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1 Heau u 3212494 M3y4YeHUs1 TUCHMILINHBI (MOIYJIs1).

1.1 Ilean ocBOeHUS TUCHUIIUHDI.

[enssMu  OCBOGHUSI UCHUMIUIMHBI «/lOKyMEHTalmoHHOE OOecreYeHne YIpaBICHUS
ABIIIOTCS MPUOOPETEHHE CTYICHTaMU TEOPETUYECKHX 3HAHWM B 00JaCTU JTOKYMEHTAlMOHHOTO
oOecrieyeHHs YOpaBJIEHUS,  O3HAKOMJIEHME C BHUJAAMU JOKYMEHTOB, MCIOJIb3YEMbIMU B
JIEeATEIbHOCTH OpraHu3aluii M OpPraHOB BIJIACTH, IIOJIYYEHHE IPAKTHUYECKHX HABBIKOB IIO
CO3J1aHUI0 U 00pPabOTKE ATUX TOKYMEHTOB.

1.2 3apauu u3y4yeHUs TMCUMILIAHBI:

— cdopmHupoBaTh  YETKOE  MPEACTaBICHHME O  HEOOXOAMMOCTH WU POJIHU
JOKYMEHTUPOBAaHUS B JEATEIBHOCTH OPTaHOB BJIACTHU, IPEANPUATHNA, YUPEKACHUI;

— O3HAaKOMHUTh C OCHOBaMH JIEJONPOM3BOJCTBA M JOKYMEHTOOOOpPOTa B OpraHax
rocygapctBeHHol Biacth  Poccuiickonn @enepanmu, opraHax TIOCYAapCTBEHHOM BIIACTH
cyonexToB Poccuiickoit denepanuu; opraHax MECTHOTO CaMOYMPaBIEHUS, TOCYAapCTBEHHBIX U
MYHUIUTIATBHBIX OpPTraHU3AlMAaX, MPEANPUATHSIX W YUPSKICHHUSIX, MOJIUTHUUYECKUX MapPTHSIX,
00IIECTBEHHO-TIOJTUTHYECKUX 1 HEKOMMEPUECKUX OPTaHU3aIMsIX;

— O3HAaKOMHUTh C OCOOCHHOCTSMH 3alUTHl CIY)KEOHOM W KOH(HUICHIHATHHON
uH(popManuy, o0ecredyeHns OTKPBITOrO JOCTYyNa rpakaaH K MH(QOpMalMU B COOTBETCTBUH C
MOJIOKEHUSMU 3aKOHO/IATEIbCTBA;

— HayuduTb OPUEHTHUPOBATHCA B CHUTyalUSX, TPEOYIOLUIMX M3JaHUS COOTBETCTBYIOIIMX
JIOKYMEHTOB.

1.3 MecTo TUCHUILTHHBI B CTPYKTYpe OCHOBHO# 00pa3oBaTe/ibHOM MPOrpaMMbl

Jucnunnuna «/{okymeHTanmoHHoe obecreyeHrne ynpaBlieHus» OTHOCUTCS K BapHaTUBHOU
gactu brnoka 1 «/Juctmmauaer (Moxyaun)» (B1.B.JIB.08.02) yuebnoro miaHa mpoduis
«["ocymapcTBeHHasT MOJIOJIEKHAs TMOJIUTHKAY OPUEHTHUPOBAaHA MPH MOATOTOBKE OakajlaBpOB Ha
U3Y4YEeHHUE TEOPETHUUECKUX 3HAHUN B 00JIACTH JOKYMEHTAIIMOHHOTO OOecleYeHMs YIpaBJIeHU,
O3HAKOMJICHHE C BHJAaMH JOKYMEHTOB, HCIOJB3YEMBIMH B JEATEIBHOCTH OpraHu3aluil U
OpraHOB BIJIACTH, IIOJIyY€HHE MPAKTUYECKUX HABBIKOB [0 CO3JaHUI0O M 00pabOTKe ATHX
JOKYMEHTOB. JlUcIMIIMHA HAXOAWTCA B JIOTMYECKOM M COJIEP)KATEIbHO-METOINYECKOU
B3auMOCBsA3M ¢ pyrumu dactsmu OOII u 6a3upyercst Ha 3HaAHUSX, TOTYYEHHBIX MPH U3YYEHUU
JTUCITUIIMH OOIIEHAYYHOTO U MPOo(eCCHOHATBHOTO 1HKIIA, TaKuX Kak: «OCHOBBI 9KOHOMUKNY,
«MomnozexxHoe npeAnpuHUMaTenbeTBoy, «MHpopmaTuka». Habop Bxoadimx 3HaHUM U yMEHMH,
COCTOSIIIMX B IOHMMAaHWM IOPUIUYECKON CHIJIBI JOKYMEHTOB, JKOHOMHMYECKHMX aCIEKTOB
OpraHM3aly  JEJONPOU3BOACTBEHHBIX  CIyXk0, crneuuuku OyXraiaTepckod, OTYETHO-
CTaTUCTHUYECKON, (PMHAHCOBOM JTOKYMEHTAllUU, POJIM KOMIBIOTEPHBIX TEXHOJIOTHI B paboTe ¢
JOKyMEHTaMu  obOecrieuyuBaloT TpeOyeMblii  (yHIaMEHT [UIsl HW3Y4YEHHUS  AMCLMILIMHBI
«JlenonponsBoaCcTBO B cepe MOJOASKHON moauTuku». [lonydeHHble B mporecce 00ydeHus
3HAaHUS MOTYT OBITh HCIIOJIB30BaHbI MPU U3YyYEHUH TAKUX TUCIHUIUINH, Kak: «MyHHUIUIaIbHas
MOJIOJI)KHAsI TMOJUTUKa», «l'oCcymapcTBeHHass MOJIOJEKHAs MoJuThHKa B Pocculickoit
®enepanyn», «IIpaBoBble OCHOBBI U TPAKTUKU CO3/1aHUS JOCTYIIHON CPEIBI».

1.4 IlepeyeHb MJIAHMPYEMbIX Pe3yJbTATOB O0y4YeHHSs] MO JUCHHUILIMHE (MOAYJIIO),
COOTHECEHHBIX C IVIAHUPYEMbIMH Pe3y/JIbTATAMH OCBOCHHS 00pa30BaTeJbHOH IPOrPaMMBI.

N3yuenune nanHOM yueOHOW NUCIMIUIMHBI HAITPABJICHO Ha (POpPMUPOBAHUE Yy 00yUaIOIIHUXCS

obwenpogheccuonanvrotl, npogeccuonanvrvix komnerenmuii OITK-1, TIK-4, TIK-11

No Wnnekc Conepxanue B pesynbrare u3ydenus: yueOHONU AMCHUIUINHBI
[y, | KOMIET | KOMITETEHIHH (wmm eé 0o0yyJaronmecs J0JKHBI
" | eHuum YacTH) 3HATh yMeThb BJIA/IETh
1. OIIK-1 | cnocoGHOCTBIO WHCTUTYIIMOHA | pa3palaThiBaTh | HaBBIKAMHU
pemaTh CTaHJapTHBIC | JbHBIE OCHOBHI | CTPYKTYpY M | aHaiM3a u
3aJaun peLeHus OLIEHUBATh OLIEHKH
npoecCHOHATLHON CTaHJAPTHBIX | 9 ()EKTUBHOCT | KOHTEHTA u
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HAay4YHbIMHU U
CricnuaJIbHbIMU

Ne WNHupekc Conepxanue B pesynbrare uzyuenust yueOHON AUCIUTIIIMHBI
Ly, | KOMUIET | KOMIETeHIHH (nmm eé 00yYaromuecs T0JKHbBI
SHIUHN 4acTH) 3HATh yMeTh BJIaJ1eTh
JESITEIbHOCTH Ha | 3a1a4 b 3P PEKTUBHOCT
OCHOBE npodeccuonan | mpodeccuoHan | U peanu3aluu
WH(POPMALIMOHHON ¥ | BHOU BHOU peueHun B
oubnuorpaduueckoil | AEATEIBHOCTH | IEATEIBHOCTH | cdepe
KYJIBTYpBI c| Ha OCHOBE | Ha OCHOBe | npoeccroHa
MIPUMEHEHHEM uH(popMalMoH | HHGOPMAIIMOH | bHOM
nH(OPMAIIMOHHO- HOM U | HOH U | JeATEIbHOCTH
KOMMYHUKAITMOHHBIX | OmOnmorpaduy | bubmuorpaduy | Ha OCHOBE
TEXHOJIOTMM U C | €CKOH eCcKou UH(POPMALIMOH
y4eToM OCHOBHBIX | KYJIBTYpbl  C | KyJbTYpHI Cc | HOM u
TpeOoBaHUI NpUMEHEHHEM | MPUMEHeHHeM | Oubamorpaduy
HH(pOPMaITMOHHOMN nHpopManuoH | HHPOPMAIIMOH | €CKOM
0e30macHOCTH HO- HO- KYJIBTYPBI c
KOMMYHHKAIM | KOMMYHUKAIMO | IPUMEHEHHEM
OHHBIX HHBIX UH(POPMALIMOH
TEXHOJIOTHII U | TEXHOJOTHH U C | HO-
c YYETOM | yIETOM KOMMYHHKAIIHO
OCHOBHBIX OCHOBHBIX HHBIX
TpeOoBaHUI TpeOoBaHUi TEXHOJIOTHM U C
uH(popMalMoH | UHGOPMAILMOH | YUETOM
HOM HOM OCHOBHBIX
0e3omacHOCTH | O€30MacHOCTH | TpeOOBaHMI
B pa3IMYHBIX | HHPOPMAIHOH
chepax KHU3HH | HOI
o01iecTBa 0€30MacCHOCTH
2 I1K-4 CIOCOOHOCTBIO OcHoBHbIE opopMIATH W | HAaBBIKAMH U
oopmIATH U PEKBU3UTHI MPECTABIATh | CIIOCOOHOCTSIMU
MPEJCTABIATD oopmieHHs U | pe3yIbTaThI oopmienus u
pe3yabTaThl HAYYHO- | MPEACTABICHHS | HAYYHO- IpeCTaBICHUS
TIPUKIIaTHOM pe3ynbTaToB MPUKITIaTHOM pe3ynbTaThl
TEeSITeTbHOCTH TI0 HAyYHO- NeSITeTbHOCTH | HAYYHO-
MOJIOJEKHOU MIPUKIIATHOMN o IIPUKJIIAJHOU
TEMaTHKE B NESITETPHOCTH | MOJIOJICKHOMN JeSITeTbHOCTH
COOTBETCTBHUHM C o TEeMaTuKe B | 11O
POCCHUICKUMU U MOJIOZIEKHOU COOTBETCTBHUHU C | MOJIOJIEKHOMI
MEXTyHAPOAHBIMU TEMaTHKe B POCCUICKMMHU U | TEMAaTUKE B
HOPMaTHBHBIMH COOTBETCTBUHM | MEXIYHAPOTH | COOTBETCTBHU C
JOKYMEHTaMH 1 c BIMU POCCUICKMMHU U
CTaHJapTaMH, POCCHICKMMH | HOPMAaTUBHBIM | MEXITYHAPOTH
HAyYHBIMU U u u BIMH
CTIeINATbHBIMH MEXIYHAPOAH | TOKyMEHTaMH | HOPMaTHBHBIM
TpeOOBaHUSAMU K BIMH U CTaHAApTaMH, | U
MIpE3CHTAIH HOPMATUBHBIM | HAYYHBIMA W | JOKyMEHTaMHU
u CHEIMAIBbHBIMU | U CTaHJapTaMH,
JOKYMEHTaMH | TpeOOBaHHMSMHU | HAYYHBIMH |
u K MPE3EHTAINH | CTIeUaTIbHBIMU
CTaHJapTaMH, TpeOOBaHUSIMU

K IIpE3CHTaluU




Ne WNHupekc Conepxanue B pesynbrare uzyuenust yueOHON AUCIUTIIIMHBI
n.1;. KOMIIET | KOMIETCHUUH (WIn e€ 00yYaromuecs T0JKHbBI
CHIINU YacTH) 3HATh yMeTh BJIaJ1eTh
TpeOOBaHUSIMU
K MIPE3CHTAIHH
3 [1K-11 | BnajeHueM HaBBIKAMU | OCHOBHBIC TOTOBUTH HaBbIKAMU
COCTaBIICHHSI TpeOOBaHUs K | HHPOPMAIIMIO | aHAIHM3a u
MH(POPMALMOHHBIX COCTAaBJICHUIO | JUIS BKJIFOUEHHS | OLICHKH
0030pOB 110 UHPOPMALIOH | B KOHTEHTA
uccieyeMon HBIX 0030pOB nHbOpMaMOH | HH(POPMAIIMOH
npobieme o HBII 0030p 1O | HBIX  0030pOB
UCCIIEAYEMON | MCCIIEyeMOU 1o
TEMaTHKe npodiaeme UCCIIETyeMOH
npobiieme
2. CTpyKkTypa U coep:KaHue TUCHUIINHBI.
2.1 PacnpeaesieHne TPyA0€MKOCTH JUCHMILIMHBI 110 BUIaM padoT.
OO0mass Tpyno€MKOCTh JUCUMIUIMHBL cocTaBiaser 3 3aud.en. (108 wacoB), wux
pacripeielieHie 1Mo BuaM padoT MPEeCTaBICHO B Ta0JIUIIE
(Ona cmyoenmog ODO).
Bun yuebnoit paboTbl Bcero CemecTtpbl
4acoB (uacel)
6
KonrakTHasi pabora, B TOM yHcJIe: 68,2
AyIuTOpHBIE 3aHATHS (BCEro): 64 64
3aHATHSA JIEKIIUOHHOTO TUIA 32 32 - - -
JlaboparopHble 3aHATHS - - - - -
3aHATUA CEeMHHAPCKOT0 TUTIA (ceMHuHApHI, 32 30 i i i
NPAKTHYCCKHUE 3aHSTHSI)
WNnas koHTaKkTHasA padora:
Kontposs camocTositenbHoi pabotsl (KCP) 4 4
[Tpomexyrounas arrectanus (MKP) 0,2 0,2
CamocTosiTe/IbHAsA padoTa, B TOM YHCJIe: 39,8 | 3938
Kypcosas pabota - - - - -
[TpopaboTka y4eOHOro (TEOPETUYECKOr0) MaTepuaa 16 16 - - -
BeIinonHeHne MHIMBHUIYaIbHBIX 3aJaHUi (ITOJTOTOBKA 10 10 i i i
COO00IIIeHNH, Mpe3eHTaIni)
Pedepar 4 4 - - -
[TonroToBKa K TEKyIIeMy KOHTPOJTIO 9,8 9,8 - - -
KouTtpoJs:
IToaroToBKa K 3K3aMeHy - -
Oo6mas Tpy10eMKOCTh Jac. 108 108 - - -
B TOM YHCJIe KOHTAKTHAS 682 | 682
pabora
3a4. e 3 3

2.2 CTpyKTYypa QM CHUIUINHBI:

Pacnpenenenue Bu10B yueOHON pabOTHI M MX TPYJOEMKOCTH O pa3/ieiaM AUCIUTLINHBL.




Pasnernbl (TeMbl) AMCIUIUIMHBI, H3y4aeMble B 6 cemectpe (ounas ¢hopma)

(GYHKLINU TOKyMEHTa KaK CHCTEMHOTO 0OBEKTa.
MeTo/b1 1 CIOCOOBI TOKYMEHTUPOBAHHS.
dopma MaTepuaIbHOTO HOCUTEIIS.

[TonsiTue, meTo, crocod, CPeIcTBO
JnokyMmeHTupoBanus. [Tpouecc coznanus
JIOKYMEHTA.

[TonsiTe nokyMeHTHOM KoMMyHHKauu (1K),
KOMMYHHUKAHT U peuunueHT. PopmaibHble U
HeopMaTIbHbIE KOMMYHHKALIMU. MaccoBbIe

KonnuectBo 9acos
AynutopHas preayaut
Ne HaumenoBanwue paznenos (Tem) opHas
Bcero pabota pabota
JI 113 JIP CPC
1 2 3 4 5 6 7
1 Beenenne B jgucnmmuinHy  «JlOKyMEHTallMOHHOE 6 5 5 2
o0ecrnieuyeHre yrnpaBIeHHs»
2 3akoHOJaTeNpHasi M HOPMATHBHO-METOJUYECKAs 6 5 5 5
OCHOBA JICJIONPOU3BO/ICTBA
3 JIOKyMEHTBI: Ki1accu(pUKaIys, CTPYKTypa, TpeOOBaHUS 8 5 5 4
K 0(hopMIICHHIO.
4 OdopmiieHre OpraHU3aIMOHHO-PACTIOPSIUTENFHON U 8 4 5 5
MH(OPMAIOHHO-CITPABOYHON JOKYMEHTAIIUH.
5) OdopMieHre TOKyMEHTAIUU 110 JMYHOMY COCTaBY 10 | 4 2 4
6 Odopmnenne koppecrionaeHInU. CTPYKTYypa JIEIOBBIX 6 2 2 2
MIHCEM.
7 OdopMieHre TOrOBOPHOM TOKYMEHTAIUH. 10 | 2 4 4
8 Tunossle u yHHUPUITUPOBAaHHBIE (HOPMBI JOKYMEHTOB. 6 2 2 2
9 Opranuzanusg paboTel € KOHOUACHIHUAIbHBIMU 101 2 4 4
JIOKYMEHTaMu
10 |Dopmbl perucTpanuy JOKYMEHTOB 6 2 2 2
11  |Opranuzanus npuema rpaxjiaH 8 2 2 4
12 |ABTOMaru3anus AEI0NPOU3BOICTBA 6 2 2 2
13 |[Topsmok mepenadu Jeil B apXuB 6 2 2 2
14 |DneKkTpoHHOE NPABUTEILCTBO 78] 2 2 3,8
15 |Kommponupyemas camocmosmenvhas paboma 4
16 |UKP 0,2
Hmoeo no oucyuniune: 108 | 32 32 39,8
2.3 Conep:xanue pa3ieioB TUCHUILINHBI:
2.3.1 3aHATHA JEKINOHHOI0 THIIA.
Ne Hanmenosanue Comepxanue pasiena dopma TEKYIIEro
paznena KOHTPOJISI
1 2 3 4
1. | Bgenenue B [Ipenmer, conepxanue, 3a7a4u Kypca. VYuyacrtue B
JUCLHUIUIUHY Ncrounuku, nureparypa. [lonsTritHblit WHTEPAKTUBHBIX
«/loxymeHTanmonHoe |anmapat. [lonstue o nokymenre. ['enesnc u bopmax
o0ecrieueHue Pa3BUTHE TOHIATHUS «TOKYMEHT». ayJIUTOPHOU
YIIPABJICHUSD) XapakTepucTHKa, CBOMCTBA, MTPU3HAKH, paboThI




KOMMYHUKAIMU: NIe4aTh, paguo, TeJIEBUICHUE,
KHMHO, 3ByKO- 1 Bueo3anuch, INTERNET.
ABTOMAaTH3a1UsA JOKYMEHTAMOHHOU
JESITEIIbBHOCTH POrPaMMHbIE KOMILUIEKCHI:
«Jlenoy, «3onymika» u ap.

3akoHoAaTenbHas U |3aKOHOJATEIILHOE PEryIMpOBaHUE [TonroroBka
HOPMAaTHUBHO- nenornpousBojcTsa. HopmatusHo- WH/IUBUYaJIbHOT
METOMYECKasi OCHOBA [METOINYECKOE PETYINPOBAHHE 0 3aJaHusl.
JIeNIONIPOU3BOJICTBA | esIonpou3BoCcTBa. JIokanbHble HopMaTuBHbEIE |Pedepar Ha Temy

JIOKYMEHTBI OpraHu3aluu. «HopmarusHo-
METOAMYECKOE
peryJupoBaHue
JeJIONPOU3BOCT
Ba»

JIOKyMEHTBI: [TonsTHE 0 KNaccUpUKALMU JOKYMEHTOB. WuauBuyansHoe
KJaccupukanus, CooTHoIIeHHEe BUJJOBOM U TUIIOJIOIMYECKON 3aJjaHue
CTPYKTYpa, KJI1accu(pUKaluu JTOKYMEHTOB. [ToaroroBka
TpeOoBaHUs K Bupl 1OKyMEHTOB: OpraHU3allOHHBIE, OsaHKa
oopmIIeHHIO pacropsauTenbHble, THPOPMALMOHHO- JIOKYMEHTOB:

cupaBoyHble. Tunonorunyeckas KiacCu(puKalus. BUabl OJIaHKOB U
OO011ast XapakTepUCTHKA CTPYKTYPBI. MOPSAIOK
BHyTpeHHsIs 1 BHEIHSISI CTPYKTYpa JOKYMEHTA. [pacIlOIOKEHUS
PexBU3UTHI JOKYMEHTA: peKBU3UThI-OCHOBAHMUSI, |pEKBU3UTOB B
PEKBU3UTHI-TIPU3HAKHU, PEKBU3UTHI 0popmMiIeHHs |0s1aHKe (YTriIoBOE
COBPEMEHHBIX YIPaBICHYECKUX JOKYMEHTOB.  |U LIEGHTPOBAHHOE)
VHuukanus v ctanaapTU3anus 10KyMEHTOB.

®opmynsp. braHku TOKYMEHTOB: BUIbI

OJIaHKOB U MOPSI0K PACIIONIOKEHHSI pEKBU3UTOB

B OyiaHKe (YIJIOBOE U IEHTPOBAHHOE),

MCI0JIb30BaHNE OJJAHKOB C U300pakeHUEM

roCyJapCTBEHHOro repba u repba cyobekra

benepamy.

TpeboBaHMs K COCTABICHUIO U O(hOPMIICHHUIO

JTOoKyMeHTOB. ®opmaThbl OyMaskHbIX

JIOKYMEHTOB. TpeOoBaHuUs K TEKCTY

JOKyMeHTOB. TpeOoBaHuUs K U3rOTOBJICHUIO

JIOKYMEHTOB.

Odopmaenue [TonsiTre opranu3anuoHHas, pacropsaautenbHas ([lonroroska
OpraHu3aIMOHHO- ¥ MH()OPMAIIMOHHO-CIIPAaBOYHAs JOKYMEHTALUS. |COOOIIeHU I
pacriopsauTesbHON U |OpraHn3aloHHbIe TOKYMEHTHI: [lonoxkenue. |«OpraHu3aliioHH
UH(POPMAIMOHHO- VYcras. UHCcTpykuus. KosuleKTUBHBINA J0TOBOp 1 |as,

CIIPaBOYHOU Ip. pacnopsIIUTENbH
JIOKYMEHTalluU PacniopsinuTenbHble TOKYMEHTBI: IPUKa3, ast u

pacropsbKeHHe, pelIeHHe. WH(pOPMAITMOHHO

HNHdopMannoHHO-CIIpaBOYHasl JOKYMEHTAIMS: |-CIIpaBOYHAs

[TpoTokon. Akt. JlokinaagHas 3anucka. JIOKYMEHTALHSI»

OO6mbsacHuTenbHas 3anucka. Crpasku. [Incbemo.

TenerpamMma (tenetaiinorpamma). Temnexc.

Teneponorpamma. Tenedakc (paxc) u ap.

Odopmnenue Kanposast nokymeHTamusi, J0KyMeHTHpoBaHue (PaboTa B MasbIx

JIOKYMEHTAIUHU 10
JIMYHOMY COCTaBY

JBIDKEHUS KaapoB. Pe3tome. 3asBieHue.
Anketa. TpyaoBoil koHTpakT. [Ipukas o

rpymnmnax
«ITonroroBka




npueMe/yBosibHeHUU. TpyaoBast KHUKKA.

JIOKYMEHTOB  JIJIst

JInunoe neno. JInueso cyer. npuema Ha
padoty»

6. | Odbopmienue TpeboBaHMs MEXIYHAPOIHBIX cTaHIApTOB K (MHAMBHYyanbHOE
KOPPECTIOHJICHIIMU.  |O(OPMIICHHIO KOPPECTIOHICHIINH T10 3aganue «CocraB
CrpyKTypa Je/IOBBIX |BHEIIHEIKOHOMHUUYECKOH AeaTenbHocTH. CocTaB [peKBU3UTOB
IIUCEM PEKBU3UTOB MUCbMA U TPEOOBAHUA K UX MchMa u

oopmiennro. CTpyKTypa JeJIOBBIX ITHCEM. TpeOOBaHUA K UX
Ocobennoctu ohopMIIeHHUs 1ET0BOM o(popMIICHUION.
KOPPECIIOH/ICHIIUY B aHIVIOS3bIUHBIX CTPAHAX.

OdopmiieHne KOPPECTIOHACHIINY HA HEMEIIKOM

a3bike. CTpyKTypa dhopmysisipa, cocTaB

PEKBU3UTOB.

7. | Odbopminenue JloroBop — ero BHJibl, CTPYKTYpa, MOPSI0K VYuactue B
JIOTOBOPHOU 0 OpMIICHHUS U TIOJITUCAHUS CTOPOHAMH. IpyIIIOBOM
JIOKYMEHTaluU pabote

«Ilogroroska
rpak JaHCKO-
IIPaBOBOI'O
JIOTOBOpa U €ro
MOJINTUCAHUE.

8. | TunoBsie u Tunossle GOpMBI JOKYMEHTOB, UCIIONb3yeMble (BpinonHnenue
YHAU(DUIUPOBAHHBIE  |B JEATEIHLHOCTH OPTaHU3aLUH. MHIAUBUAYaJIbHbI
(bopMBbI TOKYyMEHTOB |YHU(DULIHUPOBAHHBIE CUCTEMBI IOKYMEHTALUU. (X 3aJaHUN

YHuukanys TOKyMEeHTOB.

9. | Opranuzanus KondunennmanbHoe 1€101pou3BOJCTBO ITonroroska
paboThI € 3a1uTa KOH(pUIeHIMaNbHON HHPOpMaIUH. MHIUBUAYAIBHOT
KoHpueHIMaabHbIMY | [ToHATHE KOH(DUIEHIInAIBHOE 0 3aJaHusl.
JIOKyMEHTaMU JIEIIONPOU3BOJICTBO MIPHUEMBI, METObI Pedepar nHa Temy

00paboTku noKyMeHTOB. H(popMamoHHO- «Kondpunennuan

aHaJuTHYecKas padbora. 3amura nHGopmMaIuu. (pbHOE
JIEJIONIPOU3BOJCT
BO 3amuTa
KOH(UICHIHATBH
ol nHopmanun»

10. | ®opmsl peructpanu |[lonsTie perucrpanun 10KkymeHToB. ®opMbl  |BhinonHeHue
JIOKYMEHTOB pErucTpaluu JOKyMEHTOB. WH/INBUATyaJTbHBI

ABTOMaTU3UPOBAHHBIE CUCTEMBI PETUCTPALIMN (X 3aJaHUN
JIOKYMEHTOB.

11. | Opranuzanus [TpyHIMIBI OpraHM3alMM JIMYHOIO IpHeMa |BeInmoiaHeHue

npreMa rpaxaaH rpaxaaH ¢ oOpameHussMd. Perucrpanus [MHAUBUAYaAJIbHbI
JOKYMEHTOB TI0 THCbMEHHBIM OOpAIlEHUsAM X 3a/1aHU
rpaxzaad. OCHOBHbIE 33Ja4yd  CIPABOYHO-
MH(OPMALIMOHHOM CITY>KOBbI OpraHu3aIIH.

12. | ABToMaTH3anms ITonsiTre aBTOMaTU3UPOBAaHHBIX cUCTeM. PriHOK ([loaroToBka

JIEJIONPOU3BOJCTBA  |aBTOMAaTU3UPOBAHHBIX CUCTEM WH/IMBUIYaJIbHOT
nenonpon3BoacTBa. CpaBHUTENBHBIA AaHAIN3 |0 3aJaHus.
OyMa)KHOTO U 3JIEKTPOHHOTO Pedepar Ha Temy
JIOKYMEHTO000POTA. «CpaBHUTEIBHBIN
aHaJIMN3

OyYMa)KHOTO "




AIEKTPOHHOTO
JIOKYMEHTO000pO
Ta»
13. |Ilopspok mepenaunt  |OCHOBHBIC MPU3HAKU rpyNnupoBKU (BeinosiHeHne
Jie B apXUB JIOKYMEHTOB B Jiesia. DopMUpoBaHUE JIE. WHUBUTyaJIbHbI
Okcneprusa LIEHHOCTH JIOKYMEHTOB. X 3aJJaHUi
IloaroToBka MCHOJHEHHBIX JOKYMEHTOB K
apXMBHOMY XpaHeHHUI0. Ilepenada nen B apxus.
[Tomenienue BEJIOMCTBEHHOI'O apxuBa
opranuzani. MaTepuaibHO-TEXHUYECKas 6a3a
apXHBOB. XpaHeHue JIOKYMEHTOB B
AJIEKTPOHHOU (opMme.
14. | DnexTpoHHOE [TonsiTne «2neKTpoHHOE MpaBUTENLCTBO»: ero  ([logroroBka
MPaBUTEIHCTBO 3HA4Y€HHE, IPUHIIUIIBI TOCTPOCHUS U COOOIIECHUH
BHenpeHus. UHTerpupoBaHHoOE 35IeKTpoHHOE [« HTerpupoBanH
npaBuTenscTBO Poccuu. Opranusanus 0€ DIJIEKTPOHHOE
MEXBEJIOMCTBEHHOI'O 3JIEKTPOHHOTO MIPaBUTEIBCTBO
JIOKyMEHTO000pOTa MEX Ay OpraHaMu Poccuny
rocyaapcTBeHHoM Biactu Poccuiickoit
denepanuu
3.2 3aHATHS CEMHUHAPCKOIO THIIA.
dopma
HaunmenoBanue .
Temaruka npakTUYECKUX 3aHATUN (CEMHUHApPOB)|  TEKYIIETO
pasnena (Tembl)
KOHTPOJIS
2 3 4

1. |Beeaenue B [Ipenmer, conepxanue, 3aqauu Kypca. ICTOYHUKY, |[HamMcaHue
TUCLUIUINHY mureparypa. [lonaruitneli annapar. [lonstue o pedepara (P)
«/lokyMeHTanmoHHOE |[HOKyMeHTe. ['eHe3Huc U pa3BUTHE TIOHATHUS
obecrieyeHne «TOKYMEHT». XapaKTEepUCTUKA, CBOMCTBA,

YIpaBICHUS» MPU3HAKHU, QYHKIIUU JOKYMEHTa KaK CHCTEMHOTO
00BeKTa.
MeTtoapl U crioco0sI ToKyMeHTHpoBaHus. Dopma
MaTepuaibHOTO HOCUTEJIS.
[Tonsitue, meTo, croco0, CPeICcTBO
JokymeHTupoBanus. [Ipouecc coznanus
JIOKYMEHTA.
[TonsTue noxkymeHTHOM KommyHuKau (1K),
KOMMYHUKAHT ¥ penunuent. @opManabHbIE U
HedopMaTbHbIe KOMMYHHKAITMH. MaccoBbie
KOMMYHUKAITUU: TIeYaTh, pajauo, TeJIeBUICHHUE,
KHHO, 3BYKO- U Buaeo3anuchk, INTERNET.
ABTOMaTH3alMs JOKYMEHTAIMOHHON AEATEIbHOCTH
MporpaMMHbIe KOMIUIEKCHI: «Jleno», «3omymka» u
Ap.

2. |3akoHomarenbHas M |3aKOHOAATEIHHOE PETYIUPOBAHHE HaIlMCaHue
HOPMAaTUBHO- nenonpousBoacTBa. HopmatuBHo-metoauueckoe  [pedepata (P)
METOAMYECKasi OCHOBA [pETYIMPOBAHKE JIETIONPOU3BOACTBA. JIoKambHbIE
JICTIONIPON3BOJICTBA  |[HOPMATHBHBIE TOKYMEHTHI OpraHU3aliH.

3. |[loxymeHTHI: [TonsiTe 0 KIaccuuKaIMy JOKYMEHTOB. odopmiieHre
KJacCupUKaIus, COOTHOIIIEHHE BUI0BON U TUIIOJIOTHYECKOM 3a/IaHHBIX




CTPYKTYpa,
TpeOOBaHUS K
0(pOpMIICHHIO.

KJIacCU(UKALUU JOKYMEHTOB.

Bupl 10KyMEHTOB: OpraHU3allMOHHBIE,
pacnopsiAuTeabHble, THPOPMAIIMOHHO-CIIPABOYHBIE.
Tunonornyeckas kiaccuukanus.

OO61mas xapakTepuCcTHKa CTPYKTYpbl. BHyTpeHHss u
BHEIIIHSS CTPYKTYpa JTOKYMEHTA.

PekBU3UTHI JOKyMEHTA: PEeKBU3UTHI-OCHOBAHMSI,
PEKBU3UTHI-TIPU3HAKHU, PEKBU3UTHI OPOPMIICHUS
COBPEMEHHBIX yIPaBICHYECKUX JTOKYMEHTOB.
YHubuKanys u cranaapTH3anus J0KyMEHTOB.
®opmyssp. bnanku 70KyMeHTOB: BUIbI OJJaHKOB U
HOPSIOK PACHOJIOKEHUS PEKBU3UTOB B OJaHKe
(YyrimoBoe U HEHTPOBAHHOE), UCIIOIb30BaHHE
OJIaHKOB ¢ M300pakeHNUEM TOCYJapCTBEHHOTO Tepba
u repba cyobekTa deaepanuu.

TpeboBaHMsI K COCTaBICHUIO U 0(OPMIICHHUIO
TOKyMeHTOB. DopMaThl OyMasKHBIX JOKYMEHTOB.
TpeboBaHus K TEKCTY JOKYMEHTOB. TpeboBaHUs K
M3TOTOBJICHHUIO TOKYMEHTOB.

JOKYMCEHTOB

Odopmienune
OpraHU3aIMOHHO-
pacrnopsIuTeIbHON 1
MH(pOpPMaIMOHHO-
CIIPAaBOYHOM
JOKYMCHTAITHH.

[TonsiTvie opraHU3alMOHHAsA, PACIIOPAIUTENbHAS U
MH(POPMALIMOHHO-CIIPABOYHAS IOKYMEHTALIUS.
OpranuzanyonHbie 10KyMeHThI: [lonoxenue.
VYcras. MHcTpykumst. KosuleKTUBHBIN 1OrOBOD U Ap.
PacniopsimuTenbHble TOKYMEHTHI: IIPUKa3s,
pacnopsbKeHHe, PEeLEHHE.
WNHupopmaninoHHO-CIIpaBOYHAs JOKYMEHTAIU:
[Iporokon. Axr. JloknanHas 3anucka.
Oo6wbsicuurenbHas 3anucka. Cropasku. [Iucsmo.
Tenerpamma (Teneraiinorpamma). Tenexc.
Tenedonorpamma. Tenedaxc (dakc) u ap.

odopmiieHHe
3a[aHHBIX
JIOKYMEHTOB

Odopmiienue
AOKYMCHTAIUHU 11O
JMYHOMY COCTaBY.

KanpoBas nokyMeHTanus, 10KyMEHTUPOBaHHUE
JBIDKEHUS KaapoB. Pe3tome. 3asBnenue. AHkera.
Tpynosoii koHTpakT. [Ipukas o
npueme/yBosibHeHUU. TpynoBas kHuUxkKa. JInuHoe
Jeno. JInneson cyer.

oopmienue
3aTJaHHBIX
JOKYMEHTOB

Odopmnenue
KOPPECIOHICHIIMH.
CtpyKTypa IeT0BbIX
TIHACEM.

TpebGoBaHMs MEKAYHAPOIHBIX CTaHIAPTOB K
oopmITeHHIO KOPPECTIOHICHIINH 110
BHEIITHEAKOHOMUYECKOM JiesiTebHOCTH. CocTaB
PEKBH3HTOB MMUCbMa M TPEOOBAHUS K UX
odopmiienno. CTpyKTypa JAETOBBIX MHCEM.
Ocobennoctu oopMiIeHuUs 1€T0BOM
KOPPECIIOHACHIINN B aHITIOA3BIYHBIX CTpaHax.
OdopmiieHne KoppecoHICHIINY Ha (PPaHITy3CKOM
si3bike. OQopMIIeHHE KOPPECTIOHICHIINU Ha
HeMeIKoM s3bike. CTpyKTypa popMyIisipa, CocTaB
PEKBU3HUTOB.

odopmiieHre
3a/laHHBIX
JIOKYMEHTOB

Odopmiienue
JIOTOBOPHOM
JOKYMEHTAIMH.

JloroBop — ero BuAbl, CTPyKTypa, MOPsII0K
0o OopMIICHUS U TIOJITUCAHUS CTOPOHAMH.

oopmienue
3aTaHHBIX
JTIOKYMEHTOB

Tunoseie n
YHU(DUITUPOBAHHbIE
(hOpMBI TOKYMEHTOB.

Tunosele GOpMBI JOKYMEHTOB, UCIIOIb3yEMbIE B
NeSITeIbHOCTH OpraHn3auil. Y HUQHUIUPOBaHHBIC
CHCTEMBI JOKYMEHTAlMK. YHUpUKanus

TectupoBanue

(T)




JOKYMCHTOB.

9. |Opranuzanus padots! [KoH(buIeHIIHATEHOE NEIONPOU3BOICTBO 3alUTa  |HAIMMCAHUE
c KoH(puaeHnranbHON nHopmaruu. [lorsTre pedepara (P)
KOH(HIEHIINATbHBIMHU | KOH(QUACHIIHATEHOE AETOMPOU3BOICTBO IIPUEMBI,
JOKYMEHTaMH. METO/bI 00pabOTKH TOKYMEHTOB.
HNudopmanroHHO-aHATUTHYECKas paboTa. 3anura
nHpopmaIuu.
10.|®@opmsl peructpannu |[loHsTHE perucTpannu 10KyMeHTOB. DopMBI oopmenue
JOKYMEHTOB perucTpanuy JOKyMEHTOB. ABTOMaTH3UPOBAaHHbBIE |)KypHAJIOB
CUCTEMBI PETMCTPALIUU IOKYMEHTOB. perucrpanmu,
11.|Opranuzanus npuema |[I[pyHIMnbl - OpraHM3aluMy  JMYHONO  Ipuema [opopmieHue
rpaxaaH rpaxaaH c 0OpalIeHUsIMHU. Peructpanus [3anaHHbIX
JOKYMEHTOB 110  NHUCBbMEHHBIM  OOpAILEHUSM |[IOKyMEHTOB
rpaxaad.  OCHOBHbIE  3aJaud  CIPaBOYHO-
MH(GOPMALIMOHHOM C1y>KObl OpraHn3aLuy.
12.|ABromaruzanus [ToHsiTE aBTOMAaTU3UPOBAHHBIX CUCTEM. PBIHOK BBITIOJIHEHHE
JIeJIOTIPOU3BO/CTBA  |aBTOMAaTU3UPOBAHHBIX CUCTEM JIEJIONPOU3BOICTBA. (33/1aHUH Ha
CpaBHUTENbHBIN aHAU3 OYMaXHOTO U KOMIIBIOTEPE,
3JIEKTPOHHOI'0 IOKYMEHT0000pOTA. pedepar
13.|ITopsinok nepenaun  |OCHOBHBIE NPU3HAKK TPYIIHUPOBKH JTOKYMEHTOB B [0OpMIICHHE
7ie]1 B apXUB nena. @opmupoBaHue . 3aJJaHHbIX A€ U
OKcnepTusa LEHHOCTH JOKYMeHTOB. IloaroroBka |10KyMEHTOB,
UCTIOJIHEHHBIX ~ JIOKYMEHTOB K  apXMBHOMY |TECTHPOBAHUE
xpanenuto. I[lepegaua nmen B apxuB. I[lomemenue |(T)
BEZIOMCTBEHHOTO apxuBa OpraHu3alyH.
MatepuanbHO-TeXHUYECKAs 0a3a apXUBOB.
XpaHeHue JOKYMEHTOB B 3JIEKTPOHHOM (opme.
14.|3nexTpoHHOE [TonsiTre «QNEKTPOHHOE MPABUTEIBCTBOY: €TI0 TECTUPOBAHUE
IIPaBUTEIBCTBO 3Ha4YeHue, MPUHLUIBI TocTpoeHus U BHeapeHus.  |(T)

HHTErprpoBaHHOE AIEKTPOHHOE TPAaBUTEIBCTBO
Poccun. Opranunzanys MeXBeIOMCTBEHHOTO
JIEKTPOHHOI'0 JIOKYMEHTO000pOTa MEKIY
opraHaMu rocyzapcTBeHHOM Biactu Poccuiickoi
denepanuu

2.3.4 [IlpumepHas TeMaTHKAa KypPCOBBIX padoT (IIPOEKTOB) — He MPeAyCMOTpPeHAa

2.4 IlepedyeHb y4eOHO-METOAUYECKOr0 o0ecneYeHHsl I CAMOCTOSATEeJIbHOI PadoThI

00y4aoIMXCcH M0 JUCHHUIITIMHE (MOTYJII0)

IlepeueHp yueOHO-METOMUECKOTO 00eCTieueH s JUCIIUIUTHHEI

No Bug CPC 10 BBITIOJTHEHUIO CAMOCTOSTEIFHON paboThI

1 2 3

1 [IIpopaboTka Meroauueckue yka3zaHus MO OpraHU3allMd CaMOCTOSITEIBbHOM
TEOPETUIECKOTO paboThl CTyAeHTOB Mo HampasieHuto moarotoBku 39.03.03
marepuana (rmoaroroBka/Opranuszanus padoThl ¢ MOIOAEKbIO (mpoTokoar  Ne 10 ot
K npo6nemubimM|10.04.18 1.)
cEMHHapam)

2 (llogroroBka Mertoauueckue yka3zaHus MO OpraHU3allMd CaMOCTOSITEIBHOM
VHIUBUYAJIbHBIX paboThl CTYIEHTOB MO HampaBiieHHo moaroroBku 38.03.04
3amaHuil  (npe3eHTauui,|['ocyrapcTBEHHOE 1 MYHULIMIIAIBHOE YIIPaBI€HUE (IIPOTOKOJ
coo0Omienu, Beo-kpynza)|Ne 10 ot 10.04.18 1.)

3 [IloaroroBka k| Meroauyeckue yKa3aHHs 110 OPraHU3alUHU CaMOCTOSTEJIBHOU




AHAJTMTUYECKOM 3alrcKe |[paboThl CTYIEHTOB IO HampapieHuio moarotoBku 38.03.04
['ocymapcTBEeHHOE ¥ MyHUITUTIAIEHOE YIIPaBICHUE
(mpotoxon Ne 10 ot 10.04.18 1.)

4 |TTogroToBka k|MeToauveckne yKa3zaHUs IO OPTaHU3AIMHU CAMOCTOSITEIBLHOM
TECTUPOBAHUIO 1o|paboThl CTYJIEHTOB IO HamparieHuio moarotoBku 38.03.04
yueOHOMY  Marepuany|l'ocymapcTBEeHHOE U MYHUIIUIIATHHOE yIIPaBICHUE (IIPOTOKOI
MYCIIUIIIUHEI No 10 ot 10.04.18 1.)

Y4eOHO-MeTOIUYECKHUE MaTepuasbl ISl CaMOCTOSITENIbHOM pPadOThl 00yYaroImUXCs U3
YKCJIa UHBAJIMJIOB U JIUI] C OTPAaHUYCHHBIMH BO3MOKHOCTIMHU 3710poBbst (OB3) npenocrasistorcs
B (hopMax, aanTUPOBAHHBIX K OTPAHUYEHHSIM UX 3JJ0POBbS U BOCIIPUATHS UH(POpMALIUU:

JList i1l ¢ HapyIIEeHUSIMH 3PEHUSL:

— B MieyaTHOU popme yBeIMUEeHHBIM HIpUPTOM,

— B (popMe 3JIEKTPOHHOT'O IOKYMEHTA,

J5ig U1 ¢ HapyIICHUSIMH CITyXa:

— B mieyaTHOU hopme,

— B popMe PIIEKTPOHHOTO TIOKYMEHTA.

JList v1n ¢ HapylIeHUsIMH OTIOPHO-/IBUTATEIBLHOTO anmapara:

— B IIeYaTHOM ¢opme,

— B (popMe 3JIEKTPOHHOTI'O IOKYMEHTA,

JlaHHBIN TepeueHb MOXET ObITh KOHKPETU3MPOBAH B 3aBUCUMOCTH OT KOHTHHTEHTA
0o0ydJaroumxcs.

3. O0pa3oBaTe/ibHbIE TEXHOJIOTHH.

B npenopaBanuu Kypca UCIOIB3YIOTCSI COBPEMEHHbBIE 00pa30BaTeIbHbIC TEXHOJIOTHU:

- MyanHMe)IPIﬁHBIe JICKOMH C 3JICMCHTAMU JUCKYCCUU;

- THPOPMAIIMOHHO-KOMMYHUKATHBHBIEC TEXHOJIOTHH;

- UCCIIEIOBATEIHCKHE METO/IbI B O0YUCHHH;

- IpobsIeMHOe 00yYeHue.

B y4eOHOM mpoliecce UCHOIB3YIOTCS aKTUBHbIE U MHTEPAKTUBHBIE (POPMBI MPOBEIECHUS
3aHATHH.

KomuuecTtso
4acoB
Ne Hammenosanue pa3nenos (Tem) Virrep.
Bcero qach!
1 2 3 4
1 Benenue B aucuuminny «/{okymeHTannoHHoe obecreueHme 4 2
YIIpaBJICHUS)
5 3akoHOJaTeNbHAS U HOPMATUBHO-METOINYECKast OCHOBA 4 9
JIeJIONPON3BOJICTBA
3 JIoKkyMeHTBI: KaccupuKalus, CTpyKTypa, TpeOOBaHUS K 4 9
0(OPMIIEHUIO.
4 OdopmiteHre opraHu3alMmOHHO-PACTIOPTUTEIHHON 1 5 9
MH()OPMAIIMOHHO-CITPABOYHON JOKYMEHTAIIHH.
5 OdopmieHre TOKYMEHTAIMH 110 TUYHOMY COCTaBY 6 4
6 Odopmienne koppecrioneHIIMA. CTPYKTYpa AETOBBIX MTUCEM. 4 2
7 OdopmiieHre T0roBOPHOM TOKYMEHTAIIUH. 6 2
8 Tunossie 1 yHuULIIHPOBaHHBIE (POPMBI TOKYMEHTOB. 4 2




9 Opranm3anys padoTel ¢ KOHOUIECHIIMATLHBIMU JOKYMEHTAMHU
10 |DopMbI peructpanuu JOKyMEHTOB

11 |Opranuzanus npuemMa rpaxiaH

12 |ABTOMaTH3aIus JACIONPOU3BOJICTBA

13 |Ilopsnmok nepegaun e B apXuB

14  |DnekTpoHHOE NPaBUTENHCTBO

Hmoeco no oucyuniune: 64 36

AP O
AN DNDN

Ha srtame wu3yudeHHs MEpBBIX ABYX pa3/eloB, KOTOpPbIE HOCAT B OOJbBLICH CTENEeHU
TEOPETHUYECKUH XapaKTep HCHOJb3YIOTCS TPYIIIOBBIE W CAMOCTOSATENbHBIE (OPMBI PabOTHI,
HalpaBJICHHBIE HA OCMBICICHHE CIOXHBIX HECTPYKTYPHPOBAHHBIX NpoOJeM MpeaMmera
oOyuyeHus, (QOpMHpPOBAHUE COOCTBEHHOW apryMEHTHPOBAHHOW MO3UIMH IO MPOOJIEMHBIM
acrieKTaM U3y4aeMol TeMBbl. 31eCh UCIOIb3YyeTCs TaKhe 00pa3oBaTeIbHbIC TEXHOIOTUH KaK

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

0 JEKIUS C HIIEMEHTaMH JTUCKYCCHH;

[Tocnenyromue paszmensl Ui pelIeHWS IOCTAaBICHHBIX LeNed B paMKkax y4eOHOH
JTUCIUTUTMHBL TPEOYIOT HCIIOJIB30BAaHMs METOIOB OOy4YeHUsI, HAIIPaBJIEHHBIX HAa (popMuUpoBaHHE
YMEHHI W HaBBIKOB IIOATOTOBKM JOKYMEHTOB pa3BIMYHBIX BUAOB. s 3TOro BHEIpPEHBI
CIIeAyIoNIe 00pa30BaTEIbHBIC TEXHOIOTHH:

1. [IpoBenenue mpoOIEMHOTO ceMUHapa, B paMKaxX KOTOPOTO CTYACHTHI PEIIaroT
JIBYSIMHYIO 3aJady: a) MOJydYaloT 3HAHMSA 110 OYepeaHOH Teme ydeOHOro Momyns; O)
QIANITUPYIOT UX K CTPYKTYPE YU€OHOH TUCIUILITHEI.

2. AHanMTHYeCKUE TEXHOJIOTUH 3aKOHOAATENILCTBA 00 OCHOBAX JICIONPOU3BOJICTBA U
JOKYMEHTOO0OPOTa M 3KCIEPTH3Bl JTOKYMEHTOB SIBJISIOTCS, C OJJHOM CTOPOHBI, YHUKAJIbHBIMU
JUIS TAHHOTO y4eOHOTo Kypca MHTEPAaKTHBHBIMU OOpa30BaTEIbHBIMHU TEXHOJIOTHUSIMHU, B OCHOBE
KOTOPBIX JIGKUT METOJl aHaln3a JOKYMEHTOB; C JPYTOi, COCTaBHOM YacThIO IPAKTHYECKOM
NeSITeTIbHOCTH, CBS3aHHOW C JIMarHOCTHKOH JOKYMEHTOB, O0ECIIEYMBAIONINX YIIPABICHYECKYIO
JeSITeTIbHOCTD. B Kypce HCIONb3YIOTCSI MHIANBHIYaIbHBIE TMCEMEHHBIE 3a/IaHHs.

3. Pa3zpaboTka M mpe3eHTalMsi KOJUIEKTUBHBIX HH(OPMAIMOHHO-aHATUTHYECKHX
NPOEKTOB ««MoJlenn pearn3anuu JeNONPOU3BOACTBA M JOKYMEHTOOOOPOTa»  TO3BOJISIOT
CTPYKTYPUPOBATh HWHAMBUIYAIbHYIO JAEATEIBHOCTh IO MHCbMEHHBIM 3aJaHusM. OCHOBHBIE
3aJaui Npe3eHTaluu Kak yuyeOHo (GopMbl CBOIATCS K (POPMHUPOBAHUIO MPAKTUUECKUX YMEHUH
KOHIICHTPUPOBAHHOTO M3JIOKEHUSI M TIPE3CHTAIlMM BU3YAJIBHBIX MaTepuasioB B Qopmare
«PowerPoint» pe3ynbpTaToB, MOJy4eHHBIX B X0/1€ aHATUTUYECKON paOOTHI.

4. WunuBuayanbHble W TPYNIOBBIE  KOHCYNbTallMHM.  VIHIWBHIyalbHbIE
KOHCYJIbTAIIH TIPOBOJISATCS Pa3 B HENENIO MOCIe YUeOHBIX 3aHSATHH MOCPEICTBOM MPEIMETHOTO
Jyajgora  IperojaBarelis ¢ OOydaloUMMcs IO  Pa3IMYHbIM  COJIepXKaTelIbHBIM U
OpraHW3allMOHHBIM BOIIPOCaM Y4eOHOTO MOAYNs. ['pynmoBble KOHCYJIBTAIMH TTO3BOJISIOT
IPEenoJIaBaTel0 ONTUMHU3UPOBATh KOMAaHIAHYIO pabOTy CTYAEHTOB MO PA3JIMYHBIM MPOEKTHBIM
dbopmam yueOHOU IeATeTLHOCTH.

Jlnst auIp ¢ OrpaHMYEHHBIMH BO3MOXKHOCTSIMH 3/I0POBBSI TIPEAYCMOTPEHA OpTaHH3aINs
KOHCYJIBTAIIMH C UCIIOJIb30BAaHUEM HJIEKTPOHHOM IOYTHI.

4. OneHo4YHbIe CPeACcTBA IS TEKYILIEero KOHTPOJIsl yCIIeBAeMOCTH M IIPOMEKYTOYHOM
aTTecTaluu.
4.1 OneHOYHBIC MATEPHAJIBI VIS TEKYILEr0 KOHTPOJIsSI YCIIeBAeMOCTH
4.1.1. Bonpochl Il JMCKYCCMH B PaMKaX JIEKIHOHHBIX 3aHATHH W NMPoOIeMHBIX
CeMHMHAPOB.
JAuckyccuoHHble BONPOCHI MO0 Teme «JloOKyMeHTBI: KJaccupukamusi, CTPYKTYpa,
TpeOoBaHus K 0(pOPMIICHHIO»
1. IMonsitne o knaccudukamuu TOKyMEHTOB. COOTHOIIICHHE BUOBOW W THITOJOTHYECKON
KJIaccu(UKAIUN TOKYMEHTOB.
2. Buapl JOKyMEHTOB: OpraHM3ALMOHHBIE, pacNOpPAIUTEIbHbIE, HHPOPMALMOHHO-
crpaBoyHble. TUNOJIOTHYECKas KJIaCCH(PHUKAIIHAL.



3. banku AOKYMEHTOB: BHU[bI OJAHKOB M TOPSAIOK PACIIONIOKEHHsSI PEKBU3UTOB B OJaHKe
(YryioBO€ M IIEHTPOBAHHOE ), UCITOJIH30BaHUE OJJAHKOB ¢ M300paKEHUEM TOCYIapCTBEHHOTO repoa
u repba cyobekTa deaepauu.

4. TpeOGoBaHusi K COCTaBJCHHIO U OGMOpPMIEHHIO JOKYMeHTOB. Dopmarbl OyMa)KHBIX
JIOKYMEHTOB.

5. TpeGoBaHMsI K TEKCTY JOKYMEHTOB.

Ilepeuens yacmu Komnemenyuu, NPOGEPAEMbIX OYEHOUHBIM CPEOCHBOM.

[1K-4 odopmiienue u mpencTaBiIeHUE Pe3ysIbTa0B HAyUYHO-TIPUKIAJAHON ACSITENbHOCTH T10
MOJIOJIC)KHOM TEMaTHKEe B COOTBETCTBHH C POCCUHCKUMH M MEXIYHAPOJHBIMA HOPMATHBHBIMH
JOKYMEHTaMU M CTaHJapTaMu, HAYYHBIMH U ClIeHUaIbHBIMU TPEOOBAHUSIMU K MPE3EHTAIIUN

Kpumepuu oyenxu:

«YAOBIIETBOPUTEIBHOY» / «3aUTE€HO» - CTYJIEHT UMeeT (parMeHTapHbIC MPEACTABICHUS O
COJCpKAHMUU 3asBICHHOH TEMBI MPOOJEMHOTO CEMHHApa, YacTUYHO OCBOWJI TOHSATHIHO-
KaTeropualibHbIN ammapar;

«XOpOIIO» / «3a4TE€HO» - CTYACHT AEMOHCTPHPYET OOIIME 3HAHUS IO 3asiBICHHON TeMe
MpoOJIEMHOTO CEeMHHApa, YMEET YCTaHaBIMBATH CBSI3U MEXIY TEOPETUYECKUMH MOHATUSMHU U
IMIIUPUYECKUMHE (PaKTamu;

«OTJIMYHO» / «3aYTEHO» - CTYIEHT JAEMOHCTPUPYET CHCTEMHBbIE 3HAHMS IO 3asiBICHHOMN
TeMe MPOOJIEMHOTO CEMHUHAPA, YMEET YCTaHABJIMUBATH CBSI3U MEXKIY TEOPETUICCKUMHU TOHATHIMU
U OMIUPUYECKUMH QakTamu, GopMyIHpyeT aHaTUTHYECKUe 0000IIEHUS 1 BHIBO/IBI.

4.1.2. UnauBuayaibHOe NMHCbMEHHOE 3a/laHHMe, HANPaBJieHHOe HAa ¢opMupoBaHue
HABBIKOB MOJAT0TOBKH HH()OPMAIMOHHBIX 0030POB.

«TexHonoruss MOArOTOBKH HH(POPMALMOHHOrO 0030pa mo mNpodiaeMaTHKe
MOJIOIEKHOM MOJTUTHKI.

OcHoBaHus Bunast 0630poB
JIeJICHUS

D yHKIMOHAIBHOE
Ha3zHaueHue (mpeaMer
aHajmn3a)

XapakTep paccMaTpUBaeMbIX
BOIIPOCOB

LleneBoe Ha3HAUYCHUE

[Torpeburensckoe
Ha3zHaueHHe




Ilepeuens yacmu KomnemeHyuu, NPoOGepPsAEMbIX OYEHOUHbIM CPEOCNEOM:

IMK-11 - BnameHueM HaBBIKAMH COCTAaBJICHHUS MH()OPMAIMOHHBIX 0030pPOB IO HCCIIEAYEMOM
npoOieme

Kpumepuu oyenxu:

«YAOBIIETBOPUTEIBHO)» / «3aUTE€HO» - CTYJEHT UMEET (parMeHTapHbIC MPEACTABICHUS O
COJICP’)KaHUHU TEXHOJIOTHH MTOJATOTOBKH WH()OPMAIIMOHHBIX 0030pOB;

«XOpOILO» / «3auTE€HO» - CTYJEHT HMMEeT OOIIMe MPEACTAaBICHUS O COJACPKAHUU
TEXHOJIOTHH TIOJTOTOBKM WH(OPMAMOHHBIX 0030pPOB, OCBOWII IMOHSATHHHO-KAaTErOpPHAIbHBIH
anmapar, yMeeT YCTAaHaBIIMBaTh CBS3U MEXKIY COCTABHBIMH 4YacTsIMH HWH(OPMAaLMOHHOTO
0030pa;

«OTJIMYHO» / «3a4YT€HO» - CTYICHT MUMEET CHUCTEMHbIE MPEACTABICHUS O COJACPKAHUU
TEXHOJIOTHH TIOJTOTOBKM WH(OPMAIMOHHBIX 0030pOB, OCBOWII IMOHSATHHHO-KAaTErOPHAIbHBIMI
anmapar, yMeeT YCTaHaBIIMBaTh CBSI3U MEXKIY COCTABHBIMH 4YacTsIMH HH(OPMALMOHHOTO
0030pa, hopmyIupyeT aHaTUTHIECKUE 000OIIICHUS U BBIBOJIBI.

4.1.3. lloaroroBKka coo0IIeHNi U MpPe3eHTANN P M0 Y4eOHO# THCIUTIIHHE

Cooougenue «ONEKTPOHHOE IPABUTEIBCTBO». €r0 3HAYEHUE, NPUHIUIBI ITOCTPOEHUS U
BHeJpeHusa. VIHTerpupoBaHHOE 3JEKTPOHHOE MpaBuUTelNbCTBO Poccun.  Opranuzanus
MEKBEJIOMCTBEHHOTO 3JIEKTPOHHOTO JIOKYMEHTOOOOpOTa MEXKAY OpraHaMH TrocyJapCTBEHHOMN
Brnactu Poccuiickoit ®Dexepanum» JOHDKHO COJAEPKATh AaHAIM3 TMPAKTHKA PpabOThl ¢
JIOKYMEHTaMH, OIMCAaHUE UX CTPYKTYPHBIX U (PYHKIIMOHAJIBHBIX OCOOEHHOCTEH, a TaKXKe OL[EHKY
ux 3¢ pexTUBHOCTH.

Anroput™ paboThI:

1. ITouck nurepaTypsl U aHAIN3 JTUTEPATypPhl U HICTOUHUKOB 10 JAHHOH mpobiieme.

2. IloaroroBka cooOlIeHNS B TUCbMEHHOM BUJE WM Mpe3eHTaluu pedepaTa B TBOPUECKOM
(MpOAYKTUBHOW) TmepepaboTKe, TIe IJIABHOE BHUMAaHHE YIENAETCS HOBU3HE COJep)KaHus,
aQHAJIN3Y €ro COLMAJIBLHONW LIEHHOCTH C YYETOM YX€ MMEIOIIUXCS JOCTH)KEHUN B OMpPENeIeHHOMN
001acTH 3HaHUH.

Ilepeuensv yacmu komnemeHyuu, NPOBEPIEMbIX OYEHOUHIM CPEOCMBOM.

OIIK-1 - pemeHue CTaHIAPTHBIX 3a7aydl NPOQPECCHOHATBHON AEATENbHOCTH HAa OCHOBE
uH(GOPMalMOHHOW W OuOIMorpa@uueckol KynbTypbl C HIPUMEHEHHEM HWH(OPMAaIMOHHO-
KOMMYHHUKAIIMOHHBIX TEXHOJOTMM W C YYeTOM OCHOBHBIX TpeOoBaHUI MH(MOPMAIIMOHHON
Oe3omacHOCTH. Biajneer HaBbIKaMH HCIOJB30BaHUS IMOHSATUITHO-KATErOPHAILHOTO amnmnapara
Kypca «/lenonponsBoJcTBO B chepe MONOAEKHON MOJUTHKI MPU aHAIN3E U OLIEHKE KOHTEHTa
1 3QHEKTUBHOCTH pealIn3alliy peleHui B cpepe aHTUKOPPYINIUOHHON MOTUTHKH.

Kpumepuu oyenxu peghepama:

«YIOBJIETBOPUTETLHO» / «3auTE€HO» - COOOIIEHHE TMPEACTABISAET COOOUW M3IIOKCHHE
pe3yIbTaTOB YYKHUX UCCIEIOBaHUNA 0€3 caMOCTOATENbHON 00pabOTKH HCTOYHUKOB;

«XOpOLIO» / «3a4TE€HO» - COOOIIEHHE IMPEICTABIAET cOOOM CaMOCTOATENbHBIM aHAIN3
pa3sHOOOpa3HBIX HAYYHBIX MCCIEIOBAHUNA M SMIMPUYECKUX JAHHBIX, OJHAKO HE B MOJHON Mepe




oTpakaeT TpeOoBaHus, chOpPMyTUPOBAHHBIE K €TI0 U COICPIKAHUIO.

«OTIMYHOY» / «3a4TE€HO» - B COOOLIEHUU OTPaXKaloTCsl TaKue TpeOOBaHUS KAaK aKTyaJbHOCTh
COJICp)KaHMs, BBICOKHI TEOPETHYECKUH YpOBEHb, INIyOMHA M TOJHOTA ()aKTOPOB, SIBICHUM,
npo0ieM, OTHOCSIUXCA K TeMe, MH(POPMALMOHHAsl HACHIILIEHHOCTh, HOBU3HA, OPUTMHAJIBHOCTD
U3JI0KEHHUS MaTepuaia; CTPYKTYpHas OpPraHM30BaHHOCTb, OOOCHOBAHHOCTh MPEUIOKEHUS U
BBIBOJIOB, C/I€JIaHHBIX B COOOLIEHUH/ TPE3CHTALIUY.

4.1.4 TllpumepHble HHAMBUAYAJIbHBIE 3aJaHUS

Cocmasumv u ogopmums npuxkassl nO OCHOGHOU OeAmMeabHOCmU, U Opyue
pacnopaoumeibHvle 0OKYMEHMbl, HE00X00umble 8 OAHHBIX YNPAGIEHUECKUX CUMYAUUAX:

Curyanus 1.

A.H.llunos, npencenarenb PoCCUUCKOTO areHTCTBAa MEXKIYHAPOJAHOTO COTPYJIHHYECTBA U
pasBuTHs (rocynapcTBeHHas opranu3anus npu [IpaBurensctBe P®D), 24 ¢eBpans Tekymiero
rojia MOPYYHJI CTPYKTYPHBIM MOJPA3JECICHUSAM AareHTCTBa COBMECTHO C MpPEACTaBUTEISIMU
['ockomumymectBa Poccun k 10 ampens MOArOTOBUTH MPOEKT IMPOrpaMMbl IPUBIICUEHUS
MHOCTPAHHBIX MHBECTHLMI K MPOLECCY aKUMOHHUPOBAHUS TOCYJAPCTBEHHBIX MPEANPUATHIM.
[Topyuenue ObulO naHO BO ucroyiHeHUEe nocraHosiieHus IlpaBurtenscrBa P® ot 24 ¢deppans
tekymero roga Ne 246 I'maBHOMY yHpaBJIEHHIO OTPACIEBbIX HMHBECTHUIMOHHBIX MPOrPAMM,
['maBHOMY JOrOBOpPHO-IIPAaBOBOMY YIIPaBJICHHWIO M [J1aBHOMYy YIIpaBJIEHHUIO CTpaTeruud U
WHBECTHUPOBAHUS.

[TpoekT mpuKkasza mpeacenaTens areHTCTBa ObUT 3aBU3MPOBAH €T0 TEPBBIM 3aMECTUTENIEM
J.H.®enopoBbIM 1 HadyaJIbHUKOM [ JIaBHOTO JOrOBOpHO-IIpaBOBOro ympasieHus 1.B.MinbuHbM.
KonTtpons 3a ncnoiaaennem nprkasa 0bu1 Bo3noxke Ha J[.H.denopona.

Curyaunus 2.

JIMpeKTOp PEMOHTHO-3KCIITYaTallMOHHOIO0 MyHUIMnaIbHOTO ynpasieHus Ne 15 3oros N.T.
5 oKTA0ps TeKyIIero roja u3jai NpukKa3 o MOJAroTOBKE K YOOpPKE TEppUTOPUI B 3UMHHI TIepro
Tekymero roxa. InaBublii uHxeHep Hukomae B.B. k 15 okta0ps momkeH mnpoBecTH
3aKperyieHue yOupaembIX TEPPUTOPUI 3a TEXHUKAMU-CMOTPUTEISIMU U IBOPHUKAMH, COCTaBUTh
rpaduK JBYXCMEHHOU palboThl MO YOOpKe TPOTYyapoB U JABOPOBBIX TEPPUTOPHI, pazpaboTaTh U
coriacoBaTh B IpedeKType OKpyra IulaH YOOpKHM TEppUTOpPHIl C NpPUBJICYEHHUEM JIIOJEH U
TEXHUKHU BEJIOMCTBEHHBIX NPEAIPUATAN, PACIIOIOKEHHBIX HA TEPPUTOPUH OKpYTa.

[Ipuka3 u3gan Ha ocHOBaHMM mocTaHoBieHUs [IpaBuTenbctBa MOCKBBI OT 8 CEHTAOpA
tekymero roga Ne 908 «O roroBHOCTH CiIy’)X0 TOpOJICKOTO X03siiicTBa K yOOpKe TeppUTOpUIA
r.MOCKBBI B 3UMHHUIA IEPHO]IY.

Curyauus 3.

OTnenom opraHu3alioHHON M KaJpoBOH paboThl YnpasieHus MuHuctepcTBa rocTuiuu PO
no PecriyOnmnke Kapenusi B KoHIle KaJleHIapHOTO rojia Obula cocTaBlieHa HOMEHKJIAaTypa Jiesl Ha
CIIEAYIOIMNA KaJeHJapHBId roa. 27 nexabps TEeKyLIero roja HavyaJbHUKOM YTIpaBICHUS
T.I1.ArnateeBoil OBLT M3aH W TOAMKMCAH TPHUKA3 00 yTBEPXKICHWUU W BBEICHHH B JCHCTBHE
HOMEHKJIATypbl JAel ¢ 1 sAHBapsd cHeAyolero roja. PyKOBOIUTENSM CTPYKTYpPHBIX
noJipa3ielieHui MPUKa30M MPeANUChIBAIIOCH (POPMHUPOBAHHE, UCIIOIb30BAaHUE U XpaHEHHUE JEN B
COOTBETCTBUM C pa3paboTaHHONW HOMEHKJIATypoil e, KOoHTposb 3a MCHIONHEHUEM NpHKa3a Obul
BO3JIO’KEH Ha HayaJIbHUKA OT/ieJla OpraHu3aluOHHON U KaJpoBoil paboThl XioHHHHEHa A.B.

Curyanus 4.

PykoBoautenem Komurera mo 3eMenbHBIM pecypcam U 3emieycTpoicTBy dDenepanbHoii
ciyxObl 3emenbHOoro kagactpa Poccum A.T.KonnpamoBeiM 1 HOSOpsi Tekymiero rojga ObLI
U3JaH TIPUKa3 O BBEJCHUM YHUQHUIIMPOBAHHBIX (POPM NEPBUYHON YUETHOW NOKYMEHTALUU TI0
yueTy KaapoB. [Ipuka3 u3gaBancst B COOTBETCTBMM C IIOCTaHOBJIEHHEM [ ocynapCTBEHHOIO
komurera mo cratuctuke ot 06.04.2001 Ne 26 «O06 yTBepkIeHUH YHUPHUIIMPOBAHHBIX (HopM



NEPBUYHON YYETHOH [OKYMEHTALlMM IO YYeTy TpyJda M €ro OIUIaTh» U C LIEJIbI0 CO3AAHMS B
Komutere enuHoi cuctembl KaapoBoil nokymeHTauuu. [Iprka3zom BBOAWIWCH B JecTBUE C |
HOAOpS TEKyIIero rojxa Bce YyHUGUIUpPOBaHHbIE GopMbl, Bomeamue B Ainbsbom YOI,
YTBEPKACHHBIN BBIIIECYKa3aHHBIM II0CTAHOBICHUEM.

IIpoekt npukasa 3aBU3HPOBAIIU IOPUCKOHCYNBT TunieHko M.A., HHCIEKTOp OTAeNa KaJpoB
Kykosa T.II.

Ilepeuenv yacmu komnemeHnyuu, NPOBEPAEMbIX OYEHOUHLIM CPEOCNBOM:

[IK-15 - VYwmeHue BecTH [JENONPOU3BOJACTBO U JOKYMEHTOOOOPOT B  OpraHax
rocygapcrBeHHon Biacth  Poccuiicko @epepanuu, opraHax TIOCYJapCTBEHHOM BIIACTH
cyobekToB Poccuiickoit denepanun, opraHax MECTHOTO CaMOYIIpaBIIEHHs, TOCYJapCTBEHHBIX U
MYHUIUTATBHBIX TPEANPHUATUAX U YUPEKICHUSIX, HAYUHBIX U 00pa30BaTEIbHBIX OPTaHU3aAIMSIX,
HOJUTUYECKUX MapPTHUSX, OOIIECTBEHHO-TIOJIMTUYECKUX, KOMMEpPYECKMX M HEKOMMEpPUYECKUX
OpraHu3aLuUsIX

Cocmagumv u ogopmumos  cayxyceOHble nuUcbMa, HeOOXOO0UMble 6 OAHHBIX
YARPAGNEHUECKUX CUMYAUUAX:

Curyanus 1.

JlenapraMeHT NOAJEPKKH M Pa3BUTHSA MaJOro MpEeANpHUHUMATENIbCTBA  NHCbMOM 3a
MOJIMKUCKHI0 3aM.IUpeKTopa JAenapramenta CepukoBa A.B. yBeqoMun pyKOBOACTBO JE€TCKOTO
caga Ne 1586 0 ToMm, 4TO B CBSI3M C Pa3BUTHEM MPEINPUHUMATEILCTBA 3aHUE JETCKOTO caja
JOJIKHO OBITH TIepeaHo AJI TEXHUYECKUX HYXK] JernapTaMeHTa.

Ucnonnurtenem BacuibeBoit mo mopydeHuio aupekropa jaerckoro cama Ne 1586 HOro-
3amagHoro OKpY>KHOTO YIpaBiieHHs 00pa3oBaHUsi T.MOCKBBI, pacrlojOKEHHOTO Ha MPOCHEKTE
MugypuHckoM, oM 22 T.MOCKBBI, OBIJIO COCTABJICHO MUCHMO, aIPECOBAHHOE OTIENY ITHCEM
Mbpuu MockBel o aapecy: r.MockBa, yin. TBepckas, 13, B KoTopoM AupeKTop AeTckoro caga No
1586 O.A.AGpamoBa mpocuia pa3oOpaTbCcsi B JaHHOM BOMPOCE, MOTHUBUPYS TEM, UYTO B
HA3BaHHOM paiioHe JETCKUX CaJ0B OCTAIIOCh MAajo W HE BCE JETH MOTYT MOCEeaTh NETCKUE
JOMIKOJIBHBIC YUPCIKACHUA. ITucemMo OBLIIO OTBETOM Ha HOJ'IyLIeHHI)II\/II JOKYMCHT OT I[enapTaMeHT.

Curyauus 2.

MoOCKOBCKMH paguOTEeXHUYECKUH KOIeIK HUMeHHM akagemuka A. A. Pacmierunna
MunuctepctBa oOpazoBanus P® (Mocksa, yin. b.Jlekabpbckas, 5, 124000, ten.: 252-11-84,
dakc: 253-32-36) pazocnan MHGOPMALMOHHBIE MUCbMA JUPEKTOpaM IIKOJI  Topoja cC
cooOmieHrneM 00 OTKPHITHM B HOBOM Yy4eOHOM TOny JBYX (DaKyIbTE€TOB: COBpPEMEHHBIE
UH(OPMALIMOHHbIE TEXHOJOIMH M IopHIudeckuil. B muceme cooOmianoch Takke O TOM, YTO
npaBuiIa TIpUeMa Ha yKa3aHHbIe QaKyiapTeThl o0mue. [IMcbMo OBUTIO COCTABICHO UCTIONHUTEIIEM
CrenanoBoii n noanucano aupekropoM JI.b.MapTsiHIOKOM 15 MapTa Teky1ero roja.

Curyanus 3.

Ucnonaurenem M. O. ITonsakoBoil o mMopy4eHU0 HadalbHUKA oTAesna mMapketuHra OAO
«Toprrnorpebeoro3» (r.Mocksa, Jlecnas yn., .18, 117123, Ten./pakc. 234-56-00, OKIIO
87654321, OT'PH 1234567890098, MHH/KIIIT 09876543321/123456789) B.A.KomapoBa ObL10
cocraBiieHo nucbMo B ajapec OOO «Jlenmo», TexHW4yeckoMy aupektopy A.M.MsrkoBy 00
OTIIpaBKE JOKYMEHTallMu cleAyromero coaepxkanus: «Hampasisem HeoOxoaumble Bam
JOKYMEHTBI, cojiepkalie HHGPOpMalMI0 O IeHe KOMIUIEKTa HAayYHO-TEeXHUYECKOM
JOKYMEHTallud  Ha XOJoauwibHOe oOopynoBanue. IlpeanmaraeM BbICHATh TEXHUYECKYIO
JOKYMEHTAIlMI0 Ha 3apyOeXHble AaHaJOrM XOJOIWJIBHOrO o0opyaoBaHus. I[lpu npuHATHH
MOJIOKUTEIBHOTO  pelleHuss O  3aKkynke oOopyaoBaHus mpocuM Bac — HampaBuTh
COOTBETCTBYIOIIIEE MUCHMO pyKOBoIUTENO otaena cobita Haymoy C.ILy». JlaHHBIM mECBMOM
compoBoXaaIach crienudukanys Ha 28 1. B 1 2K3.

Ilepeuenv yacmu komnemeHyul, NPOGEPAEMbIX OYEHOUHLIM CPEOCNBOM:



[1K-15 - VYwmeHue BecTH [eNONPOU3BOJACTBO U JTOKYMEHTOOOOPOT B OpraHax
rocyinapctBeHHoM Biactu Poccuiickoit @enepanuu, opraHax TroCyJAapCTBEHHOW BIIACTH
cyobekToB Poccuiickoit denepanun, opranax MECTHOTO CaMOYIPaBIIECHHs, TOCYJapCTBEHHBIX U
MYHUIUNAIBHBIX TPEANPUATUAX U YUPEKICHUSIX, HAYUHbIX U 00pa30BaTEIbHbIX OPraHU3aLMSIX,
HNOJUTUYECKUX TapPTHAX, OOIIECTBEHHO-TIOJUTUYECKUX, KOMMEPYECKMX M HEKOMMEPUYECKUX
OpraHu3aLusIxX

Cocmaeumv u oghopmums 00K1a0HbBIE, U 00BACHUMENbHBIE 3ANUCKU, HEODX00UMblEe 8
CeOYIOuUX YRPAGIEHUECKUX CUMYAUUAX:

Curyanus 1.

3amecturenb HavanbHuKa [Ipom3BoicTBeHHOrO OoO0benuHeHUs «MOCKOBCKas TOpoJicKas
teneponnas cetb» (MI'TC) Munucrepcrsa cBsisu PO M.U./ly6oB oOpaTHicss K Ha4adbHHUKY
CIEIHMAIbHOTO yIpaBieHusl TenedOHHON CBs3M TOro xe wmuHHcTepcTBa [.C.AKCEHOBY C
JOKJIATHOM 3aITUCKOM O BBIJCIICHUU MPSMBIX IPOBOJOB M HA3HAYCHHUH TelIe(hOHHBIX HOMEPOB Ha
JIOTOBOpHOM ocHoBe. B nmoknmaanoit 3amucke M.M.J[y6oB cooOmianm o TOM, 4TO B CEHTSOpe
tekymero roga obowsemuaeHreM (MI'TC) ObuH TIOATOTOBJICHBI W COTJIACOBAaHBI ¢ [ JTaBHBIM
IUIAaHOBO-(DMHAHCOBLIM ~ ympaBieHrneM MuHuctepcTBa cBsi3u P® 10roBopsl ¢ HOBBIMHU
aboneHTamu. /{71 BKIIFOUEHUS yKa3aHHBIX a0OHEHTOB B CeTh nepenadn JanHbix «Muboren» ¢ 1
JeKadps TEKYIIEero rojia HeoOX0IMMO BbIIENIEHUE IPSIMBIX MPOBOOB. B cBs3u ¢ aTum r-H J[yooB
BBIIBUHYJT PEJIOKCHNE O BBIICTICHUH MPSMBIX IIPOBOJIOB M HA3HAYCHUU TeJIe(POHHBIX HOMEPOB
Ha JIOTOBOPHOM OCHOBE yKa3aHHbIM aboHeHTaMm. JlokjanHas 3amucka ObLla COCTaBlieHa
ucnionauTesieM Opnopoit u noanucana M.M.Jly6oBbiM 12 HOSIOps TEKyILIETO roja.

Curyaunus 2.

Kypeep 3A0 «Dapma» C.C.CoMOB peryisipHO oOmas3jabiBajl Ha paboTy, yeM Hapymiai
TPYAOBYIO TUCHUIUIMHY. 3aBeaytoas kanuenspueil 1.B.1llymMmunnna HeogqHOKpaTHO Jenana eMy
3aMevaHusi (B ycTHOH ¢opme), a 12 uroHS Tekyuiero rojaa Oblga BBIHYKIEHa OOpaTHThCA C
JaHHBIM BompocoM K ['enepanbHomMy aupektopy A.B.CenoBy c noknanHOM 3amuckoi, B
KOTOPOH NMpOoCHUIIa NPUHATh MEpbI TUCHMITIMHApHOTO XapakTepa kK C.C.ComoBy.

Curyauus 3.

PykoBomutens otaena HoBbiX mnpoekToB O.B.TokapeBa oOpatmiace k ['eHepanrHomy
nupexkropy OOO «Macrtep» 1-Hy A.J[.MeBneBy c nokiIaaHON 3aMuCKOM O HEOOXOAMMOCTH
YBEJIMUYEHUS IITATHOW YHCIEHHOCTU oTaena. B moknagnoi 3amucke O.B.TokapeBa coobmana o
TOM, YTO B HACTOSIIIEE BPEeMs JJIsl YCIEIHON paboThl areHTCTBa HEOOXOIMMO yBEJM4YEeHHUE 0a3bl
JAHHBIX O TIOTEHIMANBHBIX KiIueHTaX. [lo ee MHEHMIO, OTHUM W3 Hambojee pealbHbIX MyTeil
paciupenusi 0a3bl JaHHBIX SBJSETCS MOCTOSHHBIA aHAU3 CPEJCTB MaccoBOW MHGpOpMaIuH, B
YaCTHOCTH Tpecchl (MH(opMaims o Hanboliee KPYIMHBIX KIMEHTAaX areHTCTBa Obliia MoJy4YeHa U3
AHAIUTUYECKOTO0 KypHasia «KcHepT»). B cBsi3u ¢ Tem, 4To OT/Ed B €ro HacTosIeM cocTase (5
COTPY/ZHMKOB) HE MMEET BO3MOXHOCTH OpPraHM30BaTh IMOJAPOOHOE M3Y4YEHHE AHATMTUYECKUX
m3mannii, O.B.TokapeBa cuuTaer mernecooOpa3HBIM BBECTH B INTAT OT/AENA JBE JTOJDKHOCTH
MEHEKEPOB ISl U3YyUEHHUS U aHAJIW3a MPECCHI C 1EJIbI0 BBISIBJICHUS MOTEHIUAIBHBIX KIMEHTOB,
a TaKXe MOJTrOTOBKHM olepaTUBHOW HH(opMmanuu o mnojoxxkeHuu Ha poiHke CMU B dopme
€XKEHEJENbHbIX O0T4EeTOB. B noknanHoi 3anucke TokapeBa mpemioxkmuwia Ha 3TH JOJDKHOCTH
1o/100paTh COTPYAHUKOB U3 YUCIIA CTYIEHTOB 4-5 KypcoB ¢akynbrera xKypHanuctuka MI'Y unun
IIKOJIBI PEKJIAMBI.

Curyanus 4.
B lBaHOBCKO#l 007acTH CIOXKWIIOCH KpailHE HampsHpKeHHOE IIOJO0XKEHHE C TOProBileH



MIPOMBINIJICHHBIMU TOBapaMH H, B YACTHOCTH, MEOEIBIO.

B 12 u3 15 paifoHOB TOpromisi MeOeIbi0 BEIETCS B HEMPHUCIIOCOOJIICHHBIX TMOMEIICHUSX,
JUIICHHBIX HE00X0IMMOTr0 000PYA0BaHNs, HE HMCIOIINUX HOPMAIbHBIX MOIBE3HBIX ITYTEH.

Jlis pazpeiieHuss JaHHOM NTpoOJieMbl K PYKOBOJUTENIO aaMUHUCTpanuu lBaHOBCKOM
obnactu II. W. IlonexaeBy oOparuics HadaJbHUK YTPaBIEHUS TOPrOBIM AJIMUHUCTPALUU
NBanosckoit obmactu K. JI. TapacoB. B noknagHoi 3ammMcke B CBSI3M C HEOOXOIUMOCTHIO
CO3MaHMs YCJIOBHIA, OTBEYAIOIIMX TPEOOBAaHUSM OpraHU3alMK TOProBIM MeOenbio, TapacoB
OpPOCKJI JIaTh yKa3aHUS PYKOBOAUTENISIM aJIMUHUCTPALUNA COOTBETCTBYIOIIUX pPallOHOB O
MPEAOCTABICHUH JIJIs1 TOPTOBIIA MEOEIbIO MOMEIIEHUHN, OTBEYAIOIINX YCTAHOBJICHHBIM HOPMaM.

Cocmagums u ogopmums npPomMoKoIbl, HEOOXOOUMbBIE 6 CLEOYIOUIUX YNPAGIEHYECKUX
cumyayuu:

Curyanus 1.

Hupexuus OO0 «Actpes» (Cankrt-IlerepOypr) 12.08.200  r. mpoBesio cBO€ ouepeaHoe
3acemanue, Ha Kotopom mnpucyrcrBoBanu BoctpsikoB C.T., Cryanes IL.JI., Jlebener MN.M.,
Amnronos I[1.JL., lllentynosa B.I'., Tumodeer A.A., Ctynosa M.H.

Ha 3acemanuu oOcyxnanoch J1Ba Bompoca: o xoje pekiaMmHoil kamnanuu B I kBaprane
200 r. u o mepexoje Ha HOBYIO CUCTEMY BBHITUIATHI IPEMHUATIBHBIX.

[To mepBoMy BOmpoCy ciylanu cOOOIIeHHe HadallbHUKa OTAeNa pekiaMbl BocrpsikoBa C.T.,
TEKCT COOOIICHUSI KOTOporo Obul mepenan cekperapio 3acempanus H.Jl.benosoii. Ilo sTomy ke
BONPOCY BBICTYNIII (hUHAHCOBBIA aAupekTop TumodeeB A.A., KOTOPBIN 0A00pUT YBEIHUECHUE
pacxoioB Ha HapykHy1o pekiamy B I kBaprane 200 r. Ha 5%.

ITo BTOpOoMy Bompocy caenan coobiienue CtynoB M.U. u TeKCT cooOIIeHNs TaKkKe mepenat
cekperapro. [lo ganHomy sxe Borpocy BeicTynwin AHToHOB I1.JI., HauanbHUK OTaENa KaJApPOB, U
Jlebenes M.M., nupexktop mno mnpogaxkam. IlepBelii 0700pui HOBYIO CHCTEMY BBIILIATHI
IPEMHUATIBHBIX M PEKOMEHJOBaJl TOJArOTOBUTH HeoOxonumble aokymeHThl k 01.09.200 r.
Bropoit mpemnoxun gopaboTath HOBYHO CHCTEMY BBIILJIATHl MPEMUATBHBIX M PEKOMEHIO0BAJ
IIPOBECTH TOJIOCOBAHME [0 JaHHOMY BONPOCY Ha 00111eM coOpaHuM TPYJOBOTO KOJUIEKTHBA.

B urore 3aceganus OblIM NpUHATH cienyromue pemenus: 1. Ogobputh paboTy otaena
pexiambl B 111 xBapranme 200  r. 2. IlpoBectu obimiee cobpaHue TPyIOBOTO KOJUIEKTHBA IO
BOIIPOCY O TEpeXOoJ€ Ha HOBYK CHCTEMY BBIIUIaTBl NpemuanbHbix 15.08.200 .
OTBeTCTBEHHBIM 32 MTOJATOTOBKY cOOpaHus Oblja Ha3HaueHa 3aB.kaHuenspuei [llentynosa B.I'.

Cobpanue Ben npenceaarens O.A.PymsHies.

Curyanus 2.

3A0 «I'pana-M» (MockBa) 05.03.200 r. mposeno 3acenanue CoBera ITUPEKTOPOB, HA
KOTOpOM IpHucyTcTBOBasM cienytomue wieHsl Cosera: Ilonos M.I1., MBanos N.U1., Cunopos
C.C., Yctunosa Y.V., ®enopoB @.®. B cBsizu ¢ HanuuueM KBOpyMa 3ace/jaHue ObLIO MPU3HAHO
npaBoMOYHbIM. Ha 3acenanue BBIHOCHIICS BOINPOC OO OMNpEAETIeHUH PHIHOYHOM CTOMMOCTH
pa3MeliaeMbIX OOIEeCTBOM JIOMOJHUTENbHBIX akuuid. Ilo manHOMY BoOmpocy 3aciTylIain
®enopoBa D.PD., KOTOPHIA MPENTIOKUI ONPEAEIUTh PHIHOYHYIO CTOMMOCTH Pa3MEIaeMBbIX
o0LIeCTBOM aKIU{ MyTeM 3aKpBITON MOAMHCKU JOMOJIHUTEIbHBIX akiuil B pazmepe 10 000
(mecsiTu ThICAY) pyO. 3a aKkLUIO. 3acelaHue MMOCTaHOBMIIO YTBEPAUTH MpeanoxeHne denoposa
®.®., Tak KaKk MOpH roJIoCOBaHUU «3A» OBUIO OTAAHO WATh TOJOCOB, MPOTOJIOCOBABIINUX
«ITPOTUB» u «BO3JEP’KABHINXCS» He Ob110. Perenne npuHITO €AMHOTTIACHO. 3aceJaHue
Ben npencenarens 1.1 .ITonos. IIpoTokon noarorosnen cexkperapeM W.I1.IleTtpoBbim.

Curyanus 3.

Corpynuuku Oyxrantepun OAO «KBaHT» mpoBenH 3acellaHHe IO BOMPOCY COKpAIleHHs
CpOKa cocTaBJieHHsI roAoBoro ordera 3a 200 ., Ha KOTOPOM MPHUCYTCTBOBaIO 6 yenoBek. C
coobuienueM BoicTynuia oyxranrep CypkoBa A.M., KoTopasi OTMETHIIA, YTO PAOOTHUKH TPYIIIIHI



ydeTa UMEIOT BCE BO3MOXKHOCTH ISl 3HAUUTEIBHOTO COKPAILEHHUS! CPOKA COCTABJIEHHS TOJJOBOIO
oT4YeTa, M 9YTo TOo/0BOM oTdueT 3a 200  T. MOXKET OBITh IPEICTABIICH TPYIMION yueTa Ha 3 JdHS
paHbllle YCTaHOBJIEHHOI'O CPOKa.

B o6cyxnennn panHoro Bompoca BbeicTymmwin E.H.KpoToB, rnaBHbIii Oyxranrep, u
[".A.lllybuna, 6yxranrep. KpoToB cooOImumiI 0 TOM, 4TO UM pa3paboTaH HOBBIN rpaduk padoT 1mo
COCTaBJICHUIO T'OJIOBOTO OTYETa, MPHU YCIOBUU BBHIIOJHEHUS KOTOPOTrO BCEMHU pPabOTHHUKAMU
IpyHIbl y4eTa, roJ0BOI OTUET MOXKHO COCTaBUTb U CIaTh Ha 4 JIHS paHbIIE yCTaHOBJIEHHOIO
cpoka. I A.lllybuna oTmeTuna, 4yTo AOCPOYHOE MpEACTaBlIeHHE rogoBoro ordyera 3a 200 r.
SBIISICTCS TIOYETHOW M OTBETCTBEHHOW 3ajaueil pabOTHUKOB OyXrajiTepuu, W UYTO KOJUIEKTHB
OyXxrajatepuu MOXET COCTaBUTh TI'OJJOBOW OTYET paHbllle CPpOKa, €clu Bce PabOTHUKU OymyT
BBITIOJHSATH YIUIOTHEHHBIN TpaduK pabOTHI.

B utore 3acenanus ObLIO pelIEHO MPEICTaBUThH ro0Boil oTuer 3a 200 r. Ha YeThIpe JHA
paHbllle ycTaHOBJIEHHOTro cpoka, T.e. 00.00.200 r. m mpoBecTH aHaiIM3 TOAOBOIO OTYETA C
LENbIO BBISBICHUSI PE3€pPBOB, HEOOXOAUMBIX I YCIEHIHOrO BHIMOJIHEHHs miaHa 3a 200 .
3acenanue Bena npeaceaarens K.M.JIepammosa, nporokonuposan cekperaps 1.B.XomskoB.

Cocmasums u ogpopmume npukazel no JUYHOMY COCMABY, HEOOXO00umble 6 OAHHBIX
YRPAgIeHyecKux cumyayusx.

Curyanus 1.

Bremyckauna ¢akynprera yrpaBieHHs PocCCHICKOTO TOCYJapCTBEHHOTO T'yMaHHTApHOTO
yauBepcuteTa Jlenucosa TaTesina MuxaitnoBHa 20 uiojs TEKYIIEro rojia MocTynuia Ha padoTy
B Pocculickoe areHTCTBO MEXIyHapOoJIHOro coTpyaHuyectBa U pasButus (PAMCuP) Begyumm
CIIELUATIMCTOM YTIpaBJI€HUS JelaMU. ATEHTCTBO SBJISIETCS TOCYAAPCTBEHHOM OpraHu3alueil npu
[TpaButenscTBe P® u ocymectBiaser HaOOp CiyXamUX TOJIBKO TO JoroBopy. JloroBop
noAnucaH OT MMeHM areHTcTBa ero npexacenareneM Hloxunsim A.H. ITlpoext mpukasza mo
JTUYHOMY COCTaBY MOJATOTOBJIEH MHCIIEKTOpoM 1o kaapam ComoBseBoit U.I'. 20 utonsg u B TOT
K€ JIeHb 3aBU3UPOBAaH HAYAIBHUKOM yIpaBieHHUs kaapoB ApOy3oBbiM [I.H. u ympasnsromum
nenamu MuxeeBsiM B.U. Tlpuka3 moanucan 21 utons u 00bsiBiaeH JleHUCOBOM TTO/I PACIIUCKY.

Curyanus 2.

Oxonomuct BacunreBa Exarepmna HuxomaeBHa 1 ceHTAOps Tekymiero roja Tojaia
3agBneHre B OOO «Jlyu» ¢ mpock0oi MPHUHATH €€ Ha paboTy CIEHUATUCTOM (PUHAHCOBOTO
OTJlela Ha HenoJHbIM pabounii neHb. Mucnexktop no kagpam CmupaoBa U.C. o0bsicHuia, 4To
dupMa HMMeeT BO3MOKHOCTh NPUHATH Ha pabOTy SKOHOMMCTA, HO Ha OCHOBE CPOYHOTIO
TPYAOBOIO J0roBopa. TpyJqoBoi AOroBOp ObUI 3aKIIOYEH 5 CEHTAOps W MOANHMCAH OT MUMEHU
¢bupMbl TeHepaIbHBIM TupekTopoM MuponoBsiM JI.C. B TOT ke JeHb ObLT M3JaH MpHKa3 1o
JUYHOMY cocTaBy, 3aBu3upoBaHHbli CmupHOBOM M.C. m ropuckoncyinbroM XwmenessiM HM.O.
[Tpuka3 Ob11 00BsBIeH BacunbeBoii E.H. mox pacniicky 6 ceHTA0ps.

Curyanus 3.
3aBenyromas otnenoM muceMm razetbl «['yOepHus» ComoBa AnnHa lBanoBHa 15 wmas
TEKYIIEro rojia 00paTuiiach K riIaBHOMY penakTopy YBapoBy A.H. ¢ mpock0oii mpenocTaBuTh e
OTITYCK 0€3 COXpaHeHus 3apaboTHOM TIaTkl ¢ 16 mo 18 Mas Mo ceMelHBIM 00CTOSATEIHCTBAM.
[IpoekT mpukaza 00 oTmycke ObLT 0GOPMIICH HAYAIBHHUKOM OTAeNa KaapoB EpmakoBbiM
W.H. 15 mas, 3aBU3UpOBaH U B TOT K€ JI€Hb MOJANKCAH IIaBHBIM PEaKTOPOM.
Ilepeuenv yacmu KomnemeHyuu, NPosepsIEMbIX OUYEHOUHbIM CPEOCNEOM:
[TK-4 — 3HaTh OCHOBHBIC PEKBU3UTHI O(DOPMIICHUS U MPEACTABICHUS PE3yabTaTOB HAYYHO-
MPUKIATHON AESITETbHOCTH MO MOJOJEKHON TEMaTUKE B COOTBETCTBUM C POCCUHCKHUMH U
MEXIyHAPOAHBIMU HOPMATUBHBIMH JIOKYMEHTAMH U CTaHJApPTaAMH, HAYYHBIMHU U CIIELIMAIbHBIMU



Tp€6OBaHI/ISIMI/I K OpC3CHTAlln
Kpumepuu OUEHKU.

«YIOBJIETBOPUTENBHO» / «3aYTCHO» - PEKBU3WUTHl JIOKYMEHTOB IpPEACTABIIEHBI
(parMeHTapHO, C HapyIIEHUSIMHU B 0POPMIICHUH;
«XOpOIIO» / «3aYTEHO» - PEKBU3UTHI JIOKYMEHTOB IPEACTABICHBI YaCTUYHO, 0€3

HapyIIeHU B 0OPMIICHHUH, B IPABIIILHOM TTOPSIKE.

«OTIUYHOY» / «3a4TE€HO» - PEKBH3UTHI JOKYMEHTOB MPEACTABJICHbI B MOJHOM 0o0OBeMe, Oe3
HapylieHHi B O(OPMIICHHH, B NPABWJIBHOM MODPSAIKE C COOJIONEHHEM BCEX HEOOXOIMMBIX
TpeOOBaHUI.

4.1.5. HpI/IMepHLIe TECTOBLIC 3a/laHUSA AJIA TEKYLIECTI0 KOHTPOJIsA

1. Ymo o3nauaem mepmun «0oKymeHm»?
A)apryMeHT;
b) Bu3a;
B)neno;
I') npuxas.
2. Om Kaxko2o A3blKa NPOUCXOOUN MEPMUH «OOKYMeHm»?
A) HEMelKoro;
b) natuHckoro;
B) anrnuiickoro;
I') rpeueckoro.
3. Cosoxynnocmov  pabom, C6A3aHHLIX C CO30aHUeM OOKYMEHMOs, UX peaucmpayuel,
Kaaccugpuxkayueti, 08UNCEHUEM, YHemoM U XPaHeHUem HA3bl8aromcs ...
A) KOppecCIOHIEHITNEH;
b) nenonpousBoacTBOM;
B) nokymenTupoBanuem;
I') nokymMeHTO0060pOTOM.
4. Kozcoa ovinu ymeepoicoenvl ocHosHble npasuia PK?
A)17.08.95;
b) 30.06.92;
B) 12.12.98;
') 12.12.00.
5. OcHosHble OOKYyMeHMbl BbINOIHAIOMCS, HA Kakom ¢hopmame?
A)A 4w A 'S;
b) A 8 mm A 12;
B) A3 umu A §;
) Al2.
6. Ilpukaz —smo ...
A) pacniopsIUTENbHBIN TOKYMEHT;
b) undopmMannoHHbIi TOKYMEHT;
B) cripaBouHbIil TOKYMEHT;
I') AMuHBIA TOKYMEHT.
7. JlondcHocmHas uHCmMpYKyus - 5mo
A) pacniopsiIUTENbHBII TOKYMEHT;
b) nadopmManmoHHbINA JOKYMEHT;
B) opranuzanuoHHBIA TOKYMEHT
I') TMYHBIA TOKYMEHT.
8. I[Ipomoxon — smo ...
A) pacniopsIUTENIbHBIN TOKYMEHT;
b) nadopmMannoHHbIN TOKYMEHT;
B) cipaBo4HBIN JOKYMEHT;



I') nuuHbBIA TOKYMEHT.
9. [Tucomo — smo ...
A) pacniopsiIUTENIbHbIN TOKYMEHT;
b) nadopmMannoHHbII TOKYMEHT;
B) cipaBo4HBIi JOKYMEHT;
I') Tu4HBI TOKYMEHT.
10.1Imammnoe pacnucanue — smo ...
A) pacTiopsIuTENbHBIA TOKYMEHT;
b) nuadopmManmoHHbINi JOKYMEHT;
B) cripaBo4HBIi TOKYMEHT;
I') opranu3aniMOHHBIN JOKYMEHT.
11. /[yoruxkam — smo ...
A) opurusai;
b) xonus noKymeHTa;
B) cipaBo4HBIi JOKYMEHT;
I') sx3emIuIsAp, BbIIaBaeMblil B3aMEH yTPaueHHOI'O JIOKYMEHTA.
12. Pewenue — smo ...
A) pacriopsUTeIbHbII TOKYMEHT;
b) undopManinoHHbIN TOKYMEHT;
B) cnipaBouHbIil TOKyMEHT;
I') opranu3aniMOHHBIN TOKYMEHT.
13. Jloéepennocmo — smo ...
A) pacnopsiIUTENbHBII TOKYMEHT;
b) undopmarmoHHo- cipaBOYHbIN TOKYMEHT;
B) cipaBo4HBIN JOKYMEHT;
I') opranu3aMoHHBIN TOKYMEHT.
14. UT/] — smo ...
A) pacriopsUTeIbHbIN TOKYMEHT;
b) undopmaninoHHo- CrIipaBOYHBIN TOKYMEHT;
B) cnipaBouHbIil TOKYMEHT;
I') nMuHBI TOKYMEHT.
15. KT/[ - smo ...
A) pacniopsiIUTENbHBII TOKYMEHT;
b) nadopmarmonHo- cipaBOYHbII TOKYMEHT;
B) cripaBouHBI TOKYMEHT;
I') AMuHBI TOKYMEHT.
16. Axm — amo ...
A) pacniopsIUTENbHBIN TOKYMEHT;
b) undopmManinoHHo- CIipaBOYHBIN TOKYMEHT;
B) cripaBouHBIil TOKYMEHT;
I') AMuHBIA TOKYMEHT.
17. Jlosepennocms — smo ...
A) pacnopsiIUTENbHBII TOKYMEHT;
b) undopmarmonHo- cipaBOYHBIN TOKYMEHT;
B) cripaBo4HBII TOKYMEHT;
I') TMYHBIA TOKYMEHT.
18. @axcor u E-mail —smo ...
A) pacniopsIUTENbHBIN TOKYMEHT;
b) undopmaninoHHo- CipaBOYHBIN TOKYMEHT;
B) cipaBo4HBIN JOKYMEHT;
I') Tu4HBIA TOKYMEHT.
19. Uckosoe 3asenrenue — smo ...



A) pacniopsIUTENbHBIN TOKYMEHT;
b) nadopmManinoHHO- CripaBOYHBIN IOKYMEHT;
B) cipaBo4HBIN JOKYMEHT;
I') ropunnueckuii TOKyMEHT
20. Dxcnepmu3sy yeHHocmu OOKyMeHmos8 npo8ooum ...
A) xoMuccus;
b) pykoBoauTenh mpeAnpusTUs;
B) paboTHuku Oyxrantepuu;
I') cnenuanucTsl.
Koo-knrou npasunvrvlx omeemos
Howmep [IpaBuibHBIN OTBET Howmep [IpaBuibHBIN OTBET
BOIpOCa /A, B, C, 11, E/ BOIpOCa /A, B, C, 11, E/

[EEN
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12
13
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15
16
17
18
19
20
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[TK-4 — 3HaTh OCHOBHBIE PEKBU3UTHI O(DOPMIICHUS U MPEACTABICHUS PE3YIbTATOB HAYYHO-
IIPUKIAJHON AESITEIBHOCTH 1O MOJOJEKHOM TEMaTUKE B COOTBETCTBHUM C POCCHHCKMMHM U
MEX1yHapOJAHBIMU HOPMAaTUBHBIMU JIOKYMEHTaMHU U CTaHJapTaMu, HAYYHBIMU U CIIEHUATbHBIMU
TpeOOBAaHUAMH K MPE3CHTALIUU

Kpumepuu oyenxu:

«y00671emeopumenvHoy | «3auTeHo» - €CIM CTYAEHT OTBedaeT mnpaBuibHO Ha 50%
TECTOBBIX 3aJaHUH

«xopoutoy | «3auTEHO» - €CIU CTYJEHT OTBeuaeT npaBuwibHO OT 51 10 90 % TecToBBIX
3alaHui

«OMIUYHOY | «3aYTEHO» - €CJIM CTYJEHT OoTBedaeT npaBuibHO OT 91 10 100 % TecToBBIX
3alaHui

4.2 ®oHJ OLIEHOYHBIX CPEACTB /ISl IPOBe/IeHUsI IPOMEKYTOUHOM aTTecTAlMH.
Bonpoce! U1 IOATOTOBKH K 3K3aMEHY

HcTopus 1 TpaAULIMKU POCCUNCKOTO JETONPOU3BO/ICTBA.
HopmaruBHO-MeToIMuecKast 6a3a COBPEMEHHOTO JIENIONPOU3BOICTBA.
Knaccudukanus 1emoBbIX J0KYMEHTOB.
CranpapTu3anys ynpaBieHY€CKUX JOKYMEHTOB.
Knaccugukaropbl TEXHUKO-3KOHOMHYECKOH U COI[MAIbHON HH(QOpMAaIIIH.
[Tonsitue 06 OPJI, cocTaB U CXeMBI PACIONOKEHHS PEKBU3UTOB.
bnanky JOKYMEHTOB U UX BUJBIL.
OdopmiteHne peKBU3UTOB OPraHU3aAIMOHHO-PACTIOPSAUTENBHBIX JOKYMEHTOB.
. 3asBIECHHUE.

10. CrmpaBouHO-HH(}OpPMAIIIOHHBIE u CIIPAaBOYHO-aHAIUTUUYECKUE JIOKYMEHTBI
OcoOeHHOCTH 0OPMIIEHUS aKTOB.

11. Pa3sHOBMIHOCTH JEJIOBBIX ITUCEM.

12. Odopmienne dakcos.

13. Odopmiienne Tenerpamm.

CoNO~WNE



14. HopmartuBHas 1 HOPMATUBHO-CIIPABOYHAS TOKYMEHTAIIHS.

15. IlmanoBas kaapoBasi JOKYMEHTAIIHSI.

16. OpraHu3anroOHHO-TIPABOBAs TOKYMEHTAIIHS.

17. TlepcoHanbHas TOKyMEHTAIIHS.

18. Odopmiienne TMYHOTO AETa.

19. Pe3sroMe Kak HOBBIM BUJ IOKYMEHTA.

20. CocraBneHue TOKYMEHTOB JJMYHOTO XapaKkTepa.

21. TpebGoBaHHMs K CTPYKTYpE TEKCTa JOKYMEHTA.

22. TpeboBaHus K 0()OPMIICHHUIO TEKCTA TOKYMEHTA.

23. Odopmnenue Tadmui.

24. SI3BIK U CTUJIb CIY)KEOHOTO JIOKYMEHTA.

25. JIOKyMEHTOOOOpOT M IOKYMEHTOIOTOKH.

26. Dranbl 00pabOTKU TOKYMEHTOB.

27. Cucremaruzanus JEIOBbIX JOKYMEHTOB.

28. Homenkmatypa nem.

29. ®opMupoBaHUE JLII.

30. TToaroroBka JOKYMEHTOB K IOCIICIYIOIIEMY XPAaHCHHIO M UCITOJIb30BAHHUIO.

31. OO6s3aHHOCTH CeKpeTapsl.

32. OYHKIUU KaHIETSPUH.

33. 3amurta KOHPUACHITUATHLHOW HHPOPMAIIHH.

34. Vicionp3oBaHUE COBPEMEHHBIX KOMITBIOTEPHBIX TEXHOJIOTHH B JOKYMEHTOOOOPOTE
YUPEIKACHUH, IPESIIIPUATHI, OpPraHU3aIUH.

Kpumepuu oyenxu:
«YJIOBJICTBOPUTEILHOY» / «3aYTCHO» - CTYACHT UMeEeT (hparMeHTapHbIC MPEICTABICHUS O

COJIEpP’)KaHUU BOTIPOCOB, YACTUYHO OCBOMJI TIOHATUHHO-KATErOpUaIbHBIN armapar;

«XOpOLIO» / «3auTE€HO» - CTYAEHT JAEMOHCTpPUpYET OOILIue 3HaHHUA MO COJEpKAHUU
BOTIPOCOB, YMEET YCTAaHABIMBATH CBSI3U MEXIY TEOPETHUECKUMH IMOHATHIMHU U SMIHPUICCKUMHU
dakramu;

«OTJINYHO» / «3a4TE€HO» - CTYAEHT JEMOHCTPUPYET CHUCTEMHBIE 3HAHMUS O COJACpPKAHUU
BOIIPOCOB, YMEET YCTAHABIIMBATh CBS3U MEX1Y TEOPETUYECKHMMH MOHATUAMU U SMIIUPUYECKUMHU
dakTamu, GopMyIHPYET aHATUTHUECKHE 000OIIEHUS U BBIBOIBI.

OneHouHble cpeAcTBa I8 HMHBAJIMAOB M JIMII C OTPAaHUYEHHBIMH BO3MOKHOCTSMH
3/10pOBbsI BHIOMPAIOTCS C YIETOM UX UHIUBUAYAIbHBIX ICUXO(PU3NUIECKHX OCOOCHHOCTEM.

— IpU HEOOXOIMMOCTH MHBAJIMJIAM M JIULAM C OTPAaHUYEHHBIMU BO3MOXHOCTSIMU 3/10POBbSI
IIPEIOCTABIISETCS TONOJHUTEIBHOE BpeMs Ui MOATOTOBKHM OTBETA HA SK3aMEHE;

— IpU MPOBEACHUU MPOLEIYPHl OLIEHUBAHUS PE3yIbTaTOB OOyUEHHUS MHBAJIUIOB U JIUI[ C
OTpaHMYEHHBIMHU BO3MOXHOCTSIMHU 3/10POBbs MPEAYCMATPUBAETCS HUCIIOJIb30BAHUE TEXHUUECKUX
CpeACTB, HEOOXOIUMBIX UM B CBSI3U C UX MHAWBUAYAIBHBIMUA OCOOEHHOCTSIMH;

— IpU HEOOXOIUMOCTH I 00YYAIOIIKXCS C OTPaHUYEHHBIMU BO3MOKHOCTSIMU 3/10POBbSI U
UHBAJIUIOB TMpoIelypa OLEHUBAaHMUA pe3yabTaTOB OOY4YeHHsS M0 JUCIHHUIUIMHE MOXET
MIPOBOAMTHCS B HECKOJIBKO 3TAIOB.

[Tponienypa oleHHWBaHUS Pe3yibTaTOB OOYyUEHHs] WHBAIMIOB M JIMII C OTPaHUYECHHBIMU
BO3MOXXHOCTSIMU 37I0POBbSI MO JUCHMUILIMHE (MOAYINIO) MpeaycMaTpuBaeT MpPeIoCTaBlIEHUE
uHpopmanuu B (opMax, aZaNTUPOBAHHBIX K OTrPAaHMYCHHUSIM HX 370POBbS U BOCIPHUATHUS
uH(popMauu:

Jlis i1 ¢ HapyIIEeHUsIMU 3pEHUS:

— B IIe4yaTHOU (popme yBeIMUEHHBIM HIPUPTOM,

— B (popMe PIIEKTPOHHOTO TIOKYMEHTA.

Jlns i ¢ HapyIeHusIMH cityxa:

— B re4atHoi opme,

— B (pOpMe PIIEKTPOHHOI'O TIOKYMEHTA.

Jli 1 ¢ HapyIIeHUsIMM OIIOPHO-/IBUTaTENILHOTO arapara:



— B re4atHoi opme,

— B (hopMe JIEKTPOHHOTO JIOKYMEHTA.

JlaHHbIi TepedeHb MOXKET OBITh KOHKPETH3MPOBAaH B 3aBUCHUMOCTH OT KOHTHHIEHTA
oOydJaronuxcs.

4.2.1. llpumepHasi TeMaTHKA pedepaToB:

JIOKyMEHTUPOBaHHUE TPYIOBBIX OTHOIIECHUI.
OpraHu3annoHHbIE JOKYMEHTHI.
VYnpaBieHue JOKyMEHTAIUEH.
dopmMupoBaHUE JOKYMEHTOB JIEa.
ITonroToBka u nepenava Jies B apXus.
KoHTpomnb ucromHeHus JOKyMEHTOB.
CekpeTHble JOKYMEHTHI.
OcCHOBBI OPHCHOH JTOKYMEHTAITMOHHOW Pa0OTHI M JICJIOTIPOU3BOJICTBA.
[Tpo6nembl Opranu3aly apXUBHOI'O XPaHEHUS 3JIEKTPOHHBIX JT0KYMEHTOB.
. HopmaTuBHas 6a3a 1e101pou3BoICTBA.
. JIOKyMEeHTBI IOpUMUECKOTO XapaKTepa.
. PacmiopsimurenbHbIe TOKYMEHTHI.
. Mcropuyeckue acriekThl JeJI0NpPOU3BOCTBA.
. adopmanmoHHO-cripaBoYHas TOKyMEHTAIIHS.
. JIokyMeHTBI ¥ UX 0(OpMIICHHE.
Cayx6a 10OY: uenu u 3a1auu A€ATE€IbHOCTU B COBPEMEHHBIX YCIOBUSIX.
Opranu3anus Ae10IpOU3BOICTBA.
CnyxeOHbIe TUChMA.
. Jeno B nenonpoussoacrse. Homenknarypa nen.
. IIpyuHIMIIBI OpraHU3anyy JIHYHOTO MPHEMa TPaKIaH ¢ OOpaIIeHUSIMH.

21. XpaHeHHe JTOKYMEHTOB B 3JIEKTpPOHHOU (opme. [loHATHE 3IEKTPOHHOTO JOKYMEHTa,
ero mpeumyniectBa W HemocTatku. OOecriedeHrne COXPaHHOCTH IOKYMEHTOB B AJIEKTPOHHOU
dopme.

22. AHanmu3 ppIHKAa aBTOMATH3UPOBAHHBIX CHCTEM JICIIOTIPOU3BOICTBA.

23. TIpobGnema aBTOMaTH3aIMU JAETONPOU3BOICTBA

24. DNeKTpOHHOE MPABUTEIHCTBO.

TpebdoBanus k opopmiieHuIo pedepara:

PedepatuBHoe coobmienne numercs Ha auctax popmara A4. Tekct u apyrue 31eMeHThI
pedepara MOryT ObITh HameyaTaHbl Ha KOMIIBIOTEPE HJIM BBINOJHEHBI PYKOMMCHBIM CIIOCOOOM.
O0beM pedepara momkeH cocTaBisaTh 10-12 MammHOMUCHBIX Wi 12-16 pyKOMUCHBIX JUCTOB.
[Tpu pacmnonoxeHuu TEKCTa Ha JIMCTE JOJDKHBI OBITh BBLAEp)KaHBI moust: cieBa-30, cnpasa-10,
cBepxy-15, canzy-20 MMm.

VYKa3bpIBaeTcsl TUTYJIBHBIN JIMCT, TUIAH, BBEJEHHE (L[eJIU U 33/1a4H, aKTyaJIbHOCTh), OCHOBHAS
YacTh, 3aKIIOYCHHE, CIIHCOK WCIOJb30BaHHOW JuTeparypbl. OCHOBHAas 4YacTh JIOJDKHA
MOJTHOCTBIO pacKpbIBaTh TeMy pedepara.

JIuteparypa: JInst pacKpbITHS COJIEpKaHUST BRIOPAHHOM TEMbI pEKOMEHTyeTCs UCTIOIb30BaTh
Tr00bIe yueOHO-METOIMUECKUe TOCOOUS, U3TaHUs IEPUOINIECKO IevaTy.

CoNoOA~WNE
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SOONOOUTAWNREO

5. IlepeyeHb OCHOBHOH M JONMOJHHUTEJILHOH y4eOHOH JIMTepaTypbl, HEOOXOAMMOM
JJIS OCBOCHM S JUCUMIIJIMHBI (MOXYJIst).

5.1 OcHoBHas JiuTEpaTypa:

1. Ky3nemnor, 1. H. [lemompousBocTBo [DneKTpoHHBIN pecypc]: ydueOHoe mocobue /
Kysnenos U. H. - M.: lamkos u K°, 2014. - 460 c. - https://e.lanbook.com/book/50237#authors

2. I'po3ora, O. C. Jlemonpou3BOACTBO [DIEKTPOHHBIN pecypc]: yueOHOoe mocodue st
akagemuyeckoro OaxanmaBpuara / O.C. I'po3zoBa. — Mocksa: HOpaiir, 2017. — 124 c. —



https://e.lanbook.com/book/50237#authors

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

0) 10MOJIHUTEJIbHAS JIUTEepaTypa:

1. Kyzuenos, U. H. JlokymeHTanimonsHoe obecreueHue yrnpasieHus. JJokyMeHTO0000pOT
U JIEJIOTIPOU3BOJICTBO [DNIEKTPOHHBINA pecypc]: Yy4eOHHMK M NPAKTHUKYM JJs TNPUKIAAHOTO
OakamaBpuata / KysuenoB U. H. - 3-e uzn., mepepad. u mon. - M.: FOpaiit, 2018. - 461 c. -
https://biblio-online.ru/book/7873BF4B-A3F7-44E2-8EC0-1E3D6392702A

2. Kyznenos, U.H. 2. JlenonpousBonactso [Tekcr]: yueOHO-cripaBouHOe TIocoOue / .
H. Ky3nenos. - 6-¢ uzz., nepepad. u pon. - Mocksa: amkoB u K°, 2014. — 459 ¢. — bubnmorp.:
c. 359-363. — ISBN 9785394019814 : 235.61

B) 3JIeKTPOHHBbIe y4eOHUKH U UHTepHeT-pecypcehI:

DJIeKTPOHHbIE YHeOHUKHU:

1. Awnomuna H. H. JlenoBoe muchMo: METOMKA COCTABICHUS | MpaBuia ohopmieHus: 4-¢
W31, KCIIp. U J0oI1. - MockBa: Omera-JI, 2010. - 96 c. http://www.biblioclub.ru/book/54623/

2. bBapuxun A. b. Jlenonpou3BoacTBO M JOKyMeHTO0000poT MockBa: KHuxHBIN Mup,
2012. - 416 c. http://www.biblioclub.ru/book/89671/

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

4, OpraHuzanuss ¥ TEXHOJOTHUS JIOKYMEHTAllMOHHOTO 0OOecleueHus yIpaBiICHUS:
KoHcnekT Jekuui. [lensa: 6. u., 2011. - 95 c. http://www.biblioclub.ru/book/39371/

5. Comnoryo O. II. [emonpou3BOJACTBO: COCTABJICHHE, PEIAKTHPOBaHHE U 00paboTKa
nokymMeHToB MockBa: Omera-JI, 2013. - 208 c. http://www.biblioclub.ru/book/54627/

6. TunoBas WHCTPYKIHUS TI0  JEJIONPOU3BOJACTBY B  (eACpalbHBIX  OpraHax
ucnonHuTeNnbHON Brnactu. HoBocubupck: Cubupckoe yHHBEPCUTETCKOE H3AaTrenscTBo, 2008. -
80 c. http://www.biblioclub.ru/book/57402/

6. Ilepeuenr pecypcoB  HH(POPMAIHOHHO-TEIEKOMMYHHKANIMOHHOW  CeTH
«HTEepHET», HEOOXOMUMBIX [IJIsl OCBOEHUS THCIUTIIMHBI (MOTYJIs1).
— www.delpro.narod.ru - Jlenonpou3BoacTBo+.
— www.termika.ru — DHIUKIIONE M ISTOMPON3BOICTBA.
— www.directum.ru - DIeKTpOHHOE IeTOMPOM3BOACTBO U KAHIICISAPHUS

7. MeTtoauyeckne yKa3zaHusi IJs1 OOyYalOUIUXCH IO OCBOEHMI0 JUCHUNIHHBI
(monyns).

JIekuMOHHOE 3aHATHE MPEACTaBIseT COO0OM CHCTEMaTHYECKOe, IOCIe0BATEIbHOE,
MOHOJIOTHYECKOE H3JI0KEHHE MPErnoiaBaTeeM-IeKTOpOM y4eOHOTO MaTepuana, Kak MpaBuIo,
TEOPETUYECKOr0 XapakTepa. Takoe 3aHATHE IMPEICTaBIseT COOOM DSJIEMEHT TEXHOJIOTUU
MpeICTaBlICHUsT y4eOHOrOo Marepuana TMyTeM JIOTUYECKH CTPOWHOT0, CHCTeMaTHYeCKU
MOCNEAOBATENbHOIO U SICHOTO  M3JI0OXKEHHS C  HUCIHOJb30BAaHHUEM  HMHTEPAKTHUBHBIX

00pa3oBaTeNnbHBIX TEXHOJIOTHI (MyTbTUMETUHHBIX, JEKIHUHU-TUCKYCCHH, JEKIUH-
JIEMOHCTPAIIHH ).
Lenp nexuuu — oOpraHu3alus LeJIeHANPaBICHHOW I103HABATEIbHOM J1€ATENbHOCTH

00ydJaronuxcsi Mo OBJAJACHHUIO TPOTPAMMHBIM MaTe€pUaIoM YYeOHOW MMCHUIUIMHBL YTeHue
Kypca JIEKIMH TMO3BOJSIET JaTh CBS3aHHOE, IIOCIEA0BaTeIbHOE H3JI0KEHWE Marepuaia B
COOTBETCTBUU C HOBEHIIMMHU JaHHBIMH HAayKH, COOOIIMTH CIIyIIATENIsIM OCHOBHOE COJIep)KaHUe
npeaMeTa B 1IeJIOCTHOM, CUCTEMAaTU3UPOBAHHOM BHJIE.

3amayn JEKUUU 3aKIYaloTcs B oOecrieueHUu (QOPMHUPOBAHUS CHUCTEMBbl 3HAHUN 110
y4yeOHOIl JUCHMIUIMHE, B YMEHUHM apryMEHTHpPOBAHO W3JlaraTh Hay4yHBId MaTepuan, B
dbopMupoBaHUH TPO(ECCHOHATBEHOTO Kpyrozopa M oOmieil KyiabTypbl, B OTPaK€HUHU eIlle He
MOJYYMBIIUX OCBEIICHUS B YUeOHOW JTUTEpaType HOBBIX IOCTHIKEHHH HAyKH, B ONTHMHU3ALUU
Ipyrux GopM OpraHu3aIuy yaeOHOTro mpolecca.

[IpakTuyeckue 3aHATHA — SABIAIOTCA (POPMOM yueOHOI ayquTOpHOM paboThl, B paMKax


https://biblio-online.ru/book/5F1C27F2-251B-4B74-BE78-AC06A5D30956
https://biblio-online.ru/book/7873BF4B-A3F7-44E2-8EC0-1E3D6392702A
http://www.biblioclub.ru/book/54623/
http://www.biblioclub.ru/book/89671/
http://www.biblioclub.ru/book/84880/
http://www.biblioclub.ru/book/39371/
http://www.biblioclub.ru/book/54627/
http://www.biblioclub.ru/book/57402/
http://www.delpro.narod.ru/
http://www.termika.ru/
http://www.directum.ru/

KOTOpOUl (OPMUPYIOTCS, 3aKPEIUISIOTCS U TMPEACTABISAIOTCS acUpaHTaMH 3HAHUS, YMEHHS U
HABbIKM, UHTETPUPYIOLINE PE3yIbTaThl OCBOEHUS KOMIIETEHIIMH KaK B JIEKIMOHHOM (opmare,
TaK B Pa3NUYHBIX (OpPMax CcaMOCTOATENbHON paboThl. K KakaoMmy 3aHSATHIO MpernoiaBaTeieM
bopMynupyroTCA MpPaKTUYECKUE 3a/laHus, TPeOOBaHUS M METOAMYECKHE PEKOMEHAALNU K UX
BBINOJIHEHHUIO, KOTOPBIE MPEICTABIISIOTCS B (POHIE OLIEHOYHBIX CPEJICTB YU€OHON AUCIUILTHHBI.

KouTponbp camocTosTensHOM paboThl: i CTYACHTOB JHEBHOW M 3a0YHOM (OPMBI
00y4eHUs1 — TEKYIIUHA KOHTPOJIb OCYIIECTBISETCA B COOTBETCTBHUE C MPOrpamMMON 3aHATUN
(e>keHeIeTbHO JUIA CTYJIEHTOB O4YHOM (opmbl OO0ydeHHs; MO ceMecTpaMm — ISl CTYACHTOB
3a04HOM (OopMBI 0OyUEHUS); MPOMEKYTOUYHBIH KOHTPOJb MO MTOTaM OCBOCHHS JAMCLUIUINHBI
ocyliecTBisieTcss B (opmMe pPEUTHHrOBOM CHCTEMBI OIEHOK. Onucanue 3amaHuil IS
CaMOCTOSITENIbHOW Pa0OThl CTYJACHTOB M TPEeOOBAaHMH 1O MX BBINOJHEHHUIO BBIIAIOTCS
IpenojaBaTesieM B COOTBETCTBHUM C pa3pabOTaHHBIM (OHAOM OIEHOYHBIX CPEICTB IO
JUCLUIUIMHE aHTUKOPPYILMOHHAS [TOJIMTHKA.

CaMocTtosiTenbHasi padoTa CTYAGHTOB IO JAaHHOMY Yy4e€OHOMY KypCy MpeArnoiaraeT
MO3TAIIHYIO MOATOTOBKY IO KaXJIOMY Pa3/iely B paMKax COOTBETCTBYIOLINX 3a/laHUM:

[lepBpIii 3Tam caMOCTOATENHHOW pPAaOOTHI CTYACHTOB BKIIOYAeT B ce0s TIIATEIbHOE
U3Y4YEHHUE TEOPETHUECKOI0 MaTepuaja Ha OCHOBE JIEKIIMOHHBIX MaTepUalioB IIpernojaBaTels,
PEKOMEHJYEMBIX pA3[E€JIOB OCHOBHOM M  JONOJHUTEIBHOM JUTEpAaTyphbl, MaTEpHaJIOB
NEePUOANYECKUX  HAY4YHbIX  H3/1aHUM, HEOOXOJMMBIX JJI1  OBJIAZICHUS  IMOHSATHUIHO-
KaTeropuallbHbIM anmnapaTtoM U (popMHpOBaHHS MPEICTABICHUNA O KOMILUIEKCE aHATHUTHYECKOTO
MHCTPYMEHTApUs, UCIIOJIb3YEMOr0 KaK B paMKax JAAHHOM OTPACiIM 3HAHMA, TaK U MYOJIMYHOU
MIPaKTHUKE;

Ha BTrOopom »Tane Ha ocHOBE C)OPMUPOBAHHBIX 3HAHUM M MPEICTABICHUN MO JaHHOMY
paszienly CTYIOEHTHl BBIMIONHSAIOT TNPAKTUYECKUE 3aJaHus, HalelieHHble Ha (OpMUPOBaHUE
YMEHMM U HaBBIKOB B paMKax 3asBICHHOM KommeTreHuuu. Ha paHHOM »JTame CTyIeHTbI
OCYLIECTBIISIIOT CAMOCTOSATENbHBIA MOUCK SMIIMPUYECKUX MATEpPUATIOB B PAMKaX KOHKPETHOIO
3a/1aHusl, O0OOIIAIT M aHAIM3UPYIOT COOpPaHHBIM MaTepuan MO CXeMe, PEKOMEHJIOBaHHOMN
npenogaBareneM,  (HOPMYIHPYIOT  BBIBOJABI, TOTOBAT  MPAKTUYECKHE  PEKOMEH/AIINH,
Mpe3eHTAllMOHHbIE MaTepUaIbl AJi MyOIMYHOIO UX MPEICTaBICHUS U 00CYKIEHUSI.

Kputepun omeHku 3amaHuii B paMKax CaMOCTOATENbHOW pabOThl CTYACHTOB
bopMynupyroTcs npenojaBaTesieM B (JOH/I€ OLIEHOYHBIX CPEICTB.

B ocBoeHun aucCHMIUIMHBI MHBAIUAAMU M JULAMU C OFPAHUYEHHBIMU BO3MOXHOCTSIMHU
30POBbsl OOJIBIIIOE 3HAYCHHE WMEET WHAWBHUAyalbHas yueOHas pabora (KOHCY/IbTAllMU) —
JIOTIOJTHUTEBHOE pa3bsiCHEHUE YUeOHOro Marepuaia.

WuauBuayanbHble KOHCYIbTAIMM IO TMPEAMETY SBISIOTCS BaXHBIM  (DaKTOpOM,
CHOCOOCTBYIOIIMM MHIMBUIYAIN3aLUU OOYUYEHHUS U YCTAHOBJIEHUIO BOCIMTATEIbHOTO KOHTAKTa
MEXIy IpernojaBaTesieM M o00yJarollMMCS WHBAJIWIOM WM JMIOM C OrpPaHUYEHHBIMU
BO3MO>KHOCTSIMH 37J0POBBSI.

8. Ilepeuyenb MH(POPMALMOHHBIX TEXHOJIOTHIl, MCIOJIb3YyEeMbIX MPH OCYLIECTBJICHUH
00pa30BaTeJbLHOI0 NMPOoLEcca Mo AMCHUIINHE (MOYJII0).

8.1 llepeyeHb HH(POPMALMOHHBIX TEXHOJIOTHIA.

Hcnonp3oBaHne MyJIbTHMEIMHHBIX IPE3CHTAIMI TpenojaBarejieM B JICKIIMOHHOM
dopmare u pu MOATOTOBKE 33/aHUH Ul NPAKTUUYECKUX 3aHATUI CTyJIEHTaMH, UCIOIb30BAHUE
WHTEpHET-TEXHOJIOTHI TN TOATOTOBKE CTyJCHTaMHU BeO-KpyW3a, OOIIEHHE C IMPeroaaBaTeieM
0 AJIEKTPOHHOH 1oYTe.

8.2 llepeyeHb HEOOXOAMMOT0 MPOrPAMMHOI0 00ecedeHHus .

JUisl MOATOTOBKU U JIEMOHCTPALIMU MTPE3EHTALMOHHBIX MaTEPHAIOB HCIIONb3YETCs MaKeT
nporpamma PowerPoint Microsoft Office, OC Microsoft Windows 10 Beixogom B MHTEepHET.

8.3 IlepeyeHb HH(POPMALHOHHBIX CIIPABOYHBIX CHCTEM:

1. CnpaBouno-tipaBoBas cuctema «Koncynsrant [Timrocy» (http://www.consultant.ru)

2. DnektponHas oubnmoreunas cucrema eLIBRARY .RU (http://www.elibrary.ru)/



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

9. MarepuaJbHO-TeXHHYECKAS

0aza, HeoOxoamMasi I OCYLIECTBJICHUSI

00pa30BaTeJbLHOIO0 NMpoIecca Mo AMCHuIInHe (MO1YJI10)

MaTepI/IaHBHO-TeXHI/I‘IeCKOG oOecrieueHne JUCLHHITIIMHBI

Ne Bun pabor
(MOaynsl) M OCHAILIEHHOCTh
1. JlexunoHHble 3aHsATUA | JIeKMOHHAsT ayauTOpus, OCHAIIEHHAas MPEe3eHTalMOHHOM
TEXHUKON u COOTBETCTBYIOIINM POrpaMMHBIM
obecrieyeHneM
2. CeMmHHapcKuUeE 3aHATUS CneunanbHoe IIOMEIIEHHUE, OCHAIIEHHOE
MPE3EHTAMOHHOMN TEXHUKOU u COOTBETCTBYIOLIUM
MIPOTPaMMHBIM 00ecrieYeHuEM
3. ['pynmoBsie Kabuner, ocHameHHbI MeOEIbI0 U PAa00YMMHU CTAHIIUSMU
(MHIUBHIYaTBHbBIC) ¢ noctynom B UHTEpHET
KOHCYJbTAIHU
4. Tekymuii  KOHTpPOJIb, AyauTopusi, OCHalIeHHAs! MPE3EHTALlMOHHON TEXHUKOH U
MIPOMEKYTOUHAs COOTBETCTBYIOIIUM MPOTPAMMHBIM O00ecriedeHUEM
aTTecTaIus
5. CamocrosiTenbHas KabGuner ans camMocTOSTENbHON paboOThl, OCHAIIEHHBIH
pabora KOMIIBIOTEPHOM TEXHHMKOM C BO3MO>KHOCTBIO TMOJKIIFOYEHUS K

cetu «VHTEpHET», NPOTPaMMON SKPAHHOTO YBEIMYCHUS U
0OECIIEYCHHBIH JOCTYIIOM B 3JIEKTPOHHYIO HH()OPMAIOHHO-
00pa3oBaTeNBHYIO CPEely YHUBEPCHTETA.




