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1 Henau u 3a1a44 M3y4YeHUs1 AUCHUILINHBI (MOIYJIs1).

1.1 llesab ocBOCHMS AUCHUNIMHBI.

LenssMu ocBOeHUS IUCHUILIMHBI «OCHOBBI  JIEIONPOM3BOJICTBA U JOKYMEHTOOOOPOTa»
SIBJIAIOTCSI IPUOOPETEHHE CTYACHTAMU TEOPETUYECKUX 3HAHUI B 00JIACTH JOKYMEHTAI[MOHHOTO
oOecrieyeHrsl yNpaBJICHUs, O3HAKOMIIGHWE C BHJAMH JIOKYMEHTOB, WCIOJIb3YEMbIMU B
NEeSTeIbHOCTH OpraHM3allii M OpraHoB BJACTH, MOJYYEHHE MPAKTHUYECKUX HABBIKOB II0
CO3JIaHHIO U 00Pa0OTKE ITUX TOKYMEHTOB.

1.2 3agauyu u3y4yeHust TUCHUIINHBI:

— chopmupoBaTh ~ YeTKOE  MpPEICTaBICHHME O  HEOOXOJUMOCTH U POJH
JOKYMEHTUPOBAHUS B JESITEILHOCTH OPTraHOB BIACTH, MIPEANIPHUATHHA, YUPEKICHUM;

— O3HAaKOMHUTh C OCHOBaMH JIEJIONPOM3BOJCTBA M JOKYMEHTOOOOpPOTa B OpraHax
rocynapctBeHHorM Biact Poccuiickoit @enepanuu, opraHax TOCYyJIapCTBEHHOW BIIACTH
cyobexToB Poccuiickoit denepannn; opraHax MECTHOIO CaMOYNPAaBIEHUS, TOCYAapPCTBEHHBIX U
MYHHUIIMIIATBHBIX OPraHU3alusaX, MPEeANpHITHIX U YUPEKICHUSX, MOTUTHUYECKHX MMapTHsX,
OOIIECTBEHHO-TIOJINTHYECKUX U HEKOMMEPYECKUX OpraHu3aIusiX;

— O3HAaKOMHUTh C OCOOCHHOCTSMH 3aIIUTHI CIY)KEOHOH © KOH(QUACHIUAILHOU
uHpopmanuu, obecredeHusi OTKPHITOro JOCTyMa TpakJaH K HHPOpPMAIMM B COOTBETCTBUU C
10JIO)KEHUSIMU 3aKOHOATEIbCTBA,

— Hay4uTbh OPUEHTUPOBATHCS B CUTYAIUSIX, TPEOYIOMINUX U3TaHUS COOTBETCTBYIOIINX
JIOKYMEHTOB.

1.3 MecTo AUCHHMIJIMHBI B CTPYKTYpPe OCHOBHOI 00pa30BaTe/IbHOH NPOrpaMMbl

JuctumimHa «OCHOBBI  JICNIONIPOM3BOACTBA U JIOKYMEHTOOOOPOTa» OTHOCUTCS K
BapuatuBHoW dyactu broka 1 «ducuummuuer (Moxynu)» (b1.B.25) yudeGHoro mmana
HaIpaBJIEHUsl OArOTOBKHU «I 0CyapCTBEHHOE M MYHHUIIMIIAJIILHOE YIPABICHUE) OPUEHTHPOBAHA
IpU TOATrOTOBKE OakajdaBpoB Ha M3y4YeHHE TEOPETHUECKHMX 3HAHMM B  o0sacTH
JOKYMEHTAI[MOHHOTO O0EcleueHusl YIpaBJIEHUs, O3HAKOMJIEHHE C BHUAAMH JOKYMEHTOB,
UCIOJIb3YEMBIMH B ACATEIBHOCTH OpraHW3allMil U OpPraHOB BJACTH, MOJIYYEHHE MPAKTUYECKHX
HAaBBIKOB 110 CO3aHUIO U 00pabOTKe ATUX JOKYMEHTOB. JIMCIMIIIMHA HAXOAUTCS B JIOTHUECKON U
COJIepKaTeIbHO-METOJUUECKO B3auMocBsi3u ¢ Apyrumu yactamu OOIl u Oasupyercs Ha
3HAHUAX, OJYYEHHBIX NPU U3YUYEHUU AUCLUUILUIMH O0IIEHAayYHOr0 U MPOPECCHOHAIBHOIO IIUKJIA,
Takux Kak: «OCHOBBI TOCYJapCTBEHHOTO M MYHMIMIIAJBHOTO YIpPaBlIEHUs», «BBeneHue B
crenuanbHOCTh». Habop BXOAAMIMX 3HAHUN U YMEHHH, COCTOSIIUX B TOHUMAHUN IOPUINYECKON
CHJIBI JOKYMEHTOB, SKOHOMHMUYECKHX AacCleKTOB OpraHM3allu JeJIONPOU3BOJCTBEHHBIX CIYXO,
cnenupuKkn OyXrajJTepcKoi, OTYETHO-CTATUCTUYECKOH, (PUHAHCOBOM JOKyMEHTAalMH, PpOJIU
KOMIIBIOTEPHBIX TEXHOJIOTUH B paboTe ¢ JOKYMEHTaMu oOecreyrBaroT TpeOyeMblil pyHIaMeHT
JUIS. U3y4eHUS! TUCHUIUIMHBI «OCHOBBI IENIONPON3BOJICTBA U JOKYMEeHTooOOpoTa». [lomyueHHble B
nporecce oOydyeHHs 3HAHUS MOTYT  OBITh  HCIOJIB30BAaHbl NPH  H3YYEHUH  TaKUX
JUCHUIUINH, Kak:

«AJIMUHUCTPAaTUBHbIE NPAKTUKK B CHUCTeME NyOJMyHOro  ympaBieHHUs», «OCHOBBI
MapaMeHTCKOM KyJIbTYphD», « ITUKA FOCYIapCTBEHHOW U MYHULIUTIATBHON CITYKOBD».

1.4 TlepeyeHb MIaHNMPYeMbIX Pe3yJIbTATOB 00yUeHHs N0 AUCHHUILINHE (MOIY.JI10),
COOTHECEHHBIX C INIAHUPYEMbIMH Pe3yJ1bTATAMH OCBOCHHA 00pPa30BaTe/ILHOI NPOrpaMMBbl.
N3yuenne nanHOW y4eOHOW AMCIMIUIMHBI HAMPABICHO Ha (OPMHPOBAHHE Yy OOYYAFOIIMXCS
cnenyromux komnerennuii OIMK-4, TTK-8, TTK-15

Ne Nunexc Conepxanue B pesynbprare uzydenust yueOHON AUCIIUTUTMHBI
n.1;. KOMIIET | KOMIETEHUUH (WIH e€ 00yJaroImuecs 10JIKHbI
CHITUH YacTH) 3HATh yMeThb BJIa/IeTh

1. OIIK-4 | cnocoGHOCTh WHCTUTYIIMOHA | pa3palaThiBaTh | HaBBIKAMHU
OCYIIECTBIATh JTBHBIC OCHOBHI | OIICHHBATH aHanm3a u
JIEIIOBOE OOIIICHHE U OCYIIECTBIATh | 3PPEKTUBHOCT | OIEHKH
myOIMYHbIC JIEII0BOE b JIEIIOBOTO | KOHTEHTA
BBICTYIUICHUsI, BECTH | OOIICHHE " | o0mmeHus U | OEJIOBOTrO
IIEPETOBOPBHI, yOJINYHbIE yOJIMYHBIX O0IIEeHUS U
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Ne WNHupekc Coneprxanue B pesynbrare nzyuenusi yueOHON AUCLIUTIIMHBI
I 1; KOMIIET | KOMIIETEHIUH (UK €€ 00yyaroImuecs 10JIKHbI
7| eHuuu YacTH) 3HATH yMeThb BJIaJleTh
COBEILaHUS, BBICTYIUICHHUS, | BBICTYIUIGHUH, | MyOJUYHBIX
OCYILIECTBIATh BECTH BECTHU BBICTYIUICHUH,
JIEJIOBYIO MEPENUCKY U | MEPETOBOPHI, HEPETOBOPHI, BECTH
MIO/IIEP/KUBATH COBEILlAHUs, COBEILlaHuS, IIEPETOBOPBHIL,
ANEKTPOHHBIE OCYIIECTBIISITh | OCYIIECTBISATH | COBELIAHMS,
KOMMYHHKaIUU JIEJIOBYIO JIEJIOBYIO OCYILECTBIATh
MEPEeNnucKy | | IEPernucKy U | JeJOBYIO
NOJAJEPKUBATh | NONJEPKUBATh | NIEPENUCKY U
AIIEKTPOHHBIE | AJIIEKTPOHHBIE MOJIEP>KUBATH
KOMMYHHKAIM | KOMMYHHUKAIMH | 3JIEKTPOHHBIE
u KOMMYHHKAIUU
2 IIK -8 | cmocoOHOCTB OCHOBHBIE IPUMEHSITD Haspikamu
IIPUMEHSITh uHpopMauoH | MHGOOPMAIMOH | paboTHI C
nH(OPMALIMOHHO- HO- HO- uH(OpPMAaLIOH
KOMMYHMKAI[MOHHbIE | KOMMYHMKAl{ | KOMMYHMKAIHO | HO-
TEXHOJIOTUU B | OHHBIE HHBIC KOMMYHHKAITHO
npodeCCHOHATBLHON TEXHOJOTMM B | TEXHOJIOTMH B | HHBIMU
JeSITeNIbHOCTH ¢ | mpodeccruonan | mpodeccuoHan | TEXHOIOTUIMU
BHJICHUEM UX | bHOHU BHOU B
B3aMMOCBSI3ei U | IEATeNbHOCTH | EATENBHOCTH C | mpodeccuoHan
MEPCIIEKTUB C BUJCHHUEM UX | BUJCHHEM MX | bHOU
HCIIOJIb30BAHNUS B3aMMOCBA3€H | B3aMMOCBSA3E€H | IEATENBHOCTH C
U TEpCIeKTHB | U TEPCHEKTUB | BUJICHHUEM  HX
WCIIOJIb30BaHU | MCIIOJB30BaHUsS | B3aUMOCBSI3EN
A U TIEpCHEKTUB
MCIIOJIb30BaHUs
3 [IK-15 | ymenue Bectu OcHoBHbIE oQopMIISITH M | HaBbIKAMU U
JEJIONPOU3BOACTBO U | PEKBU3UTHI NPEACTaBIATh | CIIOCOOHOCTSIMU
JIOKYMEHTOOOOPOT B odopmIteHUs pe3yabTaTel B | 0hOpPMIICHHS U
oprasax JIEIONPOU3BOJ | paMKax IIPEICTaBICHMUS
rocy/1apCTBEHHON CTBa U OCYILIECTBJIEHH | pE3yJIbTaTOB B
Biactu Poccuiickoit JIOKyMEHT0000 | 5 pamKax
@enepanuu, Opranax | pora B opraHax | JOKyMEHTO00O | OCYIIECTBICHU
rocy1apCTBEHHON TOCY/IapCTBEHH | POTa B OpraHax | s
BJIACTH CYOBEKTOB 0oif BacTu rOCy/IapCTBEHH | JIOKYMEHTO0000
Poccuiickoit Poccuiickon oi BJIACTH | pOTa B OpraHax
Oenepauuu, opranax | denepanuw, Poccuiickoit roCyJ1apCTBEHH
MECTHOI'O oprasax ®denepanuu, oM BJIACTH
CaMOYIIpaBJICHHUs, roCyJapCTBEHH | OpraHax Poccuiickoi
rOCy/lapCTBEHHBIX U Oi1 Bl1acTH rocynapctBeHH | denepannn,
MYHHIMITATBHBIX CyOBEKTOB oif BJIACTH | OpraHax
MPEANPUATHAX U Poccuiickoit CyOBEKTOB rocyJ1apCTBEHH
YUPEXKIACHUSAX, denepanuu, Poccuiickoit ot BIIACTH
Hay4YHBIX U oprasax ®denepanuu, CyOBEKTOB
o0pa3oBaTeNbHbIX MECTHOT'O oprasax Poccuiickoit
OpraHM3alusIX, CaMOYIPABJIEH | MECTHOIO denepanuu,
MOJINTUYECKUX us, caMOyIpaBJlieH | opraHax
NapTUsXx, TOCY/IapCTBEHH | W1, MECTHOI'O




Ne WNHupekc Coneprxanue B pesynbrare nzyuenusi yueOHON AUCLIUTIIMHBI
[r | KOMIET | KOMIETEHIMH (nnm eé oOy4aromuecs: JOIKHbI
7| eHuuu YacTH) 3HATH yMeThb BJIaJleTh
0O0IIIECTBEHHO- BIX U rOCy/IapCTBEHH | CaMOYIpPaBJIEH
MOJIUTHYECKUX, MYHUIUIIATBH | BIX u | us,
KOMMEPUYECKUX U BIX MYHUIIUIAJIBHBI | TOCYAAPCTBEHH
HEKOMMEPUYECKHUX OpeANpUITHIX | X BIX u
OpraHu3aIMsIX u OPEANPUITHSIX | MYHUIIUIIATbHBI
YUPEXKIEHUSAX, | U X
Hay4HbBIX U YUPEKACHUAX, | MPEAIPUITHIX
o0Opa3oBaTeNibH | HAyYHBIX ulu
BIX o0Opa3oBaTeNbH | YUpEexKICHUSX,
OpraHu3aImsIX, | bIX Hay4HbBIX "
MOJIMTUYECKUX | OpraHMu3alusaX, | oOpa3oBaTelbH
MapTUsX, MOJIMTUYECKUX | BIX
OOIIECTBEHHO- | MApTHUSX, OpraHu3aIusIx,
MOJIUTUYECKHX, | OOUIECTBEHHO- | MOJUTHUYECKUX
KOMMEPYECKHUX | MOJUTUYECKUX, | MAPTHUSX,
u KOMMEPUYECKUX | OOIIEeCTBEHHO-
HEKOMMEpPYECK | U MOJINTUYECKUX,
ux HEKOMMEPYECK | KOMMEpPYECKHUX
OpraHu3alUsIX | UX u
HEKOMMEPUYECK
ux

2. CTpyKTYypa U coaep:KaHue THCIUTIHHBI.

2.1 PacnipeesieHHe TPYA0EMKOCTH JMCUMIJIMHBI 10 BUaM PadoT.

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

(051 cmyoenmos ODO).
Bun yueOnoit paboThl Bcero CemecTtphbl
JacoB (dacer)
1
KonrakTHas paGora, B TOM 4ncJje:
AyauTOpHBIE 3aHATHS (BCEro): o4 o4
3aHATHS TEKIIHOHHOTO THIIA 18 18 - - -
JlabopatopHble 3aHATHS - - - - -
3aHsATHSA CEMHUHAPCKOTO TUTIA (cemuHapHI, 36 36 i i i
MPAKTUYECKHUE 3aHITHS)
HNnas koHTakTHasA padora:
KonTpons camocrositenpaoi pabotsl (KCP) 4 4
[Tpomesxyrounas arrectrauus (MKP) 0,3 0,3
CamocrosiTeJibHasi padoTa, B TOM YHUCJIe: 50 50
Kypcogas pabora - - - - -
[TpopaboTka yuyeOHOro (TEOpeTUYECKOro) MaTepuana 26 26 - - -
BrimonHeHnne nHIMBUya IbHBIX 3aaHUN (ITOrOTOBKA 10 10 i i i
COOOIIIEHUH, TIPE3eHTAINI )
Pedepar 10 10 - - -
[ToaroToBKa K TEKyIIeMy KOHTPOJIIO 4 4 - - -




KouTtpoas:

IToaroroBka Kk sK3aMeHy 35,7 35,7

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

2.2 CTpYKTYpa AUCUMILIUHBI:

PacnipesencHue BUIOB y4eOHOU paOOThI M HX TPYAOEMKOCTH TI0 pa3/iesiaM TUCIUILTHHBL.
Pazpensl (TeMbl) TUCIUIUIMHEI, H3y9aeMblie B 1 cemecTpe (ounas ¢popma)

Hamvmenosanne pa3nenos (Tem)

KonuuecTBo yacoB

Bcero

AynuropHas
pabora

Bueayaut
opHas
pabota

113

JIP

CPC

2

NS

5

6

7

Beenenue B aucuuminHy «OCHOBBI
JIEIIONPOU3BOJICTBA U JOKYMEHTOO00POTa»

4

2

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

JIOKyMEHTBI: Kilaccu(UKaIus, CTPYKTypa, TpeOOBaHUs
K o(hopMIICHHIO.

Odopmienre opraHu3aliOHHO-PACTIOPSIUTEIBHON 1
MH(OPMALIMOHHO-CITPABOYHON JOKYMEHTAIIUH.

OdopMieHre TOKyMEHTAIUHU TI0 THIHOMY COCTaBY

Odopmnenne koppecnonaeHnd. CTpyKTypa AeTOBBIX
TIACEM.

OdopmiieHre JOroBOPHOM JOKYMEHTAIMH.

Tunossle 1 yHuULIPOBaHHBIE (POPMBI JOKYMEHTOB.

NN N (NN

Opranuzanus padoTsl ¢ KOHGUIEHITUATEHBIMU
JIOKYyMEHTaMU

@OpMBI perucTpanuu J0OKyMEHTOB

Opranu3zanus npueMa rpaxaas

ABTOMaTI/I3aI_[I/IH JACJIOIIPONU3BOJACTBA

[Topsinok nepenauu 1en B apXuB

IR

DNEeKTPOHHOE MPaBUTEIHCTBO

AN D (DD DD

Koumponupyemas camocmosmenvhas — paboma
(ananumuueckas 3anucka), UKP

4,3

KOHWZpO]Zb HA 3K3dMeHe

35,7

HUmoeo no oucyunaune:

144

18

36

50

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

Hanmenosanue
paszaena

Conepxanue pasaena

dopma TeKyIIero
KOHTPOJIA

2 3

4




Bsenenue B IIpenmer, conep:xanue, 3a1a4u Kypca. VYyactue B
JUCLUIUIUHY Hcrounvky, nureparypa. [loHaTHHHBIN MHTEPAKTUBHBIX
«OCHOBBI annapar. [lonarue o noxymenre. I'enesnc u bopmax
JIETIONIPOU3BOJICTBA U (PA3BUTHUE IIOHATUS «JOKYMEHT. ayIUTOPHOU
JOKYMEHTO000poTay |XapaKTepUCTHUKA, CBOUCTBA, IPU3HAKH, paldoThI
(GYHKINU TOKyMEHTa KaK CHCTEMHOTO 0OBEKTa.
Mertoabl 1 ciocoObl JOKYMEHTUPOBAHHUS.
®opMa MaTepUAIILHOTO HOCHUTEIIS.
ITonsTHe, MeTOx, C1IOCOO, CPEACTBO
JIoKyMeHTupoBanus. [Iponecc coznanus
JIOKyMEHTA.
[TonsiTre nokyMeHTHOM KoMMyHHKauu (/K),
KOMMYHHKAHT U perunueHT. opmanpHele U
He(dopMaIbHble KOMMYHUKAIMKU. MaccoBble
KOMMYHHMKAIUU: [1€4aTh, paJuo, TEJICBUICHUE,
KHMHO, 3ByKO- 1 Bueo3anuch, INTERNET.
ABTOMaTH3a1Us JOKYMEHTAILMOHHOU
JIeATEIbHOCTH IPOrPAMMHBIE KOMILIEKCBI:
«/deno», «3omymka» u ap.
3akoHoAaTenbHas U |3aKOHOJATEJILHOE PEryIUPOBaHUE IToaroroBka
HOPMaTUBHO- JenonpoussoacTsa. HopmarusHo- MHIUBUAYAJIBHOT
METOANYECKask OCHOBA [METOANYECKOE PEryJIMpOBaHUE 0 3aJaHMUs.
JIeNIOTIPOU3BOJICTBA | J1esIonpou3BoCcTBa. JIokanbHble HOpMaTuBHBIE |Pedepar Ha Temy
JIOKYMEHTBI OPTaHHU3aLUN. «HopmarusHO-
METOANYECKOE
peryaupoBaHue
JEJIONPOU3BOJCT
Ba»
JIOKyMEHTBI: [TonsTHE O KNacCUPUKAIMU JOKYMEHTOB. WNunuBunyansHoOe
KJIacCU(pUKanus, CooTHoI1eHHEe BUJJOBON U TUIIOJIOTMYECKON 3a/1aHHe
CTPYKTYpa, KJIaccu(UKalui TOKYMEHTOB. ITogroroska
TpeOoBaHUs K Bunbl JOKyMEHTOB: OPraHU3allHOHHBIE, OnaHKa
oopmIIeHHIO pacropsauTeIbHble, THPOPMALMOHHO- JOKYMEHTOB:
cinpaBoyHble. Tunonoruueckas kiaccuuKanys. BUbl OJIaHKOB U
OO01ast XapakTepUCTHKA CTPYKTYPHI. MOPS 0K
BHyTpeHHsI 1 BHEIIHSASA CTPYKTYpa JOKYMEHTA. [PaCIOJIOKEHUS
PexBU3UTBI TOKYMEHTA: PEKBU3UTHI-OCHOBAHMS, [PEKBU3UTOB B

PEKBU3UTHI-TIPU3HAKH, PEKBH3HUTHI 0()OPMIICHUS
COBPEMEHHBIX YIPaBICHYECKUX JOKYMEHTOB.
YHUUKAMS U CTaHAapTH3AINS JOKYMEHTOB.
®opmynsip. braHku TOKYMEHTOB: BUJIBI
OJTAaHKOB W TIOPSIIOK PACTIONIOKEHUST PEKBU3UTOB
B OnaHKe (yIJIOBO€ U IIEHTPOBAHHOE),
UCIOJIb30BaHUE OJIAHKOB C U300pa’KeHUEM
roCyJapCTBEHHOT 0 repba 1 repdba cyobekTa
benepammm.

TpeboBaHMs K COCTABICHUIO U O(hOPMIICHHUIO
JNOKyMeHTOB. PopmaTthbl OyMaxHbIX
JOKYMEHTOB. TpeOoBaHuUs K TEKCTY
JIOKYMEHTOB. TpeOoBaHuUs K U3rOTOBJICHUIO
JTJOKYMEHTOB.

OyaHke (yryioBoe
Y LIEHTPOBAHHOE)




4. | Odbopmnenue [TonsiTue opranusanuonHas, pacnopsautenbHas ([logroroska
OpraHU3aIMOHHO- ¥ MH()OPMAITMOHHO-CIIPAaBOYHAs! IOKYMEHTALUs. |COOOIIEHU I
pacniopsiautenabHol u |Opranusanuontbie JokyMeHTsl: [Tonoxenne. |«OpraHu3alnoHH
UH(POPMALIMOHHO- VYeras. Mactpyknus. KosmekTuBHBINA JOTOBOD U |asd,

CIIPaBOYHOM Ip. pacrnopsiAuTeIbH
JOKYMEHTaluu PacniopsiiuTenbHble TOKYMEHTHI: IIPUKa3, ast u
pacrnopsbKeHue, peleHue. MH(OPMALIMOHHO
HudopmMannoHHO-CIIpaBOYHAsl JOKYMEHTAIHS: |-CIIpaBOYHAS
[Tporokon. AkT. JlokianHas 3amnucka. JOKYMEHTAITHS»
OO0mbsacuuTenbHas 3anucka. Cripasku. [Incemo.
Tenerpamma (Teneraitnmorpamma). Tenekc.
Tenedonorpamma. Tenedaxc (dhakc) u ap.

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

npueme/yBoJibHeHUU. TpyaoBasi KHUKKA. JOKYMEHTOB ISt
JInunoe neno. JinueBon cyer. npuema Ha
paboTy»

6. | Odbopmienue TpeGoBaHus MEKIYHAPOIHBIX CTaHAAPTOB K (MHAMBUAYaIbHOE
KOPPECHOHJIEHIIMH.  |0(OPMIIEHUIO KOPPECTIOHACHIIUHU 10 3ananue «Cocras
CTpyKTypa JeNOBbIX |BHEHTHEOKOHOMUYECKOMH JesiTenbHOCTH. COCTaB |pEeKBU3UTOB
UCEM PEKBU3UTOB ITMCbMa U TPEOOBAaHUS K UX nrucbMa u

odopmiennto. CTpyKTypa JIeIOBbIX MTHUCEM. TpeOOBaHUS K UX
Ocob6enHoct 0hOpMIICHHS T€TTOBOI 0(pOPMIICHUION.
KOPPECTIOH/ICHLIUU B AHTJIOA3BIYHBIX CTPaHaX.

OdopmieHue KoppecroHASHIIUN Ha HEMEIIKOM

s3bike. CTpykTypa popmysnsapa, cocTaB

PEKBHU3UTOB.

7. | Odbopmienue JloroBop — ero Buzpl, CTpyKTypa, MOPsII0K VYyacTtue B
JIOTOBOPHOU 0 OpMIICHHUS U TIOJITUCAHUS CTOPOHAMH. IPyIIIOBOM
JIOKYMEHTAIu! pabote

«ITonroTroBka
IPa’KJaHCKO-
IIPaBOBOIO
ZI0OTOBOpA U €ro
MOJINHUCAHUE.

8. | TumoBble u Tunosslie GOpMBI TOKYMEHTOB, UCTIONb3YyeMble |Bpinonnenue
YHUQHULIMPOBAHHBIE  |B JESATEILHOCTH OPraHU3aIldiA. AHIANBUIYATbHBI
(GopMBI TOKyMEHTOB | YHU(DUIIMPOBAHHbBIE CUCTEMBI JJOKYMEHTALIMK. (X 3aIaHUMI

YHudukanus TOKyMEeHTOB.

9. | Opranusamus KondunennmanbpHoe 1€10MpOU3BOJICTBO ITonroroska
paboThI € 3a1uTa KOH(pHUIeHIMaIbHON HHPOpMAIUH. WHIUBHUTYATBHOT
koH(puaeHIMansHbIMU|[ToHSTHE KOHDUIEHITHATEHOE 0 3aJaHuUs.
JIOKyMEHTaMu JIEIIONPOU3BOJICTBO MIPHUEMBI, METObI Pedepart Ha Temy

00paboTku JOoKyMeHTOB. H(popMainoHHO- «Konpunenmuman

aHaJuTHYecKas pabora. 3amura nHGoOpMaIuu. |bHOE
JEJIONPOU3BOJCT
BO 3aIuTa
KOH(UICHIHATEH
ol MH(pOPMALTHI

10. | ®opwmel perucrparuu |[Torstue perucrpamuu jokymenToB. ®opmel | BeinonHeHue
JIOKYMEHTOB pEerucTpanuu JOKyMEHTOB. WHUBUAYaJIbHbI

ABTOMAaTU3UPOBAHHBIE CUCTEMbI PETUCTPALIUU (X 3aJJaHUI

JOKYMCHTOB.




11. | Opranuzamus [IpyHUUMIBl  OpraHM3aluu JUYHOrO Ipuema |BelnonHeHue
preMa rpaxaaH rpaxnad ¢ oOpameHusiMd. Perucrpauus [MHAWBUIYATbHBI
JOKYMEHTOB II0 IHCbMEHHBIM OOpAILIEHUAM (X 3a/1aHUi
rpaxzaad. OCHOBHbIE 337jaull CIIPAaBOYHO-
MH(POPMALIMOHHOM Ci1y>KObl OpraHu3alum.
12. | ABTomaTH3anus ITonsTe aBTOMaTU3UPOBAaHHBIX cUCTEM. PriHOK (IlogroroBka
JCIIONPOU3BOJACTBA  |aBTOMATHU3UPOBAHHBIX CUCTEM MHIVBUAYAJIBHOT
nenonpou3BoacTBa. CpaBHUTEIbHBIN aHAIN3 |0 3aJJaHuUs.
OyMa)KHOTO U 3JIEKTPOHHOTO Pedepar na Temy
JIOKYMEHTO000pOTA. «CpaBHUTEIBHBIN
aHaJIn3
OyMaXHOTO u
JIEKTPOHHOTO
JIOKYMEHTO000pO
Ta»
13. |Ilopsnok nepenaun |OcHOBHBIE IIpPU3HAKU IpynnupoBKy |Beinonnenne
JIeJl B apXUB JIOKYMEHTOB B jiej1a. @opMUpOBaHUE A€ UHUBUAYaJIbHbI
Okcneprusa LIEHHOCTH JIOKYMEHTOB. |X 3alaHui
[TonroroBka HCIONHEHHBIX JIOKYMEHTOB K
apXuBHOMY XpaHeHHMI0. llepenaya nen B apxus.
[Tomerienue BEJJOMCTBEHHOT'O apxuBa
opranuzaium. MartepuaibHO-TeXHUYecKas 0aza
apXUBOB. XpaHeHue JIOKyMEHTOB B
3JIEKTPOHHOH (opMme.
14. | DnexTpoHHOE [TonsiTue «nekTpoHHOE MpaBUTENLCTBO»: ero |[loxroroska
IIPABUTEILCTBO 3HAYEHUE, IPUHLMIIBI [IOCTPOEHUS U cooOrieHni
BHeJlpeHus. IHTerpupoBaHHOE JJIEKTPOHHOE «MHTETpUpPOBaHH
npaBuTenbCTBO Poccun. Opranusanus 0€ DJJIEKTPOHHOE
MEKBEIOMCTBEHHOTO 3JIEKTPOHHOTO IIPaBUTEIBCTBO
JIOKYMEHTO000pOTa MEX/1y OpraHaMu Poccun»
roCyIapCTBEHHOM BiacTu Poccuiickoin
denepanuu
3.2 3aHATHA CEMHUHAPCKOIO THIIA.
®opmMma
HanmenoBanue .
TemaTnka NpakTHUECKUX 3aHATUHI (CEMUHApOB)|  TEKYILEro
paszena (TeMbl) KoHTpOIS
2 3 4




Bgenenue B
JTUCHUTUITUHY
«OcHOBBI
JIEJIONPOU3BOJICTBA U
JIOKYMEHTO000pOTa»

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

Mertoabl 1 criocoObl JOKyMeHTUpoBaHus. Popma
MaTepUaIbHOIO HOCHUTEJIS.

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

[TonsiTue nokyMeHTHOM KoMMyHuKauu (1K),
KOMMYHHKAHT U perunueHT. opmanpHele U
He(dopMasIbHble KOMMYHUKAIMKU. MaccoBble
KOMMYHHUKAIUK: [1€4aTh, paJno, TEICBUACHUE,
KHMHO, 3ByKO- 1 BHeo3anuch, INTERNET.
ABTOMaTH3aLUs JOKYMEHTALIMOHHOW JEATEIBHOCTH
IIPOrpaMMHbIE KOMILIEKCHI: «Jleno», «3omymka» u

APp.

HammmucaHue
pedepara (P)

3aKoHOAATEeIbHAS U
HOPMAaTUBHO-
METOANYECKas OCHOBA
JEIIONPOU3BOACTBA

3aKOHOJAaTEIbHOE PEryJINPOBAHUE
JenonpousBoacTea. HopMaTuBHO-MeETOAMYECKOE
peryaupoBaHue 1e10Ipon3BoAcTBA. JIOKaIbHbIE
HOpPMAaTUBHBIE JOKYMEHThI OpraHU3al1u.

HalyucaHue
pedepara (P)

JIOKyMEeHTHI:
KJIacCupUKaLus,
CTPYyKTYpa,
TpeOOBaHUS K

0 OpMIICHHUIO.

[TonsTHE 0 KNaccupUKALMU JOKYMEHTOB.
CooTHoI1eHHEe BUJJOBOH U TUIIOJIOTMYECKON
KJIaccu(UKaUU TOKYMEHTOB.

Bujpl 1OKyMEHTOB: OpraHU3alliOHHBIE,
pacropsauTeNbHble, THPOPMALMOHHO-CITPABOYHBIE.
Tunonoruyeckas knaccuduxamms.

OO011ast XxapakTepUCTHKA CTPYKTYpbl. BHYTpeHHss 1
BHEUIHSS CTPYKTYypa IOKyMEHTA.

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

TpeGoBaHMs K COCTaBICHHIO U 0(OPMIICHHUIO
TOoKyMeHTOB. dopmaThl OyMasKHBIX JOKYMEHTOB.
TpebGoBaHus K TEKCTY JOKYMEHTOB. TpeOoBaHus K
W3TOTOBJICHUIO TOKYMEHTOB.

odopmieHHE
3aJTaHHBIX
JTOKYMEHTOB

Odopmienue
OpraHU3aIOHHO-
pacropsIuTEIbHON 1
MH(pOPMaIMOHHO-
CIIPaBOYHOM
JOKYMEHTALUH.

[ToHsATHE OpraHU3allMOHHAs, pACTIOPIIUTENbHAs U
MH(OPMAaLIMOHHO-CIIPABOYHAS TOKYMEHTAIU.
OpranuzannonHslie 10KyMeHThI: [lonoxenue.
VYeras. Unctpykuusi. KosmeKTUBHBINA I0TOBOP H JIp.
PacniopsinuTensHble TOKYMEHTHI: IPUKa3,
pacrnopsbKeHHe, peleHue.
WHpopMannoHHO-CIIpaBOYHAs JOKYMEHTAIIHS:
[IpoTokon. Akt. JlokinangHas 3anucka.
OO0mbsacuuTenbHas 3anucka. CrpaBku. [InceMo.
TenerpamMa (teneraiinorpamma). Tenekc.
Tenedonorpamma. Tenedaxce (dakc) u ap.

oopmienue
3aJIaHHBIX
IIOKYMEHTOB




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

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

6. |OdopmieHue TpeboBaHMs MEXKITYHAPOJHBIX CTAHIAPTOB K oopmienue
KOPPECIOHAEHIMH.  |0(OPMIICHHIO KOPPECIIOHACHLIUH 110 3aJJaHHBIX
CrpyKTypa Ie/IOBbIX |BHEUIHEIKOHOMHUYECKOU AedrenbHocTU. CocTaB JIOKYMEHTOB
IIUCEM. PEKBU3UTOB ITUCbMA U TPEOOBAHUA K UX

odopmiiernto. CTpyKTypa JIeIOBBIX MTHUCEM.
OcobenHocTH 0(hOPMIICHHS JI€TTOBOM
KOPPECHOH/ICHIIMY B aHIVIOA3BIYHBIX CTpaHaXx.
OdopmiteHne KOppecoHAeHIIMH Ha (PPaHIy3CKOM
a3bike. OopmiieHue KOppeCcIoHACHIINY Ha
HeMelKoM s3blke. CTpyKTypa popmyiisipa, cocTaB
PEKBU3UTOB.

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

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

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

9. |Opranumzanus padots! | KoH(puaeHIMaNbEHOE 1ETONPOU3BOJICTBO 3alIUTa  (HAIIMCAHHE
c KoH(puaeHMansHoi nHdopmanuu. [lonarue pedepara (P)
KOH(HIEHIIMATbHBIMHU | KOH(QUACHIIMATEHOE AETIONPOU3BOICTBO IIPUEMBI,

JOKyMEHTaMH. METO]Ibl 00paOOTKU JOKYMEHTOB.
HNHdopmannoHHO-aHANUTHYECKas paboTa. 3aiura
MH(}OpMaLINH.
10.|®opwmer peructpanuu |[lorsTue perucrpanuu 10KyMeHTOB. Dopmbl oopmienue
JIOKYMEHTOB perucTpalnuy JOKyMEHTOB. ABTOMaTU3UPOBAHHbIE |’KYPHAJIOB
CUCTEMBI PErMCTPALIMU TOKYMEHTOB. PETUCTPALINH,
11.|Opranuszamnus npuema |[[puHIMIIBI ~ OpraHM3allidl  JUYHOTO  mpuema |oopmieHue
rpaxaaH rpaxiaH c oOpalIeHUsIMHU. Peructpanus (3a1aHHBIX
JOKYMEHTOB 110  NHUCBMEHHBIM  OOpalIeHUSM |I0KYMEHTOB
rpaxzaad. OCHOBHBIE 3aJJa4l CIIPABOYHO-
MH(OPMaLIMOHHOM CITy>KObl OpraHu3aluy.

12.|ABromartuzanus IToHsiTHE aBTOMAaTU3UPOBAHHBIX CUCTEM. PBIHOK BBITIOJIHEHUE

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

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

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

BEJJOMCTBEHHOT'O apxuBa OpraHu3aIHH.
MatepuanbHO-TEXHUYECKas 6a3a apXUBOB.
XpaHeHHUE TOKYMEHTOB B AJICKTPOHHOU (hopme.




14.

DNEeKTpOHHOE
MMPpaBUTCIBCTBO

[TonsiTue «NEKTPOHHOE MPABUTEILCTBOY: €TO
3HA4YE€HUE, IPUHLMUIBI IOCTPOEHHUS U BHEIPEHHUS.
HNHTerpupoBaHHOE IEKTPOHHOE TPABUTEIBCTBO
Poccuu. Opranusanus MexBeJOMCTBEHHOT'O
AIIEKTPOHHOTO JOKYMEHTO000pOTa MEXY
OpraHamu rocyJ1apCTBEHHOM BiIacTH Poccuiickoin
denepanuu

TECTUPOBAHUE

(T)

2.3.4 IlpumepHasi TeMaTHKAa KyPCOBBIX padoT (IIPOEKTOB) — He NPeAyCMOTpPeHa
2.4 IlepeyeHb yueOHO-METOAUYECKOT0 O0ecneYeH sl IJIA CAMOCTOSATEILHON padoThI
o0y4aromuxcs 1Mo JMCHUILIHHE (MOLY110)

ITepeuyenb yueOHO-METOAMUECKOTO 00ECIeUeHH s JUCIUILIUHEI
Ne Bun CPC T10 BBITIOJIHEHUIO CAMOCTOSATEILHON pabOThI

1 2 3

1 |IIpopabotka Mertoanyeckue ykazaHusi 10 OpraHU3alUM CAMOCTOSITEIbHOU
TEOPETUYECKOIO paboThl CTYJAEHTOB IO HampapieHuto nojaroroBku 38.03.04
Matepuana (moarotoka |[‘ocynapcTBeHHOE U MyHUIIUNIATIBHOE YIIPaBICHHUE (IIPOTOKOI
K npodaemubiM (Ne 10 ot 10.04.2018 r.)

CEMHHAapam)

2 |llogrotoBka MeToauueckre yka3zaHusi 10 OpraHU3allUd CaMOCTOSITEIbHOU
VHJIMBHU1yaJIbHBIX paboThl CTYIEHTOB MO HampaBieHuto mnoaroroBku 38.03.04
3ajaHuil  (mpe3eHTaunuil,|['ocyaapcTBEHHOE U MYHULIMIIAIBHOE yIIpaBieHHE (IIPOTOKOI
cO001IeHNH) Ne 10 or 10.04.2018 r.)

3 |[IloaroroBka k|MeTonnyeckue yKazaHWs IO OPraHMU3allMM CaMOCTOSITENIbHOMN
TECTUPOBAHUIO 10 [paboThl CTY/AEHTOB IO HampaBieHHto mnojarotoBku 38.03.04
ydyeOHOMY  Matepuany|['ocynapcTBEHHOE M MyHHUIMIIATBHOE YIIpaBJieHHE (TIPOTOKOI
IUCIUAILINHEBI No 10 ot 10.04.2018 1.)

VY4eOHO-METONYECKHE

MaTepuaibl JJIsi CaMOCTOSTEIBHON pPabOThl 00YyYaromuXxcsi u3

YHUCJIa MHBAIHUJIOB U JIUIl C OTPAHUYECHHBIMH BO3MOXKHOCTSIMU 3710poBbs (OB3) npenocrasistorces
B (hopmax, aJanTUPOBAHHBIX K OTPAHMUYEHUSIM HX 3[OPOBBS U BOCIIPUATHS UH(POPMAIIIH:

J1st uir ¢ HapyIeHUsIMH 3PEHHUS:

— B IIe4aTHOU popme yBeTHMUEeHHBIM HIpU(TOM,

— B (hopMe JIEKTPOHHOTO JOKYMEHTA,

Jnst mu11 ¢ HapyLIeHUsIMH clyXa:

— B IIeYaTHOU opme,

— B (popMe 3IIEKTPOHHOTO JOKYMEHTA.
Jlist i1 ¢ HapyIIeHUSIMH OIIOPHO-/IBUTATEeNILHOTO arapara:

— B Ie4aTHoM (opme,

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

3. O6pa3oBaTesibHbIE TEXHOJIOTHH.

B npenogaBannm Kypca HCIOIB3YIOTCS COBPEMEHHBIE 00pa30BaTEIbHbBIE TEXHOJOTHH:
- MyHBTHMCI[HﬁHBIe JICKOUU C 3JICMCHTAMH JUCKYCCUU,

- ”HPOPMAIIMOHHO-KOMMYHHUKATUBHBIC TEXHOJIOTHH;

- HCCJIICA0OBATCIbCKUEC METOJbI B OGy‘-IeHI/II/I;

- mpobJIeMHOE OOyYCHHE.




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

1 BBenenue B qucuuminHy «OCHOBBI 6 2
JIEONIPON3BOJICTBA U JOKYMEHTOO0OPOTa)

2 3akoHOaTeNIbHAsE © HOPMAaTUBHO-METOIMYECKAs 2 5
OCHOBA JICTIOTIPOM3BOJICTBA

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

4 OdopmiieHre OpraHr3aluOHHO-PACTIOPSIAUTEILHON 1 5 5
MH(OPMALIMOHHO-CITPABOYHON JOKYMEHTAIIUH.

5 OdopMieHre TOKyMEHTAIIUHU TI0 THIHOMY COCTaBY 6 2

6 Odopmnenne koppecrnonaeHunu. CTpyKTypa AeTOBBIX 2 4
TTHCEM.

7 Odopmrenre JOroBOpHOM JOKYMEHTAIUH. 2 2

8 TunoBble 1 yHUPUITUPOBAHHBIE (HOPMBI TOKYMEHTOB. 2 2

9 Opranuzanus padoTsl ¢ KOHUIECHIIUATLHBIMU 4 5
JOKyMEHTaMH

10 |®Dopmsbl perucTpanuu JOKYMEHTOB 4 2

11  |Opranuzauus npuema rpaxiaat 4 4

12 |ABTromaTu3amnus AeIONPOU3BOICTBA 4 2

13 |[lopsamok mepenauu Aen B apXUB 4 2

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

B yueOHOM mporecce UCTIONB3YIOTCS aKTUBHBIE U MHTEPAKTUBHbIE (DOPMBI TPOBEICHUS
3aHATHIA.

Ha srtame u3yueHus mnepBbIX ABYX pa3/eioB, KOTOpble HOCAT B Oojblleil cTeneHu
TEOPETUYECKUI XapakTep HCIOJB3YIOTCS TPYMNIOBBIE M CaMOCTOATEIbHBbIE (POPMBI padOTHI,
HalpaBJICHHbIE Ha OCMBICICHHE CJOXHBIX HECTPYKTYpUPOBAaHHBIX MpoOJIeM HpeameTa
o0y4yeHus, (GOpMHUpPOBaHHE COOCTBEHHOM apryMEHTHPOBAHHON TMO3UIMHM 1O MPOOIEMHBIM
acreKTaM M3y4yaeMol TeMBbl. 3/1eCh UCIIOJIb3YETCs TaKhe 00pa30BaTeIbHbIE TEXHOJIOTUN KaK

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

0 JICKIIMS C DJICMCHTAMM JUCKYCCHH,

[Tocnenyromue pas3menbl Uisi pEIIeHHWs] TOCTABICHHBIX IIeJied B pamMKax y4eOHOH
JTUCIUIUTAHBL TPEOYIOT MCIONIh30BaHUS METOJIOB OOYyYEHHUs, HAMpPaBICHHBIX Ha ()OPMUPOBAHUE
YMEHHII W HaBBIKOB MOATOTOBKM JOKYMEHTOB pPa3BIMYHBIX BHUIOB. [l 3TOro BHEIPEHBI
cienyromre o0pa3oBaTesbHble TEXHOJIOTHH:

1. [TpoBenenue mpoOIEMHOrO ceMUHapa, B paMKax KOTOPOrO CTYACHTHI pelaroT
JIBYCIWHYIO 3a7ady: a) TOJydaloT 3HaHUA 110 OYEepeIHONW Teme ydeOHOoro wmonyins; O)
aIaNTUPYIOT UX K CTPYKTYpe Y4eOHOW AMCIUILITHHBIL.

2. AHaJIMTHYECKUE TEXHOJIOTUU 3aKOHOATENbCTBA 00 OCHOBAX JIEJIONPOU3BOJICTBA U
JOKYMEHTOO0OpOTa U 3KCIEPTU3bl JOKYMEHTOB SBIISIFOTCS, C OJHOM CTOPOHBI, YHUKaJIbHBIMU
JUIL TAaHHOTO y4eOHOro Kypca MHTEPAaKTUBHBIMU 0Opa30BaTENbHBIMU TEXHOJIOTHUSMHU, B OCHOBE
KOTOPBIX JIEKUT METOJl aHaJIM3a JOKYMEHTOB; C JIPYrod, COCTABHOM YacCThl0 MPaKTHYECKOH
NEeSITeIbHOCTH, CBSI3aHHOW C JMArHOCTHKOM JTOKYMEHTOB, OOECIEUMBAIOIINX YIPaBICHUYECKYIO
NEeSTENBbHOCTh. B Kypce ncIonb3ytoTcs NHAMBUAYaIbHbIE TUCbMEHHBIE 3a0aHUS.

3. Pa3paboTka 1 mpe3eHTalys KOJJICKTUBHBIX HH(POPMAIIMOHHO-aHATUTHYECKUX

IPOEKTOB ««Mojen peanu3any JeNONPOU3BOJACTBA M JTOKYMEHTOOOOPOTa» IMO3BOJISIOT
CTPYKTYPHUPOBATh WHAWBUAYAJIbHYIO NESATEIBHOCTh MO HHCBMEHHBIM 3amaHusiM. OCHOBHBIC
3aJauu Mpe3eHTaluu Kak yuyeOHoi (GopMbl cBoAATCS K (POPMHUPOBAHUIO MPAKTUYECKUX YMEHHM
KOHIICHTPUPOBAHHOTO U3JI0KEHUS M MTPE3CHTALMH BU3YAIbHBIX MaTepualioB B (popmate
«PowerPoint» pe3ynbTaToB, MOJIYYEHHBIX B X0J1¢ aHATUTHIECKON pabOTHI.

4. WumuBuIyansHele W TPYNIOBBIE  KOHCYNbTanmuu.  VHOuBHIyanbHBIE



KOHCYJIbTAI[MH TIPOBOSATCS pa3 B HEACTIO MOCIE YUCOHBIX 3aHATHH MOCPEICTBOM MPEAMETHOTO
JManora  MpernojaBarelii ¢ OOYyYaromUMCS 10  pa3jIMYHbIM  COJEPXKATCIbHBIM U
OpraHnu3allMOHHBIM BOIIpOCaM yT-Ie6HOFO MOOYIJIA. FPYHHOBBIG KOHCYJIbTallUHW TIO3BOJIAIOT
MPENOaBaTeI0 ONTUMH3HPOBATh KOMAHIAHYIO Pa0OTy CTYACHTOB IO Pa3IMYHBIM MPOCKTHBIM
dbopMaM yueOHOU JIeSATSILHOCTH.

I[HSI JiuL ¢ OrpaHU4YCHHBIMHA BO3MOXKXHOCTSAMU 3J0POBbA MPCAYCMOTPCHA OpraHu3anusa
KOHCYJIbTAIMI C HCIIOIb30BAaHUEM JJIEKTPOHHOM MOYTHI.

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

4.1 OueHo4HbIe MATEPHAJIBI VI TEKYLEr0o KOHTPOJIsSI yCIIeBaeMOCTH

411. Bompochl AJsi TMCKYCCHM B PaMKax JIEKIMOHHBIX 3aHATHI W MPOOJIeMHBIX
CeMHHAPOB.

JAucKyccHOHHBIE BONPOCHI MO TeMe «JOKYMeHTBI: KJaccupukanus, CTPYKTYypa,
TpeOoBaHus K 0()OPMIICHUIO»

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

2. Buzmel JOKyMEHTOB: OpraHM3allMOHHBIC, PpacHOpsIUTENbHbIE, HHGOPMALUOHHO-
crpaBoyHble. Turosornyeckas KiacCupuKanus.

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

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

5. TpeboBaHMS K TEKCTY TOKYMEHTOB.

Ilepeuensv yacmu komnemeHyul, NPOBEPEMbIX OYEHOUHBIM CPEOCNBOM:

[IK-15 ymenueM BeCTH JIEJIOMPOU3BOJICTBO M  JOKYMEHTOOOOPOT B  OpraHax
rocygapctBeHHo Biacth  Poccuiickonn @enepauuu, opraHax TIOCYZapCTBEHHOW —BIIaCTH
cyobexToB Poccuiickoit denepanny, opraHax MECTHOTO CaMOYNpPaBIEHUS, TOCYAapCTBEHHBIX U
MYHUIUTATBHBIX TPEANPHUATUAX U YUPEKICHUSAX, HAYUYHBIX U 00pa30BaTENIbHBIX OpraHU3aLUsX,
MOJINTUYECKUX MapTUSX, OOIIECTBEHHO-TIOJIUTUYECKUX, KOMMEPUECKUX M HEKOMMEPUECKHX
OpraHM3aLMsaX

Kpumepuu oyenxu.

«yJIOBJIETBOPUTENBHO» - CTYACHT MMEET (parMEeHTapHbIE NMPEICTaBICHUS O COACPKaHUU
3asiBJIEHHON TeMbl MpPOOJIEMHOTO CEMHHapa, 4aCTUYHO OCBOWJ TMOHSATUHHO-KATEropUallbHbII
anmnapar;

«XOpOUIO» - CTYACHT AEMOHCTPHPYET OOIIMEe 3HAHUS 1O 3asBJICHHOM TeMe MpOoOIEeMHOTr0o
CeMHHapa, yMeeT YCTaHaBJIUBATh CBS3U MEXKIY TEOPETUUECKUMH MOHITUSIMU U SMIIUPUIECKUMHU
baktamu;

«OTJIMYHO» - CTYAEHT JEMOHCTPUPYET CHUCTEMHBbIE 3HAHUS 110 3asABJICHHOH TeMe
NpoOJEMHOTO CEeMUHapa, YMEET yCTaHABIMBATh CBA3M MEXKIY TEOPETUYECKHMMM MOHATUSMH U
SMOUPUYECKUMU (haKTaMu, GOPMYyIUPYET aHATTUTHUYECKHE 0000IEHUS U BBIBOIBI.

412. HNuauBuayajibHOEe MUCHMEHHOE 3a/1aHHe, HANPaBJIeHHOe HA opMuUpOBaHUe
HABBIKOB MOAT0TOBKY HH(OPMALMOHHBIX 0030POB.
«TexHosorusi noAroTOBKH MH(POPMAIHOHHOT0 0030pa MO NPodIeMaATHKE.

OcHoBaHus Bunst 0630poB
JeIeHHS

D yHKIUOHAIBHOE
Ha3HadeHHe (MIpeaAMET
aHajam3a)




XapakTep paccMaTpUBAEMbIX
BOIIPOCOB

LleneBoe HAa3HAUCHHE

[HoTpeburensckoe
Ha3Ha4YeHUE

Ilepeuens wacmu komnemeHnyuu, NPOBEPIEMbIX OYEHOYUHBIM CPEOCHBOM:

IIK-15 — ymeHueM BeCTH [EJIONPOU3BOJACTBO U JOKYMEHTOOOOpPOT B  OpraHax
rocygapcTBeHHo Biacth  Poccuiickoir @enepanuu, opraHax TIOCYJapCTBEHHOM BIIACTH
cyobekToB Poccuiickoit denepanyy, opraHax MECTHOTO CaMOYIPaBJIEHUS, TOCYAAPCTBEHHBIX U
MYHHUIMIAIBHBIX NPEANPUATUAX U YUPESKICHUAX, HAYUHBIX U 00pa30BaTENbHBIX OpraHU3aMsIX,
MOJUTUYECKUX MapTHsIX, OOLIECTBEHHO-MOJUTUYECKUX, KOMMEPYECKMX M HEKOMMEPUECKUX
OpraHu3anuax

Kpumepuu oyenxu:

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

«XOpOIIO» - CTYIEHT HMeeT OOIIMe TMpPeICTaBIeHUsI O COJEPKAaHUM TEXHOJIOTUU
MOJITOTOBKH MH(OPMAIIMOHHBIX 0030pOB, OCBOWJ MOHATUHHO-KATErOpUANIbHBIN amnmapar, yMeeT
YCTaHABIIMBATh CBSI3M MEXK]Iy COCTABHBIMU YACTSIMU HH(POPMAIIMOHHOTO 0030pa;

«OTJIMYHO» - CTYACHT MMEET CHUCTEMHBIE MPEACTaBICHUS O COACPKAHUU TEXHOJIOTHUHU
MOATOTOBKU MH(OPMALIMOHHBIX 0030pOB, OCBOMJI MOHATHITHO-KaTErOpHalIbHbIN ammapar, ymMeer
yCTaHABIMBATh CBA3M MEX]y COCTABHBIMH YacTAMU MH(POPMAIIMOHHOTO 0030pa, (popmynupyer
aHAJIIMTUYECKHE 0000IIEHNS U BEIBOIBI.

413. MMoaroroBka coOOIEHU 1 MPe3eHTANMH M0 Y4eOHOH TN CIUTIHHE
Cooougenue «OIEKTPOHHOE IIPABUTENBCTBO». €r0 3HAYCHHE, NPUHLUIBI IOCTPOCHUS H
BHeApeHUsd. HTerpupoBaHHOe 3JIEKTpOHHOE MpaBuTenbcTBO  Poccun.  Opranusanus
MEXBEJJOMCTBEHHOI'O 3JIEKTPOHHOTI'O JOKYMEHTOO0OpOTa MEXJy OpraHaMu IOCYIapCTBEHHOM
Bractu Poccuiickoii @enepanum» JODKHO COAEpKaTh aHAIM3 MPAKTHKH paboThl  C
JOKYMEHTaMH, OITUCAHHUE UX CTPYKTYPHBIX U (DYHKIIMOHAIBHBIX OCOOCHHOCTEH, a TAKKe OLIEHKY
uX 3 PEKTUBHOCTH.



AnropuT™ paboTHI:

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

2. IloaroroBka cooOLEeHNs B MUCbMEHHOM BHJIE WM MPE3EHTAaLuu pedepaTra B TBOPUECKOH
(mponyKTUBHOI) mnepepaboTKe, T TIJaBHOE BHUMAaHHME YAEHAETCS HOBHU3HE COACpKaHMS,
aHAJIM3y €ro COLUAIBHONW LIEHHOCTH C YYETOM YX€ MMEIOLIMXCS JTOCTUKEHUH B OIpeesIeHHON
00J1acTH 3HAHUH.

Ilepeuens yacmu komnemeHnyuu, NPOBEPIEMbIX OYEHOUHBIM CPEOCNEOM.

OIIK-4 — cnocoOHOCTBIO OCYIIECTBIIATH JICJIOBOE OOLICHNWE W MyOIMYHBbIC BBICTYIJICHHS,
BECTH II€PEroBOphl, COBELIAHMs, OCYLIECTBIATh JAEJIOBYK0 IEPENUCKy U IOJAECpPKUBATh
3JIEKTPOHHBIE KOMMYHHKAIINH.

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

Kpumepuu oyenxu pedhepama:

«YJIOBJIETBOPUTEIHLHOY» - COOOIIECHHUE MPEICTABISET COO0I M3II0KEHUE PE3yIbTATOB TYKUX
UCClIeIOBaHUM 63 caMOCTOATENbHON 00pabOTKH HCTOYHHUKOB;

«XOpOIIO» - COOOIIEHNE MPEICTABISET CO00M CaMOCTOATENBHBIN aHAIN3 Pa3HOOOPa3HBIX
HAy4YHbIX MCCJIEIOBAHUNH M SMIMPHUUYECKUX JaHHBIX, OJHAKO HE B IIOJHONH Mepe OTpakaer
TpeOoBaHus, ChOPMYITUPOBAHHBIE K €T0 U COACPIKAHUIO.

«OTJIMYHOY - B COOOILIEHUM OTPAXKAIOTCS TaKue TPEOOBaHMSI KaK aKTyaJbHOCTb COZEpIKaHuUs,
BBICOKMH TEOPETHYECKH YpOBEHb, TINyOMHa MW TMOJHOTa (PaKTOpOB, SBICHUH, HpoOIEM,
OTHOCALIMXCS K TeMe, MWH(POpPMAIMOHHAS HACHILEHHOCTb, HOBHM3HA, OPUTMHAIBHOCTh
W3JIOKEHUSI MaTepuaia; CTPYKTYpHash OpPraHH30BaHHOCTh, OOOCHOBAaHHOCTHh MPEUIOKEHUS WU
BBIBOJIOB, CJI€JIaHHBIX B COOOIIEHUH/ IPE3ECHTALIUY.

4.1.4 IllpumepHble HHAMBUAYAJIbHbIE 3aJaHUSA

Cocmagumv u ogopmums npukazpl NnO OCHOGHOU OeAmenbHOCmU, U oOpy2ue
pacnopadumenvHvie 0OKYMeEHmbl, He0OX00uMble 8 OAHHBIX YRPABIEHUYECKUX CUMYAUUAX:

Curyanus 1.

A .H.IIIunos, npexacenarens POCCUICKOr0 areHTCTBa MEKIYHApPOJHOTO COTPYAHUYECTBA U
pa3BuTHs (rocynapcTBeHHast opranuzanus npu IlpaBurtenscte PD), 24 ¢deBpans Tekyiiero
roja MOPY4YMS CTPYKTYPHBIM THOJPA3AEIEHUSIM areHTCTBAa COBMECTHO C NPEICTaBUTENSIMU
I'ockomumymectBa Poccun k 10 ampens MOArOTOBUTH MPOEKT MPOrpamMMbl HpPUBIICUEHHS
WHOCTPAHHBIX HMHBECTHIIMHA K TMPOIECCY aKIMOHUPOBAHHS TOCYIAPCTBEHHBIX MPEATNPHUSITHH.
[Topyyenue ObIIO JaHO BO HCHOJHEHME NocTaHoBieHus I[IpaBurensctBa PO ot 24 despans
Tekymero roga Ne 246 ['naBHOMY ympaBiI€HHIO OTpAacieBbIX HHBECTHIIMOHHBIX MpPOTpamm,
['maBHOMY JIOTOBOPHO-TIPABOBOMY YIIpaBieHHIO M [JTaBHOMY YHpaBIeHHUIO CTPaTeruu H
WHBECTHPOBAHUSI.

ITpoekT mpukasza mpeacenaTesnss areHTCTBA ObLT 3aBU3HPOBAH €r0 MEPBbIM 3aMECTUTENIEM
JI.H.®enopoBsIM 1 HavyanbHUKOM [ 'JTaBHOTO JOrOBOpHO-IIpaBoBOro ynpasieHus 1.B.MnpuHbIM.
KonTtpons 3a ucnonHeHueM npukasa obu1 BosnokeH Ha J[.H.degoposa.

Curyauus 2.

JIMpeKTOp PEMOHTHO-3KCILTYaTallAOHHOTO MyHUIUNAIbHOTO yrpasiieHus Ne 15 3otos 1.T.
5 OKTAOps TEKYIIEro rojia u3aj MpHuKa3 o MOAr0TOBKE K YOOpKe TEppUTOPUNA B 3UMHUI MEPUOJT
tekymero roja. [naBHeii umxkeHep Hukomaes Bb.B. x 15 oxtsa0ps nomkeH mnpoBecTH
3aKperuieHne yOMpaeMbIX TEPPUTOPHUIl 3a TEXHUKAMHU-CMOTPUTENSIMU U IBOPHUKAMHU, COCTAaBUTh
rpaduK JABYXCMEHHON paboTHI O YOOpKE TPOTYapoB M JIBOPOBBIX TEPPUTOPHUH, pa3paboTarh U
corjacoBath B TpedeKType OKpyra IuiaH yOOpKH TEpPpUTOPHM C NpUBICUCHHEM JIIOJCH U
TEXHUKHU BEAOMCTBEHHBIX IPEANPHUATHN, PACIIOIIOKEHHBIX HA TEPPUTOPUH OKPYTA.

[Ipuka3 w3gaH Ha ocHOBaHWMU TocTaHoBJIeHUs [IpaBurenbctBa MoOCKBBI OT 8 CEHTAOps
tekymero roga Ne 908 «O roTOBHOCTH CIIy’)kO TOPOJCKOTO XO035HCTBA K yOOpKE TEPPUTOPHIA
r.MOCKBBI B 3UMHUI IIEPUOT».

Curyanus 3.
OTnenom opraHu3aliiOHHON U KaJApoBOH paboThl YipasineHuss MuHnucrepcrsa octuuu PO
no Pecnybnuke Kapenus B koHIle KaJleHAapHOTo roja Oblja cocTaBlIeHa HOMEHKJIATypa el Ha



CIeNYIOMUN KaJeHJApHBIA Toxa. 27 pAexalOps TEKYIIero rojaa HavYaJIbHUKOM YIIpaBICHUS
T.IL.WrnateeBoit OBbLT M34aH M MOAMHUCAH NPHKA3 00 YTBEPXKICHUU W BBEJCHHUU B JICHCTBHE
HOMEHKJIATYpbl el ¢ 1 sHBapd cienyroomero rojxa. PykoBoauTensMm CTPYyKTYpPHBIX
MOJIpa3/IeIeHui MPUKA30M MPEAINICHIBAIIOCh (POPMHUPOBAHUE, MCIIOJIB30BAaHUE M XPAHEHHUE JET B
COOTBETCTBHUHM C pa3pabOTaHHON HOMeHKIaTypoi nen. KoHTpousb 3a ucnonHeHueM npukasa Obul
BO3JIOKEH Ha HAa4YaJbHHUKA OT/IEJIa OPraHU3AIMOHHON 1 KapoBoil paboThl XioHHIMHEHA A.B.

Curyanus 4.

PykoBoautenem Komurera mo 3emenbHbIM pecypcaM U 3emiieyctpoictBy denepalibHOM
cyx0bl 3emenbHOro kamactpa Poccum A.T.KonmpamoBeiM 1 HOsOpsS Tekymiero roga ObuI
W3JIaH MPHUKa3 O BBEACHUHM YHU(PULIMPOBAHHBIX ()OPM MEPBUYHONW YYETHOH NOKYMEHTALUH IO
yuery KaapoB. IIpuka3 u3maBancs B COOTBETCTBHM C IOCTaHOBJIEHUEM [ ocyaapcTBEHHOro
komutera mo cratuctuke ot 06.04.2001 Ne 26 «OO6 yTBepKACHUU YHUPHUIMPOBAHHBIX (GOpPM
MEPBUYHON YYETHOM JOKYMEHTALMU IO YYETy TpyJa U €ro OIUIaTh» U C LEIbI0 CO3/IaHUs B
Komurere eauHoil cucreMbl KaJIpoBoi nokymeHTauuu. llpukasom BBOAMIUCH B JeiicTBUE € 1
HOSIOpSL TeKylero rojaa Bce yHUHUIMpoBaHHBIE QopMbl, Bomeamue B Ansbom YD,
YTBEPKACHHBIN BbIILIEYKa3aHHBIM I1IOCTAHOBJICHUEM.

[IpoekT npukasza 3aBU3UpOBAIM OPUCKOHCYNIBT Tumienko M.A., nHciekTop oTAena KaapoB

Kykosa T.IL
Ilepeuens yacmu Komnemenyuu, NPOBePAEMbIX OYEHOUHbIM CPEOCEOM:
[IK-15 - VYwmeHwe BeCTH [AENOMPOU3BOACTBO U JOKYMEHTOOOOPOT B oOpraHax

rocynapcTBeHHoil Biactu  Poccuiickoit ®expepanuu, opraHax TOCYAApCTBEHHOM BIIACTH
cyobexToB Poccuiickoit denepanny, opraHax MECTHOIO CaMOYNPAaBIEHUS, TOCYAApPCTBEHHBIX U
MYHULUNAIBHBIX TPEANPHUATUAX U YUPEKICHUAX, HAYUYHBIX U 00pa30BaTEJIbHBIX OpraHU3aLUsX,
MOJINTUYECKUX MapTUSAX, OOIIECTBEHHO-TIOJIUTUYECKUX, KOMMEPUECKHX M HEKOMMEPYECKHX
OpraHM3aLMsaX

Cocmasumv u ogopmumsp cayrcebnvle nucoma, HeodX00umsvle 6 OAHHBIX
YRPA6IEeHYEeCKUX CUMYAUUAX:

Curyanus 1.

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

Hcnonaurenem BacunbeBoit mo mopydeHuro aupektopa jgerckoro caaa Ne 1586 IOro-

3amaHOTO OKPY)KHOTO YIpaBiIeHHs 00pa3oBaHUs T.MOCKBBI, PACHOI0KEHHOTO Ha NPOCIIEKTE
MuuypuHckoM, A0M 22 1.MOCKBBI, ObUIO COCTAaBICHO MUCHMO, aJPECOBAHHOE OTAENY IMUCEM
Mbpun Mockssl 1o aapecy: r.Mocksa, yn.TBepckas, 13, B KOTOpoM JUPEKTOp AeTCKoro caaa Ne
1586 O.A.AGpamoBa mpocuia pa3oOpaTbcs B JaHHOM BOIPOCE, MOTHUBHUPYS TEM, 4YTO B
Ha3BaHHOM pPalOHE JETCKHUX Ca/J0B OCTAIOCh M0 W HE BCE JIETH MOTYT IIOCEMIaTh JIETCKHE
JIOUIKOJIbHBIE YUpekaeHUs. [IncbMo ObIJIO OTBETOM Ha MOJyYEHHBIH JOKYMEHT OT JlernapTaMeHT.

Curyanus 2.

MOCKOBCKMI paJMOTeXHUYECKMH KOJUIeDK HMeHHM akaaemuka A. A. Pacruieruna
MunncrepctBa obpazoBanusi PO (Mocksa, yin. b.JlekaOpbckas, S5, 124000, Tem.: 252-11-84,
¢dakc: 253-32-36) pazocman HMHPOPMALMOHHBIE NHUCbMA TUPEKTOpaM IIKOJ Topoja C
cooOmieHueM 00 OTKPHITHM B HOBOM YYeOHOM TOIy JIBYX (DaKyJIbTETOB: COBPEMEHHBIC
MH(POPMAIMOHHBIE TEXHOJOTMHM M IopHIuYecKkuid. B mucbMe cooOImanoch Takke O TOM, YTO
IIpaBUJIa IIpUeMa Ha yKa3aHHbIC (akyapTeThl o0mue. [InceMo ObIIO COCTABIEHO UCIOIHUTEIEM
CrenanoBoii u nognucano aupexkropom JI.b.MapteiHiokoMm 15 mapra Tekyiero roaa.

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



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

Ilepeuens yacmu Komnemenyuu, NPOGePSAEMbIX OYEHOUHBIM CPEOCTNEOM:

[1IK — 8 — cnocoOHOCTHIO MPUMEHSTh UH(POPMALIMOHHO-KOMMYHHKAIIMOHHbBIE TEXHOJIOTUN
B Mpo(ecCHOHANPHONW JEATENbHOCTH C BHACHHEM MX B3aUMOCBS3€H H IEPCIEKTHB
WCIIOJIb30BAHUS

[IK-15 - VYwmeHuwe BeCcTH MACIONPOU3BOACTBO M JIOKYMEHTOOOOPOT B  OpraHax
rocygapctBeHHO Biactu Poccuiickoir ®@enepauuu, opraHax TrOCYJapCTBEHHOH BIIACTH
cyobexToB Poccuiickoit denepannn, opraHax MECTHOI'O CaMOYIPABJIEHUs, TOCYJapCTBEHHbBIX U
MYHHIMIATBHBIX MPEANPUATUAX U YUPEXKICHUAX, HAYUYHBIX U 00pa30BaTeIbHBIX OpraHU3aUsX,
MOJUTHYECKUX TapTHIX, OOMIECTBEHHO-TIOJUTUYECKUX, KOMMEPYECKHMX H HEKOMMEPUYECKHX
OpraHu3alusIX.

Cocmageums u oghopmums 00K1a0HbBIE, U OOBACHUMENIbHBIE 3ANUCKU, HEOOXO00UMDbLE 8
Ce0YIouUX YRpasneHyeckKux cCumyayusax:

Curyanus 1.

3amecturenb HadanbHuka llpomsBoicTBeHHOro oObenuHeHus: «MOCKOBCKasi TropojicKast
teneonnas cetb» (MI'TC) MunucrepctBa cBsizu PO M.U.J/ly60B oOpatuics K HayaJlbHUKY
CHEIHMAIbHOTO YIpaBJIeHUs TeleQOHHOM cBsizu Toro ke MuHuctepcrtBa I'.C.AkceHOBY ¢
JIOKJIa/IHOM 3alMCKOM O BBIZIEICHUM NMPSAMBIX MPOBOAOB U Ha3HAYEHUU TesIe()OHHBIX HOMEPOB Ha
OoTOBOpHOU ocHOBe. B poxmannoit 3amucke M.U.Jly0oB cooOmiam o ToMm, 4TO B CEHTIOpe
tekymero roga oobeauHeHueM (MI'TC) OblmM MOATOTOBJIEHBI M COTJIACOBaHBI ¢ [J1aBHBIM
MJIaHOBO-(PMHAHCOBBIM ~ yIpaBieHHEeM MwuHuctepcTBa cBsisu P®D 1oroBopsl C HOBBIMU
aboHeHTamHu. JlJ1s1 BKIIIOUEHHs yKa3aHHBIX a0OHEHTOB B CETh nepenaun AaHHbIX «HpoTen» ¢ 1



neKadps TEeKyIIEero rojia HeoOX0IMMO BbIJENIEHHE IPSIMBIX MPOBOJOB. B cBsi3u ¢ aTum r-H Jly6oB
BBIBUHYJT TIPEJJIOKCHHUE O BBIICIICHUH MPSIMBIX TIPOBOJIOB U HA3HAYCHUH TEIC(HOHHBIX HOMEPOB
Ha JIOTOBOPHOIl OCHOBE YyKa3aHHbIM aOoHeHTaMm. JlokiiagHas 3amucka Oblla COCTaBJICHA
ucnonuutesnieM OpinoBoii u moanucana M. M. Jly6oBeiM 12 HOSOps TEKyIIero roja.

Curyanus 2.

Kypeep 3A0 «®apma» C.C.CoMOB peryisipHO oma3ablBal Ha paboTy, 4eM Hapyai
TPYAOBYIO TUCHUIUIMHY. 3aBeaytoas kanmensipued N.B.11lyMmuinHa HeogHOKpPATHO Jiejana eMy
3aMevaHusi (B yCTHOH ¢opme), a 12 HIOHS TeKyllero rojaa Oblga BBIHYKIEHAa OOpaTHTHCS C
JaHHBIM BompocoM K [‘eHepambHOMy nupekTopy A.B.CenoBy ¢ HOKIaJHOW 3amUCKOM, B
KOTOpO#1 Ipocuia NpUHATh Mepbl JucuuiuinHapHoro xapakrepa k C.C.ComoBy.

Curyanus 3.

PykoBomurens otaena HoBbiXx npoekToB O.B.TokapeBa oOparunace k I['eHepamHOMy
mupekropy OOO «Mactep» r-ny A./[.MeBneBy ¢ mokiaaHON 3amMCKOW O HEOOXOAUMOCTH
yBEJIMYEHUS IITaTHOM yMciaeHHocTH otaena. B nokmaanoit 3anucke O.B.Tokapea coolmana o
TOM, YTO B HACTOSIIEE BPeMs JJIsl YCIIEIIHOM pabOThl areHTCTBa HEOOXOAUMO yBETHUEHHE 0a3bl
JAHHBIX O MOTEHUMAIbHBIX KiMeHTaX. [lo ee MHeHHIO, OJHUM U3 Haubosee pealbHbIX IyTeH
pacmpenusi 6a3bl TAaHHBIX SBJISIETCS MOCTOSIHHBIM aHAJIN3 CPEICTB MAacCOBOW MH(OpMAILUH, B
YaCcTHOCTH Ipecchl (MHpopMaLus o HauboJiee KPyHHbIX KIMEHTaX areHTCTBa OblIa MOJyYeHa U3
aHAJIMTUYECKOTO XypHalla «KcrepT»). B cBsi3u ¢ Tem, 4TO OT/AEN B €ro HacTosIeM cocrase (5
COTPY/ZIHUKOB) HE HMEET BO3MOXKHOCTH OPraHM30BaTh IOJAPOOHOE H3yueHHE aHAIUTHYECKUX
n3nanuii, O.B.TokapeBa cuuraer uLerecooOpa3HbIM BBECTH B ILITAT OTAENA ABE JOJKHOCTH
MEHEKEPOB I U3YYEHHUS U aHAIM3a MPECCHI C LENbI0 BBIBICHUS NNOTCHIIMAIBHBIX KIHEHTOB,
a TakXe MOJrOTOBKM ONEpaTUBHOM HHQpopManuu o mnonoxeHun Ha peiHke CMU B dopme
€KEHEJENbHBIX OT4ETOB. B noknmagHoi 3ammcke TokapeBa NMpennoKuiaa Ha 3TH JTOJDKHOCTU
10/100paTh COTPYIHUKOB U3 UUCIA CTYAEHTOB 4-5 KypcoB (pakynbpTeTa xypHamuctiuka MI'Y nnu
LIKOJIBI PEKJIaMBI.

Curyanus 4.

B lBaHOBcKOl 007acTH CIIOKMIIOCH KpaiiHe HampsyKEHHOE IOJIOXKEHHE C TOProBiei
MIPOMBIIIJIEHHBIMU TOBApaMH U, B YaCTHOCTH, MEOEIIbIO.

B 12 u3 15 paiioHOB TOproBist MeOenbio BEAETCS B HEMPUCIOCOOJIEHHBIX MOMEUICHUSX,
JIUIIEHHBIX HE00X0IMMOT0 000PYAOBAaHUS, HE UMEIOIINX HOPMAJIbHBIX MOIBE3THBIX MyTEH.

Jns paspemieHust JaHHOM MNpoOsieMbl K PYKOBOJUTENIO aIMHUHHMCTpalUuu FBaHOBCKON
obnactu II. U. IlonexaeBy oOpaTwics HadaJbHUK YTPaBICHHUS TOPTOBIM AJIMUHUCTPALUN
NBanosckoit obmactu K. JI. TapacoB. B noknanHoil 3amucke B CBA3M C HEOOXOIMMOCTBHIO
CO3/1aHUS YCJIOBMM, OTBEYAIOIIMX TPEOOBAaHUSAM OpraHU3allMd TOProBiM Mebenbio, Tapacos
IPOCWJI JaTh YKa3aHUs pPYKOBOAMUTEIAM aJMHUHUCTPALMI COOTBETCTBYIOIIMX panOHOB O
MIPEI0CTABIIEHUH JJIs TOPTOBIN MeOeIblo MOMEUICHHUH, OTBEYaOIUX YCTAHOBIEHHBIM HOpMaM.

Cocmasums u ogopmumes npomokKo.ivl, HeoOX00UMblEe 6 CEOYIOUIUX YRPABICHUECKUX
cumyayuu:

Curyanus 1.

Hupeknus OO0 «Actpes» (Cankrt-IletepOypr) 12.08.200 r. mpoBeno cBoe odepemHoe
3acemanue, Ha KotopoMm mnpucyrcrBoBamu BocrpskoB C.T., Crymuer IL.JI., Jlebener U.M.,
Amnronos [LJI., lllentynosa B.I'., Tumodeer A.A., Ctymosa M.U.

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



[To mepBOMY BOTIpPOCY CITyIIaiy cOoOIeHne HavalbHUKa OTAena pekiambl Boctpsikosa C.T.,
TEKCT COOOIICHHsI KOTOporo ObUT mepenaH cekperapro 3acemanus H.J[.bemosoii. [lo stomy xe
BOIIPOCY BBICTYNWI (UHAHCOBBIN qupekTop TumodeeB A.A., KOTOPBIA OJ00pUI yBEIMUYEHUE
pacxojioB Ha HapyxHyto pekiaamy B [ kBaprane 200 r. Ha 5%.

ITo BTOpomy Bompocy crenan coodmmenue CtynoB M.U. U TEKCT COOOILICHUS TaKXKe Tepea
cekperapio. [lo nanHOMY ke Borpocy BbicTynmiIu AHTOHOB I1.JI., HauanbHUK OTAENA KaJpoB, U
Jlebene M.M., nmupektop mno mponaxam. [lepBwlii 0m00pHJI HOBYKO CHCTEMY BBIILIATHI
NPEMUAIBHBIX ¥ PEKOMEHJO0BaJ MOATOTOBUTH HeoOxoaumble nokyMeHTHl kK 01.09.200_ r.
Bropoit npemioxuin nopaboTaTh HOBYKO CHUCTEMY BBIIUIAThI MPEMHAIBHBIX W PEKOMEHIO0BAI
MIPOBECTH TOJIOCOBAHUE 10 JAHHOMY BOIIPOCY Ha 00IIeM COOpaHUH TPYIOBOTO KOJUICKTHBA.

B wurtore 3aceganusi ObulM MPUHATHL cledyromue pemeHus: 1. Opobputh paboTy otaena
pexnamel B LI xBaprane 200 r. 2. [IpoBectu ob1iee coOpaHue TPyA0BOTO KOJJICKTHBA I10
BOIIPOCY O TIEpexoJie Ha HOBYKO CHCTeMY BbIIIaThl npemuanbHbix 15.08.200_ .
OTBeTCTBEHHBIM 32 IOJIFOTOBKY cOOpaHus Oblia Ha3HaueHa 3aB.kaHuespuelt lllentynosa B.I'.

Cobpanue Ben npenceaarens O.A.PymsnHies.

Curyanus 2.

3A0 «I'pann-M» (Mocksa) 05.03.200_r. mpoBeno 3acemanue CoBeTa IUPEKTOPOB, Ha
KOTOpOM IpucytcTBoBanu cieaytouie wiensl Cosera: Ilonos W.I1., MBanoB U.U., Cunopos
C.C., Ycrunona V.Y., ®enopoB @.®. B cBs3u ¢ HanuuueM KBOpyMma 3acefanue ObUIo MpU3HAHO
npaBoMo4HbIM. Ha 3acemaHue BBIHOCWIICS BOIPOC 00 ONPEIENIEHUU PHIHOYHOW CTOMMOCTHU
pa3MeniaemMbIx OOIIEeCTBOM JIONMOJHUTENbHBIX akuuil. [lo nanHHOMY BoOmpoCcy 3acimylianu
®enopoBa D.D., KOTOPBIM MNPEITOKWI ONPEACTUTh PBIHOYHYIO CTOMMOCTH pPa3MEIIaeMbIX
oOIIeCTBOM aKUWW MyTeM 3aKpBITON MOIMUCKU JOMOJHUTENbHBIX akuuii B pasmepe 10 000
(mecsaTu Thicsid) pyO. 3a akuMio. 3acejaHUE MMOCTAHOBUJIO YTBEPAWUTH MpeuioxkeHne denopona
®.D., TaKk KaK MpH roIocoBaHUU «3A» OBLJIO OT/IaHO MSTh TOJIOCOB, MPOTOJIOCOBABIINUX
«ITPOTUB» u «BO3AEPKABIIMNXCA» He 6p110. Perenne npuHsITO €IMHOTIIACHO. 3acelaHne
Bex npeacenarens 1.1 .ITonos. IIporokon noarorosnen cexperapeM HM.I1.IIeTpoBbim.

Curyanus 3.

Corpynuuku Oyxrantepun OAO «KBaHT» mpoBenM 3acelaHHe MO BONPOCY COKpallleHHUs
CpoKa cocTaByieHHs rojnoBoro oryera 3a 200 r., Ha KOTOpPOM IpUCyTCTBOBajio 6 uenoBek. C
cooOuieHneM BoicTynuia oyxrantep CypkoBa A.M., KoTopasi OTMETHJIA, YTO PAOOTHHUKH TPYIIIIbI
ydera UMEIOT BCE BO3MOXHOCTH JUIsl 3HAUYUTEILHOTO COKPAILEHUS! CPOKA COCTaBJIEHHS TOJJOBOTO
oT4eTa, U 4To rojoBoil oruer 3a 200_r. MOXeT ObITh MpeJCTaBlIeH IPyNNoil yuera Ha 3 aHA
paHbIlle YCTaHOBJIEHHOTO CPOKa.

B o6cyxnenun nanHoro Bompoca BeicTynmwin E.H.KpoTto, rmaBHelif Oyxrantep, u
I'.A.lllybuna, 6yxrantep. KpoToB coolmui o ToM, 4TO UM pa3paboTaH HOBBIM rpaduk padoT mo
COCTABJIEHUIO TOJOBOTO OTYETa, MPU YCIOBHUU BBIMOJIHEHUS KOTOPOIO BCEMH DPAOOTHUKAMHU
Ipynnbl y4eTa, roJI0BOM OTYET MOXKHO COCTaBUTh U CllaTh Ha 4 JHS paHbLIE YCTAHOBJIEHHOIO
cpoka. I A.Illly6una oTrmeTHia, 4TO JOCPOYHOE IpeJCcTaBlieHHe rojoBoro oryera 3a 200_r.
SIBJIIETCS. TIOYETHOM M OTBETCTBEHHOM 3aJaueil paOOTHUKOB OyXTaJTepHH, U UTO KOJUIEKTHB
OyXraJTepud MOKET COCTaBUTh T'OJJOBOM OTYET paHbLIE CPOKa, €CIM BCE PAOOTHUKU OyIyT
BBITIOJHATH YIUIOTHEHHBIN TpaduK paboThI.

B urore 3acenanust ObUIO pPelIEHO MPEACTaBUTH rooBoi oTdeT 3a 200 r. Ha yeThIpe IHSA
paHbllle yCTaHOBJIEHHOro cpoka, T.e. 00.00.200_r. u mpoBecTH aHalIW3 rOJOBOTO OTYETa C
LIEJIBIO BBISIBIICHUS PE3€pBOB, HEOOXOAMMBIX [Js YCIEHIHOTO BBINOJIHEHMs IutaHa 3a 200 .
3acenanue Bena npenceaarens K.M.JIeamosa, npotokonuposain cekperaps 1.B.XomskoB.

Cocmasums u oghopmums npuxkazvl O JTUYHOMY COCHABY, HEOOXO00UMbBlE 6 OAHHBIX
YRPAGNEHUECKUX CUMYAUUAX.



Curyanus 1.

Bommycknuna ¢akynbprera ynpasienus Poccuiickoro rocynapcTBEHHOr0 T'yMaHUTapHOTO
yauBepcuteTa JlenncoBa Tarbssna MuxaitnoBHa 20 uios TEKYIIETo Toja MOCTYWIa Ha paboTy
B Poccuiickoe areHTCTBO MEeXIyHapOoaHOro coTpyaHudecTBa U pasputus (PAMCuP) Benymmm
CIELMAIMCTOM YTIpaBJIeHUs Jie1aMHU. ATEHTCTBO SBJIIETCS TOCYIapCTBEHHON OpraHu3anueil npu
[IpaButensctBe PP u ocymectBiuser HaOOp choyKalmlMX TOJIBKO IO J0OToBopy. JloroBop
noAnucaH oT uMeHu areHrcrBa ero mnpeaceaarenem Llloxuneim A.H. Ilpoext mnpukasza mno
JIMYHOMY COCTaBYy MOJATOTOBJIEH MHCIIEKTOpoM 1o Kajapam ComnoBbeBoit N.I'. 20 urosis u B TOT
e JIeHb 3aBU3MPOBAaH HAYAJIbHUKOM YIpaBleHHs KaJapoB ApOy3oBsiM II.H. u ympasnstommm
nenamu MuxeeBsiM B.U. Tlpukas moanucan 21 utons u 00bsiBiaeH JeHHUCOBOM O] pacIHUCKYy.

Curyanus 2.

OxoHomuct BacunbeBa Exarepuna HuxomaeBHa 1 ceHTAOps Tekyliero roga nojaia
sagneane B OO0 «Jlyu» ¢ mpocs0oil nmpuHATH ee Ha paboTy CIENUATUCTOM (PUHAHCOBOTO
OT/esla Ha HemoyHbli pabounii neHb. MHcnekTop no kagpam CmupHoBa U.C. 00bsicHMIIA, YTO
¢upMa HMeeT BO3MOXKHOCTh MPHHATH Ha pabOTy SKOHOMHCTAa, HO Ha OCHOBE CPOYHOTO
TpyAoBoro joroopa. TpynoBoil 1oroBop ObUT 3aKiIIOYEH 5 CEHTAOpS M MOANUCAH OT UMEHH
¢bup™Mbl TeHepanbHBIM upekTopoM MuponoBbiM JI.C. B TOT e neHb ObIT M3/aH MPHKa3 110
JUYHOMY cocTaBy, 3aBu3upoBaHHbli CmupHoBoi M.C. u ropuckoncynstom XmeneBeiM 1.0.
[Tpuka3 611 00BsBICH Bacunbsenoii E.H. moa pacniucky 6 ceHTAOpsL.

Curyanus 3.
3aBenyromas otaenoM muceM razetel «I'yoepHus» ComoBa AnHa lBaHoBHa 15 mas
TEKYIIEro rojia 00paTuiiach K TIaBHOMY pefakTopy YBapoBy A.H. ¢ mpock00ii mpenocTaBuTh ei
OTIyCK 0e3 coxpaHeHus 3apaboTHOM miaThl ¢ 16 o 18 mMas mo ceMelHbIM 00CTOSATEILCTBAM.
[Ipoekt mpukaza 00 otmycke OblI OQOpPMIIEH HadyaJbHUKOM OTHeda KaapoB EpmakoBeiM
WN.H. 15 mas, 3aBU3UpOBaH U B TOT K€ JCHb ITOANNCAH INIABHBIM PEJAKTOPOM.
llepeuenv yacmu KomnemeHyuu, NPoOGePsEMbIX OYEHOUHBIM CPEOCNBOM:
ITK-8 — crnocoOHOCTBIO0 MPUMEHATH HHPOPMALMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU B
HpO(bGCCHOH&HI;HOfI ACATCIBbHOCTHU C BUACHUEM UX B3aMMOCBSI3€eil H MEPCICKTUB UCIIOJIb30BaAHUA
IIK-15 — ymeHueM BecTH JEJIONPOMU3BOJACTBO M JOKYMEHTOOOOPOT B oOpraHax
rocygapcrBeHHol Biacth  Poccuiickoin @expepanuu, opraHax TIOCYAapCTBEHHOM BIIACTH
cyobekToB Poccuiickoit denepanyy, opraHax MECTHOTO CaMOYIIPaBJIEHUs, TOCYIapCTBEHHBIX U
MYHUIMIIAJIBHBIX IPCANPUATUAX U YIPCKIACHUAX, HAYUHBIX U O6pa30BaTeJ'IBHI)IX OopraHu3anusix,
MOJUTUYECKUX MapTHsIX, 0OIECTBEHHO-TTOJTUTHYECKIX, KOMMEPUYECKHX U HEKOMMEPUECKUX
OpraHu3anuax
Kpumepuu oyenxu:
«YAOBIIETBOPUTEIBHO» - PEKBU3UTHI IOKYMEHTOB IIPEJICTABIECHbI (PparMeHTapHO, C
HapylmeHUsIMUA B 0opopMIIeHUH;
«XOpOILO» - PEKBU3UTHI IOKYMEHTOB IIPEJICTABICHBI YACTUYHO, 0€3 HapyIIeHH B
oopmieHnu, B IpaBUILHOM MOPSIJIKE.
COTIIUYHO» - PEKBHU3UTHI JOKYMCHTOB IPCACTABJICHBI B IIOJTHOM 061)eMe, oe3 HapymeHI/Iﬁ B
oopmieHnH, B IPaBUILHOM MOPSIIKE C COOOACHNEM BCEX HEOOXOMMBIX TPeOOBAaHUIMA.

4.1.5. [IpuMepHbIe TeCTOBbIE 3aIaHU JISl TEKYIIEro KOHTPOJIs

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



I') mpukas.
2. Om Kaxo2o A3blKa NPOUCXOOUN MEPMUH «OOKYMEHm»?
A) HEMEIKOTO;
b) marunckoro;
B) anrmmiickoro;
I') rpeueckoro.
3. Cogoxkynnocms pabom, C643aHHBIX C CO30aHUEM OOKYMEHmMOS, UX pecucmpayuetl,
Kaaccugurayuetl, O8UNCEHUEM, YYEemOM U XPAHEHUEM HA3bIBAIOMCA ...
A) KOppecCIoHIEHITEH;
b) nenonpounsBoactom;
B) noxymenTHpoBaHnuem;
I') noxymeHT0060pOTOM.
4. Kozoa bviniu ymeepaicoenvl ocHosHble npasuia PK?
A)17.08.95;
b) 30.06.92;
B) 12.12.98;
') 12.12.00.
5. OcHosHble QOKYMeHMbL BLINOIHAIOMC, HA Kakom ¢hopmame?
A)A 4 um A 5;
b) A8 umu A 12;
B) A3 unmu A §;
) Al12.
6. Ilpuxas —smo ...
A) pacnopsiIUTENbHBII TOKYMEHT;
b) nuadopmMarmoHHbINA JOKYMEHT;
B) cipaBo4HBIN JOKYMEHT;
I') AMuHBI TOKYMEHT.
7. JonscHocmuas uncmpykyust - 3mo
A) pacriopsAUTEIbHBIN TOKYMEHT;
b) undopManinoHHbIN TOKYMEHT;
B) opranu3zanoHHbIi TOKyMEHT
I') nMuHBIA TOKYMEHT.
8. IIpomoxkon — smo ...
A) pacniopsiIUTENbHBIN TOKYMEHT;
b) nuadopmManmoHHbINH JOKYMEHT;
B) cipaBo4HBIN JOKYMEHT;
I') TM4HBIA TOKYMEHT.
9. lMucvmo — smo ...
A) pacnopsIUTENbHBIN TOKYMEHT;
b) nadopmManmoHHbINA JOKYMEHT;
B) cipaBo4HbIN JOKYMEHT;
I') TMYHBI TOKYMEHT.
10. lImammnoe pacnucanue — 2mo ...
A) pacniopsIUTENbHBIN TOKYMEHT;
b) undopmMannoHHbIi TOKYMEHT;
B) cripaBouHbIil TOKYMEHT;
I') opranu3anmoHHBINA JOKYMEHT.
11. Iyoauxam — smo ...
A) opuruHa;
b) xorms nokymeHra;
B) cripaBo4HBI TOKYMEHT;
I') sx3emmiisip, BeljaBacMblil B3aMEH YyTPAuEHHOI'O JOKYMEHTA.



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

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

14. UT]] — smo ...
A) pacniopsiIUTENIbHbIN TOKYMEHT;
b) nndopmanmonHo- cipaBOYHbIN TOKYMEHT;
B) cipaBo4HbIi JOKYMEHT;
I') Tn4HBIA TOKYMEHT.

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

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

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

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

19. Uckosoe 3as6n1enue — s3mo ...
A) pacniopsIUTENbHBIN TOKYMEHT;
b) undopmarmonHo- cipaBOYHbBIH TOKYMEHT;
B) cripaBo4HBI TOKYMEHT;
I') ropuanueckuii JOKyMEHT

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

Howmep IIpaBunbHBIN OTBET Howmep [IpaBuIIBHBIN OTBET
BOIIpOCa /A, B, C, I, E/ BOIIpoCca /A, B, C, 1, E/

1 A 11 r

2 b 12 A

3 b 13 b




4 b 14 r

5 A 15 r

6 A 16 b

7 B 17 b

8 A 18 b

9 b 19 r

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

rocygapcrBeHHo Biactu Poccuiickonn @epepanuu, opraHax IOCYZapCTBEHHOM BJIACTH
cyobekToB Poccuiickoit denepainu, opraHax MECTHOTO CaMOYIIPABJICHUS, TOCYIapCTBEHHBIX U
MYHUIIUTATBHBIX MPEIIPUATHAX U YIPSKICHUAX, HAYYHBIX U 00pa30BaTebHBIX OpPraHU3aIHsIX,
MOJUTUYCCKHUX MAPTHSX, OOIIECTBEHHO-TIOJUTHYCCKUX, KOMMEPYECKHX M HEKOMMEPUYECKUX
OpTaHU3aIHIX
Kpumepuu oyenxu:
«V0081emeopUmenbHo» - €CIi CTYICHT OTBEYaeT MpaBmiIbHO Ha 50% TECTOBBIX 3a1aHUMA
«XOpOUioy - €CIiu CTYACHT OTBeYaeT MpaBUIbHO OT 51 110 90 % TecToBBIX 3aAaHMi
«OMAUYHOY - €CIIA CTYACHT OoTBeuaeT mpaBuwibHO OT 91 10 100 % TecToBbIX 3agaHuit

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

CoNoOARWNE

10.

Bonpoce! /1 TOATOTOBKU K 3K3aMEHY
HcTopus 1 TpaaAULIMKA POCCUICKOTO JI€TIONPOU3BOJICTBA.
HopmartuBHo-MeToqMueckas 6a3a COBPEMEHHOTO JIeNTONPOU3BOICTBA.
Knaccugukarus 1e10BbIX T0KyMEHTOB.
Cranpaptuzanys ynpaBieHYeCKUX JOKYMEHTOB.
Knaccugukaropsl TEXHUKO-9KOHOMHUECKOM U COIMATbHON HH(DOPMAIUH.
[Tonsite 06 OP/I, cocTaB 1 cxeMbl pacronoKeHHs] pEKBU3UTOB.
bnaHkn JOKYMEHTOB U UX BUJBIL.
OdopmineHne pekBU3UTOB OpraHU3aMOHHO-PACIIOPAIUTENbHBIX JOKYMEHTOB.
3asiBIICHHUE.
CrpaBouHO-UH(OpPMALIMOHHBIE U CHPABOYHO-aHAIUTUYECKUE JIOKYMEHTBI

OcobenHoctu 0(hOpMIIEHHUS aKTOB.

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

Pa3HOBUIHOCTH JI€JOBBIX TTUCEM.

Odopmnenue daxcos.

Odopmrnenue Tenerpamm.

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

Odopmnenue nuuHOTO AETA.

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

SI3bIK ¥ CTUJIb CITY>KEOHOTO TOKYMEHTA.
JIoKyMeHTOO0OPOT U JOKYMEHTOIOTOKH.
Oramnbl 00pabOTKH JOKYMEHTOB.
CucremaTu3anus 1€JI0BbIX JOKYMEHTOB.
Homenknarypa aen.



29. dopmupoBaHue JIeI.

30. IToaroroBka HOKYMEHTOB K MOCIIEAYIONIEMY XPAHEHUIO U UCIIOIb30BAHUIO.

31. OO6s3aHHOCTH CEKpeTapsl.

32. OyHKIUU KaHIEISAPUH.

33. 3amurta KOHPUACHIMATHHOU HHPOPMAIIUH.

34. Vcnonp30BaHUE COBPEMEHHBIX KOMITBIOTEPHBIX TEXHOJIOTHH B IOKYMEHTO000pOTE
YUPEXKACHUN, NPEANPUIATHI, OpraHU3aLIU.

Oo6pa3zen 0usteTa

®OI'BOY BO «KybaHckuit Tocy1apCTBEHHBI YHUBEPCUTETY
Kadenpa rocygapcTBeHHOM MOIUTUKH U TOCYTAPCTBEHHOTO YIIPaBICHUS
Hanpagnenue «I'ocynapcTBeHHOE M MYHUIIUNIAJIbHOE YIIPABJIEHUE)
2018-2019 yu. ron

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

1.  Tlonsarue 06 OPJI, cocTaB u CXeMBbI paCIIOIOKECHUS PCKBU3HUTOB.
2.  TpeGoBaHHs K CTPYKTYpE TEKCTa JOKYMEHTA.

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

Kpumepuu oyenxu:

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

«XOpOULIO» - CTYJIEHT JEeMOHCTPUpPYET OOIlMe 3HaHUS MO COAEP)KaHUU BOIPOCOB, YMEET
YCTaHABJIMBATH CBSI3U MEXKAY TEOPETHUECKUMHU MOHITUSIMHU U SMITUPUIECKUMH (pakTamMu;

OTJIMYHOY - CTYJICHT JEMOHCTPUPYET CUCTEMHBIE 3HAHHSI O CO/IEPIKaHUH BOIIPOCOB, YMEET
YCTQHABJIMBATh CBSI3W MEXIY TEOPETUYECKHUMH TMOHITUSMH M OSMIUPUYECKUMHU (haKTamH,
bopmynMpyeT aHaTUTHYECKHE 000OIIEHUS U BHIBOJIBL.

OneHouHbIE CcpelncTBa Il WHBAIAJOB W JIMI C OTPAaHUYECHHBIMH BO3MOXXHOCTSIMU
3JI0pOBbsI BEIOUPAIOTCS C YUETOM UX MHAWBUAYAIBHBIX MCUXO(U3NYECKUX OCOOCHHOCTEH.

— TIpY HEOOXOIMMOCTH MHBAJIHMIAM | JIUIIAM C OTPAHUICHHBIMUA BO3MOYKHOCTSIMH 3/I0POBBSI
MIPEOCTABIIAETCS TOTOJIHUTENILHOE BpeMs JJIsl MOATOTOBKU OTBETA HA K3aMEHE;

— TIPU TIPOBEACHUH TPOIIEYPHl OIIEHUBAHHS PE3yJIbTAaTOB O0yUSHHS MHBAIHMIIOB H JIUI] C
OrpaHUYEHHBIMU BO3MOXKHOCTSIMU 3/I0POBbsI IPETyCMaTPUBAETCS MCIIOJIb30BAaHHE TEXHUYECKUX
CpeACTB, HEOOXOUMBIX UM B CBSI3U C X WHIAWBUIYATEHBIMA OCOOCHHOCTSIMH;

— TIpY HEOOXOTUMOCTH TSI 00yUJAIOIIUXCSI ¢ OTPAaHUYEHHBIMU BO3MOKHOCTSIMU 3JI0OPOBBS U
WHBAIMIOB TIPOIEAypa OIICHWBAaHUS pE3yJNbTaTOB OOydYeHHs] 1O JWCHUIUIMHE MOXET
MIPOBOJIUTHCS B HECKOJIBKO HTAIOB.

[Ipomienypa omeHWBaHUS Pe3yIbTATOB OOYYEHHUS WHBAIHMIOB W JIUI C OrpaHUYCHHBIMHU
BO3MOKHOCTSIMH  3/I0pPOBbsSI 110 JIUCHMIIMHE (MOAYINIO) TMpeaycMaTpHBaeT MpeaoCTaBlIeHHE
uHbopMani B (opmax, aganTHpPOBAaHHBIX K OTPAaHUYEHUSM HX 3JI0POBBS M BOCHPHUSATHS
uH(pOpMaINu:

Jinst I ¢ HapyIIeHUSIMH 3PEHUS:

— B I1e4aTHOM (hopMe YBEIMYCHHBIM HIPUPTOM,

— B (hopMe AIIEKTPOHHOTO TOKYMEHTA.

JUist U1 ¢ HapyIIEHUSIMU CITyXa:

— B IIeYaTHOU opme,

— B (popMe 3IIEKTPOHHOTO TIOKYMEHTA.

Jnst I ¢ HapyIIeHUSIMH OTIOPHO-/IBUTAaTENIFHOTO amniapara:

— B 1e4atHoi opme,

— B (popMe 3IIEKTPOHHOTO TOKYMEHTA.



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

4.2.1. IlpumepHas TeMaTHKa pedepaToB:

JIOKyMEHTUPOBAHKE TPYAOBBIX OTHOLICHUM.

Opranu3annoHHbIE TOKYMEHTBHI.

VYnpaBneHue JOKYMEHTaUEH.

dopMHUpOBaHUE TOKYMEHTOB J€JIa.

[ToaroroBka u nepegaya 1€l B apXuB.

KOHTpOIb HCIIONHEHUS JOKYMEHTOB.

CekpeTHbI€ JOKYMEHTBHI.

OCHOBBI 0PHCHOM TOKYMEHTAIMOHHON PabOThI U JEJIONPOU3BO/ICTBA.

© ONo~wDE

HpO6JI€MI)I oprann3alri apXUBHOI'O XpaHCHUS SJICKTPOHHBIX TOKYMCHTOB.

[EEN
e

HopmaruBHas 6a3a 1e1onpou3Bo/CTBa.

. JIOKyMEeHTHI FOpUINYECKOT0 XapaKTepa.

PacriopsimuTeibHbIC TOKYMEHTHI.

HcTopuueckue acrekThl 1€I0IPOU3BOICTBA.
NudopmannoHHO-CIIpaBOYHAS TOKYMEHTAITHS.

. JlokyMeHThI U uxX oopmiieHue.

Cayx6a 10OY: nenu u 3agauu A€ATEIbHOCTH B COBPEMEHHBIX YCIOBHSIX.
Opranu3zanus AeT0npOr3BOICTBA.

CnyxeOHbIe TUChMA.

Heno B nenonpousBoactse. Homenknarypa nen.

[TpuHIMITE OpTaHU3AIMH JTHYHOTO TIPHUeMa TPaKIaH C OOpAIICHUSIMH.

21. XpaHeHue NTOKYMEHTOB B AJEKTpoHHOU (opme. [loHSITHE AIMEKTPOHHOTO JOKYMEHTa,
ero npeumyniecTBa M HegoctaTku. ObecredeHne COXPAaHHOCTH JOKYMEHTOB B 3JIEKTPOHHOM
dopme.

22. AnHanmu3 pbIHKa aBTOMAaTU3WPOBAHHBIX CUCTEM JEJIOMPOU3BO/ICTBA.

23. TIpobGnema aBTOMaTH3aIMU JAETONPOU3BOICTBA

24. DNEeKTpOHHOE MPABUTEIBCTBO.

TpebdoBanus k opopmieHuIo pedepara:

PedepatuBHoe coobienune numercs Ha juctax popmara A4. Tekct u apyrue >IeMEHTHI
pedepata MOryT OBITh HareyaTaHbl HA KOMITHIOTEPE WJIM BBITIOJIHEHBI PYKOIHUCHBIM CIIOCOOOM.
O6beM pedepara momxeH cocTaBisaTh 10-12 MamMHOMUCHBIX WK 12-16 pyKOMHCHBIX JIMCTOB.
[Ipu pacmonoX)eHuM TEeKCTa Ha JIUCTE JIOJDKHBI OBITh BBIICpXKaHBI ToJs: cieBa-30, cripasa-10,
cBepxy-15, cauzy-20 MM.

Yka3bIBaeTCsl TUTYJIBHBIN JIUCT, TIJ1aH, BBEACHHUE (IIETU U 33]1a4H, aKTyaJIbHOCTh), OCHOBHAS
4acTh, 3aKJIIOYCHHE, CIHCOK WCIOJIb30BaHHOW nuTeparypbl. OCHOBHasg dYacTh JIOJDKHA
MOJIHOCTBIO PAaCKPBIBATh TEMY pedepara.

Jlutepatypa: [{ns pacKpeITUS Co/lep:KaHUs BEHIOPAHHOM TEMBI PEKOMEHTyeTCS UCIOIb30BaTh
T00bIe y4eOHO-METOANYECKHE TTOCOOUS, U3AaHUS TIEPUOTUICCKOM TIEUaTH.

O e N e e Y o
CcCooo~Nok~wdE

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

5.1 OcHoBHas JiuTEpaTypa:

1. Kysuenos, U. H. JlokymeHTanmoHHOE obOecmieueHne ympasiaeHus. J[OKyMeHTOOOOpoT
U JIeJIONPOU3BOJICTBO [DNEKTPOHHBI  pecypc]: y4eOHMK HM  MPakTHKYM Ui [PUKIAJTHOTO
OakanmaBpuata / KysnmenoB U. H. - 3-e usn., mepepab. u gom. - M. : IOpaiit, 2018. - 461 c. -
https://biblio-online.ru/book/7873BF4B-A3F7-44E2-8ECO0-1E3D6392702A

2. Kyzuenos, 1. H. [lenonpousBoactBo [DneKTpoHHBIN pecypc] : ydeOHoe mocobue /
Ky3uenos U. H. - M. : lamukoB u K°, 2014. - 460 c. - https://e.lanbook.com/book/50237#authors

0) 10MOJTHUTEJIbHAS JIUTEepaTypa:

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



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

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

2. Kyznenos, U.H. [lenonpousBoactso [Tekcr]: yaeObHo-cripaBounoe mocobue / M.H.
Ky3snenos. - 6-¢ u3z., nepepad. u gor. - Mocksa: [lamkos u K°, 2014. - 459 c. - bubauorp.: c. 359-
363. - ISBN 9785394019814: 235.61

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

B) 2JIeKTPOHHBbIE y4eOHUKH U UIHTepHeT-pecypchI:

DJIeKTPOHHbIE YYeOHUKHU:

1. Awnomuna H. H. [lenoBoe muchbMO: METOIMKA COCTABJICHHSI U TIpaBuiia oopMiieHus 4-¢
U3]1., HCIIp. H JoIL. - MockBa: Omera-JI, 2010. - 96 c. http://www.biblioclub.ru/book/54623/

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

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

4. OpraHm3anyss W TEXHOJIOTHS JOKYMEHTAI[MOHHOTO OOCCIICUCHUS]  YIPABJICHUS:
KoHcneKT nekuui. [Tensa: 6. u., 2011. - 95 c. http://www.biblioclub.ru/book/39371/

5. Conory6 O. II. Jlenompou3BOJICTBO: COCTaBICHHE, PEAAKTHPOBAHUE M 00paboTKa
noxkymeHToB Mocksa: Omera-JI, 2013. - 208 c. http://www.biblioclub.ru/book/54627/

6. TunoBas MHCTPYKUMS IO  JIEJONPOU3BOJACTBY B  (eaepaidbHBIX  OpraHax
ucnonHuTenbHOU Binactu. HoBocuOupck: Cubupckoe yHMBEpCHUTETCKOE m3AaTesbeTBo, 2008. -

80 c. http://www.biblioclub.ru/book/57402/

6. Ilepeuensn pecypcoB HH(OPMANHOHHO-TEIEKOMMYHUKALMOHHOH ceTH
«AHTepHeT», B TOM 4YHCJI€e COBpeMeHHble TpodeccHOHAIbHbIE 0a3bl JaHHBIX W
nH(pOPMAIMOHHBIE CNPAaBOYHbIE CHCTEMBbI, HEOOXOAWMMBbIE /IS OCBOEHHS JAMCIHHUILINHBI
(Mmonpy.si).

1. CnpaBouno-npaBoBas cucrema «Koncynbrant [Lnroc» (http://www.consultant.ru)

2. Tlopran oTkpeITHIX HaHHBIX Poccuiickoit @enepepanuu https://data.gov.ru

3. baza nanueix Hayunoit snexrponnsiii ouommorexn eLIBRARY.RU https://elibrary.ru/

4. Ba3bl JaHHBIX U AHATUTHYECKUE MyOIUKAIIMU «Y HUBEPCUTETCKAass HH()OPMAIMOHHAS CHCTEMa
POCCHS» https://uisrussia.msu.ru/

5. www.delpro.narod.ru - [lenonpou3BoacTBo+

6. www.termika.ru — DHIUKIONEANS ASTONPOU3BOICTBA.

7. www.directum.ru - DIeKTpOHHOE JAeTONMPOU3BOACTBO U KaHIICIAPHS

7. MeToauyeckue YyKa3aHusi AJs1 OOyYalOUIMXCS IO OCBOEHHMI0 THCHMILIUHBI
(Mmonxyais).

JlekiimoHHOE 3aHATHE TMPEACTaBIseT COOOM CHUCTEMAaTHYeCKOe, II0CIeA0BaTENbHOE,
MOHOJIOTHYECKOE U3NI0KEHUE TPeroIaBaTeieM-IeKTOpoM y4eOHOro MaTepuaia, Kak MpaBHIIO,
TEOPETUYECKOro XapakTepa. Takoe 3aHsTHE TMpeAcTaBiseT cOo00H AIEMEHT TEXHOJOTUH
Mpe/CTaBlICHUs] y4eOHOro MaTepuana WyTeM JIOTMYECKH CTPOWHOTO, CHCTEMaTHYECKH
MOCJIEIOBAaTEILHOTO W SICHOTO  M3JIOKEHHUS C  HCIOJB30BAaHUEM  WHTEPAKTHUBHBIX

00pa3oBaTeNbHBIX TEXHOJIOTUN (MyTBTUMETUNHBIX, JIEKIUU-TUCKYCCUU, JIEKIIAU-
JIEMOHCTPAIIHH ).
Lenp nexkuuum — oOpraHu3alus LEJICHANPABICHHOW IO3HABATEIbHOW JESATEIbHOCTH

oOyyaroluxcsi Mo OBJAJEHUI0 MPOrpaMMHBIM MaTepuajoM Yy4yeOHOW AMCHUIUIMHBL UYUTeHue
Kypca JIEKIMH TO3BOJSET AaTh CBSI3aHHOE, IIOCJIENOBATEIbHOE W3JIOKEHUE MaTepuaia B
COOTBETCTBUM C HOBEHIIMMHU JaHHBIMH HAyKH, COOOLIUTH CIIyIIATEIsIM OCHOBHOE COJEp)KaHUE
IIpeIMeTa B LIEIOCTHOM, CHCTEMaTU3UPOBAHHOM BUJIE.

3amayn JEKUUHU 3aKIovaroTcss B oOecriedeHUH (OPMUPOBAHUS CUCTEMbl 3HAHHUM IO
yuyeOHOW IUCHHIUIMHE, B YMEHUM AapryMEHTHUPOBAHO W3JaraTh HAy4YHBI Marepuali, B


https://biblio-online.ru/book/5F1C27F2-251B-4B74-BE78-AC06A5D30956
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.consultant.ru/
https://data.gov.ru/
https://elibrary.ru/
https://uisrussia.msu.ru/
http://www.delpro.narod.ru/
http://www.termika.ru/
http://www.directum.ru/

dhopmupoBaHuM MPO(HECCUOHATBLHOTO KPYyro3opa M OOIIEH KyJIbTypbl, B OTPOKCHUHU €IIC HE
MOJYYHMBIIUX OCBEIICHUS B y4eOHOW JIMTepaType HOBBIX JOCTH)KEHUH HAyKH, B ONTHMH3AINU
Apyrux (GopMm opraHuzauu yq4eOHOro mporecca.

[IpakTuyeckue 3aHATHS — SBISIOTCA (POPMOM y4eOHOH ayTuTOpHOH paboThl, B pamKax
KOTOPOH (DOPMUPYIOTCS, 3aKPEIUISIFOTCS M TPEACTABIAIOTCS aclMpaHTaMH 3HAHHS, YMCHUS H
HaBBIKHM, MHTETPUPYIOIINE PE3yJIbTaThl OCBOCHUS KOMIIETCHLMH Kak B JIEKIMOHHOM (opmare,
TaKk B Pa3IHYHBIX (opMax caMoCTOATENBbHON paboThl. K KakIoMmy 3aHATHIO TpernojaBareieM

(bopMyIHpYIOTCS MPAKTUYECKUE 3a/1aHuUs], TPEOOBAHUS M METOIUYECKUE PEKOMEHIAINH K UX
BBINOJIHEHUIO, KOTOPBIE MPEICTABIISAIOTCS B (POHIE OLIEHOYHBIX CPEICTB YUEOHON AUCIUTITHHBI.

KouTtposnb camocrositTensHOM pabOThI: A CTYACHTOB JHEBHOW M 3a0YHOM (HOPMBI
oOydeHUs: — TEKYIIM KOHTPOJb OCYIIECTBISIETCS B COOTBETCTBHE C IMPOTPAMMON 3aHITHN
(e’xeHeIeNbHO JUISL CTYJIEHTOB O4YHON (opmbl OOydeHus; MO ceMecTpaM — MJis CTYICHTOB
3209HOM (OpPMBI OOyUEHUS); TPOMEKYTOUHBIH KOHTPOJb MO UTOraM OCBOCHUS JIHCIUIUIHHEI
ocyliecTBisieTcss B (QopMe peHTHHTOBOM cucTteMbl OIeHOK. OmnucaHue 3aJaHuid A
CaMOCTOATENIbHOM paboOThl CTYACHTOB M TPEOOBaHWN 1O WX BBHINOJHEHUIO BBIJAIOTCA
mpernojaBaTesieM B COOTBETCTBUU C pa3paboTaHHBIM (OHJOM OLIEHOYHBIX CPEACTB IO
JUCHUIUIMHE aHTUKOPPYILIMOHHAS OJUTHKA.

CaMmocrosiTenbHasi paboTa CTYACHTOB 10 JAHHOMY Yy4e€OHOMY KypCy IpeAarnoiaraet
MIO3TAIIHYIO MOJArOTOBKY I10 KaX/I0MY pa3zelly B paMKaxX COOTBETCTBYIOLIUX 3aaHUMN:

[lepBBIii 3Tam caMOCTOATENbHOUW pPabOTHl CTYACHTOB BKJIIOYAaeT B ceOs THIATENBHOE
U3Y4YEHHE TEOPETHUECKOr0 MaTepuaia Ha OCHOBE JIEKIMOHHBIX MaTEpUajOB IPENoJaBaTelIsd,
PEKOMEHIYEMBIX  pa3[elioB OCHOBHOM U  JIOTIOJHUTEIBHOW JIUTEPATypbl, MaTepHalloB
NEePUOJUYECKUX  HAy4YHBIX  M3JaHUH, HEOOXOAMMBIX  JUIsl  OBJAJEHUS  IOHATUHHO-
KaTeropuaibHbIM anmnapatoM 1 (GOpPMHUPOBAHUS MPEICTABICHUNA O KOMIUIEKCE aHATUTHUECKOTO
MHCTPYMEHTApHsl, UCIOJIb3YEMOI0 KaK B paMKax JaHHOW OTpaciu 3HaHUS, TaK U IyOJUYHON
MPAKTHUKE;

Ha BTOpoMm »Tane Ha ocHOBE C(OPMUPOBAHHBIX 3HAHUM M MPEJCTABIECHUHN MO JAHHOMY
paszfeny CTYIEHTbI BBIIOJHSIOT NPAaKTUYECKHUE 3aJjaHMs, HAalleJIeHHble Ha  (OpMHUpOBaHUE
YMEHHM M HaBBIKOB B paMKax 3asBICHHOM KommeTreHuuu. Ha pgaHHOM JTame CTyIeHTHI
OCYILIECTBISIOT CaMOCTOSITENIbHBIN MOUCK 3MIIMPUYECKMX MAaTEpHUAJIOB B paMKaX KOHKPETHOIO
3aanusi, O0OOIIAIOT M AHAIM3UPYIOT COOpPaHHBIM MaTepuall MO CXEeME, PEKOMEHJIOBAHHOU
npernojaBaTeneM,  (QOPMYJIUPYIOT  BBIBOJBI, TOTOBST  INPAKTHUYECKHUE  PEKOMEHJAIHH,
Mpe3eHTallMOHHbIE MaTepUaIbl )i MyOIMYHOTO UX MPEICTaBICHUS U O0CYKICHHUS.

Kpurepun oueHku 3ajaHuii B paMKax CaMOCTOSATEIbHOW pabOThl CTYAEHTOB
bopmynMpyroTCs penojaBareneM B (POHJIE OLEHOYHBIX CPECTB.

B ocBoeHnu AMCHUIUIMHBI MHBAJTUAAMH U JIMIAMHU C OTPAHUYEHHBIMU BO3MOKHOCTSIMU
3/I0pOBbsl OOJIBIIOE 3HAYEHHWE HMMEeT WHIMBHIyajbHas ydeOHas paboTa (KOHCYJIbTALUU) —
JIOTIOJTHUTENBHOE Pa3bsICHEHNE y4eOHOro MaTepuaia.

WupuBuayanbHble KOHCYJIBTAllMM MO MPEAMETY SBISIOTCS BaXXHBIM  (aKTOPOM,
CHOCOOCTBYIOUIMM WHIUBUIYaTN3alluU O0yYEHHS] U YCTAHOBJICHHUIO BOCIIUTATEIbHOIO KOHTAKTa
MEXIy IpernojaBaTeieM U OOy4arollUMCs HWHBIMIAOM WM JHMIOM C OTPaHMYCHHBIMH
BO3MOXKHOCTSIMU 3/J0POBbSI.

8. llepeyenb MHPOPMALNMOHHBIX TEXHOJIOTHIA, UCMOJIb3YeMBIX NMPH OCYIIECTBIEHHH
00pa3oBaTeILHOIO NpPoUecca Mo AMCHUILINHE (MOLYJIIO).

8.1 lepeyens HHPOPMAIUOHHBIX TEXHOJIOTHIA.

[IpoBepka nmoMamHUX 3aJaHUM U KOHCYJIBTUPOBAHUE TIOCPEICTBOM DIIEKTPOHHOMH
MOYTHI, 3JEKTPOHHONW MHPOPMALMOHHO-00pa30BaTEIbHOMN CPEIbL.

8.2 IlepeueHb HEOOXOAMMOTO JIUIIEH3MOHHOTO MPOrPaAMMHOI0 ofecneyeHns.

-Microsoft Windows 8, 10

- Microsoft Office Professional Plus

8.3 IlepeueHb HH(POPMALMOHHBIX CHIPABOYHBIX CHCTEM:

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

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

9. MarepuajibHo-TexHUYeckass 0a3a, HeoOXoauMasi JJf1  OCYLIECTBJICHUS



http://www.consultant.ru/

00pa30BaTeJbLHOI0 NPoLecca Mo IMCHUILINHE (MOYJII0).

MarepuanbHO-TeXHUYECKOE 00eCIeYeHUE AUCITUTUIMHBI

Ne Bun pabor
(MOJyJIsT) U OCHAIICHHOCTD
1. JlexuuonHsble 3aHATHS | JIeKIMOHHAsE ayIuUTOpUs, OCHAIEHHAs IPE3eHTAalMOHHON
TEXHUKOU u COOTBETCTBYIOIIUM IPOrpaMMHBIM
obecreyeHnemM
2. CemuHapckue 3ansaTus | CriennaabHOE OMEIEHUE, OCHAILIEHHOE MTPE3EHTAllMOHHOM
TEXHUKOU U COOTBETCTBYIOIIUM IIPOrPaMMHBIM
obecrieueHrEM
3. I'pynnoseie Kabuner, ocHameHHbIH MeOenbIo M pab0unMU CTAaHIHSIMH C
(MHIUBHlyaJIbHbIC) noctynoM B MHTepHeT
KOHCYJIbTal[u1
4. Texymuii ~ KOHTpoOJIb, | AyIUTOpUS, OCHALICHHAS IPE3EHTALMOHHON TEXHUKOW U
IIPOMEXKYTOUHAas COOTBETCTBYIOIIUM IIPOIPaMMHBIM 00€CIIE€YEHHEM
aTTecrauus
S. CamocTosTenbHas Kabuner nns camocTosTenbHOW  paOOThl, OCHAILlEHHBIH
pabora KOMIIBIOTEPHON TEXHUKOW C BO3MOKHOCTBIO IIOJKIIIOYEHHS K

cetu «VHTEpHET», NPOrpaMMON HKPAHHOI'O YBEJIWYEHHS H
00€CIeYeHHBIH JOCTYIIOM B JIEKTPOHHYIO HH()OPMALMOHHO-
00pa30BaTENbHYIO CPEAY YHUBEPCUTETA.




