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1 Heau n 321244 M3y4YeHUs1 AUCHMUILINHBI (MOIYJIs1).

1.1 Ilean ocBOEeHUS TUCHUILIUHDI.

[enssMu  OCBOGHUSI TUCHUMIUIMHBI  «/lOKyMEHTalMOHHOE OOecreYeHnue YIpaBICHUS
ABIIIOTCS MPUOOPETEHHE CTYICHTaMU TEOPETUYECKHX 3HAHWM B 00JacTU JTOKYMEHTAllMOHHOTO
o0OecrieueHHs YOpPaBJIEHUS,  O3HAKOMJIEHME C BHUJAAMU JOKYMEHTOB, MCIOJIb3YEMbIMU B
NESTENIbHOCTH OpraHu3allii ¥ OpraHoB BIACTH, IOJIYYEHHE MPAKTUYECKHMX HABBIKOB IO
CO3JIaHUI0 U 00pPabOTKE ATUX TOKYMEHTOB.

1.2 3apauu u3y4yeHUus TMCUMILIAHBI:

— cdopmHpoBaTh  YETKOE  MPEACTaBICHHME O  HEOOXOAMMOCTH U POJIHU
JOKYMEHTUPOBAHUSA B JEATEIILHOCTH OPTraHOB BJIACTH, MPEANPUATHH, YUPEKICHUH;

— O3HAaKOMHUTh C OCHOBaMH JIEJONPOM3BOJCTBA M JOKYMEHTOOOOpPOTa B OpraHax
rocygapcrBeHHoil Biacth Poccuiickonn @epepanuu, opraHax TIOCYZapCTBEHHOM BIIACTH
cyonekToB Poccuiickoit denepanuuy; opraHax MECTHOTO CaMOYMPaBIEHUS, TOCYAAPCTBEHHBIX U
MYHUIIUTATBHBIX OPTaHU3AIMAX, MPEINPUATHIX W YUIPSKICHHUAX, MOIUTUYCCKUX 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 3aKOHOAATEIIhCTBA,

— HAYYUTh OPUEHTHPOBATHCS B CHUTYalHAX, TPEOYIOMIMX H3JaHUS COOTBETCTBYIOLIMX
JIOKYMEHTOB.

1.3 MecT0 TUCHUILTUHBI B CTPYKTYpe OCHOBHOM 00pa3oBaTe/ibHOM MPOrpaMMbl

JucuumnnHa «JloKyMeHTalMoHHOE 00eclieyeHHe 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 3HAHWW B O0JIACTH JOKYMEHTAIIMOHHOTO OOECIICYEeHHUsS 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 U  COAEPKATEIbHO-METOINYECKOU
B3auMOCBsA3M ¢ pyrumu dactasmu OOII u 6a3upyercst Ha 3HaAHUSX, TOTYYEHHBIX MPU U3YYEHUU
JUCLHUIUIMH OOIIEHAyYHOTO M MPO(ECCHOHATBHOIO IUKIIA, TaKUX Kak: «OCHOBBI 3KOHOMUKM,
«MomnozaexxHoe npeAnpruHUMaTenbeTBOY, « HpopmaTuka». Habop Bxoadumx 3HaHUNM U YMEHUH,
COCTOSIIIMX B IOHMMAaHWM IOPUIUYECKON CHIJIBI JOKYMEHTOB, JKOHOMHMYECKHMX aCIEKTOB
OpraHM3aly  JEJONPOU3BOACTBEHHBIX  CIyXk0, crneuu@uku OyXraiaTepckod, OTYETHO-
CTaTUCTHUYECKON, (PMHAHCOBOM JTOKYMEHTAllUU, POJM KOMIBIOTEPHBIX TEXHOJIOTHI B paboTe ¢
JOKyMEHTaMu  oOecreuuBaloT TpeOyeMmblii  (yHIaMEHT [UIsi U3Y4YEeHHUS JAMCLUILIMHBI
«JlenonponsBoacTBO B chepe MONOASKHON moauTuku». IlonydeHHble B mpolecce 00ydeHus
3HaHMSI MOTYT OBITh UCIOJIb30BaHbl NMPU U3YYEHUU TaKUX JUCHUUIUIMH, KaK: «MyHuUIMnanbHas
MOJIOZIE)KHAsT NOJIUTHKa», «l'ocygapcTBeHHas MOJOAEXKHas NOAUTHKAa 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.

N3yuenne nanHO¥M yueOHOW NUCIMIUIMHBI HAITPABICHO HAa (POPMHUPOBAHUE Yy OO0 yIAFOIITIXCSI

cnenyromux komnerennuii OIMK-1, TTK-4, TTIK-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 | O€30MacHOCTH | TpeOOBaHMI
B pa3IuuHbIX | 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 MPE3EHTAINHN | CTIelUaTbHBIMU
CTaHJIapTaMH, TpeOOBaHUSIMU
HAyYHBIMH U K MIpe3eHTaINH
CHeIUaIbHBIMU
TpeOOBaHUSIMU




Ne WNHupekc Coneprkanue B pesynbrare uzyuenust yueOHON AUCIUTIIIMHBI
Ly, | KOMUIET | KOMIETeHIHH (nmm eé 00yYaromuecs T0JKHbBI
SHIUHN 4acTH) 3HATH yMeTh BJIaJ1eTh
3 [1K-11 | BnajeHueM HaBBIKAMU | OCHOBHBIE TOTOBUTH HaBBIKAMU
COCTaBJICHUS TpeOoBaHus K | uHQOpMaLMIO | aHaU3a u
MH(POPMALIMOHHBIX COCTABJICHUIO | JUISI BKJIFOUCHHS | OLICHKH
0030poB 10 uH(pOpMaLIMOH | B KOHTEHTa
uccieryeMon HBIX 0030pOB nHbOpMaMOH | HH(POPMALIMOH
npobieme o HBIII 0030p 1O | HBIX  0030pOB
UCCIIEAYEMON | MCCIIEyeMOU 1o
TeMaTHKe npobieme UcclieIyeMoit
npobieme

2. CTpyKkTypa U coep:KaHue TUCHUIINHBI.

2.1 PacnipeaesieHne TPY10EMKOCTH AUCUMILIMHBI IO BUIaM padoT.

O6mass Tpyno€MKOCTh AUCHMIUIUHBI cocTaBiasier 3 3aud.en. (108 wacos),
pacripeziesieHue 1o BujaM paboT MPEICTaBICHO B TaOIHIIE
(051 cmyoenmos 3DQ0).
Bun yae6HO# paboThI Bcero Kypc
4acoB (dacer)
4

KonTakTHasi pabora, B TOM 4yHcJI€:
AyIuTOpHBIE 3aHATHS (BCEro): 12 12
3aHATHS JTEKIIMOHHOTO THITA 6 6 - - -
JlaboparopHsble 3aHATHS - - - - -
3aHsTus CEMUHAPCKOI0 THIIA (ceMuHapsl, 6 6 i i i
NPAKTHYCCKHE 3aHSTHS)
WNnas koHTaKkTHasA padora:
KonTpons camocrositensHoi pabotsl (KCP) - -
ITpomexyrounas arrectanus (MKP) 0,2 0,2
CamocrosiTesabHasi padoTa, B TOM YHCJIE: 92 92
Kypcogas pabora - - - - -
[TpopaboTka yuyebHOro (TeOpeTHYeCcKoro) MaTepuana 30 30 - - -
BrimosHeHe WHAWBHYATBHBIX 3aJaHWK (ITOJTOTOBKA 30 30 i i i
COOOIIeHUH, Tpe3eHTaIHil)
Pedepar 20 20 - - -
ITonroroBKa K TeKyIeMy KOHTPOJIIO 12 12 - - -
KonTpoas:
IToaroToBKa K 3K3aMeHy 3,8 3,8
Oo6masi Tpya10eMKOCTh yac. 108 108 - - -

B TOM 4HCJie KOHTAKTHAs 122 | 122

pabora

3a4. ef1 3 3

nx




2.2 CTpyKTypa AMCUMILIMHbI:
Pacnpenenenue BunoB yueOHON pabOThI U MX TPYIOEMKOCTH IO pa3jienaM AUCHUILINHBL.
Pa3nensl (TeMbl) AMCHMILIMHBI, H3ydaeMbie Ha 4 Kypce (ceccust 2, ceccus 3) (3aounas

popma)
KonuuecTBo yacoB
AynutopHast preayzur
Ne HaunmeHoBaHue pa3zenos (TeM) OpHas
Bcero pabora
pabora
JI 113 JIP CPC
1 2 3 4 5 6 7
1 Beenenne B aucuumiuHy  «JlOKyMEHTalMOHHOE 6 6
o0ecrieyeHre yrnpaBIeHHs»
2 3akoHOJaTeNbHasT W HOPMAaTMBHO-METOAMYECKas 10| 2 8
OCHOBA JICJIONIPOU3BOICTBA
3 JIOKyMEHTBI: Ki1accupuKaius, CTpyKTypa, TpeOOBaHUs 8 5 5
K 0OPMIICHHIO.
4 Odopmiienre opraHu3allMOHHO-PACIOPSIUTENBHON U 10 9 8
MH(OPMAIIMOHHO-CIIPABOYHOHN TOKYMEHTAIINH.
5 OdopmiieHre JOKYMEHTAIUH 110 JUYHOMY COCTaBy 6 6
6 Odopmienne koppecrionaeHInu. CTPyKTypa J1€I0BBIX 8 2 6
TTHUCEM.
7 Odopmienre JoroBOpHOM JOKYMEHTAIUH. 8 8
8 Tunossie 1 yaHuUIIHPOBaHHBIE POPMBI TOKYMEHTOB. 6 6
9 Opranuzauus paboTel ¢  KOH(UAECHUUAIBHBIMU 10 9 8
JTOKYMEHTaMHU
10 |Dopmsbl perucTpaiy JOKYMEHTOB 8 6
11 |Opranuzanus npuema rpaxjaan 6 6
12 |ABTOmarm3anus AEIOMPOU3BOICTBA 8 6
13 |Ilopsmok nepenauu Aen B apXuB 6 6
14  |DneKkTpoHHOE MPABUTEIHCTBO 10 | 2 6
15 |UKP 0,2
16  |Kommpons 3,8
Hmozo no oucyunnune: 108 | 6 6 92
2.3 Copaep:xanue pa3/iei0B TUCHUILINHBI:
2.3.1 3aHATHSA J1eKINOHHOIO THIIA.
Ne HaumenoBanue Conepranme paszena dopma TEKyIIEro
paszzuena KOHTPOJISI
1 2 3 4
1. |Bsenenue B [Tpenmer, copeprkanue, 3aa4n Kypca. VYuactue B
JUCLUIUIUHY Hcrounvkn, nureparypa. [loHATHIHBIN MHTEPAKTUBHBIX
«Jlokymenranmonnoe |anmnapat. [Tonarue o nokymente. ['enesuc u dopmax
obecrieueHne pa3BUTHE MOHATHUS «ITOKYMEHT. ayJAUTOPHOU
yTIpaBJICHUS» XapakTepHucTHKa, CBOICTBA, MPU3HAKH, paboThI

(GYHKIIMHM TOKYMEHTa KaK CHCTEMHOT'O 00bEKTa.

MeTob1 U CIOCOOBI TOKYMEHTUPOBAHHSI.
dopma MaTepUaATHLHOTO HOCUTETIS.
[TonsiTHe, MeTOA, CIOCOO, CPENICTBO
JTokyMeHTupoBanus. [Iporecc cozmanus
JOKYMEHTA.

[Tonsitne noxkymeHTHOM KommyHukaruu (J1K),
KOMMYHHKAHT " perunueHT. DopmanpHbie U




He(opManbHBIE KOMMYHHKAIIUUA. MaccoBbie
KOMMYHUKAIUU: TIe4aTh, pajauo, TeJICBUICHUE,
KMHO, 3BYKO- U Buaeo3anuck, INTERNET.
ABTOMAaTH3aUS TOKYMEHTAIMOHHOM
JIeATETLHOCTH TPOTPAMMHBIC KOMILICKCHI:
«lenmoy, «3omyimkay u ap.

3akoHOAaTeNnpHas U |3aKOHOATENIBHOE PEryJIUpOBaHNE ITonroroska
HOpPMaTUBHO- nenonpousBoacTsa. HopmarusHo- HUHIUBUAYAIBHOT
METOJMYECKasi OCHOBA [METOINYECKOE PETYINPOBAHUE 0 3alaHusl.
JIeNIOTIPOU3BOJICTBA | IesIoNpon3BoACTBa. JIokanbHbie HOpMaTuBHBEIE |Pedepar Ha Temy
JIOKYMEHTBI OpraHU3aluu. «HopmarusHo-
METOJINYECKOE
peryJmpoBaHue
JIEJIOIPOU3BOJICT
Ba»
JlOKyMeHTHI: [TonsiTre 0 KnaccuuKayu TOKyMEHTOB. NunuBunyansHoe
KJaccupukanus, CooTHo1IEHHE BUJOBOH U THIIOJIOTMYECKON 3aJlaHue
CTPYKTYpa, KJIaccu(pUKaIUN TOKYMEHTOB. [ToaroroBka
TpeOOoBaHUs K Byl 1OKyMEHTOB: OpraHU3alMOHHBIE, OnaHka
0hOopMIIEHUIO pacnopsuTenbHbIe, THPOPMAITMOHHO- JIOKYMEHTOB:
cnpaBouHble. Tunojgoruueckas Kiaccupukamnus. Buabl OJaHKOB U
OO01as XxapakTepUCTHKA CTPYKTYPBHI. MOPSAIOK
BHyTpeHHss 1 BHEIIHSIS CTPYKTYpa JOKYMEHTA. [PACIIOJIOKEHHUS
PekBU3UTHI JOKYMEHTA: pEKBU3UTHI-OCHOBAHUS, [PEKBU3UTOB B
PEKBU3UTHI-IIPU3HAKHU, PEKBU3UTHI OopMIIeHHs |Os1aHKe (YIJIOBOE
COBPEMEHHBIX yIPaBICHUECKUX JTOKYMEHTOB.  |U [IEHTPOBAHHOE)
VYHu}uKanus u craHAapTU3aLus 10KyMEeHTOB.
®opmysp. branky JOKyMEHTOB: BUIbI
OJIAaHKOB U TOPSIJIOK PACIOIOKEHUS! PEKBU3UTOB
B OJiaHKe (YIJIOBOE U LIEHTPOBAHHOE),
UCIOJIb30BaHUE OJIAHKOB C N300pakeHUuEM
roCyJapCTBEHHOTO TepOa u repba cyonekTa
beneparum.
TpebGoBaHMsI K COCTaBICHHIO U 0(OPMIICHHUIO
JOKyMeHTOB. Popmatbl OyMaxHbBIX
JOKyMEHTOB. TpeOoBaHuUs K TEKCTY
JIOKYMEHTOB. TpeOoBaHuUs K U3rOTOBJICHUIO
JIOKYMEHTOB.
Odopmiienue ITonsiTve opranu3anuoHHas, pacropsaauTenbHas ([lonroroska
OpraHU3aIlMOHHO- 1 nH()OPMAITMOHHO-CIIPABOYHAS JOKYMEHTAITHS. [COOOIEHUI
pacniopsautenbHol U |Opranu3anoHHble JOKyMeHTHI: [lonoxenue. |«OpraHu3alnoHH
MH(OPMaLOHHO- Veras. MHCTpyKnns. KonekTuBHBIN JOTOBOD H |as,
CIIPaBOYHOM ap. pacrnopsAuTENbH
JIOKYMEHTaIu1 PacniopsimuTenbHble TOKYMEHTHI: IIpUKa3, ast U
pacnopsbKeHHeE, PEeLEHHE. MH(POPMALIMOHHO
HNupopmaninoHHO-ClIpaBOYHAas TOKYMEHTAlLUs: |-CIPaBOYHAs
ITporoxoin. AkT. JloknanHas 3anucka. JOKYMEHTALU»
Oo6wbsicuutenbHas 3anucka. Cropasku. [Iucsmo.
Tenerpamma (Teneraitnorpamma). Temnekc.
Tenedonorpamma. Tenedaxce (dakc) u ap.
Odopmiienne KanpoBast nokymeHTanus, TokyMeHTHUpoBanue (Pabota B MalbIix

JTIOKYMEHTAITUHU T10

JIBIKEHUS KaJpoB. Pe3tome. 3asBieHue.

rpynmnax




JUYHOMY COCTaBY

Ankera. TpyaoBoit koHTpakT. [Tpukas o
npueme/yBosibHeHHH. TpyaoBasi KHUXKKA.

«ITonroroBka
Z[OKYMCHTOB JJIA

JInunoe neno. JIunesoi cyer. npuema Ha
paboty»

6. | Odbopmnenue TpeboBaHMs MEXKITYHAPOIHBIX CTAaHIAPTOB K |MHAMBHIYyanbHOE
KOPPECHOHJICHIIMH.  (0(OPMIICHUIO KOPPECTIOHACHIIUHU TI0 3ananue «CocraB
CtpyKTypa Iel0BbIX |BHEIIHEAKOHOMUYECKON AesTeNbHOCTH. COCTaB [pEKBU3UTOB
MUCEM PEKBU3UTOB MMChMa U TPEOOBAHUS K UX nuchbMa u

odopmiiernto. CTpyKTypa JIeTOBBIX MHUCEM. TpeOOBaHUS K UX
OcobenHocTH 0(hOpPMIICHHS JIETTOBOM 0(OPMIICHUIO.
KOPPECIOH/ICHIIMY B aHIVIOA3BIYHBIX CTpaHaXx.

Odopmienne KOppecroHACHIINYA Ha HEMELIKOM

s3pike. CTpykTypa hopmyssapa, coctaB

PEKBHU3UTOB.

7. | Odopmiuenue JloroBop — ero BHIbI, CTPYKTYpa, MOPSA0K VYyactue B
JIOTOBOPHOM 0(OpMIICHUS U TIOJITUCAHUS CTOPOHAMH. TpYyMIOBOi
JOKYMEHTAIIUU pabote

«IToxroroBka
IpaXx/1aHCKO-
MIPaBOBOTO
JI0OrOBOpa U €ro
MO/INTMCAHUE.

8. | TumnoBbie u Tunosbsle GOpMbI JOKYMEHTOB, UCIIOJIb3yeMble |(BbInoaHEHNE
YHU(PUIIUPOBAHHBIE  |B IEATEIBHOCTH OpPraHu3alui. WHIUBUYaIbHbI
(GOpMBbI TOKYMEHTOB | YHUPUIIMPOBAHHBIE CUCTEMBI JOKYMEHTAIIMM. |X 3a/laHUi

YHu}UKanus 10KyMEHTOB.

9. | Opranusamus KonduaennuanbHoe 1e10TTPOU3BOICTBO [ToaroroBka
paboThI ¢ 3anMTa KOH(pUICHINATbHON HH(pOpMaLHH. MHIVBUAYAJIBHOT
KoH(uaeHManpHbIMU [ToHsTHE KOH(DUAEHITNAIEHOE 0 3aJlaHusl.
JIOKyMEHTaMU JIEJIIONPOU3BOJCTBO NTPUEMBI, METOBI Pedepar Ha Temy

00paboTku nokyMeHTOB. UHpOopManoHHo- «Kondunenmuman

aHanmuTHUYecKas paboTta. 3amura HHGOpMaIul. (bHOE
JIeJIONPOU3BOJICT
BO 3amuTa
KOH(PHUACHITNATBH
oif ”HpOpMALIUU

10. | ®opwmer peructparu |[lonsiTie peructpanuu 10KyMeHToB. @opMbl | BeimonHeHne
JIOKyMEHTOB pErUCTpaLUU JOKYMEHTOB. WH/IMBUTyaJIbHBI

ABTOMaTH3UPOBAHHBIE CUCTEMBI PETUCTPALIMU  [X 33JaHUN
JIOKYMEHTOB.

11. | Opranuzanus [IpyHIMIIBI  OpraHu3anMu JUYHOrOo mpuema |BelmonHeHue

preMa rpaxaaH rpaxaad ¢ oOpameHussMu. Perucrpauus [MHAWBUIYAIbHBI
JOKYMEHTOB TI0 THCHbMEHHBIM OOpalIeHUM (X 3aJaHUN
rpaxzaad. OCHOBHBIE 3aJaydl  CIPAaBOYHO-
MH(OPMALIMOHHOHN CIIy’KObI OpraHu3alnu.

12. | ABTomaTH3anus ITonsiTe aBTOMaTU3UPOBaHHBIX cUcTeM. PeiHOK (ITonroroska

JIEJIONPOU3BOJICTBA  |aBTOMATHU3UPOBAHHBIX CUCTEM MHIUBUAYAIBHOT
nenonpousBoacTBa. CpaBHUTEIBHBIN aHAIN3 |0 3aJlaHusl.
OYMa)KHOTO U AJICKTPOHHOTO Pedepar nHa Temy
JTIOKyMEHTO000pOoTA. «CpaBHUTEIHHBIN

aHaJin3




OyYMa)KHOTO u
AJIEKTPOHHOTO
JOKYMEHTO0000pO
Ta»
13. | Iopspok nepepaun  |OCHOBHBIE IIPU3HAKU IpynnupoBKHU |Beinonnenne
JIeJl B apXUB JIOKYMEHTOB B jie1a. PopMUpOBaHUE JEII. MHUBUAYaJIbHbI
OKcneprusa LIEHHOCTHU JOKYMEHTOB. (X 3aJaHUN
ITonroroBka HCIONHEHHBIX JIOKYMEHTOB K
apXuBHOMY XpaHeHM1o. Ilepenava nen B apxus.
[Tomemienue BEJJOMCTBEHHOT'O apxuBa
opranuzanuu. MartepuanbHo-TeXHU4eckas 0a3a
apXUBOB. XpaHeHue JIOKYMEHTOB B
3JIEKTPOHHOH (opMme.
14. | DnexrpoHHOE [TonsiTue «2neKTpoOHHOE IPaBUTENLCTBOY: ero ([loxroroska
IIPABUTEIILCTBO 3HAYEHUE, IPUHLMIIBI [IOCTPOCHUS U cooO11eHni
BHelpeHus. VIHTerpupoBaHHoOE 2IeKTpoHHOE [« HTerpupoBaHH
npaBuTenscTBO Poccuu. Opranusanus 0€ DIJIEKTPOHHOE
MEXBEIOMCTBEHHOTO 3JIEKTPOHHOTO IIPaBUTEIBCTBO
JIOKYMEHTO000pOTa MEXly OpraHaMu Poccun»
roCyJ1IapCTBEHHOM BiIacTu Poccuiickon
Odeneparuu
3.2 3aHATHS CEMHHAPCKOI'0 THIIA.
®opma
Haumenosanue .
TemaTuka nMpakTUYECKUX 3aHATUN (CEMUHAPOB) TEKYIIETO
pasnena (Tembl)
KOHTPOJISI
2 3 4

1. |BBenenue B ITpenmer, conepxanue, 3a1auu Kypca. MicTouHuky, |HamucaHue
TUCHUILTUHY mutepatypa. [lonstuitnelii annapar. [lousarue o pedepara (P)
«JlokyMeHTallMOHHOE |[HOKyMeHTE. ['eHe3uc 1 pa3BUTHE OHSTHS
oOecrnieueHue «IIOKYMEHT». XapaKTepHUCTHKA, CBOMCTBA,

YIIPaBICHUS» NPU3HAKH, GYHKLIUHU TOKYMEHTA KaK CHCTEMHOTO
o0BeKTa.
Mertoabl 1 criocoObl JOKyMeHTHpoBaHus. Dopma
MaTepUaIbHOTO HOCUTEJIS.
[TonsiTHE, MeTOA, cLIOCO0, CPENICTBO
JTokyMeHTupoBanus. [Iporecc cozmanus
JIOKyMEHTA.
[TonsiTrie nokyMeHTHOM kKoMMyHHKauu (/K),
KOMMYHMKAHT U perunueHT. ®opmanpHele n
HedopMaIbHble KOMMYHHKAIMH. MaccoBbie
KOMMYHHMKAIUH: 11€4aTh, paJno, TEIEBUICHHE,
KWHO, 3ByKO- 1 Buaeo3anuck, INTERNET.
ABTOMaTH3a1Us JOKYMEHTAIIMOHHOW JEATEIBHOCTH
IIPOrpaMMHBIE KOMIUIEKCHI: «/leno», «3omymka» u
ap.

2. |3akoHOHaTeNbHAS M |3aKOHOJATEIHHOE PETYIUPOBAHHE HarucaHue
HOPMAaTUBHO- nenonpousBojcTBa. HopmatuBHo-MeToandeckoe  |pedepata (P)
METOIMYECKasi OCHOBA [PETYJINPOBAHUE ACIONPOU3BOACTBA. JIOKaIbHBIE
JIEJIONPOU3BOJICTBA  |HOPMATUBHBIE TOKYMEHTHI OPraHU3aLNN.

3. |JloKyMeHTHI: [ToHsTHE O KIaCCU(PHUKAIMU JOKYMEHTOB. oopmienue




Kiaccudukanmys,
CTPYKTYpa,
TpeOOBaHUS K

0 OpMIICHHUIO.

CooTHOILIEHNE BUIOBOU Y TUIIOJIOTHYECKOM
KJIaccu(pUKauu JOKYMEHTOB.

Buael 1OKyMEHTOB: OpraHU3allMOHHBIE,
pacropsauTenbHbIe, THPOPMALMOHHO-CITPABOYHEIE.
Tunonoruveckas kinaccudukarms.

OO01mas xapakTepuCcTHKa CTPYKTYpbl. BHyTpeHHSS 1
BHEUIHSS CTPYKTYpa TOKyMEHTA.

PexBU3UTHI TOKYMEHTA: PEKBU3UTHI-OCHOBAHUS,
PEKBU3UTHI-MIPU3HAKH, PEKBU3UTHI OPOpPMIICHUS
COBPEMEHHBIX YIIPaBICHUYECKUX JTIOKYMEHTOB.
VYHubukauus u cTaniapTu3aius 10KyMEeHTOB.
®opmynsp. bnanku JOKYMEHTOB: BUIBI OJJAHKOB U
MOPSAIOK PaCOJIOKEHUS PEKBU3UTOB B OJIaHKE
(YrJI0BO€ M IIEHTPOBAHHOE), UCIIOJIH30BAHNE
O5aHKOB ¢ M300pakeHNEM TOCyJapCTBEHHOTO repba
u repba cyonbekTa deaepauu.

TpeGoBaHMs K COCTaBICHHUIO U 0(OPMIICHHUIO
TOoKyMeHTOB. ®opmaThl OyMaKHbBIX JJOKYMEHTOB.
TpeboBaHUs K TEKCTY TOKyMEHTOB. TpeboBaHus K
M3TOTOBJICHHUIO IOKYMEHTOB.

3aJJaHHBIX
JIOKYMEHTOB

Odopmienue
OpTraHu3aIMOHHO-
pacnopsAUTEIbHON U
MH(POPMAIIMOHHO-
CIIPAaBOYHOM
JTOKYMEHTAI[HH.

[TonsiTvie OpraHu3alMOHHAs, PACIIOPAIUTENBHAS U
MH(}OPMaLIMOHHO-CIIPABOYHAS TOKYMEHTAIU.
Opranuzannonuslie 1oKyMeHTsI: [lonoxxenue.
VYeras. MHCcTpyknus. KosnekTuBHBINA JOTOBOD U JIp.
PacniopsiauTesbHbIE TOKYMEHTHI: IIPUKa3s,
pacrnopsipKeHHe, peleHue.
HHpopMannoHHO-CIIpaBOYHas JOKYMEHTAIIHS:
IIporokon. Akr. JloknaaHas 3anucka.
OO0mbsacHuTenbHas 3anucka. CrpaBku. [InceMo.
Tenerpamma (Teneraitnmorpamma). Tenekc.
Teneponorpamma. Tenedakc (paxc) u ap.

odopmiieHHE
3aJIaHHBIX
JIOKYMEHTOB

Odopmenue
JOKYMEHTAIUH 110
JMYHOMY COCTaBY.

Kanposas nokymenTanus, JOKyMEHTUPOBAHHE
JIBIKEHMS KaapoB. Pestome. 3asBineHue. AHKeTa.
Tpynosoit koHTpakT. IIpukas o
npueme/yBosibHeHUH. TpynoBas kHuxkKa. JInuHoe
neno. JInneson cyer.

odopmiieHre
3a/laHHBIX
JIOKYMEHTOB

Odopmiienue
KOPPECIIOH/ICHIIUH.
CtpyKTypa JenoBbIX
MHCEM.

TpeboBaHMs MEXITYHAPOJHBIX CTAHJIAPTOB K
0hOpPMIICHUIO KOPPECTIOHACHITIH TI0
BHEIIIHEAKOHOMHUECKOH AeaTenbHocT. CocTaB
PEKBU3UTOB MTUChbMA U TPEOOBAHUS K UX
odopmiennro. CTpyKTypa JeTOBBIX MTUCEM.
Ocob6enHocT 0hOpMIICHHS TETTOBOI
KOPPECIIOH/ICHIIMY B aHTJIOS3bIYHBIX CTPaHaX.
OdopmieHune KoppecroHACHITNN Ha (GpaHITy3CKOM
s3bike. OopmieHrne KOppeCcOHCHIINU Ha
HeMenKoM s3bike. CTpykTypa popmyisipa, cocta
PEKBU3UTOB.

oopmienue
3aTaHHBIX
JOKYMEHTOB

Odopmnenue
JIOTOBOPHOU
JOKYMEHTaIUH.

JloroBop — ero BHIbl, CTPYKTYpa, MOPSAOK
oopMIIeHHS U TOANMCAHUS CTOPOHAMH.

odopmiieHre
3a/IaHHBIX
JIOKYMEHTOB

Tunoseie u
YHUDUITMPOBAHHBIC

Tunossie GOPMBI TOKYMEHTOB, UCIIOJIb3YEMBIC B
JIeATeTLHOCTH OpraHu3anuid. Y Hu(uIupoBaHHbIC

TectupoBanue

(D




(OpMBI TOKYMEHTOB. |CUCTEMBI TOKYMEHTALUU. Y HU(PUKALUS

JIOKYMEHTOB.
9. |Opranunzanus pa6ots! [ KoHpuIeHIMaTbHOE 1EIONPOU3BOJCTBO 3alllUTa  |HAIMCAHUE
C KoHpuIeHIaTbHOI nHopMmaru. [lonsTre pedepara (P)
KOH(HIEHIIMATbHBIMHU | KOH(UAECHINAIBHOE AEJIOIPOU3BOICTBO IIPUEMBI,
JOKYMEHTaMH. METOABI 00paObOTKH TOKYMEHTOB.
HNHudpopmannoHHO-aHaNUTHYECKas paboTa. 3aiura
uHpOpMaLnu.
10.|®opmsl peructpanuu |[lonsTHe perucrpaunu 10KyMeHTOB. DopMel oopmieHue
JIOKYMEHTOB pErucTpaluy JOKYMEHTOB. ABTOMaTU3UPOBAHHBIE |)KYPHAJIOB
CHCTEMBI PErMCTPALIUU TOKYMEHTOB. perucTpanum,
11.|Opranu3zanus npuema |[[pyHIMIIBI ~ OpraHM3alUy  JUYHOTO  mpuema [opopmieHue
rpaxkJaH rpaxgaH ¢ oOpalieHusIMHU. Perucrpanus [3ajaHHbIX
JOKYMEHTOB 110  INHUCBMEHHBIM  OOpAIlEHUSIM [JOKYMEHTOB
rpaxgad.  OCHOBHbBIE  33Ja4d  CIPABOYHO-
MH(OPMALIMOHHOM CIIy>KObl OpraHu3aluu.
12.|ABromaruzanus [ToHsATHE aBTOMATU3UPOBAHHBIX CUCTEM. PBIHOK BBINIOJIHEHHE
JeJIONIPOU3BOACTBA  |aBTOMAaTU3UPOBAHHBIX CUCTEM JIEJIONPOU3BOACTBA. (33aHUH Ha
CpaBHUTENbHBIN aHAJIN3 OYyMa)KHOTO U KOMITbIOTEPE,
JIEKTPOHHOI0 JOKYMEHTO000pOTA. pedepar
13.|ITopsnok nepenaun  |OCHOBHBIE NPU3HAKU TPYNIHUPOBKH JTOKYMEHTOB B [0popMIICHHE
Jie]l B ApXUB nena. opmMupoBaHue €. 3a/laHHBIX /1€ U

DKcnepTu3a LEHHOCTH JOKYMEHTOB. [loAroToBka |HOKYMEHTOB,
WCIIOJHEHHBIX  JIOKYMEHTOB K  apXMBHOMY [TECTUPOBAHHUE
xpanenuto. Ilepemaua men B apxuB. Ilomemenue |(T)

BEJIOMCTBEHHOI'O apxuBa OpraHU3alNH.
MarepuanbHO-TEXHUYECKAs 6a3a apXHBOB.
XpaHeHHe JOKYMEHTOB B 3JIEKTPOHHOU (opMe.
14.|9nexTpoHHOE [TonsiTHe «DNEKTPOHHOE IPABUTEIBCTBOY: €ETO TECTUPOBAHUE
IIPaBUTEIBCTBO 3HAYEHHE, IPUHLUIIBI [IOCTPOCHUS U BHEAPEHHUS. ()

HMHTerpupoBaHHOE IEKTPOHHOE IIPAaBUTEIBCTBO
Poccun. Opranuzanys MeXBe10MCTBEHHOTO
3JIEKTPOHHOI'0 IOKYMEHTO000pOTa MEKIY
OpraHamu rocyJ1IapCTBEHHOM BiIacTH Poccuiickoin
Denepanuu

2.3.4 IlpumepHas TeMaTHKa KYPCOBBIX Pa0doT (IIPOEKTOB) — He MPeAyCMOTPEeHa
2.4 IlepeyeHb yueOHO-METOAUYECKOT0 O0ecnevyeHHus AJIA CAMOCTOSATEILHON padoThI
00y4YAIIHXCS 10 JUCHHUILINHE (MOYJII0)

[TepedyeHn yueOHO-METOIUYECKOTO 00ECTICUCHUST TUCITUTLTAHBI

Ne Bun CPC IO BBITOJIHEHUIO CAaMOCTOSITENbHOM paboThI

1 2 3

1 [IIpopaboTka Metoauueckie yka3zaHus MO OpraHU3alMd CaMOCTOSITENBbHOM
TEOPETUYECKOT O paboThl CTYACHTOB IO HampaBieHuto mnoaroroBku 39.03.03
Marepuana (moaroroBka|Opranuzamnusi padoThl ¢ MoJoaexkbio (mpotokon Ne 11 ot
K npoOiemubM|19.04.2016 1.)
ceMHHapam)

2 |I[loxroroska Meroauueckue yKa3aHUs MO OpraHu3alyd CaMOCTOATEIIbHOM
MHIUBUAYaAJIbHBIX paboThl CTYACHTOB IO HampaBieHuio moaroroBku 39.03.03
3aJIaHAI Opraamzanust paboTel ¢ Mononexbio (mporokon Ne 11 ot

19.04.2016 1.)




VYuyacTtue B pazpaboTke u|MeToIuYeCKre yKa3aHUs MO OpraHU3alMH CaMOCTOSTEIHHOM
peanu3alnuu TpynmnoBOro|padoThl CTYACHTOB 10 HampasieHuto mnoarotosku 39.03.03

HCCIIeIOBATEIBCKOTO Opranusais paboTel ¢ Monoaexsio (mporokon Ne 11 ot
IPOEKTa 19.04.2016 1.)

VueOHO-MEeTOMUECKHEe MaTepUalbl Uil CaMOCTOSITENbHOW pPaboThl OOydaromuxcs U3

Yycila UHBAJIMJIOB U JIML C OTPaHMYEHHBIMHM BO3MOKHOCTSIMHU 310poBbs (OB3) npenocrasistorcs
B (hopMax, aJanTUPOBAHHBIX K OTPAHUYCHUSAM UX 37J0POBbS U BOCHPUATHS HH(DOPMAITIH:

JInst UL ¢ HapyIIeHUSIMH 3PSHUS:

— B [1€YaTHOW (hopMe YBEIUYCHHBIM HIPUPTOM,

— B (hopMe DIEKTPOHHOTO IOKYMEHTA,

JIyist 5L ¢ HapyIeHUsIMU CIIyXa:

— B IIeYaTHOM (opme,

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA.

JInst L ¢ HapyIISHUSIMH OTTIOPHO-/IBUTATEIILHOTO anIapara:

— B mieyaTHoOU hopme,

— B (hopMe PIEKTPOHHOTO IOKYMEHTA,

JlaHHBIN TIepeYeHb MOXET OBITh KOHKPETH3MPOBAH B 3aBUCHMOCTH OT KOHTHHICHTA

oOyJaromuxcs.

3. O0pa3oBaTe/ibHbIC TEXHOJIOTHH.

B npenonaBanuu Kypca UCHOIb3YIOTCSl COBpEMEHHbIE 00pa30BaTeNbHbIE TEXHOJIOTHH:

- MYJIbTUMEIUHHBIC JEKIH C SJIEMEHTaMHU JUCKYCCUU;

- ”H(POPMAITMOHHO-KOMMYHHUKATUBHBIE TEXHOJIOTHH;

- HCCJeI0BaTeNIbCKHE METO/IbI B 00yUEHUH;

- npo0seMHOe 00yUYeHue.

B ydeOGHOM mporiecce UCONB3YIOTCS aKTUBHBIE U MHTEPAKTHBHBIE (POPMBI MPOBEACHUS

3aHATHII.
Komnuectro
qacoB
Ne HammenoBanue pa3nenos (TeM) Virrep.
Bcero qach
! 2 3| 4

1 Brenenue B qucruminny «JlokyMeHTammoHHOE oOecreueHne
yIPaBICHUS

2 3akoHOIaTeNbHAS © HOPMAaTUBHO-METOMYECKasi OCHOBA 5
JIeJIOTIPOU3BOICTBA

3 JIoKyMeHTHI: KilaccupuKaius, CTpyKTypa, TpeOoBaHus K 2
0()OpMIICHHUIO.

4 OdopmiteHre opraHu3alMnOHHO-PACTIOPTUTEIHHON 1 5 5
MH()OPMAIIMOHHO-CITPABOYHON JOKYMEHTAIIHH.

5 Odopmienre TOKyMEHTAIlUU 10 JUYHOMY COCTaBY

6 Odopmnenne koppecrioHaeHINN. CTPYKTYypa TETOBBIX IMHCEM. 2 2

7 OdopmiieHre JOroBOPHOM JOKYMEHTAIUH.

8 Tunossie n yaudunrpoBanupie (GOPMBbI JOKYMEHTOB.

9 Opranu3anus padoThl ¢ KOH(UACHIMAIBHBIMU TOKYMEHTaMU 2

10 |Dopmbl perucTpamyi J0KYMEHTOB

11  |Opranuzanus npuemMa rpaxiaH




12 |ABromaTuzamus AeI0NPOU3BOICTBA

13 |[lopsimok mepenadu Aei B apXuB

14 |DnexTpOoHHOE MPABUTEIHLCTBO 2

Hmoeo no oucyuniune: 12 4

Ha srtame u3yuyeHusl NepBBIX ABYX pa3/eloB, KOTOpbIE HOCAT B OOJbLIEH CTENeHU
TEOPETUYECKHUI XapakTep HCIOJNb3YIOTCSI TPYNIOBBIE M CaMOCTOSITEIbHBIE (POpPMBI paboOTHI,
HalpaBJICHHbIE HAa OCMBICICHHE CIIOXKHBIX HECTPYKTYPHUPOBAHHBIX NpoOJeM IpeaMmera
oOyuyeHus, (QOpMHpPOBaHUE COOCTBEHHOW apryMEHTHPOBAHHON MO3UIMH IO MPOOJIEMHBIM
acreKkTaM U3yyaeMoil TeMbl. 371eCh UCIIOIb3YETCs Takue 00pa30BaTeNbHbIE TEXHOJIOIUU KaK

0 paboTa B MajbIX Irpymnnax/napax no pa3doopy KOHKPETHBIX CUTYyallUH;

0 JIEKIMS C DJIEMEHTAaMHU JUCKYCCUH;

Ilocnenyromue pasgensl Juis pellieHHs] MOCTAaBICHHBIX Iiefell B pamkax ydeOHOH
JUCHUTUTMHBL TPEOYIOT MCIIOJIB30BAaHMsI METOIOB OOy4YeHHs, HAIPaBJICHHBIX HA (POPMHUPOBAHUE
YMEHUH M HAaBBIKOB IIOAIOTOBKM JOKYMEHTOB pa3BIMYHBIX BHUAOB. JlJI1 3TOro BHEIPEHBI
cieayronme o0pa3oBaTesIbHbIE TEXHOJIOTHH:

1. [IpoBenenue npoOIEMHOrO0 CEMHHApa, B paMKax KOTOPOIO CTYAEHThI PEIaoT
JIBYEIMHYIO 3ajady: a) I[OJy4yaroT 3HaHUs IO oOdYepenHol Teme ydeOHOro moayins; ©0)
aIaNTUPYIOT UX K CTPYKTYpE Y4€OHOH IUCIUITIIMHBI.

2. AHaJIUTHYECKHE TEXHOJIOIMH 3aKOHOATEeNbCTBA 00 OCHOBAX JIEJIONPOU3BOJICTBA U
JIOKYMEHTOO0O0pOTa U 3KCIEPTU3bl JOKYMEHTOB SIBJISIFOTCS, C OJHOW CTOPOHBI, YHUKAJIbHBIMU
JUIS TAHHOTO y4eOHOTo Kypca MHTEPAaKTHBHBIMU OOpa30BaTEIbHBIMUA TEXHOJIOTHUSIMH, B OCHOBE
KOTOPBIX JIE)KUT METOJl aHajau3a JIOKYMEHTOB; C JIPyrod, COCTAaBHOM YaCThIO IPAKTUYECKOU
JeSITeIbHOCTH, CBS3aHHOM C JMAarHOCTUKON JOKYMEHTOB, 00€CIIEUMBAIOLIUX YIPABIECHYECKYIO
JIeATEIBbHOCTh. B Kypce UCIIOIb3YIOTCS MHAUBHIyaJIbHbIC TIICbMEHHBIC 3a/1aHMUS.

3. Pa3zpaGoTrka M mnpe3eHTalMsi KOJUIEKTUBHBIX HH()OPMAIMOHHO-aHATUTHYECKHX
NpOeKTOB ««MoJieny pealu3aluy JeNONpPOU3BOACTBA M JOKYMEHTOOOOPOTa»  MO3BOJISIOT
CTPYKTYpUpPOBAaTh HHJWBUIYaJbHYIO JAESITEIBbHOCTH IO IMHUCbMEHHBIM 3aJaHusM. OCHOBHbBIE
3aJ]auu Npe3eHTaluU Kak yuyeOHo (popMbl cBOAATCS K (POPMHUPOBAHUIO MPAKTUYECKUX YMEHHI
KOHILEHTPUPOBAHHOTO M3JI0KEHUS M TPE3EHTAllMM BU3YaJbHbIX MaTepuajoB B ¢opmare
«PowerPoint» pe3ynbTaTroB, MOIYYEHHBIX B X0/1€ aHATUTUYECKOU PabOTHI.

4. WuauBuayalbHble W TPYNNOBBIE  KOHCYJIBTAllUU. HNunuBunyanbHbie
KOHCYJIbTAIlMM MPOBOJSATCS pa3 B HENENIO MOCe y4eOHbIX 3aHATUN MOCPENICTBOM MPEAMETHOTO
Jyajgora  IperojaBaTelis ¢ OOydaloUMMcs IO  Pa3IMYHbIM  COJIEpXKaTelIbHBIM U
OpPraHU3allMOHHBIM BOIIpOCaM Yy4eOHOro MoAyis. ['pynmoBble KOHCYJIbTALMH TO3BOJISIOT
IpenoAaBaTeNlo ONTUMHU3UPOBATh KOMAaH/IHYIO pa0dOTy CTYAEHTOB MO Pa3IMYHBIM MPOEKTHBIM
dbopMaMm yueOHOH eATeTbHOCTH.

JUnst Ui ¢ OrpaHUYEeHHBIMH BO3MOYKHOCTSIMHU 370POBbS IIPENYCMOTPEHA OpraHU3alus
KOHCYJIBTALIMH C UCIIOJIb30BAHUEM DJIEKTPOHHOM IIOYTHI.

4. OneHo4YHbIe CPeACTBA JJIsl TEKYILIero KOHTPOJIsl yCIIeBaeMOCTH U MPOMEKYTOYHOM
aTTecTalmu.
4.1 OneHOYHBIC MATEPHAJIBI VISl TEKYLIEro KOHTPOJIsSI YCIIeBAeMOCTH
4.1.1. Bonpochl Il IMCKYCCMH B PaMKaX JEKIHOHHBIX 3aHATHH M NMPoOIeMHBIX
CeMHMHAPOB.
JAuckyccuoHHbie BONpPoOchbl Mo Teme «JloKyMeHTBI: Kjiaaccupukanusi, CTPYKTypa,
TpeOoBaHus K 0(pOPMIICHHIO»
1. Ilonarue o kinaccupukauuum TOKyMEHTOB. COOTHOLIEHHE BUAOBON M TUIOJIOTHYECKOU
KJIaccu(pUKaul JOKYMEHTOB.
2. Bungel JOKYMEHTOB: OpraHM3allMOHHBIE, PaCHOPSAUTENbHbIE, HH(POPMAIMOHHO-
crpaBoyHble. TUNOTIOTHYECKas KJIACCH(PHUKAIIHAL.
3. bnaHkM AOKYMEHTOB: BHU[bl OJAHKOB U MOPAIOK PACIOJIOKEHHs] PEKBU3UTOB B OJaHKe
(YrioBoe U IEHTPOBAHHOE), UCTIOIh30BaHUE OJAHKOB C H300paskeHHEM TOCYapCTBEHHOTO Tepoa
u repOa cyobekTa deaepannm.



4. TpeOoBaHUS K COCTAaBICHHIO M O(GOPMIICHHIO JIOKyMEHTOB. DopmMaThl OyMaskHBIX
JIOKYMEHTOB.
5. TpeboBaHMsI K TEKCTY JOKYMEHTOB.

Ilepeuensv yacmu komnemeHyuy, NPOGEPAEMbIX OYEHOUHBIM CPEOCBOM:

[1K-4 odopmiieHre U MPEACTABICHHE PE3YIbTA0B HAYYHO-TIPUKIATHON JACSITEIBHOCTH IO
MOJIOJIC)KHOW TeMaTHKe B COOTBETCTBHM C POCCHUICKUMM M MEXIYHApOIHBIMH HOPMATUBHBIMU
JOKYMEHTaMH U CTaHJapTaMH, HAYYHBIMH U CIIEHUAIBHBIMU TPEOOBAHHUSIMHU K MPE3CHTALIUH

Kpumepuu oyenxu:

«YJIOBJIETBOPUTEIHHO» - CTYACHT UMEET (pparMeHTapHbIC MPEJCTABICHHUS O COACPKAaHUH
3asBJICHHON TeMbl IPOOJEMHOI0 CEeMHHapa, YaCTUYHO OCBOMJI IOHSITUHHO-KATEropHabHbIN
anrmapar;

«XOpOUIO» - CTYAEHT JE€MOHCTPUpPYET OOIIKe 3HAHUSA 10 3asBICHHONW TeMe IpOOJIEeMHOro
CEeMMHapa, YMEET YCTAHABIMUBAThH CBSA3U MEXKy TEOPETHUECKUMH MOHATHIMU U SMIHUPUISCKUMHU
dakramu;

«OTIIMYHO» - CTYIOCHT JIEMOHCTPUPYET CHCTEMHBIC 3HAaHHUS TI0 3asBICHHOH TeMe
IpoOJEMHOTO CEMUHapa, YMEET YCTaHABIUBATh CBA3M MEX]Y TEOPETUYECKMMHU HOHATHUSIMHU U
IMIIUPUUECKUMH (pakTaMu, popMyTupyeT aHATUTHIECKUE 000OICHNS 1 BBIBOJIBL.

4.1.2. UnaguBuayajibHOe MHCbMEHHOE 3aJaHHe, HANpaBJjieHHOe Ha (opmMupoBaHHE
HABBIKOB MOJAT0TOBKU HH(OPMAIIMOHHBIX 0030POB.

«TexHoJsiorusi MOATOTOBKM HH(POPMALMOHHOIO 0030pa MmO mNpodeMaTHKe
MOJIOACKHOM MOJUTHKH).

OcHoBaHust Buapt 0630poB
JeNeHus

D yHKIMOHAIBHOE
Ha3zHaueHue (mpeaMer
aHajmn3a)

XapakTep paccMaTpUBaeMBbIX
BOIIPOCOB

LleneBoe Ha3HAUCHHE

[Torpeburensckoe
Ha3zHaueHHe




Ilepeuenv uacmu KomnemeHyuu, NPOBEPSIEMbLX OYEHOUHBIM CPEOCBOM:

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

Kpumepuu oyenxu:

«YJIOBJICTBOPUTEILHO» - CTYACHT UMEET (pparMeHTapHBIC MPEICTABICHHS O COICPKAHUH
TEXHOJIOTUH MTOATOTOBKH WH(OPMAIIMOHHBIX 0030pOB,;

«XOpOIIO» -  CTYIEHT HMEeT OOINue TPEACTaBICHUS O COACPKAHUU TEXHOJIOTHH
MOJTrOTOBKH MH()OPMAIIMOHHBIX 0030pOB, OCBOMJI TOHSATHIHO-KATErOpHaJIbHBIN anmapar, yMmMeer
YCTaHABJIMBATh CBSI3U MEXJy COCTABHBIMH YacTsAMHU HH()OPMAIIMOHHOTO 0030pa;

«OTIIUMYHO» - CTYJCHT HMMEET CHCTEMHBIC MPEICTABICHHUS O COACPKAHUM TEXHOJIOTHH
MOJrOTOBKH MH()OPMAIIMOHHBIX 0030pOB, OCBOMJI TIOHSATHHHO-KATErOpHAaJIbHbIN ammapar, yMmeer
YCTaHABJIMBAThH CBSI3W MEXY COCTaBHBIMH YacTSAMHU MH(POPMAIMOHHOTO 0030pa, GopMynupyer
AHATUTHYECKUE 000OIICHHS U BBIBOJIBI.

4.1.3. IloaroroBKa co001IeHUIT 1 Npe3eHTAUMI P N0 y4eOHOH AUCHUILINHE

Cooougenue «ONEKTPOHHOE IMPABUTEIBCTBO»: €r0 3HAUEHUE, MPHUHLMIIBI [TOCTPOCHUS U
BHe/IpeHUs.  VIHTerpupoBaHHOE  3JEKTPOHHOE  MpaBUTENbCTBO  Poccuu.  Opranusanus
MEKBEJOMCTBEHHOTO 3JICKTPOHHOTO JTOKYMEHTOO0OpOTa MEXIY OpraHaMu TOCYAapCTBEHHON
Biractu Poccuiickoit ®enepanum» JODKHO COJEpXKaTh aHAINW3 IPAKTUKU paboThl ¢
JOKYMEHTaMH, OITMCAHUE WX CTPYKTYPHBIX U ()YHKIIMOHAIBHBIX OCOOEHHOCTEH, a TaKKE OI[CHKY
uX 3QPEKTUBHOCTH.

Anroputm paOoTBhI:

1. ITouck nurepaTypsl U aHAJIN3 JTUTEPATYPBl U HICTOUHUKOB 10 JAHHOH mpobiieme.

2. IloaroroBka cooOIIEHUS B TUCbMEHHOM BUJIE WJIM Mpe3eHTallK pedepaTa B TBOPUECKOM
(MpOAYKTUBHOW) mepepaboTKe, Ie IJIABHOE BHUMAaHHE YJENSeTCs HOBU3HE COJep)KaHus,
aHAJIM3y €r0 COUMAIBHOW HEHHOCTH C yYETOM YK€ MMEIOIIMXCS IOCTHKEHUH B OTPEIEICHHON
o0nacTu 3HaHMH.

Ilepeuenv yacmu KomnemeHyuu, NPOBEPAEMbIX OYEHOUHBIM CPEOCHEOM.

OIIK-1 - pemeHue CTaHIAPTHBIX 3a7aydl NPOQPECCHOHATBHON AEATENbHOCTH Ha OCHOBE
UHPOPMALIMOHHOM M OuOnIMorpaguueckoil KylbTypsl € MPUMEHEHHEM HH()OPMAIMOHHO-
KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH M C YYETOM OCHOBHBIX TpeOOBaHWN HWH(POPMAITMOHHON
6e3omacHoCTH. BnajeeT HaBbIKaMU HCIOJB30BAaHUS MOHATHHHO-KATETOPHAILHOIO ammapara
Kypca «/lemonpon3BoacTBO B chepe MOIOACKHON IMOJUTHKNY TPU aHAIN3E M OIIEHKE KOHTEHTa
1 3(p(peKTUBHOCTHU peann3aluy peleHui B chepe aHTUKOPPYIMIIUOHHONW NOJTUTHKH.

Kpumepuu oyenxu peghepama:

«YJIOBJIETBOPUTEIHHO» - COOOIIEHHUE MPEICTABISAET COOO0M M3II0KEHNE PE3YIbTATOB UYKUX
HCCIIeI0BaHMI 06€3 CaMOCTOATEbHON 00paOOTKH NCTOUYHUKOB;

«XOpOLIO» - COOOIIEHHE MPEeACTaBIIeT cO00 CaMOCTOATENBHBIA aHATN3 Pa3HOOOPa3HBIX
HAYYHBIX WCCICOBAHUN W SMIUPUYECKUX JAHHBIX, OJHAKO HE B TIOJIHOM Mepe OTpakaeT
TpeGoBaHus, cHOPMyTUPOBAHHBIE K €I0 U COJIEPIKAHUIO.

«OTITUYHOY - B COOOIICHUN OTPAKAIOTCS TaKHe TPEOOBAaHUS KaK aKTYaJbHOCTh COJIePIKaHus,
BBICOKUH TEOpPETUYECKHIl YpOBeHb, TJyOMHAa M TOJHOTa (aKTOPOB, SBIEHHUH, IMpodiieM,
OTHOCSIIUXCA K TeMme, WH()OpPMAllMOHHAs HACBHIIICHHOCTh, HOBU3HA, OPUTHHAIHHOCTH
U3JI0KEHHUs MaTrepuaia; CTPYKTYpHas OpPraHM30BaHHOCTb, OOOCHOBAHHOCTh MPEUIOKEHUS U
BBIBOJIOB, C/ICJIAHHBIX B COOOIIIEHNH/ MPE3EHTAIIUH.




4.1.4 IllpumepHble HHAMBUAYAJTbHBIE 3aJaHUS

Cocmaeumsv u ogopmums npukazsl nO OCHOGHOU OeAmelbHOCMU, U Opy2ue
pacnopaoumenvHbvle 0OKYMEHMbl, HEO00X00UMble 8 OAHHBIX YNPABIEHUECKUX CUMYAUUAX:

Curyanus 1.

A.H.Illunos, npencenareiib POCCUICKOrO areHTCTBa MEKIYHAPOAHOTO COTPYIHUYECTBA U
pa3BuTHs (rocygapcTBeHHass opranu3anus npu IIpaButensctBe PD), 24 deBpans Tekymiero
roja IMOPY4YMJI CTPYKTYPHBIM IOJPA3AEICHUSIM areHTCTBa COBMECTHO C IHPEIACTABUTEISAMU
I'ockomumymectea Poccum k 10 ampenss moAroToBUTh HPOEKT MPOrpaMMbl MPUBJICUYEHUS
WHOCTPAHHBIX WHBECTHUIMI K MPOLECCY aKIMOHUPOBAHUS TOCYJAPCTBEHHBIX MPEINPHUSTUH.
[Topydyenue ObLIO aHO BO HCHOJHEHHE MocTaHoBieHUs IIpaButenscTtBa PD ot 24 deBpans
Tekymero roga Ne 246 I'maBHOMY YIpaBJIEHMIO OTpPACIEBBIX HMHBECTULIMOHHBIX IPOTPAMM,
['maBHOMY JOrOBOPHO-IIPAaBOBOMY VIIPABICHHUIO W [J1aBHOMY YIpaBICHUIO CTPAaTE€ruud U
WHBECTUPOBAHUS.

[Ipoekt mpukaza mpezcenaTeNs areHTCTBa ObUT 3aBU3UPOBAH €ro MEPBBIM 3aMECTUTENIEM
J.H.®enopoBsIM 1 HadyanbHUKOM [ JIaBHOTO JOTOBOPHO-IIPaBOBOrO ynpasieHus 1.B.MnbuHbIM.
KonTposns 3a ucnonnenuem npukasa 0ot BoznoxkeH Ha J[.H.denoposa.

Curyanus 2.

JIMpeKTOp pEMOHTHO-3KCILIYyaTallMOHHOI0 MyHUIIMNaIbHOTO yrpasieHus Ne 15 3oros U.T.
5 oKTA0ps TEKylIero roja U3aail NprUKa3 o MOJArOTOBKE K yOOpKe TeppUTOpUI B 3UMHUI HepHO]
Tekymero roga. I'nmaBHbiii unxkeHep Hukonaes b.B. x 15 oxra0pst nomkeH mnposecTu
3aKperieHre yOupaeMbIX TEPPUTOPHUM 32 TEXHUKaMU-CMOTPUTENISIMU U IBOPHUKAMH, COCTaBUTh
rpaduK JBYXCMEHHOU pabOTHI MO YOOpKe TPOTYyapoOB W ABOPOBBIX TEPPUTOPHH, pa3padoTaTh U
coryiacoBath B mIpedekType OKpyra ImaH yOOpKHM TEppUTOPHM C HpHUBICUEHHEM JIIOJCH U
TEXHHUKHU BEJOMCTBEHHBIX MPEANPUATUH, PACIIOIOKEHHBIX HA TEPPUTOPUN OKPYTa.

[Ipuka3 u3gaH Ha ocHOBaHWMHM NocTaHOBJIeHUs IIpaBuTenbcTBa MOCKBBI OT 8 CEHTAOPs
tekymero roga Ne 908 «O roToBHOCTH Cly’KO TOPOJCKOT0O XO034HCTBa K yOOpKe TeppuTOpuid
r.MOCKBEI B 3UMHHI IIEPUOLI.

Curyanus 3.

OTtnenoM opraHu3allMOHHON U KaJipoBoi paboThl Ypasnenus Munucrepersa octunuu PO
no Pecnybnuke Kapenust B KOHIlE KaJleHIApHOTO rojia ObLIa COCTaBlIeHa HOMEHKJIATypa Jiel Ha
CICMYIOINNA KaJeHAApHBIN TOoA. 27 nexkadps TEKyIIero roja HavdaJlbHUKOM YTIpaBlIeHUs
T.IL.ArnateeBoif OBbLT M3/aH M MOJAMHUCAH MpPUKa3 00 YTBEP)KICHWU U BBEJICHUM B JelcTBUE
HOMEHKJIaTypbl Jen ¢ | sHBaps cuexnyromero roja. PykoBoauTensiM CTPyKTYpHBIX
NOJpa3/ieNIeHUil PUKa30M IpeANHUChIBaIOCh (POpMUPOBaHUE, UCIIOIB30BaHUE U XPAHEHHE /I B
COOTBETCTBUU C pa3pabOTaHHOW HOMEHKJIAaTypoit aen. KoHTposb 3a ucroaHeHneM npukasza Obut
BO3JIOKEH Ha HavyaJIbHUKA OTJIeNIa OPraHU3allMOHHON U KaJpoBoi paboThl XtoHHMHEHa A.B.

Curyanus 4.

PykoBoautenem Komurera mo 3eMeNbHBIM pecypcaM U 3eMIIEYCTPOUCTBY PDenepanbHOU
ciyx0bl 3emenbHOro kanactpa Poccum  A.T.KongpamoBeiM 1 HOsOps Tekymiero rojpa ObLl
U3JIaH MPUKa3 O BBEACHUM YHHUPHUIMPOBAHHBIX (POPM NMEPBUYHON YUETHOW JOKYMEHTALMH IO
yuery KaapoB. IIpuka3 u3gaBajics B COOTBETCTBHM C IIOCTAHOBJIEHHEM [ 0CyIapCTBEHHOIO
komuteTa 1o craructuke ot 06.04.2001 Ne 26 «O06 yTBepkaeHUM YHUDULIUPOBAHHBIX (OpM
NEPBUYHOM YYETHOM NOKYMEHTALMH II0 y4eTy TPyAa W €ro OIUIaTh» U C LEIbI0 CO3/1aHUs B
Komurere enuHoi cuctembl KaapoBoil nokymeHTauuu. [Iprka3zom BBOIWIWCH B JiecTBUE C |
HOAOpS TeKyllero rojaa Bce YHUUIMpOBaHHBIE (opMbl, Bomeamue B Ansbom YOI,
YTBEP>KJICHHBIN BBINICYKA3aHHBIM [TOCTAHOBJICHUEM.

IIpoekT npukasa 3aBU3HPOBAIN IOPUCKOHCYNBT TunieHko M.A., HHCIEKTOp OTAeNa KaJpoB
Kykosa T.I1.

Ilepeuens yacmu Komnemenyuu, NPOGEPAEMbIX OYEHOUHBIM CPEOCTNEOM:



[IK-15 - VYwmeHue BecTH JENONPOU3BOACTBO M JOKYMEHTOOOOpPOT B OpraHax
rocyiapcTBeHHOM BiactTu Poccuiickoit @Penepanuu, oOpraHax TroOCyJIapCTBEHHOW BIIACTH
cyobekToB Poccuiickoit denepanun, opranax MECTHOTO CaMOYIPaBIIECHHs, TOCYJapCTBEHHBIX U
MYHUIUNAIBHBIX TPEANPUATUAX U YUPEKICHUSIX, HAYUHbIX U 00pa30BaTEIbHbIX OPraHU3aLMSIX,
HNOJUTUYECKUX TaPTHUAX, OOIIECTBEHHO-TIOJUTUYECKUX, KOMMEpPYECKHX M HEKOMMEpPUYECKUX
OpraHu3aLusIxX

Cocmaeumv u  ogopmums  ciayycedOuvle nucema, HeoOX00uUMvle 6  OAHHBIX
YRPAagIeHuecKux Cumyauuax:

Curyanus 1.

JlemaptaMeHT MOJAEPKKA U Pa3BUTUA MaJOro MPEANPUHHMATENbCTBA  MHCHbMOM 32
MOAMKCHIO 3aM.JUpeKTopa aenapramenta CBepukoBa A.B. yBenoMuI pyKOBOJACTBO JETCKOTO
caga Ne 1586 0 Tom, 4TO B CBSI3M C Pa3BUTHEM IPEANPUHUMATEIBCTBA 34aHUE JAETCKOTO caja
JIOJKHO OBITH TIEPEaHo I TEXHUYSCKUX HYXK]T JIeTapTaMeHTA.

Ucnonnurenem BacuibeBoil 1o mopyyeHuro aupekropa gerckoro caga Ne 1586 FOro-
3anaJHOrO0 OKPY)KHOTO YIpaBieHUs 00pa3oBaHUsi T.MOCKBBI, paclOJIOKEHHOTO Ha MPOCIEKTE
MuuypunckoM, 1oM 22 1.MOCKBBI, OBUIO COCTAaBIIEHO MHUCHMO, aPECOBAHHOE OTIEIY MHUCEM
Mbpuu Mockssl 1o agpecy: r.MockBa, yin.TBepckas, 13, B KOTOpOM JUpEKTOp AeTcKoro caaa Ne
1586 O.A.Ab6pamoBa mpocuiia pa3odpaTbCsi B JAaHHOM BOINPOCE, MOTUBUPYS TEM, 4YTO B
Ha3BaHHOM palOHE JNETCKUX CaJ0B OCTAJOCh MaJI0 M HE BCE JIETH MOTYT IMOCEHIaTh JCTCKUE
JOLIKOJIbHBIE yupexaeHus. [InceMo ObLII0 OTBETOM Ha MOMYyYEHHBIH JOKYMEHT oT JlemapTameHT.

Curyanus 2.

MockoBCKUI paMOTEXHUYECKUH KOJUIe[K HMeHM akagemuka A. A. Pacrneruna
MunucrepctBa obOpazoBanuss PO (Mocksa, yn. b.JlekaGpbckas, 5, 124000, Ten.: 252-11-84,
daxc: 253-32-36) pasocnman WHPOPMALMOHHBIE MHUChMA IUPEKTOpaM IIKOJ  TOpojaa C
cooOuieHneM 00 OTKpPBITUM B HOBOM Y4YeOHOM Toay JBYX (DaKkylbTE€TOB: COBpPEMEHHbIE
MH(OpPMalLlMOHHBIE TEXHOJOTUU U IopuAnYeckuil. B mucbme coobianoch Takke O TOM, UTO
IpaBUiia pUeMa Ha yKa3aHHble GakyiabTeTsl oomue. [TucbMo ObUI0 COCTAaBIEHO UCTIOIHUTENEM
CrenanoBoii u noamnucano aupexkropom JI.b.MapTeiHiokoM 15 MapTa TeKyIero roja.

Curyauus 3.

Hcnonuurenem M. 1O. IlonsgkoBoil mo mopy4yeHHIo HayalbHUKaA oThena mMapketuHra OAO
«Toprnorpedeoro3» (r.Mocksa, Jlecnas ym., n.18, 117123, rten./dpakc. 234-56-00, OKIIO
87654321, OI'PH 1234567890098, MHH/KIIIT 09876543321/123456789) B.A.Komaposa 65110
cocraBineHo nuceMo B azgpec OOO «/leno», Texuuueckomy aupexkropy A.M.MsrkoBy 00
OTIIpaBKE JOKYMEHTAllMH cieayrouero coaepxkanus: «Hampasnsem HeoOxoauMele Bawm
JNOKYMEHTHI, —coJepkame WH(POPMAMI0O O IIeHe KOMIUIEKTa HayJYHO-TEXHUYECKOH
JOKYMEHTallul  Ha XOJOAMJbHOe obOopynoBaHue. Ilpennmaraem BbICIaTh TEXHUYECKYIO
JOKYMEHTAIIMI0 Ha 3apyOeXHbIE aHaJOTH XOJOIWJIBHOTO oOopyaoBaHus. [Ipu npuHSATHH
MOJIOKHUTEIBHOTO  peIlleHHs O  3aKylnke oOopyaoBaHusi mpocuM Bac  HampaBuTh
COOTBETCTBYIOIIIEE MUCHMO pyKkoBoauTento otaena copita HaymoBy C.IL». JlaHHBIM TTHCEMOM
COIIPOBOKIaNach crnenudukanys Ha 28 1. B 1 7K3.

Ilepeuens wacmu komnemeHyuu, NPOBEPIEMbIX OYEHOYHBIM CPEOCHBOM:

[IK-15 - VYwmeHue BecTH [eNONPOU3BOJACTBO U JOKYMEHTOOOOPOT B OpraHax
rocygapctBeHHoil Biacth  Poccuiickoir @epepanuu, opraHax TOCYJapCTBEHHOM BIIACTH
cyobekToB Poccuiickoit denepannn, opraHax MECTHOTO CaMOYIIpaBlIEHHs], TOCYJapCTBEHHBIX U
MYHUITUTIATBHBIX TPEANPHITUASX U YUPEKICHUSIX, HAYIHBIX  00pa30BaTeIbHBIX OPTaHU3AIMSIX,
MNOJUTUYECKUX TapPTHUAX, OOIIECTBEHHO-TIOJUTUYECKUX, KOMMEPUYECKHX U HEKOMMEpPUYECKUX
OpraHu3alusIxX



Cocmagums u ogopmums 00K1aOHbBIE, U O00BACHUMETbHBIE 3ANUCKU, HE0OX00umMbvle 6
C1e0yIOUMUX YRPABIeHYeCKUX CUMYAUUAX:

Curyanus 1.

3amecTuTenh HadalbHUKAa [IpOM3BOACTBEHHOTO OO0BenuHEHUs «MOCKOBCKas TOPOJICKAs
tenedonnas cetb» (MI'TC) MunuctepcrBa cBsizu PO M.M.Jly6oB oOpatuiics K HadadbHUKY
CIEIUAILHOTO yIpaBieHHUs] TeneOHHONH CBs3M TOro ke wmuHucrepcTBa |.C.AKCEHOBY C
JIOKJIQHOM 3aIUCKOM O BBIJICJICHUU MPSIMBIX IMPOBOJIOB M Ha3HAYCHHUH TeIe(POHHBIX HOMEPOB Ha
JIOTOBOPHOI ocHoBe. B moknmamgnoi 3amucke M.M.JIy6oB cooOmmam o TOM, 4TO B CEHTSOpe
tekymero roga oobenuHeHueM (MI'TC) Obutm MOATOTOBJIEHBI M COTJIACOBaHBI ¢ | JIaBHBIM
IUTAHOBO-(DMHAHCOBLIM ~ yripaBieHrueM MuHHUCTepcTBAa CBsi3u P® 10roBOpel ¢ HOBBIMHU
aboHeHTamu. [l BKITFOUCHUS YKa3aHHBIX aOOHEHTOB B CETh Mepenaun qanubix «Muadoten» ¢ 1
JEeKaOps TEKYIIEeTo rojia He0OX0IMMO BBIZCIIEHUE TIPSIMBIX MPOBOJIOB. B cBsi3u ¢ aTiM r-H J[ydoB
BBIIBUHYJI MPEAJIOKEHNE O BBIICTICHUH MPSAMBIX IPOBOJIOB M HA3HAUYEHUU TEJNIEe(POHHBIX HOMEPOB
Ha JIOTOBOPHOW OCHOBE YyKa3aHHBIM aboHeHTaMm. JlokmamHas 3ammcka Oblla COCTaBIIeHA
ucnonuuteneM OpnoBoii u noanucana M.M.Jly0oBeiM 12 HOsIOps TEKyIIero roja.

Curyanus 2.

Kypeep 3A0 «®apma» C.C.CoMOB peryisipHO oOma3ablBajl Ha paboTy, 4eM Hapymiaia
TPYAOBYIO JUCUUIUIMHY. 3aBenyromas kanueaspueil M.B.llymMmuianna HeogHOKpaTHO Jenana eMy
3ameuaHus (B ycTHOW ¢opme), a 12 WIOHA TEeKymero roja ObUla BBIHYXKJIEHA OOpPaTHUTHCS C
JaHHBIM BompocoM K I'eHepanbHOMy nupekropy A.B.CemoBy ¢ [OKIagHOM 3amucKoil, B
KOTOpO# Ipocuiia NpUHATh Mephl auciuiuinHapHoro xapakrepa k C.C.ComoBy.

Curyanus 3.

PykoBogutens otrnena HoBbiX mnpoekToB O.B.TokapeBa oOpatuinack k ['eHepamHomy
mupexktopy OOO «Mactep» r-Hy A.Jl.MeBneBy ¢ JOKIaaHOM 3amMCKOM O HEOOXOIUMOCTH
YBEJIMYEHUS IITATHOW 4YMCIeHHOCTH oTaena. B pokmagnoi 3amucke O.B.TokapeBa coobmiana o
TOM, YTO B HACTOSIIEEe BPeMs Ul YCHEIIHOW paboThl areHTCTBA HEOOXOIMMO yBelIMYeHUe Oa3bl
JAHHBIX O MOTEHUUAIbHBIX KiueHTaX. [lo ee MHEHMIO, OIHUM U3 HambOoJee peasbHbIX IyTel
pacuipeHust 6a3bl JaHHBIX SIBJISI€TCSI TOCTOSHHBINA aHAJIN3 CPEACTB MaccoBOil mHpopmanuu, B
YaCTHOCTH Ipecchl (MHpopMalys o Hanbosee KpymHbIX KJIMEHTaX areHTCTBa ObLIa MOoJy4YeHa U3
aHAJTUTHUYECKOTO JXypHasla «KcnepT»). B cBsA3u ¢ TeM, 4TO OTJeN B €ro HacTosmeM cocrase (5
COTPYJIHUKOB) HE MMEET BO3MOXXHOCTH OPIraHM30BaTh MOJAPOOHOE H3YYEHHE aHATUTHUYECKUX
m3nanuid, O.B.TokapeBa cuuTaer LeraecooOpa3HbIM BBECTH B ILITAT OT/ENA JIBE JOJHKHOCTU
MEHE/IPKEPOB /IJIsl U3yUEHUS U aHaJln3a MPECCHI C LIEIbI0 BBIABICHUS MOTEHIIMAIBHBIX KIMEHTOB,
a TaKkKe MOATOTOBKM OINEpaTuBHOW WHpopMmanuu o mnoyiokeHMH Ha peiHke CMMU B (opme
eXKeHeNIeNbHbIX OT4eTOB. B noknanHoi 3anucke TokapeBa mpeniouia Ha 3TH JIOJDKHOCTU
no00paTh COTPYAHUKOB U3 YHCIA CTYJEHTOB 4-5 KypcoB (hakynbTeTa *KypHamuctuka MI'Y win
IIKOJIbI PEKJIaMBI.

Curyanus 4.

B UBaHoBckoi 007acTH CIOXKHIOCH KpailHE HANpPSDKEHHOE IMIOJIOKEHHE C TOPTOBJEH
MIPOMBINIUICHHBIMHA TOBapaMH U, B YaCTHOCTHU, MEOEIIBIO.

B 12 u3 15 paiioHOB TOproBiisi MeOenbi0 BEIETCS B HEMPUCIOCOOJIEHHBIX MOMEIICHUSX,
JUTIIEHHBIX HEOOXOMMOT0 000PYI0BaHMS, HE UMEIOIITUX HOPMATBHBIX TTOIBE3HBIX MyTEH.

Jnis pazpemieHuss JaHHOM TPOOJIEMBI K PYKOBOJUTENIO aaMUHUCTpanuu BaHOBCKOI
obnmactu II. U. IlonexaeBy oOparuicsi HadaJlbHUK YTpaBJICHUS TOProBIU AJIMUHUCTPALUU
WBanosckoit obmactu K. JI. Tapaco. B noxmagHOW 3amucke B CBSI3U € HEOOXOIUMOCTBIO
CO3JIaHUs YCIIOBUM, OTBEUAIOIIUX TPEOOBAaHUSAM OpraHU3AIMH TOProBiIM MeOenbio, Tapacos
MpOCUJI JaTh YKa3aHUs PYKOBOJMTENSAM AJIMUHUCTPALMN COOTBETCTBYIOLIMX PANOHOB O



MpeaoCTaBJICHUUN AJId TOPTOBJIN MeOEIBI0 HOMGH.[GHI/II\/'I, OTBCUAIONIUX YCTAHOBJIICHHBIM HOpMaM.

Cocmagums u ogopmums npomMoOKoIbl, HEOOXOOUMbBIE 6 CLEOYIOUIUX YNPAGIEHYECKUX
cumyayuu:

Curyanus 1.

Hupekmust OO0 «Actpess» (Cankr-IlerepOypr) 12.08.200 1. mpoBeno cCBOE OYeperIHOe
3acenanue, Ha kotopom mpucyrcrBoBaim BocrtpsikoB C.T., Crynues II.[l., Jlebenes U.M.,
Awnronos I1LJIL., Hlentynosa B.I"., Tumodeen A.A., CrynoBa M.I.

Ha 3acemanuu o0cyxnanoch J1Ba Bompoca: o0 xoje pekiaMmHoil kamnanuu B I kBaprane
200 r. u 0 mepexoje Ha HOBYIO CUCTEMY BBITLJIAThI IPEMUATIBHBIX.

[To mepBoMy Bompocy ciylanu cooOlIeHre HadallbHUKa OTAeNa pekiiambl Bocrpsikosa C.T.,
TEKCT COOOIIEeHUs KOTOpOro ObLT mepenan cekperapro 3acenanus H.Jl.bemosoii. [To aTtomy xe
BONPOCY BBICTYNII (prHAHCOBBINA aAupekTop TumodeeB A.A., KOTOpbIH 0100pHI yBeTUUYECHUE
pacxoioB Ha HapykHyto pekiamy B I kBaprane 200 1. Ha 5%.

ITo BTOpOMy Bompocy caenan coobienue CtynoB M.U. u TeKCT cooOIIeHHS TaKkKe mepenat
cekperapro. [lo ganHomy ke Borpocy BeicTynwid AHToHOB I1.JI., HauanbHUK OTJENa KaJApOB, U
Jlebene M.M., nupektop 1o mpojaxam. llepBblii 0m00pua HOBYIO CHCTEMY BBIILJIATHI
IPEMUATIBHBIX M PEKOMEHJOBaJl IOJArOTOBUTH HeoOxonumble aokymeHThl k 01.09.200 r.
Bropoit npemnoxun gopaboTath HOBYIO CHCTEMY BBIILIATHl IMPEMUATIBHBIX M PEKOMEHAO0BAJ
IIPOBECTH TOJIOCOBAHME [0 JAaHHOMY BOIPOCY Ha 00I11eM cOOpaHUM TPYJOBOrO KOJUIEKTHBA.

B utore 3acenanus ObLIM NMpHUHATHL cieayromue pemenus: 1. Onodputh paboTy otaena
pexiiambl B 11 xBapranme 200  r. 2. IlpoBectu obiiee cobpaHue TPyAOBOTO KOJUIEKTHBA 10
BOIIPOCY O TIEpeXoJe Ha HOBYK CHUCTEMY BbIIIaThl nOpemuanbHbix 15.08.200 1.
OTBeTCTBEHHBIM 32 MMOATOTOBKY coOpaHus Obliia Ha3Ha4YeHa 3aB.KaHuensipueit [llentynosa B.I'.

Cobpanue Ben npenceaarens O.A.PymsHies.

Curyanus 2.

3A0 «I'pana-M» (MockBa) 05.03.200 r. mposeno 3acenanue CoBera ITUPEKTOPOB, HA
KOTOpOM mpucytrctBoBasin cienytoue wiensl Cosera: Ilonos W.IIL., UBanos WU.U., Cunopos
C.C., Yctunosa Y.V., ®enopoB @.®. B cBsizu ¢ HanuuueM KBOpyMa 3ace/jaHue OblIO MPU3HAHO
npaBoMOYHbIM. Ha 3acenaHue BBIHOCWIICS BONPOC 00 OMNpEAETeHUH PHIHOYHOM CTOMMOCTH
pa3MenaemMpix OOIEeCTBOM JIOMOJHUTENbHBIX akiuid. [lo maHHOMY BOMpOCy 3acylalia
®enopoBa D.D., KOTOPHIA MPENTIOKUIT ONPENEIUTh PHIHOYHYIO CTOMMOCTH Pa3MEIaeMBbIX
o0LIeCTBOM aKIUM MyTeM 3aKpBITON MOAMMCKU JOMOJIHMUTENIbHBIX akiuil B pazmepe 10 000
(mecsTu ThICAY) pyO. 3a akLMio. 3acelaHue IMOCTaHOBWJIO YTBEPAUTH mpemioxenue degoposa
®.®., Tak KaKk MOpH rojocOBaHWU «3A» OBUIO OTAAHO NATh TOJOCOB, MPOTOJIOCOBABIINUX
«ITPOTUB» u «BO3JEP2KABHINXCS» He Ob110. Perienne npuHITO €AMHOTTIACHO. 3aceJaHue
Ben npencenarens [1.M.ITonos. [IpoTtokon noarorosnen cexkperapeM N.I1.ITeTpoBbim.

Curyanus 3.

Corpynuuku Oyxrantepun OAO «KBaHT» MpoBenM 3aceaHHe IO BOIPOCY COKPALCHHS
CpoKa cocTaBieHusl rogosoro ordera 3a 200 T., HA KOTOPOM NpUCYTCTBOBANIO 6 uyenoBek. C
coobuienueM BoicTynuia oyxranrep CypkoBa A.M., KoTopasi OTMETHIIA, YTO PAOOTHUKH TPYIIIIHI
ydeTa UMEIOT BCe BO3MOXKHOCTH JUIsl 3HAUUTENILHOIO COKPAIIEHUsI CPOKA COCTABIEHUS I'0JI0BOIO
0TYeTa, U YTo rojoBoi oryeT 3a 200 1. MOXKET OBITh MPEJCTABIICH IPYNIION yueTa Ha 3 THS
paHbIIIe YCTAaHOBJIEHHOIO CPOKa.

B o6cyxnenun mganHoro Bompoca BoicTynuiun E.H.KpoToB, rmaBHblif Oyxranrep, u
I'.A.lllybuna, 6yxranrep. KpoToB coobmui o ToMm, 4T0 UM pazpadboTaH HOBBIN rpaduk paboT 1o
COCTaBJICHUIO TOJOBOTO OTYETAa, NMPH YCIOBUU BBHINOJHEHHUS KOTOPOTO BCEeMU pabOTHHUKAMHU
IpyNIbl y4yeTa, roJJOBOM OTYET MOXHO COCTAaBUTh M CAATh Ha 4 JHS PaHbIIE YCTaHOBJIEHHOTO
cpoka. ' A.lllyGuHa oTMeTHNIa, YTO JOCPOYHOE TpEACTaBlIeHUE rofoBoro oryera 3a 200 T.



SBIISICTCS TIOYETHOW M OTBETCTBEHHOM 3ajaueil paOOTHUKOB OyXraiTepuu, U UYTO KOJUIEKTHB
OyXTaJITepUl MOXKET COCTaBUTH T'OJIOBOM OTYET paHbIIEe CPOKa, €Clu BCce PAOOTHUKH OymyT
BBITOJIHATH YIUIOTHEHHBIN Tpaduk paboThl.

B uTore 3acenanus ObLIO pelIEHO MPEICTaBUTh ro0Boi oTuer 3a 200 r. Ha YeThIpe JHA
paHbllle ycTaHOBJIEHHOTro cpoka, T.e. 00.00.200 r. m mpoBecTH aHaiu3 TOAOBOIO OTYETA C
LIEJIBIO BBIABIICHUSI PE3EPBOB, HEOOXOIMMBIX Ul YCIHEIIHOrO BBIITOJIHEHHS IiaHa 3a 200 .
3acenanue Bena npeaceaarens K.M.JIepamosa, nporokonuposan cekperaps 1.B.XomsKkoB.

Cocmagumsv u opopmums npuxazel no JTUYHOMY COCMAGY, HEOOXO0UMble 6 OAHHBIX
YRPAGIEHYECKUX CUMYAUUAX.

Curyanus 1.

Beimmyckauna ¢axynbTeTa ymnpaBieHHs POCCHIICKOro rocynapcTBEHHOIO T'yMaHUTapHOTO
yHuBepcurera Jlenucosa TartbsiHa MuxaiinoBHa 20 HroJis TEKYIIEro Ioja MOCTyNuiIa Ha paboTy
B Poccuiickoe areHTCTBO MEXIyHapOJIHOro coTpyanuyectBa U pasButus (PAMCuP) Begyumm
CIELUAJINCTOM YTIpaBJICHHUs ieJaMu. ATEHTCTBO SIBJIIETCS TOCYIapCTBEHHON OpraHu3anuei npu
[TpaButenscTBe P® u ocymectBiaser Ha0Op ClyXamUX TOJIBKO MO JoroBopy. Jloroeop
noAnucaH oT mMeHu areHtcrBa ero npexacenaresneM lloxuneim A H. Ilpoexr mpukasza mno
JTUYHOMY COCTaBYy IMOJTOTOBJIEH MHCIEKTOpOoM 1o Kaapam ComnoBseBoit W.I'. 20 uronst u B TOT
e JIeHb 3aBU3MPOBAaH HAaYaJIbHUKOM YIpaBiieHHsI KaapoB ApOys3osbiM IL.H. n ynpapistomum
nenamu MuxeesbiM B.U. Ilpuka3 nognucan 21 utons u o0bsiBieH [leHHCcOBOI 10 pacUCKY.

Curyanus 2.

Oxonomuct BacunweBa Exarepuna HuxomaeBHa 1 ceHTsOpsi Tekymiero roja mojana
3agBneHre B OO0 «Jlyu» ¢ mpoch00il mpuHATH €e Ha paboTy CHEeUaTucToM (UHAHCOBOTO
OTJIela Ha HemoJHbIM pabounii neHb. Mucnektop no kagpam CmupaoBa U.C. o0bsicHuia, 4To
dupMa HMMeeT BO3MOKHOCTh NPUHATH Ha pabOTy HSKOHOMMCTA, HO Ha OCHOBE CPOYHOTIO
TPYAOBOIO JoroBopa. TpyJqoBoi AOroBOp ObUI 3aKIIOUYEH 5 CEHTAOpS W MOANHUCAH OT MUMEHU
(bupMbl TeHepaabHbIM TupekTopoM MuponoBeiM JI.C. B TOT ke neHb OblT M3JaH MpHKa3 10
JUYHOMY COCTaBy, 3aBu3MpoBaHHbBIH CmupHoBoil U.C. u ropuckoncynbtom XmenesiM H.O.
[Tpuka3 Ob11 00BsiBIeH BacunbeBoit E.H. non pacnucky 6 ceHTa0ps.

Curyauus 3.

3aBenyromias otneinoM mucem razetbl «['yOepHusi» ComoBa Anna lBanoBHa 15 wmas
TEKYIIEro rojia 00paTuiiack K rilaBHOMY penaktopy YBapoBy A.H. ¢ npock0oii mpenocTaBuTh e
OTITYCK 0€3 COXpaHeHHUs 3apaboTHOM TIaTkl ¢ 16 mo 18 Mas Mo ceMeHbIM 00CTOATEIHCTBAM.

[IpoexT mpukaza o0 oTmycke ObLT 0OPMIICH HAYAIBHHUKOM OTAeNa KaapoB EpmakoBbiM
W.H. 15 mas, 3aBU3UpOBaH U B TOT K€ JI€Hb MOJANKCAH II1aBHBIM PEIaKTOPOM.

Ilepeuenv yacmu KomnemeHyuu, NPosepsIEMbIX OUYEHOUHbIM CPEOCNBOM:

[TK-4 — 3HaTh OCHOBHBIE PEKBU3UTHI O(DOPMIICHUS U MPEACTABICHUS PE3yabTaTOB HAYYHO-
HpI/IKJ'Ia)IHOI\/'I JACATCIIBHOCTU II0 MOJ'IOJIG)KHOI\/'I TEMATUKE B COOTBECTCTBUU C pOCCI/II\/’ICKI/IMI/I u
MEXIYHAPOAHBIMU HOPMATUBHBIMH JIOKYMEHTAMH U CTaHJAApPTAMH, HAYYHBIMHU U CIIEIMAIbHBIMU
TpeOOBaHUSAMU K IIPE3EHTALUU

Kpumepuu oyenxu:

«YAOBIIETBOPUTENIBHO» - PEKBU3UTHl JIOKYMEHTOB IIpEJICTaBI€Hbl (hparMEeHTapHO, C
HapyLIEeHUsIMUA B 0(pOopMIIeHHUHY;
«XOpOILO» - PEKBU3UTHl JTOKYMEHTOB IPEACTaBICHbl YaCTHYHO, O€3 HapylleHUH B

0(OpMIICHHUH, B TIPABHILHOM IOPSIJIKE.
«OTIIUYHOY» - PEKBU3UTHI JJOKYMEHTOB IPEICTABIICHBI B TIOJIHOM 00beMe, 0e3 HapylnIeHu! B
o OopMIICHHH, B TIPABHILHOM TMOPSJIKE C COOTIOACHUEM BCEX HEOOXOIUMBIX TPEOOBAHUIA.



4.1.5. IlpumepHbIe TeCTOBbIE 32aHUSA VI TEKYIIEr0 KOHTPOJIsI

1. Ymo o3nauaem mepmun «0okymenmy?
A)aprymeHr;
b) Bu3a;
B)neno;
I') mpukas.
2. Om Kaxoeo A361Ka NPOUCX00Um mepmMuH « 00OKyMeHm»?
A) HEMEIKOTO;
b) narunckoro;
B) anrmmiickoro;
I') rpeueckoro.
3. Cogokynnocms pabom, C6A3GHHLIX C CO30aHUeM OOKYMEHmMO8, Ux pecucmpayuel,
Knaccugurayue, 08udCeHUeM, Y4emom U XPaHeHUeM HA3bIBAIOMCA ...
A) KOppecIoHIeHINEH;
b) nenonpounzBoacTBom;
B) noxymenTHpoBaHuem;
I') noxymeHT0060pOTOM.
4. Koeoa 6wi1u ymeepoicoeHvl ocHosHvle npasuna PK?
A)17.08.95;
b) 30.06.92;
B) 12.12.98;
') 12.12.00.
5. OcHosHble 00KYMeHmMbL BLINOIHAIOMCS, HA KaKoMm ¢hopmame?
A)A 4 umm A 5;
b) A8 umm A 12;
B) A3 wm A §;
) Al12.
6. Ilpuxaz —smo ...
A) pacnopsiIUTENbHBIN TOKYMEHT;
b) nuadopmManmoHHbINi JOKYMEHT;
B) cipaBo4HBIN JOKYMEHT;
I') AMuHBI TOKYMEHT.
7. JonscHocmuas uncmpykyust - 3mo
A) pacriopsUTeIbHbIN TOKYMEHT;
b) undopManinoHHbIN TOKYMEHT;
B) opranu3aimoHHbII TOKyMEHT
I') AMuHBIA TOKYMEHT.
8. Ilpomoxon — smo ...
A) pacnopsIUTENbHBIN TOKYMEHT;
b) nadopmManmoHHbINA JOKYMEHT;
B) cipaBo4HbIN JOKYMEHT;
I') TMYHBI TOKYMEHT.
9. Iucvmo — smo ...
A) pacniopsIUTENbHBIN TOKYMEHT;
b) undopmMannoHHbIi TOKYMEHT;
B) cripaBouHbIil TOKYMEHT;
I') AMuHBIA TOKYMEHT.
10./llmammnoe pacnucanue — s3mo ...
A) pacTiopsIUTEIbHBIA TOKYMEHT;
b) nuadopmManmoHHbINi JOKYMEHT;



B) cipaBo4HBII JOKYMEHT;
I') opranu3anmoHHBINA JOKYMEHT.
11. [ybruxam — smo ...
A) opuruHai;
b) konus nokymenra;
B) cripaBo4HBIH TOKYMEHT;
I') sx3emmuIsip, BblJaBa€Mbli B3aMEH YTPAUE€HHOT'O IOKYMEHTA.
12. Pewenue — smo ...
A) pacniopsIUTENIbHbIN TOKYMEHT;
b) nadopMannoHHbII TOKYMEHT;
B) cipaBo4HBIN JOKYMEHT;
I') opranu3anmoHHBINA JOKYMEHT.
13. Jlosepennocms — smo ...
A) pacriopsUTeIbHbBIN TOKYMEHT;
b) undopmManinoHHO- CrIpaBOYHBIN JOKYMEHT;
B) cnipaBouHbIil TOKYMEHT;
I') opranu3aniMOHHBIN TOKYMEHT.
14. UT]] — smo ...
A) pacnopsiIUTENbHBII TOKYMEHT;
b) undopmanmoHHo- cipaBOYHbIN TOKYMEHT;
B) cipaBo4HbIi JOKYMEHT;
I') Tu4HBIA TOKYMEHT.
15. KT/[ — smo ...
A) pacriopsUTeIbHbII TOKYMEHT;
b) unpopmManinoHHO- CrIipaBOYHBIN TOKYMEHT;
B) cripaBouHbIil TOKYMEHT;
I') nMuHBIA TOKYMEHT.
16. Axkm — smo ...
A) pacniopsiIUTENbHBIN TOKYMEHT;
b) nadopmarmonHo- cipaBOYHbIN TOKYMEHT;
B) cripaBouHBI TOKYMEHT;
I') AMuHBI TOKYMEHT.
17. Jloeepennocmo — smo ...
A) pacriopsAUTEIbHBIN TOKYMEHT;
b) undopmManinoHHO- CrIipaBOYHBIN TOKYMEHT;
B) cnipaBouHbIil TOKYMEHT;
I') nMuHBIA TOKYMEHT.
18. @axcovr u E-mail —smo ...
A) pacniopsiIUTENbHBII TOKYMEHT;
b) undopmarmonHo- cipaBOYHBIH TOKYMEHT;
B) cripaBouHBI TOKYMEHT;
I') TMYHBIA TOKYMEHT.
19. Uckosoe 3aserenue — 3mo ...
A) pacniopsIUTENbHBIN TOKYMEHT;
b) undopmManinoHHo- CIipaBOYHBIN TOKYMEHT;
B) cripaBouHBIil TOKYMEHT;
I') ropuanueckuii JOKyMEHT
20. Dxcnepmu3y yeHHOCMU OOKYMEHMO8 NPOBOOUM ...
A) xomuceus;
b) pykoBoauTens npeanpusTus;
B) paboTHuku Oyxrantepuu;
I') cneunanuctel.



Koo-knou npasulbHblx 0meenioes
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[T1K-4 — 3HaTh OCHOBHBIE PEKBU3UTHI O(DOPMIICHUS U MPEACTABICHUS PEe3yIbTaTOB HAYYHO-
MPUKIIATHON JEATEIbHOCTH IO MOJIOJCKHOM TeMaTHUKE B COOTBETCTBHU C POCCHHUCKUMH U
MEXIYHApOJAHBIMU HOPMATUBHBIMU JIOKYMEHTaMHU U CTaHIapTaMU, HAYYHBIMU U CIIEIUATbHBIMU
TpeOOBAHUSIMU K MPE3CHTALIHI

Kpumepuu oyenxu:

«y00871emBopuUmMelbHO» - €CIIA CTYICHT OTBEYAeT MPaBUiIbHO Ha 50% TECTOBBIX 3a/laHU

«XOpouwioy - €Clli CTYACHT OTBevaeT npaBuiibHO OT 51 10 90 % TecToBbIX 3a7aHU

«OMAUYHOY - €CIIM CTYACHT OoTBeuaeT npaBmwibHO OT 91 10 100 % TecToBbIX 3amaHuit

4.2 DoHJ 01LIEHOYHBIX CPpEaACTB 1Jisl MPOBEACHUS l'[pOMC)KyTO‘-IHOﬁ arreCcTanmu.

CoNR~ LN E

10.

Bonpocs! U1 IOATOTOBKH K 3a4€Ty
Hcropus v Tpaguuuy poCCUUCKOTO AEIONPOU3BOICTBA.
HopmartuBHo-MeToqMuecKkas 6a3a COBPEMEHHOTO JIeTONPOU3BOICTBA.
Knaccudukanus 1em10BbIX JOKYMEHTOB.
Cranpaptu3anys ynpaBieHYECKUX JOKYMEHTOB.
Knaccugukaropbl TEXHUKO-3KOHOMHUYECKOH M COI[MAJIbHON MH(DOpMAIIUH.
[Tonsitue 06 OPJI, cocTaB ¥ CXEMBI PACIONOKEHHS PEKBU3UTOB.
bnanky JOKYMEHTOB U UX BUJBIL.
OdopmiteHne peKBU3UTOB OPraHU3aAIMOHHO-PACTIOPSAAUTENBHBIX JOKYMEHTOB.
3asBICHHUE.
CripaBo4HO-MH(OPMAIIIOHHBIE " CIIPAaBOYHO-aHAIUTUYECKHE JIOKYMEHTBI

OcoOeHHOCTH 0OPMIIEHHUS AKTOB.

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

Pa3HOBUIHOCTH 1€TTOBBIX MTUCEM.

Odopmienue dakcos.

Odopmrnenue Tenerpamm.

HopmatuBHas 1 HOpMaTHBHO-CIIPaBOYHAS JJOKYMEHTAITHS.
[1nanoBas kazpoBasi JOKyMEHTAIIHSI.
Opraan3annoOHHO-TIPaBOBas TOKYMEHTAIIHS.
[lepconanbHast JOKYMEHTALIHS.

Odopmnenue muuHOTO AETA.

Pe3rome kak HOBBIN BUJI JOKYMEHTA.
CocraBreHne JOKYMEHTOB JIMYHOTO XapaKTepa.
TpeOGoBaHMsI K CTPYKTYpE TEKCTa JOKYMEHTA.
TpeboBanust K 0POPMIIEHUIO TEKCTA TOKYMEHTA.
Odopmnenue Tabuil.

SI3BIK ¥ CTUJIb CITY>KEOHOTO JOKYMEHTA.
JIOKyMEeHTOOO0POT U JOKYMEHTOIIOTOKH.



26. Dranbl 00pabOTKU TOKYMEHTOB.

27. CuctemaTtu3anus JEJIOBBIX JOKYMEHTOB.

28. Homenkmnatypa nem.

29. ®opmMupoBaHUE JEII.

30. IMoxroroBka JOKYMEHTOB K IOCIEAYIONIEMY XPaHEHHIO U UCTIOIb30BaHUIO.

31. O06s3aHHOCTH CEKpeTaps.

32. OYHKUUU KaHIETSPUH.

33. 3amurta KOHPUACHIIMATHHOU HHPOPMAIIUH.

34. Vcnonp3oBaHHWE COBPEMEHHBIX KOMIBIOTEPHBIX TEXHOJOTHH B JOKYMEHTOOOOPOTE
YUPEXKIACHUHN, IPEANPUATHIN, OpraHU3aUn.

Kpumepuu oyenxu:

«YAOBIIETBOPUTEIBHO» - CTYJEHT UMEET (hparMeHTapHbIC MPEICTABICHUS O COJACPKAHUU
BOIIPOCOB, YACTUYHO OCBOMJI IIOHATHUHHO-KATETOPUAJIBHBIN alllapar;

«XOpOILIO» - CTYIACHT JAEMOHCTPUPYET OOIIMEe 3HAHHS MO COACPKAHUHU BOMIPOCOB, YMEET
YCTaHABIIMBATH CBSI3H MEXKIAY TCOPCTHUSCKUMH MOHITHSIMH U YMITUPUICCKUMHU PaKTaMU;

«OTJIMYHOY - CTY/ICHT AEMOHCTPUPYET CUCTEMHbIE 3HAHUS O COJIEP>)KaHUU BOIIPOCOB, YMEET
YCTaHABIIMBATh CBSI3U MEXKIY TCOPCTHUCCKUMH TIOHSATUSMH M SMIMPHYSCKUMHU (aKTamu,
dbopMynupyeT aHaTUTUYECKHE 0000IIEHUS U BBIBOIBI.

OneHoYHbIE CpelncTBa IS WHBAIMAOB W JIMIl C OTPAaHUYEHHBIMH BO3MOXKHOCTSIMHU
3JI0POBBS BEIOUPAIOTCS C YUETOM MX WHAMBHUIYAIbHBIX ICUXO(MU3UUECKUX OCOOEHHOCTEH.

— IIpY HEOOXOIMMOCTH MHBAJHIAM | JIUIAM C OTPAHUYCHHBIMH BO3MOKHOCTSIMH 3710POBBSI
MIPEIOCTABIISACTCS TOMOIHUTENBHOE BpeMs Ui MMOATOTOBKH OTBETAa HA SK3aMEHE;

— IpU TPOBEACHUU TPOLEIYPHl OLICHUBAHHS PE3YJIbTATOB OOyUYSHHSI MHBAIHMJIOB H JIUI] C
OTPaHUYEHHBIMHU BO3MOXHOCTSIMU 3/I0POBbS MPEAYCMATPUBAETCS HCIIOJIb30BAHUE TEXHUYECKHUX
CPEICTB, HEOOXOAMMBIX UM B CBSI3H C UX HHIUBUIYATHHBIMA OCOOCHHOCTSIMU,

— TIpU HEOOXOIUMOCTH I 00YJAIOIIUXCS C OTPAaHUYCHHBIMU BO3MOKHOCTSIMH 3/I0POBbS U
WHBAIMAOB TIpOIeaypa OLEHUBAHHUA pe3yJIbTaTOB OOYYEHHs 10 JUCIHUIUIMHE MOXKET
MIPOBOAMTHCS B HECKOJIBKO ITAMOB.

[Iporiemypa omeHWBaHUS pe3yIbTaTOB OOyUEHHS WHBAIMIOB M JIMII C OTPAaHUYCHHBIMU
BO3MOXXHOCTSIMU 37I0POBbSI MO JUCIHUILTHHE (MOAYNIO) MpeaycMaTpuBaeT MpPeI0oCTaBlIeHUE
uHpopManuu B QopMmax, aJaNTHPOBAHHBIX K OTPAHUYCHHSIM WX 3J0POBbS M BOCIPHUSATHUS
UHpOpMaLUu:

Jist Ut ¢ HapyIIEHUSIMH 3PEHHS:

— B IIe4aTHOU popme yBeIHMUEHHBIM MIPUPTOM,

— B popMe PIIEKTPOHHOTO TIOKYMEHTA.

Jlist TuIL ¢ HapyIISeHUSIMH CTyXa:

— B IIeYaTHOU (opme,

— B (popMe PIIEKTPOHHOTO IOKYMEHTA.

Jist U1 ¢ HapyIIEHUSIMHA OTIOPHO-/IBUTATEBHOTO amnmapara:

— B 1e4atHoi opme,

— B popMe PIIEKTPOHHOTO IOKYMEHTA.

JlaHHBIN TepedeHb MOXKET OBITh KOHKPETH3HPOBAaH B 3aBUCUMOCTH OT KOHTHHIEHTA
oOydJaronuxcs.

4.2.1. llpumepHas TeMaTHKA pedepaTos:

JIOKyMEHTUPOBAHKE TPYAOBBIX OTHOLICHUH.
Opranu3alioHHbIE TOKYMEHTHI.
VYnpaBneHue JOKyMEHTaIUEH.
dopMHpOBaHUE JOKYMEHTOB JIEIIA.
ITonroroBka n nepenayva Jeil B apXuB.
KoHTpo:1b ucronHeHus: JOKyMEHTOB.

SouhkwdE



7. CekpeTHbIE TOKYMEHTHI.

8. OcHOBBI 0O(DHCHON TOKYMEHTAITMOHHOW pabOTHI M IEITONPONU3BOICTBA.

9. IIpobnembl OpraHu3alMy APXUBHOTO XPAHEHUS 3JICKTPOHHBIX JIOKYMEHTOB.

10. HopmaruBHas 6a3a AeI0MpON3BOICTRA.

11. JIokyMeHTBI FOPUAMYECKOTO XapaKTepa.

12. PacnopsinutenbHbIE TOKYMEHTHI.

13. Hcropuyeckue acreKThl JeIOMPOU3BOICTBA.

14. MudopmarimoHHO-CIIpaBOYHAS TOKYMEHTAIIHS.

15. JToxymeHTHI 1 UX 0()OpMIICHHE.

16. Cayxo6a JIOVY: nenu u 3a1aun AeATEILHOCTH B COBPEMEHHBIX YCIOBHUSX.

17. Opranunzauus 1en01ponu3BOJACTBA.

18. CayxeOHbIe MHCHMa.

19. [eno B nenomnpousBoacTse. HoMeHkmaTypa nen.

20. TIpuHIUIBI OpraHU3aIH JUYHOTO IPUEMa IpaX/IaH ¢ OOpaIECHUSIMU.

21. XpaHeHue TOKYMEHTOB B 3JIEKTpOHHOU (hopme. [ToHATHE 3JEKTPOHHOTO JOKYMEHTa,
ero mnpeumyniecTBa M HemoctaTku. OOecriedeHre COXPAHHOCTH JAOKYMEHTOB B 3JIEKTPOHHOM
dbopwme.

22. AHanu3 pblHKAa aBTOMATU3UPOBAHHBIX CHCTEM JEJIONPOU3BOICTBA.

23. IIpobnema aBTOMAaTH3AIMH JEIONPOU3BOCTBA

24. DIeKTpOHHOE MPAaBUTEIHCTBO.

TpebdoBanus k ogpopmiieHUI0 pedpepara:

PedepatuBHoe coobmienue numercs Ha nuctax ¢popmara A4. Tekct u Ipyrue >JIeMEHTHI
pedepata MOTyT OBITH HalleyaTaHbl HA KOMIBIOTEPE HJIM BBIOJIHEHBI PYKOIMCHBIM CITIOCOOOM.
O6bem pedepara gomxeH cocTaBisaTh 10-12 MammMHONUCHBIX WK 12-16 PYKOMUCHBIX JIMCTOB.
[Ipu pacmonoXxeHUH TEKCTa Ha JINCTE JOJDKHBI OBITH BBIAEP)KaHBI mourst: cieBa-30, cnpasa-10,
cBepxy-15, cauzy-20 Mm.

Yka3bpIBaeTcsl TUTYJIBHBIN JIMCT, TUIAH, BBEJICHHE (I[ENTM U 33/1a49H, aKTyaJIbHOCTh), OCHOBHAS
YacTh, 3aKJIIOYCHHE, CIHCOK WCIOJIb30BaHHOW nuTeparypbl. OCHOBHas 4YacTh JIOJDKHA
MOJIHOCTBIO PAaCKPBIBATh TEMY pedepara.

Jlutepatypa: 1 pacKpbITUsL cOAepk aHMs BEIOpAaHHOW TeMbl PEKOMEHyeTCsl HCIIOJIb30BaTh
Mt00bIe yUeOHO-METOMUECKHE TOCO0US, U3JaHHsI TEPUOIUIECKON NEeYaTH.

5. IlepeyeHb OCHOBHOII M JONMOJHHUTEJIbLHOW y4eOHOW JHTEepaTypbl, HEOOXOAUMOI
JJIs1 OCBOCHMS M CUUILTHHBI (MOXYJIfA).

5.1 OcHoBHasi 1UTEpaTypa:

1. Kysuenos, U. H. [lenompousBoacTBO [DNEKTPOHHBIN pecypc]: yueOHoe mocobue /
Kysuenos U. H. - M.: lamkos u K°, 2014. - 460 c. - https://e.lanbook.com/book/50237#authors

2. JIOKyMEHTaIlMOHHOE oOecrieueHue yIpaBJIeHUsI. JIOKyMEHTO0O0POT
U JIETIOTIPOU3BO/ICTBO [DNIEKTPOHHBIN pecypc]: y4eOHMK W TNPaKTUKyM JUISl MPHUKIAJHOTO
OakamaBpuata / KysnernoB U. H. - 3-e uzn., mepepab. u gom. - M. : FOpaiit, 2018. - 461 c. -
https://biblio-online.ru/book/7873BF4B-A3F7-44E2-8EC0-1E3D6392702A

0) 10MOJIHUTEJIbHAS JINTepaTypa:

1. TIpozoma, O. C. Jlenonpou3BOACTBO [ DIEKTPOHHBIN pecypc]: yueOHoe mocodue ais
akagemuyeckoro OaxanaBpuara / O.C. I'po3zoBa. — Mocksa: HOpaiir, 2017. — 124 c. —
https://biblio-online.ru/book/5F1C27F2-251B-4B74-BE78-AC06A5D30956 Ky3Herios, 1. H.

2. Kyznenos, U.H. 2. JlenonpousBonactso [Tekcr]: yueOHO-cripaBouHOe TIocoOue / .
H. Ky3nenos. - 6-e u3x., mepepad. u gom. - Mocksa: lamkos u K°, 2014. — 459 c. — bubmmorp.:
c. 359-363. — ISBN 9785394019814 : 235.61

B) 3JIEKTPOHHbIEe Y4eOHUKHN U UHTepHeT-pecypcehl:
DJIEKTPOHHBIEC YYeOHUKH:


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

1. Awnomuna H. H. JlenoBoe mucbMo: METOJMKA COCTABICHUS U MpaBuia ohopmieHus: 4-¢
U311, ucnp. u goim. - Mocksa: Omera-JI, 2010. - 96 c. http://www.biblioclub.ru/book/54623/

2. bapuxun A. b. JlenonpousBoacTBO M JOKyMeHT0000poT MockBa: KHuxHbIIH Mup,
2012. - 416 c. http://www.biblioclub.ru/book/89671/

3. Kynses H. H. VYpanos /. H. ®abpuunoB A. I'. JlokymeHToBeneHHE. Y4YEeOHHK.
Mocksa: Jloroc, 2011. - 178 c. http://www.biblioclub.ru/book/84880/

4, OpraHuzanuss ¥ TEXHOJOTHUS JIOKYMEHTAllMOHHOTO oOecleueHus yIpaBiICHUS:
KoHcIekT Jiekiuid. ITensa: 6. u., 2011. - 95 c. http://www.biblioclub.ru/book/39371/

5. Comnoryo O. II. [enonpou3BOJACTBO: COCTAaBJICHHE, PEIAKTUPOBaHHE U 00pabOTKa
nokymMeHToB Mocksa: Omera-JI, 2013. - 208 c. http://www.biblioclub.ru/book/54627/

6. TunoBas WHCTPYKIHS 1O  JEJIONPOU3BOJACTBY B  (eAcepalbHBIX  OpraHax
UCIIOTHUTENIbHON BiacTH. HoBocmOupck: CuOupckoe yHUBEPCUTETCKOE M3aaTenbcTBo, 2008. -
80 c. http://www.biblioclub.ru/book/57402/

6. Ilepeyens  pecypcoB UH(POPMALMOHHO-TEJIEKOMMYHHUKAIIUOHHOMI ceTH
«HTEepHEeT», HEOOXOAMMBIX VIS OCBOCHUS JUCHUILIMHBI (MOAYJIS).
— www.delpro.narod.ru - Jlenonpou3BoacTBo+.
— www.termika.ru — DHnukIone s JEIIONPOU3BOCTBA.
— www.directum.ru - DJIEKTPOHHOE JEIOMPOU3BOJICTBO U KAaHIIEIAPHUS

7. MeToauyeckne yKa3zaHusi AJs1 OOyYAlOIIMXCH IO OCBOEHHMI0 THCHMILIMHBI
(MmonyJis).

JICKITMOHHOE 3aHATHE TMPEJACTaBISACT COOOM CHCTEMaTHYecKoe, IOCIIeIOBATEeIbHOE,
MOHOJIOTHYECKOE H3JI0KEHHUE MPEernoiaBaTeleM-IeKTOpOM y4eOHOTO MaTepuana, Kak MpaBuIIo,
TEOPETHUECKOr0 Xapakrtepa. Takoe 3aHsATHE TMPEACTaBISET COOOW DJIEMEHT TEXHOJIOTUU
MpeJCTaBlICHUsT y4eOHOrOo Marepuana IMyTeM JIOTUYECKH CTPOWHOT0, CHCTeMaTHYeCKU
MOCJIEIOBATEIbHOTO W SICHOTO  HWBJIOKEHUS € HUCIOJIb30BAaHUEM  HMHTEPAKTUBHBIX

00pa3oBaTeNnbHbIX TEXHOJIOTHI (MynbTUMETUNHBIX, JEKIUHU-TUCKYCCHH, JEKIHNH-
JIEMOHCTPAILIHH ).
Lenp nexuum — opraHu3alus UEICHANPABICHHOW I[103HABATEIbHOM JI€ATEIbHOCTH

00ydJaronumxcsi Mo OBJAJACHHUIO MPOTrPAMMHBIM MaTe€pUaIOM Y4YEOHOW AUCIUIUIMHBL YTeHue
Kypca JIEKLIMH T[O3BOJSAET JaTh CBA3aHHOE, IIOCIENOBATENbHOE W3JI0KEHUE Marepualia B
COOTBETCTBUU C HOBEHIIMMH JAHHBIMH HAyKH, COOOIIUTH CIIYIIATENIIM OCHOBHOE COJZIEpKaHUE
IpeaMeTa B IEIOCTHOM, CUCTEMAaTU3UPOBAHHOM BUJIE.

3ajaun JIEKIMU 3aKII0YAlOTCd B oOecreueHuu (HOPMUPOBAHUS CHCTEMBl 3HAHHMM 10
yueOHOM JUCHUIUIMHE, B YMEHUM apryMEHTHPOBAaHO W3JIaraTh Hay4dHbI Marepuan, B
dbopmupoBaHuK MPOGHECCHOHATHLHOTO KPYro3opa M OOIIeH KyJIbTypbl, B OTPAXKEHUU €IIe HE
MOJYYMBIITUX OCBEIICHUS B yU4eOHOU JIUTEpaType HOBBIX JOCTHKEHHI HAyKH, B ONTUMHU3ALNU
Ipyrux ¢GopM opraHu3aly yueoHoro mnpoiecca.

[IpakTudeckue 3aHATUS — SBISAIOTCA (HOPMOI yueOHOW ayqUTOPHOW pabOTHI, B paMKax
KOTOpOH (OPMHPYIOTCS, 3aKPETUIAIOTCS W TPEACTABISIOTCS acCUpaHTaMH 3HAHUS, YMEHUS W
HABBIKH, HHTETPUPYIOIIUE PE3yIbTaThl OCBOSHUS KOMIIETCHIIMN KaK B JIEKIIMOHHOM (opmare,
TaK B Pa3IUYHBIX (OPMaX CaMOCTOSTENbHOW paboThl. K KakIoMy 3aHATHIO TPEMOJaBaTeIeM
bopMynUpyIOTCS MPAaKTUYECKUE 3a/laHus, TPeOOBaHUS W METOAUYECKHE PEKOMEHIAIMU K HUX
BBITIOJTHEHHIO, KOTOPBIE MPECTABISAIOTCS B (DOHE OIIEHOYHBIX CPEACTB YUEOHOM TUCIIUTUTNHEI.

KoHTponp camocTosTensHOM padoThI: A CTYACHTOB MHEBHOW M 3a0YHOU (HOPMBI
00y4YeHUs1 — TEeKYIIUHA KOHTPOJIb OCYIIECTBISETCS B COOTBETCTBHE C MPOTPAMMON 3aHATHI
(eXKeHeIeTbHO IS CTYJASHTOB OYHOM (opMbl OOy4YeHHS; MO ceMecTpaMm — IS CTYACHTOB
3a09HOM (POpMBI 00YUEHUS); TMPOMEKYTOUHBIM KOHTPOJIb MO UTOTaM OCBOCHUS JIUCIUTUTHHBI
OCyIIECTBIIsIeTCST B (opMe pPEHUTHHTOBOM CHCTEMBI OIIEHOK. Onucanue 3amaHuil s
CaMOCTOSITENIbHOM paboThl CTYAGHTOB W TpeOOBaHMII MO WX BBINOJIHEHUIO BBIJAIOTCS
mpernojaBaTesieM B COOTBETCTBHM C pa3paboTaHHBIM (POHIOM OIEHOYHBIX CPEACTB IO


http://www.biblioclub.ru/book/54623/
http://www.biblioclub.ru/book/89671/
http://www.biblioclub.ru/book/84880/
http://www.biblioclub.ru/book/39371/
http://www.biblioclub.ru/book/54627/
http://www.biblioclub.ru/book/57402/
http://www.delpro.narod.ru/
http://www.termika.ru/
http://www.directum.ru/

AUCHUIITIMHEC aHTUKOPPYIIIUOHHAA ITOJIMTUKA.

CamocrosTenbHas paboTa CTYJCHTOB MO JIaHHOMY YYeOHOMY Kypcy IMpeanojaraet
MO3TAITHYIO MOATOTOBKY IO KAXKIOMY Pa3/ielly B paMKaxX COOTBETCTBYIOIINX 3a/IaHUM:

[lepBbIif 3Tam CaMOCTOSATENLHOW pabOThI CTYACHTOB BKJIIOYaeT B ceOs TIIATEIbHOE
U3y4eHHE TEOPETUYECKOTO MaTepuaia Ha OCHOBE JICKIIMOHHBIX MaTEpHAJIOB IPETrojaBaTels,
PEKOMEH/IYEMbIX  pa3JeIoOB OCHOBHOH W  JONOJHHUTEIBHOW JIUTEpaTypbl, MaTepHajioB
NEPpUOANYICCKUX HAay4YHBIX H3I[aHPIﬁ, HCOGXOI[I/IMBIX JJIA OBJIaACHU A MIOHATUHHO-
KaTerOpUaIbHBIM aImapaToM U (OpPMHUPOBaHUS NPEACTABICHUN O KOMILUICKCE aHATHUTUYCCKOTO
WHCTPYMEHTAPUS, UCIIOJIb3YEMOr0 KaK B paMKaX JaHHOW OTpAciy 3HAHUSA, TaK U MyOIHYHON
NPaKTUKE;

Ha BTOpOM 3Tame Ha ocHOBE C(HOPMUPOBAHHBIX 3HAHUH M MPEACTABICHUI 1O JAHHOMY
pazzieny CTYIACHTHI BBITIOJNHSIOT TPAKTHYECKUE 3a/aHus, HaleJICHHbIe Ha (OPMHUpPOBAHHE
YMGHI/II;'I U HaBBIKOB B paMKax 3asIBJICHHOU KOMIICTCHIINU. Ha JaHHOM JTal¢ CTYACHTHI
OCYILECTBIISIIOT CAMOCTOSITEIILHBIA TTOUCK IMIIMPHYECKHX MATEPHaJIOB B PaMKax KOHKPETHOTO
3a/1aHus], O0OOIIAIT M aHAIM3UPYIOT COOpaHHBIM MaTepuall MO CXEeMe, PEKOMEHJIOBAaHHOU
npernojaBareaeM,  (GOPMYJIHMPYIOT  BBIBOJbI, TOTOBST  INPAKTHYECKUE  PEKOMEHJAIUH,
MPE3CHTAIMOHHBIC MaTCpUaJIbl A1 HY6J'II/I‘~IHOFO HX OPCACTABIICHUSA U O6CY)KIIGHI/I$[.

Kputepuu omeHKM 3alaHUii B paMKaX CaMOCTOSITEIBHOW paboOThl  CTYIEHTOB
bopMyIUpyroTCS TIpernogaBaTesieM B (JOH/IEC OIICHOYHBIX CPE/ICTB.

B ocBOCHMU IUCHMILIMHBI WHBAIMIAMU H JIMIIAMH C OTPAHUYCHHBIMH BO3MOXKHOCTSIMHU
30POBbsi OOJIBIIIOE 3HAYCHHE MMEST WHIWBHUIyalbHas ydeOHas paboTa (KOHCYJbTAlUU) —
JIOTIOJTHUTEIbHOE Pa3bsCHEHUE YIeOHOTO MaTepHara.

I/IH[[I/IBI/IZIyaJII)HI)IC KOHCYJIbTalMKM 110 HPCIAMETY SABJIAIOTCA BaKHBIM ¢)aKTOpOM,
CHOCOOCTBYIONIMM WHIWBUIYAIN3alUU OOYUYCHUS U YCTAHOBJICHUIO BOCIMTATEIILHOTO KOHTAKTa
MCXKAY NOperoAaBaTciicM U O6y‘-IaIOHII/IMC$I HWHBAJIMLJIOM HWJIMA JIMOOM C OI'PaHUYCHHBIMU
BO3MOXKHOCTSIMH 37I0POBBbSI.

8. IlepeyeHb MH(POPMALMOHHBIX TEXHOJIOTHI, HCIOJIb3yeMbIX NPH OCYIECTBJICHUH
00pa3oBaTeIbHOI0 Mpolecca Mo JUCHUIINHE (MOYJII0).

8.1 IlepeyeHb HH(POPMALMOHHBIX TEXHOJIOTHIA.

Vcnonp3oBanne MyJIbTHMEIMHHBIX MPE3CHTAIM TpenojaBareieM B JICKIIMOHHOM
dopmare u mpU MOATOTOBKE 3a/JlaHUM JUIl MPAKTUYECKUX 3aHATUI CTyJIEHTaMH, UCIOIb30BAHUE
WHTEpHET-TEXHOJIOTHI TN MOATOTOBKE CTYJSHTaMHU BeO-KpyW3a, OOIIEHHE C IperoaaBaTesieM
0 AJIEKTPOHHOH MouTe.

8.2 llepeyeHb HEOOXOAMMOT0 NPOrPAMMHOI0 00ecnedeHus .

JUis MOATOTOBKM U JIEMOHCTPALIMU MPE3EHTAIIMOHHBIX MAaTEPHUAJIOB UCIIOJIb3YETCs TAaKeT
nporpamma PowerPoint Microsoft Office, OC Microsoft Windows 10 Beixogom B MHTepHET.

8.3 IlepeyeHb HH(POPMALHOHHBIX CIIPABOYHBIX CHCTEM:

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

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

9. MarepuanbHo-TexHHYeckass 0a3a, HeoOxoauMasi sl OCYLIECTBJICHUS
00pa3oBaTeILHOIO NPOIECcCa MO JUCHUILINHE (MOYJII0)

No B paGor MarepuanbHO-TEXHUYECKOE 00€CTIeYEHNE U CIIUTUTMHBI
(MOIlyINsT) ¥ OCHAIIEHHOCTH

1. JleximonHsele 3aHATUA | JIGKIMOHHAs ayaWTOpUs, OCHAUIEHHAs MPE3E€HTAllMOHHOU
TEXHUKOMN u COOTBETCTBYIOIIUM MPOrpaMMHBIM
obecrnieyeHneM

2. Cemunapckue 3anatug | CnennanbHOE€ TOMEIIEHUE, OCHAIIEHHOE MPEe3CeHTAalMOHHON
TEXHUKOMN u COOTBETCTBYIOIIUM MPOrpaMMHBIM
obecrieyeHneM

3. ['pyninoBsie Kabuner, ocHamieHHbI MeOENbl0 U PabOYMMU CTAHIUSAMU C

(MHIMBHTYaTbHBIC) noctynoMm B UHTepHET



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

KOHCYJIbTalH

Texkyuuii  KOHTpPOJb, | AyIUTOPHUS, OCHAIICHHAs MPE3EHTALMOHHONM TEXHUKOU U

MIPOMEKYTOUHAS COOTBETCTBYIOIIUM IPOTPAMMHBIM O00ecriedeHUEM

aTTeCTalHs

CamocTosTenbHas Kabuner s caMocTosTeNnbHOW paboOThl, OCHAILICHHBIN
pabora KOMIIBIOTEPHOM TEXHHKOM C BO3MOKHOCTBIO MOAKIIOUECHUS K

cetu «lHTEepHET», MpOrpaMMON 3KPAHHOTO YBEIUYEHUS U
OOECIIEYCHHBIH JOCTYIIOM B 3JIEKTPOHHYIO HH(OpMAIMOHHO-
00pa3oBaTeNbHyI0 Cpely YHUBEPCUTETA.




