1. MecTo nucuuniauHbl (MoayJisi) B ctpykrype OITOIT

JuciuninHa oTHOCUTCS K BapuaTuBHOM 4acTu bioka 1 «/lucuuminunel, Moaynu». TpynoemMKocTb
JUCLUIUIAHBI (MOZYJISI) COCTABIIAET 2 3a4€THBIC €INHUILIBI.

OcHoBHas1 Heab Kypca «/lenonpon3BoACTBO» COCTOMT B M3YyUYEHHHM COBPEMEHHBIX TpeOOBaHMIA,
NPEIbSBIAEMBIX K COCTaBICHUIO M O(QOPMIICHHIO JOKYMEHTOB, CBA3aHHBIX C HPOQGECCHOHATBHON
JeSATEIbHOCTBIO FOPUCTA, A TAK)KE K OPraHU3alUU UX JBWKCHHUS, yUeTa U XPaHCHUS.

3agauu Kypca:

1) moka3are B3auMOCBSA3b HH(OPMAIMH U IOKYMEHTA,
2) mpocienuTh SBOJIOLUIO JOKYMEHTa KaK HOCHUTENd HWH(QOpPMaluu, pPa3BUTHE CIIOCOOOB

AOKYMCHTHUPOBAHUA,

3) mpoaHanM3upPOBaTh PYHKINHU TOKYMEHTA U 00pa30BaHHE CUCTEM JIOKYMEHTAIIHH;
4) nath TMPECTaBICHHE O 3HAYCHUM yMEJIOTO OOpalleHus ¢ JOKYMEHTaMH B MPO(dheCCHOHAILHOM

ACATCIIBHOCTH IOPHUCTA,

5) chopMUPOBATh y CTYACHTOB PAllMOHAIBLHBIC MTOIXO0/IbI K OPraHu3alud PabOThI C IOKyMEHTAMU;
6) AaTh MOHATHE O NpUEMax M crocodax JOKYMEHTHUPOBAHHUS IMPABOBOM U MHOW IOPHAMYECKU

3HaYMMOU MH(pOpPMAIHH;

7) pacKpbITh OCHOBBI QpXUBHOTO JIeNa.

W3ydyeHrne COBPEMEHHON TEXHOJOTHH JOKYMEHTAIIMOHHOTO OOeCredeHus 0a3upyercs Ha 3HAHHUH
3aKOHOMEPHOCTEN Pa3BUTHS I€TONPOU3BOICTBA B Poccuu.

[IporpamMMa OCHOBaHAa Ha HOBEWIINX HAyYHBIX JIOCTIDKEHUSX B OOJACTH JIEIONMPOU3BOJICTBA U

APXHUBHOI'O ACJ1a.

2. Hepeqem) IJIAHUPYEMBIX PpPe3yJibTaTOB OﬁyquHﬂ nmo JAMCHMILIMHE, COOTHECEHHBIX €
INIAHUPYEMBIMHU pE3yJbTaTaMHU OCBOCHUSA 06pa3OBaTean0ﬁ MMporpaMmasl

®opmupyemMble KOMIETEeHIIUI

Inanupyemsie pe3yJbTaThbl 00ydeHUs MO AUCHUTLIMHE (MOXYJII0)

OK-3

BJIaJICHUE OCHOBHBIMHU
METOJIaMH, CIIOCO0aMH 1
CpeACTBaMH ITOJTyYCHUS,
XpaHEeHHsI, IepepadoTKH
UH(OPMALNH, HABBIKAMHU
paboTHI ¢ KOMITBIOTEPOM Kak
CPE/ICTBOM YIpaBICHUS
uHpopmanuei

3.1. 3HaTh aKThl TEXHUYECCKOTO pErYJIHPOBAHUS M METOIUYCCKHAC MAaTepHajbl IO
JIOKYMCHTHPOBAaHUIO HWH(POPMAIIMU, BO3HHUKAIONICH B TmpoIecce MpodecCHOHATBHON
eI TETFHOCTH, ¥ HHOW IOPHINYECKH 3HAYNMON MH(POPMAITHIH;

V.1. YMeTs NpUMEHATh COBPEMEHHBIC TEXHOJIOTHH 00pabOTKH U XpaHEHUS JJOKYMCHTOB.
B.1. Bnanets MeTOgaMM TEKYLIETO U apXUBHOI'O XPaHEHUSI IOKYMEHTOB

B.2. Bnamets MeTogamMu XpaHeHUsT HH()OPMAITIH OTPaHNIEHHOTO JOCTYIIA.

K-7

BJIaACHHUC HaBbIKaMU
MOATOTOBKHU HOPUANYCCKUX
JOKYMCHTOB

3.1. 3Hate (enepanbHble 3aKOHBI M WHbIE HOPMATHUBHBIC IPaBOBbIE akThl B cdepe
nHpopMmanuy, HHPOPMAIMOHHBIX TEXHOJOTMH W 3amuThl WHpOpManuu, a Takxke
apXMBHOTO JIeNa;

3.2. 3HaTh CTPYKTYpY U CIIOCOOBI IOKYMEHTHPOBAHMS PaBOBOM MH(POPMAIINK;

V.1. ¥YMeth cocTaBisaTh U 0GOPMIISTH JOKYMEHTHI, B TOM YHCIIE OTHOCSIIMECS K cdepe
poQeCCHOHANBHON AEATEIBHOCTH B COOTBETCTBHM C TpeOOBaHUSIMHU (enepalbHbIX
3aKOHOB, MHBIX HOPMATHBHBIX ITPABOBBIX aKTOB U aKTOB TEXHUYECKOTO PETyIMPOBAHHUS;
B.1. Bnagetp NOHATUHHO-KATErOPUAIBHBIM aNlapaToM IO JOKYMEHTOBEACHHUIO U
JICTIOTIPOU3BOACTBY

MK-13

CrocoOHOCTH TIPaBUIIBHO U
MIOJTHO OTPaXKaTh PE3yIbTaTHI
poheCCHOHATBHON
JIESITETFHOCTH B IOPUINIECKON U
WHOMW JOKyMEHTalUU

3.1. 3nHare mpaBmiIa COCTaBICHHS H O(GOPMIICHHS ITOKYMEHTOB,
OTHOCSIITUXCS K cpepe mpodhecCHOHATHHOMN e TeThHOCTH;

VY.1. YMeTp aHaMM3UPOBATH COJIEPKAHUE W PEKBU3UTHI TOKYMEHTHPOBAHHON IMPAaBOBOM
nH(popMannu;

VY.2. YMeTh 0OpMIIATE Jeja, COCTABIATh HAa HUX OIMCH, TOTOBHUTH JA€Na K Ieperaye Ha
apXHBHOE XpaHEHHE.

B.1. BiiaieTp MeTo1aMy OpraHu3alyy KOHTPOJIS 32 CPOKaMHU MCIIOJIHEHHsI JIOKYMEHTOB U

B TOM YHCIIC
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OIIEPaTHBHOTO UX XPaHEHHE;

3. CTpyKTypa U cojiepKaHue JHCIHUILIHHBI (MOIYJIs)

O0beM TUCIUIUIMHBI (MOAYJIS) AJisi 0YHOM (POPMBI 00YUEHHMS COCTaBISIET 2 3a4ETHBIC CIUHUIIBI,
Bcero 72 yaca, U3 KOTOpPBIX 33 4yaca COCTaBJISIET KOHTaKTHasl paboTa 00ydaromerocsi ¢ MmperoaBaTesieM
(16 wacoB 3aHSTHS JIGKIIMOHHOTO THUIA, 16 YacoB 3aHsATUS ceMuHapckoro tuna, 1 gac - KCP), 39 gacos

COCTaBJIIET CAMOCTOsITENbHAsI paboTa 00yUaroIerocs.

O0beM IUCHUTUTHHBL (MOIYJIsI) AJIsl 0YHO-3204HO# (GopMBbI 00yUeHHs] COCTABIISICT 2 3a4eTHHIC
€MHUILIBI, Bcero 72 4aca, U3 KOTOpBIX 17 YacoB cocTaBiiieT KOHTakTHas padoTa oO0ydaromierocs c
npenojaBaTeneM (8 4acoB 3aHATHS JEKIMOHHOTO THIA, 8 YacOB 3aHATHUS CEMHHApPCKOTO Tuma, 1 vac -

KCP), 55 gacoB coctaBisieT camocTosiTeIbHast paboTa 00ydaronierocs.

Conepxanue Q1MCUMILVIHHBI

B ToM uncie

KonTakTHas padora (padora Bo
B3aHMO/IeliCTBHMH C MpenoaaBaTeyemM),
Yachl U3 HUX

3anaTusa 3anaTusa
Bcero JIEKIHOHHO | CEMHUHAPCKOT
HauMeHoOBaHHE H KPaTKOe (uachb1) ro THINA 0 THIIA Bcero

cojiepkaHMe pa3iesioB U TeM
JUCHUTIIMHBI (MoayJist),(popma
NPOMEKYTOUYHOI aTTecTAlMH MO
JUCHHUIIMHE (MOYJT10)

Ounoe

Tema 1. OCHOBHBIE MOHSATHUS U
TEPMHHOJIOTHS IOKYMEHTallMOHHOTO
obecrieueHns ynpaBiIeHHs,
HOpPMAaTHBHO-MeTOIuecKas 06aza
JIeTIONIPON3BOJICTBA

Tema 2. O6mue npaBuna opopMIEHUS
JIOKYMEHTOB

Tema 3. Yrpasnendeckas
JOKYMEHTAIHs: TpeOOBaHHS K
COCTaBJICHUIO U 0(OPMIICHUIO.
TexHousorus paboThl ¢ TIOKYMEHTaMH
Tema 4. JlokyMeHTHpOBaHNE
JIeSITEIbHOCTH KOJUIETHAJIbHBIX OPraHOB
Tema 5. MudopmannoHHO-cIIpaBOYHbIE
JIOKyMEHTHI B TIPO()eCCHOHAITLHOM
JIeSITEIbHOCTH IOpUCTa

Tema 6. le10npon3BOACTBO O
BOIIPOCAM TPYIOBBIX OTHOIICHHI
(kKaJpoBOE JICIIONPOU3BOJICTBO)

Tewma 7. Jlenonpous3BoicTBO 1O
MMUCbMEHHBIM M YCTHBIM O0OpaIleHHsIM
rpaxkaaH

Tewma 8. Opranuszanus
JIOKyMeHT0000poTa. OCHOBEI

CamocTosiTeJIbHA
s1 pabdoTta
o0yuaromerocs,
qacel




APXHUBHOTI'O J€1a

Tema 9. [lokymeHTHpOBaHKE B 000POT
uH(popMaLUK OrPaHUYEHHOTO JIOCTYIa

KCP

Kontpons

HpOMexcyTqua;{ aTTeCTalus — 3a4eT

Tema 1. OcHOBHbIe TIOHATHSI W TEPMHMHOJIOTHS JAOKYMEHTAIIMOHHOIO olecrnevyeHust
yIpaBJIeHHs, HOPMATHBHO-MeTOAMYecKas 0a3a 1eJJONPOU3BOACTBA

OcCHOBHBIE TOHSATHUS M OIpPEIENIECHUs JEJIONPOU3BOACTBA. 3anaud jenonpousBojcTBa. Cocras
HOPMaTUBHO-METOUYECKOM 0a3bl J1eIONpOU3BOJCTBA, 3aKoHOJATeNbCcTBO Poccuiickoit dexepauuu,
npaBoBble akThl IIpesunenta, IlpaButensctBa Poccuiickoit ®enepanuu, (enepaabHbIX OPraHoB
WCIIOJHUTEJIBHOM BJIaCTH B O0JIACTH JOKYMEHTAIlMOHHOTrO obecnedeHus. I'ocyaapcTBeHHbIE CTaHAAPTHI
Ha JOKyMeHTaluio. [ocygapcTBeHHass CHCTeMa JOKYMEHTAllMOHHOTO OOEeCHeYeHHs YyHpaBICHHUS.
YHuuuupoBaHHbIE CUCTeMbl JokKyMeHTauuu. lLlenu, 3amaum, ¢yHkoum ciyx6sr JJOY. @ynkuuun
JIOKyMEHTA.

Tema 2. O6mue npaBusia 0(popMIICHUST JOKYMEHTOB

Crannaptuzanuss W yHupukauus pokymeHToB. Krnaccudukanus nokymeHtoB. HopmatuHbie
TpeOOBaHUS K COCTaBy OCHOBHBIX PEKBU3UTOB M MX oopmieHuto. bianku qokymenToB. TpeOoBaHus K
W3TOTOBJICHUIO, YUYETY, UCIOJIb30BAHUIO U XPAaHEHUIO OJIAHKOB C BOCIIPOU3BEACHHUEM IOCYAapCTBEHHOTO
rep6a Poccuiickoit denepanuu, repooB cyonsekToB Poccuiickoii deneparum.

Tema 3. YnpaBieHueckasi JOKyMeHTauusi: TPeOOBAHMSI K COCTABJIEHUI0O U O(opMIIEHHIO.
TexHoJsiorust pa6oThl C JOKYMEHTAMHU

Cucrema OpraHuU3aIlMOHHO-TIPABOBOM JoKyMmMeHTanuu. [loHATHE W COCTaB OpraHU3alMOHHO-
pacnopsANTENbHBIX JOKYMEHTOB, UX Iopuandeckas cuia. Pa3paboTka W yTBep)kKIeHHE KOMILIEKca
OpraHU3aIMOHHO-TIPABOBBIX JOKYMeHTOB (YcraB, I[lonoxkenus o0 opraHuzanuu, CTPYKTYPHBIX
MO/IPA3/JIENICHUSAX, KOJUIETHANBHBIX U COBEIIATENBHBIX OpraHax; MITaTHOE PAaCHUCaHHe; UHCTPYKIHMH 10
OTJCIBHBIM BHUJaM JICATEIILHOCTH; JOJDKHOCTHBIC MHCTpYyKIwu). Kiaccudukamms u crpykrypa OP/I.
OcHoBHOe Ha3zHayeHHe pacnopsautensHoi noxkymenrauuu (P0). [IpaBuna cocraBnenus u opopmiieHus
OCHOBHBIX PACIIOPSIUTENBHBIX TOKYMEHTOB. CocTaBieHre u 0(OPMIICHHE ITPUKA30B.

Tema 4. JlokyMeHTHPOBaHNE AeSITEJIbHOCTH KOJLUIETHAJIBHBIX OPraHOB

JesTenbHOCTh yupekIeHuH, paboTalomuX Ha OCHOBE KoiernaabHocTu. [locTaHOBKa BOMPOCOB Ha
00CyXJIeHHEe KOJUICTHAIBHBIX OpraHoB. CTpykTypa TekcTa mporokoyia. [lomHble u KpaTkue (GOpMBI
MIPOTOKOJIOB.

Tema 5. UHpopMaLMOHHO-CIIPABOYHbIE JOKYMEHTHI B NPO(eCCHOHAIBHON JAeATeJbHOCTH
OpUCTA.

ITousTne 4 3HaYCHHE WH()OPMAIIMOHHO-CIIPABOYHBIX  JOKYMEHTOB. PasHoBuaHoOCTH
MH(POPMAIIMOHHO-CIIPABOYHBIX JIOKYMEHTOB, HX COCTaBieHue u odopmienue. HMupopmarmonHo-
CIIPaBOYHBIC JJOKYMEHTHI, HCTIOJIb3YEeMbIe B MPO(EeCCHOHATBLHON JESITEIIBHOCTH FOPHUCTA: CIPABKH, aKThI,
JOKJIaJHble U OOBSCHUTETBHBIC 3aMHCKU, JOBEPEHHOCTH, CIy)KEOHbIE MHUCHhbMa, TEIEPOHOTPAMMEBI,
TeJeTrpaMMbl, (PaKCHI.

Tema 6. /[leJompou3BOoACTBO MO BONpPOCaAaM TPYIAOBbIX OTHOIIEHUH  (KagpoBoe
AeJIONPOU3BOJACTBO)



JlokyMeHTHpOBaHHE TPYIOBBIX OTHOHIEHUU. [[oHATHE KaapOBOTO IEIONPOU3BOACTBA. JJOKYMEHTHI
0 JINYHOMY COCTaBy (KaJpoBasi JOKYMEHTAIlUs1) U UX BUBL: TPYAOBBIE JOTOBOPHI, IPUKA3BI 10 TUYHOMY
COCTaBY, TPYJOBBIC KHIKKH. YHUPUITUPOBAHHBIC ()OPMBI TIEPBUYHON YUIETHOW JOKYMEHTAIUH IO TPYIY
u ero orutare. KoHpuaeHManbHOCTh TOKYMEHTOB MO JHUYHOMY cocTaBy. OcoOeHHOCTH OQOpMIICHUS
pes3ioMe, 3asiBICHUM, aHKET, aBTOOHOTpaduii.

Tema 7. Jle101pON3BOACTBO 10 NMCbMEHHBIM H YCTHBIM 00palleHUsAM IPaKIaH

Bunsl oOpamieHuit rpakgaH: TNpeioKEeHUe, 3asBiIeHHe, ajo0a, TEeXHONorus paldoTel ¢
MMCbMEHHBIMU OOpallleHUsIMU TpaXJaH: IpueM oOpalleHus, NnepBUYHas 00paboTKa, perucrpaus,
JIOKJIaJl PYKOBOJMUTENIO O 3apErUCTPUPOBAHHOM OOpallleHUM Ui MPUHATHUS PELICHUs, KOHTPOJIb HaJ
WCIIOJIHEHUEM O0OpalleHus, CHSATHE C KOHTPOJs, aHaiuu3 oOpameHuil. PopmupoBaHue Jei1 1o
oOparieHusM rpaxxaad. OCOOEHHOCTH JIMYHOTO MTpUeMa TPaKAaH.

Tema 8. Opranuszauust 10KyMeHTO000poTa. OCHOBBI APXUBHOIO J1eJ1a

[TonsstTue o pokymeHntoobopore. CTpykTypa M 00LIas XapakTEepUCTUKA JOKYMEHTOIOTOKOB.
Bxopsiue MOKYMEHTBI, UCXOMASIIME TOKYMEHTBHI, BHYTpEHHUE IOKyMeHThl. OpraHuzaius paboThl C
nokymeHTamu. Peructpamus m yder aokymeHToB. KonTpons wucnosnnenus. Homenknatypa nen.
®opMupoBaHuEe U opraHuzauus xpaHeHus jaein. [lepenaua gen Ha XpaHEeHHE B apXHMBBI OpPraHU3aLIUM,
BCAOMCTBCHHBIC, T'OCYJAAPCTBCHHBIC U MYHUIIUIIAJIbHBIC apXUBBI.

Tema 9. lokymMeHTHPOBaHHEe H 000POT HHPOPMALMH OTPAHNYECHHOI0 10CTYIIA

[Tonsatue u Buabl MHPOPMALIUU OIPAaHUYEHHOTO JIOCTYMA: FOCYJapCTBEHHAs TailHa, MepCOHANIbHBIE
JaHHbIE, KOMMEpYecKas W CiyxeOHas TaliHa, HHbIE BUIbl KOH(MUICHIHAIBHON HHQOPMAIIH.
JlokyMeHTUpoBaHHE HH(OpMaIuK OrpaHuueHHOro nocrtyna. OpraHuszanus paboThl € JOKYMEHTaMH,
COJACpKAIMMMHN CBEACHHUSA, OTHCCCHHBIC K FOCYI[apCTBeHHOﬁ TauHe. 3aHII/ITa JOKYMCHTOB, COACPKAIIUX
NEPCOHAJIbHBIE JIaHHBbIE, KOMMEpUECKYyl0 TaiHy. JIOKyMeHTHl "Ais Cily’)kKeOHOTro MOJb30BaHUSA" M HX
00opoT.

4. O0pa3oBaTesibHbIC TEXHOJIOTHH

C uenpio (QOpMHUPOBAaHUS U PaA3BUTHUS COOTBETCTBYIOIIMX KOMIETEHIMH Yy OOydYaromuxcs IMpHu
MIPOBECHUH 3aHATUN O AUCUUIUIMHE UCIIOIb3YIOTCS aKTUBHBIE M MHTEPAKTUBHBIE (POPMBI IPOBEIECHUS
3aHATUHA, B COYETAHHHM C BHEAYAUTOPHOM paboToil ¢ 1enpio  (GopMHpOBaHUS — 3asBICHHBIX
npoeCCUOHATBHBIX KOMIIETEHIINH 00yYaroMXCsl.

VY aenbHbIM BeC 3aHATUHN, IPOBOJAUMBIX B MHTEPAKTHUBHBIX (popMax, OMpeseNseTcs INIaBHON LENbio
(Muccueil) mporpaMMmbl, OCOOCHHOCTBIO KOHTHHIE€HTa OOYYalOIIMXCs, COJEpPKAHUEM TUCIUIUIMHBI
(mepeyHem TeM) U BbIpaOaThIBAEMbIMU B XO/I€ U3YUYECHHUS! TUCHUIUIMHBI KOMIIETEHIIUSMHU.

VY nenbHbIN Bec 3aHATHHA 1O AUCHUIUIMHE, TPOBOJUMBIX B MHTEPAKTHBHBIX (pOpMax, COCTABISET HE
Menee 30% ayIuTOpHBIX 3aHATHI.

3aHATUS JEKIMOHHOTO TUMA Ul COOTBETCTBYIOUIMX I'PYII CTYAECHTOB COCTaBIsAOT He Oosee 50 %
ayAUTOPHBIX 3aAHATHM.

5. YueOHO-MeTOANYECKOE 00ecTieyeHre CAMOCTOSITeIbHOI padoThl 00y4yarommuxcst

B pamkax kypca npenxycMoTpeH KOHTPOJIb 32 CAMOCTOATENLHOI paboTON CTyIEHTOB.
Bunsl camocTosiTenbHON paboOThl CTYAEHTOB:

- IOATOTOBKA K Ja0OPAaTOPHBIM, CEMUHAPCKUM U MPAKTUYECKUM 3aHATUAM;

- IOJITOTOBKA K KOHTPOJIbHBIM pab0OTaM U K KOHTPOJIbHBIM TECTUPOBAHUSAM;

- IOATOTOBKA K IPYIIOBBIM JUCKYCCHUSM U JAEJIOBBIM UTPaM;

- IOJITOTOBKA K 3a4eTy.



N3y4eHne TeopeTHueckoro Marepuana onpeaensercs paboueit yueOHON IporpaMMoi TUCIUIUIMHBI,
BKIIIOUEHHBIMU B HEE KaJCHAApHBIM IUIAHOM H3yUeHHUs TUCIUIUIMHBI M TIEpeYHEM JIUTEpaTyphl;
pEKOMEHAyeTCsl IPU MOATOTOBKE K 3aHATHSAM MOBTOPUTH MaTepual MPEAIIECTBYIONIMX TeM pabodero
y4eOHOro TiiaHa, a TaKKe MaTepualn MPeaIIeCTBYIONNX YYeOHBIX TUCIHUIUINH, KOTOPBIA CIYKUT 0a30ii
M3y4aeMoro paszesia JaHHOW JAUCHUIUTUHBL. [Ipu MOAroTOBKE K MPAaKTUYECKOMY 3aHATHIO HEOOXOIMMO
U3y4YUTh MaTepualbl JIEKIUM, PEKOMEHAOBaHHYK JuTepaTypy. M3ydeHHbII MaTepuan cClenyer
[IPOaHAIM3UPOBATh B COOTBETCTBUH C IJIAHOM 3aHSITHSL, 3aT€M [IPOBEPUTH CTETIEHb YCBOECHUS COJIEP KAHUS
BOIIPOCOB.

[IpakTHueckue 3aHATUS HEPa3pbIBHO CBSA3AaHBI C JOMAIIHUMH 33JJaHUSIMU KaK OCHOBHBIM BHUJOM
TEKyIIEH CcaMOCTOATENbHOW paboThl, SBISISICh, B COYETAHUHM C CUCTEMAaTHYECKUM H3YUYEHUEM
TEOPETUYECKOr0 MaTepuaia OCHOBOM PEeMTUHIOBON OLIEHKU 3HAHUH, (PUKCHpyeMON B MPOMEKYTOUHON U
UTOTOBOW aTTECTALUAX.

CamocTrosTenbHass paboTa MPOBOJUTCS C LEIbI0 YIUyOJeHWs 3HAHUW 10 JUCHUIUIMHE U
IIpelyCMaTpUBaeT:

- IOBTOPEHUE MPOIIEHHOr0 y4eOHOro MaTepualla, YTeHue peKOMEH0BAHHOM JINTEPATYPbI;

- IOATOTOBKY K MPAaKTUYECKUM 3aHATHIM;

- BBIIIOJIHEHUE OOIIMX ¥ UHIUBUAYaJIbHBIX TIOMAIIHUX 331aHUM;

- paboTy € ANIEKTPOHHBIMU UCTOYHUKAMU;

- IOAATOTOBKY K CZlaue 3a4yeTa.

[TnanupoBaHKe BpEMEHM Ha CaMOCTOSTEIbHYIO pabOTy BaKHO OCYILECTBIISATh Ha BECh CEMECTD,
IpeycMaTpuBas IpU 3TOM ITOBTOPEHUE MPOIIEHHOr0 MaTepHraia.

IIpy moAroTOBKE K 3a4eTy CIENYyET PYKOBOJCTBOBATHCS IEPEYHEM BOIIPOCOB JJIS NOATOTOBKU K
WTOTOBOMY KOHTpOJdO 10 Kypcy. Ilpu 3ToM HEoOXOoauMO YSACHUTH CYThb OCHOBHBIX IOHSTHH
JUCLUIUINHBL.

CamocrosiTenbHass paboTa CTYJIEHTOB, NPEXAE BCEro, 3aKiIYarcd B M3YYEHUH JUTEpaTyphl,
JIOTIONTHSIOIIEN MaTepuall, U3jaraeéMblii B JIGKIIMOHHOM yacTu Kypca. Heo0xoanMo oBiaeTh HaBBIKAMU
Ooubnmorpaduyeckoro MouckKa, B TOM YHCIEe B CETEeBhIX MHTEpHET-pecypcax, HAyYUTHCS COMOCTABISATH
pa3IUyYHbIe TOUYKHU 3PEHUS U OTIPEAEIATH METO/IbI UCCIIEIOBAHUIA.

[Ipenmnonaraercs, 4yTo, MPOCIYyIIAB JIEKINIO, CTYACHT JIOJKEH O3HAKOMUTBCS C PEKOMEHI0BAaHHOU
JUTEPATYpPOi U3 OCHOBHOTO CIIHMCKA, 3aT€M OOpaTUTCS K UCTOYHUKAM, YKa3aHHBIM B OnOnuorpaduyeckux
CIMCKaX U3yYEHHBIX KHUI, OCYLIECTBUT MOUCK U KPUTHUECKYIO OLIEHKY MaTepuaia Ha cailtax VHTepHer,
cobepeT He0OX0MMYI0 HH(POPMAIIHIO.

Cy1iecTByeT HECKOIBKO METOA0B PabOThI C INTEPATYPOH.

OavH W3 HUX — METOJ TMOBTOPEHHS: CMBICI MPOYUTAHHOTO TEKCTa MOXKHO 3ayYUTh HAHU3YCTh.
[IpocTroe moBTOpeHHE BO3JACHCTBYET HAa NaMATh MEXAHMYECKH U IMOBEPXHOCTHO. [lomydeHHblE TakuM
MyTeM CBEJICHUS JIETKO 3a0bIBAIOTCS.

Haunbonee 3¢ ¢exkTuBHBIN METOJI — METOJI OCO3HAHHOTO 3alTOMUHAHUS: MTPOYUTAHHBIN TEKCT HY>KHO
MOABEPTHYTh OOJBINCH, YeM NPOCTOEe 3aydWBaHHe, 00paboTke. UToOBI OCHOBaTelbHO 00pabOTaTh
MH(}OpPMaIINIO, BaXKHO MPOU3BECTU LEIBIM PsIi MBICIUTEIBHBIX ONEpalMi: TPOKOMMEHTUPOBATh HOBBIE
JaHHbIE; OIIEHUTh WX 3HAYEHHE; MOCTABUTHh BOIPOCHI; COMOCTABUTH IOJYYEHHBIE CBEICHHSI C paHee
W3BECTHBIMHU.

Jns ynyumenus oO6paboTku MHGOpPMAlMU OYEHb BA)XKHO YCTAHABIMBATh OCMBICICHHBIE CBS3H,
CTPYKTYypHpPOBaTh HOBbIE CBeJeHU. 3yueHne HayuHOH, yueOHON U MHON JUTEepaTyphl TpeOyeT BelIeHuUs
pabouux 3ammceit. @opmMa 3amuceld MOXET OBITh BEChbMa pa3HOOOPA3HOM: MPOCTOW WIIM Pa3BEPHYTHIH
IJIaH, TE3UCHI, IUTAThl, KOHCIIEKT

6. MOH/ OLIEHOYHBIX CPEJICTB JUIA MPOMEKYTOUHOH AaTTeCTAMH MO JHCHUILIMHE (MOIYJII0),
BKJIIOYAIONINHA:



6.1. IlepeyeHb KOMIeTEeHUMI BBIMYCKHUKOB 00pa30BaTeJIbHOH MPOrpaMMbl € YKa3aHHEM
pe3yabTaToB 00y4eHHs1 (3HAHMIA, yMeHHWii, BJaJeHUil), oNMMcaHHe MoOKa3aTejleid M KpUTepHeB

OIl¢CHUBaAHUA KOMIIeTEeHIINii

®opmupyeMbie KOMIETEHIIHH

IInanupyemsie pe3yJbTaThl 00y4eHUs 10 AUCHUILIMHE (MOAYJII0)

OK-3

BJIAJIEHHE OCHOBHBIMHU
METOJaMH, CITI0CO0aMHU U
CpeCTBaMU TTOyYEHUS,
XpaHeHwus, mepepadboTKu
nH(popManuu, HaBbIKAMU
paboOThI C KOMITBIOTEPOM KaK
CpPE/ICTBOM YIPaBICHUS
nHpopManuei

3.1. 3HaTp aKTBl TEXHWYECKOTO pErYJIHpPOBAaHUS M METOIWYECKHE MAaTepHajbl 0
JMIOKYMEHTHPOBAaHUIO HH(POPMAILIMK, BO3HHUKAIONICH B Tmpolecce MpodhecCHOHATbHOM
JIeSITEeNIbHOCTH, U MTHOW I0pUANYECKU 3HAYNMON HH(pOPMAIIHH;

VY.1. YMeTh NPUMEHSTh COBPEMEHHBIE TEXHOJIOTUU 00Pa0OTKH U XpaHEeHHs JOKYMEHTOB.
B.1. Briazers MeTo1aMy TEKYIIETO M ApXUBHOTO XpaHEHUsI JOKyMEHTOB

B.2. Briasets MeToiaMy XpaHeHUs] HHPOPMAIMK OTpaHUYEHHOTO TOCTYIIA.

MK-7

BJIaJICHAE HaBbIKaMU
IIOATOTOBKH IOPUIUYECKUAX
JIOKYMEHTOB

3.1. 3Hate QenepanbHBIe 3aKOHBI W HHBIE HOPMAaTHBHBIE IIPaBOBBIE aKTHI B cdepe
nHpopManny, WHPOPMALMOHHBIX TEXHOJNOTHA M 3amlUThl WHPOPMALWH, a TaKxKe
APXUBHOTO JIeNa;

3.2. 3HaTh CTPYKTYpY U CIIOCOOBI IOKYMEHTHPOBAHHUSI PABOBOM MH(pOPMAIINH;

VY.1. YMeTh cocTaBisiTh U 0GOPMISTH TOKYMEHTBI, B TOM YHCJIe OTHOCsIHecs K chepe
npoQecCHOHANbHON JAEATEIbHOCTH B COOTBETCTBHM C TpeOOBaHUSIMHU (elepalibHBIX
3aKOHOB, MHBIX HOPMATHBHBIX ITPABOBBIX aKTOB U aKTOB TEXHUYECKOTO PETYJIHMPOBAHHUS;
B.1. Brnagers mNOHSTHHHO-KaTeropHajbHBIM aNlapaToM IO JIOKYMEHTOBEIEHHIO W
JeTI0IPOU3BOJICTBY

MK-13

CIOCOOHOCTH MPABHIIBHO H
MIOJTHO OTPAXaTh PE3YIbTAThI
npodeccrHoHaNbHOH

MHOM TOKyMEHTaluu

JIESITETFHOCTH B IOPHINIECKON U

3.1. 3Hare mpaBWia COCTaBICHUS M OQOpMICHHS JOKyMEHTOB, B TOM YHCIIE
OTHOCSIIUXCS K cepe mpodeccCHOHANBEHON NesITeNbHOCTH;

V.1. YMeTs aHanu3upoBaTh COAEPKAHHE M PEKBH3UTHI JOKYMEHTHPOBAHHOW MPaBOBOI
HHpOPMAIIHH;

V.2. YMmeth ohopMIIATH A€M, COCTABIITH HA HUX OMNKCH, TOTOBUTH Ji€Na K Mepeaate Ha
apXMBHOE XpaHEHHUE.

B.1. Bragets MeTO1aMy OpraHU3aliy KOHTPOJIS 33 CPOKaMH HCIIOTHEHHS TOKYMEHTOB H
OIIePaTHBHOTO UX XPaHEHHUE,;

6.2. Onucanye MIKAJ OEHUBAHUS:

IIkaJia oneHUBAHUS KOMIIETEHIMIA

Nupnkatopbl OLIEHKH C®@OPMUPOBAHHOCTH KOMITETEHIIUIA
KOMIETCHUMA He 3auTeno 3aureno
. VYpoBeHb 3HaHMH B 00BEME, COOTBETCTBYIOLIEM
YpoBeHb 3HaHWM HMKE  MHUHHMAJIBHBIX

Ilo1HOTA 3HAHME

TpeboBanuii. Umenn Mecto rpyOble OMMOKH.

nporpaMme IOArOTOBKH. JlOMyIIEeHO HECKOJIBKO
HerpyOBIX OmIMOOK

IIpu
Hannune ymennii

pEIICHWH CTAaHAAPTHBIX 337ad  He
MPOJIEMOHCTPUPOBAHBI OCHOBHBIC YMEHHSI.
Wmenu mecto rpyObie OMIMOKH.

ITpoeMOHCTPHPOBAHEl BCE OCHOBHBIE —YMEHHS.
Pemensl BCe OCHOBHBIC 3a/laudl C HETPYyOBIMH
OI_HI/I6KaMI/I. BBIHOJ'IHBHBI BCC 3aJaHuA, B IIOJIHOM
00BeMe, HO HEKOTOPBIE ¢ HEI0UCTaMHU.

IIpu
Hanuvue HABBLIKOB P

(BJ1aieHNe ONBITOM)

peLIeHUH CTaHJAapTHBIX 3amad  He | [IpogeMoHCTpHpOBaHbl 6a30BblE HABBIKU
MIPOJIEMOHCTPUPOBAHBI 0A30BbIE HABBIKH.
Nmenu mecto TpyObIe OMMOKH.

Inpyu peIICHUU CTAHAAPTHBIX 3aJa4 C HEKOTOPbIMU
HCOO04YCTaMH

VueOHass aKTUBHOCT, M MOTHBAaLug ciabo

VueOHass aKTUBHOCTb U MOTHUBAIUA TIPOSBIIAIOTCS

MoTtuBauus Ha CpeJHEM YPOBHE, JEMOHCTPUPYETCS TOTOBHOCTh
BBIPaKCHBI, TOTOBHOCTH pemaTs

(TMYHOCTHOE BBIIIOJIHATh IIOCTaBJICHHBIE 3aJauyd HAa CpPEIHEM
MTOCTaBJICHHBIC 3amaun Ka4yeCTBEHHO

OTHOLLIEHUE) YPOBHE KauecTBa
OTCYTCTBYIOT

XapakTepucTHKA Komnereniuss B monHOit  Mepe  He | CHOPMHPOBAaHHOCTh  KOMIICTCHIIMH B ICJIOM
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copMupoBanHOCTH | CHOPMHPOBAHA. Nwmeromuxcs 3HAHUH, | COOTBETCTBYET TpPeOOBAHMSAM, HO €CTh HEOYETHI.

KOMIIeTeHIIMHU YMEHUW, HaBBIKOB  HeNocTaTouyHo  Juisd | MMmeromuxcss 3HaHWM, YMEHWM, HaBBIKOB U
pemeHus MPAKTUYECKUX | MOTUBAIIMM B ILEJIOM JOCTaTOYHO JUISI PEIICHUsS
(mpodeccroHabHBIX)  3amad.  TpeOyercs | npakTHYecKuX (MpodeccHOoHaNbHBIX) 3ajad, HO
MIOBTOPHOE 00y4eHHe TpeOyercss  JIONOJHWTENbHAS  INpaKkTHKa MO

HEKOTOPHIM PO ecCHOHANBHBIM 3aa4aM.

Yposenn

copmupoBannocTn | Husknit Cpenauit

KOMIIeTeHI Ui

ITpomesxyTouHas arrecTanus Mo AUCLHUILIMHE IPOBOIUTCS B (hopMme 3auéTa.

3auéT BBICTABJISIETCSI IO WTOraM YCIEIIHOTO BBIIOJHEHHUS 3aJaHui TEKylero KoHTpois. s
MOJy4eHHs 3a4éTa HEOOXOAMMO BBINOJHUTH BCE 3aJaHMs TEKYIIEro KOHTPOJI B COOTBETCTBYIOILEM
CEMECTpE Ha OLIEHKY HE MEHEE UYeM «YIOBJIETBOPUTEILHO.

K 3auéry no yueOHOM OUCLMIUIMHE IO MPEACTABICHHUIO MPENOAABATENs, BEAYIIErO ayIUTOPHbIE
3aHATHS, U PEUICHUIO, IPUHATOMY Ha 3aceaHuu Kadeapsl, He JOMYCKalOTCs 00yYaroIuecs:

1) npontyctuBiue 6omnee 50% MpakTUUECKUX U CEMHUHAPCKUX 3aHATHI;

2) He npouIeIIINe WIH BBIIIOJIHUBILINE HEYAOBIECTBOPUTEILHO KOHTPOJIbHbBIE 3a/1aHus 110 4 1 Ooee
TeMaM Kypca (IIpOX0xkKIeHHE TECTUPOBAHUS, TOITOTOBKA JJOKJIA/I0B).

3auéT mpoOBOIUTCA B YCTHOM (popMe MO yTBEpk AEHHBIM 3aBEAYIOMMM Kadeapon (IUpeKTOpoM
¢wunana) 6uneram. O6s3aTeIbHON ABJISIETCS OATOTOBKA CTYIEHTOM Pa3BEPHYTOrO OTBETA M0 CYLIECTBY
BONPOCOB Owmiera, Ha 4TO OTBOAMTCA He MeHee 45 muHyT. Ha 3auére He momyckaeTcs Halnu4yue y
o0yyaroImuxcs MOCTOPOHHUX NPEAMETOB, B TOM YHCIIE TEXHUUECKUX YCTPOUCTB (MOOMIBHBIX TE€IE(POHOB
U 1p.), MOJb30BAaHUE KOTOPBIMH MOXKET 3aTPYJHUTH JIMOO CAEIaTh HEBO3MOXXHOW OOBEKTUBHYIO OLIEHKY
pe3yJIbTaToOB MPOMEXYTOUHOU aTTectanuu. OOyyarolyecs, HapyIIUBIIME IpaBUiIa NPOBEACHUA 3auéTa,
[0 PELICHHIO IPEToaBaTelisi U 3aBEAYIOIIEr0 COOTBETCTBYIOMIECH Kadeapoil MOryT OBITh yIaleHBI U3
aynutopuu. Ilpm >TOM B 3au€THyH0 BEAOMOCTb YAAIEHHOMY CTYIEHTY IPOCTaBIISETCS OLEHKA
«HEYyOBIIETBOPUTEIbHOY. [Ipu mpoBeeHnn 3a4éra B yCTHOH (opme 1o Omieram OLeHUBAIOTCS oOmiee
IIOHMMAaHHE CTYACHTOM COJIEP’KaHUS U CTPYKTYPBI BOIIPOCA, MTOJIHOTA PACKPBITHS KaXI0TO U3 DJIEMEHTOB
BOIPOCA, CTENEeHb BJaJeHUs 0a30BOW TEPMHUHOJIOTHEH, NMOHMMaHUE NMPHUMEHUMOCTH M OCOOCHHOCTEH
IIPAKTUYECKOIO HCIOJIb30BAHUS H3JIaraéMbIX TEOPETUYECKUX mosokeHud. IIpemogaBatens i
YTOYHEHMsI OLIEHKM BIIpaBE 3a/laBaTh JIONOJHUTEIbHBIE BONPOCHI, IPEIyCMOTPEHHbIE paboueit
MPOrpamMMOH.

YpoBeHb 3HaHUH, 00YYAIOLINXCS ONPEEIISETCS CIeYIOIUMH OIICHKAMU:

Kpurepum oueHok aJis 3a4éra:

OIHEHKA YPOBEHBb IOATI'OTOBKHA
CTyneHT 3HaeT 0a30BYI0 TEPMHMHOJOTHIO TUCHHUILIMHBI, pa30upaeTcs B MPOHJICHHOM Marepuaie, 1aét
3aureHo MpaBUIIbHBIE KOMMEHTapuH. JlomyckaroTcs He3HAauyMTEeNbHBIE HETOYHOCTH M YIYIICHHS B OTBETax,

KOTOPLIC Cepbé?)HO HC MCKAXAIOT COACPKAHUC KypcCa.

OmuOKH B OTBETaX 3HAYUTENLHBIC W CBHJCTEIBCTBYIOT O HEIIPABUIBHOM MPECTABICHUU 00 M3YYCHHOM
He 3aurteno Marepuasie. OTBETHI Ha BOITPOCHI KPATKHE U HE PACKPBIBAIOT OCHOBHBIX MOJIOKEHHI MPOUJIEHHOTO Kypca.

B ciydae nocTukeHUs CTYJEHTOM IIOJIOKUTENBHOIO pe3ysbTara B IPOIECCe MPOMEXKYTOUYHOM
aTTeCTalluH, OJlyYeHHas! OI[eHKa BHOCUTCS B 3aU4€THYIO BEZIOMOCTh M 3a4ETHYIO KHIDKKY 00YYaromerocs.

6.3. Kputepuu u npoueaypbl OHEHUBAHUS Pe3yJIbTATOB 00yUeHHs MO TUCIUTIIAHE
st oneHUBaHUs Pe3yJbTATOB OOY4YEeHUS] B BH/AE 3HAHMN HCHOJb3YIOTCH CJeayHIue

npoueaAyps!l ¥ TEXHOJIOIMHU:
- TectupoBanue



- Pabora ¢ ¢punocopckumu TepMUHAMEI

- JIOKJIa 1Bl

- CUTYallMUOHHBIC 3a1a41

J1s1 olleHUBaHMs pe3yJbTAaTOB O0y4YeHHsl B BH/JIe YMEHHMH W BJAJeHUH HCIOJb3YIOTCS
cjeayonue Npoueaypbl M TEXHOJIOTHH:

- IPAaKTUYECKUE KOHTPOJIbHBIC 3aJaHUS.

Kputepun onenuBanns c(pOpMHPOBAHHOCTH KOMIIETEHI M (Pe3y/1bTATOB):

— JIOTUYHOE U3JI0KEHHE MaTepHualla OCHOBHBIX TEM JUCLUILINHBI,

— YMCHHUEC UCIIOJB30BAaTh U 1aBaTh IMMOACHCHUC OCHOBHBIM TCPMUWHAM W IMMOHATUAM 110 JUCHUIIIIMHE,

— CHOCOOHOCTH MCIIOJIb30BaTh HAYYHBIN MOAXO0/ B U3YYEHUU JAUCIUIIUHBI.

6.4. TunoBble KOHTPOJbHBbIE 3aJaHUsI W HWHbIE MATEePHAJbI, HeOOXOAUMBbIE /JJs OLEHKH
3HAHUM, YMEHH, HABBIKOB

XapakrepucTuka ouneHoyHoro cpeacrsa  OC-1  «TecrtupoBaHue» I KOHTPOJIA
chopmupoBanHocTu kKomnerenuni «OK-3, IIK-7, IIK-13»

OO0mue cBeieHUs 00 OIIEHOYHOM CpeacTBe

TecTupoBaHUe MPOBOJUTCS C UCIIOIB30BAHUEM KOMIBIOTEPHBIX TEXHOJIOTHI U yCTPOUCTB, 1100 6e3
TakoBoro. B mporiecce mpoBeaeHN TECTUPOBAHMSI MPETIOAaBATEIh BHUMATEIBHO CJICIUT 32 TEM, YTOOBI
CTYJICHTBI BBIIIOJIHSJIN 33JIaHUs CAMOCTOSITEIbHO U HE MELIAIH APYT APYTY.

3amanus ¢ BLIOOPOM OTBETA (3aKPBITHIM TECT), 3aJJaHUS «3aMOTHUTE MPOIMYCK B MPEIOKECHUNY
(OTKpPBITHII TECT) OLIEHUBAIOTCS B OJIMH U JIBa 0ajjia COOTBETCTBEHHO.

ITapameTpbl OLIEHOYHOI'0 CpeICTBA

Ouenka YpoBeHb NOJArOTOBJIEHHOCTH, XaPAKTEPH3yeMblil OLIEHKOI
IIpeBocxoaHO 100 % npaBUIBHBIX OTBETOB

OT1nu4HO 90-100% npaBHIIBHBIX OTBETOB

OueHb xX0po1I0 70-89% npaBUIIEHBIX OTBETOB

Xoporio 60-69 % npaBUIBHBIX OTBETOB

Y IOBIETBOPUTEIHHO 50-60% npaBUIIEHBIX OTBETOB

HeynosnerBopurensio | 40-50 % mpaBHIBHBIX OTBETOB

[Tnoxo Menee 40 % mpaBUIBHBIX OTBETOB

IIpumeps! TeCTOBBIX 3aJaHUH:
1. Tloanucanue sBISETCSL:
a) CnocoOoM coracoBaHusl JOKyMEHTA
b) Cmoco6Gom BeipakeHHs OTBETCTBEHHOCTH 3a COJICPIKAHUE JOKYMEHTA
c) CnocoOoM yTBEpKIACHHUS TOKYMEHTA
d) Croco6oM 03HAaKOMIICHHS C COICPKAHMEM JOKYMEHTA
e) EnuHCTBEHHBIM CIIOCOOOM yIOCTOBEPEHHS JOKYMEHTA

2. 3aroJI0BOK K TEKCTY MPOTOKOJA JJOJKEH (OPMYITUPOBATHCS B
a) BHMHHTEILHOM Majexe (Koro, 4ro?)

b) nmarenpHOM manexe (komy, yemy?)

C) TpemIoKHOM Taaeke (0 uem?)

d) poaurenpHOM majaexke (KOro, yero?)

3. PexBusut «Busa» ucnonsiyercs




a) Ilpu BHyTpeHHEM COTJIACOBAaHHMH JIOKYMEHTA

b) Tlpu cormacoBaHHU TOKYMEHTA C BHEIIHEH OpraHu3aluei
C) s GpuHAHCOBBIX U 0COO0 OTBETCTBEHHBIX JOKYMEHTOB
d) Bo Bcex cimydasx

4. YKa3aHus 10 UCTIOJIHEHHUIO JIOKYMEHTA COJIEPXKATCS B PEKBU3UTE
a) TeKCT JJOKYMEHTa

b) rpu¢ yrBepxaeHus

C) 3aroJIoBOK K TEKCTY

d) Hu B KakOM

5. CornacoBaHue ObIBaeT:

a) BHyTpeHHHM W BHEIIHHM

b) IlomHBIM M KpaTKUM

C) CIOXHBIM U IPOCTHIM

d) C pykoBoauTeNeM YUpeKACHHS U C PyKOBOIUTEIEM IOAPa3ICICHHS
e) C BBILICCTOSIINMH PYKOBOJUTEISIMH UITH OpTraHU3aIHSIMHU

6. aty «9 mas 2000 rosa» B TOKyMEHTax cleAyeT NPOCTABIATh KaK
a) 09.05.2000

b) 9 mas 2000 r

c) 09/05/00

d) 09-05-00

7. PekBu3uthl «IMOIeMa nipennpusatus» U « HauMeHoBaHMe NPEIIPUSITUSNY PACIIONIATAI0TCSI
a) B BepxHeil yacTu nmcTa — cieBa B yIily WM B IIGHTPE

b) B BepxHeii yacTu 1ucTa

C) B ueHTpe BepxHero moss

d) B mpaBom BepxHEM YTy

e) pyr mox apyrom

8. B npuioxeHnu K pacropsAUTEIbHOMY JOKYMEHTY Ha IIEPBOM €TI0 JIUCTE B IPABOM BEPXHEM yTITy
MUITYT:

a) «IIpunoxeHue»

b) «IIpunoxxeHue» ¢ ykazaHHEM HAUMEHOBaHHSI PACHIOPSIUTEIBHOTO JJOKYMEHTA

C) «IIpunokeHue» ¢ ykazaHHEeM HAMMEHOBAHUS PacOPSIUTEIBHOTO JOKYMEHTa, €ro IaThl U
pEerucTpalioHHOr0 HOMeEpa

9. Kpartkoe U37I0KeHHE CMBICTA JOKYMEHTA COIEPKUTCS B PEKBU3UTE
a) pe30IIOIHUs

b) Tekct mokymeHTa

C) OTMEeTKa O KOHTpOJe

d) 3aroyloOBOK K TEKCTY

10. Ilognuce oTaensercs oT TEKCTa
a) HWurepBagom

b) 2 uHTepBaNaMU

C) 3 uHTepBaIaMH

11. [leyaTs Ha JOKyMEHTE MPOCTABISETCS HA
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a) TOMMKCH U JOJDKHOCTH MOIITHCABIIECTO
b) pexBuzute « Y TBEPXKIAIO»

C) KOMUsX JOKYMEHTa

d) pekBusute «/lata»

€) JUYHOM MOIIKCH JODKHOCTHOTO JIUIIA

12. AnpecaToB B 0IHOM JIOKyMEHTE MOXKET OBITh
a) TOJBKO OJMH

b) He Gonee Tpex

C) He Oosee yeThIpex

d) ckobKO HEOOXOTUMO

13. IIpaBuiibHas JOMyCTHMAs HyMepalys pasieiioB, MOAPa3AeioB, IIyHKTOB U MOAMYHKTOB
JIOKYMEHTA

a) I 11, 1l

b) 1,2 3

C) a,0,B

14. OTmeTKy 00 UCHIOJTHUTENE JOKYMEHTA MPAaBUIbHO PACIIONOKUTD B

a) JIeBOM HIDKHEM YTITy JIMIEBOM MM OOOPOTHOM CTOPOHBI IEPBOTO JIUCTA JTIOKYMEHTA

b) mpaBoM HW)KHEM YTy JTHIEBOW MK 00OPOTHOM CTOPOHBI MOCIIECIHETO JINCTA TIOKYMEHTA
C) JIEBOM HIIKHEM YTy JIMIIEBOM MM OOOPOTHOW CTOPOHBI TIOCIIEIHETO JUCTa JOKYMEHTa

15. YcnoBHOe 0003HauCHHE TIOKYMEHTa, IPUCBANBAEMOE €My TIPH PETUCTPALIUH, Ha3bIBACTCS
a) PerucrpaunoHHbIi HHACKC

b) IlopsakoBsiii HOMEp

C) YdeTHbIN HHIEKC

d) PerumcrpannoHHBIH HOMED

16. PexBusuta “Ha3Banue BU1a TOKyMEHTa HET
a) Bo BHYTpeHHUX JOKyMEHTaX

b) Bo BHeNIHHX JOKYMEHTax

C) B mmcemax, akcax, TenerpaMmax

d) B HEKOTOpBIX JOKyMEHTaX

17. AnpecHble TaHHBIE PEANPUITUS YKA3bIBAIOT
a) B mo0bIx

b) Bo BHemHuxX

C) B mmcemax, akcax, TenerpaMmax

d) TI'me sTo HEOOXOAMMO

18. OcHOBaHWe U3aHMUS MIPHUKA3a B CBSI3H C pEOpraHu3aIieil CTPyKTypbl yIIpaBiaeHUs B Gupme
COJICPXKUTCS B

a) 3aroJioBKe

b) koHcTaTHpyOIIel YacTH TeKCTa MPHUKa3a

C) mnosurmu Tekcta « OCHOBaHHE

d) mpuaaraemMbIX JOKyMEHTax

€) pacmopsIUTENbHON YaCTH TEKCTa MPUKa3a
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19. BeI cunTaere, 4To AU yIIydIIeHHs JAEIOMPON3BOJICTBA Ha BareM npeanpusiTuu HyKHO
3aKyMHUTh U YCTAHOBHUTH JIOMOJHUTEIILHOE MPOrpaMMHoe obecriedenne. CBOM MPEIOKEHHS IS
pykoBozcTBa (pupMbl Bel MoXkeTe 000CHOBATH B

a) mucbMe

b) pemenun

C) akre

d) cmopaBke

€) OKJIaTHOM 3aImicKe

20. ITo comeprkaHMIO TIPUKa3bl OBIBAIOT:

a) IlpocTheie U CIOXKHBIC

b) Ilo OCHOBHOI1 NESATENEHOCTH U 110 TUYHOMY COCTaBY

C) BHyTpeHHHE U BHEIIHHE

d) IlonHble u KpaTKue

e) C yrJIOBBIM U MPOIOJILHBIM PACIIOI0KEHHEM PEKBU3UTOB

XapakTepucTuka ouneHoyHoro cpeacrea OC-2 «KourtpoabHasa padoTta» I KOHTPOJIA
chopmupoBanHocTu komnerenunii «OK-3, IIK-7, IIK-13»

Oo0mue cBeneHus 00 OLICHOYHOM CpE€aACTBE
KOHTpOJ’IBHa}I pa60Ta MO3BOJIACT OUCHUTh KOMIIJICKC IMOJIYUYCHHBIX B IIPOLECCC O6y‘leHI/IH HaBBbIKOB.

ITapameTpbI OLIEHOYHOTO CPeICTBA

Ouenka YpoBeHb NOATOTOBJIEHHOCTH, XapaKTepU3yeMblii OlIeHKOii

IIpeBocxonHO 3ajaHue BBIIIOJIHEHO B ITOJTHOM 00beMe (BCE MOCTaBICHHbIE 33/1a41 PEICHBI), OTBET JIOTUYEH U
000CHOBaH, O0YYAIOIIUICS OTBEYACT YETKO M MOCIEA0BATEIFHO, TOKA3bIBACT INTyOOKOE 3HAHUE
OCHOBHOT'O H JIOTIOJIHUTEIILHOTO MaTepralia

OT1imaHO 3aZlaHI/Ie BBIIOJIHEHO B IIOJIHOM 00bEMe (BCG IIOCTABJICHHBIC 3a1a4n peIHeHI)I), OTBECT JIOTUYCH U
O6OCHOBaH, 06yqa}0m1/1171c;1 OTBCYACT YCTKO U MOCJIICIO0BATCIIBHO, IIOKA3bIBACT FJ'Iy6OK06 3HAaHUC
OCHOBHOT'O MaT€puaia

OdeHp XOpoIIIo 3amaHve BHIITOIHEHO B ITOJIHOM 00BheMe (BCE TIOCTABIICHHBIE 3a/Ia4X PEIICHBI), OTBET JOTHYCH U
000CHOBaH, O0YJAIOIIUIICS OTBEYAET YETKO U TOCIIEOBATENFHO, TIOKA3EIBACT TIIyOOKOE 3HAHNE
MaTepuaia, AOMYIICHO He 0oJiee 2 HETOYHOCTEH HEMPUHIMITHAILHOTO XapaKTepa

Xopo1io 3ajiaHue BBINIOJIHEHO B ITOJHOM 00beMe (BCE MOCTABJICHHBIC 33/1a41 PEIeHBI), OTBET JIOTMYEH U
000CHOBaH, JOMYIIEHB HETOYHOCTH HEMIPHHIUIIHAIBHOTO XapaKTepa, HO 00yJaronuics
ITOKAa3bIBACT CUCTEMY 3HAHWUM 110 TEME CBOMMHU OTBETAaMH Ha MOCTABJICHHBIC BOTIPOCEHI

Y 10BIIETBOPUTETHHO 3amaHue BBIMOJHEHO HE B TIOJIHOM 00beMe (pereHo 6osee 50% MoCTaBIeHHBIX 3a1a4), HO
o0y4Jaromuiicst A0MycKaeT oIMOKN, HapylIeHa MOCIeA0BaTeIbHOCTh OTBETA, HO B I1E€JIOM
pacKpbIBaeT coJiepKaHie OCHOBHOTO MaTepuaa

HeynoeneTBoputenbHO | 3ajaHue BBITIOIHEHO HE B MOJHOM 00beMe (pemieHo MeHee 50% MocTaBICHHBIX 3a/1a4),
00yJaIOIIUIACS TAaCT HEBEPHYIO WH(GOPMAIIHIO IIPU OTBETE HA MOCTABJICHHBIC 33]1a4H, IOMYCKAeT
rpyObIe OMMUOKH MIPU TOIKOBAHUH MaTepHalia, IEMOHCTPUPYET HE3HAHNE OCHOBHBIX TEPMUHOB U
TOHATHH.

IInoxo 3aHaHI/Ie HC BBIIIOJIHCHO, 06yqa}01111/11710;1 JACMOHCTPHUPYCT IMOJTHOC HE3HAHUC MAaTCpUajia

Bonpocek! 111 KOHTPOJILHOM padoThI:

1. Tlonstue nnpopmarmu, HHGOPMAIUI KaK 00bEKT MPABOBBIX OTHOIICHHIA.
2. IlpaBoBas nH(OpMaLU U €€ CTPYKTypa.
3. TlonsATne nenonpou3BOACTBA, €TO LETH U (PYHKIINH.
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4. 3akoHOmaTeNbCTBO 00 MHPOPMALINH, TPABOBOE PETYIUPOBAHUE ICIOMPON3BOJICTBA.

5. Tlopsmok ucnonb30BaHUs TOCYAapCTBEHHOTO si3bIka Poccuiickoit deneparuu npu
JOKYMEHTHPOBAHUH OPHUIIHATHHON HH()OPMAITHH.

6. IloHATue u BUIBI JOKYMEHTOB.

7. YHUUKANMA U CTaHAAPTH3ALUSA JOKYMEHTOB. YHH(DHUIIMPOBAHHBIE CUCTEMBI IOKYMEHTALINH.

8. CrpyKTypa u colepkaHue JOKyMEHTa.

9. CoctaB 1 0OCHOBHBIE TpeOOBaHUS K O(POPMIICHHIO PEKBHU3UTOB JIOKYMEHTA.

10. Opranu3anroHHO-pacIOPAIUTEIbHbIE JOKYMEHTHI: IIOHATHE, COCTAB, IOPUINYECKas CUIIA.

11. Xapakrepuctuka henepanbHOro 3aKOHa KaK JOKYMEHTA, €r0 CTPYKTypa U PEKBU3UTHI.

12. OcHoBHBbIE TpeOOBaHUS K 0OPMIICHUIO PACTIOPSIIUTEIbHBIX JOKYMEHTOB.

13. IloHsATHE 1 HAa3HAUEHUE OPTAHU3AMOHHBIX JIOKYMEHTOB.

14. NudopmaninoHHO-CIIPaBOYHbIE JOKYMEHTBI: ONpeAeIeHNe, BUIbl, (YHKIINU.

15. CrpykTypa, cofepxaHue U BUIbI IPOTOKOJIOB.

16. ITonsTHe 1 KIaccu(puKausa JOKYMEHTOB IO JIUYHOMY COCTaBY.

17. YuuduuupoBanHble pOpMbI NEPBUUHOMN YUETHON TOKyMEHTALUU IO TPYy U €ro OIjaTe.

18. OcobeHHOCTH TOKYMEHTUPOBAHUS TPYAOBBIX OTHOIICHUH.

19. JTokyMeHTO000POT 1 TOKYMEHTOIIOTOKH.

20. Perucrpanus u yder 10KyMeHTOB. CUCTEMBI 3IEKTPOHHOTO JOKYMEHTO000pOTa.

21. ®opmupoanue nen. Homenkiarypa nmen.

22. OcHOBHBIE TPeOOBAaHUS K MOATOTOBKE /1€ JUIs Iepeiadl Ha apXUBHOE XpaHEHHE.

23. J1enonpou3BOJICTBO 110 OOPAMIECHUSAM TPaK/IaH.

24. OCcHOBBI IIPABOBOT'O PETYJIUPOBAHMS JIETIONPOU3BOACTBA B OpraHax MUCIOJIHUTEIbHON BIACTH.

25. TloHsTHEe ¥ 0OCOOEHHOCTH CYyIeOHOTO JSIONPOU3BOICTBA.

26. Perucrpanus, yder 1 opopmIIeHHE Je] B pailOHHOM CyJIe.

27. Ilonarue u BUABI HHGOPMAITUHE OTPAHUICHHOTO JJOCTYTIA.

28. Opranusanus padoThl ¢ JOKyMEHTaMH, COJEPKALIIMH CBEACHUS, OTHECEHHBIE K
roCyJapCTBEHHOM TailHe.

29. 3ammTa JOKyMEHTOB, COJIepKallluX EPCOHATIbHbBIE JaHHbIE, KOMMEPYECKYIO TalHY.

30. okymeHTHI "1i1st ¢y ’eOHOT0 MOIb30BaHusA" U UX 000POT.

KonTposabHble 3a1anus mo teme 3

3ananue 1. Paspadorarh YIJoBOil M TNPOAOJbHBLIA OJaHK NpPHKa3a A1 KOHKPETHOM
OpraHu3aumu:

BapuanTel 3ananuit

1. BAKPBITOE AKIIMOHEPHOE OBIIECTBO «PEAJI» (3AO «PEAJI»)
440011 r. [Tensa, yn. JlepmonToBa, 56/7

OKIIO 32165566, OI'PH 4312311122448, MHH/KTIII 3245613750/324561375
Hupexrop .M. lebenen

CtpyKTypHBIE IO/IpA3/ICTICHUS:

Byxranrepus, ri. 6yxrantep O.J1. IBanoBa

Otnen mapketunra, HadanbHUK oTaena O.A. CaHoBa

DxoHOMUYECKU oTAen, HauanbHUK otaena O.I1. Kpyinb

2. OBILIECTBO C OTPAHUYEHHOM OTBETCTBEHHOCTBIO «Apcenam»
421100 r. YapgaHOBCK, ya. Mupa,11

OKIIO 12343254, OI'PH 1233431231231, UHH/KTIII 4321767540/432176754
Hupexrop JIJI. IlIkaes

CTpyKTypHbIE OJpPA3AETICHUS:

byxranrepus, ri. 6yxrantep M.U. Jlusens
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OTtnen MapkeTHHTa

[Ipon3BOACTBEHHBIN OTIEI

3. OTKPBITOE AKIIMOHEPHOE OBIIECTBO «AJIAH+»

321144 r. Camapa, ya. K. Mapkca, 66/9

OKIIO 21443612, OI'PH 5453216523412, MHH/KTIII 8756425430/875642543
Hupexrop JI.W. 3H01

CTpyKTypHbIE OJpa3AEICHUS:

Bbyxrantepus, ri. 6yxrantep A.P. Bebep

Kommepuecknii otaen, HavansHuk otaena FO./l. liBues

Xo3siCTBeHHBIN OTAeH, HadanbHUK oTaena JI.J[. Cemuna

4. 3AKPBITOE AKIIMOHEPHOE OBIIECTBO «EBpoceTs»

234255, r. Kazauns, np. Bo3poxaenus, 2

OKTIO 14325432, OI'PH 1432543624351, UHH/KIIII 1213624160/121362416
Hupexrop B.E. Enuna

CTpyKTypHbIE Opa3AEICHUS:

Bbyxrantepus, ri. 6yxrantep P.P. Penun

Otnen MmapkeTuHra, HadanbHUK oTAena JI.M. Ilerpos

Toproselil oTaen, HauanbHUK otaena P.C. Anekceesa

5. TOCYJAPCTBEHHO YHUTAPHOE ITPEAITPUATUE «ATPOCEPBUCY (I'YIT
«ATPOCEPBHUCy)

443310, r. [lensa, yn. TeprnoBckas, 43

OKIIO 56341853, OI'PH 8167452856118, MHH/KIIII 6147491650/614749165
Hupexrop 10.B. Kanyctun

CtpyKTypHbIE IOAPA3ICICHUSA:

IImanoBemii otnen, HaganbHUK oTaena K.E. Koctun

Toprosslii oTaes, HayanbHUK oTAena B.®D. Oenun

6. OBILIECTBO C OTPAHUYEHHON OTBETCTBEHHOCTBIO «®OTOH)»
413122, r. CapaHck, yia. Y napHas, 55/9

OKIIO 22441165, OI'PH 1234543212312, UHH/KTIIT 2121341320/212134132
Hupextop I'.I'. HemkoB

CtpyKTypHBIE IO/IpA3/ICTCHUS:

Byxranrepus, ri. 6yxrantep C.C. BusryHos

IImanoBEI oT/IEN, HAYanbHUK OoTaena B.P. Promun

[IpounsBoACTBEHHBIN 0THEN, HaYaabHUK oTAena JI.O. OukuH

7. OTKPBITOE AKIIMOHEPHOE OBIIECTBO «CTAPT»

221133, r. Caparos, yi. b.Haropnas, 44

OKIIO 32143523, OI'PH 5432123454351, MHH/KIIIT 5476841580/547684158
Hupextop C.1O. FOpun

CTpyKTypHbIE OJpPa3AETICHUS:

IInaHOBEIN OTHEI, HAYAILHHUK OoTAea A.A. AHHHKOB

Otnen mapketunra, HadanbHuk otaena [LIL. Iletpos

Toprosslii otaen, HavaasbHUK oTAena K. A. [1y3pipbKoB

8. MYHUITUIIAJIBHOE YHUTAPHOE IIPEJIIPUSTHE «3EJIEHCTPOI» (MYII
«3EJIEHCTPO»)

412211, r. [len3a, yn. 3enenas, 1

OKIIO 57382547, OI'PH 76853265241653, UHH/KIIIT 3311442670/331144267
Hupexrop B.JI. [llabanoB

CtpyKTypHBIE IOAPA3IECICHUSA:

byxranrepus, HauanbHuk Oyxranrepun H.E. Ilnankun

[1nanoBBIi oTAEN, HavanbHUK oTAena O.A. Mopo3osa
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XO03sMCTBEHHEBIN O0TACH, HauanpHuK otAeia I11.J1. Ko3mnos

9. 3AKPLITOE AKIIMOHEPHOE OBILIECTBO «MOJUC-CEPBUC»
332561, r. Mockaa, yi. TBepckas, 33

OKIIO 87967573, OI'PH 5567451879352, MHH/KIIII 1234565430/123456543
CTpyKTypHbIE OJpPA3AETICHUS:

IIpou3BoACTBEHHBIN OTEI, HaYalIbHUK oTAena P.M. Poros

XO03sMCTBEHHBIN OTACH, HaualbHUK otAeiaa B.B. Bacuinnes

Otpnen MmapkeTuHra, HayanbHUK oTaena J1.J. MaTBeeBa

10. OBILLIECTBO C OI'PAHMYEHHOM OTBETCTBEHHOCTBIO «IMITYJIBC»
514233, r. Tseps, yia. Mupa,76

OKIIO 56465747, OI'PH 2341326527124, MHH/KIIII 6543765870/654376587
CtpyKTypHbIE IOAPA3ICICHUSA:

byxranrepus, HauanbHuk Oyxranrepun B.B. ®omun

[1nanoBsIit oTaen, HayanbHUK oTAena JI.C. MuryHos

Otnen mapkeTuHra, HadanbHUK oTAena P.I1. Myxuna

KonTpoJubHblie 3axanns no reme 4

JIOKYMEHTHPOBAHUE AEATEIbHOCTH KOMIErHaabHBIX OPraHOB
Jns cBOEro BapuaHTa NOATOTOBUTH COBEILIAHUE, JUISl 3TOTO:

1. cocTaBUTh MOBECTKY JIHS;

2. OIpeAeNIuTh KPyT YYaCTHUKOB U BpEMs COBEILAHUS;

3. COCTaBUTH MOJHBIA U KPATKHUI MPOTOKOJI BAIIETO COBEIIAHMUS.

Bapuanr 1.

3AKPBITOE AKIIMOHEPHOE OBHIECTBO «PEAJI» (3A0 «PEAJI»)

440044 r. Mockasa. yi. Moiika, 56

OKIIO 8273632, OI'PH 837465018, MHH/KIIIT 27849040/08655323

Hupexrop JI.JI. Banunu

Byxrantep P.O. ConoBbeBa

Oxonomuct H.H. Baguna

[Tpencenarens npodxroma E.JI. JlroOnHa

[ToaroTOBUTH MPOTOKOJI COOpaHMS TPYJOBOTO KOJJIEKTHBA O IMPOBEJACHHE CyOOOTHHKA, KOTOpOE
cocroutcs 23 anpesns 2005 r.

Bapwuanr 2.

OBII[ECTBO C OTPAHUYEHHOM OTBETCTBEHHOCTBIO « APCEHAJI»

736453 r. YaeanoBck1076, yia. Mupa,21

OKIIO 1223356, OI'PH 77566435, MHH/KIIIT 213457/086553

Hupextop P.A. Pennna

byxranrep IL.I1. [IInaes

Hauanbauk otnena mapketunra B.YO. 3Hoi

I'maBub1ii 5xoHOMUCT T.W. BaeBa

[Tpencenarens npodxroma B.J[. Kpyrios

[ToAroToBUTH 3acelaHue COBETa JUPEKTOPOB 00 ydacThe B MEXKTyHapojHOW BbicTaBke «IIpodu-
2005»

Bapuanr 3.
3AKPBITOE AKHMOHEPHOE OBHIECTBO «MOJAMC-CEPBUC)
872653, r. Mockaa, yi. TBepckas,98/3
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OKITIO 5436236, OI'PH 16523435, MHH/KIIII 513457/642463

Hupexrop IL.II. ITaBoB

HavaneHuk npoussoactBeHHoro otaena P.O. ConoBbes

I'naBnblit Oyxranrep C.M. Muxaiinosa

Havansnuk otaena mapkerunra T.b. bupkosa

[Ipencenarens npodroma A.JIL. JleoHoBa

[ToaroToBUTH MPOTOKOI COOpaHUS aKIIMOHEPOB 00 OTKphITHE (huinana B T. [lense

Bapuanr 4.

OBILECTBO C OTPAHUYEHHON OTBETCTBEHHOCTBIO «3APST»

532416, r. Ilen3a, yn. Boponona, 54

OKIIO 432153, OI'PH 4313435, UHH/KIIII 764457/642321

Hupexrop O.0. CumgopoB

I'naBubiit Oyxrantep JI.JI. KpacHos

IOpuctkoncynsT O.1. Byrpos

ITpencenatens npodxoma b.b. [letpos

[TonroroBuTh NpOTOKON coOpaHus 00 0Opa3oBaHMU (PYHKIHMOHAJIBHOTO MOJpa3iesieHusl OTlena

uHpOpMaTHU3ALIUH.

roaa.

Bapuanr 5.

OTKPBITOE AKLIMOHEPHOE OBIIECTBO «POCTXJIEBKOMBUHAT»

123543, r. PoctoB-Ha-/lony, yn. ®pynse,7

OKIIO 487653, OI'PH 311435, MHH/KIIII 4357/664321

I"'enepanbhsblil nupexrop I'.JI. 3axapos

I'maBubiif Oyxrantep O.1O. FOnuna

I'nmaBHBIN pkoHOMUCT b.JI. bonnuna

[Mpencenarens npopkoma T.1O. Tunua

[TonroToBUTH 3acefaHre COBETA JAUPEKTOPOB OTYET O paboTe xyiebokomOuHaTa 3a OKTAOpHL 2005

Bapuanr 6.

OTKPBITOE AKIIMOHEPHOE OBHIECTBO «CTAPT»

223346, r. CapaHck, yi. Jlenuna, 76

OKIIO 1223356, OI'PH 77566435, MHH/KIIII 213457/086553

Hupexrop V.®. MusryHosa

Havansuuk mnanosoro otaena H.E. Ouknn

Havansnuk npoussoncreenHoro oraena ILII ITaBnosa

IIpencenarens npodroma B. /1. Jlemun

[ToaroTOBUTH MPOTOKOJ 3acelaHusl Ha KOTOPOM oOcyskaaercsi paboTa oTaena HHPOPMATU3AIUH TIO

o0ecrneyeHnro ACATCIIbBHOCTH OpPraHU3alnu.

Bapwuant 7.
MYHUIMUITAJIBHOE YHUTAPHOE [MPEAITPUATHUE «3EJIEHCTPOI» (MVYII

«3EJIEHCTPOI»)

635341, r. Ilen3a, yn. 3enenas, 54

OKITIO 487653, OI'PH 311435, MHH/KIIII 4357/664321
Hupexrtop B.I'. Mopo3os

Hauanpuuk xo3saiictBennoro otaena M.C. Murmn
Hauanpuwk nmangoBoro oraena T.U. JImHpkoB
ITpencenatens npodxroma JI.O. Koznosa
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HO[[FOTOBI/ITI) IIPOTOKOJ co6paH1/191 O 3aKJIIOYCHHU IOOroBOPOB O XO3SHCTBECHHOM JACATCIIBHOCTH
OpraHu3alnuu.

Bapuasnr 8.

MYHULIUITAJIBHOE YHUTAPHOE ITPEAITPUATUE «KAPAT» (MVII «KAPAT»)

716253, r. Caparos, yi. b.Haropnas,98

OKIIO 8273632, OI'PH 837465018, MHH/KIIII 27849040/08655323

Hupekrop I1.IO. Anekcees

Havansnuk manosoro oraena ILI. I'opun

HavanbHuk xo3siictBeHHOro ornena A.M. Mapunun

[Ipencenarens npodproma N.0O. O3zepos

[ToaroroBuTh MpoTOKOJ coOpanus o BbyABMKeHHE B.1O. IlmeHnuHol Ha nMpUCBOEHHE MOYETHOTO
3BaHMs «3aciy>KeHHbIN paboTHUK POy

Bapuanr 9.

I'OCYIAPCTBEHHO YHUTAPHOE IMTPEAITPUATHUE «AT'POCEPBUC» (V11
«ATPOCEPBHUC»)

334455, r. Kazans, yi. IIponerapckas, 76

OKIIO 1223356, OI'PH 77566435, MHH/KIIII 213457/086553

Hupexrop I1.P. IIlianos

['nmaBnbIii sxoHOMUCT A.Jl. [lemuna

Hauansauk mianosoro otaena M.I'. Po3osa

[Ipencenarens mpodroma B.C. Cemon

[ToaroToBUTH MPOTOKOI cOOpaHUs O MPEeMUPOBaHUH pabOTHUKOB 3a 2005 roz.

Bapwuanrt 10.

IF'OCYJAPCTBEHHO YHUTAPHOE TIPEAITPUATUE «BOCTOK» (I'VII «BOCTOK»)

128790, r. Ilepmb, yin. MockoBckas,66

OKIIO 487653, OI'PH 311435, MHH/KIIIT 4357/664321

Hupextop IL.I1. Hukonenko

I'maBub1it 5xoHOMHUCT b. K. Kamesa

I'maBnsiii Oyxranrep A.Jl. {onoTos

[Tpencenarens npodrkoma M.C. UeboTaps

[ToAroTOBUTH MPOTOKOJ COOpaHUS O JOMOJHUTEIHHOM BBIJEIIEHUH KOMITBIOTEPOB JJISl IJIAHOBOTO
oTena.

KouTtpoJabHble 3a1anusi no teme 6

JIOKYMEHTHPOBAHUE B CUCTEME TPYJAOBBIX OTHOIICHHI

1 BapuaHT

CocraBbTe HOKIaAHYIO 3amucKy Oyxrantepa Tumommnuoit WM. II. rmaBHomy Oyxranrepy (Qpupmbl
«Pyoun» babuueny ILIL. ot 15.09.1998 o mpouseaeHHoit TumommmHoi WM. II. mpoBepke BBIMOTHEHUS
npukaza gupekropa ¢upmer ot 12.01.2000 Ne 92 «O cocrosHMM OyXTajTepcKOro yuera Ha
CTpOUTENLCTBE 0a3bl OTAbIXa B paiioHe OOckoro mMopsi». B mpukasze ObUM yKa3aHbl KOHKPETHBIE CPOKU
JUKBUJAIIMN HEJIOCTaTKOB, OOHapyxeHHBIX B siHBape 2000 r. B nokiamHOW 3ammcKe JOJDKHO OBITh
OTMEUYEHO BBHINIOJHEHHE BCEX MYHKTOB IMPHKa3a, 3a UCKIIOYEHHEM IyHKTOB 00 OpraHu3aluu
PaBHOMEPHOU €XEIHEBHOM clayu paboynMu HapsiioB Oyxrantepy. BeisiBneno, uto 25 despans 1998 r.
ObLI0 caHo ToabKo 35,2% Beex HapsaoB. OcranbHble Hapsaabl caanbl 1 mapta. [lo rpaduky cpok caauu
MOCJIEHUX HapsIOB 3a MPOLUIbIM Mecsl] yCTaHOBJIEH MEPBOT0 4Mcia cieayomero Mecsaua. OcTanbHble
JTAaHHBIE YKAXKUTE CAMOCTOSITENBHO.
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Bapuanr 2

CocraBbTe [JOKIAJHYI 3alMCKy IJIABHOTO OyXraiarepa AMPEKTOpY 00 wurorax paboTsl IO
LEHTpaJIM3alui pacyeToB ¢ pabounmu u ciayxamumu B BII 3aBoma. LlenTpanuzanus pacyeTtoB aajna
BO3MOXKHOCTb IIEPEBECTU Ha APYTYI0 pabOTy NATh OyXraiaTepoB LIEXOB, YMEHBIIUTh OIMIMOKH B pacyeTax C
pabounMu M CHOy>KallMMH, YCHJIUTb KOHTpPOJIb 3a pacxojoBaHueM (OHIOB 3apaboTHOM IuiaThl. B
3aKJIIOYEHHE HEO0OXOJMMO IOCTaBUTh BONPOC O MPEMUPOBAHUU pabOTHUKOB Oyxranrtepun u BII,
o0ecrneynBaroIuX Nepexo] Ha LEHTPAIU30BaHHBIN pacueT 3apaboTHOM muiatel Mo 3aBoxy. OcTaibHbIe
JTaHHbIE YKAXKUTE CaMOCTOSITENILHO.

Bapwuanr 3

IToAroToBUTH NOKIAAHYIO 3alIUCKY OT HMEHU HayajbHUKA YNPABJICHUS KaJpOB aJIMHUHUCTPALIUAU T.
Tiomenu IletpoBa CH. Ha wuMs pyKOBOIWTENs ammapara IpaBUTENbCTBA TIOMEHCKOW 00JacTH
I1.B.Copokuna. B noknaaHo# M310XKHUTh cBeleHUsI 00 00pa30BaHUM U BO3PACTHOM COCTaBe PaOOTHUKOB
aaMuHHMCTpaluu T. TioMeHu (uudpoBbie NTaHHBIE MPUAYMaTh CAaMUM M HOJATOTOBUTH B BHJIE€ TAOJIMILIbI).
[Toxymats Hag 0hopMIIEHHEM BHEIIHEN JTOKIaJHON 3aIIHCKH.

3aganue 4

CocTaBUTh TPYJOBOW J0OroBOp Mexay ¢gusndeckum guioM U 3A0 «Anmas» Mo MoBojay Mpuema
9TOrO JIMIa Ha paboTy Ha JOJDKHOCTH 3aBEYIOLIEro apXUBOM B apxuB npennpusatus no Il paspsany.
JloroBop SABJISIETCS TOTOBOPOM IO OCHOBHOM paboTe M 3aKJII0YaeTCs Ha OmpejaesieHHb cpok. Hauamo
pabotb1 — 20 utonst 2006 r. C AByXHEEIbHBIM UCIIBITATEIIbHBIM CPOKOM.

3amanue 5
CocTaBUTh JOKyMEHT, HA OCHOBAaHUU KOTOPOTO (U3MUECKOE JUI0 OyaeT MpHUHATO Ha paboTy Ha
¢bupmy «OproH» B IOPUAMYECKHA OTAET Ha JTOJDKHOCTH FopucTa ¢ okiagoM B 2000 py0. Ha OCHOBaHHH

TpyZaoBoro gorosopa ot 14.05.06.

3aganue 6
CocTaBbTe pe3toMe JUTs MOCTYIUICHHS Ha padoTy.

3amanue 7
CocraBbTe aBTOOHOIrpadUIO.

KonTpoabHble 3a1anusi o teme 8

Homenkaarypa gen. @opmMupoBanue gei. OCHOBBI APXHMBHOT'O ACJIa

3amanne 1
CocTaBbTe HOMEHKJIATYPY NMPEINPHUATHS, TJIe UMEIOTCS YeThIpe OT/Iea.

3amanue 2

CocTaBuTh aKT Ha OJIAHKE C YTJIOBBIM pacloyiokeHueM pekBu3nuToB. AKT. [lara. Muaexc. Mocksa. O
BCKPBITHH NOCBUIKU. Y TBepkaaro Pexrop Mucturyta coBpemennoro nusaiina [lerpos M.U. Jlata.

OcHoBanue: npuka3 pekropa uHctutyta Ne 26 ot 11.03.03. CocraBineH KOMHCCHEH B COCTaBe:
npeacenaTens KoMuccuu — HadanbHMK KaHuemsipun O.K. Kys3smub; UneHsl komuccun — 3aB.
skcrrequmuert O.C. Kontopkuna, ct. nacniekrop J1.K. TTaBnosa. B aapec macTHTYTa MPUOBLTA TOCHITKA No
101. mpu BCKpbITUM OOHAPYKEHO OTCYTCTBHE KOMIUIEKTyromux Kk ammapaty TP — 452. Komuccus
IpHIIa K BBIBOJY: MOTPeOOBaTh JOCHUIKM HegocTarolmux Aetaned. OcranbHble PeKBU3UTHI OPOPMUTE
CaMOCTOSITENIBHO.
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3amanue 3

OdopMHUTE aKT MPOBEPKH TEXHUYECKOTO COCTOSHUS Oduca B COOTBETCTBUH ¢ TpeboBanusmu [ OCT
P 6.30-2003

3aganue 4
OdopMHTE TIPOTOKOJ 3acelaHds yUpEeOUTENeH OpraHW3alid B COOTBETCTBHU C TPeOOBaHHUAMHU
I'paxxnanckoro konekca Poccuiickoit deneparu u I'OCT P 6.30-2003.

XapakrepucTuka oneHo4uHoro cpeacrba OC-3 «/lokaaa» s KOHTPOJsi ¢(hpOPMUPOBAHHOCTH
komuerenuuid «OK-3, I1K-7, IIK-13»

O0mmue cBegeHns 00 OLCHOYHOM CPeICTBe

Jloknmag — 3TO camocTosTeNbHas paboTa CTyNeHTa MM TPYIIIBI CTYIEHTOB, KOTOpAas IOCBSIIECHA
Oosee riIyOOKOMY HM3Y4YEHHMIO T€X BOIIPOCOB TEMbI, KOTOPbIE HE BOLUIM B NEPEYEHb BOIMPOCOB IS
MOJITOTOBKH K 3aHATHIO. HMkKe PUBOIUTCS IPUMEPHBINA TIepeueHb TeM ISl TOKIaaoB. CTyIeHT MOXKET
caMm BbIOpaTh J1100yI0 TEMY U OATOTOBUTH JOKJIa/1, BKJIKOYasi BOIPOCHI K CEMHHAPY.

Llesnbl0 TIOATOTOBKM JTOKIJIAZIOB SIBISIETCS (POPMUPOBAHHE HABBIKOB CaMOCTOSTEIBHOW PaOOTHI.
CryneHT wiu rpynmna cTyleHToB (0T 2 u 0ojiee) M3ydaroT JONOJIHUTENbHYIO JINTepaTypy, HaXoAsaT
CTaThW, KHUTH, MaTepUaIIbl KOHPEPEHINA U T.1., 3aTeM OOBEINHSIOT IMOJyYeHHBIC CBEICHHS B JOKJIAJ
00beMoM OT 2 110 5 nuctoB. O0sS3aTeNIbHBIM YCIOBUEM SIBJISIETCS BHICTYIUIEHHUE C JOKJIAIOM Ha 3aHATHUSX,
C TIOCIIETYIOIITUM O0CYX ICHUEM.

Joxnan nomkeH ObITh 0hOpMIICH ONpeNeEHHBIM 00pa30M: TUTYJIBHBIN JIUCT, TEKCT TimMes New
Roman, mpudt 12, uarepsan 1,5.

[TapameTpbI OLIEHOYHOTO CPeCTBA

Ounenka YpoBeHb NOAT0TOBJICHHOCTH, XAPAKTEPU3YeMblii OLIEHKOH

[IpeBocxonHO 3amaHre BHIITOIHEHO B ITOJIHOM 00BheMe (BCE TIOCTABIICHHBIC 3a/Ia4X PEIICHBI), OTBET JIOTHICH U
06ocHOBaH, 00y4JaIOIIUNACA OTBEYAET YETKO M MOCIE0BATEIHHO, TOKA3bIBACT NIyOOKOE 3HAHUE
OCHOBHOT'O ¥ JIOMIOJHHUTEIBHOTO MaTepHaa

OTimyHO 3ajiaHue BBIIIOJIHEHO B ITOJHOM 00beMe (BCE MOCTABJICHHbIC 33/1a41 PEIICHBI), OTBET JOTMYEH U
000CHOBaH, 00yUaIOIUICs OTBEYAET YETKO U MOCIIeI0BATEIbHO, TIOKa3bIBACT TITy00KOE 3HAHHE
OCHOBHOI'O MaTepuaia

OueHb X0po1Io 3aaHue BBIMOJIHCHO B MOJIHOM 00beMe (BCE TIOCTABIICHHBIC 33]Ja4U PEIICHBI), OTBET JIOTMYCH U
000CHOBaH, 00YJarOIIUIICS OTBEYACT YETKO U MOCIICI0BATENILHO, TIOKA3hIBACT TITyOOKOC 3HAHUE
MaTepHuasia, JONYIICHO He 0oJiee 2 HETOYHOCTEH HEMPUHIMITHAIFHOT'O XapaKTepa

XOpOHIO 3aHaHI/Ie BBIIOJIHEHO B IIOJHOM 00beMe (BCC IIOCTABJICHHBIC 3a1a4n peIlICHBI), OTBECT JIOTUYCH U
O6OCHOBaH, JAOMYHICHBI HCTOYHOCTHU HCNPUHIHUIIMAJIBHOTO XapaKTepa, HO 06yqa101111/11‘/'1c91
IMOKa3bIBACT CUCTEMY 3HAHMI IO TeME CBOMMHM OTBETAMU Ha ITOCTaBJICHHBIC BOIPOCHI

VYnoBneTBopuTensHO | 3amaHue BHIOIHEHO HE B MOJIHOM o0beMe (pemeno 6osee 50% mocTaBieHHBIX 3a1ad), HO
00yJaromuiicst JOMyCKaeT OIMOKHN, HapyIIeHa MTOCIEA0BATEIbHOCTh OTBETA, HO B IIETIOM
PacKphIBACT COJEPKaHIE OCHOBHOTO MaTepraa

HeynosnerBoputensHo | 3amaHue BHIIIOIHEHO HE B TOTHOM o0beMe (pemeHo MeHee 50% mocTaBieHHBIX 3a1a49),
o0y4Jarouuics AaeT HeBepHYI0 HH(POPMAIIHIO TIPH OTBETE Ha MOCTABJICHHBIC 331a4H, IOMYCKaeT
rpyOble OLIMOKH MPU TOJKOBaHHH MaTepHuala, IeMOHCTPUPYET HE3HAHWE OCHOBHBIX TEPMHHOB U
MOHSATHUM.

ITnoxo 3amaHue He BBIIOIHEHO, 00yJaromuiicss JEMOHCTPHPYET IOJIHOE HE3HAHNUE MaTepHaia

HpI/IMepHI)Ie TEMBI 1JIA JOKJIAA0B 110 JUCIHUIIJIMHE
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1. IToaroroBka npoexkTa npukKasa o OCHOBHOM AEATEIBHOCTH. BUbl IpUKa30B.

2. IloaroroBka Mnpoekra KoMMmepdeckoro (fenoBoro) nucbMma. CTpykrypa nucbMa. TpeOGoBaHUs K
nH(popMalnu, CoAepKaIIencs B TUCbME.

3. PabGota B opranax rocyJjapCTBEHHOM BJIacTu ¢ 0OpallleHUsIMU T'pakIaH.

4. Bunel nucem. Ilucemo—mnpocs0a; MUCbMO — HAallOMMHAHUE; COINPOBOJUTENBHOE (JIOrOBOPHOE)
IIMCHbMO; FTaPAHTUHHOE NMHCHMO; IIPETEH3NOHHOE TUChbMO; JUIIOMATHYECKOE ITHChMO.

5. CnocoOslI nepeayu HHPOpMAIMK: 3JIEKTPOHHOE MUCHbMO; (aKc; TeJlerpaMMa U IpyTrue.

6. HopMaTuBHBIE N OpraHU3allMOHHBIE OCHOBBI JI€JIONPOU3BOJICTBA.

7. JJOKyMeHTOO0OO0POT.

8. JIOKyMEHTBI 1J11 BHYTPEHHETO MOJIb30BaHUS.

9. IOKyMEHTHI JIs1 BHELIHETO MTOJIb30BaHHUS.

10. CayxeOnast poxkymeHTanus. CoIyTcTBymomue OOCTOSATENbCTBA: KOMMEpUYecKas TaifHa,
TUTIAYHBIE OITHOKHU.

11. Metoauka popMupOoBaHUs JieJ1, Iepeiadk UX B apXUB, UCIOJIb30BAHUS APXUBHBIX MaTEpHAIIOB.

12. TunuyHble OMIMOKY B SI3bIKE U CTUJIE IOKYMEHTOB.

13. Meroauka pefakTUpOBaHUs TEKCTOB IOKYMEHTOB.

BOIIpOCbI AJIF OHICHKHU KaYeCTBA 0CBOCHUSA JUCHUIIJIMHBI

1.DTtamnbl craHoOBIEHMS 1€10IIPOU3BOACTBA B Poccuu.

2.JloxkymeHT. DyHKIIMH JOKYMEHTA.

3.denonpoussoactso. HopmaTuBHO-IIpaBoBast 0a3a JAe10npon3BOACTBA.

4.YHu}ukanys u cCTaHAapTU3aLUs B 1€JI0IPOU3BOJICTBE.

5.Knaccudukanus nenoBoit JOKyMeHTalUK.

6.001mme HOpMBI U IpaBwia OQOpPMIICHHS JOKYMEHTOB ((opmar, mois, HyMmepanus CTpaHHIL,
odopMIIEHHE JATHI).

7.0prann3aliMOHHO-PACTIOPSIIUTENBHBIE TOKYMEHTBI, UX BUBI.

8.I'OCT P 6.30-2003. O6nacth NpUMEHEHUS.

9.CocraB pexBuznutoB OPJl. Cxembl pacnonokeHUs] pEKBU3UTOB.

10. brraHKM TOKYMEHTOB.

11. l'ep6oBbie 6aHKH TOKYMEHTOB. TpeOoBaHMs K U3TOTOBICHHIO, YUETY U

XPaHEHUIO.

12. TpeboBanus k opopmieHuto pekBu3uToB OP/I, pa3MeIrieHHbIX Ha Toje

YTJIOBOTO WJIH MPOJIOJIBHOTO IITaMIIOB.

13. TpeboBanus k opopmienuto pekBu3uToB OP/I, pazMerieHHbIX Ha pabodyeM Mojie JOKYMEHTa.

14. TpeboBanus k odopmieHuto pokymeHToB OPIL, pasmemeHHbIX Ha Ciy>)keOHOM ToJIe
JIOKYMEHTA.

15. OdopmieHnne oOpraHM3alMOHHBIX TOKYMEHTOB (yCTaB, IITATHOE paclHCaHHUE, MOJIOKECHHE,
JOJDKHOCTHAs! MHCTPYKIHSA).

16. OdopmieHnne pacrmopsiAUTENbHBIX JOKYMEHTOB (IIOCTAHOBJIEHHE, YyKa3aHWE, MpHKa3 TIo
OCHOBHOMH JIeSITETLHOCTH).

17. Odbopmierne ciry>KeOHBIX TTHCEM.

18. OdopmieHue mpoToKoma, aKkTa.

19. Odbopmienue noKIaTHON, CITy>k€OHON U O0BSICHUTEILHOMN 3aMHCOK.

20. CtpyKTypa Ci1y>k0blI I€TI0NPOU3BO/ICTBA.

21. HopmaTtuBHO-TipaBoBasi 6a3a AeIONPOU3BOJACTBEHHOM CITYKOBI.

22. UHcTpyKIus 1o AeIONPOU3BOACTBY.

23. Tlopsnok IMPOXOXKIECHUSI M UCHOJHEHHS BXOIAIIMX, UCXOMAUIUX M BHYTPEHHHX JTOKYMEHTOB.
Perucrpanus 1OKyMEHTOB.

24. PaboTa ¢ MIChbMEHHBIMHU OOpAIICHUSAMU TPaXKIaH.
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25. O6beM TOKyMEHTOOOOpOTA.

26. Knaccudukamus 10KyMEHTOB M0 TUYHOMY COCTaBY.

27. OdopmicHHE TOKYMEHTOB IPH TIOCTYTUICHUH Ha padoTy.

28. Odopmienne TpyJ0BOM KHUKKH, IEpPEeBO pabOTHHKA Ha IPYTYIO paboTy.
29. OdopMmIicHHE OTITYCKA, MEPHI B3BICKAHUS U TIOOIIPCHHSL.

30. CocTaB JOKYMEHTALUH NIPH YBOJIBHEHUU paOOTHHKA.

31. CocraBneHrne HOMEHKIIATYPBI JEI.

32. [IpaBuna popMuUpOBaHUs JIEI.

33. DkcnepTru3a eHHOCTH TOKYMEHTOB.

34.IToaroroBKa K apXUBHOMY XPaHEHHUIO.

6.5. MeTonnyeckue MaTepuasbl, onpeaesionue Npoueaypbl OleHUBaHUS

C uenplo onpeneneHus ypoBHS OBJIAJCHUs KOMIIETEHLUAMH, 3aKPEIUIEHHBIMU 3a JUCLUILUIMHON, B
3a/IaHHBIC TIPETOJABATENIEM CPOKH IPOBOAUTCS TEKYIIMM MW IPOMEKYTOYHBIA KOHTPOJIb 3HAHUU,
YMEHUH W HaBBIKOB KaxJI0ro oOywaromierocsi. Bce BHIBI TEKyIIero KOHTPOJIS OCYLIECTBISIOTCS Ha
3aHATUAX CEMHHAPCKOTO THUIA, NMPAKTHYECKUX 3aHATHAX. VICKIIOYEHME COCTaBIsE€T YCTHBIM OIpOC,
KOTOPBIM MOJKET NPOBOJUTHCS B HAaydaje WM KOHLE JEKLIMOHHOIO 3aHATHs B TedeHue 15-20 MuH. ¢
LEJIBIO 3aKPEIICHUS 3HAHUM TEPMHUHOJIOTUH 110 TUCLIMILIAHE.

[Tpornetypa orieHMBaHUS KOMIIETEHIIMN 00YYaroIUXCs OCHOBaHA Ha CJIEIYIOIUX MIPUHIUIAX:

1. IleproaM4YHOCTD TPOBEACHUS OLICHKHU.

2. MHOrocTyneH4yaToCTh: OILIEHKa (KaK TIpernojaBareneM, Tak U CTYJIEHTaMu TpyHbl) H
CaMOOLIEHKa 00yYaroIerocsi, 00CyKIeHNe pe3yJIbTaTOB U KOMIUIEKC MEp M0 YCTPAHEHUIO HEJOCTATKOB.

3. EnuHCTBO HCHOJB3yeMOM TEXHOJIOTMH s BcCeX OOYyYaloIIMXCs, BBIIOJIHEHUE YCIOBUM
COINOCTaBUMOCTH PE€3yJIbTaTOB OLICHUBAHUSI.

4. CoOmolieHHe TOCIIeOBATEIBHOCTH IPOBEJACHUS OLEHKH: MPEIyCMOTPEHO, 4YTO pPa3BUTHE
KOMIIETEHIIMHM UAET 0 BO3PACTAHUIO UX YPOBHEH CIIOKHOCTH, & OLIEHOYHBIE CPEACTBA HA KAXKJIOM dTale
YUHTBIBAIOT 3TO Bo3pacTraHue. Ha mepBoMm srame u3ydeHUs AMCLMILIMHBI HAET HAKOIUICHWE 3HAHUUN
oOy4aromuxcsi, Ha IMPOBEPKY KOTOPHIX HANpPaBJIEHbl TaKWE€ OLIEHOYHBIE CPEJICTBA KakK IOJrOTOBKA
JIOKJIa/I0B, JAMCKYCCHM, YCTHBIM OIPOC, KOJUIOKBUYM. 3aTeéM MPOBOAMTCS KOHTpOJbHas pabora,
MIO3BOJISIIOIIAsT OLICHUTh HE TOJBKO 3HAaHMs, HO W YMEHHs CTYJIEHTOB IO UX IpumeHeHuro. Ha
CIIEYIOIIEM JTalle MU3yYEHUs AMCLUIUIMHBI JIEJIacTCsd aKIEHT Ha KOMIIOHEHTaX «YMETb» U «BIJIAJETh»
MIOCPEJCTBOM BBIIIOJIHEHUS THUIIOBBIX 3aJ@HUM C BO3pPACTAIOUIMM YPOBHEM CIIOXKHOCTH. 3aTeM
IIPEyCMaTPUBAIOTCA YCTHBIE ONPOCHI ¢ MPAKTUKOOPUEHTHPOBAHHBIMU BOIpocamMH M 3anaHusvu. Ha
3aKJIIOYUTEIIBHOM IPAKTUYECKOM 3aHATHH IIPOBOAMUTCS TECTUPOBAHUE 10 JUCLIUIUIMHE.

OcHoBHOE TpeOOBaHUE K OPraHMU3aLMU CUCTEMBbI OLICHUBAHUS M CTPYKTYPhl OLIEHOUYHBIX CPEJCTB B
OTHOIIEHWH KOMIIETEHIIMM Kak IpeAMeTa KOHTPOJs pe3yJbTaToB OOy4deHHMsI — 3TO TpeOOoBaHUE
N3MEPUMOCTH.

JlOCTOBEPHOCTD U CONOCTaBUMOCTB OILIEHOK JIOCTHUTaeTCs 3a CUET yueTa CIEAYIOIUX (GaKTOpOB:

- TUJIaKTUKO-TUAIEKTUYECKOM B3aMMOCBSI3U pe3yJIbTaTOB 00pa30BaHMsI U KOMIIETEHIINH;

- ¢opMHpOBaHME M paA3BUTHE KOMIIETEHIMI dYepe3 YCBOEHHE COAEp)KaHUS 00pa3oBaTENbHBIX
mporpamMM, camMoil 00pa3oBaTeNbHOM cpemoll By3a M MCIOJIB3yeMBIMH 00pa30BaTeIbHBIMU
TEXHOJIOTUSIMU;

- HEoOXOIMMOCTh OLICHMBAaHUS KOMIIETEHLUUH B KBa3MpeaJbHOW [eATENbHOCTH IpPHU YCIOBUHU
MaKCHUMaJIbHOTO NMPUOIMKEHUSI K CUTyallK Oy Tyliel IpaKTHKY;

- HUCHOJIb30BAaHUE WHAMBHUIYaJbHBIX M TPYMNIOBBIX OIEHOK, B3aMMOOLIEHKU (pEleH3UPOBaHUS
CTyJeHTaMH paldoT ApYT JIpyra, B3aMMHOE ONIIOHUPOBAHHUE CTYJEHTAMH IPOEKTOB, UCCIIEI0BATENBCKUX
paboT, SKCIIepTHBIE OLIEHKH I'PYyNIaMH U3 CTYJIEHTOB, NIpenoaaBarene, pabotogarenei u 1p.);

- QHAJIM3 JTOCTMIKEHUH 10 UTOraM OLIEHUBAHMS C BBIABJICHHEM ITOJIOKUTEIBHBIX U OTPULATEIbHBIX
VMHIVBUAYAIbHBIX U IPYNIOBBIX PE3YJIHTATOB U HAIIPABJICHUN PA3BUTHS.
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[TpoMexyTouHast aTTeCTalHs IO TUCIUTUIHHE TPOBOANTCS B (hopme 3adera.

VY caoBusiMU OLIEHUBAHUSI PE3YJIbTATOB OCBOCHUS JUCLUIUIMHBI SBIISIOTCS:

- BAIMIHOCTH (OOBEKTHI OIICHKU JOJKHBI COOTBETCTBOBATH IMOCTABJICHHBIM IIEJISIM O0y4EHHS ),

- IOJIHOTA U aJIeKBaTHOCTh OTOOpaXkeHus TpeboBaHuii obpazoBaTenbHoro crangapra u OINOIT,
- HaJIS)KHOCTH (MCTOJb30BaHUE €AIMHOOOPA3HBIX CTAHIAPTOB U KPUTEPUEB OIICHUBAHMS ),

- CIIPaBEAJIMBOCTH (Pa3HbIE CTYICHTHI JOJHKHBI IMETh PAaBHBIE BOBMOXKHOCTHU TIOOUTHCA yCIeXa);
- 3¢ pexTUBHOCTD (HE OTHUMATh MHOTO BPEMEHHU y CTYACHTOB U MpEIoiaBareieil);

- obecrieueHne pelIeHus OIICHOYHOU 3aJauH.

7. YueOHO-MeTOoAnYecKOoe U HH(POPMANIMOHHOE oDecneuyeHne TUCIIUIITHHbI
OcHoBHasi iMTEepaTypa:

1. beikoBa T.A. JlokyMeHTalMOHHOE OOECTICUYCHHE YTMpaBICHUS (IETOTMPOU3BOJICTBO) : Yyueo.
nocodue / T.A. boikoBa, T.B. Ky3nenoga, JI.B. Cankuna. — 2-e u3a., nepepa6. u gon. — M. : UHOPA-

M, 2017.— 304 c.(moctymHO B OBC «3HaHUYMY, pexuM JOCTYyTIA:
http://znanium.com/catalog.php?bookinfo=762591
2. I'yryeBa T.A. KondwuaeHnuaipHOE IEIONPOU3BOACTBO : yued. mocooue / T.A. I'yryeBa. — 2-¢

u3a., nepepad. u gon. — M. : UHOPA-M, 2017. — 199 c.(moctynHo B OBC «3HaHuym», pexum
noctyma: http://znanium.com/catalog.php?bookinfo=766722

3. [Nanacenko FO.A. Jlenonpou3BoACTBO: JOKYMEHTALMOHHOE oOecrieueHue yrpasieHus: Y4yeOHoe
nocodbue / Ilanacenko FO.A., - 3-e u3n. - M.:PUOP, UHOPA-M, 2016. - 112 c.(noctymHo B DBC
«3HaHuyM», pexxuM foctyna: http://znanium.com/catalog.php?bookinfo=542773

JonosiHuTeILHASA JINTEPATypa:

1. BeixoBa T.A. JlemonpousBoactBo: YueOnuk / T.A. beikosa, JI.M. Bsoga, JI.B. Cankuna; [lox
pen. T.B. Ky3nenoBoil. - 3 u3z., nepepad. u nom.- M.:HUL] MTHOPA-M, 2013. - 364 c.:(moctynHo B ObC
«3HaHuyM», peskuM goctyna: http://znanium.com/catalog.php?bookinfo=395908

2. KupcanoBa M.B. CoBpeMeHHOE ei0mpou3BoCcTBO: YueOHoe mocobdue / M.B. Kupcanora;
Poccuiickass Akanemus roc. ciyx0sl npu [Ipesunenre PO (PAT'C). - 4-e uzn. - M.: HUL] NHOPA-
M.,2014 - 312c.:(mocTymHO B 29bC «3HaHUYM», pEXUM JIOCTyTa:
http://znanium.com/catalog.php?bookinfo=395921

3. Kysnenos, U. H. [lenonpou3BoacTBo [DaeKTpoHHBIN pecypc] : YueOHO-cripaBodHOE Mmocodue /
N. H. Ky3Heros. - 6-¢ u3z., mepepad. u jgom. - M. : M3garenscko-Toprosast kopropamus «Jlamkos u Ky,
2013. - 520 c.(moctymHO B 9bC «3HaHUYMY, pexuM JOCTYyTIA:
http://znanium.com/catalog.php?bookinfo=414939

4. ToxapeBa B.M. [enomnpousBoactBo B YUC: VYuebnHoe mocobme / TokapeBa B.M. -
Pszanb:Axanemus ®CHUH Poccun, 2014. - 85 c.: (moctynHo B DBC «3HaHuUym», pexuM IOCTYyIIa:
http://znanium.com/catalog.php?bookinfo=777488

IIporpammHuoe obecnieuenne u UutepHeT-pecypcebl
Omnepannonnas cucreMa Microsoft Windows

[TakeT npuxmagaex mporpamMm Microsoft Office
Cucrema «KoHCyJIbTaHT IITIOC»

Cuctema «["apanT».

8. MarepuaibHO-TEXHHYECKOE o0ecniedeHne TUCHUUILTUHBI (MOTYJIs1)

Peanmaum{ nporpamMmsl NpeAIojIaracT HaJIn4due:
- aYI[I/ITOpI/II\/JI AJIA JICKIMUOHHBIX U ITPAKTUYCCKHUX 3aHATHH C HCO6XOI[I/IMLIM O6OPYI[OBaHI/IeM;
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- KOMITBIOTEPHOTO KJIacca, HMMEIOUIETO KOMITBIOTEPhl, OOBEAMHEHHBIE CEThI0 C BBIXOJAOM B
HNurepner;

- JMIEH3UOHHOTO (omepauuoHHast cuctema Microsoft Windows, makeT NpHUKIaaHBIX HporpaMm
Microsoft Office) u cBO60HO pacpoCTpaHIEMOro MPOrpaMMHOT0 0OeCIIeUEeHusI.

B xone mpoBeneHus: 3aHATHI PEKOMEHIYETCS MCIIONB30BaTh KOMIBIOTEPHBIE WILTIOCTPAIH JUIS
NOJICP)KKH Pa3IMYHbIX BUAOB 3aHATHH, MOATOTOBJIEHHBIE C HcHojib3oBaHueM Microsoft Office wnm
JPYTUX CPEJCTB BU3YyAIN3allMU MaTepraa.

JlocTyIl K 31eKTPOHHBIM HH(POPMALIMOHHBIM PECYpCcaM OCYILECTBIISICTCS B KOMIIBIOTEPHOM KJIacce U
oubnmoTeke rmana.

Cneunanbﬂme yciaoBus OpraHusanuuu Oﬁy‘leHI/Iﬂ Mo AMCHMIIJIMHE NJd UHBAJIUI0B M JIUII €
OrpaHu4Y¢HHBIMHA BO3MOKHOCTHAMM 3/10POBbSA

Opranuzaiuss 00y4eHHs MO AMCLUUIUIMHE WHBAIWIOB M JIUI[ C OTPAHMYEHHBIMU BO3MOKHOCTSMU
3I0POBBSI OCYIIECTBIISIETCS C YYETOM OCOOCHHOCTEW MCHUXO(PU3MUECKOTO Pa3BUTHS, WHAUBUIYATbHBIX
BO3MOXXHOCTEH ¥ COCTOSIHUS 3JI0pOBbS TPH HAJMYUM TaKUX OOYyYaromMXCs MyTeM CO3JAaHUS
CIeIMaIbHBIX YCIOBHH IJIsl TOJTydeHUsT 00pa3oBaHMs.

[Tpodeccopcko-nipenoaaBaTenbCKUil  COCTaB  3HAKOMHUTCS € IMICHUXOJOr0-(DM3HOJIOTHYECKHUMHU
OCOOEHHOCTSIMA OOYYalONUXCsl WHBATUIAOB M JIMI[ C OTrPaAaHUYCHHBIMH BO3MOXKHOCTSMH 3J0POBBS,
WHIMBUAYATBHBIMU IPOTpaMMaMU peadMINTAIIUU HHBAIUIOB (IIPH HAJTUYUN).

B coorBerctBUM ¢ MeTOAMYECKUMH PEKOMEHIAIMSAMHA [0 OpraHU3alMH 00pa30BaTEIHLHOTO
mpouecca Juisi OOydYeHUs WHBAIUAOB M JIMIl C OrPAaHMYEHHBIMU BO3MOKHOCTSMH 370POBBSI B
o0pa30BaTeNbHbIX OPraHU3AIMIX BBICIIEr0 00pa30BaHus, B TOM YHCJIE OCHAIIEHHOCTH 00pa30BaTeIbHOIO
nporuecca, yrB. Munoopuayku P® 08.04.2014 AK-44/058H nipu u3yuyeHUU AUCHUTLUIMHBI IPEIONIaraeTcs
WCIIOIb30BAaHUE  COLMANIbHO-AaKTUBHBIX W PEQICKCUBHBIX  METOJOB  OOYyYEHHUS, TEXHOJOTHA
COLIMOKYJIBTYPHON peadWiIuTalud C 1eJbl0 OKa3aHWs TIOMOINM B YCTAaHOBIIGHHH TMOJHOIICHHBIX
MEXJIMYHOCTHBIX OTHONICHUW C JPYTUMHU CTYACHTAMH, CO3JaHUU KOM(OPTHOTO IICHXOJIOTUYECKOTO
KJIMMaTa B CTYJEHUYECKOH rpyIiIe.

[Ipy OCBOCHWM JHUCUIUIUIMHBI WCIONB3YIOTCS Pa3MYHbIC COYCTAHHUS BHUJIOB y4eOHOW pabOTHI ¢
MeToJaMu U (popMaMH aKTUBU3ALMU TMO3HABATEIHHOW NEATEIBHOCTH OOYYaroluXcs NS JOCTHKECHUS
3aIUTAHUPOBAHHBIX PE3yJIbTaTOB OOyueHUss W (opmupoBaHUS KoMmreTeHIuH. DopMa TPOBEIACHHS
MIPOMEXYTOUYHOM aTTecTaluu JIjs 00y4YaroUMXCA-UHBAINIOB U JIUI C OTPAaHUYCHHBIMU BO3MOKHOCTSIMHU
3JI0pPOBbsI YCTAHABIIMBAETCSA C YYETOM WHIUBUAYATbHBIX TCHXO(PU3NOIOTHYECKUX ocobeHHOocTel. [lo
JMYHOM mpockOe 00yyarolerocsi ¢ OrpaHUuYeHHBIMH BO3MOXKHOCTSIMU 3/I0POBBS, W3II0KEHHOH B (popme
MUCbMEHHOTO 3asIBJICHUSI, 110 AUCITUIUIMHE MPETyCMaTPUBAIOTCS:

- 3aMeHa YCTHOT'O OTBETa HAa MUChbMEHHBIN OTBET IIPU Caue 3a4eTa UM K3aMeHa;

- YBEJIMYEHUE TTPOIOJKUTEILHOCTH BPEMEHH Ha MOJITOTOBKY K OTBETY Ha 3aUeTe MJIM DK3aMEHE;

- NpH TOABEACHUM PE3yJbTATOB MPOMEKYTOYHON AaTTeCTAllMd CTYACHTOB BBICTABISETCS
MaKCHUMaJIbHOE KOJIMYECTBO 0aJIOB 32 MOCEIAEMOCTh ayAUTOPHBIX 3aHATHIH.

MeToanuyeckne peKOMEHIAIUM IJIsl OPraHU3aANMUN CAMOCTOSITEIbHOH PadoThl

N3y4eHne TeopeTHueckoro MaTepuana onpeneisercs pabodeit yueOHoM nporpaMMoi AUCHIUILINHBI,
BKJIIOYEHHBIMH B He€ KaJCHJapHbIM IUIAHOM M3Y4YeHMsS JUCHMIUIMHBI M IE€peYHEM JITepaTyphl;
PEKOMCHAYCTCA NpPU MOATOTOBKE K 3aHATHUAM MOBTOPUTH MATCPpHAI NPCAIICCTBYIOIIUX TCM pa60qer0
y4eOHOro IUlaHa, a TaKXke MaTepual MPEeALIeCTBYIOMNX YUeOHBIX JUCIUILINH, KOTOPBIH CIIy>)KUT 0a30i
M3y4aeMoro pasjeina JaHHOM TUCHUIUIMHBL. [Ipu mOAroToBKE K MPaKTUYECKOMY 3aHITHIO HEOOXOIUMO
U3yYNUTh MaTepuajbl JIEKLIWH, PEKOMEHJOBaHHYIO JuTeparypy. W3ydeHHBIH MaTepuan cleayeT
MIpOoaHaJIUu3upPOBATEL B COOTBCTCTBHUHU C IIJIAHOM 3aHATHSA, 3aTEM ITPOBCPHUTH CTCIICHL YCBOCHHA COACPIKAHUA
BOIIPOCOB.
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[IpakTHueckue 3aHATUS HEPa3pHIBHO CBS3AaHBI C JOMAIIHUMH 33JaHUSIMH KaK OCHOBHBIM BHJIOM
TEKyIIeH CcaMOCTOSTENbHOM paboThl, SBISSIC, B COYETAHMM C CHCTEMaTHYECKHUM H3YYCHHEM
TEOPETUYECKOI0 MaTepuaia OCHOBOM PEHTHMHIOBOM OLIEHKM 3HAHUH, (PUKCHUpyeMOH B MPOMEXKYTOUYHOU
aTTecTalluu.

CamocrosrenbHass paboTa TPOBOIUTCS C MLENbI0 YIUyOJIeHWsS 3HAHUH 10 AWCUUIUIMHE W|
[peIyCMaTpUBACT:

- IOBTOPEHUE MPOIIEHHOr0 y4eOHOro MaTepualla, YTeHue peKOMEH0BAHHOM JINTEPATYPbI;

- IOJITOTOBKY K MPAKTUYECKUM 3aHATUSAM;

- BBITIOJIHEHUE OOIINX ¥ WHAWBHYaJIbHBIX JOMAITHUX 3aaHUH;

- paboTy € ANIEKTPOHHBIMU UCTOYHUKAMU;

- IOATOTOBKY K cJjaue (hOpMbI MPOMEKYTOUYHON aTTECTALIUU.

[TnanupoBaHue BpEMEHM Ha CaMOCTOATENbHYIO PadOTy BaKHO OCYILIECTBISATh HAa BECh CEMECTP,
IpeycMaTpuBas IpU 3TOM ITOBTOPEHUE MPOMIEHHOr0 MaTepHraia.

[Ipy mOArOTOBKE K MPOMEKYTOUHOM aTTeCTalMM IO JUCLUIUIMHE CIEAyeT PYKOBOJCTBOBATHCS
IIEpEeYHEM BOMPOCOB ISl MOATOTOBKH K UTOTOBOMY KOHTPOJIIO O Kypcy. IIpu 3ToM HE00X0quMO ySICHUTD
CYTh OCHOBHBIX MOHSATHH JUCHUIUINHBL.

CamocrosiTenbHass padoTa CTYJEHTOB, MPEXJIE BCEro, 3aKJIIOYaTCs B HU3YUYEHUU JIMTEPATyphl,
JIONIOJTHSIOIIEN MaTepuall, U3j1araeéMblii B JIGKIMOHHOM yacTu Kypca. Heo0xoauMo oBiaieTh HaBbIKAMU
O6ubarorpaduyeckoro moucka, B TOM 4Yucie B ceTeBblX VMHTepHET-pecypcax, HayuuThCs COMOCTABIIATH
pa3IMYHbIC TOUKU 3PEHUS U ONPEENATh METO/Ibl UCCIIETOBAHHIA.

[Ipenmnosnaraercs, 4To, MPOCIYIIAB JIEKIHIO, CTYACHT JOJIKEH O3HAKOMHUTHCSI C PEKOMEHJOBaHHOM
JUTEPATYypPON U3 OCHOBHOI'O CIHCKA, 3aT€M 00paTUTCS K HCTOYHUKAM, YKa3aHHBIM B OMOIHOrpaduueckux
CIMCKaX M3yYEHHBIX KHUI, OCYLIECTBUT MOUCK M KPUTHUECKYIO OLIEHKY MaTepuaja Ha caiitax HTepHeT,
cobepet HeoOX0TUMYI0 HH(POPMAIIHIO.

Cy1iecTByeT HECKOJIBKO METOA0B PabOThI C INTEPATYPOH.

OnvH W3 HHUX — METOJ TOBTOPEHMS: CMBICA MPOYUTAHHOTO TEKCTa MOXHO 3ayYUTh HaU3yCTh.
[Ipocroe moBTOpeHHE BO3JACHCTBYET HAa MaMATh MEXAHMYECKH U IMOBEPXHOCTHO. [lomydeHHblE TakuM
MyTeM CBEJICHUS JIETKO 3a0bIBAIOTCS.

Haunbonee >3peKTHBHBII METO — METOJ] OCO3HAHHOTO 3alIOMUHAHMS: TIPOYNTAHHBIA TEKCT HYKHO
MOABEPTHYTh OOJBINCH, YeM NPOCTOe 3aydWBaHHe, 00paboTke. UToOBI OCHOBaTelbHO 00paboOTaTh
nH(pOPMaIINIO, BaXXHO MPOU3BECTU LIEIBIA PsJI MBICIUTEIBHBIX ONEpAlMi: TPOKOMMEHTHUPOBATh HOBBIE
JaHHBIE; OIIEHUTh WX 3HAYEHME; MOCTABUTH BOIPOCHI; COMOCTABUTH IMOJYYCHHbIE CBEICHHSI C paHee
W3BECTHBIMHU.

Jns ynyumenus o06paGoTku MHGOpPMAIMU OYEHb BaXKHO YCTaHABIMBATh OCMBICIICHHBIE CBSI3H,
CTPYKTYPHUPOBATh HOBBIE CBe/IeHUS. 3yueHne HaydHOH, y4eOHON U WHOU JUTEepaTyphl TpeOyeT BeleHUs
pabouux 3ammceit. d@opma 3amuceld MOXKET OBITh BEChbMa Pa3HOOOPA3HOWM: MPOCTON WM Pa3BEPHYTHIM
IIJIaH, TE3UCHI, IUTAThl, KOHCTIEKT.

Joctyn K 31eKTpOHHBIM HH(OPMAIIMOHHBIM PECypcaM OCYIIECTBISETCS B KOMIBIOTEPHOM KIIacce U
oubmmoreke unmana.
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