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1 Heau u 321244 M3y4YeHUs1 TUCHMILINHBI (MOIYJIs1).

1.1 Ileab ocBOEHUS TUCIUILIAHDI.

IenssMu ocBoeHMs OUCUMIUIMHBL «OCHOBBI  JENONPOM3BOJACTBA U JOKYMEHTOOOOPOTa»
ABIISIIOTCSL IPUOOPETEHHE CTYACHTAMU TEOPETUYECKUX 3HAHUHM B 00JACTH JOKYMEHTAIIMOHHOTO
o0ecrieyeHuss yNpaBlIE€HUs, O3HAKOMIIEHHE C BHJAMHU JIOKYMEHTOB, HCIOJIb3yEMbIMU B
NESATEIbHOCTH OpraHM3alliii M OpraHoB BIJIACTH, IIOJIYYEHHE IPAKTUYECKUX HABBIKOB I10
CO3JIaHUIO 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 JIEJIOINPOM3BOJACTBA M JIOKyMEHTOOOOpOTa B OpraHax
rocynapcrBeHHorM Biactu Poccuiickoi ®Penepanuu, opraHax rocyJAapCTBEHHOW BJIAcTH
cyobexToB Poccuiickoit denepannu; opraHax MECTHOIO CaMOYIIPABJIEHUS, TOCYJapCTBEHHbIX U
MYHHULMIIAJIBHBIX OPraHU3alUsAX, MNPEANPUATHAX U YYPEKICHUAX, NOJUTUYECKMX MapTHSX,
OOIIECTBEHHO-TIOJINTUYECKUX U HEKOMMEPYECKUX OpraHu3aIHsiX;

— 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 bioka 1 «/Jucuuruunel (Moxymu)» (b1.5.25) y4yeGHoro miana mpoduis
«["ocynapcTBeHHass MOJUTUKA W MYOJIMYHOE YIPABICHHE» OPUEHTHUPOBAHA IPH HOJArOTOBKE
0akasaBpOB Ha M3yYEHUE TEOPETHUECKUX 3HAHUM B 00JacTU JOKYMEHTAIIMOHHOTO 00ecne4yeHus
YIPaBICHUS, O3HAKOMJIEHME C BHUJAMHU JOKYMEHTOB, WCIOJB3YEMBIMH B JESITEIBHOCTH
OpraHM3alil ¥ OPraHoB BJIACTH, MTOJIyY€HHE MPAKTUUYECKUX HABBIKOB IO CO3JIaHUIO U 00paboTKe
9TUX JOKYMEHTOB. JIMCIMIUIMHA HAXOAWUTCA B JIOTMYECKOH M COAEPKATEIBHO-METOANYECKON
B3auMOCBs3H ¢ aApyrumu yactsimu OOII u 6a3upyeTcst Ha 3HAHUSAX, OTYYEHHBIX MIPU U3YYEHUU
JUCLUUIUIMH ~ OOLIEHaydyHOro M  NpOQEeCcCCHOHAIbHOIO IUKJIA, Takux Kak: «OCHOBBI
roCy/IapCTBEHHOI'O0 M MYHMIIMIIAJIBHOIO YIpaBlieHUs», «BBeaenue B crenuanbHOcTh». Habop
BXOJAIIMX 3HAHWM M YMEHMH, COCTOSALIMX B NOHUMAHUM HOPUINYECKONW CHUJIBI JOKYMEHTOB,
SKOHOMHMYECKHUX AacleKTOB OpraHu3alluy  JEJONPOM3BOACTBEHHBIX CIYyXO0, crenupuku
OyXrajaTepcKoil, OTYETHO-CTATUCTHUECKON, (PMHAHCOBOI JOKYMEHTAIMH, POJU KOMIBIOTEPHBIX
TEXHOJIOTUI B paboTe ¢ JOKYMEHTaMH OOEeCHeuMBarOT TpeOyeMblil (pyHIaMEHT JUisl U3y4eHUs
TUCUUIUTMHBL «OCHOBBI JICNIONPOU3BOJICTBA M JIOKYMEHTO0OOpoTa». IlomydyeHHble B mpolecce
oOyueHusi 3HAHUS MOTYT OBITh HCIOJI30BAHBI MPH HU3YYEHUH TaKUX JTUCHUIUIMH, Kak:
«AJIMMHUCTpAaTHUBHBbIE TPAKTUKK B  CHUCTEMe MyOJMYHOro  ynpaBieHus», «OCHOBBI
MapaMeHTCKOM KyJIbTYphl», « ITUKA FOCY/IapCTBEHHOW U MYHULIUTIATBHON CITYKOBD».

1.4 TlepeyeHb NJIAHUPYEMBIX Pe3yJILTATOB 00YUYeHHUS 10 AMCHUILUIMHE (MOY.JI10),
COOTHECEHHBIX C IVIAHNPYEeMbIMH Pe3yJIbTATAMH 0CBOEHHUS 00pa30BaTe/JLHOM NPOrpaMMBbl.

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

oowenpogeccuonanvrou xomnerenimu OIMK-4, T1K-8, TTIK-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 | OLICHUBATh 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 nzyuenusi yueOHON AUCLIUTIIMHBI
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 yuyeObHOro (TEOpeTUYECKOro) 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




TECTUPOBAHUIO o
yuyeOHOMY  MaTepHuaity
JMCIUTLTHHBI

1 2 3

1 |IIpopabotka Meroauueckue yKa3zaHHs II0 OpraHU3allMd CaMOCTOSITEIIBHOU
TEOPETUYECKOTO paboThl CTYIEHTOB IO HampaBieHuo moarotoBku 38.03.04
MaTepuaia (oaArotoBka |['ocyaapcTBeHHOE U MYHHULIMIIAJIbHOE yIpaBieHHE (IpOoToKoa Ne
K npoosieMubIM |10 ot 10.04.18)

CEMHHAapam)

2 |[loxroroBka Meroauueckue ykKazaHWs 0 OPraHHU3alUd CaMOCTOATEIBHOU
WHIMBHIYTBHBIX paboThl CTYIEHTOB 10 HampaBjieHuto noaroroBku 38.03.04
3aganuii  (npeseHranuii, |l 0Cy1apcTBEHHOE U MyHHIUIIATBHOE yIPaBIeHUE (IIPOTOKONI Ne
coobuiennii, Be6-kpyusa)|10 or 10.04.18)

3 |[loaroroBka K|MeTronuyeckue yka3aHHUs 110 OpraHH3allUd CaMOCTOSITENILHOM

paboTBl CTyIEHTOB 10 HampaBieHuo moarotoBku 38.03.04
['ocynapcTBeHHOE M MyHUIIMNIAIBHOE yIpaBiieHHE (IpOoTOKoa Ne

10 ot 10.04.18)

VY4eOHO-METOANYECKHE

MaTepHaybl Ui CaMOCTOSITEIBbHON pPabOThl 00yYaromuxcsi u3

YHUCJIa UHBAIHUJIOB U JIMI C OTPAHUYECHHBIMH BO3MOXKHOCTSIMU 3710poBbsi (OB3) npenocrasistorcs
B (hopmax, alanTUPOBAHHBIX K OTPAHMUYEHUSIM HX 3[0POBBS U BOCIIPUATHS UHPOPMAIIIH:

JList mu1y ¢ HapyIIEeHUsIMU 3pEHUS:

— B IIe4aTHOU popme yBeTHMUEeHHBIM HIpUPTOM,

— B (popMe 2IIEKTPOHHOTO JOKYMEHTA,

Jlis U1 ¢ HapyIICHUSIMH CITyXa:

— B miedaTHoi opme,

— B (popMe 3JIEKTPOHHOTO JOKYMEHTA.
Jl1s AL ¢ HapyIeHUsIMU OITIOPHO-JBUTaTEIbHOTO aNIapara:

— B 1e4aTHoi (opme,

— B (hopMe JIEKTPOHHOT'O IOKYMEHTA,
JlaHHBIN IepeYeHb MOXET ObITh KOHKPETU3UPOBAH B 3aBUCUMOCTH OT KOHTUHI€HTa
oOydJaronmxcsi.

3. O6pa3oBaTebHbIE TEXHOJOTHH.

B npenogaBannu Kypca

HCIIOJIB3YIOTCA COBPEMCHHEIC O6pa3OBaTeJ'II>HI>IC TCXHOJIOTHH:

- MyJbTUMEANIHBIE JEKIMU C 3JIEeMEHTaMH JUCKYCCHH;

- I/IH(l)OpMaIII/IOHHO-KOMMYHI/IKaTI/IBHI)IG TEXHOJIOI'NU,

- ICCIIEZI0BATENbCKIE METOIbI B 00yIECHNUH;

- IpoOsieMHOE 00yUYeHHeE.

B yueOHOM mporecce UCTIONb3YIOTCS AKTUBHBIE U HHTEPAKTUBHBIE ()OPMBI IPOBEICHUS

3aHATHI.
KomnuectBo yacos
Ne HammenoBanue pa3nenos (Tem) Beero Hnrep.
qachbl
1 2 3 4
1 Brenenne B qucuumuinHy «OCHOBBI
JIEIOTIPON3BOJICTBA U JOKYMEHTOO0OPOTa
2 3akoHOMaTeNbHASI 1 HOPMAaTUBHO-METOIUYECKast 2
OCHOBa JIEJIONPOU3BO/ICTBA
3 JIoKyMeHTBI: KiaccupuKaius, CTpyKTypa, TpeOOBaHUS 2
K 0 OPMIICHHIO.
4 OdopmiieHre opraHu3aiOHHO-PACTIOPSAUTEILHON 1 2
nH()OPMAIMOHHO-CITPABOYHON JOKYMEHTAIIHH.
5 OdopmieHre TOKYMEHTAIUH 110 TUYHOMY COCTaBY 2
6 Odopmnenne koppecnonaeHnd. CTPyKTypa AeTOBBIX 2
MIHACEM.
7 OdopmiieHre JOroBOPHOM JOKYMEHTAIUH. 2




8 Tumnossie 1 yHupULIHPOBAHHBIE (POPMBI JOKYMEHTOB. 2

9 Opranuzanys padoThl ¢ KOHPUIECHITHATEHBIMHU 2
JOKYMEHTaMHU

10 |Dopmsbl perucTpanuy JOKYMEHTOB 2

11  |Opranuzauus npuema rpaxiaat 2

12 |ABTOMmarM3anus AEIONPOU3BOICTBA

13 |Ilopsnmok nepenaum e B apXuB 2

14 |DnexTpoHHOE NMPABUTEIHCTBO
Hmoeo no oucyuniune: 16 6

Ha osrame u3ydeHus mepBBIX ABYX pa3lelioB, KOTOpbIE HOCAT B OOJbIICH CTEHEHH
TEOPETUYECKHUI XapaKTep HCIOJB3YIOTCS TPYIIOBBIE U CaMOCTOSTENBbHBIE (OPMBI PabOTHI,
HalpaBJICHHbIE HAa OCMBICJICHHE CIOKHBIX HECTPYKTYPUPOBAHHBIX MpoOJIeM TmpeaMera
oOyueHusi, (QOpMUPOBaHHUE COOCTBEHHOM apryMEHTHPOBAHHOW MO3UIUU IO MNPOOIEMHBIM
acmeKTaM M3y4yaeMoOr TEMBI. 3JIeCh UCIIOJIB3YETCs TaKhe 00pa30BaTeIIbHbIC TEXHOJIOTUH KaK

0 paboTa B MaJbIX TpyIIax/mapax mo pazdoopy KOHKPETHBIX CUTYaAIUH;

0 JIEKIUS C DIIEMEHTaMH JTUCKYCCHH;

[locnenyromme pasgensl A7 pElIEHUs IOCTABIEHHBIX Lele B paMKax Yy4eOHOM
JUCIUIUTAHBL TPEOYIOT MCIONBb30BaHUS METOJI0B OOYyYEHHUs, HAMpaBICHHBIX Ha (OPMUPOBAHUE
YMEHUUW W HABBIKOB TOJTOTOBKH JOKYMEHTOB pa3BIMYHBIX BUAOB. JlJIsi 3TOTO BHEAPEHBI
cleayromre o0pa3oBaTebHbIe TEXHOJIOTHH:



1. [TpoBenenue mpoOIEMHOrO ceMUHapa, B paMKax KOTOPOrO CTYAEHTHI PELIaroT
IBYCAWHYIO 3a7ady: a) TOJydaloT 3HaHWUA 110 OYEpeIHOHW Teme yueOHoro wmonyns; O)
aanTHPYIOT UX K CTPYKTYpe y4eOHOU JAUCIUTITUHEI.

2. AHaMTHYECKUE TEXHOJIOTUU 3aKOHOATENbCTBA 00 OCHOBAX JI€IOIPOM3BOJICTBA U
JOKYMEHTOO00pOTa M 3KCIEPTU3bl JOKYMEHTOB SBIIAIOTCSA, C OJHONH CTOPOHBI, YHUKAJIbHBIMU
UL JAHHOTO y4eOHOro Kypca MHTEPAKTUBHBIMHU OOpa30BAaTEIbHBIMHU TEXHOJIOTHUSMHU, B OCHOBE
KOTOPBIX JIE)KUT METOJ aHajau3a JIOKYMEHTOB; C JPYrod, COCTaBHOM 4YacThI INPAKTHYECKOU
NesTeNbHOCTH, CBSI3aHHOW C JIMAarHOCTUKON JOKYMEHTOB, OOECIEUYMBAIOIIUX YIPABICHYECKYIO
NEeSTENBbHOCTh. B Kypce ncronb3ytoTcs HHAMBUAYalbHbIE TUCbMEHHBIE 3aaHUS.

3. Pa3zpaGoTrka M mpe3eHTalMsi KOJUIEKTUBHBIX HH()OPMALMOHHO-aHAIUTHYECKUX
IPOEKTOB ««Mojenu peanu3aluy JAeIONPOM3BOJACTBA U JOKYMEHTOOOOPOTa» IO3BOJISIOT
CTPYKTYpUPOBaTh WHJMBUIYAJIbHYIO JAESITEIBHOCTh IO NHCbMEHHBIM 3aJaHusiM. OCHOBHbIE
3aJjauu Mpe3eHTaluu Kak yuyeOHo (opMbl cBOAATCS K (POPMHUPOBAHUIO MPAKTUYECKUX YMEHUH
KOHIIEHTPUPOBAHHOTO U3JI0KEHUS U IIPE3EHTALMK BU3YyaJIbHBIX MaTepUaioB B (hopmate
«PowerPoint» pe3ynbTaToB, MOIy4eHHBIX B X0€ aHATTUTHYECKON PaOOTHI.

4. WuauBuayaibHble M TIPYNNOBBIE  KOHCYJBTALIUU. NuauBunyanbHble
KOHCYJIbTAIlMM MPOBOJATCS pa3 B HEAEIIO NOCJE YUeOHBIX 3aHSITUNA MOCPEACTBOM MPEIMETHOIO
auajgora  IpernojaBaTelis ¢ OOydaloUMMcs IO Pa3JIMYHBIM  COJIEpXKAaTelIbHBIM U
OpraHM3allMOHHBIM BOIlpocaM ydeOHoro Moayns. ['pynmoBble KOHCYJIbTAllMM I103BOJISIOT
MIpenojaBaTesll0o ONTUMH3UPOBAaTh KOMaHAHYI paldOTy CTYAEHTOB IO Pa3INMYHbIM MPOEKTHBIM
dbopmaM yueOHON eI TENbHOCTH.

JUig Ui ¢ OrpaHUYEHHBIMU BO3MOXHOCTSMHU 370POBbsI IIPENLYCMOTPEHA OpPraHU3alUs
KOHCYJIbTAIlMi C NCIIOJIB30BAHUEM DIEKTPOHHOM IIOYTHI.

4. OueHOYHbBIE CPeICTBA /I TeKyIero KOHTPOJIs YCIeBaeMOCTH H IIPOMEKY TOYHOI
aTrecTaluu.

4.1 OueHoYHbIe MATEPHAJIbI VI TEKYIEro KOHTPOJIsI yCIIeBaeMOCTH

411 Bompochbl 1Sl AUCKYCCHM B PaMKaxX JEKIUOHHBIX 3aHATHH M NMPOOJIeMHBIX
CeMHHAPOB.

JlucKyccHOHHBIE BONPOChI MO TeMe «JlOKyMeHThI: KjaaccHUKALUs, CTPYKTYpa,
TpPeOOBaHUs K 0()OPMIICHUIO»

1. Tlonstue o knaccudukanuu JOKyMeHTOB. COOTHOILIEHHWE BHUJIOBOW M THUIIOJOTHYECKOU
KJ1acCU(UKALUU TOKYMEHTOB.

2. Buzmpl JOKyMEHTOB: OpTraHM3allMOHHBIC, PpACIOPSIIUTENbHBIE, WH(POPMAIMOHHO-
cripaBoyHble. TUNOIOrHYecKas Kiaccu(uKaus.

3. braHKM JOKYMEHTOB: BHJBI OJIAHKOB W TIOPSIOK PACIIOJIOKEHUS] PEKBU3UTOB B OJIaHKE
(YrioBoe M LIEHTPOBAHHOE), UCIIOJIb30BaHUE OJIAHKOB C U300pakeHUEM Irocy1apCTBEHHOIO repba
1 repOa cyObekTa eaepannm.

4. TpeOoBaHUS K COCTaBJIEHUIO M O(OPMIIEHHUIO JOKYMEHTOB. DopMarhl OyMakKHBIX
JIOKYMEHTOB.

5. TpeGoBaHUs K TEKCTY TOKYMEHTOB.

Ilepeuens wacmu komMnemeHyuu, NPOBEPAEMbIX OYEHOUHBIM CPEOCHBOM.

[IK-15 ymeHueM BecTH [JEJIONPOU3BOJACTBO M  JIOKYMEHTOOOOPOT B  OpraHax
rocygapcTBeHHo Biacth Poccuiickoir @enepanuu, opraHax TIOCYJapCTBEHHOM BIIACTH
cyobekToB Poccuiickoit denepanyy, opraHax MECTHOTO CaMOYIIPaBIIEHUS, TOCYIapCTBEHHBIX U
MYHHUIMIIATBHBIX MPEANPUATUAX U YUPEKICHUAX, HAYYHBIX U 00pa30BaTeIbHBIX OpraHU3alusX,
MOJINTUYECKUX MapTUSX, OOIIECTBEHHO-TIOIUTUYECKUX, KOMMEPUECKHX U HEKOMMEpPYECKHX
OpraHu3aIMIX

Kpumepuu oyenxu.

«yJIOBJIETBOPUTENHHO» - CTYACHT MMEET (parMEeHTapHbIE NMPEICTABICHUS O COACPKaHUU
3adBJICHHON TEeMBbl MPOOJIEMHOIO CEMHHAapa, YaCTUYHO OCBOWJI IOHATHHHO-KaTEropHaJbHBIN
armrmapar;

«XOpOULIO» - CTYIEHT IEMOHCTPUPYET OOIIME 3HAHUSI 110 3asIBJICHHON TeMe MPOOIEMHOT0




CEeMHUHAapa, yMEET YCTaHABJINBATH CBSI3U MEX/Y TEOPETUIECKUMH MOHATHAMH U SMITUPHIECKIMA
bakramu;

«OTIMYHO» - CTYAEHT JIEMOHCTPUPYET CHCTEMHBIC 3HAHUS 110 3asABICHHOM Teme
NpOOJIEMHOTO CEMUHAapa, YMEET yCTAaHABIMBATh CBSI3U MEXAY TEOPETHUCCKUMH TMOHATHUSMHU H
IMIUPUIECKUMHE (haKkTaMu, GOpMyYIHpyeT aHATUTHIECKHE 0OOOIICHNS 1 BBIBOJIBL.

412. NuauBUAyabHOE MHUCbMEHHOE 3a/laHHe, HANPaBJIeHHoe Ha jopMHUpoOBaHHe
HABBIKOB MOJAT0TOBKU HH()OPMAIMOHHBIX 0030POB.
«TexHoJI0TMsI MOATOTOBKU MH(OPMAIMOHHOT0 0030pa MO NMPOOdJIeMaTHKE.

OcHOBaHUA Buapt 0630poB
JeJIEHHS

DyYHKIIMOHATILHOE
Ha3HaueHue (peaMeT
aHan3a)

XapakTep paccMaTpUBaEMbIX
BOIIPOCOB

I_[eneBoe Ha3Ha4YCHUC

[Torpebutensckoe
Ha3Ha4YeHHE

Ilepeuensv yacmu KomnemeHyuu, NPOBEPAEMbIX OYEHOUHBIM CPEOCBOM.

I[IK-15 — yMeHmeM BeCTH JEJIONPOU3BOJCTBO M JOKYMEHTOOOOPOT B oOpraHax
rocygapcTBeHHo Biacth Poccuiickoin ®enepannu, opraHax TIOCYZapCTBEHHOM —BIIACTH
cyobekToB Poccuiickoit denepannn, opraHax MECTHOTO CaMOYIIPaBIIEHUs, TOCYJapCTBEHHBIX U
MYHUIUNAIBHBIX TPEANPHUATHAX U YUPEKIECHUAX, HAYUYHBIX U 00pa30BaTENIbHBIX OpraHM3aLUsX,
MOJIMTUYCCKUX TapTUsiX, 06H.[€CTB€HHO-HOHI/ITI/I‘I€CKI/IX, KOMMCPYCCKUX W HCKOMMCPUCCKHUX
OpraHu3aIMsIX



Kpumepuu oyenxu.:

«YHOBIIETBOPUTEIBHO» - CTYJIEHT MMeEET (hparMeHTapHbIC MPEACTABICHUS O COJEPKAHUU
TEXHOJIOTHH MOATOTOBKH HH(POPMAIIMOHHBIX 0030pOB;

«XOpOIO» - CTYIACHT HUMEeT OOIIMe TNPEACTABICHUS O COACPNKAHUHM TEXHOJOTHUU
MOJATOTOBKH MH()OPMAIIMOHHBIX 0030pPOB, OCBOMJI MOHATHHHO-KATErOpUAIbHBIN armapar, yMeeT
YCTaHABIIMBATh CBSI3H MEXIY COCTABHBIMH YaCTSIMHU HHPOPMAIIMOHHOTO 0030pa;

«OTJIMYHO» - CTYACHT UMEET CUCTEMHBIC IPEACTABICHUS O COACPKAHHHM TEXHOJIOTHU
MOATOTOBKH MH()OPMAIIMOHHBIX 0030pPOB, OCBOWJI MOHSATUHHO-KATETOPUATBHBIN amnmapar, yMeeT
YCTaHABIIMBATh CBSI3W MEXJY COCTABHBIMH YacTSIMH HH(POPMAIMOHHOTO 0030pa, hopmynupyer
aHAJIUTHYECKUE 0000IEHUS U BEIBOJIBI.

4.13. MoaroroBka cood1IeHNI U MPe3eHTAlUI 110 Y4eOHOH TUCHHIIIHHE

Cooouwgenue «OIEKTPOHHOE IPABUTENBCTBO»: €r0 3HAYEHME, NPUHLUIBI [TOCTPOCHUS U
BHeIpeHMs.  VIHTerpupoBaHHOE  3JEKTPOHHOE MpaBuTenbcTBO  Poccun.  Opranusanus
MEXBEJOMCTBEHHOI'0 3JIEKTPOHHOI'O JOKYMEHTOO0OOpOTa MEXAy OpraHaMH TrOCyAdapCTBEHHOM
Bractu Poccuiickoit @enepanum» JTODKHO COAEp)KaThb AaHAIM3 MPAKTHUKUA paboThl ¢
JTOKYMEHTaMH, OMTMCAHNE UX CTPYKTYPHBIX U (DYHKIIMOHAIBHBIX 0COOEHHOCTEH, a TaKXKe OLIEHKY
ux 3¢ HEeKTUBHOCTH.

Anroputm paboTBhl:

1. ITouck nuTepaTypbl U aHAJIU3 JIUTEPATYPbl U HCTOYHUKOB IO JaHHOM Ipolieme.

2. TToaroroBka cooOImIeHUs B MMCHbMEHHOM BUJIE WJIM MPE3eHTAK pedepara B TBOPUECKOM
(mpooyKTUBHOM) nepepaboOTKe, TJe IJIAaBHOE BHHUMAaHHE YIENSIEeTCs HOBHU3HE COJEpiKaHus,
aHaJM3y €ro COMUAIBHONW HEHHOCTH C YYETOM YK€ MMEIOIINXCS TOCTH)KEHUH B OMpeeseHHON
00J1acTH 3HAHUH.

Ilepeuenv yacmu komnemeHyuu, NPOBEPIEMbIX OYEHOUHIM CPEOCMBOM.

OIIK-4 — cnocoOHOCTBIO OCYIIECTBIISTH JIEIOBOE OOLIEHHE U IyOJMYHBIE BBICTYIUICHUS,
BECTH TIEPETOBOPHI, COBENIAHMS, OCYIIECTBIATH JAEJOBYIO TMEPENUCKy U MOJIECPKUBATh
3JIEKTPOHHBIE KOMMYHUKALIUH.

[1K-8 — crmocoOHOCTBIO MMPUMEHATH WHPOPMAIMOHHO-KOMMYHUKAITMOHHBIE TEXHOJIOTHH B
npoecCHOHATLHOMN IEATEILHOCTH C BUJCHUEM MX B3aUMOCBSA3EH U MEPCIEKTUB UCIOIb30BaHUS

Kpumepuu oyenxu peghepama:

«yJIOBJIETBOPUTEIHLHO» - COOOIIEHHE MTPEICTABISAET COO0M M3II0KEHUE PE3yIbTaTOB UYKUX
UCCIEeIOBaHMM 0e3 caMOCTOSATEIbHON 00pabOTKH HCTOUHUKOB;

«XOpOUIO» - COOOILIEHNE MPECTaBIsIeT OO0 CaMOCTOATENbHbIM aHaNNu3 pa3HOOOpa3HBIX
HAYYHBIX HCCJIEIOBAHUNA WM JMIIMPHUYECKUX JAHHBIX, OJHAKO HE B MOJHOHW MEpe OTpa)kaer
TpeGoBaHus, CPOPMYITUPOBAHHBIE K €T0 U COAEPIKAHUIO.

«OTIIUYHOY - B COOOIICHUH OTPAXKAIOTCS TaKUe TPEOOBAHMS KaK aKTyaJbHOCTh COZIEpIKaHUS,
BBICOKUH TEOpPETUYECKH YypOBeHb, INyOMHa U TMOJHOTa (PAKTOpOB, SBJIECHUH, NpodIEM,
OTHOCAIIMXCS K TeMe, WH(GOPMAIMOHHAS HACHIIIEHHOCTh, HOBH3HA, OPUTHHAIBLHOCTh
U3JIOKEHUsI MaTepuaia; CTPYKTYpHas OpraHHM30BaHHOCTb, OOOCHOBAaHHOCTb MPEUIOKEHUS WU
BBIBOJIOB, CIICIAHHBIX B COOOIIECHHUH/ TIPE3ECHTAIINH.

4.1.4 IlpumepHbIe HHAMBUAYAJIbHbIE 321aAHUA

Cocmagumv u ogopmums npukazel nO OCHOBHOU OeAMEIbHOCMU, U Opyzue
pacnopaoumensvrvle 0OKyMeHMbl, HE0OX00UMBble 8 OAHHBIX YNPAGICHUECKUX CUMYAUUAX:

Curyanus 1.

A.H.lllunos, npencenarens Poccniickoro areHTCTBa MEXIYHAPOIHOTO COTPYJHUYECTBA U
pa3zButusa (rocynapcrBeHHasi opranuzauus npu I[lpaButenbctBe P®D), 24 ¢eBpans Tekylero
roja IOPY4YMJI CTPYKTYPHBIM IOJpPA3AEICHUSAM areHTCTBa COBMECTHO C IIPEICTABUTEISIMU
l'ockomumymectBa Poccun k 10 ampenss mOATOTOBUTH MPOEKT MPOrpaMMbl MPUBICYEHUS
MHOCTPAHHBIX MHBECTHLIIMM K IPOLECCY aKIMOHUPOBAaHUS TIOCYAApCTBEHHBIX IPEIIPUITHH.
[Topyuenue Ob110 1aHO BO MCTIONHEHUE TTocTaHOBIeHHs [IpaBuTenscTtBa PO ot 24 deBpans



Tekymero roga Ne 246 ['7maBHOMY YNpaBJI€HUIO OTPACIEBBIX HMHBECTUIIMOHHBIX MPOrPaMM,
['maBHOMY JOTOBOPHO-NIPABOBOMY VIIPaBIIEHUIO W [J1aBHOMY YIpaBJIEHUIO CTPAaTETUUd U
MHBECTUPOBAHUS.

[Ipoekt mpukaza npejcenarTenst areHTCTBAa ObUT 3aBU3UPOBAH €T0 MEPBHIM 3aMECTUTEIEM
J.H.®enopoBsIM 1 HavyaJibHUKOM ['J1aBHOTO JOrOBOpHO-TIpaBoBOro ynpasieHus U.B.nbuHbIM.
KonTtpons 3a ucnonHenuem npukasa o6su1 BosnoxxeH Ha J[.H.dengoposa.

Curyanus 2.

JIMpeKTOp PEMOHTHO-3KCILTyaTallMOHHOI0 MyHULunanbHoro ympasieHust Ne 15 3oros U.T.
5 oKTA0ps TeKylero roja U3ai NpyUKas o MOArOTOBKE K yOOpKe TEppUTOPUI B 3UMHUI IIEpUO
TeKymero roxa. lnmaBueni wumkeHep HukomaeB B.B. k 15 oxTsa0ps 1ODKEH NPOBECTH
3aKpeIuieHue yOupaeMbIX TEPPUTOPUI 32 TEXHUKAMU-CMOTPUTENISIMUA M JBOPHUKAMHU, COCTAaBUTh
rpaduK ABYXCMEHHOW pabOTHI MO YOOpKE TPOTYyapoB U ABOPOBBIX TEPPHUTOPUH, pazpaboTaTh U
corjacoBath B IpedekType okpyra IulaH yOOpKM TEppUTOpUM C TNPUBJIECUEHHUEM JIIOACH U
TEXHUKHU BEJOMCTBEHHBIX NPEANPUATHN, PACIIOIOKEHHBIX HA TEPPUTOPUU OKPYTa.

IIpuka3 u3gaH Ha ocHOBaHMU mHocTaHoBieHUs [IpaBurenbctBa MoCKBBI OT 8 CEHTAOps
tekymero rojga Ne 908 «O roroBHOCTH CiIy’)k0 IOpPOJCKOIO XO3sICTBA K yOOpKE TEppUTOpHiA
I.MOCKBBI B 3UMHUI IIEPUOI».

Curyanus 3.

OTtnenom opraHu3allMOHHOW U KaJpoBoW paboThl YpaBieHnus MunucrepcTa octTuuu PO
no PecmyObnuke Kapenus B KOHIIE KaJleHAApHOTO roja Oblla COCTaBI€HA HOMEHKIIATypa Jel Ha
CIICAYIOIIMHA KaJeHJapHbli roj. 27 nexabps TEKyIero roja Ha4daJbHUKOM YIIpaBlICHUs
T.IL.UrnarbeBoii ObUT M34aH W MOJAINHUCAH IPHUKA3 00 YTBEPXKACHUU M BBEJCHUHU B JIEHCTBUE
HOMEHKJIATYpbl Jel ¢ 1 sHBapd ciefyrooumero rojxa. PyKoBoIUTENsM CTPYKTYpPHBIX
MO/Ipa3JIeJIeHNi IPUKa30M MPEANHUCHIBAIOCH (POPMUPOBAHUE, UCIIOIB30BAaHUE U XPAHEHUE NI B
COOTBETCTBHUHM C pa3pabOTaHHOI HOMEHKJIaTypoi nen. KoHTposb 3a HCHOIHEHUEM IprKa3a Obul
BO3JIO’KEH Ha HayaJIbHUKA OT/IeJla OPraHU3allMOHHON U KaJApoBoil paboThl X1oHHHHEHa A.B.

Curyanus 4.

PyxoBonurenem Komurera mo 3eMenpHBIM pecypcam M 3emiieycTpoiicTBy DenepalibHON
ciykObl 3emenbHoro kaaacrpa Poccum A.T.KonapamoBbiM 1 HOAOpsT Tekymiero rojga ObLI
U3JaH MpHUKa3 O BBEIEHUM YHU(PULIMPOBAHHBIX (POPM NMEPBUYUHONW YUETHOM NOKYMEHTAILlUH IO
yueTy Kazapos. Ilpuka3 wm3naBancs B COOTBETCTBHM C IIOCTaHOBJIEHHUEM ['OCynapCTBEHHOTO
komurera 1mo cratuctuke ot 06.04.2001 Ne 26 «OO6 yTBepkAeHUU YHUDHUIMPOBAHHBIX (GOpM
MEPBUYHON YYETHON JOKYMEHTAllUM IO YYeTy TpyJa U €ro OIjiaThl» U C LENbI0 CO3/IaHus B
Komurere equHol cucteMbl KaapoBoi nokymeHTanuu. IIpukazom BBogwinch B nelicteue c |
HOSIOpSL TeKyllero rojaa Bce yHU(HUIMpOBaHHBbIE QopMbl, Bomeamue B Anbbom YD/,
YTBEPXKICHHBIN BBIIEYKa3aHHBIM [TOCTAHOBJICHHUEM.

[IpoekT mpukasza 3aBU3HPOBAIM OPUCKOHCYJIBT Tumenko M.A., nHcekTop oTAena KaapoB
XKyxosa T.II.

Ilepeuens uacmu komnemeHnyuu, NPOGEPIEMbIX OYEHOUHBIM CPEOCMBOM:

[IK-15 - VYmeHue BecTH [JENONPOU3BOACTBO U JIOKYMEHTOOOOPOT B OpraHax
rocygapcTBeHHoM Biacth  Poccuiickoii @enepannu, opraHax TIOCYZapCTBEHHOM BIIACTH
cyobekToB Poccuiickoit denepany, opraHax MECTHOTO CaMOYIIPaBJIEHUS, TOCYAAPCTBEHHBIX U
MYHHUIMIATBHBIX NPEANPUATHAX U YUPEKICHUSIX, HAYUHBIX U 00pa30BaTeIbHBIX OpraHU3aIMIX,
MOJUTUYECKUX MapTHsIX, OOLIECTBEHHO-MOJUTHYECKHX, KOMMEPYECKHMX M HEKOMMEPUYECKUX
OpraHu3aIusIx

Cocmagumv u ogopmums  ciaysynceOnHvle nucoma, HeoOXOO0UMble 6 OAHHBIX
YRPAGNEHUECKUX CUMYAUUAX:



Curyanus 1.

JlemaptaMeHT NONACPXKKA M Pa3BUTHS MaJOro MpeANpUHUMATENHCTBA IMHUCHMOM 3a
MOAMNKUCHI0 3aM.JUpeKTopa Aenapramenta CepukoBa A.B. yBegoMui pyKOBOACTBO IETCKOIO
caga Ne 1586 0 ToMm, 4TO B CBSI3U C Pa3BUTHUEM MPEANPUHUMATENBCTBA 3[JaHUE JETCKOro cajaa
JOJKHO OBITh TIEPEIaHo JJIS TEXHUYECKUX HYXK] JenapTaMeHTa.

HUcnonuutenem BacuibeBol 1o mopydeHuro aupekTopa aerckoro caga Ne 1586 HOro-
3anagHOTO OKPYXHOTO YIpaBlieHUs: oOpa3zoBaHusi I.MOCKBBI, PacrojiO)KEHHOTO Ha MPOCIEKTE
MuuypunckomM, oM 22 r.MoOCKBbI, OBIJIO COCTAaBJIEHO MUCHMO, aIPECOBAHHOE OTIENY MHCEM
Mbpuu MockBsl 1o agpecy: r.MockBa, yi. TBepckas, 13, B KOTopoM IUpeKTOp AeTckoro cajga Ne
1586 O.A.AOpamoBa mpocuia pa3oOpaTbCsi B JaHHOM BOIPOCE, MOTHUBHPYS TEM, 4YTO B
Ha3BaHHOM pailloHE JETCKUX CaJ0B OCTAJIOCh Maj0 M HE BCE JIE€TU MOTYT IOCEIIATh JIETCKUE
JOLIKOJIbHBIE YupexaeHus. [luceMo Obl10 OTBETOM Ha MOTYyYEHHBIH JOKYMEHT OT JlermapTamMeHrT.

Curyaunus 2.

MoCKOBCKUH paAMOTEXHUYECKUH KOJUIE[K HKMEHM akaaemuka A. A. Pacruieruna
MunuctepctBa obpazoBanus P® (Mocksa, yn. b.JlekaOpsckas, 5, 124000, Ten.: 252-11-84,
dakc: 253-32-36) paszocnan HWH(DOPMAIMOHHBIC IMHCHMa JUPEKTOpaM IIKOJI Topoja ¢
cooOmieHueM 00 OTKpBITUM B HOBOM Y4eOHOM ToJy JABYX (DaKyJabTETOB: COBpPEMEHHbBIC
MH(GOPMAIIMOHHBIE TEXHOJOTHMH M IOPHIUYECKUd. B mmcbMe cooOImanoch TakKe O TOM, YTO
MpaBWJia MprUeMa Ha yKka3zaHHbIe (akynbTeThl o0mue. [IuchMo ObUIO COCTABIEHO HCIIOIHUTEIEM
CrenanoBoii u nognucano aupexkropom JI.b.MapteiHiokom 15 mapra Tekyiero roja.

Curyanus 3.

Ucnonaurenem M. HO. TlonsikoBoii mo nmopy4yeHuto HavyajibHHUKaA OoTAena Mapketuara OAO
«Toprnorpebcoro3» (r.Mocksa, Jlecnas ym., n.18, 117123, rten./dakxc. 234-56-00, OKIIO
87654321, OI'PH 1234567890098, MHH/KIIIT 09876543321/123456789) B.A.KomapoBa ObL10
cocraBieHo mnuceMo B aapec OOO «Jleno», TexHuueckomy aupektopy A.M.MsrkoBy o0
OTIpaBKEe JOKYMEHTallMu cienywomero coxaepxxanus: «Hampasnsem HeoOxonumble Bawm
JOKYMEHTBI, coJepKalue HMHPOpMAlUI0 O II€He KOMIUIEKTa Hay4YHO-TEXHHYECKOM
JOKYMEHTAllMM Ha XOJIoAWIbHOe oOopynoBaHue. llpeanmaraem BbICIaTh TEXHHUYECKYIO
JOKYMEHTAI[MI0O Ha 3apyOekHble aHAJIOTU XOJIOAWJIBHOrO oOopyaoBaHus. llpu mnpuHsTUM
MOJIOKUTEIBHOIO  peIIeHuss O  3aKymnke obOopyaoBaHus mpocuMm Bac  HampaBuTh
COOTBETCTBYIOIlEE MUCbMO pyKoBojauTento otaena coeita HaymoBy C.IL.». /laHHBIM mucbMOM
COIpoBOKAaIach cnenudukanus Ha 28 51. B 1 3K3.

Ilepeuens wacmu komnemeHnyuu, NPOBEPAEMbIX OYEHOYHBIM CPEOCMBOM:

[1IK — 8 — cnocoOHOCTRIO IPUMEHSITh WHPOPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH
B MpOQecCHOHANbHONW JEATEJIbHOCTH C BHUICHHEM MX B3aUMOCBSI3e U IMEpPCHEKTUB
HCIIOJIb30BAHUS

[IK-15 - VYwmeHuwe BecTH MACIONPOU3BOACTBO M JIOKYMEHTOOOOPOT B  OpraHax
rocygapcrBeHHo Biactu  Poccuiickoir ®enepauuu, OpraHax roOCyJapCTBEHHOM BIACTH
cyobexToB Poccuiickoit denepannn, opraHax MECTHOTO CaMOYIPAaBJI€HUs, TOCYJapCTBEHHbBIX U
MYHUIUTATBHBIX TPEANPHUATHAX U YUPEKACHUAX, HAYUHBIX U 00pa30BaTEIbHBIX OpPraHU3alusiX,
MOJINTUYECKUX MapTUSX, OOIIECTBEHHO-MOIUTUYECKUX, KOMMEPUYECKMX U HEKOMMEpPYECKHX
OpraHM3alMsIX.

Cocmagumb u oghopmums 00K1a0HbBIE, U OOBACHUMEIbHBIE 3ANUCKU, HEOOX00UMbLE 8
C1e0YIOUUX YRPAeIeHYecCKUX CUIYaAyUuax:

Curyanus 1.
3amecturens HavanbHUKA [Ipon3BOACTBEHHOTO 00BbeIMHEHUST «MOCKOBCKAs TOPOJICKAS
tenedonHas cetb» (MI'TC) Munucrepctsa cBsizu PO M.U.Jly6oB oOpaTuics kK Ha4aIbHUKY



CIEIUAILHOTO YIpaBJICHUS TeneGOoHHOW CBsi3M Toro jke muHuctepctBa I.C.AKCEHOBY ¢
JOKJIAJTHOM 3aITUCKOM O BBIJEICHUH MPSMBIX MPOBOJOB U Ha3HAUYCHUU TeIe(DOHHBIX HOMEPOB Ha
JOTOBOpHOW ocHOBe. B nmoxmanmnoit 3amucke M.U.J[yOoB cooOmiam o TOM, 4TO B CEHTIOpe
Tekymero roga oowsemunenneM (MI'TC) ObuH TIOATOTOBJICHBI W COTJIACOBAaHBI C [ J1aBHBIM
IJIaHOBO-()MHAHCOBLIM  yrpaBieHueM MuHuctepcTtBa cBsizu P® J0roBopsl ¢ HOBBIMHU
aboneHTamu. {11 BKIIOYCHHS yKa3aHHBIX aOOHEHTOB B ceTh mepeaaun nanHbix «MupoTtem» ¢ 1
JeKabps TEKyIIero roja HeoOX0UMO BbIAeNIEHUE MPSAMBIX MPOBOJOB. B cBs3u ¢ atum r-H J[yo6oB
BBIBUHYJT TPEIOKCHHUE O BBIICIICHUH NPSIMBIX MPOBOJIOB U HA3HAYCHHUH TEJIC(POHHBIX HOMEPOB
Ha JIOTOBOPHOIl OCHOBE YyKa3aHHbIM aboHeHTaMm. JlokiiagHasi 3amucka Oblla COCTaBJICHA
ucnonuutesneM OpinoBoii u moanucana M. M. J[y6oBemM 12 HOSOps TEKyIIero roja.

Curyanus 2.

Kypsep 3AO0 «®Papma» C.C.CoMmOB peryispHo omnasjpiBajl Ha padOTy, 4eM Hapyliail
TPYAOBYIO TUCHMILIMHY. 3aBenyromas kanuenspueit 1.B.Illymuniaa HeoTHOKpaTHO Aesana eMmy
3amedanusi (B ycTHOU (opme), a 12 uroHSA TeKyliero rojaa Oblia BBIHYXKIEHA OOPATUTHCS C
IaHHbIM BompocoM K ['eHepambHOMy nupekropy A.B.CenoBy ¢ mokiagHOW 3amMCKOH, B
KOTOpO#1 Ipocuia NpuHATh Mepbl JucuuiuinHapHoro xapakrepa k C.C.ComoBy.

Curyanus 3.

PykoBoautens otraena HoBbiXx npoekToB O.B.TokapeBa oOparunace k I'eHepamHOMy
mupekropy OOO «Mactep» r-ny A./[.MeBneBy ¢ nokiaaHOM 3amMCKOW O HEOOXOAUMOCTH
yBEJIMYEHUS IITaTHOM uMciaeHHocTH otaena. B noknaanoit 3anucke O.B.TokapeBa coolmana o
TOM, 4YTO B HACTOAILIEE BpeMs JUIsl YCIEIIHOW pabOThl areHTCTBA HEOOXOAUMO YBEIHUEHUE 0a3bl
JAHHBIX O MOTEHUMaIbHBIX KiMeHTaX. [lo ee MHeHHIO, OJHUM U3 Haubosee pealbHbIX IyTeH
pacivpeHusi 6a3bl JaHHBIX SBISETCS MMOCTOSHHBIM aHAJINW3 CPEeICTB MaccOBOM MHpopmanuy, B
YaCTHOCTH Ipecchl (MHpopMalus o Haunbosiee KPyMHbIX KIMEHTaX areHTCTBa Oblla MOJydeHa U3
aHAJIMTUYECKOTO KypHania «KcrepT»). B cBsi3u ¢ Tem, 4To OT/AEN B €ro HacTosIeM cocrase (5
COTPY/IHUKOB) HE MMeEET BO3MOXKHOCTH OpraHM30BaTh MOAPOOHOE H3yYeHHE aHAIUTHYECKUX
m3nanuii, O.B.TokapeBa cuuTaer 1enecooOpa3HbIM BBECTHM B IUTAT OTAENa JBE JOHKHOCTH
MEHEKEPOB I U3YYEHHUS U aHAIM3a MPECCHI C LENbI0 BBIABICHUS NNOTCHIIMAIBHBIX KIHEHTOB,
a TaKXe MOJArOTOBKM ONepaTUBHOM HMH(oOpManuu o mosiokeHnu Ha poiHke CMU B ¢dopme
€KEHEJENBbHBIX O0T4EeTOB. B noknmagHoi 3anmcke TokapeBa Npemyiokuia Ha 3TH JOJDKHOCTH
10/100paTh COTPYIHUKOB U3 UMCIIA CTYAEHTOB 4-5 KypcoB (pakynbpTeTa xypHamuctiuka MI'Y niu
LIKOJIBI PEKJIaMBI.

Curyauus 4.

B lBaHOBCKOl 007acTH CIOXWIJIOCH KpailHe HampspKeHHOE IOJO0XKEHHE C TOProBilei
MIPOMBIIIJIEHHBIMU TOBapaMu U, B YaCTHOCTH, MEOEIbIO.

B 12 u3 15 paiioHOB TOproBisi MeOenbio BEAETCS B HEMPUCIOCOOJIEHHBIX MOMEUICHHUSX,
JIUIIEHHBIX HE00X0IMMOT0 000PYAOBaHUS, HE UMEIOIINX HOPMAJIbHBIX MOIBE3HBIX MyTEH.

Jns paspemieHuss JaHHOM MpoOsieMbl K PYKOBOJAUTENIO aIMHUHHMCTpalUuu FIBaHOBCKON
obnactu II. U. TlonexxaeBy oOpaTwicsd HadaJbHUK YTPaBICHHUS TOPTOBIM AJIMUHHUCTPALUU
WBanosckoit obmactu K. J[. TapacoB. B moknanHoil 3amucke B CBA3M C HEOOXOIMMOCTBHIO
CO3/IaHUS YCJIOBMM, OTBEYAIOIIMX TPEOOBAaHUSM OpraHU3alluyd TOProBiM Melesnbio, TapacoB
IPOCWJI J1aTh YKa3aHUs PYKOBOAMUTENAM aJAMHUHUCTPALUNA COOTBETCTBYIOLIUX PpPAaWOHOB O
MIPEI0CTABIIEHUH JJIs TOPTOBIM MeOeIbIo MOMEUICHHUH, OTBEYaOIUX YCTAHOBIEHHBIM HOpPMaM.

Cocmasums u ogopmumep npomoKo/ivl, HeOOXO00UMbBIE 8 CAEOYIOUUX YNPAGTIEHYECKUX
cumyayuu:



Curyanus 1.

Hupeknus OO0 «Actpes» (Cankt-IletepOypr) 12.08.200 r. mpoBeno cBoe odepemHoe
3acemanue, Ha kKortopom mpucyrcrBoBanu BocrpskoB C.T., Crymmes I1.J., Jlebenes .M.,
Amnronos ILJI., lllentynosa B.I'., Tumodeer A.A., Ctymosa M.H.

Ha 3acemanum ob6cyxaanoch aBa BOIpoca: O XoAe pekiamMHoil kammanuu B 11l kBaprane
200_r. 1 o0 mepexojie Ha HOBYIO CUCTEMY BBITUIATHI IPEMHAIIbHBIX.

ITo mepBoMy Bompocy ciymiany cooOlIeHne HadalbHUKa oTAea pexinaMel Boctpsikoa C.T.,
TEKCT cooOIIeHns KOToporo Obut mepenan cekperapio 3acenanus H.J[.benosoii. Ilo atomy ke
BOTIPOCY BBICTYNWI (DUHAHCOBBINA JupekTop TumodeeB A.A., KOTOPBI 0100pHUI yBEIUYCHHE
pacxol1oB Ha HapyxHyo pekiaamy B LI kBaprane 200 r. Ha 5%.

ITo BTOpomy Bompocy crenain coodmenue CtynoB M.U. u TekcT cooOIIeHUs TaKXKe repeaal
cekperapio. [lo nanHOMY ke Borpocy BeICTynuiIn AHToHOB I1.JI., HayanbHUK OTaENa KaapoB, U
Jlebenes M.M., nupekrop mo mpomaxkam. I[lepBelii 0m00pHJI HOBYIO CHCTEMY BBITUIATHI
MPEeMHANIBHBIX W PEKOMEHJIOBAN MOATOTOBUTH HeoOXxoaumble aokymMeHTH k 01.09.200_ .
Bropoii npepnoxuin nopaboTaTh HOBYKO CHUCTEMY BBIIUIAThl MPEMHAIBHBIX U PEKOMEH0BAJ
IIPOBECTH TOJIOCOBAHKE I10 IaHHOMY BOMPOCY Ha 00I11eM cOOpaHuH TPYJOBOTO KOJIIIEKTHBA.

B wurore 3acemanusi ObuUTH TPUHATHI clieAyromue pemeHus: 1. OmpoOputk paboTry otiena
pexnamsl B I kBaptane 200 r. 2. [IpoBectu o61ee coOpanue TpyJAOBOrO KOJIEKTHBA 110
BOMIPOCY O TIepexoJie¢ Ha HOBYID CHUCTeMy BbIIUIaThl npeMuanbHbix  15.08.200_ r.
OTBeTCTBEHHBIM 32 OJITOTOBKY cOOpaHus Oblla Ha3HaueHa 3aB.kaHuespueit [llentynosa B.I'.

Co6panue Ben npenceaarens O.A.PymsHIies.

Curyanus 2.

3A0 «I'pana-M» (Mocksa) 05.03.200_r. mpoBeno 3aceganue CoBera IUPEKTOPOB, Ha
KOTOpOM mpucyTrcTBoBaiu ciuenytomue wiensl Cosera: Ilonos W.I1., UBanoB U.U., Cunopos
C.C., Ycrunona V.Y., ®enopoB @.®. B cBs3u ¢ HaauuueM KBOpyMma 3acefaHue ObUIo MPpU3HAHO
npaBoMo4YHbIM. Ha 3acemaHue BBIHOCWIICS BOHpPOC 00 ONpEAENCHUHM PHIHOYHOM CTOMMOCTH
pa3MeniaemMbIX OOIIECTBOM JIONOJHUTENbHbIX akuuil. [lo maHHOMY Bompocy 3aciylianu
®enopoa D.D., KOTOPHIA NPEIIOKWI ONPENEIUTh PHIHOYHYIO CTOMMOCTH Pa3MEIaeMBbIX
oOIeCTBOM aKUMN IMyTeM 3aKpBITON MOAMUCKU JIOMOJHUTENbHBIX akuui B pasmepe 10 000
(ecsiTu THICSY) pyO. 3a akUMiO. 3acejaHue MOCTAHOBWIO YTBEPAUTH MpeioxeHue denoposa
®.®D., Tak KaK MpH rojIocoBaHUU «3A» OBIJIO OTAHO MSITh FOJI0COB, IPOT0JIOCOBABIINX
«[TPOTUB» u «BO3JIEPXXABIINXCS» He Obl0. Pemienue npuHATO €MHOTIACHO. 3aceaHue
Bexn npencenarens 11.1.ITonos. IIpoTokoin noarorosnen cekperapeM N.I1.IIeTrpoBbim.

Curyanus 3.

Corpynuuku Oyxrantepun OAO «KBaHT» MpoBenM 3aceaHHE IO BOMPOCY COKPALCHMS
CpOKa COCTaBJIEHHsI rojfoBoro ordera 3a 200 r., HA KOTOpPOM IPHUCYTCTBOBAIO 6 yenoBek. C
cooOmieHueM BoicTynuia oyxranrep CypkoBa A.M., KoTopasi OTMETHIIA, YTO pAaOOTHUKHU TPYIIIBI
ydera UMEIOT BCE BO3MOXHOCTH ISl 3HAYUTENILHOTO COKPALIEHUSI CPOKA COCTaBJIEHHS TOJJOBOTO
oT4eTa, U 4To rojoBoil oruer 3a 200_r. MOXeT ObITh MpPEICTAaBIEH IPYNINoOi yueTa Ha 3 JHA
paHbIlle YCTaHOBJIEHHOTO CPOKa.

B o6cyxnennn manHoro Bompoca BbeicTymwin E.H.KportoB, rmaBublii Oyxranrtep, u
I'.A.lllybuna, 6yxrantep. KpoToB cooOmui o ToM, 4TO UM pa3paboTaH HOBBIM rpaduk padoT mo
COCTABJIEHUIO TOJOBOTO OTYETa, MPH YCIOBUHU BBINOJHEHHS KOTOPOTO BCEeMU paOOTHUKAMHU
Ipynnbl y4yera, roJI0BOM OTYET MOXKHO COCTaBUTh M CIIaTh Ha 4 JIHS paHbIIE YCTAHOBJIEHHOIO
cpoka. I A.Illly6una oTrmeTHia, 4TO JOCPOYHOE IpeJCcTaBlieHHe rojoBoro oryera 3a 200_r.
SIBJIIETCS TIOYETHOM M OTBETCTBEHHOH 3amayeil pabOTHUKOB OyXrajaTepuu, M 4YTO KOJIJIEKTUB
OyXraJTepud MOKET COCTaBUTh T'OJJOBOM OTYET paHblIe CPOKa, €CIM BCe PaOOTHUKU OymyT
BBITIOJTHATH YIJIOTHEHHBINA TpaguK paOdOTHI.

B urtore 3acemanust ObUIO PELICHO MPENCTaBUTh rofoBoi oTdeT 3a 200 r. HA yeTbIpe THS
paHbIlle YCTAaHOBJIEHHOTO cpoka, T.e. 00.00.200 r. ¥ mpoBeCcTH aHaIu3 rOJOBOTO OTYETA C



IIETIBI0 BBISBJICHHSI PE3€pBOB, HEOOXOAMMBIX JJIs YCIEIIHOTO BhIMTONHEHHs turana 3a 200 T.
3acenanue Bena npenceaarens K.M.JIeamosa, nporokonuposain cekperaps 1.B.XomskoB.

Cocmasums u oghopmums npuxkazvl RO JTUYHOMY COCHMABY, HEOOXO00UMbBle 6 OAHHBIX
YRPAGNEHUECKUX CUMYAUUAX.

Curyanus 1.

Bommycknuna ¢akynpTeta ynpaieHus Poccuilckoro rocynapcTBEHHOTO T'yMaHUTapHOTO
yauBepcuteTa JlenncoBa Tarbssna MuxaitnoBHa 20 uions TEKYIIETo Toja MOCTYWIa Ha paboTy
B Poccuiickoe areHTCTBO MEXIyHApOIHOTO cOTpyaHu4ecTBa U pa3Butus (PAMCuP) Benymum
CIELMAIMCTOM YIIpaBJIeHUs JIeaMU. ATEHTCTBO SBJIIE€TCS TOCYIapCTBEHHON OpraHU3anueil npu
[IpaButensctBe P® u ocymectBiuser HaOOp choyKallMX TOJIBKO IO J0TroBopy. JloroBop
noAnucaH OT uUMeHu areHtrcrBa ero mnpezaceaareneMm [lloxuneim A.H. IlpoexkT npukasza mo
JMYHOMY COCTaBY IOJATOTOBJIEH MHCHEKTOpOM 1o KaapaM ConosbeBoil U.I'. 20 utons u B TOT
K€ JICHb 3aBU3MPOBAH HAYaJbHUKOM YyIpaBieHUs kaapoB ApOy3oBeiM I1.H. u ynpaBnsrommm
nenamu Muxeesbim B.U. IIpuka3 noanucan 21 utons u 00bsiBiieH JIeHUCOBOM 10/ paCIIUCKY.

Curyanus 2.

OxoHomuct BacunbeBa Exarepuna HuxonaeBHa 1 ceHTA0ps Tekyuiero roga mnojaia
sagneane B OO0 «Jlyu» ¢ mpocs0oil nmpuHATH ee Ha paboTy CIENUaTUCTOM (PUHAHCOBOTO
OT/eNa Ha HemoyHbli pabounit nenb. Mucnekrop no kagpam CmupHoBa W.C. o0ObsicHmia, 4To
¢upMa HMeeT BO3MOXKHOCTh IPHHATH HAa pPabOTy SKOHOMHCTa, HO Ha OCHOBE CpPOYHOTO
TpyAoBoro joroopa. TpynoBoil 1oroBop ObUT 3aKiIIOYEH 5 CEHTAOpS M MOANUCAH OT UMEHH
¢bup™Mbl TeHepanbHBIM upekTopoM MupoHoBbiM JI.C. B TOT e neHb ObIT M3laH MpHKa3 110
JUYHOMY cocTaBy, 3aBu3upoBaHHbIi CmupHOoBOM M.C. m 1opuckoHcynsToM XmeneBeiM 1.0O.
[Tpuka3 6s11 00BsBIICH Bacuibesoit E.H. mox pacniucky 6 ceHTaOpsi.

Curyanus 3.
3aBenyromas otnenoM muceMm raszetbl «['yOepHusi» ComoBa AnnHa lBanoBHa 15 mas
TEKYIIEro rojia 00paTuiiach K TJIaBHOMY pelakTopy YBapoBy A.H. ¢ mpock0oit mpenocTaBuTh ei
OTITyCK 0e3 coxpaHeHHUs 3apaboTHOM uIaThl ¢ 16 mo 18 mast o ceMeHbIM 00CTOATENbCTBAM.
[Ipoekt mpukaza 00 otTmycke OblI OQOpMIIEH HadyaJbHUKOM OTHeda KaapoB EpmakoBeIM
N.H. 15 mas, 3aBU3MpOBaH U B TOT K€ JIEHb MOAMMUCAH IJaBHBIM PEJAKTOPOM.
llepeuenv yacmu KomnemeHyuu, NPoGePsEMbIX OYEHOUHBIM CPEOCNEOM:
[TK-8 — criocoOHOCTBIO MPUMEHSATH HHPOPMAITMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUH B
npodeccuoHaNbHOM NeATENIbHOCTH ¢ BUJICHUEM UX B3aUMOCBSI3€H U IEPCIEKTUB UCTIOIb30BaHUS
IIK-15 — ymeHueM BecTH [EJIONPOMU3BOJACTBO M JOKYMEHTOOOOPOT B oOpraHax
rocygapcTBeHHo Biactu Poccuiickoin ®enepannu, opraHax TOCYZapCTBEHHOM BIIACTH
cyobekToB Poccuiickoit deneparyy, opraHax MECTHOTO CaMOYIIPaBJIEHUs], TOCYIapCTBEHHBIX U
MYHUITUTIATBHBIX TIPEANPUITHIX U YIPEKICHUSIX, HAYIHBIX U 00pa30BaTEIIbHBIX OpTraHU3AIUsIX,
HOJUTUYECKHUX MAPTHUAX, OOLIECTBEHHO-TOJUTUYECKHX, KOMMEPYECKHX 1 HEKOMMEPUYECKHX
OpraHu3aIusIx
Kpumepuu oyenxu:
«YAOBIIETBOPUTEIBHO» - PEKBU3UTHI IOKYMEHTOB IIPEJCTABIECHbI (PparMeHTapHO, C
HapYIICHUSIMHA B 0()OPMJIICHHH;
«XOpOILO» - PEKBU3UTHI IOKYMEHTOB IIPEJICTABICHbI YAaCTUYHO, 0€3 HapyIIeHH B
odopmIIeHNH, B TIPAaBUILHOM MOPSIKE.
«OTJINYHOY» - PEKBU3UTHI JOKYMEHTOB MPEACTABIEHBI B MOJTHOM 00beMe, 0€3 HapyIIeHU B
odopmIIeHNH, B TIPABUILHOM TMOPSIKE C COOIOICHUEM BCEX HEOOXOIUMBIX TPEOOBAHMIA.




4.1.5. IlpuMepHbIe TECTOBBIE 3aIaHUS J1JIsl TEKYILIEr0 KOHTPOJIS

1. Ymo oznauaem mepmun «OOKymeHm»?
A)aprymeHr;
b) Bu3a;
B)neno;
I') mpukas.
2. Om Kaxo2o A3blKa NPOUCXOOUNM MEPMUH «OOKYMEeHm»?
A) HEMEIKOTO;
b) nartunckoro;
B) anrmmiickoro;
I') rpeueckoro.
3. CosoxkynHocms pabom, CEA3AHHBIX C CO30aHUeM OOKYMEHMO8, ux pecucmpayuel,
Kaaccughuxayuet, 08UNCeHUeM, Y4emom U XpaneHuem Ha3bl8aromcs ...
A) KOppecCTOHIEHITNEH;
b) nenonpounzBoactom;
B) nokymenTupoBanuem;
I') noxymeHT0060pOTOM.
4. Koeda 6winu ymeepoicoeHvl ocHosHule npasuia PK?
A)17.08.95;
b) 30.06.92;
B) 12.12.98;
') 12.12.00.
5. OcHosHble QOKYMeHMbL BLINOJHAIOMCS, HA KaKom ¢hopmame?
A)A 4umm A 5;
b) A8 umu A 12;
B) A3 wm A §;
) Al2.
6. Ilpukaz —smo ...
A) pacriopsUTeIbHbBIN TOKYMEHT;
b) undopManinoHHbIN TOKYMEHT;
B) cnipaBouHBIil TOKYMEHT;
I') nMuHBI TOKYMEHT.
7. JonoicHocmHuas uncmpykyust - 3mo
A) pacTiopsiIUTENbHBIN TOKYMEHT;
b) nuadopmManmoHHbINA JOKYMEHT;
B) opranuzaiuoHHbIi TOKYMEHT
I') TMYHBIA TOKYMEHT.
8. I[Ipomoxon — smo ...
A) pacnopsiIUTENbHBII TOKYMEHT;
b) nuadopmManmoHHbINA JOKYMEHT;
B) cipaBo4HBIN JOKYMEHT;
I') AMuHBIA TOKYMEHT.
9. lMucomo — smo ...
A) pacnopsIUTENbHBIN TOKYMEHT;
b) nuadopmanmoHHbINA JOKYMEHT;
B) cipaBo4HbIN JOKYMEHT;
I') TMYHBIA TOKYMEHT.
10. lImammnoe pacnucanue — 2mo ...
A) pacniopsIUTENbHBIN TOKYMEHT;
b) nadopmMannoHHbIN TOKYMEHT;
B) cipaBo4HBIN JOKYMEHT;



I') opranu3anmoHHBINA JOKYMEHT.
11. Iyoauxam — smo ...
A) opuruHai;
b) xonus nokymMeHra,
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) cipaBo4HBIN JOKYMEHT;
I') opranu3aniMOHHBIN TOKYMEHT.
14. UT/] — smo ...
A) pacniopsiIUTENbHBIN TOKYMEHT;
b) undopmManimoHHo- CipaBOYHBIN TOKYMEHT;
B) cipaBo4HBIN JOKYMEHT;
I') nMuHBIA TOKYMEHT.
15. KT/[ — smo ...
A) pacniopsiIUTENbHBII TIOKYMEHT;
b) unpopmManinoHHO- CrIipaBOYHBIN JTOKYMEHT;
B) cipaBo4HBIi JOKYMEHT;
I') nMuHBI TOKYMEHT.
16. Axkm — smo ...
A) pacnopsiIUTENbHBIN TOKYMEHT;
b) nadopmarmonHo- cipaBOYHbIH TOKYMEHT;
B) cripaBouHBI TOKYMEHT;
I') AMuHBI TOKYMEHT.
17. Jloeepennocmo — smo ...
A) pacriopsUTeIbHbIN TOKYMEHT;
b) undopmaninoHHO- CIipaBOYHBIN TOKYMEHT;
B) cripaBouHbIil TOKYMEHT;
I') nMuHBI TOKYMEHT.
18. @axcor u E-mail —omo ...
A) pacnopsiIUTENbHBII TOKYMEHT;
b) nundopmarimonHo- cipaBOYHBIN 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 ®enepanuiy, oOpraHax ToCyAapCTBEHHOW BIIACTH
cyobekToB Poccuiickoit deneparyn, opraHax MECTHOTO CaMOYIIPABJICHUS, TOCYIapCTBEHHBIX U
MYHUIIMIATBHBIX TPEANPUATUAX U YUPESKICHUIX, HAYYHBIX 1 00pa30BaTEeNbHBIX OpraHU3aIusX,
MOJIMTHYECKHUX MAPTHUAX, OOIIECTBEHHO-TIOJIUTUYECKUX, KOMMEPUYECKUX U HEKOMMEPUECKHUX
OpraHM3aIusIX
Kpumepuu oyenxu:
«y0081emeopumenbHoy - €CIH CTYACHT OTBeUaeT MpaBuibHO Ha 50% TECTOBBIX 3alaHul
«XOpouwioy - €Clii CTYAACHT OTBeUaeT mpaBmwibHO OT 51 10 90 % TecTOBBIX 3a7aHU
«OMAUYHOY - €CIIA CTYACHT OTBeuaeT npaBuibHO OT 91 no 100 % TecToBbIX 3anaHui

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

Vcropus U TpaauIuy pOCCHIICKOTO JIEITONPON3BOJICTBA.
HopmatuBHo-MeToqMueckas 6a3a COBPEMEHHOTO JIeNTONPOU3BOICTBA.
Knaccudukanus 1em1oBbIX 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-PACTIOPSAAUTENbHBIX 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 JOKYMEHTALHsL.

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 IOCIEAYIOMIEMY XPaHEHHUIO M HCIIOJIb30BAHHIO.

31. O06s3aHHOCTH CEKpeTaps.

32. OyHKIUU KaHIEISAPUH.

33. 3amurta KOHPUACHITMATHHOW HHPOPMAIIUH.

34. Vcnonp30BaHUE COBPEMEHHBIX KOMITBIOTEPHBIX TEXHOJIOTHH B JIOKYMEHTO000pOTE
YUPEXKACHUMN, IPEANPUATHI, OpraHU3aLIH.

Kpumepuu oyenxu:

«YIOBIIETBOPUTEIBHO» - CTYJAEHT UMeeT (hparMeHTapHbIE MPEICTABICHHS O COJACPKAHUU
BOIIPOCOB, YACTHYHO OCBOWJI TOHATUHHO-KATETOpUATbHBIN arapar;

«XOpOILIO» - CTYACHT JEMOHCTPHUPYET OOIIMe 3HAHMS MO COACPXKAHUH BOIPOCOB, YMEET
YCTaHABIIMBATh CBS3H MEKIY TCOPETHUSCKUMHU MOHITHIMH U YMIUPUYECKUMU (PaKTaMH;

«OTJIMYHOY - CTYICHT JEMOHCTPHUPYET CUCTEMHBIC 3HAHUS O COJCPKAHUHU BOIIPOCOB, yMEET
YCTaHABIIMBATh CBSI3U MEXIY TCOPETHYCCKHUMH TIOHATHSAMHA W SMIUPHYSCKUMHU (DakTamu,
dbopMynupyeT aHATUTHYECKHEe 0000IIEHUS U BBIBOIBL.

OneHouHble CpeAcTBa MAJII HMHBAJIWIOB U JIMI[ C OTPAaHUYEHHBIMH BO3MOXXHOCTSIMHU
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 TIPOBEJCHUH TPOIEAYPHl OINICHUBAHUS PE3Y/IHTATOB OOYYCHUS MHBAIUIOB M JIUIL C
OTPaHUYEHHBIMUA BO3MOXKHOCTSIMHU 3JI0POBbSI MPEAYCMATPUBACTCSI UCMOJIB30BAHNE TEXHUUYECKUX
CPEICTB, HEOOXOMMBIX UM B CBSI3H C UX HHIUBUAYATBHBIMA OCOOCHHOCTSIMH,

— TIPH HEOOXOIMMOCTH ISl 00YJAIOIIUXCS C OTPAaHUYSHHBIMUA BO3MOYKHOCTSIMH 37I0POBbBS U
WHBAIMIOB TPOIEAypa OICHUBAHHS pPE3yJbTaToB OOyYeHHS 10 JWCHUIUIMHE MOXKET
MIPOBOJMTHCS B HECKOJIBKO TAMOB.

[Tporienypa OICHUBAHUS PE3YJIBTATOB OOyYEHUS WHBAIUIOB W JIMIl C OTPAHUYCHHBIMHU
BO3MOXXHOCTSIMH 3JIOPOBBSl TI0 JTUCIHUIUIMHE (MOIYJI0) MpPeaycMaTpUBAET MPEAOCTaBICHHE
nHpopmanuu B ¢GopMax, aJaNTUPOBAHHBIX K OTPAHWYCHHUSAM WX 370POBbS U BOCHPHUSTHS
uHpoOpMaInu:

JItst AT ¢ HApYIIICHUSIME 3PCHUS

— B IIe4aTHOU popme yBeTHMUEeHHBIM 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.

JlaHHBINA TepedeHh MOXET OBITh KOHKPETH3HUPOBAaH B 3aBUCUMOCTH OT KOHTHHTEHTA
00yJarouxcs.

4.2.1. IlpumepHas TemaTHKa 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(PHCHON JOKYMEHTALIMOHHOM 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. HoMeHkmaTypa nen.

20. TIpuHIUIBI OpraHU3aIMH JUYHOTO IPUEMa IpaXIaH ¢ OOpaIleHUSIMHU.

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

22. AmHanu3 pbIHKa aBTOMAaTU3UPOBAHHBIX CUCTEM JEIONPOM3BOICTBA.

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 Hame4aTaHbl HA KOMIBIOTEPE UIU BHIMOJHEHBI PYKOMHUCHBIM CIIOCOOOM.
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 JIMCT, MJ1aH, BBeJeHUE (IIeNTM U 337a4, aKTyalIbHOCTh), OCHOBHAs
9acTh, 3aKIIOYEHHE, CIIMCOK WCIOJb30BaHHOW JuTeparypbl. (OCHOBHas 4YacTb JIOJDKHA
MOJIHOCTBIO PACKPBIBATh TEMY pedepara.

JIuteparypa: [y packpeITHst cCoep KaHUsI BBIOPAaHHON TEMbI PEKOMEHIYeTCs UCTIONb30BaTh
M00bIe yueOHO-METOIMUYeCKHEe TOCOOUS, U3/IaHMsI TEPUOINYECKOH MeYaTy.

B ©o©ooNoOR

5. IlepeyeHb OCHOBHOI W JOMOJHHMTEJbLHOH y4eOHOH JHMTEepaTypbl, HEOOXOAUMOI
AJIS1 OCBOEHMS TN CHUILTHHBI (MOLYJIfA).

5.1 OcHoBHasi 1uTEpaTypa:

1. Kysneno, . H. JlokymeHTannoHHoe obecrieueHue ympasieHus. [JoKyMeHTOOOO0poT
U JIETIOTIPOU3BOJICTBO [DNEKTPOHHBIN  pecypc]: y4eOHMK M OPAKTHUKyM JJiS  NPUKIAIHOTO
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| : ydeOHoe mocodue /
Kysnenos U. H. - M. : Jlamukos u K°, 2014. - 460 c. - https://e.lanbook.com/book/50237#authors

0) 10MOJIHUTEJIbHAS JINTepaTypa:

1. Tposona, 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.
Kysnernos. - 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,
obyyJaronuxcst Mo sKoHoMHu4eckuM crenuanbHocTsM / . H. Ky3nernos. - Mocksa: FOpaiit, 2014. -
576 c. - (bakanaBp. bazoBblii 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:

DJIeKTPOHHbIE Y4eOHUKU:

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

2. bapuxun A. Bb. [lemonpousBoacTBo u J0KyMeHTO0O0OpoT MockBa: KHWXHBIA Mup,
2012. - 416 c. http://www.biblioclub.ru/book/89671/

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

4. OpraHm3anysi ¥ TEXHOJOTHS JOKYMEHTAI[MOHHOTO OOCCIICUEHUs] YIPaBIICHUS:
KoHcHekT ek, ITensa: 6. u., 2011. - 95 ¢. http://www.biblioclub.ru/book/39371/

5. Conory6 O. II. [lenompou3BOJCTBO: COCTaBJICHHE, PENAKTHPOBaHWE U 0O0pabOTKa
nokymentoB Mocksa: Omera-JI, 2013. - 208 c. http://www.biblioclub.ru/book/54627/

6. TunoBas HMHCTPYKIHMS IO  JICJIONPOU3BOJICTBY B  (elaepanbHBIX  OpraHax
ucnonHuTeNbHON BracTu. HoBocubupck: Cubupckoe yHUBEpcUTETCKOe u3aarenbctBo, 2008. -
80 c. http://www.biblioclub.ru/book/57402/

6. IlepeueHb  pecypcoB  HH(OPMAIMOHHO-TEIEKOMMYHHKAIMOHHON  CeTH
«HTEepHET», HEOOXOAUMBIX TSI OCBOEHHS TUCHUIIAHBI (MOLYJIsT).
— www.delpro.narod.ru - Jlenonpou3soacteo+t.
—  www.termika.ru — DHIUKIONEIUS JSIOMPOU3BOICTRA.
— www.directum.ru - DIeKTPOHHOE JICITOTPOU3BOCTBO M KAHIICIIAPHSI

7. Meroauyeckue yKa3zaHuUsl Jisl OOYYalOIIMXCSl MO OCBOEHHMIO JUCHMILIMHBI
(Monay.Jisi).

JIeKIMOHHOE 3aHATHE TPEACTaBIsEeT COOOM CHUCTEMAaTHUYeCKOe, IOCIeA0BaTeNbHOE,
MOHOJIOTHYECKOE H3JI0KEHHUE TMPEerofaBaTeIeM-JICKTOPOM yueOHOTO Marepuaia, Kak MpPaBHIIO,
TEOPETUYECKOr0 XapakTepa. Takoe 3aHsITHE TMPEeACTaBlIsAeT COOON JIEMEHT TEXHOJIOTUHU
MpEACTaBICHUST Y4eOHOro Marepuajga TyTeM JIOTUYECKH CTPOMHOT0, CHUCTEMAaTHYeCKH
MOCJEIOBATEIbHOTO W SCHOTO  M3JI0KE€HHUS C  HCIOJb30BAaHUEM  MHTEPAKTHUBHBIX

00pa3oBaTeNbHBIX  TEXHOJOTHH (MyTbTUMEIMIHBIX,  JEKIUU-TUCKYCCHUH,  JIEKIUH-
JI€MOHCTpALINN).
Ilens nexuum — oOpraHu3anys IEJIEHANpPaBICHHONW I103HABATENBHON IEATENIbHOCTH

o0yJaroImuxcs MO OBJaJEHHIO MPOrpaMMHBIM MaTepHajoM Y4eOHOW IUCHMIIMHBL YTeHue
Kypca JIEKIMH IO3BOJSET JaTh CBS3aHHOE, IOCIIEAOBAaTEIbHOE W3JIOKEHHE MaTepuaia B
COOTBETCTBUM C HOBEHIIMMHU JAHHBIMU HayKH, COOOIIUTH CIyIIATEISIM OCHOBHOE COJepKaHHe
IperMeTa B [IeIOCTHOM, CHCTEMaTU3UPOBAHHOM BUJIE.

3amaun JIEKIUU 3aKII0YaloTcs B oOecreyeHMH (OPMHUPOBAHUS CHUCTEMbl 3HAHUI MO
y4eOHOM JUCHUIUIMHE, B YMEHUU apryMEHTHUPOBAHO W3JaraTh HAy4yHbIH MaTepuai, B
(bopmMHupoBaHUN TPO(PECCHOHATBHOTO KPYro3opa 1 o0Ieit KyJabTypbl, B OTPaKEHUH e1le He

MOJIYYMBIIUX OCBEIICHUS B yueOHOU JIUTepaType HOBBIX JOCTHKEHUN HAyKH, B ONTUMHU3AIUU
Opyrux ¢GopM opraHusaiuu yueGHoro mnpoiecca.

[IpakTuueckue 3aHATUS — SBISAIOTCA (HOPMOI y4eOHOUM ayTuTOpHOW pabOTHI, B pamKax
KOTOpO#l (hOpMHUPYIOTCS, 3aKPEIUISIIOTCSI U MPEACTABISAIOTCS aclUpaHTaMM 3HAHUS, YMEHHS U
HABBIKH, WHTETPUPYIOIINE PE3yIbTaThl OCBOSHUS KOMIIETCHIIMNA KaK B JIEKIIMOHHOM (opmare,
TaKk B pazNUYHbIX (opmax camocTosTeNbHON paboThl. K kaxkaoMy 3aHATHIO IperoaaBaTeieM
(bopMynUpyIOTCS TpaKTHUECKUE 3aJaHUs, TPEOOBaHUS M METOJUYECKHE PEKOMEHIAIMH K HX
BBITIOJTHEHUIO, KOTOPBIE MPEACTABIAIOTCA B (DOHAE OIIECHOYHBIX CPEACTB YUeOHOM AUCIUTIIHHBI.

KonTponb camocTosTenbHONH pabOTHI: MJIsi CTYIACHTOB JTHEBHOW M 3a0YHOU (OPMBI
0o0y4eHHs — TEKYIIUH KOHTPOJb OCYIIECTBISETCS B COOTBETCTBHE C MPOTPaMMOM 3aHATHHA
(e)KeHenenpHO MJIsi CTYICHTOB OYHOW (OpPMBI OOYYEHHS; IO CEMeCTpaM — JJIS CTYACHTOB
3209HON (OpMBI OOyUYEHUS); MPOMEKYTOUHBI KOHTPOJIbh MO WUTOTaM OCBOCHHS JAHCIMILTAHBI
OCYIIECTBIsIETCSI B (OpMe pEHTHHTOBOM CHCTEMBI OIleHOK. OmnucaHue 3agaHuil aJis
CaMOCTOSITENILHOM pabOThl CTYACHTOB U TpeOOBaHWUN MO WX BBHINOJHEHHUIO BBIIAIOTCS


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/

[IPENnojiaBaTesieM B COOTBETCTBUM C Pa3pabOTaHHBIM (POHIOM OLIEHOYHBIX CPEACTB IO
JUCLUIIIIMHE aHTUKOPPYIILIMOHHAS [TOJIUTHKA.

CamocrodrenbHas paboTa CTYIEHTOB IO JaHHOMY Y4eOHOMY Kypcy Mpearnojaraer
IIOATAIHYIO MIOATOTOBKY I10 KaKJIOMY pa3Jiely B paMKax COOTBETCTBYIOIUX 3aJaHUN:

IlepBblif 3Tam camMOCTOATENBHOM pPabOThl CTYIAEHTOB BKIIOYAeT B ceOs TILATEIBHOE
U3Y4YCHHE TEOPETHMYECKOrO MaTepuana Ha OCHOBE JICKIMOHHBIX MAaTE€PHANIOB IIPENOJaBaTENs,
PEKOMEHIYEMBIX  pa3[eJioOB  OCHOBHOM M JOINOJHMUTEIBHOW JINTEPATYpPbl, MAaTEPUAJIOB
NEPUOIMYECKUX  HAYYHBIX  HM3JaHUH, HEOOXONMMBIX Ui  OBJAJCHHUS  IOHATHIHHO-
KaTeropuajbHbIM annaparoM U (GOpMHUPOBAHUS MPEICTABICHUNA O KOMIUIEKCE aHAJTIUTHYECKOTO
MHCTPYMEHTApHs, UCIOIb3yEeMOro Kak B paMKax JaHHOM OTPaciM 3HAHUS, TaK U IyOJUYHOU
IIPaKTHUKE;

Ha BTOpOM 3Tarne Ha ocHOBE c(hOPMUPOBAHHBIX 3HAHUI U MPEACTABIECHUI MO JAHHOMY
pasfeny CTYICHTHI BBIOJHSIOT NPAaKTUYECKUE 3aJaHMs, HAIeJCHHble Ha  (OpMHUpOBaHUE
YMEHMM M HaBBIKOB B paMKax 3asBICHHOM KommeTeHuMu. Ha naHHOM »3Tame CTyIeHTBI
OCYHIECTBIISIOT CAMOCTOSITEIIbHBI IOMCK SMIIMPUYECKUX MATEPUAIOB B PAMKAaX KOHKPETHOI'O
3ajaHus, OOOOINAIOT M aHAIM3UPYIOT COOpaHHBIA Marepuan IO CXeMe, PEeKOMEHJOBAHHOU
npenonasaTeneM,  (QOPMYNHUPYIOT  BBIBOJABI, TOTOBST  INPAKTUYECKHE  PEKOMEHMIALNH,
IIPE3EHTALMOHHBIE MAaTEepUabl JUIsl TyOIUYHOTIO UX IPEACTABICHUS U 00CYKACHUS.

Kpurepun oueHku 3ajaHuii B paMKax CaMOCTOATEIbHOM pabOThl CTYAEHTOB
(bopmynupyroTCcs IpenojaBarenieM B (POHJIE€ OLEHOYHBIX CPECTB.

B ocBoeHun AMCHMIUIMHBI MHBAIUAAMU U JULAMHA C OTPAHUYECHHBIMH BO3MOYKHOCTSIMU
3/10pOBbsl 0OJIBIIOE 3HAYEHHWE HMMEeT WHIMBHIyajbHas ydeOHas pabora (KOHCYIbTallUH) —
JONOJHUTEIBHOE Pa3bsICHEHUE YYeOHOI0 MaTepuania.

WupuBuyanbHble KOHCYJBTAllMM IO IPEIMETY SBISAIOTCS BaXHBIM  (aKTOpOM,
CIOCOOCTBYIOIIMM MHIUBUAYAIN3alUU OOYUYEHHUS U YCTAHOBJIICHUIO BOCIUTATEIBHOTO KOHTAKTA
MEXJy IpernojaBaTesieM U OOy4aroIlUMCs HMHBAJIUAOM WM JIMLIOM C OrPaHUYEHHBIMU
BO3MOKHOCTSIMHU 3/10POBBSI.

8. lepeuenb UHPOPMALHOHHBIX TEXHOJIOTHI{, HCMOJIb3YyeMBbIX MPHU OCYLIECTBJIEHUH
00pa3oBaTeILHOIO Mpouecca Mo AMCHUILVINHE (MOLYJIIO).

8.1 llepeyens HHPOPMALHOHHBIX TEXHOJIOTHIA.

Hcnonp30BaHne MyJIbTUMEIUWHBIX TPE3CHTALlMM IpenojiaBaTeleM B JIEKIIMOHHOM
¢dopmare U pHu NOATOTOBKE 33aHUM JUIs MPAKTUYECKUX 3aHATUN CTYJE€HTaMH, UCIOJIb30BaHHE
WHTepHeT-TeXHOIOTUI MU MOATOTOBKE CTyJEHTaMH BeO-Kpyu3a, OOILEHHE C MpernojiaBaTesieM
I10 JIEKTPOHHOM IOYTE.

8.2 Ilepeyenb HE0OXOAMMOI0 MPOrPAMMHOI0O o0ecrevyeHus.

JUIs IOATOTOBKM M IEMOHCTpALMK MPE3EHTALMOHHBIX MaTEPUAIIOB MCIIOIb3YETCs MaKeT
nporpamma PowerPoint Microsoft Office, OC Microsoft Windows 10 Berxomom B UHTEpHET.

8.3 lepeuenb 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, ocHareHHbI MeOeIbi0 U pA0OYUMHU CTAHIIHSIMU C
(MHIMBHyaJIbHBIE) nocrynom B MHTepHET
KOHCYJIbTaI[u1



http://www.consultant.ru/

Texkymuii  KOHTpOJIb, | AyauTOpHUsl, OCHAIIICHHAs! TPE3EHTALIMOHHON TEXHUKOU U

MIPOMEKYTOUHAS COOTBETCTBYIOILIUM IIPOrPAMMHBIM 00ecIieueHueM

aTTecTanus

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

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




