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1 Ieau ¥ 3a1a4M M3yYeHUS TUCHHUIIMHBI (MOIYJI).

1.1 llesab ocBOCHMS AUCHUNIMHBI.

LenssMu ocBOeHHS IUCHUILIMHBI «OCHOBBI  JEIONPOHM3BOJCTBA U JOKYMEHTOOOOPOTa»
SIBJIAIOTCSI IPUOOPETEHHE CTYACHTAMU TEOPETUYECKUX 3HAHUI B 00JIACTH JOKYMEHTAI[MOHHOTO
oOecrieyeHrsl yNpaBJICHUs, O3HAKOMIIGHWE C BHJAMH JIOKYMEHTOB, WCIOJIb3YEMbIMU B
NEeSTeIbHOCTH OpraHM3allMii M OpraHoOB BIACTH, IOJYYEHHE MPAKTUYECKUX HABBIKOB IO
CO3JIaHHIO U 00Pa0OTKE ITUX TOKYMEHTOB.

1.2 3agauyu u3y4yeHust TUCHUIINHBI:

— chopmupoBaTh ~ YeTKOE  MpPEJACTaBICHHME O  HEOOXOOUMOCTH U POJHU
JOKYMEHTUPOBAHUS B JESITEILHOCTH OPTraHOB BIACTH, MIPEANIPHUATHHA, YUPEKICHUM;

— O3HAKOMUTb C OCHOBAMHU [IEJIONPOU3BOJCTBA M JOKYMEHTOOOOpPOTa B OpraHax
rocynapctBeHHorM Biact Poccuiickoit @enepanuu, opraHax TOCYyJIapCTBEHHOW BIIACTH
cyobexToB Poccuiickoit denepannn; opraHax MECTHOI'O CaMOYIPABJIEHUS, TOCYJapCTBEHHBIX U
MYHHUIMIAIBHBIX OPraHU3alusaX, HOPEeNNpUITHIX MU YUPESKICHHUSIX, MOIUTHYECKUX MapTHsIX,
OOIIECTBEHHO-TIOJINTHYECKUX U HEKOMMEPYECKUX OpraHu3aIusiX;

— O3HAaKOMHUTb C OCOOCHHOCTSMH 3aIIUTHl CIYKEOHOH © KOH(HUACHIMAIBHOM
uHpopmanuu, obecredeHusi OTKPHITOro JOCTyMa TpakJaH K HHPOpPMAIMM B COOTBETCTBUU C
10JIO)KEHUSIMU 3aKOHOATEIbCTBA,

— Hay4uTb OPUEHTUPOBATHCS B CUTYAIUSIX, TPEOYIOMIMX U3IaHUSI COOTBETCTBYIOLIUX
JIOKYMEHTOB.

1.3 MecTo AUCHMIJIMHBI B CTPYKTYpPe OCHOBHOI 00pa30BaTe/IbHOH NPOrpaMMbl

JuctumimHa «OCHOBBI  JICNIONIPOM3BOACTBA U JIOKYMEHTOOOOPOTa» OTHOCUTCS K
BapuatuBHoi 4actu brnoka 1 «{ucuumiunsl (Momynu)» (b1.5.25) yuebHoro miana mpoduis
«["ocynapcTBeHHass MONUTHKA U MYyOJUYHOE YIpPABICHUE)» OPUEHTHpPOBAHA MPH MOJITOTOBKE
0akanaBpOB Ha M3yYEHUE TEOPETUUECKHUX 3HAHUH B 00JIaCTU TOKYMEHTAIIMOHHOTO 00ecredeHus
yIOpaBlIeHUs, O3HAKOMJIEHHME C BHUJAMH JOKYMEHTOB, HWCIIOJIb3YEMbIMH B JE€STEIbHOCTH
OpraHu3alMil U OpraHoOB BJIACTH, NOJIyY€HHE NMPAKTHUECKUX HABBIKOB M0 CO3JJaHUIO U 00paboTKe
3TUX JOKYMEHTOB. JIMCIMIUIMHA HAXOAWUTCA B JIOTMUECKON M COAEpKATeIbHO-METOANYECKOMN
B3auMOCBs3U ¢ apyrumu yactsmu OOII u GazupyeTcs Ha 3HAHUSX, MMOJYYEHHBIX NPU U3YUYEHUH
JUCHUIUIMH ~ OOIEHAayyHOTO0 U  NpOo(ecCHOHANBHOIO  LHKIA, Takux Kak: «OCHOBBI
rOCYJJapCTBEHHOTO M MYHHIMNAIBHOIO YyIpaBieHus», «BBeneHue B crenuanbHOCThY». Habop
BXOJAIIMX 3HAHUM W YMEHHM, COCTOALIMX B MOHUMAHUM OPUIUYECKONW CHJIBI JJOKYMEHTOB,
SKOHOMHYECKMX AaCMEeKTOB OpraHu3allM JeJONpPOU3BOACTBEHHBIX  CIIYKO, crenupuKu
OyXraiaTrepckoil, OTUETHO-CTaTUCTUYECKOM, (PMHAHCOBOW JOKYMEHTALIUU, POJIM KOMIIbIOTEPHBIX
TEXHOJIOTUI B paboTe ¢ JOKyMEHTaMH oOecreuuBaroT TpeOyeMblil QyHIaMEeHT il U3y4eHHs
TUCHUIUIMHBL «OCHOBBI JENONPOU3BOJICTBA U JIOKyMeHTooOOpoTay. IlomyueHHble B mporecce
o0y4eHMs 3HaHHUA MOTYT OBITh HCHOJB30BAHbI TPU H3YUYEHUHM TAKUX JAMCLUIUIMH, Kak:
«AIMMHUCTpAaTHUBHBIE TPAKTUKK B  CUCTeMe MyOnIMyHOro  ympaBieHus», «OCHOBBI
MapaMeHTCKOM KyJIbTYphl», « ITUKA TOCYIapCTBEHHOW U MYHULIUTIATBHON CITYKOBD».

1.4 TlepeyeHb MIaHNMPYeMbIX Pe3yJIbTATOB 00y4eHHsl N0 AUCHMILINHE (MOIY.JI10),
COOTHECEHHBIX C IVIAHNPYEMbIMH Pe3yJ1bTATAMH OCBOCHHUSI 00pa30BaTeJbLHOH NPOrpaMMBbl.

N3yuenne nanHOM y4eOHOM MUCIUTUIMHBI HAMPABICHO HA (POPMHUPOBAHKE Y 00YUAIOIIHUXCS

oowenpogeccuonanvrou xomnerenimu OIMK-4, T1K-8, TIK-15

Ne Wnnekc Coneprxanue B pesynbrare u3ydenus: yaeOHOW AMCHUIUINHBI
L. | KOMIIET | KOMIETEHIH (nmm eé 00yyaroImumecs 10JIKHbI
CHINN 9acTH) 3HATh yMeTh BJa1eTh

1. OIIK-4 | cnocoGHOCTBIO MHCTUTYLIMOHA | pa3pabarbiBaTh | HaBBIKAMU
OCYIIECTBIISTH JIbHBIE OCHOBHI | OIIEHHBATH aHamn3a "
JIeNI0BOE OOIIEHNE U OCYIIECTBIIATh | 3 (PEKTUBHOCT | OLEHKH
yOJINYHbIE JIeJI0BOE b JIEJIOBOTO | KOHTEHTA
BBICTYIJICHHsI, BECTU | OOIICHUE U | oOmmeHus U | AETI0BOTO
TIEPETOBOPHI, MyOTMYHBIC MyOJMYHBIX OOHIeHHS "
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Ne WNHupekc Coneprxanue B pesynbrare nzyuenusi yueOHON AUCLIUTIIMHBI
I 1; KOMIIET | KOMIETCHINH (HIIn e€ oOyJaromuecs: JOIKHbI
7| eHuuu YacTH) 3HATH yMeThb BJIaJeTh
COBEIIIaHMUS, BBICTYIUICHUS, | BBICTYIUIGHUH, | MyOJUYHBIX
OCYILIECTBIISATh BECTHU BECTHU BBICTYIUICHUH,
JICJTIOBYIO MEPENUCKY U | TIEPEroBOPHI, NIEPErOBOPBI, BECTH
MIO/I/IEP/KUBATH COBEILlaHUs, COBEILlaHuS, IIEPETOBOPBHIL,
3JIEKTPOHHBIE OCYILIECTBIISATh | OCYILECTBIISATh | COBEILLAHUS,
KOMMYHMKAIUU JIEJIOBYIO JIEJIOBYIO OCYILECTBIATh
MEPENUCKY U | MEPENUCKy U | JIEJTOBYIO
NOAJEPKUBATh | NONJEPKUBATh | NIEPENUCKY U
AJIEKTPOHHBIE | DJIEKTPOHHBIE MIOJ/IEPKUBATH
KOMMYHUKalM | KOMMYHHMKAlWU | 3JIEKTPOHHBIE
u KOMMYHHKAIUU
2 IIK -8 | cnocoOHOCTBIO OCHOBHBIE NPUMEHSATH Haspikamu
MPUMEHSITh uHpOpMaMOH | MHGOPMAIMOH | paboThI C
nH(OPMALIMOHHO- HO- HO- uH(OpPMAaLIOH
KOMMYHHMKAIIUOHHbIE | KOMMYHHMKAly | KOMMYHMKAIHO | HO-
TEXHOJIOTUH B | OHHBIE HHbIE KOMMYHHUKAIMO
npoeccCHOHaTBbHON TEXHOJIOTUM B | TEXHOJIOTMH B | HHBIMU
NEeATEIbHOCTH ¢ | mpodeccruonan | nmpodeccuoHan | TEXHOIOTUIMU
BHJICHUEM UX | bHOU BHOU B
B3aUMOCBS3€M U | EATeNbHOCTH | IEATENBHOCTH C | mpodeccuoHan
MIEPCIIEKTUB C BUJCHHMEM UX | BUJCHHEM MX | bHOH
HCIIOJI30BAHHUS B3aMMOCBA3€H | B3aMMOCBSA3E€H | IEATENBHOCTH C
U TEpCIeKTHB | U TEpPCHEKTUB | BUJCHHUEM  HX
UCIIOJIb30BaHU | MCIIOJB30BaHUS | B3aUMOCBSI3EN
i U TIEpCHEKTUB
MCIIOJIb30BaHUs
3 [IK-15 | ymenuem Bectu OcHoOBHbIE oQopMIISITH M | HaBbIKAMU U
JEIONPOU3BOACTBO U | PEKBU3UTHI NPEACTaBIATh | CIIOCOOHOCTSIMU
JIOKYMEHTOOOOPOT B odopmIIeHUS pe3yiabTaThl B | 0hOpPMIICHHS U
oprasax JIEIONPOU3BOJ | paMKax IIPEICTaBICHMUS
rocy/1apCTBEHHON CTBa U OCYILIECTBJIEHH | pE3yJIbTaTOB B
Biactu Poccuiickoi JIOKyMEHT0000 | 5 pamKax
@enepanuu, Opranax | pora B opraHax | JOKyMEHTO00O | OCYIIECTBICHH
roCy/1apCTBEHHON roCyJlapCTBEHH | pOTa B OpraHax | 4
BJIACTH CYOBEKTOB oif BacTu rOCy/IapCTBEHH | JIOKYMEHTO0000
Poccutickoit Poccuiickoi oi BJIACTH | pOTa B OpraHax
Oenepauuu, opranax | denepanuw, Poccuiickoit roCyJ1apCTBEHH
MECTHOT'O oprasax ®denepanuu, oM BJIACTH
CaMOYIIpaBJICHHUS, roCyJapCTBEHH | OpraHax Poccuiickoi
roCy/lapCTBEHHBIX U Oi1 BJ1acTH rocynapctBeHH | denepannn,
MYHUITUATIATEHBIX CcyOBEKTOB oif BJIACTH | OpraHax
MPEANPUATHAX U Poccuiickoit CyOBEKTOB rocyJ1apCTBEHH
YUPEKICHUAX, denepanuu, Poccuiickoit ot BIIACTH
Hay4HbIX U oprasax ®denepanuu, CyOBEKTOB
o0pa3oBaTeIbHbIX MECTHOI'0 opraHax Poccuiickoi
OpraHM3alusIX, CaMOYIPABJIEH | MECTHOIO denepanuu,
MOJIMTHYECKUX us, CaMOYITIpaBJIEeH | opraHax
MapTUsx, roCyJlapCTBEHH | U, MECTHOI'O




Ne WNHupekc Coneprxanue B pesynbrare uzyueHus: yaeOHON AUCIUTIIIMHBI
[ | KOMIET | KOMIETEHLUH (mmm eé oOyJaromuecs: JOIKHbI
7| eHuuu YacTH) 3HATH yMeThb BJIaJeTh
00IIECTBEHHO- BIX U rOCy/IapCTBEHH | CaMOYIpPaBJIEH
MOJINTUIECCKUX, MYHHIIMITABH | BIX u | us,
KOMMEPUECKUX U BIX MYHUIIUIAJIBHBI | TOCYAAPCTBEHH
HEKOMMEPUYECKHUX OPEINPUATHIX | X BIX u
OpraHU3aIIX u MPEANPUATHSAX | MYHUIIUTIATHHBI
YUpPEXKICHUAX, | U X
HAyYHBIX U YUPSKICHUSX, | MPEATPUATHIX
o0Opa3oBaTesibH | HAyYHBIX ulu
BIX o0Opa3oBaTeNbH | YUpEexKICHUSX,
OpraHmu3aIusIX, | bIX HAyYHBIX "
MOJIMTUYECKUX | OpraHM3alusaX, | oOpa3oBaTelbH
MapTHUSX, MOJIUTHYCCKUX | BIX
OOILIECTBEHHO- | MAPTHUSX, OpraHu3aIusIx,
MOJIMTUYECKHUX, | OOUIECTBEHHO- | MOJUTHUYECKUX
KOMMEPUYECKHUX | TMOJUTHICCKHX, | MAPTHIX,
u KOMMEPUYECKUX | OOIIEeCTBEHHO-
HEKOMMEpPYECK | U MOJINTUYECKUX,
ux HEKOMMEPYECK | KOMMEPYECKHX
OpraHu3alusIX | ux u
HEKOMMEPUYECK
ux

2. CTpyKTYypa U coaep:KaHue THCIUTIHHBI.

2.1 PacnipeesieHHe TPYA0éMKOCTH JUCIHUIIJIMHBI 110 BUAAM PadoT.

OOriass  TpyIOEMKOCTh JUCHMIUIMHBI cocTtaBister 4 3aud.en. (144 w4gacoB), wux
pacmpeiesieHre 1Mo BujaaM paboT MpeICTaBIeHO B TaOJIHIIe

(051 cmyoenmos ODO).
Bun yuebnoi paboThl Bcero CemecTtphbl
JacoB (dacer)
1
KonrakTHas paGora, B TOM 4ncJje:
AyauTOpHBIE 3aHATHS (BCEro): o4 o4
3aHATHS JEKIIMOHHOTO TUTIA 18 18 - - -
JlaboparopHble 3aHATHS - - - - -
3aHsATHSA CEMHUHAPCKOTO TUTIA (cemuHapHI, 36 36 i i i
MPAKTUYECKHE 3aHTHSI)
HNnas koHTakTHasA padora:
KonTpons camocrositensaoi padotsl (KCP) 4 4
[Tpomesxyrounas arrectrauus (MKP) 0,3 0,3
CamocrosiTeJibHasi padoTa, B TOM YHUCJIe: 50 50
Kypcogas pabora - - - - -
[TpopaboTka yuyeOHOro (TEOPEeTUYECKOT0) MaTeprana 26 26 - - -
BeimonHeHe WHANBHTYaTbHBIX 331aHUH (ITOrOTOBKA 10 10 i i i
COO0O0IIeHNH, Mpe3eHTaIn)
Pedepar 10 10 - - -
[ToaroToBKa K TEKyIIeMy KOHTPOJIIO 4 4 - - -




KouTtpoas:

IToaroroBka Kk sK3aMeHy 35,7 35,7

OO01mast Tpy10eMKOCTh qgac. 144 144 - - -
B TOM YHCJIe KOHTAKTHAsl 58.3 58.3
pabora
3a4. e 4 4

2.2 CTpYKTYpa AUCUMILIUHBI:

PacnipesencHue BUIOB y4eOHOU paOOThI M HX TPYAOEMKOCTH TI0 pa3/iesiaM TUCIUILTHHBL.
Pazpensl (TeMbl) TUCIUIUIMHEI, H3y4aeMblie B 1 cemecTpe (ounas ¢popma)

Hamvmenosanne pa3nenos (Tem)

KonuuecTBo yacoB

Bcero

AynuropHas
pabora

Bueayaut
opHas
pabota

113

JIP

CPC

2

=

5

6

7

Beenenue B aucuuminHy «OCHOBBI
JIEIIONPOU3BOJICTBA U JOKYMEHTOO00POTa»

4

2

3aKOHO,Z[aTCJ'IbHaﬂ H HOPMATHBHO-MCTOAUYCCKas
OCHOBa ACJIOIIPOU3BOACTBA

JIOKyMEHTBI: Kilaccu(UKaIus, CTPyKTypa, TpeOOBaHuUs
K o(hopMIICHHIO.

OdopmieHne opraHu3aliOHHO-PACTIOPSIIUTENBHON 1
MH(OPMALIMOHHO-CITPABOYHON JOKYMEHTAIIUH.

OdopmieHre TOKyMEHTAUN 110 TUYHOMY COCTaBY

Odopmnenne koppecrnonaeHund. CTpyKTypa AeTOBBIX
TIACEM.

OdopmiieHre JOroBOPHOM JOKYMEHTAIMH.

Tunossle 1 yHuULIPOBaHHBIE (POPMBI JOKYMEHTOB.

NN N (DN DN

Opranuzanus padoTsl ¢ KOHGUIEHITUATEHBIMU
JIOKYyMEHTaMU

@OpMBI perucTpanuu J0OKyMEHTOB

Opranu3zanus npueMa rpaxaas

ABTOMaTI/I3aI_[I/IH ACIJIOMPOU3BOACTBA

[Topsinok nepenauu 1en B apXuB

IR

DNEeKTPOHHOE MPaBUTEIHCTBO

AN D (DD (DD

Koumponupyemas CamMocmosamesnvbHas paboma
(ananumuueckas 3anucka), UKP

4,3

KOHWZpO]Zb HA 3K3dMeHe

35,7

HUmoeo no oucyunaune:

144

18

36

50

2.3 Conep:xanue pa3ieioB TUCHUTLINHBI:
2.3.1 3aHaTHd JEeKIUOHHOI0 THIIA.

Hanmenosanue
paszaena

Copnepxxanue paszaena

dopma TeKyIIero
KOHTPOJIA

2 3

4




Bsenenue B IIpenmer, conep:xanue, 3a1a4u Kypca. VYyactue B
JUCLUIUIUHY Hcrounvky, nureparypa. [loHaTHIHbBINT MHTEPAKTUBHBIX
«OCHOBBI annapar. [lonarue o noxymenre. I'enesnc u bopmax
JIETIONIPOU3BOJICTBA U (PA3BUTHUE IIOHATUS «JOKYMEHT. ayJUTOPHOU
JOKYMEHTO000poTay |XapaKTepUCTHUKA, CBOUCTBA, IPU3HAKH, paldoThI
(GYHKINU TOKyMEHTa KaK CHCTEMHOTO 00BEKTa.
Mertoabl 1 ciocoObl JOKYMEHTUPOBAHHUS.
®opMa MaTepUAIILHOTO HOCHUTEIIS.
[TonsTHe, MeTOA, c1I0CO0, CPEICTBO
JIoKyMeHTupoBanus. [Iponecc coznanus
JIOKyMEHTA.
[TonsiTre nokyMeHTHOM KoMMyHHKauu (/K),
KOMMYHHKAHT U perunueHT. opmanpHele U
HeopMaIbHbIe KOMMYHHUKaUU. MaccoBbIe
KOMMYHHMKAIUU: [1€4aTh, paJuo, TEJICBUICHUE,
KHMHO, 3ByKO- 1 Bueo3anuch, INTERNET.
ABTOMaTH3a1Us JOKYMEHTAILMOHHOU
JIeATEIbHOCTH IPOrPAMMHBIE KOMILIEKCBI:
«/deno», «3omymka» u ap.
3akoHOJaTeNnbHas U |3aKOHOAATENILHOE PETyIUPOBaHHE IToaroroBka
HOPMAaTUBHO- JenonpoussoacTsa. HopmarusHo- MHIUBUAYAJIBHOT
METOANYECKask OCHOBA [METOANYECKOE PEryJIMpOBaHUE 0 3aJaHMUA.
JIeNIONIPOU3BOJICTBA | Jlesionpou3BoCcTBa. JIokanbHble HOpMaTuBHBIE |Pedepar Ha Temy
JIOKYMEHTBI OPTaHHU3aLUN. «HopmarusHO-
METOIMYECKOE
peryaupoBaHue
JEJIONPOU3BOJCT
Ba»
JIOKyMEHTBI: [TonsTHE O KNacCUPUKAIMU JOKYMEHTOB. NuauBuayansHoe
KJIacCU(pUKanus, CooTHoI1eHHEe BUJJOBON U TUIIOJIOTMYECKON 3a/1aHHe
CTPYKTYpa, KJIaccu(UKalui TOKYMEHTOB. ITogroroska
TpeOoBaHUs K Bunbl JOKyMEHTOB: OpraHU3allHOHHBIE, OnaHKa
oopmIIeHHIO pacropsauTeIbHble, THPOPMALMOHHO- JOKYMEHTOB:
cupaBoyHble. Tunonoruueckas kjiaccupuKanus. BUbl OJIaHKOB U
OO01ast XapakTepUCTHKA CTPYKTYPHI. MIOPAIOK
BHyTpeHHs U BHEIIHAA CTPYKTYpa JOKYMEHTA. [PaCIOJIOKEHUS
PeKkBU3UTBI TOKYMEHTA: PEKBU3UTHI-OCHOBAHMS, [PEKBU3UTOB B

PEKBU3UTHI-TIPU3HAKHU, PEKBU3HUTHI O(OPMIICHHS
COBPEMEHHBIX YIPABICHYECKUX JOKYMEHTOB.
YHUUKAMS U CTaHAapTH3AINS JOKYMEHTOB.
®opmynsip. braHku TOKYMEHTOB: BUJIBI
OJIaHKOB U MOPSI0K PACIIONIOKEHHS] PEKBU3UTOB
B OnaHKe (yIJIOBO€ U IIEHTPOBAHHOE),
UCIOJIb30BaHUE OJIAHKOB C U300pa’KeHUEM
roCyJapCTBEHHOT 0 repba 1 repdba cyobekTa
benepammm.

TpeboBaHMs K COCTABICHUIO U O()OPMIICHHUIO
JTOKyMeHTOB. ®opmMaThl OyMasKHBIX
JIOKYMEHTOB. TpeOoBaHuUs K TEKCTY
JIOKYMEHTOB. TpeOoBaHuUs K U3rOTOBJICHUIO
JIOKYMEHTOB.

OyaHke (yryioBoe
Y LIEHTPOBAHHOE)




4. | Odbopmnenue ITonsiTe opranu3anmonHas, pacnopsaurenasbHas|[loaroroska
OpraHU3alMOHHO- ¥ MH()OPMAITMOHHO-CIIPAaBOYHAs! IOKYMEHTALUs. |COOOIIEHU I
pacniopsiautenabHol u |OpranusainonHbie JokyMeHThl: [lonoxenune. |«OpraHu3aluoHH
UH(POPMALIMOHHO- VYeras. Mactpyknus. KosmekTuBHBINA JOTOBOD U |asd,

CIIPaBOYHOM Ip. pacrnopsiAuTeIbH
JOKYMEHTaluu PacniopsiiuTenbHble TOKYMEHTHI: IIpUKa3s, ast U
pacrnopsbKeHue, peleHue. MH(OPMALIMOHHO
HudopmMannoHHO-CIIpaBOYHAsl JOKYMEHTAIHS: |-CIIpaBOYHAS
[Tporokon. AkT. JlokianHas 3amnucka. JOKYMEHTAITHS»
OO0mbsacuuTenbHas 3anucka. Cripasku. [Incemo.
Tenerpamma (Teneraitnorpamma).Tenekc.
Tenedonorpamma. Tenedaxc (dhakc) u ap.

5. | Odopmrenue KanpoBas nokymenranus, 1okymMmeHTHupoBanue |Pabora B ManbIx
JIOKYMEHTAIMH 110 JBIKEHUS KaapoB. Pe3toMe. 3asBieHue. rpynmnax
JIMYHOMY COCTaBY Amnkerta. TpynoBoii kontpakrt. [Ipukas o «ITonroroska

npueme/yBolibHeHUU. TpynoBast KHUKKA. JOKYMEHTOB ISt
JInunoe neno. JinueBon cyer. npuema Ha
paboTy»

6. | Odbopmienue TpeGoBaHMs MEKIYHAPOIHBIX CTAaHIAPTOB K (MHAMBUAYaIbHOE
KOPPECHOHJIEHIIMH.  |0(OPMIIEHUIO KOPPECTIOHACHIIUHU 10 3ananue «Cocras
CTpyKTypa JeNOBbIX |BHEHUTHEOKOHOMUYECKOH AesTenbHOCTH. COCTaB |pEeKBU3UTOB
UCEM PEKBU3UTOB ITMCbMa U TPEOOBAaHUS K UX nMcbMa u

odopmiennto. CTpyKTypa JIeIOBbIX MTHUCEM. TpeOOBaHUS K UX
OcoOeHHoCTH 0OOpPMIIEHHUS JEJI0BOM oopmieHHION.
KOPPECIOH/ICHIIMY B aHIVIOSA3BIYHBIX CTpaHaXx.

OdopmieHue KoppecrnoHAEHIIN Ha HEMEIIKOM

a3bike. CTpyKTypa dhopmysisipa, cocTaB

PEKBHU3UTOB.

7. | Odbopmienue JloroBop — ero Bufpl, CTpyKTypa, MOPsII0K VYyactue B
JIOTOBOPHOU 0 OpMIICHUS U TIOJITUCAHUS CTOPOHAMH. IPyIIIOBOM
JIOKYMEHTAIu! pabote

«ITonroTroBka
IpaXx<1aHCKO-
IIPaBOBOIO
JI0OTOBOpA U €ro
MOJINUCAHUE.

8. | TumoBble u Tunosslie GOpMBI TOKYMEHTOB, UCTIONb3YyeMble |Bpinonnenue
YHUQHULIMPOBAHHBIE  |B JESATEILHOCTH OPraHU3aIldiA. AHIANBUIYATbHBI
(OpMEI TOKYMEHTOB  |YHUDHIMPOBAHHbBIE CHCTEMBI JOKYMEHTAIIUH. |X 3aaHui

YHudukanus TOKyMEeHTOB.

9. | Opranusamus KondunennmanbpHoe 1€10MpOU3BOJICTBO ITonroroska
paboThI € 3a1uTa KOH(pHUIeHIMaIbHON HHPOpMAIUH. UHUBUAYAIBHOT
KoHpueHMaIbHbIMU | [ToHATHE KOH(DUIEHIINANTBHOE 0 3aJJaHMUs.
JIOKyMEHTaMu JIEIIONPOU3BOJICTBO MIPHUEMBI, METObI Pedepar Ha Temy

00paboTku noKyMeHTOB. H(popMalimoHHO- «Konpunenmuman

aHaJTuTHYecKas pabora. 3amura nHGOpMaIUU. |bHOE
JEJIONPOU3BOJCT
BO 3ammra
KOH(UICHIHATEH
ol MH(pOPMALTHI

10. | ®opwmsl perucrparuu |[Torstue perucrpanun foKkymeHToB. @opmbl  |BeinonHeHue
JIOKYMEHTOB pEerucTpanuu JOKyMEHTOB. WHUBUAYaJIbHbI

ABTOMaTU3UPOBAHHBIE CUCTEMBI PETUCTPALIUN (X 3aJaHUN

JOKYMCHTOB.




11. | Opranuzamus [IpyHUUMIBl  OpraHM3aluu JUYHOrO Ipuema |BelnonHeHue
preMa rpaxaaH rpaxnad ¢ oOpameHusiMd. Perucrpauus [MHAWBUIYATbHBI
JOKYMEHTOB II0 IHCbMEHHBIM OOpALEHUSM (X 3a/laHUil
rpaxzaad. OCHOBHbIE 337jaull CIIPAaBOYHO-
MH(POPMALIMOHHOM Ci1y>KObl OpraHu3alum.
12. | ABTomaTH3anus ITonsTe aBTOMaTU3UPOBAaHHBIX cUCTEM. PriHOK (IlogroroBka
JCIIONPOU3BOJACTBA  |aBTOMATHU3UPOBAHHBIX CUCTEM MHIVBUAYAJIBHOT
nenonpou3BoacTBa. CpaBHUTEIbHBIN aHAIN3 |0 3aJaHuUs.
OyMa)KHOTO U 3JIEKTPOHHOTO Pedepar na Temy
JIOKYMEHTO000pOTA. «CpaBHUTEIBHBIN
aHaJIn3
OyMaXHOTO u
JIEKTPOHHOTO
JTOKYMEHTO000pO
Ta»
13. |Ilopsnok nepenaun |OcHOBHBIE IIpPU3HAKU IpynnupoBku |Beinonnenne
JIeJl B apXUB JIOKYMEHTOB B jieja. PopMUpoBaHUE A€ UHUBUAYaJIbHbI
Okcneprusa LIEHHOCTH JIOKYMEHTOB. |X 3alaHui
[TonroroBka HCIONHEHHBIX JIOKYMEHTOB K
apXuBHOMY XpaHeHHMI0. llepenaya nen B apxus.
[Tomerienue BEJJOMCTBEHHOT'O apxuBa
opranuzaium. MartepuaibHO-TeXHUYecKas 0aza
apXUBOB. XpaHeHue JIOKyMEHTOB B
3JIEKTPOHHOH (opMme.
14. | DnexTpoHHOE [TonsiTue «2neKTpoHHOE NIpaBUTENLCTBO»: ero |[loxroroska
IIPABUTEILCTBO 3HAYEHUE, IPUHLMIIBI [IOCTPOEHUS U cooOrieHni
BHeJlpeHus. IHTerpupoBaHHOE JJIEKTPOHHOE «MHTETpUpPOBaHH
npaBuTenbCTBO Poccun. Opranusanus 0€ DJJIEKTPOHHOE
MEKBEIOMCTBEHHOTO 3JIEKTPOHHOTO IIPaBUTEIBCTBO
JIOKYMEHTO000pOTa MEX/1y OpraHaMu Poccun»
roCyIapCTBEHHOM BiacTu Poccuiickoin
denepanuu
3.2 3aHATHA CEMHUHAPCKOIO THIIA.
®opmMma
HanmenoBanue .
TemaTuka npakTUUECKUX 3aHATUH (CEMMHApOB)|  TEKYILEro
paszena (TeMbl) KOHTpOIS
2 3 4




Bgenenue B
JTUCHUTUITUHY
«OcHOBBI
JIEJIONPOU3BOJICTBA U
JIOKYMEHTO000pOTa»

IIpenmer, conepxanue, 3anauu Kypca. Mcrounuku,
mureparypa. [lonaruitneni annapar. [lonstue o
JIOKyMeHTe. ['ene3nc u pa3BUTHE IOHATHS
«TOKYMEHT». XapaKTEepUCTUKA, CBOMCTBA,
NPU3HAKY, GYHKLUU TOKYMEHTA KaK CHCTEMHOT'O
00BEKTA.

Mertozabl u ciocoObl foKyMeHTHpoBaHusa. Dopma
MaTepUaIbHOIO HOCHUTEJIS.

[TonsTne, MeTox, crioco0, cpesicTBO
JIokymMeHTupoBanus. [Ipouecc coznanus
JIOKyMEHTA.

[TonsiTue nokyMeHTHOM KoMMyHuKauu (1K),
KOMMYHHKAHT U perunueHT. @opmanbHbie 1
HeopMaIbHbIe KOMMYHHKAIMU. MaccoBbIe
KOMMYHHMKAIIUH: [1€4aTh, paJuo, TEICBUICHUE,
KHMHO, 3ByKO- 1 Bueo3anuch, INTERNET.
ABTOMaTH3aLUs JOKYMEHTALIMOHHOW JEATEIBHOCTH
IIPOrpaMMHbIE KOMILIEKCHI: «Jleno», «3omymka» u

APp.

HammmucaHue
pedepara (P)

3aKoHOAATEeIbHAS U
HOPMAaTUBHO-
METOANYECKas OCHOBA
JEIIONPOU3BOACTBA

3aKOHOJAaTEIbHOE PEryJINPOBAHUE
JenonpousBoacTsa. HopMatuBHO-MeTOAMUYECKOE
peryaupoBaHue 1e10Ipon3BoAcTBA. JIOKaIbHbIE
HOpPMAaTUBHBIE JOKYMEHThI OpraHU3al1u.

HalyucaHue
pedepara (P)

JIOKyMEeHTHI:
KJIaCCU(UKALINS,
CTPYKTYpa,
TpeOOBaHUS K

0 OpMIICHHUIO.

[TonsTHE 0 KNaccUpUKALMU JOKYMEHTOB.
CooTHoI1eHHE BUJJOBOH U TUIIOJIOIMYECKON
KJIaccu(pUKaluu TOKYMEHTOB.

Bujpl 1OKyMEHTOB: OpraHU3alliOHHBIE,
pacropsauTenbHble, THPOPMALMOHHO-CITPABOYHBIE.
Tunonoruyeckas kinaccuduxarys.

OO011ast XxapakTepUCTHKA CTPYKTYpbl. BHYTpeHHss 1
BHEUIHSS CTPYKTYypa TIOKyMEHTA.

PexBHU3UTHI TOKYMEHTA: PEKBU3UTHI-OCHOBAHUS,
PEKBU3UTHI-TIPU3HAKH, PEKBU3HUTHI O()OPMIICHUS
COBPEMEHHBIX YIIPaBICHUECKUX JTOKYMEHTOB.
VHuukanus v ctanaapTU3anus 10KyMEHTOB.
®opmynsip. braHku TOKyMEHTOB: BU/IbI OJ1aHKOB U
MOPSAZIOK PacoJIOKEHUS PEKBU3UTOB B OJIaHKE
(YrioBoe M IIEHTPOBAHHOE), UCTIOIb30BAHUE
0JIaHKOB C M300pa)KeHWEM TOCYapCTBEHHOTO TepOa
u repba cyObekTa (enepanuu.

TpeGoBaHMs K COCTaBICHHIO U 0(OPMIICHHUIO
TOoKyMeHTOB. dopmaThl OyMa)KHBIX TOKYMEHTOB.
TpebGoBaHus K TEKCTY JOKYMEHTOB. TpeOoBaHus K
M3TOTOBJICHUIO IOKYMEHTOB.

odopmieHHE
3aJTaHHBIX
JOKYMEHTOB

Odopmienue
OpraHU3aIOHHO-
pacnopsAUTENbHON U
nH(OPMALIOHHO-
CIIPAaBOYHOM
JOKYMEHTaIUH.

[TonsiTvie OpraHU3alMOHHAs, PACIIOPAIUTENbHAS U
MH(OPMAaLIMOHHO-CIIPABOYHAS TOKYMEHTAIU.
Opranuzannonssie 10KyMeHTsI: [lonoxxeHne.
Veras. MHCTpyKnns. KomnekTuBHBINA JOTOBOD U JIp.
PacniopsiauTenbHble TOKYMEHTHI: IIPUKa3s,
pacrnopsbKeHHE, PELICHHE.
WHpopMannoHHO-CIIpaBOYHAs JOKYMEHTAIIHS:
[IpoTokon. Akt. JlokinangHas 3anucka.
OO0mbsacuuTenbHas 3anucka. CrpaBku. [InceMo.
TenerpamMa (teneraiinorpamma). Tenexkc.
Tenedonorpamma. Tenedaxce (dakc) u ap.

oopmienue
3aJIaHHBIX
JTOKYMEHTOB




5. |Odopmnenue KanpoBas nokyMeHTaius, 10KyMEHTUPOBaHHUE oopmienue
JIOKYMEHTAIUH 110 JBUKEHUS KaJpoB. Pe3tome. 3asBneHne. AHKeTa. 3aJaHHBIX
JINYHOMY COCTaBY. TpynoBoii koHTpakT. [Ipukas o JIOKYMEHTOB

npueme/yBosibHeHUH. Tpynosas kHuxkka. Jlnunoe
neno. JInneson cyer.

6. |OdopmieHue TpeboBaHMs MEXKITYHAPOJHBIX CTAHIAPTOB K oopmienue
KOPPECIIOHAEHIIMU.  [0(OPMIICHUIO KOPPECTIOHAECHIIUH 110 3aJJaHHBIX
CTpyKTypa JEJIOBbIX |BHEIIHEAKOHOMHUYECKOH aedarenbHocTu. CocTas JIOKYMEHTOB
IIUCEM. PEKBU3UTOB ITUCbMA U TPEOOBAHUA K UX

odopmiiernto. CTpyKTypa JIeIOBBIX MTHUCEM.
OcobenHocTH 0(hOPMIICHHS JI€TTOBOM
KOPPECHOH/ICHIIMY B aHIVIOA3BIYHBIX CTpaHaXx.
OdopmiteHne KOppecoHAeHIIMH Ha (PPaHIy3CKOM
s3bike. OopmieHre KOppeCOHCHIINY Ha
HeMelKoM s3bike. CTpyKkTypa popmyisipa, coctaB
PEKBU3UTOB.

7. |Odopmnenue JloroBop — ero BH/ibl, CTPYKTYpa, MOPSAI0K oopmienue
JIOTOBOPHOM 0o OpMIICHHUS U TTOAITUCAHUS CTOPOHAMH. 3aJaHHBIX
JOKYMEHTAIUH. JOKYMEHTOB

8. |TunoBsle u Tunosslie GOpMBI TOKYMEHTOB, UCIIOJIb3YEMBbIC B TectupoBanue
yHA(UIMPOBaHHBIE  |eATENbHOCTH opranu3anuid. Y Hupunuposanusie  |(T)

(OpMBI IOKYMEHTOB. |CHCTEMBI JOKYMEHTAIMH. YHH(PUKAIUS
JIOKYMEHTOB.

9. |Opranumzanus padots! | KoH(puaeHIMaNbEHOE 1ETONPOU3BOJICTBO 3alIUTa  (HAIIMCAHHE
C KOHuIeHMaIpHOoH nHopMmarmu. [lonsTre pedepara (P)
KOH(HIEHIIMATbHBIMHU | KOH(QUACHIIMATEHOE AETIONPOU3BOICTBO IIPUEMBI,

JOKyMEHTaMH. METO]Ibl 00paOOTKU JOKYMEHTOB.
HNHdopmannoHHO-aHANUTHYECKas paboTa. 3aiura
MH(}OpMaLINH.
10.|®opwmer peructpanuu |[loHsTHE perucTpanyuy J0KyMeHTOB. DopMbI oopmienue
JIOKYMEHTOB perucTpalnuy JOKyMEHTOB. ABTOMaTU3UPOBAHHbIE |’KYPHAJIOB
CUCTEMBI PErMCTPALIMU TOKYMEHTOB. PETUCTPALINH,
11.|Opranuszamnus npuema |[[puHIMIIBI ~ OpraHM3allidl  JUYHOTO  mpuema |oopmieHue
rpaxaaH rpaxiaH c oOpalIeHUsIMHU. Peructpanus [3a1aHHBIX
JOKYMEHTOB 110  NHUCBMEHHBIM  OOpalIeHUSM |I0KYMEHTOB
rpaxnaad. OCHOBHBIE 331a4l CIIPaBOYHO-
MH(OPMaLMOHHOM CIIy>KObl OpraHu3alny.

12.|ABromartuzanus IToHsiTHE aBTOMAaTU3UPOBAHHBIX CUCTEM. PBIHOK BBITIOJIHEHUE

JEIONPOU3BOACTBA  |aBTOMAaTU3UPOBAHHBIX CUCTEM JEJIONPON3BOCTBA. |3aJaHHil Ha
CpaBHMTENbHBIN aHAIN3 OYMa)KHOTO U KOMIIBIOTEPE,
AIIEKTPOHHOT'O JOKYMEHTO000pOTA. pedepar

13.|[Topsimok nepenaun  |OCHOBHBIE TIPU3HAKH TPYIMITHPOBKH JTOKYMEHTOB B |0(OpMIICHUE

JIe]l B apXUB nena. @opmMupoBaHue . 3aJJaHHBIX JIe] U
OKcnepTusa ILEHHOCTH JOKyMeHTOB. IloaroroBka |10KyMEHTOB,
UCIIOJTHEHHBIX ~ JOKYMEHTOB K  apXHMBHOMY |TECTHUPOBAaHHE
xpanenuto. [lepemaua nen B apxuB. [lomemenue |(T)

BEJIOMCTBEHHOTO apxuBa OpTraHMU3aIIHH.
MatepuanbHO-TeXHUYECKas 6a3a apXUBOB.
XpaHeHHUEe TOKYMEHTOB B DJICKTPOHHOU (hopme.




14.

DNEeKTpOHHOE
MMPpaBUTCIBCTBO

[TonsiTHe «DNEKTPOHHOE IPABUTEIBCTBOY: €TI0
3HAaYEHUE, IPUHLMIIBI IOCTPOEHUS U BHEIPEHMSL.

TECTUPOBAHUE

(T)

HNHTerpupoBaHHOE IEKTPOHHOE TPABUTEIBCTBO
Poccuu. Opranusanus MexBeJOMCTBEHHOT'O
AIIEKTPOHHOTO JJOKYMEHTO000pOTa MEXKIY
OpraHamu rocyJ1apCTBEHHOM BiIacTH Poccuiickoin
denepanuu

2.3.4 IlpumepHasi TeMaTHKAa KyPCOBBIX padoT (IIPOEKTOB) — He NPeAyCMOTpPeHa
2.4 IlepeyeHb yueOHO-METOAUYECKOT0 O0ecneYeH sl IJIA CAMOCTOSATEILHON padoThI
o0yuyauuxcst Mo JUCHUIINHE (MOIYJII0)

HepequL y‘l€6HO-MeTO,Z[I/I‘ICCKOFO obOecrieyeHus JAUCHUITIIMHBI

Ne Bun CPC 10 BBITMTOJTHEHUIO CAMOCTOSTEIIHHON pabOThI

1 2 3

1 |IIpopabotka Mertoanyeckue ykazaHusi 10 OpraHU3alUM CAMOCTOSITEIbHOU
TEOPETUYECKOIO paboThl CTYJEHTOB IO HampapieHuto noaroroBku 38.03.04
Mmatepuana (moarotoska |['ocynapcTBeHHOE M MyHULIMIIAIBHOE YIIPABICHHUE (IIPOTOKOI
K npobaemubiM [Ne 10 ot 10.04.2018 r.)

CEMHHAapam)

2 |llogrotoBka MeToauueckre yka3zaHusi 10 OpraHU3allUd CaMOCTOSITEIbHOU
VHJIMBHU1yaJIbHBIX paboThl CTYIEHTOB MO HampaBieHuto mnoarotoBku 38.03.04
3ajaHuil  (mpeseHrauuil,|['ocyrapcTBeHHOE U MyHUIIMIIAIBHOE yIIpaBieHHUE (IPOTOKOI
cO001IeHNH) Ne 10 or 10.04.2018 r.)

3 |IloaroroBka k|MeTonuyeckue yKazaHHWs IO OPraHU3allMM CaMOCTOSITENIbHOMN
TECTUPOBAHUIO 10 (paboThl CTYAEHTOB MO HampapieHuto mnoarotoBku 38.03.04
ydyeOHOMY  Matepuany|['ocynapcTBEHHOE M MyHHUIMIIATBHOE YIIpaBJieHHE (TIPOTOKOI
IUCIUAILINHEBI No 10 ot 10.04.2018 1.)

VY4eOHO-METONYECKHE

MaTepuaibl JJIsi CaMOCTOSTEIBHON pPabOThl 00YyYaromuXxcsi u3

YHUCJIa MHBAIHUJIOB U JIUIl C OTPAHUYECHHBIMH BO3MOXKHOCTSIMU 3710poBbs (OB3) npenocrasistorces
B (hopMax, alanTUPOBAHHBIX K OTPAHMUYEHUSAM HX 3[0OPOBBS U BOCIIPUATHS HHPOPMAIIIH:

st muin ¢ HapyIeHUsIMH 3pEHHUS:

— B IIe4aTHOU popme yBeTHMUEeHHBIM HIpU(TOM,

— B (hopMe JIEKTPOHHOTO JOKYMEHTA,

Jns1 mu1n ¢ HapyleHUsIMH cilyXa:

— B IIeYaTHOU opme,

— B (popMe 3IIEKTPOHHOTO JOKYMEHTA.
Jlis i1 ¢ HapyIIeHUSIMH OIIOPHO-/IBUTaTEeNILHOTO arlnapara:

— B Ie4aTHoM (opme,

— B (hopMe JIEKTPOHHOT'0 IOKYMEHTA,
JlaHHBIN IepeYeHb MOXET ObITh KOHKPETU3UPOBAH B 3aBUCUMOCTH OT KOHTUHTE€HTa
o0ydJaromxcs.

3. O6pa3oBaTesibHbIE TEXHOJIOTHH.

B npenogaBanum xypca

HCIIOJIB3YIOTCA COBPEMCHHBIC O6pa30BaTeJIBHBIe TECXHOJIOTHUH

- MyJIbTUMEANIHBIC JIGKIIHH C DJIEMEHTaMH TUCKYCCUH;
- I/IH(bOpMaI_[I/IOHHO-KOMMYHI/IKaTI/IBHBIe TEXHOJIOTHH,

- UCCJIEIOBATENLCKUE METO/IbI B O0YUCHHH,

- mpobJIeMHOE OOyYCHHE.




KonnuecTtBo yacos
Ne HamMmenosanne pa3nenos (Tem) Beero Hnrep.
qachbl
1 2 3 4

1 BBenenue B qucuuminHy «OCHOBBI 6 2
JIEONIPON3BOJICTBA U JOKYMEHTOO0OPOTaY

2 3akoHOAaTeNIbHAsE © HOPMAaTUBHO-METOIMYECKAs 2 5
OCHOBA JICTIOTIPOM3BOJICTBA

3 JIOKyMeHTBI: KinaccuduKaius, CTpyKTypa, TpeOoBaHuUs 5 4
K ohopmIICHHIO.

4 OdopmiieHre OpraHr3aliOHHO-PACTIOPSAUTEIILHON 1 5 5
MH(POPMAITMOHHO-CIIPABOYHON TOKYMEHTAIIUH.

5 OdopMieHre TOKyMEHTAIIUHU TI0 THIHOMY COCTaBY 6 2

6 Odopmnenne koppecrnonaeHunu. CTpyKTypa AeTOBBIX 2 4
TTHCEM.

7 Odopmrenre JOroBOpHOM JOKYMEHTAIUH. 2 2

8 TunoBsie 1 yHUGUIIUPOBAHHBIE (OPMBI TOKYMEHTOB. 2 2

9 Opranuzanus padoTsl ¢ KOHUIECHIIUATLHBIMU 4 5
JOKyMEHTaMH

10 |®Dopmsbl perucTpanuu JOKYMEHTOB 4 2

11  |Opranuzauus npuema rpaxiaat 4 4

12 |ABTromaTu3amnus AeIONPOU3BOICTBA 4 2

13 |Ilopsmok nepenaun e B apXuB 4 2

14  |DnexkTpoHHOE MPaBUTENHCTBO 2 4
Hmoeo no oucyuniune: 54 36

B yueOHOM mporecce UCTIONB3YIOTCS AKTUBHBIE U MHTEPAKTUBHBIE ()OPMBI IPOBEICHUS
3aHATHIA.

Ha srtame u3yueHus mnepBbIX ABYX pa3/eioB, KOTOpble HOCAT B Oojblleil cTeneHu
TEOPETUYECKUI XapaKkTep HCHOJB3YIOTCS TPYHIOBBIE M CAMOCTOSATEIbHBbIE (HDOPMBI pabOTHI,
HalpaBJICHHbIE Ha OCMBICICHHE CJOXKHBIX HECTPYKTYpUPOBAaHHBIX MpoOJeM MpeaMeTra
o0y4yeHus, (GOpMHUpPOBaHHE COOCTBEHHOM apryMEHTHPOBAHHON TMO3UIMHM 1O MPOOIEMHBIM
acreKTaM M3y4yaeMol TeMbl. 3/1eCh UCIIOJIb3YETCs TaKhe 00pa30BaTeIbHbIE TEXHOIOTHH KaK

0 paboTa B MaJIbIX rpymmax/napax mo pa3oopy KOHKPETHBIX CUTYaIHil;

0 JICKIIMS C DJICMCHTAMM JUCKYCCHH,

[Tocnenyromue paszaenbl JUisi pelIeHUs] TOCTABICHHBIX IIeJied B pamMKax y4yeOHOMU
JTMCLUUIUIMHBL TPeOyIOT MCIIOJIb30BAaHUS METO/I0B OOy4YeHHsI, HallpaBJIE€HHBIX Ha (OpPMUpOBaHUE
YMEHHII W HaBBIKOB MOATOTOBKM JOKYMEHTOB pPa3BIMYHBIX BHUIOB. [l 3TOro BHEIPEHBI
cienyrolre o0pa3oBaTesibHbIE TEXHOJIOTHH:

1. [TpoBenenue mpoOIEMHOrO ceMUHapa, B paMKax KOTOPOrO CTYACHTHI pelaroT
JIBYCIWHYIO 3a7ady: a) TOJydaloT 3HaHUA 110 OYEepeIHONW Teme ydeOHOoro wmonyins; O)
allanTHPYIOT UX K CTPYKTYpe y4eOHOM AUCIUIITUHBI.

2. AHaJIMTHYECKUE TEXHOJIOTUU 3aKOHOATENbCTBA 00 OCHOBAX JIEIOMPOU3BOICTBA U
JOKYMEHTOO0OpOTa U 3KCIEPTU3bl JOKYMEHTOB SBIISIFOTCS, C OJHOM CTOPOHBI, YHUKaJIbHBIMU
JUIL TAaHHOTO y4eOHOro Kypca MHTEPAaKTUBHBIMU 0Opa30BaTENbHBIMU TEXHOJIOTHUSMHU, B OCHOBE
KOTOPBIX JIE)KUT METOJl aHajIu3a JIOKYMEHTOB; C JIPYrod, COCTABHOM YaCThK IMPAKTHYECKOU
NEeSITeIbHOCTH, CBSI3aHHOW C JMAarHOCTHKOM JIOKYMEHTOB, OOECIEeUMBAIOIIMUX YIPaBICHYECKYIO
NEeSATENBHOCTh. B Kypce nconb3ytoTcs HHAMBUAYaIbHbIE TUCbMEHHBIE 3aJaHUS.

3. Pa3paboTka 1 mpe3eHTalys KOJJICKTUBHBIX HH(POPMAIIMOHHO-aHATUTHYECKUX

HIPOEKTOB ««Mosen peanu3aly JeJONPOU3BOJACTBA M JIOKYMEHTOOOOpPOTa» IMO3BOJISIOT
CTPYKTYPHUPOBATh WHAWBUAYAJIbHYIO NESATEIBHOCTh MO HHCBMEHHBIM 3amaHusiM. OCHOBHBIC
3aJauu Mpe3eHTaluu Kak yuyeOHoi (GopMbl cBoAATCS K (POPMHUPOBAHUIO MPAKTUYECKUX YMEHHM
KOHIICHTPUPOBAHHOTO U3JI0KEHUS U MTPE3CHTALIMHN BU3YAIIbHBIX MaTepuaioB B popmare
«PowerPoint» pe3ynbTaToB, MOJIYYEHHBIX B X0J1¢ aHATUTHIECKON pabOTHI.

4. WumuBuIyansHele W TPYNIOBBIE  KOHCYNbTanmuu.  VHOuBHIyanbHBIE



KOHCYJIbTAI[MH TIPOBOSATCS pa3 B HEACTIO MOCIE YUCOHBIX 3aHATHH MOCPEICTBOM MPEAMETHOTO
JManora  MpernojaBarelii ¢ OOydYaromuMCs 10 Pa3jInYHbIM  COJIEPXKATENbHBIM U
OpraHnu3allMOHHBIM BOIIpOCaM yT-Ie6HOFO MOOYIJIA. FPYHHOBBIG KOHCYJIbTallUHW TIO3BOJIAIOT
MPENOaBaTeI0 ONTUMH3HPOBATh KOMAHIAHYIO Pa0OTy CTYACHTOB IO Pa3IMYHBIM MPOCKTHBIM
dbopMaM yueOHOU NeSTEITLHOCTH.

I[HSI JiuL ¢ OrpaHU4YC€HHBIMH BO3MOKHOCTAMH 3J0POBbS MPCAYCMOTPCHA OpPraHu3alnsd
KOHCYJIbTAIMI C HCIIOIb30BAaHUEM JJIEKTPOHHOM MOYTHI.

4. OueHo4YHbIe CPeACTBA JJIsl TEKYILIero KOHTPOJIsl yCIeBaeMOCTH U MPOMEKYTOYH O
aTTecTalu.

4.1 OueHo4HbIEe MATEPHAJIBI VI TEKYLEr0 KOHTPOJIsSI yCIIeBaeMOCTH

411. Bompochl AJsi TUCKYCCHM B pPaMKax JIEKIMOHHBIX 3aHATHH W NMPOOJIeMHBIX
CeMHHAPOB.

JAucKkyccuoHHbIE BONPOCHI MO TeMe «JloOKyMeHThI: KJaccupukamus, CTPYKTypa,
TpeOoBaHus K 0()OPMIICHUIO»

1. Ilonatue o knaccupukanuu JTOKyMeHTOB. COOTHOLIEHHE BHUJOBOH U THIIOJIOTHYECKOMN
KJIaCCU(UKALUU JOKYMEHTOB.

2. Buzmel JOKyMEHTOB: OpraHM3allMOHHBIC, PpacCHOPSAUTENbHbIE, HH(POPMALMOHHO-
crpaBoyHble. Turosornyeckas KiacCupuKanus.

3. braHkM JOKYMEHTOB: BH/bl OJAHKOB U MOPSJIOK PAaCIOJIOKEHUS] PEKBU3UTOB B OJIaHKE
(YriioBoe U LIEHTPOBAHHOE), UCIIOJIb30BaHUE OJAHKOB C U300pakKEHUEM I'OCY1apCTBEHHOr0 repoa
u repba cyObekTa deaepanuu.

4. TpeOoBaHUS K COCTAaBJICHUIO M O(GOPMIICHUIO JOKyMEHTOB. DopMarhl OyMakKHBIX
JOKYMEHTOB.

5. TpeboBaHMs K TEKCTY TOKYMEHTOB.

Ilepeuensv yacmu komnemeHyuu, NPOBEPIEMbIX OYEHOUHBIM CPEOCNBOM.

[IK-15 ymenueM BeCTH JETOMPOM3BOJICTBO M  JOKYMEHTOOOOPOT B  oOpraHax
rocygapctBeHHo Biacth  Poccuiickonn @enepauuu, opraHax TIOCYZapCTBEHHOW —BIIaCTH
cyobexToB Poccuiickoit denepanny, opraHax MECTHOTO CaMOYNpPaBIEHUS, TOCYAapCTBEHHBIX U
MYHUIUTATBHBIX TPEANPHUATUAX U YUPEKICHUSAX, HAYUYHBIX U 00pa30BaTENIbHBIX OpraHU3aLUsX,
MOJINTUYECKUX MapTUSIX, OOIIECTBEHHO-TIOJIUTUYECKUX, KOMMEPUECKHX M HEKOMMEPUECKHX
OpraHM3aLMsaX

Kpumepuu oyenxu.

«yJIOBJIETBOPUTENBHO» - CTYACHT MMEET (parMEeHTapHbIE NMPEICTaBICHUS O COACPKaHUU
3asiBJICHHON TeMbI MpPOOJIEMHOTO CEMHHapa, 4aCTUYHO OCBOWJ IMOHSATHITHO-KaTeropuaibHbII
anmnapar;

«XOpOUIO» - CTYAEHT AEMOHCTPHPYET OOIIMe 3HAHUS 1O 3asBJICHHOM TeMe MpOoOIEMHOTro
CeMHHapa, yMEET YCTaHaBIUBATh CBSI3U MEXK/Y TEOPETUUECKUMH MOHITUSIMU U SMIIUPUYECKUMHU
baktamu;

«OTJINYHO» - CTYAEHT JEMOHCTPUPYET CHUCTEMHBbIE 3HAHUS 110 3asBJIEHHON Teme
NpOoOJEMHOTO CEeMUHapa, YMEeT yCTAaHAaBIMBATh CBS3M MEXIY TEOPETHUYECKHUMM IMOHATUSMH U
SMOUPUYECKUMU (haKTaMu, GOPMYyIUPYET aHATTUTHUYECKHE 0000IEHUS U BBIBOIBI.

412. HNuauBuayajibHOEe MUCHMEHHOE 3a/1aHHe, HANPaBJIeHHOe HA opMuUpOBaHUe
HABBIKOB MOAT0TOBKY HH(OPMALMOHHBIX 0030POB.
«TexHosorusi noAroToBKH MHGpOPMAIHOHHOTO 0030pa MO NPodIeMATHKE.

OcHoBaHus Bunst 0630poB
JeTIeHUs

DyHKIUOHAIBHOE
Ha3HadeHHe (MIpeaAMET
aHajam3a)




XapakTep paccMaTpUBAEMbIX
BOIIPOCOB

LleneBoe HAa3HAUCHHE

[Torpeburensckoe
Ha3HAUCHUE

Ilepeuens wacmu komnemeHyuu, NPOBEPAEMbIX OYEHOUHBIM CPEOCMBOM:

IIK-15 — ymeHueM BeCTH [EJIONPOU3BOJACTBO U JOKYMEHTOOOOpPOT B OpraHax
rocygapcTBeHHo Biacth  Poccuiickoir @enepanuu, opraHax TIOCYJapCTBEHHOM BIIACTH
cyobekToB Poccuiickoit denepannn, opraHax MECTHOTO CaMOYIIPaBIIEHUS], TOCYIapCTBEHHBIX U
MYHHUIMIAIBHBIX NPEANPUATUAX U YUPESKICHUAX, HAYUHBIX U 00pa30BaTENbHBIX OpraHU3aMsIX,
MOJUTUYECKUX NapTHsIX, OOLIECTBEHHO-MOJUTUYECKUX, KOMMEPYECKMX M HEKOMMEPUECKUX
OpraHu3alusix

Kpumepuu oyenxu:

«YAOBIIETBOPUTENIBHO» - CTYJCHT UMEET parMeHTapHbIe MPEACTABIECHUS O COIEPKaHUN
TEXHOJIOTHH MOJTOTOBKH MH(POPMAIIMOHHBIX 0030pOB;

«XOpOUIO» - CTYIEHT HMeeT OOIIMe TMpPeICTaBIeHUsI O COJEPKAaHUM TEXHOJIOTUU
MOJITOTOBKM MH(OPMAIIMOHHBIX 0030pOB, OCBOWJ MOHATUHHO-KaTErOpUabHBINA anmapar, yMmeeT
YCTaHABIIMBATh CBSA3H MEXKIY COCTAaBHBIMH YaCTAMU MH(GOPMAIIMOHHOTO 0030pa;

«OTIUYHO» - CTYJIEHT UMEET CHCTEMHBIE MPEACTABJICHHUS O COJEPKAHUU TEXHOJIOTHMH
MOATOTOBKA MH(POPMAIIMOHHBIX 0030pPOB, OCBOMJI TOHITHITHO-KATErOpUAIBHBIA ammapar, yMeeT
yCTaHABIMBATh CBS3M MEX]y COCTAaBHBIMH YacCTAMU WH(OpPMAIMOHHOTO 0030pa, GopMyIupyeT
aHaJIUTHYECKHE 0000IIEHUS U BEIBOIBI.

4.13. MoaroroBka coodIIeHNI U MPe3eHTAIUI 10 Y4eOHOH TUCHHIIHHE
Cooougenue «JIEKTPOHHOE IPABUTENBCTBO»: €r0 3HAYCHHE, NPUHUUIBI IIOCTPOEHUS H
BHeApeHUd. VHTerpupoBaHHOE 3JIEKTPOHHOE IpaBUTENbCTBO  Poccum.  OpranHuzanus
MEXBEJJOMCTBEHHOI'O 3JIEKTPOHHOTI'O JOKYMEHTOO0OpOTa MEXJy OpraHaMu IOCYIapCTBEHHOM
Biractu Poccuiickoii @enepanum» TODKHO COAEpKaTh aHAIM3 MPAKTHKHA paboThl  C
JTOKYMEHTaMH, OIMCAHHUE UX CTPYKTYPHBIX U (DYHKIIMOHAJIBHBIX OCOOEHHOCTEH, @ TaKkKe OLEHKY
uX 3 PEKTUBHOCTH.



AnropuT™M paboTHI:

1. TTouck nuTepaTypbl U aHAJIU3 JIUTEPATYPHI K HCTOYHUKOB MO JaHHOU Ipolieme.

2. IloaroroBka cooOLEeHNs B MUCbMEHHOM BHJIE WM MPE3EHTAaLuu pedepaTra B TBOPUECKOH
(mponyKTUBHOI) mnepepaboTKe, A€ TIJaBHOE BHUMAaHME YAEISAETCS HOBHU3HE COJEp)KaHUs,
aHAJIM3y €ro COLUMAIBHON LIEHHOCTH C YYETOM YXK€ MMEIOLIUXCS JOCTHKEHUN B OINpelelIeHHON
00J1acTH 3HAHUH.

Ilepeuens yacmu komnemeHnyuu, NPOBEPIEMbIX OYEHOUHBIM CPEOCNEOM.

OIIK-4 — cnocoOHOCTBIO OCYIIECTBIIATH JICJIOBOE OOLICHNWE U MyOJIMYHBbIC BBICTYIICHHS,
BECTH II€pEroBOpHI, COBELIAHMs, OCYLIECTBIATh JEJIOBYIO MEPENUCKY U IOAJNEpKHUBAThH
3JIEKTPOHHBIE KOMMYHHKAIINH.

I1K-8 — crnocoGHOCTBIO MPUMEHSTHh HH(GOPMALMOHHO-KOMMYHUKALIMOHHbBIE TEXHOJIOTUU B
poheCCUOHATLHOMN IEATEILHOCTH C BUJCHUEM MX B3aUMOCBS3EH U MEPCIIEKTUB UCTIOIb30BaHU

Kpumepuu oyenxu pedhepama:

«yJIOBJIETBOPUTEIHHOY» - COOOIIECHHE MPECTABISAET COO0H M3I0KEHUE PE3yIbTATOB UY)KUX
UCClIeIOBaHUM 63 caMOCTOATENbHON 00pabOTKH HCTOYHHUKOB;

«XOPOIIO» - COOOIIEHUE MPEACTaBIsET cCOO0M CaMOCTOSTENBHBIM aHAIU3 Pa3HOOOPa3HbBIX
HAy4YHbIX MCCJIEIOBAHUNH M SMIIMPUYECKUX JIAHHBIX, OJHAKO HE B IOJHOW Mepe OTpakaer
TpeOoBaHus, ChOPMYITUPOBAHHBIE K €T0 U COACPIKAHUIO.

«OTJIMYHOY - B COOOILIEHUM OTPAXKAIOTCS TaKue TPeOOBaHMS KaK aKTyaJbHOCTh COZEp KaHuUs,
BBICOKMH TEOPETUYECKH YpOBEHb, TINyOMHa M TMOJNHOTa (DaKTOpOB, SBICHUH, NpoOIEM,
OTHOCALIMXCS K TeMe, HH(OpMAIMOHHAs HACHIIIEHHOCTh, HOBH3HA, OPUTMHAIBHOCTh
W3JIOKEHUSI MaTepuaia; CTPYKTYpHash OpPraHH30BaHHOCTh, OOOCHOBAaHHOCTHh MPEUIOKEHUS WU
BBIBOJIOB, CJI€JIaHHBIX B COOOIIEHUH/ IPE3ECHTALIUY.

4.1.4 IlpumepHble HHAMBUAYAIbHbIE 3aJaHUSA

Cocmagumsv u ogopmums npukKazpl NHO OCHOGHOU O0eAmMeIbHOCMU, U Opyzue
pacnopadumenvHvie 0OKYMeEHmbl, He0OX00uMble 8 OAHHBIX YRPABIEHUYECKUX CUMYAUUAX:

Curyanus 1.

A .H.IIIunos, npexacenarens POCCUICKOr0 areHTCTBa MEKIYHApPOJHOTO COTPYAHUYECTBA U
pa3BuTHs (rocynapcTBeHHast opranuzanus npu IlpaButensctBe P®), 24 deBpans Tekyiero
roja MOPY4YMS CTPYKTYPHBIM THOJPA3AEIEHUSIM areHTCTBAa COBMECTHO C NPEICTaBUTENSIMU
I'ockomumymectsa Poccunm k 10 ampenst moAroToBUTh IPOEKT MPOTpamMMbl IPUBIEYEHUS
WHOCTPAHHBIX HMHBECTHIMM K MPOLECCY AaKIMOHWPOBAHUS TOCYAAPCTBEHHBIX MpPEANPHUSTHIA.
[Topydyenue ObIIO JaHO BO MCHOJHEeHHE HoctaHoBieHus [IpaBurensctBa PO ot 24 deppans
Tekymero roga Ne 246 ['naBHOMY ympaBiI€HHIO OTpAacieBbIX HHBECTHIIMOHHBIX MpPOTpamm,
I'maBHOMY JOTrOBOpPHO-IIPaBOBOMY YIIPaBICHHIO W [J1aBHOMY YNpaBICHUIO CTPAaTeruu H
MHBECTUPOBAHUS.

[TpoekT mpukasza mpejcenaTesnss areHTCTBA ObLII 3aBU3HUPOBAH €0 MEPBBIM 3aMECTUTENIEM
JI.H.®enopoBsIM 1 HavyanbHUKOM [ 'JTaBHOTO JOrOBOpHO-IIpaBoBOro ynpasieHus 1.B.MnpuHbIM.
KonTtpons 3a ucnonHeHueM npukasa obu1 BosnokeH Ha J[.H.degoposa.

Curyauus 2.

JIMpeKTOp PEMOHTHO-3KCILTYaTallAOHHOTO MyHHIMNaIbHOTro yrnpasieHus Ne 15 3oros N.T.
5 OKTAOps TEKYIIEro rojia u3aj MpHuKa3 o MOAr0TOBKE K YOOpKe TEppUTOPUNA B 3UMHUI MEPUOJT
tekymero roja. [naBHeii umxkeHep Hukomaes Bb.B. x 15 oxtsa0ps nomkeH mnpoBecTH
3aKperieHne yOMpaeMbIX TEPPUTOPHUI 32 TEXHUKAMU-CMOTPUTENISIMU U IBOPHUKAMHU, COCTaBUTh
rpaduK JABYXCMEHHON paboTHI O YOOpKE TPOTYapoB M JIBOPOBBIX TEPPUTOPHUH, pa3paboTarh U
corjacoBath B TpedeKType OKpyra IjiaH yOOpKH TEpPpUTOPHH C NpHUBICUEHHEM JIIOJEH U
TEXHUKH BEJOMCTBEHHBIX ITPEANPUATHI, PACIIOJIOKEHHBIX HA TEPPUTOPHUH OKPYTa.

[Ipuka3 u3gaH Ha ocHOBaHMU TocTaHoBJIeHUs [IpaBurenbctBa MOCKBBI OT 8 CEHTAOps
tekymero roga Ne 908 «O roTOBHOCTH CIIy’)kO TOPOJCKOTO XO035HCTBA K yOOpKE TEPPUTOPHIA
r.MOCKBBI B 3UMHUI IIEPUOT».

Curyanus 3.
OTnenom opraHu3aliiOHHON U KaapoBOM paboThl YpaBineHus MuHucTepcTBa roctuiun PO
no Pecnybnuke Kapenus B koHIle KaJleHAapHOTo roja Oblja cocTaBlIeHa HOMEHKJIATypa el Ha



CIeNYIOMUN KaJeHJApHBIA Toxa. 27 pAexalOps TEKYIIero rojaa HavYaJIbHUKOM YIIpaBICHUS
T.IL.UrnaTeeBoit OBUT M34aH W TMOAMHUCAH NpHKa3 00 YTBEpKIECHUH M BBEJACHUU B JIEiCTBHE
HOMEHKJIATYpbl el ¢ 1 sHBapd cienyroomero rojxa. PykoBoauTensMm CTPYyKTYpPHBIX
MOJIpa3/IeIeHui MPUKA30M MPEAINICHIBAIIOCh (POPMHUPOBAHUE, MCIIOJIB30BAaHUE M XPAHEHHUE JET B
COOTBETCTBHUHM C pa3pabOTaHHON HOMEHKJIaTypoi sen. KoHTposb 3a ucnoiaHeHueM npukasa Obul
BO3JIOKEH Ha HAa4YaJbHHUKA OTJIEJIa OPraHU3AIMOHHON U KaJIpoBOi paboThl XioHHIMHEHA A.B.

Curyanus 4.

PykoBoautenem Komurera mo 3emenbHbIM pecypcaM U 3emiieyctpoictBy denepalibHOM
cyx0bl 3emenbHOro kamactpa Poccum A.T.KonmpamoBeiM 1 HOsOpsS Tekymiero roga ObuI
W3JaH MPUKa3 O BBEIEHUH YHU(DHUIMPOBAHHBIX ()OPM MEPBUYHON YYETHOH JOKYMEHTAIlUH IO
yuery KaapoB. IIpuka3 u3maBancs B COOTBETCTBHM C IOCTaHOBJIEHUEM [ ocyaapcTBEHHOro
komutera mo cratuctuke ot 06.04.2001 Ne 26 «OO6 yTBepKACHUU YHUPHUIMPOBAHHBIX (GOpPM
MEPBUYHON YYETHOM JOKYMEHTALMM MO YYeTy TpyJda U €ro OILIaTh» M C LEIbI0 CO3/JaHHS B
Komurere eauHoil cucreMbl KaJIpoBoi nokymeHTauuu. llpukasom BBOAMIUCH B JeiicTBUE € 1
HOSIOpSL TeKylero rojaa Bce yHUHUIMpoBaHHBIE QopMbl, Bomeamue B Ansbom YD,
YTBEPKACHHBIN BbIILIEYKa3aHHBIM I1IOCTAHOBJICHUEM.

[IpoekT npukasza 3aBU3UPOBAIN IOPUCKOHCYIBT Tumienko M.A., H”HCIEKTOp OTAena KaapoB

Kykosa T.IL
Ilepeuens yacmu Komnemenyuu, NPOBePAEMbIX OYEHOUHbIM CPEOCEOM:
[IK-15 - VYwmeHwe BeCTH [AEIONPOU3BOACTBO U JOKYMEHTOOOOPOT B oOpraHax

rocynapcTBeHHoil Biactu Poccuiickoir ®enepauuu, oprasax TrocylapCTBEHHOW BIIACTH
cyobexToB Poccuiickoit denepanny, opraHax MECTHOIO CaMOYNPAaBIEHUS, TOCYAApPCTBEHHBIX U
MYHULUNAIBHBIX TPEANPHUATUAX U YUPEKICHUAX, HAYUYHBIX U 00pa30BaTEJIbHBIX OpraHU3aLUsX,
MOJINTUYECKUX MapTUSAX, OOIECTBEHHO-TIOJIUTUYECKUX, KOMMEPUECKUX M HEKOMMEPUECKHX
OpraHu3aMiIX

Cocmasumv u ogopmumsp cayrcebnvle nucoma, HeodX00umsvle 6 OAHHBIX
YRPA6IEeHYeCKUX CUMYAUUAX:

Curyanus 1.

JlemapraMeHT NONACPXKKA M Pa3BUTHS MaJOro MNPEANPUHUMATENBCTBA IHCBMOM  3a
HOJIMCBIO 3aM.IUpeKTopa JenapraMeHTa CBepukoBa A.B. yBeqOMMII pyKOBOJACTBO JIE€TCKOTO
cana Ne 1586 o0 TOM, 4TO B CBSI3U C pa3BUTHEM NPEANPUHUMATENBCTBA 3[aHUE JETCKOrO caja
JIOJKHO OBITh MepefaHo AJs TEXHUYECKUX HYXK] JIeTapTaMeHTa.

Hcnonnurenem BacunbeBoit mo mopydeHuro aupekropa jgerckoro caaa Ne 1586 IOro-

3amaHOrO OKPY)KHOTO YIpaBiIeHHs 00pa3oBaHUS I.MOCKBBI, PACHOI0KEHHOTO Ha NPOCIIEKTE
MuuypuHckoM, A0M 22 1.MOCKBBI, ObUIO COCTAaBICHO MUCHMO, aJPECOBAHHOE OTAENY IMUCEM
Mbpun Mockssl 1o aapecy: r.Mocksa, yn.TBepckas, 13, B KOTOpoM JUPEKTOp AeTCKoro caaa Ne
1586 O.A.AGpamoBa mpocuia pa3oOpaTbcs B JaHHOM BOIPOCE, MOTHUBHUPYS TEM, 4YTO B
Ha3BaHHOM pPalOHE JETCKHUX Ca/J0B OCTAIOCh M0 W HE BCE JIETH MOTYT IIOCEMIaTh JIETCKHE
JIOUIKOJIbHBIE YUpekaeHUs. [IncbMo ObIJIO OTBETOM Ha MOJyYEHHBIH JOKYMEHT OT JlernapTaMeHT.

Curyanus 2.

MOCKOBCKMI paJMOTeXHUYECKMH KOJUIeDK HMeHHM akaaemuka A. A. Pacruieruna
MunncrepctBa obpazoBanusi PO (Mocksa, yn. b.JlekaOpbckas, S5, 124000, tem.: 252-11-84,
¢dakc: 253-32-36) pazocnan HMHPOPMALMOHHBIE MHUCbMA JTUPEKTOpaM IIKOJ Topoja C
cooOmieHneM 00 OTKPHITHM B HOBOM YYeOHOM TOAYy MABYX (aKyJbTETOB: COBPEMEHHBIC
MH(pOPMAIMOHHbIE TEXHOJOTMHM M IopHIudeckuil. B mucbMe cooOInanoch Takke O TOM, 4TO
IIpaBUJIa IIpUeMa Ha yKa3aHHbIC (akyapTeThl o0mue. [InceMo ObIIO COCTABIEHO UCIOIHUTEIEM
CrenanoBoii u nognucano aupexkropom JI.b.MapteiHiokoMm 15 mapra Tekyiero roaa.

Curyanus 3.
Wcnonnutenem M. O. IlonsikoBoil mo nopyueHuro HayalbHHUKa oTAena Mapketunra OAO
«Toprnorpebcoro3» (r.Mocksa, Jlecnas ym., n.18, 117123, rten./dakc. 234-56-00, OKIIO



87654321, OI'PH 1234567890098, MHH/KIIIT 09876543321/123456789) B.A.KomapoBa Obu10
coctaBieHo muchbMo B anpec OO0 «/leno», TexHumueckomy aupekTopy A.M.MsrkoBy o0
OTIIpaBKE JOKYMEHTAllMu cleayromero conaepxkanusa: «Hampasnsem HeoOxoaumble Bam
JOKYMEHTBI, cojepkame HWHPOpMAIMIO O IIeHe KOMIUIEKTa HayYHO-TEXHHYECKOH
JOKYMEHTallMl Ha XoJoAwibHOe oOopynoBanue. IlpemiaraeM BbICIAaTh TEXHUYECKYIO
JOKYMEHTAI[MI0 Ha 3apyOeXHbIE aHaJOTH XOJIOAWIBHOTO oOopynoBanus. llpu mnpunsaTuu
MOJIOKUTEIBHOTO  pEIIeHHus O  3aKynke o0opylaoBaHus mnpocuMm Bac — HampaBuTh
COOTBETCTBYIOIIIEE MUCHbMO pyKoBojuTento otnaena cobita HaymoBy C.IL». JlaHHBIM mHCEMOM
compoBoXxaaack crienudukanus Ha 28 1. B 1 9K3.

Ilepeuens yacmu Komnemenyuu, NPOGePSAEMbIX OYEHOUHBIM CPEOCTNEOM:

[1IK — 8 — cnocoOHOCTBIO MPUMEHSTh UH(POPMALIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUU
B Mpo(ecCHOHANBHOW JEATENbHOCTH C BHICHHEM HX B3aMMOCBI3€Hl M IEPCIEKTUB
WCIIOJIb30BAHUS

[IK-15 - VYmMenue BecTH JCIOMPOU3BOACTBO M JOKYMEHTOOOOPOT B OpraHax
rocygapctBeHHO Biactu Poccuiickoir ®@enepauuu, opraHax TrOCYJapCTBEHHOH BIIACTH
cyobexToB Poccuiickoit denepannn, opraHax MECTHOI'O CaMOYIPABJIEHUs, TOCYJapCTBEHHbBIX U
MYHHIMIATBHBIX MPEANPUATUAX U YUPEKICHUAX, HAYUYHBIX U 00pa30BaTEIbHBIX OpraHU3aUsX,
MOJUTHYECKUX TapTHIX, OOMIECTBEHHO-TIOJUTUYCCKUX, KOMMEPYECKHX M HEKOMMEPUYECKUX
OpraHu3alusIX.

Cocmageums u oghopmums 00K1a0HbBIE, U OOBACHUMENIbHBIE 3ANUCKU, HEOOXO00UMDbLE 8
Ce0yIouUX YRPasneHyeckKux Cumyayuax:

Curyanus 1.

3amecturenb HavanpHuka llpomsBoicrBeHHOro oObenuHeHuss «MOCKOBCKas TropoJicKast
teneonnas cetb» (MI'TC) MunucrepctBa cBsizu PO M.U.J/ly60B oOpatuics K HayaJlbHUKY
CHEIMAIbHOTO YIIpaBJIeHUs TeleQOHHON cBsi3u Toro ke MuHucrepcrtBa [.C.AkceHOBY c
JIOKJIa/IHOM 3alMCKOM O BBIZIEICHUM NMPSAMBIX MPOBOAOB U Ha3HAYEHUU TesIe()OHHBIX HOMEPOB Ha
OoTOBOpHOU ocHOBe. B poxmannoit 3amucke M.U.Jly0oB cooOmiam o ToMm, 4TO B CEHTIOpe
tekymero roga oobeauHeHueM (MI'TC) OblmM MOATOTOBJIEHBI M COTJIACOBaHBI ¢ [J1aBHBIM
MJIaHOBO-(PMHAHCOBBIM ~ yIpaBieHHeM MwuHuctepcrBa cBsisu P® 10oroBopsl C HOBBIMU
aboHeHTamHu. JlJ1s1 BKIIIOUEHHs yKa3aHHBIX a0OHEHTOB B CETh nepenaun AaHHbIX «HpoTen» ¢ 1



neKadps TEKyIIero rojga HeoOX0IMMO BbIJENIEHHE PSIMBIX MPOBOJOB. B cBsi3u ¢ aTum r-H Jly6oB
BBIBUHYIT TIPEJIOKECHHUE O BBIACICHUU MPSIMBIX TIPOBOJIOB M HA3HAYCHUH TeNe()OHHBIX HOMEPOB
Ha JIOTOBOPHOIl OCHOBE YyKa3aHHbIM aOoHeHTaMm. JlokiiagHas 3amucka Oblla COCTaBJICHA
ucnonuutesnieM OpinoBoii u moanucana M. M. Jly6oBeiM 12 HOSOps TEKyIIero roja.

Curyanus 2.

Kypsep 3AO0 «®Papma» C.C.CoMOB perysspHO oOmas3ablBal Ha paboTy, 4eM Hapylail
TPYAOBYIO TUCHUIUIMHY. 3aBeaytoas kanmensipued N.B.11lyMmuinHa HeogHOKpPATHO Jiejana eMy
3aMevaHusi (B yCTHOH ¢opme), a 12 HIOHS TeKyllero rojaa Oblga BBIHYKIEHAa OOpaTHTHCS C
JaHHBIM BompocoM K [‘eHepambHOMy nupekTopy A.B.CenoBy ¢ HOKIagHOW 3amMCKOM, B
KOTOpO#1 Ipocuia NpUHATh Mepbl JucuuiuinHapHoro xapakrepa k C.C.ComoBy.

Curyanus 3.

PykoBomurens otaena HoBbiXx npoekToB O.B.TokapeBa oOparunace k I['eHepamHOMy
mupekropy OOO «Mactep» r-ny A./[.MeBneBy ¢ mokiaaHON 3amMCKOW O HEOOXOAUMOCTH
yBEJIMYEHUS IITaTHOM uMciaeHHocTH otaena. B noknaanoit 3anucke O.B.TokapeBa coolmana o
TOM, YTO B HACTOSIIEE BPeMs JJIsl YCIIEIIHOM pabOThl areHTCTBa HEOOXOAUMO yBETHUEHHE 0a3bl
JAHHBIX O MOTEHIMAIbHBIX KiIMeHTaX. [lo ee MHeHMIO, OJHUM U3 Haubojee pealbHbIX IyTeH
pacmpenusi 6a3bl JaHHBIX SBJISETCS MOCTOSIHHBIM aHAJIM3 CPEICTB MAaccOBOW MH(OpMaIuu, B
YaCcTHOCTH Ipecchl (MHpopMaLus o HauboJiee KPyHHbIX KIMEHTaX areHTCTBa OblIa MOJyYeHa U3
aHAJIMTUYECKOTO XypHaia «JKciepT»). B cBs3u ¢ Tem, 4TO OTAEN B €ro HacToseM cocrase (5
COTPY/IHUKOB) HE HMEET BO3MOXKHOCTH OpraHM30BaTh MOAPOOHOE H3yueHHE aHAIUTHYECKUX
n3nanuii, O.B.TokapeBa cuuraer uLerecooOpa3HbIM BBECTH B ILITAT OTAENA ABE JOJKHOCTH
MEHEKEPOB I U3YYEHUsS M aHAJIN3a IIPECCHI C LENbI0 BBIABICHUS INOTCHIMAIBHBIX KIUEHTOB,
a TakXe MOJrOTOBKM ONepaTUBHOM HMH(oOpManuu o mosiokeHuu Ha poiHke CMU B dopme
€KEHEJENbHBIX OT4ETOB. B noknmagHoi 3ammcke TokapeBa NMpennoKuiaa Ha 3TH JTOJDKHOCTU
0/100paTh COTPYIHUKOB U3 UKCIA CTYAEHTOB 4-5 KypcoB (akynbTeTa )xypHanuctuka MI'Y nmmn
LIKOJIBI PEKJIaMBI.

Curyanus 4.

B lBaHOBcKO#l 007acTH CHIOXKWIOCH KpailHE HampspKeHHOE IOJO0XKEHHE € TOProBiiei
MIPOMBIIIJIEHHBIMU TOBApaMH U, B YaCTHOCTH, MEOEIIbIO.

B 12 u3 15 paiioHOB TOprosist MeOenbl0 BEIETCS B HENPUCHOCOOJIEHHBIX MOMEIICHUSX,
JIMIIEHHBIX HE00X0IMMOT0 000PYAOBAHUS, HE UMEIOIINX HOPMAJIbHBIX MOIBE3HBIX MyTEH.

Jns paspemieHuss JaHHOM MpoOsieMbl K PYKOBOJUTENIO aIMHUHHMCTpaluu VIBaHOBCKON
obnactu II. U. IlonexaeBy oOpaTwics HadaJbHUK YTPaBICHHUS TOPTOBIM AJIMUHUCTPALUN
NBanosckoit obmactu K. J[. TapacoB. B noknanHo#l 3ammcke B CBS3M C HEOOXOJUMOCTBIO
CO3/IaHUS YCJIOBMM, OTBEYAIOIIMX TPEOOBAaHUSM OpraHU3alluyd TOProBiM Melesnbio, TapacoB
IPOCWJI JaTh YKa3aHUs pPYKOBOAMUTEIAM aJMHUHUCTPALMI COOTBETCTBYIOIIMX panOHOB O
MIPEIOCTABIIEHUH JJIsl TOPTOBIN MeOENIbIo MOMEIIEHUH, OTBEYaOIIUX YCTAHOBIEHHBIM HOpMaM.

Cocmasums u ogopmumes npomoKo.vl, HeOOXO00UMbBIE 8 CAEOYIOUUX YNPAGTIEHYECKUX
cumyayuu:

Curyanus 1.

Hupeknus OO0 «Actpesi» (Cankrt-IlerepOypr) 12.08.200 r. mpoBeno cBoe odepenHoe
3acenanue, Ha KotopoMm mnpucyrcrBoBaiu BocrtpskoB C.T., Cryaues ILJ., Jlebener .M.,
Amnronos [LJI., lllentynosa B.I'., Tumodeer A.A., Ctynosa M.H.

Ha 3acemanum ob6cyxaanoch /Ba BOIIpoca: O XOje pekigamHoi kammnanuu B LI kBapTtane
200 1. u 0 mepexo/ie Ha HOBYIO CUCTEMY BBITUIATHI MPEMHAIbHBIX.



[To mepBOMY BOTIpPOCY CITyIIaiy cOoOIeHne HavalbHUKa OTAena pekiambl Boctpsikosa C.T.,
TEKCT COOOIIeHUs1 KOToporo OblT mepenan cekperapto 3acemnanus H.J[.benosoii. o sTomy ke
BOIIPOCY BBICTYNWI (UHAHCOBBIN qupekTop TumodeeB A.A., KOTOPBIA OJ00pUI yBEIMUYEHUE
pacxojioB Ha HapyxkHyto pekiamy B I kBaprane 200 r. Ha 5%.

ITo BTOpomy Bompocy crenain coodmenue CtynoB M.U. u TekcT cooOIIeHns TaKkxkKe repeaa
cekperapio. [lo nanHOMY ke Borpocy BbicTynmiIu AHTOHOB I1.JI., HauanbHUK OTAENA KaJpoB, U
Jlebenes M.M., mupektop mo mponaxam. I[lepBwlii 0m0OpHJII HOBYIO CHCTEMY BBIILJIATHI
INPEMUAIBHBIX ¥ PEKOMEHJ0BaJ TMOATOTOBUTH HeoOxoaumble nokyMeHTHl K 01.09.200_ r.
Bropoit npemioxuin nopaboTaTh HOBYKO CHUCTEMY BBIIUIAThI MPEMHAIBHBIX W PEKOMEHIO0BAI
MIPOBECTH TOJIOCOBAHUE 10 JAHHOMY BOIIPOCY Ha 00IIeM COOpaHUH TPYIOBOTO KOJUICKTHBA.

B wurtore 3aceganusi ObulM MPUHATHL cledyromue pemeHus: 1. Opobputh paboTy otaena
pexnamsl B LI xBaprane 200 r. 2. [IpoBectu ob1iee coOpaHue TpyI0BOrO KOJJICKTHBA I10
BOIIPOCY O TIEpexoJie Ha HOBYKO CHCTeMY BbIIIaThl npemuanbHbix 15.08.200_ .
OTBeTCTBEHHBIM 32 IOJIFOTOBKY cOOpaHus Oblia Ha3HaueHa 3aB.kaHuespuelt lllentynosa B.I'.

Cobpanue Ben npenceaarens O.A.PymsnHies.

Curyanus 2.

3A0 «I'pann-M» (Mocksa) 05.03.200_r. mpoBeno 3acemanue CoBeTa IUPEKTOPOB, Ha
KOTOpOM IpucyrcTBoBanu cieayrouie wiensl Cosera: [lomos W.II., MBanos M.U., Cunopos
C.C., Ycrunona V.Y., ®enopoB @.®. B cBs3u ¢ HanuuueM KBOpyMma 3acefanue ObUIo MpU3HAHO
npaBoMo4HbIM. Ha 3acepgaHue BBIHOCWIICS BONPOC 00 ONPEIENIEHUU PHIHOYHOW CTOMMOCTHU
pa3MeniaemMbIX OOIIECTBOM JIOMOJHUTENbHBIX akinuil. [lo maHHOMY Bompocy 3aciylianu
®enopoBa D.D., KOTOPBIM MNPEITOKWI ONPEACTUTh PBIHOYHYIO CTOMMOCTH pPa3MEIIaeMbIX
o0IIeCTBOM aKLW{ MyTeM 3aKpBITON MOAMMCKU JIOMOJHUTENbHBIX akiuii B pasmepe 10 000
(mecsaTu Thicsid) pyO. 3a akuMio. 3aceJaHUE MMOCTAHOBUIIO YTBEPAUTH HpeuioxeHne denoposa
®.D., Tak KaK MpH roIocoBaHuU «3A» OBLJIO OTIAHO MSTh TOJIOCOB, MPOTOJIOCOBABIINX
«ITPOTUB» nu «BO3AEPXXABIINXCS» He 6p110. Perenne npuHSITO €IMHOTIACHO. 3aceqaHne
Bex npeacenarens 1.1 .ITonos. IIporokon noarorosnen cexperapeM HM.I1.IIeTpoBbim.

Curyanus 3.

Corpynuuku Oyxrantepun OAO «KBaHT» mpoBenM 3acefaHue MO BONPOCY COKpAIleHUs
CpoKa cocTaBiieHUsl rojgoBoro oryera 3a 200 r., Ha KOTOpOM MpucyTcTBOBajo 6 yenoBek. C
cooOuieHneM BoicTynuia oyxrantep CypkoBa A.M., KoTopasi OTMETHJIA, YTO PAOOTHHUKH TPYIIIIbI
y4era UMEIOT BCE BO3ZMOXKHOCTH JUIsl 3HAYUTENILHOTO COKPAIEHHUS! CPOKA COCTaBJIEHMSI TOJOBOTIO
oT4eTa, U 4To rojoBoil otuer 3a 200_r. MOXeT ObITh MpeJCTaBlIeH IPYyMIoil yuera Ha 3 1HA
paHbIlle YCTaHOBJIEHHOT'O CPOKa.

B o6cyxnenun nanHoro Bompoca BelcTynwin E.H.KpoTo, rmaBHelii Oyxrantep, u
I'.A.lllybuna, 6yxrantep. KpoToB cooOmiui o ToM, 4To UM pa3paboTaH HOBBIM rpaguk padoT no
COCTABJIEHUIO TOJOBOTO OTYETa, MPU YCIOBUU BBHIMOJIHEHUS KOTOPOTO BCEMM PabOTHHKAMU
Ipynnbl y4eTa, roJI0BOM OTYET MOXKHO COCTaBUTh U CllaTh Ha 4 JHS paHbLIE YCTAHOBJIEHHOIO
cpoka. I A.Illy6una oTrMeTHna, 4To JIOCPOYHOE Mpe/CTaBlieHHEe TrofoBoro oruyera 3a 200_r.
SIBJIIETCS TIOYETHOM M OTBETCTBEHHOM 3ajaueil paOOTHUKOB OyXrajiTepuH, U 4YTO KOJJIEKTUB
OyXraJTepud MOKET COCTaBUTh T'OJJOBOM OTYET paHbLIE CPOKa, €CIM BCE PAOOTHUKU OyIyT
BBITIOJHATH YIJIOTHEHHBIN IpaduK paboThI.

B urore 3acenanust ObUIO pPelIEHO MPEACTaBUTH rooBoi oTdeT 3a 200 r. Ha yeThIpe IHSA
paHbllle yCTaHOBJIEHHOro cpoka, T.e. 00.00.200_r. u mpoBecTH aHalW3 rOAOBOTO OTYETa C
LETbI0 BBISIBIICHUS PE3EPBOB, HEOOXOAMMBIX JUIsl YCHEIIHOTO BBINMOJHEHUs IutaHa 3a 200 r.
3acenanue Bena npenceaarens K.M.JIeBamosa, nporokonuposan cekperaps 1.B.XomsakoB.

Cocmagums u oghopmums npuxazpl O JUYHOMY COCHIABY, HEOOXO0UMbBle 6 OAHHBIX
YRPAGNEHUECKUX CUMYAUUAX.



Curyanus 1.

Boimycknuna ¢akynbprera ynpaBieHus Poccuilckoro rocynapcTBEHHOTO T'yMaHHUTapHOIO
yauBepcuteTa JlenncoBa Tarbssna MuxaitnoBHa 20 uios TEKYIIETo Toja MOCTYWIa Ha paboTy
B Poccuiickoe areHTCTBO MEXIyHApOIHOTO cOTpyaHu4ecTBa U pa3Butus (PAMCuP) Benymum
CIELMAIMCTOM YIIpaBJIeHUs JIelaMU. ATE€HTCTBO SIBJIIETCS] TOCYIapCTBEHHON OpraHu3alueil pu
[IpaButensctBe PP u ocymectBiuser HaOOp choyKalmlMX TOJIBKO IO J0OToBopy. JloroBop
noAnucaH OT uMeHu areHtcrBa ero mnpezaceaareneMm [lloxunsim A.H. IlpoexkT npukasza mo
JIMYHOMY COCTaBYy MOJATOTOBJIEH MHCIIEKTOpoM 1o Kajapam ComnoBbeBoit N.I'. 20 urosis u B TOT
e JIeHb 3aBU3MPOBAH HAYAIBHUKOM YyIpaBieHHS KaapoB ApOy3oBeiM IL.H. u ympasisrommm
nenamu MuxeeBsiM B.U. Tlpukas moanucan 21 utons u 00bsiBiaeH JleHHUCOBOM 1O paCIIUCKY.

Curyanus 2.

OxoHomuct BacunbeBa Exarepuna HuxomaeBHa 1 ceHTAOps Tekyliero roga nojaia
sagBneane B OO0 «Jlyu» ¢ mpocs00il mpHUHATH €€ Ha padoTy CIEeHUAIMCTOM (PUHAHCOBOTO
OT/eNa Ha HemoyHbli pabounit nenb. Mucnekrop no kagpam CmupHoBa W.C. oObsicHmIa, 4To
¢upMa HMeeT BO3MOXKHOCTh MPHHATH Ha pabOTy SKOHOMHCTAa, HO Ha OCHOBE CPOYHOTO
TpyAoBoro joroopa. TpynoBoil 1oroBop ObUT 3aKiIIOU€H 5 CEHTAOps U MOANUCAH OT MUMEHH
¢bup™Mbl TeHepanbHBIM upekTopoM MuponoBbiM JI.C. B TOT e neHb ObIT M3/aH MPHKa3 110
JUYHOMY cocTaBy, 3aBu3upoBaHHbIli CmupHoBoi M.C. u 1opuckoHcynsrom XmeneBeiM 1.0O.
[Tpuka3 Ob11 00BsBICH BacunbeBoit E.H. mox pacnucky 6 ceHTsOpsI.

Curyanus 3.
3aBeayromas otaenaoM mnucem raszersl «l'yOepHus» ComoBa AnHa IBanoBHa 15 Mmas
TEKYIIEro rojia 00paTuiiach K TJIaBHOMY peaakTopy YBapoBy A.H. ¢ mpock0oit mpenocTaBuTh e
OTIyCK 0e3 coxpaHeHus 3apaboTHOM miaThl ¢ 16 o 18 mMas mo ceMelHbIM 00CTOSATEILCTBAM.
[Ipoekt mpukaza 00 otmycke OblI OQOpPMIIEH HadyaJbHUKOM OTHeda KaapoB EpmakoBeiM
WN.H. 15 mas, 3aBU3UpOBaH U B TOT )K€ JCHb ITOANNCAH TJIABHBIM PEAKTOPOM.
llepeuenv yacmu KomnemeHyuu, NPoOGePsEMbIX OYEHOUHBIM CPEOCNBOM:
ITK-8 — criocoOHOCTBIO MPUMEHATH HHPOPMALIMOHHO-KOMMYHHUKAI[MOHHBIE TEXHOJIOTUU B
HpO(bGCCHOH&HI;HOfI ACATCIBbHOCTHU C BUACHUEM UX B3aMMOCBSI3€eil H MEPCICKTUB UCIIOJIb30BaAHUA
IIK-15 — ymeHueM BecTH JEJIONPOM3BOJACTBO M JOKYMEHTOOOOPOT B oOpraHax
rocygapcrBeHHoil Biacth  Poccuiickoin @epepanuu, opraHax TIOCYAapCTBEHHOM BIIACTH
cyobekToB Poccuiickoit denepanyy, opraHax MECTHOTO CaMOYIIPaBJIEHUs, TOCYIapCTBEHHBIX U
MYHUIUIIAIBHBIX TPCANPUATHAX U YUPCIKICHUAX, HAYUHBIX U O6p330BaTCJ'II:HI)IX OopraHu3anusix,
MOJUTUYECKUX MapTHsIX, 0OIECTBEHHO-TTOJUTHYECKIX, KOMMEPUYECKMX U HEKOMMEPUECKUX
OpraHu3anuax
Kpumepuu oyenxu:
«YAOBIIETBOPUTEIBHO» - PEKBU3UTHI IOKYMEHTOB IIPEJICTABIECHbI (PparMeHTapHO, C
HapylmeHUsIMUA B 0opopMIIeHUH;
«XOpOILO» - PEKBU3UTHI IOKYMEHTOB IIPEJICTABICHBI YACTUYHO, 0€3 HapyIIeHH B
oopmieHnu, B IpaBUILHOM MOPSIJIKE.
«OTIIUYHO» - PEKBHU3UTHI JOKYMCHTOB NPCACTABJICHBI B IOJITHOM 061)eMe, oe3 HapymeHI/Iﬁ B
oopmieHnH, B IPaBUILHOM MOPSIIKE C COOOACHNEM BCEX HEOOXOMMBIX TPeOOBAaHUIMA.

4.1.5. IlpuMepHBIe TECTOBbIE 32IaHUA 1JIs1 TEKYLIEro KOHTPOJIS

1. Ymo o3nauaem mepmun « 0oKymeHmy»?
A)aprymeHr;
b) Bu3a;
B)neno;



I') mpukas.
2. Om Kaxo2o A3blKa NPOUCXOOUNM MEPMUH «OOKYMEeHm»?
A) HEMEIKOTO;
b) marunckoro;
B) anrmmiickoro;
I') rpeueckoro.
3. Cogoxkynnocms pabom, C643aHHBIX C CO30aHUEM OOKYMEHmMOS, UX pecucmpayuetl,
Kaaccugurayuetl, O8UNCEHUEM, YYEemOM U XPAHEHUEM HA3bIBAIOMCA ...
A) KOppecCIoHIEHITEH;
b) nenonpounsBoactom;
B) noxymenTHpoBaHnuem;
I') noxymeHT0060pOTOM.
4. Kozoa bviniu ymeepaicoenvl ocHosHble npasuia PK?
A)17.08.95;
b) 30.06.92;
B) 12.12.98;
') 12.12.00.
5. OcHosHble QOKYMeHMbL BLINOIHAIOMC, HA Kakom ¢hopmame?
A)A 4 um A 5;
b) A8 umu A 12;
B) A3 unmu A §;
) Al12.
6. Ilpuxas —smo ...
A) pacnopsiIUTENbHBII TOKYMEHT;
b) undopManinoHHbIi TOKYMEHT;
B) cipaBo4HBIN JOKYMEHT;
I') AMuHBI TOKYMEHT.
7. JonscHocmuas uncmpykyust - 3mo
A) pacriopsAUTEIbHBIN TOKYMEHT;
b) undopManinoHHbIN TOKYMEHT;
B) opranu3zainoHHbIi TOKyMEHT
I') nMuHBIA TOKYMEHT.
8. IIpomoxkon — smo ...
A) pacniopsiIUTENbHBIN TOKYMEHT;
b) nuadopmManmoHHbINH JOKYMEHT;
B) cipaBo4HBIN JOKYMEHT;
I') AMuHBI TOKYMEHT.
9. lMucomo — smo ...
A) pacnopsIUTENbHBIN TOKYMEHT;
b) nadopmManmoHHbINA JOKYMEHT;
B) cipaBo4HbIN JOKYMEHT;
I') TMYHBI TOKYMEHT.
10. lImammnoe pacnucanue — 2mo ...
A) pacniopsIUTENbHBIN TOKYMEHT;
b) undopmMannoHHbIi TOKYMEHT;
B) cripaBouHbIil TOKYMEHT;
I') opranu3aiMOHHBIN TOKYMEHT.
11. Iyoauxam — smo ...
A) opurunar;
b) xorms nokymeHra;
B) cripaBo4HBI TOKYMEHT;
I') sx3emmuIsip, BblAaBacMblii B3aMEH YTPAUEHHOT'O TIOKYMEHTA.



12. Pewenue — amo ...
A) pacniopsIUTENbHbIN TOKYMEHT;
b) nadopMannoHHbIN TOKYMEHT;
B) cipaBo4HBIN JOKYMEHT;
I') opranu3aniMOHHBIN JOKYMEHT.

13. Jlosepennocms — amo ...
A) pacTiopsIuTEIbHBIA TOKYMEHT;
b) nundopmarmonHo- cipaBOYHBIH TOKYMEHT;
B) cripaBoYHBIi TOKYMEHT;
I') opranu3aniMOHHBIN JOKYMEHT.

14. UT]] — smo ...
A) pacniopsiIUTENIbHbIN TOKYMEHT;
b) nndopmanmonHo- cipaBOYHbIN TOKYMEHT;
B) cipaBo4HBIN JOKYMEHT;
I') Tn4HBIA TOKYMEHT.

15. KT/[ — smo ...
A) pacriopsUTeIbHbIN TOKYMEHT;
b) unpopmManinoHHO- CrIpaBOYHBIN TOKYMEHT;
B) cnipaBouHbIil TOKyMEHT;
I') nMuHBIA TOKYMEHT.

16. Axm —smo ...
A) pacniopsiIUTENbHBII TOKYMEHT;
b) undopmarmoHHo- cipaBOYHbIN TOKYMEHT;
B) cipaBo4HBIN JOKYMEHT;
I') Tu4HBIA TOKYMEHT.

17. Jloeepennocmo — smo ...
A) pacriopsAUTeIbHBIN TOKYMEHT;
b) undopmManinoHHO- CipaBOYHBIN TOKYMEHT;
B) cripaBouHbIil TOKYMEHT;
I') nMuHBI TOKYMEHT.

18. @axcol u E-mail —omo ...
A) pacnopsiIUTENbHBIN TOKYMEHT;
b) nadopmarmonHo- cipaBOYHbIH TOKYMEHT;
B) cripaBouHBI TOKYMEHT;
I') TMuHBI TOKYMEHT.

19. Uckosoe 3as6nenue — s3mo ...
A) pacriopsUTeIbHbIN TOKYMEHT;
b) undopmarimonHo- cipaBOYHBIH TOKYMEHT;
B) cripaBo4HBI TOKYMEHT;
I') ropuanueckuii JOKyMEHT

20. Dxcnepmu3sy yeHHocmu 0OKYMEHMO8 NPOGOOUM ...
A) komuccus;
b) pykoBoauTens npeanpusTus;
B) paboTHuku Oyxrantepuu;
I') cnenanucTsl.
Koo-kniou npasunvnvix omeemog

Howmep [IpaBuUIBHBIN OTBET Howmep [IpaBunBHBIN OTBET
BOIIpOCa /A, B, C, I, E/ BOTIpOCa /A, B, C, I, E/

1 A 11 r

2 b 12 A

3 b 13 b




4 b 14 r

5 A 15 r

6 A 16 b

7 B 17 b

8 A 18 b

9 b 19 r

10 r 20 A
[1K-8 — criocoOHOCTHIO0 MPUMEHATH UHPOPMALMOHHO-KOMMYHHUKAIIIOHHBIE TEXHOJIOTUU B
npodeCCHOHATBLHOM IeSATEIFHOCTH ¢ BUACHUEM UX B3aMMOCBSI3€H M EPCIEKTHB UCIIOIB30BAHUS
[IK-15 — yMmeHHEeM BECTH JEIONPOU3BOJACTBO U JIOKYMEHTOOOOPOT B OpraHax

rocyfgapcrBeHHo Biactu Poccuiickonn @epepanuu, opraHax IOCYZapCTBEHHOM BJIACTH
cyonexToB Poccuiickoit denepannu, opranax MECTHOTO CaMOYIPaBIEHUS, TOCYJapCTBEHHbBIX U
MYHUIUIIATBHBIX MPEANPUITHSIX U YIPEKICHUAX, HAYUHBIX U 00pa30BaTEIbHBIX OpPraHU3aIusX,
MOJIUTUYECKUX MapTUSAX, OOIIECTBEHHO-TIOJIUTUYECKUX, KOMMEPUYECKUX U HEKOMMEPUYECKUX
OpraHu3aIMsIX
Kpumepuu oyenxu:
«y00871emBopuUmMelbHO» - €CIIN CTYIEHT OTBEYAeT NpaBMWiIbHO Ha 50% TECTOBBIX 3ajaHU
«XOopouwioy - €Clli CTYACHT OTBeuaeT npaBuibHO OT 51 10 90 % TecToBBIX 3aaHUi
«OMAUYHOY - €CIIA CTYACHT OoTBeuaeT mpaBuibHO OT 91 10 100 % TecTtoBbIX 3amanuit

4.2 DoHJ OLIEHOYHBIX CpEeaACTB 1Jisl IPOBEACHUA l'lpOMe)KyTO'{HOﬁ aTrrecranmu.

CoNoOARWNE

10.

Bonpoce! /1 TOATOTOBKU K 3K3aMEHY
HcTopus ¥ TpaaAuLIMKA POCCUICKOTO JEI0NPOU3BOICTBA.
HopmatuBHo-MeToqMuecKkas 6a3a COBPEMEHHOTO JIeNIONPOU3BOICTBA.
Knaccugukarus 1e10BbIX T0KyMEHTOB.
Cranjaptuzanys ynpaBieHYeCKUX JOKYMEHTOB.
Knaccugukaropsl TEXHUKO-9KOHOMHYECKOM U COIMabHON HH(DOPMAIUH.
[Tonsite 06 OP/I, cocTaB 1 cXxeMbl pacronoKeHHs] pEKBU3UTOB.
bnaHkn JOKYMEHTOB U UX BUJBIL.
OdopmineHne pekBU3UTOB OpraHU3aMOHHO-PACIIOPAIUTENbHBIX JOKYMEHTOB.
3asiBIICHHUE.
CrpaBouHO-UH(OpPMALIMOHHBIE U CHPABOYHO-aHAIUTUYECKUE JIOKYMEHTBI

OcobenHoctu 0(hOpMIIEHHUS aKTOB.

11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.

Pa3HOBUIHOCTH JI€JOBBIX TTUCEM.

Odopmnenue (axcos.

Odopmrnenue Teaerpamm.

HopmartuBHas 1 HOpMaTUBHO-CIIPABOYHAS TOKYMEHTAIIHSL.
[TnanoBas kaapoBas JOKYMEHTAITHSI.
Opraan3annoHHO-TIPaBOBas JOKYMEHTAIIHS.
[lepconanbHast JOKYMEHTALIUS.

Odopmnenue nuuHOTO AETA.

Pe3roMe kak HOBBIN BUJI JOKYMEHTA.
CocraBrieHne JOKYMEHTOB JIMYHOTO XapaKTepa.
TpebGoBaHMsI K CTPYKTYpe TEKCTa JOKYMEHTA.
TpeboBanus k 0popMIIEHHUIO TEKCTA TOKYMEHTA.
Odopmnenue Tadbuil.

SI3BIK ¥ CTUITB CITYEOHOTO JTOKYMEHTA.
JIoKyMeHTOOOO0POT U AOKYMEHTOMOTOKH.
Oramnbl 00pabOTKH JOKYMEHTOB.
CucremaTu3anus 1€JI0BbIX JOKYMEHTOB.
Homenknarypa aen.



29. dopmupoBaHue JIeI.

30. IToaroroBka HOKYMEHTOB K MOCIIEAYIONIEMY XPAHEHUIO U UCIIOIb30BAHUIO.

31. OO6s3aHHOCTH CEKpeTapsl.

32. OyHKIUU KaHIEISAPUH.

33. 3amurta KOHPUACHIMATHHOU HHPOPMAIIUH.

34. Vcnonp30BaHUE COBPEMEHHBIX KOMITBIOTEPHBIX TEXHOJIOTHH B IOKYMEHTO000pOTE
YUPEXKACHUM, PEATPUATHI, OpraHU3aLIHi.

Oo6pa3zen 0usteTa

OI'bBOY BO «KybaHCKHi TOCY1apCTBEHHBI YHHBEPCUTETY
Kadenpa rocygapcTBeHHOM MOIUTUKH U TOCYTAPCTBEHHOTO YIIPaBICHUS
Hanpagnenue «I'ocynapcTBeHHOE M MYHUIIUNIAJIbHOE YIIPABJIEHUE)
2017-2018 yu. rox

Jucnumimza «OCHOBBI A€TONPOU3BOACTBA U
JIOKYMEHTO000POTa»
3K3AMEHALIMOHHBIM BUJIET Ne 1

1. Tlonsarue 06 OPJI, cocTaB u CXeMBI PaCIIOIOKCHHS PCKBU3HUTOB.
2.  TpeGoBaHHs K CTPYKTYpE TEKCTa JOKYMEHTA.

3aBenyronuii kageapoit roc. HOTUTHUKU
U I'OC. YIIpaBJICHUS, 1.11.H., IOL. N.B. MupomHn4eHko

Kpumepuu oyenxu:

«yJIOBJIETBOPUTEIBLHO» - CTYAEHT UMeeT (pparMeHTapHbIe MPEICTABICHHUS O COAEpKaHUU
BOIIPOCOB, YACTUYHO OCBOMJI MIOHSATHHHO-KATErOpHUAIbHBIN anmnapar;,

«XOpOUIO» - CTYJIEHT JEeMOHCTPUpPYET OOIMe 3HaHUS MO COAEPKaHUU BOIPOCOB, YMEET
YCTaHABJIMBATH CBSI3U MEXAY TEOPETHUECKUMH MMOHATUSIMHI U SMITUPHUUECKUMHE (pakTamu;

COTJIMYHOY - CTYJICHT JEMOHCTPUPYET CUCTEMHbBIE 3HAHUSI O COJIEPKAHUHU BOIIPOCOB, YMEET
YCTQHABJIMBATh CBSI3W MEXIY TEOPETUYECKHUMH TMOHITUSMH M OSMIUPUYECKUMHU (haKTamH,
bopmynMpyeT aHaTUTHYECKHE 00OOIIEHUS U BHIBOIBI.

OneHouHbIE CcpelncTBa Il WHBAIAJOB W JIMI C OTPAaHUYECHHBIMH BO3MOXXHOCTSIMU
3JI0pOBbsI BEIOUPAIOTCS C YUETOM UX MHAWBUAYAIbHBIX ICUXO()U3NYECKHX OCOOCHHOCTEH.

— TIpY HEOOXOIMMOCTH MHBAJIHIAM | JIUIIAM C OTPAHUYCHHBIMUA BO3MOYKHOCTSIMH 3/I0POBBSI
IIPEOCTABIIAETCS TOTIOJIHUTEILHOE BpeMs JJIs OATOTOBKU OTBETA Ha 3K3aMEHE;

— TIpH TIPOBEACHUU TPOIETYPHl OIICHUBAHUS PE3yNIbTATOB OOYUEHHsI HHBAJHMIOB U JIUII C
OrpaHUYEHHBIMU BO3MOXKHOCTSIMU 3/I0POBbsI IPETyCMaTPUBAETCS MCIIOJIb30BAaHHE TEXHUYECKUX
CpeACTB, HEOOXOUMBIX UM B CBSI3U C X WHIAWBUIYATEHBIMA OCOOCHHOCTSIMH;

— TIpY HEOOXOTUMOCTH TSI 00yUJAIOIIUXCSI ¢ OTPAaHUYEHHBIMU BO3MOKHOCTSIMU 3JI0OPOBBS U
WHBAIMIOB TMPOIEAypa OIICHWBAaHUS pE3yNbTaToB OOyUYeHHs] 1O JWCHUIUIMHE MOXET
MIPOBOJIUTHCS B HECKOJIBKO HTAIOB.

[Mporierypa omeHWBaHUS PE3yJIbTaTOB OOYUEHHS WHBAIHMIOB U JIUI C OTPAaHMYCHHBIMH
BO3MOKHOCTSIMH  3/I0pPOBbsSI 110 JIUCHMIIMHE (MOAYINIO) TMpeaycMaTpHBaeT MpeaoCTaBlIeHHE
uHpopManmu B (opMax, amanTUPOBAaHHBIX K OrPAaHUYEHHUSM WX 3J0POBbS WM BOCTPHUSTHS
uHpOpMaInu:

JUist U1 ¢ HapyIIEHUSIMH 3PSHHS:

— B I1e4aTHOM (hopMe yBEIMYEHHBIM HIPUPTOM,

— B (hopMe FIIEKTPOHHOTO TOKYMEHTA.

JUist U1 ¢ HapyIIEHUSIMU CITyXa:

— B IIeYaTHOU opme,

— B (popMe 3IIEKTPOHHOTO TIOKYMEHTA.

Jnst I ¢ HapyIIeHNUsIMH OTIOPHO-/IBUTATENIFHOTO anmapara:

— B 1e4atHoi opme,

— B (popMe 3IIEKTPOHHOTO TOKYMEHTA.



JlaHHBIN TepeYeHb MOXKET ObITh KOHKPETH3MPOBAaH B 3aBUCHMOCTH OT KOHTHHICHTA
00yJaromuxcs.

4.2.1. IlpumepHas TeMaTHKa pedepaToB:

JIOKyMEHTUPOBAHKE TPYAOBBIX OTHOLICHUM.

Opranu3annoHHbIE TOKYMEHTBHI.

VYnpaBneHue JOKYMEHTaUEH.

dopMHUpOBaHUE TOKYMEHTOB J€JIa.

[ToaroroBka u nepegaya 7€l B apXuB.

KOHTpOIb HCIIONHEHUS JOKYMEHTOB.

CekpeTHbI€ JOKYMEHTBHI.

OcHOBBI 0PUCHOM JOKYMEHTAMOHHON PabOThI U JEJIONPOU3BO/ICTBA.

© ONok~wWDE

HpO6JI€MI)I oprann3aly apXUBHOT'O XpaHCHHUA SJICKTPOHHBIX TOKYMCHTOB.

[EEN
e

HopmaruBHas 6a3a 1e1onpou3Bo/CTBa.

. JIOKyMEHTBI IOPHINYECKOT0 XapaKTepa.

PacnopsinuTensHbie TOKyMEHTHI.

Hcropuueckue acrekTsl A€I0MIPOU3BOICTBA.
WNudopmannoHHO-CIIpaBOYHAST JOKYMEHTAIHS.

JIOKyMEHTBI U UX o(opMIIeHHE.

Cayx6a 10OY: uenu u 3aauu ASITEIbHOCTA B COBPEMEHHBIX YCIOBHSIX.
Opranu3anus Ae10IpOr3BOJICTBA.

CnyxeOHbIe TUChMA.

Heno B nenonpousBojacTse. Homenknarypa nein.

[TpuHIMIIBI OpraHU3aAMH JTMYHOTO TIpUeMa TpakIaH ¢ OOpaIeHUsIMHU.

21. XpaHeHHe JOKYMEHTOB B 3JEKTpOHHOH (opme. [loHATHE 3/IEKTPOHHOIO JTOKYMEHTA,
ero mpeumymiectBa W HemocTatku. OOecriedyeHne COXPaHHOCTH JOKYMEHTOB B DJIEKTPOHHOM
dopme.

22. AnHanmu3 pbIHKa aBTOMAaTU3WPOBAHHBIX CUCTEM JIEITIONPOU3BO/ICTBA.

23. TIpobGnema aBTOMaTH3aIMU JAETONPOU3BOICTBA

24. DNEeKTpOHHOE MPABUTEIBCTBO.

TpebdoBanus k opopmiieHuIo pedepara:

PedepatuBHoe coobmienne numercs Ha Juctax ¢popmara A4. TekcT U Apyrue 3JIE€MEHTHI
pedepara MOryT OBITH HalledyaTaHbl HA KOMIBIOTEPE WIIM BBIMOJHEHBI PYKOIHCHBIM CIIOCOOOM.
O06wem pedepara gomkeH cocTaBisaTh 10-12 MammHONMUCHBIX WM 12-16 pyKONUCHBIX JIMCTOB.
[Ipu pacmonoXeHWu TEeKCTa Ha JIMCTE OJDKHBI OBITh BBIAEpXaHbI moiisi: cieBa-30, crpaa-10,
cBepxy-15, canzy-20 MM.

Yka3bIBaeTcsl TUTYIBHBIN JIUCT, TUIaH, BBeeHUE (IIETN U 339, aKTyalbHOCTbh), OCHOBHAS
YacTh, 3aKJIOYEHHE, CIHCOK HCIOIb30BaHHONW JuTeparypel. OCHOBHas 4YacTh JOJDKHA
MOJIHOCTBIO PAaCKPBIBATh TEMY pedepara.

JIuteparypa: [l packpbITusi cofep KaHusl BBIOpAaHHON TeMbl PEKOMEH1YeTCs UCTIOIb30BaTh
T00bIe y4eOHO-METOANYECKHE TTOCOOHS, N3IaHMs TIEPUOTUICCKON TIeUaTH.

O T e e e g e =l ol
Ccooo~Nok~wdE

S. IlepeyeHb OCHOBHOH W JONMOJHHMTEJILHOH y4eOHOH JHMTEPaTypbl, HEOOXOAUMOI
JJISL OCBOEHMSI AMCUUIJIMHBI (MOAYJIs1).

5.1 OcHoBHas JiuTEpaTypa:

1. Kysuenos, U. H. JlokymeHTanmmonHoe obOecrnieueHne ympasiaeHus. J[OKyMeHTOOOO0poT
U JICTIOTIPOU3BOJICTBO [DNEKTPOHHBI  pecypc]: Yy4eOHMK ¥ TPaKTHKyM Al [PUKIAJTHOTO
OakanmaBpuata / KysnmenoB U. H. - 3-e usn., mepepab. u gom. - M. : IOpaiit, 2018. - 461 c. -
https://biblio-online.ru/book/7873BF4B-A3F7-44E2-8ECO0-1E3D6392702A

2. Kyzuenos, 1. H. [lenonpousBoactBo [DneKTpoHHBIN pecypc| : ydyeOHoe mocodue /
Ky3uenos U. H. - M. : lamkos u K°, 2014. - 460 c. - https://e.lanbook.com/book/50237#authors

0) 10MOJTHUTEJIbHAS JIUTEepaTypa:

1. T'poszoga, O. C. [enonpou3BoACTBO [ DIEKTPOHHBIN pecypc]: yueOHOe Tocooue st
akagemudeckoro 6akagaspuata / O.C. I'po3oBa. - Mocksa : FOpaiit, 2017. - 124 c. - https://biblio-



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

online.ru/book/5F1C27F2-251B-4B74-BE78-AC06A5D30956

2. Kyznenos, U.H. [lenonpousBoactso [Tekcr]: yaeOHo-cripaBounoe mocobue / 1.H.
Ky3znenos. - 6-¢ u3z., nepepad. u gor. - Mocksa: [lamkos u K°, 2014. - 459 c. - bubauorp.: c. 359-
363. - ISBN 9785394019814: 235.61

3. KyzsHnenos, N.H. JlokyMeHTalmoHHOE obecrieueHne yIpaBJICHUS
u nenonpon3BoAcTBO [Teker]: ydeOHMK nis  OakanaBpoB: Y4YEOHHK JJsl CTYIEHTOB BY3OB,
oOyyJaronuxcst 1Mo sKoHoMu4eckuM crenranbHocTsM / M. H. Ky3nernoB. - Mocksa: Opaiirt, 2014. -
576 c. - (bakanaBp. bazoBelii kypc). - bubmuorp.: c. 444-452. - ISBN 9785991636063. - ISBN
9785969215177: 571.01

B) JJIEKTPOHHbIE Y4eOHuKHN U UHTepHeT-pecypceh:

DJIeKTPOHHbIE Y4eOHUKU:

1. Awnomuna H. H. [lenoBoe muchbMO: METOIMKA COCTABJICHHSI U TIpaBmiia oopMiIcHHS 4-¢
u31., uchp. u goim. - Mocksa: Omera-JI, 2010. - 96 ¢. http://www.biblioclub.ru/book/54623/

2. bapuxun A. Bb. [lemompousBoAcTBO M JOKyMEeHTOOO0OpOoT MockBa: KHWXHBIA Mup,
2012. - 416 c. http://www.biblioclub.ru/book/89671/

3. Kynses H. H. Vpano . H. ®abpuuno A. I'. JlokymeHToBeneHue. YUeOHUK.
Mocksa: Jloroc, 2011. - 178 c. http://www.biblioclub.ru/book/84880/

4. OpraHm3anysi ¥ TEXHOJIOTHS JOKYMEHTAI[MOHHOTO OOCCIICUCHUS]  YIPABIICHUS:
KoHcneKT nekuuii. [Tensa: 6. u., 2011. - 95 c. http://www.biblioclub.ru/book/39371/

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

6. TunoBas  HWHCTPYKIHMS IO  JICJIONPOM3BOJCTBY B  (elaepanbHBIX  OpraHax
UCHOMHUTENbHOM BracTu. HoBocubupck: Cubupckoe yHHUBEpCUTETCKOE M3aaTenbeTBo, 2008. -
80 c. http://www.biblioclub.ru/book/57402/

6. Ilepeuyenbr  pecypcoB  HHPOPMALNNOHHO-TEJEKOMMYHHUKAIMOHHONH  ceTH
«HHTEepHEeT», HEOOXOAMMBIX /ISl OCBOCHHS THCIUIIIHHBI (MOAYJIST).
— www.delpro.narod.ru - Jleaomnpou3BoacTBo+.
—  www.termika.ru — DHIUKIIOE U ICIOTPOU3BO/ICTBA.
— www.directum.ru - DIeKTpOHHOE JIEIOMPOU3BOICTBO M KAHIIEISIPHUS

7. Meroauyeckue yKa3zaHUsl [Jisl OOYYAIOIIMXCS IO OCBOGHHI) JUCIHUILIUHBI
(Monay.Jisi).

JIeKIMOHHOE 3aHATHE TPEACTaBIsET COOOM CHUCTEMAaTHUYeCKOe, IOCIeA0BaTeNbHOE,
MOHOJIOTHYECKOE HM3JI0KEHHUE TMPEeroaBaTeIeM-JICKTOPOM yueOHOTO Marepuaia, Kak MpPaBHIIO,
TEOPETUYECKOT0 XapakTepa. Takoe 3aHATHE TMPEACTaBIseT Cco00l dJIEeMEHT TEeXHOJIOTUH
MPEACTABICHUST y4eOHOro Marepuaja TyTeM JIOTUYECKH CTPOWHOTO, CHCTEMAaTHYeCKH
MOCJIEIOBATEILHOTO W SCHOTO  M3JI0KEHHUS C  HCIOJb30BAaHUEM  HHTEPAKTHUBHBIX

00pa3oBaTeNbHBIX  TEXHOJOTHH (MyITbTUMEIMAHBIX,  JIEKIUH-TUCKYCCHUH,  JICKI[UH-
JI€MOHCTpAIINN).
Ilenp nekuum — OpraHu3alys IIEJCHANPABICHHOW IO3HABATEIBHON JESTEIbHOCTH

o0yJaroImuxcs MO OBJAJEHUIO MPOrpPaMMHBIM MaTepHalioM y4yeOHOW AMCUUIUIMHBL UYUTeHue
Kypca JEeKIWH TO3BOJIIET JaTh CBSI3aHHOE, IOCIIEAOBATENFHOE H3JIOKEHHE Marepuaia B
COOTBETCTBUH C HOBEHIIMMH JAaHHBIMU HayKH, COOOIIUTH CIIYIIATENIIM OCHOBHOE COJIEp)KaHHe
mpeaMeTa B IeJIOCTHOM, CHCTEMAaTU3UPOBaHHOM BHUJIE.

3amaun JIEKIUU 3aKII0YaloTcs B o0OecreyeHHH (OPMHUPOBAHUS CHUCTEMbl 3HAHUI MO
y4eOHOH IUCHHMIUIMHE, B YMEHHW apryMEHTHUPOBAHO W3JaraTb HAaydHBId Marepuaji, B
(dbopmMHupoBaHUN NMPO(PECCHOHATBHOTO KPYyro3opa W OO0IeH KylIbTypbl, B OTPaXXEHHUU eIlle He
MOJYYUBIINX OCBEIICHUS B Y4eOHOH JIUTEpaType HOBBIX JOCTIDKEHHH HAyKH, B ONTUMH3ALUH
apyrux (GopMm opranuzanuu yueOHoro mporecca.

[IpakTuyeckue 3aHATHS — SABISIOTCA (POPMOM yueOHOH ayTuTOpHOI padoThl, B pamKax
KOTOpOi (hOpMHPYIOTCS, 3aKPEIUIIOTCS WM IMPECTABISIOTCS aCHUpaHTAaMH 3HAHUS, YMEHUS U
HaBBIKHM, MHTETPUPYIOIINE PE3yIbTaThl OCBOCHUS KOMIIETCHLUH Kak B JIEKHMOHHOM (opmare,
TaK B Pa3NUUHBIX (OpPMax CaMOCTOSTENbHOH paboThl. K KakmoMy 3aHATHIO MperojaBaTeneM


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

(bopMyIMpYIOTCS IPAaKTUYECKUE 3a/1aHus, TPeOOBaHUS U METOIMYECKNE PEKOMEHJAlUU K UX
BBINOJIHEHUIO, KOTOPBIE MPEICTABIISAIOTCS B (POHIE OLIEHOUHBIX CPEJICTB YUEOHON AUCIUTITUHBI.

Kontpons camocTosTenbHONH palGOThL: JUIsl CTYIEHTOB JHEBHOHM M 3a04HOM (hOpMBI
o0ydeHUsT — TEKYIIMH KOHTPOJIb OCYIIECTBISETCS B COOTBETCTBHE C IMPOTPAMMON 3aHSATHIA
(e’keHeeNbHO Al CTYIEHTOB OYHOM (hopMbl OOy4deHMs; IO ceMecTpaM — JUlsl CTYACHTOB
3204HOM (OpPMBI OOyUEHUS); TPOMEXKYTOUYHBI KOHTPOJb MO UTOraM OCBOCHUS JUCHUIUIMHEI
ocylecTBisieTcs B (QopMe pPEHTHHNOBOM cuCTeMbl OleHOK. OmnucaHue 3ajaHuil  Juisd
CaMOCTOSITENIbHOW Pa0OThI CTYACHTOB M TPEOOBAaHWMH IO MX BBHINOJHEHHIO BBIAAIOTCS
[IPernojiaBaTesieM B COOTBETCTBUM C Pa3pabOTaHHBIM (OHIOM OLIEHOYHBIX CPEACTB 10
JUCLUIIIIMHE aHTUKOPPYIILIMOHHAS ITOJIUTHKA.

CamocrosarenbHass paboTa CTYJEHTOB MO JaHHOMY Y4eOHOMY Kypcy IMpeanojaraer
IIOATAIIHYIO IIOATOTOBKY I10 KaKJIOMY pa3ziely B paMKaxX COOTBETCTBYIOILUX 3aJaHUMN:

IlepBbIif 3Tam camMOCTOATENBHOM pPabOThl CTYIAEHTOB BKIIOYAeT B ceOs TINATEIBHOE
HU3y4EHUE TEOPETUYECKOr0 MaTepraja Ha OCHOBE JIEKIMOHHBIX MaTEpHAJIOB IIPENOAABaTEIs,
PEKOMEHIYEMBIX  pa3[eJIOB  OCHOBHOM M  JIONOJHUTEIBHOW JIMTEPATyphl, MaTepHaJIOB
NEePUOJUYECKUX  HAy4YHBIX  M3JaHUN, HEOOXOAMMBIX  JUIsl  OBJAJEHUS  IOHATUHHO-
KaTeropuaibHbIM annapatoM U GOpMHUPOBAHUS MPEICTABICHUNA O KOMIUIEKCE aHATUTHYECKOTO
MHCTPYMEHTapusi, UCHOJIb3YEMOI0 KaK B paMKax JaHHOM OTpaciu 3HaHUS, TaK U MyOIMYHOMI
IIPaKTHUKE;

Ha BTOpOM 3Tame Ha ocHOBEe c(hOPMUPOBAHHBIX 3HAHWN U TPEACTABICHUIN IO JAaHHOMY
pa3zfeny CTYICHTbI BBIIOJHSIOT NPAKTUYECKHUE 3aJaHMs, HAalleJIeHHble Ha  (OpMHUpOBaHUE
YMEHUH W HaBBIKOB B paMKax 3asiBJICHHOM KoMIleTeHIMH. Ha naHHOM »3Tame CTyAeHThI
OCYILIECTBIISAIOT CaMOCTOSTENIBHBIN IOUCK SMIIMPUYECKUX MAaTEpUAIOB B paMKax KOHKPETHOIO
3aJaHns, OOOOIIAIOT M aHAIM3HPYIOT COOpAaHHBIA MaTepuan IO CXeMe, PEeKOMEHIOBAHHOU
npenojasaTeneM,  (QOPMYJIHUPYIOT  BBIBOJbI, TOTOBST  INPAKTHUYECKUE  PEKOMEHJAIUH,
Mpe3eHTallMOHHbIE MaTepUaIbl 1) MyOJINYHOTO UX MPEICTABICHUS U 00CYKICHHUS.

Kpurepun oueHku 3ajaHuii B paMKax CaMOCTOSATEIbHOW pabOThl CTYAEHTOB
(dbopMynupyroTCs MpenojaBaTesieM B (POHIE OIIEHOYHBIX CPECTB.

B ocBoeHun AMCHUIUIMHBI MHBAIUAAMHU U JULAMU C OIPAHUYEHHBIMU BO3MOXKHOCTIMH
310pOBbsl OOJIBIIOE 3HAYEHHE HMEET HWHAMBHyalibHas y4yeOHas pabora (KOHCYJIbTallUU) —
JIONIOJTHUTEIBHOE pa3bsICHEHUE YUeOHOTro MaTepuania.

WunuBuayanbHble KOHCYJIbTAIMM IO TMPEAMETY SBISIOTCS BaXXHBIM  (DaKTOpOM,
CIOCOOCTBYIOIIMM MHJUBUAYATU3aUN O0yUeHHsI U YCTAaHOBJIEHUIO BOCIIMTATEILHOTO KOHTAKTa
MEXay I[pernojaBaTeieM U O0y4arollMMCs WHBAIMJIOM WJIM JIMIOM C OrPaHWUYEHHBIMU
BO3MOKHOCTSIMHU 3/10POBBSI.

8. IlepeuyeHb MH(POPMALHOHHBIX TEXHOJIOTHI, HCIOJIb3yeMbIX NPH OCYLIECTBJICHHH
00pa30BaTeJbLHOIO NPoOLEcca Mo AMCHUIINHE (MOYJIIO0).

8.1 llepeyenb HH(POPMALMOHHBIX TEXHOJIOTHIA.

Hcnonp3oBaHne MyIbTUMEIUIHBIX TPE3CHTAUI MpernojaBaTesieM B JIEKIIMOHHOM
¢dopmare U pHu NOATOTOBKE 33AaHUMN JUISl MPAKTUYECKUX 3aHATUN CTYJIEHTaMH, UCIOJIb30BaHHE
WHTEepHET-TEXHOJOTHIA MU TOATOTOBKE CTYIEHTaMH BeO-Kpyn3a, OOIIeHHe ¢ TpernoaBaTeieM
10 AJIEKTPOHHOH MOYTe.

8.2 IlepeueHb HEOOXOAMMOT0 MPOrPAMMHOI0 00ecTeYeHusl.

JU1s HOATOTOBKU M IEMOHCTpPALIMHU MPE3EHTALMOHHBIX MAaTE€PUaIOB MCIOIb3YeTCs MaKeT
nporpamma PowerPoint Microsoft Office, OC Microsoft Windows 10 Berxomom B HTEpHET.

8.3 lepeuenb HHPOPMAIMOHHBIX CIPABOYHBIX CHCTEM:

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

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

9. MarepuajbHO-TeXHHYeCKast 0a3a, HeoOXoauMMasi JI  OCYILIEeCTBJICHUS
00pa30BaTeJbLHOI0 NPoLecca No IMCHUILINHE (MOYJII0).

MaTepI/IaJ'IBHO-TeXHI/I‘ICCKOC obecneyeHne JUCLHMITIIMHBI

Ne Bun pabor
(MOyJIsT) U OCHAIIICHHOCTH



http://www.consultant.ru/

JIeKIIMOHHEBIE 3aHATH JleknmoHHasi aynuTOpHUs, OCHAILEHHAs MPE3eHTAlMOHHOU
TEXHUKOU u COOTBETCTBYIOIIUM IPOrpaMMHBIM
obecrnieueHreM

Cemunapckue 3ansatust | CrienuanbHOE MOMEIEHHE, OCHAIIIEHHOE MTPE3eHTAllMOHHOMN
TEXHUKOU U COOTBETCTBYIOIIUM IPOrpPaMMHBIM
obecrnieueHreM

I'pynnoseie Kabuner, ocHameHHbII MeOebIo M pabounMH CTAaHIHSIMU C

(MHAMBUYaTIbHBIC) noctynom B UHTepHeT

KOHCYJIbTAIIU

Tekymuii  KOHTPOJIb, | AyAUTOPHS, OCHAIIICHHAS IPE3CHTAIMOHHON TEXHUKON 1

MIPOMEKYTOUHAS COOTBETCTBYIOIIUM IIPOTPAMMHBIM 00€CTICYCHIEM

aTTecranus

CamocrosiTenbHas Kabuner nnsi caMoCTOSITENIbBHOW — pabOThI, OCHAIEHHBIN

pabora KOMITBIOTEPHOU TEXHHUKOW C BO3MOKHOCTBIO TMOJKIIOYEHHS K

cetu «/HTEpHET», NPOrpaMMON HKPAaHHOI'O YBEIWYEHHS H
00€eCIeYeHHbIH JOCTYIIOM B JIEKTPOHHYI0 MH()OPMALMOHHO-
00pa30BaTENbHYIO CPEAY YHUBEPCUTETA.




