1920

MUHUCTEPCTBO OFPA3OBAHMA U HAVKU POCCUMCKOU ®EJIEPAITAN

DenepanbHOE TOCYIapPCTBEHHOE OFOJUKETHOE 00Pa30BaTEIBHOE YUPEKICHHUE
BBICLIEr0 00pa3oBaHUI

«KybaHckui rocynapcTBEHHbIH YHHBEPCUTET

HuCcTUTYT CpenHero npohecCHOHATBHOTO 00pa30BaHUS

M.IO. benukos

Pabouasi nporpamma JHCHUNIHHBI

OI1.04 ToxyMeHTanHOHHOE o0ecreyeHHe yIpaBjIeHHs

43.02.01 Opranuzanus oOcayXKuBaHUs B OOIIECTBEHHOM MUTaHUU

Kpacnonap 2016



PaGowass mporpamma yuebuo#t mucrumuueel OIL.04 JloxymeHTanMOHHOE
obecniedeHue yrpaBieHHs paspaboTaHa Ha ocHOBe DenepalbHOTO IOCYAapCTBEHHOIO
obpasoBarensHoro crammapra (mamee — @DOI'OC) mo CHENMATBHOCTH CPEIHEro
npodeccuoHanbHOro  obpasoBaHus  (mamee CIIO), 43.02.01 Opranuzanus
o6CayKHUBaHUS B OOMIECTBEHHOM ITHTAHUH, YTBEPKACHHOIO NPUKa3oM MHUHHCTEPCTBA
obOpazoBanuss ¥ Hayku Poccmiickon ®@egepamuu ot 7 mas 2014 1. Ne 465
(3apeructpuposano B Muniocre Poccuu 11.06.2014 N 32672)

Hucruruinaa OI1.04 lokymeHTanmonHoe o0ecnedeHne ynpaBIeHusI

dopma oOyueHHS: OYHAas
Y4aeOHBIH rox; 2016-2017
Kypc 3 6 cemectp
BCETO 4acoB 86, B TOM UHUCIIE:
MaKCHUMaJIbHas yueOHas Harpys3ka o0yvaromerocs 86 vaca
o0s3aTenpHas ayIMTOpHas yaeOHas Harpys3Kka S6 gaca
caMoCTOsATeNnbHasA padoTa 26 wyaca
KOHCYJILTallHH 4 gaca
(opma IpOMEKyTOUHOM aTTECTAITHH 5 3a4eT

27
CocraBuTens: NpenoaaBareab / 4, ['punesa M.H

o]

YTBepkIeHAa Ha 3acellaHH¥ IPEJAMETHO-IMKIOBOM KOMHCCHM Ieorpapuu,
CIEIHaANIBHBIX TeorpaQUuecKux AUCIUIUIMH, CEPBUCHBIX CIIEHHAIBHOCTEH, TICUXOJIOTHH
U yIpaBieHus nepconanoM st creruanbHocT 43.02.01 Opraru3zarus 00CTyKUBaHUA
B 00IIIeCTBEHHOM ITUTaHUH, IPOTOKOJI Ne 10 ot «20» mas 2016 1.

[Ipencenarens NpeqMETHONR-ITUKIIOBOH KOMUCCHH (o pesmsr B.O. CopoueHko
P
«20» mas 2016 1.

PeuiensenTsr:

Honext xkadenpsr odurero,

CTPATErHYeCKOro MEHE/PKMEHTa U , TR U—
6usHec-npoueccos ®T'BOY BO 5@% /M@Z p

«KybI'V» , k.3.1H.

1pls JLO0 fETIEL Ll




COJEPXKAHHE

1. TACITOPT PABOYEM ITPOTPAMMBI YUEBHOM JUCHIATIIAHDL ........ocoonerrieerereemsenresssnenssssnenseens 4
1.1 O6HacTs OpuMeHERTE TIPOTPAMMEL.cusoumsuissnumossiiivesimsmvisrimsssiavess s isssxmssons sons s ssssassanssssensamasnes shssisa 4
1.2. Mecto yueGHOM JHCIMIUIMHEL B CTPYKTYPE IMPOrpaMMEl MIOArOTOBKH CIIELIMATTHCTOB CPE/IHEr0
£ R O T 4
1.3. Lenw u 3agaui y4eOHO#H AUCLMIUTHHEL — TpeOOBaHUS K Pe3yJIbTaTaM OCBOCHHS AUCLIATUIHHEL ........... 4
1.4. ITepeyeHp IUTAHUPYEMBIX PE3YJILTATOB O0YUEHHS 110 JUCLMILIMHE (NepeueHb GOPMHPYEMBIX
OB T BRUPIEL ). - s s s RSV D RS A PN BT A RS S8 A At T 6

2. CTPYKTYPA Y COJIEPXKAHHUE YUEBHOU JUCLTHATITIHEL ......ooocvvreeiecrrnsenesssssseseesssisssssenssenens 6
2.1. O6BeM yueOHOM QUCLMIUTHHEI H BUABI YUEOHOM PABOTEL.....ivivriiietriisinsiiiiinsrississsssssismisesssnsasnsnsaes 6
22 Ry D e TEROTIRITRTEIEIBS .y x50 0 4 i 0 o 5 Y MRS R YA SRRSO 6
2.3. TeMaTHYECKHIf IUTaH M CONEPIKAHHE YUEOHOH MUCIIMIUTHHEL ...civictriirseriensessssnoressisssssossssssarassessessessonses )
2. oA P ASTDE ICTIIETIIET oo e oty s e e Cr sy sora e srsnas sass s asmy s A A 1

241 3aHATHE JISKITHOEBOFO THITA. . 10osnsrnnsxsrsorsnisi5em0505 el beassoissess suEash R FR 6503 4 sabs s avovTi dui e s abds asvsians 7
2:8:2 . TTAGODE TR SREITIIN vusvsws ssoseninsvissiinssvomssomsnsmmnreatansasesstnssssmsssnsssssne i NI I HARAS IR IRTTAR 10
243, TIpatireckue SangTua (CEMITHAPCIOT THITRY i cvoscowsvsossvsmsisravsesmrsemsmmssmumusmarsasssssmssssssnsasspses 10
2:4.4. Conepxanne caMOCTORTEIIBHON PAGOTEL .....seeersssseissssiusionssvssssivilssiessisssissmsosissnessssmsemvasaisesssssnsns 10
2.4.5. Tepeuens yueGHO-MeTOAHUECKOr0O 00ecneyeH s A/ CaMOCTOATENBHOM paboThl 00y4YarOIIHXCs
10 PG ETPITITTMIEIC xcous s s wusscivsisios s s sasins st s S5THHRE Ao SO RS 0 M TR 08§ (PR T V0o S PO B AT ooa R S SR o v s v 15
3. OBPASOBATEIBHEIE: T EXHOMOEIIEL. ..o imsmssosnssssasssisnen s o i s s aive vises 15
3.1. O6pazoBaTe/bHbIC TEXHONOTHH TIPH MPOBEAEHHH JIEKIHH . .. ..vvuintiernereisreieninnaneaeneiiion 15
3.2. O6pa3zoBaTenbHbIe TEXHOJIOTHH TTPH NTPOBEACHHUH NPAKTHUECKHX 3AHATHM. .. vuvvreninarenneennnss 16

4, VCNIOBHA PEATTMBALTMATIPOTPAMMBIL JTUCITALIIIHHBL. ...coxiiscsmsossscvmiesminsosssasissnmnssvonsnns 16
4.1. MarepuanbHo-TexHu4eckas 6asa, HeoOxoauMas JULS OCYIIECTBIIEHHA 00pa30BaTEIbHOIO MpoLecca
I ZICTITIIIVIRIG e sxaneiiasinini vsnssossnpaos insss essorsan s oh v SvE T T EH S EE TR T o T oV 4 VR (R TSSO RS RIS P T 16
4.2, IepeyeHb HEOOXOJUMOTO TIPOTPAMMHOTO OOECTIEUEHHSM . ..vevrrerersessserassassssesssissrasessssasessesssesassssssanssnns 16

5. TIEPEYEHb OCHOBHOM U JIOTIOJIHUTEJILHOM YYEBHOM JIMTEPATYPBI, HEOBXOJUMOM

JIH OCBOBHMA MACITATLIIIIEIG. ... .. coinnsnsansnssisiins i s (e ios s uisss s onsavm i sesesss irsesyuvevamisssmessonts 17
S, OGBS TONEEY DI vuasismirsronsestanivmmmsssmmmssssies s e ssns s R A H TR R T s s 17
5.2 MoTOHATCHEHAN JIATOPATYP vsiis vrsiisiemustinssmisessisistinissssssineisvarasssnsoanensansssssns sanesans ssanssans sunsrsddi0§557 17
5.3 TIO[EORmreerme MBMBMII, .. siasssnvrssrerossinsasisssssssonss i 00T 00 s GRSV TR SR8 S am oo s a sessh wasamen 17
5.4. INepeueHs pecypcos HHGOPMALHOHHO-TEICKOMMYHHKALMOHHOH ceTH «HTepHeT», HeOOXOMUMBIX
TUET OCBOCHIT IHCHIIIHIELEL 1. s evvo sxsvers ssnzvs § 6655708005508 000 PR A0 0T (M 446040 S0 WAV T TSRO WY oSS AR BATR YRR D900 17

6. METOJMYECKHE YKA3ZAHHWA 1151 OBYYAIOIIHWXCS I10 OCBOEHHIO

TIACTIETTITEIEIL .. oo 0500055 o B 8 A B AR i s s s o o S AT 18

7. ONNIEHOYHEBIE CPEACTBA JJL9 KOHTPOILA YCIIEBAEMOCTH wvivesieississivmmnmassasnsnsassuenssmsasmmnases 21
7.1. TTacHopT HOHNA ONEHOTHEIX CPOIOTB cuiuvivassssrisssssommmnsasasstms inrssnsncsssssnsnvis s I SASaSsTo oo PoaT AR B 21
7.2. Arrectanums o0y4alOIMXcs Ha COOTBETCTBHE HX IEPCOHANIBHBIX JOCTHKEHHH MO3TAITHBIM
T OO AN s wvvsvimssnnmvsgiasaeisnmerst xmmmimonssssossassnesss s wms 0 THE N A B BT T A B S Sy wrmin s e am s 21
7.3. OLeHOYHBIE CPEACTB JUIA MPOBEACHHUS VIS TEKYIIEH ATTECTALMH  ...ooveverrrenssiiersenersessssasssseassassssassenes 24
7.4. OueHOYHBIE CPEACTB IS NPOBEACHHS NPOMEAKYTOUHOH ATTECTALMH ..ovvervienrerinesrssnsssssssessasssssasseses 31

7.4.1. TIpuMepHBI€ BONIPOCEHI I IIPOBENCHHS IIPOMEKYTOUHON ATTECTALIHH ...vvvveveevreiresnsiessrsssnesisssereas 31

7.4.2. [lpuMepHBIe 3a1a4H 1A IPOBEAEHUA IIPOMEKYTOUHOH

s R -
8. OBYUEHME CTYAEHTOB-MHBAJIMJIOB W CTYIZEHTOB C OI'PAHHMYEHBIMH
BOSMOFRHEOCTAMI SHOPCIBEA. /ousvmmssimmmsiavs s s seissms ramsaen s s G 34

9. IOMOTMHWATEIRHOE OBECTIEYEHME. MUCTTHITIABEBL, .. . o insssun sossmuivosuovsssansnasmomeonssssnsrransrgF



1. TIACIOPT PABOYEI INPOI'PAMMBI YUEEHOM TAUCIHUIIJIUHBI
OI1.04 JoxkymMeHnTanuoHHoe odecneyeHHe ynpaBJieHHs

1.1. O6y1acTh MPUMEHEHHH NPOrpaMMBbI

Pa6owas mporpamma yde6uod mucummueel OI1.04 «JloxyMeHTauoHHOe olecrieyeHue
VIIDaBIEHHs» SBISIETCS YACTBIO IPOrPaMMBI MOATOTOBKHM CHENHATHCTOB CPEIHETO 3BEHA B
cootBerctBEr ¢ ®T'OC CIIO mo cmemuansHocTd 43.02.01 OpraHmsanus 0GCIHyXHBAHHS B
OBIIECTBEHHOM IHTaHHM.  EE OCBOEHHE IIOATOTOBUT OyAyIIEro CHENHAIMcTa K BHIY
nestemsrocTH coritacHo ®I'OC mo CITO: 43.02.01 Oprann3anus o6ciry)kKUBaHHA B OPraHH3aIIAX
00IIecTBEHHOT O ITUTaHHUS.

1.2. Mecro yd4eOHOH JHCHMILUIMHBI B CTPYKType NporpaMMbl MOAr0TOBKH
CHENHAJHCTOB CPeIHero 3Be¢Ha:

JluCIMIUTMHA BXOAMT B JucHUIUIMHA BXOAMT B IIpodeccmoHanbHbiéi yueOHBIH LK
yaeGuoro mnaxa, OIT O6menpodeccHOHAIBHBIE THCIHILIAHEL.

Hucuummaaa OI1.04 «/loxkyMeHTaITMOHHOE OOeCIeYeHHe YIPABICHHS» ONMHpacTCs Ha
IIPEIIIECTBYOIIHE THCIUIIHHEL (ODKOHOMHKA Opranu3anum», «MeHeKMEHT W yIpaBICHHE
IepCOHATOM B OpraHM3alyAX OOIIECTBEHHOTO NHTAHMA» H (OPMHUpYET KOMIICTCHIHH LA
OCBOEHMS TIOCIHENYIOMMX JUCUMIUIMH: «ODHHAHCHI M BATIOTHO-QHHAHCOBBIC —OICPALUH
OpraHH3aLUU Y.

1.3. Ieau u 3axa4n y4eOHOH THCHMIIMHLI — TPeDOBAHHSA K Pe3y/bTATAM 0CBOCHHSA
DHCUHILTHHBI:

IJenv - U3ydeHHe BHJIOB OQHUIHAILHEIX JOKYMEHTOB M TpeOOBaHHUM K MX COCTaBICHHIO H
0 OpMIICHHIO.

OCHOBHBIMH 3@0auamy TUCIUIUTAHEL SBIISIOTCS OCBOEHHE [IPABHJI OpraHU3alluK paboThl ¢
JIOKYMEHTAMHM, MNOpAAKA OpraHM3alii paboT II0 JETOIpPOH3BOJCTBEHHOMY OOCITY)XHBAHHIO,
IIPHEMOB COBPEMEHHOTO JIEIIONPOU3BOICTBA.

B pesysbrare H3ydeHHs 00s3aTeIHOM YaCTH y4eOHOTO MHUKIIa 00yHArOIHHCS JOIDKeH:
3HAmMb.!

- 06 OCHOBHBIX HOJIOXKEHHIX IT0 JOKYMEHTUPOBAHHUIO YIIPABICHYECKON AEATEIBHOCTH;
- TEPMHHOJIOTHIO B 00/1aCTH JOKYMEHTAIIHOHHOIO 00ECIIEUeHHS YTIPaBICHHU
- 0 paBHyIax 0OpPMIIEHHS JOKYMEHTOB;
- HOPMATHBHEIE JOKYMEHTEI, PeTTaMEHTHPYIONIHE COCTABIEHAE U 0OPMIIEHHE OpraHH3aIllOHHO-
PacIOPSIUTENbHBIX JOKYMEHTOB
- 06 yHHGHUKAIMHE | CTAHAAPTH3AIHH YIIPABICHYECKHX JOKYMEHTOB
- (hOpPMBI, METOJIBI H CHCTEMEI IOKYMEHTHPOBAHHUS,
- TOPSAI0K OpraHu3aldy JOKYMEHTOB B KOMIIIEKCHI,
- 3aKOHOZATENIbHBIE AaKTEl M HOPMATHBHBIE JOKYMEHTBI 110 OpraHm3aldd paboTel C
JIOKYMEHTalHEeH,
- IIpaBWJIa COCTABJIEHHS U 0QOPMIICHHUIO PA3IMYHBIX BHIOB JOKYMEHTOB;
- TpeCGOBaHUA K TEKCTY CITYKEeOHBIX IOKYMEHTOBR,;
- o0uye npaBuia OpraHu3alyu paboTH ¢ JOKYMEHTAMH
ymMemby:
- IONB30BATECH M3YUEHHBIMH CTaHAAPTH3UPOBAHHBIMHA TEPMHHAMH;
- IPUMEHATH Ha MPAKTHKE FOCYJapCTBEHHEIE CTAHAAPTHI, APYTHE HOPMATHBHBIC H METOMMYECKHE
TOKYMEHTEI, pETTIAMEHTUPYIOIIHE OPTaHU3AIHIO JIOKYMEHTAIIHOHHOTO 00ECICYCHHS yIIPaBIICHHS;
- COCTABIATH W HPABHIBHO (B COOTBETCTBHH C ACHCTBYIOMMMH HOPMATHBHBIMH JOKyMEHTAMH)
0)OPMIIATH OCHOBHEIE BH/IBI OPraHH3alOHHO-PACIIOPSIHTE/IBHEIX JOKYMEHTOB;
BEITIONTHATE OIpE/IeTICHHBIE BBl pabOoT M0 OpraHu3alky padoT ¢ JOKYMEHTaMH B YUPEXKICHHSAX;
- ohopMIATE HOMEHKIATYPY A6l H (POPMHPOBATE €A B COOTBETCTBHY C HOMCHKIIATYPOH JIET;
- OCYIIECTBIIATH JOKYMEHTHPOBAHHE H OPraHU3aIliio paboThl ¢ JOKYMEHTAMH;
- I0JIB30BaThCS OCHOBHBIMH HOPMATHBHO-IIPABOBEIME JOKYMEHTaMH B 00J1aCTH
IOKYMEHTHPOBaHHSA
- COCTaBJIATH U 0OPMIIATE Pa3/IMuHBIC BUIBI JOKYMEHTOB;
MaxcumanbHas yuebHas Harpyska o0ydatomierocs 86 4ac., B TOM YHCIIE:
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— obs3aTenpHas ayauTopHas yueOHas Harpyska 56 gac.;

— camMocTosTe/bHas paboTa 26 gac.

1.4. Tlepedensr MIAHUPYeMBIX pe3yJbTATOB 00ydeHHs M0 JHCUHIUIMHE (HepeveHb
¢dopMHEpPYeMBIX KOMIIETEHIIHI)

B pesynbTare W3yqeHHsA yqeOHOH THCLHMILIHHEI 00yqaloIIHecs

5

No | Mupekc _
s L Conepxanue KOMNIETEHLIHH (v JIOJIKHEI
€€ 4acTH) MpaKTHIecKHH
EHIIMH 3HAThb YMETD
OTBIT (BI3ACTH)
OK-1 TToHMMATE CYIIHOCTh U - 00 OCHOBHEIX | - IONB30BAThCSA
COIMATBLHYIO 3HAYMMOCTE CBOEH | MOJIOMKEHIAX Mo | H3YUEHHBIMH
Oymyme# npodeccu, JOKYMEHTHPOBAHH | CTAaHIAPTH3IHPOBAHH
TIPOSBIATH K Hell yCTOHIUBEIA 10 YTpaBIEHUYECKON | BIMH TEPMHHAMH,
HHTEpEC JeSTeIbHOCTH; - IPUMEHATE Ha
OK-10 | Cobmonats geficTByIOMEE - TEepMMHOJIOTHIO B | IPAaKTHKE
3aKOHOJATeNBCTBO U obnacti roCyIapCTREHHEIE
obs3aTenbHbIe TPEOOBAHK DOKYMEHTAIMOHHOT | CTAHAApTEI, APYTHE
HOPMaTHBHO-TIPaBOBBIX 0 obecrieueHHs | HOpMaTHBHEIE H
JIOKYMEHTOB, @ TAKWKe YIIpaBJIeHHS] METOAHYECKHUE
TpeGOBaHHs CTAHAAPTOR ¥ MHBIX | - O  TPaBWIaxX | IOKYMEHTEI,
HOPMATHBHBIX JOKYMEHTOB o opMITeHHA perIaMeHTHPYIOMIHE
MK-2.4 | OcyImecTRIATE IOKYMEHTOB; OpraHU3alu
HEGOPMALMOHHOE 0GecTIedeHHE | - HOPMAaTHBHBIE | JIOKYMEHTALMOHHOTO
nponecca 06cTyKUBaHNS B TOKYMEHTEI, ofecriedeHns
OpraHM3alHAaX 0OIIECTBEHHOI O PETNIaMEHTHPYIOMH | YIIPaBJIEHHS,
[HMTAHHA € COCTAaBIGHHE M | - COCTABJIAThL H
otopmiaeHne MPaBHNIEHO (B
OpraHH3allioOHHO- COOTBETCTBHH C
PacoOpAMNTENLHEIX | AeHCTBYHOMHMHE
JIOKYMEHTOB HOPMAaTHBHBIMH
- 00 yHHOHKALIHM H | JOKyMEHTaMH)
CTaHJApTU3ALHH odopMIATE
yIIpaBIeHIeCKHX OCHOBHBIE BHJIbI
JIOKYMEHTOB OpraHU3alMOHHO-
- (hOpMBI, METOIBI H | PACTIOPAAUTEEHBIX
CHCTEMBI JIOKYMEHTOB;
HOKYMEHTHPOBAHHA | - BBEIIONIHATE
; OlpeIeIeHHEIE BHIIBI
- [TOpPAIOK paboT 1o
OpraHU3aIlH| opraHu3anuH pabor ¢
JAOKYMEHTOB B | ZIOKyMEHTaMH B
KOMILIEKCBI; yapexKIeHHS;
- - o(hopMILATE
38KOHOJAT | HOMEHKIATYpy JeN H
eNLHEIE AKTBlL M | ()OpMHpPORBATE JIENa B
HOPMAaTHBHBIE COOTBETCTBHU C
JOKYMEHTHI 1Mo | HOMEHKJIATYPOH I,
OpTaHM3alMH -
paboTsl c OCYILIECTBIIA
NOKYMEHTaLUMeH, Tb
- npaBuia JOKYMEHTHpPOBAaHHE H
COCTaBJIEHHA W | OpraHH3alMIo
0 OPMIIEHHIO paboTEl ¢
pasIMYHEIX BHJOB | JOKYMEHTaMH,
IOKYMEHTOB,; - IOJIB30BATECA
- OCHOBHBIMH
TpeGOBaHH | HOPMAaTHBHO-
b K TEKCTY | TIPABOBBIMH
ciryseBHBIX IOKYMEHTaMH B
IOKYMEHTOR; obnactu
- obmue JOKYMEHTHpPOBaHUA
MpaBuia - COCTABIATE
OpTaHH3aLHH ¥ 0pOpMITATE




B pesynbTate H3ydeHus yueOHOMN AHCIMILTHHEL obydaromuecs

Ne | HHpexe
o Colepanne KOMISTEHIHH (MK JIOJDKHBI
MO | KOMIIET ; =
€ gyacTH) MpaKTHIECKHH
EHLMHA 3HaTh yMeTb
OmeIT (BIAIETH)
paboTsl ¢ | pasnu4HbIC BHIEL
JOKyMEHTaMH JIOKYMEHTOB

2. CTPYKTYPA ¥ COJIEPJKAHUE YUYEBHOHN JUCLHUIIIMHBI

2.1. O6bem y4eOH0i ANCLHUITHHBI H BHABI Y4e0HOH padoThI

Bupa yaeduoii paborbl Obvem yacos

MaxkcuMaabHas yaeGHas Harpyska (Bcero) 86
O6sa3aTe/bHAs AyIHTOPHAS ydeOHasi HArpy3Ka (BCcero) 56
B TOM YHCIIE:

3aHATHA JISKIUOHHOIO THIA 28

NPaKTHYECKHUE 3aHATHS 28

nabopaTOpHEIE 3aHATHS -
CamocronTebHas pabora odyuaronmerocs (BCero) 26
B TOM YHCIIE!
TE3aypyc 6
pedepar 8
CaMOCTOSITE/IbHAS BHeayAHTOpHAsA paboTa B BHIE NOMAMIHAX MPaKTHICCKAX 12
3aIaHWH, HHIUBAIYAIBHBIX 3aJaHiH, CAMOCTOSATEILHOTO nonbopa u
H3y4EHHUs JOMOTHUTENRHOIO TEOPETHYECKOT0 MaTepraa
Koncynemayuu 4
IIpomescymounas ammecmayus 6 popme 3a4ema/sxsamena/oug. sauema 3a4eT

2.2. CTpyKTYypa JHCHHUILIHHBI:

Ko,iH4yecTBO ayAHTOPHEIX 9aC0B CamocrosiTeIbHA
s1 paboTa
Hanmenosanue Teopernue | IIpakTHYeckue U p
obyuarmerocs (B
pa3eoB H TeM Bceero cKoe JabopaTopHbIE -
ofyueHue 3aHATHHA T
KOHCYJIbTALINH)
Pasyen 1. Beenenue B
OKYMCHTHPOBaHHE
ACKYMEETHpoDat 28 14 14 12
yIpaBIeHYECKOH
JIEATEIbHOCTH
Paznmen 2.
Opranuzanus paboTsl 28 14 14 14
C TOKYMEHTaMH
KoncynpTanuu - - - 4
Bcero mo
56 28 28 30
AUCHHUIIIHHE




2.3. TemaTuvecKHi IJIaH H coJepixaHue Y4eOHOH QHCHHILIHHBI

HaumenoBanu Copep:xanne yqae6Horo MaTepHaJa, jabopaTopHelie Ob6nbe | Yposen
e pa3fesioB H padoThl M NPaKTHYECKHE 3aHATHA, CAMOCTOATeIbHASA M b
TeM paboTta ofyqarommuxcs YacoB | OCBOEHH
a1
I 2 3 4
Jeknun
Paznean 1. JIOKyMEHTHI H CIOCOOBI TOKYMEHTHPOBAHHUS 2
BBenenne B Vaudbukanus ¥ craHAapTH3alMs HoKyMeHTOB. CHCTEMEI "
JOKYMEHTHPOB | TOKYMEHTAIHH )
aHue PexBu3uTHI 1 OJIaHKH JTOKYMEHTOB., 4
ynpasJjieH49eCK | OpraHu3aldOHHO-PACIOPAAUTEIbHAS JOKYMEHTaIIHA. 4
oif Opragu3anuoHHbIE JOKYMEHTHI
AeATEILHOCTH IIpakTHYecKHe 3aHATHS
OdopmieHre OpraHu3alMOHHBIX JOKYMEHTOB 6
2
OdopMiTeHHe pacopsIUTEIBHBIX JOKYMECHTOB 3
CamocrosaTenbHas paGora: CrnoBapp TEPMHHOB U
ompeneneHuii genonpousBonacTBa. Pedepar. IIpopaborka
KOHCIIEKTOB  3aHATWH, ydeOHOH u  cmenuanbHOM | 12
nuteparypbl. Paborta Hajl 3aJaHUSME pabodelt TeTpaIy.
BCET'O IT1O PASJIEJTY 40
Paszmea 2. Jexuun
Opraamszannsa | OpraEu3anus JOKyMeHTo0o60poTa 2
pabotel ¢ Opranusanuss perucrpanyd JOKYMEHTOB H KOHTPOJb 4
AOKYMEHTAMH | yCcrioHEHHs JOKYMEHTOB {
Oprarusaigyst ONepaTHBHOrO XpaHEeHHs JOKyMEHTOB 4
[Topsmok mepegays JOKYMEHTOB B apXHB MM Ha 4
YHHAUTOKEHHE
IIpakTH4YecKHe 3aHATHSA
Perucrpanus BXOIIIIUX, HCXOAALIMX M BHYTPEHHHX 6
JIOKYMEHTOB B JXYPHAJIE H Ha KapTO4Ke
OdopMeHrEe OCHOBHBIX PEKBH3HTOB H OCHOBHOM
OpraHU3allOHHO-PACIOPSAIUTENBHON JOKYMEHTAIIHH C 8
nomomsio [I9BM. Co3nanne mabioHOB JOKYMEHTOB 2
CamocTosiTesibHas padora: PelleHHe IpakTHIECKUX
samad. [loaroroBka k cemuHapam. Pedepar..IIpopaboTka 14
KOHCITEKTOB 3aHITHH, YIeOHOH H CIICLHATIEHON
JTUTEPaTyPBL.
BCEI'O 110 PA3JIEJIY 42
KoHcynabTanuu 4
UTOI'O: | 86

2.4. Copep:xaHHe pa3JejoB THCHHILIHHBI
2.4.1. 3aHATHA NeKIHUOHHOI0 THIIA




d®opma

No TEKyIIET
pasz Hemeronanms Conepxanue paszena 0
pazzmena
ena KOHTPOJ
s
1 2 3 4
6cemecmp
1 Pazgen 1. [Ipenmer, mend ¥ 3afa4d  JHCIMILIAHEL H  ee | T
BeeneHue B MEXIIPEIMETHBIC CBS3H C JAPYTHMH IUCIHIUIHHAMH.
noKyMeHTHpoBa | McTopust pasBHTHS JIOKYMEHTalHOHHOTO 00eCIICIeHHA
HHE yIIPaBIIEHHS. OcHoOBHEIE TIOHATHSL: JIOKYMEHT,
YIPaBICHYECKOH | JOKyMEHTAlHOHHOE obecriedyeHue yIIpaBJIEHHUA.
JIESTENTEHOCTH Haznauenue TocynapcTBEeHHOM CHUCTEMBI
JIOKYMEHTAITHOHHOT'O obecrnedeHus YIIpaBIICHHUS

(TCHOY); THnoBas WHCTPYKIHMS 110 JISIONPOU3BOACTBY B
(heieparbHBIX OpraHax MCTIIOMHHTELHON BIaCTH.

Ponp  unbopManmuu B CONMAIBHO-3KOHOMHYECKHX
nponeccax. ®emepaneueii 3akoH «006 uH(OpMauuw,
uHpopManud ¥ 3amure HHGoOpMammmy». OYHKIHH
JIOKyMEHTOB:  MHGMOpMAlHOHHAA, KOMMYHHKAaTHBHAS,
colMalbHas, KyIbTypHas. YIpaBlIcHYeCKasd, IIPaBOBasd,
HCTOpUYECKas, ¥ IPyTHE, HX XapaKTePHCTHKA.
JIOKYMEHTHPOBAHKE: OCHOBHBIE CIIOCO0BI. MaTepHanbHbIe
HocuTenu uHbopMaruu. Kiaccubukanus TOKYMEHTOB 110
cr1oco0y H3TOTOBJIEHHUS, IIPOHCXOKICHHIO, CONEPIKaHHMIO,
HAMMEHOBAHHUIO U JPYTHM [IPH3HAKAM.

O6mepoccuiickue  Kinaccupukaroper  (OKV/I, OKIIO,
OKOHX, OKVH), wux Kpartkad XxapaKTepHCTHKa.
VHAQHIAPOBAHHAS CHUCTEMa HOKYMEHTAIMH: IIOHATHE.
CoctaB yHE(DHUUIAPOBAaHHBIX CHCTEM JIOKYMEHTAIlUH:
OpraHu3aMOHHO-PACIOPA MU TEIBHAS, OTYETHO-
CTATHCTHYECKAs, IEPBHYHAL, ydeTHas, (puHAHCOBas H Ip.
TocynapcTBEHHBIE CTaHAApTEl HA  yHH(QUIHPOBAHHBIE
CHCTEMBI  JOKYMEHTallWH.  PEKBH3HT, bopmymap
NOKYMEHTa, THIOBOH Qopmymap, (opmyisip-obpaser,
Tabenb bopm JIOKYMEHTOB, ansboM dbopm
YHH(GHUIHAPOBAHHEIX JIOKYMEHTOB: [IOHATHE,
XapakTepHCTHKA.

[IpaBuma OGOpPMIEHHS PEKBH3UTOB OnaHka © HX
pACIIONIOKEHHsT Ha CcTaHgapTHOM (opmare Oymarw,
pasMmeps! nosneit. bank 1oKyMeHTa: MOHATHE, Ha3HAICHHE,
BBl OnaHkoB (oOmui Gnaxk, GnaHK mHCbMa, OIaHK
KOHKPETHOTO BHJa JOKyMeHTa (kpome muckma). Coctas,
odopMIIeHHE PEKBH3UTOB OaHKa.
OpraHu3anaoHHO-PACIIOPAIATEIbHEIS IOKYMEHTBI:
TIOHSTHE, HasHaueHHeE, OCHOBHBIE BHJIBI
(OpraHu3alMOHHbIE, PACTIOPSIIHTEIbHEIE, CTIPABOYHEIE).
OpraHu3aldOHHBIE JOKYMEHTBL. ~ YCTaB, IIOJNOXEHHH,
CTpYKTypa ¥  INTaTHad  YHCIEHHOCTb,  IOTATHO®
pacnucaHue, IIPaBHi4, JOJDKHOCTHAas HWHCTPYKIHSA, HX
Ha3HAYEeHMe, XapaKTepHUCTHKa M COCTaB, TpeOOBaHHA K
ohopMIIEHHIO, MOPSIOK YTBEPIKISHHS.
PacriopsiiuTeNbHEIE M CIIPABOYHbIE JOKYMEHTBL




®opma

JTOKYMEHTOB, OIpEIeNeHHe, LeNH, 3aJadd, MecTa
PeTHCTPAal[M  Pa3IMYHBIX  KAaTErOpud  JOKyMEHTOB.
Cucrempl ©  (OpMBI  perucTpaluu  (KypHaJIbHasd,
KapTOYHAas, aBTOMATU3UPOBAHHAA), HMX JOCTOMHCTBA H
uepocTatku. [lokazarenu, BBOAMMBIE B PETHCTPAllHOHHEIE
b opMBL. Oco0eHHOCTH  pEerucTpaliMyd  BXOJIAIIHX,
HCXOJISIIHAX ¥ BHYTPEHHUX JOKYMEHTOB.

CocTaB BBIIONHSIEMBIX PaboT MpH OTIPaBKE HCXOIAIIHX
JIOKYMEHTOB: TIPOBEpKa NPaBUIBHOCTH O(OpMIEHHS,
HAJIHYHs [TPUIIOKEHHH, afpeca, COPTHPOBKA 110 ajipecaram
H BHaM OTIPaBICHHHA COCTABJIECHHE OIMCKHM PACCBHLIKH.
TpamuuuoHHENH cocol OTIPaBKH JOKYMEHTOB (IIOYTOH).
Ornpaska JOKYMEHTOB ¢ IOMOIIBIO TenedoHa, daxca.
KonTpons HCIOJTHEHUA JIOKYMEHTOB: IOHATHE,
HazHaueHHWe, BHJBL [IPHHIMMIIEI OpraHW3alid KOHTPOJIA.
Cpoku  WMCIOJIHEHHs!:  THIOBOM, HMHIMBHUAYaJIbHBIH.
TexHOMOTHS BEACHUS KOHTPOJIA. AHAIM3 HCIOTHEHHS
JOKYMEHTOB B YUPEXKICHHAX.

BzaumocBs3b perucTpanyun JIOKYMEHTOB H
uH(QOpPMAaIHOHHO-CIIpaBOYHONH  paboTel.  Opranusanus
paboTEI C TOMOIIBIO CIIPaBOYHEIX KAPTOUEK.
JIOJDKHOCTHBIE JIHIA, OCYLIECTBISIOIIME PETHCTPAIHIO U
KOHTPOJIb ~ HCIONHEHHs, HX GyHKIMH ®  1pasa.
HomeHKkIaTypa nen: ITOHATHE. JHaYeHHE HOMEHKIATypEI
Oen Ui KiIacCH(HKAIWH JTOKYMEHTOB, OIEPAaTHBHOIO
XpaHeHHs W WX IpeJapXUBHOH NOArOTOBKH. Bumsl
HOMEHKIATyp Jei. IIopsmoK cOCTaBIeHUs, OQOpMIIEHHS,
YTBEPXKICHHS W MPUMEHEHHS KOHKPETHOM HOMEHKIIATYPEI
nen. [Topsmok dopMupoBanus aell.

OCHOBHEIE 3Talbl Iepeayd JOKYMEHTOB B apXHB HIIM Ha
YHHYTOKEHHE: TIOITOTOBUTENBHEI (0G0CHOBaHHE BEIOOpA
criocoba  COXpaHeHWs] HIM  YHHYTOXEHHA  IIYTEM
NPOBE/IEHHST  OKCIEPTH3Bl  LIEHHOCTH  JIOKYMEHTOB),
OCHOBHO# (TIOATOTOBKA Jen Uil IEpefladd B apxuB),
3aBepIIAONIHil (Tepeaya B apXuB WM YHHYTOKEHHE).
Oxcneptusza LIEHHOCTH JIOKYMEHTOB: TIOHSTHE,
HasHauyenue. CpoKH XpaHeHHs JOKyMeHTOB. Ilepeunu
JOKYMEHTOB C yKa3aHHeM CpPOKOB XpaHEHHS, HX BHIBL,
HasHAYeHHe, CXEMBI rmocTpoeHus. [lopanok mepemadu nein
B apXUB WA YHHUTOXKEHHUS JIOKYMEHTOB.

Ne TeKyIler
HammenoBaHue
pasn Copnepxanue pasjaena )
paszena
ena KOHTPOI
s
1 2 3 4
2 Paznen 2. IoxymerToO0OpOT:  mOHsTHE,  oOmue  IpHHIMIEI | T
Opranuszanus OpraHu3alifl  JTOKyMEHTOO0OpOoTa, €ro  CTPYKTypa, | A
paboThl ¢ HeoOXomMMOCTE  yuéra o00BEMa JokyMeHTOOOOpOTA. | J]
JIOKYMEHTaMH HopmartugHEIE TOKYMEHTEI, periaMeHTHPYIOLIHE
OpraHu3aIHIo IOKyMeHToobopoTa. perucTpanys

Ipumeuanue: T — tesaypyc, [ — nuckyccus, A-aHau3 IPOOJEMHBIX CHTYAIMH (YIPAKHEHHS)




2.4.2. JIaGopaTopHBI¢ 3aHATHSA - HEe NPEIyCMOTPEHO

2.4.3. [lpakTH4ecKHe 3aHATHS (CEMHHAPCKOr0 THIIA)

Ne ®opma
HanmeHnoBanue
pasze Copnepxanue paszena TEKYIIEro
paszena
na KOHTPOILS

1 2 3 4

6 cemecmp

1 Pazpgen 1. Bunsr IIOKYMEHTOB: TEKCTOBBIE, rpaduieckye,
Beenenue B MallWHOYHTaeMBble, (POTONOKYMEHTEL. BiHaHHE HaydHO-
JOKYMEHTHPOBA | TEXHHYECKOTO mporpecca Ha IOKYMEHT "
HHE JOKyMEHTHPOBaHHE. DeiepasIbHEIH 3aK0H «O6
YIIPABIEeHYECKOH | DIEKTPOHHOH — IOIIIHCHY. Cocras, oopmennue,
JIeTeIIGHOCTH M3rOTOBIEHHE,  XpaHeHWe  ONaHKOB  OpraHH3aIiu.
®opmynap-obpasen TPYIIIE IOKYyMEHTOB,
NpHUHALISKAIMUK K ofHOH cucreMe. [IpoektHpoBanue
67aHKOB JOKYMEHTOB OpraHH3allMd. THIBI JOKyMEHTOB!
[OJIHHHMK, KOIHS, NyOIHKaT, BBIIMCKA, HX HasHAYCHHE.
I[Topsmok odopMIeHHe U BBIIaYM KOMMH M JyOIMKaToB
JIOKYMEHTOB, BBIIMCOK M3 HHX. PacmopsmutenbHBIC
JNOKYMEHTBI: IIOCTaHOBJIEHHME, IIPHKa3, pacIopsKeHHE,
COBMECTHEBIH pacnopsAauTENbHEIH IOKYMEHT, ux
Ha3HA4YeHME, XapaKTepHCTHKa W COCTaB, TpeOOBaHHS K
ohopmiienuto. CrpaBodHBIE JOKYMEHTEHL — CIy)XeOHBIE
[IMCEMA, CIIPABKH, NOKIaJHBIE 3aIIMCKH, IPOTOKOJIBI, aKThI,
3asiBJICHHE, MX XapaKTEepPHUCTHKAa H COCTaB, TpeOOBaHUS K
0(hOpMIIEHHIO.

< -

2 Paznen 2. Pervcrpanus BXONMIIMX, HCXONAIMMX W BHYTPEHHHX
Oprasnzanus IOKYMEHTOB B )KypHaJle ¥ Ha KAPTOUKE

paboTEl ¢ OdopmileHHE OCHOBHBIX DEKBH3MTOB M  OCHOBHOH
JOKYMEHTaMH OpraHH3alHOHHO-PACIOPAAUTENLHON  TOKyMEHTAMA ¢
momombro II9BM. Co3nande 1mablIOHOB JOKYMEHTORB.
OpraHusaiysi XpaHEHHA HCIOJIHEHHBIX JOKYMEHTOB.
OcHoBuele TpeOOBaHWS HOPMATHBHLIX JIOKYMEHTOB,
pEraMeHTHPYIOIINX [JaHHBIH 3Tal JOKYyMEHT00OO0pOTa.
OTBETCTBEHHOCTD 3@ COXPAaHHOCTh JIOKYMEHTOB.

T LS

[Ipumeuanue: T — Tesaypyc, P — Hammcanue pedepara, Y — YCTHBIH ONpOC, A - aHamu3
pO6IEMHBIX CHTYaIHH

2.4.4. ConepkaHne caMOCTOATEIbLHOH PaboThI

B mpomecce CamMOCTOSTENBHOM JEATENBHOCTH CTY[AEHTBl H3y4aloT H KOHCIEKTHPYIOT
PEKOMEHIyEMYIO JIUTEPATypy, TOTOBST [OKIAIbl, BBIIONHAIOT NPAKTHYECKAE 3aiaHus H
TIpe/ICTAB/IAIOT MHCBMEHHBIE OTYETH O IpofenanHod padore. IIpu M3ydeHHMH Kypca CTYICHTEL
OpPHEHTHPYIOTCS. Ha CaMOCTOSTENIBHOE H3Y4YEHHE COLMATBHO-TICHXOOTHIECKHX HCTOYHHUKOB, HX
o6cysK/IeHHe HA TEOPETHIECKHX 3aHATHAX. B caMOCTOATEBHOM OCBOCHHH OTACIBHBIX BOIPOCOB
¥ mpo6ieM (Ha OCHOBE PEKOMEHIyeMOll, a TakKe MyTeM OCO3HABAHWs IPOOICM JHCIHUILIHHEL B
[IpoIecce MX aHANK3a HA CEMHHAPCKMX 3aHATHAX) CTyJEHTaM HEOOXOZMMO IOHATE CYIIHOCTE
COBpPEMEHHOH CONMANBHOM IICHXONOTHH, O00paTWTh 0C000e BHMMaHME Ha €€ NPHKIAIHBIC
BO3MOMHOCTH.
Tesaypye. Tesaypyc [MO3BOJIET BBIIBUTH CMBICH HE TOJIBKO C IIOMOIIBIO ONpPEJENEeHUs, HO H
IOCPENCTBOM COOTHECEHHA CIIOBA C JIPYTAMH IIOHATHAMH H MX TPYITIaMH.
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Temnl pedepaToB
1.JTousTHE O JOKYMEHTAX, CrIoco06ax NOKYMEHTHPOBAHH A, HOCHTE/IAX HHpOpMAaIHH

3. [TousTHe 0 QYHKIMAX JOKYMEHTA

4. [Ipu3Haky U CTPYKTypa JOKYMCHTa

5. VHHUKAIHST H CTaHAapTH3AIHSA JOKYMEHTOB.

6. YHU(HUIEPOBaHHEIE CHCTEMBI JOKYMCHTAINA

% dopMyap-06pasell OpraHU3alHOHHO-PACIIOPANUTENBHOIO OKyMEHTa

8. TpeGoBanust K O(OPMICHHIO PEKBH3HTOB OPraHH3AHOHHO-PACTIOPATUTEIEHEX
JIOKYMEHTOB

9. IIpasuna oQOPMICHHS OCHOBHBIX BHJOB OpPraHW3alMOHHO-PACTIOPANHTEIBHBIX
JOKYMEHTOB

10.  CnpaBo4HO-HH()OPMAIMOHHEIC NOKYMEHTEI

11.  Cmyx6a TOKyMEHTAIIHOHHOIO 0OECIIeUCHN yIIPaBICHHA.

12.  TpeGosanus K OpraHM3aIuy JOKyMEHTO000pOTa
13.  IlpueM IOCTYIAIONIHX JOKYMEHTOB, OPTaHH3AIIs JOCTABKH IOKYMEHTOB
14.  TpeGopamus K OpraHM3alMd XDaHEHHA HCIOJHCHHBIX — JIOKyMEHTOB B
JIEITOTIPOU3BOICTBE.
15; HomernknaTypa Iel
16.  TpeGosanus Kk HOPMHUPOBAHHIO AN B IETONPOU3BOMCTBE
Bomnpoce! Asis YCTHOTO 0TBETA (mcKyccHH) 1O TeMaM:
Pazoen 1. Beedenue 8 0OKyMeHMUPOBAHUE YNPABLEHYECKOl OeamelbHOCIU
Tema 1 Joxymenmul u cnocobbl OOKYMEHMUPOBAHUSA
1. Kakim HOpMATHBHBIM JOKYMEHTOM PErIaMEHTHPYIOTCS OCHOBHEIE TEPMUHBL
B 0GJIACTH JIENOMPOH3BOACTBA?
2. Uto BKITFOYAET B ce0s IOHATHE «IOKYMEHT»?
3. Kakue S3BIKH ¥ CIOCOOHI TOKyMEHTHPOBAHHS BEI 3HACTE?
4. Ha30BHTe COBPEMEHHEIE BHIBI HOCHTENEH HHPOPMAIKH.
5. KakiM 3aKOHOM YCTaHaBJIMBAETCs IIPABOBOM PEKHM CO3MAHHS, XPaHCHHA 1
HCIIOJB30BAHHS HHPOPMAIMOHHEIX PECYPCOB?
6. Uen OTIHYAETCS JOKYMEHT JIIHOTO IIPOUCXOKICHHS OT O()HIHATBHOTO IOKyMeHTa?
7. Uto 06ycIaBIuBaeT OPAIMIECKYIO CHITY OHIHATEHOTO noKyMeHTa?
8. UTo IOHMMAETCS MO/ IO} YHKIHOHAIGHOCTBIO JOKYMEHTa?
9. HasoBuTe ocHOBHEIE GI0KHM (rpymisl) GyHKIME TOKyMeHTa. HeM XapaKTepu3yeTes
Ka)KIbIi 6J10K?
10. Kax mensercs aeficTre GyHKIMH BO BpeMEHH?
11. HazoBUTE OCHOBHEIE CBOMCTBA JOKYMEHTA.
12. Jlaiite onpenenenne aTpuGyTHBHOCTH ((QyHKIHOHATLHOCTH, CTPYKTYPHOCTH)
JIOKYMEHTa.
13. HazoBrTe OCHOBHBIE IPA3HAKK TOKYMEHTA U TAUTE KPaTKYIO XapaKTCPUCTHKY
KaXKJOr0 U3 HHX.
14, Yto Takoe I0puIMUYECKas CHIa JJOKyMeHTa?
15. [laiiTe onpe/ieeHre IOIMHHMKA U AyONHKaTa IOKyMCHTA.
16. JlaitTe onpeneneHne KOmuy JokymenTa, Koraa Konus JOKyMeHTa npuobperaer
FOPHIFIECKYIO CHILY?
17. UeM TIOJUTHHHBIA JOKYMEHT OT/JIAYACTCS OT IOANIOKHOT0?
18. Yro mpecraBisgeT cOG0H JOKYMEHT, danbcHUIHPOBAHHEI TOTHOCTEIO?
19. Uro npencraeiseT coOok TOKYMEHT, danpcrUIEPOBaHHEIN YaCTHYHO?
20. Yro mpezcTaBiseT cofoit OpHIHHAI JOKyMEHTa?

Tema 2 Vnuguxayus u cmanoapmusayus 0okymernmos. Cucmembol OOKYMEHMAayuu
1. KakoBBI OCHOBHbIE IETH YHU(DHUKALHHK JOKYMEHTOB?

2. UTO yUMTHIBAETCS [IPH IPOBEISHHH YHHGHUKAIUHT IOKYMEHTOB?

3. Yo IOHMMAETCS MO/l CHCTEMOHN HOKyMEHTalu?

4, Kakue GBIBAIOT CHCTEMBI JOKYMEHTAIIHH?
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5. B uem ocobennocts YCOP/?

6. Uto npepcrasisieT coO0# CTaHIapT ¥ KaKue BU/IbI CTAHIaPTOB IPUMEHSIOTCSA

B Harmei crpane?

7. UTo BXOIUT B KOMIUTEKC HOPMATHUBHEIX AOKYMEHTOB IIO CTaHIapTHU3AIHH?

8. KTo paspabaTbIBacT U YTBEPIKIAET HOPMATUBHBIE JOKYMCHTBI 110 CTaH/1apTU3AIHH
¥ KTO OCYIIECTBIIAET KOHTPOJIb X HA/30P 3a COBMOIeHHeM 1X TpeGoBaHHHA?

9. Uto mpeacrasnser coboit YCJI 1 kaxue geficTByromue B Hame# crpare Y CJ]

BEI 3HaeTE?

10. Yto mOHHMAETCA IO PEKBU3HTOM JIOKyMEHTA?

11. Uto ompezmenseT GopMyIISp TOKYMEHTA B 9eM OTIHYaeTCs GopMyIIIp JOKYMEHTa
oT popmyisipa-obpasna?

12. KaxuMm HOpMaTHBHBEIM JOKYMEHTOM PErIaMeHTHPYETCS IIp

Tema 3 Pexeusumel u 61anKy OOKYMEHMOS.

1. Kakue GopMaTsl GymMaru HCIOB3YIOTCS UL IOCTPOEHHs GopMyJiipa-o6pasna
oprna?

2. Kaxwue pasmeps! nosieii OPJ] ycraHOBIeHE! hopmynspom-o6pasmom OP/T?

3. MoryT /T Ha T0JSIX JOKYMEHTa PacIojlaraTbes Kakue-moo PEKBH3HUTHI?

4. Kakoi MaKCHMAJIbHBIA COCTAB PEKBU3HUTOB YCTaHOBICH hopMyiapom-obpasnom?
5. CKOBKO MOJIOKEHHH TabyIATOpa HCIIOIb3yeTest TP 0OPMIICHHH PEKBU3UTOB?
6. Kaxue peKBU3HTEI OTHOCATCS K ITOCTOAHHBIM?

7. Kakue PeKBH3UTHI SBISIOTCS 0013aTeIbHEIMA?

8. CKOJIBKO CYIIECTBYET COcO00B OQOPMIIEHHSA PEKBU3UTOB?

9. Uto XapaKTepu3ylOT IONOIHATENbHEE pekBu3nTsl OP/1?

10. Uem IpOJONBHEIH BAPHAHT PACIIONIOKEHHS PEKBU3UTOB 3ar0JI0BOYHOH JacTH
G1aHKa OTJIMYAETCS OT YIJIOBOI0?

11. Kakumu criocoGaMy MOXKHO H3rOTABIHBATE OIaHKH TOKYMEHTOB?

12. Yto sBIseTCA OCHOBOM I IPOEKTHPOBaHMs OIaHKa JOKyMeHTa?

13. Jins ohopMyIeHHs KaKAX BHIOB JOKYMEHTOB HCIIOIB3YeTCs OOmui Onmask?

14. Kakue MOCTOSHHBIE PEKBU3HTHI MOTYT GBITh HAHECEHE! Ha KaIbli BUJ GnaHka?
15. Kaxumu criocobaMu MOTYT OTMeYaThCs Ha OlaHKaxX MecTa AJIA IePEeMEHHBIX
PEKBU3UTOB?

16. Yem o6muit 61ank oTinuyaeTcst oT 61aHKa muchMa?

18. Kaxue TpeGoBanus PebSBISIOTCS IPH U3TOTOBJICHHS OaHKa ¢ H300pakeHrEM
CocynapcTserHoro repba PO umm repbos cydsextoB PD?

19. Yto HeoOX0IHAMO IIPEICTABUTE B THIIOrPaHIO JUIA H3TOTOBICHHS 6anka?

Tema 4 Op2anu3ayuonHO-pacnopiOumenvias — OOKYMEeHMAYUL. Opeanuzayuontele

OOKyMeHmbl

1. Kakue JOKYMEHTBI OTHOCSTCS K OpraHM3allHOHHBIM?

2. B uem 3akmouaercs O0COOEHHOCTh O(OpPMIEHHs 3arojioBKa K TEKCTY B
OpraHW3alOHHEIX IOKYMEHTaX?

3. Kor/ia opranu3ai@oHHbIe JOKYMEHTEI IPHOOPETaIOT IOPHANYECKYIO cury?

4. Kak CTPOHTCS TEKCT B OPraHHU3aI[HOHHEIX IOKYMEHTaxX?

5. Kak monro aeHcTBYET OpraHH3allHOHHBIN JOKYMEHT? MOXKHO Jit BHOCHTD H3MEHCHH!

B TEKCT OPTraHU3alMOHHOTO JOKYMEHTA?

6. Kaxue cBeeHus JOTKHBI COIEPIKATHCS B TEKCTE YIPEAHTEIBHBIX JOKYMEHTOB?

7. C kaKoif Hebi0 CO3AI0TCs THIIOBBIC M IIPUMEPHBIE OPraHU3aIlMOHHEIE JOKYMEHTHI?

8. KakoBa CTPYKTypa TEKCTa IIOJIOIKEHHS 00 OpraHu3amui?

9. B 4eM COCTOMT pa3iiyie TaKUX JOKYMEHTOB, KaK ITaTHOE PacIHCaHue 1

CTPYKTYpa M IITATHAS IHCIEHHOCTh?

10. [Touemy JOMKHOCTHAS HHCTPYKIMSA HE COCTABIIAETCS I KATETOPHH CITy KaluX

«pyKoBomuTeIi»? UTO TOIKHO CONEPIKATRCS B TEKCTE KaxJIOro paszena JIOJDKHOCTHOH

HHCTPYKIUH?
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11. Kaxue BH/IBI OPraHU3allHOHHO-PACIOPSAUTENBHEIX JOKYMEHTOB OTHOCATCS K

PaCIOPSIUTENBHEIM?

12. IloueMy pacrmopsauTEIbHbIE TOKYMEHTEI OTHOCATCA K IIPABOBEIM aKTaM?

13. Korza paciopsiuTeIbHbIE JOKYMEHTHI BCTYIAIOT B CHITY?

14. Kax pasmauarorcs 110 cdepe AeHCTBHS pacopsIHTELHEIE JOKYMEHTEI?

15. Yto siBJIsieTCS OCHOBAHHEM UL H3IAHUS PACIOPSIUTEIEHOTO JOKYyMEHTa?

16. Kax cTpoHTCS TEKCT PacTopsiIUTENbHOIO JIOKYMEHTa?

17. Kax opopmIfeTcss OTMETKA O HATMIHK IIPAIOKEHHS B PaCIOPAANTEIbHOM

JIOKyMeHTe?

18. Kakue oprassl IpUHAMAIOT TOCTAHOBJICHHE?

19. Uto o3HaYaeT [aTa B PacIOPSIUTEIEHOM JOKYMEHTE, IPOCTAB/IsIeMast B 3ar0I0BOTHON
gacTH OnaHka?

20. B xakoii hopMe H3Jar0TCsA COBMECTHBIE PACIIOPSAUTEIBHEIC JOKYMEHTHI?

21. Kakue 6BIBAIOT BEIBI IPAKA30B?

22. Yem oTamuvaercs oGopMIIeHHE IPHKa3a 110 IHIHOMY COCTaBY?

23. KTo uMeeT mpaBo MOJIIKHCH Ha MpHKa3ax?

24. Kaxoil peKBH3UT HMEETCS TOJIBKO Ha JIBYX BHAX PAaCIOPAIUTENIbHBIX JOKYMCHTOB

- YKa3aHHUAX U PACTIOPHKECHHIX !

25. IMo KaKuM BOIIPOCAM HM3JIAFOTCS PACTIOPSHKEHHUE U yKa3aHue?

261. Kakue ZOKYMEHTBI OTHOCATCS K TPYIIIE CIPABOYHO-HHPOPMAIIHOHHBIX ?

27. Ha xaxux 61aHKax o(GOpMILIOTCS CIPaBOYHO-HH(OPMATHOHHEIE JJOKYMEHTBI?

28. Kax cTpouTes CTPYKTypa TeKCTa CIIyKeOHOro muceMa?

29. Kakoss! mpaBunia 0(opMIeHHs TelIerpaMMBl?

30. B uem ocobenHOCTs 0hopMiteHHs TelneOHOrpaMMEL?

31. Kakue GBIBarOT BH/IBI IPOTOKOJIOB H Y€M OHH OTIIHYAIOTCS APYT OT Jpyra?

32. Kak oopmisieTcst BBOIHAS 9acTh IIPOTOKOJIA?

Pasoen 2 Opzanusayus pabomul ¢ 00KyMEHmMamu

Tema 1 Opeanusayus 0okymenmoobopoma

1. Kax HazsIBaeTcs cIyk0a, OCYIECTRISIOmAs JOKyMEeHTallHOHHOe 00ecIIeYeHue

yIIpaBIeHUs, B 3aBHCUMOCTH OT IPUHAICKHOCTH K OIPE/IETEHHOH IPYIINe OpraHu3aruii?

6. UTo ycTaHaBIHBAET HHCTPYKIIHSA 110 AEIONPOMU3BOICTBY M KAaKHE pa3/iesbl TeKCTa

MOTyT OBITH BKITIOYEHB! B Hee?

7. Kakue ¢yukuuu B ciryxbe OpraHu3alldyl  BBIIOJHSACT KATCTOPHS —CIIyXaluX
«CIEIMATHCTEIN?

8. Ha kakue BHABI €NONPOM3BOICTBEHHBIX paboT pa3paboTansl HOPMBI BPEMEHH ?

9. Yro Takoe JOKYMEHTOOOOPOT M Kak OCYIIECTBIAETCS IIOJCYET 00Bema
noKyMeHToo00poTa?

10. Kaxve ITOTOKH JOKYMEHTOB IIPUHATO Pa3MdaTh B COCTABE JIOKyMEHTO0O0poTa?

11. Ha30BHTe OCHOBHBIE 3TAIlBl JOKYMEHT0000POTA.

12. Ha3oBHTE OCHOBHBIE IPUHIIATIEI OPraHH3allH JOKyMEHT0000poTa.

13. Kaxwue CyImecTBYIOT OpraHH3alldOHHbIE (POPMEL IENIONPOU3BOICTBA U YeM OHH

OTJIHYAIOTCS APYT OT Apyra?

Tema 2 Opzanusayus pecucmpayuu O0KyMenmos y KOHmpoib UCROIHEHUS OOKYMEHMO8
1. KTo B OpraHMsalysx OCYLIECTBIIAET IPHEM U 0TpaboTKy KOPPECTIOHIEHIIHA?

2. [Touemy IEHTpaIU3alns IpUeMa i OTIPABKH - HEIPEMEHHOE YCJIOBUE PAI[HOHATBHOM
OpraHM3alliy JI0KyMeHToobopoTa?

3. Kakue BuIBI pabOT BHIMOIHSFOTCS M KAKHE CPENCTBA OPITEXHHKH IPHMEHSIOTCS

npu 06paboTKe mocTynaromel KoppeCIOHICHIHH

4. Yro npencrasisger coboi pekBU3HT 29 «OTMETKa 0 MOCTYIUICHHH TOKYMEHTA

B OPraHU3alMIO» U TI€ OH IPOCTABIIAETCA?

5. ITogeMy He BCce KOHBEPTHI TOAJIEKAT YHHYTOXKEHHIO TIOCIIE BCKPBITHS?

6. Kakum 06pa3oM 0CyIIecTBIAETCS NOCTaBKa KOPPECTIOH IEHIIMHA?
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7. Kyna JomkeH 1epeaBaThes TOKYMEHT, CCIIH B PEKBH3HTC 15 «Ampecar» yKa3aHo

TOJIBKO HAMMEHOBAHHE OPraHU3allin?

8. UTo JO/DKHA Cie/aTh SKCIIEIMIMS, €CII IPH BCKPBITHH KOHBEPTa 00HAPYKUIIOCH,

YTO JOKYMEHT OCTYIHI 6€3 IPHIIOKCHHH?

9, Kakas KOpPECIOH/IEHIHS HE TIOJUIEKHT BCKPBITHIO?

10. Kako#i mpomneHT 0T 00IIero KOIH4YeCTBa MOCTYHBITHX TOKYMEHTOB 00BIYHO

IOCTYIIAET Ha PACCMOTPEHHE PYKOBOIUTENS?

11. Kaxme omepamume OCYIIECTBJIAIOTCS MPH IPEABAPUTENIBHOM PaCCMOTPEHHH
JIOKYMEHTOB?

12. Yro npezncrasiseT coboi pe30Ionys | e OHA IIPOCTAaBIIACTCS !

13. MO3KHO JIA IPOCTABIIATH PE3ONIOLMIO HA OTAETBHOM JIHCTE?

14, Kyza repeaiores JIOKyMEHTBI II0CTIE HX PacCMOTPEHHSA?

15. Kyna nepenatotcst oOpallleHus TPaXKIaH IOCIe HX paCCMOTPEHHS PYKOBOJCTBOM

OpraHu3aIHu’?

16. KTo sBIseTcs OTBETCTBEHHBIM 32 HCIIOIHEHHE, €CIIH B PE30JIIOIHH YKa3aHO

HECKOJIBKO MCTIONHUTENICH?

Tema 3 Opeanusayus ONepamusHo20 Xpanenus OOKYMeHmos

1. YTo pOUCXOIHUT € JOKYMEHTAMH [OCIIe OKOHYaHH HX HCIIOJTHEHHSA?

2. JlaiiTe onpeeneHne NOHATHS «1eN0». Kak mpoucXoauT €ro hopmupoBanre?
3. Yto mpexcrapiseT coboit HoMeHKknaTypa aen? Kak oxa othopmisercs?

4. Ha3oBHTe BHIBI HOMEHKIATYPHI L.

5. Kakue BB IAIIOK HCIIONB3YIOTCA TIPH OPraHH3alliy ONepaTHBHOIO XpaHCHUA
JIOKYMEHTOB?

6. Kak hopmupyeTcs HHIEKC [[e71a [10 HOMEHKIIAType nen?

7. Kax mosmkeH GBITH cOpMYIMpOBaH 3aroloBoK Jea?

8. Ha 0CHOBaHHY 9er0 IPOMCXOUT OTPE/IENIeHHE CPOKOB XPAHEHHS IOKYMEHTOB?
9. Uto Ha3EIBAETCS HTOrOBOM 3aIMCHI0 B HOMEHKIIATYPE [eM | 10 Kako# popme
OHAa COCTaBIIETCA?

Tema 4. [Topsdok nepedayu OOKYMEHMOS 8 ApXUe UNY HA YHUYMOICEHUE

1. B TeueHHe KaKoro Cpoka J0JDKHEI XPaHUTHCA [0 MECTY (QOPMHUPOBAHKS 3aKOHICHHBIC
IENONPOU3BOACTBOM Aena?

2. KakoBEI CpoKH XpaHEHHs JIe]l, IOIEKAIHX IIepeiade B apXHB opraHu3anun?

3. Yro mpemycMaTpHBAET NOJIHOE 0QopMIIEHHE Jiefa IIPH IOATOTOBKE €0 K Iepesiaie
Ha XpaHeHHE B aPXHUB OPraHH3aIiH?

4. B KakuX CIIy4asx COCTABIEHHE BHYTPEHHEH OIMUCH Jefa 0053aTelbHO?

5. Uto 03HAYACT IEPECHCTEMATH3AIMA JOKYMEHTOB B JIefie K I0YEMY OHA IPOBOJHTCA
TOJGKO TIPH TIOATOTOBKE JeNia K Mepe/iaue Ha XpaHeHHe?

6. Kak HyMepyroTCs THCTHI Jiefna?

7. Beeria JIM COCTaBISeTCS 3aBEpHTENbHAS HaImiCh Aena? Uro B Hee BXOAUT?

8. KaxkuM 06pa3oM MOIIHBAIOTCS JOKYMEHTEI IOCTOAHHOIO CPOKa XPaHCHHA B
TBepIyIo 06n0KkKy? Beerna mu nena neperieTaoTes?

9, Kax ZO/DKHE! XpaHHThCs 0C000 LIEHHBIE IOKYMEHTHI?

10. C KaKAMH HeNsMHU [IPOU3BOIUTCS OTHOE 0hopMIIEHKE il IPH HX IMOJIr0TOBKE

K TIepe/iade Ha XpaHeHHE B apXHMB OpraHU3alliH !

AHaH3 npo06IeMHBIX CHTY Al

Jlnst mpoBeleHHs aHAIM3a MPOOJTEMHON CHTyarun HeoOXOITMMO IpPEXKIe BCEro HCTKO
chopMyTEPOBATh CYIHOCTD IPOOJIEMEI B OIHCATH CHTYAlHIO, B KOTOpO# OHa UMEET MECTO.

CojepkanieM aHann3a IpoOIeMHON CHTYalliH SBJIACTCS:

1) ompeneneHWe CyIIECTBOBAHMS MPOONEMBbI, T.€. YCTAHOBICHHE, CCTh JH B
JeHCTBUTENILHOCTH Mpo0dIeMa HiIH OHa ABILIETCSH MHHMOI;

2) onpezeneHHe HOBH3HBI IPOOIEMHOI CHTYaIlHH;
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CUTY

3) ycTaHOBJICHHE IPHYKMH BO3HHKHOBEHHS IIPOOIIEMHO CHTYaIHH;
4) ompe/eNeHne B3AUMOCBS3H ¢ IPYTHMHU IpobieMamy;
5) ompefeNeHHe CTENEHH MONHOTHI H JTOCTOBEPHOCTH HH(QOpMAIMH O IpPOOIEMHOH

alluu,

6) ompeIeNeHHe BO3MOKHOCTH Pa3pelIMMOCTH IPOOJIEMBL.

2.4.5. TlepeveHb y4e6HO-METOAMYECKOro obecredeHHsl ISl CaMOCTOATENLHOH paboThl

00y4aromuxcs Mo AUCNHILTHHE
Ha camMocTosTenbHYI0 paboTy 00yJaronmXxcst OTBOIHTCS 26 9acoB y4eOHOro BpEMEHH.

HamMeHOBaHHE [Tepeuens y4ebHO-METONHYECKOTO 0OECIIEUCHH S TUCIIUIIITHHEL 110
Ne | paznena, TeMsL, BBITIOJTHEHHIO CaMOCTOSTENEHOH paboTh
suna CPC
1 2 3
Tezaypyc 1. . Koprees, W. K. JlokyMeHTaIHOHHOE 00€CTICUEHHE YIIPABJICHHUS + TECT]
B DBC : yuebuuk u npakruxyMm misi CIIO / U. K. Kopnees, A. B. [Tuenxko,
B. A. Mamypues. —M., 2015. — 384 ¢. — (Cepus : IIpodeccrnonansHoe
1. obpasoBanme). —PexuM noctyna : www.biblio-online.ru/book/3D5B4B8]
2DF6-41AD-A2B6-0BDAF211CEC4.
Hammcanue 1. Kypman «J/lokyMeHTaIlHoHHOe oOecledeHHe YOpaBIeHHA H
pedepata JOKYMEHT0000POT Ha IPEATIPHATHIX )
2. 2.OnextponHas Oubmuorexka "M3matenbckoro aoma "T'peGeHHUKOB"
(www.grebennikon.ru);
3 .Ba3s! gqanHbx komnanud «Mct Beroy (http://dlib.eastview.com).
Ananus 1 Joponuna, JI. A. JlokyMeHTalMOHHOE OOECIEYEHHE YIPABICHHA !
IIPODIEMHBIX yuebuuk u npaktakym ana CIIO / JI. A. Jloponuna, B. C. Hpurukoza.
CUTYyaIHH — M., 2015. — 233 ¢. — (Cepus : IlIpodeccHoHansHOE
X obpazoBaHue).— Pexum JocTyna i www.biblio-
online.ru/book/04E30FFA-BF9F-4BFB-80D9-9FSB8F60CSET.
2. XKypmanm «JlokyMeHTaUHOHHOE oOecredeHHe YIPaBICHHS H
JIOKYMEHTO000POT Ha MPEATPHATHIX»

3. OBPA30BATEJIbHBIE TEXHOJIOI'MH

3.1. O6pazoBaTe/bHbIEe TEXHOJIOTHH NPH NPOBEJCHHH JIEKIHH

Bune! npuMeHsIeMBbIX Komn-Bo
Ne Tema i
00pa30oBaTeNbHBIX TEXHOJIOIHH | dac
1 2 3
1 |JToKyMeHTHI H CIOCOOEI JOKYMEHTHPOBAHHUS TpaguuuonHoe 00y4ueHHe

Vaudukanus W CTaHIapTH3ALMA JOKYMEHTOB.

CHCTEMBI TOKYMEHTAIMH T pAIEIAOREDR A0y IHAE
PeKkBH3WTHI U OJIaHKH JJOKYMEHTOB. TpamunuorHOE 00yUEHHE
OpraHA3aIiOHHO-PACIOPAIATEIbHAS Pa3BHBaromee 06yueHue
imoxyMenTanus. OpraHu3alioOHHbIE JOKYMEHTEI

Opranuzanys JOKyMeHToo6opora PaspuBaromee obydeHne

OpraHmsands — PETHCTPAalMH  JOKYMEHTOB  H/IpaidiMoHHOE 00yuyeHue
KOHTPOJIb UCIIOJHEHHS JOKYMEHTOB

Oprasu3anys OnepaTHBHOIO XpaHEHH TOKYMEHTOB|I pajMI[HOHHOe 00yIeHHe

oo (] o (v B~ (W

[TopsaoK mepenayd JOKyMEHTOB B apXuB WM Ha  |TpanunuoHHOE 00y4eHHe

[YHHYTOKCHHE

FEN N I L I S = I S o
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HWroro o kypey| 28

B TOM 4HCIIe HHTepakTiBHOe 00ydenue™| 6

3.2 O6pasoBaTeabHbIE TEXHOJIOTHH NIPH NPOBEICHHH NPAKTHIECKHX 3aHATHIH
(ceMHHAPCKHUX padoT)

BH/IBI TPUMEHSIEMBIX Kon.
Ne Tema 3aHATHA "
00pa30BaTeIbHBIX TEXHOJIOTHA |  dac
1. |OdopmieHHE OPraHE3aMOHHBIX JOKYMEHTOB PernpomnyKTHBHOE 00ydeHHE 6
2. |OdopmieHHE PacIOPSAUTEIBHBIX JOKYMEHTOB PenpoxyktusHOe 00ydeHHE 8
PerucTpaliusi BXOASIIMX, HCXOMSAIIMX U 6
3. | BHYTpPEHHHX JJOKYMEHTOB B JKYpHAJIC H Ha Keitc-TexHOMOTH
KapTO4Ke
OdopmeHre OCHOBHBIX PEKBU3UTOB U OCHOBHOH 8
OpraHM3alHOHHO-PACTIOPAIUTEIBHOM
4. PenpojykTuBHOE 00ydeHHE
nokymenTanuu ¢ nomommsio [I9BM. Coznanne POAYK ™
mabIoHOB IOKYMEHTOB
Wroro mo kypey| 28
B TOM UHCJIEC HHTEPaKTHBHOE 00ydIeHHE™ 6

4. YCJIOBUS PEAJIN3AIINH MTPOT'PAMMBI JUCHHATIINHBI

4.1. MaTtepHuajabHO-TEXHHYECKAS Oa3sa, HeoOXoauMas i) 6
ocyliecTBJIeHHs 00pa30BaTe/IbHOrO Npouecca no THCHHILIHHE

Peaym3anus yueOHOW AUCLUILIMHBEI OCYIIECTBIAETCA B  CICHHAIBHO

060pyI0BaHHOM KaOHHETE: ayTUTOPHS.

Crienuany3upoBaHHas MeOesb ¥ CHCTeMbl XPaHEHHA (mocka KiaccHas, CTOI U
CTyJl Y4YHTENsI, CTONBI M CTYJbsi Y4CHUIECKHE, mkadsl [ XpaHEHHS Y4eOHBIX
[10CO6HH, CHCTEMBI XpaHeHus TaGJIHI] U I1JI1aKaToB);

TeXHUYECKHe cpeiacTBa oOydeHus (pabovee MECTO YYMTEIIA: KOMIIBIOTEP
yUHTeNIsl, BUIEONPOEKTOP, IKpaH, IMNIEH3HOHHOE I10);

IeMOHCTpPAIMOHHbIe yueOHO-HarJISIHbIE oco6us (KOMIUIEKT CTEHIOB).

4.2. Ilepeuyenb HeOGXOAUMOr0 NPOrPaAMMHOr0 obecnedeH st
Ornepanuonnas cucrema Microsoft Windows 10 (xorTpakT Nel02-AD®/2015 ot
05.08.2015, KopriopaTHBHAS IUIIEH3HS);

IMaker mporpamm Microsoft Office Professional Plus (koHTpakT Nel02-AD®/2015
ot 05.08.2015, KOpropaTHBHas JTHIEH3HA);

AHTHBHpPYCHOE TMpPOrpaMMHOE OOeCIIeueHHe: ESET NOD32 Smart Security
Business Edition renewal for 1790 user (xonrpaxt Ne 103-AD®/2015 or
29.07.2015);

 7-zip GNULesser General Public License (cBOGOIHOE TpOTpaMMHOE OD€ECIIEUeHHE,
He OrpaHu4YeHo, 6ecCpOUHO);

Untepuer 6payzep Google Chrome (6ecriaTHoe IPOrpaMMHOE obecrieyeHue, He
orpaHudeHo, 6ecCpouHo);
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e K-Lite Codec Pack — yHWBepcalbHBIN Habop KOAEKOB (KOIMPOBIIUKOB-
IeKOOWPOBIIMKOB) H YTHIMT AJIs IPOCMOTpa H 06paboTKH ayquo- ¥ BHAEO(anHIoB
(becrIaTHOE IPOrpaMMHOE ODecIeYeHNe, HE OTPaHIHeHO, GeccpodHO);

e WinDjView — mporpamma Ajis IpOCMOTpa haitios B ¢opmare DIV u DjVu
(cBOGO/IHOE TIpOrpaMMHOe obecrieueHHe, He OrpaHuyeHo, OeccpodHO);

e Foxit Reader — mpukiagHOe [porpaMMHoe obecredeHue JUls TPOCMOTpa
37€KTPOHHBIX JIOKYMEHTOB B CTaHAapTe PDF (OecruiaTHOe IIPOTPaMMHOE
obecrieuernne, He OrpaHAIeH0, 6ECCPOUHO);

5 IMEPEYEHD OCHOBHBIX nu JOIOJIHATEJIBHBIX
WHO®OPMAITMOHHBIX HCTOYHUKOB, HEOBXOINMBIX IJIsi  OCBOEHUMs
JUCIUII/IMHBL

5.1 OcuHoBHasl JIUTEPATYpPa

1. Kopuees, 1. K. JlokyMeHTaIHORHOE 0OeCedeHHe YIPaBIEeHHs + TECTh B OBC : yueOHHK

u npaktakym as CIIO / K. K. Kopsees, A. B. ITmenko, B. A. Mamypues.— M. 2015. — 384 c.—
ISBN 978-5-534—05022-6. — Pexaum JOCTYyIIa . www biblio-online. ruboak/3DSB4BR1.2DF6-41 AD-A2B6-0BDAF211CEC4.

5.2 JlomosiHATE/IbHAs IUTEpaTypa
2. Joporusa, JI. A. JIOKyMEHTaIlHOHHOE ofecreueHe yIpapaeHAS | yUeOHUK U MPaKTHKYM
wis CTIO / JI. A. Jlopommna, B. C. Upurukosa. — M, 2015. — 233 ¢. — (Cepus :
IIpodeccroHanbHOe 00pa3OBaHHE). — PESKHM JTOCTYIIA © www biblio-online. awbook/04E30FFA-BF9F-4BFB-40D9-F SBRF60CRE T,

5.3 Ilepuoguveckue H3AaHHS

DnexTporHas 6ubmmoTeka "M3naTensckoro noma "'peGeHHAKOB" (s grebenikonru)}
Basbl aHHBIX KOMIIAHAR «MCT BBIO® (v easiviewcom).

XKypran «/lenonpor3BoACTBO

XKypran «/lenonpou3BoACTBO JIOKYyMEHTO00O0POT Ha MPEATPUATHIX

e S

5.4. IlepeueHn  pecypcoB MHGOPMANHOHHO-TEIEKOMMYHUKANMOHHOH  CeTH
«HTepHEeT, HEOOXOAUMBIX VISl 0CBOCHHH THCIHIIHHEI

1. MHHHUCTEPCTBO obpa3zoBaHusa u HayK{ Poccutickoit @enepanuu
(http://MuHOGpHAYKA.PO/);

2; ®enepansHpi mopran "Poccniickoe o6pasopanue” (http://www.edu.ru/);

2 Wudopmanronnas cucremMa "ExpHOE OKHO JIOCTyIa K o0Opa30BaTEIEHBIM
pecypcam” (http:/window.edu.rw/);

4. Emuaas Kommekuus UHGPOBEIX 00pasoBaTeNbHBIX PECYpCOB (http://school-
collection.edu.ru/);

3 denepanbHbIH LEHTP HHPOPMAIHOHHO-00pa30BaTeIbHBIX pecypcos
(http://feior.edu.ru/);

6. O6pazosaTenbHblii mopran "Yueba" (http://www.ucheba.com/);

7. IIpoekt 'oCyZapcTBEHHOTO MHCTHTYTa PYCCKOTO s3bIKa HMCHH A.C. IlymkuHa
"OGpasosanue Ha pycckom” (https://pushkininstitute.ru/);

8. Hayunas snexrporHas 6ubnuoreka (HIb) (http://www.elibrary.ru);

9. Harmonassaas snexkTporHas 6ubnuorexa (http:/n36.pd/);
10.  KubepJlenunxa (http:/cyberleninka.ru/).

11.  Cupasouno-HHGOPMALHOHHBIH MopTai "PyccKui s3p1k" (http://gramota.ru/);
12.  Cryxba TeMaTHIeCKHX TOKOBBIX CIOBapel (http://www.glossary.ru/);

13.  Crnosapu u sumuknonexuu (http://dic.academic.ru/);
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14.  KomcympranTt IDmroc - cIpaBodHAs IpaBoBas CHCTCMa (mocTym IO JIOKaTbHOM
CETH)

6. METOJJAYECKHE YKA3AHWSA IS OBYYAIOIIIUXCA
110 OCBOEHHUIO JUCHHUILJIMHBI

TuctumzHa  «/J0KyMeHTaHOHHOe olecretenue YnpaBJIeHHD IpeycMaTpHBacT
JeKIHOHHBIE ¥ TNPAaKTHYECKHE 3aHATHS. Y CHCIIHOE H3YYCHHC JMCIHMIIIMHEL Tpebyer
CHCTEMATHYECKOTO TIOCCINEHHS 3aHATHH, aKTHBHOH paGOTEI Ha MPAaKTHYECKHX 3aHATHAIX,
BBIMIOJTHEHMS YUeOHBIX 3aJ[aHAi NpernofaBareslsi H CaMOCTOATENbHOH paboTEl CTYJAEHTa,
03HAKOMIICHHS ¢ OCHOBHO# M JIOTIONHHTEIBHOR THTEPaTypOH.

[To Kypcy MpPeayCMOTPEHO MPOBEACHUE JCKIHOHHBIX 3aHATHHM, Ha KOTOPBIX [MacTCs
OCHOBHOI cHCTEMATH3MpOBaHHBIN MatepHal. [IpennasnadeHue nexuuit mo xypey «CospeMeHHas
OprTEXHUMKA H OPraHH3allys IeONPOU3BOACTRAY 3AKITIOHACTCH B CIEAYIOIIEM:

- H3OIKCHNE BaKHEHIIeH HHPOPMAIHH T10 3aIaHHOH TEME.

- TTOMOIIIb B OCBOEHHH (PyHIaMEHTAIBHBIX TPo0IeM Kypea.

- [IOMYJIpH3aIys HOBEHIINX TOCTIKECHUH COBPEMEHHOH HayIHOH MBICITH.

CTyleHTy TIIpejiaraerTcs HalmMCaHHE KOHCICKTa JMEKIMH: KpaTKo, CXEMarHdHo,
TOCJIe0BaTeNIbHO (PMKCHPOBATh OCHOBHBIE MOJIOKCHHS, BBIBOJIEL (opmymHpoBKH, 0000INEHHS;
TOMEYATE BAXKHBIC MBIC/IH, BELIENATE KIFOYEBLIE CIIOBA, TEPMHHEL [IpoBepKa TEPMUHOB, TIOHATHHR
¢ TIOMOINBIO 3HIUKIONENH, CIOBapeH, CIIPaBOYHHKOB ¢ BBINHCEIBAHHEM TOJIKOBAHHH B TETPab
(cocTaBnenne Tesaypyca). OO03HAYMTL BOIPOCHL, TEPMHHEL, MaTeprall, KOTOpPBIA BBI3BIBACT
TPYZHOCTH, TOMETHTH ¥ TONLITATECA HAHTA OTBET B pexomeHgyeMoii ymTeparype. Ecmu
caMOCTOSTENBHO He yjaeTcs pa3odpaThes B MaTepHaie, HeobxonuMO chOpPMYITHPOBATE BOIIPOC H
3a71aTh IPETIO/IABATENO Ha KOHCY/IBTAIlMH, HA IIPAKTHICCKOM 3AHITHH.

JIeKIHY [0 JAHHOMY KypCy [PEeJOCTaBIIOT 6a30BYIO0 OCHOBY JULT HCIIOJIB30BaHHA OpyTHX
dhopmM  yueOHBIX  3aHATHH, TaKMx KaKk  CCMHMHApCKOe 3aHATHE,  KOHCYJIBTAIlHs,
nud GepeHIIPOBAHHbIN 3a4eT.

[IpakTuyecKHe 3aHATHA (CEMHHAPEI) MpPEIHA3HAYCHBl yriIyOIeHHOr0 H3y4eHHA
TIpeJIMETa, OBIIA/ICHAE METONOIOTHEH, NPUMCHHTENBHO K ocobeHHOCTSM H3yuaeMol Hayku. Ha
ceMUHApaX CTYJEHTH! 3aKPEIUIIOT 3HAHWA, TOTY4CHHBIC Ha JICKIHMAX MM H3 y4eOHUKOB, B
mpomecce WX IepecKasa MM OOCYXIEHHS. [ToAroToBKa K 3a@HSTHSIM), BBICTYILICHHE C
COOBIIEHHSIMH PACIITHPSIOT 3HAHUS CTYASHTOB II0 KYpPCY.

JluiaK THYECKHE [T CeMHIHAapa.

-yrny6ieHne, CACTEMATH3ALMA 1 3aKpeIICHUE 3HAHMI, NpeBpalleHie UX B yOeKIeHU;-
IpOBepKa 3HAHWH,;

- IPUBUTHE YMEHHii F HaBBIKOB CAMOCTOSTEIbHOH paGoTHI ¢ y9eOHUKOM, CTATBEH M IIP.;

-pa3BUTHE KyIbTYPHI pedd, GOPMUPOBAHHE YMCHIA apryMEHTHPOBAHO OTCTaWBaTh CBOIO
TOUKY 3pEHHMs, OTBEYas Ha BOIPOCHI APYTHX CTYICHTOB U IPETIONABATEIA,

- yMEHHE CITyIIaTh JAPYTHX, 33/laBaTh BOIPOCHL.

B  3aBHCHMOCTH OT CTeNCHH AKTHBH3AIMH MHEMHYCCKOH HIH MBICTTHTEIBHOR
JIeATEeNFHOCTH CTYAEHTOB (QOPMBI OpraHU3alMK CEMHHAPCKUX 3aHATHI MOXHO pa3/euTh Ha JIBa
Tuna: 1) penpoLyKTHBHEIH U 2) IPOJTyKTHBHBIH.

PerpoIyKTHBHBLHA THIT OPraHM3alAn 3aHATHS PE/II0Naract, Mpexe BCero, AKTHBH3AIUIO
MHEMHYECKHX crocobHoCTeH cTyneHToB. OHM JI0JDKHEL 3aIIOMHHTE H MIEpECKasaTh OmpeeNICHHbIA
yaeOHBIH MaTepHal Ha OCHOBE MarcpHala JeKIui WM y4eOHWKOB HIIH ICPBOMCTOYHHKOB.
[IpOXyKTUBHBIA THIl OPraHW3allM{ 33HATHS Iperojaract aKTHBH3ALHIO MBICITHTEIBHBIX
criocobHocTel cTymenToB. OHH NO/DKHBI CPABHATH, NPOAHATM3HPOBATE, 06006IIHTE, KPUTHYECKH
OLCHHTh, CHENATh YMO3AK/IIOYEHHE Ha OCHOBE YCIBINAHHOTO MM IIPOTHTAHHOTO MaTepHaa.
Takoil xapaKTep 3aHATHIO [PHIAET IOCTAHOBKA BONPOCOB CIIEYIOMICTO THIIA: YeM OTIHYAETCA...;
Uro OOIEro MeKAy.., Kak@e MEXaHH3MBL.; BblICHHTe [OCTOMHCTBA M HEHNOCTATKH...
(TIpexmosaraeTcs, 9T0 OTBETEI Ha 5TH BONPOCHI B IBHOM BHJIC B yyeOHUKE WK JIEKIHH HE JaHBI).

Bun (popma) ceMHHApa ONPEAENseTCs COACpXkaHHEM TEMBL, YPOBHEM MMOATOTOBKH
CTY[EHTOB JAHHOW IPYIIBI, HAIPaBJICHHCM H mpoduIeM HX IOATOTOBKH, HEOOXOIMMOCTBIO
yBs3aTh TpeliofiaBaHie y4eOHOM MMCLMIUIMHEL C JAPYTAMH MUCLMILIHHAME, H3y4aeMbIMH
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CTyZdeHTaMH. BuJ ceMHHapa MpH3BaH crnocobcTBOBATE Hambojee IOTHOMY PaCKpBITHIO
cojlepiKaHus U CTPYKTYDBI oGcysKaeMoil Ha HEM TEMbl, 00CCICHHTD HauOONBIIYI0 aKTHBHOCTD
CTY/IEHTOB, PELICHHE I03HABATENbHBIX ¥ BOCIHTATE/IBHEIX 3ajad.

B paMmkax Kypca HpeoNiaracTcsi HECKOJBKO BHJIOB CEMUHAPCKHX 3aHATHA, a2 HMEHHO!
BOIIPOCHO-OTBETHBIH BHI CEMHHApa, CEMHHApP-IAMCKYCCHA, aHATU3 TIPOOJIEeMHBIX CHTYallHH,
o6CyKIeHMEe NHCEMEHHBIX paboT CTY[CHTOB (pedeparos). I'mOKOCTE BH/IOB CEMHHAPCKHX
3amaTHi, [IHPOKHE BO3MOXXHOCTH IOCTOSHHOTO MX COBCPIICHCTBOBAHHA MO3BOJIAIOT Haubolee
HOJHO OCYIIECTBIATE OOpaTHYIO CBA3b C 00y4aeMBIMH, BBIACHAS Ui ceOs PAX BONPOCOB,
AMEIOIIHX BAKHOE 3HAYECHHE Ul [I0CTAHOBKH BCEro y4eOHOTOo mporecca.

[Ipg TOATOTOBKE K TPAKTHIECKOMY 3aHATHIO CTY[ACHTBI HMEIOT BO3MOJKHOCTH
BOCIIOJIB30BATHCSH KOHCYIbTALMAMHY IIPEIIONABATCIIA.

IIpy NOATOTOBKE K MPAKTHYECKHM 3aHSATHIM HeoOX0AUMO:

- IPWHOCHTH ¢ COBOH PEKOMEH/IOBAHHYIO TIPENO/ABATeNIeM JTUTEPATypy K KOHKPETHOMY
3aHATHIO;

- O O4YepeNHOr0 IPAaKTHUECKOro B3aHATHA IO PeKOMCHIOBAHHBEIM THTEPATypPHBIM
JCTOYHHUKAM TPopaboTaTh TEOPETHYSCKUH MaTepuall, COOTBETCTBYIOILEH TEMBI 3aHATHS,

. B pauale 3aHATHH 3amaTh IMPENOJABATENIO BONPOCH [0 MaTepHaly, BBI3BABIICMY
3aTpyJHEHHS B €ro IOHHMaHHM K OCBOCHWH TIpH pelmeHud 3aad, 3aJaHHBIX UL
CaMOCTOATEIBHOIO PEIICHHS;

- Ha 3aHSTHH JOBOJUTh K@Ky 3agady [0  OKOHYATCIBHOTO  PEIICHHA,
ZIEMOHCTPHPOBATh ITIOHMMAHHWE IPOBEICHHBIX pAacHCTOB (aHanMM30B, CHUTyaluii), B cCIydac
3aTpyIHEHUH 00paInaTsCs K IPEenoaBaTelio.

Ha 3aHsTHH OYeHh BAXHO BEICTYIIATH BCTYIHTENHHOE CIOBO IMpPENOAaBaTeld, yACHHTb
HeTh W 3aJaud CeMHHApCKoro 3amarhs. ClemyeT BHHMATEIBHO CIyIIATh BBICTYILIGHHS CBOHX
COKYPCHHKOB ¥ OBITb TOTOBBIM BBICTYNHTB C JIOTOJIHCHHEM, BBICKA3aTh CBOE IOHHMaHHE
npo6nems1. JKenaTenbHo, 4TOGB! BEICTYTICHHS 6pUT0 CBOGOIHEIM, apryMEHTHPOBAaHHBIM. B xone
IHCKycCHH HeoOxomuMo 0003HaYHTh OCHOBHBIC Ipo6IIEMBI PacCMaTPUBAEMOH TEMBI (penomena,
CHTyallud M T.I.), 1arTb OOOCHOBaHMIL. BrICTYILIEHHE II0 OCHOBHOMY BOIPOCY HE JOIDKHO
npesbmmars 10—15 mamyT. JIOIOMHERU MOTYT 3aHAMATD 110 5 MuryT. KonudecTBO IONOIHEHUH 1
BONIPOCOB K BEICTYNAIOIIEMY HE OrpaHHHCHO. MaTepran Kypca MOXKET OBITH XOPOIIO YCBOCH
JMIIe B TOM CIydae, €CIH €ro H3yueHue OyleT NPOBOMHTBCH PEryIAPHO, CHCTEMATHYECKH,
JO3MPOBAHO ¥ PATMHUYHO, B TEISHHUE BCEIO CEMECTPa.

BakHEHIIMM 3TAIlOM Kypca SBIISETCS CaMOCTOATEIIbHAL pabora. CamocTosTenbHas paboTa
CTYIEHTOB IO Kypcy IIOHHMAeTCAd Kak MHOrooOpasHas HHAMBHIyalbHas M KOJUICKTHBHAA
JeATeBHOCTh CTYIEHTOB, OCYIIECTBIseMas MOJX PYKOBOACTBOM, HO 6e3 HEIMOoCPEICTBEHHOr0
y9acTHs PEONABATEN B CIEIHATLHO OTBEACHHOS UL 9TOT0 BHEAY/IATOPHOE BPEMSL.

MeTONOMOTHIECKYI0  OCHOBY — CaMOCTOSTENTBHOH paGoTBl  CTYIEHTOB  COCTABIACT
JleSTETBHOCTHEIN TIOAXOM, KOrha Leid 00y4eHHs OPHEHTHPOBAHBI Ha (hopMEpOBAHUE YMEHUH
pemaTh THIOBBIE M HETHIIOBBIC 3a/1awd, T. ©. Ha PEANLHBIC CHTyalliH, IZie CTyAEHTaMm Halo
IIPOSIBUTE 3HAHUE IaHHO# y4eOHOM IUCIUIITIHHEL.

[[enBl0 CaMOCTOATENBHOM paboThl CTYNEHTOB SBIACTCA yrayOieHHe H 3aKperIeHHE
3HAHM CTY/IEHTa, Pa3BUTHE aHAIMTHYCCKUX, HCCICAOBATCILCKIX H TEXHOJIOIMUEeCKUX HABBIKOB
1o npobieMaTHKe Kypea.

B KauecTRe WHIMBHAYaNbHOM CaMOCTOSTENbHOH pAGOTRI CTyASHTAM IpPe/UIaralored
CIIEIYIOITHE 3a1aHMs:

- M3roToBleHHEe WLIOCTPATHBHOTO MaTepHala [0 BbIOpAHHOH TeMe (moaroToBKa
IIpe3eHTalHH).

-. Hamucanwe pehepaTos 10 IPeIToKEHHON Ipodieme.

- KoHCIeKTHpOBaHHE pasfieioB y4eOHHKA IIO OIpe/ie/IeHHOH TeMe C IPHBEICHHEM
coOCTBEHHBIX IPUMEPOB.

- Pa6ora ¢ HAyYHEIMH IIOHATHAMHE — COCTaBIICHHE Te3aypyca.

- OmNBIT CAMOCTOSTENLHOTO PACCYIKIEHHS, T.e. IOHSTHHHOH pedeKCHH TIO IOBOXY
HAY9HOTO BOIPOCA, IIOCTABIEHHOr0 MPEOAaBaTeNeM C JIOTHICCKI 000CHOBAHHBIMH BEIBOAAMHU.
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1. Hanucanue pegpepama — 5T0 OOBEMHEIH BHI CaMOCTOSTE/IBHOM paboThl CTYIEHTA,
coneprkamui HH(GOPMAIIHIO, JOTMONHSIOMYIO U Pa3BUBAIONIYI0 OCHOBHYIO TEMY, H3yHacMylo Ha
ayIATOPHBIX 3aHATHSIX.

PedepaT sBIsETCS CaMOCTOATEBHON HayIHOH paboToH, comepiKammen 0030p COCTOSHHS
cephl peToIaraeMoro ueceosanus. Tema pedepara BEIOHpaeTCA CTYIEHTOM U3 IPOTrpaMMEI
FUTH 7K€ CTYZIEHT MOJXKET IPEJUI0XKUTH CBOIO, 3apaHee e COrIacoBas ¢ [PeIIOaBaTe/eM.

TpeGosanus K odopmMiIeHUI0 pedepaTa:

O6beM pedepara 15-20 cTp. (BKIFOYAs CIUCOK JIHTEPATYPHI H [PHIOKEHHS).

Crpykrypa pedepara:

— THUTYJIBHBIH JIACT,
cofepIKaHue;
peezieHHE (06BeM 1-2 cTp.);

OCHOBHAS 4acTh 1-3 raBbl (0030p HCCIENOBAHMH IO JAHHOH MPOOJTEMAaTHKE,
pesyJIbTaThl HCCIENOBAHHH aBTOpa 10 yKa3aHHOH TeMe, BO3MOXKHBIC HaIPaBICHHA JallbHENIIIX
HCCIIEI0BaHHH);

— 3akmouenue (1-2 cTp.);

— CITECOK merofb3yeMoit mureparypsl (10-15 mHaumenoBannuii). CIHCOK pacrioaracTes B
anaBUTHOM mopsyiKe. VIHTEDHET MCTOYHHMKH YKa3BIBAIOTCS B KOHLE CIHCKA, C COXpaHCHHCM
HyMepaluH.

IIpudt — Times New Roman. Pasmep mpudra 14. MaTepsan 1,5. Hymepanus CTpaHHIl B
HH3y, 1[I0 TEHTpY JcTa, apabckumu nudpamu. Ilons: 1esoe — 3 cm, mpaBoe — 1,5 ¢M, BepxXHEE H
HIOKHEee — 1o 2 oM. A63am — 1,25¢cM. B TexcTe CCBUTKH HYMEPYHOTCA B KBaJpaTHBIX cKoOKax,
HOMep yKa3blBaeT Ha MCTOYHUK B CIIMCKE JTUTEPATyPEL. THTYIBHBL THCT He HymMepyeTes. Hauano
HyMepaIuu co 2 CTp.

Pedepar ckpemngercs B ManKy-CKOPOCIIHBATEb.

PexoMeHIanMn o pabore ¢ ATHTEPATYPOi

[Ipy M3y9eHHH IHCLMILIMHBI Y CTYASHTOB MOIDKEH BeIpabaThBATECA DPAIllHOHATBHO —
KPUTHYECKHN IOJXOI K M3Yy9aeMbIM [pOOIEMaM H SABICHHSM. DT0 BKIKOYAET TOHUMAHHE TOTO,
4To CO BpeMeHeM paA HHGOPMAIMOHHBIX M TEOPETHIECKMX MATCPHAOB yCTapeBact, Tpedys
KPUTHYECKOTO oTHOMEHUS. C IPyTroif CTOPOHEIL, KaKZIbIi TEKYIIHA BOIIPOC MMEET CBOIO HCTOPHIO,
KOTOPYIO TOXe TOJIe3HO 3HaTh. Kaxkoe coOBITHE MOKET UMETh PasHBIC HHTCPIPETALH, IO3TOMY
CJI0BA, CKAa3aHHEIE MHOTO JeT Ha3ajl, MOTYT HMETh BaKHOC 3HAYCHHUE.

Yro6bl MOHATH CONEpIKAHWE MaTepHaa, HYKHO yMETh €r0 IPOTHTHIBATE. HaunzaThb
cleflyeT ¢ TIPeIBAPUTENBHOTO IIPOCMOTPa, B XOI¢ KOTOPOTO 03HAKOMHTECH ¢ HA3BAHHEM paboThI,
¢ aHHOTAmHeH, OINABIECHWEM, mpemucioBHeM. Yacto 3ambicenn paloTel ACEH YK€ I
O3HAKOMJICHHH ¢ ee HasBaHueM. Ho ocoOeHHO HHTEpECeH MPOCMOTP OTIABICHHSA, B pe3ylIbTaTe
KOTOPOTO CTAHOBMTCS SICHBIM Pa3BUTHE MBICIH aBTopa. Hemoxo ObUI0 OBl IOSBHBIIHECS IIPH
5TOM MBIC/IH 3a(QUKCHPOBaTh Ha Oymare.

TIpocMaTpuBas TEKCT OIJIABJEHWs, HYXHO OCTAHOBHTBCA Ha TEX INaBaX, KOTOPEIC
TIPEICTABIIAIOT Ul Bac OCOOCHHBIH HHTEPEC, Gerio 03HaKOMHTBCS C HHMHE, COCTaBIAL B OOIIAX
geprax cBoe IpecraBneHue o HuX. Llems aToro OeHCTBHA — HAaWTH MecTa, OTHOCAIIHECS K
HCKOMOM TeMe, OIIPE/IEIIHB [IPH 3TOM, UTO [[EHHOTO B KXK/IOM U3 HHX.

Cremyromuii 9Tan — MPOYTEHHE BBINETEHHBIX MECT C (uKcanue caMpIX TITaBHBIX
cpenennit. [Ipy 3TOM Haj0 4eTKO ¥ ACHO OCO3HABATh LEJIb YTEHHS, IOCTOSHHO NCpia e¢ TCpel
coBol: MO KakoMy BONpOCY HyxkHAa HHGOpManus, Ui 4ero HyXHE, €¢ Xapakiep H T.A.
HeOOXOIMMO MEHSATh PEKUM YTEHHS — OT OEryioro BAYMYHBOIO — B 3aBUCHMOCTH OT HCHHOCTH
pH(OpPMANNH, OCTAHABIIMBAsCH TaM, /1€ 9TO TpeGyeTcst 1y Tiy00KOro MOHUMaHH TEKCTa.

CrefyeT HaydUThCS ONPENENSTh CTPYKTYPY TEKCTa MO COMNOXYMHCHHOCTH €TI0 gacTel,
VYHTHIBAA B3AMMOCBS3h TEKCTA C PHCYHKAMH, CHOCKAMH, PUMCIaHUAMH A tabmunamu. Bee 310
TOMOKET [OHHMAHMIO TeKcTa HpH OEryoM O3HAKOMJICHMH ¢ HUM. Tak BEIpabaThIBAETCS
CIOCOBHOCTE IIPH IPOUTEHHE Cpasy OHMMATE CMBICI i 3HAYCHHE HOBOK nHpOpMAaLIHH.

MHOrHe KHHTH ¥ CTATHH MMEIOT B CBOEM almapare CIUCKH JIMTEPaTyphl, KOTOPBIe AaloT
BO3MOKHOCTD TIOTIOTHUTE HH(POPMAIMOHHYIO OCBEIOMIEHHOCT O JONOIHATEIbHON TATEPATyPe
0 JIAaHHOMY BOIIPOCY.
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OTHenBHEIN 3Tal MPOYTEHHSI — BEIEHUE 3anuced MpouynTaHHoro. CymecTBYeT HECKOIBKO
BUIOB 3allMCel: IJIaH, BEITHCKH, TE3UCHl, aHHOTALH, PE3IOME, KOHCIIEKT.

ILnanom y06HO MOIB30BaTHCS [PU HOATOTOBKE K YCTHOMY BBICTYTUIEHHIO TI0 BEIOpaHHOM!
Teme. KaxIpli MyHKT IUIaHa JOJDKCH PacKphIBATh OJHY H3 CTOPOH H30paHHOH TEMBI, & BECh IUIAH
JIOJDKEH OXBATHIBATh €€ HETHKOM.

Te3nchl NPEATIONATralOT CKATOE H3T0XKCHHE OCHOBHBIX IIOJIOXKEHMH Tekcra B (opme
yTBepIKAeHHS MiM orpunaHus. OHH sBILHOTCH Goliee coBepmeHHOH (OpMOH 3amuced H
NpECTABISIIOT OCHOBY UL AUCKYCCHH. K TOMY K€ MX JIErKO 3allOMHHUTB.

AHHOTAIIHS — KPAaTKOE M3JI0XKEHNE COePIKaHUs — JaeT oblnee npescTaBIeHue o paboTe.

Pe3romMe KpaTKo XapakTEpU3yeT BBIBO/IbI, TTIABHEIE HTOTH IIPOH3BEICHHUA.

KoHcnexT spisercs Haubojiee pacnpocTpaHeHHo#H dopmoit BeaeHus 3amucei. OCHOBHYIO
TKaHb KOHCIIEKTA COCTABIITIOT TE3UCHI, NOIOIHEHHBIE [OKA3aTENBCTBAMH H PacCyKICHUAMH.
KoHcrekT MOXeT OBITh TEKCTYaJlbHBIM, CBOOOIHBIM MM TEMAaTHYECKHM. 1excmyaibHbil
TpeacTasiseT co6old MUTATHHK ¢ COXpaHEHHE JIOTHKM paGoTEl B CTPYKTYpHI TekeTa. C60600wHbLl
KOHCIIEKT OCHOBAH Ha M3JI0KEHWH MaTepHaia B TOM MOpsKe, KoTopeli Oone ynoben asTopy. B
3TOM CMBIC/IE KOHCIEKT MpeICTaBisieT coOMpaHHe BOETHHO MBICIEH, pasOpOCaHHBIX [0 BCEH
kuure. Temamuyeckuii KOHCIIEKT MOXeT OBITH COCTABJIEH II0 HECKOJNBKHAM HCTOYHHKAM, IIE 32
OCHOBY OepeTcs TeMa, HHTEepIpeTHpyeMas 0 — Pa3HOMY.

DKOHOMHIO BPEMEHH JaeT HCIIONL30BaHHE IIPH 3allMCAX Pa3IHYHOrO poja COKpAIeHHH,
ab6peBHATYpEl W T.JI. MHOTHE HCIIONL3YIOT Ui PETHCTPAllWM HCCIEAyeMBIX TEM CHCTEMY
kaprouek. [[perMyInecTBO KapTodek B TOM, YTO T€Ma TaM M3J1araetcs O4eHb CKaTo, H OHH O9YCHb
yI0GHBI B MCIOJB30BAHNHE, T.K. KX MOXXHO Pa3IOXKHUTh Ha CTOJIE, IEPErPyNIIHPOBaTE U O3 Tpyna
HaWTH HCKOMYIO TEMY.

7. OIEHOYHBIE CPEACTBA AJISI KOHTPOJIA YCIIEBAEMOCTH

7.1. IlacopT poHIa OLIEHOYHBIX CPEACTB

Kon
Ne KonTpomapyeMble pa3fensl (TEMBI) | KOHTPOJMPYEMOi HammMenoBanue
/o JTMCIIHILITHHEI KOMIIETEHITHH OLIEHOYHOTO CpeCTBa
(WM €€ 4acTH)
Pazgen 1. Beenenue B 1. CocrarneHue
JOKYMEHTHPOBAHHE YIIPaBIEHYECKOH OK 1, Teszaypyca
eITeILHOCTH OK 10,ITIK 2.4 2. VerHsIi onpoc
1. (muckyccHs)
3.Hamucanue pedepara
4. Pemenue nmpoOGneMHBIX
3a/mad
Pasnen 2. Opranuzaims paboTel ¢ 1. Yyactue B IUCKYCCHH
5 JOKYMEHTaMH 2. Hammcanue pedepara
3. Pemenue npobieMHBIX
3a1a4
4. Ycrusli onpoc
[TpomesxyTouHBIH KOHTPOIIb OTBeTH! Ha BOIIPOCHL

7.2. Arrecranus o0ydawmuxcss HA COOTBeTCTBHE HX NEPCOHAIBHBIX JA0CTHIKEHHMH
NO3TANHLIM TPeGoBaHHAM

Jlnunsle [Ipumepsr
®opma
3Hanus YMmenus Ka4decTBa OICHOYHBIX
arTecTaluu .
obygaromuiics | CpeicTB
TeKyIIas - 00 OCHOBHBIX - IOJTE30BaThCA JIucuummHup | Te3aypyc,
MTOJIOKEHHSIX I10 HA3YYEHHEIMHA OBaHHOCTD, pedepaTsl,
JIOKYMEHTHPOBAHH | CTAHIAPTH3HPOBAHHEI | OTBETCTBEHHOC | BOIIPOCEHI IS
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10 MH TePMUHAMH; Tb, YCTHBIX
yIpaBIeH4IeCcKOH - IPUMEHATD Ha WHUITHATHBA, OTBETOB Ha
IeATeTbHOCTH; TIPaKTHKE KOMMyHHKa0e | JMCKYCCHOHH
- TEPMHUHOJIOTHIO B | TOCYJIapCTBEHHEIE JIBHOCTB, BI€ BOIIPOCEI;
obnacth CTaHIApTEL, JApyrue BOCIIMTAHHOCT | peIIeHHE
JOKYMEHTAllHOHHO | HOPMATHBHBIC H b. KelcoB,
ro obecnieueHus METOUYECKUE BBINIOJIHEHHE
YIIPaBIICHHS JOKYMEHTEI, IIPaKTHYECKH
- 0 IIpaBHJIAX peryiaMeHTUPYIOLITHE X 3a/1aHuH
o opmMIIeHHA OpraHH3alyio
JOKYMEHTOB; JOKYMEHTALlHOHHOTO
- HOPMaTHBHEIE obecnieueHus
JTOKYMEHTEI, YIIPaBICHHUS;
PErIaMeHTUPYIOIL | - COCTaBILITh H
e COCTAaBJIEHHE H | NPAaBHIBLHO (B
odopmiieHHE COOTBETCTBHH C
OPraHH3aHOHHO- | JEHCTBYIOIIHMHU
PaclOpsAIUTENEHBl | HOPMAaTHBHBIMH
X IIOKYMEHTOB JIOKYMEHTaMH)
- 06 yHuuKanun o opMIIITE
¥ CTaHJapTH3alUyl | OCHOBHBIC BH/IBI
yIpaBIeHYECKUX OpraHU3allMOHHO-
IOKYMEHTOB PACIIOPSAAUTENBHBIX
- hOpMBL, METO/IBI | JTOKYMEHTOB;
H CHCTEMBI - BEITIOJTHATE
JOKYMEHTHPOBAHH | OMNPEIETIECHHbIE BUMBI
q; pabort 1o
- HOPAIOK | OpraHM3anuy paboT ¢
opraHu3alnuu JIOKYMEHTaMH B
TOKYMEHTOB B YUPeKICHHUS;
KOMILIIEKCHI; - odhopMIIATE
-3aKOHOJATEIbHBIE | HOMEHKJIATYPY Il K
aKThl 1 (bopMHpOBATE Aela B
HOPMATHBHBIE COOTBETCTBHH C
JIOKYMEHTBI T10 HOMEHKIIaTYpOi A€,
OpraHU3aluu - OCYIIECTBIIATh
paboTEI ¢ JOKYMEHTHPOBAHHE H
IOKyMEHTalueH; OpraHu3aIio paboTel
- mpaBuia | C JOKYMEHTaMH,
COCTaBJICHUS H - T0JIB30BATECS
0(hOpPMIIEHHIO OCHOBHBIMH
Pa3IMYHBIX BUIOB | HOPMATHBHO-
JIOKYMEHTOB; MPaBOBBIMH
-TpeboBaHus K JTOKYMEHTaMH B
TEKCTY obnactu
cmyxeOHBIX JIOKYMEHTHPOBAHHUA
JIOKYMEHTOB; - COCTaBIISITh U
- obmue ohopMIIATE
paBHIa pa3IMYHBIe BH/IBI
OpraHU3aIul JIOKYMEHTOB;
paboTsl ¢
JOKYMEHTaMHU

IIPOMEKYTO | - 00 OCHOBHBIX - TIOJIb30BATHCS Hucummmana, | Kommuexr
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qHas

MOJIOKEHHSX 110
IOKYMEHTHPOBAaHH
10
yIpaBIeHYECKOU
IEeSTENBHOCTH,;

- TEPMHHOJIOTHIO B
obnacti

H3y4EHHBIMHU
CTaHIapTU3HPOBAHHEL
MU TepMHHaMHU;

- IPUMEHSTh Ha
IIPAaKTUKE
TOCYdapCTBEHHBIE
CTaHIapThI, APyTHE

JOKYMEHTallHOHHO | HOPMATHBHEIE H
ro obecrnedyeHus METOIUIECKHE
yIIPaBICHUS JIOKYMEHTBL,

- 0 [IpaBHIax periIaMeHTUPYIOIIHe
odopMITEHHS OpraHU3aIHIO
TIOKYMEHTOB; IOKYMEHTAIHOHHOTO
- HOPMaTHUBHEIE obecrieueHUus
TOKYMEHTEI, YTIpaBJICHHUS;
PETIAMEHTHPYIOIL | - COCTABIIATE U

He COCTAaBJICHHE U | NPaBHJIBHO (B
odopmiIeHHE COOTBETCTBHH C
OpraHHu3anuoHHO- JEHCTBYIOIUMHA
pacHmopsiIATeNEHEl | HOPMaTHBHBEIMH

X IOKYMEHTOB JOKYMEHTaMH)

- 00 yHH(pUKAIUH 0hopMIIATE

¥ CTAHIAPTH3AIKUH | OCHOBHBIE BHJIEI
YIIPaBIEHYECKHX OpraHu3alMOHHO-
JOKYMEHTOB PacIOpAAUTENBHBIX
- bopMBL, METOIBI | JTOKYMEHTOB;

U CHCTEMEI - BEITIOJTHSATD
JOKYMEHTHPOBAHH | OIpPEIE/ICHHBIE BHIBI
o, pabor 1o

- HOPSAIOK | OpraH3aluy paboT ¢
OpraHM3alnuu JIOKyMEHTaMH B
JOKYMEHTOB B YUPEIKITCHAS;
KOMIIJIEKCEI; - oopMIIATE
-3aKOHOJIATENIbHBIE | HOMEHKIIATYpPY A€ B
aKTHl ¥ (hopMHPOBATH JEIa B
HOPMaTHBHEIE COOTBETCTBHH C
IOKYMEHTHI 110 HOMEHKJIATYpOH JelT;
OpraHu3aluH - OCYIIECTBIIATE
paboTsl ¢ IOKYMEHTHPOBAHHE
IOKYMEHTAIlHEH; OpraHM3aIHi0 paboTEI
- IpaBiia | C JOKYMEHTaMH;
COCTaBJICHUS H - IIOJIE30BATHCA
0(pOpMIICHHIO OCHOBHBIMH
pa3IMYHbIX BUIOB | HOPMAaTHBHO-
JOKYMEHTOB; [IPaBOBEIMH
-TpeboBaHUs K JIOKYMEHTaMH B
TEKCTY obracti

CITyKeOHBIX IOKYMEHTHPOBaHHUS
JIOKYMEHTOB; - COCTaBIIAITh H
- obnrue ohopMIIATE

paBmia pa3IHaHbIe BH]IBI
OpraHu3aluHl JIOKYMEHTOB;
paboTEI ©

JOKYMEHTaMHU

OTBETCTBEHHOC
Th,
HHUIHATHBA,
KOMMYHHKabe
JTBHOCTB,
BOCIIHUTAHHOCT
b.

TEOPETHYECK
HX BOIIPOCOB
K 3K3aMeHY
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Kpurepuu oneHKH 3HAHUH

1. Kpurepuu oleHKH 110 pedepary:

— OILIEHKA «OTIMYHOY» BEICTABJIAETCS CTYAESHTY, ECIIM BRIOpaHHAS TeMa aKTyallbHa, B TEKCTC
OHA TIpeJCTaBIeHa JIOTMYHO, TOJHOTa W TIyOMHA PacKphITAS OCHOBHBIX TIOHATHIA NPOOTEMBL.
yMeHHe paboTaTh ¢ JMTEPaTYpoH, CHCTEMATH3HPOBATL U CTPYKTYPUPOBATE MATCPHAT BhIpaxeHo
CBOE OTHOLIEHME K TEMe M OIMCAHbI COOCTBEHHBIE OPUTHHATBHBIE HeH. [[prB/IeYeHE! HOBEHIIHE
paboTel 0 mpobieMe (KypHAIbHBIE ITyOIHKaIlMH, MaTepHabl cOOpHHUKOB HAay4uHBIX TPYIOB U
7.1.). TpeGosanus x odopmienuio pedepara COOIIONEHEL Brimepskan JTUTEpaTypHBIA CTHIIb.
OrtcyTcTBre OphorpaduuecKiX 1 CHHTAKCHIECKIX OIHOOK, CTHIMCTHIECKAX MOTPEIIHOCTEH;

—OIIEHKA «XOPOIIO» BBICTABIAETCSA CTYIEHTY, €CIIH BBIPAXKECHA aKTyallbHOCTD BBIOpPaHHOK
TeMbl. JIOTHYHOCTH H3okeHHs. TeMa pacKpeITa HEJOCTATOUHO HOJHO. OObeM COOTBETCTBYET
TpeGoBanuaM K JaHHOMY BUIy pabor. HemoCTaTOYHO apryMCHTHpPOBAHEL coOCTBEHHBIE HJICH.
TpeGopanus k odopmieHmo pedepara COOMIOJCHEL BriepaH JTUTEPAaTYPHBIA CTHIIb.
OrcyterBre opdorpaguueckux ¥ CHHTAKCHYECKHX OLIHOOK, CTHIMCTAIECKAX [TOTPENTHOCTEH;

—OIEHKA «YIOBIECTBOPHTENBHO) BBICTABIACTCA CTYACHTY, €CIH: BEIOpaHHas TeMa
aKTyallbHa, HO HENOCTaTOYHO IIONTHO pPacKphITa. O6BbeM HE COOTBETCTBYET TpeOOBaHHMAM K
naHHOMY BHAY paGor. CrmaGo OTpakeHBI COOCTBCHHBIC HJEH, HO TEKCT BBICTPOCH JIOTHHHO H
nocemoBareIpHo. TpeGoBanus K opopMiIeHHIO pedepara COOMIONCHE! YACTHIHO. He Beinepxan
JIUTEpaTypHBIl  CTHIb. IIpHCYTCTBYIOT —opdorpaduueckue H - CHHTAKCHHYCCKHE OIIHOKH,
CTHUIIMCTHYESCKHE TOTPEITHOCTH;

—OLEHKA (HEYJOBIETBOPUTEIHHO)» BBICTABIIACTCS CTYICHTY, €CIH OH HE NpelOCTaBHI
pabory.

2. Kpurepun o1eHKH YCTHOTO onpoca (nHcKyceHn/KoJUIOKBHYMOB/cobece10BaHuMs):

—OLEHKA «OTIHYHO» BBICTABIAECTCS CTYAEHTY, €CJIH OH TIIIyOOKO H3YHMII y4eOHBIH
MaTepuan M JMTEpaTypy [0 mpoGieme, MOCHEIOBaTENbHO H HCUCPIBIBAIOIIE OTBEHACT Ha
[IOCTaBJIEHHBIE BOIIPOCHI;

—OILIEHKA «XOPOIIO» BEICTABIAETCA CTYEHTY, ECIIH OH TBEPHO 3HACT MAaTCPHal M OTBCHACT
6e3 HABOAIIMX BOIPOCOB, Pa3GUpaeTes B IATEPATYpe 1o mpodieme;

—OIeHKa «YOBJIETBOPUTEILHOY BEICTABJIAETCS CTYAGHTY, €CIIH OH 3HACT JIHIIb OCHOBHOH
MaTepuan, IyTaeTcs B JHTepaType To mpobneme, a Ha 3afaHHBIC BONPOCHI OTBETACT
HEI0CTATOYHO YETKO H IIOJIHO;

—OLEHKA «HEYJOBJIETBOPUTEIBPHO)» BBICTABISCTCS CTYACHTY, €CIH OH HE yCBOWI
OCHOBHOTO MaTepHala, He CMOT JOCTaTOYHO IOJHO M IPaBHJIBHO OTBETHTH HA IIOCTABJICHHBIC
BOIIPOCH], HE 3HAET JIUTEPaTyphl 110 mpodieme.

3. KpuTepus oueHKH OPH PEIIeHHH KeHCOB

OleHKa «3a9TEH0» BBHICTAB/IAETCH CTYAEHTY, eC/IH:

—3afaHde BBHITONHEHO M OTIHMYAETCs TIYOHHOH M COAEPKATENbHOCTBIO, TAHHBIC JIOTHTHO
OCTPOGHHBIE, TOJHBIE, JaHBl HCUEPIBIBAIOIIME OTBETBl, JNEMOHCTPHPYET MPHMCHEHHE
AHATUTHIECKOI0 H TBOPHECKOTO IOX0I0B;

—CTYJIEHT JEMOHCTPUPYET YMEHHE BECTH HAyTHYIO IHCKYCCHIO.

OLeHKA «HE 3a9TEH0» BBICTABJAETCH CTYACHTY, €CJIH:

—CTyHEHTOM HE DAacKpEITO COJACPXAHWE 3a/laHud, o0HapyXeHO HE3HaHWe WIH
HEIIOHUMAaHKe CYIIHOCTH BOIIPOCOB;

— IOIIyIIIEHHI CyIIeCTBEHHBIE (haKTHIeCKKe OLIMOKH IIPH OTBETAX Ha BOIIPOCEI;

—Ha IIOMONHHTEIBHEIE BOIPOCH! CTYICHT 3aTPyAHSCTCS 1aTh OTBET WMJIM [a€T HEBCPHEIC
OTBETEL.

7.3. OueHo4YHBIE CPEACTBA /1JIs IPOBE/IeHHs TEKYel aTTecTalny
Tesaypyc. Tesaypyc NO3BONSET BBISBATH CMBICI HE TONBKO C MOMOLIBIO ONPENSICHHA, HO H
IOCPEICTBOM COOTHECEHHS CII0BA ¢ APYTHMHU IOHATHAMA U HX ITPYIIIAMHE.
Tembl pedepaToB
1. IloHsiTHE 0 JOKYMEHTaX, CII0c00aX JOKYMEHTHPOBAHHUS, HOCHTEILIX HHQOpPMALHU
2. [TousaTHe 0 GYHKIMAX JOKYyMEHTA
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3 [Tpu3HaKy | CTPYKTYPa JOKYMEHTA

4. YauduKalys ¥ cTaHAapTH3alus JOKYMEHTOB.

s YHA(HIEPOBAHHBIE CHCTEMBI JOKYMEHTAIHH

6. ®opmysisp-obpaser 0praHE3aliOHHO-PACIOPAAUTENLHOIO JOKYMEHTA

4 TpeGoBanust kK OQOPMICHHIO DPEKBH3HMTOB OPraHU3alMOHHO-PACIOPSIHTEbHBIX
JIOKYMEHTOB

8. I[TpaBuna 0GOPMIEHHS OCHOBHBIX BHIOB OpPraHH3alldOHHO-PACTIOPSIUTETBHBIX
JOKYMEHTOB

9. CrpaBouHO-HHGOPMAITHOHHBIE JOKYMEHTHI

10.  Cnyx06a HOKyMEHTalMOHHOTO OOECIIEYEHH s YIIPABIICHHS.

11.  TpebGoBaHus K OpraHU3anKH JOKYMEHT0060pOTa

12.  Ilpuem HOCTYHAIOIMUX TOKYMEHTOB, OPraHM3alMs JOCTABKH JOKYMEHTOB

13.  TpeGoBanus K OpraHW3alli¥ XpaHEHHs HCHONHEHHBIX JOKYMEHTOB B
JeJIONPOU3BOACTBE.

14.  Homenxnatypa men

15.  TpeboBauus kK GOpMHPOBAHHIO JIEII B AEIOIPOK3BOICTBE

Bompoce! 111 yCTHOTO 0TBeTa (IHCKYCCHH) 110 TeMaM:

Paznen 1. BeeneHre B JOKYMEHTHPOBaHHE YIIPAaBICHYECKON NEATENBHOCTH

Tema 1 JIokyMEHTEI B CIIOCOOBI IOKYMEHTHPOBAHUSA

1. Kak#M HOpMaTHBHEIM JOKYMEHTOM PErTIaMEHTHPYIOTCA OCHOBHEIE TEPMHHEI

B 00J1aCTH JEJI0NpOU3BOACTBA?

2. Uto BKITIOUAET B ce0sl MOHATHE «IOKYMEHT»?

3. Kaxuve S3BIKH ¥ CII0COOBI JOKYMEHTHPOBAHUS BEI 3HaeTe?

4. Ha3oBHTe COBpEMEHHBIE BUIBI HOCHTENEH HH(OPMAIIHH.

5. KaxkuM 3aKOHOM yCTaHABIHBAETCS IPABOBOH PEXUM CO3JaHMA, XPAHEHHS U
HCIIONIB30BaHMs HH(OPMAITHOHHEIX PECYPCOB?

6. UeM OT/IMYAETCH JOKYMEHT JIMIHOTO IIPOUCXOK/ICHHSA OT O(QHIMAIBHOTO NOKYMEHTa?
7. Uto o6ycliaBIHBaeT IOPHIHIECKYIO CHITY O(QHIMAIBHOrO JOKyMEHTa?

8. Yo normuMaercst oK HOMAGYHKIIHOHAIBHOCTBIO JOKyMEHTa?

9. HazoBHTe OCHOBHEBIE OJIOKH (TpyTIIIEl) QYHKIUHA JOKYMEHTA, YeM XapakTepu3yeTcs
KOKIBIE O110K?

10. Kak Mensiercs feifcTBHe QYHKIMII BO BpeMEHH?

11. HazoBuTe OCHOBHBIE CBOMCTBA JOKYMEHTA.

12. TaiiTe onpenenexue atpuOyTHBHOCTH (QYHKIIMOHATBEHOCTH, CTPYKTYPHOCTH)
NOKYMEHTa.

13. Ha3oBHUTEe OCHOBHEIE IPU3HAKH JOKYMEHTa U JaiiTe KpaTKylo XapaKTePHCTHKY
KaJKA0TO U3 HHUX.

14. Yro Takoe ropuaudeckas cHiia JOKyMeHTa?

15. TaiiTe onpejieieHue MOTMHHAKA U TyOnHKaTa JOKyMEHTa,

16. JTaiiTe onpeneleHne KOIUu JoKyMeHTa. Korya Konus 1oKyMeHTa IpaoOpeTaeT
FOPUANYIECKYIO CHITY?

17. YeM DOAIMHHBIA JOKYMEHT OTIHYaETCS OT IMOATI0KHOTO?

18. YUto mpemcTasiisieT co00H JOKYMEHT, QalbcH(pHUIHPOBAHHBIN MOJTHOCTEIO?

19. Yro mpencrasisieT coboit JOKYMEHT, (albCHQUINPOBAHHBINA YaCTHYHO?

20. Yto mpencrapiser coboi opUruHan JOKyMeHTa?

Tema 2 YHEuHKaHs U CTAHIApTH3ANHA JOKYMEHTOB, CHCTEMBI JOKYMCHTAIIMH
1. KaxoBEI OCHOBHEIE 1[eTH YHU(DHKAIHH JOKYMEHTOB?

2. UTo yYMTHIBAETCS TP IPOBEICHIY YHH(DHKAIMH JOKYMEHTOB?

3. YTo MOHMMAETCS MO CHCTEMOM JOKYMEHTAIHHN 7

4. Kakue OBIBAIOT CHCTEMBI IOKYMEHTAIHH?

5. B gem ocobernHocts YCOP/?

6. Uro mpexacragisieT cobol cTaHAApT U KaKHE BUIbI CTAHIAPTOB IPHMEHSAIOTCA
B Hame# cTpaHe?
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7. YUTo BXOIMT B KOMILUIEKC HOPMATHBHEIX JOKYMEHTOB IO CTaHAAPTH3AIMN?

8. Kt0 paspabaThiBaeT i yTBEpK/IaeT HOPMATUBHBIE TOKYMEHTEI 10 CTaHIAaPTH3AIHH
1 KTO OCYIIECTRIAET KOHTPOIb H HAA30D 3a coOMOoIeHHeM HX TpeOOBaHHH?

9. Yro npencrasiser coboit YCJI u xakue peficTyromue B Hamel crpane Y CJI

BEI 3HaeTe?

10. Yro rmoHuMaeTCs 0 PEKBH3UTOM JOKyMeHTa?

11. Yto onmpenenser GopMyJisp JOKYMEHTa ¥ 4eM OTIHYaeTces (PopMysap JOKyMeHTa
oT popmynspa-odpazua?

12. Kak¥M HOpMATHBHBIM JOKYMEHTOM pPErilaMEHTHPYETCH 1P

Tema 3 PekBH3UTEI H OJIaHKH JOKYMEHTOB.

1. Kaxue popmarsl GyMars HCIIONB3YIOTCS A oCTpoeH s (GopMyisapa-o6pasia

ora?

2. Kakue pasmeps! noneit OPJ] ycranosnens! Gpopmynsapom-oopasmom OPI?

3. MoryT i1 Ha IOJISIX JOKYMEHTa pacloaraTtbCs Kakue-JIH00 peKBH3HTEI?

4, Kakol MaxCHMaJIbHEIH COCTAB PEKBH3HTOB YCTAHOBIEH QopMyIIpoM-00pasom?

5. CKOJIBKO MMOJIOXKEHHUH TabynaTopa HCIIoNb3yeTCs IPH 0(OPMIICHUH PEKBU3HTOB?

6. Kakue peKBH3HUTBI OTHOCATCS K IIOCTOSHHBIM?

7. Kakve peKBU3HTHI SBJIAFOTCS 00A3aTEIbHBIMH !

8. CKOJIBKO CYIIECTBYET Cr10c000B 0hOpMIIEHH PEKBU3HTOB?

9. Yro XapakTepHu3yIOT LOIOIHUTENbHBIE pekBU3uTE OP/I?

10. YeM mpoIOIBHELM BAPHAHT PACIIONOKEHH PEKBU3UTOB 3ar0JIOBOYHOM JacTH

6nmanka oTimuaeTces oT yriosoro? 11, KakwMu cmocobamy MOKHO H3rOTaBIMBATh OTaHKH
JIOKYMEHTOB?

12. Yto gBIsieTCs OCHOBOMH JUIs IPOEKTHPOBaHKS OaHKa JOKyMeHTa?

13. Jinsa odopMiIeHHs KAKHX BHIOB JOKYMEHTOB HCIIONB3yeTcs 00muii 6mank?

14, Kakue DOCTOSHHBIE PEKBH3UTEI MOT'YT OBITh HAHECEHBI Ha KaX (bl BHJ OlaHKa?

15. Kakumu criocobaMu MOTYT OTMEYaThCst Ha O1aHKaxX MecTa JjIs IEPEMEHHBIX

PEKBU3HUTOB?

16. Yem oOuuii 61aHK OTIHYAETCS OT ONlaHKa MHChMa?

18. Kakue TpeGOBaHuSA IPEABABIIOTCS [IPH H3TOTOBICHHA OJIaHKa ¢ M300paKEeHHEM

Iocynapcteennoro repba PO mm repbos cydsextoB PO?

19. Uto HEoOXOMMMO IIPEACTABUTH B TUIIOTPA(HIO A1 M3TOTOBJICHHS OnaHKa?

Tema 4 Oprasu3alHOHHO-PACHOPSOUTENbHAS JOKyMeHTanud. OpraHu3alHOHHBIE
JOKYMEHTEL

1. Kakue JOKyMEHTBI OTHOCATCS K OpraHU3al[HOHHBIM?

2. B wuwem 3axkmodgaercs oco0eHHOCTE OGOpMIIEHHS 3arojioBka K TEKCTYy B
OpraHU3alMOHHBIX JOKYMEHTaX?

3. Korja opranu3aiioHHbIE JOKYMEHTEI IPHOOPETAIOT IOPHAMIECKYIO CHITY?

4, Kax cTpOMTCS TEKCT B OPraHH3aIlHOHHBIX JOKYMEHTax?

5. Kak monro JielicTByeT OpraHH3allMOHHbIH JOKYMEHT? MOKHO JTH BHOCHTh H3MEHECHUA

B TEKCT OPraHU3alHOHHOr0 JOKYMEHTa?

6. Kaxue cBeieHHs TOJDKHBI COIEPKATHCS B TEKCTE YIPEAUTENBHBIX JOKYMEHTOB?

7. C xaKoif MeMBI0 CO3a0TCs THIIOBEIE B IIPUMEPHBIE OPraHU3allMOHHBIE JOKYMEHTEI?

8. KakoBa cTpyKTypa TeKcTa IIOJI0XKEHHs 00 OpraHu3alyn?

9. B 4eM COCTOHMT pa3igre TaKUX JOKYMEHTOB, KaK IITaTHOE PACIHCAHUE H

CTPYKTYpa ¥ IITATHAS YHCICHHOCTD?

10. IToueMy HO/DKHOCTHAS HHCTPYKIIMA HE COCTABIIAETCS JIJIA KATETOPHH CITy)KaLlHX

«pykoBoguTenn»? UTo HOMKHO COIEPKATHCA B TEKCTE KAXKIOT0 pasziena J0KHOCTHOM

HHCTPYKITUH?

11. Kakue BUABI OpraHU3aLHOHHO-PACIOPSITUTEIEHBIX TOKYMEHTOB OTHOCATCSA K

pacIopsIIUTEIbHEIM?

12. [ToueMy pacnopsAUTENbHLIE JOKYMEHTEI OTHOCATCS K IIPABOBEIM aKTaM?
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13. Korga pacnopsanuTelbHEIC JOKYMEHTEI BCTYTIAIOT B chiy?

14, Kak pasmugaiorcs 110 cepe IeHCTBHS PAaCIOPAAUTCIILHEIC JOKYMEHTBI?

15. Uro SBISETCA OCHOBAHHEM JUTA H3/IAHHS PACIIOPSINTEIBHOTO IOKyMEeHTa?

16. Kax ¢cTpouTCS TEKCT PacloOpsiIUTEIbHOTO JOKyMeHTa?

17. Kax odopmiisiercst OTMETKA O HAJIMYHMH IIPHIIOKEHHA B PACTIOPATHTEIEHOM

JOKYMEHTE?

18. Kakuie oprafbl IpUHAMAIOT TIOCTAHOBICHHE?

19. UTo 03HAYAET [aTa B PACTIOPSTUTELHOM IOKYMEHTE, IPOCTaBIIseMast B 3aTr0JI0BOYHOH
yacTd OnaHka?

20. B xaxo#t GopMe H31ar0TCA COBMECTHBIC PaCTIOPAINTEIBHEIC JIOKYMEHTEI?

21. Kakue 65IBalOT BUIBI IPHKA30B?

22. Yem oTymuaeTcst oOpMIEHHE [PHKA3a [0 JIHIHOMY COCTaBY?

23. Kto mMeeT mpaBo MOIHCH Ha IPUKa3ax”?

24, Kakoif peKBH3HUT HMEETCs TONBKO Ha J[BYX BH/aX PaclOPAIMTE/IbHBIX J0KYMCHTOB

- YKa3aHHIX ¥ PACTIOPDKEHUIX?

25. Tlo KaKkiM BOIIPOCAM H3[AK0TCS PACIOPSIKEHHE U yKa3aHHe?

26. Kaxue JOKYMEHTHI OTHOCATCA K TPYIIIIE CIPaBOYHO-HH(OPMAIHOHHBIX?

27. Ha xaxux 6mankax ohopMISIOTCA CIIPABOYHO-HH(YOPMAIMOHHBIE TOKYMEHTEI?

28. Kak CTpOMTCS CTPYKTypa TeKCTa CITykeOHOro miucsma’?

29. KakoBsl mpaBmia 0QOpMICHHs TelerpaMMB!?

30. B uem 0coGeHHOCTE 0hopMiIeHH TeTedOHOrpaMMBI?

31. Kakue GBIBAIOT BU/IBI IPOTOKOJIOB H YeM OHH OTIHHYAIOTCA IPYT OT ApyTa?

32. Kak odopmiisietcst BBOAHAS YacTh IPOTOKoa?

Paspen 2 Opraumzamys paboThl ¢ TOKYMCHTAMH

Tema 1 Opraruzauus J0KyMeHTO000pOTa

1. Kak HasbiBaeTCs ciIysk6a, OCyIeCTBIISIONas JOKYMEHTAHORHOE 00eceueH e

YIIpaBIIEHHS, B 3aBECHMOCTH OT IIPHHA/IIEXKHOCTHA K OTIpe/IENIEHHOM IPYIIIe OpraHu3aui?

6. UTo ycTaHABIMBAET HHCTPYKIHS 10 €JIONPOU3BO/ICTBY U KAKAE PA3ICIbl TEKCTa

MOTYT BBITH BK/IFOYEHEI B Hee?

7. Kaxme ¢yHKuuH B ciyxOe OpraHM3alli¥ BBUIOJHAET KATCrOPHA  CIIyallhX
«CIIETHATACTEI»?

8. Ha Kakue BA/IBI JEONPON3BOJICTBEHHEIX paboT pa3paboTaHbl HOPMEI BpeMEHH?

9. Yro Takoe JOKYMEHTOOOOPOT H KaK OCYMIECTBIACTCA  I[IOJACHET obbema
noxymeHTooO0poTa?

10. Kaxue NOTOKH IOKYMEHTOB IIPUHATO Pa3iu4ark B COCTaBE nokymentoobopora?

11. HazoBuTE OCHOBHBIE ATAIIEI JOKYMEHTO000POTA.

12. HazoBHTe OCHOBHBIE IPHHIMAIIL OPraHH3alliy JOKyMEHT0000poTa.

13. Kakue cymecTBYIOT OpraHH3alHOHHbIE (POPMEI JeI0NPOH3BO/ICTEA X IEM OHH

OTJIMYAIOTCS APYT OT Jpyra?

Tema 2 Opranusaiis peruCTPaIii JOKyMEHTOB H KOHTPOJIb HCIIONHEHHA IOKYMEHTOB

1. KTo B OpraHH3aIysx OCYIIECTBIIAET IPHEM B OTPabOTKY KOPPECTIOH/IeHITHH ?

2. IToyemy IeHTpanH3anys IpEeMa U OTIPABKH - HEIIPEMEHHOC yCIIOBUEC paluoHaIBHOH

opraHu3anMi JoKyMeHTo060poTa?

3. Kaxue BrbI paGoOT BEIIOIHAIOTCS H KAKHE CPEACTBA OPITEXHUKH TPHMCHAIOTCA

11pe 06paboTKe MOCTYIAIOMEH KOPPECTIOHACHIIIH?

4. Yro npeactapisier coboi pexkBusat 29 «OTMETKa O MOCTYIIICHAN JOKYMCHTA

B OpTaHHU3ALHIO» U TJIe OH IPOCTABIISCTCS?

5. Iloyemy He Bce KOHBEPTBI ITOJUIEKAT YHHUTOKCHHIO IIOCTIe BCKPBITHSA?

6. Kaxum 06pa3oM OCYIIECTBIISETCS JOCTABKA KOPPECTIOHACHIIMH?

7. Kyna joJpkeH nepe/iaBaThCs JOKYMEHT, €CJlIH B PEKBU3HUTE 15 «Anpecar» yKa3aHO

TONEKO HAMMEHOBAHWE OpraHU3aIMH !

8. UTo J0JIKHA CHeIaTh SKCIEIUIINS, €CIH [IPH BCKPBITHH KOHBEPTA 00HapYKHIIOCE,

9TO JOKYMEHT MOCTYIHI 6e3 MpHIIoKEHHH?
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9. Kaxas KOppeCIOHIEHIMS HE MOIIEKHUT BCKPBITHIO?

10. Kakoif IpomeHT 0T 06IIero KoIuyecTBa MOCTYIHBIIIX JIOKyMEHTOB OOLIYHO =

IIOCTYIIAeT Ha PACCMOTPEHHE pyKOBOIUTENSA?

11. Kakue omepalud OCYIIECTBJIAIOTCS TPH  IIPEABApPHTEILHOM pPaccMOTPEHHH
TOKYMEHTOB?

12. Yro mpencrasisieT co0oH pe3oonu U IS OHA [IPOCTABIIACTCA?

13. MOKHO JIM IIPOCTABIATE PE3OIONHKIO Ha OTACTEHOM nucte?

14. Kyna mepearotes JOKyMEHTBI ITOC/IC UX paccMOTpeHHsA?

15. Kyna nepenatotcst 00palleHus rpaxiaH Iocie ux PaccMOTPEHHS PyKOBOACTBOM

OpraHu3aruu’

16. KTO siR/seTcs OTBETCTBEHHBIM 3 HCIIOJIHEHHE, ECIIH B PE30JIIOIHUH yKa3aHO

HECKOJIBKO HCIIOTHHTENEeH?

Tema 3 Opranu3alis ONepaTHBHOrO XPaHCHHs JOKYMCHTOB

1. UTO IPOUCXOAMT C JOKYMEHTaMH IIOC/IC OKOHHAHHA HX HCIIOJTHEHHUSA?

2. JlaiiTe onpeeeHAE IOHATHS «JICII0Y. Kax IpoucxouT ero GopmMuposanne?

3. Uro mpezcTaBiser co00i HOMEHKIATypa nen? Kax ona odopmisercs?

4. HazoBWTE BRI HOMEHKIATYPEI A€

5 Kakue BUJILI TIAMOK ACIONB3YIOTCS IIPU OPTaHU3alliH ONIEPATHBHOTO XPAHCHHIA

JIOKYMEHTOB?

6. Kax ¢opMupyeTcs HHACKC Je/a 10 HOMCHKIATYpe nen?

7. Kak moskeH ObITE cHOPMYITHPOBAH 3ar0I0BOK nena?

8. Ha OCHOBAHMH 4ero IPOHCXOIUT ONpPe/IeIeHHE CPOKOB XPaHCHHA JIOKYMEHTOB?

9. Uro Ha3bIBAETCS UTOTOBOM 3aIMCHI0 B HOMEHKIIATYPE ACT 1 TI0 Kakoit popme

OHA COCTABIIAETCS?

Tewma 4. [TopsIok epeads TOKYMEHTOB B apXHB AIIH Ha YHAMTOKCHHC

1. B Teyemnue KaKoro Cpoxa JOJKHBI XPaHUTBCS 110 MECTY (hopMupoBaHHs 3aKOHICHHBIE

JIeTIONPOM3BOICTBOM Jiena?

2. KakoBbl CpOKH XPaHEHHs JIEN, IOUICKAIINX [epeaiatc B apxuB OpraHu3aIun?

3. Uro npeAycMaTpuBacT IOJIHOS odopMIIeHHE JIeNa IPH HOATOTOBKE €0 K MEPeAate

Ha XpaHEeHHE B apXUB OpraHH3alliK?

4. B KakuX caydasx COCTaBICHHC BHYTpEHHEH OIHCH JIETa 06s3aTeNIBHO?

5. Uro 03HAYAET IEPECHCTEMATH3aIHs IOKYMEHTOB B JIEIIe H N0YEMY OHa [IPOBOJHTCS

TOJBKO IIPH [IOATOTOBKE JIeNa K Iepenatie Ha XpaHeHue?

6. Kax HyMepyIOTCs JIHCTHI Jeia?

7. Beerjia Iy cocTaBlseTcsl 3aBepUTENIbHAN HAAIHCh nena? YTo B Hee BXOTHUT?

8. Kaxum 06pa3oM MOJIIHBAIOTCS NOKYMEHTBI IOCTOAHHOIO CPOKa XpaHEeHH B

TRepIyo 0010XKKy? Beerna i fena nepenJieTarTes?

9. Kax IODKHBI XpaHUTBCS 0c060 IeHHBIE JOKYMEHTBI?

10. C KaKiMHF TIeJIAME TPOM3BOIUTCS OIHOE OHOPMICHHE [EI IPH AX IIOTOTOBKE

K Ilepeade Ha XpaHEHUE B apXHB OpraHd3andu’

Auaju3 npo6JeMHbIX CHTYALHH

Jlns mpoBeleHHS aHalu3a npobIeMHOM CHTyalluu HEOOXOIMMO IMPEKIE BCETo YETKO
chopMynHpOBaTh CYIHOCTD poGJIEMBI ¥ OIACATH CHTYALIHIO, B KOTOPOM 0Ha HMEET MECTO.

CozepikaHHeM aHaIn3a NpoOIeMHOH CATYaIlHH ABIACTCA:

1) oupeneneHue CYMECTBOBAHHA npo6neMel, T.6. YCTGHOBJICHME, €CTh I B
NeHCTBATEIEHOCTH IIpo0ieMa MK OHA SBIACTCA MHHMOH;

2) ompeeIeHre HOBU3HEI mpo0IeMHON CHTYalluH;

3) ycTaHOBIEHHE MPAIHH BOSHUKHOBCHHA npo6IeMHOM CHTYaIluH,;

4) ompe/ieIeHHE B3aHMOCBA3N € APyTHMH npoOIeMaMu;

5) ompeneleHHe CTENEHH MONHOTBL M IOCTOBEPHOCTH uHGOpMAlHE O INPOoOIeMHOH
CUTYyaIlHH;

6) ompee/ieHAe BOSMOXKHOCTH Pa3peiiMOCTH po0IEMBL.
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KEWUC-3ananue 1: Komnanus «M...» 3aHuMaeTcs pa3paboTKaMH IIpOrpaMMHOIO
obecmeueHus. 3apIuiaTa nepcoHala HalpsAMYIO 3aBHCHT OT KOJIMYECTBa BRIIIOJIHEHHBIX 3aKka30B. B
[OCJIeIHEE BpeMs B OpraHM3aluy HaOMIOJajicd pOCT 3aKa3oB, M COTPYIHHKAM IIPHXOIHIIOCH
MHOro pabotars. JIMutpuit B. — Bemymuii pazpaboramk. Tak momydmnock, 9TO B caMblif pasrap
paboThI OH CIOMAT HOT'Y U Mecsl ObUT Ha OOTBHUYHOM, HO paboTan yAaneHHO u3 noMma. [lostomy
PYKOBOIMTENE OIUIATHI €My He OONBHHYHBIN, a BBIIONHEHHBIE IPOEKTHI (TO €CTh COTPYIHHK
TTOTY9IHII IIOJHYIO 3apIuiaTy co BceMu OoHycamu). Ho ynaneHHO He OBIIO BO3MOMXKHOCTH PEIIUTH
HEKOTOpPEIe BOIIPOCHL, ¥ JIMUTpuUil BeINen Ha paboTy B BBIXOAHOW IO CBOEH MHHUIMATHBE, YTOOBI
JIOJIENIATH TO, YTO HE YCIIeN, HO 32 UTO YK€ ITOIY4HII OILIAaTY.

Yepes Kakoe-TO BpeMsl PYKOBOAMTENb MOIPOCUI JIMHUTPHS BHIMTH B BBIXOZHOH JI€HB, TaK
KaK CPOYHO HYXHO ObUIO 3aKOHYMTH NpoekT. OH cornacuncsa. Ho coycts Bpems [IMuTpuii cran
TpeboBarh JBa OTryna 3a paboTy B BBEIXOAHBIE. PykoBomuTenbk oTkazall, OOBSCHSAA, 9TO €My
IIOJIOXEH TOJBKO OiH. [Ipou3oren KOHPIUKT, KOTOPBIM IPHBET K TOMY, 4T0 JIMUTpHUH Harmuca
3agBrenne 00 yBonpHeHWH. HauyampHMK 00paTHiICS 3a MOMOINBID K JUPEKTOpPY IO IIEPCOHAIY
HOmuwm K., uto05!1 0HA mOMOTIA €My YpPerynupoBaTh KOHGIHUKT U 00BACHUTE JIMUTpHIO, 9TO eMy
JIEHCTBUTENIBLHO TTOJIOKEH OAUH OTTYIL.

3amanue. [lomormte HOnmuum K. HaliTH BBIXOZ M3 CIOMXKHBIIEHCcs CcHTyallud. [o ecTh
IPEVIOKUTE CBOE pEHICHHE Kelica, OTBETHB Ha CIEAYIOIIHE BOOpockl: — B deM ommOka
pykoBozuTelss U B deM He npaB Jmurpuit? — Kak FOmum oO0BACHUTE COTPYIHHKY, 9TO €My
MIOJIOXKEH OJMH OTTYJ, M He NeMOTHBHpOBaTh IpH 3ToM? — Kak opranusopars paboTy, 4TOOEI
TAKUX CHTYaIlWH He IPOHCXO0IHII0?

JlaHHBIA Kelic JO/UKeH OBITH pelleH ¢ IO3UNHK JIOKYMEHTalHOHHOro obecledeHns
yTIpaBJIEHHUS.

KEMC-3amanne 2: 3A0 «Cemena» momyuaer or OAOQO «MepKypuit» peKIamMHyO
fponrropy, IpencTaBIsIoILyo 00orpeBaTenbHbIe

IpuOOPEL, KOTOPEIE MOTIIH OBl HAWTH IPUMEHEHHE B TEIUIMYHOM XO3SIHCTRE.

Ha coBemanuu 1o HCIOIB30BAHUIO STHX NMPHOOPOB BBISICHUIIOCH, YTO IS IPUHATHS

OKOHYATENIFHOTO pelieHus1 HeobxoauMel OoJiee MOTHBIE NaHHBIE TI0 BCEM TOBapaM JaHHOMH
TPYIIIEL, TAKXe

IpeHCKypaHT 1IeH ¢ YKa3aHHEM YCIOBHH ITOCTaBKH.

3ananue: CocraBbTe HpoekT ciayxebHoro muckMa B cekperapuaT OAO «Mepkypui» c
3arpocoM Oonee noapobHOH HHGOPMAIHH O JAHHOM TOBApe.

KEWMC-3ananue 3: Ilo Bume GyxranTepun corpyauukaMm 3AO «CeneHa» B TeKyIIeM
mecse Oblma 3afepikaHa BbILIaTta 3apaboTHOM mnarel. ['maBHBOIE Oyxrantep HHGOPMHpYET
mupektopa 3A0 0 TOM, YTO 3aepiKKa HaJMYHOCTH ObLIa CBs3aHa C ono3fgaHueM Ha cder 3A0
JICHEIKHBIX CPEJICTB OT NPEeAIpUITHII-IapTHEPOB.

3amanue: B pomu OyxranTepa 3anonanATe GOpMyIsp cioyKeOHOH 3alHCKH.,

KEMC-3amanne 4: Bammm  paGortomareneM — SBIA€TCS  MHIMBHIYATbHBIH
peanprHUMarens. Bel npopabotanu 7 qHEH.

IIpu sToM paborta sBiseTcs a1 Bac ocroBHo# (c1.66 TK PO®).

3ajanue:

1. O0sizan 1M HHIMBAAYAIBHBIA IIpeNIpUHUMATEIs BECTH Ha pabOTHUKA TPYIOBYIO
KHHIKKY B JJaHHOH CHTyalHuH?

2. Ko u3 pabGoTonaTeneit He HIMEET IPaBO BECTH Ha pabOTHUKA TPYIOBEIE KHUKKH?

IIpakTH4ecKkue 3a]aHUHA

3aoanue 1.. Curyamus

3amectutens mmpektopa OO0 «3tamom» (3apeructpupoBaHo B T.IlerposaBoncke)
I1..AGpamoB 1 mexabps Tekymiero roja M3fal yKa3aHHe O rpaduke OTIIyCKOB Ha CIEAYIOLIHH
K&JIEHJapPHBIH IO, COrNIACHO KOTOPOMY DPYKOBOIJHUTENH CTPYKTYPHBIX NOAPA3AEICHUH NOJIKHBI
NpPEeJCTaBHTh B OTHEN KaJpoB CIIHCKH COTPYOHHMKOB C YyKasaHMEM IIPEJIojiaraeéMoro Cpoka
OYepeIHOTO OTIyCKa B CIeAylomeM KajleHJapHoM romy. Cpok mpencraBieHHs cruckoB — 10
nexabps Texymero roxa. OTnmeny KaipoB YKa3aHHWEM MPENNHCHIBAETCS COCTABUTEH CBOIHEBIA
rpabuk ormyckoB pabotHHkoB OOO Ha crlexyromud KaleHJapHeld roJ H Iepelars €ro B
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JMPEKIMIO Ha yTBepraeHre. OTBETCTBEHHBIM 3a COCTABICHHE IpadyKa HasHAaYeH HadalbHHK
otnena kanpos [aakparosa O.FO. Cpok npezcTapienns rpaguka — 20 nexkadps TEKYIIETo roja.

Vkazanne ObUIO 3aBH3MPOBAHO HAYAIBHHKOM OT/ENa KaupoB, INIaBHbIM OyXraiarepow,
FOPHCKOHCYIIBTOM.

3aoanue 2. Cutyauus:

000 «JTura» (Mocksa, 123465, yi. Mapoceiika, 1.15, e 384-05-90, daxc: 384-05-90)
3aIIAHMPOBAIO TPOBEeHHE BCepOCCHHCKON POXKIECTBEHCKOH SpPMapKH obysu ¢ 10 HOsIOps MmO
31 pmexabps Texymero roma. Opmako B cBssm ¢ TeM, 9to OOO «Jlura» He pacmomaraino
JOCTATOYHBIMH IUIOMANSIMH I/ IPOBEICHHS SPMapKH, VICIIOMHUTENBHBIA AUPEKTOp OOIIecTBa
A.A.KogeTtkoB BeIHYXIeH 051 0GpatuThes k JlupekTopy Beepoccuickoro BEICTABOYHOIO IEHTPA
T.K.TypoBy ¢ mpockGoit o mpexocrapnenuy obmectBy B apeHay 300-400 kB.M BBICTABOYHOH
IUIOIIA/{{ ¥ TApaHTHEN OIJIATEL

3aoanue 3. Caryanus:

3A0 «Ilomurpad» BEITONHUIO 3aKa3 Ha H3TOTOBIEHHE PeKIaMHBIX Mateprasor 1t 000
«CTponTensy. UubopMarus o BEIIONHEHHH 3aKa3a ObUla MepejiaHa MOCPEICTBOM COCTABIICHHA
tenedororpammsl, B koTopoit 3A0 «Ilomurpad» TakiKe IPOCHIIO OIIATHTE BEICTABJICHHBIA CYET B
cpok g0 20 pmexabpst Tekymiero roma. Tenepomorpamma Oblma MOANHCAHA 3aMECTHTENEM
mupextopa 3.M.CoHMHEIM H IIEpElaHa ero CeKpeTapeM.

3aoanue 4. Curyanus:

17 sEBaps TEKYIIEro Tofa B ajpec 3aBoja IO PEeMOHTY 9acOB ¥ HOBEIMPHBIX H3JCIHH
puOBLIA OCKITKA C 3aBO/Ia-IIOCTABIIHKA, IPH BCKPEITHH KOTOPOH OBUIO 06HAPYKEHO OTCYTCTBHE
JIBEHA/I1aTH KOPILYCOB IJIS 4acoB MapKu «MOJTHHSY», YHCIHBIINXCS IO mHaimagaoi Ne 18 ot 24
OKTSOpA TpeablIymero roga. Ui NOATBEpXKIEHWs NaHHOro (akTa HA OCHOBAHMM IpHKasa
mupekTopa 3aBoma Ne 12 or 18 smBaps Tekymero roga ObUla CO3JaHa KOMHCCHS 10X
IIpe/iceNIaTeLCTBOM HavalbHHKa oTaena cHabuenus Kapnenko EIL u ieHOB KOMHCCHH
nmkeHepa ITapnosa A.P. u 3as.cxknagom Ne 1 Kyapsimosa P.B. Komucenen OBUI cOCTaBieH akT 21
AHBapsl TEKYIIEro rojia, B KOTOPOM COJIEPXKANCH BBIBOA O TOM, YTO 3aBOJNOCTABIIMK JOIDKCH
OCTABHThH HEIOCTAIOINee KOMHYECTBO KOPIYCOB K dacaMm. AKT BCTYNHII B IEHCTBHE ¢ MOMEHTa
yTBepKAeHHs (22 AHBapA T.I.) IMPEeKTOpoM 3aBozia b.M.PoMaHOBEIM.

3aoanue 5. Cutyauus: '

Iupextop 000 «Meuray ITomsxoB B.M. 10 oxrTsOps TEKyIIEro roja M3iail NpHKas o
TIPOBEICHMH HHBEHTAPU3ALMH TOBAPHO-MATEPHANbHBIX [IEHHOCTEH Ha CKIajle MPEIIIPHATAL, O=n
HA3HAYHI KOMHCCHIO TOJ IIPeICeNaTelIsCTBOM KoMMepdeckoro aupektopa 3onorapesa EM. . B
COCTAaR KOMECCHH BOILIM IJIaBHBIA Oyxrantep Bomomuna E.H. u Gyxranrep Wsanosa B.C. . B
nprKaze OBUIO MOPYYEHO IpPEICTaBATh HA YTBEPKICHHE JOKYMEHTBI CKIEJCKOTO yHeTa (mo
cocTosHMIO Ha | OKTAGPS) M OT4eTH 06 OCTATKAX TOBAapHO-MATEPHATBHBIX LEHHOCTEH (110
coctosHuio Ha 10 okTsA6ps) k 15 okTsaOps. IIpoexT mpuxasa ObUT 3aBU3UPOBaH SKOHOMHCTOM
npennpusaTas Mutuaoi O.A.

3aoanue 6. Curyanus:

AfpecyiiTe THCEMO BO DBHeIIHesKOHOMMYeckoe oObemuHeHHe «TexMammsKenopT,
Tenepansusii mupextop Tumodees A.C. mo ampecy : 1.23 yin.Cperetika, Mocksa, 123290

3aoanue 7 Curyauus.

OdopMuTe TOANHCHL HA JTOKYMEHTE, €CIIM H3BECTHO, YTO €ro IOANHCAanad KOMHCCHS B
COCTaBe:

Ipencenarens — 'naubli uHxenep Kapros B.C.

Yjens! KoMuccun — Menepkep otaena coerra Comos A.M. 1

Sxonomuct OT3 Kopones B.C.

3aoanue 8. Cutyauus:

CocTaBpTe [OKTAMHYIO 3allUCKy O KOMaHIHPOBAaHHWHM pa0OTHHKOB Ha CHMIO3HYM.
OcTalbHEIE PEKBU3UTEL YKAKUTE CAMOCTOATEIIBHO.

3aoanue 9. Cutyanus:

CocraBbTe 3agBienue Ha nms gupextopa 10 «Cnasa» o mpueme Ha paboty W.A. Banosa
Ha JOJDKHOCTE Oyxranrepa. OcTalbHEIC JaHHBIE YKaKHATE CAMOCTOATENBHO.

ITpou3ssodcmeennble 3a0a4u
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1. PaspaGoTars 6manK o6IecTBa ¢ OrpaHHIeHHOH 0TBeTCTBeHHOCTRIO (Gatk OO0 «...»)

2. PaspaboTarh 61aHK OTKPBITOrO akiuoHepHoro oburectsa (bmank OAQO «...»)

3. PaspaboTars Gank HEAUBHAYaTEHOTO IpeanpunnmMarest (Gank WIT)

4, CocraBbTe MACHMO-MPOcEOy 3akpsIToro akionepHoro obmectBa «KPAC-mebens» B
KOMHTET BHEITHEIKOHOMHYECKHX CBS3eH aIMHUHHCTPAlHH OOJACTH O BEIJCICHHWH JIMICH3MH HA
nocraBky B Kutait 4000 T MeTamna B CBA3M C 3aKIIOYCHHEM KOHTPAkTa ¢ OOBEAMHCHHEM IIO
MEXIYHAPOTHOMY COTPYAHHYECTBY HA CTPOHMTENBCTBO JCBATHITAXHOTO OOIIEKHTHA B
Kpacmomape. COrnacHO KOHTPAKTy OIIaTa BHIIONHEHHBIX paboT OyaeT IPOU3BOIHTHCH
poccuiickuMU pyOIIsIMH B MaTepHalaMH.

5. CocTaBbTe JOKIAJHYIO 3aIMCKY HAdalbHHUKA OTAENA PYKOBOLUTEIIO IPENIPHATHI O
(bakTe HEBBINOIHEHHS PACIIOPSHKEHHS O MOHTaXe 000PYyI0BaHHS HA YYacTKE [0 PUYKHE C1aboro
KOHTPOJIS CO CTOPOHBI INIABHOTO MEXAHHKA.

6. CocTaBHTh YCTaB OpraHu3alvy (TpeNIpHITHS) T000H OpraHH3alHOHHO-IPABOBOA
dopmel o Bammemy BeI6opy. OGopMUTE Ha ycTaBe HEOOXOUMBIE MIOIIHCH K OTMETKH.

7. CocraBuTh aBTOOHOrpaduIo

8. CocTaBuTh 00pa3en HOMEHKIIATYPBI A€l OPraHH3allHH.

7.4. OuieHO4YHbIE CPeICTB /IS NPOBEACHHS IIPOMEKY TOUHOMH ATTeCTAIHH
[TpoMesxkyTOoUHAs aTTECTAllHA —3a4€T

7.4.1. IIpuMepHBIe BOIPOCHI 15 IPOBEIeHHS MPOMEKYTOYHOH aTTecTaluy (3a9eT)

1. KakoB mpeMeT JOKYMEHTAIIHOHHOTO 00eCIeYeH s YIIPaBICHHsA?

2. Kax cBf3aHO [IOKyMEHTAUHMOHHOE OOECIEeYCHHE YIPAaBIEHHS C JOKYMEHTOBEICHHEM,
JIeJIOTIPOU3BOICTBOM,

apXUBOBEICHHEM?

3. Kakyro ponmp HrpaeT NOKYMEHTAllMOHHOE OOecIedYeHHe B YIPABICHHH COBPEMEHHBIMU
OpraHU3aIusIMH?

4, Kakpe HOPMATHBHO-IIPABOBEIE &KTHI PErYJNHPYIOT JOKYMEHTAIlHOHHOE OOecIeueHHe
yIIpaBIeHus ?

5. KakoBa npakTruecKas 3HaUHMOCTE y4eOHOH THCIHIUIMHEL «IOKYMEHTAllHOHHOE 0DECIeYEeHHE
yIpaBIeHHA»?

6. Kaxoii 06BeM U CofiepsKaHIe UMEIOT IIOHATHA «MH(POPMAIHA» H «JOKYMEHT»?

7. Kakyto pose urpaeT uadopmanns B obecrniedeHHH 3P HEKTHBHOrO YIIPaBICHHS?

8. KakoBBI HCTOYHHKH IOJIYYSHHS YIIpaBIeHUeCKOH HHGOpMAaun?

9. KakoBbl Ha3HavyeHwe W (QYHKIHH CITy)KO NOKYMEHTAllMOHHOrO oOecIed4eHHs YIpaBIeHHS B
COBPEMEHHBIX

opraHu3anusax?

10. Yro Takoe «cHCTEMa JOKYMEHTAIMH» B «YHH(DHITHPOBAaHHAS CHCTEMA JOKYMEHTAI[HH»?

11. Kakue BHIbI YIIPAaBICHIECKHX TOKYMEHTOB BKIIIOUAeT B ce0s YHHQHUIHUPOBaHHASA CACTEMA
OpraHu3aiOHHO-PACTIOPSAANTENbHOH NOKyMEHTAluK !

12 TloHsATHE: «PEKBU3UT» NOKYMEHTA.

13. Yro TaKoe IOCTOSIHHEBIE U IEPEMEHHBIE PEKBU3UTHI OPraHH3allHOHHO-PACIIOPAIATENBHOMH
JIIOKYMEHTAIHH?

14. KakoB cocTaB IOCTOSHHEIX W MEPEMEHHBIX PEKBH3HTOB OPraHH3allHOHHO-PACIIOPSTHTEIBbHOH
JOKYMEHTALHH?

15. Kakde pEKBU3HTEI HCIOJB3YIOTCA B 3arOJIOBOYHOM  9Y4aCTH  OpPraHW3allHOHHO-
PacHOpsIHTEIbHBIX TOKYMEHTOB?

16. KakuWe peKBH3UTEl HCIONB3YIOTCS B COJNEPXKATENLHOM  9YacTH  OpaHHM3allMOHHO-
pacCIOPAIUTEIBHBIX JJOKYMEHTOB?

17. Kaxue pEKBHU3HTHI HCIONB3YIOTCS B OQOPMIIAIOIIEH 4YacTH  OpPraHM3aldOHHO-
PACIIOPSAUTENBHBIX JOKYMEHTOB?

18. Kakosbl TpeboBaHMS K 0)OPMIIEHHIO IIPEKA30B 10 OCHOBHOM AEATEIHHOCTH?

19. Kak 0()OpMHTE BEITHCKY W3 IIpHKa3a?’

20. Kak obopmuts permenne?
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21. Kak 0hopMHTE HOCTAHOBIEHHE?

22. Urto coboit mpecTapiieT Y CTaB Opranu3aum’?

23 KaxoBbl OCHOBHEIE TpeOOBAHHSA K COCTABIICHHAIO ¥ 0QOPMICHHIO Y CTaB OpraHA3arin?

24. Kak odopmuts I[Tonoxenne 06 oT/ese MM CIIy)K0e OpraHu3aiiin?

25. Kax 0hopMHUTH [ITATHOE pacrucaHue?

26. Kakue Tpe6oBaHus IPeIbABIIOTCA K 0QOPMIEHHIO J0r0BOpa, KOHTpaKTa?

27. Yro TaKoe HHCTPYKIHS, KAKOBO ee CoflepkaHue U opopmieHne?

28. Kakue TpeboBaHus IPEIBSBIIOTCA K 0QOPMIEHHIO IPOTOKOIA?

29, Kax 0opMHUTE TOKIAIHYIO, CITyXKeOHYIO H 00BACHHTENBHYIO 3aIIHCKU !

30. KakoBHI COBpeMeHHbIe TPeGOBAHMS K S3BIKY M CTHIIO YIPABJIEHYECKHX IOKyMEHTOB?

31. V3 kakmx 4acTelt CKIaAbIBAETCS JOKYMEHTO0O0POT OpraHu3aliiy?

32. KakoBbI 3Tallkl paboThl ¢ BXOIAIMMH JOKYMEHTaMU?

33. Kak ctpoutcst paboTa ¢ HCXOIIMME JTOKYMEHTaMi 7

34. KakoBa TeXHOJIOIHs paboThI ¢ BHYTPEHHUMH JOKyMEHTaMu?

35. Kakue 33189y JOKYMEHT0000pOTa pelaeT perucTpanus JOKyMEeHTOB?

36. Kakme ympaBleHYecKHe MOKYMEHTHI HE TOMANEKAT PErHCTpalvd B cmyx0ax
JOKYMEHTAIIHOHHOTO 00eCIeueH s yIpaBIeHus?

37. KakoB IIOPAIOK PEMHCTPALIMHA YIIPaBIEHIECKOro JOKyMeHTa?

38. Kakue CymecTBYIOT BHABI KOHTPOJIS HCIIONHEHHS JOKYMEHTOB?

39. Kakue omepamdd [0 KOHTPOIIO HMCIIONHCHHSA JOKYMEHTOB OCYIIECTBIIAIOT CITy>k6BI
TOKYMEHTAIIHOHHOTO 06ecIeueH s yIPaBIeH !

40. Kak ocyIiecTBIsSeTCS CHCTEMATH3AIMS ¥ XPaHEHHE JIOKYMEHTOB B OpraHHM3aliin?

41. Uto Taxkoe Jeno, ¢ TOUKH 3peHus JoKyMeHToBeAeH ! [[puBeuTe NpHMepE! e, XpaHAIIHXCH
B OpraHH3alyH.

42. PackpoiiTe CoOJepXaHHE IOHITHA (HOMEHKIaTypa Jei». Kakoe MOKHOCTHOE IHIO B
OpraHM3aIlAH OTBEYAET 3a COCTABIICHHE H BRE/ICHHE B NEHCTBHE HOMEHKIATYPHI JIeN?

43. KakoBbI pEKBH3UTHI HOMEHKIIATYPBI J€]17

44, KaxoBa cofiepikaTe/ibHas 4acTh HOMEHKJIATYPbI en?

45, Kakue IpU3HAKH 3aBe/IeHHs [IeNa HCIIOIB3yIOTCs IpH HOPMUPOBAHHHE Jer?

46. KakoB OCHOBHOR IIPUHIHI (OPMHAPOBAHHUS JOKYMEHTOB B JI€/a?

47, Kaxuie HOpMaTHBHEIE TpeGoBaHHs He06X0MMO cOOMOATE IpH GOPMHPOBAHUH nen?

48. Yo Takoe 3KCIIEPTU3a LEHHOCTH JOKYMEHTOB, M KaKHe JODKHOCTHBIC JIHIA B OPTraHU3allii
3aHHMAIOTCS €€ IPOBEICHHEM?

49, Kaxue HOpMATHBHBIE AKTHI PETYIUPYIOT IPOBEICHHUE SKCIEPTH3bI [IEHHOCTH OKYMEHTOB B
Oprasuzanun?

50. Yro ABnseTcs pe3yIbTaToM NPOBEASHHS SKCIIEPTH3B! IEHHOCTH JOKYMEHTOB opraHu3aIyuu?
51. Kak ocymecTBisieTcs IOATOTOBKAa M€l K apXWMBHOMY XpaHEHHIO B COBPEMCHHBIX
OpraHu3anusx?

52. Kaxue JOKyMEHTBI BXOJIAT B COCTAB JOKYMEHTAIHH I10 Ka/pam?

53. YTo Takoe TPYAOBOI KOHTPAKT?

54. KakoBLI OCHOBHBIE ¥ JJOTIOMHHTEIBHEIE YCIOBHS TPYI0BOIO KOHTpaKTa?

55. Ha xako#f cpoK MOKeT BBITE 3aKIIFOUEH TPYIOBOH KOHTPAKT?

56. Uto Takoe JmuHas KapTouka hopmer T-27 Kaxas uHpopManus GUKCHpyeTCs B HEi?

57. KaxoBEI IpaBUJIa 3aII0IHEHAS i XPAHEHHA TUIHBIX KapTOYeK?

58. Kakue meiicTBHS QUKCHPYIOTCS B IPHKa3axX 10 Kagpam?

59. KakoBBI CPOKH XpaHEHHS IIPHKA30B?

60. Uto Takoe muaHoe eno? Kakue TOKyMEHTHI BXOIAT B €10 cOCTaB?

61. KakxoB mopsjok OpMUPOBAHHS M XPaHEHHS JTHYHEIX e’

62. KaKOBEI [IpaBUIIA 3aMOJTHEHH|S TUTYIBHOTO JIHCTA TPYAOBOH KHIKKH?

63. Kakue cBejienus 0 paboTHHKe GUKCHPYIOTCS B €T0 TPYAOBOH KHIDKKE?

64. Kak xpaHsaTcs TpYIOBbIe KHHXKH, H BEJIETCA UX yUeT?

65. Kaxas OprTexHHKa HCIONB3YeTCs [UIL COCTABJICHHMSA JOKYMEHTOB B COBPEMCHHOM
JIeTIOIIPOHU3BOICTBE?
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66. Kakas OprTexHHKa HCIIONb3yeTCs A IOHCKA, XpaHEHHS M IepeJadd NOKYMEHTOB B
COBPEMEHHOM
IEOTIPOU3BOICTBE?
67. KakoBBI BO3MOXKHOCTH KOMITBEOTEPHBIX TEXHONOTHH B TOKYMEHTAI[HOHHOM O0ECIIEYeHHH
yIpaBiIeHHs?
68. KakoBbI BO3MOKHOCTH CPEJICTB TEJIEKOMMYHUKAIMH B JOKYMEHTAI[HOHHOM 00€eCIIedeHHH
yhnpaBiIeHHs?
69. B kakux ciydasx IPHMEHSIOTCS CTaHNAPTHBIE O(MHCHBIE NPOrpaMMBEl B OpraHH3alHA
JeJIOTIPOU3BOACTBA?
7.4.2 TlpumepHbIe 3a1a4H JJI8 IPOBeJEHUS IPOMEXKYTOYHOM aTTecTAllHH

1. OpopMETH MpHKA3 10 OCHOBHOH JESATEIBHOCTH CO BCEMH PEKBH3HTaMH SIpociiaBckui
roCyJapCcTBEHHEIM yHEHBepcuTeT. [IpmKa3z o HaydHO-HCCIENOBAaTENbCKOHM paboTe Ha JIETHUH
TIEpHOI. B COOTBETCTBHH C [NIAHOM Hay4HO-MCCIefoBaTenbekol paboTel Ha 2009/2010 yueOHbIH
roj npuKaspBao: 1. HanpaBuTh B MepHO IETHUX KAHUKYII HAYYHYIO SKCIEIUIIHIO IS H3yYEeHHs
s3bIKa ¥ (osbkiopa Haponos Cesepa. 2. 3aBeayromyro kaeapoii pycCcKOro A3bIKa U JIUTEpaTypsl,
KaHauaata QUIONOrHYecKMX Hayk, noueHTa CkBopuoBy A.A. Ha3Ha4YUTb PYKOBOJHTEIEM
skcnenuiuu. 3. PykoBoputemto sxcriemquuuy CKBOpLOBOH A.A. NPENCTABUTH Pa3BEpPHYTHIN IJIaH
paboThl dKcequUUK Ha 3acenanue YdeHoro cosera 18.05.2010. 4. KoHTpons 3a HCHOTHEHHEM
[pHUKa3a BO3JMOXKHUTL Ha cekperaps YdeHoro coseta Kosanenko @.II. Pextop yHuBepcutera
[1.B.I'openos

2. Odopmure pacnopsikeHHe co BceMd pekBusuTamu Otnenenue «MHTypHCTY.
PacropsikeH¥e O BBIIIOJHEHHH MEpONpPHTHE IO IOATOTOBKE jareps B mocenke I ebGoBckoe.
SIpocnasine. s opranu3anuu paboT IO MOATOTOBKE Jareps B mocenke I'eboBckoe U B HENAX
obecreuenus BeIIONHEHHS Pacnopsoxkenus [naBuaTypHCcTa 0T 26.03.2010 Ne 17 obs3piBaro: 1.
Hupextopos rocturun CrporanoBy W.IL., I'aBpunosy A.M.: 1.1. OtkomManHpoBare B Jarepsk Ha
nepuon ¢ 18.05.2010 mo 10.06.2010 paGounx CTpOUTENBHBIX CIIENMUAIbHOCTEH OIS BBIIOIHEHHS
pabor ¢ omraroit mo cpegHeMy. 1.2. CocraBHTH InaH peMOHTHBIX pabor go 20.04.2010. 1.3.
Obecrieunts paboTaromux HeoOXoAMMBIM 000pydoBaHMEM M HHCTpyMeHTOM. 2. KoHTpons 3a
HCIIOTHEHHEM PaclOpsKEeHHs BO3JOXKHUTHL Ha INIABHOTO MH3KeHepa bartypuna B.I'. I'enepaibHbLH
nupektop B.C.MBanos

3. OdopMHTE NOKJAJHYI 3alHCKy CO BCEMH pEKBH3UTaMH MexXaHMYeCKHil 3aBOZ.
JloxiafHas 3amucKa 0 HecOOOIEHHH TeXHUKH 0e301macHoCTH Ha cTpoiydactke. CTpoHTEeNBHO-
MoHTaxHOe ymupaeneHue Ne 1. I'maBHomy wunkenepy MraareeBy C.D. 3aBoj HEOTHOKPATHO
cTaBuJI mepe Bamu Bonpoc 0 coOMI0IeHHH TeXHUKH 0€3011acCHOCTH Ha CTPOHYYacTKe.

Opnnako 1o cux nop: 1. OTCYTCTBYIOT OTrpaXKAEHUs B MECTAX IIPOM3BOJICTBA CTPOUTENBHBIX
pabot. 2. He orpaxnaroTcs MecTa CBapOYHBIX paboT, Iie¢ MOTYT NajaTh IPEIMETHI C BBICOTHI. 3.
ITpu mpomusBojcTBe paboT B palioHe MexaHOCOOpPOUHOIO Iexa BeleTcs GeTOHHpOBaHHE KOJIOHH,
XOTs OrpakJieHue KOTIIoBaHa He cuenaHo. [Iponry cpouno npuHATH Mephl. MH)XKeHep o TeXHHKE
6esonacxoct B.C.Unpun

4, OdopmMuTh CpaBKy CO BCEMH PEKBH3UTAMH PeMOHTHO-CTpOHTENEHOE yIpasinenue Ne
21. CopaBka 0 XOJ€ KallMTAJIBHOTO PEMOHTA KHIBIX JA0MOB Io Iutany [ keaprana 2010 ropa.
Haganesauky YnpaBneHus xanutainbHoro pemonTta IIpaBurenscra fApocnasis Camoiinosy C.H.
BBox B sKcIuTyaTaruo Kumioi iomaau o miany I ksaprana 2010 rona cocrasiser 5324 M2 .
CmoHTHpOBaHO JXumoi miomanu 4066 M2 , HOINEKUT NEMOHTAXY M MOHTaxy 1574 M2 .
[Tepemano mox otnenounsle paborel 2551 M2 . IlepenaHo TOJA CaHTEXHMYECKHME U
anekTpoTexHudeckue paborel 4066 M2 . B CMOHTHPOBaHHBIX IIOMEINEHHSAX ITOJUIEHKAT
BHIIIOJTHEHHIO ~ BHYTPEHHHE  CTOJSIPHOOTAENOWHBIE  paborer  obpemom 1500 M2
HeynosnerBopurensHo BemyTes paborsl CVY-11 Tpecra Ne 3 mo meHTpanbHOMY OTOILIEHHIO,
BOJIOTIPOBOAY X KaHaau3auud B gome N 55 mo npocnekty Mammuocrpoutened. HauanbHHK
PEMOHTHO-CTPOUTENBHOrO yrpasienus B.I.Kapmog.,

5. Odopmuts cnpaBky cO BceMH pekBH3HTaMu I[IpuOopocTpoUTENBHEIA 3aBOJ
(yn.JImutpuera, 1.25, Apocnasne, 193198, 1e1.298 87 34). CrnpaBka B HAJIOIOBYH) HHCIEKLIHIO
3aBomkckoro paiiona Slpocnasma. Epemun Bacunmit Muxaiinosuu paboTaeT Ha 3aBOJE CIecapeM
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MexaHocOopognoro rexa. CpenaeMecsanas 3apabotnas mara 9700 pyGueit. [lupexkrop 3aBoma
W.W.Kapnos. I'maBHeni 6yxrantep A.A.AGpamoBa.

6. OdopMuTE aKT CO BCEMM peKBH3UTaMH 63 [1aBHOE ympaBieHHE IPOMBIIICHHOCTH
CTPOHMTENbHBIX ~ MaTepHaloB. AKT  YCTAaHOBJIEHHS  (AKTUYECKOH  IPOM3BOIHTEIBHOCTH
TEXHOJIOTHYeCKOH JmHuM. T.fIpocnaBnb. OcHOBaHME: INPHKA3 MHUHHCTPA INPOMBIIITIEHHOCTH
crpoutensHBX MarepuanoB ot 10.09.2009 Ne 108. Ilpencenarens — IJIABHBIA TEXHOJIOT
ynpasienus [lerpo JI.M. UieHb! KOMHCCHH — pyKOBOAMTENb naboparopuu Makapos C.J.,
crapmi umkenep naboparopun Cumaxos FO.B. IlpucyrcTBoBan riasHeli umxenep 3asoja No 1
Pagun M.IL. B mepuoz ¢ 10.10.2009 mo 12.10.2009 xomuccHs npoBena paboTy 10 yCTaHOBIECHHIO
(GaKTHYEeCKOH  MPOW3BOJUTENBHOCTH  TEXHOJOIHYECKOM  JMHHMHH 10  H3TOTOBICHHIO
acOecTOLlEMEeHTHBIX JIHCTOB Ha 3aBoje No 1. Jlunmg npunsaTa B SKCIUTyaTarmio B gexadpe 1998 r.
CO Cpe/HelH Ipou3BOAUTENBHOCTEIO 250 mcToB/9ac. 3a IpoIe/ee BpeMs MPOU3BOAUTEIEHOCTD
JTMHHAK 3HA4YHTENBHO Bo3pocna. J{id yTOYHEHHs IIPOM3BOJMTEIBLHOCTH JIMHMM H KayecTBa
TPOLYKIIMK KOMHCCHSL PacCMOTpena MaTepHalbl: CBelleHHs 0 palboTe JMHHH 38 BECh IEPHOL;
bu3nKo-MexaHUYeCKHe MOKaszaTeqd. B pesynbTaTte KOMHCCHS — OIpPELCIHIa  YaCOBYIO
NIPOM3BOIUTENBHOCTE JMHAM B 400 IHCTOB, YTO COOTBETCTBYET TIoj0Bo¥ MmommuocTd 300
muH.JmcToB B rox. CocraBineH B Tpex Ook3eMinmipax: 1-# — I'maBacGecty; 2-H —
HWWnpoekractecty; 3-i —3apoay N 1. YTeep:xaaer 3amectutens MuaucTpa A.B.Ceprees.

7. Odopmurhs npukaz o IpueMe Ha paboTy CO BCEMH PEKBH3HTAMH AKIHOHEPHOE
obmecrBo 3akpeiroro tuma 'TlpuGoit". fpocmasms. Ilpukas. Hasmauute Anpapeesa Cepres
[Terposuua mavamsHEKOM naboparopud N 3 ¢ 03.02.2010 ¢ oxmamoM COIMacHO IITATHOMY
pacrucanuio. OcHosanue: 3asBaenue Amnzpeesa C.II or 01.02.2010 ¢ BusamMu HavaibHHKA
oTzena KaapoB u riasaoro Oyxranrepa. Jlupextop AO3T M.O.I1aBmoB

8. OdopMHTH NpHKAa3 00 YBOIBHEHHH CO BCEMH PEKBM3HTaMH AKIIMOHEPHOE OOIIECTBO
zakperroro tuma "IpuGoit”. Spocnasis. IIpukas. YBomute I'opoxosa Cranmcnasa [letposuda,
nmkenepa mexa Ne 2, ¢ 15.02.2010 o cobcTBeHHOMY XKemaHuro B cooteTcTBrHE 1.3 cT.77 TK PO.
OcuoBanue: 3asBiaenue Iopoxosa C.JII. ot 01.02.2010. Jupexrop AO3T M.O.[laBnos. Bussl
mavanpauka nexa N 2 Cemenosa B.J., nadaneHuka otaena kanpo Huxonaesa K.C., rmaBHOro
6yxrantepa Huxudoposoi B.JL.

9. OdopmuTh TeaedoHOrpamMMy co BceMH pekBu3uTaMu Murmnpomcrpoit PO. [Tepenan —
cexperaps Cepreesa, ten.147 83 35. fpocmasnecTpoit N 8. IlpuHsan — cexperaps Mypamiosa,
Ten.375 92 48. Bpems mepemaun: 11 wac. 30 mun. 27 despana 2010 roma B 10.00 coctoutes
Koyuternss MuHucTepeTBa. SIBKa HavanpHHKa SIpocmaBibcTpos o0s3aTenbHa. 3aBeyHOIIHA
obmmmm otnenoM B.K.Boporos.

8. OBYYEHUE CTYJAEHTOB-HHBAJIUJIOB W CTYAEHTOB C
OI'PAHUYEHBIMHA BO3MOXKHOCTSAMHU 310POBbA
[Topsmok 0OydYEeHHS WHBAIWJIOB M CTYAEHTOB C OIPAHMYEHHBIM BO3MOXKHOCTSMH OIPEIEICH
[Monoxenne Ky6l'Y «0O6 ofydeHHH CTyAEHTOB-HHBAIMIOB W CTYIEHTOB C OTPaHHICHHBIMU
BO3MOYKHOCTSIMH 370POBBS.
Jinsd 7uI ¢ OrpaHMYeHHBIME BO3MOMKHOCTSMH 3/I0pOBBS IPEAYCMOTPEHBI 00pa3’oBaTENIbHBIC
TEXHOJIOTHMH, YUHTHIBAIOIIHE 0COOCHHOCTH B COCTOSIHHE 3A0POBbA TAKHX JIHII.

9. IOMMOJHUTEJbHOE OBECIIEYEHHUE JTUCIUILIMHBI — He npexycMoTpeHo
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PELHEH3UA
10 y4eOHOH AUCITUILIUHE
OI1.04 JoxymeHTaUMOHHOE OOeCIIeUeHHE YIIPABIECHUS
43.02.01 Opranuzamus 06CIy)KMBaHHS B O0IIECTBEHHOM ITHTaHHUU

B paboueii nporpaMmMe oTpaskeHBHI:

1. Ilenu ocBOeHHS [UCHMIUIMHEI B COOTBETCTBHH C IIporpamMMmol ydeOGHOI
mucuumarael OI1.04 JokymenTauuoHHoe oOecriedeHHe yrpasieHusl CIIELHAIBHOCTH CPEIHETO
npodeccuonanbHOro oopazosanus 43.02.01 Opranuzamus oOcnyxuBaHUS B 001IECTBEHHOM
nuTaHud. KpoMme Toro, mend M 3afadd U3y4eHHUs MOJIYJSL COOTHECEHHBI C HEOOXOIUMOCTHIO
(bopmupoBaHUs 00MIEKYIBTYPHEIX U IPO(ECCHOHAIBHBIX KOMIIETEHIIUIA.

2. Komnerenuuu obydaronierocs, GopMuUpyeMble B pe3ynbTaTe OCBOSHHS ydeOHOM
mucuunnueel OI1.04 Hoxymentanmonnoe obecrneuenue ympasnenus o PI'OC cpemuero
npodeccuonanpHoro  obpasoBaHuss 1o  cnenmanbHocTH  43.02.01  Opramuzanus
00CITy)XHBaHHA B 0OIIECTBEHHOM ITUTaHHH.

3. CtpykTypa ¥ coneprKaHue NUCUUIIIHHBL:

- 00BbéM ydeOHOro Momyns W BUAbl y4eOHOM paboThl mo wacam, ykasaHa c¢opma
KOHTPOJIS 110 y4eOHOMY IIaHYy;

- COIEpXKAHME PA3/EIOB NUCLMIIIHHBI, TEMaTHUYECKUH IUIAH, 3aHATHS JEKIMOHHOIO
THITa, IPAKTHYECKUE 3aHATHSA, CAMOCTOSTENIbHAS paboTa;

- (dopMa TEKymero KOHTPOJIA M IMPOMEXYTOUHas aTrecTalus. MTOrOBBIH KOHTPOIb
YCTaHOBIIEH B (OpMe KBATHU(PUKALIMOHHOI'O HK3aMEHa.

4. O6pa3oBaTelbHbIE TEXHOJOTHH, HCIONB3YyEMbIE IIPH PEATU3ALUH Pa3IMYHBIX
BUIOB y4eOHOH pabOTHI.

5. OmneHOuYHBIE CpEACTBA TEKYIIEr0 KOHTPOJS YCIEBAEMOCTH, IPOMEXYTOUHOH
aTTeCTallud II0 WTOraM OcBOeHHs ydeOHoW mucuuriauasl OI1.04 J[okyMeHTalMOHHOE
obecriedenne ympaBIeHHsS YKa3aHbl TeMbI pedepaToB, BOIIPOCH M 3aJaHHs AJISA IIPOBEICHUS
TEKYIIEro KOHTPOJIS.

6. VYuebHO-MeTomMueckoe u wHHpOpMaNMOHHOE obOecleYeHne IHUCIHIUIHHEI,
IEPEYEHb OCHOBHOM, JOIOJHUTENBHOH JIMTEpaTyphl, IPOrpaMMHOro oOecredeHus,
pecypchl HH)OPMAIIHOHHO-TENeKOMMYHHKAITHOHHOH ceTH «MHTepHeT», HHpOpMAIHOHHO-
cupasouHsle cuctemsl («KoncynsranT mitocy, CIIC «apanTt»).

7. Meronudeckue yKa3aHUs U MATEPHAIIBI 10 BH/IaM 3aHITHH.

8. MaTepuanbHO-TEXHHYECKOE OOECIeYeHHe AUCIUILUINHBI, KOTOPOE CIIOCOOCTBYET
IIPOBEJCHHUIO BCEX BHI0B y4eOHOH paboThI.

PEINEH3EHT:

JoueHt kadenpsl ob1ero,

CTPaTErMYECKOr0 MEHEIKMEHTA U %
< / ALl - M.A. MUpOLIHHYEHKO

ousnec-npoueccos PI'6OY BO
«KyoI'V», k.5.1.



PEIIEH3UA
Ha pabo4yro IpOrpaMMy
OTI1.04 MoxymeHTauuoOHHOE 0becriedeHue yrpaBlieHus
43.02.01 Oprauusauusi 06CIyKMBaHUA B O0IIECTBEHHOM ITUTaHUH

Pa6ouas mporpamma OI1.04 JloxymeHTalMOHHOE obecriedeHne ynpaBieHus pa3paboTaHa Ha
ocHoBe @DelepalbHOr0 TOCYHApCTBEHHOro oOpasoBarenpHoro crangapra (PI'OC) mo
cIenuanbHOCTH cpemHero mpodeccuonansHoro obpasosanus (CIIO) 43.02.01 Opranusanus
obcmyxupaHuss B OOIIECTBEHHOM IIMTAaHWH, YTBEPKIECHHOrO IIpHKasoM MmuHHCTEepCcTBa
obpasoeanus u Hayku Poccuiickod ®enepauuu ot 7 mas 2014 r. Ne 465, 3apeructpupoBaH B
Munuctepcrse roctunuu 11.06.2014 (per. Ne 32672).

B paboueii nporpamme OI1.04 JlokymMeHTanHOHHOE 00ECTIEYEHUE YIIPABIEHMS OTPAXKEHBI:

1. Ilem OCBOEHHWS IUCLUIUIMHBEI B COOTBETCTBHM C IIPOrPaMMOH IPO(ECCHOHAILHOIO
monyss OIL04 [oxyMeHTauuoHHOe obecrieueHHe YIIPaBJIEHHS CHIELHATBHOCTH CPENHErO
npodeccuonanpHoro obpaszopanus 43.02.01 Oprasuzamus oOcmyxuBaHHS B OOIIECTBEHHOM
nmutaHuy. Llenn W 3amauw M3y4YEHHs MOIYNS CBS3aHBI C HEOOXOMUMOCTBIO (OPMHPOBAHMA
OOLIEKYILTYPHBIX U MPO(ecCHOHATHHBIX KOMITETEHLUH.

2.  @opmupyeMble  KOMIETEHIMHM  OOyd4alomierocs B pe3ylbTaTé  OCBOGHHUSA
npodeccuonanbHoro Moxyns pabouedt mporpammsl OIL04 JlokyMeHTalMOHHOE OOecIeYeHue
yupasieaus o ®I'OC cpepsero npodeccronansHoro obpasopanus no crenuanbioctd 43.02.01
Opranuzanus o0CITyKMBaHHUS B OOIIECTBEHHOM IHTAHHH.

3. CTpykTypa U cofepiKaHue JUCLIMTITUHEL:

- 00BEM y4eOHOro MOJIyNIA M BHIBI Y4eOHOH paboThl 10 YacaM, ykasaHa (popMa KOHTPOIS I10
yueOHOMY ILIaHY;

- COIep:KaHWe pPa3[eNoB AWCILMILTHHBI, TeMaTUYeCKUH IIaH, 3aHATHS JEKLUHOHHOIO THIIA,
IpaKTHUIEeCKHE 3aHATHs, CAMOCTOSATENbHAs paboTa;

tdopMa TeKyLIETO KOHTPONS M TIIpOMEXyTO4YHas arrecTalus. MToroseli KOHTpOIB
YCTAHOBJIEH B hopMe KBATH(PHKALIMOHHOTO 3K3aMEHa.

4. OO6pa3zoBaTenbHBIE TEXHOJOTHH, HCIOJIB3YEMBIE IpPH PpEaM3aliyi pPas3M4HbIX BHIOB
yuebHOH paboThl.

5. OLeHOYHBIE CPEJCTBA TEKYIET0 KOHTPOJSA YCIEBaeMOCTH, NPOMEXKYTOYHOH aTTECTALMH.
Yka3aHbl TEMBI pe(heparoB, BOMPOCH! U 3aJIaHKs JUIA TIPOBEJICHHUS TEKYILEro KOHTPOIS.

6. VYuebHOo-MeTOonMYeckoe W HHOOpMAUHOHHOE OOECIeueHHEe MIMCLUMIUIMHBL, IE€peYeHb
OCHOBHOH, JIONOJIHUTEIBHON JIMTEPaTyphI, TPOrpaMMHOT0 00eCeUeHHS.

7. Meronuueckue yxasaHHd U MaTEpHaIEI 10 BHaM 3aHITHUI.

8. MarepuanpHo-TexHHUecKoe o0ecredeHHe AMCLUUIUIMHBI, KOTOpOE€ CHOCOOCTBYET
IIPOBENECHMIO BCEX BUIOB yueOHOH paboThI.

Bee paszmenst paboueli mporpaMMbl 0 TNPOQECCHOHAILHOMY MOAYJIK HAallpaBieHbl Ha
dopMHpoBaHME 3HAHMH W YMEHW, B NONHOW Mepe oTBeyaroT TpeOOBaHUSM K pe3yabTaTam
ocBocHMs y4eOHOH mucuuruinael B cooTBercTBHH ¢ @I'OC CIIO. Kaxmpiid pazmen mporpamMMel
pPAacKphIBaeT paccMaTpHBaeMble BOIPOCHL B JIOTMYECKOH IIOCAENOBATENBHOCTH, OIpENeIsieMOn
3aKOHOMEPHOCTAMH 00Y4YEHHS CTYLEHTORB.

3aKIo4eHue:

IIporpamMa MoskeT OBITH MCIIONB30BaHa s obecredeHHs OCHOBHOH oOpa3oBaTeibHOH
nporpaMmel o cnenuansHocTd 43.02.01 Opranusauus obcitykuBaHus B 00IIECTBEHHOM ITHTaHHH.




