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1 Heau n 321244 M3y4YeHUs1 AUCHMUILINHBI (MOIYJIs1).

1.1 Ileanb ocBOEeHUN TUCHUIIUHDI.

Henstmu ocBoeHMsT TUCHMIUIMHBL «OCHOBBI JI€JIONPOM3BOACTBA M JOKYMEHTOOOOPOTa»
ABIIAIOTCS MPUOOPETEHHE CTYIEHTAMU TEOPETHUUYECKUX 3HAHUU B O0JIACTH TOKYMEHTALMOHHOIO
o0OecrieueHHs YOpPaBJIEHUS,  O3HAKOMJIEHME C BHUJAAMU JOKYMEHTOB, MCIOJIb3YEMbIMU B
NESATEIbHOCTH OpraHMu3allMii M OpraHoB BIJIACTH, IIOJyY€HHE MPAKTUYECKHMX HABBIKOB IO
CO3aHHIO H 00PaOOTKE ITHX JOKYMEHTOB.

1.2 3apauu u3y4yeHUus TMCUMILIAHBI:

— cdopmHpoBaTh  YETKOE  MPEACTaBICHHE O  HEOOXOAMMOCTH WM POJHU
JOKYMEHTUPOBAHUSA B JEATEIILHOCTH OPTraHOB BIIACTH, MIPEANPUATHH, YUPEKICHUM;

— O3HAaKOMHUTh C OCHOBaMH JIEJONPOM3BOJCTBA M JOKYMEHTOOOOpPOTa B OpraHax
rocygapcrBeHHo Biacth Poccuiickonn @exepanuu, opraHax TIOCYJapCTBEHHOM BIIACTH
cyonekToB Poccuiickoit denepanuuy; opraHax MECTHOTO CaMOYMPaBIEHUS, TOCYAAPCTBEHHBIX U
MYHULIMNIAJIbHBIX OPraHU3alusaX, HOPEIIpUITUAX U YUPEKACHUSX, MOIUTUYECKUX MapTUSX,
00IIECTBEHHO-TIOJTUTHYECKUX M HEKOMMEPUECKUX OPTaHU3aIHsIX;

— O3HAKOMHUTh C OCOOCHHOCTSMH 3aIIUTHl CIY)KEOHOH © KOH(UACHIUAILHOU
uH(popManuu, o0ecreyeHns OTKPBITOrO JOCTYyNa rpakJaH K MH(pOpMalMU B COOTBETCTBUH C
MOJIOKEHUSMHU 3aKOHOAATEIIbCTBA,

— HayuduTb OPUEHTHUPOBATHCA B CUTyalUSX, TPEOYIOIIMX H3JaHUSI COOTBETCTBYIOILIUX
JIOKYMEHTOB.

1.3 MecT0 TUCHUILTUHBI B CTPYKTYpe OCHOBHOM 00pa3oBaTe/ibHOM MPOrpaMMbl

JucuummuHa «OCHOBBI  JIE€JONPOM3BOJACTBA U JIOKYMEHTOOOOpPOTa» OTHOCUTCS K
BapuatuBHOU yactu bioka 1 «/lucuummuasl (Moaynn)» (b1.5.25) yuebHoro miana HarpaBieHUs
noarotroBku 38.03.04 «['ocynapcTBEHHOE M MYHULIMIIAIBHOE YIPABJIECHUE) OPUEHTUPOBaHA MpU
MOJrOTOBKE OakaJaBpOB HA M3yYEHHE TECOPETHUECKUX 3HAHUU B 00JACTH JOKYMEHTAI[HOHHOTO
oOecrieyeHHs yOpaBJIEHUS,  O3HAKOMJIEHHE C BHJAAMU JOKYMEHTOB, HCIOJIb3YEMbIMU B
JEATEIIBHOCTH OpraHM3alliii M OpraHoOB BJIACTH, IIOJIyYEHUE IPAKTUYECKMX HABBIKOB II0
CO3JaHUI0 M 00paboTKe JTUX JOKYMEHTOB. JIUCIUIUIMHA HAXOIUTCA B JIOTHYECKOH U
coJiepKaTeIbHO-METOIMUYECKON B3auMocBsi3u ¢ Apyrumu vactsmMu OOIl u Gasupyercs Ha
3HAHMSIX, OJTYYEHHBIX MPU U3YUYEHUHU AUCLUILINH O0IIEHayYHOr0 U MPO(ECCUOHANIBHOIO IIUKJIA,
TakuX Kak: «OCHOBBI TOCYAApCTBEHHOIO M MYHHUIMIAJIBHOIO yIpaBiIcHUsA», «BBenenue B
cnenuanbHOCThy. Habop BXOAAMX 3HAHUN U YMEHUI, COCTOSIIIIMX B TOHUMAaHUU IOPUIMYECKON
CHJIBI JOKYMEHTOB, SKOHOMHUYECKHX AaCIEKTOB OpraHM3alMM JAEJIONPOU3BOJICTBEHHBIX CIYXO,
cnenupukd OyXraJTepcKoi, OTYETHO-CTATUCTUYECKOW, (PUHAHCOBOM MOKyMEHTAllUM, PpOJIU
KOMITBIOTEPHBIX TEXHOJIOTHH B paboTe ¢ JOKyMEHTaMH 00ecleunBaoT TpeOyeMblil pyHAaMeHT
JUTSL U3y4eHUS! JUCHMILTMHBI « OCHOBBI JIENIONPON3BO/ICTBA U JIOKYMEHT0000poTay. [lonydeHHbIe B
nporecce 00y4eHUs! 3HaHUSI MOTYT OBITh MCITOJIb30BaHbl IPU U3YYEHUH TAKUX JUCLMIUIMH, KaK:
«AJIMUHUCTPATUBHbIE MNPAKTUKK B  CHUCTeM€ MyOJWYHOro  ympaBieHus», «OCHOBBI
napJIaMeHTCKON KyIbTYpbI», «THKA TOCYJapCTBEHHON U MYHUIIUIIAIBHOMN CITYKOBI».

1.4 IlepeyeHb MJIAHMPYEMBIX Pe3yJbTATOB O0yYeHHs] MO JUCHHUILIMHE (MOAYJIIO),
COOTHECEHHBIX C IVIAHUPYEMbIMH Pe3y/JIbTATAMH OCBOCHHS 00pa30BaTeJbHOH NPOrPaMMBI.

N3yuenune nanHOM yueOHOW NUCIMIUIMHBI HAITPABICHO HA (POPMHUPOBAHUE Yy OO0 yIAFOIITIXCSI
cnenyromux kommerenuuid: OIMK-4, TTK-8, TTK-15

No Nunexc Conepxxanne B pesynbprare uzydenust yueOHON AUCIIUTUTMHBI

. | KOMUET | KOMITETEHIHH (nmm eé 00yyYaromuecs 10JKHbI

" | eHumnm 4acTu) 3HATh YMeTh BJIaJleTh

1. OIIK-4 | cnocoGHOCTH WHCTUTYIIMOHA | pa3pabaThiBaTh | HABBIKAMU
OCYIIECTBIISTh JHHBIE OCHOBEHI | OIEHHBATH aHanm3a "
JeIoBoe OOIIEHUE U | OCYIIECTBIATh | 3()(HEKTUBHOCT | OLIEHKH
myOIUYHbIE JIEII0BOE b JIEJIOBOTO | KOHTEHTA
BBICTYIUICHHSI, BECTH | OOIICHHE U | oOmeHus U | JI€JI0BOTO
TIEPETOBOPBHI, MyOJIMYHBIC MyOJMYHBIX o01eHus u
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Ne WNHupekc Conepxanue B pesynbrare uzyuenust yueOHON AUCIUTIIIMHBI
[y, | KOMIET | KOMIETEHIHH (v eé 00yYaromuecs 10JKHbBI
" | eHuuu 4acTH) 3HATh yMeTh BJIA/IETh
COBEIIIAHMA, BBICTYIUICHHUS, | BBICTYIUICHUH, | IMyOJHMYHBIX
OCYLIECTBIISATh BECTHU BECTHU BBICTYILICHUH,
JIEJIOBYIO IEPENUCKY U | IIEPEroBOPHI, IIEpErOBOPHI, BECTHU
MOJ/IEPKUBATH COBELIaHus, COBEIIaHMS, [IEPErOBOPBHIL,
JJIEKTPOHHBIE OCYILIECTBIIAATh | OCYILECTBIIATH | COBELIAHUA,
KOMMYHUKaIUU JIETIOBYIO JIETIOBYIO OCYLIECTBIISATh
NIEPENUCKY U | IEPENUCKY U | IEJIOBYIO
MOAJICPKUBATh | MOAAEPKUBATh | MIEPENUCKY U
JJIEKTPOHHBIE | DJIEKTPOHHBIE MO/IEPKUBATH
KOMMYHUKAIM | KOMMYHHKAlUWU | 3JIEKTPOHHBIE
u KOMMYHUKAIIU
2 I[IK -8 | cmocobHOCTH OCHOBHBIE IPUMEHSTH Haspikamu
MIPUMEHSTH nHpopManoH | HHGOPMAIMOH | pabOTHI c
MH(POPMAIIMOHHO- HO- HO- UHPOPMALIMOH
KOMMYHUKAIIMOHHbIE | KOMMYHHUKAlM | KOMMYHHUKAalHO | HO-
TEXHOJIOTUU B | OHHBIC HHBIE KOMMYHHUKAITHO
npodeccnoHanbHOM TEXHOJIOTMM B | TEXHOJOTUU B | HHBIMU
NEeSATEIbHOCTH ¢ | mpodeccuonan | mpodeccuoHan | TEXHOJIOTUIMHU
BUJICHUEM UX | bHOU bHOU B
B3aUMOCBS3EH1 U | JESITETBHOCTH | JIGATEIBHOCTH C | MpodeccruoHal
MEPCIEKTUB C BUJICHUEM HX | BUACHUEM HX | bHOU
HACTIOJIBb30BaHUSA B3aMMOCBSI3€H | B3aUMOCBSI3€H | IESITEIBHOCTH C
M TEpCIeKTUB | U TMEpPCIEeKTUB | BUICHUEM  HUX
WCIIOJIB30BAaHN | MCIOJB30BAHUS | B3aUMOCBSI3EH
s U TIEPCHEKTUB
VICITOJIB30BAHUS
3 I1K-15 | ymeHue Bectu OcHoBHbIE opopMIATH W | HAaBBIKAMH U
JIEJIONPOU3BOJCTBO U | PEKBU3HUTHI MIPEJICTaBIATh | CIIOCOOHOCTSIMH
JOKYMEHTOOO0POT B odopmienus pe3ynbTaThl B | ohopmIleHUsT U
opraHax JIETIONPOU3BOJ | paMKax IIPEICTABICHUS
roCyJapCTBEHHOMN CTBa U OCYILIECTBIIEHU | PE3YJIBTATOB B
Biactu Pocculickoi JIOKyMEHT0000 | 5 paMKax
denepanuu, opraHax | poTa B opraHax | JOKYMEHTOOOO | OCYILECTBIEHU
rocyJapCTBEHHOMN TOCYJAapCTBEHH | pOTa B OpraHax | s
BIIACTH CYOBEKTOB 01 BI1aCTH TOCYJapCTBEHH | JOKYMEHT0000
Poccuiickoit Poccuiickon oi BJIACTH | pOTa B OpraHax
®enepauuu, opranax | denepauuu, Poccuiickoit TOCYJapCTBEHH
MECTHOTO opraHax ®denepanuu, on BJIACTHU
CaMOYTIpaBJICHUS, rOCY/IapCTBEHH | OpraHax Poccuiickoit
rOCyJapCTBEHHBIX U 0i1 BI1aCTH rocygapcteeHH | Penepanuu,
MYHUIUIATBHBIX CyOBEKTOB oit BJIACTU | OpraHax
NPEANPUATUAX U Poccuiickon CyOBEKTOB rOCy1apCTBEHH
VUPEKICHUAX, denepanuu, Poccuiickoit oi BJIACTH
Hay4HBIX U opraHax denepannu, CcyOBEKTOB
00pa3oBaTeNbHBIX MECTHOT'O oprasax Poccuiickoit
OpraHu3anusix, CaMOYTIPAaBJIEH | MECTHOTO denepannu,
MOJIMTHYECKUX us, CaMOYTIpaBJieH | opraHax
MapTUsX, TOCYJApCTBEHH | M, MECTHOTO




Ne WNHupekc Conepxanue B pesynbrare uzyuenust yueOHON AUCIUTIIIMHBI
[y, | KOMIET | KOMIETEHIHH (v eé 00yYaromuecs 10JKHbBI
" | eHuMH 4acTH) 3HaTh yMeTh BJIA/IETh
OO0IIIECTBEHHO- BIX U rOCy/IapCTBEHH | CaMOYIIpaBJIeH
MOJINTUYECKUX, MYHHUILIMIIATIBH | BIX u | us,
KOMMCPYCCKUX U bIX MYHUIUIIAIBHBI | TOCYAAPCTBCHH
HEKOMMEPUYECKUX OPEeNNpUATHIX | X BIX U
opraHnu3anusax nu OpCANpPUATHAX MYHUIIMITIAJIbHBL
YUpPEXKIEHUAX, | U X
HAy4YHBIX U YUPEKICHUAX, | OPEAIPUATUIX
o0Opa3oBaTesibH | HAyYHBIX ul|u
BIX 00pa3oBaTeNbH | YUPEKICHUIX,
OpraHu3aIusIX, | bIX HAyYHBIX u
MOJIMTUYECKUX | OpraHu3alusaX, | oOpa3oBaTelbH
NapTUsx, MNOJIUTUYECKUX | BIX
OOLIECTBEHHO- | MApTHUSIX, OpraHu3aIusix,
MOJIMTUYECKHX, | OOIIECTBEHHO- | MOJUTUYECKUX
KOMMCPYCCKUX | IOJIUTUYCCKHX, MapTusx,
u KOMMEPUYECKUX | OOIIECTBEHHO-
HCKOMMCPYECK n ITOJIMTHYCCKHUX,
ux HEKOMMEPYECK | KOMMEPUYECKHX
opraHusanuiax ux n
HEKOMMEPYECK
ux

2. CTpyKTYpa M coep:KaHue IMCUHUIJIMHBI.
2.1 PacnipenesieHne TPYA0EMKOCTH AUCHMILIMHBI IO BUAAM padoT.
cocrapnsier 4

Obmass TpyIoEMKOCTh AMCLUMILIUHBI 3au.en. (144 wyacoB), wux
pacripesiesieHue 1o Bujaam padoT MpeCTaBIeHO B Ta0IuIe

(Ona cmyoenmog ODO).

Bun yae6HO# paboTh Bceero CemecTpbl
4acoB (uacel)
1

KonTakTHasi paboTa, B TOM 4ncJe: 62,3 62,3
AyauTopHbIe 3aHATHS (BCEro): 58 58
3aHATHSA JIEKIIUOHHOIO TUIA 20 20 - - -
JlaGoparopHble 3aHATHS - - - - -
3aHsATus CEeMHUHAPCKOT0 TUNA (cemHHapHI, 38 38 i i i

NPAKTHYCCKHUE 3aHSTHSI)

HNuas koHTaKkTHas padora:

KonTpons camocrositenbHoi pabotsl (KCP) 4 4

ITpomexyrounas arrectauus (MKP) 0,3 0,3
CamocrosiTejibHasi paboTa, B TOM YHCJI€: 46 46

KypcoBas pabota - - - - -
[TpopaboTka yaeOHOro (TEOPETHYECKOr0) MaTepuaa 16 16 - - -
BeinmonHeHne WHAWBUAYATBHBIX 3aJaHUN (TOATOTOBKA 10 10 i i i
COO00IIIeHNH, Mpe3eHTaIni)

Pedepar 10 10 - - -
IToaroToBka K TeKymeMmy KOHTPOJIIO 10 10 - - -




KonTpoas:

[TonroroBka K SK3aMEHY 35,7 35,7

OO0mas Tpya10eMKOCTh gac. 144 144 - - -
B TOM YHCJIe KOHTAKTHAA 62.3 62.3
padora
3a4. efi 4 4

2.2 CTpyKTypa AMCUMILIMHbI:

Pacnpenencnue BuI0B y4eOHOU pabOTHI U MX TPYJOEMKOCTH TI0 pa3JieiaM JAUCIUILTAHBI.
Pasnernbl (TeMbl) AMCHUIUIMHBL, H3y4daeMble B 1 cemectpe (ounas ¢hopma)

KonnuectBo gacos
Bueaynut
Ne HaumenoBanwue paznenos (Tem) Beero Ay;l;T:TiHaﬂ opH};ﬂ
pabora
J | 113 JP | CPC
1 2 3 4 5 6 7
1 Beenenue B qucuuriinHy «OCHOBBI 8 5 5 4
JIeTIOTIPON3BOCTBA M IOKYMEHTOO0OPOTa
5 3akoHOAaTeIbHAS U HOPMAaTUBHO-METOANYECKAS 8 5 5 4
OCHOBA JICJIONIPON3BOICTBA
3 JlokyMeHThI: KilaccupuKalus, CTpyKTypa, TpeOOBaHUS 8 5 5 4
K 0OPMIICHHIO.
4 Odopmienre opraHu3aliOHHO-PACTIOPSIUTENBHON 1 10| 2 4 4
MH(POPMAIIMOHHO-CIIPABOYHOHN TOKYMEHTAIINH.
5 OdopMieHre TOKyMEHTAIUU TI0 JMYHOMY COCTaBY 4 2 2 4
6 Odopmienne koppecnonieHIMU. CTPYKTypa AeTOBBIX 10| 2 4 4
TTHUCEM.
7 Odopmienre ToroBOpHOM JOKYMEHTAIUH. 8 2 2 4
8 Tunossle 1 yaudunupoBanusie popmel fokymerToB. | 10 | 2 4 4
9 Opranuzaiius paboThl ¢ KOHPHUISHIIUATHHBIMU 5 5 5 5
JOKYMEHTaMHU
10 |Dopmsbl perucTpay JOKYMEHTOB 6 2 4
11  |Opranuzanus npuema rpaxiat 4 2 2
12 |ABTOmatm3anus AEIOMPOU3BOICTBA 6 4 2
13 |Ilopsamok nepenauu Aen B apXuB 6 2 2 2
14  |DnekTpoHHOE NMPaBUTENHCTBO 6 4 2
15 Koumponupyemas camocmosimenbHas paboma 4
(ananumuyeckas 3anucKka)
UKP 0,3
16  |Kommponw na sxzamene 35,7
Hmoeo no oucyuniune: 144 | 20 | 38 46
2.3 Coneprxanue pa3aeaoB AMCHUNIHHBI:
2.3.1 3aHATHSA JEeKIHMOHHOIO THIIA.
Ne HanmenoBanue Conepranme paszena dopma TEKyIIEero
paszzuena KOHTPOJISI
1 2 3 4
1. |Bsenenue B [Tpenmer, copeprkanue, 3aa4n Kypca. VYuactue B
JTUCIUIUIUHY Ucrounuku, murepatypa. [loHATHITHBII WHTEPAKTUBHBIX
«OCHOBBI anmapart. [Ionsarue o noxkymenre. ['enesuc u dopmax
JIEJIONPOU3BOJICTBA U |pa3BUTHE MOHATUS «TOKYMEHT. ayJIUTOPHOU
JIOKYMEHT0000poTa» |XapakTepHCTHUKA, CBOICTBA, IPU3HAKH, paboThI




(GYHKIIMH TOKYMEHTa KaK CUCTEMHOTO OOBEKTA.
MeTob1 U CTIOCOOBI TOKYMEHTUPOBAHHSI.
dopma MaTepraTbHOTO HOCUTEIIS.

[TonsiTre, MeTO, CIOCO0, CPEACTBO
nokymeHnTupoBanus. [Ipouecc coznanus
JIOKYMEHTA.

[Tonsitue nokymeHTHOM KoMmmyHukaruu (1K),
KOMMYHHUKAHT U perumnueHt. DopmansHbie U
HedopMaIbHble KOMMYHHKAIMKU. MaccoBbie
KOMMYHHKAIIUH: TI€YaTh, PAJHO0, TCICBUICHHE,
KHHO, 3BYKO- U Bujeo3anuck, INTERNET.
ABTOMaTH3aIUs JOKYMEHTAIIMOHHOM
JESITEIIbHOCTH MPOTPaMMHbBIE KOMILIEKCHI:
«Jlenoy, «3omymkay u zp.

3akoHoAaTenbHas M |3aKOHOJIATEIbHOE PEryIUpPOBaHUE [ToaroroBka
HOpPMaTUBHO- nenonpousBoacTsa. HopmarusHo- WH/IMBUIYaJIbHOT
METOJIMYECKasi OCHOBA [METOJINYECKOE PETYINPOBAHHE 0 3aJaHusl.
JIEJIONPOU3BOJCTBA  |1€I0NPOU3BOACTBA. JIokanbHble HOpMaTuBHBIE |PedepaT Ha Temy
JIOKYMEHTBI OpraHu3alliu. «HopmartuHo-
METOINYECKOE
peryJiupoBaHue
JIEJI0IIPOU3BOJICT
Ba»
JIOKyMEHTBI: [TonsTHE O KITacCCUPUKAIMHA JOKYMEHTOB. WNupnuBunyansHoe
KJ1accupuKanus, CooTHoI1IeHHEe BUJJOBOW U TUIIOJIOTHYECKON 3aJjaHue
CTPYKTYpa, KJIaCCU(UKALUU JTOKYMEHTOB. [TonroroBka
TpeOOBaHUS K Bupl 10KyMEHTOB: OpraHU3allMOHHBIE, OnaHka
0 OpMIIEHHIO pacnopsiAuTenbHble, THPOPMALMOHHO- JIOKYMEHTOB:
cnpaBouHble. Tunogoruueckas Kiaccupukamus. Buabl OJaHKOB U
OO01mas XxapakTepUCTHKA CTPYKTYPBHI. MOPSAIOK
BHyTpeHHss 1 BHELIHSS CTPYKTypa JOKYMEHTA. [PaCIOI0KEHHS
PekBU3UTHI TOKYMEHTA: PEKBU3UTHI-OCHOBAHHUS, [PEKBU3UTOB B
PEKBU3UTHI-IIPU3HAKHU, PEKBU3UTHI 0popMIIeHH |0s1aHKe (YTIIOBOE
COBPEMEHHBIX yIPaBICHUECKUX JTOKYMEHTOB.  |U [IEHTPOBAHHOE)
YHuduKanus u craHaapTU3alus 10KyMEHTOB.
®opmyssp. branku JOKYMEHTOB: BUIbI
OJIAaHKOB U TOPSIJIOK PACIOI0KEHUS! PEKBU3UTOB
B OJyiaHKe (YTJIOBOE U LIEHTPOBAHHOE),
UCIOJIb30BaHUE OJIAHKOB C H300pakeHUEM
rOCyJapCTBEHHOTO TepOa u repba cyonekTa
dbeneparum.
TpeGoBaHMs K COCTABJICHUIO U 0(OPMIICHHUIO
JTOKyMeHTOB. PopmaTtbl OyMaxHbBIX
JTOKyMeHTOB. TpeboBaHUs K TEKCTY
JIOKYMEHTOB. TpeOoBaHuUs K U3rOTOBJICHUIO
JIOKYMEHTOB.
Odopmiienue [TonsiTHEe OpraHu3anMoHHAas, pacnopsaauTenabHas ([logroroska
OpraHU3aIlMOHHO- 1 nH()OPMAITMOHHO-CIIPABOYHAS JOKYMEHTAITHS. [COOOIEHU
pacniopsauTenbHol U |Opranu3anoHHble JOKyMeHTHI: [lonoxenue. |«OpraHu3aluoHH
nH(pOpMaMOHHO- VYeras. Unctpyknusi. KosimeKTUBHBINA I0TOBOD H |as,
CIIPaBOYHOMN ap. pacropsauTenbH
JIOKYMEHTaIuu PacniopsimuTenbHble TOKYMEHTHI: IPUKas, ast u




pacrnopsbKeHHe, peleHue.
WubopManinoHHO-CIIpaBOYHAS TOKYMEHTAITHUS:
[IpoTokon. Akt. JlokinaaHas 3anucka.
OO0mbsacHuTenbHas 3anucka. CrpaBku. [Incemo.
Tenerpamma (Teneraitnmorpamma). Tenmekc.
Tenedonorpamma. Tenedaxc (dhakc) u ap.

HH(pOPMAITMOHHO
-CIIpaBOYHas
JIOKYMEHTAITUS

5. | Odopmrenue KanpoBas nokymenrtanus, 1okymMmeHTupoBanue (Pabora B Malbix
JIOKYMEHTAIUH 110 JBIKEHUS KaapoB. Pe3tome. 3asBieHue. rpynmnax
JIMYHOMY COCTaBY Amnxkera. TpyaoBoit kouTpakT. [Ipukas o «IToaroroBka

npueme/yBosibHeHHH. TpyaoBasi KHUXKKA. JIOKYMEHTOB IS
JInunoe neno. JIunesoi cyer. npueMa Ha
paboty»

6. | Odbopmnenune TpebGoBaHMs MEKAYHAPOIHBIX CTaHAApTOB K (MHAMBUAYalIbHOE
KOPPECHOHJICHIIMH.  (0(OPMIICHUIO KOPPECTIOHACHIIUH TI0 3amanue «CocraB
CtpyKTypa Jel0BbIX |BHELIIHEAKOHOMUYECKOU AesTenbHOCTU. COCTaB [pEKBU3UTOB
MUCEM PEKBU3UTOB MMChMa U TPEOOBAHUS K UX nUuchMa u

odopmiiennto. CTpyKTypa JAETOBBIX IMHCEM. TpeOOBaHUs K HX
OcoOenHocTy 0pOpPMIICHHUS JEIOBOM 0(OPMIICHHUIO.
KOPPECHOH/ICHIIUH B aHIJIOA3BIYHBIX CTpaHaXx.

OdopmieHne KOppecoHACHIINYA HA HEMEIIKOM

s3pike. CTpykTypa hopmyssapa, coctaB

PEKBHU3UTOB.

7. | Odopmiuenue JloroBop — ero BHIbI, CTPYKTYpa, MOPSA0K VYuactue B
JIOTOBOPHOM 0o(OpMIICHUS U TIOJIMTUCAHUS CTOPOHAMH. TpYyMIOBO
JIOKYMEHTaIu1 pabote

«IIoaroTroBka
Ipa)x/1aHCKO-
IIPaBOBOTO
JIOTOBOpa U €ro
MOJNUCAHUE.

8. | TumoBbie u Tunosbsle GOpMBI JOKYMEHTOB, UCIIOJIb3yeMble |BbInoiaHeHNe
YHU(PUIIUPOBAHHBIE  |B IEATEIBHOCTH OpraHu3alui. WHJUBUTyaJIbHbBI
(GOpMBbI TOKYMEHTOB | YHUPUIIMPOBAHHBIE CUCTEMBI JOKYMEHTAIIMM. (X 3aJlaHUM

YHubukanys 10KyMeHTOB.

9. | Opranusamus KonduaennuanbHoe 1e10TTPOU3BOICTBO [ToaroroBka
paboThI ¢ 3auTa KOH(pHUISHIIMATbHON HH(POpMAIUH. WHIUBU1yaJIbHOT
KoHuaeHManbHeIMU [ ToHsITHE KOHUAEHITNAIEHOE 0 3aaHusl.
JIOKyMEHTaMU JIEJIONPOU3BOJCTBO IPHUEMBI, METOBI Pedepar Ha Temy

00paboTku nokymMeHTOB. UHpOpManmoHHO- «Kondunenmman

aHaNMTUYeCcKas pabora. 3anmTa uHGOpMaIMK. |[bHOE
JIEJIOIPOU3BOJICT
BO 3almTa
KOH(pHUACHITNATHH
oii nHpopMaLUN»

10. | ®opwmer peructpanu |[lonsiTHe peructpanuu f0KymMeHToB. @opMbl | BeimonHeHne
JIOKYMEHTOB PEruCTpaluy TOKYMEHTOB. WHUBUTyaJIbHbBI

ABTOMaTH3UPOBAHHBIE CUCTEMBI PETUCTPALIUN  [X 33JaHUN
JIOKYMEHTOB.

11. | Opraauzanus [IpuHIIMTIBI  OpraHu3aluy JMYHOrO mpuema |BeimonHeHue

npuemMa rpaxiaad rpaXxaaH ¢ oOpameHusMd. Perucrparus [MHINBUIYaIbHbI
JIOKYMEHTOB TI0 THCHMEHHBIM OOpalleHMsIM [X 3aJaHuil




rpaxaadH. OCHOBHbIE 3aJaud  CIPaBOYHO-
MH(OPMALMOHHON CITY>KOBI OpraHU3aIIH.
12. | ABToMaTu3anus [TonsATHE aBTOMAaTU3UPOBAaHHBIX cuCTeM. PoiHOK ([ToaroroBka
JIEJIONPOU3BOJICTBA  |aBTOMATU3UPOBAHHBIX CUCTEM MHAUBUAYAIBHOT
nenonpou3BocTBa. CpaBHUTENBHBINA aHATU3 |0 3aJJaHuA.
OyMa)XHOI'O U 3JIEKTPOHHOT'O Pedepar na Temy
JIOKYMEHTO000pOTa. «CpaBHUTEIBHBIN
aHaJIn3
OYMa)KHOTO u
AJIEKTPOHHOIO
JIOKYMEHTO000pO
Ta»
13. | Iopspok nepepaun  |OCHOBHBIE IPU3HAKU IpyNnupoBKU |BeinonHenue
JIeJl B apXUB JIOKYMEHTOB B jieja. @opMUpOBaHUE JIEII. MHIUBUAYaJIbHbI
DkcrnepTusa LIEHHOCTH JIOKYMEHTOB. (X 3aJJaHUH
[TonroroBka HCIONHEHHBIX JIOKYMEHTOB K
apxUBHOMY XpaHeHuto. Ilepenaya nen B apxus.
[Tomemienue BEJIOMCTBEHHOT'O apxuBa
opranuzanuu. MaTtepuajibHO-TeXHUYECKas 6a3a
apXUBOB. XpaHeHue JIOKyMEHTOB B
3JIEKTPOHHOH (opMme.
14. | DnexrpoHHOE [TonsiTue «2neKTpOHHOE IPAaBUTENLCTBO»: ero ([loaroroska
IPaBUTEJILCTBO 3Ha4YeHUe, IPUHLUIIBI TOCTPOEHUS U coo0LIeHn
BHelpeHus. VIHTerpupoBaHHoOE 2IeKTpoHHOE [« HTerpupoBanH
npaButesbeTBO Poccnu. Opranuzanus 0€ DIIEKTPOHHOE
MEKBEIOMCTBEHHOTO 3JIEKTPOHHOTO IIPABUTEIBCTBO
JIOKYMEHTO000pOTa MEX/ly OpraHaMu Poccun»
roCyIapCTBEHHOM BiacTu Poccuiickoin
denepanuu
3.2 3aHATHS CEMHMHAPCKOIO THIIA.
dopma
HanmeHnoBanue .
TemaTuka nMpakTUYECKUX 3aHATUN (CEMHUHAPOB) TEKYIIETO
paszzena (Tembl)
KOHTPOJISI
2 3 4
1. |BBenenue B ITpenmer, conepxanue, 3a1auu Kypca. MictouHuky, |HamnucaHue
JTUCHUILTUHY mutepatypa. [lonstuitneiii annapar. [lousarue o pedepara (P)
«OCHOBBI JIOKyMEHTE. [ 'eHe3nc u pa3BUTHE OHATHS
JIEJIONPOU3BOJICTBA U [«JIOKYMEHT». XapaKTepUCTHKa, CBOWCTBA,
JOKYMEHTO000pOTa» |[IpU3HAKH, (PYHKIIMU JOKYMEHTa KaK CHCTEMHOT'O

o0BeKTa.

Mertobl 1 criocoObl JOKyMEeHTUpoBaHus. Dopma
MaTepruaIbHOTO HOCUTEIIS.

[TonsiTHE, MeTOA, CLIOCOO, CPENICTBO
JoKkyMeHTupoBanus. [Iporecc cozmanus
JIOKyMEHTA.

[TonsiTre nokyMeHTHOM KoMMyHHKauu (/K),
KOMMYHUKAHT U peuunuent. GopManbHbIe U
HedopMaIbHble KOMMYHHKAIMK. MaccoBbie
KOMMYHUKAIMU: TIeYaTh, paguo, TeJIeBUICHUE,
KWHO, 3BYKO- 1 Buaeo3anuch, INTERNET.




ABTOMaTH3aIMs JOKYMEHTAITMOHHON JeATEIbHOCTH
MporpaMMHbIe KOMIUIEKCHI: «Jlenoy, «3oimymika» u

APp.

3akoHo/AaTeNbHAs U |3aKOHO/AATENIbHOE PETYIMPOBAHUE HaIMCaHNe
HOPMAaTUBHO- nenonpousBoacTBa. HopmatuBuo-meroauueckoe  [pedepata (P)
METOJINYECKasi OCHOBA [pETYJIMPOBAHUE JEIONPOU3BOACTBA. JIoKabHbBIE
JICJIONIPOU3BOJICTBA  |[HOPMATHBHBIE IOKYMEHTHI OpraHU3alliH.
JIOKyMEHTBI: [TonsiTre 0 knaccuuKayy TOKyMEHTOB. odopmiieHHe
KJaccupuKanus, CooTHOIIEHHE BUI0BOM U TUIIOJIOTMYECKOU 3a/IaHHBIX
CTPYKTYpa, KJIaccu(UKauu JOKYMEHTOB. JIOKYMEHTOB
TpeOoBaHuUs K Buibl JOKyMEHTOB: OpraHU3alOHHEIE,
oopmienuto. pacropsauTenbHbIe, THPOPMALMOHHO-CITPABOYHEIE.

Tunonoruveckas knaccudukarms.

OO01as xapakTepuCTHKa CTPYKTYpbl. BHyTpeHHss 1

BHEILIHAS CTPYKTYpPa JOKYMEHTA.

PekBU3UTHI JOKyMEHTA: PEKBU3UTHI-OCHOBAHMUSI,

PEKBU3UTHI-MIPU3HAKH, PEKBU3UTHI 0POPMIICHUS

COBPEMEHHBIX YIPaBIEHYECKUX JIOKYMEHTOB.

YHuduKanus u craHaapTu3anus 10KyMEeHTOB.

®opmyisip. briaHku TOKYMEHTOB: BHIbI OJIAHKOB U

MOPSAIOK PACIONIOKEHUS PEKBU3UTOB B OJIaHKE

(YrJioBO€ M IIEHTPOBAHHOE), UCIIOJIb30BAHNE

O5aHKOB ¢ M300pakeHNEM TOCyJapCTBEHHOTO repba

U repba cyonbekTa deaepanuu.

TpeGoBaHus K COCTaBICHHUIO U O(OPMIICHHUIO

TOKyMeHTOB. ®opmaThl OyMa)KHBIX JOKYMEHTOB.

TpeboBaHMs K TEKCTY JOKYMEHTOB. TpeboBaHuUs K

M3TOTOBJICHUIO TOKYMEHTOB.
Odopmienue [ToHsATHE OpraHU3allMOHHAs, pacoOpAIUTeNbHas U |0dopMIIeHHE
OpraHU3aIOHHO- MH(OPMaLIMOHHO-CIIPABOYHAS TOKYMEHTAIU. 3a/laHHBIX
pacniopsauTensHoi n |OpraHu3alioHHble JOKyMeHTHI: [lonoxenue. JIOKYMEHTOB
MH(}OPMALIMOHHO- VYeras. UHCcTpyknus. KosiekTuBHBINA JOTOBOP U IP.
CIPaBOYHON PacniopsiauTenbHbIE TOKYMEHTHI: IIPUKa3s,
JIOKYMEHTAI1H. pacrnopsiKeHHe, peleHue.

HHpopMannoHHO-CIIpaBOYHas JOKYMEHTAIHS:

IIporokon. Axr. JloknaaHas 3anucka.

OO0mbsacHuTenbHas 3anucka. CrnpaBku. [InceMo.

TenerpamMma (tenetaiinorpamma). Tenexc.

Teneponorpamma. Tenedakc (paxc) u ap.
Odopmrenue KanpoBas nokymenTanus, JOKyMEHTUPOBAHHE odopmiieHne
JOKYMEHTAIUH 110 JBIKEHUS KaapoB. Pestome. 3asBinenue. AHKeTa.  [3aJaHHBIX
JINYHOMY COCTaBY. TpynoBoii koHTpakT. [Iprkas o JIOKYMEHTOB

npueme/yBosibHeHUH. TpynoBas kHuxkKa. JInanoe

neio. JIunesoit cuer.
Odopmienue TpeboBaHMs MEXITYHAPOJHBIX CTAHJIAPTOB K oopmienue
KOPPECHOHJIEHIIMU.  (0(OPMIIEHUIO KOPPECTIOHACHIIUH TI0 3a/laHHBIX
CTpyKTypa JEJOBbIX |BHEIIHEOKOHOMHYECKOH AearenbHocTU. CocTas JIOKYMEHTOB
MHCEM. PEKBU3UTOB MKMCbMa U TPEOOBAHUSA K UX

odopmieHnto. CTpyKTypa JIeTOBBIX MTHUCEM.
Ocob6enHocTr 0HOpPMIICHHS TETTOBOM
KOPPCCIIOHACHIINHA B AHITIOA3BIYHBIX CTpaHaX.
OdopmieHune KoppecroHACHITNN Ha HPaHITy3CKOM




a3bike. OdopmiieHue KOpPECIIOHACHIINY Ha
HeMeUKoM s3bike. CTpyKTypa hopMyisipa, cocTas
PEKBHU3UTOB.

7. |Odopmnenue JloroBop — ero Bupl, CTpYKTYypa, MOPSAI0K odopmiieHHe
JOTOBOPHOM o(opMIIeHHs U TOANUCAHUS CTOPOHAMH. 3alaHHBIX
JOKYMEHTAI1H. JJOKYMEHTOB

8. |Tumnossle u Tunossle GOpMBI JOKYMEHTOB, UCIIOJIb3YEMbIE B TectupoBanue
YHU(UIIUPOBAHHbBIE  |IeSATEIBHOCTH opranu3anuil. Yauduuuposanusie |(T)

(OpMBI JIOKYMEHTOB. |CUCTEMBI JOKYMEHTALUH. Y HU(pUKaLUs
JIOKYMEHTOB.

9. |Opranunzanus pabots! [ KoHpuIeHIMATbHOE 1EIONPOU3BOJCTBO 3alllUTa  |HAIMCAHUE
C KoHuIeHIaTbHON nHpopMmaru. [lonsTre pedepara (P)
KOH(HIEHIIMATbHBIMHU | KOH(UAECHINAIBHOE AEJIONPOU3BOICTBO IIPUEMBI,

JIOKYMEHTaMHU. METOBI 00paOOTKH TOKYMEHTOB.
HNudopmannoHHo-aHaNUTHUECKas paboTa. 3amura
MH(pOpMaLINH.
10.|®opmsl peructpauuu |[IonsTHe perucTpannu 10KyMeHTOB. DopMel oopmienue
JIOKYMEHTOB perucTpalnuy JOKyMEHTOB. ABTOMaTU3UPOBAHHbIE |)KYPHAJIOB
CUCTEMBI PErMCTPAllUU TOKYMEHTOB. pPETUCTPALINH,
11.|Opranuszamnus npuema |[[pyHIMIIBI ~ OpraHM3alUy  JUYHOTO  Ipuema [opopmieHue
rpax1aH rpaxiaH c o0palleHusIMHU. Peructpanus |3anaHHbIX
JOKYMEHTOB 110  INHUCBMEHHBIM  OOpAIEHUSIM [JOKYMEHTOB
rpaxnad.  OcCHOBHbIE  3aJaud  CIPaBOYHO-
MH(OPMaLMOHHOH CI1y>KObl OpraHu3aluu.

12.|ABromaruzanus ITonsiTe aBTOMAaTU3UPOBAHHBIX CUCTEM. PBIHOK BBITIOJIHEHHE

JIEJIONPOU3BOJICTBA  |aBTOMAaTU3UPOBAHHBIX CUCTEM JEJIONPON3BOCTBA. |3aJaHH Ha
CpaBHMTENbHBIN aHAIN3 OYMa)KHOTO U KOMIIBIOTEDE,
AJIEKTPOHHOT'O JOKYMEHTO000pOTA. pedepar

13.|TTopsinok nepenaun  |OCHOBHBIE NPU3HAKU TPYNIHUPOBKH TOKYMEHTOB B [0popMIIeHHE

JIe]l B apXUB nena. @opmMupoBaHue €. 3a/laHHBIX /1€ U
DKclepTH3a LIEHHOCTH JOKYMEHTOB. [loaroToBka |[IOKyMEHTOB,
UCIIOJTHEHHBIX ~ JOKYMEHTOB K  apXMBHOMY |TECTHPOBAHUE
xpanenuto. Ilepenaua nen B apxuB. [lomemenue |(T)
BEJJOMCTBEHHOT'O apxuBa OpraHM3aliH.
MatepuanbHO-TEXHUYECKAS 6a3a apXUBOB.
XpaHeHHe JOKYMEHTOB B 3JIEKTPOHHOU (opMe.

14.|9nexTpoHHOE [TonsiTHe «DNEKTPOHHOE IPABUTEIBCTBOY: €ET0 TECTUPOBAaHUE
MIPaBUTENHCTBO 3HaYeHHE, IPUHIMIIBI TOCTPOEHUS 1 BHEIPEHHUS. (T)

HNHTerpupoBaHHOE IEKTPOHHOE TPaBUTEILCTBO
Poccun. Opranuzanust MeKBEJOMCTBEHHOTO
AJIEKTPOHHOI'0 JIOKYMEHTO000pOTa MEXKIY
OpraHamu rocyJ1apCTBEHHOM BiIacTH Poccuiickoin
Denepanuu

2.3.4 IlpumepHasi TeMaTHKa KYPCOBBIX Pa0doT (IIPOEKTOB) — He MPeAyCMOTPeHa
2.4 TlepeyeHb y4eOHO-METOAMYECKOT0 oOecreyeHusi AJIsi CAMOCTOATEIbHON padoThI
o0yyaromuxcs Mo JMCHUIIHHE (MOYJII0)

[TepedyeHn yueOHO-METOIUIECKOTO 00ECTICUCHUS TUCITUTIITAHBI
Ne Bun CPC T10 BBIMOJIHEHUIO CAMOCTOSITETILHON paboThI
1 2 3




1 |[IpopaGoTka Meroauueckue ykKazaHUs MO OPraHU3aluud CaMOCTOSATEIbHOMN
TEOPETUYECKOIO paboOTBl CTYAEHTOB 1O HampapieHuto noaroroBku 38.03.04
Matepuaia (moaroroBka |['ocymapcTBeHHOE U MyHUIIUIIAIBHOE yIIpaBieHHue (IIPOTOKOI
K npooaemubM [(Ne 10 ot 10.04.2018 r.)

CEMHHAapam)

2 |llogrotoBka MeTtoauueckre ykazaHUS IO TIOATOTOBKE WHIAMBUAYAIbHBIX
WHIMBUTYQJIbHBIX 3aaHuii  (mpe3eHTanuii, cooOlleHuii, BeO-Kpyusza) 1O
3amannii  (Tpe3eHTanuil, | Hanpainerauto noarotroBku  38.03.04 T'ocymapcTBeHHOE U
COO0O0IIeHUTN) MYHUIUIIAJILHOE YIIpaBjieHue (IIPOTOKOI

Ne 10 or 10.04.2018 r.)

3 |[loaroroBka k|MeTonu4eckue yKa3aHHus IO TMOATOTOBKE K TECTHPOBAHHIO IO
TECTUPOBAHUIO o|y4yeOHOMY Marepuaiy Io HampaBieHuto noarotoBku 38.03.04
ydeOHOMY  Matepuany|['ocymapcTBEHHOE U MyHHUIUITATBHOE yIpaBiieHHe (IIPOTOKOI
IUCIHAIINHBI No 10 ot 10.04.2018 1.)

VY4ueOHO-MEeTOIMUECKHEe MaTepuanbl Ul CaMOCTOSTEIbHOM paboThl OO0yYaroOMMXCS U3
YHCJIa MHBAIK/IOB U JIMI] C OTPAaHUYEHHBIMHU BO3MOXKHOCTAMHU 3710poBbs (OB3) npenocrapistorcs
B (hopMax, aJaTUPOBAHHBIX K OTPAHUYEHUSIM UX 3/J0POBbS U BOCHIPUITHS HH(POpMALIUHU:

JUid nu1 ¢ HapyIIEHUSMU 3pEHUS:

— B I1€YaTHOW (hopMe YBEIMYCHHBIM HIPU(TOM,

— B (hopMe 3JIEKTPOHHOI 0 IOKYMEHTA,

JIist AL ¢ HapyIIeHUsIMU CIIyXa:

— B IIeYaTHOM opme,

— B (hopMe 2IIEKTPOHHOTO JOKYMEHTA.
JUist 11 ¢ HapyIeHUsIMU OTIOPHO-/IBUTATEIBHOTO anapaTra:

— B TIe4aTHOU opme,

— B (hpopMe 3IIEKTPOHHOTO IOKYMEHTA,
I[aHHBIfI MNEPCUCHb MOXKCT OBITH KOHKPCTU3HUPOBAH B 3aBUCHUMOCTU OT KOHTHHICHTA
oOyJaromuxcs.

3. O0pa3oBaTesbHbIEC TEXHOJIOTHH.

B npenoaBanuu Kypca UCTIOIB3YIOTCS COBPEMEHHBIE 00pa30BaTeIbHBIC TEXHOIOTHH:
- MYJIbTUMEIUNHHBIC JIEKIUH C SJIEMEHTaMHU JUCKYCCUU;

- UH(pOpMaLIMOHHO-KOMMYHHUKATUBHBIE TEXHOJIOTHH;

- HCCIeI0OBaTeNIbCKHE METO/IbI B O0yUEHUH;

- npo0seMHOe 00yUyeHue.

B y‘le6HOM mponecce UCIOJIb3YHOTCA AKTUBHBIC U MHTCPAKTHUBHBIC (I)OpMLI IMPOBCACHU A

3aHSTHUH.
KomnuecTBo yacoB
Ne HanmenoBanue pasnenos (Tem) Beero Hnrep.
qachbl
1 2 3 4
1 Brenenne B qucuumuinHy «OCHOBBI 5 5
JIEIIOTIPOU3BOJICTBA U JOKYMEHTOO0OPOTa»
2 3akoHO/AaTeNbHASI © HOPMAaTUBHO-METOINYECKast 2 2
OCHOBA JIEJIONPOU3BOJICTBA
3 JIoKyMeHTBI: KilaccupuKanus, CTpyKTypa, TpeOOBaHUS 5 4
K 0 OPMIICHHIO.
4 OdopmieHre opraHu3aluOHHO-PACTIOPSIUTEIHHON 1 6 2
nH()OPMAIMOHHO-CITPABOYHON JOKYMEHTAIIHH.
5 Odopmienne TOKyMEHTAIUH 110 JTUYHOMY COCTaBY 6 2




6 Odopmnenne koppecnonaeHnd. CTPyKTypa AeTOBBIX 5 4
MHCEM.

7 OdopmiieHre T0roBOPHOM TOKYMEHTAIIUH. 2 2

8 Tunossie 1 yauduuupoBaHubie GOPMbI JOKYMEHTOB. 4 2

9 Opranu3zanus paboTsl ¢ KOHQUASHIUATHHBIMU 4 2
JOKYMEHTaMu

10 |DopmMmbl perucTpamnu J0KyMEHTOB 4 2

11  |Opranuzauus npuema rpaxiaat 4 4

12 |ABTromaTuzamnus AeIONPOU3BOICTBA 4 2

13  ([lopsmok mepenadu Aei B apXUB 4 2

14 |DnexTpoHHOE NMPABUTEIHCTBO 4 4
Hmoeo no oucyuniune: 54 36

Ha srtame u3yueHus mnepBbIX ABYX pa3/eloB, KOTOpble HOCAT B OOJblLIEH CTeneHu
TEOPETUYECKUI XapaKTep HCIOJb3YIOTCS TPYNIOBbIE U CaMOCTOSITENbHbIE (DOpPMBI paloOTHI,
HAlpaBJICHHbIE HA OCMBICJIIEHHE CIIOXKHBIX HECTPYKTYPUPOBAaHHBIX Npo0jieM IpenMera
oOyueHus, (QopMHpOBaHHE COOCTBEHHOH apryMEHTHPOBAHHOW MO3UMIUM IO MPOOIEMHBIM
acrHeKTaM M3y4yaeMoM TeMbl. 3/1€Ch UCIIOJIB3YETCs TaKKE 00pa30BaTeIbHbIE TEXHOJIIOTUN KaK

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

0 JEKIHS C DJIEMEHTaMU JIUCKYCCUY;

[locnenyromue pasfgensl JUis pelieHHs] IMOCTAaBICHHBIX IeNiell B paMKax y4eOHOU
JUCLUIUIMHBI TPeOyIOT MCII0JIb30BaHMsI METOI0B OOy4YeHMs, HAalpaBJIEHHBIX Ha (OpMHUpPOBaHUE
YMEHUH U HaBBIKOB IOATOTOBKM JOKYMEHTOB pa3BIMYHBIX BMJOB. [l 3TOro BHEIPEHBI
clleiyIole 00pa3oBaTeNIbHbIC TEXHOJIOTUU:

1. [TpoBenenue mpobIEMHOrO ceMuHapa, B paMKax KOTOPOrO CTYAEHTBl pEIlaroT
JIBYCAMHYIO 3aJady: a) I[OJy4aroT 3HAaHUS MO OdYepenHOr TeMe Yy4eOHOro Mmomyins; ©O)
QIaNITUPYIOT UX K CTPYKTYPE YI€OHOH ITUCITUITITHEI.

2. AHauTHYECKUe TEXHOJIOTUU 3aKOHOAaTeNbCTBa 00 OCHOBAX JIEJIONPOU3BOJICTBA U
JIOKYMEHTO000pOTa U 3KCIEPTU3bl JOKYMEHTOB SIBIISIIOTCS, C OJIHON CTOPOHBI, YHUKaIbHBIMU
JUI TAaHHOTO y4eOHOro Kypca MHTEPaKTUBHBIMU OOpa30BaTEIbHBIMU TE€XHOJIOTHUSIMH, B OCHOBE
KOTOPBIX JIEKUT METOJ| aHaju3a JIOKYMEHTOB; C JPYroi, COCTaBHOM YacThlO MPAKTUYECKOH
JeSITEIbBHOCTH, CBSI3aHHOM C JMAarHOCTHUKOM JOKYMEHTOB, OOECIEUMBAIOIINX YIPABICHUECKYIO
JeSITeIbHOCTh. B Kypce HCIoNb3yOTCS MHANBHU Y IbHbIE TMCEMEHHbIE 3a/JaHMs.

3. Pa3paboTrka u mnpe3eHTanus KOJUIEKTUBHBIX HMH()OPMAIIMOHHO-AaHATUTHYECKUX
NpoeKkToB ««Mojenu peanuszaluu JEJIONPOU3BOACTBA U JOKYMEHTOOOOPOTa»  IMO3BOJISIOT
CTPYKTYPUPOBATh HWHAMBUIYAIbHYIO JAEATENBHOCTh 10 MHCbMEHHBIM 3aJaHusM. OCHOBHBIE
3a/la4M MPEe3eHTAlUU Kak yueOHOU (popMbl CBOIATCA K (POPMHUPOBAHUIO MPAKTUUECKUX YMEHUMN
KOHIIEHTPUPOBAHHOTO M3JI0KEHUS M IPE3eHTAllMM BH3YaJlbHBIX MaTepuanoB B Qopmare
«PowerPoint» pe3ynpTaToB, MoJIyueHHBIX B X0OJI€ aHATUTHYECKONU PaOOTHI.

4. WunuBuayanbHble W TPYNIOBBIE  KOHCYNbTalMW.  VIHAWBHIyalbHBIC
KOHCYJIbTAIlMM MIPOBOJATCS Pa3 B HENENIO MOcie YUeOHbBIX 3aHATHH MOCPEICTBOM MPEIMETHOIO
quanora  mpemojaBaTesis ¢ OOydamomMMCS [0 pa3jiMyHBIM  COJAEp)KATEIbHBIM U
OpPraHU3allMOHHBIM BOINpOcaM Yy4eOHOro MoAyis. ['pynmnoBble KOHCYJIBTALMU T103BOJISIOT
IPEenoJIaBaTe0 ONTUMHU3UPOBATh KOMAaHIAHYIO pabOTy CTYAEHTOB MO PA3JIMYHBIM MPOEKTHBIM
dbopmam y4eOHOU IeATeTLHOCTH.

JUis a1l ¢ OrpaHHMYEHHBIMH BO3MOXKHOCTSIMU 3/I0pOBBSI IIPEIYCMOTPEHA OpraHHU3alus
KOHCYJIbTAIMI ¢ NCMOJIb30BAHUEM AJIEKTPOHHOM TOYTHI.

4. OueHo4YHbIe CpeAcTBA JJISl TeKYLIero KOHTPOJIsl yCIeBaeMOCTH U MPOMeKYTOYHOI
aTTecTalMu.
4.1 OueHoYHbIEe MAaTEPHAJIBI VI TEKYILIEro KOHTPOJIsSl YCIIeBAeMOCTH
4.1.1. Bonpochl I JMCKYCCHMH B PaMKAaX JIEKIHMOHHBIX 3aHATHH W NPOOIeMHBIX
CeMUHApPOB.
JIMCKyCcCHOHHBIE BONpPOCHI MO0 TeMe «JlokyMeHTBI: KJiaccupukanms, CTPYKTypa,



TpeOoBaHus K 0(pOPMIICHHIO»

1. Ilonstne o knaccudukamuu MOKyMEHTOB. COOTHOIIICHHE BUOBOW W THITOJOTHYECKON
KJIaccu(pUKaUN JOKYMEHTOB.

2. Bungel JOKYMEHTOB: OpraHu3allMOHHBIC, PaCHOPSAUTENbHbIE, WH(GOPMAIMOHHO-
crpaBoyHble. TUNIOJIOTHYECKas KJIACCH(HUKAIIHS.

3. bnaHku AOKYMEHTOB: BHJIbI OJaHKOB U IMOPSAIOK PACHOJIOKEHHS PEKBU3UTOB B OJlaHKE
(YrimoBoe U IEHTPOBAHHOE), UCIIOIh30BaHUE OJAHKOB C H300pakeHHUEM TOCYapCTBEHHOTO Tepoa
U repOa cyobekTa deaepanum.

4. TpeboBaHUS K COCTAaBICHHIO M O(GOPMIICHHIO JOKyMEHTOB. MDopMaThl OyMaskKHBIX
JIOKYMEHTOB.

5. TpeboBaHMsI K TEKCTY JOKYMEHTOB.

Ilepeuens yacmu Komnemenyuu, NPOBEPAEMbIX OYEHOUHBIM CPEOCHBOM.

[IK-15 ymeHumeM BEeCTH JACIOMPOM3BOJACTBO U  JOKYMEHTOOOOPOT B  OpraHax
rocynapcTBeHHoW Biactu Poccuiickoit ®epepanuu, opraHax TrocyAapCTBEHHOW BIIACcTH
cyobekToB Poccuiickoit denepanyn, opraHax MECTHOTO CaMOYIIPaBIICHH, TOCYJapCTBEHHBIX U
MYHUIIMIMIATBHBIX MPEANPUATHAX U YUPEKICHHUIX, HAYYHBIX U 00pa30BaTeNIbHbIX OpPraHU3alNsIX,
NOJUTUYECKUX TAPTHAX, OOMIECTBEHHO-TIOJUTUYECKUX, KOMMEPYECKHX M HEKOMMEPUYECKHX
OpraHu3aIUsIX

Kpumepuu oyenxu:

«YIOBIIETBOPUTEIBHOY» - CTYJAEHT UMeEET (hparMeHTapHbIC MPEICTABICHHS O COJACPKAHUU
3asBJICHHOH TEMBI MPOOJIEMHOTO CEMHHapa, YaCTHYHO OCBOMII IOHSITHUHHO-KATEropHUalbHbIN
anmnapar;

«XOpOIIO» - CTYACHT JEMOHCTPUPYET OOIIMEe 3HAHUS 110 3asiBICHHON TeMe MPOOIEMHOTO
CEMHUHAapa, yMeeT YCTaHABIMBATh CBSA3H MEXKIY TEOPETUYECKUMU MOHITHIMH U SIMIHUPUYECKUMU
dakramu;

COTIIMYHO» - CTYJEHT JIEMOHCTPUPYET CHUCTEMHbIE 3HAHHMS IO 3asBICHHOH Teme
npoOJEMHOTO CeMUHapa, YMEET yCTaHABIMBATh CBS3H MEXKIy TEOPETUYCCKHMMH TOHSATHSAMH U
IMIUPHUECKUMH (PakTaMu, popMyTupyeT aHATUTHUECKUE 0000IEHNS U BBIBOJIBI.

4.1.2. UnauBuayaibHOe NMHUCbMEHHOE 3ajJaHHMe, HAaNpaBJjeHHoe Ha (opmupoBaHue
HABBIKOB MOATOTOBKY HH(OPMAMOHHBIX 0030POB.
«TexHonorust noAroToBKH MHGOPMAIHOHHOTO 0030pa 1O MPoOdIeMaATHKEY.

OcHoBaHus Bunast 0630poB
JeJICHUS

DyHKIUOHAIBHOE
Ha3HadeHue (peaMeT
aHajImn3a)

XapakTtep paccMaTpUBaEMbIX
BOIIPOCOB

LleneBoe Ha3HAUYCHUE

[ToTpeburensckoe




Ha3HAa4YCHUC

Ilepeuens yacmu KomnemenHyuu, NPOBePAEMbIX OYEHOUHbIM CPEOCNEOM:

I[IK-15 — yMeHueM BeCTH JCJONPOM3BOJACTBO M JOKYMEHTOOOOPOT B oOpraHax
rocygapctBeHHoil Biactu Poccuiickoin @exnepauuu, opraHax TOCyAapCTBEHHOM BIIACTH
cyobekToB Poccuiickoit denepanyn, opraHax MECTHOTO CaMOYIIPABJICHUS, TOCYIapCTBEHHBIX U
MYHUIIMIMIATBHBIX MPEANPUATHAX U YUPESKICHHUIX, HAYYHBIX U 00pa30BaTeNIbHbIX OpPraHU3alNsIX,
MOJIMTUYECKUX TAPTUSX, OOIIECTBEHHO-TIOJIMTUICCKUX, KOMMEPUECKHX M HEKOMMEPYECKHX
OpraHu3aIusIX

Kpumepuu oyenxu:

«YIOBIIETBOPUTENIBHOY» - CTYJEHT UMeeT (hparMeHTapHbIE MPEICTABICHHS O COJAEPKAHUU
TEXHOJIOTHH MOATOTOBKH MH(MOPMAIIMOHHBIX 0030pOB;

«XOpOIO» -  CTYOEHT HMeeT OO0IIHMe TMPEeACTaBIEHUS O COJEPKaHWU TEXHOIOTUU
MOATOTOBKU MH(GOPMAIIMOHHBIX 0030pOB, OCBOWJI MOHATUHHO-KaTerOpyuaIbHbIi amnmapar, yMeeT
YCTaHaBIMBATh CBSA3H MEKIY COCTABHBIMH YaCTIMHU MHGOPMAITMOHHOTO 0030pa;

«OTJIMYHO» - CTYIAEHT UMEET CHUCTEMHBIE NPEACTABICHHS O COAECPKAHUU TEXHOJOTHH
MOJATOTOBKYA MH(POPMAIIMOHHBIX 0030pOB, OCBOWJI MOHITUHHO-KATErOpUaIbHBIN anmapar, yMeer
YCTaHABIUBATh CBSI3M MEXIY COCTABHBIMU YaCTAMH WH(MOpMaAIMoHHOTO 0030pa, GpopMynupyer
AHATUTUYECKUE 00OOIICHUS U BBIBOJIBI.

4.1.3. lloaroroBka coo01IeHNI U TpPe3eHTAlNi N0 Y4eOHOH AUCHUILINHE

Cooouwgenue «ONEKTPOHHOE IPABUTEIBCTBO». €r0 3HAYEHUE, NPHUHLMIIBI ITOCTPOCHUS U
BHeJpeHusa. VIHTerpupoBaHHOE 3JEKTPOHHOE MpaBUTENbCTBO Poccun.  Opranuzanus
MEKBEJIOMCTBEHHOTO 3JIEKTPOHHOTO JIOKYMEHTOOOOpOTa MEXAY OpraHaMH TroCyJapCTBEHHOMN
Bnactu Poccuiickoit ®Dexepanum» JOHDKHO COJAEPKATh AaHAIM3 TPAKTHKA PabOTBI ¢
JIOKYMEHTaMH, OITMCAHUE UX CTPYKTYPHBIX U (DYHKIIMOHAJIBHBIX OCOOCHHOCTEH, a TaK)Ke OLEHKY
ux 3 pexTUBHOCTH.

Anroputm paboThI:

1. [Touck nutepatypbl U aHaJIU3 JIUTEPATYPbl 1 HICTOYHUKOB I10 IaHHOM Mpodieme.

2. IloaroroBka cooOIIEeHHUs B MUCbMEHHOM BHJIE WM MpE3eHTaluu pedepara B TBOPUECKON
(MpolyKTUBHOM) mepepabOTKe, I/€ TJIaBHOE BHUMaHUE YJENseTcs HOBH3HE COJEep)KaHus,
AQHAJIN3Y €ro COLMAIBHON LIEHHOCTH C YYETOM YK€ MMEIOIIUXCS JOCTH)KEHHUH B ONPENEICHHON
001acTH 3HAHUH.

Ilepeuenv yacmu KomMnemeHyuu, nPoOGePeMblX OYEHOUHbIM CPEOCHIBOM:

OIIK-4 — cnocoOHOCTBIO OCYIIECTBIIATH JIEJIOBOE OOIIEHNE W MYyOJWYHBIC BBICTYILUICHUS,
BECTH IIEPETOBOPBI, COBEIAHUS, OCYILECTBJIATh [JEJIOBYIO IEPENUCKY U TMOAAECPKUBATh
JJIEKTPOHHBIE KOMMYHHUKALIUH.

[TIK-8 — criocoOHOCThIO MPUMEHATH UHPOPMALMOHHO-KOMMYHUKAITMOHHBIE TEXHOJIOTHH B



npodeCCHOHATILHOM ESTENFHOCTH ¢ BUACHUEM UX B3aMMOCBSI3€H U MEPCIIEKTUB MCIIOIb30BaAHMS

Kpumepuu oyenxu pedhepama:

«YJIOBJIETBOPUTEIHHO» - COOOIICHHE MTPECTABISAET COOO0M M3II0KEHNE PE3YTbTATOB UYKUX
UCClIeIoBaHUN 6e3 caMOCTOSITeNbHOI 00pabOTKH HCTOYHUKOB;

«XOpOILIO» - COOOIIEHUE MPEJICTABISIET COO0M CaMOCTOSITENbHBIN aHAIN3 PAa3HOOOPa3HbIX
HAy4YHBIX MCCICNOBAHUN WM OMIUPHUYECKUX [JAHHBIX, OJHAKO HE B IIOJHOW MEpEe OTpaKkaeT
TpeGoBaHus, cHOPMyTUPOBAHHEIE K €TI0 U COACPIKAHUIO.

«OTJIMYHOY - B COOOILIEHNHU OTPAXKAKTCS TaKMe TPeOOBAaHUS KaK aKTyaJbHOCTb COJIEp KaHus,
BBICOKMH TEOPETUYECKHI YpOBEHb, TIIyOMHA M TOJHOTAa (PAKTOPOB, SIBICHHUU, HpOOIEM,
OTHOCSIMXCA K TeMme, HH()OpPMAalMOHHAs HACBIIEHHOCTb, HOBHU3HA, OPUTMHAJIBHOCTh
U3JI0KEHHUS MaTrepuaina; CTPYKTYpHas OpraHM30BaHHOCTb, OOOCHOBAHHOCTh MPEUIOKEHUS U
BBIBOJIOB, C/I€JIaHHBIX B COOOLICHUH/ ITPE3CHTALIUY.

4.1.4 IlpumepHbIe HHAUBUAYATbHbIE 32JaHUS

Cocmasumv u ogopmums npuxkazpl nO OCHOGHOUW OeamenbHOCmMU, U Opyue
pacnopaoumenvHvlie 0OKyMeHmbl, HEOOX00UMble 8 OAHHBIX YNPAGIEHYECKUX CUMYAUUAX:

Curyanus 1.

A .H.lIunos, npencenarens PoccuiCKOro areHTCTBa MEXAYHAapOJHOIO COTPYIHHUYECTBA U
pa3BuTHs (rocynapctBeHHast opraHuzanus npu llpaButensctBe P®), 24 ¢deBpans Texkymiero
roja IOPY4YMJ CTPYKTYPHBIM IIOJPA3ACICHUSAM arcHTCTBA COBMECTHO C IIPEIACTABUTEISAMU
['ockomumymectBa Poccun k 10 ampenss MOArOTOBUTH MPOEKT IMPOrpaMMbl IPUBIICYEHUS
MHOCTPaHHBIX MHBECTHLHMNA K IPOLECCY AKIMOHUPOBAHUS TIOCYJAPCTBEHHBIX IPEIIPUATHH.
[Topyuenue ObulO naHO BO HcrosiHeHUEe nocraHosieHus IlpaBurenscrBa P® ot 24 ¢deppans
Tekymero roga Ne 246 I'maBHOMY YIpaBICHHIO OTpPACIEBBIX WHBECTHLIMOHHBIX IIPOTPAMM,
['maBHOMY JOrOBOPHO-IIPAaBOBOMY YIIPaBJICHHWIO M [J1aBHOMYy YIIpaBJIEHHIO CTpaTeruud U
WHBECTUPOBAHUS.

[Ipoekt mpuka3za npezcenaTens areHTCTBa ObUT 3aBU3UPOBAH €ro MEPBBIM 3aMECTUTENIEM
J.H.®enoposeIM 1 HadyaabHUKOM [ JIaBHOTO JOTOBOPHO-IIPaBOBOrO ynpasieHus 1.B.MnpuHbIM.
KonTposns 3a ucnonnenueM npukasza o0bu1 BosnosxeH Ha [[.H.denopoga.

Curyauus 2.

JIMpeKTOp PEMOHTHO-IKCIITYyaTallMOHHOTO MyHUIIMNIAIbHOTO yrnpasieHus Ne 15 3oros N.T.
5 oKTA0ps TEKyIIero roja u3jai Npuka3 o MOJAroTOBKE K YOOpPKE TEppUTOPUI B 3UMHHI IIepro
Tekymero roxaa. [naBublii uHxeHep Hukomae B.B. k 15 okt0ps momkeH mnpoBecTd
3aKperyieHue yOupaembIX TEPPUTOPUH 3a TEXHUKAMH-CMOTPUTENSIMU U IBOPHUKAMH, COCTaBUTh
rpaduK JBYXCMEHHOU paboThl MO YOOpKe TPOTYyapoB U JABOPOBBIX TEPPUTOPHI, pazpaboTaTh U
coriacoBaTh B IpedeKkType OKpyra IulaH yOOpKHM TEppUTOpPHIl C NpPUBICYEHHUEM JIIOJEH U
TEXHUKHU BEJIOMCTBEHHBIX NPEANPUATHN, PACIIOIOKEHHBIX HA TEPPUTOPUH OKpYTa.

[Ipuka3 u3gan Ha ocHoBaHMM mocTaHoBieHUs [IpaButenbctBa MOCKBBI OT 8 CEHTAOpA
tekymero roga Ne 908 «O roToBHOCTH CIIyX0 TOpOJCKOTO X03siiicTBa K YOOpKE TEppUTOpUIA
r.MOCKBBI B 3UMHHUIA IEPHOIY.

Curyanus 3.

OTnenom opraHu3aliMOHHON M KaJApoBO#M paboThl YnpasieHus MuHucTepcTBa 1ocTuuu PO
no PecriyOnmnke Kapenusi B KoHIle KaJleHIapHOTO rojia Obula cocTaBlieHa HOMEHKJIAaTypa Jiesl Ha
CIIEAYIOIMNA KaJeHJapHbId roa. 27 nexabps TEeKyIIero roja HavyaJbHUKOM YTpPaBJICHUS
T.IL.UrnateeBoil OBbLT M37aH U MOANHUCAH MpHKa3 00 YTBEPXKIACHWU W BBEJICHUM B JIEHWCTBUE
HOMEHKJIATypbl JAel ¢ 1 sAHBapsd cHeAyolero roja. PyKOBOIUTENSM CTPYKTYpPHBIX
noJipa3/iesieHui MPUKa30M MPeANUChIBAIOCH (POPMHUPOBAHHE, UCIIOIb30BAaHNE U XpaHEHHUE JEN B
COOTBETCTBUH C pa3pabOoTaHHOW HOMEHKJIATypoii fien. KOHTposb 3a MCHIONHEHUEM MpHKa3a ObuI
BO3JIOKCH Ha HavaJbHUKA OTJENIa OPTaHU3AIMOHHON U KaJApoBO# paboTel XroHHWHEHA A.B.



Curyanus 4.

PykoBoautenem Komurera mo 3eMeNbHBIM pecypcaMm U 3eMIIEYCTpOMCTBY dDenepanbHOU
ciyx0bl 3emenbHOro Kamactpa Poccum  A.T.KongpamoBeiM 1 HOsOps Tekymiero roga Obul
U3JIaH MPUKa3 O BBEACHUM YHHUPHUIMPOBAHHBIX (POPM MEPBUYHON YUETHOW JOKYMEHTALMH IO
yuery kaapoB. Ilpuka3 m3naBajncsi B COOTBETCTBUM C IIOCTAHOBJIEHHEM ['OCyIapCTBEHHOIO
komuteTa 1o cratuctuke oT 06.04.2001 Ne 26 «O06 yrBepkaeHUH YHUDHUIIMPOBAHHBIX (GopM
NEPBUYHON YYETHOH OKYMEHTALMU IO YYeTy TpyJa M €ro OIUIaThb» U C LIEJbI0 CO3AAHUS B
Komurere enuuoi cuctemsl KaapoBoil nokymeHTauuu. [Iprka3zom BBOAWIWCH B JiecTBUE C |
HOAOpS TEKyIIero roja Bce YyHUGUIUpPOBaHHbIE (GopMbl, Bomeamue B Ainboom YOI,
YTBEPKJACHHBIN BBIILICYKa3aHHBIM TIOCTAHOBICHUEM.

IIpoekt npukasa 3aBU3MPOBAIU IOPUCKOHCYNBT TunieHko M.A., HHCIEKTOp OTAeNa KaJlpoB
Kykosa T.II.

Ilepeuens yacmu Komnemenyuu, NPOGEPAEMbIX OYEHOUHBIM CPEOCNEOM:

[IK-15 - VYmenue BecTH JAENONPOM3BOACTBO M JOKYMEHTOOOOPOT B  OpraHax
rocygapctBeHHol Biacth  Poccuiickor @epepanuu, oOpraHax TIOCYJapCTBEHHOM BIIACTH
cyonexToB Poccuiickoit denepannu, opraHax MECTHOTO CaMOYIPAaBIEHUS, TOCYAAPCTBEHHBIX U
MYHULIMNIAJIBHBIX NPEANPUATHAX U YUPEKICHHUIX, HAYYHbIX U 00pa30BaTeNIbHbIX OpPraHU3alUsX,
MOJIMTUYECKUX MapTUAX, OOIIECTBEHHO-TIOJIUTUYECKUX, KOMMEPUECKUX M HEKOMMEPYECKHX
OpraHu3aIusIX

Cocmagumv u ogopmums  cayxyceOHble nuUcbMA, HeOOXOO0UMble 6  OAHHBIX
YAPAGNEHUECKUX CUMYAUUAX:

Curyanus 1.

JlenapraMeHT NOANEPKKM M Pa3BUTHSA MaJOro MpEeANpHUHUMATENbCTBA  IHCbMOM 3a
HNOJNKMCHIO 3aM.IUpeKTopa jaenaprameHTa CepukoBa A.B. yBenomMui pykoBOJCTBO JETCKOTO
caga Ne 1586 0 ToMm, 4TO B CBSI3M C Pa3BUTHEM MPEINPUHUMATEIHCTBA 3aHUE JETCKOTO caja
JOJKHO OBITH TIepeIaHo AJI TEXHUYECKUX HYXK] JernapTaMeHTa.

Ucnonaurtenem BacunbeBoit mo mopydeHUio aupekropa jaerckoro cama Ne 1586 HOro-
3amaJHOTO OKPYKHOTO YHpaBieHHs 00pa30BaHUs I.MOCKBBI, PACHOJOXKEHHOTO Ha MPOCIEKTE
MuuypusHckoMm, 1oM 22 1.MOCKBBI, OBIJIO COCTaBJIEHO MUCHBMO, aIpECOBAHHOE OTIENY IHCEM
Mbspun MockBsl 1o agpecy: r.MockBa, yn.TBepckas, 13, B KOTOpOM JUPEKTOp AETCKOro cana Ne
1586 O.A.AGpamoBa mpocuia pa3o0paTbCcsi B JaHHOM BOMPOCE, MOTHUBUPYS TEM, UYTO B
Ha3BaHHOM palOHE JETCKUX CaJloB OCTAJIOCh Majo M He BCE JIETH MOTYT IOCeUaTh JETCKUe
JOMIKOJIBHBIC YUPCIKACHUA. ITuceMo OBLIO OTBETOM Ha HOJ'Iy‘IGHHI)II\/II JOKYMCHT OT I[enapTaMeHT.

Curyauus 2.

MOCKOBCKUH paguOTEXHUYECKUH KOJIEIK UMEeHHM akagemuka A. A. Pacmieruna
MunncrepctBa obpazoBanusi PO (Mocksa, yn. b.JlekaOpbckas, 5, 124000, Ten.: 252-11-84,
dakc: 253-32-36) pazocnan WHGPOPMALMOHHBIE MUChbMA JUPEKTOpaM IIKOJI  Topoja C
cooOmieHreM 00 OTKPHITHM B HOBOM Yy4eOHOM TOmy JBYX (DaKyIbTeTOB: COBpPEMEHHBIE
UH(OPMALIMOHHbIE TEXHOJIOTMU M IOpUIMYecKuid. B muceme cooOmianoch Takke O TOM, YTO
npaBWIa IpUeMa Ha yKa3aHHbIE (haKyapTeTsl oOmue. [InchMo OBUTIO COCTABICHO MCIIOIHHUTENEM
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, OI'PH 1234567890098, MHH/KIIIT 09876543321/123456789) B.A.Komaposa 0bu10
cocraBieHo nucbMo B aapec OOO «Jlemo», TexHW4YeckoMy aupekTopy A.M.MsrkoBy o0
OTIIpaBKE JOKyMEHTaluu cieayrouiero conepxkanus: «Hampaeinsem HeoOxoaumMele Bawm
JNOKYMEHTBI, —cojepkame HHGPOpMAMI0O O IeHe KOMIUIEKTa HAyYHO-TEXHUYECKOU



JOKYMEHTAllMM  Ha XOJOAMJIbHOE obOopynoBanue. Ilpennmaraem BbICIATh TEXHUYECKYIO
JOKYMEHTAILlMI0 Ha 3apyOeXHbIE aHAJOIM XOJOIWJIBHOrO obopyaoBaHus. I[lpu npunsTHH
MOJIOKHUTEIPHOTO  peIIeHHs O  3aKylnke oOopyaoBaHusi mpocuM Bac  HampaBuTh
COOTBETCTBYIOLIEE MUCBMO pyKoBoauTento oraena cobita HaymoBy C.IL». JlaHHBIM MuCbMOM
COMPOBOXKAANACH crienuduKaius Ha 28 1. B 1 3K3.

Ilepeuensv yacmu komnemeHyuu, NPOBEPSEMbIX OYEHOUHBIM CPEOCNBOM:

[1IK — 8 — cmocoGHOCTBIO MPUMEHATH UHPOPMALMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH
B Npo(pecCHOHANBHONW JAEATENbHOCTH C BUACHHEM UX B3aUMOCBS3€ll M IEPCIEKTUB
UCTIOJIb30BaHUS

[IK-15 — VYmeHue BecTu JEIONPOU3BOACTBO M JIOKyMEHTOOOOPOT B OpraHax
rocygapcrBeHHo Biacth Pocculiicko @epepauuu, opraHax TIOCYZapCTBEHHOM BIIACTH
cyobekToB Poccuiickoit denepanyy, opraHax MECTHOTO CaMOYIIPaBJIEHUs], FOCYAapCTBEHHBIX U
MYHUIIUTATBHBIX TPEANPHUATUAX U YUPEKICHUSIX, HAYUHBIX U 00pa30BaTEeIbHBIX OPTaHU3aAIMIX,
HOJUTUYECKUX MapTHUSX, OOIIECTBEHHO-TIOJIUTUYECKUX, KOMMEpPYECKHX U HEKOMMEpPUYECKUX
OpraHu3aIUsX.

Cocmagums u ogopmums O00K1aOHbBIE, U O00BACHUmMENbHBIE 3ANUCKU, HEODX00UMblE 6
Ce0YIouUX YRPAGIEHYeCKUX CUMYAUUAX:

Curyanus 1.

3aMmectuTenb HavadbHUKa [Ipon3BoacTBEHHOTO 00benuHEeHHs «MOCKOBCKas TOpOICKas
teneponnas cetb» (MI'TC) Munucrepctsa cBsisu PO M.U.Jly6oB oOpaTiiicsi K Ha4aJbHHUKY
CIEIMAIbHOTO yIpaBieHusl TenedOHHONW CBA3M Toro ke MmuHuctepctBa I'.C.AKCEHOBY cC
JIOKJIQ/THOM 3aIMCKON O BBIZICTICHUH TPSIMBIX IPOBOJIOB M Ha3HAYCHUU TeJIe()OHHBIX HOMEPOB Ha
JOTOBOpHOM ocHoBe. B mokmagnoit 3amucke M.M.JIy6oB cooOmiam o TOM, 4TO B CEHTSOpe
tekymero roga oobenuHeHueM (MI'TC) Obut TOATOTOBJICHBI M COTJIAacOBaHBI C [J1aBHBIM
MIAaHOBO-(DMHAHCOBLIM ~ ymipaBieHrneM MuHucTepcTBa cBsi3u P® [0roBopel ¢ HOBBIMHU
aboHeHTamHU. J[71s1 BKIIFOUEHUS yKa3aHHBIX a0OHEHTOB B ceTh nepenayu AaHHbix «MHboTtem» ¢ 1
JeKadps TEKYIIEero rojia He0OX0IMMO BBIJENIEHUE MPSIMBIX MPOBOJOB. B cBs3u ¢ aTum r-H J[yooB
BBIJIBUHYJI MIPE/IJIOKEHUE O BBIJICJICHUH MPSMBIX MPOBOJOB M HA3HAUYCHUU TeJIe(OHHBIX HOMEPOB
Ha JIOTOBOPHOM OCHOBE yKa3aHHBIM aboHeHTaMm. JlokjanHas 3amucka OblIa COCTaBlieHa
ucniotauTesieM OpnoBoit u noanucana M. M. Jly6oBbiM 12 HOSIOPsT TEKyIIETO roja.

Curyauus 2.

Kypeep 3AO0 «®apma» C.C.CoMOB peryssipHO omas3jabiBajl Ha paboTy, YeM Hapyuaia
TPYAOBYIO TUCHUIUIMHY. 3aBeaytoas kanuenspueil 1.B.1llymMmunnna HeogqHOKpaTHO Jenana eMy
3aMevaHusi (B ycTHO#l ¢opme), a 12 HIOHS TeKyllero roja ObUIa BBIHYXKAEHA OOpaTUTHCS C
JTaHHBIM BompocoM Kk ['eHepanbHOMy nupektopy A.B.CenoBy C AOKIagHON 3amMCKOM, B
KOTOpOM Ipocuia NpUHATh Mephl JuciuiuinHapHoro xapakrepa k C.C.ComoBy.

Curyanus 3.

PykoBoautens otaena HoBbiX mnpoekToB O.B.TokapeBa obOpatunach k I'eHepanHomy
mupektopy OOO «Mactep» r-uy A.Jl.MeBrneBy ¢ NOKJIaaHON 3amuCKOM O HEOOXOAMMOCTH
YBEJIMYEHUS IITAaTHOM YMCIeHHOCTH oTAena. B moknannoii 3anucke O.B.Tokapesa cooOmiana o
TOM, 4YTO B HACTOSIIEE BpeMs JJIsi YCHEIIHON paboThl areHTCTBa HEOOXOJUMO yBETUUYEeHHE 0a3bl
JAHHBIX O TOTEHUIMAIbHBIX KiMeHTax. [lo ee MHEHUIO, OAHUM M3 HamboJiee peaslbHBIX MYTei
paciupenusi 0a3bl JaHHBIX SBJSETCS MOCTOSHHBIA aHAU3 CPEJCTB MaccoBOW MHGpOpMaIuH, B
4aCcTHOCTH Tpecchl (MH(opMarus o Hanbosee KPyMHBIX KIMEHTaX areHTCTBA ObLIa MojlyuyeHa U3
AHAJTUTUYECKOTO JXypHaAJIa «KCIepT»). B CBsI3M ¢ TeM, 4TO OTAEN B €ro HACTOsIIEeM cocTaBe (5
COTPY/AHUKOB) HE MMEET BO3MOXHOCTH OpPraHHM30BaTh IMOJAPOOHOE M3YUYECHHE AHATMTUYECKHUX



m3nanuid, O.B.TokapeBa cuuTaer 1enecOOOpa3HbIM BBECTH B IITAT OTAENA JBE JOKHOCTH
MEHEKEPOB ISl U3YyYEHUS M aHAJIN3a IPECCHI C LEIbI0 BBIABICHUS MOTCHIIMAIBHBIX KIHEHTOB,
a TaKkKe TOATOTOBKM ONEpaTWBHOW WH(popMamuu o mnoyokeHnn Ha pbiHke CMU B (dopme
€XKCHEJENbHbIX 0T4EeTOB. B noknanHon 3anucke TokapeBa mpeyiokuwia Ha 3TH JOJDKHOCTH
no00paTh COTPYAHUKOB U3 YHUCIA CTYJCHTOB 4-5 KypcoB (hakynbTeTa *KypHamuctuka MI'Y win
LIKOJIbI PEKJIAMBI.

Curyanus 4.

B VBaHOBCKOW 00JIaCTH CIIOKHJIOCH KpallHE HaIpsHKEHHOE TIOJIOKCHHE C TOPTOBIIEH
MIPOMBINIJICHHBIMU TOBapaMH H, B YaCTHOCTH, MEOEIIBIO.

B 12 u3 15 paiioHOB TOpromisi MeOenbl0 BEIETCS B HEMPHUCIIOCOOJICHHBIX ITOMEIICHUSX,
JUIICHHBIX HE00X0IMMOT0 000PYAOBaHNUS, HE HMEIOIIUX HOPMAIIbHBIX MOABE3IHBIX TyTEH.

Jis pazpenieHuss JaHHOM TPOOJIeMbl K PYKOBOJUTENIO aaMUHUCTpanuu BaHOBCKOI
obnactu II. W. IlonexaeBy oOparuics HadaJbHUK YIpPaBJIE€HUS TOPrOBIM AJIMUHUCTPALUU
NBanosckoit obmactu K. JI. TapacoB. B moknagHO# 3ammcKke B CBS3M C HEOOXOIUMOCTHIO
CO3JIaHUsl YCIIOBUM, OTBEUAIOIIUX TPEeOOBAaHUSAM OpraHU3AMH TOProBiu Mebenbio, Tapacos
NpPOCWJI JaTh YKa3aHUsl PYKOBOJUTENSAM aJIMHUHHUCTPALMA COOTBETCTBYIOLIUX pPAlOHOB O
MIPEAOCTABICHUH JIJIs1 TOPTOBIIA MEOEbIO MOMEIIEHUHN, OTBEYAIOIINX YCTAHOBJICHHBIM HOPMaM.

Cocmasums u oghopmums npomokonvl, HeOOX00UMble 6 CAEOYIOULUX YNPAGIEHUECKUX
cumyauuu:

Curyanus 1.

Hupexuus OO0 «Actpest» (Cankrt-IletrepOypr) 12.08.200  r. mpoBesio cBOe ouepeaHoe
3acefanue, Ha kotopoMm mnpucyrcrBoBain Bocrpsko C.T., Crymues IL.JI., Jlebener U.M.,
Amnronos I[1JI., lllentynosa B.I'., Tumodeen A.A., Ctynosa M.N.

Ha 3acenanum oOcy»xaanock ABa BOmIpoca: 0 XoJe pekinaMHoi kammanuu B LI kBaprtane
200 r. u 0 mepexoje Ha HOBYIO CUCTEMY BBHITUIATHI IPEMHUATBHBIX.

ITo mepBomy Bompocy ciymiany cooOlleHne HadalbHUKa oTaena pekinamel Boctpsikoa C.T.,
TEKCT COOOIICHHUSI KOTOporo Obul mepenan cekperapto 3acemanus H.Jl.benooii. [1o sTomy xe
BOINpPOCY BBICTYNUI (puHaHCOBBIN aupekTop TumodeeB A.A., KOTOpBIH 0100pHI yBelIUUYEHUE
pacxojioB Ha HapykHyto pekiamy B 11 kBaprane 200 1. Ha 5%.

ITo Bropomy Bompocy caenan coobmenue CtynoB M.U. 1 TeKCT coOOIIeHHs TakxKe nepeaal
cekperapro. [lo ganHoMy ke Borpocy BeicTynwid AHToHOB I1.JI., HauanbHUK OTHENA KaJApOB, U
Jlebenes M.M., nupexktop mno mnpogaxkam. IlepBelii 0m00pHJI HOBYIO CHCTEMY BBIIUIATHI
IPEMHUATIBHBIX M PEKOMEHJOBaJl MOJArOTOBUTH HeoOxonumble aokymeHTsl kK 01.09.200 r.
Bropoii mpemnoxun nopaboTaTh HOBYIO CHUCTEMY BBIIUIATHI NPEMHAIBHBIX U PEKOMEHI0BA
IIPOBECTH TOJIOCOBAHME IO JAaHHOMY BOIPOCY Ha 00111eM coOpaHuH TPYAOBOrO KOJIEKTHBA.

B wurore 3acenanus ObLIM NpUHATHL cienyroomue pemenus: 1. Ogodputh padoTy otaena
pexnambl B 111 xBaprane 200 r. 2. IIpoBectu obmiee coOpaHue TPYIOBOTO KOJIJIEKTHBA IIO
BOIIPOCY O TEpexXoJe€ Ha HOBYK CHCTEMY BbIIUIaTBl npemuanbHbix 15.08.200 .
OTBeTCTBEHHBIM 32 MOJATOTOBKY cOOpaHus Oblja Ha3HaueHa 3aB.kaHuespuet [llentynosa B.I'.

Cobpanue Ben npenceaarens O.A.PymsHies.

Curyanus 2.

3A0 «I'pana-M» (MockBa) 05.03.200 r. mpoBeno 3acenanue CoBera ITUPEKTOPOB, HA
KOTOpPOM MNpHUCYTCTBOBaJIM cienyromue wieHsl Cosera: Ilonos W.II., MBanos W.M., Cunopos
C.C., Yctunosa Y.V., ®enopos @.®. B cBsizu ¢ HanuuueM KBOpyMa 3aceaHue ObUIO TPU3HAHO
npaBoMOYHbIM. Ha 3acemaHue BBIHOCWIICS BONPOC OO OMNpEAETICHUH PBIHOYHOM CTOMMOCTH
pasMmelaemMbIx OOIIECTBOM JONOJHUTENbHbIX akuuil. [lo naHHOMY Bompocy 3aciyIIany
®enopoa O.P., KOTOPBIA MPEIIOKUI ONPEAEIUTH PHIHOYHYIO CTOMMOCTH Pa3MEIIAeMbIX



0o0IIECTBOM aKIMi MyTeM 3aKpBITON MOINHCKU TOMOJHUTEIBHBIX akiuii B pazmepe 10 000
(mecatu ThICAY) pyO. 3a aKkIWI0. 3aceqaHue MOCTAaHOBWIIO YTBEPAWTH Ipemiiokenne dempopoBa
®.D., Tak KaK MOpH rojIocoBaHWU «3A» OBUIO OTHAHO TSATh TOJOCOB, MPOTOJIOCOBABIIUX
«ITPOTUB» u «BO3JJEP)KABILNXCS» e 6b110. Penenre npuHATO €IMHOTIIACHO. 3aceaHne
Ben npencenarens 111 .ITonos. IIpoTokoin noarorosnen cexkperapeM W.I1.IIeTrpoBbim.

Curyanus 3.

Cotpynuuku Oyxranrepun OAO «KBaHT» mpoBelM 3aceaHue MO BOMPOCY COKpaIICHUS
CpOKa CcOCTaBJIEHHs rofoBoro oruera 3a 200 r., HA KOTOpPOM IpUCYTCTBOBaIO 6 yenoBek. C
coobiienueM Beictynmia Oyxrantep CypkoBa A.M., kKoTopasi OTMETHIIA, YTO PAOOTHUKHU TPYIIIIbI
ydeTa UMEIOT BCE BO3MOXKHOCTH JUIsl 3HAUUTEIBHOTO COKPAIEHHsI CPOKA COCTaBJIEHUS T'OJ0BOTO
oTyeTa, M 4YTo ToA0Boi oTueT 3a 200 1. MOXeT ObITh Mpe/CTaBJIeH IPYIIOi yuera Ha 3 THS
paHbllle YCTaHOBJIEHHOI'O CPOKA.

B o6cyxnenun npannoro Bompoca BeicTynuiu E.H.KpoToB, rnaBHblii Oyxrantep, u
I'.A.lllybuna, Oyxranrep. KpoToB cooOImMI 0 TOM, 4TO UM pa3padboTaH HOBBIN rpaduk padoT 1Mo
COCTaBJICHUIO TOJIOBOTO OTYE€Ta, MPU YCIOBUU BBIMOJHEHUS KOTOPOTO BCEMH pabOTHUKAMHU
TPYIIIBI y4eTa, TOJJ0BOM OTYET MOXKHO COCTaBUTh M CAATh HA 4 JHS paHbIIE YCTaHOBICHHOTO
cpoka. ' A.lllybuna oTmeTuna, 4To AOCPOYHOE MpEACTaBlIeHUE TofoBoro ordera 3a 200 T.
SIBIISICTCS TIOYETHOW M OTBETCTBEHHOM 3agadell paOOTHHUKOB OyXTalTepHH, M YTO KOJIICKTHB
OyXxrajaTepuu MOXET COCTaBHTh TI'OJJOBOW OTYET paHbllle CPOKa, €clu Bce PabOTHHKU OymyT
BBITOJIHATH YIUIOTHEHHBIN Tpaduk paboThI.

B utore 3acenanus ObLIO pelIEHO MPEICTaBUThH r00BOI oTueT 3a 200 r. Ha YeThIpe AHA
paHblle ycTaHoBI€HHOro cpoka, T.e. 00.00.200 r. u mpoBecTH aHalu3 rOJOBOIO OTYETa C
LENbIO BBISBICHUSI PE3€pPBOB, HEOOXOAUMBIX I YCIEUIHOTO BBHIMOJHEHHs rmiaHa 3a 200 T
3acenanue Bena npeaceaarens K.M.JIeBamosa, nporokonuposan cekperaps 1.B.XomskoB.

Cocmasums u oghopmume npuxazvl no AUYHOMY COCMABY, HEOOX0O0uMmbvle 6 OAHHBIX
YRpaeienHuecKux cCumyayuax.

Curyanus 1.

Boeinycknuna ¢akynbrera ynpasieHus Poccuiickoro rocynapcTBEHHOIO T'yMaHMTAapHOTO
yHuBepcuteta Jlenucona TarbsiHa MuxaiinoBHa 20 HroJis TEKYIIEro Ioja MOCTYyNUIa Ha paboTy
B Poccuiickoe areHTCTBO MEXIyHapOJIHOro coTpyaHuyectBa u pasButus (PAMCuP) Begynmm
CHENHUAINCTOM YTIpaBJICHHUs eidaMHu. ATEHTCTBO SIBISETCS TOCYJapCTBEHHON OpraHu3aluei npu
[IpaButensctBe P® u ocymiecTBiasieT Ha0Op CHOyXKallUuX TOJBKO MO jgoroopy. JloroBop
NoJANUCaH OT MMeHu areHTcrBa ero npexacenareneMm lloxmueim A.H. Ilpoexktr mpukaza mno
JMYHOMY COCTaBY IOJATOTOBJIEH MHCIEKTOpoM Io kajapam ConobeBoit W.I'. 20 utons u B TOT
e JIeHb 3aBU3MPOBAaH HAYaJIbHUKOM YIpaBlieHHs KaapoB ApOy3osbiM IL.H. n ympapustomumm
nenamu MuxeesbiM B.U. Tlpuka3 noanucan 21 utosns u o0bsiBieH [IeHHCOBOI MO/ pacIIUCKY.

Curyanus 2.

Oxonomuct BacunreBa Exarepmna HuxomaeBHa 1 ceHTAOps Tekymiero roja Tmojaia
3agBneHne B OO0 «Jlyu» ¢ mpocs0oil mpuHATH €e Ha paboTy CHEerUaTucToM (UHAHCOBOTO
OTJ/IeNla Ha HEeMONHBIA pabdounii neHb. WHcnekTop mo kaapam CmupraoBa M.C. o0bscHMIA, 9TO
¢upMa HMMeeT BO3MOKHOCTh NPUHATH Ha pabOTy HPKOHOMMCTA, HO Ha OCHOBE CPOYHOTO
TPYAOBOIO J0roBopa. TpyaoBoi JOroBOp ObUT 3aKIIOYEH 5 CEHTAOps M MOANHMCAH OT UMEHHU
bupMbl TeHepadbHBIM TupekTopoM MuponoBeiM JI.C. B TOT e neHb ObLI M3/aH MpHKa3 10
JUYHOMY cocTaBy, 3aBu3upoBaHHbli CmupHOBOM M.C. m ropuckoncyinbroM XwmeneBsiM HM.O.
[Tpuka3 611 00BsBIeH BacuibeBoii E.H. o pacnucky 6 ceHTs0psI.



Curyanus 3.
3aBenyromas otaenoM nuceM raszetsl «['yoepuus» ComoBa AnHHa MBaHoBHa 15 wmas
TEKYyIIero roja oOpaTuiiack K IIaBHOMY pefakTopy YBapoBy A.H. ¢ mpock00ii mpeocTaBuTh e
OTIYCK 0€3 CoXpaHeHUs 3apabOTHOM I1aThl ¢ 16 110 18 Mas 1o ceMeiHBIM 00CTOSTEIHCTBAM.
[Mpoekt mpukaza 06 oTmycke ObLT OGOPMIICH HAYaTBbHUKOM OTHAeTa KaapoB EpmakoBbiM
N.H. 15 mas, 3aBU3MpPOBAH U B TOT K€ JICHb MOAMUCAH IJIaBHBIM PEJAKTOPOM.
Ilepeuens yacmu Komnemenyuu, NPOGePAEMbIX OYEHOUHLIM CPEOCTNEOM:
[1K-8 — crocoOGHOCThI0 MPUMEHATH HHPOPMAITMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH B
po(hecCHOHANLHOM e TEIbHOCTH ¢ BUJCHUEM UX B3aUMOCBSI3EH U TIEPCIIEKTUB UCIOTH30BAHMS
[IK-15 — ymeHueM BecTH JEJIONPOU3BOJCTBO U JOKYMEHTOOOOPOT B OpraHax
rocygapcrBeHHo Biacth Pocculiicko @epepauuu, opraHax TIOCYZapCTBEHHOM BIIACTH
cyobekToB Poccuiickoit denepannn, opraHax MECTHOTO CaMOYIPaBIEHUS, TOCYAAPCTBEHHBIX U
MYHHIIUTTATBHBIX MPEANPUATHAX U YUPESKICHUSIX, HAYIHBIX U 00pa30BaTelIbHBIX OPraHU3aIINsIX,
MOJIMTUYECKUX MapTUAX, OOIIECTBEHHO-TIOJIUTUYECKUX, KOMMEPUECKUX M HEKOMMEPYECKHX

OpraHu3ausIx
Kpumepuu oyenxu:
«YZOBJIETBOPUTEIBHO» - PEKBU3UTHl JTOKYMEHTOB IIPEJICTaBIEHbl ()parMEeHTapHO, C
HapyLEeHUsIMU B 0popMIIeHUY;
«XOpOIL0» - PEKBU3UTHl JIOKYMEHTOB IpPEACTaBIEHbl YaCTHUYHO, O€3 HapylleHUH B

o(opmiIeHHH, B IPaBUIILHOM HOPSIJIKE.
«OTJINYHO» - PEKBU3UTHI JOKYMEHTOB INPEACTABIEHBI B [IOJIHOM 00beMe, O€3 HapyllIeHU! B
o(opmiIeHHH, B IPaBUIILHOM THOPSIIKE C COOIIOACHNEM BCEX HEOOXOUMBIX TPeOOBaHUIA.

4.1.5. IlpuMepHbIe TeCTOBbIE 3aJaHUs AJI TEKYIero KOHTPOJIA

1. YUmo oznauaem mepmun «0okymenmy?
A)apryMeHT;
b) Bu3a;
B)neno;
I') npukas.
2. Om Kaxo2o A3bIKaA NPOUCXOOUN MEPMUH «OOKYMEHm»?
A) HEMelKoro;
b) nartunckoro;
B) anrawmiickoro;
I') rpeueckoro.
3. Cogokynnocms  pabom, C6A3AHHBIX C CO30aHUeM OOKYMEHMOs, UX pesucmpayuet,
Kaaccuguxayuetl, O8UNCEHUEM, YUemOM U XPAHEHUEM HA3bI8AIOMCA ...
A) KOppecHOH/IeHLIUEH;
b) nenonponzBoacTom;
B) nokymeHnTupoBanuem;
I') nokymenTo060pOTOM.
4. Koeda 6wi1u ymeepoicoervl ocHosHuvle npasuna PK?
A)17.08.95;
b) 30.06.92;
B) 12.12.98;
') 12.12.00.
5. OcnosHble 00KyMeHMblL bINOIHAIOMCS, HA KAKOM (opmame?
A)A4wm A'S;
b) A8 umu A 12;
B) A3 wm A §;
) Al12.
6. Ilpukaz —smo ...



A) pacniopsIUTENbHBIN TOKYMEHT;
b) nadopmMannoHHbIN TOKYMEHT;
B) cipaBo4HBIN JOKYMEHT;
I') Tu4HBI TOKYMEHT.
1. JondcHocmuas uncmpykyus - 5mo
A) pacTiopsIuTENbHBIA TOKYMEHT;
b) nadopmManmoHHbINi JOKYMEHT;
B) opranuzanuoHHbIi TOKYMEHT
I') nMuHBI TOKYMEHT.
8. Ilpomoxon — smo ...
A) pacniopsiIUTENIbHBIN TOKYMEHT;
b) nadopmManoHHbII TOKYMEHT;
B) cipaBo4HBIN JOKYMEHT;
I') Tn4HBIA TOKYMEHT.
9. lucvmo — smo ...
A) pacriopsUTeIbHbII TOKYMEHT;
b) undopManinoHHbIN TOKYMEHT;
B) cnipaBouHbIil TOKYMEHT;
I') nMuHBIA TOKYMEHT.
10./lImamnoe pacnucanue — 3mo ...
A) pacnopsiIUTENbHBII TOKYMEHT;
b) undopManinoHHbIi TOKYMEHT;
B) cipaBo4HBIN JOKYMEHT;
I') opranu3anmoOHHBIN TOKYMEHT.
11. [ybruxkam — smo ...
A) opuruHa,
b) xonus noxkymenra;
B) cripaBouHBIil TOKYMEHT;
I') sx3emmisip, BolJaBaeMblil B3AMEH YTPAUEHHOI'O JOKYMEHTA.
12. Pewenue — smo ...
A) pacnopsiIUTENbHBIN TOKYMEHT;
b) nuadopmManmoHHbINi JOKYMEHT;
B) cripaBouHBI TOKYMEHT;
I') opranu3aiMoHHBIN TOKYMEHT.
13. Jlosepennocms — smo ...
A) pacriopsUTeIbHbIN TOKYMEHT;
b) undopmManinoHHO- CrIipaBOYHBIN TOKYMEHT;
B) cripaBouHbIil TOKYMEHT;
I') opranu3aliMOHHBIN TOKYMEHT.
14. UTJ] — smo ...
A) pacnopsIUTENbHBIN TOKYMEHT;
b) undopmarimonHo- cipaBOYHBIN TOKYMEHT;
B) cripaBo4HBII TOKYMEHT;
I') TMYHBI TOKYMEHT.
15. KT/[ - smo ...
A) pacniopsIUTENbHBIN TOKYMEHT;
b) undopmanimoHHo- CIipaBOYHBIN TOKYMEHT;
B) cripaBouHbIil TOKYMEHT;
I') AMuHBIA TOKYMEHT.
16. Axm —amo ...
A) pacTiopsIUTEIbHBIA TOKYMEHT;
b) nndopmarimonHo- cipaBOYHBIN TOKYMEHT;



B) cipaBo4HBII JOKYMEHT;
I') Tu4HBIA TOKYMEHT.

17. Jloeepennocmo — smo ...
A) pacTiopsIUTENbHBIA TOKYMEHT;
b) nundopmarmonHo- cipaBOYHBIH TOKYMEHT;
B) cripaBo4HBIH TOKYMEHT;
I') nMuHBI TOKYMEHT.

18. @axcor u E-mail —omo ...
A) pacnopsIMTENIbHbIN T0KYMEHT;
b) undopmanmoHHo- cripaBOYHBIN TOKYMEHT;
B) cipaBo4HBIN JOKYMEHT;
I') Tu4HBI TOKYMEHT.

19. Uckosoe 3aserenue — smo ...
A) pacnopsiIUTENbHBII TIOKYMEHT;
b) undopmManinoHHO- CrIpaBOYHBIN JOKYMEHT;
B) cnipaBo4HbBIi JOKYMEHT;
I') ropuanueckuii JOKyMEHT

20. Dxcnepmu3y yeHHOCMU OOKYMEHMO8 NPOBOOUM ...
A) xomuceus;
b) pykoBoauTens npeanpusTus;
B) paboTHuku Oyxrantepuu;
I') cienmanucTel.
Koo-knrou npasunvrvlx omeemos

Howmep IIpaBuIBHBIN OTBET Howmep
BOIIpOCa /A, B, C, 11, E/ BOIpOCa

[IpaBuNbHBIA OTBET
/A, B, C, I, E/
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[1K-8 — crmocoOHOCThIO MPUMEHATH UHPOPMALMOHHO-KOMMYHUKAIITMOHHBIE TEXHOJIOTHH B
HpO(i)eCCHOHaHBHOﬁ JACATCIIBHOCTHU C BUICHUEM UX B3aMMOCBSI3el 1 MNEPCICKTUB UCIIOJIb30BaHUA

[IK-15 — ymeHueM BecTH [EJIONPOM3BOJICTBO M JOKYMEHTOOOOPOT B oOpraHax
rocygapctBeHHol Biacth  Poccuiickoin @enepannu, opraHax TOCYAapCTBEHHOM BIIACTH
cyobekToB Poccuiickoit degepanun, opraHax MECTHOTO CaMOYIIpaBIIEHHs, TOCYJapCTBEHHBIX U
MYHUIMIIAJIBHBIX MPCANPUATUAX U YUPCIKACHUAX, HAYYHBIX U O6pa3OBaTeJ'IBHBIX OopraHu3anusix,
HNOJUTUYECKUX MapTHUAX, OOIIECTBEHHO-TIOIUTUYECKUX, KOMMEpPUYECKHX U HEKOMMEpPUYECKUX

OpraHU3aIMIX
Kpumepuu oyenxu:

«y0081€meopumenbHo» - €CIH CTYICHT OTBeUYaeT NMpaBuUiIbHO Ha 50% TecTOBBIX 3alaHuil

«Xopouioy - €Clli CTYICHT OTBeuaeT npaBuibHO OT 51 10 90 % TecToBBIX 3aaHUi
«OMAUYHOY - €CII CTYACHT OoTBeuaeT npaBmwibHO OT 91 10 100 % TecToBbIX 3amaHmit

4.2 ®oH OLIEHOYHBIX CPEICTB sl MPOBEACHUA MPOMEKYTOUYHOM aTTeCTAlluM.

BOHpOCBI AJId TIOATOTOBKH K 3K3aMCHY




CoNor~LNE

10.

Hcropus v Tpaguuy poOCCUUCKOTO AEIONPOU3BOACTBA.

HopmartuBHo-MeToqMueckas 0a3a COBPEMEHHOTO JIEIONPON3BOCTBA.
Knaccugukaius 1e1oBbIX TOKYMEHTOB.

CranpapTu3anus ynpaBieHUECKUX JOKYMEHTOB.

KnaccugpukaTtopsl TEXHUKO-9KOHOMHYECKOW U COIIMATIBLHON HH(OPMAIUH.

[Tonsitue 06 OP/I, cocTaB 1 cXeMbl PaCIOJIOKEHUS PEKBU3UTOB.

brnanku TOKYMEHTOB U UX BUJBI.

OdopmiteHne peKBU3UTOB OPraHU3aMOHHO-PACIIOPSAAUTENBHBIX JOKYMEHTOB.
3asiBIICHUE.

CrpaBo4HO-UH(OPMAIIMOHHBIE U CIPAaBOYHO-AaHAIUTHUYECKUE  JTOKYMEHTbI

Ocobennoctu 0(hopMIIeHHUS aKTOB.

11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24,
25.
26.
217.
28.
29.
30.
31.
32.
33.
34.

Pa3HOBUIHOCTH JAETOBBIX MHCEM.

Odopmienue Gakxcos.

Odopminenue Tenerpamm.

HopmaruBHas 1 HOpMaTHBHO-CIIPAaBOYHAS JOKYMEHTAIIHSI.
[1nanoBas kaapoBas JOKYMEHTAIHSI.
Opranu3anroHHO-TIPaBOBast JOKYMEHTAIIHSL.
[lepconanbHast TOKyMEHTAIIUA.

Odopmnenue muuHOTO ACTA.

Pe3tome kak HOBBIN BUJ TOKYMEHTA.

CocraBieHne JOKYMEHTOB JJUYHOTO XapaKTepa.
TpebGoBaHMsI K CTPYKTYpe TEKCTa JOKYMEHTA.

TpeboBanus K 0(OPMIICHUIO TEKCTA TOKYMEHTA.
Odopmnenue Tabuuil.

SI3bIK U CTUIIB CITY’)KEOHOTO IOKYMEHTA.
JIoKyMeHTOOO0POT U JJOKYMEHTOIOTOKH.

Oranbl 00pabOTKH JOKYMEHTOB.

Cucremaruzanusi Je0BbIX JOKYMEHTOB.

Howmenxkiarypa gen.

dopMHpOBaHUE JIE.

[ToaroToBka JOKYMEHTOB K ITOCIIEAYIOMIEMY XpPaHEHHIO W UCTIOIB30BaHUIO.
O0s13aHHOCTH CeKpeTapsl.

DyHKINH KaHLEISIPUH.

3amuTa KOHGUICHIMATbHON HH(OpMAIHH.
Hcronp30BaHne COBPEMEHHBIX KOMIBIOTEPHBIX TEXHOJIOTHH B JOKYMEHTOOOOPOTE

YUPEKIACHUH, IPEANIPUATUN, OpraHU3aALH.

Oopa3zen Ousera

OI'bOY BO «KybaHckuii rocy1apcTBEHHbBIN YHUBEPCUTET
Kadenpa rocygapcTBeHHOM MONMUTHUKH U TOCYJaPCTBEHHOT'O YIIPaBJICHUS
Hanpasnenue «I'ocyrapcTBeHHOe M MyYHUIIUTIAJBHOE YIIPABJICHHE)
2015-2016 yu. ron

Jucuunnmza «OCHOBBI JIeTIONIPOU3BOJICTBA U JIOKYMEHTOO0O0pOTa»
OK3AMEHAIMOHHBIN BUJIET Ne 1

1. HopmaTtuBHO-MeTOIMUECKast 6a3a COBPEMEHHOTO JIEJIONPOU3BO/ICTBA.
2. OpraHu3aioHHO-TIPaBOBAast JOKYMEHTAITHSI.

3aBeayroniuii Kadeapoit roc. MOIUTUKH
U IOC. YIpaBJIeHus, 1.11.H., JOLI. N.B. MupoOIHUYEHKO



Kpumepuu oyenxu:

«yIOBJICTBOPUTEIBHO» - CTYIEHT HMMeeT (pparMeHTapHble MPEACTABICHUS O COACpPNKAHUU
BOIIPOCOB, YACTUYHO OCBOMJI IIOHATHHHO-KATETOPUAJIBHBIN alllapar;

«XOpOIIO» - CTYIEHT JAEMOHCTpUpYET OOIIMe 3HAHUS IO COJACP)KAHUU BOIMPOCOB, YMEET
YCTaHABJIMBATH CBSI3U MEX/1Y TEOPETUUECKUMH MOHATUSAMH U AIMIIUPHUECKUMH (DaKTaMu;

«OTJINYHOY - CTYJEHT IEMOHCTPUPYET CUCTEMHBIE 3HAHUS O COJAEP>KAHUU BOIPOCOB, YMEET
YCTAQHABJIMBATh CBSI3U MEXKIY TEOPETUYECKMMHU MOHATUSMH M SMIHPUYECKUMHU (aKTamH,
dbopMyIupyeT aHATUTHIECKHE 0000IIICHUS U BHIBOIBI.

OneHouHble CcpencTBa Ul HMHBAJIMIOB W JIMI C OrPAaHUYEHHBIMH BO3MOKHOCTSAMH
3JI0pOBbsI BEHIOUPAIOTCS C YI€TOM MX WHAUBUIYATbHBIX IICUXO()U3NIECKHX OCOOCHHOCTEH.

— IpU HEOoOXOAMMOCTH HHBAJIMAAM M JIMLIAM C OrPAaHUYEHHBIMH BO3MOXHOCTSIMHU
3JI0POBbsI IPEIOCTABIISIETCS TOTIOTHUTEIBHOE BpeMsI JUIsl TOJTOTOBKH OTBETA HA DK3aMEHE;

— [IpU IPOBEJICHUH IPOLEAYPhI OLICHUBAHUS PE3YyIbTATOB 00yUSHHsI MHBAJIMAOB U JIULL C
OTPaHUYECHHBIMH BO3MOXXHOCTSIMH 3/I0POBBSI IPETYCMAaTPUBAETCS MCIIOJIb30BaHNE TEXHUYECKUX
CpEeACTB, HEOOXOIUMBIX UM B CBSI3U C UX MHAUBUYAIbHBIMU OCOOEHHOCTSIMH;

— IIpU HEOOXOAUMOCTH ISl 00YHAIOIIUXCS C OTPAHUYCHHBIMHA BO3MOKHOCTSIMH 37I0POBbS
U MHBAJIUAOB TpOLEJYpa OLCHUBAHUS PE3yJIbTAaTOB OOyUYeHMsI 10 JUCLUILUIMHE MOXKET
IPOBOJUTHCS B HECKOJIBKO ITAIIOB.

IIponenypa oneHMBaHUS PE3yJbTAaTOB OOY4YEHMs MHBAJIMJOB U JIMI[ C OTPAHUYECHHBIMU
BO3MOXKHOCTSIMH 3JI0POBBSI I10 JUCHUIUIMHE (MOJIYJIO) MpeayCcMaTpUBaeT IPeIOCTaBICHUE
uHpopmauuu B (opMax, aZANTUPOBAHHBIX K OIPAaHMYCHMSM HX 370POBbS U BOCIPHUATUSA
uH(popMauu:

JUist JIa1L ¢ HapyILEHUSIMH 3pEHMSL:

— B I1€YaTHOW (hopMe YBEIMYECHHBIM MIPU(TOM,

— B (hopMe 2IIEKTPOHHOTO IOKYMEHTA.

JIist AL ¢ HapyIIeHUsAMU CITyXa:

— B I1e4aTHoOM (opme,

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA.

Jnist i ¢ HapyIIEHUsIMHM OTIOPHO-/IBUTATEIBHOTO anmnapaTra:

— B TIe4aTHOM opme,

— B (hopMe 2IIEKTPOHHOTO IOKYMEHTA.

JlaHHBIN TIepeYeHbh MOXET OBITh KOHKPETH3MPOBAH B 3aBUCHMOCTH OT KOHTHHTEHTA
oOyJaromuxcs.

4.2.1. llpumepHasi TeMaTHKa pedepaTos:

JIOKyMEHTUPOBAaHKE TPYAOBBIX OTHOIIECHU.

Opranu3anoHHbIE TOKYMEHTHI.

VYipasneHnue JOKyMEHTALUEH.

dopMupoBaHUE JOKYMEHTOB JIeTa.

[ToaroroBka u nepegayva Jieja B apXuB.

KoHTposb ucnoaHeHus: JOKyMEHTOB.

CexpeTHbIe JOKYMEHTHI.

OcHOBBI 0O(DHCHOM TOKYMEHTAITMOHHOW pabOTHI M IETOTPOU3BOICTBA.
[TpoGeMbl opranu3anuy apXUBHOTO XPaHEHHsI SJICKTPOHHBIX JIOKYMEHTOB.
HopmatuBHas 6a3a nenomnpou3BoJICcTBA.

JIOKyMEHTBI FOpUJIMYECKOTO XapaKTepa.

PacniopsigutenbHBIC JOKYMEHTHI.

Hcropuueckue acieKThl ASIONPOU3BOACTBA.
NudopmannonHo-cripaBoyHas JOKyMEHTAITHSI.

JlokyMeHTBI U uX 0OpMIICHHE.

LCoNoOAWNE

N o ol
akrwdkEOoO



16. Cayx06a JIOVY: uenu u 3a1a4m AeSITEILHOCTH B COBPEMEHHBIX YCIOBUSX.

17. Opranuzamus AeI0NPOU3BOACTRA.

18. CayxeOHble MUchMa.

19. Jleno B nenonpousBoxactee. HomeHknarypa aein.

20. ITpuHIUIBI OpraHU3aMK JIUYHOTO pUeMa IpakIaH ¢ OOpaLICHUIMHU.

21. XpaHeHHe NOKYMEHTOB B 3JIEKTPOHHOU (hopme. [loHATHE 37IEKTPOHHOrO JOKYMEHTa,
ero mpeumyniectBa U HemocTatku. OOecredeHne COXPaHHOCTH JIOKYMEHTOB B 3JIEKTPOHHOU
dbopwme.

22. AmHanu3 pbIHKa aBTOMAaTU3UPOBAHHBIX CUCTEM JEIONPOU3BOICTBA.

23. IlpoGiema aBTOMATU3AIMHK JICTIOTIPOU3BOJICTBA

24. DNeKTpOHHOE MPABUTEIbCTBO.

TpeodoBanus k opopmiieHuo pedpepara:

PedeparuBHoe coobuienue numercs Ha auctax ¢popmara A4. TekcT U Apyrue 3JIeMeHTHI
pedepara Moryt ObITh HameyaTaHbl Ha KOMIBIOTEPE HJIM BBIITOJHEHBl PYKOIMCHBIM CIOCOOOM.
O0bem pedepara moimkeH cocTaBisaTh 10-12 MammMHONMUCHBIX WK 12-16 PYyKOIMCHBIX JICTOB.
[Tpu pacrnonoXxeHuu TEKCTa Ha JIMCTE JOJDKHBI OBbITh BbLAEp)KaHbI mosist: cieBa-30, cnpasa-10,
cBepxy-15, cHuzy-20 Mm.

YKa3bIBaeTCsl TUTYJIBHBIN JIMCT, IUIAH, BBEIEHHUE (LIEJIU U 337a4H, aKTyaJIbHOCTh), OCHOBHAs
4yacTh, 3aKJIIOYEHHE, CIHCOK HCIOJIb30BaHHOW JsuTeparypbl. OCHOBHAs 4acTh JIOJDKHA
HOJTHOCTBIO pacKpbIBaTh TeMy pedepara.

Jlutepatypa: Iy pacKpbITUsl COAepkKaHKs BEIOpAaHHON TEMbl PEKOMEHIyETCsl UCII0JIb30BAaTh
J1r00bIe yueOHO-METOIMUECKUE TOCO0U S, 3TaHUs IEPUOINYECKOIl revaTy.

5. IlepeyeHb OCHOBHOW W /ONOJHHMTEJIbHOH y4eOHOH JHMTepaTypbl, HEOOXOAUMOM
JJIS OCBOCHM S JUCUMIIIMHBI (MOXYJIsl).

5.1 OcHoBHas JiTEpaTypa:

1. Kysuenos, 1. H. [lokymenTanmonHoe odecreyeHue ynpasieHus. JJokyMeHTO000poT
U JIeJIONPOU3BOJICTBO [DNEKTPOHHBIN pecypc]: y4eOHMK M MPakTHUKYM [UId TNPHUKIATHOTO
OakamaBpuata / Ky3nernos U. H. - 3-¢ usn., nepepad. u gomn. - M. : FOpaiit, 2018. - 461 c. -
https://biblio-online.ru/book/7873BF4B-A3F7-44E2-8EC0-1E3D6392702A

2. Kyznenos, U. H. Jlenonpou3BoactBo [DNeKTpOHHBIN pecypc] : yueOHOe mocodue /
Ky3uenos U. H. - M. : lamkoB u K°, 2014. - 460 c. - https://e.lanbook.com/book/50237#authors

0) 10MOJIHUTEJILHAS JUTepaTypa:

1. TI'poszoga, O. C. [lenonpou3BoACTBO [ DIEKTPOHHBIN pecypc]: yueOHOe Tocodue st
akanemuueckoro 6akamaspuara / O.C. I'po3oBa. - Mocksa : FOpaiit, 2017. - 124 c. -
https://biblio-online.ru/book/5F1C27F2-251B-4B74-BE78-AC06A5D30956

2. Kyznenos, U.H. [lenonpounsBoctio [Teker]: yaeOHO-cripaBouHoe mocobue / 1.H.
Ky3Henos. - 6-e u3a., nepepad. u gorm. - Mocksa: lamkos u K°, 2014. - 459 c. - bubauorp.: c.
359-363. - ISBN 9785394019814: 235.61

3. Kysnenos, W.H. JloKyMeHTaImoHHOe obecrieyeHne yIIpaBJICHUS
u aenonpous3BoacTBO [Tekcr]: yuyeOHUMK nis OakanaBpoB: Y4eOHHMK JJisl CTYAEHTOB BY30B,
oOyyaromuxcst o 3koHoMuueckuM crernuanbHocTsM / M. H. Kysnenos. - Mocksa: IOpaiir,
2014. - 576 c. - (bakanasp. ba3osrii kypc). - bubnmorp.: ¢. 444-452. - ISBN 9785991636063. -
ISBN 9785969215177: 571.01

B) 3JIEKTPOHHbIE Y4eOHuKHN U UHTepHeT-pecypcehI:

DJIEKTPOHHBIC YYeOHUKH:

1. Amnonuna H. H. JlenoBoe mucbMo: METOAMKA COCTaBICHHUS U MpaBuiia 0hopMiIeHHs 4-¢
U311, uctp. u aom. - Mocksa: Omera-JI, 2010. - 96 c. http://www.biblioclub.ru/book/54623/

2. Bapuxumn A. b. Jlenonmpou3BoAcTBO M JOKyMeHTO000poT MockBa: KHmxHBIN Mup,
2012. - 416 c. http://www.biblioclub.ru/book/89671/

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



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
http://www.biblioclub.ru/book/54623/
http://www.biblioclub.ru/book/89671/
http://www.biblioclub.ru/book/84880/

4. OpraHum3anusi ¥ TEXHOJOTHUS JOKYMEHTAI[MOHHOTO OOECTICUeHUs YIPaBJICHUS:
KoHcIekT Jiekiuii. [Tensa: 6. u., 2011. - 95 c. http://www.biblioclub.ru/book/39371/

5. Comnoryo O. II. [enonpou3BOJCTBO: COCTaBJICHHE, PENaKTHPOBAaHWE M 00paboOTKa
nokymMeHToB Mocksa: Omera-JI, 2013. - 208 c. http://www.biblioclub.ru/book/54627/

6. TunoBas WHCTPYKUHS TIO  JEJIONPOU3BOJACTBY B  (eAcpalbHBIX  OpraHax
UCIIOTHUTENIbHON BiacTH. HoBocmOupck: Cubupckoe yHHUBEpCHUTETCKOe u3nareiabcTBo, 2008. -
80 c. http://www.biblioclub.ru/book/57402/

6. TIlepeueHb pecypcoB HH(POPMAIMOHHO-TEJIEKOMMYHUKAIMOHHOW  CeTH
«/AHTEpHET», B TOM 4YHCJIe COBpeMeHHble MpodeccuoHaIbHbIe 0a3bl JAHHBIX U
HH(POPMANMOHHBIE CNPABOYHbIE CHCTEMbI, HEOOXOAUMBbIE JUISI OCBOEHHSI JUCHUILIAHBI
(MmomyJs).

1. CnpaBouno-npaBoBas cuctema «Koncynbrant [Tmrocy (http://www.consultant.ru)

2. Tloptan oTkphIThIX JaHHBIX Poccuiickoi ®enepeparuu https://data.gov.ru

3. basa nannbix Hay4noii anextponnsiii oudanorexku eLIBRARY.RU https://elibrary.ru/

4. bBa3bpl JaHHBIX W AHATUTHYCCKHE NYOJIMKAIMU «YHUBEPCUTETCKas WH(GOpPMAIIMOHHAsS
cucrema POCCHSI» https://uisrussia.msu.ru/

5. www.delpro.narod.ru - Jleaomnpou3BoacTBoO+

6. www.termika.ru — DHIMKIIONIEIUS IETOIPOU3BO/ICTBA.

7. www.directum.ru - DIeKTPOHHOE IEIONMPOU3BOICTBO U KAHIIEIIAPUS

7. MeTtoauyeckue yKazaHMs VI 00y4alOIIUXCH MO OCBOCHMIO NUCHHUIIMHBI
(Mmonyis).

JIeKIIMOHHOE 3aHATHE TPENCTAaBIsET COOOM CHCTEMAaTHYECKOE, IOCIIEA0BATENBHOE,
MOHOJIOTHYECKOE HU3JI0’KEHHE IPEeIolaBaTeIeM-JIeKTOPOM yueOHOro MaTepHaa, Kak paBuio,
TEOPETUYECKOro Xapakrepa. Takoe 3aHATHE MpeacTaBisieT co00l 3IEMEHT TEXHOJIOTUU
Ipe/CTaBiIeHUs Y4eOHOro Marepuajga MyTeM JIOTMYeCKH CTPOHHOro, CHUCTEMAaTHUECKH
MOCJIEZIOBATEIbHOIO M SICHOTO  M3JI0KEHHS C  MCIOJb30BAaHUEM  HMHTEPAKTUBHBIX
00pa30BaTeNbHBIX  TEXHOJNOTMH  (MYJIbTUMEAMHHBIX,  JIEKIUU-TUCKYCCUH,  JIEKIUH-
JIEMOHCTPAILIHH ).

Llenp nexumm — opraHu3anus LEJIECHANIPABICHHON I03HABATEIBHONW JESITEIBbHOCTU
00y4aroluxcs MO OBJIAJCHUIO MPOrpaMMHBIM MaTepuaioM yuyeOHOW AUCHUIUIMHBL. UTeHue
Kypca JIEKIUH IO03BOJSET JaTh CBS3aHHOE, IIOCIENOBATEIILHOE M3JIOKEHHE MaTepuaia B
COOTBETCTBUM C HOBEMIIMMHU JaHHBIMH HAyKH, COOOLIUTH CIyIIATEIsIM OCHOBHOE
COJIep’KaHue IPEIMETA B LIETTIOCTHOM, CUCTEMaTU3UPOBAHHOM BUJE.

3amaun JIEKIMU 3aKIH0YaloTcsl B obecriedeHUH (OpMHUPOBAHMS CUCTEMBbI 3HAHUH IO
yu4eOHOW NHCUMIUIMHE, B YMEHUU apryMEHTHpPOBAaHO M3JaraTh HAy4yHBIM MaTepuas, B
dopmMHpoBaHUU MTPOGECCHOHATFHOIO KPyro3opa M oO0Iel KyJIbTyphl, B OTPAXKEHUU €Il He
MOJIYyYMBIIUX OCBEUICHHS B yU€OHOM JUTEpaType HOBBIX JTOCTHKEHUN HAyKH, B ONTUMH3ALUN
apyrux (GopM opraHuszanuu ydaeOHoro mporecca.

[IpakTuueckue 3aHATUS — ABISAIOTCA popMoOl yueOHOM ayaAUTOpHON paboThl, B paMKax
KOTOPOH (pOPMUPYIOTCS, 3aKPEIUIAIOTCS U MPEICTAaBIISIOTCS acCIMpaHTaMH 3HAHUS, YMEHUS U
HaBbIKU, UHTETPUPYIOIINE Pe3yIbTaThl OCBOCHUS KOMIETEHIIMN KaK B JEKIIMOHHOM (hopmare,
TaK B pa3IMuHBIX (dopMax caMoOCTOATeNbHOM paboTel. K  KakIoMy  3aHATHIO
npernoaaBareaemM

bopMynUpyIOTCS MPAKTUYECKUE 3a/laHus, TPeOOBaHUS W METOAMYECKHE PEKOMEHIAIMU K HUX
BBITIOJTHEHHIO, KOTOPBIE MPECTABISAIOTCS B (DOHE OIIEHOYHBIX CPEJICTB YUEOHOM THUCIIUTUTAHEI.
KoHTponb caMocTosTENbHON paboOThI: ISl CTYJEHTOB THEBHOW W 3a04HOU (HOPMBI
00y4YeHUs — TEKYIIMH KOHTPOJb OCYIIECTBISECTCS B COOTBETCTBHE C MPOTPAMMOM 3aHATHMA
(e’KeHeIeTbHO JJIsE CTYIGHTOB OYHOM (popMBl OOYYEHHs; MO ceMecTpaM — JUIsl CTYJISHTOB
3a04HOM (OpMBI 00yUYEeHHS); MPOMEKYTOUHBIH KOHTPOJIb 110 UTOraM OCBOCHMSI TUCIUILIMHBI
OCyIIEeCTBIIsIeTCS. B (QopMe pPEUTHUHrOBOW CHUCTEMBI OIeHOK. OmnwmcaHue 3alaHuil IS
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CaMOCTOSITENILHOM paboThl CTYACHTOB M TpPeOOBaHW MO WX BBHIMOJIHCHHUIO BBLIAIOTCS
MpEernoiaBaTesieM B COOTBETCTBHHM C pa3pabOTaHHBIM (OHIOM OIICHOUYHBIX CPEACTB TIO
JTUCITUTIMHE aHTUKOPPYIIIUOHHAS MTOJIMTUKA.

CaMocrosiTenpHass paboTa CTYJIEHTOB MO JAaHHOMY y4eOHOMY KypcCy TMpesrojiaraer
MOATAMHYIO MOJTOTOBKY 10 KKIOMY pa3Jie]y B paMKaX COOTBETCTBYIOIIUX 3aJaHUM:

[lepBbIif 3Tanm CcaMOCTOSATENBHOM pabOTHl CTYJEHTOB BKIIIOYAET B CE0S TIIATEIHLHOE
M3y4eHUE TEOPETHUUYECKOr0 MaTepHalla Ha OCHOBE JICKIIMOHHBIX MaTEPHAJIOB IMPEINoaaBaTes,
PEKOMEHIYEMBIX pa3lelioB OCHOBHOW M JIOMOJHUTEIBHON JHUTEepaTyphl, MaTepHalioB
MEePUOIUYECKUX  HAyYHBIX UW3JIaHWW, HEOOXOAMMBIX JUIsl  OBJIAJICHUSA  IOHATUHHO-
KaTerOpuallbHBIM  anmapatoM W (QOpMHUpOBaHUS  MPEACTABICHUHA O  KOMIUIEKCE
AHAJTUTUYCCKOTO MHCTPYMEHTApHs, UCIIOIb3YEMOTO KaK B paMKax JaHHOW OTpaciii 3HaHWS,
TaK ¥ MMyOJIMYHON PAKTUKE;

Ha BTopom 3Tamne Ha ocHOBe C(hOPMUPOBAHHBIX 3HAHUH M MPEJICTABIICHUHN 110 JAHHOMY
paszeny CTYACHTHI BBITIOJHSIOT MPAKTHYCCKHUE 3aJaHUs, HAIlCJICHHBIE Ha (OpPMHUpPOBaHUE
YMEHHI U HaBBIKOB B paMKax 3asBJICHHON KommneTeHIHMH. Ha gaHHOM sTame CTYIEHTHI
OCYIICCTBIISIOT CAMOCTOSTEIBHBINA IMOUCK SMITUPUUECKUX MATEPUATIOB B paMKaX KOHKPETHOTO
3agaHus, 0000IIAIOT U aHATU3UPYIOT COOPAHHBIN MaTepuan MO CXeMe, PEKOMEHIOBAaHHOM
npernoaaBareneM, (GOPMYJIUPYIOT  BBIBOJABI, TOTOBIT MPAKTUYECKUE PEKOMEHIAIHH,
MpPEe3CHTAIIMOHHBIE MaTepUaibl A MyOIMYHOTO UX MPEICTABICHUS U O0CYKICHHUS.

Kputepun oneHku 3agaHuii B paMKax CaMOCTOSTENbHOW pabOThl CTYJIEHTOB
dbopMynupyroTcs npenojaBaTenieM B (JOH/IE OLICHOYHBIX CPEICTB.

B ocBOCHMH MUCIUTUTMHBI MHBTHIAMY U JINIIAMHU C OTPAHUYEHHBIMUA BO3MOYKHOCTSIMU
3I0pOBbsl OOJIBIIIOE 3HAUYEHHWE HMMEET WMHIMBUAYalbHas ydyeOHas paboTa (KOHCYIbTallUU) —
JIOTIOTHUTEIIFHOE PA3bSICHCHHE yUeOHOT0 MaTepurara.

NuauBuayanbHble KOHCYNbTAIMM IO TPEAMETY SBISIIOTCS BaXXHBIM  (DaKTOPOM,
CIIOCOOCTBYIONTUM ~ WHAMBUIyIH3AlMA OOyYeHUS W YCTAHOBJIICHHIO BOCIHTATEIBHOTO
KOHTaKkTa MEXJy [pernojaBaTeieM U OOydJalolmuMcs HWHBAIMIOM WU JIULIOM C
OTPaHUYECHHBIMHA BO3MOXHOCTSIMU 37I0POBBSI.

8. [lepeyenb  WH(POPMANUOHHBIX  TEXHOJOTHii, MCHOOJb3yeMBIX  NpPH
OCYHIeCTBJIEHMH 00Pa30BaTeJbHOI0 MpoIecca Mo JMCUMILINHE (MOAYJIIO0).

8.1 Mlepeyens HHPOPMALHOHHBIX TEXHOJIOTHIA.

[IpoBepka nomMamHUX 3aJaHUA M KOHCYJBTHPOBAaHHUE IOCPEACTBOM 3JIEKTPOHHOU
MOYTHI, AIEKTPOHHON MHPOPMAIIMOHHO-00pa30BaTENbHON CPEIBI.

8.2 IlepeueHb HEOOXOAMMOTO JINIIEH3MOHHOTO MPOTPAMMHOI0 00ecneyeHus.

-Microsoft Windows 8, 10

- Microsoft Office Professional Plus

8.3 Ilepeyenb HHPOPMALMOHHBIX CIPABOYHBIX CHCTEM:

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

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

9. MarepuajbHO-TeXHHYeCcKasi 0a3a, HeoOXoaumMasi I OCYLIeCTBJICHUS
00pa3oBaTeIbLHOI0 NPoNecca Mo AMCHUILVINHE (MOYJII0).

e Buz pabor MartepuaibHO-TeXHUYECKOE 00eCTIedYeHUE TUCITUTUTHHBI
(MOJyJisl) U OCHAIIEHHOCTD
1. JleKIIMOHHBIE 3aHATUS JlekulMOHHAs ayAMTOpUS, OCHAlEHHAs MPE3eHTAUOHHON
TEXHUKOMN H COOTBETCTBYIOIIUM POrpaMMHBIM
o0OecreyeHreM
2. Cemunapckue 3ansatus | CrienpaabHOE TTOMEIIEHNUEe, OCHAIIIEHHOE MTPE3eHTAIIMOHHON
TEXHUKOMN H COOTBETCTBYIOIIUM MIPOrpaMMHBIM
obOecreyeHreM



http://www.consultant.ru/

['pynnoBeie

KabuneT, ocHareHHbIN MeOeTbi0 1 pa00YNMH CTAHIIHSIMU C

(MHIMBHyaJIbHBIE) noctynom B IHTepHET

KOHCYJIbTALIUU

Tekymuii  KOHTPOJIb, | AyAUTOPHS, OCHAIIICHHAS IPE3CHTAIMOHHON TEXHUKON 1
IIPOMEXKYTOYHAas COOTBETCTBYIOIIMM IIPOTPAMMHBIM 00ecIIeueHuEM

aTTecTalus

CamocrosTenbHas Kabuner nns camocToATenbHOW palbOTHI, OCHAIIEHHBIH
pabora KOMIIBIOTEPHOM TEXHHMKOM C BO3MOXHOCTBIO IMOIKIIOUECHUS K

cetu «VHTEepHET», MpOrpaMMON HKPAHHOIO YBEIWYEHUS U
00ECTIEYEeHHBIH JOCTYIIOM B AJIEKTPOHHYIO HH()OPMAIMOHHO-
00pa30BaTeNbHYI0 CPEy YHUBEPCUTETA.




