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1 Heau u 321244 M3y4YeHUs1 TUCHMILINHBI (MOIYJIs1).

1.1 Ileab ocBOEHUS TUCIUILIAHDI.

IenssMu ocBoeHMs OUCHMIUIMHBI «OCHOBBI  JENONPOM3BOJACTBA U JOKYMEHTOOOOPOTa»
SBIISIIOTCS. IPUOOPETEHNE CTYIEHTAMU TEOPETUYECKUX 3HAHUH B 00JAaCTH JOKYMEHTAIIHOHHOTO
o0ecrieyeHuss yNpaBlIE€HUs, O3HAKOMIIEHHE C BHJAMHU JIOKYMEHTOB, HCIOJIb3yEMbIMU B
NESATEIbHOCTH OpraHM3alliii M OpraHoB BIIACTH, IIOJIYYEHHE IPAKTUYECKUX HABBIKOB IIO
CO3JIaHUI0 U 00PabOTKE ITUX JOKYMEHTOB.

1.2 3apauu u3yyeHust TUCIUNTHHBI:

— cdopmHpoBaTh  YETKOE  MPEACTaBICHHE O  HEOOXOAMMOCTH U DPOJHU
JOKYMEHTUPOBAHUS B JESITEIHOCTH OPraHOB BJIACTH, IPEANIPUATHH, YUPEKIECHUI;

— O3HaKOMHUTb C OCHOBaMH JI€JIOIPOM3BOJACTBA M JOKYMEHTOOOOpOTa B OpraHax
rocynapcrBeHHord Biactu Poccuiickoii ®@enepanuu, opraHax TOCYJapCTBEHHOM BJIacTH
cyobexToB Poccuiickoit denepannu; opraHax MECTHOIO CaMOYIIPABJIEHUS, TOCYJapCTBEHHbIX U
MYHHMLMIIAJIBHBIX OPraHU3alUAX, NPEANPUATHAX U YYPEXKICHUAX, IMOJUTUYECKUX IMapTUsX,
OOIIECTBEHHO-TIOJINTUYECKUX U HEKOMMEPYECKUX OpPTraHU3aIlHsIX;

— O3HAaKOMHUTb C OCOOCHHOCTSMH 3aIUTHI CIY)KEOHOH ¥ KOH(UACHIUAILHOU
uHpopManuu, o0ecreyeHnus OTKPHITOrO JOCTyNa IpaKAaH K MH(OpPMaluu B COOTBETCTBUM C
II0JIOKEHUSIMH 3aKOHOATEIIbCTBA,

— HAY4YMTh OPUEHTUPOBATHCS B CUTYalUAX, TPEOYIOLIIUX U3aHUS COOTBETCTBYIOLINX
JIOKYMEHTOB.

1.3 MecTo AUCHMIJIMHBI B CTPYKTYpPe OCHOBHOI 00pa30BaTe/IbHON NPOrpaMMbl

JucuummbHa «OCHOBBI  JENONPOM3BOJACTBA M JOKYMEHTOOOOpPOTa» OTHOCUTCS K
BapuatuBHOW vactu binoka 1 «/Jucuuruuael (Moxynu)» (b1.5.25) y4ye6Horo miana mpoduis
«["ocynapcTBeHHass MOJUTUKA W MYOJIMYHOE YIPABICHHE» OPUEHTHUPOBAHA IPH HOJArOTOBKE
OakajaBpOB Ha U3YYCHUE TEOPETHUECKUX 3HAHUI B 00JIaCTH JOKYMEHTAIIMOHHOTO 00ecreueHus
YIPaBICHUS, O3HAKOMJIEHME C BHUJAMHU JOKYMEHTOB, WCIOJB3YEMBIMH B JESITEIBHOCTH
OpraHM3alil 1 OPraHoB BJIACTH, MTOJIyY€HHE TPAKTUUYECKUX HABBIKOB MO CO3JaHUIO U 00paboTKe
9TUX JOKYMEHTOB. JIMCIMIUINHA HAXOAWUTCA B JIOTMYECKONM M COAEPKATEIbHO-METOANYECKON
B3auMOCBs3H ¢ aApyrumu yactsimu OOII u 6a3upyeTcst Ha 3HAHUSAX, OTYYEHHBIX MIPU U3YYEHUU
TUCLUUIUIMH ~ OOLIEHayyHOro M  NPOQECCHOHATbHOIO IUKJIA, Takux Kak: «OCHOBBI
roCy/IapCTBEHHOI'O0 M MYHMIIMIIAJIBHOIO YIpaBlieHUs», «BBeaenue B crenuanbHOcTh». Habop
BXOJAIIMX 3HAHWM M YMEHMH, COCTOSALIMX B MOHUMAHUM HOPUINYECKOW CUJIBI JOKYMEHTOB,
SKOHOMMYECKHUX AacCleKTOB OpraHu3allid JeJONpPOU3BOACTBEHHBIX CIYXK0, crneunpuxu
OyXrajaTepcKoil, OTYETHO-CTATUCTHUECKON, (PMHAHCOBOI JOKYMEHTAIMH, POJU KOMIBIOTEPHBIX
TEXHOJIOTUI B paboTe ¢ JOKYMEHTaMH O00eCHeunBaloT TpeOyemblid (QyHAAMEHT Uil U3y4YEHHS
IUCUUIUIMHBL «OCHOBBI JICNIONPOMU3BOJICTBA M JIOKYMEHTOOOOpoTa». [lomyueHHble B mporecce
oOyueHusi 3HAHUS MOTYT OBITh HCIOJI30BAHBI MPH HU3YYEHUH TaKUX JTUCHUIUIMH, Kak:
«AIMMHUCTpAaTHUBHBIE TPAaKTUKK B  CUCTeMe MyOiIuyHOro  ympaBieHus», «OCHOBBI
MapaMeHTCKOM KyJIbTYphl», « ITUKA FOCY/IapCTBEHHOW U MYHULIUTIATBHON CITYKOBD».

1.4 TlepeuyeHb NJIAHUPYEMBIX Pe3yJILTATOB 00yUYeHHUS 10 AUCHUILUIMHE (MOY.JI10),
COOTHECEHHBIX C IVIAHNPYEeMbIMH Pe3yJIbTATAMH 0CBOEHHUS 00pa30BaTe/JLHOM NPOrpaMMBbl.

W3yuenue 1aHHOM yueOHOHN TUCIMITIIMHBI HAIIPaBIeHO Ha (POPMHUPOBAHUE Y 00YUAIOLINXCS

obwenpogeccuonanvrou xomrerenuu OITK-4, T1IK-8, ITIK-15

Ne Nunexc Conepxanue B pesynbprare nzydenus: yueOHON AUCIIUTUTMHBI
n.1;. KOMIIET | KOMIETeHIUH (W e€ 00y4Jarouecs JOIKHbI
SHIINU YacTH) 3HaTh yMeThb BJIa/IeTh

1. OIIK-4 | cnocoGHOCTBIO MHCTUTYLIMOHA | pa3pabarbiBaTh | HaBBIKAMU
OCYILECTBIIAT JIbHBIC OCHOBBI | OLICHMBATh aHanmm3a u
JIeNI0BOE OOIIECHUE U OCYIIECTBIIATh | 9()(HEKTUBHOCT | OLICHKH
yOJINYHbIE JIeJI0BOE b JIETIOBOTO | KOHTEHTA
BBICTYIUICHHS, BECTH | OOIICHHE H | o0LeHus U | JIE€JIOBOTO
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Ne WNHupekc Conepxanue B pesynbrare uzyueHus: yaeOHON AUCIUTIIIMHBI
H.le. KOMIIET | KOMITeTEHINH (MiIH e oOyJaromuecs: JOIKHbI
€HUUU 4acTH) 3HaTh yMeTh BJIA/IETh
TIePErOBOPHI, myOJTuYHBIC MyOJTUIHBIX oOmeHus u
COBELLlaHuS, BBICTYIUICHHUS, | BBICTYIUICHUH, | IMyOJMYHBIX
OCYLIECTBIISATh BECTHU BECTHU BBICTYIUICHUH,
JIEJIOBYIO IIEPENUCKY U | IIEPEroBOpHI, MEepPEroBOPHI, BECTHU
MOJ/IEPKUBATH COBELIaHus, COBEIIaHMS, IIEPErOBOPBHIL,
3JIEKTPOHHbBIE OCYIIECTBJISATh | OCYIIECTBIATh | COBEIIAHUA,
KOMMYHHUKaIUU JIETIOBYIO pi (0 (9):3% OCYLIECTBIISATh
IEPENNUCKY U | IEPENUCKy U | JEJIOBYIO
MOAJICPKUBATh | MOAAECPKUBATh | MEPENUCKY U
AJIEKTPOHHBIE | BJIEKTPOHHBIE MO//IEPKUBATH
KOMMYHUKAIM | KOMMYHHKAIUU | 3JICKTPOHHBIC
u KOMMYHUKAaIMU
2 IIK-8 | cmocoGHOCTBIO OCHOBHBIE IPUMEHSTh Haspikamu
MIPUMEHSTH nHpopManoH | HHGOPMAIMOH | pabOTHI c
UH(POPMAIMOHHO- HO- HO- UHPOPMALINOH
KOMMYHUKAIlMOHHbIE | KOMMYHHUKAlMd | KOMMYHHUKAalHO | HO-
TEXHOJIOTUH B | OHHBIC HHBIE KOMMYHHUKAIHO
npodeccnoHanbHOM TEXHOJIOTMM B | TEXHOJOTUU B | HHBIMU
NEeATEIbHOCTH ¢ | mpodeccuonan | nmpodeccHoHal | TEXHOJOTUSIMHU
BHUJICHHEM UX | bHOU bHOU B
B3aUMOCBsI3el U | JEeSITETBHOCTH | JCATEIBHOCTH C | MpodeccruoHat
MEePCIEKTUB C BUJICHUEM UX | BUACHUEM HX | bHOU
HUCTIOJIB30BaHUS B3aMMOCBSI3€H | B3aUMOCBSI3€H | IESITEIBHOCTH C
U TEpCHEKTUB | U TMEpPCHEKTUB | BUACHUEM  HX
UCIIOJIb30BaHU | UCIOJIB30BaHUS | B3aUMOCBSI3Ei
A U TEPCIEKTUB
MCIIOJIb30BaHUs
3 I1K-15 | ymeHuem Bectu OcHoBHbIE opopMIATH W | HaBBIKAMH U
JIEJIONIPOU3BOJICTBO U | PEKBU3UTHI MPEJCTaBIATh | CIIOCOOHOCTSAMU
JIOKYMEHTOO00POT B odopMiIeHHS pe3ynpTaThl B | ohopMIIEeHUS U
opraHax JIEJIONIPOU3BOJ | paMKax MIPEICTABJICHUS
roCyJapCTBEHHOMN CTBa U OCYULIECTBJIEHU | PE3yJIbTATOB B
Biactu Poccuiickoi JOKYMEHT0000 | 51 paMKax
@enepanyu, opraax | poTa B OpraHax | JOKYMEHTOOOO | OCYIIECTBIICHU
roCyJapCTBEHHOMN TOCYJapCTBEHH | pOTa B OpraHax | s
BJIACTH CYOBEKTOB 0i1 B1acTu TOCYJJapCTBEHH | JOKYMEHT0000
Poccuiickoit Poccuiickoit ot BJIACTH | POTa B OpraHax
@enepanum, opranax | deneparum, Poccuiickoit TOCYJapCTBEHH
MECTHOT'O opraHax denepanuu, on BJIACTHU
CaMOyIIpaBJICHU, TOCYAApCTBEHH | OpraHax Poccuiickoit
rOCy/1apCTBEHHbIX U Ol BIacTH rocynapctBeHH | denepanuu,
MYHUIUIATBHBIX CyOBEKTOB oit BJIACTU | OpraHax
MPEANPHUITHSIX U Poccuiickoi CyOBEKTOB rocyJapCTBEHH
YUPEKICHUSAX, ®enepanuu, Poccuiickoit ou BJACTHU
Hay4HBIX U oprasax ®denepanuu, CyOBEKTOB
00pa3oBaTeNbHBIX MECTHOI'O opraHax Poccuiickoit
OpraHu3alusx, CaMOYIIPAaBIIEH | MECTHOTO denepannu,
MOJIUTHYECKUX us, CaMOYTIpaBJieH | opraHax




Ne WNHupekc Conepxanue B pesynbrare nzyuenusi yueOHON AUCLIUTIIMHBI
n.1;. KOMIIET | KOMITeTEHINH (MiIH e oOyJaromuecs: JOIKHbI
SHIUHN 4acTH) 3HATh yMeTh BJIaJIeTh
MapTUsx, roCyJAapCTBeHH | U, MECTHOTO
00IIECTBEHHO- BIX U roCyJapCTBEHH | CaMOYIpaBJieH
MOJINTUYECKUX, MYHHUIIMIIATBH | BIX u | us,
KOMMEPUYECKHX U BIX MYHUIMIAIBHBI | TOCYAapCTBEHH
HEKOMMEPUYECKHUX OPEANPUATHIX | X BIX u
OpraHMu3aIusIxX u OPEINPUITUSIX | MyHHUIUITAIbHBI
YUPEKICHUSAX, | U X
HAyYHBIX U YUPEXKICHUSAX, | MPEAIPUATUIX
o0Opa3oBaTesibH | HAyYHBIX ulu
BIX o0Opa3oBaTeNbH | YUPEXKICHUSX,
OpraHu3aIusIX, | bIX HAyYHBIX u
MOJIMTUYECKUX | OpTaHM3alusiX, | 00pa3oBaTeIbH
MapTUsXx, MOJIUTUYECKUX | BIX
0OIIIECTBEHHO- | MapTHUSIX, OpraHu3aIusXx,
MOJIMTUYECKUX, | OOIIECTBEHHO- | MOJUTHYECKUX
KOMMEPUYECKHUX | MOJUTUYECKHX, | MapTHsX,
u KOMMEPYECKUX | OOIECTBEHHO-
HEKOMMEpPYECK | U MOJIUTHYECKHUX,
ux HEKOMMEPYECK | KOMMEPUYECKHX
OpraHu3aIusax | ux u
HEKOMMEPYECK
ux

2. CTpyKTYypa U coJiep:KkaHue TUCIUIIUHBI.

2.1 PacnipeesieHHe TPYA0EMKOCTH JUCIHUIJIMHBI 10 BUAAM PadoT.

OOmiast Tpya0éMKOCTh JUCIUIUIMHBI coctaBiuser 4 3ad.en. (144 w4gacoB), WX
pacmpezeneHue mo BuaaM padoT IpeCTaBIeHO B TaOIHIle

(O cmyoenmog 3D0).
Bun yue6HO# paboTh Bcero CemecTpbl
4acoB (vacer)

1,2
KonTtakTHas padora, B TOM YHcJI€:
AyauTopHbIe 3aHATHS (BCEro): 16 16
3aHATHSA JIEKIUOHHOIO TUIIA 6 6 - - -
JlaBoparopHble 3aHATHS - - - - -
3aHsATus CEeMHUHApPCKOT0 TUNA (cemMuHapHI, 10 10 i i i
NPAaKTUYECKHE 3aHATHS)
HNuas koHTaKkTHas padora:
KonTpons camocrositensaoi padotsl (KCP) - -
[Mpomexxyrounas arrecranus (MKP) 0,3 0,3
CamocrosiTesbHast padoTa, B TOM 4HcIe: 119 119
Kypcogas pabora - - - - -
[TpopaboTka yueOHOro (TEOPEeTUYECKOT0) MaTepuana 30 30 - - -
BeimonHeHe WHANBHTYaTbHBIX 331aHUH (ITOrOTOBKA 30 30 i i i
COOOIICHUH, TpEe3eHTaIiT)
Pedepar 30 30 - - -




[ToaroToBKa K TEKyImeMy KOHTPOJIIO 29 29 - - -
KonTpoJns:
[ToaroroBka K SK3aMEeHY 8,7 8,7
OO0mas Tpya10eMKOCTh qgac. 144 144 - - -
B TOM 4YHCJI€ KOHTAKTHAsA 163 | 163
pabora
3a4. efl 4 4

2.2 CTpyKTYypa AUCHUNJINHBI:

Pacripenenenue Bu1oB yueOHOM pabOTHI M UX TPYIOEMKOCTH IO pa3/ieiaM JUCITUILTAHBL.
Paznenb! (TeMbl) TUCHMIUIMHBL, H3ydaeMbie B 1,2 ceMmecTpe (3aouras gpopma)

KonunuecTBo yacos
AynuTtopHas Breay
No HanmenoBanue pasnenos (Tem) NTOpHAS
Bcero paborta
pabora
Jq | 113 JP | CPC
1 2 3 4 5 6 7
1 Beenenue B aucuuminHy «OCHOBBI 8 8
JIeTIOTIPOU3BOCTBA M IOKYMEHTOO0OPOTa
2 3akoHOaTeIbHAST 1 HOPMAaTUBHO-METOANYECKast 8 8
OCHOBA JICJIOTIPOU3BOICTBA
3 JIOKyMEHTBI: Kilaccu(uKanus, CTpyKTypa, TpeOOBaHUs 10 2 8
K ohopMIICHHIO.
4 OdopmiieHre opraHu3alMOHHO-PACTIOPATUTEIHHON 1 10! 2 8
WH(POPMAIIMOHHO-CIIPABOYHOHN TOKYMEHTAIINH.
5 OdopmiieHne T0KyMEHTAIUH 110 TUYHOMY COCTaBY 10 2 8
6 Odopmnenue koppecronaeHunu. CTpyKTypa AeT0BbIX 8 8
MTHCEM.
7 OdopmiieHre 10roBOPHOMN TOKYMEHTAIIUH. 10 | 2 8
8 Tunossle u yHuduuupoBaHHble PopMbl JokyMeHTOB. | 10 2 8
9 Opranuzanus padoTsl ¢ KOHQUACHINAIBHBIMU 10 5 8
JOKYMEHTaMHU
10 |dDopmsl perucTpanvy JOKYMEHTOB 8 8
11 |Opranuzanus npuema rpaxaan 10 | 2 8
12 |ABTOmarH3anus AEIOMPOU3BOICTBA 8 8
13  ([lopsmok mepenauu Ael B apXUB 10 2 8
14  |DnexkTpoHHOE MPaBUTEIHCTBO 15 15
15 [ARP 03
16  |Kommpons na sxzamene 8,7
Hmoeo no oucyuniune: 144 | 6 10 119
2.3 Conep:xanue pa3ieioB TUCHUTLINHBI:
2.3.1 3aHATHSA JEKIMOHHOI0 THIIA.
Ne HaumenoBanue Cozepxanye pasaena ®opMa TeKylIero
paszziena KOHTPOJIS
1 2 3 4
1. | BBenenue B IIpenmer, conepxanue, 3a1a4u Kypca. VYuyactue B
JUACLUIUIUHY Wcrounvku, nureparypa. [loHsTHIHBIN MHTEPAKTUBHBIX
«OCHOBBI anmnapart. [Tonsarue o noxkymenre. ['enesuc u dopmax




JIEJIONPOU3BOJICTBA U [pPAa3BUTHE MOHATUS «TOKYMEHT. ayJIUTOPHOM
JOKYMEHTO000poTay | XapaKTepuCTHUKa, CBOWCTBA, MPU3HAKH, paboThI
(GyHKIIMH TOKYyMEHTa KaK CHCTEMHOTO 00bEKTa.
Metobl ¥ cIOCOOBI JOKYMEHTHPOBAHHUS.
dopma MaTepraIbHOTO HOCUTEIIS.
[TonsiTre, MeTO, CIIOCO0, CPEACTBO
nokymeHnTupoBanus. [Ipouecc coznanus
JOKYMEHTA.
[Tonsitue nokymeHTHOM KommyHukaruu (1K),
KOMMYHHKAHT U perumueHtT. opmanbHbie U
HedopMaIbHble KOMMYHHKAIMKU. MaccoBbie
KOMMYHHKAIIMH: TI€YaTh, Pauo, TEJICBUICHHE,
KMHO, 3BYKO- 1 Buaeo3anuck, INTERNET.
ABTOMaTH3aIUS TOKYMEHTAIIMOHHOM
JESITEIIbHOCTH MPOTPaMMHbBIE KOMILIEKCHI:
«Jlenmoy, «3omymka» u ap.
3akoHOMaTeNbHAS U |3aKOHOAATEIBHOE PETYITUPOBAHHE [MonroroBka
HOPMAaTUBHO- Jenonpou3BoacTBa. HopmaTuBHO- WHAUBUIYaJIbHOT
METOAMYECKasi OCHOBA |METOJMUECKOE PETYIHMPOBAHNE 0 3aaHusl.
JENIONPOU3BOJCTBA  |EIONpPOU3BoCTBA. JIokanbHble HOpMaTuBHBIE |Pedepar Ha Temy
JOKYMEHTBI OpraHU3allnu. «HopmaruBHO-
METOIUYECKOe
peryamupoBaHue
JEJIONPOU3BOJICT
Ba»
JIOKYMEHTHI: [TonsiTre o knaccudukauu JOKyMEHTOB. NunuBuayansHoe
KJaccupukanus, CooTHOIIIeHNE BUIOBOW U TUTTOJIOTHYECKOM 3aJ1aHue
CTPYKTYpa, KJacCU(UKALUU JOKYMEHTOB. [Toxroroska
TpeOOBaHUS K Bupl TOKyMEHTOB: OpraHU3allMOHHBIE, OnmaHka
oopmIIeHHIO pacropsauTeIbHble, THPOPMALMOHHO- JIOKYMEHTOB:
crpaBouHbIe. TUTIONOTHYECKAs KIIaCCH(HUKAIIHA. |BUIBI OJTaHKOB U
OO01mas XxapakTepuCTHKa CTPYKTYPBHI. MOPSTIOK
BHyTpeHHsIs 1 BHEIIHSS CTPYKTYpa TOKYMEHTA. |PacIoIOKEeHHS
PekBU3UTHI TOKyMEHTA: PEKBU3UTHI-OCHOBAHMUSI, |pEKBU3UTOB B
PEKBU3UTHI-TIPU3HAKH, PEKBU3UTHI 0(opMiIeHHUs |OaHKe (YTI0BOE
COBPEMEHHBIX YIPABICHYECKUX JOKYMEHTOB.  |M LIEHTPOBaHHOE)
YHUUKAMS 1 CTaHAApTH3ANNS JOKYMEHTOB.
dopmynsap. braHku JOKYMEHTOB: BHJIBI
OJTAaHKOB W TIOPSIIOK PACTIONIOKEHUST PEKBU3UTOB
B OyiaHKe (YIJIOBOE M IIEHTPOBAHHOE),
HCIOJIb30BaHUE OJIAHKOB C U300pa’keHUEM
rocyJIapCTBEHHOT0 repba 1 repdba cyobekra
benepammm.
TpeboBaHMs K COCTABICHUIO U O(POPMIICHHUIO
JToKyMeHTOB. dopmMaThl OyMa)kHbBIX
JIOKYMEHTOB. TpeOoBaHus K TEKCTY
JOKYMEHTOB. TpeOoBaHus K M3TOTOBJICHUIO
JTOKYMEHTOB.
Odopmitenne [TorsiTHE OpraHU3anMoHHas1, pacnopsanTensHas \[loqroToBka
OpTraHU3aIMOHHO- ¥ MH()OPMAITMOHHO-CIIPABOYHAs TOKYMEHTAIIUS. |COOOIICHUN
pacniopsauTesbHON U |OpraHu3aiiMoHHble TOKyMEHTHI: [lonoxenue. |«OpraHu3aimoHH
nH(pOpMaIMOHHO- VYeras. Unctpyknusi. KosimeKTUBHBINA I0TOBOD H |as,




CIIPaBOYHOM Ip. pacnopsiAuTEIbH
JIOKYMEHTaIu1 PacniopsimuTenbHble TOKYMEHTHI: pUKa3, ast u
pacnopsbKeHHe, peleHHe. uH(GOPMaLIMOHHO
HudopmannoHHo-CrIpaBo4Has JOKYMEHTALUS: |-CIIpaBOYHAs!
ITporoxoin. AkT. JloknanHas 3anucka. JIOKYMEHTAIUSI»
OObsicuutenbHas 3anucka. CripaBku. [Tucemo.
Tenerpamma (Teneraitnorpamma). Tenekc.
Teneponorpamma. Tenedaxce (dakc) u ap.

5. Odopmnenue KanpoBas nokymeHTanusi, ToKyMeHTHpoBanue |Pabora B Malbix
JIOKYMEHTAIUH 110 JIBUKEHUS KaapoB. Pestome. 3asBneHue. rpymnmnax
JIMYHOMY COCTaBY Amnkera. TpynoBoiil koHTpaxT. [Ipukas o «IIogroroska

npueme/yBoJibHeHUU. TpynoBast KHUKKA. JOKYMEHTOB  JJIst
JInynoe neno. JInuesoi cyer. npuema Ha
paboTy»

6. | Odbopmienue TpeGoBaHus MEKAYHAPOIHBIX CTaHAAPTOB K |MHAMBUAYaNbHOE
KOPPECHOHJIEHIMH.  |0(OPMIIEHUIO KOPPECTIOHACHIIUHU 1O 3ananue «CocraB
CTpyKTypa IeNOBbIX |BHEHTHEOKOHOMUYECKOU AesTenbHOCTU. COCTaB |pEeKBU3UTOB
UCEM PEKBU3UTOB ITMCbMa U TPEOOBAaHUS K UX nuchbma U

odpopmiennto. CTpyKTypa JeJI0BbIX MHCEM. TpeOOBaHUS K UX
OcoOeHHoCcTH 0OOpPMIIEHHUS JEJI0BOM oopmiIeHHION.
KOPPECHOH/ICHIIUHU B aHIJIOSA3BIYHBIX CTPaHAaX.

OdopmieHue KoppecrnoHASHIIMN Ha HEMEIIKOM

s3bike. CTpykTypa popmysspa, cocTaB

PEKBU3UTOB.

7. | Odbopmienue JloroBop — ero Buzpl, CTpyKTypa, MOPsII0K VYyactue B
JIOTOBOPHOU 0 OpMIICHHS U TIOJITUCAHUS CTOPOHAMH. IPYIIIOBON
JIOKYMEHTAIu! pabote

«IToaroroBka
IPaX1aHCKO-
IPaBOBOTO
JI0OTOBOpA U €ro
HOJIITUCAHUE.

8. | TumoBble u Tunossle GOpMBI JOKYMEHTOB, UCTIONb3yeMble |BbimonHenue
YHUQHUIMPOBAHHBIE  |B JESATEILHOCTH OPraHU3aIHiA. WHANBUAYAIbHBI
(opMEI TOKYMEHTOB  |YHUDUIIUPOBAHHbBIE CHCTEMBI JOKYMEHTAIWH. (X 3aJaHHi

YHuukanys TOKyMEeHTOB.

9. | Opranusamus KondunennmanabpHoe 1€10MpOU3BOJICTBO [Toaroroska
paboThI € 3aluTa KOH(pUIeHIMaIbHON HHPOpMAIUH. WHIUBUAYAIbHOT
KoHpueHMaIbHbIMU | [ToHATHE KOH(DUIEHIINATBHOE 0 3aJaHMS.
JIOKyMEHTaMU JIEJIONPOU3BOJICTBO MPHUEMBI, METObI Pedepat na temy

00paboTku JOKyMeHTOB. H(popMainoHHO- «Kondunenmuan

aHaJTuTHYecKas pabora. 3amura nHGOpMaIUU. (bHOE
JEJI0ONIPOU3BOJCT
BO 3ammra
KOH(UICHIINATBH
oif nHdopManun»

10. | ®opwmel perucrparu |[Torstue perucrpanuu fokymenToB. @opmbl  |BeimonHeHue
JIOKYMEHTOB pErucTpaluu JOKYMEHTOB. WHIUBUTYaJTHHBI

ABTOMaTU3UPOBAHHBIE CUCTEMBI PETUCTPALIUU  |X 3aJaHUU
JTOKYMEHTOB.
11. | Opranuszanus IIpyHUUMIBL  OpraHM3anUu JUYHOrO Impuema |BuinmonaHeHue




IIpreMa rpaXkaaH rpaxzaan ¢ oOpameHusMu. Peructpanus [MHIUBUAYATbHbBI
JOKYMEHTOB TI0 NHCbMEHHBIM OOpAIICHUSAM (X 3alaHHH
rpaxnaad. OCHOBHBIE 337]a4l CIIPAaBOYHO-

MH(POPMALMOHHOM CITy>KOBbI OpraHu3aIum.
12. | ABTomaTHu3anus ITonsiTre aBTOMaTU3UPOBAaHHBIX cUCTEM. PriHOK [IIoaroroska

JCIIONPOU3BOJACTBA  |aBTOMATHU3UPOBAHHBIX CUCTEM VHIWBUYAJIBHOT
nenonpou3BoacTBa. CpaBHUTEIbHBIN aHAJIN3 |0 3a/1aHusl.
OyMasKHOTO U 3JIEKTPOHHOTO Pedepar na temy
JIOKYMEHTO000pOTA. «CpaBHUTEIBHBII

aHaJIN3
OyMaXHOTO u
JJIEKTPOHHOTO
JIOKyMEHTO000pO
Ta»

13. | Iopsnok nepenaun  |OCHOBHBIC IpU3HAKU rpynnupoBku |Beinonnenue

JIEJI B apXUB JOKYMEHTOB B ziej1a. PopMUpOBaHUE A€ VHAVBHUYaJIbHBI
OkcnepTusa LIEHHOCTH JIOKYMEHTOB. |X 3a/1aHui
ITonroroBka HCIONHEHHBIX JIOKYMEHTOB K
apXuBHOMY XpaHeHu1o. Ilepenaya nen B apxus.

ITomewmenune BEJJOMCTBEHHOT'O apxuBa
opranuzanui. MatepuaibHO-TeXHUYecKas 0aza
apXUBOB. XpaHeHue JIOKyMEHTOB B
AJIIEKTPOHHOU (hopme.

14. | DnexTponHoe [TonsiTvie «NEKTPOHHOE NIPABUTENLCTBO»: €ro  |[loaroroska

IIPABUTEIBCTBO 3HaYeHUE, IPUHLIMIIBI IOCTPOCHUS U coo01IeHn
BHeJpeHus. IHTerpupoBanHoe a1eKTpoHHOe  |«HTerpupoBaHH
npaBuTenbcTBO Poccun. Opranusanus 0€ DIJIEKTPOHHOE
MEXXBETOMCTBEHHOTO JIEKTPOHHOTO IIPABUTEIILCTBO
JIOKyMEHTO000pOTa MEX Ay OpraHaMu Poccun»
roCcyJ1apCTBEHHOM BiacTu Poccuiickon
denepanun

3.2 3aHATHA CEMHUHAPCKOI'0 THIIA.
HanmenoBanne . ®opva
TemaTnka npakTUYeCKUX 3aHATUN (CEMUHAPOB)|  TEKYIIETO
pasnena (Tembl)
KOHTPOJIS
2 3 4
1. |Benenue B [Ipenmer, conepxanue, 3aqaun Kypca. ICTOUYHUKY, |HamucaHue
JTUCHUILTUHY mutepatypa. [lonstuitneiii annapar. [lousarue o pedepara (P)
«OCHOBBI JIOKyMEHTE. [ 'eHe3nc u pa3BUTHE OHATHS
JEJIONPOU3BOJICTBA U [<JIOKYMEHT». XapaKTEPUCTUKA, CBOMCTBA,
JOKYMEHTO000pOTa» |[IpU3HAKH, (PYHKIIMU JOKYMEHTa KaK CHCTEMHOT'O

o0BeKTa.

MeTtosl 1 criocoObl JoKyMeHTHpoBaHus. Dopma
MaTepHUaTHLHOTO HOCUTEIIS.

[TonsTHE, MeTO, CIOCOO, CPEICTBO
JTokyMeHTupoBanus. [Iporecc cozmanus
JIOKyMEHTA.

[Tonsitne noxkymeHTHOM KoMmyHukaruu (J1K),
KOMMYHHKAHT U perunueHt. DopmansHbie U
HeOopMaTTbHbIE KOMMYHHKANIMU. MaccoBbIe




KOMMYHUKAIMU: MIe4aTh, paJiHo, TEIECBUACHUE,
KHHO, 3BYKO- 1 Buaeo3anuchk, INTERNET.
ABTOMaTHU3alMsa JOKYMEHTAIMOHHON AEATEIbHOCTH
MporpaMMHbIe KOMIUIEKCHI: «Jlenoy, «3omymka» u

APp.

3akoHOJaTeNnpHas U [3aKOHOJATEIBHOE PETYIMPOBAHUE HaIlUCAHHE
HOPMAaTHUBHO- aenonpoussoacTea. Hopmarusno-meroauueckoe  |pedepara (P)
METOIMYECKAst OCHOBA [PETYJINPOBAHNE JEIONPOU3BOIACTBA. JIOKanbHbIE
JIEJIONPOM3BOJICTBA  |HOPMATUBHBIE JOKYMEHTBI OPraHU3alHu.
JIOKYMEHTBI: [TonsATHE O KNaccUpUKALMU JOKYMEHTOB. oopmienue
Kinaccudukanus, CooTHoI1eHHE BUJJOBOH U TUIIOJIOIMYECKON 3aJIaHHBIX
CTPYKTYpa, KJIaccu(pUKaluu JOKYMEHTOB. JOKYMEHTOB
TpeOoBaHuUs K Bujpl 1OKyMEHTOB: OpraHU3allIOHHBIE,
oopmienuto. pacropsauTenbHble, THPOPMALMOHHO-CIIPABOYHBIE.

Tumonornyeckas kiaccuukanus.

OO011ast XxapakTepUCTHKA CTPYKTYpbl. BHYTpeHH:s 1

BHEUIHSS CTPYKTYypa IOKyMEHTA.

PexkBU3UTHI TOKyMEHTa: PEKBU3UTHI-OCHOBAHUS,

PEKBU3UTHI-NIPU3HAKU, PEKBU3UTHI 0()OPMIICHUS

COBPEMEHHBIX yIPaBIEHYECKUX JIOKYMEHTOB.

VYHu}uKanus u craHaapTU3alnus 10KyMEHTOB.

®opmyisip. briaHku TOKYMEHTOB: BHIbI OJIAHKOB U

HOPSI0K PACHOJIOXKEHNS PEKBU3UTOB B OJaHKe

(YrJioBO€ M IIEHTPOBAHHOE), UCIIOJIb30BAHNE

OJIaHKOB € M300paKEHUEM IOCYAapCTBEHHOTO repoa

u repOa cyObekTa eaepanum.

TpeboBaHMs K COCTABICHUIO U O(hOPMIICHHUIO

TOKyMeHTOB. ®opmaThl OyMaKHbBIX JOKYMEHTOB.

TpeboBaHMs K TEKCTY JOKYMEHTOB. TpeboBaHuUs K

M3TOTOBJIEHUIO JOKYMEHTOB.
Odopmnenue [TonsiTrie opraHN3allMOHHAsA, PACIIOPAIUTENbHAS U |0oopMIIeHHE
OpraHHU3alOHHO- MH(POPMALIMOHHO-CITPABOYHAS IOKYMEHTAIIHS. 3aJIJaHHBIX
pacnopsauTensHoi 1 |Opranu3anoHHble JOKyMeHThI: [lonoxenue. JTOKYMEHTOB
MH(pOPMAaIMOHHO- VYcras. MHcTpykumst. KosuleKTHBHBIN 1OrOBOD U Ap.
CIIPaBOYHOU PacniopsauTenbHble JOKYMEHTBI: IIPUKa3,
JOKYMEHTaI1H. pacnopsKeHHE, PEeLEHHE.

WHupopmaninoHHO-CIIpaBOYHAs JOKYMEHTAIU:

ITporokoin. AkT. JloknanHas 3anucka.

Oo6wbsicuurenbHas 3anucka. Cropasku. [Iucsmo.

Tenerpamma (Teneraitnorpamma). Temnekc.

Tenedonorpamma. Tenedaxc (dakc) u ap.
Odopmienue KangpoBas nokyMeHTaus, 10KyMEHTUPOBaHHUE oopmienue
JOKYMEHTAIUH 110 JBIKEHUS KaJpoB. Pe3tome. 3asBieHnue. AHKETa.  |3aaHHBIX
JUYHOMY COCTaBY. TpynoBoii koHTpaxT. Ilpukas o JOKYMEHTOB

npueme/yBosibHeHUU. TpynoBas KHuxKa. JInuHoe

neno. JIunesoil cuer.
Odopmrenue TpeGoBaHus MEKIYHAPOIHBIX CTAaHIAPTOB K odopmiieHne
KOPPECTIOHIEHIIMH.  [0(OPMIICHHIO KOPPECTIOHICHIINH 10 3aJJaHHBIX
CtpyKTypa J€T0BbIX |BHEIIHEAKOHOMHYECKOH AesTenbHOCTH. CocTaB JTOKYMEHTOB
IIACEM. PEKBU3UTOB NMUCbMA U TPeOOBAHUA K UX

oopmiterno. CTpyKTypa JEIOBBIX MHUCEM.
OcobOeHHOCTH 0OPMIICHHUS JEIIOBOM




KOPPECTIOH/ICHIINY B aHTJIOS3BIYHBIX CTPaHAaX.
OdopmiteHne KOppECTIOHACHIINH Ha (PPaHITy3CKOM
s3pIke. OopMiIeHre KOPPECTIOHICHIINY Ha
HeMelKoM s3bike. CTpyKTypa GpopMyIispa, CocTaB
PEKBH3HTOB.

7. |Odopmnenue JloroBop — ero BH/ibl, CTPYKTYpa, MOPSA0K oopmienue
JIOTOBOPHOM oopMIICHHS U TIOATIMCAHUS CTOPOHAMH. 3aJIaHHBIX
JOKYMEHTALUH. JOKYMEHTOB

8. |TunoBsle u Tumossie GOpPMBI TOKYMEHTOB, UCIIOJIb3YEMBIC B TectupoBanue
YHUOQUIMPOBAHHbIE  |nesATeNbHOCTH opranusanuii. Yauduiuposanusie |(T)

(OpMBI TOKYMEHTOB. |CHCTEMBI JOKyMEHTAIMHU. Y HHU(HUKAIHSL
JOKYMEHTOB.

9. |Opranu3zanus padbots! |[KoHpuIECHIMATBHOE IEIONPOU3BOJCTBO 3aIIUTa  |HAITUCAHUE
C KOHuIeHMaIpHOH nHopMmarmn. [lonsTre pedepara (P)
KOH(HIEHIIMATbHBIMU | KOH(QUAECHIMAIEHOE AEJI0NPOU3BOICTBO IPUEMBI,

JIOKYMEHTaMHU. METOBI 00paOOTKH TOKYMEHTOB.
HNudopmannoHHO-aHaNUTHYECKas paboTa. 3amura
MH(pOpMaLINH.
10.|®opmsi peructpanuu |[loHsTHE perucTpannuu 10KyMeHTOB. DopMBI oopmienue
JIOKYMEHTOB pPETUCTPALIMH JOKYMEHTOB. ABTOMaTU3UPOBAHHBIE |’KYPHAJIOB
CUCTEMBI PETUCTPALIUU IOKYMEHTOB. perucrpanuu,
11.|Opranuszamnus npuema |[I[ppuHIMIBI  OpraHM3aluy  JUYHOTO  IpueMa |oopmieHue
rpax1aH rpaxiaH c o0palleHUusIMHU. Peructpanus (3a1aHHBIX
JOKYMEHTOB 110  NHCHbMEHHBIM  OOpAaLIECHUSIM |IOKYMEHTOB
rpaxnaad. OCHOBHBIE 3314l CIIPaBOYHO-
MH(OPMALIMOHHOM CIIy>KObl OpraHu3alny.

12.|ABromartuzanus IToHsiTE aBTOMAaTU3UPOBAaHHBIX CUCTEM. PBIHOK BBITIOJTHEHUE

JACJIONpPOU3BOACTBA ABTOMAaTHU3UPOBAHHBIX CUCTEM ACIOIPOU3BOACTBA. 3aJaHuA Ha
CpaBHMTENbHBIN aHAIN3 OYMa)KHOTO U KOMIIBIOTEPE,
AJIEKTPOHHOT'O JOKYMEHTO000pOTA. pedepar

13.|ITopsimok nepenaun  |OCHOBHBIE TIPU3HAKH TPYNIHPOBKH JOKYMEHTOB B |0(OpMIICHUE

JIe]l B apXUB nena. @opmMupoBaHue Jed. 3aJJaHHBIX /1€ U
DKclepTH3a LIEHHOCTH AOKYMEHTOB. lloaroroBka |[IOKyMEHTOB,
UCIIOJIHEHHBIX ~ JOKYMEHTOB K  apXHMBHOMY |TECTHUpPOBAaHHE
xpanenuto. [lepemaua nen B apxuB. [lomemenue |(T)
BEJIOMCTBEHHOT'O apxuBa OpraHu3alllu.
MartepunanbHO-TEXHHYECKAS 6a3a apXUBOB.
XpaHeHHe JOKYMEHTOB B 3JIEKTPOHHOU (opMe.

14.|5nexTpoHHOE [TonsiTHE «DNEKTPOHHOE IPABUTEIBCTBOY: ET0 TECTUPOBAHUE
MIPaBUTENHCTBO 3HaYeHHE, IPUHIIMIIBI TOCTPOEHUS 1 BHEIPEHHUS. (T)

WNHTerpupoBaHHOE IEKTPOHHOE TPABUTEIBCTBO
Poccun. Opranuzanus MekBEJOMCTBEHHOTO
AJIEKTPOHHOT'0 JIOKYMEHTO000pOTa MEXKIY
OpraHamu rocyJ1apCTBEHHOM BiacTu Poccuiickon
denepanuu

2.3.4 IlpumepHasi TeMaTHKAa KyPCOBBIX padoT (IIPOEKTOB) — He MPeAyCMOTPEeHAa
2.4 llepeyeHb y4eOHO-METOAMYECKOT0 0O0eceYeHU JI CAMOCTOSATeIbHOH padoThI
00y4arouuXcs Mo JUCHUILUIUHE (MOTYJII0)

Ne

Bung CPC

[TepeueHs yueOHO-METOAMYECKOTO 00ECTICUCHUS JUCIIUILTAHBI
T10 BBIMIOJIHEHUIO CAMOCTOSITEIbHON pabOThI




1 2 3

1 |[[IpopaboTtka Meroauueckue yKa3zaHHs MO OpraHU3aldd CaMOCTOSITEIbHON
TEOPETUYECKOIO paboOThl CTYJEHTOB 110 HalpaBieHHIO MnoArotoBku 38.03.04
Matepuaia (moarotoka |[['ocygapcTBEHHOE U MYHUIUNAIbHOE YIpaBieHUe (IpoToKoa Ne
K npobaemubM |10 ot 10.04.18)

CEMHUHapam)

2 |[loxroroBka Meroauueckue ykKazaHWs 0 OPraHHU3alUd CaMOCTOATEIbHOU
WHIMBHIYTBHBIX paboThl CTYIEHTOB 10 HampaBjieHuto mnoaroroBku 38.03.04
3aganuii  (npeseHTanuii, |l 0Cy1apCTBEHHOE U MyHHIUIIATBHOE yIpPaBlIeHUE (IPpOTOKONI Ne
coobuiennii, Be6-kpyusa)|10 or 10.04.18)

3 |IloaroroBka k|Metoauyeckre yKa3aHHs 10 OpTaHU3alMHd CaMOCTOSTEIbHOU
TECTUPOBAHUIO 10(paboThl  CTYACHTOB MO HampasieHuto noaroroBku 38.03.04
yuebHOMY  Marepuainy|l'ocyrapcTBeHHOE M MyHHMIMIIAIBHOE ylpaBiieHue (IIpoTokos Ne
JUCLUILINHBI 10 or 10.04.18)

VY4eOHO-METOANYECKHE

MaTepuayibl JIJIi CaMOCTOSITEIBLHON pabOoThl 00yYaromuxcs: u3

qucia HHBAIM/IOB U JIML C OFPaHMYEHHBIMH BO3MOXKHOCTSAMU 370poBbs (OB3) npenocrapistoTcs
B (hopMax, alalTHPOBAHHBIX K OTPAHMUYCHHUSM UX 3[J0OPOBbS U BOCHIPUATHS HH(DOPMAIIH:

Jnst I ¢ HapyIIeHUSIMH 3PSHUS:

— B Ie4aTHOW (hopMe YBEIMYCHHBIM HIPUPTOM,

— B (hopMe AIIEKTPOHHOTO JJOKYMEHTA,

JIns AL ¢ HapyIIeHUsIMH CIlyXa:

— B [TIeYaTHOM ¢opme,

— B (hopMe PIIEKTPOHHOTO JOKYMEHTA.
JUist U1 ¢ HapyIIeHUsIMHM OIIOPHO-/IBUTATENIBHOTO anapara:

— B IIeYaTHOU opme,

— B OopMe DIIEKTPOHHOTO IOKYMEHTA,
I[aHHBIfI MNEPCUCHb MOXKET OBITH KOHKPCTU3UPOBAH B 3aBUCHUMOCTHU OT KOHTUHI'CHTA
00yJaroIuxcs.

3. O6pa3oBare/ibHbIE TEXHOJIOTHH.

B npenonaBanuu kypca

HCIIOJIB3YIOTCS COBPEMCHHBIC O6pa3OBaTCJ'ILHLIe TCXHOJIOTHUH:

- MyJIbTUMEMIUHBIC JICKIIMU C DJIEMEHTaMHU TUCKYCCHH;

- I/IH(i)OpMaIII/IOHHO'KOMMYHI/IK&TI/IBHI)I@ TEXHOJIOI'NHU,

- ICCIIeZIOBATENbCKIE METOBI B 00yUICHNUH;

- IpobJIeMHOe 00ydeHHe.

B y4eOHOM mporiecce NCTIONB3YIOTCS aKTUBHBIC U MHTEPAKTHBHBIE ()OPMBI ITPOBEICHHUS

3aHATHI.
KonuuecTBo yacos
No HanmenoBanwue pa3aenos (TeM) Beero UnTep.
qachbl
1 2 3 4
1 Benenue B qucuumianHy «OCHOBBI
JIeJIONPOU3BOJICTBA U JOKYMEHTO0O0POTa»
2 3akoHOJaTeNbHasi 1 HOPMAaTHBHO-METOANYECKas 2
OCHOBA JIEJIOTIPOU3BO/ICTBA
3 JIoKyMeHTBI: KilaccupuKalus, CTpyKTypa, TpeOOBaHUs 2
K 0(OpMJIICHHIO.
4 OdopmiieHre opraHn3aliOHHO-PACTIOPSAUTEILHON 1 5
MH(OPMALIOHHO-CITPABOYHON JOKYMEHTALIUH.
S) OdopmiieHre JOKYMEHTAIUH 110 TMYHOMY COCTaBYy 2
6 Odopmnenne koppecrioHaeHITIN. CTPYKTypa JeTOBBIX 2
MHCEM.
7 OdopmiieHre TOroBOPHOM TOKYMEHTAIIUH. 2




8 Tunossie n yaudunupoBanueie GOPMBbI JOKYMEHTOB. 2

9 Opranmzanys padoThl ¢ KOHPUIECHITHATEHBIMHU 2
JOKYMEHTaMu

10 |DopmMmbl perucTpamnu J0KYMEHTOB 2

11  |Opranuzanus npuemMa rpaxiaH 2

12 |ABTOMaTH3aIus JAEIONPOU3BOICTBA

13  |Ilopsmok nepenaum e B apXuB 2

14  |DnexkTpoHHOE NMPaBUTENHCTBO
Hmoeo no oucyuniune: 16 6

Ha »rane wm3y4yeHus NepBBIX IBYX pa3JelioB, KOTOpPBIE HOCAT B OOJBINECH CTENCHH
TEOPETHUECKUH XapaKTep MCHOIb3YIOTCS TPYIIIOBBIE W CaMOCTOSATENbHBIE (DOPMBI PadOTHI,
HampaBJICHHBIE HAa OCMBICIIEHHE CJOXHBIX HECTPYKTYPUPOBAHHBIX IPOOJIEeM MpenMeTa
o0y4yeHus, (GopMHpPOBaHHE COOCTBEHHOW apryMEHTHPOBAHHOW TMO3UIUH IO TMPOOIEMHBIM
acleKTaM M3y4aeMoil TeMbl. 371ech UCO0Ib3YeTCs Takue 00pa30BaTeIbHbIE TEXHOJIOIUH KaK

0 paboTa B MaJbIX rpynmax/mapax mo pa3doopy KOHKPETHBIX CUTYaIlHii;

0 JEKLHUS C HIIEMEHTaMH JTUCKYCCHUH;

[Mocnenyromue paszmenbl Ui pelIeHWS MOCTAaBICHHBIX LENeH B paMKax ydeOHOU
JIMCUUILTHHBI TPEOYIOT MCIOJIb30BaHHUS METOAOB OOYYEHHs, HAIPaBJICHHBIX Ha (POPMUPOBAHUE
YMEHUH W HaBBIKOB TOATOTOBKM JOKYMEHTOB pa3BIMYHBIX BUAOB. JlJs 3TOro BHEAPEHBI
CcIelyrole 00pa3oBaTeNIbHbIC TEXHOJIOTHUH:

1. [IpoBeneHne mpoOIEMHOr0 CEMHHApa, B PaMKaxX KOTOPOTO CTYACHTHI PEIIaroT
JIBYECIUHYIO 3a/lady: a) I[OJIy4aloT 3HaHHUA IO OuyepenHOM Teme ydyeOHOro Momyins; O)
aJanTUPYIOT UX K CTPYKTYpE yU4eOHON TUCIUTIIIUHBL.

2. AHaJIUTHYECKHUE TEXHOJIOTHH 3aKOHOJATeNIbCTBA 00 OCHOBAX JIEJIONPOU3BOJICTBA U
JOKYMEHTOO0OpOTa U 3KCIEPTU3bI JOKYMEHTOB SBIISIFOTCS, C OJHOM CTOPOHBI, YHUKaJIbHBIMU
JUTsl TAHHOTO Y4eOHOTO Kypca MHTEPAKTUBHBIMU OOpa30BaTEIbHBIMU TEXHOJIOTHSIMHU, B OCHOBE
KOTOPBIX JIEKUT METOJl aHaju3a JOKYMEHTOB; C JPYTrOM, COCTaBHOM 4YacThlO MPAKTHYECKOM
JeSITeIbHOCTH, CBSI3aHHOW C JUArHOCTHKOM JTOKYMEHTOB, 00€CHEYMBAIOIIMX YIPABICHUECKYIO
NesITeTbHOCTh. B Kypce UCTIONMb3YyI0TCS MHANBUIYaTbHbIE MTUChbMEHHBIE 3aJaHusl.

3. Pa3paboTka u mpe3eHTanusi KOJUIEKTUBHBIX HH(POPMAIIMOHHO-aHATUTHUYECKUX
MPOEKTOB ««MoJenu peanu3aluy AeNONPOU3BOACTBA M JIOKYMEHTOOOOpOTa» TMO3BOJISIOT
CTPYKTYPUPOBATh WHIWBUIYAIbHYIO JEATEILHOCTh IO MHCHhbMEHHBIM 3ajaHusiM. OCHOBHBIE
3a/la4yM MPE3EeHTAIUN Kak yueOHOU (HOpMBI CBOAATCSA K (POPMHUPOBAHUIO MPAKTUUECKUX YMEHUN
KOHIIEHTPUPOBAHHOTO U3JI0KEHUS U MPE3EHTAIMH BU3yaJbHBIX MAaTepUAIOB B (opmarte
«PowerPoint» pe3ynbTaToB, MOJIYYEHHBIX B X0J1€ aHATUTHIECKON pabOTHI.

4. NunuBunyanpHble W TPYNNOBBIE  KOHCYJIBTAIWU. NunuBuyanbHbie
KOHCYJIbTAIIUU TIPOBOJISITCS Pa3 B HEACHIO MOCTe YUYeOHBIX 3aHATHI MOCPEICTBOM MPEAMETHOTO
auanora  mpemojaBaTeNis ¢ OOyYalIIUMCS 1O Pa3UYHBIM  COJIEPIKATelNbHBIM U
OpraHU3aIMOHHBIM BOIpPOCaM y4eOHOTO MOAYJsA. ['pynmoBble KOHCYJNBTAIMM TIO3BOJISIOT
MPENO/IaBaTeNII0 ONTHUMHU3UPOBATh KOMaHIHYIO PabOTy CTYIAEHTOB MO Pa3IUYHBIM MPOEKTHBIM
dbopmaM yueOHON e TETbHOCTH.

JInst U1 ¢ orpaHUYCHHBIMH BO3MOKHOCTSIMU 37I0POBBSI MIPEAYCMOTpPEHA OpTraHU3aIvs
KOHCYJbTAIIUH C UCIIOJIb30BAaHUEM HJIEKTPOHHOM MOUTHI.

4. OueHOYHbBIE CPeICTBA A/ TeKYIero KOHTPOJIS YCIeBAeMOCTH H MPOMEKY TOYHOI
aTrecTaluu.
4.1 OueHoYHbIe MAaTEPHAJIBI VIS TEKYIIEr0 KOHTPOJIsI yCIIeBAeMOCTH
411 Bompochl JJisl JUCKYCCHM B PaMKaxX JEKIUOHHBIX 3aHATHH M NMPOOJIeMHBIX
CeMHHAPOB.
JAuckyccuoHHbIe BONPOCHI MO TeMe «JloKyMeHThI: KJaccupukamus, CTPYKTYpa,
TpPe0OBaHus K 0()OPMIICHUIO»
1. Tlonsatue o kimaccudukanuu AOKyMEHTOB. COOTHOIIEHHWE BUAOBOW M THIOJIOTHYECKON
KJ1acCU()UKALUU TOKYMEHTOB.
2. Buagel JOKYMEHTOB: OpraHHU3allMOHHBIE, PACIOPAIUTENbHbIE, HWH()OPMALMOHHO-
crpaBovHble. TUIoNornyecKas KiacCupuKaIus.
3. bnanku JOKyMEHTOB: BHABI OJAHKOB M TMOPSIOK PACIIOJIOKEHHUSI PEKBU3UTOB B OJIaHKe



(YrioBoe 1 IEHTPOBAHHOE), UCIIOJIB30BaHKE OJIAHKOB C M300paKEHUEM rOCyIapCTBEHHOTO repha
u rep0a cyObekTa (eneparu.

4. TpeboBaHuss K cocTaBlIeHHIO M oOdopmieHu0 JokyMeHTOB. Dopmarbl OyMakKHBIX
JTOKYMEHTOB.

5. TpeboBaHMS K TEKCTY TOKYMEHTOB.

Ilepeuens yacmu Komnemenyuu, NPOGEPAEMbIX OYEHOUHBIM CPEOCHBOM.

[IK-15 ymeHueM BecTH JCNOMPOM3BOACTBO U  JOKYMEHTOOOOPOT B  OpraHax
rocygapcrBeHHoi Biacth  Poccuiickonr ®@enepanuu, opraHax IOCYJAapCTBEHHOM BIIACTH
cyobexToB Poccuiickoit denepannn, opraHax MECTHOTO CaMOYIPAaBII€HUs, TOCYJapCTBEHHBIX U
MYHUIIUTATBHBIX TPEANPUATHAX U YUPESKACHUAX, HAYYHBIX U 00pa30BaTeIbHBIX OpraHU3aIMsiX,
MOJINTUYECKUX MapTUSX, OOIIECTBEHHO-MOIUTUYECKUX, KOMMEPUECKHMX U HEKOMMEpPYECKHX
OpraHu3aIHIX

Kpumepuu oyenxu:

«YJIOBJIETBOPUTEIHHO» - CTYACHT MMEET (pparMEeHTApHBIC MPEACTABICHUS O COACPKAHUU
3asiBJICHHON TeMbI MPOOJIEMHOTO CEMHHapa, YaCTMYHO OCBOWJI TMOHSATHUIHO-KaTeropUalbHbII
armmapar;

«XOpOIILIO» - CTYACHT JEMOHCTPHUPYET OOIIME 3HAHUS 110 3aABICHHON TeMe MpoOIEeMHOT0

CEeMHUHApa, YMEET YCTAaHABJIMBATH CBSI3U MEXK]y TEOPETUICCKUMHU IMMOHATUSIMHU ¥ SMITUPHICCKHUMH
(hakTamu;

«OTJIMYHO» - CTYACHT JICMOHCTPHUPYET CHCTEMHBIC 3HaHUs 10 3asABJICHHOW TeMe
MPOOJIEMHOTO CEMUHApa, YMEET yCTAaHABIMBATh CBSI3M MEXIYy TCOPETHUCCKUMH IMOHSTHUSAMHU U
IMIUPHUECKUMU (haKTaMu, GOPMYIUPYET AHATTUTHICCKIE 000OIICHUS U BBIBOJIBI.

412. HNuauBuayajibHOE MUCHMEHHOE 3a/]aHHe, HANPaBJeHHOe HA (popMUpOBaHME
HABBIKOB MOJAr0TOBKU HH(OPMAIIMOHHBIX 0030POB.
«TexHoJiorust NOATOTOBKY UH(OPMALMOHHOI0 0030pa 1Mo MPodJIeMaATHKE).

OcHoBaHus Bunast 0630poB
JEJICHUs

D yHKIMOHAIBHOE
Ha3zHaueHue (mpeaMer
aHaiamn3a)

XapakTep paccMaTpUBaeMBbIX
BOIIPOCOB

IleneBoe HA3HAUCHHE




[ToTrpeOuTensckoe
Ha3HaA4YCHUC

Hepequb uacmu KomnenmeHyuu, npoeepAaemoblx OUe€HOYHbIM cpedcmeom:

[IK-15 — yMeHweM BeCTH JEJONPOU3BOJCTBO M JOKYMEHTOOOOPOT B  OpraHax
rocynapcTBeHHoOl Biactu  Poccuiickoit ®expepauuu, oprasax rocyAapCTBEHHOW BIIAcTH
cyobexToB Poccuiickoit denepannn, opraHax MECTHOI'O CaMOYIPABJIEHUs, TOCYJapCTBEHHbBIX U
MYHULUNATBHBIX TPEANPHUATUAX U YUPEXKICHUAX, HAYUYHBIX U 00pa30BaTEJIbHBIX OpraHU3aLUsX,
IMOJIMTHYCCKUX TTapTUsiX, O6HICCTBGHHO-HOJII/ITI/I‘-I€CKI/IX, KOMMCPYCCKNX W HCKOMMCPUCCKHUX
OpraHu3aLMsIX

Kpumepuu oyenxu:

«yJIOBJIETBOPUTENBLHO» - CTYACHT MMeeT (parMEeHTapHbIE MPEICTaBICHUS O COACPKaHUU
TEXHOJIOTUH MOATOTOBKH MH(POPMAIIMOHHBIX 0030pOB;

«XOpOILIO» - CTYAEHT HuMeeT OOIIMe NPEeACTaBICHUsS O COACpPNKAHUM TEXHOJOTUU
MOATOTOBKHU MH(OPMALIMOHHBIX 0030pOB, OCBOWJ MOHATUHHO-KaTErOpualbHbIN anmnapaT, yMeeT
yCTaHaBJIMBATh CBSI3M MEXJly COCTAaBHBIMU YaCTsIMH WH(OPMAIIMOHHOTO 0030pa;

«OTJINYHO» - CTYAEHT HMEET CHCTEMHbIE IPEICTaBICHHUS O COJEPKAHUU TEXHOJIOTUU
MOJIFOTOBKM MH(OPMAIIMOHHBIX 0030pOB, OCBOWJ MOHATUHHO-KaTErOpUalbHbIA anmnapar, yMmeeT
YCTAHABIIMBATh CBSI3U MEXAY COCTaBHBIMHU YacTSIMM MH(POPMAIMOHHOTO 0030pa, popMyIupyeT
aHaJTUTUYEeCKHe 0000IIeHNS U BBIBOJIBI.

4.13. MoaroroBka coo01IEHNI U MPe3eHTALUI 110 y4eOHOH JUCHHIIIHHE

Cooduienue «ONEKTPOHHOE MPABUTEIBCTBO»: €r0 3HAUCHHE, NMPHHLUIBI MOCTPOCHUS U
BHenpeHus. HHTerpupoBaHHoe 52JeKTpoHHOEe mpaBuTenbcTBO  Poccuu.  Opranuzanus
MEXBEJJOMCTBEHHOT'O 3JIEKTPOHHOTO JOKYMEHTO000pOTa MEXJy OpraHaMu TOCYIapCTBEHHOM
Bractu Poccuiickoit ®Denepanuu» JODKHO COJAEpX aTh aHAIW3 TPAKTUKH paboOThl €
JOKYMEHTaMH, OMMCAHUE UX CTPYKTYPHBIX U (DYHKIIMOHAIBHBIX OCOOEHHOCTEH, a TaK)Ke OLICHKY
ux 3¢ pexTUBHOCTH.

Anroputm paboThI:

1. TTouck muTepaTyphl U aHAJTU3 JIUTEPATYPHI K HICTOYHUKOB IO JaHHOU TIpo0iemMe.

2. IToaroroBka cooOIIeHUs B MMCBbMEHHOM BUJI€ WJIU Mpe3eHTaluu pedepara B TBOPUECKOM
(mponyKTUBHOI) mepepaboTKe, IAe TJ1aBHOE BHUMAaHHME YAENSETCS HOBHU3HE COJEpKaHUS,
aHaJIM3y €ro COLHUAIBHONW HEHHOCTH C YYETOM YK€ MMEIOIIMUXCS TOCTH)KEHUH B OIpe/eeHHON
o0acTy 3HaHUH.

Ilepeuenv yacmu KomMnemeHyuu, nPoOGePEeMbIX OYEHOUHbIM CPEOCHIBOM:

OIIK-4 — cnocoOHOCTBIO OCYIICCTBIIATH JIETIOBOE OOIIEHNWE M MYyOJIMYHBIE BBICTYIUICHHS,
BECTH IIEPErOBOPHI, COBELIAHMS, OCYLIECTBIATh JAEJOBYIO TMEPENUCKy M MOJACPKHUBATh
JIEKTPOHHBIE KOMMYHUKALIUH.

[IK-8 — cnocoGHOCThIO TPUMEHSATHh WH(OPMAIIMOHHO-KOMMYHHUKAIIMOHHbBIE TEXHOJIOTUU B
poeCCHOHATILHOM IEATENLHOCTH C BUACHUEM UX B3aUMOCBS3€H U MEPCIEKTUB UCIIOIb30BaHUS

Kpumepuu oyenxu pecpepama:




«yJIOBJIETBOPUTEIHHOY - COOOIIEHHUE MTPEACTABIAET COOOH M3I0KEHHE PE3yIbTaTOB UY)KUX
HCCIIeIOBAaHMM 63 cCaMOCTOSTETbHON 00paObOTKH HCTOYHHUKOB;

«XOpOILIOY» - COOOIIEHHE MPEACTABISAET COO0H CaMOCTOSATEIbHBIN aHAIN3 Pa3HOOOPA3HBIX
HAYYHBIX HCCJIECIOBAHUNA M SMIIMPUYECKHX JAHHBIX, OJHAKO HE B IOJHOH Mepe OTpa)kaer
TpeboBaHus, cHOPMYINPOBAHHBIE K €TO M COACPIKAHUIO.

«OTIUYHOY - B COOOIICHUH OTPAXKAIOTCS TaKue TPEOOBAHMS KaK aKTyaJbHOCTh COZEpIKaHUs,
BBICOKMI TEOPETHYECKHI YpOBEHb, TIJIyOMHAa W NOJHOTa (AKTOPOB, SBJICHUH, MpoOIIeM,
OTHOCALIMXCS K TeMe, WH(POPMAIMOHHAS HACHIIIEHHOCTh, HOBH3HA, OPUTMHAIBHOCTh
W3JI0KEHUs MaTepualia; CTPYKTYpHash OpraHM30BaHHOCTb, OOOCHOBAHHOCTH INPEIUIOKEHHS H
BBIBOJIOB, CJICJIAaHHBIX B COOOIICHUH/ TIPE3CHTALIUH.

4.1.4 IllpumepHble HHAMBUAYAJTbHbIE 3aJaHUS

Cocmaeumsv u ogopmums npukazsl HO OCHOGHOU OeAmMeEIbHOCMU, U Opyzue
pacnopaoumensvHvle 0OKYMeHMbl, HEOOX00UMbLE 8 OAHHBIX YNPAGIEHUYECKUX CUMYAUUAX:

Curyanus 1.

A.H.llunos, npencenarens Poccuiickoro areHTCTBa MEXKIyHApOJHOTO COTPYAHHYECTBA U
pasBuTHs (rocynapcTBeHHas opranuzanus npu [IpaBurensctBe P®), 24 deBpans Texymiero
roga MOPY4YMSI CTPYKTYPHBIM TOJpPa3JeiCHUsIM areHTCTBa COBMECTHO C THPEICTaBUTEISIMU
l'ockomumymiectBa Poccum k 10 ampens HOArOTOBUTH HPOEKT MPOTrpaMMbl IPUBJIEUEHUS
WHOCTPAHHBIX HMHBECTHIIMA K MPOIECCY AaKIMOHUPOBAHUS TOCYAAPCTBEHHBIX MPEANPHUSITHIA.
[Topyuenue ObU10 AaHO BO HcIoIHEHUE nlocTaHoBieHUs [IpaButenbcTtBa PO ot 24 depains

tekymero roga Ne 246 I'maBHOMY yNpaBiICHMIO OTPACIEBBIX MHBECTHLIIMOHHBIX IIPOrpamm,
['1aBHOMY [OTOBOPHO-IIPAaBOBOMY VIIPABICHHIO W [J1aBHOMY YIIPABIECHUIO CTPATeTUH H
MHBECTUPOBAHUS.

ITpoekT mpuka3za mpejcenaTesnss areHTCTBA ObLI 3aBU3UPOBAH €0 MEPBBIM 3aMECTUTEIEM
J.H.®enopoBsIM U HauaabHUKOM [ JIaBHOTO JOrOBOPHO-IIPaBOBOro ynpasieHus 1.B.MnbuHbIM.
KonTpo:s 3a ucnonnenuneM npukasza obu1 BosnoxkeH Ha [{.H.denoposa.

Curyauus 2.

JIupexTop pEMOHTHO-IKCILTyaTallMOHHOTO MyHUIIUNTAIbHOTO yrpaBienust Ne 15 3oros N.T.
5 oKTAOps TEKyIIero roja u3ai NpyUKa3 o MOJArOTOBKE K yOOpKe TEpPUTOPUI B 3UMHUI NEpUO
tekymero roja. [naBueiii unHxkeHep Hukomaes Bb.B. k 15 okTsa0ps nomkeH NpoBeCTH
3aKperuieHue yOupaeMbIX TepPUTOPHUIl 32 TEXHUKAMU-CMOTPUTEISIMUA M JBOPHUKAMHU, COCTABUTh
rpaduK ABYXCMEHHON paboOTHI O YOOpKE TPOTYapoB M JIBOPOBBIX TEPPUTOPUM, pa3padoTath U
corjacoBath B IpedekType okpyra IaH yOOpKHM TEppUTOPHI C IMpHUBICYEHUEM JIOEH U
TEXHUKH BEJOMCTBEHHBIX MPEANPUATHI, PACIIOIIOKEHHBIX HA TEPPUTOPUH OKPYTa.

IIpuka3 u3gaH Ha ocHOBaHWMU NocTaHoBieHUs [IpaBurenbctBa MOCKBBI OT 8 CEHTAOps
tekymiero rojga Ne 908 «O roroBHOCTH CiIy’)k0 TOpPOJICKOTO XO3sICTBA K YOOpKE TEppUTOpPHIA
I.MOCKBBI B 3UMHUI IIEPUOIY.

Curyanus 3.

OTnenom opraHu3aliiOHHON U KaJpoBOM paboThl YnpasieHus MunucrepctBa octuuuu PO
no Pecnybnuke Kapenus B koHIle KaJleHIapHOTO roja Oblia cOCTaBI€HAa HOMEHKIIATYpa A€l Ha
CIIEAYIOIIMNA KaJeHJapHbli roj. 27 nexabps TEKyIlero roja HadaJbHUKOM YTpaBIeHUs
T.IL.UrnareeBoii ObUT M3JaH W MOANUCAH MPHKa3 00 YTBEPXKIACHUM U BBEJIEHUHU B JIEWCTBUE
HOMEHKJIATypbl Jel ¢ 1 sHBapd CcIeyroolero rojaa. PyKoBOIUTENSIM CTPYKTYpPHBIX
MO/Ipa3IeJIeHnii IPUKa30M MPEANHUCHIBAIOCH (POPMUPOBAHUE, UCTIOIB30BAaHUE U XPAHEHUE NI B
COOTBETCTBHUH C pa3pabOTaHHON HOMEHKJIaTypoi nen. KoHTposb 3a ucnoilHeHneM Mpukasza Obul
BO3JIO’KEH Ha HayaJIbHUKA OT/IeJla OpraHU3allMOHHON U KaJApoBoil paboThl X1oHHHHEHa A.B.

Curyanus 4.

PykoBogutenem Komurera mo 3eMmenbHBIM pecypcaMm U 3emieycTpoilcTBy denepanbHoOi
cyx0b1 3emenbpHOro kamactpa Poccum A.T.KonmpamoBeiM 1 HOSIOps Tekymiero rojga  ObLT
W3JlaH TPUKa3 O BBEJICHUU YHUDUIIMPOBAHHBIX (OPM MEPBUYHON YYETHOH MOKYMEHTAIlUU TIO
yuery kaapoB. [Ipuka3 u3gaBajici B COOTBETCTBUHU C IIOCTaHOBJIEHHEM [ 0cyaapCTBEHHOTO



komuTeTa 1Mo cratuctuke ot 06.04.2001 Ne 26 «O06 yrBepkaeHun yHUDHIIMPOBAHHBIX (opm
IIEPBUYHON YYETHON JOKYMEHTALMM 10 YYETY TPyZAa U €ro OIIaThl» U C LENbI CO3/1aHus B
Komurere enuHol cuctembl KaapoBoil nokymeHTanuu. I[Iprkazom BBOAWIMCH B JAeicTBHE C 1
HOSIOpsT TeKyliero rojaa Bce yHHU(puuupoBaHHble (opMmbl, Bomenmue B Ajsbom YD/,
YTBEP>KACHHBIN BbINICYKA3aHHBIM TIOCTAHOBICHUEM.

[Ipoekt npukasa 3aBU3MpOBaIU IOPUCKOHCYNBT Tuimenko M.A., nuHCnekTop oTaena Kaapos
Kykona T.IL.

Ilepeuens yacmu Komnemenyuu, NPOGEPAEMbIX OYEHOUHBIM CPEOCTNEOM:

[IK-15 - VYmMenue BecTH JENOMPOM3BOACTBO M JOKYMEHTOOOOPOT B OpraHax
rocygapcrBeHHoi Biactu  Poccuiickonn @enepaunuu, opraHax TIOCYJapCTBEHHOM —BJIACTH
cyobexToB Poccuiickoit denepannu, opraHax MECTHOTO CaMOYMpPaBIEHUS, TOCYAapCTBEHHBIX U
MYHUIIUTATBHBIX TPEANPHUATHAX U YUPEKICHUSIX, HAYYHBIX U 00pa30BaTEIbHBIX OpraHU3aLUsX,
MOJINTUYECKUX MapTUSX, OOIIECTBEHHO-TIOJIUTUYECKUX, KOMMEPUECKUX M HEKOMMEPUECKHX
OpraHM3aLusIX

Cocmagumv u ogopmums  ciaysyuceOnvle nucoma, HeoOX00UMble 6  OAHHBIX
YRPAagieHyecKux CUmyauuax:

Curyanus 1.

JlenmapTaMeHT MOAJEPKKH UM DPA3BUTHUA MaJOro NpPeANpPUHUMATELCTBA IHCHMOM 34
MOAINKCHI0 3aM.AMpeKTopa naenapramenta CepukoBa A.B. yBenqomMusl pyKOBOJCTBO JETCKOIO
cana Ne 1586 o0 TOM, 4TO B CBSI3U C Pa3BUTHEM INPEAIPUHUMATENBCTBA 34aHUE JETCKOro caja
JIOJKHO OBITh MEepeAaHo AJIs TEXHUYECKUX HYXK] JIelapTaMeHTa.

Ucnonnurenem BacuibeBoil 1o nopyuyeHuro aupekropa aerckoro caaa Ne 1586 IOro-
3anagHoOro OKpPYKHOT'O YIpaBiIeHHs 00pa3oBaHusi I.MOCKBBI, pacHOJIO)KEHHOTO Ha IPOCIIEKTE
MuuypuHckoM, A0M 22 1.MOCKBBI, ObUIO COCTABJICHO MUCHMO, aJPECOBAHHOE OTAEIY IMHUCEM
Mbpuu Mockssl 1o aapecy: r.MockBsa, yin.TBepckas, 13, B KOTOpOM IUPEKTOp AETCKOTo caaa Ne
1586 O.A.AGpamoBa mpocuna pa3oOpaTbcs B JaHHOM BOIPOCE, MOTHUBHUPYS T€M, 4YTO B
Ha3BaHHOM paiOHEe JETCKUX CaJ0B OCTAJIOCh MaJllo M HE BCE JETH MOTYT IOceuiaTrh JETCKUe
JIOUIKOJIbHBIE YupekaeHUs. [IncbMo ObIJIO OTBETOM Ha MOJyYEHHBIH JOKYMEHT OT JlernapTaMeHT.

Curyauus 2.

MocCKOBCKUI  paAMOTEXHUYECKUH KOJUIEIK HMEHM akaaeMuka A. A. Pacruietuna
MunucrepctBa oOpazoBanusi P® (Mocksa, yn. b.JlekaOpbckas, 5, 124000, ten.: 252-11-84,
dakc: 253-32-36) pazocman WHPOPMALMOHHBIE MHUChMA JTUPEKTOpAaM IIKOJ Topoja C
cooOmieHneM o0 OTKpHITHM B HOBOM YYe€OHOM ToAy JABYX (aKyJIbTETOB: COBPEMEHHBIE
MH(POPMAIIMOHHBIE TEXHOJOTHH M IOpHIWYecKnid. B mucbMe coo0Imanoch Takke O TOM, YTO
IpaBUJIa TpUeMa Ha yka3aHHbIe (akyabTeThl o0mme. [InchMo OBIIIO COCTABIEHO MCIIOTHUTEIEM
CrenanoBoii u noanucano aupekropom JI.b.MapTeiHtokoM 15 mapTa Tekyiero rojaa.

Curyanus 3.

Ucnonuutenem M. 1O. IlonsikoBoii mo mopydeHuro HadalbHUKa oTaena MapketuHra OAO
«Toprnorpedcoro3» (r.Mocksa, Jlecmas ym., .18, 117123, rten./dakc. 234-56-00, OKIIO
87654321, OI'PH 1234567890098, MHH/KIIIT 09876543321/123456789) B.A.Komaposa ObL10
cocraBieHo mucbMo B aapec OO0 «Jleno», TexHuueckomy aupektopy A.M.MsrkoBy o0
OTIpaBKe JOKYMEHTAIlMM cjenyrouero conaepxkanus: «Hampasnsem HeoOxoqumble Bam
JTOKYMEHTHI, cojepkamie WHPOpMAHMI0O O IIeHe KOMIUIEKTa HayJYHO-TEXHHYECKOH
JOKYMEHTAllMM Ha XOJIoAWiIbHOe oOopynoBanue. llpeamaraem BbICIaTh TEXHHUYECKYIO
JTOKYMEHTAIIMI0 Ha 3apyOe)HbIE aHaJOTH XOJIOAWIBHOTO oOopynoBaHus. llpu mpuHATHH
MOJIOKUTEIBHOTO  peIHIeHuss O  3aKymke o0opyaoBaHus mpocuMm Bac  HampaBuUTbH
COOTBETCTBYIOIIIEE MUCHMO pyKoBojuTento oTaena cobita HaymoBy C.IL.». JlaHHBIM mHUChMOM
CoInpoBOKAanach cnenudukanus Ha 28 1. B 1 9K3.

Ilepeuenv yacmu KomnemeHyuu, NPoBepseMbIX OUYEHOUHbIM CPEOCNEOM:

IIK — 8 — crmocoOHOCTBIO MPUMEHATh MHHOPMAITMOHHO-KOMMYHHUKAITMOHHBIE TEXHOJIOTHH
B MpOQecCHOHANbHONW JEATENIbHOCTH C BHUICHHEM UX B3aUMOCBSI3ed U TMEpPCHEKTUB
UCTIOJIb30BAHUS



[IK-15 - VYwmeHuwe BecTH [ACIONPOU3BOACTBO M JIOKYMEHTOOOOPOT B  OpraHax
rocygapcrBeHHo Biact  Poccuiickonr ®Penepanuy, oOpraHax TIOCYJapCTBEHHOM BIIACTH
cyobekToB Poccuiickoit denepanyy, opraHax MECTHOTO CaMOYINpPaBJIEHUS, TOCYAAPCTBEHHBIX U
MYHUIUTATBHBIX TPEANPHUATHAX U YUPEKACHUAK, HAYUHBIX U 00pa30BaTEIbHBIX OpPraHU3aLUsIX,
MOJUTUYECKUX MapTHsIX, OOLIECTBEHHO-NOJUTUYECKUX, KOMMEPYECKMX M HEKOMMEPUYECKUX
OpraHu3alMsIX.

Cocmaeumsv u oghopmums 00K1a0HbBIE, U 00BACHUMENbHBIE 3ANUCKU, HEOOX00UMDbLE 8
Ce0YIOuUX YRPaeneHYecKUX CUmyayusax:

Curyanus 1.
3amecTurens HayanbHUKa [Ipon3BoacTBeHHOTO 00beaHEHUS «MOCKOBCKAs TOPOJCKAs
tenedonHas cetby (MI'TC) Munucrepctsa cBsizu PO M.U.Jly60oB oOpaTuics kK Ha4aIbHUKY

CTIEIUANBHOTO YIpaBJICHUs TelneGOHHOW CBs3M Toro e MuHHcTepctBa [.C.AKCeHOBY ¢
JOKJIaJTHOM 3aMUCKOM O BBIIEICHUU MPSMBIX MPOBOJOB U Ha3HAYEHUU Tese(OHHBIX HOMEPOB Ha
JOTOBOpPHOW ocHOBe. B moknamnoi 3ammcke M.U.J[yO0oB cooOmias o TOM, 4TO B CEHTSAOpe
tekymero roga ooweaunennem (MITC) OblTM MOATOTOBICHBI U COTJAcOBaHbBl C [ NaBHBIM
IUTAHOBO-(MHAHCOBEIM  yIpaBlieHHeM MuHucTepcTBa cBsizu P® 1OroBopsl ¢ HOBBIMHU
abonenTamu. {151 BKIIOYEHHs yKa3aHHBIX a0OHEHTOB B CeTh nepenayn qaHHbix «Hdoren» c 1
JeKaOps TEKYIIEro rojia He00X0UMO BBIJICIICHUE TIPSMBIX IMPOBOJIOB. B ¢Bs3u ¢ aTiM r-H J[yOooB
BBIBUHYJT MPEVIOKEHHUE O BBIICTICHUHU NPSIMbIX MPOBOJIOB U HA3HAYCHUH TeJIe(POHHBIX HOMEPOB
Ha JIOTOBOPHOW OCHOBE YyKa3aHHbIM abOoHeHTaMm. JloknaaHas 3ammMcka Oblla COCTaBIICHA
ucnonuutesneM OpnoBoii u noanucana M.M.J[y6oBbim 12 HOSOps TeKyIiero roja.

Curyanus 2.

Kypeep 3A0 «Dapma» C.C.CoMOB peryispHO oma3ablBal Ha paboTy, 4eM Hapyual
TPYJIOBYIO TUCHUIUIMHY. 3aBeayromas kanuenspueit 1.B.1llymununa HeoqHOKpaTHO Jienana emy
3aMevaHust (B ycTHOH ¢opme), a 12 HroHS Tekyulero rojga Oblga BBIHYKIEHa OOpaTHThCS C
TaHHBIM BompocoM K ['enepanbHOMy nupektopy A.B.CemoBy ¢ AOKJIagHOW 3aluCKoOM, B
KOTOPO#1 MpOCHiIa MPUHATH MEpBI TucuuIuinHapHoro xapakrepa k C.C.ComoBy.

Cutyanus 3.

PykoBogutens otmena HoBbIXx mpoektoB O.B.TokapeBa oOparwnace k ['eHepanmHomy
mupexktopy OOO «Mactep» r-Hy A.Jl.MeBneBy ¢ MOKJIQAHON 3amUCKOW O HEOOXOAUMOCTH
YBEITUYEHUS ITATHOW YUCICHHOCTH oTAena. B mokmamnnoit 3anmucke O.B.Tokapesa cooOriana o
TOM, YTO B HACTOSIIEe BpeMs JUIsl yCHEIHOW pabOThl areHTCTBA HEOOX0IMMO YBEIUYeHHE 0a3bl
JTAHHBIX O MOTEHIMAIbHBIX KiueHTax. [lo ee MHeHMIO, OAHMM M3 HauOoJiee peajbHBIX ITyTel
pacuipenust 6a3bl JaHHBIX SIBJISETCS MOCTOSIHHBIM aHaIM3 CPEJCTB MaccoBOW MH(oOpMaiuu, B
YaCTHOCTH Ipecchl (MHpopMalus o Hanbosee KpymHbIX KIMEHTaX areHTCTBa Oblia MOoJy4yeHa U3
aHAJIMTUYECKOT0 JXypHalia «DKcnepT»). B cBsA3u ¢ TeM, 4To OTzeN B €ro HacTosieM cocrase (5
COTPYIHUKOB) HE MMEET BO3MOXHOCTH OpPraHHU30BaTh MOAPOOHOE H3yYEHHE AHATUTHYECKHX
m3nanuid, O.B.TokapeBa cuuTaer uenecooOpa3HbIM BBECTH B INTAT OT/AENA JBE JOJDKHOCTH
MEHEKEPOB I U3YUEHHUs M aHaIM3a MPECCHI C LENbIO BBISBICHHUS MOTEHIIMAIbHBIX KIMEHTOB,
a TaKkKe MOJATrOTOBKM ONEpaTWBHOM MH(popManmu o mnonoxeHuud Ha peiHke CMU B ¢dopme
€XKEHEeJeNbHbIX O0T4eTOB. B noknmagHoi 3amucke TokapeBa Mpeayokuiaa Ha 3TH JOJKHOCTH
1oJ100paTh COTPYAHUKOB U3 YHCIa CTYIEHTOB 4-5 KypcoB (akynbrera sxypHanuctuka MI'Y umu
IIKOJIbI PEKJIaMBbI.

Curyanus 4.

B VBaHoBcKkoii 001aCTH CIIOXKHIJIOCH KpallHE HaIpsDKEHHOE TIOJIOKEHHE C TOPTOBIEH
MPOMBIINIJICHHBIMHA TOBapaMH1 U, B YaCTHOCTH, MG6€HBIO.

B 12 u3 15 paiioHOB TOProBisi MeOENbI0 BENETCS B HEMPHCIIOCOOJICHHBIX IMOMEIICHUSX,



JMILIEHHBIX HE00X0AUMOro 000pyI0BAHNUS, HE UMEIOIINX HOPMAJIBHBIX MOABE3IHBIX MTyTEH.

Jns paspemieHust JaHHOM MpoOJieMbl K PYKOBOJHUTENIO aIMHHHCTpalUuu VIBaHOBCKON
obnmactu II. U. IlonexxaeBy oOpaTwics HavYaJbHUK YTPaBJIEHUS TOPTOBIU AIMUHHUCTpAIUN
WBanosckoit obmactu K. J[. TapacoB. B moknanHoil 3amucke B CBA3H C HEOOXOJUMOCTHIO
CO3JIaHMs YCJIOBUI, OTBEYAIOLIMX TPeOOBAHUSAM OpPraHMU3ALUU TOProBiu Mebenbro, Tapacos
IIpOCUJ J1aTh YyKa3aHUs pPYKOBOAMUTEISAM aJMHMHUCTpPAlMM COOTBETCTBYIOIIMX pPAlOHOB O
IIPEJOCTABICHUH JUIs TOPTOBIIM MEOEIIbIO TOMEUICHNH, OTBEYAIOIIUX YCTAHOBIEHHBIM HOPMaM.

Cocmaeumsv u ogopmums npomoxonvt, He0OX00UMble 8 CEOYHUUX YRPABTIEHUECKUX
cumyayuu:

Curyanus 1.

Hupekmust OO0 «Actpess» (Cankr-IlerepOypr) 12.08.200 r. mpoBesno cBoe odepeaHoe
3acemanne, Ha KoTopom mnpucyrctBoBanu BoctpskoB C.T., Crymne I1.J[., Jlebener M.M.,
Amnronos [LJIL., lllentynosa B.I'., Tumodeer A.A., Ctynosa M.H.

Ha 3acemanum oOcyxaanoch JBa Bompoca: 0 XoAe pekinamHoi kammanuu B III kBaprane
200.r. u 0 mepexo/ie Ha HOBYIO CHCTEMY BBIILIATHI TPEMHUAIIbHBIX.

ITo mepBOMYy BompoCy ciylanu cooOlIeHre HadalbHHUKa oTAena pexkiaMmbl Boctpsikosa C.T.,
TEKCT COOOIIECHUS KOTOpOro ObLI mepenan cekperapro 3acenanus H.J[.bemosoii. [lo atomy xe
BONPOCY BBICTYNUI (UHAHCOBBINA AupekTop TumodeeB A.A., KOTOPbII 0100pUIT yBelHUEHUE
pacxojioB Ha HapyxHyt0 pekiaamy B 11 kBaprane 200 r. Ha 5%.

ITo BTOpOMY Bompocy caenan coobmenue CtynoB M.U. u TekcT cooOIIeHus Takke mnepenat
cekperapro. [1o nanHOMYy e Bonpocy BbicTynuin AHTOHOB [1.JI., HaUaJIbHUK OTAENa KagpoB, U
Jlebene U.M., nupektop mno mpojaxam. IlepBblii 0100pui HOBYHO CHUCTEMY BBIILIATHI
[IPEMHUAIIBHBIX W PEKOMEHJI0BaJl IMOATOTOBUTH HE0OXoaumble AokyMeHThl k 01.09.200_ r.
Bropoit npemnoxun nopaboTaTh HOBYKO CHUCTEMY BBIIUIATHI MPEMHAIBHBIX U PEKOMEHIOBAI
IIPOBECTH TOJIOCOBAHME I10 JaHHOMY BOMPOCY Ha 00111eM coOOpaHuM TPYJOBOTO KOJIJIEKTHBA.

B wurore 3acemanus ObulM NMPHHATHI cienyromue pemieHus: 1. OnoOpute paboty otraena
pexinamsl B LI kBaptane 200 r. 2. IIpoBectu o61ee coOpaHue TpyJOBOIO KOJIEKTUBA 110
BOIPOCY O TIepexoJe Ha HOBYI CHUCTeMYy BbIIUIaThl mnpeMuanbHbix 15.08.200_ r.
OTBeTCTBEHHBIM 32 IOJIFOTOBKY cOOpaHus Oblia Ha3HaueHa 3aB.kaHuespuelt lllentynosa B.I'.

Cobpanue Ben npenceaarens O.A.PymsHies.

Curyauus 2.

3A0 «I'pann-M» (Mocksa) 05.03.200_r. mpoBeno 3acemanue CoBeTa JUPEKTOPOB, Ha
KOTOpOM MpucyTcTBoBanu cieaytouire wiensl Coseta: Ilomos W.I1., UBanoB U.U., Cunopos
C.C.,, Ycrunosa Y.Y., ®enopo ©.®D. B cBs3u ¢ HanuureM KBopyMa 3acejaHue ObLJI0 MPU3HAHO
npaBoMo4HbIM. Ha 3acemanue BBIHOCWIICS BONPOC 00 ONpEIENIEHUH PHIHOYHOW CTOMMOCTHU
pa3MmernaemMbpIx OOIIECTBOM JOMOJHUTENbHBIX akuui. [lo maHHOMY BOIpoOCy 3aciyIiaiu
®enopoBa D.D., KOTOPHIM MNPEITOKUIT OMNPEAETUTh PBIHOYHYIO CTOMMOCTH Pa3MENIaeMbIX
OOIIECTBOM AaKIMH IMyTeM 3aKpbITOH IMOAMUCKU JOMOJHUTENbHBIX akuuii B pasmepe 10 000
(mecsiTi THICSY) PyO. 3a aKIMIO. 3acelaHre MOCTAaHOBUIJIO YTBEPAUTH Ipemiiokerne demopona
@.D., Tak KaK Ipu roJIocOBaHUU «3A» ObUIO OTIAHO MATH FOJIOCOB, TPOTOJIOCOBABIINX
«ITPOTUB» nu «BO3AEPXXABIIMNXCSA» ve 6bu10. Pemenne npuHATO €IMHOTIIACHO. 3aceqanne
Bex npeacenarens 1.1 .ITonos. IIporokon noarorosnen cexperapeM HM.I1.IIeTrpoBbim.

Curyanus 3.

Cotpynuuku Oyxranrepun OAO «KBaHT» mpoBenH 3aceaHue MO BOMPOCY COKpaIICHUs
CpoKa cocTaByieHus1 rojgoBoro ordera 3a 200 r., Ha KOTOpOM HpUCYTCTBOBajIO 6 uyenoBek. C
coobmienuem Beictynmiia oyxrantep CypkoBa A.M., KoTopast OTMETHIIA, YTO PAOOTHUKH TPYIIIIBI
ydeTa UMEIOT BCE BO3MOKHOCTH Il 3HAUUTEIBHOIO COKPAIEHHs CPOKA COCTABJIEHUS T'OJ0BOTO
oTyera, W 4To Toa0BOM oT4eT 3a 200 _T. MOKET OBITh MPEICTaBJICH TPYNION ydeTa Ha 3 JHS
paHbIlle YCTAaHOBJIEHHOT'O CPOKa.

B o6cyxnennn pannoro Bompoca BeicTymwim E.H.KportoB, rnaBubIil Oyxranrep, u
I".A.llly6una, 6yxrantep. KpoToB coo0mui o ToM, 4TO UM pa3paboTaH HOBBIM Tpaduk padoOT Mo
COCTaBJICHUIO T'OJJOBOTO OTYETa, MPHU YCIOBUU BBIIOJHEHUS KOTOPOTO BCEMHU pabOTHUKaMU



Tpynnbl y4era, roJI0BOM OTYET MOXKHO COCTaBUTh M CIaTh Ha 4 NHS paHblIE YCTaHOBJIEHHOTO
cpoka. I A.lllyOuna oTrmeTHia, 4TO JOCPOYHOE IpelcTaBlieHHe rogoBoro oryera 3a 200_r.
SBJIAETCS TOYETHOM M OTBETCTBEHHOH 3ajauyeil paOOTHUKOB OyXraiaTtepuu, U UTO KOJUIEKTUB
OyXrajaTepu MOKET COCTaBUTh T'OJJOBOM OTYET pPAaHBIIE CPOKa, €CIIM BCe PAOOTHHKH OymyT
BBITNIOJHATH YIUIOTHEHHBIN TpaduK paboThI.

B utore 3acenanus ObUIO pENICHO MPEACTaBUTH TOA0BOHM oTder 3a 200 T. Ha YeThIpe JHS
paHbIlle YCTAaHOBJIEHHOTO cpoka, T.e. 00.00.200 r. ¥ mpoBeCTH aHaIU3 TOJOBOTO OTYETA C

[[ETbI0 BBISBICHUS PE3€pPBOB, HEOOXOMMMBIX AJIsI YCIENIHOTO BhIMONHEHHs Tuiana 3a 200 .
3acenanue Bena npeaceaarens K.M.JIepamosa, npotokoaupoBai cekperapb M.B. XoMskoB.

Cocmaeumsv u ogopmums npuxkazpl nO JUYHOMY COCMABY, HEOOX00uUMble 8 OAHHBIX
YRPAeIeHYecKux CUmyauusx.

Curyanus 1.

Boinyckauna ¢akynbrera ynpasieHus Poccuilckoro rocynapcTBEHHOrO I'yMaHUTapHOTO
yHuBepcureta JlenucoBa TaTbsiHa MuxaiinoBHa 20 Mo TEKYILEro rojia NocTynuiIa Ha padboTy
B Poccuiickoe areHTcTBO MeXAyHapoaHOro coTpynnunyectBa u pazsutus (PAMCuP) senymum
CIELIMAJIMCTOM YIIpaBJICHUs JIe1aMH. ATEHTCTBO SBJIIETCS TOCYIapCTBEHHON OpraHu3alueil npu
[IpaButensctBe P® u ocymiectBiser HaOOp CiyXallMX TOJBKO IO J0roBOpY. JloroBop
IIOANMCAH OT MMeHM areHTcTBa ero npenceparenem I[lloxunsiM A.H. Ilpoext mnpukasza 1o
JUYHOMY COCTaBY MOJATOTOBJIEH MHCHEKTOpOoM 1o kaapam CoinoBbeBoi M.I'. 20 uronst u B TOT
e JIeHb 3aBU3MPOBAaH HAa4YaJIbHUKOM YIpaBiieHHs KaJapoB ApOy3oBbiM II.H. u ympasnstommm
nenamu MuxeessiM B.U. [Ipuka3 moanucan 21 utons u o0bsiBiieH J{eHICOBOI MO/ paCIHCKY.

Curyauus 2.

Oxonomuct BacunweBa Exkarepuna HuxomaeBHa 1 ceHTsOpsi Tekymiero roja mojalia
3agBneHre B OO0 «Jlyu» ¢ mpocs0oil nmpuHATH ee Ha paboTy ClENUaTucToM (UHAHCOBOTO
OTJieNa Ha HEemoJHbI pabounii aeHb. MHcnekrop no xaapam CmupaoBa U.C. oObsicHMIA, YTO
¢upMa MMeeT BO3MOXKHOCTh IpPHUHATH Ha pabOTy SKOHOMHUCTAa, HO Ha OCHOBE CPOYHOIO
TPYAOBOro JoroBopa. TpynoBoil JOoroBop ObUT 3aKIHOYEH 5 CEHTSIOps M MOANHCaH OT UMEHHM
¢bup™Mbl reHepaibHbIM upekTopoM MuponoBbiM JI.C. B TOT ke JeHb ObLI M3/aH NMpHKa3 1o
JUYHOMY COCTaBy, 3aBU3upoBaHHbI CmupHoBoit U.C. u 1opuckoncynbtom XmeneBsiM 1.0O.
ITpuka3 Obl1 00bsBIeH BacunbeBoit E.H. nox pacnucky 6 ceHTs0ps.

Curyanus 3.
3aBenyromas otaenoM nuceM raszetsl «['yoepuus» ComoBa AnnHa MBanoBHa 15 wmas
TEKYIIEero roja oopaTuiach K ri1aBHOMY penakropy YBapoBy A.H. ¢ mpocb00ii npenoctaBuTh e
OTIycK 0€3 coxpaHeHus 3apad0THOM TIaThl ¢ 16 o 18 Mas Mo ceMeHBIM 0OCTOSITEILCTBAM.
[TpoekT mpukaza o6 ormycke OblT OQOpPMIIEH HAYyaIbHUKOM OTiAena KaapoB EpmakoBbIM
N.H. 15 mas, 3aBU3MpOBaH U B TOT K€ JIEHb MTOANMUCAH TJIABHBIM PEJAKTOPOM.
Ilepeuensv yacmu KomnemeHyul, NPOBEPAEMbIX OYEHOUHBIM CPEOCBOM.
[1K-8 — crtocoOHOCTHI0 MPUMEHATH HHPOPMAITMOHHO-KOMMYHUKAITHOHHBIE TEXHOJIOTHH B
npodecCHOHATIBLHOMN IeSTENFHOCTH ¢ BUACHUEM UX B3aMMOCBSI3€H M EPCIEKTHB UCIIOIb30BAHUS
I[IK-15 - yMeHueM BeCTH [ACIIONMPOU3BOACTBO M JOKYMEHTOOOOPOT B OpraHax
rocygapcrBeHHo Biactu  Poccuiickonn @enepauuu, opraHax TOCYZapCTBEHHOM BIIACTH
cyonekToB Poccuiickoit denepannn, opraHax MECTHOT'O CaMOYIPaBIE€HUs, TOCYJapCTBEHHBIX U
MYHULUTATBHBIX TPEIIPUATHIX U YUPEKACHUAX, HAYUHBIX U 00pa3oBaTeIbHBIX OpraHU3alusix,
HNOJUTUYECKUX MAPTHUSAX, OOLIECTBEHHO-TIOJUTUYECKUX, KOMMEPYECKUX U HEKOMMEPUYECKHUX
OpraHM3aLusIX
Kpumepuu oyenxu:
«yJIOBJIETBOPUTEIHHOY» - PEKBU3UTHI IOKYMEHTOB IPEACTaBICHbI (hparMeHTapHO, C
HapyleHUsIMUA B 0hpopMIIeHNUH;
«XOpOLIO» - PEKBU3UTHI IOKyMEHTOB IPECTABJICHbI YACTUYHO, 0€3 HapyIIeHUH B




odopMmIIeHNH, B IPaBUILHOM MOPSIKE.
«OTIUYHOY» - PEKBU3UTHI JOKYMEHTOB IPE/ICTABIICHBI B IOJHOM 00beMe, 0e3 HapylIeHUl B
odopMmIIeHNH, B IPAaBUILHOM IMOPSAJIKE C COOITIOICHUEM BCeX HEOOXOIUMBIX TpeOOBaHUI.

4.1.5. HpI/IMepHI)Ie TECTOBLIC 3aJaHUA VI TEKYLIECI0 KOHTPOJIsA

1. Ymo oznauaem mepmun «0OKymMeHm»?
A)apryMeHrT;
b) Bu3za;
B)neno;
I') npuxas.
2. Om Kaxko2o A3blKa NPOUCX0OUm mepmMuH «OOKyMeHm»?
A) HEMEIKOro;
b) marunckoro;
B) anrnuiickoro;
I') rpeueckoro.
3. Cosoxynnocmeb  pabom, C8A3AHHLIX C CO30aHUeM OOKYMEHMO8, UXx pecucmpayuel,
Ka1accughuxayuet, 08UNCEHUEM, YUEemOM U XPAHEHUeM HA3bI8AIOMCS ...
A) KOppeCTOHACHIINEH;
b) nenonpounssoacTBom;
B) nokymenTupoBanuem;
I') nokymeHnTo060pOTOM.
4. Koeda 6winu ymeepoicoenvl ocHosHule npasuia PK?
A)17.08.95;
b) 30.06.92;
B) 12.12.98;
I') 12.12.00.
5. OcHosHble QOKYMEeHMbL GLINOIHAIOMCS, HA KaKkom hopmame?
A)A 4w AS;
b) A 8 i A 12;
B) A3 umu A §;
) Al2.
6. Ilpuxaz —smo ...
A) pacniopsiIUTENbHBIN TOKYMEHT;
b) nuadopmMarmoHHbINA JOKYMEHT;
B) cipaBo4HBIN JOKYMEHT;
I') AuuHBI TOKYMEHT.
7. JonscHocmuas uncmpykyust - 3mo
A) pacniopsIUTENbHBIN TOKYMEHT;
b) undopmMannoHHbIi TOKYMEHT;
B) opranuzanuoHHBIA TOKYMEHT
I') TMYHBIA TOKYMEHT.
8. I[Ipomoxon — smo ...
A) pacniopsIUTENbHBIN TOKYMEHT;
b) undopmManinoHHbIi TOKYMEHT;
B) cripaBouHbIil TOKYMEHT;
I') MM4HBIA TOKYMEHT.
9. lMucvmo — smo ...
A) pacniopsIUTENbHBIN TOKYMEHT;
b) undopMannoHHbIN TOKYMEHT;
B) cipaBo4HBIN JOKYMEHT;
I') Tu4HBIA TOKYMEHT.
10. lImammnoe pacnucanue — smo ...
A) pacTiopsIUTEbHBIA TOKYMEHT;
b) nuadopmManmoHHbINA JOKYMEHT;
B) cripaBo4HBI TOKYMEHT;



I') opranu3amoOHHBINA JTOKYMEHT.
11. Iyoauxam — smo ...
A) opuruHai;
b) xonus nokyMeHra;
B) cripaBo4HBIi TOKYMEHT;
I') sx3emmisip, BolJaBa€Mblii B3AMEH YTPAUEHHOI'O JOKYMEHTA.
12. Pewenue — samo ...
A) pacniopsiIUTENIbHbIN TOKYMEHT;
b) nadopMannoHHbIN TOKYMEHT;
B) cipaBo4HBIN JOKYMEHT;
I') opranu3anmoHHBINA JOKYMEHT.
13. Josepennocmov — smo ...
A) pacTiopsIUTENbHBIA TOKYMEHT;
b) undopmaninoHHO- CrIipaBOYHBIN JTOKYMEHT;
B) cnipaBouHbIil TOKyMEHT;
I') opranu3aniMOHHBIN TOKYMEHT.
14. UT/] — smo ...
A) pacniopsiIUTENbHBIN TOKYMEHT;
b) undopmanmoHHo- cipaBOYHbIN TOKYMEHT;
B) cipaBo4HbIi JOKYMEHT;
I') nMuHBIA TOKYMEHT.
15. KT/[ — smo ...
A) pacriopsUTeIbHbBII TOKYMEHT;
b) unpopmManinoHHO- CrIipaBOYHBIN JTOKYMEHT;
B) cnipaBouHbIil TOKYMEHT;
I') nMuHBI TOKYMEHT.
16. Axkm — smo ...
A) pacnopsiIUTENbHBIN TOKYMEHT;
b) nadopmarmonHo- cipaBOYHbIH TOKYMEHT;
B) cipaBo4HBIN JOKYMEHT;
I') AMuHBI TOKYMEHT.
17. Jloeepennocmov — smo ...
A) pacriopsUTeIbHbIN TOKYMEHT;
b) undopmaninoHHO- CIipaBOYHBIN TOKYMEHT;
B) cripaBouHbIil TOKYMEHT;
I') nMuHBI TOKYMEHT.
18. @axcor u E-mail —omo ...
A) pacnopsiIUTENbHBII TOKYMEHT;
b) undopmarmonHo- cipaBOYHbBIN TOKYMEHT;
B) cripaBo4HBII TOKYMEHT;
I') AMuHBIA TOKYMEHT.
19. Uckosoe 3as6nenue — smo ...
A) pacnopsiIUTENbHBII TOKYMEHT;
b) undopmarmonHo- cipaBOYHbBIH TOKYMEHT;
B) cripaBo4HBI TOKYMEHT;
I') ropuanueckuii JOKyMEHT
20. Dxcnepmu3sy yenHocmu OOKYMeHmos nposooum ...
A) komuccus;
b) pykoBoauTens npeanpusTus;
B) paboTHuku Oyxranrepuu;
I') cienmanucTel.
Koo-xntou npasunvnvix omeemos
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[1K-8 — ciocoOHOCTHIO MPUMEHATH HHPOPMAITTOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUU B
npoeccuoHaNbHOM IEATEIBHOCTH C BUJIEHUEM MX B3aUMOCBSI3€H U MEPCIEKTUB UCTIOIB30BaAHUS
[IK-15 — ymeHueM BeCTH JAEJIONPOU3BOACTBO M JIOKYMEHTOOOOPOT B OpraHax
rocynapcTBeHHoW Biactd Poccuiickoii ®enepanyiy, oOpraHax ToOCyAapCTBEHHOW BIIACTH
cyobekToB Poccuiickoit deneparyn, opraHax MECTHOTO CaMOYIIPABJICHUS, TOCYIapCTBEHHBIX U
MYHHUIIMATBHBIX TPEANPUATUAX U YUPESKICHUSIX, HAYYHBIX 1 00pa30BaTEeNbHBIX OpraHU3aIusX,
MOJIMTHYECKHUX MAPTHUAX, OOIIECTBEHHO-TIOJIUTUYECKUX, KOMMEPUYECKUX U HEKOMMEPUECKHUX
OpraHM3aIusIX
Kpumepuu oyenxu:
«y0081emeopumenbHoy - €CIH CTYACHT OTBeUaeT MpaBuibHO Ha 50% TECTOBBIX 3alaHul
«XOpouwioy - €CIIi CTYAICHT OTBeUaeT mpaBuibHO OT 51 10 90 % TecTOBBIX 3a/1aHUi
«OMAUYHOY - €CIIA CTYACHT OTBeuaeT npaBuibHO OT 91 10 100 % TecToBbIX 3agaHMi

4.2 ®oHJ OLIEHOYHBIX CPeJICTB AJs MPOBEeHNs MPOMEKYTOYHOI aTTecTalnu.
Bompock! 1t MOITOTOBKH K 9K3aMEHY

Vcropus U TpaauIuy pOCCHIICKOTO JIEITONPON3BOJICTBA.
HopmatuBHo-MeToqMueckas 6a3a COBPEMEHHOTO JIeNTONPOU3BOICTBA.
Knaccugukanus 1enoBeIx JOKYMEHTOB.
CranpapTu3anus ynpaBieHUECKUX JOKYMEHTOB.
Knaccugukaropbl TEXHUKO-3KOHOMHUYECKON M COLUAIBHON HHPOPMAIIHH.
[Tonsitue 06 OPJI, cocTaB U CXeMBI PACHONOKEHHS PEKBU3UTOB.
braHk#u TOKYMEHTOB M UX BHIBL.
OdopmiteHne peKBU3UTOB OPraHU3aAIMOHHO-PACTIOPSAUTENBHBIX TOKYMEHTOB.
. 3asBIECHHUE.

10. CopaBouHO-UH(OpPMAIIMOHHBIE U CIPaBOYHO-AaHAJIUTUYECKHE  JOKYMEHTBI
OcoOeHnHocTr 0OPMIICHHUS aKTOB.

11. Pa3sHOBUIHOCTH AEJIOBBIX IIHCEM.

12. Odopmienue pakcos.

13. Odopmienue Tenerpamm.

14. HopmaTtuBHasi © HOPMAaTHBHO-CIIPABOYHAS IOKYMEHTAIIHS.

15. IlnaHoBas KaapoBas JOKYMEHTALHsI.

16. OpraHn3anMOHHO-TIPABOBAs IOKYMEHTAIIHS.

17. TlepconasbHasi JOKyMEHTAIIHA.

18. OdopmieHne TUYHOTO JIena.

19. Pesiome kak HOBBIH BUJ JOKYMEHTA.

20. CocraBneHue JOKYMEHTOB JIMYHOTO XapaKTepa.

21. TpebGoBaHMs K CTPYKTYpE TEKCTa JOKYMEHTA.

22. TpeGoanus kK 0pOPMICHUIO TEKCTA TOKYMEHTA.

©CoNo~wWNE



23. Odopmiienne TaOmuIIL.

24. SI3BIK M CTWJIb CITY’)K€OHOTO IOKyMEHTA.

25. JIoKyMEHTOOOOPOT U IOKYMEHTOIIOTOKH.

26. Drarbl 00padOTKH TOKYMEHTOB.

27. Cucremaru3anus JeJIOBbIX JOKYMEHTOB.

28. Homenkmnarypa nern.

29. dopmupoBaHuE JIeIl.

30. IMoxroroBka JOKYMEHTOB K IOCJIEAYIOMIEMY XPaHEHHIO U HCIIOJIb30BAHHIO.

31. O06s3aHHOCTH CEKpeTaps.

32. OyHKIUU KaHIEISAPUH.

33. 3amurta KOHPUACHITMATHHOW HHPOPMAIIUH.

34. Vcnonp30BaHUE COBPEMEHHBIX KOMITBIOTEPHBIX TEXHOJIOTHH B JIOKYMEHTO000pOTE
YUPEXKACHUM, IPEINPUITUI, OpraHU3aLIH.

Kpumepuu oyenxu:

«YIOBIIETBOPUTENIBHO» - CTYJAEHT UMEET (hparMeHTapHbIC MPEICTABICHHS O COJACPKAHUU
BOIIPOCOB, YACTHYHO OCBOWJI TOHATUHHO-KATETOpUATbHBIN arapar;

«XOpOILIO» - CTYACHT JEMOHCTPHUPYET OOIIMe 3HAHMS MO COACPXKAHUH BOIPOCOB, YMEET
YCTaHABIIMBATH CBS3H MEKIY TCOPETHUCSCKUMH MOHATHAMHI U SMITUPHIECKAMU (HaKTaMU;

«OTJIMYHOY - CTYICHT JEMOHCTPHUPYET CUCTEMHBIC 3HAHUS O COJCPKAHUHU BOIIPOCOB, yMEET
YCTaHABIIMBATh CBSI3U MEXIY TCOPETHYCCKHUMH TIOHATHSAMHA W SMIUPHYSCKUMHU (DakTamu,
dbopMynupyeT aHATUTHYECKIE 000OIICHUS U BBIBOJIBI.

OneHouHble CpeACTBa MJII HMHBAIMWIOB M JIMIl C OTPAaHHUYEHHBIMH BO3MO>KHOCTSIMH
3JI0pOBbS BEHIOMPAIOTCS C YUETOM MX WHAMUBUAYAIBHBIX ICUXO(DU3UUECKUX OCOOCHHOCTEH.

— TIpY HEOOXOAMMOCTH MHBAIUIAM | JIUIIaM C OTPAHHYECHHBIMHA BO3MOXXHOCTSIMHU 3JI0POBBS
MIPEIOCTABIIACTCS AOMOIHUTEIBHOE BPEeMs JUIsl MOATOTOBKH OTBETAa HA SK3aMEHE;

— NIPU TPOBEJCHUH TPOIICTYPhl OLICHUBAHUS PE3YJIHTaTOB OOYYCHUS MHBAIUIOB W JIUIL C
OTPaHUYEHHBIMUA BO3MOXKHOCTSIMHU 3JI0POBbSI MPEAYCMATPUBACTCSI UCMOJIB30BAHNE TEXHUUYECKUX
CpPEICTB, HEOOXOMMBIX UM B CBSI3H C UX HHIUBUIYaTHbHBIMA OCOOCHHOCTSIMH,

— TIpH HEOOXOIMMOCTH ISl 00YHAIOIIUXCS C OTPAaHUYCHHBIMU BO3MOKHOCTSIMU 3/I0POBbS U
WHBAIMIOB TPOIEAypa OICHUBAHHS pPE3yJbTaToB OOyYeHHS 10 JWCHUIUIMHE MOXKET
MIPOBOJMTHCS B HECKOJIBKO TAMOB.

[Tpotieaypa OIeHUBAHUS PE3YJIBTATOB OOyYEHUS WHBAIHIOB M JIMII C OTPAHUYCHHBIMHU
BO3MOXXHOCTSIMU 3JIOPOBBSl 10 JUCIHIUIMHE (MOIYJIIO) MpeAyCMaTpUBaeT IMpeI0oCTaBICHUE
nHpopmanuu B ¢GopMax, aJaNTUPOBAHHBIX K OTPAHWYCHHUSAM WX 370POBbS U BOCHPHUSTHS
uHpoOpMaInu:

JUist it ¢ HapyIIEHUSIMH 3pSHHS

— B IIe4aTHOU popme yBeTHMUEHHBIM HIpU(TOM,

— B ()OpMeE DIIEKTPOHHOTO JJOKYMEHTA.

JIyist TUIT ¢ HApYIICHUSIMH CITyXa:

— B I1e4aTHoOM (opme,

— B popMe 2IIEKTPOHHOTO IOKYMEHTA.

Jlist U1 ¢ HapyIIeHUSIME OMTOPHO-/IBUTATENILHOTO arapara:

— B IIeYaTHOU opme,

— B (popMe 3IIEKTPOHHOTO TJOKYMEHTA.

JlaHHBIN TepedeHb MOXET OBITh KOHKPETH3UPOBAaH B 3aBHCHMOCTH OT KOHTHHTCHTA
00yJarouxcs.

4.2.1. IlpumepHas TemMaTHKa pedepaToB:
JIOKyMEHTUPOBAHKE TPYAOBBIX OTHOLICHUM.

1.
2. OpraHu3anuoOHHBIC JOKYMEHTEHI.
3.  YmpaBineHue JOKyMEHTAIHEH.



dopmMupoBaHUE TOKYMEHTOB JIela.

[ToaroroBka u mepegayva Jel B apXuB.

KoHTposb ucnonHenus J0KyMEHTOB.

CekpeTHbI€ JOKYMEHTHI.

OcHoBbI 0(PHCHOM TOKYMEHTAIIMOHHOM PabOThI U IEIOMPOU3BOICTBA.
[Tpobnembl OpraHu3ay ApXUBHOTO XPAHEHUS 3JICKTPOHHBIX JTOKYMEHTOB.
0. HopmaruBnas 6a3a 1e10poOu3BO/ICTBA.

11. JIoKyMEeHTBI FOPUANYECKOTO XapaKTepa.

12. PacnopsiiutenbHbIe TOKYMEHTHI.

13. Hcropuyeckue acreKThl 1eIOMPOU3BOICTBA.

14. MudopmarimoHHO-CIIpaBOYHAS TOKYMEHTAIIHS.

15. JToxymeHTHI ¥ UX 0(hOpMIICHHE.

16. Cayxo6a JIOVY: nenu u 3a1auu 1eATEILHOCTH B COBPEMEHHBIX YCIIOBHUSX.

17. Opranuzauus nen0npou3BOICTBaA.

18. CnyxeOHbIe TUCHMA.

19. Memno B nenomnpousBoacTse. HoMeHkaTypa nen.

20. TIpuHIUIBI OpraHU3aIMH JUYHOTO IPUEMa IpaX/IaH ¢ OOpaleHUSIMHU.

21. XpaHeHue NOKYMEHTOB B 3JEKTPOHHOU (hopme. [loHSATHE >IEKTPOHHOTO TOKYMEHTA,
ero mnpeumyniecTBa M HemoctaTku. ObecredeHne COXPAaHHOCTH JAOKYMEHTOB B 3JIEKTPOHHOM
dopme.

22. AHanu3 pbIHKa aBTOMAaTU3UPOBAHHBIX CUCTEM JEIONPON3BOICTBA.

23. IIpobnema aBTOMaTH3AIMH JEIOPOU3BOICTBA

24. DIeKTpOHHOE MPaBUTEIHCTBO.

TpebdoBanusi k opopmiieHuro pedepara:

PedeparuBHoe coobmeHune numercs Ha Juctax ¢popmara A4. Tekct M Apyrue >IEMEHTHI
pedepara MOTyT OBITH Hale4aTaHbl HA KOMIBIOTEPE WM BHITIOJHEHBI PYKOMHMCHBIM CIOCOOOM.
O6bem pedepata gomxeH cocTaBisaTh 10-12 MamuHONMUCHBIX WK 12-16 pyKOMHMCHBIX JTUCTOB.
[Ipu pacmonoxeHuM TEKCTa Ha JIMCTE JOJDKHBI OBITh BBIAEpKaHBI mons: cineBa-30, crmpasa-10,
cBepxy-15, cauzy-20 Mm.

Yka3bIBaeTcsl TUTYIBHBIN JIHCT, MJ1aH, BBeJeHUE (IIeNTM U 3a7a4, aKTyaJIbHOCTh), OCHOBHAs
9acTh, 3aKJIOYEHHE, CIIMCOK WCIONb30BaHHONW JuTeparypel. (OCHOBHas dYacTh JOJDKHA
MOJIHOCTBIO PACKPBIBATh TEMY pedepara.

JIuteparypa: [y packpbITUs COepKaHUS BHIOPAaHHON TEMbI PEKOMEHIYETCsl MCTIOJIH30BATh
M00bIe yueOHO-METOIMUYeCKHEe TOCOOUS, U3/IaHMsI TEPUOINYECKOH MeYaTy.

B ©o©ooNoOR

5. IlepeyeHb OCHOBHOI W JOMOJHMTEJbLHOH y4eOHOH JHMTEPaTypbl, HEOOXOAUMOI
AJIS1 OCBOEHMS TN CHUILTHHBI (MOLYJIfA).

5.1 OcHoBHasi 1uTEpaTypa:

1. Kysnenos, M. H. JlokymeHTannoHHoe obecrieueHue ympasieHus. JJoKymMeHTooOopoT
U JIEJIOTIPOU3BOJICTBO [DNIEKTPOHHBI  pecypc]: Y4eOHMK UM HpakKTUKyM s [PHUKJIAJIHOTO
OakamaBpuata / KysnenoB M. H. - 3-e u3a., mepepad. u gom. - M. : FOpaiit, 2018. - 461 c. -
https://biblio-online.ru/book/7873BF4B-A3F7-44E2-8EC0-1E3D6392702A

2. Kysnenos, U. H. [enonpousBoAacTBO [DNEKTPOHHBIH pecypc| : ydeOHOoe mocodue /
Kysnenos U. H. - M. : Jlamukos u K°, 2014. - 460 c. - https://e.lanbook.com/book/50237#authors

0) 10MOJIHUTEJIbHAS JINTepaTypa:

1. Tpososa, O. C. Jlenonpou3BoACTBO [ DIEKTPOHHBIN pecypc|: yueOHoe mocodue st
akanemmuyeckoro 6akanaspuara / O.C. I'pozoBa. - Mocksa : IOpaiit, 2017. - 124 c. - https://biblio-
online.ru/book/5F1C27F2-251B-4B74-BE78-AC06A5D30956

2. Kyznenos, U.H. [lenonpousBoactso [Tekcr]: yaueObHo-cripaBounoe mocobue / 1.H.
Ky3znernos. - 6-¢ u3z., nepepad. u gorm. - Mocksa: [lamkos u K°, 2014. - 459 c. - bubauorp.: c. 359-
363. - ISBN 9785394019814: 235.61

3. KyzHuenos, N.H. JlokymMeHTaImoHHOE obecrieueHne YIPaBJICHUS
u nenonpou3BoAcTBO [Teker]: ydeOHMK nsi  OakanaBpoB: Y4EeOHHK JJsI CTYIEHTOB BY30B,
obyJaronuxcst o sKoHoMu4eckuM crenuanbHocTsaM / Y. H. Ky3nernos. - Mocksa: Opaiirt, 2014. -
576 c. - (bakanaBp. bazoBelii kypc). - bubmuorp.: c. 444-452. - ISBN 9785991636063. - ISBN



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

9785969215177: 571.01

B) JJIEKTPOHHbIE Y4eOHuKHN U UHTepHeT-pecypcehI:

DJIEeKTPOHHbIE YYeOHUKH:

1. Awnonuna H. H. [lenoBoe nucbMo: METOAMKA COCTaBJICHUS U MpaBuiia oopMiieHus 4-e
u31., uchp. u goim. - Mocksa: Omera-JI, 2010. - 96 ¢. http://www.biblioclub.ru/book/54623/

2. bapuxun A. Bb. [lemompousBoAcTBO M J0KyMeHTO0O0OpoT MockBa: KHmKHBIN mup,
2012. - 416 c. http://www.biblioclub.ru/book/89671/

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

4. OpraHuzanuss W TEXHOJOTHUS JIOKYMEHTAllMOHHOTO oOOecleueHus yIpaBiICHUS:
KoHcekT ek, ITensa: 6. u., 2011. - 95 ¢. http://www.biblioclub.ru/book/39371/

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

6. TunoBas  HMHCTPYKIHS IO  JICJONPOU3BOJICTBY B  (emepanbHBIX  OpraHax
UCHOMHUTENbHON BracTi. HoBocubupck: Cubupckoe yHHUBEpCUTETCKOE M3aaTenbeTBo, 2008. -
80 c. http://www.biblioclub.ru/book/57402/

6. IlepeueHb  pecypcoB  HH(POPMAIMOHHO-TEIEKOMMYHHKAIMOHHON  CeTH
«HTepHET», HEOOXOAUMBIX /IJIsI OCBOEHHUSI TUCHHUILIUHBI (MOLYJIs).
— www.delpro.narod.ru - Jlenonpou3soacteo+t.
— www.termika.ru — DHIUKIONEIUS JSIOMPOU3BOICTRA.
—  www.directum.ru - DIeKTPOHHOE JICIONPOU3BOICTBO M KAHIICIIAPHSI

7. Mertoauyeckue yKa3zaHuUsl 1Jisi OOYYalOIIMXCSl MO OCBOEHHMIO JUCHMILIMHBI
(Monay.Jisi).

JlekimoHHOE 3aHATHE TpPEACTaBIseT co00M CcUCTeMaTHYecKoe, TOCIEeI0BaTENbHOE,
MOHOJIOTHYECKOE H3JI0KEHHUE TMPEeroaBaTeIeM-JICKTOPOM yueOHOTO Marepuaia, Kak MpPaBHIIO,
TEOPETUYECKOr0 XapakTepa. Takoe 3aHsTHE TMpEeACTaBlIseT cOo00M dIEeMEHT TEeXHOJIOTUH
MPEACTaBICHUST Y4eOHOro Marepuaia TyTeM JIOTUYECKH CTPOMHOr0, CHUCTEMAaTHYeCKH
MOCJEIOBATEIbHOTO U SCHOTO  M3JI0)KEHHMS  C  KCHOJb30BAaHUEM  UHTEPAKTHUBHBIX

00pa3oBaTeNbHBIX  TEXHOJOTHH (MyTbTUMEIMIHBIX,  JEKIUH-TUCKYCCHUH,  JIEKIUH-
J€MOHCTpALINN).
Ilens nexnum — oOpraHu3anys IEJIEHANpPaBICHHONW I103HABATENBHON IEATEIbHOCTH

o0yJaroImuxcs MO OBJaJEHHIO MPOrpaMMHBIM MaTepHajoM Y4eOHOM AMCHUIUIMHBL UTeHue
Kypca JIEKIMHA IO3BOJSIET JaTh CBSI3aHHOE, IIOCJIEIOBATEIIbHOE H3JIOKEHHE MaTepuala B
COOTBETCTBUM C HOBEHIIMMHU JAHHBIMU HayKH, COOOIIUTH CIyIIATEIsIM OCHOBHOE COJepKaHUe
IpeMeTa B [IeIOCTHOM, CHCTEMaTU3UPOBAHHOM BUJIE.

3amaun JIEKIUM 3aKI0YaloTcs B oOecrieyeHHMH (OPMHUPOBAHUS CHUCTEMbl 3HAHUH MO
y4eOHOM JUCHUIUIMHE, B YMEHUU AapryMEHTHPOBAHO U3jaraTh Hay4HbIH MaTepuai, B
(dbopmMHupoBaHUU TPO(PECCHOHATBHOTO KPYro3opa 1 o0Iei KyabTypbl, B OTPaKEHUH elle He

MOJIYYMBILIUX OCBEIICHUS B yUeOHOM! JUTepaType HOBBIX JOCTUKEHUHM HAYKH, B ONITUMHU3ALINN
Apyrux (GopM opraHuszaluu yqyeOHoro mporecca.

[IpakTuueckue 3aHATUA — SABIAIOTCA (GOPMOI yueOHOM ayTuTOpHOM paldOoThI, B paMmKax
KOTOpOH (HOpMUPYIOTCS, 3aKPEIUIIOTCS M MPEACTaBIAIOTCS aCUpPaHTaMM 3HAHMS, YMEHUS U
HaBbIKH, UHTETPUPYIOIINE PE3YyIbTaThl OCBOCHUS KOMIIETEHIIMM Kak B JIEKIIMOHHOM Qopmare,
TaK B Pa3IMYHBIX (OpMax caMoCTOSTENbHON paboThl. K kakJoMy 3aHATHIO IpenojaBaTeieM
(bopMynupyrloTCS TMpaKTUYECKUE 3a/aHus, TPEOOBaHUS U METOAMYECKHE PEKOMEHAAlMH K HX
BBINOJIHEHUIO, KOTOPBIE MPEICTABIISAIOTCS B (POHE OLIEHOUHBIX CPEICTB Y4eOHOU TUCIUIUINHBL.

Kontpons camocrosTensHOW paOOTHI: A1 CTYAEHTOB JHEBHOM M 3a04HOU (HOPMBI
00y4eHHs — TEKYIIUH KOHTPOJb OCYIIECTBISETCS B COOTBETCTBHE C MPOTPaMMOM 3aHATHNA
(e)KeHenenpHO MJIsi CTYICHTOB OYHOW (OpPMBI OOYYEHHS; IO CEMeCTpaM — JJIS CTYACHTOB
3204HOM (OpMBI 0OyUEHUS); MPOMEKYTOUHBI KOHTPOJIb 10 HUTOraM OCBOEHUS TUCLMILIMHBI
OCYIIECTBISIETCSI B (opMe PEHUTHHTOBOM CHCTEMBbl OIleHOK. OmnucaHue 3aJaHuil s
CaMOCTOSITENIbHOW Pa0OThI CTYJEHTOB M TpeOOBaHMH 1O WX BBHIMOJHEHUIO BBIJAIOTCA


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/

IIPErnojiaBaTesieM B COOTBETCTBUM C Pa3pabOTaHHBIM (OHIOM OLIEHOYHBIX CPEACTB IO
JUCLUIIIIMHE aHTUKOPPYIILIMOHHAS [TOJIUTHKA.

CamocrodarenbHas pa0oTa CTYJEHTOB IO JAHHOMY Y4eOHOMY Kypcy Ipeamnojaraer
IIOATAIHYIO MIOATOTOBKY I10 KaKJIOMY pa3Jiely B paMKax COOTBETCTBYIOIUX 3aJaHUN:

IlepBbIif 3Tam caMOCTOATENBHOM pabOThl CTYJEHTOB BKJIKOYAaeT B ceOsl TIIATEIbHOE
U3Y4YCHHE TEOPETHMYECKOI0 MaTepuana Ha OCHOBE JICKIUOHHBIX MAaTEPHUAJIOB IIPEIOJABATEIIA,
PEKOMEHIYEMBIX  pa3[eJioOB  OCHOBHOM M JOINOJHMUTEIBHOW JINTEPATYpPbl, MAaTEPUAJIOB
NEPUOMYECKUX  HAYYHBIX  HM3JaHUH, HEOOXONMMBIX Ui  OBJAJCHHUS  IOHATUIHO-
KaTeropuajbHbIM annaparoM U (GOpMHUPOBAHUS MPEICTABICHUNA O KOMIUIEKCE aHAJTIUTHYECKOTO
MHCTPYMEHTApHs, UCIOJIB3yEeMOro Kak B paMKax JIAaHHON OTpaciM 3HAHUS, TaK W ITYOJUYHOU
IIPaKTHUKE;

Ha BTOpOM 3Tamne Ha ocHOBE c(hOPMUPOBAHHBIX 3HAHUHI U MPEACTaBIECHUI MO JAHHOMY
pasfeny CTYICHTHI BBIOJHSIOT NPAaKTUYECKUE 3aJaHMs, HAIeJCHHble Ha  (OpMHUpOBaHUE
YMEHMM M HaBBIKOB B paMKax 3asBICHHOM KommeTreHuuu. Ha paHHOM »JTame CTyIneHTH
OCYHIECTBIISIOT CAMOCTOSITEIIbHBI IOMCK SMIIMPUYECKUX MATEPUAIOB B PAMKAaX KOHKPETHOI'O
3aaHus, OOOOINAIOT M aHAIM3HPYIOT COOpaHHBIH Marepuana IO CXeMe, PEKOMEHJIOBaHHOM
npernojasaTeneM,  (GOPMYNHUPYIOT  BBIBOJBI, TOTOBST  INPAKTHUYECKHE  PEKOMEHJAIHH,
IIPE3EHTALMOHHBIE MAaTEepUabl JUIsl TyOIUYHOTIO UX IPEACTABICHUS U 00CYKACHUS.

Kpurepun oueHku 3anaHuii B paMKax CaMOCTOSTEIbHOM pabOThl CTYJIEHTOB
(bopmynupyroTCcs IpenojaBarenieM B (POHJIE€ OLEHOYHBIX CPECTB.

B ocBoeHun AMCHMIUIMHBI MHBAIUAAMHU U JUUAMU C OIPAaHHUYEHHBIMH BO3MOXXHOCTSIMH
3/10pOBbsl 0OJIBIIOE 3HAYEHHWE HMMEeT WHIMBHIyajbHas ydeOHas pabora (KOHCYIbTallUH) —
JONOJIHUTEIBHOE Pa3bsICHEHUE Y4eOHOr0 MaTepuara.

WupuBuyanbHble KOHCYJBTAllMM IO IPEIMETY SBISAIOTCS BaXHBIM  (aKTOpOM,
CIOCOOCTBYIOIIMM MHIUBUAYATN3aUN OOyUEHHS U YCTAaHOBJICHUIO BOCITMTATEIILHOTO KOHTAKTa
MEXJy IpernojaBaTesieM U OOy4aroIlUMCs HMHBAJIUAOM WM JIMLIOM C OrPaHUYEHHBIMU
BO3MOKHOCTSIMHU 3/10POBBSI.

8. lepeuenb MH(POPMALHOHHBIX TEXHOJIOTHii, HCMOJIb3yEeMbIX MPHU OCYILIECTBJIEHUH
00pa3oBaTeILHOIO Mpouecca Mo AMCHUILVINHE (MOLYJIIO).

8.1 llepeyens HHPOPMALHOHHBIX TEXHOJIOTHIA.

Hcnonp30BaHne MyJIbTUMEIUWHBIX TPE3CHTALlMM IpenojiaBaTeleM B JIEKIIMOHHOM
¢dopmare U pHu NOATOTOBKE 3aaHUMN JUIsl MPAKTHUECKUX 3aHATHH CTYAEHTaMM, HCIIOJIb30BaHUE
WHTepHeT-TeXHOJIOTUI MU MOATOTOBKE CTyJEHTaMH BeO-Kpyu3a, OOIlEeHHE C MpenojaBaTesieM
I10 JIEKTPOHHOM IOYTE.

8.2 Ilepeyenb HE0OXOAMMOI0 MPOrPAMMHOI0O o0ecrevyeHus.

JUIs IOATOTOBKM M JIEMOHCTPAIMK NMPE3EHTALMOHHBIX MAaTEPHAIIOB MCIOJIB3YETCS MAKET
nporpamma PowerPoint Microsoft Office, OC Microsoft Windows 10 Berxomom B UHTEpHET.

8.3 lepeuens HHPOPMAIMOHHBIX CIPABOYHBIX CHCTEM:

1. CnpaBouHo-nipaBoBas cuctema «Koucynbrant [Lmroc» (http://www.consultant.ru)

2. DnekrponHas oudaunoreunas cuctema eLIBRARY.RU (http://www.elibrary.ru)/

9. MarepuajJbHO-TeXHMYeCKasi 0a3a, HeoO0XoquMasi JJIsl  OCYIIeCTBJICHHSI
o0pa3oBaTe/ILHOIO NMpouecca No AUCHMUILINHE (MOYJIIO0).

e Buz pabor MartepuaibHO-TeXHUYECKOE 00eCIeYeHUE TUCITUTUTHHBI
(MOJyJisl) U OCHAIIEHHOCTD
1. JlexunoHHble 3aHATUS | JIGKIIMOHHAST ~ayaUTOpHs, OCHAIICHHAs TMPE3EHTAIMOHHOM
TEXHUKOU u COOTBETCTBYIOIIUM IPOrpaMMHBIM
obecrnieueHreM
2. Cemunapckue 3anaTis | CrienuanbHOE MOMEIEHHE, OCHAIIIEHHOE MTPE3EHTAllMOHHOMN
TEXHUKOU u COOTBETCTBYIOIIUM IPOrpaMMHBIM
obecrnieueHreM
3. ['pynnoBsie KabuneT, ocHareHHbIN MeOeIbi0 1 pa0OYNMH CTAHIIHSIMU C
(MHIMBHyaJIbHBIE) nocrynom B MHTepHET
KOHCYJIbTaI[u1



http://www.consultant.ru/

Texkymuii  KOHTpOJIb, | AyauTOpHUsl, OCHAIIICHHAs! TPE3EHTALIMOHHON TEXHUKOU U

MIPOMEKYTOUHAS COOTBETCTBYIOIIUM IIPOrPAaMMHBIM 00ecIIedeHuEM

aTTecTanus

CamocTosiTenbHast Kabuner mist camMOCTOATENBbHOM  pabOThl, OCHALICHHBIN
pabora KOMITBIOTEPHON TEXHUKOW C BO3MOXKHOCTBIO TOJKIIOUCHHS K

cetu «/HTEpHET», NPOrpaMMON HKPAHHOI'O YBEJIWYEHHS H
00€eCIeYeHHbIH JOCTYIIOM B 3JIEKTPOHHYI0 MH()OPMALMOHHO-
00pa30BaTENbHYIO CPEy YHUBEPCUTETA.




