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1. Ilepeuenv nnanupyemvix pe3yaomamoe o00yuenHus no oucyuniumne (MmMooyiio),
COOMHECEHHBIX C NIAHUPYEMbIMU DPe3YIbMamamu 0C60eHUs 00pa308ameibHOll

npozpammol
KomnereHius [Tnanupyemble pe3ysbTaThl 00YUYCHUS M0 JUCIUILTHHE
[1K-8 3HaTh:
TOTOBHOCTBIO K -IOHSATHE,  UeNW,  3aJa4d  [PUHIMIB  JTOKYMECHTOBE/ICHHS,
BBITIOJTHEHHIO JIeTIONIPOM3BO/ICTBA U IOKYMEHTO000pOTa ;
JIOJDKHOCTHBIX - OCHOBHBIC TOHSTHUS JOKYMECHTOBE/ICHHS;
00s13aHHOCTEH IO - CHCTEMbI JOKYMEHTALMOHHOTO 00eCIIeYeHUs! YIIPaBICHHUS;
o0ecreYeHnIo - KJIaCCU(UKAIUIO TOKYMEHTOB M UX BUJIBL;
3aKOHHOCTH U - TpeOOBaHUS K COCTaBJICHHUIO U O(OPMIICHUIO JOKYMEHTOB;
[IpaBOIIOpsIKa, Ymers:
Oe3omacHoCTH - opopMIIATH TOKYMEHTALMIO B COOTBETCTBUU C HOPMAaTHBHOW 0a30if,
JMYHOCTH, B T.4. UCIIOJIb3ysl MH(OPMAIIMOHHBIE TEXHOJIOTHH;
o01ecTsa, - OCYIIECTBIIATH ABTOMATH3AILIUIO 0OPaOOTKH JOKYMEHTOB;
rocyaapcTBa - YHU(DHUIUPOBATH CUCTEMbI JOKYMEHTAIIH;
- OCYIIECTBIIATh XPaHEHUE U TIOMCK JOKYMEHTOB;
- BCTymaTh B KOMMYHHUKAIIMU IS BBIOJHEHUS JIOJDKHOCTHBIX
o0si3aHHOCTEH 1O O0OECTIEUYEeHHI0 3aKOHHOCTH U IIPAaBONOPAIKA,
0€301acHOCTH JIMYHOCTH, OOIIECTBA, TOCYJapCTBa
Baanern:
-IIPUKJIATHBIMH HaBBIKAMU HCIOJIb30BaHHs TEOPETUYCCKUX 3HAHUI B
npodeccHoHaNbHON AEATETLHOCTH
- CIIOCOOHOCTBHIO K BBITIOJIHEHHIO JIOJDKHOCTHBIX OOS3aHHOCTEH 110
00eCIeyeHNIO 3aKOHHOCTH U TIPaBONOPS/IKa, 0€30MIaCHOCTH JINYHOCTH,
00IIIeCTBa, FOCyIapCcTBa
[1K-13 3Hath:
CIIOCOOHOCTBIO -OCHOBHBIC IPUHIIUTIBI OPTraHU3aIMHU JICIOTPOU3BOJICTBA U

NPaBUIIBHO U
MIOJTHO OTpa)kaTh
pe3yIbTaThI
npodeccuoHaIbHO
i IesITeNbHOCTH B
FOPUIMYECKON U
MHOUN
JOKyMEHTAIHH

JIOKYyMEHTO000pOTa B IOPUANUECKOI cepe AeaTeIbHOCTH;
- TpUHOUNB  (QYHKIMOHUPOBAHHS  CHCTEMBI
JIOKYyMEHTO000pOTa OpraHU3aIii;

- TpeboBaHuUs K (OPMHUPOBAHNIO HHPOPMAITMOHHOTO 00ECTICUSHHS Y
Ymers:

- COCTaBISITh, YYHTHIBATH,
CITy’)keOHYI0 TOKYMEHTAIIUIO;
- BECTH JICJIONPOHU3BOJICTBO M IOKYMEHTOOOOPOT B OPTraHU3AIHNH;

- pemath cTaHAapTHBIEC 33/1a4u MPO(ECCUOHATBLHON NEATENIBHOCTH Ha
ocHOBE HH(pOpPMAIMOHHONH ¥ OuOIMOrpaduueckoil KyJabTyphl C
MpUMEHEeHHEM HH(POPMAIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTUH U C
YYETOM OCHOBHBIX TpeOOBaHMI MH(POPMAIIMOHHOH 0€3011acHOCTH;

- TPaBUIBHO M TOJHO OTpa)xaTh pe3yibTaThl MpPodecCHOHaTHHOM
JIEATEIbHOCTH B IOPUANYECKON U MHOW JOKYMEHTAlUU

Baagern:

- HaBBIKAMHU aHaM3a WHPOpPMALUU O (PYHKIMOHUPOBAHHH CHCTEMBI
BHYTPEHHET0 JOKYMEHTO000pOTa B OpTaHU3alUU

- HaBbIKaMH PELLEHUs CTAaHJAPTHBIX 33]1a4 MPoPecCUOHAIbHOMN
JIeATeTLHOCTH Ha OCHOBE MH(DOPMAITMOHHOW B OMOIHOrpaduIecKoi
KYJIbTYPHI C IPUMEHEHHEM HH(POPMAIMOHHO-KOMMYHHUKAITMOHHBIX
TEXHOJIOTHH U C y4eTOM OCHOBHBIX TpeOOBaHMM MH(DOPMAIIMOHHON
0e30I1acHOCTH;

- CIIOCOOHOCTHIO MPABUJIBHO U MOJTHO OTPaXKaTh PEe3yJIbTaThl

BHYTPEHHETO

XpaHuTh, 3aliyiaTb W ICpeaAaBaThb




po(ecCHOHABLHOM IEATEIEHOCTH B FOPUIUICCKON U MHOU
JIOKYMEHTALUU

2. Mecmo oucyunaunst (Mo0y1) 6 cmpykmype o0pa3zosamenbHoil RPOZPamMmol

JlucumiinHa OTHOCHUTCS K BapuaTHBHOW 9acTu yueOHoro rana OITOIN.

JlanHasi JUCUMIUIMHA B3aMMOCBSI3aHa C JIPYTUMH  JUCHUIUIMHAMH, TaKUMHU Kak
«IIpakTUKyM TOATOTOBKH HOPUIUYECKHX JOKYMEHTOB», «HOpuanueckoe COMpPOBOXKICHHUE
NesTeNbHOCTU TNpeAnpustuiy, «lIpaBo uHTemIekTyanbHOW coOcTBeHHOCTH», «lOpuanueckas
KITMHUKA» | JIp.

W3ydyeHue MUCHUIUIMHBI MO3BOJUT OOYYAIOLIUMCS PEaJu30BBIBATh MPOQPECCHOHANBHBIE
KOMIIETCHIIMH B MPO(ECCHOHAIBHON IeATEeTHbHOCTH.

B uyactHOCTH, BBIYCKHHK, OCBOMBIIWHN INporpamMmy OakajiaBpuaTta, B COOTBETCTBHU C
MIPABOOXPAHUTEIFHBIM BHUJOM JESATCILHOCTH, IOJKEH OBITh TOTOB peIIaTh CIEAYIONUe
npodeccuoHanbHbIC 3a/1a4H:

- obecrieueHre 3aKOHHOCTH, IPABOMOPSIKA, OE30MAaCHOCTH JIMYHOCTH, OOIIecTBa W
rocy/1apcTBa;

- 0XpaHa OOIIECTBEHHOTO MOPS/IKA;

- IpenymnpexaeHue, IpeceueHue, BbISIBICHHE, pAacKphITUE U paccieoBaHUE
[IpaBOHAPYLICHUN;

- 3aIlIMTa YaCTHOM, rOCy1apCTBEHHON, MYHULIUTIATBHON U UHBIX (POPM COOCTBEHHOCTH.

3.06vem oucuyuniunwl

Buowt yueonoii pabomut Dopmol 00yuenusn
Ounan Ouno-3aounasn
OO01mas TPy/10€eMKOCTh: 324CTHBIC €TUHUIIBI/9achl 4/144 4/144

KonrakTHas padora:

3aHsaTH JIEKIIMOHHOI'O THUIIA 21 8

3aHsTHsI CEMUHAPCKOrO THIIA 42 20

[IpoMexxyTo4yHas arTecTalys: 3a4€eT ¢ OIEeHKOM 0,15 0,15
Camocrositesbnas padora (CPC) 80,85 115,85

4. Cooepicanue oucyunaunovl (M00yas), CmpyKmypupoeanHoe no memam / pazoenam
C YKa3aHuem OMEEe0eHHO20 HA HUX KOJUYeCMmEa aKaAdeMu4eckux 4acog u 6uooe
YUueOHbIX 3aHAmuUIl

4.1 Pacnipenenenue 4acoB Mo pa3zenaM/TeMaM U BUaaM paboThl

4.1.1. OuyHo-3a04Has hopma 0O0y4eHuUs

Buabl yueOHoi padoTsl (B yacax)
Ne | Paszpnen/Ttema KonTakTHas padora
n/ 3ansaTus 3aHATHA CEMHHAPCKOI0 THIIA CamocrosiTe
n JIEKIIMOHHO JbHas
ro TMIIA padora
Jexy | Unvie | Ilpakmuue | Cemun | Jlabopamo | Hn
uu yuebH | ckue apul pHble vie
vie 3auamus pabomuwl
3aHam




(2%

BBenenne B
JHUCLUILIAHY .
[Ipenmer,
coJiepKaHue U
3a/1a4u Kypca

14

OCHOBHEBIE
MTOHSATHS
JIOKYMEHTOBE
JIEHUSI

14

IIpaBoBoe
pEryJIMpoBaHu
e
JEJIONPOU3BO
CTBa

14

OO6mue
HOPMBI 51
npaBuja
oopmieHus
yIpaBJICHYECK
nux
JIOKYMEHTOB

14

OcobenHoct
IMOJITOTOBKHU
OpraHu3aIuoH
HO-
pacropsiiuTesn
BHBIX
JTIOKyMEHTOB
OpraHu3allH.
Cucrema
CIPaBOYHO-
nH(pOpPMaIMOH
HOM u
AHAIUTUYECKO
5
JIOKyMEHTAIT!
H.

14

Cucrema
OpraHu3aluoH
HO-TIPaBOBOM
JIOKyMEHTaLu
u

15

Opranuzanus
JIOKyMEHTO00
oporTa.
CucreMaTu3sail
Hst
JIOKyMEHTOB M
UX XpaHCHHUE

15

CoBpemeHHOe
JIEJI0BOE

15,85




N CbMO

[IpomexxyTouH 0,15
asi aTTecTalus
Htoro 144

4.1.2. Ounas ¢popma 0O0ydeHus

Paznena/rema

Buabl yueOHoi padoThl (B yacax)

KonrakTHas pabora

3auarusa
JeKIHOHHO
ro THIA

3ansarus CEMHUHAPCKOro THUIIa

Jlexy | Unvle
uu yuebH
bie
3aHAmM
ust

Un
ble

Cemun
apul

Ilpakmuue
cKue
3auamusl

Jlabopamo
DpHble
pabomol

CamocTosiTe
JIbHadA
padora

BBenenne B
JUCHUIUTNHY.
[Ipenmer,
coliep)KaHue U
3aJa4M Kypca

14

OCHOBHEBIE
MOHATHUSA
JIOKYMEHTOBE
IEHUS

14

IIpaBoBoe
peryiampoBaHu
e
JEIIOIPOU3BOJ
CTBa

14

O6mmue
HOPMBI u
npaBuja
odopmiieHus
yIpaBIeHYeCK
ux
JTIOKYMEHTOB

14

OcobeHnHocTH
ITOJATOTOBKH
OpraHHU3aINOH
HO-
pacnopsauTen
BHBIX
JOKYMCHTOB
OpraHH3aIHH.
Cucrema
CIIPaBOYHO-
MHPOPMALIMOH
HOM n
AHAJIUTUYECKO

v

u

14




JOKYMEHTAI!
.
Cucrema 1 2
OpraHu3aIuoH
6 HO-IIPaBOBOM 15
JIOKyMEHTAIT!
u
Opranumzanusa | 1 4
JIOKyMEHTO00
opoTa.
7 Cucremarusart 10
us
JIOKYMEHTOB H
WX XpaHCHHUE
CoBpemMeHHOE 1 2
3 NIETIOBOE 10,85
MHCHMO
[IpomexxkyToun 0,15
ast aTTeCTalus
HTtoro 144
4.1. TlporpaMmMa JUCHMILTUHBI, CTPYKTYPUPOBAHHAS IO TeMaM / paszenam
4.2.1. ConepraHue JICKIITMOHHOTO Kypca
No 1/ HaunmenoBanue Temsl (paszzena) CopeprkaHue JICKITMOHHOTO 3aHSATHS
1 JIUCITUATLINHBI
Brenenue B aucnumuuny. Ilpenmer, e, 3a/1auu u TIPUHITUTIBI
1. | comepkaHme U 337a9u Kypca JTIOKYMEHTOBE/ICHUSI. Ucropus
JOKYMEHTOBeJleHUs Kak Hayku. llpeamer wu
3amaun  Kypca. Jlormdeckas — cTpyKTypa
JTUCITUTUTMHBI, €€ MECTO B CUCTEME MOATOTOBKHU
CTICTINAITUCTA, MEXTPEIMETHBIE CBSI3H.
CoBpeMEHHOE  JIeJIONPOU3BOJICTBO: 1eTH,
3amau U TpUHOUIBL. OCHOBHBIC TOHSTHS U
OmpesieNeHus: JTOKYMEHT: €ero CBOICTBa U
¢byHKIMY, JIeIONPOU3BO/ICTBO,
JOKYMEHTOBEJIeHHE, JOKYMEHT0000poT. Bumisl
JIOKYMEHTOB u ux KJTacCU( UKL
YHudukanus v craHaapTa3aus JOKYMEHTOB,
WX KJIacCU(UKAIIUSI.
OcHOBHBIE MTOHSATHUS l'ocynapctBennas cucremMa
2. | TOKyMEHTOBEICHHUS JOKYMEHTAI[HOHHOTO 00eCIICYCHHS YIIPABICHUS
(F'CAOY) — cBon mpaBui, yCTaHaBIMBAIOIIMX
eIWHbIE TpeOOBaHUS K JOKYMEHTHPOBAHHIO
YIpaBIeHYECKON JEATEeIbHOCTH U OpraHU3aINU
paboOTBl ¢ JOKyMEHTaMH Ha TPEATPHUATHUIX
Pa3IMYHBIX OPTaHU3AIIMOHHO — MPABOBBIX (hOpM
CocraB  ynpaBJI€HUYECKHX JOKYMEHTOB.
[TonsiTne CHUCTEMBI JIOKYMEHTAIIH.
OYHKIIMOHAIBHBIE ¥ OTPACICBBIC CHUCTEMBI
JOKYMEHTAIIHH. Yuudukanus u
CTaHJIAPTHU3AIMS YITPABICHICCKUX TOKYMEHTOB




IIpaBoBoe
JEJIONPOU3BOCTBA

peryiaupoBaHue

[IpaBoBass  6a3a  JEIONMpPOM3BOJCTBA  Kak

COBOKYITHOCTH 3aKOHOB, HOPMATUBHO-
IMPpaBOBLIX aAKTOB, OpTraHHU3alluOHHBIX n
METOAHUYCCKUX AOKYMCEHTOB,

perIaMeHTHPYIONMX TEXHOJOTHIO CO3[aHus,
00pabOTKH, XpaHEHUST W  HMCIOJb30BaHUS
JOKYMEHTOB B  TEKylledl  JesSTeTbHOCTH
opranmu3auuu. I[locranosnenue IlpaBurenbcTBa
P® or 07.09.2011 r. N2 751 «O BHeceHuu
m3MeHeHud B IlpaBuia nenompousBOACTBa B
(benepanbHBIX opraHax WCTIOJTHUTEIbHON
BJIACTUY.

OO0 »onexkTpoHHOW moamUcH :  (eaepaTbHBINA
3akoH 06.04.2011 N2 63-®3 (c u3MECHEHHUAMU U
JONOJMHEHUAMU OoT 12 maprta, 28 wutons 2014
roja)

O6 apxuBHOM aene B Poccuiickoit deneparuu:
Gbenepanbubiii 3akoH oT 22.10.2004 N2 125-D3
(pexn. ot 04.10.2014).

06 nH(pOpMaIIHH, WH(GOPMAITMOHHBIX
TEXHOJOTUSAX M O 3alure HH(OpMALUH:
benepanpubiii 3akoH 0T 27.07.2006 N2 149-03
(pen. ot 21.07.2014)

O nmepcoHaNbHBIX JAHHBIX [ DJIEKTPOHHBIN
pecype]: denepanbrblii 3akoH oT 27.07.2006 N2
152-®3  (pen. ot 21.07.2014) // CIIC
«KoncynprantlIimtoc: 3aKOHOIATENTBCTBOY.

O6mue  HOpPMBI
odopmiIeHUs
JIOKyMEHTOB

U TpaBuia
yIpaBIEHYECKUX

YHubunupoBaHHas cucrema
nokymenTtanuu (Y CJl) kak COBOKYIHOCTb (popm
JOKYMEHTOB, CO3/IaHHBIX 10 €MHBIM MPaBHIIaM
u  TpeOoBaHMAM, (DYHKUMOHUPYIOIIUX B
onpeneneHHon chepe nesrenpHocTH. ['OCT P
7.0.8-2013. TOCT P HCO 15489-1 — 2007.
I'OCT P 53898-2013. T'OCT P 6.30-2003
«YHUPHUIEPOBAHHBIE CUCTEMBI
JOKYMEHTAMu». YHUPUIUPOBAHHAS CHCTEMa
OpraHMU3allMOHHO-PACTIOPSIIUTENBHON
nokyMeHTanuu. TpebGoBaHus K 0O(OpPMIIEHUIO
JOKYMEHTOB». PernmameHranus AesTEIbHOCTU
CIIy>KObI JIeJIONPOU3BOJCTBA HAa BCEX YPOBHSX
ynpasinenus. Cranmaptst  HMCO u ux
ncnoab3oBanue B cucreme JJOY PO.

OcobeHHOCTH
OpraHU3aIHOHHO-
pacnopsAIUTENBHBIX

HOATOTOBKHA

JIOKYMEHTOB

opranm3anuu. Cucrema CIpaBOYHO-
MH(POPMALIMOHHON U aHATUTHUYECKOU

JIOKyMEHTAITUH.

YCOPJl — yHudumupoBaHHas cUCTeMa
OpTraHU3aIMOHHO - pacropsIuTeIbHON
JOKYMEHTAIINH: COCTaB, obacTu ee
MIPUMEHECHHSI. Ha3znauenme u BB
OpraHU3alMOHHO-PACTIOPSIUTENEHON
TOoKyMeHTaIuu. TpeboBanus kK €€ opopMIICHHUIO
cornacHo ['OCT. CocraBnenue u opopmieHue
MIPOCKTOB  PACHOPSAUTENBHBIX  JIOKYMEHTOB




(mocTaHOBNEHUH, pELLIEHHI, MPUKA30B,
pactopsoKeHHM, YKa3aHu ).

Bunsl  cnpaBoyHO-MH()OPMAITMOHHOW |
CIIPAaBOYHO-AaHAIUTHYECKON JOKYMEHTAIlMU U
TpeboBaHus K uX 0OPMIICHHIO.

Cucrema OpFaHI/I?)aHI/IOHHO-HpaBOBOﬁ
AOKYMCHTallUU

OpraHu3anuoHHbIE JTOKYMEHTHI, ux
HazHadeHwe,  Qopmymspel  —  00Opasibl.
[lpouenypa coctaBmeHuss U OQOPMIICHUS
OpraHu3allMOHHBIX  JOKyMeHTOB.  OO0nactb
NPUMEHEHHS OPraHW3aIMOHHBIX JOKYMEHTOB.
Hcnonp3oBanue  yHUPUIHMPOBAHHBIX  (OPM.
Oynxumn OpraHU3aIMOHHO-TIPABOBOM
nokymeHTtanui. OCHOBHbIE BUIbI M TPEOOBaHHS
K COCTaBJICHHIO " o(hopMIICHHIO
OpraHU3aIMOHHO-TIPABOBHIX JOKYMEHTOB.

Opranuzaius  JOKYMEHTOOOOpOTA.
CucremaTtuzanus JOKYMEHTOB M HX
XpaHeHue

Opranuzanusi  JTOKyMEHTOOOOpOTa:  TMpPHEM,
00paboTKa, perucTpanus, KOHTPOIb, XPAHCHUE
JOKYMEHTOB, HOMEHKIaTypa nen. TpeboBanus
K 3arosioBkam gen. dopmupoBaHue e
CucremaTtuzanusi JOKYMEHTOB BHYTPH Jela.
Odopmnenne nen. TUIIOBBIE CPOKHM XpaHEHUS
JOKYMEHTOB.

Obmas XapaKTepUCTHKA
OpPraHM3allMOHHBIX  TEXHUYECKUX  CPEJICTB.
ABTOMaTH3UPOBaHHBIC CHUCTEMBI
nenonpou3BoacTBa.  O0630p  COBpPEMEHHBIX
CPEICTB  OpPITEeXHUKH JUIsl  Tepeladyd U
nepepabotku  uHbopMmanuu. IlpaBuna wu
MOPSIIOK TUPAKUPOBAHUS JIOKYMEHTOB.
OnekTpoHHas mnoytra. CuctemMa ONTHYECKOTO
pacmo3HaBaHMs ~ TeKCTOB.  Mcmonb3oBaHue
CIPaBOYHO-TIPABOBBIX CUCTEM

Homenkmatypa pgen Kak MOpOCTEHIINNA
KJIaCCU(UKAMOHHBIN  crpaBoyHUK.  OOmue
TpeOOBaHUS K COCTaBICHUIO W O(OPMIICHHUIO
HOMEHKJIaTypbl. OCHOBHBIE TMpaBuiIa pPabOTHI
apXUBOB OpraHm3aIyii B peneparbHbIX OpraHax
UCTIOTHUTENbHOM BJIACTH. DkcnepTHsa
LIEHHOCTH JoKyMeHTOB. Odopmienue mein.
CocraBienue onuceil. Cpaya Jen B apXuB
OopraHu3aluu

COBpCMeHHOG ACJIO0BOC ITUCbMO

[IpaBuna opopmiieHHs JeT0BOrO MHChMA.
Bunel  mucem,  MeXAyHapoAHbIE — IHCbMA.
TpeboBaHMsI K TEKCTY MUCbMA

4.2.2. CojuepxaHue NPAKTUYECKUX 3aHATUN

HaumenoBanue TeMbl (pa3aesia)
JMCIUTIJINHBI

CoOepm‘anue NPAKMUYECKO20 3aHAMUA

Beenenne B aucuumuivny. Ilpenmer,
coepKaHue U 3a7a4M Kypca

1.emnwn, 3a1a4n u TIPUHIIUTIBI
JAOKYMCHTOBCACHMU. HCTOpI/IH
JIOKYMEHTOBE/ICHHUSI KaK OTPAciy 3HAHUS.
2.IlpenmMer u 3a1aum Kypca.




3.Jloruueckast CTpyKTypa AMCLUMIUIUHBI, €€
MECTO B CHCTEME IOATOTOBKH CIIEIHAJINCTA,
MEXIIPEAMETHBIE CBSI3U.

4. CoBpeMEHHOE MEeJIONPOU3BOICTBO: IIENH,
3a/1a4d U TPUHIUIIBL.

5. OCHOBHBIE TIOHSITUS M OIpPEICICHUSA:
JOKYMEHT: €ro CcBoiWcTBa U (yHKIUH,
JIEIOTIPOU3BOICTRO, JIOKyMEHTOBEICHUE,
JIOKYMEHTOO0OOPOT.

6.Bupl TOKyMEHTOB M MIX KJIacCU(UKaIus.

OCHOBHEBIE
JIOKYMEHTOBE/ICHUS

IIOHATHUA

1. I'ocynapcrBenHast cucrema
JTOKYMEHTAI[HOHHOTO obecrnieueHus
yopasieauss ('CHOY) — cBox mnpaBud,
YCTaHABIUBAIOIIUX €IuHbIe TPeOOBaHUSI K
JIOKYMEHTUPOBAHUIO yIpaBIECHUYECKON
NEeSTeNIbHOCTY W OpraHu3anuu  paboThl C
JOKyMEHTaMU Ha MPEANPUATHIX Pa3IUUHBIX
OpPraHU3alMOHHO — MPABOBBIX (OpM

2.CocTaB ynpaBJIeHUYECKUX JJOKYMEHTOB.
3.IloHsITHE CUCTEMBI JOKYMEHTALINH.

4. DyHKIIMOHAJIBHBIE U OTPACJIEBbIE CHUCTEMBI
JOKYMEHTAIIH.

5.Vuaudukanus u CTaHapTU3anus
yIpaBIECHUYECKUX JOKYMEHTOB

[IpaBoBoe
JIEJIONPOU3BOCTBA

peryampoBaHue

1.IlpaBoBast 0a3a JeJIONMPOM3BOJICTBA Kak
COBOKYITHOCTb 3aKOHOB, HOPMAaTUBHO-
NPaBOBBIX  AKTOB, OPraHU3allMOHHBIX |
METOAMYECKUX JOKYMEHTOB,
perIaMeHTHPYIOINX TEXHOJOTHIO CO3IaHus,
0o0pabOTKH, XpaHEHUS U  MCIOJIb30BaHUS
JOKYMEHTOB B  TEKyIIeH  JIeSTeTbHOCTH
OpraHu3aIu

2.IlocranoBnenue IlpaBurensctBa P® ot
07.09.2011 r. N2 751 «O BHeceHHHM U3MEHEHUI
B [IpaBuna nenonpousBojcTBa B ¢eaepaabHbIX
OpraHax UCIOJIHUTEIbHOU BIaCTH».
3. OO0 »nexTpoHHOM mNonnmucu: (eaeparbHbId
3akoH 06.04.2011 N2 63-D3 (¢ u3MEHEHHUAMHU U
JonojgHeHusaMu ot 12 mapra, 28 urons 2014

roja)
4. O06 apxuBHoMm jgene B Poccwuiickoit
denepanuu: benepanbHbIN 3aKOH oT

22.10.2004 NQ 125-®3 (pen. ot 04.10.2014).

5. O0 wunHpopMmamu, HHPOPMALMOHHBIX
TEXHOJOTUSAX MW O 3amuTe HuHopManuu:
dbenepanbHbii 3akoH 0T 27.07.2006 N2 149-D3
(pexn. or 21.07.2014)

6. O mepcOHATBHBIX IaHHBIX (eaepaaTbHbINA
3akoH ot 27.07.2006 N2 152-®3 (pem. ot
21.07.2014)

7. HopmaTtuBHO-1IpaBoBbIe aKTHI,




OpraHnu3allMOHHBIC u MECTOAHUYCCKHUEC
JTOKYMEHTBI, perJIaMEHTHUPYIOIIUE TEXHOJIOTHIO
CO3JIaHMS, 00paboTKHy, XpaHEHUS u
UCIIOJNb30BaHUS  JOKYMEHTOB B  TEKyIIeH
ACATCIIBHOCTU OpTraHrU3alun

1.YHuduuupoBanHas cucremMa J0OKyMEHTAlUU
(YCII) xak cOBOKyHHOCTh (pOpPM JOKYMEHTOB,
CO3JJaHHbIX [0  €IWHBIM  MpaBUJIAM H
TpeOOBaHUSM, (GYyHKIMOHUPYIOIUX B
OIpeJIeNIEHHON cepe 1esATeTbHOCTH.

2.I'OCT P 7.0.8-2013. TOCT P UCO 15489-1
—2007. T'OCT P 53898-2013. T'OCT P 6.30-
2003 «YHupuurpoBaHHbIE CUCTEMBbI
JOKyMEHTaluW». YHU(QUIMPOBAHHAS CHCTEMa
OpTaHU3aIMOHHO-PACTIOPS TN TETLHON
JOKyMeHTaluu. TpeboBaHUs K OPOPMIICHHIO
JTOKYMEHTOBY.

3.PernameHTanus  JIEATENBHOCTH  CIY>KObI
JIETOTIPOM3BO/ICTBA  HAa  BCEX  YPOBHSAX
yIpaBJIeHUS

4.Crangaptet UCO m uX HCMIOIB30BaHHE B
cucreme JIOY POD.

Ob6ume HOPMBI u npaBHiIa
oopmiieHus YIPaBJIEHYECKUX
JIOKYMEHTOB

OcobeHnoctu MMOATOTOBKH

OpraHU3allMOHHO-PaCIOPSAAUTEIbHBIX
JOKYMEHTOB opranuzauuu. Cucrema
CIPaBOYHO-UH(POPMALTMOHHON u
AQHAIUTUYECKON TOKYMEHTAIUH.

1. YCOP - yHuduuupoBaHHas cucrema

OpraHu3alMOHHO —  pacnopsauTeabHOR
JOKYMEHTAI1H: COCTaB, obnactu ee
MIPUMEHEHHUS.

2. HasnaueHwe u BUABI OpraHU3AlMOHHO-
pacnopsAUTENbHON JOKYMEHTALUH.

3. TpebGoBanust Kk €€ OPOPMIICHUIO COTIACHO
I'OCT.

4. CocraBneHue M 0¢GOpMIEHHE MPOEKTOB
pacnopsAUTEIbHBIX JIOKYMEHTOB
(mocTaHOBIEHU, peLIeHMi, IIPUKa30B,
pacnopsKeHUH, yKa3aHu).

5. Bunel cnpaBo4HO-MHPOPMALIMOHHOW H
CIPaBOYHO-aHAIMTUYECKON JJOKYMEHTAUU

6. TpeboBanus kK O(QOPMIIEHHIO CIPABOYHO-
MH(POPMALIMOHHOM u CIIPaBOYHO-
AHAIMTUYECKON JOKYMEHTAIUH .

Cucrema opraHu3alMOHHO-IIPaBOBOI

JIOKyMEHTAITU!

1.OpranusanyroHHbIe JIOKYMEHTHI, ux
Ha3HaueHue, QGopMyssippl  —  OOpaslpbl.
[Iponienypa cocraBieHuss u  0GOpPMIICHUS
OpPraHu3alOHHbIX  JOKyMeHTOB.  O06sacTb
MIPUMEHEHHUS OPTaHU3AIMOHHBIX TOKYMEHTOB.

2.Mcnonb3oBanue yHUPUITUPOBAHHBIX (HOPM.

3.®yHKIUN OpraHU3alMOHHO-IIPABOBOM
JOKyMEHTAIH.

4.0OcHOBHBIE  BHIBI M TpeOOBaHHS K
COCTaBJICHHIO u o opMIIEHHUIO
OpraHU3aI[MOHHO-TIPABOBBIX JOKYMEHTOB.

Opranuzanus

JIOKYMEHT0000pOoTa.

1.Opranuzanusi  IOKYMEHTOOOOpOTa: MpHEM,




7. | Cuctematu3anysi JOKYMEHTOB M HX | 00pa0o0TKa, peructpanus, KOHTPOJIb, XpaHEHUE
XpaHeHue JOKYMEHTOB, HOMEHKJIATypa Jell.
2.TpeGoBaHus K 3aroJIOBKaM Jedl.
3.®opmupoBanue  gen.  CucremaTuzanus
JOKYMEHTOB BHYTpHU aena. OdopmieHue ae.
TunoBble cpoku XpaHEHHsI TOKYMEHTOB.
4.00mas XapaKTepUCTHKA
OpPraHM3AllMOHHBIX  TEXHUYECKHX  CPEJCTB.
ABTOMAaTU3UPOBAHHbBIE CHCTEMBI
nenonpousBoAcTBa. O030p  COBpEMEHHBIX
CpPEACTB OpITEXHUKH JJIs TepeJadyd |
nepepaboTKu MHPOPMAIIUH.
5. HMcnonbs3oBaHue CIpaBOYHO-IIPABOBBIX
CUCTEM
6.HomeHnknarypa nen Kak HOpOCTEHIIUI
KJIacCU(PUKAIMOHHBIN  cripaBOoYHUK. OO1IHe
TpeOOBaHUS K COCTABJICHHIO M O(QOPMIICHHIO
HOMEHKJIATypBbI.
7.0dbopmnenue hi(Sh) CocraBnenue
onuceit. Cmnaua nen
CoBpeMeHHOE /1€TI0BOE TUCHMO l.IlpaBuna  odopmileHHST  JI€IOBOTO
8. MHACHMA.
2.Bujpl nrceM, MEXAyHApOIHbIE THCHMA.
3.TpeboBaHMs K TEKCTY TUChMa
4.2.3.ConeprkaHnue CaMOCTOSITEIIbBHONW PaOOThI
Ne i/ HanmeHoBaHMe TeMbI ConeprxaHue caMOCTOATEIbLHONH padoThI
n (pa3aesia) AU CHUNJIMHBI
BBenenne B AMCIUIUIHHY. Llenun, 3amaun W TPUHIMIEL JIEITOTPOU3BO/ICTBA.
l. [Ipenmer, conepxanue u | Mcropus nenompousBojcTBa kak Hayku. Ilpeamer u
3aJ1a4M Kypca 3ajaun Kypca. Jlornueckast CTpykTypa JUCHMILIUHBI, €€
MECTO B  CHCTEME  IMOJrOTOBKM  CIELHUAINCTA,
MEXIPEIMETHbIE CBSI3H. CoBpemeHnHoe
JIeNIONIPOM3BOICTBO:  LIENM, 33Ja4d M NPUHIIHUIIBL
OCHOBHBIC TIOHSTHS W OIpPEIENICHHs: JOKYMEHT: €ro
CBOWCTBa u ¢byHKIMY, JIeNIOTIPOU3BO/ICTBO,
JIOKYMEHTOBE/ICHUE, JOKYMEHTOO000POT. Bunst
JOKYMEHTOB M WX Kiaccupukanusa. YHUPHUKAUS U
CTaHAApPTH3AIMS JOKYMEHTOB, X KJaccH(UKaIusl.
OcHOBHBIE MIOHATHUS ['ocynapcTBeHHass cuUCTeMa JOKYMEHTALMOHHOTO
2. JIOKyMEHTAITMOHHOTO obecrieuenus ymnpasnenus (I'CHOY) — cBox mpaswi,
oOecreyeHus ypaBJIeH!s] | YCTaHaBIMBAIOIIUX eIMHbIE TpeOoBaHUS K
JTOKYMEHTUPOBAHHUIO YIIPABICHUECKONW IESITEIBHOCTH U
OpraHu3anuy padboThl ¢ JOKYMEHTaAMH Ha MPEATPUSTHIX
Pa3IMYHBIX OPTaHU3AIMOHHO — MTPABOBBIX POPM
CocraB ympaBieHYECKUX JOKyMeHTOB. [loHsTne
CHCTEMBl  JOKyMeHTanuu.  ODyHKIMOHAIBHBIE U
OTpacjeBble CUCTEMBl JOKYMEHTAIMU. YHUHUKAIMSA U
CTaHIAPTH3AIMS YIIPABICHYCCKAX IOKYMEHTOB
[IpaBoBoe perynupoBanue | [IpaBoBas 6a3a enONpoOU3BOACTBA KaK COBOKYITHOCTH
3. JIeJIONPOU3BOICTBA 3aKOHOB, HOPMAaTUBHO-IIPaBOBBIX aKTOB,

OpraHM3allMOHHBLIX HW  MCTOAMYCCKHX OOKYMCHTOB,




periaMeHTUPYIOLIUX TEXHOJIOTHIO Co3JaHusl,
00paboOTKH, XpaHEHUS M MCIOJb30BaHUS JOKYMEHTOB B
TEKYIIEH NeATeNIbHOCTH opraHu3anuu. lloctaHoBieHue
[IpaButrensctBa P® ot 07.09.2011 r. Ne 751 «O
BHeCEHMM H3MeHeHul B [IpaBwiia nemonpousBOACTBa B
(benepanbHBIX OpraHax UCIOJHUTEIHHON BIACTI.

OO0 »NIEeKTPOHHOM MOANUCH denepaibHBI  3aKOH
06.04.2011 Ne 63-®3 (c UBMEHEHUSMHU U JOTIOJIHEHUSIMU
ot 12 mapra, 28 utonst 2014 rozga)

O6 apxuBHom gene B Poccuiickoit Deneparmu:
tdenepanpubiii 3ak0H 0T 22.10.2004 No 125-D3 (pen. ot
04.10.2014).

O6 undopmarmu, UHPOPMATMOHHBIX TEXHOJIOTHSIX U O
3amuTe  wHbopManuu:  QenepalbHBI  3aKOH  OT
27.07.2006 Ne 149-@3 (pen. ot 21.07.2014)

O nepcoHaNbHBIX [JAHHBIX [DNEKTPOHHBIA pecypc]:
tdenepanpubiii 3ak0H 0T 27.07.2006 No 152-D3 (pen. ot

21.07.2014) // CIIC «Koncynprantllmtoc:
3aKOHOIATENIBLCTBOY.
OOmue HOpMBI M TIpaBHIiIA VHnpunupoBaHHas ~— cuUCTeMa  JOKYyMEHTAI[HH
oopmienus (YCII) xak COBOKYNHOCTH (OpM  JIOKyMEHTOB,
yIIPaBICHYECKUX CO3JIaHHBIX MO EIUHBIM NpaBWJIaM U TPEeOOBaHHUSM,
JOKYMEHTOB (GYHKIMOHMPYIOUIMX B orpenesieHHOH  cdepe

nearenpuoctu. ['OCT P 7.0.8-2013. TOCT P HCO
15489-1 — 2007. T'OCT P 53898-2013. T'OCT P 6.30-
2003 «YHUGUIHUPOBAHHBIC CHUCTEMBI JOKYMEHTAITUW).

YuaudunupoBaHHas cucrema OpraHU3aLMOHHO-
pacnopsauTeNnbHOW JOKyMeHTauuu. TpeboBaHus K
oopmienuto JTIOKYMEHTOB). PernamenTarus

NEeSTeIbHOCTH  CIY»KOBl JENONMPOU3BOACTBA Ha BCEX
YPOBHSIX yIIPaBJICHHUS. Cranpmaptet UCO u wux
ncnoab3oBanue B cucreme JJOY PO.

OcCo0EeHHOCTH TIOATOTOBKU

YCOP/J — yHU(DUITUpOBaHHAS cucTema

OpraHU3aIIOHHO- OpPraHU3aIl[IOHHO — PACMOPSAAUTEIBHON TOKYMEHTAlHUNU:
pacnopsIuTeIbHBIX cocTaB, objacTu ee mpuMeHeHus. HazHaueHue u BUABI
JOKYMEHTOB OpraHU3alll{. | OPraHU3alMOHHO-PACHIOPSANTENbHON  JOKYMEHTAIUH.
Cucrema cnpaBoyHO- | TpeboBanuss k e€ odopmienuto corimacio ['OCT.
MH(POPMALMOHHOM u | CocraBieHue u oopmieHne IPOEKTOB
aHATTUTUYECKON pacropsAUTENbHBIX ~ JOKYMEHTOB  (TIOCTaHOBJICHUH,
JOKyMEHTAIHH. pelleHHi, TPUKA30B, pacoOpsKEHNUH, YKa3aHuil).
Bunbl CHPaBOYHO-UHPOPMALIMOHHOM u
CIPaBOYHO-aHAIUTUYECKON JTOKyMEHTaI1H u
TpeOOBaHMS K X O(OPMIICHHIO.
Cuctema opraHuzalMoHHO- | OpraHu3alOHHbIE  JTOKYMEHTBI, HMX  Ha3Ha4eHue,

MIPaBOBOM JOKYMEHTALNH

dbopmyisiper — oOpasnel. [Iporieaypa cocraBieHus u
oopMIIeHHsT OpraHU3alMOHHBIX AOKyMeHTOB. O01acTh
IIPUMCHCHU A OpraHnM3aliMOHHBIX AOKYMCHTOB.
Hcnons3oBanue yHUGHUIUPOBAHHBIX (opM. DyHKIHH
OpraHU3aIMOHHO-TIPAaBOBOM JAOKyMeHTanuu. OCHOBHBIE
BUBI U TPeOOBaHMUS K COCTaBJICHHIO U O(POPMIICHHIO
OpraHru3allMOHHO-ITPABOBLIX TOKYMCHTOB.

Texnomorus wu IIPHUHIIUII

Opranuzaius JOKyMEHTO00OpoTa: mpueM, o0padoTka,




perucrpanms, KOHTpOJIb, XPAHEHHE JIOKYMEHTOB,
HOMEHKIaTtypa Jen. TpeboBaHMs K 3arojoBkKam Jedl.
®opmupoBanue aen. Cucremarusanusi JOKYMEHTOB
BHyTpH 1nena. Odopmienue nen. TumoBble Cpokd
XpaHEHUs! JOKYMEHTOB.

OOmiass ~ xapakTepuCTHKa  OpTraHU3alUOHHBIX
TEXHUYECKUX CPEACTB. ABTOMaTU3UPOBAHHBIE CHCTEMBI
nenonpou3BoacTBa. (O030p COBpEMEHHBIX CpPEICTB
OPITEXHUKH  JUId  TepeAayd U 1epepaboTKu
uHpopmanuu. IlpaBuna U THOPSAOK THUPAKUPOBAHUS
JIOKYMEHTOB. OneKkTpoHHas 1o4ra. Cucrema
ONTUYECKOT0 pacro3HaBaHMs TEKCTOB. Vcmonb3oBaHue
CIPaBOYHO-IIPABOBBIX CUCTEM

Homenknartypa Jen Kak MPOCTEUIIINNA
KJIaCCU(UKAMOHHBIN cripaBouHUK. OOIMe TpeOoBaHUs
K COCTaBJIGHHIO U O(QOPMIICHHIO HOMEHKIATYpHI.
OcHoBHBIE TIpaBWiIa pPabOTHI apXMBOB OpPraHM3ALUN B
dbenepanbHBIX ~ OpraHax  HCHOJHUTENBHOM  BIIACTH.
DKcrepTu3a EHHOCTH TOKYMEHTOB. OdopMieHue Je.
Cocrapienue onuceil. Craya Jieja B apXuB OpraHu3aluy.

7. OpraHu3alu
JIOKyMEHTO000pOTa
CucremaTtuszanus

8. | JOKYMEHTOB U UX XpaHEHUE
CoBpemenHoe JIEJI0BOE

9. MHACHMO

[IpaBuna odopmiieHuss nenoBoro mucbma. Bujbl
MUCceM, MEXTyHapoaHble TUchMa. TpeOoBaHUS K TEKCTY
MMCbMa

5. @ono ouenounvix cpeocmeé O0na NPOGEOCHUA NPOMENCYMOUHOU ammecmayuu
odyuarowuxca no oucyuniune (Mooyino)

Hpe,[[y'CMOTpeHBI CJIICAyromue BUAbl KOHTPOJISI Ka4€CTBa OCBOCHUSA KOHerTHOﬁ

UCIUIUINHEL:

- TeKYH_[I/Iﬁ KOHTPOJIb YCIICBACMOCTH
- IPOMECIKYTOYHAA aTTeCTalUs 06yqa10umxcs[ IO JUCHHUIIIINHE

CDOHI[ OIICHOYHBIX CPCACTB JI NPOBCACHUA HpOMC)I(YTOIIHOﬁ aTTeCTalunu 06yqa}01111/1xcs[

N0 JUCHMIUIMHE Oo¢QOpMIIEH B
JUCHUITIIMHBI

MPUJIOXKEHUMA x PABOYEH IIPOTPAMME

Texymmii KOHTPOJb YCIEBAEMOCTH OOECTeunBaeT OIICHHMBAaHUE XOJla OCBOEHUS

AUCTUIUIMHBI B IIPOLECCE O6y‘leHI/I${.

5.1 Ilacnopm ¢oHOa oyeHouHbIX cpedcme 0 NPOBedeHUss MmeKyulel ammecmayuy no

oucyuniune (Mooyuo)

N2 KonTtpoumnpyembie Kon HanMeHnoBaHHe OLIECHOYHOI'0 CPEACTBA
/i pa3aebl (TeMbl) KOHTPOJIMPYeM
oi
KOMIIeTEeHIIUHN

Beenenue B | IIK-8 Omnpoc, mpoOIeMHO-aHAIUTHIECKOE
1. | nucummuinny. I1K-13 3aJlaHue, 3cce

[Ipenmer,

coJiep’KaHue U 3a7jaun

Kypca

OcHoBHble mioHATHSA | [TK-8
2. | JOKYMEHTOBEICHHUSI I1K-13 3aJlaHue, TECTUPOBAHUE

Omnpoc, npo0IeMHO-aHATUTHYECKOE




[IpaBoBoe
pEryJaupOoBaHue
JEJIONPOU3BOICTBA

[TK-8
ITK-13

Omnpoc, npoOaeMHO-aHAIUTUYECKOE
3aJjaHue, JUCIYT

OOmme HOpMBI U
npaBuiia
odopmIIeHUS
yIPaBICHYCCKUX
JIOKYMEHTOB

ITK-8
I1K-13

Omnpoc, mpoOIeMHO-aHAIUTHIECKOE
3aJjaHne, PAKTHIECKOE 3aJaHHe

OcoOenHoctu
MOATOTOBKHU
OpraHU3aIOHHO-
pacropsiANTENbHBIX
JIOKYMEHTOB
OpraHU3aIMH.
CucremMa crnpaBOYHO-
UHQOPMALMOHHONW U
AHAJIUTHYECKOMN
JIOKYMEHTAIUH.

ITK-8
ITK-13

Omnpoc, mpakTHYeCcKoe 3a/1aHune,
UH(POPMALMOHHBINA MTPOEKT

Cucrema
OpraHU3aIMOHHO-
MIPaBOBOI1
JIOKYMEHTAIlUU

ITK-8
ITK-13

OHpOC, IMPAKTHUYECCKOEC 3aIlaHUC,
HCCJIEI0OBATCIbCKUIM IIPOCKT

Opranuzanust
JIOKYMEHTO000pOTA.
Cucrematu3anus
JOKYMEHTOB U  HX
XpaHCHHE

ITK-8
I1K-13

Ornpoc, npakTUYeCKOe 3a/1aHue,
MMUCbMEHHBIN OMPOC

CoBpemMeHHOe
JICJIOBOE TMHCHMO

ITK-8
ITK-13

Omnpoc, npakTu4eckoe 3a1aHue,
UH(QOPMALMOHHBINA POEKT,
TECTUPOBaHHE




5.2 Tunosvle KOHMPOAbHBLE 3A0AHUSL WU UHbIE MAMEPUdaibl, HeoOXoo0umble Oisl OUEHKU
3HAHUN, VMeHUl, HABbIKOS U (Ulu) Onvimda OeamenbHOCm 8 Npoyecce mexyule2o

KOHmMpOJiA

Tunosbie BONPOCHI

1.Henn, 3anaun u npuruunsl JOY. Uctopus OV kak Hayku.
2.Ilpeamer u 3aga4m Kypca.
3.Jlornueckasi CTpyKTypa IUCLUIUIMHBI, €€ MECTO B CHCTEME IOATOTOBKHM CIEIMAIIUCTA,
MEXMPEIMETHBIE CBSI3H.
4. CoBpeMEHHOE AEIONPOU3BOACTBO: LENH, 3a7a4l U IIPUHIUIIBL.
5. OcHOBHBIE TOHSTHA M OIpENEIeHUs: JOKyMEHT: €ero CcBoicTBa U (yHKUUH,
JIeTIOTIPOU3BO/ICTBO, JOKYMEHTOBEIEHUE, JOKYMEHTOOO0POT.

TunoBbie npoﬁneMHO-aHaﬂnanecxne 3aJaHudA

1. IIpo6eMHO-aHAIMTHYECKOE 3aJaHHE:
1. HazoBuTe BCe BUBI JOKYMEHTOB U YKa)KHUTE, IO KaKUM MPU3HAKAM OHU KJIacCU(DULIUPYIOTCS.
2. Haiigute onpeneneHne JOKyMEHTa B TOCYAapCTBEHHOM CTaHAapTe.
3. CocraBbte Tabnuiy «[loHATHE TOKYMEHTa B HAYYHBIX JUCLHUILUIMHAX)
4.0Hp€I[€J'II/ITe BU JOKYMCHTA: O(i)I/IIII/IaJ'IBHI)Ie, JIMYHBIC U JIMYHOT'O IMPOUCXOKACHU A

2. IIpo6s1eMHO-aHAIUTHYECKOE 3aaHKe:
1.CoctaBbTe npuKa3s (pacopsbKkeHHe) o pueMe Bac Ha paboTy,
2.CoctaBbTe TIpuKa3 (pacropspKeHHe) 0 TIEPEBOJIe Bac Ha IPYTyIo paboTy
3. CocraBsTe [Ipukas (pacnopsikeHne) o mpeoCcTaBIeHUH BaM OTIyCKa

3. IIpo0jieMHO-aHATUTHYECKOE 3aaHue:

1.CoctaBbTe TpauK OTIYCKOB OpPraHU3alMU COCTOSIEH M3 15 COTpYIHMKOB: 2 M3 KOTOPBIX
3aMECTUTENN PYKOBOIMTENS, OJUH- TJaBHbIM Oyxrairep, 2 — Oyxrajrep M Kaccup, OJUH —
CTIELUAIUCT OT/AeNa KaJIpoB, 5 — pabounx-CMEHIIUKOB, 2-pabOTHUKMA Ha 8 4acoBOW paboumii
JI€Hb, O/IHa — YOOPILHUILIA, 2 — MEHEPKEPOB.

2. CocraBbTe mpHKa3 (pacHopsDKeHHE) O TMpPEeKpalleHud JAEeWCTBUS TPYAOBOTO JOroBopa
(KOHTpaKTa) C BaMHU.

3.CocraBbTe npuKa3 (pacnopskKeHHe) O HalpaBJIEHUH BaC B KOMaHIUPOBKY

4.BpmuimTe KOMaHIUPOBOYHOE Y OCTOBEPEHUE PAaOOTHHUKY

4. HpoﬁneMﬂo-aHaﬂnanecxoe 3aJJaHHuC:

1. Pa30eiirecs Ha Tpymnmbl 1o 4 4ejgoBeka W cocTaBbTe lIpaBuiia BHYTPEHHEro TPYIIOBOTO
pacnopsaka; [lonoxeHne o 3amuTe MEPCOHANBHBIX NaHHBIX; [lonoxeHwe 00 ormnate Tpyna;
[Tonoxenue o CTpyKTypHBIX TojipasfenaeHusx; [lonoxenue o0 aTrecTanuu

2. Boibepute 01HY U3 KOHKPETHBIX JIOJKHOCTEN U COCTAaBbTE JOKHOCTHYIO HHCTPYKLIUIO

3. CocTaBbTe MPHUKA3 O TOOIIPEHUH paOOTHHKA.

5. IIpobieMHO-aHATUTHYECKOE 3aJaHHe:
PazbeiiTech Ha rpynmbl 1O 4 YEIOBEKA U COCTABHTE

1. ITonoxeHne o NpeMUPOBAHUH;
2. MHCTpyKLHMIO 110 KaAPOBOMY JAEJIONPOU3BOJICTBY;



3. IlonoxeHnue 06 OIEHKE MEepCoHaa;
4. Ilonoxenue 06 00yueHUN;
5 Ilonoxxenue o0 aganTamuu

6. IIpobGieMHO-aHAIUTHYECKOE 3aJaHHE:

1. CocTaBbTe rpaguk JOKYMEHTOOOOpOTa B KOHKPETHOI OpraHu3anuu
2. PazbeiiTecs Ha rpynmsl 1o 4 4eI0BEeKa U COCTaBbTE

- [lonoxenue o paboTte ¢ KaipOBBIM PE3EPBOM;

- [ono>xenue o mpeMUpoOBaHUH

7. IIpo0JjieMHO-aHATUTHYECKOE 3aJaHue:

1.IIpeacraBbTe CTPYKTYpy YcTaBa OpraHu3aiuu
CocraBbre:

2. [locTaHoBIEHHE MO KOHKPETHOMY COOBITHIO.
3. Pelienue 1o KOHKpETHOH 3ajja4ye yIpaBiICHUsI.

8. IIpo0sieMHO-aHATUTHYECKOE 3aaHHe:

. CocTaBbTe npuKas 1o KagpoBOMy COCTaBy.

. CocTaBbTe yKa3aHME 10 PEIICHUIO KOHKPETHOTO BOIIPOCa.

. CocTaBbTe pacopsKEHHs 110 KOHKPETHOMY COTPYIHUKY

. Odopmure npoToKOI 3aceiaHusi COOpaHUs KOJUIEKTHBA OPraHU3aIIH.

A W N =

9. [Ipo61eMHO-aHATUTHYECKOE 3a]aHHe:

—

. CocTaBbTe aKT 0 HapyIIEHUHU TPYAOBOTO I0TOBOpa KOHKPETHOTO COTPYIHUKA.
2. Onummure cTpykTypy llonoxeHus kak JOKyMeHTa
3. OnumuMre npaBuiia COCTAaBICHUS MHCTPYKIIUN

10. IIpoGsieMHO-aHAIMTHYECKOE 3aJaHUe:

—

. Ucnionw3ys TunoByro ¢hopmy «oOmuii 0J1aHK» 3alOJTHUATE €e.

2. Wicionb3ys THIIOBYIO (hOpMy «OJIaHK MUChMay 3aTOJHUTE €€

3. Ucnonw3ys THIOBYIO (hOpMY «OJIaHK KOHKPETHOTO BHJIa JOKYMEHTA) 3allOJIHUTE
ee.

TeMbl HCCIEeI0BaATCIbCKHX, I/IH(])OpMaIH/IOHHI)IX, TBOPYECCKHUX ITPOCKTOB

IoaroroBka ucciie0BaTEJbCKHX MPOEKTOB 110 TeMaM:
1.Mcrionp30BaHNe KOMITBIOTEPHBIX TEXHOJIOTHIA TIPU CO3/IaHUU M OPOPMIICHHH JOKYMEHTOB.
2. DAEKTPOHHBINA JOKYMEHT U MpobJieMa ero NpaBoBOro CTaTyca.
3. OcoOeHHOCTH COTTIACOBAHMS SJIEKTPOHHOTO JOKYMEHTA.

NHdopManMOHHBIH IPOEKT

[TonroroBpTe MHPOPMAIIMOHHBIN MPOEKT (IPE3EHTALINIO) IO TEME:!
1. UHpopMaLmoHHO-CIIPaBOYHbIE JOKYMEHTBI — CIIPABKH, aKThl, TOK/IaJHbIE U OOBSICHUTEIIbHBIE
3aIMKCKH, JOBEPEHHOCTH, CITy:KeOHbIe MUChbMa, TeJIe(OHOTPaMMBI, TEJIErPaMMBbI, (pakcorpaMMBbl
2. llpunanue 10pUaINIECKON CHIIBI JOKYMEHTY B SJIEKTPOHHOU (popme.
3 . Ilpumenenue 6a3 naHHBIX, IA0JIOHOB, TEKCTOBBIX PETAKTOPOB.



TBopueckoe 3a1aHue (€ IJIeMEeHTAMH 3CCe)

Harmmmmre scce mo Teme:
1. MexBeJOMCTBEHHbBIC, BEJOMCTBEHHBIE apXHUBbI. APXHBBI OpraHU3alui,
MpeaNpHUsITHiA, yupexaeHui. ['ocy1apcTBeHHbIE apXUBBI
2. DNEKTPOHHBIN TOKyMEHTOOOOPOT: MOJIOKHUTEIbHBIC U OTPUIATEILHBIC YEPTHI

TunoBble 3aJaHUS K HHTCPAKTHBHBLIM 3aHATUAM

CpasHumenvHulil aHanus 6 hopme oucnyma

1.DNeKTpOHHBIH JOKYMEHTOOOOPOT: IMOJIOKUTEILHBIC U OTPUIATEIBHBIC YSPTHI

2. MecTo TUCIUTUIMHBI B COBETCKOW M COBPEMEHHOW CUCTEMaX MOJrOTOBKH CHEIHAIHNCTA -
yIpaBJIeHIIA.

AHaJIUTHYECKHE 3aJaHUSA

1. Hcnmons3zys I['OCT 7.32 — 2001 IlpaBmia odopmieHUs TEKCTOBBIX JOKYMEHTOB,
chopMyIUpYHTE OCHOBHBIE TPEOOBaHUS K O(DOPMIICHHIO TEKCTOBBIX IOKYMEHTOB

2 Hcnmomezys T'OCT P 6.30-2003 VYHuduimpoBaHHbIE CUCTEMBI JOKyMEHTAIUH.
YHuubunupoBaHHas cucteMa OpraHu3alliOHHO-PACTIOPIIUTENIbHON JoOKyMeHTauuu. TpeOoBaHus
K O0GOpPMIICHUIO JTIOKYMEHTOB, CHOPMYIHpPYHTE mpaBmwia OQGOPMIIEHUS OpraHU3aIMOHHO-
pacnopsAUTEIbHON JOKYMEHTAu!

3. Mcnonb3yst KOHKPETHBIN JOKYMEHT, IEPEYUCIINTE PEKBU3HTHI.

4. CocTaBbTe CXEMY pacCTOPXKEHHUS TPYIOBOIO JOTOBOpA 110 MHULIMATHBE PaOOTHHKA.

5. HauepTturte cxemy JOKYMEHTOOOOPOTa B OpraHU3aINH

6. CocTaBpTe MHCTPYKILHMIO [10 COCTABICHUIO HOMEHKIIATYPBI JEII.

7. 3anumuTe MnpaBwia pabOTBl € JOKYMEHTaMH COJEpXAIlUMH  KOH(UACHIUAIBHYIO
UH(OPMAIIHUIO.

Tunosbie TeCTHI

1.Kakoe cyxzneHue ommo04Ho:

«[TonMMHHUK AOKyMEHTa BCET/AaA. ..)»

A) opopmisiercst Ha OIaHKe, b) nMeeT moAnucky MOJTHOMOYHOTO JIUIIA,

B) umeer peructpannoHHbie TOMETKH, I') Bcerna umeet (repOOBYIO WIIM MPOCTYIO) ME€UYATh.

2.IIpocTeIM MO COAECPKAHUIO HA3BIBAETCS JOKYMEHT, KOTOPBIH ...
A) He TpeOyeT 3HaYUTEIPHOTO BPEMEHH Ha ero o0paboTKy,

b) He TpeOyeT MoAroTOBKH Ha HETO OTBETA,

B) cogepxut B TEKCTE TOJIBKO OJJUH

BOIIPOC,

I') obopmiien Ha popmaTe Oymaru AS.

3. lybnukar n1oKyMeHTa

A) IMeeT paBHYIO ¢ TTOIJTHHHBIM JJOKYMEHTOM FOPUAHYECKYIO CHITY,

b) He mMeeT I0pUIHYECKYIO CHITY KakK MOJTMHHBIN JJOKYMEHT,

B) BOCTIpOM3BOIUT OCHOBHYIO YaCTh TJIABHBIX PEKBU3UTOB TIOJUTHHHOTO JJOKYMEHTA,
') MOTHOCTBIO BOCTIPOU3BOAMT TOUTMHHBIN TOKYMEHT.



4.CpouHbIM (110 UCHIOJTHEHHUIO) HAa3bIBACTCS JOKYMEHT. ..

A) 1711 KOTOPOrO YCTaHABIMBAETCS CPOK UCIIOJIHEHMS,

B) kotopslii TpeOyeT AJis 0TBETa JOTMOTHUTEIBHOTO UCCIICIOBAHUS,
B) xoTOpBIi HanpaBIIsSeTCs B BHILLIECTOALLYIO OPTaHU3ALINIO.

5.J10KyMeHTO000pOT — 3TO

A) nBWXeHUE JOKyMEHTOB Ha IPEANPUATHN C MOMEHTA TIOJTyYCHHUS HITH CO3JIaHHUs JI0
3aBEpIICHUS WIN OTIIPABKH,

b) nepeveHb TOKHOCTHBIX JIHII, OCYIIESCTBISIONINX C JAHHBIM IOKYMEHTOM OIEpaluy.
B) nepeuens oneparuii, KOTOpbIe BBIIOIHAIOTCS C JOKYMEHTOM B OpraHU3alluu.

6.HOI[FOTOBJI€HHOC AJIg cAavu B apXuB €TI0 UMECT:

A) pacroiyio’keHrne JOKYMEHTOB B XpOHOJIOTHYECKOM MOCIIEJ0BATEIbHOCTH,
b) nepemner B nanke «Jleno» ¢ moMoIbI0 CKOPOCIIUBATEI,

B) CootBerctByrommmM 06pa3zom opopMIEHHYIO 00JI0KKY

nena.

7.KoHBepTHI 1IOCIIE€ BCKPBITHS YHUUTOXKAIOTCS

A) Bcerna,

b) Tonbko, ecau muchbMO B JTaHHOM KOHBEPTE 0POpPMIICHO Ha OJaHKe,
B) xpome nucem u kano0 rpaxaaH, U Ap. 0COOBIX CIy4aes,

I') HUKOr1a HE YHUUTOXKAIOTCSL.

8.HomeHkiaTypa aen He npeaycMaTpUBaeT:
A) nepedyeHb KOHKPETHBIX HAUMEHOBaHU 1€,
b) cpokoB xpanenus nen,

B) unnekc (mopsiakoBwIi HOMEp) nena,

I') cpok mpencTaBiieHus J1e1a B apXMB.

9.CaMbpIM pacnpocTpaHEeHHbIM (opMaToM OyMaru, HCHONb3YyeMbIM B JI€JIONPOU3BOJICTBE
opranuszaimu Poccuiickoii henepanyu, sBusercs popmar
A) B3 b) A4 B) A5 I') B6

10.Ilpu odopmieHun oOpraHU3alMOHHO-PACHIOPSAUTEIbHBIX JOKYMEHTOB HE pa3pelaeTcs
noBopaunBath Ha 90 rpagycoB JUCT popmara
A) A3 b) A4 B) A5

Tunosbie BONpochl K MMCbMEHHOMY ONPOCY

. Bunapl 1OKyMEHTOB U X KiacCUpUKAIUSI

. CocraB ynpaBieHUYECKUX TOKYMEHTOB.

. IloHsiTHE CUCTEMBI IOKYMEHTALIUH.

. OYHKIMOHAIBHBIE U OTPACIIEBBIE CUCTEMBI IOKYMEHTALIH.

. YHu(ukanus u crangapTu3anys yupaBieHIeCKUX TOKYMEHTOB

DN B wWw N =

5.3. Memoouueckue mamepuaibl, ONpeoeaiouue nPouedypbl OUCHUEAHUS SHAHU,
VMEHUN, HABLIKOS U (Ul) ONbIMA QesmelbHOCINU

Bce 3alaHud, HCIIOJIb3YCMBIC IJId TCKYIICTO KOHTPOJIA (I)OpMI/IPOBaHI/ISI KOMIIETCHIIUN
YCJIIOBHO MOKHO pas3gCjInTb Ha ABC I'PYIIIIbI:



. 3aJlaHusl, KOTOPbIE B CUIIy CBOUX OCOOCHHOCTEH MOTYT OBITh Peaar30BaHbl TOJBKO
B IIpolecce OOy4eHMsI Ha 3aHATUSAX (HampuUMep, JUCKYCCHs, KPYIJbIA CTOJ, AMCIYT, MUHH-
KOH(epeHIus);

° 3aaaHus, KOTOPLIC JOMIOJIHAIOT TCOPETHUICCKUEC BOIIPOCHI (HpaKTI/I'-IGCKI/Ie 3aJaHusd,
po0JIEMHO-aHATUTUYECKUE 3aJaHNUs, TECT).

Boinonnenue Bcex 3aiaHuil  sBJsiETCS HEOOXOAMMBIM NIl (POPMHUPOBAHUS U KOHTPOJIS
3HAaHWM, yMeHMH U HaBblkoM. [lo3ToMy, B ciyyae HEBBIIOJHEHMs 3aJaHUN B Mpolecce
oOyueHusi, UX HEoOXOoauMO «oTpaboTaTh» A0 3ayeTa (dK3ameHa). Buj 3amaHuii, KoTOpbIe
HE00XOIMMO BBIMOIHUTH JUTSI TMKBUIALUH «3370JDKEHHOCTHY OIPEeIIAeTCs] B UHAMBUYaIbHOM
MOpAAKE, C YUCTOM IIPUYMH HEBBIIIOJTHCHHA.

1.TpeGoBanue Kk TeOpeTHYECKOMY YCTHOMY OTBETY

Onenka 3HaHMH npeanonaraer AuddepeHInpoBaHHbIN MOIX0A K CTYACHTY, Y4YeT ero
WH/IMBUAYAIBHBIX CIIOCOOHOCTEH, CTETIEHh YCBOCHHS W CUCTEMATH3AIlMd OCHOBHBIX IOHATHUH U
Kareropudi ~ mo aucuuiuinHe. Kpome TOro, oueHuBaeTcs HE TOJBKO INIyOWHA 3HAHUH
MOCTABJICHHBIX BOIMPOCOB, HO W yYMEHHE HCIOJIb30BATh B OTBETEC NPAKTHUECKUN MaTepual.
OneHuBaeTcs KylbTypa peuH, BiIaJeHue HaBbIKaMU OPaTOPCKOTO UCKYCCTBA.

Kpumepuu oyenuganus: mocie10BaTeIbHOCTD, TOJTHOTA, JJOTHYHOCTD W3JI0XKEHHS, aHAJIN3
pa3NIMYHBIX TOYEK 3PEHHs, CaMOCTOsATEeNbHOEe 0000IIeHne Marepuaiga, MHCIOJIb30BaHUe
poeCCHOHATILHBIX TEPMHUHOB, KYJbTypa PeUH, HaBBIKH OPATOPCKOTO UCKyccTBa. M3ioxeHne
MaTepuaina 0e3 (paKTHUECKUX OIINOOK.

Ouenka «omauunO» CTABUTCS B CiIydae, KOTAAa MaTepHal M3JIaracTcsi HCYEpPIBIBAIOIIE,
[OCJIEeI0BATENbHO, TPAMOTHO M JIOTMYECKH CTPOHHO, MPU 3TOM PACKPHIBAIOTCS HE TOJBKO
OCHOBHBIE TIOHATHS, HO M aHAJTM3UPYIOTCS TOYKH 3PEHUS PA3IMYHBIX aBTOPOB. OOyJaromuiics
HE 3aTPYIHSETCS C OTBETOM, COOIIONAET KyJIbTypy PEeUH.

OmueHka «xopoutoy» CTaBHUTCS, €CIM 0OydaloImuiics TBEPO 3HAET MaTepuall, FPaMOTHO H
[0 CYIIECTBY M3JIaraeT €ro, 3HaeT MPAaKTUYECKyl 0a3y, HO IpU OTBETE Ha BONPOC JOIYCKAeT
HECYIIECTBEHHBIE TTOTPEITHOCTH.

OueHka «yoognemeopumenvbHoy CTABUTCS, €CIM OOYYalOLIUICS  OCBOMJI TOJIBKO
OCHOBHOH MaTepHaj, HO He 3HAeT OTACIbHBIX JETaleH, IOIyCKAaeT HETOYHOCTH, HEJOCTATOYHO
npaBUiIbHbIE (DOPMYITUPOBKH, HapyIIaeT IOCIEA0BATEIbHOCTh B H3JIOKEHMHM  Marepuana,
3aTPYAHSETCS C OTBETaMH, ITOKAa3bIBa€T OTCYTCTBHE JOJDKHON CBS3M MEXKIY aHaIH30M,
apryMeHTaIei u BbIBOJAaMHU.

OueHka «HeyooeremeopumenvHo» CTaBUTCA, €CIM OOydYaloIIMiCS HE OTBEYaeT Ha
MIOCTaBJIEHHBIE BOIIPOCHI.

2. TBopueckue 3agaHust

Occe — 910 HEOompmIass MO 00bEeMy NHUChMEHHas paboTa, coderaromas CBOOOMHEIE,
CYOBEKTHBHBIE PACCY’KICHUS IO ONpPEAETICHHON TeMe C 3JIEMEHTaMH Hay4yHOro aHaiusa. TekcT
JIOJKEH OBITh JIETKO YMTaeM, HO HEOOXOIMMO M30eraTb HapOUMTO PasrOBOPHOIO CTHJIS, CJIEHTa,
mabnoHHbIX (pa3. O6beM 3cce cocTaBisieT npuMepHo 2 — 2,5 crp. 12 mpudToM ¢ oauHaApHBIM
UHTEpBaAJIOM (6€3 yueTa TUTYJIbHOI'O JIUCTA).

Kpumepuu oyenusanus - olieHKa YYUTBHIBACT COOJIIOJICHUE JKAHPOBOM crenupuKku scce,
HAJIMYUE JIOTMYECKOW CTPYKTYPHl TIOCTPOCHHS TEKCTa, HAJM4YMe aBTOPCKOW TMO3WINH, €e
HAY4YHOCTh M CBSI3b C COBPEMEHHBIM ITOHMMAaHUEM BOIPOCA, AJIEKBATHOCTb APTyMEHTOB, CTHIIb
u3noxeHus, odopmieHue pabotel. CleayeT MOMHMUTh, YTO HPSAMOE 3auMCTBOBaHUE (0e3
otopmiieHHs IUTAT) TeKCTa U3 IHTEepHeTa Ui JIEKTPOHHON OMOIMOTEKH HEJIOIyCTHMO.

OueHka «omauyHO» CTaBUTCA B Cllydae, KOIJa ONpEAeNseTcs: HaJIU4yue JIOrMYecKOi
CTPYKTYpbl TMOCTPOEHHsI TEKCTa (BCTYIUIGHHE C IOCTaHOBKOI INpOOJIeMbl; OCHOBHAs 4YacTh,
pas3zeneHHas 0 OCHOBHBIM HESM; 3aKIIOYCHHE C BBIBOJAMH, TOJYYCHHBIMH B pe3yJbTaTe
paccyXJeHus1); HaJIMYhe YETKO ONpeAETICHHOM JMYHON MO3ULIMU 1O TeME 3CCE; a/IeKBATHOCTh
apryMEHTOB TP 0OOCHOBAHUH JIMYHOW MO3HIINH, CTHIIb U3JT0KCHUSI.



OueHka «xopowio» CTaBUTCS, KOTZa B LIEJIOM OIpPEACNAETCS: HAIMYUE JIOTMYECKOU
CTPYKTYPBI TIOCTPOCHHsI TEKCTa (BCTYIUICHHE C TOCTAHOBKOW MPOOJIEMBbI; OCHOBHas 4YacTh,
pa3zielieHHas 10 OCHOBHBIM HJESM; 3aKJIIOUYEHHE C BBIBOJAMHM, MOJYYEHHBIMU B PE3YJIbTATE
paccyXJIeHHs); HO HE TPOCIEKUBACTCA HAJIUYHE YETKO OINPEACICHHOW JIMYHON TO3UIUU TIO
TeMe 3cce; He JOCTATOYHO apryMEHTOB IIPU 000CHOBAHUU JTMYHOM MO3UIIUN

OueHka «ydosremeopumenbHO»CTaBUTCSA, KOTJa B 1LIEJIOM OIpeAesseTcs: Haludue
JIOTUYECKON CTPYKTYPBI MMOCTPOCHUS TEKCTa (BCTYIUIEHUE C TIOCTAHOBKOM MPOOJIEMBI; OCHOBHAS
4acTh, pa3/elieHHas MO OCHOBHBIM HJEAM; 3aKifoueHne). Ho He TpOCiIeKHBAIOTCS UYETKHE
BBIBO/Ibl, HAPYIIAETCS CTUIIb U3TI0KEHUS

OrneHka «Heyo0os1emeopumenbHo» CTaBUTCS, €CIIM HE BBIIOJIHEHBI HUKaKue TPeOOBaHUs

3. TpeOoBaHMe K PpelIeHUI0 CHUTYallHOHHOH, MNpPoOJeMHOIl 3amaum (Keiic-

H3MepHUTeJIN)

CTyleHT JOKEeH YMETh BBIJICIUTh OCHOBHBIE IMOJIOXKEHUS U3 TEKCTa 3a/layd, KOTOphIe
TpeOyIOT aHalW3a W CIyXaT YCJIOBUSMHU pemieHus. Vcxoas W3 MOCTaBICHHOTO BOMpOCa B
3aj1a4e, MOMbITaThCSI MAKCUMAJIbHO TOYHO OIPEAETUTh MPo0IeMy M COOTBETCTBEHHO PEIINUTH €e.

3amaun TOJDKHBI PEIIaThCsl CTyIEeHTaMHU MUChbMEHHO. [Ipu pernieHnu 3a1ad Takke BaxKHO
MpaBUIBLHO C(HOPMYIHUPOBATH M 3alKCaTh BOMPOCH, HadyWMHAs C Oojiee OOMMX H, KOHYAs
YaCTHBIMH.

Kpumepuu oyenusanus — olleHKa yUYUTHIBAET METObI M CPEJCTBA, UCIIOIb30BAaHHBIE TPU
pEIIeHUU CUTYAIlMOHHOM, MPoOIeMHON 3a1a4u.

OueHka «omauunO» CTaBUTCS B Cciyyae, Korja oOOydaroluiicsi BBINOJHWII 3a/laHue
(pemmi 3aavy), UCTONB3YS B TIOJTHOM 00BEeMe TEOPETHUECKUE 3HAHUS U MPAKTUYECKHE HABBIKH,
MOJTyYEHHBIE B TIpoIiecce 0OydIeHHUS.

OreHka «xopouioy CTaBUTCS, €CIU 00yYaroIIUiCs B 1I€JIOM BBIIIOJIHHUI BCE TPpeOOBaHUS,
HO HE COBCEM YETKO OIpeleisieTcss Omnopa Ha TEOPETUYECKHE TOJIOKEHHSI, H3JI0KEHHbIE B
Hay4HOU JIUTEpaType MO JaHHOMY BOIIPOCY.

Ouenka «yoognemseopumenvbHo» CTaBUTCS, €CIIU 00yUaIOUIUIICs MOKa3all MOJ0KUTEIbHbIE
pe3yabTaThl B MPOLECCE PELICHUS 3a/1aUu.

OueHka «HeyoognemseopumenbHoy» CTABUTCA, €CIU OO0ydYarolMiics HE BBIIOJHWI BCE
TpeGoBaHusI.

4. UnTepakTUBHBIE 3aJaHUS

MexaHu3M NMpoBeieHUsT JTUCIYT-UTPhI (POJIEBOM (AETOBOI) UTPHI).

HeoOxonuMo pa30uTbcss Ha HECKOJNBKO KOMAaHJ, KOTOpBIE JOJDKHBI IOOYEPETHO
BBICKa3aTh CBOE€ MHEHHME IO KaKJOMY M3 3a/JaHHBIX BONPOCOB. MHEHHE BBICKa3bIBaroIIeHCs
KOMaHAbl 3aCUMTHIBAETCS, €CIM IPOTUBOIIOJIOKHAs KOMaHJa HE OIPOBEPTHET  €ro
KOHTpaprymeHTamu. KoMmanaa, ybe MHEHHE 3aCYMTAHO KaK BEpHOE (HE MOIY4YHSIO YOeIUTENbHbBIX
KOHTPapryMEHTOB OT NPOTHUBOMNOJOXKHBIX KOMaHJ), moiy4yaer onxuH Oamn. Komanna,
OTIPOBEpPrHYBIIAs MHEHHE IMPOTHUBOIOJOKHON KOMaHABl CBOMMHU KOHTPAPIyMEHTaMH, TaKxke
noiy4aet oguH 6ami. [ToGexxnaeT koMaH/a, NOMYYHBILIAsS MAaKCUMaIbHOE KOJIMYECTBO OalIoB.

Ponesast urpa xak mpasmio umeeT (palyny (cutyaruio, Ka3yc), pacrpeaeisiioTCsl pOJIH,
MIOArOTOBKA OCYLIECTBIIAETCS 3a 2-3 HEJIENN 10 TPOBEIEHUS UTPBI.

Kpumepuu oyenueanusi — OUEHUBAIOTCS JEMCTBUS BCEX YYAaCTHUKOB TPYIIIHI.
[Tonumanue npoOyieMbl, BBICKA3bIBAHUS M JIEHCTBHUSA TOJHOCTBIO COOTBETCTBYIOT 3aJlaHHBIM
uensiM. COOTBETCTBUE pealbHOM JEeWCTBUTENBHOCTH PELIEHUH, BHIPaOOTAaHHBIX B XOJ€ WIPBHI.
Bnanenue TepMHUHOJIOTHEH, AEMOHCTpaLUsl BIaJeHHs Y4E€OHBIM MaTEpUalIoOM IO TeME WIPHI,
BJIQJICHHE METOJlaMU apryMeHTallud, yMeHHe paboTaTb B TIpynne (yMeHHe  CIyIaTh,
KOHCTPYKTUBHO BecTH Oeceny, yOexnaTh, yNpaBisTh BpeMeHEM, OCCKOH(IMKTHO OOINATHCs),
JOCTUKEHHE WIPOBBIX IeNel, (COOTBETCTBUE POJM — MPHU POJIEBOM HUrpe). SICHOCTh U CTHIIb
U3JI0KEHUS.

OueHka «omauyH0» CTaBUTCS B Clydae, BHIMIOJIHEHUS BCEX KPUTEPHEB.



OreHka «xopouioy» CTaBUTCS, €CIIM 00yYaroIuecs: B IIEJIOM JeMOHCTPUPYIOT TOHUMaHHUE
po0JIeMbl, BHICKA3bIBAHUS U JEHCTBHSI MOJTHOCTHIO COOTBETCTBYIOT 3aJaHHBIM 1esaM. Pemenus,
BbIpaOOTaHHBIE B XOJ€ WIPHI, MOJHOCTBIO COOTBETCTBYIOT peayibHOW AedcTBUTENbHOCTH. Ho
HEKOTOpbIe 00BSICHEHUSI HE COBCEM apryMEHTHPOBaHbI, HAPYIIEHbI HOPMBI OOIIIEHUS, HAPYILICHBI
BPEMEHHBIE PAMKH, HAPYLIEH CTUJIb U3JI0KEHHUS.

Ouenka «ydogremeopumenvpHoy  CTaBUTCA, €CIM  OOydaroluecs B  LIEJIOM
JEMOHCTPHUPYIOT MMOHUMAaHKUE MPOOJIEeMbl, BBICKA3bIBAaHHUS U JCHCTBUS B LIEJIOM COOTBETCTBYIOT
3ajaHHbIM 1ensaM. OJIHaKo, pelieHus, BhIpabOTaHHbBIE B XOJI€ UTPbI, HE COBCEM COOTBETCTBYIOT
peanbHOM  neiicTBUTeNnbHOCTH. HekoTopble OOBSICHEHUS HE COBCEM apryMEHTHPOBAHBI,
HapylIeHbl BPEMEHHbIE paMKU, HApYIIEH CTHIIb U3JI0KEHUSI.

OneHka «Hey0oeremeopumenvHoy CTaBUTCS, €CIM OOydarolluecs  HE MOHUMAIOT
po0sieMy, UX BBICKa3bIBaHHS HE COOTBETCTBYIOT 3a/IaHHBIM LIETISIM.

5. KomiuiekcHoe mpo0/1eMHO-aHAJTUTHYECKOE 3aJaHue

3amaHue HOCUT MPOOJIEMHO-aHATUTUYECKUN XapaKTep U BBINOJHACTCA B TpH dTana. Ha
MEPBOM U3 HUX HEOOXOIMMO O3HAKOMUTHCS CO CIIEUAIBHOM JIUTEPATypOil.

[lenecooOpa3HO Takke MOBTOPUTH Yy4eOHbIE MaTepHabl JIEKIUH U CEMHUHAPCKUX
3aHATUHN MO TEMaM, B paMKax KOTOPBIX MPEAIaraeTcsl BIIOIHEHHE JAHHOTO 3a/IaHusl.

Ha BTOpoM »Tame BbIMOSHEHHS pabOThl HEOOXOAMMO CHOPMYIMPOBATH MpoOIEMy H
U3JIOKUTh ABTOPCKYIO BEPCHIO €€ pEelIeHHs, Ha OCHOBE IIOJyYEeHHOW Ha MEpBOM JTare
uHpOpMaIUH.

Tperuit stan paboThl 3akioyaeTcss B GOPMYIUPOBKE COOCTBEHHON TOYKH 3pPEHHS 110
npobneme. Pesynbrar Tperbero stamna odopmisieTcss B BUJE aHAIUTHYECKOH 3amucku (00BeM:
2-2,5 ctp.; 14 mpudrt, 1,5 unrepsan).

Kpumepuii  oyenusanus- ~ OLIGHKAa Y4YUTHIBAeT: IOHUMaHHE NPOOJIEMbI, YpPOBEHb
PacKpbITUSl MOCTaBJICHHON MpOoOJIeMbl B IMJIOCKOCTH TEOPHHM HM3y4aeMOW JHUCUUIUIMHBI, YMEHHE
(bopMyIMpOBaTh U apryMEHTUPOBAHO MPEACTABIATh COOCTBEHHYIO TOUKY 3PEHUs, BBHIIIOJIHEHUE
BCEX 3TaIoB padOTHI.

OrneHka «omauuHO» CTaBUTCS B Cilydae, Korja OOydyaroIIMHCS NEMOHCTPUPYET MOJIHOE
MMOHMMaHKe POoOIeMBbl, Bce TpeOOBaHMsI, IPEABSABISEMBIE K 3a/1aHUIO BHITIOJHEHBI.

OneHka «xopowioy» CTaBUTCA, €CIU OOydYaloUIMHCsS JEMOHCTPUPYET 3HAaYUTEIbHOE
MMOHMMaHKe POoOJIeMBbl, Bce TpeOOBaHMsI, IPEABSABISEMBIE K 3a/1aHUIO BBHITIOJHEHBI.

OneHka «yooeremgeopumenvHoy CTaBUTCA, €CIH OOy4YaIOLIMHCs, JIEMOHCTPUPYET
YacTUYHOE MOHMMAaHHE MPoOJieMbl, OOJBIIMHCTBO TPeOOBaHUM, MPEABIBIAEMBbIX K 3aJaHUIO,
BBITIOJTHEHBI

OneHka «HeyodosnemeopumenvHo» CTABUTCS, €CIM OOyYaroluiics JEeMOHCTpUPYET
HEMOHUMAaHue MPoOJIeMbl, MHOTHE TPeOOBaHUsL, IPEIbSBIsAEMbIC K 33/1aHUIO0, HE BHITIOJIHEHBI.

6. UccnenoBatenbCKHil MPOEKT

Hccneoosamenvckuii npoekm — TPOEKT, CTPYKTypa KOTOPOTO MpHOIMKEHA K popMary
HAYYHOTO MCCIIEJJOBAHUS M COJEPXKHUT JIOKA3aTeNbCTBO AaKTYaJIbHOCTH H30paHHON TeMBI,
onpesieNieHue HayyHOW mpoOyieMbl, HpeaMeTa W OO0bEeKTa HCCIeOBaHMS, Iesied | 3ajad,
METO/I0B, HCTOYHHKOB, UCTOpUOTpaduu, 00001IeHHE PE3YIbTaTOB, BEIBOIBI.

Pe3ynbTarhl BBIIOJIHEHUS! UCCIIEOBATEILCKOTO MpoeKTa odopmMisieTcss B BUae pedepara
(o6wem: 12-15 crpanun.; 14 mpudt, 1,5 uarepan).

Kpumepuu oyenusanus - TOCKOJIBKY  CTPYKTypa HCCJIEIOBATEIBCKOTO TPOEKTa
MaKCUMaJIbHO MPHUONMKEHa K dopmaTty Hay4dHOrO MCCIIEJOBAHUS, TO NPU BHICTABICHUU
YUUTHIBACTCSI  JOKA3aTeIbCTBO AaKTYaJbHOCTH TEMbl HCCIEAOBAaHUSA, OIpeAeTeHHEe Hay4YHOUH
npobiemMbl, OOBEKTa W TpeAMEeTa HCCIEIOBaHUs, Leled M 3ajad, HMCTOYHHMKOB, METOJIOB
UCCIIETOBaHMsI, BBIIBMKEHHE TUIIOTE3bI, 00001IEHNE PEe3yIbTaTOB U (OPMYIUPOBAHUE BHIBOJIOB,
0003HaYeHHE IEPCIEKTUB JaJIbHEHIIIET0 UCCIIeJOBAHUSI.



OrneHka «omauuHO» CTaBUTCS B Cilydae, Korja oOydyaroIIMHCS NEMOHCTPUPYET MOJIHOE
MMOHMMaHUeE POoOIIeMBbl, Bce TpeOOBaHMsI, IPEABSABISEMBIE K 3a/1aHUIO BBHITIOJHEHBI.

OneHka «xopowioy» CTaBUTCA, €CIU OOy4YaIOUIMHCS JEMOHCTPUPYET 3HAaYMTEIbHOE
MMOHMMaHUe POoOIIeMBbl, Bce TpeOOBaHMsI, IPEABSABISEMBIE K 3a/1aHUIO BBHITIOJHEHBI.

OneHka «yooeremgeopumenvHoy CTaBUTCSA, €CIU OOy4YalOLIMCs, JIEMOHCTPUPYET
YacTUYHOE MOHMMaHHE MpoOJieMbl, OOJBIIMHCTBO TPeOOBaHUM, MPEABIBIAEMBbIX K 3aJaHUIO,
BBITIOJTHEHBI

OueHka «HeyoognemeopumenbHoy CTaBUTCA, €CIU O00ydYarolMics JeMOHCTPUpPYET
HEMOHUMAaHue MPoOJIeMbl, MHOTHE TPeOOBaHUsL, IPEIbSBIISEMbIC K 33/1aHUI0, HE BHITIOJIHEHBI.

7. Uu¢opManMOHHBII MPOEKT (Mpe3eHTaIus1)

Hugpopmayuonnslit npoekm — TPOCKT, HANPABICHHBI HAa CTUMYJIHUPOBAHUE Y4eOHO-
MIO3HABATEJILHOM JESATEIBbHOCTH CTYJEHTAa C BBIPAKEHHOM 3BPUCTUYECKON HANpaBIEHHOCTHIO
(mouck, oTOop ¥ cuctemMaru3anus HHpopMauu 00 00beKTe, opopMIICHUE €€ I PE3CHTAITIH ).
HITOroBBIM MPOIYKTOM HPOEKTa MOXKET OBITh MUCHMEHHBIA pedepaT, 3JIeKTPOHHBINA pedepaT ¢
WILTIOCTPAIMSIMU, CIIANI-II0Y, MUHU-(QHIIBM, TIPE3CHTAIHS U T.1I.

WNHdopMalmoHHbI TPOEKT OTIMYACTCS OT HCCIIEA0BATEIbCKOTO MPOEKTa, IOCKOIBbKY
MpeAcTaBIseT co0oil Takyio (GopMy yueOHO-IIO3HABATEIbHOW JIESITENbHOCTH, KOTOpask OTIMYAETCs
SIPKO BBIPAKEHHOM 3BPUCTUYECKOMN HANPaBICHHOCTBIO.

Kpumepuu oyenusanusi - Iipu BBICTABIIEHUU OLIEHKU YYUTBIBAETCS  CaMOCTOSITENbHBIN
TIOUCK, oTOOp W cucTemaruzanus HHQOPMAIMM, PacKpbITHE Bompoca (MpobiiemMbl),
O3HaKOMJICHUE CTYJIEHYECKON ayAUTOPUHU C 3TOM MHpopMaIuel (mpeacrapieHne nHGopMalum),
ee aHaJIu3 U 00001eHne, opopMiIeHre, OJIHbIE OTBETH HA BONPOCHI AyAUTOPHH C IPUMEPAMHU.

OueHka «omauuno» CTaBUTCS B Clydyae, KOrja oO0y4aroU[uiicsl MOJHOCTBIO PacKpbIBaeT
Bompoc (mpobiemy), NpeacTaBiseT WHPOPMALMIO CHCTEMAaTU3UPOBAHO, IOCIEI0BATEILHO,
JIOTUYHO, B3aHMOCBS3aHO, MCIONb3yeT Oonee 5 mpodecCHOHAIbHBIX TEPMHHOB, IIHPOKO
UCTONB3YeT MH(GOpPMAIMOHHbIE TEXHOJOTHH, OIIMOKM B HMH(OpMAIMM OTCYTCTBYIOT, JaeT
TIOJTHBIE OTBETHI Ha BOTIPOCHI ayTMTOPHHU C IIPUMEPAMH.

OrneHka «xopouwio»CTaBUTCS, ecilu OOyyaroIIMHCs pacKpbIBaeT Bompoc (mpobiiemy),
npecTaBisieT HPOPMAIMIO CUCTEMAaTU3UPOBAHO, MOCJIEI0BATENBHO, JIOTMYHO, B3aUMOCBSI3aHO,
ucrnonb3yer  Oomee 2 NpoQecCHOHANbHBIX  TEPMUHOB,  JIOCTaTOYHO  HCHOJb3YyeT
nH(pOpPMaLIMOHHBIE TEXHOJIOTHH, JOMyCKaeT He Oosiee 2 OMMOOK B M3JI0KEHUH MaTepuania, JaeT
MIOJTHBIE MJTM YAaCTUYHO TOJIHbIE OTBETHI HA BOIIPOCH! ayAUTOPHUH.

Ouenka «ydoeremeopumenvHo» CTaBUTCSA, €CIU OOYyYaroIIMics, PacKpbIBaeT BOIPOC
(mpo6iieMy) He MOJIHOCTHIO, MPEACTABIAET HHPOPMALIUIO HE CUCTEMATH3UPOBAHO U HE COBCEM
ITOCJIEI0BATEIBHO, HCIIOJIb3YET 1-2  mpodeccuoHaTbHBIX  TEPMHHA, HCIIONIB3YET
MH(POPMALIMOHHBIE TEXHOJIOTUH, AOMycKaeT 3-4 omMOKM B HM3JIOKEHUHM Marepuaia, OTBEYaeT
TOJIKO Ha 3JIEMEHTApHBIE BOIIPOCHI ayIUTOPUHN O€3 TOSICHEHUH.

OrneHka «Hey0oe1emeopumenbHoy CTaBUTCS, €CIIM BOIIPOC HE PACKPBIT, MpeICTaBICHHAs
nHpOpMaNUs JIOTHYECKH HE CBs3aHa, HE WCIOJB3YIOTCS TPO(EeCcCHOHANBHBIE TEPMHUHBI,
nomnyckaet 6oisee 4 omMOOK B U3JI0KEHUN MaTepHala, He OTBEUAET Ha BONPOCHI Ay TUTOPHUH.

8. luckyccnoHHBIE POLeypPhI

Kpyenvuii cmon, ouckyccus, nonemuka, oucnym, oebamvl, MUHU-KOHGepenyuu SBISTIOTCS
CpeACTBaMH, MO3BOJSIONIMMU BKJIIOUUTh OOYYAIOUIMXCS B IPOLECC OOCYXICHHS CHOPHOTO
BOTIPOCA, MPOOJIEMBI M OIEHUTh WX yYMEHHE apryMEHTHPOBAaTh COOCTBEHHYIO TOYKY 3pCHHUSI.
3anaHue aaeTcs 3apaHee, OIpeeseTcss Kpyr BOIPOCOB ISl 00CYKICHHS, TPYIIIbl YYACTHUKOB
3TOro 00CyXIeHUS.

JIMCKYyCCHOHHBIE TTPOLEAYPbI MOTYT OBITh UCIIOJIB30BAHbI JUIsl TOTO, YTOOBI CTY/ICHTHI:

—Jydllle MOHSUIM YCBOsIEeMbI MaTepuai Ha (OoHE pa3HOOOpa3HbIX MO3ULMN U MHEHUH, He
00s13aTeNbHO JOCTHUTast OOIIET0 MHEHHUS,



— CMOINIM MIOCTHYb CMBICI HW3y4aeMOro MaTepuana, KOTOpBI MHOTJa YyBCTBYIOT
MHTYUTUBHO, HO HE MOTYT BBICKa3aTh BepOaJbHO, YETKO U SCHO, WJIM KOHCTPYHUPOBATh HOBBII
CMBICJI, HOBYIO IIO3ULIUIO;

— CMOTJIM COIJIaCOBaTh CBOK MMO3UIMIO0 WM JACUCTBHUS OTHOCHUTEIBHO 00CYXkIaeMoil
poOIEMBI.

Kpumepuu oyenueanusi — OLleHUBAXOTCS TEUCTBUS BCEX YYACTHHUKOB rpynmnsl. [loHnmanue
npoOjeMbl, BbICKAa3bIBaHUS M JCHCTBHS MOJHOCTHIO COOTBETCTBYIOT 3aJaHHBIM LEJISM.
CooTBeTcTBHE pealbHON JIEHCTBUTEILHOCTH PEllIeHU, BEIpa0OTaHHBIX B X0Jie Urpbl. Brajgenue
TEPMUHOJIOTHEH, JEMOHCTpAllUsl BIaJEHUs y4eOHbIM MaTepuasoM O TEMe WIpbI, BIAJCHUE
METOJIaMU apryMEHTallui, yMeHHe padoTaTh B rpymie (YMEHUE CIyliaTh, KOHCTPYKTUBHO BECTH
Oeceny, yOexaarh, yIpaBisaTh BpeMeHEM, OECKOH(IUKTHO OOIIATHCS), JOCTHIKEHHE HUIPOBBIX
1eseH, (COOTBETCTBUE POJIM — MPHU POJIEBOM UTPE). SICHOCTH M CTHIIb U3JIOKEHUSI.

OrneHka «omauuno» CTaBUTCS B Cllyyae, KOrja Bce TpeOOBAaHHUS BBINOJHEHBI B MOJIHOM
o0beMe.

O1eHKa «Xxopouio» CTaBUTCS, €ClIM O0ydJaroluecs B IEJIOM JEMOHCTPUPYIOT TOHUMAaHUE
po0OJIeMbl, BHICKA3bIBAHUS U JCHCTBHSI MTOJTHOCTHIO COOTBETCTBYIOT 3aJaHHBIM 1esaM. Pemenus,
BbIpaOOTaHHBIE B XOJ€ WIPHI, MOJHOCTBIO COOTBETCTBYIOT peasibHOW AedcTBUTENbHOCTH. Ho
HEKOTOpbIe 00BSICHEHUSI HE COBCEM apryMEHTHPOBaHbI, HAPYIIEHbI HOPMBI OOILIEHUS, HAPYILIEHBI
BPEMEHHBIE PAMKH, HAPYLIEH CTUJIb U3JI0KEHHUS.

Ouenka «ydogremeopumenvpHo»  CTaBUTCA, €CIM  OOydaroluecs B  LIEJIOM
JIEMOHCTPHUPYIOT MMOHUMAaHHUE MPOOJIEeMbl, BBICKA3bIBAaHHUS U JCHCTBUS B LIEJIOM COOTBETCTBYIOT
3ajaHHbIM 1iensaM. OJIHaKo, pelieHus, BbIpabOTaHHbBIE B XOJI€ UTPbI, HE COBCEM COOTBETCTBYIOT
peanbHOM  neiicTBUTeNbHOCTH. HekoTopble OOBSICHEHUS HE COBCEM apryMEHTHPOBAHBI,
HapyILIEHbl BpEMEHHbIE PAMKH, HAPYIIEH CTHIIb U3JI0KEHUS.

OneHka «HeydoeremeopumenvHoy CTaBUTCS, €CIM OOydarolluecs  HE MOHHUMAIOT
po0sieMy, UX BBICKa3bIBaHHSI HE COOTBETCTBYIOT 3a/IaHHBIM LIETISIM.

9. TecrupoBanue

SBAsieTcss OAHUM U3 CPEACTB KOHTPOJIS 3HAHUHM 00YYArOIIMXCS TI0 TUCITUILTHHE.

Kpumepuu oyenusanus — mpaBWIbHBINA OTBET HA BOTPOC

OueHka «omauyH0» CTAaBUTCA B ClIydae, €Clu NpaBuiibHO BbIONIHEHO 90-100% 3amanuit

OrneHKa «xopouto» CTAaBUTCA, €CITU IPABUIIHHO BBITTOTHEHO 70-89% 3amanuii

OreHKa «y0081emeopumenbHO»CTaBUTCS B CIydae, €CIIU MPaBIILHO BBIMONIHEHO 50-69%
3aJaHuid

OneHka «HeydosremseopumenbHoy CTaBUTCS, €CIH MPABHILHO BBHIMOTHEHO MeHee 50%

3aJaHuid

10. TpedoBaHue K NUCHEMEHHOMY ONPOCY (KOHTPOJILHOH padoTe)

OneHuBaeTcs He TOJNBKO IIyOMHA 3HAHMM IOCTABJICHHBIX BOIIPOCOB, HO U yYMEHHUE
U3JI0KUTh TUCHbMEHHO.

Kpumepuu oyenuseanus: mociaen0BaTeNbHOCTb, TOJHOTA, JOTMYHOCTD U3JI0KEHHUS, aHAIIN3
pa3IMuYHBIX TOYEK 3PEHHUS, CaMOCTOsATENbHOE 00001IeHne MmaTepuana. M3noxeHue marepuana
0e3 (paKTUIEeCKUX OIIHNOOK.

OneHka «omauyHo» CTaBUTCS B Cllydae, KOTJ1a COOJII0/IEHbI BCE KPUTEPUU.

OreHka «xopouio» CTaBUTCS, €CIIM 0Oy4JaloUIUiics TBEpAO 3HAET MaTepuall, IPaMOTHO U
[0 CYUIECTBY H3JIaraeT €ro, 3HaeT MpaKTHYecKyko 0a3y, HO JOIMYyCKaeT HeCyIIeCTBEHHbIE
MOTPEIIHOCTH.

OueHka «yoosnemeopumenbHo» CTaBUTCA, €CIM OOydYaloluiicsi ~ OCBOMJ TOJBKO
OCHOBHOM Marepuall, HO HE 3HAeT OTAEJIbHBIX JETaJeH, 0MYyCKaeT HETOYHOCTH, HELOCTATOYHO
MpaBWIbHbIE (OPMYJIUPOBKH, HapyIIaeT IMOCJIEAOBATEIbLHOCT, B H3JIOKEHUH  MarTepHaa,
3aTpyJHSETCS C OTBETAMM, IIOKAa3blBAET OTCYTCTBHE JIOJDKHOW CBS3M MEXAY aHAIU30M,
apryMeHTalnuei 1 BIBOJaMH.



OI_IGHKa «Heydoeﬂemeopumeﬂbﬁo» CTaBHUTCA, CCIIN 06yanOH1Hf/'IC$I HC OTBCYACT Ha
IMOCTaBJICHHBIC BOIIPOCHI.

6. Ilepeuenv ocHo6HOU U OONOJTHUMENbHOU YUEOHOU JTUMEPAmMypbl, HEOOXO00UMOU 014
0C80EHUA OUCUUNTUHBL (MOOY)

6.1 OcnosHnas yuebHas 1umepamypa

1. Ky3nenoBa, . B. [lokymeHTanmonHoe oOecrieueHre YIMpaBlIeHUs TEPCOHAIOM : ydeOHOe
nocobue ans 6akanaspos / U. B. Ky3nenosa, I'. A. XauarpsH. — 2-e uza. — Mocksa : JlamkoB
nu K, At Ilm Op Memma, 2019. — 220 c. — ISBN 978-5-394-03124-3. — Tekcr :
ANEKTPOHHBIN // DnexTpoHHO-OmOmuoreuHas cuctema I[IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/57135.html

2. I'punoepr, A. C. JlokymeHTanmonHoe obecnieuenue ynpasiaenus : yueouuk / A. C. I'punbepr,
H. H. I'op6aues, O. A. MyxamerimuHa. — Mocksa : FOHUTU-JJAHA, 2012. — 392 ¢. — ISBN
978-5-238-01770-9. — Tekct : 3meKTpOHHBIH // DnekTpoHHO-OMOIMOTeyHast cucrema IPR
BOOKS : [ca#iT]. — URL: http://www.iprbookshop.ru/10497.html

6.2 Jlononnumenvras yuebHas iumepamypa.:

1. MenageneBa, O. B. OCHOBBI JOKyMEHTAllMOHHOTO OOeCHeueHHsl yNpaBlieHUs. 2-¢ U3Md. :
yuebnoe nocooue / O. B. Measenera. — Kpacnomap : FOxHbI HHCTUTYT MeHexMeHTa, 2012,
— 175 c. — ISBN 2227-8397. — TeKcT : 3JeKTPOHHBIH // DIeKTpOHHO-OUOINOTEeYHAs cCUCTEMa
IPR BOOKS : [caiit]. — URL.: http://www.iprbookshop.ru/9566.html

2. Mengenea, O. B. OcHOBBI JOKYMEHTAllUOHHOTO OOeclieueHusi yrpaBieHHs : pabouas
TeTpaab IS TPAaKTHYECKUX 3aHATHH W METOJMYECKHE YyKa3aHWs TI0  BBITIOJHEHHUIO
caMOCTOSITENTbHON paboThl ais OakanaBpoB HampasieHuid 080100.62 «Oxonomukay, 080200.62

«MenemkmenT» ounoit ¢dopmbel oOyuenus / O. B. MenseneBa. — Kpacuomap : HOxHbIi
MHCTUTYT MeHemkMmenTa, 2012, — 80 c. — ISBN 2227-8397. — TekcT : 31eKTpOHHBIN //
DneKTpOHHO-OMOIHOTe HAs cucrTema IPR BOOKS : [caiiT]. — URL:

http://www.iprbookshop.ru/25977.html

3. IlapoBa JI.M. JlokyMeHTanmMOHHOE OOECIeUeHUE YIpaBiIeHUs [DIEKTPOHHBIN pecypc:
yuebHoe mocobue/ IlapoBa JL.M.— DnekTpoH. TeKcToBble JaHHble.— KanuHuHrpan:
bantuiickuii genepanbubiii yHuBepcuteT uM. Mmmanynna Kanra, 2008.— 112 c.— Pexum
nocryma: http://www.iprbookshop.ru/23843.html

4. Iy3erns, T. A. [lpakTryeckoe mocodue Mo JOKyMEHTAIMOHHOMY O00€CIICUeHHUI0 YIpaBIeHUs /

T. A. Ily3siaa. — Benukue Jlyku : Benukonykckas rocyaapcTBeHHas akajgemMus (U3NUECKOM
KyibTypsl U cnopra, 2012. — 94 c. — ISBN 2227-8397. — TekcT : 31IeKTpOHHBIA //
DNeKTPOHHO-ONOIMOTeYHAs cucrema IPR BOOKS : [caiiT]. — URL:

http://www.iprbookshop.ru/45240.html

6.3. Ilepuoouuecxkue uzoanus

1. Bectnuk Boarorpazackoro rocyaapctsenHoro ynusepcurera. Cepus 5. FOpucnpyneHmus
http://www.iprbookshop.ru/7276.html
2. Bompockl coBpeMeHHOM 1opuctpyaeHIun http://www.iprbookshop.ru/48791 .html

7. Ilepeuenv pecypcoé unghopmayuoHHo-meneKoOMMYHUKAUUOHHOU cemu
"UHnmepuem'" (oanee - cemv ""Hnmepnem''), neodxooumslx 011 0ceoeHus OucuunIuHsl
(mooyns)
1. HWudopmanmonHo-npaBoBoii moptan «KoHCympTaHT 1umOC» (TpaBoBas 0asza JIaHHBIX).
[DnexTponnslii pecypc]. — URL: http://www.consultant.ru/
2. HudopmanmonHo-nipaBoBoit mopran «['apant» (mpaBoBas 0a3a ITaHHBIX). [DIEKTPOHHBIN
pecypc]. — URL: http://www.garant.ru/



http://www.consultant.ru/
http://www.garant.ru/
http://www.iprbookshop.ru/7276.html
http://www.iprbookshop.ru/48791.html
http://www.iprbookshop.ru/57135.html
http://www.iprbookshop.ru/45240.html
http://www.iprbookshop.ru/23843.html
http://www.iprbookshop.ru/25977.html
http://www.iprbookshop.ru/9566.html
http://www.iprbookshop.ru/10497.html

3. DnekTpoHHBIN yueOHbIH Kypc JJOY

www.iprbookshop.ru

wWww.zipsites.ru — 6ecruiatHast 31eKTpoHHas MiHTepHeT Oubnuorexa.
www.elibraru.ru — 6ecraTHas 31ekTpoHHas IHTepHeT OubinoTteka.
www.big.libraru.info — Gomnbias 31ekTpoHHas OUOIMOTEKA.

8. Memoouueckue ykazanusa 0ona o0yuarOuuxca no 0C60eHUI0 OUCYUNIUHBL (MOOY:)

YcnemHoe OCBOGHHE JaHHOTO Kypca OasupyeTcss Ha pPalMOHAIBHOM COYCTaHHH
HECKOJIbKMX BUJIOB yU€OHOU ACATEIHPHOCTU — JIEKIIMA, CEMUHAPCKUX 3aHATHH, CAMOCTOSTEIbHON
pabotel. [Ipu 3TOM camMoOCTOSTENTBPHYIO pabOTy ClEAyeT paccMaTpuBaTh OJHUM U3 TIaBHBIX
3BE€HBEB IMOJHOIICHHOTO BBICIIETO OOpa30BaHUs, Ha KOTOPYHO OTBOJUTCS 3HAYUTENIbHAS YacTh
yueOHOr0 BpEMEHHU.

CamocrosiTenpHas paboTa CTY/IEHTOB CKIIABIBACTCS U3 CIACAYIOIIMX COCTABIISIONINX:

* paboTa ¢ OCHOBHOH U JOIMOJIHHUTEIBLHON JIHUTEpaTypod, C MaTepualaMu HHTEpPHETa W
KOHCIIEKTaMH JICKIIHI;

* BHEAyJIUTOpHAs MOJTOTOBKA K KOHTPOJBHBIM paboTaM, BBIIIOJHEHUE JOKIIAT0B, pedepaToB U
KypCOBBIX paloT;

* BBINOJHEHHUE CAMOCTOSTENBHBIX TPAKTHYECKUX PadoT;

* TOATOTOBKA K JK3aMEHaM (3aueTaM) HEMOCPECTBEHHO Iepes] HUMHU.

Jlis mpaBUIBHOW OpraHU3aluu pabOThl HEOOXOMUMO YYHUTHIBATH MOPSAIOK H3YYCHUS
pa3aenoB Kypca, HaXOASIIUXCS B CTPOTrOM JIOTHYECKON MOCIeI0BaTeIbHOCTH. [1oaTOMyY XOpoiee
YCBOEHUE OJHOM 4YacTW AMCIUIUIMHBI SIBIISIETCA MPEANOCHUIKON Il YCNENIHOTO mnepexoia K
cnenyromen. 3amanus, TpoOIeMHBIE BOMIPOCHI, MPEIOKEHHbBIE I U3YYCHHS JTUCIHUILIAHBI, B
TOM YHUCJE€ U ISl CAMOCTOSATEIBHOTO BBINOTHEHUS, HOCAT MEXAUCIUIUIMHAPHBIA XapakTep U
0a3upyrOTCs, TPEXKIE BCEro, Ha MPHYUHHO-CICACTBEHHBIX CBSI3IX MEXIY KOMIIOHCHTAMH
OKpY>Karollero Hac Mupa. B Teuenne cemectpa, HEOOXOIUMO MOATOTOBUTH pedepathl (IPOSKTHI)
C HCIHOJIb30BAaHUEM DPEKOMEHAYEMOW OCHOBHOM M JIONOJHHUTEIBHOM JIMTEpaTypbl W CAATh
pedepathl A7 TPOBEPKHU MPEoaaBaTeso. BaKHbIM COCTABISIONIMM B U3YUSHHUH TAHHOTO Kypca
SBJSICTCSL PEIICHHE CHUTYallMOHHBIX 3a7ad W paboTra Hax MpoOJIEeMHO-aHATUTHYCCKUMU
3aIaHUSIMH, YTO MPEJIOIaraeT 3HaHue COOTBETCTBYIOIIEH HAyYHOU TEPMUHOJIOTUH U T.I.

Jlist jydimero 3almoOMWHAHUS MaTepuaia IeJIeco00pa3HO HMCIOJb30BaTh WHIANBUIYAIbHBIC
OCOOCHHOCTH M pa3HbIE BUIBI MAMATHU: 3PUTENBHYIO, CIYXOBYIO, aCCOIMATUBHYIO. Y CIICIIHOMY
3aMIOMHHAHHIO TaKXe CIIOCOOCTBYET MPUBEICHUE SIPKUX CBHUICTEIHCTB U HATJISIHBIX TPUMEPOB.
Y4eOHbIif MaTepHan J0JKEH MOCTOSIHHO TOBTOPSITHCS M 3aKPETIISTHCS.

[Ipu BBIIONIHEHMM JTOKJIAJ0B, TBOPYECKUX, HWH(GOPMAIIMOHHBIX, MCCIIEIOBATEIHCKUX
MPOEKTOB  0c000€ BHUMAHHE ClieyeT oOpamaTh Ha MOAOOp HCTOYHHKOB WH(GOpMALUU H
METOAMKY paOOThl C HUMHU.

Jl1ia ycrienHoi cjaun sK3aMeHa (3a4eTa) peKOMEHyeTcsl COOMI0AaTh CIeIyIOIIHe MpaBuiia;

» IloaroToBka K 3K3aMeHy (3a4€Ty) MOJDKHA MPOBOAUTHCS CHCTEMATHUYECKH, B TCUCHHUE BCETO
ceMecTpa.

* lHTeHcHBHAsA MOJATOTOBKA IOKHA HAYaThCS HE MTO3/IHEE, YEM 3a MECSII 10 YK3aMEHa.

* Bpems HemocpencTBEHHO Mepes] IK3aMEeHOM (3a4eTOM) JTyUIlle HCIOIb30BaTh TAKUM 00pa3oM,
9TOOBI OCTaBUTH TOCJICTHUN JICHh CBOOOJHBIM I TOBTOPEHHUS Kypca B IIEJIOM, IS
CUCTeMAaTH3alluK MaTepuaia u JopadoTKU OT/IEIHHBIX BOIIPOCOB.

Ha »sx3ameHe BBICOKYIO OLICHKY MOJIYYarOT CTYJAEHTHI, UCIOIb3YIOIIUE TaHHbIC, TIOTyYCHHBIE
B TIpoIlecce€ BBHIMOTHEHHUS CAMOCTOSITENBHBIX pPaboOT, a TaKKe HCHONB3YIONINEe COOCTBEHHBIC
BBIBOJIBI HA OCHOBE M3YYEHHOI'0 MaTepuana.

Y4uuThIBas 3HAYUTEIBHBI 00BEM TEOPETUYECKOTO MaTepuaya, CTyJIEeHTaM PEKOMEHIYeTcs
peryJsipHOE MOCEIIeHUE U TIOIPOOHOE KOHCTIEKTHPOBAHUE JICKITHA.


http://www.zipsites.ru/
http://www.big.libraru.info/
http://www.elibraru.ru/
http://www.iprbookshop.ru/

9.  Ilepeuens uHgpopmayuoHnvIX mexnonozuil, UCNOIb3YeMbIX npu
ocyuiecmenenuu o0pazo6amenbHo20 RPoyuecca no OUCHYUnIuUne (M0o0yo), 6KII0UAsA NEPeUeHb
npozpammnozo  obecnedyeHus U UHPOPMAUUOHHBIX  CHPABOYHBIX  cucmem  (npu
Heobxooumocmu)

1. TepMuHaIbHBIN cEpBEp, NPEAOCTABISAIONINM K HEMY JOCTYII KIIMEHTaM Ha 0a3e
Windows Server 2016

2. CewmeiictBo OC Microsoft Windows

3. Libre Office cBoO01HO pacnipocTpaHsieMblii OHCHBIN MAKET ¢ OTKPHITHIM UCXOTHBIM
KOZOM

4. WudopmannoHHo-cIipaBovYHast CUCTEMA: Cucrema  Koncynprantllntoc
(MudopmanrioHHbIi KOMITIEKC)

5. NudopmarmonHo-nipaBoBoe obecnieueHue ['apaHt: DIEKTPOHHBINA MEPUOANYECKUN
cnpaBoyHukK «Cucrema TAPAHT» (OIIC «Cucrema TAPAHT»)

6. AnTuBupycHas cucrema NOD 32

7. Adobe Reader. JIunen3us nponpuerapHas cBOOOHO-PACTIPOCTPaAHIEMAsI.

8. DnekTpoHHas cucteMa aucTaHunoHHoro ooyuenuss AHOBO «MockoBckuit
MEXyHapOAHBIN YHUBEpCUTET». https.://elearn.interun.ru/login/index.php

10. Onucanue  mamepuanbHo-mexHUUECKOU oasul, Heo0x00umoii onsa
ocyuwiecmenenusn 00pazoeamenbHo2o npoyecca no oucyuniune (Mooynio)

KOMIIbIOTEPHI TIEPCOHANIbHBIE JJIs TIPENoaBaTeNell ¢ BBIXOA0M B ceTH MIHTepHET;
HAYITHUKH;

BeOKaMephl;

KOJIOHKH;

MHUKPO(OHBI.

M

11. OépazoeamenvHble mexXHON02UU, UCNOTIb3YEMbLE NPU OCEOEHUU OUCUUNTUHDL

JI71st OCBOGHUST AMCHUTUIMHBI UCTIONB3YIOTCS KaK TPAAUIIMOHHBIC (DOPMBI 3aHITHIA — JICKIIUU
(THTIBI IEKIIMNA — YCTaHOBOYHAS, BBOJHAS, TEKYINas, 3aKIIOYUTENbHAS, 0030pHAasT; BUJIbI JICKITHI
— mpoOieMHas, BU3yallbHas, JIEKIHUS KOH(GEPEHIUs, JIEKIHUS KOHCYIbTAIlHsl); U CEMHUHApPCKUE
(TIpaKkTUYeCcKue) 3aHATHSA, TaK M aKTUBHBIE M WHTEPAKTUBHBIC (DOPMBI 3aHATHUA - JIEIOBBIC U
POJIEBBIE UTPHI, PEIICHNE CUTYAIMOHHBIX 3a/1a4 U Pa300p KOHKPETHBIX CUTYaIUH.

Ha y4eOHbIX 3aHATHSAX HCTOIB3YIOTCS TEXHHMUECKHE CPE/ICTBA O0YUYEHHUST MYJIbTUMEIHIHHON
ayJIMTOPUH: KOMITBIOTEP, MOHHUTOP, KOJIOHKH, HACTEHHBIA DKpaH, MPOEKTOP, MUKPO(OH, MaKeT
nporpamm MicrosoftOffice mist nemoHcTpanuu npe3eHTanuii 1 MeauadanaoB, BHICOMPOCKTOP
JUIS  JIEMOHCTpAIlMM CIANJ0B, BHUJEOCIOKETOB U JAp. TecTupoBaHWe 0O0y4aeMbIX MOXKET
OCYIIECTBIISITHCS C UCIIOJIH30BAHNEM KOMITBIOTEPHOTO 000pYI0BaHUSI YHUBEPCUTETA.

11.1. B ocBoeHuM y4eOHOH IMCHUIJIMHBI MCIOJb3YIOTCH CJeIyIoLue
TPaAMLIHMOHHBIE 00pPa30BaTe/JbHbIE TEXHOJIOTHN:
- YTCHUC HpO6J’IeMHO-I/IH(l)OpMaI_[I/IOHHI)IX J'IGKHI/II\/'I C UCITIOJIB30BAHUEM JJOCKH U BUACOMATCPUATIOB,
- CeMUHAPCKUE 3aHATHS 17151 OOCYKICHHUS, TUCKYCCHl 1 0OMeHa MHEHUSIMH;
- KOHTPOJIbHBIE OIIPOCHI;
- KOHCYJIbTallUH;
- caMocTosTeNbHAs paboTa CTYICHTOB ¢ yUeOHOH JIUTepaTypol U IEPBOUCTOUYHUKAMM;
- MOATOTOBKA U 00cykeHue pedepaToB (IPOEKTOB), MPe3eHTAINN (HAYYHO-HUCCIIeI0BATENbCKAS
paborta);
- TECTUPOBAHUE 10 OCHOBHBIM TEMaM JIUCLIUIUIUHBI.


https://elearn.interun.ru/login/index.php

11.2. AKTMBHBIC M1 HHTEPAKTHBHbIE MeTOABI H GOpMbI 00y4YeHUs!

W3 mepeunst BUOB: («mo32060t wmypmy, anaiuz HIIA, ananuz npobiemuvix cumyayutl,
aHAIU3 KOHKPEMHbLIX CUmyayuil, UHYUOEHMbl, UMUMAayUus KOJIEKMUBHOU NpOdecCUoOHaANbHOU
OdesmenvbHOCMU,  pa3vlepbléaHue pojel, meopueckas paboma, CEA3aHHASL C O0CB0EHUEeM
OUCYUNTIUHBL, POJleas uepa, Kpyaavlii cmoJ, OUCnym, becedd, OUCKYCCUsl, MUHU-KOHpepeHyus U
Op.) UCTIOJIB3YIOTCS CIIEAYIOIINE:

- ducnym

- aHanu3 nPooIeMHbIX, MEOPUECKUX 3A0AHULL, CUMYAYUOHHBIX 3A0aY
- ponesas uepa;

- Kpyenvli CmoJl,

- MUHU-KOHGhepeHyus

-0ucKyccus

- beceoa.

11.3. OcoGenHocTH 00y4eHHsT MHBAJIUAOB M JIML C OTPAHNYCHHbIMH
BO3MOKHOCTAMHU 310poBbsi (OB3)

[Ipu opranuzanuu 0OydeHHs M0 TUCHUIUIMHE YYUTHIBAIOTCS OCOOEHHOCTH OpraHHU3aluu
B3aWMOJICHCTBHS ¢ MHBAIMAAMH U JINIIAMH C OTPAHUICHHBIMUA BO3MOYKHOCTSIMH 3/I0POBBS (J1ayiee
— wuHBamuael W smna ¢ OB3) ¢ menbio obecriedeHuss WX TpaB, pa3pabaThIBAIOTCS
aJlaTHPOBAHHBIC JUII WHBAIUIOB MPOTPAMMBI ITOATOTOBKH C YYETOM DPa3UYHBIX HO30JIOTHH,
BUIBI U (OPMBI CO-TIPOBOXKJCHUS OOYYEHHS, HCIOJB3YIOTCS CIEHUAIbHbIE TEXHUYECKHE U
NpOTpaMMHBIE  CpeACTBa OOYYEHHWs, TUCTAHIIMOHHBIE O00pa3oBaTeNbHBIC TEXHOJOTHH,
obecnieunBaeTcs Oe30apbepHas cpefia u mpodvee.

Beibop MeTomoB 0Oy4YeHHs oOmpenensieTcss COJepKaHWeM OOYYCeHHs, YPOBHEM
METOAMYECKOTO0 M MaTepHabHO- TEXHUYECKOTO OO0ECTeUYeHHUs, OCOOCHHOCTSMHU BOCIPUSATHUS
y4eOHOI WHPOPMAIINU CTYJICHTOB-HHBAIH/IOB U CTYJCHTOB C OTPAHWUYCHHBIMUA BO3MOXKHOCTSIMHU
310pOBbs M T.A. B o0Opa3zoBaTeiabHOM Ipoliecce MCHOIb3YIOTCS COLUAIbHO-aKTHBHBIE U
pedieKCUBHBIE METOAbl O0Y4YEeHMs, TEXHOJOTHUHU COIMOKYJIbTYPHOM peadbuIuTalud C LENbIO
OKa3aHHs MOMOIIM B YCTAaHOBJICHUH MOJHOLEHHBIX MEXIUYHOCTHBIX OTHOLICHUH C JPYyTUMHU
CTYZICHTaMH, CO3JITaHIH KOM(POPTHOTO IICUXOJIOTUIECKOTO KJIIMMATa B CTYACHYECKOH TPYIIIE.

IIpu oOyueHMM MLl C OrpaHUYECHHBIMH BO3MOXKHOCTSMHU 37I0POBbS DIIEKTPOHHOE
oOy4eHHe W IMCTAaHIIMOHHBIE 00pa30BaTENBbHBIC TEXHOJOTHH MPEAYCMATPHUBAIOT BO3MOKHOCTh
npuema-nepenadn HHGOpMauu B JOCTYIHBIX ISl HUX (hopMax.

OO0yJatomrecst U3 YUCIia JIAI ¢ OTPaHUYECHHBIMU BO3MOXHOCTSIMU 3JI0POBbBsI 00€CIICUEHBI
NICYaTHBIMU M 3JIEKTPOHHBIMU 00pazoBaTeIbHBIMH pecypcaMu B (GopMax, aJanTHPOBAHHBIX K
OTPaHUYCHUSM HX 3/I0POBBSI.
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