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Pa6ouas nporpamma nucuumiuael « JOKYMEHTALIMOHHOE OBECITEYEHUE
YIIPABJIEHHAT» cocTaBiena B COOTBETCTBHH C (heiepalbHBIM rOCY1apCTBEHHBIM

00pa3oBaTebHBIM  CTaHAApPTOM BbIcHiero obOpasosanus (OI'OC BO) mo
HarnpasieHHIO ToAroToBKY 39.03.03 Opranu3zaiust paboThl ¢ MOJIOAEKBIO

[Iporpammy coctaBui(1):
Erynos A.B., 101IeHT, KaH[. TOJUT. HAYK, JOLIEHT

[ TIOIITHCh

Paboyas nporpamma aucuumnunsl « JOKYMEHTAILIMOHHOE OBECITEYEHUE
YIIPABJIEHWI» yTBepxaeHa Ha 3aceaHuH Kadeapbl rocy1apCcTBEHHON
IIOJINTUKYU ¥ FOCYJapCTBEHHOIO yIIPaBJIEHUS
npotokos Ne 11 « 19 » anpens 2016r.
3aBeqyromui kadeapoi rocyaapCTBEHHOM MOJMTHKH U FOCY JAPCTBEHHOIO
ynpasienus H.B. MupomHndeHko %ﬂ

xﬁmfncs

YTBepXk/eHa Ha 3aCeJlaHUH y4eOHO-METOANIECKOH KOMUCCHH (aKyIbTeTa
yIpaBJIeHUs ¥ TICUXOJIOTHH

npotokoi Ne 5 « 27 » wmas 2016,

IIpencenarens YMK dakynsrera A.H. KumGepr ﬂ

HOIIHML

PeneH3eHTsl:

A.B. CadoHoBa, HaualIbHUK OT/EJa 10 B3aUMOAEUCTBHUIO C MYHHUIUIIATBHBIMA
oOpa3oBaHus Kpasi MUHUCTEPCTBA 00pa30BaHMsl, HAYKHA U MOJIOJIEXKHOM IMOJIUTHKH
KpacHonapckoro kpasi;

A.I1. CaBueHKo, I0OLEHT Kadeapsl 00IIero, CTpaTeruiyeckoro, HHGOPMaIHOHHOTO
MeHeDKMEHTa 1 OU3HeC-IpOoLIeCcCOB.



1 desn 1 3a1auM U3yYeHU s TUCHMILUIHHBI (MOXYJIA).

1.1 llean ocBOeHUS TUCHUILIHHDI.

LensiMmu  OCBOGHMSI TUCHMIUIMHBI «J{OKyMEHTallMOHHOE oOOecredyeHrue YIpaBiICHUS»
SIBIIIIOTCS. TIPUOOPETCHHE CTYICHTAMU TEOPETUYCCKHUX 3HAHWKA B 00JACTU TOKYMEHTAIMOHHOTO
o0OecrieueHHs YOpaBlIEHUS,  O3HAKOMJIIEHHE C BHUJAAMU JOKYMEHTOB, HCIOJIb3yEMbIMU B
JIEATEIbHOCTH OpraHu3alliii M OpraHoOB BJIACTH, MOJYYEHHE MPAKTUUYECKUX HABBIKOB IIO
CO3aHMIO U 00pabOTKE ITUX JOKYMEHTOB.

1.2 3apauu u3yyeHust TUCHUITUHBI:

— chopmupoBaTh  YeTKOE  NpPEJICTaBICHHE O  HEOOXOAMMOCTH U DPOJH
JIOKYMEHTHUPOBAHUS B JIEATEILHOCTH OPIaHOB BJIACTU, IPEANPUATHHA, YUPEKICHUN;

— O3HAaKOMHUTh C OCHOBAaMHU [EJOMNPOU3BOJCTBA M JOKYMEHTOOOOpPOTa B OpraHax
rocyiapctBeHHoM Biactu Poccuiickoit @Penepanuu, opraHax TroCyJIapCTBEHHOW BIIACTH
cyobekToB Poccuiickoit denepannu; opraHax MECTHOTO CaMOYIIPABIICHUS, TOCYJapCTBEHHBIX U
MYHUILIMNIATBHBIX OpraHU3alusaX, NPEINpUITHIX M YUPESKICHUSX, MOTUTHUYECKUX MapTHIX,
00111eCTBEHHO-TIOJIMTHYECKIUX U HEKOMMEPUYECKUX OpraHu3aIusiX;

— O3HAaKOMUTh C OCOOCHHOCTSIMH 3allUTBl CIYKeOHOM U KOH(pUACHUIUATHLHOU
uH(popMaluu, o0ecredyeHnus OTKPBITOTO JOCTyNa rpakaaH K MH(QOpMalMU B COOTBETCTBHH C
MOJIOKEHUSIMU 3aKOHO/IaTEILCTBA;

— Hay4dThb OPHEHTHUPOBATHCA B CHUTYAIUSX, TPEOYIOIIUX HM3AAHUSI COOTBETCTBYIOLIMX
JIOKYMEHTOB.

1.3 MecTo TUCHUILITHHBI B CTPYKTYpe OCHOBHOW 00pa30BaTe/ibHON MPOrpaMMbl

Jucnuminza «/{lokymMeHTanoHHOe 00ecriedeHne yIpaBiIeHUs» OTHOCUTCS K BapUaTUBHOU
qacth brnoka 1 «/lucummmuasr (mMogymu)» (B1.B.JIB.08.02) yueOHOro rmuiaHa mpoQuis
«["ocynapcTBeHHass MOJIOJIekKHAs MMOJIUTUKA» OPUEHTUPOBAHA IPU IMOATOTOBKE OakajaaBpOB Ha
U3y4eHHE TEOPETUYECKUX 3HAHWU B 00JIACTH JOKYMEHTAI[HOHHOIO OOECIeUYeHHUs YIpaBleHHs,
O03HAKOMJICHHE C BHJAaMH JOKYMEHTOB, HCIOJB3YEMBIMU B JI€ATEIbHOCTH OpraHU3aluil u
OpPraHOB BIJIACTH, IIOJIyY€HHE TPAKTUUYECKUX HABBIKOB IO CO3/aHUI0O U 00paboTKe 3TUX
JOKYMEHTOB. JlUcuMIiaMHa HaXOAWUTCA B JIOTMYECKOM U  coJep)KaTeabHO-METOINYECKOM
B3auMOCBs3M ¢ Apyrumu yactsamu OOII u 6a3upyercss Ha 3HAHUAX, MOJYYEHHBIX NPH U3yYECHUU
JUCIUIUIMH OOLIEHAYYHOI0 U MpOo(EeCCUOHATIBHOrO LIMKIIA, TakuX Kak: «OCHOBBI 3KOHOMUKNY,
«MomnozexxHoe npeAnpuHUMaTeNnbcTBOY, «HbopMaTukay. Habop BXoadmux 3HAaHUM U YMEHHIH,
COCTOSIIMX B IOHUMAaHUM IOPUIUYECKONW CHJIBI JOKYMEHTOB, SKOHOMHYECKHMX aCIEKTOB
OpraHu3allii  JIeJONPOU3BOJCTBEHHBIX  CIYyX0, cnenu@uku OyxraiaTepckod, OTYeTHO-
CTaTHUCTUYECKOM, (PUHAHCOBOW JOKYMEHTAllMU, POJIM KOMIBIOTEPHBIX TEXHOJOTHIl B padore ¢
JOKYMEHTaMH  oOecrneuuBaroT TpeOyemblii  (yHIaAMEHT Uil M3Y4YeHUs  JUCLUIUIMHBI
«/lenonponsBoactBo B chepe MonoAekHOW MOAUTUKK». [lonmydeHHble B mpolecce oOyudeHus
3HaHMUSI MOTYT OBITh UCIOJB30BAHBI MPU M3YUYEHUU TaKUX NUCIUIUIMH, KaK: «MyHUIIUNAIbHAS
MOJIOJI)KHAsI TMOJUTUKa», «l'oCcymapcTBeHHass MOJIOJEKHAss MoJuTHKa B Pocculickoit
®enepanuny, «IIpaBoBbie OCHOBBI M MPAKTUKU CO3/IAHUS JOCTYITHOM CPEIbI.

1.4 IlepedyeHb MJIAHMPYeMBbIX Pe3y/JbTATOB O0y4eHHs] MO JMCHUILIHHE (MOAYJIIO),
COOTHECEHHBIX C IUIAHUPYeMbIMH Pe3yJIbTATAMH OCBOEHHS 00pa30BaTe/JbHOMH NPOrPaMMBblI.

N3yuenue naHHO#N yueOHON AUCHUIUIMHBI HAMIPaBJIEHO HAa GOPMHUPOBAHUE Y O0yHarOIUXCS

oowenpogeccuonanvrotl, npogeccuonanrvrvix kommerenmmii OITK-1, TIK-4, TTK-11

No Nunexc Conepxanue B pesynbprare uzydenust yueOHON AUCIIUTUTMHBI

leI KOMIIET | KOMIETeHUUH (WIH e€ 00yyaromuecs T0JKHbI

" | eHumnm 4acTH) 3HATh YMeTh BJIaJleTh

1. OIIK-1 | cnocoGHOCTBIO MHCTUTYILIMOHA | pa3pabaTbiBaTh | HaBBIKAMU
pelmaTh CTaHJApTHBIC | JbHBIE OCHOBBI | CTPYKTYpY M | aHalM3a u
3a7auu peneHus OLICHUBATh OLIEHKHU
npo¢eCcCuOHATBHON CTaHJAPTHBHIX | 9PPEKTUBHOCT | KOHTEHTA u
JESITEIbHOCTH Ha | 3a1a4 b 3¢ deKTUBHOCT
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TpeOOBaHUSIMHU

Ne WNHupekc Coneprkanue B pesynbrare uzyuenust yueOHON AUCIUTIIIMHBI
Ly, | KOMUIET | KOMIETeHIHH (v eé 00yYaromuecs T0JKHbBI
" | eHuMH 4acTH) 3HATh yMeTh BJIaJ1eTh
OCHOBE npodeccuonan | mpoecCUoHan | U peanu3aIun
MH(POPMAITMOHHOW © | BHOU bHOU peleHui B
oubnuorpaduyeckoil | AEATENIBHOCTH | OCSATEIBHOCTH | cdepe
KYJIbTYpPbI c | Ha OCHOBE | Ha OCHOBe | mpodeccruonan
IIPUMEHEHUEM uHpOpMalMOH | UHQOPMAIIMOH | bHOM
nH(OPMALILOHHO- HOM U | HOM U | ACSTEIbHOCTU
KOMMYHHUKAIIMOHHBIX | OuOnmorpaduu | Oubnuorpaduu | Ha OCHOBE
TEXHOJOTMH M C | €CKOW €CKOit nHpopmaIoH
y4ETOM OCHOBHBIX | KYyJABTYPBl  C | KYJIBTYpHI c | HOMt u
TpeboBaHUI MIPUMEHEHHUEM | MPUMEHEHHEM | Oubnmorpadud
MHGOPMAIIMOHHOM uHpOpMaMOH | HHQOPMAIIMOH | €CKOi
0€30MacHOCTH HO- HO- KYJIBTYpPbI c
KOMMYHHKAI | KOMMYHHUKAlMO | TPUMEHEHUEM
OHHBIX HHBIX uH(pOpPMaIMOH
TEXHOJIOTUM M | TEXHOJOTHH U C | HO-
c YUETOM | YUETOM KOMMYHHUKAITHO
OCHOBHBIX OCHOBHBIX HHBIX
TpeOoBaHuUit TpeOoBaHMi TEXHOJIOTHI U C
uHPOpMAMOH | MHOOPMAIIOH | YyU4ETOM
HOI HOI OCHOBHBIX
Oe3omacHocTH | O6€30MacHOCTH | TpeOOBaHUI
B pa3iuuHbIX | UHPOPMALIMOH
chepax KU3HU | HOU
o01ecTsa 6€3011aCHOCTH
2 [1K-4 CIIOCOOHOCTBIO OcHoBHbIE opopMIIITH M | HaBBIKAMU U
oopmIATH U PEKBU3UTHI NpPEACTaBIATh | CIIOCOOHOCTSIMU
MIPECTABIIATh oopMIIeHHS U | pe3yIbTATHI oopmnenus u
pe3yabTaThl HAYYHO- NPEJCTAaBICHUS | HAYYHO- npeCTaBICHUs
MIPUKJIATHON pe3yJIbTaToB MIPUKJIATHON pe3yJIbTaThl
JesTeTbHOCTH IO Hay4YHO- NeSTeIbHOCTH | HAy4YHO-
MOJIOJEKHOU MIPUKIIATHOMN o IIPUKJIIATHOU
TeMaTHKe B JESTEIbHOCTH | MOJIOEKHOM JeSITebHOCTH
COOTBETCTBHUH C o TEMaTUKe B | IO
POCCUICKMMHU U MOJIOJICKHOM COOTBETCTBHUH C | MOJIOJIEKHON
MEXTyHAPOTHBIMH TEMaTHKE B POCCUICKMIMH H | TEMAaTHKE B
HOPMaTHUBHBIMU COOTBETCTBUHU | MEXAYHAPOIH | COOTBETCTBUU C
JTOKYMEHTaMH H c BIMU POCCUICKIMH H
CTaHJapTaMH, POCCHMCKMMH | HOPMAaTUBHBIM | MEXIYHApOIH
HAYYHBIMH U " u BIMH
CrelUaNIbHBIMU MEXIYHApPOAH | TOKyMEHTaMH | HOPMaTHBHBIM
TpeOOBAHUSIMH K BIMHU Y CTaHJApTaMH, | U
Mpe3eHTaIH HOPMATHUBHBIM | HAyYHBIMH M | JOKYMEHTaMHU
17§ CTEMANTBHBIMHA | ¥ CTaHJAapTaMH,
JOKYMEHTaMH | TpeOOBaHMSAMHU | HAYYHBIMH U
17§ K MIPE3CHTAIlH | CTICTIHATbHBIMH
CTaHJapTaMH, TpeOOBaHUSAMHU
HAyYHBIMU U K [Ipe3eHTallH
CHeHaTbHBIMU




Ne WNHupekc Coneprkanue B pesynbrare uzyuenust yueOHON AUCIUTIIIMHBI
Ly, | KOMUIET | KOMIETeHIHH (wmm eé 00yYaromuecs T0JKHbBI
CHIINU YacTH) 3HATh yMeTh BJIa/IeTh
K MIPE3EHTAIHN
3 I1K-11 | BnajmeHWeM HaBBIKAMU | OCHOBHBIC TOTOBHUTH HaBBIKAMU
COCTaBIICHUS TpeOoBaHus K | nHGOpMAIMIO | aHAU3a u
WH(POPMAIIMOHHBIX COCTABJICHUIO | JUTSI BKJTFOUCHHUS | OI[CHKH
0030pOoB 10 uH(OpMALIUOH | B KOHTCHTA
UCCIIeTyeMOM HBIX 0030pOB UHPOPMALIMOH | HHPOPMALIMOH
npobiieme 1o HBI 0030p 1O | HBIX  0030pOB
nccieyeMon uccieyeMon 1o
TEMaTuKe npobieme UCCIIeTyeMOi
npoOseme

2. CTpyKTypa M coaep:KaHue THUCHUILINHBI.

2.1 PacnipeaesieHne TPYI0€MKOCTH AUCUMILIMHBI IO BUAaM padoT.

O6miass Tpyno€MKOCTh JUCHMIUIUHBI cocTaBiser 3  3aud.en. (108 wacoB), wux
pacripeziesieHne 1o BujaM paboT MPeICTaBICHO B TaOIHIIE
(051 cmyoenmos ODO).
Bun yae6HO# paboThI Bcero CemecTpbl
4acoB (dacer)
6

KonTakTHas padora, B TOM YHCJI€: 68,2
AyIuTOpHBIE 3aHATHS (BCEro): 64 64
3aHsATHS JEKIIMOHHOTO TUTIA 32 32 - - -
JlabopatopHsble 3aHATH - - - - -
3aHsTus CEMUHAPCKOI0 THIIA (ceMuHapsl, 30 30 i i i
NPAKTHYCCKHE 3aHSTHS)
HWnas koHTaKkTHas padoTa:
KonTpons camocrositensaoi pabotsl (KCP) 4 4
ITpomexyrounas atrectanus (MKP) 0,2 0,2
CamocrosiTesibHass padoTa, B TOM YHCJIE: 39,8 39,8
Kypcogas pabora - - - - -
[TpopaboTka yuyebHOro (TeOpeTHYeCcKoro) MaTepuana 16 16 - - -
BrimosTHeHe WHIWBHYATBHBIX 3aJaHUK (ITOJTOTOBKA 10 10 i i i
COOOIIeHUH, Tpe3eHTaIHil)
Pedepar 4 4 - - -
IloaroToBka K TEKyleMy KOHTPOJIIO 9,8 9,8 - - -
KonTpoas:
[TonroroBka K SK3aMEeHY - -
OO6masi Tpya10eMKOCTh yac. 108 108 - - -

B TOM 4HcJIie KOHTAKTHASA 682 | 682

padora

3a4. ef1 3 3

2.2 CTpyKTypa AMCUMILIMHbI:

Pacnipenenenue BuoB yueOHOM pabOTHI U UX TPYAOEMKOCTH T10 pa3zesiaM TUCIUTTAHBI.




Pasernsr (TeMbI) AMCIUIUTMHBL, H3ydaeMble B 6 cemectpe (ounas ¢hopma)

(GYHKIIMHM TOKYMEHTa KaK CHCTEMHOTO 00bEKTa.

Metobl 1 cOcOOBI JOKYMEHTHPOBAHHUS.
dopma MaTepHaTIbHOTO HOCUTEIIS.

[TonsiTHe, MeTOA, CLIOCOO, CPENICTBO
JTokyMeHTupoBanus. [Iporecc cozmanus
JIOKyMEHTA.

[Tonsitue noxkymeHnTHOM kKoMMyHuKauu (1K),
KOMMYHMKAHT U perunueHT. ®opmanpHele u
He(opMaibHble KOMMYHHKaLUU. MaccoBble
KOMMYHMKAIUU: [1€4aTh, paJuo0, TEIEBUIACHHE,

KoanuectBo yacos
AynautopHast preayzut
Ne HaunmeHoBaHue pa3zenos (TeM) OpHas
Bcero pabora
pabora
JI 113 JIP CPC
1 2 3 4 5 6 7
1 Beenenne B gucuumiiuHy — «J{oKyMeHTallOHHOE 6 5 5 5
o0ecrieyeHre yrnpaBIeHHs»
2 3akoHOJaTeNnpHasi M HOPMATHBHO-METOJIUYECKas 6 5 5 5
OCHOBA JICTIOTIPOU3BOJICTBA
3 JIOKyMeHTBI: Kiaccu(pUuKalus, CTpyKTypa, TpeOOBaHUS 8 5 2 4
K 0 OPMIICHHIO.
4 Odopmrnenre opraHu3alMOHHO-PACTIOPSAUTENLHON | 8 4 5 5
MH()OPMAIMOHHO-CITPABOYHON JOKYMEHTAIIHH.
5 OdopmiieHre JOKYMEHTAIUH 110 JUYHOMY COCTaBYy 10 | 4 2 4
6 Odopmnenne koppecnonaeHIH. CTPYKTypa IeT0BbIX 6 5 2 2
THCEM.
7 Odopmienne JoroBOpHOM JOKYMEHTAIUH. 10 2 4 4
8 Tunossie 1 yaHuduIHpoBaHHBIE POPMBI TOKYMEHTOB. 6 2 2 2
9 Opranuzanusa paboTel ¢ KOHOUACHIMATHLHBIMU 10| 2 4 4
JOKYMEHTaMU
10 |DopMbl peructpaiyu J0KyMEHTOB 6 2 2 2
11  |Opranuzauus npuema rpaxiat 8 2 2 4
12 |ABTOMaTH3aIMs JCIONMPOU3BOJICTBA 6 2 2 2
13 |Ilopsmok nepenauu Aen B apXuB 6 2 2 2
14 |DneKkTpOHHOE MPABUTEIHCTBO 78| 2 2 3,8
15  |Kommponupyemas camocmosmenvHas paboma 4
16 |UKP 0,2
Hmozo no oucyuniune: 108 | 32 32 39,8
2.3 Copaep:xanue pa3/iei0B TUCHUILINHBI:
2.3.1 3ansATHS JEKIMOHHOT0 THIIA.
Ne HaumenoBanue Comepanme paszena dopma TEKYIIEro
pasznena KOHTPOJISI
1 2 3 4
1. |BBencnue B [Tpenmer, cogepxanue, 3a1a4u Kypca. Yyactue B
JUCLUIUIUHY Wcrounvkn, nureparypa. [loHsaTHiHBINT MHTEPAKTUBHBIX
«loxymenrtanmonHoe |anmapar. [lonstue o nokymente. ['enesnc u dbopmax
obecrievueHne pa3BHUTHE TIOHATHS «TOKYMECHT. ayTUTOPHOU
yIIpaBICHUS XapakTepucTuka, CBOICTBa, MPU3HAKH, paboTsI




KWHO, 3BYKO- U Buaeo3anuck, INTERNET.
ABTOMAaTH3a1MS TOKYMEHTAIMOHHOM
JIeATEeTLHOCTH TPOTPAMMHBIC KOMILICKCHI:
«lenoy, «3omyimkay u ap.

3akoHOAaTenpHas U |3aKOHOJATENIBHOE PEryJIUpOBaHUE ITonroroska
HOpPMaTUBHO- nenonpousBoacTsa. HopmarusHo- UHIUBUAYAIBHOT
METOJMYECKasi OCHOBA [METOINYECKOE PETYINPOBAHKE 0 3aJlaHusl.
JIeTIOTIPOU3BOJICTBA | IeNIONpon3BoACTBa. JIokanbHbie HOpMaTuBHBEIE |Pedepar Ha Temy
JIOKYMEHTBI OpraHu3aluu. «HopmarusHo-
METOJINYECKOE
peryJmpoBaHue
JEJIONPOU3BOJICT
Ba»
JIOKyMEHTBI: [TonsTHE O KIaCCUPUKAIMH JOKYMEHTOB. WNunnBunyansHoOe
KJaccupukanus, CooTHo1IEHHE BUJOBON U THIIOJIOTMYECKON 3aJlaHue
CTPYKTYpa, KJIaccu(UKaIM TOKYMEHTOB. [TonroroBka
TpeOOBaHUS K Buapl 1OKyMEHTOB: OpraHU3allMOHHBIE, OnaHka
0hOopMIIEHUIO pacnopsauTenbHbIe, THPOPMAITHOHHO- JIOKYMEHTOB:
crpaBouHble. Tunojgoruueckas Kiaccupukanys. Buabpl OJaHKOB U
OO01as XapaKTepUCTHKA CTPYKTYPBI. MOPSAIOK
BHyTpeHHss 1 BHEIIHSIS CTPYKTYpa JOKYMEHTA. [PACIIOJIOKEHHUS
PekBU3UTHI JOKYMEHTA: pEKBU3UTHI-OCHOBAHUS, [DEKBU3UTOB B
PEKBU3UTHI-NIPU3HAKU, PEKBU3UTHI 0PopMIIeHHs |Os1aHKe (YIJIOBOE
COBPEMEHHBIX yIPaBICHUECKUX JTIOKYMEHTOB.  |U LIEHTPOBAHHOE)
VYHuduKanus 1 craHaapTU3anus 10KyMEHTOB.
®opmyssp. branku JOKYMEHTOB: BUIbI
OJIAaHKOB U TOPSIJIOK PACIOI0KEHUS! PEKBU3UTOB
B OJiaHKe (YIJIOBOE U LIEHTPOBAHHOE),
UCIMOJIb30BaHUE OJTAHKOB C H300pakeHUEM
roCyJapCTBEHHOTO TepOa u repba cyonekTa
benepanuu.
TpeGoBaHMs K COCTABJICHUIO U O(OPMIICHHUIO
JOKyMeHTOB. Popmatbl OyMaxHbBIX
JOKyMEHTOB. TpeboBaHuUs K TEKCTY
JIOKYMEHTOB. TpeOoBaHuUs K U3rOTOBJICHUIO
JIOKYMEHTOB.
Odopmiienne ITonsiTve opranu3anuoHHas, pacropsaauTensHas ([lonroroska
OpraHU3aIlMOHHO- 1 nH()OPMAITMOHHO-CIIPABOYHAS JOKYMEHTAITHS. [COOOIEHU I
pacniopsautenbHol U |Opranu3anoHHble JOKyMeHTHI: [lonoxenue. |«OpraHu3alnoHH
MH(OPMaLMOHHO- Veras. MHCcTpyKnns. KomnekTuBHBINA JOTOBOD H |asd,
CIIPaBOYHOM ap. pacnopsAuTENbH
JIOKYMEHTaIu1 PacniopsimuTenbHble TOKYMEHTHI: IIpUKa3s, ast U
pacnopsbKeHHe, pEeLeHHE. MH(POPMALIMOHHO
HNupopmaninoHHO-CIIpaBOYHAas TOKYMEHTAlLUs: |-CIpPaBOYHAs
ITporokoin. AkT. JloknanHas 3anucka. JOKYMEHTALU»
Oo6wbsicuutenbHas 3anucka. Cropasku. [Iucsmo.
Tenerpamma (Teneraiinorpamma). Temnekc.
Tenedonorpamma. Tenedaxce (bakc) u ap.
Odopmiienne KanpoBast nokymeHranus, 1okyMeHTHupoBanue (Pabota B MaibIix

JIOKYMEHTAIIUH 110
JTUYHOMY COCTaBY

JIBIKEHUS KaJpoB. Pestome. 3asBieHue.
Amnkera. TpynoBoiil koHTpakT. [Ipukas o
npueMe/yBoJIbHEHUH. Tpy1oBasi KHMKKA.

rpymnmnax
«IIonroTroBka

JIOKYMEHTOB  JJIsI




JInunoe neno. JIunesoi cyer. npuema Ha
paboty»

6. | Odbopmnenue TpeboBaHMs MEXKITYHAPOIHBIX CTAaHIAPTOB K |MHAMBHIyanbHOE
KOPPECIIOHJICHIIUU.  |0(OPMIICHHIO KOPPECIIOHACHILIUH 110 3amanue «Cocras
CtpyKTypa Iel0BbIX |BHEIIHEAKOHOMUYECKON AesTeNbHOCTH. COCTaB [pEKBU3UTOB
IIICEM PEKBU3UTOB ITUCbMA U TPEOOBAHUA K UX McbMa u

odopmiiernto. CTpyKTypa JIeIOBBIX MTHUCEM. TpeOOBaHUS K UX
OcobenHocTr 0(hOpPMIICHHS JI€TTOBOM 0(OPMIICHHUIO.
KOPPECIOH/ICHIIMH B aHIJIOSA3BIYHBIX CTpaHaXx.

OdopmiieHne KOppeCOHIEHIIMY Ha HEMELIKOM

s3pike. CTpykTypa popmynsapa, coctaB

PEKBHU3UTOB.

7. | Odopmiuenue JloroBop — ero BHIbI, CTPYKTYpa, MOPSA0K VYyactue B
JIOTOBOPHOM oopMIIeHHs U TOANUCAHUS CTOPOHAMH. IpynIoBoi
JOKYMEHTAIIUU pabote

«IToxroroBka
Ipa)x/1aHCKO-
IIPaBOBOIO
JI0OrOBOpa U €ro
HONIUCAHUE.

8. | TunoBbie u Tunosbsle GOpMBI JOKYMEHTOB, UCIIOJIb3yeMble |(BbINoaHEHNE
YHU(DULIUPOBAHHBIE  |B AESATEILHOCTH OpraHU3aLUi. WUHIVBUAYaJIbHbI
(GopMBI TOKyMEHTOB  |YHH(PHUIMPOBAHHBIE CUCTEMBI IOKYMEHTAIIMU. (X 3aJaHUN

YHu}uKanus 10KyMEHTOB.

9. | Opranusamus KonduaennuaibHoe 1e10TTPOU3BOICTBO [ToaroroBka
paboThI ¢ 3anMTa KOH(pUIECHINATbHON HH(pOpMAaIHH. UHIUBUAYAJIBHOT
KoH(uaeHManbHeIMU [ ToHsTHE KOH(DUAEHITNAIEHOE 0 3aJlaHusl.
JIOKyMEHTaMu JIEJIONPOU3BOJCTBO TPUEMBI, METOBI Pedepar Ha Temy

00paboTku qokymMeHTOB. UHpOopMannoHHo- «Kondunenmuman

aHanmuTHUYecKas paboTta. 3amura MHpopMauu. (pbHOE
JIeJIONPOU3BOJICT
BO 3amuTa
KOH(PHUACHITNATBH
oif ”HpOpMALIUU

10. | ®opwmer peructpanu |[lonsiTie peructpannuu 10KymMeHTOB. @opMbl | BeimonHeHne
JIOKYMEHTOB PETUCTPALIMUA JOKYMEHTOB. WHIVBUAYaJIbHbI

ABTOMaTH3UPOBAHHBIE CUCTEMBI PETUCTPALIUN  [X 3aJaHUN
JIOKYMEHTOB.

11. | Opranuzanus [IpyHIMIIBI  OpraHM3anMu JUYHOrOo mpuema [BelmonHeHue

preMa rpaxaaH rpaxaad ¢ oOpameHussMu. Perucrpauus [MHAWBUIYATbHBI
JOKYMEHTOB TI0 THCHbMEHHBIM OOpalIeHUM (X 3aJaHUN
rpaxzaad. OCHOBHBIE 3aJayd  CIPAaBOYHO-
MH(OPMAaLIMOHHOM CITy>KObl OpraHu3aIiy.

12. | ABTomaTH3anus ITonsiTe aBTOMaTU3UPOBAaHHBIX cUcTeM. PeiHOK (ITonroroska

JIEJIONPOU3BOJICTBA  |aBTOMATU3UPOBAHHBIX CUCTEM MHIUBUAYAIBHOT
nenonpousBoacTBa. CpaBHUTEIBHBIN aHAIN3 |0 3aJlaHusl.
OyMa)XHOTO U 3JIEKTPOHHOTO Pedepar nHa Temy
JIOKYMEHTO000pOTa. «CpaBHUTEIBHBIN
aHaJIn3
OyMa)KHOTO "

AJIEKTPOHHOTO




JIOKyMEHTO000pO
Ta»

13.

[Topsinok nmepenayn
JIe B apXUB

OcHoBHbIE MpU3HAKU IPYHIIHPOBKU
JIOKYMEHTOB B jieza. PopMUpOBaHUE JEII.
DkcnepTusa LEHHOCTHU JTIOKYMEHTOB.
[loaroToBka MCHOJHEHHBIX JOKYMEHTOB K
apxuBHOMY XpaHeHnuto. [lepenaua nen B apxus.
[Tomemienue BEJJOMCTBEHHOT'O apxuBa
opranuzanuy. MarepuajibHO-TeXHUYECKas 6a3a
apXUBOB. XpaneHue JIOKYMEHTOB B
AIIEKTPOHHOM opMe.

Brinonnenue
WHUBUTyaJIbHbBI
X 3alaHuU

14.

DIIEKTPOHHOE
MIPaBUTEIBCTBO

[TonsiTue «2NEKTPOHHOE MPABUTEILCTBOY: €TO
3Ha4Y€HHE, IPUHLUIIBI IOCTPOCHUS U
BHeApeHUs1. IHTErpupOBaHHOE 3JIEKTPOHHOE
npaBuTenabcTBO Poccun. Opranuzanus
MEKBEJOMCTBEHHOTO 3JIEKTPOHHOTO
JIOKYyMEHTO000pOTa MEXAYy OpraHaMu
roCyJ1apCTBEHHOM BiIacTH Poccuiickon
®deneparuu

IToaroroska
COOOIIIEHUI

«MHTEeTpUpPOBaHH
0€ DJIEKTPOHHOE
MIPaBUTEIBCTBO
Poccuny

3.2 3aHATHS CEMHHAPCKOI'0 THIIA.

HanmenoBanue
pasnena (Tembl)

TemaTuka npakTUYECKUX 3aHATUN (CEMUHAPOB)

®opma
TEKYLIETO
KOHTPOJIS

2

3

4

Beenenue B
JTUCIUTITUHY
«/loxyMeHTanmoHHOE
o0OecIieueHue
YIPABICHUS»

IIpenmer, conepxanue, 3anauu Kypca. Mlcrounuku,
nureparypa. [lonstuitneiii annapat. [lonarue o
JIOKyMeHTe. ['eHe3uC U pa3BUTHE NTOHATUSA
«JIOKYMEHT». XapaKTepHUCTUKa, CBOMCTBA,
NPU3HAKH, GYHKLIUHU TOKYMEHTa KaK CHCTEMHOTO
o0BeKTa.

Mertob! 1 criocoObl JOKyMeHTHpoBaHus. Dopma
MaTepUaIbHOIO HOCHUTEJIS.

[TonsiTue, MeTOA, crIOCO0, CPENICTBO
JIokyMeHTupoBanus. [Iporecc cozmanus
JIOKYMEHTA.

[TonsiTrie nokyMeHTHOM KoMMyHHKauu (/K),
KOMMYHHKAHT U perunueHT. dopmanpHele n
HedopMaIbHble KOMMYHHKAIMK. MaccoBbie
KOMMYHHMKAIUH: [1€4aTh, paJno, TEIEBUACHUE,
KWHO, 3BYKO- 1 Buaeo3anuck, INTERNET.
ABTOMaTH3a1Us JOKYMEHTALIMOHHOW JEATEIBHOCTH
IIPOrpaMMHBIE KOMIUIEKCHI: «/leno», «3oiymka» u

Ap.

HaIMCaHKe
pedepara (P)

3akoHoaTeILHAsT U
HOPMAaTHUBHO-
METOAUYECKast OCHOBA
JIEJIONPON3BO/ICTBA

3aKOHOJATEIbHOE PETYINPOBAHNE
JIenonpou3BoicTBa. HopmatuBHO-MeTOMYECKOE
peryJiMpoBaHue Je0Npou3BoCTBa. JIokalbHbIe
HOPMAaTUBHBIE TOKYMEHTHI OpraHU3aIiu.

HaluCcaHue
pedepara (P)

JIOKyMEHTBI:
Kiaccudukanms,

CTPYKTYpa,

[TonsiTre o knaccuukanyuu JTOKyMEHTOB.
CoOTHOIIEHUE BUIOBOU Y TUIIOJIOTHUECKON
KJIacCU(UKAIIUN TOKYMEHTOB.

oopmienue
3a/IaHHBIX
JIOKYMEHTOB




TpeOOBaHUS K
0o OpMIICHHUIO.

Buapl 1OKyMEHTOB: OpraHU3allMOHHBIE,
pacropsauTeNbHbIe, THPOPMALMOHHO-CITPABOYHEIE.
Tunonoruyeckas knaccudukarms.

OO0mmas xapakTepuCcTHKa CTPYKTYpbl. BHyTpeHHSS 1
BHEIIHSS CTPYKTYypa TOKyMEHTA.

PeKkBU3UTHI JOKyMEHTA: PEKBU3UTHI-OCHOBAHHSI,
PEKBU3UTHI-MIPU3HAKH, PEKBU3UTHI OPOPMIICHUS
COBPEMEHHBIX YIPABICHUYECKUX JOKYMEHTOB.
YHubukanus u cTaniapTu3aius 10KyMEeHTOB.
®opmynsp. bnanku JOKYMEHTOB: BUIBI OJJAHKOB U
MOPSAIOK PACIONIOKEHUS PEKBU3UTOB B OJIaHKE
(YrimoBoe U HEHTPOBAHHOE), UCIIOIb30BaHUE
0JIaHKOB C H300pa)KEHUEM TOCYJapCTBEHHOTO TepOa
u repba cyonbekTa deaepanuu.

TpeGoBaHus K COCTaBICHHUIO U 0(OPMIICHHUIO
JNOKyMeHTOB. DopmaTtbl OyMaXHBIX JOKYMEHTOB.
TpebGoBanus K TEKCTY JOKYMEHTOB. TpeboBaHUs K
M3TOTOBJICHHIO TOKYMEHTOB.

Odopmnenue
OpTraHu3aIMOHHO-
pacnopsANTEIbHON U
MH(POPMAIIMOHHO-
CIIPAaBOYHOM
JOKYMEHTAIHH.

[TonsiTvie OpraHu3alMOHHAs, PACIIOPAIUTENBHAS U
MH(OPMaLIMOHHO-CIIPABOYHASI TOKYMEHTaIU.
Opranuzannonsslie 1oKyMeHTsI: [lonoxenue.
VYeras. MHCcTpyknus. KosnekTuBHBINA JOTOBOD U 1.
PacniopsiauTesbHbIE TOKYMEHTHI: IIPUKa3s,
pacropsiKeHue, peleHue.
HHdopMalnoHHO-CIIpaBOYHas JOKYMEHTALIMS:
IIporokon. Axr. JloknaaHas 3anucka.
OO0mbsacHuTenbHas 3anucka. CrpaBku. [InceMo.
TenerpamMma (tenetaitnorpamma). Tenexkc.
Teneponorpamma. Tenedakc (paxc) u ap.

odopmiieHHE
3aJIaHHBIX
JIOKYMEHTOB

Odopmienue
JOKYMEHTAIUH 110
JMYHOMY COCTaBY.

Kanposas nokymenTanus, JOKyMEHTUPOBAHHE
JIBIKEHMS KaapoB. Pestome. 3asBineHue. AHKeTa.
Tpynosoit koHTpakT. IIpukas o
npueme/yBosibHeHUH. TpyaoBas KHWXKKa. JInuHoe
Jeno. JInneson cyer.

odopmiieHre
3a/laHHBIX
JIOKYMEHTOB

Odopmiienue
KOPPECIIOHICHIINH.
CtpyKTypa JenoBbIX
MHCEM.

TpeboBaHMs MEXITYHAPOJHBIX CTAHJIAPTOB K
0hOpMIIEHUIO KOPPECTIOHACHITUH TI0
BHEIIIHEAKOHOMHUECKOH AeaTenbHocTH. CocTaB
PEKBU3UTOB MTUChbMA U TPEOOBAHHS K UX
odopmiernto. CTpyKTypa JeJIOBBIX ITHCEM.
Ocob6enHocT 0hOPMIICHHS IETTOBOI
KOPPECIIOH/ICHIIUY B aHTJIOS3bIYHBIX CTPaHaX.
OdopmieHune KoppecrnoHACHITNN Ha (GpaHITy3CKOM
s3bike. OopmiieHre KOppeCcOHCHIINU Ha
HeMenKoM s3eike. CTpykTypa popmyisipa, coctas
PEKBU3UTOB.

oopmienue
3aIaHHBIX
JOKYMEHTOB

Odopmnenue
JIOTOBOPHOU
JTOKYMEHTAIIUH.

JloroBop — ero BHIbl, CTPYKTYpa, MOPSAOK
o(opMIIeHHS U TTOANUCAHUS CTOPOHAMH.

odopmiieHne
3aJIaHHBIX
JIOKYMEHTOB

Tunossle u
YHUDUITMPOBAHHBIC
(OpMBI TOKYMEHTOB.

Tunobie GOPMBI TOKYMEHTOB, HCIIOIH3yEMbIE B
JIeATETLHOCTH OpraHu3aiuid. Y Hu(UIIMpOBaHHbBIE
CUCTCMbI NOKYMCHTAIUH. YHH(pHKaLIHH
JIOKYMEHTOB.

TectupoBanue

(T)




9. |Opranuzanus padots! |KoHpuaeHManbHOE 1EI0MPOU3BOICTBO 3alTUTa HaIlMCaHue
C KoHuIeHIMaIbHOH nHpopMmaru. [lonsTre pedepara (P)
KOH(UIEHIATbHBIMY | KOH(QUICHIIMATBHOE JIETIONPOU3BOJICTBO IPHUEMBI,
JOKYMEHTaMH. METOBI 00pabOTKH TOKYMEHTOB.
HudopmannonHo-aHanuTu4eckas pabora. 3amura
uHpOpMaLnu.
10.|Dopwmsl peructpauuu ([lonstue peructpauuu J0KyMeHTOB. DOpMBI odopmiieHue
JIOKYMEHTOB pErucTpaluy JOKYMEHTOB. ABTOMaTU3UPOBAHHBIE |)KYPHAJIOB
CHUCTEMBI PETUCTPAIIUU JOKYMEHTOB. perucTpanmm,
11.|Opranuszanus npuema |[[pyHIMIIBI ~ OpraHM3alUy  JUYHOTO  mpuema [opopmieHue
rpaKJIaH rpaKJaH c oOpalleHUsIMH. Perucrpanus |3agaHHbIx
JOKyMEHTOB 110  NHCBMEHHBIM  OOpAIlEHUSIM [JOKYMEHTOB
rpaxxaad.  OCHOBHbIE  337aud  CIPABOYHO-
MH(OPMaLIMOHHOH CI1y>KObl OpraHu3alLuu.
12.|ABTOoMaTu3anus [loHsiTHE aBTOMATHU3UPOBAHHBIX CUCTEM. PBIHOK BBINIOJIHEHHE
JIEJIONPOU3BOJICTBA  |aBTOMAaTU3UPOBAHHBIX CUCTEM JEJIONPON3BOCTBA. |3aJaHH Ha
CpaBHUTENbHBIN aHATN3 OYMaXHOTO U KOMIIBIOTEPE,
AJIEKTPOHHOI'0 JOKYMEHTO000pOTA. pedepat
13.|Ilopsinok nepenaun  |(OCHOBHBIE NMPU3HAKU TPYHNIUPOBKHU JOKYMEHTOB B |0(OpMIICHHE
JIe]l B apXUB nena. @opmMupoBaHue Jed. 3a/laHHBIX /1€ U
DKcnepTu3a LEHHOCTH JOKYMEHTOB. [loAroToBKa |HOKYMEHTOB,
UCIIOJHEHHBIX ~ JOKYMEHTOB K  apXHMBHOMY |[TECTUPOBAHUE
xpanenuto. Ilepemaua men B apxuB. Ilomemenue |(T)
BEJJOMCTBEHHOT'O apxuBa OpraHu3alyHu.
MarepuanbHO-TeXHUYECKas 6aza apXHBOB.
XpaHeHHe JOKYMEHTOB B 3JIEKTPOHHOU (opMe.
14.|9nexTpoHHOE [TonsiTHe «DNEKTPOHHOE IPABUTEIBCTBO»: ETO TECTUPOBAHUE
MIPaBUTEIBCTBO 3HaYeHHe, MPUHLIMIIBI TocTpoeHus U BHenperus.  |(T)
HHTErpupOoBaHHOE IEKTPOHHOE TPABUTEILCTBO
Poccun. Opranuzanys MeXBe10MCTBEHHOTO
AJIEKTPOHHOI'0 IOKYMEHTO000pOTa MEKIY
OpraHamu rocyJ1IapCTBEHHOM BiIacTH Poccuiickoin
denepanuu

2.3.4 IlpumepHas TeMaTHKAa KypPCOBBIX padoT (IIPOEKTOB) — He MPEeAyCMOTPEHA
2.4 llepeyeHb y4eOHO-METOAMYECKOT0 O0ecneYeHUus I CAMOCTOSATeIbHOH pPadoThl
00y4YaIIUXCS 10 JUCHHUILIMHE (MOYJII0)

[TepedyeHn yueOHO-METOIUYECKOTO 00ECTICUCHUST TUCITUTLTAHBI

Ne Bun CPC T10 BBITOJIHEHUIO CaMOCTOSITENbHOM paboThI

1 2 3

1 [IIpopaboTka Metoauueckie yka3zaHus MO OpraHU3allMd CaMOCTOSITENbHOM
TEOPETUYECKOT O paboThl CTyAEHTOB MO HampasieHuto mnoaroroBku 39.03.03
Matepuana (moaroroBka|Opranuzamus paboTel ¢ MOIOAEKBIO (TTpoTokosr  Ne 10 ot
K npobiaemubmM|10.04.18 1.)
ceMHHapam)

2 (llogroroBka Metoauueckue yka3zaHus MO OpraHU3allMd CaMOCTOSITEIBbHOM
WHUBHTYATbHBIX paboThl CTYIAEHTOB MO HampasiieHuto nojaroroBku 38.03.04
3amaHuil  (npe3eHTauui,|['ocyrapcTBEHHOE U MYHHUILIMIIAIBHOE YIIPaBI€HUE (IIPOTOKOJI
cooOmenui, Beo-kpynza)|Ne 10 ot 10.04.18 1.)

3 [[loxroroska k| MeTonnueckue yka3zaHHs O OpraHU3alMd CaMOCTOATEIbHOMN
AQHAJTUTHYECKON 3amiCKe [paboThl CTYAEHTOB No HampasieHuto mnoxarotoku 38.03.04




['ocymapcTBEeHHOE U MYHUIIMITATBHOE YIIPABICHUE
(mpotoxosn Ne 10 ot 10.04.18 1.)

IToaroroska K
TECTUPOBAHUIO 110
y4eOHOMY  MaTepHary
JMCIIUILINHBI

Mertoanyeckne ykazaHUsi IO OpPraHU3allil CaMOCTOSITEILHOU
paboTel CTyINeHTOB Mo HampasieHuto mnoaroroBku 38.03.04
['ocymapcTBeHHOE U MYHUIIMITAIBHOE YIIpaBieHue (TIPOTOKOI
Ne 10 ot 10.04.18 1.)

VY4eOHO-METOANYECKHE

MaTepHabl Ui CaMOCTOSITEIbHON pPabOThl OOYYAIOMIMXCS M3

YHCIIa MHBAJIHU/IOB U JIMI C OTPAaHUYEHHBIMU BO3MOKHOCTSIMU 310poBbs (OB3) mpenocrasistorcs
B (hopMax, aJanTUPOBAHHBIX K OTPAHUYCHUSAM UX 37J0POBbS U BOCHPUATHS HH()OPMAIIIH:

JInst UL ¢ HapyIIeHUSIMH 3PSHUS:

— B [1€4aTHOW (hopMe YBEIUYECHHBIM HIPUPTOM,

— B (hopMe DIEKTPOHHOTO IOKYMEHTA,

JIist an ¢ HapyHWIEHUsAMHU CIlyXa:

— B IIeYaTHOM ¢opme,

— B (hopMe 2IIEKTPOHHOTO JOKYMEHTA.
JUist 11 ¢ HapyIeHUsIMUM OTIOPHO-/IBUTATEIBHOTO anapaTta:

— B mieyaTHoOU hopme,

— B (hopMe 3IIEKTPOHHOTO IOKYMEHTA,
JlaHHBIN TepedeHb MOXET OBITh KOHKPETU3HPOBAH B 3aBUCUMOCTH OT KOHTHHTCHTA
oOyJaromuxcs.

3. O0pa3oBaTe/ibHbIC TEXHOJIOTHH.

B npenoxaBanum xkypca

HCIIOJIB3YIOTCA COBPEMCHHBIC 06p330BaTCJII)HI)Ie TCXHOJIOTHH

- MYJIbTUMEIUIHBIC JICKIIUU C SJIEMEHTaMHU JIUCKYCCHH;

- UH(pOpMaLIMOHHO-KOMMYHHUKATUBHBIE TEXHOJIOTHH;

- HCCIIeI0BATENLCKUE METO/IbI B 00yUEHHH;

- npo0seMHOe 00yUyeHue.

B ydeOGHOM mpoliecce MCHONb3YIOTCS aKTUBHBIE U MHTEPAKTHBHbBIE (OPMBI MIPOBEIECHUS

3aHATHIA.
Komnuectro
qacoB
Ne Hamnmenosanue pa3nenos (TeM) Virrep.
Beero Jachbl
1 2 3| 4
1 Brenenue B qucruminny «JlokyMeHTammoHHOE obecreueHne 4 5
yIPaBICHUS
2 3akoHOIaTeNbHAs © HOPMATHBHO-METOMYECKAsi OCHOBA 4 5
JIeJIOTIPOU3BOICTBA
3 JIoKyMeHTBI: KilaccupuKalus, CTpyKTypa, TpeOoBaHus K 4 9
0()OpMIICHHUIO.
4 OdopmiieHre opraHu3alMmOHHO-PACTIOPAIUTEIBHON 1 5 9
WH(HOPMAIIMOHHO-CIIPABOYHOH TOKYMEHTAIINH.
5 OdopmiieHre JOKYMEHTAIUH 110 JUYHOMY COCTaBY 6 4
6 Odopmnenne koppecrioHaeHINN. CTPYKTypa TETOBBIX ITHUCEM. 4 2
7 OdopMieHre ToroBOpHOM JOKYMEHTAIUH. 6 2
8 Tunossie n yaudunrpoBanupie (GOPMBbI JOKYMEHTOB. 4 2
9 Opranuzanus paboTsl ¢ KOH(OUACHIMAIBHBIMU TOKYMEHTaMU 6 2




10 |Dopmbl perucTpamyi J0KYMEHTOB
11  |Opranuzanus npuemMa rpaxxjiaH

12  |ABTOmarM3anus AEIOMPOU3BOJICTBA
13  |[lopsimok mepenadu Aei B apXuB

14 |DnexTpOoHHOE MPABUTEIHCTBO
Hmoeo no oucyuniune: 64 36

I IR RIS
AIAINADN

Ha srtame u3yuyeHusl NepBbIX ABYX pa3/eloB, KOTOpble HOCAT B OOJbLIEH CTENEeHU
TEOPETUYECKHI XapakTep HCIONb3YIOTCS TPYIIOBBIE M CaMOCTOSTEIbHBIE (POpPMBI paboTHI,
HalpaBJIEHHbIE HAa OCMBICICHHE CIIOKHBIX HECTPYKTYPHUPOBAHHBIX NpoOJeM IpeaMmera
oOyueHust, (QopMHpOBaHUE COOCTBEHHOM apryMEHTHPOBAHHOM MO3UIMM IO MPOOJIEMHBIM
aCIIeKTaM M3y4aeMoi TeMbl. 371eCh UCIIOIB3YETCs TaKhe 00pa30BaTEIbHBIE TEXHOIOTHH KaK

0 paboTa B MajbIX Ipymnmnax/mapax no pa3oopy KOHKpPETHBIX CUTYaIHii;

0 JEKLUS C DJIEMEHTAMH TUCKYCCHH;

[Tocnenyromue paszgensl JUis pemieHHsl IMOCTAaBICHHBIX IIeNiell B pamMKax ydeOHOH
JUCLUIUIMHBL TPeOyIOT MCIIOJIb30BAaHUSI METO/I0B OOyUYeHUs!, HAIlpaBJIEHHbIX Ha (popMuUpOBaHUE
YMEHMM M HaBBIKOB IOATOTOBKH JOKYMEHTOB pa3BIMYHBIX BHUAOB. [[1s1 3TOro BHEApEHBI
cieayronme o0pa3oBaTesIbHbIE TEXHOJIOTHH:

1. [IpoBenenue npoOIEMHOrO CEMHHApa, B paMKax KOTOPOIO CTYAEHTHI PEILaoT
JBYEIMHYIO 3ajJadyy: a) IMOJy4aroT 3HaHMs [0 OdYepeAHONM Teme yudeOHoro monyis; 0)
AN TUPYIOT UX K CTPYKTYpE YU€OHOH IUCIUITIIMHBI.

2. AHaJIUTHYECKHE TEXHOJIOIMH 3aKOHOATEeNbCTBA 00 OCHOBAX JIEJIONPOU3BOJICTBA U
JIOKYMEHTOO0O0pOTa U 3KCIEPTU3bl JOKYMEHTOB SIBJISIFOTCS, C OJHOW CTOPOHBI, YHUKAJIbHBIMU
JUI TAaHHOTO y4yeOHOro Kypca MHTEPAaKTHBHBIMU OOpa30BaTEIbHBIMU TEXHOJIOTUSIMHU, B OCHOBE
KOTOPBIX JIE)KUT METOJ aHaIu3a JOKYMEHTOB; C JPyroi, COCTaBHOM YaCThIO IPAKTUYECKOU
JeSITeIbHOCTH, CBS3aHHOM C JMAarHOCTUKON JOKYMEHTOB, 00€CIIEUMBAIOLIUX YIPABIECHYECKYIO
JeSITeNIbHOCTh. B Kypce Hcnonb3yroTcsl UHIMBUyaIbHbIE TUCbMEHHBIE 3aJaHUs.

3. Pa3paboTtka u mnpe3eHTanus KOJUIEKTUBHBIX HMH()OPMaIlMOHHO-aHATUTHYECKUX
NpOeKTOB ««MoJienu peau3aluy JeNONpPOU3BOACTBA M JOKYMEHTOOOOPOTa»  MO3BOJISIOT
CTPYKTYpUpPOBAaTh HHJWBUIYaJbHYIO JAESITEIBbHOCTh IO IMHUCbMEHHBIM 3aJaHusM. OCHOBHbIE
3aJjauu Npe3eHTaluu Kak yuyeOHoi (opMbl CBOIATCS K (POPMHUPOBAHUIO MPAKTUUECKUX YMEHUN
KOHIICHTPUPOBAHHOTO M3JI0KEHUSI M IPEe3eHTAllMM BHU3YaJbHBIX MaTepuanoB B Qopmare
«PowerPoint» pe3ynbTaTroB, MOIYYEHHBIX B X0/1€ aHATUTUYECKOU PabOTHI.

4. NupauBuayalbHble W TPYNNOBBIE  KOHCYJIBTALIUH. WHuBuayanbHbIe
KOHCYJIbTAllMM MPOBOJSATCS pa3 B HENEIIO MOCe y4eOHBIX 3aHATHI MOCPEICTBOM MPEIMETHOTO
quanora  mpemojaBaTens ¢ o0ydamolMMCS [0 pa3jiMyHbIM  COJAEP)KATEIbHBIM U
OpPraHU3allMOHHBIM BOINpOCaM Y4eOHOro MoAyis. ['pynmoBble KOHCYJIbTALMU TO3BOJISIOT
IpenoAaBaTeslo ONTUMHU3UPOBATh KOMAaH/IHYIO pa0OTy CTYAEHTOB MO Pa3jIMYHBIM MPOEKTHBIM
dbopMam yueOHOH eATeTLHOCTH.

JUig M ¢ OrpaHUYEHHBIMU BO3MOXHOCTSIMHU 3/10pPOBbsI IIPELYCMOTPEHA OpraHU3alMs
KOHCYJIbTAIMM ¢ HCIIOJIb30BaHUEM 3JIEKTPOHHOM MOYTHI.

4. OneHOYHbIE CPEACTBA /ISl TEKYLIEr0 KOHTPOJIA YCIEeBaeMOCTH M IIPOMEKYTOYHOM
aTTecTalMu.
4.1 OneHo4HbIe MaTepPHAJbI VIS TEKYLIEro KOHTPOJISl YCIIEeBAEMOCTH
4.1.1. Bonpochl Il JMCKYCCMH B PaMKaX JIEKIHOHHBIX 3aHATHH M NMPoOIeMHBIX
CEeMHHapOB.
JAuckyccuoHHble BONPOCHI MO0 Teme «JloOKyMeHTBI: KJaccupukamus, CTPYKTYypa,
TpeOoBaHus K 0(pOPMIICHHIO»
1. Tlonarue o kimaccupukauuu TOKyMEeHTOB. COOTHOIIEHHE BHJIOBOM M THUMOJOTHYECKOU
KJIaccu(UKAIUN TOKYMEHTOB.
2. Buapl JOKyMEHTOB: OpraHM3ALMOHHBIE, pacNOpPAJUTEIbHbIE, HHPOPMALMOHHO-
crpaBoyHble. TUNOJIOTHYECKas KJIaCCH(PHUKAIIHAL.
3. bnaHku HOKyMEHTOB: BHU[bl OJAHKOB U MOPAIOK PACIOJIOKEHHsS] PEKBU3UTOB B OJaHKe



(YyrimoBoe U IEHTPOBAHHOE), UCIIOIh30BaHUE OJAHKOB C H300paskeHHEM TOCYapCTBEHHOTO Tepoa
1 repOa cyobekTa deaepannm.

4. TpeOoBaHUS K COCTAaBICHHIO M OQOPMICHHIO JOKyMEHTOB. (DopMaTbl OyMakKHBIX
JIOKYMEHTOB.

5. TpeboBaHMsI K TEKCTY JOKYMEHTOB.

Ilepeuensv yacmu komnemeHnyuu, NPOBEPIEMbIX OYEHOUHBIM CPEOCNBOM:

[1K-4 odopmiieHre U MPEACTABICHHE PE3yIbTA0B HAYYHO-TIPUKIATHON JACITEIBHOCTH IO
MOJIOJI)KHOW TeMaTHKe B COOTBETCTBHM C POCCUHCKUMH M MEXAYHAPOJHBIMU HOPMAaTHUBHBIMU
JOKYMEHTaMH M CTaHJIapTaMH, HAYYHBIMH U CTIIELUAIBbHBIMUA TPEOOBAaHUSAMH K ITPE3CHTAIIH

Kpumepuu oyenxu:

«YJIOBJIETBOPUTEIHFHO» - CTYACHT UMEET (pparMeHTapHbIC MPEJCTABICHHS O COJACPKAaHUH
3asBJICHHON TeMbl IPOOJEMHOI0 CEeMHHapa, YaCTUYHO OCBOMJI IOHITUHHO-KATEropHUaibHbIN
amrmapar;

«XOpOUIO» - CTYAEHT JEMOHCTPUPYET OOIIMe 3HAHUSA 110 3asBJIEHHON TeMe MPOOJIEMHOI0
CEeMHMHapa, YMEET YCTAHABJIMUBAThH CBS3U MEXKy TEOPETHUECKUMH MOHATHIMU U SMIHUPUICCKUMHU
bakramu;

«OTIIUMYHO» - CTYICHT JIEMOHCTPUPYET CHUCTEMHBIC 3HAHHS TI0 3asBICHHOH Teme
npoOJEeMHOTO CeMUHapa, YMEET YCTaHaBIUBAaTh CBA3M MEXIY TEOPETUYECKUMHU MOHATHSIMU U
IMIIUPUUECKUME (pakTaMu, popMyTupyeT aHATUTHIECKUE 000OIICHNS 1 BBIBOJIBL.

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

«TexHoJsiorusi MOATOTOBKM HH(OPMALMOHHOIO 0030pa mNo mNpodeMaTHKe
MOJIOACKHON MOJUTHKH).

OcHoBaHus Bunet 0630poB
JIeTIeHUS

DyHKIHUOHAIBHOE
Ha3zHayeHue (ImpeaMer
aHajamn3a)

XapakTep paccMaTpUBaAEMbIX
BOITPOCOB

IleneBoe HA3HAUCHHE

[Torpedutensckoe
Ha3HAuYCHUE




Ilepeuenv yacmu komnemenyuu, NPOBEPEMbIX OYEHOUHbIM CPEOCHEOM:

[IK-11 - BmajeHneM HaBBIKAMH COCTABJICHHUS MH(POPMAIIMOHHBIX 0030POB IO HCCIEAYEeMOM
npobieme

Kpumepuu oyenxu.

«YIOBIIETBOPUTEIIBHO» - CTYICHT UMeeT ()parMeHTapHbBIC MPEACTABICHUS O COJCPKAHUU
TEXHOJIOTMH ITOJITOTOBKH HH(POPMAIIMOHHBIX 0030POB;

«XOpOLIO» -  CTYACHT HMEET OOIIMe MPeACTaBICHUS O COJACPKAHUH TEXHOJIOTHH
MOJATOTOBKUA MH(POPMAIIMOHHBIX 0030pOB, OCBOWJI MOHITUIHO-KATErOpUaIbHBIN anmapar, yMmeer
YCTaHABIIMBATH CBS3M MEKIY COCTABHBIMH YaCTSIMHU MHGOPMAITMOHHOTO 0030pa;

«OTJIMYHO» - CTYACHT HMMEET CHCTEMHbIE MPEJCTaBICHUS O COJEP>KAaHUU TEXHOJIOTUU
MOITOTOBKHA HH(POPMAIIMOHHBIX 0030pOB, OCBOMJI MOHITHIHHO-KATETOpUATIBHBIN aIapar, yMeeT
YCTaHABIIMBATh CBS3U MEXJY COCTABHBIMH YacTAMU HH(OPMAIMOHHOTO 0030pa, hopmynupyer
aHAIUTHYECKHE 0000IIEHNS 1 BEIBOIBI.

4.1.3. IloaroroBka coo0IIeHNii U MpPe3eHTANN P M0 Y4eOHO# THCIUTIIHHE

Cooouwgenue «ONEKTPOHHOE IPABUTEIBCTBO». €r0 3HAYEHUE, NPHUHLMIIBI ITOCTPOCHUS U
BHeJpeHusa. VIHTerpupoBaHHOE 3JEKTPOHHOE mHpaBUTenbCcTBO Poccun.  Opranuzanus
MEKBEJIOMCTBEHHOTO 3JIEKTPOHHOTO JIOKYMEHTOOOOpOTa MEXKAY OpraHaMH TrocCyJapCTBEHHOMH
Brnactu Poccuiickoit ®Dexepanum» AOHDKHO COJAEPKATh AaHAIM3 TMPAKTHKA PpabOThl ¢
JIOKYMEHTaMH, OITMCAHUE UX CTPYKTYPHBIX U (DYHKIIMOHAJIBHBIX OCOOCHHOCTEH, a TaKXKe OLIEHKY
ux 3¢ pexTUBHOCTH.

Anroput™ paboThI:

1. [Touck nutepatypbl U aHaJIU3 JIUTEPATYPbl 1 HICTOYHUKOB I10 IaHHOM Mpodieme.

2. IloaroroBka cooOIIeHUs B MUCbMEHHOM BHJIE WIIM MpE3eHTaluu pedepara B TBOPUECKOH
(MpOAYKTUBHOW) mepepaboTKe, IAe IJIaBHOE BHUMAaHHE YJENAETCs HOBU3HE COJEpXKaHUA,
AQHAJIN3Y €ro COLMAJIBHON LIEHHOCTH C YYETOM YX€ MMEIOIIUXCS JOCTH)KEHUH B OMpPENEIeHHOMN
001acTH 3HaHUH.

Ilepeuensv yacmu komnemeHyuu, NPOBEPIEMbIX OYEHOUHIM CPEOCMBOM.

OIIK-1 - pemeHue CTaHIAPTHBIX 3a7aydl NPOQPECCHOHATBHON AEATENbHOCTH HAa OCHOBE
uH(pOpPMaLlMOHHOW U OuOIMorpa@uueckol KynbTypbl C MPUMEHEHHEM HH(OPMAaIMOHHO-
KOMMYHHUKAIIMOHHBIX TEXHOJOTMM W C YYeTOM OCHOBHBIX TpeOoBaHUI MH(OPMAIIMOHHON
Oe3omacHOCTH. Biajneer HaBbIKaMH HCIOJB30BaHUS TMOHSATHUIHO-KATErOPHAIbHOTO ammnapara
Kypca «/lenonponsBoJcTBO B chepe MONOAESKHON MOIUTHKIY NPU aHAIN3E U OLIEHKE KOHTEHTa
1 3QPEKTUBHOCTH pealIn3alliy peleHui B cpepe aHTUKOPPYINIUOHHON OTUTHKH.

Kpumepuu oyenxu pecpepama:

«YAOBIIETBOPUTEIBHO» - COOOIIEHHE MPEICTABISAET COOON M3JI0KEHNE PE3YIBTATOB UYKUX
UCCIIeIOBaHUN 6€3 caMOCTOSITEIbHOI 00pabOTKH HCTOYHHUKOB;

«XOpOII0» - COOOIIEHHE MPECTABISIET COOON CaMOCTOSITENbHBIN aHAINU3 Pa3HOOOPa3HBIX
HAy4yHBIX MCCJIENOBAHUN M SMIMPUYECKUX JAHHBIX, OJHAKO HE B IOJIHOM MEpEe OTPaXKaeT
TpeboBaHus, CHOPMYITUPOBAHHBIC K €TO M COJCPIKAHMIO.

«OTIIUYHOY - B COOOIICHNN OTPAXKAIOTCS TaKHE TPeOOBAHUS KaK aKTYaJbHOCTb COJIEP KaHus,




BBICOKMH TEOPETUYECKHIl YpOBEHb, TIJIyOMHA M TMOJHOTAa (PAKTOPOB, SIBICHUN, HpPOOIEM,
OTHOCSIIMXCA K TeMme, HWH(POPMALMOHHAS HACBHIIIEHHOCTh, HOBHM3HA, OPHTHHAIBHOCTH
U3JI0KEHHUS MaTepuaia; CTPYKTypHas OpPraHM30BaHHOCTb, OOOCHOBAHHOCTH MPEIUIOKECHUS WU
BBIBOJIOB, C/ICTAHHBIX B COOOIIEHUH/ ITPE3CHTAIINH.

4.1.4 TlpumepHble HHAMBUAYAJTbHBIE 3aJaHUS

Cocmasumv u ogopmums npuxkassl nO OCHOBHOU OeamenpbHOCmMU, U Opyzue
pacnopaoumeibHvle 0OKYMEHMbl, He00X00umble 8 OAHHBIX YNPAGICHUECKUX CUMYAUUAX:

Curyanus 1.

A.H.lllunos, npencenarenb PoCCUICKOTO areHTCTBA MEXKIYHAPOJAHOTO COTPYJIHHYECTBA U
pa3BuTHs (rocynapcTBeHHass opranu3auus npu [IpaBurensctBe P®), 24 QeBpans Tekymero
rojla MOPYYHJI CTPYKTYPHBIM MOJPA3IECICHUSAM AareHTCTBa COBMECTHO C MpPEACTaBUTEISIMU
['ockomumymectBa Poccun k 10 ampens MOArOTOBUTH MPOEKT IMPOrPaMMbl IPHUBIICYEHUS
WHOCTPAHHBIX MHBECTULIMM K MPOLECCY aKUMOHUPOBAHUS TOCYHApPCTBEHHBIX MPEIIPHUATHH.
[Topyuenue ObulO naHO BO HcrosiHeHUE nocraHosieHus IlpaBurenscrBa P® ot 24 ¢deppans
tekymero roga Ne 246 ['maBHOMY yHpaBIEHUIO OTPACIEBbIX HMHBECTHIMOHHBIX MPOrPAMM,
['maBHOMY JOrOBOpPHO-IIPAaBOBOMY YIIPAaBJIECHHWIO M [J1aBHOMY YIIpaBJIEHHIO CTpaTeruud U
WHBECTHUPOBAHUS.

[Ipoekt mpuka3za npezcenaTess areHTCTBa ObUI 3aBU3UPOBAH €ro MEPBBIM 3aMECTUTENIEM
J.H.®enopoBbIM 1 HadyaIbHUKOM [ J1aBHOTO JOrOBOpHO-IIpaBoBOro ympasieHus 1.B.MibuHbIM.
Kontpons 3a ncnoiaaennem nprkasza 0bu1 Bo3noxke Ha J[.H.denopora.

Curyaunus 2.

JIMpEeKTOp PEMOHTHO-3KCIIIYyaTallMOHHOTO0 MyHUIMNIAIbHOTO yrnpasieHus Ne 15 3oros W.T.
5 OKTSAOpS TEKyIIETo roja U34ajll NprUKa3 O MOJArOTOBKE K YOOPKE TEpPUTOPUN B 3UMHUIN MIEPUOJT
Tekymero roxa. InaBublii uHxeHep Hukomae B.B. k 15 okta0ps momkeH mnpoBecTH
3aKperyieHue yOupaemblX TEPPUTOPUI 3a TEXHUKAMH-CMOTPUTEISIMU U IBOPHUKAMH, COCTaBUTh
rpaduK JBYXCMEHHOW palboThl MO YOOpKe TPOTYyapoB U JABOPOBBIX TEPPUTOPHI, pazpaboTaTh U
coriacoBaTh B IpedeKkType OKpyra IulaH YOOpKM TEppUTOpPHIl C NpPUBICYEHHUEM JIIOJEH U
TEXHUKHU BEJIOMCTBEHHBIX NPEAIPUATHN, PACIIOIOKEHHBIX HA TEPPUTOPUH OKpYTa.

[Ipuka3 u3gan Ha ocHOBaHMM mocTaHoBieHUs [IpaBuTenbctBa MOCKBBI OT 8 CEHTAOpA
tekymero roga Ne 908 «O roroBHOCTH CiIy)X0 TOpOJCKOTO X03siiicTBa K yOOpKe TeppUTOpHUIA
r.MOCKBBI B 3UMHHUIA IEPHOJIY.

Curyauus 3.

OTnenom opraHu3aliMOHHON U KaapoBO#M paboThl YnpasieHus MuHucrepcTBa rocTuuuu PO
no PecriyOnuke Kapenusi B KOHIlE KaJleHIapHOTO rojia Obula cocTaBlieHa HOMEHKJIAaTypa Jiell Ha
CIEAYIOIMNA KaJeHJapHbId roa. 27 nexabps TEeKyLIero roja HavyaJbHUKOM YTpPaBJICHUS
T.I1.ArnareeBoil OBLT M3[aH W TOAMKMCAH TPHUKA3 00 yTBEPXKICHUU W BBEICHHH B JCHCTBHE
HOMEHKJIATypbl JAel ¢ 1 sAHBapsd cHeayrowmero roja. PyKOBOIUTENSM CTPYKTYpPHBIX
noJipa3iesieHui MPUKa30M MPeANUChIBAIOCH (HOPMHUPOBAHHE, UCIIOIb30BAaHUE U XpaHEHHUE JEN B
COOTBETCTBUM C pa3pabOoTaHHONW HOMEHKJIATypoil e, KOoHTposb 3a MCIIONHEHUEM NpHKa3a Obul
BO3JIO’KEH Ha HayaJIbHUKA OT/ieJla OpraHu3aluOHHON U KaJpoBoil paboThl X1oHHHHEHa A.B.

Curyanus 4.

PykoBonutenem Komurera mo 3eMenbHBIM pecypcaM U 3eMieycTpoicTBy dDenepanbHOU
cy)0b1 3emenbHOro kamgactpa Poccum  A.T.KonapamoBeiM 1 HOSIOpst Tekymiero roma ObUT
U3J1aH NIPUKa3 O BBEACHUM YHU(HUIIMPOBAHHBIX (OPM NEPBUYHON Yy4ETHOW NOKYMEHTAlUU TI0
yuery KaapoB. [Ipmka3 u3gaBajics B COOTBETCTBHM C IOCTAHOBIJIEHHWEM [ 0CyIapCTBEHHOTO
komurera mo cratuctuke ot 06.04.2001 Ne 26 «O06 yTBepkIeHUH YHUDHUIIMPOBAHHBIX (HopM
IIEPBUYHOM Y4YETHOM NOKYMEHTALMM IO Y4€Ty TPyJa M €ro OIUIaThD» U C LEIbI0 CO3IAHMS B
Komutere eauHoi cucreMbl KaapoBoi ToKyMmeHTauuu. [Ipuka3soM BBOAMIUCH B JAeiicTBHE C 1



HOAOpS TEKyIIero rojxa Bce YyHUGUIUpPOBaHHbIE ¢GopMbl, Bomeamue B Anbbom YOI,
YTBEPKACHHBIN BBIICYKa3aHHBIM IIOCTAHOBICHUEM.

IIpoekt npukasa 3aBU3HPOBAIU IOPUCKOHCYNIBT TuiieHko M.A., HHCIEKTOp OTAeNa KaJpoB
Kykosa T.II.

Ilepeuenv yacmu komnemeHnyul, NPOBEPAEMbIX OYEHOUHLIM CPEOCNBOM:

[IK-15 - VYwmeHue BecTH [JENONPOU3BOACTBO U JOKYMEHTOOOOPOT B  OpraHax
rocygapcrBeHHon Biactu  Poccuiicko @epepanuu, opraHax TIOCYJapCTBEHHOW —BIIACTH
cyobekToB Poccuiickoit denepanun, opraHax MECTHOTO CaMOYIIPaBIIEHHs, TOCYJapCTBEHHBIX U
MYHUIUTATBHBIX TPEANPHUATUAX U YUPEKICHUSIX, HAYUHBIX U 00pa30BaTeIbHBIX OPTaHU3aAIMSIX,
HOJUTUYECKUX MapPTHUSX, OOIIECTBEHHO-TIOJIMTUYECKUX, KOMMEpPYECKMX M HEKOMMEpPUYECKUX
OpraHu3aLusIX

Cocmasumv u ogopmums  cayxyceOHble nucbmMa, HeoOXOO0UMble 6  OAHHBIX
YRPAGNEHUECKUX CUMYAUUAX:

Curyanus 1.

JlenapraMeHT NOAJEPKKH M Pa3BUTHSA MaJOro MpEeANpHUHUMATENbCTBA  IHCbMOM 3a
MOJMKUCKHI0 3aM.IUpeKTopa JAenapramenta CepukoBa A.B. yBegoMun pyKOBOACTBO JETCKOTO
caga Ne 1586 o ToMm, 4TO B CBSI3M C Pa3BUTHEM MPEINPUHUMATEILCTBA 3aHUE JETCKOTO caja
JOJI’KHO OBITH MepeiaHo AJI TEXHUUYECKUX HYXK] JernapTaMeHTa.

Ucnonautenem BacuibeBoit mo mopydeHuio aupekropa jaerckoro cama Ne 1586 HOro-
3amagHoro OKpY>KHOTO YIpaBiieHHs 00pa3oBaHUsi T.MOCKBBI, pacrlojOKEHHOTO0 Ha MPOCHEKTE
MugypuHckoM, 1oM 22 T.MOCKBBI, OBIJIO COCTABJICHO MUCHMO, aJIPECOBAHHOE OTIENY IHCEM
Mbpuu MockBel o aapecy: r.MockBa, yin. TBepckas, 13, B KoTopoM AupeKTop AeTckoro cama No
1586 O.A.AGpamoBa mpocwmiia pa3oOpaTbCsi B JAaHHOM BOINPOCE, MOTHUBHPYS TEM, 4YTO B
HA3BaHHOM paiioHe JETCKUX CaJ0B OCTAIOCh Majo W HE BCE JETH MOTYT MOCEeIaTh NETCKUE
JOMIKOJIBHBIC YUPCIKACHUA. ITnuceMo OBLIIO OTBETOM Ha HOJ'IyLIeHHI)II\/II JOKYMCHT OT I[enapTaMeHT.

Curyauus 2.

MoOCKOBCKUI paguOTEXHUYECKUH KOIeIK HUMeHHM akagemuka A. A. Pacmierunna
MunuctepctBa obpazoBanus P® (Mocksa, yin. b.Jlekabpbckas, 5, 124000, ten.: 252-11-84,
dakc: 253-32-36) pazocnan UHGOPMALMOHHBIE MUCbMA JUPEKTOpaM IIKOJI  Topoja C
cooOmieHrneM 00 OTKPHITHM B HOBOM Yy4eOHOM TOny JBYX (DaKyiIbTEeTOB: COBpPEMEHHBIE
UH(POPMALIMOHHbIE TEXHOJIOIMH M IopHIudeckuil. B muceme cooOmianoch Takke O TOM, YTO
npaBuiIa TIpUeMa Ha yKa3aHHbIe QaKyiapTeThl o0mue. [IMcbMo OBUTIO COCTABICHO UCTIONHUTEIEM
CrenanoBoii u noanucano aupexkropoM JI.b.MapTsiHIOKOM 15 MapTa Teky1ero roja.

Curyanus 3.

Ucnonaurenem M. 0. ITonakoBoil o mopy4eHU0 HadalbHUKaA oTAesna mapketuHra OAO
«Toprrnorpebeoro3» (r.Mocksa, Jlecnas yn., .18, 117123, Ten./dakc. 234-56-00, OKIIO
87654321, OI'PH 1234567890098, MHH/KIIIT 09876543321/123456789) B.A.KomapoBa ObL10
cocraBiieHo nucbMo B ajapec OOO «Jlenmo», TexHW4yeckoMy aupektopy A.M.MsrkoBy 00
OTIIpaBKE JOKYMEHTallMu cledyromero coaepxkanus: «Hampasisiem HeoOxoaumble Bawm
JOKYMEHTBI, —cojiepkalde HHGPOpMalMI0 O IeHe KOMIUIEKTa HayYHO-TEeXHUYECKOM
JOKYMEHTallud  Ha XOJoauwibHOe oOopynoBanue. IlpeanmaraemM BbICHATh TEXHUYECKYIO
JOKYMEHTAIlMI0 Ha 3apyOeXHble AaHaJOrM XOJOIWJIBHOrO oOopyaoBaHus. I[lpu npuHATHH
MOJIOKUTEIBHOTO  pellleHuss O  3aKkynke oOopyaoBaHus mpocuM Bac  HampaBuTh
COOTBETCTBYIOIIEE MUCEMO pyKoBoauTento oraena cobita HaymoBy C.IL». JlaHHBIM MUCBMOM
compoBOXAaIach crienudukanus Ha 28 1. B 1 9K3.

Ilepeuenv yacmu komnemeHyul, NPOGEPAEMbIX OYEHOUHLIM CPEOCNBOM:
[IK-15 - VYMeHume BecTH [EJIONMPOM3BOJCTBO W JOKYMEHTOOOOPOT B OpraHax
rocygapcrBeHHo Biactu  Poccuiickonr @epepanuu, OpraHax TroOCyJapCTBEHHOM BIIACTH



cyobekToB Poccuiickoit denepanuu, opranax MECTHOTO CaMOYIPaBIICHHs, TOCYJapCTBEHHBIX U
MYHUIUNATBHBIX TPEANPUIATUAX U YUPEKIACHUSIX, HAYUHBIX U 00pa30BaTEIbHbIX OPraHU3aALMSIX,
MNOJUTUYECKUX TAPTHUAX, OOIIECTBEHHO-TIOJUTUYECKUX, KOMMEPYECKMX M HEKOMMEPUYECKUX
OpraHu3alusIX

Cocmaeumv u oghopmumsp 00K1ad0HbBIE, U 00BACHUMENbHBIE 3ANUCKU, HEODX00UMbBlEe 8
CeOYIOuUX YRPAGIEHUECKUX CUMYAUUAX:

Curyanus 1.

3amecturenb HavanbHuKa [Ipom3BoicTBeHHOrO 0oO0benuHeHUs: «MOCKOBCKas TOpoJicKas
teneponnas cetb» (MI'TC) Munucrepcrsa cBsisu PO M.U./ly6oB oOpaTHics K HayadbHHUKY
CHEIHMAIbHOTO yIpaBieHusl TenedOHHOM CBs3M Toro xe wmuHHcTepcTBa [.C.AKCEHOBY C
JOKJIATHOM 3aITUCKOM O BBIJCIICHUU MPSMBIX IMPOBOJOB U HA3HAYCHHUH Telle(hOHHBIX HOMEPOB Ha
JIOTOBOpHOM ocHoBe. B nmokmaanoit 3amucke M.UM.J[y6oB cooOmianm o TOM, 4TO B CEHTSOpe
tekymero roga oowsemuaeHrneM (MI'TC) ObuH TIOATOTOBJIGHBI W COTJIACOBAaHBI ¢ [ JTaBHBIM
IJIAaHOBO-(DMHAHCOBBIM ~ ympaBieHueM MuHuctepcTBa cBsi3u P® 10roBopsl ¢ HOBBIMHU
aboneHTamHu. /{71 BKIIFOUEHUS yKa3aHHBIX a0OHEHTOB B CeTh nepenadn JanHbix «Muboren» ¢ 1
JeKadps TEKYIIEero rojia HeoOX0IMMO BbIIENIEHUE MPSIMBIX MPOBOOB. B cBs3u ¢ aTum r-H J[ydoB
BBIIBUHYJT PEJIOKCHNE O BBIICTICHUH TPSMBIX IIPOBOJIOB M HA3HAYCHUU TEJIe(POHHBIX HOMEPOB
Ha JIOTOBOPHOM OCHOBE yKa3aHHbIM aboHeHTaMm. JlokjanHas 3amucka ObLla COCTaBlieHa
ucnionauTesieM Opnopoit 1 noanucana M.M./ly6oBbiM 12 HOSIOps TEKyILIETO roja.

Curyaunus 2.

Kypoep 3A0 «®apma» C.C.CoMmOB peryispHO omasipiBall Ha paboTy, 4eM Hapylail
TPYAOBYIO TUCHUIUIMHY. 3aBeayromas kanuenspueil 1.B.1llymMmunnna HeogqHOKpaTHO fenana eMy
3aMevaHusi (B ycTHOH ¢opme), a 12 uroHS Tekyuiero rojpa Oblga BBIHYKIEHa OOpaTHThCA C
JaHHBIM BompocoM K ['eHepanbHOoMy aupektopy A.B.CenoBy c noknanHOM 3amuckoi, B
KOTOPOH NMpOoCHIIa NPUHATh MEpbI TUCHMITIMHApHOTO Xapakrepa kK C.C.ComoBy.

Curyanus 3.

PykoBoautens otaena HoBbiXx mnpoekToB O.B.TokapeBa oOpatmiace k I'eHepamHomy
nupexkropy OOO «Mactep» 1-Hy A.J[.MeBneBy ¢ nokiIajgHON 3aMuCKOM O HEOOXOAMMOCTH
YBEJIMUYEHUS IITATHOW YHCIEHHOCTU oTaena. B mokmagnoi 3amucke O.B.TokapeBa coobmiana o
TOM, YTO B HACTOSIIIEE BPEeMs JJIsl YCHEIIHON paboThl areHTCTBa HEOOXOIMMO yBEJIUUYEeHHUE 0a3bl
JaHHBIX O TOTEHIMANbHBIX KiueHTax. [lo ee MHEHMIO, OTHUM U3 Hamboyee peanbHBIX MyTeil
pacimypeHus: 0a3bl JaHHBIX SIBJISETCS] MMOCTOSHHBIM aHAU3 CPEJCTB MaccoBOW MHGpOpMaIuH, B
YaCTHOCTH Tpecchl (MH(opMaims o Hanboliee KPYIMHBIX KIMEHTAaX areHTCTBa Obliia MoJy4YeHa U3
AHAIUTUYECKOTO0 KypHasia «KcepT»). B cBsi3u ¢ Tem, 4To OT/EN B €ro HacTosIeM cocTase (5
COTPY/ZIHUKOB) HE MMEET BO3MOXHOCTH OpPraHM30BaTh IMOJAPOOHOE M3Y4YEHHE AHATMTUYECKUX
m3mannii, O.B.TokapeBa cuuTaer mernecooOpa3HBIM BBECTH B INTAT OT/AENA JBE JTOJDKHOCTH
MEHEKEPOB ISl U3YyUEHHUS U aHAJIM3a MPECCHI C 1EJIbI0 BBISIBJICHUS MOTEHIUAIBHBIX KIMEHTOB,
a TaKXe MOJTrOTOBKM olepaTUBHOW HMHpopmamuu o mnojoxxkeHuu Ha peiHke CMU B dopme
€XKEHEJENbHBIX O0T4EeTOB. B noknanHoi 3anucke TokapeBa mpeiokuwia Ha 3TH JOJDKHOCTH
1o100paTh COTPYAHUKOB U3 YUCIIA CTYIEHTOB 4-5 KypcoB (akynbrera xKypHanuctuka MI'Y unun
IIKOJIBI PEKJIAMBI.

Curyanus 4.

B lBaHOBCKO#l 007acTH CIOXWIJIOCH KpailHE HampspKeHHOE IIOJO0XKEHHE C TOProBileH
IPOMBIIIJICHHBIMHA TOBAPaMHU U, B YACTHOCTH, MEOEIIbIO.

B 12 u3 15 paiioHOB TOPromist MeOENbI0 BEIETCS B HENPUCHOCOOIECHHBIX MOMEIICHUSX,



JUIICHHBIX HEO0X0IMMOTr0 000PYAOBaHNUs, HE UMEIOIINUX HOPMAIBHBIX TOIBE3THBIX ITYTEH.

Jlnst paspeimieHusi TaHHOW MPOOJeMbl K PYKOBOJMTENIO aJIMHHHCTpaluu VIBaHOBCKOM
obnactu II. W. IlonexaeBy oOparuicsi HadaJbHUK YTPaBIEHUS TOPrOBIM AJIMUHUCTPALUU
NBanosckoit obmactu K. JI. TapacoB. B noknagHoi 3ammMcke B CBSI3M C HEOOXOIUMOCTHIO
CO3MaHMs YCJIOBHIA, OTBEYAIOIIMX TPEOOBAaHUSM OpraHU3alMK TOProBIM MeOenbio, TapacoB
OpPOCKJT JIaTh yKa3aHUS PYKOBOAUTENISIM aJIMUHUCTPALUKA COOTBETCTBYIOIIUX pailOHOB O
MIPEAOCTABICHUH JIJIs1 TOPTOBIIA MEOEIbIO MOMEIIEHUHM, OTBEYAIOIINX YCTAHOBJICHHBIM HOPMaM.

Cocmagums u ogopmums npomMoKoIbl, HEOOXOOUMbBIE 6 CLEOYIOUIUX YNPAGIEHYECKUX
cumyayuu:

Curyanus 1.

Hupekmust OO0 «Actpes» (Cankr-ITerepOypr) 12.08.200  r. mpoBeno CBOE OUYEPEIHOE
3acenanue, Ha Kotopom mnpucyrcrBoBanu BoctpsikoB C.T., CryaneB IL.JI., Jlebener MN.M.,
Amnronos I[1JL., lllentynosa B.I'., Tumodeer A.A., Ctynosa M.H.

Ha 3acemanuu o0cyxaanoch J1Ba Bompoca: o xoje pekiaMmHoil kamnanuu B I kBaprane
200 r. u o mepexoje Ha HOBYIO CUCTEMY BBHITUIAThI IPEMHUATIBHBIX.

[To mepBoMy BOmpoCy ciylanu cOOOIIeHHe HadallbHUKa OTAeNa pekiaMmbl BocrpsikoBa C.T.,
TEKCT COOOIICHUSI KOTOporo Obul mepenan cekperapio 3acempanus H.Jl.benosoii. I[lo sTomy ke
BONPOCY BBICTYNIII (hUHAHCOBBIA aAupekTop TumodeeB A.A., KOTOPBIH 0A00pUT YBEIHUECHUE
pacxojioB Ha HapykHy1o pekiamy B I kBaprane 200 r. Ha 5%.

ITo BTOpOMy Bompocy caenan coobmenue CtynoB M.U. u TeKCT cooOIIeHNs TaKkKe mepenat
cekperapro. [lo ganHomy sxe Borpocy BeicTynwid AHToHOB I1.JI., HauanbHUK OTaENa KaJApPOB, U
Jlebene M.M., nupektop 1o mnpojaxam. llepBblii 0700puUi HOBYIO CHUCTEMY BBIILIATHI
IPEMUATIBHBIX M PEKOMEHJOBaJl IOJArOTOBUTH HeoOxonumble aokymeHThl k 01.09.200 r.
Bropoit mpemnoxun gopaboTath HOBYHO CHCTEMY BBIILJIATHl MPEMUATBHBIX M PEKOMEHIO0BAJ
IIPOBECTH TOJIOCOBAHME IO JAaHHOMY BONPOCY Ha 00111eM coOpaHUM TPYJOBOTO KOJIIIEKTHBA.

B utore 3acenanus ObLIM MPHUHATH cheAyromue pemenus: 1. Onodputh paboTy otaena
pexiiambl B 11 xBapranme 200 r. 2. IlpoBectu obiiee cobpaHue TPyIOBOTO KOJUIEKTHBA IO
BOIIPOCY O TEpexXoJe Ha HOBYK CHCTEMY BBIIUIaTBl HpemuanbHbix 15.08.200 .
OTBeTCTBEHHBIM 32 MTOJATOTOBKY cOOpaHus Oblia Ha3HaueHa 3aB.kaHuenspuel [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 IpucyTcTBOBayM cienytomue wieHsl Cosera: [lonos M.II., MBanos N.HM., Cunopos
C.C., Yctunosa Y.V., ®enopoB @.®. B cBsizu ¢ HanuuueM KBOpyMa 3ace/jaHue OblIO MPU3HAHO
npaBoMOYHbIM. Ha 3acenanue BBIHOCWIICS BOINPOC OO OMNpEAETIeHUH PHIHOYHOM CTOMMOCTH
pa3MeliaeMbIX OOIEeCTBOM JIOMOJHUTENbHBIX akuuid. Ilo manHOMY BoOmpocy 3aciTylIain
®enopoBa D.PD., KOTOPHIA MPENTIOKUIT ONPEAETUTh PHIHOUYHYIO CTOMMOCTH Pa3MEIaeMBbIX
o0LIeCTBOM aKIU{ MyTeM 3aKpBITON MOAMHCKU JOMOJIHUTEIbHBIX akiuil B pazmepe 10 000
(mecsTu ThICAY) pyO. 3a aKkUuWiO. 3acelaHue NMOCTaHOBMIIO YTBEPAUTH MpeanoxkeHne denoposa
O®.®., Tak KaKk MOpH roJIoCOBaHUU «3A» OBUIO OTAAHO TWATh TOJOCOB, MPOTOJIOCOBABIINUX
«ITPOTUB» u «BO3JEP2KABHINXCS» He Ob110. Perienne npuHITO €AMHOTTIACHO. 3aceJaHue
Ben npencenarens 1.1 .ITonos. IIpoTokon noarorosnen cekperapeM W.I1.IleTtpoBbim.

Curyanus 3.

Corpynuuku Oyxrantepun OAO «KBaHT» MpoBenH 3acellaHHe MO0 BOMPOCY COKpalleHHUs
CpoKa cocTaBieHusl rogooro ordera 3a 200 T., HA KOTOPOM NpUCYTCTBOBANIO 6 yenoBek. C
coobuienueM BoicTynuia oyxranrep CypkoBa A.M., KoTopasi OTMETHIIA, YTO PAOOTHUKH TPYIIIIHI
ydeTa UMEIOT BCe BO3MOXKHOCTH JIJIsl 3HAUUTEJIBHOTO COKPAILEHHUS CPOKA COCTABIIEHHSI TO10BOTO
0T4eTa, U YTo rojoBoi oryer 3a 200 1. MOXKET OBITH NIPEJCTABIICH TPYNIION yueTa Ha 3 THS



paHbllle YCTAaHOBJIEHHOT'O CPOKA.

B o6cyxnennn panHoro Bompoca BeicTymmwiu E.H.KportoB, rnaBHbIii Oyxranrep, u
I".A.lllybuna, 6yxranrep. KpoToB cooOImumi 0 TOM, 4TO UM pa3padboTaH HOBBIN rpaduk padoT 1Mo
COCTaBJICHUIO T'OJIOBOTO OTYETa, MPHU YCIOBUU BBHIIOJHEHUS KOTOPOTrO BCEMHU pPabOTHUKAMU
IpyHIbl y4eTa, roJ0BOI OTUET MOXKHO COCTaBUTb U CIaTh Ha 4 JIHS paHbIIE€ yCTaHOBJIEHHOIO
cpoka. I A.lllybuna oTmeTuia, 4yTo AOCPOYHOE MpEACTaBlIeHUE rogoBoro ordera 3a 200 T.
SIBIISICTCS TIOYETHOW M OTBETCTBEHHOW 3ajaueil pabOTHUKOB OyXralTepuu, W UYTO KOJUIEKTHB
OyXxrajatepuu MOXET COCTaBUTh TI'OJJOBOW OTYET paHbllle CpOKa, €cld Bce PabOTHUKU OymyT
BBITIOJHSATH YIUIOTHEHHBIN TpaduK paObOTHI.

B uTore 3acenanus ObLIO pelIEHO MPEICTaBUTh ro0Boi oTuer 3a 200 r. Ha YeThIpe JHA
paHbllle ycTaHOBJIEHHOTo cpoka, T.e. 00.00.200 r. m mpoBecTH aHaiIu3 TOAOBOIO OTYETA C
LEJIbIO BBISBICHUSI PE3€pPBOB, HEOOXOAUMBIX I YCIEUIHOrO BBIMOJIHEHHs miaHa 3a 200 .
3acenanue Bena npeaceaarens K.M.JIeBamosa, nporokonuposan cekperaps 1.B.XomsKkoB.

Cocmasums u ogpopmume npukazel no AUYHOMY COCMABY, HEOOXO00uMble 6 OAHHBIX
YRPAaeIeHyecKux cCumyayusx.

Curyanus 1.

Bremmyckauna ¢akynprera ympaBieHHs PoCCHICKOTO TOCYJapCTBEHHOTO T'yMaHHTApHOTO
yauBepcuteTa Jlenucosa TaTesina MuxaitnoBHa 20 U0 TEKYIIEro rojia MocTynuia Ha padoTy
B Pocculickoe areHTCTBO MEXIyHapOoJIHOro coTpyaHuyectBa U pasButus (PAMCuP) Begyumm
CIIELUATIMCTOM YTIpaBI€HUS JelIaMHu. ATEHTCTBO SBIJISIETCS TOCYAAPCTBEHHOM OpraHu3alueil npu
[TpaButenscTBe P® u ocymectBiaser HaOOp CiyXamUX TOJIBKO TO JoroBopy. JloroBop
noAnucaH OT MMeHM areHTcTBa ero npexacenarenem loxunsim A.H. Ilpoext mpukasza mo
JUYHOMY COCTaBY MOJATOTOBJIEH MHCIIEKTOpoM 1o kajapam ComoBseBoit U.I'. 20 utons u B TOT
K€ JIeHb 3aBU3UPOBAH HAYAIBHHKOM yIpaBieHHUs kaapoB ApOy3oBbiM [I.H. u ympasnsromum
nenamu MuxeeBsiM B.U. Tlpuka3 moanucan 21 utons u o0bsiBiaeH JleHUCOBOM TTO/I PACIIUCKY.

Curyanus 2.

Oxonomuct BacunreBa Exarepmna HuxomaeBHa 1 ceHTAOps Tekymiero roja Tojaia
3agBneHre B OOO «Jlyu» ¢ mpock0oi MpHUHATH €€ Ha paboTy CIEHUaTIUCTOM (PUHAHCOBOTO
OTJIeNla Ha HemoJHbIM pabounii neHb. MucnekTtop no kagpam CmupaoBa W.C. o0bsicHuia, 4TO
dupMa HMMeeT BO3MOKHOCTh NPUHATH Ha pabOTy SKOHOMMCTAa, HO Ha OCHOBE CPOYHOIO
TPYAOBOIO J0roBopa. TpyJqoBoi AOroBOp ObUI 3aKiIIOYEH 5 CEHTAOps W MOANHMCAH 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 6b11 00BsBIeH BacunbeBoii E.H. mox pacniicky 6 ceHTA0ps.

Curyanus 3.

3aBenyromas otnenoM mucem razetbl «['yOoepHus» ComoBa AnHa lBanoBHa 15 wmas
TEKYIIEro rojia 00paTuiiack K rIaBHOMY penakTopy YBapoBy A.H. ¢ mpock0o0ii mpenocTaBuTh e
OTITYCK 0€3 COXpaHeHHus 3apaboTHOM TIaTkl ¢ 16 mo 18 Mas Mo ceMelHBIM 00CTOSATEHCTBAM.

[IpoekT mpukaza o0 oTmycke ObLT 0QOPMIICH 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-
MPUKIIATHON JEATETLHOCTH IO MOJIOJECKHONW TEMaTHMKE B COOTBETCTBHU C POCCHHUCKUMH U
MEXIyHAPOAHBIMU HOPMATUBHBIMH JIOKYMEHTAMH U CTaHJAAPTAMH, HAYYHBIMHU U CIIELIMAIbHBIMU
TpeOOBaHUSAMU K IPE3EHTALUN

Kpumepuu oyenxu:




«yIOBJIETBOPUTEILHO» - PEKBU3UTHI JOKYMEHTOB IIPEJACTaBIEHBl (DparMeHTapHo, C
HapyLEHUsIMU B 0pOpMIIEHHUY;
«XOpOIIO» - PEKBU3UTHl JOKYMEHTOB NPEACTABICHbl YaCTHMYHO, 0€3 HapylIeHUH B
o(opmiIeHHH, B IPAaBUIIBHOM HOPSIJIKE.
«OTJINYHO» - PEKBU3UTHI JOKYMEHTOB IPEACTABIEHBI B IIOJIHOM 00beMe, 0€3 HapyllIeHUH B
o(opmIIeHHH, B IPAaBUIILHOM HOPSIZIKE C COOJIIOJICHUEM BCEX HEOOXOUMBIX TPEOOBaHUI.

4.1.5. IlpumepHbIe TeCTOBbIE 32aHUA [IJIA TEKYIIEr0 KOHTPOJIsI

1. Ymo oznauaem mepmun «0okymenmy?
A)aprymesr;
b) Bu3a;
B)neno;
I') mpukas.
2. Om Kaxo2o A3bIKaA NPOUCXOOUN MEPMUH «OOKYMEHM»?
A) HEMelKoro;
b) narunckoro;
B) anrmiickoro;
I') rpeueckoro.
3. Cogokynnocms pabom, C6A3GHHLIX C CO30aHUeM OOKYMEHmMO8, Ux pecucmpayuel,
Knaccugurayue, 08UdCeHUEM, Y4emoM U XPAHeHUEeM HA3bIBAIOMCA ...
A) KOppecIoHIeHINEeH;
b) nenonpounzBoactom;
B) noxymenTHpoBaHuem;
I') noxymeHT0060pOTOM.
4. Kozcoa 6winu ymeepowcoensi ochosHuvle npasuna PK?
A)17.08.95;
b) 30.06.92;
B) 12.12.98;
') 12.12.00.
5. OcHogHble OOKYMEeHMbl 8bINOIHAIOMCS, HA KAKOM (opmame?
A)A 4 umm A 5;
b) A8 umm A 12;
B) A3 wm A §;
) Al12.
6. Ilpuxaz —smo ...
A) pacniopsiIUTENbHBII TOKYMEHT;
b) nuadopmManmoHHbINA JOKYMEHT;
B) cipaBo4HbIN JOKYMEHT;
I') TM4HBI TOKYMEHT.
7. JlonscHocmHuas uncmpykyust - 3mo
A) pacniopsIUTENbHBIN TOKYMEHT;
b) undopManinoHHbIN TOKYMEHT;
B) opranu3aimoHHbII TOKyMEHT
I') AMuHBIA TOKYMEHT.
8. Ilpomoxon — smo ...
A) pacnopsIUTENbHbIN TOKYMEHT;
b) nadopmManmoHHbINA JOKYMEHT;
B) cipaBo4HbIN JOKYMEHT;
I') nuuHBI TOKYMEHT.
9. [lucomo — smo ...
A) pacniopsIUTENIbHbIN TOKYMEHT;



b) nuadopmManmoHHbINi JOKYMEHT;
B) cripaBo4HBI TOKYMEHT;
I') nMUHBIA JTOKYMEHT.
10.IlImamnoe pacnucanue — 3mo ...
A) pacniopsiIUTENIbHbIN T0KYMEHT;
b) nadopManoHHbIN TOKYMEHT;
B) cipaBo4HBIN JOKYMEHT;
I') opranu3anmoHHBINA JOKYMEHT.
11. [ybruxam — smo ...
A) opuruHai;
b) xonus nokymenra;
B) cripaBoYHBIi TOKYMEHT;
I') sx3emmisip, BolJaBa€Mblii B3AMEH YTPAUEHHOI'O JOKYMEHTA.
12. Pewenue — smo ...
A) pacniopsiIUTENbHBIN TOKYMEHT;
b) undopManinoHHbIi TOKYMEHT;
B) cipaBo4HBIN JOKYMEHT;
I') opranu3aimOHHBIN TOKYMEHT.
13. Josepennocmo — smo ...
A) pacriopsUTeIbHbII TOKYMEHT;
b) unpopmManinoHHO- CrIpaBOYHBIN JTOKYMEHT;
B) cnipaBouHbIil 1OKYMEHT;
I') opranu3aniMOHHBIN TOKYMEHT.
14. UT]] — smo ...
A) pacniopsiIUTENbHBII TOKYMEHT;
b) nadopmarmonHo- cipaBOYHbIH TOKYMEHT;
B) cripaBouHBI TOKYMEHT;
I') AMuHBI TOKYMEHT.
15. KT/[ - smo ...
A) pacriopsAUTeIbHBIN TOKYMEHT;
b) undopmaninoHHO- CIipaBOYHBIN TOKYMEHT;
B) cripaBouHbIil TOKYMEHT;
I') nMuHBI TOKYMEHT.
16. Axkm — smo ...
A) pacnopsiIUTENbHBIN TOKYMEHT;
b) nadopmarmonHo- cipaBOYHbIH TOKYMEHT;
B) cripaBouHBI TOKYMEHT;
I') TMYHBI TOKYMEHT.
17. Jloeepennocmo — smo ...
A) pacniopsIUTENbHBIN TOKYMEHT;
b) undopmanimoHHo- CIipaBOYHBIN TOKYMEHT;
B) cripaBouHbIil TOKYMEHT;
I') AMuHBI TOKYMEHT.
18. @axcovr u E-mail —smo ...
A) pacniopsiIUTENbHBII TOKYMEHT;
b) undopmarmonHo- cipaBOYHbBIH TOKYMEHT;
B) cripaBouHBI TOKYMEHT;
I') TMYHBIA TOKYMEHT.
19. Uckosoe 3aserenue — 3mo ...
A) pacniopsIUTENIbHBIN TOKYMEHT;
b) nadopmaninoHHO- CripaBOYHBIN IOKYMEHT;
B) cipaBo4HBII JOKYMEHT;



I') ropunueckuit TOKyMEHT
20. Dxcnepmusy yennocmu 0OKYMeHmMo8 nposooum ...
A) komuccus;
b) pykoBoautens npeanpusTus;
B) paboTHuku Oyxranrepuu;
I') cienmanucTel.
Koo-kntou npasunvnvix omeemos

Howmep [IpaBuUIBHBIN OTBET Howmep IIpaBUIBHBIN OTBET
BOITpOCca /A, B, C, ]I, E/ BOITpOCa /A, B, C, I, E/
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[1K-4 — 3HaTh OCHOBHBIC PEKBU3HUTHI O(YOPMIICHUS U NIPEJCTABICHUS PE3YIbTaTOB HAYYHO-
MPHUKIATHON JCSITEILHOCTA TI0 MOJIOJEKHOW TEMAaTUKE B COOTBETCTBHH C POCCHUCKUMH U
MEXyHAPOJHBIMA HOPMATHBHBIMH JIOKYMEHTAMHU U CTaHJIAPTaMH, HAYYHBIMH M CIICIIUATLHBIMA
TpeOOBAaHUSMU K TIPE3CHTAIINN

Kpumepuu oyenxu:

«V0081emeopUmenbHo» - €Clli CTYICHT OTBEYaeT NMpaBmiIbHO Ha 50% TECTOBBIX 3a1aHUMA

«XOpOUioy - €CIiv CTYACHT OTBe4aeT MpaBuiIbHO OT 51 10 90 % TecToBBIX 3adaHMi

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

4.2 DoHJ 01LIEHOYHBIX CPpEaACTB 1Jisl MPOBEACHUS l'lpOMe)KyTO‘-lHOﬁ arreCTanmu.

CoNR~LNE

10.

Bormpocs! i MOATOTOBKY K 9K3aMEHY
Hcropus v Tpaguiuy pocCUUCKOTO AeIONPOU3BOICTBA.
HopmartuBHo-MeToqMueckas 6a3a COBPEMEHHOTO JIeTONPOU3BO/ICTBA.
Knaccudukanus 1enoBbIX J0KYMEHTOB.
Crangaptu3anys ynpaBieHYECKUX JOKYMEHTOB.
Knaccugukaropbl TEXHUKO-3KOHOMHYECKOH U COI[MAIbHON MH(OpMAaIIIH.
[Tonsitue 06 OPJI, cocTaB U CXeMBI PACIONOKEHHS PEKBU3UTOB.
biiaHKM TOKYMEHTOB U UX BUJBI.
OdopmiteHne peKBU3UTOB OPraHU3aAIMOHHO-PACTIOPSAUTENBHBIX JOKYMEHTOB.
3asBIICHHUE.
CripaBo4HO-UH(OPMAIIHOHHBIE u CIIPaBOYHO-aHAJIUTUYECKUE JOKYMEHTBI

OcoOeHHOCTH 0OPMIIEHUS aKTOB.

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

Pa3sHOBHIHOCTH JETTOBBIX ITMCEM.

Odopmienue dakcos.

Odopmiienne Tenerpamm.

HopmaTtuBHas 1 HOpMaTUBHO-CIIPABOYHAS TOKYMEHTALIUS.
ITnanoBas kagpoBas JOKyMEHTaIH.
OpranuzaloOHHO-TIPaBOBask JOKYMEHTAIUSI.
IlepconanbHast JOKYMEHTALUS.

Odopmnenue muuHOTO ACTA.

Pe3rome kak HOBBIN BUJI JOKYMEHTA.



20. CocraBneHHe JOKYMEHTOB JIMYHOTO XapaKTepa.

21. TpebGoBaHMs K CTPYKTYpE TEKCTa JOKYMEHTA.

22. TpeboBaHus K 0()OPMIICHHUIO TEKCTA TOKYMEHTA.

23. Odopmnenue Tabdmui.

24. SI3BIK U CTUJIb CTY)KEOHOTO JTOKYMEHTA.

25. JIOKyMEHTOOOOpOT M IOKYMEHTOTIOTOKH.

26. Dranbl 00pabOTKU JOKYMEHTOB.

27. Cucremaru3anus JIEIOBBIX JTOKYMEHTOB.

28. Homenkmnatypa nem.

29. ®opmMupoBaHUE JEI.

30. [MoxroroBka JOKYMEHTOB K IOCIEAYIONIEMY XPaHEHHUIO U UCTIOIb30BaHUIO.

31. OO6s3aHHOCTH CEKpeTaps.

32. OYHKUIUU KaHLETSPUH.

33. 3amura KOHPUACHIIUATHHOU HHPOPMAIIHH.

34. Hcnonp3oBaHWE COBPEMEHHBIX KOMIBIOTEPHBIX TEXHOJOTHHA B JOKYMEHTO0OOpOTE
YUPEIKACHUH, IPESIIIPUATHI, OpPraHU3aIHH.

Kpumepuu oyenxu:

«YJIOBJICTBOPUTEIILHO» - CTYACHT UMEET (PparMeHTapHBIC MPEICTABICHHS O COJICPKAHUH
BOIIPOCOB, YACTUYHO OCBOMJI MOHITHHHO-KATErOpUAIbHBIN anmapar;

«XOpOIIO» - CTYAEHT JEMOHCTPHUPYET OOIIME 3HAHUS MO COACPKAHUU BOIPOCOB, YMEET
YCTaHABJIMBATH CBSI3U MEXK/TY TEOPETHYECKIUMH MOHATUSAMH U SIMIIMPHUECKUMH (haKTaMH;

OTIIUYHOY - CTYJICHT JEMOHCTPUPYET CHCTEMHBIC 3HAHHS O COJICPIKAaHHH BOTIPOCOB, YMEET
YCTAQHABJIMBATh CBSI3U MEXIY TEOPETUYECKHMMHU MOHATUSMH M SMIHPUYECKUMHU (aKTaMH,
(bopMyIHpyeT aHATUTUYECKUE 000OIIECHHUS U BBHIBOJIBI.

OneHoYHbIE CpelncTBa IS WHBAIMIAOB W JIMIl C OTPAaHUYEHHBIMH BO3MOXKHOCTSMU
3/10pOBbsI BHIOUPAIOTCS C YUETOM X WHAMBUIYAIbHBIX ICUXO()U3NYECKHX OCOOCHHOCTEH.

— IIpY HEOOXOIMMOCTH MHBAJIHIAM | JIUI]AM C OTPAaHUYCHHBIMUA BO3MOKHOCTSIMHU 37I0POBbSI
IPEOCTABIIAETCS JOMOJHUTEIFHOE BpeMs /7S TOATOTOBKU OTBETA Ha 3K3aMEHE;

— TpY TIPOBEICHUU TPOILEIYPHl OLIEHUBAHHS PE3YIbTATOB OOyUYEHHsI HHBAJIHIIOB H JIUI] C
OTPaHUYEHHBIMU BO3MOXHOCTSIMU 3/10pOBbsI MPETYCMATPUBAETCS MCIOJIb30BaHNE TEXHUYECKUX
CpeACTB, HEOOXOIMMBIX UM B CBSI3U C X WHAWBUIYATbHBIMUA OCOOCHHOCTSIMH;

— IpU HEOOXOUMOCTH Il 00yHaroIUXCs ¢ OTPaHUYEHHBIMU BO3MOXKHOCTSIMH 3710POBBS U
WHBAIMAOB TIpOIeaypa OLEHUBAHHUA pe3yJIbTaTOB OOYYEHHs IO JUCIHIUIMHE MOXKET
IPOBOJUTHCS B HECKOJIBKO ATAIIOB.

[Tponeypa omeHWBaHUS PE3yAbTATOB OOYYEHHUS WHBAIHMIOB W JIUI C OTPAaHMYCHHBIMH
BO3MOXHOCTSIMM 3JI0POBbsSI 110 JUCHUIUIMHE (MOJIYJIO) MpeaycMaTpuBaeT IpeloCTaBIeHUe
uHpopManuu B (opMax, aZaNTUPOBAHHBIX K OTPAHHYCHHUSIM WX 3J0POBBS U BOCIPHSITHS
uHpOpMaLUu:

JUist U1 ¢ HapyIIEHUSIMHA 3PSHHS:

— B I1e4aTHOM (hopMe yBEIMYEHHBIM HIPUPTOM,

— B popMe PIIEKTPOHHOTO IOKYMEHTA.

JUnist a1 ¢ HapyIIeHUsIMH CiTyXa:

— B IIeYaTHOU (opme,

— B (popMe PIIEKTPOHHOTO IOKYMEHTA.

Jist U1 ¢ HapyIIEHUSIMHA OTIOPHO-/IBUTATEBHOTO amnmapara:

— B 1e4atHoi opme,

— B popMe PIIEKTPOHHOTO JIOKYMEHTA.

JlaHHBI TepeyeHb MOXKET ObITh KOHKPETH3HUPOBAaH B 3aBUCHUMOCTH OT KOHTHMHIEHTA
oOydJaronuxcs.

4.2.1. llpumepHasi TeMaTUKA pedepaToB:



JIOKyMEHTHUPOBAHKE TPYAOBBIX OTHOLICHUM.

OpraHu3annoHHbIE JOKYMEHTHI.

VYipasneHnue JOKyMEHTALUEH.

dopmMupoBaHUE JOKYMEHTOB JI€a.

[loaroroBka u nepegaya 7€l B apXuB.

KoHTposb ucrosHeHus JOKYMEHTOB.

CekpeTHbIE€ JOKYMEHTHI.

OCHOBBI OPHCHOM JOKYMEHTAMOHHON PabOTHI U J1€IOIPOU3BOJICTBA.
[Tpobnembl OpraHu3ay ApXUBHOTO XPAHEHUS 3JICKTPOHHBIX JTOKYMEHTOB.
0. HopmaruBHas 6a3a 1€101pOU3BOICTBA.

. JIOKyMEHTBI FOpUANYECKOT O XapaKTepa.

12. PacnopsiautenbHbIE TOKYMEHTHI.

13. Hcropuyeckue acreKThl JeIOMPOU3BOCTBA.

14. UndopmannoHHO-CcIIpaBOYHAs TOKYMEHTALIHS.

15. JlokyMeHTHI U ux 0(hopMIICHHE.

16. Cayx06a JIOVY: uenu u 3agauu 1esTEIbHOCTH B COBPEMEHHBIX YCIOBUSX.

17. Opranuzauus nenonpou3BOCTBa.

18. CnyxeOHble MUCHMA.

19. Memno B nenomnpousBoacTse. HoMeHkmaTypa nen.

20. ITpuHUMIBI OpraHU3alMK JIUYHOTO IPUEMa IpaXkIaH ¢ OOpaLIeHUAMHU.

21. XpaHeHue TOKYMEHTOB B 3JIEKTpOHHOW (hopme. [ToHATHE 3JEKTPOHHOTO JOKYMEHTa,
ero mpeumyuiectsa U Hejoctatku. OOecriedyeHHe COXPAHHOCTU JOKYMEHTOB B 3JIEKTPOHHOMH
dbopwme.

22. AnHanu3 pbIHKa aBTOMATU3UPOBAHHBIX CUCTEM JEJIONPOU3BOCTBA.

23. IIpobnema aBTOMaTH3AIMH JEIONPOU3BOCTBA

24. DnexTpOHHOE MPABUTENbCTBO.

TpebdoBanus k ogpopmiieHUI0 pedpepara:

PedeparuBHoe cooOuienne numercs Ha auctax ¢opmara A4. TekcT u Apyrue 371eMeHTH
pedepara MOryT OBITH Hame4yaTaHbl HA KOMIBIOTEPE WM BBIMOIHEHBI PYKOIUCHBIM CIIOCOOOM.
O6bem pedepara momxeH cocTaBisaTh 10-12 MamMHONUCHBIX WK 12-16 PYKOMUCHBIX JHCTOB.
[Ipu pacmonoXxeHuu TEKCTa Ha JINCTE JOJDKHBI OBITH BBIAEp)KaHBI mous: cieBa-30, cmpasa-10,
cBepxy-15, cauzy-20 Mm.

VYka3bIBaeTcsl TUTYJIbHBIN JIUCT, IJIaH, BBEACHUE (LIEJIU U 3a/1a4M, aKTYalbHOCTh), OCHOBHAs
4acTh, 3aKJIIOUYEHHUE, CIHCOK HCIOJb30BaHHOM JuTeparypbl. OCHOBHas 4YacTh JOJDKHA
MOJIHOCTBIO PAaCKPBIBATh TEMY pedepara.

JIuteparypa: Jlns packpbITUS COJepKaHUs BHIOPAHHOM TeMbl PEKOMEH1yeTCsl HCIOIb30BATh
Tt00bIe yUeOHO-METOMUECKHE TOCO0US, U3aHHsI TEPUOIUIECKON EeYaTH.

HBoOoo~NooO~WNE

[N
[N

5. IlepeyeHb OCHOBHOI M JONMOJHMTEJbLHOH y4eOHOH JMTEPATypbl, HEOOXOAUMOIL
JJIs1 OCBOEHMS TN CUUILITUHBI (MOTYJIfA).

5.1 OcHoBHasi 1uTEpaTypa:

1. Ky3uenos, U. H. JlenonpousBoacTBo [DneKTpoHHBIN pecypc]: yueOHoe mocobue /
Kysuenos U. H. - M.: Tamkos u K°, 2014. - 460 c. - https://e.lanbook.com/book/50237#authors

2. I'pozoBa, O. C. Jlenonmpou3BOACTBO [DIEKTPOHHBINA pecypc]: yueOHoe mocobue st
akanemuueckoro OakamaBpuara / O.C. I'pozoBa. — Mocksa: IOpaiit, 2017. — 124 c¢. —
https://biblio-online.ru/book/5F1C27F2-251B-4B74-BE78-AC06A5D30956

0) 10MOJIHUTE/IbHAS JIUTEepaTypa:

1. Kyzuenos, U. H. JlokymeHTanimonsHoe obecnevyeHue yrnpasieHus. JJokyMeHTo000poT
U JIEJIOTIPOU3BOICTBO [DNIEKTPOHHBIN pecypc]: y4eOHMK W MPaKTUKyM JUIsl THPHUKIAJHOTO
OakamaBpuata / KysuenoB U. H. - 3-e uzn., 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.




