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1. TACHOPT PABOYEM NPOIPAMMBI YUEBHOW JIUCIHUAILIAHBLI OIL05

«JlokyMeHTAIlHOHHOE o0ecreyeHue yIpaBJIeHUus»

1.1. O6sacTh NPUMEHEHHUS TPOTrPAMMBI

PabGouass mporpamma yueOnou muctumuHbl OIL05 «/lokymeHTanmonHoe oOecredeHue
YIOPABJICHUSD SIBISCTCS YacTbiO MPOrpaMMbl MOJATOTOBKM CIEIMAIMCTOB CPEIHEr0 3BEHA B
cootrBercTBUU ¢ @I'OC CIIO no cnenuanbroct 21.02.05 3emMenbHO-UMYIIECTBEHHBIE OTHOIIEHUS B
YacTH OCBOCHHUS O00IIenpodecCHOHATbHON  TUCHMIUIMHBI «J{OKyMEHTallMOHHOe obOecreueHue
yIpaBJiICHUS» W MpEIHa3HA4YeHA ISl OCBOCHUSI O0ydJarommMucs cooTBeTcTByromux oommx (OK) u
npodeccuonanbubix (I1K) komnerenuuii:

OK1-0OK9,IIK 1.1 -TIK 4.6.

1.2. MecTo y4ueOHOIi TMCHMIIMHBI B CTPYKTYpe NPOrpaMMbl NOATOTOBKH CHEHHAJHCTOB
Cpe/lHero 3BeHa:

Hucuummna Bxogut B IIpodeccroHanbHblii  y4eOHBIH UK yuyeOHoro tuianHa, OII
O6menpodeccuoHaabHbIE TUCITUTUIHHBI.

Hucuumumna OIL05  «JlokymeHTaloHHOE oOOecreyeHne YIpaBiICHUS» OMUPAETCs Ha
MPeUIECTBYIONINE NUCHUIUIMHBL: «ODKOHOMHKA OpTraHu3aluu» U (HOpMUPYeT KOMIETCHLUHU s
ocBOeHUs nocneayomux nucuuiuini: «lIpaBoBoe obecrnieuenue npodecCuoHaIbHON AeSTEIbHOCTIY,
«OCHOBBI MEHEPKMEHTA U MAPKETHHTa», « IKOHOMUYECKUIN aHATIH3.

1.3. Heau u 3agaum y4yeOHOW IMCHUILUIMHBI — TPeOOBAHUA K Pe3ybTAaTaM OCBOECHHUS
AUCUMIIHHBI:

Llenp - u3yueHue BUIOB O(PUIMATBHBIX JOKYMEHTOB M TpeOOBaHMI K UX COCTaBICHHUIO U
o opMIICHHUIO.

OCHOBHBIMU 3aJladyaMH JUCLHUIUIMHBI SBISIOTCS OCBOCHHE MpPaBHJI OpraHU3anuu paboThl ¢
JOKYMEHTaMU; TIOPsIIKa OPraHu3aluu paboT M0 AEJIONPOU3BOICTBEHHOMY 00CTYKMBAaHUIO; TPUEMOB
COBPEMEHHOT0 JIeTIOMPOU3BO/ICTBA.

B pesynbrare u3ydeHus o053aTeIbHON YacTH y4eOHOT 0 IUKIIA 00YYaIOIIUICs JOKEH:

3HATh:

- 00 OCHOBHBIX MOJIOKEHUAX 110 TOKYMEHTHPOBAHUIO YIIPABICHUYECKOH NesATEIbHOCTH;

- TEPMHUHOJIOTHIO B 00J1aCTH JOKYMEHTALlMOHHOT'O 00ECIIeYeH s yIpaBICHUS

- 0 paBuiIax 0pOpMIICHHS JOKYMEHTOB;

- HOpMAaTUBHbIE JOKYMEHTbI, pErjaMeHTHPYIOIIMEe COCTaBlieHue U  oopMICHHE
OpTraHU3aIOHHO-PACTIOPSAUTENBHBIX TOKYMEHTOB

- 00 yHU(UKALUY U CTaHJAPTU3AIMH YIPAaBIEHYECKUX JOKYMEHTOB

- (hOpMBI, METO/IBI ¥ CUCTEMBI JOKYMEHTHPOBAHMUS,

- MOPSAIOK OPTaHM3alMH JOKYMEHTOB B KOMILJIEKCHI;

- 3aKOHOJATENIbHBIE aKThl M HOPMATHUBHBIE JTOKYMEHTHI IO OpraHU3aliu paboThl ¢
JTOKYMEHTAIUEH;

- MpaBUJIa COCTABJICHUS U 0(OPMIICHUIO Pa3IMUHBIX BUJOB JJOKYMEHTOB;

- TpeOOBaHUS K TEKCTY CITY>KEOHBIX TOKYMEHTOB;

- o01Ire mpaBuiia OpraHu3ay padoThl ¢ JOKYMEHTaMH

YMETh:

- IOJIb30BAThCS N3YUYEHHBIMH CTaH/IaPTU3UPOBAHHBIMU TEPMHUHAMU;

- MPUMEHSATh Ha TPAKTHKE TOCYHapCTBEHHBIE CTaHAAPTHl, JPYrde€ HOPMATHUBHbIE W
METOAMYECKUE JOKYMEHTHI, PErjJaMeHTUPYIOIINE OPTraHU3alMi0 JOKYMEHTAIIMOHHOTO oOecreueHus
YIPaBIICHUS;

- COCTaBJSATh W TPAaBWIBHO (B COOTBETCTBUH C JCHCTBYIOIIMMH HOPMAaTHBHBIMHU
JOKYMeHTaMu) 0(hOpMJIISITh OCHOBHBIE BU/IbI OPraHU3alMOHHO-PACTOPATUTENbHBIX JOKYMEHTOB;

- BBINOJIHATH ONpEAETICHHbIE BUABI PadOT MO OpraHu3anuud paboT ¢ JOKYMEHTaMH B
YUPEXKICHUSAX;

- opopMiIsATH HOMEHKJIATYpy Jenl U (GOopMHpOBaTh Jella B COOTBETCTBUU C
HOMEHKJIaTypoOi Jelr;

- OCYIIECTBISATH IOKYMEHTHPOBAHNE M OPTaHU3ALUIO PAOOTHI C IOKYMEHTaMU;

- M0JIb30BAaThCS OCHOBHBIMH HOPMAaTHBHO-IIPABOBBIMH JOKYMEHTaMHU B 00JacTH
JTOKYMEHTHPOBAHUS

- COCTaBJIATh U O(OPMIISITH Pa3INYHbIE BUIbI JOKYMEHTOB.
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1.4. IlepeyeHb NIAHMPYEMbIX Pe3yJbTATOB OO0yYeHHs] O IUCHUILIMHE (MepedYeHb
(opMupyeMbIX KOMIIETEHIHIT)

Wunexc ConeprkaHre KOMIICTCHITUU B pesynbraTe n3ydeHus yueOHON TUCIUTUIMHBI 00yYJaronrecs
KOMITETCHIT | (WMJIH €€ J9acTH) JTOJKHBI
1704 3HATh YMETh
OK 1 [NoHnMaTk CynHOCTh U - 00 OCHOBHBIX TOJIOKEHUSX TIO - TOJIB30BATHCS U3yUYCHHBIMU
COLIMAIBHYIO 3HAYIMOCTh JIOKYMEHTHUPOBaHHUIO CTaHIapPTU3UPOBAHHBIMHU
cBoei Oynymeit mpodeccnu, YIIPaBICHUYECKOHN JAESATEILHOCTH; | TEPMUHAMU;
MPOSIBIISAITH K HEH - TEPMHUHOJIOTHIO B 001aCTH
YCTOMYHUBBIA UHTEPEC JIOKYMEHTAIlMOHHOTO
obecrieyeHust
yIpaBiIeHUs
OK 2 AHanM3upoOBaTh COIUAILHO- | - O MpaBHIIaX 0hOPMIICHUS - MPUMCHSITH HA TIPAKTHUKE
9KOHOMUYECKHE U JIOKYMEHTOB; roCcyAapCTBEHHbBIE
MOJIMTHYECKHE TIPOOTIEMBI U - HOPMaTHUBHBIE TOKYMEHTHI, CTaHIaPTHI, IpyTHE
MPOIIECCHI, UCIIOIB30BaTh periIaMeHTHPY OIS HOpPMATHUBHBIE U
METO/Tbl T'YMaHUTapHO- cocraBieHne U ohopMIIeHHE METOUYECKHe
COLIMOJIOTHYECKNX HAYK B OpraHu3aIoHHO- JIOKYMEHTBI,
Pa3IMYHBIX BUIAX PaciopsANTEIBHBIX periiaMeHTHPYIOIIUE
poecCuoHaIbHOHN U JIOKYMCHTOB OpTraHH3aIHIO
COLIMAJIbHOM JIeATEIIBHOCTH. JIOKYMEHTAI[AOHHOTO
oOecreveHus YIpaBJICHUS;
OK 3 OpraHn30BBIBaTH CBOIO - 00 yHu(puKauu u - COCTaBJISITH U MPAaBUJILHO (B
COOCTBEHHYIO JeSTETHHOCTE, CTaHJAPTHU3ALNN COOTBETCTBHH C
OTIPEETISATH METOMIBI U YIpaBIE€HYECKUX TOKYMEHTOB JIEHCTBYIOIIUMHU
CHOCOOBI BBITIOTHEHHS - (hOpMBI, METOMBI ¥ CUCTEMBI HOPMATHUBHBIMU
mpohecCUOHANIBHBIX 33j1a4, JIOKYMEHTHUPOBAHHS, JIOKYMEHTaMH ),
OIIEHHUBATH UX - MOPSZIOK OpraHU3aIiH - 0 OpMIISTH OCHOBHBIC
3((HEeKTUBHOCTD U Ka4€CTBO JIOKYMEHTOB B KOMILJICKCHI; BUJIbI OPTaHN3AIMOHHO-
pacnopsAUTENBHBIX
JIOKYMEHTOB,
OK 4 Pemates mpoGiemsl, - TIpaBUjIa COCTABICHUSA U | - OCYIICCTBIISTH
OIICHUBATh PUCKH U 0 OPMITEHUIO Pa3ITUIHBIX JIOKYMEHTUPOBaHUE U
MPUHUMATH PEIICHUS B BUJIOB JTOKYMCHTOB; OpraHMU3aInio PaboTHI C
HECTaHIAPTHBIX CUTYaIHIX. - TpeOOBaHUS K TEKCTY JIOKYMEHTaMH;
CITY)KE€OHBIX JIOKYMEHTOB;
OK 5 Ocy1ecTBIATh MOUCK, -3aKOHOJATENbHBIC aKThI U - opopMIIATh
aHaJIN3 U OLIEHKY HOpMaTHBHBIE JOKYMEHTHI 110 HOMEHKJIATYpy AeT U
rH(popMaITiu, HeOOXOTUMOMA OpraHU3aIuH PaboTHI ¢ (hopMupoBaTh Jeja B
JUTSL TIOCTAHOBKH M PEIICHUS JIOKYMEHTAIINEH; - 001Ire COOTBETCTBHH C
mpohecCUOHATBHBIX 33/1a4, MpaBUJIa OPTaHU3alluu pa0OThI C | HOMEHKIJIATYPOM JIEIT;
Mpo¢eCCHOHANTBEHOTO U JIOKYMEHTaMH - MIOJTE30BATHCS
JUYHOCTHOTO Pa3BUTHUS OCHOBHBIMH HOPMAaTHBHO-
MPABOBEIMH JJOKYMEHTaMH B
o0jacTu JOKYMEHTHPOBAHHUS
OK 6 PaboTaTh B KOJIJIEKTHUBE U - 00 OCHOBHBIX TTOJIOKECHHUSX 10 - BBITIOJTHATE OTIPECIICHHbBIC
KOMaHie, 00eCTIeunBaTh €¢ JIOKYMEHTUPOBaHUIO BUJIBI Pa0OT MO OpraHHU3aAIUN
crutoueHue, 3QPpekTuBHO YIPaBIEHYECCKOHN NEATEIBHOCTH; | pabOT C JOKYMEHTaMH B
00IIAThCSI C KOJUIEraMH, - (hOpMBI, METOJTBI 1 CUCTEMBI YUPEXKISHUSX;
PYKOBOJCTBOM, JOKYMEHTHPOBAHHS
MOTPEOUTEISIMU.
OK 7 CaMOCTOSTENBHO ONPECTSITh - o0mmume - BBIOJHATD
3a]1a9u MPOQECCHOHATBHOTO MpaBwJia OPTaHU3AIUU OTIpeIeTICHHBIE BUIIBI
Y JIMYHOCTHOT'O Pa3BUTHS, paboThI C paboT Mo opraHu3anuu
3aHUMAThCS JIOKyMEHTaMH paboT C TOKYMEHTaMH B
camMo00pa3oBaHUEM, YUPEXKICHUSX;
OCO3HAHHO TUIAHHPOBATh




Nunexc

COI[Cp)KaHI/IC KOMIICTCHIINHA

B pesynbraTe nzyuenus yuyeOHON IUCIMIUIMHBI 00YYaloONIrecs

KOMITETCHIT | (MM €€ J9acTH) JTOJIKHBI

17078 3HATh YMETh
MOBBIILICHHE KBATH()UKALHH.

OK 8 BEITh TOTOBBIM K CMEHE -3aKOHOJATEIIFHBIE aKThl U - 0(OpMIISITH HOMEHKIIATYPY
TEXHOJIOTHH B HOpPMaTHBHBIE JOKYMEHTHI 110 Jen 1 (hopMHUpOBATH JieNa B
npodeccuoHanbHON opraHu3anuu paboThl COOTBETCTBHH C
JeSITeNbHOCTH C TOKYMEHTaIHEeH; HOMEHKIJIaTypOH JIeJT;

- TI0JTB30BATHCS OCHOBHBIMHU
HOPMAaTUBHO- IIPaBOBBIMU
JOKYMEHTaMH B 00JIacTH
JIOKYMEHTHUPOBAHUS

OK 9 YBaXHATEIHHO U OEPEKHO - 00 yHU(UKAIIH U - BBITIOJTHATH
OTHOCHUTBCSA K CTaHAAapTH3aLUU OTIpeJIeICHHBIE BUIBI
HUCTOPUYECKOMY HACIEIHIO U YHpaBICHYECKUX pabot no opranuzanuu
KYJIBTYPHBIM TPaIUIHUIM, JIOKYMEHTOB paboT ¢ TOKyMEHTaMH B
TOJICPAaHTHO BOCTIPUHUMATD YUPEKACHUSIX;
COLUANbHBIC U KyJIbTYPHBIC
TpaauIIuU

OK10 Coburonath mpaBmiia - obmmme - BBITIOTHATH
TEXHUKHU 0€30MMacHOCTH, MpaBuiIa OpraHU3alnuu OTIpeJIeICHHBIE BUIBI
HECTH OTBETCTBEHHOCTH 32 paboThI ¢ pabot no opranuzauuu
OpPTaHMU3AIHI0 MEPOTPHITUN JIOKYMEHTaMH paboT ¢ JOKyMEeHTaMH B
1o 00eCIeYeHUI0 YUPEKACHUSIX;
0e30IacHOCTH TPYAA.

K 1.1 CocCTaBnsATh 3€MENbHBIN - (hOpMBI, METOJTBI | CUCTEMBI - COCTaBJIATH U OQOPMIISTH
OanaHc paiioHa JOKYMEHTHPOBAHHS pasiIugHbIC

BUJIbI JOKYMEHTOB

11K 1.2 IToarorasmusath - 00 OCHOBHBIX - BBIIIOJIHATH
JIOKYMEHTAIIHIO, MTOJIOKEHUSX T10 OTIpeIeTICHHBIE BUIBI
HEOOXOIUMYIO JIJISI IPHHATHS | JOKYMEHTHPOBaHUIO paboT 1o opraHu3anuu
YIpaBICHUYECKUX PEHICHUH YHpaBIEHYECKOM paboT ¢ ToKyMeHTaMH B
IO DKCIUTyaTaIiy U NEeSITeNTbHOCTH; YUPEXKICHUSX;
pPa3BUTHUIO TEPPUTOPHUIA.

K 1.3 I'oToBUTH penIOKEHNS O - IpaBUJIa - 0OPMJISITH OCHOBHBIE
OTIpEAETICHUIO COCTaBJICHHUS U OOPMIICHHIO BUJIbI OPTaHU3AIOHHO-
9KOHOMUYECKON Pa3IMYHBIX BUAOB JOKYMEHTOB; | pacHOPSAUTENbHBIX
3¢ (HEeKTUBHOCTH - TpeOOBaHUS K TEKCTY JIOKYMEHTOB;
WCTIONB30BaHMS UMEIOLIETOCS | CIIY>KEOHBIX TOKYMEHTOB;

HEABIKMMOTO HMYIIIECTBA.

IIK 1.4 YyacTBOBaThH B - 00 OCHOBHBIX TTOJIOKCHHUSX 110 - BBITIOJTHATE OTIPECIICHHbBIC
MPOEKTHUPOBAHUH U aHAIIN3E JOKYMEHTHUPOBAaHUIO BUIBI pabOT IO OpraHu3aLuH
COLIMAIbHO-3KOHOMHUYECKOT0 YHpaBIEHYECKOH paboT ¢ ToKyMeHTaMH B
pa3BUTHUS TEPPUTOPHH. JeSITeNTbHOCTH; YUpEXKISHUSIX;

IIK 1.5 OcymiecTBIAT MOHUTOPHUHT -3aKOHOJATEIILHEIC - ohopmMITATH
3eMeJNb TePPUTOPHI aKTBHl 1 HOPMAaTUBHBIE HOMEHKJIATypy A€l U
JOKYMEHTBI TI0 (hopmupoBath nena B
OpraHM3annu paboOTHI C COOTBETCTBHH C
JOKyMEHTAINEH; HOMEHKIJIaTypOH JIeJT;
- IIOJIb30BATHCS] OCHOBHBIMH
HOPMaTHBHO- IPABOBBIMHU
MIOKyMEHTaMH B 00J1aCTH
JOKYMEHTHUPOBAHUS
K 2.1 BreInonHATE KOMILIEKC - (hOpMBI, METOJBI 1 CUCTEMBI - COCTaBIATH U OPOPMIISTH
KaJIaCTPOBBIX MPOLIEAYD. JOKYMEHTHPOBAHHS pa3iIrYHbIC BUIBI
JOKYMEHTOB
[IK 2.2 Onpenenars KagacTpoBYyIO - (hOpMBI, METOBI 1 CUCTEMBI - COCTaBIATH U OPOPMIISTH

CTOMMOCTB 3€MCIJIb.

JOKYMEHTHPOBAHHS

Ppa3IN4YHbIC BUABI
JOKYMCHTOB




Wnnexc CopnepkaHre KOMIETEHIIUU B pesynbraTe nzyuenus yuyeOHON IUCIMIUIMHBI 00YYaloONIrecs
KOMITETCHIT | (MM €€ J9acTH) JTOJIKHBI
un 3HATh YMETb
K 2.3 BrinonHATs KanacTpoByro - (hOpMBI, METOIBI 1 CUCTEMBI - COCTaBIATH U OPOPMIISTH
CBEMKY. JNOKYMEHTUPOBAHUS pas3yIn4Hble BUBI
JIOKYMEHTOB
[IK 2.4 OcymiecTBIATh KaAaCTPOBBIM - (hOpMBI, METOJBI 1 CUCTEMBI - COCTaBIATH U OPOPMIISTH
U TEXHUYECKHUH yUueT JOKYMEHTHPOBaHHUS pa3nuYHbIe BUABI
00BEKTOB HEABI)KUMOCTH. JIOKYMEHTOB
[IK 3.1 BeinonsaTs paboTel 110 - (hOpPMBI, METO/IBI U CHCTEMBI - COCTaBJIATH U 0QOPMIIATH
Kaptorpado- JOKYMEHTHPOBaHHMS pa3nu4HbIe BUABI
re0Ie3UIECKOMY JOKYMEHTOB
00eCIeUYeHUIO TePPUTOPHUH,
co3zaBath rpaduyeckue
MaTepHabl
IIK 3.2 Hcnonp3oBaTth 3aKOHOJIATEIHHBIC aKTHI U - oopMIIATh
roCyJapCTBEHHBIE HOPMAaTUBHBIE JOKYMEHTBI IO HOMEHKIIaTypy A€l U
reoJIe3NIECKIE CETH U UHBIE opraHu3zanuu paboThl ¢ (hopmupoBats nena B
CeTH AJIsl IPOU3BOJICTBA JOKyMEHTallueH; COOTBETCTBUH C
Kaprorpado- reoae3nIecKux HOMEHKJIaTypOH JIeJI;
pabor. - TIOJTE30BATHCS
OCHOBHBIMH HOPMaTHBHO-
IPaBOBBIMH JJOKYMEHTaMHU B
001aCTH JOKYMEHTHPOBAHHUSI
I[IK 3.3 Ucnones3oBaTh B - (hOpMBI, METOJBI 1 CUCTEMBI - COCTaBIATH U OPOPMIISTH
[PaKTUYECKOH AEATEIbHOCTH JOKYMEHTUPOBAHUS pas3yIn4Hble BUBI
reonH(pOpMaIMOHHbBIE JOKYMEHTOB
CHUCTEMBI
[IK 3.4 Onpenenars KOOpAUHATHI - (hOpMBI, METOBI 1 CUCTEMBI - COCTaBIATH U OPOPMIISTH
I'paHMIL] 3€MEJIbHBIX YYaCTKOB | JOKYMEHTHPOBAHUS pas3yIn4Hble BUBI
U BBIYUCIISITh MX IIOUIAIN. JIOKYMEHTOB
IIK 3.5 BrinonHATs MOBEpKyY U - (hOpMBI, METOBI 1 CUCTEMBI - COCTaBIATH U OPOPMIISTH
FOCTUPOBKY T'€0/1€3MUECKUX JOKYMEHTHPOBaHHMS pa3inu4HbIe BUABI
npuOOPOB M HHCTPYMEHTOB. JOKYMEHTOB
TIK 4.1. OcymiecTBIATh cOOp U - 00 OCHOBHBIX TTOJIOKECHHUSX 110 - BBITIOJTHATE OTIPECIICHHbBIC
00paboTKy HEOOXOIUMOH 1 JOKYMEHTHUPOBaHHUIO BUIBI pabOT N0 OpraHu3aLuH
JOCTATOYHON HHpOpMAUH YIPaBJIEHYECKON AEATEIbHOCTH; paboT ¢ TOKyMEHTaMH B
00 00BEKTE OIICHKH U YUPSIKICHUSIX;
aHAJIOTHYHBIX 00BEKTaX
[IK 4.2. [Ipon3BoauTs pacueTsl MO - o01mme npaBuiia OpraHnu3alun - BBINIOJIHATH ONPEJECIICHHBIC
OLIEHKE 00BEKTa OLIEHKHU Ha paboThI C TOKyMEHTaMHU BUJIBI pa0OT 1O OpraHU3ALIN
OCHOBE IIPUMEHUMBIX paboT ¢ TOKyMEHTaMH B
MIOJIXOJI0B U METOJIOB OIIEHKH. YUPESKISHUSX;
T1IK 4.3. 006001aTh pe3yIbTaTHI, - 00 OCHOBHBIX ITOJIOKEHUSX I10 - BBITIOJIHATD OIPEJECIEHHBIE
[OJIy4EeHHbIE TIOAXOAAMU, U JOKYMEHTHUPOBAHUIO BUJIBI pa0OT 1O OpraHU3ALIN
naBaTh 00OCHOBAaHHOE YIPaBIEHYECKOH EATEIBHOCTH; paboT ¢ ToOKyMeHTaMH B
3aKIIf0YeHre 00 UTOroBOM YUPEKICHUSX;
BEJIMYMHE CTOMMOCTHU - o(opMIIATE OCHOBHEIE
00BEKTa OLICHKH BUJIbI OPraHU3AI[IOHHO-
pacopsiANTENBHBIX
[IK 4.4 PaccuurtsiBaTh cCMETHYIO - (hopMBI, METOBI U - COCTaBIIAATh U
CTOMMOCTb CUCTEMBI 0(hopMIIAT pa3IuYHbIC
3JaHUU U COOPYKEHHHU B JOKYMEHTHPOBaHHS BUJIBI JOKYMEHTOB
COOTBETCTBHH C
JEUCTBYIOITUMU
HOpPMAaTUBaMU U
MPUMEHSIEMbIMU
METOAMKAMHU.
11K 4.5. Kiraccudumuponats 3manus - 3aKOHO/IaTeIbHEIC - ohopMITATH
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Wunexc ConeprkaHre KOMIICTCHITUU B pesynbraTe n3ydeHus yueOHON TUCIUTUIMHBI 00yJaronrecs
KOMITETCHIT | (MM €€ J9acTH) JTOJIKHBI
17078 3HATh YMETh
" aKThl 1 HOPMAaTHBHEIC HOMEHKIIATYPY JeT U
COOpPY)KCHHSA B JOKYMEHTBI TIO OpraHA3aIiN (hopmupoBaTh Jiena B
COOTBETCTBHH C paboTHI ¢ TOKyMEHTaInei COOTBETCTBHH C
NPUHSATON TUIIONOTHEH HOMEHKJIATypOl e, -
MOJTE30BATHCSI OCHOBHBIMH
HOPMaTHBHO- PABOBBIMHU
JIOKyMEHTaMH B 00JIaCTH
JIOKYMEHTUPOBAHUSI
IIK 4.6. OdopMIIATH OIIEHOUHYIO - 3aKOHO/IaTeIbLHEIC - ohopmMITATH

JOKYMCHTAIIHIO B
COOTBETCTBHH C
TpeOOBaHUIMU
HOPMATHBHBIX aKTOB,
PEryITUPYIONIUX
MPABOOTHOIIICHUS B
3TOM 00MacTn

aKTBl 1 HOPMATUBHbBIE
JIOKYMEHTBI TI0 OpTaHU3aIUN
paboTHI C TOKyMEHTaIueH

HOMEHKIIATYpy AeN 1
(hopmupoBats siena B
COOTBETCTBHH C
HOMEHKJIATypoH Jen; -
MOJIb30BATHCS OCHOBHBIMH
HOPMATHBHO- PABOBBIMU
MIOKyMEHTaMH B 00J1aCTH
JIOKYMEHTUPOBAHUS




2. CTPYKTYPA ¥ COJAEP)KAHUE YUEBHOM JUCIIUILIVHBI

2.1. O0beM y4eOHOM TMCHUIIMHBI U BUIbI Y4eOHO# padoThl

Bua yueOHo# padboThl Oobvem uacos
MaxkcumanbHas yyeOHass Harpy3ka (Bcero) 90
Oos13aTesibHASI AYIUTOPHAS Y4eOHasi HArpy3Ka (Bcero) 64
B TOM YHCIIE:
3aHSTHS JIEKIIMOHHOI'O TUIIA 32
IIPAKTUYECKHE 3aHITHSI 32
J1a00paTOPHBIE 3aHSITHS -
CamocTosiTesibHasi padoTa o0y4yawuerocs (Bcero) 20
B TOM YHCIIE:
Te3aypyc 6
pedepar 8
camocTosITelIbHasl BHEAyIUTOpHas paboTa B BHJIe JOMAITHUX MPAKTHUYECKUX 6
3a/laHuii, HHIWBUYalTbHBIX 33JaHHI, CAMOCTOSTENILHOTO TO00pa U
M3YYEHHUsI TOTIOJTHUTEIBHOIO TEOPETHUECKOr0 MaTepuaia
Koncynomayuu 6
Ilpomesicymounas ammecmayus 8 popme 3auema/sxK3amena/oud. 3awema JK3aMeH
2.2. CTpyKTypa IMCUMILIMHBI:
KosnyecTBO ayIMTOPHBIX Y2COB CamocrosiTe/ibHA
s padora
HaunmenoBanue Teoperuye | IIpakTHYeckue u
o0yuawuerocs (B
pa3/1esi0B U TeM Bcero cKoe JabopaTopHbIe _
o0ydeHue 3aHATHA o
KOHCYJIbTALIMH)
Pa3nen 1. Beenenue B
ZIOKYMEHTHPOBAHHE 34 16 16 10
yIpaBieHYeCKON
JIESITENIBHOCTH
Paznen 2.
Opranuzanus padoThl 34 16 16 10
C IOKYMEHTaMHU
Koncynbramun 6 - - 6
Bcero no 90 32 32 26
AUCIUTLIHHE

2.3. TeMaTHyeCKHi IJIAH U COAEPKAHNE YUEOHON TUCUUIIMHBI

HaumenoBanu Conep:xanue y4ye0OHOro MaTepuasia, JadopaTopHbie Oo0be | YposeHn
€ pa3aeJioB U padoThI M MPAKTHYECKHE 3aAHATHS, CAMOCTOATEIbHAS M b
TeM padora o0y4armmxcs 4acoB | OCBOEHU
1
1 2 3 4
Jleknuu
Paznean 1. JIOKyMEHTBI U cTTIOCOOBI TOKYMEHTHPOBAHHMSI 4
BBenenue B Yaudukanus u craHgapTuzanus JOKyMEHTOB. CHCTEMBI 4
AOKYMEHTHPOB | TOKYMEHTAIIHI 1
aHme PexBU3UTHI 1 OJJaHKU JJOKYMEHTOB. 4
ynpasjieH4ecK | OpraHu3allMOHHO-paclopsAuTeIbHas JOKyMEHTALUS. 4
oi OpraHu3anvoOHHbIE TOKYMEHTHI
AESITEIbHOCTH IIpakTHYecKkHe 3aHATHA

10




OdopmieHre opraHU3alMOHHBIX TOKYMEHTOB

4
Odopmienne OpPTaHHW3AI[MOHHBIX  JOKYMEHTOB B 4
3eMEeJIbHBIX IPABOOTHOIICHUSIX )
OdopmieHne pacnoOpsSANTENbHBIX JOKYMEHTOB 4
OdopMieHre  pacmopsiIUTENBHBIX  JOKYMEHTOB B 4
3eMEeJIbHBIX IPABOOTHOIICHUSIX
CamocrositeibHass paGora: CrnoBapp TEPMHHOB H
ompeneneHui aenonpousBoacTBa.. Pedepar..lIpopadboTka
KOHCIIEKTOB  3aHATHH, Yy4eOHOH W  CHenHuaJIbHON 10
nutepatypsl. PaboTa Haa 3agaHusMu paboueit TeTpau.
BCEI'O 110 PA3AEJY 42
Pazpnen 2. Jlekuuu
Opranmszanua | Opra"usaius JOKyMEeHTO000poTa 2
padoTeI ¢ Opranu3zanus JOKYMEHTO000pOTa B 3eMeJbHO- )
AOKYMEHTAMH | y\My1ieCTBEHHBIX OTHOIICHUSX
Opranuzanys perucTpauud JOKYMEHTOB U KOHTPOJb )
WCIIOJIHEHUS JIOKYMEHTOB
Opranuzanys perucTpauud JOKYMEHTOB U KOHTPOJb 1
WCIIOJIHEHUSI JOKYMEHTOB B 3€MEIbHO-UMYIIECTBEHHBIX 2
OTHOIICHUSX
Opranu3zanys onepaTUBHOTO XpaHEHUS JOKYMEHTOB 4
[Mopsimok mepenaun JOKYMEHTOB B apXHB MM Ha 4
YHUUTO)KEHHE
IIpakTHYecKHe 3aHATHA
Perucrparust BXOQSIMX JOKYMEHTOB B )KypHaJIe U Ha 4
KapTOUKe
Perucrparus ucxoasimux v BHyTPEHHUX TOKYMEHTOB B 4
KYpHaJIe U Ha KapTOUKe
OdopMieHre OCHOBHBIX PEKBH3UTOB U OCHOBHOM
OpPraHU3alMOHHO-PACTIOPAIUTEIIHHON JOKYMEHTAIIMU C 4 2
nomoibio [I19BM.
Coznanue mabioHOB JOKYMEHTOB 4
CamocrositenbHas padora: Penienue npakTu4eckux 10
3aga4. [loroToBKa K ceMUHapam.
BCEI'O 110 PA3JAEJY 42
Koncynbranuu 6
HUTOT'O: 90
2.4. Conep:xanue pa3iesioB JUCUUIIJIMHBI
2.4.1. 3aHaTHSA JIEKIIHOHHOT'0 THIIA
dopma
p{:rsgz[ Hamveronane Coneprxanue pasjena TeK}(’)HleF
pazznena
ena KOHTPOJI
ST
1 3 4
3cemecmp
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dopma

p{:rsgz[ Hanvenosaune Coneprxanue pasjena TeK}(’)HleF
pasnena
ena KOHTPOJI
P
1 2 3 4
1 Pasnen 1. [Ipenmer, wemun wu 3agaud aucuumuimHEsl U ee | T
BBenenue B MEXIIPEAMETHBIC CBSI3M C JIPYTUMH  JACHUILTHHAMH.
nokyMmeHTupoBa | McTtopusi pa3BUTHUS JTOKyMEHTAIIMOHHOTO OOeCTeueHus
HHE yIIpaBJICHUS. OcHOBHBIE TTOHSITHS: JIOKYMEHT,
YIPaBICHUYECKON | JOKYMEHTAI[MOHHOE obecrieueHume yIpaBJieHUsI.
NEITENbHOCTHU Haznauenue I'ocynapcTBeHHOM CUCTEMEI
JOKYMEHTAIMOHHOTO obecrieyeHust yIpaBIeHUS

(I'CAOY); TumoBasi MHCTPYKIHS IO JCIIONPOU3BOJICTBY B
(denepanbHBIX OpraHax UCIOJHUTEIHHON BIACTH.

Ponp  unHdopmanmu B CONUANIBHO-DKOHOMUYECKHX
nporeccax. PDenepanbHblii 3akoH «OO0 uHpOpManuy,
nHpopManuu W 3ammre HHOpMaruu». DyHKIUH
JOKYMEHTOB:  HH(OpPMAIMOHHAS,  KOMMYHHUKAaTHUBHAsi,
coluanbHas, KyJbTypHas. YIpaBJleHUYECKas, IMpaBoBas,
UCTOpUYECKasi, U JPYTHe, UX XapaKTePUCTHKA.
JIoKyMeHTHpOBaHHUE: OCHOBHBIE CIIOCOOBI. MaTepuanbHbIe
HocuTenu uHpopmanuu. Kinaccupukamnus 10KyMEHTOB IO
croco0y HM3rOTOBJICHUS, MPOUCXOXKIECHUIO, COJIEPIKAHUIO,
HAaUMEHOBAHHIO M IPYTUM MPU3HAKAM.

Oo6mepoccuiickue knaccupurkatopsr (OKVY/, OKIIO,
OKOHX, OKVYH), wux Kparkas XapaKTepUCTHUKA.
YHudunupoBanHas cucTeMa JOKyMEHTALUU: MOHSTHE.
CoctaB yHU(DHUIHPOBAHHBIX CHCTEM JOKYMEHTAIUU:
OpraHHU3alIOHHO-PACIOPSAUTENbHAS, OTYETHO-
CTaTHCTUYECKas, IEPBUYHAS, YUETHAsI, (PMHAHCOBAS W P.
locynapcTBeHHble  CTaHAApPThl Ha YHU(PUIIMPOBAHHBIC
CHCTEMBl  JOKYMEHTAIUH. PexBusmur, bopmysp
JOKyMEHTa, THUMIOBOW (opmyisp, dopmymsip-oOpaserr,
Tabenb bopm JIOKYMEHTOB, anpOoM bopm
YHUGUIIUPOBAHHBIX JIOKYMEHTOB: MOHSTHE,
XapaKTepPUCTHKA.

[IpaBuna odopmieHus pEKBU3UTOB ONaHKa MW WX
pacroyio)keHus Ha CTaHAapTHOM ¢opmare Oymaru,
pa3Mepsl nosieil. biiaHk ToKyMeHTa: MOHsTHE, HA3HAYCHHE,
BHJIbI OjaHkOB (0Omui OjaHk, OJIAaHK MHChbMa, OJIAHK
KOHKPETHOTO BHJAa JOKyMeHTa (kpome muchMma). Cocras,
odopmileHre PeKBU3UTOB OJaHKA.
Opranu3alvoOHHO-PACIIOPAIUTEIbHBIE JOKYMEHTBI:
MIOHATHE, Ha3HAYCHHE, OCHOBHBIC BU/IBI
(opraHu3anMoOHHBIE, PACTIOPSANTEIbHBIC, CIPABOYHEIE).
OpranuzanvoHHbIe  JOKYMEHTBHI: YCTaB, IMOJIOKEHUS,
CTpyKTypa ¥  LITaTHasg  4YHUCJIEHHOCTb,  IITaTHOE
pacmucaHue, NpaBWIa, OJDKHOCTHAs WHCTPYKLHUSA, HX
Ha3HAYeHHUE, XapaKTepUCTUKA M COCTaB, TpeOOBaHUS K
oopmienuto, HOPSIIOK YTBEPKICHHSI.
PacrniopsimuTenbHble U ClIpaBOYHbIE JOKYMEHTHI.
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dopma

No TEKyIIer
pasn Hamveronane Coneprxanue pasjena 0
pazznena
ena KOHTPOJI
ST
1 2 3 4
2 Pasnen 2. JI0oKyMeHTOO000pOT: MTOHSATHE, o0mmume npuHuunel | T
Opranuzanus OpraHu3alvy  JOKyMEHTOOOOpOTa, €ro  CTPYKTypa, | A
paboThI ¢ HeoOXonuMocTh  yuéra o0béMa  JoKyMmMeHTooOopoTa. | [1
JOKYMEHTaMu HopmatuBHbie JOKYMEHTBHI, peraaMeHTHpYIOIIHe
OpraHU3aIHI0 JIOKYMEHTO000pOoTA. perucrparms

NOKYMEHTOB, OIpeAeNieHue, IeNld, 3aJadd, MecTa
perucTpalii  Pa3IUYHBIX  KATerOpud  JOKYMEHTOB.
Cucrembl u  QopMbl  peructpanuu  (KypHajabHasi,
KapTO4yHasi, aBTOMATH3WPOBaHHAs), WX JOCTOMHCTBA U
HegocraTku. [loka3zarenu, BBOAUMBIE B PETUCTPALIMOHHBIE
¢opmbl.  OcOOEGHHOCTH  PETUCTpPAllMM  BXOJSIIUX,
UCXOJSIINX ¥ BHYTPEHHUX JTOKYMEHTOB.

CocTaB BBITIOTHSAEMBIX PabOT TPHU OTHPABKE HCXOJSIINX
JOKYMEHTOB: TpOBEpKa MPaBUIBHOCTH O(GOPMIICHHUS,
HaIMYUs PUIOKESHHM, aJipeca, COPTHPOBKA 10 aapecaraM
U BUJAM OTIIPABJICHUN COCTABJIEHHUE OMHUCKH PACCBHUIKH.
TpaauumoHHBIH c1OCOO OTHPAaBKH JTOKYMEHTOB (ITOYTOM).
OTtmpaBka TIOKYMEHTOB ¢ TTOMOIIBIO Tenedona, (akca.
KonTpomib UCTIOTHEHUS JOKYMEHTOB: MOHSITHE,
Ha3HaueHue, BUABL. [IpuHIUIBI OpraHu3aluy KOHTPOJIS.
Cpoku  HCTIOJTHEHUS: TUTIOBOMH, VHIUBULY AIbHBIN.
TexHomorust BeneHHS KOHTPOIS. AHAINW3 HCIOIHEHUS
JOKYMEHTOB B YUPEKICHUSX.

B3aumocssi3b perucrpanuu JOKYMEHTOB u
MH(POPMAIIMOHHO-CIIPABOYHOM  paboTbl.  OpraHu3arus
paboThI C TOMOIIIBIO CIIPABOYHBIX KAPTOUEK.
JIOJKHOCTHBIE JIMIA, OCYIIECTBIISIIOLIUNE PETUCTPAIUI0 U
KOHTPOJb  HCIOJHEHUs, WX (QYHKOUHA W mpasa.
Homenknarypa nen: moHsTre. 3HaUY€HUE HOMEHKIATYPBI
nen Juis  Kiaccu(UKalMU JTOKYMEHTOB, OIEPaTHUBHOIO
XpaHEHHUs] M UX M[PEJAPXHMBHOM TOATOTOBKU. Bwusl
HOMeHKIaTyp aen. I[lopsaok cocraBineHus, oQpopmIIeHUS,
YTBEPKIACHUS ¥ MPUMEHEHHUSI KOHKPETHON HOMEHKIIATYPBI
nen. [opsaok popmupoBaHus aed.

OcHOBHBIE 3Tambl Nepeaud TOKyMEHTOB B apXHB WJIH Ha
YHUYTOKECHHE: TOJTOTOBUTEILHBIN (000CHOBaHHME BHIOOpA
cnocoba  COXpaHCHHs] WM  YHUUYTOXKEHUS  IyTeM
MPOBEIEHUSI  JKCIEPTH3bl  IIEHHOCTH  JOKYMEHTOB),
OCHOBHOH (IIOATrOTOBKAa Je1 JUIsl IMepeAadyd B apXuB),
3aBePIIAONIN (ITepeavya B apXUB WU YHHUTOXKCHUE).
DkcnepTusa LIEHHOCTHU JIOKYMEHTOB: MOHSITHE,
HazHaueHne. Cpoku XpaHeHUs JOKyMeHTOB. Ilepeunu
JOKYMEHTOB C yKa3aHHWEM CPOKOB XPAHEHHUS, WX BHUJIBI,
HazHaueHue, cxeMbl noctpoeHus. Ilopsaok nepemgauu aen
B ApPXUB WM YHUYTOXXCHUS JOKYMEHTOB.

[Tpumeuanue: T — Te3aypyc, J| — nuckyccust, A-aHanu3 NpoOJEMHBIX CUTYaIui (YIpaKHEHUS )

2.4.2. JlaGopaTOpHbIe 3aHATHSA - HE IPELYCMOTPEHO
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2.4.3. llpakTnyeckue 3aHATHA (CEMUHAPCKOTO THIIA)

Ne dopma
HanmenoBanue

pazze Coneprxanue paszuena TEKYILEro

pasznena
na KOHTPOJIS
1 2 3 4
3 cemecmp

1 Pazgen 1. Buner JOKYMEHTOB: TEKCTOBBIE, rpaduueckue, | T
Brenenue B MalIuHOYHTaeMble, (POTOAOKYMEHThI. BriusHue HaydHo- | Y
JOKYMEHTUPOBA | TEXHUYECKOTO nporpecca Ha JOKYMEHT u
HHE JTIOKYMEHTHUPOBAHHE. ®denepanbHbIN 3aKOH «006
YIIPaBJICHYECKON | JIIEKTPOHHOU MOAIIUCHY. Cocras, oopmienue,
NEeATEIbHOCTH U3rOTOBJICHHE,  XpaHeHHWe  OJaHKOB  OpraHM3allMH.

dopmysip-oOpazern TPYIIIbI JIOKYMEHTOB,

NpUHAICKAMUX K OoaHOW cucteMe. IIpoekTupoBaHue
OJIaHKOB JOKYMEHTOB OpraHW3aluu. TUIBl JOKYMEHTOB:
MOJJIMHHUK, KOMUs, TyOJIuKaT, BBINHCKA, UX Ha3HAUYCHHUE.
[Mopsimox odopmiieHHe W BBIIAYM KOMHUW W JAyOJIMKATOB
JOKYMEHTOB, BBIIUCOK W3 HUX. PacmnopsautenbHbie
JOKYMEHTBI: TIOCTaHOBJICHUE, TIPHKAa3, PpaCHOpsKCHHE,
COBMECTHBIN pacropsAIuTEIbHBIN JIOKYMEHT, ux
Ha3HAYCHUE, XapaKTEPUCTUKA M COCTaB, TpeOOBaHHS K
opopmiennto. CrpaBo4yHbIC JTOKYMEHTHI: CITy>KeOHBIE
MUChMa, CIIPABKH, JIOKJIAJHbBIE 3alUCKH, POTOKOJIBI, aKThI,
3asiBJICHHE, UX XapaKTEepUCTHKAa M COCTaB, TPeOOBaHUS K

o OopMIICHHUIO.

2 Pasnen 2. Perucrpamusa BXomsdmux, HCXOOAIIMX W BHYTpeHHHX | T
Opranuzanus JIOKYMEHTOB B KypHaJI€ U Ha KapTOUYKe v
paboTsI ¢ OdopMieHre OCHOBHBIX PEKBH3UTOB W  OCHOBHOH | A
JNOKyMEHTaMHU OpraHU3alMOHHO-PACIOPAUTENBHON  AOKyMeHTauuu ¢ | P

nomotipio [I9BM. Co3nganue 1ma0iioHOB JIOKYMEHTOB.
Opranuzanivsg XpaHEHHUS HCIOIHEHHBIX JIOKyMEHTOB.
OcHoBHBIE TpeOOBaHUS HOPMATHUBHBIX JIOKYMEHTOB,
pEerIaMeHTHPYIOMIMX JaHHBIM 3Talm JTOKyMEHTOO0OopoTa.
OTBETCTBEHHOCTh 33 COXPAHHOCTh JIOKYMEHTOB.
[Ipumeuanue: T — Tte3aypyc, P — nammcanme pedepata, Y — yCTHBIA ompoc, A - aHaIu3
POOJIEMHBIX CUTYalui

2.4.4. Conep:kaHue cCaMOCTOSITEJIbHOW PadoThI

B mnmponecce CaMOCTOSITEIBHOM ACATCIIBHOCTU CTYACHTBI HU3Y4YAOT U KOHCIICKTUPYIOT
PEKOMEHJIyEMYIO JINTEpaTypy, TOTOBAT JOKJIAJbl, BBIIOJHIIOT NPAKTUYECKHE 3aJaHUs U
NPEJCTABIAIOT MUCHbMEHHBIE OTYEThl O MpojaeraHHoil pabore. [Ipu u3yueHHHM Kypca CTYIEHTHI
OpHUEHTHUPYIOTCS HAa CAMOCTOSITEIBHOE HW3YYEHUE COLMAIbHO-IICUXOJIOIMYECKUX HCTOYHHUKOB, HX
o0Cy’XJIeHHEe Ha TEOPETHUECKHUX 3aHATHSIX. B caMOCTOSTENbHOM OCBOEGHUHM OTHAEIHHBIX BOMPOCOB U
npobyiieM (Ha OCHOBE PEKOMEHJYEeMOW, a TakKe IyTeM OCO3HAaBaHHS MPOOJIEeM AWCIHUILIUHBI B
MpoLecce MX aHalu3a Ha CEMMHAPCKUX 3aHATHSAX) CTYIEHTaM HEOoOXOIUMO MOHSTh CYHIHOCTh
COBPEMEHHOM COLMAIBHOM TCHUXOJIOTUH, OOpaTuTh 0co00e BHUMAaHHME Ha €€ MPHUKIAIHbIC
BO3MOKHOCTH.

Te3aypyc. Te3aypyc MO3BOJISIET BBISIBUTH CMBICI HE TOJIBKO C IOMOUIBIO ONPEAETIEHHUS], HO U
ITOCPEICTBOM COOTHECEHUS CJIOBA C APYTUMU MOHATUSAMHU U UX TPyIIaMU.

Tembl pedepaToB

1.ITonsiTHE 0 TOKyMEHTaX, crmoco0ax TOKyMEHTUPOBAHMSI, HOCUTENAX HHpopMauu

2. [TonsaTue 0 GyHKUUAX JOKYMEHTA

3. [Ipu3Haku U CTpyKTypa JOKyYMEHTa
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4. YHudukanus u CTaHaapTH3aIus T0KyMEHTOB.

5. YHupUImMpoBaHHbIC CHCTEMBI TOKYMEHTAIIMH

6. Dopmymsip-odpazelr OpraHu3auOHHO-PACTIOPAIUTEIEHOTO TOKYMEHTA

7. TpeboBanuss k 0GOPMICHHIO PEKBU3UTOB OPraHU3ALMOHHO-PACIOPSAUTEIbHBIX
JTOKyMEHTOB

8. [IpaBuia odopmiieHuss OCHOBHBIX BHJIOB OpraHU3alMOHHO-PACIOPSAIUTEIbHBIX
JTOKyMEHTOB

9. CnpaBoyHO-UH(POPMAIIMOHHBIE TOKYMEHTHI

10.  Cuyx6a JOKyMEHTAI[HOHHOTO 00ECTICYEeHHUs YIIPABICHHS.

11. TpebGoBaHus K OpraHU3alHMK TOKYMEHTO000pOTa

12.  Ilpuem moctynaroumx J0KyMEHTOB, OpraHU3alysl 1OCTaBKU JOKYMEHTOB

13. TpeGoBanust K  OpraHM3allid  XpaHGHHUs]  WCIOJIHEHHBIX  JOKYMEHTOB B
JIEJIONPOU3BOICTBE.

14. Howmenxkiarypa nen
15. TpeboBanust kK GOPMUPOBAHUIO JIEIT B JEIOTPOU3BOICTBE

Bomnpocsl 1151 yCTHOr0 0TBeTa (IMCKYCCHM) 10 TEMaM:

Paznen 1. BBenenue B TOKYMEHTUPOBAHKE YIIPABICHYECKON JIEITEIHLHOCTH
Tema 1 JIOKyMEHTHI U CIIOCOOBI IOKYMEHTHUPOBAHHS

1. Kakum HOpMaTUBHBIM JOKYMEHTOM PErNIAMEHTHPYIOTCSI OCHOBHBIE TEPMHHBI
B 00JIaCTH JeJIONPOU3BOICTBA?

2. Uto BKIIOYAET B CEOsI MOHITHE «OKYMEHT?

3. Kakue s13bIKM U CTIOCOOBI TOKYMEHTHPOBAHUS BbI 3HaeTe?

4. Ha3zoBuTe COBpeMEHHBIE BU bl HOCUTENCH HHPOPMAIIHIH.

5. Kakum 3aK0HOM yCTaHaBIIMBAETCS IPABOBOM PEXKUM CO3JaHUs, XPAHCHUS U
UCIIOJIb30BaHUsl HH(OPMAIIMOHHBIX PECYPCOB?

6. UeM oTiu4aeTcs JOKYMEHT JIMYHOTO IPOUCXOXKACHUS OT O(UIIHATIBLHOTO TOKyMEHTa?

7. Yto oOycnaBiauBaeT IOPUIUIECKYIO CHITYy O(DUIIMATIBHOTO TIOKyMEHTa?

8. UTo moHMMaeTCs o1 MOMU(YHKIIMOHATTLHOCTBIO IOKyMeHTa?

9. HazoBuTe ocHOBHBIC OJIOKH (TpymInbl) GyHKIUNA JOKyMeHTa. YeM XapakTepu3yeTcs
KKIBIHA OJTOK?

10. Kak mensiercs nericrBue pyHKIIUNA BO BpeMeHN?

11. Ha3oBuTE OCHOBHBIE CBOWCTBA JOKYMEHTA.

12. JlaiiTe onpeaenenne aTpuOyTUBHOCTH ((DYHKITMOHAIBHOCTH, CTPYKTYPHOCTH )
JIOKYMEHTA.

13. HazoBuTE OCHOBHBIE TPU3HAKHU TOKYMEHTA U TAUTE KPATKYIO XapaKTePUCTUKY
KQXJIOTO U3 HUX.

14. Yto Takoe ropuandecKas cuia 10KyMeHTa?

15. [daiite onpeneneHue mojIMHHUKA U TyOIMKaTa J0KyMEHTa.

16. JlaiiTe onpeaenenne Konmuu 1okyMeHTa. Korga komust JOKyMeHTa mpuooperaet
IOPUANYECKYIO CUITY?

17. Yem nOAIMHHBINA JOKYMEHT OTIWYAETCS OT MOJJI0KHOTO?

18. Yro mpencrapinseT cob0il JOKyMEHT, (hanbCuUIIMPOBAHHBINA TOTHOCTHIO?

19. Yro npencrapiser coO0i TOKyMEHT, GhaabCuGUIIMPOBAHHBIN YaCTHYHO?

20. Yro npencrapisieT cob0il opuruHaiz JoKyMeHTa?

Tema 2 YHupUKaAIUS U CTaHIAPTU3ANNS TOKYyMEHTOB. CUCTEMBI JOKYMEHTAITUN

1. KakoBbI OCHOBHBIC 1111 YHU(PUKAIINH IOKYMEHTOB?

2. Yto y4uThIBAaETCS MPHU MPOBEICHUH YHUDUKALUN JOKYMEHTOB?

3. Uto noHMMaeTcs Mol CUCTEMON TOKYMEHTAIlUN?

4. Kakue ObIBAIOT CUCTEMBI TOKYMEHTAIIHH ?

5. B yem ocobernocts YCOPJI?

6. Uto mpejacTaBusieT coOOW CTaHAAPT U KAKUE BUJIBI CTAHIAPTOB IPUMEHSIOTCS

B Halleu ctpane?

7. YTO BXOUT B KOMIUIEKC HOPMAaTUBHBIX JOKYMEHTOB 110 CTaHJAapTH3alUN?

8. KTo pa3pabarbiBaeT 1 yTBEp)K/1aeT HOPMATHUBHBIC IOKYMEHTHI TIO CTaHIapTU3AINHI
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¥ KTO OCYIIECTBIISIET KOHTPOJIb U HAA30p 32 COOMIOACHUEM UX TpeOOBaHU?

9. Uto npexacrasmnset coboit YC/I u kakue neicTByromue B Hamiei crpane Y CJJ

BbI 3HaeTe?

10. Yto moHrMaeTcs noj1 peKBU3UTOM JOKYMEHTa?

11. Yto onpexnenser GopMyIsap TOKYMEHTa U YeM OTJIHYAETCsI POPMYIIsip JTOKyMEHTa
oT ¢opMysipa-oopasia’?

12. KakuM HOpMaTUBHBIM JOKYMEHTOM PEIVIAMEHTUPYETCS TP

Tema 3 PekBU3UTHI U OJIAHKU TOKYMEHTOB.

1. Kakue popmaTel Oymaru HCHoJIb3yOTCS JJIsI TOCTPOCHHS hopMyIIsipa-oopasiia
opAa?

2. Kakue pasmeps! noneit OPJ] ycranosiens! hopmyssipom-oopasiom OPJ]?

3. MoryT 11 Ha MOJISAX TOKyMEHTA PacloiaraThCsl KakKue-1u00 peKBU3UTHI?

4. Kakoif MaKCUMaJIbHBIN COCTaB PEKBU3UTOB YCTAHOBJICH (hOPMYIISIPOM-00pa3iom?
5. CKOJIBKO MOJIOKEHUH TadyIATOpa UCIONIb3YyeTCA TPU 0POPMIICHUN PEKBU3UTOB?
6. Kakue pekBU3UTHI OTHOCATCS! K OCTOSIHHBIM?

7. Kakue peKBU3UTHI ABISIOTCS 005S3aTeIbHBIMU?

8. CKOJIBKO CYILECTBYET CIIOCOO0B 0(hOpMIICHHS PEKBU3UTOB?

9. UTo XapakTepu3yroT JONOJTHUTEIbHbIE peKBU3UTH OP/]?

10. Yem npo10s1bHBIN BaprUaHT PacIIOIOKEHUs pEKBU3UTOB 3aroJIOBOYHON YacTH
OJlaHKa OTJINYaeTCs OT YIJIOBOro?

11. KakuMu crioco6amMy MOXHO M3rOTaBJIMBATh OJAHKU JOKYMEHTOB?

12. Yo siBIsIeTCS OCHOBOM 711 TPOCKTUPOBAHMS OJlaHKa TOKyMEHTa?

13. s opopmieHns KakuX BHIOB JOKYMEHTOB UCIIOJIb3YeTCs 00LHii O1aHk?

14. Kakue mocTOSTHHbIC PEKBH3UTHI MOTYT ObITh HAHECEHBI Ha KaXKIbIH BUJT OJTaHKa?
15. Kakumu criocobamMu MOTYT OTMEYAThCs Ha OJlaHKaX MecTa JUTsl TePeMEHHBIX
PEKBU3UTOB?

16. Uem oOmmii O1aHK OTIIMYAETCS OT OJIaHKa rmuchMa’?

18. Kakue TpeGoBaHuUs NMPEBABISIIOTCSA IPU U3TOTOBIICHUS OJIaHKaA C H300paskeHHueM
['ocynapctBerHoro rep6a PO wim repboB cyobexToB PD?

19. Yro HeoOXOAMMO MPEICTABUTH B THUIIOTPAHIO IS N3TOTOBJICHUS OaHKa?

Tema 4 Oprann3alnoOHHO-pacopsAAUTENIbHAsA JOKyMeHTausA. OpraHu3alOHHbIE JOKYMEHTHI

1. Kakue 1OKyMEHTBI OTHOCATCS K OpraHU3alMOHHbIM?

2. B yem 3akimovaercsi 0cOOEHHOCTh O(OPMIICHHUS 3ar0JIOBKA K TEKCTY B OpraHU3allMOHHBIX
JTOKYMEHTax?

3. Koraa opranuzaiimoHHbIe TOKYMEHTBI IPUOOPETAIOT IOPUIHMUECKYIO CHITY?

4. Kak cTpouTCcs TEKCT B OpraHU3allMOHHbBIX JOKYMEHTax?

5. Kak gonro neficTByeT opraHu3allMOHHBINA JOKYMEHT? MOHO JI BHOCUTbh U3MEHEHUS

B TEKCT OPTaHU3aLOHHOTO JOKYMEHTa?

6. Kakue cBeieHUs NOKHBI COAEPKATHCS B TEKCTE YUPEAUTEIbHBIX TOKYMEHTOB?

7. C KaKoy LEeJbI0 CO3/IAI0TCA TUIIOBBIE U TPUMEPHBIC OPTaHU3AIMOHHBIE JOKYMEHTHI?

8. KakoBa CTpyKTypa TeKCTa MOJ0KEHUSI 00 OpraHu3anuu?

9. B ueM cOCTOUT pa3nure TaKUX JOKYMEHTOB, KaK IITaTHOE PACIUCAHNUE U

CTPYKTYypa U IITaTHAsI YUCIECHHOCTH?

10. ITouemy AOMKHOCTHAS MHCTPYKLUS HE COCTABIISIETCS AJI1 KATETOPUU CITYKaIIUX

«pykoBoauTenu»? YTo JOHKHO COAEPKATHCS B TEKCTE KaXKI0T0 pa3/iena JOKHOCTHOU

UHCTPYKIUU?

11. Kakue Bupl OpraHu3aliiOHHO-PACIOPSAUTEIBHBIX JOKYMEHTOB OTHOCATCS K

pacnopsaauTeIbHBIM?

12. TTouemy pacnopsiauTEIbHbIE TOKYMEHTBI OTHOCATCS K IIPABOBBIM aKTam?

13. Korna pacniopsiautesbHble TOKYMEHTHI BCTYIAOT B CHITY?

14. Kak paznuuarotcs 1o cepe AeUCTBUS pacopsIuTeIbHbIE JOKYMEHTHI?

15. Yo siBnsieTCSl OCHOBAHUEM JJISI U3JIaHUST PACIOPSIAUTEILHOTO IOKyMeHTa?

16. Kak cTpouTCsl TEKCT pacOpsAUTEIBLHOTO TOKyMEHTa?
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17. Kak opopmiisieTcss OTMETKA O HATUYUU TPUIIOKESHHS B PACTIOPATUTEIEHOM

JTIOKyMeHTe?

18. Kakue opransl IpUHUMAIOT IOCTAaHOBJIEHHUE?

19. Yto o3HavaeT gata B pacHoOpsAUTEIbHOM JOKYMEHTE, MPOCTaBisieMas B 3arojOBOYHOM
gactu OiaHka?

20. B xako#i (hopme u31at0TCsi COBMECTHBIC PACIIOPSIUTEIbHBIE JOKYMEHTHI?

21. Kakue ObIBaIOT BU/IbI IPHUKA30B?

22. Yem otnmuaercs ohopmMIIeHUE TIPUKA3a 110 JUYHOMY COCTaBy?

23. KTo nMeeT npaBo NOANUCH Ha ITPUKa3ax?

24. Kakoil peKBU3UT UMEETCA TOJIBKO Ha ABYX BUIAX PACHOPSAUTEIBHBIX JOKYMEHTOB

- YKa3aHMIX U PACHOPSKEHUAX?

25. Tlo kakuM BOIpOCaM U3JAKOTCS PACTIOPSKEHHUE U YKa3aHue?

261. Kakue 10KyMEHTBI OTHOCATCS K TPYIIIE CIIPaBOYHO-UH(POPMAITMOHHBIX?

27. Ha xakux 61ankax oOpMIISIOTCS CITPaBOYHO-UH(OPMAITMOHHBIE TOKYMEHTHI?

28. Kak cTpouTcs CTpyKTypa TEKCTa CIIyKeOHOTro miucbma’?

29. KakoBsI nmpaBwiia 0hOpMIICHHSI TeJIErPaMMbI?

30. B yem ocobeHHOCTH 0popMiIeHUs TenehOHOTPaMMBbI?

31. Kakue ObIBatOT BU/IBI IPOTOKOJIOB M Y€M OHH OTIIMYAIOTCS APYT OT Apyra?

32. Kak odopmisieTcs BBOJIHAs 4aCTh MPOTOKOJIA?

Paznen 2 Opranuzanus paboThI ¢ JOKyMEHTaMHU

Tema 1 Opranusanust JOKyMEeHTOO00pOTa

1. Kak Ha3piBaeTcs cityxk0a, OCyIIeCTBISAIONIas TOKyMEHTAIIHOHHOE 00ecriedeHre

yIpaBjieHUs], B 3aBUCUMOCTH OT MPUHAJICKHOCTH K OIPEIEIEHHOM TpyNnIe OpraHnu3aiuii?

6. Uto ycTaHaBIMBaeT MHCTPYKLUS MO JEIONPOU3BOICTBY U KaKHe pa3felibl TEeKCTa

MOTYT OBITH BKJIFOUEHKI B Hee?

7. Kakume ¢yHkmun B ciyxOe OpraHu3aliy BBIMOJHSET KaTeropusi — CIIyXalllux
«CHEIHATIUCTEI»?

8. Ha xakue BU/IbI 1ETIOMPOU3BOICTBEHHBIX Pa0OT pa3paboTaHbl HOPMbI BPEMEHH ?

9. UYro Takoe JOKyMEHTOOOOpPOT M KaK OCYIIECTBISETCS ToJACYeT oObema
JTOKyMEHTO0000poTa?

10. Kakue mOTOKM TOKYMEHTOB IPUHSATO Pa3INyaTh B COCTaBE JOKyMEHT00O0poTa?

11. HazoBHUTE OCHOBHBIE 3TAIbl JJOKYMEHTOO0OPOTA.

12. Ha3oBuTE OCHOBHBIE MPUHITUIIBI OPTraHU3AIUH IOKYyMEHTO000pOTA.

13. Kakue cymecTByIOT OpraHU3aluOHHbIE (POPMBI ICTONPOU3BOACTBA U UYEM OHU

OTJIMYAIOTCS IPYT OT Apyra?

Tewma 2 Opranu3zaiusi perucTpauu J0KyMEHTOB U KOHTPOJIb UCTIOJTHEHUS JOKYMEHTOB
1. KTo B opraHmu3anusx oCcymiecTBISET IPHUEM B OTPAOOTKY KOPPECTIOHICHITHH ?

2. [louemy nieHTpanu3alys IpremMa 1 OTIPABKH - HEIPEMEHHOE YCIIOBUE PAllMOHAIBHON
OpraHu3aIy T0KyMeHToo0opoTa?

3. Kakuie Buzibl pabOT BBIMOTHSIIOTCS M KaKUE CPEACTBA OPTTEXHUKH MPUMEHSIOTCS

pu 00paboOTKe MOCTyNaronel KOppeCcImoHIeHITnN?

4. Yro nmpencrapiuseT co0oil pekBU3UT 29 «OTMETKa O MOCTYIUIEHUH JOKYMEHTa

B OpTaHU3AIMIO» U /1€ OH MPOCTABISETCS?

5. Ilouemy He Bce KOHBEPTHI MOUIEKAT YHUUTOKEHHIO TIOCIIE BCKPBITUSA?

6. Kakum 00pa3om ocymiecTBiIsIeTCs TOCTaBKa KOPPECIIOHAEHITNN ?

7. Kyaa nomkeH nepenaBatbes JOKYMEHT, €CIIUM B pekBU3HTE 15 «Anpecar» yka3zaHo
TOJIbKO HAUMEHOBAHHUE OPTaHU3AIIH?

8. Uto 1oyKHA c/ienaTh SKCIEeTULHSL, €CITU MPU BCKPBITUN KOHBEPTAa 00HAPYKUIIOCH,
YTO TOKYMEHT MOCTYIHJI 0€3 IPUIIOKEHU?

9. Kakas koppecnoHAeHIMSI HE TOAJIE)KUT BCKPBITHIO?

10. Kakoii mpoI1ieHT OT 00IIEeT0 KOJIMYECTBA MOCTYMUBITNX TOKYMEHTOB OOBIYHO
[IOCTYIIAET HAa PACCMOTPEHNE PYKOBOAUTENS?

11. Kakue onepanuu oCyieCTBISAIOTCS NPHU IPEABAPUTEILHOM PACCMOTPEHUHU JOKYMEHTOB?
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12. Yro npencTaBisieT coO0i pe30Ious U T1Ie OHA MPOCTaBIIACTCS?

13. MOHO 71 TPOCTABIIATh PE3OJIIOLUIO HA OTAEIBHOM JUCTE?

14. Kyna nepenatorcsi JOKYMEHTBI IIOCIIE X PACCMOTPEHHUA?

15. Kyna nepenarotcsi oOpamieHus Tpaxaan mocjiae uX pacCCMOTPEHHS pyKOBOJICTBOM
opraHu3aruu?

16. KTo siBNiieTCsl OTBETCTBEHHBIM 3a UCIIOJHEHHE, €CJIA B PE3OJTIOLINHU YKa3aHO
HECKOJIbKO UCTIOJIHUTENCH ?

Tema 3 Opranu3zanus onepaTUBHOIO XpaHEHUsS JOKYMEHTOB

1. YTO mpouCXOAUT C JOKYMEHTAaMU ITOCJI€ OKOHYAHUS UX UCTIOJHEHUS?

2. Maiite ompesenenue MOHATUS «aeno». Kak mpoucxoaut ero opmupoBanme?
3. Yro mpenacrasisieT coboit HoMeHknarypa aen? Kak ona opopmisiercs?

4. HazoBuTe BUBI HOMEHKJIATYPHI JIETI.

5. Kakue BUIbI TANIOK UCHOIB3YIOTCS IPU OPraHU3aI[U ONEPATUBHOTO XpPaHEHUS
JIOKYMEHTOB?

6. Kak hopmupyercs uHmekc nemaa o HOMEHKIAType e’

7. Kak nomxen ObITh chopMyIHpPOBAH 3ar0JIOBOK Jena?

8. Ha ocHOBaHMM Yero MPOUCXOUT OMPEIETICHUE CPOKOB XPaHEHUS JOKYMEHTOB?
9. Uto Ha3bIBaeTCSI HTOTOBOM 3alMChI0 B HOMEHKJIATYpe eI U 110 Kakoi Gopme
OHa COCTaBIIACTCS?

Tema 4. Tlopsinok nepenayun TOKyMEHTOB B apXUB WJIM Ha YHUUTOKEHUE

1. B TeueHne Kakoro cpoka JOJKHBI XpaHUTHCS 10 MecTy (pOpMUPOBaHUS 3aKOHUEHHBIE

JIEIONPOU3BOJICTBOM Jeia?

2. KakoBbI CPOKHM XpaHEHHUs eI, MOJJIekKANIUX Iepeaadye B apXuB OpraHu3auu’?

3. Uto npexycmarpuBaeT nojaHoe 0hopMIICHHUE JIeNia TIPU MOATOTOBKE €ro K repeaayue

Ha XpaHCHHE B apXUB OpraHu3anuun’?

4. B KaKkHX ciy4asXx COCTaBJIeHUE BHYTPEHHEW ONUCH JieNa 0053aTeNIbHO?

5. YTo 03HayaeT nepecucTeMaTu3anns JOKYMEHTOB B JIeJI€ U TOYEMY OHa IPOBOIUTCS

TOJIBKO IIPH MTOATOTOBKE JI€JIa K IIepelaye Ha XpaHEHUe?

6. Kak HymepyroTcs JIMCThI Jena’?

7. Becerna nu coctapisieTcs 3aBepuTeIbHAs HAANUCH Aena? YUTo B Hee BXOAUT?

8. Kakum 00pa3oM moIIMBaOTCS TOKYMEHTBI IIOCTOSSHHOTO CPOKA XPAHEHUS B

TBepay1o 0010xkKy? Beerna nu nena neperuierarorcs?

9. Kak momKHBI XpaHUTBCS 0C000 IIEHHBIC IOKYMEHTHI?

10. C kakuMH LEJISIMU TIPOU3BOJUTCS TIOJTHOE 0(hOpMIIEHHUE JIE]I IPU UX TOJATOTOBKE

K [Iepelaye Ha XpaHEHUE B ApXHUB OPraHU3aLHN?

AHaJIn3 Po0JIeMHBIX CUTY AU

Jis mpoBeneHus aHanu3a NPOOJIEMHOM CUTyalluM HEOOXOOMMO IIPEXJEe BCEr0 YETKO
c(OpMyIMPOBATH CYIIHOCTH MPOOJIEMBI M OMMCATh CUTYAalUIO, B KOTOPOW OHA UMEET MECTO.

ConeprkanreM aHaM3a IPOOIEMHON CUTYaIlUN SIBIISICTCSI:

1) omnpexeneHue CyIIECTBOBaHUS MpOOJIEMBI, T.€. YCTaHOBJECHHE, €CTb JH B
JeUCTBUTENBLHOCTH Npo0JieMa UK OHA ABJISETCS MHUMOM;

2) ompenenieHue HOBU3HBI POOJIEMHOM CUTYaINH;

3) ycTaHOBJIEHUE IPUUUH BOZHUKHOBEHHS TPOOJIEMHOM CUTyaluH;

4) onpezeneHue B3aUMOCBS3U C APYTUMU NIPoOIeMamy;

5) onpezeneHue CTENEHU MOIHOTHI U JOCTOBEPHOCTH HH(POPMALIUU O IPOOIEMHOM CUTyaluH;

6) onpezieneHre BO3MOXKHOCTH Pa3pelIMMOCTH TPOOIEMBI.

2.4.5. IlepeyeHb Y4eOHO-MeTOAUYECKOr0 OO0ecmevYeHUsl /sl CAMOCTOSTEIbLHON PadoThI
o0y4arommxcs Mo JUCHUILINHE
Ha camocrositensHyio paboty oOyuaronmxcsi oTBoguTcs 20 4acoB yueOHOTO BPEMEHH.

HanmenoBanne [TepedeHnb yueOHO-METOIUIECKOTO 00€CTICUeHUS TUCIUTITUHBI TT0
Ne | paznena, Temsl, BBITIOJTHEHUIO CAMOCTOSTEIIHLHOU paboThI
Buga CPC
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FOpaiir [caiiT]. — URL: https://urait.ru/bcode/490168
Paznen 2. Kysnenos, 1. H. JlokymeHTarimoHHOE 00ECTICUCHHE YITPABICHUS.
Opranmzanus  |/JJokyMeHTOOOOpOT U 1EIONPOU3BOJCTBO : YUEOHHK U MPAKTUKYM IS
paboThI C cpennero npodeccuonanbHoro oopazosanus / 1. H. Ky3nenos. — 3-¢
) JOKYMEHTaMHu  |W31., mepepad. u qom. — Mocksa : M3parensctBo FOpaiit, 2022. —
' 462 c. — (Ilpodeccuonansuoe oopazoBanue). — ISBN 978-5-534-
04604-5. — TexcT : anekTpoHHsI // OOpa3oBaTenpHas miardopma
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/490168
3. OBPA3OBATEJIBHBIE TEXHOJIOT'THA
3.1. O0pa3oBaTesibHbIE TEXHOJOTUU NP NPOBEACHUM JIEKIUIA

Bunbr npuMeHseMbIx Kon-Bo
Ne Tema AL TP .
00pa3oBaTeNbHbIX TEXHOJIOTHIM | 4Yac
1 2 3 4
1 |/IokyMeHTBI B cTOCOOBI JOKYMEHTHPOBAHUS TpagunmonHoe ooydeHue 4
YHupukanus W CTaHIapTH3aIUs JTOKYMEHTOB.
2 (uxan ap I HOKY TpaguimonHnoe o0y4yeHue 4
CucreMbl JOKYMEHTaLUU
3 |PexkBU3UTHI U OJIAHKH JOKYMEHTOB. TpaguimonHoe o0y4yeHue 4
4 OpranuzalOHHO-pacopsAuTEIbHAS PazBuBaromiee oOyueHne 4
nokymMmeHTaius. OpraHu3aliiOHHbIE TOKYMEHTHI
5 |Opranuzanus JOKYMEHT0000pOoTa PasBuBatoniee 00ydcHme 4
6 Opranuzanys  perucTpaluy  JOKYMEHTOB  H/IpaauiimoHHoe 00y4yeHue 4
KOHTPOJIb UCTIOJTHEHUSI JOKYMEHTOB
7 |Opranuzamus ornepaTUBHOTO XpaHEHUs JOKyMeHTOB| I paquiinoHHoe 00ydeHne 4
] [Topsimok mepenaun JOKYMEHTOB B apXHB WM Ha ([ paguiimoHHoe o0y4yeHue 4
YHUYTO)KEHHE
Htoro no xypey| 32
B TOM YHCJIC HHTEPAKTHUBHOE 00yueHue™| 8
3.2 O6pa3oBaTe/ibHbIe TEXHOJOTMU NPH MPOBEAEHUH MPAKTUYECKHUX 3aHATHIH
(ceMuHapCcKuX pador)
Bunbr npuMeHseMbIx Kox.
Ne Tema 3ansaTus AL TP .
o0pa3oBaTeNbHbIX TEXHOJIIOTHM | Yac
1. |OdopmieHre opraHn3aluOHHBIX TOKYMEHTOB PenpoxyktuBHOe 00yueHHe 4
Odopmienune opraHuU3allMOHHBIX JOKYMEHTOB B 4
2. dop p Y PenponyktuBHOE 00yUYeHHE
3eMeJIbHBIX MPAaBOOTHOIICHUAX
3. |OdopmieHue pacopsIUTEbHBIX JOKYMEHTOB PenponyktuBHOE 00yUeHHE
Odopmienne pacnopsiAMTEIbHBIX JTOKYMEHTOB B
4. Gop P A HOKY PenpoayktuBHOE 00ydeHME
3eMEeNbHBIX TPABOOTHOIICHUSX
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Perucrparnus BXoASIKUX JOKYMEHTOB B JKypHaJIe . 4
5. pall FUITIIX JIOKY yp Keiic-texnomnorus
U Ha KapTOUKe
Perucrpanus ucxoasimux 1 BHYTPEHHUX 4
6. pall g yIP PenpoxyktuBHOe 00yueHHE
JIOKYMEHTOB B KypHaJie U Ha KapTOUKe
OdopmieHre OCHOBHBIX PEKBU3UTOB M OCHOBHOM 4
7. | opraHu3alMOHHO-PACIIOPSAIUTEIHHON Keiic-texnomnorus
JOKyMeHTaluu ¢ nomoiibio [I9BM.
8. |Co3nanue maliI0HOB JOKYMEHTOB PenpoxyktuBHOE 00yueHHE 4
Uroro no xkypcy| 32
B TOM YHMCJIC HHTEPAKTHUBHOE 00yueHue™* | 8

4. YCJI0OBUA PEAJIMSAIAUA ITPOT'PAMMBI IMCHUTITJIMHBI
4.1. MarepuajbHo-TexXHHYeCKass  0a3a, HeoOXoauMasi Il OCYIIEeCTBJICHHS
0o0pa3oBaTeIbHOIO Npolecca Mo JUCHUILINHE

ayAUTOPHSL.

HanmenoBanue 1ukioB, |[HanMmeHnoBaHue y4eOHBIX OcCHaIIEeHHOCTh y4eOHBIX KAOUHETOB,
pa3aenoB, TUCLUIUIMH, KaOMHETOB, Ja00paTOpUH, nabopaTopHii, MACTEPCKHUX U JPYTUX
npogecCuOHAIbHBIX MacCTEPCKUX U IPYTHX MOMEIICHUH ISl pean3aliiu

Monyield, MJIK, mpakTuk [moMmemeHui s peanu3anun 00pa3oBaTeNbHON IPOTPAMMBI

00pa3oBaTeNbHON IPOTPAMMBI

JloKyMeHTalmoOHHOE Kabuner 1oKkyMeHTalIMOHHOTO | Y4eOHast MeOenb U CUCTEMbI XpaHCHHS

oOecrieueHue o0ecrieyeHus ynpaBiieHus, (tocka KjlaccHasi, CTOJI ¥ CTYJI

YIIpaBJIEHUS 350063 r. KpacHonap yi. IIpenojaBaTelis, CTOJIbI U CTYJIbs
Mupa, 29, ayn. 8 YYCHUUYECKHUE, MKA(BI A1 XpaHESHUS

Y4EOHBIX TTOCOOUH, CUCTEMBI XPaHCHUS
TaOJIHI] ¥ TUTAKaTOB);

TEXHUYECKHE CpeACTBa 0OydeHHS (HOYyTOYK
npenojaBaress - 1 mT., BUIeonpoexTop - 1
IT., 9KpaH - | mT., muuensuonHoe [10);
JIEMOHCTPALlMOHHBIE YUeOHO-HaTJIsTHbIE
1ocoOus (KOMIUIEKT CTEH/IOB). 3JICKTPOHHBIE
cpeacTBa 00y4YeHus

Y4eOHO-METOIMYEeCKHE MaTepualibl JJIsi CaMOCTOATENbHOM pPabOThl OOYYAIOLIMXCS W3 YHCIA
WHBAJIUJIOB M JIMI[ C OIPAaHUYEHHBIMU BO3MOXHOCTSIMH 370poBbsi (OB3) mpenocraBnsitorcs B
(dbopMax, alanTHPOBAHHBIX K OTPAaHUYCHUSM X 3J0POBbSI U BOCHpUATUS HHPpopMaruu: J1is it
C HapYLIEHUSIMU 3PEHHUSL:

- B IIe4aTHOM (hopMe YBEITUUECHHBIM MIPUDTOM,

-B (Qopme 53IEKTPOHHOrO JOKyMeHTa, Jliga mui ¢

HapyUICHUSIMH CITyXa!

- B IeUaTHO# dopme,

- B (hopMe AJIEKTPOHHOIO JJOKYMEHTA.

JUist U1 ¢ HapyIISHUSIME OMTOPHO-IBUTATENILHOTO arlapara:

- B TIe4aTHOU opme,

- B (hopMe DIIEKTPOHHOTO JOKYMEHTA

4.2. [lepeyeHb HE0OXOAUMOT0 MPOTrPAMMHOI0 O0ecreYeHust
Onepanunonnas cucrema Microsoft Windows 10
[Taker mporpamm Microsoft Office Professional Plus
7-zip GNULesser General Public License (cBob6omHOE TporpamMmmMHOe oOecTieueHre, He
OTpaHUYEHO, OECCPOUHO)
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Hntepuer Opayszep Google Chrome (6ecrmnaTHoe mporpammHoe oOecreueHue, He
OTPaHUYEHO, OECCPOUHO)

K-Lite Codec Pack — yHuBepcanpHblii HabOp KOJEKOB (KOAMPOBIIUKOB-
JIEKOJUPOBIIMKOB) M YTHIUT JUIsl IPOCMOTpa M 00paboOTKH ayauo- u BuAcOo(hailioB
(6ecrmaTHOE MpOrpaMMHOE 0OECTIeueHrEe, HE OTPAaHUYECHO, OECCPOTHO)

WinDjView — nporpamma i npocmotpa (aitmoB B ¢opmare DIV u DjVu
(cBOOOIHOE MpOrpaMMHOE OOecIieyeHuE, He OrPAHUYEHO, OECCPOYHO)

Foxit Reader — mnpukiagHoe mnporpaMmHOe oOecreyeHue Mg TMPOCMOTpa
AJNIEKTPOHHBIX ~ JOKYMEHTOB B cra"aapre PDF (OGecriatHoe mporpamMmHoe
obecrieueHre, He OTPAaHUYECHO, OECCPOTHO)

5. IEPEYEHb OCHOBHOM U JONMOJHUTEJBHON YYEBHOM JINUTEPATYPHI,
HEOBXOJUMOI JIJIsI OCBOEHUSA JUCITATLTAHBI

5.1. OcHoBHas quTEpaTypa

1. Ky3nenos, U. H. [lokymeHTarimonHoe ooecnieueHue ynpasieHus. JJokyMeHTo000poT 1
JeTOTIPOU3BOCTBO | YUEOHUK U MPAKTUKYM ISl CPEAHET0 PO ecCHOHaIbHOr0 00pa3oBaHus /
N. H. Ky3nenos. — 3-e u3zf., mepepad. u qon. — Mocksa : 3narensctBo HOpaiit, 2022. —
462 c. — (Ilpodeccuonansuoe oopazoBanue). — ISBN 978-5-534-04604-5. — Tekcr :
aneKTpoHHBIH // O6pa3zoBatenbHast miaardopma FOpait [caiit]. — URL: https://urait.ru/bcode/490168

5.2. lonoHUTEIBHAS IUTEPATYPA

1. [IIysanosa, H. H. OcHOBBI Ae0NMpOU3BOCTBA : YUSOHUK M MPAKTHKYM JJII CPEAHETO
npodeccuonansuoro oopazosanus / H. H. lllysanosa, A. FO. MBanosa ; mox oOmieit pegaxiueit
H. H. llyBanoBoii. — 3-e u3m., nepepad. u mon. — Mocksa : U3mparensctBo HOpaiirt, 2022, —
384 ¢. — (IIpodeccuonanproe oopazosanue). — ISBN 978-5-534-15488-7. — Tekcr :
anekTpoHHbId // OOpa3zoBarensHas matdopma FOpait [caitt]. — URL: https://urait.ru/bcode/507981

2. Konwun, H. M. TlpaBoBbIe OCHOBBI YIIPaBICHYECKOHN ACATEIHHOCTH : y4eOHOE TTocoOure
11 cpeaHero npodeccuonanbHoro oopazosanus / H. M. Konun, E. . Matopuna. — Mocksa :
WznarensctBo IOpaiit, 2022. — 139 ¢. — (IIpodeccuonanproe odpazoanue). — ISBN 978-5-534-
09852-5. — Tekct : anekrponHsi // OOpa3oBatensHas miaardopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/492523

HopmaTuBHO-ipaBoBbIe JOKYMEHTBI
MexayHapoaHble JOKYMEHThI

1. Konennus Opranmzanun O6bequHennbx Haruit mo mopckomy mpaBy (UNCLOS) : Tekcr ¢
W3MEHEHUSAMH U JonoJIHeHussMU oT 23 wutons 1994 roxpa : 3akmioueHa B ropoje Montero-bee 10
nexadps 1982 rona // Koncynerantllmtoc : cipaBoyHO-TIpaBoBas cucrema. — Mocksa, 1997— . — 3arun.
C TUTYJL. KpaHa.

2. KoHBEHIIMSA O KOHTHHEHTAIBHOM IIeiabde : 3akmoueHa B ropojae JKenese 29 ampenst 1958
roaa // Koncynerantllimoc : cipaBouHo-mpaBoBasi cucrema. — MockBa, 1997— . — 3arn. ¢ tutyin.
JKpaHa.

Koaekchl

1. Poccuiickass ®eneparnust. 3akonsl. Bogubrii komexe Poccuiickoit ®epepanun : BK : Teker ¢
M3MEHEHUAMHU U JoNoNHeHnusAMHU Ha 1 Mas 2022 roga : npusart I'ocynapecrBenHoit lymoint 12 anpens
2006 rona : omoopen Coerom Deaepamuu 26 mas 2006 roga // Koncynprantllntoc : cnpaBouHo-
npaBoBas cucrema. — MockBa, 1997— . — 3ari. ¢ TUTYJL. 3KpaHa.

2. Poccuiickas ®enepaiust. 3akoHbl. ['pamocTpoutensHbiii komeke Poccuiickoit dexepanuu :
I'pK : Tekcr ¢ u3MeHeHUssMU U JonoiaHeHussMu Ha 1 mas 2022 rona : npuHAat ['ocymapcTBeHHOU
Hymoii 22 nexabps 2004 roma : omobpen Coserom Depepanmu 24 nexabpst 2004 roma //
Koncynbrantlltoc : cripaBouHo-nipaBoBas cucrema. — MockBa, 1997— . — 3ari. ¢ TUTyI1. 3KpaHa.
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3. Poccuiickas ®deneparust. 3akonbl. ['pakmanckuii kogekc Poccuiickoit demepaiiuu : 4acTh
nepBasg : 'K : TekcT ¢ M3MEHEHHSMH U JONOJIHEHUsAMHU Ha 25 ¢eBpans 2022 roga : OpPUHAT
I'ocynapcrBennoit Jlymonr 21 okts6ps 1994 roma // Koncymerantllmioc : crnpaBoYHO-TIpaBOBas
cucrema. — MockBa, 1997— . — 3arn. ¢ TuTyJ1. 3KpaHa.

4. Poccuiickas deneparust. 3akoHbl. 3eMenbHbIH Kogeke Poccuiickoii deneparun : 3K : TeKCT ¢
U3MEHEHHUAMU M JomnosiHeHusMu Ha | mas 2022 roma : mpunsar [ocymapcrBenHoi [Jlymoin 28
centsa6ps 2001 roxa : omoopen Coserom Denepanun 10 oktsa6pst 2001 roma // Koncynprantllroc :
CIPaBOYHO-IIpaBoBas cuctema. — Mocksa, 1997— . — 3aru. ¢ TuTy. 3kpaHa.

5. Poccuiickas ®enepanms. 3akonbl. JlecHo#t koaekc Poccuiickoit @eneparuu : JIK : Tekcr ¢
u3MeHeHusMA U pononHeHusMU Ha 30 gexabps 2021 roma : mpussT ['ocymapctBenHon Jlymoit 8
HOs10pst 2006 roma : omobpen CoBerom Denepanun 24 HOs0ps 2006 rona // Koncynerantlliroc :
CIPaBOYHO-IIpaBoBas cuctema. — Mocksa, 1997— . — 3ari. ¢ TuTy. 3kpaHa.

6. Poccuiickas Deneparus. 3akonsl. Hamorossii komekc Poccuiickoit ®emepanuu : 9acTh
nepBasg : HK : Tekct ¢ u3MeHeHusMH U JAomnonHeHUssMH Ha 1 Mas 2022 rojma : NPUHAT
INocynapcrennoit Jlymoit 16 utons 1998 rona : onoopen Coserom deneparuu 17 uronst 1998 rona //
Koncynprantllntoc : cipaBoyHo-nipaBoBas cucrteMa. — MockBa, 1997— . — 3aru. ¢ TUTYyI. SKpaHa.
denepajbHble 3AKOHBI

1. Poccuiickas ®@enepanus. 3akonsl. O kagacTpoBoil nesrenbHOCTH @ DenepanbHblil 3akoH Ne
221-®3 : TEKCT ¢ UBMEHEHHUAMHU U JonoaHeHussMu Ha 1 mas 2022 rona : npunsat ['ocynapcTBeHHOM
Hywmotii 4 urons 2007 roga : onodpen Coserom @enepanuu 11 utons 2007 rona // Koncynprantllntoc
: CIpaBOYHO-MpaBoBasg cucreMa. — MockBa, 1997— . — 3aru. ¢ TUTYJI. SKpaHa.

2. Poccuiickas @enepanus. 3akonbl. O Henpax : 3akoH P® Ne 2395-1 : TekcT ¢ U3MEHEHUsIMU U
nonomHeHussMu Ha 1 ampens 2022 roxa : npusaT 21 deBpans 1992 roma // Koncynerantllmtoc :
CIPaBOYHO-IIpaBoBas cuctema. — Mocksa, 1997— . — 3aru. ¢ TuTyI1. 3kpaHa.

3. Poccuiickas ®eneparus. 3akonbl. O0 oxpaHe OKpyskaromiei cpenbl : DeaepanbHbliil 3aKkoH No
7-®3 : TEKCT C U3MEHEHUSIMU U JONOJHEHUsAMHU Ha 26 maprta 2022 roja : npuHAT ['ocyjapcTBEHHOM
Hymoii 20 pexabpst 2001 roma : omo6pen Comerom Deneparuu 26 nexadbps 2001 roma //
Koncynprantllntoc : cipaBouHo-nipaBoBas cucrteMa. — MockBa, 1997— . — 3aru. ¢ TuTyIn. SKpaHa.

4. Poccuiickas @epnepanus. 3akoHbl. O  TEPpUTOPUAX  ONEPEKAIOUIETO  COLMAIBHO-
SKOHOMHUYECKOro pa3Butusa B Poccuiickoir @enepanuu : Oenepanbubiii 3akoH Ne 473-D3 : TeKCT ¢
U3MEHEHUAMU U jaonojHeHusMu Ha 11 urons 2021 roma : mpussr I'ocynapcrBeHHoit lymoit 23
nexadpst 2014 roma : ogodpen Coerom Deneparuu 25 nexadps 2014 rona // Koncynerantllmtoc :
CIPaBOYHO-IIpaBoBas cuctema. — Mocksa, 1997— . — 3aru. ¢ TuTy. 3kpaHa.

5. Poccuiickas ®enepanusi. 3akoHbl. O TOCYIapCTBEHHOM PErUCTpPallMM HEABHKHUMOCTHU
®enepanbHbliil 3akoH No 218-D3 : TeKCT ¢ U3MEHEHHsIMU U JonojaHeHussMu Ha 1 mas 2022 roxa :
npuHAT ['ocynapctBennoit Jlymoit 3 wromns 2015 roxa : omobpen Coserom deneparuu 8 utons 2015
roaa // Koncynerantllmoc : cipaBoyHO-mpaBoBasi cucrema. — MockBa, 1997— . — 3arn. ¢ tutyi.
JKpaHa.

6. Poccuiickas ®enepanus. 3akonsl. O0 orieHOUHOI AesTenbHOCTH B Poccuiickoit @enepanun :
®enepanbHbli 3akOH No 135-D3 : TeKCT ¢ UBMEHEHHUSIMU U JONOJHEeHUs MU Ha 2 utong 2021 ropa :
npunat ['ocynapcrBennoit [Iymoit 16 urons 1998 roma : ogobpen Coserom dDepepauuu 17 uromns
1998 rona // Koncynerantllmtoc : cipaBoyHO-TIpaBoBast cucrema. — Mocksa, 1997— . — 3ari. ¢ Tutyn.
JKpaHa.

7. Poccuiickas @enepanus. 3akoHbl. O rocy1apCTBEHHOM KagacTpoBoil onieHke : denepanbHbIi
3akoH Ne 237-D3 : TekcT ¢ M3MEHEHUsMU U JonoigHeHusMu Ha 30 nexabps 2021 roga : mpuHST
INocynapcrBennoit J{ymoit 22 utonst 2016 rona : omoopen Coserom Deneparuu 29 utons 2016 rona //
Koncynprantllntoc : cipaBouHo-nipaBoBas cucrteMa. — MockBa, 1997— . — 3aru. ¢ TuTYyI. SKpaHa.

8. Poccuiickas ®eneparus. 3akoHbl. O  KpecTbSHCKOM  (pepMepckoM)  XO3sIHCTBE
®denepanbHbliil 3ak0H No 74-D3 : TEKCT ¢ M3MEHEHUSIMH U TOTOTHEHUsIME Ha 6 nexadpst 2021 rona :
npuaT ['ocygapcrBennoit J{ymoit 23 mas 2003 roma : ogoopen Coerom Deaepanmu 28 mas 2003
roaa // Koncynerantllmoc : cipaBoyHo-mpaBoBasi cucrema. — MockBa, 1997— . — 3arn. ¢ tutyi.
JKpaHa.

9. Poccuiickas @enepanus. 3akoHbl. O Kene3HOAOPOKHOM TpaHcnopre B Poccuiickoit
Oenepanun : DenepanbHbiil 3akoH Ne 17-D3 : TeKCT ¢ U3MEHEHUAMH U JOMOJHEHUsAMH Ha 14 mapTta
2022 roma : mpunar ['ocynapctBennoit Jlymoit 24 nexabps 2002 roga : omobpen Coserom
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®eneparun 27 nexadps 2002 roga // Koncynsrantllnoc : cipaBouHo-IIpaBoBasi cucremMa. — MOckBa,
1997— . — 3aru. ¢ TUTYJL. PKpaHa.

10. Poccuiickas @enepanus. 3akoHsl. O rocy1apcTBEHHOM pEryJIMPOBaHUH 00ECTICUECHUS
IJIOAOPOUS 3€MENb CEIbCKOXO03siICTBeHHOTO Ha3HaueHus : denepanbusbiil 3akoH Ne 101-D3 : teker
C U3MeHeHusMU U aomnonHeHussMu Ha 30 gexadps 2021 roga : mpunst ['ocymapcTBenHoi ymoit 3
utonst 1998 roga : omobOpen Cosetrom dDenepanmm 9 wurons 1998 roma // Koncymwrantllntoc :
CIPaBOYHO-IIpaBoBas cuctema. — Mocksa, 1997— . — 3aru. ¢ TuTyI1. 3kpaHa.

11. Poccuiickas denepanusi. 3akonbl. O mepeBoae 3eMellb WM 3€MEJIbHBIX YYaCTKOB M3
OHOM Kareropuu B Jpyryto : Denepanbublii 3akoH Ne 172-D3 : TeKCT ¢ HM3MEHEHUSIMU U
nononHenusmu Ha 30 nexabps 2021 roga : mpunst ['ocynapctBennoi Jlymoii 3 nexabps 2004 rona :
onobpen CoBerom Denepaunn 8§ nexadpst 2004 rona // Koncynsrantllnioc : cnpaBoyHO-IIpaBOBast
cucrtema. — MockBa, 1997— . — 3arm. ¢ TUTyI1. 3KpaHa.

12. Poccuiickas ®enepanus. 3akoHel. OO0 o00opoTe 3eMenb CEeIbCKOXO035HCTBEHHOTO
HaszHaueHus : PenepanbHbiii 3akoH Ne 101-D3 : TEeKCT ¢ M3MEHEHHUSIMU M JONOJHEHUAMH Ha 30
nexabpst 2021 rona : mpunar ['ocynapcrBenHont Jymoit 26 urons 2002 rona : onodpen CoeTom
Oenepanun 10 urons 2002 rona / Koncynprantlliroc : cripaBodHO-TIpaBoBasi cuctemMa. — MOCKBa,
1997— . — 3aru. ¢ TUTYJI. PKpaHa.

ITocraHnoBJieHus, pacnopsixenus IIpasureascrea PO

1. O rocynapcTBeHHOM KadacTpoBOM oneHke 3emenb : Ilocranosnenue IlpaBuTennbcTBa
Poccuiickoit denepannu ot 25 aBrycra 1999 roga Ne 945 // Koncynerantllimroc : cnpaBouHo-
npaBoBas cucrema. — MockBa, 1997— . — 3ari. ¢ TUTYJL. 3KpaHa.

2. O nopsike yCTaHOBJICHMS M UCIIOJIb30BAHMS T10JI0C OTBOJA U OXPAHHBIX 30H JKEJIE3HBIX JOPOT
: B penakuuu ot 17 anpens 2019 rona : [loctanosnenue IlpasurensctBa Poccuiickoit denepannu ot
12 oxTsa6ps 2006 roga Ne 611 // Koncynwsrantllotoc : cmpaBouHO-TIpaBOBasi cucreMa. — MOCKBa,
1997— . —3armn. ¢ TUTYJ. 3KpaHa.

3. O denepanbHOM TrOCYIapCTBEHHOM 3€MEILHOM KOHTpoJie (Haa3ope) : B pedakuuu oT 7
despans 2022 roga : [locranosnenue IlpaButenscrBa Poccuiickoit @enepaunu ot 30 utons 2021
rona Ne 1081 // Koncynprantllnroc : cnpaBouHo-mipaBoBasi cucteMa. — MockBa, 1997— . — 3arn. ¢
TUTYJ. SKpaHa.

4. O npoBeIeHNHU PEKYJIbTUBAIIMM U KOHCEPBALIMK 3€MeNb : B penakuuu oT 7 mapta 2019 rona :
ITocranosnenue IlpaButensctBa Poccuiickoit ®eneparuu ot 10 umtons 2018 roma Ne 800 //
Koncynbrantlltoc : cipaBouHo-nipaBoBas cucrema. — MockBa, 1997— . — 3ari. ¢ TuTyI1. 3KpaHa.

5. 00 yrBepxknenun Ilomoxkenuss o DenmepanpHO Ciy)0e 10 BETEpUHAPHOMY U
¢duTocaHuTapHOMY Ha/30py : B peaakuuu ot 29 Hos0ps 2021 roxa : Iloctanosnenue [lpaButenscTBa
Poccutiickoit ®eneparuu ot 30 uronst 2004 roga Ne 327 // Koncynprantlnroc : cipaBodHO-TIpaBoOBas
cucrema. — MockBa, 1997— . — 3arn. ¢ TuTyJ1. 3KpaHa.

6. O6 yrBepxkaeHnu [IpaBui BeIIauu pa3penieHus Ha UCIIOIb30BaHUE 3€MENb WM 3€MEITbHOTO
y4acTKa, HaXOJSIINXCS B TOCYAAPCTBEHHOW WM MYHHIIMITATLHOW COOCTBEHHOCTH : B PENAKIMH OT
30 urona 2020 roxa : [Tocranosnenue [IpaButenscTBa Poccuiickoit @eneparnuu ot 27 Hos0ps 2014
roga Ne 1244 // Koncynprantllmtoc : cnpaBouHo-nipaBoBasi cucrema. — Mocksa, 1997— . — 3arn. ¢
TUTYJ1. SKpaHa.

HOpMaTI/IBHbIe AKTbl MUHUCTEPCTB U B€AOMCTB

1. O6 yrBepxknenun denepalbHOTO CTaHAapTa oleHKU «OOIue MOHATUS OICHKH, TIOIXObI U
TpeboBanusi kK mnpoBeAcHUIo oreHkn» (DCO Ne 1) : Ilpuka3 MwuHHCTEpCTBA SKOHOMHUYECKOTO
pasButus Poccuiickoii ®enepaunu ot 20 mas 2015 rona Ne 297 // Koncynsrantlintoc : cipaBouHO-
npaBoBas cucrema. — Mocksa, 1997— . — 3ari. ¢ TUTYJ. 3KpaHa.

2. O6 yrBepxaennu PenepanbHOro CTaHjgapTa OHEHKH «Llenb OLeHKM W BHABI CTOMMOCTHU
(D®CO Ne 2)» : Ilpuka3z MuHuCTEpCTBAa YIKOHOMHYECKOTO pa3Butus Poccuiickoit @enepanun ot 20
mast 2015 roga Ne 298 // Koncynbrantllintoc : cripaBodHo-mipaBoBas cucrema. — Mocksa, 1997— . —
3ari. ¢ TUTYJL. PKpaHa.

23



3. O6 ytBepxxnenun PenepanbHOro cTaHgapra oueHKH «TpeboBaHus K OTYeTy 00 OLIEHKE
(®CO Ne 3)» : B penakiuu ot 6 nexadbpst 2016 roga : Ilpukaz MuHuCTEpCTBA SYKOHOMUYECKOTO
pasButHs Poccuiickoit @enepanuu ot 20 mas 2015 roga Ne 299 // Koncynprantllntoc : cipaBouHO-
npaBoBas cucrema. — Mocksa, 1997— . — 3ari. ¢ TUTYJ. 3KpaHa.

4. O6 yrBepxxaennu denepaabHOro CTaHAapTa OLEHKH «OnpeaeneHne KagacTpoBOil CTOMMOCTH
(®CO Ne 4)» : B pemakuuu ot 22 wioHa 2015 roma : I[lpukaz MuHHCTEpCTBA SKOHOMUYECKOTO
pasButus Poccuiickoit @enepaunun ot 22 okTsa6ps 2010 roma Ne 508 // Koncynpsrantlliroc :
CIIpaBOYHO-IIpaBoBas cucrema. — MockBa, 1997— . — 3ari. ¢ TuTyI1. 3KpaHa.

5. O6 yrtBepxaeHun MeTOAMYECKHX YKa3aHUM O TrocylapCTBEHHOM KaJacTpOBOM OLEHKE :
[Tpuka3z denepanpHON Ciy’k0abl TOCYAapCTBEHHOW pErHCTpaliud, KagacTpa W Kaprorpaduu ot 4
aBrycra 2021 ronma Ne I1/0336 // Koncynpsrantllmoc : cnpaBouHo-paBoBasi cucrema. — MOCKBa,
1997— . — 3aru. ¢ TUTYJL. SKpaHa.

6. O6 ytBepxkaeHuu (OpMBI UM cOCTaBa CBEJCHUN MEXEBOro IUTaHa, TpeOOBaHUU K €ro
MOATOTOBKE : B pemakiuu oT 14 nexabps 2018 roma : Ilpukaz MuHHCTEpCTBAa SKOHOMHUYECKOTO
pasButus Poccuiickoit @enepaunn ot 8 nexabps 2015 roma Ne 921 // Koncynwsrantllmioc :
CIIpaBOYHO-IIpaBoBas cucrema. — MockBa, 1997— . — 3ary. ¢ TuTyI1. 3KpaHa.

7. O6 yTBepkIeHUU TPeOOBaHHUM K TOUHOCTH U METOJaM OIpeAeNIeHUs] KOOPAMHAT XapaKTePHBIX
TOYEK T'PaHUI] 3€MEIbHOTO y4yacTKa, TPeOOBaHMH K TOUHOCTH M METOJaM OIpeIeIeHUs] KOOpAUHAT
XapaKTEepHBIX TOYEK KOHTYpa 3aHUS, COOPYKEHHS MM 00BEKTa HE3aBEPILIEHHOTO CTPOUTEIHCTBA Ha
3eMeNbHOM Yy4YacTKe, a Takke TpeOOBaHWN K ONPEAETCHUIO IUIOIIAAM 3JaHHS, COOPYKCHHS,
MMOMENICHUs, MalluHO-MecTa : B pemakuuu oT 29 oktsaops 2021 roma : Ilpuka3z DenepanbHOM
CITy’KOBI TOCYapCTBEHHOM perucTpamnuu, Kaaactpa u kaprorpaduu ot 23 oktsOpst 2020 roma Ne
[1/0393 // Koncynbrantllimtoc : cipaBouHO-TIpaBoBasi cucrema. — MockBa, 1997— . — 3ari. ¢ TuTyiL.
JKpaHa.

8. O0 yrBepxaeHuu IlomokeHWsT O TOpPAIKE WCIOIL30BaHMUS 3eMelb  (pemeparbHOTO
KEJIE3HOJOPOKHOTO TPaHCIIOpPTAa B Mpeesiax IoJIOChl OTBOJA Kele3HblXx gopor :  Ilpukas
MunucrepctBa myTeit coobOmenus Poccuiickoit ®eneparuu ot 15 mas 1999 roma Ne 2611 //
Koncynprantllntoc : cipaBouHo-nipaBoBas cucrteMa. — MockBa, 1997— . — 3aru. ¢ TuTYyIn. SKpaHa.

9. O6 ytBepxknenun HopM oTBoJa 3eMeNbHBIX YYacTKOB, HEOOXOIMMBIX UIsi (OpMHUpPOBAHUS
OTBOJIAa JKEJIE3HBIX JOpPOr, a TaKXE€ HOPM pacueTa OXpaHHBIX 30H Xele3HbIX Jopor : [lpukas
MunucrepctBa TpaHcnopta Poccuiickoit ®enmeparun ot 6 aprycta 2008 roma Ne 126 //
Koncynprantllntoc : cipaBoyHo-nipaBoBas cucrteMa. — MockBa, 1997— . — 3aru. ¢ TMTYyI1. SKpaHa.

10. IIpaBuna mo TexHUKe 0E30MAaCHOCTH Ha TOMOrpado-reoAe3ndecKnX padoTax : YTBEPKICHBI
Komnerueit ['maBHoro ympasnenust reoge3uu u kaprorpaduu npu Cosere MunucrtpoB CCCP 9
deBpans 1989 roma Ne 2/21 // DnextpoHHBIA (OHI HOPMATUBHO-TEXHHUYECKOM M HOPMATHBHO-
IIPaBOBOM UH(pOpMaLIUU Koncopuuyma «Koneke» : [caifT]. - URL:
https://docs.cntd.ru/document/120003221 1

11. O6 yTBepXICHMU KJIACCH(PHUKATOPAa BHJOB Pa3pPEIICHHOIO HCIOJIb30BAHUS 3EMEIbHBIX
y4acTKOB : B penmakimuu ot 16 centsadps 2021 roma : Ilpukas ®enepaibHOW CITY>KOBI
rOCYJapCTBEHHOIN perucTpaiuu, kagactpa u kaprorpaguu ot 10 HosiOps 2020 roma Ne 11/0412 //
Koncynbrantlltoc : cipaBouHo-nipaBoBas cucrema. — MockBa, 1997— . — 3ari. ¢ TUTyI1. 3KpaHa.
HopmaTuBHbie akTbl KpacHogapckoro kpas

1. O0 ocHOBax peryJIMpoBaHHS 3€MENbHBIX OTHOImIEHHH B KpacHomapckom kpae : 3akoH
Kpacnonapckoro kpas Ne 532-K3 : TekcT ¢ u3MeHEHUsAMU U 1onoaHeHus MU Ha 29 anpens 2022 roga

npuHAT 3akoHomatenbHeIM CoOpanumeM KpacHomapckoro kpas 23 oktsops 2002 roma //
Koncynprantllntoc : cipaBouHo-nipaBoBas cucreMa. — MockBa, 1997— . — 3aru. ¢ TUTYyI1. SKpaHa.

2. O0 ympaBlIeHHMH TOCYIapCTBEHHOW COOCTBEHHOCThIO KpacHomapckoro kpast : 3akoH
Kpacnonapckoro kpast Ne 180-K3 : TekCT ¢ M3MEHEHUsAMU U JONOJNHEHUAMH Ha 5 anpens 2022 roga :
npuHAT 3akoHomatenbHbiM CoOpanmem KpacHomapckoro xkpas 28 ampens 1999 roma //
Koncynprantllntoc : cipaBouHo-nipaBoBas cucreMa. — Mocksa, 1997— . — 3aru. ¢ TUTYyI. SKpaHa.
I'ocynapcrBennbie cranaaptol (I'OCThI)

1. TOCT 22268-76. I'eone3us. TepMuHbl U ONpeneneHus : rocyapcTBeHHbIi ctanaapt Coro3a
CCP : yTtBepkzeH U BBelieH B neiicTBue [loctanoBienueM ['ocy1apcTBEHHOTO KOMUTETA CTaHIapTOB
Cosera Munuctpos CCCP ot 21 nexabpst 1976 roma Ne 2791 : nara BBemenus 1978-01-01 /
noArotoBieH LleHTpaabHBIM Hay4YHO-UCCIIEOBATEILCKUM HHCTHUTYTOM T€0/A€3MH, a’3pPOChEMKH U
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KapTtorpaguu, MOCKOBCKMM HHCTUTYTOM HMHXXEHEPOB I'e0JIe3UuH, a3po(OTOCHEMKH M KapTorpaduu,
Hay4Ho-uccnenoBaTenbckuM ~ HHCTUTYTOM — TNpukiagHoit reonesun //  Koncymwsrantllmioc
CIIPaBOYHO-IIpaBoBas cuctema. — Mocksa, 1997— . — 3aru. ¢ TuTyI1. 3KpaHa.

2. TOCT 21667-76. Kaptorpadus. TepMUHBI U ONpEEICHUS : MEKTOCYAapCTBEHHBIM CTaHIAPT
: TEKCT C U3MEHEHHUAMH U AonojHeHussMu Ha 1 HostOpst 2001 rona : yTBEp:KJeH U BBElIeH B JACHCTBUE
[TocranoBnenuem I'ocynapctBenHoro komurtera ctanaaptoB Cosera Munuctpo CCCP ot 31 mapra
1976 roma Ne 730 : nmata BBenmenus 1977-07-01 // Koncynprantllmoc : cmpaBouyHO-IpaBOBast
cucrtema. — MockBa, 1997— . — 3ary. ¢ TUTyI1. 3KpaHa.

3. TOCT 28441-99. Kaprorpadus mudpoas. TepMUHBI 1 ONPEETCHHS | MEKIOCY1apCTBEHHBIN
CTaHIapT : YTBepKIeH u BBeldeH B JeiictBue I[locranoBinenneM ['ocynapcTBEHHOro KoMHTETa
Poccuiickoit @exepaunu 1Mo CTaHIAPTU3ANUHE U METPOJOTHH OT 23 okTsa0ps 1999 roma Ne 423-c :
nata BBegeHus 2000-07-01 / moxroroBieH 29-M Hay4YHO-HCCIEIOBATEIBCKUM HWHCTUTYTOM
MunucrepctBa 060ponsl Poccuiickoit ®denepanuu, LleHTpaidbHBIM HayYyHO-HCCIEI0BATEIbCKIM
WHCTUTYTOM TI'e0/ie3uH, adpochbeMku U kaptorpaduu um. @. H. KpacoBckoro // DnexTponHbiid (HoHA
HOPMATHBHO-TEXHUYECKOH U HOpMaTUBHO-NpaBoBoi uH(popmaruu Koncoprumyma «Komekey
[caiiT]. — URL: https://docs.cntd.ru/document/1200009569
PykoBoasimue texuudyeckue marepuansl (PTM)

1. PTM 68-14-01. CniyTHUKOBasi TEXHOJIOTHSI T€0e3NUeCKUX paboT. TepMHUHBI U onpeneneHus :
PYKOBOISIIIIMK TEXHUYECKUM MaTtepuan : YTBEpXKJAEH H BBeAeH B jaeiictBue Ilpukazom
Pockaprorpaduu ot 24 anpens 2001 roga Ne 93-mip : BBenieH Brepsble : nata BeeneHus 2001-07-01 /
noArotoBieH LleHTpaabHBIM Hay4YHO-UCCIIEOBATENLCKUM HHCTHUTYTOM T€0/A€3MH, a’3pPOChEMKH U
kaprorpapun um. @. H. Kpacosckoro // Koncynprantllmioc : cnpaBoyHO-TIpaBoBasi CUCTEMa. —
Mocksa, 1997— . — 3ariu. ¢ TUTYJI. SKpaHa

2. PTM 68-13-99. YcnoBHble rpaduyeckre u300pakeHus: B TOKYMEHTAIUU T'€0AEe3UUYECKOro U
TONOrpaUuecKoro MPOU3BOICTBA : PYKOBOSAIIMM TEXHUYECKUN MaTepHall : YTBEPKACH U BBEACH B
neiicreue [Ipukaszom Pockaprorpaduu ot 2 HOstOpst 1999 roma Ne 150-mp : BBeieH BHepBhIC : JaTa
BeeaeHuss 2000-02-01 / moaroromieH LleHTpasbHBIM HayYHO-HCCIICTOBATEIHLCKUM HWHCTUTYTOM
reojie3uu, adpocbeMku U kaprorpadpuu um. ®@. H. Kpacosckoro // Koncynsrantlliroc : cipaBoyHo-
npaBoBas cucrema. — Mocksa, 1997— . — 3ari. ¢ TUTYJ. 3KpaHa.

5.3. [lepuoguueckue u3IaHus

1. lenonpon3BOACTBO: KypHAaI
2. JIenonpou3BOICTBO U IOKyMEHTOOOOPOT Ha MPEANPUATUH: JKypHAI

5.4. IllepeyeHb pecypcoB HH(POPMALMOHHO-TEIEKOMMYHUKAIIMOHHOU ceTn «HTepHETY,
HEe00XOAUMBIX /ISl 0CBOEHUS TUCHUILINHBI

1. MuHHCTEpCTBO HayKH W BbIcuIero oOpaszoBanusi Poccuiickoit ®deneparmu: oduuIMaIbHBIN
caiit. — Mocksa. — URL: https://minobrnauki.gov.ru

2. MunuctepcTBo npocBenieHust Poccuiickoii @enepannn: opuuumanbHelii cait. — MockBa. —
URL: https://edu.gov.ru/

3. Poccuiickoe oOpaszoBanme: denepanpHbIA mopTan: caWTt. — MockBa, 2002. — URL:
http://www.edu.ru

4. EgwHOoe OKHO JocTymna K oOpa3oBaTelbHBIM pecypcaM: MHGOPMAIMOHHAS CHCTEMa: CAMT. —
Mocksa, 2005. — URL: http://window.edu.ru

5. «YUEBA»: oOpa3oBarenbHblii mopTanm:  caiit. — MockBa, 2000. — URL:
http://www.ucheba.com

6. OOpazoBaHHe Ha PyCCKOM: IIPOEKT ['ocy1apcTBEHHOTO MHCTUTYTa pyccKoro sizbika uM. A. C.
[Tymxkuna: caiit. — Mocksa, 2015. —URL: https://pushkininstitute.ru/

7. eLIBRARY.RU: HaywHnas »mekTpoHHas OubOimorteka: cait. —Mocksa, 2000. — URL:
https://elibrary.ru

8. HammonanpHas oanekTponHass Oubnmoreka (HOB): caitit. — Mocksa, 2021. — URL:
http://rusneb.ru
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9. KubepJlennnka: HayuyHas »JIeKTpoHHass OuOimoreka: caiit. — Mocksa, 2012. — URL:
http://cyberleninka.ru

10. «I'pamoTa.py» — crnpaBouyHO-MH(GOPMAIIMOHHBIA TOpTal: caiT. — Mocksa, 2000. — URL:
http://gramota.ru

11. I'noccapwmii.ru : ciy:x06a TeMaTH4eCKHX TOJKOBBIX clioBapeil: caiiT. — Mocksa, 2000. — URL:
http://glossary.ru

12. «Academic.ru»: croBapu U DBHUOUKIomeauu: caT. — Mocksa, 2000. — URL:
http://dic.academic.ru
13. Koncynperantllntoc: crpaBouHas mpaBoBas cucrtema: cailt. — Mocksa, 1997. — URL:

http://consultant.ru (IOCTyn MO JOKATLHOW CETH)
14. DnexTpoHHBIH (OHJ HOPMATUBHO-TEXHHUYECKOM W HOPMATHUBHO-TIPABOBOM HWHQOpMaIIUU
Koncoprumyma «Kogekc»: caiit. — Cankr-IletepOypr. — URL: https://docs.cntd.ru/

6. METOAUYECKHUE YKA3AHUSA JIsA OBYYAIOLIUXCA IO OCBOEHUIO
AN CHUIIJINHBI

Huctumimua — «JlokyMeHTallMoHHOe ~ oOecliedeHHe  yNpaBiICHHUs»  IpeayCcMaTpUBAET
JEKIMOHHBIE M  MPAaKTUYECKHE 3aHATHSA.  YCIEIIHOe M3y4YeHHe JAUCHUIUIMHBI  Tpelyer
CUCTEMAaTUYECKOT0 MOCEIIECHUS 3aHATHI, aKTUBHOW pabOThI HA MPAKTUYECKUX 3aHATHUSIX, BHITOJIHEHUS
y4eOHBIX 33/IaHUH MPEroIaBaTelsl U CaMOCTOSITEIbHON paboThl CTYZCHTa, O3HAKOMJICHHSI C OCHOBHOM
Y TONIOJTHUTEIbHON JTUTEPATyPOM.

IIo kypcy npenycMOTpPEeHO MPOBEACHUE JIEKIIMOHHBIX 3aHITUM, HA KOTOPBIX JAETCA OCHOBHOM
cucTeMaTu3upoBaHHbI Matepuai. [IpenHazHadyenue nekuil mo Kkypcy «CoBpeMeHHas OprTeXHUKa U
OpraHM3alys IeJI0NPOU3BOCTBAY 3aKII0YAETCS B CIEIYIOIIEM:

- U3JI0’)KCHHE BaXKHEWIIIeH MHPOPMAIIUH 10 33JIaHHOHN TEMeE.

- IOMOIIIb B OCBOCHHMHU (DyHaMEHTAIbHBIX MPo0IeM Kypca.

- TOMYJISIPU3ALMS HOBEUIINX TOCTUKEHU COBPEMEHHON HAYYHOM MBICIIH.

Crynenty  mpejjaraerca — HamMCaHUME  KOHCHEKTa  JIEKIMM:  KpaTKO, CXEMAaTH4HO,
MOCJIeIOBAaTEIbHO (PUKCUPOBATH OCHOBHBIC TIIOJIOKEHHMSI, BBIBOABI, (POPMYIHPOBKH, OOOOIICHUS;
1oMeYaTh BaKHBIE MBICIH, BBIIEIATH KIIOUYEBBIE CIOBa, TEpMUHBI. [IpoBepka TEpMUHOB, MOHITHI C
MOMOUIBIO0 SHIUMUKIONENNN, CcIoBapei, CIPaBOYHUKOB C BBIMNHCHIBAHUEM TOJKOBAaHMM B TETpajb
(cocraBnenune Te3aypyca). OOO3HAYMTH BONPOCH, TEPMUHBI, MaTepHall, KOTOPbIH BHI3bIBAET
TPYOHOCTH, IIOMETHTb M TIONBITaTbCS HAMTH OTBET B peKoMeHAyeMoil murtepartype. Ecmu
CaMOCTOSITENIHO HE yJaeTcs pa3o0parbcs B MaTepualie, HE00X0AUMO C(HOPMYIMPOBATH BOMPOC U
3aJ1aTh MPEINOoAaBaTe0 Ha KOHCYIbTALUU, Ha TPAKTUYECKOM 3aHSTHH.

Jlekiuu MO JaHHOMY Kypcy MpPENOCTaBIIAOT 0a30BYIO OCHOBY JUIS MCIIOJIB30BAaHMS JAPYTHX
dbopM yueOHBIX 3aHIATHH, TAKUX KaK CEMHUHAPCKOE 3aHSATHE, KOHCYJbTauus, TudQepeHInpoBaHHBIN
3auer.

[TpakTrueckue 3aHsATHS (CEMHUHAphl) MpeIHa3HAYEHBI /Ui YIiyOJIeHHOr0 U3Y4YeHUsl MTPEeIMETa,
OBJIaJICHUE METOJI0JIOTHEH, NMPUMEHUTEIBHO K OCOOEHHOCTSM H3ydaeMoil Hayku. Ha cemmHapax
CTYIEHTBl 3aKpeIUIsiOT 3HaHMs, IMOJTy4YeHHbIE Ha JIEKIUSAX WM W3 YYeOHHUKOB, B TpOIEcce HX
nepeckaza uiau oocyxaeHus. [loAroroBka K 3aHATHSIM), BBICTYIUIEHHE C COOOLICHUSAMHU PACIIUPSIOT
3HAHUA CTYJIEHTOB I10 KypCy.

Junaktuueckue 1ejd ceMUHapa:

-yriyOsieHue, cucTeMaTH3alusi M 3aKperuieHue 3HaHWM, MpeBpalieHHe WX B YOEKICHHS;-
IIPOBEPKA 3HAHU;

- IPUBUTHE YMEHUHN 1 HABBIKOB CAMOCTOSITENIbHOM paboThI ¢ yUeOHUKOM, CTaThel U Mp.;

-pa3BUTHE KYJIbTYpPHl peud, (OPMUPOBAHHUE YMEHHUS apTyMEHTHPOBAHO OTCTaUBaTh CBOIO
TOUYKY 3peHUsl, OTBEYasi Ha BOIPOCHI JPYTHX CTYJEHTOB U MPETogaBaTels;

- YMEHHE CIyIIaTh IPYTUX, 33JaBaTh BOIIPOCHI.

B 3aBucumocTu OT cTeneHW aKTUBU3ALKUKW MHEMUYECKOW WM MBICIUTEIHHOW NEeSTENIbHOCTH
CTYIEHTOB (OPMBI OpTaHU3ANUUA CEMUHAPCKUX 3aHATUH MOXKHO pa3lenuTh Ha JBa Tuma: 1)
PENPOTYKTUBHBIA U 2) MPOTYKTHUBHBIH.
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PenpoyKTUBHBIM THIT OpraHU3alMU 3aHATHS MPEINOoNiaraeT, MPekIe BCEro, aKTHBU3AIUIO
MHEMHUYECKHX CIHOCOOHOCTEH cTyneHTOB. OHU JOJDKHBI 3allOMHUTH U NEpecKa3aTh OIpe/eleHHbIN
y4eOHBIi MaTepuall Ha OCHOBE MarepHala JeKIUHA WM Y4YeOHHKOB WM TEPBOUCTOYHUKOB.
[IpoayKTUBHBIA THUI OpraHU3allUd 3aHATHS MpENIoyiaraeT AaKTUBU3ALMIO  MBICIUTENbHBIX
ciocoOHocTe cTyneHToB. OHM JOJKHBI CPaBHUTH, NMPOAHAIN3UPOBATH, 000OLIUTH, KPUTHUYECKH
OLIGHUTH, CIIENAaTh YMO3aKJIIOUEHNUE HAa OCHOBE YCIBIIIAHHOTO WJIM MPOYUTAHHOTO MaTepuaia. Takoit
XapakTep 3aHATHIO NMPHIACT MMOCTAHOBKA BOIPOCOB clieAyiomiero tuma: Yem oriamyaercs...; Yo
obuiero Mexnay...; Kakue mexanuswmsl...; Beigenure JOCTOMHCTBA U HEAOCTATKHU... (Tpernoaraercs,
YTO OTBETHI Ha 3TH BOIMPOCHI B SIBHOM BH/JIC B YUCOHHUKE WU JICKITUH HE JJAHbI).

Bun (dbopma) cemunapa onpezensercsi coiepkaHieM TeMbl, YpOBHEM MOJATOTOBKH CTYAECHTOB
JAaHHOW TPYIIBI, HANpaBleHWEM U TpoduiIeM UX MOATOTOBKH, HEOOXOAMMOCTBHIO YBS3aTh
npenojaBaHue yueOHOW AMCUUIUIMHBI C APYTUMHU JUCUUIUIMHAMM, U3yYaeMbIMU CTyJeHTamMH. Buj
CeMHHapa MpPU3BaH CIIOCOOCTBOBATH HAMOOJIee MOJTHOMY PACKPBITHUIO COICPIKAHUS U CTPYKTYPBI
oOcyxJaeMol Ha HEM TeMbl, OOEeCHeunTh HauOOJbIIYI0 AKTUBHOCTH CTYJIEHTOB, pELICHHE
MO3HABATENBHBIX U BOCIIUTATEIHHBIX 3a/1a4.

B pamkax kypca mnpeamnosiaraercs HECKOJbKO BHUIOB CEMHHAPCKHUX 3aHATHUH, a HMEHHO:
BOIIPOCHO-OTBETHBI BHUJ CEMHUHApa, CEMHHAp-AUCKYCCHUS, aHalu3 MpOOJIEMHBIX CHUTyalluH,
o0CyXJIeHNEe MHUCHhbMEHHBIX padoT CTyIeHTOB (pedeparoB). [ MOKOCTH BHIIOB CEMHUHAPCKHUX 3aHSATHUH,
IIMPOKHE BO3MOKHOCTH IIOCTOSIHHOTO MX COBEPIICHCTBOBAHUS IIO3BOJIAIOT Hambojee IOJHO
OCYIIECTBIATH OOpAaTHYIO CBSI3b C OOy4YaeMbIMM, BBIICHSS Al ceOsl psAd BOIPOCOB, MUMEIOIIUX
BaYKHOE 3HAUEHUE JIJIsl TOCTAHOBKHU BCETro Y4eOHOro mpoliecca.

I[Ipy moaroroBke K MPAaKTHYECKOMY 3aHSATHIO CTYACHTHI HMEIOT  BO3MOXHOCTb
BOCIIOJIb30BaThCSl KOHCYJIbTAIIUSIMU MTPEO1aBaTENs.

ITpu mOoArOTOBKE K MPAKTUYECKUM 3aHATUSAM HEOOXOAUMO:

- TMPHUHOCUTH C COOOM PEKOMEHJOBAHHYIO MPENOAaBaTENeM JIUTEPATypy K KOHKPETHOMY
3aHSTHIO;

- JI0 OYEpeIHOr0o MPAKTUYECKOTO 3aHSATUS 10 PEKOMEHJIOBAaHHBIM JINTEPATYyPHBIM
MCTOYHHUKAM IPOpabOTaTh TEOPETUUECKUN MaTepHajl, COOTBETCTBYIOIIEH TEMbI 3aHATHUS;

- B Hauaje 3aHATHM 3aJaTh MPENOJABaTENI0 BONPOCHI IO MaTepuady, BbI3BaBIIEMY
3aTpyIHEHUS B €r0 MOHUMAHUH U OCBOCHUU MPHU PEIICHUU 3a/a4, 3aJaHHBIX ISl CAMOCTOSTEIILHOTO
pelIeHus;

- Ha 3aHATHH JOBOIUTH KAXAYIO 3a7ady 10 OKOHYATEIHLHOTO PEIICHUs, IEMOHCTPUPOBATH
MOHMMAaHHUE TPOBEIACHHBIX PACUETOB (aHAJIM30B, CUTYallMii), B CiIydae 3aTpyJHEHHI oOpamarbes K
MIPEIo1aBaTelio.

Ha 3aHsATHN 0YeHb Ba)KHO BBICIYIIATh BCTYNUTEIHHOE CIOBO MPEIOIaBaTes, YICHUTh LIeNb U
3aJjaui CEMUHApPCKOro 3aHATUs. CienyeT BHUMATENbHO CIYIIATh BBICTYIUIEHUS CBOMX COKYPCHUKOB
1 OBITh TOTOBBIM BBICTYIIUTH C JIOTIOJTHEHHEM, BbICKa3aTh CBOE MOHMMaHue mpoobsieMsbl. JKenaTenbHo,
4TOObI BBICTYIUIEHHE OBLJIO CBOOOJHBIM, apryMEHTHUPOBaHHBIM. B Xoie IHCKycCHMH HE0O0XOAMMO
0003HAUYUTh OCHOBHBIE TIPOOJEMBI paccMaTpuBaemMoil Tembl ((heHOMEHa, CUTyallud WU T.J.), JaTh
o0ocHOBaHHUsA. BpICTymIIeHHE 1O OCHOBHOMY BOIIPOCY HE MOJDKHO mpeBbimarh 10—15 MuUHYT.
JlonosiHEeHUsT MOTYT 3aHUMAaTh 10 5 MUHYT. KoJiM4yecTBO JOMOJIHEHUI U BONIPOCOB K BBICTYMAIOIIEMY
HE OrpaHM4eHo. Marepuan Kypca MOKET OBITh XOpOIIO YCBOEH JIMIIb B TOM cCilydae, €CIM €ro
u3ydyeHue OyJeT MPOBOJIUTHCS PETYJSPHO, CUCTEMAaTHYECKH, NJO3UPOBAHO U PUTMHYHO, B TE€UECHUE
BCEIr'0 CEMECTpA.

BaxxneimmmM 3TarnoM Kypca SIBIIETCS caMoCTosTeNbHas pabota. CamocTosiTebHas paboTa
CTYIEHTOB MO KypCy IIOHMMAaeTcss Kak MHOrooOpa3Has WHIWBUIYyaldbHAs © KOJUICKTHBHAS
NS TeNIbHOCTh CTY/ACHTOB, OCYILECTBIIsIeMast IO pPyKOBOJICTBOM, HO 0€3 HEMOCPECTBEHHOT'O y4acTus
MperoiaBaTess B ClIeUaIbHO OTBEACHHOE JUIS STOr0 BHEAYAUTOPHOE BpPEMSI.

MeTo0I0OTHYECKYI0  OCHOBY  CaMOCTOSITENIbHOM ~ paOOTBhl  CTYZIEHTOB  COCTaBIIsieT
NEeSTeIbHOCTHBIA TMOAXO0Jl, KOrjJa Ienu OOydeHHs OPHEHTHPOBAaHBI Ha (HOPMHUpPOBAHHE YMEHUM
peliaTh TUIIOBBIE U HETUIIOBBIE 3aJauu, T. €. Ha peajbHble CUTYyalllH, I1e CTYJeHTaM HaJl0 MPOSBUTH
3HaHUE JaHHON y4eOHOMN IUCIUIUTUHBI.

[lenbto caMOCTOSTENbHON pabOTHl CTYJIEHTOB SIBJSETCS YIIIyOJIeHHWE W 3aKperieHue 3HaHuN
CTYICHTa, pa3BUTHE AaHAIUTUYCCKUX, HCCICNOBATEIIbCKUX ¢ TEXHOJIOTHMYECKUX HABBIKOB IIO
npoOeMaTHKe Kypca.
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B kadecTBe WHIMBHIyaJbHOW CaMOCTOSITEIBHOM pabOTBl CTyJOEHTaM IpeiararoTcs
CIIEyIOIINE 3a/IaHuUs:

- W3roroBnenue WIUTIOCTPAaTUBHOIO MaTepuajga 10 BbIOpaHHOM Teme (IOATrOTOBKA
MIPE3CHTAIIHH ).

-. Hantmcanue pedepaToB no npeioxxeHHon npodieme.

- KouncnektupoBanue pasnenoB ydeOHHKa IO OINpEAEICHHOW TeMe C IpHUBEIECHUEM
COOCTBEHHBIX IIPUMEPOB.

- PaGora ¢ HayyHBIMU NOHSATHUSIMH — COCTaBJICHHE Te3aypyca.

- OmBIT CaMOCTOSITENNFHOTO PACCYKICHHSI, T.€. HOHATUIHOMN pedaeKchu Mo MoBOAY HayYHOTO
BOIIPOCA, MOCTABJIEHHOTO MPEIO0IaBaTeIeM C JOTHYeCKH 000CHOBAaHHBIMU BbIBOJIAMHU.

1. Hanucanue pegepama — 3TO OOBEMHBIM BHJII CaMOCTOSTENBHON pabOThI CTY/CHTA,
cofiepkamuii MHGOpPMaIUIO, TOMONHSIIONIYI0O M Pa3BUBAIOLIYI0 OCHOBHYIO TEMY, M3y4aeMyl0 Ha
ayJUTOPHBIX 3aHATHSIX.

Pedepar sBrsercs camMocTOSATEIBRHON HaydyHOW pabOTOM, coaepskamield 0030p COCTOSHHS
cdepsl MpeanojgaraeMoro uccienoBanus. Tema pedepara BbIOMpAETCs CTYAEHTOM U3 IPOTPAMMBI
WJIM K€ CTYJCHT MOXKET MPEJIOKUTh CBOIO, 3apaHee €€ COrIacoBaB C MpernoaBaTeieM.

TpeodoBanus k opopMieHuI0 pedpepara:

O6mwem pedepata 15-20 crp. (BKIIOUAS CIIUCOK JTUTEPATYPhI U MIPUIOKECHU).

Crpykrypa pedepara:

— TUTYJbHBIN JIUCT;

— CcojepKaHHUE;

— BBeaeHue (00vpem 1-2 cTp.);

— OCHOBHas 4yacTh 1-3 riaBbl (0030p HCCIEOBAHUH MO JaHHOW MPOOIEMATHKE, pPe3yJIbTaThl
HCCIIEI0BAaHUH aBTOpA M0 YKA3aHHOW TeMe, BO3MOKHBIE HAPABJICHHS TATbHEUIIINX MCCIICTIOBAHUN);

— 3axmodenue (1-2 crp.);

— CHHUCOK Hcmoyib3yemoi juteparypsl (10—15 mammeHnoBanwmii). CiMCOK pacmoJiaraetcsi B
anpaBuTHOM TopsiaKe. VIHTEpHET MCTOYHMKHM YKAa3bIBAIOTCS B KOHIIE CIHCKAa, C COXpaHEHHEM
HyMepaluu.

HIpu¢dt — Times New Roman. Pazmep mpudra 14. Uuarepsan 1,5. Hymepauus crpanun B
HU3Y, TIO0 TEHTPY JHcTa, apadbckumu mudpamu. [lons: nmeBoe — 3 cMm, mpaBoe — 1,5 cMm, BepxHee u
HIDKHee — 1o 2 cM. AG3arr — 1,25¢M. B TekcTe cchbulku HyMepyroTCs B KBaJIpaTHBIX CKOOKax, HOMEp
yKa3blBaeT Ha HMCTOYHHK B CIHUCKE JUTEpaTrypbl. TUTYJIbHBIH JMCT He HyMepyercsi. Hauano
HyMepaluu co 2 CTp.

Pedepar ckperuisiercs B manky-cKOpOCIIMBATENb.

2. Cos0anue npesenmayuii — BUJ CAMOCTOSTEIbHOW pabOTHI CTYIEHTOB IO CO3IaHHUIO
HarJAAHBIX ~ MHGOPMAIMOHHBIX  MMOCOOWH, BBIOJHEHHBIX C MOMOMIbIO  MYJbTUMEAUMHOMN
KOMIIbIOTEpHON mporpammbl PowerPoint. Otor Bua paboTbl TpeOyeT KOOpAMHALIMK HABBIKOB
CTYyJICHTa 10 cO0py, CUCTEMATHU3AINH, TIepepadoTke nHpopMmalmu, odhopmiieHUs €€ B BUIE MTOJOOPKU
MaTepHaioB, KPaTKO OTPaXKAIOIINX OCHOBHBIE BOTIPOCHI H3Y4aeMOW TEMBbI, B SJIEKTPOHHOM BUJIC.

Pexomengauuu o padore ¢ JJureparypou

[lpy wu3y4eHHMH OUCUUIUIMHBI y CTYAEHTOB JIOJDKEH BBIpA0ATHIBATHCSA PALMOHATIBHO —
KPUTHYECKHM MOAXO0J K U3y4aeMbIM MpolieMaM U SBJICHUSAM. DTO BKIIOYAeT MOHUMAaHHUE TOTO, YTO
CO BpEMEHEM pAl HMHPOPMALMOHHBIX M TEOPETHUECKUX MaTepUaAOB YCTapeBaeT, Tpelys
KpPUTHYECKOT0 OTHOWIEHHUS. C Apyroll CTOPOHBI, KaXAbIM TEKYIIHMH BOIPOC MUMEET CBOIO HCTOPHIO,
KOTOPYIO TOXKE€ IOJIe3HO 3HaTh. Kakmoe coObITHE MOXKET MMETh pa3Hble WHTEPIPETAllH, [T03TOMY
CJIOBA, CKa3aHHbIE MHOTO JIET Ha3aJl, MOT'YT UMETh BaKHOE 3HaUCHUE.

UToObl NOHATH COJIEPKAHUE MaTepuaa, Hy>KHO YMETh €ro MpouuThiBaTh. HaunHath criemyer
C TMpeIBAapUTEIBHOTO MPOCMOTPA, B XOJ€ KOTOPOrO O3HAKOMHUTHCS C Ha3zBaHHEM palOThI, C
aHHOTAllMEH, OTJIaBJICHHUEM, IpeanciaoBreM. YacTo 3aMbicen paboThI SCEH YK€ MPH O3HAKOMIJICHUH C
ee Ha3BaHueM. Ho ocoGeHHO MHTepeceH MPOCMOTp OIJIaBJICHHUs, B PE3yJIbTaTe KOTOPOTO CTAHOBUTCS
SICHBIM pPa3BUTHE MbICTH aBTOpa. Hemmoxo Obl10 OBl MOSIBUBIIKECS MPU 3TOM MBICIHU 3a(UKCHUPOBATH
Ha Oymare.

[IpocmarpuBast TEKCT OIJIaBIEHUS, HYKHO OCTAHOBUTHCS Ha TeX TIJlaBaX, KOTOpbIE
MPEJICTABIISIOT JUIsl BaC OCOOCHHBIM HMHTEpec, Oerjio 03HAaKOMHUTHCS C HUMH, COCTaBisis B OOIIMX
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yepTax CBOE IMpeICTaBlIeHUuE O HUX. L{enp 3TOro neicTBrst — HaUlTU MECTa, OTHOCSALIMECS K HCKOMOM
Te€Me, OIPEIETUB IIPU ITOM, YTO LIEHHOI'O B KaX/J0M U3 HHX.

Crnenyromuii 5Tan — MPOYTEHUE BBIICTICHHBIX MECT ¢ (pUKcalMell caMbIX TJIABHBIX CBEICHU.
[Ipu 5TOM HaJO YETKO W SCHO OCO3HABaTh I€b YTEHUS, MOCTOSHHO JepXa ee meper coOoii: 1mo
KaKOMy BOIIPOCY HYyHa WH(OpMAaLUs, A Yero Hy)KHa, ee XapakTep U T.J. HeoOXOIUMO MEHSTh
peKUM UTEHHS — OT Oerloro BAYMYHMBOIO — B 3aBUCMMOCTH OT IIEHHOCTHM HH(pOpManuu,
OCTaHABIMBASICh TaM, T/Ie 3TO TpeOyeTcs ISl TITyOOKOTo MOHMMAaHHMSI TEKCTa.

Crenyer HaydMTbCSl OINpPEAENATh CTPYKTYpy TEKCTa IO CONOJYMHEHHOCTH €ro 4YacTew,
YYHUTHIBAs B3aMMOCBSI3b TEKCTA C PUCYHKAaMH, CHOCKaMH, MpUMEYaHWsIMH M Tabmuramu. Bce 3To
MTOMOYET MOHUMAHUIO TEKCTa IIPU OErJIoM 03HAKOMJICHHH ¢ HUM. Tak BbIpaOaThIBaeTCsi CHOCOOHOCTh
MIPY POUTEHUH Cpa3y MOHUMATh CMBICI U 3HAYE€HHE HOBOM HH(OPMAIIHH.

MHorve KHUTM M CTaTbd UMEIOT B CBOEM alllapare CIHUCKU JIMTEPaTypbl, KOTOPbIE JAIOT
BO3MOYXHOCTH TIOMOJIHUTh HH(POPMAITMOHHYIO OCBEIOMIICHHOCTD O JOTOJTHUTEILHOU JUTEpaType 1Mo
JAHHOMY BOIIPOCY.

OtnenbHBIA ATan MPOYTEHUS] — BEJIEHHUE 3amuce mpouynTaHHOro. CylliecTByeT HECKOJIbKO
BHJIOB 3aIIMCEN: TUIaH, BBITUCKH, TE3UCHI, AHHOTALIUS, PE3IOME, KOHCIIEKT.

IInanom ya006HO MOJB30BATHCS MPHU MOATOTOBKE K YCTHOMY BBICTYIUIEHHIO TO BbIOpaHHOM
teme. Kaxaplii MyHKT MIaHa JODKEH PacKpbIBaTh OJHY M3 CTOPOH M30paHHOUM TEMbI, a BECh IUIaH
JOJKEH OXBAThIBATH €€ LIEJINKOM.

Te3uchbl MPEANONaralOT CKaToe M3JI0KEHUE OCHOBHBIX TIOJIOKEHUH Tekcta B Qopme
yTBEepXKACHUS WM oTpunianusa. OHHU SBISIIOTCA  Oojiee  COBEpIICHHOW ¢GopMor 3amucedl u
MPEACTABIISIIOT OCHOBY ISl AUCKYyCCUU. K TOMY k€ UX JIETKO 3allOMHHUTb.

AHHOTAIUSA — KPaTKOE U3JI0KEHUE COJIEpKaHUs — JaeT odliee npeacTaBieHre o padboTe.

Pe3roMe kpaTko XapaKTepu3yeT BHIBOJIbI, IIIaBHBIE UTOTH TPOU3BEICHUS.

Koncnekr sBisiercss Hanbonee pacmpocTpaHeHHOW (opmoil BeneHus 3anuceii. OCHOBHYIO
TKaHb KOHCIEKTAa COCTABJISIIOT TE3UCHI, JOMOJHEHHBIE JI0KA3aTEIbCTBAMU M PACCYKJICHUSIMHU.
Koncnexkr MoxkeTr ObIThb TEKCTyaldbHbIM, CBOOOJHBIM WJIM TEMAaTUYECKUM. TexcmyanvHblii
MPEJICTaBIseT CO0ON NMHUTATHUK C COXpPAHEHHUE JIOTHMKU PabOTHl U CTPYKTYpbl TekcTa. C680000HbIl
KOHCIIEKT OCHOBaH Ha M3JI0KEHUH MaTepualia B TOM MOpsiiKe, KOTOpbIil Oonie ynoben aBropy. B atom
CMBICJIE KOHCIEKT MPEACTaBIseT COOMpaHWe BOCAWHO MBICIEH, pPa3OpOCAaHHBIX MO BCEH KHHTE.
Temamuyeckuii KOHCIEKT MOXET OBITh COCTAaBJIEH MO HECKOJIbKUM HCTOYHHKAM, T 3a OCHOBY
OepeTcs TeMa, HHTePIIPETHpyeMast 10 — Pa3HOMY.

OKOHOMMIO BPEMEHM JAaeT HMCIOJIb30BAHUE IPU 3alUCAX PA3IUYHOrO poJa COKpaIleHHUH,
ab0peBHaTypBHl U T.J. MHOTHE UCTIOIB3YIOT JIJISl PETHCTPAIMH UCCIETyeMbIX TEM CHCTEMY KapTOYEK.
[Ipenmy1miecTBO KapToO4eK B TOM, YTO T€Ma TaM M3JIaraeTcsi OYeHb CKATO, U OHU OYEHb YJOOHBI B
WCIOJIb30BaHUU, T.K. MX MOXXHO pPa3JOKUTh Ha CTOJIe, MEPEerpylmnupoBaTh U 0e€3 Tpyna HaWTH
HCKOMYIO TEMY.

7. OUEHOYHBIE CPEJACTBA J1JId KOHTPOJISAA YCIIEBAEMOCTHU
7.1. IllacopT ()OH/IA OLIEHOYHBIX CPEICTB

Kon
No KonTtpommpyemsbie paznesnst (TeMbl) KOHTPOJIUPYEMOM HaunmenoBanue
/i JTUCHUTUTUHBI KOMITETEHIIUHU OLICHOYHOTO CPEeJICTBA
(vm ee 4acTH)
Pasnen 1. BBenenue B 1. CocraBienue
JIOKYMEHTHPOBAHUE YIPABICHUECKOM OK 1-10 Te3aypyca
NEeATEeILHOCTH IIK 1.1-1.5 2. YcrHBIif onpoc
1. IIK 2.1-2.5 (nuckyceus)

IIK 3.1-3.5 3.Hanucanue pedepara
[IK4.1-4.6 4. PereHue npoOIeMHbIX

3a1a4
Paznen 2. Opranm3anus paboThI ¢ 1. Yuacrue B guckyccuu
2. | JIOKyMEHTaMu 2. Hamucanue pedepara

3. Pemenue npoOiIeMHBIX
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Kon
KOHTPOJIUPYEMOM
KOMIICTCHIIU
(vm ee 4acTH)

HaumenoBanue
OLICHOYHOTO CPEeJICTBA

No KonTtpomupyemsbie paznesnst (TeMbl)
/11 JIACIITUTLTUHBI

3a1a4
4. YctHbIil onipoc
OTBeETHI HAa BOIIPOCHI

[TpoMeKyTOUHBIN KOHTPOJIb

7.2. ArrecTanmusi 00y4aKIIMXCS HA COOTBETCTBHE HX MNEPCOHAJBHBIX T0CTHKEHUI
NMO3TANHBIM TPeOOBAHUAM

dopma JInunble [Tpumepsl

3HaHus YMmenus KayecTBa OLIEHOYHBIX
aTTeCTaluu .

oOyyJaronuics | CpeacTB

TEKyIas - 00 OCHOBHBIX - TIOJIb30BATHCS JIMCUUIUIMHUD | Te3aypyc,

TIOJIOKCHHUSX T10 W3YyYCHHBIMU OBaHHOCT, pedepartsl,

JOKYMEHTUPOBAaHU | CTaHJApTU3UPOBAHHBI | OTBETCTBEHHOC | BOIPOCHI JUIS

10 MU TEPMHHAMU; Tb, YCTHBIX

yIpaBIeHYECKON - IPUMEHSATH Ha WHUIMATHBA, OTBETOB Ha

NeSITeITbHOCTH, MPaKTHUKE KOMMYHHUKa0€ | TUCKYCCHOHH

- TEPMUHOJIOTHIO B | TOCYJapCTBEHHBIE JHHOCTb, bI€ BOIIPOCHI;

o0macti CTaHIapTHI, IPyTHe BOCIIUTAHHOCT | pEIICHHE

JIOKYMEHTAIlMOHHO | HOPMAaTUBHBIC U b. KEHCoB,

ro o0ecreYeHus METOAMYECKHUE BBITTOJTHEHHUE

yIpaBIeHUS JIOKYMEHTHI, NPaKTUYCCKH

- 0 MpaBHIIaX perIaMeHTHPYOIINE X 3aJIaHUH

odopmITeHHS OpraHu3aIuio

JIOKYMEHTOB; JTOKYMEHTAIHOHHOTO

- HOpMaTUBHbIE obecrniedeHus

JOKYMEHTHI, YIpaBJICHUS;

pEeraMEeHTHPYIONI | - COCTABIATH U

W€ COCTaBJICHUE U | TIPaBWIBHO (B

odopmiieHne COOTBETCTBUH C

OpPraHU3aIMOHHO- | JCHCTBYIOIUMHU

pacropsIUTeIbHbl | HOPMATHBHBIMH

X TOKYMEHTOB JTOKYMCHTaMH )

- 00 yHubUKAITIH opopMIIATH

Y CTaHJIAPTHU3AIMHA | OCHOBHBIC BUIBI

yIPaBICHYECKAX OpTaHU3aIMOHHO-

JIOKYMEHTOB pacropsIUTeIbHBIX

- (op™mBbL, METOABI | TOKYMEHTOB;

U CUCTEMBI - BBITOJIHATh

JOKYMEHTHPOBaHHU | OIpE/EICHHBIC BUIbI

o1; pabot 1o

- MOPSIZIOK | OpraHu3aiuu padboT ¢

OpTraHu3aIuu JTOKYMCHTaMH B

JIOKYMEHTOB B YUPEIKACHUS;

KOMILIEKCBI; - opopMIATH

-3aKOHO/IATENIbHBIC | HOMEHKIATYpY el U

aKThbl U ¢dbopmHpoBaTh gena B

HOpPMAaTHUBHBIC COOTBETCTBHUH C

JOKYMEHTHI T10 HOMEHKJIATYpOil JIet;

OpraHu3aIH - OCYIIECTBIISITh

paboThl ¢ JOKYMEHTHPOBAaHHUE U
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JIOKYMEHTaIeH; OpraHu3aIuio paboThI
- npaBuWiIa | C IOKyMEHTaMH;
COCTAaBJICHUA U - IIO0JIb30BaThHCsA
0 OpMIICHHUIO OCHOBHBIMH
PAa3JINYHBIX BUAOB HOPMATUBHO-
JIOKYMEHTOB; MIPaBOBBIMHU
-TpeOOBaHMS K JOKYMEHTaMU B
TEKCTY obnactu
CITy’KeOHBIX JOKYMEHTUPOBAHHUS
JIOKYMEHTOB; - COCTaBIISITh
- o0rue oopmiIATH
npaBuia pa3IMYHbBIC BH]IBI
opraHu3alnuunu AOKYMCHTOB;
paboThI ¢
JOKYMEHTaMU
MPOMEXKYTO | - 00 OCHOBHBIX - TIOJIB30BaThCS Hucuunnuna, | Kommiekr
YHasI TIOJIOKECHHUSX T10 W3yYCHHBIMHU OTBETCTBEHHOC | TEOPETHUYECK
JAOKYMCHTHPOBAHU CTaHAAPTU3UPOBAHHEI | Th, HX BOIIPOCOB
10 MU TEePMHHAMU; WHUIIATUBA, K DK3aMeHY
YIIPaBJICHYECKOU - IPUMEHATH Ha KOMMYHHUKa0e
NeSITeITbHOCTH, MPaKTHUKE JTHHOCT,
- TCPMHUHOJIOTUIO B rocya1apCTBCHHBIC BOCIIUTAHHOCT
o0macti CTaHIapTHI, IPyTHe b.

JIOKYMEHTAIMOHHO
ro odecrevyeHus
yIpaBJICHUS

- 0 TIpaBHJIAX
odopmITeHHS
JIOKYMEHTOB;

- HOpMaTHBHBIC
JIOKYMEHTHI,
periaMeHTHPYFOIIL
M€ COCTaBJIEHUE U
odopmienue
OpTaHU3aIMOHHO-
pacropsIUTeIbHbBI
X JIOKYMCHTOB

- 00 yHUUKaIUU
Y CTaHJIapPTH3AINH
yIPaBICHYCCKUX
JIOKYMEHTOB

- opmbI, METOIBI
U CHUCTEMBI
JOKYMEHTHPOBaHU
T3

- MOPSIOK
OpTraHHU3aIuU
JIOKYMEHTOB B
KOMILIEKCEHI;
-3aKOHOJIATEIbHEIE
aKTBI U
HOPMAaTUBHBIC
JOKYMEHTBI I10
OpTraHu3aIuu

HOpPMAaTHUBHBIE U
METOJINYECKUE
JOKYMEHTHI,
perJaMeHTHpYIOIIHe
OpTaHU3aIII0
JOKYMEHTaIlMOHHOTO
obecrieyeHus
YIpPaBIICHUS;

- COCTaBJIATh U
MPaBUIILHO (B
COOTBETCTBHUH C
JNEUCTBYIOIIUMH
HOPMAaTHUBHBIMHU
JIOKyMEHTaMH )
oopmiIATH
OCHOBHBIE BU/IBI
OpraHU3aIMOHHO-
pacnopsAUTENbHBIX
JTOKYMEHTOB;

- BBIMIOJIHATD
OIpe/IeJICHHBIE BHIBI
pabor 1o
opraHu3zanuu pador ¢
JOKYMEHTaMu B
YUPEKACHUS;

- 0hOpMITATH
HOMEHKJIATYpy JIeN U
¢dbopmupoBaTh aena B
COOTBETCTBHH C
HOMEHKJIATyPOU [Je;
- OCYHIECTBIISITh

31




paboTsI ¢ JTOKYMCHTUPOBaHUE U
JOKyMEHTaIneH;, OpTaHU3aINI0 PaObOTHI
- npaBuia | C IOKYMEHTaMU;
COCTaBJICHUS U - TI0JIb30BAThCS
0(pOPMIICHUIO OCHOBHBIMH
pa3IMYHBIX BUJOB | HOPMAaTHBHO-
JIOKYMEHTOB; MIPABOBBIMU
-TpeOOBaHUS K JTOKYMEHTaMH B
TEKCTY obmactu

CITy’KE€OHBIX JTOKYMEHTHPOBaHUS
JOKYMEHTOB; - COCTABJISATh U

- obmue opopMIIATH

npaBuia pa3IUnYHbBIC BUIBI
OpraHu3aIH JTOKYMEHTOB;

paboThI ¢

JIOKYMEHTaMHU

Kpurepun oneHKku 3HAHUH

1. Kputepun onenku no pegepary:

—OLIEHKAa «OTJIMYHO» BBICTABIISIETCS CTYJIEHTY, €CJIM BbIOpaHHAs TeMa aKkTyajbHa, B TEKCTE
OHa TPECTaBJICHA JIOTUYHO, MIOJIHOTA U TIIyOMHA PACKPBITUSL OCHOBHBIX MOHATHUI MPOOIEMBL. yMEHUE
paboTaTh C JUTEpaTypoil, CHUCTEMaTHU3UPOBATh U CTPYKTypHpOBaTh Marepualnl BbipakeHo cBoe
OTHOIIICHHE K TEME M OIMCAaHbl COOCTBEHHbIE OpUTrHHANIbHBIC uaeu. [IpuBiedeHsl HOBeinEe PaboThI
nmo mpobieme (KypHaIbHBIC NyOJUKAIMKM, MaTepuagbl COOPHUKOB HAYYHBIX TPYIOB H T.I.).
TpeboBanust k opopmieHuto pedepara coOMr0AeHbL. Binepxkan auTeparypHblid cTHiIb. OTCYTCTBHE
opdorpapudeckux U CHHTAKCUYECKUX OIMIMOOK, CTUITMCTUYECKUX TTOTPEITHOCTEH;

—OLIEHKA «XOPOIIO» BBICTABISETCA CTYICHTY, €CJIM BbIpa)KEHA aKTYaJlbHOCTh BBHIOpaHHOM
teMbl. JlornuHocTe u3noxkeHus. Tema packpbiTa HEAOCTAaTOYHO MONHO. OOBEM COOTBETCTBYET
TpeOOBaHUSAM K JaHHOMY BHIY paboT. HemoctaTo4HO apryMeHTHpPOBAaHBI COOCTBEHHBIE HJICH.
TpeboBanus xk odopmiieHnro pedepara codroaeHbl. Boinepikan murepaTypHblil cTHiib. OTCYTCTBHE
opdorpadudecKkux U CHHTAKCUYECKUX OIUOOK, CTHIIMCTUYECKUX MTOTPEITHOCTEIH;

—OLIEHKA «YJOBJIETBOPUTEIHHO» BHICTABIISETCS CTY/IEHTY, €CIM: BEIOpAaHHAs TeMa aKTyallbHa,
HO HEJJOCTAaTOYHO TOJHO packpbiTa. O0BEM HE COOTBETCTBYET TPeOOBAaHUAM K JaHHOMY BUAY PadoT.
Cnabo oTpaxeHbl COOCTBEHHbIE HAEH, HO TEKCT BBICTPOEH JIOTMYHO M TIOCJEI0BATENIbHO.
TpeboBanus k odpopmieHuto pedepara codm0eHbl YacTUUHO. He BhIepKaH TUTepaTypHbIA CTUIIb.
[IpucyTcTBYyIOT Opdorpaduueckue U CHHTAKCUUYECKHE OINOKY, CTHIIMCTUUYECKHUE MTOTPEIIHOCTH;

—OLIEHKA «HEYJOBJICTBOPUTEIBHO» BBICTABISICTCA CTYICHTY, €CIIM OH HE TPEIOCTaBUI
pabory.

2. Kpurepuu onieHKH yCTHOTO ONpPoca (IMCKYCCHH/KOJITTOKBHYMOB/co0ece10BaHus):

—OLIEHKA «OTIIMYHO» BBICTABISETCS CTYJCHTY, €CIIM OH TITyOOKO M3y4umnI1 yueOHbI MaTepual u
JUTepaTypy MO mpobieMe, NOCIEAOBAaTENbHO W HCYEPIBIBAIOIIE OTBEYAET Ha IOCTABIICHHBIC
BOIIPOCHI;

—OLIEHKA «XOPOILO» BBICTABISETCS CTYAEHTY, €CIM OH TBEPAO 3HAET MaTepHall U OTBEUAET
0€3 HaBOAIIMX BOIPOCOB, pa3OUpaeTcs B TUTEPAType MO MpodIieMe;

—OlLIEHKa «YIOBJIETBOPUTEIHHO» BBICTABISETCS CTYAEHTY, €CIM OH 3HAeT JHUIIb OCHOBHOM
MaTepHal, IMyTaeTcsl B JIUTepaType Mo mpobieme, a Ha 3aJaHHbIe BOIPOCH OTBEYAET HEAOCTATOYHO
YEeTKO U TOJTHO;

—OlLICHKa «HEYAOBJIETBOPUTEIILHO» BBICTABISETCS CTYIEHTY, €CIM OH HE YCBOHJI OCHOBHOIO
MaTepHaia, He CMOT JOCTaTOYHO MOJIHO U MPAaBHUIIBHO OTBETUTH HA MOCTaBJIEHHBIE BOIIPOCHI, HE 3HAET
JUTEpaTypHI 1O TpodIeme.

3. Kpurtepunu oneHKH NpHU pelIeHNH KelicoB

O1eHKa «324TEHO» BBICTABJSETCS CTY/AEHTY, eCJIu:

—3a/1aHue BBINIOJHEHO W OTJIMYAETCS TNIyOMHOW M COJAEpkKATEIbHOCTHIO, JAHHBIC JIOTUYHO
MOCTPOCHHBIE, TMOJHbIE, JaHbl HMCUEPNBIBAIOIINE OTBETHI, JEMOHCTPUPYET MpPHUMEHEHUE
AHAJTUTUYECKOTO ¥ TBOPYECKOT'O TIOJIXO/I0B;
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—CTYJEHT JEMOHCTPUPYET YMEHHUE BECTH HAYUYHYIO JUCKYCCHUIO.

OueHka «He 3aYTeH0» BBICTABJIACTCH CTYACHTY, €CJIH:

—CTY/IGHTOM HE PACKPBITO COJIEpXKaHHE 3aJaHus, 0OHAPY)KEHO HE3HAHUE MU HETIOHMMaHUe
CYILHOCTHU BOIIPOCOB;

—JIOMYIICHBI CYIECTBEHHBIE (PaKTUUECKHE OIIMOKU MPU OTBETaX Ha BOIPOCHI,

—Ha JOMOJHUTCIBHBIC BOIIPOCHI CTYACHT 3aTPYAHACTCA OaTbhb OTBCT MM OAa€T HEBCPHLBIC
OTBECThI.

7.3. OneHo4HbIe cpeacTBA Ui NPOBeIeHNs TeKyIel aTTecTAluu

Te3aypyc. Te3aypyc M0o3BOJI€T BBIIBUTh CMBICI HE TOJBKO C IIOMOIIbIO ONPEAEICHUS, HO U
noCpeACTBOM COOTHECCCHUS CJI0BA C APYT'UMU MMOHATUAMUA U UX I'pyHIIaMHU.

Tembl pedepatoB

1.IToHATHE O TOKYMEHTaX, CIIOCO0aX TOKYMEHTHPOBAHUS, HOCUTEISIX HHPOPMAITUU

2. [TonsiTre 0 GyHKIUSAX JOKyMEHTA

3 [IpusHaku u CTpyKTypa JOKYMEHTa

4. YHudukanus u craHIapTH3anus T0KYMEHTOB.

5 YHupuImpoBaHHbIe CHCTEMBI TOKYMEHTAIIMH

6 dopmymsip-odpazell OpraHu3auOHHO-PACTIOPAIUTEILHOTO TOKYMEHTA

7. TpeboBanuss k 0GOPMICHHIO PEKBU3UTOB OPraHU3ALMOHHO-PACTIOPSAUTEIbHBIX
JTOKyMEHTOB

8. [IpaBuia odopmieHuss OCHOBHBIX BHJIOB OpraHU3alMOHHO-PACIOPSAIUTEIbHBIX
JIOKyMEHTOB

9. CnpaBoyHO-UH(POPMAIIMOHHBIE TOKYMEHTHI

10.  Cuyx6a JOKyMEHTAI[HOHHOTO 00ECTICUEeHHUs YIIPABICHHS.

11. TpebGoBaHus K OpraHU3aHMK TOKYMEHTO000pOTa

12.  Ilpuem moctynaroumx J10KyMEHTOB, OpraHU3alusl 1OCTaBKU JOKYMEHTOB

13. TpeboBanusi K  OpraHW3alldd  XPaHEHHWs  WCIOJHEHHBIX  JOKYMEHTOB B
JIEJIONPOU3BOICTBE.

14. Howmenxkiarypa nen

15.  TpebGoBanus Kk GOPMUPOBAHUIO JIE] B JACTONPOU3BOICTBE

Bomnpocek! 111 yCTHOT0 0TBeTa (IMCKYCCUM) 10 TeMaM:
1./laliTe XapaKTEpUCTHUKY OCHOBHBIX HCTOPUYECKUX 3TAIOB pa3BUTHs JEIONPOU3BOACTBa B Poccum.
2. JlaitTe XapakTepUCTUKY AeI0Nponu3BocTBa B [[peBHeil Pycu.
3. JlaiiTe XapakTepUCTUKY TPUKA3HOTO JEJIONPOU3BOJICTBA.
4. JlaitiTe XapaKTepUCTUKY KOJIJIEAKCKOTO AEIOMPOU3BO/ICTBA.
5. JlaiiTe XapakKTEpUCTUKY MUHUCTEPCKOTO AEJIONPOU3BOACTBA.
6. JlaiiTe XapaKTEpUCTUKY JEJIONPOU3BOCTBA B IEPBOM MOI0BUHE XX B.
7. [JaiiTe XapaKTEepUCTUKY JEJIONPOU3BOICTBA BO BTOPOU 1MOJI0BUHE XX B.
8. UTo Takoe Ae10nporu3BOJCTBO U KAKOBBI BAXKHEUIIINE €r0 COCTABIISIONINE?
9. HazoBuTte 1ienu, 3ajauu ¥ OCHOBHBIE IPUHILIUIIBI COBPEMEHHOI'O JEIONPON3BOCTBA.
10. Onpenenute MECTO AEITONMPOU3BOJICTBA B CTPYKTYPE YIIPABIECHYECKOTO TPYAa.
11. Ha3zoBuTe OCHOBHBIE MPUHIUIIBI OPraHU3aLMH COBPEMEHHOIO JEJIONPON3BOICTBA.
12. OxapakTepu3yiTe HOpMaTUBHO-TIPABOBYIO 0a3y COBPEMEHHOTO JEJIONPON3BOICTRA.
13. KakoBbI OCHOBHBIE 33J]a4H JIOKYMEHTOBEICHUS?
14. IlepeuncauTe OCHOBHBIE HOPMAaTUBHO-METOJIWYECKHE JOKYMEHTBI, KOTOPBIMU CIEAYET
PYKOBOJICTBOBAThCS B 00J1aCTH AeTONpon3BoacTBa B Poccuiickoit denepanmu.
15. CpaBHuTe cTapoe W HOBOE 3HAYCHHUS TEPMHHA «IEIONPOU3BOJACTBO». OOBICHUTE, B UYeM
3aKJIF0YAETCs UX pa3jinyue.
16. O60cHyliTe HEOOXOAMMOCTh YHU(PUKAIIMKA U CTAaHIAPTH3AINU JOKYMEHTO000pOTA.
17. llonymaiiTe, Kakie OpraHW3alMOHHBIE MEPhl B HAaHOOJBIIEH CTETIEHH CIIOCOOCTBYIOT YCIICUIHOM
OpraHU3aIi COBPEMEHHOTO JIeJIOMPOn3BoicTBa. OOOCHYHWTE CBOM OTBET.
18. JlaiiTe onpeneneHre JOKyMEHTa U JOKYMEHTHPOBAHUS.
19. Kakue MatepuasibHble HOCUTEIN UCTIOIB3YIOTCA U151 TOKYMEHTUPOBAHUS ?
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20. Ilosicaute oO1Me U crennanbHble PyHKIUN ToKyMeHTa. JlaliTe Kiaccu(puKaIuio J0KyMEHTOB I10
chepe ux ucnonb3oanus. [IpuBenure kmaccudukauio JOKYMEHTOB IO CTENEHU TJIACHOCTH (Tpudy
OTpaHUYEHUS TOCTYIIA).

21. Kakoe mecTo 3aHUMarOT HHGOpMAaIHs ¥ TOKYMEHTHI B COBPEMEHHOM CHUCTEME YITpaBJIcHUs?

22. Kakume cymecTByloT (OpMBI YIPaBICHHUS OPraHU3ALMSAMH U KaK OHHM BIHSIOT Ha (OPMBI
JOKYMEHTHUPOBAHHUS M COCTaB JOKYMEHTOB, NPHUMEHSEMBbIX B YIPaBIEHYECKOW eATEIbHOCTU
opraHuzanuu?

23. KakoBa OCHOBHas 1efb YHH(PUKAIMK YIPABICHUYCCKOW JoKymMeHTanuu? KakoBbl OCHOBHBIC
3aJ]auu COBEPLICHCTBOBAHMS COJEPKaHUS U (POPM TOKYMEHTOB?

24. Ha xakvue OCHOBHBIE I'PYIIBI MOKHO Pa3/eIUTh KOMIUIEKC JOKYMEHTOB, PErjaMeHTUPYIOIINX
BOIIPOCBHI BeJEHUs JenonpousBoactBa B Poccuiickoit ®epepanuun? JlaliTe XapakTepUCTUKY
JOKYMEHTaM Ka)X10i TpYTIIIbI.

25. V3yunte omnpeneneHus MOHATUS «IOKyMeHT». Kakoe TonkoBaHHe sBIIsieTCSI HanOoJee TOUYHBIM,
Ha Bam B31J1s171? OOOCHYHTE CBOM OTBET.

26. OOBsICHUTE B3aUMOCBSI3b MEX/Y BUIOM, CBOMCTBOM U (DYyHKIMEH JOKYMEHTA.

27. Kakue peKBU3UTHI OTHOCATCS K TIOCTOSTHHBIM? Kakue peKBU3UTHI SIBISIOTCS 0053aTeTbHBIMU?

28. Uto sBIAETCS OCHOBOHM I MPOEKTUpPOBaHUA OjaHka mokymeHTta? Jlis odopmileHHS KaKux
BUJIOB JIOKYMEHTOB HUCIONB3YETCs O0IIHiA OJ1aHK?

29. Kakue 1OKyMEeHThI OTHOCATCSI K OpraHru3allMOHHbIM?

30. B uem 3akmrouaercs 0cOOEHHOCTh O(GOPMIICHHS 3arojoBKa K TEKCTy B OPTaHU3AI[MOHHBIX
JTOKYyMEHTax?

31. Kakue cBefieHMsI TOJIKHBI COJIEP/KAThCS B TEKCTE YUPEAUTEIBHBIX JOKYMEHTOB?

32. C xaKo# LeNbI0 CO3/Ial0TCS TUMOBBIE M TPUMEPHBIE OPraHU3ALMOHHBIE TOKYMEHTHI?

33. B ueM cocTOuT pa3ianune TakKUX JOKYMEHTOB, KaK IITaTHOE paclMCaHUE U CTPYKTypa U IITaTHAsI
YUCJIEHHOCTh?

34. TIloueMy [OJKHOCTHas MHCTPYKLHUS HE COCTaBISETCA [ KATErOpPUM  CIIy)KalUX
«pykoBogutTenn»? UTO [OMKHO COJEpKaThbCi B TEKCTE KaXKIOro paszzenia JIOJKHOCTHOM
UHCTpYKLIHN?

35. Kakme  BuAbl  OpraHU3alMOHHO-PACHOPSAIUTENBHBIX  JIOKYMEHTOB  OTHOCATCA K
pacnopsauTenbHeiM? [loueMy pacnopsauTeNbHbIE JOKYMEHTBI OTHOCATCS K IPAaBOBBIM aKTaM?

36. B kakoii (hopme U31aI0TCSI COBMECTHBIC PACTIOPSIUTEIbHBIE TOKYMEHTHI?

37. Kakue ObIBAIOT BUIbI TPUKA30B?

38. Kak HaszbiBaeTcs ciayx0a, OCYyHIECTBISAONIAS JOKYMEHTAIIMOHHOE OOecliedeHre yrnpaBieHUs, B
3aBHCHUMOCTH OT IIPUHAJUIEKHOCTH K OIPEEIICHHOM IpyIIie OpraHu3auii?

39. Opranu3anusi onepaTUBHOrO XpaHEHHUs TOKYMEHTOB.

40. ITopsaok nepenaun JOKyMEHTOB B apXUB UM Ha YHUUTOKEHUE.

AHaan3 npo0JIeMHbIX CUTYaUUi

Jns mpoBeneHus aHaimu3a NPOOJIEMHOM CUTyallul HEOOXOOMMO NPEXJEe BCEro YETKO
chopMyIIMPOBATH CYIIHOCTH MPOOJIEMBI U OMUCATh CUTYaIUIO, B KOTOPOH OHAa UMEET MECTO.

CopneprxanueM aHanu3a NpoOIEeMHOM CUTYAIUH SBIISETCS:

1) ompeneneHue CyIIeCTBOBaHUS MpPOOJEMBI, T.€. YCTAHOBJIEHHE, €CTb JH B
JeWCTBUTENFHOCTH Mpo0JieMa UK OHA SIBISIETCS MHUMOM;

2) ompeneneHrne HOBU3HBI MTPOOJIEMHON CUTYAIIHH;

3) ycTaHOBIIEHUE IPUYMH BOSHUKHOBEHUS MTPOOJIEMHOM CUTYaIuH;

4) ompesesieHne B3aUMOCBSI3U C APYTUMH MPOOIeMaMH;

5) onpezeneHue CTENeH MOJTHOTH M JOCTOBEPHOCTH MH(POPMALIUU O IPOOIEMHOM CUTYaIuH;

6) omnpeiesieHue BO3MOXXHOCTH Pa3pelInMOCTH TTPOOIIEMBI.

KEHNC-3ananue 1: Komnanus «M...» 3aHHMaeTcsi pa3pabdOTKaMH I[POrPaMMHOIO
oOecrniedeHus. 3apriata MepcoHaja HalpsMyI0 3aBUCUT OT KOJMYECTBA BBIMOJIHEHHBIX 3aKa3oB. B
nocjenHee BpeMsl B OpraHu3aliyi HaOIIOalCs pOCT 3aKa30B, M COTPYTHUKAM MPUXOIUIOCH MHOTO
paborarte. JImutpuii B. — Bemymmit pazpabotunk. Tak mMosyduiock, 9To B caMblii pa3rap padoThl OH
CJIOMaJI HOTY ¥ Mecsll ObUT Ha OOJIBHUYHOM, HO paboTai yJaneHHo u3 goMa. [1oaTroMmy pyKoBOIUTENb
OIJIaTHJI eMy He OOJIbHUYHBINM, a BBIMOJHEHHBIE MPOEKTHI (TO €CTh COTPYAHHUK MOJYyYWJI TMOJIHYIO
3apmiaTy co Bcemu Oonycamu). Ho ynaneHHO He ObIJIO BOBMOXKHOCTH PEIIUTh HEKOTOPHIE BOIIPOCHI,
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u JIMuTpuii BeIIen Ha paOOTy B BBIXOAHOH 1O CBOEH MHUIMATHBE, 4TOOBI JOJENaTh TO, YTO HE
ycCIel1, HO 3a YTO y’K€ MOJy4YunI OIuIary.

UYepes kakoe-TO BpeMsl pyKOBOAUTENb NONPOCU JIMUTPHs BBIMTU B BBIXOJHOM JI€Hb, TAK KaK
CPOYHO HYXHO OBUIO 3aKOHYHMTH TpoekT. OH cormacuicsa. Ho cmycts Bpemst JIMmuTpwmii cran
TpeboBaTh JBa OTTYJIA 32 padOTy B BEIXOAHBIE. PyKOBOIUTENH OTKA3all, OOBSCHSS, YTO MY TOJIOKEH
TONBKO oauH. [Ipownsormien KOHGIMKT, KOTOPBIA MPUBET K TOMY, 4TO JIMUTpHil Hanmucan 3asBJICHHUE
00 yBonmpHeHMH. HayanbHUK 0OpaTuics 3a MOMOUIbIO K JupekTopy 1o nepcoHany HOmuu K., 4To0sl
OHa TOMOIJIa €My YpPeryJupoBaTb KOHQIUKT U OOBACHUTH JIMUTPHIO, UTO €My AEHCTBUTEIHHO
II0JIO>KEH OJIMH OTTYIL.

3aganue. Ilomorute HOmmum K. HaWTH BBIXOA W3 CIOXKHUBIIEHCA CcUTyauuu. 10 €cThb
NPE/UIOKUTE CBOE pEIICHHWEe Keiica, OTBETMB Ha Cleayloliue Bompockl: — B uyem ommbOka
pykoBoauTens U B ueM He npaB Jmutpuii? — Kak KOnmun oOBACHUTD COTPYAHUKY, YTO €My TOJIOKEH
OJIMH OTTYJI, U HE IEMOTHUBUPOBATH Mpu dToM? — Kak oprannzoBath paboTy, YTOOBI TAKMX CUTYyaIUil
HE MPOUCXOAUIO0?

JlaHHBIi Ke¥c JOomKeH OBITh peIieH C TO3WIHMKA JOKYMEHTAIIMOHHOTO OOeCTeueHus
yIpaBIeHUSI.

KEMC-3ananue 2: 3A0 «Cenena» nonydaer oT OAO «MepKypHil» peKiIaMHyI0 GpOLIIOpY,
MPECTABIIAIONIYI0 000TpeBaTeIbHbIE

puOOpbI, KOTOPbIE MOTJIM Obl HAMTHU MPUMEHEHHE B TETUIMYHOM XO3SIICTBeE.

Ha coBemanuu 1o MCMob30BaHUIO ITUX MTPHUOOPOB BBISICHIIIOCH, YTO JJISI IPHHSITHS

OKOHYATEJIbHOTO pelIeHHUs] He0OXOIMMBbI OoJiee MOJHbIE JaHHbIE MO0 BCEM TOBapaM JIaHHOMN
TPYIIIIbI, TAKKE

MPENCKYPaHT LIEH ¢ YKa3aHUEM yCJIOBUM MOCTABKH.

3aganue: CocTaBbTe MPOEKT Ciy:keOHOro muchma B cekperapuar OAO «Mepkypuit» ¢
3ampocoM OoJiee moipoOHOM HH(OPMAITUU O TAaHHOM TOBape.

KEHNC-3ananue 3: Io Bune Gyxrantepun cotpynaukam 3A0 «CeneHa» B TEKyIIEM MeCAIle
ObLa 3a7eprkaHa BhIIIaTa 3apab0THOM miiaThl. [ maBHeIN OyxranTep nuapopmupyet nupekropa 3A0 o
TOM, YTO 3aJiepKKa HAIMYHOCTU ObLTa CBsi3aHa ¢ omo3aaHueM Ha cueT 3AO IeHeXKHBIX CPEACTB OT
NpEaNPUSITUH-TTAPTHEPOB.

3ananue: B ponu Oyxranrepa 3anoiaHUTe GOPMYIIp CIyKeOHOM 3aMuCKu.

KEMC-3ananue 4: Bamum paboTonaTenemM SIBISETCS WHIUBUYTBHBIA MTPEATPUHUMATEIb.
Br1 npopabotanu 7 qHEi.

[Tpu aTOM pabora sBisiercst 1iist Bac ocHoBHO# (cT1.66 TK PD).

3aganue:

1. O6s13aH 11 UHAUBUAYATbHBIA MPEINPUHUMATENh BECTH Ha paOOTHHUKA TPYIOBYIO KHUKKY B
JTAHHOM CUTyaluu?

2. KTo u3 paboTonareneii He UMEET IPABO BECTH HA paOOTHUKA TPYIOBbIC KHKKH?

IIpakTuyeckue 3agaHus

3aoanue 1.. Cutyauus

3amecturenr gupektropa 00O «Drtamon» (3apeructpupoBano B T.IlerposaBojcke)
I[1.N.AGpamoB 1 nmekabpsi Tekymiero roja u3fajl ykKazaHue O rpaduke OTIMYCKOB Ha CICAYIOIIUA
KaJICHIapHBIM TOJ, COTJacCHO KOTOPOMY PYKOBOJIUTEIN CTPYKTYPHBIX MOJPa3AEICHUN JOJIKHBI
MPEICTaBUTh B OTAENT KaJIpoB CIHHCKHM COTPYAHMKOB C YKa3aHHEM HPEIojiaraéMoro cpoka
OUEPEHOTO0 OTIYyCKa B CIEAyIoLEeM KaleHaapHoM roay. Cpok mnpexacraBieHus cnuckoB — 10
nexadps tekymiero rona. OTaeny KaapoB yKa3aHHEM IMPEANHCHIBAETCS COCTAaBUTh CBOJAHBIN rpaduk
otnyckoB pabotHukoB OOO Ha crenyromuid KajleHJapHBIA TOJ M MepelaTh e€ro B AUPEKIHUI0 Ha
yTBepkaeHre. OTBETCTBEHHBIM 3a COCTaBlieHHE rpaduka Ha3HAuYe€H HadaJbHUK OTJENa KaJapoB
[Tankparosa O.}O. Cpoxk npexacraienus rpaduka — 20 nexadpsi TeKyIero roja.

VYkazanue ObUIO 3aBU3MPOBAHO HAYAIBHUKOM OT/AENa KaJpoB, TIJIABHBIM OyXrajiarepom,
IOPUCKOHCYJIBTOM.

3aoanue 2. Cutyanus:

00O «Jlura» (Mocksa, 123465, yn. Mapoceiika, 1.15, ten. 384-05-90, daxc: 384-05-90)
3aIuTaHUPOBAJIO TpoBeneHrue Beepoccuiickoil poxaecTBeHCKON spMapku o0yBu ¢ 10 HosiOps mo 31
nexadps Tekymiero roga. Omnako B cBsi3u ¢ TeM, 9To OO0 «Jluray» He pacmosaraio JOCTATOYHBIMHU
IJIOMIAIMUA JIJIsI TIPOBENEHUs sipMapku, McnomautenbHbi mupekTop obmectBa A.A.Kouerkos
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BBIHY)XJIeH OblT oOpaTtuthes K upektopy Bceepoccuiickoro eictaBounoro nentpa T.K.TypoBy c
nmpocbOoli 0 mpemocTaBiaeHUU oOmecTBy B apeHay 300-400 KB.M BBICTABOYHOHM TUIOMIAJAN H
rapaHTHEN OILIATHI.

3aoanue 3. Cutyauus:

3A0 «llonmurpad» BBIMOTHUIO 3aKa3 HAa W3TOTOBIIEHHE pEeKJIaMHBIX MarepuaioB st OO0
«Ctpoutenb». MHbopManus o BBHIIOJHEHUHM 3aka3a Obla MepeJaHa MOCPEACTBOM COCTAaBJICHUS
tenedonorpammsl, B KoTopoii 3A0 «Ilonurpady Takke MPOCHUIO OIJIATHTH BBHICTABICHHBIM CUET B
cpok 1o 20 nexalpst Tekymiero roga. TenedoHorpaMMa OblIa MOAMKMCAHA 3aMECTUTENIEM JUPEKTOpa
3.M.CoHuHBIM U NIEpEaHA ETO CEKPETAPEM.

3aoanue 4. Cutyauus:

17 sHBaps Tekyllero roja B aApec 3aBoJa IO PEMOHTY YacOB M IOBEIMPHBIX H3AEIUI
npuObLIa MOCHUIKA C 3aBOAA-MOCTABILIKKA, MPU BCKPBHITUU KOTOPOIl OBLJIO OOHApYKEHO OTCYTCTBHUE
JBEHAILIATH KOPIIYCOB Il 4acoB Mapku «MoOJHMS», YMCIUMBIIMXCA O HakmagHod Ne 18 ot 24
OKTSIOpss mpeapLayiero roxaa. [lns moaTBepkKAeHHs AAaHHOTO (hakTa HAa OCHOBaHMM IpHKasza
aupektopa 3aBoma Ne 12 or 18 suBaps Tekymero roga Oblla co3laHa KOMHCCHS TIOJ
npeceaaTea-CTBOM HauajdbHUKa oTAena cHabxenus Kaprenko E.I1. u uieHOB KoMuccun nHx eHepa
[TaBnoBa A.P. u 3aB.ckimagom Ne 1 KyapsmoBa P.B. Kommccueit Obi1 coctaBinen akt 21 sHBaps
TEKYLIEro roja, B KOTOPOM COJEPIKaJCs BBIBOJ O TOM, YTO 3aBOJAINOCTABIIMK JOJKEH NOCTaBUTH
HeJoCTalonlee KOJIMYECTBO KOPIMYCOB K YacaM. AKT BCTYNHJI B JIEHCTBUE C MOMEHTA YTBEP)KICHUS
(22 suBaps T.1.) tupexTopoMm 3aBonaa b.1M1.PomaHoBbIM.

3aoanue 5. Cutyauus:

Hupextop OOO «Meuta» IlonmskoB B.M. 10 okTsa0ps Tekyliero roja u3ian IMpHKa3 o
MPOBEJICHUN WHBEHTapU3allid TOBAapHO-MaTepUajbHBIX IEHHOCTEH Ha ckiaae npeanpuatus. OH
Ha3HAYMWJI KOMHUCCHIO IOJ IpENCeaTe]bCTBOM KOMMepueckoro aupekropa 3onorapesa E.M. . B
COCTaB KOMHCCHUU BONUIM TIaBHBIM Oyxrantep Bomogmna E.H. m Oyxranrep MBanoa B.C. . B
npukase ObLIO TOPYYEHO IMPEICTaBUTh Ha YTBEpPXKICHHE IOKYMEHTHI CKJIAQJCKOro ydera (1o
COCTOSIHMIO Ha 1 OKTAOpsi) W OT4eThl 00 oOcTaTkaX TOBAPHO-MATEPHUAIBHBIX IIEHHOCTEH (10
coctossiHuio Ha 10 oktabps) k 15 oxTsa6psa. IlpoekT mpukasa ObUl 3aBU3UPOBAH HKOHOMHCTOM
npeanpustiuss Mutunoit O.A.

3aodanue 6. Cutyanus:

AnpecyiitTe TMCbMO BO  BHemHeskoHOMHYeckoe oObemuHEeHHE —«TexMamnmKcropTy,
I'enepanbublii tupexkrop Tumodeer A.C. no agpecy : a1.23 yn.Cperenka, Mocksa, 123290

3aoanue 7 Cutyanus:

Odopmurte noanuch Ha TOKYMEHTE, €CIIM U3BECTHO, UTO €r0 MOJHcaia KOMUCCUS B COCTaBe:

IIpencenarens — ['maBubiii nnxxenep Kapnos B.C.

Unens! komuccuu — Menexep otaena cosita ComoB A.M. u

Oxonomuct OT3 Koposies B.C.

3adanue 8. Curyanus:

CocTaBbTe AOKJIAAHYIO 3aIIUCKY O KOMAaHIMPOBAHUU PAOOTHUKOB Ha CUMIIO3UYM. OcTanbHbIE
PEKBU3UTHI YKAKUTE CAMOCTOSITENIBHO.

3aoanue 9. Cutyanus:

CocraBbre 3asBienue Ha uMms aupektopa [10 «CnaBa» o mpueme Ha padory M.A. MiBaHoBa Ha
JOJHKHOCTB Oyxrantepa. OcTanbHble JaHHbIE YKaKUTE CAMOCTOSTEIBHO.

Ilpou3eoocmeennvie 3a0auu

1. Pa3zpaborats G1aHK 0OIIECTBA C OTpaHUYCHHOM O0TBETCTBEHHOCTHIO (O611aHK OO0 «...»)

2. Pa3paborats 651aHK OTKPBITOrO akiuoHepHoro obmiectBa (6mank OAO «...»)

3. Pa3paborats O1aHK MHAMBUIyTBHOTO peanpuHuMaTes (0aank UIT)

4. CocraBbTe MNHCHMO-TIPOCKOY 3akphITOro aximonepHoro obmectBa «KPAC-mebens» B
KOMUTET BHEUTHEOKOHOMHUYECKHX CBSI3ed aJMUHUCTpAallMM O0JacTU O BBIIEICHUM JIMIIEH3UH Ha
nocraBky B Kwurait 4000 T Merasia B CBSI3UW C 3aKIIOYEHHEM KOHTPAaKTa ¢ OOBEAMHEHHEM IIO
MEXIyHapOAHOMY COTPYJIHUYECTBY Ha CTPOUTEILCTBO AEBIATHAITAXHOTO o0IiexkuTus B KpacHomape.
CornacHo KOHTPAKTy OIUIaTa BBIMOJIHEHHBIX PadoT OyIeT MPOU3BOAUTHCS POCCHMCKUMU PyOIsIMU U
MaTepuaIamH.
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5. CoctaBbTe TOKJIAHYIO 3aMMCKY HaYaJIbHUKA OTAea PyKOBOAUTEIIO MPEeNnpuaTus o akre
HEBBITIOJIHEHHUS PACTIOPSDKEHUST O MOHTaXe 00OpYJOBaHMS Ha YYacTKe IO TNPHYHHE CI1aboro
KOHTPOJISI CO CTOPOHBI IITABHOTO MEXAHUKA.

6. CocTaBuTh yCTaB OpraHu3aIuy (MIPeANpUITH) TI000H OpraHU3aIMOHHO-TIPABOBOM (HOPMBI
1o BarieMy Bbi0opy. OopMUTh Ha ycTaBe HEOOXOAUMBIEC TOITUCH U OTMETKH.

7. CoctaBuTh aBTOOHOTpadHIO

8. CocTaBuTh 0Opa3er; HOMEHKJIATYPbI JIe]1 OpraHU3aIIH.

7.4. OneHo4HbIe CPeACTB AJIs IPOBEACHUS POMEKYTOYHOM aTTecTAlNU
[IpomexxyTouHast aTTecTanus — Tud.3a4der

7.4.1. IllpuMepHbIe BONPOCHI IJIsl NPOBEeHUS MPOMEKYTOYHOM aTTecTanuu (qud.3a4yer)

1. KakoB npeaMeT TOKyMEHTAllMOHHOTO 00ecrieueHus yIpaBaeHus?

2. Kak cCBfi3aHO JOKYMEHTAllMOHHOE OOeclieyeHHe YMpaBiICHHUs C JOKYMEHTOBEICHHUEM,
JEJI0NPOU3BOJCTBOM,

apXMBOBEICHUEM?

3. Kakyio ponb Wrpaer AOKyMEHTAIlMOHHOE OOecleyeHHe B YIPaBICHUM COBPEMEHHBIMHU
opraHuzanusmMu’?

4. Kakue HOpMaTHUBHO-IIPABOBHIE aKThl PETYIHUPYIOT JOKYMEHTAI[MOHHOE oOecredeHne
ynpasieHus?

5. KaxoBa mnpakTHueckas 3HAUMMOCTh Y4e€OHOW JTUCHUIUIMHBI «JOKYMEHTAIlMOHHOE
obecrieyeHre yrpaBaeHUs»?

6. Kakoit 00beM 1 copepkaHne UMEIOT MOHITHS «MH(POPMAIIUAS U «TOKYMEHT»?

7. Kakyto ponb urpaet unpopmarus B ooecrieueHuH 3pHEKTUBHOTO YIIPaBICHU?

8. KakoBbI HICTOYHUKH MOTYUYEHHUS YIIPaBICHYECKON HHPOpMAIu?

9. KakoBbl Ha3HaueHUE U QYHKIMH CITY>KO JOKYMEHTAIIMOHHOTO 00eCreueHHs! yIpaBlIeHUs B
COBPEMEHHBIX OpraHu3anusx?

10. Yro Takoe «cucreMa JOKYMEHTALUN» U «yHU(DUIUPOBAHHASA CUCTEMA IOKYMEHTALUN?

11. Kakue BU/IbI yIIpaBIeHYSCKUX JOKYMEHTOB BKJIIOUAET B ce0s1 YHUDUIIMPOBAHHAS CHCTEMA

OpraHU3alMOHHO-PACIIOPSAAUTEIBHON TOKyMEHTauu ?

12 TloHsiTHE: «PEKBU3UT» TOKYMEHTA.

13. UTo Takoe MOCTOSHHBIE U IEPEMEHHBIE PEKBU3UTHI OpPraHU3aL[MOHHO-PACIOPSAUTEILHON

JIOKYMEHTALNH ?

14. KaxkoB cocTaB TIIOCTOSHHBIX M IIEPEMEHHBIX PEKBU3UTOB  OPraHU3allMOHHO-
pacrnopsAIUTEIbHON JOKYMEHTAIINU ?

15. Kakue pexkBU3UTBI MCHOJNB3YIOTCS B 3aroJIOBOYHOM 4YacTH OpraHU3alMOHHO-
paciopsAUTENbHBIX JOKYMEHTOB?

16. Kakue pexkBU3UTBI HCHOJB3YIOTCA B COACPKATEIbHOM YacTH OpaHU3ALMOHHO-
pacnopsAUTENbHBIX JOKYMEHTOB?

17. Kakue peKBU3UTHl HCHOJB3YIOTCA B O(GOpPMISIONMIEH 4YacTH OpPraHU3alUOHHO-
pacnopsAUTENbHBIX JOKYMEHTOB?

18. KakoBbI TpeGoBaHus K 0pOPMIICHHIO TPUKA30B IO OCHOBHOM J1EATEIEHOCTH?

19. Kak opopMUTPH BBIMUCKY U3 TIpHKa3a?

20. Kak odopmuts pemienue?

21. Kak opopmuth mocranosjieHue?

22. Yro coboif mpeacTaBiseT Y CTaB OpraHu3anuu?

23.KakoBbl OCHOBHBIE TPEOOBaHMSI K COCTABJICHHUIO U O(OPMIICHUIO Y CTaB OpraHU3aIuu?

24. Kak opopmuts [lonoxenue o0 oTaesne uin ciryx0e opranuzanun’?

25. Kak opopMHTH mITaTHOE pacrucanue?

26. Kakue TpeGoBaHuUs MPEABABISAIOTCA K OPOPMIICHHIO TOTOBOPA, KOHTPAKTa?

27. Yto Takoe MHCTPYKIIHUS, KaKOBO €€ cojiepkanue u opopmiieHue?

28. Kakue TpeGoBaHuUs NPEABABISAIOTCS K O(OPMIICHHIO POTOKOA?

29. Kak opopMUTH TOKIAAHYIO, CITYKEOHYIO i OOBSICHUTEIBHYO 3aITHUCKHU ?

30. KakoBbI coBpeMeHHbIE TPEOOBAaHUS K S3bIKY M CTHIIIO YIIPABICHYECKUX TOKYMEHTOB?

31. 13 kakux 9acTeu CKiIaabIBaeTCs JOKYMEHTOOOOPOT OpraHu3aIiuu?
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32. KakoBslI 3Tansl paboThl ¢ BXOSAIUMEI TOKYMEHTaMu ?

33. Kak ctpouTtcst paboTa ¢ UCXOIAITUMHU JOKyMEHTaMH ?

34. KakoBa TexHOJIOTHUs pabOThl C BHYTPEHHUMH JJOKYMEHTaMU?

35. Kakwue 3a1a4n JTOKYMEHTOO00POTa PEIIaeT pErucTpaius J0KyMEHTOB?

36. Kakme ympaBieHYecKHe TOKYMEHTBHI HE TMOAJEKAT PErucTpalud B CIyk0ax
JOKYMEHTAIMOHHOTO 00eCTieueHus yIpaBIeHUs?

37. KakoB nopsA0K perucTpanyy yupaBjaeH4ecKoro JOKyMeHTa?

38. Kakue cyiiecTByOT BUbI KOHTPOJISI UCIIOJTHEHUS JOKYMEHTOB?

39. Kakue omepanuu MO KOHTPOJIO HCIOJIHEHHUS IOKYMEHTOB OCYIIECTBISIOT CIIY>KOBI
JOKYMEHTAIMOHHOTO 00eCTieueHuUs yIpaBIeHUs?

40. Kak ocyuecTBisieTcs cucTeMaTH3anus U XpaHeHHEe JOKYMEHTOB B OpraHu3anun’?

41. Yro Takoe Jaeno, C TOYKM 3peHUs AoKymeHToBeneHus? IlpuBenute mnpumepsl aen,
XPaHSIIMUXCA B OpraHU3aIuu.

42. PackpoiiTe coaep:kaHue TOHATHS «HOMEHKJarypa naem». Kakoe IOIKHOCTHOE JIMIO B
OpraHM3alMM OTBEYAET 32 COCTABICHUE U BBE/ICHUE B ACMCTBUE HOMEHKIATYPHI €77

43. KakoBbl pEKBU3UTHI HOMEHKJIATYPHI A€?

44. KakoBa comepkaTeabHasi 4aCTh HOMEHKJIATypbl Ae1?

45. Kakue npu3HaKy 3aBeJIeHHs JeJ1a HCIIOJIb3YIOTCS P (POpMUPOBAHUH A€ ?

46. KakoB 0CHOBHOU mpUHIIHI (OPMUPOBAHUS JOKYMEHTOB B jena?

47. Kakue HopMaTHBHBIE TpeOOBaHUSI HEOOXOIUMO COOJIIOAATh TP (POPMUPOBAHUU AET?

48. Urto Takoe »HKcHepTU3a IEHHOCTH JOKYMEHTOB, M KakKue€ JOJDKHOCTHBIC JIMIA B
OpraHM3alK 3aHUMAIOTCs €€ IPOBEIEHUEM?

49. Kakve HOpMAaTHUBHBIE aKThl PETYIHUPYIOT MPOBEACHHUE SKCIEPTU3BI IEHHOCTU TOKYMEHTOB
B OpraHu3anuu?

50. UYto sBusgercs pe3yiabTaTOM MPOBEACHUS OSKCHEPTU3bl I[EHHOCTH JOKYMEHTOB
opraHu3anuu?

51. Kak ocymiecTBiagercss MOJArOTOBKA J€1 K apXUBHOMY XPAaHEHUI0O B COBPEMEHHBIX
opraHu3anusx?

52. Kakue 10KyMEHTBI BXOST B COCTaB JOKYMEHTAIMU 10 Kaapam?

53. YUro Takoe Tpy10BOW KOHTPAKT?

54. KakoBbI OCHOBHBIE U JIOTIOJHUTEIIBHBIE YCIOBHS TPYI0BOTO KOHTpAKTa?

55. Ha xaxoii CpoK MOXeT OBITh 3aKJIIOYEH TPYAOBOM KOHTPAKT?

56. Uto Takoe nuuHas kaprouka ¢popmsel T-2? Kakas nadopmanms pukcupyercs: B Hel?

57. KakoBbI MpaBuiia 3aM0THEHUS U XPAHEHUS] IMYHBIX KAPTOUEK?

58. Kakue aeiicTBus GUKCUPYIOTCS B IPUKa3ax 1Mo Kajapam?

59. KakoBbl CpOKM XpaHEHHUS IPUKA30B?

60. Yto takoe nuuHoe nesno? Kakue 10KyMEHThI BXOIST B €r0 COCTaB?

61. KakoB nopsiiox ¢opMHUpOBaHUS U XPaHEHHSI TUYHBIX J€17

62. KakoBbI npaBuia 3an0JHEHUS TUTYJIBHOIO JINCTA TPYJOBON KHUKKH?

63. Kakue cBeieHus 0 paboTHHKE (PUKCUPYIOTCS B €T0 TPYIOBOM KHIDKKE?

64. Kak xpaHsTCsl TpyI10BbI€ KHUKKH, U BEIETCS UX y4eT?

65. Kakag oprrexHvka HCHOJb3YyEeTCsl s COCTaBIEHUS JOKYMEHTOB B COBPEMEHHOM
JI€JIOTIPOU3BOJICTBE?

66. Kakas oprrexHuka HMCHoib3yeTcs g NOMCKAa, XpPAaHEHUs M Iepeladd JOKYMEHTOB B
COBPEMEHHOM JIEJIONPOU3BOJICTBE?

67. KakoBbI BO3MOKHOCTH KOMITBIOTEPHBIX TEXHOJIOTUH B IOKYyMEHTAIIMOHHOM 00eCIIe4eHn !

yIpaByieHUs?

68. KakoBbI BO3MOKHOCTH CPEJICTB TEJIEKOMMYHHUKALIMU B IOKYMEHTAIIMOHHOM 00ecrieueHIH

yIpaBJieHUs?

69. B kakux ciiydasx NPUMEHSIOTCS CTaHIapTHBIE O(PHCHBIE MPOTrPaMMBbl B OpraHU3ALUN
JI€JI0TPOU3BOICTBA?

7.4.2. IlpumepHble 3a1a4H 1JIS POBeAEeHUs MPOMEKYTOUHON aTTecTaluu
1. O¢opmuTs NMpHUKA3 10 OCHOBHOW JIEATEILHOCTH CO BCEMH PEKBU3UTaAMU SpOCiIaBCKUii
roCyJapCTBEHHBIM YHUBEpcUTET. [Iprka3 o HaydyHO-HCCIEA0BATEIbCKON paboTe Ha JICTHUM MEPUOI.
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B coorBercTBMM ¢ miIaHOM Hay4HO-HMccienoBarenbckoi paborel Ha 2009/2010 yueOHBIN TOA
npukaspiBaro: 1. HanpaBuTe B mepuos JIETHUX KaHUKYJ Hay4YHYIO SKCIEINULIMIO JUIsl U3yYEHUs S3bIKA
u ¢onpkiopa HapomoB Cemepa. 2. 3aBenymoomyro Kadeapoil pycCKOTO si3bIKa U JIUTEPATYpH,
KaHauaata QUIONOrMYecKux Hayk, jgoueHTa CkBopuoBy A.A. Ha3HauuTh PYKOBOJUTENIEM
skcnequiuu. 3. PykoBoaurtento skcnenuuuu CkBopLoBod A.A. NpenCTaBUTh Pa3BEPHYTHIA IUIaH
paboTHl JKcreauiuu Ha 3acenanue YdeHoro copera 18.05.2010. 4. Kontponb 3a MCHoOJHEHHEM
IIpUKa3a BO3JOXKUTh Ha cekperaps YueHoro cosera Kosanenko @.II. Pexrop yHuBepcurera
I1.B.I'openos

2. Od¢opmurs pacnopsizkeHue co BceMu pekBusutamu Ortnenenue «HHTYypHCTY.
PacriopsixkeHne O BBITTOJTHEHMM MEPONPUITHH 10 TOATOTOBKE Jjareps B mocenke [eboBckoe.
SlpocnaBnb. [y opranu3anmuu paboT MO MOATOTOBKE jareps B mocenke ['7eboBckoe M B LENSIX
obOecrieuenust BbimosiHeHHs Pacmopspkenus ['maBuaTypucta oT 26.03.2010 Ne 17 o6s3wiBato: 1.
HupekropoB roctunuly Crporanoy W.II., I'aBpunoBy A.M.: 1.1. OTkoMaHaupoBaTh B jarepb Ha
nepuoa ¢ 18.05.2010 mo 10.06.2010 pabGounx CTPOUTENBHBIX CIECIMHUAIBHOCTEH IS BBHITIOJHECHUS
pabot ¢ omaroii mo cpeaHemy. 1.2. CocTaBuTh IJIaH PEeMOHTHBIX pabdor mo 20.04.2010. 1.3.
O6ecneunTh paboOTAOIMMX HEOOXOIWMBIM O0OpyJAOBaHMEM W HHCTpyMeHTOM. 2. KoHTpospb 3a
WCIIOJIHEHUEM paCIOPsIKEHUST BO3JIOKUTh Ha IJIaBHOrO WHKeHepa barypuna B.I'. I'eHepanbHbIi
nupextop B.C.MBanoB

3. OdopMuTh JOKJAAHYIO 3aNMCKY CO BCEMHM pPEKBU3UTAMUM MeXaHUYECKUH 3aBO/I.
JloknanHas 3amucka O HECOONIOEHMHM TEXHUKU O0e30macHOCTH Ha crpoityyactke. CTpOUTEIbHO-
MoHTaxxHOe ynpasieHue Ne 1. ['maBHomy mnxkenepy MruateeBy C.®D. 3aBOJ HEOJHOKPATHO CTaBHII
nepen Bamu Bompoc o coOmo1eHuH TEXHUKH O€30MaCHOCTH Ha CTPOMYyYacTKe.

Opnnako 1o cux nop: 1. OTCyTCTBYIOT OrpaxkJI€HHsI B MECTax IPOM3BOJCTBA CTPOUTEIBHBIX
pabort. 2. He orpaxiaiorcst Mecta CBapoOYHBIX paboT, I/ie MOTYT MaIaTh MPEAMETHI ¢ BBICOTHI. 3. [Ipu
MIPOM3BOJICTBE PAbOT B palioHE MEXaHOCOOPOYHOTrO IieXa BEJETCS OCTOHMPOBAHWE KOJOHH, XOTS
OrpaKJ€HUE KOTJIOBaHA He chenaHo. IIpomy cpouHo mHpuHATH Mepbl. MHXEHEp MO TEXHMKE
6e3onacnoctu B.C.Mnbun

4. OpopMuTH CIPABKY CO BCEMU pEeKBU3UTaMU PeMOHTHO-cTpouTenbHOE ynpasiaeHue Ne 21.
ChopaBka O XOJ€ KamuTaJbHOIO PEMOHTa XWIbIX AJ0MOB Mo maHy | kBaprama 2010 ropa.
HavanpHuky VYnpasnenus kanuraiabHoro pemonrta [lpaButensctBa fpocnasns CamoinoBy C.U.
BBon B skcmiyatanmio kuiod miomaau no many I kBaprama 2010 roma cocraBnsier 5324 M2 .
CMoHTHpOBaHO xuiI0M 1wiomany 4066 M2 , NOIIEKUT IEMOHTaXY U MOHTaxy 1574 m2 . Ilepenano
oA otaenouHble padoTel 2551 M2 . [lepegaHo Mol CAHTEXHUYECKHE U JICKTPOTEXHUUYECKHE PAOOTHI
4066 M2 . B CMOHTHUPOBaHHBIX IIOMEIIEHHUAX MOAJEKAT BBINOJIHEHUIO BHYTPEHHUE
CTOJIAPHOOT IeTIOUHbIE paboThl oO0beMoMm 1500 m2 . HeynosnerBopurenbsHo BemyTcs: padbotel CY-11
Tpecta Ne 3 mo uneHTpaJbHOMY OTOIUIEHHIO, BOJONPOBOAY M KaHanu3auuu B gome N 55 1o
npocrnekty Mamunoctpoutenei. HauanbHUK peMOHTHO-CTpouTenbHOro ynpasieHus B.I'.Kapmos.

5. Odopmurs cnpaBky co BceMH pekBu3UTaMu [IpubGopocTpouTenbHbId  3aBOA
(yn.[ImutpueBa, .25, Spocmasnb, 193198, 1em.298 87 34). CnpaBka B HaJOTOBYI HWHCIICKITHIO
3aBoipkckoro paiioHa Spocnasna. Epemun Bacunmmit MuxaitnoBuu paboTaeT Ha 3aBOJe ciecapeMm
MexaHocbopounoro mexa. CpemnemecsyHas 3apabotHas muiata 9700 pyoOseit. Jlupektop 3aBoma
W.M.Kapnos. I'naBublif 6yxranrep A.A.AGpamoBa.

6. Odopmuts akT co Bcemu pekBu3uTamu 63 ['maBHOE ympaBiieHHWE MPOMBIIUIEHHOCTH
CTPOUTENBHBIX  MaTepualioB.  AKT  yCTaHOBIEHHS  (PAaKTHUYECKOM  MPOM3BOIUTEIHLHOCTH
TEXHOJIOTMYECKOM JIMHMM. Tr.SpocinaBib. OCHOBaHMWE: NPHUKAa3 MHUHUCTPA MPOMBIIIIEHHOCTH
cTpouTenbHbiX MarepuanoB oT 10.09.2009 Ne 108. IIpeacenatenb — raaBHBIM TEXHOJIOT YIIPaBICHUS
[Terpor JI.M. UneHsl KOMUCCHU — PYKOBOAUTEND J1aboparopuu Makapos C.U., crapmmii HHKEHED
nabopatopun CumakoB FO.B. IlpucyrcrBoBan riaBHblii nHxenep 3aBoga Ne 1 Pagun M.IIL. B nepuon
¢ 10.10.2009 mo 12.10.2009 xomuccuss mnpoBena pabOTy IO YCTAHOBJICHHUIO (aKTUUECKOU
MIPOU3BOIUTEIIFHOCTH TEXHOJOTMUYECKOW JIMHUU MO M3TOTOBJICHUIO acCOECTOIEMEHTHBIX JIMCTOB Ha
3aBoje Ne 1. JIunus mpuHsATa B dKCIUTyaTanuio B aekadpe 1998 r. co cpeaneit mpon3BOAUTEIBHOCTHIO
250 nucrop/yac. 3a mpolueAniee BpeMs MPOU3BOAUTEIBHOCTD JIMHUM 3HAYUTEIBHO BO3pocia. Jlis
YTOYHEHHS] TNPOU3BOJUTEIBHOCTH JIMHMM M KadecTBa MNPOAYKIHWH KOMMCCHS PpaccMOTpena
MaTepHalbl: CBeleHUS O paboTe JMHUM 3a BeCh Mepuoi; (U3MKO-MEXaHWYEeCKHe MoKazarenu. B
pe3yapTaTe KOMMCCHS ONpeNeinia 4YacOBYIO HPOU3BOAUTENBHOCTh JIMHMM B 400 JHCTOB, 4TO
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COOTBETCTBYET rooBoi MOIIHOCTH 300 MiuH.mcToB B roA. CocTaBieH B TpexX 3K3eMIuisipax: - —
I'maBacbecry; 2-ii — HUMnpoekTacOecty; 3-it — 3aBogy N 1. YTBepkaaeT 3aMecTUTENb MUHUCTPA
A.B.Ceprees.

7. OdopMuUThH NPHUKAa3 0 MpUEME Ha padOTy CO BCEMH PEKBU3UTAMHU AKIIMOHEPHOE OOIIIECTBO
3akpeiToro THna "[lpuboit". Spocnasns. Ilpukas. Hasnaunte AmngpeeBa Ceprest IlerpoBuua
HavanbHUKOM Jabopatopun N 3 ¢ 03.02.2010 ¢ okjagoM COTVIACHO IITaTHOMY pPacCIUCaHUIO.
OcnoBanue: 3asBinenue AnapeeBa C.II. ot 01.02.2010 ¢ BuM3amMu HavalbHHMKA OTJEJa KaapoB U
riaBHoro Oyxrantepa. {upexkrop AO3T M.O.I1aBnoB

8. Odopmuth nmpuka3 o0 YBOJIBHEHHH CO BCEMH PEKBU3HTaMU AKIIMOHEPHOE OOIIECTBO
3akpeitoro tumna "llpuboit". Spocmasnb. [lpuka3. YBomute ['opoxoBa CranucnaBa IlerpoBuua,
umxkenepa mexa Ne 2, ¢ 15.02.2010 o co6cTBeHHOMY JkenaHuio B coorBercTBud 1.3 c1.77 TK PO.
OcHoBanue: 3asBiaenue ['opoxoBa C.II. or 01.02.2010. Hupexktop AO3T M.O.IlaBnoB. Bussl
HavanbHUKa 1exa N 2 CemenoBa B.U., nauanbHuka otaena kaapoB Hukonaesa K.C., rmaBHOro
oyxranrepa Hukudoposoit B.JI.

8. OBYYEHHUE CTYJAEHTOB-UHBAJIMAOB n CTYJAEHTOB C
OI'PAHUYEHBIMH BO3MOXHOCTSAMMU 310POBbS

HOpHI[OK OGy‘-IGHI/IH HHBAJIMAOB U CTYACHTOB C OIrpaHUYCHHBIM BO3MOKHOCTSAMU OIPCACIICH
[Tonoxenne KyoI'Y «OO06 oOy4eHHHM CTYACHTOB-WHBAIMJIOB M CTYJCHTOB C OTPaHUYCHHBIMU
BO3MOKHOCTSIMU 3I0POBBS».

Jlng aun ¢ orpaHMYEHHBIMU BO3MOKHOCTSIMH 3/I0POBbSI ITPETYCMOTPEHBI 00pa3oBaTeIbHbIC
TCXHOJIOTHH, YYUTBIBAIOIIHNC OCO6CHHOCTI/I " COCTOAHUC 300POBbS TAKUX JIHII.

9. JOHOJHUTEJIBHOE OBECIIEYHEHUE JUCIHUIIJIMHBI
He npenycmoTtpeno
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PELIEH3USA
Ha padouyro nporpammy OIL.05 lokymeHTaliMOHHOE O00ecniedeHne
ylpasBJieHus,
21.02.05 3emebHO-MMYLIIECTBEHHbIC OTHOIIECHHS, PAa3PA00TaAHHYIO
npenogasaresieM Koabuosoi E.I1.

B nanHoii paboueii mnporpaMMe 0TPaKaAOTCH:

I. Ilenn OCBOEHMS AUCUUIUIMHBI B COOTBETCTBHM C IMPUMEPHOM MPOTPaMMOMN IJIs
CHEeUaIbHOCTEH CcpeaHero mnpogecCHOHANIbHOTO O00pa3oBaHUs  CIELHMAIBHOCTU
21.02.05 3eMenpHO-UMYLIECTBEHHBIE OTHOLIEHHS.

2. KomnereHuuu oOyyaromierocsi, (GopMupyeMble B pPe3yJibTaTe OCBOCHUS
macuumuinabl - o @I'OC  cpenHero  mpodeccHoHaIbHOTO  00pa3oBaHUS IO
crieruanbHOCTH 21.02.05 3emMenbHO-UMYIIIECTBEHHBIE OTHOLICHUS

3. ConepkaHue U CTPyKTypa pabodeil mporpaMmbl COOTBETCTBYET TPEOOBAHUAM
®dI'OC cpennero npodeccuoHaabHOTO oOpa3zoBaHus mo chneruaibHoct 21.02.05
3eMeNnbHO-UMYIIIeCTBEHHbIE ~ OTHOmIeHuss 4. OOpa3oBaTelbHBIC  TEXHOJOTHUU,
UCIIOJIb3yEMbIE TIPH pEaM3allii  Pa3JIMYHBIX BHUJOB Yy4eOHOW pabOTHI: JIEKIIUH,
CEMUHApBI.

5. O1eHOYHbIE CpencTBa TEKYLIETO KOHTPOJIA YCIIEBAEMOCTH, IPOMEXKYTOUYHOM
aTTECTAIlMU 10 UTOTaM OCBOCHUS AMCIUIUIMHBI. YKa3aHbl TeMbI pedepaToB, BOMPOCHI
Y 33JlaHud 1Sl IPOBEECHUS TEKYILIEro KOHTPOJIS.

6. YueOHO-MeToAnYeCcKOe W HUH(POPMAIMOHHOE OO0ECIeUeHUE IUCIMILINHBI,
MEepeYeHb OCHOBHOM, JOIMOJHHUTEIBHOM JINTEPaTyphbl, IPOrPaMMHOrO OOECIIEUEHHS,
uMeromuecss B apceHane HMHCIIO  Ky6I'Y  pecypcel  MHQOpManuoHHO-
TEJIEKOMMYHUKAIMOHHOMN ceTu «HTepHeT», NH)OPMAIIMOHHO-CIIPABOYHbBIE CHUCTEMBI,
takue Kak CIIC «KOHCyIbTaHT ILIHOCY.

7. Meroanueckue yKazaHusi U MaTepuasbl 10 BUIAM 3aHSITHIA.

8.  MarepuanbHO-TeXHUYECKOE  OOecClieuyeHUue  JUCHUIUIMHBI,  KOTOPOE
CriocoOCTBYET MPOBEACHUIO BCEX BUJOB YU€OHOM pabOTHI.

3akiaoveHue:

Pabouass mnporpamma cootBeTcTByeT denepaibHOMY TOCYIapCTBEHHOMY
oOpazoBarenpHoMy  ctranjmapty (®I'OC) mno  CHeuuManbHOCTH  CPEIHEro
npodeccuonanbHoro o6pazoBanus (CIIO) 21.02.05 3eMenbHO-UMYIIIECTBECHHBIC
OTHOLLIEHUS.

Penensenr:

I'enepanbubiii fupexktop OO0 «Ok30TUK Typ» A T O.P.
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PELIEH3USA
Ha pa6ouyro nporpammy OIL.05 lokymeHTalMOHHOE O00ecnieyeHne
ylpaBJieHuUs,
21.02.05 3emebHO-UMYLIECTBEHHbIC OTHOLICHUS

B paOoueii mnporpamme OIL0S J[lokymeHTanuoHHOe o0ecnevYeHne
yHpPaBJICHUS OTPAXKAKOTCH:

1. llenu ocBOEHUS NMCUMUIUIMHBI B COOTBETCTBUM C MPUMEPHON MPOTPaMMOM
JUISL CHIEUMAaJIbHOCTEM CpenHero mpo(ecCHOHANbHOTO 00pa3oBaHUsl CHELHATbHOCTU
21.02.05 3eMenbHO-UMYLIECTBEHHBIE OTHOLLIECHHS.

2. Komnerenuuu oOyyaromierocsi, (GopmMupyeMmble B pPe3yJbTaTe OCBOCHHUS
macuumuinael - o GI'OC  cpenHero  mpodecCHOHAIBbHOIO  00pa30BaHUS IO
crieruanbHOCTH 21.02.05 3emMenbHO-UMYIIECTBEHHBIE OTHOLICHUS

3. ConepkaHue U CTPyKTypa pabodeil mporpaMmbl COOTBETCTBYET TPEOOBAHUIM
®dI'OC cpennero npodeccuoHaabHOTO oOpa3zoBaHus mo chneruainbHocTH 21.02.05
3eMeNbHO-UMYIIIECTBEHHBIE OTHOLICHHUS

4. O6pa3oBarenabHble TEXHOJIOTHUHU, UCTIONb3YEMbIE NPU peaTn3aliy pa3iInuHbIX
BUJIOB yU4€OHOU pabOTHI: JEKIIUU, CEMUHAPBHI.

5. O1eHOYHBIE CpencTBa TEKYLIETO KOHTPOJI YCIIEBAEMOCTH, IPOMEXKYTOUYHOM
aTTeCTallMu 1O UTOraM OCBOCHMS JTUCLUIUIMHBI. YKa3aHbl TEMbI pedepaToB, BOIPOCH!
Y 33JlaHud 11 IPOBEECHUS TEKYILEro KOHTPOJIS.

6. YueOHO-MeToAMYeCcKOe W HUH(POPMAIMOHHOE OOECIEeUeHUE IUCIMILINHBI,
MEepeYeHb OCHOBHOM, JOIMOJHHUTEIIBHON JINTEPATyphbl, TPOrPAMMHOr0 OOECIIEUEHHS,
uMeromuecss B apceHane HMHCIIO  Ky6I'Y  pecypcel  MHQOpManuOHHO-
TEJIEKOMMYHUKAIIMOHHON ceTh «HTepHeT», NH(POPMaMOHHO-CIIPABOYHBIE CUCTEMBI,
takne Kak CIIC «KoHCynpTaHT IUIIOC», a Takke MaTepUalIbHO-TEXHUYECKOE
o0ecrnieueHrne JUCIUIUINHBI, KOTOPOE CIIOCOOCTBYET MPOBEICHUIO BCEX BUJIOB YUEOHON
padoTHI.

7. Meroanueckue ykazaHusi U MaTepuabl 10 BUJAM 3aHSITHA.

3akiaoveHue:

PabGouass mporpamma, mnoaroroBiieHHas mnpenoaaBateiaeM KomwiioBori E.II.,
cootBeTcTByeT DenepanbHOMy TOCyJapCTBEHHOMY O0pa30BaTEIbHOMY CTaHIAPTY
(®I'OC) mo cnenuanbHOCTH cpeaHero mnpodeccuonanbHoro obpaszoBanusi (CIIO)
21.02.05 3eMenpHO-UMYILIECTBEHHBIE OTHOLIEHHUSI.

Penensenr:

Hupextop OO0 «Penrour» IIytaro M.M.
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