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Paboyass mporpamma yueOHON IUCHMIUIMHBI «JIOKYMEHTALMOHHOE oObecredYeHue
yhnpaBjeHus»  pa3paboraHa Ha ocHOoBe DenepanbHOr0  roOCyIapCTBEHHOIO
obpasoBarensHOro cranaapra (manee — ®I'OC) Mo CHENHMATBHOCTH CpEIHEro
npodeccuoHanpHOoro  obpaszoBanusi  (mamee  CIIO), 21.02.05  3emenbHo-
UMYLIECTBEHHbIE  OTHOLUEHMs,  YTBEPXKAEHHOrO  IpUKa3oM  MMHHCTEPCTBA
obpasoBanusi U Hayku Poccuiickoit ®enepammu or 12 mas 2014 r. N 486
(3apeructpupoBaH B Muntocte PO 27 uronst 2014 r. N 32885)

Hucuunauna OIT 0.5 «JIOKYMEHTAIlMOHHOE _o0ecIieueHre yIpaBIeHUs»
®opma o0yueHus: O4Hasi
VYueOHbI# rox: 2019-2020

2 Kypc 3 cemectp
MaKCUMaJlbHas yueOHas Harpy3ka o0ydaroIierocs 73 yaca
o0s13aTenbHas Ay AUTOPHAs yueOHas Harpy3Ka 48 yaca;
camocTosiTeNbHas paboTa 20 dyaca;
KOHCYJIbTaIlH S 4acos;
(opMa UTOrOBOTO KOHTPOJIS y mudd. 3aueT
CocTtaBuTens: mpernoaaBaTelb / //// ['puneBa M.H.

II HUCh
YTBepKIeHa Ha 3aceJaHuu Hp'eg/r THO-LIMKJIOBOM  KOMHCCHM  reorpaduu,
CIeLMalbHBIX  reorpa@uyeckux  IUCUUIUIAH, CEPBUCHBIX  CIEIHMaIbHOCTEH,
NICUXOJIOTMHM M YNPaBICHUs NepcoHanoM s crenuanbHoctH 21.02.05 «3emensHo-
UMYILECTBEHHbIE OTHOIIICHUS
npotokost Ne 10 ot «15» mas 2019 1.

IIpencenarens npeIMeTHO-UUKIOBOM KOMHCCHH
«15» masg 2019 1.
Peuenzent (-b1):

I'acmmapsiz H.O.

Kanz. skoHOM. HayK, JOUEHT Kadeapsl
o011ero, CTpaTeru4ecKoro
MH(OPMAIIMOHHOTO MEHEKMEHTA U
6usnec-nponeccos PI'OY BO
«KyoI'Y»

M.A MupomHu4eHKO

\
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JIUCT
coracoBaHus paboyei mporpaMMbl AUCHUILTHHBI

OI1.05 JIOKYMEHTALIMOHHOE OBECIIEYEHUE YIIPABJIEHUA

AMHCIIO
E.U. Puibanko

«l4» mas 2019 1.

Jupextop HayyHoi 6ubnuorexu Kyol'Y
[ e#Z — MA. Xyade

IIOAITHC

«13» Mag 2019 1.

MHGOPMAILIMPHHOTO 0OecTiedeHUs MPOrpaMMbl

( /
noxuch

«l0mas 2019 .

Jluno,  oTBeT¢TBEHHOE 32  YCTAHOBKY M  OKCIUIyaTallHIO
ud
HU.B. Muniok

POTrpaMMHO-
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PELIEH3UA
Ha pabouyio mporpammy no aucuummae OI1.05 «JlokyMeHTanHOHHOE obecedeHne
YIpaBJICHUSD) TI0 HApaBJIeHHIO oAroToBky 21.02.05 3emMenbHO-UMYIIIECTBEHHBIE OTHOIEHHS,
MIOJrOTOBJIEHHYIO IpenozaasaresieM [ puneBoit M.H.

YuebHas mucuuIInHa «JJOKyMEHTalHOHHOE 00ecleyeHne yIpaBieHus» OpeICTaBIIseT
Co0OH Kype, B X0OJIe H3yUEHHSI KOTOPOT'0 Y CTYEHTOB (POPMHUPYIOTCS KOMIIETEHIINH,
ycranosyienHble TpeboBanusM @I'OC CIIO no nampasnenuro noaroroBku 21.02.05 3emensHo-
UMYIIECTBCHHBIC OTHOLICHHS, IIPY 3TOM YKa3aHbl TPeOOBaHUS K 3HAHHSM, YMEHHSIM U HaBBIKaM,
IIOJTyYCHHBIM B XOJI€ M3y4EHMs JUCLIMIUIMHBI, IO KaXJI0U 13 GOPMHUPYEMBIX KOMIIETEHIHH.

B pabouelt mporpamMme [aHO OIHCAHHE JIOTHYECKOHW B3aMMOCBSI3M C JPYTUMH
JAUCUMIUIMHAMH. YKa3aHbl TpeOOBaHMS K 3HAHUSIM, YMEHHSM M HaBbIKaM O0O0ydYaromerocs,
HEOOXOMMBIE IIPH OCBOEHHHM JJAHHOW JUCLMILINHBI U NPHOOPETEHHBIE B PE3yJIbTaTe OCBOCHHS
NPEIIESCTBYIOMHUX AUCHUILIMH (MOIyei). Taxxke mpeacTaBIeHbl MEeXIUCIIUIUIMHAPHBIE CBA3H C
JPYTMMH JUCIUILIAHAMH.

Temaruueckuii mian U3y4eHUs TUCHUILIMHBI, 00pa30BaTeIbHbIE TEXHOIOTHHU, OLIEHOUHBIE
CpeAcTBa Ui TEKYLIETO KOHTPOJS YCIIEBAEMOCTH M IPOMEXKYTOUHOM aTTeCTaldd II0 MTOram
OCBOCHHS TUCLUILUIMHBI, IEPEYEHb OCHOBHOM M JONOJHUTEIBHOM JIUTEPaTyphl, MPOrPaMMHOIO
obecrieueHs, a TAKKE MaTepUATbHO-TEXHHYECKOe 00eCIIeYeHre CII0COOCTBYIOT TLIAHOMEPHOMY
U KaY€CTBEHHOMY OCBOEHHIO BCEX IUAAKTUYECKUX €IMHUI], YCTAHOBJIIEHHLIMH B Ka4ECTBE IIeJIeH
¥ 3a/1a4 pabodelt mporpaMMBbl.

Peuensupyemass pabouas mporpaMma dYETKO CTPYKTYPHPOBAaHa, COIEPXHT BCE
HeoOxomumble  paszfensl. CHHCKH — JIMTeparypbl  JOCTATOMHBI,  BKJIIOYAIOT  OCHOBHOM
TEOPETUUECKUI MUHUMYM II0 TEME.

Peuensupyemass paboyas mnporpaMma y4eOHOM JUCHMIUIMHBI TpEACTaBIEHA Ha
odumanbHOM caifTe By3a H OTBEYaeT HOPMATUBHBIM TPeGOBAHUAM (e/IepaTbHOTO U JOKAIBHOTO
ypoBHs. M3ydyenwe nucimmamebl GopMHpyeT BeChb HEOOXOAMMBIN IepedeHb KOMIIETCHIIMA,
npenycmotpeHHbix @I'OC CIIO u pexkomenayercs Ul yTBEPXKICHHS B KauecTBe paboudeit
[IPOrpaMMBbI B [IPEJICTABJICHHOM BHJIE.

Periensenr:

//Z A.B.CrebnoBckas
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PELEH3US

Ha padouyro nporpammy aucuunannabl OIL0S «loxkymenTannoHHOE 00ecneyenue
ynpasJieHus» o cnennaabHocT 21.02.05 3emeibHO-UMYLIECTBEHHBIE
OTHOUIEHHSI

IIporpamma paspaboTana Ha ocHOBe De/iepabHOTO roCyIapCTBEHHOT0 00pa30BaTEIHHOr0

cranzapra CIIO cnenunanprocTn 21.02.05 3emMenbHO-MMYIIECTBEHHBIE OTHOLICHHS, YTBEPKIEHHOTO
nprka3zoM MunucTepcTBa 00pazoBanus 1 Hayku Poccuiickoii @eneparmu ot 12 mas 2014 . N 486
(3apeructpupoBat B Muntocte PO 27 urons 2014 r. N 32885)

CrpykTypa pabouedfl mporpaMMbl COOTBETCTBYET NMPHHATHIM B By3e monoxkenuem o PITJI.
[IporpamMma npexycMaTpuBaeT OCBOCHHE KOMIETEHIHH B BUIAX IESTEIBHOCTH, IIPELYCMOTPEHHBIX
tpedoBanusiMu GI'OC.

JanHas paboyast mporpamMma COAEPXXHUT CIeIyIOIHe He0OX0UMBIE KOMITOHEHTHI:

- macropra pabouei mporpaMmbl Y4eOHOU TUCIUTLIHHEL,

- CTPYKTYDBI U IPEMEPHOTO COEpKaHUs YUeOHO! TUCIUTLIHHEL,

- YCIIOBUH peau3aliy Y4eOHOH AUCIUILIHHBL,

- KOHTPOJIS ¥ OLIEHKE Pe3yJIbTaToOB OCBOSHHS YUeOHOM AUCIIUILTHHBL.

B macnopre paGoueii mporpaMMbl y4eOHOM TUCIUILIHHEI OIPEIENEHB! 001aCTh
NPUMEHEHMs paboyedl MporpaMMbl, MeCTO Y4eOHOH [MCHMIUIMHBI B CTPYKTYPE OCHOBHOM
00pa3oBaTeIbHOM NPOTrpaMMBI, LIEH U 3a7a4M y4eOHO! JUCIUILTAHBL, TPeOOBAHHUS K Pe3yibTaTaM
OCBOEHHMS y4eOHOH AMCIUIUTHEL, OTBEICHHOE KOJIUYECTBO YAaCOB Ha OCBOEHHE IIPOrpaMMbl Y4eOHOI
JUCIUILTAHBL

IIpenonaBareneM COCTaBIEH TEMATHYECKHH IUIAH M COJEPXaHWE Y4EOHOM IMCLMIUIMHEL
OIIpe/IENIEHBI YCIOBHUS pealu3alii y4eOHO! NUCIHILIHHEI, BKIIOYAIOIIHE:
- TpeOOBaHKS K MEUHUMATbHOMY MaTePHATBHO-TEXHHIECKOMY 00€CTICUEHUIO
- HH(DOpMANKOHHOE obecreueHue oOydeHHs (MepeveHb PEKOMEHIYEMBIX Y4eOHBIX W3JIaHHIA,
MurepreT-pecypcoB, T0MOTHATENBHOMN IUTEPATYPBI).

Penensupyemas nporpaMma y4eOHOH AMCHMILTMHBI XOPOIIO IPOAyMaHa ¥ OPHEHTHPOBAHA HA
NOJArOTOBKY 00Y4YarOIIMXCs K MCIOJIB30BAHMIO MOJYYCHHBIX HABBIKOB B CBOEH MPO(eCCHOHATBHOM
JEeSTEIbHOCTH.

Taxum oOpa3oM, JaHHas paboyas nporpamma y4eOHOM JMCLUTLIAHBI
«JlokymeHTannorHoe obecreueHre ypasieHus» papaboTannas npenoaasarenem ['punesoir M.H.
MOXET OBITh HCIONBb30BaHA B KadyecTBe paboduedl mporpamMMbl 1o cmenmanbHoctd 21.02.05
3emenbHo-uMymecTBeHHble oTHomeHHs B VIHCIIO ®I'BOY BO «KybGaHckuii rocyaapcTBeHHbIIH
YHUBEPCUTETY.

Penensenr:

Kanz. sxoHOM. Hayk,

TOLEHT Kadeapsl o01mero,
CTPaTEeruyecKoro HHPOPMAIIMOHHOTO

MEHEUKMEHTa U OU3HEC-TIPOIIECCOB M.A . MupomHudeHKo
®IBOY BO «Ky6I'Y» gﬂaﬁw :
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1. TIACHOPT PABOYEM TIPOI'PAMMBI YYEBHOM JAACHUITIINHBI
OI1.05 «/IoKyMEeHTAIIHOHHOE 00ecreyeHne ynpaBjaeHu s

1.1. Ob6sacTh NPUMEHEHHUS IPOTPAMMBI

Pabouas mporpamma yueOHOW muctmmiauabl OI1.05 «/loxkymeHTanmonHoe obecrneueHue
YIPaBJIEHUS» SBISETCA 4YacThIO MPOrpaMMbl MOATOTOBKM CHEIMAJIMCTOB CPEIHEr0 3BEHa B
cootBercTBUU ¢ PI'OC CIIO no cnenuansHocT 21.02.05 3eMeNbpHO-UMYIIECTBEHHBIE OTHOIIEHHUS.
E€ ocBoeHne moAroToBUT Oyaymiero crenuaiucta K Buay aesrenabHoct corsiacHo @I'OC no CIIO:
4.3.1. YnpaBneHue 3eMeNbHO-UMYIIECTBEHHBIM KOMIIEKCOM.

1.2. MecTo yueOHOI THCHUIVIMHBI B CTPYKTYpe NPOrpaMMbl NOATOTOBKH CHELHATUCTOB
Cpe/Hero 3BeHa:

JlucuuiuiiHa BXOJWT B JMCHUIUIMHA BXOoAuT B OOmenpodeccuoHaabHble AUCHUTUINHBI
y4eOHBIi I1aHa.

Huctmmumaa OIL.05S  «JlokymeHTanmoHHOE oOOecreyeHue YIpaBlIeHUs» OMHUpaeTcs Ha
NPEIIECTBYIONINE AUCHUIUIMHBL «JKOHOMUKA OpraHu3alum» M (OpMUpPYET KOMIIETCHIMU I
OCBOGHMSA TOCIEAYIOIIUX JUCHHMIUTUH:  «Jlemonpon3BoacTtBo», «OCHOBBI MEHEKMEHTa W
MapKEeTUHTa», « DKOHOMHUYECKUI aHAIN3Y.

1.3. Henu m 3apaum y4eOHOM JMCHUILIMHBI — TPeOOBaHUS K pe3y/abTAaTaM OCBOCHUS
AUCUMIIHHBI:

Llenv - w3ydyeHue BUJOB OQUIMAIBHBIX JOKYMEHTOB M TPEeOOBaHUI K MX COCTABICHUIO U
0(OPMIICHHUIO.

OCHOBHBIMHU 3a@0ayamuy JUACUUIUIUHBI SBJISIFOTCS OCBOEHHE NPaBWJI OPTaHU3AIUH PabOTHI C
JTOKYMEHTaMH; MOPsI/IKa OpraHu3aluy padoT M0 AEJIONPON3BOICTBEHHOMY OOCITY>KUBAHUIO; IPUEMOB
COBPEMEHHOTO JI€JI0IIPOU3BOJICTBA. .

B pesynbraTe n3yueHus o0s3aTenbHON YacTH y4eOHOTO MUKIIA 00 yJarOIIHIACS TOJKEH:
3HAMb:

- 00 OCHOBHBIX MOJIOKEHUSAX M0 TOKYMEHTUPOBAHUIO YIPABICHUECKON JeSITeIbHOCTH;

- TEPMHUHOJIOTHIO B 00J1aCTH JOKYMEHTAIIMOHHOTO 00eCTIeYeHus YIpaBICHUs

- 0 mpaBmiIaX 0POPMIICHUS JOKYMEHTOB;

- HOpMaTHBHbIE JOKYMEHTBI, PErJIaMEHTHUPYIOIINE COCTaBICHUE U 0POPMIICHHE OPraHN3aI[IOHHO-
pacropsaIuTeNbHbIX JOKYMEHTOB

- 00 yHU(UKAIMK U CTAaHJAPTU3AIMH YIIPABIECHUYECKUX JOKYMEHTOB

- (hopMBI, METOBI M CUCTEMBI JOKYMEHTHUPOBAHHS,

- TIOPSIOK OpraHu3aliy JOKYMEHTOB B KOMIUIEKCHI,

- 3aKOHOJATeNbHbIE aKThl 1 HOPMATHUBHBIE TOKYMEHTHI 110 OpraHU3aluy padoThl C TOKYMEHTALUEH;
- TIpaBWJIa COCTABJICHUS U OPOPMIICHHIO Pa3IMYHbIX BUAOB JTOKYMEHTOB;

- TpeGOBaHU K TEKCTY CIy>KEOHBIX JOKYMEHTOB;

- oOmue npaBuiIa OpraHu3aiy padoThl ¢ JOKyMEHTaMH

ymemo:

- TI0JIB30BATHCS U3YYEHHBIMH CTAaHIAPTU3UPOBAHHBIMU TEPMHUHAMU;

- IPUMEHATH Ha MPAKTUKE TOCYAaPCTBEHHBIE CTAHAAPTHI, APYTHe HOPMATUBHBIE U METOIUYECKUE
JTOKYMEHTBI, pErJIaMEeHTUPYIOIINE OPTaHU3aLHUI0 TOKYMEHTAIMOHHOTO 00ecrieueH sl YIpaBIeHuUs;
- COCTaBJISTh U MPABUIBHO (B COOTBETCTBHUHM C ACHCTBYIOIIMMU HOPMATUBHBIMU JTOKYMEHTaMH)
0(GOpPMIIITH OCHOBHBIE BH/IbI OPraHU3aLMOHHO-PACTIOPAIUTEIBHBIX TOKYMEHTOB;

- BBITIOJIHATH OTpeieJIeHHbIE BUIbI pab0T MO OpraHu3aiy padoT ¢ JOKyMEHTAMHU B YUPEKICHUSX;
- o(opMIIATH HOMEHKJIATYPY JeN U POPMUPOBATH JieJia B COOTBETCTBUH ¢ HOMEHKIIATYPOH /e,

- OCYLIECTBIATH JOKYMEHTHPOBAHUE U OPraHU3aLMIO pabOTHI C JOKYMEHTaMH;

- M0JIb30BATHCSl OCHOBHBIMH HOPMAaTHUBHO-IIPABOBBIMU JOKYMEHTaMH B 001aCcTH
TOKYMEHTUPOBAHHUS

- COCTaBJIATH U OPOPMIISTH pa3IMYHbIE BH/IBI JOKYMEHTOB.

MakcumanbHas yueOHast Harpy3ka oOygaromierocst 73 gac., B TOM YuCIIe:

— o0s3arenpHas aynuTopHas yueOHast Harpyska 48 yac.;

— camocTosTenbHas pabota 20 vac.

1.4. IlepeyeHb IUVIAHHUPYEMBIX Pe3yJbTATOB O0y4YeHHs IO IHCHHUILINHE (NMepevYeHb

6
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¢GopmMupyeMbIX KOMIIETEHLUIT)

HNunexc ConepxaHre KOMITETEHIINH (WX €€ B pesynbTare nzydeHus: yaeOHOM TUCITUTLTAHBI
KOMITETCHIIUN | YaCTH) 00yJaronmecs JOJKHBI
3HATh YMETh
OK-1 [ToHMMATh CYIIHOCTH W COLUANBHYIO | - 00 OCHOBHBIX - TIOJIb30BAThCSA
3HAYMMOCTh cBOCH Oyaymiei | MOMOKEHUX IO M3Y4YCHHBIMU
npodeccu, TMPOSBISITH K  HEW | TOKYMEHTHPOBAHUIO CTaH/IaPTU3UPOBAHHBIMU
YCTOWYUBEIN HHTEPEC yIpaBleHYECKOU TEPMUHAMU;
JIeATeIIbHOCTH;
- TEPMUHOJIOTHIO B
obnactu
JIOKYMEHTAIIMOHHOTO
obecreucHHs
yIpaBIeHUS
OK-2 AHanu3upoBaTh COLIMAJIBHO- | - O MpaBUJax - IPUMEHATH HAa IIPAKTUKE
SKOHOMUYECKUE W IOJUTHYCCKUEC | OPOopMIICHUS rOCyJapCTBEHHBIC
POOIEMBI U MPOLIECCHI, | JOKYMEHTOB; CTaHJAPTHI, IpyTue
KCIIONB30BaTh METOIbl TYMAHUTAPHO- | - HOPMATHUBHbBIC HOpPMAaTHUBHBIC U
COLIMOJIOTMYECKUX HAYK B Pa3IUYHBIX | TOKYMEHTHI, METOANYECKUE
BUAAX npohecCHOHATBHON U | perlaMEeHTUPYIOIIKE JIOKYMEHTHI,
COLIMATILHOM JIeATEIbHOCTH. COCTaBJICHUE U perIaMeHTUPYIOIINE
oopmuenue OpraHu3aluIio
OpraHu3aluOHHO- JIOKYMEHTAIIMOHHOTO
pacIopsIUTEIbHBIX oOecrieueHHsI YIIPaBIICHNUS,
JIOKYMEHTOB
OK 3 OpraHn3oBbIBaTh CBOIO | - 00 yHH(UKAIUH U - COCTaBIIATh U IIPABUIIBHO
COOCTBEHHYIO JESITENBHOCTD, | CTaHAAPTU3ALUN (B COOTBETCTBHUH C
OIPENEeNATh METOIBl U  CIOCOOBI | YIPaBICHYECKUX JEHCTBYIOIIUMU
BBITIOJTHEHUS Mpo(heCCUOHANBHBIX | IOKYMEHTOB HOPMAaTUBHBIMHU
3a/1a4, OleHUBATh UX A3((HEKTUBHOCTE | - (hOPMBI, METOJIBI U JIOKYMEHTaMH),
U Ka4eCTBO CHUCTEMBI - 0(OpPMIISITH OCHOBHBIC
JIOKYMEHTUPOBAHUSI; BUJIBI OPTaHU3AIUOHHO-
- TIOPSIIOK pacopsIUTEIbHBIX
OpraHu3aluu JIOKYMEHTOB;
JIOKyMEHTOB B
KOMILJIEKCHI;
OK 4. Pemate  mpoOnembl,  OLEHUBATH | - IIpaBUIa - OCYULIECTBIISATH
PUCKM U TPUHUMATh PCIICHUS B | COCTABICHUS U JIOKYMEHTUPOBAHUE U
HECTaHJIAPTHBIX CUTYaLUsIX. oopmneHurO OpTaHU3aIHI0 PabOTHI C
Pa3IUYHBIX BUJOB JIOKYMEHTaMH;
JIOKYMEHTOB;
- TpeOOBaHUS K
TEKCTY CITY>KEOHBIX
JIOKYMEHTOB;
OK 5 OcylecTBisATh TMOUCK, AaHAIW3 U | -3aKOHOJATENbHbBIC - oopmsTh
OLIEHKY WH(OpPMAaNNU, HEOOXOJUMOH | aKThl U HOPMATHUBHBIC | HOMEHKIIATYPY Jel U
JUIsT  TIOCTAaHOBKM M PEIICHUS | JOKYMEHTHI [0 (hopMHUpOBaTh 1ena B
pohecCHOHATBHBIX 3a5iad, | OpraHu3anuu padoThl | COOTBETCTBUU C
Mpo(heCCHOHATTLHOTO U JTUYHOCTHOTO | C JOKYMEHTAIUCH; HOMEHKJIATypOi ae;
pa3BUTHUS - obmue - TOJIB30BATHCS
MpaBUJia OPraHU3alMU | OCHOBHBIMU HOPMATHUBHO-
paboTEHI ¢ MPaBOBBIMU TIOKYMEHTaMHU
JIOKyMEHTaMHU B 00JacTu
JIOKYMEHTUPOBAHMUSI
OK 6 PabGorarh B KOIJICKTHMBE M KOMAaHJE, | - 00 OCHOBHBIX - BBIMOJTHSTh

obecreunBaTh ee CIUTOYCHUE,
3¢ heKkTHBHO 00IATHCS C KOJUIETaMH,

IIOJIOXKCHUAX I10
JOKYMCHTHUPOBAHUTIO

OIEIEIICHHBIC BUIBI
paboT mo opraHu3aluu
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PYKOBOACTBOM, MTOTPEOUTEISIMU. yIIpaBJIeHYECKON paboT ¢ JOKyMeHTaMu B
JeTeNbHOCTH; YUPESKIACHUSX;
- (hopMBI, METOIBI U
CHCTEMBI
JOKYMEHTHPOBaHHS
OK 7 CaMoCTOATENBHO ONPEEeNsITh 3a1a4H | - obOrme - BBITIOJTHSTH
npogeCCHOHATBHOTO W JIMYHOCTHOTO | MPaBWJIa OPTaHU3aLUN | ONMpeIeTIeHHBIC BUABI
pa3BUTHA, 3aHUMATbCs | paOOTHI ¢ pabot no opraHu3auuu
camMo00pa3oBaHHUEM, OCO3HaHHO | TOKYMEHTaMH paboT ¢ TOKyMEHTaMHU B
TJIAaHUPOBAThH MOBBIIIICHU YUPEXKICHUSX;
KB (DUKAIUY.
OK 8 -3aKOHOJATENbHBIE - ohopMIIATH
aKThl 1 HOPMAaTHUBHBIC | HOMEHKIIATYPY Jel U
JOKYMEHTHI 110 (hopMupoBaTh Jiena B
OpraHu3anuu paboTel | COOTBETCTBUU C
BEITH TOTOBBIM K CMEHE TEXHOJOTHH | C TOKyMEHTalHeH; HOMEHKJIATYpOil J1ed;
B MIpodecCHOHAIBHON AESITEIBHOCTH - MOJIB30BATHCS
OCHOBHBIMU HOPMaTHBHO-
MPaBOBBIMH JIOKYMEHTAMHU
B obOnactu
JOKYMEHTHPOBaHUS
OK9 YBa)XKUTENBHO u OepexxHO | - 00 yHUUKAIMU U - BBIMIOJIHATH
OTHOCHTBCS K  HCTOPHYECKOMY | CTaHAAPTU3AINU olpeeTeHHbIC BUABI
HaCJICIHIO u KYJIbTYpHBIM | YIPaBICHUECKUX pabot no opraHu3auuu
TPAJUIIUSM, TOJIEPAHTHO | JOKYMEHTOB paboT ¢ TOKyMEHTaMH1 B
BOCIIPUHMMATh  COLHUAJIbHBIE U YUPESKIACHUSX;
KYJIBTypHBIC TPaTUITUH
OK 10 CobOnronath MpaBUIIa TEXHUKHU obrme - BBIIIOJIHATH
0e30macHOCTH, HECTH | MpaBWJIa OPTaHU3aLUHN | ONpeIeTICHHBIC BUABI
OTBETCTBEHHOCTb 3a OpraHHU3aluio | paboThI C pabot no opraHu3auuu
MEpOIPHUATHH MO  OOECIEUECHUIO | JOKYMEHTaMH paboT ¢ TOKyMEHTaMH1 B
0e30MacHOCTH TpyJa. YUPSKIACHUSX;
MK 1.1 . - (hopmbI, MeTOIBI U - COCTaBJIATh U
CocraBisiTh  3eMeNbHBIA  OanaHc
aifona CHCTEMBI oopMIIATE pa3InYHbIC
P JIOKYMEHTHUPOBAHUS BH/IbI TOKYMEHTOB
IIK 1.2 ITonrorasnnBaTh JIOKYMEHTAIHIO, | - 00 OCHOBHBIX - BBIIOJHATD
HEOOXOANMYIO JUIst MNPUHATHA | TIONIOKEHUSX O olpeeTeHHbIE BUABI
YIPaBICHYECKUX  pEIIEHWH MO | JOKYMEHTHPOBAaHUIO pabot no opraHu3auuu
AKCILTyaTaIluu u Pa3BUTHUIO | YIPaBICHYECKON paboT ¢ TOKyMEHTaMH B
TEPPUTOPHIA. JeSTeNbHOCTH, YUPEKICHUSX;
K 1.3 - IIpaBUIa - 0OpMIIATE OCHOBHBIE
COCTaBIJICHUS U BUJIbI OpPTraHU3aHOHHO-
ToroBuTH MPEITIOKEHHS o
. | ohopmieHHIO pactopsIINTENEHBIX
OIIpEEIEHUIO 9KOHOMHUYECKOU
Pa3IUYHBIX BUIOB JOKYMEHTOB;
s pexTuBHOCTH WCIOTB30BaHUS
JOKYMEHTOB;
HMEIOIIErocs HEJIBMYKHMOTO
- TpeOOBaHMS K
HUMYIIECTBa.
TEKCTY CITY>KEOHBIX
JOKYMEHTOB;
[IK 1.4 - 00 OCHOBHBIX - BBIIOJIHATH
VY4acTBOBaTh B MPOCKTHPOBAHUH U
MONOKEHHUSX 110 onpeeTeHHbIC BUABI
aHanmm3e COLIMATIBHO-
JOKYMEHTHUPOBAHHIO pabot no opraHu3auuu
9KOHOMHUYECKOT O pa3BHUTHA .
yIIpaBJIeHYECKON paboT ¢ TOKyMEHTaMH1 B
TEPPUTOPHH.
JeSTeNbHOCTH, YUPESKIACHUSX;
K 1.5 3aKOHOJATEIIbHbIE - ohopMIIATH

Ocy1miecTBIsATh MOHUTOPUHT 3€MENb
TEpPUTOPUIA

aKThl 1 HOPMATHBHbIC
JIOKYMEHTHI 110
OpTaHu3anuu padoThl
C JOKyMEHTAIUEH;

HOMEHKJIATypy JIeNl U
(hopMupoBaTh Jiena B
COOTBETCTBUH C

HOMEHKJIaTypOM Jel;
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- MOJIb30BATHCS
OCHOBHBIMU HOPMATHBHO-
MPaBOBBIMH JIOKYMEHTAMHU
B 00JIacTH
JIOKYMEHTHPOBaHUSI

MK 2.1 - (hopmbI, MeTOIBI U - COCTaBIATh U
BEINONHATE KOMIUIEKC KaAacTPOBBIX
——— CHCTEMBI 0(hOpMIIATH pa3IuyHbIC
JOKYMEHTHPOBaHUS BH/JIbl TOKYMEHTOB
K 2.2 - (hopmbI, MeTOIBI U - COCTaBJIATH U
OnpenensTs KaJacTPOBYIO
N —— CHCTEMBI 0(hOpMIISATh pa3INyHbIC
JOKYMEHTHPOBaHUS BH/JIbl TOKYMEHTOB
K 2.3 - (hopmbI, MeTOIBI U - COCTaBJIATh U
BEINONHATE KaJacTpOBYIO CHEMKY. CHCTEMBI 0(hOpMIIATh pa3IMyHbIC
JOKYMEHTHPOBaHUS BH/JIbl TOKYMEHTOB
[IK 2.4 OcymecTBisITh  KaAacTpOBBIE U | - GOPMBI, METOABI U - COCTaBJIATh U
TEXHUUYECKUHN y4uer 00BEKTOB | CHCTEMBI 0(hOpMIIATh pa3INyHbIC
HEIBUYKUMOCTH. JOKYMEHTHUPOBaHUS BH/Ibl JOKYMEHTOB
MK 3.1 Bemonusate pabotsl mo xaprorpado- | - GopMbl, METOIBI 1 - COCTaBJIATH U
reofe3uYeCKOMY 00€CIIeYEHHIO | CUCTEMBI 0(hOpMIIATh pa3IHyHbIC
TEPPUTOPHH, CO3JaBaTh | JOKYMEHTHPOBAaHUSA BH/JIbI TOKYMEHTOB
rpadHyuecKre MaTepuabl
K 3.2 3aKOHOJATENbHbIE - ohopMIIATH
aKThl 1 HOPMaTHUBHBIE | HOMEHKJIATYpY 1l U
JOKYMEHTHI 110 (dbopMupoBaTh 1ena B
Hcnons3oBats TOCYJapCTBEHHBIC | OpraHU3aluyd paboThl | COOTBETCTBUU C
reoe3NYeCKue CETH U HHBIE CETU | C JOKyMEHTalueH; HOMEHKIIATypoU e,
Ui TPOHM3BOACTBA  KapTorpado- - MOJIb30BAThCS
reofe3nyecKux padorT. OCHOBHBIMU HOPMAaTHBHO-
MIPaBOBBIMH TOKYMEHTAMHU
B o0ylacTn
JOKYMEHTHPOBAHMSI
K 3.3 Hcnons3oBaTh B MPaKTUYECKOH | - HOPMBI, METOIBI U - COCTaBJIATh U
JeATebHOCTH TEeOMH(OPMAIIMOHHBIE | CHCTEMBI 0(hOpMIIATh pa3INyHbIC
CHCTEMBI JOKYMEHTHPOBaHUS BH/JIbl TOKYMEHTOB
[IK 3.4 OmnpenensTe KOOpAWHATHI TpaHHUL | - GOPMBI, METOABI U - COCTaBJIATh U
3eMENbHBIX YYAaCTKOB M BBIYUCISTH | CUCTEMBI 0(hOpMIIATh pa3IHYHbIC
WX TIJIOUIA/IN. JOKYMEHTHPOBaHUS BH/JIbl TOKYMEHTOB
MK 3.5 BBIMONHATE TOBEPKY M IOCTHUPOBKY | - (HOPMBI, METOIBI U - COCTaBJIATh U
Te0Ie3NYECKUX npubOpoB U | CUCTEMBI 0(hopMIIATh pa3IHyHbIC
WHCTPYMEHTOB. JOKYMEHTHPOBaHUS BH/JIbl TOKYMEHTOB
K 4.1. OcymecTBnsaTe cO0op U 00paboTKy | - 00 OCHOBHBIX - BBITIOJIHATH
HEOOXOANMOM u JIOCTaTOYHOM | MOJIOKEHUX IO OIlpeieNIeHHbIE BUIBI
nHpopManu o0 0ObEKTEe OLECHKU U | JOKYMEHTHPOBAaHUIO pabot no opraHu3auuu
aHAJIOTHYHBIX 00BEKTaxX yIpaBIEHYECKON paboT ¢ TOKyMEHTaMH B
JeSITENbHOCTH; YUPEKACHUSX;
IIK 4.2. [IpousBomuTH pacyersl MO OLCHKE | - oo1me - BBIIIOJIHSATD
oObeKkTa  OLEHKM Ha  OCHOBE | MpaBHJIa OPTaHU3AlMH | ONpEAETICHHBIC BUIBI
MPUMEHUMBIX TIOIXOAOB M METOHOB | pabOTHI ¢ pabot no opraHu3auuu
OLIEHKHU. JOKYMEHTaMHU paboT ¢ TOKyMEHTaMH B
YUPEKACHUSX;
[IK 4.3. O600mmaTs pe3yasTaThl, MOTy4YeHHBIE | - 00 OCHOBHBIX - BBIIIOJIHATH

noaxogaMu, U 1aBaThb 000CHOBaHHOE
3aKIII0YEHUE 00 HUTOTrOBOH BEIHYUHE
CTOMMOCTHU 00BLEKTa OIICHKH

MONOKEHHUSX 110
JIOKYMEHTHUPOBAHHIO
yIpaBIEHYECKON
NeTeNbHOCTH;

OIpeeNeHHbIC BUIBI
paboT 1o opraHu3aIyu
paboT ¢ TOKyMEHTaMH1 B
YUPSIKICHUSX;

- 0(hOpMIISITE OCHOBHBIC
BUJIbI OPraHU3aIMOHHO-
pacnopsaAUTEeIbHBIX
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JOKYMCHTOB;,

[IK 4.4 PaccunteiBaTh CMETHYIO CTOMMOCTSH | - (HOPMBI, METOIBI U - COCTaBJIATh U
30aHui u COOpYKEHHU B | CUCTEMBI 0(hOpMIIATh pa3InyHbIC
COOTBETCTBUM C  JICUCTBYIOIIMMH | JOKYMEHTHPOBAHHS BH/JIbI TOKYMEHTOB
HOpMAaTHBaMU U  TPUMEHSIEMBIMH
METOIMKAMHU.
[IK 4.5. Knaccugpuumposats 3aHUs U | 3aKOHOJATEIbHbIE - 0o(hopMIIATE
COOpYKEHHMsI B COOTBETCTBMHM C | aKThl 1 HOPMAaTHUBHBIE | HOMEHKIJIATYpY 1l U
MIPUHATOW TUIIOJIOTHEN JOKYMEHTHI 110 (dbopMupoOBaThH 1ena B
OpraHu3anuy paboTel | COOTBETCTBUHU C
C TOKyMeHTaIuen HOMEHKIIATypoH e,
- MOJIb30BAThCS
OCHOBHBIMU HOPMAaTHBHO-
MIPaBOBBIMH TOKYMEHTAMHU
B o0JyiacTn
JOKYMEHTHPOBAHMS
[IK 4.6. Odopmuars OLICHOYHYIO | 3aKOHOJATEIIbHbBIC - o(hopMIIATE

JOKYMEHTAIIMI0 B COOTBETCTBHU C
TpeOOBaHUSIMH HOPMATHUBHBIX aKTOB,
PETYIMPYIOIUX TPAaBOOTHOIICHUS B
9TOH o0JIacTH

aKTbl U HOPMaTUBHEIE
JOKYMEHTHI 110
OpTaHU3aIuu padoThI
C JOKyMEHTaLHUEN

HOMCHKJIATYPY ACT U
(hopMupoBaTh Jiena B
COOTBETCTBHHU C
HOMCHKIIATYPOU JIe;

- MOJIb30BaTHCS
OCHOBHBIMU HOPMATHBHO-
MPaBOBBIMH JIOKYMEHTAMHU
B 00JIacTH
JIOKYMEHTHPOBaHUSI

2. CTPYKTYPA U COJIEP)KAHUE YUYEBHOM JUCIIUILIVHBI
2.1. O0beM yueOHOM AMCHMIIMHBI M BUAbI Y4e0HOIl padoThI

Bun yueoHoii padoThl Oobvem uacos
MaxcuMmaJjibHasi ydeOHasi HATpy3Ka (Bcero) 73
Oo0s3aTeibHAs ayIMTOPHAs yuyeOHas Harpy3Ka (Bcero) 48
B TOM YHCJIE:
3aHATHS JICKIMOHHOTO TUIIA 32
IIPAKTUYECKUE 3aHATUS 16
na00paTOpHbIE 3aHATUS -
CamocrosiTesbHasi paboTa ody4yaronierocs (Bcero) 20
B TOM YHCJIE:
Te3aypyc 6
pedepar 8
CaMOCTOSITENIbHAS BHEAYJUTOPHAsL paboTa B BHJIE TOMALTHUX MPAKTHUECKUX 6
3aJaHu{, THIUBUAYAJIbHBIX 3aJaHU, CAMOCTOSATENHLHOTO IOA00pa 1
M3yUYEHHsI IOTIOJIHUTENIFHOTO TEOPETHUECKOro MaTepraa
Koncynomayuu 5
IIpomesicymounas ammecmayus 6 popme 3auema/sxzamena/ou). zauema Judd.3auer
2.2. CTpyKTypa AMCUMILIMHBI:
KosinuecTBO ayIMTOPHBIX YaCOB CamocrosiTesibHA
HanmeHoBaHHe Teoperuye | IIpakTHYeckue H s1 padora
pa3iesioB M TeM Bcero cKoe J1abopaTopHbIe o0yuaromerocst
o0yueHue 3aHATHSA (uac)
Pa3nen 1. Beenenue B
JOKYMEHTUPOBAHHE 34 16 8 10
YIPABJICHYECKOU
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ACATCIBbHOCTHU

Paznen 2.
Opranuzanus paboTsl 34 16 8 10
C IOKYMEHTaMHU
Beero mo 68 32 16 20
AUCHHUILINHE
2.3. TemaTnuyeckuii IUVIaH M COieP:KaHME YUeOHOMH TUCIUIIHHBI
HanmeHoBaHu Coaep:xanue yueOHOTo MaTepuaJa, JjabopaTopHbie O0be | YpoBen
€ pa3zeJioB U PadoThI H NPAKTHYECKHE 3aHATHS, CAMOCTOATEIbHAS M b
TeM padora o0y4aromuxcs 4acoB | OCBOCHHU
|
1 2 3 4
Jlexnun
Pazpea 1. JIOKYMEHTBI U CTIOCOOBI JOKYMEHTHPOBAHUS 4
BBeaenue B YHudukanus u craHgapTuzanys JOKyMEeHTOB. CHCTEMBI 4
JOKYMEHTHPOB | TOKYMEHTAaIMU 1
aHue PekBU3NUTHI U OJIaHKH JOKYMEHTOB. 4
yinpaBJjieH4eCK | OpraHu3allMOHHO-paclopsAuTEIbHAs JTOKyMCHTaLM. 4
oi OpraHu3aloOHHbIE JOKYMEHTHI
AeSITeJIbHOCTH IIpakTHYecKHe 3aHATHA
Odopmitenne opraHu3alluOHHBIX TOKYMEHTOB 4
2
Odopmitenne pacropsaUTeIbHbIX JOKYMEHTOB 4
CamocrositesibHast  padora: CrnoBapb TEpMHUHOB U
ompenenenuii nenomnpousBoacTea.. Pedepar..IIpopaborka
KOHCTIEKTOB  3aHATHH, Yy4eOHOH W  cHenuaibHON 10
nuteparypsl. PaboTa Hax 3agaHusMu paboden TeTpau.
BCEI'O 110 PA3JEJY 34
Paznea 2. Jlexknun
Opranmsamusa | OpraHusaiys JOKyMeHT0000poTa 4
padoTeI ¢ Opranuzanys perucTpaluu JOKYMEHTOB U KOHTPOJIb 4
AOKYMEHTAMH | ycrioJIHEHUs! JOKYMEHTOB |
Opranuzanys onepaTUBHOTO XpaHEHUs! JOKYMEHTOB 4
ITopsinok nepenaun JOKYMEHTOB B apXUB MJIM Ha 4
YHUUTOKEHHE
IIpakTHYecKHe 3aHATHA
Peructpanus BXoIA1MX, UCXOAALIUX U BHYTPEHHUX 4
JJOKYMEHTOB B JKypHaJI€ U Ha KAPTOUKE
Odopmiienne OCHOBHBIX PEKBU3UTOB U OCHOBHOM
OpraHU3alMOHHO-PACIOPSAAUTEIbHON TOKYMEHTAIUNU C 4 2
nomo1nbio [I19BM. Co3nanne mabioHOB JOKYMEHTOB
CamocrosiTesibHast padora: PenieHue npakTu4eckux 10
3anad. [logroroBka k ceMHHapam.
BCEI'O 110 PA3JEJY 34
HUTOI'O: | 68

2.4. Conep:xaHue pa3/iesi0B JUCHUUILIHHBI
2.4.1. 3aHATHS JEeKIIMOHHOI0 THIIA
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TUTIOBAsE MHCTPYKIMSA MO JACIONPOU3BOACTBY B (enepaibHbIX
opraHax MCIIOJHUTENHHON BIACTH.

Pons uHbopManmmuu B conuanbHO-)KOHOMHYECKUX MPOLIECCAX.
OenepanpHblii  3ak0oH «O6 wuHbopMmauuu, uHPOpMAIMU H
3alIuTe UHpOPMALTIIY. OyHKIINH JOKYMEHTOB:
nH(pOpPMaLUOHHAS, KOMMYHUKaTHBHAs, colaabHasl,
KyJIbTYpHasl. yIpaBJeHYeCKas, MpaBOBas, HCTOpUYECKas, U
IpyrHe, UX XapaKTepUCTUKA.

JIoKyMEeHTHPOBaHUE: OCHOBHBIE CIIOCOOBI. MarepuaibHbIe
HocuTenn wuHpopMmauuu. Kriaccupukanus HOKYMEHTOB 10
crmoco0y  M3rOTOBJICHHUS, MPOUCXOKACHUIO, COACPIKaHUIO,
HAaNMEHOBAHUIO U APYTHM IpU3HAKaM.

Oo6mepoccuiickue kinaccupuraropel (OKY I, OKIIO, OKOHX,
OKVYH), ux kpaTkas XapaKTepUCTUKa. YHH(UIHUPOBAHHAS
cucreMa JoKyMeHTanuu: nouartue. CocraB yHH(DHUIIMPOBaHHBIX
CHCTEeM JOKYMEHTAIIMM: OpraHU3alMOHHO-PACTIOPAAUTENbHAS,
OTYETHO-CTATHCTHYECKAasl, IEpPBUYHAS, ydeTHas, (PMHAHCOBasI H
ap. TlocymapcTBeHHBIE CTaHAApTHl Ha YHU(DUIMPOBAHHBIC
CHCTEMBbl JOKYMEHTalMH. PeKBU3UT, (GOpMynsp OOKyMEHTa,
TUNIOBOH  opmynsip,  dopmyisip-oOpasen, Tabenb  (opm
JOKYMEHTOB, alb00M (GopM YHUGHUIHMPOBAHHBIX JOKYMEHTOB:
MOHSTHE, XapaKTEPUCTUKA.

[IpaBuna opopmieHns] PeKBU3UTOB ONaHKA U X PACIONOKCHHS
Ha craHaaptHoM ¢opmate Oymaru, pasmepsl moned. bmaHk
JNOKyMEHTa: TOHSTHE, Ha3HaYeHWe, BUABI OJIAHKOB (0OmImii
OnaHk, ONMaHK NMUChbMa, OJaHK KOHKPETHOI'O BHAA JOKYMEHTa
(xpome mucema). Cocras, opopMiIeHIE PEKBU3UTOB OaHKa.
OpraHn3aiMoOHHO-PacIOpSANTENbHBIE  TOKYMEHTHI:  IIOHSTHE,
Ha3HaYCHHE, OCHOBHBIE BUJIBI (opraHu3aLnOHHBIE,
pacnopsiAuTeNbHbIE, CIPaBOYHEIE).

OpraHu3aioHHbIE JOKYMEHTBI: YCTaB, MOJOXKEHUS, CTPYKTYpa
W IOTaTHas YHCJIEHHOCTb, INTATHOE pacluCaHue, NpaBuia,
JOJDKHOCTHASI MHCTPYKIMS, UX Ha3HAYCHUE, XapaKTepUCTHUKA U
cocTaB, TpeOOBaHUS K O(GOPMIIEHHIO, TOPSIIOK YTBEPKACHHUA.
PacnopsaurensHbie U CIpaBOYHBIE JOKYMEHTHI.

No H ®dopma
AMMEHOBaHUE
pasn pasiena Cogepxanue pazaena TEKYIIEro
ena KOHTPOJIS
1 2 3 4
3cemecmp
1 Paszmen 1. [Ipeamer, uenu u 3amayu AUCUUIUIMHBI U €€ MEXIpeAMeTHbie | T
BBenenue B CBSA3M C JpyrMMH JOucuuiinHamu. HMcropust pas3BUTHS
JOKYMEHTUPOBAaH | JOKYMEHTAIIMOHHOTO oOecrieueHus ympasieHus. (OCHOBHBIE
ue MOHATHSA:  JOKYMEHT, JOKYMEHTAI[MOHHOE  OOeCIeucHue
yhOpaBieHYecKoi | ympaBneHusa.  Hasnauenue  ['ocymapcTBEHHOM — CHCTEMBI
JeSTEIbHOCTH JOKyMeHTallMoHHOro obecnieueHust ynpasienust (I'CHOY);
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Ne ®dopma

HanmenoBanue

pasz asena Conep:xanue paszena TEKyLIEero

ena P KOHTPOJIA

1 2 3 4

2 Pa3znen 2. JIoKyMeHTOOOOPOT: MOHATHE, O0IIMEe MPUHLMIBI OpraHu3auuu | T
Opranu3zanus JOKyMEHTOOO0OpOTa, €ro CTPYKTypa, HEoOXOOuMOocTh Yyuéra | A
paboTsI ¢ o0béMa  nmokyMmeHToobopora. HopmaTtuBHBIE — HOKYyMEHTHI, | [
JOKyMEHTaMU peryiaMeHTUPYIOINE OpraHU3alnIo JOKyMEHTO000pOTA.

perucrpanus IOKyMEHTOB, ONpenelieHHe, LeNH, 3a1aql, MecTa
pErUCTpalny pa3lIuYHbIX KaTeropuii JOKyMeHTOB. CHCTEMBI U
(hopmbl perucTpannu (’KypHaibHasi, KapTO4YHas,
aBTOMATH3WPOBaHHAs), WX JOCTOMHCTBA H  HEIOCTaTKH.
[lokazatenu, BBOAMMBIE B  PErHCTPALUOHHBIE  (HOPMBIL.
OcoOeHHOCTH ~ pEeTHCTpPallMd  BXOAAIIMX, HCXONAMIUX H
BHYTPEHHHX JIOKYMEHTOB.

CoctaB BBINONHAEMBIX Pa0OT TMPH OTIPaBKE HCXOASIINX
JOKYMEHTOB: MpPOBEpKa MPaBUILHOCTH OQOPMIICHUS, HAJTMYHUS
NpUJIOKEHUH, ajapeca, COPTHPOBKA IO aapecaTaM M BUAAM
OTHPAaBJICHUI COCTAaBJICHUE OMHCKH PACCHUIKU. TpaanIOHHBIA
crnoco0  OTHpaBKM  JOKyMeHTOB  (moutoii).  OrtmpaBka
JOKYMEHTOB C ITOMOIIBIO Tenedona, paxca.

KoHTponp ucmonHeHUs JOKYMEHTOB: TOHSTHE, Ha3HaueHHE,
BuAbl. [IpHHIMIBI opraHu3auny KOHTPossl. CPOKH HCIIOTHEHUS:
TUTIOBOW, MHIMBHUIYANbHBIA. TeXHONOTusi BEOEHHS KOHTPOJIS.
AHaJn3 UCTIONHEHUS JOKYMEHTOB B YUPEKICHUSAX.
B3anMocBs3p perucTpanu JOKYMEHTOB M HMH(OPMAaLHOHHO-
cpaBo4HOH paboTel. OpraHuzamus padoOTbl C HOMOLIBIO
CIIPaBOYHBIX KapTOYEK.

JIOMKHOCTHBIE ~ JIMIA, OCYLIECTBISIIOIINE DPETUCTPALIo0 U
KOHTPOJIb UCIIOJNIHEHUs, UX (QYHKIMHA U mpaBa. HomeHknatypa
Jen:  TOHATHE.  3HaueHWEe  HOMEHKJIATYpbl — JAen  JUis
Kjaccu(UKalMd IOKYMEHTOB, ONEPATHBHOTO XPAaHEHUS M HX
MpeAapXuBHON MOATroTOBKH. Buabl HomeHkiatyp aen. [lopsook
COCTaBNICHUs, O(OPMIICHHS, YTBEPXKACHUS M NPUMEHEHUs
KOHKPETHOM HOMEHKJIATypbI fei. [lopsgok ¢popMupoBaHus 1e.
OcHOBHBIE STambl Mepenavyd JOKYMEHTOB B apXWB WM Ha
YHUYTOKEHHE: TOArOTOBUTENbHBIH (0OOCHOBaHHME BBIOOpa
crmocoba COXpaHEHHsI WJIM YHUYTOXKEHHUS IIyTeM IPOBEICHUS
9KCHEPTU3bl LEHHOCTH JOKYMEHTOB), OCHOBHOH (TIOATOTOBKA
ner JUis Tiepefavyy B apXuB), 3aBEepLIAIONINN (Tlepenada B apXuB
WM YHUYTOXEHUE).

OkcnepTH3a IIEHHOCTH JIOKYMEHTOB: TIIOHATHE, Ha3Ha4YCHUE.
Cpoku XxpaHeHHs JOKYMEHTOB. llepeyHun [JOKYMEHTOB ¢
yKa3aHHEM CPOKOB XpaHEHHs, WX BH[bl, HA3HAUYCHHE, CXEMBI
noctpoeHus. llopsgoxk mepemaun nen B apXuB WM
YHUYTOXKEHHS JOKYMEHTOB.

[Tpumeuanue: T — tezaypyc, [ — muckyccus, A-aHanmu3 npoOJeMHBIX CUTyalni (YOpaKHESHHs)

2.4.2. JlaGopaTOpHbIE 3aHATHS - HE MPEAYCMOTPEHO

2.4.3. llpakTnyeckue 3aHATHS (CEMMHAPCKOI0 TUIA)

Ne ®opma
HaumenoBanue
pazne Coneprxanue paszziena TEKYIIEro
pasnena
na KOHTPOJISI
1 2 3 4
3 cemecmp
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1 Pazpnen 1. Bunet JIOKYMEHTOB: TEKCTOBBIE, rpaduueckue,
BBenenue B MaIIMHOYUTaeMble, (HOTOJTOKYMEHTH. BimsHue HaydHO-
JOKYMEHTUPOBA | TEXHUYECKOTO nporpecca Ha JOKYMEHT U
HHE JOKYMEHTUPOBAHHUE. ®enepanbHbI 3aKOH «006
YIPABJIIEHUYECKOU | DIIEKTPOHHOMU MO AITUCH. Cocras, odopmIieHue,
TSI TEILHOCTH U3rOTOBJIEHHE,  XpaHeHHe  ONIaHKOB  OpraHU3aluu.
dopmynsp-oOpazen TpyNIIbI JIOKYMEHTOB,
MpUHAICKAKUX K OnHOW cucreme. IlpoekrupoBaHue
OJaHKOB JOKYMEHTOB OpraHM3aluu. THIBI TOKYMEHTOB:
MOJUTMHHUK, KOMHs, JyOJIMKAaT, BBIHMCKA, UX Ha3HauYCHHE.
[Topsimox odopmiieHHe W BBIIAYM KOMUH U JyOJTUKATOB
JOKYMEHTOB, BBIIMCOK W3 HUX. PacnopsaurenbHble
JOKYMEHTBI: IIOCTaHOBJIEHHME, IIPUKa3, pacHOpsLKEHUE,
COBMECTHBIN pacnopsAUTEIbHbIN JOKYMEHT, ux
Ha3HAYEHHUE, XapaKTEpUCTHKAa MU COCTaB, TpPeOOBaHMS K
opopmueruto. CrpaBouHbIE JOKYMEHTBI: CIy)KEOHbBIE
IIMCbMA, CIIPABKH, AOKJIAIHBIE 3aIIUCKH, IPOTOKOJIbI, AKTHI,
3asBlICHHE, WX XapaKTepUCTHKA M COCTaB, TpeOOBaHUS K
0(OPMIICHHUIO.

< —

2 Pa3nen 2. Peructpanus BXOAsIMX, HCXOAAIIMX M BHYTPEHHHUX
Opranuzanus JOKYMEHTOB B JKypHaJI€ U Ha KapTOUKe
paboTHI C OdopmiieHne OCHOBHBIX PEKBHU3UTOB U  OCHOBHOMU
JOKYMEHTaMu OpPraHU3alMOHHO-PACHIOPSAUTEIBPHON  JTOKYMEHTAllUUu C
nomoipio [I9BM. Co3ganue 1maGnoHOB JOKYMEHTOB.
Opranuzanys XpaHEHHs MCIOJHEHHBIX JOKYMEHTOB.
OcHoBHBIE TpeOOBaHUS HOPMATUBHBIX  JIOKYMEHTOB,
periIaMeHTHPYIOUINX JaHHBIA 3Tal JOKYMEHTO00OpOTa.
OTBETCTBEHHOCTD 32 COXPAHHOCTb TOKYMEHTOB.
[Tpumeuanne: T — Te3aypyc, P — Hamumcanme pedepata, Y — yCTHBIH ompoc, A - aHamu3
MPOOIEMHBIX CUTYaIUi

2.4.4. ConepxaHue caMOCTOATEJIbHOM padoThI

B mponecce caMOCTOATENbHON MAEATEIBHOCTH CTYAEHTHl H3Y4alOT M KOHCIEKTHPYIOT
PEKOMEHAYEMYIO JIMTEPATypy, TOTOBST JOKIAAbl, BBIIOJHSAIOT INPAKTUYECKUE 3aJaHus WU
NPEJCTABISAIOT MUCHbMEHHbIE OTYETHl O MpojaeidaHHOW pabore. [Ipu u3ydeHHH Kypca CTYAEHTHI
OPUEHTHPYIOTCSI Ha CaMOCTOSITEIbHOE W3YYEHHE COLMAJIbHO-TICUXOJOTHYECKMX HCTOYHUKOB, HX
oOCyX/IleHHe Ha TEOPETHUECKUX 3aHATUSAX. B caMOCTOSTENIbHOM OCBOEHHM OTAEIBHBIX BOIPOCOB U
npobseM (Ha OCHOBE PEKOMEHIYeMOW, a TakKe IyTeM OCO3HaBaHUs MpoOJeM JUCIUIUIMHBI B
mpolecce MX aHalM3a HAa CEMUHAPCKUX 3aHATHAX) CTYACHTaM HEOOXOIMMO TMOHSTH CYIIHOCTb
COBPEMEHHOM COLMAIBbHON TMCUXOJIOTHH, OOpaTUTh 0co00€ BHHMMAaHHE Ha €€ NPUKIIaJHBIC
BO3MOYHOCTH.
Te3zaypyc. Tesaypyc NO3BOJISIET BBISIBUTH CMBICI HE TOJIBKO C TOMOILBIO ONPEAEICHUs, HO U
IIOCPEJICTBOM COOTHECEHMS CJIOBA C IPYTUMHU MOHATUSIMH U UX FPYIIIAMH.
Tembl pedepaTos
1.ITonATHE O JOKyMEHTAaX, CIIOCO0axX TOKYMEHTUPOBAHUS, HOCUTEISX HH(POPMALIUH

o>l H

3. [TonsTue o GyHKIUAX JOKYMEHTA

4. [Tpu3Haku U CTPYKTypa TOKyMEHTa

3. YHu}uKanus u cTaHAapTU3anus J0KyMEHTOB.

6. YHUPUUIUPOBAHHBIE CUCTEMBI IOKYMEHTALIUU

7. dopmynsp-oOpasern] OpraHu3alnOHHO-PACTIOPAIUTEIBHOTO TOKYMEHTA

8. TpeboBanust kK OG(OPMICHHIO PEKBU3UTOB OPTraHU3AMOHHO-PACHOPSIAUTEIBHBIX
JTOKYMEHTOB

9. [IpaBuna ogopMiaeHHs OCHOBHBIX BHAOB OPraHHU3aLMOHHO-PACTIOPSIUTEIBHBIX
JTOKYMEHTOB
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10.  CmpaBoyHO-MH(POPMAITMOHHBIE TOKYMEHTHI

11.  Cayx0a 1OKyMEHTaIlMOHHOTO O0EeCTIeYEeHHUs YIIPABICHHS.

12.  TpeboBaHus K OpraHu3alyu J0KyMEHTO000poTa

13.  IlIpuem mocTynamomux J0KYMEHTOB, OpraHU3alys JOCTaBKH JOKYMEHTOB

14.  TpeGoBanusi K  OpraHM3alMM  XPaHEHHs  HCIOJHEHHBIX  JOKYMEHTOB
JEI0MPOU3BOACTBE.

15. Howmenknarypa nen

16.  TpeGoBanus K GOPMHUPOBAHUIO JIE] B JEIONPOU3BOICTBE

Bomnpocs! 1151 YCTHOTO 0TBeTa (AMCKYCCHH) 110 TeMaM:
Paszoen 1. Beeoenue 6 0okymenmuposanue ynpasieH4ecKkoll 0esmenibHOCmu
Tema 1 Joxymenmol u cnocobbl OOKyMEeHmMUupo8anus
1. Kakum HOpMaTHBHBIM JOKYMEHTOM PETIaMEHTUPYIOTCS OCHOBHBIE TEPMUHBI
B 00J1aCTH J1eIONPOU3BOACTBA?
2. Yto BKIIIOYAET B Ce0sl MOHATHE «JOKYMEHT»?
3. Kakue s3bIKH U cIOCOOBI JOKYMEHTHPOBAHHUS BbI 3HaeTe?
4. HazoBuTe COBpEMEHHBIE BUAbI HOCUTEIEH HHPOPMAITIH.
5. Kakum 3aKk0HOM yCcTaHaBIMBAETCS MPABOBOM PEXUM CO3AHUS, XPAHEHUS U
UCTOJIb30BaHUS HH()OPMAITMOHHBIX PECYpCOB?
6. Uem oTiiM4aeTCst JOKYMEHT JIMYHOTO IPOUCXOXKIAEHHS OT O(UIIMATBHOTO TOKyMeHTa?
7. Yto 00yclIaBIMBaET IOPUANYECKYIO CHITY O(pUIIMATEHOTO JOKYMEHTa?
8. UTo moHMMaeTcs 1oJ1 NOIU(PYHKIIMOHATBHOCTBIO JOKYMEHTA?
9. HazoBuTe ocHOBHBIE OJIOKH (Tpymniibl) GYHKIHMH JOKyMeHTa. YeM xapakTepu3yercs
KaX/IbIi 0J10K?
10. Kak mensiercs neiictBue QyHKIHI BO BpeMeHH?
11. HazoBuTE OCHOBHBIE CBOMCTBA JOKYMEHTA.
12. Jlaiite onpenenenue arpuOyTUBHOCTH ((DyHKIIMOHAIBHOCTH, CTPYKTYPHOCTH)
JOKYMEHTA.
13. Ha3zoBuTE OCHOBHBIE IPU3HAKHU TOKYMEHTA U JAWTE KPATKYIO XapaKTEPUCTUKY
Ka)KJI0TO U3 HUX.
14. Yro Takoe ropuandeckas cuia J0KyMeHTa?
15. Jlaiite onpeneneHue noIMHHMAKA U TyOIuKaTa JTOKyMEHTA.
16. [laiite onpenenenune konuu qokymenrta. Koraa konus jokyMmeHTa nmpruoopeTaer
IOPUIUYECKYIO CUITY?
17. Yem NOJIMHHBIM JOKYMEHT OTIUYAETCS OT MOAJI0KHOT0?
18. Uro npeacTaBnisgeT co60il JOKYMEHT, (albCU(PUIMPOBAHHBIN TTOJTHOCTHIO?
19. Yro npeacrasnsgeT cob60il JOKYMEHT, (albCUPUIMPOBAHHBIA YaCTUYHO?
20. Yro npexacraBisieT co00i OpUrHHAT TOKyMEeHTa?

Tema 2 Ynugpuxkayus u cmanoapmu3sayust 0okymermos. Cucmemovl 0OKyMeHMayuu

1. KakoBbI OCHOBHBIE 11€TTH YHU(DUKAIIUH TOKYyMEHTOB?

2. Yto yuuThIBaeTCA MPU NPOBEACHUHN YHU(DUKALUU JOKYyMEHTOB?

3. Uto nmoHMMaeTcs oA CUCTEMOU JOKYMEHTALINH ?

4. Kakue ObIBalOT CUCTEMBI JOKYMEHTALIUN?

5. B uem ocobennocts YCOPJI?

6. Uto npencrasisier cOO0H CTaHAAPT U KaKue BUJIbI CTAaHAAPTOB MPUMEHSIOTCS

B Halleu crpane?

7. YTo BXOAUT B KOMIUIEKC HOPMATUBHBIX JOKYMEHTOB 10 CTaHAApTU3ALUU?

8. K10 pa3pabarsiBaeT 1 yTBEp>KAaeT HOPMATUBHBIE JOKYMEHTHI IO CTaHIapTU3ALIH
U KTO OCYIIECTBIISIET KOHTPOJIb U HaJ30p 3a COOII0IeHUEM UX TpeOoBaHUA?

9. Uto npencrainsier coboii YC/I u kakue aelicTByromue B Hamieit crpane Y CJJ

BbI 3HaeTe?

10. Yto noHumaercs no peKBU3UTOM JOKyMeHTa?

11. Yro onpenensier popMyssip AOKYMEHTA M YeM OTJIMYAETCs POpPMYIsip JOKYMEHTa
oT ¢popmyisipa-obpasna?
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12. KakuM HOpMaTUBHBIM IOKYMEHTOM PErJIaMEHTHPYETCS TP

Tema 3 Pexeuzumul u 61aHKU OOKYMEHMOS.

1. Kakue ¢opmatbsl Gymaru uCHoab3yIOTCs UI TOCTPOEHUs (popMyisipa-o0pasna
oprJ1?

2. Kakue pazmeps! noneit OP/] ycranoBnensr hopmynspom-oopazmnom OP1?

3. Moryr 11 Ha HOJISIX TOKyMEHTA PacIoJiaraTheCsl Kakhe-1100 peKBU3UTHI?

4. Kakoif MakcCUMaJbHBIM COCTaB PEKBU3UTOB YCTAHOBIIEH (POPMYIIIPOM-00pa3om?
5. CKOJBKO TOJI0KEHUH TadynaTopa UCTIONIb3yeTCs IPU 0(POPMIICHUN PEKBU3UTOB?
6. Kakue pekBU3UTBI OTHOCATCS K IOCTOSTHHBIM ?

7. Kakue pekBU3UTHI SABISIOTCS 00s3aTeIbHBIMU?

8. CKOJIBKO CYIIIECTBYET CIIOCOOOB 0(POPMIICHHS PEKBU3UTOB?

9. Yto XapaKTepu3yrOT IONOJHUTENbHbBIE peKBU3UTHI OPJ1?

10. Yem npoaosbHBIN BapUaHT PacIioyIoKEHNsT PEKBU3UTOB 3ar0JI0BOYHON YacTu
ONaHKa OTIIMYAETCS OT YTIOBOTO?

11. Kakumu criocob6aMu MOKHO M3TOTaBJIMBATh OJIAHKH TOKyMEHTOB?

12. Yro siBrsieTCst OCHOBOM JUIsl MPOEKTUPOBAHUS OIaHKa JOKyMeHTa?

13. JIns opopmieHHs KaKUX BHJIOB IOKYMEHTOB UCTIOJIb3YeTCs OOIIHiA OaHK?

14. Kakue moCcTosSIHHBIE PEKBU3UTHI MOT'YT ObITh HAHECEHBI Ha KaXK/IbIi BU OaHKa?
15. Kakumu cnoco6amu MOTYT OTMEUaThCsl Ha OJIaHKaX MecTa JJIsl IEPEMEHHBIX
PEKBU3UTOB?

16. YUem oOmmmii 6J1aHK OTJIMYAETCs OT OaHKa mucbMa?

18. Kakue TpeGoBaHuUs MPEABSIBISIOTCS MIPU U3TOTOBIICHUS OJlaHKa ¢ H300pakeHHEeM
I'ocynapcrBennoro repba P® unu rep6oB cyobekToB PO?

19. YUro HE0OX0AMMO MPEACTABUTD B THIIOTPAHIO Ul U3TOTOBICHUS OaHKa?

Tema 4  Opeanuzayuonno-pacnopsioumenvuas — Ookymenmayus.  OpeanuzayuoHHvle

OOKyMeHmbl

1. Kakue 1oKyMeHTbI OTHOCSTCSI K OpraHu3alluOHHBIM?

2. B yem 3axioyaercsi 0cOOEHHOCTh O()OPMIICHHSI 3aroJIoBKa K TEKCTY B OpraHM3allMOHHBIX
JOKyMeHTax?

3. Korja oprannzanuoHHble JOKyMEHTHI IPUOOPETAIOT IOPUANYECKYIO CHITY?

4. Kak cTpoUTCS TEKCT B OpraHU3alMOHHBIX JOKYMEHTaX?

5. Kak nonro neicTByeT OpraHu3allMOHHBINA JOKYMEHT? MOXHO JId BHOCUTh U3MEHEHUS

B TEKCT OPraHU3aL[MOHHOTO TI0KyMEHTa?

6. Kaxue cBeneHus JOKHBI COAEPKATHCS B TEKCTE YUPEIUTEIbHBIX JOKYMEHTOB?

7. C KaKoH LIETbI0 CO3/1al0TCsl TUIIOBBIE U IPUMEPHBIE OPraHNU3allMOHHBIE JOKYMEHTHI?

8. KakoBa cTpyKTypa TEKCTa M0JI0KEHUS 00 OpraHu3anuu?

9. B ueM coCTOUT pa3nuue TaKUX JOKYMEHTOB, KaKk IITATHOE PAcINCaHUE U

CTPYKTypa U LITaTHasl YUCIECHHOCTb?

10. ITouemy HOMKHOCTHAS UHCTPYKILIMSI HE COCTABIISIECTCS AJIsl KATETOPUH CITYXKAIIUX

«pykoBoauTENN»? UTO NOIDKHO COAEPKATHCS B TEKCTE KaXA0I0 pa3zeia J0KHOCTHON

UHCTPYKLMU?

11. Kakue BUJIbl OpraHU3alMOHHO-PACIOPSIUTENBHBIX JOKYMEHTOB OTHOCATCS K

pacnopsiANTENIbHBIM?

12. Ilouemy pacnopsiauTenbHbIE JOKYMEHTBI OTHOCSTCS K IPABOBBIM aKTaM?

13. Korzia pacniopsiiuTeNIbHbIE JOKYMEHThI BCTYIAIOT B CUILY?

14. Kak paznuuatotcs 1o cepe AeUCTBUS paclopsIUTeIbHbIE TOKYMEHTHI?

15. Yto ABNsETCS OCHOBAHUEM ISl U3AAHUS PACIOPSIAUTENBHOIO JOKYMEHTA?

16. Kak cTpouTcsi TEKCT pacopsAUTENIBHOTO TOKyMeHTa?

17. Kax oopmiiseTcsi OTMETKA O HATMYUH MPUII0KEHUS B PACHIOPSIIUTEIEHOM

JTOKyMeHTe?

18. Kakue opranbl IpUHUMAIOT [IOCTAHOBJIEHHUE?
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19. Yto o3HauvaeT nata B pacHoOpsSAMTEIBLHOM JOKYMEHTE, IIPOCTaBisieMas B 3ar0JIOBOYHOMN
yact OnaHka?

20. B xaxoii (hopme U31aI0TCSI COBMECTHBIE PACHIOPSIIUTENbHBIE JOKYMEHTHI?

21. Kakue ObIBaIOT BUABI IPUKA30B?

22. Yem otnuuaetcs opopMIIeHHE TPUKa3a Mo JUYHOMY COCTaBy?

23. KTo umeer npaBo NOANUCH HA MIPUKa3ax?

24. Kakoil peKBU3UT UMEETCSI TOJIBKO Ha ABYX BHJIaX PacCHOPSAUTEIbHBIX JOKYMEHTOB

- YKa3aHUAX U pacHOpsKEHUAX?

25. Ilo xakuM BoIpoCcaM M3/AI0TCS PACTIOPSKEHUE U YKa3aHue?

261. Kakue 1OKyMEHTBI OTHOCATCS K TPYIIIE CIPaBOYHO-UH(POPMALIUMOHHBIX?

27. Ha kakux OnaHkax o(pOpMIISIIOTCS CIIPaBOYHO-UH(OPMAIIHOHHBIE TIOKYMEHTHI?

28. Kak cTpouTCs CTPYKTYpa TEKCTa CIIy>)KeOHOTo muchbma?

29. KakoBbl npaBuiia 0(hOpMIICHUS TeJIeTpaMMbl?

30. B yem ocobeHHOCTh OpopMIIeHHs TeNe(OHOTPAMMBI?

31. Kakue ObIBatOT BUIBI TPOTOKOJIOB M YEM OHM OTIIMYAIOTCS JAPYT OT Apyra?

32. Kak odopmiisieTcst BBOJHAs 4acTh MPOTOKOJA?

Paszoen 2 Opeanuzayus pabomwl ¢ OOKyMeHmamu

Tema 1 Opeanuzayusi 0okymenmoobopoma

1. Kak Ha3piBaeTcs ciyx0a, OCyIIeCTBIAIOMAs JOKYMEHTAIIMOHHOE 00ecTiedeHne

yIpaBJIeHUs, B 3aBUCUMOCTHU OT IPUHAJUICKHOCTH K OTIPECTICHHOM TpyIIe opraHu3aui?

6. Uto ycTaHaBIMBaeT HHCTPYKLUS O JETONPOU3BOJICTBY U KaKUe pasesibl TEKCTa

MOTYT OBITh BKJIIOYEHHI B Hee?

7. Kakue ¢yHKIMM B caykOe OpraHu3aliid BBINOJHAET KaTETOPHUsS  CIY)KaIIUX
«CHEUATUCTBI»?

8. Ha kakue BubI 1€IOTIPOU3BOICTBEHHBIX paboT pa3paboTaHbl HOPMbI BpEMEHU ?

9. UYro Takoe JOKYMEHTOOOOpPOT UM KaK OCYILECTBISIETCS  MOJACYeT oObeMa
JOKyMeHTooOopoTa?

10. Kakue moToku T0KyMEHTOB IPUHSATO PAa3IU4aTh B COCTaBE JOKYMEHTO0O0poTa?

11. Ha3oBuTE OCHOBHBIE 3TANBl JOKYyMEHTO00O0pOTA.

12. Ha3oBuTE OCHOBHBIE IPUHIIMITBI OPTaHU3ALUHN JOKYMEHTOO0O0pOTA.

13. Kakue cymiecTByOT OpraHi3aiMoOHHbIe (POPMBI JEIONPOU3BOCTBA U UEM OHH

OTJIMYAIOTCSL IPYT OT Apyra?

Tema 2 Opeanuzayus pecucmpayuu OOKYMeHMO8 U KOHMPOIb UCNOTHEHUs. OOKYMEHMO8
1. KTo B opranuzanusix ocyuiecTBiseT pueM U 0TpaObOTKy KOPPECTIOHACHIHH?

2. Ilouemy neHTpain3anys NpuemMa 1 OTIPaBKH - HEIPEMEHHOE YCIOBUE PaLlMOHAIBHOM
OpraHu3aluM JOKyMeHTooO0opoTa?

3. Kakue Buibl paOoT BBIMOJIHSAIOTCS U KAKHE CPEICTBA OPTTEXHUKU PUMEHSIOTCS

pu 00paboTKe MOCTYHAIOIICH KOPPECTIOHACHIINN?

4. Yro mpencrapusieT co00i pekBU3UT 29 «OTMETKa 0 MOCTYIUICHUU JOKyMEHTa

B OpPraHU3allMIO» U I'I€ OH MPOCTaBIIsAETCS?

5. IloueMy He Bce KOHBEPTHI MOUIEKAT YHUUTOKEHHUIO OCIIE BCKPBITHS?

6. Kakum 06pazoM OCyIIeCTBIISETCS T0CTaBKa KOPPECTIOHACHINH?

7. Kyna nomxeH nepenaBaTbesi JOKyMEHT, €CJIU B PEKBU3UTE 15 «AnpecaT» yka3aHo
TOJIBKO HAUMEHOBaHUE OpraHu3aLuu’?

8. Uto moiKHA cAenaTh SKCIEIUIIHS, €CJIU IPU BCKPBITUN KOHBEPTA 0OHAPYKHUIIOCH,
YTO JTOKYMEHT MOCTYMUI 0€3 MpUI0KEeHU ?

9. Kakas koppecioHJeHIIMS HE TIOJUIEKUT BCKPBITUIO?

10. Kaxoii mpo1eHT 0T 0011er0 KOJIMYECTBA MOCTYMUBIINX TOKYyMEHTOB OOBIYHO
IIOCTYIIA€T Ha PACCMOTPEHNUE PYKOBOAMUTENS?

11. Kakue onepaiiuy oCyLeCTBIISIFOTCS IPU IPEIBAPUTEILHOM PACCMOTPEHUH JOKYMEHTOB?
12. Yro npeacTaBiseT cob60il pe30Ious U TJIe OHa MPOCTaBIISAETCS?

13. MOHO 11 IPOCTABIIATH PE30IIOLUIO HA OTACIBHOM JIMCTE?
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14. Kyna nepenatorcsi JOKYMEHTBI [IOCIIE UX PACCMOTPEHHUA?

15. Kyna nepenarorcst oOpaiieHus rpaxkJiad Mocie UX pacCMOTPEHHs pYKOBOJICTBOM
OpraHu3anuu?

16. KT0 siBIIIeTCSl OTBETCTBEHHBIM 32 UCIIOJIHEHUE, €CIIM B PE30JIIOIIUU YKa3aHO
HECKOJIBKO UCTIOJTHUTENEH?

Tema 3 Opeanusayus onepamueHo20 XpaneHus OOKyMeHmoe

1. YTo npoucxXoauT ¢ TOKyMEHTaMU II0CJIe OKOHYaHUSI UX UCIIOIHEHUA?

2. Maiite onpeaeneHne NOHATHUS «aei0». Kak mpoucxomut ero opmupoBanue?
3. Yto npencrasisier coboit HomeHknarypa aen? Kak ona opopmsercs?

4. HazoBute BUbI HOMEHKJIATYPBI JEI.

5. Kakue Buzpl Manok MCHOJb3YKOTCS PU OpraHU3alii ONepaTUBHOIO XpaHEHUS
JOKYMEHTOB?

6. Kak ¢popmupyercs HuHIEKC Aenia I0 HOMEHKIIAType e’

7. Kak nomkeH ObITh COPMYTUPOBAH 3ar0JIOBOK Jemna?

8. Ha ocHOBaHMM 4e€ro NpoMCXOAUT ONPEEIIEHNE CPOKOB XPaHEHHSI TIOKYMEHTOB?
9. YTo Ha3bIBAaETCSI HTOTOBOH 3aMMChI0 B HOMEHKIIAType JIel U 10 Kakoi (hopme
OHa coCTaBJIsIeTCA?

Tema 4. Ilopadok nepedauu OOKYMEHMOE 8 APXu6 U Ha YHUYMOoNCceHue

1. B Tedyenmne Kakoro cpoka JOJDKHBI XPaHUTHCS IO MeCTy (hOPMUPOBAHUS 3aKOHYCHHBIE

JIeIONPOU3BOACTBOM Jieia’?

2. KakoBbl CpOKM XpaHEHUS A€, MOUIeKAIUX [Iepeade B apXUB OpraHu3aun?

3. Yto npegycMarpuBaeT MoJHOe o(opMIICHHUE Jiefia P MOATOTOBKE €ro K Iepeaade

Ha XpaHEHHE B apXHUB OpraHU3aIuu?

4. B KakuX cIy4asx COCTaBJICHHE BHYTPEHHEH OMUCH Jienia 00s13aTeIbHO ?

5. Yrto 03HayaeT nepecucTeMaTu3anys JOKYMEHTOB B JIeJI€ U IOUEeMy OHa IPOBOAUTCS

TOJIBKO ITPY NMOATOTOBKE €A K IIepeiaue Ha XpaHeHHUe?

6. Kak HymepyroTcs ucThl nena?

7. Bcerna nu cocTaBiisieTcs 3aBepUTeNbHAs HAAMUCh Aena? YTo B Hee BXOAUT?

8. Kakum 00pa3zom MoImMBarOTCs TOKyMEHTHI TIOCTOSIHHOTO CPOKa XpaHEHHUS B

TBepyto 00710KKy? Beerna nmu nena neperuieratorcs?

9. Kak 10oJKHBI XpaHUTHCS 0CO00 LIEHHbBIE TOKYMEHTHI?

10. C xakuMu eNIMU TPOU3BOIUTCS TOJTHOE 0(OpMIIEHHE JIeIT TIPU MX MOATOTOBKE

K [Iepe/iaye Ha XpaHEHUE B apXUB OpraHu3alyu?

AHaJIn3 NPo0JIeMHBIX CUTY Al

Jlns mpoBeieHUs aHanmu3a NPOOJIEMHONW CHUTyallMM HEOOXOIMMO TPEeXJEe BCEr0 YETKO
cOpMyYIHPOBATH CYIIHOCTH POOIEMBI M OTIUCATh CUTYAIINIO, B KOTOPOI OHA UMEET MECTO.

CopneprxanreM aHanu3a MpoOIeMHON CUTYalluu SBIISETCS:

1) ompeneneHue CyIIECTBOBaHMS TNpOOJNEMBI, T.e. YCTaHOBJIEHHE, €CTh JH B
JEeWCTBUTENFHOCTH Mpo0ieMa HITH OHA SBJISETCS MHUMOM;

2) ompeneneHue HOBU3HBI IPOOIEMHOM CUTYalUu;

3) ycTaHOBJIEHUE IPUYMH BOSHUKHOBEHHS MTPOOJIEMHOI CUTYaIHH;

4) onpeneneHue B3aMMOCBSI3U C IPYTUMH MPOOIEMaMH;

5) ompeneneHne CTENEeHN OTHOTHI  JOCTOBEPHOCTH MH(OPMAIMU O TPOOIEMHOM CUTYaluH;

6) orpeneseHNe BO3MOKHOCTH Pa3pelIMMOCTH MTPOOIEMBI.

2.4.5. IlepeyeHb Y4eOHO-MeTOAUYECKOr0 oO0eclme4YeHUsA I CAMOCTOSITeJIbHOH PadoThI
00y4yalommxcs Mo AMCHHUIINHE
Ha camocTtosTenpHyto paboTy oOyyaromuxcs oTBogutcest 20 yacoB y4eOHOT0 BpEMEHH.

HaumenoBanue [TepeueHsb yaeOHO-METOIUIECKOTO 00ECTICUCHUS TUCIIUILTAHBI TIO
Ne  |paspena, Tembl, BBITIOJTHEHUIO CAMOCTOSITEITLHOU paboThI
Buga CPC
1 2 3
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Tesaypyc

1. Kopnees, U. K. JlokymeHTanimoHHOE 00ecTiedeHne ynpaBieHus +
tecThl B DbC : y4eOHHK U MPAKTUKYM JUISI CPETHETO
npodeccuonansaoro oopazosanus / U. K. Kopuees, A. B. [Tmenko, B.
A. MamypueB. — 2-e u3f., nepepad. u gon. — MockBsa : U3naTenscTBo
HOpaiit, 2019. — 384 c¢. — (IlpodeccronanpHoe 00pa3oBaHme). —
ISBN 978-5-534-05022-6. — Texcrt : anexrponHsli / OBC FOpaiit
[caiiT]. — URL: https://biblio-online.ru/bcode/438491..

Hanwncanue
pedepara

1. Kypnan «J/lokymMeHTanMOHHOE oOOecleYeHne yIpaBJIeHUs U
JOKYMEHTOOOO0POT Ha MPEINPUATHIX»

2.DOnextpoHHas Oubmuoteka "M3marenbckoro noma "I'pebeHHUKOB"
(www.grebennikon.ru);

3 .basel nannabix komnanuu «VMct Beroy (http://dlib.eastview.com).

Ananus
MPOOIEMHBIX
CUTYyaLUH

1 Hoponuna, JI. A. JlokyMeHTalmoHHOE OOecredeHne ynpaBiIeHUS :
YUEOHHK M MPAKTUKYM JJIsl CPEAHETO MpodheccHoHaIpHOro 00pa3oBaHus
/ JI. A. Hoponuna, B. C. HputukoBa. — MockBa : WzgaTenbcTBO
KOpaiit, 2019. — 233 c¢. — (IIpodeccuonansHoe 00OpazoBaHue). —
ISBN 978-5-534-05783-6. — Texkct : snexrponusiii // OBC FOpait
[caiiT]. — URL: https://biblio-online.ru/bcode/438586.

3. OBPA3OBATEJIBHBIE TEXHOJIOT' T

3.1. O0pa3oBaTebHbIE TEXHOJIOTHH NIPH NMPOBEACHUM JICKIUH

Buaps! npumeHsieMbIx Kon-Bo
No Tema ABIL TP 3
00pa30oBaTeNbHBIX TEXHOJIOTUH | Yac
1 2 3 4
1 JlokyMeHTHI ¥ c1IOCOOBI TIOKYMEHTHPOBAHUS Tpaguumonnoe oOy4yeHue 4
YHudukanus W cTaHZApTU3aLUUs  JIOKYMEHTOB.
2 ¢ p ™ TpamumronHoe oOydeHue 4
Cuctembl JOKyMEHTAIMU
3 |PexBU3UTHI U ONaHKU JOKYMEHTOB. TpaguumonHoe oOy4yeHne 4
4 OpraHu3anroHHO-PaCTIOPAIUTEIbHAS PazBuBaromee 0oyueHue 4
nokymeHTanusi. OpraHu3aoHHbIE JOKYMEHTBI
5 |Opranuzanusi JOKyMEHT000O0poTa PasBuBaromiee oOydeHne 4
6 Opranu3anus  perucTpalMd  JOKYMEHTOB M| pamuipoHHOe o0ydyeHue 4
KOHTPOJIb HCIIOJIHEHHSI TIOKYMEHTOB
7 |Opranuzanus OnepaTuBHOTO XpaHeHHs TOKYMEHTOB|T paquinoHHOe 00yueHue 4
] [Topsimok nepeaayn JOKYMEHTOB B apXuB win Ha (I paguinponHoe oOydyeHue 4
YHUYTOKECHUE
Wroro o kypcy| 32
B TOM YHCJIE HHTEpaKTHUBHOE 00yueHune*| 8
3.2 O6pa3oBareibHbIe TEXHOJIOTMH NPH NMPOBeIeHUN NPAKTHYECKHX 3aHATHIA
(cemuHapcKux pador)
Bups! npumeHsieMbIx Kou.
Ne Tema 3ansTHSA /BT TP .
00pa30oBaTeNbHBIX TEXHOJIOTUH | Yac
1. |OdopmieHne opraHiu3alMOHHBIX JOKyMEHTOB PenpoaykTuBHOE 00yueHue
2. |OdopmieHne pacopsiAUTeNbHBIX JOKYMEHTOB PenpoayktuBHOE 00ydeHne 4
Perucrpanus BXOAAINX, UCXOISIIIUX U
3. |BHYTPEHHHUX JOKYMEHTOB B XKypHaJe U Ha Keiic-rexnonorus
KapTOuKe
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Odopmiienne OCHOBHBIX PEKBU3UTOB U OCHOBHOM
OpraHu3alMOHHO-PACHOPSAUTEIBHON
nokymeHTaiuu ¢ nomoiusto [IIDBM. Co3ganue
111a0JIOHOB JIOKYMEHTOB

PenpoayktuBHOE 00yueHue

Uroro nmo kypcy| 16

B TOM YHCJI€ HHTEPaKTHBHOE 00yueHne™ 4

4. YCJIOBUS PEAJIM3AIIUUA ITPOT'PAMMBI JUCHUTIJIMHBI
4.1. MartepuajbHO-TeXHHYecKasi 0a3a, HeoOXoAUMAs JAJsl OCYIIEeCTBJIEHUs] 00pPa30BaTeJIbHOIO
npouecca no JMCUMIUInHE

Peanmaul/m yqe6H0171 JUCHUIUIMHBL  OCYIICCTBJIACTCA B CIICHIUAJIBHO O60py,Z[OBaHHOM

KaOWHETe: ayAUTOPUSL.

HaumeHoBaHME IMKIIOB,
pa3aeioB, JMCUUILINH,

HanmeHnoBaHue y4eOHBIX
KaOMHETOB, 1a00paTOpUid,

OcHamieHHOCTh y4eOHbIX KaOMHETOB,
nabopaTopHii, MAaCTEPCKUX U JAPYrUX

npo¢ecCUOHATBHBIX MaCTEPCKHX U JPYTUX .
. o MOMEIICHUH TS peau3aliu
moxynei, MJIK, IIOMEILECHUN JUIS pealu3alyuu .
. 00pa3oBaTebHON MPOTPAMMBI
MIPAKTUK 00pa3oBaTeIbHOW MPOTrPAMMBI

JIoKyMEeHTallMOHHOE Kabuner noxyMeHTanMOHHOTO | YueOHast MeOenb M CHCTEMBl XpaHEHUs
oOecrieueHne oOecrieyeHus yrpaBieHUs, (mtocka  kmaccHas, CTON M CTyN
YIIPaBJICHHUS 350063 r. KpacHonap [IPEnoAaBaTes, CTOJIBI u CTyJIbs
yi1. Mupa, 29, yYeHHYEeCKHe, IIKadbl s XpaHEHUS
ayn. 8 y4eOHBIX TOCOOHMH, CHCTeMBbI XpaHEHHUs

TaOJIMII ¥ TJIAKaTOB);

TEXHUYECKUE CpeAcTBa 00ydeHus (HOYTOyK
npenojasaTess — 1 mrT., BUaeonpoexkrop — 1
T, 3kpad — 1 wr., nuuensuonHoe [10);

JIEMOHCTPAIIOHHBIE yueOHO-HAaT IS THbIC
MoCcoOus (KOMILIEKT CTEHJIOB).

AIIEKTPOHHBIC CpencTBa 00yueHus
(3MEeKTpOHHBIE HaTJIs,THBIE nocoows,

yueOHbIe BUICO(PHIBEMBI).

Y4eOHO-MEeTOIMYEeCKEe MaTepualbl ISl CaMOCTOSTEbHONW paboThl 00YJaOIIUXCS U3 YHCIIA
WHBAIUJIOB U JIUII C OTPAaHUYEHHBIMUA BO3MOXKHOCTSIMH 3710poBbs (OB3) npenocrasnsitorcs B popmax,
alaTUPOBAHHBIX K OTPaHUYEHHSIM UX 3/I0POBbS U BOCTIPUATHUS HHPOPMAITUH:

Jnst I ¢ HapyIIEeHUSMU 3PEHUS

— B I1€4aTHOU (hopMe yBeTUUEeHHBIM HIPUPTOM,
— B (JopMe PIEKTPOHHOTO JOKYMEHTA,

JUist U1 ¢ HapyIIEHUSIMH CITyXa:

— B re4atHoi dopme,

— B JopMe PIEKTPOHHOTO JIOKYMEHTA.
JUist U1 ¢ HapyIIEHUSIMH OTIOPHO-JBUTaTEILHOTO arnmapara:

— B re4atHoi (opme,

— B JopMe DIEKTPOHHOTO JOKyMEHTA

4.2. IlepevyeHb HE0OX0AMMOr0 MPOrPpaMMHOI0 odecreYeHnst

cornamenue Microsoft ESS 72569510);
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[Taket nporpamm Microsoft Office Professional Plus (mor. Ne73—-A3®/223-03/2018 ot 06.11.2018,
cornartenue Microsoft ESS 72569510;

7-zip GNULesser General Public License (cBoOoHO€ porpaMMHoe o0ecrieyeHre, He OrpaHuueHo,
OeccpouHo);

Wutepner 6paysep Google Chrome (6ecruiaTHoe nmporpaMMHOe oOecrieueHre, He OrpaHuYeHo,
OeccpouHo);

K-Lite Codec Pack — ynuBepcanbHbIil HA00p KOAEKOB (KOIUPOBIIUKOB-IEKOANPOBIINKOB) U
YTHJIMT JJIs1 IPOCMOTpa U 00paboTKU ayano- U BUeodaiiaoB (6ecriaTHOe MporpaMMHOe
obecrieueHne, He OTPaHUICHO, OECCPOYHO);

WinDjView — nporpamma i npocMoTpa ¢aiinos B popmate DJV u DjVu (cBoGoHOE
MPOrpaMMHOE 00ecrieueHe, He OTPaHYEHO, OECCPOUHO);

Foxit Reader — mpukiasHoe mporpaMMHOe oOecniedyeHne yisi POCMOTPa SJEKTPOHHBIX TOKYMEHTOB
B ctanapre PDF (6ecruiatHOe mporpaMMHoe o0ecriedeHne, He OrpaHudeHo, 6eCCpOUHO);

S. HEPEYEHb OCHOBHBIX 1 JTOIIOJIHUTEJIBHBIX HTH®OPMAIIMOHHBIX
NCTOYHUKOB, HEOBXOJUMBIX JJI51 OCBOEHUSA JUCIIUITJIMHBI

5.1 OcHoBHasi IMTEpaTYpa

1. Kopnees, U. K. JIokymeHnTanonHoe odecriedenue ynpasienus + tectbl B ObC : yueOHUK 1

MPaKTUKYM JUId cpeaHero npodeccruonansHoro odpazosanus / . K. Kopuees, A. B. ITmenko, B. A.

Mamrypues. — 2-e u3z., nepepad. u gon. — Mocksa : UznarensctBo FOpaiit, 2019. — 384 c. —

(ITpodeccuonanbuoe obpazoBanue). — ISBN 978-5-534-05022-6. — Texkcr : anekrponnsiii // 9bC

FOpaiit [caiit]. — URL: https://biblio-online.ru/bcode/438491

5.2 JlonoaHuTeIBbHAS JIUTEPATypa

1. HoponuHa, JI. A. JlokyMeHTalMOHHOE 0OecrieueHHe YIpaBJIeH!s ;| yUeOHUK U MPAKTUKYM IS

cpenHero npodeccruonansHoro oobpazoBanus / JI. A. Jloponuna, B. C. MputukoBa. — Mockaa :
WznatensctBo FOpaiit, 2019. — 233 ¢. — (IIpodeccuonanproe o6pazoBanue). — ISBN 978-5-
534-05783-6. — Tekct : anextponusiii / DBC KOpaiir [caiiT]. — URL: https://biblio-
online.ru/bcode/438586

HopmartnBHO-1IpaBOBbIE JOKYMEHTHI
MexayHapoaHble JOKYMEHTbI

1. KonBennus Opranuzanuu O0benuHeHrbx Haruit mo mopckomy npaBy (UNCLOS)
[DnexkTpoHHbIH pecypc]: 3akntoueHa 10.12.1982 (c u3m. u gon. ot 23 urona 1994). Jloctyn
n3 CIIC Koncynsrantllotoc

2. KoHBeHIIMS 0 KOHTHHEHTAILHOM MIebde [ DIeKTpOoHHbIN pecypc]: 3akmoueHa 29.04.1958.
Hoctyn n3 CIIC KoncynsrantlLitoc

DenepajbHbIe 3AKOHBI

1. O xamacTpoBoii nesTenbHOCTH [ DNEKTPOHHBIN pecypc]: henepanbubiii 3aK0H Poccuiickoit
®epnepanun ot 24.07.2007 Ne 221-D3 (¢ uszm. u joi. ot 06.03.2019 r.). Joctyn uz CIIC
Koncynprantllntoc.

2. O menpax [DnekrpoHHbIi pecype]: 3akoH PO ot 21.02.1992 Ne 2395-1 (¢ u3M. U 1011 OT
03.08.2018). Hoctyn u3 CIIC Koncynpsrantllntoc.

3. 006 oxpane OKpyKarouiei cpeapl [ DIeKTpoHHbIN pecypc]: (henepanbHblii 3akoH Poccuiickoi
®epnepanuu ot 10.01.2002 Ne 7-®@3 (pen. ot 27.07.2018) Hoctyn uz CIIC
Koncynprantllntoc.

4. O TeppuTOpPHIX ONEPEKAIOUIETO CONUATBHO-DKOHOMUYECKOTO pa3BuTus B Poccuiickoi
Ddenepanuu [ DNEKTPOHHBIN pecypc]: henepanpHblii 3akoH Poccuiickoit denepariuu ot
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29.12.2014 Ne 473-®3 (c uzm. u jpomn. ot 27. 12. 2018 r.). Joctyn uz CIIC
Koncynprantllntoc.

. O rocymapcTBeHHOM perucTpalyy npaB Ha HEABIKUMOE UMYIIECTBO M CICJIOK C HUM
[DnexTpoHHBIH pecypc]: penepanbubiii 3akoH Poccuiickoit denepanuu ot 21.07.1997

No 122-@3 (¢ usm. u gomn. ot 3 utoina 2016 r.). loctyn uz CIIC Koncynbrantllitoc.

. 00 ouenouHoit nesitenbHOCTH B Poccuiickoit denepanuu [DneKTpoHHBIN pecypc:
denepanbhblit 3akoH Poccuiickoit @enepamuu oT 29.07.1998 Ne 135-D3 (¢ u3Mm. u gom. oT
03.08.2018 r.). Hoctyn u3 CIIC Koncynbrantllntoc.

. O rocynapcTBeHHOM KaaacTpOBOM OlleHKe [ DIeKTPOHHBIN pecypc]: denepanbHblil 3aK0H
Poccuiickoit ®eneparuu ot 03.07.2016 Ne 237-D3 (¢ u3m. u gom. ot 29 utonst 2017 r.).
Hoctyn n3 CIIC KoncynsrantlLnroc.

. O rocynapcTBeHHOIl perucTpauuy HeJABUKUMOCTH [ DJIEKTPOHHBINA pecypc]:
denepanbublit 3akoH Poccuiickoit @enepamuu oT 13.07.2015 Ne 218-D3 (¢ u3Mm. u gom. OT
25.12.2018 r.). Hoctyn u3 CIIC Koncynbrantllntoc.

Kopekchl

. 3emeabHbI Kogekc Poceniickoii @enepannu [DJeKTPOHHBIN pecypc]: ¢peaepaabHbIil
3akoH Poccuiickoii @eaepanuu ot 25.10.2001 Ne 136-P3 (¢ u3M. u go1m. ot 25 nexadps
2018 r.). loctyn u3 CIIC KoncyastantlLiroc.

. Bonusiii konexc Poccuiickoit denepanyu [ D1eKTpOHHBIN pecypc]: dheaepaabHbIil 3aK0H
Poccuiickoit ®eneparuu ot 03.06.2006 Ne 74-D3 (c u3aMm. u gom. ot 27.12.2018). Hoctyn u3
CIIC Kouncynbsrantlntoc.

. Jlecnoit xonekc Poccuiickoit denepanuu [DneKTpoHHBIN pecype]: denepanbHblil 3aK0H
Poccuiickoit @eneparuu ot 04.12.2006 Ne 200-D3 (¢ uzm. u gon. ot 03.08.2018). JocTym u3
CIIC Kouncynbsrantlntoc.

HOpMaTI/IBHbIe AKTbl MUHHMCTEPCTB U BE€AOMCTB

1. ®CO Ne 1. O6umie MOHATHUS OLEHKH, IOJIXO/IbI K OIICHKE U TPEOOBaHHS K MTPOBEACHUIO
olleHKH [ DneKkTpoHHBIHN pecypc]. — Been. 2015-05-20. Hoctyn u3 CIIC
Koncynsrantllntoc.

2. ®CO Ne 2. Ilenb oLEHKH U BUABI CTOUMOCTH [ DIEKTpOHHBIN pecype]. — Beea. 2015—
05-20. HJoctyn n3 CIIC KoncynpsrantlLmtoc.

3. ®CO Ne 3. TpeOGoBanus K OTUETY 00 OlLIeHKE [ DneKTpoHHBIH pecypc]. — Been. 2015—
05-20 (c u3Mm. u gom. ot 6 nexadps 2016 r.). JJoctyn uz CIIC Koncynsrantllnroc.

4. ®CO Ne 4. OnpeneneHue KaacCTPOBO CTOMMOCTH OOBEKTOB HEIBIKUMOCTH
[DnextponHsbii pecypc]. — Ben. 2010-10-22 (¢ u3M. u mon. ot 22 utons 2015 r.).
Hoctyn n3 CIIC KoncynsrantlLnroc.
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10.

11.

12.

13.

14.

OO0 yTBep)KICHUH METOAMUYECKUX YKA3aHUU O TOCYIapCTBEHHOM KalaCTPOBOM OILIEHKE
[DnexkTpoHHBIN pecypc]: npuka3 MunskoHoMpassutusa Poccun ot ot 12.05.2017 N
226 Joctyn u3 CIIC Koncynprantlitoc.

OO0 yrBepxkaeHnH GOPMBI U COCTaBa CBEACHUN MEXKEBOTO IJIaHa, TPeOOBaHUI K eTo
MIOATOTOBKE [ DIEKTPOHHBIN pecypc]|: npukaz MunskoHompassutus Poccun ot
08.12.2015 Ne 90 (¢ u3m. u gom. ot 23 Hos6ps 2016 1.). Joctyn u3 CIIC
Koncynprantllntoc.

OO yTBepkJeHnU TpeOOBaHHU K TOUHOCTH U METOJIaM OTIpEIeNIEHUs] KOOPIHHAT
XapaKTepHBIX TOUEK I'PAHHIIBI 3eMEJIBHOTO YJacTKa, TpeOOBaHUIM K TOYHOCTHU U
METOJIaM OTIpE/ICTICHUSI KOOPIUHAT XapaKTePHBIX TOUEK KOHTYpa 31aHUsl, COOPYKEHUS
Wi 00BbEKTa HE3aBEPLUICHHOTO CTPOUTENHCTBA HA 3eMEIHHOM YUacCTKe, a TaKKe
TpeOOBaHUI K OTIPEIEIICHHUIO TUIOLIAU 3AaHUs, COOPY)KEHUS U TIOMELCHUS
[DnexkTpoHHBIH pecypc]: npuka3 MunskoHoMmpassutusa Poccun ot 01.03.2016 Ne 90.
Hoctyn n3 CIIC KoncynsrantlLnroc.

I'OCT 22268-76. I'ocynapctennsiit crannapt Coroza CCP. I'eone3us. TepMunsl u
onpeneneHus [ DnekTpoHHbI pecypc]. — Been. 1976—12-21 (c uzm. u gom. ot 24
utons 1981 r.). Joctyn uz CIIC Koncynprantlimtoc.

I'OCT 21667-76. MexrocynapcTBeHHbI# cranaapt. Kaprorpadus. Tepmunst u
onpeneneHus [AnekTpoHHsli pecypc]. — Been. 1976-03-31 (c u3m. u pom. ot 1
Hos10pst 2001 1.). Hoctyn u3 CIIC KoncynbrantlLitoc.

I'OCT 28441-99. MexrocynapcTBeHHbIH cranaapt. Kaprorpadus mudposast.
Tepmunsl u onpenenenus [OnekTpoHHsli pecypc]. — Been. 1999-10-23. loctyn u3
CIIC Kouncynbsrantlntoc.

I'KMHII-02-033-82 - MHCcTpyKIMs 10 Tonorpaduyueckoi CheMKe B MaciTadax
1:5000, 1:2000, 1:1000, 1:500 [2nexkrponnslii pecypc]. — Been. 1983-01-01. Hoctyn
n3 CIIC Koncynsrantllntoc.

I'KHHIT (I'HTA)-17-004-99 - UHCTpYyKIMS O NOPAIKE KOHTPOJISI U IPUEMKH
re0JIe3NUeCKUX, TonorpaduuecKux u kaprorpaguiaeckux padboT [DIeKTPOHHBIH
pecypc]. — Been. 1999-06-29. octyn u3 CIIC Koncynbrantllntoc.

PTM 68-13-99 - YcnoBHble rpadguyeckre n300pakeHus B JOKYMEHTAIH
re0JIe3NYECKOr0 ¥ TOMOrpauuecKoro Mpon3BoACTBa [ DIEKTPOHHBIH pecypc]. — Been.
2000-02-01. Joctyn n3 CIIC KoncynprantlLimtoc.

PTM 68-14-01 - CiyTHUKOBasi TEXHOJIOTHA T'€0Ae3MYeCKUX padboT. TepMuHbI U
onpenenenus [Anekrponssiil pecypce]. — Been. 2001-07-01. Joctyn u3 CIIC
Koncynsrantllntoc.

3akonbl KpacHopapckoro kpas

1. O6 ocHOBax peryaupoBaHMs 3e€MENbHBIX OTHOIIEHWH B KpacHomapckoMm kpae [DIeKTPOHHBIN
pecypc]: 3akoH Kpacnomapckoro kpas ot 05.11.2002 Ne 532-K3 (¢ u3m. u gomn. ot 05.04. 2019 r.).
Hoctyn n3 CIIC Koncynsrantlnoc.

2. O0 ympaBineHWHM TOCYIapCTBEHHOW COOCTBEHHOCThIO KpacHomapckoro kpas [DIEeKTPOHHBIH
pecypc]: 3akon Kpacnonmapckoro kpas ot 13.05.1999 Ne 180-K3 (¢ u3m. u pon. ot 11.02.2019 r.).
Hoctyn n3 CIIC KoncynsrantlLnroc.
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5.3 llepuoanyeckne U3IaHus

DnexTpoHHas 6ubnunoreka "M3ngarensckoro goma "I'pebennukos” (www.grebennikon.ru);
baser nannex kommanuu «Mct Bero» (http://dlib.eastview.com).

Kypnan «Jlenonpou3BoacTBO»

Kypnan «/lenonpou3BoACTBO U JOKYMEHTOOOOPOT HA MPEATIPUSTHIIX)

5.4. IlepeyeHb pecypcoB HH(POPMAIHOHHO-TEJIEKOMMYHUKANIMOHHOM ceTn « UHTEepHET,
HEeO0OXO0AUMBIX /IJIS1 0CBOEHUSI U CHUILINHBI

1. MuHHUCTEpPCTBO HaYKH M BbICIIEro oopaszoBanus Poccuiickoii @eneparuu
(https://minobrnauki.gov.ru);

2. ®epepanbubliit nopran "Poccuiickoe oopazosanue” (http:/ www.edu.ru/);

WNudopmanmonnas cucrema "EnnHoe okHO 1ocTyna K 00pa3oBaTebHBIM pecypcam”
(http://window.edu.ru/);

Enunas xomtekuus udpobix oOpasoBatenbHbIx pecypcoB (http://school-collection.edu.ru/);
denepanbHbIi HeHTp HH(POPMAITMOHHO-00pa3oBaTenbHBIX pecypcos (http://fcior.edu.ru/);
OopazoBarenbuslii mopran "Yueba" (http:// www.ucheba.cony/);

IIpoext 'ocymapcTBEHHOrO HHCTUTYTa pycckoro si3bika uMeHn A.C. Ilymkuna
"O6pa3zoBanue Ha pycckoM" (https://pushkininstitute.ru/);

8. Hayunas snextponHnas oubmanoreka (HOB) (http://www.elibrary.ru);

9. HammonanbHas snektponHas oubnnoreka (http://H36.pd/);

10. KubepJlenunnka (http://cyberleninka.ru/).

11. CnpaBouno-uHpopmarmonsslii nopran "Pycckuit s3pik" (http://gramota.ru/);

12. Cnyx0a TeMaTu4ecKuX TOJKOBBIX cioBapeit (http://www.glossary.ru/);

13. CnoBapu u >anuknoneauu (http://dic.academic.ru/);

14. Koncynprant [Imroc - cripaBouHas mpaBoBasi CUCTEMA (JOCTYII 10 JIOKAIBbHOM CETH)

6. METOINYECKUE YKA3ZAHUA U1 OBYUYAIOLIUXCSA
1O OCBOEHMIO TN CIUITJIMHBI

b=

A

JucuuninuHa « JlokyMeHTanMoOHHOe o0ecredeHue yIpaBJeHHs» [IPEayCMaTpUBAET
JEeKIIMOHHBIE U TPAKTHYECKUE 3aHATHA. YCIENIHOE M3y4YeHHE JUCHUILUIMHBI TpelyeT
CHCTEMaTHYECKOTO TMOCEUICHUs 3aHATUH, AaKTHMBHON pabOThl HA NPAKTUYECKUX 3aHIATHAX,
BBIMIOJTHEHUST Y4eOHBIX 3aJaHUN TIpenojaBaTeldst M CaMOCTOATENBbHOW pabOThl CTY/AEHTa,

O3HAKOMJICHHS C OCHOBHOM Y JOTOJIHUTEIBHOM JIUTEPATYPOH.

IIo Kypcy mpenyCMOTPEHO NPOBEIACHHUE JIEKLUHUOHHBIX 3aHATUN, Ha KOTOPBIX JAETCs
OCHOBHOW CHCTEMAaTU3UPOBAaHHBIM Marepuai. [IpeqHazHaueHue JeKIUN 10 KypCy 3aKIIO4YaeTcs B

CIIEIYIOLLEM:
- U3JI0’KEHHE BaKHEUIIeW HHPOPMAaLIUK 110 3alaHHOM TeMe.
- IOMOIIIb B OCBOCHHMHU (DyHIAaMEHTAIBHBIX MPO0JIeM Kypca.
- HOIYJIIpUA3aLUs HOBEUIINX TOCTHKEHUN COBPEMEHHOW HaYYHOU MBICIIH.

CryneHTy mpemiaraercss HalHMCaHUE KOHCIEKTa JIeKIHM: KpaTKO, CXEMaTU4HO,
MOCIIEIOBATEIbHO (PUKCHUPOBATh OCHOBHBIEC TOJIOXKEHHUS, BBIBOJABI, (POPMYIHPOBKH, 000OIIEHHUS;
1oMeYaTh Ba)KHbIE MBICIIH, BBIJICIATH KJIIOYEBBIE CIIOBA, TEPMHUHEL. [IpoBepKa TEepMHUHOB, IOHSATHIA
C TIOMOIIBIO SHIUKJIONEANH, CIOBape, CIIPAaBOYHUKOB C BBINHUCHIBAHUEM TOJIKOBAHHN B TETPaIb
(coctaBnenne Tte3zaypyca). OO0O3HAUUTH BOMPOCHl, TEPMUHBI, MaTepHasl, KOTOPBHIH BBI3bIBAET
TPYAHOCTH, TOMETHUTh W TIONBITAThCSI HAWTH OTBET B peKOMeHAyeMoi sutepartype. Ecmu
CaMOCTOSITENILHO HE YaeTcsl pa3o0paThCsi B MaTepuae, Heo0X0auMo chOpMyIUpOBaTH BOTIPOC U

3aaThb NMPENOaAaBaTCIII0 HA KOHCYJIbTAllUX, HA TPAKTUYCCKOM 3aHATHH.

Jlexiuu Mo JAaHHOMY KypCy MPEIOCTaBISIOT 0a30BYI0 OCHOBY JUISI MCHOJIb30BaHUS

apyrux QGopMm y4eOHBIX 3aHATHH, TaKUX KaK CEMHHApCKOE 3aHSATHE, KOHCYJIbTaIHs,
i depeHInpOBaHHBIN 3a4eT.

[IpakTuyeckue 3aHATHA (CEMUHApBI) MPEAHA3HAYEHBI JJIS YIIIYOJEHHOTO H3Y4eHHS
npeaMeTa, OBJaJeHUE METOAOJIOTHEH, TPUMEHHUTEIbHO K OCOOCHHOCTAM H3ydaeMoil Hayku. Ha
CEeMHMHApax CTYAEHTHl 3aKPEIUIIOT 3HAHMSA, IMOJYYCHHBIE Ha JIEKIUSAX WM U3 y4eOHUKOB, B
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mporiecce WX Tepeckaza WM oOcyxieHus. IloaroroBka K 3aHATHAM), BBICTYIUIGHHE C
COOOIICHUSAMH PACIIMPSIOT 3HAHUS CTYICHTOB TI0 KypCy.

JluakTH4YeCKue eI ceMUHapa:

-yrayOiieHue, CHCTeMaTH3alusl W 3aKpelvieHHe 3HaHWK, NpeBpalleHHe WX B
yOex1eH!sI ;- TPOBEpKa 3HAHUM;

- IPUBUTHE YMEHUN W HAaBBIKOB CAMOCTOSITENILHOM PabOThl ¢ yUeOHHUKOM, CTaThed U
p.;

-pa3BUTHE KYIbTYphl peud, (pOpMHpOBaHUE YMEHHs apryMEHTHPOBAHO OTCTaUBATh
CBOIO TOUKY 3p€HUs, OTBEUAsl Ha BOIIPOCHI IPYTUX CTYIAEHTOB U IIPENOAABaTENs;

- YMEHME cIylaTh IpYyrux, 3a1aBaTh BOIPOCHI.

B 3aBUCMMOCTM OT CTENEHH aKTMBU3ALMM MHEMUYECKOW WU MBICIUTEIBHOU
JEATeIbHOCTH CTYAEHTOB (POPMBI OpraHU3allMi CEMUHAPCKHUX 3aHATUN MOXKHO pa3feiHuTh Ha JBa
Tuna: 1) penpoayKTUBHBIN U 2) IPOIYKTUBHBIN.

PenponykTuBHBIM THUI OpraHM3allUM  3aHITHA IPEAIoJaraer, IpeXkIe BCETO,
aKTHUBHU3AI[MI0 MHEMUYECKUX CIIOCOOHOCTEN cTyieHTOB. OHU J0JKHBI 3aTIOMHUTH U MEPECKa3aTh
OTpe/IeNIeHHbI Y4eOHbIN MaTepuan Ha OCHOBE MaTepuasia JIEKIUH Wi y4eOHUKOB WIIH
IIEPBOUCTOYHUKOB. IIpOAYKTHBHBIM THUI OpraHu3allMy 3aHATHS IPEATNONAracT AKTHBU3ALUI0
MBICTIUTEIBHBIX CIOCOOHOCTEH cTyAaeHTOB. OHM JOJDKHBI CpPaBHUTH, IPOAHATU3UPOBATH,
0000IMINUTh, KPUTHUYECKH OIICHUTH, CJENaTh YMO3AKIIOYEHHE Ha OCHOBE YCIBIIIAHHOTO WU
IIPOYMTAHHOTO Marepuasa. Takol XapakTep 3aHATHIO IPUAAET IIOCTAHOBKA BOIIPOCOB
crenyromiero tuna: Yem otnugaercs...; Uto obmiero mexmy...; Kakue mexanusmel...; Beigenure
JOCTOMHCTBA U HEAOCTATKU... (IIPEAIOJIAaraeTcs, YTO OTBETHl Ha ATH BOIPOCHI B SIBHOM BHUJE B
yueOHUKE WX JIEKIIUU He JTaHbI).

Bun (popma) cemunapa onpesensiercsi CoAepKaHUEM TEMbI, YPOBHEM IMOJITOTOBKH CTYJICHTOB
JaHHOW TpYNNbl, HampaBlIeHHMEM U TpoduiaeM HX MOArOTOBKH, HEOOXOIMMOCTHIO YBS3aTh
npernoiaBaHue y4eOHOW AUCIUIUIUHBI C JIPYTUMHU TUCHMIIMHAMH, U3ydaeMbIMH CTyAeHTaMH. Bun
CeMHMHapa MpHU3BaH CIIOCOOCTBOBATH HAMOOJIee IMOJIHOMY PACKPBITHIO COIEP)KAaHUS U CTPYKTYPHI
oOCcyk/aeMoll Ha HEM TeMbl, OOECIeYUTh HAaMOOJBIIYI0 AKTUBHOCTh CTYJACHTOB, pEILICHHE
[I03HABATENIbHBIX U BOCIIMTATEIbHBIX 3a/1a4.

B pamkax Kypca npennosiaraercs HECKOJIBKO BHJIOB CEMHHAPCKUX 3aHATHM, a HMMEHHO:
BOIPOCHO-OTBETHBIM BHUJ CEMUHApa, CEMUHAp-IUCKYCCHUs, aHAJIW3 NPOOJIEMHBIX CHUTYalHi,
oOCyKJIeHHE MUCHbMEHHBIX paboT CTyAeHTOB (pedepaToB). [ MOKOCTh BUIOB CEMHHAPCKUX 3aHATHH,
IIMPOKHE BO3MOXXHOCTH TOCTOSSHHOTO MX COBEPLICHCTBOBAHMS MO3BOJSIOT Hauboyiee IOJIHO
OCYIIECTBIISITh OOpaTHYIO CBSI3b C OOy4aeMBbIMM, BBICHSS A ceOs psl BOIPOCOB, UMEIOIIUX
BaXHOE 3HAYCHME JIsl IOCTAHOBKHU BCEro y4eOHOTO mporecca.

IIpy mnOArOoTOBKE K MPAKTUYECKOMY 3aHATUIO  CTYJEHTHl HMMEIT  BO3MOXHOCTh
BOCIIOJIb30BAThCSl KOHCYJIBTALUSIMHU ITPETIOJaBaTEIs.

[Tpu moArOTOBKE K MPAKTUYECKUM 3aHATHSIM HEOOXOAUMO:

- TPUHOCUTH C COOOW PEKOMEHJOBaHHYIO IpENojaBaTeieM JIHUTEepaTypy K KOHKPETHOMY
3aHSTHIO;

- J0 OYEpeIHOro IpPAKTUYECKOIO 3aHATUS IO PEKOMEHIOBAHHBIM JIUTEPATYPHBIM
MCTOYHHUKAM MPOPabOTaTh TEOPETUUECKUI MaTepHaj, COOTBETCTBYIOLIECH TEMbI 3aHATHS;

- B Hayaje 3aHATUM 3aJaTh NPENOJaBaTENl0 BOMNPOCHl [0 MaTepualy, BBbI3BAaBLIEMY
3aTpyJHEHMSI B €r0 MIOHUMaHUKM U OCBOCHUH NPH PELIECHUU 3a/1a4, 3aJaHHbIX U CaMOCTOSITEIBHOTO
pelIeHus;

- Ha 3aHATHM JOBOAMTH KaXAYH0 3a7ady A0 OKOHYATEIbHOI'O PEIIEHUs, JEMOHCTPUPOBATh
[IOHMMAaHHE MPOBEICHHBIX PAacyeTOB (aHAJIU30B, CUTYyallUil), B Cllydae 3aTpyIHEHUN oOpamaThCcs K
IIPETOIaBaTENO.

Ha 3aHATHN OY€Hb BaXKHO BHICIIYIIATh BCTYIUTEIBHOE CIOBO MPENOAAaBATENS, YSICHUTD LIEIb U
3ala4d ceMUHapcKoro 3aHATHud. CienyeT BHUMATENbHO CIIYIIATh BBICTYIUIEHUS! CBOMX COKYPCHHUKOB
U OBITh TOTOBBIM BBICTYIIHTH C JIOTIOJTHEHUEM, BBICKa3aTh CBOE MOHUMaHUe MpodseMsl. XKenarenbHo,
9YTOOBI BBICTYIUIEHHE OBIJIO CBOOOTHBIM, apryMEHTHpPOBaHHBIM. B Xojae aucKyccuu HeoO0XoIuMo
0003HAUUTh OCHOBHBIE NPOOJIEMBbI paccMaTpuBaeMoil Tembl ((peHOMeHa, CUTyallMu © T.J.), JaTh
o0ocHOBaHMA. BpICTyIJIeHHE MO OCHOBHOMY BONPOCY HE JOJDKHO mpeBblmats 10-15 MunHyT.
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JlononHeHus: MOTYT 3aHUMAaTh 10 5 MUHYT. KoandecTBO JOMONHEHNI U BOIPOCOB K BBICTYHAIOLIEMY
HE OrpaHMyeHo. Marepuan Kypca MOXKET OBITh XOpOIIO YCBOEH JIMIIb B TOM CIydae, €CIU ero
u3yueHre OyJeT MPOBOIUTHCS PETYISIPHO, CHCTEMAaTUYEeCKH, JO3UPOBAHO M PUTMUYHO, B TEUCHHE
BCET0 CEMeCTpa.

BaxuelmuM stanom Kypca sIBIsieTcs camocTostenbHas pabdorta. CamocTosiTensHas paboTa
CTYIEHTOB IO KypCcy IIOHUMAeTcsi Kak MHOrooOpa3Has WHAMBHIyallbHas M KOJUJICKTHBHAS
NEATeNbHOCTh CTYJACHTOB, OCYIIECTBIIIEMas TI0J] pyKOBOJICTBOM, HO 0€3 HENMOCPEICTBEHHOTO y4acTus
IIPENOIaBaTeNs B CIEHUAIBHO OTBEIEHHOE Il ’TOIO BHEAYIUTOPHOE BPEMSL.

MeTo0IOTHYECKYI0 ~ OCHOBY ~ CaMOCTOSITEIbHON  pabOTBl  CTYIEHTOB  COCTaBISIET
NEATeIbHOCTHBIM IOAX0J, KOTAa Leidd OOydeHHs OPHEHTHpPOBaHBI Ha (OPMHUpPOBAHHE YMEHUUN
pelaTh TUIIOBBIE M HETUIIOBBIE 3aJauH, T. €. Ha pealbHbIE CUTYyalluH, I'/I€ CTyIEHTaM HaJ0 MPOSIBUTh
3HaHUE TAHHOHN y4eOHOH JAWCIUIUTHEIL.

Llenpio caMOCTOSTENTHHOM PabOThI CTYIACHTOB SIBISIETCS YINIYOJICHHE U 3aKpeIuleHue 3HaHHUN
CTYIECHTa, pa3BUTHE aHAJIUTUYECKHUX, HCCIENOBATEIIbCKMX W TEXHOJOTHYECKUMX HaBBIKOB IIO
npobiieMaTuKe Kypca.

B kadecTBe MHIMBHIYaJbHOH CaMOCTOSITEIBHON pabOThl CTyAEHTaM IpelararoTcs
CIIEYIOIINE 3aJaHus:

- WsroroBineHne WUTIOCTPATUBHOIO MarepHana Mo BbIOpaHHOW Teme (TOArOTOBKA
IIpE3EHTALMN).

-. Harmcanue pedepaToB 1o npesioskeHHoi npodneme.

- KoncnexktupoBanue pa3nenoB ydeOHHMKAa 10 OTPEACICHHOM TeMe C MPUBEICHUEM
COOCTBEHHBIX IIPUMEPOB.

- PaboTa ¢ HayuHBIMU NOHSATHUSIMH — COCTaBJICHUE Te3aypyca.

- OmBIT CaMOCTOSTENFHOTO PACCY)KICHHUS, T.€. TOHATUHHON pedieKCHu Mo MOBOY HAYYHOTO
BOIPOCA, TIOCTABJICHHOTO MPENOaBaTeIeM C JIOTHUYECKH 000CHOBAHHBIMU BBIBOIAMHU.

1. Hanucanue pegepama — 3T0 OOBEMHBIA BHUJ CaMOCTOSTEIILHON pabOTHI CTYyJEHTA,
cofepkauil MHGOPMAINIO, JOTONHSIOUIYI0 U Pa3BUBAIOIIYI0 OCHOBHYIO TeMY, M3y4aeMylo Ha
ayIUTOPHBIX 3aHATHUAX.

Pedepar saBisieTcss caMOCTOATENbHOW HAaydyHOM paboOTOH, coaepskamield 0030p COCTOSIHUSA
cdepsl mpennoiaraeMoro uccienoBanus. Tema pedepara BbIOMpaeTcsi CTyIEHTOM U3 MPOTPAMMBI
WIM K€ CTYACHT MOXKET IIPEUIOKUTH CBOIO, 3apaHEE €€ COIIaCOBaB C IIPENOAABATEIEM.

TpebdoBanus k opopmiieHuIo pedepara:

Oo6mwem pedepata 15-20 cTp. (BKIIOUYAS CIIUCOK JUTEPATYPHI U MPUIOKECHUA).

CrpykTtypa pedepara:

— TUTYJIbHBIN JIUCT;

— COJEpXKaHHUE;

— BBejaeHue (00bem 1-2 c1p.);

— OCHOBHas 4acTh 1-3 riaBbl (0030p MCCIIEOBAHMIA IO JaHHOM MpoOIeMaTuKe, pe3yIbTaThl
HCCIIEIOBAaHUI aBTOpa 10 YKa3aHHOU TEME, BO3MOKHbIE HAIIPABJICHUS JalbHEUIINX UCCIIEI0BaHUI);

— 3akmouenue (1-2 ctp.);

— CIMCOK Hcnoib3yeMol sureparypsl (10—15 HanmenoBanwmii). Crmcok pacnosjaraercs B
asnihaBUTHOM TOpsiKe. VIHTEpHET MCTOYHHMKHM YKa3bIBAalOTCS B KOHIIE CIHCKa, C COXpaHEHHEM
HyMepauuH.

Mpupt — Times New Roman. Pazmep mpudra 14. Muarepsan 1,5. Hymepauusi ctpanui B
HU3Y, 110 LEHTPY JucTa, apabckumu nudpamu. [lons: nesoe — 3 cm, mpaBoe — 1,5 cM, BepxHee H
HIDKHee — 1o 2 cM. AG3ar] — 1,25¢cM. B TekcTe cchbUlku HyMepyroTcsi B KBaJIpaTHBIX CKOOKax, HOMep
YKa3blBa€T HA HCTOYHUK B CIIMCKE JIMTEPATypbl. TUTYNbHBIM JIUCT He HyMepyercsa. Hagaio
HyMepaluu co 2 cTp.

Pedepar ckperuisercs: B Manky-cKOpOCIINBATENb.

2. Coz0anue npesenmayuii — BUJA CAMOCTOSITENBHONH pabOTHI CTYAEHTOB IO CO3AAaHUIO
HArJSIHBIX  MH()OPMAIMOHHBIX  MMOCOOMH, BBIMOJHEHHBIX C  TOMOIIBIO  MYJIbTUMEAUHHON
KOMIbIOTepHOH mporpamMmbl PowerPoint. DtoT Bua pa®oTbl TpeOyeT KOOPAMHALWU HABBIKOB
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CTYZIEHTa 10 cOOpy, CUCTEeMAaTH3alH, NlepepadoTke nHpopManuu, oGopmiIeHus e€ B BUIE MOA00pKU
MaTepHaJIOB, KPATKO OTPaKAIOIIMX OCHOBHBIE BOTIPOCHI M3y4aeMOi TEMBbI, B JJIEKTPOHHOM BHJIE.

PexoMenganum nmo padore ¢ aurepaTrypoit

[Ipy wW3ydyeHUM JAUCHUIUIMHBI y CTYJICHTOB [OJDKEH BbIPA0AThIBATHCS PALMOHATIBHO —
KPUTUYECKHIA MOJIX0/ K U3y4aeMbIM MpoOieMaM U SIBICHHSM. JTO BKIIOYAET MOHMMAaHUE TOTO, YTO
CO BpEMEHEM psl HWHPOPMALMOHHBIX M TEOPETHYECKHUX MAaTepHalloB YcTapeBaeT, TpeOys
KpUTH4eCKOro oTHomeHus. C qpyroil CTOpOHBI, KaKIbli TEKYIIMI BOIIPOC MMEET CBOIO MCTOPHIO,
KOTOPYIO TOKE IO0JIe3HO 3HaTh. Kaxkgoe coOBbITHE MOXKET MMETh pa3Hble MHTEPIPETALUH, TTOITOMY
CJIOBA, CKa3aHHBIE MHOTO JIET Ha3aJ[, MOTYT UMETh Ba)XKHOE 3HAYCHHUE.

UYroObl OHATH COJCPKAHUE MaTepuaa, Hy)KHO YMEThb €ro npounThiBaTh. HaunHats crnemyer
C TMpeNBapUTEIBHOTO IMPOCMOTPa, B XO0J€ KOTOPOTO O3HAKOMHUTHCS C Ha3BaHHWEM paboTHI, ¢
aHHOTAllMEH, OTJIaBJICHUEM, TIpeaAnciIoBrueM. Yacto 3ambicen paboTHI SCEH YK€ MPU 03HAKOMIICHUH C
ee Ha3zBaHHEeM. Ho 0coOeHHO MHTEepeceH MPOCMOTp OTJIABICHUS, B PE3yJabTaTe KOTOPOTO CTAHOBHUTCS
SICHBIM pa3BUTHE MbICIH aBTOpa. Hernoxo Obw1o Obl MOSIBUBIIKECS MPH 3TOM MBICIH 3a()UKCUPOBATH
Ha Oymare.

[IpocmaTpuBasi TEKCT OTJIaBJIEHHS, HY)KHO OCTaHOBUTBHCS Ha TeX TJlaBaX, KOTOpbIE
NPEJCTaBISAIOT A Bac OCOOEHHBIM WMHTEpec, Oerjo O3HAKOMUTBHCS C HUMH, COCTaBJISIsI B OOIIMX
yepTrax CBOE MPEACTABIEHUE O HUX. Llenp 3TOro nelcTBUs — HAUTU MECTa, OTHOCSALIMECS K HCKOMOM
TeMe, OTPEICIINB IIPH 3TOM, YTO IIEHHOTO B KaX/IOM U3 HUX.

Crnenyrouuii Tan — NpoYTeHNe BBIICTICHHBIX MECT ¢ (PUKCAIel caMbIX IJIaBHBIX CBEJICHUM.
[Ipu 5TOM HaIO YETKO W SICHO OCO3HABATh LEJIb YTEHUS, MOCTOSHHO JAEp)Ka ee mepen coOoM: Mo
KakoMy BOIIPOCY HY)XHa MH(opmanus, Uis 4ero Hy)KHa, €€ XapakTep M T.I. He0OXOJAUMO MEHSTh
PeKUM YTEHHST — OT OErjoro BAYMYHMBOTO — B 3aBUCUMOCTHM OT IIEHHOCTHM HWH(pOpMaIUHy,
OCTaHABJIMBASCh TaM, IIe 3TO TpeOyeTcs Al IITyOOKOTO MOHUMAHUS TEKCTa.

Crnenyer Hay4dWTbCsS ONPEACHATh CTPYKTYpY TEKCTa IO COMOJYMHEHHOCTH €ro 4acTei,
YUUTBIBAsi B3aMMOCBSI3b TEKCTa C PUCYHKaMH, CHOCKaMM, MpUMEYaHUsMH u TaOnuuamu. Bee 310
MIOMO’KET TOHUMaHMIO TEKCTA MPH OETIIOM 03HAKOMIIEHUH ¢ HUM. Tak BbIpabaThIBAETCsl CIIOCOOHOCTD
IIPU IPOUTEHHUH Cpa3y MOHUMATH CMBICI ¥ 3HaUY€HHE HOBOW MH(OpPMALIIH.

MHOrre KHUTM ¥ CTaTbd MMEIOT B CBOEM amlapare CHHCKH JIMTEPaTypbl, KOTOPHIE AAIOT
BO3MO’KHOCTh MOTIOJHUTH MH(OPMAIIHOHHYIO OCBEIOMIIEHHOCTh O JIOTIOJIHUTENILHON JINTepaType 1o
JTAHHOMY BOTIPOCY.

OTnenbHBIA 3Tan NpOYTEHHsT — BeJAeHME 3amuceil mpounTaHHOro. CyIIecTBYeT HECKOJIBKO
BUJIOB 3aITUCEH: IJIaH, BBIMUCKH, TE3UCHI, aHHOTAIHSI, pe3lOMe, KOHCIIEKT.

IlnanoM ynoOHO MOJIB30BaTHCS MPU MOATOTOBKE K YCTHOMY BBICTYIUICHHIO MO BBIOpaHHOMN
teme. Kaxaplif MyHKT I1aHa JTOJDKEH PacKphIBaTh OJHY M3 CTOPOH M30paHHOM TEMbI, a BECh IUIaH
JOJKEH OXBATHIBATD €€ LIEITUKOM.

Te3uchbl MpennonarailoT CXaroe H3JI0KEHHE OCHOBHBIX TOJOXKEHUH TekcTa B (opme
yIBep)KJIeHUs WM oTpuuanus. OHHM ABISAIOTCS Oojee coBepuieHHOM (opMmoil 3amuceit u
MPEJCTaBISAIOT OCHOBY Ul AUCKyccHU. K TOMY e X JIeTKO 3alIOMHHTb.

AHHOTaNMA — KPaTKOE U3JI0KEHHUE COJePKaHUs — aeT o0Iiee mpeacTaBieHune o padore.

Pe3ioMe kpaTKo XapakTepu3yeT BBIBOJbI, ITIaBHbIE UTOTH ITPOU3BEICHUS.

KoncnekT sBisercs Hanbosee pacrnpocTpaHeHHOU (opmoii BeneHus 3amuceil. OCHOBHYIO
TKaHb KOHCIEKTa COCTaBIIIOT TE3UCHI, JOTOJHEHHBIE [OKa3aTelIbCTBAMU U PACCYXKICHUSMHU.
KoHcriekr MokeT OBITh TEKCTyaJlbHBIM, CBOOOJHBIM MM TEMAaTHUECKUM. TexcmyanvHbiil
NpeJCTaBsieT coO00M HUTATHUK C COXpPAHEHHWE JIOTUKU PAadOTBI U CTPYKTYpbI TekcTa. C80000mbiIl
KOHCITIEKT OCHOBAH Ha U3JI0)KEHUHU MaTepuaia B TOM NOpsKe, KOTOPbIil OoJe ynodeH aBTopy. B aTom
CMBICJIE KOHCHIEKT NpEeACTaBIsieT cOOMpaHuWe BOEOMHO MBICIEH, pa30pocaHHBIX MO BCEH KHHUTE.
Temamuueckuti KOHCIIEKT MOKET OBITb COCTaBJIEH IO HECKOJIbKMM HCTOYHHUKAM, I/I€ 32 OCHOBY
Oepercst TeMa, HHTEPIPETUPYEMast 10 — Pa3HOMY.

DKOHOMHUIO BPEMEHHM JaeT HCIOJIb30BaHUE INPH 3AMHCIX PA3IMYHOTO poOJa COKpAIeHWH,
ab0OpeBUaTyphI U T.JI. MHOTHE HUCIOJIB3YIOT JUISI PETUCTPALIMH UCCIIEAYEMbIX TEM CHCTEMY KapTOUeK.
[IpenmymiecTBO KapTO4YeK B TOM, YTO TE€Ma TaM H3JIAraeTcsl OYEHb CXKaToO, M1 OHU OY€Hb yJOOHBI B
UCTOJBb30BAHMH, T.K. MX MOXHO pa3J0oXWUTh Ha CTOJE, MEperpyrnmnupoBaTh U 0e3 Tpyaa HalTu
HCKOMYIO TEMY.
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7. OUEHOYHBIE CPEACTBA JISA KOHTPOJIA YCIIEBAEMOCTHU
7.1. IlacnopT oHIA OLIEHOYHBIX CPEACTB

Kon
Ne Kontponupyemsie paznesnsl (TeMbl) KOHTPOJIUPYEMOU HaumenoBanue
n/m JTUCIUTUTUHBI KOMIETEHIIN U OIIEHOYHOTO CpEeACTBa

(wnu ee yacTn)

Pasnen 1. BBenenue B 1. CocraBnenue

JOKYMEHTUPOBAHHE YIIPABICHYECKOM OK 1-10 Te3aypyca
JeSITeTLHOCTH K 1.1-1.5 2. YCcTHBIH ompoc
1 K 2.1-2.4 (muckyccusi)
IIK 3.1-3.5 3.Hanmcanue pedepara
1K 4.1-4.6

4. Pemmienue npoOIeMHBIX
3a1a4
1. Yuactue B nuckyccun
2. Hamucanue pedepara
3. Pemenune npoOieMHBIX
3ama4
4. YctHbIi onipoc
OTBeThl Ha BONPOCHI

Paznen 2. Opranunzaius paboThl C
JOKYMEHTaMHU

IIpomexyTOUHBIN KOHTPOJIb

7.2. ATTecTanus oﬁyqamumxca Ha COOTBETCTBHUEC UX NEPCOHAJIBHBIX JOCTHKEHHH MO3TalHbIM

TpeOOBAHUAM
dopma JInyneie IIpumepsr
3HaHus YmMmenus Ka4yecTBa OLIEHOYHBIX
aTTecTalluu .
oOyJaronuiicss | cpeacTs
TeKyIas - 00 OCHOBHBIX - TOJIB30BATHCA JlMcuuIHup | Te3aypyc,
MOJIOKEHUSX T10 M3yYEHHBIMHU OBAHHOCTSb, pedepartsl,
JOKYMEHTUPOBAHHU | CTaHIAPTHU3UPOBAHHBI | OTBETCTBEHHOC | BOMPOCHI JUIS
10 MU TEPMHHAMU; Tb, YCTHBIX
yIIpaBIIEHYECKOM - IPUMEHSATH Ha WMHHIIMATUBA, OTBETOB Ha
NeATeNbHOCTH; MIPAaKTUKE KOMMYHHKa0e | JUCKYCCHOHH
- TEPMHUHOJIOTHIO B | TOCYJapCTBEHHbIE JHHOCTD, bI€ BOTIPOCHI;
oOmactu CTaHIApTHI, APYTHe BOCIIMTAHHOCT | pelIeHHe
JOKYMEHTAI[HOHHO | HOpPMAaTHUBHBIE U b. KelcoB,
ro o0ecreyeHus METOIMYECKHUE BBITIOJTHEHUE
yIIPaBJICHHUS JOKYMEHTHI, MPAKTUYECKU
- 0 MpaBUJIaxX periJaMeHTHPYIOLIe X 3a/laHui
odopmIIeHHS OpraHu3aIIo
JTOKYMEHTOB; JOKYMEHTAI[HOHHOTO
- HOpMAaTUBHbIE obecrnieueHus
JOKYMEHTHI, yIIPaBJICHHSI;
periaMeHTHPYIOU] | - COCTABIATh U
M€ COCTAaBJICHHE U | TPAaBUIBHO (B
odopmiieHHE COOTBETCTBUHU C
OpPraHU3allMOHHO- | JAEHCTBYIOIIMMHU
paclopsiANTEeNbHBl | HOPMATUBHBIMHU
X JIOKYMEHTOB JOKYMEHTaMH )
- 00 yHUUKaIIH opopMIIATH
U CTaHAApTH3allMd | OCHOBHBIC BUJIBI
YIIPaBIIEHYECKUX OpraHu3alMoOHHO-
JOKYMEHTOB pacropsIUTeIbHBIX
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- popMBI, METOIBI JTIOKYMEHTOB;

U CHCTEMBI - BBITIOJIHATH

JOKYMEHTUPOBAHHU | OTpEAEICHHBIEC BUIbI

s1; pabot o

- NOPSAZIOK | OpraHu3alu padboT ¢

OpraHu3aluu JOKYMEHTaMH B

JOKYMEHTOB B YUpeKICHHUS;

KOMILJIEKCHI; - opopMIATH

-3aKOHOJATENIbHBIE | HOMEHKIATYPY JIeN U

aKThl U (dbopmupoBars gena B

HOpMAaTHUBHBIE COOTBETCTBHUH C

JTOKYMEHTHI 110 HOMEHKJIATYpO# Jei;

OpraHu3aluu - OCYIIECTBIIATD

paboTHI C JOKYMEHTHUPOBaHUE U

JOKYMEHTAIHeiH; OpraHu3aluio paboThl

- npaBuUja | € AOKyMEHTAMH;

COCTaBJICHUS U - MOJIb30BATHCS

0(OPMIICHHIO OCHOBHBIMH

Pa3NUYHBIX BUJOB | HOPMAaTHBHO-

JTOKYMEHTOB; MIPaBOBBIMU

-TpeOOBaHMS K JOKyMEHTaMH B

TEKCTY obnactu

CITY’KEOHBIX TOKYMEHTUPOBAHHUS

JTOKYMEHTOB; - COCTaBJIATh U

- oOrmue opopMIIATH

npaBuiia pa3NUYHbIC BU]IBI

OpraHu3aluu JTOKYMEHTOB;

paboTHI C

JOKYMEHTaMHU
MPOMEXYTO | - 00 OCHOBHBIX - TIOJIB30BATHCA Jucuunnuza, | Komruiexr
YHasi MOJIOKEHUSAX T10 M3yYEHHBIMHU OTBETCTBEHHOC | TEOPETUYECK

JOKYMEHTUPOBAaHHU | CTaHJApTHU3UPOBAHHBI | Th, UX BOIPOCOB

10 MU T€pMHHAMU; WHHUIMATUBA, | K OK3aMEHY

yIIpaBJIEHYECKOM - IPUMEHSATH Ha KOMMYHHKa0e

NeATeNbHOCTH; NIPAaKTUKE JHOCT,

- TEPMHUHOJIOTHIO B | TOCYJapCTBEHHbIE BOCIIMTAHHOCT

oOmactu CTaHJApTHI, APYrUe b.

JTOKYMEHTAI[HOHHO
ro o0ecreyeHus
yIpaBJICHUsI

- 0 IpaBUIIaxX
odopMICHHS
JTOKYMEHTOB;

- HOpMaTHBHBIC
JTOKYMEHTHI,
perJIaMeHTUP YOI
UE COCTaBIICHHE U
odopmieHue
OpraHM3aluOHHO-
pacnopsIUTEIbHBI
X JOKyMEHTOB

- 00 yHU(UKaIIH
Y CTaHJapTH3AINU

HOPMAaTUBHBIE U
METOAUYECKUE
JOKYMEHTHI,
periaMeHTHPYIOIINE
OpraHHU3aLHI0
JOKYMEHTAIL[MOHHOT O
obecrieueHus
yIIpaBJICHMUS;

- COCTaBJISITh U
IIPaBUWJIBHO (B
COOTBETCTBUHU C
JNEUCTBYIOLUMHU
HOPMAaTUBHBIMU
JOKYMEHTaMH )
opopMIIATH
OCHOBHBIE BH/IBI
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YIIPaBJIEHYECKUX OpraHu3alMoHHO-
JOKYMEHTOB pacropsIUTeNbHBIX

- popMBI, METOIBI JIOKYMEHTOB;

U CHCTEMBI - BBITIOJIHATH
JOKYMEHTUPOBAHHU | OTpEAEICHHBIEC BUIbI
s1; pabot o

- NOPSAZIOK | OpraHu3alu padboT ¢
OpraHu3aluu JOKYMEHTaMH B
JOKYMEHTOB B YUpeXKICHHUS;
KOMILJIEKCHI; - opopMIIATH
-3aKOHOJATENIbHBIE | HOMEHKIATYPY JIeN U
aKThl U ¢dbopmupoBars gena B
HOpMAaTHUBHBIE COOTBETCTBUH C
JTOKYMEHTHI T10 HOMEHKJIATYpO# Jei;
OpraHu3aluu - OCYIIECTBIIATh
paboTHI C JOKYMEHTHUPOBAaHUE U
JOKYMEHTAIHeiH; OpraHu3aluio paboThl
- npaBuUja | € AOKYMEHTaMH;
COCTaBJICHUS U - MOJIb30BATHCS
0(OPMIICHHIO OCHOBHBIMH
pa3NUYHBIX BUJOB | HOPMAaTHBHO-
JTOKYMEHTOB; MIPaBOBBIMU
-TpeOOBaHMS K JOKyMEHTaMH B
TEKCTY obnactu

CITY’KEOHBIX TOKYMEHTUPOBAHHUS
JTOKYMEHTOB; - COCTaBJIATH U

- oOrmue opopMIIATH

npaBuiia pa3NuYHbIC BU]IBI
OpraHu3aluu JTOKYMEHTOB;

paboTHI C

JOKYMEHTaMHU

Kpurepun onenkn 3HaHUH

1. Kpurtepuu ounenku no pegepary:

—OIICHKA «OTIMYHO» BBICTABISETCA CTYAEHTY, €CIIM BBIOpaHHAs TeMa aKTyajbHa, B TEKCTE
OHa MpeJCTaBJIeHA JOTUYHO, MIOJIHOTA U TTyOMHA PAaCKPBITHS OCHOBHBIX MOHATHI MPOOIEMbI. yMEHUE
paboTath C JUTEpaTypoil, CHUCTEMAaTH3UpPOBATh M CTPYKTYpHpOBaThb MaTepuan BeipakeHo cBoe
OTHOIIICHHE K TEME M ONUCaHbl COOCTBEHHBIE OpUTHHANIbHBIE Uaeu. [IpuBnedeHsl HoBeiIe paboThI
no mnpobieme (KypHaJbHBIE NYONUKALWU, MaTepuanbl COOPHUKOB HAy4YHBIX TPYIOB M T.J.).
TpeboBanust k opopmiieHnIo pedepaTta codaroaeHbl. Beinepxkan aureparypHbiil ctuib. OTCyTCTBHE
opdorpaduyecKix U CHHTAKCUYECKUX OLTUOOK, CTHIIMCTUIECKIX TTOTPEITHOCTEH;

—OIIEHKA «XOPOIL0» BBICTABISIETCS CTYNEHTY, €CIM BBIpaK€Ha AaKTYyaJbHOCTh BBIOpAaHHOMU
TeMbl. JIOTHYHOCTD W3NOXKEeHHs. Tema packpbiTa HEAOCTAaTO4YHO MOJIHO. OOBEM COOTBETCTBYET
TpeOOBaHMAM K JaHHOMY BHAy pa®oT. HemocraTroyHo apryMeHTHpOBaHBI COOCTBEHHBIC HJIEH.
TpeboBanust k opopmiieHnIo pedepaTta cobaroaeHbl. Beinepxkan aurepatypHbiil cTuib. OTCyTCTBHE
opdorpaduyecKiX U CHHTAKCUYECKUX OLTUOOK, CTHIIMCTUIECKIX TTOTPEITHOCTEH;

—OIICHKA «YJIOBJIETBOPUTEIHHO» BBICTABIISICTCS CTYIEHTY, €CITU: BHIOpaHHAs TeMa aKTyallbHa,
HO HEJOCTAaTOYHO MOJHO packpbiTa. OObEM HE COOTBETCTBYET TPEOOBAHUSAM K JTaHHOMY BHUIY paloT.
Cnabo oTpaxeHbl COOCTBEHHBIE HJI€HM, HO TEKCT BBICTPOCH JIOTUYHO U TOCIEIOBATEIBHO.
TpeboBanus k odopmiienuto pedepara cobOmroAeHB YacTHUHO. He BhIIepKaH JIUTEPATYPHBIN CTHITb.
[TpucyrctByIoT opdorpaduyeckrie 1 CHHTAKCUYECKUE OMIMOKHU, CTHIIMCTHYECKUE TTOTPEIIHOCTH;

—OIICHKa «HEYJOBJIETBOPUTEIILHO» BBICTABIIAETCS CTYIEHTY, €CIM OH HE NpeJoCTaBUII
pabory.

2. Kpurepuu oneHKH YCTHOTO ONPOca (AMCKYCCHH/KOJIIOKBHYMOB/co0ecel0BaHusl):
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—OIICHKA «OTIMYHO» BBICTABISETCA CTYACHTY, €CIH OH ITyOOKO M3Y4ms yueOHBIH MaTepuan u
JaUTepaTypy Mo mpoOieMe, IMOCIeA0BaTeNbHO M MCYEpIBIBAIONIE OTBEYAeT Ha IIOCTAaBJICHHbBIE
BOTIPOCHI;

—OIICHKa «XOPOIIO» BBICTABJISIETCS CTYJCHTY, €CIIM OH TBEpAO 3HAET MaTepual M OTBEYAeT
0e3 HaBOAIINX BOIIPOCOB, pa30upaeTcs B IUTEpaType 1o npodieme;

—OIICHKA «YJIOBJIETBOPUTEIHHO» BBICTABIISICTCS CTYJIEHTY, €CIM OH 3HAET JIUIIb OCHOBHOU
MaTepuall, IyTaeTcsl B JIMTepaType Mo MpobiemMe, a Ha 3aJaHHbIe BOIPOCHI OTBEYAET HEJOCTATOYHO
YETKO M IMOJHO;

—OIICHKA «HEYJOBJIETBOPUTEIBHO» BBICTABISETCA CTYACHTY, €CIM OH HE YCBOHWJ OCHOBHOTO
MaTepHalia, He CMOT JJOCTaTOYHO IOJIHO U MPABUWIIBHO OTBETUTH HA MOCTABJICHHBIE BOIIPOCHI, HE 3HAET
JUTEpaTypHI MO Mpodieme.

3. Kpurepuu oneHKH NpH pellieHHH KeiicoB

OneHka «3a4TEH0» BBICTABJIAETCS CTYAEHTY, eCJIu:

—3a/laHi€ BBIMOJIHEHO M OTIMYAeTCA TIYOMHON M COIEp)KaTeNbHOCTBIO, JaHHbBIE JOTMYHO
NIOCTPOEHHbIE, TOJHBIE, [JaHbl HMCYEpPIBIBAIOUINE OTBETHl, JEMOHCTPHpPYET IpPHMEHEHHE
AHAJTUTUYECKOTO U TBOPYECKOTO TIOIXO/I0B;

—CTYJEHT JeMOHCTPUPYET yMEHHE BECTH HAYYHYIO JTUCKYCCHIO.

OueHka «He 324TeH0» BbICTABJSAETCSH CTY/ICHTY, €CJIM:

—CTYJIEHTOM HE PAcKpbITO COJACpKaHME 3aJaHus, OOHAPYKEHO HE3HAHHE WIM HENOHUMaHHe
CYIL{HOCTH BOIIPOCOB;

—JIOTIYILLIEHBI CYIIECTBEHHBIE (PaKTUYECKHE OIIMOKH MTPU OTBETAX Ha BOIIPOCHI;

—Ha JIONOJIHUTEJIbHBIE BOIMPOCHI CTYJACHT 3aTPyJHSETCS JaTh OTBET WM JaeT HEBEpHBIC
OTBETHI.

7.3. OneHo4HbIe CpeacTBA VIS POBeeHU TeKylleil aTTecTaluu
Te3aypyc. Te3aypyc mo3BONSI€T BBISIBHUTH CMBICI HE TOJBKO C TOMOIIBIO ONpEAETCHUS, HO U
MIOCPE/ICTBOM COOTHECEHHS CJIOBA C IPYTUMH MOHATUSMU U UX TPYyIIaMH.
Tembl pedepaTos
1.ITonATHE O JOKyMEHTAaX, CIIOCO0axX TOKYMEHTUPOBAHHUS, HOCUTEISIX HH(POPMALIUH
2. [Tonstue o GyHKIUAX JOKYMEHTA

3. [Tpu3Haku U CTPyKTypa TOKyMEHTa

4. YHaudukanus u cTaHaapTU3anus J0KyMEHTOB.

5. YHUpUUIUPOBAHHBIE CUCTEMBI TIOKYMEHTALIUU

6. dopmynsip-oOpaser; opraHu3alnOHHO-PACTIOPSAIUTEIBHOTO TOKYMEHTA

7. TpeboBanust kK O(OPMICHHIO PEKBH3UTOB OPraHU3ALMOHHO-PACTIOPSIUTEIBHBIX
JTOKYMEHTOB

8. [IpaBuna odgopMiaeHHs OCHOBHBIX BHAOB OPraHU3AaLMOHHO-PACIIOPSAIUTEIBHBIX
JTOKYMEHTOB

9. CrnpaBo4YHO-UH(OPMAITOHHBIE IOKYMEHTBI

10.  Cayx0a TOKyMEHTallMOHHOTO 00EeCTIEYEeHHUs yIIPaBICHHS.

11.  TpeGoBaHus K OpraHu3alyu JOKyMEHTO000pOTa

12.  Ilpuem mocTynarmmux J0KYMEHTOB, OpraHu3alus JOCTaBKH JOKYMEHTOB

13.  TpeboBaHuss K  OpraHu3allMl  XpaHEHHWS  HCIOJHEHHBIX  JOKYMEHTOB B
JEI0IPOU3BOACTBE.

14. Howmenkiarypa nen

15.  TpebGoBanus K GOPMHUPOBAHUIO JIE] B JEIOMPOU3BOICTBE

Bonpocsl 151 yCTHOTO 0TBeTa (INCKYCCHHU) MO TEMAM:

Pa3nen 1. BBenenue B TOKyMEHTHPOBAHUE YIIPABICHUECKOHN AEATEILHOCTH
Tema 1 JIokyMEHTHI U CIOCOOBI TOKyMEHTHPOBAHUS

1. KakuM HOpMaTHBHBIM JOKYMEHTOM PETJIaMEHTUPYIOTCS OCHOBHBIE TEPMUHBI
B 00J1aCTH J1eONPOU3BOACTBA?

2. Yto BKIIIOYAET B CE0sl MOHATHE «JOKYMEHT»?
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3. Kakue s13bIKH 1 c1IOCOOBI JOKYMEHTHPOBAHHUS BbI 3HaeTe?

4. HazoBuTe COBpeMEHHBIE BUAbI HOCUTEIEH HHPOPMAITIH.

5. Kakum 3aKk0HOM ycTaHaBIMBAETCS MPABOBOM PEKUM CO3AHUS, XPAHEHUS U
UCTIOJIb30BaHUS HH()OPMAITMOHHBIX PECYpCOB?

6. Uem oTiiM4aeTcst JOKYMEHT JIMYHOTO TPOUCXOKIAEHHS OT O(UIHMATBHOTO TOKyMeHTa?
7. Yto 00yclIaBIMBaET IOPUANYECKYIO CUITY O(pUIIMAIEHOTO JOKYMEHTAa?

8. UTo moHMMaeTcs o1 NoIU(PYHKIIMOHATBHOCTBIO JOKYMEHTA?

9. HazoBuTe 0cHOBHBIE OJIOKH (Tpyniibl) GYHKIHMH JOKyMeHTa. YeM xapakTepu3yercs
KaX/IbIi 0J10K?

10. Kak mensiercst neiictBue GyHKIMI BO BpeMeHH?

11. HazoBuTE OCHOBHBIE CBOMCTBA JOKYMEHTA.

12. Jlaiite onpenenenue arpuOyTUBHOCTH ((QyHKIIMOHAIBHOCTH, CTPYKTYPHOCTH)
JOKYMEHTA.

13. Ha3zoBuTE OCHOBHBIE IIPU3HAKHU TOKYMEHTA U JAWTE KPATKYIO XapaKTEPUCTUKY
Ka)KJIOTO U3 HUX.

14. Yro Takoe ropuandeckas cuia J0KyMeHTa?

15. Jlaiite onpenenenue Mo IMHHMAKA U TyOIuKaTa JTOKyMEHTA.

16. [laiite onpenenenue konuu qokymenrta. Koraa konus qokymeHTa npruoopeTaer
OPUUYECKYIO CUITY?

17. Yem NOJIMHHBIA JOKYMEHT OTAUYAETCS OT MOATI0KHOT0?

18. Uro npeacTaBisgeT co60il JOKYMEHT, (albCUPUIMPOBAHHBIN TTOJTHOCTHIO?

19. Yro npeacTaBnseT co60il JOKYMEHT, (albCUPUIMPOBAHHBINA YaCTUYHO?

20. Yro npexacraBisieT co00i OpUrHHAT TOKYMEHTa?

Tema 2 Yaudukanus u cranaapruzanus 10KyMeHToB. CUCTEMbI TOKYMEHTAIUH
1. KakoBbI OCHOBHBIE 11€TH YHU(DUKAITUH TOKYyMEHTOB?
2. Yo yyuThIBAETCA MPU NPOBEACHUHN YHU(DUKAUU JTOKYyMEHTOB?
3. Uto moHMMaeTcs oA CUCTEMOU JOKYMEHTALINH ?
4. Kakue ObIBalOT CUCTEMBI JOKYMEHTALIUN?
5. B uem ocobennocts YCOPJI?
6. Uto npencrasisier cOO0H CTaHAAPT U KaKKUe BUJIbI CTAaHAAPTOB MPUMEHSIOTCS
B Halleu crpane?
7. YTo BXOAUT B KOMIUIEKC HOPMATUBHBIX JOKYMEHTOB 10 CTaHAApTU3ALUU?
8. K10 pa3pabarsiBaeT 1 yTBEp>KAaeT HOPMATUBHBIE JOKYMEHTHI IO CTaHIapTU3AIH
U KTO OCYIIECTBIISIET KOHTPOJIb U HaJ30p 3a COOII0IeHUEM UX TpeOoBaHUA?
9. Yto npencrasiusier coboit YCJI u xakue neiictByromue B Hamiei ctpane YC/]
BbI 3HaeTe?
10. Yto noHumaercs no peKBU3UTOM JOKyMeHTa?
11. Yro onpenensier popMyssip AOKYMEHTA M YeM OTJIMYAETCs] POPMYIIsip JOKYMEHTa
oT ¢popmyisipa-obpasua?
12. KakuM HOpMaTUBHBIM JOKYMEHTOM PEIVIAMEHTHPYETCS TP
Tema 3 PexBU3UTHI U OJTaHKU JOKYMEHTOB.
. Kakue ¢opmatsl Gymaru nucnosab3yroTest Ut mocTpoeHus popmynspa-odpasua OP/1?
. Kakue pasmepsl noneit OP/] yctanoBiensl popmymnspom-oopazom OP1?
. MoryT 1 Ha NOJISAX JOKYMEHTa pacroiararbcs Kakue-1u00 peKBU3UThI?
. Kakoit MakcuManbHBIi COCTaB peKBU3UTOB YCTaHOBIIEH (PopMyIsipoM-00pazom?
. CKOJIbKO TOJIOKEHUH TaOyIsATOpa UCTIONB3YETCs TPH 0POPMICHHH PEKBU3UTOB?
. Kakue pekBU3UTBI OTHOCATCS K IOCTOSTHHBIM ?
. Kakue pekBU3HUTHI SBISIOTCS 00s13aTeIbHBIMU?
. CKOJIbKO CYIIECTBYET CIIOCOO0B OPOPMIICHUS PEKBU3UTOB?
9. Yto XapaKTepu3yrOT IONOJHUTENbHbIE peKBU3UTHI OPJ1?
10. Yem npoosibHBIN BapUaHT PaCIOIOKEHNSI PEKBU3UTOB 3ar0JI0BOYHON 4acTu
Onmanka otnmudaercs ot yriaooro? 11. Kakumu cmocobamMu MOXKHO M3rOTaBIMBAThH OJIAHKH
JOKYMEHTOB?

03NN KW
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12. Yro siBrsieTCst OCHOBOM ISl MPOEKTUPOBAHUS OTaHKa JOKyMeHTa?

13. JIns opopmieHHs KaKUX BHJIOB IOKYMEHTOB UCTIOJIb3YeTCs OOIIHiA OaHK?

14. Kakue moCTOSSHHBIE PEKBU3UTHI MOTYT ObITh HAHECEHBI Ha KaXK/IbIi BU OnaHKa?
15. Kakumu cnoco6amu MOTYT OTMEUaThCsl Ha OJIaHKaX MecTa JJIsl IEPEMEHHBIX
PEKBU3UTOB?

16. Yem oOmmmii 6;1aHK OTJIMYaeTCs OT OaHKa mucbMa?

18. Kakue TpeGoBaHuUs MPEABSIBISIOTCS MIPU U3TOTOBIICHUS OJlaHKa ¢ H300pakeHHEeM
I'ocynapcrBennoro repba P® unu rep6oB cyobekToB PO?

19. YUro HE0OX0AMMO MPEACTABUTH B THUIIOTPAQHIO Ui U3rOTOBIECHUS OaHKa?
Tema 4 Oprann3alluOHHO-pacoOpsAUTENbHAsA JOKyMeHTauusa. Oprann3aloOHHbIE JOKYMEHTBI
1. Kakue 1oKyMEHTbI OTHOCSTCSI K OpraHu3alluOHHBIM?

2. B yem 3axioyaercsi 0c0OEHHOCTh O(OPMIICHHSI 3aroJIoBKa K TEKCTY B OpraHM3allMOHHBIX

JNOKyMeHTax?

3. Korna oprann3anmoHHbIe JOKyMEHTHI IPUOOPETAIOT IOPUANYECKYIO CHITY?

4. Kak cTpoUTCs TEKCT B OpraHU3alMOHHBIX JOKYMEHTaX?

5. Kak nonro neicTByeT OpraHu3allMOHHBINA JOKYMEHT? MOXHO JId BHOCUTh U3MEHEHUS
B TEKCT OPraHU3al[MOHHOTO T0KyMEHTa?

6. Kakue cBeneHus JOHKHBI COAEPKATHCS B TEKCTE YUPEIUTEIbHBIX JOKYMEHTOB?

7. C KaKo# LIE€TbI0 CO3/1al0TCsl TUIIOBBIE U IPUMEPHBIE OPraHNU3allMOHHBIE JOKYMEHTHI?
8. KakoBa cTpyKTypa TEKCTa M0JI0KEHUS 00 OpraHu3anuu?

9. B ueM coCTOUT pa3Inuue TaKMX JOKYMEHTOB, KaKk IITATHOE PAcICaHUE U
CTPYKTypa U IITaTHasl YUCIEHHOCTb?

10. ITouemy nOMKHOCTHAS MHCTPYKILIMSI HE COCTABIISIETCS AJIs KATETOPUH CITYXKAIIUX
«pykoBoauTENN»? UTO NODKHO COAEPKATHCS B TEKCTE KaXA0I0 pa3zesa J0KHOCTHON
MUHCTPYKLMU?

11. Kakue Bl OpraHU3alMOHHO-PACIOPSIUTENBHBIX JOKYMEHTOB OTHOCATCS K
pacropsiANTENIbHBIM?

12. Ilouemy pacniopsiauTeNbHbIE JOKYMEHTBI OTHOCSTCS K IPABOBBIM aKTaM?

13. Korzia pacniopsiiuTeNIbHbIE JOKYMEHTBI BCTYAOT B CHILY?

14. Kak paznuuatotcs 1o cepe AeUCTBUS paclopsIuTeIbHbIE TOKYMEHTHI?

15. Yto ABNsETCS OCHOBAHUEM ISl U3AAHUS PACIOPSIIUTENBHOIO JOKYMEHTA?

16. Kak cTpouTcsi TEKCT pacopsAUTENIBHOTO TOKyMeHTa?

17. Kak oopmiiseTcsi OTMETKA O HATMYUH MPUII0KEHUS B PACHIOPSIIUTEIEHOM
JTOKyMeHTe?

18. Kakue opranbl IpUHUMAIOT [IOCTAHOBJIEHUE?

19. Yto o3HauvaeT nata B pacHoOpSAMTEIBLHOM JOKYMEHTE, IIPOCTaBisieMas B 3ar0JIOBOYHOMN

yact OnaHka?

20. B xaxoii (hopme U31AI0TCSI COBMECTHBIE PACHOPSIIUTENbHBIE JOKYMEHTHI?

21. Kakuie ObIBarOT BUJIBI PUKA30B?

22. Yem otnuuaetcs opopMIIeHHE TIPUKa3a Mo JIUYHOMY COCTaBy?

23. KTo umeer npaBo NOANUCH HA ITPUKa3ax?

24. Kakoil peKBU3UT UMEETCSI TOJIBKO Ha ABYX BHJIaX PaCHOPSAUTEIbHBIX JOKYMEHTOB
- YKa3aHUAX U pacoOpsKEHUSIX?

25. Ilo xakuM BOIpoCaM M3/AI0TCS PACTIOPSKEHUE U YKa3aHUe?

26. Kakue TOKYMEHTBI OTHOCSTCS K IPYIIIE CIPaBOYHO-MH(POPMAITUOHHBIX?

27. Ha kakux OGnankax o(OpMIISIIOTCS CIIPaBOYHO-UH(OPMAIIHOHHBIE TIOKYMEHTHI?

28. Kak cTpouTCs CTpYKTYpa TEKCTa CIIy>KeOHOTO muchbma?

29. KakoBbl npaBuiia 0(hOpMIICHUS TeJIeTPaMMBbl?

30. B uem ocobenHOCTh 0popMIIeHHs TeneOHOTPaMMBI?

31. Kakue ObIBatOT BUIBI TPOTOKOJIOB M YEM OHM OTIIMYAIOTCS JAPYT OT Apyra?

32. Kak odopmisieTcst BBOIHAS 4aCTh IPOTOKOJIA?

Paznen 2 Opranusanus paboThl ¢ JOKyMEHTaMHU
Tema 1 Opranu3zanusi JOKyMEHTO000pOTa
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1. Kak Ha3piBaeTcs ciyx0a, OCyIIeCTBIAIONAs JOKYMEHTAIIMOHHOE 00ecTiedeHne

yIpaBiEeHUs, B 3aBUCHUMOCTH OT NPUHAIIEKHOCTH K OIIPEIEIIEHHON IpYIIe OpraHu3anui?

6. UTo ycTaHaB/IMBAaET MHCTPYKLMS 1O JEIONPOU3BOJCTBY U KaKU€ pa3zeiibl TEKCTa

MOTYT OBITh BKJIIOYEHHI B Hee?

7. Kakue ¢yHKIMM B cayk0e OpraHu3alid BBINOJHAET KAaTETOPHUs  CIY)KaIlIHX
«CHEUATUCTBI»?

8. Ha kakue BubI 1eIOTPOU3BOICTBEHHBIX paboT pa3paboTaHbl HOPMbI BpEMEHU ?

9. Uro Takoe JOKYMEHTOOOOpPOT W Kak OCYIIECTBISETCS  MOACYET o0bema
JOKyMeHTooOopoTa?

10. Kakue moToku 10KyMEHTOB IPUHSATO PAa3IUYaTh B COCTaBE JOKYMEHTO0O0poTa?

11. Ha3oBuTE OCHOBHBIE 3TANBl JOKYMEHTO00O0pOTA.

12. Ha3oBuTE OCHOBHBIE IPUHIIMITBI OPTaHU3ALUHN JOKYMEHTOO0O0pOTA.

13. Kakue cymiecTByrOT opraHi3alMoOHHbIe (POPMBI JETOTPOU3BOCTBA U YUEM OHH

OTJIMYAIOTCSL IPYT OT Apyra?

Tema 2 Opranu3zanusi perucTpauy 10KyMEHTOB U KOHTPOJIb UCTIOJTHEHUS IOKYMEHTOB

1. KTo B opranuzanusix ocyuiecTBiseT IpueM U 0TpaObOTKy KOPPECTIOHACHIH?

2. Ilouemy LeHTpan3anys NpuemMa 1 OTIPaBKH - HEIPEMEHHOE YCIOBUE PaLllMOHAIBHOM

OpraHu3aluy JOKyMeHT000opoTa?

3. Kakue Bupl paOoT BBIMOJHSAIOTCS U KAKHE CPEICTBA OPTTEXHUKU PUMEHSIOTCS

pu 00paboTKe MOCTYHAIOIICH KOPPECTIOHACHIINN?

4. Yro mpencrapusieT co00i pekBU3UT 29 «OTMETKa 0 MOCTYIUICHUU JOKyMEHTa

B OpPraHU3alMIOo» U I'I€ OH MPOCTaBIIAETCS?

5. IloueMy He Bce KOHBEPTHI MOUIEKAT YHUUTOKEHUIO 0CIIE€ BCKPBITHS?

6. Kakum 06pazoM OCyIIEeCTBIAETCS TOCTaBKa KOPPECTIOHACHINH?

7. Kyna nomxeH nepenaBaTbesi JOKyMEHT, €CJIM B PEKBU3UTE 15 «AnpecaT» yKa3aHo

TOJIbKO HAUMEHOBAaHUE OpraHu3aLuu’?

8. UTo moJKHA cAenaTh SKCIEIUIIHS, €CJIM MPU BCKPBITUN KOHBEPTA 0OHAPYKHUIIOCH,

YTO TOKYMEHT MOCTYNUI 0€3 MpUI0KEeHNH ?

9. Kakas koppecioHJEHIIMS HE TIOJUIEKUT BCKPBITUIO?

10. Kaxoii mpo1eHT OT 0011er0 KOJIMYECTBA MOCTYMUBIIMX TOKYyMEHTOB OOBIYHO

IIOCTYIIA€T Ha PACCMOTPEHNUE PYKOBOAMUTENS?

11. Kakue onepaiuy oCyLIECTBIISIFOTCS IPU IPEIBAPUTEIBLHOM PACCMOTPEHUH JOKYMEHTOB?

12. Yro npeacTaBnseT co60il pe30IoIHs U TJe OHA MPOCTaBIISAETCS?

13. MOHO 11 IPOCTABIIATH PE30IIOLUIO HA OTACIBHOM JIMCTE?

14. Kyna nepenatorcsi JOKYMEHTBI [IOCIIE UX PACCMOTPEHHUA?

15. Kyna nepenarorcst oOpaleHus rpaxkJiad Mocie UX pacCMOTPEHHs pYKOBOJICTBOM

OpraHu3anuu?

16. KT0 siBIIIeTCSl OTBETCTBEHHBIM 3a UCIIOJIHEHUE, €CIIM B PE30JIIOIUU YKa3aHO

HECKOJIBKO UCIIOJIHUTENENH?

Tema 3 Opranu3zanus onepaTUBHOIO XpaHEHUS JOKYMEHTOB

1. YTo npoucXoauT ¢ TOKyMEHTaMH NI0CJI€ OKOHYaHUsSI UX UCTIOTHEHNA?

2. aiiTe onpeaeneHne NOHATHUS «aei0». Kak mpoucxomut ero opmupoBanue?

3. Yto npencrasisier coboit HomeHknarypa aen? Kak ona opopmsercs?

4. HazoBute BUbI HOMEHKJIATYPBI JEII.

5. Kakue Bupl Manok MCHOJb3YKOTCS PU OpraHU3alii ONepaTUBHOIO XpaHEHU S
JOKYMEHTOB?

6. Kak ¢popmupyercs HHIEKC Aenia IO HOMEHKIIAType e’

7. Kak nomkeH ObITh CHOPMYTUPOBAH 3ar0JIOBOK Jemna?

8. Ha ocHOBaHMM yero NpoMCXOAUT ONPEEIIEHUE CPOKOB XPaHEHHSI TIOKYMEHTOB?
9. YTo Ha3bIBAaETCSI HTOTOBOH 3aMMCHI0 B HOMEHKIIATYpE JIell U 110 Kakoi (hopme
OHa coCTaBJIseTCA?

Tema 4. Ilopsnok nepenaun JOKyMEHTOB B apXUB WM HA YHUUTOXKEHHUE

1. B Tedenmne Kakoro cpoka JOJDKHBI XPaHUTHCS IO MeCcTy (hOPMUPOBAHUS 3aKOHYCHHBIE
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JIeI0NPOU3BOACTBOM Jieia?

2. KakoBbl CpOKM XpaHEHUS A€, MOUIeKAIUX [Iepeade B apXUB OpraHu3aun?

3. Yto npeaycMarpuBaeT MojHOe o(opMIIEHHUE JieNia P MOATOTOBKE €ro K Iepeaade

Ha XpaHEHHE B apXUB OpraHU3aLuu?

4. B KaKkuX cIy4asx cOCTaBJICHHE BHYTPEHHEH OMUCH Jienia 00s13aTeIbHO ?

5. Yto 03HayaeT nepecucTeMaru3anys JOKYMEHTOB B JIeJI€ U IOUEMy OHa IPOBOIUTCS

TOJIBKO TP NMOATOTOBKE JI€JIa K IIepeiaue Ha XpaHeHHUe?

6. Kak HymepyroTcs nucTel nena?

7. Bcerna nu cocTaBiisieTcs 3aBepuTeNbHas HaAnuch Aena? YTo B Hee BXOAUT?

8. Kakum 00pa3zom MmoImmBarOTCs TOKyMEHTHI TIOCTOSIHHOTO CPOKa XpaHEHHUs B

TBepayto 00710KKy? Beerna nmu nena neperuieratorcs?

9. Kak 10oJKHBI XpaHUTHCS 0CO00 LIEHHbBIE TOKYMEHTHI?

10. C xakuMH eNIMU TPOU3BOIUTCS TOJTHOE 0(OpPMIIEHHE JIeJT TIPU MX MOATOTOBKE

K [Iepe/iaye Ha XpaHEHUE B apXUB OpraHu3alyu?

AHaJmn3 npo0JIeMHBIX CUTY AU

Jlns mpoBeieHUs aHanmu3a NPOOJIEMHONW CHUTyallMM HEOOXOIMMO TPEeXJEe BCEr0 YETKO
c(OpMyYIHPOBATH CYIIHOCTH POOIEMBI M OTIUCATh CUTYAIIUIO, B KOTOPO OHA UMEET MECTO.

ConeprxanreM aHanu3a MpoOIEeMHON CUTYalluu SBIISETCS:

1) ompeneneHue CyIIECTBOBaHMS MpOOJNEMBI, T.6. YCTaHOBJIEHHE, €CTh JH B
JeWCTBUTENLHOCTH Mpo0ieMa UITH OHA SBJISIETCS MHUMOM;

2) ompeneneHue HOBU3HBI IPOOIEMHOM CUTYalUu;

3) ycTaHOBJIEHUE IPUYMH BOSHUKHOBEHHS MTPOOJIEMHOI CUTYaIHH;

4) onpenenenue B3aMMOCBSI3U C IPYTUMH MPOOIEMaMH;

5) ompeneneHne CTENeHN OTHOTHI i JOCTOBEPHOCTH MH(POPMAIMU O TPOOIEMHOM CUTYaluH;

6) orpenesneHre BO3MOKHOCTH Pa3pelIMMOCTH MTPOOIEMBI.

KEHNC-3ananue 1: Kommanuss «M...» 3aHuMaeTcss pa3paboOTKaMH MHpPOTPaAaMMHOTO
oOecrieyeHus. 3apruiaTta MepcoHana HalpsMyIO 3aBHCUT OT KOJHMYECTBA BBINOJHEHHBIX 3aKa3oB. B
nocie/IHee BpeMsi B OpraHu3alMy HaOII0AaICs POCT 3aKa30B, U COTPYAHUKAM MPHUXOIUIOCH MHOTO
pabotate. Imutpuii B. — Bexymwmii pazpadotunk. Tak moxydymsiocs, 4To B caMblii pasrap paboThl OH
cJiomMall HOTy M Mecs1l ObUT Ha O0JIbBHUYHOM, HO padoTai ynaneHHo u3 goma. [loaToMmy pykoBouTENH
OIJIATWJI €My He OOJbHMYHBIN, a BBIMOJHEHHBIE MPOEKTHI (TO €CTh COTPYIHHK MOJIYYMI MOJTHYIO
3apmiiaTy co Bcemu 6oHycamu). Ho ynaneHHO He ObUIO BO3MOKHOCTH PELIUTh HEKOTOPBIE BOIPOCHI,
u JMuTpuii BeImen Ha pabOTy B BBIXOJHOHM MO CBOEH MHUIMATHBE, YTOOBI J0JeNaTh TO, YTO He
yCIIedl, HO 3a YTO yX€ MOJIydHJI OIUIaTy.

UYepes kakoe-TO BpeMsl pyKOBOAUTEIb NONPOCHIT JIMUTPHsI BEINTH B BBIXOJHOM J€Hb, TaK KaK
CPOYHO HYXHO OBLJIO 3aKOHUMUTH MpoekT. OH cormacwics. Ho cmycts Bpems [mwutpmii cran
TpeOoBaTh 1Ba OTryla 3a paboTy B BbIXOJHBIE. PyKOBOAMTENb OTKa3al, OOBICHSS, YTO €My MOJIOKEH
TOJIbKO OJuH. [Ipou3omien KOH(GIUKT, KOTOPBI NpPUBEN K TOMY, 4yTO JIMUTpHii Hamucas 3asBIeHUE
00 yBonbHeHMU. HavanpHUK 00paTmics 3a MOMOIIbI0 K aupekropy no nepconany KOmuu K., yTo6s1
OHa TIOMOTJIa €My YperyaupoBaTh KOHQIMKT U OOBSICHUTH JIMUTpHUIO, YTO €My JAEHCTBHTEIHHO
II0JIO’KEH OJIMH OTIYII.

3apganue. [lomorure HOmum K. HailTu BbIXON W3 cHoOXHBIIEHCs curyanuu. To ecTb
NPEUIOKUTE CBOE pEIIeHHE Keiica, OTBETMB Ha CJEyIoUIHMe BOmpochl: — B yem ommuOka
pykoBoauTelns U B ueM He npaB mutpuii? — Kak FOnuu oObsICHUTE COTPYIHUKY, YTO €My TOJIOXKEH
OJIUH OTTYIl, U HE JeMOTHUBHPOBATh NpH 3ToM? — Kak opranu3oBarb paboTy, 4TOOBI TAKUX CHUTyalUi
HE IIPOUCXOANIIO?

JlaHHBIM Keiic JOoJpKeH OBbITh pelleH C TO3WIUN  JTOKyMEHTAMOHHOTO OOecredeHus
yIpaBICHUS.

KEMC-3ananue 2: 3A0 «Cenena» nomydaer oT OAO «MepKypuii» peKIaMHyi0 6pOIIopy,
MPECTaBIISAIONIYIO 000TpeBaTeIbHbIE

npuOOpPHI, KOTOPBIE MOTJIM ObI HATH IPUMEHEHNE B TEIUTMYHOM XO3SHCTBE.

Ha coBemanum o UCnoab30BaHUIO 3TUX MPHOOPOB BBISICHUIIOCK, YTO ISl IPUHSTUS

OKOHYATEeJIBHOTO PELICHUs HeoOXOIuMBbl 0oJiee IMOJIHBIE JaHHBIE 10 BCEM TOBapaM JaHHOMN
IPYIIIbI, TAKXKE
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IIPEUCKYPAHT LIEH C YKa3aHUEM YCJIOBUM ITIOCTABKHU.

3amanne: CocTaBbTe HPOEKT CiIykeOHOTo muchMma B cekperapuar OAO «Mepkypuii» ¢
3arpocoM Oostee o gpoOHON HHPOPMALIMU O JAHHOM TOBape.

KEMC-3ananue 3: Tlo Bune Gyxranrepun cotpyaaukam 3AO «CeneHa» B TEKYIIEM MecSIIe
ObL1a 3a7eprkaHa BhITIaTa 3apaboTHOM maThl. [ naBHbIi Oyxrantep uHpopmupyer aupexropa 3A0 o
TOM, YTO 3aJIepKKa HAIMYHOCTU ObLIa CBsi3aHa C omo3aaHueM Ha cueT 3A0 NeHEKHBIX CPEICTB OT
pEeANPUATUI-TIAPTHEPOB.

3anmanue: B pomu Oyxrantepa 3anoiaHuTe GOpMYIsip CIyxKeOHOM 3arucKu.

KEMC-3ananue 4: Bamum paboTonateneM sABISETCS HHANBHAYATbHBIN TIPeTPUHEMATENb.
Be1 npopaboTanu 7 gHE.

[Tpu sToM paboTa aBnsercs s Bac ocHoBHoi (c1.66 TK PO).

3aganue:

1. O6s13aH 1 MHAMBHTYATbHBIHN MPeANPUHUMATEb BECTH Ha paOOTHUKA TPYAOBYIO KHUKKY B
JTaHHOM CUTyauuu?

2. Kto u3 paboroniaTeneii He UMeeT MPaBO BECTH HA pabOTHUKA TPYAOBbIE KHUKKHU?

[IpakTuyeckue 3axaHus

3aoanue 1.. Curyauus

3amecturens gupekropa OOO «Oranon» (3apeructpupoano B T.Ilerpo3aBojcke)
I1.1.AGpamoB 1 nmekaOpsi Tekymiero rojga u3faj yka3aHue O rpaduke OTIYCKOB Ha CIEIYIOIINN
KaJIEeHJAapHBIA TOJ, COIJIACHO KOTOPOMY PYKOBOAWUTEIN CTPYKTYPHBIX MOJPAa3AEICHUN JOJKHBI
IIPEJICTaBUTh B OTAENA KAaJIpOB CHUCKH COTPYAHHUKOB C YKa3aHHEM MPEANOJaraéMoro cpoka
OUEpEeHOr0 OTIYCKAa B CIEAYIOIIEM KajleHAapHoM roay. Cpok mpeiacTaBieHMsl crnuckoB — 10
nexalpst Tekymero roaa. Otaeny KaapoB yKa3aHHEM IPENUChIBAETCS COCTaBUTh CBOJHBIN rpaduk
otiryckoB pabotHukoB OOO Ha cieAyromuil KajleHIapHBIA TOJ U MepeaaTb e€ro B JAUPEKIHI0 Ha
yrBepkJeHre. OTBETCTBEHHBIM 3a COCTaBJIEHHE Tpaduka Ha3HAUYeH Ha4dalbHUK OTHENa KaJpoB
[TankpartoBa O.}O. Cpox npezncraienus rpaduka — 20 nexadps TEKyIIero roja.

VYkazanue OBbUIO 3aBH3MPOBAHO HAYAIBHUKOM OTJeNa KaJpoB, TJABHBIM OyXrajaTepoM,
IOPUCKOHCYJIBTOM.

3aoanue 2. Curyauus:

000 «Jlura» (Mocksa, 123465, yn. Mapoceiika, a.15, ten. 384-05-90, dakc: 384-05-90)
3arUIaHupoBalo MposeneHne Beepoccuiickoit poskaecTBeHCKoM spmapku oOyBu ¢ 10 HoAOps mo 31
nekadps Tekymiero roga. Omnako B cBs3u ¢ TeM, uto OOO «JIura» He pacmoiaraio J0CTaTOYHBIMH
IUIOIIASIMHA  JUIS TIPOBEACHUS sSpMapKu, McnomHuTenbHbIM nupekrtop obmectBa A.A.KoueTkos
BBIHY)KJeH OblT oOpatuthes K upexrtopy Bceepoccuiickoro BeictaBounoro nentpa T.K.TypoBy c
npocs00il 0 mpenocraBieHun ooduiectBy B apeHay 300-400 kB.M BBICTAaBOYHOW IUIOIIAAUA H
rapaHTUEH OIJIATHI.

3aoanue 3. Curyauus:

3A0 «Ilonmurpad» BBHIMOJHWIO 3aKa3 HA M3TOTOBIIEHHE peKIaMHBIX MaTepuanoB it OO0
«Crpoutensy. MHopMamus o BBHINOJHEHHWH 3akaza Oblja IepefaHa MOCPEICTBOM COCTaBJICHUS
tenedoHorpammsl, B koTopoii 3A0 «[lonurpady» Takke MPOCHIO OIUIATUTH BHICTABICHHBIM CUET B
cpok 10 20 nexabpst Tekymiero roja. TenedonorpamMma Oblsia MOANKCAHA 3aMECTHTEIEM JAUPEKTOPA
3.M.CoHuHBIM U NIEpEIaHa €T0 CEKPETAPEM.

3aoanue 4. Curyauus:

17 gHBaps TeKyllero roja B aApec 3aBOJa IO PEMOHTY 4YacOB M IOBEIMPHBIX H3JEIUH
npuObLIa TOCBIIKA C 3aBOAA-NOCTABIIMKA, IPU BCKPBITUU KOTOPOM OBLIO OOHApYKEHO OTCYTCTBHE
JBEHA/ALIATH KOPITyCOB JUIsl 4acoB Mapku «MousHus», YucauBIIMXCA 1Mo HakiagHod Ne 18 ot 24
OKTSIOpst mpexpinymiero roxaa. Jlnsg moaTBep)kAeHUS HaHHOTO (pakTa HAa OCHOBAHMHU TIpUKa3a
mupektopa 3aBoja Ne 12 or 18 sHBaps Tekymero roga Oblia co3JaHa KOMHUCCHS TIOA
npeJcenaTeabcTBOM HavyajdbHUKa oTAe’a cHaOkenus Kapnenko E.I1. u wieHOB KOMUCCHH MHXEHEpa
[TaBnoBa A.P. u 3aB.ckimamom Ne 1 Kynpsimosa P.B. Komuccueit Obi1 coctaBnen akt 21 sHBaps
TEKYILIET0 Toja, B KOTOPOM COJEPIKaJcs BBIBOJ O TOM, YTO 3aBOJAINOCTABIIUK JOJDKEH MOCTaBUTh
HEJOCTAIOLIEe KOJIMUYECTBO KOPIYCOB K 4YacaM. AKT BCTYNWI B JEMCTBHE C MOMEHTA YTBEPXKICHUS
(22 auBaps T1.1.) AupexTopoMm 3aBojaa b.M1.PomaHoBbIM.

3aoanue 5. Curyauus:

36


http://www.print-driver.ru/?demolabel-ru

Hupextop OO0 «Meura» IlomsikoB B.M. 10 okrsabpsi Tekyuiero rojpa u3gaql MpHUKa3 O
NPOBEJCHUN WHBEHTApHU3allMUd TOBAPHO-MAaTEpUAIbHBIX IIEHHOCTEH Ha ckiaze npennpusatus. OH
Ha3HAYWI KOMHUCCHMIO TOJ IpPEACENaTeIbCTBOM KOMMepYeckoro aupekropa 3ojorapesa E.U. . B
cOCTaB KOMHCCHM BOLUIM TiaBHbIN Oyxrantep Bomommna E.H. m Oyxranrep MBanoa B.C. . B
nprKase ObIJIO TMOPYYEHO TMPEICTaBUTh Ha YTBEPXKICHHE IOKYMEHTBI CKJIAJICKOro yuera (1o
COCTOSHMI0O Ha 1 OKTAOps) M OTUeTHl 00 OCTaTKax TOBapHO-MATepHABHBIX LEHHOCTEeH (10
coctosHnto Ha 10 okta0ps) k 15 okrsabpsa. Ilpoext mpukaza ObUT 3aBHU3HMPOBAH 3KOHOMHUCTOM
npeanpusatus Mutnnoit O.A.

3aoanue 6. Curyauus:

Anpecyiite mmchMO BO  BHemrHeskoHoMudeckoe oOwbeauHeHHME —«TexmammKcrmopTy,
I'enepanbublit nupekrop Tumodeer A.C. no anpecy : 1.23 yn.Cperenka, Mocksa, 123290

3aoanue 7 Curyauus:

Odopmure noanuch Ha JOKYMEHTE, €CJIM U3BECTHO, UTO €ro MOANKCcala KOMHCCHUS B COCTABE:

IIpencenarens — 'naBublil nuxxenep Kapnos B.C.

Unens! komuccun — Menekep otaena cobita ComoB A.M. u

Oxonomuct OT3 Kopones B.C.

3aoanue 8. Curyanus:

CocrtaBbTe JOKJIAIHYIO 3alMCKY O KOMaHAMPOBAHHH PaOOTHUKOB HA CUMIIO3UYM. OcCTaabHbIE
PEKBU3UTHI YKAKUTE CAMOCTOSITEIBHO.

3aoanue 9. Curyauus:

CocraBbre 3asBienue Ha ums aupexropa [10 «CnaBa» o npueme Ha padoty U.A. iBaHoBa Ha
JOJDKHOCTB Oyxranrepa. OcTajabHbIE JaHHBIE YKQXKUTE CaMOCTOSTENBHO.

Ilpoussoocmeennvie 3a0auu

1. Pa3paborats OGiaHk 001IeCTBa C OTpaHUYEHHOM O0TBETCTBEHHOCTHIO (61aHk OO0 «...»)

2. Pa3paborarh Gi1aHK OTKPBITOTO aKIIMOHEPHOTO obmiecTBa (0nank OAO «...»)

3. Pa3zpaboraTh O1aHK MHAWBUIYaILHOTO NpennpuHumarens (6mank MIT)

4. CocraBbTe MUCBMO-TIPOCHOY 3aKpbITOro akmuoHepHoro obmectBa «KPAC-mebenb» B
KOMHUTET BHEUIHEOKOHOMHUYECKUX CBS3€H aJMUHUCTpALMM OOJIACTH O BBIJACICHUM JMICH3UHM Ha
noctaBky B Kutaif 4000 T Meraya B CBSI3UM C 3aKIIOYEHHEM KOHTpakTa ¢ OOBEIMHEHHEM IO
MEXIyHapOJAHOMY COTPYJHUYECTBY Ha CTPOUTEIBCTBO JAEBATUITAXKHOTO 00mexxuTHs B KpacHomape.
CornacHO KOHTPAKTY OIUIaTa BBHIMOJHEHHBIX pa0dOT OyJdeT MPOU3BOIUTHCS POCCHUCKUMHU PYOSISIMU U
MaTepHalaMH.

5. CocTaBbTe JOKJIAIHYIO 3aMMCKY HaYaJbHUKA OTAea PYKOBOAUTEINIO MPEeANpUsiTus o (pakre
HEBBINIOJIHEHUS PACTIOPSDKEHUST O MOHTaXe OOOpYyHOBaHUS Ha YYacTKE IO TNPHUYMHE CI1aboro
KOHTPOJISI CO CTOPOHBI IJIABHOTO MEXaHHKA.

6. CocTaBUTh yCTaB OpraHu3aluy (MpeInpusThs) Jr000# OpraHu3alMOHHO-TIPABOBOI (POPMBI
1o Bamemy Bb160py. OGopMUTH Ha yCTaBe HEOOXOAUMBIE MOJIHCH U OTMETKH.

7. CoctaBuTh aBTOOMOTpaduIo

8. CocraBuTh 00pa3er] HOMEHKIIATYPHI Je7T OPTaHUu3aIIH.

7.4. OneHo4YHbIe CPeACTB A5 MPOBeICHUs NMPOMEKYTOYHON aTTecTaluu

[Tpomexyrounas arrectauus — Judd.3auer

7.4.1. IlpuMepHbIe BONIPOCHI /151 NPOBEACHUs POMEKYTOYHOM aTTecTanuu (g d.3ayer)

1. KakoB npeaMeT TOKyMEHTalMOHHOTO 00eCreueH sl YIpaBIeHus?

2. Kak cBf3aHO [OKyMEHTAllMOHHOE OOecleueHHe YIpaBJIeHUs C JIOKYMEHTOBEICHHUEM,
JeIONPOU3BOACTBOM,

apX1UBOBEACHUEM?

3. Kakyro pomp wurpaer AOKyMEHTallUOHHOE oOOeclieueHHe B YIPaBJICHUH COBPEMEHHBIMHU
OpraHu3anusIMu?

4. Kakue HOpMaTUBHO-IIPABOBBIE aKTHI PEryIUPYIOT JTOKyMEHTALMOHHOE 00eCTIeueHHEe yIpaBIeHus?
5. KakoBa npakTrueckasi 3HaUMMOCTh YU€OHOH JTUCIMITIIMHBI «I0KYMEHTAIIMOHHOE 00ecreueHne
yIpaBICHUSI»?

6. Kakoit 00beM 1 coaepkaHrie UMEIOT MOHATHS «MHPOPMAaLUI» U «TOKYMEHT»?

7. Kakyro pons urpaet uapopmarys B odecrieueHIH 3PGEKTUBHOTO yIPaBICHU?

8. KakoBbI HICTOUHUKH MOTy4EHHs! yIIpaBiIeHYecKord HHPpopManuu?
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9. KakoBbl HazHaueHHWE M (YHKIMH CIYXO JOKYMEHTAIIMOHHOTO OOECIeYeHHs YIpaBlICHUS B
COBPEMEHHBIX

opraHuzanusx?

10. Yro Takoe «cucremMa JOKYMEHTAUN» U «yHU(PUIIUPOBAHHAS CHCTEMA IOKYMEHTAITUI ?

11. Kakue BUIbI yIpaBIeHUYECKHX JOKYMEHTOB BKJIIOYAET B ceOs YHUPULIMPOBAaHHAS CUCTEMA
OpraHU3alMOHHO-PACHIOPAAUTEILHON TOKYMEHTAUNU?

12 IlonATHE: «PEKBU3UT» JOKYMEHTA.

13. YTo Takoe NOCTOSIHHBIE U IEPEMEHHBIE PEKBU3UTHI OPraHU3alMOHHO-PACIOPSAIUTEIBHOM
JTOKyMeHTanuu?

14. KakoB cocTaB MOCTOSIHHBIX M INEPEMEHHBIX PEKBH3UTOB OpPraHU3aL[MOHHO-PACIOPSAUTEIBLHON
JTOKyMeHTauuu?

15. Kakue pexkBU3UTHI UCHOJIB3YIOTCS B 3ar0JOBOYHON YAacCTH OpPraHU3alMOHHO-PACIOPSIAUTEIbHBIX
JOKYMEHTOB?

16. Kakue peKBU3UTHI UCIIONIB3YIOTCS B COJIEP/KATEIBHON YacTH OPAHU3ALMOHHO-PACTIOPSIANTEIBHBIX
JOKYMEHTOB?

17. Kakue peKBU3HUTHI UCTIONB3YIOTCS B O(OPMIISIONIEH YacTH OpraHU3alliOHHO-PACTIOPSUTEIbHBIX
JOKYMEHTOB?

18. KaxoBbI TpeOoBaHus K OPOPMIICHHIO TPUKA30B TI0 OCHOBHOM JesTEIHHOCTH?

19. Kak o(hopMUTH BBIMHUCKY U3 MpHKa3a?

20. Kak ohopmuTs pemienue?

21. Kak ohopmMuTh nocraHosiaeHue?

22. Yro coboii npencTaBiseT YcTaB OpraHu3aiuu?

23.KakoBbI OCHOBHbIE TPEOOBAHHUS K COCTABICHUIO U O(OPMIICHHIO Y CTaB OpraHu3aluu?

24. Kak opopmuts [losoxxenue o6 otaene uim ciay>x0e opraHusamn?

25. Kak ohopMuTh mratHoe pacnucanue?

26. Kakue TpeOoBaHus NPEABABISAIOTCS K 0(OPMIICHHIO TIOTOBOPA, KOHTpaKTa?

27. Yto Takoe MHCTPYKIIMS, KAKOBO €€ cojiep kanue u opopmieHue?

28. Kakue TpeOoBaHuUs MPEABABISAIOTCS K 0(OPMIICHHIO TPOTOKOIa?

29. Kak 0(hopMUTh JOKIAAHYIO, CIY)KEOHYIO M OOBSCHUTEIbHYIO 3aITHCKH?

30. KakoBbI coBpeMeHHbIe TpeOOBaHMUS K S3bIKY M CTHIIIO YIIPABIEHUYECKUX JOKYMEHTOB?

31. U3 kakux yacTe CKIaJbIBAETCS JOKYMEHTOOOOPOT OpraHu3aIiu?

32. KaxoBblI 3Tansl paboThl ¢ BXOISIMIUMHU TOKYMEHTaMU?

33. Kak crpoutcs pabota ¢ HCXOAAUTMMH JOKYMEHTaMH?

34. KaxoBa TexHOJOTHsI pabOThl ¢ BHYTPEHHHUMH JOKYMEHTaMU?

35. Kakwue 3amaun 10KyMEeHTO000pOTA pelIaeT perucTpanus J0KyMeHTOB?

36. Kakue ynpaBieHYecKre JOKYMEHTHI HE MOAJIEKAT PErUCTPALUH B CIIyK0aX JOKYMEHTAIlMOHHOTO
oOecrieyeHus yrpaBaeHus?

37. KakoB NOpsAI0K perucTpanyy yrnpaBieHUeCKOro JOKyMeHTa?

38. Kakue cymiecTBytoT BUJIbl KOHTPOJISL UCIIOJTHEHUS TOKYMEHTOB?

39. Kakume omepauud 1O KOHTPOJIIO HCHOJIHEHUS JOKYMEHTOB OCYHIECTBISIIOT — CIIYXKOBI
JOKYMEHTAI[HOHHOTO 00EeCTIeYeHUs yIPaBICHHS ?

40. Kak ocy1miecTBisieTCsl CUCTEMATHU3alMsl U XpaHEHUE TIOKYMEHTOB B OpraHu3aluu?

41. Yro Takoe 1eno, ¢ TOUKU 3peHUs TOKyMeHTOBeAeHUs? [IpuBennTe npumepsl Aei, XpaHsauuxcs B
OpraHu3aIum.

42. PackpoilTe cojaepxkaHuE€ TMOHATUS «HOMEHKIAaTypa neia». Kakoe [0KHOCTHOE JHUI0 B
OpraHM3alM OTBEYAET 32 COCTABJICHUE U BBEACHUE B JEMCTBHE HOMEHKIATYPHI €17

43. KakoBbl peKBU3UTHl HOMEHKIJIATYpBI €17

44. KakoBa cozieprkareibHasi 4aCTh HOMEHKJIATYpbl Aei?

45. Kakue npu3HaKy 3aBeIeHHs Jiefia UCIIOb3YI0TCs pU (hopMUpOBaHUU €7

46. KakoB OCHOBHO NpUHIMI (JOPMUPOBAHHS JOKYMEHTOB B Jea?

47. Kakue HOpMaTHBHbIE TpeOOBaHUSI HEOOXOJMMO COOIIOAaTh P (OPMUPOBAHUU J1€T?

48. Yro Takoe sSKCIEepTH3a LEHHOCTH JOKYMEHTOB, M KaKHE JOJDKHOCTHBIE JIMIIA B OpraHU3alUH
3aHMMAIOTCSl €€ IIPOBEICHUEM?

49. Kakrie HOpMAaTUBHBIE AKTHI PETYIMPYIOT IPOBEICHHUE SKCIIEPTU3BI LIEHHOCTU JJOKYMEHTOB B
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OpraHu3anuu?
50. Yo sBRsieTcs pe3ysbTaTOM MPOBEACHUS SKCIIEPTU3BI IEHHOCTH JOKYMEHTOB OpraHu3aluu?
51. Kak ocymecTBisieTcsi HOAroTOBKA J€J1 K apXMBHOMY XPaHEHHMIO B COBPEMEHHBIX OpraHn3alusax?
52. Kakue JOKyMEHTHI BXOJST B COCTaB IOKYMEHTAIMU 0 Kaapam?
53. Yto Takoe TpyJOBOW KOHTPAKT?
54. KakoBbl OCHOBHBIE U IOTIOJTHUTEJIbHBIE YCIOBUSI TPYIOBOTO KOHTpaKTa?
55. Ha xakoif cpok MOXET OBITh 3aKJII0OYEH TPYAOBOM KOHTPAKT?
56. Yrto takoe nuuHas kapTouka Gopmsl T-27 Kakas undopmarus Gpuxkcupyercs B Heil?
57. KakoBbl IIpaBuJia 3al0IHEHUS U XPAaHEHMSI JINYHBIX KApTOUEK?
58. Kakwue neiictBust GUKCHPYIOTCS B IPUKa3ax Mo Kaapam?
59. KakoBbI CpOKHM XpaHEHUS NIPUKA30B?
60. Uto Takoe nuyHoe aeno? Kakue TOKyMEHThI BXOJAT B €0 COCTaB?
61. KakoB nopsaok (opMHUpPOBAaHUS M XPAaHEHUS TMYHBIX J€71?
62. KakoBbl NpaBua 3al0IHEHHS TUTYJIBHOTO JINCTA TPYJOBOW KHUXKKH?
63. Kakue cBefieHust 0 pabOTHUKE (PUKCUPYIOTCS B €0 TPYIOBOW KHIDKKeE?
64. Kak xpaHATCS TpyZOBbIE KHW)KKH, U BEJETCS UX Y4eT?
65. Kakas oOprrexHuka HCIHOJIb3YETCSl I COCTaBIEHHsS JOKYMEHTOB B  COBPEMEHHOM
JENONPOU3BOICTBE?
66. Kakass oprrexHuka HCHOJNb3yeTCs Ul IIOMCKA, XpaHEHWsT M Iepefadd JOKYMEHTOB B
COBPEMEHHOM
JENONPOU3BOICTBE?
67. KakoBbI BOBMOKHOCTH KOMITBIOTEPHBIX TEXHOJIOTUH B TIOKYMEHTALIMOHHOM 00ecrieueHIH
yIpaBJICHUs?
68. KakoBbI BO3BMOKHOCTHU CPEACTB TEIEKOMMYHUKALIMHU B IOKYMEHTALIMOHHOM 00eCreueHIH
yIpaBJICHUs?
69. B kakux cny4asx NOpPUMEHSIOTCS CTaHAApTHbIE O(QUCHBIE NPOrpaMMbl B OpraHU3aIMU
JEJONPOU3BOICTBA?

7.4.2. IlpumepHbIe 3a1a4M 1JIsl IPOBEACHUS] IPOMEKYTOYHOM aTTecTallu
1. Odopmurp npuka3 10 OCHOBHOW JEATEILHOCTH CO BCEMH peKBU3UTaMH SpocraBckuii
roCyJapCTBEHHBIN yHHBepcuTeT. [IpuKka3 o HaydHO-HUCCIIE0BATENbCKOM paboTe Ha JIETHUH MEePHOJ.
B cootBercTBMM C mIaHOM Hay4HO-HccienoBarenbckoil paborel Ha 2009/2010 yueOHbIl TOA
npukaspiBato: 1. HampaBuTh B mepuojl JETHUX KaHUKYJ HAYYHYIO SKCIEAMLINIO AJI U3YUEHUS sA3bIKA
u ¢ounpkiaopa HaponoB Cesepa. 2. 3aBenyrourylo Kadenpoil pycCKOro si3blka W JUTEpaTyphl,
KaHaugaTa (QUIOJOTHYecKuX Hayk, foueHta CkBopuoBy A.A. Ha3HAUUTh PYKOBOJIUTENEM
skcneauuuu. 3. PykoBoaurento skcneauuuu CkBoproBod A.A. NpeACTaBUTh pPa3BEPHYTHIN IUIaH
paboThl 3KcreAMIMU Ha 3aceganue YueHoro coeta 18.05.2010. 4. KonTponb 3a MCHOJIHEHHEM
IIpYKa3a BO3JOXUTh Ha cekperaps YueHoro coBera Kosasnenko @.I1. Pexrop yHuBepcurera
[1.B.I'openos
2. OdopmuTth pacnopsixeHue co Bcemu pekBuszutamu Otaenenue «MHTypuct». Pacnopspkenue o
BBIMIOJTHEHUN MEPOTPHUATUN 10 TOArOTOBKE Jareps B mocenke [neboBckoe. SpocmaBnb. Jlis
OpraHm3ai paboT MO TOATrOTOBKE Jareps B mocenke [neboBckoe W B IEsIX 00ecredeHHs
BbInotHeHus: Pacnopspkenust ['maBunTypucta ot 26.03.2010 Ne 17 o6s3piBato: 1. JIupextopos
roctunul; CrporanoBy W.II., I'aBpunoBy A.M.: 1.1. OTkomanaupoBaTh B Jjarepb Ha IEPUOA C
18.05.2010 mo 10.06.2010 paboumx CTPOUTENBHBIX CIEHUAIBHOCTEH IS BBINOJHEHHS paboT ¢
ormiatoil mo cpeaHemy. 1.2. CoctaButh miaH peMOHTHbIX paboT mo 20.04.2010. 1.3. OGecneuntsb
paboTaronmx HEOOXOAMMBIM O0OpYAOBAaHHEM M HHCTpYMEHTOM. 2. KOHTpOJb 3a HCHOJHEHUEM
pacropsKeHUs. BO3JIOKHTH Ha IJIaBHOTO uHXKeHepa barypuna B.I. I'eHepanbHBI IUpEKTOp
B.C.l1BaHoB
3. OdopMuTs AOKIATHYI 3aNMCKY CO BCEMU peKBHU3UTaMU MexaHuueckuil 3aBoi. JlokiagHas
3alMCKa O HECOOJIOJCHWM TEXHUKH O0e30IacHOCTM Ha cTpoilydacTke. CTpOUTENbHO-MOHTAXHOE
ynpasnenue Ne 1. I'maBHoMy nnxenepy UrnatbeBy C.®. 3aBoJ HEOJHOKpPATHO cTaBWiI nepe] Bamu
BOIPOC O COOTIOIEHNH TEXHUKN 0€30MaCHOCTH Ha CTPOyJacTKe.
Opnnako 10 cux mop: 1. OTCYTCTBYIOT OTpaKICHUS B MECTaX MPOU3BOJICTBA CTPOUTEIBHBIX PaboT. 2.
He orpaxnmarorcss mecrta CBapO4yHBIX pabOT, Tleé MOTYT MajgaTh HpeaMeThl ¢ BBICOTHL 3. Ilpm
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MIPOU3BOJICTBE pabOT B palloOHE MEXaHOCOOPOYHOTO IeXa BEAETCs OCTOHMPOBAHUE KOJOHH, XOTS
OrpakJIeHHUEe KOTJIOBaHAa He chenaHo. IIpomy cpouHo npuHATH Mepbl. MHkeHep mo TexHuke
6e3zonacHoctu B.C.Mnbun
4. OdopMHUTH CHPaBKYy CO BCEMH PEKBU3UTaMU PeMOHTHO-cTpouTenbHOe ympasieHue Ne 21.
CrpaBka 0 XOJi¢ KamUTAJIBHOTO PEMOHTa >XKMIBIX JI0oMOB o miuaHy | ksaprama 2010 ropa.
HavaneHuky VYmnpasnenus kanurainbHoro pemonra IlpaButensctBa fpocnasns CamoiinoBy C.U.
BBon B skcrutyaranmio kuioi miuomaau no miany I xBaprama 2010 roga cocrasisier 5324 M2 .
CMoHTHpOBaHO kuiIoi 1uiomany 4066 M2 , MOANEKNUT NEMOHTAaXKY U MOHTaxy 1574 m2 . Ilepenano
noJ otaenounsie padotsl 2551 M2 . [lepenano moa CaHTEXHUUECKUE U AIIEKTPOTEXHUUECKUE PaOOTHI
4066 M2 . B CMOHTUPOBaHHBIX IIOMEIICHUSAX MOAJEXKAT BBINOJIHEHHUIO BHYTPEHHHE
CTOJISIPHOOTENOUHbIe paboTel oObeMoM 1500 M2 . HeynoBnerBoputensHo Beayres padotsr CY-11
Tpecta Ne 3 mo neHTpaibHOMY OTOIUIEHMIO, BOJONIPOBOAY M KaHanmu3anmuu B goMe N 55 mo
npocnekty Mamunoctpoureneil. HaganpHuK peMOHTHO-CTpouTenbHOTO ynpasienus B.I'.Kapmos.
5. Odopmuth cnpaBky co Bcemu pekBusuTamu IIpubGopoctpourtenshsiii 3aBox (yin./mutpuena,
1.25, Apocnasnb, 193198, Ten1.298 87 34). CnpaBka B HaJOrOBYIO MHCIIEKIIMIO 3aBOJIKCKOTO paiioHa
SlpocnaBna. Epemun Bacunuit MuxaiinoBud paboTaeT Ha 3aBOJie ciecapeM MeXaHOCOOPOYHOTO
nexa. Cpenemecsiunas 3apabotHas miata 9700 pyoneit. Jupekrop 3aBoga M.M.Kapros. 'maBHbIii
oyxranrep A.A.AGpamoBa.
6. OdopmMurs, aKT CcO BceMH pekBuzuTaMu 63 I1aBHOE yOpaBlIEHHWE MPOMBINUIEHHOCTH
CTPOMTENBHBIX  MaTepualioB.  AKT  yCTAaHOBIEHHMs  (DaKTHUECKOM  MPOHM3BOIUTEIHHOCTH
TE€XHOJOTMYECKOW JMHUU. T.SpocnaBiab. OcCHOBaHME: IPUKAa3 MUHUCTPA IPOMBILIIEHHOCTH
cTpouTenbHbIX MatepuanoB oT 10.09.2009 Ne 108. Ilpencenatenb — ri1aBHbIM TEXHOJIOT YIPABJICHUS
[Terpor .M. UneHsl koMHCCHU — pyKOBOAUTENb j1abopatopun Maxkapos C.W., crapmmii nHXeHep
nabopatopuu CumakoB FO.B. IIpucyrcrBoBain riaBubiii nHxeHep 3asoaa Ne 1 Pagun MLIT. B nepuoa
c 10.10.2009 mo 12.10.2009 xommccusi mpoBena pabOTy MO YCTAaHOBJICHHIO (HaKTHUECKOU
IIPOU3BOJUTEIBHOCTH TEXHOJOTUYECKOW JIMHUU 10 H3TOTOBJIEHUIO aCOECTOLIEMEHTHBIX JIUCTOB Ha
3aBojie Ne 1. JIuHus npuHATa B SKCIUTyaTaluio B 1ekadpe 1998 r. co cpeaneit mporu3BOUTEIHHOCTHIO
250 nucroB/yac. 3a mpoluesuee BpeMs MPOU3BOAUTENFHOCTD JIMHUHM 3HAYUTENBHO Bo3pocia. s
YTOYHEHMsI TPOU3BOJIUTENBHOCTH JIMHUM M KadecTBa MPOAYKIMM KOMMCCHS paccMOTpena
MaTepHalibl: CBEACHUS O paboTe JIMHUU 3a BeCh MEpUoJ; (HU3MKO-MEXaHHMYECKHe IMokaszarenu. B
pe3yiapTaTe KOMHUCCHUS OINpEeiuia 4YacoBYIHO NPOU3BOAUTENbHOCTh JUHMM B 400 smcToB, 4TO
COOTBETCTBYET T00BOM MoImHOCTH 300 MiH.MCTOB B roa. CocTaBieH B Tpex dK3eMmIuiipax: 1-il —
I'maBacOecry; 2-it — HUWnpoekrac6ecty; 3-if — 3aBogy N 1. YTBepkaaeT 3aMecTUTEIh MUHHCTPA
A.B.Ceprees.
7. OdopmMuts NmpHKa3 O npueMe Ha pabOTy CO BCEMH PEKBU3UTAMH AKIHMOHEPHOE OOIECTBO
3akpeiToro Tuna "llpuboit". SpocmaBne. Ilpuxa3. Hasnaunts AmnnpeeBa Cepres IlerpoBuua
HavanbHUKOM Jaboparopur N 3 ¢ 03.02.2010 ¢ OKJIQAOM COTJACHO LITATHOMY DPACIUCAHUIO.
OcnoBanue: 3asBinenue AunapeeBa C.II. ot 01.02.2010 c¢ Bu3zaMH HayalbHUKA OTAENIa KaJpOB U
rinaBHoro Oyxrantepa. {upekrop AO3T M.O.IlaBnos
8. OdopmuTth npuka3 o0 yBOJIEHEHUU CO BCEMHU PEKBU3UTAMHU AKIITMOHEPHOE OOMIECTBO 3aKPHITOTO
tuna "[Ipuboit". SApocnasns. [lpukas. YBonmute ['opoxoBa Cranucnasa [leTrpoBuya, nHxeHepa 1exa
Ne 2, ¢ 15.02.2010 mo cobGcTBeHHOMY >kenmaHWiO0 B coorBercTBuU 1.3 ¢1.77 TK P®. OcHoBanue:
3asBienue ['opoxosa C.II. ot 01.02.2010. Aupexrop AO3T M.O.I1aBnoB. Busbl HauansHMKa 1exa N
2 CemenoBa B.WM., nauvanbHumka otnena kajgpoB Hwuxomaesa K.C., rmaBHoro Oyxranrtepa
Huxudoposoii B.JI.
9. Odopmurs TesedoHorpamMmy co BceMH pekBusuTamu Munnpomcrpoit P®. Ilepeman —
cekperapp Cepreesa, ten.147 83 35. SpocnaBiabecrpoit N 8. Ilpunsan — cexperaps Mypaiiosa,
ten.375 92 48. Bpemsa nepemaum: 11 gac. 30 mun. 27 ¢espans 2010 roga B 10.00 cocroutcs
Komneruss MunucrepctBa. SIBka HayaabHHUKA SIpOCIaBIbCTPOs 00s3aTeNbHA. 3aBEAYIOIIUI OOUTIM
otaenom B.K.BopoHos.

8. JONIOJIHUTEJIBHOE OBECIIEYEHHME JIUCHUIIVINHBI — He npexycMOTpeHO

9.0BYYEHME CTYJAEHTOB-UHBAJINAOB U CTYJEHTOB C OI'PAHUYEHBIMH
BO3MOXKHOCTAMHA 3/10POBbA
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[Topsimok oOyueHHs] MHBAJIUAOB U CTYACHTOB C OIPaHUYEHHBIMU BO3MOXXHOCTSIMH ONpEesIeH
«[Tonoxxennem KyOI'Y 00 oOyueHMH CTYIEHTOB-MHBAJIHMJIOB W CTYJCHTOB C OTPAaHUYECHHBIMHU
BO3MOKHOCTSIMU 310POBBSI.
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