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1 Heau v 3212494 M3YyYeHUsST TUCHMIINHBI (MOIYJIsT).

1.1 eab ocBOCHMS JUCHUNIHHBI.

Hensitmu ocBoeHMsI TUCHHMIUTMHBI «OCHOBBI  JETONPOM3BOACTBA U JIOKYMEHTOOOOPOTa)
SIBJIAIOTCSI IPUOOPETEHHE CTYACHTAMU TEOPETUYECKUX 3HAHUM B 00JIACTH JOKYMEHTAIHOHHOTO
oOecrieueHus YIpaBJICHUS, O3HAKOMJICHHE C BUJAMH JOKYMEHTOB, WCIOJIb3YEMBbIMA B
JeSITeIbHOCTH OPTaHU3alMii M OPraHOB BJIACTH, MOJYYSHHUE MPAKTUYECKUX HABBIKOB 10 CO3aHUIO
1 00paboTKe 3TUX JOKYMEHTOB.

1.2 3agauyu u3y4yeHus1 TUCUUIINHBI:

— chopmupoBaTh  YETKOE  MPEICTaBICHHE O  HEOOXOAMMOCTH W POJH
JOKYMEHTHUPOBAHHUSA B JICSITEILHOCTH OPraHOB BJIACTH, MIPEANIPHUATHH, yUpPEKICHUI;

— O3HAaKOMHUTh C OCHOBAMHU JICJIOMPOU3BOJICTBA U JOKYMEHTOOOOpOTa B OpraHax
rocyaapcTBeHHoi Biactu Poccuiickoit @enepanuu, opranax rocyJapcTBEHHOM BIaCTH CyObEKTOB
Poccuiickoit @enepanuu; oOpraHax MECTHOTO CaMOYIIPABJICHHUS, TOCYIJapCTBEHHBIX H
MYHUIMITAIGHBIX OPTaHU3alUAX, NPESANPHUATHSIX U YUIPEKICHUAX, IMOJUTHICCKUX TaPTHUSX,
OOIIECTBEHHO-TIOJUTHYECKUX 1 HEKOMMEPUECKUX OPTaHU3aIHsIX;

— O3HAaKOMUTh C OCOOCHHOCTSMHU 3allUThl CIY)KEOHOW U KOH(MUICHIIMAIBLHOM
uHpopmanuu, o0ecredeHusi OTKPHITOro JOCTyHa TpaxkIaH K MHGOpPMAIMH B COOTBETCTBUU C
MOJIOKEHUSMH 3aKOHO/IaTEILCTBA;

— HAy4YUTh OPHUEHTHPOBATHCS B CUTYALUSIX, TPEOYIOIINX U3aHUSI COOTBETCTBYIOLIUX
JIOKyMEHTOB.

1.3 MecTo TUCHMILUINHBI B CTPYKTYpPe OCHOBHOI 00pa30BaTe/IbHOI MPOrpaMMbl

Hucnumumna «OCHOBBI  JICTONPOM3BOACTBA M JOKyMEHTOOOOpPOTa»  OTHOCHUTCS K
BapuatuBHOW vact bioka 1 «/{ucummmunel (Moaynn)» (b1.5.25) ydye6Horo miana mpoduis
«MyHHIIMTIAIFHOE yTIpaBJIEHUE» OPHEHTHUPOBAHA IPH IOATOTOBKE OakalaBpOB Ha H3ydeHHE
TEOPEeTUYECKMX 3HAaHUW B 00JaCTH JOKYMEHTAIlMOHHOTO OOECHeYeHHUs yMpaBJICHHUS,
03HAKOMJICHHE C BHJIAMH JOKYMEHTOB, UCIIOJIb3YEMBIMH B ICATEIBHOCTH OpPTraHU3aIUid 1 OPTaHOB
BJIACTH, TOJIyY€HUE MPAKTHUECKUX HABBIKOB IO CO3/IaHUI0 M 00paboTKe 3THX JOKYMEHTOB.
JlMcuuIuiiHa HAaXOJUTCS B JIOTHUECKOW M COAEP)KATEIIbHO-METOIUYECKON B3aMMOCBSI3U C
apyrumu yactamMu OOII u Gaszupyercs Ha 3HAHMAX, MOJYYEHHBIX MPH HW3YYEHUH JIUCLUILIMH
O0IIeHAyYHOTO W TPO(ECCHOHANBHOTO IHMKIJIA, Takux Kak: «OCHOBBI TOCYJapCTBEHHOTO W
MYHULUNAIBHOTO yIpaBieHus», «BBeaenue B cnenuanbHOCTb». Habop BXOAANIMX 3HAHUN U
YMEHHUH, COCTOSAMINX B MOHUMaHUH FOPUIMYECKON CHIIBI JOKYMEHTOB, SKOHOMHUYECKUX aCIEKTOB
OpraHu3alMi  JIEJIONPOU3BOJCTBEHHBIX  CIIy’KO, CHEHU(PHUKH  OyXraaTepckoil, OTYeTHO-
CTaTUCTHUYECKOW, (PMHAHCOBOM TOKYMEHTAIIWH, POJM KOMITBIOTEPHBIX TEXHOJIOTHH B padboTe ¢
JOKYMEHTaMH 00ecneunBaoT TpeOyeMblii (GyHIaMEHT Uil W3y4eHUS TUCHMIUIMHBI «OCHOBBI
JIETIOTIPOM3BO/ICTBA U IOKYMeHTooOOpoTay. [lomyueHHbIe B iporiecce o0ydeHusl 3HAHUS MOTYT
ObITh MCIIOJIb30BaHbl MpPU M3YYEHUH TaKUX JUCHMIUIMH, Kak:

«AJIMUHHCTPATUBHBIE IPAKTUKU B CUCTEME ITyOJITMYHOTO yIpaBiIeHus, « OCHOBBI apJIaMEeHTCKOM
KYJbTYpBI», « ITHKA FOCY1apCTBEHHON M MyHUIIUTIAIIHOM CITY>KOBD».

1.4 TlepeyeHb MIaHNPYeMbIX Pe3yJIbTATOB 00yUeHUsI 10 AUCHMILIMHE (MOIY.JI10),
COOTHECEHHBIX € MVIAHNPYEMbIMH Pe3yJIbTATAMH O0CBOeHHUSI 00pa30BaTe1bHOI NPOrpaMMbl.

N3yyenne naHHOW yueOHON AMCLIMITIMHBI HApaBieHO Ha (OPMUPOBAHUE Yy O0yUaIOLIUXCS
oowenpogeccuonanvrou xomnerenimu OITK-4, T1K-8, TTK-15

e Nunexc Conepxanue B pesynbprare nzydenust yueOHON TUCIIUTUIAHBI
. 1; KOMIIET | KOMIETCHINH (Wn €€ o0Oyyaromuecs J0JKHBI
" | eHUIMH YacTH) 3HATH yMeTb BJIaJIeTh

1. OIIK-4 | criocoOHOCTBIO MHCTUTYLMOHA | pa3palaThiBaTh | HaBbIKAMU
OCYIIECTBIIATh JIbHBIE OCHOBBI | OLICHUBATh aHanu3a u
JIeJI0BO€E OOIIEHNE U OCYHIECTBIIATh | A3P(GEKTUBHOCT | OLEHKU
nyOnuyHbIe JIEII0BOE b JIEJIOBOTO | KOHTEHTA
BBICTYIUICHHSI, BECTH | OOIIeHHE U | oOIeHNs U | J€JI0BOro
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e Wnpexe Conepxanue B pe3synbrare usyueHus yueOHOM JUCHUIUIMHEL
. | KOMIET | KOMIMETCHIH (nnm e€ 00yyaroImuecs 10JIKHbI
EHIUU 4acTu) 3HATh yMeThb BJIAJETh
IIEPETOBOPBHI, nyOnuYHbIE Iy OTMYHBIX oOImeHus u
COBEILAHUS, BBICTYIIJICHUS, | BBICTYIUIEHUH, | MyOJIMYHBIX
OCYIIECTBIISATh BECTH BECTHU BBICTYIUJICHU,
JICJIOBYIO MIEPENUCKY U | MEPETOBOPBHIL, IIEPETOBOPBI, BECTH
MIO/IIEP/KUBATH COBEILlaHUs, COBEILlaHuS, IIEPETOBOPBHI,
JJIEKTPOHHBIE OCYLIECTBIIATh | OCYLIECTBIATh | COBELIAHMS,
KOMMYHHKAIUU JIEJIOBYIO JIEJIOBYIO OCYIIECTBIATh
IIEPENNUCKY U | IEPENUCKY U | IENOBYIO
MONJEPKUBATh | NONJCPKUBATh | NIEPEIUCKY U
AJIEKTPOHHBIE | JIEKTPOHHbBIE MOIEP/KUBATH
KOMMYHHMKAly | KOMMYHHMKAlUHU | 2JIEKTPOHHBIC
u KOMMYHHKAIUU
2 IIK -8 | ciocoGHOCTRIO OCHOBHBIE IPUMEHSTH Haspikamn
IIPUMEHSITh uHpopMaoH | HHGOOPMAIMOH | paboThI C
HMH(pOPMAaIMOHHO- HO- HO- UH(pOPMALMOH
KOMMYHHUKAIIMOHHbIE | KOMMYHHMKaly | KOMMYHHMKAaIHO | HO-
TEXHOJIOTUU B | OHHBIE HHBIE KOMMYHHKAIHO
npodecCHOHATBLHON TEXHOJOTMU B | TEXHOJIOTMH B | HHBIMHU
JESTEIBHOCTH ¢ | mpodeccuonan | npodeccuoHasl | TEXHOJOTUIMHU
BHJICHUEM UX | bHOHU BbHOU B
B3aUMOCBS3EN U | JEeSATEIBHOCTH | EATENIBHOCTH C | MpodeccuoHal
MIEPCIIEKTUB C BUJCHMEM UX | BUJACHHEM MX | bHOH
HCIIOJIb30BAHHUS B3aMMOCBA3€H | B3aMMOCBA3€H | IEATENBHOCTH C
U TEPCIEeKTHB | U TEpPCHEeKTUB | BUJACHHUEM  HX
UCIIOJIb30BaHU | UCIIOJB30BaHUs | B3aUMOCBSI3EN
i U TEepCHEeKTUB
MCIIOJIb30BaHUs
3 IIK-15 | ymeHuem Bectu OcHOBHBIE oopMIIATH W | HAaBBIKAMH U
JEJIONPOU3BOACTBO U | PEKBU3UTHI NPEACTaBIATh | CIIOCOOHOCTSIMU
JIOKyMEHTOOOOPOT B odopmIIeHUS pe3yapTaThl B | 0ohOpMIICHHS U
oprasax JIEIIONPOU3BOJ | paMKax IIPEICTaBICHUS
roCyJapCTBEHHON CTBa U OCYIIECTBJIEHH | pE3yJbTaTOB B
Biactu Poccuiickoi JIOKYMEHTO0000 | 5 pamKax
Qenepanuu, opranax | pora B opraHax | JOKyMEHTOO0O | OCYIIECTBICHU
rocy/1apCTBEHHON rOCyJIapCTBEHH | pOTa B OpraHax | 4
BJIACTH CyOBEKTOB oif BacTu rOCy/IapCTBEHH | JTIOKyMEHTO000
Poccuiickoit Poccuiickoi oi BJIACTH | pOTa B OpraHax
@enepanum, opranax | dexgepariu, Poccuiickoit roCyJ1IapCTBEHH
MECTHOT'O oprasax denepanuu, oM BJIACTH
CaMOYIIpaBJICHHUS, rOCyJapCTBEHH | OpraHax Poccuiickoit
roCy/1apCTBEHHBIX U Oi1 BJ1acTH rocynapctBeHH | denepanun,
MYHHIUITATbHBIX cyOBEeKTOB oif BJIACTHU | OpraHax
MPEANPUATHAX U Poccuiickoit CyOBEKTOB rocy/1apCTBEHH
YUPEKICHUAX, denepanuu, Poccuiickoit ot BJIACTH
Hay4YHBIX U oprasax ®denepanuu, CyOBEKTOB
o0pa3oBaTeIbHbIX MECTHOI'0 opraHax Poccuiickoit
OpraHM3alusiX, CaMOYIIPABJIEH | MECTHOIO Denepanuu,
MTOJINTUYECKUX us, CaMOYyIPAaBJIEH | OpraHax




No Wnpnexc Conepxkanue B pesynprare n3ydeHus yaeOHON TUCIUTUINHBI
L. | KOMIIET | KOMIETEHIH (wmm eé 00yJaronmecs JOKHBI
CHIIUU YaCTH) 3HATh yMeTh BJIA/IETh
HNapTHSIX, TOCY/IapCTBCHH | U, MECTHOTO
00IIECTBEHHO- BIX U TOCYAapCTBEHH | CaMOYIIpaBIIeH
MOJUTUYCCKUX, MYHUIMIAIBH | BIX u | us,
KOMMEPYECKHX U BIX MYHUIMIIAIBHBI | TOCYIAPCTBEHH
HEKOMMEPUYECKIX OPEANPUATHIX | X BIX "
OpraHM3alusIxX u NOPEANPHUATHIX | MyHHLUIAIbHBI
YUPEKICHUAX, | U X
HAY4YHBIX U YUPEXKICHUAX, | MPEIIPUATHAX
o0pa3oBaTeNbH | HAyYHBIX ulu
BIX 00pa3oBaTeNibH | YUPEIKICHHSIX,
OpraHu3anusx, | bIX HAaY4HBIX "
NOJMTUYECKUX | OpraHu3alusaX, | oOpa3oBaTelbH
napTHX, HOJUTHYECKUX | BIX
0OIIIECTBEHHO- | MapTHUSIX, OpraHu3aIusIx,
NOJHUTUYECKHX, | OOIIECTBEHHO- | MOJUTHYECKUX
KOMMEPYECKUX | MOJUTUYCCKHUX, | MAPTHUSX,
u KOMMEPYECKUX | OOIIeCTBEHHO-
HEKOMMEpUECK | U MOJUTUYECKHUX,
ux HEKOMMEPUYECK | KOMMEPUYECKHX
OpraHu3anusix | ux "
HEKOMMEPYECK
ux

2. CTpyKTYypa u coJiep:KaHue TUCIUIIUHBI.

2.1 PacnpeaeneHnue TPyI0éMKOCTH IMCIUIJIMHBI 10 BUAAM PadoT.

OOriass  TpyaO0EMKOCTh JUCHMIUIMHBI cocTtaBister 4 3au.en. (144 4gacoB), wux
pacmpeiesieHre 1Mo BujaaM paboT MpeICTaBIeHO B TaOJIHIIC

(O cmyoenmos 3D0).
Bun yuebHo# paboThl Bcero CemecTtpbl
JacoB (dacer)

1,2
KonTtakTHas padora, B TOM YHcJjIe:
AyauTopHble 3aHATHSA (BCEro): 16 16
3aHATHSA JIEKIIUOHHOTO TUIA 6 6 - - -
JlaboparopHble 3aHATHS - - - - -
3aHsATHSA CEMHUHAPCKOTO TUTIA (cemuHapHI, 10 10 i i i
MPAKTUYECKHE 3aHSITHS)
HNnas koHTakTHas padora:
KonTpons camocrositensaoi padotsl (KCP) - -
[Mpomexxytounas arrecranus (MKP) 0,3 0,3
CamocrosiTesibHas padoTa, B TOM YHCJIe: 119 119
Kypcosas pabota - - - - -
[TpopaboTka yueOHOTO (TEOPETHYSCKOr0) MaTepHaa 30 30 - - -
BrImosTHeHMe HHTMBUTY ATbHBIX 3aaHUH (TI0JITOTOBKA 30 30 i i i
COO0O0I1IeHNH, Mpe3eHTaln)
Pedepar 30 30 - - -




[ToaroToBKa K TEKyIIeMy KOHTPOJTIO 29 29 - - -
KounTtpoJs:
[ToaroToBKa K 3K3aMeHY 8,7 8,7
Oo0masi Tpy10eMKOCTh Jac. 144 144 - - -
B TOM YHCJI€ KOHTAKTHAas 16.3 16.3
pabora
3a4. ef 4 4

2.2 CTpyKTYypa JUCHUNIUHBI:

PacnipesencHue BUIOB y4eOHOU paOOThI M MX TPYIAOEMKOCTH TI0 pa3JiesiaM IUCIUILTHHBI.
Pazpensr (TeMbl) TUCIUTUIMHEL, H3y4aemble B 1,2 cemecTpe (3aounas ghopma)

KonnuectBo yacos
AynuTtopHas Bueayn
No HaumenoBanue pa3aenos (Tem) PTOpHAS
Bcero pabota
pabora
J | 113 JP | CPC
1 2 3 4 5 6 7
1 Benenue B qucuurminny «OCHOBBI 8 8
JIEIIONPOU3BOJICTBA U JOKYMEHTOO0OPOTa»
5 3akoHOAaTeIbHAS U HOPMAaTUBHO-METOANYECKAS 8 8
OCHOBA JIETIOTIPOU3BO/ICTBA
3 JIoKyMeHTHI: Ki1accuuKanus, CTpyKTypa, TpeOoBaHUS 10 9 8
K 0 OPMIICHHIO.
4 OdopmiieHre opraHu3alMOHHO-PACTIOPATUTEIHHON 1 10| 2 8
MH(POPMAIIMOHHO-CIIPABOYHOM TOKYMEHTAIINH.
5 OdopmiieHne TOKyMEHTAIUH 110 TUYHOMY COCTaBY 10 2 8
6 Odopmienne koppecnonieHIMU. CTPYyKTypa JeT0BbIX 8 8
MHCEM.
7 Odopmrenre JoroBOpHOM JOKYMEHTAIUH. 10 | 2 8
8 Tumnossie u yHupHUIHpPOBaHHBIE POPMBI TOKyMeHTOB. | 10 2 8
9 Opranuzanus padoTsl ¢ KOHGUIEHITUATEHBIMU 10 2 8
JTOKyMEHTaMHU
10 |Dopmel perucTpanuy JOKyMEHTOB 8 8
11 |Opranuzanus npuema rpaxaan 10 | 2 8
12 |ABTOMaTH3aIus AETONPOU3BOICTBA 8 8
13  |Ilopsimok mepemauu e B apXuB 10 2 8
14 |DneKkTpoHHOE MPABUTEIBLCTBO 15 15
15 [ARP 03
16  |Kommpons na sxzamene 8,7
Hmoeo no oucyunnune: 144 | 6 10 119
2.3 Coaep:xanue pa3aesioB JMCHUNIMHBI:
2.3.1 3aHsATHSA JJEKIIMOHHOT0 THIIA.
Ne HanmeHnoBanue Conepmanne pasnena dopMa TeKyIIEero
paszznena KOHTPOJIS
1 2 3 4
1. |Bsencuue B [Ipenmer, conepxanue, 3a7a4u Kypca. VYuactue B
JHUCIUATLIUHY Ucrounuku, nureparypa. [lonsTriitHbIi WHTEPAKTUBHBIX
«OCHOBBI anmapar. [lonsitue o nokymenre. ['enesuc u dbopmax




JIEJIONPOU3BOJCTBA U |pa3BUTHUE MOHATHUS «TOKYMEHTY. ayJIMTOPHOM
JIOKYMEHTO0000pOoTa» |XapaKkTepHUCTHKA, CBOICTBA, IPU3HAKH, paboThI
(YHKINU TOKyMEHTa KaK CHCTEMHOTO 00BEKTa.
MeTo/b1 U CIOCOOBI TOKYMEHTHPOBAHHUSI.
dopma MaTepuaIbHOTO HOCUTEIIS.
[Tonusitue, MeTo, cnoco0, CPeaCTBO
JIIoKyMeHTupoBanus. [Iporecc coznanus
JIOKYMEHTA.
[TonsiTe nokymeHTHOM KoMMyHuKauu (1K),
KOMMYHHKAHT U perunuent. opmansHeie U
HedopMaIbHbIe KOMMYHHKAUU. MaccoBbIe
KOMMYHHKAIMH: T1€4aTh, PaJno0, TeJICBUICHUE,
KHMHO, 3ByKO- 1 Buaeo3anucs, INTERNET.
ABTOMaTH3a1Us JOKYMEHTAI[MOHHOM
JIeSITEIbBHOCTH MPOTrPaMMHbIE KOMIUIEKCHI:
«enoy, «3onymka» u ap.
3akoHoO/aTeNbHasd U |3aKOHOAATENIbHOE PErYJIUPOBAHUE [ToaroroBka
HOpPMaTUBHO- nenonpousBoacTBa. HopmarusHo- VHAUBUAYaIbHOT
METOMYECKasi OCHOBA [METOJINYECKOE PETyIMPOBAHHE 0 3aJJaHMUA.
JIeTIOTIPOU3BOICTBA | IEJIONPOM3BOACTBA. JIokanbHbIe HOpMaTuBHBEIE |Pedepar Ha Temy
JIOKYMEHTBI OpraHU3all1u. «HopmartusHoO-
METOUYECKOE
peryJiupoBaHue
JIEJIONPOU3BOJCT
Ba»
JloKyMeHTHI: [TonsiTre 0 KMaccuuKaMKU JOKYMEHTOB. NuauBunyansHoe
KJaccupukanus, CooTHo1IEHHE BUJOBOW U THIIOJIOTMYECKON 3a/laHue
CTPYKTYpa, KJIaCCU(UKALUU JOKYMEHTOB. [ToaroroBka
TpeOOBaHUS K Bubl 1OKyMEHTOB: OpraHU3alliOHHBIE, OnmaHka
0 OpMIIEHHIO pacnopsiAuTenbHble, THPOPMAILMOHHO- JIOKYMEHTOB:
cnpaBouHble. Tunojgoruueckas Kiaccu@ukamnus. Buabl OJaHKOB U
OO01ast XapakTepUCTUKA CTPYKTYPBHI. HOPSI0K
BHyTpeHHs 1 BHELIHAA CTPYKTypa JOKYMEHTA. |PACIIONOKEHUS
PekBU3UTHI TOKyMEHTa: PEKBU3UTHI-OCHOBAHMUSI, |pEKBU3UTOB B
PEKBU3UTHI-MIPU3HAKH, PEKBU3UTHI 0(opMIIeHus |O1aHKe (YTIiIoBOe
COBPEMEHHBIX YNPaBICHUECKUX IOKYMEHTOB.  |U [IEHTPOBAHHOE)
VYHu}UKanus U cTaHAapTU3aLUs TOKYMEHTOB.
®opmynsap. bnanku JOKyMEHTOB: BUABI
OJIAaHKOB U MOPSIJIOK PACIIOIOKEHUS! PEKBU3UTOB
B OJyiaHKe (YTJI0BOE U LIEHTPOBAHHOE),
UCIOJIb30BaHUE OJIAHKOB C H300pakeHUEM
roCyJIapCTBEHHOTO TepOa u repba cyonekTa
dbeneparum.
TpebGoBaHMs K COCTaBICHHIO U 0(OPMIICHHUIO
JTOKyMeHTOB. dopmaTbl OyMaXHBIX
JOKyMeHTOB. TpeboBaHus K TEKCTY
JIOKYMEHTOB. TpeGoBaHuUs K U3rOTOBJICHUIO
JIOKYMEHTOB.
Odopmiienne ITonsiTe opranu3anmoHHas, pacnopsaurenbHas|[lonroroska
OpraHU3aIMOHHO- 1 UHGOPMAIIMOHHO-CIIPABOYHAs JOKYMEHTAIUs. |COOOIIEeHN
pacniopsautenbHol U |OpraHu3aloHHble JOKYMeHTHI: [lonoxenue. |«OpraHuzannoHH
nH(pOpMaIOHHO- VYeras. Unactpykius. KosmekTuBHBIN 10TOBOD H |as,




CIIPaBOYHOU Ip. PacHopsIAUTENIBH
JIOKyMEHTaIU1 PacniopsimuTenbHbIE TOKYMEHTHI: TIPUKa3, ast u
pacrnopsbKeHue, peleHue. UH(POPMALIMOHHO
NudopmannoHHO-CIpaBOYHas JOKYMEHTALUSA: |-CIIpaBOYHAS
[Iporokon. Akt. JloknanHas 3anucka. JIOKYMEHTALIHS
OO0mbsacuuTenbHas 3anucka. Cripasku. [Incemo.
Tenerpamma (Teneraiinorpamma). Tenekc.
Teneponorpamma. Tenedaxce (dakc) u ap.

5. | Odopmienue KanpoBas nokymenranus, 1oKkyMmeHTHUpoBaHue |Pabora B Malbix
JIOKYMEHTALUH 110 NBIDKEHUS KaapoB. Pe3tome. 3asBienue. rpynmnax
JUYHOMY COCTaBY Amnkera. TpynoBoii koutpaxr. [Ipukas o «lTonroroska

npueme/yBosibHeHUH. Tpy1oBast KHUKKA. JOKYMEHTOB  JUIsl
JInunoe neno. JInnesoi cyer. npueMa Ha
paboty»

6. | Odopmienne TpebGoBaHMsI MEKIYHAPOIHBIX CTaHAApTOB K (MHauBUAyanbHOE
KOPPECHOHJICHIIMH.  |0(OPMIICHUIO KOPPECTIOHACHIIUU 1O 3ananue «CocraB
CTpyKTypa [1eJ10BbIX |BHEHUITHEAKOHOMUYECKOHU AesTeabHOoCTU. COCTaB |pEKBU3UTOB
MUCEM PEKBU3UTOB MMChMa U TPEOOBAHUS K UX nuchma u

odopmiiennto. CTpyKTypa JAETOBBIX IMUCEM. TpeOOBaHUS K UX
OcoOenHocTy 0pOpPMIICHHUS JEIOBOM 0(OPMIICHHUIOY.
KOPPECHOH/ICHIIUH B aHIJIOA3BIYHBIX CTpaHaXx.

Odopmienne KOppecToHACHIINYA HA HEMEIIKOM

a3bike. CTpyKTypa GopmyJisipa, COCTaB

PEKBHU3HUTOB.

7. | ObopmieHne JloroBop — ero Bubl, CTPyKTypa, MOPsI0K VYyactue B
JIOTOBOPHOM o(opMIIeHHs U TOANUCAHUS CTOPOHAMH. TpynnoBOH
JIOKyMEHTAIUN pabote

«IloaroroBka
IpaXIaHCKO-
IIPaBOBOTO
JI0OTOBOpA U €r0
HOJITUCAHUEY.

8. | TunoBbie u Tunosble GOpMBI TOKYMEHTOB, UCTIOJIb3yeMble |BblnonHeHne
YHU(QUIIMPOBAHHBIE  |B JIEATEIBLHOCTH OPTraHU3aIIUi. VHAVBUIYaIbHbI
(opmBI TOKyMEHTOB | YHU(DUIIMPOBAHHBIE CUCTEMBI JOKYMCHTAIIUH. (X 3a/IaHUI

YHubukanus 10KyMEHTOB.

9. | Opranuzanus KonduaennuanbHoe 1e10TTPOU3BOICTBO IToaroroBka
paboThI ¢ 3anuTa KOHPUISHIIMATHHON HHPOPMAIUH. WUHIWBUIYATBHOT
KoH(puaeHMansHbIMU|[ToHsTHE KOHUIEHITnATBHOE 0 3aJJaHMUS.
JIOKyMEHTaMU JIEIIONPOU3BOJCTBO IPUEMBI, METOBI Pedepar Ha Temy

00paboTku nokymMeHTOB. UHpOpManmoHHo- «Konpunennuan

aHanmuTHUYecKas paboTta. 3amura HHpOpMaIuK. |pHOE
JIEJIOIPOU3BOJCT
BO 3ammra
KOH(pHUACHITHATHH
oii uHpOpMALIUUY

10. | ®opwmsl perucrpanuu [[ToHsTHE perucrpanuu J0KyMeHToB. DopMel  (BeinonHeHne
JIOKYMEHTOB pErUCTpaluy JOKYMEHTOB. WHAUBUIYaTbHbI

ABTOMaTH3UPOBAHHBIE CUCTEMBI PETUCTPALIMU  |X 3aJaHUM
JIOKYMEHTOB.
11. | Opranusanus [IpyHUUMIBL  OpraHM3anUu JUYHOrO Impuema |BeimonHeHue




IIpreMa rpaXkaaH rpaxnad c oOpameHusiMH. Perucrpaunus [MHIMBHIYaTbHBI
JOKYMEHTOB II0 HHCbMEHHBIM OOpAIIECHUsAM (X 3aJlaHHUH
rpaxzaad. OCHOBHbIE 337]aul CIIPAaBOYHO-

MH(POPMALMOHHOM CTyKObl OpraHn3aluu.
12. | ABTomMaTu3anus ITonsiTe aBTOMaTU3UPOBAaHHBIX cUCTEM. PeiHOK ([Toaroroska

JCJIIONPOU3BOJICTBA  |aBTOMATU3UPOBAHHBIX CUCTEM WHJUBUTyJIbHOT
JenonpousBoicTBa. CpaBHUTEIbHBIN aHAIA3 |0 3aJaHM.
OyMa)XHOI'O U 3JIEKTPOHHOT'O Pedepar Ha Temy
JIOKYMEHTO0000poTa. «CpaBHUTEIBHBIN

aHaIu3
OyMa)KHOTO u
JIEKTPOHHOIO
JOKYMEHTO000pO
Ta»

13. | Hopsinok mepenaun  |OCHOBHBIE IIpU3HAKU IpynnupoBKy |Beinonnenne

JIeNl B apXUB JIOKYMEHTOB B iesia. PopMUpOBaHHE JE. VHUBUly QJIbHBI
Okcneprusa LIEHHOCTH JIOKYMEHTOB. |X 3alaHui
IloaroToBKa MCHOJHEHHBIX JOKYMEHTOB K
apXuBHOMY XpaHeHM10. llepenayda nen B apxus.

ITomenienune BEJIOMCTBEHHOI'O apxuBa
opraHuzaium. MartepuaibHO-TeXHUYecKas 0aza
apXHBOB. XpaHenue JIOKYMEHTOB B
3JIEKTPOHHOH (opMme.

14. | Dnexrponnoe [TonsiTre «31eKTPOHHOE NPABUTENLCTBO»: ero |[loaroroBka

IIPABUTEIILCTBO 3HAYEHUE, IPUHLIMIIBI TIOCTPOEHUS U cooOLIeHni
BHenpeHus. IHTerpupoBaHHoOe IeKTpOoHHOE  |«MHTEerpupoBaHH
npaBuTenbCTBO Poccun. Opranusanus 0€ DIIEKTPOHHOE
MEXBEJIOMCTBEHHOI'O 3JIEKTPOHHOTO IIPaBUTEIBCTBO
JIOKYMEHTO000pOTa MEX/1y OpraHaMu Poccum»
roCyIapCTBEHHOM BiacTu Poccuiickon
Penepauuu

3.2 3aHATHA CEMUHAPCKOIO THIIA.
HanmenoBanue N ®opma
TemaTnka npakTHYECKUX 3aHATUI (CEMUHApOB)|  TEKYIIEro
paszena (Tembl) KOHTpOIIS
2 3 4
1. |Beenenue B [Ipenmer, conepxanue, 3agaun Kypca. ICTOYHUKH, |HamucaHue
JUCLUIUINHY mureparypa. [lonsaruitneii anmnapar. [lonstue o pedepara (P)
«OCHOBBI JIOKyMeHTe. [ 'eHe3uc u pa3BUTHE MTOHATUSA
NEJIONPOU3BOJICTBA U [«IOKYMEHT». XapaKTepUCTUKA, CBOWCTBA,
JIOKYMEHTOO000pOTa» |MpU3HAKU, GYHKIIUH TJOKyMEHTa KaK CHCTEMHOTO

00BeKTA.

MeTtomapl U ciocOOBI TOKyMeHTHpoBaHUsA. DopMma
MAaTEepUAIIBHOTO HOCUTEIISA.

[TonsiTue, meTo, crmoco0, CPeICcTBO
JIOKyMeHTupoBanus. [Iponecc coznanus
JIOKYMEHTA.

[TonsiTrie nokymeHTHOM kKoMMyHuKaIuH (1K),
KOMMYHUKAHT U peuunueHT. @opmasibHbIE U
He(opMaTbHbIe KOMMYHHKAIMH. MaccoBbIe




KOMMYHHKAIUU: 1I€YaTh, paano, TCJICBUIACHHUC,
KHHO, 3BYKO- U Buaeo3anuch, INTERNET.
ABTOMaTI/I3aLII/IH HOKYMCHTaHHOHHOﬁ OCATCIIBHOCTHU
MporpaMMHBIE KOMIUTEKCHI: «[[enoy», «3omymka» u

APp.

3akoHoHaTeNbHAs U |3AKOHOJATEILHOE PEryJIMPOBAHUE HamMcaHue
HOPMAaTHUBHO- nenonpoussoacTea. HopmatusHo-meToaudeckoe  |pedepara (P)
METOIMYECKas OCHOBA [PETYJIMPOBAHUE JEIONPOU3BOACTBA. JIoKanbHbIE
JICJIIONPOU3BOJICTBA  |HOPMATUBHBIE JOKYMEHTHI OPraHU3aLHH.
JIOKyMEHTHI: [TonsiTre o kKnaccuduKaMu JOKYMEHTOB. odopmiieHne
Kiaccudukanus, CooTHoleHre BUI0BOH M TUIIOJIOTHUECKON 3aJJaHHbIX
CTPYKTypa, KJaccu(UKauu JTOKYMEHTOB. JOKYMEHTOB
TpeOoBaHuUs K Bubl 10KyMEHTOB: OpraHHU3allMOHHBIE,
oopmienuto. pacropsauTenbHbIe, THPOPMALMOHHO-CITPABOYHEIE.

Tunonornyeckas kiaccudukanus.

OO01as xapakTepucTUKa CTPYKTYpbl. BHyTpeHHss 1

BHEIIIHSAS CTPYKTYpPa JOKYMEHTA.

PexBU3UTHI TOKYMEHTA: PEKBU3UTHI-OCHOBAHUS,

PEKBU3UTHI-IIPU3HAKHU, PEKBU3UTHI 0()OPMIICHHUSI

COBPEMEHHBIX YIIPABJICHUECKUX JOKYMEHTOB.

YHuUKays v cTangapTH3anus JOKYMEHTOB.

®opmyiisip. braHku TOKyMEHTOB: BU/IbI OJ1aHKOB U

MOPSIOK PACHOJIOKEHHS PEKBU3UTOB B OJaHKe

(YyriaoBoe U IEHTPOBAHHOE), UCIIOIb30BAHNE

OJIaHKOB C M300pakeHHUEM TOCYJapCTBEHHOTO Tepba

u repba cyOnekTa deaepanuu.

TpebGoBaHMsI K COCTaBICHHIO U 0(OPMIICHUIO

JOKyMeHTOB. dopMmaThl OyMaXKHBIX JJOKYMEHTOB.

TpebGoBaHMs K TEKCTY JOKYMEHTOB. TpeOoBaHUs K

W3TOTOBJIEHHUIO TIOKYMEHTOB.
Odopmiienue [ToHsATHE OpraHU3allMOHHAs, pacopsIuTeNbHas U |0dopMIIeHHE
OpraHU3aIOHHO- MH(OPMaLIMOHHO-CIIPABOYHAS TOKYMEHTALUS. 3aJIaHHBIX
pacnopsauTensHoi 1 |Opranu3aloHHble JOKYMeEHTHI: [lonoxenue. JOKYMEHTOB
MH(}OPMALIMOHHO- Vera. MHCcTpyKIms. KonnekTuBHBINA JOTOBOP U JIp.
CIPaBOYHOM PacniopsiauTenbHbIE TOKYMEHTHI: IIPUKa3s,
JOKYMEHTaI1H. pacrnopsbKeHHe, peleHue.

HNHdopmannoHHO-CIIpaBOYHasl JOKYMEHTAIMS:

IIporokon. Akr. JloknanHas 3anucka.

OO6mbsacHuTenbHad 3anucka. CrpaBku. [InceMo.

TenerpamMma (teneraiinorpamma). Tenexkc.

Tenedonorpamma. Tenedaxc (dakc) u ap.
Odopmnenue KagpoBas nokyMeHTanus, T0KyMEHTUPOBAHUE oopmieHue
JOKYMEHTAIMH 110 JBIKEHMS KaapoB. Pestome. 3asBineHue. AHKeTa.  |3aJaHHBIX
JINYHOMY COCTaBY. TpynoBoit koHTpakT. [Ipukas o JTOKYMEHTOB

npueme/yBosibHeHUH. TpynoBas kHHkKa. JInuHOoe

neno. JIunesoit cuer.
Odopmienue TpeboBaHMs MEXITYHAPOJHBIX CTAHJIAPTOB K oopmienue
KOPPECHOHJIEHIIMU.  |0(OPMIIEHUIO KOPPECTIOHICHIINHU TI0 3aJIaHHBIX
CTpyKTypa [IelOBbIX |BHEIIHEOKOHOMHUYECKOH AearenbHocTU. CocTas JOKYMEHTOB

U CEM.

PEKBU3UTOB IMMUCbMa U Tpe6OBaHI/I$[ K UX
odopmuernto. CTpyKTypa JEIOBBIX ITHUCEM.
OcobeHHOCTH 0OPMIICHHUS JEIOBOM




KOPPCCIIOHACHIINA B AHITIOA3BIYHBIX CTpaHax.
OdopmieHue KoppecrnoHASHITUN Ha (hpaHILy3CKOM
si3pike. OopmIileHuE KOPPECTIOHACHIINY Ha
HeMelKoM s3bike. CTpykTypa Gopmyisipa, cocTaB
PEKBU3UTOB.

HHTerprupoBaHHOE AIEKTPOHHOE TPAaBUTEIBCTBO
Poccun. Opranunzanys MeXBe10MCTBEHHOTO
3JIEKTPOHHOI0 IOKYMEHTO000pOTa MEXTY
OopraHaMu rocyJapCcTBEHHOM Biactu Poccuiickoit
denepanun

7. |OdopmiieHne JloroBop — ero BHJIbI, CTPYKTYPA, IOPSIOK oopmienue
JIOTOBOPHOM o(opMIIeHHs U TOANNCAHUS CTOPOHAMH. 3aJJaHHbIX
JOKYMEHTALUH. JOKYMEHTOB

8. |TumnoBsle u Tunosble GopMbI TOKYMEHTOB, HCIONb3yeMble B |TecTupoBanue
YHU(QUIMPOBAHHBIE  |IeATENLHOCTH opranu3anuii. Yuuduuuposanusie |(T)

(GOpPMBI JOKyMEHTOB. |(CHCTEMBI JOKYMEHTAUU. Y HUDUKALMS
JJOKYMEHTOB.

9. |Opranusanus pa6otsl |[KoHduaeHMATBHOE ETONPOU3BOICTBO 3all[UTa  |HAITHCAHUE
c koH(puaeHnranbHON nHopmaruu. [lorsTre pedepara (P)
KOH(HICHIIHATLHBIMHU | KOH(QUACHIINATEHOE AETOMPONU3BOICTBO TPUEMBI,

JOKYMEHTaMH. METO/bI 00pabOTKH TOKYMEHTOB.
HNudopmanroHHO-aHATUTHYECKas paboTa. 3ammra
nHpopmanuu.

10.|®opmsr peructpanuu |[lonarue peructpanun 10kyMeHToB. DopMbl odopmiieHue
JOKYMEHTOB perucTpanuy J0KyMEHTOB. ABTOMAaTH3MPOBAHHBIE |)KYPHAJIOB

CHCTEMBI PErMCTPaLlUU JOKYMEHTOB. perucTpanuu,
11.|Opranunzanus npuema |[IpUHIKIIB OPraHU3aIMK THYHOTO IPHEMA IPaKIaH |0(pOopMIICHHE
rpakaan c oOpameHussMu. Peructpamms TOKYMEHTOB IO [3aJIaHHBIX
NUCbMEHHBIM OOpaleHus M TpaxkaaH. OCHOBHBIE |IOKYMEHTOB
3a7]a4d CIIPaBOYHO-
MH(OPMAaLMOHHOH CI1y>KObl OpraHu3aluu.

12.|ABromarTuzanus ITonsiTHE aBTOMATU3UPOBAHHBIX CUCTEM. PBIHOK BBIIIOJIHEHHUE

JCJIONIPOM3BO/CTBA  |aBTOMAaTU3UPOBAHHBIX CUCTEM JIEJIONPOU3BOICTBA. |33JaHUM HA
CpaBHUTENBHBIN aHAIN3 OYMaXXHOTO U KOMIIBIOTEDE,
AJIEKTPOHHOI0 IOKYMEHT0000pOTA. pedepat

13.|TTopsiok mepenaun  |OCHOBHBIE TIPH3HAKU TPYMITHPOBKH JTOKYMEHTOB B |0(OpMIICHHE

7Ie7l B apXUB nena. @opmupoBaHue sie. 3aJJaHHBIX /1€ U
DKcrepTr3a IEHHOCTH JOKYMEHTOB. [loaroToBka |IOKyMEHTOB,
UCTIOJIHEHHBIX ~ JIOKYMEHTOB K  apXMBHOMY |TECTHMPOBaHUE
xpanenuto. [lepenaua nen B apxuB. Ilomemenue |(T)
BEJIOMCTBEHHOTO apxuBa OpraHu3alMu.
MarepuanbHO-TEXHHUECKAs 6a3a apXHBOB.
XpaHeHHue TOKYMEHTOB B 2JISKTPOHHOH (opme.

14.|\3nexTponnoe [ToHsATHE «DNEKTPOHHOE PABUTEIILCTBOY: €TO TECTHPOBaHUE
MIPABUTENIHCTBO 3Ha4YeHue, MPUHLIUIBI TocTpoeHus u BHeapenus.  |(T)

2.3.4 IlpumepHasi TeMaTHKA KyPCOBBIX padoT (IPOEKTOB) — He MPEeAyCMOTPEHA
2.4 IlepeyeHb y4eOHO-METOAUYECKOTO 00ecredeH sl 1JIsl CAMOCTOSITE/IbHOI padoThI
o0y4aromuxcs no JMCHUILIHHE (MOLY110)

Ne

Bun CPC

[TepedyeHn yueOHO-METOIUIECKOTO 00€CTICUeHUS TUCITUTIITAHBI
IO BBITTOJIHEHUIO CAMOCTOSITEIIbHON pabOThI




1 2 3

1 |IIpopaboTka Meronuueckue yKa3aHHs II0 OpPraHU3allMM CaMOCTOSITEIIBHOU
TEOPETUYECKOTO paboThl CTYJIEHTOB IO HampaBiieHuo moarotoBku 38.03.04
Martepuana (moArotoBka |['ocynapcTBEHHOE U MYHHMIIMIAIBHOE yIpaBiieHHE (MIPOTOKOI Ne
K npo6sieMubIM |10 ot 10.04.18)
ceMHHapam)

2 |[loaroroBka Metoauueckue yka3aHus 110 OpraHu3alldd CaMOCTOSITEIbHOM
WHIUBUTy ATbHBIX paboThl CTYJIEHTOB 10 HampasjieHuto mnoaroroBku 38.03.04
samanuil  (upesenrtanuii,|['0Cy1apCTBEHHOE M MyHHULMIAIBHOE yHpaBiIeHUE (IIPOTOKOI No
coobmenuii, Be6-kpyusa)|10 or 10.04.18)

3 |lloaroroBka k|Meroaudeckue yKa3aHus II0 OPraHHU3alUu CaMOCTOATEIBHON
TECTUPOBAHUIO Mo|paboThl CTYJIGHTOB M0 HampasjieHuto mnoaroroBku 38.03.04
yueOHOMY marepuainy|['ocynapcTBeHHOE M MyHHMIMIIAIBHOE yIpaBieHue (IpoTokon Ne
TUCILAIUINHEL 10 ot 10.04.18)

Y4eOHO-MeTOIMYeCKHe MaTepHallbl JUISI CAMOCTOSTEILHONH PabOThl OOYyYaroLIMXCs U3

YHUCJIa UHBAIHUJIOB U JIUI C OTPAHUYECHHBIMHU BO3MOXKHOCTSIMU 3710poBbsi (OB3) npenoctasistorcs
B (hopmax, afanTUPOBAHHBIX K OTPAHMUYEHUSIM HX 3[0POBBS U BOCIIPUATHS HHPOPMALIIH:

JIist Il ¢ HApyIICHUSIME 3PCHUS:

— B [IEYaTHOM (hopMe YBEIUYCHHBIM HIPUPTOM,

— B (popMe 2IIEKTPOHHOTO JOKYMEHTA,

Jnst I ¢ HapyIIeHUsIMHE CITyXa:

— B miedaTHoi opme,

— B (hopMe PIIEKTPOHHOTO JOKYMEHTA.

JIist Ll ¢ HapyIICHUSIME OTIOPHO-/IBUTATENILHOTO amiapara:

— B [TIeYaTHOU opme,

— B (hopMe JIEKTPOHHOT'O IOKYMEHTA,

JlaHHBII TepedeHb MOXKET ObITh KOHKPETU3UPOBAH B 3aBUCHMOCTH OT KOHTHHTEHTa

oOydJaronuxcs.

3. O0pa3oBaTe/ibHbIE TEXHOJOTHH.

B mperonaBanum Kypca UCTIONB3YIOTCSI COBpPEMEHHBIE 00pa30BaTeIbHBIE TEXHOJIOTHH:
- MYHBTHMGHHﬁHBIG JICKIIUHA C DJICMCHTAaMU JUCKYCCUU,

- ”H(POPMALIMOHHO-KOMMYHUKATUBHBIE TEXHOJIOTUU;

- UCCIIEIOBATEIHCKIE METOIBI B O0YUCHNUH;

- IpoGsIeMHOE 00yUYEeHHE.

B yueGHOM mnpoliiecce NCTIOIB3YIOTCS aKTUBHBIE U UHTEPAKTUBHbBIE (POPMBI ITPOBEICHUS

3aHATHIA.
KomnugectBo yacos
Ne Haumenosanue pa3nenos (Tem
pasn (Tem) Beero Hnrep.
qachbl
1 2 3 4
1 Beenenue B auctumiuny «OCHOBBI
JIeTIOTIPOU3BOICTBA U IOKYMEHTOO00pOTa)
5 3akoHOIaTeNIbHAst 1 HOPMAaTUBHO-METOANYECKast 2
OCHOBA JIEJIONIPOU3BO/ICTBA
3 JIOKyMeHTBI: Kilaccu(uKanus, CTpyKkTypa, TpeOoBaHUS 2
K 0 OPMIICHHIO.
4 OdopmiieHre opraHu3aluOHHO-PACTIOPATUTEIHHON 1 5
MH(POPMAIIMOHHO-CIIPABOYHOM TOKYMEHTAIINH.
S) OdopmiieHre JOKYMEHTAIUH 110 TUYHOMY COCTaBY 2
6 Odopmienne koppecrionneHIMU. CTPYKTypa JeTOBBIX 2
IIUCEM.
7 OdopmiieHre T0roBOPHOM TOKYMEHTAIIUH. 2




8 Tunossie u yaudumupoBanubie GOpPMBbI JOKYMEHTOB. 2
9 Opranuzanus paboTsl ¢ KOH(PHUIEHITUATBHBIMU
JOKYMEHTaMHU
10 |DopMsbl perucTpanuu JOKYMEHTOB 2
11 |Opranuzanus npuemMa rpaxiaH 2
12 |ABTOMarH3anus AEIONPOU3BOICTBA
13  |[lopsimok mepenavu el B apXuB 2
14 |DnexTpoHHOE NMPABUTEIHCTBO
Hmoeo no oucyuniune: 16 6

Ha srtame wu3yueHus mepBhIX ABYX pa3/eioB, KOTOpPhIE HOCAT B OOJbLICH CTemeHH
TEOPETUYECKUN XapakTep HCIOJIB3YIOTCSI TPYNIOBBIE M CaMOCTOATENbHbIE (DOpMBI pPabOTHI,
HalpaBJICHHbIE HA OCMBICJIECHHE CII0KHBIX HECTPYKTYPUPOBAHHBIX Ipo0seM peaMeTa o0ydeHus,
¢dopmupoBaHHe COOCTBEHHOH apryMEHTHPOBAHHOM MO3MLMU IO MPOOJEMHBIM acleKTaM
M3y4aeMol TeMBbI. 31e€Ch UCIOIb3YETCs TaKue 00pa30BaTeIbHbIE TEXHOJIOTHH KaK

0 paboTa B MabIX rpynmnax/mapax mo pa3oopy KOHKPETHBIX CUTYallnH;

0 JICKIIMS C DJICMCHTAMM JUCKYCCHH,

[Tocnenyromue paszmensl Ui peIIEHWs MOCTAaBICHHBIX LeJell B paMKax ydeOHOH
JTMCUUIUIAHBL TPEOYIOT MCIIONIb30BAaHMUSI METOIOB OOydeHHsI, HallpaBJIeHHBIX HAa (pOpMUpOBaHUE
YMEHUH U HaBBIKOB IIOAIOTOBKM JOKYMEHTOB pa3BJIMYHBIX BHMJOB. [l 3TOro BHEIpEHBI
cieayronre o0pa3oBaTesibHbIe TEXHOIOTHH:

1. [IpoBenenue npoOIEMHOrO CEMHHApa, B paMKax KOTOPOIO CTYACHTHI PEIaoT
JBYEJIMHYIO 337a4uy: a) MOJIy4yaroT 3HaHUS 110 OYEPETHON TeMe yueOHOro Moayisi; 0) alanTUPYIOT
UX K CTPYKTYype y4eOHON AUCLUIUINHBL.

2. AHaJIUTHYECKHE TEXHOJIOIMH 3aKOHOATEeNbCTBA 00 OCHOBAX JIEJIONPOU3BOJICTBA U
JOKYMEHTO000pOTa U 3KCIEPTU3bI JOKYMEHTOB SBJISIOTCSA, C OJTHON CTOPOHBI, YHUKAJIbHBIMU IS
JAHHOTO Y4eOHOro Kypca HHTEPaKTHUBHBIMH 0O0pa30oBaTEIbHBIMM TEXHOJIOTHUSMH, B OCHOBE
KOTOPBIX JIE)KUT METOJ aHajau3a JOKYMEHTOB; C JIPYrOH, COCTABHOM 4YaCTBhK INMPAKTHYECKON
NeSTEIbHOCTH, CBSI3aHHOW C JUArHOCTHKOM JTOKYMEHTOB, 00€CHeYMBAIOIIMX YNPaBICHUECKYIO
NEeATENBHOCTh. B Kypce HCIIoNb3yI0TCsl HHAUBUYaIbHbIE TUCbMEHHBIE 3aJaHUS.

3. Pa3paboTrka M mnpe3eHTalUs KOJUIEKTMBHBIX HWH(POPMAIMOHHO-aHAIUTUYECKUX
npoekToB ««Mojenu peanuzalnuy AETONPOU3BOACTBA U JIOKYMEHTOOOOPOTa» IMO3BOJISIFOT
CTPYKTYypUPOBaTh WHIWBHUIYAJIbHYIO JESATEIBHOCTh IO NHCBMEHHBIM 3agaHusM. OCHOBHbIE
3aJla4yM Mpe3eHTAaluN Kak yueOHoW (popmbl cBOAATCA K (POPMHUPOBAHUIO MPAKTUUECKUX YMEHUMN
KOHUEHTPHUPOBAHHOT'O U3JI0KEHUS U MTPE3EHTAIMH BU3yaJbHBIX MaTepUasioB B Gopmare
«PowerPoint» pe3ynbTaToB, MOJYyYEHHBIX B X0/1€ aHATUTUIECKON paOOTHI.

4. NuauBuayanbHblE U FPYIIIOBbIE KOHCYIbTAUNUU. IHINBHTyalIbHbIE KOHCYJIbTAllUN
IIPOBOJIATCSL pa3 B HENENI0 IOCie Y4YyeOHBIX 3aHATHHA MOCPEICTBOM IPEAMETHOrO JAHanora
npenojaBaTesiss ¢ 00ydJarolMMCS [0 pPa3jMYHbIM COAEpKATeIbHBIM M OpPraHHU3allMOHHBIM
BOMpocaM y4yeOHOro Moaysd. ['pynmoBble KOHCYJIbTallUd MO3BOJSIIOT — IMPENOAaBATEINIO
ONTUMHU3UPOBATh KOMAHIHYIO pabOTy CTYAEHTOB MO PAa3IUYHBIM MPOEKTHHIM (hopMam ydueOHOMH
JeSITENIbHOCTH.

JUig nI ¢ OrpaHUYEHHBIMU BO3MOYKHOCTSMH 3[0POBBSl NPEAYCMOTpPEHA OpraHU3aLus
KOHCYJIbTAIlUi C UCIIOJIb30BAHUEM AJIEKTPOHHON MOYTHI.

4. OueHo4YHbIe CPeACTBA JJIsl TeKYLIero KOHTPOJIsl yCIIeBaeMOCTH U MPOMeKYTOYHO
aTTrecTaluu.
4.1 OueHo4YHbIe MATEPHAJIbI A/l TEKYLIEr0 KOHTPOJISA YCIeBAeMOCTH
411. Bomnpochl Aa IUCKYCCHH B PaMKaxX JEKIUOHHBIX 3aHATHI M NMPOOJIeMHBIX
CEMHHAPOB.
JIMCKyCCHOHHBIE BONPOCHI MO TeMe «JIOKyMeHTBI: KaaccHPUKALUsA, CTPYKTYypa,
TpeOdoBaHus K 0OpMIICHH IO
1. Tonarue o xiaccupurkanuu TOKyMeHTOB. COOTHOIICHHE BUIOBOM M THUIIOJIOTHYECKOM
KJ1acCU(PUKALUU TOKYMEHTOB.
2. Buzapl JOKYMEHTOB: OpraHM3allMOHHBIC, PpaCHOPSIUTENbHbIE, WH(POPMALNOHHO-
cripaBouHble. TUINOTIOrHYeCKast KilacCU(pUKaIUs.
3. braHku NOKYMEHTOB: BHJbI OJAHKOB U TOPSIOK PACIONIOKEHUS PEKBU3UTOB B OJIaHKE



(YTJI0BO€ U LIEHTPOBAHHOE), UCTIOIB30BaHNE OJIAHKOB C M300pakeHHEM TOCyAapCTBEHHOTO repba
u repOa cyObekTa geaepannm.

4. TpeboBaHUS K COCTaBICHUIO M O(GOPMIICHHIO JOKYMEHTOB. DopMaThl OyMa)kKHBIX
JIOKYMEHTOB.

5. TpeboBaHUs K TEKCTY JOKYMEHTOB.

Ilepeuens yacmu Komnemenyuu, NPOGEPAEMbIX OYEHOUHBIM CPEOCHBOM.

[IK-15 ymeHWeM BeCTH JACIOMPOM3BOJACTBO W  JOKYMEHTOOOOpPOT B  OpraHax
rocyaapcTBeHHOM BiacTu Poccuiickoit denepariuu, opraHax rocy1apCTBEHHOM BIacTH CyOBEKTOB
Poccuiickoit  ®enepanuu, OpraHax MECTHOTO CAaMOYIPaBJICHUS, TOCYJAPCTBEHHBIX U
MYHHIMIATBHBIX MPEANPUATHSIX U YUPEKICHUAX, HAYUYHBIX U 00pa30BaTeIbHBIX OpraHU3aIHIX,
MOJUTUYECKUX NapTHIX, OOLIECTBEHHO-NOJUTUYECKUX, KOMMEPYECKHMX M HEKOMMEPUYECKUX
OpraHu3aIusIxX

Kpumepuu oyenxu:

«YIOBIIETBOPUTEIBHO» - CTYJIEHT MMeeT (pparMeHTapHbIe MPEACTABICHUS O COJEPKaHUU
3asiBJICHHON TeMbl MpPOOJIEMHOIO CEMHHapa, 4aCTUYHO OCBOWJ MOHATUHHO-KATEropUallbHbII
anmnapar;

«XOpOUIO» - CTYACHT NEMOHCTPHPYET OOIIMe 3HAHHS IO 3asBJICHHOW TeMe MpOOJIEeMHOTO

CEMUHAapa, YyMeeT YCTAHABIMBAaTb CBA3U MEXKIY TEOPETUYECKUMU IOHATUAMHU

IMIIUPUYECKUMHE (paKkTamu;

«OTIUYHO» - CTYACHT JEMOHCTPUPYET CHUCTEMHBIC 3HAHMS 110 3asABJIICHHOM TEMe
MpOOJIEMHOTO CEMHUHApa, YMEET yCTAaHABIMBATH CBSI3U MEXAY TEOPETHUECKUMH TOHITHAMU H
SMIIUPUYECKUMU (PaKTaMu, GOPMYJINPYET aHAIUTHUECKUE 0O0OIEHHS U BBIBO/IBI.

412. HNnauBuayaabHOe MUCHMEHHOE 3aJ]aHHe, HANIPaBJeHHoe HA (JopMUpOBaHUe
HABBIKOB MOJAT0TOBKH HH(POPMAIHOHHBIX 0030POB.
«TexHO0rNs MOATOTOBKH HH(POPMAIIMOHHOTO 0030pa M0 MPOGIeMaTHKE.

OcHoBaHus Bunpr 0630poB
JACJICHUA

DyHKIMOHAIBHOE
Ha3zHaueHue (mpeaMer
aHaImn3a)

XapakTep paccMaTpUBaeMbIX
BOIIPOCOB

LleneBoe Ha3HAUYCHUE

u



[HoTrpeOuTensckoe
Ha3Ha4YCHUE

Ilepeuenv yacmu komnemeHyuly, NPOBEPAEMbIX OYEHOUHBIM CPEOCNBOM:

IIK-15 — ymeHueM BeCTH [EJIONPOU3BOJACTBO U JOKYMEHTOOOOPOT B OpraHax
rocygapcrBeHHoil Biactu  Poccuiickorn @enepanuu, opraHax TI'OCyJapCTBEHHOM BIIACTH
cyobekToB Poccuiickoit denepanyy, opraHax MECTHOTO CaMOYIIpaBIIEHUs], FOCYIapCTBEHHBIX U
MYHULIUTATBHBIX TPEANPHUATHAX U YUIPESIKACHUAK, HAYUYHBIX U 00pPa30BATEIbHBIX OPraHU3aLUsX,
MNOJUTUYECKUX MapTHsIX, OOLIECTBEHHO-NOJUTHYECKHX, KOMMEPYECKMX M HEKOMMEPUYECKUX
OpraHu3alusax

Kpumepuu oyenxu.

«YIOBIIECTBOPUTEIHHO» - CTYJIEHT MMeEET (hparMeHTapHBIC MPEACTABICHUS O COJCPIKAHUN
TEXHOJIOTUH MOATOTOBKH MH(POPMAIIIOHHBIX 0030pOB;

«XOPOIIIOY - CTYJIEHT UMEET OOIIHe MPEJCTABICHUS O COACP>KAaHUH TEXHOJIOTHUHU MOITOTOBKHI
MH(OPMALIMOHHBIX ~ 0030pOB,  OCBOWMJ  MOHATHHHO-KATErOpHAlbHBIM  ammapar, yMeeT
YCTaHABIIMBATh CBSI3M MEXK]Iy COCTABHBIMU YaCTSIMU UH(POPMAIIMOHHOTO 0030pa;

«OTIUYHO» - CTYJEHT UMEET CHCTEMHBIE MPEACTABICHHUS O COJEPKAHUU TEXHOJIOTHH
MOATOTOBKM MH(POPMAIIMOHHBIX 0030pPOB, OCBOMJI TOHITHITHO-KATErOPUAIBHBIN ammapar, yMeeT
yCTaHABIMBATh CBA3M MEX]y COCTABHBIMH YacTSMU HH(OpMAIMOHHOTO 0030pa, hopMynupyer
aHAIMTUYECKHE 0000IIEHNI U BEIBOIBI.

4.13. MoaroroBka coo0IIeHNI U MPe3eHTAIUI 10 Y4eOHOH TUCHHIIHHE

Coobugenue «INEKTPOHHOE TPABUTENIBCTBO»: €r0 3HAUEHHE, NMPUHIUIBI MOCTPOEHUS U
BHeIpeHUs.  VIHTerpupoBaHHOE  3JEKTPOHHOE TMpaBuTenbCcTBO  Poccun.  Opranusanus
MEXBEJOMCTBEHHOTO0 3JIEKTPOHHOI'O JOKYMEHTOOOOpOTa MEXAy OpraHaMHM TOCYJapCTBEHHOM
Biactu Poccuiickoit denepannn» JOIKHO COAEPKATh aHATIU3 MIPAKTHKHU PabOThI C JOKYMEHTaMH,
ONMCaHWE WX CTPYKTYPHBIX W (YHKIHOHAIBHBIX OCOOCHHOCTEW, a TaKkKe OICHKY UX
3¢ (HEeKTUBHOCTH.

Anroput™m paboTBhI:

1. TTouck nuTepaTyphbl U aHATIU3 JIUTEPATYPhl 1 UICTOYHUKOB IO JJAHHOM Ipolieme.

2. TToaroroBka cooOmIeHUs B MMCHbMEHHOM BUJIE WM MPE3CHTAINK pedepara B TBOPUECKOM
(MpoayKTHUBHOI) mepepaboTKe, TJie TJIaBHOE BHUMAHHE YAEIsIeTCS HOBU3HE COJIEPyKaHUs, aHAINU3Y
€ro COLUMaIbHON LEHHOCTU C YYETOM YK€ MMEIOIIUXCS TIOCTHKEHUN B ONpesiesIeHHON 001acTi
3HaHUM.

Ilepeuensv yacmu komnemeHyuu, NPOBEPIEMbIX OYEHOUHBIM CPEOCBOM.

OIIK-4 — cnocoOHOCTBIO OCYIIECTBIIATH JIENIOBOE OOILIEHHE U IyOJUYHBIE BBICTYIUICHUS,
BECTU IIEPEroBOpPbI, COBEIIAHUS, OCYIIECTBIATh JIEJIOBYIO TIEPENUCKYy M MOJAJIEP’KUBAThH
3JIEKTPOHHBIE KOMMYHHUKALIUH.

[1K-8 — crnocoGHOCTBIO MPUMEHATH HHPOPMALMOHHO-KOMMYHHUKALIMOHHBIE TEXHOJIOTUU B
poeCCUOHATLHOMN IEATEIFHOCTU C BUJICHUEM MX B3aUMOCBS3EH U MEPCIEKTUB UCIIOIb30BaHUS

Kpumepuu oyenxu peghepama:




«YIOBJIETBOPUTEIILHOY» - COOOIIEHHE MPEICTABISAET COO0M M3I0KEHUE PE3yIBTATOB UYKHUX
UCCIIeIOBaHMM 0e3 caMOCTOSTEIbHON 00pabOTKH HCTOUHUKOB;

«XOpOILOY» - COOOIIEHHE MPEACTABISET COO0M CaMOCTOATENbHBIN aHAIN3 Pa3HOOOPa3HBIX
HAy4YHBbIX MCCIEAOBAHUN M SMIIMPHUYECKUX JAHHBIX, OJHAKO HE B IIOJHOW MEpEe OTpakaeT
TpeboBaHus, cHOPMYITUPOBAHHBIE K €TI0 M COJIECPIKAHHIO.

«OTJIMYHOY - B COOOILEHUH OTPAXKAIOTCS TaKue TPeOOBAHMS KaK aKTyaJlbHOCTh COJEpPIKAHUS,
BBICOKMH TEOPETUYECKH YpOBEHb, TINyOMHa W TMOJMHOTa (PAKTOpOB, SBICHUH, HpoOIEM,
OTHOCALIMXCS K TeMe, MH()OPMaIlMOHHAs HACBILIEHHOCTh, HOBU3HA, OPUTMHAILHOCTh U3JI0KEHUS
MaTepuaia; CTPYKTypHasi OpPTraHW30BaHHOCTb, OOOCHOBAHHOCTh NPEJIOKEHHS W BBIBOJOB,
ClI€NIaHHBIX B COOOIEHNH/ IPE3EHTALINY.

4.1.4 IlpumepHbIe MHAMBUIYAJIbHbIE 32IaHUS

Cocmasumv u o@gopmums npuxkassl nO OCHOBHOU OeAmeabHOCmU, U Opyue
pacnopaoumesibHvle 00OKYMEHMbl, HE00X00UMble 8 OAHHBIX YNPABIEHUECKUX CUMYAUUAX:

Curyanus 1.

A.H.Ilunos, npencenaresib POCCUICKOrO areHTCTBa MEXKIAYHAPOJIHOrO COTPYJHHUYECTBA U
pasButus (rocyaapcrTBeHHas opranusanus npu [Ipasutenscrse PD), 24 deBpans Tekymiero roga
MOPYYMUJT CTPYKTYPHBIM TOJpa3AClEHUSIM areHTCTBa COBMECTHO C  IMPEJCTaBUTEISIMU
l'ockomumymiectBa Poccun k 10 ampenss mOATOTOBUTH MPOEKT MPOrPaMMBbI IPUBIICYEHHUS
WHOCTPAHHBIX HMHBECTHIIMH K TPOLECCY aKIMOHMPOBAHUS TOCYAAPCTBEHHBIX MPEAIPUSITHIA.
[Topydenue ObLIO aHO BO HcmoiHeHHe moctaHoBieHus [IpaButensctBa PO ot 24 depans
tekymero rojga Ne 246 ['maBHOMY yHpaBiI€HHIO OTPAciI€BbIX HHBECTHIIMOHHBIX MpPOTrpam,
['maBHOMY J1OrOBOpPHO-IIPAaBOBOMY YHPABICHHIO U [JaBHOMY YINPAaBIEHUIO CTPATETUU H
MHBECTUPOBAHUS.

[Ipoekt mpukaza mpeacenaTessi areHTCTBAa ObLT 3aBU3UPOBAH €r0 MEPBBIM 3aMECTUTEIEM
J.H.®enopoBeiM 1 HayaibHUKOM ['J1aBHOr0 1OroBOpHO-IIpaBoBoOro ynpasieHus U.B.MnpuHbiM.
KonTposs 3a ucnonnenueM npukasa osu1 BosnosxeH Ha [[.H.denopoga.

Curyanus 2.

JIMpeKTop peMOHTHO-3KCIITyaTalliOHHOI0 MyHUIMnanbHoro ynpasienus Ne 15 3oros U.T. 5
OKTSIOps TEKYILEro roja M3aaji MpUKa3 O MOJArOTOBKE K yOOpKe TEppUTOPUN B 3UMHHI MepHO
tekyuiero roja. ['naBubiil nunxxenep Hukonaes b.B. k 15 okTa0pst 1omkKeH IPOBECTH 3aKperieHUue
yOupaeMbIX TEppUTOPHM 3a TEXHUKAMU-CMOTPUTENIIMH M JIBOPHUKAMH, COCTAaBUTh TIpaduk
JIBYXCMEHHOW paboThl 1O YOOpKEe TpOTyapoB U JBOPOBBIX TEPPUTOpUM, pa3paboTarth u
COIJIacoBaTh B MpedeKType OKpyra IiaH yOOpKH TEpPUTOPHIL C IPUBIICUEHUEM JTIOIEH U TEXHUKH
BEJIOMCTBEHHBIX MPEANPUATHH, pPacION0KEHHBIX Ha TEPPUTOPUH OKPYTa.

[Ipuka3 u3gaH Ha ocHOBaHMM THocTaHoBieHUs [IpaButenbctBa MOCKBBI OT 8 CEHTAOPs
tekymero rojga Ne 908 «O roToBHOCTH CIy*,0 TOpPOACKOrO XO3sAHCTBa K yOOpKe TeppHTOpHUit
r.MOCKBBI B 3UMHHUIA IEPHO]TY.

Curyanus 3.

OTtnenoM opraHu3aliOHHON U KaJIpoBOM paboThl Ynpasienus MunucrepcTa roctuiuu PO
no Pecybnuke Kapenus B KoHIle KaJleHAapHOTO roja Oblla cocTaBlIeHAa HOMEHKJIATypa Jel Ha
CIeNYIOMNNA KaJeHAApHBIH roa. 27 paexaOps TeKylero roja HadaJlbHUKOM YTIPaBIICHUS
T.IL.UrnateeBoit OBbUT M34aH M TMOAMHUCAH NpHKa3 00 YTBEpXkIEHUM M BBEACHUHU B JieiicTBHE
HOMEHKJIATypBbI JIe]1 ¢ | SHBaps CIIETyOMEro roaa. PykoBoAUTENIAM CTPYKTYPHBIX TOAPA3ACIICHHUN
MIPUKA30M IMPEIIUCHIBAIOCH (POPMHUPOBAHUE, UCTIOJIb30BAaHUE M XPaHEHUE JIe]l B COOTBETCTBHUH C
pa3paboTaHHOW HOMEHKJIaTypou nen. KoHTponb 3a MCIOJIHEHHEM MpuKa3za ObLT BO3JIOXKEH HA
HavyalbHUKA OT/Ie]la OPTaHU3alMOHHON U KaJpoBoi paboThl XtoHHUHEHA A.B.

Curyanus 4.

PykoBonurenem Komurera mo 3eMenpHBIM pecypcam M 3emiieycTpoilcTBy PenepalibHON
ciry»05bI 3emMenbpHOro Kagactpa Poccun A.T.KonapamoBeiv 1 HOSOps TeKyIiero roga ObUT M31aH
IpUKa3 O BBEICHUHM YHH(PULIMPOBAHHBIX ()OPM MEPBUYHONW YUETHOH NOKYMEHTALMHU IO YYETY
kanxpos. [Ipuka3 n3naBancs B COOTBETCTBUM C ITIOCTAHOBIEHUEM [ 0CYJapCTBEHHOIO KOMMUTETA 110
cratuctuke oT 06.04.2001 Ne 26 «OO0 yrBepkaeHHMM YHU(DUIUPOBAHHBIX (HOPM TEPBUUHOM



Y4ETHOM JOKYMEHTALMH 10 yUeTy TPyAa U €ro OIjIaThl» U ¢ 1IeNIbo co3aanus B Komurere ennHoi
CUCTEMBI KaIpOBO# ToKyMeHTanuu. [IprKka3oM BBOIUIUCH B IEHCTBHE ¢ 1 HOSIOpS TEKYyIIETro roaa
Bce yHu(umpoBanubie Gopmbl, Bomeanme B Anp0oM Y®/I, yTBEpKICHHBIN BBIIICYKa3aHHBIM
IIOCTAHOBJICHUEM.

IIpoekt npukasa 3aBU3MpOBaIU IOPUCKOHCYILT Tuinenko M.A., nuHcnekTop otaena Kaapos
Kykosa T.II.

Ilepeuens yacmu Komnemenyuu, NPoOGePsEMbIX OYEHOUHBIM CPEOCNEOM:

[IK-15 - VYwMenue BecTH JENONPOU3BOACTBO M JIOKYMEHTOOOOPOT B oOpraHax
rocygapcrBeHHo Biactu Poccuiickonn @exnepanuu, opraHax TIOCYJapCTBEHHOM BIIACTH
cyonekToB Poccuiickoit denepannn, opraHax MECTHOTO CaMOYyMpaBiIeHUs, TOCYJapCTBEHHBIX U
MYHUIUITATBHBIX MPEATNPUATHSIX U YIPESKICHUAX, HAYYHBIX U 00pa30BaTEIbHBIX OPraHU3aIUsX,
MOJINTUYECKUX MapTUAX, OOIECTBEHHO-TIOJIUTUYECKUX, KOMMEPUECKUX KM HEKOMMEPUYECKHX
OpraHM3aLusIX

Cocmagums u oghopmumas ciyscedHvle nucoma, HEOOX00UMBble 8 OAHHBIX YRPABTIEHUECKUX
CUMYAUUAX:

Curyanus 1.

JlemapTaMeHT NOJACPKKU U Pa3BUTHS MAJIOTO MPENPUHIUMATEIHCTBA TUCHMOM 32 MOANUCHIO
3aM.aupekTopa aenapramenta CeepukoBa A.B. yBegoMun pykoBoAcTBO aeTckoro cazna Ne 1586 o
TOM, YTO B CBSI3M C Pa3BUTHEM MPEANPUHUMATENIbCTBA 3/1aHHUE JETCKOro cajia JOHKHO OBITh
NepelaHo JUIsl TEXHUYECKUX HYK]| JenapTaMeHTa.

Ucnonnurenem BacuibeBoil 1o mnopyuyeHuro aupektopa aerckoro caga Ne 1586 HOro-
3amagHoOro OKPYXKHOTO YIpaBiieHHst 0Opa3oBaHusl T.MOCKBBI, Pacroyio)KEHHOTO Ha MPOCHEKTe
Muuypunckom, oM 22 1.MOCKBBI, ObUIO COCTAaBIEHO MHCHMO, aaPECOBAHHOE OTIEIY IMUCEM
Mbpuu MockBsl 1o agpecy: r.Mocksa, yi. TBepckas, 13, B KOTOpoM IUpeEKTOp AeTckoro cajaa Ne
1586 O.A.AbpamoBa mpocuia pa3o0paTbcs B JaHHOM BOIIPOCE, MOTUBUPYS TEM, UTO B HA3BAHHOM
pailoHe JIeTCKHX Ca/JloB OCTAJIOCh MAllo U HE BCE JETH MOTYT IOCEIIaTh JETCKHUE JOIIKOJIbHbIE
yupexaeHus. [lncbMo ObLI0 OTBETOM Ha MOJYYEeHHBIN TOKyMEHT OT JlenapTaMeHT.

Curyauus 2.

MocCKOBCKUH paAMOTEXHUYECKUH KOJUIEIK HMEHM akaaeMuka A. A. Pacruietuna
Munucrepcta oOpazoBanust PO (Mocksa, yi. b.[lekaOpbckas, 5, 124000, Ten.: 252-11-84, daxc:
253-32-36) pazocnan uHGOPMAIMOHHBIE MHChMa JUPEKTOpaM IIKOJI TOpPOAa ¢ COOOmEeHHeM 00
OTKPBITUM B HOBOM Yy4e€OHOM TOAy JBYX (aKyJbTeTOB: COBpPEMEHHblE HH(pOPMAalMOHHbIE
TEXHOJIOTUU W IOpUINYEcKuil. B mucbMe coolmanoch Takke O TOM, YTO TpaBWiIa IpuemMa Ha
yka3aHHble (akynpTeTsl obuiue. IIncbMo Obulo cocTaBiieHo ucnosHuTeneM CTenaHoBOM U
noanucano gupekropom JI.b.MapTsiHtokoM 15 MapTta Teky1iero rojaa.

Curyanus 3.

Ucnonaurenem M. 1O. TlonsikoBoii mo mopydeHno HadalbHHUKA OoTAena Mapketuara OAO
«Toprnotpedeoro3» (r.Mocksa, Jlecmas yim., n.18, 117123, rten./dpakc. 234-56-00, OKIIO
87654321, OI'PH 1234567890098, MHH/KIIIT 09876543321/123456789) B.A.Komaposa ObL10
cocraBieHo muchbMo B aapec OO0 «/lemo», TexHmyeckoMmy aupekTtopy A.M.MsrkoBy 00
OTIIpaBKE JOKYMEHTAIlMU CleAyomero conaepxkanus: «Hampaensem HeoOxogumbeie Bawm
JIOKYMEHTBI, cofiepKalliie HHPOPMAIIHIIO O IIeHe KOMIUIEKTa HayYHO-TEXHHUYECKOM JOKYMEHTaIlu!
Ha XOJOaWiIbHOE oOopymoBanue. llpemiaraeM BbICTaTh TEXHUYECKYIO JOKYMEHTAIMIO Ha
3apyOexHbIe aHAJIOTH XOJOIMIBHOTO 000pyAoBaHus. [Ipy NPUHATHH MONTOKUTEIBLHOTO PEIICHUS
0 3aKymke o0opyZoBaHUs NMpocuM Bac HampaBuUTh COOTBETCTBYIOIIEE MHCHMO PYKOBOJIUTEIIO
otnena copita HaymoBy C.I1.». JlaHHBIM THCEMOM COMIPOBOXAAIACH crieudukaius Ha 28 1. B 1
9K3.

llepeuenv yacmu KomnemeHyuu, NPoGepsEMbIX OYEHOUHbIM CPEOCNBOM:

[1K — 8 — crtocoOHOCTHIO0 MPUMEHSTH HH(POPMATUOHHO-KOMMYHHUKAIIHOHHBIE TEXHOJIOTUH B
npodeccnoHaNbHOM NeATEIbHOCTH ¢ BUJIEHHUEM UX B3aUMOCBS3EH U MEPCIIEKTUB UCIIOJIb30BAHUS

[IK-15 - VYmeHue BecTH [EIONPOM3BOJACTBO M JOKYMEHTOOOOPOT B  OpraHax
rocyaapcTBeHHOM BiacTu Poccuiickoit denepariuu, opraHax rocyapcTBEHHOM BIIaCTH CYOBEKTOB



Poccuiickoit  ®enepauuu, OpraHax MECTHOIO CAMOYIIPaBJICHUSA, TOCYJApCTBEHHBIX W
MYHULUNAIBHBIX TPEANPUATHIX U YUPEKICHUAX, HAYYHBIX U 00pa30BaTeIbHbIX OpraHU3alMsiX,
MOJUTUYECKUX TapTHIX, OOLIECTBEHHO-NMOJUTUYECKHX, KOMMEPYECKHMX M HEKOMMEPYECKHUX
OpraHM3alysX.

Cocmaeums u oghopmums 0oK1a0HbBIE, U OOBACHUMEIbHBIE 3ANUCKU, HEOOX00UMbLE 8
Ce0YIOUMUX YRPABIEHUECKUX CUMYAUUAX:

Curyanus 1.

3amectutens HadanbHHKa IIpomsBoiacTBeHHOro oObenuHeHHs «MOCKOBCKasi TOpOJCKas
teneponnas cetb» (MITC) MunucrepctBa cBsizu P® M.U.J[y6oB oOpaTuics K HadalbHUKY
CHEIHAIbHOTO YIIpaBJIeHUs TeleQOHHOM cBs3u Toro xe MuHuctepcTBa I.C.AKCeHOBY ¢ JOKIJIaJHOU
3aIMCKOW O BBIZICJICHUH IMPSIMBIX MIPOBOJIOB M HAa3HAYCHUU Tele(OHHBIX HOMEPOB HA JOTOBOPHOM
ocHoBe. B nmoknmamnoit 3anmucke M.M.J[yOoB cooOimian o TOM, 4TO B CEHTSOpE TEKyIIero roaa
oowseuaeHreM (MI'TC) ObITM TIOJITOTOBJICHBI M COTJIACOBAHBI ¢ [JIaBHBIM TUTAHOBO-(UHAHCOBBIM
ynpasineHueM MunuctepctBa cBszu PD noroBopbl ¢ HOBeIMH aboHeHTamu. JIjis BKIIFOUEHUS
yKa3aHHbIX a0OHEHTOB B ceTh nepenaun naHHbiXx «MHpoTtem» ¢ 1 gexabpst Tekyumiero roja
He00X0IMMO BBIJIENIEHUE TIPSIMBIX POBOJOB. B cBsi3u ¢ 3TuM r-H JlyOOB BBIIBUHYI MIPEIOKEHHE O
BBIJICJICHUU TPSAMBIX IPOBOJOB M Ha3HAUYCHHH TEJIEPOHHBIX HOMEPOB Ha JOTOBOPHOW OCHOBE
yKazaHHbIM aboHeHTaM. Jlokmamnas 3amucka Oblia cocraBiieHa ucnoigHuTeneM OpioBoil u
noanucana M.U.Jly6oBsiM 12 HOSIOps TEKYIIETO roja.

Curyanus 2.

Kypeep 3A0 «®apma» C.C.ComOB peryispHo omnasiapiBall Ha paboTy, 4eM Hapyliail
TPYJOBYIO TUCUUIUIMHY. 3aBeaytomas kanueaspuei M.B.lllymuinHa HEOJHOKPATHO Jienalia emy
3aMeydaHus (B ycTHOM opme), a 12 uroHs TeKyIiero rojia Oblia BEIHYXKI€Ha 00paTUTHCS C JaHHBIM
BonpocoM Kk ['enepanbHoMy aupektopy A.B.CenoBy ¢ 10kIaaHOM 3alIMCKON, B KOTOPOH ITpocuiia
IIPUHATH MEpBI AucuumimHapHoro xapakrepa k C.C.CoMoBy.

Curyanus 3.

PykoBogurens otaena HoBbIX mpoekToB O.B.TokapeBa oOpatunace k I'eHepamHOMy
mupekropy OOO «Macrtep» r-ny A./[.MeBneBy c pokiagHOW 3amMCKOM O HEOOXOAMMOCTH
YBEJIMYEHUS IITaTHOM yKMciIeHHOoCcTH otaena. B nokmaanoit 3anucke O.B.TokapeBa coolmana o
TOM, 4YTO B HACTOSAIIEE BpeMs JUIsl yCIEIIHOM pabOThl areHTCTBa HEOOXOAMMO YBeIH4eHHEe 0a3bl
JAHHBIX O MOTEHUMAIbHBIX KiIMeHTaX. [lo ee MHEHHIO, OJHUM U3 HauOojiee peaabHbIX MyTeil
pacipeHusi 6a3bl JaHHBIX SIBJISETCS MOCTOSHHBIN aHANIM3 CPEeICTB MaccoBOM MH(OpMaluu, B
YaCTHOCTH Ipecchl (MHpOpMaLus o Hauboiee KPYIMHBIX KIMEHTaX areHTCTBa ObLIa MoJyyeHa U3
aHAJIMTUYECKOTO KypHasla « DKcHepT»). B cBsi3u ¢ Tem, 4TO OTAEN B €ro HacTosAleM cocTase (5
COTPY/ZIHUKOB) HE HUMEET BO3MOXXHOCTH OpPraHM30BaTh MOAPOOHOE H3yUCHHE AHATUTHUECKUX
m3mpaanii, O.B.TokapeBa cuuTaer menecooOpa3HbBIM BBECTH B INTAT OTAENa ABE TOJDKHOCTH
MEHEKEPOB JUIsl U3YyUEHHS M aHAJIN3a IPECCHI C LIEIIbIO BBIBICHUS TOTEHIIMAIBHBIX KIIMEHTOB, a
TaK)Xe IMOATOTOBKHM OIepaTuBHOM HHpoOpManuu o mojoxkeHun Ha poiHke CMU B dopme
€KEHEJENbHBIX 0TYETOB. B nokmagHoi 3amucke TokapeBa IMpennoKuia Ha 3TH JTOJDKHOCTU
o100paTh COTPYTHUKOB U3 UKCIa CTYACHTOB 4-5 KypcoB (akyinbrera xKypHanuctuka MI'Y ummn
LIKOJIBI PEKJIaMBI.

Curyanus 4.

B VBaHoBckoii 001aCTH CIOXXKHIJIOCH KpallHE HaNpsDKEHHOE TIOJI0KEHHE C TOPTOBIEH
MIPOMBIIIIJICHHBIMU TOBapaMH ¥, B YaCTHOCTH, MEOEIBIO.

B 12 u3 15 paiioHOB TOProBisi MeOEIbI0 BENETCS B HEMPHCIOCOOJICHHBIX IMMOMEIICHUSX,
JUILIEHHBIX HE00X0AUMOTO 000PYI0BAHHUS, HE UMEIOIINX HOPMAIIbHBIX MOIBE3AHBIX MYyTEH.

Jlist pa3penieHus qTaHHo#M MpoOIeMbl K pyKOBOJIUTENIO aIMUHHUCTpaniuu MiBaHoBCKoit 00acTi
I1. U. [onexaeBy oOpaTuics Ha4YaIbHUK YTIPABJICHUS TOPrOBIM AJAMUHUCTpau MBaHOBCKOI



obmactu K. JI. TapacoB. B moknamHo# 3amucke B CBSI3U ¢ HEOOXOAMMOCTBIO CO3/IaHUsI YCIIOBHI,
OTBEYAIONINX TPEOOBAaHUSAM OPTaHHW3alUM TOPTOBIM MeOebio, TapacoB MPOCHII JaTh YKa3aHUs
PYKOBOJHMTENSM aAMUHUCTPALIMI COOTBETCTBYIOIIMX PAOHOB O MPEIOCTABICHUU JIJI1 TOPTOBIIN
MeOebIo MOMEIIEHUH, OTBEYAIOIINX YCTAHOBJICHHBIM HOPMaM.

Cocmaseums u oghopmums npomoxonvl, HeOOX00UMbIEe 8 C1eOYIOUUX YRPABIEHYECKUX

cumyayuu:
Curyanus 1.

Hupekmust OO0 «Actpes» (Cankt-Ilerepbypr) 12.08.200 r. mpoBeno cBoe odYepeaHOe
3acemanne, Ha KoTopoMm mnpucyTcTBoBaimu BoctpskoB C.T., Crymues I1.JI., Jlebener N.M.,
Awntonos ILJI., Hlentynosa B.I'., Tumodeen A.A., Crynosa M.U.

Ha 3acemannn o06Cy>k1anoch 1Ba BOmpoca: o xoje pexiamaoi kamnanuu B [1I kBaprane 200
I. 1 O NIEPEX0/I€ HA HOBYIO CUCTEMY BBIIIATHl IPEMUATIBHBIX.

[To mepBoMy Bompocy ciymainu cooOlleHre HadallbHUKa OTAeNa pekiiaMmbl Boctpsikosa C.T.,
TEKCT COOOIIECHUSI KOTOpOro ObLI mepenaH cekperapro 3acemanus H.Jl.bemosoii. 1o atomy xe
BOIIPOCY BBICTYNUI (UHAHCOBBIA AupekTop TumodeeB A.A., KOTOPbI 0100pUI yBETUYECHUE
pacxo1oB Ha Hapyx)Hyto pekiaamy B I kBaprane 200 r. Ha 5%.

ITo BTOpOMY Bompocy crenan coobmenue CtyiaoB M.U. u TekeT cooOIIeHns Takxke nepeaan
cekperapio. [lo nanHOMY k€ Borpocy BbIcTynuian AHToHOB I1.JI., HauanbHUK OTAENa KaJApOB, U
Jlebene W.M., nupektop mo mpomaxam. I[lepBblii 0m00pui HOBYIO CHUCTEMY BBIILIATHI
MIPEMHUAITBHBIX U PEKOMEHIOBAJT IIOATOTOBUTH He0OXoaumbIe 1oKyMeHTHI K 01.09.200_r. Bropoii
MPEIJIOKUI 10padoTaTh HOBYIO CHCTEMY BBIILIATHI MPEMHUATIBHBIX U PEKOMEHJIOBAI MPOBECTU
roJI0COBaHUE 110 JAHHOMY BOIIPOCY Ha 001LIEM COOpaHUU TPYI0BOTO KOJIJIEKTUBA.

B wutore 3acemanusi ObulM MPUHATHL cledyromue pemeHus: 1. Ogobpute pabory otaena
pexinamsl B L1 kBaptane 200 r. 2. IIpoBectu o61iee coOpaHue Tpy10BOro KOJUIEKTHBA 110
BONIPOCY O TepexoJe Ha HOBYI CHCTeMy BbIIIaThl mnpemuanbHbix 15.08.200_ r.
OTBeTCTBEHHBIM 32 IOJIFOTOBKY cOOpaHus Obljia Ha3HaueHa 3aB.kaHuenspuen [llentynosaB.I'.

Cobpanue Ben npenceaarens O.A.PymsHIes.

Curyanus 2.

3A0 «I'pann-M» (Mocksa) 05.03.200_r. mpoBeno 3acemanue CoBeTa IUPEKTOPOB, Ha
KOTOpPOM IpUCYTCTBOBaIM ciienyromue wienbl Cosera: [lonos W.I1., IBanos 1.1., Cunopos C.C.,
YcrunoBa V.Y., ®@enopos ©.®D. B cBsi3u ¢ HaimyMeM KBOpyMa 3aceJaHHe ObUIO MPHU3HAHO
npaBoMo4HbIM. Ha 3acemaHue BBIHOCWIICS BONPOC 00 OMNpPENENIEHHWH PHIHOYHOW CTOMMOCTH
pa3MmernaemMbIx OOIIECTBOM JOMOJHUTENbHBIX akuui. [lo maHHOMY BoIpocy 3aciyIiaiu
®enopoBa D.D., KOTOPBIM MNPEITOKWI ONPEACTUTh PBIHOYHYIO CTOMMOCTH pPa3MeEIIaeMbIX
OOIIIECTBOM AaKIUI MyTeM 3aKpbITOH IMOAMUCKU JIOMOJHUTENbHBIX akuuid B pasmepe 10 000
(mecsitu ThICSY) pyO. 3a aKkIMiO0. 3aceaHue MOCTAHOBUIIO YTBEPAUTH mpemnoxkeHne demoposa
@.D., Tak KaK IpH roJI0COBAaHUU «3A» OBUIO OTAAaHO MATH FOJIOCOB, MPOTOJIOCOBABIINX
«ITPOTUB» u «BO3JIEP)KABIINXCS» re Obut0. Permenue npuHATO €TMHOTIIACHO. 3acelaHne
Ben npeacenarens 11.1.ITonos. IIpoTokoin noarorosinen cexperapeM M.I1.IIerpoBeim.

Curyanus 3.

Cotpynuauku Oyxranrepun OAO «KBanT» mpoBenu 3aceqaHue MO BOMPOCY COKPAIICHUS
CpoKa cocTaBiieHUs rojgoBoro ordera 3a 200 r., Ha KOTOpOM NpucyTrcTBoBaio 6 yemosek. C
coobmieHueM BeicTymia Oyxranrep CypkoBa A.M., KoTopasi OTMETHIIA, YTO PAOOTHUKH TPYTITHI
ydeTa UMEIOT BCE BO3MOXKHOCTH I 3HAUUTEIBLHOTO COKPAIIEHHS CPOKA COCTABJIIEHUS T'OJ0BOTO
oTyeTa, ¥ 4To rofjoBoi oTueT 3a 200 r. MOXKeT ObITh IPEJICTaBIICH IPYINON yueTa Ha 3 JHs paHbllIe
YCTaHOBJIEHHOT'O CPOKa.

B o6cyxnenun npannoro Bompoca BeicTynwin E.H.KpotoB, rnaBubli Oyxrantep, u
I'.A.llly6una, 6yxrantep. KpoToB coo0mui o TOM, 4TO UM pa3paboTaH HOBBIN IpaduK paboOT Mo
COCTaBJICHUIO T'OJOBOIO OTYETa, MPHU YCIOBUHU BBHIMNOJHEHHS KOTOPOTO BCEMH PAOOTHHKAMU
IpyNIbl y4eTa, TOJA0BOM OTUET MOXKHO COCTaBUTh U CIaTh HAa 4 JHS PaHbLIE YCTAHOBJIEHHOIO
cpoka. ' A.lllyOuHa oTMeTHsIa, YTO JOCPOYHOE MpEACTaBICHHE rojoBoro ordera 3a 200_T.
ABIISICTCS TIOYETHOM M OTBETCTBEHHOH 3amaueil paOOTHHUKOB OyXrajTepuH, M YTO KOJIJICKTHB



OyXraJTepud MOXKET COCTaBUTh T'OJIOBOM OTUYET paHbIIe CPOKAa, €CIM BCE PAOOTHUKU OyIyT
BBITIOJTHATH YIUTOTHEHHBIA rpaduk padoTHI.

B utore 3acemanusi ObUIO pPEIICHO MPEACTAaBUTH T0A0BOH oTdeT 3a 200 r. Ha YeThIpe IHA
paHbllle YCTaHOBIEHHOTO cpoka, T.€. 00.00.200_r. u npoBecTH aHAJIU3 IOJOBOTO OTYETA C LIEJIbIO
BBISIBIICHUS PE3EPBOB, HEOOXOIUMBIX Ui YCHEIIHOro BhIMoNHeHHs TuiaHa 3a 200 T.
3acenanue Bena npeacenarens K.M.JIepaiosa, npotokoauposai cekpetaps M.B.Xomskos.

Cocmaseumsv u ogopmums npuxazpl nO JAUYHOMY COCMABY, HEOOX00UMble 6 OAHHBIX
YRPABIeHYEeCKUX CUMYauusXx.

Curyanus 1.

Boinyckuuna ¢dakynprera ynpasieHus Poccuiickoro rocyaapcTBEHHOTO T'yMaHUTapHOTO
yauBepcureta Jlenncosa Tarbsna MuxaiinoBHa 20 U0 TEKYIIETO rojia MOCTyNnuia Ha paboTy B
Poccuiickoe areHTCTBO MEXIYHapOJHOTO cOoTpyaHudecTBa U pazButusi (PAMCuP) Bemymmm
CHELMAJIMCTOM YTIPABJICHMS AeJIaMH. AT€HTCTBO SIBJISIETCS TOCYAAPCTBEHHOW OpraHu3aluel npu
[IpaButensctBe PO 1 ocymiecTBiseT HAOOP Cay>KalIMX TOJIBKO 1O A0roBopy. JloroBop noamnucan
OoT UMeHU areHTcTBa ero npeaceaareneM loxunsim A H. [IpoekT nmpukasza mo JIMUHOMY COCTaBY
MOATOTOBJICH UHCIIEKTOPOM 110 Kajapam ConoBbeBoit M.I'. 20 utosis u B TOT ke J€Hb 3aBU3UPOBAH
HaYallbHUKOM yrpaBlieHus kajapoB ApOy3ossiM [1.H. u ynpapnstomum nenamu MuxeessiMm B.1.
[Ipuka3 noanucan 21 uronst u 00bsiBNIeH JICHUCOBOM MO PACTIHCKY.

Curyanus 2.

OxoHomuct BacunbeBa Exarepuna HuxomaeBHa 1 ceHTAOps Tekyulero roga mnojaia
zasgBnerne B OO0 «Jlywd» ¢ mpock60ii mpuHATH ee Ha paboTy CIIeUaTUCTOM (PUHAHCOBOTO OT/IENa
Ha HEMoJHbIM pabounii neHb. Mucnekrop no kaapam CmupnoBa M.C. o0bsacHuUIa, 4to (upma
MMEEeT BO3MOXKHOCTh IPHUHATH Ha pabOTy SKOHOMMCTA, HO Ha OCHOBE CPOYHOIO TPYIOBOIO
noroBopa. TpynoBoil m0roBop ObUT 3aKiroueH S5 CEHTSOps M NOANHCaH OT UMEHU (UPMBI
reHepanbHbIM AupekTopoM MuponoBsiM JI.C. B TOT ke neHb OblT M3/1aH NMpHKa3 M0 JIUYHOMY
cocTaBy, 3aBu3upoBaHHbIii CmupHoBoi U.C. u ropuckoncynsToM XmenesbiM W.O. Tlpukas Obu1
o0bsiBneH BacunbeBoit E.H. nox pacniucky 6 ceHTa0ps.

Curyanus 3.
3aBemyromias otaenom nucem razetsl «['yoepuus» Comoa Anna MBanoBHa 15 mast Teky1ero
rojia o0paTuiIach K riaBHOMY pefakTopy YBapoBy A.H. ¢ mpocb00ii mpeaocTaBUTh el OTImyck 0e3
coXpaHeHUs 3apab0THOM IaThl ¢ 16 mo 18 Mas 1o ceMeiHbIM 00CTOSITENHCTBAM.
ITpoekT npuka3za 06 oTmycke 66U 0QOPMIICH HaYaIbHUKOM OTAeNa kKaapoB Epmakoseim 1. H.
15 mas, 3aBU3HPOBAH U B TOT XK€ JIEHb MOJITUCAH IIaBHBIM PEAAKTOPOM.
Ilepeuensv yacmu KomnemeHyuu, NPOBEPIEMbIX OYEHOUHBIM CPEOCBOM.
[1K-8 — crtocoOHOCTHI0 MPUMEHATH HHPOPMAITMOHHO-KOMMYHHUKAITHOHHBIE TEXHOJIOTHH B
npodecCHOHATIBLHOM IeTEFHOCTH ¢ BUACHUEM UX B3aMMOCBSI3€H M IEPCIEKTHB UCIIOIb30BAHUS
I[IK-15 - yMeHmeM BeCTH JACIONMPOU3BOACTBO M JIOKYMEHTOOOOPOT B OpraHax
rocygapcrBeHHo Biactu  Poccuiickonn @enepauuu, opraHax TOCYJapCTBEHHOM BIIACTH
cyonekToB Poccuiickoit denepannn, opranax MECTHOTO CaMOYNPAaBIEHUS, TOCYJapCTBEHHBIX U
MYHUIUTATBHBIX MPEIIPUATHIX U YUPESKICHUSAX, HAYUHBIX U 00pa3oBaTeIbHBIX OpraHU3alusix,
MOJIMTUYECKUX NapTUSAX, 00IIECTBEHHO-TIOIUTUYECKUX, KOMMEPUECKUX U HEKOMMEPUYECKUX
OpraHM3aLusaX
Kpumepuu oyenxu:
«YAOBJIETBOPUTEILHOY» - PEKBU3UTHI JOKYMEHTOB MpE/ICTaBIEHbI (hparMeHTapHO, ¢
HapyUIeHUsIMHU B 0()OpPMIICHHH;
«XOpOUIO» - PEKBU3UTHI JIOKYyMEHTOB MPE/ICTABICHbI YaCTUYHO, 0€3 HapyIICHH B
odopMmIIeHNH, B IPaBUILHOM MOPSIKE.
«OTJIMYHOY» - PEKBU3UTHI JOKYMEHTOB IPE/ICTABICHBI B MOJHOM 00beMe, 0e3 HapylIeHH B
odopMIIEHNH, B IPABUIILHOM TIOPSJIKE C COOJIIOICHIUEM BCEX HEOOXOIUMBIX TpeOOBaHUH.




4.1.5. IlpuMepHBbIe TeCTOBBIE 3aaHUs VI TEKYIIEero KOHTPOJIst

1. Ymo oznauaem mepmun «0OKymMeHm»?
A)apryMeHrT;
b) Bu3za;
B)neno;
I') npuxas.
2. Om Kaxko2o A3v6lKka NPOUCXoO0um mepmuH «OOKyMeHm»?
A) HEMEIKOTO;
b) marunckoro;
B) anrnuiickoro;
I') rpeueckoro.

3. CosoxynHocmeb  pabom, CEA3AHHBIX C CO30aHUeM OOKYMEHMO8, UXx pecucmpayuel,

Kaaccugpurayuetl, O8UNCEHUEM, YUEemOM U XPAHEHUEM HA3bIBAIOMCA ...
A) KOppecCTOHIEHINEH;
b) nenonpounsBoacTBOM;
B) nokymeHnTupoBanuem;
I') nokymeHnTO0060pOTOM.

4. Koeda 6vinu ymeepoicoenvl ocHosHule 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 §;
I Al2.

6. Ilpukaz —smo ...
A) pacTiopsiIUTENBHBIN IOKYMEHT;
b) nadopmManmoHHbIN JOKYMEHT;
B) cnipaBo4HBIN JOKYMEHT;
I') AMuHBI TOKYMEHT.

7. JonscHocmuas uncmpykyust - 3mo
A) pacriopsIUTeIbHbBIN TOKYMEHT;
b) undopManinoHHbIN TOKYMEHT;
B) opranu3anoHHbII TOKyMEHT
I') nMuHBI TOKYMEHT.

8. I[Ipomoxon — smo ...
A) pacniopsIMTENbHBIN T0KYMEHT;
b) undopmMannoHHbIi TOKYMEHT;
B) cnipaBO4HBIN JOKYMEHT;
I') AMuHBIi TOKYMEHT.

9. lMucvmo — smo ...
A) pacniopsIUTENbHBIN T0KYMEHT;
b) undopmManinoHHbIN TOKYMEHT;
B) cipaBO4HBIN JOKYMEHT;
I') AMuHBIi TOKYMEHT.

10. lImammnoe pacnucanue — smo ...
A) pacTiopsiIUTETHHBIN IOKYMEHT;
b) nuadopmManmoHHbINi JOKYMEHT;
B) cripaBo4HBIi TOKYMEHT;



I') opranu3anmoHHBINA JOKYMEHT.
11. /lybruxam — smo ...
A) opurusai;
b) xonus nokymeHTa;
B) cpaBo4HbIN JOKYMEHT;
I') sx3emIuIsAp, BbIIaBa€Mblil B3aMEH yTPaue€HHOI'O TIOKYMEHTA.
12. Pewenue — smo ...
A) pacTiopsIUTEIbHBIN TOKYMEHT;
b) nadopmManmoHHbIN JOKYMEHT;
B) cripaBo4HBIi TOKYMEHT;
I') opranu3aniMOHHBIN TOKYMEHT.
13. Jlosepernocmo — smo ...
A) pacnopsIMTENIbHbIN TI0KyMEHT;
b) nadopmanmoHHo- CipaBOYHBIN 1OKYMEHT;
B) cipaBo4HbIi JOKYMEHT;
I') opranu3anMoOHHBIN TOKYMEHT.
14. UT/] — smo ...
A) pacriopsIUTEIbHbBIN TOKYMEHT;
b) nadopmanmonHo- cipaBOYHBIN TOKYMEHT;
B) cnipaBouHbIil TOKYMEHT;
I') AMuHBIM TOKYMEHT.
15. KT/ — smo ...
A) pacnopsAUTENbHbIN JOKYMEHT;
b) undopmarmonHo- cipaBOYHbIN TOKYMEHT;
B) cipaBo4HbIi JOKYMEHT;
I') 1u4HbIA TOKYMEHT.
16. Axm — smo ...
A) pacriopsIUTeIbHbBIN TOKYMEHT;
b) undopmManinoHHO- CIpaBOYHBIHN IOKYMEHT;
B) cnipaBouHBIil TOKYMEHT;
I') nMuHBIi TOKYMEHT.
17. Josepennocmo — smo ...
A) pacnopsAUTENbHbIN TOKYMEHT;
b) nadopmarmonHo- cipaBOYHBIN TOKYMEHT;
B) cnpaBo4HbIN JOKYMEHT;
I') AuuHBI TOKYMEHT.
18. @axcwvl u E-mail — smo ...
A) pacriopsUTeIbHbBIN TOKYMEHT;
b) undopmaninoHHo- cripaBOYHBIHN IOKYMEHT;
B) cnipaBo4HBIN JOKYMEHT;
I') AMuHBIi TOKYMEHT.
19. Uckosoe 3anenenue — smo ...
A) pacniopsIMTENbHBIN T0KyMEHT;
b) undopmaninoHHo- CripaBOYHBIHI TOKYMEHT;
B) cipaBo4HBIN JOKYMEHT;
I') ropuanueckuii JOKyMEHT
20. Dxcnepmusy yeHHocmu 0OKyMeHmo8 npogooum ...
A) xomuceus;
b) pykoBoauTens npeanpusTus;
B) paGotauku Oyxranrepuu;
I') cnenuanucTsl.
Koo-xniou npasunvnvix omeemog
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[1K-8 — ciocoOHOCTHIO MPUMEHATH HHPOPMAITTOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU B
podecCHOHATEHOM IEATSIIBHOCTH ¢ BUJICHUEM HX B3aMMOCBSI3CH U IIEPCIIEKTUB UCTIONB30BaAHUS
[IK-15 — ymeHueM BecTH JCNOMPOM3BOACTBO U JOKYMEHTOOOOPOT B OpraHax
rocygapcrBeHHon Biactu  Poccuiickonn @epepannu, opraHax IOCYJapCTBEHHOM BIIACTH
cyonekToB Poccuiickoit denepainu, opranax MECTHOTO CaMOYTPABIEHUS, TOCYJapCTBEHHBIX U
MYHULUIATBHBIX MPEIIPUATHAX U YUPESKICHUAX, HAYUYHBIX U 00pa30BaTEIbHBIX OpPraHU3aIusiX,
MOJINTUYECKUX MAPTUAX, O0IIECTBEHHO-TIOTUTUYECKUX, KOMMEPUECKUX U HEKOMMEPUYECKUX
OpraHu3aIMsIX
Kpumepuu oyenxu:
«y00871emBopuUmMelIbHO» - €CIIN CTYICHT OTBEYaeT NpaBmWiIbHO Ha 50% TECTOBBIX 3aaHUN
«XOopouio» - €Clli CTYACHT OTBeuaeT npaBuibHO OT 51 10 90 % TecToBBIX 3aJaHUi
«OMAUYHOY - €CIIA CTYACHT OoTBeuaeT mpaBuwibHO OT 91 10 100 % TecToBbIX 3amaHmit

4.2 ®oHJ OLIEHOYHBIX CPeJICTB A5 NPOBEeHNs MIPOMEKYTOYHOI aTTecTaluu.
Bomnpocs! 11 MOATOTOBKH K 9K3aMEHY

Vcropus u Tpaauiul pOCCHICKOro J1€I0NpPOU3BOJICTBRA.
HopmartuBHo-meToanueckas 6a3a COBpEMEHHOTO JI€I0NPOU3BO/ICTBA.
Knaccugukarus 1e10BbIX TOKYMEHTOB.
Cranpaptuzanus ynpaBieHYeCKUX JOKYMEHTOB.
Knaccugukaropsl TEXHUKO-9KOHOMUYECKOM U COIMaTbHON HH(DOPMAIUH.
[Tonsitue 06 OP/I, cocTaB 1 cxeMbl pacronokKeHHUs] pEKBU3UTOB.
braHku TOKYMEHTOB M UX BH/IBI.
OdopmieHne pekBU3UTOB OpraHU3alMOHHO-PACIIOPAIUTENIbHBIX JOKYMEHTOB.
. 3asABICHHUE.

10. CmpaBouHO-HH(MOpPMAIIMOHHBIE W CIPAaBOYHO-AaHAJIUTUYECKHE  JOKYMEHTHI
OcobenHocTy 0hOpMIIEHHUS aKTOB.

11. Pa3HOBUIHOCTH JETOBBIX ITUCEM.

12. Odopmnenue pakcos.

13. OdopmiieHue TemerpamMmm.

14. HopmaTuBHasi U HOPMATUBHO-CIIPABOYHAS IOKYMEHTAIIHS.

15. IlnanoBas kaapoBas JOKyMEHTaIHUS.

16. OpraHu3anmOHHO-TIPABOBAs TOKYMEHTAIIHS.

17. TlepconanbHasi TOKyMEHTaLUA.

18. Odopmuenue TMYHOTO J1ena.

19. Pesrome kak HOBBIN BH/T IOKyMEHTA.

20. CocraBieHue JOKyMEHTOB JMYHOTO XapaKTepa.

21. TpeOGoBaHUA K CTPYKTYpE TEKCTa JOKYMEHTA.

22. TpeboBaHus K 0(pOPMIICHUIO TEKCTA TIOKYMEHTA.

CoNoOARWNE



23. Odopmiienne TabuIIL.

24. SI3BIK ¥ CTHIIb CITy’)K€OHOTO JJOKyMEHTA.

25. JIoKkyMEHTOOOOPOT U JOKYMEHTOIIOTOKH.

26. Drarbl 00paOdOTKH TOKYMEHTOB.

27. Cucremaru3anusi JeIOBbIX JOKYMEHTOB.

28. Homenkiatypa nen.

29. ®@opMupOBaHUE JEII.

30. IToaroroBka IOKyMEHTOB K MOCIIEAYIOMIEMY XPAHEHUIO U UCIIOIb30BAHUIO.

31. OO6s3aHHOCTH CeKpeTaps.

32. OYHKIWU KaHIICISAPHUH.

33. 3ammra KOHGUIESHIMATHLHON HH)OPMAIUH.

34. Vcnonbp3oBaHUE COBPEMEHHBIX KOMITBIOTEPHBIX TEXHOJOTUHN B JOKYMEHTO000POTE
YUPEKICHUH, TPEAIPUATHN, OpPraHU3aL M.

Kpumepuu oyenxu:

«YIOBJIETBOPUTEIILHO» - CTYACHT MMEET (pparMeHTapHBIC MPEICTABICHUS O COACPKAHUH
BOIIPOCOB, YACTUYHO OCBOMJI MOHSATUHHO-KaTerOpuaibHbIN amnmnapar;

«XOpOILIO» - CTYAEHT JEMOHCTPUPYET OOIIME 3HAHMS 10 COAECPKAHUH BOIPOCOB, YMEET
yYCTaHABIUBATh CBSA3H MEXAY TEOPETUUECKUMHU MOHITUSIMH U IMIUPUIECKUMH (PaKTaMu;

«OTJIMYHO» - CTYAEHT JEMOHCTPUPYET CUCTEMHBIE 3HAHUS O COAEPKAHUH BOIIPOCOB, YMEET
YCTaHABIMBATh CBA3M MEXKIY TEOPETHMUECKUMU TMOHATUSMU U HSMIUPUYECKUMHU (HaKTamu,
hopMyJIHpyeT aHAUTUTUICCKUE 000OIICHUS U BBIBOIBI.

OrneHOYHBIE CPENICTBA /ISl MHBAIM/IOB U JIUI] C OTPAHHYEHHBIMU BO3MOKHOCTSIMH 37I0POBbBSI
BBIOMPAIOTCS C YUETOM MX WHAWBUIYAIBHBIX TICUXO(U3UIECKIX OCOOCHHOCTEH.

— MIpU HEOOXOAUMOCTH MHBAIUAM H JIMLAM C OTPAaHMYEHHBIMU BO3MOXHOCTSIMU 3/I0POBBS
IIPEIOCTABIISAETCS AOMOJHUTENBHOE BPEMs JUIsl TIOATOTOBKHM OTBETA HA SK3aMEHE;

— IPHU TPOBEJCHUH MPOIEIypbl OLICHUBAHUS PE3yIbTaTOB OOYUYEHUS MHBAIUIOB M JIUIL C
OTpaHUYEHHBIMH BO3MOKHOCTSIMH 3JI0POBbsSI TIPETyCMAaTPHUBACTCS MCIIOJIb30BAaHNE TEXHUYECKHX
CpEeACTB, HEOOXOIUMBIX UM B CBSI3U C UX MHAWBUAYAIbHBIMU OCOOEHHOCTSIMH;

— TIpY HEOOXOTUMOCTH TSI 00YUYAIOMIUXCSI ¢ OTPAHUYEHHBIMU BO3MOKHOCTSIMU 3/IOPOBBS U
MHBAJINIOB MPOLIEAYPA OLIEHUBAHUS PE3yJIbTaTOB 00YUEHUS 110 JUCIUTUIMHE MOKET IPOBOIUTHCS
B HECKOJIBKO ITAIOB.

[Tponienypa oleHHBaHUS Pe3yJIbTATOB OOYyYEHHUS WHBAIMJIOB U JIUI C OrpaHMYCHHBIMH
BO3MOXXHOCTSIMU 3[I0pOBbSl 10 JUCHUIUIMHE (MOIYJIO) NpeaycMaTpUBaeT IpeloCTaBICHNE
uHpopmanuu B (opmax, aganTUPOBAHHBIX K OrPAaHUYEHHUSIM HMX 3JI0pPOBbS M BOCHPUATHS
nH(popManuu:

Jlnist a1 ¢ HapyIIEHUSIMH 3pEHUS:

— B IIe4aTHOM (popme yBeTMUEHHBIM HIPUPTOM,

— B (JOpMeE AIIEKTPOHHOT'O IOKYMEHTA.

Jlns nur ¢ HapyIeHUsIMH CiTyXa:

— B Ie4aTHoM (opme,

— B (popMe 3IIEKTPOHHOTO TJOKYMEHTA.

Jlist i1 ¢ HapyIeHUsIMH ONTOPHO-/IBUTATEeNILHOTO arapara:

— B 1e4aTHoM (opme,

— B (hopMe JIEKTPOHHOT'O IOKYMEHTA.

JlaHHBI TepeyeHb MOXET OBbITh KOHKPETH3UPOBaH B 3aBUCHUMOCTH OT KOHTHUHIEHTa
oOydJaronuxcs.

4.2.1. IllpumepHasi TeMaTHKa pedepaToB:
JIOKYMEHTUPOBaHUE TPYAOBbIX OTHOLIEHUH.

1.
2. OpraHu3aloHHbIE JOKYMEHTBI.
3. VYmpaBneHue JOKyMEHTAITUEH.



4. @opmupoBaHHE JOKYMEHTOB JIefa.

5. TloaroroBka u mepesiaya el B apXuB.

6. KoHTponb HCIIOTHEHHUS JOKYMEHTOB.

7. CexpeTHbIC JOKYMEHTEI.

8.  OcHOBBI OHUCHOH TOKYMEHTALIMOHHOM PabOThI U IEIOIPON3BOJICTBA.

9. IIpoGnembl opraHu3auy apXUBHOTO XPAaHEHUS SJIEKTPOHHBIX IOKYMEHTOB.

10. HopmaruBHas 6a3a AeI0NpOn3BOACTBA.

11. JIoKyMeHTBHI FOpHUINYECKOTO XapaKTepa.

12. PacnopsauTenbHble TOKYMEHTHI.

13. Hcropudeckue acneKThl AeIONPOU3BOACTBA.

14. VudopmMannoHHO-CIIPABOYHAS TOKYMEHTAIIHS.

15. JlokyMeHTHI 1 uX 0(hOpMIICHHE.

16. Cayx06a JIOVY: uenu u 3a1a4m eSITEILHOCTH B COBPEMEHHBIX YCIOBHUSX.

17. Opranuzanus AeIONPOU3BOICTRA.

18. CayxeOHble mHChMa.

19. [leno B nenonpousBoacTee. Homenkmarypa aen.

20. IMpuHIUIBI OpraHU3aAMH JIMYHOTO TpUEMa TpakIaH ¢ OOpaIICHUIMHU.

21. XpaHeHHE TOKYMEHTOB B 3JICKTPOHHOH (popme. [IoHsATHE SIeKTPOHHOTO TIOKYMEHTa, €ro
npeuMyIiecTBa u HepoctaTku. O0ecreueHne COXpaHHOCTH IOKYMEHTOB B JIEKTPOHHOU popme.

22. AHanu3 pbIHKAa aBTOMAaTH3UPOBAHHBIX CHCTEM JEIOIPOU3BOJICTBA.

23. IIpobnema aBTOMAaTH3AIMH JEIOPOU3BOICTBA

24. DIeKTpOHHOE MPaBUTEIHCTBO.

TpedoBanus k opopmiienuio pedepara:

PedeparuBHoe coobmenune numercs Ha Juctax Gopmata A4. TekcT U apyrue SIEeMEHTHI
pedepara MoryT ObITH HameyaTaHbl HA KOMIIBIOTEPE HIIM BBIIOJHEHBI PYKOIHCHBIM CIIOCOOOM.
O61bem pedepata gomxeH cocTaBisaTh 10-12 MammHONUCHBIX WK 12-16 pyKOMUCHBIX JIUCTOB.
[Ipu pacnonokeHuu TeKCTa Ha JIMCTe JIOJDKHBI ObITh BbLIEpKaHbl mouisi: ciea-30, crnpasa-10,
cBepxy-15, cauzy-20 Mm.

VYka3bpIBaeTcsl TUTYJIbHBIH JIUCT, TUIAH, BBeAeHUE (LIeTM U 33aJja4y, aKTyaJIbHOCTb), OCHOBHAs
9acTh, 3aKJIIOYEHHE, CTTIMCOK NCIIOIb30BAHHOM TUTepaTypbl. OCHOBHAS YacTh JOJDKHA ITOJHOCTHIO
packpbIBaTh TeMy pedepara.

JIuteparypa: [t packpeITHs cofep KaHusI BBIOpAaHHON TEMbI PEKOMEHIYETCS UCTIONbh30BaTh
M00bIe yUeOHO-METOIMUYEeCKHEe TOCOOUS, U3/IaHMsl IEPUOINYECKOH MeyaTu.

5. IlepevyeHb OCHOBHO¥ U 10NOJHUTEJIbHOMN YU4eOHOI JTuTepaTypbl, HeOOXOAUMOM 1151
OCBOCHUS TUCHMILIMHBI (MOAYJISA).

5.1 OcHoBHasi TUTEpaTypa:

1. Kysnenos, U. H. JlokymeHTaloHHOe obecrieueHue ympasieHus. JlokymeHTooOGopoT
U JICJIONTPOU3BOICTBO [ DIEKTPOHHBIN pecypc|: yueOHUK U MPAaKTUKYM JIJIsl PUKIIATHOTO OaKkamaBprara
/ KysnenoB U. H. - 3-e u3a., mepepad. u gom. - M. : IOpaiitr, 2018. - 461 c. - https://biblio-
online.ru/book/7873BF4B-A3F7-44E2-8EC0-1E3D6392702A

2. Kysunenos, M. H. [enonpousBoAacTBO [DNEKTPOHHBIH pecypc| : yueOHOoe mocobue /
Kysnemos U. H. - M. : Jlamukos u K°, 2014. - 460 c. - https://e.lanbook.com/book/50237#authors

0) 10MOJIHUTEIbHAS JINTepaTypa:

1. Tposona, O. C. Jlenonpous3BoACTBO [DIEKTPOHHBIN pecypc]: yueOHOoe mocodue st
akanemmuyeckoro 6akanaspuara / O.C. I'po3zoBa. - Mocksa : IOpaiit, 2017. - 124 c. - https://biblio-
online.ru/book/SF1C27F2-251B-4B74-BE78-AC06A5D30956

2. Kysuenos, U.H. [lenonpousBoactso [Tekct]: yaebHO-cripaBouHoe nmocobue / M.H.
Ky3Hernos. - 6-e u3., mepepad. u gor. - Mocksa: Jlamkos u K°, 2014. - 459 c. - bubmmorp.: c. 359-
363. - ISBN 9785394019814: 235.61

3. Kysnemnos, N.H. JloxymeHTannoHHoe o0ecrnieueHue yIpaBJICHUS
u nenonpou3BoAcTBO [Teker]: yueOHMK s OakamaBpoB: YYeOHHMK JJIsl CTYIEHTOB BY30B,
oOyyaronuxcs 1mo 3xkoHoMuueckuM crnernuanbHocTsM / Y. H. Ky3nenos. - Mocksa: FOpaiit, 2014. - 576
c. - (bakamaBp. ba3oBeiii kypc). - bubmmorp.: c. 444-452. - ISBN 9785991636063. - ISBN
9785969215177: 571.01



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

B) JJIEKTPOHHbIE Y4eOHuKHN U UHTepHeT-pecypcehI:

DJIeKTPOHHbIE YHeOHUKHU:

1. Awnonuna H. H. [lenoBoe nucbMo: METOAMKA COCTaBJICHUS U MpaBuiia oopMiieHus 4-e
u31., ucnp. u goi. - Mocksa: Omera-JI, 2010. - 96 c. http://www.biblioclub.ru/book/54623/

2.  bapuxun A. b. Jlenonpon3BoacTBo u 10KkyMeHTo000poT MockBa: Kumxubiid Mup, 2012.
- 416 c. http://www.biblioclub.ru/book/89671/

3. Kynses H. H. Ypanos JI. H. ®a6puunos A. I'. JlokymenToBenenne. YueOHuk. MockBa:
Jloroc, 2011. - 178 c. http://www.biblioclub.ru/book/84880/

4.  OpraHuzaius U TEXHOJIOTUS JOKYMEHTAIIHOHHOTO 00eCIIeYeHHsl yIPaBICHUS: KOHCTIEKT
nekmwmii. [lensa: 6. u., 2011. - 95 c. http://www.biblioclub.ru/book/39371/

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

6. TunoBast MHCTPYKLHS MO JIETOMPOU3BOJICTBY B (heiepaIbHBIX OPraHax UCIIOIHUTEIbHON
Bractu. HoBocubupck: Cubupckoe yHuBepcuTeTckoe wuzgarensctso, 2008. - 80 c.
http://www.biblioclub.ru/book/57402/

6. Ilepedyenr  pecypcoB  HHPOPMANHOHHO-TEJIEKOMMYHHMKANMOHHOW  ceTH
«AHTEpHET», HEOOXOAUMBIX 1151 OCBOCHHS TUCIUTIMHBI (MOTYJIs).
— www.delpro.narod.ru - Jleaomnpou3BoacTBO+.
— www.termika.ru — DHIUKIONESIUS JSIOMPOU3BOICTRA.
— www.directum.ru - DIeKTPOHHOE JICIONPOU3BOCTBO M KAHICIIAPHSI

7. Mertoauyeckue yKa3aHuUsl JJIsi OOYYAKOIUMXCS [0 OCBOCHMIO JHCHMIIMHBI
(Mmonyis).

JIeKLIMOHHOE 3aHATHE IPEJCTABISAET COOOM CHUCTEMaTHUYECKOE, IOCIEI0BATENbHOE,
MOHOJIOTHYECKOE M3JI0KEHHUE IPEroaBaTesIeM-IEKTOpOM yuyeOHOro Marepuana, Kak HpaBuio,
TEOPETHYECKOr0 XapakTepa. Takoe 3aHATHE MpEACTaBIsAeT COOOW JJIEMEHT TEXHOJIOIHU
NpeJCTaBIeHUs Y4eOHOro MaTepuaja IyTeM JIOTHYECKH CTPOMHOro, CHCTEMaTH4YeCKH
MIOCJIEZI0BATEIBHOTO U SICHOTO HU3JI0KEHHUS C MCTI0Ib30BaHUEM HHTEPAKTUBHBIX 00pa30BaTEIbHBIX
TEXHOJIOTUH (MYJbTUMEUMHBIX, JTEKIUH-TUCKYCCUH, JEKIIUU- IEMOHCTPALIH).

Ienp nekuMm — opraHu3anys LEJNECHAIPAaBICHHON IO3HABATEIBHON JEATEIbHOCTH
o0yyaroImuxcs Mo OBJIaJeHUIO IPOrPaMMHBIM MaTepHaIoM y4eOHOH TUCHMILIMHEL. YTeHne Kypca
JIEKIUH MO3BOJISET JAaTh CBS3aHHOE, I10CIIEI0BAaTEIbHOE 3JI0KEHUE MaTepualla B COOTBETCTBUHU €
HOBEWIIMMM JaHHBIMH HAyKH, COOOIIMTH CIyLIaTelIsiM OCHOBHOE COJEp)KaHHe NpeaMeTa B
L[EJIOCTHOM, CUCTEMaTU3UPOBAHHOM BH/IE.

3amaun JIEKIUU 3aKI0YaloTCs B 00ecreyeHUH (OPMHUPOBAHUS CHUCTEMbI 3HAHUI MO
y4eOHOM JUCHUIUIMHE, B YMEHUM AapryMEHTHPOBAHO W3JaraTh Hay4YHbIH MaTepuaj, B
(dbopMHpoBaHUN PO(PECCHOHATBHOTO KPyro3opa 1 o0Ieil KyJIbTypbl, B OTPRXKEHUH €111e He

MOJTYYMBIIUX OCBELICHUS B y4eOHOM IUTEpaType HOBBIX TOCTHKEHUI HAyKH, B ONITUMH3AINN
Apyrux (GopMm opraHuzanuu yuyeOHoro mporecca.

[IpakTiueckue 3aHATUS — ABIAIOTCA (HOpMOI yueOHOM ayUTOpHON paboThl, B pamMKax
KOTOpOH (HOPMUPYIOTCS, 3aKPEIUIIOTCS M HPEACTABIAIOTCS aCUPaHTaMHM 3HAHMS, YMEHHUS H
HaBbIKH, UHTETPUPYIOIIKE Pe3yIbTaThl OCBOCHMSI KOMIIETEHIINH KaK B JIEKIIMOHHOM (opMaTe, TakK
B pa3IMyHBIX (OpMax CaMOCTOATENbHOM paboThl. K KakIoMy 3aHATHIO MpenojaBaTesieM
(bopMyIUpYIOTCSl MPAKTHUECKUE 33JaHUs, TPEOOBaHUS M METOJUYECKHE PEKOMEHIAlMH K HX
BBINOJIHEHUIO, KOTOPBIE MPEICTABIISAIOTCS B (POHE OLIEHOUHBIX CPEJICTB YUEOHON JUCIUIUINHBL.

KonTponb camocTosiTensHOM paloOThI: Ui CTYACHTOB JTHEBHOM M 3a04HOM (HOpMBI
0o0y4YeHHsT — TEKyIIUH KOHTPOJb OCYILECTBISETCS B COOTBETCTBUE C IPOrpaMMOM 3aHSATHM
(e)xeHeneTbHO JIJIs1 CTY/ICHTOB OYHOM (hOpMBI OOYUEHHSI; IO CEMECTPaM — JIJISI CTYICHTOB 3a0YHOM
¢dopmMbl  00ydeHHUs); MPOMEKYTOUHBIH KOHTPOJb IO MTOraM OCBOEHHUS JUCIMILIMHBI
OCYIIECTBIsIETCSI B (OpMe PEHTHHTOBOW CHCTEMBI OIleHOK. Ommcanue 3agaHuil IS
CaMOCTOSITENIbHOW Pa0OThI CTYJCHTOB M TpeOOBaHMH MO WX BBINOJIHEHUIO BBIJAIOTCA
mpenojaBaTesieM B COOTBETCTBUM C pa3paboTaHHBIM (OHIOM OLIEHOYHBIX CPEACTB IO
JUCLUIUIMHE aHTUKOPPYILIMOHHAS NOJIUTHKA.

CamocrosiTenbHasi paboTa CTYAEHTOB IO JaHHOMY Yy4eOHOMY KypcCy Hpeanojiaraer


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/
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http://www.termika.ru/
http://www.directum.ru/

MO3TAMHYIO MOATOTOBKY IO KKIAOMY pa3/iely B paMKaX COOTBETCTBYIOIIUX 3aJaHHIA:

[lepBbIii ATam camMOCTOATENbHOW pPabOThI CTYJIEHTOB BKJIIOYACT B CeOS TINATEIBHOE
M3yYEHHE TEOPETHYECKOr0 MaTepuaia Ha OCHOBE JIGKIIMOHHBIX MAaTepHajoB IpPEernojaBaTels,
PEKOMEHIYEMBIX  pa3JeioB OCHOBHOM U  JIOTIOJHUTEIBHOW JIUTEPATypbl, MaTEpUaJOB
NEPUOINYECKUX HAYYHBIX H3AaHUH, HEOOXOIUMBIX JJISl OBJIAJCHUS TOHATUHHO- KaTEeTOPHAIbHBIM
anmnapaTtoM 1 (OPMHUPOBAHUS MPEICTABICHUM O KOMIUIEKCE aHAIMTUYECKOTO0 MHCTPYMEHTapHUs,
UCTOJIB3YyEMOr0 KaK B paMKax JJaHHOW OTPACiIM 3HAHUS, TaK U IMyOIMYHON MPaKTHKE;

Ha BTOpom »Tane Ha ocHOBe cOPMUPOBAHHBIX 3HAHUM M MPEACTABICHUN MO JaHHOMY
paszfieiny CTyIEeHTHI BBIMOJIHSIOT MPAKTUYECKUE 3a/1aHus, HalleJIeHHbIC Ha (DOpMHUpOBaHHE YMEHUN
Y HaBBIKOB B paMKax 3asBICHHON KoMmIeTeHIMH. Ha naHHOM 3Tame CTyIeHTHl OCYIIECTBIISIOT
CaMOCTOSITENIbHBIM TOUCK SMIUPUYECKUX MaTepUalioB B paMKax KOHKPETHOIO 3a/laHusl,
0000IIal0T M aHAIM3HPYIOT COOpaHHBI Marepuajl IO CXeMe, pPEKOMEHIOBaHHOU
npenojaBaTeneM,  (GOpMyIUPYIOT  BBIBOJBI, TOTOBAT  IPAKTHYECKHE  PEKOMEHJIAINH,
MIPE3CHTAIMOHHBIC MaTEPUAIBI JUTS ITyOIMYHOTO MX TPEACTABICHUS U 00CYKIACHUS.

Kputepun omeHku 3ajaHuii B paMKax CaMOCTOATENIbHOM pabOThl CTYACHTOB
(bopMyIHPYIOTCS TpernoiaBaTesieM B (DOHIC OICHOYHBIX CPECTB.

B ocBoeHuM AMCHUIUIMHBI MHBATUAAMH U JIUIAMH C OTPAHMYEHHBIMU BO3MOKHOCTSIMH
3I0pOBbsI OOJIBIIOE 3HAYCHHWE WMEET HHIMBHIyajdbHas ydeOHas pabora (KOHCYJIbTALMU) —
JIOTIOTHUTENBHOE Pa3bsICHEHHE yUeOHOr0 MaTepuraa.

WupuBuayanbHble KOHCYJNBTAIlMM IO TPEIMETY SBISIOTCS BaKHBIM  (PaKTOPOM,
CHOCOOCTBYIOLIUM MHIUBUIYaIU3allMU O0YYEHUS U YCTAaHOBJICHUIO BOCIIUTATENILHOTO KOHTAKTa
MEXIy IMperojaBaTeieM W OOy4YaromuMMCs WHBAIUAOM WM JIAIOM C OTPaHUYCHHBIMU
BO3MOXXHOCTSIMU 3]TOPOBBSI.

8. llepeuenb MHGPOPMALMOHHBIX TEXHOJIOTHIi, HCNOJIb3YeMbIX NMPH OCYLIECTBIECHUHN
00pa3oBaTeIbHOIO MpoLecca Mo JUCHUILINHE (MOAYJIIO0).

8.1 Ilepeyenb HH(POPMALHMOHHBIX TEXHOJIOTHIA.

Vcnonb3oBaHne MyJIbTUMEIUMHBIX MpE3eHTAalUil MpernojaBaTeieM B JIEKIMOHHOM
dbopmare U MpHu MOATOTOBKE 33aHUN TSl MPAKTUIECKUX 3aHITUN CTYIEHTaMH, HCIIOIb30BaHHE
WHTepHeT-TeXHOIOT M M OJrOTOBKE CTY/I€HTaMU BeO-KpyHn3a, OOIIeHHE C ITPeroiaBaTelieM Mo
3JIEKTPOHHOMU MOYTE.

8.2 Ilepeyennb HEOOXOAMMOI0 MPOrPAMMHOI0 00ecevYeH N .

Jlsist IOATOTOBKY M JIEMOHCTPAILIMU TPE3EHTAIMOHHBIX MAaTEepPHajOB HUCIOIb3YETCs TaKeT
nporpamma PowerPoint Microsoft Office, OC Microsoft Windows 10 Beixogom B iHTepHET.

8.3 Ilepeuenb HHPOPMAIHOHHBIX CHIPABOYHBIX CHCTEM:

1. CnpaBouHo-mipaBoBas cuctema «Koucynerant [Lrocy (http://www.consultant.ru)

2. DnexTponHas oubnmoreunas cucrema eLIBRARY.RU (http://wwwe.elibrary.ru)/

9. MarepuajbHo-TeXHHYeCKasi 0a3a, HeoOXoaMMasi I  OCYIIECTBJICHUS
00pa30BaTEeJILHOIO MpoLecca Mo IMCHUIINHE (MOAYJII0).

No Br paGot MarepuanbHO-TeXHUYECKOE 00ecTieueHNe JUCITUTITHHBI
(MoOmys) ¥ OCHAIIIEHHOCTh
1. JlexuuoHHbIe 3aHATHSA | JIekKMOHHAs ayAUTOpUs, OCHAIIEHHAs TPE3eHTAMOHHON
TEXHUKOM u COOTBETCTBYOIIAM MIPOTPaMMHBIM
obecrieueHreM
2. CemuHapckue 3aHaTus | CrienuainbHOE MOMEIIEHHE, OCHAIIICHHOE MPE3eHTAIMOHHON
TEXHHUKOU u COOTBETCTBYIOIINM MPOrPaMMHBIM
obecrneyeHreM
3. ['pynmoBeie KabuneT, ocHameHHbI MeOeNbio 1 paboYrMH CTAHITUSIMU C
(MHIMBUYaTTbHBIC) noctynoM B HTepHET
KOHCYJIbTaIlH1
4, Tekymuii  KOHTPOJIb, | AyAUTOPHS, OCHAIIEHHAS IPE3CHTAIIMOHHON TEXHUKON 1
MIPOMEXYTOYHAS COOTBETCTBYIOIIUM MTPOTPAMMHBIM 00€CTIeUeHUEM
aTTecTanus



http://www.consultant.ru/

CaMocTosTenspHast
paborta

Kabuner s caMoCTOATENbHOW pPabOTHI, OCHAIIEHHBIH
KOMIBIOTEPHON TEXHHKOH C BO3MOKHOCTBHIO TMOJKIIOYEHUS K
cetu «MHTEpHET», NPOrpaMMON SKPAaHHOIO YBEIUYECHUS U
00ecTeueHHBIN JOCTYIIOM B DJICKTPOHHYIO HH(OpPMAIMOHHO-
00pa3oBaTesibHYI0 Cpely YHUBEPCUTETA.




