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1.TIACHIOPT PABOYEHN INPOI'PAMMBI YYEFHOH JUCHMIIJIMHBI OI1.04
«JlokyMeHTallHOHHOEe o0ecreyeHue yIpaBjaeHus»

1.1. O6saacTh NpUMeEHeHHsI TPOTPAMMBI

Pabouas mporpamma yuebHO#M mucuurunel OI1.04 «JlokymeHTalOHHOE obecreueHue
yIIpaBJICHUS» SBJSICTCS. OCHOBHOM TMPO(ECCHOHANBHON 00pa3oBaTeNbHON IMPOrpaMMbl B
coorBerctBU ¢ PI'OC mno cmneumanbHoctu 43.02.01 Opranuzanust oOCIy)XKMBaHUS B
OOIIECTBEHHOM TIMTaHWUM. B YaCTH OCBOCHUSA  OOMENPO(PECCHOHANBHON  ITUCIMILIMHBI
«JloKyMeHTaIMOHHOE ~ OOeclieueHUe  yNpaBJICHUS» M OpeJHa3HayeHa sl  OCBOCHHS
obOyuarorumucs coorBeTcTByroNUX 0omux (OK) u npodeccuonanpupix (I1K) kommereHnii:

OK 1. [loHuMaTh CyHOIHOCTH M COIMAJBHYIO 3HAUYMMOCTh CBOEW Oyaymiell mpodeccun,
MPOSIBJISITH K HEM YCTOWYUBBIN MHTEPEC.

OK 10. CoOmonaTh AeWCTBYIOIIEE 3aKOHOAATEIBCTBO U O0s3aTeNbHBIE TPEOOBAHUS
HOPMATHUBHBIX MPABOBBIX JOKYMEHTOB, a TaKXKe TPEOOBaHHS CTAHAAPTOB U WHBIX HOPMATHUBHBIX
JTOKYMEHTOB.

I[IK 2.4. OcymecTBisaTh HHPOPMAMOHHOE OOECIeueHrue Mpolrecca OOCITYKUBaHUS B
OpraHu3aMsIX OOIIECTBEHHOTO MUTAHHUS.

1.2. MecTro Yy4eOHOH MCHUIUVIMHBI B CTPYKTYpe MPOrpaMMbl NOATOTOBKH
CHEeHATHUCTOB CPeHero 3BeHa:

JucuuiummHa  «/{okyMeHTallMOHHOE  OOECIICYCHHE  YIPABJICHUSA»  OTHOCHTCS K
obmenpodecCHOHATBHBIM JTUCIUTLIMHAM MPO(ECCHOHATEHOTO YISeOHOTO ITHKIIA.

Hucuumummaa OI1.04 «J/lokyMeHTallMOHHOE OO0ECIICYCHUE YIPABICHHS» OIMPACTCS Ha
MPEIIIECTBYIOUINE JUCIHUIUIMHBL «JKOHOMHUKA OpraHu3anmuny», «MeHEHKMEHT W YyIpaBJICHUE
MEPCOHAJIOM B OPraHU3alUsaX OOIIECTBEHHOTO NHUTAHHS» W (OPMUPYET KOMIICTEHIIMH JIJIs
ocBOeHHs mocienyomux —gucuuiumH:  «[IpaBoBoe  obecrieyeHne  mpodeccHOHANBHOM
JESITeTIbHOCTH.

1.3. Heau u 3an1a4u y4eOHOI THCHMIJIMHBI — TPeOOBaHUS K pe3yJbTaTaM OCBOEHUS
AUACHHUIIHHBI:

Lenp - u3ydyeHne BUIOB OQUIIHATBHBIX TOKYMEHTOB M TPEOOBAaHMI K WX COCTABJICHHUIO U
0(pOpMIICHUIO.

OCHOBHBIMH 3a/1a4aMU JTUCIUILINHBI SBIISIOTCSI OCBOGHHE MPABUJI OPraHU3aluu paboThl ¢
JOKYMEHTaMH; TOpPSJIKa OpraHu3ali paboT MO JIEJONMPOU3BOJCTBEHHOMY OOCITY)KUBAHHMIO,
MIPUEMOB COBPEMEHHOTO JIEIIONPON3BOJICTBA.

B pesynbrare u3ydeHus o0s3aTeIbHON 4acTH y4eOHOIo IMKJIA 00yJaroLIHifcs JOKEeH:

3HATB!

- 00 OCHOBHBIX MOJIOKEHUAX 110 JOKYMEHTUPOBAHUIO YIIPABICHUECKON AEATEIbHOCTH;

- TEPMUHOJIOTHIO B 00J1aCTH IOKYMEHTAIIMOHHOTO 00eCIIeYeH s YIPaBICHUS

- 0 paBujIaX 0(pOpPMIICHUS JOKYMEHTOB;

- HOPMAaTUBHBIC JIOKYMEHTBHI, pETIIAMEHTHUPYIOUINE COCTaBIeHHEe ©  odopMieHHE
OpraHU3aLMOHHO-PACHIOPSIUTENBHBIX IOKYMEHTOB

- 00 yHU(UKAIUKN U CTaHJAPTU3AIMH YIIPABICHIECKAX TOKYMEHTOB

- (opMBI, METOBI U CHCTEMBI TIOKYMEHTHPOBAHUS;

- MOPSIOK OPTaHU3AINH JOKYMEHTOB B KOMIUIEKCHI;

- 3aKOHOJATEIbHbIE aKThl U HOPMATUBHBIE JOKYMEHTHI IO OpraHU3alMu padoThl C
JTIOKYMEHTaIEH;

- MIpaBUJIa COCTABIEHUS M 0(DOPMIICHUIO PA3IMYHBIX BUIOB JOKYMEHTOB;

- TpeOOBaHUS K TEKCTY CITYKEOHBIX JOKYMEHTOB;

- o011ye npaBuiia OpraHu3aly padoThl ¢ JOKYMEHTaMH

YMETh!

- TOJIB30BAThCSI U3YUYCHHBIMU CTAaHIAPTH3UPOBAHHBIMHA TEPMHUHAMU,

- TMPUMEHSATh HA TPAKTUKE TOCYIApCTBEHHBIC CTaHIAPTHI, IPyrde HOPMATHBHBIE H
METOAMYECKHE  JIOKYMEHTBI,  pErjaMEeHTHPYIOIIME  OpraHu3alHio  JIOKyMEHTAlMOHHOTO
oOecrnieueHus yrpaBIeHUS;

- COCTaBISATh W NPaBWIbHO (B COOTBETCTBHUM C JICHCTBYIOIIMMHM HOPMAaTHBHBIMHU
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JOKyMEHTaM# ) 0()OpMJIISITh OCHOBHBIC BUJIbI OPTaHU3AIIMOHHO-PACTIOPSTUTEILHBIX JOKYMEHTOB;

- BBITIOJIHATH ONpPEAENCHHbIE BHABI padOT 1O OpraHU3alMu padoT C JOKyMEHTaMHU B
YUPEKICHUSX;

- opOopMIIAT HOMEHKJIATypy JAel W (opMUpOBaTh Jejla B COOTBETCTBHUU C
HOMEHKJIaTYPOM JIelT;

- OCYIIECTBJIATH JOKYMECHTUPOBAHKUE M OPTAaHHU3AIUIO PAOOTHI C IOKYMEHTAMH,

- MOJI30BAaThCS OCHOBHBIMH HOPMATHUBHO-IIPABOBBIMU JIOKYMEHTaMH B 00JacTh
JIOKYMEHTHUPOBAHHS

- COCTaBJIATH ¥ OOPMIISITh PAa3INIHBIC BUIBI JOKYMEHTOB;

MakcumanbHas yueOHast Harpy3ka oOy4aromierocs 86 Jac., B TOM 4ucIe:

— o0s3aTenbHas ayIuTOpHas yueOHast Harpy3ka 56 yac.;

— camocTosiTenapHas padbora 26 Jac,

— KOHCyJbTauuu — 4 yaca.

1.4. IlepeyeHb IIAHHPYEMBIX Pe3yJbTATOB O0y4YeHHsI MO JUCHUILIUHE (MepeYyeHb
¢GopMupyeMbIX KOMIIETEHLUI1)

PesynpTaTroMm ocBoeHHS TporpamMmbl TPO(ECCHOHAIBLHOTO IUKIIA SBISCTCS OBJIAJICHUE
00y4aroIUMUCS BUAOM NPOPECCUOHANBHON NIeATENbHOCTH «JlOKyMEHTAllMOHHOE ObOecreyeHue
yhmpaBieHus», B ToM uyucine obmmmu kommereHmmsmMu (OK) u  mpodeccrnoHambHBIMU
komrereHmsamMu  (IIK), yxazanupimu @OI'OC mno cnenumansHoctd  43.02.01 Opranuzanus
o0CITyKMBaHUS B OOIIECTBEHHOM IMUTAHUN

WNupe B pesynbrare nzyuenust yueOHON AMCLUIIINHBI
KC Conepxxanue 00y4aromuecs: JOIKHbI
KOMII€ | KOMIIETEHIUH (UK €€
YMETb
TEHIU 4acTu) 3HaTh
"

OK1 | IlonumaTh CyIIHOCTh | - 00 OCHOBHBIX - MI0JIb30BaThCSl U3YUEHHBIMU
U COLIMAJIbHYIO I0JIOKEHUSAX 110 CTaH/1apTU3UPOBAHHBIMU
3HAYUMOCTb CBOEH JIOKYMEHTUPOBAHUIO TEPMUHAMU;

Oynymeit mpodeccuu, | ympaBiIeHYECKON - BBIIIOJIHATH OIpe/ie/ICHHbIE
MPOSIBJIATH K HEH NEeSATEIbHOCTH; BUJIbI pa0OT 10 OpraHU3aAIHNH
YCTOMYUBBIA HHTEPEC | - TEPMUHOJIOTHIO B paboT ¢ JOKyMEHTaMH B

obnacTu YUPEXKIEHUS

JIOKYMEHTaIlMOHHOT'O

obecreyeHus

yIpaBJIE€HUs

- 0 IIpaBUJIax

oopmIteHUs

JIOKYMEHTOB;

- ()OpMBI, METOJTBI U

CHUCTEMBI

JIOKYMEHTUPOBAHUS;

- IOPSIIOK

OpraHu3alu

JIOKYMEHTOB B

KOMIIJIEKCBI

OK 10 | Cobnronate - HOpMaTUBHbIE - IPUMEHSTH Ha MPAKTUKE
neicTByrolee JIOKYMEHTHI, rocy/1apcTBEHHbIE
3aKOHOAATENBCTBO U | PErVIAMEHTUPYIOLIHE CTaHJapThl, IpyTue
o0si3aTeNbHbIE COCTaBJICHHUE U HOPMaTUBHBIE 1
TpeGoBaHuUs oopmienue METOJINYECKUE IOKYMEHTHI,
HOpPMAaTUBHO- OpraHHU3aIOHHO- peraamMeHTHpyolne
MPaBOBBIX pacnopsIANTENbHBIX OpTraHH3aLHI0
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WNupe B pesynbrare u3ydenus: yaeOHOW AMCHUIUINHBI
KC Copepxanue oOy4aromuecs: JOIKHbI
KOMIIE€ | KOMIETCHIINH (Un €&
YMETh
TEHIIH 4acTH) 3HaTh
"
JOKYMEHTOB, a TAK)K€ | JIOKyMEHTOB; JOKYMEHTAI[HOHHOTO
TpeOoBaHUs - 00 yHUpUKaAINH U obecrieueHus yrpaBiacHU;
CTaHJapTOB U MHBIX CTaHJapTH3ALNH - COCTaBJIATh U MPABUIIBHO
HOPMAaTUBHBIX yIPaBICHUYECKUX (B COOTBETCTBUH C
JIOKYMEHTOB JIOKYMEHTOB JEHCTBYIOIIUMU
- 3aKOHOJIaTEeNIbHBIE HOpPMaTUBHBIMH
aKThl U HOPMaTUBHbIE JTOKyMeHTaMu) 0(OpMIISITh
JOKYMEHTHI T10 OCHOBHBIE BU[IbI
opranuzanuu paboTsl ¢ OpraHHU3aIOHHO-
JOKYMEHTAIUEH; pacropsIuTeIbHbIX
JIOKYMEHTOB;
- 0OpMIIATH
HOMEHKJIaTypy 1€l U
(dhopMupoBaTh Jena B
COOTBETCTBUH C
HOMEHKJIATypOU JIETT;
- IOJIb30BATHCSI OCHOBHBIMU
HOPMAaTHUBHO- IIPAaBOBBIMHU
JOKyMEHTaMU B 00J1acTu
JTOKYMEHTHUPOBAHHSI
[1K OcymecTBisTh -TIpaBUJIa COCTABIICHUS U -OCYIIECTBIIATh
2.4 nH(POPMAIMOHHOE oopMIIeHHIO Pa3INYHBIX JIOKYMEHTUPOBaHUE U
obecrnieueHue BUJIOB JIOKYMEHTOB; OpTraHHU3aIII0 PA0OTHI C
nporecca -TpeOOBaHUS K TEKCTY JOKYMEHTaMH,
o0CITyXKMBaHUS B CIIy’)keOHBIX JJOKYMEHTOB; -COCTaBJISITh U OPOPMIISTH
OpTaHU3aIHIX -001ue npasuia pa3IM4YHbIE BUIBI JOKYMEHTOB
0O0IIECTBEHHOTO opranuzaiuu paboTsl ¢
MTUTAHUS JOKYMEHTaMHU




2. CTPYKTYPA ¥ COJAEPKAHUE YYEFHOM JTUCIATIIMHBI
2.1. O0beM y4eOHOM TMCHUILUIMHBI U BU/bI Y4eOHO# padoThl

Bup yueOoHoii paboThl Oobvem uacos

MaxkcuMmajibHasi ydueOHas Harpy3ka (Bcero) 86
Oo0s3aTesIbHAsI Ay IUTOPHAs YueOHasi Harpy3Ka (Bcero) 56
B TOM YHCIIE:

3aHSTHS JEKIIMOHHOTO THIA 28

IIPAKTUYECKHUE 3aHITHS 28

1a00paTOpHbIE 3aHATUS -
CamocrosiTeibHas padora o0y4yarouerocs (Bcero) 26
B TOM YHUCIJIE:
Te3aypyc 6
pedepar 8
CaMOCTOsITe/IbHAs BHEAyIMTOPHAs paboTa B BHJIE IOMALIHUX MPAKTHUECKUX 12
3a/laHuil, UHIMBUyaJIbHBIX 3aJaHUM, CAMOCTOSTENILHOTO I000pa U
U3y4E€HHsI JOTIOJIHUTEIbHOIO TEOPETUUECKOro MaTepualia
Koncynomayuu 4
Ilpomesicymounas ammecmayus 8 popme 3auema/sx3amena/oudh. 3auema 3a4er

2.2. CTpyKTypa AUCHUILIIHHBI:

KoJinuecTBO ayIMTOPHBIX YacoB CamocTrosiTe/IbHA
s1 pabota
HaumenoBanue Teopernvec | IlpakTuueckue n p
o0yuaruerocs
pa3/iesioB U TeM Bcero Koe Ja0opaTopHbIe (B 1.4
o0yuenue 3aAHATHSA o
KOHCYJIbTALHH)
Paznen 1. BBenenue B
OKYMEHTHPOBaHUE
AOKYMEHTTHpOBa! 40 14 14 12
yIpaBIeHYECKON
JeSITeIIbHOCTH
Paznen 2.
Opraunuzanus paboTsl ¢ 42 14 14 14
JIOKYMEHTaMHU
Koncynbranuu 4 - - 4
Bcero no qucuuninne 86 28 28 30

2.3. TemaTnuecKkuii IJIaH M coJep:KaHue Y4eOHOH TMCUMILINHBI

HaumeHnoBaHu Conep:xanue yueOHOro MaTepuasa, JJadoparopHbie O0be | YpoBeH
€ pa3aeJyioB u padoThI M MPAKTHYECKUE 3AHATHS, CAMOCTOATE/IbHASA M b
TeM pabora o0yuaoumxcs 4acoB | OCBOCHHU
A
1 2 3 4
Jlexknum
Pazgen 1. JIOKyMEHTBI ¥ CIOCOOBI TOKYMEHTHPOBAHHS 2
BBenenue B YHudukanus u craHgapTh3aius JT0KyMEHTOB. CHCTEMBbI 4
JOKYMEHTHPOB | JOKYMEHTAlUU
aHue PexBU3UTHI 1 O71aHKK JOKYMEHTOB 2
yHnpaBJiieHYeCK | PexBu3uTEl U OJIAHKHU JOKYMEHTOB B 00IIIECTBEHHOM 2 1
on NHUTAaHUN
AESITEJIBHOCTH | OpraHu3aliMOHHO-PACTIOPSAUTEbHAS JIOKyMEHTAaIHs.
Opranu3anvoHHbIE TOKYMEHTHI
OpraHn3anioHHbIE TOKYMEHTHI B OOIIECTBEHHOM MMUTAHUH
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IIpakTHYecKkHe 3aHATHA

OdopmneHre opraHu3alMOHHBIX TOKYMEHTOB

4
Odopmienue OpPraHM3aI[MOHHBIX  JOKYMEHTOB B 5
OOIIECTBEHHOM NMUTAaHUU 5
OdopmiieHre pacopsAUTENbHBIX TOKYMEHTOB 6
Odopmienne  pacrnopsiIUTENbHBIX  JOKYMEHTOB B 2
OOIIECTBEHHOM NMUTaHUU
CamocrositesqibHasi  padora: CioBapb TEpPMHHOB U
ornpezaeneHuil nenonpousBoacTBa.. Pedepar..Ilpopadorka 12 5
KOHCIIGKTOB  3aHATHH, Yy4eOHOH W  CHEIUaIbHOU
nuteparypsl. PaboTa Hajx 3amanusiMu paboyei TeTpaiu.
BCEI'O 110 PA3AEJY 40
Paznen 2. Jlexknuu
Opranmsammusa | Opranuszanus JOKYMEHTO000pOTa 2
padoTeI ¢ Opranuzanus perucTpalud JOKYMEHTOB M KOHTPOJIb 2
AOKYMEHTAMM | ycrioJIHEHUS IOKYMEHTOB
Opranuzanus perucTpalud JOKYMEHTOB M KOHTPOJIb 5 1
WCIOJIHEHUS JOKYMEHTOB B OOIIIECTBEHHOM MUTAaHUU
Opranu3zanys onepaTUBHOTO XpPaHEHUS JOKYMEHTOB 4
[Topsanok nepenaun JOKYMEHTOB B apXMB MJIU Ha 4
YHUUYTOXKEHHUE
IIpakTHyeckue 3aHATHSA
Peructparust BXOISMIMX, HCXOAAIIUX U BHYTPEHHUX 6
JJOKYMEHTOB B JKypHaJl€ ¥ Ha KapTOUKe
OdopmieHre OCHOBHBIX PEKBU3UTOB U OCHOBHOM
OpraHU3alMOHHO-PACTIOPSIUTEIHLHOM TOKYMEHTAIIUHU C 6 2
nomoInso [I9BM.
Co3znanue 1mabI0HOB JOKYMEHTOB B OOIIIECTBEHHOM 2
MUTAaHUU
CamocrosiTesibHas pabora: PemeHne npakTuyeckux
3agau. [ToaroroBka k cemunapam. Pedepar..IIpopaboTka 14 5
KOHCIIEKTOB 3aHATHUI, yueOHO! U crelHaabHOM
JTUTEPATYPHI.
BCEI'O 110 PA3JAEJY 42
Koncynpranun 4
NTOI'O: 86
2.4. Conep:xanue pa3iesioB M CHUIITHHBI
2.4.1. 3anATHSA JEKIMOHHOTO THIIA
dopma
No TEKYILET
pasn Hamveronare Copepxanue pasaena }(’)Ul
ena pasieia KOHTPOJI
s
1 3 4




®opmMma

Ne TEKyIIer
pasn GO Coneprxanue pasjena }(’)Ul
paszzaena
ela KOHTPOJI
b
1 2 3 4
1 Pazgen 1. [Ipenmer, wenmu © 3aga4d  AUCHUIUIMHBL W ee | T
Bsencuue B MEXKIIPEAMETHBIE CBSI3M C JAPYTUMHU  JTUCHUILIUHAMU.
noKymMeHTUpoBa | McTopus pa3BUTHS JOKYMEHTAI[MOHHOTO OOECTICUCHHS
HHE yIPABJICHHUS. OCHOBHEIE IOHSITHSL: JIOKYMEHT,
YIPaBJICHUYECKON | TOKYMEHTAlMOHHOE obecnieueHne yIpaBJCHHUS.
NEeATEIIbHOCTH Ha3znauenue I'ocynapcrBeHHOM CUCTEMBI
JIOKYMEHTAIlMOHHOTO obecrneyeHus yIpaBJICHUS

(I'CHOY); TunoBass MHCTPYKLMSI IO JIE€IONPOU3BOJCTBY B
(benepanbHBIX OpraHax UCIOJHUTEIbHON BIACTH.

Ponms  umHpOpMamumm B COIMAIBHO-IKOHOMHYECKUX
nporeccax. DenepanbHbli 3akoH «0O0 wuHOpMaIuu,
uHpopmanmn W 3amuTe uHopMarmm». DyHKIMH
JOKYMEHTOB:  MH(OpPMAIMOHHAsl,  KOMMYHUKATHBHasi,
collMajbHas, KyNbTypHas. YIpaBjleHUYECKas, I[paBoOBasd,
UCTOpHUYECKasi, U Jpyrue, UX XapaKTepUCTHKA.
JIOKyMEeHTHUpOBaHHE: OCHOBHBIE CIIOCOOBI. MarepuanbHbIe
Hocutenu uHpopmaruu. Knaccuduxaius 10KyMEHTOB 110
croco0y HM3TOTOBJICHHUS, MPOUCXOXKICHHUIO, COJCPKAHUIO,
HAaMMEHOBAHMIO U IPYTUM MPU3HAKAM.

Oo6mepoccuiickue knaccudukaroper (OKV], OKIIO,
OKOHX, OKVYH), wux Kparkag XapaKTepUCTHKA.
YHudunupoBanHas CUCTeMa JOKYMEHTAllUU: IOHSTHE.
CoctaB  yHH(UIIMPOBAHHBIX CHCTEM JIOKyMEHTAIIHU:
OpraHU3aIIOHHO-PACTIOPSAUTENbHAS, OTYETHO-
CTaTUCTHYECKasl, TIEPBUYHAs, y4eTHas, (PMHAHCOBAS U Jp.
locynapctBenHble CTaHAApThl Ha  YHUPHUIIMPOBAHHBIC
CHUCTEMBbI JOKYMEHTalUU. PexBu3ur, bopmysip
JOKYMEHTa, THUIOBOH ¢opmyssip, (opmynsp-obpaser,
TabeIb dhopm JIOKYMEHTOB, apo0M dhopm
YHU(DUITUPOBAHHBIX JIOKYMEHTOB: MIOHSATHE,
XapaKTepUCTHKA.

IIpaBuna odopmieHus pekBU3UTOB OlaHKa U UX
pacmojyioKeHusT Ha CTaHAapTHOM (QopmaTte Oymaru,
pa3mepsl nosieil. biank JOKyMeHTa: HOHATHE, Ha3HAUYEHUE,
BUABI OnaHKOB (0oOmui OylaHk, OJaHK THChbMa, OJIAHK
KOHKPETHOTO BHJa JIOKyMeHTa (Kpome mucbMa). CocTtas,
odopMIIeHHE PEKBU3UTOB OJIaHKA.
OpraHu3anroHHO-pacopsIUTEIbHbIE JIOKYMEHTBI:
MIOHSTHE, Ha3Ha4YeHUE, OCHOBHBIE BUJIBI
(opranu3anMoHHbIE, PACIOPSAUTENbHBIE, CIIPABOYHEIE).
OpraHuzalvoOHHbIE JOKYMEHTBI: YCTaB, IIOJIOKEHUS,
CTpYKTypa M  IUTaTHas  YHCIEHHOCTb,  IITaTHOE
pacnucaHue, NpaBWiia, JOJDKHOCTHAs WHCTPYKLUSA, HX
Ha3HAUYEHHUE, XapaKTEepPUCTHKAa M COCTaB, TPEeOOBaHUS K
odopmIIeHHIO, MOPSAIOK YTBEPKACHHUS.
PacniopsinuTensHble U CIIPaBOYHBIE JOKYMEHTHI.




®opmMma

No TEKYIIer
pasn Hanverosanme Coneprxanue pasjena 0
pazznena
ena KOHTPOJ
s
1 2 3 4
2 Pasznen 2. JIoKyMeHTOOOOpOT: MOHSTHE, o0me npuHIUIe | T
Opranu3zanus OpraHM3alMu  JOKyMEHTO00OpOoTa, €ro  CTPyKTypa, | A
paboThI C HEeoOXoauMocTh  yu€ta 00béMa  JokyMeHToobOoporta. | /]
JOKYMEHTaMHU HopmatuBHbIe JOKYMEHTBI, perIaMEeHTHPYOIIHE
OpTaHu3aINIo JOKYMEHTO000pOTA. perucTparms

JOKYMEHTOB,  OIpeAelieHue, 1LeNu, 3aJadd, MecTa
perucTpalMy  pa3iIu4HbIX ~ KaTeropud  JOKYMEHTOB.
Cuctembl u  QopMbl  peructpanuu  (KypHaJbHasd,
KapTO4Has, aBTOMATU3UPOBaHHAs), HUX JOCTOMHCTBA M
HepocraTku. Iloka3arenu, BBOAMMBIE B PETUCTPALIMOHHbBIE
¢opmbl.  OCOOEHHOCTHM  pEerucTpalvd  BXOJSILUX,
UCXOJAIIMX U BHYTPEHHUX IOKYMEHTOB.

CoctaB BBINONHAEMBIX PAadOT MPHU OTHPABKE HUCXOISIINX
JOKYMEHTOB: TpOBEpKa MPAaBUIBHOCTU O(POPMIIECHHUS,
HaJIW4us NPUIOKEHUM, azpeca, COPTUPOBKA 10 agpecaraM
U BHUJAM OTIIPABJICHUN COCTABJIEHUE OIKUCKH PACCBHUIKU.
TpaauunoHHBIH cr10cOO OTHPAaBKU JTOKYMEHTOB (IIOYTOH).
OTnpaBka JOKyMEHTOB C TIOMOIIBIO TenedoHa, (akca.
KoHnTpo:s VCIIOJIHEHUS JIOKYMEHTOB: IIOHSTHE,
Ha3HaueHue, BUAbL. [IpuHIMIBI OpraHu3aluy KOHTPOJIS.
Cpoku  HCTIOJTHEHUS: THUTIOBOH, VH]JIUBUIYAJIbHBIM.
TexHonorus BeAcHUs KOHTPOJIS. AHaJINW3 HCIOJHEHUS
JIOKYMEHTOB B YUPEXKACHUSIX.

B3aumocBss3p perucTpanuu JIOKyMEHTOB "
WH(POPMAIIMOHHO-CIIPABOYHON  paboTel.  OpraHu3anus
paboThI ¢ HOMOILBIO CIIPABOYHBIX KapTOYEK.
JIOMKHOCTHBIE JIMLA, OCYLIECTBIISIFOIINE PETUCTPALUI0 U
KOHTPOJIb ~ WCHOJHEHHUs, UuX (GYHKUMH W Tpasa.
Homenknatypa nen: moHsTue. 3Haue€HHWE HOMEHKIIATYPHI
Jen s KiIacCU(pUKalMU JOKYMEHTOB, OIEPAaTUBHOTO
XpaHEHUs] M WX [PEeJapXMBHOM IOATOTOBKH. Bubl
HoMeHKJaryp nen. Ilopsaok cocraBineHus, odopmiieHus,
YTBEPKACHUS ¥ MPUMEHEHUS] KOHKPETHON HOMEHKJIATyphl
nen. [lopsinok hopmupoBaHus Jei.

OcHOBHBbIE 3Tamnbl NepeJaud JOKYMEHTOB B apXMB MJIM Ha
YHUYTO)KEHHUE: MOATOTOBUTENbHBIN (000CHOBaHUE BBHIOOpPA
crocoba  COXpaHEHMs] WJIM  YHUYTOXEHHUS  IyTeM
NPOBEACHUSI  DKCHEPTH3bl  LIEHHOCTH  JTOKYMEHTOB),
OCHOBHOI (ITIOArOTOBKa Jein JUisl Tepefadyd B apXuB),
3aBepIIAIoNINiA (Tlepeiauya B apXUB UM YHUUTOXKEHUE).
DkcnepTusa LEHHOCTHU JIOKYMEHTOB: MOHSTHE,
HazHaueHue. Cpoku XpaHEeHHs JOKyMeHTOB. Ilepeunu
JOKYMEHTOB C yKa3aHHEM CpPOKOB XPAaHEHHUS, UX BHUBIL,
Ha3HaueHHUe, cxeMsbl noctpoeHus. Ilopsaaok nepemnaun aen
B ApXUB WJIM YHUUTOXKEHUS JOKYMEHTOB.

[Tpumeuanue: T — Te3aypyc, [| — nuckyccus, A-aHanu3 npoOJIeMHBIX CUTyalui (ypaKkHEHHs)
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2.4.2. JlabopaTopHbIe 3aHATHS - He PETYCMOTPEHO

2.4.3. llpakTHyeckne 3aHATHS (CEMHHAPCKOTO THIIA)

pasne
j1a

HaunmenoBanue
pazzaena

Coneprkanue pasnuena

®opmMma
TEKYLIETO
KOHTPOJIA

2

3

4

6 cemecmp

Pazgen 1.
Beenenue B
JOKYMEHTUPOBA
HUE
YIPaBJICHYECKOM
NEeSATEIbHOCTH

Bunsl JIOKYMEHTOB: TEKCTOBBIE, rpaduueckue,
MalMHOYUTAaeMble, (OTOJOKYMEHTH. BinusHue HaydHO-
TEXHUYECKOTO mporpecca Ha JIOKYMEHT u
JOKYMEHTUPOBAHHUE. denepanbHbIi 3aKOH «006
3JEKTPOHHOU MOATHCH. Cocras, odopmieHue,
U3rOTOBJIEHUE,  XpaHEeHUuEe  OJaHKOB  OpraHU3allUu.
Dopmysp-obpaszert TPYIIIbI JIOKYMEHTOB,
NPUHAICKAIIUX K OnHOU cucreme. [IpoekTtupoBaHue
OJlaHKOB JOKYMEHTOB OpraHU3aluu. TUIbl JOKYMEHTOB:
MOJJIMHHUK, KOTMHs, AyOJIMKAaT, BBIMHCKA, UX Ha3HAYCHUE.
[Topsimok odopmieHue U BbIAAYM KOMHH M JTyOJIMKATOB
JOKYMEHTOB, BBIIMCOK M3 HUX. PacnopsauTenbHbie
JIOKYMEHTBI: TIOCTQHOBJIEHWE, IIPUKa3, paCHOpsLKEHUE,
COBMECTHBI  PacHOpsAAUTEIbHBIN JOKYMEHT, 170:¢
Ha3HAYEHHUE, XapaKTEpUCTUKAa U COCTaB, TPEOOBAHUS K
opopmiiennto. CrpaBo4HbIE JOKYMEHTBI: CIyEOHbIE
MMCbMA, CIIPABKH, JOKJIAJAHbIE 3aIIUCKU, IPOTOKOJIbI, aKThI,
3asiBJICHHE, UX XapaKTEpUCTUKA U COCTaB, TPEOOBAHUSA K
0(pOpMIICHHUIO.

< —

Paznen 2.
Opranuzanus
paboTshI ¢
JOKYMEHTaMHU

Perucrpanuss BXOAAIMX, HCXOAAIIMX W BHYTPEHHHUX
JIOKYMEHTOB B JKypHaJi€ U Ha KapTOUKe

OdopmiieHre  OCHOBHBIX  PEKBU3UTOB U  OCHOBHOM
OpPraHHU3alMIOHHO-PACHIOPSAUTEILHON  JIOKYMEHTAlluu ¢
nomoipto [I9BM. Co3ganue 1mabioHOB JIOKYMEHTOB.
Opranuzanys XpaHEHUS HCIOJHEHHBIX JOKYMEHTOB.
OcHOBHBIE TpeOOBaHUS HOPMATUBHBIX JIOKYMEHTOB,
pernaMeHTHPYIOMIMX JAaHHBIM 3Tan JTIOKyMEHTOoOOopoTa.
OTBETCTBEHHOCTD 32 COXPAHHOCTh IOKYMEHTOB.

T H

[Ipumeuanue: T — Tte3aypyc, P — Hanucanue pedepata, Y — ycTHBIM ompoc, A - aHaIu3
npoOJIEeMHBIX CUTyallui

PEeKOMEHAYEMYIO JIUTEPATypy,

2.4.4. ConepxxaHue caMOCTOATEJIbHOM PadOThI
B mpouecce caMOCTOATENBHON NEATENBHOCTH CTYIAEHTHI HM3Yy4alOT W KOHCIEKTHUPYIOT
BBITNIOJHAIOT TPAKTUYECKUE 3alaHUd U

TOTOBAT OOKJIAIbI,

MIPE/ICTABIISIOT MHUCbMEHHBIE OTYETHl O MIpojenaHHOW pabore. IIpu u3yueHuM Kypca CTYAEHTBI
OPUEHTHUPYIOTCS Ha CaMOCTOSITEIIBHOE HU3Y4YEHUE COLUAIbHO-TICUXOJIOTMYECKUX MCTOYHUKOB, HUX
oOCyXJIeHHe Ha TEOPEeTUYECKHUX 3aHATHUAX. B caMoCTOsITENbHOM OCBOCHHH OTAEIBHBIX BOIPOCOB
U 1pobieM (Ha OCHOBE PEKOMEHIYEeMOM, a TaKKe IMyTeM OCO3HABaHMs MpOoOJIeM JUCLUUIUIMHBL B
MpoLlecCe MX aHalli3a Ha CEMMHAPCKUX 3aHATHUAX) CTYAEHTaM HEOOXOAMMO MOHSTh CYLUIHOCTh
COBPEMEHHOW COIMAJIbHON TICHXOJOrMH, OOpaTUTh 0co0O€ BHHMAaHHE Ha €€ TNPUKIIaJHbIe
BO3MO>XHOCTH.
Tesaypyc. Tesaypyc mO3BOJISIET BBIABUTH CMBICI HE TOJIBKO C IIOMOIIBIO OIPENEICHUS, HO U
ITOCPEICTBOM COOTHECEHMS CJIOBA C APYTUMH NOHATUSAMH U UX TPYIIIAMM.
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Tembl pedepaToB
1.ITonsiTHE O TOKYMEHTAaX, ClIocO0axX TOKYMEHTHPOBAHUS, HOCUTEISIX HH(OpMAITUU
2. [TonaTue o GyHKIMAX JOKYMEHTA

3. [Tpu3HaKu U CTPYKTypa TOKyMEHTA

4. YHu}UKanusa u cTaHAapTU3alus JOKYMEHTOB.

5. YHUPHUIUPOBAHHBIE CUCTEMBI JIOKyMEHTAIIUN

6. dopmyisip-oOpaser opraHu3aliOHHO-PACTIOPIIUTEIHHOTO TOKYMEHTA

7. TpeGoBanust K OQPOPMIICHHIO PEKBH3UTOB OPraHU3alMOHHO-PACTIOPSIUTEIBHBIX
JTOKYMEHTOB

8. [IpaBuna o¢opmileHUST OCHOBHBIX BHJOB OpraHH3AIMOHHO-PACTIOPSIUTEIBHBIX
JOKYMEHTOB

9. CripaBo4HO-UH(OPMAIIHOHHBIE IOKYMEHTHI

10.  Cuyx06a 1OKyMEHTAallMOHHOTO 00eCIeueHHs YIPaBICHUS.

11. TpebGoBaHUsI K OpraHU3AIMK TOKYMEHTO000pOTa

12.  Ilpuem moctymarmumx JOKYMEHTOB, OPraHU3alUs TOCTaBKU JOKYMEHTOB

13.  TpeOGoBanus K OpraHM3alldd XPAHCHUS  KCIOJHEHHBIX JOKYMEHTOB B
JeTOTIPOU3BO/ICTBE.

14, Howmenkiuarypa aen

15. TpeboBanust kK GopMUPOBAHHIO JIE]T B AETOMPOU3BOJICTBE

Bomnpocsl 111 yCTHOr0 0TBeTa (IUCKYCCHH) 10 TeMaM:
Pasznen 1. BBenenue B TOKyMEHTUPOBAHUE YIIPABICHUYECKON AESITEIbHOCTU
Tema 1 JIOKyMEHTBI U CIIOCOOBI JOKYMEHTUPOBAHMS
1. Kakum HOpMaTUBHBIM IOKYMEHTOM PETJIAMEHTUPYIOTCS OCHOBHBIE TEPMUHBI
B 00JIaCTH JeJIONPOU3BOACTBA?
2. Yro BKIIOYAET B c€OsI MOHATUE «TOKYMEHT»?
3. Kakue s13bIKH U CIIOCOOBI JOKYyMEHTHPOBAHUS Bbl 3HaeTe?
4. Ha3zoBuTE COBpEMEHHBIEC BUABI HOCUTENCH HH(POPMALIHH.
5. Kakum 3aKOHOM yCTaHaBIMBAETCS IPABOBOM PEXXUM CO3JaHMs, XPAHEHUS U
UCTIOJIb30BaHUs HH()OPMAITMOHHBIX PECYpCOB?
6. Uem oTiMyaeTcs JOKYMEHT JIMYHOI'O IPOUCXOXKAEHUS OT O(HUIMATIBHOTIO T0KyMeHTa?
7. Uto 00yciIaBIMBaeT IOPUIAHYECKYIO CHITY OQUITHATBHOTO JOKYMEHTA?
8. UTo nmoHnMaeTcst ol HOIMPYHKIIMOHAIBHOCTBIO JJOKYMEHTa?
9. HazoBute ocHOBHBIE OJI0KH (Tpyniibl) GyHKIUI ToKyMeHTa. Yem XapakTepusyercs
KaXKIbIil OJI0K?
10. Kak mensiercs nelictBue QyHKIMI BO BpeMEHU?
11. Ha3zoBuTE OCHOBHBIE CBOWCTBA JOKYMEHTA.
12. JlaiiTe onpenenenue aTpuOyTUBHOCTH ((PYHKIIMOHAIBHOCTH, CTPYKTYPHOCTH)
JIOKYMEHTA.
13. Ha3oBuTE OCHOBHBIE MPU3HAKH JOKYMEHTA U JIaliTe KPaTKyI0 XapaKTepUCTUKY
Ka)KI0r0 U3 HUX.
14. Yro Takoe ropuandeckas cuia J10KyMeHTa?
15. [aiite onpenenenue moUyIMHHUKA U Ty0JIMKaTa JOKyMEHTa.
16. JlaitTe onpenenenue konuu nokymeHnTa. Korma komusi JoKkyMeHTa mpuoOperaeT
IOPUANYECKYIO CHITY?
17. YeM NMOJTMHHBIA JJOKYMEHT OTINYAETCS OT MOJI0KHOTO?
18. Yro nmpencrasiseT co00il JOKyMeHT, (abCuUIMPOBAHHBINA TOTHOCTHIO?
19. Yro mpencraBisieT co00i TOKYMEHT, (harbCUUITMPOBAHHBIA YaACTHIHO?
20. Yro npencrapiseT co00il opuruHai JoKkymeHra?

Tema 2 Yaudukaius u crangapTu3anus J0KyMeHToB. CUCTEMbI TOKYMEHTAIIUH
1. KakoBbl OCHOBHBIE 11EJIM YHU(PUKALUU JOKYMEHTOB?

2. Yto yuuTHIBAETCS MPHU MPOBEACHUH YHUPUKALNN JOKYMEHTOB?

3. YUto moHMUMAETCs TIOJT CUCTEMOM JOKYMEHTAITUHU?

4. Kakue ObIBAIOT CUCTEMBI TOKYMEHTAIIMH?
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5. B uem ocobennocts YCOP/I?

6. Uto mpeacTaBisieT co00i CTaHIapT M KaKUe BUIBI CTAHIAPTOB MMPUMEHSFOTCS

B Hallei ctpane?

7. UTo BXOAMUT B KOMIUIEKC HOPMATUBHBIX TOKYMEHTOB 10 CTaHIAPTU3ALINH?

8. KTo pa3zpabarbiBaeT U yTBepkKaaeT HOPMATUBHBIC JOKYMEHTHI 110 CTaHJAPTU3AINH
1 KTO OCYIIIECTBJISIET KOHTPOJIb U HAA30p 3a COOIIOICHUEM UX TpeOOBaHUH?

9. Yto npenacrapusier cobort YC/I u kakue nelicTByromue B Hatei ctpane Y C/J

BBI 3HaeTe?

10. Yto noHnmMaeTcs noJl peKBU3UTOM JIOKyMeHTa?

11. Yro onpenensieT GopMyIisip JOKYMEHTA U YeM OTIMYaeTcs GopMyIsip JOKyMEHTa
ot hopmysipa-o6paszna?

12. KakuM HOpMAaTHBHBIM JIOKYMEHTOM PETJIaMEHTUPYETCS TP

Tema 3 PexBu3UTHI ¥ OJIaHKH IOKYMEHTOB.

1. Kakue gopmarsl Oymaru UCIONIb3YIOTCS I TOCTpoeHus popmyrsipa-odpasia
orPa?

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

3. Moryt 11 Ha moJIsAX TIOKYyMEHTa PacroyaraThCsi Kakue-1uo0 peKBU3UTHI?

4. Kakoil MaKCUMaITbHBIN COCTaB PEKBU3UTOB YCTAHOBIIEH POPMYIISIPOM-00pa3iom?
5. CKOIbKO MOJIOXKEHUI Ta0yasTOpa UCIONB3YeTCs MPU 0QOPMIEHUN PEKBU3UTOB?
6. Kakuie peKBH3UTHI OTHOCSITCS K IIOCTOSTHHBIM?

7. Kakuie peKBU3UTHI SBISIOTCS 0053aTeIbHBIMU?

8. CKOJIBKO CYIIECTBYET CIIOCOO0B 0(hOPMIICHHUST PEKBH3UTORB?

9. UTo xapaKTepu3yIOT HOMOJHUTENbHbIE peKBU3UTHI OPJ1?

10. YeM npo10IbHBIN BapUAHT PACIIOIOKEHUSI PEKBU3UTOB 3ar0JIOBOYHOM YacTH
OJlaHKa OTIIMYaeTcs OT yriioBOro?

11. Kakumu cnioco0aMu MOKHO U3TOTaBIMBATh OJIAHKH IOKYMEHTOB?

12. Uto siBNsieTCS OCHOBOM TSI TPOCKTHPOBAHMS OaHKa JTOKyMeHTa?

13. JIns ohopmiieHUs: KaKMX BUIOB JOKYMEHTOB HCIOIb3yeTCs 00Ul OmaHk?

14. Kakue mocTostHHbIE PEKBU3UTHI MOTYT OBITh HAHECCHBI Ha KaX/IbIi BUJ| O1aHKa?
15. Kakumu cnoco6amu MOTYT OTMeUaThCcsl Ha OJaHKaxX MecTa sl IepeMEeHHBIX
PEKBU3UTOB?

16. UeMm o001t 6;1aHK OT/IHYAETCS OT OJIaHKa IMUchbMa?

18. Kakue TpeGoBaHMs NPeABSBIAIOTCS IIPU U3TOTOBIIEHUS OJIaHKA ¢ N300pakeHUEM
['ocynapctBennoro rep6a P® unu rep6oB cyobekToB PD?

19. Yto HE0OX0IMMO TIPEACTABUTH B TUTIOTPAdUIO /1JIs1 U3TOTOBJICHUS OJlaHKa?

Tema 4 OpraHu3aiiOHHO-PACTIOPSAUTENbHAS — JOKyMeHTanusa. OpraHu3anuoHHBIC

JIOKYMEHTBI

1. Kakue TOKyMEeHTbI OTHOCATCS K OpraHU3allMOHHbBIM?

2. B uyem 3akmouaercs OCOOEHHOCTb OQOPMIIEHHsS 3arojioBKa K TEKCTy B
OpraHMU3alMOHHBIX JOKYMEHTax?

3. Kora opranu3aiioHHbIe TOKYMEHTBI IPUOOPETAIOT IOPUANYECKYIO CHITY?

4. Kak cTpouTCs TEKCT B OpraHU3allMOHHBIX JOKYMEHTaX?

5. Kak tosro neicTByeT opraHu3alMOHHBIA JOKYMEHT? MOKHO JIM BHOCUTh U3MEHEHUS

B TEKCT OPraHU3AIIMOHHOTO IOKyMeHTa?

6. Kakue cBeieHUs TOIKHBI COAEPKATHCS B TEKCTE yUPEAUTENbHBIX IOKYMEHTOB?

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

8. KakoBa cTpyKTypa TeKcTa mojioxkeHus 00 opraHu3anuu?

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

CTPYKTypa M IITaTHasl YUCIEHHOCTb?

10. [ToyeMy nOJKHOCTHASI UHCTPYKIUS HE COCTABJISECTCS I KATETOPUU CITYKAIUX

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

UHCTPYKIUU?
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11. Kakue Buapl OpraHu3aliMOHHO-PACIOPSAAUTENBHBIX JOKYMEHTOB OTHOCATCS K

pacnopsIuTeIbHbIM?

12. TTouemy pacnopsiuTEIbHbIE TOKYMEHTBI OTHOCSITCS K IIPABOBBIM aKTam?

13. Korna pacnopsiiutesbHble TOKYMEHTHI BCTYIAIOT B CHITY?

14. Kak paznuuarotcs 1o cdepe AeHCTBUS pacopsiIuTeNIbHbIE JOKYMEHTHI?

15. Uto siBnsieTCsl OCHOBaHUEM [Tl U3/1aHUS PACTIOPSIIUTEIBHOTO JOKYMEHTa?

16. Kak cTpouTCs TEKCT pacopsiAUTEIBHOTO JOKYMEHTa?

17. Kak opopmiisiercs 0OTMETKa O HAIMYUH MPUIIOKEHUS] B PACHIOPSAUTEILHOM

JIOKyMeHTE?

18. Kakue opranbl IpMHUMAIOT MOCTAaHOBJIEHUE?

19. Yto o3HauaeT aara B paclopsIUTEIbHOM JOKYMEHTE, IPOCTABIIIEMasl B 3ar0JIOBOYHON
yactu OaHka?

20. B kaxo#i ¢opme U31aI0TCsI COBMECTHBIE PAaCIOPSAUTEIbHbBIE JOKYMEHTHI?

21. Kakue ObIBarOT BUJIbI PUKA30B?

22. Yem oTimuaetcst ohopMIIeHUE MPUKa3a M0 JIMIHOMY COCTaBy?

23. KTo uMeeT npaBo NOJNKCH Ha IIpuKa3ax”?

24. Kakoi peKBU3UT UMEETCS TOJBKO Ha JIBYX BUJIaX PAaCHOPSAIUTEIbHBIX JOKYMEHTOB

- YKa3aHUAX U PACHOPSKEHUSIX ?

25. [1o xakuM BOIIPOCaM M3/IAIOTCS PACTIOPSKEHUE U yKa3aHue?

261. Kakue TOKyMEHTBI OTHOCSITCS K TPYIIE CIPAaBOYHO-UHPOPMAIIHOHHBIX ?

27. Ha xakux Oiankax oQpOpMIISIOTCS CIIPaBOYHO-HUH()OPMAITIOHHBIE IOKYMEHTHI?

28. Kak cTpouTCs CTpyKTypa TeKCTa CIyKeOHOro nuchma?

29. KaxoBbI npaBuiia 0()OpMIICHUS TETIETPAMMBbI?

30. B yem ocobeHHOCTH 0opMiIeHUS TeaehOHOTpaMMBbI?

31. Kakue ObIBAIOT BHJIBI TPOTOKOJIOB M YEM OHH OTIMYAIOTCS JPYT OT Apyra?

32. Kak oopmisieTcss BBOJIHAS YacTh IPOTOKOJIa?

Paznen 2 Opranusanus paboThl ¢ TOKyMEHTaMU

Tema 1 Opranusanus JOKyMEHTO000pOTa

1. Kak Ha3pIBaeTcs ciayx0a, OCylIecTBIIOIAs JOKYMEHTAIllMOHHOE o0ecrieueHne

yIpaBJeHUs, B 3aBUCUMOCTH OT NIPUHAJIJIEKHOCTH K OIIPEIEIICHHOM TpYIIe OpraHu3auii?

6. UTo ycTaHaBIMBaeT MHCTPYKLUSA IO AEJIONPOU3BOJICTBY U KaKUe pa3zeiibl TEKCTa

MOTYT OBITh BKJIFOUEHBI B HEe?

7. Kakue ¢yHknuu B chayx0e OpraHM3allMyd BBIMIOJHAET KaTEropus —CIyKaIlux
«CTIEUATHUCTBI»?

8. Ha xakue BU/bI 1€IONPOU3BOJICTBEHHBIX pabOT pa3paboTaHbl HOPMbI BpeMeHU?

9. UYro Takoe JOKyMEHTOOOOPOT M KakK OCYIIECTBISETCS TOJCYeT oObeMa
JOKyMeHTooOopoTa?

10. Kakue noToku JOKYMEHTOB MPUHSATO pa3inyaTh B COCTaBE JOKYMEHTOOOOpoTa?

11. HazoBUTE OCHOBHBIE 3TANBl JOKYMEHTOO00POTA.

12. Ha3oBuTE OCHOBHBIE IPUHIUIIBI OpPraHU3AINH JOKYMEHTO000pOTA.

13. Kakue cymiecTByrOT opraHu3alliOHHbIE (POPMBI AETONPOU3BOICTBA U YEM OHU

OTJIMYAIOTCSL IPYT OT Jipyra?

Tema 2 Opranu3zanusi perucTpaluu J0KyMEHTOB U KOHTPOJIb UCIIOJTHEHUS IOKYMEHTOB
1. KTo B opranuzanusx ocyuecTBIsSeT pUeM U OTpabOTKy KOPPECTIOHAEHIIH?

2. [Touemy nieHTpanu3aIms nprueMa u OTIPABKYU - HEMPEMEHHOE YCIOBUE PAllMOHAIBHOM
OpraHu3aly JoOKyMeHTooOopoTa?

3. Kakue BHibI pabOT BBIMOIHSIOTCS U KaKUE CPEACTBA OPITEXHUKH TPUMEHSIOTCS

npu 00paboTKe MOCTYNAIOIIEH KOPPECTIOHASHIINN?

4. Yro npencrasisger co0oit pekBU3UT 29 «OTMeTKa 0 OCTYIIEHUH TOKYMEHTa

B OpraHM3aLMIO» U TJI€ OH MIPOCTABIAETCS?

5. Ilouemy He Bce KOHBEPTHI MOIEKAT YHUUTOKEHUIO 11OCJIE€ BCKPHITHS?

6. Kakum 06pa3zoM oCyIIecTBISETCS TOCTaBKa KOPPECTIOHICHIN?
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7. Kyna nomkeH nepenaBarbes JOKYMEHT, €CIIM B peKBU3UTE 15 «AapecaTy ykazaHo

TOJIbKO HAUMEHOBAHNE OpraHU3aIu?

8. UTo nomKHA cAeNnaTh YKCIEAUIINS, €CIIA TPH BCKPBITHH KOHBEPTa 00HAPYKUIIOCH,

YTO IOKYMEHT MOCTYIHJ 0€3 IPHIIOKEHUH ?

9. Kakast KoppeclioHACHIINS HE TIOJIJIEKUT BCKPBITUIO?

10. Kakoii mporeHT oT 00111ero KOJIMYECTBA MOCTYIMHUBIINX JOKYMEHTOB OOBIYHO

IIOCTYNAeT HAa PACCMOTPEHUE PYKOBOIUTEIA?

11. Kakue onepauuu OCYIIECTBISIIOTCS MPH  IPEABAPUTEIBHOM  PACCMOTPEHHUH
JIOKYMEHTOB?

12. Yro npencraBiseT coOOH PE30IONNS U T/I€ OHA ITPOCTABIISICTCS ?

13. MOHO 11 IPOCTABIATH PE30JIOLUIO HA OTAEIBHOM JIUCTE?

14. Kyna nepenarorcsi JOKyMEHTHI TTOCJIE UX paCCMOTpEeHUs?

15. Kyzna nepenarorcst oOpalieHus TpakaaH Mocjiae UX pacCMOTPEHUS PYKOBOJCTBOM

opranu3anuu?

16. KTo siBiisieTcst OTBETCTBEHHBIM 32 UCIIOJHEHUE, €CJIM B PE30JIIOINHN YKa3aHO

HECKOJIBKO UCIIOJTHUTENICH?

Tema 3 Opranu3anus OnepaTuBHOTO XPaHEHUS JOKYMEHTOB

1. YTo IpOMCXOIUT C TOKyMEHTaMH TI0CJIe OKOHYAHUS UX UCTIOITHEHUS?

2. JlaiiTe onpeencHne MOHATHS «1eno». Kak mporucxomuT ero ¢popmMupoBanue?
3. Uto npeacrasiser coboit HomeHknatypa aen? Kak ona odhopmisiercs?

4. Ha3oBuTe BUIbI HOMCHKIIATYPHI JIEI.

5. Kakue BHJIBI TATIOK UCTIONB3YIOTCS MPH OPTraHU3aliU ONIEPATUBHOTO XPaHEHUS
JIOKYMEHTOB?

6. Kak popmupyercs nHIEKC Aeia 0 HOMEHKIJIAType Jei?

7. Kak goimkeH ObITh CPOpMYIMPOBaH 3arojioBOK Jesa?

8. Ha ocHOBaHMU Yero mpoHUCXOIHT OTpeIeIeHuEe CPOKOB XPAHEHUS TOKyMEHTOB?
9. UTo Ha3bIBaCTCS UTOTOBOH 3aIMChI0 B HOMEHKIJIATYPE JIEJT U 110 Kakou hopme
OHa coCTaBJIseTCs?

Tema 4. ITopsiiok mepenayn JOKYMEHTOB B apXUB WJIM HA YHUYTOXKEHUE

1. B TeyueHne Kakoro cpoka JJOKHBI XPaHUTHCS IO MECTY (POPMUPOBAHMSI 3aKOHUECHHBIE
JIeTIOTIPOU3BOJICTBOM Jieiia?

2. KakoBbI CpOKHM XpaHEHUs JIeJ1, MOAJIEKAIIMX Tepelaue B apXUB OpraHu3aluu?

3. Yrto npeaycmaTpuBaeT nojHoe 0opMIIEHHE Jiefia IIPU MTOATOTOBKE €ro K nepeaaye
Ha XpaHEHHE B apXHB OpraHu3anuu?

4. B xakux cllydasiX COCTaBJIE€HUE BHYTPEHHEH OMUCH Jiea 00s3aTeIbHO?

5. Uto 03HayaeT nepecucTeMaTru3alus JOKyMEHTOB B JieJie U IOYeMY OHa ITPOBOIUTCS
TOJILKO IIPH MOJITOTOBKE JIeJia K Iepeauye Ha XpaHeHune?

6. Kak HymepyroTcs TMcThI ena?

7. Bcerna nu cocraisieTcs 3aBepuTeNbHas HaAMUCH Aena? Uto B Hee BXOAUT?

8. Kakum 06pa3oM mommBarOTCs JOKYMEHTHI IIOCTOSSHHOT'O CPOKa XpaHEHHs B
TBepAyIo 0010KKy? Beerna nu nena nepensieratoTcs?

9. Kak 101KHBI XpaHUTBCSI 0COOO0 IIEHHbIE JJOKYMEHThI?

10. C xakuMHu LEeIsIMU IPOU3BOAUTCS TIOJTHOE OOPMIIEHHE JIE TPU UX MOATOTOBKE

K IIepeiaye Ha XpaHEeHUe B apXUB OpraHu3anun’?

AHaJu3 Npo0JIeMHBIX CUTyanM i

Jis mpoBefeHHs aHanM3a NPOOJIEMHOM CHTyallMH HEOOXOAMMO MpPEXIE BCEro YEeTKO
c(OpMyIHPOBAThH CYIIIHOCTh MPOOJIEMBI U ONUCATh CUTYAIUIO, B KOTOPO OHA UMEET MECTO.

CopneprxanneM aHanu3a NpoOIEeMHON CUTYalUH SBISIETCS:

1) ompeneneHue CymecTBOBaHUS MpoOJEMbl, T.e. YCTAaHOBJIEHHE, €CTb JHU B
JNEHUCTBUTENBHOCTH MTPO0JIeMa WIIM OHA SIBJISIETCS MHUMO;

2) ompenenieHre HOBU3HBI MPOOIEMHON CUTYalUH;
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3) ycTaHOBIIEHUE IPUYUH BOZHUKHOBEHHUS IPOOJIEMHOM CUTYaINH;
4) ompezesieHne B3aUMOCBSI3U C IPYTHUMH MPOOJIeMaMH;
5) ompexneneHHe CTEMEHU TOJHOTHI W JIOCTOBEPHOCTH HHGPOpPMALUU O MPOOIEMHOM

CUTYaIWH;

6) onpezieneHre BO3MOXXHOCTH Pa3pelIMMOCTH POOIEMBI.

2.4.5. llepevyenb yueOHO-MeTOANYECKOT0 00ecrieYeHHs IJIsl CAMOCTOSITeIbHOI padoThI
00y4YaIOIIHXCS MO JTUCIUTLINHE

Ha camocrosaTeapH

yIO paboTy 00yJarommxcs OTBOUTCS 26 4acoB y4eOHOTO BPEMEHHU.

Haumenosanue
pazzena, TeMbl, BUJa
CPC

IlepeyeHp yueOHO-METOUUECKOr0 00eCIeueH s JUCLIUIUIMHEI 110
BBITTOJIHEHUIO CAMOCTOSITEIBHON paboThI

2

3

Pa3znen 1. BBenenue B
JOKYMEHTHUPOBaHHE
YIIPABJICHYECKOU
JeSITebHOCTH

1. Kopuees, 1. K. JlokymeHTanimoHHOe oOecriedeHne yrpaBiIeHHUs +
tectbl B ObC Yy4eOHMK ¥ TPAKTUKYM JUIi  CPEIHEro
npodeccuonansuoro obpazosanus / M. K. Kopuees, A. B. ITmenko, B.
A. MamypueB. — 2-¢ wu3a., mnepepad. um gom. — Mocksa

WznarensctBo HOpaiit, 2019. — 384 c. — (IlpodeccuonansHoe
obpazoBanmue). — ISBN 978-5-534-05022-6. — TekcT : 31EKTPOHHBIN
// OBC Opaiir [caiit]. — URL.: https://biblio-online.ru/bcode/438491.

2. Hloponuna, JI. A. JlokymeHTallMOHHOE OOECrieueHrue YIpaBICHUS :
y4eOHUK ¥  TPAKTUKyM JUIS  CPEJHET0  MPOQEeCCHOHATBHOTO
obpazoBanus / JI. A. Hoponuna, B. C. MpurukoBa. — Mocksa :
M3parensctBo IOpaitt, 2019. — 233 c¢. — (IIpodeccuonanbHoe
obpazoBanmne). — ISBN 978-5-534-05783-6. — TekcT : 31eKTPOHHBIN
// OBC Opaiit [caiit]. — URL.: https://biblio-online.ru/bcode/438586.

Paznen 2.
Opranu3zanus padboThl ¢
JIOKYMEHTaMHU

1. Kopnees, . K. [lokymeHnTanmonHoe oOecrieueHue yrmpaBlIeHUS +
tectsl B OBC y4eOHMK ¥ MPAKTUKyM JJIs  CPEIHEro
npodeccuonanpHoro obpaszosanus / M. K. Kopuees, A. B. ITmenko, B.
A. MamypueB. — 2-¢ wu3n., mnepepadb. u jgom. — MockBa
WznarensctBo HOpaiit, 2019. — 384 c. — (IIpodeccuonansHoe
obpazoBanue). — ISBN 978-5-534-05022-6. — TekcT : 37ICKTpOHHBIH
// BC HOpaiit [caiit]. — URL: https://biblio-online.ru/bcode/438491.
2. NoponuHa, JI. A. JlokyMeHTalluOHHOE O0ecreueHue yIpaBIeHus :
y4eOHUK U MPAKTUKYM JJIsl CPEAHEr0 NpOoeCcCHOHATBLHOIO 00pa3oBaHUs
/ J1. A. loponuna, B. C. UputukoBa. — Mocksa : U3gatenbcTBo
FOpaiir, 2019. — 233 c. — (IIpodeccronansHoe 00pa3oBaHue). —
ISBN 978-5-534-05783-6. — Texct : anexkrponuslit // DbC HOpaiit

[caiit]. — URL.: https://biblio-online.ru/bcode/438586.

3. OBPA30OBATEJIBHBIE TEXHOJIOI'MHN
3.1. O6pa3oBaTe/ibHbIE TEXHOJIOTHH MPHU MPOBEAEHUH JIEKIU

Buasl npumeHsaemMbIix Komn-Bo
No Tema .
00pa3oBaTeNbHBIX TEXHOJIOTHIA Jac
1 2 3 4
1 |JlokyMeHTBI ¥ CIOCOOBI TOKYMEHTHPOBAHHUSI TpaguimonHoe o0y4yeHue 2
VHubukaluss W CTaHmapTU3anus JOKYMEHTOB.
2 (uran ap H FOKIM Tpanunronnoe oOy4yeHne 4
CucTtembl JOKyMEHTAIU!
3 [PexBU3UTHI U OJIAHKH TOKYMEHTOB. TpanuimmonHoe o0y4deHne 4
4 Opranu3annoOHHO-PACTIOPSIUTEbHAS PazBuBatomiee oOyueHme 4
nokymeHTanusi. Oprann3alMoOHHbIE JOKYMEHTBI
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5 |Opranuzanus 10KyMeHT0000poTa PazBuBaronee o0yueHue 2
6 Opranu3anuss  perucTpaldd  JAOKYMEHTOB  H{IpaauiioHHOE 00ydyeHue 4
KOHTPOJTb HCITOJTHEHHS IOKYMEHTOB
7 |Opranu3zanusi onepaTUBHOTO XpaHEHUs TOKyMEHTOB| I paauiinoHHOE 00yUYeHue 4
8 [Topsiiok mepeaayn JOKYMEHTOB B apXHB WK Ha | paauiimoHHoe o0ydeHue 4
YHUYTO)KEHUE
Hroro o xypcy| 28
B TOM YHCJIE HHTEPAKTHBHOE 00yueHue*| 6
3.2 O6pa3oBaTe/ibHbIE TEXHOJIOTHH NPU NPOBeJeHUH MPAKTHYECKUX 3aHATHI
(ceMuHApCKHX PadoT)
Ne TeMa 3aHsITIs Buasl nprumeHsemMbix Kou.

00pa3oBaTeNbHBIX TEXHOJIOTHIA | Yac

1. |Odopmuenne opraHu3alMOHHBIX JOKYMEHTOB

PenponykruBHOE 00yueHue 6

2. |OdopmieHre pacopsAUTEIbHBIX JOKYMEHTOB

PenponyktuBHOE 00ydeHue

KapTO4YKEe

Perucrpanus BXOAAIKX, UCXOIAUIMX U
3. |BHYTpEHHUX JOKYMEHTOB B ypHaJe U Ha

Ketic-TtexHnomorusa

OdopmieHne OCHOBHBIX PEKBU3UTOB U OCHOBHOM
OpraHu3aIMOHHO-PACTIOPS AU TEIBHOM
nokyMmeHTauu ¢ nomotusto [I9BM. Co3nanne
11a0JIOHOB JJOKYMEHTOB

PenpoaykTuBHOE 00ydyeHne

Wroro mo xypcy| 28

B TOM YHCJIe UHTEPAKTUBHOE O0yueHue™ 6

4. YCJOBUS PEAJIUZAIIUUA ITPOT'PAMMBI JUCHUTIJIMHBI

4.1. MarepuajnbHo-TeXHU4YecKkasi 0a3a,
o0pa3oBaTe/IbHOIO NMpouecca No JAUCHUIINHE
Peanuzarust yueOHOM NUCHUTIIMHBI OCYIIECTBISETCS B ClIeUaIbHO 000pyA0BaHHOM

KaOMHeTe: ayAUuTOpHsl.

HeoOXoauMasi Ui OCYUIeCTBJIEHHS

HanmMmeHoBaHME ITNKIIOB,
pa3aesoB, TUCIUILINH,
Mpo¢eCCUOHATBHBIX
monyielt, MJIK, mpakTuk

HaumeHoBaHue yueOHBIX
KaOMHETOB, Ja0opaTOpUi,
MaCTEPCKHUX U IPYTUX
MOMEIICHUH /17151 peatu3aliuu
00pa30BaTeIbHON MPOTrpaMMBbl

OcHaIlleHHOCTh Y4€OHBIX KaOMHETOB,
lmabopatopuii, MACTEPCKHUX U IPYTUX
IMOMEIICHUH ISl pean3auu
00pa3oBaTeNbHOM MPOTrpaMMbI

J/loxyMeHTanmoHHoe
oOecrieueHne
YIIpaBJICHUS

KabuHeT TOKyMEHTaIlnOHHOTO
oOecrieueHus yrpaBJieHuUs,
350063 r. Kpacuonap yi. Mupa,
29, ayn. 8

YueOHast MeOeNlb U CHCTEMBbI XpaHEeHUsI (JTOCKa
KJIACCHAsl, CTOJ ¥ CTYJI MIpernojaBaTeis, CTOJbI
Y CTYJIbsl YACHUYCCKHE, TIKA(BI TSI XPAHCHUS
y4eOHBIX TOCOOHIA, CUCTEMBI XpaHEHHS
Ta0JINIl U TUIaKaToB);

TeXHUYECKHEe cpelicTBa oOyueHus (HOyTOyk
MpernoaaBaTesis - 1 1mIT., BUICONpoeKTop - 1
IT., 9KpaH - | wr., nuuensuonHoe [10);
NIEMOHCTPAIIMOHHBIC YdeOHO-HATJISTHBIC
MOcoOus (KOMILJIEKT CTEHJIOB). AJIEKTPOHHBIC
cpencTBa 00ydeHUs

yLIe6HO-MeTO,Z[I/ILICCKI/IC MaTCepHraJibl JIs CaMOCTOSTEIbHOM paGOTLI o6yqa}0mnxc;[ n3 4yucia
HWHBAJIMJ0B U JIUI] C OrPaHUYCHHBIMU BO3MOKHOCTSAMU 310POBbsA (OBS) NpeaoOCTaBJIAOTCA B
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¢dopmax, aIanTHPOBAHHBIX K OTPAHUYCHUSM HX 3JI0POBbS U BOCHpHUATHS UHPpopMmanuu: s
JIMII C HAPYIICHUSIMU 3PCHUS:

- B IIeYaTHOU popMe YBEITUICHHBIM MIPUPTOM,

- B opMe dIIeKTpOHHOTO JOKymeHTa, s nmi ¢

HapYIICHUSIMH CITyXa:

- B IIe4aTHoOM ¢opme,

- B (hopMe 3IEKTPOHHOTO TOKYMEHTA.

J1Jist U1 ¢ HapyIIEHUSIME OTIOPHO-JIBUTATEIBHOTO ammapara:

- B TieuaTHoU opme,

- B (popMe 2IEKTPOHHOTO TOKYMEHTA

4.2. IlepeyeHb HEOOXOAMMOI0 IPOTPAMMHOIO0 o0ecneYeHn st

. Omneparmonnas cuctema MicrosoftWindows 10 (mor. Ne23—ADd/223-D3/2019);

o [TakernporpammMicrosoft  Office  Professional — Plus(mor. Ne23—-AD®/223-
®3/2019);

o 7-zipGNULesserGeneralPublicLicense (cBoboaHOE porpaMMHOe oOecriedeHre, He
OTpaHUYEHO, OECCPOUHO);

. Wurepuer Opayszep GoogleChrome(OecmiiaTHoe mporpamMmMHOe oOecreueHue, He
OTrpaHUYCHO, OECCPOYHO);

o K-LiteCodecPack — yHuBepcanbHBIA HA0Op KOJEKOB  (KOIMPOBIIMKOB-
JEKOJUPOBILKKOB) U YTUIUT JIJIs1 IPOCMOTpa U 00pabOTKU ayauo- U BuieodaiiioB (becriaTHoe
porpaMMHOE oOecrieueHue, He OTPAaHUYCHO, OECCPOYHO);

o WinDjView — mporpamma uis mpocmoTpa ¢aitnoB B ¢opmare DJV u DjVu
(cBOOOHOE MTpOrpaMMHOE OOecIieueHne, He OrpaHIHueHO, OECCPOYHO);

° FoxitReader — mpukiagHOEe MpPOrpaMMHOE OOECHeUeHHEe [UIi MPOCMOTpa
snekTponHbIX JoKymeHToB B ctanmapre PDF (OecruiatHoe mporpamMmHoe oOecrieueHue,
HE OTPaHMYCHO, OECCPOYHO).

5. MEPEYEHb OCHOBHBIX u JTOTIOJTHUTEJILHBIX
UH®OPMAIIMOHHBIX MCTOYHUKOB, HEOBXOJAUMBIX AJ51 OCBOEHMUS
JUCUMUIIINHBI

5.1 OcHoBHas JMTEpPaTypa
1. Kopuees, 1. K. JlokymeHTanmonHoe obecreueHue ymnpasieHus + tectsl B OBC :
y4eOHUK M MPaKTUKYM Ul cpelHero npodeccruonanbHoro odpazosanus / 1. K. Kopuees,
A. B. ITmenko, B. A. Mamypues. — 2-e u3n., nepepa0. u non. — Mocksa : 3natenscTBo
FOpaiit, 2019. — 384 c¢. — (IlpodeccuonanvHoe obOpazoBanue). — ISBN 978-5-534-
05022-6. — Texkct : amextponHbii // DBC IOpaiir [caiir]. — URL: https://biblio-
online.ru/bcode/438491
5.2 JlonoJIHUTEIbHAS JTUTEpaTypa
1. Hoponuna, JI. A. JlokymMeHTauMOHHOE oOOecleyeHnue yNpaBiIeHUs : Y4YeOHUK U
MPAaKTUKYM JUIsl cpeliHero npodeccuonanbHoro oopasosanus / JI. A. Jloponuna, B. C.
UputnkoBa. — MockBa : MHM3marensctBo HOpaiit, 2019. — 233 c¢c. —
(ITpoeccronansnoe ob6pazoanue). — ISBN 978-5534-05783-6. — Tekct
anekTponnsii / DBC KOpaiit [caiit]. — URL: https://biblio- online.ru/bcode/438586
HopMaTHBHO-TIpaBOBbIE IOKYMEHTHI
JlokyMeHTHI TamokeHHOro cor3a
1.0 npuHATHM TEXHHYECKOro perjamMeHTa TamoxkeHHOro coro3a "O 0e3omacHOCTH
numieBoid nponykuuu (Bmecre ¢ "TP TC 021/2011. Texuuueckuid periameHT TaMOKEHHOTO
coro3a. O OGe3omacHOCTH MUIIEBOW Mpoaykiuu'") [DIeKTpoHHbIH pecypc]: pemenue Komuccun
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Tamoxkennoro coro3a ot 09.12.2011 N 880 (pen. ot 10.06.2014). Hoctyn wu3z CIIC
Koncynprantllmtoc.

2.0 TpUHATUM TEXHUYECKOTo perjameHta TamoxeHHOro coro3a "O 0e30macHOCTH
ynakoBku" (Bmecte ¢ "TP TC 005/2011. Texnuueckuii periameHT TamoxxeHHOTO coro3a. O
6e3omacHocTH ynakoBku'") [DnekTpoHHBIN pecypc]: pemenne Komuccnn TaMoXeHHOTO cOr03a OT
16.08.2011 N 769 (pex. ot 16.04.2019). Joctyn u3 CIIC Koncynbrantllitoc.

3.0 TmpUHATHH TEXHUYECKOTo peryiamMmeHTa TamoxkeHHoro coro3a "lluineBas mpomykuusi B
gactu ee MapkupoBku" (Bmecte ¢ "TP TC 022/2011. Texnuueckuii peraameHT TaMOXEHHOTO
coto3a. [IumeBas MpoayKIuMss B 4YacTU €€ MapKUpPOBKU') [DIIEKTPOHHBIN pecypc]|: pelieHue
Komuccun Tamoskennoro coroza ot 09.12.2011 N 881 (pex. ot 14.09.2018). Joctyn u3 CIIC
Koncynsrantlntoc.

4.0 npuHATHH TEXHHYECKOTo periameHTa TaMokeHHOTro coro3a "TeXHUYEeCKUi perjaMeHT
Ha COKOBYIO Mponykiuio u3 gpykroB u oporei" (Bmecte ¢ "TP TC 023/2011. Texauueckwii
pernameHT TamoxeHHOTo coro3a. TeXHUUECKU periiaMeHT Ha COKOBYIO MPOAYKIHUIO U3 (PPYKTOB
u oBoluei") [Dnexkrponnslii pecypc]: pemenue Komuccun TamoskenHoro coro3a ot 09.12.2011 N
882 (pen. ot 15.12.2015). Hoctym u3 CIIC KoncynsrantlIntoc.

5.0 mpUHATHM TEXHUUYECKOIO periaMeHTa TamoskeHHOro corosa "TexHuueckuil pernmaMeHT
Ha MacinoxupoByto mnpoxaykmuio" (BMecte ¢ "TP TC 024/2011. TexHuueckuii perjamMeHT
TamoxeHHOro coro3a. TeXHUUECKUi peraaMeHT Ha MacaoKUPOBYIO IPOAYKIUIO") [DIeKTPOHHBII
pecypc]: pemenne Komuccun TamoskeHHoro corosa ot 09.12.2011 N 883 (pen. ot 10.05.2016).
Hoctyn u3 CIIC Koncynwsrantllntoc.

6.0 npuHATHM TEXHUYECKOro periameHTa TamoskeHHOro coro3a "O 0e30MacHOCTH
OTJENbHBIX BHUJOB CIEUUAIU3UPOBAHHOW NUIIEBOM MNPOAYKLIMH, B TOM YHCIE JUETHYECKOIO
nedeOHOr0 W aueruyeckoro mnpodunaktuyeckoro nutanus' (Bmecre c¢ "TP TC 027/2012.
Texuuueckuit permameHt TamoxkeHHOro cor3a. O 0€30MacHOCTH  OTJEIBHBIX  BHJOB
CHEIHATM3UPOBAHHON TMHIIEBOM MPOAYKIMH, B TOM UHUCJIE JUETHUYECKOTO JIe4eOHOro u
JUETUYECKOTO mpoduiakTuueckoro mnurtanua'") [DnekTpoHHbI pecypc]| :pemenue CoBera
EBpasuiickoil skoHOMMuecko komuccun ot 15.06.2012 N 34, Jloctyn u3 CIIC
KoncynsranTtlIntoc.

7.0 T[OpUHATAM TEXHUYECKOro periiaMeHta TamokeHHOro coro3a "TpeboBanus
0€30MacHOCTH THILNEBBIX 00aBOK, apoOMaTHU3aTOPOB W TEXHOJOTMYECKHX BCIIOMOTATEIbHBIX
cpenctB" (Bmecre c¢ "TP TC 029/2012. TexHuueckuii periiaMeHT TaMOXEHHOTO COMO3a.
TpeboBanust 0€30MaCHOCTM NHILEBBIX J00aBOK, apoOMaTH3aTOPOB U  TEXHOJOTHYECKUX
BCIIOMOTATeNbHBIX  cpelncTB") [DnexTpoHHbIl pecypc] :pemenue Coera EBpasuiickoit
skoHoMHuYecko komuccuu oT 20.07.2012 N 58 (pea. or 18.09.2014). Hoctynm wu3 CIIC
KoncynprantlInroc.

8.0 TexHuM4eckoM periameHTe TamoxeHHOTO coro3a "O 0e30macHOCTH MOJIOKa |
mosnoyHoi npoaykiuu” (BMecte ¢ "TP TC 033/2013. Texnuueckuil periameHT TaM0XeHHOTO
coro3a. O 6e30macHOCTH MOJIOKa M MOJIOYHOM HpoAykKuuu') [DneKTpoHHBIN pecypc]| :pelieHue
Cosera EBpaswmiickoii skoHomMuueckoil komuccun oT 09.10.2013 N 67 (pen. ot 19.12.2019).
Hoctyn u3 CIIC Koncynwsrantlntoc.

9.0 TexHHuYeCKOM persiiaMeHTe TamoxeHHOro coroza "O 0e30macHOCTH Msica U MSICHOM
npoaykuuu" (BMecte ¢ "TP TC 034/2013. Texuuueckuil periaameHT TamoxeHHoro corosa. O
0e3omacHOCTM Msica M MsICHOM mnpoaykuuu')[DnekTpoHHbIH pecypc]: pemenue CoBeta
EBpasuiickoii skoHomuueckoil komuccun ot 09.10.2013 N 68. Joctyn wu3 CIIC
KoncynprantlInroc.

10.0 npuMeHEeHNN CaHUTApHBIX Mep B TaMOXEHHOM COr03¢€ (C U3M. H JOII., BCTYIL. B CHITY C
20.11.2019) [DnexTpoHHbIit pecypc]: pemenne Komuccun TamoxenHoro corosa ot 28.05.2010 N
299 (pen. ot 09.09.2019). Hoctyn u3 CIIC KoncynpranTltoc.

DenepajbHbIe 3AKOHbI

1.0 xauectBe W 0€30MaCHOCTH TMHINEBBIX TPOAYKTOB [DIEKTPOHHBIH pecypc]:
denepanpubiii 3akoH oT 02.01. 2000 r. Ne29-®3(pen. ot 01.03.2020). Hoctyn uz CIIC
KoncynsranTtl [nroc.
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2.0 3ammre mpaB notpeOuTencit [DnekTpoHHBINH pecypc] :benepanbHblii 3akoH PD ot
07.02.1992 r. N 2300-1 (pex. ot 24.04.2020). Hoctyn u3 CIIC Koncynsrantllitoc.

3.0 TeXHMYECKOM pEeryIupoBaHUM [DIEeKTpOHHBIH pecypc| : QenepanbHbIi 3aKOH OT
27.12.2002 1. Ne184-d3 (pem.ot 28.11.2018). Joctym u3 CIIC KoncynsrantlLiroc.

Koaekcnl

1. Tpynosoii koxekc Poccuiickoir  ®Depeparuu  [DNEKTPOHHBIM  pecypc]
denepanpablii 3akoH oT 30.12.2001 1. Ne 197-®3 (pen. ot 24.04.2020). Jdocryn u3 CIIC
Koncynprantllntoc

ITocranoBJienus, pacnopsizkenus Ilpasurenscrea PO

1. 06 yrBepxaenun [IpaBun npoaaku OTAEIbHBIX BUAOB TOBAPOB, NEPEUHSI TOBAPOB
JUINTEIBHOIO II0JIb30BAaHUS, HAa KOTOpbIE HE paclpocTpaHseTcsl TpeOOBaHUE IOKyHaTenas o
0€3B0O3ME3/THOM IPEIOCTABICHUU €My Ha MEPHUOJ PEMOHTA WM 3aMEHbl aHAJIOTUYHOTO TOBapa, U
IIEpPEYHs HEMPOAOBOJIbCTBEHHBIX TOBAPOB HAAJIEKALLET0 Ka4eCTBa, HE IIOJIEKAIINX BO3BpaTy WM
oOMeHy Ha aHaJIOTUYHBIA TOBap APYrux pasmepa, Gopmbl, rabapurta, (pacoHa, pacUBETKH HIU
KOMIUIEKTAlMK [DJIeKTpOHHBIN pecypce] : noctaHoBiaeHue lpasurenscrBa PO ot 19.01.1998 N 55
(pen. ot 16.05.2020). loctyn u3 CIIC KoncynprantlIntoc

2. O nporuBonoxapHoM pexume (Bmecte ¢ "lIpaBumamMu 1IpOTHUBOMOXKAPHOTO
pexuma B Poccuiickoit @enepanun') [DeKTpoHHBINH pecypc]| :moctaHoBieHue [IpaBuTenbcTBa
P® o1 25.04.2012 N 390 (pen. ot 23.04.2020).Hoctyn u3 CIIC Koncynsrantlltoc.

HopmaTuBHbIe aKTHI MUHMCTEPCTB M BeIOMCTB

1. O BBenenuu B aelicTBue canuTapHbix npasui” (BmMecte ¢ "CII 2.3.6.1079-01. 2.3.6.
Opranuzauuu oOmecTBeHHOro nuraHus. CaHUTapHO-3MUAEMHUOJIOIHMYECKUe TpeOoBaHUA K
OpraHu3aIHsIM 00IECTBEHHOTO TUTAHUS, H3TOTOBJICHUIO 1 000POTOCIIOCOOHOCTH B HUX MUIIEBBIX
IPOAYKTOB M HPOJOBOJIBCTBEHHOrO ChIpbi. CaHHUTapHO-3MUAEMHUOJIOIMYECKHe MpaBuia’, YTB.
I'maBHBIM rocyaapcTBeHHbIM caHuUTapHbIM BpauyoM P® 06.11.2001) [Dnekrponnslii pecypcl:
nocraHoBjieHue [J1aBHOro rocynapcTBeHHOro caHutapuoro Bpaya P® or 08.11.2001 N 31 (pexn.
ot 10.06.2016). Joctyn u3 CIIC Koncynprantllntoc.

2. O BBeneHuu B aerictBue CaHUTAPHO-MUIEMUOIOTUYECKUX MIPABUI U HOPMaTHUBOB
CanlluH 2.3.2.1324-03" (Bmecte ¢ "CanlluH 2.3.2.1324-03. 2.3.2. [Ipo0BONIBCTBEHHOE CHIPHE U
MUIIEeBbIe MPOAYKTH. [ MrueHndeckue TpebOOBaHUS K CpPOKaM TOJHOCTH U YCJIOBUSM XPaHEHUS
MUIIEBBIX NMPOAYKTOB. CaHUTAapHO-3MHIEMUOJIOTHYECKUE TIpaBUiIa U HOpMaTuBbl", yTB. [ TaBHBIM
rocynapcTBeHHbIM BpauoM P® 21.05.2003) [DnexTpoHHBIA pecypc| :moctaHoBieHue [ naBHOTO
roCy/lapCTBEHHOI0 caHUTapHOoro Bpaua P® or 22.05.2003 N 98. J[ocryn u3z CIIC
KoncynprantlInroc.

3. O BBenenuu B aeiicteue Canurapusix npasmwin” (BMecte ¢ "CanlluH 2.3.2.1078-01.
2.3.2. TIpoJoOBOJILCTBEHHOE ChIpb€ M MHUUIEBbIE MPOAYKTHL. ['HUrueHndyeckue TpeOOBaHUS
0€30MacHOCTH W NHIIEBOM LEHHOCTH MHUIIEBBIX MPOAYKTOB. CaHUTApHO-3MUIEMHUOIOTHYECKUE
IpaBUjIa U HOPMATUBBI", YTB. [ TaBHBIM TOCYJapCTBEHHBIM CaHUTapHBIM BpayoM Pd 06.11.2001)
[DnekTpoHHBIH pecypc] :mocTaHoBiIeHHE [ 1aBHOTO rocy1apcTBEHHOIO caHuTapHoro Bpaua P® ot
14.11.2001 N 36 (pen. ot 06.07.2011). Hoctymn u3 CIIC Koncynsrantllntoc.

4. O6 yrBepxknennn CIT  3.1.7.2616-10" (Bmecre c¢ "CII 3.1.7.2616-10.
[Ipodpunaktuka canbMoHe/ie3a. CaHUTapHO-3MUAEMHUOJIOTHUECKHe NpaBuia") [DneKTpoHHbBIN
pecypce] :moctaHoBiIeHHE [ TaBHOTO rocyIapCTBEHHOTO caHUTapHOTO Bpadya PD ot 26.04.2010 N
36 (pen. ot 21.01.2011). Joctyn u3 CIIC Koncynbrantllnroc.

S. 06 yrBepxkaenun CII 3.1.7.2817-10 "llpodunaxkTuka nucrepuosa y moaen”
(Bmecte ¢ "CII 3.1.7.2817-10. CaHuTapHO-3IIUAEMHUOJIOTHYECKUE TpaBuia...") [DIeKTpoHHBIN
pecypce] :moctaHoBieHUe [ TaBHOTO rocyaapcTBEHHOTO caHuTapHoro Bpada PD ot 29.12.2010 N
186. Joctyn u3 CIIC Koncynsrantlltoc.

6. O BBenenuu B aeiictBue Canutapubix npasui - CII 1.1.1058-01" (Bmecte ¢ "CII
1.1.1058-01. 1.1. O6mue Bompockl. OpraHu3aiusi U MPOBeACHNUE MPOU3BOJCTBEHHOTO KOHTPOJIS
3a coOmoneHreM CaHMTapHBIX TMPaBUI U BBHINOJIHEHHEM CAaHUTAPHO-TPOTHBOSMUIAEMHUUECKUX
(mpodunaxTuueckux) mepornpustuil. CanurapHble npasBuia'", yTB. [ J1aBHBIM rocynapCTBEHHBIM
canutapaeiM Bpadom P® 10.07.2001) [DnextpoHHbBIi pecypc] :moctaHoBieHHE [ 1aBHOTO
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rocyznapcTBeHHoro canurapsoro Bpada P® or 13.07.2001 N 18 (pex. ot 27.03.2007). doctyn us
CIIC KoncynbrantlLtoc.

7. CanlluH 2.2.4.548-96. 2.2.4. ®usnyeckue (GakTopbl MPOU3BOIACTBEHHON CpEHIBI.
['uruennyeckue TpebOBaHUS K MHUKPOKIMMATy MPOU3BOJICTBEHHBIX mNomenieHuil. CaHUTapHbIE
IpaBwia U HOpMBI [DneKTpoHHBIN pecypc] :yTB. IloctanoBnenneM ['ockomcansnuananzopa PO
oT 01.10.1996 N 21. Hoctyn u3 CIIC KoncynpranTtlroc.

8. 06 yrBepxaenuun CII 3.1.1.3108-13 "lIpodunakThka OCTPBIX KHIICYHBIX
napexnui" (BmMectre ¢ "CII 3.1.1.3108-13. 3.1.1. IlpodunakTrka nHGEKIMOHHBIX 3a00JIEBaHUN.
Kumeunsie wunbeknuu. Ilpodunaktuka ocTpbIX KuIIEYHbIX HHGpekuuid. CaHUTapHO-
AMUJIEMUOIOTHYECKHE  TpaBuia")  [DJIEKTPOHHBIH  pecypc]|  :IOCTaHOBJIICHHWE | J1aBHOTO
rocygapctBeHHOro canutapuoro Bpaua P® ot 09.10.2013 N 53 (pen. ot 05.12.2017). Hoctyn u3
CIIC KoncynbrantlLtoc.

9. O BBeneHUHU B JEUCTBUE CaHUTapHO-3MUjeMuosorndeckux npasun CII 3.5.1378-
03" (Bmecte c "CII 3.5.1378-03. 3.5. Hesundexronorus. CaHUTAPHO-IIUIEMHUOIOTHICCKUE
TpeOOBaHUS K OpPraHU3allMyd M OCYIIECTBICHUIO AE3MH(EKIMOHHOHN nestenbHOCTH. CaHUTapHO-
SAMUAEMUOJIOTHYECKHEe TpaBuia", yTB. ['JTaBHBIM TOCYIapCTBEHHBIM CaHUTapHBIM Bpauom PD
07.06.2003) [DseKkTpoHHBINH pecypc]: mocTaHOBIeHHE [ JTaBHOTO roCyIapCTBEHHOTO CAHUTAPHOTO
Bpaua P® ot 09.06.2003 N 131. Jloctyn u3 CIIC KoncynsrantlLitoc.

10. O6 yrBepxkaenun CII  3.5.3.3223-14  "CaHuTapHO-31UIEMUOIOTHYECKHE
TpeOOBaHUsI K OpPraHM3allud U TMPOBEJIECHUIO JIepaTU3allMOHHBIX Meponpustuil" (Bmecte ¢ "CII
3.5.3.3223-14. CaHuTapHO-3MUIEMHUOJIOTHICCKIE TpaBuia...") [DIEKTpOHHBIH pecypc]
IIOCTAaHOBJIEHUE [ J1aBHOrO rocynapcTBEHHOro caHutapHoro Bpaua P® ot 22.09.2014 N 58.
Hoctyn u3 CIIC Koncynwsrantllntoc.

11. OO0 yTBepkIeHUU MOpsAaKa KiaccuUKaluu OOBEKTOB TYPHUCTCKOW HMHIYCTPHH,
BKJIIOYAIOIMX TOCTHHMIIBI M HHBIE CPEACTBA pPa3MEILEHUs, TOPHOJBDKHBIE TPAcChl U ILUISKH,
OCYIIECTBIISIEMOM  aKKpPEIWTOBAaHHBIMU  OpraHH3alUsAMU[DJIEKTPOHHBIA  pecypc|  :MpuKa3
Munkynbtypsl Poccun ot 11.07.2014 N 1215.loctyn u3 CIIC Koncynprantlintoc.

12. I'OCT P 50690-2017. HaumonaynbHbli cTanmapt Poccutickoit ®enepanuu.
Typucrckue ycnyru. OOmme TpeboBaHMsI[DIEKTPOHHBI pecypc|:yTB. W BBEIEH B JICHCTBHE
IIpukazom Poccrangapra ot 31.10.2017 N 1561-ct.loctyn n3 CIIC Koncynsrantliroc.

13. O6 yrBepxaenun [lepeuns "llenn moe3qok", HCHOIB3yEeMOT0 YIOJIHOMOYEHHBIMHU
rocynapcTBeHHbIMU opranamu Poccuiickoit denepanuu npu oGopmiIeHUHN MPUTIAIEHUNA U BU3
MHOCTPAaHHBIM TpakJaHaM M JuiaMm 0e3 rpaxaaHcTBa[DIeKTpoHHbIN pecypc| :mpukaz MUJ]
Poccun N 19723A, MBJ] Poccun N 1048, ®Cb Poccuum N 922 ot 27.12.2003 (pen. ot
16.01.2019). Joctyn u3 CIIC Koncynprantlntoc.

14. OO0 yrBepxiaeHMH (GOPMBI OTMETKHM O TMpUEMe YBEJIOMIICHHS, MPOCTABISEMOMN
aJMMHHCTpalliel TOCTMHHUIIBI, M TIOpSAKa €€ IPOCTaBICHUSA[DJIEKTPOHHBIN pecypc| :Mpukas
Muncnoprrypusma PO ot 02.04.2009 N 144. Jloctyn u3 CIIC KoncynsranTlInroc.

5.3 Ilepuoauyeckue U3IaHUs

1. DneKTpoHHas oubnmnoreka "N3narenbckoro Joma "I'pebenHMKOB"
(www.grebennikon.ru);

2. ba3er qannbix komnanuu «Mcr Beroy (http://dlib.eastview.com).

3. Kypnan «leaonpon3BoacTBo»

4. Kypnan «/lenonporus3BoACTBO U TOKYMEHTOOOOPOT Ha TIPEATIPUSTUSIX )

5.4. IlepeyeHb pecypcoB  HMH(OPMANUOHHO-TEJEKOMMYHMKAIIMOHHON  CceTH
«/HTepHET», HEOOXOAMMBIX /11l OCBOCHUS THCHHUILINHBI

1. MuHucTepcTBO o0Opa3oBaHus 51 HayKu Poccuiickoi denepannun
(http://MmuHOOpHAYKH.PD/);

2. denepanbublii mopran "Poccuiickoe odpasosanue” (http://www.edu.ru/);

3. Wudopmanmonnas cucrema "ExmHoe OKHO JocTynma K 00pa3oBaTelbHBIM

pecypcam" (http://window.edu.ru/);

21


http://www.grebennikon.ru/
http://dlib.eastview.com/
http://минобрнауки.рф/
http://минобрнауки.рф/
http://минобрнауки.рф/
http://www.edu.ru/
http://window.edu.ru/

4. Enunas xomtekuus 1u@poBbix oOpasoBaTenbHbIXx pecypcoB  (http://school-
collection.edu.ru/);

S. DenepanbHbIi LEHTP MH(POPMALIMOHHO-00pa30BaTEIbHBIX pecypcoB
(http://fcior.edu.ruf);

6. OopasoBarenbHbiii moptan "Yueba" (http://www.ucheba.com/);

7. [IpoekT T'ocynmapcTBeHHOTO HMHCTUTYyTa pycckoro sizbika umeHu A.C. Ilymkuna
"Oo6pa3oBanue Ha pycckom" (https://pushkininstitute.ru/);

8. Hayunas snexrponnas 6udaunoreka (HOB) (http://www.elibrary.ru);

9. HarnuronaneHas sektponnas oudauoreka (http:/m36.pd/);

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

11.  CopaBouHo-uH(popmanuoHHbIit moptan "Pycckuit si3eik" (http://gramota.ru/);

12.  Cnyxba TeMaTHYECKUX TOJIKOBBIX cioBapeit (http://www.glossary.ru/);

13. Crosapu u sunksioneauu (http://dic.academic.ru/);

14, Koucynbraut Ilmoc - cropaBo4Has MpaBoBas CHCTeMa (JOCTYN IO JIOKaJIbHON

CETH)

6. METOANYECKHUE YKA3ZAHUA JJIA OBYYAIOIHIUXCA ITIO OCBOEHHUIO
JANCHUITJINHBI

JuciumimHa « JlokyMeHTanHOHHOe o0ecredyeHue YNpPaBJIeHHS» IIpelycMaTpUBacT
JEKIMOHHBIE M MPaKTHYECKUE 3aHATHUA. YCIENIHOe M3Y4YeHHEe JAUCUUIUIMHBI TpedyeT
CHCTEMAaTHYEeCKOTO TMOCCUICHUsI 3aHATHH, AaKTUBHOW pabOThl Ha TNPAKTUYECKUX 3aHITHUSX,
BBIMOJIHEHUST Y4eOHbIX 3aJlaHUi TpenojaBaTeiss W CaMOCTOSTENBHOW pPabOThl CTYAEHTA,
O3HAaKOMJICHHUsI C OCHOBHOM M JIOIIOJIHUTEIBLHOM JINTEPATypOil.

ITo kypcy npeaycMOTpEHO IpOBEIEHHUE JEKLUMOHHBIX 3aHATUN, Ha KOTOPBIX JacTcs
OCHOBHOM cuctemMaTu3supoBaHHbI MaTepuan. [Ipennaznauenue nexuuit no kypcy «CoBpeMeHHast
OpPITEXHUKA U OPTaHU3aLMsl JIEIOIPONU3BOICTBAY 3aKIF0YAETCS B CICIYIOIIEM:

- U3JI0’KEHUE BaKHEHIIeH HHPOpMAIUH 110 3aJaHHON TEME.

- IOMOILb B OCBOCHUU (pYHAaMEHTAIBHBIX ITPOOJIEM Kypca.

- IONYJIApU3anysl HOBEHUIINX JTOCTUKEHUN COBPEMEHHOW HaYyYHOW MBICIIH.

CryneHTy mpeylaraeTcsi HanMCaHME KOHCIEKTa JIEKIUH: KpaTKo, CXEMaTH4HO,
MOCTIeIOBATEIbHO (PUKCHPOBATH OCHOBHBIE TOJIOKEHUS, BBIBOIBI, (HOPMYIHPOBKH, 0OOOIICHHUS;
IIOMEYaTh BaYKHBIE MBICJIM, BBIJEIATH KJIFOUEBBIE CII0OBA, TEPMUHBI. [IpoBepKa TEpMHUHOB, TOHATHI
C IIOMOIIBIO SHIMKIIONEANM, CIIOBAPEM, CIIPABOYHUKOB C BBINMCBIBAHUEM TOJIKOBAaHUN B TETPalb
(cocraBnenue Te3aypyca). OO0O3HaUUTHh BOIPOCHl, TEPMHUHBI, MaTepHaj, KOTOPbIH BBI3bIBAET
TPYIHOCTH, IIOMETUTb W TMONBITATbCA HAWTH OTBET B PEKOMEHAyeMoW Jmreparype. Ecim
CaMOCTOSITENILHO HE Y/aeTCsl pa300paThCsi B MaTepualie, He00X0AuMO chopMyIupoBaTh BOMPOC U
3a/1aTh MPENOAABATENI0 HA KOHCYJIBTAIMY, HA TPAKTUYECKOM 3aHATHUU.

Jlexuu 1Mo AaHHOMY KYpCY MPeloCTaBIsIOT 0a30BYI0 OCHOBY JJISi HCIOIB30BAHUS IPYTUX
dbopM  yueOHBIX  3aHATHI, TakUX  Kak  CEMHHApCKOe  3aHATHE,  KOHCYJIbTAllUd,
Qg QepeHIIMPOBAHHBIN 3aUeT.

[TpakTueckue 3aHATHS (CEMUHApbl) MpeAHa3HAu€Hbl [UIsl YIIyOJEHHOrO HW3Y4YEHHUS
IpeaMeTa, OBJIAJICHHE METO/0JIOTHel, TPUMEHHUTENbHO K OCOOCHHOCTAM HM3ydaeMoil Hayku. Ha
CeMHHapax CTYJICHTBl 3aKpeIUIAIOT 3HAHUS, IMOJyYEHHbIE Ha JIKIUSAX WJIH U3 Yy4eOHHKOB, B
mporecce HX Imepeckaza MM oOcyxkiaeHus. IloarotoBka K 3aHATUSAM), BBICTYIUIEHHE C
COOOIIIEHUSIMHU PACIIUPSIOT 3HAHUS CTYIEHTOB 1O KypCy.

JlunakTueckue Henu ceMuHapa:

-yrinyOJeHue, cucreMaTu3alus U 3aKpeIuieHne 3HaHWM, MpeBpalleHue uxX B yOexKaeHHUs;-
IIPOBEpKA 3HAHUM;

- IPUBUTHE YMEHHI U HaBBIKOB CAMOCTOSTEIBHOM paboThl ¢ yUeOHUKOM, CTaTbel U Tp.;

-pa3BUTHE KYJIbTYphl peud, (OPMHUPOBAHUE YMEHHs apryMEHTHPOBAHO OTCTaWBaTh CBOIO
TOYKY 3pEHUS, OTBEYAsl HA BONIPOCHI APYTUX CTYAEHTOB U MPETOJaBATENS;

- YMEHHE CIylaTh IPYruX, 3a1aBaTh BOIPOCHI.
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B 3aBucMMOCTM OT CTENEHM AaKTUBU3aLUM MHEMMYECKOM WJIM MBICIUTEIbHOU
NESTEeIbHOCTH CTYAEHTOB ()OPMBI OPraHU3ALMKM CEMUHAPCKUX 3aHATUH MOXKHO pas3feiuTh Ha JBa
Tuna: 1) penpoyKTUBHBIN U 2) IPOAYKTHUBHBI.

PenpoayKTUBHBIN THII OPraHU3aLNN 3aHATHS IPEIIIOJIAraeT, IPEXKIe BCEro, akTUBU3ALNIO
MHEMHYECKHX crIocoOHOCTEH cTyieHTOB. OHM JOJKHBI 3alIOMHUTH U TIepecKa3aTh ONpeeICHHbIHN
yueOHbIIl MaTepual Ha OCHOBE MaTepuajna JIEKIMH WM Y4eOHHKOB WJIM IE€PBOMCTOYHUKOB.
[IpoayKTUBHBIA THUIl OpraHM3alMM 3aHATUS [PENIoJiaracT aKTHUBU3ALUIO0 MBICIUTENbHbBIX
criocoOHocTel cTyneHToB. OHM JTOJKHBI CPaBHUTH, IIPOAHAIU3UPOBATh, 0000IIUTE, KPUTHYECKU
OLICHUTh, ClieJaThb YMO3AaKIYEHHE Ha OCHOBE YCIIBIIIAHHOIO WJIM IPOYMTAHHOIO MaTepuala.
Taxoi xapakTep 3aHATUIO IPUAAET IOCTAHOBKA BOIIPOCOB cleAyowero tumna: Yem ornuyaercs...;
Yro obmero Mexnay..; Kakume MexaHusMbl...; BblgenuTe HOCTOMHCTBA W HEJOCTATKH...
(mpenrmosiaraeTcsi, YT0 OTBETHI Ha 3TU BOIPOCHI B IBHOM BHJI€ B yU€OHUKE WIN JIEKLIUU HE JAHBI).

Bun (popma) cemmHapa omnpenensercss COIACpKAHWEM TEeMbl, YPOBHEM MOJITOTOBKH
CTY/ICHTOB JIaHHOW TIpYIIbI, HAlpaBlIeHUEM M MpoduiIeM HUX MOATOTOBKH, HEOOXOJUMOCTHIO
yBsI3aTh IMPENOJaBaHUE Y4YEOHOM JUCHUIUIMHBI C JPYrUMH JAMCLMILIMHAMM, H3y4aeMbIMU
cTyAaeHTamMM. Buj ceMuHapa mnpu3BaH cHocoOCTBOBaTh HamOosee IMOJHOMY PacKpbITHIO
COJZIepKaHUsL M CTPYKTYpPhI 00CY’KIaeMOil Ha HEM TeMbI, 00eCHeunTh HAaUOOJBIIYI0 AKTUBHOCTh
CTYICHTOB, PELIEHUE ITI03HABATEIbHBIX U BOCIIUTATEIbHBIX 3a1a4y.

B pamkax kypca mpeamnosaraercsi HECKOJIBKO BHJIOB CEMHUHApCKUX 3aHATHM, a UMEHHO:
BOIPOCHO-OTBETHBIM BHJl CEMUHapa, CEMHUHApP-AUCKYCCHs, aHaJIM3 MPOOJEMHBIX CHTYyaluH,
00CyXJleHHEe THCBMEHHBIX paboT cTyaeHToB (pedepatoB). I'MOKOCTP BHIOB CEMHUHAPCKUX
3aHATUH, IIUPOKUE BO3MOXKHOCTU ITOCTOSIHHOTO MX COBEPIICHCTBOBAaHUS MO3BOJSAIOT Haubosee
IIOJIHO OCYILIECTBJISITH OOpaTHYIO CBSI3b C OOy4aeMbIMH, BBIACHAA sl ce0s psii BOIPOCOB,
MMEIOIIMX Ba)KHOE 3HaU€HHE I IOCTAaHOBKU BCEro yueOHOro mpolecca.

[Ipy DOArOTOBKE K MPAKTUYECKOMY 3aHSATUIO CTYACHTHI HMEIOT BO3MOXKHOCTb
BOCIIOJIb30BaThCsl KOHCY/IbTALMSMHU IIPENOJaBaTENIS.

[Tpu mOATOTOBKE K MPAKTUYECKUM 3aHSATHIM HEOOXOAUMO:

- TPUHOCUTH C OO0 PEeKOMEHOBaHHYIO IPEINOoIaBaTelIeM JINTEPAaTypy K KOHKPETHOMY
3aHSTHIO;

- J0 O4YEepeJHOr0 NPAKTHYECKOIO 3aHATHS 110 PEKOMEHJOBaHHBIM JIMTEPATypHBIM
HCTOYHUKAM IIpopaboTaTh TEOPETUUECKHUI MaTepHall, COOTBETCTBYIOLIEH TEMbI 3aHATHS;

- B Hayaje 3aHATUM 3a7aTh IPENOJABaTENII0 BOIPOCHI 10 MaTepualy, BbI3BaBLIEMY
3aTpyJHEHUs] B €ro IMOHMMaHUUM M OCBOEGHUM TMpU pELIEHUH 3a7ad, 3aJaHHbIX JUIS
CaMOCTOSITEIILHOTO PELICHHUS,

- Ha 3aHATUM  JIOBOJUTh  KaXAYI0 3agady JO OKOHYATEeJIbHOTO  pElIeHMS,
JI€MOHCTPHPOBATh TMOHMMAaHUE TPOBEJIEHHBIX pacueToB (aHAJTU30B, CUTyaluil), B clyd4ae
3aTpyJHEHHUI 00panaThest K MPernoiaBaTeio.

Ha 3aHsTHMM OuY€Hb Ba)KHO BBICIYIIATh BCTYNMTEIBHOE CIIOBO IPENOAABATENS, YSICHHUTH
Lenb W 3a/7aud ceMuHapckoro 3aHsATus. CreayeT BHMMATEIbHO CIYIIATh BBICTYIJICHHS CBOMX
COKYPCHUKOB U OBITh TOTOBBIM BBICTYNIUTh C JONOJHEHHEM, BbICKa3aTb CBOE IOHMMaHHE
npobnemel. XKenareabHo, YTOOBI BHICTYIUIEHHE OBLTIO CBOOOIHBIM, apryMEHTUPOBAaHHBIM. B Xo/e
JMCKYCCHHM HE00X0AMMO 0003HAUUTh OCHOBHBIE IIPOOJIEMBbI paccMaTpruBaeMol TeMbl ((heHoMeHa,
CUTyalluu U T.A.), JAaTb OOOCHOBaHUS. BBICTyIJIEHHME O OCHOBHOMY BONPOCY HE JOJIKHO
npesbimiath 10—15 MunyT. JlonosHeHUss MOTYT 3aHUMaTh 10 5 MUHYT. KoJnyecTBO AOMOJIHEHUN U
BOIIPOCOB K BBICTYHAIOUIEMY HE OrpaHMuYeHo. Marepuasn Kypca MOXET OBbITh XOpOIIO YCBOEH
JUIIb B TOM Cllyyae, €ClIM €ro M3ydeHue OyAeT MPOBOAUTHCS PEryNIsIpHO, CUCTEMaTHUYECKH,
JO3UPOBAHO U PUTMUYHO, B TEUEHUE BCETO CEMECTpA.

Baxueimm sTarnom Kypca siBISeTcsl caMocTosiTeNbHas paboTta. CamocTosiTenbHas paboTta
CTYIEHTOB IO Kypcy IOHMMAaeTcs Kak MHOrooOpas3Hass HMHAMBHUIYyaJbHas U KOJUIEKTHBHAS
JeSITEeNbHOCTh CTYIAEHTOB, OCYLIECTBIsieMas IOJ PYKOBOJCTBOM, HO 0€3 HEMOCPEICTBEHHOTO
ydacTus mpenojaBaresis B CelHalIbHO OTBEEHHOE AJIs TOr0 BHEAYIUTOPHOE BPEMSI.

MeToA0IOTUYECKYI0  OCHOBY  CaMOCTOSITENIbHOM  pabOThl  CTYJE€HTOB  COCTaBIISET
NEeSITeIbHOCTHBIN TOAXO0J, KOrja Leiau OOydeHUs OpUEHTHpPOBaHbl Ha (POPMUPOBAHHE yMEHUU
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pelaTts TUIOBBIE M HETHIIOBBIE 3aJaud, T. €. Ha pEajbHbIE CHUTyallUM, II€ CTYJEHTaM Haa0
MIPOSIBUTH 3HAHUE TAHHOW y4eOHOM TUCIUTUIMHBI.

[lenpio caMOCTOSTENHHONH pabOTHl CTYOCHTOB SABISETCA YIIyOJeHHE M 3aKperyieHHue
3HAHUU CTY/AEHTA, Pa3BUTHE AHAJTUTHUYECKUX, UCCIIEOBATEIbCKUX U TEXHOJOTHYECKHX HAaBBIKOB
1o nmpobiemMaTuke Kypca.

B kayectBe WHIAMBUAYAIbHOW CAMOCTOATEIBHOW pabOThI CTyIEHTaM MpeaaraioTcs
CIIEYIOIINE 3aJaHUS:

- HMsroroBieHune WLTIOCTPAaTUBHOIO MaTepuajga MO BbIOpaHHOW TeMe (TOArOTOBKA
IIpe3EHTALMN).

-. Hanmucanwue pedeparoB no npeanokeHHoM mpodieme.

- KoncnektupoBaHue pasJesioB ydeOHHMKAa IO OIpPENENIeHHOW TeMe C NPUBEIACHUEM
COOCTBEHHBIX IIPUMEPOB.

- Pabota ¢ Hay4HBIMU TIOHSATUSAMH — COCTABIICHHE Te3aypyca.

- OnmpIT CaMOCTOSITENIBHOTO PACCYX ACHUS, T.€. MOHATUHHOM pediieKcud MO TOBOIY
HAYYHOTO BOIIPOCA, MOCTABJIEHHOTO MPEIOIaBaTeNIeM C JIOTHYECKH 000CHOBAaHHBIMH BBHIBOJIAMH.

1. Hanucanue pegepama — 3T0 OOBEMHBII BUJ CaMOCTOSTEIBHOM pabOTHI CTYACHTA,
coZiep KalIiii MTHPOPMALIMIO, TOTOJHSIONIYI0 U Pa3BHBAIONIYI0 OCHOBHYIO TEMY, M3y4aeMylO Ha
ayTUTOPHBIX 3aHATHUSX.

Pedepar sBisiercss caMOCTOSITEIIBHON HAy9HOH pabOTOM, conepikaiieii 0030p COCTOSHUS
cdepsl mpeanonaraeMoro uccieaoBanusa. Tema pedepara BRIOUPAETCs CTYASHTOM U3 IPOrPaMMBI
WM K€ CTYAEHT MOXKET IIPEJJIOKUTH CBOIO, 3apaHEE €€ COIIacOBaB € IPENoAaBaTeseM.

TpeodoBanusi kK opopmiieHu1o pedepara:

O0beM pedepara 15-20 crp. (BKIIFOUAS CTUCOK JIUTEPATYPHI U MIPUIIOKCHHUS ).

Crtpykrypa pedepara:

— TUTYJbHBIN JIUCT;

— cojepKaHUE;

— BBezaeHue (oobem 1-2 ctp.);

— OcHOBHas 4acTb 1-3 rnaBbl (0030p HCCIEAOBaHUNW MO JAaHHOW mpobieMaTHKe,
pe3yNbTaThl UCCIEAOBAaHUN aBTOpA MO YKAa3aHHON TeMe, BO3MOKHbIE HAlpaBICHUS JaTbHEHIINX
HCCIICIOBAHM ),

— 3akimodenue (1-2 crp.);

— CHHCOK ucnonb3yemoit nutepatypsl (10—15 naumenoBanwmii). Ciucok pacronaraercs B
an(paBUTHOM mopsake. VIHTEpHET MCTOYHMKM YKa3bIBAIOTCSl B KOHIIE CIIMCKA, C COXPAaHEHHEM
HyMepaluu.

HIpudt — Times New Roman. Pasmep mpudra 14. Uarepsan 1,5. Hymepanust ctpanuil B
HU3Y, TI0 LIEHTPY JHCTa, apadckumu nudpamu. [lomns: nmeBoe — 3 cm, mpaBoe — 1,5 cMm, BepxHee U
HIDKHee — 1o 2 cM. A63ar — 1,25¢cMm. B TekcTe cChUIKM HyMepyroTcs B KBaJpaTHBIX CKOOKax,
HOMED YKa3bIBa€T HA NCTOYHUK B CIIMCKE JUTEPATYPHI. TUTYIBHBIN JUCT He HyMepyeTces. Hagano
HyMepauuu co 2 CTp.

Pedepat ckpenmnsiercs B nanky-cKOpoCHUIMBaTENb.

PexoMmengaunu mo padore ¢ aureparypoit

[Ipy wm3ydyeHMM AMCUMIUIMHBI Y CTYAEHTOB JOJDKEH BBIpaOaThIBAaThCS PAlMOHAIBHO —
KPUTHYECKHH MOAXO0J] K M3ydaeMbIM MpoOieMaM U SBIEHHSM. DTO BKIOYAET MOHMMaHUE TOro,
YTO CO BpPEMEHEM psJ MHPOPMAIIMOHHBIX M TEOPETUYECKUX MaTepHaJioB yCTapeBaeT, Tpedys
KpuTudeckoro otHomeHus. C qpyroil CTOpOHBI, KaXIbli TEKYIIUI BOIPOC UMEET CBOIO UCTOPHIO,
KOTOPYIO TOXe€ MOJIe3HO0 3HaTh. Kax1oe coObITHE MOKET UMETh Pa3Hble HHTEPIIPETAI[UH, [IOATOMY
CJIOBA, CKa3aHHbIE MHOTO JIET Ha3aJ], MOT'YyT UMETh BaKHOE 3HAUCHUE.

UToObl TOHATH COJEp)KaHUE MaTepuasia, HYKHO yMETb €ro Hpo4HuThiBaTh. HauumHaTh
CIIEAYET C MPEABAPUTEIILHOTO MPOCMOTPA, B X0JI€ KOTOPOI'O 03HAKOMUTHCS C HAa3BaHUEM PalOTHI,
C aHHOTAllMeH, OrJaBlieHueM, MpeaucioBueM. Yacto 3ambicel pabOTHl SICEH YK€ Tpu
O3HAKOMJIGHUH C ee Ha3zBaHHMeM. Ho 0coOeHHO MHTEepeceH MPOCMOTp OIJIABICHMS, B pe3yJbTaTe
KOTOpPOTO CTaHOBUTCS SICHBIM pa3BUTHE MbICIH aBTopa. Hemnoxo Obuto Obl MosBUBIIMECS TPU
3TOM MBICIH 3a(pUKCUPOBATh Ha Oymare.
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[IpocmarpuBasi TEKCT OTJIABJICHUS, HYXHO OCTAHOBHUTBHCS Ha TeX TIJlaBaX, KOTOpbIE
MIPEJICTABIISIOT AJI BaC OCOOEHHBIM MHTEpeC, OETII0 03HAKOMUTHCS C HUMH, COCTaBJIss B OOLIUX
yeprax CBO€ MpEACTaBiIeHHE O HUX. Llemp 3TOro AEMCTBUS — HAWTU MECTa, OTHOCSIIUECS K
HMCKOMOW Te€Me, ONPEEIUB IIPU 3TOM, YTO LIEHHOTO B KAXKJIOM U3 HHX.

Crnenyromuii 3Tanm — TPOYTEHHE BBIACICHHBIX MECT C (uKcanueidl cambIX TJIaBHBIX
cBefeHui. [Ipu 3TOM HaJgO YETKO M SICHO OCO3HABAaTh LIE€Jb YTEHUS, ITIOCTOSIHHO JIepXkKa €€ Iepea
co0OH: MO KakoMy BOIPOCY HYyKHa HWH(pOpMalMs, Ui HYero Hy)XKHa, €€ XapakTep HU T.1.
HEO0OXOIMMO MEHSTh PEKUM UTEHUS — OT OErjJoro BAyMUYUBOTO — B 3aBUCHUMOCTH OT II€HHOCTH
nH(pOpMAaINY, OCTAHABIMBAACH TaM, TJ€ 3TO TpeOyeTcs I ITyO0OKOr0o IOHUMAaHHS TEKCTa.

Crenyer Hay4duTbhCSl ONPENENATh CTPYKTYPY TEKCTa IO CONOJYMHEHHOCTH €ro 4acTew,
YUUTBHIBAsI B3aUMOCBSI3b TEKCTa C PUCYHKaMH, CHOCKaMH, MPUMEYaHUsAMHU U Tabinumamu. Bee 310
MOMOXET MOHMMAHHIO TEeKCTa NpH OerjioM O03HAaKOMJIEHMH C HHUM. Tak BbIpabaThIBaeTcs
CIOCOOHOCTH MPH MPOYTEHUH Cpa3y MOHUMATh CMBICI U 3HaUY€HHE HOBOW MH(OpMAITIH.

MHorve KHATM U CTaTbl MMEIOT B CBOEM aIlllapaTe CIHMCKU JIMTEpPaTyphl, KOTOPBIE JAOT
BO3MOKHOCTh TOMOJHHUTH HH(POPMALMOHHYIO OCBEIOMIIEHHOCTh O JOMOJHUTEIBHOMN JINTepaType
10 JAHHOMY BOIIPOCY.

OTaenpHBIN 3Tan NPOUYTEHMs — BEACHUE 3anucedl npouynTaHHoro. CylecTByeT HECKOIBKO
BHJIOB 3aIIMCEH: TUIaH, BBIIIUCKH, TE3UCHI, aHHOTALUs, PE3IOME, KOHCIIEKT.

ILi1anom yo0HO MOJIB30BAThCA MPH MOATOTOBKE K YCTHOMY BBICTYILICHHIO 110 BRIOpaHHON
teMe. Kaxkaplii MyHKT IJ1aHa TOJKEH PacKpbIBaTh OAHY U3 CTOPOH M30paHHOW TEMBbI, a BECh IJIaH
JIOJKEH OXBaThIBaTh €€ LIEJTMKOM.

Te3ucbl mpeamnonaraloT cxaToe HU3JI0KEHUE OCHOBHBIX TOJOXKEHHI Tekcta B (opme
yTBEpKACHUST WM oTpuianus. OHM sBIsOTCA OoJjiee cOBepLIEHHOW QopMoil 3amuceil u
MPEACTABIISIIOT OCHOBY JUIsl AUCKycCUU. K TOMY %€ UX JIErKO 3allOMHUTb.

AHHOTAUMA — KPAaTKOE U3JI0KEHUE COACPIKaHUs — JaeT o0IIee MpeIcTaBlIeHue 0 paboTe.

Pe3rome kpaTko XxapaKTepu3yeT BbIBOJbL, [NIABHBIE UTOT'H IPOU3BEACHUSI.

KoHcnekT sBisiercss HanboJiee pacpocTpaneHHo hopMoit BeneHus 3amuceil. OCHOBHYIO
TKaHb KOHCIEKTAa COCTaBJISIOT TE3UCHI, JIONOJIHEHHbIE J10KA3aTEIbCTBAMH U PACCYXKIACHUSIMMU.
KoHcriekt MoOxeT OBITh TEKCTyaldbHBIM, CBOOOJHBIM WM TEMaTHUECKUM. TexcmyanvbHbiil
Mpe/ICTaBIseT cOO0M IIUTATHUK C COXPAHEHHE JIOTHKU PadOTHI U CTPYKTYpPbI TeKcTa. C680600HbIl
KOHCIIEKT OCHOBaH Ha M3JIOKEHHM Marepuajia B TOM IOpsAJKe, KOTOphI Oose ynobeH aBTopy. B
9TOM CMBICIIE KOHCIIEKT MPEACTaBIseT coOMpaHUEe BOEAMHO MBICIEH, pa30pOCaHHBIX MO BCEH
KHMre. Temamuyueckuil KOHCIEKT MOET ObITh COCTAaBJIEH IO HECKOJIbKUM HCTOYHHMKAM, TA€ 3a
OCHOBY OepeTcsi TeMa, MHTepIIpeTHpyeMas o — pa3HOMY.

OKOHOMUIO BPEMEHHU J1a€T HCIIOJIb30BAHME MPU 3aMUCAX Pa3IMYHOTO poja COKpalleHUuw,
ab0peBuaTypbl W T.J. MHOTME MCIOJB3YIOT I PEruCTpalMl HCCIEAYeMbIX TEM CHUCTEMY
kaprTouek. [IpeumyniecTBo KapTo4eKk B TOM, YTO TEMa TaM H3J1araeTcsl OY€Hb CKaTo, U OHU OYEHb
y100HBI B UCIOJB30BaHUH, T.K. UX MOKHO Pa3JIOKUTh Ha CTOJe, MeperpyninupoBaTh U 0e3 Tpyaa
HAWTH UCKOMYIO TEMY.

7. OHEHOYHBIE CPEACTBA J1JIs1 KOHTPOJISA YCIIEBAEMOCTHU
7.1. ITacnopT poHIAa OLIECHOYHBIX CPEACTB

Kon
Ne KonTponupyemsle paznensl (TEMBbI) KOHTPOJINPYEMOU HanmenoBanue
n/n JUCLUILINHBI KOMIIETEHIINH OLIEHOYHOTI'O CPEJCTBA
(unn ee yacTH)
Pasnen 1. Beenenue B 1. CocraBnenue
ToKkymMeHTHpoBaHue yrpasiendeckoir | OK 1, OK 10, Te3aypyca
JIeATEIIbHOCTH I1IK 2.4 2. YcrHBI onpoc
1. (muckyccus)
3.Hanucanue pedepata
4. Pemenne npoOaeMHBIX
3az1a4
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Kon

No Kontpomupyemsie pa3iesnst (TEMBbI) KOHTPOJIUPYEMOU HaumenoBanue
n/m JTUCHUTUTUHBI KOMIIETEHIIUHT OIICHOYHOT'O CPEe/ICTBa
(wm ee 4acTH)
Paznen 2. Opranuzamnusi paboThl ¢ 1. Yyactue B nuckyccuu
AOKYMCHTaMH 2. Hanwucanue pedepara
2. 3. Penrenue npooOIeMHbIX

3aj1a4
4. YcrtHbIl onipoc
OTBeThI Ha BOIIPOCHI

IIpomeKyTOUHBIN KOHTPOJIb

7.2. ATTeCTaIII/Iﬂ oﬁyqammnxcﬂ Ha COOTBETCTBUEC MX NEPCOHAIBLHBIX JOCTHKEHMIt
MO3TAITHBIM TpCﬁOBaHHﬂM

JInunsle IIpumepsl
dopma
D 3HaHus YMmenus kayecTBa OLIEHOYHBIX
oOyyJaronmics | cpeacTB

TeKyIas - 00 OCHOBHBIX - [10JIb30BAThCS JlvcuuruiHup | Tesaypyc,

MIOJIO’KEHUSX 110 W3Y4EHHBIMU OBaHHOCT, pedeparsl,

JOKYMEHTHUPOBAaHHU | CTaHJApTHU3UPOBAHHBI | OTBETCTBEHHOC | BOIPOCHI JIs

1) MU TEPMUHAMU; Tb, YCTHBIX

yIpaBJIeHYECKON - IPUMEHSATH Ha UHHIIMATHBA, OTBETOB Ha

JeSITEIIbHOCTH; MIPaKTUKE KOMMYHUKa0€ | IMCKYCCUOHH

- TCPMUHOJIOTHIO B | TOCYJapCTBEHHBbIE JBHOCTb, b€ BOIIPOCHI;

obnactu CTaHJapThl, IpyTrHUe BOCIIMTAHHOCT | pELICHUE

JIOKYMEHTAIIUOHHO | HOPMAaTUBHBIE U b. KelcoB,

ro odecreyeHus METOJINYECKUE BBITIIOJIHEHUE

yIpaBJIeHUS JIOKYMEHTHI, IPAKTUYECKH

- 0 MpaBUjIax periaamMeHTHpyoIne X 3a1aHUui

oopmienus OpraHu3aIUI0

JIOKYMEHTOB; JOKYMEHTAIlMOHHOT'O

- HOPMaTHUBHBIE obecrieyeHus

JIOKYMEHTHI, YIpaBIIEHUS;

pPETrIaMEHTUPYIONL | - COCTABJIATH U

M€ COCTaBJICHUE U | MPABUIIBHO (B

odopmieHue COOTBETCTBUH C

OpPraHU3alMOHHO- | JIEHCTBYIOIIMMU

paclopsiAUTENbHBl | HOPMaTHUBHBIMU

X JIOKYMEHTOB JIOKYMEHTaMH )

- 00 yHupUKaIK oopMIATH

Y CTaHJapTU3allMU | OCHOBHBIE BUIbI

YIPaBIEHYECKUX OpraHHU3alOHHO-

JIOKYMEHTOB pacnopsAUTENbHBIX

- (hOpMBI, METO/IBI | JOKYMEHTOB;

U CHCTEMBI - BBINIOJIHATH

JOKYMEHTUPOBAHU | OIpPENEICHHBIC BUIBI

s, pabort 1o

- HOPSIOK | OpraHu3aluu padoT ¢

OpraHu3aluu JOKYMEHTaMH B

JIOKYMEHTOB B YUpEXKICHUS;

KOMILIEKCBI; - opopMIIATH

-3aKOHOJIaTeJIbHbIE | HOMEHKJIATYpy Jied U
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aKThl U (dbopmupoBaTs aena B

HOpPMaTHBHBIE COOTBETCTBHUH C

JOKYMEHTEHI 10 HOMEHKIIATYpOH JIeJT;

OpraHHU3aLUH - OCYIIECTBIIATh

paboThI ¢ JOKYMEHTUPOBaHUE U

JOKYMEHTALUECH; OpraHHU3aLUI0 PadOThI

- npaBuUiIa | C IOKyMEHTaMU;

COCTaBJICHUS U - H0JIb30BaThCS

0(OPMIICHHIO OCHOBHBIMH

Pa3IUYHBIX BUIOB | HOPMAaTHUBHO-

JIOKYMEHTOB; MPaBOBBIMHU

-TpeOOBaHUs K JTOKyMEHTaMH B

TEKCTY obnactu

CITyKeOHBIX JTOKYMEHTHPOBAHHUS

JIOKYMEHTOB; - COCTaBJIAATh U

- obmue 0popMIIATH

npaBuia pa3uuHbIC BUIbI

OpraHHU3aLuH JTOKYMEHTOB;

paboThl C

JOKyMEHTaMH
IPOMEXYTO | - 00 OCHOBHBIX - IOJIb30BATHCS Hucrnumnuna, | Kommiekr
qHas HOJIOKEHHSIX 110 W3YyYCHHBIMU OTBETCTBEHHOC | TEOPETUYECK

JOKYMEHTHPOBAHU | CTaHIAPTU3UPOBAHHBI | Th, UX BOIIPOCOB

10 MU TEPMHHAMH; VMHHIUATHBA, K DK3aMEHY

yIIPaBICHYECKOM - IPUMEHATH Ha KOMMYHHUKa0e

JeSITeTbHOCTH; MPAKTHKE JBHOCTD,

- TSPMHUHOJIOTHIO B | TOCYJIapCTBEHHBIE BOCHUTAaHHOCT

obnactu CTaHJIapThl, IpyTrHUe b.

JIOKYMEHTAIUOHHO
ro ooecIeueHus
yIpaBJICHUS

- 0 TpaBHJIAX
odopMIIeHHUS
JIOKYMEHTOB;

- HOpMATHUBHBIC
JIOKYMEHTHI,
perIaMeHTHP YOI
1€ COCTaBJIEHUE U
odopmieHue
OpTaHU3aIMOHHO-
pacropsIUTeIbHbBI
X IOKYMEHTOB

- 00 yHUUKaIUN
U CTaHIapTHU3AIUU
YIPaBJICHYCCKUX
JIOKyMEHTOB

- (hopmpbl, METOBI
U CUCTEMBI
JIOKYMEHTHPOBaHH
13
- HOPSIJIOK
OpraHu3aI|H
JIOKYMCHTOB B

HOpMAaTHUBHBIE U
METOAMYECKHUE
JOKYMEHTHI,
periIaMeHTHPYIOIIHEe
OpraHu3aIHIo
JTOKYMEHTAI[HOHHOTO
obecreyeHus
YIpaBIIEHUS;

- COCTaBJIATh U
MPaBUWIBHO (B
COOTBETCTBHUH C
JNENCTBYIOIUMHA
HOpPMaTHBHBIMH
JIOKYMEHTaMH )
oopMIATH
OCHOBHBIE BH/IBI
OpraHu3aIMOHHO-
pacropsInuTeIbHBIX
JIOKYMEHTOB;

- BEITIOJTHATH
OTIpeJIeJIEHHBIE BHIBI
pabort 1o
opraHuzaiuu pador ¢
JTOKYMEHTaMH B
YUPEXKIEHUS;
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KOMILIEKCBI; - opopMIIATH
-3aKOHOJIaTeNIbHBIC | HOMEHKJIATYPY Jel U
aKThI U (dbopmupoBars ena B
HOpPMAaTHUBHBIC COOTBETCTBHUH C
JIOKYMEHTBI 110 HOMEHKJIaTYpOM JIelT;
OpraHu3aIu - OCYILIECTBIISATh
paboThI ¢ JOKYMEHTUPOBaHUE U
JOKYMCHTAIUECH; OpraHu3aIuio paboTHI
- npaBuUiIa | C IOKyMEHTaMU;
COCTaBJICHUS U - MI0JIb30BAThCS
0(OPMIICHUIO OCHOBHBIMH
pa3INYHBIX BUAOB | HOPMATHUBHO-
JIOKYMEHTOB; MPaBOBBIMHU
-TpeOOBaHUS K JOKYMEHTaMH B
TEKCTY obnactu

CITY>KEOHBIX JTOKYMEHTUPOBAHHUSI
JIOKYMEHTOB; - COCTaBJISATh
- obmue 0popMIIATH

npaBuia pa3IuYHbIC BUIbI
OpraHu3aIu JIOKYMEHTOB;
paboThl ¢

JIOKYMEHTaMHU

Kpurepun oueHku 3HAHUM

1. Kputepum oueHku no pedepary:

—OLIEHKA «OTJIMYHOY» BBICTABIISIETCA CTYACHTY, €CJIM BbIOpaHHAsi TeMa aKTyallbHa, B TEKCTE
OHa TPENCTaBJIeHAa JIOTMYHO, MOJHOTAa W TIYOWHA PACKPBITHS OCHOBHBIX TOHSITHH MPOOIIEMBI.
yMeHHE paboTaTh C TUTEPATypOM, CUCTEMAaTU3HPOBATh U CTPYKTYPUPOBATh MaTepuas BeipaxeHo
CBOC OTHOIIICHHE K TEME W OINMCAHbI COOCTBCHHBIC OPUTHHAIBHBIE UeH. [IpUBIeUeHBI HOBEHIIIE
paboTel Mo npobieme (KypHalbHbIE MyOJIMKAIMU, MaTepuanbl COOPHUKOB HAayUHBIX TPYJIOB U
T.1.). TpeOboBanmsi k odopmicHHO pedepata coONMOACHBI. BbinepikaH TUTEpaTypHBIA CTHIIb.
OtcyrcTBUE Opdorpapuueckiux U CHHTAKCHYECKUX OIIUOOK, CTHIIMCTUYECKUX MOTPEIIHOCTEIH;

- OLIEHKA «XOPOIII0» BBICTABISETCS CTYIEHTY, €CIIM BBIPAKEHA aKTYaIIbHOCTH BBHIOPaHHOM
TeMbl. JIoruyHOCTh H3MOkeHHs. TemMa pacKphiTa HEIOCTaTOYHO MOJHO. OOBEM COOTBETCTBYET
TpeOOBaHUSAM K JAHHOMY BHAY paboT. HemocTtaTo4HO apryMeHTHpPOBaHBI COOCTBEHHBIE HJICH.
TpeboBanuss k odopmieHuto pedepara cobmoaeHbl. BoiaepxkaH IUTEpaTypHBIA CTHIIb.
OtcytctBue opdorpa@uiyecKkux U CHHTAKCUYECKUX OMIMOOK, CTUITMCTUYECKUX TOTPEITHOCTEH;

—OILIGHKa «yJIOBIETBOPUTEIHHO» BBICTABISAETCS CTYIACHTY, €CIU: BHIOpaHHas TeMma
aKTyaJlbHa, HO HEJOCTAaTOYHO TOJHO packpeita. OObeM HE COOTBETCTBYET TpeOOBAaHUAM K
naHHOMYy BuUay pabot. Crnabo oTpakeHbl COOCTBEHHBIE MJIEH, HO TEKCT BBICTPOEH JIOTUYHO H
nocienoBarenbHo. TpeboBanus k oopmieHuto pedepara coOmoeHbl YyacTuuHo. He Beinepxkan
nuTepaTypHblii  cTuib. [IpucyTcTByoT opdorpaduueckue W - CHUHTAaKCHMYECKHME OILIUOKH,
CTHIIMCTUYECKHE TIOTPEIITHOCTH;

—OILIGHKAa «HEYIOBJIECTBOPUTEIHHO» BBICTABISETCA CTYACHTY, €CIU OH HE MPEeJOCTaBUI
pabory.

2. Kputepuu olleHKH YCTHOT0 ONPoca (AUCKYCCHHI/KONJI0OKBHYMOB/co0eceJ0OBaAHUS):

—OlIEHKA «OTJIMYHO» BBICTABIIICTCS CTYAEHTY, €CIM OH TJIYOOKO W3Yy4Mi Y4eOHBIH
MaTepuall W JUTEeparypy MO TpolieMe, TOCIeIOBAaTEeIbHO W HCYEPIBIBAIONIC OTBEYaeT Ha
MOCTaBIIEHHBIE BOIPOCHI;

—OIIEHKA «XOPOIII0» BBHICTABIISIETCS CTYIEHTY, €CITH OH TBEP/IO 3HACT MaTepHal H OTBEYAET
0€3 HaBOAIINX BOMPOCOB, pa30HpaeTcs B TUTEPATYpE MO Mpodeme;

—OIIEHKA «YJOBIIETBOPUTEIHHOY» BBICTABIISIETCS CTYIEHTY, €CIIM OH 3HAET JIUIIhL OCHOBHOU
MaTepual, IyTaeTcs B JIUTepaType Mo NpodiemMe, a Ha 3aJaHHbIE BOIPOCHI OTBEYAET
HEJ0CTATOYHO YETKO U TOJHO;
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—OLIEHKa «HEYJOBJIETBOPUTEIBHO» BBICTABISAETCS CTYIEHTY, €CIM OH HE YCBOMII
OCHOBHOI'O MaTepuaya, He CMOTI JOCTAaTOYHO IOJHO U IPaBWJIBHO OTBETUTh HA IOCTaBJICHHbBIE
BOIIPOCHI, HE 3HAET JIUTEPATYPHI 0 Mpodieme.

3. Kpurtepuu ouneHKH NpH pelieHN U KelcoB

OuneHka «32a4TEHO0» BbICTABJISIETCH CTY/JAEHTY, eCJIu:

—3a/1aHUe BBIMIOJHEHO M OTJIMYAETCS TIYOMHON M CONEpKATEeIbHOCTHIO, TAaHHBIC JIOTUYHO
MIOCTPOCHHBIE, TIIOJIHBIE, JaHbl HCYEPHBIBAIOIINE OTBETHI, JEMOHCTPUPYET MpUMEHEHHUE
AQHAJIMTUYECKOTO U TBOPYECKOTO MOAXO0/I0B;

—CTYJEHT IEMOHCTPUPYET YMEHHE BECTU HAYYHYIO JUCKYCCHIO.

OneHka «He 324TEHO0» BbICTABJISIETCH CTYACHTY, €CJIU:

—CTYJCHTOM HE pacKpbhITO COJEpXaHHe 3aJaHus, OOHApY)KEHO He3HAHUE WU
HENOHMMAHHE CYITHOCTH BOIIPOCOB;

—IOMYILEHBI CYIIeCTBEHHBIE (DaKTHUECKHE OIIMOKU IIPU OTBETAaX Ha BOIIPOCHI,

—Ha JIONOJHUTENbHbBIE BOIPOCHI CTYJIEHT 3aTPYAHSIETCS JaThb OTBET WJIM €T HEBEPHBIE
OTBETHI.

7.3. OnleHOYHbBIE CPeACTBA VISl MPOBEAeHUS TeKYylel aTTecTanun

Te3aypyc. Te3zaypyc M03BOISET BBIIBUTh CMBICII HE TOJBKO C MOMOILBIO ONPEAEIICHUS, HO
U MIOCPEJICTBOM COOTHECEHUS CJIOBA C APYTMMU NOHATUSMHU U UX TPYIIIaMHU.

Tembl pedepaToB

1.ITonsiTHE O JOKYMEHTaX, Cloco0ax TOKYMEHTUPOBAHUSI, HOCUTENSX UH(opMauu

2. [TonaTne 0 PyHKIUAX JOKYMEHTA

3 [Ipu3Haku u CTpyKTypa JOKyMEHTa

4. VYHu¢ukauys u ctaniapTu3anus 10KyMEHTOB.

5 YHUPUUUPOBAHHBIE CUCTEMBI IOKYMEHTALUU

6 dopmyisip-oOpasern opraHu3anuOHHO-PACTIOPIIUTEIHLHOTO TOKYMEHTA

7. TpeGoBanust kK OQOPMIICHHIO PEKBU3UTOB OpPraHU3aLMOHHO-PACIIOPSIUTEIbHBIX
JTOKYMEHTOB

8. IIpaBuna o¢opmileHUS OCHOBHBIX BHJOB OpPraHU3ALMOHHO-PACIIOPAIUTEIbHBIX
JTOKYMEHTOB

9. CripaBo4HO-UH(OPMAIIIOHHBIE IOKYMEHTbI

10.  Cuyx06a 1OKyMEHTallMOHHOTO 00eCIeUeHUs YIPaBICHUS.

11.  TpeOGoBaHus K OpraHU3aLUU JOKYMEHTOOOOpOTA

12.  Tlpumem mocTymaronmx J0KYMEHTOB, OpPraHU3aIUs IOCTaBKU JOKYMEHTOB

13.  TpeOGoBanus K OpraHM3allid XpaHEHUS HCIOJHEHHBIX JOKYMEHTOB B
JETONPOU3BOACTBE.

14. Homenkinarypa nen

15. TpeboBanust kK pOpMUPOBAHUIO JI€JT B JEIONPOU3BOICTBE

Bonpoce! 1J1s1 yCTHOTO 0TBeTa (AMCKYCCHH) 110 TeMaM:
1./laliTe xapaKTEpUCTHKY OCHOBHBIX HCTOPHYECKHMX 3TallOB Ppa3BUTHUS JEJONPOU3BOJACTBA B
Poccun.
2. JlaifTe xapaKTepUCTHKY JeI0Npon3BocTBa B [IpeBHeit Pycu.
3. JlaiiTe XapaKTepUCTUKY IIPUKA3HOTO JIEJIONPOU3BOJICTBA.
4. JlaiiTe XapaKTEepUCTUKY KOJUIEKCKOTO JI€JIONPOU3BO/ICTBA.
5. JlaiiTe XapaKTepUCTUKY MUHUCTEPCKOTO JEJIONPOU3BOICTBA.
6. JlaiiTe XapakTEpUCTHUKY EJIONMPOU3BOACTBA B MEPBOM MOOBUHE XX B.
7. JaiTe XapaKTEepUCTUKY JAEIONPOU3BOJACTBA BO BTOPOH MMooBUHE XX B.
8. UTo Takoe Ae10onponu3BOJCTBO U KAKOBBI BAXKHEUIIINE €r0 COCTABIISIIOIINE?
9. HazoBuTe 1ienu, 3a1a4i 1 OCHOBHBIE IIPUHLIUIIBI COBPEMEHHOTO JIETIONPOU3BO/ICTBA.
10. Onpenennute MECTO AEIOMPOU3BOJICTBA B CTPYKTYPE YIPABICHYECKOTO TPYIA.
11. Ha3zoBuTe OCHOBHBIE MPUHIMIIBI OPraHU3aLMH COBPEMEHHOIO JEJIONPON3BOACTBA.
12. OxapakTepu3yiiTe HOpMaTUBHO-IIPaBOBYIO 0a3y COBPEMEHHOIO JeJIONPON3BOACTBA.
13. KakoBbI OCHOBHBIE 33J]a4H JIOKYMEHTOBEACHUs?
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14. IlepeuncinuTe OCHOBHBIE HOPMATHUBHO-METOJIMWYECKHE JOKYMEHTBI, KOTOPBIMU CIIEIYET
PYKOBOJICTBOBATKLCS B 00JIaCTH JeI0Npon3BoicTBa B Poccuiickoit deneparuu.
15. CpaBHuTe cTapoe M HOBOE 3HAUYEHHUS TEPMHHA «IENIONPOU3BOACTBO». OOBICHUTE, B 4eM
3aKJII0YAeTCsl UX pa3jinyue.
16. O6ocHyliTe HEOOXOIUMOCTh YHU(UKALMHU U CTAaHAAPTU3AMH JOKYMEHTO000pOTA.
17. TlomymaiiTe, Kakue OpraHU3alMOHHBIE MEpbl B HAWOOJBINCH CTENEHH CIIOCOOCTBYIOT
YCIICIITHOM OpraHU3allii COBPEMEHHOTO JeI0Npou3BoAcTBa. OOOCHYITE CBOM OTBET.
18. [laiiTe onpeneneHre 10KyMEHTa U TOKYMEHTUPOBAHHUS.
19. Kakue MaTepraabHble HOCUTEIN UCIIONb3YIOTCS JUIsl JOKYMEHTHPOBAHUS?
20. IlosicauTe oOmue u cnenuaibHble PYyHKIMU ToKyMeHTa. JlaiTe kiaccuukanuio JOKyMEHTOB
no cepe ux ucnonp3oBanus. [lpuBeanure kaaccuuKanuio JOKYMEHTOB IO CTENEHU TNIACHOCTH
(rpucdy orpaHUYECHHS TOCTYTIA).
21. Kakoe mecTo 3aHUMAIOT HH(OpPMAIIHS U JOKYMEHTHI B COBPEMEHHOW CHUCTEME YIIPaBICHHS?
22. Kakue cymecTByOT (GOpMBI YIpaBICHUS OPraHU3AIUSAMH M KaK OHU BIHAIOT Ha (OPMBI
JOKYMEHTUPOBAaHUS M COCTAaB JOKYMEHTOB, IPUMEHSIEMBIX B YIIPaBICHUYECKOH IESATEIbHOCTH
Opranu3anuu?
23. KakoBa OCHOBHasi IeJib YHU(UKALUK YyIpaBICHUECKON noKkymeHTanuu? KakoBbl OCHOBHEIE
3aJlayy COBEPIIECHCTBOBAHUS COAepx aHUsI U (POPM TOKYMEHTOB?
24. Ha xakue OCHOBHBIE IPYIIIBI MOXHO Pa3/IeIUTh KOMIUIEKC JOKYMEHTOB, PErJIaMEHTUPYIOLINX
BONIPOCHI BeneHUs: aenomnpou3BoactBa B Poccuiickoit ®denepauuun? Jlaiite XapaKTepUCTHKY
JOKYMEHTaM KaXKJ[0¥ TPYIIIHI.
25. W3yuute omnpenencHUs MOHATUS <«JOKyMeHT». Kakoe ToinkoBaHue siBIsieTcss Hauboiee
TOYHBIM, Ha Bam B3rsi? OOOCHYHTE CBOW OTBET.
26. O0BACHUTE B3aUMOCBSI3b MEXKIY BUIOM, CBOMCTBOM U (DYyHKIIHEH TOKYMEHTA.
27. Kakue peKBU3HUTHI OTHOCSTCS K MMOCTOAHHBIM? Kakue peKBU3UTHI SABIISIOTCS 00513aTEIbHBIMU?
28. Uto sBisieTcss OCHOBOW i MpOEKTUpOBaHUs OnaHka nokymeHTta? J[ns odopMieHHs Kakux
BUJIOB JJOKYMEHTOB HCIOJIb3yeTCs 00muii O1ank?
29. Kakue [OKyMEHTbI OTHOCSITCS K OpraHU3allMOHHBIM?
30. B gyem 3axmrouaeTcs OCOOCHHOCTh O(OPMIICHHSI 3arojOBKa K TEKCTY B OPTraHU3AI[MOHHBIX
JOKyMeHTax?
31. Kakue cBefieHMsI IOJIKHBI COJIEPKAThCS B TEKCTE YUPEIAUTEIBHBIX JOKYMEHTOB?
32. C xako# 11eNbI0 CO3JJal0TCS TUIOBBIE U IPUMEPHBIE OpraHU3aIMOHHbIE TOKYMEHTHI?
33. B uem cocTOMUT pa3nnyMe TaKUX JIOKYMEHTOB, KaK IITATHOE PAcCHUCAHHE U CTPYKTypa U
ITaTHAas! YMCIIEHHOCTh?
34. Tlouemy JOKHOCTHAsi HMHCTPYKIUS HE COCTaBISETCS JJIs KaTEeropuM  CIy>Kallux
«pykoBoauTenu»? UYUTO JOIDKHO COAEpkKaTbCAd B TEKCTE KaXJIOro pasjaena JOJIKHOCTHOU
UHCTPYKLUN?
35. Kakue BuIbl  OpPraHU3ALMOHHO-PACIOPSIUTENBHBIX  JIOKYMEHTOB  OTHOCSTCA K
pacnopsautensHeiM? [loueMy pacniopsauTeNbHbIE JOKYMEHTBI OTHOCSATCS K TPABOBBIM aKTam?
36. B xakoii ¢hopMe U3JaI0TCSi COBMECTHBIE PaCTIOPSAUTENbHBIE TOKYMEHTHI?
37. Kakue ObIBatOT BUJIbI TPUKA30B?
38. Kax Ha3bIBaeTcs ciy»0a, OCyIIECTBIAIONIAsT JOKYyMEHTAllMOHHOE 00eclieueHUe YIpaBlIeH!s], B
3aBUCHUMOCTH OT IPUHAJUIEKHOCTU K ONPEEIIEHHON IrpyIIe opraHu3anuii?
39. Opranusanus onepaTUBHOTO XPaHEHUSI IOKYMEHTOB.
40. ITopsnok nepenayu TOKYMEHTOB B apXUB WM Ha YHUUYTOXKEHUE.

AHaJu3 Npo0JIeMHBIX CUTy AN

Jns npoBeneHus aHanu3a MPOOJIEMHOM CHUTyallMM HEOOXOIUMO MpPEXKIe BCEro YETKO
c(OpMyIHPOBAThH CYIIHOCTh TPOOJIEMBI U ONUCATh CUTYAIUIO, B KOTOPOH OHA UMEET MECTO.

CopepxaHueM aHanu3a NpoOJIeMHON CUTYallUU SBISETCS:

1) ompeneneHue CymecTBOBaHUS MpoOJEMbl, T.e. YCTAaHOBJEHHE, €CTh JHU B
JENCTBUTEITLHOCTH TIPOOJIEMa WM OHA SIBIISIETCS MHUMOM;

2) omnpenenieHrue HOBU3HBI MPOOIEMHON CUTYallUH;

3) ycTaHOBIIEHHE IPUYUH BO3HUKHOBEHUS MMPOOJIEMHON CUTYaIUH;

4) onpezeneHue B3aUMOCBS3U C APYTUMU NIPOOIEMaMH;
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5) ompexneneHHEe CTEMEHM TOJHOTHI W JIOCTOBEPHOCTH HWHGPOpPMALUU O MPOOIEMHOM
CUTyaluH;

6) omnpeneneHre BO3MOKHOCTH Pa3peUIMMOCTH POOIIEMBI.

KEMC-3ananune 1: Kommanuss «M...» 3aHuMaercs pa3paboTKamMH POrPaMMHOTO
obecrieyeHus1. 3apmiiaTa mepcoHalia HampsiMylo 3aBUCUT OT KOJIMUYECTBA BBHIIIOJHEHHBIX 3aKa30B. B
HocjaelHee BpeMsl B OpraHu3allui HaOJIOJAJICAd POCT 3aKa30B, M COTPYIHHKAM MPUXOAUIOCH
MHOro paborath. Jmutpuii B. — Begymmuii paspaboTunk. Tak moxydnsinoce, 4To B caMblii pas3rap
paloThI OH cJIOMaJl HOTY M Mecsl ObUT Ha 00JbHUYHOM, HO padoTain yfaneHHo u3 qoma. [loatomy
PYKOBOJIUTENb OIUIATHJ €My HE OOJbHHYHBINA, a BBIMOJHEHHBIE MPOEKTHI (TO €CTh COTPYTHHK
HOJTy4YMJI TTOJIHYIO 3apIulaTy co BceMH OoHycamu). Ho yaaneHHO He ObLIO BO3MOXHOCTH PELIUTh
HEKOTOpBIC BONPOCHI, U JIMUTpHii BbIIeN Ha pabOTy B BBIXOJHOH MO CBOCH MHHUIIMATHUBE, YTOOBI
JOJENaTh TO, YTO HE YCIEJI, HO 3a YTO YK€ IOJy4nII OIUIATY.

Yepes kakoe-TO BpeMsi PyKOBOJIUTENb NONPOCHI JIMUTpHS BBINTH B BBIXOJHOW JI€HB, TaK
KaK CPOYHO HYXHO ObUIO 3aKOHUYUTH NpoekT. OH cornacuwica. Ho cnyers Bpems [Imutpuii cran
TpeboBaTh /ABa OTTyjia 3a paboTy B BBIXOAHBIE. PyKoBOAMTENb OTKa3as, OOBSICHAA, YTO €My
IIOJIO’KEH TOJIbKO ouH. [Tpon3somen KoH(GIUKT, KOTOPBIN NpUBEN K TOMY, 4To JIMUTpuil Hanucan
3asgBlIeHHE 00 yBOJNIbHEHHH. HawdanbHHK OOpaTmiics 3a MOMOIIBIO K JUPEKTOPY IO IMEepCoHay
HOmuu K., yToOBI OHa omoria eMy yperyiupoBaTh KOHQIUKT U 00bACHUTH [IMUTPHIO, UTO €My
JEHUCTBUTENBHO MOJIOKEH OJAUH OTTYIL.

3ananue. Ilomorure IOmmm K. HaliTM BBIXOX M3 CIOXKUBLICHCS cuTyauuu. To ecTb
MIPEIJIOKUTE CBOE pELIEHUE Kelica, OTBETHB Ha CcieAylollue Bompockl: — B uyem ommOka
pykoBonuTens u B ueM He npaB [Jmurpuii? — Kak HOnuu oOBSICHUTH COTPYIAHMKY, YTO €My
MIOJIOXKEH OJMH OTTYJ, U HE JAeMOTHBUpPOBaTh npu 3ToM? — Kak opranusoBarh paboTy, 4TOOBI
TaKMX CUTyalil HE IPOUCXOAUII0?

JlaHHbIil KeHC JOJKEH OBITh peUleH ¢ MO3MLMHA JOKYMEHTAllMOHHOIO O00eCHedYeHUsI
YIIPaBICHUS.

KEMC-3ananue 2: 3A0 «Cenena» mnomydaer or OAO «MepKypuii» pexIaMHYIO
OpolItopy, MPEICTABIAIOLIYI0 000rpeBaTelIbHbIE

puOOpbI, KOTOPbIE MOIJIM Obl HAMTHU IPUMEHEHNE B TEINIMYHOM XO3SICTBE.

Ha coBemanuu 1o ncnosab30BaHUIO 3TUX TPUOOPOB BBISICHUIIOCH, YTO JJIS IPUHSATHS

OKOHYATEIBHOTO PEHICHUs] HE0OXOAUMBI 0oJiee TOHBIEC TaHHBIE TI0 BCEM TOBapaM JaHHON
IPYIIIBI, TAKXKE

NPEUCKYpaHT LIEH C YKa3aHUEM YCJIOBUM MOCTaBKH.

3ananue: CocTtaBbTe MPOEKT ciayxeOHoro muchMma B cekperapuar OAO «Mepkypuii» c
3ampocoM Oosee moipoOHOM HH(pOPMAIUU O TAHHOM TOBape.

KEHNC-3ananue 3: Ilo Bume Gyxrantepun cotpynnukam 3AO «CeneHa» B TeKyIleM
Mecsile Obla 3ajep’kaHa BbIIUIaTa 3apa0oOTHOM Iuiarel. [MaBHBIA Oyxrantep HHQOPMHUpYET
aupektopa 3A0 0 TOM, 4TO 3ajiepKKa HAJIMYHOCTU Oblja CBsi3aHa C ono3aaHueM Ha cueT 3A0
JICHEKHBIX CPEJICTB OT MPENNPUATHI-TapTHEPOB.

3ananue: B posn Oyxrantepa 3anoinHuTe GOpMyIsip ciaykeOHON 3aMucKy.

KEWC-3ananue 4: Bamum paboTtonaTenem SIBIIAETCS WHIUBUTyaJIbHBIN
npeanpuHuMarens. Bel mpopaboranu 7 qHEH.

[Tpu sToMm pabota sBisiercs uig Bac ocHoBHO# (¢T.66 TK PO).

3anaHue:

1. OO6s3aH 1M WHAMBUIYaAJIbHBIM NpeINpUHUMATENIb BECTHU Ha paOOTHUKA TPYAOBYIO
KHWKKY B JJaHHOHM CUTyaluu?

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

IIpakTnyeckue 3agaHus

3aoanue 1.. Cutyauus

3amectutens aupekropa OOO «3Jrtanon» (3apeructpupoBaHo B T.IlerpozaBojcke)
[I.L.AGpamoB 1 nekaOps Tekyllero rojaa u3aaj ykazaHue o rpaduke OTIyCKOB Ha CIEIYHOIIH
KaJIEHAAPHBIA T0J, COTJIaCHO KOTOPOMY PYKOBOJUTENN CTPYKTYPHBIX MOAPA3IEICHUM JTOJIKHBI
MPECTaBUTh B OTJAENT KaJpOB CHUCKA COTPYIHUKOB C YKa3aHHEM IIPENI0JIaraéMoro Cpoka
OYEepeIHOTO OTIIyCKa B CleayoleM KaleHaapHoM ronxy. Cpok mpencTtaBieHus cnuckos — 10
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nexabps Tekymiero roja. OTmeny KaapoB YKa3aHHEM MPEAMHUCHIBACTCS COCTaBUTH CBOJHBIM
rpadguk oTmyckoB paboTHMkoB OOO Ha cienyronui KajleHIapHBIA TOJ W IepefaaTh €ro B
TUPEKINI0 Ha yTBepkaeHue. OTBETCTBEHHBIM 3a COCTaBJICHHWE Tpaduka Ha3HAYCH HadallbHUK
otnena kaapos [lankpatora O.FO. Cpok npeacrasieHus rpaduka — 20 gexadpsi TEKYIIEro rojaa.

VYkazaHnue ObUIO 3aBH3UPOBAHO HAYATHHUKOM OTJENa KaJpOB, TJIaBHBIM OyXTalTEpoM,
FOPUCKOHCYJIBTOM.

3aodanue 2. Curyauus:

00O «JTura» (MockBa, 123465, yin. Mapoceiika, a.15, ten. 384-05-90, daxc: 384-05-90)
3aIUTaHUPOBAJIO MpoBeeHue Bceepoccuiickoil poxkaecTBeHCKON sspMapku o0yBu ¢ 10 HOsOps 1o
31 nexabOpsi Tekymero roma. OmHako B cBsa3u ¢ TeM, uro OOO «Jlura» He pacronaraio
JOCTaTOYHBIMH TIIOMAIASIMH ISl TIPOBEACHUS SpMapKH, VICIIONHUTENBHBIA AUPEKTOp OOIIecTBa
A.A.KoueTkoB BeIHYXeH ObLT 00paTtuThes K JlupekTopy Beepoccuiickoro BbICTaBOYHOTO IIEHTPa
T.K.TypoBy ¢ mpocb6oii 0 mpenocraieHun oOiiectBy B apeHay 300-400 kB.M BBICTAaBOYHOM
IUIOLIA/IA U TapaHTHEN OILIATHI.

3adanue 3. Curyanus:

3A0 «llonurpad» BBIIOJHUIO 3aKa3 HA U3TOTOBIICHHE PEKIAMHBIX MaTtepuaios ais OO0
«Ctpoutens». MHpOpManus o BBHIIOJHEHUU 3aKa3a OblIa MepefaHa IMOCPEACTBOM COCTABICHUS
tenedoHorpammel, B kKoTopoit 3A0 «Ilomurpad» Takke mMpoCUiIo OIIATUTh BHICTABICHHBIA CUET B
cpok gm0 20 pnekalOpsi Tekymero roga. Teneponorpamma ObUIa MOJANMUCAHA 3aMECTUTEIEM
nupektopa 3.M.COoHUHBIM U TIepe/laHa ero CEKPeTapeM.

3aodanue 4. Curyanus:

17 sHBapsi TEKyIero roja B aapec 3aBojia MO PEMOHTY YacOB M IOBEIHPHBIX H3JEIHM
pUOBLTA TTOCBUTKA C 3aBOJIa-TIOCTABIUKA, TIPH BCKPBITHH KOTOPOH OBLIO 00HAPYKEHO OTCYTCTBUE
JIBEHAIIaTU KOPITYCOB JUIsl 4acOoB Mapku «MoHUs», YMCIUBIINXCA 10 HakinaaHo Ne 18 ot 24
OKTSIOpsT Tpensiaymero roxa. s moaTBepkaeHUS MaHHOTO (akTa Ha OCHOBAaHWM IPHUKa3a
nupektopa 3aBoga Ne 12 or 18 sHBaps Tekyimiero rojga Oblla CO34aHa KOMHCCUS TIOJ
Ipe/iceaaTeabCTBOM HavyalbHUKa oTaena cHabOxenust Kaprenko E.II. u uneHoB komuccuu
umxenepa [1aBinosa A.P. u 3aB.cxiagom Ne 1 Kynpsimosa P.B. Komuccueit 6bu1 coctaBien akr 21
STHBapsl TEKYIIEro roja, B KOTOPOM COJEPXAJICS BBIBOJ O TOM, YTO 3aBOAMNOCTABIIMUK JOJKEH
MIOCTaBUTh HEIOCTAOIIee KOJINYECTBO KOPIMYCOB K YacaM. AKT BCTYIHUJ B JIEHCTBHE C MOMEHTa
yTBepxkaAeHU (22 stHBaps T.T.) AUpeKkTopoM 3aBoaa b.M.PomanoBbIM.

3aoanue 5. Curyanus:

Hupexkrop OO0 «Meuray [lonskoB B.M. 10 okTs0ps Texyiiero roga u3aan MpUKa3 o
MPOBEACHUN WHBEHTapU3allMi TOBAPHO-MATEPHAIIbHBIX LIEHHOCTEH Ha ckiaae npeanpudarus. OH
Ha3HA4YMJI KOMHUCCHIO TIOJ] TIPEICENaTeIhbCTBOM KoMMeEpUeckoro aupekropa 3onorapesa E.W. . B
COCTaB KOMHUCCHUU BOLUIM TIJaBHbIM Oyxrantep Bonmomuna E.H. u Oyxrantep MBanosa B.C. . B
npuka3e ObUIO TOPYYEHO MPENCTAaBUTh Ha YTBEPXKIACHUE JOKYMEHTHI CKJIQJCKOTO yd4era (I0
cOoCTOSIHMIO Ha 1 OKTAOps) M OT4EeTHl 00 OCTaTKaxXx TOBApHO-MAaTEepPHAIbHBIX IIEHHOCTEH (110
cocrosiHMIo Ha 10 oxTsa0psi) k 15 okTsa0ps. IIpoexkT mpuka3za OblUT 3aBU3MPOBAH 3KOHOMHCTOM
npennpusatus Mutunoit O.A.

3aoanue 6. Cutyauus:

Anpecyiite muceMo BO BHemrHeskoHomudeckoe o0benuHeHUEe «TexmammKcemnopTy,
I'enepanbubiii nupextop Tumodees A.C. no agpecy : 1.23 yn.Cperenka, Mocksa, 123290

3aoanue 7 Curyauus:

Odopmure moanuch Ha JIOKYMEHTE, €CJIM W3BECTHO, YTO €ro MOAMNKcaja KOMHCCHS B
COCTaBe:

IIpencenarens — ['maBubiii nunxxeHnep Kapnos B.C.

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

Oxonomuct OT3 Kopones B.C.

3aodanue 8. Curyanus:

CocTaBpTe JOKIAAHYIO 3alUCKy O KOMaHAMPOBAaHMM pPAOOTHUKOB Ha CHMIIO3UYM.
OcranbHble PEKBU3UTHI YKAKUTE CAMOCTOSATEIBHO.

3aoanue 9. Curyauus:
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CocraBbre 3asBieHue Ha uMs aupektopa [10 «Cnasay o npueme Ha padoty M.A. lBaHnoBa
Ha JIOJDKHOCTH Oyxrantepa. OcTanbHble JaHHbIE YKaKUTE CAMOCTOSITENILHO.

Ilpou3eoocmeennvie 3a0auu

1. Pa3zpaborats OG1aHK 0OIIECTBA C OTpaHUYCHHOM 0TBETCTBEHHOCTHIO (O1ank OO0 «...»)

2. PazpaboTaTh O61aHK OTKPHITOTO akiinoHepHOTo obmecTBa (01ank OAO «...»)

3. Pa3pabotats Gi1aHK MHAMBUIYATLHOTO NIpeAnpuHuMatens (omank UIT)

4. CocraBbTe TMHUCHMO-TIPOCKOY 3aKpBITOro akmuoHepHoro obmectBa «KPAC-mebensy B
KOMUTET BHEIIHEAKOHOMUYECKUX CBSI3€H aJMUHUCTPALMM OOJIACTH O BBIICJICHUM JUICH3UU Ha
nocraBky B Kurait 4000 T Metayuia B CBSI3M C 3aKJIIOYEHHEM KOHTPAKTa ¢ OOBEIMHEHHEM I10
MEXAYHApPOJAHOMY COTPYIHHUYECTBY Ha CTPOMUTEILCTBO JAEBITHAITAXKHOIO OOIICKUTHS B
Kpacnomape. CorimacHo KOHTPakTy OIUIaTa BBIOJHEHHBIX pPa0OT OyJaeT MPOW3BOIUTHCS
POCCUUCKUMHU PYOIISIMU U MaTepUaIaMH.

5. CocraBbTe JOKJIAIHYIO 3alHMCKYy HAdalbHUKA OT/ENIa PYKOBOJUTEIIO HPEANPHUSATHS O
(hakTe HEBBIMOJIHEHHSI PACHIOPSKEHHSI O MOHTa)Ke 00OPYIOBaHMS Ha y4acTKe 10 IpUYHHE c1aboro
KOHTPOJISl CO CTOPOHBI IITABHOTO MEXAaHHUKA.

6. CocTtaBuTh ycTaB oOpraHuzalu (MPearnpHusaTHs) 000N OpraHU3aIIOHHO-TIPABOBOM
¢dopMeI 110 Bamiemy BeiOOpy. OhopMHTh Ha ycTaBe HEOOXOIUMBIC TIOMUCH i OTMETKH.

7. CoctaBuTh aBTOOHOTpadHIO

8. CocraBuTh 00pa3er] HOMEHKIIATYPHI JIE]I OPTaHU3aIIH.

7.4. OuleHO4YHBbIE CPEACTB /1JIsl MPOBeIeHUs] MPOMEKYTOUHON aTTeCTAlNU
[TpomMexyTouHas aTTecTalus —3a4eT

7.4.1. IlpumepHbIe BONPOCHI /1Jisl IPOBeAEHUS MPOMEKYTOUHOI aTTecTannu (3a4er)

1. KakoB npeaMer JOKYMEHTAIlMOHHOTO O0eCTieueHus yrpaBieHus?

2. Kak cBf3aHO JOKyMEHTAl[MOHHOE OOecreueHUe YIPaBICHHUs C JOKYMEHTOBEAECHUEM,
JIEJIONPOU3BOJICTBOM,

apXUBOBEIACHUEM?

3. Kakyto posib urpaer JOKyMEHTAllMOHHOE 00ecleYeHHEe B YNpPaBICHUH COBPEMEHHBIMU
OpraHu3aLusIMu?

4. Kakue HOpPMATHBHO-TIPaBOBBIE AKThl PETYIHUPYIOT JOKYMEHTAIlMOHHOE OOecreueHue
yIpaBIICHUS?

5. KakoBa mnpakTuyeckass 3HAYMMOCTh Y4€OHOW JUCIUIUIMHBI «IOKYMEHTAIlMOHHOE
obecriedeHre ynpaBiaeHUs»?

6. Kakoit o0beM u conepxaHue UMEIOT MOHATUS «UHDOPMAIUS» U «ITOKYMEHT»?

7. Kakyto poib urpaet nnpopmanus B ooecrieyeHun 3pGeKTUBHOTO YIpaBiIeHNs?

8. KakoBBI HCTOYHUKH TOJTydEHHsI YIIpaBIeHYeCKOH HHpopMaIim?

9. KakoBbl Ha3HaueHHE U GYHKLIUHU CIYXKO JOKYMEHTAIMOHHOTO 00eCeUyeHHs yIpaBIeHUs
B COBPEMEHHBIX OpraHu3anusax?

10. UYro Takoe «cucTeMa JIOKYMEHTAUUU» U  «yHU(UIUPOBaHHas CcHUCTEMa
JTIOKYMEHTAIUN»?

11. Kakue Buabl ympaBlIeHUECKHX JIOKYMEHTOB BKIOYAaeT B ceds YHU(UIMpPOBaHHAS
cucTema

OpraHU3alMOHHO-PACIIOPSAAUTEILHON JOKYMEHTAUHN?

12 TloHsATHE: «PEKBU3UT» JOKYMEHTA.

13. Yro Takoe TOCTOSIHHBIE W IIEPEMEHHBIE PEKBU3UTBHl  OPraHU3alMOHHO-
pacrnopsIuTeIbHON

JIOKyMeHTauuu?

14. KakoB cOCTaB TOCTOSHHBIX W IIEPEMEHHBIX PEKBU3UTOB OPraHU3alMOHHO-
pacnopsAUTENbHON JOKYMEHTAIUU?

15. Kakue pexkBU3UTBl HCIOJB3YIOTCS B 3arOJIOBOYHOM 4YacTH OpraHU3alMOHHO-
pacnopsAUTENbHBIX TOKYMEHTOB?

16. Kakme peKkBH3UTHI MCHOJB3YKOTCS B COAEPKATEIBHOM YAaCTH OpPaHHU3ALUOHHO-
pacnopsAUTENbHBIX TOKYMEHTOB?
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17. Kakue peKBU3UTHI HCIOIB3YIOTCS B OGOPMIAIONICH YacTH OpraHW3alMOHHO-
pacnopsIANTENbHBIX T0OKYMEHTOB?

18. KakoBbl TpeGoBaHus K 0pOPMIICHHIO TPUKA30B IO OCHOBHOM J1€ATEILHOCTH?

19. Kak opopMHUTh BBITUCKY W3 MpHUKa3a?

20. Kak oopmuts pemierue?

21. Kak oopMuTh mocTaHOBICHUE?

22. Yto coboil mpeacTaBiseT Y CTaB OpraHu3anun’?

23.KakoBbI OCHOBHBIE TPEOOBaHMSI K COCTaBICHUIO U 0(OPMIICHHIO Y CTaB OpraHu3aluu?

24. Kak opopmuts [lonoxenne o0 oTaesne nin ciryx0e opranuzanuu?

25. Kak opopMuTh mraTHOE pacnucanue?

26. Kakue TpeOoBaHUS MPEABSIBISIOTCS K 0QOPMIICHUIO JOTOBOPa, KOHTPAaKTa?

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

28. Kakue TpeOoBaHUS MPEABSIBISIOTCS K 0QOPMIICHUIO TPOTOKOJA?

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

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

31. 13 kakux 4acTeil CKJIaIbIBACTCs JOKYMEHTOOOOPOT OpraHU3aIiu?

32. KakoBslI 3Tamnsl paboThl ¢ BXOISAIMIUMH TOKYMEHTaMU?

33. Kak cTpoutcs paboTta ¢ HCXOIAITUMU JOKYMEHTaMu ?

34. KakoBa TexH0JIOTUsI pa0OTHI C BHYTPEHHUMHU JOKYMEHTaMH?

35. Kakue 3aaun JOKyMEHTOOOOPOTa peliaeT perucTpaus J10KyMeHTOB?

36. Kakue ympaBieHYeCKHE JOKYMEHTHl HE TMOMJIEKAT PETHCTpPallid B CIy)KOax
JOKYMEHTAI[MOHHOTO O0EeCTIeueHus! yIpaBieHUs?

37. KakoB NOpsAIOK PErUCTPaIlMU YIPABICHUYECKOTO TOKYMeHTa?

38. Kakue cymecTByOT BUIbl KOHTPOJIS UCIIOJIHEHUS] JJOKYMEHTOB?

39. Kakue omnepauuy Mo KOHTPOJIIO UCHOJHEHHS JOKYMEHTOB OCYILIECTBISIOT CIIY>KOBbI
JOKYMEHTAI[MOHHOTO O0EeCTIeueHus yIpaBieHUs ?

40. Kak ocyuiecTBisieTcss CucTeMaTU3als U XpaHeHue J0KYMEHTOB B OpraHu3aluu?

41. Yro Takoe neno, ¢ TOYKH 3peHUs] JoKymeHToBedeHus? llpuBenurte mpumeps! ned,
XpaHALMXCS B OpraHu3aliy.

42. Packpoiite coaep:kaHue MOHATHS «HOMEHKIaTypa ein». Kakoe qoKHOCTHOE IULO B
OpraHM3alK OTBEYAET 32 COCTABIICHUE U BBE/ICHUE B JACHCTBHE HOMEHKIATYPHI J1€1?

43. KakoBbl peKBU3UThl HOMEHKJIATYPbI Aei1?

44. KakoBa cojieprkaTeibHas 4aCTh HOMEHKJIATYPHI €717

45. Kakue npu3HaKky 3aBeIeHUs Jiefla UCIIONb3YIOTC TpU (POPMUPOBAHUU J1e?

46. KakoB OCHOBHOM NpUHIUI (POPMUPOBAHUS JOKYMEHTOB B Jiena?

47. Kakue HopMaTHBHbBIE TpeOOBaHUS HEOOXOIUMO COOI0aTh TP (OPMHUPOBAHUU €7

48. Yro Takoe HsKcHepTH3a IEHHOCTH JOKYMEHTOB, U Kakue JODKHOCTHBIE JHIla B
OpraHM3alK 3aHUMAIOTCsI €€ IPOBEACHUEM?

49. Kakue HOpPMAaTHUBHBIE AaKThl PETYJIUPYIOT MPOBEJIEHUE DKCHEPTU3bl IIEHHOCTH
JOKYMEHTOB B OpraHu3anuu?

50. UYro sBusierca pe3yabTaTOM IMPOBEACHMSI SKCIEPTH3bl LEHHOCTU JIOKYMEHTOB
OopraHu3anuu?

51. Kak ocymecTBisgercss MOArOTOBKA J€1 K apXMBHOMY XPAaHEHUIO B COBPEMEHHBIX
opraHu3anusx?

52. Kakne 1OKyMEHTBI BXOJST B COCTaB JOKYMEHTAIMH 110 Kajpam?

53. YUro Takoe TpyAOBON KOHTPAKT?

54. KakoBbI OCHOBHBIE U JIONIOJIHUTEIBHBIE YCIOBUS TPYAOBOIO KOHTpaKkTa?

55. Ha xaxoii cpok MOXeT ObITh 3aKJII0OUEH TPYAOBOM KOHTPAKT?

56. Uro Takoe nuuHas kapTouka ¢popmbl T-2? Kakas unpopmanus pukcupyercs B Heil?

57. KakoBbl ITpaBuJIa 3aII0JIHEHUS U XPaHEHUS IMYHBIX KapTOUeK?

58. Kakue peiictBus pUKCHpyIOTCS B MpUKa3ax Mo Kajapam?

59. KakoBbI CpoKH XpaHEHUs PUKA30B?

60. Yto takoe nuuyHoe neno? Kakue OKyMEHTBI BXOJST B €r0 COCTaB?

61. KakoB nopsiiok ¢opMUpPOBaHUS M XpPaHEHUS JTUYHBIX Je71?
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62. KakoBbl ITpaBuIIa 3a110JIHEHNS TUTYJIBHOTO JIMCTA TPYAOBON KHUKKN?

63. Kakue cBefieHust 0 pabOTHUKE (GUKCUPYIOTCS B €r0 TPYIOBOIM KHIKKE?

64. Kak xpaHsTCS Tpy10Bbl€ KHWKKH, U BEAETCA UX y4eT?

65. Kakass oprrexHuka HMCHOJIb3YeTCA ISl COCTaBJICHUS JTOKYMEHTOB B COBPEMEHHOM
JeONPOU3BOICTBE?

66. Kakas oprrexHuka MCIOJb3yeTCs JUIsl MOMCKA, XpPaHEHHUS U Iepelayd JOKYMEHTOB B
COBPEMEHHOM JIEJI0NIPOU3BOJICTBE?

67. KakoBbl BO3MOXHOCTH KOMIBIOTEPHBIX TEXHOJOTHMH B JIOKYMEHTAllUOHHOM
o0ecrieyeHnn

yrpaBiieHus?

68. KakoBpl BO3MOXXHOCTH CpEACTB TEIEKOMMYHUKALUU B JIOKYMEHTALIUOHHOM
o0ecrnieueHnn

ynpaBieHus?

69. B kakux ciydasix IPUMEHSIOTCS CTaHJapTHbIE O(UCHBIE IPOrpaMMBbl B OpraHHU3AINH
JIeJIONPOU3BOICTBA?

7.4.2 TlpuMmepHbIe 3a1a4M /il IPOBeAeHUsI IPOMEKYTOUYHON aTTeCTALUM

1. ObopmuTh IPUKa3 IO OCHOBHOW JIEATEILHOCTH CO BCEMH PEKBHU3UTaMU SpociaBckuit
rocy/lapCTBeHHbI yHUBepcuTeT. lIpukaz o Hay4dHO-HCClIeIOBaTeNIbCKOW paboTe Ha JIETHUH
nepuojl. B coOOTBETCTBUU € TUIAHOM HAay4HO-HCclieoBaTenbckoil padotel Ha 2009/2010 y4yeOHbII
rojJ npukaspiBato: 1. HanpaBuTe B nepuo JeTHUX KaHUKYJI HAYYHYIO 3KCIEIULIUIO ISl U3Y4YEHUs
A3bIKa U GoiabKiopa HapoaoB Cesepa. 2. 3aBeayroUyto Kadeapoil pycCKOro si3blKa U JIUTEPaTypHl,
KaHaugaTa QUIONOTHYECKUX HayK, gomneHta CKBOpHOBY A.A. Ha3HAUYUTh PYKOBOIHMTEIEM
skcnenuuuu. 3. PykoBoaurento skcnenuuuu CKBOPIOBOM A.A. IpeACTaBUTh Pa3BEPHYTHIN IUIAH
paboThl FKcnenuIK Ha 3acenanue Ydenoro cosera 18.05.2010. 4. KoHTpoib 3a MCHOTHEHHEM
IpUKa3a BO3JIOKUTh Ha cekperapss YueHoro coBera KoBanenko @.I1. Pexrop yHuBepcurera
I1.B.I'openos

2. Odopmuts pacnopsbkeHue co BceMu pekBuzutamu Otnenenue  «MHTypucT».
PacrniopspkeHre 0 BBINOJIHEHHMH MEPOTNPHUATHH IO TMOATOTOBKE Jareps B rmocenke [ieboBckoe.
Spocnasnb. s opranuzanuu padoT 1O MOJArOTOBKE Jiarepst B nocenke ['1e6oBckoe u B Lesix
obecriedenust BoimosHeHust Pacnopspkenust ['maBunTyprcra ot 26.03.2010 Ne 17 obs3biBato: 1.
Hupexropos rocrunul] Ctporanoy W.IL., I'aBpunoBy A.W.: 1.1. OTkoManaupoBaTh B JIarepb Ha
nepuoa ¢ 18.05.2010 mo 10.06.2010 paGoynx CTPOUTENHHBIX CHEIUATLHOCTEH JJIs BBITOTHEHUS
pabot ¢ omuatoi mo cpeanemy. 1.2. CocTraBuTh IUIaH PeMOHTHBIX pabor no 20.04.2010. 1.3.
Obecnieuntsh padboTaromMX HEOOXOAMMBIM 00OpYJOBaHMEM U HMHCTpyMeHTOM. 2. KoHTpousb 3a
HCIIOJIHEHUEM PacIOpsDKEHUs BO3JIOKUTH Ha INIAaBHOrO MHkeHepa barypuna B.I'. I'enepanbhblil
nupextop B.C.MBanos

3. OdopMuUTh NOKIAJHYI 3alMCKy CO BCEMHM pEKBH3UTaMU MeXaHWYeCKUH 3aBOI.
JloksiagHasi 3amnyucka 0 HECOOMIOEHUN TEXHUKH 0€30MacHOCTH Ha cTpoilydacTtke. CTpOUTENIbHO-
MoOHTaxkHOe yrpasieHue Ne 1. I'maBHomy unxkenepy WrnateeBy C.dD. 3aBox HEOJHOKpPATHO
cTaBwI nepesl Bamu Bompoc o co0mroieHNH TeEXHUKH 0€30I1aCHOCTH Ha CTPOHydYacTKe.

Opnaxo 1o cux nop: 1. OTCyTCTBYIOT OTpakJI€HUsI B MECTaX MPOU3BOICTBA CTPOUTEIBHBIX
pabot. 2. He orpaxxnatoTcsi Mecta CBapO4YHbIX padoT, Ii€ MOT'YT MaJaTh MPEIMETHI C BHICOTHI. 3.
ITpu npousBozacTBe paboT B palioHe MeXaHOCOOPOYHOIO IieXa BeJeTcs OSTOHUPOBaHHWE KOJIOHH,
XOTS OTpaKIeHHE KOTJIOBaHa He cienaHo. [Ipomy cpouyHo mpuHATH Mepbl. HXkeHep 1o TeXHUKe
6e3onacaoctu B.C.Mnbun

4. OpopMuUTH CHPaBKy CO BCEMHU PEKBU3UTAMH PEMOHTHO-CTpOUTEIBHOE yrpaBiieHHe Ne
2]1. CnpaBka 0 XOJ€ KanUTAJIbHOTO PEMOHTA KWIBIX J0MOB mo IutaHy I xBaprana 2010 ropa.
HavansHuky Ynpasnenus xanuranesHOro peMonTta IIpaBurensctBa Spocmasins Camoinosy C.H.
BBoz B akcrutyaTanuio kuioi miomanu no mwiany I keaprana 2010 roga cocrasmnsier 5324 M2 .
CMmoHTHpOBaHO Xuinod miomaaun 4066 M2 , MOMJIEKUT JEMOHTaXy M MOHTaxy 1574 m2
Ilepenano mon otnenounsie pabotsl 2551 M2 . IlepenmaHo moj CaHTEXHUYECKHE U
JJeKTpoTeXHUYeckne pabotel 4066 M2 . B CMOHTHPOBAHHBIX TOMEMICHHUSIX MOIJICKAT
BBIMIOJIHEHUIO ~ BHYTPEHHHE  CTOJSIDHOOTIENOYHBIE  paboTel  oobemom 1500 M2
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HeynosnerBopurensHo Bemytcst padotel CY-11 Tpecra Ne 3 mo meHTpalbHOMY OTOIUICHHIO,
BOJIONIPOBOAY M KaHamu3auuu B gome N 55 mo mpocnekty MammHoctpouteneid. HavanbHuk
PEMOHTHO-CTpOUTENBHOIO ynpasieHus B.I".Kapnos.

5. Odopmuth cHmpaBKy CcO BCEMH peKBU3UTaMH [IpuOOpPOCTPOUTENBHBIA 3aBOT
(yn.dAmutpuena, 1.25, Spocnasiab, 193198, ten.298 87 34). CnpaBka B HAJIOTOBYIO HMHCIIEKIUIO
3aBospkckoro paitona Spocnasnsa. Epemun Bacunuii MuxaiioBuy paboTaeT Ha 3aBOJE ciecapemM
MexaHocOopouHoro 1exa. CpenneMecsiuHas 3apabortHas 1uiara 9700 py6neit. Jupekrop 3aBoga
N.N.Kapmos. ['maBHbIil Oyxrantep A.A.AGpamoBa.

6. OdopmMuTh aKT co BceMU pekBH3UTamMu 63 ['TaBHOE yIpaBICHHE MPOMBIIUICHHOCTH
CTPOUTENbHBIX  MaTepuajoB. AKT  YCTaHOBJIEHUS  (DaKTHUECKOH  MPOU3BOJUTEIILHOCTH
TEXHOJIOTMUECKOM JuHUU. r.SIpocnaBnb. OCHOBaHME: MPUKA3 MHUHUCTpPA MPOMBIINLIEHHOCTH
ctpoutenbHbix MatepuanoB ot 10.09.2009 Ne 108. Ilpeacemarens — TrJaBHBIM TEXHOJIOT
yrnpasnenus Ilerpo .M. Unensl kommccuu — pykoBoaurtens jiaboparopun Makapos C.U.,
crapmuii nHxkeHep nadoparopuun Cumakos O.B. [IpucyrcTBOBaN Ii1aBHBIN HHXKeHEp 3aBoaa Ne |
Pagun MLIL. B nepuon ¢ 10.10.2009 mo 12.10.2009 xomwuccus nposena paboTy MO YCTaHOBIICHUIO
(bakTUYeCKOl  MPOU3BOJIUTENBHOCTH  TEXHOJIOTMYECKOHM  JIMHUM 1O  HM3TOTOBJICHHUIO
acOecTOIeMEeHTHBIX JHCTOB Ha 3aBoae Ne 1. Jlunus mpuHsTa B SKCIUTyaTtanuio B aekadpe 1998 r.
CO cpeAHel MpOou3BOAUTENbHOCTHIO 250 rcTOB/4ac. 3a mpoieiiee BpeMs NPOU3BOAUTEILHOCTD
JUHUWA 3HAYUTENBHO BO3pocia. [l yTOUYHEHMsS] TPOU3BOAUTENBHOCTH JIMHUM W KadecTBa
MPOJIYKIIMK KOMHCCHSI pacCMOTpelia MaTepHallbl: CBElIeHUs O paboTe JIMHUU 32 BECh NEPUOT;
¢u3NKO-MEeXaHWYeCKHe TIOKa3aTrend. B pe3yiaprare KOMHCCHS — OIpeneNuia  4acOBYIO
MPOU3BOAUTENBHOCTh JIMHUM B 400 aKMCTOB, YTO COOTBETCTBYET roa0BOM MoutHocTH 300
MiH.JuctoB B roi. CocraBneH B Tpex odk3emmuiapax: 1-ifi — I'maBacOecry; 2-H —
HWHnpoekracOecty; 3-if — 3aBoay N 1. YTBepxknaer 3amectutens munuctpa A.B.Ceprees.

7. Odopmurh mHpukaz O NIpueMe Ha paboOTy CO BCEMHU pPEKBU3UTaMH AKIHMOHEPHOE
obmectBo 3akpbiToro Ttuma "[lpuboi". SpocnaBab. Ilpuka3. Hasmauute AngpeeBa Cepres
[lerpoBrua HavanpHMkKOM Jabopatopuu N 3 ¢ 03.02.2010 ¢ oKkIagoOM COTIACHO IITATHOMY
pacniucanuto. OcHoBanue: 3asBieHue AnapeeBa C.II. or 01.02.2010 ¢ BH3aMu HavaJlbHHMKA
oTzena Kaapos u riaaBHoro oyxranrepa. Jupexkrop AO3T M.O.[1asnos

8. Odpopmuth mpukas 006 yBOJIBHEHUU CO BCEMHU PEKBU3UTAMHU AKIMOHEPHOE OOIIECTBO
3akpeitoro tuma "[lpuboi". SApocnasnb. [Ipuka3. YBonuts I'opoxoBa CranucinaBa IlerpoBuua,
umxenepa 1exa Ne 2, ¢ 15.02.2010 o co6cTBeHHOMY >Kenanuio B coorBercTBud 1.3 ¢1.77 TK PO.
OcHoBanue: 3asgsinenue ['opoxosa C.II. or 01.02.2010. Hupexkrop AO3T M.O.IlaBnoB. Bussl
HavanbHUKa 11exa N 2 CemenoBa B.U., HayanbHuka otnena kaapoB Hukomnaesa K.C., rmaBHoro
oyxranrepa Huxudoposoii B.JI.

8. OBYYEHHUE CTYIAEHTOB-UHBAJIMAOB MW CTYAEHTOB C
OI'PAHUYEHBIMH BO3MOXHOCTAMMU 310POBbA

[Topsimox oOyuyeHHS MHBAIMJIOB M CTYAEHTOB C OrPAaHUYEHHBIM BO3MOKHOCTSIMH
ompeneneH Ilonoxenne KyO6I'Y «O06 o00OydyeHUM CTyJCHTOB-MHBAJIUAOB M CTYJEHTOB C
OTrpaHUYEHHBIMU BO3MOXKHOCTSIMH 3710POBbSI».

Jnga v ¢ OrpaHMYEHHBIMH — BO3MOJKHOCTSMM — 3JI0pOBbS  IIPEyCMOTPEHBI
o0Opa3oBaTeNbHbIE TEXHOJIOTHH, YUUTHIBAIOIINE OCOOEHHOCTH U COCTOSIHUE 3/I0pPOBbs TAKUX JIULL.

9. JONMOJHUTEJBHOE OBECINIEYEHUE JUCHUIIJINHBI
He npenycmorpeno
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