1920

MUWHUCTEPCTBO HAYKHU 1 BBICHIEI'O OBPA3OBAHU A
POCCHICKOW ®EJEPALINN
denepallbHOE TOCYAAPCTBEHHOE OI0KETHOE 00pa30BaTEIbHOE YUPEIKICHUE BHICIIETO
o0pa3oBaHUs
«Ky0baHCcKkuii TOCY1apCTBEHHBIN YHUBEPCUTET

HNHCTUTYT cpeaHero npogeccHoHaIbHOro 00pa3oBaHus

'\\Q‘.:f;'_t
«26»

- R st . /
Mas 2024,

Pabouasi nporpamMma JUCHUILIHHBI

OI1.05 lokyMeHTaMOHHOE O0ecneyeHue yIpaBJIeHUs

21.02.05 3eMenbHO-UMYIIECTBEHHBIE OTHOLICHUS

Kpacnonap 2021



Pabouas mnporpamma guctumuimHbl  OILL0OS  JlokymeHTanmoHHoe oOecredueHue
yIpaBJIEHUS pazpaborana Ha ocHoBe DeneparbHOr0 roOCYAapPCTBEHHOIO
oOpazoBarenbHoro  cranjgapra (®I'OC) 1o  cHeUUaTbHOCTH  CPEIAHEro
npodeccuonansHoro ob6pazoBanusi (CIIO) 21.02.05 3eMenbHO-UMYIIECTBEHHbBIE
OTHOUIEHUS, YTBEPKJIEHHOTO npukazoM Munoopuayku PO ot 12.05.2014 Ne 486 «O6
YTBEPKJICHUU (eaepalibHOrO0 TOCYAapCTBEHHOIO 00pa30BaTEeIbHOIO  CTaHIapTa
cpenHero npodeccruoHaabHOTO 00pazoBanus Mo cnermanbHocT 21.02.05 3emensHO-

MMYIIECTBEHHBIE OTHOIIECHH» (3apeructprupoBano B Munrocte Poccun 27.06.2014 Neo
32885)

OI1.05 TokymeHTalMOHHOE 00€CTIEUEHUE YIIPABICHUS

dopma oOydeHus oYHas

2 Kypc 3 cemecTp

Bcero 73 gaca, B ToM uncie

JIEKIIU 32 4ac.;

MPAKTUUYECKUE 3aHITUSA 16 yac.;

CaMOCTOSTCIBbHBIC 3aHITHS 20 gac.;

KOHCYJIbTallUH 5 yac.;

(opMa UTOrOBOT'O KOHTPOJIS T PepeHInPOBaHHBIN 3a4eT
CocTaBuTenb: NPENoO1aBaTEellb A.M. JleBuenko

YTBepkaeHa HA  3aceaHMM  NPEIMETHO-IUKIOBOM  KOMHUCCHHM  Teorpadum,
CHEeIUaIbHBIX  TeorpaduyecKux  AWCIUIUIMH, CEPBUCHBIX  CICIHAIBHOCTEH,
TICUXOJIOTHH U YIIPABJICHHSI IIEPCOHATIOM

npotokoa Ne 10 ot «25» mas 2021 r.

[Ipencenarens npeaAMETHO-LIMKIOBOW KOMUCCUA H.O. I'acnapsin
«25» mas 2021 1.

Penenzentnr:

Kano. skonom. nayx,
doyenm kagedpwvl obuezo,
cmpame2uiecko2o

M.A.Mupownuuenko
UHDOPMAYUOHHO20 MEHeOHCMEHMA
u busznec-npoyeccos
DI'FOYBO «Kyol'V»
3aseoyrowuii PL] I'BIIOY KK KIIK A.B. Cmebnosckas




COJAEP)KAHUE

1. ITIACIIOPT PABOYEM ITPOI'PAMMBI YUEBHOM JIACLIATIIAHDBL..........cvocvvereeiereieenae, 4
1.1 O61aCTh MPUMEHECHUS TIPOTPAMMDBL. ... ..vveeutveesstreessteessssessssseesssseesssseessssesssssesssssesssssesssssesssnessssseesnes 4
1.2. MecTto y4eOHOU TUCIUIUIMHBI B CTPYKTYpE MPOTPaMMBbI IMOATOTOBKH CIEIUAIHCTOB CPEIHETO
32153 2t TP PRI 4

1.3. Lenu u 3anaun yuyeOHOM JUCUUIUIMHBL — TPEOOBAHUS K PE3yJIbTaTaM OCBOCHUS TUCIMILINHEIL: . 4
1.4. TlepeueHb IUTAHUPYEMBIX PE3yJBTATOB OOYYEHHUS MO AMCUUIUIMHE (TIepeueHb (HOPMHUPYEMBIX

OV 11 (S NS £ 1101707 ) F PP UPPOUPRPPPPRS 5
2. CTPYKTYPA U COJEP)KAHUE YUEBHOM JIUCLIMITJIHBL ..o, 9
2.1. O6beM yueOHOW TUCIUIUIMHBI M BUIBI YICOHOM PAOOTBL...ccivviiiiiieiiieesiiissiieessireesssneessineesineens 9
2.2, CTPYKTYPA AHCIIUIIIIHBL ...veuveeiriastiesereasseesssaasseessseassesssnsasseessseasesssnsesnesssneenbesasneenneesnneesneeannee e 9
2.3. TeMaTUYECKUM TIJIaH U COJCPIKAHUE YUCOHOM TACTIHIITHHBL. ...eeivvveessreessiresssresssiresssseeesssnessssneens 9
2.4. CoaepiKaHUE PA3JICIIOB IACIIHTIITHIHBI ......uvvvveessstsreeesassseeesssstssesssssseessasssesessssssssessnssseesssnssneessnnnes 10
2.4.1. 3aHATHS JIEKIIOHHOTO THIIA ....ceevevrrerunsssssessssssssssssssesssssssssssssssessssssssssnsseeesssesssimnnreeeserersnn 10
2.4.2. JTa0OPATOPHDBIC BAHITHIS «.e.uvvveissreessseresstesesssessssssessssesssssesssssesssssesssssesssssesssssesssssessnssessnssessnes 13
2.4.3. IlpakTudeckue 3aHATUS (CEMUHAPCKOTO THTIA) ...c.vverreerresseerseassesseesseessesseesseessesssesseesseseesses 13
2.4.4. ConepaHUe CAMOCTOSITCIIBHOM PAOOTBI ..e.uvvveevireeiirreesireesssreesssreessssesssssessnssessssnssssssessssesens 13
2.4.5. [Ilepeyernb y4eOHO-METOAMYECKOTO OOECHEUYEHHUsS I CaMOCTOSATEIbHON  PpaboTh
OOYYAFOIITUXCSI TTO JIACIIHTIITHTHE ... ..vtvveessveanteessseasseessseassessssesssesssseassesassesssessssssnsesssnssnsessssssnsessseeesesns 18
3. OBPA3BOBATEJIBHBIE TEXHOJIOT U .......ccoiiiiiiiiieiee e 18
3.1. O6pazoBaTebHbIC TEXHOJIOTHH MPU MTPOBEACHUM JICKITHM . .. \vveteeeeeenieaneennneennennn. 18
3.2. OGpa3zoBarenbHbIe TEXHOJIOTHH P MPOBEICHNUN MPAKTHUECKUX 3aAHATHH . ......eonvnnt.n. 19
4. YCJIOBUA PEAJIM3ZALIU TTPOT'PAMMBI IUCHUTIJIMHDBL. ..o 19
4.1. MarepuanpHo-TexHUYeckass 0a3a, HeoOXoAMMas [JIsl OCYIIECTBIEHHS 00pa3oBaTeNbHOTO
TIPOLIECCA TTO JIUACIIHTIIIIIHE ... uvvteutetesutetessseeessseeeasbeeessbe e e asbe e e s e e e s e e e bbb e e kbt e e be e e e abe e e e e e e ne e e e b e e ennes 19
4.2. IlepeueHb HEOOXOIUMOTO MPOTPAMMHOIO OOECTICUCHMST «....vvvverereenreeenreesneessreesnneeneesneesneesnneas 19
5. TIEPEUEHb OCHOBHOW ¥ JIOTIOJHWTEJIbHOM VYYEBHOW JIMTEPATYPHI,
HEOBXOJUMOM JUIS1 OCBOEHUS JACIIATITIAHBL ... 20
5.1. OCHOBHAS JIUTEPATYPA ..cveiiurieieiasriesiessriesiesateesbassbe s shss bbb s b s ba e sb e s s a e e b e saa e sb e e b e e be s sn e 20
5.2. JIOTIOTHUTEIBHAS TATEPATYPA «..vvenreenreasreessneasseessreassesssseasseessseassesasneessessnneessessnneessessseessessneenes 20
IR T B (57017 (001178 (510 87 (R 7 e 31 12 1 £ (O TP U RO U PO UPRPPP 20
5.4. Ilepeuenp pecypcoB HH(MOPMALMOHHO-TEIEKOMMYHUKAIIMOHHOW ceTn  «HTepHeT»,
HEOOXOIUMBIX TSI OCBOECHUS THCIIAIIIIIHBL «...oeevevevssssnsseessssessssssssesssssesssssanssssessesssssnssesessseesrsnnnns 20
6. METOAUYECKHUE VKA3AHUA JJIA OBYYUAIOIIUXCA TII0 OCBOEHUIO
JIACHUIITIHDBL. ..o e 21
7. OUEHOYHBIE CPEJICTBA JJJIA KOHTPOJIS YCIIEBAEMOCTM!.......cociiiiiiiieiecee, 24
7.1. ITacmopT POH/IA OLIEHOTHBIX CPEIICTB. ...t utenteeneeneenneeneenaeaneententeaneeeenteeneeneenneenenns 24
7.2. Atrectamus 0OO0y4aromIMXCs HA COOTBETCTBHE WX TICPCOHAIBHBIX JOCTH)KCHHU MO3TAITHBIM
TPEOOBAHIIM. .......veiutieutiiteete ettt e bt ess e abe bbb e bt s e b e e b e e b e e ke e b e e st e b e e bt e e e b e e bt e bt e e b e et e ebe e b e e nne s 25
7.3. OnieHOYHBIE CPENICTB JIJISt TPOBEACHUS IS TEKYIIEH ATTECTAIIMH «...vvevvveeenieeeenireesnieeesineesneneens 29
7.4. OLIEHOYHBIE CPEACTB ISl IPOBEAECHUS TPOMEKYTOUHOM ATTECTALMH ..o siree e 33
7.4.1. IlpuMepHbI€ BOMPOCHI ISl TPOBEACHUS TPOMEKYTOUHON ATTECTALIUM «..vvvveeenvrveeessnvenneanns 33
7.4.2. [lpumMepHbIe 33129 ISl TIPOBECHUS TPOMEKYTOTHON ATTECTAIA . .. ...veeveneenenns.. 35
8.OBYUEHUE CTYAEHTOB-UHBAJIMJIOB U CTYAEHTOB C OI'PAHUYEHbBIMU
BO3MOXHOCTAMUM 3IOPOBDBS. ... 37
9. AOTIOJIHUTEJIbHOE OBECIIEUEHUE JUCHUITIIHBL. ........ccceiiiiiiiiieie e 37



1. TACHOPT PABOYEW TNPOIPAMMBI YUEBHOM JIUCHUIIJIMHBI OIL05

«JlokyMeHTauMOHHOEe 0O0ecneuyeHue YpaBaeHus»

1.1. O6saacTh NpUMEHeHHsI TPOTPAMMBI

Pabouas nporpamma ydeOHOW mucuumauabl OIL0S5S «JlokymeHTannoHHOE obecneueHue
yIOpaBIEHUS» SIBISIETCS YAcThIO IPOTrpaMMbl MOJITOTOBKU CIELUAIMCTOB CpEIHEro 3BeHa B
cootBeTcTBUM ¢ ®I'OC CIIO no cneunansHoctu 21.02.05 3emMenbHO-UMYIIECTBEHHbBIE OTHOILIECHUS B
4acTU OCBOCHHUS o0OuenpodeccnoHanbHO  OTUCHUIUIMHBL  «/loKyMeHTalmoHHOe o0ecnedeHne
yIpaBICHUSI» W MpeIHA3HAYeHA JJI1 OCBOCHHS 00ydJaromuMucs coorBercTByronmx obmmx (OK) u
npodeccuonanbHbIX (I1K) KommeTeHnii:

OK1-0OK9,IIK 1.1 -TIK 4.6.

1.2. MecT0 y4e0HOIl TMCUUIJIMHBI B CTPYKTYpe NPOrpaMMbl OATOTOBKH CIIENMATUCTOB
Cpe/lHero 3BeHa:

Huctunmuaa BxomuT B IIpodeccmonanpHblii  yueOHBIM muKa ydeOHoro miaHa, OII
Oo6menpoheccnoHaNTbHBIC JUCIUTLIAHBL.

Hucnummuaa  OI1.05  «/lokymeHTanimoHHoe oOecrieueHrue YIpaBlICHUS» OMHUpPAETCS Ha
MPEANIECTBYIOMNE TUCHUIUTUHBL. «DKOHOMHKA OpraHu3aiuu» U (HOPMHUPYET KOMIETEHIIUU IS
ocBOeHUs nocneayommx qucuumini: «IIpaBoBoe obecrnieueHne npodeccHoHanbHON ASSITENEHOCTUY,
«OCHOBBI MEHEDKMEHTA U MAapKETUHTa», « IKOHOMUYECKUI aHAIIU3Y.

1.3. Henu u 3agaum y4eOHOW JMCHUILIMHBI — TPeOOBAHUSl K pe3y/JbTaTaM OCBOCHMA
AUCHUILINHBI:

Ilenp - w3ydeHue BUAOB O(UIMATHHBIX JOKYMEHTOB M TPEOOBAaHWN K MX COCTABICHUIO U
0(pOpMIICHHIO.

OCHOBHBIMU 3aJlauaMU JAUCIUIUIMHBI SIBISIOTCS OCBOCHHE MPaBWJI OpraHu3aiu padboThl ¢
JOKYMEHTaMU; TOpsAIKa OpraHu3aui padoT Mo AeTONpOr3BOACTBEHHOMY 00CITYKUBAaHUIO; TIPUEMOB
COBPEMEHHOTI0 JIEI0IPOU3BO/ICTBA.

B pe3ynbrate u3yueHus o0s3aTeIbHON YacT y4eOHOro HUKIIA 00yUYarOIHICs TOKEH:

3HATh:

- 00 OCHOBHBIX MOJIOKEHUSX IO JOKYMEHTUPOBAHUIO YIIPABICHUECKOH 1eATeIbHOCTH;

- TEPMHUHOJIOTHIO B 00J1aCTH JOKYMEHTAIlMOHHOT'O 00eCieYeHNs yIpaBICHUs

- 0 mpaBuiax 0pOpMICHUS JOKYMEHTOB;

- HOpPMAaTUBHBIC JOKYMEHTBI, PETJIaMEHTUPYIOIIUE COCTaBJICHHE ©  odopMmieHue
OpraHU3alMOHHO-PACTIOPAIUTEIBHBIX JOKYMEHTOB

- 00 yHU(UKAIMK U CTAaHJIAPTU3AINH YIIPABICHUECKUX JTOKYMEHTOB

- (hopMBI, METOBI U CHCTEMBI TIOKYMEHTHPOBAHHUS;

- MOPSIZIOK OPTaHU3AIMN JOKYMEHTOB B KOMIIJIEKCHI;

- 3aKOHOJATENbHbIE AKThl M HOPMATHUBHBIE JOKYMEHTBHI 1O OpTraHM3aluu paboTHI C
JIOKYMEHTalHEH;

- MIpaBUJIa COCTABIEHUS M O(OPMIICHUIO PA3IMYHBIX BUIOB JOKYMEHTOB;

- TpeOOBaHUS K TEKCTY CITYKEOHBIX TOKYMEHTOB;

- o011re mpaBuiIa OpraHu3auu padoThl ¢ JOKYMEHTaMHU

YMETb:

- MIOJIb30BAThCSl U3YYEHHBIMU CTAHIAPTU3UPOBAHHBIMU TEPMHUHAMU;

- TMPUMEHITh Ha TMPAKTHUKE TOCYAApPCTBEHHBIC CTaHIAPTHI, JAPYTHe HOPMATUBHBIE U
METOJIMYECKUE TOKYMEHTHI, PETIAMEHTUPYIONIUE OPTraHU3alUI0 JOKYMEHTAIMOHHOTO O0eCTieueHus
YIpaBIEHUS;

- COCTaBJISITb W TMPaBUIbHO (B COOTBETCTBUM C JACHCTBYIOIIMMHU HOPMAaTUBHBIMHU
JTIOKyMEHTaMu ) 0pOpMIISITh OCHOBHBIE BH/IbI OPTaHU3AIIMOHHO-PACTIOPSAIUTEIBHBIX JOKYMEHTOB;

- BBINIONHATH OMpPENEICHHBIE BHIbI paboT MO oOpraHu3aluud padoT C JOKyMEHTaMHU B
YUIPEKICHUSX,

- opopMIIATH HOMEHKIATypy Jnedl u (opMupoBaTh Jela B COOTBETCTBHUH C
HOMEHKJIaTypO JIelT;

- OCYIIECTBISTh JOKYMEHTHUPOBAHUE M OPTraHU3AIUI0 PA0OTHI C TIOKYMEHTAMU;

- M0JIb30BAaThCS OCHOBHBIMH HOPMATHBHO-IIPABOBBIMH JOKYMEHTaMHU B 00JacTH
JIOKYMEHTUPOBAHUS

- COCTaBJIATh U 0OPMIISITH Pa3InYHbIE BUIBI JOKYMEHTOB.

4



¢GopMupyeMbIX KOMIIETEHIUIT)

1.4. IlepeyeHb NIIAHHPYEMBIX Pe3yJabTATOB O0Oy4YeHHMs MO JMCHUILIMHEe (TepevYeHb

Wnpekc ConepxaHre KOMIETCHIINN B pesynbraTe uzyyenus yaeOHON AUCIMIUIMHBI 00yYaroIrecs
KOMITETCHIT | (WMJIH €€ J9acTH) JTIOJKHBI
un 3HATh YMETh
OK1 [loHumars CymHoCTh 1 - 00 OCHOBHBIX TOJIOKEHHSAX I10 - IOJIb30BATHCS U3YUYECHHBIMH
COLIMAJIbHYIO 3HAYUMOCTb JOKYMEHTHUPOBAHUIO CTaHJAPTU3HUPOBAHHBIMU
cBoeii Oymymiei mpodeccun, YIPaBICHUYECKON AEATENBHOCTH; | TEPMHUHAMHY;
MPOSIBIISATH K HEH - TEPMUHOJIOTHIO B 00JacTH
YCTOMYMBBIN UHTEpPEC JOKYMEHTALMOHHOT' O
obecriedeHust
yIpaBlIeHUS
OK?2 AHaMM3UpOBaTh CONUATBHO- | - O MpaBHiIax o)OpMIICHHS - IPUMEHSITh Ha MPAaKTHUKE
SKOHOMHUYECKHE U JOKYMEHTOB; rOCyIapCTBEHHBIE
MOJIUTUYECKHE IPOOIIEMBI U - HOPMaTHBHBIE JOKYMEHTHI, CTaHJapThl, APyTHUE
MPOIIECCHI, HCIOIB30BATh periIaMeHTHPYIOIINe HOpPMAaTHUBHBIE H
METOZABI TYMaHUTAPHO- cocTaBiieHHE 1 0OpMIICHHE METOANYECKHE
COLIMOJIOTMYECKHUX HAyK B OpTraHU3alMOHHO- JOKYMEHTHI,
Pa3NUYHBIX BHIAX pacmopsAUTENLHBIX periaMeHTHpPYIOIIne
npodecCHOHANBEHON 1 JOKYMEHTOB OpraHu3aIHIo
COLMANIbHOM NIeSITETIbHOCTH. JOKYMEHTALIHOHHOTO
o0ecrieyeHus ynpaBieHUs,
OK 3 Oprann3oBBIBaTH CBOIO - 00 yHUUKAIMH U - COCTaBJISATh U MPAaBUIBHO (B
COOCTBEHHYIO IEATENIBHOCTb, CTaHIApTH3aLUU COOTBETCTBHH C
OTIPENEIIATh METOBI U YIpaBJIEHYECKUX JOKYMEHTOB JIEHCTBYIOLUIMMU
CTIOCOOBI BBITIOTHEHUS - GOPMBI, METOIBI U CUCTEMBI HOPMATUBHBIMH
npodecCHOHANBHBIX 33]ad, JOKYMEHTHPOBAHUSI; JIOKYMEHTaMH),
OLIEHUBAThH MX - MOPSIIOK OpraHu3aluu - 0pOpPMIISITH OCHOBHBIE
3G HEKTHBHOCTH M KAYECTBO JIOKYMEHTOB B KOMITIEKCHI, BUJIBI OpPraHN3aI[MOHHO-
pacropsAUTENEHBIX
JIOKYMEHTOB;
OK 4 Pemates npobnemsl, - MpaBUJjIa COCTABJIECHUS U | - OCYIIECTBIIATH
OLIEHMBAThH PUCKH H o(opMIIEHUIO pa3ITHYHBIX JIOKYMEHTUPOBaHHUE U
MPUHUMATH PEIICHHS B BUJIOB JIOKYMEHTOB; OpraHu3aIHIo0 PadOTHI C
HECTaHAAPTHBIX CUTYaLHAX. - TpeOOBaHUS K TEKCTY JIOKYMEHTaMH;
CITy>KEOHBIX JIOKYMEHTOB;
OK 5 Ocy11ecTBIsATh MOUCK, -3aKOHOJIaTeNIbHBIE aKThl U - 0 OpMIIATH
aHaJIM3 U OLEHKY HOPMAaTUBHBIE JOKYMEHTHI IO HOMEHKJIATypy A€l U
nHpOpMaLUH, HEOOXOAUMOH opraHuzanuu paboTsl ¢ ¢dbopmupoBaTh 1ena B
JUISI TIOCTAHOBKH W PEIICHUS JOKyMEHTAIIMEH; - 001Iue COOTBETCTBHH C
podecCHOHANBHBIX 33]1ad, MpaBUiIa OpTaHU3aINy paboThl C | HOMEHKIIATYPOH JIelT;
po¢eCCUOHANBHOTO U JOKYMEHTaMH - MOJIb30BATHCS
JIMYHOCTHOTO Pa3BUTHS OCHOBHBIMH HOPMAaTHUBHO-
MPaBOBBIMH JJOKYMECHTaMH B
001aCTH JOKYMEHTHPOBaHHUSI
OK 6 PaboTath B KOJIIEKTHBE U - 00 OCHOBHBIX TOJIOKEHHSX I10 - BBITOJIHATD OTIpeJIeJIEHHbIC
KOMaH/ie, 00ecreunBaTh ee JOKYMEHTHPOBAHUIO BUJIBI pabOT IO OpraHU3aluH
crutoueHue, YPPEKTUBHO YIPaBICHUECKON JICATENFHOCTH; | PabOT ¢ JOKyMEHTaMHU B
00IIaThCs € KOJUIEraMH, - (hOpMBI, METOIBI U CUCTEMBI YUPEKACHUSX;
PYKOBOJICTBOM, JOKYMEHTHUPOBAaHUS
MOTPEOUTENSIMU.
OK 7 CaMOCTOSTENHHO ONPENEIATh | - 00IIHe - BBITIOJTHSITh
3a7au MPOECCHOHATBHOTO MpaBUiIa OpTaHU3aLNN oTpeieNeHHbIC BUBI
Y JUIHOCTHOTO Pa3BUTHS, paboTHI C paboT 1o OpraHu3aIuu
3aHUMAThCS JOKyMEHTaMU paboT ¢ TOKyMEHTaMHU B

caMo00pa3oBaHUEM,
OCO3HAHHO TIAHUPOBAThH

YUPEXKICHUSX;




Nunekc

CO,I[ep)KaHI/IC KOMIICTCHIINH

B pesynbraTe uzyyenus yaeOHON AUCIMIUIMHBI 00yYaroNIecs

KOMITETCHIT | (MU €€ J9acTH) JTOJKHBI

17074 3HATh YMETH
TTOBBIIIICHUE KBATU(DUKAIUH,

OK 8 BoITh TOTOBBIM K CMEHE -3aKOHOJIATEeITFHBIE aKTHl U - 0OpMIIATh HOMEHKIIATYPY
TEXHOJIOTHH B HOpMaTUBHBIE JOKYMEHTEHI 110 nien 1 GopMHUpPOBATH JieNa B
npodeccnoHaNbHON opraHu3anuu paboThl COOTBETCTBHH C
JeSITeNbHOCTH C TOKYMEHTaIHEH; HOMEHKJIaTypOH JIeJT;

- TIOJIB30BaTHCSI OCHOBHBIMHU
HOPMAaTHBHO- PABOBBIMU
JOKYMEHTaMH B 00JIaCTH
JTOKYMEHTHUPOBAHU

OK 9 YBaXHATEIHHO U OEPEIKHO - 00 yHHUKAIIH 1 - BBITIOJTHSITH
OTHOCHUTBHCA K CTaHIapTH3aLUU ompeieNieHHbIE BUIbI
HMCTOPUYECKOMY HACIIEUIO U yIpaBICHYECKUX paboT no opraHu3anuu
KYJIBTYPHBIM TPAIUIUAIM, JIOKYMEHTOB paboT ¢ JOKyMEHTaMH B
TOJIEPAHTHO BOCIIPUHUMATh YUPESKICHUSX;
COLMANIbHBIE U KyJIbTYPHBIC
TpaJuIIuu

OK10 CobmogaTh mpaBmia - obmue - BBITIOJTHSATH
TEXHUKHU 0€30MacHOCTH, MpaBmJia OpraHu3aluu oTpeieNIeHHbIE BUIBI
HECTH OTBETCTBEHHOCTH 32 paboThl ¢ paboT no opraHu3anuu
OpTaHHU3AIHIIO MEPOIIPHUITHH JIOKyMEHTaMH paboT ¢ JOKyMEHTaMH B
1o 00eCIeYeHnI0 YUPEKACHUSIX;
0€30MMacHOCTH TPYIa.

IIK 1.1 CocTaBisTh 3eMEIbHBII - (hopmBI, METONIBI M CUCTEMBI - COCTaBIISTh U OPOPMIIATH
OamaHc paiioHa JIOKYMEHTHPOBAHHS pa3IuyHbIC

BUJIbI IOKYMEHTOB

TIK 1.2 ITonrorasnuBaTh - 00 OCHOBHBIX - BBITIOJTHATH
JOKYMEHTAIIHIO, TTOJIOKEHUSX T10 oTpeieNIeHHBIE BUJIBI
HEOOXOUMYIO JUIS IPUHATUS | JOKYMEHTHPOBAHHIO paboT 1Mo opraHu3anuu
yIpaBICHYECKUX PEIIeHUI yIpaBICHYECKOM paboT ¢ TOKyMEHTaMH B
IO SKCILTyaTaIlH U JeSITeIbHOCTH; YUPEXKISHUSX;

Pa3BHUTHUIO TEPPUTOPHIA.

K 1.3 I'oToBUTE NIpENIIOKEHUS 11O - IpaBUJIa - 0(pOpMIISITH OCHOBHBIE
OTIpeICTICHUIO COCTaBIICHUS U OOPMIICHHIO BUJIBI OpPraHN3aI[MOHHO-
SKOHOMUYECKON Pa3IUYHBIX BUAOB JOKYMEHTOB; | PpacHOPSAUTEIbHBIX
3¢ hekTUBHOCTH - TpeOOBaHUS K TEKCTY JIOKyMEHTOB;
WCIIOJIb30BAHUS UMEIOLIETOCS |  CIIYy>KEOHBIX JIOKYMEHTOB;

HEJBM)KAMOTO UMYIIIECTBA.

IIK 1.4 VYyacTBOBaTH B - 00 OCHOBHBIX TMOJIOKEHHSX TI0 - BBIIIOJIHSTH OIPEACIICHHBIE
MPOEKTHPOBAHUH U aHAIIN3E JIOKYMEHTHPOBAaHHUIO BUJBI PabOT MO OpraHU3aIUN
COLIMATHHO-3KOHOMHYECKOTO YIPaBICHYECKOM paboT ¢ JOKyMEHTaMH B
Pa3BUTHUS TEPPUTOPHH. JIESITEIbHOCTH; YUPEKIESHUSX;

IIK 1.5 OcymiecTBaATh MOHUTOPHHT -3aKOHOJATEIIbHBIE - oopMIIATH
3eMeJb TEPPUTOPHIA aKTBl 1 HOPMAaTHUBHbBIE HOMEHKJIATYypy Jel U
JIOKYMEHTBI 110 (dbopMHpOBaThH Jera B
opraHuszanuu paboTsl ¢ COOTBETCTBHH C
JOKyMCHTAIHEH; HOMEHKJIATypOH JEeT;
- II0JIb30BATHCSI OCHOBHBIMHU
HOPMAaTHBHO- IPAaBOBBIMU
JIOKyMEHTaMH B 00JIaCTH
JIOKYMEHTUPOBAHUS
IIK 2.1 BBINOMHITE KOMILIEKC - (opMBI, METOABI U CUCTEMBI - COCTaBJIATh U O(OPMIIATH
KaJacTPOBBIX MPOLEIYD. JIOKYMEHTHPOBAHHS Pa3IUYHBIC BUBI
JTOKyMEHTOB
IIK 2.2 OmpenensaTs KaTacTPOBYIO - (opMBI, METOABI U CUCTEMBI - COCTaBJIATh U O(OPMIIATH

CTOUMOCTD 3€MCIJIb.

AOKYMCHTHUPOBAHU

Pa3JINYHBIC BUABI
JOKYMCHTOB




Wnnexc ConepxaHre KOMIETEHIMN B pesynbraTe uzyyenus yaeOHON AUCIMIUIMHBI 00yYaroNIecs
KOMITETCHIT | (MU €€ J9acTH) JTOJKHBI
un 3HATh YMETh
K 2.3 BrImonHsATs KagacTpoByto - (hopMBI, METOBI 1 CUCTEMBI - COCTaBIATH U OHOPMIIATH
CBEMKY. JOKYMEHTHUPOBAHUS pas3In4HbIe BUABI
JIOKYMEHTOB
1K 2.4 Ocy1ecTBIATh KaJacTPOBBIN - (hopMBI, METOIBI 1 CUCTEMBI - COCTaBIATH U OHOPMIIATH
U TEXHUYECKHN y4eT JOKYMEHTHPOBAaHUS pa3uvHbIC BUABI
00BEKTOB HEABMKUMOCTH. JIOKYMEHTOB
K 3.1 BrimmonasaTs paboTHI 110 - (opMBI, METOIBI U CUCTEMBI - COCTaBJIATH M OPOPMIIATH
kaptorpado- JOKYMEHTHPOBAaHUS pa3IuvHbIC BUIBI
re0Ae3UIECKOMY JIOKYMEHTOB
00eCIIeUeHUIO TEPPUTOPHIA,
co3zaBath rpaduyeckue
MaTepHabl
K 3.2 Hcnons3oBaTh 3aKOHOJIaTEIbHBIC aKThI U - opopMITITH
roCyJapCTBEHHBIE HOPMATUBHBIE TOKYMEHTHI IO HOMEHKJIATypy Aed U
reoJIe3U4ecKre CeTH U UHBIE opraHuzanuu paboThl ¢ (dopMHpOBaTh Jena B
CeTH AJIsl IPOU3BOJICTBA JOKyMEHTalMEH; COOTBETCTBHH C
KapTorpado- reoe3n4ecKux HOMEHKIJIaTypOH JeJT;
pabor. - MOJIb30BaThCS
OCHOBHBIMH HOPMAaTHUBHO-
NIPaBOBBIMH JOKYMEHTaMH B
00J1aCTH JOKYMEHTHPOBAHHSI
K 3.3 HcnonszoBaTh B - (hOpMBI, METO/IBI 1 CUCTEMBI - COCTaBIATh U OHOPMIIATH
MIPAKTUYECKOM AEATENIBHOCTH | AOKYMEHTHPOBAHUS pas3In4HbIEe BUABI
reonH(popMaIoHHbIE JIOKYMEHTOB
CUCTEMBI
IIK 3.4 Onpenenars KOOPAUHATHI - (hOpMBI, METO/TBI | CUCTEMBI - COCTaBIISATh U OHOPMIIATH
IPaHMI] 3eMEJIbHBIX YYaCTKOB | JOKYMEHTHPOBAHUS pas3In4HbIEe BUIBI
1 BBIYMCIISITH MX TJIOLIA M. JIOKYMEHTOB
MK 3.5 BEIONHATE TOBEPKY 1 - (hOpMBI, METO/TBI 1 CUCTEMBI - COCTaBIISATh U 0OHOPMIIATH
FOCTHPOBKY T'€0/I€3MUECKUX JOKYMEHTHPOBaHUS pa3InvHbIC BUJIBI
npuOOPOB M HHCTPYMEHTOB. JIOKYMEHTOB
IIK 4.1. Ocy1ecTBasTh cO0p U - 00 OCHOBHBIX TOJIOKEHHSX 110 - BBIIIOJIHSTH OIPEACIECHHBIE
00paboTKy HEOOXOAMMOH U JIOKYMEHTHUPOBAHHUIO BU/JIbI Pa0OT 1O OpraHU3aIuu
JOCTaTOYHON MH(OpMAUN yIPaBJICHYECKON AEATEILHOCTH; paboT ¢ TOKyMEHTaMH B
00 00BEKTE OLIEHKHU U YUPEKACHUSX;
AHAJIOTUYHBIX 00BEKTaxX
1K 4.2. [IpousBoauTh pacueTs! O - o01Ire nmpaBuiia OpraHu3au - BBITIOJIHSATH ONPE/IEIIEHHBIE
OLIEHKE OOBEKTa OLIEHKHU Ha paboThI ¢ TOKyMEHTaMHU BUBI pabOT 1O OpraHU3aLUH
OCHOBE IPUMEHUMBIX paboT ¢ TOKyMEHTaMH B
MTOJIXOJIOB ¥ METOJIOB OIICHKH. YVUPEHKICHUSX;
IIK 4.3. O0600mmAaTe pe3yabTaThl, - 00 OCHOBHBIX TOJIOXKEHHSIX TI0 - BBITIOJIHATH OIPEJICIICHHBIE
MOJTyYEeHHbBIE TOAXO0AAMH, U JOKYMEHTHPOBAHUIO BUBI pabOT 1O OpraHU3aLuH
JaBaTh 0OOCHOBAHHOE YIPaBICHYECKOH JIEATENbHOCTH; paboT ¢ JOKyMEHTaMH B
3aKJIIOueHne 006 HTOrOBOM VUPEKICHUSX;
BEJIMYMHE CTOMMOCTHU - 0pOpMIISTH OCHOBHBIC
00BEKTa OLEHKH BUIbI OPraHNU3aMOHHO-
PacOpS,ANTENHHBIX
11K 4.4 PaccunThiBaTh CMETHYIO - (hopmpbl, MeTOABI U - COCTaBJIATh U
CTOMMOCTb CHCTEMBI 0QOPMIISIT pa3IHyHbIE
3IaHUM U COOPYKEHHUHU B JOKYMEHTHPOBaHUS BUJIBI JIOKYMEHTOB
COOTBETCTBUU C
JEHCTBYIOLUMU
HOpMaTHUBaMH U
[IPUMEHIEMbIMU
METOAMKAMHU.
TIK 4.5. KnaccudunuposaTs 31aH1S - 3aKOHOJATEIIbHBIE - 0OpMIIITH
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Wnnexc Conep:kaHre KOMIIETEHIUU B pesynbTaTe nzydeHus yueOHON TUCIUTUIMHBI 00yJaronIrecs
KOMITETCHIT | (MU €€ J9acTH) JTOJKHBI
13471 3HATh YMETh
" aKTBl U HOPMaTUBHEIE HOMEHKJIATypy €] U
COOPYKEHHUS B JOKYMEHTHI IO OpraHu3aluu dhopmupoBaTh AeTa B
COOTBETCTBHH C paboTHI ¢ TOKyMEHTaInei COOTBETCTBHH C
MPUHSTON TUINOJIOTUEN HOMEHKJIATypou Jen; -
MIOJTE30BATHCST OCHOBHBIMH
HOpPMaTHUBHO- ITPABOBBIMU
JIOKyMEHTaMH B 00JIaCTH
JIOKYMEHTHUPOBAHHUSI
TIK 4.6. O opMIATH OIICHOYHYIO - 3aKOHOATEIbHEIC - 0hOpMIIATH

JOKYMCHTAIIHIO B
COOTBETCTBHH C
TpeOOBaHUAMHU
HOPMATHUBHBIX aKTOB,
PETYIHUPYIONIUX
MMPpaBOOTHOUICHUS B
9TOM 00JIacTH

aKThl 1 HOPMaTHBHBIE
JOKYMEHTBI TI0 OpraHu3alun
paboTHI ¢ TOKyMEHTaInei

HOMEHKJIATypy A€l U
(opmMupoBaTh fena B
COOTBETCTBHH C
HOMEHKJIATypoil 1e; -
I10JIB30BaThCA OCHOBHBIMU
HOPMAaTHBHO- ITPABOBBIMU
JIOKyMEHTaMH B 00JIaCTH
JOKYMCHTHUPOBAHUA




2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JUCIHUILIAHBI

2.1. O0beM yueOHOI JMCHMIIJIMHBI M BUABI Y4e0HOH padoThI

Bup yueoHoii paboTbl Oobvem uacos
MaxkcumasnbHasi yueOHasi Harpy3ka (Bcero) 73
O0s3aTesIbHAsI Ay IUTOPHAs1 YueOHasi Harpy3Ka (Bcero) 48
B TOM YHCJIE:
3aHATHUS JCKIUOHHOTO TUIIA 32
MPAKTHYCCKHUE 3aHATUS 16
71a00paTOpHBIE 3aHATHUS -
CamocrosiTeibHas padora o0y4yarouierocs (Bcero) 20
B TOM YHCJIE:
Te3aypyc 6
pedepar 8
CaMOCTOsITeNIbHAs BHEAyIMTOPHAs paboTa B BHJIE TOMALITHUX MPAKTHUECKUX 6
3aJjaHul, UHIUBUAYAIbHBIX 33/IaHUN, CAMOCTOSTETIFHOTO 10A00pa U
M3YYEHHUs JOTIOJIHUTEIBHOIO TEOPETUUECKOI0 MaTepraa
Koncynomayuu 5
IIpomesicymounas ammecmayus 8 popme 3auema/sx3amena/oud. 3auema Jud.3auer
2.2, CTpyKTypa JMCUHILIMHbI:
Kosin4ecTBO ayIuTOPHBIX 4YaCOB CamocrosiTesbHa
HaumenoBanue Teopernve | IIpakTudeckue u i padora
o0yuawuerocs (B
pa3/esioB U TeM Bcero cKoe JlabopaTopHbIe -
odyuenue 3aHATHS o
KOHCYJIbTALMH)
Paznen 1. Benenue B
ZIOKYMEHTHPOBAHHE 34 16 8 10
yIpaBiIeHYECKON
JESITEIIBHOCTH
Paznen 2.
Opranuzanus paboTsl 34 16 8 10
C IOKYMEHTaMHU
Koncynbranuu 5 - - 5
Beero mo 73 32 16 25
AUCHHUILINHE
2.3. TemaTnuyecKuil JIAH M coep:KaHue YUeOHOM IMCUHMIIHHBI
HaumenoBanu Conep:kanue y4ye0OHOro MaTepuaJa, J1adopaTopHbie O0be | YpoBen
€ pa3zesioB U padoThI U MPAKTHYECKHE 3aHATHS, CAMOCTOATEIbHAS M b
TeM pabora o0y4arommxcs YacoB | OCBOCHHU
|
1 2 3 4
Jlekumnu
Paspean 1. JIOKYMEHTBI U cI0COObI TOKYMEHTHPOBAHUS 4
Beenenue B VHudukauus u craHgapTuzanus J0KyMEHTOB. CHCTEMBbI 4
AOKYMEHTHPOB | JTOKYMCHTAI[U! 1
aHue PexkBu3nTHI 1 6JIaHKU JJOKYMEHTOB. 4
YupaBJieHY€CK OpraHH3auH0HH0-pacnopﬁ):[HTeanaﬂ JTOKyMCHTAaIMs. 4
oi Opranu3alvoHHbIE JOKYMEHTBI
AEATEJIbHOCTH IIpakTHYecKkHe 3aHATHA
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OdopmieHne opraHu3alluOHHBIX TOKYMEHTOB

4
2
Odopmienne pacoOpsAUTEIbHBIX JOKYMEHTOB 4
CamocrositesibHass padora: CrnoBapp TEPMHHOB W
ompeereHu aenonpousBojacTBa.. Pedepar..lIpopadoTka
KOHCIIEKTOB  3aHATHM, Yy4eOHOH M  CHEIUaIbHOU 10
nutepatypsl. Pabora Hax 3ananusMu padoueit TeTpaau.
BCEI'O 110 PA3JAEJY 34
Paznen 2. Jlexknuu
Opranmsammusa | Opranuszanus JOKYMEHTO000pOTa 2
paboTkI ¢ Opranuzanus JIOKYMEHTO00O0pOTa B 3EMEJBHO- 2
AOKYMEHTAMM | yMy11I€CTBEHHBIX OTHOIICHUSIX
Opranuzanus perucTpalud JOKYMEHTOB M KOHTPOJIb 5
WCIIOJIHEHUS IOKYMEHTOB
Opranuzanus perucTpalud JOKYMEHTOB M KOHTPOJb 1
UCIIOJIHEHUSI JOKYMEHTOB B 3€MEIbHO-UMYIIECTBEHHBIX 2
OTHOIIEHUSAX
Opranu3zaiiys ornepaTUBHOTO XPaHEHUS JOKYMEHTOB 4
[Topsanok nepegaun JOKYMEHTOB B apXHB WU Ha 4
YHUUTOKEHUE
IIpakTHyecKkue 3aHATHS
Perucrpanus BXoASIMX JOKYMEHTOB B KypHaJle U Ha 5
KapTOuKe
Perucrpanus ucxoasiiux U BHyTPEHHUX JOKYMEHTOB B 5
KYpHaJIe U Ha KapTOUKe
OdopmiieHre OCHOBHBIX PEKBU3UTOB U OCHOBHOM
OpraHMU3alIOHHO-PACIIOPSAUTEILHON JOKYMEHTALUH C 2 2
nomoisio I[IDBM.
Co3naHue mabIoHOB TOKYMEHTOB 5
CamocrosiTesibHas padora: Pemenne npakTnyeckux 10
3ajna4. [loaroroBka k ceMuHapam.
BCEI'O 110 PA3JAEJY 34
Koncynpranuun S)
NTOI'O: 73
2.4. Conep:xanue pa3iejoB IMCUUILITUHBI
2.4.1. 3aHdaTHSA JIEKIIUOHHOT0 TUIIA
dopma
pJe:r;lz[ Hanvenopanne Coneprkanue pazaena TCK)(’)IHCT
ena pasiena KOHTpOJI
s
1 3 4
3cemecmp
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®dopma

(F'CHAOY); TunoBasi UHCTPYKIUS MO JETONPOU3BOJICTBY B
(benepanbHBIX OpraHax UCIOJHUTEIBHON BIACTH.

Ponp  uHopmanuu B COUAIBHO-DPKOHOMUYECKUX
npoueccax. Dexepanbubiii 3akoH «O0 uHbOpMaLUH,
uHbpopmanmu W 3amuTe uHOpMarmm». DyHKIHH
JOKYMEHTOB:  MH(OpPMAIMOHHAsl,  KOMMYHUKATHBHasi,
collMajbHas, KyJIbTypHas. YIpaBlI€HUYECKas, I[paBoBad,
UCTOpHUYECKasi, U Jpyrue, UX XapaKTepUCTHKA.
JIOKyMEHTHUpOBaHHE: OCHOBHBIE CIIOCOOBI. MaTrepuanbHbIe
Hocutenu uHpopmaruu. Knaccuduxaius 10KyMEHTOB 110
croco0y HM3TOTOBJICHHUS, MPOUCXOXKICHHUIO, COJCPKAHUIO,
HAaMMEHOBAHMIO U IPYTUM MPU3HAKAM.

Oo6mepoccuiickue knaccudukaroper (OKVY], OKIIO,
OKOHX, OKVYH), wux Kpartkags XapaKTepUCTHKA.
YHupuuupoBanHas CcUCTEMa JOKYMEHTALIUU: MOHSTHE.
CoctaB  yHU(UIMPOBAHHBIX CHCTEM JIOKyMEHTAlUU:
OpraHMU3aIMOHHO-PACIOPSAUTENbHAS, OTYETHO-
CTaTHCTUYecKas, IepBUYHAsA, Y4eTHas, (pUHAHCOBas U Jp.
locynapcrBeHHble CTaHAApThl Ha YHUPUIIMPOBAHHBIE
CHUCTEMBI JOKYMEHTaL1H. PexBusur, bopmymsip
JOKyMEHTa, THUMIOBOM (opmyisap, dopmymsip-oOpaserl,
Tabenb bopm JIOKYMEHTOB, aJbOOM bopm
YHUPUITUPOBAHHBIX JIOKYMEHTOB: MOHSTHE,
XapaKTePUCTHKA.

[IpaBuna odopMieHus pEKBU3UTOB OJIaHKAa © HX
pacroyio)keHus Ha cTaHaapTHOoM (Qopmare Oymary,
pa3Mepsl nosieil. biiaHk TOKyMeHTa: MOHSITHE, HA3HAUYCHHUE,
BHbl OjaHkOB (0Omuii OjaHk, OJAaHK MHChMa, OJIAHK
KOHKPETHOTO BHJAa JOKyMeHTa (kKpome muchMma). Cocras,
oopmieHrne peKBU3UTOB OJaHKA.
Opranu3alvoOHHO-PACIIOPAIUTEIbHbBIE JIOKYMEHTHI:
MIOHATHE, Ha3zHaueHHeE, OCHOBHBIE BUJIbI
(opranuzanMoOHHbIE, PACIIOPSIUTENIbHBIE, CIPABOYHBIE).
OpraHu3alOHHbIE JOKYMEHTBI: YCTaB, IOJOXKCHHMS,
CTpyKTypa M  IITaTHas  YUCJIEHHOCTh,  LITaTHOE
pacmucaHue, TpaBHia, OJDKHOCTHAs WHCTPYKIHUSA, HX
Ha3HAYeHHe, XapaKTepUCTUKa U COCTaB, TPeOOBAHUS K
oopmienuto, HOPSIIOK YTBEPKICHHUS.
PacniopsimuTenbHble U CIIpaBOYHbIE JOKYMEHTHI.

No TEKYILEr
pazn Hanvenosanne Coneprkanue pazaena }(’)ﬂl
pasnena
ela KOHTpPOJI
'
1 2 3 4
1 Pazgen 1. [Ipenmer, wenmu © 3aga4d  AUCHUIUIMHBL W ee | T
Bsencuue B MEXKIIPEAMETHBIE CBSI3M C JAPYTUMHU  JTUCHUILIUHAMU.
noKymMeHTUpoBa | McTopus pa3BUTHS JOKYMEHTAI[MOHHOTO OOECTICUCHHS
HHE yIPABJICHHUS. OCHOBHEIE IOHSITHSL: JIOKYMEHT,
YIPaBJICHUYECKON | TOKYMEHTAlMOHHOE obecnieueHne yIpaBJCHHUS.
NEeATEIIbHOCTH Ha3znauenue I'ocynapcrBeHHOM CUCTEMBI
JIOKYMEHTAIlMOHHOTO obecrneyeHus yIpaBJICHUS

11




®dopma

Ne TEKYILLET
pas3z Hanverosanue Copepxanue pazaena 0
paznena
ena KOHTPOJT
s
1 2 3 4
2 Pasznen 2. JIoKyMeHTOOOOpOT: MOHSTHE, o0me npuHIUIe | T
Opranu3zanus OpraHM3alMu  JOKyMEHTO00OpOoTa, €ro  CTPyKTypa, | A
paboThI C HEoOXoauMoCTh  yu€ta 00béMa  JoKkymeHTooOoporta. | /]
JOKYMEHTaMHU HopmatuBHbIe JOKYMEHTBI, perIaMEeHTHPYOIIHE
OpraHH3aIfio JIOKYMEHTO000pOoTa. perucrpanus

JOKYMEHTOB,  OIpeAelieHue, 1LeNu, 3aJadd, MecTa
PEruCTpallMi  Pa3jIMYHbIX  KAaTeropuil  JOKYMEHTOB.
Cuctembl u  QopMbl  peructpanuu  (KypHaJbHasd,
KapTo4yHasi, aBTOMATH3UPOBaHHAs), UX JOCTOMHCTBA U
HepocraTku. [loka3arTenu, BBOAMMBIE B PETUCTPALMOHHbBIE
¢dopmbl.  OCOOEHHOCTHM  PETUCTPALlMM  BXOJAIIMX,
UCXOJAIIMX U BHYTPEHHUX IOKYMEHTOB.

CocTaB BBINOJIHSAEMBIX Pa0OT MPU OTHPABKE HCXOISAIIUX
JOKYMEHTOB: TpOBEpKa MPAaBUIBHOCTU O(POPMIIECHHUS,
HaJu4us MPUIIOKEHUMN, aipeca, COPTUPOBKA M0 ajgpecaTam
U BUJAM OTIIPABJICHUNA COCTABJIEHUE OINMCKH PACCBHUIKH.
TpaguioHHbIi cioco® OTHpaBKU JTOKYMEHTOB (IIOYTO).
OTnpaBka JOKyMEHTOB C TIOMOIIBIO TenedoHa, (akca.
Kontposnb WCITOJIHEHUS JIOKYMEHTOB: MIOHSTHE,
Ha3HaueHue, BUAbL. [IpuHIMIBI OpraHu3aluu KOHTPOJIA.
Cpoku  HCNOJHEHUs:  TUIIOBOM,  WHAWBUAYaJbHBIN.
TexHonorust BeAEHUS KOHTPOJIS. AHAIU3 HCIOJHEHUS
JOKYMEHTOB B YUPEXKACHUSX.

B3aumocssi3p perucrpanuu JIOKYMEHTOB u
MH(POPMAIIMOHHO-CIIPAaBOYHON  paboTbl.  OpraHuszauus
paboThI C HOMOIIBIO CIIPABOYHBIX KapTOUEK.
JIOIKHOCTHBIE JIMLA, OCYLIECTBIISIFOIINE PETUCTPALUI0 U
KOHTPOJb  WCIIOJIHEHUS, HX (QYHKIMHA W  1pasa.
Homenknarypa nen: moHsiTue. 3Hau€HUE HOMEHKIIATYPHI
nen Juis  Kiaccu(UKaluu JOKYMEHTOB, ONEPATHBHOIO
XpaHeHUs] M HUX NPEeJapXMBHOM MOATOTOBKU. Bujibl
HOoMeHKnaryp nen. Ilopsnok cocraBneHusi, opopmieHus,
YTBEPKJICHUSI U IPUMEHEHUS] KOHKPETHON HOMEHKJIATYPhI
nen. [opsaox dhopmupoBanust 1ed.

OcHOBHBIE 3Tanbl MepeJayl JOKYMEHTOB B apXHB WM Ha
YHUYTOXKEHHUE: TMOJATOTOBUTEIBHBIN (000CHOBaHHME BHIOOpA
cnocoba  COXpaHEHUS WIM  YHUYTOXKEHHUS  IyTeM
MPOBEJIEHUSI  AKCIEPTU3bl  IIEHHOCTH  JOKYMEHTOB),
OCHOBHOI (IIOATOTOBKA JeN JUIsl Tepefaadyd B apXuB),
3aBepuIaroIIMii (epesaya B apXyB WM YHUUTOXKEHHUE).
OkcnepTusa LIEHHOCTHU JIOKYMEHTOB: MIOHSTHE,
HasHaueHne. CpoKM XpaHeHus JOKyMeHTOB. [lepeunu
JIOKYMEHTOB C YKa3aHUEM CpPOKOB XpaHEHHUs, UX BUIbI,
Ha3HaueHue, cxeMbl noctpoeHus. Ilopsaok nepemsaun aen
B apXUB WM YHUUYTOXKEHUS IOKYMEHTOB.

[Tpumeuanue: T — Tezaypyc, [| — nuckyccus, A-aHaau3 MpoOJEMHBIX CUTyaIui (yrpaKHESHUS)

2.4.2. JlaGopaTopHbIe 3aHATHS - HE IPETYCMOTPEHO
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2.4.3. [IpakTHyecKkne 3aHATHS (CEMHHAPCKOTO THIIA)

No ®dopma
Haumenosanue

pasze pasena Copepxanue pazzena TEKYILEro

Ja KOHTPOJIS

1 2 3 4

3 cemecmp

1 Pazgen 1. Bunnl JIOKYMEHTOB: TEKCTOBEIE, rpaduyeckue, | T
Bsenenue B MallMHOYUTAaeMbIe, (OTONOKYMEHTHl. Bimsnue nHaydHo- | Y
JOKYMEHTUPOBA | TEXHHUYECKOTO mporpecca Ha JIOKYMEHT u
HHE JOKYMEHTUPOBAHHUE. denepanbHbII 3aKOH «006
YIPaBJICHUYECKON | AIEKTPOHHOU MOATHICH. Cocras, odopmieHue,
NEeATEIbHOCTH U3rOTOBJIEHUE,  XpaHeHUEe  OJaHKOB  OpraHU3allUu.

Dopmysp-odpaszern TPYIIIbI JIOKYMEHTOB,

NPUHAICKAIINX K OJHOW cucreme. [IpoexktupoBanue
0JJaHKOB JIOKYMEHTOB OpraHu3aluu. TUMbl JTOKYMEHTOB:
MOJJIMHHUK, KOIUs, TyOJIMKaT, BBIIMCKA, UX Ha3HAUYEHUE.
[Topsimox odopmieHre M BbLAAYM KONMUN MU AyOJIMKAaTOB
JOKYMEHTOB, BBIIMCOK W3 HUX. PacnopsauresbHbie
JOKYMEHTBI: IIOCTAHOBJICHHE, IIPHKa3, paCIOpsLKEHHE,
COBMECTHBII pacropsIAUTENbHBIN JIOKYMEHT, ux
Ha3HAuyEHHUE, XapaKTepUCTHKa M COCTaB, TpeOOBaHUS K
opopmnennto. CrpaBodHbIE JTOKYMEHTBHI: CIy)KEOHBIE
IIMCbMA, CIIPAaBKH, JOKJIAJAHbIE 3alIUCKH, IPOTOKOJIBI, AKTHI,
3asiBJICHHE, UX XapaKTEpUCTUKA U COCTaB, TPEOOBAHUS K

odopmIIeHHIO.

2 Pa3nen 2. Perucrpanuss BXOASIUX, HCXOMAUIMX M BHYTPEHHHUX | T
Opranu3zanus JIOKYMEHTOB B )KypHaJIe U Ha KapTOUKe v
paboThI ¢ OdopmiieHre  OCHOBHBIX PEKBU3UTOB U  OCHOBHOW | A
JIOKYMEHTaMU OpraHMU3allMOHHO-PACIIOPSAUTEILHON  JTOKyMeHTauuu ¢ | P

nomoipto [I9BM. Co3ganue 1m1abiioHOB JOKYMEHTOB.
Opranm3anuss XpaHEHHsT HWCIOJIHEHHBIX JIOKYMEHTOB.
OcHOBHBIE TpeOOBaHUSI HOPMATUBHBIX  JIOKYMEHTOB,
perTaMeHTHPYIONMX JaHHBIA 3Tal JOKYMEHTOOOOpOTa.
OTBETCTBEHHOCTb 32 COXPAHHOCTh JIOKYMEHTOB.
[Tpumeuanue: T — Tte3aypyc, P — Hanucanue pedepata, Y — ycTHBIM ompoc, A - aHaIu3
poOJIEeMHBIX CUTyallui

2.4.4. CoaepxxaHue caMOCTOSATEILHOM PadoThI

B mpomecce camMOCTOSATENBHOW JEATENbHOCTH CTYAEHTHl H3YyYalOT M KOHCIEKTHPYIOT
PEKOMEHIYEeMYIO0 JTUTEpaTypy, TOTOBST MJOKJIAIbl, BBITIOJTHSIOT TIPAKTUYECKHAE 3aTaHus H
NPEJCTABISAIOT MUChbMEHHbIE OTYEThl O MpojaerdaHHOM pabore. [Ipu m3ydeHMHM Kypca CTYICHTBI
OPHEHTUPYIOTCSI Ha CaMOCTOSITENIbHOEC HW3YYEHHE COIHMAIbHO-TICHXOJOTMYECKHX HWCTOYHUKOB, WX
00CyX/IeHHUEe Ha TEOPETHUYECKUX 3aHATUAX. B caMOCTOSATENTbHOM OCBOEHHH OTAEIBHBIX BOIPOCOB U
npobieM (Ha OCHOBE PEKOMEHIYeMOW, a TakKe MyTeM OCO3HaBaHHs MpPOOJeM AUCHUILUIMHBI B
mpolriecce MX aHalW3a Ha CEMHHAPCKUX 3aHATHX) CTyICHTaM HEOOXOIMMO TIOHSTH CYIIHOCTH
COBPEMEHHOM COLMANBbHOM TMCHXOJOTHH, OOpaTUTh 0co00e BHHMMaHHE Ha €€ MPHUKIAHbIE
BO3MOKHOCTH.

Te3zaypyc. Te3aypyc 1Mo3BOJISI€T BBISIBUTH CMBICI HE TOJBKO C MOMOUIBIO ONpEAETICHUs, HO U
MIOCPEACTBOM COOTHECEHHSI CJIOBA C APYTMMHU MOHATUSAMH U UX TPYIIIAMHU.

Tembl pedepaToB

1.ITonsiTHE O TOKYMEHTaX, ClIocO0ax TOKYMEHTHPOBAHUS, HOCUTEINSIX HH(OpMAITUN

2. [Tonatue o GyHKIMAX JOKYMEHTA

3. [Ipu3Haku u CTpyKTypa T0KyMEHTa
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VYHudukanus u cTaniapTuzaius 10KyMeHTOB.
YHupUIUpOBaHHBIE CUCTEMBI JOKYMEHTAIIUN
Dopmysp-obpazelr opraHU3aMOHHO-PACIOPAIUTENFHOTO TOKYMEHTA

2 A

7. TpeboBanust k OG(OPMIIEHHIO PEKBU3UTOB OPTraHU3AMOHHO-PACIIOPSAUTEIBHBIX
JOKYMEHTOB

8. [IpaBuna odopMiIeHHST OCHOBHBIX BHUAOB OpPraHU3ALMOHHO-PACTIOPAIUTEIBHBIX
JTOKYMEHTOB

9. CripaBo4HO-UH(OPMAIIHOHHBIE IOKYMEHTHI

10. Cryx0a TOKyMEHTAIIMOHHOTO 00eCIICUEHUs YIIPABJICHHUS.

11. TpeboBanust kK opraHu3alnuy J0KyMEeHT0000poTa

12.  Tlpuem moctymarmmmx J0KYMEHTOB, OPraHU3aIUs TIOCTaBKH JOKYMEHTOB

13.  TpebGoBanus K OpraHu3alMd  XpaHCHUS  HCHOJHEHHBIX  JOKYMEHTOB B
JIeTIOTIPOU3BOJICTBE.

14. Howmenxkiarypa gen

15. TpebGoBanus K GOPMHUPOBAHUIO JICIT B JICTONPOU3BOICTBE

Bonpocs! 1J1s1 yCTHOT0 0TBeTa (AMCKYCCHH) 110 TeMaM:
Pasnen 1. Beenenue B JOKyMEHTHPOBAHUE YIIPABICHUYECKON AEATEIBHOCTH
Tema 1 JIOKyMEHTBI U CIIOCOOBI IOKYMEHTUPOBAHUS
1. Kakum HOpMaTUBHBIM IOKYMEHTOM PETJIAMEHTUPYIOTCS OCHOBHBIE TEPMUHBI
B 00JIaCTH JeJIONPOU3BOACTBA?
2. Yro BKJIIOYAET B €SI OHATUE «TOKYMEHT»?
3. Kakue s13bIKH U CIIOCOOBI JOKYMEHTHPOBAHUS Bbl 3HaeTe?
4. Ha3oBuTe COBpEeMEHHBIC BUABI HOCHTEICH HHPOPMALINH.
5. Kakum 3aKOHOM yCTaHaBIMBAETCS IPABOBOM PEXXUM CO3JaHMs, XPAHEHUS U
MCII0JIb30BaHUsl MH(OPMAILMOHHBIX PECYPCOB?
6. Uem oTiMyaeTcs JOKYMEHT JIMYHOI'O IPOUCXOXKAEHUS OT O(ULMATIBHOIO T0KyMeHTa?
7. Uto 00ycCIaBIMBaeT IOPUIHUYECKYIO CHITY OQUITHATBHOTO JOKYMEHTA?
8. UTo moHMMaeTcst Mol HOIMPYHKIIMOHAIBHOCTBIO JOKYMEHTA?
9. HazoBute ocHOBHBIE OJI0KH (Tpyniibl) GyHKIUHN TOKyMeHTa. YeM XapakTepu3yercs
KaXKIbIi OJI0K?
10. Kak mensiercs nelictBue QyHKIMI BO BpeMEHU?
11. Ha3oBuTE OCHOBHBIE CBONCTBA JOKYMEHTA.
12. JlaiiTe onpenenenue aTpuOyTUBHOCTH ((PYHKIIMOHAIBHOCTH, CTPYKTYPHOCTH)
JIOKYMEHTA.
13. Ha3oBuTe OCHOBHBIE MPU3HAKKU JOKYMEHTA U JIaliTe KPaTKyl0 XapaKTepUCTUKY
Ka)KI0r0 U3 HUX.
14. Yro Takoe ropuandeckas cuia J10KyMeHrta?
15. [aiite onpenenenue Mo UyIMHHUKA U Ty0JIMKaTa JOKyMEHTa.
16. JlaitTe onpenenenue konuu nokymeHTa. Korma komnusi 1okyMeHTa mpuoOpeTaeT
IOPUANYECKYIO CHITY?
17. YeM nOIIMHHBINA JOKYMEHT OTINYAETCA OT MOJJI0KHOT0?
18. Yro mpencrapinseT coboil TOKyMeHT, (aibCuUIMPOBAHHBINA TOTHOCTHIO?
19. Uto npencrasisier co00i T0KyMEHT, (haabCUPUIIMPOBAHHBIN YaCTUYHO?
20. Yro npencrasiseT co00il opuruHai JokymeHra?

Tema 2 YHu}UKaIus U cTaHgapTU3alus JOKyMeHTOB. CUCTEMBI JOKYMEHTAINH

1. KakoBbl OCHOBHBIE 11EJIM YHU(PUKALUU JOKYMEHTOB?

2. Yto yuuTHIBAETCS MPHU MPOBEACHUH YHU(PUKALNN JOKYMEHTOB?

3. Uto noHMMaeTcs o CUCTEMOM JOKYMEHTAaIun?

4. Kakue ObIBAIOT CUCTEMBI TOKYMEHTAIIMH?

5. B uem ocobernocts YCOP/I?

6. Uto mpejacraBusieT coOOW CTaHAAPT U KaKUE BUJIBI CTAHIAPTOB MPUMEHSIOTCS

B Halleu ctpane?

7. YTO BXOAUT B KOMIUIEKC HOPMATUBHBIX JOKYMEHTOB 10 CTaHAapTU3A[UN?

8. KTo pa3zpabarbiBaeT 1 yTBep:K/1aeT HOpMaTUBHBIE JOKYMEHTHI 10 CTaHJapTHU3ALUN

14



U KTO OCYIIECTBIIIET KOHTPOJIb U HAA30p 3a COOIOCHIEM UX TpeOOBaHUMN?

9. YUto mpeacrasusier coboit YC/I u kakue nericTByromue B Hateid ctpane Y C/J

BBI 3HaeTe?

10. Yto noHnMaeTcs noJl peKBU3UTOM JIOKyMeHTa?

11. YUto onpexnenser GopMyIsip TOKYMEHTA U YeM OTJInYaeTcs (GopMysip JOKyMEHTa
ot hopmyrsipa-oopaszna?

12. KakuM HOpMaTUBHBIM JOKYMEHTOM pEriiaMeHTUPYETCSI 1P

Tema 3 PexBu3UTHI ¥ OJIaHKH IOKYMEHTOB.

1. Kakue gopmarsl Oymaru UCIONIb3YIOTCS AJIs TOCTpoeHus (popmyrsipa-odpasia
oprPAa?

2. Kakue pasmepsl noneit OPJ] ycranoBneHs! hopmynsspom-oopazmom OP1?

3. Moryt 11 Ha oJIsAX TIOKYMEHTa pacrojaraThCsi Kakue-1uo0 peKBU3UTHI?

4. Kakoil MaKCUMaITbHBIN COCTaB PEKBU3UTOB YCTAHOBIIEH POPMYIISIpOM-00pa3iiom?
5. CKOJIbKO MOJIOKEHUI TabyasTOpa UCTIONb3yeTCs MPH 0(hOPMIICHIUH PEKBU3UTOB?
6. Kakuie peKBH3UTHI OTHOCSITCS K IIOCTOSTHHBIM?

7. Kakue peKBU3UTHI SBISIOTCS 0053aT€IbHBIMU?

8. CKOJIBKO CYIIIECTBYET CIIOCO0OB 0(hOPMIICHUSI PEKBU3UTOB?

9. YTo XapaKTepu3yrOT JONOJHUTENIbHbIE peKkBU3UTHI OPJ1?

10. Uem npo10JIbHBIN BapyUaHT PACOIOKEHUS PEKBU3UTOB 3ar0JIOBOYHON YacTH
0J1aHKa OTJIMYAETCS OT YIJIOBOTO?

11. Kakumu crioco0aMu MOYKHO M3TOTABJIMBATH OJTAHKHU JIOKYMEHTOB?

12. Uto siBNsieTCS OCHOBOM TSI TPOCKTHPOBAHUS OaHKa JTOKyMeHTa?

13. JIns ohopmiieHUsI KaKMX BUIOB JOKYMEHTOB HCIOIb3yeTCs 00Ul OmaHk?

14. Kakue mocTOsTHHbIE PEKBU3UTHI MOTYT OBITh HAHECEHBI Ha KaXK/IbIii BU OaHKa?
15. Kakumu cnoco6amu MOTYT OTMeUaThCs Ha OJlaHKax MecTa JJis MEPEeMEHHBIX
PEKBU3UTOB?

16. UeMm oO1mii 61aHK OTIIMYAETCS OT OJlaHKa Imuchbma?

18. Kakue TpeGoBaHMs MPEABABIAIOTCS MIPH U3TOTOBIEHUS OJIaHKA ¢ N300pakeHneM
I'ocynapcrBennoro repba P® wiu rep6oB cyobekToB PO?

19. Uto He0OX0UMO MPEICTaBUTh B TUMOTpadUIO 1715 HU3TOTOBJICHUS OlaHKa?

Tema 4 Oprann3alinoOHHO-pacoOpsAUTENbHAs JOKyMeHTalus. OpraHu3alMiOHHbIE JOKYMEHTBI

1. Kakue TOKyMEeHTbI OTHOCATCS K OpraHU3allMOHHBIM?

2. B yem 3akimogaercss 0COOEHHOCTh 0(OPMIIEHUS 3arojioBKa K TEKCTY B OpraHM3allMOHHBIX
JTOKyMEHTax?

3. Kora opranu3aiioHHbIe TOKYMEHTBI IPUOOPETAIOT IOPUANYECKYIO CHITY?

4. Kak cTpouTCs TEKCT B OpraHU3allMOHHBIX JOKYMEHTaX?

5. Kak f1osiro neiicTByeT OopraHu3allMOHHBIA JOKYMEHT? MOXHO 11 BHOCUTh U3MEHEHUS

B TEKCT OPraHU3AIIMOHHOTO IOKyMeHTa?

6. Kakue cBeieHUs TOIKHBI COAEPKATHCS B TEKCTE YUPEAUTENbHBIX TOKYMEHTOB?

7. C KaKkoW LEJbI0 CO3/Iat0TCS TUIOBBIE M IPUMEPHBIE OPTraHNU3allMOHHBIEC JOKYMEHTHI?

8. KakoBa cTpyKTypa TeKcTa MoJI0KeHHs 00 OpraHu3anum?

9. B yem cocTouT paznnyue TakuX JOKYMEHTOB, KaK IITATHOE PACIMCaHUE U

CTPYKTYypa M IITaTHasl YUCIEHHOCTH?

10. [ToyeMy nOJKHOCTHASI MHCTPYKIIUS HE COCTABJISETCS I KATETOPHUH CITYXKAIUX

«pykoBoauTenn»? UTo JOHKHO COAEPKATHCS B TEKCTE KaXKI0T0 pa3jiena JOKHOCTHOU

WHCTPYKIUU?

11. Kakue Buapl OpraHu3aliiOHHO-PACIOPSAAUTENBHBIX JOKYMEHTOB OTHOCATCS K

pacnopsIUTEIbHBIM?

12. TTouemy pacnopsiiuTENbHbIE JOKYMEHTBI OTHOCSTCS K IIPABOBBIM aKTaM?

13. Korna pacnopsiiutenbHble TOKYMEHTHI BCTYIAIOT B CHITY?

14. Kak pa3nuuarotcs 1o cdepe AeHCTBHS pacropsIuTeIbHbIe TOKyMEHTHI?

15. Yto siBnsieTCSl OCHOBAHUEM ISl U3JITAaHKS PACIOPSIAUTEIILHOTO TOKyMeHTa?

16. Kak cTpouTCs TEKCT paclopsiANTEIBHOTO JOKYMEHTa?
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17. Kak odopmisieTcss OTMETKA O HATMYWHU TIPUIIOKEHHUS B PACTIOPSIUTEITEHOM

JOKyMeHTE?

18. Kakue opranbl IpuHUMAIOT MOCTAHOBJIEHUE?

19. Uro o3HauaeT nata B pacHopsiAMTEIbLHOM JOKYMEHTE, IPOCTaBiIsiEMasl B 3aroJ0BOYHOMN
yactu OaHka?

20. B kaxo#i ¢opmMe U31aI0TCsI COBMECTHBIE PAaCHIOPSAUTENIbHbBIE JOKYMEHTHI?

21. Kakue ObIBarOT BUJIbI MPUKA30B?

22. Yewm otnmuaetcs ohopmIIeHHE TIPUKa3a 10 JIMYHOMY COCTaBy?

23. KTo uMeer npaBo MOJNKCH Ha IIpuKa3ax?

24. Kakoil peKBU3UT UMEETCS TOJIBKO Ha JIBYX BUIAX PACHOPSIUTEIbHBIX JOKYMEHTOB

- YKa3aHUAX U PACIOPSIKEHUSIX ?

25. [1o xakuM BOIPOCaM M3/IAIOTCS PACIOPSKEHUE U yKa3aHue?

261. Kakue 1OKyMEHTBI OTHOCSTCS K TPYIIIE CIPaBOUYHO-UHPOPMAIIIOHHBIX ?

27. Ha xakux OnaHkax oQpOpMIISIOTCS CIIPaBOYHO-MH()OPMAITIOHHBIE IOKYMEHTHI?

28. Kak cTpoutcs CTpyKTypa TEeKCTa Cly>kKeOHOTo nmuchma?

29. KaxoBsI npaBuiia 0()OpMIICHUS TETIETPAMMBbI?

30. B yem ocobeHHOCTH 0popMiIeHUS TeaehOHOTpaMMBbI?

31. Kakue ObIBatoT BU/IBI TPOTOKOJIOB M Y€M OHU OTIUYAIOTCS IPYT OT Jpyra?

32. Kak odopmiisieTcst BBOAHAS 4acTh MPOTOKOJIA?

Paznen 2 Opranuzanus paboThl ¢ JOKyMEHTaMU

Tema 1 Opranusanusi JOKyMEHTO000pOTa

1. Kak Ha3biBaeTcs city0a, OCYIIEeCTBISAIONIAs TOKYMEHTAIIMOHHOE 00ecIieueHne

yIpaBIeHUs, B 3aBUCUMOCTH OT MIPUHA/IICKHOCTH K OMPEICTICHHOMN TPYIIe OpraHu3aiuii?

6. UTo ycTaHaBIMBaeT MHCTPYKLHUS 110 JAETIOMPOU3BOJICTBY U KaKUE pa3eiibl TEKCTa

MOTYT OBITH BKJIFOUEHBI B Hee?

7. Kakume QyHKIuM B CiIykOe OpraHM3alMyd  BBIIOJIHSET KATETOpUS — CITyXKaIluX
«CTICLIUATTHCTHIN?

8. Ha xakue Bubl A€TONPOU3BOACTBEHHBIX pabOT pa3paboTaHbl HOPMbI BpeMEHU?

9. Uro Takoe JOKYMEHTOOOOPOT M  Kak OCYIIECTBIseTCs MOAcYeT  o0beMma
JTIOKyMEHTOoO000poTa?

10. Kakuie moTOKH TOKYMEHTOB IPUHSATO pazinyaTh B COCTaBE JOKyMEeHTo00opoTa?

11. HazoBHUTE OCHOBHBIE 3TAIbBI JOKYMEHTOO0OO0POTA.

12. HazoBUTE OCHOBHBIE IPUHIIUIIBI OPraHU3AUH JOKYMEHTOO00POTAa.

13. Kakue cymecTByIOT OpraHu3aliioHHbIe (POPMBI IETOTPOU3BOJICTBA U Y€M OHU

OTIUYAIOTCS IPYT OT Jipyra?

Tema 2 Opranu3zaius perucTpaiiu J0KyMEHTOB U KOHTPOJIb UCTIOTHEHUS JOKYMEHTOB
1. KTo B opranuzanusx ocymecTBiIseT IPUEM U OTPaOOTKY KOPPECTIOHICHIINH?

2. IloueMy neHTpann3anys npuemMa 1 OTHPaBKH - HEIPEMEHHOE YCIIOBUE PAllMOHAIBHOMN
OpraHu3aIy JTI0KyMeHToo0opoTa?

3. Kakuie BuibI paOOT BBIMOTHSIOTCS U KAKUE CPEACTBA OPTTEXHUKH MTPUMEHSIFOTCS

pu 00paboOTKe MOCTyNaromeld KOppeCIoHIeHITNN?

4. Yro nmpencrapiseT co0oi pekBU3UT 29 «OTMeTKa 0 MOCTYIIEHHH JJOKYMEHTa

B OpraHMU3aIMIO» U TJI€ OH MPOCTaBISAETCS?

5. Ilouemy He Bce KOHBEPTHI MOJIEKAT YHUUTOKEHHUIO 110CJIE€ BCKPBITHS?

6. Kakum 06pa3oM ocyliecTBisieTcs 10CTaBKa KOPPECTIOHIEHIIUH?

7. Kyna nomkeH nepenaBarbes JOKYMEHT, €CIIU B peKBU3UTE 15 «AnpecaTy ykazaHo
TOJIbKO HAUMEHOBAHNE OpraHU3aIuu?

8. Uto oyKHA c/1eaTh SKCIETULIMS, €CITU IIPU BCKPBITUN KOHBEPTAa 00HAPYKUIIOCH,
YTO IOKYMEHT MOCTYIHJ 0€3 IPHIIOKEHUH ?

9. Kakast koppecnioHACHIINS HE TIOJJIEKUT BCKPBITUIO?

10. Kakoii mpoI1ieHT OT 00IIero KOJIMYECTBA MOCTYIMUBIINX TOKYMEHTOB OOBIYHO
NIOCTYNAeT HAa PACCMOTPEHUE PYKOBOIUTEINA?

11. Kakue onepanuu oCyImecTBIAIOTCA MPU MPEABAPUTEITLHOM PACCMOTPEHUH TOKYMEHTOB?
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12. Yro mpencraBiseT coO0W PE30IONHNS U T/I€ OHA TPOCTABIIACTCS?

13. M0HO 11 IPOCTABIIATH PE30JIOLUIO HA OTAEILHOM JUCTE?

14. Kyna nepenatorcsi JOKyMEHTHI TOCJIE UX pAaCCMOTpEeHUs?

15. Kyna nepenarorcsi oOpaiieHus TpakJiaH MocIe UX PACCMOTPEHUSI PYKOBOJICTBOM
Oopranu3anuu’?

16. KT0 siBiisieTcs OTBETCTBEHHBIM 3a HCIIOJIHEHUE, €CJIM B PE30JIIOLINHN YKa3aHO
HECKOJIbKO UCTIOJIHUTEIICH?

Tema 3 Opranu3zanus ornepaTUBHOIO XpaHEHUS JOKYMEHTOB

1. YTo NpOMCXOIUT C TOKyMEHTaMHU M0CJIe OKOHYAHUS UX UCTIOIHEHUS?

2. JlatiTe onpeneneHue NOHATHS «eao». Kak mpoucxoaut ero popmupoBanue?
3. Uto npeacrasiser coboit HomeHkiatypa aen? Kak ona odpopmisercs?

4. HazoBuTe BUbI HOMEHKJIATYPHI JIE.

5. Kakuie BU/IbI TAIOK UCTIOIB3YIOTCS MPU OPTaHU3AINH ONIEPATUBHOTO XPAHCHHUS
JIOKYMEHTOB?

6. Kak popmupyercs nHIEKC Aea 0 HOMEHKIJIAType Jei?

7. Kak nmomxeH ObITh chopMynHpOBaH 3arooBOK jesa?

8. Ha ocHOBaHMM Yero MPOMCXOAUT ONpeAeNIEHUE CPOKOB XPAHEHUS JOKYMEHTOB?
9. Uto Ha3bIBaE€TCS UTOTOBOM 3aITMCHI0O B HOMEHKJIATYpPE /1€ U TI0 Kakou (opme
OHa COCTaBIIsICTCS?

Tema 4. ITopsiiok nepenauu JOKYMEHTOB B apXUB WJIM HA YHUUTOXKEHUE

1. B TeueHne Kakoro cpoka JOJDKHBI XPAaHUTHCS 110 MECTY (HOPMUPOBAHHS 3aKOHYCHHBIC

JIeJIONPOU3BOJICTBOM Jiena’?

2. KaxoBbl CpOKH XpaHEHUS /€1, MOoJIekKAIUX [1epeaye B apXUB OpraHu3aluu?

3. Uto npeaycmarpuBaeT NoaHoe 0opMIIEHHUE Jiela P MOATOTOBKE €ro K nepeaaye

Ha XpaHEHHE B apXUB OpraHU3aLuu?

4. B kakux ciy4asix COCTaBJIeHHE BHYTPEHHEH OMUCH Jiefia 00s13aTeIbHO?

5. Uto 03HayaeT nepecucTeMaTU3anus JOKyMEHTOB B €€ ¥ IOYEMY OHa IPOBOJAUTCS

TOJILKO IIPH MOJITOTOBKE Jiefia K Mepeiaue Ha XpaHeHue?

6. Kak HymepyroTcs TMCThI iena?

7. Bceraa iam cocraBiisieTcs 3aBepuTeNibHas Haanuch Aena? Uto B Hee BXOIUT?

8. Kakum 00pa3zom MoIIMBarOTCS JOKYMEHTHI IOCTOSIHHOT'O CPOKA XpaHEHUS B

TBepayto 0010:kKy? Beerna mu iena nepemsierarorcs?

9. Kak 10J1KHBI XpaHUTHCS 0CO00 IIEHHbIE TOKYMEHTHI?

10. C kakMMH LENISIMU IPOU3BOJUTCS MOJTHOE 0(OpMIIEHHE el IIPU UX MOATOTOBKE

K [lepe/iaye Ha XpaHEHUE B apXUB OpraHu3aluu’?

AHaJu3 NPo0IEeMHBIX CUTYaAHI

JUis mpoBeneHus aHanu3a MNPOOJIEMHOM CUTyalluM HEOOXOQMMO IIPEXJIE BCErO0 YETKO
c(OpMyIHPOBAThH CYIIHOCTh IPOOJIEMBI U OTUCATh CUTYAIUIO, B KOTOPOH OHA UMEET MECTO.

CopneprxanneM aHanu3a NpoOIEeMHON CUTYalUH SBJISIETCS:

1) onpeneneHue CyIIECTBOBaHUS IMpOOJIEMBl, T.€. YCTAaHOBJEHHWE, €CTb JHU B
JNEHCTBUTENBHOCTH MTPO0JIeMa WIIM OHA SIBJISIETCS MHUMOM;

2) ompenenieHrue HOBU3HBI MPOOIEMHOM CUTYaIUH;

3) ycTaHOBIIEHHE IPUYUH BO3HUKHOBEHUS MPOOJIEMHON CUTYaIUH;

4) onpeneneHne B3aMMOCBS3H € IPYTMMH IPOOJIEMaMH;

5) omnpeseneHue CTeNneHu MOTHOTHI U JOCTOBEPHOCTH HH(OpMaLuy 0 MpoOIeMHON CUTYaIUH;

6) onpezieneHre BO3MOXKHOCTH Pa3pelIMMOCTH IPOOIEeMBI.

2.4.5. Ilepeyenb Yy4eOHO-MeTOAUYECKOr0 oO0ecmevyeHUs] ISl CAMOCTOSTEJbHON PadoThI
00y4YaIoIMXCS MO0 JUCIUTLINHE
Ha camocrostenpHyto paboty oOyyatomuxcst oTBoauTcs 20 4acoB yueOHOTO BPEMEHH.

HanmenoBanune [TepedyeHnb yueOHO-METOIUYCCKOTO 00ECTICUeHUS TUCIUTIITUHBI 110
Ne | pasnena, Temsl, BBITIOJTHEHUIO CAMOCTOSTEIHLHOU PabOThI
Buga CPC
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[caiiT]. — URL.: https://biblio-online.ru/bcode/438586.
Paznen 2. 1. Kopuees, M. K. JlokyMeHTaIlMOHHOE OOECIIECUYCHHE YIpaBlIeHUS +
Opranu3zanus tectbl B OBC : y4yeOHMK M  TOPaKTUKyM s CPEIHEro
paboThI C npodeccuonanibHoro oopazosanus / M. K. Kopuees, A. B. ITmenko, B.
nokyMeHTamMu | A. MamypreB. — 2-¢ u3f., nepepad. u qorn. — Mocksa : 31arenscTBo
Opaiit, 2019. — 384 c¢. — (IIpodeccuonansHoe obOpazoBaHHE). —
ISBN 978-5-534-05022-6. — Texct : snexkrponnsid // OBC FOpait
2. [caiiT]. — URL.: https://biblio-online.ru/bcode/438491.
2. loponuna, JI. A. JlokyMeHTaIlMOHHOE 00ECTICUCHHE YITPABICHUS :
y4eOHHUK U MPAKTUKYM JJIs CpeIHEro npodecCHoHaIbHOro 00pazoBaHus /
JI. A. Joponuna, B. C. UputukoBa. — Mocksa : U3narensctBo FOpaiit,
2019. — 233 ¢. — (ITpodeccuonanbroe obpazoBanue). — ISBN 978-5-
534-05783-6. — Texkcr : anexrponusiii // OBC HOpaiit [caiiT]. — URL:
https://biblio-online.ru/bcode/438586.
3. OBPA30OBATEJIBHBIE TEXHOJIOT U
3.1. O6pa3oBaTebHbIe TEXHOJIOTHH NPH NPOBEAEHUHU JIEKIN
No Tema Bunsr npumenseMbIx } Kon-Bo
00pa30BaTENbHBIX TEXHOJIOTUH | dYac
1 2 3 4
1 JloxymMeHTBI 1 c11OCOOBI TOKYMEHTHPOBAHHUS TpaguimonHoe o6y4yeHue 4
5 YHudukanus W CTaHIApTHU3aIMs JTOKYMEHTOB. TpaumonHoe 0GyueHHe 4
CucTeMbl TOKYMEHTAITUU
3 [PekBU3UTHI U OJIAHKH TJOKYMEHTOB. TpaaunmonHoe oOyueHue 4
4 OpraHn3annoOHHO-PACTIOPSAUTETbHAS Pa3BuBatoiee ooyueHue 4
nokyMeHTarusi. Opranu3aiOHHbIe TOKYMEHTBI
5 |Opranuzanmsi TOKyMEHTO000pOTa PaszBuBatomiee oOyueHmne 4
6 Opranuzanus  perucTpaluu  JAOKYMEHTOB  H/IpaauiimoHHOe 00y4yeHue 4
KOHTPOJIb UCTIOJIHEHUS JOKYMEHTOB
7 |Opranu3zaiys onepaTUBHOTO XpaHEHUs JOKYMeHTOB| I pauiimoHHoe o0y4yeHue 4
8 [Topsiok mepeaaun JOKYMEHTOB B apXHB WM Ha ([ paguIlmoHHOE 00ydYeHHe 4
VHHYTOXKCHUE
Wroro no kypcy| 32
B TOM YHCJIe HHTEPAKTHBHOE 00ydeHue*| 8
3.2 Oopa3oBaTe/IbHbIE TEXHOJIOTHH NIPH MPOBEIeHUU MPAKTHYECKUX 3aHATHI
(ceMuHapCKHX padoT)
Ne Tema 3agaTus Buasl npumeHsemMbIxX Kou.
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00pa3oBaTeNbHBIX TEXHOJIIOTHI | Yac

1. |OdopmaeHne opraHu3aMOHHBIX TOKYMEHTOB

PenponykruBHOE 00yueHHe

2. |OdopmiieHrE pacOpSAUTEIHHBIX JOKYMEHTOB

PenponyktuBHOE 00ydeHue

KapTO4Ke

Perucrpanus BXOAAIKX, HCXOIAIIMX U
3. |BHYTpEHHUX JOKYMEHTOB B XYypHaJe U Ha

Keiic-texnomorusa

OdopmiieHre OCHOBHBIX PEKBU3UTOB U OCHOBHOM
OpraHU3alMOHHO-PaCTIOPSAUTEIHHOM
nokyMmeHTanuu ¢ nomounsto [I9BM. Co3nanne
m1a0JIOHOB JOKYMEHTOB

PenponykTuBHOE 00ydeHue

Wroro mo xypcy| 16

B TOM YHCJIC HHTEPAaKTUBHOE 00yueHue™ 4

4. YCJOBUSA PEAIM3ALUU ITPOT'PAMMBI JUCLHUITJIMHBI
4.1. MarepuajibHO-TeXHHYecKass  0a3a,
00pa30BaTeIbHOIO MpoLecca 1o JMCHUIIMHE

ayJUTOpHSL.

HeoOXoauMast AJIs OCymI€CTBJICHUSA

HayrmeHOBaHME IIUKJIOB,
pa3iesioB, TUCIUILINH,
Mpo¢eCCHOHATBHBIX
moaynei, MJIK, npaktuk

HanmeHnoBaHue y4eOHBIX
KaOMHETOB, TaOOPaTOPHUH,
MAaCTEPCKUX U IPYTUX
MMOMEIICHUH JIJISl pealTu3aIiuu
00pa3oBaTEeNLHON IPOTPAMMBI

OCHaIIEHHOCTh Y4eOHBIX KAOMHETOB,
1abopaTopuii, MaCTEPCKUX M IPYTHX
MOMEIICHUI JIJIS pean3aiiiu
00pa3oBaTeIbHOM MPOrpaMMbI

JloKyMeHTaIlMOHHOE
oOecrieueHne
yIIpaBICHUS

Kabuner 10KyMeHTallMOHHOTO
o0ecreyeHus yrpaBlieHus,
350063 r. Kpacuognap ya.
Mupa, 29, ayz. 8

YyeOHast Mebenb U CUCTEMbI XpaHEHUS
(mocka kaccHas, CTON U CTYI
MpenoaaBaTens, CTONbI U CTYIIbS
ydeHU4ecKue, mKadbl A7 XpaHEHHs
y4eOHBIX TTOCOOHH, CHCTEMBI X PaHCHHUS
Ta0JIHI] ¥ TJIAKaTOB);

TEXHUYECKHE CpeIcTBa O0yUeHUs (HOYTOYK
mpernoaBaTesis - 1 mIT., BUIeOnpoeKTop - 1
IT., 9KpaH - | mwt., muuensuonHoe [10);
JIEMOHCTPAIIMOHHBIC YUeOHO-HATIISTHBIC
nocoOust (KOMIUIEKT CTEHJIOB). DJIEKTPOHHBIE

cpezacTBa 00y4eHus

Y4eOHO-MeTOIMYeCKHE MaTepualbl IS CaMOCTOATENbHOM pPaboThl OOYYaIOLIMXCS W3 YHCIA
WHBAINJOB M JIMI[ C OIPaHMYCHHBIMH BO3MOXHOCTSIMHU 370poBbi (OB3) mpemocraBnsitoTcst B
¢dopmax, aIanTUPOBAHHBIX K OIPAaHUYEHHUSAM HX 3/I0pPOBbsS U BOCTIpUATHS UH(popMaruu: J{ist iy
C HapyILIEHUSIMU 3PEHHUS:

- B [I€YaTHOI popMe YBETUUEHHBIM HIPUPTOM,

-B (opme 53IEeKTPOHHOrO JoKyMeHTa, Jlus mui ¢

HapyLICHUSIMH CITyXa!

- B IevaTHoO# dopme,

- B (hopMe AJIEKTPOHHOTO JOKYMEHTA.

JUnist a1 ¢ HapyIeHUsIMHM OTIOPHO-/IBUTATENIBHOTO anmapara:

- B IeyaTHoil opme,

- B OopMe JIEKTPOHHOTO JOKYMEHTa

4.2. [lepeyeHb HE0OXOAUMOT0 MPOTrPAMMHOI0 O0ecredyeHust
. Omneparmonnas cuctema MicrosoftWindows 10 (mor. Ne23—ADd/223-D3/2019);

. [TakernporpammMicrosoft Office Professional Plus(mor. Ne23—AD®/223-D3/2019);
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o 7-zipGNULesserGeneralPublicLicense (cBobomHoe mporpaMmMHOe OOecCIeuecHHE, HE
OTpaHUYEeHO, OECCPOUHO);

o Wutepuer Opayzep GoogleChrome(OecriiaTHOE mporpamMmMHOe oOecredeHue, He
OrpaHUu4eHO, OECCPOUHO);
o K-LiteCodecPack —  yHmBepcambHbIi  HabOp  KOAEKOB  (KOJHUPOBIIHKOB-

JEKOJUPOBIIMKOB) M YTHJIUT IJIi MPOCMOTpa U 00paboTkM ayano- M Buaeodaiinos (OecriaTHoe
MpOrpaMMHOE 00ecTIieueHUE, HE OTPAaHNYEHO, OECCPOUHO);

o WinDjView — mporpamma is mpocmorpa ¢aitoB B dopmare DIV u DjVu
(cB0OOHOE TPOTPaMMHOE 0O€ECTIeUeHHE, He OTPaHUYEHO, OECCPOUHO);

L FoxitReader — mpukigagHOe mporpaMMHOe OOCCIeYeHHEe IS MPOCMOTpa
3JIEKTPOHHBIX MoKyMenToB B crangapre PDF (GecrmaTHoe mporpaMMmHoe oOecrieueHue, He

OrpaHU4eHO, OECCPOUHO).

5. HEPEYEHb OCHOBHOMH M JOMNOJHUTEJBHONW YUYEBHOM JUTEPATYPBI,
HEOBXOJIMNMOMU JJIA OCBOEHUA JTUCHUITJINHBI

5.10cHoBHAas JInTepaTypa

1. Kopnees, U. K. JlokymeHnTanmonHoe obecriedenne ynpasienus + Tectsl B ObC : yueOHUK 1
NPaKTUKYM JUTs cpeHero npodeccruonansHoro oopasosanus / M. K. Kopnees, A. B. ITmenko,
B. A. Mamypues. — 2-¢ usn., nepepad. u mqomn. — Mocksa : M3mparensctBo FOpaiit, 2019. —
384 c. — (Ilpodeccuonanbroe obpazoanue). — ISBN 978-5-534-05022-6. — Tekcr
anextponHbiit / DBC Fpaiit [caiit]. — URL: https://biblio-online.ru/bcode/438491

5.2 JlonoJiHUTEIbHAS JTUTEPATypa
1. Hoponuna, JI. A. JlokyMeHTaIlMOHHOE OOeCTeueHUE YIPaBICHUS ;| YYCOHUK U MPAKTUKYM
Ui cpeHero npodeccuoHanbHoro oopazosanus / JI. A. Jloponuna, B. C. UputukoBa. —
Mocksa : UznatensctBo FOpaiit, 2019. — 233 c. — (IlpodeccuonansHoe obpazoBaHue).
— ISBN 978-5534-05783-6. — Tekcr : amekrponnsblii / OBC FOpaiir [caiir]. — URL:
https://biblio- online.ru/bcode/438586
HopmaTuBHO-ipaBoOBbIE JOKYMEHTHI

denepajbHble 3AKOHBI

1. OO0 ouenouHo# aearenbHocTH B Poccuiickoit denepannu [DnekTpoHHBIH pecypce] :
benepanbHbIil 3aKk0H Poccutickoit @enepanuu ot 29.07.1998 Ne 135-D3 (pex. ot 18.03.2020).
Hoctyn n3 CIIC KoncynpsrantlInroc.

2. O rocynapcTBeHHOI KaJacTpOBOM OlLieHKe [ DNIEKTPOHHBIHN pecypc] : penepanbHblii
3akoH Poccwuiickoit @enepanuu ot 03.07.2016 Ne 237-D3 (pen. ot 29.07. 2017). Hoctyn u3 CIIC
KoncynprantlInroc.

3. O xagacTpoBoOi AeSITeNbHOCTH [ DIEKTPOHHBIN pecypc] : dhenepaibHbIN 3aKOH
Poccwuiickoit @enepannu ot 24.07.2007 Ne 221-®3 (pex. ot 02.08. 2019). Joctyn uz CIIC
KoncynsranTl [ntoc.

Koaekcnl

1. 3emenbHBIN Kogeke Poccuiickoit @eneparun [DneKTpOHHBIN pecypc] : penepanbHbIii
3akoH Poccwuiickoit @eaeparuu ot 25.10.2001 Ne 136-D3 (pen. ot 18.03.2020). Joctyn u3 CIIC
Koncynprantllmtoc.

IocTranoBJsienus, pacnopsizkenusi [lpasuresncrea P@®

1. O rocynapcTBEHHOH KaJacTPOBOM OLIEHKE 3€MeNb [ DIEKTPOHHBIN pecypc] :
nocranoByieHue [IpasurtensctBa PO ot 25.08.1999 Ne 945. Jloctyn u3 CIIC KoncynbranTl Lroc.

20


https://biblio-online.ru/bcode/438491

HopmaTuBHbIE aKThl MUHMCTEPCTB M BeIOMCTB

1. 06 yrBepxkaennn DenepanbHOro cTaHaapTa oreHKH "OOIIre MOHATHS OlEHKH,
nmoaxos! U TpeboBanus K mposeaeHuto oneHku (PCO N 1)"[DnexTponnsiit pecypc]: [pukas
Munskonompazsutusi Poccuu ot 20.05.2015 N 297 loctyn u3 CIIC KoncynbsrantIltoc.

2. 06 yrBepx)aeHun denepaabHOTO CTaHAApTa ONeHKH "L{enh OLIEHKH U BUIBI
croumoctu (PCO N 2)"[Dnexrponnslii pecypc]:Ilpukaz Munskonompassutus Poccun ot
20.05.2015 N 298. Joctym u3 CIIC Koncynprantllitoc.

3. 06 yrBepxkaennn denepanbHOro crannapra oueHk "TpeboBaHus K 0TUETY 00
orerke (PCO N 3)"[DnexTponnbiit pecypc]: [Ipukas Munskonompaszsutus Poccun ot 20.05.2015 N
299 (pen. ot 06.12.2016). Hoctyn u3 CIIC Koucynbrantllntoc.

4, 06 yrBepxkaeHun denepanbHOTO CTaHAapTa OlleHKH "OmpeaeneHne KaaacTpoBoi
crouMoctu (PCO N 4)"[Dnexrponnslil pecypc]: IIpukaz Munskonompassutust Poccuu ot
22.10.2010 N 508 (pexn. ot 22.06.2015). Joctyn u3 CIIC Koncynbrantllitoc.

5. OO0 yTBEp>KICHUH METOJMUYECKUX YKa3aHUI O TOCYJapCTBEHHOHN KaqacTPOBOW OIICHKE
[DnexTponnslii pecypc] :Ilpukas Munskonompaszsutus Poccun ot 12.05.2017 N 226 (pen. ot
09.09.2019). docrym u3 CIIC Kouncynbrantlliroc.

6. 06 yTBepkaeHnH GOpPMBI U COCTaBa CBEICHUN MEXEBOI0 IJIaHa, TPeOOBaHUI K ero
oAroToBKe [ DneKTpoHHbIN pecypce] :IIpukaz Munskonompazsutus Poccun ot 08.12.2015 N 921
(pen. ot 14.12.2018). Joctyn u3 CIIC Koncynbrantllitoc.

7. O6 yTBepkaeHNH TpeOOBaHUI K TOUHOCTH U METOAAM ONPEIEIICHUs KOOPIUHAT
XapaKTEepHBIX TOYEK I'PaHMIIbl 36MEIbHOIO Y4acTKa, TPeOOBaHUN K TOUHOCTH U METO/1aM
orpezeNeHus] KOOPAMHAT XapaKTEPHBIX TOUEK KOHTYpa 3[aHUs, COOPY>KEHUS WIH 00bEKTa
HE3aBEPIICHHOI'0 CTPOUTEILCTBA Ha 3€MEJIbHOM YYacTKe, a TaKXKe TPeOOBaHUM K ONPEESICHUIO
TUIOLIA/IN 3/1aHUsl, COOPYKEHHUS U ToMeleHus [ DnekTponHslil pecypc] :Ilpuka3
Munskonompazsutusi Poccuu ot 01.03.2016 N 90 (pexn. ot 09.08.2018). Hoctyn uz CIIC
Koncynpsrantlntoc.

8. I'OCT 22268-76. I'eone3ust. TepMuHbI U onpesieneHus [ DIeKTpOHHBIN pecypc]: (YyTB.
u BBeqeH B neiictBue [locranonenuem ['occranmapra CCCP ot 21.12.1976 N 2791) (pen. ot
24.07.1981).Noctyn u3 CIIC KoncynsrantlLmtoc.

9. I'OCT 21667-76. MexrocynapcTBeHHbIl cranaapt. Kaprorpadus. Tepmunsl u
onpeneneHus [DnekTpoHHsbIt pecypce]: (BBeneH [loctanosinenuem ['occrangapra CCCP ot
31.03.1976 N 730) (pea. ot 01.11.2001). Joctym u3z CIIC Koncynprautliroc.

10. I'OCT 28441-99. MexrocynapctBeHHbIi cranaapt. Kaprorpadus uudponas.
Tepmunb! u onpenenenus [DnekTpoHHbIN pecypce]: (BBeneH B aeiicTBue IlocTanoBneHnEM
INoccranmapra Poccun ot 23.10.1999 N 423-ct). octyn u3 CIIC KoncynbsrantIitoc.

11.  I'KMHII-02-033-82 - UxcTpyKuus o Tornorpaduyeckoi cheMke B Macuradax
1:5000, 1:2000, 1:1000, 1:500 [3nexTponnsii pecype]: (yrB. 'YT'K CCCP 05.10.1979). Hoctym u3
CIIC Koncynbsrantlntoc.

12. O BBeneHuu B aericTBUEe WHCTPYKIIMH O MOPSAKE KOHTPOJIS ¥ IPHEMKH
reojie3nyeckux, Tonorpapudeckux u kaprorpapuueckux pador. 'KHUHII (THTA)-17-004-
99[BnexTponnsiii pecypce]: [Ipukas Pockaprorpaduun ot 29.06.1999 N 86-mip. loctyn u3 CIIC
KoncynprantlInroc.

13. PTM 68-13-99. PykoBoasmuii TEXHUYECKHI MaTeprall. Y CIIOBHBIC TpaduIecKue
n300pakeHNs B JOKYMEHTAIIUHU I€0Ie3NUECKOro U TOnorpaduyeckoro Npou3BoACTBa[ DIEKTPOHHBIH
pecypce]: (yTB. 1 BBefieH B fAeiicTBue [Ipukaszom Pockaprorpaduu ot 02.11.1999 N 150-tp). Joctyn
n3 CIIC KoncynsrantlLtoc.

14. PTM 68-14-01. PykoBoasimuii Texundeckuii Mmarepuai. CriyTHUKOBasi TEXHOJIOTUS
reojie3nueckux padot. TepMuHsl U onpeaeneHus [ DIeKTpoHHbIH pecypc]:(YTB. U BBEICH B ICHCTBHE
[Ipukazom Pockaprorpaduu ot 24.04.2001 N 93-mp). Hoctyn u3 CIIC KoncynsrantlLmtoc.

15.  IITB-88. IIpaBuia no TexHUKe 6€30MaCHOCTH Ha Tonorpago-reoie3nueckux padorax
[DnexTponnsiit pecypce]: (yrB. Komerueit ['YI'K CCCP 09.02.1989 N 2/21). Toctyn u3 CIIC
Koncynprantlntoc.
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5.3 llepuoauyeckue U3IaAHUs
1. DnekrponHas O6ubimoreka "N31aTenbeKoro oMa "I'pebeHHIKOB"
(www.grebennikon.ru);
2. baser nannbix komnanuu «Mcr Bero» (http://dlib.eastview.com).
3. Kypnan «/lemonponus3BoacTBO»
4. Xypnan «/lenonpons3BoACTBO U JOKYMEHTOOOOPOT HA MPEAIPUATHIX )

5.4. TIlepeyeHnb pecypcoB HH(OPMAIMOHHO-TEJIEKOMMYHHKAIIMOHHOM ceTn
«HTepHET», HEOOXOAMMBIX /IJIsl OCBOCHUS THCHUILIUHBI
1. MuHHUCTEPCTBO oOpazoBaHus u HAayKH Poccuiickoit ®denepanun

(http://MuaOGpHAYKU.DD/);
2. @enepanbublil mopran "Poccuiickoe oopasosanue” (http://www.edu.ru/);
3. HWudopmanmonnas cuctema "EmmHOe OKHO JOCTyma K 0oOpa3oBaTelbHBIM pecypcam”
(http://window.edu.ru/);
4. Epunas  komnekius — nudpoBbIXx  oOpasoBatenbHbIX  pecypcoB  (http://school-
collection.edu.ru/);
5. ®enepanbHblil neHTp HHGOPMaAIMOHHO-00pa3oBaTelibHbIX pecypcoB (http://fcior.edu.ru/);
6. OG6pasoBarenbHbii moptai "Yueba" (http://www.ucheba.com/);
7. TIlpoext T'ocymapcTBeHHOro HHCTUTyTa pycckoro s3pika umeHn A.C. Ilymxuna
"Oo6pazoBanue Ha pycckom" (https://pushkininstitute.ru/);
8. Hayunas snexkrponnas oudaunoreka (HIB) (http://www.elibrary.ru);
9. HamwmonansHas saekTponHas oudnuoreka (http:/H36.pd/);
10. KubepJlenunka (http://cyberleninka.ru/).
11. CnpaBouno-uHdpopMaironHslii mopran "Pycckuit s3pik" (http://gramota.ru/);
12. Cnyx0a TeMaTH4eCKUX TOJKOBBIX cioBapeit (http://www.glossary.ru/);
13. Cnosapu u sanukinoneaun (http://dic.academic.ru/);
14. Koncynsrant [lnroc - cnpaBo4Hast mpaBoBasi cucTeMa (JIOCTYI IO JIOKaJIbHOM ceTH)

6. METOAUYECKHUE YKA3AHUA JIsA OBYYAIOLIUXCA IO OCBOEHUIO
JNCHUITINHBI

HuctumimHa  «JlokyMeHTallMoOHHOE ~ OoOecliedeHHe  yNpaBieHHs»  MpelycMaTpuBaeT
JEKIMOHHBIE M  MPAaKTUYECKHE  3aHATHS.  YCHNEUIHOe  M3Y4YeHHWe  JUCLHUIUIMHBI  Tpelyer
CUCTEMAaTUYECKOT0 MOCEIECHUS 3aHITUN, aKTUBHOW pabOThI HA MPAKTUYECKUX 3aHATHIX, BHIITOJHEHUS
y4eOHBIX 3a/laHUI IpenojaBaTeist ¥ CaMOCTOATENbHOM paboThl CTY/I€HTa, 03HAKOMJICHHS] C OCHOBHOM
Y TIOMTOJTHUTEIbHOW JIUTEPATYPOU.

ITo xKypcy npenycMOTpPEHO MPOBEIEHUE JIEKIIMOHHBIX 3aHATUM, HA KOTOPBIX JA€TCsl OCHOBHOM
CUCTEMATU3UPOBAHHBINA MaTepuall. [IpeaHazHaueHne nexkuuid o Kypcy « CoBpeMeHHasi OprTeXHHUKA U
OpraHM3aLys IeJI0MPOU3BOJCTBAY» 3aKII0YAETCS B CIEAYIOIIEM:

- M3JI0KEHUE BaKHeHIIel nHpopMaIiu 10 3aJJaHHON TeEMe.

- IOMOILb B OCBOCHUU (pYHJAaMEHTAIBHBIX ITPOOJIEM Kypca.

- IONYJIApU3aLysl HOBEUIINX JTOCTUKEHUN COBPEMEHHON HAYYHOU MBICIIH.

CryneHTy nmpennaraeTcsi  HalMCaHWE  KOHCIEKTa  JIEKIMI:  KpaTKo, CXEMaTH4HO,
MOCJIEZIOBATENbHO (UKCUPOBATH OCHOBHBIE IIOJIOKEHUSI, BBIBOABI, (POPMYIHpPOBKH, 000OIIEHUS;
IIOMEYaTh BAJKHBIE MBICIH, BBIIEIATH KIIOUEBBIE CIIOBA, TEPMUHBIL. [IpoBepka TEpMUHOB, OHATUH C
MOMOUIBIO0 SHIUMUKIONEANN, cIoBapeid, CIPaBOYHUKOB C BBHINMHMCHIBAHUEM TOJIKOBAHUW B TETpalb
(cocraBnenue Te3aypyca). OO0O3HAUMTH BOMPOCHI, TEPMUHBI, MaTepHal, KOTOPBIA BbI3BIBAET
TPYOHOCTH, IIOMETHTh M TIONBITaTbCd HAWTH OTBET B peKoMeHayemoil nureparype. Ecmu
CaMOCTOSITENIFHO HE yJaercs pa3o0parbcs B MaTepuale, Heo0X0AUMO CPOpPMYIHPOBAaTH BONPOC U
3aJ1aTh IPENOAABATEII0 HAa KOHCYJIBTALlUY, HA TPAKTUYECKOM 3aHATHH.

Jlekuu MO JAaHHOMY KypCy HpPEIOCTaBIISIOT 0a30BYIO OCHOBY JJISi MCIOJB30BAHUS JPYTUX
dbopMm y4ueOHBIX 3aHATHH, TAaKUX KaK CEMHUHAPCKOE 3aHATHE, KOHCYJIbTalusd, auddepeHnmnpoBaHHbII
3auer.
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[TpakTrdeckue 3aHsITUS (CEMHHAPBI) MpeIHA3HAYEHBI Ui YIIyOJIeHHOTO U3ydeHusl peaMeTa,
OBJIA/ICHUE METOJIOJIOTHEN, NMPUMEHUTEIBHO K OCOOEHHOCTSM H3ydaeMoil Hayku. Ha cemmuapax
CTYICHTBl 3aKpEIUISIOT 3HaHMsI, MOJY4YeHHbIE Ha JIEKIUSX WIM W3 Y4eOHHUKOB, B MpoIlecce HX
nepeckaza uiu oocyxaeHus. [1onroToBka K 3aHATHSAM), BBICTYIUICHHE C COOOIICHUSIMH PACHIMPSIOT
3HAHUA CTYJEHTOB I10 KypCYy.

JrnakTryeckue uenm ceMuHapa:

-yrinyOJeHue, cCUCTeMaTH3alisl M 3aKperjieHHe 3HaHW, MpeBpalleHHe HUX B YOEKICHHS;-
IIPOBEPKA 3HAHU;

- IPUBUTHE YMEHHUI U HaBBIKOB CAMOCTOSITENILHOM paboThl ¢ y4eOHUKOM, CTaThel U Mp.;

-pa3BUTHE KYIbTYphl peuH, (OPMHPOBAHHWE YMEHHS apryMEHTHPOBAHO OTCTAaMBAaTh CBOIO
TOUYKY 3pEHUSs], OTBEYasi Ha BOIPOCHI JPYTUX CTYACHTOB U MpenogaBaTels;

- YMEHHE CIylaTh IPYruX, 3a1aBaTh BOIPOCHI.

B 3aBucuMocTH OT CTENeHH aKTHUBU3ALMKU MHEMHYECKON WIIM MBICIUTEIbHON AESITeNTbHOCTU
CTYAEHTOB (OPMBI OpraHU3alMM CEMHUHAPCKUX 3aHATUH MOXHO pa3leluTh Ha JABa Tuma: 1)
PENPOYKTUBHBIN U 2) MPOTYKTUBHBIN.

PenpoyKTUBHBIM TUII OpraHU3alUMU 3aHIATHUS IPEAIoJaraeT, IpeXae BCEro, aKTUBU3ALUIO
MHEMHUYECKHX CIHOCOOHOCTEH cTyneHTOoB. OHU MOJDKHBI 3alIOMHUTH U TEpecKa3aTh OMpPEICICHHBIH
yuyeOHBIH MaTepuajl Ha OCHOBE MaTepuaia JICKIUH WM Yy4eOHUKOB WM TMEPBOMCTOYHHKOB.
[IpoayKTUBHBIAH THUI OpPraHU3aldy  3aHATHS OPEANOJaraeT aKTHBU3ALUIO  MBICIUTEIbHBIX
crocobHocTeil cTyaeHToB. OHU JOKHBI CPAaBHUTH, MpPOAHAIM3UPOBATh, 000OIIUTH, KPUTHYECKU
OLICHUTh, CIEJIaTh YMO3AKJIIOUEHUE HA OCHOBE YCJBIIIAHHOIO WM MPOYUTAHHOrO MaTepuana. Takon
XapakTep 3aHATUIO MPHUIAeT MOCTAaHOBKa BOMPOCOB cieayiomiero Tuma: Yem oTinyaercs...; UTo
obmiero Mexay...; Kakue MmexaHusmebl...; BeiennTe JOCTOMHCTBA U HEOCTATKU... (TIPeInoaraeTcs,
YTO OTBETHI HAa 3TH BOIMPOCHI B SIBHOM BU/JIE B YUCOHHUKE WITU JICKIIMH HE JaHBI).

Bun (popma) cemunapa onpenensieTcsi CoaepKaHueM TeMbl, YPOBHEM IOATOTOBKH CTYIEHTOB
JAaHHOW TPYIIbI, HaANpaBlIeHHEM W NpoduiIeM UX TMOATOTOBKH, HEOOXOAUMOCTBIO YBS3aTh
IpenojaBaHue y4eOHOW NHUCUUIUIMHBI C JAPYTUMHU JTUCUUIUIMHAMU, U3y4aeMbIMU CTyAE€HTaMu. Bun
CeMHHapa MpHU3BaH CIHOCOOCTBOBATH HauOoJiee IMOJHOMY DPACKPBITHUIO COJEpKAHUS U CTPYKTYPHI
oOcyxgaeMoll Ha HEM TeMbl, OOeCHeunTh HauOOJBUIYI0 AaKTUBHOCTb CTYJEHTOB, pEIICHHE
[IO3HABATENIbHBIX U BOCIIUTATEIbHBIX 3a/1a4.

B pamkax kypca mpeamnosiaraeTcs HECKOJBKO BHUIOB CEMHHApCKHUX 3aHATHH, a MMEHHO:
BOINPOCHO-OTBETHBIM BUJ CEMHUHApa, CEMUHAp-AUCKYCCHs, aHaIMW3 MpPOOJEMHBIX CHUTYyaluH,
oOcyXJieHHe MUCbMEHHBIX paboT CTyAeHTOB (pedepaToB). [ MOKOCTh BUJIOB CEMHUHAPCKUX 3aHATHM,
IIMPOKHE BO3MOXHOCTH TIOCTOSHHOTO X COBEPLICHCTBOBaHMS MO3BOJSIOT Haubosiee IOJIHO
OCYILECTBIISITh OOpaTHYIO CBA3b C OOy4yaeMbIMU, BBISCHSSI Ui ceOs psJl BOIPOCOB, HMMEIOLIUX
BaXHOE 3HAYCHME JJIs1 IOCTAHOBKHU BCETO y4eOHOTO Mpolecca.

[Ipy DOArOoTOBKE K MPAKTUYECKOMY 3aHSTHIO CTYJEHThl HMMEIOT BO3MOXKHOCTh
BOCIIOJIb30BaThCS KOHCYJIbTALMSIMU MTPETIOJaBaTENS.

[Ipu moAroToBKe K MPAaKTUYECKUM 3aHATUSAM HEOOXOIUMO:

- TPUHOCUTH C COOOW PEKOMEHJIOBaHHYIO IMpernojaBaTeieM JHUTEpPaTypy K KOHKPETHOMY
3aHSTHIO;

- J0 OYEpEeJHOr0 MPAKTUYECKOIO 3aHATUS II0 PEKOMEHIOBAHHBIM JIUTEPATypPHBIM
HCTOYHUKAM MpopaboTaTh TEOPETUUECKHI MaTepHall, COOTBETCTBYIOLIEH TeMbI 3aHATHS;

- B Hauaje 3aHATUM 3a7aTh MPENOAABaTENIO0 BOMNPOCHl [0 MaTepHally, BbI3BAaBLIEMY
3aTpyJHEHHS B €r0 MOHUMAHUM M OCBOCHUU INPH PEIIEHUU 3a/1a4, 3aJaHHbIX I CAMOCTOSTEILHOTO
peleHus;

- Ha 3aHATHM JOBOAMTH KAXIYI0 33/ayy J0 OKOHYATEIbHOTO PELICHUS, JEeMOHCTPUPOBATH
MIOHMMaHHE MPOBEJCHHBIX PAacUyeTOB (aHAIM30B, CUTYAIlHii), B clydae 3aTpyJHEHMH 0OpaiiaThCs K
MIpernoaBaTelio.

Ha 3aHATHN OYeHb Ba)KHO BBICIYIIATh BCTYNIUTEIBHOE CIOBO MPENOAABATENS], YSICHUTD LIEIb U
3a/laui ceMuHapckoro 3aHaTus. Crenyer BHUMATENbHO CIYIIATh BBICTYIUIEHUSI CBOUX COKYPCHHUKOB
U OBITh TOTOBBIM BBICTYIUTH C JIOTIOJHEHUEM, BBICKA3aTh CBOE MOHMMaHUe MpoOieMsl. XKenarenbHo,
9TOOBI BBICTYIJIEHHE OBUIO CBOOOJTHBIM, apryMEHTHPOBAaHHBIM. B Xoie AHMCKyccHu HE0OXOaMMO
0003HaYUTh OCHOBHBIE MPOOJIEMBbI paccMaTpuBaeMod TeMbl ((heHOMeHa, CUTyaluu W T.J.), AaTh
o0ocHOBaHUsA. BEICTyIIeHHEe TO OCHOBHOMY BOMPOCY HE MOJDKHO mpeBbimarh 10—15 muHyT.
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JlonosiHEHUs MOTYT 3aHUMAaTh 10 S MUHYT. KOIMYecTBO NOMOJHEHUI U BOIPOCOB K BBICTYNAIOIIEMY
HE OrpaHM4eHo. Marepuan Kypca MOXET OBITh XOpOIIO YCBOEH JHIIb B TOM CiIydae, €ClIUd €ro
u3ydyeHue OyJeT MPOBOAUTHCS PErYISIPHO, CUCTEMATHYECKH, JO3HMPOBAHO U PUTMUYHO, B TEUCHUE
BCEr'0 CEMECTpaA.

BaxueiiimumM sTanoM Kypca sSBISETCS caMocTosiTenbHas pabora. CamocrosiTenbHas pabora
CTYZIGHTOB TIO KypCy TIOHMMAeTcsi Kak MHOrooOpa3Has WHAMBHIyaldbHAas M KOJJICKTHBHAS
NeSITeNIbHOCTD CTYJIEHTOB, OCYILECTBIISIEMast 101 PYKOBOJCTBOM, HO 0€3 HEMOCPEACTBEHHOTO yYacTHs
IIpenojaBaTesis B CEUaIbHO OTBEJEHHOE JJIs TOI'0 BHEAYIUTOPHOE BpEMSI.

MeTo0I0THYECKYI0  OCHOBY ~ CaMOCTOSITENIbHOM ~ paOOTBhl  CTYIEHTOB  COCTaBIISieT
JESTeTbHOCTHBIM IOAXOJ, KOT/a Lenu OOydeHHs OpPHUEHTHUPOBAaHBI Ha (OPMHPOBAHUE YMEHHIA
peliaTh TUIIOBBIE U HETUIIOBBIC 33/1a4H, T. €. Ha peallbHbIe CUTYallUH, I/Ie CTyICHTaM HaJ0 MPOSBUTh
3HAHWUE JAHHOW y4eOHOU TUCIIUTIINHEIL.

Llenbto caMOCTOSTENbHON PabOTHI CTYIEHTOB SIBJSETCS YIUIYOJIEHUE U 3aKperyieHue 3HaHUM
CTYIEHTA, pa3BUTHE AaHAJIUTUYECKUX, MHCCIENOBATEIIbCKUX M TEXHOJOTMYECKUX HABBIKOB IIO
npo0iieMaTuke Kypca.

B kauecTBe WHIMBHIyaJlbHOM CaMOCTOSATEIBHOW pPAOOTHI CTYACHTaM TIPEIararoTcs
CIIeyIOIINe 3aJaHus:

- WsroTtoBneHue WIIIOCTPAaTUBHOTO MaTepuana IO BbIOpaHHOW Teme (IIOATOTOBKA
MIpe3eHTaLH).

-. Hanmucanwue pedeparoB mo npeanokeHHoi mpodieme.

- KoHcnekTupoBanue pas3fenoB ydeOHHMKa 110 ONPEIEICHHON TeMe C IPUBEICHUEM
COOCTBEHHBIX IIPUMEPOB.

- Pabota ¢ Hay9HBIMU TIOHATHUSIMH — COCTABIICHHE Te3aypyca.

- OnBIT CaMOCTOSATENBHOTO PACCYXKIACHHUS, T.€. MOHATUIHON pedeKcruu 1Mo MoBOYy HAyYHOTO
BOIIPOCA, IIOCTABIICHHOTO MPETIOAAaBaATENIEM C JJOTHUYECKH 000CHOBAHHBIMHU BBIBO/IAMHU.

1. Hanucanue peghepama — >T0 OOBEMHBIA BHJ CAMOCTOSTEIHLHOM pabOTHI CTyJEHTA,
cozepkanii MH(GOPMAIUIo, JOMONMHAIONYI0O W Pa3BUBAIONIYI0 OCHOBHYIO TEMY, M3ydaeMylo Ha
ayJIUTOPHBIX 3aHIATHSIX.

Pedepar sBnsieTcst camocTosATENbHON HaydyHOW pabOTOM, cojepkaiieid 0030p COCTOSHHS
cdepsl mpeanoigaraeMoro uccienoBanus. Tema pedepara BbIOMpaeTcst CTyIEHTOM U3 HPOTrPaMMBI
WJIM K€ CTYACHT MOXKET MPEJIOKUTH CBOIO, 3apaHEe €€ COIIacoBaB € MPEnoaaBaTeseM.

TpeboBanus k opopmiieHuIo pedepara:

O6bem pedepara 15-20 cTp. (BKIItOUask CHUCOK JTUTEPATYPHl U IPUIIOKEHUS ).

Crpyktypa pedepara:

— TUTYJBHBIN JIUCT;

— COZAEpXKaHMUE;

— BBeaeHue (00pem 1-2 cTp.);

— OCHOBHas 4acTh 1-3 riaBsl (0030p HCCIEOBaHUH MO TaHHOU MpoOJieMaTHKe, pe3ybTaThl
MCCIIETOBaHMI aBTOpA MO YKa3aHHOW TeMe, BOZMOKHbBIE HAPABICHUS NalbHEHIINX UCCIIeI0OBAaHUH);

— 3axmouenue (1-2 crp.);

— CHHUCOK ucmnoyib3yemon auteparypsl (10—15 mammenoBanwmif). CriMcok pacmojiaraeTcsi B
andaBuTHOM TmopsAnKe. VHTEpHET MCTOYHHMKHM YKa3bIBAIOTCSI B KOHIE CIHCKa, C COXpaHEHUEM
HyMepaluu.

HIpudt — Times New Roman. Pasmep mpudra 14. Untepsan 1,5. Hymepanus ctpanuil B
HU3Y, 10 LEHTpY JucTa, apabckumu mudpamu. [lons: nesoe — 3 cm, npaBoe — 1,5 cM, BepxHee U
HIKHee — 1o 2 cM. A63air — 1,25¢M. B TekcTe cChlTki HYyMEPYIOTCSI B KBAaJpaTHBIX CKOOKaxX, HOMED
yYKa3blBa€T Ha HUCTOYHHUK B CIHCKE JUTepaTypbl. TUTyIbHBIA JMCT He HyMmepyercsa. Hauano
HyMeEpaIuu co 2 CTp.

Pedepar ckperuisiercst B manky-cKOpOCIINBATENb.

2. Co30anue npesenmayuti — BUA CAMOCTOSTEIHHOHW pabOTHI CTYACHTOB TIO CO3AaHUIO
HArJSIIHBIX ~ MHQOPMAIMOHHBIX  MMOCOOWH, BBIMIOJIHEHHBIX C TIOMOIIBIO  MYJIbTHMEIUHHON
KOMITbIOTEpHOW mporpamMmmbl PowerPoint. O3ToT Bua paboThl TpeOyeT KOOpAMHAIIMM HaBHIKOB
CTyZIeHTa 110 cOOpy, CUCTeMaTH3allH, epepadoTke nHpopmanuu, ohpopmieHus e€ B BUJIE OA00pKU
MaTepUajoB, KPaTKO OTPAKAIOIIUX OCHOBHBIE BOIIPOCHI U3y4aeMOM TEMBbI, B 3JIEKTPOHHOM BH/IE.

PexoMengaunu nmo padore ¢ auTepatrypoit
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[Ipy wn3ydyeHUM [OUCUUIUIMHBI y CTYJCHTOB JOJDKEH BbIpaOaThIBATHCS PALMOHAIBHO —
KPUTHYECKHH MOIXO0/ K U3y4aeMbIM MpoOJIeMaM U SIBICHUSM. JTO BKIIOYAET MOHUMAaHUE TOTO, YTO
CO BpEMEHEM pAl HMHQOPMALMOHHBIX M TEOPETHMYECKMX MAaTepHalloB YCTapeBaeT, Tpeoys
KpuTH4ecKkoro otHomeHuss. C Apyroil CTOPOHbI, KaKIbld TEKYLIUMI BOIPOC UMEET CBOIO MCTOPHIO,
KOTOPYIO TOK€ IOJIe3HO 3HaTh. Kaxkpoe coObITHE MOXKET MMETh Pa3Hble MHTEPIPETALUH, TI0ITOMY
CJIOBA, CKa3aHHbIE MHOTO JIET Ha3aJ], MOI'YT UMETh BaKHOE 3HAUCHUE.

YroObl MOHATH COJEpPKAHNE MaTepualla, Hy*KHO YMETb €ro NpouyuThiBaTh. HaunHate ciexyer
C MpenBapUTENIBHOTO IMPOCMOTPA, B XOJA€ KOTOPOTrO O3HAKOMUTHCS C Ha3BaHUEM palOThI, C
aHHOTAallMEH, OrIaBJIeHUEM, peanucioBueM. Yacto 3aMbicen paboThl SICEH YK€ IIPU 03HAKOMJIEHHUH C
ee Ha3BaHHEeM. Ho 0COOEHHO MHTEpECeH MPOCMOTP OTJIABICHHS, B PE3yJIbTaTe KOTOPOTO CTAHOBHUTCS
SICHBIM pa3BUTHE MbICIH aBTOpa. Hemnoxo Obl1o OBl MOSIBUBIIMECS IPU 3TOM MBICIHU 3a(PUKCHPOBAThH
Ha Oymare.

IIpocmaTpuBasi TEKCT OIJNIABICHMS, HY)KHO OCTAHOBUTBCSI Ha Te€X IJIaBaX, KOTOpPbIE
MPEJCTABISAIOT A Bac OCOOEHHBIH MHTEpec, OEerjo O3HAKOMUTHCS C HHMH, COCTaBIIsAA B OOIIMX
yeprax CBOE IpelcTaBlIeHHe O HUX. Lleap 3Toro nelcTBus — HaAUTH MeCTa, OTHOCSIIHMECS K HCKOMOM
TEME, OIIPENIEINB IPU ITOM, YTO LIEHHOTO B KaXKJ0M U3 HUX.

Crenyromuii 3Tan — NpoYTeHNE BbIIEICHHBIX MECT ¢ (PUKCallMell caMbIX IJIaBHBIX CBEICHHM.
IIpu 3TOM Hazmo YETKO U SICHO OCO3HABaTh LiENb YTEHUs, MOCTOSHHO Jep)ka ee mepen coOoM: Io
KaKoOMy BOIIPOCY HYXXHAa MH(OpMaLus, JUIA Yero Hy)KHa, €€ XapakTep M T.I. HEOOXOIUMO MEHSTh
pPeKUM 4YTE€HUS — OT O€rjoro BAYMYHMBOIO — B 3aBUCUMOCTH OT ILIEHHOCTHM HH(OpMaluy,
OCTaHaBJIMBASICh TaM, I'/ie 3TO TpeOyeTcs )i INyOOKOro NOHUMAaHHUS TEKCTa.

Cnenyer HayuuTbCs ONPENENATH CTPYKTYpPYy TEKCTa IIO COINOAYMHEHHOCTH €ro 4acTei,
YUUTHIBAsl B3aMMOCBSI3b TEKCTAa C PUCYHKaMM, CHOCKAMHM, IpUMEYaHUsMU U Tabnuuamu. Bce 3to
IIOMOKET ITOHUMAHHUIO TEKCTa MPH OErjoM O3HAKOMIJIEHUH C HUM. Tak BbIpabaThIBaeTCs ClIOCOOHOCTD
IIpYU POUYTEHUH Cpa3y MOHUMATh CMbICII M 3HaY€HHE HOBOU MH(OpMALINH.

MHorue KHMIM M CTaTbd MMEIOT B CBOEM alllapare CIMCKU JUTEpaTypbl, KOTOPHIE HArOT
BO3MOKHOCTb MOIOJIHUTh UHPOPMALIMOHHYIO OCBEJOMJIEHHOCTh O JIOTIOJIHUTEIBHON JIUTEPATypE IO
JAaHHOMY BOIIPOCY.

OTaenpHBIM 3Tan NpoOYTEHUs — BeJIEHUE 3amuceld nmpounTaHHOro. CylecTBYeT HECKOJIbKO
BHJIOB 3aIIMCEM: IIJIaH, BHITUCKHU, TE3UCHI, aHHOTALUS, PE3IOME, KOHCIIEKT.

IInanom yn006HO MOJIB30BATHCS MPHU MOATOTOBKE K YCTHOMY BBICTYIIEHUIO IO BBIOpaHHOMN
teme. Kaxaplii MyHKT IJ1aHa JOJDKEH PAaCKpbIBaTh OJHY U3 CTOPOH M30paHHOM TeMbl, a BECh IJIaH
JIOJKEH OXBAThIBaTh €€ LIETHUKOM.

Te3uchl mnpennonararoT cXKaroe H3JI0KEHUE OCHOBHBIX IIOJOXKEHUH TekcTa B (opme
yTBEpXKACHUST WU oTpunanud. OHU sBisitoTCs Oojiee COBEpIIEHHOM ¢opMoil 3ammceld u
MIPECTABIISIOT OCHOBY JUIsl JUCKYyCCHH. K TOMY 7K€ UX JIETKO 3alIOMHHUTb.

AHHOTAIUS — KPaTKOE U3JI0’KEHUE COZIepKaHUs — AaeT olliee npeacTaBieHue o padoTe.

Pe3rome kpaTko XapaKTEpU3YET BBIBO/BI, [TIaBHBIE UTOTH MIPOU3BEICHMUS.

Kouncnekr sBisercss Hanbonee pacnpocTpaHeHHOW ¢Gopmoii BeneHus: 3anuceidl. OCHOBHYIO
TKaHb KOHCIIEKTa COCTaBJISIOT TE3MCHI, JOINOJHEHHBIE J0Ka3aTeIbCTBAMH U PACCYKICHHUSIMM.
Koncnekt MokeT OBbIThb TEKCTyalbHbIM, CBOOOJHBIM WM TEMaTUYECKUM. TexcmyanvHblii
NpeJCTaBIseT co00M LUTATHUK C COXpPAHEHHUE JIOTUKU PAabOThI U CTPYKTYpPHI TekcTta. C80000HbiIll
KOHCIIEKT OCHOBaH Ha M3JI0KEHUH MaTepHalia B TOM MOpsIKe, KOTOphIi 0oje yaooeH aBTopy. B aTom
CMBICIIE KOHCIEKT IMpeACTaBisgeT COOMpaHUWEe BOEIMHO MbICIEH, pa30pOCaHHBIX MO BCEW KHMTE.
Temamuyeckuii KOHCIEKT MOXET OBITh COCTABJIEH MO HECKOJBKUM HCTOYHHUKAM, IJI€ 33 OCHOBY
Oepercs TeMa, HHTEpIpeTUpyeMast 1o — pa3HOMY.

OKOHOMHIO BpEMEHHM JaeT HCIOJIb30BaHHWE MPH 3aIllUCAX Pa3IMYHOrO pojJia COKpalleHUH,
ab0peBUATypHI U T.JI. MHOTHE UCHOJIB3YIOT JJIsl PETUCTPALIMM UCCIENYEMbIX TEM CHCTEMY KapTOUeK.
[IpenmyIiecTBO KapTouyeKk B TOM, YTO T€Ma TaM H3JIaraeTcs O4YeHb C)KAaTO, U OHM OY€Hb yIOOHHI B
UCIOJb30BAHUH, T.K. MX MOXHO pa3jOXHUTh Ha CTOJE, MEPerpymnmnupoBaTh U 0e3 Tpyla HaWTH
HCKOMYIO TEMY.

7. OUEHOYHBIE CPEJACTBA J1JIA KOHTPOJISA YCIIEBAEMOCTH
7.1. [TacopT (poHIA OLIEHOYHBIX CPEICTB
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Kon
Ne Kontponupyemsie pazesnsl (TEMBbI) KOHTPOJIMPYEMOM HaumenoBanue
n/m JUCIUILTAHBI KOMITETEHIINH OLICHOYHOT'O CPEJICTBA
(w1m ee yacTm)
Pa3nen 1. Benenue B 1. CocraBnenue
JIOKyMEHTHPOBAHUE YIIPABICHUECKON OK 1-10 Te3zaypyca
JCSATEIBHOCTH K 1.1-1.5 2. YCTHBIN 0Onpoc
1. IIK 2.1-2.5 (muckyccus)
IIK 3.1-3.5 3.Hanucanue pedepara
[IK4.1-4.6 4. Pemenne mpoGIeMHBIX
3a/1a4y
Paznen 2. Opranm3anus paboTsI ¢ 1. Yuactue B TUCKyCCHH
JIOKyMEHTaMH 2. Hamucanue pedepara
2. 3. Penrenue npooIeMHbIX
3a1a4y
4. YcrtHbIl onipoc
IIpomeKyTOUHBIN KOHTPOJIb OTBeThI Ha BOIIPOCHI

7.2. ArrecTanus O00y4YalOIIMXCS HA COOTBETCTBHE HMX MEPCOHAJIbLHBIX JOCTHU:KEHHH
NMO3TANHBIM TPeOOBAHUAM

dopma JInunsle IIpumepsl
3HaHus Ymenus KayecTBa OLIEHOYHBIX
aTTeCTaluu .
oOyyaroluiicsi | CpeacTB
TeKy1as - 00 OCHOBHBIX - [10JIb30BAThCS JvcuuruinHup | Te3aypyc,
TIOJIOKEHHUSX T10 M3y4EeHHBIMHU OBaHHOCTH, pedeparsl,
JIOKYMEHTHUPOBAaHHU | CTaHJApTHU3UPOBAHHBI | OTBETCTBEHHOC | BOIPOCHI JIs
10 MU TE€PMHHAMU; Tb, YCTHBIX
yIpaBJI€HYECKON - IPUMEHSATh Ha MHHIIMATHBA, OTBETOB Ha
NeSITeTTbHOCTH; MPaKTHKE KOMMYHHUKa0€ | TMCKYyCCHOHH
- TCPMUHOJIOTHIO B | TOCYJapCTBEHHbIE JTBHOCTb, b€ BOIIPOCHI;
obnactu CTaHJIapThl, IpyTrHe BOCIIUTAHHOCT | peIIeHHe
JIOKYMEHTAIIUOHHO | HOPMAaTUBHBIE U b. KelcoB,
ro obecreyeHus METOAMYECKHUE BBITTOJIHEHHE
yIpaBJIeHUS JOKYMEHTHI, MPAaKTUYECKH
- 0 MpaBUjIax periIaMeHTHPYIOIIHEe X 3aJlaHAN
oopmienus OpraHu3aIIo
JIOKYMEHTOB; JTOKYMEHTAI[HOHHOTO
- HOpMaTHUBHbIE obecrieyeHus
JIOKYMEHTHI, yIIpaBJICHUS;
perlaMeHTHPYIOL | - COCTaBJIATh U
W€ COCTaBJICHUE U | TPABUIBHO (B
odopmiieHre COOTBETCTBHUU C
OpPraHU3alMOHHO- | JAEUCTBYIOLUIMMHU
pacropsANTENbHBl | HOPMATHBHBIMU
X JIOKYMEHTOB JOKYMEHTaMH )
- 00 yHHpUKaIUU opopMIIATH
U CTaHJapPTHU3alliU | OCHOBHBIE BUJIbI
yIpaBJIEHYECKUX OpraHU3alMOHHO-
JIOKYMEHTOB pacropsIuTeIbHBIX
- (hOpMBI, METOZIBI | JOKYMEHTOB;
U CUCTEMBbI - BBITTOJIHATH
JOKYMEHTHPOBAHHU | OINpE/IeIeHHbIE BUAbI
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s, pabort 1o

- HOPSIOK | OpraHu3aluu padoT ¢

OpraHu3aluu JIOKYMEHTaMH B

JIOKYMEHTOB B YUPEXKICHUS;

KOMILIEKCBI; - 0pOpMIISTD

-3aKOHOJIaTeNIbHBIE | HOMEHKJIATYpy el U

aKThI U (dbopMupoBars Jena B

HOpPMAaTUBHBIC COOTBETCTBHUH C

JIOKYMEHTBI 110 HOMEHKJIATypoil J1e;

OpraHu3aIu - OCYILIECTBIISATh

paboThI € JOKYMEHTHUPOBAaHUE U

JOKYMEHTAIUEH; OpTaHu3aII0 paboOTHI

- npaBwia | C JOKyMEHTaMH;

COCTaBJICHUS U - M0JIb30BAThCS

0(OPMIICHHUIO OCHOBHBIMH

pa3IMYHBIX BUJOB | HOPMAaTHBHO-

JIOKYMEHTOB; MIPaBOBBIMU

-TpeOOBaHUS K JOKYMEHTaMH B

TEKCTY obrnactu

CITy’K€OHBIX JTOKYMEHTHUPOBAHHS

JIOKYMEHTOB; - COCTaBIISITh U

- oOrmme oopmisTh

npaBuIia pa3IUYHbIE BUJIbI

OpraHu3aIH JOKYMEHTOB;

paboThI C

JOKYMEHTaMHU
MPOMEKYTO | - 00 OCHOBHBIX - TTOJIb30BaTHCS Hucumnnuua, | Kommiekr
YHas HOJIOKEHHUSAX T10 U3Yy4YEHHBIMU OTBETCTBEHHOC | TEOPETUYECK

JOKYMEHTHPOBAaHHU | CTaHJApTU3WPOBAHHEI | Th, UX BOTIPOCOB

10 MU Te€pPMHUHAMU; MHHIIMATHBA, K 9K3aMEeHY

yIIpaBJICHYECKOH - IPUMEHSTH Ha KOMMYHHKa0e

NesITeNbHOCTH; MIPAKTHKE JTBHOCTb,

- TEPMUHOJIOTHIO B | TOCYJapCTBEHHBIC BOCIIUTAaHHOCT

o0nactu CTaHJapThl, Ipyrue b.

JOKYMEHTAITHOHHO
ro obecredyeHus
yIIpaBJICHUS

- 0 TIpaBHJIaxX
odopmIteHUs
JIOKYMEHTOB;

- HOpMaTHBHBIC
JOKYMEHTHI,
periiaMeHTHP YOI
U€ COCTaBJICHUE U
odopmiieHre
OpraHu3aIMOHHO-
pacrops I TeIbHBI
X JIOKYMEHTOB

- 00 yHHpUKaIUU
Y CTaHJapTH3aLUH
yIPaBICHYECKUX
JOKYMEHTOB

- (hOpMBI, METO/IBI
U CHCTEMBI

HOPMaTUBHBIE U
METOANYECKUE
JIOKYMEHTHI,
periiaMeHTHPYIOLIe
OpraHU3aIII0
JOKYMEHTAIMOHHOTO
olecrnieueHus
YIPABIICHHUS;

- COCTaBJIATh U
IIPaBWIBHO (B
COOTBETCTBHUU C
JIEACTBYIOLIUMH
HOPMaTHUBHBIMHU
JIOKYMEHTaMH )
opopMIIATH
OCHOBHBIE BU/IbI
OpraHHU3aIOHHO-
pacnopsAUTEIbHBIX
JIOKYMEHTOB;

- BBITIOJIHATD
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JOKYMEHTUPOBAHU | OIpeAeTIeHHbIC BUIbI
A, pabot 1o

- MOPSIZIOK | OpraHu3aIuu padboT ¢
OpraHu3aIH JOKYMEHTaMH B
JIOKYMEHTOB B YUPEXKICHUS;
KOMILIEKCBI; - opopMIIATH
-3aKOHOJaTeNIbHbIE | HOMEHKIIATypy 1l U
aKThl U (dbopmupoBaTh aena B
HOPMAaTUBHBIE COOTBETCTBUH C
JIOKYMEHTBI 1O HOMEHKJIaTYpOM JIElT;
OpraHu3auu - OCYIIECTBIISATH
paboThI ¢ JOKYMEHTUPOBaHUE U
JOKyMEHTaIue; OpraHMu3aIHIo paboThI
- npaBuWiIa | C IOKyMEHTaMU;
COCTaBJICHUS U - M0JIb30BaThCA
0ohopMIIEHUIO OCHOBHBIMH
pa3IMYHbIX BUJOB | HOPMATHUBHO-
JIOKYMEHTOB; MIPaBOBBIMU
-TpeboBaHus K JIOKYMEHTaMH B
TEKCTY obnactu

CITy)KeOHBIX JIOKYMEHTUPOBaHUS
JIOKYMEHTOB; - COCTABIIAATh U

- obmue 0pOopMIIATH

npaBuia pa3IMYHbBIC BU]IBI
OpraHu3aIuu JIOKYMEHTOB;

paboThl €

JIOKyMEHTaMU

Kpurtepun onenkn 3HaHUI

1. Kputepum oneHku no pedepary:

—OLIEHKA «OTJIMYHO» BBICTABISETCA CTYACHTY, €CIIM BbIOpaHHas TeMa aKTyajbHa, B TEKCTE
OHa TIpe/ICTaBJICHA JIOTUYHO, TIOJIHOTA U TIIYOWHA PACKPBITHS OCHOBHBIX TIOHSATHIA MPOOJIEMBI. YMEHHE
paboTaTe C JUTEpaTypoil, CHUCTeMaTH3UpOBaTb U CTPYKTypHUpOBaTh MaTepuasl BeipakeHo cBoe
OTHOIIICHHUE K TEME M OIMCAHBI COOCTBEHHBIE OpUTHHAIBHBIE Uaen. [IpuBnedeHs! HOBeIIIE pabOTHI
no mnpobieme (KypHalbHble MyONMKAllMK, MaTepuanbl COOPHMKOB HAYYHBIX TPYIOB M T.I.).
TpebGoBanus k opopmieHuto pedepara cobmroieHbl. Beiaepxan auTepatypHblid cTuib. OTCYyTCTBUE
opdorpapuyeckux U CHHTAKCUYECKUX OIIMOOK, CTUIIMCTUYECKHX ITOTPEIIHOCTEH;

—OIIEHKA «XOPOIIO» BBHICTABISIETCS CTYACHTY, €CIIM BBIpAKEHA AaKTYyallbHOCTh BBIOpPAaHHOU
Tembl. JlormuHocTe u3NMOKeHus. Tema packpblTa HEAOCTaTOYHO MOJHO. OOBEM COOTBETCTBYET
TpeOOBaHUSAM K JaHHOMY BHIY paboT. HemocraToyHo apryMeHTHpPOBAaHBI COOCTBEHHBIC HJICH.
TpeboBanus k opopmiieHuIo pedepata coOmoaeHbl. Beiaepxkan aureparypHblii cTuib. OTCyTCTBHE
opdorpapudeckux U CHHTAKCUYECKUX OMMOOK, CTUITUCTUICCKUX TIOTPEIITHOCTEN;

— OLIEHKA «Y/IOBJIETBOPUTEIILHO» BBICTABIIAETCS CTYACHTY, €CIIM: BIOpAaHHAs TeMa aKTyallbHa,
HO HEJIOCTaTOYHO IMOJIHO pacKpbiTa. OOBEM HE COOTBETCTBYET TPpeOOBAaHUSAM K JaHHOMY BUAY paloT.
Cnabo oTpaxkeHbl COOCTBEHHBIE HJIE€H, HO TEKCT BBICTPOEH JOIMYHO U IOCJIEIOBATENIBHO.
TpeboBanus k ohopmiieHuo pedepara coOIrOACHBI YacTUUHO. He BbIepkaH TuTepaTypHBINA CTHIIb.
[TpucyrcTBytoT opdorpaduyeckrie 1 CHHTAKCHYECKUE OMIMOKHU, CTUIMCTHYECKHE MTOTPELTHOCTH;

—OlIEHKA «HEYJOBIETBOPHUTEIBHO» BBICTABISCTCS CTYIEHTY, €CIM OH HE MPeIoCTaBHII
paborty.

2. Kputepun oleHKH YCTHOTO ONPoca (IUCKYCCHI/KOJIJIOKBHYMOB/co0ece10BaHUs1):

—OLIEHKA «OTIMYHOY BBICTABISETCS CTYJCHTY, €CJIM OH TTyOOKO U3y4YMJl y4eOHBIH MaTepral u
JUTEpaTypy Mo MpodiieMe, MOCIeNI0BaTeIbHO M MCYEPIBIBAIONIC OTBEYAeT Ha IIOCTABIICHHBIC
BOIIPOCHI;

—OLIEHKA «XOpOIIO» BBICTABISIETCS CTYIEHTY, €CIIM OH TBEPJIO 3HACT MaTepHaj U OTBEYaeT
0e3 HaBOJAIIMX BOIIPOCOB, pa30UpaeTCs B IUTEPATYPE MO MPodIIeMe;
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—OILIGHKa «Y/JOBJIETBOPUTEIIbHO» BBICTABISETCS CTYIAEHTY, €CIM OH 3HaeT JIMIIb OCHOBHOU
MaTepual, myTaercs B JUTepaType mo mnpolsieMe, a Ha 3aJaHHbIe BOIPOCHI OTBEYAET HEAOCTATOYHO
YETKO U II0JIHO;

—OILICHKA «HEYIOBJICTBOPUTEIbHO» BBICTABISCTCS CTYACHTY, €CJIM OH HE YCBOMJI OCHOBHOI'O
MaTepuasa, He CMOT JIOCTaTOYHO MOJIHO U MPABWIbHO OTBETUTH Ha MMOCTABIIEHHBIE BOIIPOCHL, HE 3HACT
JUTEPaTypHI 1O Mpodieme.

3. Kputrepuu oueHKH NMPHU pelieHnH KeicoB

OneHka «32a4TEHO0» BBICTABJISIETCH CTYAEHTY, €CJIN:

—3aJJaHie BBIMIOJHEHO W OTJIMYACTCS MIYOMHONW M COJIEP)KaTelIbHOCTBHIO, JAaHHBIE JIOTUYHO
IMOCTPOCHHBIC, IIOJIHBIC, JaHbl HCUYCPIIBIBAIOIINC OTBCTHI, ACMOHCTPUPYCT IMPUMCHCHUC
AQHAJIMTUYECKOTO U TBOPUYECKOTO MOAXO0/I0B;

—CTYJEHT JEMOHCTPUPYET YMEHHUE BECTU HAYUHYIO JUCKYCCHIO.

OuneHka «He 324TE€H0» BbICTABJISIETCS CTYIEHTY, €CJIu:

—CTYJEHTOM HE PACKpPBITO COAEp)KaHME 3a/laHus, OOHAPYKEHO HE3HAHWE WM HEMOHUMaHUE
CYLIHOCTHU BOIPOCOB;

—HONMYHICHBI CYIICCTBCHHLIC (baKTI/I‘-IeCKI/Ie OIITMOKHU IIpU OTBCTAaX Ha BOIIPOCHI;

—Ha JOIOJIHUTENbHBIE BOMPOCHI CTYACHT 3aTPyIHSAETCS [aTh OTBET MM JaeT HEBEpHbIC
OTBCTHI.

7.3. OueHo4Hble CPeACTBA /1JIs1 MPOBeIeHHUS TEKYIlel aTTecTallul

Te3aypyc. Tezaypyc m03BOJISET BBISIBUTH CMBICI HE TOJIBKO C MOMOILBIO ONPEAENICHUs, HO U
IIOCPEICTBOM COOTHECEHMS CJIOBA C APYTMMHU MOHATUSMH U UX TPYIIIaMHU.

Tembl pedepaToB

1.IlonsiTHE O TOKYMEHTAaX, crioco0ax TOKYMEHTUPOBAHUS, HOCUTENSAX HH(OpMaLun

2. [TonsiTHe 0 GyHKIMAX JOKYMEHTA

3 [Ipu3Haku U CTPYKTypa TOKyMEHTa

4. YHu}UKanusa u craHAapTU3aLus J0KyMEHTOB.

5 YHUPUIMpPOBaHHBIE CUCTEMBI TIOKYMEHTAIIUH

6 dopmyisip-oOpasel] opraHu3aliOHHO-PACTIOPIUTEIBHOTIO TOKYMEHTa

7. TpeboBanust kK 0QOPMIEHHIO PEKBU3UTOB OPraHU3ALMOHHO-PACIOPSAIUTENbHBIX
JOKYMEHTOB

8. [IpaBuna odopMIIEHHST OCHOBHBIX BHAOB OpPTaHMU3AMOHHO-PACTIOPSTUTEIBHBIX
JOKYMEHTOB

9. CripaBo4HO-HH(OPMAIIOHHBIE IOKYMEHTHI

10.  Cnyx06a 1OKyMEHTAallMOHHOTO oOecreueH sl yIpaBIeHHU .

11. TpeboBaHust K OpraHuzanuu J0KyMEHTO000pOTa

12.  Ilpuem noctynaroumx J0KYMEHTOB, OpraHU3aIUs IOCTaBKU JOKYMEHTOB

13.  TpebGoBamms K OpraHu3alMd  XpaHEHHWS  HWCIOJHEHHBIX  JOKyMEHTOB B
JIeTIOTIPOU3BO/ICTBE.

14, Howmenxkiarypa gen

15.  TpeGoBanus k HOpMUPOBAHUIO JEJT B I€TONPOU3BOJICTBE

Bomnpocs! 1151 yCTHOro 0TBeTa (IMCKYCCHH) 110 TEMaM:
1./laiiTe XapaKTEpUCTUKY OCHOBHBIX HCTOPUYECKUX ITANIOB Pa3BUTHA JEJIONPOU3BOACTBa B Poccun.
2. JlaitTe XapaKTepUCTHUKY AEJIONPOU3BOACTBA B JlpeBHel Pycu.
3. laiiTe XapakTepUCTUKY IPUKA3HOTO JEJIONPOU3BOICTBA.
4. JlaitTe XapaKTepUCTUKY KOJUIEKCKOTO JIEJIONPOU3BOJCTBA.
5. JlaiiTe XapaKTepUCTUKY MUHUCTEPCKOTO JEJIONPOU3BOICTBA.
6. JlaiiTe XapakTEpUCTHUKY EJIOMPOU3BOACTBA B MEPBOMl MOOBUHE XX B.
7. [JaiTe XapaKTEepUCTUKY JEIONPOU3BOCTBA BO BTOPOH 10I0BUHE XX B.
8. UTo Takoe 1eonpon3BOACTBO U KAaKOBBI BaXKHEHMIIINE €r0 COCTABIIAIOIINE?
9. HazoBuTe 1ieny, 3a1a4i 1 OCHOBHBIE IIPUHLUIIBI COBPEMEHHOTO JI€JIONPOU3BO/ICTBA.
10. Onpenennute MECTO AEIOMPOU3BOJICTBA B CTPYKTYPE YIPABICHYECKOTO TPYA.
11. Ha3zoBuTe OCHOBHBIE IPUHIMIIBI OPraHU3aLMU COBPEMEHHOIO JEJIONPON3BOACTBA.
12. OxapakTepu3yiiTe HOpMaTHBHO-TIPABOBYIO 0a3y COBPEMEHHOTO JICJIONPON3BOICTBA.
13. KakoBbI OCHOBHBIE 33]1a4l TOKYMEHTOBEICHHUS ?
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14. Ilepeuucnure OCHOBHbIE HOPMATHBHO-METOAMYECKHE JIOKYMEHTHI, KOTOPBIMU CIEAYeT
PYKOBOJICTBOBATKCS B 00J1aCTH AeTONpon3BoAcTBa B Poccuiickoit dexepanuu.
15. CpaBHuUTE cTapoe W HOBOE 3HAYCHHS TEPMHUHA «ACIONMPOU3BOACTBO». OOBACHHUTE, B YeM
3aKJIFOYAETCS UX pa3jvyue.
16. O6ocHylTe HEOOXOAUMOCTh YHU(DUKAIIMY U CTAaHAAPTU3ALUH IOKYMEHTOO00pOTa.
17. TlogymaiitTe, Kakue OpraHU3aIMOHHBIE MEPHI B HAUOOJBIICH CTENEHH CIIOCOOCTBYIOT YCTICIIHOM
OpraHu3alii COBPEMEHHOTI'0 eNonpon3BoacTBa. OO0CHYITE CBOM OTBET.
18. JlaiiTe onpeneneHre JOKyMEHTa U IOKYMEHTHUPOBAaHMUSL.
19. Kakue maTepuaabHble HOCUTEIN UCIIONb3YIOTCS ISl TOKYMEHTUPOBAHUS?
20. Ilosicaurte oOmMe U crennanbHble PyHKIMH ToKyMeHTa. JlaiiTe KilacCu(pHUKAIMIO TJOKYyMEHTOB 110
cdepe ux ucnonb3zoBanus. [lpusenure knaccupukanro JOKYMEHTOB MO CTEIIEHU INIACHOCTH (TpUPY
OTpaHUYEHUS JI0CTYIA).
21. Kakoe mecTo 3aHUMAarOT HHGOpMaIHs ¥ TOKYMEHTHI B COBPEMEHHOU CUCTEME YIpaBIeHUs?
22. Kakume cymecTByloT (GOpPMBI YHpPaBICHHS OpPraHU3ALUSAMH W KaK OHM BIMAIOT Ha (OPMEI
JOKYMEHTUPOBAaHUS M COCTaB JIOKYMEHTOB, INPUMEHSEMBIX B YIPaBICHUECKON JesTeNbHOCTH
opraHu3aiuu?
23. KakoBa ocHOBHas Ielb yHU(HUKAIMU yIpaBiIeHUYECKOH ToKkymeHTauuu? KakoBbl OCHOBHBIE
3aJlayy COBEPILICHCTBOBAHUS COAEepkKaHUSI U (POPM TOKYMEHTOB?
24. Ha xakue OCHOBHBIE I'DYMIbI MOKHO pa3[elUTh KOMIUIEKC JOKYMEHTOB, PErJIaMEHTUPYIOLIUX
BONIPOCHI BeJeHHUsS JenonpousBoacTtBa B Poccuiickoir @Denpepanuu? [laiite xapaKTepUCTHKY
JIOKYMEHTaM Ka)/10i IpyIIIbI.
25. U3yuute ompeneneHus MOHATUS «IOKyMeHT». Kakoe TolKOBaHUE SBISETCS HAauOOJIee TOUYHBIM,
Ha Baul B3rJ1s17? OOOCHYHTE CBOM OTBET.
26. O0BACHUTE B3aUMOCBSI3b MEXKIY BUIOM, CBOMCTBOM U (DYyHKIIHEH TOKYMEHTA.
27. Kakue peKBU3UTHI OTHOCATCS K MOCTOSTHHBIM? Kakue peKBU3UTHI SBIAIOTCS 0053aTeIbHBIMU?
28. Uto sBNseTCS OCHOBOM JUIsi MPOEKTHpoBaHHs OnaHka aokymeHta? Jlyisg odopMiieHHs KakKuxX
BUJIOB JJOKYMEHTOB HCIOJIb3yeTCs 00muii O1ank?
29. Kakue TOKyMEHTBI OTHOCSTCS K OpraHU3allMOHHBIM?
30. B uem 3akitoyaercs OCOOCHHOCTh O(OPMIIEHHUS 3arojioBKa K TEKCTy B OpraHHU3allMOHHBIX
JOKyMeHTax?
31. Kakue cBefieHMsI TOJIKHBI COJIEPIKAThCS B TEKCTE YUPEIUTEIbHBIX JOKYMEHTOB?
32. C KaKo# 1IeNIbI0 CO3Jat0TCs TUIIOBBIE U TPUMEPHBIE OpPraHU3alMOHHBIE JOKYMEHTHI?
33. B ueM cocTOUT pa3inuuue TakuxX JOKYMEHTOB, KaK IITaTHOE pacIMCaHUe U CTPYKTypa U LITaTHas
YUCJIEHHOCTh?
34. TIloueMy [OJDKHOCTHas MHCTPYKIUS HE COCTaBIseTCS JUISl KAaTeroOpuu  CIIy’Kallux
«pykoBoguTenn»? UYTO OIKHO COIEp)KaTbCid B TEKCTE KaXAOro pasjiena JOJKHOCTHOM
UHCTPYKLUN?
35. Kakue  BuAbpl  OpPraHU3aLMOHHO-PACHOPSAJUTENIBHBIX  JIOKYMEHTOB  OTHOCATCA K
pacnopsautensHeiM? [loueMy pacniopsauTeNbHbIE JOKYMEHTBI OTHOCSATCS K IPABOBBIM aKTam?
36. B kakoit ¢popme n3garoTcsi COBMECTHBIE PACTIOPSIIUTENbHBIE JOKYMEHTHI?
37. Kakue ObIBalOT BUJIBI TPHUKA30B?
38. Kak Ha3piBaeTcsi ciyx0a, OCYIIECTBIISIONIAs TOKYMEHTAllMOHHOE OOecrieuyeHHne yIpaBleHHs, B
3aBUCUMOCTH OT IPUHAJJIEKHOCTH K ONPEICTICHHON IPyMIe OpraHn3amui?
39. Opranusanus onepaTuBHOIO XpaHEHUS IOKYMEHTOB.
40. ITopsimok nepegayn JOKYMEHTOB B apXHB WUJIM Ha YHUUTOKEHUE.
AHaJu3 Npo0JIeMHBIX CUTy AN
Jns npoBeneHus aHanu3a MNPOOJIEMHON CHUTyallud HEOOXOJUMO TPEXae BCEro YETKO
c(OpMyIHPOBAThH CYIIHOCTh TPOOJIEMBI U ONUCATh CUTYAIUIO, B KOTOPOH OHA UMEET MECTO.
CopepxaHueM aHanu3a NpoOJIeMHON CUTYallUU SBISETCS:
1) onpeneneHue CyIIECTBOBaHUS MpOOJIeMbl, T.€. YCTaHOBJEHHE, €CTb JHU B
JNeHCTBUTENHHOCTH MTPOOJieMa WM OHA ABIISIETCS MHUMOI;
2) ompenenieHrue HOBU3HBI MPOOIEMHOM CUTYaIUH;
3) ycTaHOBIIEHHE IPUYUH BO3HUKHOBEHHUS MPOOJIEMHON CUTYaIUH;
4) onpeneneHue B3aMMOCBSI3U C IPYTUMU IpoOIeMamu;
5) omnpeneneHune cTeneHu NOJHOTHI U JOCTOBEPHOCTH HH(OPMALIUK O TPOOIEMHOMN CUTYaIUH;
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6) omnpeniesIeHuEe BO3MOXXHOCTH Pa3peIlInMOCTH TIPOOJIEMBI.

KEHNC-3ananue 1: Kommanust «M...» 3aHuMaercs pa3paboTKaMH HPOTrPaMMHOTO
obecrieyeHus. 3apruiata rnepcoHaja HampsMYyHO 3aBHCUT OT KOJIMYECTBA BBIOJHEHHBIX 3aKa3oB. B
nocjenHee BpeMsl B OpraHu3aluy HaOII0AaJCs POCT 3aKa30B, U COTPYJHUKAM MPUXOIUIOCH MHOTO
paborartb. JImutpuii B. — Benymuit pazpabotunk. Tak mMoydriIock, 4TO B CaMblii pa3rap pabOThl OH
CJIOMaJI HOTY M MecsI[ ObUT Ha O0JIBHUYHOM, HO paboTai yaajaeHHO u3 aoma. [losToMy pykoBOaAUTENb
OIJIATUJI €My He OOJIbHUYHBIN, a BBINOJIHEHHBIE MPOEKTHI (TO €CTh COTPYAHUK IOJYYHII HOJHYIO
3apruiaty co Bcemu Oonycamu). Ho ynaneHHO He OblI0 BO3MOKHOCTH PELIUTh HEKOTOPBIE BOIIPOCHI,
u JIMuTpuil BeilIea Ha paboTy B BBIXOAHOHM 1O CBOEM MHUIMATHBE, YTOOBI AOAENAaTh TO, YTO HE
ycIIesl, HO 3@ YTO YXK€ IOJIY4HJI OIIaTYy.

Yepes kakoe-TO BpeMsi pyKOBOAMTEID MONPOCHII JIMUTpHs BBINTH B BBIXOIHOM JCHb, TAK KAK
CpPOYHO HYXXHO OBUIO 3aKOHUMTH mpoekT. OH cormacuics. Ho cmycrs Bpems [Amwutpuii cran
TpeOOoBaTh JiBa OTryJa 3a paboTy B BbIXOJHBIE. PykoBoaUTENNb OTKa3aJl, O0BICHSS, YTO €MY HOJIOKEH
TOJBKO oauH. Iponsomien KOH(IUKT, KOTOPBIN MPUBEN K TOMY, YTO JIMUTpHi Hamucan 3asBICHUE
00 yBoabHeHHMHU. HavanbHUK oOpaTuiics 3a MOMOIIBIO K AupekTopy o nepconany lOmuu K., yTo6b1
OHa TIOMOTJIa €My YperyaupoBaTh KOHQIMKT W OOBIACHUTH JIMHUTpHIO, YTO eMy AEHCTBHUTEIHHO
II0JIO’KEH OJIMH OTTYII.

3apanue. Ilomorure Onum K. HailTu BBIXOJ W3 CHOXMBHIEHCS curtyanuu. To ecTb
MPEIJIOKUTE CBOE pElIeHHE Kelca, OTBETHB Ha CleAylolue Bolpochkl: — B uem ommubka
pykoBojuTens U B yeM He npaB Amutpuit? — Kak FOnuu o0bsCHUTE COTPYAHUKY, UTO €MY MOJIOKEH
OJIMH OTTYJI, U HE JeMOTHBHPOBATh MpH 3TOM? — Kak opranuzoBath paboTy, 4TOOBI TAKHX CHUTYaIHi
HE IIPOUCXOAMNIIO?

JlanHblil Keic doKeH ObITh pelleH € MO3ULIMHA JTIOKYMEHTAallMOHHOIO 00ecreyeHus
YIIPaBICHUS.

KEHNC-3ananue 2: 3A0 «Cenena» nomydaer or OAO «MepKypuii» peKIaMHyi0 6poIIopy,
IPEJCTABIIAIOIIYIO 000rpeBaTeIbHbIE

puOOpbI, KOTOPbIE MOIJIM Obl HAMTH IPUMEHEHNE B TEINIMYHOM XO3SICTBE.

Ha coBemanuu 1o nucnosab30BaHUIO ATUX TPUOOPOB BBISICHUIIOCK, YTO JAJIS IPUHATHS

OKOHYATEJIbHOTO pEeUIeHHs] He0OOXOIMMBbI 0oJiee MOJHbIE JIaHHBIE MO BCEM TOBapaM JIaHHOMN
IPYIIIBI, TAKXKE

NPEUCKYpaHT LIEH C YKa3aHUEM YCIIOBUHN MOCTAaBKH.

3aganue: CocTaBbTe NPOEKT ciykeObHoro mucbMa B cekperapuaT OAO «Mepkypuit» ¢
3ampocoMm Oosee moipoOHOM HH(MOPMAITUU O TAHHOM TOBape.

KEHNC-3ananue 3: ITo Bune Gyxrantepun cotpyaaukaM 3A0 «CeseHa» B TEKyIIeM MecsIe
ObLi1a 3a/1epkaHa BbliaTa 3apaboTHOM miatel. ['naBHbI Oyxrantep uHgopmupyet gupekropa 3A0 o
TOM, 4TO 3a/Iep’KKa HAJIMYHOCTH ObUIa CBsi3aHa ¢ ono3gaHueM Ha cdeT 3A0 JEeHEXKHBIX CPEACTB OT
MpEANPUATUI-TIAPTHEPOB.

3ananue: B ponn Oyxranrtepa 3anoiaHuTe GOpMYIIp ciayxkeOHOH 3aMucKy.

KEWC-3ananue 4: Bamum paboTonaTenemM SIBISIETCS UHANBUIYATbHBINA TTPEANPUHUMATENb.
Be1 npopaboranu 7 qHEH.

[Tpu sToM pabota sBisiercs 1yt Bac ocHoBHO# (¢1.66 TK PO).

3agaHue:

1. O6s13aH 11 UHAUBUAYATbHBIA IPENTPUHUMATEb BECTU Ha paOOTHHUKA TPYJOBYIO KHUXKKY B
JAaHHOUW cUTyaruu?

2. Kto u3 paboroznareneil He UMeeT MPaBO BECTH HAa PAOOTHHUKA TPYIOBbIE KHUKKU?

IIpakTnyeckue 3agaHus

3aoanue 1.. Cutyauus

3amectutens aupekropa OO0 «Otanon» (3apeructpupoBaHo B r.llerposaBoicke)
[L.L.AGpamoB 1 nexabps Tekyilero rojaa u3fajg yka3aHue o rpaduke OTIIYCKOB Ha CIIEAYIOLIUN
KaJIEHAAPHBIM TOJl, COIVIACHO KOTOPOMY PYKOBOAWTEIM CTPYKTYPHBIX MOJPA3AEICHUI JIOJKHBI
IIPEICTaBUTh B OTAENA KaIpOB CIHMCKM COTPYIHHUKOB C YKa3aHHEM IPEAIOIaraéMoro cpoka
OYEepEeHOTO OTIyCKa B cieAylomeM KajdeHaapHoMm roxy. Cpok mpenctaBieHust cnuckoB — 10
nexalpst Tekyiero rojga. OTaeny KagpoB yKa3aHHUEM MPEANNCHIBAETCS COCTaBUTh CBOIHBIN rpaduk
otnyckoB pabotHukoB OOO Ha cienyromuii KaJleHIapHBIA TOA U MEepeAaTh €ro B JAUPEKIHIO Ha
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yTrBepkAeHre. OTBETCTBEHHBIM 3a COCTaBjieHHE TIpaduka Ha3HAYeH HAYaIbHUK OT/AeNa KaJapoB
[Tankparosa O.}O. Cpok npexacrasnenus rpaduka — 20 gexaOpst TEKyIero roja.

VYkazanue ObUIO 3aBU3MPOBAHO HAYAJIbHUKOM OTJEJa KaJApOB, TJIaBHBIM OyXrajlTepom,
IOPUCKOHCYJIBTOM.

3aoanue 2. Cutyanus:

00O «Jlura» (MockBa, 123465, yn. Mapoceiika, a.15, ten. 384-05-90, daxc: 384-05-90)
3aIUTAaHMPOBAJIO TpoBeneHue Bceepoccuiickoil poxaecTBeHCKON sspMapku oOyBu ¢ 10 Hos0ps 1o 31
nekadps Tekymiero roga. Onnako B ¢Bsi3u ¢ TeM, uto OO0 «Jlura» He pacrmoyiarajio J0CTaTOYHBIMH
IJIOIIAIMHA JIJIsE TIPOBEACHUsT spMapku, McrmomHurtensHbI aupekTop odOmectBa A.A.KoueTkoB
BBIHYXXJEH OblT oOpaTtuthes K upextopy Bceepoccuiickoro BeicraBounoro nentpa T.K.TypoBy c
nmpockOoli 0 mpemocTtaBieHUU oOmecTBy B apeHay 300-400 kB.M BBICTABOYHOHW TUIOMIAJAH H
rapaHTUEH OIUIATBHI.

3aoanue 3. Cutyanus:

3A0 «llonmurpad» BBHINOIHUIO 3aKa3 Ha M3TOTOBJIEHHE pEKJIaMHBIX MarepuaioB misi OO0
«Ctpoutenby». MHpopmanus o BBHIIOJHEHUHM 3aka3a Oblga INepegaHa MOCPEACTBOM COCTAaBJICHUS
tenedonorpammel, B KoTopoii 3A0 «[lomurpad» Takke MPOCHUIIO OIUIATHTH BHICTABJICHHBIH CYET B
cpok 10 20 gexabps Tekyuiero roaa. TenedoHorpamma Oblja MOJNUCAHA 3aMECTUTEIEM TUPEKTOpa
3.M.CoHuHbBIM U NIepeaHa ero CeKpeTapem.

3aodanue 4. Curyanus:

17 sHBapsi TEKylIero roja B aJpec 3aBofa MO PEMOHTY YacOB U IOBEIHUPHBIX H3JIEIHIMA
npuObLIa TMOCBIIKA C 3aBO/A-TIOCTABIIMKA, MTPU BCKPBITHHA KOTOPOW OBIIIO OOHApYKEHO OTCYTCTBHE
JIBEHA/IIATH KOPIYCOB JJIsi 4acoB Mapku «MOJIHUS», YHCTUBIINXCA MO HakiagHoi Ne 18 ot 24
OKTsIOpst mpenpinymero rona. Jlms moxaTBepkAeHWs MaHHOTO (pakTa HAa OCHOBAHWW NPUKa3a
mupektopa 3aBoga Ne 12 ot 18 sHBaps Tekymiero roja ObUla CO3/aHa KOMHCCHUS TIOJ
MpeceIaTeNbCTBOM HauallbHUKa oTAena cHabxkenust Kaprienko E.I1. u wieHOB koMuccuu MHXEHEpa
[TaBnoBa A.P. u 3aB.ckinamom Ne 1 Kynpsmosa P.B. Komuccueit 6bu1 coctaBien akt 21 sHBaps
TEKYIIEro rojia, B KOTOPOM COJEpXaJcid BbIBOA O TOM, YTO 3aBOJIOCTABIIUK JIOJKEH MOCTaBUTh
HEJ0CTAIoUIee KOJINYECTBO KOPIYCOB K YacaM. AKT BCTYNWI B JECHCTBHE C MOMEHTA YTBEPKACHMUS
(22 suBaps T.1.) tupexTopom 3aBona b.M.PomaHoBbIM.

3aoanue 5. Cutyanus:

Hupextop OO0 «Meuta» [lonskoB B.M. 10 okTs0pst Tekymiero roma m3jaaid MpUKa3 O
MPOBEACHUN WHBEHTApU3allud TOBApHO-MAaTEpUANIbHBIX LEHHOCTEH Ha ckiajae npeanpustus. OH
Ha3HA4YWJI KOMHUCCHUIO TIOJ] MpeceaTeIbcTBOM KOMMEpPUECKoro nupekrtopa 3osorapeBa E.M. . B
COCTaB KOMHCCHM BOLUIM TiaBHbIM Oyxrantep Bomommna E.H. u Oyxranrep MBanosa B.C. . B
MpHKa3e ObLJIO MOPYYEHO MPEJCTaBUTh Ha YTBEPXKACHHE JOKYMEHTHI CKJIAJICKOro yuera (1o
COCTOSIHMIO Ha 1 OKTAOps) M OTueThl 00 OCTaTKax TOBapHO-MAaTEpUANbHBIX IIEHHOCTEH (110
cocrostHuio Ha 10 okta0psi) k 15 okra6ps. Ilpoexkt mpukasa OblT 3aBU3UPOBAH AKOHOMHUCTOM
npeanpusatis Mutunoit O.A.

3aoanue 6. Cutyauus:

AnpecyiiTe mnuceMOo BOo BHemHeskoHoMuueckoe oObeauHeHue — «TexmammkcnopTy,
I'enepanbubiit nupextop Tumodees A.C. no aapecy : 1.23 yn.Cperenka, Mocksa, 123290

3adanue 7 Cutyanus:

Odopmute NOoANMUCH HA TIOKYMEHTE, €CJIM U3BECTHO, YTO €T0 MOJIHcaia KOMUCCHS B COCTABE:

ITpencenarens — I'naBHbIi nHxenep Kapnos B.C.

Unensl komuccun — Menemkep otnena copita CoMmoB A.M. u

Oxonomuct OT3 Kopones B.C.

3adanue 8. Curyanus:

CocTtaBbTe JOKJIAIHYIO 3aMCKY O KOMaHAUPOBaHUHM paOOTHUKOB HAa CUMNO3UYyM. OCTalbHbIE
PEKBU3UTHI YKAKUTE CAMOCTOSITENBHO.

3aodanue 9. Curyanus:

CocraBbTe 3asBiieHne Ha ums aupektopa [10 «CnaBa» o mpueme Ha padoty M. A. lBaHOBa Ha
JOJDKHOCTB Oyxrantepa. OcTalbHbIC TaHHBIC YKaXHUTE CAMOCTOSTENBHO.

Ilpouzeoocmeennvie 3a0auu

1. Pa3paboraTs 61aHK 00IIecTBa ¢ OTpaHUYEHHOM 0TBETCTBEHHOCTHIO (Oank OO0 «...»)

2. Pa3paborath G1aHK OTKPBITOTO akioHepHOTO o0mecTBa (61aHK OAO «...»)
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3. Pa3paborats Gy1aHK MHANBUIYaTEHOTO TIpeAnpuauMatens (omank WUIT)

4. CocraBbTe MNHCHMO-TIPOCKOY 3aKphITOTO akimonepHoro obmectBa «KPAC-mebens» B
KOMUTET BHEUTHEOKOHOMHUYECKHX CBSI3eH aJIMUHUCTPAlMKM OOJACTH O BBIIEICHUM JIMIIEH3UHM Ha
noctaBky B Kuraii 4000 T Merayuia B CBSI3M C 3aKJIIOYEHHEM KOHTPAaKTa ¢ OOBEIMHEHHEM IO
MEXIYHApOAHOMY COTPYJIHUYECTBY Ha CTPOUTEIBLCTBO JEBATUATAXHOTO oOmexuTus B KpacHomape.
CornacHo KOHTPAKTy OIUIaTa BBIMOJHEHHBIX Pa0OT OyaeT MPOM3BOAUTHCS POCCHICKUMH PYOIIsIMU U
MaTepuaIamH.

5. CoctaBbTe NOKJIATHYIO 3aMMCKY HaYaJbHHUKA OT/ea PYKOBOJUTEIIO MPEAIPUATHS O (akTe
HEBBITMIOJHEHUS] PACHOPsHKEHHUsT O MOHTake OOOpyJOBaHUS Ha YYacTKe [0 TMPUYMHE CJ1aboro
KOHTPOJISl CO CTOPOHBI IITABHOTO MEXaHHUKA.

6. CocTaBuTh ycTaB Opranu3anuu (MpearnpusITys) J1000i OpraHu3alnoOHHO-TIPABOBOM (HOPMBI
1o BamemMy Bei0Opy. OhopMHUTE HA YCTaBE HEOOXOAMMBIE TIOJITUCH H OTMETKH.

7. CoctaBuTh aBTOOHOTpadHIO

8. CocraBuTh 00pa3er] HOMEHKIIATYPbI JIE]I OPTaHU3aIUH.

7.4. OuleHOYHBbIE CPEACTB /1JIsl MPOBeIeHUsI MPOMEKYTOUHOM aTTeCTALMHU
[TpomexyTounas arTectanus — aud.3auer

7.4.1. IlpumepHbIe BONPOCHI 1JIsl IPOBeAeHUs MPOMEKYTOUYHOI aTTecTaunu (Aud.3aqer)

1. KakoB npeMeT TOKYMEHTALMOHHOT0 00eCeueH sl yIpaBIeHus?

2. Kak cCBfI3aHO JOKYMEHTallMOHHOE OOECIEYeHHE YIPaBJICHUS C JOKYMEHTOBEJCHUEM,
JEJIONPOU3BOJCTBOM,

apXUBOBEACHUEM?

3. Kakyio poib Mrpaer JOKyMEHTALlMOHHOE OOecIeueHHe B YINpPaBJIEHUH COBPEMEHHBIMU
opraHu3amusIMu?

4. Kakue HOpPMAaTHUBHO-IIPABOBBIE AaKThl PETYJIUPYIOT JOKYMEHTAllMOHHOE o0ecreyeHue
yrpaBiieHus?

5. KakoBa mnpakTHueckas 3HAUMMOCTh YYEOHOH JUCIHMIUIMHBI <«IOKYMEHTAI[MIOHHOE
obecrieueHre yrpaBiaeHUs»?

6. Kakoif 00beM 1 cojiepkaHne UMEIOT HOHATHS «MH(DOPMAIUI» U «TOKYMEHT»?

7. Kakyro ponb urpaet uandopmanus B odecriedeHuu 3G (HEKTUBHOTO YIIPABICHUS?

8. KakoBbI MCTOUHHMKH MOJIy4EHHsI yIpaBiIeHYecKoi nHopmauu?

9. KakoBbl Ha3HaueHHE U QYHKIUU CIYXKO JOKYMEHTAIIMOHHOTO 00€CIedeH sl yIpaBiIeHUs B
COBPEMEHHBIX OpraHU3aLMIX?

10. Yto Takoe «cucremMa JOKyMEHTAlUu» U «yHU(UIUPOBAaHHAs CUCTEMA JOKYMEHTAUU»?

11. Kakue Bupl ynpaBieHUECKUX JOKYMEHTOB BKJItOUaeT B ce0s1 YHU(DUIIUPOBaHHAS CUCTEMA

OpraHU3al[MOHHO-PACTIOPSAUTENLHON JOKYMEHTAIUH?

12 IloHsATHE: KPEKBU3UT» NOKYMEHTA.

13. YUto Takoe MOCTOSIHHBIE U IEPEMEHHbIE PEKBU3UTHI OPraHU3allMOHHO-PACIOPSAUTEIbHON

JIOKyMeHTauuu?

14. KakoB coCTaB TMOCTOSHHBIX M IIEPEMEHHBIX PEKBU3UTOB OpPraHU3ALMOHHO-
pacnopsAUTENbHON JOKYMEHTAIUU?

15. Kakue peKkBU3NUTBI HCIOJNB3YKOTCS B  3arojJOBOYHOM YaCTH OpraHU3alMOHHO-
pacnopsAUTENbHBIX TOKYMEHTOB?

16. Kakne peKkBHU3UTBI HCIOJB3YIOTCS B COJAEPKATEIBHOM 4YacTH OPAaHU3aLMOHHO-
pacnopsAUTENbHBIX TOKYMEHTOB?

17. Kakue pexkBU3UTHI HCIONB3YIOTCS B OQOPMIISIIOIIEH YacTH OpraHU3allOHHO-
pacnopsAUTENbHBIX TOKYMEHTOB?

18. KakoBbl TpeOoBaHUS K OPOPMIICHHIO TPUKA30B IO OCHOBHOM J1€ATEIHHOCTHU?

19. Kak o¢opMUTb BBIHUCKY U3 NTpHKa3a?

20. Kak odopmuts pemeHue?

21. Kak oopmMuTh nmocraHopieHue?

22.Yto coboit mpencTaBisieT Y cTaB OpraHu3anun?

23.KakoBbl OCHOBHBIE TPeOOBAaHUS K COCTABICHHUIO U OPOPMIICHHIO Y CTaB OpraHu3aiun?

24. Kak opopmuts [lomoxkenne 06 oTaene wiv Ciay)0e opraHu3amnun?
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25. Kak opopMuTh mraTHoe pacnucanue?

26. Kakue TpeGoBaHuUs MPEABABISIOTCS K O(OPMIICHHIO IOTOBOPA, KOHTPaKTa?

27. Yto Takoe MHCTPYKIIHS, KAKOBO €€ cojiepkaHue u opopmieHue?

28. Kakue TpeOoBaHUS MPEABSIBISIOTCS K 0QOPMIICHUIO TPOTOKOJIA?

29. Kak opopMHTH TOKIAAHYIO, CITY)KEOHYIO U OOBSICHUTEIBHYIO 3aITUCKHU?

30. KakoBbI coBpeMeHHbIE TPEOOBaHUS K SI3bIKY M CTHIIIO YIIPABIEHYECKUX TOKYMEHTOB?

31. 13 kakux 4acTeil CKJIaIbIBACTCs JOKYMEHTOOOOPOT OpraHU3aIu?

32. KakoBblI 3Tamnsl paboThl ¢ BXOISAIUME TOKYMEHTaMU?

33. Kak cTpoutcst paboTta ¢ UCXOIAITUMU JOKYMEHTaMu ?

34. KakoBa TexHOJO0THs pabOThl C BHYTPEHHUMH JJOKYMEHTaMU?

35. Kakwue 3a1a4n JOKYMEHTOO00pOTa peIiaeT perucTpamnus J0KyMeHTOB?

36. Kakume ympaBieHYecKHE€ TOKYMEHTBI HE TMOAJEKAT PErucTpaluud B  CIyK0ax
JOKYMEHTAI[MOHHOTO O0eCTieueHus yrpaBieHus ?

37. KakoB NOpsAI0OK pErucTpaliy ynpaBJIeHuYeCKOro T0KyMeHTa?

38. Kakue cyiiecTByOT BUIbl KOHTPOJISI UCIIOTHEHHUS] JOKYMEHTOB?

39. Kakue omepamuu 1m0 KOHTPOJIO HCIIOJHEHHS JOKYMEHTOB OCYIIECTBIISIOT CIYXKOBI
JOKYMEHTAI[MOHHOTO O0EeCTIeueHus! yIpaBieHUs ?

40. Kak ocymiecTBisieTcs CUCTeMaTH3allis U XpaHEeHUe TOKYMEHTOB B OpraHu3aiuu?

41. Yro Takoe neno, ¢ TOYKU 3peHus AoKyMeHToBeneHusi? [lpuBeaute mnpumepsl e,
XPaHALMXCS B OpraHU3aIiu.

42. PackpoiiTe colep:kaHUE IMOHATUS «HOMEHKJaTypa nem». Kakoe NoIKHOCTHOE JHI0 B
OpraHM3aliy OTBEYAET 32 COCTABIICHUE U BBE/ICHUE B ACHCTBHE HOMEHKIATYPHI J1e?

43. KakoBbl peKBU3UThl HOMEHKJIATYPHI €77

44. KakoBa coaepraTeiabHas 4aCTb HOMEHKJIATYpPHhI 1e1?

45. Kakue npu3HaKy 3aBeICHHS JIeJia UCTIOJIB3YIOTCS TTPU (POPMHUPOBAHUM J1€T?

46. KakoB 0CHOBHOM NpuHIIUT (POPMUPOBAHUS JOKYMEHTOB B fena?

47. Kakue HOpMaTHBHBIE TPEOOBAaHUS HEOOXOIUMO COOIIOAATh TP (POPMHUPOBAHUU €T ?

48. YUto Takoe »SKCHEpTH3a ILEHHOCTH [JOKYMEHTOB, M Kakue€ JOJDKHOCTHBIE JMIA B
OpraHM3ally 3aHUMAaIOTCs €€ IPOBEICHUEM?

49. Kakne HOpMAaTHUBHBIE aKThI PETYJIUPYIOT MPOBEAECHNUE DKCIEPTU3BI IEHHOCTU TOKYMEHTOB
B OpraHu3anuu?

50. Yro sBigercs pe3ynbTaTOM IPOBENEHUS DKCHEPTU3bl ILIEHHOCTH JOKYMEHTOB
OopraHu3amuu?

51. Kak ocymecTBisgercs MNOATOTOBKA J€l1 K apXWBHOMY XPaHEHUIO B COBPEMEHHBIX
opraHu3anusx?

52. Kakne 10KyMEHTBI BXOJAT B COCTaB JOKYMEHTAIUH 110 Kajpam?

53. Yto Takoe TpynoBOH KOHTPAKT?

54. KakoBbl OCHOBHBIE U JOTIOJHUTEIbHBIE YCIOBUS TPYIOBOrO KOHTpaKTa?

55. Ha kakoii cpok MOKET OBITh 3aKJIFOUEH TPYIOBOM KOHTPAKT?

56. Yto Takoe nuyHast kapTouka popmbl T-2? Kakas nundopmanus Gukcupyercst B Heil?

57. KakoBsI NTpaBUiIa 3aII0JIHEHUS U XPAHEHHUSI INYHBIX KAPTOYEK?

58. Kakue nelicTBus (PUKCUPYIOTCS B IPHKa3ax Mo Kajapam?

59. KakoBbI cpoKr XpaHEHUS TIPUKA30B?

60. Uro Takoe nuuHoe neno? Kakue TOKyMEHThI BXOAST B €0 cOcTaB?

61. KakoB nopsaok popMupoBaHUS U XpAHEHUS JIMYHBIX €77

62. KakoBel ITpaBuiIa 3a110JIHEHNS TUTYJIBHOTO JIUCTA TPYAOBON KHUKKN?

63. Kakue cBeeHus o paboTHUKE GUKCUPYIOTCS B €r0 TPYI0BOW KHHMKKeE?

64. Kak xpaHsTCS Tpy10BblE KHWKKH, U BEAETCA UX y4eT?

65. Kakasg OprrexHmka HCIOJB3YEeTCS JUIsl COCTABJIEHHMS JOKYMEHTOB B COBPEMEHHOM
JEJI0NPOU3BOJCTBE?

66. Kakasi oprrexHuka HCIOJNb3yeTcsl AJsl TMOWCKA, XpaHEHHs] U Tepefauyd JOKYMEHTOB B
COBPEMEHHOM JIEJIONIPOU3BOJICTBE?

67. KakoBBbI BO3MOKHOCTH KOMITBIOTEPHBIX TEXHOJIOTHUH B JOKYMEHTAITMOHHOM O0OECIICYCHUH

ynpaBieHus?

68. KakoBbl BO3MOKHOCTH CPEACTB TEIEKOMMYHHUKAIIMH B TOKYMEHTAI[MOHHOM O0ecrieueHu!
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yrpaBJiieHus ?
69. B kakux ciyyasx NPUMEHSIOTCS CTaHAApTHbIE O(HCHBIE MPOTpaMMbl B OpraHH3alMU
JIEJIOTIPOU3BOJICTBA?

7.4.2. TlpuMepHbIe 3224 /1JIs1 MPOBeAeHHUsI POMEKYTOUHOI aTTeCcTAllMU

1. O¢opmMuThs NMpPUKA3 M0 OCHOBHOW JIEATEILHOCTH CO BCEMH PEKBU3UTAMH SpOCiiaBCKUi
rocy/apcTBeHHbIN yHUBepcuTeT. [Iprka3 o HaydHO-MCCIEA0BATENbCKON paboTe Ha JETHUI MEPUO/I.
B cooTBercTBMM ¢ MJIAaHOM Hay4YHO-HMcCienoBaTenbckoi pabdorel Ha 2009/2010 yuebHbI TOA
npukasbiBaio: 1. HampaBuTh B nepuoj J€THUX KaHUKYJ HAYYHYIO SKCIEAUIIMIO I U3yYCHHS S3bIKa
u Qonpkiaopa HapomoB Cesepa. 2. 3aBeayromlyro Kadeapoil pPyCCKOTO s3bIKa H JIMTEPATYPHI,
KaHauaata (QUIONOrMYECKUX Hayk, 1omeHta CkBoproBy A.A. Ha3HAYUTh PYKOBOJUTEIEM
skcnequuu. 3. PykoBoaurtento skcrnenuiun CkBoproBoid A.A. NpeACTaBUTh Pa3BEPHYTHIN IJIaH
paboThl JKcIeauIuu Ha 3acenanue YdeHoro cosera 18.05.2010. 4. KoHTposib 3a HCHOJHEHHUEM
IIpUKa3a BO3JIOKUTh Ha cekperaps YyeHoro cosera Kosanenko @.II. Pexrop yHuBepcurera
I1.B.I'openos

2. Odopmurs pacnopsizkenue co BceMu pekBuzutamu Otnenenne «MHTYpHCTY.
PacriopsbkeHue O BBIMIOJIHEHUH MEPOIPHUATH MO MOATOTOBKE Jareps B mocenke [7eboBckoe.
Spocnapne. [ns opranuzanuu paboT MO MOATOTOBKE Jiareps B mocenke ['neGoBckoe M B IENAX
obecrieyenust BoIModHEeHUs1 Pacnopspkenust ['maBunTypucra ot 26.03.2010 Ne 17 oOGs3piBaro: 1.
JupexropoB roctununl Crtporanoy W.IIL., T'aBpunoBy A.W.: 1.1. OTkomanaupoBaTh B Jarepb Ha
nepuoa ¢ 18.05.2010 mo 10.06.2010 pabouux CTPOUTENBHBIX CIEIUAIBLHOCTEH JIJISi BBIMOJIHEHUS
pabot c¢ omaroit mo cpenHemy. 1.2. CocTtaBuTh IUIaH peMOHTHBIX pabor no 20.04.2010. 1.3.
Obecrieuntsh pabOTAOIIKUX HEOOXOJUMBIM 00OpyJOBaHHMEM M HUHCTpyMeHTOM. 2. Kontponp 3a
HCIIOJIHEHUEM PACIOPSDKEHUsT BO3JOKUTh Ha THaBHOro MHkeHepa batypuna B.I. I'enepanbHblit
nupexrop B.C.VBanos

3. OdopMuTh AOKJAIHYI 3aNHMCKYy CO BCEMH pPEKBU3UTaMH MexXaHHUYECKUH 3aBOJI.
JloknamHasi 3ammcKa O HECOONIOJICHHMHM TEXHUKM O0e30macHOCTH Ha cTpoitydactke. CTpoHTENbHO-
MOHTakHOe ynpasiieHue Ne 1. I'maBHoMy nnxkeHepy UrnarbeBy C.®D. 3aBoj HEOAHOKPATHO CTaBUI
nepes Bamu Bonpoc 0 co0ntoAeHNH TEXHUKH 0€30I1aCHOCTH Ha CTPOHYUYacTKe.

Opnako no cux nop: 1. OTCYTCTBYIOT OrpakieHUsI B MECTaX MPOM3BOACTBA CTPOUTEIBHBIX
pabort. 2. He orpaxxgatroTcsi Mecta cBapoOYHbIX paboT, TJie MOTYT MajaTh NPEeAMETHI C BBICOTHIL. 3. Ilpu
IIPOU3BOJICTBE pabOT B paifoHEe MeXaHOCOOPOYHOIO Iiexa BeAeTCsl OSETOHMpPOBAHHE KOJOHH, XOTS
OrpakJieHHe KOTJIOBaHa He cjaenaHo. IIpomy cpouHo mnpuHsITh Mepbl. MHXeHep MO TeXHHKe
6e3onacuoctu B.C.Mnbun

4. OopMuTH CIPABKY CO BCEMU peKBU3UTaMU PeMOHTHO-cTpouTenbHOe ynpasieHue Ne 21.
CnpaBka 0 XO0/€ KalmUTAJIbHOTO pPEMOHTa >XWJIbIX JoMoB mo IuaHy [ kBaprama 2010 ropa.
Havanpnuky VYmnpaenenus kanurtanbHoro pemonta IlpaBurensctBa fpocnasis CamoitnoBy C.U.
BBoa B akcruryatanuio >kwiioi miomanu no miany | kBaprama 2010 roma cocrasusier 5324 m2 .
CmoHTHpOBaHO *)ujoi twiomaan 4066 M2 , MOIIEKHUT JEMOHTaXY U MOHTaxy 1574 m2 . Ilepenano
noJt otaesiounsle padotsl 2551 M2 . [lepenano moa CaHTEXHUYECKUE U AJIEKTPOTEXHUYECKUE PAOOTHI
4066 M2 . B CMOHTHPOBaHHBIX ITOMEIICHUAX IOJUIEKAT  BBIIOJHEHUID BHYTPEHHHE
CTOJIAPHOOT/IENIOUHBIe paboThl oobeMoM 1500 M2 . HeynosnerBoputenbHo BeayTcst padorsr CY-11
Tpecta Ne 3 1o ueHTpadTbHOMY OTOIUIEHWIO, BOJOINPOBOJAY M KaHamu3auuu B jgome N 55 1o
npocnekty MamuHoctpouteneid. HauanbHUK peMOHTHO-CTpoUTENbHOIO yrpasienus B.I.Kapnos.

5. Od¢opmurs cnpaBky co BceMH pekBusuTamu IIpubGopocTpoutenbHbI  3aBOJ
(yn.dAmutpuena, n.25, Spocnasinb, 193198, 1en.298 87 34). CnpaBka B HaJIOTOBYIHO HHCHEKIIHMIO
3aBoskckoro paiiona Spocnasns. Epemun Bacunnit MuxaitnoBud paboTaer Ha 3aBojie cliecapemM
MexaHocOopoyHoro nexa. CpemHemecsyHas 3apaboTtHas miuara 9700 py6neit. [{upexkrop 3aBoxaa
N.N.Kapnos. ['naBusIif Oyxrantep A.A.AOpamoBa.

6. Odopmurp akT co BceMHM pekBU3UTaMu 63 ['7aBHOE yNpaBlieHWE NPOMBIIIIEHHOCTH
CTPOUTENbHBIX  MaTepuanoB. AKT  yCTaHOBJIEHUS  (AKTUYECKOM  MPOU3BOJIUTEIBHOCTH
TEXHOJIOTMYECKON JMHUM. Tr.SpocnaBnb. OcHOBaHME: IPUKAa3 MUHUCTPAa IPOMBIIIIEHHOCTH
ctpoutenbHbix MaTepranoB oT 10.09.2009 Ne 108. Ilpencenarens — rJIaBHBIA TEXHOJIOT YIPABICHUS
Ilerpos JI.M. Unensl koMmuccuu — pykoBoauTens jgaboparopun Maxkapos C.U., crapmmii nHXeHep
naboparopun CumaxoB FO.B. IIpucyrcTBoBan riaBHbiil nHxeHep 3aBoaa Ne 1 Pagun ML.I1. B nepuon
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¢ 10.10.2009 mo 12.10.2009 xomuccusi mpoBena pabOTy MO YCTAHOBICHHUIO (DAKTUUCCKOM
MIPOU3BOIUTEIILHOCTH TEXHOJIOTUYECKOW JIMHUHM TI0 M3TOTOBIICHUIO aCOECTOIIEMEHTHBIX JIMCTOB Ha
3aBoje Ne 1. JIuHus nmpuHATa B 9KCIUTyaTanuo B Aekaope 1998 r. co cpenneit mpon3BoIuTEILHOCTHIO
250 nucrop/yac. 3a mpolueAniee BpeMs MPOU3BOAUTENBHOCTD JIMHUM 3HAYMTENBHO BO3pocia. s
YTOYHEHHSI TPOU3BOJUTEIBHOCTH JMHUM W KadecTBa MPOIYKIMM KOMHUCCUS paccMOTpena
MaTepHalbl: CBeIEeHUS O padoTe JIMHUM 3a BECh NEpUOJ; (PH3MKO-MEXaHWYeCKHe Mokaszarenu. B
pe3ynbTraTe KOMHUCCHS OIpeAeNuia YacoBYIO MPOM3BOAUTENbHOCTh JUHMM B 400 1HCTOB, 4TO
COOTBETCTBYET ro/1oBoii MomHOCTH 300 MiH.MCTOB B roja. CocTaBieH B Tpex 3K3eMIiunipax: 1-i —
I'maBacbecry; 2-ii — HUMnpoekracOecty; 3-if — 3aBogy N 1. YTBepkaaeT 3aMecTUTEIh MHHHCTPA
A.B.Ceprees.

7. OdopMuThH NPHUKA3 O MPUEME Ha padOTy CO BCEMH PEKBU3UTAMHU AKIIMOHEPHOE OOIIECTBO
3akpeiToro THna "[Ipuboit". SpocmaBnb. Ilpukas. Hasznaunte AmnzapeeBa Cepres IlerpoBuua
HavanpbHUKOM Jabopatopun N 3 ¢ 03.02.2010 ¢ oxjagoM COIVIACHO IITAaTHOMY pPacCHHCAHUIO.
OcHoBanue: 3assienue Anzapeesa C.II. ot 01.02.2010 ¢ Bu3aMu HauyalbHHKA OTAENA KaApOB U
rimaBHoro oyxranrepa. {upexrop AO3T M.O.I1aBoB

8. O¢dopmuts npuka3 o0 yBOJBHEHHU CO BCEMHU PEKBU3UTAMH AKIIMOHEPHOE OOIIECTBO
3akpbiToro tuna "[lpuboi". Spocnaib. Ilpukas. Yeomuts ['opoxoBa CranucnaBa IlerpoBuua,
umxenepa 1exa Ne 2, ¢ 15.02.2010 no coGcTBeHHOMY KenaHuI0 B cooTBeTcTBUH 1.3 c1.77 TK PO.
OcHoBanue: 3asBienue ['opoxosa C.II. or 01.02.2010. Hupexrop AO3T M.O.IlaBnos. Busel
HavyanpHuka 1exa N 2 CemenoBa B.U., nauanpHuka otaena kaapoB HukonaeBa K.C., rmaBHOro
oyxrantepa Hukudoposoii B.JI.

8. OBYYEHHE CTYAEHTOB-UHBAJIN10OB n CTYJAEHTOB C
OI'PAHUYEHBIMH BO3MOXHOCTSAMMU 310POBbs

[Topsimox 0OyueHHs] MHBAJIUIOB U CTYACHTOB C OIPAaHMYCHHBIM BO3MOXKHOCTSIMHU OTIPE/ICIICH
[Tonoxenne Kyol'Y «O6 oOydeHHMH CTYJEHTOB-MHBAJIMIOB M CTYAEHTOB C OIpaHHMYEHHBIMU
BO3MOXKHOCTSIMU 3/I0POBbBSI».

JUis un ¢ orpaHMYEHHBIMH BO3MOKHOCTSIMH 3JI0pOBbsI IIPEYCMOTPEHBI 00pa30BaTelIbHbIE
TEXHOJIOTUH, YUUTHIBAIOLINE OCOOEHHOCTH U COCTOSTHUE 3710POBbsI TAKHX JIULI.

9. JOINOJIHUTEJIBHOE OBECITEYEHUE JUCHUIIJIMHBI
He mpenycMoTpeno
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