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1 Henau u 3a1a44 M3y4YeHUs1 AUCHUILINHBI (MOIYJIs1).

1.1 leab ocBOEHUS TUCIUILIAHDI.

HenssMmu ocBoeHuss IUCHUIUIMHBI «OCHOBBI  JCIIONMPOU3BOACTBA M JOKYMEHTOOOOpPOTa»
SIBIITFOTCSI TIPUOOPETEHNE CTYACHTAMU TEOPETUYCCKUX 3HAHUI B 00JIACTH JOKYMEHTAI[MOHHOTO
oOecrieueHrsT yNpaBJICHHWs, O3HAKOMJICHHE C BHJAMH JOKYMEHTOB, HCIIOJIb3YEMbIMH B
NESATEIbHOCTH OpraHu3aliii W OpPraHoB BJIACTH, IOJYYEHHE TMPAKTUUYECKUX HABBIKOB I10
CO3JIaHUI0 U 00Pa0OTKE ATUX JTOKYMEHTOB.

1.2 3apauu u3yyeHust TUCIUNIHHBI:

— cdopMHpOBaTH  YETKOE  NPEACTABICHHME O  HEOOXOAMMOCTH WM POJIK
JIOKYMEHTHUPOBAHUS B JEATEIHLHOCTH OPTaHOB BJIACTH, IPEANPUATUN, YUPEKICHUH;

— O3HAKOMHUTh C OCHOBAMH JICIOMPOU3BOJCTBA W JOKYMEHTOOOOpPOTa B OpraHax
rocygapcrBeHHoi Biactu Poccuiickonr @epepanuu, opraHax TIOCYJapCTBEHHOM BIJIACTH
cyowsekToB Poccmiickoit denepaiinu; opranax MECTHOTO CaMOYIIPaBIIEHHUS, TOCYJapPCTBEHHBIX U
MYHULHUIATBHBIX OpPraHu3alusaX, MNPEANpUITHIX W YUPEXKACHHUSIX, MOJIUTUYECKUX MapTHUSX,
0O0IIIECTBEHHO-TIOJINTHYECKUX U HEKOMMEPUYECKHX OpraHu3aIusX;

— O3HAKOMUTh C OCOOCHHOCTSMHU 3alllUThl CIY>KeOHOW U KOH(UICHIMAIBHOMI
nH(popManuu, 00eCreYeHHsI OTKPHITOrO JOCTyIa TpakIaH K MHPOPMAIMU B COOTBETCTBUHU C
MOJIOKEHUSAMH 3aKOHO/IaTEIILCTBA;

— HAy4YUTb OPHUEHTHPOBATHCS B CHUTYALMSIX, TPEOYIOIMINUX U3/IaHUS COOTBETCTBYIOLIUX
JIOKYMEHTOB.

1.3 MecTo AUCHMILINHBI B CTPYKTYpe OCHOBHOI 00pa30BaTe/IbHOI IPOrpaMMbl

Hucuumnraa «OCHOBBI  JIENONPOM3BOJACTBA U JIOKYMEHTOOOOpPOTa» OTHOCHUTCS K
BapuatuBHoM uyactu brnoka 1 «ucuumumnsl (mMomynu)» (b1.b.25) yueOHoro mmana
HanpaBJIeHUs MOATOTOBKHU «l 0Ccy1apcTBEHHOE M MyHULIMIIAILHOE YIIPABICHUE» OPUEHTHPOBAHA
IpyU TOATOTOBKE OakajaBpOB Ha U3Yy4YEHHE TEOPETHMYECKUX 3HaHUMH B  olnactu
JOKYMEHTAIMOHHOTO 00€CIeUYeHUs] yNpaBIECHUS, O3HAKOMJIEHHE C BHUAAMHU JOKYMEHTOB,
UCIOJIb3YEMBIMU B JESTENBHOCTH OpraHU3alil U OpraHoOB BJAacTH, MOJYyYEHUE NMPAKTUUYECKUX
HaBBIKOB T10 CO3JIaHUIO U 00pa0OTKE ATUX JOKYMEHTOB. /IUCIMIUIMHA HAXOUTCS B JIOTHYECKOH U
COJIEpKaTEIbHO-METOANYECKON B3auMOCBA3M ¢ ApyruMu yacTsmu OOIl u Gasupyercs Ha
3HAHUSX, TOJTYYEHHBIX MPU U3YUESHUHU AUCHUILIMH OOLIEHayYHOT0 U NPO(EeCCHOHATBHOTO 1IHUKJIA,
TakuX Kak: «OCHOBBI TOCYJapCTBEHHOI'O W MYHHIMNAIBHOTO YIpaBieHUs», «BBenaenue B
crienuanbHOCTh». Habop BXOAAIMX 3HAHUM M YMEHUH, COCTOALINX B MOHUMAaHUH FOPUAMYECKON
CHJIBI JIOKYMEHTOB, SKOHOMHYECKHX AaCHEKTOB OPraHM3alliy JEONPOU3BOJACTBEHHBIX CITYXkO,
cneun(ukn OyXraiaTepckod, OTYETHO-CTATHCTUYECKOH, (UHAHCOBOM JOKYMEHTAIlMH, POJIH
KOMITBIOTEPHBIX TEXHOJIOTUN B paboTe ¢ NOKyMEHTaMH oOecrneunBaroT TpeOyemblii GpyHAaMEHT
JUISL U3Y4EHUS AUCHUITUHBI «OCHOBBI JIENIONPON3BOJICTBA U TIOKyMEHT0000poTay. [lomyueHHbIe B
mpouecce o0OyyeHuss 3HAHUSA  MOTYT OBITh  HUCHOJB30BAaHbl MpPH  M3YYEHUH  TaKHX
JUCLMIUINH, Kak:

«AJIMUHUCTpAaTUBHbIE NPAKTUKK B CHCTeM€ MyOIMYHOro  ympaBieHus», «OCHOBBI
NapJIaMEHTCKON KyJbTYpbD», «ITHKA rOCYIapCTBEHHON M MyHULIUTIIAIBHON CITY>KOBI».

1.4 TlepeuyeHb NJIAHUPYEMBIX Pe3yJILTATOB 00Y4YeHHUSsI 10 AUCHUILINHE (MOY.JII0),
COOTHECEHHBIX € IVIAHMPYEMbIMH Pe3yJ1bTATAMH 0CBOEHHUS 00pa30BaTe/JbLHOMH NPOrpaMMBbl.
N3yyenne naHHOM yueOHON OUCHUIUIMHBI HalpaBieHO Ha (OopMHpOBaHUE y OOyYaroIIMXcs
cnenyrommx komnerennuii OIMK-4, TTK-8, TTK-15

No HNupexc Copnepxanne B pesynbrare n3zydenus yueOHON AUCIUTITHHBI
. 1; KOMIIET | KOMITeTSHITHH (MK e oOy4arommuecs: JOIKHbI
| eHnuu 4acTH) 3HATh YMeThb BJIA1€Th

1. OIIK-4 | cnocoOGHOCTH WHCTUTYIIMOHA | pa3pabaThiBaTh | HABBIKAMU
OCYIIECTBIISATH JIbHBIE OCHOBBI | OIEHMBATH aHaau3a u
JIeTI0BOE OOIIEHUE U OCYILECTBIIATh | 3 (PEKTUBHOCT | OLEHKH
MyOJIMYHBIE JIeJIOBOE b JIEJIOBOTO | KOHTEHTA
BBICTYIUICHHSI, BECTH | OOIICHHE U | o0IIeHUs U | JCIOBOrO
TIePETOBOPHI, myOTMaHbIe Ty OJTUIHBIX OOIIICHHS u
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e Nunexc Coneprxanue B pesynbrare nzydenus: yueOHON AUCHUTIIHHBI
L. | KOMIET | KOMIETEHIMH (i e€ oOy4aromuecs: JOIKHbI
€HUUU 4acTu) 3HATh yMeTh BJIA/IeTh
COBEIIAHMUS, BBICTYIUICHHSI, | BBICTYIUICHHUM, | ITyOJIWYHBIX
OCYLLIECTBIISATh BECTHU BECTHU BBICTYIICHUH,
JIEJIOBYIO IIEPENUCKY U | IIEPEroBOPHI, MEepPEroBOPHI, BECTU
MOJ/IEPKUBATH COBELIaHus, COBEIIaHMS, IIEPErOBOPBHIL,
JJIEKTPOHHBIE OCYILECTBIISITh | OCYIIECTBIISITH | COBEILIAHUS,
KOMMYHHUKaIUU JIETIOBYIO JIEJIOBYIO OCYLLIECTBIIATh
IIEPENUCKY U | MIEPENHUCKYy U | JEIOBYIO
MOAJICPKUBATh | MOAAECPKUBATh | MEPENUCKY U
AJIEKTPOHHBIE | BJIEKTPOHHBIE MIO/JICPKUBATH
KOMMYHHUKAIIM | KOMMYHHUKALUU | SJIEKTPOHHBIC
u KOMMYHHUKaIUU
2 IIK-8 | ciocoOHOCTE OCHOBHBIE IIPUMEHSATH Hagbikamu
MIPUMEHSATH nHpopManuoH | HHPOPMAIMOH | paOOTHI c
MH(POPMAIIMOHHO- HO- HO- WH(POPMALHOH
KOMMYHUKAIIMOHHbIE | KOMMYHHMKAlM | KOMMYHHUKAIMO | HO-
TEXHOJIOTHUH B | OHHBIC HHBIE KOMMYHHUKAIHIO
npodeccnoHanbHOM TEXHOJIOTMM B | TEXHOJIOTUU B | HHBIMH
NEeATEIbHOCTH ¢ | mpodeccuonan | nmpodeccuoHal | TEXHOJOTUSIMHU
BUJECHUEM UX | bHOHU bHOH B
B3aUMOCBSI3EH U | JEeSITETBHOCTH | JICATEIBHOCTH C | TpodeccHoHal
MEePCIEKTUB C BUJICHUEM UX | BUACHUEM HX | bHOU
HACTIOJIBb30BaHUSA B3aMMOCBSI3€H | B3aUMOCBS3EH | JACSATEIBHOCTH C
M TEpCHEeKTUB | U TEpPCHEKTUB | BUACHUEM  HX
WCIIOJIb30BaHN | MCIIOJB30BAHMS | B3aMOCBS3EH
A U TEPCIEKTUB
WCIIOJIH30BaHUSI
3 I1IK-15 | ymeHue Bectu OcHOBHBIE oopMIIAITH U | HAaBBIKAMH U
JIEJIOTIPOU3BOJICTBO U | PEKBU3UTHI MPEACTABIATh | CIOCOOHOCTSMU
JOKYMEHTOO0O0POT B odopMiIeHHS pe3ynbTaTel B | ohopmIIeHUs U
opraHax JIEJIONIPOU3BOJ | paMKax MpEeACTaBICHUS
roCyapCTBEHHOMN CTBa U OCYIIECTBJIEHU | PE3yJbTaTOB B
Biactu Poccuiickon JOKYMEHTO0000 | 51 pamMKax
@enepanyu, opraHax | poTa B OpraHax | JOKyMEHTOOOO | OCYIIECTBIICHU
roCyJapCTBEHHOMN TrOCyJIapCTBEHH | pOoTa B OpraHax | s
BJIACTH CYOBEKTOB 0i1 B1actTu TOCYJapCTBEHH | JJOKYMEHTO000
Poccuiickoit Poccuiickoit ot BJIACTH | pOTa B OpraHax
Oenepanym, opranax | deneparu, Poccuiickoit rOCyJapCTBEHH
MECTHOT'O opraHax denepanuu, on BJIACTHU
CaMOyIIpaBJICHU, TOCYJAapCTBEHH | OpraHax Poccuiickoit
rOCY1apCTBEHHBIX U 0i1 BI1acTH rocynapcreeHH | @enepanum,
MYHULUIATBHBIX CcyOBEKTOB oit BJIACTU | OpraHax
NPEINPUATHSIX U Poccuiickoit CcyOBEKTOB roCyJ1IapCTBEHH
YUPEKICHUSAX, ®enepanuu, Poccuiickoi ou BJIACTH
Hay4YHBIX U oprasax denepannu, CyOBEKTOB
00pa3oBaTeNbHBIX MECTHOI'0 opraHax Poccuiickoi
OpraHu3anusix, CaMOYTIPaBJIEH | MECTHOIO denepanny,
MOJIMTHYECKHUX us, CaMOYIIpaBJIEH | opraHax
MapTUsXx, rOCYJAapCTBEHH | W3, MECTHOI'O




e Nunexc Coneprxanue B pesynbrare nzydenus: yueOHON AUCHUTIIHHBI
" | KOMIIET | KOMIICTCHIIMH (MU e& oOyuaromuecs J0JKHBI
AL €HUUU 4acTu) 3HATh yMeTh BJIA/IeTh
0O0IIECTBEHHO- BIX U roCyJapCTBEHH | CaMOYIpaBIICH
MOJIMTUYECKUX, MYHULHUIAIBH | BIX u | us,
KOMMEPYECKUX U BIX MYHULUINAIBHBI | TOCYJapCTBEHH
HEKOMMEPUYECKHUX OpEANPUITHSIX | X BIX u
OpraHu3aLMIX u OPEANPUATHIX | MyHULMIIAJIbHbI
YUPEKICHUAX, | U X
Hay4HBIX U YUPEKACHUAX, | NPEAIPUITHIX
o0pa3oBaTelibH | HAyYHBIX u|u
BIX o0pa3oBaTeNlbH | YUPEKICHUSX,
OpraHu3aIusaxX, | bIX Hay4YHBIX u
MOJIMTUYECKUX | OpraHu3alusaX, | oOpa3oBaTelbH
MapTUsX, MOJINTUYECKUX | BIX
OOIIECTBEHHO- | MAPTHUSX, OpraHu3alusix,
MOJIMTUYECKUX, | OOIIECTBEHHO- | MOJUTUYECKUX
KOMMEpPYECKHUX | MOJUTUYCCKUX, | MAPTHUSX,
u KOMMEPUYECKUX | OOIIEeCTBEHHO-
HEKOMMEpYECK | U MOJIUTHYECKUX,
ux HEKOMMEPYECK | KOMMEpPYECKHX
OpraHu3alnusax | ux u
HEKOMMEPUYECK
ux

2. CTpyKTypa u cojiep:KaHue TUCHUILIMHBI.

2.1 Pacnpeaenenue TPy10EéMKOCTH JTHCHUIIMHBI 0 BU1aM padoT.

OOmiast  TpyaI0EMKOCTh JUCHUIUIAHBI  coctaBiuser 4 3aud.en. (144 w4yacoB), wux
pacmpezieneHue mo BUuaaM padoT IPeCTaBICHO B TaOIHIIe

(ona cmyoenmog ODO).

Bun yuebnoii paboThl Bcero CemecTtphbl
JacoB (dacer)
1

KonrtakTHas paGora, B TOM 4ncJe:
AyIuTOpHBIE 3aHATHS (BCEro): 54 54
3aHATHS JEKIIMOHHOTO TUTIA 18 18 - - -
JlaBoparopHble 3aHATHS - - - - -
3ansTus CEMHHApPCKOT0 TUIIA (ceMuHapsl, 36 36 i i i

MMPAKTUYCCKUC 3aH}ITI/IH)

HNnas koHTakTHas padora:

Kontpoinbs camoctositenpHOM padoTsl (KCP) 4 4

[Tpomesxytounas arrecrauus (MKP) 0,3 0,3
CamocrosiTesibHas padoTa, B TOM YHCJIE: 50 50

Kypcosas pabota - - - - -
[TpopaboTka yueOHOTO (TEOPEeTHYECKOT0) MaTepHaa 26 26 - - -
BrinonHeHne MHANBUAYATBHBIX 3aIaHUH (TTOJrOTOBKA 10 10 i i i
COOOIIeHUH, Tpe3eHTaLHil)

Pedepar 10 10 - - -

[ToaroroBka K TEKyIIeMy KOHTPOJIIO 4 4 - - -




KounTtpoJs:

[ToaroToBka K 3K3aMeHY 35,7 35,7

O01mas Tpya0eMKOCTh gac. 144 144 - - -
B TOM 4YHCJIe KOHTAKTHAasI 58.3 58.3
pabora
3a4. e/ 4 4

2.2 CTpPYKTYpa AUCUMIIUHBI:

Pacnipenenenuie Bu1oB yueOHOM pabOTHI M UX TPYIOEMKOCTH IO pa3/ieiaM JUCITUILIAHBL.
Paznenbl (Tembl) TUCHMIUIMHBL, H3ydaemble B 1 cemecTpe (ounas ¢hopma)

HamMmenosanne pa3nenos (Tem)

KonuuecTBo yacoB

Bcero

AynurtopHas
pabora

Breayaut
opHas
pabota

I13

JIP

CPC

2

INFES

5

6

7

Beenenue B aucuumianny «OCHOBBI
JeJI0NIPOU3BOACTBA U JOKYMEHTOO0OPOTa»

4

2

3aKOHOI[aTCJH)Ha$I U HOPMATUBHO-MCTOANYCCKAA
OCHOBaA JCJI0IPOU3BOACTBA

JIOKyMeHTBI: Kilaccu(uKanus, CTpyKTypa, TpeOoBaHUS
K 0 OPMIICHHIO.

OdopmiieHre opraHu3aluOHHO-PACTIOPATUTEIHHON 1
MH(POPMAIIMOHHO-CIIPABOYHOH TOKYMEHTAIINH.

OdopMieHre TOKyMEHTAIIUU TI0 TMIHOMY COCTaBY

Odopmnenne koppecioneHnnu. CTPyKTypa J1eJI0BBIX
MIHCEM.

OdopmiieHre JOroBOPHOM JOKYMEHTAIUH.

Tunossle 1 yHUGUIIUPOBAHHBIE (HOPMBI TOKYMEHTOB.

NN N (DN DN

OpraHI/ISaHI/I}I pa6OTI:>I C KOH(l)I/I,I[eHHI/IaHBHBIMI/I
AOKYMCHTaMU

cDOpM]&;I perucTpanuu 1OKyMCHTOB

Opranu3zanus npueMa rpaxaas

ABTOMaTI/I3aI_[I/I$I JACJIOIIPONU3BOJACTBA

[Topsimok mepenaun €71 B apXUB

RIS

QHGKTpOHHOG MMpaBUTCIILCTBO

AINNAPEA D DD DD

Koumponupyemas CamMOCmosAmenbHas paboma
(ananumuyueckas 3anucka), UKP

4,3

KOHmpOJZb HAa SK3dMeHe

35,7

HUmoeo no oucyunaune:

144

18

36

50

2.3 Conep:xanue pa3/iei0B TUCHUILINHBI:
2.3.1 3aHsATHS JIEKIIMOHHOT0 THIIA.

HaunmenoBanue
paszaena

Conepxanue pazaena

dopma TeKyLIero
KOHTPOJIA

2 3

4




Bsenenue B IIpenmer, conep:xanue, 3a1a4u Kypca. VYyactue B
JTUCIUIUIUHY Ucrounuku, mureparypa. [loHATHITHBII WHTEPAKTUBHBIX
«OcHOBBI anmapar. [lonstue o nokymenre. ['enesuc u dbopmax
JIEJIONIPOU3BOJICTBA U [PAa3BUTHUE TOHATHUS «JTOKYMEHT. ayJIUTOPHOU
JTIOKYMEHTO000pOoTa» |XapaKkTepHCTHUKA, CBOMCTBA, IPU3HAKH, paboThI
GYHKIIUHM TOKyMEHTa KaKk CHCTEMHOTO O0bEKTa.
MeTob1 U CTIOCOOBI IOKYMEHTHPOBAHHUSL.
dopMa MaTepUaIbHOTO HOCUTEIIS.
[lonsitue, meroa, crnocod, CPeCTBO
JokyMeHTupoBaHus. [Ipouecce coznanus
JIOKYMEHTA.
[Tonsitue noxkymenTHOM kKommyHuKanuu (1K),
KOMMYHUKAHT U peuunuent. GopManbHbIe U
HedopMaIbHble KOMMYHHKAIMK. MaccoBbie
KOMMYHUKAIUU: TIeYaTh, paauo, TeJIeBUICHUE,
KHMHO, 3ByKO- U Buzeosanuch, INTERNET.
ABTOMAaTH3aIUA TOKYMEHTAIMOHHOM
JIeATEIbHOCTH IPOrPAMMHbBIE KOMILIEKCHI:
«lemo», «3omyuka» u ap.
3akoHO/aTeNbHasd U |3aKOHOAATENIbHOE PEryJIupPOBaHUE [Toaroroska
HOpPMaTUBHO- nenonpoun3Bojictea. HopmaTtusHo- WHUBUTyTHHOT
METOAMYECKasi OCHOBA [METOANYECKOE PEryJIUpPOBaHUE 0 3a/1aHusl.
JIeNIOTIPOU3BOICTBA | IeNIoNpon3BoACTBa. JIokanbHbie HOpMaTuBHBEIE |Pedepar Ha Temy
JIOKYMEHTbI OPraHU3alUU. «HopmatupHO-
METOJINYECKOE
peryaupoBaHue
JIeJIONPOU3BOJICT
B
JIOKyMeHTHI: [TonsiTue o kIaccupuKaIy JOKYMEHTOB. NunuBunyansHOE
KIlaccU(pUKaus, CooTHOIlIEHHE BUI0BOM U TUIIOJIOTMYECKOM 3a/1aHne
CTPYKTYypa, KJIaccu(puKauu JOKyMEHTOB. [Toaroroska
TpeOoBaHUs K Bubl JOKyMEHTOB: OpraHU3alluOHHBIE, OnmaHka
0 OpMIIEHHIO pacniopsiiuTeNnbHbIe, HHHOPMAITHOHHO- JIOKyMEHTOB:
cnpaBoyHble. Tunonorunueckas kiaccuuKaius. BUIbI OJIaHKOB U
OO01as xapakTepUCTUKA CTPYKTYPBHI. MOPSAJIOK
BHyTpeHHss 1 BHEIIHSS CTPYKTYpa JOKYMEHTA. [pacioJIOKEHUs
PexBU3UTHI TOKYMEHTA: PEKBU3UTHI-OCHOBAHMUS, [pEKBU3UTOB B

PEKBU3UTHI-MIPU3HAKU, PEKBU3UTHI 0()OPMIIEHUS
COBPEMEHHBIX YITPABJICHYCCKUX JOKYMCHTOB.
YHubUKays u crangapTu3anus J0KyMEHTOB.
®opmyiisip. biiaHku TOKYMEHTOB: BUIbI
OJTAaHKOB U MOPSIJIOK PACIIOJIOKEHUSI PEKBU3UTOB
B OJyiaHKe (YTJI0BOE U LIEHTPOBAHHOE),
UCIOJIb30BaHUE OJIAHKOB C H300pakeHUEM
roCyJIapCTBEHHOTO TepOa u repba cyonekTa
beneparum.

TpebGoBaHUs K COCTaBICHHIO U 0(OPMIICHHUIO
JTOKyMeHTOB. PopmaTbl OyMaXHBIX
JOKyMeHTOB. TpeboBaHus K TEKCTY
JOKyMeHTOB. TpeboBaHus K U3TOTOBICHUIO
JIOKYMEHTOB.

6naHke (yrioBoe
U IIECHTPOBAHHOE)




4. | Opopmienue IlonsTHe opranusanuoHHas, pacrnopsaurensHas |(Ilogroroska
OpraHU3aIMOHHO- 1 UHGOPMAIIMOHHO-CIIPABOYHAs JOKYMEHTAIUS. |COOOIIEHU I
pacniopsiautenbHol u |Opranu3anonHble JOKyMeHThl: [lonoxenue. |«OpraHu3alnnoHH
nH(pOpMaIMOHHO- VYeras. Uncrpykius. KosmekTuBHbBIN 10Tr0BOp H |as,

CIIPaBOYHOMU Ip. pacropsIAUTEIIbH
JIOKYMEHTaIluu PacniopsimuTenbHbIe TOKyMEHTHI: TIPUKa3, ast u
pacnopsbKeHHe, peLeHHeE. MH(POPMALIMOHHO
HNudopmaninoHHO-CIIpaBOYHAsI TOKyMEHTALlUA: |-CIPaBOYHAs
[Iporokon. Axt. JlokinaiHas 3anucka. JOKYMEHTaL s
OObsicuuTenpHas 3anucka. CripaBku. [Tucemo.
Tenerpamma (Teneraitnorpamma). Tenekc.
Tenedonorpamma. Tenedaxc (dhakc) u ap.

5. | Odopmnenue KanpoBas nokymeHTanusi, ToOKyMeHTHpoBaHue |PaboTa B MasbIx
JIOKYMEHTAIIUU 10 JBIKEHUS KaapoB. Pestome. 3asBieHue. rpynmnax
JIMYHOMY COCTaBYy Amnkerta. TpynoBoii kontpakr. [Ipukas o «IToaroroska

npreMe/yBoJIbHeHUU. TpymoBasi KHUXKKA. JOKYMEHTOB  JJIst
JInunoe peno. JIumneBon cyer. npuema Ha
paboty»

6. | Odopmienne TpeGoBanust MEXIyHAPOIHBIX CTaHapTOB K (MHIuBUayaspHOE
KOPPECHOHJICHIIMH.  |0(OPMIICHUIO KOPPECTIOHACHIIUU IO 3ananue «CocraB
CTpyKTypa J1€J0BbIX |BHELIIHEOIKOHOMUYECKOU AesTeNbHOCTU. COCTaB |pEKBU3UTOB
MUCEM PEKBHU3UTOB MMChMa U TPEOOBAHUS K UX UuchMa u

odopmiiennto. CTpyKTypa JAETOBBIX ITHCEM. TpeOOBaHUS K UX
OcoOeHnHocTy 0OPMIICHHUS JEII0OBOM 0(OPMIICHUIOY.
KOPPECTIOH/ICHIIUU B aHTJIOA3BIYHBIX CTPaHaX.

OdopmiteHne KOppeCTIOHIEHIINY HAa HEMEIIKOM

a3bike. CTpyKkTypa GpopmyJisipa, COCTaB

PEKBU3UTOB.

7. | ObopmiieHne JloroBop — ero Bubl, CTPYKTYypa, MOPsI0K VYyactue B
JIOTOBOPHOM 0o(pOpMIICHUS U TIOJIMTUCAHUS CTOPOHAMH. IpyIIoOBOMI
JIOKYMEHTalluU pabote

«IToaroroska
rpa)/1aHCKO-
MPaBOBOTO
JI0OTOBOpA U €ro
MOATMCAHUEY.

8. | TumoBkle TumnoBbie GOpMBI JOKYMEHTOB, UCIIOJIb3yeMble |BrimnonHeHne
YHU(QUIMPOBAHHBIE  |B IEATEIBHOCTH OPTraHU3aIIUMA. WHIVUBUAYaTHHBI
(OpPMBI TOKYMEHTOB | YHH(DUIMPOBAHHBIE CHCTEMBI JOKYMEHTALIMH.  |X 3aJaHHI

YHuudukanus TOKyMEHTOB.

9. Opranuzanus KonduaenmnuanpHOe 1e10TTPOU3BOICTBO IToaroroBka
paboTsI ¢ 3anuTa KOHQHUISHIIMATHHON HH(POPMAITUH. WHIUBUAYATHHOT
koH(puaeHnmanbHpIMU|[loHsITHE KOH(DHUACHITMATTEHOE 0 3aJJaHuUS.
JIOKyMEHTaMu JIEJIOTPOU3BOJICTBO TPUEMBI, METO/IbI Pedepar na temy

00paboTku nokymeHToB. MHpOpManmoHHO- «Kondunenmuman

aHanUTHYecKas padora. 3ammra nuHGoOpMaluU. |bHOE
JIeJIONPOU3BOJICT
BO 3almTa
KOH(UIEHIHATbH
ol HHpOpMALTUU»

10. | ®opmer perucrparuu |[Torstue perucrpanun 10KyMeHToB. @opMmbl | BeinosHeHue
JIOKYMEHTOB pEerucTpaluu JTOKyMEHTOB. WHIVUBUYTHHBI

ABTOMaTU3UPOBAHHBIE CUCTEMBI PETUCTPALIUU  |X 3a/1aHUN

JJOKYMEHTOB.




11. | Opranusamus [IpyHUMIBl  OpraHM3aluu JUYHOrO Ipuema |BuironHeHue
IIpreMa rpaXkaaH rpaxjaaH ¢ oOpameHusMu. Perucrpauus [MHAMBUIYaTbHbI
JOKYMEHTOB 110 TNHMCbMEHHBIM OOpAalllEHUsM (X 3aJaHUN
rpaxnaad. OCHOBHBIE 337]a4l CIIPAaBOYHO-
MH(POPMALIMOHHOM Ci1yK0bl OpraHu3aLuy.
12. | ABTomMaTu3anus [TonsiTue aBTOMaTU3UPOBAaHHBIX cucTeM. PrIHOK ([logroroBka
JICIIOMPOU3BOJICTBA  |aBTOMATU3UPOBAHHBIX CUCTEM MHIUBUAYAIbHOT
JenonpousBoAcTBa. CpaBHUTEIBHBIN aHAIN3 |0 3aJaHHUs.
OyMa)XHOI'O U 3JIEKTPOHHOT'O Pedepar na Temy
JIOKYMEHTO0000pOoTa. «CpaBHUTEIBHBIN
aHaIu3
OyMa>KHOTO u
AJIEKTPOHHOTO
JIOKyMEHTO000pO
Tay
13. | Mopsinox nepemaun  |OCHOBHBIE IpU3HAKU rpynnupoBku |Beinonnenue
JIEJI B apXUB JOKYMEHTOB B Jiena. PopMUpOBaHUE A€ UHIVBUAYaIbHbI
OkcnepTusa LEHHOCTH JIOKYMEHTOB. |X 3aJlaHui
ITonroroBka HCIONHEHHBIX JTOKYMEHTOB K
apXuMBHOMY XpaHeHu1o. [lepenaua nen B apxus.
ITomemenune BEJJOMCTBEHHOT'O apxuBa
opranuzaii. MarepuaibHO-TeXHUYecKas 0aza
apXHUBOB. XpaHeHue JOKYMEHTOB B
AJIIEKTPOHHOU (hopme.
14. | DnextponHoe ITonsiTne «OneKTpOHHOE NPAaBUTENLCTBO»: €ro |Iloaroroska
IIPABUTEIBCTBO 3HaYeHHE, IPUHLMIIBI IOCTPOCHUS U cooOmIeHuni
BHeJpeHus. IHTerpupoBanHoe aeKTpoHHoe |« HTerpupoBaHH
npaBuTenscTBO Poccuun. Opranusanus 0€ DJIEKTPOHHOE
MEXXBETOMCTBEHHOTO 3JIEKTPOHHOTO IIPaBUTEIBCTBO
JIOKYMEHTO000pOTa MEX/1y OpraHaMu Poccun»
roCy1apCTBEHHOM BiacTu Poccuiickon
denepanuu
3.2 3aHATHA CEMHUHAPCKOIO THUIIA.
®opmMma
Haumenosanue .
Temaruka npakTUYECKUX 3aHIATUN (CEMMHAPOB)|  TEKYIETro
pasnena (Tembl)
KOHTPOJIS
2 3 4




Beenenue B
TUCHUTIIHHY
«OCHOBBI
JETONPOU3BOICTBA U
JTOKYMEHTO000pOTa»

[Ipeamer, conepxanue, 3a1aun Kypca. Mctounuku,
nuteparypa. [lonaruitnenii annapart. [lonsrue o
JIOKyMeHTe. ['eHe3uc 1 pa3BUTHE MTOHATHUS
«JIOKYMEHT». XapaKTepUCTUKA, CBOKCTBA,
pU3HaKU, GYHKIIUH TOKYyMEHTa KaK CHCTEMHOTO
00BeKTa.

MeTtosl 1 crioco0ObI ToKyMeHTHpoBaHUS. Dopma
MaTepualbHOI0 HOCUTEJIS.

[lonsitue, meroa, croco0, CpecTBO
JokyMeHTupoBaHus. [Ipouecce coznanus
JIOKYMEHTA.

[Tonsitue noxkymenTHOM kommyHuKaiuu (1K),
KOMMYHUKAHT U peuunuent. @opManbHbIe U
HedopMaIbHble KOMMYHHKAIMK. MaccoBbie
KOMMYHUKAIUU: TIeYaTh, paauo, TeJIeBUICHUE,
KHHO, 3BYKO- U Buaeo3zanuch, INTERNET.
ABTOMAaTH3a1US TOKYMEHTAIIMOHHOM 1eATeIbHOCTH
MIpOorpaMMHbIe KOMIUIEKCHI: «/leno», «3omymka» u

ap.

HammmcaHue

pedepara (P)

3akoHoaaTenbHas U
HOPMAaTHUBHO-
METOIMYECKas OCHOBA
JICJIONPOU3BOICTBA

3aKOHOJATEIbHOE PETYJINPOBAHHE
nenonpousBoacTBa. HopmMatuBHO-MeTOAMUECKOE
peryiupoBaHue JeI0npou3BoAcTBa. JIokanbHbIe
HOPMAaTUBHBIE TOKYMEHTHI OpraHU3aliu.

HaITMCaHUe
pedepara (P)

JIOKyMeHTHI:
KJaccudukanms,
CTpYyKTypa,
TpeboBaHUs K
0(pOpMIIEHHIO.

[TonsTre o knaccudukauyu JOKyMEHTOB.
CooTHoIIeHHE BUJJOBOW U TUIIOJIOTHYECKON
KJIacCU(UKALUHU TOKYMEHTOB.

Busl 10KyMEHTOB: OpraHHU3allMOHHBIE,
pacnopsiAuTeabHble, THPOPMAITMOHHO-CIIPABOYHBIE.
Tunonornyeckas kiaccuukanus.

OO61as xapakTepucTUKa CTPYKTYpbl. BHyTpeHHss 1
BHEIIIHSS CTPYKTYpPa JOKYMEHTA.

PekBU3UTHI TOKyMEHTa: PEKBU3UTHI-OCHOBaHUS,
PEKBU3UTHI-MIPU3HAKU, PEKBU3UTHI O()OPMIICHUS
COBPEMEHHBIX YNPaBICHUYECKUX IOKYMEHTOB.
VYHu}UKanus u cTaHAapTU3aLuUs TOKYMEHTOB.
®opmysip. briaHku TOKYMEHTOB: BUBI OJIAHKOB U
HOPSI0K PACHOJIOKEHHS PEKBU3UTOB B OJIaHKe
(YryiioBoe 1 HEHTPOBAHHOE), UCIIOIb30BaHHE
OJIaHKOB € M300paKEHUEM I'OCYyAapCTBEHHOT0 repba
U repOa cyObpekTa ¢eaepannm.

TpeboBaHMs K COCTABICHUIO U O(POPMIICHHUIO
ToKyMeHTOB. dopmaTbl OyMaKHBIX JJOKYMEHTOB.
TpeboBaHMs K TEKCTY JJOKYMEHTOB. TpeOoBaHuUs K
M3TOTOBJICHUIO IOKYMEHTOB.

odopmieHHE
3aJJaHHBIX
JOKYMEHTOB

Odopmnenue
OpraHU3aIMOHHO-
pacnopsAIuTeIbHON 1
MH(pOPMAIMOHHO-
CIIPAaBOYHOM
JOKYMEHTAIUH.

[TonsiTvie opraHN3alMOHHAs, PACTIOPAIUTENbHAS U
MH(POPMALMOHHO-CITPABOYHAS JIOKYMEHTAIIHA.
Opraau3annoHHbIE TOKYMEHTHI: [lonoxenue.
VYeras. Mactpykius. KomnekTUBHBINA JOTOBOP U Ap.
PacniopsimuTenbHble TOKyMEHTHI: IIpUKa3s,
pacrnopsbKeHHe, pEeLeHHE.
WupopmaninoHHO-CIIpaBOYHAs TOKYMEHTALIUS:
ITporoxoin. AkT. JloknanHas 3anucka.
OO0mbsacuuTenbHas 3anucka. Cripasku. [InceMmo.
Tenerpamma (Teneraitmorpamma). Tenmekc.
Tenedonorpamma. Tenedaxce (dakc) u ap.

oopmieHue
3aJlaHHBIX
JIOKYMEHTOB




5. |Odopmnenue Kanposast nokymeHTamus, 10KyMEHTHPOBAHHE odopmiieHne
JOKYMEHTAIMH 110 JBUKEHUS KaapoB. Pestome. 3asBineHue. AHKeTa.  |3aJaHHBIX
JMYHOMY COCTaBY. Tpynosoit koHTpaxt. [Tpukas o JIOKYMEHTOB

npueme/yBosibHeHUH. TpynoBas kHnxKa. JInmaHoe
neio. JIunesoil cuer.

6. |Opopmienue TpeboBaHMsI MEXTyHAPOIHBIX CTAHIAPTOB K odopmiieHue
KOPPECTIOHICHIIMH.  [0(OPMIICHHIO KOPPECTIOHICHINH T10 3aJIaHHBIX
CtpykTypa J1eJI0BBIX |BHEIIHEIKOHOMHUECKON AedrenbHocTu. CocTaB JOKYMEHTOB
IIHCEM. PEKBU3UTOB MTUChbMA U TPEOOBAHUS K UX

oopmiennto. CTpyKTypa J€JI0BBIX ITUCEM.
OcobeHnHoCTH OPOPMIICHUS JEIIOBOM
KOPPECIIOH/ICHIIMY B aHIJIOSI3bIYHBIX CTPaHaX.
OdopmieHne KOPPECTIOHICHIINN Ha (PPAHITY3CKOM
a3bike. OopMieHre KOppeCIOHACHIINU Ha
HeMelKoM si3bike. CTpykTypa popMyiispa, cocTaB
PEKBU3UTOB.

7. |Odopmiierne JloroBop — ero Bubl, CTPyKTypa, MOPsI0K oopmrenne
JIOTOBOPHOM oopMIIeHHs U TOANUCAHUS CTOPOHAMH. 3aJJaHHBIX
JOKYMEHTAIUH. JOKYMEHTOB

8. |TumoBsle n Tunosbsle GOpMbI JOKYMEHTOB, UCIIOIb3yEMbIE B TectupoBanue
YHU(QHUIMPOBAHHBIE  |IeATENBbHOCTH oprann3anuid. Y Hupunuposanusie |(T)

(OpMBI IOKyMEHTOB. |CHCTEMBI JOKYMEHTAIIH. Y HHU(pHUKALINS
JIOKYMEHTOB.

9. |Opranusanus pa6otsl |KouduaeHIMAIBHOE JeT0NPOU3BOCTBO 3all[UTa  |HAITHCAHUE
c koH(puaeHnHanbHON nHopmaruu. [TorsTue pedepara (P)
KOH(HICHIINATLHBIMHU | KOH(QUACHINATEHOE AETOMPONU3BOICTBO TPUEMBI,

JOKYMEHTaMH. METO/bI 00pabOTKH TOKYMEHTOB.
WnpopmaninonHo-aHauTH4YECKast padbora. 3amura
uHpOpMaLUH.

10.|®@opmel peructpanuu |[ToHsTHE pErHCTPaIMU TOKYMEHTOB. DOPMBI odopmiieHne
JOKYMEHTOB PETUCTPALIMK JOKYMEHTOB. ABTOMaTU3UPOBAHHBIE |’KYPHAJIOB

CUCTEMBI PETUCTPALIMU JOKYMEHTOB. PETUCTPALINH,
11.|Oprauuzanus npuema |[IpUHIMIIBL ~ OpraHU3allik  JIUYHOTO  OpHeMa |0hopMIICHHE
rpaxaaH rpaXxaaH c oOpallleHUusIMH. Peructpanus [3a1aHHBIX
JOKYMEHTOB 10  NHCBMEHHBIM  OOpalleHHsIM |IOKyMEHTOB
rpaxzaad. OCHOBHbBIE 33JJa4l CIIPAaBOYHO-
MH(OPMALIMOHHOH CIIy>KObl OpraHu3aluu.

12.|ABromaruzanus IToHsiTHE aBTOMATU3UPOBAHHBIX CUCTEM. PBIHOK BBIIIOJIHEHHUE

JCITONPOU3BOACTBA  |aBTOMAaTU3UPOBAHHBIX CUCTEM JEJIONPOU3BOCTBA. (3aJaHHil Ha
CpaBHUTENbHBIN aHATU3 OYMaXXHOTO U KOMIIBIOTEDE,
AJIEKTPOHHOTO JOKYMEHTOO0OpOTA. pedepar

13.|TTopsinok nepenaun  |OCHOBHBIE NPH3HAKK TPYIITUPOBKH JOKYMEHTOB B |0(OpMIICHHUE

JIE]l B apXUB nena. opMupoBaHUE €. 3aJIJaHHBIX JI€]1 U
OKcrnepTusa IEHHOCTH JOKYMEHTOB. [loAroroBka |10KyMEHTOB,
UCIIOJIHEHHBIX ~ JOKYMEHTOB K  apXWMBHOMY |TECTUPOBAaHME
xpanenuto. [lepenaya nen B apxuB. Ilomemenue |(T)

BEJJOMCTBEHHOT'O apxuBa OpraHM3aI|u.
MartepuanbHo-TeXHUYeCKasi 6a3a apXHUBOB.
XpaHeHHe JOKYMEHTOB B 3JIEKTPOHHOU (opMe.




14.

[TonsiTve «DNEKTPOHHOE IPABUTEILCTBO»: €TI0
3Ha4YeHUe, IPUHLUIIBI IOCTPOCHUS U BHEJPEHHUSL.

DNEeKTpOHHOE
IIPABUTENIBCTBO

TECTUPOBAHUE

(T)

NuTterpupoBanHOE JIEKTPOHHOE MTPABUTEILCTBO
Poccun. Opranuzanus MexBe0MCTBEHHOTO
AIIEKTPOHHOTO JOKYMEHTO000POTa MEXKTY
OpraHamu rocyJ1apCTBEHHOM BiiacTu Poccuiickoin
denepanuu

2.3.4 IlpumepHasi TeMAaTHKA KyPCOBBIX padoT (IPOEKTOB) — He MPeAyCMOTPEHA
2.4 llepeyeHb yueOHO-MeTOAUYECKOT0 00ecneyeH s JAJIs1 CAMOCTOATEIbHOM padoThI
00y4aonuXxcs Mo JUCHHUIUIHHE (MOTYJII0)

HepequL y‘le6HO-MeTO,Z[I/I‘ICCKOFO obecrieyeHus JAUCHUITIIMHBI

Ne Bun CPC T10 BBIMIOJIHEHUIO CAMOCTOSITETILHON paboThI

1 2 3

1 |[Ipopabotka Mertoanyeckne yKa3aHUs IO OPTaHU3AIMH CAMOCTOSTEIHLHOU
TEOPETUYECKOTO paboThl CTYIEHTOB MO HampaBieHuto mnoarotoBku 38.03.04
Matepuaia (moarotoka |['ocymapcTBeHHOE U MyHUITUTIIAIBHOE YIIPAaBICHHUE (TIPOTOKOI
K npoosieMHbIM [Ne 10 ot 10.04.2018 1.)
ceMHUHapam)

2 |I[loxroroBka MeTtoauueckre yka3zaHUs MO OPraHU3alllud CaMOCTOSTEIbHOM
UHUBUAYaJIbHbBIX paboThl CTYJEHTOB IO HampaBieHuto mnoarotoBku 38.03.04
3amanuil  (mpeseHranyii, |l ocygapcTBeHHOE U MYHHUIIMIIATBLHOE yIIpaBiIeHHEe (TPOTOKOI
co0O0IIeHNUH) Ne 10 o1 10.04.2018 1.)

3 [lloaroroBka k|MeTonuyeckue yKazaHHs IO OPTraHU3AIMH CaMOCTOSTENbHOM
TECTUPOBAHUIO 110 [pabOThl CTYJEHTOB 110 HampaBieHuto mnoarotoBku 38.03.04
yuyeOHOMY  MaTepHany|['ocyaapcTBEHHOE M MyHHIIUITATBHOE YIIpaBiIeHUe (TIPOTOKOI
JTUCHUIIINHBI No 10 ot 10.04.2018 1.)

VY4eOHO-METOANYECKHE

MaTepuaibl JJisi CaMOCTOSTEIBHON pPabOThl 00yYarolmUXCs U3

4KCJIa UHBAIM/IOB U JIUL C OTPAaHUYEHHBIMU BO3MOXKHOCTAMU 370p0oBbs (OB3) npenocrasisitoTcst
B (hopMax, aJanTUPOBAHHBIX K OTPAHMUYEHUSAM UX 30POBBS U BOCIIPHUATHS UHPOPMALIUH:

Jlis i1 ¢ HapylIEHUsIMH 3pEHHUS:

— B IIe4YaTHOU (popme yBeTMUEHHBIM HIPUPTOM,

— B (popMe >IIEKTPOHHOT'O IOKYMEHTA,

Jlis i1t ¢ HapyLIeHUsIMU CiTyXa:

— B 1e4aTHoM (opme,

— B (popMe PIIEKTPOHHOIO TOKYMEHTA.
Jnist a1 ¢ HapyIIEHUSIMH OTIOPHO-/IBUTATENIBHOTO amnmapara:

— B IIeYaTHOU opme,

— B JopMe DIIEKTPOHHOTO IOKYMEHTA,
HaHHBIfI MEPCUCHb MOXKET OBITH KOHKPETU3UPOBAH B 3aBUCHUMOCTHU OT KOHTUHI'CHTA
00ydaromuxcsl.

3. O6pa3oBaTe/ibHbIE TEXHOJIOTHH.

B mpenonaBanum kypca

HCIIOJIB3YIOTCA COBPECMCHHBIC 06p3.30BaTeJIBHBIC TCXHOJIOTHH

- My.TII:THMe)IHﬁHBIe JICKIIUHA C DJICMCHTAMU JUCKYCCUU,
- "H(OpPMAIIMOHHO-KOMMYHUKATHBHBIE TEXHOJIOTHU;

- MICCIIEZIOBATEIbCKUAE METOIBI B O0YUCHUH;

- mpobaeMHoe oOyueHHe.




KonnuecTtBo yacos
Ne HamMenosanne pa3nenos (Tem) Beero HnTep.
qachbl
1 2 3 4

1 Beenenune B qucuuminHy «OCHOBBI 6 5
JICIIOTIPOU3BOJICTBA U JOKYMEHTOO0OPOTa)»

5 3akoHOJaTeNbHAS 1 HOPMATUBHO-METOINYCCKAS 5 9
OCHOBA JICTIOTIPOU3BOJICTBA

3 JIOKyMeHTBI: Kilaccu(ukanus, CTpykTypa, TpeOGoBaHuUsS 6 4
K 0 OPMIICHHIO.

4 OdopmieHre opraHu3aluOHHO-PACTIOPSIUTEITBHON 1 6 9
MH()OPMAIIMOHHO-CITPABOYHON JOKYMEHTAITHH.

5 OdopMmieHre TOKyMEHTAIUU TI0 TUYHOMY COCTaBY 6 2

6 Odopmnenne koppecronaeHInd. CTPyKTypa JeIOBBIX 9 4
HCEM.

7 Odopmienre JOroBOpHOM JOKYMEHTAIUH. 2 2

8 Tumnossie 1 yHUPHUIHPOBAHHBIE POPMBI TOKYMEHTOB. 2 2

9 Opranuzanus paboTsl ¢ KOH(PUIEHITUATBHBIMU 4 9
JOKYMEHTaMu

10 |DopMsl perucTpanuu JOKyMEHTOB 4 2

11  |Opranuzauus npuema rpaxiaat 4 4

12 |ABromaTuzamnus AeIONPOU3BOICTBA 4 2

13 [[Topsimok mepenavu el B apXuB 4 2

14  |DnexkTpoHHOE MPaBUTEIHCTBO 2 4
Hmoeo no oucyuniune: 54 36

B yuebHOM mporecce UCTIONb3YIOTCS aKTUBHbBIE U MHTEPAKTUBHBIE (DOPMBI IPOBEIEHUS
3aHATHUM.

Ha srame u3ydeHus mnepBbIX [BYX pas3elioB, KOTOpbIE HOCAT B OOJbIlIEH CTENEHU
TEOPETUYECKHI XapaKTep HCIONb3YIOTCS TPYNIOBbIE M CAMOCTOSTENIbHBIE (OPMBI paboTHI,
HamnpaBJICHHbIE Ha OCMBICIEHHE CJIOXHBIX HECTPYKTYPHUPOBAaHHBIX MpoOJeM MpenMeTa
oOyudeHusi, (QopMUpOBaHHE COOCTBEHHOM AapryMEHTHUPOBAHHON MMO3UIUU 1O MNPOOIEMHBIM
acreKkTaM M3y4yaeMoil TeMbl. 371ech UCIIOIb3YETCs Takhe 00pa30BaTeNIbHbIE TEXHOJIOIMH KaK

0 paboTa B MaJbIX Ipymnmnax/mapax no pa300opy KOHKPETHBIX CUTYaLHii;

0 JIEKLUS C DJIEMEHTAMH JUCKYCCHH;

[locnenyromme pasgenbl A pelIeHUs IOCTABIEHHBIX LelNed B paMKax ydeOHOM
JUCHUIUIMHBL TPEeOYIOT MCIONIb30BaHUS METOJIOB OOy4EHHUsl, HalpaBJICHHbIX Ha (HOpPMUPOBAHUE
YMEHMM ¥ HABBIKOB IOATOTOBKM JOKYMEHTOB pa3BIMYHBIX BHUAOB. [[1s1 3TOro BHEApEHBI
cleayronme o0pa3oBaTesIbHbIe TEXHOIOTHH:

1. [TpoBenenune npoOIEMHOr0 CEMHHAapa, B paMKax KOTOPOTO CTYACHTHI PEIiaoT
IBYEIMHYIO 3a/ady: a) IMOJy4yaroT 3HAaHUS MO OdYepenHol Teme ydeOHoro moayns; ©0)
aJIaNTUPYIOT UX K CTPYKTYpe Y4eOHOM AMCIUIIITNHBIL.

2. AHaJIUTHYECKHE TEXHOJIOIMH 3aKOHOATeNbCTBA 00 OCHOBAX JIEJIONPOU3BOJICTBA U
JOKYMEHTOO00pOTa M 3KCIEPTU3bl JOKYMEHTOB SBIAIOTCS, C OJHONW CTOPOHBI, YHUKAJIbHBIMU
JUIS TaHHOTO y4eOHOro Kypca MHTEPAaKTHUBHBIMU OOpa30BaTEIbHBIMU TE€XHOJIOTHSIMH, B OCHOBE
KOTOpBIX JIEKUT METOJl aHalIu3a JOKyMEHTOB; C JIPYrod, COCTaBHON 4YacThIO INPAKTUYECKOM
NS TeIbHOCTH, CBSI3aHHOW C JIMAarHOCTUKOHM JIOKYMEHTOB, OOECIEUMBAIOIIUX YIPABICHYECKYIO
NesITeNIbHOCTh. B Kypce Hcronb3yroTest UHIUBUAYalbHble TUChbMEHHbBIE 3aaHUS.

3. Pa3paboTka u mpe3eHTanus KOUIEKTUBHBIX WH(OPMallMOHHO-aHAIUTUYECKUX

MPOEKTOB ««Mojienu peanu3aluu JIeIONPOU3BOJCTBA M JOKYMEHTOOOOPOTa» MO3BOJISIFOT
CTPYKTYypUpOBaTh WHAUBUIYAJIbHYIO JESATEIBHOCTh IO NHCbMEHHBIM 3aJaHusiM. OCHOBHbBIE
3a/layM Mpe3eHTaluN Kak yueOHoU (popmbl cBOAATCA K (POPMHUPOBAHUIO MPAKTUUECKUX YMEHUN
KOHILEHTPHUPOBAHHOTO U3JI0XKEHUS U MTPE3EHTAIMH BU3yaJbHBIX MaTepHalIoB B popMmaTe
«PowerPoint» pe3ysbTaToB, MOJYYEHHBIX B X0/1€ aHATUTHICCKON paOOTHI.

4. WuauBuayanbHble W TPYIIOBBIE KOHCYJIbTAIlUH. NnnuBuayanbHbie



KOHCYJIbTAI[UU MPOBOJISATCS pa3 B HEACIIO MOCIe YUYEOHBIX 3aHATHI MOCPEACTBOM MPEIMETHOTO
auanora  mpemojaBaTeNis ¢ OOyJammHuMcS 1O  Pa3iMuHBIM  COACPKATENBHBIM |
OpraHU3allMOHHBIM BOINPOCAaM Y4eOHOro MOAyist. ['pynmoBble KOHCYJIbTAIlMU TTO3BOJISIFOT
MpernoaBaTelio ONTHMH3UPOBATh KOMAHIHYIO PadOTy CTYIACHTOB MO PA3IUYHBIM MPOCKTHBIM
dhopmam yueOHOM NeITeTbHOCTH.

Jlist Wi ¢ OrpaHUYEHHBIMH BO3MOXKHOCTSIMH 37I0POBBSI IPEIYCMOTPEHA OpTaHU3aIHs
KOHCYJIbTAIIUi C UCIIOJIb30BAHUEM DJICKTPOHHON TIOUTHI.

4. OueHo4YHbIe CPeACTBA 1JIsl TEKYlIero KOHTPOJIsS yCIeBaeMOCTH U NPOMeKYTOYHOMI
aTTecTalMu.

4.1 OueHo4HbIe MaTePHAJIbI A/ TEKYIIEr0 KOHTPOJISA YCIIeBAEMOCTH

411. Bompochl A JUCKYCCHH B PaMKaX JEKIHUOHHBIX 3aHATHI M NMPOOJeMHBIX
CEeMHHAPOB.

JluckyccHOHHBIe BONpochbl Mo TeMe <«/lOKyMeHTBI: KJaccu(UKanus, CTPYKTYpa,
TpeOOBaHMs K 0(pOPMIICHUIO)

1. IlonsTue o kjnaccupukanuu JOKyMEHTOB. COOTHOIIEHHE BHUAOBOM M TUIOJOTMYECKOU
KJ1accu(UKALUU TOKYMEHTOB.

2. Buapl JOKyMEHTOB: OpraHM3alMOHHBIC, PpACHOPSIUTENbHbIE, WH(POPMALMOHHO-
cripaBoyHble. TUMOIOrMYecKas KilacCu(uKaus.

3. braHKM JOKYMEHTOB: BHIBI OJIAHKOB M TOPSIOK PACIIONIOKEHUSI PEKBU3UTOB B OJIaHKE
(YrioBoe M LIEHTPOBAHHOE), UCII0JIb30BaHKHE OJIAHKOB ¢ H300pakeHUEM rocy1apCTBEHHOro repoa
1 repba cyOnekTa deaeparuu.

4. TpeOoBaHUS K COCTaBJIEHUIO M OGOPMIIEHUIO JOKYMEHTOB. Dopmarbl OyMakKHBIX
JIOKYMEHTOB.

5. TpeboBaHHUsI K TEKCTY TOKYMEHTOB.

Ilepeuenv yacmu komnemeHyuy, NPOGEPAEMbIX OYEHOUHBIM CPEOCNBOM:

[IK-15 ymeHueM BecTM [JEJIONPOU3BOJACTBO M  JIOKyMEHTOOOOpOT B  OpraHax
rocygapcTBeHHoil Biacth Poccuiickoin @exepannu, opraHax TOCYJapCTBEHHOM BIIACTH
cyobekToB Poccuiickoit denepannn, opraHax MECTHOTO CaMOYIIPaBIIEHUs, FOCYIapCTBEHHBIX U
MYHULUTATBHBIX TPEANPHATHIX U YIPESKICHUAX, HAYIHBIX U 00pa30BaTEIbHBIX OpraHU3aIlHsX,
MOJUTUYECKUX MapTHsIX, OOLIECTBEHHO-MOJUTUYECKHX, KOMMEPYECKMX M HEKOMMEPUYECKUX
OpraHM3aIusIX

Kpumepuu oyenxu:

«YIOBJIETBOPUTEIBHO» - CTYJIEHT MMeeT (pparMeHTapHbIE NMPEACTABICHUS O COJEPKAHUU
3asiBJIEHHON TeMbI MpPOOJIEMHOIO CEMHHapa, YaCTUYHO OCBOWJ MOHSATUHHO-KaTEropuallbHbII
arnrnapar;

«XOpOILIO» - CTYJIEHT JAEMOHCTPUPYET OOIIMe 3HAHUS IO 3asBJIECHHOW TeMe MPOOJIEMHOro
CeMHHapa, yMeeT yCTaHABJIMBATh CBSA3U MEXKJy TEOPETHUECKUMH MOHATHIMU U SMIMPUYECKUMHU
¢bakTamu;

«OTIIMYHO» - CTYJAEHT JIEMOHCTPUPYET CHCTEMHBIE 3HAHHUS TIO 3asBIEHHOH Teme
MpOOJIEMHOT0 CEMHHApa, YMEeT YCTaHaBIMBATh CBSI3U MEXJy TEOPETUYECKUMHU MOHATHUAMU U
SMIIUPUYECKUMH (PaKTaMu, POpPMYyIHpYEeT aHATUTHUECKHUE 0O0OIEHHS U BBIBO/IBI.

412. HNnauBuayajibHOEe MACHMEHHOE 3a/]aHHe, HAPaBJeHHOe Ha (JopMUpPOBaHUE
HABBIKOB NIOJArOTOBKH HH(OPMAILIHOHHBIX 0030POB.
«TexHoJI0rMs MOATOTOBKH HH(POPMALMOHHOI0 0030pa 10 MPO00JIeMATHKE).

OcHoBanus Bunast 0630poB
JeJIeHUs

DYHKIHOHAIBHOE
Ha3zHa4yeHHe (IIpeaMeT
aHaan3a)




XapakTtep paccMaTpUBaEMbIX
BOIIPOCOB

LleneBoe HAa3HAUCHHE

[ToTpeburensckoe
Ha3HAYCHHE

Ilepeuensv yacmu KomnemeHyul, NPOBEPIEMbIX OYEHOUHBIM CPEOCBOM:

I[IK-15 — yMeHweM BeCTH JEJONPOU3BOJCTBO M JOKYMEHTOOOOPOT B OpraHax
rocygapcrBeHHo Biactu  Poccuiickoir  ®@enepanuu, opraHax IOCYJapCTBEHHOM BIIACTH
cyonekToB Poccuiickoit denepannn, opraHax MECTHOIO CaMOYIIPaBJIEHUs, TOCYJapCTBEHHBIX U
MYHULUNATBHBIX TPEANPUATHIX U YUPESKICHUAX, HAYUHBIX U 00pa30oBaTelbHbIX OpraHU3alusiXx,
MOJINTUYECKUX MapTUSX, OOIIECTBEHHO-MOIUTUYECKUX, KOMMEPUECKHX U HEKOMMEpPYECKHX
OpraHM3aLUaX

Kpumepuu oyenxu:

«YAOBJIETBOPUTENILHOY» - CTYIGHT UMeEeT (pparMeHTapHbIE MPEICTaBIECHUS O COACP)KaHUU
TEXHOJIOTUH MOATOTOBKH MH(POPMAIIMOHHBIX 0030pOB;

«XOpOUIO» - CTYIEHT HMeeT OOIIMe TMpPeICTaBIeHUsI O COJEPKaHUM TEXHOJIOTUU
MOATOTOBKHU MH(OPMAIIMOHHBIX 0030pOB, OCBOWJ MOHATUHHO-KaTerOpuaibHbIN anmapaT, yMeeT
yCTaHaBJIMBATh CBSI3M MEX/1y COCTAaBHBIMU YaCTsIMH WH(OPMAIIMOHHOTO 0030pa;

«OTIIMYHO» - CTYJEHT UMEET CHUCTEMHBIE IPEACTABICHHUSA O COJIEPKAHUU TEXHOJIOIMHU
MOJITOTOBKM WH(OPMAIIMOHHBIX 0030pOB, OCBOMJI MOHATUIHO-KAaTerOpHaIbHBIN anmapar, yMeeT
YCTaHABIIMBATh CBSI3U MEXAY COCTaBHBIMHU YacTSIMH HH(POPMAIMOHHOTO 0030pa, GpopMyIupyeT
aHaJIUTHUYECKHe 0000IIEHNS U BBIBOJIBI.

4.13. MoaroroBka coo01IeHNI U MPe3eHTAUI 10 Y4eOHOH JUCHHIIIHHE
Coobuenue «INEKTPOHHOE MPABUTEIBCTBO»: €r0 3HAYCHHUE, MPUHLUIIBI TOCTPOCHUS U
BHeApeHUsA. VIHTErpupoBaHHOE  AJIEKTPOHHOE  MpaBUTENbCTBO  Poccun.  Opranuzanus
MEXXBEJIOMCTBEHHOTO 3JIEKTPOHHOTO JOKYMEHTO00OpPOTa MEXIAYy OpraHaMH TOCYJapCTBEHHOM
Bracti Poccuiickoit ®enepanuu» JOMKHO COIEpKaTh aHaIU3 TPAKTHKH paboOThl €
JOKYMEHTaMH, OIMCAHUE UX CTPYKTYPHBIX U (DYHKIIMOHAIBHBIX OCOOCHHOCTEH, a TaKKe OLICHKY
ux 3G HEeKTUBHOCTH.



Anroputm paboThI:

1. TTouck muTepaTyphl U aHAIU3 JIUTEPATYPHl M HICTOYHUKOB 110 JJAHHOU TIpo0iemMe.

2. IlogroroBka cooOIeHNsS] B TUCBbMEHHOM BUJC WM MIpe3eHTanuu pedepara B TBOPUECKOM
(MpOOYKTHBHOW) mepepaboTKe, TJe TJIaBHOS BHHMAaHHUE YICNSCTCS HOBH3HE COJCPIKaHUS,
aHaJM3y €ro COLMAIBHOW LEHHOCTH C yYETOM YXK€ MMEIOUIMXCS JOCTHKCHUN B OINpeNeeHHON
o0acTy 3HaHUH.

Ilepeuens yacmu KomnemeHyul, NPOBEPIEMbIX OYEHOUHBIM CPEOCMBOM.

OIIK-4 — cnocoOHOCTBIO OCYIIECTBIIATH JICJIOBOE OOIICHHE M ITyOJIMYHBIC BBICTYIUICHUS,
BECTH IIEPErOBOPHI, COBELIAHMS, OCYILIECTBIATH JAEJOBYIO TMEPENUCKy U MOIICpPKUBATH
AJIEKTPOHHBIC KOMMYHHUKAIIUH.

[1IK-8 — crmocoGHOCTBIO MPUMEHSTHh WH(POPMAIIMOHHO-KOMMYHHKAIIMOHHbBIE TEXHOJIOTUU B
poeCCHOHATILHOM JISATEIILHOCTH C BUACHUEM HX B3aMMOCBSI3EH U MEPCIIEKTUB UCIIOIb30BaHUS

Kpumepuu oyenxu peghepama:

«YIOBJICTBOPUTEIILHOY» - COOOIIEHHE MPEICTABISET COO0H M3II0KEHUE PE3yIbTATOB TYKHUX
HCCIeI0BaHUM 0e3 caMOCTOSATEIbHON 00pabOTKH HCTOUHUKOB;

«XOpOIIO» - COOOILICHUE MPECTABIsIET OO0 CaMOCTOATENBHBIN aHAINU3 Pa3HOOOPa3HBIX
HAYYHBIX HCCJIECIOBAHUNA M DMIMPUYECKUX JAHHBIX, OJHAKO HE B IOJHOH Mepe OTpa)kaeT
TpeOoBaHus, COPMYJIMPOBAHHBIE K €TO U COACPIKAHUIO.

«OTJIMYHOY - B COOOIEHUH OTPAXKAIOTCS TaKue TPEOOBAHMS KaK aKTyaJIbHOCTh COJCPIKAHUS,
BBICOKMH TEOPETUYECCKHI YpPOBEHb, TINIyOMHA W TMOJIHOTAa (PAKTOPOB, SBJICHUH, MPOOIEM,
OTHOCALIMXCS K TeMe, WH(GOPMAIIMOHHAS HACHIIIEHHOCTh, HOBH3HA, OPUTHHAIBHOCTH
W3JIOKCHUS MaTepuaia; CTPYKTYpPHas OpPraHW30BaHHOCTh, OOOCHOBAaHHOCTh IPEUIOKEHUS U
BBIBOJIOB, CJICJIAHHBIX B COOOIICHUH/ TIPE3ECHTAIINH.

4.1.4 llpumepHbIe HHAMBUAYATbHbIEC 32JAHUSA

Cocmasumv u ogopmums npukazpl NnO OCHOGHOU OeamenbHOCMU, U Opyzue
pacnopaoumenbvHbvle 00OKYMEHMbl, HEOOX00UMbLE 6 OAHHBIX YNPACIEHUECKUX CUMYAUUAX:

Curyanus 1.

A.H.lIunos, npencenarens Poccuiickoro areHTCTBa MEXIyHAPOIHOTO COTPYIHUYECTBA U
pa3Butusa (rocyaapctBeHHas opranuzauus npu IIpasurensctBe P®), 24 ¢deBpans Tekymiero
roja INOPY4YWJ CTPYKTYPHBIM IOJAPA3ACICHUSAM areHTCTBA COBMECTHO C IIPEICTaBUTEISAMHU
I'ockomumymiectBa Poccum k 10 ampenst moAroToBUTh MPOEKT MHpOrpaMMbl MPUBICUYEHUS
WHOCTPAHHBIX MHBECTHIMM K IPOLECCY AKIUOHUPOBAHMSI TOCYJAPCTBEHHBIX IPEANPUATHI.
[Topyuenue ObuTO AaHO BO HcnonHeHue noctaHoBieHus [IpasutensctBa PO ot 24 ¢epans
Tekyniero roga Ne 246 ['aBHOMY ymnpaBiI€HHIO OTPAci€BbIX HHBECTHIMOHHBIX MPOTpamw,
['maBHOMY JOrOBOpPHO-TIPAaBOBOMY YINpaBiICHHIO U [J1aBHOMY yHpaBIEHUIO CTPATETMU H
MHBECTUPOBAHUS.

[Ipoekt mpuka3a npejcenaTens areHTCTBa ObUT 3aBU3UPOBAH €T0 MEPBBIM 3aMECTUTENIEM
J.H.DenopoBsIM U HauyaabHUKOM [ JIaBHOTO JOrOBOPHO-IIPaBOBOro yrpasieHus 1.B.MnpuHbIM.
KonTpo:s 3a ucnonnenueM npukasza osu1 BosnoxkeH Ha J[.H.denoposa.

Curyanus 2.

JIMpeKTOp PEMOHTHO-3KCILTYyaTalluOHHOIO0 MyHUIIUNanbHoro ynpasiaeHus Ne 15 3oros M. T.
5 okTAOps TeKyIIero roja u3jaaji Npuka3 o MOJArOTOBKE K yOOpKe TEpPUTOpUN B 3UMHUMN MEPHO
TeKymero roga. ImaBuelii uHkeHep Hukomae Bb.B. x 15 oxTsa0ps 1omkeH MpoOBeCTH
3aKperyieHre youpaembIX TEPPUTOPUI 3a TEXHUKAMHU-CMOTPUTESIMU U IBOPHUKAMHU, COCTaBUTh
rpaduK ABYXCMEHHOU paboThl MO yOOpKE TPOTYyapoB U JABOPOBBIX TEPPUTOPHUH, pazpaboTaTh U
coryiacoBaTh B MpedeKType OKpyra IulaH YOOpKH TEeppUTOpUN C NpPUBICYEHHEM JIOJCH U
TEXHUKHU BEIOMCTBEHHBIX NPEANPUATUH, PACIIOI0KEHHBIX HA TEPPUTOPUHN OKpYTa.

[Ipuka3 u3gan Ha ocHOBaHMM mocTaHoBieHUs [IpaBuTenbcTBa MOCKBBI OT 8 CEHTAOPs
tekymero roga Ne 908 «O rotoBHOCTH ciIyk 0 TOpOACKOro Xo3sHcCTBa K yOOpKE TeppUTOPHil
r.MOCKBBI B 3UMHHUI IEPHOIY.

Curyanus 3.
OTtnenoM opraHu3aliOHHON U KaJIpoBOM paboThl Ynpasienus MunucrepcTBa roctTuiuu PO
o Pecriybnuke Kapenus B KOHIIE KaJIeHTaApHOTO roja Oblla COCTaBlieHa HOMEHKIIATypa JIel Ha



CIICAYIONIMNA KaJeHIApHBIH roj. 27 nexabps TEKyIIero roja HavYaJbHUKOM YIIPaBJICHUS
T.JL.WrnateeBOil ObLT W37aH M TOMANMHUCAH TPHKa3 00 YTBEP)KJIECHWU M BBEICHHHM B JCHCTBHE
HOMEHKJIaTypbl Jen ¢ | sHBaps cleAymoomero rojaa. PyKOBOAMTENSM CTPYKTYPHBIX
MoApa3ACICHU TPUKA30M MPEIUCHIBATIOCh (DOPMUPOBAHUE, UCIIOIH30BAHUE M XPAHCHHE JIENT B
COOTBETCTBHUH C pa3pabOTaHHOW HOMEHKIIATypoii aen. KOHTpobh 3a UCHIOTHEHHEM TpHKa3a ObLT
BO3JIOKEH Ha HaYaJIbHUKA OTJEIa OPTaHM3aIlMOHHON M KaJpoBoi paboThl XroHHHHEHA A.B.

Curyanus 4.

PykoBogutenem Komurera mo 3emenbHBIM pecypcaM MU 3eMileyCcTpoMcTBYy DenepaibHOM
ciryk0bl 3emenbHOro Kamactpa Poccum A.T.KowppamossiM 1 HOsOps Tekymiero rojma Obul
W3JlaH TpUKa3 O BBEICHUU YHU(DUUUPOBAHHBIX (OPM MEPBUYHOM YYETHOH OKyMEHTAlUU IO
yuery KazapoB. IIpuka3 wn3zmaBancsi B COOTBETCTBUM C IIOCTaHOBJIEHMEM [ OCynapCTBEHHOIO
komuTteTa 1Mo cratuctuke ot 06.04.2001 No 26 «OO0 yTBepkaeHHH YHUPUIIUPOBAHHBIX (HOPM
IIEPBUYHON YUYETHOM AOKYMEHTAlMM 10 YYETYy TpyAa U €ro OIIaThl» U C LEJIbI0 CO3/1aHus B
Komurere enunoil cucrembl KaapoBoid JokymeHTauuu. lIpukazoMm BBOOWIMCH B jeucTBHE C |
HOSIOpST TeKylero roaa Bce yHH(puuupoBaHHbIE (opmbl, Bomenmme B Ansbom YO/,
YTBEP>K/ICHHBIN BbIIICYKAa3aHHBIM [TIOCTAHOBJICHUEM.

[IpoekT npukasa 3aBU3MPOBANIU IOPUCKOHCYIBT TuiieHko M.A., HHCIEKTOp OT/Jesa KaJpoB

Kykosa T.II.
Ilepeuenv yacmu komnemeHyuly, NPOBEPAEMbIX OYEHOUHBIM CPEOCNBOM:
[IK-15 - VYmeHue BecTH [JEJIONPOU3BOJACTBO U JIOKYMEHTOOOOPOT B  OpraHax

rocygapcrBeHHoi Biactu  Poccuiickoin @enepanuu, opraHax TI'OCyJapCTBEHHOM —BIIACTH
cyobekToB Poccuiickoit denepanyn, opraHax MECTHOTO CaMOYIIpaBIIEHUs], FOCYJapCTBEHHbIX U
MYHULIUTATBHBIX TPEANPHATHAX U YUPSKIACHUAX, HAYIHBIX U 00pa30BaTEIbHBIX OPTaHU3AIMSIX,
MNOJUTUYECKUX MapTHsIX, OOLIECTBEHHO-NOJUTHUYECKHX, KOMMEPYECKMX M HEKOMMEPUYECKUX
OpraHu3alusax

Cocmasumv u  ogopmums  ciaysynceOnvle nucoma, HeoOX0O0UMble 6 OAHHBIX
YRPAGNEHUECKUX CUMYAUUAX:

Curyaunus 1.

JlemapTaMeHT TOIJICPKKH W Pa3BUTUA MaJoro MpeANpPUHUMATENHCTBA IMHCHMOM 3a
MOAMKCHI0 3aM.IUpeKTopa nenapramenta CepukoBa A.B. yBemomui pyKoOBOJCTBO JAETCKOTO
caga Ne 1586 0 TOM, 4TO B CBSI3M C Pa3BUTHEM NPEANPUHUMATEIHCTBA 3/IJaHUE JETCKOTO caja
JOJKHO OBITH MIepeaHo AJIs TEXHUYECKUX HYXK] JerapTaMeHTa.

Wcnomaurtenem BacuibeBoit 1o mopydeHuro qupektopa aerckoro caga Ne 1586 FOro-

3amagHoOro OKpY>KHOTO YIpaBieHMsI 00pa3oBaHus I'.MOCKBBI, pacHOJI0)KEHHOTO Ha INPOCIIEKTE
MuuypuHckom, oM 22 1.MOCKBBI, ObUIO COCTAaBJIEHO MHCbMO, aJPECOBAHHOE OTAENTY MHCEM
Mbpun MockBsl o agpecy: r.Mocksa, yi.TBepckas, 13, B KOTOpoM IUpeKTOp AeTcKkoro cajga Ne
1586 O.A.AOpamoBa mpocuia pa3oOpaTbCsi B JAaHHOM BOIPOCE, MOTHUBHPYS TE€M, 4YTO B
Ha3BaHHOM palOHE AETCKUX CaJ0B OCTAJIOCh MO M HE BCE JAETU MOTYT IOCEUIaTh JIETCKUE
JAOUIKOJIBHEBIC YUPCIKACHUS. ITnceMo OBLIO OTBETOM Ha HOJ'Iy‘—IGHHBIfI AOKYMCEHT OT )IenapTaMeHT.

Curyauus 2.

MOCKOBCKUH pPaTUOTEXHUYECKUN KOJUICIK WMEHM akajgemMuka A. A. Pacnerwna
MunucrepctBa oOpazoBanusi P® (Mocksa, yn. b.JlekaOpbckas, 5, 124000, ten.: 252-11-84,
dakc: 253-32-36) pazocman WHPOPMANMOHHBIE MHUChMa JUPEKTOpaM IIKOJ Topoja C
cooOmieHneM 00 OTKPHITUM B HOBOM Y4e€OHOM ToAy JIBYX (aKyJIbTETOB: COBPEMEHHBIE
nH(OPMAaLIMOHHBIE TEXHOJOTUU U IopuanYecKui. B muceMe cooOmjanoch Takke O TOM, 4TO
IpaBUjIa IpUeMa Ha yka3aHHbIe (hakysibTeTsl oome. [InceMo ObLTO COCTaBIEHO MCTIOIHUTEIEM
CremanoBoii u moanucano gupexropom JI.b.MapteiHtokom 15 MapTa Tekytiero roja.

Curyanus 3.
Ucnonuutenem M. HO. IlonsikoBoi o MOpy4YEeHHIO HadallbHUKa oTAena mapketunra OAO
«Toprmorpedcoro3» (r.Mocksa, Jlecnas yin., n.18, 117123, Ten./dakc. 234-56-00, OKIIO



87654321, OI'PH 1234567890098, MHH/KIIII 09876543321/123456789) B.A.KomapoBa ObL10
cocraBieHo mucbMo B aapec OO0 «/lemo», TexHuueckoMy aupekTopy A.M.MsrkoBy 00
OTIIpaBKE JOKYMEHTAllMu cleaymolero conaepkanus: «Hanpasisgem HeoOxonumele Bam
JOKYMEHTBI, cojepxkale HHGPOpMAaLMI0O O ILE€He KOMIUIEKTa HayYHO-TeXHHYECKOH
AOKYMCHTAllUKM Ha XOJOJUJIBHOC OGOpYI[OBaHI/Ie. Hpe):[ﬂar acM  BbICJIaTb  TCXHUUYCCKYIO
JOKYMEHTALlMI0 Ha 3apyOeXHble aHAJOIM XOJIOAWIBHOTO oOopynoBanus. llpum npunATHH
MOJIOKUTEIPHOTO ~ pEeHIeHusT O  3aKynke o0opyaoBaHus mpocuMm Bac  HampaBuTh
COOTBETCTBYIOLIEE MUCbMO pyKoBoauTento otaena cobita HaymoBy C.IL.». JlaHHBIM mHCEMOM
coIpoBOKAaIach cnenudukanus Ha 28 1. B 1 9K3.

Ilepeuensv yacmu komnemeHyuy, NPOBEPIEMbIX OYEHOUHBIM CPEOCNBOM:

[1IK — 8 — cnocoOHOCTBIO IPUMEHSTH WH(POPMALMOHHO-KOMMYHHUKALIMOHHBIE TEXHOJIOTHH
B IpOo(pecCUOHANbHOW JESTENbHOCTH C BHIEHMEM HX B3aUMOCBS3€ll M IEpCIEKTUB
HCII0JIb30BAHUS

IIK-15 - VYmeHue BecTH [JE€JIONPOM3BOJACTBO M JIOKYMEHTOOOOPOT B OpraHax
rocygapctBeHHoil Biacth  Poccuiickoir ®enepanmu, OpraHax roOCyJapCTBEHHOM —BJIACTH
cyobektoB Poccuiickoit denepanyy, opraHax MECTHOTO CaMOYTPABJIEHUs, IOCY1apCTBEHHBIX U
MYHUIUTATBHBIX TPEANPHUATHIX U YIPSKICHUAX, HAYIHBIX U 00pa30BaTEIbHBIX OpPraHU3aINsiX,
MNOJUTUYECKUX NapTHsIX, OOLIECTBEHHO-NOJUTUYECKHX, KOMMEPYECKHMX U HEKOMMEPYECKHUX
OpraHu3anusx.

Cocmaeums u oghopmums 00K1a0HbBIE, U 0OBACHUMEIbHBIE 3ANUCKU, HEOOX00UMbLE 8
CeOYIOMUX YRPABICHUECKUX CUMYAUUAX:

Curyanus 1.

3amecturens HavyaibHuKa [Ipom3BoacTBeHHOro oObeaAMHEHUs «MOCKOBCKas TOpOJCKas
tenedonnas cerb» (MI'TC) MunucrepctBa cBsizu PO M.N.Jly0oB oOpatuics K Ha4aJbHUKY
CMELUANBbHOTO YIHpaBieHUs TenepOHHOW CBsA3M Toro e MuHucrepctBa [.C.AkceHOBY ¢
JOKJIaTHOM 3aIIUCKOM O BBIJIEJICHUH NPSMBIX MPOBOJOB U Ha3HAYEHUU TeJe(POHHBIX HOMEPOB Ha
JOroBopHOW ocHoBe. B noxmagnoit 3ammcke M.M.JlyOoB coobman o TOM, 4TO B CEHTSOpe
Tekymero roga ooweauHeHueM (MITC) OblTM MOATOTOBIEHBI W COTrJacoBaHbl C [J1aBHBIM
IUTaHOBO-(D)MHAHCOBBIM ~ ympaBieHueM MuHuctepcTBa cBsizu P® 10roBopbl ¢ HOBBIMH
aboHeHTamH. [111g BKIIIOUEHUS yKa3aHHBIX aDOHEHTOB B ceTh nepefaun AaHHbIx « MHpoTem» ¢ 1



neKadps TEeKyIIEero rojia HeoOX0IMMO BBIJENIEHNE IPSIMBIX TPOBOJOB. B cBsi3u ¢ aTum r-H Jly6oB
BBIIBUHYJI IIPEJIOKEHHE O BBIICTICHUH IPSIMBIX MPOBOJIOB U Ha3HAYEHHUH TeJIe(OHHBIX HOMEPOB
Ha JIOTOBOPHOW OCHOBE YKa3aHHbIM aOoHeHTam. JlokmamHast 3amucka Oblla COCTaBlieHA
ucnionauTesneMm OproBoit u noanucana M..Jly6oBeiM 12 HOSIOpst TeKyIero roja.

Curyanus 2.

Kypeep 3A0 «Papma» C.C.CoMOB peryysipHO omasablBal Ha paboTy, YeM Hapymial
TPYAOBYIO JUCIUIUINHY. 3aBeayromas kanuenspueil 1.B.lllymununa HeOqHOKpaTHO zienaia emy
3amedanus (B yCTHOU ¢opme), a 12 HIOHS TEKylIero rojaa Obljia BBIHYXICHA OOpAaTUTHCS C
JTaHHbIM BompocoM Kk ['enepasibHoMy aupektopy A.B.CenoBy ¢ A0KIagHON 3alMCKOM, B
KOTOPO#1 Mpocuiia MpuHATh Mepbl TucuuiuinHapHoro xapakrepa k C.C.ComoBy.

Curyauus 3.

PykoBomurens otmena HoBbix mnpoektoB O.B.TokapeBa oOparunace k ['enepanHomy
mupektopy OOO «Macrtep» r-uy A./[[.MeBneBy ¢ AOKIaAHON 3amHCKOW O HEOOXOAMMOCTH
YBEJIMUYEHUS IITaTHOM uyuciieHHOCTH oTxaena. B noxnannoil 3anucke O.B.Tokapesa coobiana o
TOM, YTO B HACTOsAIIEEe BPeMs sl yCIEIIHOW pabOThl areHTCTBa HEOOXOANMO yBeIHUeHUEe 0a3bl
JaHHBIX O MOTEHUUAIbHBIX KiueHTaX. Ilo ee MHeHMIO, OAHMM U3 HamboJjee peallbHbIX MyTeu
pacmupenusi 6a3bl JaHHBIX SBISETCS MOCTOSHHBIN aHAIM3 CPEICTB MAaccOBOM MH(oOpMaluu, B
YaCTHOCTH IIpecchl (MHpopMalys 0 Haubojee KPYIHbIX KIMEHTaX areHTCTBA Oblia MOJIyYeHa U3
aHAJIMTUYECKOTO KypHasa «DKcrepT»). B cBsi3u ¢ Tem, 4TO OT/AEN B €ro HacTosmeM cocrase (5
COTPYJIHUKOB) HE MMEET BO3MOXXHOCTH OpPraHHU30BATh IMOAPOOHOE HM3yUEHUE AHATUTHYECKHX
uznanuii, O.B.TokapeBa cumrtaer ueiaecooOpa3HbBIM BBECTHM B IITAT OTAENa JBE JOJKHOCTH
MEHEKEPOB I U3YUEHHUSI M aHaIM3a [PECCHI C LENIbIO BBISBICHUS MMOTEHIIMAIbHBIX KIIMEHTOB,
a TaKXke MOJArOTOBKM oOmepaTUBHOW HH(oOpMmanmu o moyiokeHuu Ha poiHke CMU B dopme
€XKEHEJeNbHbIX 0T4eTOB. B pokmagHoi 3ammcke TokapeBa Mpeasiokuia Ha 3TU JOHKHOCTH
mo00paTh COTPYIHUKOB U3 UKCIA CTYACHTOB 4-5 KypcoB (akynbrera xKypHanuctuka MI'Y ummn
IIKOJIbI pEKJIaMBbl.

Curyauus 4.

B VBaHoBckoii 00y1acTH CIOXKHIJIOCH KpaHE HaIpsHKEHHOE TIOJI0OKEHHE C TOPTOBIEH
IIPOMBIIIJICHHBIMA TOBapaMH U, B YaCTHOCTHU, MEOEIBIO.

B 12 u3 15 paiioHOB TOproBiis MeO€ibl0 BEIETCS B HEMPUCIIOCOOJIEHHBIX MOMEIICHHUSX,
JUIIEHHBIX HE00X0AUMMOTro 000pY/I0BAHNUS, HE UMEIOIUX HOPMAJIbHBIX MOJIBE3AHBIX MyTEH.

Jnia pazpeuieHuss AaHHOM NpoOJieMbl K PYKOBOJAUTENIO aJMUHUCTpauuu VIBaHOBCKOM
obmactu II. U. ITlonexaeBy oOpaTuiics HadaldbHUK YIPaBICHHUS TOPIOBIM AIMHHHUCTPALUH
Nanosckoit obmactu K. JI. TapacoB. B mokmagHO# 3amMcke B CBS3UM C HEOOXOIUMOCTHIO
CO3JIaHMs YCJIOBUHM, OTBEYAIOUIMX TPEOOBAHUSAM OpPraHM3ALMU TOProBiIM Mebenbio, TapacoB
MpOCWJ JlaTh yKa3aHUs PYKOBOAMTENSM aJMMHHMCTPAIM COOTBETCTBYIOIIMX pAHOHOB O
MIPEJOCTaBICHUH JUIs TOPTOBIIM MeOENbI0 MOMEUIeHUH, OTBEYAIOIIMX YCTAHOBICHHBIM HOPMAaM.

Cocmasums u oghopmums npomokonvi, HeodXooumvle 6 caeOYIOUUX YNPAGIEHYECKUX
cumyauuu:

Curyanus 1.

Hupekuss OO0 «Actpes» (Canxt-IletepOypr) 12.08.200 r. mpoBeno cBoe odeperHoe
3acemanne, Ha KoTopom mnpucyTcTBoBaimu BoctpskoB C.T., Crymues I1.J[., Jlebener .M.,
Awntonos [1LJI., Illentynosa B.I'., Tumodeer A.A., Ctynosa M.1.

Ha 3acemanum ob6cy»xmaiock aBa BOMpoca: O Xoje pekiamHoi kammanuu B I kBaptane
200.r. u 0 mepexo/ie Ha HOBYIO CHCTEMY BBIIIJIATHI TPEMHUAIbHBIX.



[To mepBOMYy BOTIpOCY ciyIIaiyd cooOIeHrne HavyalbHUKa oTaena pekiambl Bocrpsikoa C.T.,
TEKCT cooOIIeHus KOoToporo ObuT Tiepenan cekperapro 3acenanus H.Jl.benosoii. Ilo aTomy xe
BOMPOCY BBICTYNWI (pruHAHCOBBIA AupekTop TumodeeB A.A., KOTOPBI 0J00pUT YBEIHUYCHHE
pacxo10B Ha HapyxkHyto pekiaamy B LI kBaprane 200 r. Ha 5%.

ITo BTOpomy Bompocy crenain coodmenue CtynoB M.U. u TekcT cooOIIeHns TakxKe mepea
cekperapio. [lo nanHomy >xe Borpocy BbICTynuiau AHToHOB I1.JI., HaYanbHUK OTAENa KaapoB, U
Jlebenes M.M., nupekrop mo mpomaxkam. I[lepBelii 0m00pHJI HOBYIO CHCTEMY BBIIUIATHI
MpEMUATIBHBIX M PEKOMEHIOBAJI TMOJATOTOBUTH HeoOxomumbie mokyMeHTHl k 01.09.200_ .
Bropoii mpemioxun nopaboTaTh HOBYIO CHCTEMY BBIIUIATHI MPEMHUAIBHBIX M PEKOMEHIOBAI
IIPOBECTH TOJIOCOBAHKE 10 TaHHOMY BOIIPOCY Ha 00I1IeM coOOpaHUM TPYIOBOTO KOJIJICKTUBA.

B wutore 3acemanusi ObUTM TPUHATHI clieAyomue pemeHus: 1. OgoOputek paboTy otaena
peknamsbl B 111 kBaptasie 200 r. 2. [IpoBectu ob11ee coOpanue TPya0BOro KOJIJIEKTHBA 110
BONIPOCY O TIepexoJe Ha HOBYI CHCTeMy BbIIUIaThl mnpemuanbHbix 15.08.200_ r.
OTBeTCTBEHHBIM 32 MOJITOTOBKY cOOpaHus Obliia Ha3HaueHa 3aB.kaHuenspuei Lllentynosa B.I'.

Co6panue Ben npenaceaarens O.A.PymsHIes.

Curyanus 2.

3A0 «I'pana-M» (Mocksa) 05.03.200_r. mposeno 3acemanue CoBeTa TUPEKTOPOB, Ha
KOTOpPOM IpucyTcTBOBaiu ciuenyrommue wiensl Cosera: Ilonos W.I1., MBanoB U.U., Cunopos
C.C., YcrunoBa V.VY., ®enopoB @.®. B cBsi3u ¢ HanuuueM KBopyMa 3acefaHue Obulo IPU3HAHO
npaBoMo4HbIM. Ha 3acemanue BBIHOCWICS BOHpPOC 00 ONpEAEICHUHM PHIHOYHON CTOMMOCTH
pa3MeniaeMbIX OOILECTBOM JIONOJHUTENbHbIX akuuil. [lo naHHOMY Bompocy 3acimylianu
®enopoa D.D., KOTOPHIA NPEIIOKWI ONPENEIUTh PHIHOYHYIO CTOMMOCTb pPa3MEIaeMBbIX
O0IIECTBOM aKIMW TyTEeM 3aKPBITON IMOJIMUCKU JOTOJHUTEIBHBIX akiuid B pasmepe 10 000
(necsitu ThICSY) pyO. 3a akuMiO. 3aceJaHue MOCTAHOBHWIIO YTBEPIUTh HpeiokeHue denoposa
@.D., Tak KaK IpH TOJIOCOBAHUH «3A» OBUIO OTAAHO AT TOJIOCOB, MPOTOJIOCOBABIINX
«[TPOTUB» u «BO3AEPXXABUINXCS» He Obu10. Pemenue npuHATO €JMHOTIACHO. 3aceqaHne
Bexn npencenarens 1.1 .ITonos. IIpoTokon noarorosnen cexperapem WN.I1.IIeTrpoBbim.

Curyanus 3.

Cotpyanuku Oyxrantepun OAO «KBaHT» npoBenu 3aceraHue MO BONPOCY COKpAIICHUS
CpOKa coCTaBJIeHUs rojnoBoro oryera 3a 200 r., Ha KOTOpPOM MpPUCYTCTBOBaiIO 6 yenoBek. C
coobmieHueM BeicTynia Oyxrantep CypkoBa A.M., KoTopas OTMETHIIA, YTO PAOOTHUKH TPYTIIIBI
ydeTa UMEIOT BCE BO3MOXKHOCTH Ul 3HAYUTEIBLHOTO COKPALIEHHs CPOKA COCTaBJIEHUS T'OJA0BOTO
oTyeTa, U 4TO roaoBoil order 3a 200_r. MOXeT ObITH MpEJICTaBIeH IPyNHoW yuyera Ha 3 JHSA
paHbllle YCTAaHOBJIEHHOI'O CPOKA.

B o6cyxnenun npanHoro Bompoca Beictynwid E.H.KpotoB, rnmaBHbiii Oyxrantep, u
I".A.llly6una, 6yxrantep. KpoToB coo0mui o TOM, 4TO UM pa3paboTaH HOBBIN IpaduK paboT MO
COCTaBJICHUIO T'OJIOBOTO OTYETa, MPU YCJIOBUU BBIMOJHEHUS KOTOPOTO BCEMHU pabOTHUKAMU
IpyNIbl y4eTa, TOJ0BOM OTUET MOXKHO COCTaBUTh U CaTh Ha 4 JHS PaHbILIE YCTAHOBIEHHOIO
cpoka. ' A.lllyOuHa oTMeTHsa, YTO JOCPOYHOE MpEACTaBICHHE rojoBoro ordera 3a 200_T.
ABIISICTCS TOYETHOM M OTBETCTBEHHOM 3amaueil paOOTHHUKOB OyXrajTepHH, M 4YTO KOJIJIEKTHB
OyXrajTepuu MOXET COCTaBUTh TI'OJIOBOM OTYET paHblle CpPOKa, €Clid Bce pabOTHUKH OyayT
BBINOJIHATH YIUIOTHEHHBIN Tpaduk paboThl.

B wurtore 3acemanus ObUTO pEIIEHO MPEACTAaBUTH T0/I0BOM oTyeT 3a 200 T. Ha YeThIpe JHA
paHbllle yCTaHOBJIEHHOro cpoka, T.e. 00.00.200_r. u mpoBecTH aHalW3 rOAOBOTO OTYETa C
LIEJIbIO BBISIBIICHUSI PE3€pBOB, HEOOXOAMMBIX JJIsi YCHEUIHOTO BBIMOMHEHMs IuiaHa 3a 200 r.
3acenanue Bena npeaceaarens K.M.JIeBamosa, mporokonuposai cekperapb 1.B.XoMsKoB.

Cocmasums u ogopmume npuxazvl nHO JUYHOMY COCMABY, HEOOX00UMble 8 OAHHBIX
YRPAGIeHYeCKUX CUmyauusx.



Curyanus 1.

Brimmycknuna ¢akyneTera ympasieHus Poccuilckoro rocynapcTBEHHOrO T'yMaHHUTapHOTO
yHuBepcutera JlenncoBa TaThsiHa MuxaitioBHa 20 MO TEKYIIEro roja MOCTyNuiIa Ha paboTy
B Poccuiickoe areHTCTBO MeXAyHapogHOro coTpyaHuuecTBa U pa3Butus (PAMCuP) Bexymum
CHELUATUCTOM YTIPaBJICHUS AeIaMHi. ATEHTCTBO SIBJISIETCS TOCYAAapCTBEHHOM OpraHu3aluei npu
[IpaBurensctBe P® u ocymiectBiser HAOOp CiyXaluxXx TOJBKO IO J0roBopy. [lorosop
noAnvcaH OT MMeHM areHtrcrBa ero npeaceaareneM llloxuneim A.H. IlpoekT npukaza mno
JIMYHOMY COCTaBY MOATOTOBJIEH MHCHEKTOpoM 1o kaapam ConosbeBoit WU.I'. 20 utons u B TOT
e JIeHb 3aBU3MPOBAH HAYAJIBLHUKOM ympaBlieHUs kaapoB ApOys3osbiM II.H. u ynpapmistonmm
nenamu MuxeessiM B.U. [Ipuka3 noanucan 21 utonst u o0bsiBiieH J{eHMCOBON 1O/ paCIHCKY.

Curyanus 2.

Oxonomuct BacunbeBa Ekarepuna HukomaeBHa 1 ceHTsiOps Tekyllero rojaa mojana
3agBiaeHre B OO0 «Jlyu» ¢ mpocs0oil npuHATH ee Ha paboTy ClEeNUaTucTOM (PMHAHCOBOTO
OTJeNa Ha HeToNHbIA pabounii nenb. MucnekTop mo kagpam CmupraoBa W.C. o0bsicHMIA, 4TO
¢upMa MMeeT BO3MOXKHOCTh IPHHATH Ha PpabOTy 3KOHOMMCTAa, HO HAa OCHOBE CpPOYHOIO
TPYZI0BOro gorosopa. TpynoBoil TOroBop ObLT 3aKIIOYEH 5 CEHTSIOpsS M MOJNHCaH OT UMEHH
¢bupMbl reHepanbHbIM upekTopoM MupoHoBbiM JI.C. B TOT ke neHb OblI M3/1aH MpHKa3 10
JUYHOMY cocTaBy, 3aBu3upoBaHHbIi CmupHoBoil U.C. u 1opuckoncynbrom Xmenebim HM.O.
[Tpuxkas 6s11 00bsBeH Bacunwsenoit E.H. mog pacnucky 6 ceHTa0ps.

Curyauus 3.
3aBenyromas otnaeiaoM nuceMm raszerbl «l'yoepHusi» ComoBa AnHa MBanoBHa 15 Masd
TEKYILEro rojia odpaTuiachk K riaBHOMY penakropy YBapoBy A.H. ¢ mpocs00iil npenoctaButh ei
OTIyCK 0€3 coxpaHeHus 3apab0THOM TIaThl ¢ 16 10 18 Mast Mo ceMeHBIM OOCTOSITENILCTBAM.
ITpoekT mpukaza o6 oTmycke ObLT OQOpPMIIEH HAyaJIbHUKOM OTJena KaapoB EpmakoBbIM
N.H. 15 masd, 3aBU3UpOBAH U B TOT K€ JCHb MOANUCAH IIIaBHBIM PEAAKTOPOM.
Ilepeuensv yacmu KomnemeHyuu, NPOBEPIEMbIX OYEHOUHBIM CPEOCBOM:
[1K-8 — crnocoOHOCTHIO0 MPUMEHATH HHPOPMATMOHHO-KOMMYHHUKAITHOHHBIE TEXHOJIOTHH B
po¢eCCHOHATILHOM JIeATENILHOCTH C BUJCHUEM UX B3aUMOCBS3€EH U EPCIEKTUB UCIOIb30BAHUS
I[IK-15 - yMeHueM BeCTH JACJIONPOU3BOACTBO M JOKYMEHTOOOOPOT B OpraHax
rocyaapcrBeHHo Biacth  Poccuiickonn @exepauuu, opraHaXx TIOCyJapCTBEHHOM —BIIaCTH
cyonekToB Poccuiickoit denepainy, opranax MECTHOTO CaMOYNPABIEHUS, TOCYJapCTBEHHBIX U
MYHUIUTATBHBIX MPEIIPUATHIX U YUPEKICHUSAX, HAYUHBIX U 00pa3oBaTeIbHBIX OpraHU3alusiXx,
MOJINTUYECKUX MapTUAX, 00IIECTBEHHO-TIOIUTUYECKUX, KOMMEPUECKUX U HEKOMMEPUYECKUX
OpraHM3aLUsaX
Kpumepuu oyenxu:
«YAOBJIETBOPUTEILHOY» - PEKBU3UTHI JOKYMEHTOB MpE/ICTaBIEHbI (hparMeHTapHO, ¢
HapyUIeHUSIMHU B 0()OpPMJIICHHH;
«XOpOUIO» - PEKBU3UTHI JIOKYMEHTOB IPE/CTABICHbI YaCTUYHO, 0€3 HapylIeHHi B
o(opMIIeHNH, B IPaBUILHOM MOPSIKE.
«OTJIMYHOY» - PEKBU3UTHI JOKYMEHTOB IPE/ICTaBIEHBI B MOJHOM 00beMe, 0e3 HapylIeHHH B
o opMIIEHNH, B IPABUIILHOM TIOPSAJIKE C COOJTFOICHIEM BCEX HEOOXOIMMBIX TpeOOBaHUH.

4.1.5. IlpuMepHbIe TeCTOBBIE 3aaHUs VI TEKYILEero KOHTPOJIsA

1. Ymo o3nauaem mepmun « 0oKymeHmy»?
A)apryMeHT;
b) Bu3a;
B)neno;



I') mpukas.
2. Om Kaxoeo sA36lKa NPOUCXo0um mepmuH «00KyMeHm»?
A) HEMeEIKOro;
b) narunckoro;
B) anrnuiickoro;
I') rpeueckoro.

3. CosoxynHocmeb  pabom, C8A3AHHBIX C CO30aHUeM OOKYMEHMO8, UX pecucmpayuel,

Kaaccugurayuetl, O8UNCEHUEM, YUEmOM U XPAHEHUEM HA3bIBAIOMCA ...
A) KOppecnoH/IeHLIUEH;
b) nenonpousBoacTBOM;
B) nokymeHTupOoBaHueM;
I') moxymeHT0000pOTOM.
4. Koeda 6winu ymeepoicoenvl ocHosHuvle npasuia PK?
A)17.08.95;
b) 30.06.92;
B) 12.12.98;
') 12.12.00.
5. OcnosHble 00KYMeHMbl bINOIHAIOMCA, HA KAKOM ¢popmame?
A)A 4w AS;
b) A 8 i A 12;
B) A3 umm A 8§;
I Al2.
6. Ilpukaz —smo ...
A) pacriopsUTEIbHbBIN TOKYMEHT;
b) undopManinoHHbIN TOKYMEHT;
B) cnipaBouHbIil TOKYMEHT;
I') nMuHBI TOKYMEHT.
7. JlondcHocmuas uHCmpyKyus - 5mo
A) pacTiopsiIUTEIBHBIN TOKYMEHT;
b) nuadopmManmoHHbINi JOKYMEHT;
B) opranuzaimoHHbIi TOKyMEHT
I') AuuHBI TOKYMEHT.
8. [Ipomoxon — smo ...
A) pacriopsUTeIbHbBIN TOKYMEHT;
b) undopManinoHHbIN TOKYMEHT;
B) cnipaBouHBIil TOKYMEHT;
I') nMuHBIN TOKYMEHT.
9. I[Tucomo — smo ...
A) pacniopsIUTENbHBIN T0KYMEHT;
b) undopmManinoHHbIN TOKYMEHT;
B) cipaBO4HBIN JOKYMEHT;
I') AMuHBIi TOKYMEHT.
10. lImammnoe pacnucanue — smo ...
A) pacTiopsIUTETHHBIA TOKYMEHT;
b) nadopmManmoHHbINA JOKYMEHT;
B) cripaBouHBII TOKYMEHT;
I') opranu3anMoOHHBIN TOKYMEHT.
11. /lybauxam — smo ...
A) opuruHai;
b) xonus nokymeHTa;
B) cipaBO4HBIN JOKYMEHT;
I') sx3emIuIsAp, BbIIaBa€Mblil B3aMEH yTPau€HHOI'O IOKYMEHTA.



12. Pewenue — smo ...
A) pacTiopsIUTEIHHBIN TOKYMEHT;
b) nadopmManmoHHbINi JOKYMEHT;
B) cripaBo4HBIi TOKYMEHT;
I') opranu3anMOHHBIN TOKYMEHT.
13. Jlosepernocmo — smo ...
A) pacniopsIMTENbHbIN TI0KyMEHT;
b) nadopmanmoHHo- CipaBOYHBIN 1OKYMEHT;
B) cipaBo4HbIN JOKYMEHT;
I') opranu3anmoHHBINA JOKYMEHT.
14. UT/] — smo ...
A) pacTiopsIUTEIbHBIN TOKYMEHT;
b) nuadopmanmonHo- cipaBOYHbBIN TOKYMEHT;
B) cripaBo4HBIH TOKYMEHT;
I') AM4HBIM TOKYMEHT.
15. KT/ — smo ...
A) pacnopsiAUTENbHbIN JTOKYMEHT;
b) undopmarmonHo- cipaBOYHbIN TOKYMEHT;
B) cipaBo4HbIi JOKYMEHT;
I') 1u4HbIA TOKYMEHT.
16. Axm —smo ...
A) pacriopsUTEIbHbBIN TOKYMEHT;
b) undopmManinoHHO- CIpaBOYHBIH IOKYMEHT;
B) cnipaBouHbIil TOKYMeEHT;
I') AM4HBIM TOKYMEHT.
17. Jloeepernnocmo — smo ...
A) pacnopsAUTENbHbIN TOKYMEHT;
b) nadopmarmonHo- cipaBOYHBIN TOKYMEHT;
B) cnpaBo4HbIN JOKYMEHT;
I') AuuHBI TOKYMEHT.
18. @axcwvl u E-mail —smo ...
A) pacriopsUTeIbHbBIN TOKYMEHT;
b) undopmManinoHHO- CipaBOYHBIHN IOKYMEHT;
B) cnipaBouHbIil TOKYMEHT;
I') nMuHBI TOKYMEHT.
19. Uckosoe 3asa61enue — smo ...
A) pacnopsAUTENbHbIN TOKYMEHT;
b) nadopmarmonHo- cipaBOYHBIN TOKYMEHT;
B) cipaBo4HBIN JOKYMEHT;
I') ropuanueckuii JOKyMEHT

20. Dxcnepmusy yeHHoCmu OOKYMeHmo8 npogooum ...

A) xomuceus;
b) pyxoBoauTens npeanpusTus;
B) paGotauku Oyxranrepuu;
I') cnenuanucTsl.
Koo-kniou npasunvhvix omeemog

Howmep IIpaBUIIBHBIN OTBET Howmep IIpaBUIBHBIN OTBET
BOIIpOCa /A, B, C, 1, E/ BOIIpoOCca /A, B, C, 1, E/

1 A 11 r

2 b 12 A

3 b 13 b




4 b 14 r

5 A 15 r

6 A 16 b

7 B 17 b

8 A 18 b

9 b 19 r

10 r 20 A
[1K-8 — criocoOHOCTHI0 MPUMEHATH UHPOPMALMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU B
npodeccHoHaIbHON AEATEILHOCTH C BUACHHEM HX B3aMMOCBS3EH M IIEPCIIEKTHB UCIIOJIb30BAHUS
[IK-15 — yMeHueM BeCTH JEJIONPOU3BOACTBO M JIOKYMEHTOOOOPOT B OpraHax

rocynapctBeHHord Biacth Poccuiickoit @epepaiuy, opraHax TOCYJapCTBEHHOW BJIACTH
cyObekToB Poccuiickoit denepannn, opraHax MECTHOI'O CaMOYIIPABJIEHUS, TOCYIapCTBEHHbBIX U
MYHHIMIATBHBIX TPEIIPUITUIX U YUPEKICHUAX, HAYUYHbIX U 00pa30BaTeNbHBIX OpraHu3ausXx,
MOJIMTUYECKUX MAPTHUAX, OOIIECTBEHHO-TIOJUTUYECKUX, KOMMEPUYECKUX U HEKOMMEPUYECKHUX
OpraHH3aIusIX
Kpumepuu oyenxu:
«y0081emeopumenbHoy - €ClIH CTyIGHT OTBeuaeT MpaBUibHO Ha 50% TECTOBBIX 3aJaHU
«Xopouwioy - €Clii CTYAACHT OTBeUaeT mpaBmibHO OT 51 10 90 % TecTOBBIX 3aaHU
«OMAUYHOY - €CIIA CTYACHT OoTBeuaeT npaBuwibHO OT 91 10 100 % TecTtoBbIX 3anaHmit

4.2 ®oH/ OLIEHOYHBIX CPEACTB I NPOBEACHUS MMPOMEKYTOYHOM aTTeCTALIMH.

CoNoak~wNE

10.

Bonpoce! 1uis TOATOTOBKM K 3K3aMEHY
HcTopus ¥ TpaAuLIMA POCCUICKOTO IETIONPOU3BOICTBA.
HopmaruBHo-meToanueckas 6a3a COBpEMEHHOTO 10 POU3BO/ICTBA.
Knaccugukarus 1e10BbIX TOKyMEHTOB.
CranpapTu3anys ynpaBieHY€CKUX JOKYMEHTOB.
Knaccugukaropbl TEXHUKO-3KOHOMHYECKON M COLUAIBHON HHPOPMAIIHH.
[Tonsitue 06 OPJI, cocTaB U CXeMBI PACHONOKEHHS PEKBU3UTOB.
biraHKM TOKYMEHTOB U UX BHJIBI.
OdopmiteHne peKBU3UTOB OPraHU3aMOHHO-PACTIOPSAAUTENbHBIX TOKYMEHTOB.
3asBICHHUE.
CripaBo4HO-HH(}OPMAIIIOHHBIE u CIIPaBOYHO-aHATUTUYECKUE JIOKYMEHTBI

OcoOeHHocTH 0OPMIIEHHUS aKTOB.

11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
21.
28.

Pa3HOBHIHOCTH JETOBBIX ITUCEM.

Odopmnenue pakcos.

Odopmnenue Temerpamm.

HopmatuBHas 1 HOpMaTUBHO-CIIPAaBOYHAs JOKYMEHTAIUS.
[1nanoBas kagpoBas JOKYMEHTaIUs.
OpraHu3anoHHO-TIPaBOBask JOKYMEHTAIHSL.
IlepconasbHAst JOKYMEHTALIMS.

OdopmiteHne TMYHOTO JAea.

Pe3roMe Kak HOBBIM BUJ JOKYMEHTA.
CocraBieHne JOKYMEHTOB JINYHOTO XapakTepa.
TpebGoBaHMsI K CTPYKTYpe TEKCTa JJOKYMEHTA.
TpeboBanus kK 0(OPMIIEHUIO TEKCTA TOKYMEHTA.
Odopmnenue Tabmuir.

SI3BIK U CTHITB CITY’KEOHOTO TOKYMEHTA.
JIoKyMeHTOO000pOT U JOKYMEHTOIIOTOKH.
Oransl 00pabOTKH TOKYMEHTOB.
Cucremaruzanus I€JI0BbIX JOKYMEHTOB.
HomeHnknarypa nein.



29. ®opmupoBaHue JeIl.

30. IoxroroBka JOKYMEHTOB K IMOCIEAYIOUIEMY XPaHEHHUIO M HCIIOJIb30BAHHIO.

31. OO6s3aHHOCTH CEKpeTaps.

32. OyHKIWU KaHIEISAPUH.

33. 3ammra KOHpUIESHIMATHLHON HH)OPMAIIH.

34. Vcnonbp3oBaHUE COBPEMEHHBIX KOMITBIOTEPHBIX TEXHOJIOTUHN B JOKYMEHTO000POTE
YUPEKICHUH, TPEAIPUATHN, OpPraHU3aLUA.

Oo0pa3zen Ousera

dI'bBOY BO «KybaHckuii rocy1apCTBEHHBIN YHUBEPCUTETY
Kadenpa rocyaapcTBeHHOI MOJUTUKH U TOCYTAPCTBEHHOTO YIIPABICHHUS
Hanpasnenue «I'ocygapcTBeHHOe H MYHUIIMTNIAJIbHOE YIIPABJIEHUE»
2018-2019 yu. ronx

Jucuurumza «OCHOBBI JETIONPOU3BOICTBA U
JIOKYMEHTO000pOTa)
OK3AMEHAILIMOHHBIN BUJIET Ne 1

1. Tlonsrue 06 OP/, cocTaB 1 cXeMbl pacroyoKeHUs! pEKBU3UTOB.
2.  TpeOGoBaHUs K CTPYKTYpE TEKCTa JOKYMEHTA.

3aBemyronuii kageapoit roc. MOJTUTHKU
Y I'OC. YIIPaBJIEHUS, A.11.H., T0L. N.B. MupomHnu4eHKo

Kpumepuu oyenxu:

«YIOBJIETBOPUTEIBHO» - CTYJIEHT UMeeT (hparMeHTapHbIE MPEACTABICHUS O COJEPKaHUU
BOIIPOCOB, YACTUYHO OCBOMJI IOHATUHHO-KaTETOpUaIbHbIN anmapar;

«XOpOILIO» - CTYAEHT JEMOHCTPHUPYET OOIIME 3HaHMS MO COAEPKAaHUH BOIPOCOB, YMEET
YCTaHaBJIMBATh CBSI3U MEX/1y TEOPETUUECKHUMHU MOHATUSAMH U SMIIMPUUYECKUMHU (haKTaMH;

«OTJIMYHO» - CTYAEHT JEMOHCTPUPYET CUCTEMHBIE 3HAHUS O COJEPKAHUH BOIIPOCOB, YMEET
YCTAQHABJIMBATh CBS3M MEXIY TEOPETUYECKMMU MOHATUSAMH M SMIMPUYECKUMHU (aKTaMH,
dhopmynupyeT aHaTUTHYECKUE 0000IIICHUS U BHIBOJIBI.

OueHouHble cpeAcTBa I HMHBAIWAOB W JIMI C OTPAaHUYEHHBIMH BO3MOKHOCTSIMU
3/10pOBbSl BBIOMPAIOTCS C YUETOM MX MHIAUBUAYAIbHBIX ICUXO()U3MUECKUX OCOOEHHOCTEH.

— IIpY HEOOXOAMMOCTH UHBAJIMIAM U JIUI[aM C OTPAHUYEHHBIMUA BO3MOKHOCTSIMH 3/10POBBSI
MIPEIOCTABIISAETCS AOMOJHUTENBHOE BpEeMs JUIsl TIOATOTOBKHM OTBETA HA SK3aMEHE;

— IpU MPOBEACHUHU NPOILEAYPhl OLIEHUBAHUS PE3yJIbTATOB O0yUeHHs] MHBAJIUAOB U JIMII C
OTpaHUYEHHBIMUA BO3MOXHOCTSIMU 3/I0POBbsl NPEAYCMATPUBAETCS HCIIOJIb30BAHUE TEXHUUECKHUX
CpeACTB, HEOOXOIUMBIX UM B CBSI3U C UX WHAWBUIYAIbHBIMU OCOOEHHOCTSIMH;

— IIp1 HEOOXOIMMOCTH sl 00YHAIOIIMXCS C OTPAaHUYEHHBIMU BO3MOKHOCTSIMH 3710POBbSI U
WHBAINJOB TMpOLEAypa OICHWBAHUS PpE3yJbTaToOB OOyuYeHHs MO JUCUUIUIMHE MOXET
MIPOBOJMUTHCS B HECKOJIBKO 3TAIOB.

[Tponienypa oleHHWBaHUS Pe3yJbTATOB OOYyYEHHUS WHBAIMIOB U JIUI C OrPaHUMYCHHBIMH
BO3MOXXHOCTSIMU 3[I0POBbSl 10 JUCIHIUIMHE (MOIYJIO) TMpeaycMaTpUBaeT IMpeloCTaBIeHHE
uHpopmanuu B (opmax, aganTUPOBAHHBIX K OrPAaHUYEHUSIM HMX 3J0POBbS M BOCHPUSATHA
nH(popManuu:

Jlis nu1 ¢ HapyleHUsIMU 3pEHHUS:

— B IIeYaTHOU (popme yBeTMUEHHBIM HIPUPTOM,

— B (JOpMeE PIIEKTPOHHOT'O IOKYMEHTA.

Jlnis un ¢ HapyLIeHUsIMH CiTyXa:

— B re4atHoi opme,

— B (popMe 3JIEKTPOHHOTO JOKYMEHTA.

Jlis 1 ¢ HapyIeHUsIMM OIIOPHO-/IBUTaTENILHOTO amapara:

— B IIeYaTHOU opme,

— B (popMe 3IIEKTPOHHOTO TIOKYMEHTA.



JlaHHBI TIepeyeHb MOXKET OBITh KOHKPETH3UPOBaH B 3aBUCHUMOCTH OT KOHTHHIEHTA
oOydJaronuxcs.

4.2.1. IlpumepHasi TeMaTuKa pedpepaToB:

JIOKyMEHTUPOBaHUE TPYAOBBIX OTHOLICHUM.

Opranu3alioHHbIE TOKYMEHTHI.

VYnpapieHue JOKyMEHTAIUECH.

@opMHpOBaHUE JOKYMEHTOB JIEJIa.

IlonroroBka u nepegayva Jeil B apXuB.

KoHTpousb uenonHenus: JOKyMEHTOB.

CekpeTHble JOKYMEHTHI.

OCHOBBI OPHCHOM JOKYMEHTAITMOHHOW PaOOTHI U JEIIOTPOU3BO/ICTBA.

© N~ E

[Tpobnembl OpraHu3ay ApXUBHOTO XPAHEHUS 3JICKTPOHHBIX JIOKYMEHTOB.

[EEN
©

HopmatuBHas 6a3a 1enonpon3BoACTBa.

JIOKYMEHTBI FOPUIUYECKOTO XapaKkTepa.

PacnopsiiutenbHble 1OKYMEHTBHI.

HcTopuueckue acrekThl 1€I0MPOU3BOICTBA.
WHbopmannoHHO-CIIpaBOYHAasl JOKYMEHTALHSL.

JIOKyMEHTBI U uX 0(hOpMIICHHE.

Cayx06a JIOVY: uenu u 3a1a4u 1eSTEIbHOCTH B COBPEMEHHBIX YCIOBHUSX.
Opranu3zanus AeJ0NpOU3BOJICTBA.

CayxeOHble mUCbMa.

Heno B genonpousBoactee. Homenknarypa nen.

[TpuHIMIBI OpraHU3alMy JIUYHOTO IpUEeMa Ipak]iaH ¢ OOpaIleHUsIMHU.

21. XpaHeHue JOKYMEHTOB B 3JEKTPOHHOU (hopme. [loHSATHE HIIEKTPOHHOTO JTOKYMEHTa,
ero mpeumyuiectBa U Hejoctatku. OOecrieyeHHe COXPAHHOCTH JIOKYMEHTOB B 3JIEKTPOHHOM
dbopwme.

22. AHanu3 pbIHKa aBTOMAaTU3WPOBAHHBIX CUCTEM JEIONPOU3BO/ICTRA.

23. TIpobnema aBTOMAaTH3AIMH JEIOTPON3BOCTBA

24. DneKTpOHHOE MPABUTENbCTBO.

TpedoBanus k opopmiienuio pedepara:

PedepaTtuBHoe coobuienne numiercs Ha auctax Gopmara A4. Tekct u apyrue 3JIeMeHTHI
pedepara MOryT OBITH HameyaTaHbl HA KOMIBIOTEPE WJIM BBIMOJIHEHBl PYKOIMHUCHBIM CIIOCOOOM.
O6bem pedepata gomxeH cocTaBisaTh 10-12 MamuHONMUCHBIX WK 12-16 pyKOMMCHBIX JTUCTOB.
[Ipu pacnonoXkeHnu TeKCTa Ha JHMCTe JOJDKHBI ObITh BhIAEpXaHbl mois: ciesa-30, cmpasa-10,
cBepxy-15, cauzy-20 Mm.

VYka3bpIBaeTcsl TUTYJIBHBIH JIUCT, TUIAH, BBeAeHUE (LIeTM U 33aJ]a4H, aKTyaJIbHOCTb), OCHOBHAs
4yacTh, 3aKJIIOYEHHE, CIHCOK MCIOJIb30BaHHOW JuTeparypbl. OCHOBHas 4acTh JIOJDKHA
MIOJTHOCTBIO PAacKphIBaTh TEMY pedepara.

JIuteparypa: J[ist packpbITHs cOAep KaHUsI BBIOPAaHHON TEMbI PEKOMEHIYETCS UCTIONh30BaTh
T00bIe yUeOHO-METOIMUEeCKUEe TOCOOUS, U3/IaHMsI TEPUOINIECKOH MevaTy.

O e e e e g N N
CoOooo~NoUk~wdE

5. IlepeyeHb OCHOBHOH W JONOJHHMTENbHOH y4eOHOH JIMTEpPaTypbl, HEOOXOAMMOM
JJIS1 OCBOEHMS TN CHUILTUHBI (MO1YJIfA).

5.1 OcHoBHasi 1UTEpaTypa:

1. Kysnenos, M. H. JlokymeHTaloHHoe obecrieueHue ympasieHus. JlokymeHTooGopoT
U JIEJIOTIPOU3BO/ICTBO [DNIEKTPOHHBIA  pecypc]: y4eOHMK U MNpakTUKyM JJid  MPUKIAJTHOTO
OakamaBpuata / KysnenoB M. H. - 3-e u3a., mepepad. u gom. - M. : FOpaiit, 2018. - 461 c. -
https://biblio-online.ru/book/7873BF4B-A3F7-44E2-8EC0-1E3D6392702A

2. Kysnenos, M. H. [lenonpou3BoAacTBO [DNEKTPOHHBIA pecypc| : ydeOHoe mocobue /
Kysueros U. H. - M. : Jlaiukos u K°, 2014. - 460 c. - https://e.lanbook.com/book/50237#authors

0) 10MOJIHUTEIbHAS JINTepaTypa:

1. T'posona, O. C. Jlenonpou3BoACTBO [DIEKTPOHHBIN pecypc]: yueOHoe mocodue st
akanemmuyeckoro Oakanaspuara / O.C. I'po3zoBa. - Mocksa : FOpaiit, 2017. - 124 c. - https://biblio-



https://biblio-online.ru/book/7873BF4B-A3F7-44E2-8EC0-1E3D6392702A
https://e.lanbook.com/book/50237#authors
https://biblio-online.ru/book/5F1C27F2-251B-4B74-BE78-AC06A5D30956

online.ru/book/5F1C27F2-251B-4B74-BE78-AC06A5D30956

2. Kysznenos, U.H. [lenonpousBoactso [Tekct]: yueOHO-cripaBouHOoe mocooue / 1.H.
Ky3uenos. - 6-e u3a., nepepad. u gor. - Mocksa: Jlamkos u K°, 2014. - 459 c. - bubnuorp.: c. 359-
363. - ISBN 9785394019814: 235.61

3. Kysnenos, N.H. JloKkyMeHTalnoHHOE obecrieueHue yIIpaBJICHUSA
u aenonpou3BoAcTBO [Tekcr]: yueOHMK [uisi  OakanaBpoB: Y4YeOHHMK Ui CTYACHTOB BY30B,
oOydaromuxcsi o SkoHomuueckuM criermanbaocTsM / U, H. Kysnenos. - Mocksa: FOpaiit, 2014. -
576 c. - (bakamaBp. bazoBsiii kypc). - bubmuorp.: c. 444-452. - ISBN 9785991636063. - ISBN
9785969215177: 571.01

B) JJIEKTPOHHbIE YueOHuKHN U UHTepHeT-pecypceh:

DJIeKTPOHHbIE YYeOHUKHU:

1. Awnonuna H. H. JlenoBoe nucbMo: METOIMKA COCTaBJICHUS U MpaBmiia oopMieHus 4-e
u31., ucnp. u goi. - Mocksa: Omera-JI, 2010. - 96 c. http://www.biblioclub.ru/book/54623/

2. bapuxun A. b. [lenonpousBoAcTBO U JOKyMeHT00O00poT MockBa: KHIKHBIIN mup,
2012. - 416 c. http://www.biblioclub.ru/book/89671/

3. Kynses H. H. Vpano JI. H. ®abpuunoB A. I'. JlokymeHTOBeJqeHHE. YUECOHUK.
Mocksa: Jloroc, 2011. - 178 c. http://www.biblioclub.ru/book/84880/

4. OpraHum3anyss ¥ TEXHOJOTHUA JOKYMEHTAI[MOHHOTO OOECTeueHUsl YIPaBJICHUS:
KOHcIeKT ekuuii. [Tensa: 6. u., 2011. - 95 c. http://www.biblioclub.ru/book/39371/

5. Conory6 O. II. [lenompou3BOJCTBO: COCTaBJICHHE, pENAaKTHpOBaHHE M 00paboTKa
noxkymeHToB Mocksa: Omera-JI, 2013. - 208 c. http://www.biblioclub.ru/book/54627/

6. TunoBas  MHCTPYKIMs IO  JIEJONPOU3BOJICTBY B  (emepanbHBIX  OpraHax
MCIIOJHUTENBHON BiacTH. HoBocnOupck: CuOUpPCKOe yHHUBEPCUTETCKOE M3IaTesbeTBo, 2008. -

80 c. http://www.biblioclub.ru/book/57402/

6. TIlepeuenn pecypcoB MH(OPMAIMOHHO-TeJIEKOMMYHUKAIMOHHOM ceTn
«AHTepHeT», B TOM 4YHCJIe COBpeMeHHble TpodeccHOHAIbHbIE 0a3bl JaHHBIX H
nH(}poOpMAIIMOHHBbIE CINPABOYHBIE CHCTEMbI, HEOOXOAWMMBbIE [JIsi OCBOEHHS JMCIMILIUHBI
(Mmonmyais).

1. CmnpaBouHno-nipaBoBas cucrema «Koucynerant [Lmroc» (http://www.consultant.ru)

2. Tlopran oTkpeITHIX HaHHBIX Poccuiickoit @enepepannu https://data.gov.ru

3. baza nannbix Hayunoit anexkrponnsiii 6ubimoreku eLIBRARY.RU https://elibrary.ru/

4. Ba3bl TaHHBIX U aHATUTUYECKUE MyOIMKAIMU «Y HUBEPCUTETCKass MH()OPMALIMOHHAs CHCTEMa
POCCHI» https://uisrussia.msu.ru/

5. www.delpro.narod.ru - [lenonpou3BoacTBO+

6. www.termika.ru — DHIUKIONEANS ASTOMPOU3BOICTBA.

7. www.directum.ru - DieKTpoHHOE JETOMPOU3BOACTBO U KAHICISIPHS

7. MeTtoauyeckue YyKa3zaHusi AJs1 OOyYAlOUIUXCS IO OCBOEHHMI0 THCHMILIUHBI
(Mmonxyais).

JlekiimoHHOE 3aHATHE TPEACTaBIseT co00M cucTeMaTHyecKoe, IOCeI0BaTeNbHOE,
MOHOJIOTHYECKOE U3TI0KEHUE TPeroaBaTeleM-IeKTOpoM yuyeOHOro MaTepuaina, Kak MpaBHIIo,
TEOPETUYECKOro XapakTepa. Takoe 3aHsITHE TMpeACTaBlIseT COOO0N HJIEMEHT TEXHOJOTUU
Mpe/CTaBICHUs] y4eOHOro MaTepuana MyTeM JIOTMYECKH CTPOMHOTO, CHUCTEMATHYECKH
MOCJIEIOBAaTeIbHOTO W SICHOTO  M3JIOKEHHUS C  HCIOJB30BAHHUEM  MHTEPAKTHUBHBIX

00pa3oBaTeNbHBIX TEXHOJIOT U (MyIBTUMETUHHBIX, JEKIUU-AUCKYCCHH, JEKIUH-
JIEMOHCTPAIIHH ).
Lenp nexkuuu — oOpraHu3anus LeJeHANPaBICHHON M03HABATEIbHON JESATEIbHOCTH

o0ydJaronuxcsi Mo OBJAJACHUIO MPOTPAMMHBIM MaTepUaoM Y4eOHOW IUCHMIUIMHBL. YTeHue
Kypca IIeKIHi TIO3BOJSET JaTh CBSI3aHHOE, IIOCTENOBATENIbHOE W3IIOKEHHWE MaTepuaia B
COOTBETCTBUM C HOBEUIIMMH TAaHHBIMH HAyKH, COOOIIUTH CIIYIIATENISIM OCHOBHOE COJICPKaHHE
npeaMeTa B HCJIOCTHOM, CUCTEMATU3UPOBAHHOM BU/IC.

3amaun JEKIUHM 3aKII0YaloTcss B oOecrieueHHH (OPMHPOBAHUSI CHUCTEMBl 3HAHUH IO
yueOHOM JUCHMIUIMHE, B YMEHUU apryMEHTHUPOBAaHO M3JIaraTh HAy4YHBId Marepuai, B
dhopmupoBaHuM MPO(HECCUOHATHLHOTO KPyro3opa M OOIIeH KyJbTYphl, B OTPAKCHHH €Ile HE


https://biblio-online.ru/book/5F1C27F2-251B-4B74-BE78-AC06A5D30956
http://www.biblioclub.ru/book/54623/
http://www.biblioclub.ru/book/89671/
http://www.biblioclub.ru/book/84880/
http://www.biblioclub.ru/book/39371/
http://www.biblioclub.ru/book/54627/
http://www.biblioclub.ru/book/57402/
http://www.consultant.ru/
https://data.gov.ru/
https://elibrary.ru/
https://uisrussia.msu.ru/
http://www.delpro.narod.ru/
http://www.termika.ru/
http://www.directum.ru/

MOJYYMBIIUX OCBEIICHUS B y4eOHOM JIMTepaType HOBBIX JOCTH)KEHUH HayKH, B ONTHMHU3AIUH
Ipyrux GopM OpraHu3aIiy yueOHOTo mpolecca.

[IpakTuyeckue 3aHATHS — SBISAIOTCA (POPMON y4eOHOH ayIuTOPHON paboThl, B pamMKax
KOTOpOi (hOpMHUPYIOTCS, 3aKPEIUISIOTCS U IMPEICTAaBISIOTCS aCHUpPAHTAMH 3HAHUS, YMEHUS U
HaBBIKH, MHTETPUPYIOIINE PEe3yJIbTaThl OCBOCHUS KOMIIETEHIIMH Kak B JICKIMOHHOM (opmare,
TaKk B Pa3MUYHBIX (OpPMax CaMOCTOATENbHOW paboThl. K KakmoMmy 3aHSATHIO TperojaBaTeieM

(bopMyIHMpyIOTCA NIPAKTUYECKUE 3a/1aHusl, TpeOOBAHNS U METOIMUECKUE PEKOMEHIAINN K UX
BBITTOJIHEHUIO, KOTOPBIE MPEICTABIISAIOTCS B (POHIE OLIEHOYHBIX CPEICTB YUEOHOW AUCIUTUINHBIL.

Kontponbs camocTosTensHOW palOThL: JUIsl CTyIE€HTOB JHEBHOM M 3a04HOM (hOpMBI
00y4YeHHs — TEKyIIUH KOHTPOJb OCYIIECTBIISCTCS B COOTBETCTBUE C IMPOrpaMMOM 3aHSATHHA
(e’keHeeNbHO A CTYJIEHTOB OYHOH (hopMbl OOyuyeHMs; IO ceMecTpaM — JUlsl CTYAEHTOB
3204HOM (OpMBI 00yUEHHS); MPOMEKYTOUHBIH KOHTPOJb MO HTOTaM OCBOEHUS IHCLUIUIMHBI
ocylIecTBIsieTcss B (opMe pPEHTUHIOBOM cucTeMbl OLEeHOK. OmnucaHue 3agaHuil Juis
CaMOCTOSITENIbHOW Pa0OThI CTYJCHTOB M TPEOOBAHMH IO MX BBHINOJHEHUIO BBIAAIOTCS
[IperojiaBaTesieM B COOTBETCTBUM C DPa3pabOTaHHBIM (OHIOM OLIGHOYHBIX CPEACTB 110
JUCHUIUIMHE AaHTUKOPPYILIMOHHAS OJUTHKA.

CamocrosarenbHass pa0oTa CTYJIEHTOB IO JaHHOMY Y4eOHOMY Kypcy Ipearnojaraet
MIO3TAITHYIO OJArOTOBKY I10 KaX/I0MY pa3zielly B paMKax COOTBETCTBYIOLUX 3a/1aHUM:

IlepBblif 3Tam camMOCTOATENBbHOM pabOTHI CTYJIEHTOB BKJIKOYAaeT B ceOsl TIIATENbHOE
U3Y4YEHHE TEOpPETHYECKOr0 MaTepuaja Ha OCHOBE JIEKIMOHHBIX MaTEepHaiOB IpPEoJiaBaTels,
PEKOMEHIYEMBIX  pa3[eJIOB  OCHOBHOM M  JONOJHMUTEIBHOW JINTEPATYpPbl, MAaTEPHUAJIOB
NEPUOMYECKUX  HAYYHBIX  HM3JAaHUH, HEOOXOIUMBIX Ui  OBJAJACHHUS  IOHSATHITHO-
KaTeropuajbHbIM annaparoM 1 (GOpPMHPOBAHUS MPEICTABICHUM O KOMIUIEKCE aHAIUTHYECKOro
WHCTPYMEHTApHsi, UCIOIb3yeMOT0 KaK B paMKax JaHHOH OTpaciH 3HAHUS, TaK W IyOJINIHOM
IIPaKTHUKE;

Ha BTOpOM 3Tame Ha ocHOBE c(hOPMUPOBAHHBIX 3HAHWU M MPEACTABICHUI 1O JAaHHOMY
pa3zfeny CTYJICHTHI BBINOJHSIOT NPAaKTUYECKUE 3aJaHMs, HalleJIeHHble Ha  (OpMHUpOBaHUE
YMEHUII M HaBBIKOB B paMKax 3asBICHHOM KommeTreHuuu. Ha ngaHHOM »J3Tame CTyIeHTbI
OCYILIECTBISAIOT CaMOCTOSTENBHBIN MOUCK SMIMPUYECKUX MAaTEpUAIOB B paMKax KOHKPETHOIO
3a/laHusi, O0OOIIAIOT M aHAIM3UPYIOT COOpPAaHHBIM MaTepHal IO CXeMe, PEKOMEHIOBaHHOM
npenojaBaTeneM,  (QOpPMYIHMPYIOT  BBIBOJBL, TOTOBST  NPAKTUYECKUE  PEKOMEHJAIUH,
Mpe3eHTAllMOHHbIE MAaTEPUAJIbl U1 MyOJIUYHOTO UX MPEJICTABICHUS U O0CYKICHHUS.

Kputepun oueHku 3aJaHuii B pamMKaXx CaMOCTOSTENbHOW paboThl CTYJIEHTOB
bopmynHpyrOTCA IpernojiaBareneM B (POH/IE OLEHOYHBIX CPECTB.

B ocBoeHnu AuMCHUIUIMHBI UHBATUIAMHM U JIMLIAMHU C OTPAHMYEHHBIMU BO3MOKHOCTSIMU
3/10pOBbsl OOJIBIIOE 3HAYEHHWE HMMEeT WHIMBHIyajdbHass ydeOHas pabora (KOHCYJIbTALUU) —
JIOTIOJIHUTENBHOE Pa3bsICHEHNE yUeOHOro MaTepuraia.

WupuBuyanbHble KOHCYJNbTAllMM IO MPEIMETy SBISAIOTCS BaXHBIM  (aKTOPOM,
CHOCOOCTBYIOLIUM MHJMBUIYaTU3allMU O0yYEHHUS] U YCTaHOBJIEHUIO BOCIIUTATEIbHOTO KOHTAKTa
MEXIy IMpernojaBaTeieM U OOy4yarollMMCS HMHBAJIUAOM WM JIMLIOM C OTPaHUYECHHBIMU
BO3MOYKHOCTSIMU 3/J0POBbSI.

8. llepeyenb MHPOPMATMOHHBIX TEXHOJIOTHIA, UCMOJIb3YeMBIX NMPH OCYLIECTBIEHHHN
00pa3oBaTe/IbHOIO Npouecca Mo AMCUUILVINHE (MOLYJIIO).

8.1 llepeyens HHPOPMALHOHHBIX TEXHOJIOTHIA.

[IpoBepka [moOMamHUX 3aJaHUM W KOHCYJBTUPOBAHHUE IIOCPEACTBOM AIIEKTPOHHOU
MOYTHI, ANEKTPOHHON UHPOPMAITMOHHO-00PA30BaTEIHLHON CPEIbI.

8.2 IlepeueHb HEOOXOAMMOT0 JINIIEH3MOHHOTO MPOrPaAMMHOI0 ofecneyeHus.

-Microsoft Windows 8, 10

- Microsoft Office Professional Plus

8.3 IlepeueHb HH(POPMALMOHHBIX CIIPABOYHBIX CHCTEM:

1. CnpaBouHno-nipaBoBast cuctema «Koucyabrant [Lmrocy (http://www.consultant.ru)

2. DnekrponHas oudaunoreunas cuctema eLIBRARY.RU (http://www.elibrary.ru)/

9. MarepuajJbHO-TeXHHYeCKasi 0a3a, HeoOXoaMMasi JIA  OCYLIEeCTBJICHUS
00pa3oBaTeIbLHOIO NMpolecca Mo JUCHUILVINHE (MOIYJIIO).



http://www.consultant.ru/

MaTepI/IaHBHO-TCXHI/I‘ICCKOC obecneyeHue JUCLHMITIIMHBI

Ne Bun pabot
(MOyJIsT) U OCHAIIICHHOCTH
1. Jlexuuonnble 3aHsATHS | JIekuMOHHAsT ayAWTOpUsA, OCHAIlEHHAs MPE3eHTAIMOHHON
TEXHUKOU u COOTBETCTBYIOIIHM POrPaMMHBIM
o0ecrnieueHneM
2. CemuHapckue 3anaTus | CriennaabHOE OMEIEHUE, OCHAILIEHHOE MTPE3EHTAllMOHHOM
TEeXHUKOU U COOTBETCTBYIOIIUM IPOrPaMMHBIM
o0ecreyeHnemM
3. ['pynmoBeie KabuHer, ocHaleHHbIH MeOeNbI0 U paboYrMU CTAaHITUSIMU C
(MHIMBUyaNTbHBIC) noctynoM B HTepHeT
KOHCYJIbTalluU
4. Tekymuii  KOHTPOJIb, | AyAUTOPHS, OCHAIIEHHAS] IPE3CHTAIIMOHHON TEXHUKON 1
MIPOMEXKYTOUHAS COOTBETCTBYIOIIUM MIPOTPAMMHBIM 00€CTICYeHIEM
aTTeCcTaIus
S. CamocrosiTenbHas Kabuner nns caMoCTOSITENIBHOW  pabOThI, OCHAIIEHHBIN
pabora KOMITBIOTEPHOU TEXHUKOM C BO3MOKHOCTBIO MOJKIIOUYEHHS K

cetu «lMHTEpHET», NPOrpaMMON HKPAaHHOI'O YBEIWYEHHS H
00€CIEeYeHHBIH JJOCTYIIOM B 3JIEKTPOHHYIO MH(POPMALMOHHO-
00pa30oBaTeNbHYIO CPEly YHUBEPCUTETA.




