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Ilepeyenb KOA0B KOMIETEHIMH, (POPMHUPYEMbIX THCUMILINHON B IIpoLecce 0CBOCHHUA
00pa3oBaTeJIbHOM MPOrPaMMblI

I'pynna Kon
KOMIIETEH M Karteropusi komneTeHnuii
[TpodeccnonansHbie IK-11

1. KoMmneTreHIIMU M HHAUKATOPHI UX JOCTHKEHUS
Kon DopMyJIMPOBKA NHauKaTopbl 10CTHKEHUSA KOMIIETEHIIUN

KOMIIETeHIH U KOMIIeTeHIIUH

MK-11 CrnocoOeH BecTH IK-11.1
JeNonpou3BoJIcTBO | Mcnonb3yeT 3HaHUS COBPEMEHHOI'O 3aKOHOJIATEIbCTBA B
" cdepe poccCHiiCKOro AETONpPOU3BOACTBA, HOPMATUBHBIE U
JIOKyMEHTOOOOpOT | METOAMYECKUE JOKYMEHTBI, PETyJIUPYIOIINe IBUKCHUE
B OpraHax JOKYMEHTO000poTa B roCcyAapCTBEHHBIX u
FOCYJAapCTBEHHON | MyHULIMITAJIbHBIX OPraHU3aLUIX
BJIACTH [1K-11.2 Benert nenonpon3BOACTBO U JOKYMEHTOOOOPOT B
Poccniickoit opraHax  rocyAapcTBeHHOM  Biactu  Poccuiickoit
®denepanuu, ®denepanuu, opraHax roCyJ1apCTBEHHOM BJIACTU
opraHax cyobekToB Poccuiickoit deneparuu, opraHax MECTHOTO
FOCYJapCTBEHHON | CaMOYNPABJICHMS, TOCYJapCTBEHHBIX U MYHHUIUIAIbHBIX
BJIACTH CYOBEKTOB | MPEANPUATHSAX W YUPEKACHHUSX,  HAYyYHBIX U
Poccuiickoit 00pa3oBaTeNbHbBIX OpraHu3aIusX, MOJUTUYECKUX
denepannu, MapTUSIX, OOIIECTBEHHO-TIOIUTUYECKUX OPTraHU3aIUIX
opranax mectHoro | [1K-11.3 B3anmoneiictByer c pa3IuYHBIMU
CaMOYTIPABJICHUSI, | CTPYKTYPHBIMHU No/Apa3ieCHUsIMHU B paMkax
FOCYJAapCTBEHHBIX | BHYTPUBEIOMCTBEHHOIO u MEKBEJIOMCTBEHHOI'O

U MYHHUIMITATbHBIX
NPEANPUATHSIX U
YUPEIKIACHUSAX,
HAYYHBIX U
o00pa3oBaTeNnbHBIX
OpraHH3anusix,
MOJUTUYCCKHUX
HapTHsX,
00I11eCTBEHHO-
TOJTUTHYECKHX
OpraHu3aIusIxX

3NIEKTPOHHOTO IOKYMEHTO000pOTa

3. Onucanue IJIAHMPYEMbIX Pe3yJbTATOB 00y4YeHHs MO JUCHUIINHE
3.1. Onucanue MIaHUPYEMBIX pPe3yIbTaTOB O0YUCHUS M0 TUCIUILINHE

[Tnanupyemble pe3ynbTaThl OOyUEHHUS MO JUCIHHIUIMHE IPEACTaBICHBI JIECKPUIITOPAMH

(3HaHMsI, yMEHUS, HABBIKH ).




Jeckpunropsi 3HaTh Ymersn Baaaers
10 TUCHHUILIHHE
Kon K-11
KOMIIETCHIM U
-COBPEMEHHOE - WCIIONB30BATh | -  METOJOJIOTHEN
3aKOHO/IATEIbCTBO B | COBPEMEHHOE KJ1accuuKaluu,
chepe POCCHUICKOrO | 3aKOHOJATENbCTBO, CTaHAApTHU3aUUU U
JEJONPON3BO/ICTBA; HOPMaTUBHBIE U | yHuUKaIII
- HOPMaTUBHBIE U | METOAUYECKUE JTIOKYMEHTHI, | JOKYMEHTOB;
METOANYECKUE pEeryaupyromue JIBUXKEHUE | - MOHATUWHBIM
JIOKYMEHTBHI, JTIOKyMEHTO00O0pOTa B | anmapatoM B cdepe
peryiaupymroine roCcyAapCTBEHHBIX U | HOPMAaTUBHOTO U
JBUYKEHUE MYHULUTTAJIBHBIX IIPaBOBOTO,
JTOKYMEHT0000poTa B | OpraHM3aLUsX; peryjaupoBaHus
rocyaapCTBEHHBIX u|- OCYILECTBIIATDH | AETONPOU3BOACTBA
MYHUIUIATBHBIX JEJIONPOU3BOICTBO U | B OpraHu3aIum;
OpraHM3alusX; JOKYMEHTO000pOT B |- HaBbIKAMU
- HATPaBIICHUS | OpraHax ToOCyIapCTBEHHOU | 0OpMIICHHS,
KJIacCU(UKALINH, BJIACTH Poccuiickoii | Benenus u
CTaHAapTU3ALUU u | Genepanumy, opraHax | XpaHEeHHs
YHUPUKAIIT roCyJapCTBEHHOM  BJIACTH | paCTIOPSAUTEIBHBIX
JIOKYMEHTOB; CyOBEKTOB Pocculickoit | TOKYMEHTOB;
- OCHOBHYIO | Denepanuu, opraHax | -HaBbIKaMH
KJacCH(HUKALHUIO MECTHOTO camoympasieHus, | 3QPEKTUBHOrO
OpTaHU3alMOHHO- TOCYAapCTBEHHBIX ¥ | B3aUMOJCUCTBUS C
pacropsIuTENbHOM MYHHIIHTATBHBIX pasInIHBIMA
JIOKyMEHTaLUK HpeanpHATUAX u | CTPYKTYPHBIMH
roCcyAapCTBEHHBIX U | YIPEKICHUSAX, HAYYHBIX U TIOAPASACTICHIIMH
MYHULUTTAJIBHBIX o0pa3oBaTeNbHbIX i pamiax
. BHYTPUBEIOMCTBEH
OpraHu3alnii; OpraHu3anusx, HOTO "
- TOpAIOK O(OpMIIECHHS, | TOTUTUYECKUX MAPTAAX, | \ooren e TOMCTBEHHO
BEICHUS M  XpaHEeHUs | OOIIECTBEHHO- ro  DIEKTPOHHOTO
pacnopsIIUTENbHBIX MOJIMTUYECKUX JIOKYMEHT0060pOTa
JTOKYMEHTOB OpraHu3anusx;
rocyaapCTBEHHBIX u|- MPUMEHSATD HaBBIKU
MYHUIUIATBHBIX opopmiieHUsI, BEACHUA U
OpraHu3aLuii; XpaHEHHUs.
pacnopsiANTENIbHBIX
JIOKYMEHTOB B
rocyaapCTBEHHBIX
u MYHHUITUTIATBHBIX
OpraHu3aIusx;
- aHAIM3UPOBATh
coJiepKaHue
OpPraHMU3alOHHO —

MPaBOBOM JTOKYMEHTAIlUH B
roCyAapCTBEHHBIX U




MYHHIIATTATEHBIX
OpraHu3aIusx;

4. MecTo AUCHHMILINHBI (MOYJIs1) B CTPYKTYpe 00pa3oBaTe/IbHOM MPOrpaMMbl

ILI/ICI_[I/IHJII/IHa OTHOCHUTCA K 4YacCTu,
oTHomeHu yaeonoro miana OITOIT.

ﬂaHHaSI AUCHUIIJIINHA B3aMMOCBA3aHaA C ,Z[pyrI/IMI/I JUCHUIINIMHAMHU, TaKUMH KaK ((prI[OBOG
npaBo», «AJIMHHUCTpPAaTHBHOE TpaBoy», «[paxkmanckoe mpaBo», «lIporHosupoBanue u
TUTaHupoBaHue», «Hanoru u HanoroobmoxeHue», «MapKeTHHT».

B pamkax ocBoeHus mporpaMMbl OakajgaBpuaTa BBITYCKHUKH TOTOBSTCSA K PEHICHUIO 3a7ad
npoeCCHOHATBHON  JIEATENIbHOCTH  CIEAYIOIIMX THUIIOB:  OPraHU3allMOHHO-YIPaBICHYECKUH,
HCCIIEIOBATENIbCKUI, KOMMYHUKATHUBHBIM.

[Tpoduip (HampaBICHHOCTH) NPOTPaMMbl YCTAaHOBJEHA MyTEM €€ OpUEHTalMuu Ha chepy
poeCCHOHAIBHON JIEATENPHOCTH BBITYCKHUKOB: PernoHanbHOE U MyHUITUIIAILHOE YITPABICHUE

dbopMupyemMoil ydacTHUKamMu 00Opa30BaTENIbHBIX

5. O0beM IUCHUILTUHBI

Buowt yueonoii pabomut Dopmot 00yuenusn
Ounasn | QOuno- Ouno-3aounas c 3aounasn c
3aounan | npumenenuem /IOT | npumenenuem /[OT
OO0mas TpyA10eMKOCTh: 2/72 2/72 2/72 2/72
3a4ETHBIC €IMHUIIBI/9aChl
KonTakTHas padora:
3aHATHS JIEKIUOHHOTO THUIIA 18 8 2 2
3aHATHS CEMHUHAPCKOr0 THIA 18 8 4 2
[IpomexxyTouyHas arrecTauus: 0,1 0,1 0,1 4
3auer
CamocrosiTeJIbHAS paborta 35,9 55,9 65,9 64
(CPC)

6. Conep:kaHue IUCHMIUIMHBI (MOXYJIsl), CTPYKTYPHMPOBAHHOE MO TeMaM / pasgejam C
YKa3aHHEM OTBEJECHHOr0 HAa HHUX KOJHMYEeCTBA AKaJeMHUYECKHX 4YacOB U BHIAOB Y4YeOHBIX
3aHATHH

6.1. PacnipeiesieHue 4acoB N0 pa3jejiaM/TeMaM U BUIAM PadoThl

6.1.1. Ounasn popma obyuenus

Buabl yuedHoii padoTsl (B yacax)
Ne Pa3zgen/Tema
iy KonTakTHass padora
I 3anaTus 3aHATHSA CEMHHAPCKOI0 THIIA Camocr
JIEKIIHOHHOT'0 OAITEJIbH
THNA asi
Jexyuu | Unovie | Ipakm | Cemun | Jlabop | Huvie | padoTa
yuebHbl| uuecku | apwi amopH
e e vie
3auaAmu| 3aHAMuU pabom
A g bl
BBenenuve B AMCUUILITUHY.
1. | [Ipeamer, cogepxkanue u 2 2 4
3aJlayM Kypca




OCHOBHBIE TTOHSTHUSA
JOKYMEHTAIMOHHOTO
o0ecrieyeHus yrpaBJIeHUs

[IpaBoBOE
peryaupoBaHue
JIeJIONPOU3BOCTBA

OOu1rie HOpMBI U TTpaBHUIIA
oopmMIIeHUS
yIPaBICHYECKUX
JTOKYMEHTOB

OcobeHHOCTH
IMOJITOTOBKH
OpraHHU3aIOHHO-
pacropsIIUTEITbHBIX
JIOKYMEHTOB
opranu3anuu. Cucrema
CIPaBOYHO-
nH(pOpPMaITMOHHON 1
aHAJIMTUYECKOM
JIOKYMEHTAITUH.

Cucrema
OpraHu3alMOHHO-
MPaBOBOM JOKYMEHTALIUU

JIOKYMEHTBI 110 TIUNYHOMY
COCTaBy

Opranuzanus
JOKYMEHTO000pOTA.
CucreMaTu3anus
,Z[OKYMGHTOB Hn Ux
XpaHEHNE

CoBpeMEHHOE JIeTT0BOE
IIMCBMO

3,9

[IpoMexxyTouHas
arTrecranuia

0,1

Htoro

20 |

20

35,9

6.1.2 Quno-3aounasn hopma odoyuenus

Ne
n/
n

Pa3zgen/Tema

Buabl yuedHoii padoTsl (B yacax)

KonTakTHasi padora

3auaTus
JeKIHOHHOI0
THIIA

3anarus CEMHUHAPCKOI'o TUIIA

Jlexyuu

Unvie
YueOHbl
e
3anamu
A

Ilpaxm
uvecKku
e
3auamu
K

Cemun
apul

Jlabop
amopu
ble
pabom
bl

Hnuvie

Camoct
0SITeJIbH
asi
padora

BBenenuve B AMCUUILIIHHY.
[Ipenmer, conepxanue u




3aJ1a4M Kypca

OCHOBHBIE TOHATHS
JOKYMEHTAI[MOHHOTO
obecrieueHus yrmpaBiaeHUs

IIpaBoBoe
peryJlupoBaHue
JEJIOPOU3BOJCTBA

OO01re HOPMBI U TIPaBHIIA
odopmiteHus
YIIPaBICHYECKUX
JTIOKYMEHTOB

OcobenHoctu
MOATOTOBKH
OpraHU3aIOHHO-
pacoOpsSANTENBHBIX
JOKYMEHTOB
opranuzanuu. Cucrema
CIPaBOYHO-
MH(POPMALIMOHHOM U
AHAITUTUYECKON
JTOKYMEHTAIIH.

Cucrema
OpraHU3alMOHHO-
MPaBOBOM JOKYMEHTAIIUU

HOKyMeHTBI 110 INYHOMY
COCTaBY

Opranuzanus
JOKYMEHTO000pOTA.
CucreMaTu3anus
,Z[OKYMGHTOB Hn Ux
XpaHEHUE

CoBpeMEHHOE 1€T10BOE
HCHMO

7,9

IIpomexxyrounas
arTecTauus

0,1

HUroro

55,9

6.1.3 Ouno-3aounasn hopma ooyuenus ¢ npumenenuem /10T

n/n

Paszgen/rema

Buanbl yue6Hoii padoThI (B yacax)

KonrakTHas padora

3aHATHSA JEeKIMOHHOT0

THIIA

3ansaTus CEMHMHApPCKOIo TUMa

Jlexyuu

Huvie
yuebnvie
3auamus

Ipaxmu
yeckue
3auamus

Cemu
Hapol

Jlabop
amopH
ble pao.

Hnvie
3aHAMUSA

Camocr
0SITeJIbH
as
padora

BBenenue B
nucuuniuny. [penmer,
colep)KaHUE W 3aJlauu
Kypca




OCHOBHBIE MMOHSATHUS
JIOKYMEHTAIMOHHOTO
obecneueHust
yIIpaBICHUS

IIpaBoBoe
peryiupoBaHue
JEJIONPOU3BOJACTBA

OO0mue HOPMBI u
npaBuia  odopmieHus
YIIPaBICHYECKUX
JIOKYMEHTOB

OcobeHHOCTH
IMOJTOTOBKH
OpraHU3aIMOHHO-
pacropsIANTEIIbHBIX
JIOKYMEHTOB
opranuzanuu. Cucrema
CIIPaBOYHO-
uHpOpMaIMOHHOW U
aHATMTHYECKOM
JIOKYMEHTAITUH.

10

Cucrema
OpraHU3aIMOHHO-
MPaBOBOI1
AOKYMCHTallUU

JIOKyMEHTBI o
JTUYHOMY COCTaBY

Opranuzanus
JIOKYMEHTO000POTA.
CucremMarusanus
JTOKYMEHTOB M WX
XpaHeHue

CoBpeMEHHOE [1€TTI0BOE
IIMCBbMO

9,9

[TpomexxyTouHas
aTTecTanus

Hroro

65,9

6.1.4. 3aounasn popma ooyuenusn c npumenenuem 0T

Ne
n/n

Pa3nen/Tema

Buabl yue6Hoii padoThI (B yacax)

KonTakTHas paborta

3aHATHSA JJEeKIHOHHOT0 3aHATHSA CEMHHAPCKOI0 THIIA

THIIA

Jexyuu

Unvie Ipaxmu | Cemu | Jlabop | Hnvle
yuebHvle | yeckue Hapvl | amopH | 3aHAmMus
3aHAMUA| 3aHAMUSL vle paob.

Camocr
0fITEJILH
an
pa6ora




BBenenue B
nucuuuny. Ipenmer,
COJIEp’KaHUE M 3amadu
Kypca

OcHOBHBIE MMOHSATHUS
JIOKYMEHTAIMOHHOTO
obecneyeHus
yIpaBIeHUS

IIpaBoBoe
peryaupoBaHue
JIEJIONPOU3BOJICTBA

OOmme  HOpMBI U
npaBuia odopmieHuUs
yIIPaBJIEHYECKUX
JOKYMEHTOB

OcobenHoctu
MOJITOTOBKU
OpraHU3aIMOHHO-
pacnopsauTeNIbHBIX
JIOKYMEHTOB
opranuzaiuu. Cucrema
CIIPaBOYHO-
UHOOPMAIIMOHHOW U
AHAJTUTUYECKOMN
JIOKYMEHTAITUH.

10

Cucrema
OpraHU3aIMOHHO-
MPaBOBO
AOKYMCHTallUU

JIOKyMEHTBI o
JUYHOMY COCTaBYy

Opranu3zanus
JIOKYMEHTO000POTA.
Cucremarusanus
JTOKYMEHTOB M HX
XpaHeHue

CoBpeMEHHOE [1€7TI0BOE
IIMCBMO

[TpomexxyTouHas
aTTecTanus

Hroro

64

6.2

6.2.1 Cooepircanue 1eKUUOHHO20 KyPCaA

IIporpaMmMa 1M CIMILIMHBI, CTPYKTYPHPOBAHHAS 110 TeMaM / pa3aejaaM




Ne i/

HaunmeHnoBaHue TEMbI
(pa3nesa) QM CHUILINHbBI

Co;[epﬁcalme JICKIIUOHHOI'0 3aHATHUA

BBGI[@HI/Ie B ,Z[I/ICI_II/IHJ'II/IHy.
[Ipenmer, conepxanue u
3a/1auu Kypca

enu, 3anaun ¥ NpUHLMIIBI AEI0NPOU3BOACTBA. McTopus
JEJIONPOU3BOACTBA Kak Hayku. [Ipeamer m 3amaum Kypca.
Jlormueckas CTpykTypa JUCLUILINHBL, €€ MECTO B CUCTEME
MOATOTOBKH  CHELUAINACTA. MEXKIPEIMETHBIE  CBS3H.
CoBpeMEHHOE  JIE€TONPOM3BOACTBO: LENH, 33aJaud U
npyuHOMIBL.  OCHOBHBIE IOHATHUS W ONPEICIICHHUSA:
JOKYMEHT: ero CBOWCTBA U (YHKIIMH, JEIOMPOU3BOICTBO,
JOKYMEHTOBEICHUE, JTOKYMEHTO0OOPOT. Buner
JOKYMEHTOB W HX Kilaccuukauus. YHUPHKAUUA WU
CTaHJAPTH3ALMsI JOKYMEHTOB, UX KJIACCH(UKALHSL.

OcHoBHBIC MMOHATHUS
JOKYMEHTAIMOHHOTO
o0ecrieyeHus yrpaBlieHUs

I'CAOY — cBoa mnpaBwi, YyCTaHABIMBAIOLIUX EIHUHBIE
TpeOoBaHUSI K JOKYMEHTHPOBAaHHUIO YIPaBIEHYECKOU
JeSTeIbHOCTH M OPraHU3allui paboThl C JOKYMEHTaMH Ha
MPEeANPUATHIX Pa3IUYHbIX OPTaHU3AIMOHHO — MPABOBBIX
bopm

CocraB ynpaBieHYECKUX TOKYMEHTOB. [loHATHE CHUCTEMBI
NOKyMeHTauu.  @yHKIMOHAIbHBIE U OTPACIEBBIE
CUCTEMBI JOKYMEHTAIMK. Y HUu(UKAKS U CTaHAapTH3aLus
YIPaBIEHYECKUX JOKYMEHTOB

[IpaBoBOEe perynupoBaHue
JEJIONPOU3BO/ICTBA

[IpaBoBast 0a3a [eJONMPOU3BOJICTBA KAaK COBOKYIHOCTH
3aKOHOB, HOPMAaTHUBHO-TIPABOBBIX aKTOB,
OpPraHM3allMOHHBIX W METOAMYECKUX  JOKYMEHTOB,
PETTIAMEHTHPYIOIINX TEXHOJOTHIO CO3/aHus, 00paboTKH,
XpaHEHUsI U HCIONb30BaHUS JOKYMEHTOB B TEKYIIeH
JeSTebHOCTH OpTraHU3aIHH. [TocranoBnenue
[TpaButenberBa PO ot 07.09.2011 r. N2 751 «O BHeceHHH
n3MeHenuit B [lpaBuna nenonponsBoacTBa B (eepatbHbIX
OpraHax UCIOJHUTEILHOU BIacTH.

OO0 onexkTpoHHOM moxmucu :  (emepanbHBIA  3aKOH
06.04.2011 N2 63-®3 (c U3MECHCHHUSIMHU ¥ JONOJIHCHHUSMH
ot 12 mapra, 28 utons 2014 rona)

O6 apxuBHom gnene B Poccmiickoit  Deneparmn:
benepanbHbiii 3akoH oT 22.10.2004 N2 125-®3 (pea. ot
04.10.2014).

O6 wunpopmanyu, WHPOPMAIMOHHBIX TEXHOJIOTHIX H O
3amuTe uHbopMaiuu: (enepanbHbiid 3akoH oT 27.07.2006
N2 149-@3 (pen. ot 21.07.2014)

O nmnepcoHanpHBIX JAHHBIX [DJIEKTPOHHBIN pecypc]:
dbenepanbHbiii 3akoH 0T 27.07.2006 N2 152-®3 (pea. ot
21.07.2014) // CIIC «KoncynprantlInroc:
3aKOHOJATEILCTBO.

OO6mwme HOpPMBI M TIpaBUIIA
odopmiteHus
YIIPaBICHYECKUX
JIOKYMEHTOB

YuudumupoBannas cucrema gokymentanuu (YCJl) kak
COBOKYITHOCTb (hOpPM JOKYMEHTOB, CO3JaHHBIX IO €ANHBIM
mpaBujiaM M TpeOoBaHUsAM, (GYHKIMOHUPYIOIIUX B
omnpenenenHon cdepe aesrenbHoctr. 'OCT P 7.0.8-2013.
I'OCT P UCO 15489-1 — 2007. TOCT P 53898-2013.
I'OCT P 6.30-2003 «YHUPHUIUPOBAHHBIE CUCTEMBI
JTOKYMEHTAITUI. YHupuIupoBaHHas cucreMa
OpraHU3aIMOHHO-PACHOPSAUTEIBHOM JOKYMEHTAIHH.




TpeboBanus K oopmieHHIO JIOKYMEHTOB.
PernamenTanus EeITEIbHOCTH CITYKOBI
JIEJIONIPOU3BOJICTBA HA BCEX YPOBHAX  YIPABICHUSA.

Crangaptel UCO u ux ucnosb3oBanue B cucreme [JOY
PO.

Oco0OeHHOCTA ITOATOTOBKHU
OpraHHU3aIOHHO-
pactopsIIUTEITbHBIX
JOKYMEHTOB OpraHU3aIlUU.
Cucrema CIIPAaBOYHO-
MH(POPMAIIMOHHOMN U
aHAJTUTUYIECCKOM
JOKYMEHTAITUH.

YCOP/] — yaudunupoBaHHas CCTeMa OPTraHU3aIIMOHHO —
pacropsIUTeIbHON JTOKyMEHTAllUU: COCTaB, 00JIacTH ee
npuMeHeHus. Has3nHadueHwe W BUABI OpraHU3allMOHHO-
pacropsauTeabHONH JOKyMeHTanuu. TpeOoBanus k e&
opopmienuto  corimacho  ['OCT. CocraBnenne u
oopmieHrE TPOEKTOB PaCIOPSIUTEIBHBIX JOKYMEHTOB
(mOCTaHOBNIEHUN, PENICHHWH, MPUKA30B, PACTIOPSIKEHUM,
yKkazaHuii). Bunel  cnpaBouHO-MH(GOPMALMOHHON U
CIPaBOYHO-aHAIMTUYECKONW JOKYMEHTAIlUu U TpeOOoBaHUs
K UX 0OPMIICHHIO.

CucremMa opraHu3alniOHHO-
MPaBOBOM JOKYMEHTALIUU

OpFaHI/ISaHI/IOHHO-HpaBOBHe AOKYMCHTBI, ©X Ha3HA4YCHUC,

dbopmynsapel — o6Opasnsl. [Iporeaypa cocrtaBieHus u
oopMIIEHHS OpPTaHU3AIMOHHBIX TOKyMeHTOB. OO0acTh
MIPUMECHCHHUS OpTraHU3aIMOHHBIX JTIOKYMEHTOB.

Ucnons3zoBanne yHupuIupoBaHHeix (opm. DyHKIIUH
OpPraHMU3alMOHHO-TIPAaBOBOM  JOKyMeHTanuu. (OCHOBHbBIE
BUJIBI M TPeOOBaHMS K COCTaBICHUIO U O(OPMIICHHUIO
OpraHn3aliOHHO-ITPABOBLIX TOKYMCHTOB.

JIOKYMEHTBI 110 TINYHOMY
COCTaBy

Cucrema wuHOpMaMOHHOTO oObOecreueHus paboThl C
KaJ[pamH. Nudopmanronusie MOKa3aTeIH,
XapakTepusyromnme padoty ¢ kaapamu. Oomepoccuiickue
KJ1acCU()UKATOPBI TEXHUKO-3KOHOMUYECKON MH(pOPMALINH.
[TonsTus "kaapoBas qokyMeHTauA" U "JOKyMeHTaus 10
JUYHOMY cocTaBy". BHIBI JOKYMEHTOB MO JUYHOMY
coctaBy. [Iporieaypbl, BBITIOIHIEMBIC KaIpOBOW CITYyKO0H
npu OPOPMIICHUU NBIKEHUS MEpPCOHANA MPEIIPUITUS, U
CO3/1aBaeMble TpPU OSTOM JIOKyMeHThl. HopmaTuBHO -
METOJIMYECKUE JTOKYMEHTBI TI0 BOIPOCAM COCTABJICHHS H
odopmIIeHHs KaJIpOBOM JOKYMEHTAIIUH.

Opranu3zanus
JIOKYMEHTOO0O0pOTA.
CucreMaTuzanus
JTIOKYMEHTOB i X
XpaHeHue

Opranuzanuss JOKyMEHTOOOOpOTa: mpHueM, o0paboTka,
peructpanusi,  KOHTPOJIb,  XpaHEHHE  JIOKYMEHTOB,
HOMEHKJarypa jen. TpeOoBaHHMs K 3arojoBKaM Jedl.
®opmupoBanue nen. Cucremaruzauuss JIOKYMEHTOB
BHYTpH Jienia. TUNOBBIE CPOKH XpaHEHUs JOKYMEHTOB
OOw1ast XapakTepUCTUKAa OPraHU3ALMOHHBIX TEXHUYECKUX
CpPEACTB. ABTOMAaTU3UPOBAaHHBIE CHCTEMBI
nenonpousBoacTBa.  O030p  COBpPEMEHHBIX  CPEICTB
OPITEXHUKHU Ui Nepefiadyd U nepepaboTKu MHPOpMAIUH.
IIpaBuna ¥ TOPSNOK TUPAXKHUPOBAHUSA JOKYMEHTOB.
OneKTpoHHas 1o4ra. Cucrema ONTHYECKOTO
pacro3HaBaHMsl TEKCTOB. lcnonab3oBaHHME CIIPaBOYHO-
npaBoBbIX cucTeM. OOmme TpeOOBaHUS K COCTABICHUIO U
oopmiennto  HomeHkJIaTypbl. OCHOBHBIE  IpaBUIIA
paboThl apXMBOB OpraHu3anuil B (enepaabHBIX OpraHax
UCIOJHUTEIBHON  BIACTH.  OJKCIIEPTH3a  LIEHHOCTH
nokyMmeHToB. CocraBieHue onuceid. Craya ien B apXuB
OpraHu3aIuu




CoBpeMeHHOE
MTUCHMO

JACJIOBOC

Hcropus nosiBneHus 1ey0BbIX NUceM. [[enoBoe nucbMo —
OJIUH W3 CaMbIX JIPEBHUX aTPUOYTOB JEIOBOTO OOIICHUS.
Tpanuuuu pycckoro pAenoBoro mnucbma. CTHIMCTHKA
nenoBoro muchMa. OCOOEHHOCTH W XapaKTEPUCTUKH
COBPEMEHHOT0 JIeNOoBOTo muchMa. IlpaBuna odopmieHus
JIENOBOTO0 THUChMA. Buasl mmceM, MeEXKIyHapOIHBIC
MMMChMa.

TpeboBaHMs K TEKCTY JICJIOBOTO MHUCHMA.

6.2.2

Cooeprcanue npaKmuuecKux 3aHamuil

HaunmeHoBaHHE TEMBbI
(pa3aesia) IMCUMIITHHBI

Copep:xaHue NPAKTHYECKOT0 3aHATHS

BBenenue B AMCUUILTUHY.
[Ipenmer, conepxanue u
3aJlayM Kypca

I.Ilenn, 3amaun W TPUHUMINBI JTUCHUIUIUHBL HMcTtopus
JnenonpousBoiacTtsa B Poccun.

2.IIpeamer u 3agaum Kypca.

3.Jloruueckast CTpyKTypa [UCLUUIUIMHBI, €€ MECTO B
CHUCTEME TMOJATOTOBKH CHEHHAINCTA, MEKIPEIMETHBIE
CBSI3H.

4. CoBpEeMEHHOE JEJIONPOU3BOACTBO: IEIH, 3aJaud |
MPUHIUIIBL.

5. OCHOBHBIE TTOHATHS U ONIPEACIICHUS:

JOKYMEHT: €ro CBOWCTBA U (PYHKIIMH, AEIOTPOU3BOICTBO,
JIOKYMEHTOBEICHUE, TOKYMEHTOOOOPOT.

6.Buibl TOKYMEHTOB M MX KJIacCH(UKAIUS.

OcHOBHBIE TOHSITUSA
JOKYMEHTAI[MOHHOTO
oOecrieueHus yrpaBieHUs

1.I'ocynapcTBeHHas cucTeMa JIOKYMEHTAllHOHHOTO
obecnieuenus ympasinenus (I'CHAOY) — cBom mpasudn,
yCTaHaBIMBAIOLIUX e/IMHbIE TpeOoBaHUS K
JOKYMEHTUPOBAHUIO YIPABIECHYECKON JEATEIbHOCTH U
OpraHu3any padboThl ¢ JOKYMEHTaMH Ha MPEANPUSTHUSIX
Pa3TUYHBIX OPTraHU3AIMOHHO — MTPABOBBIX POpM
2.CocraB ynpaBiIeHYECKUX JOKYMEHTOB.
3.IlonsATHE cCUCTEMBI JOKYMEHTALIUH.

4 . OyHKIIMOHATIbHbBIE u OTpaciieBbIe
JIOKYMEHTAIUU.
S5.Yuudukauus u
JIOKYMEHTOB

CUCTEMBI

CTaHJApPTHU3ALMs  YIPABJIECHYECKUX

[IpaBoBoe  perynupoBaHue
JIEJIONPOU3BO/ICTBA

1.IlpaBoBasi 6a3a nENONMPOU3BOJICTBA KaK COBOKYITHOCTH
3aKOHOB, HOPMATHBHO-TIPABOBBIX aKTOB, OPTraHU3AI[MOHHBIX
U METOIUYECKHX  JOKYMEHTOB, pPErJIaMEHTHPYIOIINX
TEXHOJIOTUIO  CO3/aHus, O0O0pabOTKH, XpaHEHUS W
UCTIOIB30BaHUSl JTOKYMEHTOB B TEKYIIEH AEATEIbHOCTH
OpTraHu3aIuu

2.ITocranoBnenwue [IpaBurensctBa P® ot 07.09.2011 r. N2
751 «O BHecenuu u3meHeHuil B [IpaBuiia genonponsBoacTea
B (heZIepaTbHBIX OpPraHax UCTIOIHUTEITBHON BIACTI).
3. OO0 onexkTpoHHOH moamucH: (eaepanbHbINA
06.04.2011 N2 63-®3 (¢ U3BMEHEHUSMH U JOTTOJHEHHUSIMH OT
12 mapra, 28 utons 2014 roxna)

4. OO0 apxuBHoM gene B Poccuiickoit dDeneparyu:
denepanbHbii 3akoH or 22.10.2004 N2 125-03 (pexn. or

3aKOH




04.10.2014).

5. O6 undopmanmu, WHOOPMAIIMOHHBIX TEXHOJOTHSIX M O
3ammre uH(popManuu: denepanbHelid 3akoH oT 27.07.2006
N2 149-@3 (pen. ot 21.07.2014)

6. O mnepcoHaNbHBIX JaHHBIX (enepanbHbIi 3aKOH OT

27.07.2006 N2 152-®3 (pen. ot 21.07.2014)

7. HopMaTuBHO-IIpaBOBBIE AaKThl, OPraHU3ALMOHHBIE U
METOINYECKHE JOKYMEHTBHI, periiaMeHTUpYIoIe
TEXHOJIOTHUIO  CO3/aHus, O0OpabOTKH, XpaHEHUS W
UCIIOJIb30BAaHUS JOKYMEHTOB B TEKYLIEH JEATEIbHOCTU
OpraHu3aluu

OOmwme HOpPMBI W TpaBHIIA

1.YaudunupoanHas cucrema nokymentanuu (YCJI) kak

oopmienus COBOKYITHOCTb (JOPM JIOKYMEHTOB, CO3JAHHBIX IO €IUHBIM
yIpaBIeHYECKUX npaBwiiaM U TpeOoBaHUSAM, (YHKIUMOHHUPYIOIIUX B
JIOKYMEHTOB OTIpeNIeIeHHON cdepe NeATeIbHOCTH.
2.TOCT P 6.30-2003
3.TOCT P UCO 15489-1 —2007.
4. TOCT P 7.0.8-2013. TOCT P 53898-2013.
«YHUPHUIHPOBAHHBIE CUCTEMBI JIOKYMEHTaLUN».
YuuduumupoBanHas cucrtema OpraHHU3aIlOHHO-
paclopsauTeNbHOM  TOKyMEHTauuu.  TpeboBaHUS K
0(OPMIICHUIO TOKYMEHTOB.
S.Pernamenranus JEeATEeIIbHOCTU CITY>KOBI
JIEJIONPOU3BO/ICTBA HA BCEX YPOBHSX YIPaBICHUS
6.Crangaptet UCO
7. Ux nucnonnizoBanue B cucreme [[OY PO,
Ocob6ennoctu  moxarotoBku | 1. YCOP/] — yaudunupoBanHas cucreMa OpraHu3alioOHHO
OpraHHU3aIOHHO- — pacropsiIMTeNbHON JOKYMEHTAI[MU: COCTaB, 00JAacTH ee
pacnopsAUTEIbHBIX IIPUMEHEHHUS.
JOKYMEHTOB ~ OpraHu3auuu. | 2. Haznauenue u BU/IBI OpraHU3aIOHHO-
Cucrema CIIPaBOYHO- | PACHOPAIUTENBHON JOKYMEHTALMH.
nH(pOPMaITMOHHOMN u | 3. TpeboBanus x e€ opopmiuenuto cornmacao ['OCT.
AHAJIMTUYECKON 4. CocraBnenue u odopmiieHne MPOEKTOB
JOKYMEHTAI1H. pacnopsanTeNbHbIX JIOKYMEHTOB (mocTaHOBIIEHUH,

pELIeHNH, IPUKA30B, PACIIOPSKEHUM, yKa3aHUl).

5. Bunmbl cnpaBoYHO-MH(GOPMAIIMOHHOW ¥ CIPABOYHO-
AHAIIMTUYECKOM TOKYMEHTAlUH

6. TpeboBanms K 0hOpMIICHHUIO CIIPaBOYHO-
UH(POPMALIMOHHOM u CIIPAaBOYHO-aHAIUTUYECKOU
JOKYMEHTaluU

Cucrema opraHuzalvoOHHO-
MPaBOBOM JOKYMEHTAIIUU

1.OpranuzanioHHble JOKYMEHTBI, UX Ha3HAUCHUE
2.Dopmynsapel — 00pasIibl.

3. [Iponenypa COCTaBJICHUS u
OpraHU3aI[MOHHBIX JJOKYMEHTOB.
4.006nacTh MPUMEHEHHS OPTaHU3ALMOHHBIX IOKYMEHTOB.
5.Ucnons3oBanure yHUPUITUPOBAHHBIX (HOPM.

6.QyHKIIMM OpPraHU3alMOHHO-IIPABOBOM TOKYMEHTALIUH.
7.OCHOBHEIE BUEI OpPraHU3aIMOHHO-TIPABOBBIX
JIOKYMEHTOB.

8. TpeboBaHuss K COCTaBICHHIO H
OPTraHU3aIMOHHO-TIPABOBBIX JIOKYMEHTOB

odopMITeHHUS

0hOpMITCHUIO




JIOKyMEHTBI
COCTaBy

no JIMYHOMY

1.Cy1HOCTh NOHATHUS JOKYMEHTAIIUS IO INYHOMY COCTaBy
2. IlpaBoBble OCHOBaHUSA MOJATOTOBKM JOKYMEHTOB TIIO
JTUYHOMY COCTaBY

3. lIokyMeHTUpOBaHKE MpH pruéMe pabOTHHUKA

4. TpynoBsie JOTOBOPBI (KOHTPAKTBHI).
5.JIokyMeHTHpOBaHUE TIPH TTEPEBOJIE paOOTHUKA
6.JlokyMeHTUpOBaHUE TIPU YBOJbHEHUHU paOOTHUKA

7. OcoOEHHOCTH MPUKa3a MO JIMYHOMY COCTaBY

8. 3asBneHue

9. TpynoBast KHM>KKA

10.JInunoe neno

Opranuzanus
JTOKYMEHTO000pOTa.
CucreMaTu3anus
,Z[OKYMGHTOB " ux xpaHeHHe

1.Opranuzanust TOKyMeHTOOOOpOTa: TpHeM, 00padoTKa,
perucrpanus, KOHTPOJIb, XpaHEeHHE  JIOKYMEHTOB,
HOMEHKJIaTypa Jedl.

2.TpeGoBaHUS K 3aroJIOBKaM JIedl.

3.®opmupoBanue gen. CucreMmarusamusi JTOKYMEHTOB
BHYTpH nena. Odopmiienue nen. TUIOBbIE CPOKU XpaHEHUS
JTIOKYMEHTOB.

4.001mas XapakTepuCcTUKa OpPraHU3allMOHHBIX TEXHUYECKUX
CPEICTB. ABTOMaTH3UPOBAHHBIE CUCTEMBI
nenonpousBoacTBa.  O030p  COBPEMEHHBIX  CPEZICTB
OPTTEXHUKH IS TIEpeIavu ¥ iepepaboTKu nH(OpMaIuu.

5. WUcnonp30BaHue CIIPaBOYHO-TIPABOBBIX CUCTEM
6.Homenkiarypa nen Kak MPOCTEUIIINNA
KJIaccu(UKAMOHHBINA cripaBo4yHUK. OOmue TpeOoBaHUS K
COCTaBJICHUIO ¥ O()OPMIICHUIO HOMEHKIIATypPHI.
7.0dopmnenue nen. CocraBienne onuceit. Cnava nen

CoBpemeHHOE
IINCBMO

IIEJI0BOE

1.ITonsiTue 1E€TOBOM MEPETUCKHU

2.0THuYecKUe HOPMBI JIEI0BOI MEPENUCKU
3.3akoHOAATENbHBIE U HOPMATUBHO-NIPABOBBIE OCHOBBI
JIeJI0BOY Iepenucku B PO

4 SI3BIK ¥ CTHIIb O(UIIMATIBHBIX THCEM

5. Buasl 1nmceM B OpraHbsl  TOCYAApCTBEHHOIO U
MYHHUIUIIAJIBHOTO YIIPaBICHUS

6. JlenoBast nepemnucka mno 3JIeKTPOHHOM 1MoYTe

7.11paBuna oopmIIeHUS JIETTOBOTO MHUChMA.

8.Buasl nucem

9. MexayHapoIHbIEe TUChMA.

10.TpeGoBaHuUs K TEKCTY MHChMa

6.2.3

Cooeparcariue camocmosmeibHou padoomol

HaumeHnoBaHue TEMBI
(pa3nesia) I CHUIIIHHbI

Coneprxanue caMOCTOSITETbHOI PadOTHI

BBG,Z[GHI/IG B JUCHUILIIINHY.
[Ipenmer, conepxanue u
3a/1auu Kypca

1.IlonsaTHe n1eaonponu3BoACTBO.

2. Ilpeamer aucuumiauHbl OCHOBBI JI€JIONPOU3BOACTBA U
JIOKYMEHTO000POT

3. MexnpeaMeTHBIE CBSI3H.

4. CtpykTypa Kypca
5. 3agauum Kypca

OCHOBHEBIE HOHATUA
JIOKYMEHTAIMOHHOTO

1.T'ocynapcTBeHHas cucrema
obecrieueHus ynpaBieHUs

JIOKYMEHTAlHOHHOT'O




oOecrieyeHus yrpaBlieHUs

2. IlonsaTne noKymMeHTa

3. [TonsTHe MOKyMEHTOOOOpOTA

4 Cucrembl JOKyMEHTAIUU

5. YuaudunupoBaHHas cucrema OpraHu3alMOHHO-
pacnopsiaurensHoi nokymenrtaiuu (YCOPJI)

[IpaBoBO€ perynupoBaHue
JIeTIONPOU3BOJICTBA

1.3akoHOAaTENBHOE PETYIUPOBAHUE AETONPOU3BOICTBA

2. Vka3el u pacnopsokenus Ilpesmpenra Poccuiickoit
®denepannu, perIaMeHTUPYIOLIE BOIIPOCHI
JOKYMEHTAITMOHHOTO 00eCTIeueHHS

3. [TIlocranoBnenuss u pacnopsbkeHust IIpaBurenbcTBa
Poccniickoit ®enepanuu, periiaMEHTUPYIOLIUE BOIPOCHI

JIOKYMEHTAIIMOHHOTO ~ obecrieueHuss Ha  (eaepalbHOM
YpOBHE

4. [IpaBoBBIE aKThI beneparbHBIX OpraHoB
UCIIOJIHUTENIbHOM  BJIacTU  (MHUHHUCTEPCTB, KOMUTETOB,
CIyXk0, areHTcTB ©  Jp.) OOIIeoTpacieBoro
BEJIOMCTBEHHOI'O XapaKTepa;

S5.IIpaBoBble  aKTBl  OpPraHOB  MPEACTABUTEIIBHON U
UCTIOJIHUTENIBHOW ~ BiacTH  cyObekToB  Poccuiickoii
denepani W HUX TEPPUTOPHAIBHBIX  OOpa30BaHUIA,

PCHIAMCHTUPYIOIIHMEC BOIIPOCHI ACJIOMMPONU3BOACTBA.

OO0mme HOPMBI M TpaBUIIA

1. [Tonsatue BJIAHK noxymenTa. Buasl 6:1aHKOB

oopmITeHHS 2.TpeGoBanus Kk OJ1aHKaM
YIPaBJICHUYECKUX 3. PexBusut. CocTaB peKBU3HUTOB.
JOKYMEHTOB 4 HanmonanbHble  craHmaptel Poccum B obmactu
JIEJIONPOU3BOJICTBA
Ocobennoctu moarotoBku | 1.IIoHsiTHE  OpPraHM3allMOHHO —  PacIOPAIUTEIHHOM
OpraHU3aIMOHHO- JOKYMEHTAI[MHU: COCTaB, 00JIaCTH €€ MPUMEHEHUSI.
pacropsiANTENbHBIX 2. Haznauenue u BU/IbI OpraHU3alMOHHO-
JOKYMEHTOB OpTraHU3allMH. | pacopsANTEIbHON JOKYMEHTAIUH.
Cucrema cpaBoyHO- | 3. TpeGoBanus k opopmuenuto corinacuo ['OCT.
nH(pOpMaAITMOHHON u| 4. CocraBnenue " odopmiieHre MIPOCKTOB
AHATUTUYECKOMN pacnopsiANTENbHBIX IOKYMEHTOB
JIOKYMEHTAIUH. - IOCTaHOBJICHUH,
-pelleHnH,
-TPUKa30B,
-pacnopsiKeHuH,
-yKa3aHui
5.CocraBnenue u oopmienue CIIPaBOYHO-

MH(OPMaLMOHHBIX TOKYMEHTOB

Cucrema opraHuzalvoOHHO-
MPaBOBOM TOKYMEHTAIIMU

1.CocraB OpraHM3alMOHHBIX JOKYMEHTOB
2.OyHKIMY OpPraHU3aOHHO-TTPABOBHIX JOKYMEHTOB
3.0cobennoctr 0(hOpMIIEHHUSI OpraHU3allMOHHO-TIPABOBBIX

JIOKYMEHTOB
4. Buzgel  opraHM3allMOHHO-IIPABOBBIX  JOKYMEHTOB.
TunoBble W  HWHAMBUIYaJbHBIE  OPTraHU3AIOHHBIC
JAOKYMCHTEIL.

JoxymeHTsl 1o nauyHOMY | 1.JlokyMeHTanus, CBsi3aHHas C  KOMIUIEKTOBAaHHEM

COCTaBy NepcoHalia OpraHu3alny.

2.JIokymeHTanus, CBsA3aHHAs C MPOIECCOM MPOJBUKEHUS
IepCcoHaa Mo Ciyxoe.
3.JlokymeHTaIus, CBs3aHHas C BBITTOJTHEHUEM PaOOTHUKOM




TpeOOBaHUH TPYIOBOI TUCIUITIIHHEI.
4.JlokymMeHTanusA, CBA3aHHAs C NPEKPaIlEHUEM TPYAOBBIX
OTHOIICHHUH PaOOTHUKOB C OPTaHU3aIUEH, C YBOJIbHECHHEM

8. Opranuzanus 1.9Tanel TOKyMEeHTOO0OPOTa B OpraHU3aIluu
JOKYMEHTO000pOTa. 2.DopmupoBaHue aen
CucreMaruzanus 3.Homenkiarypa nen Kak MPOCTEUIIINAI

JIOKYMEHTOB M UX XpaHEHHE | KIaCCU(UKAITMOHHBIN CIIPABOYHHUK.
4.Cnada Jien B apXvB OpraHu3aluu

9. CoBpemeHnHOE nenosoe | 1. JleroBble mcbMa B HCTOPUH YEJIOBEUECTBA
IMACHMO 2. Posb A€OBBIX NTUCEM B YIIPABICHUECKON AEATEIbHOCTH
3. OcobenHocTy 0UIHATHEHO-1ETI0BOM MMCHMEHHOM peun
4. MHcnonb3oBaHWE S3BIKOBBIX (OPMYT — SI3BIKOBBIX

MoJieJIel B JE€JI0OBOM IMHUCHhME
5. DTUKET B JIETTOBOM MEPENHUCKE

7.D0HA OLEHOYHBIX CPeICTB /IS TPOBEdCHUS] TMPOMEKYTOYHOH AaTTecTalluu
00y4arouUXCcs Mo JUCHUILIHHE (MOTYJII0)

[IpenycmoTpensl  ciefyomuye BUAbl KOHTPOJISL KauecTBAa OCBOEHUS KOHKPETHOM
JUCITUTITAHBL:
- TEKYIIHI KOHTPOJIb YCIIEBAEMOCTH
- MPOMEKYTOYHASI ATTECTAINS 00yUYAIOIINXCS MO TUCITUTUINHE

DOH/{ OLEHOYHBIX CPEJCTB ISl IPOBECHUS IPOMEIKYTOYHOI aTTECTALMH 00YYarOIIUXCS 110
mucuuiuinie ogpopmieH B IIPHJIOKEHUU x PABOYEU ITPOT'PAMME JIUCLIUTTJIMHBI

Tekymuii  KOHTPOJIb  YCIIEBAEMOCTH  OO€CIeUMBAEeT OIICHUBAHHWE XOJa OCBOCHUS
JTUCITUILIMHBI B TIpoIiecce 00yueHusl.

7.111acnopt ¢)oHIA OLEHOYHBIX CPEeICTB JLIsi NMPOBeJEHHUS TeKYIIel aTTecTalluM 1o
AMCIUIINHE (MOIYJII0)

Ne Kountpoanpyemsie HaumeHoBaHHMe OLIECHOYHOI'0 CPeACTBA

n/n pa3aeibl (TeMbl)

1. | Beenenwue B auctumuinHy. | Onpoc, mpo0iaeMHO-aHAIUTHYECKOE 3aJaHHe. 3CCe
[Ipenmer, conepxanue u Peanmzanmst mporpaMMbl  C  MPUMEHEHHEM HOT:
3aJ1a4M Kypca TectupoBanue, CHUTyallMOHHBIC 3a7aud, MPOOJIEMHBIC

3a/1a4u.

2. | OCHOBHBbIE MOHATUS Omnpoc, npoOaeMHO-aHATUTHYECKOE 3aJaHle, TECTHPOBAHUE

JOKYMEHTAIlMOHHOTO Peanmzanmss mporpaMMbl  C  MPUMEHEHHEM HOT:

obecneucHUs YIpaBJICHU TGCTI/IpOBaHI/IG, CUTYAaIMOHHBIC 3a1a4H, HpO6HeMHBIe 3aJa4uun

3. | IlpaBoBoe perymupoBanne | Omnpoc, poOIeMHO-aHATUTHIECKOE 3aJaHUE, TUCTYT
JIEJI0TIPOU3BOJICTBA Peanmzanmss mporpaMMbl  C  MPUMEHEHHEM HOT:
TGCTI/IpOBaHI/Ie, CUTYAalIMOHHBIC 3a1a4H, HpO6HeMHBIe 3aa4du

4. | O6mue HOpMBI M ipaBwiia | Ompoc, mpoOJIeMHO-aHATUTUYECKOE 3aJIaHnue, TTPAKTUIECKOe

oopmienus 3a/1aHue, Kenc

YIPaBICHYECKHUX Peanmzanmss mporpaMMbl  C  MPUMEHEHHEM HOT:

JIOKYMEHTOB TectupoBaHue, CUTyallUOHHBIC 33]]a4H, TPOOJIEMHBIE 3a/1a4l
5. | Ocobennoctu nmoaroroBku | Ompoc, TECTUPOBAHUE, MPAKTUYECKOE 3a/1aHue,

OpraHu3alMOHHO- MCCJIEI0BATENbCKUIN TPOEKT, TUCITYT

pacrnopsIUTEIbHBIX Peasimzanmst  mporpaMMbl  C  IPUMEHEHHEM JOT:




JOKYMEHTOB OpraHu3anuu. | TecTupoBaHue, CHTyallUOHHbIE 3a/1a4H, IIPOOIEMHBIC 3aaul
CucremMa cripaBO4HO-
MH(POPMALIMOHHOM U

AHAJTUTUYECKOMN
JOKYMEHTAI1H.

6. | Cucrema Ornpoc, mpakTHIecKoe 3a1aHue, THPOPMAIIMOHHBIN TPOCKT
OpraHu3alOHHO- Peamusanuss nmporpaMMbl ¢ IIPUMEHEHHEM JOT:

MPaBOBOM JOKYMEHTAaMK | TecTupoBaHue, CUTYaIlMOHHBIC 3a7a4M, MPOOJIEMHBIE 3a1auK

7. | HoxymeHnTsl o muyHoMy | Ompoc, mpakTudeckoe 3ajaHue, HHHOPMAIIMOHHBIN MPOEKT,

COCTaBy TECT
Peamusanuss nporpaMMbl ¢ IIPUMEHEHHEM JOT:
TectupoBaHue, CUTyallMUOHHBIE 3a]1a4d, TPOOIEMHBIE 3a0a4l
8. | Opranuzanus Omnpoc, npakTu4eckoe 3a1aHue, KOHTpoJIbHas padoTra
JTIOKYMEHTOO000pOTA. Peasmzanmst mporpaMMbl  C  MPUMEHEHHEM HOT:
Cucremartuzanus TectupoBaHnue, CUTyallMUOHHBIE 3a]1a4d, TPOOIEMHBIC 3aa4l
JOKYMEHTOB U UX
XpaHeHue
9. | CoBpeMeHHOE IeJI0BOE Ornpoc, mpakTHIecKoe 3aaHue, THPOPMAITMOHHBIN TPOCKT
MIACbMO Peamusanuss nporpaMMbl ¢ IIPUMEHEHHEM JOT:

TecTupoBanue, CUTYallMOHHBIC 3a7]a4H, MPOOJIEMHBIE 3a1aUH

7.2 TunoBble KOHTPOJLHLIE 3aJaHUS WJIM HMHLIE MATEpHAJLI, HEOOXOAMMbIE JUIST OIEHKH
3HAHWI, VMEHN, HABLIKOB M (MJIM) ONBLITA AeATEeILHOCTH B MPOIECcCe TEKYIIEro KOHTPOJIs

Tunosbie BOIpochI

1.Ienu, 3amaun u npuniunsl JJOY. Uctopus JIOY kak Haykw.

2.Ilpenmer u 3a1auu Kypca.

3.Jlornueckass CTpyKTypa IHCLUMIUIMHBI, €€ MECTO B CHCTEME MOATOTOBKH CIIELMAIIACTA,

MEXIPEIMETHbBIE CBSI3U.

4. CoBpeMEHHOE J1€TONPOU3BOICTBO: 1IN, 3314l Y IPUHLIMIIBL.

5. OcHOBHBIE TIOHSATHSI W OIpENCICHHs: JTOKYMEHT: €ro CBOHCTBa W (YHKIIUH,
JEJIONPOU3BOJICTBO, JOKYMEHTOBEIEHUE, TOKYMEHTOO00POT.

Tunosslie Npo0JIeMHO-aHAJIUTHYECCKUE 3aJAHUS

1. Ilpobnemno-anarumuyeckoe 3adanue:
1. HazoBuTe BCe BUABI TOKYMEHTOB U YKa)KUTE, IO KAKUM MPU3HAKAM OHU KIacCU(PUIIMPYIOTCS.
2. Haiigute onpenenenre JOKyMEHTa B TOCYAapCTBEHHOM CTaHIapTe.
3. CoctaBbte Tabnuny «IloHsATHE TOKYyMEHTa B HAYYHBIX AUCLUILTUHAX)
4.0Onpenenure BUA JOKyMEHTa: OQUIHABHEIC, THYHBIC U TUYHOTO MPOUCX OKICHUS

2. Ilpobnemno-ananumuueckoe 3a0anue:
1.CocraBbTe npukas (pacopsbkeHUe) o mpueMe Bac Ha paborty,
2.CocTaBbTe TIpuKa3 (pacropspkeHHe) 0 TIEPEBOJIC Bac Ha IPYryro padboTy
3. CocraBbTe [Ipukas (pacnopspkeHHE) O MPEIOCTaBICHUH BaM OTITyCKa

3. IIpobaemno-ananumudeckoe 3a0anue:
1.CocraBpTe TpadvK OTIMYCKOB OPTraHM3AIlMU COCTOSIIEH M3 15 COTpyAHMKOB: 2 U3 KOTOPBIX
3aMECTUTEH PYKOBOJIUTENS, OJMH- TJaBHBIM Oyxranrep, 2 — Oyxraarep W KacCHp, OJIUH —
CIIEIUATIUCT OT/eNa KaApOB, 5 — pabOUNX-CMEHIIMKOB, 2-pab0THUKHN Ha 8§ 4acoBOM pabouuii JCHb,
olHa — ybopiuia, 2 — MEHEIKEPOB.
2. CocTtaBbTe TIpuKa3 (pacrnopsiKeHUe) O MPEeKpaIieHun JeHCTBUS TPYIOBOTO TIOTOBOpa (KOHTPAKTa)
C BaMH.
3.CocraBbTe nprKa3 (pacCopsKEHHE) O HAMIPABICHUU BAaC B KOMAHIUPOBKY



4.BpInumTe KOMaHIUPOBOUYHOE YAOCTOBEpEHNE PAOOTHUKY
4. ITpobneMHO-aHATUTUYECKOE 3a/1aHUE:
1. Pa3beiitech Ha Tpymnmbl mo 4 4YenoBeKka W cocTaBbTe [lpaBMiia BHYTPEHHETO TPYAOBOTO
pacniopsinka; [lonokeHne o 3amUTe TEPCOHANBHBIX HaHHBIX; llomokeHue 00 oruiate TPyAa;
[TonokeHne o CTPYKTYpHBIX Mojapasaenenusx; [lonoxxenue 06 arrectanuun
2. Beibepute 0HYy U3 KOHKPETHBIX JIOJDKHOCTEH U COCTaBHTE JIOJDKHOCTHYIO HHCTPYKITUIO
3. CocTaBbTe MPUKa3 O TOOIIPEHUH PaOOTHHKA.
5. Ilpobremno-ananumuueckoe 3a0anue:
Pas0GeiiTeck Ha rpymniibl 1o 4 YesloBeKa U COCTaBbTE
1. TTonoxeHnue o0 MpeMUpPOBAHUY;
2. MHCTpyKLHUIO 110 KaAPOBOMY JAEJIONPOU3BOCTBY;
3. [Tonoxxenue 06 OlEHKE MepCcoHaa;
4. ITonoxeunue 00 00ydeHUH;
5 Ilomoxxenue 00 aganTarnu
6. [Ipobremuo-ananumuyeckoe 3a0anue.
1. CocTaBbTe rpadguk JOKYMEHTOOO0POTa B KOHKPETHON OpraHU3aIiH
2. Pa306etiTech Ha TpyNIIbI 1O 4 YEJIOBEKA U COCTABHTE
- [ono>xenue o paboTe ¢ KaJIpOBBIM PE3EPBOM;
- [Tonoxxenune o npeMupoBaHUM
7. [Ipobaemno-ananumuueckoe 3a0anue:
1.IlpeacraBbTe CTPYKTYpy YcCTaBa OpraHu3auu
CocraBbrTe:
2. IlocTaHOBJIEHUE IO KOHKPETHOMY COOBITHIO.
3. Penienue no KOHKPETHOM 3a7a4ye yIpaBICHUS.
8. Ilpobaemno-ananumuueckoe 3a0anue:
1. CocTaBbTe IIpUKa3 MO KaAPOBOMY COCTaBY.
2. CocTaBbTe yKa3aHHE 110 PELIEHUI0 KOHKPETHOTIO BOMpOca.
3. CocTaBbTe pacnopsHKEHUS IO KOHKPETHOMY COTPYAHUKY
4. OopmuTte MPOTOKOJI 3aceaHus COOpaHus KOJIEKTHBA OpraHU3aIiH.
9. IIpobaemno-anarumudeckoe 3a0anue:
1. CocTaBbTe aKT O HApYLICHUU TPYAOBOTO JI0rOBOPA KOHKPETHOTO COTPYIHHUKA.
2. Onumure cTpykTypy [lonoxenus kak JOKyMeHTa
3. OnumuTe npaBuiia COCTaBICHUSI HHCTPYKIIMI
10. IIpobremHo-anarumurecxkoe 3a0anue:
1. Ucnionb3ys TunoByto GopMy «oOmuii 01aHK» 3aI0OJTHUTE €e.
2. Ucnonb3ys TUIIOBYIO (hopMy «OJIaHK MHCbMay 3aIlOJIHUTE €€
3. Ucnonb3ys THoByio (GopMy «OJIaHK KOHKPETHOTO BHJIa JOKYMEHTA) 3aIlOJHHUTE €.

Tembl HccIe10BaTeIbCKUX, TBOPYECKHX IPOEKTOB

Iloozomoska uccnedosamensbCckux NPOeKmos no memam:
1.Micionb30BaHne KOMITBIOTEPHBIX TEXHOJIOTUI TPU CO3JJaHUU U 0(OPMIIEHUH JOKYMEHTOB.
2. DNEeKTPOHHBIN JOKYMEHT M Mpo0JieMa ero MpaBoOBOrO cTaTyca.
3. OcobeHHOCTH COTTIacOBAaHUS 3JIEKTPOHHOTO JOKYMEHTA.
4. NudopmanmoHHO-CITpaBOYHbIC JOKYMEHTBI — CIIPABKH, aKThI, TOKJIAIHbIC U O0OBSICHUTEILHBIC
3aIMHUCKH, JOBEPEHHOCTH, CIy>KeOHbIe MUChbMa, TeJIe(OHOIPaMMBI, TEJIETPaMMBbI, (pakcorpaMMbl
5. llpunanue IOPUANIECKON CHUITBI JOKYMEHTY B JIEKTPOHHOU (hopme.
6. [lpumeHenune 6a3 1aHHBIX, 1a0JIOHOB, TEKCTOBBIX PEJAKTOPOB.

Teopueckoe 3a0anue (c s1emenmamu 3cce)
Hanumwure scce nmo teme:
1.Posb apXvBOB B COXpaHEHHH JOKYMEHTOB



2. MexBeIOMCTBEHHbIE, BEJIOMCTBEHHBIC ApXUBBI. APXHUBBI OpraHU3alUT,
NPEANPUATHH, yUpexKAeHU. [ '0Cy1apCTBEHHbBIE apXUBbI
3. DIIEKTPOHHBIN JOKYMEHTOOOOPOT: MOJOKHUTEIbHBIE U OTPUIIATEIHHBIC YEPTHI

TunoBbie 3aJaHUA K HHTCPAKTUBHBIM 3aHATUAM

Cpasnumenvhwiii anaius 6 popme oucnyma
1.27eKTpOHHBIH JOKYMEHTOOOOPOT: MOJI0KUTEIbHBIE U OTPULIATETIbHBIC YEPTHI
2. Mecto auctumuinHbl “OCHOBBI ACIONPOU3BOACTBA M JOKYMEHTOOOOPOT’ B COBETCKOM U
COBPEMEHHOM CHCTeMaX IMOJATOTOBKH CIICIIHAIKCTA -YIIPABJICHIIA.

3aoanue no pewenuro ynpasnienyecrou cumyayuu. Keiic 1

[Ipowno 3acepaHue MHBEHTApU3AaLMOHHOM KOMHUCCHUM 3aBOJA Ta30BOM ammaparypsl, Ha
KOTOPOM paccMaTpUBAJICA BONPOC O pe3ylbTarax HWHBEHTapu3aluu 1o ckiaxy Ne 2
BCIIOMOTaTeNbHBIX MaTepuaioB. Ha 3acemanuu ObUTO MPUHSATO MOCTAHOBJICHHE 00 YTBEPKIACHUIA
pe3yNbTaTOB MHBEHTapU3allud W OTHECEHHS 3a CYeT 3aBEYIOIIEro CKJIAJOM HeJoCTadu
BCIIOMOTATENbHBIX MaTepHalioB B CymMme 365 Thic. py0., a TakKe 3a4UTaHbl CIMYUTEIIbHAS
BEJIOMOCTH 110 cKaay Ne 2 u 0ObSICHUTENbHAS 3aMHCKa 3aBEAYIONIETO CKIAI0M.

- Kako# oOKyMeHT cOCTaBiIsi€TCs O UTOTraM 3acelaHuil KOMUCCUIA pa3HOTo pojaa?

- Kakne pekBU3NUTHI JOJKEH BKIHOYATh JaHHBIA JOKYMEHT?

- CKOJIBKO CTPYKTYPHBIX YacTEil OH MpeArnoJiaraet?

- Kakue ¢aktryeckue naHHbIC TOMKHBI OBITH BHECEHBI B ATOT JOKYMEHT?

Pewenue keitica.

[To uroram 3acenanuii KOMUCCUU coctaBisieTcs [IpoTokon 3acenanuss MHBEHTaApU3ALMOHHOM
KOMHCCHH 110 PACCMOTPEHHUIO PE3yIbTaTOB MHBEHTAPU3AIUH.

[IpoTOKOI CONEPKUT CIIEAYIONINE PEKBUBUTHI:

HAaMEHOBAHHWE OpraHu3aluii; Ha3BaHWE BHJA JOKYMEHTA; JaTa M HOMEpP IMPOTOKOJA;
3arojIOBOK K TEKCTY; TEKCT; MOAMKUCH YYaCTHUKOB; rpu( yTBepKIeHus (B ciiydae, Korja MpoTOKOJ
HOJJIEKUT YTBEPKJIEHUIO).

[IpoToKOa COCTOUT U3 2 YacTel: BBOJHOM U OCHOBHOM.

B 3TOT 1OKYMEHT JOJKHBI OBITh BHECEHBI CIEAYIONINe (PaKTUIECKIE TaHHBIC:

1) Ha3BaHUSI TOKYMEHTA U MPEANpUSITHUS.

2) yKa3aHue 4ICHOB KOMHUCCHUH U MpeCceaaTes.

3) CMCOK BBICTYMAIONINX HA 3aC€JaHUN KOMHCCHU.

4) nTorn MHBEHTapU3ALINH.

5) penienusi, KOTOpbIe ObUTH PUHSATHI.

6) 3aKJIFOYEHUE KOMUCCHH.

7) UTOTH TOJIOCOBAHUS (€CH OBLIH).

8) MepornpusaTus, MPOBEACHHBIE B MPOLECCE HUHBEHTAPU3AIUH.

9) BbISIBIICHHbIE HAPYILIEHUS U T€, KTO B HUX BUHOBAT (MM U JOJKHOCTB ).

10) nata 1 MecTO COCTaBJIEHUS MTPOTOKOJIA.

11) moamucu npeacenaTestst U CeKpeTapss KOMHCCHH.

Keric 2

B crpoutensHom koomepaTtuBe «CtpoiicepBuc» ObuUl OOHapyXkeH (aKkT HENpPaBUIHLHOTO
UCIIOJIb30BAaHUSl CTPOUTENBHBIX OTX0A0B. [Ipm mpoBepke paboThl cKiajga MHIOMAaTepUaIoB
YCTAQHOBJICHBI (DaKThl OTIYCKA B KOTEJBHYIO JUISI CKHTAHHS OTXOJOB MHUIOMATepUANIOB JUTMHHOM
cBbiie 20 cm.

- Kako# JOKyMEHT MO3BOJIUT PETIAMEHTUPOBATH OTITYCK CTPOUTEIBHBIX MaTEpUaIoB?

- Kakuie myHKTBI JOJDKHBI OBITH B TJAHHOM JIOKyMEHTE 00s3aTelbHbBIMH?

- CKOJIBKO JTOJIKHOCTHBIX JIUI[ AOJKHBI ObITh OTBETCTBEHHBIMU 32 UCIIOJHEHHUE TAHHOTO



JTIOKyMeHTa?

- Kakue pekBU3UTHI JOIKEH BKIIIOYATh IaHHBIA JOKYMEHT?

- CKOJIBKO CTPYKTYPHBIX YacTeil OH MpeArnoiaraet?

- Kakue daktryeckue naHHbIE TOMKHBI OBITH BHECEHBI B ATOT JOKYMEHT?

Pewenue ketica

JIOKyMEHT, KOTOPBIA MO3BOJUT PErVIAMEHTHPOBATH OTMYCK CTPOMUTENIbHBIX MaTepUajoB -
[Tpukas.

OO0s13aTeNbHBIE TYHKTHI TPHUKa3a: 1) MyHKTHI, B KOTOPBIX JAIOTCS MOPYYEHUS UCTIOTHUTEIISIM
U CPOKHU UCTIOJHEHHS. 2) MYHKT O KOHTPOJIE UCIIOJIHEHUS IIpUKa3a.

OTBETCTBEHHBIM 32 UCIIOJIHEHHE MPUKAa3a SBIAETCS OJHO JIOJDKHOCTHOE JIULIO.

[Ipuka3 nomkeH BKIIOYaTh TaKWe PEKBU3UTHI, KaK IOJHOE HAUMEHOBAaHUE KOMIAHUHU
COTJIACHO NIEHCTBYIOIIEMY YCTaBY; OpraHM3allMOHHO-TIpaBoBast (popma; MECTO COCTABIICHUS WM
U3JIaHUS; PErHCTPAllMOHHBIA HOMEp, YKa3aHHBIA B KypHaJle perucTpaluy; HauMeHOBAaHHE BHJA
JIOKYMEHTA; 3arojoBOK; TEKCT; JaTa CO3/laHus; JaTa MNOAMHCAHUS TOANUCH PYKOBOAMTEINS C
pacudpoBKON; OTMETKH O HATMYHUU MTPUIIOKECHU;

[Mpuka3 BkmrOWaeT B ceOsg JBE CTPYKTYpHBIE YacTH: KOHCTaTHUPYIOIIYIO H
PaciopsAUTENBHYIO.

B 3TOT 1OKYMEHT JHOKHEI OBITh BHECEHBI (PaKTUUECKHE NaHHbIe [[pHUrHbI U TOpyUYEHUSI.

AHnanumuueckue 3a0anus

1. Ucnons3ys 'OCT 7.32 — 2001 IIpaBmiia opopMIIeHUS TEKCTOBBIX TOKYMEHTOB, CHOPMYIHPYHTE
OCHOBHbIE TpeOOBaHUs K OPOPMIICHHUIO TEKCTOBBIX JOKYMEHTOB

2  HUcnomedys T'OCT P 6.30-2003  VYuudwummpoBaHHbIe  CHCTEMBl  JOKYMCHTAIIUH.
YHuHUIMpoBaHHas CHCTEMa OPraHU3aAMOHHO-PACHIOPSAUTENBHON JOKyMeHTaluu. TpeGoBaHus K
0pOpMIICHUIO  JOKYMEHTOB, CHOPMYIUPYHTE TpaBwia  OQOPMIIECHUS  OpPraHU3alMOHHO-
pacropsaIuTeIbHON TOKyMEHTAlUN

3. Ucnonb3ys KOHKPETHBIA IOKYMEHT, IEPEUNCITUTE PEKBU3UTHI.

4. CocTaBbTe CXEMY PaCTOP)KEHUS TPYJOBOTO IOTOBOPA MO MHUIIMATUBE paOOTHHKA.

5. Haueptute cxeMy JOKYMEHTOOOOPOTA B OpTaHU3aIIUN

6. CocTaBbTe MHCTPYKIIMIO MO COCTABJICHUIO HOMEHKJIATYPHI JIE.

7. 3anumuTe rnpaBuia paboThl ¢ JOKYMEHTaMH COAEPKAIIMMU KOH(PHUICHIMATbHYIO HH(POPMAITHIO.

Tunosbie TECTHI
1.Kakoe cyxnenne onmmooyHo:
«[ToaMMHHUK TOKyMEHTa BCETIA. ..)»
A) opopmiisiercs Ha OaHKe, b) nmeeTt moanuck MOJTHOMOYHOTO JIUIIA,
B) umeet perucrpanrionHbie MoMeTKy, ) Bceraa umeet (repOoBYyO HIIM IPOCTYIO) TIEYaTh.

2.1IpocThIM MO COJEPKAHUIO HA3BIBAETCS IOKYMEHT, KOTOPBIH ...

A) He TpeOyeT 3HaYUTEIHLHOTO BPEMEHHU Ha ero 00paboTKy,

b) He TpeOyeT MoAroTOBKM Ha HETO OTBETa, B) COEPKUT B TEKCTE TOJIBKO OJMH BOIIPOC,
I') odbopmiien Ha popmate Oymaru AS.

3.Jlybnukar nokymeHTa

A) UMeeT paBHYIO C TOJAJUHHBIM JJOKYMEHTOM IOPUINYECKYIO CUITY,

b) HEe umeeT 10pUINYeCKyIO CHITY KaK MOJUTMHHBINA JTOKYMEHT,

B) BoCIpoM3BOANT OCHOBHYIO YaCTh IVIABHBIX PEKBU3UTOB NOJJIMHHOIO JOKYMEHTA,
') MOMHOCTBIO BOCTIPOM3BOIUT MO TMHHBINA JOKYMEHT.

4.CpouHbIM (TI0 UCTIOTHEHUIO) HA3bIBACTCS IOKYMEHT. ..



A) 7151 KOTOPOTO YCTaHABIMBAETCS CPOK UCIIOTHEHUS,
B) xoTopsIii TpeOyeT Ui OTBETa TOTIOTHUTEIBEHOTO HCCISIOBAHUS,
B) xoTopHIii HanpaBIseTCs B BHIIECTOSIIYIO OPraHU3AIIHIO.

5.JlokymeHT0000pOT — 3TO
A) ABUKCHUC JOKYMCHTOB Ha IMPCANPHUATUHA C MOMCHTA NOJYUCHUA WX CO3AdaHUA 10

3aBCPIICHUS, WJIX OTIIPABKHU

b) nepedens HOMKHOCTHBIX JIUILI, OCYLIECTBISAIOMIMNX C JAHHBIM IOKYMEHTOM OIEpPaLIUH.
B) nepeuens onepaiuii, KOTOpbIE BBIIOIHSAIOTCS C IOKYMEHTOM B OpraHU3aIlHH.

6.1ToaroToBNEHHOE [IJIs1 CJaYU B APXUB JIEJIO0 UMEET:
A) pacniosio)keHHE TOKYMEHTOB B XPOHOJOTUYECKON MOCIIEI0BATEIbHOCTH,
b) mepenner B mamke «Jlemo» ¢ momomipto ckopocmuBarens, B) CooTBeTCTBYOIIUM

00pa3om ohopMIIEHHYIO 00JIOKKY JAena.

7.KoHBepTHI OCIIE BCKPBITUSL YHUUTOXKAIOTCS
A) Bcerna,
b) Tonpko, ecnu MUCHMO B JJaHHOM KOHBepTe odopmiieHO Ha OnaHke, B) kpome muceM u

)Kano0 TpaXkaaH, v Ip. OCOOBIX CITy4aesn,

I') HUKOr1a HE YHUUTOXKAIOTCSL.

8.HomeHkarypa aen He mpeycMaTpHBACT:
A) mepedeHbh KOHKPETHBIX HAMMEHOBAaHHM JIeT,
b) cpokoB xpanenus nen,

B) nnnekc (mopsakoBeIii HOMEp) /ena,

I') cpok mpencraBieHus 1eia B apXUB.

9.CaMbIM pacripocTpaHeHHBIM (opMaToM Oymaru, HMCIOJIb3YEeMbIM B JEJIONPOU3BOICTBE

opranuzaruu Poccuiickoit dhenepamuu, siisiercss popmar

A)B3 B) A4 B) AS T) B6

10.IIpu odopmieHHH OpraHU3alMOHHO-PACTIOPAIUTEIBHBIX JTOKYMEHTOB HE pa3peraercs

noBopaunBath Ha 90 rpagycoB JucT popmara

DN AW N —

A) A3 B) A4 B) AS

Tunosbie BONPOCHI K KOHTPOJIbHBIM padoTam

. Buapl JOKyMeHTOB U UX KiaccupuKanus

. CocraB ynpaBieHYE€CKUX JTOKYMEHTOB.

. IlonsiTue cuctemMbl JOKYMEHTALIUH.

. OYHKUHUOHAJIBHBIE U OTPACIIEBbIE CUCTEMBI IOKYMEHTALIMHI

. YHubukauusa u cTanaapTu3anus yrnpaBJieHYeCKUX TOKYMEHTOB

Peasmzanus nporpammel ¢ npumenenuem JJOT:

Tunosble npodJjieMHbIE 3a1a4H:

3agaua 1.

[ToaroroBsTe Mpuka3 06 urTorax peBu3uu (PuUHAHCOBOrO ydera. B KoHCTaTUpyrOmeld JyacTu



YKa)KUTE, 4TO peBU3Mel 0OHapyKeHbI (pakThl rpyO0Oro HapyiieHuss GUHAHCOBOTO ydyeTa: HET ydeTa
¥ OTYETHOCTH 1O KOMAaHJIUPOBKAM, OTCYTCTBYET KypHAll ydera IOBepeHHOCTei. Hemocrarommue
PEKBU3HUTHI YKAKUTE CAMOCTOSITEIBHO.

TunoBbie CUTYallHOHHbIE 32/1a4HU:

3amaua 1.

B ¢upmy nocrynmiio aBa KOHBEpTa, aApeCOBAHHBIX T€HEPAIBHOMY IUPEKTOPY, OJHMH
KOHBEPT C PEKJIAMHOM aKIUeH, TBE MOCHIIKH U3 (HUITHAIOB.
O6paboTaiiTe MO3TaTHO BXOSIIYI0 KOPPECTIOHICHIIUIO.

3agaua 2.

1) B ¢punman moctynuiio mucbMo-3ampoc OT PyKOBOJICTBA XOJIJIUHTA.
Co3paiiTe OTBET Ha BXOAAIIEE MTUCHMO-3AIPOC, UCIIONB3Ys CIPABOYHYIO HHPOPMAIIHIO.

2) B sauBape Oyaymiero roja COCTOUTCS KOH(EPEHIHs, MOCBSIICHHAs WHHOBAIMSIM B
sKOHOMHKe. HeoOxommMo co3maTh W pa3ociarh MUCHMO-TIPUTIIAIICHHE HAa MPEICTOSIIYIO
KOH()EPEHIIUIO.

TunoBble TECTHI

1. [Ipu xakom pacnosiokeHnn pekBu3nThl "HaumenoBanue opranuzanuu’, "Bun
JOKyMeHTa" U Apyrue HeoOXOAUMbIE PEKBU3UTHI HAa OJIaHKE Pa3MEIAIOTCS B BEPXHEM JICBOM YIIIY:

Bri6epute oqun oTBET:

A) iposionbHOE

b) yrmosoe

B) nentpupoBanHoe

2. JIns KakuX JOKYMEHTOB 00sI3aTeJIeH PEKBU3UT «AzlpecaTy:
BriOepure ouH MM HECKOJIBKO OTBETOB:

A) nucbma

b) mpukassr

B) nomKHOCTHBIE MHCTPYKLIUU

3. Kaxas nara sBiseTcst 1aToil IpUKa3oB, MMCEM, CIIPABOK:
Bri6epute oqun oTBET:

A) Jlata yTBEepKIeHUS

b) aTa 3apukcupoBaHHOTO B JOKYMEHTE COOBITHS

B) [ata cornacoBanus

I') JaTta noxnucanus

4. Bri6epute snemenTh pekBuzuTa «I pud yTBepKICHUS:
BriGepure o1H WM HECKOIBKO OTBETOB:

A) INoamuck

b) lomxHOCTb U1a, YTBEPKAAOIIETO TOKYMEHT

B) [leuats opranuzarnuu

J1) Busbl cornacoBanust



5. [Ipukazamu 1Mo IMYHOMY COCTaBY O(POPMIISIOTCS:

A) T'apanTuiinbie 0053aTeNIbCTBA OPraHU3aUN

b) JomxHOCTH JIuIa, YTBEP)KIAIOIIETO TOKYMEHT

B) Ilpuém, nepeBos 1 yBOJIbHEHNE COTPYJHUKOB OpraHU3alMH
I') AkTel mpuéma 1 miepeaun 00bEKTOB

6. OcHoBHbIE GQYHKIIHH, KOTOpBIe oOecnieunBaeT JJOVY:
A) rutaHupoBaHue

b) opranu3zaioHHO-pacnopsIANTENIbHAs 1eATEIbHOCTh

B) y4ér u oTuéTHOCTH, (PuHAHCHpPOBAaHUE

7. Howmenknarypa nen npencrasisier coboil:
A) CriMcok 3aroJIoBKOB (HaMEHOBAHMM) J1eJ1, 3aBOJIUMBIX Ha MPEANPHUATHN C YKa3aHUEM UX

CPOKOB XpaHEHHUs

b) NapanTuitHbie MUChMa OpTaHU3alUN
B) I'pud yrBepxaeHus pyKOBOIUTENS OpraHU3aluu
I') Cpoku xpaHeHus TOKyMEHTOB

8. biank mokymeHTa — 310:
A) HecTaHJAPTHBIN JIUCT OyMaru, Ha KOTOPOM BOCIIPOM3BOAUTCS MOCTOSIHHAS WH(OpMAIIHS

JIOKYMEHTa M €CTh MECTO ISl IEpEMEHHON UH (popMaIiu

b) cranmapTHbIil TUCT Oymaru, Ha KOTOPOM BOCIPOHM3BOIUTCS MTOCTOSIHHAS MHPOPMALIUs

JIOKYMEHTa ¥ €CTh MECTO JUIsl IEpEMEHHON UH (popMaIiin

MM;

B) npyroe

0. biranku umerot mos (cormacao 'OCT p 7.0.97-2016):

A) neBoe — 20 MM; paBoe U HUXKHee — He MeHee 10 MM; BepxHee — He MeHee 20 MM;

b) neBoe — 10 mmM; npaBoe u HUKHEE — HE MeHee 20 MM; BepxHee — He MeHee 10 mMv;

B) neBoe — 20 mm; paBoe He MeHee 10, HikHee — He MmeHee 20 MM; BepxHee — He MeHee 20

10. PexBU3HUT — 00s3aTEIbHBIN 3JICMEHT:
A) mpucyuii onpeneIeHHOMY BUIY JOKYMEHTA;
b) npucymiuii To1bKO OpraHu3alMOHHON JOKYMEHTALINH;
B) npucymmii ToapK0 TUCEMaM;

11.  ®opmynsp-obpaszer — 3TO:
A) COBOKYITHOCTb HE PEKBU3HUTOB, a MOAMHUCEN
B) coBOKYITHOCTB pacIoI0KEHHBIX B OMPEIEICHHON MOCIEI0BaTeIbHOCTH PEKBU3UTOB,

MPUCYLIUX BCEM BUJAM IOKYMEHTOB;

B) HomeHKkIaTypa aen opranu3anin

12. K pacnopsiauTenbHBIM JOKYMEHTaM, H3/JaBa€MbIM B YCIIOBHSIX €IMHOJIMYHOTO
MIPUHSATHS PEIICHUSI, OTHOCSTCS:

A) nenoBbie MUChMa

b) npukassl

B) noxnannbie 3anucku

13.  TpebGoBanHwus, IpeabABIIEMbIC K TOKYMEHTOOOOPOTY:
A). IpSIMOTOYHOCTh ABM)KEHUS JOKYMEHTOB (JOKYMEHT KpaT4aillIMM IyTEM MOMNagaeT K

HCITIOJIHUTEIII0, BO3BPATHBIC IIEPEMCIICHUS JOKYMCHTOB I/ICKJ'IIO‘ICHBI);



b) pacnipenenenune 1OKyMEHTOB MEX1Yy PYKOBOJIUTEISIMU U CIICUAIMCTAMH COTJIACHO UX
(YHKINOHATIBHBIM 00SI3aHHOCTSM;

B) HeoOxoauMoe nepeMenenne T0KyMEHTOB (IyOTMpOBaHKe, TUITHUE HHCTAHITUN U
JEHCTBUS UCKIIFOYEHBI) U eIMHOOOpa3ue MapiipyTa JBUKEHUS TOKYMEHTOB U TEXHUYECKUX
onepanuii ¢ HIMU, OJHOKPATHOCTh Ka)KJI0M omnepanuu;

I') Bce BBIIENIEPEUNCIICHHBIE

14.  JIns xakoro BUJa TOKYMEHTA PeKBU3UT «HanMeHOBaHUE BUIA TIOKYMEHTay HE
YKa3bIBaETC:

A) BbIIMCKa U3 IPOTOKOJIA;

b) nenoas 3anmcka;

B) nucsmo;

I') oTuér.

15. I'ne xpaHsTcs nena mo UCTEYEHUH CpOKa TEKYIIETO0 XPaHEHUS:
A) B apxuse;

b) y pykoBoauTens opranusaiuy;

B) y cexperapst pykoBoguTENsI OpraHU3aluy;

I') nonnexxar aHHYIMPOBAHUIO.

7.3 MeTtoauuyeckue MATEpHAJILl, ONpeaesiiolue npoueaypbl OeHNBaHusl 3HAHUH, VMEeHHH,
HAaBBLIKOB U (MJIM) ONBLITA A€ITEJILHOCTH

Bce 3anmanus, ucnonb3yemble Ui TEKYIIETO KOHTPOJS (OPMHPOBAHUSA KOMIIETCHIIUN
YCIIOBHO MO>KHO pa3Jie/IuTh Ha JBE IPYIIIBL:

1. 3aJaHHsl, KOTOPBIE B CHIIy CBOMX OCOOEHHOCTEH MOTYT OBITh PeaM30BaHbI TOJIBKO B
nporecce oOydeHHMs Ha 3aHATHAX (HApUMep, IUCKYCCUs, KPYIJIBIA CTOJ, AMCIYT, MUHH-
KOH(epeHIHs);

2. 3aJlaHUs, KOTOpBIE JNOIOJHAIOT TEOPETHUYECKHE BOINPOCH! (IIPAKTHUYECKHE 3aJaHus,
poOJIeMHO-aHATUTUYECKUE 3aaHNUs, TECT).

BeimonHenne Bcex 3aaHuil SIBISETCS HEOOXOAMMBIM JUIsl (DOPMHUPOBAHMS M KOHTPOJIS
3HaHUHM, yMEHUN U HaBBIKOB. [loaTOMY, B Cilyuae HEBBINOJIHEHUS 3aJaHHUN B Iporecce oOyueHus,
WX HeoOXoauMo «oTpaboTaTh» 10 3auera (dk3aMeHa). Bupa 3amaHmii, KOTOpbIE HEOOXOIUMO
BBIMOJIHUTD JUIsSl JIUKBUJALMM «33J0JDKEHHOCTH» OIPENEISAETCS] B MHAUBUAYAIBHOM IOPSAKE, C
Y4€TOM IPUYHMH HEBBIIIOJIHEHHUS.

1. TpeOoBaHMe K TEOPEeTHYECKOMY YCTHOMY OTBETY

Onenka 3HaHWM npennonaraer IupGepeHIUPOBaHHBI MOIXO0A K CTYAEHTY, YY€T €ro
WHAUBUAYAIbHBIX CIMOCOOHOCTEH, CTENeHb YCBOEHHUS M CHUCTEMAaTH3allMd OCHOBHBIX TOHSATHH U
KaTeropuii mo pucuuiuinae. Kpome Toro, oreHuBaeTcsl He TOJNBKO INTyOMHa 3HAHHUH TOCTaBICHHBIX
BOIPOCOB, HO M YMEHHE UCIOJIB30BaTh B OTBETE MpaKkTHUecKkuil Marepuan. OneHuBaercs KylbTypa
peuu, BiaJieHue HaBbIKaMi OpaTOPCKOro UCKYCCTBA.

Kpumepuu oyenusanusa: mocineaoBaTreinbHOCTh, MOJHOTA, JOTMYHOCTh HM3JI0KEHUSI, aHAIU3
pa3IMYHBIX ~TOYEK 3PEHUs, CaMoCTOsTeNbHOEe 0000IIeHne MaTepuana, HCIOJIb30BaHUE
npodecCHOHANBHBIX TEPMHUHOB, KYyJbTypa peuM, HaBBIKM OpPATOPCKOTO HcKyccTBa. W3nokeHue
MmarepHaia 0e3 paKTHIECKUX OINOOK.

OneHka «omauuHO» CTaBUTCS B ciy4yae, KOTJla MaTepuajl M3JIaraercsi HCYepIbIBaloIIe,
IIOCJIEA0OBATENbHO, TPAMOTHO M JIOTMYECKH CTPOMHO, NpPU 3TOM PACKPBIBAIOTCA  HE TOJIBKO
OCHOBHbBIE MOHSTHSI, HO U aHAIU3UPYIOTCS TOUYKM 3PEHHS pa3IMuHbIX aBTOpoB. OOyuaromuiics He
3aTPYAHSAETCS C OTBETOM, COOJIIOJIACT KYJIbTYPY PEUH.

OneHka «xopouio» CTaBUTCS, €CIIM OOyUaIOUIUIics TBEPAO 3HAET MaTepHall, [PaMOTHO U 1O
CYIIECTBY M3JIaraeT €ro, 3HaeT NPaKTUYeCKylo 0a3y, HO NpU OTBETe Ha BONPOC JOMYCKAET



HECYIIECTBEHHbBIE MOIPEITHOCTH.

OreHka «y0osnemeopumenbHoy CTaBUTCA, €CIIM 00YyYaIOUIMiCsSs OCBOMI TOJIBKO OCHOBHOM
MaTepuai, HO He 3HAaeT OTAEIbHBIX AeTajeil, T0MyCcKaeT HETOYHOCTH, HEJJOCTaTOYHO MpPaBUIIbHBIC
(bOpMYyITHUPOBKH, HApyIIaeT IOCIEIOBATEILHOCTh B HW3JIOKEHWW  MarepHuala, 3aTpyIHSETCS C
OTBETAMHU, I[IOKa3bIBa€T OTCYTCTBHE JIOJDKHOM CBSI3M MEXAY aHAIM30M, apryMeHTaluel u
BBIBOJIAMH.

OneHka «HeyoosremgeopumenbHoy CTaBUTCA, €CIM OOydaloIlWMics HE OTBEYaeT Ha
MOCTaBJICHHBIE BOIIPOCHI.

2. TBopueckue 3axanus

Occe — 910 HEOONBINAs MO O0BEMY IMChMEHHAss paboTa, coueTaroias CBOOOHEIC,
CyOBEKTHBHBIE PACCYKJICHUS TIO OMNpEACTCHHON TeMe C JJIEMEHTaMH HAy4YHOro aHaimm3a. Tekct
JIOJDKEH OBITh JIETKO YMTaeM, HO HEOOXOAMMO HM30eraTth HapO4YHTO PA3rOBOPHOTO CTWIIS, CIICHTA,
mabaoHHbIX (pa3. OO6veM 3cce cocraBisieT npuMepHo 2 — 2,5 crp. 12 mpudToM ¢ OgMHAPHBIM
WHTEpBAJIOM (0€3 yueTa TUTYJILHOTO JINCTA).

Kpumepuu oyenusanus - olleHKa Y4YUTHIBAE€T COONIOJCHHE >XAHPOBOW CHEHU(UKH 3cce,
HAJTMYHUE JIOTHYECKON CTPYKTYPhI IIOCTPOCHHUS TEKCTA, HATMYHNE aBTOPCKOW MO3HIINH, €€ HAyYHOCTh U
CBSI3b C COBPEMCHHBIM TOHHMMAaHHEM BOIIPOCA, aJEKBATHOCTh APTYMEHTOB, CTHIb W3JIOKCHHS,
opopmiierne pabotel. CrielyeT MOMHUTBH, YTO TpPSIMOE 3auMCTBOBaHHE (06€3 OhOpMIICHHS IIUTAT)
TekcTa u3 MHTepHeTa WK 3JIEKTPOHHON OMOTMOTEKH HEJIOMYCTUMO.

OneHKa «omauyHO» CTaBHTCS B CiIy4ae, KOTJa OMNpEIeNseTCs: HAIWYHe JIOTUYECKOH
CTPYKTYphl TIOCTPOCHHSI TEKCTa (BCTYIUIEHHE C TIOCTAHOBKOW MpPOOJIEMBbI; OCHOBHAs 4acTh,
pa3feneHHass 10 OCHOBHBIM HJIESIM; 3aKIIOYCHHWE C BBIBOJAAMHU, MOJYYCHHBIMH B pE3YJIbTaTe
pacCcyXJceHHs); HaTU4YHe YETKO OMPENeICHHOW JIHYHON TO3WIIMHU IO TeME 3CCe; aJeKBAaTHOCTH
apryMEHTOB TP 00OCHOBAaHUH JIMYHOU MO3MIIMU, CTHIIh U3JIOKCHHUS.

OneHka «xopouio» CTaBUTCS, KOrna B IIEJIOM OMPEACNSCTCS: HAIMYUE JIOTHYECKOM
CTPYKTYPBI TIOCTPOCHHSI TEKCTa (BCTYIUICHHE C IIOCTAaHOBKOW TPOOJIIEMBI, OCHOBHAs 4YacTb,
pasleNieHHass 1O OCHOBHBIM HJESIM; 3aKJIIOUYCHHE C BBIBOJAMH, IMOJTYYEHHBIMH B pE3yJbTaTe
paccyXIeHus ); HO He MPOCIICKUBACTCS HATMYNAE YETKO ONPEICICHHOW JTMYHOW MO3UIMH MO TeMe
Jcce; He JOCTATOYHO apryMEHTOB ITPU 0OOCHOBAHUY JIMYHOW TTO3UITHH.

OmneHka «yoogremeopumenbHo» CTaBUTCS, KOT/A B IIEJIOM ONpPEICISCTCS: HaJudne
JIOTUYECKOU CTPYKTYPBI MOCTPOCHHS TeKCTa (BCTYIJICHHE C MOCTAaHOBKOW MPOOJIEMBI; OCHOBHAS
4acTh, paslelieHHas 10 OCHOBHBIM HJEsM; 3akitoueHue). Ho He Tpoclie)XMBalOTCs  YETKHE
BBIBO/JIbI, HAPYIIAETCS CTUIIh H3JIOKCHHUS.

O1eHKa «Hey0081emeopumenbHo» CTaBUTCS, €CIIM HE BBITIOITHEHBI HUKAKUE TPEOOBAHMUS.

3. TpeOoBaHHMe K PpelIeHU) CUTYAaUMOHHOW, mpodJeMHOi 3agaum (Keiic-
H3MEpHUTeJIN)

CTyneHT NOKEH yMEThb BBIICIUTh OCHOBHBIC TOJOXKEHUS W3 TEKCTa 3aJadyd, KOTOpbIe
TpeOYIOT aHaIM3a U CIy>KaT YCIOBHSAMHU pelieHus. Mcxoas U3 MocTaBIeHHOTO BOIpOca B 3ajauye,
HOMBITaThCSl MAKCHUMAJIBHO TOYHO ONPEEIUTh POOIEMy U COOTBETCTBEHHO PEIIUTH €€.

3amauy JAOJDKHBI PEelIaThCsl CTYAEHTaMM NUCbMEHHO. [Ipu pelieHuu 3amad Takke BaKHO
IPaBUIBHO COPMYIUPOBATH U 3aIIUCaTh BOMPOCHI, HAUNHAas ¢ Oosee O0IKX U, KOHYasi YACTHBIMU.

Kpumepuu oyenueanus — OLEHKAa y4UTBHIBAET METOJABI M CPEACTBA, MCIOJIB30BAHHBIE MPU
pelIeHUN CUTYalIMOHHON, TPOOIEMHOM 3aauH.

OmneHka «omauyHO» CTaBUTCS B Cllydae, Korja oOy4yaromIMKCs BBIMOJHWI 3aJaHue (Permi
3ajjady), HUCHOJb3ysd B IIOJIHOM OObEME TEOPETHUYECKHUE 3HAHUS U MPAKTHUYECKUE HaBBIKH,
NOJIydEeHHBIE B TIpoIiecce O0YUCHHUS.

OneHka «xopouioy CTaBUTCA, €cau 00y4aroIIMICs B LIEJIOM BBINOJIHWI BCe TpeOOBaHUS, HO
HE COBCEM YETKO OIpPEIENsIeTCS ONopa Ha TEOPETUYECKUE IMOJIOKEHUS, U3JI0KEHHBIE B HayYHOMU
JUTEpaType Mo JaHHOMY BOIPOCY.



OneHka «yoognemeopumenbHoy» CTABUTCS, €CIM OOYyYaroIIMics MOKa3all MOJIOKUTEIbHbIE
pe3yabTaThl B MPOLIECCE PEIICHUS 3aJauH.

OneHka «HeydogremseopumenbHoy CTaBUTCA, €CiAM OOydalolUiCs HE BBIIOJHUI BCE
TpeGoBaHUSI.

[Ipu peanuzanuu nporpammel ¢ npuMenenuem JOT:

CTyaeHT JOJKEH YMETh BBIJIEJTUTh OCHOBHBIE MOJIOKEHUS M3 TEKCTa 3a/layd, KOTOpbIe
TpeOyIOT aHaJIM3a M CIY)KaT YCIOBUSMHU pelleHus. VcXoas u3 MOoCTaBI€HHOTO BOIpoca B 3ajade,
MOMBITATHCS MAKCUMAIIEHO TOYHO ONPEACTUTH MPOOIEMy U COOTBETCTBEHHO PEIIUTH €€.

3ajaun OJDKHBI pelaThCsl CTyACHTaMU NMHUCbMEHHO. IIpu pemeHnn 3agad Takke BakKHO
MPaBIIILHO CPOPMYTUPOBATH U 3aMUCATh BOIIPOCHI, HAYMHAs ¢ OoJiee OOIIMX M, KOHYasl YaCTHBIMHU.

Kpurepun oneHuBaHMs — OLEHKA YYUTBHIBAET METONBI M CPEACTBA, MCIOJIb30BaHHBIE NpU
pEIICHUH CUTYaIlMOHHOMN, TPOOIEMHON 3a/1auH.

OreHKa «BBIMOJIHEHO» CTAaBUTCS B ClIydae, €clid OO0y4arouIuiics MmoKasajl IMOJIOKHUTEIbHbIE
pe3yNbTaThl B MPOIECCE PEIICHUs 3aJadd, a UMEHHO, KOTJa OOYyYaroIIHiiCsl B IIEJIOM BBITOJHUI
3ajaHue (pel 3aady), UCIoib3ysl B MOJHOM O00beMe TECOPETHUECKHE 3HAHUS M MPAKTHUECKHE
HABBIKY, MIOTYYCHHBIE B IpoIiecce 00yUeHusI.

OrneHka «He BBIMOIHEHO» CTaBUTCS, €CJIM 00yJaroIuiics He BBIOJIHUI BCe TPEOOBaHUS.

4. HNHTepakTUBHBbIE 32 JaHUS

MexaHu3M NpOBEICHNUS AUCIYT-UTPHI (POJIEBOM (JIETT0BOM) UTPHI).

HeoOxomuMo pa3OuThCS HAa HECKOJIBKO KOMaHJ, KOTOPHIE TOJKHBI MOOYEPETHO BBHICKA3ATh
CBOE MHEHHE MO KaXJOMy U3 3a/laHHBIX BONPOCOB. MHEHHE BbICKA3bIBAIOUICHCS KOMaHbI
3aCUUTHIBACTCS, €CIM TPOTHBOIOJOXKHAS KOMAaHJa HE OMPOBEPTHET €ro KOHTPApTyMEHTAMH.
Komanza, ybe MHEHHE 3aCYMTAHO KaK BepHOE (HE MOJIY4YHIO YOeAUTEIbHBIX KOHTPAPTYMEHTOB OT
MPOTUBOMOJIOKHBIX KOMaHMa), mony4daer onuH Oamr. Komanma, ompoBeprHyBlIas MHEHHE
MPOTUBOMOJIOKHOM KOMaHAbBl CBOMMHU KOHTpapryMeHTaMH, TakKe IOJy4aeT OJMH Oasul.
[Tob6exnaer koMaHAa, MOJIYYUBIIAS MAKCUMAThHOE KOJIMYECTBO OAILIOB.

PoneBas urpa kak mpaBmio umeeT (alyny (CHUTyaluio, Kazyc), paclpelesstioTcs pOJIH,
MOJTOTOBKA OCYIIECTBIISICTCS 3a 2-3 HEJeNH JI0 IPOBEICHUS UTPHIL.

Kpumepuu oyenusanuss — olleHUBAIOTCS JEHCTBUS BCEX Y4aCTHUKOB rpymibl. [loHnmanue
npoOJieMbl, BBICKA3bIBAaHUS W JIEHCTBUS TOJTHOCTHIO COOTBETCTBYIOT 3alaHHBIM  I[EJISIM.
CooTBeTCTBHE pEATbHON JEHCTBUTEILHOCTH PEIICHHH, BHIPAOOTAaHHBIX B XOJi¢ UTphl. BmaneHue
TEPMHHOJIOTHEH, JEMOHCTpalUs BIAJACHUS Yy4YEOHBIM MATEPUAIIOM IO TEME WIPHI, BIAJCHHE
METOJJaMH apryMeHTalll, YMEHHE paboTaTh B rpymnmne (yMeHue Ciayuiarb, KOHCTPYKTUBHO BECTH
Oecemy, yOexnaTh, YHpaBlsTh BpPEMEHEM, OCCKOH(IMKTHO OOIMIAThCs), JOCTUKCHHE HIPOBBIX
1esei, (COOTBETCTBUE POJIM — MPU POJICBOM UTPE). SICHOCTH M CTHIIH U3JI0KEHUS.

OneHka «omauyH0» CTAaBUTCS B CITydae, BBIMOJHEHUS BCEX KPUTEPUEB.

OneHka «xopouioy» CTaBUTCS, €clid OOy4aromuecss: B LEJIOM JEMOHCTPUPYIOT MOHMMAaHUE
po0JIeMbl, BBICKA3bIBAHUSI M JICHCTBUS MOJHOCTHIO COOTBETCTBYIOT 3aJaHHBIM IIeNisiM. PerieHus,
BbIpa0OTaHHbIE B XOJ€ HWIPbI, TMOJHOCTBIO COOTBETCTBYIOT peajbHOW JedcTBUTENbHOCTH. Ho
HEKOTOpBIC OOBSICHEHHS HE COBCEM apryMEHTHPOBAHbBI, HAPYIIECHBI HOPMBI OOIICHUS, HAPYIICHBI
BpPEMEHHbIE PAMKH, HApYIIEH CTUJIb U3JI0KEHHUSI.

OmneHka «yoosnemeopumenvbHoy CTAaBUTCA, €ClIM 00ydalonMecss B IIEJIOM JIEMOHCTPUPYIOT
MOHMMAaHHUE TPOOJIEMbl, BbICKA3bIBaHUS M JEHCTBHUS B LIEJIOM COOTBETCTBYIOT 33JJaHHBIM LEJISIM.
OpnnHako, pemieHus, BBIPAOOTaHHBIE B XOJE€ WIPBI, HE COBCEM  COOTBETCTBYIOT peajbHOM
neiictBuTenbHOCTH. HekoTophie 00bsICHEHUSI HE COBCEM apryMEHTHPOBaHbI, HAPYIIEHbI BPEMEHHbIE
paMKH, HApyIICH CTHIb U3JI0KEHUS.

OneHka «HeydosremeopumenvHo» CTaBUTCS, €Cliu 00ydaroluecss He MOHUMAIoT IpobiiemMy,
WX BBICKA3bIBAHUS HE COOTBETCTBYIOT 33JAHHBIM I[EJISIM.

5. KommiekcHoe npo0/jeMHO-aHATUTHYECKOE 3aaHue



3amanre HOCUT MPOOJIEMHO-aHATUTHYECKUN XapakTep W BBIMOJHSAETCS B Tpu dTama. Ha
NIEPBOM U3 HUX HEOOXOAUMO O3HAKOMHUTHCS CO CIIEIHATIbHON JINTEPaTypOi.

[{enecooOpa3Ho Tak)ke MOBTOPUTH YUEOHBIC MATEpHAIIbI JEKIIMA U CEMUHAPCKUX 3aHATHH
0 TeMaM, B paMKax KOTOPBIX MpeJiaracTcs BEIOTHEHUE TAHHOTO 3a/1aHuS.

Ha BTOpoM »Tame BBITONTHEHHUS pabOThl HEOOXOAUMO CHOPMYIHPOBATH MPOOJIEMY H
U3JIO)KUTh AaBTOPCKYIO BEPCHUIO €€ pELIEHUs, Ha OCHOBE IIOJY4EHHOM Ha IIepBOM JTale
nHpopmanuu.

Tpetuii stanm paboThl 3akioyaercss B (OPMYIHPOBKE COOCTBEHHOH TOYKM 3pEHHs IO
npobneme. Pe3ynbTar Tperbero stamna opopmisieTcss B BUAC aHATUTHYECKON 3armnicku (00bem:  2-
2,5 ctp.; 14 mwpudr, 1,5 uarepsan).

Kpumepuii oyenusanus - oneHKa y4yUTHIBAET: TOHUMaHUE MPOOJIEMBbl, YPOBEHb PACKPBITHS
MOCTaBJICHHOM MPOOJIEMBI B IJIOCKOCTH TEOPUU M3y4aeMOW NUCIUIUIMHBI, yMEHHUE (POPMYyITUPOBAThH
U apTyMEHTUPOBAHO MPEACTABIATH COOCTBEHHYIO TOUKY 3PEHHs, BHIMOJIHEHUE BCEX 3TANOB PaOOTHI.

OneHka «omauyHO» CTaBUTCA B cilydae, KOrjga OOyYaroIIMKCS JEMOHCTPHUPYET IOJIHOE
MOHMMAaHUE POOJIEMBbI, Bce TpeOOBaHMUsI, IPEABABIIAEMbIC K 33/1aHUIO BBITTOJIHEHBI.

OneHka «xopowioy» CTAaBUTCS, €CIM OOYYarOIIMHCS JIEMOHCTPUPYET 3HAYUTEIHHOE
MOHUMAaHKE MPOOJIEMBbI, Bce TpeOOBaHMUsI, MPEABABIIAEMbIE K 33/1aHUIO BBITTOJIHEHBI.

OreHka «yoosnemseopumenbHoy CTaBUTCA, €CIIM 00yJatoUIniics, TEeMOHCTPUPYET YACTUIHOE
MOHUMAaHKE MPOOJIEMBbI, OOJBIIMHCTBO TPEOOBAHMM, TPEIBABISEMBIX K 3aJaHHIO, BHITTOJHEHBI

OneHka «HeyoognemeopumenbHoy CTaBUTCS, €CIM OOyYarOIIMUCS JIEMOHCTPUPYET
HEMOHUMaHUe POoOJIeMbl, MHOTHE TPeOOBaHMUSI, IPEIbSABISEMBIC K 3a/1aHNI0, HE BBITIOJTHEHBI.

ITpu peanusanuu nporpamMmsl ¢ npumenenuem J10T:

CTyneHT JOJKeH YMETh BBLACTUTh OCHOBHBIE TOJIOKEHUS W3 TEKCTa 3aJadd, KOTOphIE
TpeOYIOT aHallM3a U CIIY)KaT yCIOBUSAMH pemieHus. Mcxons u3 mocTtaBiIeHHOro BOIpoca B 3ajaaye,
MOMBITATHCS MAKCUMAJIBHO TOYHO OTIPEAETUTh MPoOIeMy U COOTBETCTBEHHO PELIUTH €e.

3amaun JOJDKHBI periaThCsl CTYIASHTaMH MHCbMEHHO. [lpu perneHun 3amad TakKe BaxKHO
MPaBUJIbHO CPOPMYIUPOBATH U 3aMUCATh BOIIPOCHI, HAUMHasI ¢ 6oJiee OOIMX U, KOHYasi YaCTHBIMHU.

Kputepun orieHHBaHHS — OIIEHKA YYUTHIBAET METOIBI U CPEICTBA, MCIOIH30BAHHBIC MPH
pelIeHUN CUTYaIIMOHHON, TPOOIEMHOM 3aauH.

O1eHKa «BBIMOJIHEHOY» CTaBUTCA B CIIydae, €CJI OOYYaroLIUiics TOKa3all MOJIOKUTEIbHbIC
pe3ynbTaThl B MpOIlecce pelleHusl 3aJaud, a UMEHHO, KOTrJa OOy4aroluiicss B II€JIOM BBITOJIHUI
3aJaHue (el 3a/1a4y), UCIOb3ysl B MOJHOM O00ObEME TEOPETHUYECKHE 3HAHHS U MPAKTUYECKHE
HaBBIKH, MOJTY4YEHHbIE B MpoIiecce 00ydeHus.

O1eHKa «HE BBIIOJIHEHO» CTAaBUTCS, €CITU 00Y4aIOIIUIICS HE BHITOIHIII BCe TPeOOBaHUSI.

6. HccaenoBarebCKkuil MpoeKT

Hccneoosamenvckuii npoekm — TIPOEKT, CTPYKTypa KOTOPOro MpuOIMKeHa K ¢opmary
HAyYHOTO HCCJIEIOBAaHUS M COAEPKHUT JOKa3aTeNbCTBO aKTYalIbHOCTH H30paHHOW TEMBI,
ompezeNieHne HaydYHOU MPOoOJIeMbl, MpeaMeTa U 00beKTa UCCIIeIOBaHMS, [IeTIeH U 3a1a4, METOJOB,
HMCTOYHHKOB, UCTOpUOTpadun, 0000IIEHIE PE3yTbTaTOB, BEIBOJIBI.

Pe3ynbpTaThl BBINOJIHEHUSI HCCIEIOBATENBCKOTO MpoekTa odopmisercs B Buae pedepara
(o6wem: 12-15 crpanut; 14 mpudrt, 1,5 uaTepBan).

Kpumepuu oyenusanus - TIOCKOJIBKY  CTPYKTypa MCCIIEIOBATENILCKOTO MPOEKTa
MaKCHMaJbHO TMpUOIMKEHA K dopMaTy HAyYHOTO HCCIEAOBAaHHA, TO THPU BBHICTABICHUU
YUYUTBIBACTCA AOKAa3aTCJIbCTBO AKTYAJIbHOCTU TCEMbI HCCICAOBAHUA, OMPCACICHUC HaquOﬁ
npoOsieMbl, O0BbEKTa U TMpeAMeTa HCCleloBaHus, Lelned M 3aJady, HCTOYHHUKOB, METO/OB
UCCIICIOBaHMS, BBIIIBUKECHHUE TUIIOTE3bI, 0000IIEeHNE Pe3yIbTaTOB U (HOPMYIHPOBAHUE BBIBOJOB,
0003Ha4YeHHE MEPCIIEKTUB J1aTbHEHIIIEro UCCIIeJOBAHMUS.

OneHka «omauyHO» CTaBUTCA B cilydae, Korjga OOyYaroIIMKCS JEMOHCTPHUPYET IOJHOE
MOHMMAaHUE POOJIEMBbI, Bce TpeOOBaHMUsI, MPEABABIIAEMbIE K 33/1aHUIO BBITTOJIHEHBI.

OneHka «xopowioy» CTAaBUTCS, €CIM OOYYarOIIMHCS JIEMOHCTPUPYET 3HAYUTEIHHOE



IIOHUMaHHe IpoOJIeMbl, Bce TPEOOBaHMSI, IPEAbIBIIAEMbIEC K 33/1aHUI0 BBIITOJIHEHBI.
OueHka «y0osnemeopumenvbHoy CTaBUTCS, €CIU 00ydaroluiics, JEMOHCTPUPYET YaCTUIHOE
IIOHUMaHHe NPoOIIEMbI, OOJIBIINHCTBO TPEOOBAHUMN, PEABABISAEMbIX K 33aHUIO, BBIITOJHEHbI
OueHka «HeyooeremeopumenvHoy CTAaBUICSA, €CIU  OOydyaroluiics JAEeMOHCTPUPYET
HEMOHUMaHue Mpo0IeMbl, MHOTHE TPeOOBaHUS, IPEAbSIBIIAEMbIE K 33JaHUI0, HE BBIIOJIHEHBI.

7. NudopManmoHHbIH MPOEKT (Mpe3eHTaIUs):

Hugopmayuonnwtii npoekm — TPOEKT, HANPABICHHBIM HA CTHUMYJIHPOBAHUE Y4eOHO-
MO3HABATENIILHON JESTENbHOCTH CTYAEHTAa C BBIPAKEHHOM 3BPUCTUYECKOW HANpaBiICHHOCTHIO
(mouck, oTO60Op M cucremaruzamnus uHpopManuu 06 o0beKTe, OPOpMIICHHE €€ NS MPE3CHTAIIHH).
HTOroBeIM HPOIYKTOM NIpPOEKTa MOKET ObITh MHUCbMEHHBIN pedepar, ANIEeKTPOHHBIN pedepar ¢
WLTIOCTPAIMSMHE, CIAlI-1II0y, MUHU-(UIBM, TPE3CHTAIHS U T. 1.

NHpopMaMoOHHbI MPOEKT OTIWYAeTCsl OT HCCIENOBAaTENbCKOTO IPOEKTa, IOCKOJIBKY
MpE/ICTaBIseT COOOM Takyro GopMy yaeOHO-TIO3HABATEIBHOM JEATEILHOCTH, KOTOPAst OTIMYAETCS SIPKO
BBIPAKEHHOW ABPUCTUYECKON HAMPABICHHOCTHIO.

Kpumepuu oyenusanus - Tpu BBICTaBICHUW OILICHKH YYHTHIBAETCS  CAMOCTOSITEIIbHBII
MOUCK, OTOOp M cucTeMaru3aius WHpopMaIuu, pacKpbITHE Borpoca (MpoOeMbl), 03HAKOMIICHHE
CTYACHYECKON ayIUTOpUU C 3TOM MH(popmanmen (mpeacraBieHue MHGOpMAIUM), €€ aHAINU3 U
00606m1eHne, ohopMIICHHE, TTIOTHBIE OTBETHI HA BOIMPOCHI ayAUTOPUHU C TIPUMEPAMH.

OneHka «omauyHO» CTaBUTCS B CiIy4ae, KOT/Ia OOYYaroIIHMiiCs TOJHOCTHIO PaCKPBIBACT
Bompoc (mpobiieMy), TIpEACTAaBISIET WH(OPMAIMIO CHUCTEMAaTH3UPOBAHO, IOCIIEIOBATEIBHO,
JIOTUYHO, B3aMMOCBS3aHO, HCIONB3yeT Oolee 5 MpoPecCHOHANBHBIX TEPMUHOB, HIUPOKO
UCIIOJIb3YET MH(POPMAIIMOHHBIE TEXHOJOTHUH, OIIUOKU B MH(OPMALIMK OTCYTCTBYIOT, JA€T TMOJHBIE
OTBETHI Ha BOIIPOCHI ayAUTOPHUU C TIPUMEPAMH.

OneHka «xopouto» CTaBUTCS, €CIM OOYYalOIUKCA pPacKpbIBaeT Bompoc (mpobiemy),
MpECTaBIsIeT HHPOPMAIUIO CHUCTEMATH3UPOBAHO, IOCIIEIOBATENLHO, JIOTUYHO, B3aUMOCBSI3aHO,
UCHoJb3yeT Oosiee 2 mpodeCcCHOHAIbHBIX TEPMUHOB, JOCTATOYHO HCIHONB3YET MH(OpMalMOHHBIE
TEXHOJIOTHH, JIOMYyCKaeT He OoJiee 2 omMOOK B M3JI0KEHUH MaTepHala, JaeT MOJHbIC WIIK YaCTHYHO
MOJIHBIE OTBETHI HA BOIIPOCHI AyAUTOPHH.

OneHka «ydoseremeopumenvHoy CTaBUTCA, €CIM OOy4arOIIMHCS, pacKpbIBaeT BOIPOC
(mpobJyieMy) HE TMOJHOCTBIO, MPEACTABISICT MHPOPMAIMIO HE CHUCTEMAaTH3UPOBAHO M HE COBCEM
MOCIIE0BATENBHO, UCIIONB3YeT 1-2 mpodeccHOHANBHBIX TEPMUHA, UCIONB3YeT WH(OpPMAIIMOHHBIC
TEXHOJIOTHH, T0MyCKaeT 3-4 OMMOKY B U3JI0KEHUH MaTepHalia, OTBEYaeT TOJIbKO Ha dJIeMEHTapHbIe
BOTIPOCHI ayTUTOPUU O€3 MOSCHEHUH.

Onenka «HeyoognemseopumenbHoy CTaBUTCA, €CIU BOIPOC HE PACKPBIT, MPEICTaBICHHAsS
uH(pOpMAaIIKs JTOTHYECKH HE CBSI3aHA, HE UCIOJIB3YIOTCS MPOo(decCHOHATbHBIE TEPMHHBI, TOMYCKAeT
6osee 4 omMOOK B M3JI0KEHUU MaTeprasa, He OTBEYaeT Ha BOIPOCH ayAUTOPHUH.

8. JAncKyccHOHHBIE IPOLEaYPbI

Kpyenviti cmon, ouckyccus, nonemuxa, oucnym, Oebamovi, MUHU-KOH@GepeHyuu SBISIFOTCS
CpPEICTBAaMH, TMO3BOJSIONIMMHU BKJIIOYUTH OOY4YalOIIMXCS B TMpolecc OOCYKIEHUS CIIOPHOIrO
BOINpOCA, MPOOJIEMbl U OICHUTh UX YMEHHE apryMEHTHPOBAaTh COOCTBEHHYIO TOUYKY 3PEHHS.
3amaHue Jaercs 3apaHee, ONpenensieTcs Kpyr BOMPOCOB JJsi OOCYKIEHUs, IPYMIbl Y4aCTHUKOB
3TOTO O0CYKICHHS.

JlicKyccHOHHBIE TPOLEAYPBI MOTYT OBITH UCIIOJIB30BAHBI JIJIsl TOTO, YUTOOBI CTYIEHTHI:

— JIydlle TOHSUIM YCBOSIEMBIH MaTepuan Ha (oHEe pa3sHOOOPa3HBIX MO3UIMH M MHEHUH, He
00s13aTENILHO JOCTUTAsT OOIIET0 MHEHHUS,

— CMOIJIM TIOCTUYh CMBICH H3Yy4aeMOro MaTepuana, KOTOPhI WHOTJAa YYBCTBYIOT
UHTYUTUBHO, HO HE MOTYT BBICKa3aThb BEpOAIbHO, YETKO M SICHO, WJIM KOHCTPYMPOBATh HOBBIH
CMBICJI, HOBYIO ITO3HUIIHIO;

— CMOIJIM COIJIacoBaTh CBOIO MO3HMIMIO MM JCHCTBHS OTHOCHTEIBHO 00CYXIaeMoil
poOIEMBI.



Kpumepuu oyenusanuss — olleHUBaIOTCSl JEHCTBUS BCEX Y4aCTHUKOB rpymibl. [lonnmanue
npoOJieMbl, BBICKA3bIBAaHUS W JIEHCTBUS TOJTHOCTHIO COOTBETCTBYIOT 3alaHHBIM  I[EJISIM.
CooTBeTCTBHE pEATbHON JEHCTBUTEILHOCTH PEIICHHUH, BHIpAOOTAaHHBIX B XOJ¢ Urphl. BmaneHue
TEPMHHOJIOTHEH, JEMOHCTpalUs BIAJACHUS Yy4EOHBIM MATEPUAIIOM IO TEME HWIPHI, BIAJCHHE
METOJIJaMH apryMeHTallul, YMEHHe paboTaTh B rpymnmne (yMeHue Cciayuiarb, KOHCTPYKTUBHO BECTH
Oecemy, yOexnarh, YHpaBlsTh BPEMEHEM, OCCKOH(IMKTHO OOMIAThCs), JOCTUIKCHHE HIPOBBIX
1esei, (COOTBETCTBUE POJIM — MPU POJICBOM UTPE). SICHOCTH M CTHIIh U3JI0KEHUS.

OneHka «omauuHO» CTaBUTCS B Ciydae, KOrja BCe TPeOOBAaHUS BBHITIOJHEHBI B TOJTHOM
o0Beme.

OneHka «xopouioy CTaBUTCS, €CIIM OOy4aromuecss B LEJIOM JEMOHCTPUPYIOT TTOHMMAaHUE
po0JieMbl, BbICKA3bIBAaHUSI M JICHCTBHS MOJHOCTHIO COOTBETCTBYIOT 3aJaHHBIM IIeNiAM. Perienus,
BBIPA0OTaHHBIE B XOJI€ HWIPHI, TOJHOCTHIO COOTBETCTBYIOT peajlbHOW JeHCTBUTENBHOCTH. Ho
HEKOTOpbIe OOBSICHEHHS] HE COBCEM apryMEHTHPOBAHbI, HAPYIIEHbl HOPMBI OOLIEHUS, HApYyIICHBI
BPEMEHHBIE PAMKHU, HAPYILIEH CTUJIb U3JI0KECHHUS.

OneHka «yoosnemeopumenbHoy CTaBUTCS, €CU 00ydalomuecs B LEIOM JIEMOHCTPUPYIOT
MOHMMAaHHUE TPOOJIEMbI, BBICKA3bIBAaHUS M JEHCTBHUS B LIETIOM COOTBETCTBYIOT 33JJaHHBIM IIEJISIM.
Opnako, peuieHusi, BbIPAOOTaHHBIE B XOJE€ WIPbI, HE COBCEM  COOTBETCTBYIOT peajbHOM
neicTBuTeNnbHOCTH. HekoTophie 00BsICHEHUS HE COBCEM apryMEHTHPOBAHbBI, HAPYIICHBI BPEMEHHBIC
paMKH, HapyIIEeH CTHIIb U3JI0KEHUS.

OreHka «HeyoosnemsopumenbHoy CTaBUTCS, €CITU 00yJaroluecs: He MOHUMAIOT Mpobiemy,
UX BBICKA3bIBAHUS HE COOTBETCTBYIOT 3a/JaHHBIM LIEJISIM.

0. TecTupoBanue

SBnsieTcs OTHUM U3 CPEACTB KOHTPOJIS 3HAHUH 00YJArOIIUXCS TI0 JUCITUTINHE.

Kpumepuu oyenusanus — npaBwIbHBIA OTBET Ha BOTIPOC.

OueHka «omauyn0y CTaBUTCS B cllydae, eciau npaBuibHO BbInoaHeHO 90-100% 3ananuii.

OueHka «xopouio» CTaBUTCS, €CIIU TPABWIIBHO BBINOJIHEHO 70-89% 3amanuil.

OueHka «yoosremeopumensHoy CTaBUTCA B Clydae, €Clid NpaBWIbHO BbINOJHEHO 50-69%
3aJaHuH.

OneHka «HeyoosiemeopumesbHoy» CTaBUTCS, €CIU TMPABUIBHO BBIMONIHEHO MeHee 50%
3aJaHUuH.

10. TpeOoBaHNe K NMCbMEHHOMY ONPOCY (KOHTPOJILHOM padoTe)

OneHuBaeTcss HE TONBKO TIyOMHA 3HAHWN  TOCTABJICHHBIX BOMPOCOB, HO U YMCHHE
U3JI0KUTH TUCHMEHHO.

Kpumepuu oyenusanus: mociaenoBaTeIbHOCTb, MOJHOTA, JOTHYHOCTh H3JIOKEHUS, aHAIN3
pPa3IMYHBIX TOUYEK 3pPEHHs, CAaMOCTOSTENhbHOE 0000IIeHe MaTepuana. M3noxkenne marepuana 6e3
(akTHUECKUX OIHUOOK.

OneHka «omauyHo» CTAaBUTCS B Cllydae, KOrJa coOJII0/IeHbl BCE KPUTEPHH.

OreHka «xopoutoy» CTaBUTCS, €CIM 00yJaroIUICs TBEPJO 3HAET MaTepHall, FPaMOTHO U T10
CYLIECTBY M3JaraeT ero, 3HaeT TMpakTU4Yeckylo 0a3y, HO JONyCKaeT HeCYyIeCTBEHHbIE
HOTPEIIHOCTH.

OneHka «yoosnemeopumenbHoy» CTaBUTCA, €CIM 00YYarOMIMCs OCBOMJI TOJIBKO OCHOBHOM
MaTepuai, HO He 3HAaeT OTACIbHBIX JETajeH, MOMyCKaeT HEeTOYHOCTH, HEJJOCTATOUYHO MPaBUIIbHBIC
(bopMyIUPOBKH, HapylIaeT IOCIEI0BATEIbHOCTh B HW3JIOKEHWHW  MaTepuala, 3aTpyIHSIeTCs ¢
OTBETaMHM, T[IOKA3hIBAET OTCYTCTBHE JIOJDKHOW CBSI3M MEXAY aHAIM30M, apryMEHTAalHWed u
BBIBOJIaMHU.

OneHka «HeyoognemgopumenvbHoy CTABUTCS, €CIU OOydalouuiics HEe OTBeyaeT Ha
MOCTaBJIEHHBIE BOMPOCHI.

8. IlepeyeHb OCHOBHOW M [ONMOJHUTEJbHOH Y4eOHOH JIUTEpPaTypbl, HEOOXOAMMOW JJIs
OCBOEHUS TMCUMILIUHBI (MOIYJIs1)



8.1. Ocnosnas yuebnas rumepamypa
1. 3anineBa E.B. Jlemonmpou3BOACTBO M JTOKYMEHTOOOOPOT B CHCTEME TOCYAapCTBEHHOTO |
MYHUIIUTNATBHOTO ynpasieHus : ydyeOHoe nocobue mis CIIO / 3aituesa E.B., I'onuaposa H.B.. —

CaparoB : IlpodoOpazoanme, 2021. — 176 c. — ISBN 978-5-4488-1122-7. — Tekct :
ANIEKTPOHHBIN // DnexTpoHHO-OmOMmoreunas cucrema I[PR BOOKS : [caiit] — URL:
https://www.iprbookshop.ru/104900.html

2. Kysuenos, 1. H. [lenonpoun3Boactso : yuedbHo-cipaBounoe nocodbue / . H. Ky3nernoB. — 8-e
u3a. — M. : lamkoB u K, 2019. — 406 c. — ISBN 978-5-394-03393-3. — TekcT : 3JIeKTpOHHBIH //
DNEeKTPOHHO-ONOIMOTeYHAs cucremMa IPR BOOKS : [caiiT]. — URL:

http:// www.iprbookshop.ru/85215.html

3. Cemxko, U. A. OcHoBsI aenonpon3BojacTBa : yuebHnoe nmocodbue / M. A. Cemko, JI. A. Anryxosa.
— Crasponiosib @ Ceksoitsi, 2018. — 119 c¢. — Tekcr : osnektponnbiii // udpooit
obpazoBarenbHbIil pecypc IPR SMART : [caiiT]. — URL: https://www.iprbookshop.ru/92992 .html

8.2. Jlononnumenvuas yueonas aumepamypa.

1. KysnenoBa W.B. KonduneHnuambHOe AEIONPOU3BOACTBO M 3AIIUINEHHBIA 3JIEKTPOHHBIN
JIOKYMEHTOO0O0pOT : ydeOHoe mocobue st OakanaBpoB / Kysnemoa W.B., Xauarpsu I''A.. —
Mocksa : Aun Ilm Ap Meaua, 2020. — 192 c. — ISBN 978-5-4497-0588-4. — Tekcr :

AJIEKTPOHHBIA //  DnekrpoHHO-OMOnmoreunass cucrema I[PR BOOKS : [caiit]. — URL:

https://www.iprbookshop.ru/97083.html

2. Kyspmuna, U. B. JlemompomsBoactBo : ydebnoe mocoome / M. B. Ky3pmumna. — M. :

MockoBckui rymaHuTapHbiid yHuBepcuTeT, 2017. — 128 ¢. — ISBN 978-5-906912-98-5. — Tekcr
AJIEKTPOHHBIA // DnekTpoHHO-OubOamoreunas cucrema [PR BOOKS : [caiit]. — URL:

http://www.iprbookshop.ru/74718.html

3. CmupHoBa, E. I1. [lenonpousBoacTBo st cekperaps. PazpaboTka, yueT U XpaHeHUE CIIy>KeOHOMH
JOKyMeHTanuu : npaktudeckoe nocodue / E. I1. CmupnoBa. — 2-¢ u3a. — Capatos : Aii [Iu Op
Menmna, 2019. — 210 c. — ISBN 978-5-4486-0465-2. — TekcCT : 3NeKTPOHHBIN // DIEKTPOHHO-
oubmuoreunas cucrema [PR BOOKS : [caiit]. — URL: http://www.iprbookshop.ru/79622.html

4. Slaxosuy, L. A. Jlenonpou3BoOACTBO B KaJApOBOii ciyx0e: yueOHUK Ui CTyJIeHTOB By30B/ LI, A.
SAuxosuu. — M. IOHUTU-JTAHA, 2017. — 160 c. — ISBN 5-238-01076-1. — TekcT :
ANIEKTPOHHBIN // DnexTpoHHO-OmOMmoreunas cucrema I[PR BOOKS : [caiit] — URL:
http://www.iprbookshop.ru/81624.html

8.3. Ilepuoouuecxue uzoanus

Jlenonpou3BOACTBO U JOKYMEHT0000pOoT Ha npeanpustuu. 03225DP.
HenonpousBoactro. 03224DP.

CnpaBouHuK cekperaps u opuc-menemxepa. 08313DP.

el S

9. Ilepeuens pecypcoB HHGOPMALMOHHO-TeIeKOMMYHUKaNMOHHOM ceTn "UHTepHeT" (nanee -
cetb "UHTEepHET'"), HEOOXOAMMBIX JJISI OCBOEHHSI TUCUUIJIMHBI (MOIYJIs1)

1. HudopmaumonHo-npaBoBoii mopran «KoHCydabTaHT TUIIOC» (TpaBoBas 0a3a  JaHHBIX).
[Dnextponnslii pecypc]. — URL: http://www.consultant.ru/

2. lnopmarimoHHO-TIpaBoBoii oprai «I apaHT» (mpaBoBast 6a3a JaHHBIX). [ DIEKTPOHHBIHN pecypc]. —
URL: http://www.garant.ru/

3. DnexkTpoHHBIN yuebHbIi Kype 1OY

www.iprbookshop.ru

wWww.zipsites.ru — OeciutatHas s5eKTpoHHas IHTepHeT OubimoTexa.

www.elibraru.ru — 6ecriaTHas 3y1ekTpoHHas VIHTepHeT OHOIHOoTEKA.

www.big.libraru.info — GosbIiiast 3yIeKTpOHHAs OMOIMOTEKA.



10. MeToagnueckue yKazaHus JJisl 00y4AOIIMXCS 110 OCBOCHUIO TUCUUIIMHBI (MOIYJIs1)

YcneniHoe 0CBOEHUE JTAHHOTO Kypca 0asupyercs Ha pallMOHAIBHOM COYETAHMHM HECKOJIBKUX
BUJIOB YYCOHOH JEATEITLHOCTH — JICKIIUH, CEMUHAPCKUX 3aHATHH, CAaMOCTOATENbHON paboThl. [Ipu
9TOM CaMOCTOSITENIbHYIO paboTy cJleayeT paccMaTpuBaTh OJHUM W3 TJIABHBIX 3BEHBEB
MOJIHOLIEHHOTO BBICIIETO O0pa30BaHUsA, Ha KOTOPYIO OTBOAMTCS 3HAYUTENIbHAs 4acTh y4eOHOro
BpPEMEHU.

[Ipu peanuzanuu nporpammel ¢ npumenenuem JOT:

Bce Buasl 3aHsTHH mpoBOAATCS B (opMe OHJIAHH-BEOMHApOB C  HCMOJIb30BAHUEM
COBPEMEHHBIX KOMITHIOTEPHBIX TEXHOJOTHI (HAJTU4HE Mpe3eHTAIuu U Ghopyma ISt O0CYKISHHUS ).

B mnponecce u3ydeHuss IOUCHUILIMHBI CTYACHTHI BBINOJHSIOT MPAKTHUECKUE 3aJaHus U
IPOMEXKYTOUHbIE TecThl. KOHCYNnbTHpOBaHME 1O N3y4aeMbIM TeMaM MPOBOJUTCS B OHJIAMH-pEKUME
BO BpeMs ITPOBEICHUSI BEOMHAPOB U HA (hOpyMe JIJIsl KOHCYIIbTAIIUH.

CamocTtosTenbHas paboTa CTYACHTOB CKIIAJIBIBACTCS U3 CICTYIOMINUX COCTABIISIFOIIHX:

1. pabora ¢ OCHOBHOW W JOIOJHHUTEIBHOW JUTEPATypOd, ¢ MaTepuaiaMd WHTEpPHETa M
KOHCIIEKTaMH JICKIIHIA;

2. BHeayauTOpHas TMOATOTOBKAa K KOHTPOJIbHBIM pa®oTaM, BBINOJIHEHHE JOKJIAJ0B,
pedepaToB U KypCOBBIX padoT;

3. BBINIOJIHEHHE CAMOCTOSITENIbHBIX IPAKTHYECKUX padoT;

4. TDOAroTOBKA K 9K3aME€HaM (3ayeTaM) HEMOCPEICTBEHHO MEpE HUMHU.

Jlns mpaBuiIbHOW OpraHu3anuu padoThl HEOOXOJMMO YUUTHIBATh MOPSAIOK H3yUeHUs
pa3aeNnoB Kypca, HaXOJSAIIMXCS B CTPOTOW JIOTUYECKOW ToclenoBaTenbHOCTH. [loaTomMy Xoporiee
YCBOGHHE OJHOM YacTW IUCIHUIUIMHBI SIBISIETCA MPEANOCHUIKON AJ YCIEIIHOro Imepexoja K
crenyromen. 3aganus, MPoOJIeMHbBIE BOMPOCKI, TPEIIOKEHHBIC Tl H3yYeHUs! TUCHUIUINHBI, B TOM
yuclie M Uil CaMOCTOSITEIbHOTO BBIMOJIHEHUS, HOCAT MEXKIUCHMIUIMHAPHBIN XapakTtep H
0a3upylOTCs, TPEXKAEC BCEro, Ha MPUINHHO-CICJACTBEHHBIX CBI3AX MEXKIy KOMIOHEHTAMU
OKpY’KaloIIero Hac Mupa. B Teuenue cemectpa, HEOOXOAMMO MOATOTOBUTE pedepaTsl (ITPOEKTHI) C
UCIIOJIb30BaHNEM PEKOMEHIYeMOW OCHOBHOW W JOMOJIHUTEIBHON JTUTEpaTyphl U cAaTh pedepars
JUISL TIPOBEPKH TpernojiaBaTeiio. BakHbBIM COCTaBISAIONIMM B M3YYEHHH JAHHOTO Kypca SIBISIETCS
pelleHne CUTYallMOHHBIX 3a7ad W paboTa Hajg TpOoOJIEMHO-aHATUTHYECKUMHU 3a/laHUsSIMU, 4YTO
IpeJoiaraeT 3HaHUe COOTBETCTBYIOIIEH HAyYHOU TEPMUHOJIOTHH U T. 1.

s mydiero 3anoOMHMHAaHHS MaTepuana Ieecoo0pa3HO HWCIOJb30BaTh HWHIWBUIYaTbHBIC
OCOOCHHOCTH M pa3Hble BUJbI MaMATU: 3PUTENbHYIO, CIYyXOBYIO, ACCOLMATUBHYIO. Y CIICHIHOMY
3aIIOMHUHAHUIO TaKXKe CIMOCOOCTBYET MPHUBEICHUE SPKUX CBUACTEIHCTB U HATJSIHBIX IPUMEPOB.
Y4eOHblil MaTepHal JOIKEH NOCTOSSHHO MOBTOPSATHCS U 3aKPEIIATHCS.

[Ipu BEIMOTHEHUH TOKIA0B, TBOPUYECKUX, HHPOPMAIIMOHHBIX, UCCIIEIOBATEIECKUX MTPOCKTOB
0co0oe BHHUMaHUE clielyeT oOpariaTh Ha 0100p UCTOYHUKOB MH(POPMAIIMA U METOJUKY pPabOTHI C
HUMU.

Jlnst yerenmHO#M ciauun sKk3aMeHa (3aueTa) peKOMEHIYeTCsl COOI0IaTh CIASAYIOIIHNE MPaBHIa;

1. [ToaroroBka k ’K3aMeHy (3a4eTy) 10JIKHA IIPOBOAMTHCS CHCTEMAaTUUECKH, B TEUEHUE
BCErO CeMeCTpa.

2. WHTeHcuBHAs NOArOTOBKA [OJDKHA HAyaTbCs HE IO3JHEE, YEeM 3a Mecsl 110
JK3aMCHA.

3. Bpemst HemocpeICTBEeHHO Mepesl SK3aMEHOM (3a4eToM) JIydIlle MCIIOJIb30BaTh TaKUM

0o0pa3oM, 4TOObI OCTaBUTh MOCIEAHUN J€Hb CBOOOJIHBIM Jii MOBTOPEHHS Kypca B II€JIOM, AJIs
CUCTeMAaTH3aIK MaTepralia 1 T0padOTKH OTACIBHBIX BOMPOCOB.

Ha sx3aMeHe BBICOKYIO OLIEHKY MOJIy4aloT CTYIEHTHI, UCIOJIb3YIOIINE JaHHbIE, MTOTYyYCHHbIE
B MPOIIECCE BHITIOIHEHUSI CAMOCTOSITENIBHBIX Pa0oT, a TaK)Ke UCIOJNIB3YIONTHE COOCTBEHHBIC BBIBOIBI
Ha OCHOBE M3yYE€HHOT0 MaTepHaa.

YunuteiBas 3HAYUTENbHBIM 00BEM TEOPETHUYECKOTO MarepHalia, CTYJICHTaM pPEKOMEHIyeTcCs
peryisipHO€ MocelleHrne U MoJpoOHOe KOHCTIEKTUPOBAHUE JIEKIIUH.



11. IlepeyeHb WHMPOPMANMOHHBIX TEXHOJOIMd, HCHOJb3yeMbIX IMPH OCYILIECTBJIECHUH
00pa3oBaTeILHOIO MPoIEcca MO IUCHUILIUHE (MOAYJIK0), BKJIKYasA NMepedyeHb MPOrpaMMHOI0
o0ecrieyeHUs1 1 MH(POPMAIMOHHBIX CIIPABOYHBIX cHCTEM (IIPH HEOOXOAUMOCTH)

1. TepmMuHanmbHBIN CcepBep, NPEAOCTABIAIONIMN K HEMY JOCTyN KJIHWEHTaM Ha 0ase
Windows Server 2016

2. CewmetictBo OC Microsoft Windows

3. Libre Office cBoboaHO pacmpocTpaHsieMblii OQUCHBIN MAKET C OTKPBITHIM HCXOJHBIM
KOZOM

4. NudopmannoHHO-CipaBOYHAS cucrema: Cucrema Koncynbrantlntoc
(MadopmarimoHHBIA KOMILIEKC)

5. HudopmannonHo-npaBoBoe obecriedeHne ['apanT: DIEKTPOHHBIA TNEPHOAMYECKHMA
crpaBouHHK «Cucrema TAPAHT» (OIIC «Cuctema TAPAHT»)

6. AuTuBupycHas cucrema NOD 32

7. Adobe Reader. JIumensust mponpueTapHas CBoOOHO-pacpocTpaHsieMas.

8. DnexkTpoHHas cuctema JguctaHiuoHHoro oOydeHuss AHOBO  «MockoBckuit
MEXIYHAPOAHBIA YHUBEPCUTET». https://elearn.interun.ru/login/index.php

12. Onucanue MaTepuaJbHO-TEXHUYECKOW 0a3bl, He00XOAUMOH [Jsl OCYyUIeCTBJIEHUS
00pa3oBaTeIbLHOIO MPoIecca Mo JUCUUILIHHE (MOTYJII0)

1.  KOMIIbIOTEpHI IepCOHANILHBIE TS IPEToAaBaTeNell C BEIX0I0M B ceTH VIHTepHeT;
2.  HAYUIHUKWU;

3.  BeOkamepsl;

4. KOJIOHKU,

5. MHKpPO(]OHBL

13.00pa3oBare/ibHbIE TEXHOJIOT UM, UCIIOJIb3YeMble IIPH OCBOCHUH M CIIUTIIUNHbI

Jlis ocBOeHMSI AMCUMILIMHBI UCIIOJIB3YIOTCA KaK TPaJAWLMOHHBbIE (DOPMBI 3aHATUN — JIEKIUH
(TUTBI JIEKIMHA — YCTAaHOBOYHAs!, BBOJHAS, TEKYIasl, 3aKIIOUNTENbHAs!, 0030pHAs; BUJIBI JCKIHHA —
npoOiieMHasi, BU3yalbHas, JEKUWA KOH(DepeHIMs, JeKIHUs KOHCYJIbTalus); U CEMHHApCKUE
(MIpaKTHYECKHUE) 3aHATHS, TAK M AKTUBHBIE U MHTEPAKTUBHBIE ()OPMBI 3aHATHH - IEJIOBBIE M POJICBBIE
UTPBI, PEIlIEHUE CUTYAIIMOHHBIX 33]1a4 U Pa300p KOHKPETHBIX CUTYaIHH.

Ha y4eOHBIX 3aHATHSIX HCIIONB3YIOTCS TEXHUYECKHE CpEICTBAa OOYYEHUsS MYJIbTUMEIUHHON
ayIUTOPUU: KOMIIBIOTEpP, MOHUTOP, KOJOHKH, HACTEHHBIA BSKpaH, MPOEKTOp, MUKPOQOH, MaKeT
nporpamm Microsoft Office nst nemMoHcTpauy npe3eHTanni 1 Mearadanaos, BUACOIPOCKTOP s
JEMOHCTpALMK CJIaliI0B, BUACOCIOKETOB U Jp. TecTupoBaHrue 00ydaeMbIX MOKET OCYIIECTBIATHCS
C MCIIOJIb30BaHUEM KOMITBIOTEPHOTO 000PYAOBAaHUS YHUBEPCUTETA.

[Ipu peanuzanuu nporpammel ¢ npumenenuem JOT:

Bce Buzpl 3aHATHI TpoBOAATCS B (hopMe OHIIaH-BEOMHAPOB C UCIIOJIB30BAaHHEM COBPEMEHHBIX
KOMITHIOTEPHBIX TEXHOJOTUN (HATHMYHE MPE3CHTAMU U GopyMa I 00CYKICHNUS).

B mnpomecce u3ydeHHs] IJUCHUIUIMHBI CTYJCHTHI BBINOJHSIOT MPAaKTUYECKHE 3aJaHUsl HU
IPOMEXYTOUHBIE TeCThl. KOHCYIbTHpPOBaHKE TIO N3YYaEeMbIM T€MaM MTPOBOJUTCS B OHJIAMH-PEXKIME
BO BpeMs ITPOBECHUSI BEOMHAPOB U HA (hopyMe JIJIsl KOHCYIbTALUM.

13.1. B ocBoeHMn y4eOHOH AUCHHUIVIMHBI MCHOJb3YIOTCH CJeAyHOIIHe TpaaulHOHHbIE
o0pa3oBaTe/IbHbIE TEXHOJIOTHH:
- yTeHHUe MPoOIEeMHO-UHGOPMAITMOHHBIX JIEKIIUH C UCIIOIB30BAaHUEM JJOCKH M BHIEOMATEPUAIIOB;



- CEMUHAPCKUE 3aHATHUS ISl 00CYKICHHS, TUCKYCCHII 1 OOMEHa MHCHUSIMU;

- KOHTPOJILHBIE OTIPOCHI;

- KOHCYJIbTAIlNH;

- CaMOCTOATENbHAsl pPad0oTa CTYIEHTOB C Y4eOHOH JINTEpaTypOil M EPBOMCTOYHUKAMHU;

- IOJITOTOBKA M 00CykieHne pedepaToB (MPOEKTOB), MPEe3eHTANM (HAyIHO-UCCIIeI0BATEIbCKAs
pabota);

- TECTHPOBAHUE 110 OCHOBHBIM TEMaM JAHCIUTUIAHBL.

13.2. AKTHBHbIE U MHTEPAKTUBHbIE MeTOAbI U opMbI 00yUeHM ST

N3 mepeunst BUIOB: («mo3eo6ou wmypmy, ananus HIIA, ananuz npobremunvlx cumyayuii, amaius
KOHKDEmHbIX — CUMyayuti, — UHYUOEHMbl,  UMUMAYUs  KOLIEKMUBHOU  NpoghecCuoHanrbHou
OesmenbHOCmU, pa3viepbleaHue poetl, meopyecKkds paboma, C8A3aHHAsL ¢ 0C80EHUEM OUCYUNTIUHBL,
ponesas uepa, Kpyenwli cmon, oucnym, Oecedd, OUCKYcCUsl, MUHU-KOH@epeHyus u Op.)
HCIIOJIB3YIOTCS CIIEYIOIIHE:

- oucnym

- aHanu3 npoobIeMHbLX, MEOPUECKUX 3A0AHULL, CUMYAYUOHHBIX 3a0aY

- Ketic,

- Kpyenvlil Cmoi;

-oucKyccust

- beceoa.

13.3. OcoOeHHOCTH O00y4YeHUS] MHBAJIMIAOB M JHI ¢ OrPAHUYEHHBIMH BO3MOKHOCTSIMH
3nopoBbs (OB3)

[Ipu opranuzanuu oO0y4yeHHUS MO AUCLUUIUIMHE YUUTHIBAIOTCS OCOOEHHOCTH OpTraHHU3aIU
B3&HMOI[CI>1CTBH$I C UHBAJIMAaMU U JIMITaMU C OTPaHUYCHHBIMU BO3MOKHOCTAMU 3JO0POBbBA (;[anee —
uHBanuapl W guna ¢ OB3) ¢ menpto oOecrieuenus ux mpaB. [Ipu oOydyeHUM YYUTBHIBAIOTCS
0COOEHHOCTH HX TCUXO(U3NYECKOTO pa3BUTHS, WHAMBHUIYyalbHbIE BO3MOXXHOCTH M TpU
HEO0OXOIUMOCTH OOECIeunBaeTCs KOPPEKLHsS HapyIIeHWH pa3BUTUSL M COIMalibHas aJanTanus
YKa3aHHBIX JIMII.

Beibop meTomoB  oOydeHHS  ONpeAeNseTcs  COACp)KaHHEeM  OOydYeHHUs, YypOBHEM
MCTOANYCCKOIO W MAaTCPpUAIIbHO-TCXHUYCCKOT'O O6€CH€‘I€HI/IH, OCOGGHHOCT}IMI/I BOCIIpUATHUA
yueOHOM MH(pOpMAIMU CTYJCHTOB-UHBAJINAOB U CTYICHTOB C OTPAHUYEHHBIMH BO3MO>KHOCTSIMHU
3I0pOBbS H T.0. B 00pa3oBaTelbHOM TMPOILECCE HCHONB3YIOTCS COIUAIBHO-aKTUBHBIC U
pedaekcuBHbIE METOAbl OOYYEeHMs, TEXHOJIOTUM COIMOKYJIbTYPHOH peabuiIuTaluu C UeNblo
OKa3aHusd MNOMOIIMW B YCTAHOBJICHHMU IIOJHOLICHHBIX MCKIIMYHOCTHBIX OTHOIIICHUH ¢ APyrumMu
CTYJIEHTaMH, CO3JaHUH KOM(OPTHOrO NCUXOJIOTMYECKOT0 KIMMAaTa B CTYIEHYECKOM IpyTIe.

[Tpu oOyyeHHnH UL C OTPAHUYCHHBIMH BO3MOXKHOCTSIMH 3/I0POBbsI 3JIEKTPOHHOE 00yUeHHE U
JTUCTAaHIIMOHHBIE 00pa3oBaTeNbHbIE TEXHOJOTHH MPEAyCMaTpUBalOT BO3MOXKHOCTH IpUEMa-
nepeaayn nHGOPMAIMK B JOCTYIHBIX /Ul HUX (opMax.

OObyuaromuecs M3 4YUCla JIUIL C OTPAHUYEHHBIMH BO3MOXKHOCTSIMHU 3J0POBbsI 00€CIeUeHbI

MEYaTHBIMU U JJIEKTPOHHBIMU 00pa30BaTeNbHBIMU pecypcaMu B (Qopmax, aJalnTHPOBAHHBIX K
OTPAHUYEHUSIM UX 3]IOPOBbSL.
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