKBU3UTA «CIIPABOYHBIE JAHHBIC 00 OPTaHU3AIIUNY.

12. KakuM HOpMaTHUBHBIM aKTOM YCTAHABJIMBAETCS MOPSA0K OpOpMIIEHHs JaThl B o0pu-
[UAIBHBIX JTOKYMEHTaX?

13. Kak opopmiisieTcs 1aTa cl10BeCHO-IIU(PPOBBIM cr1ocobom?

14. B xakoMm mazaexke opopmiseTcs JOHKHOCTh JIMIA, KOTOPOMY HaIlpaBiseTCs JIOKY-
MEHT?

15. Kakoe ko1M4ecTBO apecaToB MOYKHO PACIOJIOKUTh Ha JIUCTE TOKYMEHTa?

16. KakyM npaBOBBIM aKTOM YCT@HABJIMBAETCS MOPSIIOK OGOPMIICHHS ajipecaTa B PeKBH-
3uTax o(UIHATBHOTO JOKYMEHTa?
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17. B kakoM MOpsAJKE pacroyiararoTcs >JIEMEHTHI aJpeca B PEKBU3UTAX O(PHIINMATBHOTO
JIOKyMeHTa?

18. Kak opopmisiercs rpu¢ yTBepKIaeHNs JOKYMEHTa?

19. Kak odopmasiercs rpud corimacoBaHusi JOKyMeHTa?

20. Kak pacmudpossiBaercst abbpesuarypa OKY /1?

21. Kak cnegyeT opOpMHUTH PEKBU3UT IIOIMUCHY, €CIIH Ha JTOKYMEHTE 3arOTOBJIEHA MOJI-
[UCh PYKOBOJUTEIS TOAPA3IEIECHHUS, @ TIOJIUCHIBAET JOKYMEHT €r0 3aMECTUTEND?

22. C KaKuM PEeKBU3UTOM JIOJDKEH OBITh COTJIACOBAH 3aroJIOBOK K TEKCTY?

23. Kakue seMeHTHI BKIIIOUaeT B ce0s pekBU3UT «OTMeTKa 00 HCIIOTHUTETE)?

24. MOXHO JT1 B HAUMEHOBaHHUH (heJIlepaibHOTO OpraHa BJIACTH MCIOJIb30BaTh aOOpeBHa-
Typy PD?

25. Kak oopMHTH 3ar0JIOBOK K TEKCTY, €CJIH OH COCTOMUT U3 HECKOIBKUX CTPOK?

26. Kakoll TOKyMEHT HE UMEET B CBOEH CTPYKTypEe Ha3BaHMsI BUJia JOKYMEHTa?

27. Kakas nenoBasi Oymara HAaUMHAETCS] C MECTOUMEHHS 1-ro mura?

28. B xkakoM peKkBH3HTE JOKYMEHTAa CHaJyajia yKa3bIBaeTcs (paMIIIus, 3aTeM HHULUAIIBI?

29. HazoBuTe anpecata, HAMMEHOBAHHUE KOTOPOTO OCYIIECTBIISIETCS B UMEHUTEIIBHOM I1a-
JEXKE.

30. HazoBute ciydyan KosieO0aHW B HATMCAHWU CTPOYHON W MPOMHCHOW OYKBBI B JIOKY-
MEHTE.

31. Kakue dhaMunuu J0IMyCTUMO HE CKIIOHATH B JCIOBON peun?

32. Kakue 3akimtounTenbHble (hOpMYIIbl BEXKIMBOCTH UCIIONB3YIOTCS B AEIOBOM MHCHME?

33. IlpuBeauTe MpUMeEphl CTUITUCTUYECKHA HEOMPABIAHHON JICKCUKH (YIIOTpeOIeHne KaH-
LeJsIpUTa) B pa3rOBOPHOM peyH.

34. KakoBO OTHOIIICHHE JIETTOBOM peUH K yIOTpeOIeHUIO TPO(hEeCCHOHATTbHON JIEKCUKH?

35. KakoBo OTHOIIIEHUE JIEIIOBOM pedr K yIOTPEOICHUIO HHOCTPAHHBIX CJIOB?

36. KakoBO OTHOIIIEHHE IETTOBOM pEeUYH K YIIOTPEOJICHUIO CHHOHUMOB?

37. Kakue BUbI COKpAIIEHUN UCTIONB3YIOTCS B SI3bIKE JOKYyMEHTA?

38. Ilouemy B pa3BEPHYTOM NPEITIOKEHHH TEKCTa JOKYMEHTA CIIeIyeT U30eratb MeCTO-
UMEHUM?

39. Kakue nNMHrBUCTHYECKHE MPUMEPHI JAOKA3BIBAIOT HEOOXOAMMOCTh CYyOOpIMHAINH B
JIEJI0BOM TMepenucke?

40. Kakue BUbl YCTOMYMBBIX CIOBOCOYETAHUI UCTIOJIB3YIOTCS B A3BIKE IOKyMEHTA?

41. KakoB IOpsAI0K CJIOB B JOKYMEHTHBIX TEKCTax?

42. Kakosa crienuduka ynoTpeoJIeHus JeenpudacTHOTO 000poTa B TEKCTE TOKyMeHTa?

43. Yrto Takoe “pacuieryi€HHbIe” CKa3yeMble U UX MECTO B JIEJIOBOM TEKCTE?

44. ITouemy B TEKCTE JOKYMEHTa CIIEyeT H30erarh mieoHasma?

45. Kak o603HayaeTcst B IOKyMEHTE JTOJDKHOCTb, Ipodeccust WK 3BaHUE, OTHOCSIIUECS K
JKEeHIuHe?

46. I'ne HaxoAUTCS JIOTHYECKHU yIapHOE CJIOBO B MPEIJI0KEHUH MUCbMEHHOI'O TEKCTa?

47. Ha30BUTE OCHOBHBIE THUIIBI CMBICIIOBBIX M IPaMMaTHYECKUX OLIMOOK, BCTPEUAIOUINX-
Csl B JICJIOBBIX TEKCTaX.

48. KakoBa MeTOJIMKA PEJAKTUPOBAHUS TEKCTA IOKyMeHTa?

49. B uem 3aKiI04arOTCAd OCHOBHBIE TPYJHOCTH IPABONMCAHMUS, KacarolIUecs JEJI0BOMN
peun?

50. IIpuBeauTe NpUMepbl HApPYIIEHUSI PEUEBOTO TUKETA B JEJIOBOM MUCbMEHHOU PEYUH.

4.3. OneHO4YHbIE CPeICTBA JAJIS POMEKYTOYHOM aTTeCTALMH.
4.3.1. IlepeyeHb KOMIIETEHUHMH € yKa3aHHeM 3JTanoB MX (OpPMHPOBAHHMS B Ipolecce

OCBOeHHUsI oOpa3oBarejibHOW mnporpammbl. Iloka3areaqum HM KpUTepHUH OLEHUBAHUS
KOMIIETEHIIUIi ¢ yuyeToM 3Tana ux GopMupoBaHus
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Kon HanmenoBanue Kon HanmenoBanue stana ocBoe-
KOMIETEHIIMH | KOMIIETEHIIUN JTana OCBOEGHUS | HUS KOMIIETEHIINH
KOMIIETEHIINH
[1K-3 ciocobHocThi0 MaHu- | [1K-3.2 3HaHME OCHOB  rocyzaap-
poBaTb M OPraHU30BHI- CTBEHHOW aHTUKOPPYNILIHOH-
BaTh paboTy opramHa HOW TOJNUTUKH, TpodiIeM
yOTMIHOH BJTaCTH, KaJIpOBOM 0€30MacHOCTH,

paszpabaThIBaTh OpPTraHH-
3alMOHHYI0 CTPYKTYPY,
a/JIeKBaTHYIO CTpaTEeTUu,
HemsiM M 3ajadam,
BHYTPEHHUM M BHEII-
HUM  YCJIOBUSIM  Jiesi-
TEeITLHOCTH OpraHa Iyo-
JINYHOM BJACTH, OCY-
HIECTBIISATh ~ pacrpeie-
neHue QyHKUUH, MOJI-
HOMOYMM M  OTBET-
CTBEHHOCTH MEXKIy HC-

IIOJIHUTCIIIMHU

OpPraHU3AlMOHHON KYJIBTYpPbI
KaK CTPaTernyeckoro pecyp-
ca opraHa ITyONUYHOW Bia-
CTH, JIOKYMEHTOOOOpOoTa ¢
LENBI0 JOCTIDKEHHS A dek-
TUBHOCTU  YIpaBIEHUS U
YCTpPAaHEHUSs yIPaBIEHUYECKUX
IIATOJIOTUH.

Dtanm OCBOEHHSI KOM-
[ETEHIINU

ITokazarennb
OLICHUBAaHUA

Kpurepuii onieHuBaHUs

I1K-3.2

3HaHUE OCHOB TOCY-
JTapCTBEHHOM aHTHU-
KOPPYHLUMOHHOW  TO-
JUTUKH, TIPOOJIEM KaJl-
pOBOIi  0E30MaCHOCTH,
OpraHU3aIMOHHON
KYJIBTYPBl KaK CTpare-

THYECKOTO pecypca
oprasa nyOIUYHON
BIaCTH,  JIOKYMEHTO-

o0opoTa ¢ IEeNbI J0-
cTixkeHus: dPheKTuB-
HOCTU YIIPaBJICHUS U
yCTpaHeHHs yrpaB-
JIEHYECKHUX NAaTOJIOTHA.

3HaeT OCHOBBI TOCYAapCTBEH-
HOM AaHTUKOPPYNLMOHHOU II0-
JUTUKA U MEXaHU3MBI €e pea-
JAU3alMM,  3HaeT NpPOOIEeMBI
KaJIpOBOW O€30MacHOCTH U Me-
XaHU3MBI €€ 00eCTICUeHUSI.

PackpeiBaeTr BONpOCHl pa3BH-
TUSl OPTaHU3AIMOHHON KYJIbTY-
pBl KaK CTPAaTerH4ecKoro pe-
cypca opraHa myOJWYHOHN Bia-
CTH U BOIIPOCHI COBEPIIEHCTBO-
BaHHE JIOKYMEHTOOOOpOoTa ¢
1eaplo  AoCTKeHus 3¢ dek-

TUBHOCTH yIpaBJICHUS "
YCTpPaHEHHSI  YNPABICHUYECKUX
HaTOJIOTHid.

I'myOoKko pacKpbITEl OCHOBHBIE TIO-
JIOKCHU A FOCYHapCTBeHHOﬁ AHTH-
KOPPYNIMOHHOM TMOJIUTUKK U MeXa-
HU3MBI €€ pealn3alum.

B monHoli Mepe ompeneneHsl Cyll-
HOCTh, TPOOJIEMBI KaJpOBOM 0e3-
OMAaCHOCTH U MEXaHU3MbI ee obecrie-
HYCHUA

I'myOoko U comepaTelbHO PacKphI-
TBl BOIIPOCHI Pa3BUTHUA OpraHu3alld-
OHHOM KYJNbTYpbl KaK CTpaTeruye-
CKOTO0 pecypca opraHa IyOIHYHON
BJIACTH U BOIPOCHI COBEPIIEHCTBOBA-
HUSL JOKYMEHTO00OpOTa C IIENbIO
TOCTIKEHHS d(PPEKTUBHOCTH yIpaB-
JICHUA W YCTPAHCHUS YIIPABJICHYC-
CKHX IaTOJIOTUH.

4.3.2 TunoBblie OLIECHOYHbIE CPEICTBA

Bomnpocs! k 3auety

[TonsTHE NETOTPON3BOCTBA U €r0 POJIb B OPraHU3aIMU TPYa TOCYIAPCTBEHHOIO CIYKAIETO.
CymHOCTh 1 0COOEHHOCTHU AJIEKTPOHHOTO JIETIONPOU3BOJICTBA.
YcnoBus, o0ecneunBaroNne OPUINIESCKYIO CHITY OQHIIMATBFHOTO TIOKYMEHTA.
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HazoBute Buabl YHU(PHUIIMPOBAHHBIX CUCTEM JOKYMEHTALIUU

2. CocraB yHUGUIMPOBAHHON CHUCTEMBI OPTraHU3AIMOHHO-PACTIOPSIUTEIHLHON TOKY-
MCHTAINu.

3. HopMmaTtuBHbIe paBOBbIE OCHOBBI ONpeeNeHusl mopsaaka ohopMIIeHHs] OpraHu3aln-
OHHO-PACTIOPAIUTCIIbHBIX JOKYMCHTOB.

4. Jenoast Oymara v mopsijioK ee opopMIICHHS.

5. [IpodeccuonanbHas JeKCHKa U MpaBUiIa €€ yIoTpeOIeHHs.

6. JlenoBast peub 1 €€ 0COOEHHOCTH.

7. OCHOBHBIE THUIILI CMBICIOBEIX U rpaMMaTHYCCKUX OH_II/IGOK, BCTpCHAOIHUXCA B ACIIO0-
BBIX TEKCTaX.

8. Meroanka peaKkTHPOBaHUS TEKCTA JOKYMEHTA.

9. PedeBoil 3TUKET B A€I0BOI MMCHbMEHHOW PEYH.

Ha 3auere crygeHTy mnpemyaraerca OTBETUTh Ha JBa Bompoca. OOuH U3 BOMPOCOB
COJIEPKUT NMPAKTUYECKOE 3aJIaHUE.

IIpuMepsl IPaKTUUECKUX 3aJaHUN:
1.IToAroToBUTH MpUMEpPHI TEKCTA JOKYMEHTOB, OTBEYAIOIIEr0 TPEOOBAHUSIM JOKYMEHTA, MPEab-
SIBIIIEMBIM K SI3BIKY CITY>K€OHOTO TOKYMEHTA.
2.3a1aHue: CaMOCTOATEIBHO COCTaBUTh PACIOPAIUTENIbHBIN, OpraHu3allMOHHBIA WJIU CIIPaBOY-
HO-MH()OPMAIIMOHHBIA BHJI TOKYMEHTa (MO0 TEKyIIeHd TeMe), OTPeNaKTHPOBATh NpeIaracMbIi
JIOKYMEHT.
3. PegakTupoBanue Npesio)KEHHOTO JOKYMEHTA. 3aaHue: 00eCeunTh I0PUIHIECKYI0 CUITy J10-
KyMEHTa, BHECS HEOOXOJUMbIE NCIIPABIICHUS U JIOMOTHEHUS.
4. PenaktupoBaHue (parMeHTOB CIy>KeOHOTO JOKyMEHTa. 3a/laHue: HAWTH M UCTIPABHUTH JICKCH-
YEeCKHUe, FPaMMaTUYECKUE U CTUITUCTHYECKHE OIIHUOKH.

[IIkama orleHUBaHUs.

OreHka 3HAHWM, yMEHH, HaBBIKOB MPOBOAUTCS HAa OCHOBE OaNIbHO-PEUTHHIOBOM CH-
crembl: 30% u3 100% (unu 30 GammoB u3 100) - BKIaa B UTOTOBYIO OLIEHKY MO pe3yibTaTaM
IIPOMEKYTOUYHOM aTTECTaLUH.

[Ipu onenmBaHuM OTBETa OOYYAIOUIETOCS B XOJE MPOMEXKYTOUHOM aTTECTAllMd MOKHO
ONMPATHCS Ha CIAEAYIOUINE KPUTEPUH:

banbt Kputepuit onenku

26-30 OO0yuaromuiics MOKa3bIBaET BHICOKUN YPOBEHb KOMIIETEHTHOCTH, 3HAHUS TTPOTPAMM-
HOTO Marepuaja, yueOHOU, IEPHOINIECKON U MOHOTPAaPUIECKOM JTUTEpaTyphl, 3aK0-
HOJIaTEJIbCTBA U MPAKTUKHU €r0 MPUMEHEHUS, PACKPHIBAET HE TOJIBKO OCHOBHBIE I1O-
HATHUS, HO U aHAJTU3UPYET UX C TOYKU 3pEHUsl pa3IMuHbIX aBTOpoB. OOydaromuiics
MIOKA3bIBAET HE TOJIBKO BBICOKUN YPOBEHb TEOPETUYECKUX 3HAHUN, HO U BUJIUT MEX-
TUCHUIUIMHApHBIE cBs3U. [IpodeccroHanbHO, TPAaMOTHO, MOCIENOBATEIBHO, XOPO-
IIMM SI3BIKOM YETKO M3JIaraeT MaTepual, apryMEeHTHPOBAHHO (GOPMYIIHUPYET BHIBOJIBI.
3HaeT B paMkax TpeOOBaHUI K HampaBiICHHUIO M MPOQUIIIO0 MOATOTOBKH 3aKOHOMA-
TEJIbHO-HOPMATHUBHYIO M MPaKTHUYeCKyto 6a3y. Ha Bompocsl oTBedaeT KpaTko, apry-
MEHTHPOBAHO, YBEPEHHO, 110 CYIIECTBY.

16-25 OOyuaromuiicsi TOKa3bIBa€T JOCTATOYHBIM YPOBEHb KOMIIETCHTHOCTH, 3HAHUS MaTe-
pHUaoB 3aHATHH, y4eOHOM M METOIMYECKOH JINTepaTyphl, 3aKOHOAATEIbCTBA U TPAK-
TUKU €ro MPUMEHEHHs. YBEpPeHHO U Mpo(eCcCHOHAIbHO, TPAMOTHBIM S3bIKOM, SICHO,
YETKO W TIOHATHO MH3JIara€T COCTOSHUE M CyThb BOIIpOca. 3HAeT HOPMAaTHBHO-
3aKOHO/IATEIbHYIO0 U MPaKTUYECKYI0 0a3y, HO IPHU OTBETE JIOMYCKaeT HECYIIeCTBEH-
Hble morpemHocty. O0yJaronuiics moka3plBaeT JOCTaTOYHBIN YPOBEHb Mpodeccro-
HaJIbHBIX 3HaHWM, CBOOOIHO OMEpUPYET MOHATUSAMHU, METOJAMH OLEHKU MPHUHSITHS
pelIeHN, UMEET NMPEACTABICHUE: O MEXAUCHUIIIMHAPHBIX CBS3X, YBS3bIBAET 3HA-
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HUS, MOJyYEHHbIE NPHU W3YYEHUHM pa3IM4HbIX JUCLHUIUIMH, YMEET aHaJIU3UpOBaTh
IIPAKTUYECKUE CUTYAIMH, HO JOIYCKAET HEKOTOpble NOrpemHocTi. OTBET IOCTPOEH
JIOTUYHO, MaTepHall U3J1araeTcsi XOPOLIUM SI3bIKOM, MPUBJIEKAETCS MH(MOPMAaTHUBHBIN
Y WUIFOCTPUPOBAHHBIN MaTepHal, HO MIPU OTBETE JONYCKAET HEKOTOPBIE MOTPEIIHO-
cTH. Bonpockl He BBI3BIBAIOT CYIIECTBEHHBIX 3aTPyIHEHHH.

6-15 OOyy4aromuiicst MOKa3bIBA€T JOCTATOYHBIE 3HAHUS MAaTEpPUANIOB 3aHATHI, HO IIPH OT-
BETE€ OTCYTCTBYET NOJDKHAS CBSA3b MEXIY AHAIM30M, apryMEHTallMed U BBIBOJAMH.
Ha nocraBneHHble WwieHaMU KOMHCCHUHU BOIIPOCHI OTBEYAET HEYBEPEHHO, JOIYCKAET
norpemHocTd. O0yJaromuiics BiaajeeT NpakTHYeCKUMU HaBbIKaMH, TIPUBJIEKAET WJI-
JFOCTPATUBHBIM MaTepHaj, HO YyBCTBYET ceOs HEYBEpEHHO MPH aHAJIN3€e MEKIUCIIU-
IUIMHApHBIX CBA3el. B oTBeTe He Bcerja MpUCYTCTBYET JIOTHKA, apryMEHTHI ITpHBIIE-
KalOTCsl HEJJOCTaTOYHO Beckue. Ha mocTtaBieHHbIE BOIIPOCH 3aTPYIHAETCS C OTBETA-
MH, [TOKa3bIBAET HEJOCTATOYHO INTYOOKHE 3HAHHUS.

0-5 OOyuaromuiics MoKa3bIBaeT ciadble 3HAaHUS MAaTepUATIOB 3aHATHH, yueOHON TuTepa-
TypBbl, 3aKOHOJATEIbCTBA M HMPAKTUKH €ro NMPUMEHEHUs, HU3KUH YpOBEHb KOMIIE-
TEHTHOCTH, HEYBEPEHHOE M3INI0KeHHEe Bompoca. OO0yuaronuiics moka3eiBaeT ciaalblit
YPOBEHb NPO(ECCHOHAIBHBIX 3HAHUM, 3aTPyIHACTCS NIPHU aHAIMU3€ NPAKTHUECKUX CHU-
Tyauui. He MoxeT npuBecTy mpUMeEphl U3 peanbHOU npakTuku. HeyBepeHHO U jo-
FMUYECKU HEMOCJIE0BaTeIbHO U3j1araeT Marepuan. HempaBuibHO OTBeuaeT Ha BO-
IIPOCHI UJIH 3aTPYAHSETCS C OTBETOM.

[Ixana nepeBosia 3 MHOTOOAIBHON CHCTEMBI B TPAAUIIMOHHYIO:

— 00yJaroIeMycs BEICTABIISETCS OIIEHKA «HE 3a4TEHO» €CJIM 00ydJaromuiicss Habpan
MeHee 50 0aoB,

— OIICHKA «3aYTCHO» BBICTABISICTCS TPHU YCIOBHH, €CIH OOy4aromuiicss HaOpaid OT
50 mo 100 6amnos;

- 100 GaytoB BBICTABISETCS TP YCIOBUH BBITIOJIHEHHS BCEX TPeOOBAaHUM, a TAaKKe
pu 00513aTeJIbHOM MPOSIBICHUN TBOPYECKOTO OTHOUICHUSI K MPEAMETY, YMEHUH HaXOIUTh
OpUTHHAIIbHBIE, HE CojAepXkaluecs B Y4eOHHKAaxX OTBEThl, yMEHUH paboTarth C
HMCTOYHHKAMH, KOTOpBIE COAEpKarcs JONOJHUTENBHON JUTeparype K Kypcy, YMEHHH
COEIMHSTH 3HAHUS, MTOJIYYEeHHBIE B IAHHOM KypC€ CO 3HAHUSIMU APYTUX JUCIUTLINH.

4.4. MeTonnueckne MaTepHuaJibl

ITponietypel OlleHUBaHUS 3HAHUM, YMEHUH, HABBIKOB M (MJIM) ONbITA IESATEIBHOCTH, Xa-
PaKTepU3YIOIUX dTarbl (OPMUPOBAHUS KOMIIETCHIIUN MPOBOSTCA B COOTBETCTBUH C Y CTaBOM
Axanemun (yTB. [ToctanoBnenuem IlpaButensctBa Poccniickoit @eneparuu ot 12.05.2012 r. N
473), IlonoxxeHneM O TEKYyLEM KOHTPOJIE YCIEBAEMOCTU M NPOMEXKYTOUHOM aTTeCTalUu CTY-
nentoB B PAHXul'C (ytB. Ilpukazom pektopa ot 25.01.2012 r. Ne01-349; uzm. ot 07.06.2013
r.), Ilopsinke opraHusanuu U NPOBENEHUS NMPAKTHKU CTYAEHTOB, ocBauBarounx B PAHXul'C
o0pa3oBaTesIbHbIE IPOrPaMMBbI BBICILIET0 00pa30BaHMs — IPOrpaMMBbl OakajlaBpHaTa, IporpaMmbl
crenuanurera, nporpammel maructparypsl (yrB. Ilpukaszom pexrtopa ot 11.05.2016 r. NeOl-
2212).

5. Meroauveckue yKazaHud sl 00y4al0OIIHUXCH M0 OCBOCHUIO JUCUMILIMHBI (MOXYJIs1)

[ToaroToBka K 3aHATHSAM JOJKHA HOCUTH CHUCTEMATHYECKHIl XapakTep. DTO IMO3BOJUT
oOyyaromemMycs B IOJIHOM 00beMe BBIITOTHUTH Bce TpeOoBaHus mpernoaaBaTesns. OOyuarommmes
PEKOMEHIyeTCsl M3y4aTh KaK OCHOBHYIO, TaK W JIOTIOJHUTEIBHYIO JTUTEPATYPY, a TAKKE 3HAKO-
MUTbHCA ¢ IHTepHET-UCTOYHUKAMHU (CIIMCOK MPUBEIEH B paboyueli mporpaMMe 1o AUCHUILINHE).

Memoouueckue ykazanus no no020moske K onpocy
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[ToaroroBka 00YYArOIIUXCS K OMPOCY MPEANOIaracT u3yuyeHNUe B COOTBETCTBHH TEMATH-
KOW JTUCHIUIUIMHBI OCHOBHOMW/ JIOTIOJTHUTENIBHOW JUTEPATYphl, HOPMATUBHBIX JOKYMEHTOB, WH-
TEPHET-PECYPCOB.

OO0yuaromuiicsi TOTOBUT JOKJIA B (hOPME YCTHOTO COOOIIEHUS TTO TEME TUCIIUTUIHHBI.

[Ipennaraercs cremayromas CTpyKTypa AOKIaa:

1. BBenenue:

— yKaSBIBaCTCSI TEMA U 1ICJIb JOKJIaaa,

— o003Ha4vaeTcs nMpobdIEeMHOE T0JIe, TEMATHYECKUE pa3/eibl JOKIaaa.

2. OCHOBHOE€ cofIepKaHue JOKIaaa:

— TIOCIIEIOBATEIBHO PACKPBIBAIOTCS TEMATHUYECKUE Pa3/Ieibl JOKIaaa.

3. 3akIIroucHHE:

— MIPUBOATCSI OCHOBHBIEC PE3YJIbTAThI M CYXKJIEHHUS aBTOpa IO MOBOAY MyTeH BO3MOYKHOTO
pelIeHust pacCCMOTPEHHOM MPOOIJIeMBI, KOTOPbIE MOTYT ObITh OPOPMIIEHBI B BHJIE PEKOMEHIAIINHA.

Memoouueckue pexomeHOayuu no NOO20MoBKe K Mmecmupo8anuio:

[Ipy moAroTOBKE K TECTUPOBAHUIO CIEAYET YUYUTHIBATh, YTO TECT MPOBEPSET HE TOJIBKO
3HAHHWE TIOHSTHN, KaTErOpHid, COOBITUM, SIBICHUN, YMEHUS BBIICISITH, aHAIU3UPOBATH U 0000-
niath HauboJiee CyIIECTBEHHBIE CBSI3U, MPU3HAKU W MPHUHIMUIBI Pa3HBIX SBJICHUI U MPOIECCOB.
[ToaToMy mipu MOATOTOBKE K TECTY HE CIEIYET MPOCTO 3ay4YHBaTh, HEOOXOIUMO MOHSTH JOTHKY
U3JI0’)KEHHOT0 Marepuana. JDTOMY HEMallo CIIOCOOCTBYET COCTaBJICHHME pa3BEpHYTOTO IUIAHA,
TaONIUI, CXeM. bBOINbIIyI0 MOMOIIb OKA3hIBAIOT WHTEPHET-TPEHAXKEPHI, MO3BOJISIONINAE, BO-
NEPBBIX, 3aKPENHUTh 3HAHMS, BO-BTOPBIX, MPUOOPECTH COOTBETCTBYIOLIUE IICHXOJIOTMYECKHE
HABBIKH CAMOPETYJISIIIUNA U CAMOKOHTPOJISL.

TectupoBaHre UMeEET P OCOOCHHOCTEH, 3HAHHE KOTOPBIX IMOMOTaeT YCIEUTHO BBIIOJI-
HUTh TECT. MOXHO JaTh CIEAYIOIIME METOJUYECKUE PEKOMEHJAIMU: CIeAyeT BHUMATEIIbHO
U3YYUTh CTPYKTYPY TECTa, OLEHUTh 0O0BEM BPEMEHH, BBIACISEMOr0 Ha JaHHBIM TeCT, YBUAETb,
KAaKOTO THUIIA 33aJIaHUsI B HEM COJIEpXkKATCs; OTBE€YaTh HA T€ BOMPOCHI, B MPABMWIBHOCTH PELICHUS
KOTOPBIX HET COMHEHH, IOKa HE OCTAHABIIMBASCh HA T€X, KOTOPHIE MOT'YT BbI3BaTh JIOJITUE pa3-
JyMbsl; OY4EHb BAXKHO BCETJla BHUMATEJIBHO YATATh 3aJaHusl 10 KOHIIA, HE MBITAsICh MOHATh YCIIO-
BHUSI «I10 TEPBBIM CIIOBaAM».

TectupoBaHue MpeaCTaBIseT cOO0I BHIIOTHEHNE TECTOBOIO 3aJJaHus (TecTa), COCTOSIIIIE-
ro u3 20-50 BOompocoB M BapUaHTOB OTBETOB Ha HUX. Lleap TecTupoBaHus: BBIsIBICHHE y 00y4a-
IOIUXCS JIMACPCKUX KauecTB W BBIPAOOTKA PEKOMEHJAIMI Mo WX pa3BUTHIO. Borpockl npeny-
CMaTpHUBAIOT OJIMH MMPaBUWIbHBIN BapUaHT OTBETA. 32 BEIOODP AaeTCs OAMH Oal.

Memoouueckue pexomenoayuu no 3auume Keticos.

Keiicbl — 310 po0IeMHBIE CUTYaAINH, CIIEHHUATBHO pa3padOTaHHBIE HA OCHOBE (hakTHUe-
CKOT'O Marepuasia i OIIEHKH YMEHUI 1 HaBBbIKOB 00yYalOIIUXCS.

ens MeTOMa IPUMEHEHUST KEHCOB - HAyYUTh OOYYArOIIUXCS, aHATU3UPOBATH MPOOIEM-
HYIO CUTYAaIlHI0, BO3HUKIIYIO MPU KOHKPETHOM TOJIO0XKEHHUH JIe]1, U BeIpaboTarh Hanbosee panuo-
HAJIBHOE PEIlIeHHe; HAYyYUTh paboTarh ¢ MH(OOPMAIMOHHBIMU UCTOYHHUKAMH, TIepepadaTeiBaTh U
aHAJIU3UPOBATH HX.

Ha 3HakomcTBO 1 pemieHue keiica oOyuatomemycs orBoautcs 30 MuH. OOyvarouiics
3HAKOMUTCSI ¢ MarepuajoM kerica. OcMpiciuBaeT cutyaruio. Eciu Heobxoaumo, codupaer He-
00x0IMMy0 MH(OPMAIIHIO 110 CUTyallMu. PaccMaTpuBaeT albTEpPHATUBEI PEIICHUS IPOOJIEMBI U
HaxOJIUT €€ BEPHOE WM ONTHUMabHOE pemieHne. OOyJaronuics Mpe3eHTHpyeT (3alluInacT)
cBoe peuleHue. [IpenoaBarens OLIEHNBAET KaU€CTBO BBIMOJIHEHUS 3ajaHKsl 10 KPUTEPHAM: AHua-
THOCTHKHU TIPOOJIEMBI, KaueCcTBa MPEAJIOKEHUN U PEKOMEH/IAIMK 10 PEIISHUI0 Kekca, KadecTBa
U3TI0KEHUS MaTepuaa.

Kputepuu onieHrBaHus NMPaKTUYECKUX 3aTaHUI:
Kpumepuu oyenusanusa npakmuyeckux 3a0anuii:
- yMeHHe paboTaTh C TOKyMEHTAJIbHBIMU U JINTEPATYPHBIMU HCTOYHUKAMU;
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- TPaMOTHOCTD U JIOTHKA U3JI0KECHUS MaTepUAIIa;
- CaMOCTOSITEITLHOCTh PaOOTHI.
IIpu npaBUIBHOM OTBETE HAYMCIAETCA OT 5710 9 O6amioB

KoHTponbs camocToATenbHOM paboThl OCYIIECTBIISETCS B paMKax OINPOCOB IO TEMaMm,
PEeyCMOTPEHHBIM paboueil mporpaMMon AUCIIUILITUHBI .

BeInonHeHnne TeCTOBBIX 3a1aHuil TpeOyeT OCBOEHUS JIEKLIMOHHOTO Kypca.

Beinonnenue 3aganuil 1o KemucaM MpeaycMaTpuBacT yYMEHHME U HaBBIK COCTaBIIATh U pe-
JAKTUPOBATh CIIy’KEOHbIE JOKYMEHTHI, OMMPAsICh HAa MOIY4YEHHBIE B Ipoliecce 00ydYeHus Teope-
TUYECKHUE 3HAHUS.

6. YueOHas quTepatypa u pecypcbl HHGOPMAIMOHHO-TeJIeKOMMYHHUKANMOHHOM ceTH "W H-
TepHeT'", BKJIIOYas NepeyeHb y4eOHO-MeTOAUYeCKOro odecneyeHus JJIs1 CaMOCTOATEIbLHOM
padoThI 00y4aroUXCcs M0 JUCHUILIHHE (MOAYJII0)

6.1. OcHoBHas JquTepaTypa

1. KupcanoBa M.B. CoBpemeHHOE aemonpou3BoACTBO: YuebHoe mocodue / I'pudp MO
P®: U3n. 4-e. — M.: Uudpa-M, 2014. — 382 c.

2. Iyeanosa H.H. JlokymeHTaIrimoHHOE oOecriedeHNe yrpaBiieHus. Y 4eOHUK U TTPaKTH-
kym uig CI1O. — M.: FOpaiirt, 2017. — 375 c.URL:fictionbook.ru

3. IllyeamoBa H.H., IBanoBa A.FO. OCHOBBI NIeJONPOU3BOICTBA: YUEOHUK U TIPAKTHU-
kym g CI1O. — M.: FOpaiit, 2016. — 375 c. URL:fictiondook.ru

4. IllyeanoBa H.H. Opranuzaius ¥ TEXHOJOTHS JOKYMEHTAIIMOHHOTO OOECTICYCHHS
yrpaBieHUs. Y4eOHUK ¥ TPAKTUKYM JJI akaJeMudeckoro Oakanaspuata. — M.: FOpaiit, 2016. —
221c. URL:fictiondook.ru

5.

6.2. /lononnumenvnas numepamypa

1. BoOsimmera M.I1. YnpaBneH4eCcKHil JOKYMEHTOOOOPOT: OT OYMa)XHOTO K JIEKTPOHHO-
My. — M.: U3narensckuit sjom MOU, 2011. — 410 c.

2. Kupcanoa M.B., AxcenoB KO.M. Kypc nenonpousBoxacta. J[OKyMEHTallMOHHOE
obecnieuenue ynpasieHus: Ydueonoe mocodue / 'pudp MO PO. — M.: Undpa-M, 2014. — 364 c.

3. Kysuenor C.JI. HoBsie IIpaBumna 31eKTpoHHOTO JOKyMeHTO0O0poTa. Jlenonpon3Boi-
ctBO. —2015. — Ne 1. — C. 12-18.

4. Kykapuna F0.M, Pernamenranust paGoThI ¢ 3JI€KTPOHHBIMU JTOKYMEHTaMH B OpraHax
TOCYJapCTBEHHOM BJIACTH M MECTHOTO camoympasieHus: Poccuiickoit deneparuu // Jlenonpous-
BozACTBO. — 2015. — Ne 4. — C. 33-39.

5. Bompockl coBepIIeHCTBOBAHUSI CHUCTEMBI TOCYJApPCTBEHHOTO YIPABIEHUS B COBpe-
menHoit Poccun / Ilog o6mr. pen. JI.B. @orunoii. — M.: MAKC Ilpecc, 2015. — 428 c.

6. Maria Cleary “World Around” Helbling Languages, 2011. — 128 c.

6.3. Hopmamuenuvie npasoswvie 00KymeHnmol

1. ®enepanbubiii 3akoH oT 01.06 Ne 53-03 «O rocynapcTtBeHHOM si3bike Poccuiickoii
denepanun»

2. TocymapcTBeHHas CUCTEMa JOKYMEHTAIIMOHHOTO o0ecrieueHus: yrnpaBieHus. OCHOB-
HbIe mojokeHus. O0ume TpedoBaHUs K TJOKYMEHTAM U CIIy)K0aM TOKYMEHTaIlMOHHOTO obecrie-
yenus ('CHAOY). M., 1991.

3. IlpaBuna nemompou3BOjACTBa B (eJepaibHBIX OpraHax HCIOJHUTEIHHOM BIIACTH.
/Poccuiickas razeta . 24 utons 2009 r./ http://base.garant.ru/

4. T'OCT P 7.0.8.-2013. Ienonpou3BOJCTBO U apXUBHOE /1€JI0. TepMHUHBI U ONpeee-
HUSL.

5. TOCT P 6.30-2003. YHuduupoBaHHbIe CHCTEMbI JOKYMEHTAIUU. Y HU(PHUITUPOBAH-
Hasl CUCTEMa OPraHU3aI[MOHHO-PACTIOPSANTEIHLHONM ToKyMeHTanuu. TpeboBaHus K 0hopMIIEHUIO
JTOKyMeHTOB. /nalog.consultant.ru » doc44595.html
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6.4. Humepuem-pecypcel, cnpagounsle Cucmembl
1.http://www.consultant.ru/ — KoHCynbTaHT I11rOC
2.http://www.garant.ru/ — 'apanT

7. MarepuajbHO-TeXHHYecKas 0a3a, HHPOPMALMOHHBIE TEXHOJIOTHH,
nporpaMMHoe odecrieyeHne H HHPOPMALHOHHBIE CIIPABOYHBIE CHCTEMBI

Jnis mpoBeneHHs 3aHATUN 1O AMCUUIUIMHE HEOOXOAMMO CIENYIoIlee MaTepHallbHO-
TEXHUYECKoe oOecrieueHre: yaeOHbIe ayTIUTOPHH JUIS MPOBEACHUS 3aHATHI JICKIIMOHHOTO H Ce-
MHUHAPCKOTO THUIIA, TPYMIOBBIX U MHIUBUAYaJIbHBIX KOHCYIBTAIMHA, TEKYIIETO KOHTPOJIS U MpPO-
MEXYTOUHOU aTTeCTaIlHH, TTOMEIICHUS TUIst CaMOCTOSITEIIHOM paboTHI.
[Iporpammuoe obecneuenue: Microsoft Windows 10 LTSB 1607, Microsoft Office Professional
2016.

WNndopmanmonnsie crpaBounble cuctembl: Hayunas Oubmumoreka PAHXwul'C. URL:
http://lib.ranepa.ru/; Hayunas AJICKTPOHHAS OoubnoTeka eLibrary.ru. URL:
http://elibrary.ru/defaultx.asp; Haumonanbnas snextponHas Oubmuoreka. URL: www.nns.ru;
Poccuiickas rocynapctBennas 6uommoreka. URL: www.rsl.ru; Poccuiickast HanimoHnansHas 0u0-
mmoreka.  URL:  www.nnir.oru;  Onektponnas — Oubmmoteka  Grebennikon.  URL:
http://grebennikon.ru/; DnekTpoHHO-OMOMMOTEUHast cuctema WM3nmatensctBa «Jlamby. URL:
http://e.lanbook.com; DnexrponHo-Gubnmoreunas cucrema FOPANT. URL: http://www.biblio-
online.ru/
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