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1 Heau n 321244 M3y4YeHUs1 AUCHMUILINHBI (MOIYJIs1).

1.1 Ileanb ocBOEeHUN TUCHUIIUHDI.

Henstmu ocBoeHMst TUCHMIUIMHBIL «OCHOBBI JI€IONPOM3BOACTBA M JOKYMEHTOOOOPOTa»
ABIIIOTCS MPUOOPETEHHE CTYICHTaMU TEOPETUYECKHX 3HAHWM B 00JacTU JTOKYMEHTAllMOHHOTO
oOecrieueHHs YOpPaBJICHUS,  O3HAKOMJIEHME C BHUJAAMU JOKYMEHTOB, MCIOJIb3YEMbIMU B
NESATEIbHOCTH OpraHMu3allMii M OpraHoB BIJIACTH, IIOJyY€HHE MPAKTUYECKHMX HABBIKOB IO
CO3JIaHUI0 U 00pPabOTKE ATUX TOKYMEHTOB.

1.2 3apauu u3y4yeHUus TMCUMILIAHBI:

— cdopmHupoBaTh  YETKOE  MPEACTaBICHME O  HEOOXOIUMOCTH U POJHU
JOKYMEHTHUPOBAHUSA B IEATEIILHOCTH OPraHOB BJIACTH, PEATPUATHH, YUPEKICHUH;

— O3HAaKOMHUTh C OCHOBaMH JIEJONPOM3BOJCTBA M JOKYMEHTOOOOpPOTa B OpraHax
rocygapcrBeHHoil Biacth Poccuiickonn @epepanuu, opraHax TIOCYZapCTBEHHOM BIIACTH
cyonrekToB Poccuiickoit denepanuu; opraHax MECTHOTO CaMOYIIPaBIIEHUs, TOCYJapPCTBEHHBIX U
MYHULIMNIAJbHBIX OPraHU3alusaX, NOPEIIpUITUAX U YUPEKACHUSX, MOIUTHUYECKUX MapTUSX,
00IIECTBEHHO-TIOJTUTHYECKUX M HEKOMMEPUECKUX OPTaHU3aIHsIX;

— O3HAaKOMHUTh C OCOOCHHOCTSMH 3aIUTHl CIY)KEOHOM W KOH(HUICHIHATHHON
uH(popMaluu, o0ecrnedeHnsl OTKPHITOro JOCTyNa rpakJaH K MHQOpMalMu B COOTBETCTBUHU C
MOJIOKEHUSMHU 3aKOHOAATEIIbCTBA,

— HayuduTb OPUEHTHUPOBATHCA B CUTYalUsX, TPEOYIOLIUX HM3AAHUSI COOTBETCTBYIOLIMX
JIOKYMEHTOB.

1.3 MecT0 TUCHUILTHHBI B CTPYKTYpe OCHOBHOM 00pa3oBaTe/ibHOM MPOrpaMMbl

JucuummuHa «OCHOBBI  JIE€JONPOM3BOJACTBA U JIOKYMEHTOOOOpPOTa» OTHOCUTCS K
BapuatuBHO yactu bioka 1 «/lucuummunsl (Moayan)» (B1.5.25) yuebHoro miana HampaBieHuUsI
noarotoBku 38.03.04 «['ocynapcTBeHHOE U MYHUIIMIIAIBHOE YIPABIECHUE)» OPUEHTUPOBaHA MpU
MOJrOTOBKE OakaJaBpOB HA M3yYEHHE TECOPETHUECKUX 3HAHUU B 00JACTH JOKYMEHTAI[HOHHOTO
o0OecrieueHUs YOpaBJICHUS,  O3HAKOMJIEHWE C BHUJAAMU JOKYMEHTOB, HCIOJIb3YEMbIMU B
NESTENIbHOCTH OpraHM3alliii ¥ OpraHOB BIJIACTH, IOJYYEHHE MPAKTUYECKHMX HABBIKOB IO
CO3JaHUI0 M 00pabOTKe JTUX JOKYMEHTOB. JIUCIMIUIMHA HAXOIUTCA B JIOTHYECKOH U
coJiepKaTeIbHO-METOIMUYECKON B3auMocBsi3u ¢ Apyrumu vactsmMu OOIl u Gasupyercs Ha
3HAHMSIX, MOJYYEHHBIX PU U3YYEHUU JUCLUUIUIMH 00IIEHAyYHOr0 U MPO(hEeCCHOHAIBHOTO IIUKJIA,
TakuX Kak: «OCHOBBI TOCYAApCTBEHHOIO M MYHHUIMIAJIBHOIO yIpaBiIcHUsA», «BBenenue B
cnenuanbHOCThy. Habop BXOAAMX 3HAHUN U YMEHUI, COCTOSIIIIMX B TOHUMAaHUU IOPUIMYECKON
CHJIBI JIOKYMEHTOB, SKOHOMHMUYECKHX AaClEeKTOB OpraHM3alliu JIeJONPOU3BOJCTBEHHBIX CIYXO,
cnenupukd OyXraJTepcKo, OTYETHO-CTATUCTUYECKOW, (PUHAHCOBOM MOKyMEHTAllMM, PpOJIU
KOMITBIOTEPHBIX TEXHOJIOTHH B paboTe ¢ JOKyMEHTaMH 00ecleunBaoT TpeOyeMblil pyHAaMeHT
JUTSL U3y4eHUS! JUCHMILTMHBI « OCHOBBI JIENIONPON3BO/ICTBA U JOKYMEHT0000poTay. [lonydeHHbIe B
npoiiecce 00y4eHUs! 3HaHUSI MOT'YT OBbITh MCIIOJIb30BaHbI MPH U3YYEHUM TAKUX TUCHMIUIMH, KaK:
«AJIMUHUCTPAaTUBHbIE TPAKTUKA B CHCTEME MYyOJHWYHOro  ympaBieHUs», «OCHOBBI
napJIaMeHTCKON KyJIbTYpbI», «THKA TOCYJapCTBEHHON U MYHUIIUIIAIBHOMN CITyKOBI».

1.4 TlepedyeHb NMIaHMPYEMbIX Pe3yJbTATOB O0Oy4YeHHs] IO AUCHHUILIMHE (MOAYJIO0),
COOTHECEHHBIX C IVIAHUPYEMbIMH Pe3y/JIbTATAMH OCBOCHHS 00pa30BaTeJbHOH IPOrPaMMBI.

N3yuenune nanHOM yuyeOHOM MUCIUIUIMHBI HAIIPABJICHO Ha (hOpMUpOBaHHUE Y 00YyUYaAIOMIUXCS
oowenpogheccuonanvrou xkommnerenmu OITK-4, TIK-8, TIK-15

No Nunexc Conepxanue B pesynbprare uzydenust yueOHON AUCIIUTUTMHBI

. | KOMUET | KOMITETEHIHH (nmm eé 00yyaromuecs 10JKHbI

" | eHumnm 4acTu) 3HATh YMeTh BJIaJleTh

1. OIIK-4 | cnocoGHOCTBIO MHCTUTYILIMOHA | pa3pabarbiBaTh | HaBBIKAMU
OCYIIECTBIISTh JHHBIE OCHOBEHI | OIEHHBATH aHanm3a "
JeIoBOe OOIIEHUE U | OCYIIECTBIATh | 3()(HEKTUBHOCT | OLIEHKH
myOJINYHbIE TIeII0OBOE b JIETIOBOTO | KOHTEHTA
BBICTYIIJICHHsI, BECTH | OOIIeHHe U | o0ImeHus U | JIeJI0BOTO
IIEPErOBOPBHI, yOJIMYHbIe yOJIMYHBIX oOLIeHNs u
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Ne WNHupekc Coneprkanue B pesynbrare uzyuenust yueOHON AUCIUTIIIMHBI
L. | KOMIET | KOMIETEHIH (nim eé 00yYaromuecs 10JKHbI
" | eHuuu 4acTH) 3HAThH yMeTh BJIA/IETh
COBEIIIAHMUS, BBICTYIUICHHUS, | BBICTYIUICHUH, | IMyOJHMYHBIX
OCYLIECTBIISATh BECTHU BECTHU BBICTYILICHUH,
JIEJIOBYIO IEPENUCKY U | IIEpEroBOpHI, IIEpErOBOPHI, BECTHU
MOJ/IEPKUBATH COBELIaHus, COBEIIaHMS, [IEPErOBOPBHIL,
JJIEKTPOHHBIE OCYILIECTBIAATh | OCYILECTBIIATH | COBELIAHUA,
KOMMYHUKaIUU JIETIOBYIO JIETIOBYIO OCYLIECTBIISATh
IIEPENUCKY U | IEPENHUCKY U | JEJIOBYIO
MOAJICPKUBATh | MOAAEPKUBATh | MIEPENUCKY U
JJIEKTPOHHBIE | DJIEKTPOHHBIE MO/IEPKUBATH
KOMMYHUKAIM | KOMMYHHKAlUWU | 3JIEKTPOHHBIE
u KOMMYHUKAIIU
2 IIK -8 | cnocoOHOCTBIO OCHOBHBIE IPUMEHSTH Haspikamu
MIPUMEHSTH nHpopManoH | HHGOPMAIMOH | pabOThI c
MH(POPMAIIMOHHO- HO- HO- UHPOPMALIMOH
KOMMYHUKAIIMOHHbIE | KOMMYHHUKAlM | KOMMYHHUKAalHO | HO-
TEXHOJIOTUU B | OHHBIC HHBIE KOMMYHHUKAITHO
npodeccnoHanbHOM TEXHOJIOTMM B | TEXHOJOTUU B | HHBIMU
NEeSATEIbHOCTH ¢ | mpodeccuonan | mpodeccuoHan | TEXHOJOTUIMHU
BUJICHUEM UX | bHOU bHOU B
B3aUMOCBS3EH1 U | JESITEIBHOCTH | JICATEIBHOCTH C | MpodeccruoHal
MEPCIEKTUB C BUJICHUEM HX | BUACHUEM HX | bHOU
HCTIOJIBb30BaHUSA B3aMMOCBSI3€M | B3aUMOCBSI3€EH | IESITEIBHOCTH C
U TEpCIEeKTUB | U MEpPCIEKTUB | BUACHUEM  HUX
WCIIOJIB30BAHN | MCIOJB30BaHUS | B3aUMOCBSI3€EH
s U TIEPCHEKTUB
VICITOJIB30BAHUS
3 I1K-15 | ymeHuem Bectu OcHoBHbIE opopMIATH W | HAaBBIKAMH U
JIEJIONPOU3BOJCTBO U | PEKBU3HUTHI MIPEJICTaBIATh | CIIOCOOHOCTSIMU
JOKYMEHTOOO0POT B opopmienus pe3ynbTaThl B | ohopmIeHUsT U
opraHax JIETIONPOU3BOJ | paMKax IIPEICTABICHUS
roCyJapCTBEHHOMN CTBa U OCYILIECTBIIEHU | PE3YJIBTaTOB B
Biactu Pocculickoi JIOKyMEHT0000 | 5 paMKax
denepanuu, opraHax | poTa B opraHax | JOKYMEHTOOOO | OCYILECTBIIEHU
rocyJapCTBEHHOMN TOCYJapCTBEHH | pOTa B OpraHax | s
BIIACTH CYOBEKTOB Oi1 BJIaCTH TOCYJapCTBEHH | JOKYMEHT0000
Poccuiickoit Poccuiickon oi BJIACTH | pOTa B OpraHax
®enepauuu, opranax | denepauuu, Poccuiickoit TOCYJapCTBEHH
MECTHOTO opraHax ®denepanuu, on BJIACTHU
CaMOYTIpaBJICHUS, rOCY/IapCTBEHH | OpraHax Poccuiickoit
rOCyJapCTBEHHBIX U 0i1 BI1aCTH rocygapcteeHH | Penepanmu,
MYHUIUIATBHBIX CyOBEKTOB oit BJIACTU | OpraHax
NPEANPUATUAX U Poccuiickon CyOBEKTOB rOCyJ1apCTBEHH
VUPEKICHUAX, denepanuu, Poccuiickoit oi BJIACTH
Hay4HBIX U opraHax denepannu, CcyOBEKTOB
00pa3oBaTeNbHBIX MECTHOT'O oprasax Poccuiickoit
OpraHu3anusix, CaMOYTIPaBJIEH | MECTHOTO ®denepannu,
MOJIMTHYECKHUX us, CaMOYITIpaBJieH | opraHax
MapTHUsX, TOCYJApCTBEHH | M, MECTHOI'O




Ne WNHupekc Coneprkanue B pesynbrare uzyuenust yueOHON AUCIUTIIIMHBI
. | XOMICT | KOMICTCHINH (nnu eé 00yJaromuecs: JOIKHbI
SHIUHN 4acTH) 3HAThH yMeTh BJIA/IETh
00IIECTBEHHO- BIX U roCyJapCTBEHH | CaMOYIpaBJieH
MOJINTUYECKUX, MYHHUILIMIIATIBH | BIX u | us,
KOMMCPYCCKUX 1 bIX MYHUIUIIAIBHBI | TOCYAAPCTBCHH
HEKOMMEPUYECKUX OPEeNNpUATHIX | X BIX U
opraHnu3anusax nu OpCANpPUATHAX MYHUIIMITIAJIbHBL
YUpPEXKIEHUAX, | U X
HAy4YHBIX U YUPEKICHUAX, | OPEAIPUATUIX
o0Opa3oBaTesibH | HAyYHBIX u|u
BIX o0Opa3oBaTeNbH | YUPEXKICHUSX,
OpraHu3aIusIX, | bIX HAyYHBIX u
IIOJIUTUYCCKUX opraHu3anusix, O6pa3OBaTeJIBH
NapTUsx, MNOJIUTUYECKUX | BIX
0OIIECTBEHHO- | MapTHUSIX, OpraHu3aIusx,
MOJIMTUYECKHX, | OOMIECTBEHHO- | MOJUTUYECKUX
KOMMCPYCCKUX ITOJIMTHUYCCKHUX, MapTusx,
u KOMMEPUYECKUX | OOIIECTBEHHO-
HCKOMMCPYECK u ITOJIMTHYCCKHUX,
ux HEKOMMEPYECK | KOMMEPUYECKHX
opraHusanuiax ux n
HEKOMMEPYECK
ux

2. CTpyKkTypa U coep:KaHue TUCHUIINHBI.

2.1 PacnpeaesieHne TPyA0€MKOCTH JUCHMILIMHBI 110 BUIaM padoT.

O6mass Tpyno€MKOCTh JUCHMIUIMHBI cocTaBiasier 4 3au.ea. (144 wuyacos),
pacripesiesieHue 1o Bujaam padoT MpeCTaBIeHO B Ta0IuIe
(Ona cmyoenmog ODO).
Bun yae6HO# paboTh Bceero CemecTpbl
4acoB (dacer)

1
KonTakTHasi paboTa, B TOM 4ncJe: 62,3 62,3
AyauTopHbIe 3aHATHS (BCEro): 58 58
3aHATHSA JIEKIIUOHHOIO TUIA 20 20 - - -
JlaboparopHble 3aHATHS - - - - -
3aHATUA CEeMHUHAPCKOT0 TUIA (ceMHUHApHI, 38 38 i i i
NPAKTHYCCKHUE 3aHSTHUS)
HNuas koHTaKkTHas padora:
KonTpons camocrositenbHoi pabotsl (KCP) 4 4
IIpomexxyrounas arrectauus (MKP) 0,3 0,3
CamocrosiTejibHasi paboTa, B TOM YHCJI€: 46 46
KypcoBas pabota - - - - -
[TpopaboTka y4eOHOT0 (TEeOpEeTHIECKOro) MaTepuaa 16 16 - - -
BeinmonHeHne WHAWBUAYATBHBIX 3aJaHUN (TOATOTOBKA 10 10 i i i
COO00IIIeHNH, Mpe3eHTaIni)
Pedepar 10 10 - - -
[ToaroToBka K TEKynieMy KOHTPOJIO 10 10 - - -

ux




KonTpoas:

[ToaroToBka K sK3aMeHy 35,7 | 357

OO0mas Tpya10eMKOCTh gac. 144 144 - - -
B TOM 4K CJie KOHTAKTHAs 623 | 623
padora
3a4. efi 4 4

2.2 CTpyKTypa AMCUMILIMHbI:

Pacnpenencnue BuI0B y4eOHOU pabOTHI U MX TPYJOEMKOCTH TI0 pa3JieiaM JAUCIUILTAHBI.
Pasnenbl (TeMbl) AMCHUIUIMHBL, H3y4daeMble B 1 cemectpe (ounas ¢hopma)

KonnuectBo gacos
Bueaynut
Ne Hamvmenosanne pa3nenos (Tem) Beero Aylfl;T(;)TiHaﬂ opH};ﬂ
pabora
J | 113 JIP | CPC
1 2 3 4 5 6 7
1 Beenenue B aucuuminHy «OCHOBBI 8 2 2 4
JIeTIOTIPON3BOCTBA M IOKYMEHTOO0OPOTa
5 3akoHOAaTeIbHAS M HOPMATUBHO-METOANYECKAS 8 9 2 4
OCHOBA JICJIONIPON3BOICTBA
3 JlokyMeHThI: KilaccupuKalus, CTpyKTypa, TpeOOBaHUS 8 9 9 4
K 0OPMIICHHIO.
4 Odopmienre opraHu3aliOHHO-PACTIOPSIUTENBHON 1 10| 2 4 4
MH(POPMAIIMOHHO-CIIPABOYHOHN TOKYMEHTAIINH.
5 OdopMieHre TOKyMEHTAIUU IO TUYHOMY COCTaBY 4 2 2 4
6 Odopmnenne koppecnonaeHunu. CTpyKTypa AeTOBBIX 10| 2 4 4
TTHUCEM.
7 Odopmienre ToroBOpHOM JOKYMEHTAIUH. 8 2 2 4
8 Tunossle 1 yaudunuposanasie popmbl fokymerToB. | 10 | 2 4 4
9 Opranuzanus paboTsl ¢ KOHQUACHINAIBHBIMU 5 5 5 5
JOKYMEHTaMHU
10 |Dopmsbl perucTpay JOKYMEHTOB 6 2 4
11  |Opranuzanus npuema rpaxiat 4 2 2
12 |ABTOmatm3anus AEIOMPOU3BOICTBA 6 4 2
13 |Ilopsamok nepenauu Aen B apXuB 6 2 2 2
14  |DneKkTpoHHOE NMPaBUTENHCTBO 6 4 2
15 Koumponupyemas camocmosimenbHas paboma 4
(ananumuyeckas 3anucKka)
UKP 0,3
16  |Kommponw na sxzamene 35,7
Hmoeo no oucyuniune: 144 | 20 | 38 46
2.3 Coneprxanue pa3aeaoB AMCHUNIHHBI:
2.3.1 3aHATHSA JEeKIHMOHHOIO THIIA.
Ne HanmenoBanue Conepranme paszena dopma TEKYIIEero
paszzuena KOHTPOJISI
1 2 3 4
1. |Bsenenue B [Tpenmer, copeprkanue, 3aa4n Kypca. VYuactue B
JUCLUIUIUHY Wcrounvkn, nureparypa. [loHsTriiHbIN MHTEPAKTUBHBIX
«OCHOBBI anmnapar. [lonstue o nokymenre. I'enesuc u dopmax
JIeITOTIPOU3BOJICTBA M |PAa3BUTHE MTOHATHUS «TOKYMEHT. ayJAUTOPHOU
JOKYMEHTO000poTay |XapakTepuCTHUKa, CBOWCTBA, MPU3HAKH, paboThI




(GYHKIIMH TOKYMEHTa KaK CUCTEMHOTO OOBEKTa.
MeTob1 U CTIOCOOBI TOKYMEHTUPOBAHHSI.
dopma MaTepraTbHOTO HOCUTEIIS.

[TonsiTre, MeTO, CIOCO0, CPEACTBO
nokymeHnTupoBanus. [Ipouecc coznanus
JIOKYMEHTA.

[Tonsitue nokymeHTHOM KoMmmyHukaruu (1K),
KOMMYHHKAHT U perunueHT. opmanbsHbie U
HedopMaIbHble KOMMYHHKAIMKU. MaccoBbie
KOMMYHHKAIIUH: TI€YaTh, PAJHO0, TCICBUICHHE,
KHHO, 3BYKO- U Bujeo3anuck, INTERNET.
ABTOMaTH3aIUs JOKYMEHTAIIMOHHOM
JESITEIIbHOCTH MPOTPaMMHbBIE KOMILIEKCHI:
«enoy, «3omymkay u ap.

3akoHOAaTenpHas U |3aKOHOJATEIBHOE PEryJIUPOBaHUE [Tonroroska
HOpPMaTUBHO- nenonpousBoacTsa. HopmarusHo- MHIUBUAYAIBHOT
METOANYECKasi OCHOBA |METOJMUECKOE PEryIMpPOBaHNE 0 3aJJaHMUs.
JIeTIOTIPOU3BOJICTBA | IesIoNpon3BoACTBa. JIokanbHbIe HOpMaTuBHEIE |Pedepar Ha Temy

JIOKYMEHTBI OpraHHU3aluu. «HopmarusHo-
METOJINYECKOE
peryianupoBaHue
JIEJIOIPOU3BOJICT
Ba»

JIOKyMEHTBI: [TonsTHE O KITacCCUPUKAIMHA JOKYMEHTOB. WNunuBunyansHoe
KJaccupukanus, CooTHoLIEHHE BUJOBOH U THIIOJIOIMYECKON 3aJjaHue
CTPYKTYpa, KJIaccu(UKaIUN TOKYMEHTOB. [ToaroroBka
TpeOOoBaHUS K Buzpl 10KyMEHTOB: OpraHHU3alMOHHBIE, OnaHka
0 OpMIIEHHIO pacnopsiAuTenbHble, THPOPMALMOHHO- JOKYMEHTOB:

cnpaBouHble. Tunojgoruyeckas KiaccupuKamnus. Buabl OJaHKOB U
OO01mas XxapakTepUCTHKA CTPYKTYPBHI. MOPSAIOK
BHyTpeHHsIs 1 BHEIHSIS CTPYKTYpa JOKYMEHTA. [PACIIOJIOKEHHUS
PekBU3UTHI TOKYMEHTA: pEKBU3UTHI-OCHOBAHHUS, [PEKBU3UTOB B
PEKBU3UTHI-MIPU3HAKHU, PEKBU3UTHI 0opMIIeHHs |O1aHKe (YIJIOBOE
COBPEMEHHBIX yIPaBICHUECKUX JTOKYMEHTOB.  |U [IEHTPOBAHHOE)
YHuduKanus u craHaapTU3alus 10KyMEHTOB.

®opmyssp. branku JOKYMEHTOB: BUIbI

OJIAaHKOB U TOPSIJIOK PACIOI0KEHUS! PEKBU3UTOB

B OJiaHKe (YIJIOBOE U LIEHTPOBAHHOE),

UCIOJIb30BaHUE OJIAHKOB C H300pakeHUEM

rOCYJapCTBEHHOTO TepOa u repba cyonekTa

dbeneparum.

TpeGoBaHMs K COCTABJICHUIO U 0(OPMIICHHUIO

JTOKyMeHTOB. PopmaTtbl OyMaxHbBIX

JTOKyMeHTOB. TpeboBaHUs K TEKCTY

JIOKYMEHTOB. TpeOoBaHuUs K U3rOTOBJICHUIO

JIOKYMEHTOB.

Odopmiienue ITonsiTvie opranu3anuoHHas, pacropsaauTenbHas ([lonroroska
OpraHU3aIlMOHHO- 1 “H()OPMAITMOHHO-CIIPABOYHAS JOKYMEHTAITHS. [COOOIEHUI
pacniopsauTenbHol U |Opranu3anoHHble JOKyMeHTHI: [lonoxenue. |«OpraHu3anuoHH
MH(OPMaLOHHO- Veras. UHCcTpyKknns. KonekTuBHBINA JOTOBOD H |asd,

CIIPaBOYHOM ap. pacrnopsAuTENbH
JIOKYMEHTaIuu PacniopsiiuTenbHble TOKYMEHTHI: IPUKa3, ast U




pacrnopsbKeHHe, peleHue.
HudopManinoHHO-CIpaBOYHAS TOKYMEHTAITHS:
[IpoTokon. Akt. JlokinaaHas 3anucka.
OO0mbsacHuTenbHas 3anucka. CrpaBku. [Incemo.
Tenerpamma (Teneraitnmorpamma). Tenekc.
Tenedonorpamma. Tenedaxc (dhakc) u ap.

HH(pOPMAITMOHHO
-CIIpaBOYHas
JOKYMCHTAIHSI»

5. | Odopmrenue KanpoBas nokymenranus, 1okymMmeHTupoBanue (Pabora B Malbix
JIOKYMEHTAIUH 110 JBIKEHUS KaapoB. Pestome. 3asBieHue. rpynmnax
JIMYHOMY COCTaBY Amnxkera. TpyaoBoit kouTpakT. [Ipukas o «IToaroroBka

npueme/yBosibHeHHH. TpyaoBasi KHUXKKA. JOKYMEHTOB IS
JInunoe neno. JIunesoi cyer. npuema Ha
paboty»

6. | Odbopmnenue TpeboBaHMs MEXKIYHAPOIHBIX CTAaHIAPTOB K [MHAMBHIyanbHOE
KOPPECHOHJICHIIMH.  (0(OPMIICHUIO KOPPECTIOHACHIIUH TI0 3ananue «CocraB
CtpyKTypa Jel0BbIX |BHELIIHEAKOHOMUYECKOU AesTenbHOCTU. COCTaB [pEKBU3UTOB
MUCEM PEKBU3UTOB MMChMa U TPEOOBAHUS K UX nUuchMa u

odopmiiennto. CTpyKTypa JAETOBBIX IMHCEM. TpeOOBaHUsI K HMX
OcoOenHocTy 0pOpPMIICHHUS JEIOBOM 0(OPMIICHHUIO.
KOPPECHOH/ICHIIUH B aHIJIOA3BIYHBIX CTpaHaXx.

Odopmnenne KOppecrnoHIeHIIUN Ha HEMELIKOM

s3pike. CTpykTypa hopmyssapa, coctaB

PEKBHU3UTOB.

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

«IToxroroBka
rpa)x/1aHCKO-
IIPaBOBOIO
JI0OTOBOpa U €ro
MIONIUCAHUE.

8. | TumoBbie u Tunosbsle GOpMBI JOKYMEHTOB, HUCIIOJIb3yeMble |BbInoaHeHMe
YHU(DUIUPOBAHHBIE  |B AESATEIBLHOCTH OpraHU3aLu. WHIUBUIYaJIbHbI
(GOpMBbI TOKYMEHTOB | YHUPUIIMPOBAHHBIE CUCTEMBI JOKYMEHTAIIMM. |X 3a/laHUM

YHu}UKanus 10KyMEHTOB.

9. | Opranusamus KonduaennuanbHoe 1e10TTPOU3BOICTBO [ToaroroBka
paboThI ¢ 3anMTa KOH(pUICHINATbHON HH(pOpMaLHH. WHIUBU1yaJIbHOT
KoH(uaeHManpHbIMU [ToHsTHE KOH(DUAEHITNAIEHOE 0 3aJlaHusl.
JIOKyMEHTaMu JIEJIONPOU3BOJCTBO NIPUEMBI, METOBI Pedepar Ha Temy

00paboTku nokymMeHTOB. UHpOpManmoHHo- «Kondunenmuman

aHanmuTHUYecKas paboTa. 3amura HHGOpMaIuK. (pbHOE
JIeJIONPOU3BOJICT
BO 3amuTa
KOH(pHUACHITNATHH
oif ”HPOpPMALTUU

10. | ®opwmer peructparu |[lonsiTHe peructpanuu f0KyMeHToB. @opMbl | BeimonHeHne
JIOKYMEHTOB pErUCTpaLUU JOKYMEHTOB. WHVBUIYaJIbHbI

ABTOMaTH3UPOBAHHBIE CUCTEMBI PETUCTPALIUU  [X 33JaHUN
JIOKYMEHTOB.

11. | Opranuzanus [IpuHIMIIBI  OpraHu3anuu JUYHOro mpuema [BelmonHeHue

IpreMa rpaxaaH rpaxaad ¢ oOpameHussMu. Perucrpanus [MHAWBUIYAIbHBI
JJOKYMEHTOB TI0 THCHbMEHHBIM OOpalleHMsIM |X 3aJaHul




rpaxaaH. OCHOBHbIE 3aJayd  CIPAaBOYHO-
UH(POPMALIMOHHOM CTyObl OpraHu3alny.
12. | ABToMaTu3anus [TonsATHE aBTOMAaTU3MPOBAaHHBIX cucTeM. PoiHOK ([ToaroroBka
JIEJIONPOU3BOJICTBA  |aBTOMATU3UPOBAHHBIX CUCTEM MHUBUAYAIBHOT
nenonpou3BocTBa. CpaBHUTENBHBINA aHATU3 |0 3aJJaHuA.
OyMa)XHOI'O U 3JIEKTPOHHOT'O Pedepar na Temy
JIOKYMEHTO000pOTa. «CpaBHUTEIBHBIN
aHaJIn3
OYMa)KHOTO u
AJIEKTPOHHOTO
JOKYMEHTO0000pO
Ta»
13. | Iopspok nepepaun  |OCHOBHBIE IPU3HAKU IpynnupoBKy |BeinonaHenue
JIeJl B apXUB JIOKYMEHTOB B jie1a. PopMUpOBaHUE JEII. MHUBUAYaJIbHbI
Okcneprusa LIEHHOCTH JIOKYMEHTOB. (X 3aJJaHUH
[TonroroBka HCIONHEHHBIX JOKYMEHTOB K
apxUBHOMY XpaHeHuto. Ilepenaya nen B apxus.
[Tomemienue BEJIOMCTBEHHOT'O apxuBa
opranuzanuu. MaTtepuajibHO-TeXHUYECKas 6a3a
apXUBOB. XpaHeHue JIOKyMEHTOB B
3JIEKTPOHHOH (opMme.
14. | DnexrpoHHOE [TonsiTue «2neKTpOHHOE MpaBUTENLCTBOY: ero  ([loxroroska
IPAaBUTEJIbCTBO 3Ha4YeHUe, IPUHLUIIBI TOCTPOEHUS U cooOm1eHni
BHelpeHus. VIHTerpupoBaHHoOE IeKTpoHHOE [« HTerpupoBanH
npaButesbeTBO Poccnu. Opranuzanus 0€ DJIEKTPOHHOE
MEXBEIOMCTBEHHOTO 3JIEKTPOHHOTO IIPaBUTEIBCTBO
JIOKYMEHTO000pOTa MEXly OpraHaMu Poccuny»
roCyIapCTBEHHOM BiacTu Poccuiickoin
denepanuu
3.2 3aHATHS CEMHMHAPCKOIO THIIA.
dopma
HanmeHnoBanue .
TemaTuka nMpakTUYECKUX 3aHATUN (CEMHUHAPOB) TEKYIIETO
pasnena (Tembl)
KOHTPOJISI
2 3 4
1. |BBenenue B ITpenmer, conepxanue, 3a1auu Kypca. MictouHuky, |HamnucaHue
TUCHUILTUHY mutepatypa. [lonstuitnelii annapar. [lousarue o pedepara (P)
«OCHOBBI JIOKyMeHTe. ['eHe3nc u pa3BUTHE OHATHS
JIEJIONPOU3BOJICTBA U [«JIOKYMEHT». XapaKTepUCTHKa, CBOWCTBA,
JOKYMEHTO000pOTay |[IpU3HAKH, (QYHKIIMU JOKYMEHTa KaK CHCTEMHOT'O

00BEKTA.

Mertobl 1 criocoObl JOKyMEeHTUpoBaHus. Dopma
MaTepUaIbHOIO HOCHUTEIIS.

[TonsiTHE, MeTOA, CLIOCOO, CPENICTBO
JnokymeHTupoBanus. [Iponecce coznanus
JIOKYMEHTA.

[TonsiTre nokyMeHTHOM KoMMyHHKauu (/K),
KOMMYHMKAHT U perunueHT. ®opmanpHele n
HedopMaIbHble KOMMYHHKAIMKU. MaccoBbie
KOMMYHHUKAIIUH: [1€4aTh, pajino, TEJIEBUACHUE,
KWHO, 3BYKO- 1 Buaeo3anuch, INTERNET.




ABTOMaTH3aIMs JOKYMEHTAITMOHHON JeATEIbHOCTH
MporpaMMHbIe KOMIUTIEKCHI: «Jlenoy, «3omymka» u

APp.

3akoHo/AaTeNbHAs U |3aKOHOJAATENIbHOE PETYIMPOBAHNE HaIMCaHNe
HOPMAaTUBHO- nenonpousBoacTBa. HopmatuBuo-meroauueckoe  [pedepata (P)
METOJINYECKasi OCHOBA [pETYJIMPOBAHUE JEIONPOU3BOACTBA. JIoKabHbBIE
JICJIONIPOU3BOJICTBA  |[HOPMATHBHBIE IOKYMEHTHI OpraHU3aliH.
JIOKyMEHTBI: [TonsiTre o knaccudukayu JTOKyMEHTOB. odopmiieHHe
KJaccupuKanus, CooTHOIIEHHE BUI0BOM U TUIIOJIOTMYECKOM 3a/IaHHBIX
CTPYKTYpa, KJIaccu(UKauu JOKYMEHTOB. JIOKYMEHTOB
TpeOoBaHuUs K Buibl JOKyMEHTOB: OpraHU3alOHHEIE,
oopmienuto. pacropsauTenbHbIe, THPOPMALMOHHO-CITPABOYHEIE.

Tunonoruveckas knaccudukarms.

OO0mast xapakTepUCTHKA CTPYKTYphl. BHYTpeHHss 1

BHEILIHAS CTPYKTYpa JOKYMEHTA.

PekBU3UTHI JOKyMEHTA: PEKBU3UTHI-OCHOBAHMUSI,

PEKBU3UTHI-MIPU3HAKH, PEKBU3UTHI 0POPMIICHUS

COBPEMEHHBIX YIPaBIEHYECKUX JIOKYMEHTOB.

YHubukanus u cTan1apTu3aius J0KyMEHTOB.

®opmyisip. briaHku TOKYMEHTOB: BHIbI OJIAHKOB U

MOPSAIOK PaCOIOKEHUS PEKBU3UTOB B OJIaHKE

(YrJI0BO€ M IIEHTPOBAHHOE ), UCIIOJIH30BAHUE

O5aHKOB ¢ M300pakeHNEM TOCyJapCTBEHHOTO repba

U repba cyonbekTa deaepanuu.

TpeGoBaHus K COCTaBICHHUIO U O(OPMIICHHUIO

TOoKyMeHTOB. ®opmaThl OyMaKHbBIX JOKYMEHTOB.

TpebGoBaHus K TEKCTY JOKYMEHTOB. TpeboBaHus K

M3TOTOBJICHHUIO IOKYMEHTOB.
Odopmienue [ToHsATHE OpraHU3allMOHHAs, pacoOpAIUTeNbHas U |0dopMIIeHHE
OpraHHU3aIOHHO- MH(OPMaLIMOHHO-CIIPABOYHAS TOKYMEHTAIUS. 3a/laHHBIX
pacniopsauTensHoi n |OpraHu3alioHHble JOKyMeHTHI: [lonoxenue. JIOKYMEHTOB
MH(}OPMALIMOHHO- Veras. MHCcTpyKnms. KosnekTuBHBIN TOTOBOP U JIp.
CIPaBOYHON PacniopsiauTenbHbIE TOKYMEHTHI: IIPUKa3s,
JIOKYMEHTAI1H. pacrnopsiKeHHe, peleHue.

HHpopMannoHHO-CIIpaBOYHas JOKYMEHTAIIMS:

IIporokon. Axr. JloknaaHas 3anucka.

OO0mbsacHuTenbHas 3anucka. CrnpaBku. [InceMo.

TenerpamMma (tenetaiinorpamma). Tenexc.

Teneponorpamma. Tenedake (paxc) u np.
Odopmrenue KanpoBas nokymenTanus, JOKyMEHTUPOBAHHE odopmiieHne
JOKYMEHTAIUH 110 JBIKEHUS KaapoB. Pestome. 3asBinenue. AHKeTa.  [3aJaHHBIX
JINYHOMY COCTaBY. TpynoBoii koHTpakT. [Iprkas o JIOKYMEHTOB

npueme/yBosibHeHUH. TpynoBas kHuxkKa. JInuHoe

neio. JIunesoit cuer.
Odopmienue TpeboBaHMs MEXITYHAPOJHBIX CTAHJIAPTOB K oopmienue
KOPPECHOHJIEHIIMU.  (0(OPMIIEHUIO KOPPECTIOHACHIIUH TI0 3a/laHHBIX
CTpyKTypa JEJOBbIX |BHEIIHEOKOHOMHYECKOH AearenbHocTU. CocTas JIOKYMEHTOB
MHCEM. PEKBU3UTOB MMCbMa U TPEOOBAHUS K UX

odopmienno. CTpyKTypa IeJIOBBIX IMHCEM.
Ocob6erHoct 0hOpMIICHHS TETTOBOI
KOPPECTIOH/ICHITUH B QHTJIOS3BIYHBIX CTPaHAaX.
OdopmieHne KoppecrnoHACHITNN Ha (GpaHITy3CKOM




a3bike. OopMiIeHre KOpPECIIOHCHIINU Ha
HeMelKoM s3bike. CTpyKkTypa hopMyisipa, cocTas
PEKBU3UTOB.

7. |Odopmnenue JloroBop — ero Bupl, CTpYKTYypa, MOPSAI0K odopmiieHHe
JIOTOBOPHOM o(opMIIeHHs U TOANUCAHUS CTOPOHAMH. 3aJJaHHbIX
JOKYMEHTAI1H. JJOKYMEHTOB

8. |Tumnossle u Tunossle GOpMBI JOKYMEHTOB, UCIIOJIb3YEMbIE B TectupoBanue
YHU(UIIUPOBAHHbBIE  |IESATEIBHOCTH opranu3anuil. Yauduuuposanusie |(T)

(OpMBI JIOKYMEHTOB. |CUCTEMBI JOKYMEHTALUH. Y HU(pUKaLUs
JIOKYMEHTOB.

9. |Opranunzanus pabots! [ KoHpuIeHIMATbHOE 1EIONPOU3BOJCTBO 3alllUTa  |HAIMCAHUE
C KoHuIeHIaTbHON nHpopMmaru. [lonsTre pedepara (P)
KOH(HIEHIIMATbHBIMHU | KOH(QUAECHINAIBHOE AEJIOIPOU3BOICTBO IIPUEMBI,

JOKYMEHTaMH. METOBI 00pabOTKH TOKYMEHTOB.
HNudopmannoHHO-aHaNUTHUECKas paboTa. 3amura
MH(pOpMaLINH.
10.|®opmsl peructpauuu |[IonsTHe perucTpannu 10KyMeHTOB. DopMel oopmienue
JIOKYMEHTOB perucTpalnuy JOKyMEHTOB. ABTOMaTU3UPOBAHHbIE |)KYPHAJIOB
CUCTEMBI PErHCTPALIUU TOKYMEHTOB. perucTpanmu,
11.|Opranuszamnus npuema |[[pyHIMIIBI ~ OpraHM3alUy  JUYHOTO  Ipuema [opopmieHue
rpaxkJaH rpakJjaH c o0palleHusIMHU. Perucrpanus [3ajaHHBIX
JOKYMEHTOB 110  IHUCBMEHHBIM  OOpAIlEHUSIM [JOKYMEHTOB
rpaxgad.  OCHOBHbBIE  33Ja4yd  CIPABOYHO-
MH(OPMAaLIMOHHOM CI1y>KObl OpraHu3aluy.

12.|ABromaruzanus [ToHsATHE aBTOMATU3UPOBAHHBIX CUCTEM. PBIHOK BBINIOJIHEHHE

JIEJIONPOU3BOJICTBA  |aBTOMAaTU3UPOBAHHBIX CUCTEM JEJIONPOU3BOCTBA. |3aJaHH Ha
CpaBHMTENbHBIN aHAJIN3 OYyMa)KHOTO U KOMITbIOTEPE,
AJIEKTPOHHOT'O JOKYMEHTO000pOTA. pedepar

13.|TTopsinok nepenaun  |OCHOBHBIE NPU3HAKH TPYIIUPOBKH JTOKYMEHTOB B [0pOpMIICHHE

JIE]l B apXUB nena. opMupoBaHue Ieil. 3a/laHHBIX €] U
OKcnepTusa IEHHOCTH JOKyMeHTOB. [lonroroBka |10KyMEHTOB,
UCIIOJHEHHBIX ~ JOKYMEHTOB K  apXMBHOMY |[TECTUPOBAHHE
xpanenuto. Ilepenaua nen B apxuB. Ilomemenue |(T)
BEJJOMCTBEHHOT'O apxuBa OpraHM3aLHy.
MatepuanbHO-TeXHUYECKAs 0a3a apXUBOB.
XpaHeHHe JOKYMEHTOB B 3JIEKTPOHHOU (opMe.

14.|3nexTpoHHOE [TonsiTre «NEKTPOHHOE MPABUTEIBCTBOY: €TI0 TECTUPOBAHUE
IIPaBUTEIBCTBO 3Ha4YeHue, MPUHLIUIBI HocTpoeHus U BHeapeHus.  |(T)

HHTErprpoBaHHOE MIEKTPOHHOE IPABUTENBCTBO
Poccun. Opranunzanys MeXBe10MCTBEHHOTO
3JIEKTPOHHOI'0 IOKYMEHTO000pOTa MEKIY
OopraHaMu rocyZapcTBEeHHOM BiacTu Poccuiickoit
denepanun

2.3.4 IlpuMepHasi TeMATHKA KyPCOBBIX PadoT (IIPOEKTOB) — He MPEeAYCMOTpEHA
2.4 IlepeyeHb y4eOHO-METOAMYECKOT0 OOecneYeHUus JJIl CAMOCTOATEIbHOH padoThl
00y4aoIMXCcH M0 JUCHHUIITIMHE (MOTYJII0)

[Tepeuenp yueOHO-METOAMUECKOTO 00ECTIeYeHHS JUCIIUTUIUHBI
Ne Bun CPC IO BBIMTOJIHEHUIO CAMOCTOSITEIbHON pabOThI
1 2 3




1 |[IpopaGoTka Meroauueckue ykKazaHUs MO OPraHU3aluud CaMOCTOSATEIbHOMN
TEOPETHYECKOTO paboThl CTYACHTOB IO HampaBieHuio mnoarotoBku 38.03.04
Matepuaia (moarotoBka |['ocyaapcTBeHHOE M MyHUIIUIIAIBHOE yIIpaBieHHue (IIPOTOKOI
K npodaemubiM [Ne 10 ot 10.04.2018 r.)
ceMUHapam)

2 |llogrotoBka MeTtoauueckre yka3zaHUS IO TOJATOTOBKE WHIMBUAYAIbHBIX
WHIMBUTYQJIbHBIX 3aaHuii  (mpe3eHTanuii, cooOlleHuii, BeO-Kpyusza) 1O
3aMannil  (Tpe3eHTanuil, Hanpapinernuto noarotroBku  38.03.04 T'ocymapcTBeHHOE |
COO0O0IIeHUTN) MYHUIUIIAJILHOE YIIpaBjieHue (IIPOTOKOI

Ne 10 or 10.04.2018 r.)

3 |[loaroroBka k|Meroauyeckue ykazaHHs MO MOATOTOBKE K TECTUPOBAHUIO IO
TECTUPOBAHUIO o|y4yeOHOMY Marepuaiy Io HampaBieHuto noarotoBku 38.03.04
ydeOHOMY  Matepuany|['ocyaapcTBEHHOE U MyHHUIMITAIBHOE YIIpaBiieHHe (TIPOTOKOI
U CIHATIINHEBI Ne 10 ot 10.04.2018 1.)

VY4eOHO-MeTOIMYECKUE MaTepuasbl JUIsl CaMOCTOSITENIbHOM pPaboThl 0Oydaroluxcsl U3
YHCiIa MHBAIK/IOB U JIUI[ C OTPAaHUYEHHBIMU BO3MOXKHOCTSAMHU 3710poBbs (OB3) npenocrapistorcs
B (hopMax, aJalTUPOBAHHBIX K OTPAHUYCHUSM UX 37J0POBbS U BOCHPUATHS HH()OPMAIIHIH:

JUist I ¢ HapyILEHUSIMU 3pEHMSL:

— B I1€4aTHOW (hopMe YBEIMYECHHBIM HIPUPTOM,

— B (hopMe 2IEKTPOHHOTO IOKYMEHTA,

JIist AL ¢ HapyIIeHUsIMU CIIyXa:

— B IIeYaTHOM opme,

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

— B mieyaTHOU hopme,

— B (hopMe DIICKTPOHHOTO IOKYMEHTAa,
I[aHHBIfI MNEPCUCHb MOXKCT OBITH KOHKPETU3UPOBAH B 3aBUCHUMOCTH OT KOHTHUHICHTA
oOyJaromuxcs.

3. O0pa3oBaTesbHbIEC TEXHOJIOTHH.

B npenoaBanuu Kypca UCTIOIB3YIOTCS COBPEMEHHBIE 00pa30BaTeIbHBIC TEXHOIOTHH:
- MYJIbTUMEIUNHHBIC JIEKIUH C SJIEMEHTaMHU JUCKYCCUU;

- UH(pOpMaLIMOHHO-KOMMYHHUKATUBHBIE TEXHOJIOTHH;

- HCCIeI0OBaTeNIbCKHE METO/IbI B O0yUeHUH;

- npo0seMHOe 00yUyeHue.

B y‘le6HOM mponecce UCIOJIb3YHOTCA AKTUBHBIC U MHTCPAKTHUBHBIC (I)OpMLI IMPOBCACHU A

3aHSITUM.
KomnaecTBo yacos
Ne HanmenoBanue pasnenos (Tem) Beero Hnrep.
qachbl
1 2 3 4
1 Brenenne B qucuumuinHy «OCHOBBI 5 5
JIEIIOTIPOU3BOJICTBA U JOKYMEHTOO0OPOTa»
2 3akoHO/AaTeNbHASI © HOPMAaTUBHO-METOINYECKast 2 2
OCHOBA JIEJIONPOU3BOJICTBA
3 JIoKyMeHTBI: KilaccupuKanus, CTpyKTypa, TpeOOBaHUS 6 4
K 0 OPMIICHHIO.
4 OdopmieHne opraHu3aliOHHO-PACTIOPSIUTENHHON 1 5 2
MH(OPMAIIMOHHO-CITPABOYHON JOKYMEHTAIIHH.
5 OdopmiieHre TOKYMEHTAIUH 110 TUYHOMY COCTaBY 6 2




6 Odopmnenne koppecnonaeHnd. CTPyKTypa AeTOBBIX 5 4
MHCEM.

7 OdopmiieHre T0roBOPHOM TOKYMEHTAIIUH. 2 2

8 Tunossie 1 yauduuupoBaHubie GOPMbI JOKYMEHTOB. 4 2

9 Opranu3anus paboTsl ¢ KOHPUIEHITUATBHBIMU 4 2
JOKYMEHTaMu

10 |DopmMmbl perucTpamnu J0KyMEHTOB 4 2

11  |Opranuzauus npuema rpaxiaat 4 4

12 |ABTromaTuzamnus AeIONPOU3BOICTBA 4 2

13  ([lopsmok mepenadu Aei B apXUB 4 2

14 |DnexTpoHHOE NMPABUTEIHCTBO 4 4
Hmoeo no oucyuniune: 54 36

Ha srtame u3yueHus mnepBbIX ABYX pa3/eloB, KOTOpble HOCAT B Oojblleil cTeneHu
TEOPETUYECKUI XapaKTep HCIOJb3YIOTCS TPYNIOBbIE U CaMOCTOSITENbHbIE (DOpPMBI paloOTHI,
HaNpaBJICHHBIE HAa OCMBICICHHE CIIOXHBIX HECTPYKTYPHPOBAHHBIX NpOOJeM MpeaMera
o0yueHust, (GOopMHpPOBaHUE COOCTBEHHOM apryMEHTUPOBAHHOM MO3UIMM IO MPOOJIEMHBIM
aCIIeKTaM M3y4aeMoil TeMBbI. 371eCh UCTIOIB3YETCs TaKhe 00pa30BaTebHbIC TEXHOJIOTHU KaK

0 paboTa B MabIX rpynmnax/mapax mo pa3dopy KOHKPETHBIX CHTYallUH;

0 JEKIHS C DJIEMEHTaMU JIUCKYCCUY;

[Mocnenyromue paszgensl JUis pemieHHsl IMOCTAaBICHHBIX IIeNiell B pamMKax ydeOHOH
JUCLUIUIMHBI TPeOYIOT MCIIOJIb30BAaHUSI METO/I0B OOyUYeHMsI, HAalIPaBJIEHHbIX Ha (POPMHUpPOBAHUE
YMEHUH U HaBBIKOB IOATOTOBKM JOKYMEHTOB pa3BJIMYHBIX BMJOB. J[I1s1 3TOro BHEIpEHBI
clleiyIole 00pa3oBaTeNIbHbIC TEXHOJIOTUU:

1. [TpoBenenue mpobIEMHOrO ceMUHapa, B paMKax KOTOPOrO CTYIEHTHI pelIaroT
JIBYCAMHYIO 3aJady: a) I[OJy4yaroT 3HaHUS MO OdYepenHor Teme YydeOHoro momyns; ©O)
QIANITUPYIOT UX K CTPYKTYPE YU€OHOH TUCIUILIIHEI.

2. AHauTHYECKUe TEXHOJIOTUU 3aKOHOAaTeNbCTBa 00 OCHOBAX JIEJIONPOU3BOJICTBA U
JOKYMEHTOO00pOTa U JKCIEPTU3Bl JOKYMEHTOB SIBISIFOTCS, C OJJHOW CTOPOHBI, YHUKAIbHBIMH
JUI TAaHHOTO y4eOHOro Kypca MHTEPaKTUBHBIMU OOpa30BaTEIbHBIMU TE€XHOJIOTHUSIMH, B OCHOBE
KOTOPBIX JIEKUT METOJ| aHaju3a JIOKYMEHTOB; C JPYroi, COCTaBHOM YacThlO MPAKTUYECKOH
NeSITETIbHOCTH, CBS3aHHOW C JIMarHOCTHKON JOKYMEHTOB, 00ECIIEYMBAIOIINX YIPABICHYECKYIO
JeSITeIbHOCTh. B Kypce HCIoNb3yOTCS MHANBHU Y IbHbIE TMCEMEHHbIE 3a/JaHMs.

3. PazpaboTka m mpe3eHTanusl KOJUIEKTUBHBIX HH()OPMAIIMOHHO-aHATUTHYECKIX
NpoeKkToB ««Mojenu peanuszaluu JEJIONPOU3BOACTBA U JOKYMEHTOOOOPOTa»  IMO3BOJISIOT
CTPYKTYPUPOBATh HWHAMBUIYAIbHYIO JAEATENIbHOCTh 10 MHCbMEHHBIM 3ajaHusM. OCHOBHBIE
3a/la4M MPEe3eHTAlUU Kak yueOHOU (popMbl CBOIATCA K (POPMHUPOBAHUIO MPAKTUUECKUX YMEHUMN
KOHIIEHTPUPOBAHHOTO M3JI0KEHUS M IPE3eHTAllMM BH3YaJlbHBIX MaTepuanoB B Qopmare
«PowerPoint» pe3ynpTaToB, MoJly4eHHBIX B X0/€ aHATUTHYECKOM pabOTHI.

4. WunuBuayanbHble W TPYNIOBBIE  KOHCYNbTallMW.  VIHAMBHIyalbHBIC
KOHCYJIbTAIlMM MIPOBOJATCS Pa3 B HENENIO MOcie YUeOHbBIX 3aHATHH MOCPEICTBOM MPEIMETHOIO
Uajora  MperojaBaTelis ¢ OOyJalomMMCs [0 Pa3IMYHBIM  COJIEPXKATEIbHBIM |
OpPraHU3allMOHHBIM BOINpOcaM Yy4eOHOro MoAyis. ['pynmoBble KOHCYJIbTAllMM TO3BOJISIOT
IPEenoJIaBaTe0 ONTUMHU3UPOBATh KOMAaHIAHYIO pabOTy CTYAEHTOB MO PA3JIMYHBIM MPOEKTHBIM
dbopmam y4eOHOU IeATeTLHOCTH.

JUis a1l ¢ OrpaHHMYEHHBIMH BO3MOXKHOCTSIMU 3/I0pOBBSI IIPEIYCMOTPEHA OpraHHU3alus
KOHCYJIbTAIMH C UCIIOJIb30BAaHUEM DIIEKTPOHHON TIOYTHI.

4. OueHo4YHbIe CpeAcTBA JJISl TeKYLIero KOHTPOJIsl yCIeBaeMOCTH U MPOMeKYTOYHOI
aTTeCcTalNU.
4.1 OneHo4HbIe MaTEPHAJbI VIS TEKYLIEro KOHTPOJISl YCIIeBAEMOCTH
4.1.1. Bonpochbl AJ8 JMCKYCCHH B PaMKaX JEKIHOHHBIX 3aHATHI M MPO0JeMHBIX
CEeMUHAPOB.
JluckyccHOHHBIe BONpPOChl MO TeMe «/lOKyMeHTBbI: KJaccH(UKanMsA, CTPYKTYpa,



TpeOoBaHus K 0(pOPMIICHHIO»

1. Ilonstne o knaccudukamuu MOKyMEHTOB. COOTHOIIICHHE BUOBOW W THITOJOTHYECKON
KJIaccu(pUKaUN JOKYMEHTOB.

2. Bungel JOKYMEHTOB: OpraHu3allMOHHBIC, PACHOPSAUTENbHBIE, HH(POPMAIMOHHO-
crpaBoyHbIe. TUIIOIOTHYECKAs KIACCH(UKAIIHSL.

3. bnaHku AOKYMEHTOB: BHJIbI OJaHKOB U IMOPSAIOK PACHOJIOKEHHS PEKBU3UTOB B OJlaHKE
(YrimoBoe U IEHTPOBAHHOE), UCIIOIh30BaHUE OJAHKOB C H300pakeHHUEM TOCYapCTBEHHOTO Tepoa
U repOa cyobekTa deaepanum.

4. TpeboBaHUS K COCTAaBICHHIO M O(GOPMIICHHIO JOKyMEHTOB. DOpMarhl OyMa)KHBIX
JIOKYMEHTOB.

5. TpeboBaHMsI K TEKCTY JOKYMEHTOB.

Ilepeuens yacmu Komnemenyuu, NPOBEPAEMbIX OYEHOUHBIM CPEOCHBOM.

[IK-15 ymeHumeM BEeCTH JACIOMPOM3BOJACTBO U  JOKYMEHTOOOOPOT B  OpraHax
rocynapctBeHHoM Biactu Poccuiickoit @enepanuu, opraHax TrocCyJIapCTBEHHOW BIIACTH
cyobekToB Poccuiickoit denepanyn, opraHax MECTHOTO CaMOYIIPaBIICHH, TOCYJapCTBEHHBIX U
MYHUIIMIMIATBHBIX MPEANPUATHAX U YUPEKICHHUIX, HAYYHBIX U 00pa30BaTeNIbHbIX OpPraHU3alNsIX,
MNOJUTUYECKUX TAPTHAX, OOMIECTBEHHO-TIOJUTUYECKUX, KOMMEPYECKHMX H HEKOMMEPUYECKUX
OpraHu3aIUsIX

Kpumepuu oyenxu:

«YIOBIIETBOPUTEIBHOY» - CTYJAEHT UMeEET (hparMeHTapHbIC MPEICTABICHHS O COJACPKAHUU
3asBJICHHOH TEMBI MPOOJIEMHOTO CEMHHapa, YaCTHYHO OCBOMII IOHSITHUHHO-KATEropHUalbHbIN
anmnapar;

«XOpOILO» - CTYJAEHT JEMOHCTPHUPYET OOLIMe 3HAHUS 110 3asBJICHHON TeMe IPOoOJIEMHOro
CEMHUHAapa, yMeeT YCTaHABIMBATh CBSA3H MEXKIY TEOPETUYECKUMU MOHITHIMH U SIMIHUPUYECKUMU
dakramu;

«OTJIMYHO» - CTYACHT JEMOHCTPUPYET CHUCTEMHBbIE 3HAHUS [0 3asBJICHHON Teme
npoOJIEeMHOTO CEMUHapa, YMEET YCTaHABIUBATh CBSA3H MEXKIY TEOPETHYSCKUMH MOHATHUSMH U
IMIOUPUYECKUMU (aKTaMu, GOPMYITUPYET aHATUTHUECKHE 0000IIEHNUS U BBIBOBI.

4.1.2. UnauBuayaibHOe NMHUCbMEHHOE 3ajJaHHMe, HAaNpaBJjeHHoe Ha (opmupoBaHue
HABBIKOB MOATOTOBKY HH(OPMAMOHHBIX 0030POB.
«TexHonorusi noAroToBKH MH(PpOPMAIHOHHOTO 0030pa MO MPodJIeMaTHKeY.

OcHoBaHus Bunast 0630poB
JeJICHUS

DyHKIUOHAIBHOE
Ha3HadeHue (peaMeT
aHajamn3a)

XapakTep paccMaTpUBaeMBbIX
BOIIPOCOB

LleneBoe Ha3HAUYCHUE

[Torpeburensckoe




Ha3HAa4YCHUC

Tlepeuenv yacmu komnemenyuu, NPOBEPIEMbIX OYEHOUHBIM CPEOCNEOM.

I[IK-15 — yMeHueM BeCTH JCJONPOM3BOJACTBO M JOKYMEHTOOOOPOT B oOpraHax
rocygapctBeHHoil Biactu Poccuiickoin @exnepauuu, opraHax TOCyAapCTBEHHOM BIIACTH
cyobekToB Poccuiickoit denepanyy, opraHax MECTHOTO CaMOYIIPABJICHUS, TOCYIAPCTBEHHBIX H
MYHUIIMIMIATBHBIX MPEANPUATHAX U YUPESKICHHUIX, HAYYHBIX U 00pa30BaTeNIbHbIX OpPraHU3alNsIX,
MOJIMTUYECKUX TAPTUSX, OOIIECTBEHHO-TIOJIMTUICCKUX, KOMMEPUECKHX M HEKOMMEPYECKHX
OpraHU3aIUIX

Kpumepuu oyenku:

«YAOBIIETBOPUTENIBHOY» - CTYJEHT UMeeT (hparMeHTapHbIE MPEACTABICHUS O COJIEePKaHUU
TEXHOJIOTHH IMOATOTOBKH HH(POPMAIIMOHHBIX 0030POB;

«XOpOILO» -  CTYOEHT HUMeeT OO0IIMe MPEeACTaBICHUS O COJAEPKAHUU TEXHOJIOTUU
MOATOTOBKU MH(GOPMAIIMOHHBIX 0030pOB, OCBOWJI MOHATUHHO-KaTerOpyuaIbHbIi amnmapar, yMeeT
YCTaHABIIMBATh CBS3H MEXKAY COCTABHBIMH YaCTAMHU WH(GOPMAIIMOHHOTO 0030pa;

«OTJIMYHO» - CTYIAEHT UMEET CHCTEMHBIE NPEACTABICHHS O COAEPKAHUU TEXHOJOTHH
MOJATOTOBKYA MH(POPMAIIMOHHBIX 0030pOB, OCBOWJI MOHITUHHO-KATErOpUaIbHBIN anmapar, yMeer
YCTaHABIUBATh CBSI3M MEXIY COCTABHBIMU YaCTAMH WH(MOpMAIMOHHOTO 0030pa, GpopMynupyer
AHAIINTHYECKHE 0000IICHUS B BBHIBOIBI.

4.1.3. lloaroroBka coo01IeHNI U TpPe3eHTAlNi N0 Y4eOHOH AUCHUILINHE

Cooouwgenue «ONEKTPOHHOE IPABUTEIBCTBO». €r0 3HAYEHUE, NPHUHLMIIBI ITOCTPOCHUS U
BHeJpeHusa. VIHTerpupoBaHHOE 3JEKTPOHHOE MpaBuUTeNbCTBO Poccun.  Opranuzanus
MEKBEJIOMCTBEHHOTO 3JIEKTPOHHOTO JIOKYMEHTOOOOpOTa MEXAY OpraHaMH TroCyJapCTBEHHOMH
Brnactu Poccuiickoit ®Dexepanum» JOHDKHO COJAEPKATh AaHAIM3 TMPAKTHKA PpabOThl ¢
JIOKYMEHTaMH, OIMCAaHUE UX CTPYKTYPHBIX U (PYHKIIMOHAJIBHBIX OCOOEHHOCTEH, a TaKXKe OI[CHKY
ux 3 pexTUBHOCTH.

Anroputm paboThI:

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

2. IloaroroBka cooOIIEeHHUs B MUCbMEHHOM BHJIE WM MpE3eHTaluu pedepara B TBOPUECKON
(MponyKTUBHOM) mepepaboTKe, A€ TJ1aBHOE BHHMMAHHE YAEISETCS HOBHM3HE COJEpKaHUS,
AQHAJIN3Y €ro COLMAIBHON LIEHHOCTH C YYETOM YXE MMEIOIIUXCS AOCTHKEHUH B ONPENEICHHON
o0yacTy 3HaHUH.

Ilepeuenv yacmu KomMnemeHyuu, nPoOGePeMblX OYEHOUHbIM CPEOCHIBOM:

OIIK-4 — cnocoOHOCTBIO OCYIIECTBIIATH JIEJIOBOE OOIIEHNE W MYyOJWYHBIC BBICTYILUICHUS,
BECTH IIEPETOBOPBI, COBEIIAHUS, OCYILECTBIATh JEIOBYK IEPENUCKY U MOLIEPKUBAThH
AIIEKTPOHHBIE KOMMYHUKALIUH.

[1K-8 — criocoOHOCThIO MPUMEHATH UHPOPMALMOHHO-KOMMYHUKAITMOHHBIE TEXHOJIOTHH B



npodeCCHOHATILHOM ESTENFHOCTH ¢ BUACHUEM UX B3aMMOCBSI3€H U MEPCIIEKTUB MCIIOIb30BaAHMS

Kpumepuu oyenxu peghepama:

«YJIOBJIETBOPUTEIHLHOY» - COOOIICHHUE MTPECTABISAET COO0M M3II0KEHNE PE3YTbTATOB UYKUX
UCClIeIoBaHUN 6e3 caMOCTOSITeNbHOI 00pabOTKH HCTOYHUKOB;

«XOpOILIO» - COOOIIEHUE MPEJICTABISIET COO0M CaMOCTOSITENbHBIN aHAIN3 PAa3HOOOPa3HbIX
HAy4YHBIX MCCICNOBAHUN M DMIMPUYECKUX JAHHBIX, OJHAKO HE B IIOJHOM MEpE OTpa)kaer
TpeGoBaHus, cHOPMyTUPOBAHHEIE K €TI0 U COACPIKAHUIO.

«OTJIMYHOY - B COOOILIEHNHU OTPAXKAKTCS TaKMe TPeOOBAaHUS KaK aKTyaJbHOCTb COJIEp KaHus,
BBICOKMH TEOPETUYECKHI YpOBEHb, TIyOMHA M TMOJHOTAa (PAKTOPOB, SIBICHUN, HpPOOIEM,
OTHOCSIMXCA K TeMme, HMH(POPMALMOHHAA HACBIIIEHHOCTh, HOBHU3HA, OPUIMHAIBHOCTh
U3JI0KEHHUS MaTrepuaina; CTPYKTYpHas OpraHM30BaHHOCTb, OOOCHOBAHHOCTh MPEUIOKEHUS U
BBIBOJIOB, C/I€JIaHHBIX B COOOLICHUH/ ITPE3CHTALIUY.

4.1.4 TllpumepHble HHAMBUAYAJTbHBIE 3aJaHUS

Cocmagumv u ogopmums npuxkazpl nO OCHOGHOU OeamenvHOcCmu, u opyzue
pacnopaoumenvHvlie 0OKyMeHmbl, HEOOX00UMble 8 OAHHBIX YNPAGIEHYECKUX CUMYAUUAX:

Curyanus 1.

A .H.lIunos, npencenarens PoccuiCKOro areHTCTBa MEXAYHAapOJHOIO COTPYIHHUYECTBA U
pa3BuTHs (rocynapctBeHHast opraHuzanms npu llpaButensctBe P®D), 24  ¢deBpans Texymiero
roja IOPY4YMJ CTPYKTYPHBIM IIOJPA3ACICHUSAM arcHTCTBA COBMECTHO C IIPEIACTABUTEISAMU
['ockomumymectBa Poccun k 10 ampenss MOArOTOBUTH MPOEKT IMPOrpaMMbl IPUBIICYEHUS
MHOCTPaHHBIX MHBECTHLIMHA K IPOLECCY AKIHMOHUPOBAHUS TOCYIAapCTBEHHBIX MPEAIPUATUH.
[Topyuenue ObulO naHO BO HcrosiHeHUe nocraHosiieHus IlpaBurenscrBa P® ot 24 ¢deppans
Tekymero roga Ne 246 I'maBHOMY YIpaBICHHIO OTpPACIEBBIX WHBECTHLIMOHHBIX IIPOTPAMM,
['maBHOMY JOrOBOPHO-IIPAaBOBOMY YIIPaBJICHHWIO M [J1aBHOMYy YIIpaBJIEHHUIO CTpaTeruud U
WHBECTUPOBAHUS.

[IpoekT mpukaza npezcenaTess areHTCTBa ObUI 3aBU3UPOBAH €ro MEPBBIM 3aMECTUTENIEM
J.H.®enoposeIM 1 HadyaabHUKOM [ JIaBHOTO JOTOBOPHO-IIPaBOBOrO ynpasieHus 1.B.MnpuHbIM.
KonTposns 3a ucnonnenueM npukasza o0bu1 BosnosxeH Ha [[.H.denopoga.

Curyauus 2.

JIMpeKTOp PEMOHTHO-IKCIITYyaTallMOHHOTO0 MyHUIMNIAIbHOTO yrnpasieHus Ne 15 3oros W.T.
5 oKTA0ps TEKyIIero roja u3jai Npuka3 o MOJAroTOBKE K YOOpPKE TEppUTOPUI B 3UMHHI IIepro
Tekymero roxaa. [naBublii uHxeHep Hukomae B.B. k 15 okt0ps momkeH mnpoBecTd
3aKperyieHue yOupaembIX TEPPUTOPUI 3a TEXHUKAMH-CMOTPUTENSIMU U IBOPHUKAMH, COCTaBUTh
rpaduK JBYXCMEHHOU paboThl MO YOOpKe TPOTYyapoB U JABOPOBBIX TEPPUTOPHI, pazpaboTaTh U
coriacoBaTh B IpedeKkType OKpyra IulaH yOOpKHM TEppUTOpPHIl C NpPUBICYEHHUEM JIIOJEH U
TEXHUKHU BEJIOMCTBEHHBIX IPEANPUATUN, PACIIOJIOKEHHBIX HA TEPPUTOPUH OKpYTa.

[Ipuka3 u3gan Ha ocHOBaHMM mocTaHoBieHUs [IpaBuTenbctBa MOCKBBI OT 8 CEHTAOpA
tekymero roga Ne 908 «O roToBHOCTH CIIyX0 TOpOJCKOTO X03siiicTBa K YOOpKE TEppUTOpUIA
r.MOCKBBI B 3UMHHUIA IEPHOIY.

Curyanus 3.

OTnenom opraHu3aliiOHHON M KaJApoBOM paboThl YpasineHus MuHuctepcrsa octuimuu PO
no PecnyOnuke Kapenust B KOHIlE KaJleHIApHOTO rojia OblIa COCTaBJIeHAa HOMEHKJIATypa Jiel Ha
CIIEAYIOIMNA KaJeHJapHbId roa. 27 nexabps TEeKyIIero roja HavyaJbHUKOM YTpPaBJICHUS
T.IL.UrnateeBoit ObLT M37aH U MOANKCAH IpHUKa3 00 yTBEP)KJIEHWU U BBEJICHUU B JEHCTBHE
HOMEHKJIATypbl JAel ¢ 1 sAHBapsd cHeAyolero roja. PyKOBOIUTENSM CTPYKTYpPHBIX
noJipa3/iesieHui MPUKa30M MPeANUChIBAIOCH (POPMHUPOBAHHE, UCIIOIb30BAaHNE U XpaHEHHUE JEN B
COOTBETCTBUM C pa3paboTaHHOW HOMEHKJIATypoil en. KoHTposb 3a ucroiHeHneM NpHuKasa Obul
BO3JIO’KEH Ha HayaJIbHUKA OT/IeJla OpraHu3allMOHHON U KaJpoBoil paboThl XioHHHHEHa A.B.



Curyanus 4.

PykoBoautenem Komurera mo 3eMeNbHBIM pecypcaMm U 3eMIIEYCTpOMCTBY dDenepanbHOU
ciyk0bl 3emenbHOro Kamactpa Poccum  A.T.KongpamoBeiM 1 HOsSOps Tekymiero rojaa ObLI
U3JIaH MPUKa3 O BBEACHUM YHHUPHUIMPOBAHHBIX (POPM MEPBUUYHON YUETHOW JOKYMEHTALMH IO
yuery kaapoB. Ilpuka3 m3naBajncsi B COOTBETCTBUM C IIOCTAHOBJIEHHEM ['OCyIapCTBEHHOIO
komuteTa 1o cratuctuke oT 06.04.2001 Ne 26 «O06 yrBepkaeHUH YHUDHUIIMPOBAHHBIX (GopM
NEPBUYHON YYETHOH OKYMEHTALMU IO YYETy TpyJa M €ro OIUIaThbD» U C LEJIbI0 CO3JaHMs B
Komurere enuuoi cuctemsl KaapoBoil nokymeHTauuu. [Iprka3zom BBOAWIWCH B JiecTBUE C |
HOAOpS TEKyIIero roja Bce YyHUGUIUpPOBaHHbIE (GopMbl, Bomeamue B Ainboom YOI,
YTBEPKJACHHbBIN BBIIICYKa3aHHBIM [TOCTAHOBJICHHEM.

IIpoekt npukasa 3aBU3MPOBAIU IOPUCKOHCYNBT TunieHko M.A., HHCIEKTOp OTAeNa KaJlpoB
Kykosa T.II.

Ilepeuens yacmu Komnemenyuu, NPOGEPSAEMbIX OYEHOUHBIM CPEOCNEOM:

[IK-15 - VYmenue BecTH [AENONPOM3BOACTBO M JOKYMEHTOOOOPOT B  OpraHax
rocygapcrBeHHo Biacth Poccuiickoir @exepanuu, OpraHax TroOCYJapCTBEHHOM BIIACTH
cyonexToB Poccuiickoit denepannu, opraHax MECTHOTO CaMOYIPAaBIEHUS, TOCYAAPCTBEHHBIX U
MYHULIMNIAJIBHBIX NPEANPUATHAX U YUPEKICHHUIX, HAYYHbIX U 00pa30BaTeNIbHbIX OpPraHU3alUsX,
MOJIUTUYECKUX MapTUAX, OOIIECTBEHHO-TOJIUTUYECKUX, KOMMEPUECKUX KM HEKOMMEPUYECKHX
OpraHu3aIusIX

Cocmagumv u ogopmums  cayxyceOHble nuUcbMA, HeOOXOO0UMble 6  OAHHBIX
YAPAGNEHUECKUX CUMYAUUAX:

Curyanus 1.

JlenapraMeHT NOANEPKKM M Pa3BUTHSA MaJOro MpEeANpHUHUMATENbCTBA  IHCbMOM 3a
MOJIMKUCKHI0 3aM.IUpeKTopa JenaprameHta CeepukoBa A.B. yBemomui pyKOBOJICTBO JI€TCKOTO
caga Ne 1586 o0 ToMm, 4TO B CBSI3M C Pa3BUTHEM MPEINPUHUMATEILCTBA 3aHUE JETCKOTO caja
JOJKHO OBITH TIepeIaHo AJI TEXHUYECKUX HYXK] JernapTaMeHTa.

Ucnonaurtenem BacunbeBoit mo mopydeHHio aupekropa jaerckoro camga Ne 1586 IOro-
3amaJHOTO OKPYKHOTO YHpaBieHUs 00pa30BaHUs I.MOCKBBI, PAaCHOJOXKEHHOTO Ha MPOCIEKTE
MuuypusHckoMm, 1oM 22 1.MOCKBBI, OBIJIO COCTaBJIEHO MUCHBMO, aIpECOBAHHOE OTIENY IHCEM
Mbspun MockBsl 1o agpecy: r.MockBa, yn.TBepckas, 13, B KOTOpOM JUPEKTOp AeTCKOro cama Ne
1586 O.A.AGpamoBa mpocuia pa3oOpaThCcsi B JaHHOM BOMPOCE, MOTHUBUPYS TEM, UYTO B
Ha3BaHHOM palOHE JETCKUX CaJloB OCTAJIOCh Majo M He BCE JIETH MOTYT IOCeUaTh JETCKUe
JOMIKOJIBHBIC YUPCIKACHUA. ITuceMo OBLIO OTBETOM Ha HOJ'Iy‘IGHHI)II\/II JOKYMCHT OT I[enapTaMeHT.

Curyauus 2.

MoOCKOBCKUH paJuOTEeXHUYECKUH KOIeIK HUMeHHM akagemuka A. A. Pacmierunna
MunuctepctBa oOpazoBanus P® (Mocksa, yin. b.Jlekabpbckas, 5, 124000, ten.: 252-11-84,
dakc: 253-32-36) pazocnan WHGPOPMALMOHHBIE MUChbMA JUPEKTOpaM IIKOJI  Topoja C
cooOmieHrneM 00 OTKPHITHM B HOBOM Yy4eOHOM TOAY JABYX (aKyJIbTETOB: COBPEMEHHBIE
UH(OPMALIMOHHbIE TEXHOJIOTMU M IOpUIMYecKuid. B muceme cooOmianoch Takke O TOM, YTO
npaBWiIa TpueMa Ha yKa3aHHbIe GaKyiabTeThl 00mue. [IMcbMO OBLIO COCTABICHO UCTIONHUTEIEM
CrenanoBoii n noanucano aupekropoM JI.b.MapteiHiokoM 15 mapra Tekyiero roaa.

Curyanus 3.

Ucnonaurenem M. O. ITonsakoBoil o mMopy4eHU0 HadalbHUKA oTAesna mMapketuHra OAO
«Toprrnorpebeoro3» (r.Mocksa, Jlecnas yn., .18, 117123, Ten./pakc. 234-56-00, OKIIO
87654321, OI'PH 1234567890098, MHH/KIIIT 09876543321/123456789) B.A.Komaposa 65110
coctaBiieHo nucbMo B aapec OOO «Jleno», TexHu4eckoMy Iupekropy A.M.MsrkoBy o0
OTIIpaBKE JOKYMEHTAIlMH Cleayroniero conepkanus: «Hampaensem HeoOxoauMeie Bawm
JOKYMEHTBI, ~cojiepkalie HHGPOpMalMI0 O IeHe KOMIUIEKTa HayYHO-TEeXHUYECKOM



JOKYMEHTAlluM  Ha XOJOAWJIbHOE obOopyaoBanue. llpeanmaraem BbICIAaTh TEXHHYECKYIO
JOKYMEHTAILlMI0 Ha 3apyOeXHbIE aHAJOIM XOJOIWJIBHOrO obopyaoBaHus. I[lpu npunsTHH
MOJIOKHUTEIPHOTO  peIIeHHs O  3aKylnke oOopyaoBaHusi mpocuM Bac  HampaBuTh
COOTBETCTBYIOLIEE MUCBMO pyKoBoauTento oraena cobita HaymoBy C.IL». JlaHHBIM mHCEMOM
COMPOBOXKAANACH crienuduKaius Ha 28 1. B 1 3K3.

Ilepeuensv yacmu komnemeHyuu, NPOBEPIEMbIX OYEHOUHBIM CPEOCNBOM:

[1IK — 8 — cmocoGHOCTBIO MPUMEHATH UHPOPMALMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH
B IpopecCHOHANBHONW JEATENbHOCTH C BHICHHEM MX B3aMMOCBs3€il M IEpCHEKTHB
UCTIOJIb30BaHUS

[IK-15 — VYmeHue BecTu JEIONPOU3BOACTBO M JIOKyMEHTOOOOPOT B OpraHax
rocygapcrBeHHo Biacth Pocculiicko @epepauuu, opraHax TIOCYZapCTBEHHOM BIIACTH
cyobekToB Poccuiickoit denepanun, opraHax MECTHOTO CaMOYIIPaBIIEHHs, TOCYJapCTBEHHBIX U
MYHUIUTATBHBIX TPEANPHUIATUAX U YUPEKACHUSIX, HAYUHBIX U 00pa30BaTEeIbHBIX OPTaHU3aIMIX,
HOJUTUYECKUX MaPTHUSX, OOLIECTBEHHO-TIOJIUTUYECKUX, KOMMEpPYECKMX M HEKOMMEpPUYECKUX
OpraHu3aIUsX.

Cocmagumsv u ogopmums O00K1aOHbBIE, U 00BACHUMETbHBIE 3ANUCKU, HE0OX00UMble 6
Ce0YIouUX YRPAGIeHYeCKUX CUMYayuax:

Curyanus 1.

3aMmectuTenb HavadbHUKa [Ipon3BoacTBEHHOTO 00benuHEeHHs «MOCKOBCKas TOpOICKas
teneponnas cetb» (MI'TC) Munucrepctsa cBsisu PO M.U.Jly6oB oOpaTiiicsi K Ha4aJbHHUKY
CIEIMAILHOTO yIpaBieHus TenedOoHHOW CcBA3M Toro e muHuctepctBa I.C.AKceHOBY ¢
JOKJIATHOM 3aITUCKOM O BBIJCIICHUU MPSMBIX IPOBOJIOB M HA3HAYCHHUH TelIe(hOHHBIX HOMEPOB Ha
IoroBopHOM ocHoBe. B moknmaanoi 3amucke M.W.JIy6oB cooOmiam o TOM, 4TO B CEHTSOpe
tekymero roga oowsemuaeHrneM (MI'TC) ObuH TIOATOTOBJICHBI W COTJIACOBAaHBI ¢ [ JTaBHBIM
MIAaHOBO-(DMHAHCOBLIM ~ ymipaBieHrneM MuHucTepcTBa cBsi3u P® [0roBopel ¢ HOBBIMHU
aboHeHTamu. J[Jis BKITIOUEHUS YKa3aHHBIX aOOHEHTOB B CeTh nepenaun JaHHbix «MHdotem» ¢ 1
JeKadps TEKYIIEero rojia He0OX0IMMO BBIJENIEHUE MPSIMBIX MPOBOJOB. B cBs3u ¢ aTum r-H J[yooB
BBIJIBUHYII MPEJTIOKEHNE O BBIJICJICHUH MPSMBIX MPOBOJOB M Ha3HAUYECHUU Telle()OHHBIX HOMEPOB
Ha JIOTOBOPHOM OCHOBE yKa3aHHBIM aboHeHTaMm. JlokjanHas 3amucka OblIa COCTaBlieHa
ucniotauTesieM OpnoBoit u noanucana M. M. Jly6oBbiM 12 HOSIOPsT TEKyIIETO roja.

Curyauus 2.

Kypeep 3AO0 «®apma» C.C.CoMOB peryisipHO omasiblBal Ha paboTy, 4eM Hapyual
TPYAOBYIO TUCHUIUIMHY. 3aBeaytoas kanuenspueil 1.B.1llymMmunnna HeogqHOKpaTHO Jenana eMy
3aMevaHus (B ycTHOH ¢opme), a 12 HIOHS TeKyllero roja ObUla BBIHYXKAEHA OOpaTUTHCS C
JaHHbIM BompocoM Kk ['enepanbHoMy nupektopy A.B.CemoBy ¢ MOKIagHOW 3aluCKoOM, B
KOTOpOM Ipocuia NpUHATh Mephl JuciuiuinHapHoro xapakrepa k C.C.ComoBy.

Curyanus 3.

PykoBoautens otaena HoBbiX mnpoekToB O.B.TokapeBa obOpatunach k I'eHepanHomy
mupektopy OOO «Mactep» r-ny A.Jl.MeBneBy ¢ NOKIaaHON 3amuCKOM O HEOOXOIUMOCTHU
YBEJIMUEHUS IITATHOW YHCIEHHOCTH oTaena. B poknagnoi 3amucke O.B.TokapeBa coobmana o
TOM, 4YTO B HACTOSIIEE BpeMs JJIsi YCHEIIHON paboThl areHTCTBa HEOOXOJUMO yBETUUYEeHHE 0a3bl
JAHHBIX O TOTEHIMAIbHBIX KiMeHTax. [lo ee MHEHHUIO, OTHUM M3 Hamboyiee peabHBIX MyTel
pacuupenusi 0a3bl JaHHBIX SBJSETCS MOCTOSHHBIA aHAUM3 CPEACTB MaccoBOW HH(pOpMAIH, B
Y4aCcTHOCTH Tpecchl (MH(opMaius o Hanbosee KPyMHBIX KIMEHTaX areHTCTBa ObLIa MojlyyeHa 13
AHAIUTUYECKOTO0 KypHasla «KcepT»). B cBsi3u ¢ Tem, 4ToO OT/Ed B €ro HacTosIeM cocTase (5
COTPY/ZIHUKOB) HE MMEET BO3MOXXHOCTH OpPraHM30BaTh MOAPOOHOE HM3yYEHHE aHATUTHUUYECKHX



m3nanuid, O.B.TokapeBa cuuTaer 1enecOOOpa3HbIM BBECTH B IITAT OTAENA JBE JOKHOCTH
MEHEKEPOB ISl U3YyYEHUS M aHAJIN3a IPECCHI C LEIbI0 BBIABICHUS MOTCHIIMAIBHBIX KIHEHTOB,
a TaKKe TOATOTOBKM ONEpaTuBHOW WH(popManmu o monoxeHun Ha peiHke CMU B dopme
€XKCHEJENbHbIX 0T4EeTOB. B noknanHon 3anucke TokapeBa mpeyiokuwia Ha 3TH JOJDKHOCTH
o 00paTh COTPYAHUKOB U3 YHCIA CTYJCHTOB 4-5 KypcoB (hakynbTeTa xKypHamuctuka MI'Y win
LIKOJIbI PEKJIAMBI.

Curyanus 4.

B VBaHOBCKOW 00JIaCTH CIIOXHJIOCHh KpailHE HAaNpsDKEHHOE IIOJIOKEHHE C TOPToOBIICH
MIPOMBINIJICHHBIMU TOBapaMH H, B YaCTHOCTH, MEOEIIBIO.

B 12 u3 15 paiioHOB TOpromisi MeOenbl0 BEIETCS B HEMPHUCIIOCOOJICHHBIX ITOMEIICHUSX,
JUIICHHBIX HE00X0IMMOTr0 000PYA0BaHNs, HE HMEIOIINUX HOPMAIbHBIX TOIBE3HBIX ITYTCH.

Jlis pazpemieHuss JaHHOM TpoOJieMbl K PYKOBOJUTENIO aaMUHUCTpanuu lBaHOBCKOI
obnactu II. W. IlonexaeBy oOparuics HadaJbHUK YIpPaBJIE€HUS TOPrOBIM AJIMUHUCTPALUU
NBanosckoit obmactu K. JI. TapacoB. B moknagHO# 3ammcKke B CBS3M C HEOOXOIUMOCTHIO
CO3/MaHMs YCJIOBHA, OTBEYAIOIIMX TPEOOBAHUSM OPTaHU3AlMUA TOProBim Mebenbio, TapacoB
NpPOCWJI JaTh YKa3aHUsl PYKOBOJUTENSAM aJIMHUHHUCTPALMA COOTBETCTBYIOLIUX pPAlOHOB O
MIPEAOCTABICHUH JIJIs1 TOPTOBIIA MEOEbIO MOMEIIEHUHN, OTBEYAIOIINX YCTAHOBJICHHBIM HOPMaM.

Cocmasums u oghopmums npomokonvl, Heo0X00uMble 6 C1E0YIOUUX YNPAGIEHUECKUX
cumyauuu:

Curyanus 1.

Hupekmust OO0 «Actpess» (Cankr-ITerepOypr) 12.08.200 1. mpoBeno CBOE OYEPEIHOE
3acenanue, Ha KoTopoMm mnpucyrctBoBanu Boctpskos C.T., Crymues II.JI., Jlebener MN.M.,
Amnronos I[1JL., lllentynosa B.I'., Tumodeer A.A., Ctynosa M.U.

Ha 3acemanunu oOcyxmanoch J1Ba BOmpoca: o0 xoje pekiaMHoil kammanuu B 11 kBaprane
200 r. u 0 mepexoje Ha HOBYIO CUCTEMY BBHITUIATHI IPEMHUATBHBIX.

ITo mepBomy Bompocy ciymiany cooOlleHne HadalbHUKa oTaena pekinamel Boctpsikoa C.T.,
TEKCT COOOIICHHUST KOTOporo ObuI mepenan cekperapio 3acenanus H.Jl.benosoii. [To sTomy ke
BONPOCY BBICTYNIII (hUHAHCOBBINA aAupekTop TumodeeB A.A., KOTOPHIH 0A00pUT yBETHMUECHUE
pacxojioB Ha HapykHyto pekiamy B 11 kBaprane 200 1. Ha 5%.

ITo Bropomy Bompocy crenan coobmenue CtynoB M.U. u TekcT cooOuieHns Takxke nepean
cekperapro. [lo ganHoMy ke Borpocy BeicTynwid AHToHOB I1.JI., HauanbHUK OTHENA KaJApOB, U
Jlebenes M.M., nupexktop mno mnpogaxkam. IlepBelii 0m00pHJI HOBYIO CHCTEMY BBIIUIATHI
IPEMHUATIBHBIX M PEKOMEHJOBaJl TOJArOTOBUTH HeoOxonumble aokymeHThl k 01.09.200 r.
Bropoit npemnoxun gopaboTath HOBYHO CHCTEMY BBIILJIAThl MPEMUATBHBIX M PEKOMEHIO0BAJ
IIPOBECTH TOJIOCOBAHME IO JAaHHOMY BOIPOCY Ha 00111eM coOOpaHUM TPYAOBOrO KOJIEKTHBA.

B wurore 3acenanus ObLIM NpUHATHL cienyroomue pemenus: 1. Ogodputh padoTy otaena
pexnambl B Il xBaprane 200 r. 2. IlpoBectn obmiee cobpaHue TPYJOBOTO KOJUIEKTHBA TIO
BOIIPOCY O TEpexXoJe€ Ha HOBYK CHCTEMY BbIIUIaTBl npemuanbHbix 15.08.200 .
OTBeTCTBEHHBIM 32 MOJATOTOBKY cOOpaHus Oblja Ha3HaueHa 3aB.kaHuespuet [llentynosa B.I'.

Cobpanue Ben npenceaarens O.A.PymsHies.

Curyanus 2.

3A0 «I'pana-M» (MockBa) 05.03.200 r. mpoBeno 3acenanue CoBera ITUPEKTOPOB, HA
KOTOpPOM MNpHUCYTCTBOBaJIM cienyromue wieHsl Cosera: Ilonos W.II., MBanos W.M., Cunopos
C.C., Yctunosa Y.V., ®enopoB @.®. B cBsizu ¢ HanuuueM KBOpyMa 3acefjaHue ObLIO MPU3HAHO
npaBoMOYHbIM. Ha 3acenaHue BBIHOCHIICS BOINPOC OO OMNpEAETIeHUH PBIHOYHOM CTOMMOCTH
pa3MeIaeMbIX OOIEeCTBOM JIOMOJHUTENbHBIX akuuid. Ilo manHOMY BoOmpocy 3aciylIajIn
®enopoBa D.PD., KOTOPHIA MPENTIOKUI ONPEAETUTh PHIHOYHYIO CTOMMOCTH Pa3MEIAeMBbIX



0oOIIECTBOM aKIUi MyTeM 3aKpPBITON MOANMUCKUA JOTMOJHUTENbHBIX akiui B pasmepe 10 000
(mecatu ThICAY) pyO. 3a aKkIWI0. 3aceqaHue MOCTAaHOBWIIO YTBEPAWTH Ipemiiokenne dempopoBa
®.D., Tak KaK MOpH rojIocoBaHWU «3A» OBUIO OTHAHO TSATh TOJOCOB, MPOTOJIOCOBABIIUX
«ITPOTUB» u «BO3JIEPXKABILXCSI» He 6b110. Pemenne npuHATO €IUHOTIIACHO. 3aceaHne
Ben npencenarens 111 .ITonos. IIpoTokoin noarorosnen cexkperapeM W.I1.IIeTrpoBbim.

Curyanus 3.

Cotpynuuku Oyxranrepun OAO «KBaHT» mpoBelM 3aceaHue MO BOMPOCY COKpaIICHUS
CpOKa CcOCTaBJIEHHs rofoBoro otuera 3a 200 r., HA KOTOpPOM IpUCYTCTBOBaJIO 6 uenosek. C
coobiienueM Beictynmia Oyxrantep CypkoBa A.M., kKoTopasi OTMETHIIA, YTO PAOOTHUKHU TPYIIIIbI
ydeTa UMEIOT BCE BO3MOXKHOCTH JUIsl 3HAUUTEIBHOTO COKPAIEHHsI CPOKA COCTaBJIEHUS T'OJ0BOTO
oTyeTa, M 4YTo ToA0Boil oTueT 3a 200 . MOXKeT ObITh IIPEJICTaBJICH TPYIION yuyera Ha 3 THS
paHbllle YCTaHOBJIEHHOI'O CPOKA.

B o6cyxnennn panHoro Bompoca BbeicTymmwin E.H.KpoToB, rnaBHbIii Oyxranrep, u
I'.A.lllybuna, Oyxranrep. KpoToB cooOImMI 0 TOM, 4TO UM pa3padboTaH HOBBIN rpaduk padoT 1Mo
COCTaBJICHUIO TOJIOBOTO OTYETa, MPHU YCIOBUU BBIMOJIHEHUS KOTOPOrO BCEMU pabOTHUKAMU
IpyHIbl y4eTa, roJ0BOil OTYET MOXXKHO COCTaBUTb U CIIaTh Ha 4 JIHS paHbIIE€ yCTaHOBJIEHHOTO
cpoka. ' A.lllybuna oTmeTuna, 4To AOCPOYHOE MpEACTaBlIeHUE TofoBoro ordera 3a 200 T.
SIBIISICTCS TIOYETHOW M OTBETCTBEHHOM 3ajaueil paOOTHUKOB OyXTalTEpPHH, M YTO KOJUICKTHB
OyXxrajaTepuu MOXET COCTaBHTh TI'OJJOBOW OTYET paHbllle CPOKa, €clu Bce PabOTHHKU OymyT
BBITOJIHATH YIUIOTHEHHBIN Tpaduk paboThI.

B utore 3acenanus ObLIO pelIEHO MPEICTaBUThH r00BOI oTueT 3a 200 r. Ha YeThIpe AHA
paHblle ycTaHOBJIEHHOro cpoka, T.e. 00.00.200 r. u mpoBecTH aHaIu3 TrOJOBOrO OTYETa C
LENbIO BBISBICHUSI PE3€pPBOB, HEOOXOAUMBIX I YCIEUIHOTO BBHIMOJHEHHs rmiaHa 3a 200 T
3acenanue Bena npeaceaarens K.M.JIeBamosa, nporokonuposan cekperaps 1.B.XomskoB.

Cocmasumv u oghopmums npukazel no JUYHOMY COCHMABY, HEOOX00umble 6 OAHHBIX
YRpaeienHuecKux cCumyayuax.

Curyanus 1.

Boeinycknuna ¢akynbrera ynpasieHus Poccuiickoro rocynapcTBEHHOIO T'yMaHMTAapHOTO
yHuBepcuteta Jlenucona TarbsiHa MuxaiinoBHa 20 HroJis TEKYIIEro Ioja MOCTYyNUIa Ha paboTy
B Poccuiickoe areHTCTBO MEXIyHApOJIHOTO coTpyAaHuuecTBa | pa3Butus (PAMCuP) Benymmm
CHENHUAINCTOM YTIpaBJICHHUs eidaMHu. ATEHTCTBO SIBISETCS TOCYJapCTBEHHON OpraHu3aluei npu
[IpaButensctBe P® u ocymiecTBiasieT Ha0Op CHOyXKallUuX TOJBKO MO jgoroopy. JloroBop
MOJANUCAaH OT MMeHM areHTcrBa ero npexacenareneMm Illoxuuemm A.H. IIpoekt mpukasa mno
JMYHOMY COCTaBY IOJATOTOBJIEH MHCIEKTOpoM Io kajapam ConobeBoit W.I'. 20 utons u B TOT
e JIeHb 3aBU3MPOBaH HAYaJIbHUKOM YIpaBiieHHsl KaapoB ApOys3osbiM IL.H. n ynpapustomum
nenamu MuxeesbiM B.U. Tlpuka3 noanucan 21 utons u o0bsiBieH [[eHHNCOBOM MO/ paclucKy.

Curyanus 2.

Oxonomuct BacunreBa Exarepmna HuxomaeBHa 1 ceHTAOps Tekymiero roja Tmojaia
3agBneHne B OO0 «Jlyu» ¢ mpocs0oil mpuHATH €e Ha paboTy CHEerUaTucToM (UHAHCOBOTO
OT/IeNla Ha HEMONHBIA pabounii neHb. WucnekTop mo xaapam CvupuoBa M.C. oObscHMIA, 9TO
¢upMa HMMeeT BO3MOKHOCTh NPUHATH Ha pabOTy HPKOHOMMCTA, HO Ha OCHOBE CPOYHOTO
TPYAOBOIO J0roBopa. TpyaoBoi JOroBOp ObUT 3aKIIOYEH 5 CEHTAOps M MOANHMCAH OT UMEHHU
(bupMbl TeHepaIbHBIM TupekTopoM MuponoBsiM JI.C. B TOT ke NeHb ObLT M3JaH MpHKa3 10
JUYHOMY cocTaBy, 3aBu3upoBaHHbli CmupHOBOM M.C. m ropuckoncyinbroM XwmeneBsiM HM.O.
[Tpuka3 6b11 06BsBIeH BacuibeBoii E.H. oy pacniucky 6 ceHTs0psI.



Curyanus 3.
3aBenyromas otaenoM nuceM raszetsl «['yoepuus» ComoBa AnHHa MBaHoBHa 15 wmas
TEKYIIero rojaa oOpaTuiachk K IIaBHOMY pefakTopy YBapoBy A.H. ¢ mpock00ii mpeaocTaBuTh eit
OTIYCK 0€3 CoXpaHeHUs 3apabOTHOM I1aThl ¢ 16 110 18 Mas 1o ceMeiHBIM 00CTOSTEIHCTBAM.
[Mpoekt mpukaza 06 oTmycke ObLT OGOPMIICH HAYaTBbHUKOM OTHAeTa KaapoB EpmakoBbiM
N.H. 15 mas, 3aBU3MpPOBaH U B TOT K€ JICHb MOIUCAH IJIaBHBIM PEIAKTOPOM.
Ilepeuens yacmu Komnemenyuu, NPOGEPAEMbIX OYEHOUHLIM CPEOCTNEOM:
[1K-8 — crocoOGHOCThI0 MPUMEHATH HHPOPMAITMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH B
po(ecCHOHATLHOM IS TEIILHOCTH C BUJICHUEM MX B3aUMOCBSI3EH U MIEPCIIEKTHB MCIIOJIb30BAHUS
[IK-15 — ymeHueM BeCcTH [EJIONPOU3BOJACTBO U JOKYMEHTOOOOPOT B OpraHax
rocygapcrBeHHo Biacth Pocculiicko @epepauuu, opraHax TIOCYZapCTBEHHOM BIIACTH
cyobekToB Poccuiickoit denepannn, opraHax MECTHOTO CaMOYIPaBIEHUS, TOCYAAPCTBEHHBIX U
MYHHIIUTTATBHBIX MPSANPHUATHIX U YUPESIKICHHUIX, HAYIHBIX U 00pa30BaTEIIbHBIX OPTaHU3AINSX,
MOJIMTUYECKUX MapTUAX, OOIIECTBEHHO-TIOJIUTUYECKUX, KOMMEPUECKUX M HEKOMMEPYECKHX

OpraHu3ausIx
Kpumepuu oyenxu:
«YZOBJIETBOPUTEIBHO» - PEKBU3UTHl JTOKYMEHTOB IIPEJICTaBIEHbl ()parMEeHTapHO, C
HapyLEeHUsIMU B 0popMIIeHHUY;
«XOpOIL0» - PEKBU3UTHl JIOKYMEHTOB IpPEACTaBIEHbl YAaCTHUYHO, O€3 HapylleHUH B

o(opmiIeHHH, B IPaBUIILHOM HOPSIJIKE.
«OTJINYHO» - PEKBU3UTHI JOKYMEHTOB INPEACTABIEHBI B [IOJIHOM 00beMe, O€3 HapyllIeHU! B
o(opmiIeHnH, B IPaBUIILHOM HOPSIZIKE C COOJIIOZICHUEM BCEX HEOOXOIUMBIX TPEOOBaHUIA.

4.1.5. IlpuMepHbIe TeCTOBbIE 3aJaHUs AJI TEKYIero KOHTPOJIA

1. Ymo o3nauaem mepmun «0okymenmy?
A)apryMeHT;
b) Bu3a;
B)neno;
I') npukas.
2. Om Kaxo2o A3bIKaA NPOUCXOOUN MEPMUH «OOKYMEHm»?
A) HEMelKoro;
b) nartunckoro;
B) anrawmiickoro;
I') rpeueckoro.
3. Cogokynnocms  pabom, CEA3GHHBIX C CO30aHUeM OOKYMEHMOs8, ux pesucmpayuell,
Kaaccuguxayuetl, O8UNCEHUEM, YUemOM U XPAHEHUEM HA3bI8AIOMCA ...
A) KOppecToHIeHINEeH;
b) nenonpounzBoacTom;
B) noxymenTHpoBaHuem;
I') nokymenTo060pOTOM.
4. Koeda 6wi1u ymeepoicoeHvl ocHosHble npasuna PK?
A)17.08.95;
b) 30.06.92;
B) 12.12.98;
') 12.12.00.
5. OcnosHble 00KyMeHMblL bINOIHAIOMCS, HA KAKOM (opmame?
A)A4wm A'S;
b) A8 umu A 12;
B) A3 unmm A 8§;
I Al12.
6. Ilpuxaz —smo ...



A) pacniopsIUTENbHBIN TOKYMEHT;
b) nadopmMannoHHbIN TOKYMEHT;
B) cipaBo4HBIN JOKYMEHT;
I') TuuHBIA TOKYMEHT.
1. JondcHocmuas uncmpykyus - 5mo
A) pacTiopsIuTENbHBIA TOKYMEHT;
b) nadopmManmoHHbINi JOKYMEHT;
B) opranuzanuoHHbIi TOKYMEHT
I') nMuHBI TOKYMEHT.
8. Ilpomoxon — smo ...
A) pacniopsiIUTENIbHBIN TOKYMEHT;
b) nadopmManoHHbII TOKYMEHT;
B) cipaBo4HBIN JOKYMEHT;
I') Tu4HBI TOKYMEHT.
9. lucvmo — smo ...
A) pacriopsUTeIbHbII TOKYMEHT;
b) undopManinoHHbIN TOKYMEHT;
B) cnipaBouHbIil TOKYMEHT;
I') nMuHBIA TOKYMEHT.
10./lImamnoe pacnucanue — 3mo ...
A) pacnopsiIUTENbHBII TOKYMEHT;
b) undopManinoHHbIi TOKYMEHT;
B) cipaBo4HBIN JOKYMEHT;
I') opranu3animoOHHBIN TOKYMEHT.
11. [ybruxkam — smo ...
A) opuruHai;
b) xonus noxymenra;
B) cripaBouHBIil TOKYMEHT;
I') sx3emmisip, BolJaBaeMblil B3AMEH YTPAUEHHOI'O JOKYMEHTA.
12. Pewenue — smo ...
A) pacnopsiIUTENbHBIN TOKYMEHT;
b) nuadopmManmoHHbINi JOKYMEHT;
B) cripaBouHBI TOKYMEHT;
I') opranu3aiMoHHBIN TOKYMEHT.
13. Jlosepennocms — amo ...
A) pacriopsUTeIbHbIN TOKYMEHT;
b) undopmManinoHHO- CrIipaBOYHBIN TOKYMEHT;
B) cripaBouHbIil TOKYMEHT;
I') opranu3aniMOHHBIN TOKYMEHT.
14. UTJ] — smo ...
A) pacnopsIUTENbHBIN TOKYMEHT;
b) undopmarmonHo- cipaBOYHBIH TOKYMEHT;
B) cripaBo4HBII TOKYMEHT;
I') TMYHBI TOKYMEHT.
15. KT/[ - smo ...
A) pacniopsIUTENbHBIN TOKYMEHT;
b) undopmanimoHHo- CIipaBOYHBIN TOKYMEHT;
B) cripaBouHbIil TOKYMEHT;
I') AMuHBIA TOKYMEHT.
16. Axm —omo ...
A) pacniopsiIUTENbHBII TOKYMEHT;
b) undopmarimonHo- cipaBOYHbBIH TOKYMEHT;



B) cipaBo4HBII JOKYMEHT;
I') Tu4HBIA TOKYMEHT.

17. Jloeepennocmo — smo ...
A) pacTiopsIUTENbHBIA TOKYMEHT;
b) nundopmarmonHo- cipaBOYHBIH TOKYMEHT;
B) cripaBo4HBIH TOKYMEHT;
I') nMuHBI TOKYMEHT.

18. @axcor u E-mail —omo ...
A) pacniopsIUTENIbHbIN TOKYMEHT;
b) undopmManimoHHo- CipaBOYHBIN TOKYMEHT;
B) cipaBo4HBIN JOKYMEHT;
I') Tu4HBI TOKYMEHT.

19. Uckosoe 3aserenue — smo ...
A) pacTiopsIuTENbHBIA TOKYMEHT;
b) undopmManinoHHO- CrIpaBOYHBIN JOKYMEHT;
B) cnipaBo4HbBIi JOKYMEHT;
I') ropuanueckuii JOKyMEHT

20. Dxcnepmu3y yeHHOCMU OOKYMEHMO8 NPOBOOUM ...
A) xomuceus;
b) pykoBoauTens npeanpusTus;
B) paboTHuku Oyxrantepuu;
I') cienmanucTel.
Koo-knrou npasunvrvlix omseemos

Howmep IIpaBuIBHBIN OTBET Howmep
BOIIpOCa /A, B, C, 11, E/ BOTIpOCA

[IpaBuNIbHBINA OTBET
/A, B, C, I, E/
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[TK-8 — criocoOHOCThIO MPUMEHATh UHPOPMALMOHHO-KOMMYHUKAIITMOHHBIE TEXHOJIOTHH B
HpO(i)GCCHOHaHBHOﬁ JACATCIIbHOCTHU C BUICHUEM UX B3aMMOCBSI3EH 1 MNEPCICKTUB UCIIOJIb30BaAHUA

[IK-15 — ymeHueM BecTH [EJIONPOM3BOJICTBO M JOKYMEHTOOOOPOT B oOpraHax
rocygapctBeHHol Biacth  Poccuiickoin @enepannu, opraHax TOCYAapCTBEHHOM BIIACTH
cyobekToB Poccuiickoit degepanun, opraHax MECTHOTO CaMOYIIpaBIIEHHs, TOCYJapCTBEHHBIX U
MYHUIHMIIAJIBHBIX MPCANPUATUAX U YUPCIKACHUAX, HAYUHBIX U O6pa3OBaTeJ'H)HI)IX opranu3anusix,
HNOJUTUYECKUX MapTHUAX, OOIIECTBEHHO-TIOIUTUYECKUX, KOMMEpPUYECKHX U HEKOMMEpPUYECKUX

OpraHU3aIMIX
Kpumepuu oyenxu:

«y0081€meopumenbHo» - €CIH CTYICHT OTBeUYaeT NMpaBuUiIbHO Ha 50% TecTOBBIX 3alaHuil

«XOpouwioy - €Clli CTYIGHT OTBeuaeT npaBuibHO OT 51 10 90 % TecToBBIX 3a/laHU
«OMAUYHOY - €CIIM CTYICHT OTBeuaeT NpaBmibHO OT 91 10 100 % TecToBBIX 3aMaHMt

4.2 ®oHJ OLIEHOYHBIX CPEACTB /ISl IPOBEACHUS MPOMEKYTOYHOM aTTeCTAllUH.

BOHpOCBI AJId TIOATOTOBKH K 3K3aMCHY




CoNor~LNE

10.

Hcropus v Tpaguiuy poOCCUUCKOTO AEJIONPOU3BOICTBA.

HopmartuBHo-MeToqMueckas 0a3a COBPEMEHHOTO JIEIONPON3BOCTBA.
Knaccugukaius 1e1oBbIX TOKYMEHTOB.

CranpapTu3anus ynpaBiaeHUECKUX JOKYMEHTOB.

KnaccugpukaTtopsl TEXHUKO-9KOHOMHYECKOW U COIIMATbHON HH(OPMAIUH.

[Tonsitue 06 OP/I, cocTaB u cXeMbl PacoIOKEHHUSI PEKBU3UTOB.

brnanku TOKYMEHTOB U UX BUJBI.

OdopmiteHne peKBU3UTOB OPraHU3aMOHHO-PACIIOPSAAUTENBHBIX JOKYMEHTOB.
3asiBIICHUE.

CrpaBo4HO-UH(OPMAIIMIOHHBIE U CIPAaBOYHO-AaHAIUTHUYECKUE  JTOKYMEHTbI

Ocobennoctu 0(hopMIIeHHUS aKTOB.

11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24,
25.
26.
217.
28.
29.
30.
31.
32.
33.
34.

Pa3HOBUIHOCTH JAETOBBIX MHCEM.

Odopmnenue ¢axcos.

Odopmienue Tenerpamm.

HopmaruBHas 1 HOpMaTHBHO-CIIPAaBOYHAS JOKYMEHTAIIHSI.
[1nanoBas kaapoBas JOKYMEHTAIHSI.
Opranu3anroHHO-TIPaBOBast JOKYMEHTAIIHSL.
[lepconanbHast TOKyMEHTALIUA.

Odopmnenue muuHOTO ACTA.

Pe3tome kak HOBBIN BUJ TOKYMEHTA.

CocraBieHne JOKYMEHTOB JJMYHOTO XapaKTepa.
TpeGoBaHMsI K CTPYKTYpE TEKCTa JOKYMEHTA.

TpeboBanus K 0(OPMIICHUIO TEKCTA TOKYMEHTA.
Odopmnenue Tabuuil.

SI3bIK U CTUIIB CITY’)KEOHOTO IOKYMEHTA.
JIoKyMeHTOOOOPOT U JOKYMEHTOMOTOKH.

Oransl 00pabOTKH TOKYMEHTOB.

Cucremaruzanusi Je0BbIX JOKYMEHTOB.

Howmenxkiarypa gen.

dopMupOBaHUE JIE.

[ToaroToBka JOKYMEHTOB K ITOCIIEAYIOMIEMY XPaHEHHIO W UCTIOIB30BaHUIO.
O0s13aHHOCTH CeKpeTapsl.

DyHKINH KaHLEISIPUH.

3amuTa KOHGUICHIMATbHON HH(OpMAIHH.
Hcronp30BaHne COBPEMEHHBIX KOMIBIOTEPHBIX TEXHOJIOTHH B JOKYMEHTOOOOPOTE

YUPEKIACHUH, IPEANIPUATUN, OpraHU3aLUH.

Oopa3sen Ousera

®I'BOY BO «KybaHckHii rocyJapCTBEHHBIN YHUBEPCUTET
Kadenpa rocygapcTBeHHOM MONMUTHUKH U TOCYJaPCTBEHHOT'O YIIPaBJICHUS
Hanpasnenue «I'ocyrapcTBeHHOe M MyYHUIIUTIAJBHOE YIIPABJICHHE)
2015-2016 yu. rox

Jucuunnmza «OCHOBBI JIeTIOTIPOU3BO/ICTBA U JIOKYMEHTOO000pOTa»
OK3AMEHAIMOHHBIN BUJIET Ne 1

1. HopmaTtuBHO-MeTOIMUECKast 6a3a COBPEMEHHOTO JIEJIONPOU3BO/ICTBA.
2. OpraHu3aioHHO-TIPaBOBAas JOKYMEHTAITHSI.

3aBeayroniuii Kadeapoit roc. MOTUTHKA
U IOC. YIpaBJIeHUs, 1.11.H., JOLI. N.B. MupoImH1u4eHKo



Kpumepuu oyenxu:

«yIOBJICTBOPUTEIBHO» - CTYIEHT HMMeeT (pparMeHTapHble MPEACTABICHUS O COACpPNKAHUU
BOIIPOCOB, YACTUYHO OCBOMJI IIOHATHHHO-KATETOPUAJIBHBIN alllapar;

«XOpOIIO» - CTYIEHT JAEMOHCTpUpYET OOIIMe 3HAHUS IO COJACP)KAHUU BOIMPOCOB, YMEET
YCTaHABJIMBATH CBSI3U MEX/1Y TEOPETHUECKUMHU MOHATUAMH U SMIIUPHUUECKUMHE (pakTamu;

«OTJINYHOY - CTYJEHT IEMOHCTPUPYET CUCTEMHBIE 3HAHUS O COJAEP>KAHUU BOIPOCOB, YMEET
YCTAQHABJIMBATh CBSI3U MEXKIY TEOPETUYECKMMHU MOHATUSMH M SMIHPUYECKUMHU (aKTamH,
dbopMyIupyeT aHATUTHIECKHE 0000IICHHS 1 BBIBOIBI.

OueHoYHbIE CpeACTBA U WHBAIUIOB M JIMI C OTPAaHUYCHHBIMH BO3MOXKHOCTSIMH
3JI0pOBbsI BEHIOUPAIOTCS C YI€TOM MX WHAUBUIYATbHBIX IICUXO()U3NIECKHX OCOOCHHOCTEH.

— Ipu HEOOXOIMMOCTH HHBAIMAAM M JIMIAM C OrPAaHWYEHHBIMH BO3MOXKHOCTSIMH
3JI0POBbsI IPEIOCTABIISIETCS IOTIOHUTEIILHOE BpeMsI JUIsl TOJTOTOBKH OTBETA HA DK3aMEHE;

— IpY MIPOBEJICHUH MPOLEAYPHI OLCHUBAHUS PE3yIbTaTOB OOYUCHHST HHBAIUAOB U JIHII C
OTPaHUYECHHBIMH BO3MOXXHOCTSIMH 3/I0POBBSI IPETYCMAaTPUBAETCS MCIIOJIb30BaHNE TEXHUYECKUX
CPE/CTB, HEOOXOMMBIX UM B CBSI3U C X MHIMBHIYAILHBIMH OCOOCHHOCTSAMH,

— IIpU HEOOXOAUMOCTH ISl 00YHAIOIIUXCS C OTPAHUYCHHBIMHA BO3MOKHOCTSIMH 37I0POBbS
¥ HHBAIMAOB TMPOLEIypa OLEHHBAHUS pE3YIbTaTOB OOYYEHHS MO AUCHHUIUIMHE MOXKET
IPOBOJUTHCS B HECKOJIBKO ITAIIOB.

[Tpouenypa oreHuBaHMS PE3yIbTATOB OOYYEHHsS WHBAJIHMIOB W JIMIl C OTPaHHYCHHBIMH
BO3MOXKHOCTSIMH 3JI0POBBSI I10 JUCHUIUIMHE (MOJIYJIO) MpeayCcMaTpUBaeT IPeIOCTaBICHUE
uHpopManuu B (GopMax, aJaNTUPOBAHHBIX K OTPAHUYEHHSIM HUX 370POBbSI M BOCIPUSATHS
uH(popMauu:

JInst L ¢ HapyIIeHUSIMH 3PSHUS:

— B I1€4aTHOW (hopMe YBEIMYECHHBIM HIPUPTOM,

— B (hopMe PIEKTPOHHOTO JOKYMEHTA.

JIist AL ¢ HapyIIeHUsAMU CIIyXa:

— B I1e4aTHoOM (opme,

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA.

Jnist i ¢ HapyIIEHUsIMHM OTIOPHO-/IBUTATEIBHOTO anmnapaTra:

— B TIe4aTHOM opme,

— B (hopMe 2IIEKTPOHHOTO IOKYMEHTA.

JlaHHBII TIepeYeHbh MOXET OBITh KOHKPETH3MPOBAH B 3aBUCHMOCTH OT KOHTHHICHTA
oOyJaromuxcs.

4.2.1. llpumepHasi TeMaTHKa pedepaTos:

JIOKyMEHTUPOBAHKE TPYAOBBIX OTHOIIECHUH.

Opranu3aiioHHbIe TOKYMEHTHI.

VYipasneHnue JOKyMEHTALUEH.

dopMupoBaHUE JOKYMEHTOB JIeTa.

[ToaroroBka u nepegayva /e B apXuB.

KoHTposb ucromHeHus: JOKyMEHTOB.

CexpeTHbIe JOKYMEHTHI.

OcHOBBI 0O(DHCHOM TOKYMEHTAITMOHHOW pabOTHI M IETOTPOU3BOICTBA.
[TpoGeMbl opranu3anuy apXUBHOTO XPaHEHHsI SJICKTPOHHBIX JIOKYMEHTOB.
HopmatuBHas 6a3a nenomnpou3BoJICcTBA.

JIOKyMEHTBI FOpUJIMYECKOTO XapaKTepa.

PacniopsigutenpHbIe JOKYMEHTHI.

Hcropuueckue acieKThl AeIONPOU3BOACTBA.
NudopmannonHo-cripaBoyHas JOKyMEHTAITHSI.

JIokyMeHTBI U uX 0OpMIICHHE.

CoNoOAEWNE

N ol ol
agrwbdkEOo



16. Cayx06a JIOVY: uenu u 3a1a4m AeSITEILHOCTH B COBPEMEHHBIX YCIOBUSX.

17. Opranuzamus AeI0NPOU3BOACTRA.

18. CayxeOHble MUchMa.

19. Jleno B nenonpousBojctee. Homenknarypa nen.

20. ITpuHIUIBI OpraHU3aMK JIUYHOTO pUeMa IpakIaH ¢ OOpaLICHUIMHU.

21. XpaHeHHe NOKYMEHTOB B 3JIEKTPOHHOU (hopme. [loHATHE 37IEKTPOHHOrO JOKYMEHTa,
ero mpeumyniectBa U HemocTatku. OOecredeHne COXPaHHOCTH JIOKYMEHTOB B 3JIEKTPOHHOU
dbopwme.

22. AHanu3 pbIHKa aBTOMAaTU3WPOBAHHBIX CUCTEM JEJIONPOU3BOICTBA.

23. IlpoGiema aBTOMATU3AIMHK JICTIOTIPOU3BOJICTBA

24. DNeKTpOHHOE MPABUTEIbCTBO.

TpeodoBanus k opopmiieHuo pedpepara:

PedeparuBHoe coobuienue numercs Ha auctax ¢popmara A4. TekcT U Apyrue 3JIeMeHTHI
pedepara Moryt ObITh HameyaTaHbl Ha KOMIIbIOTEPE WJIM BBINOJIHEHbI PYKOIMCHBIM CIIOCOOOM.
O0bem pedepara moimkeH cocTaBiaTh 10-12 MammMHONMUCHBIX WK 12-16 PyKONUCHBIX JIUCTOB.
[Tpu pacrnonoXxeHuu TEKCTa Ha JIMCTE JOJDKHBI OBbITh BbLAEp)KaHbI mosist: cieBa-30, cnpasa-10,
cBepxy-15, cHuzy-20 Mm.

VYKa3bIBaeTCsl TUTYJIBHBIN JIMCT, IUIaH, BBeJEHHUE (L€JIU U 337a4H, aKTyaJIbHOCTh), OCHOBHAs
4yacTh, 3aKJIIOYEHHE, CIHCOK HCIOJIb30BaHHOW JsuTeparypbl. OCHOBHAs 4acTh JIOJDKHA
HOJTHOCTBIO pacKpbIBaTh TeMy pedepara.

Jlutepatypa: Iy pacKpbITUsl COAepkKaHKs BEIOpAaHHON TEMbl PEKOMEHIyETCsl UCII0JIb30BAaTh
J1r00bIe yueOHO-METOIMUECKHEe OCO0US, N3/IaHHsI IEPUOINYECKO evaru.

5. IlepeyeHb OCHOBHOW W /ONOJHHMTEJIbHOH y4eOHOH JHMTepaTypbl, HEOOXOAUMOM
JJIS OCBOCHM S JUCUMIIIMHBI (MOXYJIsl).

5.1 OcHoBHas JiuTEpaTypa:

1. Kysuenos, U. H. /lokxymenTanmonnoe odecrieueHue ymnpasienus. JJokyMeHToo00poT
U JIeTIONPOU3BOJICTBO [DNEKTPOHHBI pecypc]: y4eOHMK M MPaKTHUKYM [UId TNPHUKIATHOTO
OakamaBpuata / Ky3neros U. H. - 3-e usn., mepepad. u gomn. - M. : FOpaiit, 2018. - 461 c. -
https://biblio-online.ru/book/7873BF4B-A3F7-44E2-8EC0-1E3D6392702A

2. Kyznenos, U. H. Jlenonpou3BoacTBo [DNEKTPOHHBIN pecypc] : yueOHOe mocodue /
Ky3uenos U. H. - M. : lamkoB u K°, 2014. - 460 c. - https://e.lanbook.com/book/50237#authors

0) 10MOJIHUTEJILHAS JUTepaTypa:

1. TI'poszoga, O. C. [lenonpou3BoACTBO [ DIEKTPOHHBIN pecypc]: yueOHOe mocodue st
akanemuueckoro 6akamaspuara / O.C. I'po3oBa. - Mocksa : FOpaiit, 2017. - 124 c. -
https://biblio-online.ru/book/5F1C27F2-251B-4B74-BE78-AC06A5D30956

2. Kyznenos, N.H. [lenonpounsBoctBo [Teker]: yaeOHO-cripaBouHoe mocobue / M.H.
Ky3Henos. - 6-e u3a., nepepad. u gom. - Mocksa: lamkos u K°, 2014. - 459 c. - bubauorp.: c.
359-363. - ISBN 9785394019814: 235.61

3. Kysnenos, W.H. JloKyMeHTaImoHHOe obecrieyeHne yIIpaBJICHUS
u aenonpous3BoacTBo [Tekcr]: yueOHUMK i OakalaBpoB: Y4eOHHMK JJisi CTYAEHTOB BY30B,
oOyyaromuxcst o 3koHoMuueckuM crernuanbHocTsM / M. H. Kysnenos. - Mocksa: IOpaiir,
2014. - 576 c. - (bakanaBp. ba3oBsrii kypc). - bubmmorp.: c. 444-452. - ISBN 9785991636063. -
ISBN 9785969215177: 571.01

B) 3JIEKTPOHHbIE Y4eOHuKHN U UHTepHeT-pecypcehI:

DJIEKTPOHHBIC YYeOHUKH:

1. Awnoauna H. H. JlenoBoe mucbMo: METOAMKA COCTABICHUS U MpaBuiia opopMIiIeHHUS 4-¢
U311, uctp. u aom. - Mocksa: Omera-JI, 2010. - 96 c. http://www.biblioclub.ru/book/54623/

2. Bapuxumn A. b. Jlenonmpou3BoAcTBO M JOKyMeHTO000poT MockBa: KHmxHBIN Mup,
2012. - 416 c. http://www.biblioclub.ru/book/89671/

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



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
http://www.biblioclub.ru/book/54623/
http://www.biblioclub.ru/book/89671/
http://www.biblioclub.ru/book/84880/

4. OpraHum3anusi ¥ TEXHOJOTHUS JOKYMEHTAI[MOHHOTO OOECTICUeHUs YIPaBJICHUS:
KoHcIekT ek, [Tensa: 6. u., 2011. - 95 ¢. http://www.biblioclub.ru/book/39371/

5. Comnoryo O. II. [enonpou3BOJACTBO: COCTAaBJICHHE, PEIAKTHPOBAHHE W 00paboTKa
nokymeHToB Mocksa: Omera-JI, 2013. - 208 c. http://www.biblioclub.ru/book/54627/

6. TunoBas WHCTPYKUHS TIO  JEJIONPOU3BOJACTBY B  (eAcpalbHBIX  OpraHax
UCIIOTHUTENIbHON BiacTH. HoBocuOupck: Cubupckoe yHHUBEpCcUTETCKOe u3narenabcTBo, 2008. -
80 c. http://www.biblioclub.ru/book/57402/

6. Ilepeyenr pecypcoB HHG(POPMANMOHHO-TEJEKOMMYHMKANMOHHON  CceTH
«/HTepHeT», HEOOXOAMMBIX IJISI OCBOEHHSI TUCUUIJIMHBI (MOLYJIs).
— www.delpro.narod.ru - Jlenonpou3BoacTBo+.
— www.termika.ru — DHIHKIOMEAMs ACTONMPOU3BOICTBA.
— www.directum.ru - DJIeKTPOHHOE ACIIONMPOU3BOACTBO M KAHIICIIAPHSI

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

JlekIMOHHOE 3aHSATHE TMPEACTaBISET COOOM CHUCTEMATHYECKOE, IOCIIEeI0BATEIbHOE,
MOHOJIOTHYECKOE H3JI0KEHHE MPEernoiaBaTeleM-IeKTOpoM y4eOHOTO MaTepuana, Kak MpaBuIIo,
TEOPETHUECKOr0 Xapakrtepa. Takoe 3aHSATHE TMPEACTaBISET COOOW DIEMEHT TEXHOJIOTUHU
NpeJCTaBlICHUsT y4eOHOro Marepuana IMyTeM JIOTUYECKH CTPOWHOr0, CHCTEMaTUYeCKU
MOCJICIOBATEILHOTO M SICHOTO  HWB3JIOKEHUS €  HUCIOJIb30BAaHMEM  HMHTEPAKTUBHBIX

00pa3oBaTeNbHbIX TEXHOJIOT Ui (MyJIbTUMETUHHBIX, JEKIIUU-TUCKYCCHH, JEKIUU-
JIEMOHCTPALIHH).
lenp nexkuuu — oOpraHu3anus IEJCHANPABICHHON IM03HABATEIbHONW JEsTeNbHOCTH

00ydJaroumxcsi Mo OBJAJACHHUIO MPOrPAMMHBIM MaTe€pUaIoOM Y4eOHOW AMCHUILUIMHBL YTeHue
Kypca JEeKUHMI NO03BOJSET JaTh CBS3aHHOE, IOCIEAOBATEIbHOE M3JI0KEHHE MaTepuaia B
COOTBETCTBUU C HOBEHIIMMH JAHHBIMH HAayKH, COOOIIUTH CIIYIIATENIIM OCHOBHOE COJIEpKaHUE
IpeaMeTa B IEIOCTHOM, CUCTEMAaTU3UPOBAHHOM BUJIE.

3ajaun JIEKIMU 3aKJTI0YAOTCs B oOecrieyeHur (OPMHUPOBAHUSI CHUCTEMBl 3HAHUU TIO
yueOHOM JUCHUIUIMHE, B YMEHUM apryMEHTHUPOBAHO W3JaraTh HAay4YHbIH Marepuai, B
dbopmupoBaHnK MPOGHECCHOHATHLHOTO KPYro3opa W OOIIeH KyJIbTypbl, B OTPAXKEHUU €IIe HE
MOJYYUBIITUX OCBEIIEHUS B y4eOHOW JUTEpaType HOBBIX JAOCTHKEHHH HAYKHU, B ONTHMH3AIUU
Ipyrux ¢GopM opraHu3aluy yueoHoro mnpoiecca.

[IpakTuueckue 3aHATUA — SABISAIOTCA (HOPMOIT yueOHOW ayqUTOPHOU pabOTHI, B paMKax
KOTOpOU (OPMHUPYIOTCS, 3aKPEIUIAIOTCS W TPEACTABISIOTCS aCHUpaHTaMH 3HAHUS, YMEHUS U
HABBIKH, UHTETPUPYIOLIUE PE3yIbTaThl OCBOSHUS KOMIIETEHIIMH KaK B JIEKIIMOHHOM (opmare,
TaK B Pa3aUYHBIX (OpPMAX CaMOCTOSTENbHOU paboThl. K KakaoMy 3aHSTHIO TpErojiaBaTesieM
bopMynupyroTCS MpPaKTUYECKUE 3a/laHus, TPeOOBaHUS W METOAMYECKUE PEKOMEHIAIMU K HUX
BBITIOJIHEHHIO, KOTOPBIE MPECTABISAIOTCS B (JOH/IE OIEHOYHBIX CPEJICTB YUCOHON JUCITUTIIIMHBL.

KoHTponp camocTosTensHOW padoThI: I CTYACHTOB MHEBHOW M 3a0YHOU (OPMBI
00y4YeHUs1 — TEeKYIIUHA KOHTPOJIb OCYIIECTBISETCS B COOTBETCTBHE C MPOTPAMMON 3aHSATHI
(eXKeHeIembHO IS CTYJASHTOB OYHOW (opMbl OOy4YeHHS; MO ceMecTpaMm — IS CTYACHTOB
3a09HOM (POpMBI 00YUEHUS); TMPOMEKYTOUHBIM KOHTPOJIb MO UTOTaM OCBOCHUS JIUCIUTUTHHBI
OCylIecTBIsieTCST B (opMe pPEHUTHHTOBOM CHUCTEMBI OIEHOK. Onucanue 3amaHuil s
CaMOCTOSITEIbHOW paboThl CTYJACHTOB M TPeOOBaHMM TIO WX BBIMOJHEHUIO BBIIAIOTCS
mpernojaBaTeieM B COOTBETCTBHM C pa3pabOTaHHBIM (DOHAOM OIEHOYHBIX CPEICTB IO
JTUCIUIIIMHE aHTUKOPPYIIIMOHHAS MOJTUTHKA.

CaMocTtosiTenbHasi paboTa CTYACHTOB IO JaHHOMY Yy4e€OHOMY Kypcy TMpeArnoiaraeT
MOATAIMHYIO MOATOTOBKY MO KaXJ0MY pa3Aely B paMKaX COOTBETCTBYIOIINX 3aJaHUM:

[lepBBIii dTam caMOCTOSATENHHONW pPAOOTHI CTYACHTOB BKIIOYAET B ce0sl TIIATEIbHOE
W3y4EHUE TEOPETUYECKOr0 MaTepuana Ha OCHOBE JIEKIIMOHHBIX MaTepHUAJIOB IPEMNOJaBaTels,
PEKOMEHAYEMBIX  pPA3AEIOB OCHOBHOW W  JIONOJHUTEIBHOW JIMTEPATypbl, MAaTEpHUalOB


http://www.biblioclub.ru/book/39371/
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http://www.biblioclub.ru/book/57402/
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http://www.directum.ru/

NEePUOANYECKUX  HAYYHBIX  W3JIaHUH, HEOOXOJWMBIX  JJIi  OBJAJCHHS  IOHSATHUIHO-
KaTeropHalbHBIM ammnapaTtoM U (GOPMHUPOBAHUS MPEACTABICHUH O KOMIUICKCE aHATUTHYECKOTO
MHCTPYMEHTAPHs, MCIOJIb3YeMOT0 KaK B paMKax JaHHOW OTPaciy 3HAHWA, TaK M IyOIUIHON
IPaKTHKE;

Ha BTOpOM 3Tame Ha ocHOBE c(HOPMUPOBAHHBIX 3HAHUHN M MPEACTABICHUI MO JAHHOMY
paszenny CTYACHTBI BBINOJHSIOT TMPAKTHYECKUE 3alaHus, HaleJieHHble Ha (GOpPMHUpPOBAHUE
YMeHI/IfI U HAaBBIKOB B paMKax 3asBJICHHOU KOMIICTCHIINH. Ha JaHHOM JTalre CTYACHTHI
OCYIIECTBIIIOT CaMOCTOSATEIbHBIN MOUCK SMIMPHUYCCKUX MATEPHAJIOB B paMKax KOHKPETHOTO
3a/anus, OO0OOMIAIOT M aHATU3UPYIOT COOpaHHBIM MaTepuala MO CXeMe, PEKOMEHIOBAaHHOMN
npernogaBatenaeM,  (GOPMYJIUPYIOT  BBIBOJABI, TOTOBAT  MPAKTHYECKUE  PEKOMEHJAIIHH,
MPE3CHTAIMOHHBIC MaTCPpUaJIbl IJIs HYGJ'II/I‘IHOI‘O X OPCACTABIICHUSA U O6CY)KIICHI/I5I.

Kpurepuu oOlleHKM 3aJaHWii B paMKax CaMOCTOSATENLHOH pPabOThl  CTYAEHTOB
bopMynupyroTCs MIpernogaBaTesieM B (JOH/Ie OIICHOYHBIX CPE/ICTB.

B ocBoeHHMH TUCHMIUTMHBI WHBAJIMIAMU W JIUIIAMH C OTPAHMYCHHBIMH BO3MOXKHOCTSIMU
30POBbsi OOJIBIIIOE 3HAYCHHEC MMEST WHIUBHUIyalbHas ydeOHas paboTa (KOHCYJbTAlUU) —
JIONIOJTHUTEIbHOE Pa3bsICHEHUE yU4eOHOrO MaTepHaa.

I/IH[[I/IBI/IZIyaJILHLIC KOHCYJIbTalUM 110 HPCIAMETY SABJIAIOTCA BaKHBIM ¢)aKTOpOM,
CIMOCOOCTBYIOIIMM WHAWBUAYaATH3AINN O0YICHUS U YCTAHOBJICHHIO BOCITUTATEILHOIO KOHTAKTA
MCKAY MNOperoAaBaTciicM U O6y‘-IaIOHII/IMC$I HWHBAJILJIOM HWJIMA JIMOOM C OI'PaHUYCHHBIMHU
BO3MOKHOCTSIMU 37I0POBbSL.

8. [lepeuenb MHGOPMALMOHHBIX TEXHOJIOTHIi, HCNOJIb3YeMbIX NPH OCYLIECTBIEHUH
00pa3oBaTeIbHOr0 Mpolecca Mo JMCHUIIMHE (MOAYJII0).

8.1 IlepeueHb MHPOPMATMOHHBIX TEXHOJIOTHIA.

Hcnonp3oBanne MyJIbTHMEAMHHBIX MPE3CHTAIMA TpenojaBaTeieM B JICKIIMOHHOM
dbopMmaTe U mpu MOATOTOBKE 33aJaHUI JUIsl MPAKTUUYECKUX 3aHATUH CTYAEHTaMH, HCIOIb30BaHHE
WHTEpHET-TEXHOJIOTHI U MOATOTOBKE CTYASHTaMHU BeO-KpyW3a, OOIIECHHE C IPEeroaaBaTesieM
0 AJIEKTPOHHOH MouTe.

8.2 llepeyeHb HEOOXOAMMOT0 MPOrPAMMHOI0 00ecnedeHus .

JUisl MOATOTOBKU U JIEMOHCTPALIMU MPE3EHTALMOHHBIX MaTEPHAIOB UCIOIb3YETCs MaKeT
nporpamma PowerPoint Microsoft Office, OC Microsoft Windows 10 Beixogom B MHTepHET.

8.3 IlepeyeHb HH(POPMALHOHHBIX CIIPABOYHBIX CHCTEM:

1. CnpaBouno-npaBoBas cuctema «Koncynprant [Timrocy (http://www.consultant.ru)

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

9. MarepuajibHO-TeXHHMYecKasi 0a3a, HeoOXoauMasi [Jsl  OCYIIeCTBJIEHHS
00pa3oBaTe/ILHOIO NMpPoLecca Mo JUCHUILIMHE (MOAYJTI0).

No Brjt paGor MaTtepuaibHO-TeXHUYECKOE 00ecriedeHNe TUCIUIITUHbI
(MOIlynsT) ¥ OCHAIIEHHOCTh
1. JlekuyonHuble 3aHsATHs | JISKIMOHHAs ayAMTOpHs, OCHAIIEHHAs MPEe3eHTAI[MOHHOM
TEXHUKOU 17§ COOTBETCTBYIOIUM IPOTpaMMHBIM
o0ecnieyeHneM
2. Cemunapckue 3aniatua | CnenuanbHOE TOMEIIEHUE, OCHAIEHHOE MNPE3eHTAlMOHHON
TEXHUKON U COOTBETCTBYIOLUM IpOrpaMMHBIM
o0ecrieyeHneM
3. I'pynnoseie Kabuner, ocHaleHHBI MeOenbi0 U pabOUYUMHU CTAHIUSAMHU C
(MHAMBUYaJIbHBIE) noctynom B IHTepHET
KOHCYJIbTaIlUH
4. Texkymuii  KOHTpPOJb, | AyIUTOpPUS, OCHAIEHHAs IPE3€HTAlHOHHONW TEXHHUKON U
IPOMEXKYTOUHAsS COOTBETCTBYIOLIUM MPOTPaMMHBIM 00ecIieueHuEeM
aTTecTanus
5. CamocTosiTenbHas Kabuner 11 caMocTOsTeNbHOW paboThl, OCHAIEHHBIN



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

paboTta

KOMITBIOTEPHON TEXHUKOW C BO3MOYKHOCTBIO TOJKIIOYCHHS K
cetu «VHTEepHET», NPOrpaMMOM 3KPAaHHOIO YBEIHWYEHUA U
00€CIEeYeHHbIH JOCTYIIOM B 3JIEKTPOHHYIO HMH(OPMAIOHHO-
00pa3oBaTENbHYIO CPEy YHUBEPCUTETA.




