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1 Heau n 321244 M3y4YeHUs1 AUCHMUILINHBI (MOIYJIs1).

1.1 Ileanb ocBOEeHUN TUCHUIIUHDI.

[enssMu  OCBOGHUSI TUCHUMIUIMHBI  «/lOKyMEHTalMOHHOE OOecreYeHne YIpaBICHUS
ABIIIOTCS MPUOOPETEHHE CTYICHTaMU TEOPETUYECKHX 3HAHWM B 00JacTU JTOKYMEHTAllMOHHOTO
o0OecrieueHHs YOpPaBJIEHUS,  O3HAKOMJIEHME C BHUJAAMU JOKYMEHTOB, MCIOJIb3YEMbIMU B
NESTEIbHOCTH OpraHMu3allMii M OpraHoB BJACTH, IOJyYE€HHE MPAKTUYECKHMX HABBIKOB IO
CO3JIaHUI0 U 00pPabOTKE ATUX TOKYMEHTOB.

1.2 3apauu u3y4yeHUus TMCUMILIAHBI:

— cdopmHpoBaTh  YETKOE  MPEACTaBICHHME O  HEOOXOAMMOCTH U POJIHU
JOKYMEHTHUPOBAHUSA B IEATEIILHOCTH OPraHOB BJIACTH, PEATPUATHH, YUPEKICHUH;

— O3HAaKOMHUTb C OCHOBAMHU [IEJIONPOU3BOJACTBA M JOKYMEHTOOOOpPOTa B OpraHax
rocygapcrBeHHoil Biacth Poccuiickonn @epepanuu, opraHax TIOCYZapCTBEHHOM BIIACTH
cyonekToB Poccuiickoit denepanuuy; opraHax MECTHOTO CaMOYMPaBIEHUS, TOCYAAPCTBEHHBIX U
MYHUIIUTATBHBIX OPTaHU3AIMAX, NPEANPUATHAX W YUYPSKICHHAX, NOJUTUYCCKUX MapTHUsX,
00IIECTBEHHO-TIOJTUTHYECKUX M HEKOMMEPUECKUX OPTaHU3aIHsIX;

— O3HAaKOMHUTh C OCOOCHHOCTSMH 3aIUTHl CIY)KEOHOM W KOH(HUICHIHATHHON
uH(popManuu, o0ecreyeHns OTKPBITOrO JOCTYyNa rpakJaH K MH(pOpMalMU B COOTBETCTBUH C
MOJIOKEHUSMHU 3aKOHOAATEIIbCTBA,

— HAYYUTh OPUEHTHPOBATHCS B CHUTYalHAX, TPEOYIOMIMX H3JaHUS COOTBETCTBYIOLIMX
JIOKYMEHTOB.

1.3 MecT0 TUCHUILTUHBI B CTPYKTYpe OCHOBHOM 00pa3oBaTe/ibHOM MPOrpaMMbl

Jucuumnnmza «JloKkyMeHTalMOHHOE 00eCIieYeHUE yIpaBIEHUs» OTHOCUTCS K BApUATUBHOM
gyactu brnoka 1 «/Juctmmaunaer (Moxynun)» (B1.B.JIB.08.02) yuebnoro miana mpoduis
«["ocynapcTBeHHass MOJIOJI)KHAS TOJIMTUKA» OPUEHTHPOBAHA IPU IOJTrOTOBKE OaKajJaBpOB Ha
U3y4eHHE TEOPETUYECKUX 3HAHWK B OOJACTH JOKYMEHTAIIHOHHOTO OOECIIEYECHHUsS YIpaBIICHHUS,
O3HAKOMJICHHE C BHJAaMH JOKYMEHTOB, HCIOJB3YEMBIMH B JEATEIBHOCTH OpraHu3aluil U
OpraHOB BIJIACTH, IIOJIyYEHHE MPAKTUYECKUX HABBIKOB [0 CO3JaHUI0O M O0O0pabOTKE ATHX
JOKYMEHTOB. JlUcIMIIMHA HAXOAWTCA B JIOTMYECKOM M COJEP)KaTEIbHO-METOINYECKOU
B3auMOCBsA3M ¢ pyrumu dactasmu OOII u 6a3upyercst Ha 3HaAHUSX, TOTYYEHHBIX MPU U3YYEHUU
JUCLHUIUIMH OOIIEHAyYHOTO M MPO(ECCHOHATBHOIO IUKIIA, TaKUX Kak: «OCHOBBI 3KOHOMUKM,
«MonozexxHoe npeAnpuHUMaTenbeTBoy, «MHpopmaTuka». Habop Bxoadimx 3HaHUHM U yMEHHH,
COCTOSIIIMX B IOHMMAaHWM IOPUIUYECKON CHIJIBI JOKYMEHTOB, JKOHOMHMYECKHMX aCIEKTOB
OpraHM3aly  JEJONPOU3BOACTBEHHBIX  CIyXk0, crneuu@uku OyXraiaTepckod, OTYETHO-
CTaTUCTHUYECKON, (PMHAHCOBOM JTOKYMEHTAllUU, POJM KOMIBIOTEPHBIX TEXHOJIOTHI B paboTe ¢
JOKyMEHTaMu  obOecrieuyuBaroT TpeOyeMbli  (yHIaMEHT [UIsl U3Y4YeHMs  JAMCLMILIMHBI
«JlenonponsBoacTBO B chepe MONOASKHON moauTuku». IlonydeHHble B mpolecce 00ydeHus
3HaHMSI MOTYT OBITh UCIOJIb30BaHbl NMPU U3YYEHUU TaKUX JUCHUUIUIMH, KaK: «MyHuUIMnanbHas
MOJIOZIEKHAsT NOJIMTHKa», «l'ocygapcTBeHHass MOJOAEXKHAas TNOIUTHKAa B Poccuiickoi
®Denepaunny, «IIpaBoBble OCHOBBI M PAKTUKN CO3JaHUS JOCTYITHON CPEIbI».

1.4 IlepedyeHb MIaHMPYyeMbIX pPe3yJbTATOB O0Y4YEeHHUS] IO JAUCHUILIMHE (MOAYJIO0),
COOTHECEHHBIX C IVIAHUPYEMbIMH Pe3y/JIbTATAMH OCBOCHHS 00pa30BaTeJbHOH NIPOrPaMMBI.

N3yuenune nanHOM yueOHOW NUCIMIUIMHBI HAITPaBJICHO Ha POPMUPOBAHUE Yy 00yUAIOIIHNXCS

obwenpogheccuonanvrotl, npogeccuonanvrvix komnerenmuii OITK-1, TIK-4, TIK-11

No WNunexc Conepxanue B pesynbrare u3ydenus: yaeOHOW AMCHUIUINHBI

[y, | KOMIET | KOMITETEHIHH (wmm eé 0o0yyJaronmecs J0JKHBI

" | eHuum YacTH) 3HATh yMeThb BJIA/IETh

1. OIIK-1 | cnocoO6HOCThIO MHCTUTYI[MOHA | pa3pabaThiBaTh | HaBbIKAMU
pelmaTh CTaHJapTHBIC | JbHBIE OCHOBBHI | CTPYKTYpY M | aHaiM3a u
3aJaun peLeHus OLIEHUBATh OLIEHKH
npodeccuoOHaTbHON CTaHIApTHBIX | 9 (HEKTUBHOCT | KOHTEHTA u
EATEIHHOCTH Ha | 3amad b s dexTuBHOCT
OCHOBE npodeccuoHan | npodeccHoHall | U peaau3aliu
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K IIPE3CHTAIUU

Ne WNHupekc Coneprkanue B pesynbrare uzyuenust yueOHON AUCIUTIIIMHBI
Ly, | KOMUIET | KOMIETeHIHH (nmm eé 00yYaromuecs T0JKHbBI
" | eHuMH 4acTH) 3HATh yMeTh BJIa/IeTh
WH()OPMAIIMOHHOW ¥ | BHOU BHOM pelLIeHHI B
oubnuorpaduueckoil | AEATEIBHOCTH | IEATEIBHOCTH | cepe
KYJIBbTYPBI c| Ha OCHOBE | Ha OCHOBe | npoeccroHa
MIPUMEHEHHEM uH(popMalMoH | UHGOPMAIIMOH | bHOM
nH(OPMAIIMOHHO- HOU U | HOU U | JeATEIbHOCTH
KOMMYHUKAITMOHHBIX | OuOnmorpaduy | bubauorpaduy | Ha OCHOBE
TEXHOJIOTMM U C | €CKOH eCKou UH(POPMALIMOH
y4eToM OCHOBHBIX | KYJBTYpPBI C | KyJIbTYpbI c | HOH u
TpeOoBaHUi NpUMEHEHHEM | IpUMEHeHHeM | Oubamorpaduy
nH(pOpPMAITMOHHOM uHpopManoH | HHPOPMAIIMOH | €CKOM
0e30macHOCTH HO- HO- KYJBTYPBI c
KOMMYHHKAIM | KOMMYHUKAIHO | IPUMEHEHHEM
OHHBIX HHBIX uHGOPMAINOH
TEXHOJIOTHIl U | TEXHOJOTHH U C | HO-
c YYETOM | yIETOM KOMMYHHKAITHO
OCHOBHBIX OCHOBHBIX HHBIX
TpeOoBaHUI TpeOoBaHUi TEXHOJIOTHM U C
uH(pOpMalMoH | UHGOPMAILMOH | YUETOM
HOM HOM OCHOBHBIX
0e30macHOCTH | O0€30MacHOCTH | TpeOOBaHMI
B pa3iWuHbIX | HHGOpPMAIIOH
chepax KU3HU | HOU
o01iecTBa 0€30MacCHOCTH
2 I1K-4 CIOCOOHOCTBIO OcHoBHbIE opopMIATH W | HAaBBIKAMH U
oopMIIATh 1 PEKBHU3UTHI MPECTABIATh | CIIOCOOHOCTSIMU
MIPEJICTaBISATh o(pOpMIICHHS U | PE3yIbTAThI opopmIIeHUS H
pe3yabTaThl HAYYHO- NPEJCTAaBICHHUS | HAYYHO- NpeCTaBICHUS
TIPUKIIaTHOM pe3ynbTaToB MPUKITIaTHOM pe3ynabTaThl
JEeSITeTbHOCTH TI0 HAy4YHO- NeSITeTbHOCTH | HAYYHO-
MOJIOAECKHOM MIPUKIaAHON o MIPUKJIAHOU
TEMaTHUKE B NESITETPHOCTH | MOJIOJICKHOMN JeSITeTbHOCTH
COOTBETCTBHUHM C 1o TEeMaTHKe B | 11O
POCCUICKUMU U MOJIOIC)KHOM COOTBETCTBUU C | MOJIOJEHKHOMU
MeXIYHApOAHBIMU TeMaTHKe B POCCHUHCKUMHU M | TEMAaTHKE B
HOPMAaTHUBHBIMH COOTBETCTBUHU | MEXKJIYHAPOJH | COOTBETCTBUU C
JOKYMEHTaMH 1 c BIMH POCCUNCKHMH U
CTaHJapTaMH, POCCHUCKMMH | HOPMAaTUBHBIM | MEXKIYHAPOTH
HAyYHBIMU U u u BIMH
CHEIIHATEHBIMHU MEXIYHApOJH | JOKYMEHTAaMH | HOPMAaTHBHBIM
TpeOOBaHUSAMU K BIMH U CTaHAApTaMH, | U
Mpe3eHTAINH HOPMAaTUBHBIM | HAYYHBIMA W | JOKyMEHTaMHU
u CHEIMAIBbHBIMU | U CTaHJapTaMH,
JIOKyMEHTaMH | TpeOOBaHUSAMHU | HAYYHBIMH U
u K MPE3EHTAINN | CTIeUaTbHBIMU
CTaHJIapTaMH, TpeOOBaHUSIMU
HAyYHBIMU U K MIpe3eHTaINH
CHeIUaIbHBIMU
TpeOOBaHUSIMU




Ne WNHupekc Coneprkanue B pesynbrare uzyuenust yueOHON AUCIUTIIIMHBI
n.1;. KOMIIET | KOMIETCHUUH (WIn e€ 00yYaromuecs T0JKHbBI
CHIINU YacTH) 3HATh yMeTh BJIA/IETh
3 [1IK-11 | BnajeHHEM HaBBIKAMH | OCHOBHBIC TOTOBUTH HaBBIKAMH
COCTaBIICHHSI TpeOOBaHUs K | HHPOpPMAIIMIO | aHAIM3a u
MH(POPMALIMOHHBIX COCTABJICHUIO | JUISI BKJIFOUCHHS | OLICHKH
0030pOB 10 UHPOPMAILIUOH | B KOHTEHTA
uccieryeMon HBIX 0030pOB nHbOpMaMOH | HH(POPMALIMOH
npobieme o HBIII 0030p 1O | HBIX  0030pOB
UCCIIEAYEMON | MCCIIEyeMOU 1o
TEMaTHKe npodiaeme UCCIIETyeMOH
npobieme
2. CTpyKkTypa U coep:KaHue TUCHUIINHBI.
2.1 PacnpeaesieHne TPyA0€MKOCTH JUCHMILIMHBI 110 BUIaM padoT.
OOmass Tpyro€MKOCTh AUCUMIUIMHBI cocTaBiasier 3 3aud.en. (108 wyacos),
pacripeielieHue 1Mo BuaM padoT MPECTaBICHO B Ta0JIHUIIE
(Ona cmyoenmog ODO).
Bun yuebnoit paboTbl Bcero CemecTtpbl
4acoB (uacel)
6
KonTakTHas padora, B TOM YHCJI€: 68,2
AyIuTOpHBIE 3aHATHS (BCEro): 64 64
3aHATHSA JIEKIUOHHOTO TUIIA 32 32 - - -
JlaboparopHble 3aHATHS - - - - -
3ansaTus CEMUHAPCKOTO THIA (cemHHapHI, 32 30 i i i
NPAKTHYCCKHE 3aHSTHSI)
HNnas koHTaKkTHas padora:
Kontposs camocTositenbHo pabotsl (KCP) 4 4
[Tpomexyrounas arrectanus (MKP) 0,2 0,2
CamocTosiTe/IbHAsA padoTa, B TOM YHcJIe: 39,8 | 3938
Kypcosas pabota - - - - -
[TpopaboTka yaeOHOro (TEOPEeTHYECKOro) MaTepuaa 16 16 - - -
BeinonHeHe WHAMBHUIYalIbHBIX 3alaHui (ITOJTOTOBKA 10 10 i i i
COO00I1IeHNH, Tpe3eHTaIni)
Pedepar 4 4 - - -
[TonroToBKa K TEKyIIeMy KOHTPOJTIO 9,8 9,8 - - -
KontpoJs:
IToaroToBka K 3K3aMeHy - -
Oo0masi Tpy10eMKOCTh yac. 108 108 - - -
B TOM 4YHCJIe KOHTAKTHAS 682 | 682
pabdora
3a4. e 3 3

2.2 CTpyKTypa AUCHUILIMHBI:

Pacnpenenenue BuoB yueOHON pabOTHI U MX TPYIOEMKOCTH IO pa3jeiaM AUCUUIUINHBL.

ux




Pasnernbl (TeMbl) AUCIUIUIMHBL, H3y4aeMble B 6 cemectpe (ounas ¢hopma)

(GYHKLINU TOKyMEHTa KaK CHCTEMHOTO 0OBEKTa.

MeTo/b1 U CIOCOOBI TOKYMEHTUPOBAHHS.
dopMa MaTepUaIbHOIO HOCHUTEIIS.

[TonsiTue, MmeTo, croco0, CPeIcTBO
JokymeHTupoBanus. IIpouecce coznanus
JIOKYMEHTA.

[Tonstue noxkymeHTHOM KommyHuKauu (1K),
KOMMYHUKAHT U penunueHT. PopManbHbIE U
HepopMaIbHbIe KOMMYHUKaMU. MaccoBbie
KOMMYHHKAIUH: 11€4aTh, PaHO0, TEICBUICHHE,
KHHO, 3BYKO- 1 Buaeo3anuch, INTERNET.

KonnuecTtBo yacos
AynutopHas preayaut
Ne HamMmenosanne pa3nenos (Tem) opHas
Bcero pabota pabora
JI 113 JIP CPC
1 2 3 4 5 6 7
1 Beenenne B jgucnmMiuinHy  «JlOKyMEHTallMOHHOE 6 5 2 2
o0ecrniedyeHre yrnpaBIeHHs
2 3akoHoAaTeNbHAasT M HOPMAaTUBHO-METOJUYECKas 6 5 5 5
OCHOBA JICJIONPOU3BOICTBA
3 JIOKyMEHTBI: Ki1accu(pUKaIys, CTPYKTypa, TpeOOBaHUS 8 5 5 4
K 0(hopMIICHHIO.
4 OdopMieHre OpraHU3aIMOHHO-PACTIOPSAUTEILHOU | 8 4 5 5
MH(OPMAIIMOHHO-CITPABOYHON JOKYMEHTAIIUH.
5) OdopMieHre TOKyMEHTAIIUU 110 JMYHOMY COCTaBY 10 | 4 2 4
6 Odopmnenne koppectionaeHIH. CTPYKTypa JETOBBIX 6 2 5 5
TIHCEM.
7 OdopMieHre TOrOBOPHOM TOKYMEHTAIUH. 10 | 2 4 4
8 Tunossle 1 yHUPUITUPOBAHHBIE (HOPMBI TOKYMEHTOB. 6 2 2 2
9 Opranuzanusg paboTel € KOHOQUACHIHUAIbHBIMU 101 2 4 4
JIOKYMEHTaMu
10 |Dopmbl perucTpaniy JOKYMEHTOB 6 2 2 2
11  |Opranuzanus npuema rpaxian 8 2 2 4
12 |ABromaTuzanus AeI0NPOU3BOICTBA 6 2 2 2
13  |[Topsmok mepenadu Jei B apXuB 6 2 2 2
14 |DneKkTpoHHOE MPABUTEIBCTBO 78] 2 2 3,8
15 |Kommponupyemas camocmosmenvhas paboma 4
16 |UKP 0,2
Hmoeo no oucyuniune: 108 | 32 32 39,8
2.3 Conep:xanue pa3ieioB TUCHUILINHBI:
2.3.1 3aHATHSA JIEKIMOHHOI0 THIIA.
Ne HanmeHnoBanue Conepxanue pasiena ®opMa TeKylero
paznena KOHTPOJIS
1 2 3 4
1. Bgenenne B [Ipenmer, conepxanue, 3aqa4u Kypca. VYyacTtne B
JUCLHUIUIUHY Ncrounuku, nureparypa. [lonsTritHbIit WHTEPAKTUBHBIX
«/loxymeHTanmonHoe |anmapat. [lonstue o nokymenre. ['enesnc u dbopmax
obecrnieueHue Pa3BUTHE TOHATHS «JOKYMEHT». ayTUTOPHOU
YIIPABJICHUSD) XapakTepucTHKa, CBOMCTBA, MPU3HAKH, paboThI




ABTOMAaTH3aUs TOKYMEHTAIIHOHHOM
JIeATEIbHOCTH MPOrPAMMHbBIE KOMILIEKCHI:
«Jlenoy, «3onymika» u ap.

3akoHoAaTenbHas U |3aKOHOJATEIILHOE PEryIMpPOBaHUE ITonroroBka
HOPMAaTHUBHO- nenornpousBojcTsa. HopmatusHo- WH/IUBUYaJIbHOT
METOMYECKasi OCHOBA [METOINYECKOE PETYINPOBAHHE 0 3aJlaHusl.
JIeJIONIPOU3BOJICTBA | esIonpou3BoCTBa. JIokanbHble HopMaTuBHBEIE |Pedepar Ha Temy
JIOKYMEHTBI OpraHu3aluy. «HopmartusHo-
METOAMYECKOE
peryiupoBaHue
JeJI0NIPOU3BOACT
Ba»
JIOKyMEHTBI: [TonsATHE 0 KNaccUpUKALMU JOKYMEHTOB. WupuBuyansHoe
KJaccupukanus, CooTHoI1eHHEe BUJJOBOM U TUIIOJIOTMYECKON 3aJlaHue
CTPYKTYpa, KJ1accu(puKaluyu TOKyMEHTOB. [TonroroBka
TpeOOBaHUS K Bujpl 1OKyMEHTOB: OpraHU3allMOHHBIE, OnaHka
oopmIIeHHIO pacropsauTenbHble, THPOPMALMOHHO- JOKYMEHTOB:
cupaBoyHble. Tunonorunyeckas KiacCu(puKanus. BUIbl OJIaHKOB U
OO011ast XapakTepUCTHKA CTPYKTYPBI. MOPSAIOK
BHyTpeHHsIs 1 BHEIHSISI CTPYKTYpa JOKYMEHTA. [paCIlOIOKEHUS
PexBU3UTHI JOKYMEHTA: peKBU3UTbI-OCHOBAHMUSI, [PEKBU3UTOB B
PEKBU3UTHI-TIPU3HAKHU, PEKBU3UTHI OOpMIICHHS |O1aHKe (YTIIOBOE
COBPEMEHHBIX YIPaBICHYECKUX JOKYMEHTOB.  [M LIEHTPOBAHHOE)
YHUUKAMA U CTaHAAPTH3AINS JOKYMEHTOB.
®opmynsp. baaHku JOKYMEHTOB: BUIbI
OJIaHKOB U MOPSI0K PACIIONIOKEHHS] pEKBU3UTOB
B OyiaHKe (YIJIOBOE U IEHTPOBAHHOE),
MCIOJIb30BaHUE OJIAHKOB C U300pakeHUEM
roCyJapCTBEHHOTr0 repba u repba cyobekra
benepammm.
TpeboBaHMs K COCTABICHUIO U O()OPMIICHHUIO
JToKyMeHTOB. ®opmathl OyMaskHbIX
JIOKYMEHTOB. TpeOoBaHuUs K TEKCTY
JOKyMeHTOB. TpeOoBaHus K U3rOTOBJICHUIO
JIOKYMEHTOB.
Odopmaenue [TonsiTue opranu3anuoHHas, pacropsaautenbHas ([lonroroska
OpraHu3aIMOHHO- U MH()OPMAIIMOHHO-CIIPAaBOYHAs JOKYMEHTALH. |COOOIIeHN I
pactiopsiauTesbHON U |OpraHu3aioHHbie TOKyMEHTHI: [lonoxkenue. |«OpraHu3alioHH
UH(POPMAIMOHHO- VYcras. UHCcTpykuus. KosulekTuBHBINA JOTOBOp 1 |as,
CIIPaBOYHOU Ip. pacnopsIINTENbH
JIOKYMEHTallUU PacniopsinuTenbHble TOKYMEHTBI: IPUKa3, ast U
pacropsKeHHe, pelieHue. WH(pOPMAITMOHHO
HNHdopMannoHHO-CIIpaBOYHasl JOKYMEHTAIMS: |-CIIpaBOYHAs
[TpoTokon. Akt. JlokinaagHas 3anucka. JTOKYMEHTAIUS»
OO6mbsacHuTenbHas 3anucka. CrpaBku. [InceMo.
TenerpamMma (teneraiinorpamma). Tenexkc.
Teneponorpamma. Tenedakc (paxc) u ap.
Odopmnenue Kanposast nokymeHnTamusi, Jo0KkyMeHTHpoBaHue (Pabota B MasbIx

JIOKYMEHTAIUHU 10
JUYHOMY COCTaBY

JBIKEHUS KaapoB. Pe3tome. 3asBneHue.
Ankera. TpynoBoit koHTpakT. [Ipukas o
npueme/yBolibHeHHH. TpyaoBasi KHUXKKA.
JInunoe neno. JInnesoi cyer.

rpymmax
«ITonroroBka

,Z[OKYMGHTOB JJIA
npuemMa Ha




paboty»

6. | Odopmiuenue TpeGoBaHus MEKIYHAPOIHBIX CTaHIAPTOB K (MHAMBUAYaIbHOE
KOPPECTIOHJICHIIMU.  |O(OPMIICHHIO KOPPECTIOHICHINH T10 3ananue «CocraB
CTpyKTypa JeNOBbIX |BHEHUTHEOKOHOMUYECKOH AesTenbHOCTH. COCTaB [pEeKBU3UTOB
IIUCEM PEKBU3UTOB MUChbMA U TPEOOBAHUSA K UX MchbMa u

odopmienuto. CTpyKTypa J1eJ0BbIX MTHUCEM. TpeOOBaHUS K UX
Ocobennoctu ohopMiIeHHUs 1ET0BOM oopmieHnIO».
KOPPECHOH/ICHIIUHU B aHIJIOSA3BIYHBIX CTPaHAaX.

OdopmiieHne KOPPECTIOHACHIINYA HA HEMEIIKOM

s3bike. CTpykTypa popmysspa, cocTaB

PEKBU3UTOB.

7. | Odopmiuenue JloroBop — ero Bubl, CTPYKTYypa, MOPsII0K VYyactue B
JIOTOBOPHOU 0o(OpMIICHHUS U TIOJITUCAHUS CTOPOHAMM. IpPyIIIOBOMI
JIOKYMEHTAIu! pabote

«IToaroroBka
rpax1aHCKoO-
IIPaBOBOI'O
JOTOBOpa U €ro
MOJINTUCAHUE.

8. | TumoBble u Tunosble GOpPMBI JOKYMEHTOB, UCIIOJIb3yeMble |BbIMoIHEeHHE
YHU(DUIUPOBAHHBIE  |B JEATEIHLHOCTH OpTaHU3aLUH. VH/IUBUyaJIbHBI
(bopMBbI TOKYMEHTOB | YHUGDUIIMPOBAHHBIE CUCTEMBI JOKYMEHTAIIMH.  |X 3a/laHui

YHuuKanys JOKyMEHTOB.

9. | Opranuszanus KonduaennuansHoe ne10npon3BoACTBO [ToaroroBka
paboTHI € 3a1uTa KOH(pUIeHIMaNbHON HHPOpMaIUH. WH/IUBUYaJIbHOT
KoHpueHMaabHbIMY | [ToHATHE KOH(DUIEHIInAIBHOE 0 3aJlaHusl.
JIOKyMEHTaMu JIEJIONPOU3BOJICTBO MIPUEMBI, METObI Pedepar nHa Temy

00paboTku JoKyMeHTOB. VH(popMaIoHHO- «Kondpunennuan

aHaJuTHYecKas pabora. 3amura nHGOpMaIUU. |[bHOE
JEJIONPOU3BOJCT
BO 3aIuTa
KOH(MUIEHIHATBH
ol nH(pOpMALTUN

10. | ®opwmsl peructpanu |[lonsTie peructpannn 10KymeHToB. ®opMbl  |BbinonHeHue
JIOKYMEHTOB perucTpalnuy JOKyMEHTOB. WH/IMBUyaJTbHBI

ABTOMAaTU3UPOBAHHBIE CUCTEMBI PETUCTPALIMH  |X 3a/1aHUI
JIOKYMEHTOB.

11. | Opranuzanus [TpuHIMOBl  OpraHU3alMM JUYHOrO mpuema (Beimonnenue

npreMa rpaxaan rpaxaaH ¢ oOpameHussiMd. Perucrpanus [MHAMBUAYaAIbHbI
JOKYMEHTOB TI0 THCbMEHHBIM OOpAIEHUsAM |X 3a/1aHUi
rpaxzaad. OCHOBHBIE 3a/Jaydl  CIPABOYHO-
MH(POPMALIMOHHOM CITY>KOBI OpraHu3aIIH.

12. | ABToMaTH3anms ITonsiTne aBTOMaTU3UPOBAaHHBIX cUCTeM. PriHOK ([logroroBka

JIEJIONPOU3BOJCTBA  |aBTOMAaTU3UPOBAHHBIX CUCTEM WH/IUBUYaJIbHOT
nenonpon3BoacTBa. CpaBHUTENBHBIA AaHAIN3 |0 3a7aHuA.
OyMa)KHOTO U 3JIEKTPOHHOTO Pedepar Ha Temy
JIOKYMEHTO000POTA. «CpaBHUTETHHBIN
aHaJM3
OyYMa)KHOTO u
AJIEKTPOHHOTO

JTIOKYMEHTO000pO




Ta»

13.

[Topsimok nepenaun
JIe B apXUB

OcHoBHbIE [IpU3HAKU ICPYIIUPOBKU
JOKYMEHTOB B Jiena. @opmupoBanue aed.
Okcneprusa LIEHHOCTHU JIOKYMEHTOB.
[ToaroroBka WCIONHEHHBIX JOKYMEHTOB K
apxXUBHOMY XpaHeHuto. Ilepenaya nen B apxus.
[Tomemenne BEIOMCTBEHHOTO apxuBa
opranuzani. MaTepuaibHO-TEXHUYECKas: 6a3a
apXHBOB. XpaHeHue JOKYMEHTOB B
AIIEKTPOHHOU (opMme.

Brinoinenue
VHIUBUIyaJIbHBI
X 3aJIaHuN

14.

DJIEKTPOHHOE
MPaBUTEILCTBO

[TonsATHE «DIEKTPOHHOE NPABUTEIBCTBO»: €r0
SHAYCHUC, TPUHIUIIBI TIOCTPOCHUS U
BHe/IpeHUs. IHTerpupoBaHHOE 3JIEKTPOHHOE
npasuTenscTBO Poccuun. Opranusanus
MEXBEJJOMCTBEHHOT'O 3JIEKTPOHHOTO
JIOKyMEHTO000pOTa MEX Ay OpraHaMu
rocyaapcTBeHHOM Biactu Poccuiickoit
denepanuu

IToaroroska
coOOIIeHHI
«HTEeTpUpOBaHH
0€ DJIEKTPOHHOE
MIPaBUTEILCTBO
Poccuny

3.2 3aHATHS CEMHUHAPCKOIO THIIA.

HaumenoBanue
pasnena (Tembl)

Temaruka npakTUYECKUX 3aHIATHIA (CEMUHAPOB)

dopma
TEKYILIETO
KOHTPOJIS

2

3

4

Bgenenue B
JTUCHUTITUHY
«/loOKyMEHTallMOHHOE
obecneucHue
YIpaBICHUS»

[Ipenmer, conepxanue, 3aqauu Kypca. IcTOUHUKH,
mureparypa. [lonaruitneni annapar. [lonstue o
JIOKYMEHTE. ['eHe31UC 1 pa3BUTHE TOHATHS
«IOKYMEHT». XapaKTEPUCTHKA, CBOKCTBA,
MPU3HAKHU, QYHKIIUU JOKYMEHTA KaK CHCTEMHOTO
00BeKTa.

MeTtoapl U criocoObI ToKyMeHTHpoBaHus. Dopma
MaTepUAIbHOTO HOCUTEIIS.

[Tonsitue, meTo, croco0, CpeIcTBO
JoKyMeHTupoBanus. [Iponecc coznanus
JIOKYMEHTA.

[TonsiTne noxkymeHTHOM KommyHuKauu (1K),
KOMMYHUKAHT U peuunueHT. @opMasibHbIe U
HedopMaIbHbIe KOMMYHHKAIMH. MaccoBbie
KOMMYHUKAIMU: MIe4YaTh, paiu0, TEIEBUICHUE,
KHHO, 3BYKO- U Buaeo3anuchk, INTERNET.
ABTOMaTH3alMs JOKYMEHTAIMOHHON AEATEIbHOCTH
MporpaMMHbIe KOMIUIEKCHI: «/lenoy, «3omymka» u

1p.

HaInvCcaHue
pedepara (P)

3akoHOJaTeNnbHasA U
HOPMAaTUBHO-
METOANYECKasi OCHOBA
JEIIONPOU3BOACTBA

BaKOHO,Z[aTCJ'IBHOC pPEryjinpoBaHuc
JACJIOIMPOU3BOACTBA. HOpMaTI/IBHO'MeTO}II/ILIeCKOC
PEryjinpoBaHuc ACIOIMPONU3BOJACTBA. JlokanbHbBIE
HOPMATUBHBIC TOKYMCHTBI OpraHU3alln.

HaIMCaHKe
pedepara (P)

JIOKyMEHTHI:
KIIacCUpUKALIUS,

CTPYKTYpa,
TpeOOBaHUS K

[TonsiTre 0 KIaccuuKaIuu JOKyMEHTOB.
CoOTHOIIIEHUE BUAOBOM M THITOJOTMYECKON
KJ1accu(puKauu TOKyMEHTOB.

Bupl 10OKyMEHTOB: OpraHu3alOHHbIC,

odopmiieHne
3aJIaHHBIX
JOKYMEHTOB




0(pOpMIIEHHIO.

pacnopsiAuTeabHble, THPOPMAIIMOHHO-CIIPABOYHBIE.
Tunonornyeckas kiaccuukanus.

OO61as xapakTepuCcTHKa CTPYKTYpbl. BHyTpeHHss u
BHEIIIHSS CTPYKTYpa JTOKYMEHTA.

PekBU3UTHI TOKyMEHTA: PEKBU3UTHI-OCHOBAHMSI,
PEKBU3UTHI-TIPU3HAKHU, PEKBU3UTHI OPOPMIICHHS
COBPEMEHHBIX yIPaBICHYECKUX JTOKYMEHTOB.
YHuUKays u cranaapTH3anus J0KYMEHTOB.
®opmysap. bnanku 70kyMeHTOB: BUIbI OJJAaHKOB U
MOPSI0K PACHIOTIOKEHHS PEKBU3UTOB B OJaHKE
(YyrimoBoe U EHTPOBAHHOE), UCIIOIb30BaHHE
OJIaHKOB ¢ H300pakeHHUEM TOCYJapCTBEHHOTO repba
u repba cyobekTa deaepannm.

TpeboBaHMsI K COCTaBICHUIO U 0(OPMIICHUIO
TOKyMeHTOB. DopMaThl OyMasKHBIX JOKYMEHTOB.
TpeboBaHusI K TEKCTY TOKYMEHTOB. TpeboBaHus K
W3TOTOBJICHHUIO TOKYMEHTOB.

Odopmienune
OpraHU3aIMOHHO-
pacrnopsIuTeIbHON 1
MH(pOpPMaIMOHHO-
CIIPAaBOYHOM
JOKYMCHTAIHH.

IlonsiTHE OpraHn3alMOHHAsL, PACIIOPSAUTEIbHAS U
MH(POPMALIMOHHO-CIIPABOYHAS JIOKYMEHTALIUS.
OpranuzanyvoHHble J0KyMeHTbI: [lonoxenue.
VYcera. UncTpykuusa. KonnekTuBHbIN JOTOBOP U Ap.
PacniopsaurenbHble JOKYMEHTBI: IPUKa3,
pacnopsbKeHHE, PELICHUE.
WHupopmalinoHHO-CIIpaBOYHAs JOKYMEHTaLU:
[IpoTokon. Akt. JlokiaaHas 3amucka.
Oo6wbsicuurenbHas 3anucka. Cropasku. [Iucsmo.
Tenerpamma (Teneraitnorpamma). Temnekc.
Tenedonorpamma. Tenedaxc (dakc) u ap.

odopmiieHHe
3a[aHHBIX
JIOKYMEHTOB

Odopmiienue
JIOKYMEHTAIINH 110
JMYHOMY COCTaBY.

KanpoBas nokyMeHTanus, 10KyMEHTUPOBaHHUE
JIBUXKEHUS KaapoB. Pestome. 3asBieHue. AHKeTa.
Tpynosoii koHTpakT. [Ipukas o
npueme/yBosibHeHUU. TpynoBas kHuxkKa. JInuHoe
neno. JIumesoil cuer.

oopmienue
3aIaHHBIX
JOKYMEHTOB

Odopmienue
KOPPECTIOHICHIIHH.
CtpyKTypa IeI0BBIX
MHCEM.

TpebGoBaHMs MEKAYHAPOIHBIX CTaHIAPTOB K
oopmITeHHIO KOPPECTIOHICHIINH 110
BHEIITHEOKOHOMUYECKOM JiesiTelbHOCTH. CocTaB
PEKBH3HUTOB MMUCbMa U TPEOOBAHUS K UX
odopmiiennto. CTpyKTypa JAETOBBIX MHCEM.
Ocobennoctu opopMiIeHuUs 1eT0BOM
KOPPECIIOHACHIINN B AHITIOA3BIYHBIX CTpaHax.
OdopmiieHne KoppecoHICHIINY Ha (PPaHITy3CKOM
si3bike. OQopMIIeHHE KOPPECTIOHICHIINU Ha
HeMeIKoM s3bike. CTpyKTypa popMyIisipa, coctaB
PEKBU3HUTOB.

odopmiieHre
3a/laHHBIX
JIOKYMEHTOB

Odopmienue
JIOTOBOPHOU
JOKYMEHTAIMH.

JloroBop — ero BuAbl, CTPyKTypa, MOPsII0K
0o OopMIICHUS U TIOJITUCAHUS CTOPOHAMH.

oopmienue
3aTaHHBIX
JOKYMEHTOB

Tunoselie u
yHUDHUIIPOBAHHBIC
(hopMBI TOKYMEHTOB.

TumnoBbie GOpMBI JOKYMEHTOB, UCTIOIb3YEMBIC B
JEeSTENIbHOCTH OpraHu3aiuii. Y Hu(puinupoBaHHbIE
CHUCTEMBI IOKYMEHTAINH. Y HU(UKAIIHS
JIOKYMEHTOB.

TecTtupoBanue

(T)

Opranm3anus padoThl

KonduaenmmaipHOE 1e10TTPON3BOICTBO 3aITUTa

HaIlTMCaHUEC




c kKoH(puaeHnmanbHON nHopmaruu. [lorsTre pedepara (P)
KOH(HIEHIINATbHBIMHU | KOH(QUACHINATEHOE AETOMPOU3BOICTBO IIPUEMBI,
JOKYMEHTaMH. METO/bI 00pabOTKHU TOKYMEHTOB.
HNudopmanroHHO-aHATUTHYECKas paboTa. 3amura
nHpopmaIuu.
10.|®@opmsl peructpanunu |[loHsTHE perucTpannu 10KyMeHTOB. DopMeI oopmienue
JOKYMEHTOB PETUCTPALMKA JOKYMEHTOB. ABTOMaTU3UPOBAHHBIE |)KYPHAJIOB
CUCTEMBI PETUCTPALIUU TOKYMEHTOB. perucrpanmu,
11.|Opranuzanus npuema |[IpyuHIMnel  OopraHuM3aluy  JMYHONO  Ipuema [opopmieHue
rpaxaaH rpaxaaH c 00palIeHUsIMHU. Peructpanus [3a1aHHbIX
JOKYMEHTOB 110  NHUCBbMEHHBIM  OOpAILEHUSM |[IOKyMEHTOB
rpaxaad.  OCHOBHbBIE  3aJayd  CIPAaBOYHO-
MH(POPMALMOHHOM CI1y>KObl OpraHu3aLIH.
12.|ABromaruzanus [ToHsiTe aBTOMAaTU3UPOBAHHBIX CUCTEM. PBIHOK BBITIOJIHEHHE
JEJIONPOU3BOJACTBA  |aBTOMAaTU3UPOBAaHHBIX CUCTEM JEJIONPOU3BOACTBA. |3aJaHUM Ha
CpaBHUTENbHBIN aHAIU3 OYMa)XXHOTO U KOMIIBIOTEPE,
3JIEKTPOHHOI'0 IOKYMEHTO000pOTA. pedepar
13.|TTopsinok nepenaun  |OCHOBHBIE NPU3HAKK TPYNIHUPOBKH JTOKYMEHTOB B [0popMIICHHE
JIe]l B apXUB nena. opmupoBaHue 1ed. 3a/laHHBIX €] U
OKcnepTusa LEHHOCTH JOKYyMeHTOB. [loaroroBka |10KyMEHTOB,
WCIIOJHEHHBIX ~ JOKYMEHTOB K  apXMBHOMY |[TECTUPOBAHHE
xpanenuto. [lepegaua nmen B apxuB. I[lomemenue |(T)
BEJJOMCTBEHHOT'O apxuBa OpraHM3alyHy.
MatepuanbHO-TEXHUYECKAs 6aza apXUBOB.
XpaHeHue JOKYMEHTOB B 3JIEKTPOHHOM (opme.
14.|3nexTpoHHOE [TonsiTre «NEKTPOHHOE MPABUTEIBCTBOY: €TI0 TECTUPOBaHUE
IIPaBUTEIBCTBO 3Ha4YeHue, MPUHLUUIBI HocTpoeHus U BHeapeHus.  |(T)
HHTerpupoBaHHOE 3JIEKTPOHHOE TPABUTEIHCTBO
Poccun. Opranunzanys MeXBEIOMCTBEHHOTO
AIIEKTPOHHOTO JJOKYMEHTO000pOTa MEXY
opraHaMu rocyzapcTBeHHOM Biactu Poccuiickoi
denepanun

2.3.4 [IlpumepHasi TeMaTHKAa KYPCOBBIX pa0doT (IIPOEKTOB) — He NMPeayCMOTpeHa
2.4 IlepedyeHb y4eOHO-METOAUYECKOr0 o0ecneYyeHHsl I CAMOCTOSATEeJIbHOI PadoThI
o0yyaummxcs M0 AMCHUILIHHE (MOYJII0)

Hepequb y‘le6HO'MeTOI[I/IquKOFO obecreueHust JAUCIHUITIIMHBI

No Bug CPC 10 BBITIOJTHEHUIO CAMOCTOSTEIFHON paboThI

1 2 3

1 [IIpopaboTka Mertoanyeckre yKa3aHus [0 OpPraHU3AIMM CaMOCTOSTEbHON
TEOPETUIECKOTO paboThl CTyAeHTOB Mo HampasieHuto moaroroBku 39.03.03
Mmatepuana (rmoaroroBka/Opranuszamnus padboThl ¢ MOIOAEKbIO (mpoTokoax  Ne 10 ot
K npo6uemubimM|10.04.18 1.)
cEMHHapam)

2 (llogrotoBka Metoanyeckre yKa3aHUs 0 OpPTraHWU3allMM CaMOCTOSTEILHOU
WHIVBUAYaAJIbHBIX paboThl CTYACHTOB IO HampaBieHuto mnoarotoBku 38.03.04
3amaHuii  (Tpe3eHTaIui,|["ocy1apcTBeHHOE M MYHHIITUTIAIBHOE YIIpaBJieHHe (TIPOTOKOI
coobmenuit, Be6-kpynsa)Ne 10 ot 10.04.18 1.)

3 [lloaroroBka k|Meroauueckue ykKa3aHHs II0 OPraHM3alUUd CaMOCTOSATEIBHOU

AHAJTUTUYECKOH 3aIIHuCKe

paboThl CTyIEeHTOB M0 HampaBieHuto mnoaroroBku 38.03.04
I'ocynapcTBEHHOE U MYHULIMIIAJILHOE YIIPABICHUE




(mpotoxon Ne 10 ot 10.04.18 1.)

IToaroroBka K
TECTUPOBAHUIO 1o
yueOHOMY  Marepuainy
JMCLIUIUIMHBI

Meroanueckue ykKa3aHds [0 OPraHU3alUuu CaMOCTOATEIIbHOMN
paboThl CTYIEeHTOB M0 HampaBieHuro mnoaroroBku 38.03.04
['ocymapcTBeHHOE ¥ MyHUITUTIIAIBHOE YIIpaBlieHUuEe (IIPOTOKOI
No 10 ot 10.04.18 1.)

Y4eOHO-METOJUUECKIE

Marepuabl 1A CaMOCTOSATECILHOM pa6OTI)I 06yqa}onmxc;1 u3

YKCJIa UHBAIMJIOB U JIUI] C OTPAaHUYCHHBIMU BO3MOXKHOCTSIMU 3/10poBbsi (OB3) npenocrasistorcs
B (hopMax, aJanTUPOBAHHBIX K OTPAHUYEHUSIM UX 3JJOPOBBS U BOCIIPUATHS UH(DOpMALIUU:

JUid 111 ¢ HapyLIEHUSIMU 3pEHUS:

— B MieyaTHOM popme yBeIMUEeHHBIM HIpUPTOM,

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA,

Jjig U1 ¢ HapYIICHUSMHU CiIyXa:

— B mieyaTHOU hopme,

— B (hopMe 3JIEKTPOHHOT'O JOKYMEHTA.
JList AL ¢ HapyIeHnssMH OITOPHO-JBUIaTEIbHOTO almapara:

— B IIeYaTHOM opme,

— B (popMe 3JIEKTPOHHOTI'O IOKYMEHTA,
JlaHHBII TIepeYeHb MOXET OBITh KOHKPETU3UPOBAH B 3aBUCHMOCTH OT KOHTHHICHTA
o0yyJaroumxcsi.

3. O0pa3oBaTe/ibHbIE TEXHOJIOTHH.

B npenonaBanuu xKypca

HCIOJIB3YIOTCA COBPEMCHHBIC 06p330BaTeJ'IBHBIe TCXHOJIOTHH:

- My.HBTHMCIIPIﬁHbIe JICKIMH C 3JICMCHTAMU JUCKYCCUU;

- HH)OPMAIMOHHO-KOMMYHUKATUBHBIC TEXHOJIOTUH;

- ICCJIE/IOBATEIbCKUE METO/IBI B O0YYCHHY;

- IpobsIeMHOe 00y4eHue.

B y4eOHOM mpoliecce MCIONB3YIOTCS aKTUBHBIE U MHTEPAKTUBHBIE (POPMBI MPOBEACHUS

3aHATHM.
KomunuectBo
4acoB
Ne Hammenosanue pa3nenos (Tem) Virrep.
Bcero qachl
1 2 3 4

1 Benenue B aucuuminny «/{okymeHTannoHHoe obecreueHme 4 2
YIIPaBJICHUS

5 3akoHOJaTeNbHAS 1 HOPMAaTUBHO-METOINYECKast OCHOBA 4 9
JIETOTIPON3BOICTBA

3 JIoKyMeHTBI: KiaccupuKalus, CTpyKTypa, TpeOOBaHUS K 4 9
0(OPMIIEHHIO.

4 OdopmiieHre opraHu3alMOHHO-PACTIOPSAUTEIBHON U 5 9
MH()OPMAIIMOHHO-CITPABOYHON JOKYMEHTAIIHH.

5 OdopmiieHre TOKYMEHTAIIUH 110 JHIHOMY COCTaBY 6 4

6 Odopmnenne koppecnonaeHInU. CTPYKTypa AETOBBIX MHCEM. 4 2

7 OdopmiieHre T0roBOPHOM TOKYMEHTAIIUH. 6 2

8 Tunossie 1 yHuULIIHPOBaHHBIE (POPMBI TOKYMEHTOB. 4 2

9 Opranm3anys padoTel ¢ KOHQUIEHITMATLHBIMU JOKYMEHTAMHU 6 2

10 |Dopmbl perucTpamyi J0KYMEHTOB 4 2




11  |Opranuzanus npuemMa rpaxiaaH 4 4
12 |ABTOMaTH3aIus JACIONPOU3BOJICTBA 4 2
13 |Ilopsmok nepegaun e B apXuB 4 4
14  |DnekTpoHHOE NPaBUTENHBCTBO 4 4

Hmoeo no oucyuniune: 64 36

Ha srtame wu3yueHHs MEpBBIX ABYX pa3/eloB, KOTOpPbIE HOCAT B OOJbLICH CTENEeHU
TEOPETUYECKUI XapaKTep HCIOJIB3YIOTCS TPYNIOBbIE U CaMOCTOSITENbHbIE (DOPMBI paloOTHI,
HalpaBJICHHbIE HAa OCMBICICHHE CIIOXXHBIX HECTPYKTYPHPOBAHHBIX NpoOJeM MpeaMmera
oOyueHust, (QopMHpOBaHUE COOCTBEHHOM apryMEHTHPOBAHHOM MO3UIMM IO MPOOJIEMHBIM
acreKTaM U3yyaeMoil TeMbl. 3[1eCh UCIIOIb3YETCsl TaKhe 00Pa30BaTENIbHbBIE TEXHOJIOTHH KaK

0 paboTa B MaJbIX rpymmax/mapax no pa3oopy KOHKPETHBIX CUTYaIHii;

0 JEKIHS C DJIEMEHTaMU JTUCKYCCHUY;

[Tocnenyromue pasfgensl JUis pelieHHsl IMOCTABICHHBIX Iiefiell B pamKax ydeOHOH
JTUCIUTUTMHBL TPEOYIOT MCITOJIB30BAaHMSI METOJIOB OOy4YeHHs, HAIPABICHHBIX Ha (hopMUpOBaHHE
YMEHUH U HaBBIKOB IOATOTOBKM JOKYMEHTOB pa3BJIMYHBIX BMJOB. [l 3TOro BHEIPEHBI
clleiyrole 00pa3oBaTesIbHbIC TEXHOJIOTHU:

1. [TpoBenenue mpobIEMHOrO ceMUHapa, B paMKax KOTOPOrO CTYACHTHI pelIaroT
JIBYEIMHYIO 3ajady: a) I[OJy4yaroT 3HAaHUS [0 OYepepHOM Teme y4yeOHOro Monyis; 0)
QIANITUPYIOT UX K CTPYKTYPE YU€OHOH ITUCIUILIINHEI.

2. AHaIMTHYECKUE TEXHOJIOTUU 3aKOHOATeNbCTBa 00 OCHOBAX JIEJIONPOU3BOJICTBA U
JIOKYMEHTOO00pOTa U 3KCIEPTU3bl JOKYMEHTOB SIBIISIIOTCS, C OJIHON CTOPOHBI, YHUKaJIbHBIMU
JUIS TAHHOTO y4eOHOTo Kypca MHTEPAaKTHBHBIMH OOpa30BaTEIbHBIMH TEXHOJIOTHUSMHU, B OCHOBE
KOTOPBIX JIEKUT METOJ| aHajMu3a JIOKYMEHTOB; C JPYroi, COCTaBHOM YacThlO IMPAKTUYECKON
NeSITeIbHOCTH, CBS3aHHOW C JMAarHOCTHKOH JOKYMEHTOB, 00ECIIEUMBAIONINX YIPABICHYECKYIO
JeSITeIbHOCTh. B Kypce HCIoNb3y0TCS MHAMBHU YA IbHbIE TUCbMEHHbIC 3a/laHMs.

3. Pa3zpaGoTka M mpe3eHTalMsi KOJUIEKTUBHBIX HH(OPMAIMOHHO-aHATUTHYECKHX
NpoeKkToB ««Mojenu peanus3alyu JEJIONPOU3BOACTBA U JOKYMEHTOOOOPOTa»  IMO3BOJISIOT
CTPYKTYPUPOBATh HWHAMBUIYAIbHYIO JAEATEIBHOCTh IO NHCbMEHHBIM 3aJaHusM. OCHOBHBIE
3a/la4M MPEe3eHTAluu KaKk yueOHOW (opMbl CBOAATCA K (OPMUPOBAHUIO MPAKTUUECKUX YMEHUN
KOHIIEHTPUPOBAHHOTO M3JI0KEHUS M IPE3eHTAllMM BHU3YaJbHBIX MaTepuasoB B (opmare
«PowerPoint» pe3ynbTaToB, MOJy4eHHBIX B X0/1€ aHATUTUYECKON pabOTHI.

4. WupuBuayanbHble W TPYNIOBBIE — KOHCYJIBTAIIHH. WuuBuayansHbIe
KOHCYJIbTAllMM MPOBOJATCS Pa3 B HENENMIO MOcie YUeOHbIX 3aHATHH MOCPEICTBOM MPEIMETHOIO
quanora  npemojaBaTens ¢ o0ydamolMMCS [0 pa3iiMyHbIM  COJAEp)KATEIbHBIM U
OpraHM3al[MOHHBIM BOINpOcaM y4eOHOro MoAyis. ['pynmoBble KOHCYJIbTAllMM I1O3BOJSIOT
IPEenoJIaBaTel0 ONTUMHU3HPOBATh KOMAHIHYIO pabOTy CTYAEHTOB IO Pa3IMYHBIM NPOEKTHBIM
dbopmam yueOHOU NesATeTLHOCTH.

JUist a1l ¢ OrpaHHYEHHBIMH BO3MOXKHOCTSIMU 3/I0pOBBSI IIPEIYCMOTPEHA OpraHHu3alus
KOHCYJIbTAIMH ¢ UCIIOJIb30BaHUEM 3JIEKTPOHHOM MOYTHI.

4. OueHoYHbIE CPeCTBA /ISl TEKYIIEro KOHTPOJISl yCeBaeMOCTH M TPOMEKYTOYHOI
aTTeCcTalNU.
4.1 OneHo4HbIe MaTEPHAJbI VIS TEKYLIEro KOHTPOJIsSl YCIIEeBAEMOCTH
4.1.1. Bonpochbl AJ8 JMCKYCCHH B PaMKaX JEKIHOHHBIX 3aHATHI M NMPOOJeMHBIX
CEeMHHAPOB.
JluckyccHOHHBIe BONpOCchl MO TeMme «J/lOKyMeHTBbI: KJaccM(UKanMsA, CTPYKTYpa,
TpeOoBaHus K 0OPMIICHHIO»
1. Tlonsarue o knaccupukanuu JAOKyMeHTOB. COOTHOIICHHE BUJIOBOH U THIIOJIOTHYECKON
KJaccu(puKanuu JOKyMEHTOB.
2. Buapl JOKYMEHTOB: OpraHM3AaLMOHHBIC, paCIOPAIUTEIbHBIC, HHPOPMALMOHHO-
cripaBouHble. TUNOIOrMYecKas KilacCu(pUKaLus.
3. bnaHku AOKYMEHTOB: BHJbI OJAHKOB W TOPSIOK PACIOJIOKEHUS] PEKBU3UTOB B OJIaHKE
(YryioBO€ M IIEHTPOBAHHOE ), UCITOJIb30BaHUE OJJAHKOB ¢ M300paKEHUEM TOCYIapCTBEHHOTO repoa



u repba cyObekTa peneparu.

4. TpeOoBaHuS K COCTaBJICHUIO M OQOPMIICHHUIO JTOKYMEHTOB. DopmaThl OyMa)KHBIX
JIOKYMEHTOB.

5. TpeGoBaHUsI K TEKCTY JOKYMEHTOB.

Ilepeuens yacmu Komnemenyuu, NPOGEPAEMbIX OYEHOUHBIM CPEOCHBOM.

[1K-4 odopmiieHue u mpencTaBiIeHUE Pe3ysIbTa0B HAyUYHO-TIPUKIIAJAHON ACSITENbHOCTH 10
MOJIOJIC)KHOM TEMaTHKE B COOTBETCTBUU C POCCHUCKUMHU U MEKIYHAPOIHBIMA HOPMATHUBHBIMU
JOKYMEHTaMU M CTaHJapTaMH, HAYYHBIMH U ClIeHHUaTbHBIMU TPEOOBAHUSIMHU K MPE3EHTALIUN

Kpumepuu oyenxu:

«YAOBIIETBOPUTEIBHOY» - CTYJIEHT UMeEET (hparMeHTapHbIE MPEICTABICHUS O COJCPKAHUU
3asBICHHON TEMBI MPOOJIEMHOTO CEMHUHapa, YaCTHYHO OCBOMJI IMOHSITUHHO-KATEropHUalbHbIN
anmnapar;

«XOpOIIO» - CTYAEHT JEMOHCTPUPYET OOIIMe 3HAHUS 110 3asiBICHHON TeMe MPOOIEMHOTO
CEMHUHAapa, yMeeT YCTaHABIMBATh CBSA3H MEXKIY TEOPETUYECKUMU MOHITHIMH U SIMIHUPUYECKUMU
dakramu;

«OTJIMYHO» - CTYACHT JEMOHCTPUPYET CHUCTEMHBbIE 3HAHUS II0 3asBJICHHON Teme
npoOJEeMHOTO CeMUHapa, YMEET YCTaHABIUBATh CBSA3H MEXIY TECOPETUYECKHMHU TOHSATHIMH U
SMIUpPUUECKUMHU (hakTamMu, GOPMYIHUPYET aHATUTUYECKIE 0O0OIIECHUS U BBIBOIBL.

4.1.2. UnaguBuayaibHOe NMHCbMEHHOE 3aJaHHMe, HAaNpaBJjeHHoe Ha (opmupoBaHHe
HABBIKOB MOJATOTOBKH HH()OPMAIMOHHBIX 0030POB.

«TexHonoruss mMOArOTOBKH HH(POPMALMOHHOrO 0030pa mo npodiaeMaTuKe
MOJIOIEKHOM MOJTUTHKI.

OcHoBaHus Bunst 0630pos
JIeJICHUS

D yHKIMOHAIBHOE
Ha3zHaueHue (mpeaMer
aHajmn3a)

XapakTep paccMaTpUBaeMbIX
BOIIPOCOB

Lleneroe Ha3HAUYCHUE

[Torpeburensckoe
Ha3zHaueHHe




Ilepeuens yacmu KomnemeHyuu, NPoOBePsAEMbIX OYEHOUHbIM CPEOCNEOM:

IMK-11 - BnameHueM HaBBIKAMH COCTAaBJICHHUS MH()OPMAIMOHHBIX 0030pOB IO HCCIEAYEMOM
npoOieme

Kpumepuu oyenxu:

«YAOBIIETBOPUTEIBHOY» - CTYJAEHT UMeeT (hparMeHTapHbIE MPEACTABICHUS O COJIEPKaHUU
TEXHOJIOTHH IMOATOTOBKH HH(POPMAIIMOHHBIX 0030POB;

«XOpOILO» -  CTYOEHT HUMeeT OO0IIMe TMPEeACTaBIEHUsS O COJAEPKAHUU TEXHOJIOTUU
MOITOTOBKHA HH(OPMAIIMOHHBIX 0030pOB, OCBOMJI TOHSITHIHO-KATETOPUATIBHBIN aIapar, yMeeT
YCTaHaBIIMBATh CBS3H MEXKIY COCTABHBIMH YaCTAMU MH(GOPMAIITMOHHOTO 0030pa;

«OTIUYHO» - CTYJIEHT MMEET CHUCTEMHBIC NPEJICTABICHUS O COACPKAHUM TEXHOJIOTHH
MOJATOTOBKUA MH(POPMAIIMOHHBIX 0030pOB, OCBOWJI MOHITUHHO-KATErOpUaIbHBIN armapar, yMmeeT
YCTaHABIIMBATh CBSI3U MEXKIY COCTAaBHBIMH YacTSIMU WH()OPMAIHOHHOTO 0030pa, hopMmynupyer
AHATUTUYECKUE 00OOIICHUS U BBIBOJIBI.

4.1.3. IloaroroBKa co001IeHUIT U Npe3eHTAUM P N0 y4eOHOH AUCHUILINHE

Coobugenue «INEKTPOHHOE IMPABUTENBCTBOY»: €r0 3HAUEHUE, MPHUHILMIBI MOCTPOCHUS U
BHe/IpeHUs. VIHTerpupoBaHHOE  3JEKTPOHHOE MpaBUTENbCTBO  Poccuu.  OpraHuszanus
MEKBEJOMCTBEHHOTO D3JICKTPOHHOTO JTOKYMEHTOOOOpOTa MEXAY OpraHaMH TOCyIapCTBEHHON
Biractu Poccuiickoit ®enepanum» JODKHO CoOJEpXaTh aHAINW3 MPAaKTHUKH paboThl ¢
JOKYMEHTaMH, OITMCAHUE WX CTPYKTYPHBIX U (DYHKIIMOHAIBHBIX OCOOEHHOCTEH, a TaKK€E OI[CHKY
uX 3QPEKTUBHOCTH.

Anroputm paOoTBhI:

1. ITouck nuTepaTypsl U aHAIN3 JTUTEPATYpPhl U HCTOUHUKOB 10 JAHHOH mpobiieme.

2. IlonroroBka cooOIIEHUS B TMCbMEHHOM BUJIE WJIM Mpe3eHTallK pedepaTa B TBOPUECKOM
(MpOAYKTUBHOW) mepepaboTKe, Ie IJIABHOE BHUMAaHHE YIENSeTCs HOBU3HE COJep)KaHus,
aHaJIM3y €ro COUMAIBHONW LEHHOCTH C YYETOM YXK€ MMEIOIINUXCS JOCTH)KEHUH B OnpeeneHHON
001aCcTH 3HAHUM.

Ilepeuenv yacmu KomMnemeHyuu, nPoOGePeMblX OYEHOUHbIM CPEOCHBOM:

OIIK-1 - pemieHwe CTaHIAPTHBIX 3ajaud NMPOPECCHOHAIBHON IESATeNbHOCTH HAa OCHOBE
UHPOPMALIMOHHOM U OuOnIMorpaduuecKkoil KynbTyphl € HIpPHUMEHEHHEM HH(POPMALMOHHO-
KOMMYHHUKAIIHOHHBIX TEXHOJOTHH W C YYE€TOM OCHOBHBIX TpeOOBaHWI HH(OPMAIMOHHON
6e3omacHocTH. BnajeeT HaBbIKaMU HCIOJB30BaHUS MOHATHIHO-KAaTETOPHAJILHOIO ammapara
Kypca «/lemonpon3BoacTBO B chepe MOIOACKHON IMOJUTHKN TPU aHAIN3E M OIIEHKE KOHTEHTA
1 3(ppeKTUBHOCTH peanu3aluu pemeHuil B chepe aHTUKOPPYIMIIUOHHONW MOIUTHKH.

Kpumepuu oyenxu peghepama:

«YJIOBJIETBOPUTEIHHO» - COOOIIEHHUE MTPECTABISAET COOO0M M3II0KEHNE PE3YIbTATOB UYKUX
HCCIIeIOBaHMI 0€3 cCaMOCTOATENbHON 00pabOTKH HCTOYHUKOB;

«XOpOLIO» - COOOIEHHE MPEACTaBIsIET cO00I CaMOCTOATENbHBIN aHaIN3 Pa3HOOOPa3HBIX
HAYYHBIX WCCICIOBAHUN W SMIUPUYECKUX TAHHBIX, OJHAKO HE B TIOJIHOM Mepe OTpakaeT
TpeGoBaHus, cHOPMyTUPOBAHHBIE K €TI0 U COACPIKAHUIO.

«OTJIMYHOY - B COOOIIEHNHU OTPAXKAKOTCs TaKUe TPeOOBaHUS KaK aKTyaJIbHOCTb COJEp KaHus,
BBICOKMH TEOpPETUYECKHI YpOBEHb, TIIyOMHA M TMOJHOTAa (PAKTOPOB, SIBICHUN, HpPOOIEM,




OTHOCAIIMXCA K Teme, WHGOPMAlMOHHAS HACHIIIEHHOCTh, HOBU3HA, OPUTUHAIBHOCTH
U3JIOKEHUs MaTepuana; CTPYKTypHas OpPraHW30BaHHOCTh, OOOCHOBAaHHOCTh MpPEIJIOKEHUS U
BBIBOJIOB, C/ICJIAHHBIX B COOOIICHUH/ IPE3CHTAIINH.

4.1.4 TllpumepHble HHAMBUAYAJIbHBIE 3aJaHUS

Cocmaeumsv u ogopmums npukazsl NnO OCHOGHOU OeAmeabHOCMU, U Opy2ue
pacnopaoumenvHbvle 0OKYMEHMbl, HEO00X00UuMble 8 OAHHBIX YNPABIEHUECKUX CUMYAUUAX:

Curyanus 1.

A.H.IlIunos, npeacenarens PoccuiicKoro areHTCTBa MEKAyHapOAHOTO COTPYIHMYECTBA U
pa3BuTHs (rocygapcTBeHHass opranu3anus npu IIpaButensctBe PD), 24 deBpans Tekymiero
roja IMOPY4YMJI CTPYKTYPHBIM IOJPA3AEICHUSM areHTCTBa COBMECTHO C HPEJCTaBUTEISAMU
I'ockomumymectsa Poccum k 10 ampens moAroTOBUTH HPOEKT MPOTrpaMMBbl MPUBJICUYEHUS
MHOCTPAHHBIX MHBECTHLIMHA K IPOLECCY AKIMOHUPOBAHUS T'OCYIAapPCTBEHHBIX MPEAIPUATHH.
[Topyuenue ObulO naHO BO HcronHeHue nocraHoBieHusi [IpaBurenscrBa PD ot 24 deBpans
tekymero roga Ne 246 I'maBHOMY yIpaBiI€HMIO OTpPACIEBBIX WHBECTHIIMOHHBIX MpPOTpamm,
['maBHOMY JOTrOBOPHO-IIPAaBOBOMY VIIPABICHHIO W [J1aBHOMY YIPaBIEHUIO CTPAaTE€TMU U
MHBECTUPOBAHUS.

[Ipoekt mpuka3za mpezcenaTeNs areHTCTBa ObUT 3aBU3UPOBAH €ro MEPBBIM 3aMECTUTENIEM
J.H.®enopoBsIM 1 HadyaabHUKOM [ JTaBHOrO AOrOBOpHO-IIPaBoBOro ynpasieHus 1.B.MnsunbiM.
KonTposns 3a ucnonnenueM npukasza o6su1 BoznosxeH Ha [[.H.denopoga.

Curyanus 2.

JIMpeKTOp pEMOHTHO-3KCILIyaTallMOHHOI0 MyHUIIMNaIbHOTO yrnpasieHus Ne 15 3oros U.T.
5 oKTA0ps TEKylIero rojia U3aail NprUKa3 o MOJArOTOBKE K yOOpKe TeppUTOPUI B 3UMHUI IeprO]
Tekymero roxa. I['nmaBubii wunxkeHep Hukomaes b.B. x 15 okta0pst nomxkeH mposecTu
3aKpeIuieHue yOupaeMbIX TEPPUTOPUH 32 TEXHUKAMU-CMOTPUTENISIMU U IBOPHUKAMHU, COCTAaBUTh
rpaduk AByXCMEHHOM paboThl O YOOpPKE TPOTYyapoB M JABOPOBBIX TEPPUTOPUM, pazpadoTaTh U
coryiacoBath B mpedekType OKpyra ImjiaH yOOpKHM TEppUTOpPHH C MpHUBICUEHHEM JIIOJEH U
TEXHHUKHU BEJOMCTBEHHBIX MPEAIPUITUNA, PACIIONIOKEHHBIX HA TEPPUTOPUU OKpYTa.

[Ipuka3 u3gaH Ha ocHOBaHWUHM NocTaHOBJIeHUs IIpaBuTenbcTBa MOCKBBI OT 8 CEHTAOPs
tekymero roga Ne 908 «O roToBHOCTH Cly’KO TOPOJCKOT0 XO034HCTBa K yOOpKe TeppuTOopuid
I.MOCKBBI B 3UMHHI IIEPUOLI.

Curyanus 3.

OTtnenoM opraHu3allMOHHOW U KaJpoBol paboThl YipaBnenus Munucrepcrsa roctuuuu PO
no Pecniybnuke Kapenust B KOHIlE KaJleHIApHOTO rojia ObLIa COCTaBlIeHa HOMEHKJIATypa Jiel Ha
CICNYIOINNA KaJeHAApHBIN TOoA. 27 nexkadps TEKyIIero roja HadaJlbHUKOM YTIpaBlIeHUs
T.IL.WrnateeBoif OB M3AaH M MOAINUCAH NMPHKa3 00 YTBEP)KJICHUM U BBEJCHUU B JIeHiCTBHE
HOMEHKJIaTypbl Jen ¢ | sHBapa cuenyromero rojga. PyKoBOIHTENsSIM CTPYKTYPHBIX
NOJpa3JieNIeHUil IPUKa30M IPEeANHUChIBAIOCh (POPMUPOBAaHUE, HCIIOIB30BaHUE U XpaHEHHE /I B
COOTBETCTBHUU C pa3pabOTaHHOW HOMEHKIATypoi aen. KoHTposib 3a HCTOTHEHHEM MprKa3a OblT
BO3JIOKEH Ha HadyaJIbHUKA OTJIeNIa OpraHU3allMOHHON U KaJpoBoi paboThl XtoHHUHEHA A.B.

Curyanus 4.

PykoBoautenem Komurera mo 3eMeNbHBIM pecypcaM U 3eMIIEYCTpPOUCTBY PDenepanbHOU
ciyx0bl 3emenbHOro kamactpa Poccum  A.T.KongpamoBeiM 1 HOsOps Tekymiero roga Obul
U3JIaH MPUKa3 O BBEACHUM YHHUPHUIMPOBAHHBIX (POPM NMEPBUYHON YUETHOW JOKYMEHTALMH 1O
yueTy kaapoB. Ilpuka3 m3naBancs B COOTBETCTBUM C IIOCTAHOBJIEHHEM [ OCyIapCTBEHHOIO
komuteTa o craructuke ot 06.04.2001 Ne 26 «O06 yTtBepkAeHHH YHU(PUIUPOBAHHBIX (oOpM
NEPBUYHOM YYETHOH NOKYMEHTALlMM IO YYeTy TpyJda M €ro OIUIaTh» U C LIEJIbI0 CO3AAHMS B
Komurere enuuoi cuctembl KaapoBoil nokymeHTauuu. [Iprka3zom BBOAWIWCH B nelcTBUE C |
HOAOpS TEKyIIero rojxa Bce YHUGUIUpPOBaHHbIE ¢GopMbl, Bomeamue B Ainbbom YOI,



YTBEPKICHHBIN BBIIICYKAa3aHHBIM [TIOCTAaHOBJICHUEM.
[IpoekT mpukaza 3aBU3HPOBAIA IOPUCKOHCYIBT Tumenko M.A., HHCIIEKTOp OTAena KaJpoB

Kykosa T.II
Ilepeuens yacmu KomnemeHyuu, NPoOGePsAEMbIX OYEHOUHbIM CPEOCNBOM:
[IK-15 - VYMeHuwe BecTH [EJIONPOU3BOJACTBO U JOKYMEHTOOOOPOT B OpraHax

rocynapctBeHHo Biactu Poccuiickoit ®Denepanuu, opraHax TrocyJAapCTBEHHOW BIIACTH
cyobekToB Poccuiickoit denepanun, opranax MECTHOTO CaMOYIIPaBIICHHs, TOCYJapCTBEHHBIX U
MYHUILIMNATIBHBIX MPEANPHUATHSIX U YUPESKICHHUIX, HAYYHBIX U 00pa30BaTeNIbHbIX OpPraHU3alNsX,
HNOJUTUYECKUX TAPTHUAX, OOIIECTBEHHO-TIOJUTUYECKUX, KOMMEPYECKHX W HEKOMMEpPUYECKUX
OpraHu3aIUsIX

Cocmaeumsv u  ogopmums  ciayycedOHvle nucema, HeoOXo0umMvle 6  OAHHBIX
YRPagieHuecKux Cumyauyuax:

Curyanus 1.

JlemaptaMeHT NOJAEPKKA H Pa3BUTHUS MaJoOro MPEANpPUHUMATENBCTBA  MHCHMOM 3a
MOAMKCHIO 3aM.UPEeKTOpa jAenapramenta CepukoBa A.B. yBegoMui pyKOBOACTBO AETCKOTO
caga Ne 1586 o0 Tom, 4TO B CBSI3M C Pa3BUTHEM IPEANPUHUMATEIBCTBA 3JaHUE JAETCKOTO caja
JIOJKHO OBITH TIEPEaHo I TEXHUYSCKUX HYXK]I JIeTIapTaMeHTA.

Ucnonnurenem BacuibeBoll no mopydeHuro aupekropa aerckoro cana Ne 1586 HOro-
3anajHOrO0 OKPY)KHOTO YIpaBleHUs 00pa3oBaHUsi T'.MOCKBBI, paclOJIOKEHHOTO Ha MPOCIEKTE
MuuypunckoM, 1oM 22 1.MOCKBBI, OBUIO COCTAaBIIEHO MHUCHMO, aPECOBAHHOE OTIEIY MHUCEM
Mbpuu Mockssl 1o agpecy: r.MockBa, yin.TBepckasi, 13, B KoTopoM AupeKTop AeTckoro caga Ne
1586 O.A.Ab6pamoBa mpocuiia pa3zodpaTbCsi B JAaHHOM BOINPOCE, MOTUBUPYS TE€M, 4YTO B
Ha3BaHHOM palOHE JNETCKUX CaJ0B OCTAJOCh MaJI0 M HE BCE JIETH MOTYT IMOCEHIaTh JACTCKUE
JOIIKOJIbHBIE YupexaeHus. [IlnceMo ObLITO OTBETOM Ha MOMYyYEHHBIH JOKYMEHT OT JlemapTamMeHt.

Curyanus 2.

MockoBCKUI paAMOTEXHUYECKUH KOJUIe[K HUMeHM akagemuka A. A. Pacnneruna
MunucrepctBa oOpazoBanuss PO (Mocksa, yn. b.JlekaGpbckas, 5, 124000, Ten.: 252-11-84,
dakc: 253-32-36) pazocnman WHPOPMALMOHHBIE MUChMA ITUPEKTOpaM IIKOJI  TOopojaa C
cooOuieHneM 00 OTKpPBITUM B HOBOM Y4YeOHOM Toay JBYX (DaKylIbTE€TOB: COBPEMEHHbIE
MH(OpPMalLlMOHHBIE TEXHOJOTUU U IopuAnYeckuil. B mucbme coobmianoch Takke O TOM, UTO
IpaBUiIa IpUeMa Ha yKa3aHHble GakyiabTeTsl oomue. ITucbMo ObUI0 COCTAaBIEHO UCTIONIHUTENEM
CrenanoBoii u noanucano aupexkropoM JI.b.MapTsiHtokoM 15 MapTa Teky1iero roaa.

Curyauus 3.

Hcnonuutenem M. O. IlonskoBoil o nmopydeHuio HadanpHUKa oTAena mapketuHra OAO
«Toprnotpedcoro3» (r.Mocksa, Jlecmas ym., n.18, 117123, rten./dpakc. 234-56-00, OKIIO
87654321, OI'PH 1234567890098, MHH/KIIIT 09876543321/123456789) B.A.KomapoBa 65110
cocraBneHo nucekMo B azapec OOO «/leno», Texuuueckomy aupexkropy A.M.MsrkoBy o006
OTIIpaBKEe JOKYMEHTAllMH cienayrouero coaepxkanus: «Hampasnsem HeoOxoauMele Bawm
JOKYMEHTBI, cojaepkamue HWHPOpMAIMI0O O II€He KOMIUIEKTa Hay4YHO-TEeXHHUYECKOU
JOKYMEHTAallul  Ha XOJOAWJbHOe obOopynoBanue. Ilpennmaraem BbICIATh TEXHUYECKYIO
JOKYMEHTAIlMI0O Ha 3apyOekHble aHaJOTH XOJIOAWJIBHOrOo oOopynoBaHus. [lpu npussTUN
MOJIOKHUTEIBHOTO  peIlleHHs O  3aKylnke oOopyaoBaHusi mpocuM Bac  HampaBuTh
COOTBETCTBYIOIIEE MUCHMO pyKoBoauTeto otaena copita HaymoBy C.IL.». JlaHHBIM TTHCEMOM
COIIPOBOKIaNach crnenudukanys Ha 28 1. B 1 7K3.

Ilepeuens uacmu komnemeHyuu, NPOBEPAEMbIX OYEHOYHBIM CPEOCHBOM:

[1K-15 - VYwmeHue BecTH [eNONPOU3BOJACTBO U JOKYMEHTOOOOPOT B OpraHax
rocynapctBeHHoM Biactu Poccuiickoit @enepanuu, opraHax TroCyJAapCTBEHHOW BIIACTH
cyobekToB Poccuiickoit denepanun, opraHax MECTHOTO CaMOYIIPaBIICHHs, TOCYJapCTBEHHBIX U



MYHUIUTNATBHBIX TPEANPUIATUAX U YUPEKIACHUSIX, HAYUHBIX U 00pa30BaTEIbHBIX OPraHU3aAIMIX,
HNOJUTUYECKUX MAPTHUSX, OOLIECTBEHHO-TOIUTUYECKUX, KOMMEPYECKMX M HEKOMMEPUYECKUX
OpraHu3anusx

Cocmasums u ogopmums 00K1aOHbBIE, U O00BACHUMETbHbIE 3ANUCKU, HE0OX00uMble 6
C1e0yIOUWUX YRPABIEHYeCKUX CUMYAUUAX:

Curyanus 1.

3amecTuTenh HadalbHUKAa [IpOM3BOACTBEHHOTO OO0BenuHEHUs «MOCKOBCKas TOPOJICKas
tenedonnas cetb» (MI'TC) Munuctepcta cBsizu PO M.I.J[y6oB oOpartwmiics K HadaabHUKY
CIEIUAILHOTO yIpaBicHHs] TeneOHHONW CBs3M TOro ke wmuHucTepcTBa |.C.AKCEHOBY C
JOKJIaTHOM 3aITUCKOI O BBIJEICHUHU MPSAMBIX MPOBOJOB U HA3HAYCHHUH Telle(hOHHBIX HOMEPOB Ha
JIOTOBOPHOI ocHOBe. B mokmamnoit 3ammcke M.U.J[yOoB cooOmmam o TOM, 4TO B CEHTSOpe
tekymero roga oodwveauHenueM (MITC) ObuM TOATOTOBIEHBI M COTJIACOBAaHBI ¢ [ JaBHBIM
MJIaHOBO-(DMHAHCOBBIM ~ ympaBiieHHeM MmuHuctepctBa cBsisu P®  1moroBopsl ¢ HOBBIMU
aboneHTamu. /{715 BKIIFOUEHUS yKa3aHHBIX a0OHEHTOB B ceTh nepenayn AanHbix «Mudoren» ¢ 1
JekaOpsi TEKYIIEro rojla He00X0UMO BbIIETICHUE MIPSMBIX MPOBOAOB. B cBs3u ¢ aTum r-H JyooB
BBIIBUHYJI MPEAJIOKEHNE O BBIICTICHUH MPAMBIX IIPOBOJIOB M HA3HAUYEHUU TEJIe(POHHBIX HOMEPOB
Ha JIOTOBOPHOW OCHOBE yKa3aHHbIM aboHeHTaM. JlokjamHas 3amucka ObLIa COCTaBIlICHA
ucnonuuteneM OpnoBoi u noanucana M.M.J/ly0oBeiM 12 HOsIOps TEKyIIero roja.

Curyanus 2.

Kypeep 3A0 «®apma» C.C.CoMOB peryisipHO oOma3ablBajl Ha paboTy, 4eM Hapymiaia
TPYAOBYIO JUCUMIUIMHY. 3aBenyromas kanueaspueil M.B.IllymMmunrHa HeoqHOKpATHO Jiesana emy
3amevanus (B ycTHoOM ¢opme), a 12 uroHs Tekymero rojaa Obla BBIHYXKACHa OOpaTUTHCS C
JaHHBIM BompocoM K ['eHepanbHOMy nupekropy A.B.CemoBy ¢ [OKIagHON 3amuckoil, B
KOTOpOM Mpocuiia NpUHATh Mephl quciuiuinHapHoro xapakrepa k C.C.ComoBy.

Curyanus 3.

PykoBomutens otrnena HoBbIX mnpoekToB O.B.TokapeBa obOparunace k ['eHepamHomy
mupexktopy OOO «Mactep» r-Hy A.Jl.MeBneBy ¢ JOKJIaaHOM 3amMCKOM O HEOOXOIUMOCTH
YBEJIMYEHUS IITATHOW YMCIeHHOCTH oTaena. B pokmagnoit 3amucke O.B.TokapeBa coobmiana o
TOM, YTO B HACTOSIEEe BpeMs Ul YCHEIHOW paboThl areHTCTBa HEOOX0IMMO yBeIUYeHHE 0a3bl
JAHHBIX O MOTEHIUAIbHbIX KiueHTaX. [lo ee MHeEHMIO, OIHUM U3 HambOoJee peasbHbIX IyTel
pacuipeHust 6a3bl JaHHBIX SIBJISI€TCSI TOCTOSIHHBINA aHAJIW3 CPEACTB MaccoBOil mHpopmanuu, B
YaCTHOCTH Ipecchl (MHpopMalus o Harbosiee KpyIHbIX KJIMEHTaxX areHTCTBa Oblila MoJdy4yeHa U3
AHAJTUTHUYECKOTO JXypHasa « OKcnepT»). B cBs3u ¢ TeM, 4TO OTJeN B €ro HacToseM cocrase (5
COTPYJIHUKOB) HE MMEET BO3MOXXHOCTH OPIraHMU30BaTh MOJAPOOHOE H3YYEHHE aHaTUTHUYECKUX
m3nanuid, O.B.TokapeBa cuuTaer 1eaecoOOpa3HbIM BBECTH B LITAT OTHENA JIBE JODKHOCTH
MEHE/PKEPOB /JIsl U3yUEHUS! U aHallu3a MPECCHl C LIEIbI0 BBIABICHUS MOTEHIIMAIBHBIX KIMEHTOB,
a TaKKe MOATOTOBKM OINEpaTuBHOW WHpopMmanuu o mnojokeHMH Ha peiHke CMU B (dopme
eXeHeNeNbHbIX 0T4eTOB. B noknanHoit 3anucke TokapeBa mpemioxuia Ha 3TH JOHKHOCTH
no00paTh COTPYAHUKOB U3 YHCIA CTYACHTOB 4-5 KypcoB (hakynbTeTa *KypHamuctuka MI'Y win
IKOJIbI PEKJIaMBI.

Curyanus 4.

B VBanoBckoii 001acTH CIIOXXHIJIOCH KpalHE HaIpPsHKEHHOE TIOJI0KEHHE C TOPTOBIEH
MMPOMBIINIJICHHBIMU TOBApaMH 1, B YaCTHOCTH, MGGGHBIO.

B 12 u3 15 paiioHOB TOpromisi MeOeabi0 BENETCS B HEMPHUCIIOCOOJICHHBIX IMOMEIICHUSX,
JIMIMCHHBIX HGOGXOI[I/IMOFO OGOPYIIOBaHI/I}I, HC UMCIOIINX HOPMAJIbHBIX MOABC3AHBIX HyTGfI.



Jns paspemieHust JaHHOM NpoOJieMbl K PYKOBOAMTENIO aIMHHHUCTpanuu VIBaHOBCKOM
obmactu II. U. TlonexaeBy oOparwiics HaYaJIbHUK YTIPABJICHHS TOPTOBIH ATIMUHHCTPALUHA
NBanosckoit obmactu K. JI. TapacoB. B noxmagHOW 3amucke B CBSI3U € HEOOXOIUMOCTBIO
CO3/1aHMs YCJIOBUHM, OTBEYAIOLIMX TPeOOBAHMSAM OpPraHU3aLUU TOProBiu Medenbto, Tapacos
IpOCHJI JIaTh YyKa3aHUS PYKOBOAUTEISIM aJIMUHUCTPALUKA COOTBETCTBYIOIUX PpailOHOB O
IPEOCTaBICHUH [yl TOPTOBIM MEOEIIbIO TOMELICHNH, OTBEYAIOIIUX YCTAaHOBIEHHBIM HOPMaM.

Cocmaeums u oghopmums npomokKoJvl, HeoOXO00UMbBIE 6 CEOYIOUUX YNPAGTICHUECKUX
cumyauuu:

Curyanus 1.

Hupekuust OO0 «Actpes» (Cankrt-IlerepOypr) 12.08.200  r. mpoBeno CBOE O4YEpEeIHOE
3aceianne, Ha koTopom mnpucyrctBoBaiu BoctpskoB C.T., CryaneB IL.JI[., Jlebeger .M.,
Awnronos I[1LJI., HlentynoBa B.I"., Tumodeen A.A., Crynoa M.I.

Ha 3acemanuu o0cyxnanoch J1Ba Bompoca: o0 xoje pexsiaMHoil kamnanuu B I xBaprane
200 r. u 0 mepexojie Ha HOBYIO CUCTEMY BBIILIATHI IPEMUATIbHBIX.

[To mepBoMy Bompocy ciymiany cooOIIeHne HadallbHUKa OTAea pexinamel Boctpsikoa C.T.,
TEKCT Ccoo0IIeHusI KoToporo ObL1 nepenan cekperapro 3acenanus H.Jl.benosoii. 1o atomy ke
BOTIPOCY BBHICTYNUJI (puHAHCOBBIA aupekTop TumodeeB A.A., KOTOPBIH 0100pHI yBEIUYCHUE
pacxozoB Ha HapyxHYyo pexiamy B LIl kBaprane 200 r. Ha 5%.

ITo BTropomy Bompocy caenan coodmenue CtynoB M.U. u TeKCT cooOLIeHHs TaKkKe Mepeann
cekperapro. [lo naHHOMY ke Bonpocy BelcTynuid AHTOHOB I1.JI., HayanbHUK OTAENa KaJpoB, U
Jlebenes M.M., nupektop mo mnpomaxkam. llepBeiii 0omZ0OpWI HOBYIO CHCTEMY BBIIUIATHI
MPEMHUATBHBIX M PEKOMEHJOBAJ TMOJArOTOBUTH HeoOxomumbie aokymeHThl kK 01.09.200 r.
Bropoii npemioxun nopaboTaTh HOBYKO CHUCTEMY BBIILUIAThI MPEMHAIBHBIX M PEKOMEHJO0BAI
IPOBECTH T'OJIOCOBAHUE [0 JAHHOMY BOIIPOCY Ha 00IeM cOOpaHUU TPYIOBOTO KOJJICKTHBA.

B urore 3acenanus ObLTM MPUHATHL cienytomue peuieHus: 1. OpoOputk paboty oTaena
pexiamsbl B LI kBaprane 200 1. 2. IlpoBectu obuiee coOpaHue TPyAOBOrO KOJIJIEKTHBA IO
BOIIPOCY O TMEpexoJie Ha HOBYIO CHCTeMY BbIIIaThl mnpemuanbHbix 15.08.200 .
OTBeTCTBEHHBIM 3a MOATOTOBKY coOpaHus Oblila Ha3HayeHa 3aB.kaHuenspueit lllentynosa B.I'.

Co6panue Ben npenceaarens O.A.PymsHIes.

Curyauus 2.

3A0 «I'pana-M» (Mocksa) 05.03.200 r. mnposeno 3acenanue CoBera ITUPEKTOPOB, Ha
KOTOpOM TpucyTcTBOBayM cienytomue wiensl Cosera: Ilonmos W.I1., UBanoB N.U., Cunopos
C.C., Ycrunosa V.VY., ®enopo @.D. B cBs3u ¢ HanmuuueM KBOpyMa 3acefaHue ObUIO MPU3HAHO
npaBoMouHbIM. Ha 3acenaHue BBIHOCHIICS BONPOC 00 OMNPENENIEHUH PHIHOYHOM CTOMMOCTH
pasmenaeMbIX OOIIECTBOM JOMOJHUTENbHBIX akuuil. [lo manHOMYy Bompocy 3aciylany
®enopoBa D.D., KOTOPBIN NPEITOKUIT ONPEAECTUTh PBIHOYHYIO CTOMMOCTH pPa3MellaeMbIX
OOIIeCTBOM aKIMi MyTeM 3aKpbITOH MOJMUCKH JOMOJHHUTENbHBIX akiuii B pazmepe 10 000
(mecatu ThICAY) pyO. 3a aKkIUi0. 3aceqaHue MOCTAaHOBWIIO YTBEPAHWTH Mpemiokerne demxopoBa
@®.®., Tak KaKk MpH TojJocoBaHUU «3A» OBUIO OTJAHO TATH T'OJOCOB, MPOTrOJOCOBABLIMX
«ITPOTUB» u «BO3JJEP)KABIINXCS» He Ob110. Pemenne npuHITO €MHOTIACHO. 3aceaHue
Ben npencenarens 1.1 .ITonos. IIpoTokon noarorosnen cexkperapeM H.I1.IIeTpoBbim.

Curyanus 3.

Cotpynuuku Oyxrantepun OAO «KBaHT» mpoBenu 3aceqaHue MO BOMPOCY COKpAIICHUS
Cpoka cocTaBieHusi rogoBoro oruera 3a 200 ., HA KOTOPOM NPUCYTCTBOBaiIO 6 uenoBek. C
coobienueM Beictynmia Oyxrantep CypkoBa A.M., kKoTopast OTMeTHIa, YTO PAaOOTHUKHU TPYIIIIbI
ydeTa UMEIOT BCE BO3MOXKHOCTH ISl 3HAUUTEIBHOTO COKPAIEHUS CPOKA COCTABJICHHS T'0JI0BOTO
oT4YeTa, M 9YTO TOoM0BOM oTdueT 3a 200  T. MOXKET OBITh NIPEICTABIICH TPYIMION yueTa Ha 3 JdHS
paHblIIe YCTAaHOBJIEHHOTO CPOKa.



B o6cyxnenun pannoro Bompoca BoicTynuiun E.H.KpotoB, rnaBubiii Oyxranrep, u
I'.A.llly6una, Gyxrantep. KpoToB cooOmuia o ToM, 94To UM pa3paboTaH HOBBIN rpaduk padoT 1mo
COCTaBJICHUIO TOJIOBOTO OTYETa, MPH YCIOBUU BBHINIOJHEHUS KOTOPOTO BCEMU pPabOTHHKAMU
IpyNIbl y4eTa, roJ0BOM OTYET MOXHO COCTaBUTh U CllaTh Ha 4 JIHS paHbIIEe YCTaHOBIEHHOTO
cpoka. I A.lllybuna oTMeTHIa, YTO AOCPOYHOE MPEICTaBICHHWE TOA0BOro ordera 3a 200 T.
ABIISIETCSl MOYETHOM M OTBETCTBEHHOM 3amayeil pabOTHUKOB OyXrajaTepuu, U 4YTO KOJICKTUB
OyXrajTepuu MOXET COCTaBHTh T'OJJOBOM OTYET paHbIlEe CPOKa, €clu Bce PabOTHHKU OymyT
BBIMOJIHATH YIUIOTHEHHBIN TpaduK paboTHI.

B uTore 3acemanus ObLIO PELIEHO MPEICTAaBUThH TO0BOM oTdeT 3a 200 T. Ha YeThIpe JHA
paHbplIe ycTaHoBiIeHHOro cpoka, T.e. 00.00.200 r. m mpoBecTH aHanu3 roJ0OBOIO OTYETA C
[[EJTbI0 BBISBIICHUSI PE3€pPBOB, HEOOXOAMMBIX I YCIENIHOTO BHIMOTHEHMS rmiaHa 3a 200 T
3acenanue Bena npeaceaarens K.M.JIepamosa, nporokonaupoBai cekperapb 1.B.Xomskos.

Cocmagums u ogpopmumsp npukazvl nO JUYHOMY COCMABY, HEOOXO00UMble 6 OAHHBIX
YRPAGNEeHYECKUX CUMYauusx.

Curyanus 1.

Beimycknuna ¢axynabTera ynpaieHus Poccuiickoro rocynapcTBEHHOIO I'yMaHHUTapHOTO
yauBepcuteTa Jlenucosa TaTesina MuxaitioBHa 20 UIOJIS TEKYIIETO rojia MOCTYIIIA Ha padoTy
B Poccuiickoe areHTCTBO MeXIyHapoJHOro coTpyaHudecTBa U pazputus (PAMCuP) Benymum
CHEUAINCTOM YTIpaBJieHHUs JiedaMHu. ATEHTCTBO SIBJISI€TCS] TOCYJapCTBEHHOM OpraHu3anuei npu
[TpaButensctBe P® u ocymectsiaser HaboOp CiloyXalMX TOJbKO IO Jorosopy. Jlororop
MOAIMCAaH OT MMEHM areHTtcTBa ero npencenarenem [loxuneim A.H. IIpoexkt mnpukasza mo
JUYHOMY COCTaBY IOATOTOBJIEH MHCIEKTOpOM 1o kaapam ConosbeBoit W.I'. 20 utons u B TOT
K€ JIeHb 3aBU3MPOBAaH HAYAJILHUKOM YIpaBiieHHs KaapoB ApOy3osbiM IL.H. n ympapnstommm
nenamu MuxeesbiM B.U. TIpuka3 noanucan 21 urosst 1 o0bsiBieH J{eHHCOBO MO/ paclHCKYy.

Curyauus 2.

OxoHomuct BacunbeBa Exkarepuna HukonaeBHa 1 ceHTsOps Tekyllero rojaa mnojaia
3asBieHne B OO0 «Jlyu» ¢ mpoce0oili MpuHATH €e Ha padoTy CHeUaINCTOM (PUHAHCOBOIO
oT/eNa Ha HemoJHbIN pabounit neHb. MucnekTtop no kaapam CmuphHoBa U.C. o0bsicHuna, 4To
¢upmMa HMeeT BO3MOKHOCTH MNPUHATH HA pabdOTy SKOHOMHUCTA, HO HAa OCHOBE CPOYHOTO
TPYAOBOTO J0roBopa. TpyAoBOi JOroBOp ObUT 3aKiIIOUEH 5 CEHTAOpS M MOANUCAH OT WMEHH
¢upmbl TeHepalbHbIM JupekTopoM MuponoBeiM JI.C. B TOT ke AeHb ObLT M37aH MpPHKa3 IO
JUYHOMY COCTaBy, 3aBU3MpoBaHHbli CmupHOBOil M.C. n ropuckoHcyinpToM XmenessiM H.O.
[Tpuxa3 6b11 00bsiBeH Bacunbesoit E.H. nox pacniucky 6 ceHTa0pst.

Curyanus 3.

3aBenyromas otaenoM nuceM raszetsl «['yoepuus» ComoBa AnnHa MBanoBHa 15 wmas
TEKYIIero roja oOpaTuiack K rIaBHOMY pefakTopy YBapoBy A.H. ¢ mpock06oii mpenocTaButTh ei
OTIyCK 6€3 coxpaHeHUs 3apab0THOM ATkl ¢ 16 1o 18 Mas Mo ceMeiHBIM 00CTOSTEHCTBAM.

IIpoekt mpukaza 06 oTmycke ObIT OGOpPMIICH HAYadbHUKOM OTHAeNa KaapoB EpmakoBeiM
N.H. 15 mas, 3aBU3UpPOBaH U B TOT K€ JI€Hb MTOANKCAH ITIaBHBIM PEIaKTOPOM.

Ilepeuensv yacmu KomnemeHyuu, NPOBEPAEMbIX OYEHOUHBIM CPEOCBOM.

[1K-4 — 3HaTH OCHOBHBIC PEKBU3UTHI OPOPMIICHHUS M TIPEICTABICHUS PE3YJIbTaTOB HAYYHO-
MPUKIATHON JEATEIbHOCTH IO MOJIOJIECKHOM TEMaTUKE B COOTBETCTBUU C POCCHHCKUMH U
MEXIyHApOHBIMA HOPMATUBHBIMH JIOKYMEHTAMH U CTaHJApPTaMH, HAYYHBIMHU U CIICIIMAIEHBIMU
TpeOOBAaHUSMU K TIPE3CHTAIIUN

Kpumepuu oyenxu:
«YHAOBIIETBOPUTEIBHO» - PEKBU3UTHI JTOKYMEHTOB IIPEICTaBICHBI (hparMeHTapHO, C




HApYIICHUSIMU B OOPMIICHUH;
«XOpOIIO» - PEKBU3UTHI JOKYMEHTOB NPEACTaBICHBI YaCTHYHO, O€3 HapyIICHUH B
0 OpMIICHHUH, B TIPABHILHOM IOPSIJIKE.
«OTIIUYHOY» - PEKBU3UTHI JIOKYMEHTOB IPEJCTABICHBI B IMIOJIHOM 00BeMe, O€3 HapylIeHUH B
0(OpMIICHHH, B TIPABHILHOM IOPSJIKE C COOTIOICHUEM BCEX HEOOXOIUMBIX TPEOOBAHUIA.

4.1.5. HpI/IMepHLIe TECTOBLIC 3alaHUSA AJIA TEKYLIECTI0 KOHTPOJIsA

1. Ymo oznauaem mepmun «0oKymeHm»?
A)apryMeHr;
b) Bu3za;
B)neno;
I') npuxas.
2. Om Kaxo2o A3blKa NPOUCXOOUNM MEPMUH «OOKYMeHm»?
A) HeMelKoro;
b) natuHckoro;
B) anrnuiickoro;
I') rpeueckoro.
3. Cosoxynnocms  pabom, C6A3aHHLIX C CO30aHUeM OOKYMEHMOs, UxX peaucmpayuel,
Kaaccugpuxayueti, 08UNCeHUEM, Y4emom U XPaHeHuem Ha3blearomcs ...
A) KOppecCTOHIEHITNEH;
b) nenonpounssoacTBom;
B) nokymenTupoBanuem;
I') nokymeHnTo060pOTOM.
4. Koeda 6viiu ymeepoicoeHnvl ochosHvle npasuia PK?
A)17.08.95;
b) 30.06.92;
B) 12.12.98;
') 12.12.00.
5. OcHosHble OOKYyMeHMbL BbINOIHAIOMCS, HA Kakom hopmame?
A)A 4w A S;
b) A 8 mm A 12;
B) A3 umu A §;
) Al2.
6. Ilpukaz —smo ...
A) pacriopsUTeIbHbIN TOKYMEHT;
b) undopManinoHHbIN TOKYMEHT;
B) cripaBouHbIil TOKYMEHT;
I') AMuHBIA TOKYMEHT.
7. JlondcHocmuas uHCmMpyKyus - 5mo
A) pacnopsIUTENbHBIN TOKYMEHT;
b) nadopmManmoHHbINA JOKYMEHT;
B) opranuzanuoHHBIA TOKYMEHT
I') TMYHBI TOKYMEHT.
8. I[Ipomoxon — smo ...
A) pacniopsiIUTENbHBIN TOKYMEHT;
b) undopmMannoHHbIi TOKYMEHT;
B) cripaBouHbIil TOKYMEHT;
I') AMuHBIA TOKYMEHT.
9. Iucvmo — smo ...
A) pacTiopsIUTEIbHBIA TOKYMEHT;
b) nuadopmManmoHHbINi JOKYMEHT;



B) cipaBo4HBII JOKYMEHT;
I') Tu4HBIA TOKYMEHT.
10.1Imammnoe pacnucanue — smo ...
A) pacTiopsIuTEbHBIA TOKYMEHT;
b) nadopmManmoHHbINi JOKYMEHT;
B) cripaBo4HBIH TOKYMEHT;
I') opranu3aniMOHHBIN JOKYMEHT.
11. /[yoruxkam — smo ...
A) opurusai;
b) xonus nokyMeHra;
B) cipaBo4HBIN JOKYMEHT;
I') sx3emIuIsAp, BblIaBaeMblil B3aMEH YTPAYECHHOT'O IOKYMEHTA.
12. Pewenue — smo ...
A) pacriopsUTeIbHbBIN TOKYMEHT;
b) undopManinoHHbIN TOKYMEHT;
B) cnipaBouHbIil TOKYMEHT;
I') opranu3aniMOHHBIN TOKYMEHT.
13. Jloeepennocmo — smo ...
A) pacnopsiIUTENbHBII TOKYMEHT;
b) undopmanmoHHo- cipaBOYHbIN TOKYMEHT;
B) cipaBo4HbIi JOKYMEHT;
I') opranu3anmoOHHBIN TOKYMEHT.
14. UT/ — smo ...
A) pacriopsUTeIbHbII TOKYMEHT;
b) unpopmManinoHHO- CrIipaBOYHBIN TOKYMEHT;
B) cripaBouHbIil TOKYMEHT;
I') nMuHBIA TOKYMEHT.
15. KT/[ - smo ...
A) pacniopsiIUTENbHBIN TOKYMEHT;
b) nadopmarmonHo- cipaBOYHbIN TOKYMEHT;
B) cripaBouHBI TOKYMEHT;
I') AMuHBI TOKYMEHT.
16. Axm — amo ...
A) pacriopsAUTEIbHBIN TOKYMEHT;
b) undopmManinoHHO- CrIipaBOYHBIN TOKYMEHT;
B) cripaBouHbIil TOKYMEHT;
I') nMuHBIA TOKYMEHT.
17. Jlosepennocms — smo ...
A) pacniopsiIUTENbHBII TOKYMEHT;
b) undopmarmonHo- cipaBOYHBIH TOKYMEHT;
B) cripaBouHBI TOKYMEHT;
I') TMYHBIA TOKYMEHT.
18. @axcor u E-mail —smo ...
A) pacniopsIUTENbHBIN TOKYMEHT;
b) undopmManinoHHo- CIipaBOYHBIN TOKYMEHT;
B) cripaBouHBIil TOKYMEHT;
I') AMuHBIA TOKYMEHT.
19. Uckosoe 3anenrenue — smo ...
A) pacnopsIUTENbHBIN TOKYMEHT;
b) nndopmarmonHo- cipaBOYHBIN TOKYMEHT;
B) cripaBo4HBI TOKYMEHT;
I') ropunnueckuit TOKyMEHT



20. Dxcnepmu3sy yeHHOCMU OOKYMEHMO8 NPOBOOUM ...
A) xomuccus;
b) pykoBoauTeNb IPEAIPUITHS,
B) paboTHuku Oyxrantepuu;
I') cnenuanucTsl.
Koo-xntou npasunvhvix omeemos

Howmep [IpaBuibHBINA OTBET Howmep [IpaBuibHBIN OTBET
BOIpOCa /A, B, C, 11, E/ BOIpoca /A, B, C, 11, E/
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[TK-4 — 3HaTh OCHOBHBIE PEKBU3UTHI O(POPMIICHUS U MPEACTABICHUS PE3YIbTAaTOB HAYYHO-
HPUKIAJHON JEATEJIbHOCTH 10 MOJOJSKHOM TEMaTHKE B COOTBETCTBUM C POCCUMCKUMHU U
MEXyHAPOJIHBIMA HOPMAaTHBHBIMH JIOKYyMEHTAMHU U CTaHJApTaMH, HAYYHBIMH M CTICIHATEHBIMU
TpeOOBaHUAMMU K NPE3CHTALUU

Kpumepuu oyenxu:

«V00671emeopuUmenbHoy - €Clli CTYIGHT OTBEYaeT NMpaBMiIbHO Ha 50% TECTOBBIX 3a/laHUM

«Xopouwioy - €Cli CTYICHT OTBeUYaeT MpaBmwibHO OT 51 10 90 % TecTOBBIX 3a7aHUM

«OMAUYHO» - €CJM CTYIEHT OoTBeuaeT npasuibHO OoT 91 1o 100 % TecToBBIX 3a7aHMi

4.2 ®oHJ OLIEHOYHBIX CPEACTB /IS IPOBEACHUS MPOMEKYTOYHOM aTTeCTAlluM.

CoNoOR~WNE

10.

Bonpocs! 11 TOATOTOBKH K 3K3aMeHY
HcTopus ¥ TpaauLMKA POCCUICKOTO JEIONPOU3BOICTBA.
HopmartuBHo-meToanueckas 6a3a COBpEMEHHOTO JI€I0IPOU3BO/ICTBA.
Knaccugukarus 1enoBbeIX JTOKYMEHTOB.
Cranpaptuzanys ynpaBieHY€CKUX JOKYMEHTOB.
Knaccugukatopsl TEXHUKO-9)KOHOMHUYECKOW U COIIMATIBLHON HH(OpMAIUH.
[Tonsitue 06 OP/I, cocTaB 1 cXeMbl pacronoKeHHUs] pEKBU3UTOB.
brnanku TOKYMEHTOB M UX BUJBI.
OdopmieHne pekBU3UTOB OpraHU3aMOHHO-PACTIOPATUTENBHBIX JJOKYMEHTOB.
3asiBIICHHUE.
CnpaBouHO-UHQOPMAIIMOHHBIE U CIPaBOYHO-AHAJIUTHYECKUE  JJOKYMEHTBI

Ocobennoctu ohopMIIeHHUS aKTOB.

11.
12.
13.
14.
15.
16.
17.
18.
19.
20.

Pa3HOBHIHOCTH JCTTOBBIX TIHCEM.

Odopmnenue ¢axcos.

Odopmnenue Tenerpamm.

HopmartuBHas 1 HOpMaTUBHO-CIIPABOYHAS TOKYMEHTAIIHS.
IInanoBas kaxpoBas JOKyMEHTAIU.
OpranuzannoHHO-TIPaBOBask JOKYMEHTAITHSI.
IlepconanbHast JOKyMEHTAIUA.

OdopmneHne TUYHOTO Aena.

Pe3tome kak HOBBII BUJ JOKYMEHTA.

CocraBiieHre JOKYMEHTOB JIMYHOTO XapakTepa.



21. TpebGoBaHUS K CTPYKTYpE TEKCTa TOKyMEHTA.

22. TpebGoBaHus K 0OPMIICHUIO TEKCTa TOKYMEHTA.

23. Odopmienue TadbIu.

24. SI3bIK ¥ CTHIIBb CITY’)KEOHOTO JOKYMEHTA.

25. JIOKyMEeHTOOOOPOT U JOKYMEHTOIIOTOKH.

26. Drambpl 00pabOTKH JOKYMEHTOB.

27. Cucremaru3anus JEIOBBIX JOKYMEHTOB.

28. Homenknarypa nen.

29. ®opmupoBaHUE JIe.

30. IToaroroBka JOKYMEHTOB K MOCJIEIYIOIIEMY XPAaHEHHIO U UCIIOJIb30BAHHUIO.

31. OO6s3aHHOCTH CEKpeTaps.

32. OYHKIIUU KaHIICISIPUH.

33. 3ammTa KOHGHUIESHIIMATHLHON HH(POPMAITUH.

34. Vcnonb3oBaHUE COBPEMEHHBIX KOMITBIOTEPHBIX TEXHOJOTHIl B JOKYMEHTOOOOpOTE
YUPEKIACHUH, TPEANPUATANA, OpraHU3ALUH.

Kpumepuu oyenxu:

«YJIOBJIETBOPUTEIFHO» - CTYACHT UMEET (pparMeHTapHBIC MPEICTABICHHS O COACPKAaHUH
BOIIPOCOB, YACTUYHO OCBOMJI OHATUHHO-KAaTerOpUaIbHbBIN ammapar;

«XOpOUIO» - CTYAEHT JAEMOHCTPHUPYET OOIIMEe 3HAHUS MO COACPKaHWUU BOIPOCOB, YMEET
YCTaHABIIMBATh CBSA3H MEXAY TEOPETUUECKUMU MOHITUSIMH U SMIUPUYECKUMH (PaKTaMu;

COTIIMYHOY - CTYJCHT JEMOHCTPUPYET CHCTEMHBIE 3HAHHUS O COJIEPIKAaHUH BOIIPOCOB, YMEET
YCTaHABIMBATh CBS3U MEXIY TEOPETHUECKUMU TMOHATUSMU U HSMIUPUYECKUMHU (aKTaMu,
dbopMyIUpyeT aHATUTUIECCKIE 0OOOIICHUS U BBHIBOIBI.

OneHouHble CpeAcTBa MJII HMHBAJIWIOB M JIMIl C OTPAaHHUYEHHBIMH BO3MO>KHOCTSIMH
3JI0POBBSI BHIOUPAIOTCS C YI€TOM X WHAMBUIYAITBHBIX TICUXO()U3NIECKIX OCOOCHHOCTEH.

— IpU HEOOXOIMMOCTH UHBAJIMIAM U JIUI]aM C OTPAaHUYEHHBIMUA BO3MOKHOCTSIMH 3/I0POBbS
MPEOCTABIISIETCS JOTIOIHUTEIFHOE BpEeMS JIJIs TIOATOTOBKM OTBETA Ha SK3aMEHE;

— IpU MPOBEACHUU NPOLEIYPHl OLIEHUBAHUS PE3yabTaTOB O0yYEHHs] MHBAJIMJIOB M JIUI] C
OTPaHUYCHHBIMH BO3MOXXHOCTSIMH 3/I0POBBSI TIPETYCMAaTPHUBAETCS MCIIOJIb30BaHNE TEXHUYECKHX
CpEeACTB, HEOOXOIUMBIX UM B CBSI3U C UX MHAWBUIYAIbHBIMUA OCOOEHHOCTSIMH;

— TIpY HEOOXOJMMOCTH TSl 00YYArOIIUXCS ¢ OTPaHUYEHHBIMU BO3MOXKHOCTSIMU 37I0POBBS U
UHBAJIUAOB IMpolelypa OLEHUBaHHUA pe3ylIbTaTOB OOY4YEHHUsS IO JUCHHUIUIMHE MOXKET
MIPOBOJIUTHCS B HECKOJIBKO ITAITOB.

[Tponienypa olleHMBaHUS pE3yIbTATOB OOYYEHHUS HMHBAIMJOB U JIUI C OrPaHUYCHHBIMH
BO3MOXKHOCTSIMH 3JIOPOBBSI 10 JUCHUIUIMHE (MOJIYJIO) TMpeIyCcMaTpuUBaeT IPENIOCTaBICHUE
uHpopmanuu B (opMmax, aZaNTUPOBAHHBIX K OrPaHMYEHHMSIM HX 370pOBbS U BOCIPHUATHUSA
uH(popMauu:

Jlnist a1 ¢ HapyIeHUsIMU 3pEHUS:

— B IIe4YaTHOU (popmMe yBeIMUEHHBIM HIPUPTOM,

— B (popMe PIIEKTPOHHOTO TIOKYMEHTA.

Jlns an ¢ HapyIeHusIMH cityxa:

— B 1e4atHoi opme,

— B popMe PIIEKTPOHHOTO IOKYMEHTA.

Jnist a1 ¢ HapyIIeHUsIMHM OTIOPHO-/IBUTATENIBHOTO amnmapara:

— B IIeYaTHOU (opme,

— B (popMe PIIEKTPOHHOTO IOKYMEHTA.

JlaHHBIA TIepeYeHbh MOXKET OBITh KOHKPETH3HUPOBAH B 3aBUCHMOCTH OT KOHTHHTEHTA
o0yJaromuxcs.

4.2.1. llpumepHasi TeMaTHKa pedepaToB:

1. JlokyMeHTMpOBaHUE TPYAOBbIX OTHOLIEHUH.



OpraHu3annoHHbIE JOKYMEHTHI.
VYnpaBieHue JOKyMEHTAIUEH.
dopmMupoBaHUE JOKYMEHTOB JIEa.
ITonroToBka u nepenaya Jies B apXus.
KoHTpomnb ucronHeHus JOKyMEHTOB.
CekpeTHble JOKYMEHTHI.
OCHOBBI OPHCHOM JOKYMEHTAITMOHHOW PaOOTHI U JICIOIPOU3BOJICTBA.
ITpo6aembl opranu3aly apXUBHOI'O XPaHEHUS 3JIEKTPOHHBIX J10KYMEHTOB.
. HopmaruBHas 6a3a 1e10mpon3BO/ICTBA.
. JIOKyMEeHTBI FOpUUECKOr0 XapaKTepa.
. PacmiopsimutenbHbie TOKYMEHTHI.
. Mcropuyeckue acriekThl JeJI0NPOU3BOCTBA.
. MadopmanmoHHo-cripaBodHas JOKyMEHTAIIHs.

15. JlokyMeHTHI U uX ohopMIICHHE.

16. Cayx6a JIOVY: uenu u 3aga4u 1eSITEILHOCTH B COBPEMEHHBIX YCIOBUSX.

17. Opranuzanus Ae101IpPOU3BOJICTBA.

18. CayxeOHble MUChMa.

19. Mleno B nenonpousBoiactee. HomeHknarypa aein.

20. IMpuHIUIBI OpraHU3aMH JIUYHOTO TIpUeMa TpakIaH ¢ 0OpaCHUSMHU.

21. XpaHeHHe JTOKYMEHTOB B 3JIEKTpOHHOU (hopme. [loHATHE 37EKTPOHHOrO JOKYMEHTa,
ero mpeumyniectsa U Hemoctatku. OOecriedeHne COXPAHHOCTU JOKYMEHTOB B JJIEKTPOHHOM
dbopwme.

22. AHanu3 pbIHKa aBTOMAaTU3UPOBAHHBIX CUCTEM JETIONPOU3BOICTBA.

23. IlpoGiema aBTOMATU3ALMHK JISTOTPOU3BOJICTBA

24. DNeKTpOHHOE MPABUTEIBCTBO.

TpebdoBanus k opopmiieHuIo pedepara:

PedepatuBHoe coobmienue numercs Ha auctax popmara A4. Tekct U apyrue 31eMeHThI
pedepara MOryT ObITh HameyaTaHbl Ha KOMIIBIOTEPE MM BBINOJHEHBI PYKOMCHBIM CIIOCOOOM.
O6nem pedepara gomxeH cocTaBisaTh 10-12 MammHONMUCHBIX WU 12-16 pyKOMUCHBIX JIMCTOB.
[Tpu pacmonoxeHuu TEKCTa Ha JINCTE JOJDKHBI OBITh BbILAEp)KaHBI moss: cieBa-30, cnpasa-10,
cBepxy-15, cauzy-20 MMm.

VYka3pIBaeTcsl TUTYJIBHBIN JHCT, IUJIaH, BBeJIEHHE (LIeJIU U 33/1a4H, aKTyaJIbHOCTh), OCHOBHAS
4acTh, 3aKIIOYCHHE, CIHCOK WCIOJIb30BaHHOW JuTeparypbl. OCHOBHas 4YacTh JIOJDKHA
MOJTHOCTBIO pacKpbIBaTh TeMy pedepara.

JIuteparypa: Ins pacKpbITHS COJEpKAHUS BRIOPAHHOH TEMbl PEKOMEHIYETCsl HCIIOIh30BaTh
JTr00bIe yueOHO-METOIMUECKHe TOCO0Ms, U3TaHHUs EPUOIMUECKOil evary.

CoNoORRWN

N Y ol
~AWNEO

S. IlepeyeHb OCHOBHOH M JONMOJHHUTEJILHOW y4eOHOH JHTEpPaTypbl, HEOOXOAUMOI
JJIS OCBOCHM Sl JUCUMIIJIMHBI (MOXYJIsl).

5.1 OcHoBHas JiMTEpaTypa:

1. Ky3nemnor, 1. H. [lemompousBocTBo [DneKTpoHHBIN pecypc]: ydeOHoe mocobue /
Ky3uenos U. H. - M.: [lTamxkos u K°, 2014. - 460 c. - https://e.lanbook.com/book/50237#authors

2. I'po3ora, O. C. Jlemonpou3BOACTBO [DIEKTPOHHBIN pecypc]: yueOHOe mocoOue s
akagemuyeckoro OaxanaBpuara / O.C. I'po3zoBa. — Mocksa: HOpaiir, 2017. — 124 c. —
https://biblio-online.ru/book/5F1C27F2-251B-4B74-BE78-AC06A5D30956

0) 10MOJIHUTEIbHAS JINTepaTypa:

1. Kysuenos, U. H. /lokymenTanmonnoe odecriedueHue ymnpasieHus. JJokyMeHToo00poT
U JIeJIONPOU3BOJICTBO [DNEKTPOHHBIH pecypc]: Y4eOHHMK W MPaKTHKyM Ui TPHKIATHOTO
OakamaBpuata / Ky3uenoB M. H. - 3-e u3zn., mepepad. u mom. - M.: FOpaiit, 2018. - 461 c. -
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/7873BF4B-A3F7-44E2-8EC0-1E3D6392702A

2. Kyznenos, U.H. 2. JlenonpousBonactso [Tekcr]: yueOHO-cripaBouHOe TIocoOue / .
H. Ky3nernos. - 6-¢ u3n., nepepad. u mon. - Mocksa: lamkoB u K°, 2014. — 459 ¢. — bubmmorp.:
c. 359-363. — ISBN 9785394019814 : 235.61

B) 2JIeKTPOHHBbIe y4eOHUKH U UHTepHeT-pecypcehI:

DJIeKTPOHHbIE YHeOHUKHU:

1. Awnomuna H. H. [lenoBoe nmucbMo: METOJMKA COCTABICHUS U MpaBuia ohopmieHus: 4-¢
U3, ucrp. u goi. - Mocksa: Omera-JI, 2010. - 96 c. http://www.biblioclub.ru/book/54623/

2. bapuxun A. b. Jlenonpou3BoacTBO U JOKyMeHT0000poT MockBa: KHuxHBIN MHup,
2012. - 416 c. http://www.biblioclub.ru/book/89671/

3. Kynses H. H. VYpanos /. H. ®abpuunoB A. I'. JlokymeHToBeneHHE. YUECOHHK.
Mocksa: Jloroc, 2011. - 178 c. http://www.biblioclub.ru/book/84880/

4. OpraHuzanuss ¥ TEXHOJOTHUS JIOKYMEHTAllMOHHOTO oOecleueHus yIpaBiICHUS:
koHcnekT Jiekuui. [lensa: 6. u., 2011. - 95 c. http://www.biblioclub.ru/book/39371/

5. Comoryo O. II. [emonpou3BOJCTBO: COCTABJICHHE, PEIAKTHPOBaHHE U 00paboTKa
nokyMeHToB MockBa: Omera-JI, 2013. - 208 c. http://www.biblioclub.ru/book/54627/

6. TunoBas WHCTPYKIHS TI0O  JCIIONPOU3BOACTBY B  (eAcpalbHBIX  OpraHax
ucnonHuTeNnbHON Brnactu. HoBocubupck: Cubupckoe yHHBEPCUTETCKOE H3AaTrenscTBo, 2008. -
80 c. http://www.biblioclub.ru/book/57402/

6. Ilepeyenbr pecypcoB HMH(POPMAIMOHHO-TEJIEKOMMYHUKAIIMOHHOW  CeTH
«HTEpHEeT», He0OXOAMMBIX /IJIsi OCBOCHHS JUCIMILJIUHBI (MOILYJIs).
— www.delpro.narod.ru - Jlenonpou3BoacTBo+.
—  www.termika.ru — DHIUKIIONE M 1eIONMPOU3BOCTBA.
— www.directum.ru - DJIeKTpOHHOE IeIOMPOU3BOACTBO U KAHIICISAPHUS

7. MeToauyeckne yKa3aHusi AJs1 OOyYalOMIMXCH IO OCBOEHHMI0 TUCHMILIMHBI
(moxyns).

JIekuMOHHOE 3aHATHE MPEACTaBIseT COO0OM CHCTEMaTHYECKOoe, IOCIe0BATEIbHOE,
MOHOJIOTHYECKOE H3JI0KEHUE MPEeroaBareieM-IeKTOpoM y4eOHOTO MaTepuana, Kak MpaBuIo,
TEOPETUYECKOr0 XapakTepa. Takoe 3aHATHE MPEICTaBIseT COOOM DSJIEMEHT TEXHOJIOTUU
Mpe/CTaBlICHUsT y4eOHOrOo Marepuana IMyTeM JIOTUYECKH CTPOWHOT0, CHCTEMaTHYeCKU
MOCNIEA0OBATENbHOIO M SICHOTO  M3JI0OKEHUsl C  HUCIOJIb30BAaHMEM  HMHTEPAKTUBHBIX

00pa3oBaTenbHbIX TEXHOJIOTHI (MyTbTUMETUNHBIX, JEKIUHU-TUCKYCCHH, JEKIHNH-
JIEMOHCTPAILIHH ).
Lenp nexuum — opraHu3alus UEICHANPABICHHOW I[103HABATEIbHOM J1€ATEIbHOCTH

00ydJaronuxcsi Mo OBJAJACHHUIO TPOrPAMMHBIM MaTe€pUaIOM Y4eOHOW AMCHUIUIMHBL YTeHue
Kypca JEKLMH IO3BOJSET [aTh CBA3aHHOE, IIOCIEAOBATEIIBHOE W3JI0KEHHE MaTepuala B
COOTBETCTBUM C HOBEHIIMMHU aHHBIMHU HAYKH, COOOIIMTH CIYIIATENIIM OCHOBHOE COJAEpKaHHE
IIpEAMETA B LIEJIOCTHOM, CUCTEMAaTU3UPOBAHHOM BUJIE.

3amaun JeKUUU 3aKIYaloTcsl B oOecriedeHuu (OPMHUPOBAHUS CUCTEMBl 3HAHHM IO
y4yeOHOIl JUCHMIUIMHE, B YMEHUHM apryMEHTHpPOBAHO W3JlaraTh Hay4yHBId MaTepuan, B
dbopMupoBaHUK TPO(ECCHOHATHFHOTO KpPyro3opa M OOIIeH KyJIbTypbl, B OTPaKEHUH €lle He
MOJYYHMBIIUX OCBEIIECHUS B YUeOHOW JTUTEpaType HOBBIX JOCTH)KEHHH HAyKH, B ONTHMHU3ALUU
Ipyrux ¢GopM opraHuszaluy yueGHoro mnpoiecca.

[IpakTuyeckue 3aHATHA — SABISAIOTCA (OPMOM yueOHOI ayquTOpHOM paboThl, B paMKax
KOTOpOH (OpMHUPYIOTCS, 3aKPEIUIAIOTCS M MPEACTaBISIOTCS aclUpaHTaMU 3HAHUS, YMEHUS U
HaBBIKHM, MHTETPUPYIOIIUE PE3yIbTaThl OCBOECHHUS KOMIETEHLMI Kak B JIEKLMOHHOM (opmarte,
TaKk B pa3IU4HbIX (hopMax camocTosITenbHOM paboThl. K KakaoMy 3aHATHIO MpernojaBaTesieM
(bopMyIUpYIOTCS MPAKTUYECKHE 3a/JaHusi, TPEOOBaHUS M METOIMYECKHE PEKOMEHJALUU K HX
BBINOJIHEHHIO, KOTOPBIE NMPEJICTABIAIOTCS B (DOH/IE OLIEHOYHBIX CPEJACTB YUEOHOH TUCIMITIINHBI.

Kontponbs camocTosiTensHONH pabOTHI: ISl CTYIEHTOB ITHEBHOH M 3a04HOM (HOpPMBI
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00y4YeHHsT — TEKYUIMi KOHTPOJb OCYIIECTBIIAETCS B COOTBETCTBHE C IMPOrpamMMOil 3aHATUH
(exeHeneapHO ISl CTYJIEHTOB O4YHOM (GopMbl OOYyYEHHS; MO CceMecTpaM — Il CTYJICHTOB
3204HOM (OopMBI 00yUEHUS); MPOMEKYTOUHBIH KOHTPOJIb 1O UTOTaM OCBOCHUS JUCHUIUIMHBI
ocyliecTBisieTcss B (opmMe pPEUTHHrOBOM CHCTEMBI OIEHOK. Onucanue 3amaHuil s
CaMOCTOSITENIbHOW PalbOThl CTYJEHTOB M TPEOOBAaHMH IO MX BBINOJHEHHIO BBLIAIOTCS
npernojaBaTesieM B COOTBETCTBHM C pa3pabOoTaHHBIM (OHAOM OLIEHOYHBIX CPEACTB IO
JUCHUTUTMHE aHTUKOPPYIIIHOHHAS ITOTUTHKA.

CaMmocrosiTenbHasi paboTa CTYACHTOB IO JAHHOMY Yy4eOHOMY KypcCy MpeAaroiaraeT
MOATAIHYIO IMOATOTOBKY MO KAXJIOMY pas/ielly B paMKaxX COOTBETCTBYIOUINX 3aaHU:

[lepBBiii 3Tam caMOCTOATENbHOW pPaOOTHI CTYACHTOB BKIIOYaeT B ceOsl THIATENBHOE
U3y4eHHE TEOPETUYECKOTO MaTepuaia Ha OCHOBE JICKIIMOHHBIX MaTEpHAJIOB IPETojaBaTels,
PEKOMEHJIyeMbIX  pa3lelioB OCHOBHOW M  JONOJIHUTEIBHON JUTEpaTyphbl, MaTepUaloB
NEpUOJIMYECKAX  HAYYHBIX  M3/IaHUH, HEOOXOOUMBIX  JJs  OBJIQJACHUS  TMOHITUHHO-
KaTeropuallbHbIM anmnaparoM U (popMHpOBaHUS MPEJICTABICHUNA O KOMILUIEKCE aHaIUTHYECKOTO
MHCTPYMEHTAPHsI, MCIOJIb3YeMOT0 KaK B paMKaxX JaHHOW OTPAciIy 3HAHWA, TaK M ITyOIHIHON
MPAKTHKE;

Ha BTOpOM 3Tame Ha ocHOBE C(HOPMUPOBAHHBIX 3HAHUU M MPEACTABICHUI 1O JAHHOMY
paszienly CTYIOEHTHl BBIMIOJHSAIOT TMPAKTUYECKUE 3aJlaHus, HaleleHHble Ha (OpMUpOBaHUE
YMEHUH M HaBBIKOB B paMKax 3asBICHHONW KOMIETCHIMH. Ha JaHHOM »JTame CTyIeHTHI
OCYIIECTBIISIIOT CAMOCTOSITEIbHBIN MOUCK SMIIMPUUYECKUX MATepUATIOB B paMKaX KOHKPETHOTO
3a/1aHusi, O0OOIIAIT M aHAIM3UPYIOT COOpPaHHBIM MaTepHall IO CXeMe, PEKOMEHJIOBAHHOM
npenogaBareneM,  (HOpPMYIHPYIOT  BBIBOJABI, TOTOBAT  MPAKTUYECKHE  PEKOMEH/AIIUH,
NPE3CHTAIIMOHHBIE MAaTEPUAIIBI IS ITyOJIMIHOTO MX MPEACTABICHUS U 00CYKICHHUS.

Kputepun oueHku 3amaHuii B paMKax CaMOCTOATENIbHOW pabOThl CTYACHTOB
dbopMyIUpyrOTCS TIpernoaBaTesieM B (POHIEe OIICHOYHBIX CPEICTB.

B ocBOeHHMHU TUCHMITIMHBI MHBAIWAAMU W JIMIAMH C OTPAHUYEHHBIMH BO3MO>KHOCTSMHU
30POBbsl OOJIBIIIOE 3HAYCHHE MMEST WHIWBHUIyalbHass ydeOHass paboTa (KOHCYJIbTAlUU) —
JIOTIOJTHUTEBHOE pa3bsiCHEHUE YUeOHOro Marepuaia.

WupuBuayanbHble  KOHCYNBTAIlMM IO TPEIMETY SBISIOTCS BaKHBIM  (DaKTOPOM,
CHOCOOCTBYIOUIMM MHIMBUAYAIN3aLUU OOYUYEHHUS U YCTAHOBJIEHUIO BOCIMTATEIbHOTO KOHTAKTa
MEXIy TMpernojaBaTesieM M OOyJaromUMCS WHBAJIHIOM WM JIMIIOM C OrpaHUYCHHBIMHU
BO3MOYKHOCTSIMH 3/10POBbSI.

8. Ilepeyenb MHPOPMALHOHHBIX TEXHOJIOTHIl, HCIOJIb3yeMbIX NPH OCYLIECTBJICHUH
00pa3oBaTeIbHOI0 MpoIecca Mo JUCHUIINHE (MOYJII0).

8.1 IlepevyeHb HH(POPMALMOHHBIX TEXHOJIOTHIA.

Vcnonp3oBanne MyJIbTHMEIMHHBIX MPE3CHTAIM TpenojaBareieM B JIEKIIMOHHOM
dopmare u pu MOATOTOBKE 3a/aHUI Ul MPAKTUYECKUX 3aHATUH CTyJEHTaMH, UCIOJIb30BaHUE
WHTEpHET-TEXHOJIOTHI TN TOATOTOBKE CTyJCHTaMHU BeO-KpyW3a, OOIIEHHE C IMPeroaaBaTeieM
0 AJIEKTPOHHOH MoYTe.

8.2 llepeyeHb HEOOXOAMMOT0 MPOrPAMMHOI0 00ecedeHHus .

JUis MOATOTOBKM U JIEMOHCTPALIMU MPE3EHTALMOHHBIX MaTEPHAIOB UCIOIb3YETCs MaKeT
nporpamma PowerPoint Microsoft Office, OC Microsoft Windows 10 Beixogom B MHTEepHET.

8.3 IlepeyeHb HH(POPMALHOHHBIX CIIPABOYHBIX CHCTEM:

1. CnpaBouno-mpaBoBas cuctema «Koucymnprant [Timtoc» (http://www.consultant.ru)

2. DnekTponHas oubimoreunas cucrema eLIBRARY.RU (http://www.elibrary.ru)/

9. MarepuanbHo-TexHHYeckass 0a3a, HeoOxoauMasi sl OCYLIECTBJICHUS
00pa30BaTeIbLHOIO NPOIECcCa MO JUCHUILINHE (MOIYJII0)

MarepuanbHO-TEXHUYECKOE 00eCTIeYeHNE TUCIIUTUTHHBI

Ne Bug pabor
(MoAynsl) M OCHAILIEHHOCTh

1. JIeKIIMOHHBIE 3aHATUS JlekunoHHas ayAauTOpHUs, OCHAIEHHAs MPE3eHTAlMOHHON
TEXHUKOM 5 COOTBETCTBYIOIIUM HpOrpaMMHEIM



http://www.consultant.ru/
http://www.elibrary.ru)/

olecrieueHrem

CemuHapckue 3aHsATUS

CneunanbHoe IIOMEILIEHHE, OCHAILIEHHOE
MPE3EHTALMOHHOMN TEXHUKOU u COOTBETCTBYIOIINM
MIPOTPaMMHBIM 00ecTieYeHUEM

['pynnoBbie Kabuner, ocHameHHbI MeOEIbI0 U pAa00YMMHU CTAHIIUSMU
(MHIUBHIYaTBHBIC) ¢ nocryrnom B UHTEpHET

KOHCYJIbTAIUU

TekymmMid  KOHTPOJb, AynuTtopusi, OCHallleHHasi MPE3CHTAIMOHHON TEXHUKON U
MPOMEXKYTOUHAs COOTBETCTBYIOIIUM MPOTPAMMHBIM 0OecTIeYeHUEM

aTTeCTalus

CamocrodTenpHas Kabuner mims camMoCTOSTEIBHOM paOOThI, OCHAIICHHBIN
pabora KOMIIBIOTEPHOM TEXHHKOM C BO3MOKHOCTBIO NMOAKIIOUECHUS K

cetu «VHTEpHET», NPOTPaMMON SKPAHHOTO YBEIMYCHUS U
00ECIIEYCHHBIH JOCTYIIOM B JJIEKTPOHHYIO HH()OPMAIOHHO-
00pa3oBaTeNBHYIO CPEy YHUBEPCHTETA.




