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1. Mecto nucunmiauabl (MoayJisi) B crpykrype OIIOIT

JucuumimHa oTHOCUTCS K BapuaTuBHOM 4yacTu biioka 1 «/lucuuminzel, Moaynu». TpynoeMKoCcTh
JTUCHUIUTMHBI (MOYJIs1) COCTABIISIET 2 3a4ETHBIE €UHHUIIBI.

OcHoBHasl HeJb Kypca «JleIomnpou3BOICTBO» COCTOMT B HM3YYCHHH COBPEMEHHBIX TpeOOBaHUM,
IPEIbSBIAEMBIX K COCTaBICHUIO M OQOPMIICHHIO [OKYMEHTOB, CBA3aHHBIX C HPO(EecCCHOHATBHON
NESITEIbHOCTBIO I0PHUCTA, a TAK)KE K OpraHU3alluy UX ABM)KECHHUS, yUeTa U XpaHEHUSI.

3amaum kypca:

1) mokaszarb B3aMMOCBSI3b HH(OPMAIH U JOKYMEHTA;
2) mnpocienuTh SBOJIOLUIO JOKYMEHTa KaK HOCHUTEeNs HWH(POpPMALUU, pa3BUTHE CHOCOOOB

JOKYMEHTUPOBAHUS;

3) npoaHalu3UpOBaTh PYHKIMH JTOKYMEHTA U 00pa30BaHHUE CUCTEM JIOKYMEHTALIUU;
4) nath MpencTaBleHHE O 3HAYEHWH YMEJOro OOpalleHus ¢ JOKyMEHTaMH B MPO(ecCHOHATBHOM

NESATETLHOCTH IOPHUCTA;

5) chopMHUPOBATH Y CTYAICHTOB PAlIMOHAIBHEIEC IOAXO/IbI K OpraHu3auu paboThl C TOKYMEHTAMH;
6) naTh MOHSATHE O MpHUEMax M crnoco0ax TOKYMEHTHPOBAHMS NMPABOBOW U WMHOM IOPUIMYECKH

3HaYMMO MH(pOpMaIH;

7) pacKpbITh OCHOBBI apXHBHOTIO JIEJIA.

W3ydenne cOBpeMEHHOW TEXHOJIOTUH JOKYMEHTAIIMOHHOTO oOecredyeHus Oa3upyercs Ha 3HAHUH
3aKOHOMEPHOCTEH pa3BUTHUS IET0NPOr3BoIcTBA B Poccum.

HporpaMMa OCHOBaHA Ha HOBEUIIHNX HAayY4YHBIX JOCTUKCHHUAX B O6HaCTI/I ACJIOIIPONU3BOACTBA U

ApPXUBHOI'0 AcJia.

2. IlepeyeHp NJAHMPYeMBbIX pe3yJbTATOB O0y4YeHHs] IO AUCHHUILVIMHE, COOTHECEHHBIX C
IUIAHMPYEeMbIMH Pe3yJIbTATAMM 0CBOCHHUSI 00pa30BaTeJbHOH NPOrPaMMbl

®opMupyemble KOMIETEHIIUN

IInanupyemMble pe3yJIbTaThl 00y4eHHs O AUCHUILINHE (MOIYJIIO)

OK-3

BJIaJICHIE OCHOBHBIMH
METOJaMH, CIIOCOO0aMU U
CpEICTBaMU TOTYUCHUS,
XpaHCHHUs, IePEPaOOTKU
UHQOPMALUY, HABBIKAMHU
paboThI ¢ KOMIIBIOTEPOM Kak
CPE/ICTBOM YIIPaBICHUS
nHpopManuei

3.1. 3HaTh aKThl TEXHHYECKOIO PErYIHPOBAaHUS M METOJUYECKUE MaTepHaibl Mo
JOKYMEHTHPOBaHUIO HMH(GOPMALMM, BO3HHUKAIOIIEH B mporecce NpodecCHoHaIbHOM
JIeITeIIbHOCTH, U MHOW IOPUIMYECKH 3HAaUMMOI HHpOopMaluy;

VY.1. YMeTh NpUMEeHSTh COBPEMEHHBIE TEXHOJIOTHN 00pa0OTKH U XpaHEHUS! JOKyMEHTOB.
B.1. Bnagets MeTOJaMH TEKYLIETO U apXUBHOI'O XpaHEHMS JOKYMEHTOB

B.2. Bnasets MeToiaMu XpaHeHHUs! HH(GOPMaIMK OrPaHUuEHHOTO J0CTYIIA.

IK-7

BJIAaACHUC HaAaBbIKaMH
IMOATOTOBKH IOPUANYCCKUX
JAOKYMCHTOB

3.1. 3HaTh QenepasibHBIC 3aKOHBI WM HWHBIE HOPMATHBHBIE TMPABOBBIE aKTHl B cdepe
nHpOpManni, HHOOPMAIMOHHBIX TEXHOJNOTUH M 3allUThl HWHGOPMAIMH, a TaKKe
apXMBHOTO JeNIa;

3.2. 3HaTh CTPYKTYpY U CIIOCOOBI TOKYMEHTHPOBAHUS MPABOBOM MH(pOpMAIIUH;

VY.1. YMeTh coCTaBIATh U OPOPMIIATh TOKYMEHTEI, B TOM YHCIC OTHOCSIIUECH K cdepe
npoeCCUOHANBHOM JIEATCIHHOCTH B COOTBETCTBHU C TpeOOBaHUAMHU (eaepabHbIX
3aKOHOB, HHBIX HOPMATUBHBIX MPABOBBIX aKTOB M aKTOB TEXHUYECKOTO PETyJIMPOBAHMS,
B.1. BnameTp NOHSATHUIAHO-KATErOpPHANBHBIM AalllapaToM IO JOKYMEHTOBEICHHUIO U
JICJIONPOU3BOJICTBY

K-13

CMOCOOHOCTH MPABHIILHO U
MOJIHO OTPaXKaTh PE3YJIbTATHI
npodeccrnoHaTbEHOM

JIESATEIBHOCTH B FOPUINICCKON U

WHOM JOKYyMEHTAI[U!

3.1. 3HaTh mTpaBuia cocTaBieHWs © OQOPMICHWS TOKYMEHTOB, B TOM YHCIE
OTHOCSIHXCS K chepe MpoPecCHOHANBHON AeITeILHOCTH;

V.1. YMeTh aHanmuM3upoBaTh COAEPKAHUE U PEKBU3UTHI JOKYMEHTHPOBAHHOM MpPaBOBOU
nHPOpPMAaLNH;

V.2. YMeTs 0pOpMIIATH AeTa, COCTABIISATh HA HUX ONFCH, TOTOBHUTH JIeNa K Tepenade Ha
apXHBHOE XpaHECHHE.

B.1. Bnagets MeTOaMH OpraHU3aIMK KOHTPOJIS 32 CPOKAMU HCIIOTHECHUS TOKYMEHTOB U
OIMEePaTUBHOIO UX XPAHCHUC;

3. CTpykTypa U coepkaHMe I CHUILTHHBI (MOTYJIAA)




O06beM TUCHUIUIMHBI (MOAYJS) AJIsl O4HOH (POpPMBI 00yUeHHMsI COCTABJISET 2 3aueTHbIC €IUHUIIBL,
Bcero 72 vaca, U3 KOTOphIX 33 Waca COCTaBIseT KOHTAKTHas paboTa 00ydyaromierocs ¢ mpemnojaBareieM
(16 yacoB 3aHATHS JIEKIIMOHHOTO THIMA, 16 yacoB 3aHATHS ceMHHapcKkoro tuma, 1 gac - KCP), 39 yacos

COCTaBJIICT CaMOCTOATCIIbHAA pa60Ta 06yqa10meroc51.

O0beM NUCHUIUIMHBI (MOIYJIs) AJS OYHO-3204HON ¢opMbl 00yUeHHMs] COCTaBISET 2 3a4eTHBIC
€IMHUIIBI, BCero 72 daca, M3 KOTOPHIX 17 9acoB cOCTaBIseT KOHTakTHas paboTa 00ydaromerocs c
npernonasaTeneM (8 4acoB 3aHATHsS JIEKIIMOHHOTO THIA, 8 YacOB 3aHATHS CEMHUHApPCKOTo THia, 1 Jac -

KCP), 55 wacoB cocTaBisieT caMoCTOsTelIbHAs paboTa 00yJaroIerocs.

Conep:xaHue TUCHUTIIAHBI

B Tom uncie

KonTakTHas padora (paéota Bo
B3aHMO/IEHCTBHMH C MpenoaaBaTejiemM),
Yachl M3 HHX

3angarus 3angarus
Bceero JIEKIIMOHHO | CeMHHAPCKOT
HanmeHOBaHHeE H KPaTKOe (qacor) ro Tuna 0 THNA Bcero

coep:KaHHe Pa3/IeJioB H TeM
AUCHUTIIHHBI (MOyJIsl),(hopma
NMPOMEKYTOYHOM aTTecTaluu 1o
JUCHHIIHHE (MOTYIIO)

OuHoe

Tema 1. OCHOBHBIE TIOHATHS 1
TEPMUHOJIOTHSA JOKYMEHTAI[IOHHOTO
obecrieueHNs yrpaBIIeHNs,
HOPMAaTHBHO-METOJ4YecKas 0a3a
JICIIOTIPON3BOICTBA

Tema 2. O01iue npaBuiia opopMIICHHs
JIOKYMCHTOB

Tema 3. YnpaBneHueckas
JIOKyMEHTaIus: TpeOOBaHUS K
COCTaBJICHUIO U 0(OPMIICHUIO.
TexHonorus paboThI C TOKYMEHTAMU
Tema 4. JlokymMmeHTHpOBaHHE
JICSITEIBHOCTH KOJUICTHAIIBHBIX OPTaHOB
Tema 5. MndopmannoHHo-cripaBOYHEIE
JIOKYMEHTHI B TIPO(ECCHOHATIBHOM
JeSITeTPHOCTH I0PHUCTA

Tema 6. Jlenonpou3BoICTBO O
BOIPOCAM TPYJIOBBIX OTHOLICHUI
(kKazpoBOE IETOTIPON3BOJICTBO)

Tema 7. JlenonpousBoacTBO 110
MMUCbMEHHBIM M YCTHBIM O0OpalleHUsIM
TpaxaaH

Tewma 8. Opraanzarus
JIOKyMeHT0000poTa. OCHOBBI
ApXHUBHOTO JIeNa

Tema 9. JlokymeHTHpOBaHIE 1 000POT
“H(OpPMAIIMU OTPAHUYSHHOTO I0CTYIA
KCP

CamocTosiTeJIbHA
s1 padoTta
o0yuaromerocsi,
qackl




Kontponn

HpOMemyTquaa aTTeCTalusd — 3a4eT

Tema 1. OcHOBHble MNOHSATHS W TEPMHUHOJIOTHSI OKYMEHTALIMOHHOIO o0ecredeHust
yInpaBJeHNsl, HOPMATUBHO-MeTOIM4YeCKas 0a3a 1eJ10NpPOu3BOACTBA

OCHOBHBIE TOHATHS M ONpPEAENICHUs JEIONPOU3BOJACTBA. 3anadu jaenonpousBoacTBa. CocTaB
HOPMAaTUBHO-METOMYECKON 0a3bl JIETONPOU3BOJICTBA, 3aKOHOAATENLCTBO Poccuiickoii deneparuw,
npaBoBble akThl Ilpesmmenrta, IlpaBurtenscTtBa Poccuiickori ®Denepanum, GenepaibHBIX OPTaHOB
WCIIOJTHUTENILHON BIIACTH B 00JACTH JOKYMEHTAIIMOHHOTO obOecriedeHus. ['oCcyapCTBEeHHbBIE CTaHIAAPTHI
Ha JOKyMeHTauuio. [ocymapcTBeHHass cHCTeMa JOKYMEHTAI[MOHHOTO OOECIeueHHs YIpaBiIeHUS.
YHupUUUpOBaHHBIE CUCTeMbl JokyMmMeHTauuu. Llenu, 3amaum, QyHkumu ciayx6sr JJOY. Oynkuuu
JNOKYMEHTA.

Tema 2. O61mue npaBuia opopMieHHsi JOKYMEHTOB

Crapmaptuzauuss U yHUHUKanus IokyMeHTOB. Knaccudukaums noxkymeHtoB. HopmaruBHbIe
TpeOOBaHUsI K COCTaBY OCHOBHBIX PEKBHU3UTOB M UX odopmieHnt0. branku moxkymeHnToB. TpeboBanus k
HU3TroTOBJIICHUIO, yquy, HUCIIOJIB30BAHUIO U XpaHeHI/IIO 6.HaHKOB C BOCHpOI/ISBe,Z[GHI/IeM rocy;[apCTBeHHoro
rep0a Poccutickoii deneparnyu, repooB cyobekToB Poccutickoit denepamum.

Tema 3. YnpapiieHueckasi JOKYMEHTAIUsi: TPeOOBAHMS K COCTABJIEHHI0 U O(OPMJIEHHUIO.
TexHoJsiorust pa6oThI ¢ IOKYMEHTAMH

CucremMa OpraHu3allMOHHO-TIPABOBOM JOKyMeHTanuu. IloHATHE W COCTaB OpraHu3alMOHHO-
pacToOpsSANTENHHBIX JOKYMEHTOB, WX IOpHAWYecKas cuia. Pa3paboTka W yTBEp)KIEeHUE KOMILIEKCa
OpraHU3aIMOHHO-TIPABOBBIX JOKYMEHTOB (YcraB, Ilomoxxenus o0 oOpraHusammu, CTPYKTYPHBIX
MOAPAa3ACIICHUsIX, KOJUIETUAIbHBIX U COBEUIATENIbHBIX OpraHax; IITaTHOE PACIHCAHUE; UHCTPYKIUU IO
OTHIETBLHBIM BHUJIaM JEATEIBLHOCTH; JOKHOCTHBIE WMHCTpYyKInu). Knaccudpukanus u crpykrypa OP/I.
OcHoBHOE Ha3zHaueHUe pacrnopsauTenbHoil fokymenTaruu (PI). IlpaBuna cocraBieHus U ohopmMieHus
OCHOBHBIX PACTIOPSIUTENBHBIX JOKYyMEHTOB. CocTaBieHHE H O(DOPMIICHHE TIPUKA30B.

Tema 4. /lokyMeHTHPOBaHUE 1eATEJIbHOCTH KOJIJIETHAJbHBIX OPTaHOB

JlesTenbHOCTh yUpeKIeHUH, paboTaIMKX Ha OCHOBE KOJIeTHanbHOCTH. [locTaHOBKA BOMPOCOB Ha
o0CyXXJIeHHE KOJUIETHAIbHBIX opraHoB. CTpyKTypa TekcTa mporokosa. [lonHble u KpaTkue (GOpMBI
MIPOTOKOJIOB.

Tema S. NHdopmManuoHHO-CIPpaBOYHbIC JOKYMEHTbI B NPO(eCCHOHAIBHON 1esiTeIbHOCTH
OpucTAa.

[lonatne w  3HaueHWe  HMHGOPMAIIMOHHO-CIIPABOYHBIX  JOKYMEHTOB.  Pa3HOBHIHOCTH
MH(POPMALIMOHHO-CIIPABOYHBIX JIOKYMEHTOB, HX coOCTaBleHHe u odopmieHue. MHdopmanmonHo-
CIpaBOYHBIE JIOKYMEHTHI, UCTIOIb3yeMble B POPECCHOHATBLHON AEATENbHOCTH IOPHCTA: CIPABKU, aKTHl,
JOKJIaJHble U OOBSCHUTENIBHBIE 3alUCKH, JIOBEPEHHOCTH, CIY)KEOHbIE IHCHbMa, TEIEPOHOTrPAMMBI,
TeJerpaMMBbl, (PaKchl.

Tema 6. /[lesompou3BOoACTBO 1O BONPOCAM TPYIAOBBIX OTHOLIEHWH  (KagpoBoe
NeJIONPOU3BO/ICTBO)

JlokyMeHTUpOBaHHE TPYIOBbIX OTHOWIEHUW. [oHATHE KaIpOBOrO NEIONPOU3BOACTBA. JJOKYMEHTHI
10 JJUYHOMY COCTaBY (KaJapoBasi JOKYMEHTALMs) U UX BUJBL: TPYIOBBIE JOTOBOPHI, IPUKA3BI 11O JINYHOMY
COCTaBY, TPYAOBBIE KHIKKH. YHUPUITUPOBAHHBIC (JOPMBI IEPBUYHON yUETHOU JOKYMEHTAIMH IO TPYAY
u ero orare. KonduaeHmanbHOCTh JOKYMEHTOB MO JMYHOMY cocTaBy. OCOOEHHOCTH OQOpMIICHUS
pesioMe, 3asBICHHM, aHKET, aBTOOHOTpadHii.

Tema 7. /le10n1pou3BOACTBO O NHCHbMEHHBIM H YCTHBIM 00pallleHUAM IPAaXKIaH



Bunsl oOpamieHuid rpaxkgaH: TNpeAsoXKEeHHE, 3asBICHUE, JKanoba, TEXHOJOTHs paboThl C
MMUCBbMEHHBIMH OOpAIIEHUSIMU TpakJaH: MpueM oOpaIrieHus, mepBUYHas o0paboTka, perucrpanus,
JOKJIal PYKOBOAMTENIO O 3apETMCTPUPOBAHHOM OOpallleHUH Ui MPUHATHA DPELICHUs, KOHTPOJb HaJ
UCTIOJIHEHNEM OOpaleHus, CHATHE C KOHTpOJs, aHanu3 oOpamenuil. PopmupoBaHune aen 10
obparieHusM rpaxkaad. OCOOEHHOCTH JIMYHOTO MPHEMa TPaKAaH.

Tema 8. Opranusanusi 10KyMeHT0000poTa. OCHOBBI APXHUBHOIO JeJ1a

[Tonsatne o poxymeHntoobopore. CTpykTypa H o0O0IIas XapaKTepUCTUKAa JTOKYMEHTOIOTOKOB.
Bxopasmue JOKYMEHTBI, MCXOJIIME JOKYMEHTBI, BHYTPEHHHE IOKyMEHThl. OpraHuszamus paboTsl ¢
nokymeHTtamu. Perucrpauus u yder nokymeHToB. KoHTponbs wucnonHenus. Homenxmatypa nein.
®opMupoBaHue U OpraHu3aunus XxpaHeHus zei. Ilepenada nenm Ha XpaHEHHE B apXWMBbl OpraHU3ALMM,
BEJIOMCTBEHHbBIE, TOCYAAPCTBEHHbIE U MYHUIUIATbHBIE APXUBBI.

Tema 9. lokyMeHTHpPOBaHME U 000POT HH(OPMAIIMU OTPAHUYEHHOI0 IOCTYIA

[Tonatue u BUABI MHPOPMALMU OTPAaHUUYEHHOTO JOCTYIA: FOCYJapCTBEHHAs TailHa, MepCOHAIbHbIC
JaHHble, KOMMeEpuYecKas M ciyxeOHass TailHa, WHbIE BUABl KOH(DUICHUMANBHOM HH(pOpPMALUH.
JIOKyMEeHTUpOBaHHE HH(POpPMAIMK OrpaHUYEHHOro Joctyna. OpraHuzanus padoThl C JOKyMEHTaMH,
COJIEpKALIMMH CBE/ICHUS, OTHECEHHBIE K IOCYJapCTBEHHOHN TaiiHe. 3aluTa JOKYMEHTOB, COAEP KaIUX
NEpCOHATbHBIC JaHHBIC, KOMMEPUYECKYI0 TaiHy. JIOKyMEHTHI "Ais Cily’)kKeOHOTO MOJb30BaHUA" M HX
00opoT.

4. O0pa3oBaTe/IbHbIE TEXHOJIOTHH

C uenpio (GOpMHPOBAHUS W Pa3BUTHS COOTBETCTBYIOIIMX KOMIIETEHIMHA Yy OOy4aromuxcsl MpU
IIPOBE/ICHUY 3aHATUN MO AMCLUUIUINHE MCIOJB3YIOTCS aKTUBHBIE U MHTEPAaKTUBHBIE ()OPMBI IPOBEAECHUS
3aHATHH, B COYETAHMM C BHeEAyAUTOpPHOH paboToii ¢ wmenpio (HOPMUPOBAHMS  3aSBICHHBIX
Mpo¢eCCUOHATHHBIX KOMITETEHIIMA 00y4YarOIINUXCSI.

VY aenbHBIN BeC 3aHATHN, IPOBOJUMBIX B MHTEPAKTUBHBIX (hOpMax, ONpeaessieTcs IIIaBHOM 1EbIo
(Muccueil) mporpamMmbl, OCOOCHHOCTBIO KOHTMHI€HTa OOYYaIOUIMXCS, COJEpXKAHUEM JUCIMUILIUHBI
(mepeyHeM TeM) U BBIpaOATHIBAEMBIMH B XOJI€ U3YUYEHUS AUCIUILIMNHBI KOMITETCHIIUSMHU.

VY aenbHBIN BeC 3aHATHH MO JUCLUIUIMHE, IPOBOJANMBIX B MHTEPAaKTUBHBIX (hopMax, COCTaBIISET HE
MeHee 30% ayauTOpHBIX 3aHATHIL.

3aHATHUS JEKIHMOHHOIO TUMA Il COOTBETCTBYIOUIMX IPYII CTYACHTOB COCTaBISIIOT He Oonee 50 %
ayIUTOPHBIX 3aHIATHM.

S. YueOHO-MeTOAuYeCKOe o0ecnedeHrne cCaMOCTOATEIbHOI padoThl 00y4al0IMXCs

B pamkax kypca nmpeaycMOTpEeH KOHTPOJIb 32 CAMOCTOSITEIbHOM pabOTOM CTY/IEHTOB.

Bunbr camocTosTenpHOM paboThl CTYIECHTOB:

- MOATOTOBKA K JJAOOPaTOPHBIM, CEMHUHAPCKUM U MPAKTHUYECKUM 3aHITHSIM;

- MOATOTOBKA K KOHTPOJILHBIM paboTaM M K KOHTPOJILHBIM TECTUPOBAHUSM;

- MIOJArOTOBKA K IPYNIIOBBIM JUCKYCCHUSIM U JEJIOBBIM UTPaM;

- MOJIFOTOBKA K 3a4eTy.

N3yueHnune TeopeTuueckoro MaTepuaa onpenesercs pabouei yaeOHON mporpaMMon TUCITUTUTHHBI,
BKJIIOYEHHBIMU B HEE KaJICHJAPHBIM IUJIAHOM MW3YyYEHUsS] IAUCHUIUIMHBI M TEPEYHEM JIUTEPaTyphl;
PEKOMEHIyeTCsl IpU MOATOTOBKE K 3aHATHSM MOBTOPUTH MaTepual MPEIIIeCTBYIONIMX TeM pabodero
y4eOHOro TUIaHa, a TaKXKe MaTepuai MPEIIIeCTBYIONUX YIeOHBIX TUCIUIUIMH, KOTOPBIA CIy:)KUT 0a3zoit
M3Y4aeMoro pasjiena AaHHOW MUCHUIUIMHBL. [Ipu mOAroToBKE K MPaKTUYECKOMY 3aHSITHIO HEOOXOIUMO
M3yYUTh MaTepuainbl JEKUHUHW, PEKOMEHIOBAaHHYIO JuTeparTypy. W3yueHHbI Marepuan cleayer
MIPOAHAIU3UPOBATH B COOTBETCTBUU C IUIAHOM 3aHATHS, 3aTEM IIPOBEPUTH CTENIEHb YCBOCHUS COACPKAHUS
BOIIPOCOB.



[IpakTudeckue 3aHATHS HEPa3pbHIBHO CBS3aHBI C JIOMAIIHUMHU 33/IaHUSMU KaK OCHOBHBIM BHJIOM
TEKyIIeH CcaMOCTOSITENIbHON paboThl, SBISASACH, B COUYETAHUM C CHUCTEMATUYECKUM H3yUYEHUEM
TEOPETUYECKOT0 MaTeprana OCHOBOM PEUTHHTOBOW OIEHKH 3HAHUH, (GUKCHPYEMOM B MPOMEXYTOUHON U
UTOTOBOM aTTECTAIIUIX.

CamocrostenbHas pab0oTa TMPOBOAWUTCS C IENbI0 YIIIYOJNeHUs 3HAHWA 10 JAUCHUIUIMHE M|
pelycMaTpuBaeT:

- IOBTOPEHHUE MPOUCHHOT0 yUeOHOT0 MaTepuaa, YTeHIHe PeKOMEH/I0BaHHOH JTUTepaTyphl;

- IOATOTOBKY K MPAKTUYECKUM 3aHATHUSM;

- BBITIOJIHEHUE OOMIMX ¥ HHIMBUYaIbHBIX JOMAIIHUX 3a[aHHIA;

- paboTy € AJIEKTPOHHBIMU UCTOYHUKAMU;

- IOATOTOBKY K cjaue 3ayeTa.

[InanupoBaHre BpEeMEHHM Ha CaMOCTOSITENIbHYIO pabOTy Ba)XKHO OCYIIECTBJISTh Ha BECh CEMECTD,
IpenycMaTpuBas Ipu 3TOM [IOBTOPEHUE MPOIIEHHOT0 MaTepHraia.

[Ipy mMoAroTOBKE K 3a4eTy CIeAyeT PYKOBOACTBOBATHCS NEPEUYHEM BOIPOCOB JJISi MOJITOTOBKU K
UTOTOBOMY KOHTpOJIO 10 Kypcy. IIpm 3TOM HEOOXOOMMO YSACHUTh CYTh OCHOBHBIX ITOHATHH
JTUCIUIIIAHBI.

CamocrosTenbHas paboTa CTYIEHTOB, MNPEXKIE BCEro, 3aKIIOYaTCs B M3YYCHHUU JIUTEPATypHI,
JOTIONTHSIONICH MaTepHall, u3jaraeMbplii B JICKIIMOHHON YacTH Kypca. HeoOxoammo oBmaneTh HaBbIKAMU
O6ubnuorpaduyeckoro mMoucka, B TOM 4HCJI€e B CETEeBbIX VHTEpHET-pecypcax, HAyUUThCS COMOCTABIATH
pa3IMyYHbIe TOUYKHU 3PEHUS U OTPEIENIATh METO/Ibl HCCIIEIOBaHUIA.

[Ipennonaraercsi, 4To, MPOCIyIIAB JIEKIMIO, CTYJEHT AODKEH O3HAKOMUTHCSA C PEKOMEHJOBAHHOMN
JUTEPaTypO U3 OCHOBHOTO CITMCKA, 3aTeM OOPATUTCS K UCTOYHHKAM, YKa3aHHBIM B OMOIMOTrpaduaecKkux
CIUCKaX M3YUYCHHBIX KHUT, OCYIIECTBUT MMOUCK U KPUTUUYECKYIO OLICHKY Marepuaia Ha caiitax MHTepHer,
cobepeT HeoOX0AMMYI0 HH(POPMAIIHIO.

Cy1miecTByeT HECKOJIBKO METO/I0B pabOTHI C IUTEPATYpPOil.

OauH M3 HUX — METOJ IOBTOPEHUS: CMBICI MPOYUTAHHOTO TEKCTa MOXKHO 3ay4YUTh HaW3YCTh.
IIpocToe mOBTOpeHHE BO3JACHCTBYET HAa NaMATh MEXAHMYECKH U IOBEPXHOCTHO. [loiydeHHBIE TakuM
IIyTEeM CBEJEHUS JIETKO 3a0bIBAIOTCS.

Haubosee 3¢ (hekTuBHBINA METO — METO/I OCO3HAHHOTO 3allOMHUHAHUS: POYUTAHHBIA TEKCT HYKHO
MOABEPTHYTh OOJBINEH, YeM NpoCcTOoe 3aydnBaHue, o0paboTke. UTOOB OCHOBATENBHO 00pabOTaTh
nH(OPMAIIHIO, BAXXHO MPOU3BECTH IEINbIA PSII MBICTUTEIBHBIX OIMEpAIHii: TPOKOMMEHTHUPOBATH HOBBIC
JaHHbIC; OLICHUTh WX 3HAYEHHE; MOCTABUTH BOIIPOCHI; COMOCTABUTH IOJYYEHHBIE CBEACHUS C paHee
U3BECTHBIMM.

Jna ynyuimieHus o6paboTku MHGOpMalMU OYEHb Ba)KHO YCTAHABIMBATh OCMBICICHHbBIE CBA3H,
CTPYKTYpUPOBAaTh HOBBIC CBeleHUS. M3yueHne HayuyHOW, yueOHOH U WHOW JUTEepaTyphl TpeOyeT BelIeHUs
pabouunx 3ammceil. @opma 3amucell MOXET OBITH BEChbMa pPa3HOOOPA3HOM: MPOCTONW WM Pa3BEPHYTHIN
TUJTaH, T€3UCHI, IUTAThI, KOHCTIEKT

6. ®oH/ OLEHOYHBIX CPEICTB ISl MPOMEKYTOUYHON ATTECTAMH MO AUCHMILINHE (MOIYJIIO),
BKJIIOYAIOIIUAM

6.1. IlepeyeHb KOMNeTeHIHI BBIMYCKHUKOB 00pa30BaTe/JbHONl NMpPOrpaMMbl ¢ yYKa3aHHeM
pe3yJbTaToB o0OydyeHHs1 (3HAHWH, yMeHMH, BJIaJeHMIi), ONMHCAHMe IOKa3aTelell W KpHUTepHeB
OLICHUBAHHUS KOMIIETEHIU I

®opmupyemMbie KOMIETeHIIMH InanupyeMble pe3yJibTaThl 00y4eHHSsI MO AUCHUILINHE (MOLYJII0)




OK-3

BJIaJICHUE OCHOBHBIMH
METOaMH, CIIOCO0aMu 1
CpE/CTBAMHU MOTYUCHUS,
XpaHeHWs, iepepaboTKu
uHdopmanum, HaBbIKAMHU
paboThI ¢ KOMIIBIOTEPOM Kak
CPEICTBOM YIPABJICHUS
nHdopmanmen

3.1. 3HaTh axkThl TEXHUYECKOTO pEryJHpOBaHUS W METOJWYECKHUE MAaTepuajbl IO
JIOKyMEHTHPOBAaHUIO WH(GOPMANMY, BO3HHKAIONIEH B Tpolecce NpodhecCHOHATHHON
JIESATEIIBHOCTH, 1 MHOM IOPUANYECKHA 3HAYUMOW HH()OPMAIINH;

V.1. YMeTs NIpruMeHATh COBPEMEHHBIE TEXHOJIOTHH 00pabOTKH M XpaHEHHS JOKYMEHTOB.
B.1. Brazers MeTOgaMM TEKYILIETO M APXUBHOI'O XPAHEHUS JOKYMEHTOB

B.2. Bramets MeTonamMu xpaHeHus HHOOPMAIMK OTPAHHYEHHOTO JIOCTYTIA.

K-7

BJIaACHHUEC HAaBBIKaMH
TMOATOTOBKHU IOPUANYCCKUX
JAOKYMCHTOB

3.1. 3Hath (enepasbHbIC 3aKOHBI W HMHBIC HOPMATHUBHBIC IMPABOBBIC akKThl B cepe
uHQOpMAIUY, WHPOPMALNUOHHBIX TEXHOJOTMA M 3allUThl WHPOPMALUH, a TaKXKe
ApXUBHOTO JI€Na;

3.2. 3HaTh CTPYKTYpY U CIIOCOOBI TOKYMEHTHPOBAHUS MPaBOBOM MH(pOpMAIIUH;

VY.1. YMeTs cocTaBiATh U OPOPMIISATH TOKYMEHTHI, B TOM YHCJIe OTHOCSIIHECS K cdepe
nmpodeccCHOHATLHOW AESITETLHOCTH B COOTBETCTBHHM C TpeOoBaHUAMH (enepambHbIX
3aKOHOB, HHBIX HOPMATHUBHBIX TIPABOBBIX AKTOB M aKTOB TEXHUYECKOTO PETyJINPOBAHIS;
B.1. Bnazmerp NOHATUHHO-KaTErOpUaJbHBIM aNlapaToM IO JOKYMEHTOBEACHUIO U
JICJIOTIPON3BOICTBY

K-13

CMOCOOHOCTH TPAaBHIILHO U
MOJIHO OTPaXKaTh PE3YJILTATHI
npoQeCCUOHATBHOM
JIEATEIbHOCTU B IOPUIHUUYECKOM U
UHOM JOKYMEHTAIIUH

3.1. 3HaTe mTpaBuia cocTaBieHWs ©W OQOPMIICHWS TOKYMEHTOB, B TOM YHCIE
OTHOCSIIHXCS K chepe MpoPecCHOHANBHON AeITeILHOCTH;

V.1. YMeTb aHanu3upoBaTh COAEPKAHHE U PEKBU3UTHI JOKYMEHTHPOBAHHOM MpaBOBOI
uHpopmanuy;

VY.2. YMerb 0hopMIISTh Jies1a, COCTABIATh HA HUX OIMCH, TOTOBHUTH JIeJia K Iepeaade Ha
apXMBHOE XpaHEHHE.

B.1. Bnagers MeTolaMy OpraHu3alyy KOHTPOJIS 32 CPOKaMH HCIIOJHEHHS IOKYMEHTOB U
OIIEPaTHBHOTO HX XPAHEHHE;

6.2. Onucanue MKaJ OLCHUBAHUA:

[MIxaJjia oneHUBAHUSA KOMIIETEHIINIA

HNupukaropnl OIEHKH C®OPMHUPOBAHHOCTH KOMINETEHIUI

KOMIIETCHIINH

He 3aureno 3aureHo

. VYposenb
ITonHoTAa 3HAHMI p

TpeboBanuii. imenu Mecto TpyObie OMMOKH.

YpoBeHb 3HaHWK B 00BEME, COOTBETCTBYIOIIEM
MporpaMMe TIOATOTOBKH. JIOMyIIeHO HECKOJIbKO
HETrpyObIX OMNOOK

3HaHUN HHXKC MHWHHUMAJIBHBIX

I[lpu pemieHun CTaHZAPTHBIX 3a1a4  HE
Hanuune ymennii MIPOJAEMOHCTPUPOBAHBI OCHOBHBIC YMCHHUSI.
Nmenn mecto rpyObie OMMOKH.

[MpoieMOHCTPUPOBAHBI BCE OCHOBHBIC YMEHHUSL.
PemreHbl Bce OCHOBHBIE 3aJauyd C HErpyObIMHU
omnOKkaMy. BBINOIHEHBI BCE 3aJaHMs, B IIOJHOM
00BeMe, HO HEKOTOPBIE ¢ HEIOYCTAMHU.

Hanuune HaBBIKOB
(BJ1a1eHHE OMBITOM)

[Ipu pemenunm craHgapTHBEIX 3amad  He | [IpomeMoHCTpHpOBaHBI 6a30BBIE HABBIKI
IIPOJIEMOHCTPUPOBAHBI 0A30BbIE HABBIKH. IIPU PELICHUH CTaHAAPTHHIX 33/1a4 C HEKOTOPHIMHU
Nmenu mecto rpyOble OMINOKH. HefloueTaMu

VuebHast akTUBHOCTL H MOTHUBaALUA ciabo

VuebHast akKTMBHOCTh H MOTHUBALUA MPOABIIAIOTCA

MoTuBanus Ha CpeJHEM YPOBHE, AEMOHCTPHPYETCS TOTOBHOCTh
BBIPaKEHBI, TOTOBHOCTH pemaTsb
(MMYHOCTHOE BEITIOJTHATh IIOCTaBJICHHBIC 33/la4d HAa CpETHEM
MTOCTaBJICHHBIC 3amaun KayeCTBEHHO
OTHOILIIEHHE) YpOBHE KadecTBa
OTCYTCTBYIOT
. ChopMUPOBAaHHOCTh ~ KOMIICTCHIIMM B IIEJIOM
Komnerenuuss B TONHOM  Mepe  HE
. | COOTBETCTBYeT TpeOOBaHHSM, HO €CTh HEIOYECTHI
cthopmMupoBaHa. Nmeromumxcst 3HAHUH, o .
XapakTepucTuka N Wmeromuxcss  3HaHWW, YMCHUH, HAaBBIKOB U
YMEHHUH, HaBBIKOB  HEJOCTATOYHO  JUIS
chopMupOBaAHHOCTH MOTHBAllMM B IIEJIOM [OCTAaTOYHO JMJS PEHICHUS
peleHus MPaKTUICCKUX
KOMIIeTeHI[HH MPAaKTUYCCKUX (MPO(PECCUOHANBHBIX) 3a1ad, HO
(mpodeccoHanbHBIX)  3amad.  TpedyeTcs
TpeOyeTcsi  JONONHWUTENbHAs  TpaKkTHKa 1O
MTOBTOPHOE 00yYeHHE
HEKOTOPBIM PO ECCHOHATIBHBIM 3a/1a9aM.
Yposensn

cpopmupoBannocTn | Huskuit
KOMIEeTeHIN i

Cpennuit




[TpomerxyTouHas arTecTanus N0 AUCHUILIMHE IPOBOAUTCS B (hopMe 3auéTa.

3auéT BBICTABIISIETCA IO MTOraM YCIIEIIHOTO BBINOJHEHUS 3aJaHUN TEKyLero KoHTpois. Jlnd
MOJTy4eHUs 3a4€Ta HEOOXOAMMO BBINOJHUTH BCE 3aJaHMs TEKYLIEr0 KOHTPOJIA B COOTBETCTBYHOILEM
CEMECTPE Ha OLIEHKY HE MEHEE YEM «YJOBJICTBOPUTEIBLHO».

K 3auéry mo y4eOHOM QUCHMIIIMHE IO MPEICTABICHUIO MPENOAaBaTeNs, BEAYIIEr0o ayIUTOPHbIE
3aHATHS, U PELICHUIO, IPUHATOMY Ha 3aceAaHnu Kadeapsl, He JOMYCKAIOTCs 00yJaromuecs:

1) mponyctuBmme 6onee 50% mpakTUUECKUX U CEMUHAPCKUX 3aHSATHH;

2) He MPOIIEIINE WIH BBITOJHUBIINE HEYJOBIECTBOPUTEIHHO KOHTPOJIBHBIE 3aJaHus 110 4 u Gojee
TeMaM Kypca (IpOX0XkKICHUE TECTUPOBAHMS, TIOATOTOBKA JOKIAI0B).

3a4éT TPOBOAUTCA B YCTHOH (OopMe MO YTBEPKAEHHBIM 3aBEAYIOMIMM Kadeapoi (IUpeKTopoM
¢unnana) 6uneram. O0s3aTeNbHON ABISIETCS MOJIOTOBKA CTYJEHTOM Pa3BEPHYTOrO OTBETA M0 CYLIECTBY
BONPOCOB Owmiera, Ha 4TO OTBOAUTCA He MeHee 45 mMuHyT. Ha 3auére He Aomyckaercsi HajIu4due y
o0yyJaroImuxcs MOCTOPOHHUX MPEIMETOB, B TOM YHCIIE TEXHUUECKUX YCTPOUCTB (MOOMIIBHBIX Tele(OHOB
U TIp.), TIOJb30BAHUE KOTOPBIMU MOXKET 3aTPYIHUTH JUOO cenaTh HEBO3MOXHONH OOBEKTUBHYIO OLICHKY
pe3yabTaTOB MPOMEXYTOUHOU aTTecTanuu. OOydarolyecs, HapyIUBIINE [IPaBUiIa MPOBEICHUS 3auéTa,
[0 PELICHUIO IPEToaBaTelisi U 3aBEAYIOIIEro COOTBETCTBYIOUICH Kadeapoil MOryT OBITh yAajeHbl U3
aymutopud. IIpm >TOM B 3a4€THYI0 BEAOMOCTb YAAIEHHOMY CTYINEHTY IPOCTaBISCTCS OLEHKA
«HEYJOBIETBOPUTENBbHO». [Ipu mpoBeaennu 3a4yéra B ycTHOM (opme mo Omieram OLEHHBAIOTCS odliee
IIOHMMAaHHE CTYIECHTOM COJEP’KaHUSA U CTPYKTYPBI BOIIPOCA, IMTOJIHOTA PACKPBITHS KaXXA0T0 U3 DJIEMEHTOB
BOIpOCA, CTENECHb BIaJCHUS 0a30BOM TEPMUHOJOTHEH, MOHMMAaHHWE MPUMEHHMOCTH M OCOOCHHOCTEH
IIPAKTUYECKOIO HCIOJIB30BAHMSA H3JIaracMbIX TEOPETHYECKUX mnonoxkeHuid. IIpenmogaBatens i
YTOUYHEHHUS OLIEHKM BIIpaBe 3a/aBaTh JONOJHHUTEIbHBIC BOIMPOCHL, MPEIyCMOTPEHHbIE padoueit
MPOrpaMMoOi.

YpoBeHb 3HaHUH, 00YYAIOLIUXCS ONPEeNAeTCs CISYIONMMH OIICHKAMU:

Kpurepun oneHok ais 3a4éra:

OIIEHKA YPOBEHbBb IOAI'OTOBKHA
CryneHT 3HaeT 0a30BYI0 TEPMHHOJOTHIO IUCIMIUIMHBEL, pa30upaeTcss B MPOWACHHOM MaTepHuaie, Maért
3auTeHo MIpaBUJIbHBIE KOMMEHTAapHH. JlommycKaroTcs HE3HAUWTENbHBIE HETOYHOCTH W YIYIICHHS B OTBETax,

KOTOpBIE CEPbE3HO HE UCKAKAIOT COJIepIKaHKe Kypea.

OmuOKH B OTBETaX 3HAYUTEIBHBIC W CBHIACTEIHCTBYIOT O HENPABHILHOM IMPEACTABICHUN 00 M3yICHHOM
He 3auTeHo MaTepuasie. OTBETHI Ha BOTIPOCH KPaTKHE M HE PACKPHIBAIOT OCHOBHBIX MOJIOKEHHUH MPOHIEHHOTO Kypca.

B cnydae gocTHXKEHUS! CTYIEHTOM IIOJIOKUTENBHOIO pe3ylibTaTa B MPOIECCe MPOMEKYTOUHOM
aTTecTalluy, MOJyYCHHAs OIlEHKAa BHOCHUTCS B 3aU€THYIO BEIOMOCTh U 3a4ETHYIO KHIDKKY O0y4aromierocs.

6.3. Kputepum u npoueaypbl OleHUBAHUSA Pe3yJbTATOB 00yUeHUsI 0 JUCIHUIJIMHE

st oneHUBaHHMsl pe3yJbTAaTOB O0y4YeHMs B BHAe 3HAHWI HCHOJB3YIOTCH Cielylolue
Nnpoueaypbl U TeXHOJIOTHH:

- TECTUPOBaHUE

- TOKJIaJIbI

- CATYallUOHHBIC 3aa4Nn

JAns ouneHMBaHWsI PpPe3yJbTAaTOB O00y4YeHHs] B BH/JA€ YMEHHIl W BJAJEHHH HCHOJb3YHOTCHA
cjaeayloIue Npoueaypbl ¥ TEXHOJIOTHH:

- IPAKTUYECKUE KOHTPOJILHBIE 3a/1aHuS.

Kpurepun onenuBanns cpopMHPOBAHHOCTH KOMIIeTeHI M (Pe3y1bTATOB):

— JIOTUYHOE U3JI0KEHHE MaTepraja OCHOBHBIX TeM JAUCIHILINHBI;

— YMCHHUC UCTIOJIB30BATh U 1aBaTh MOACHCHUC OCHOBHBIM TCPMUHAM U MMOHATUAM 11O JUCHUITIIINHEC,

— CIIOCOOHOCTH UCTOIB30BaTh HAYYHBIN MOIX0/] B U3yUYEHUH JTUCHUTIINHEI.




6.4. TunoBble KOHTPOJIbHbIE 33aJaHUSI W HHbIe MAaTepHAJIbl, HeOOXOAUMBbIE ISl OIEHKH
3HAHUI, yMEHHM i, HABBIKOB

XapakTtepucTuka oneHoynoro cpeacra  OC-1  «TecrupoBanue» ajiasi  KOHTPOJIS
copmupoBannoctu komnerenunii «OK-3, I1K-7, IK-13»

OO0mme cBegeHnst 00 OLICHOYHOM CPe/ICTBe

TectupoBaHue MPOBOIUTCS C HUCIIOJIb30BAHUEM KOMITBIOTEPHBIX TEXHOJIOTHI U yCTPOMCTB, OO0 63
TakoBOT0. B mpoiiecce mpoBeieHus: TECTUPOBAHUSI IPEINO/IaBaTEIb BHUMATEIBHO CIEIUT 3a TEM, YTOOBI
CTYACHTHI BBIITOJHAN 3aJaHUsA CAMOCTOATCIIBHO U HC MCIIAJIIA APYT APYTY.

3amanus ¢ BBIOOPOM OTBETA (3aKPBITHIM TECT), 3aJIJaHUS «3aIIOJTHUTE MPOITYCK B MPEIOKEHUN»
(OTKPBITHIH TE€CT) OLIEHUBAIOTCS B OJIUH U JIBa 0ajyia COOTBETCTBEHHO.

IMapamMeTpbI O1IeHOYHOTO CPEACTBA

Ounenka YpoBeHb NOATOTOBICHHOCTH, XaPAKTEPU3yeMblii OLICHKOI
ITpeBocxonHO 100 % npaBUIBHBIX OTBETOB

OTIMYHO 90-100% npaBUIHHBIX OTBETOB

O4eHb XOpOIIo 70-89% mipaBIIILHBIX OTBETOB

Xopo1io 60-69 % npaBUILHBIX OTBETOB

Y 1OBIIETBOPUTETHHO 50-60% npaBMILHBIX OTBETOB

HeynosnerBoputensno | 40-50 % npaBHILHBIX OTBETOB

ITnoxo Memnee 40 % npaBUIBHBIX OTBETOB

IIpumepsbI TeCTOBBIX 3aaHMIA:
1. ITonnucanue gBiseTCS:
a) CnocoOoM coryiacoBaHus TOKYMEHTA
b) CrnocoOoM BbIpakeHUS! OTBETCTBEHHOCTH 32 COJIEPIKaHUE TOKYMEHTa
¢) CnocoboM yTBEepKICHHS JOKYMEHTA
d) Cnoco6oM 03HaKOMJICHUS C COJEpKAHUEM JTOKYMEHTa
e) EamHCTBEHHBIM CITIOCOOOM YJIOCTOBEPEHHUSI TOKYMEHTA

2. 3aroJ0BOK K TEKCTY MPOTOKOJIA JOJIKEH (hOPMYITHUPOBATHCS B
a) BHHUTEIIFHOM majexe (Koro, 4ro?)

b) narenpbHOM manexe (Komy, uemy?)

C) TpeMIOKHOM majiexe (0 yem?)

d) poauTenbHOM majaexe (Koro, 4ero?)

3. PexBusut «Buza» ucnonb3yercs

a) Ilpu BHyTpeHHEM corjlacoBaHUM JOKYMEHTa

b) Ilpu cormacoBaHuM JOKyMEHTA C BHEIIHEH OpraHu3anuen
c) Jlns puHAHCOBBIX U 0CO00 OTBETCTBEHHBIX JOKYMEHTOB
d) Bo Bcex cinydasx

4. Yka3aHus M0 UCHIOJHEHHIO JOKYMEHTA COIEPXKATCS B PEKBU3HUTE
a) TEKCT JOKyMEHTa

b) rpud yrBepKIeHUA

C) 3aroJoBOK K TEKCTY

d) Hu B KakoM

5. CormnacoBaHue ObIBaEeT:
a) BHyTpeHHUM UM BHELIIHUM




b) IlomHbBIM U KpaTKuUM

¢) CHO0XHBIM U TPOCTHIM

d) C pykoBoaHTelIeM YUPEKIEHUS U C PYKOBOJIUTEIEM MOIpa3IeIeHUs
e) C BBILIECTOAIMMHU PYKOBOJUTEISIMHI UM OPTaHU3ALUSIMU

6. aty «9 mas 2000 roma» B JOKyMEHTaX CIEAyET MPOCTABIATH KaK
a) 09.05.2000

b) 9 mag2000T

c) 09/05/00

d) 09-05-00

7. PexBu3uTHI «2OMOIIeMa npeanpusaTis» u «HanMeHoBaHMe MPeaNPUATHS» PACIIOIararoTCs
a) B BepxHel yacTu nMcTa — cieBa B YIUIy WU B LIEHTPE

b) B BepxHeii yacTu nucta

c) B nentpe BepxHero noius

d) B mpaBoM BepxHEM yTiy

e) Jlpyr rox apyrom

8. B npuiioskeHuu K pacrnopsaIuTeIbHOMY JOKYMEHTY Ha IIEPBOM €r0 JIMCTE B IPABOM BEPXHEM YIIIy
MUITYT:

a) «[Ipunoxenue»

b) «IIpunoxeHue» ¢ ykasaHUEM HAUMEHOBAHHUs PACIIOPSAAUTENILHOIO TOKYMEHTA

c) «lIpunoxxeHnue» ¢ ykazaHueM HAUMEHOBaHMS PACIIOPAIUTEIBHOIO JOKYMEHTA, €10 JaThl U
PETHCTPALIMOHHOTO HOMEpPA

9. KpaTkoe u3noxeHue cMbIciia JOKYMEHTa COACPKUTCS B PEKBU3UTE
a) pe3oNIonus

b) TeKCT moKyMeHTa

C) OTMETKa O KOHTPOJE

d) 3aroJIoBOK K TEKCTY

10. Iloamuce oTneaseTcs OT TEKCTA
a) Hnrtepanom

b) 2 mHTEpBaNaMHU

c) 3 uHTEepBaIaAMHU

11. IledaTs Ha TOKyMEHTE NIPOCTABISAETCS HA
a) TOIIKCH U ITOJKHOCTH ITOJAIKMCABIIETO
b) pexBusure «Y TBEPXK/IAIO»

C) KONHUAX JTOKYMEHTa

d) pexBuszute «/laTta»

€) JTUYHOM MOIIIHCH JOJHKHOCTHOTO JINIA

12. AnpecaTtoB B OJJHOM JOKYMEHTE MOXET OBITh
a) TOJLKO OJUH

b) He Goinee Tpex

c) He Ooisee yeThIpex

d) CKOJIBKO HEOOXOIMMO

13. [IpaBunbpHas qonycTuMasi HyMepamus pas3/iesioB, 0Ipa3iesioB, TyHKTOB H MOJITYHKTOB
JIOKyMEHTA
a) I II, III



b) 1,2,3
c) a,0,B

14. OT™MeTKy 00 HCTIOJTHUTENIE JOKYMEHTA NMPAaBUIIBHO PACTIONOXHUTh B

a) JICBOM HIDKHEM YTy JIMLEBOW MM 00OPOTHOM CTOPOHBI IEPBOTO JIMCTA JTOKYMEHTA

b) mpaBoOM HMKHEM YTy JUIIEBOU UM 0OOPOTHOM CTOPOHBI MOCIIEIHETO JINCTA JOKYMEHTA
C) JICBOM HIDKHEM YTy JIMIEBOW MIIM OOOPOTHOW CTOPOHBI MOCIIEHETO JIUCTA TOKYMEHTa

15. YcnoBHOE 0003HAaYCHHE TOKYMEHTA, IIPUCBANBAEMOE MY IIPU PETUCTPAIIMH, HA3bIBACTCS
a) PerucrpanuoHHbBIA UHACKC

b) IlopsakoBelii HOMeEp

¢) VYYeTHBIN MHICKC

d) PerucrpauuoHHbI HOMED

16. PexBusuta “Ha3zBanue Buja JOKyMEHTa HET
a) Bo BHyTpeHHHX TOKYMEHTax

b) Bo BHEmHUX TOKyMEHTaxX

¢) B mucemax, dakcax, Tenerpammax

d) B HEKOTOpPBIX TOKyMEHTax

17. AnpecHble fJaHHBIE IPEANPUATHS YKA3bIBAIOT
a) B mo0bIx

b) Bo BHemHux

¢) B mucemax, dakcax, Tenerpammax

d) I'me »To HEOOXOIUMO

18. OcHoBaHue U3AaHUS TIPUKA3a B CBSI3U C peopraHu3alyeil CTpyKTyphl yIpaBiIeHus B pupMme
COJIEP>KUTCS B

a) 3arojiIoBKe

b) KOHCTAaTHPYIOIIEH YacTH TEKCTa MPHUKa3a

¢) mno3uiuM Tekcra «OCHOBaHUEC

d) npuiaraeMbIxX JOKyYMEHTax

€) PpacnopsaUTENIbHON YacTH TEKCTa IIpUKa3a

19. Bol cunTaere, 4yTO AN YIYYILISHHS JeONPOU3BOACTBA Ha BameM npeanpusTHu HyKHO
3aKyNUTh U YCTAHOBUTH JIOMIOJIHUTEIIFHOE MTpOrpaMMHoe obecriedenne. CBOM MpeaoKeHUs Is
pykoBoJicTBa pupmbl Bl MokeTe 000CHOBATH B

a) IHCchMeE

b) pemenun

C) aKTe

d) cnpaske

€) JIOKJIaJHOH 3amrcKe

20. 1o conmepkaHuio MPUKa3bl OBIBAIOT:

a) Ilpoctbie u cliokKHBIE

b) Ilo OCHOBHOM JEATETLHOCTH U IO JUYHOMY COCTaBY

c) BnyrpenHue u BHemIHUE

d) IlosmHble U KpaTKHe

e) C yrJIoBbIM U IPOJOJIBHBIM PACcIOI0KEHUEM PEKBU3UTOB

Xapakrepucruka ouneHoyHoro cpeacrsa OC-2 «KontpoabHasi padora» I KOHTPOJS
chopmupoBannoctu komnerenuuii «OK-3, I1K-7, [IK-13»



O0mme cBeieHUs 00 OIIEHOYHOM CpecTBe
KoHTposibHast paboTa Mo3BOJIIET OIEHUTh KOMILUIEKC IMOJTYyYEHHBIX B TIpoliecce 00ydeHHUsT HAaBBIKOB.

ITapameTpbl OLIEHOYHOTO CPeICTBA

Ouenka YpoBeHb NOATOTOBJIEHHOCTH, XapaKTepH3yeMblii OLIEHKOI

HpeBOCXO,Z[HO 3az[a1-me BBITIOJIHEHO B IIOJIHOM 00beMe (BCC IMOCTaBJICHHBIC 3aJa9N peH.ICHBI), OTBCT JIOTHYCH U
06OCHOBaH, 06yqa}onmﬁcs{ OTBCYACT YCTKO U MOCJICAOBATCIIBHO, IIOKA3bIBACT FHy60KOC 3HaHUC
OCHOBHOT'O U JOTTOJIHUTCJIbLHOT'O MaTCpUraia

OTIHYHO 3aﬂaHI/Ie BBIMIOJIHEHO B IOJHOM 00bEME (BCC NNOCTaBJICHHLBIC 3aJa4n peHICHI)I), OTBCT JIOTUYCH U
060CHOBaH, 06yqa}on1p117lcs{ OTBCYACT YCTKO U IIOCJIICAOBATCIIbHO, IIOKAa3bIBACT FHy60K06 3HaHUC
OCHOBHOTI'O MaTc¢puaia

OyeHb XOpoIIO 3aaHKe BBITOIHCHO B MOJHOM 00beMe (BCE OCTABICHHBIC 3a/Ia4d PEIICHBI), OTBET JIOTUYCH U
000CHOBaH, 00YJarONIUIICS OTBEYACT YETKO U TOCIIC0BATEIILHO, TIOKA3hIBACT TIIyOOKOE 3HAHUE
MaTepHuaja, JOMyIIeHo He OoJiee 2 HETOYHOCTEH HENMPUHIUITHAIFHOTO XapaKkTepa

Xoporo 3amaHne BBITOTHEHO B ITOJTHOM 00beMe (Bce OCTABJICHHBIC 3a/1a9l PEIICHBI), OTBET JIOTUYCH U
000CHOBaH, TOMYIIEHB HETOYHOCTH HEMTPUHIINIIHAIBHOTO XapaKTepa, HO 00yJIatonTiics
MOKA3BIBACT CHCTEMY 3HAHUH 110 TeME CBOMMH OTBETAMH Ha ITOCTABJICHHBIE BOTIPOCHI

Y 10BIETBOPUTETHHO 3amaHue BBHIMOJIHEHO HE B MOJTHOM o0beMe (pemreHo 6osiee S0% mocTaBiIeHHBIX 3a/1a4), HO
00yJarOIIUICS TOMyCKAaeT OMIMOKH, HApYIIIeHa ITOCIEA0BATEILHOCTh OTBETA, HO B LIEJIOM
PacKphIBAET COACPIKaHUE OCHOBHOTO MaTepuaa

HeynoBnerBoputensHo | 3amaHue BBIMOJHEHO HE B ITOJTHOM o0beme (pemreHo meree S0% mocTaBlIeHHBIX 3a1a4),
00yJaroIuics [acT HEBEPHYIO HHPOPMAIIKIO IIPU OTBETE HA MOCTABJICHHBIC 3a7a4H, JOMYCKAeT
rpyObie OMIMOKK PU TOJKOBAHUH MaTepHualia, JEMOHCTPHPYET HE3HAHUE OCHOBHBIX TECPMUHOB U
TTOHSITUH.

IInoxo 3aﬂaHI/Ie HC BBIIIOJIHCHO, 06yqafom1/1171c;1 JACMOHCTPUPYCT MOJTHOC HE3HAHUEC MAaTCpUaia

Bonpocs! 1J1s1 KOHTPOJILHOH PadoThI:

[Nonsarue nndopmaruu, nHPOpMaLKs KaK 00BEKT MIPABOBBIX OTHOIICHUH.
ITpaBoBast nH(pOpMaLKs U €€ CTPYKTYpa.
[TonsaTne nenonpon3BOJCTBA, €r0 LEIH U QYHKINU.
3aKOHOJATEIbCTBO 00 MH(OPMALIMH, IPABOBOE PErYINPOBAHUE EIONPOU3BO/ICTBA.
ITopsnok ucnosb30BaHus TOCYAApCTBEHHOIO s13b1Kka Poccuiickoit denepanuu npu
JIOKYMEHTUPOBAHUHU OPHUITHATBHON HHPOPMAIIUH.
6. IloHsATne M BUABI JOKYMEHTOB.
7. YHubukanus v CTaHJapTH3aLMs] JOKYMEHTOB. Y HU(UIIMPOBAHHBIE CUCTEMBI JOKYMEHTALMH.
8. CrpykTypa u couepx aHue JOKyMEHTA.
9. CoctaB 1 OCHOBHbIE TpeOOBaHUS K OPOPMIICHUIO PEKBU3UTOB JOKYMEHTA.
10. Opranun3zanmoHHO-PaCIOPSAUTENBHbBIE TOKYMEHTHI: IIOHATUE, COCTAB, IOPUINYECKAs CHJIA.
11. Xapakrepuctuka ¢eaepalbHOro 3aKOHa KaK JJOKYMEHTA, €ro CTPYKTypa U PEKBU3UTHI.
12. OcHoBHbIe TpeOOBaHUS K OPOPMIICHUIO PACTIOPAIUTEIBHBIX JOKYMEHTOB.
13. TlonsiTve 1 Ha3HAYEHUE OPTraHU3ALUOHHBIX JTOKYMEHTOB.
14. MudopMaimoHHO-CIIpaBOYHBIE IOKYMEHTBI: OTIpeIeIeHUE, BUbI, (PYHKIIUH.
15. CtpykTypa, coaepkaHue U BUAbI MPOTOKOJIOB.
16. TTonsiTue U KIaccuPpUKAMA JOKYMEHTOB 110 IMYHOMY COCTAaBY.
17. YaudummpoBanasie (HOpPMBI IEPBUYHON YUETHON TOKYMEHTAIIMH 110 TPYY U €T0 OIjIaTe.
18. Oco0eHHOCTH TOKYMEHTUPOBAHUS TPYJOBBIX OTHOLICHUH.
19. JIokyMeHTOOOOPOT U TOKYMEHTOOTOKH.
20. Perucrpauus u y4er 10KyMeHTOB. CUCTEMBI 3JIEKTPOHHOTO JJOKYMEHTO000POTA.
21. ®opmuposanue aen. Homenkiarypa gen.
22. OcHOBHbIE TpeOOBaHUS K OJATOTOBKE A€ JUIS IIepejauydl Ha apXUBHOE XpaHEHHE.
23. Jlenonpou3BOACTBO MO OOpaIIECHUSM IPaK/IaH.

AW =




24. OCHOBBI IPABOBOT'0 PETYIMPOBAHUS AEJIONPOU3BOICTBA B OpPraHaX UCIIOJHUTEIBHOM BIIACTH.

25. [lonsiTHe 1 OCOOEHHOCTH CYJIOHOTO JETONPOU3BOICTRA.

26. Perucrpanus, yuer 1 opopmiIeHHE el B paHOHHOM Cy/I€.

27. IlonsiTie 1 BUIbI HH(GOPMAIIMKA OTPAHMYCHHOTO JIOCTYTIA.

28. Opranusaius paboThl ¢ JOKYMEHTaMH, COJEPKAIMMHU CBEJICHUS, OTHECEHHBIE K
roCyJ1IapCTBEHHOM TaliHE.

29. 3amuTa JOKYMEHTOB, COAECpKAILUX IEPCOHAIIBHBIE JaHHBIE, KOMMEPYECKYIO TaliHY.

30. JlokyMeHTHI " 7151 CITY)K€OHOTO TI0JIb30BaHUs" M UX 000POT.

KouTtpoJbHble 3a1anusi no teme 3

3ananue 1. Paspadorarh YrjioBoid M TPOAOJBbHBIIH OJaHK mNpUKa3a AJdsi KOHKPETHOI
OpPraHM3annu:

Bapuantsl 3ananuii

1. BAKPBITOE AKITMOHEPHOE OBHIECTBO «PEAJI» (3A0 «PEAJI»)
440011 r. Ilen3a, yiu. JlepmonToBa, 56/7

OKIIO 32165566, OT'PH 4312311122448, UHH/KIIII 3245613750/324561375
Hupexrop J.J1. [leGenes

CrpyKTypHBIE IOIPA3ACICHU:

Byxranrepus, ri. 6yxrantep O./]. UBanosa

Otnen MapkeTuHra, HadaiabHUK oTAena O.A. CanoBa

OxoHomMuueckuil otaen, HayanbHUK otaena O.11. Kpyns

2. OBIIECTBO C OTPAHUYEHHOM OTBETCTBEHHOCTBIO «Apcenan»
421100 r. YapsHOBCK, yi. Mupa,11

OKIIO 12343254, OI'PH 1233431231231, UHH/KIIII 4321767540/432176754
Hupexrop JI.JIL. IlIkaeB

CrpyKTypHBIE IOIPA3ACICHU:

Byxranrepus, ri. 6yxrantep M.U. JIluBensb

Otnen MapKeTUHra

IIpon3BoACTBEHHBIN OTAET

3. OTKPBITOE AKIITMOHEPHOE OBIHIECTBO «AJIAH+»

321144 r. Camapa, yi1. K. Mapkca, 66/9

OKIIO 21443612, OT'PH 5453216523412, UHH/KIIII 8756425430/875642543
Hupexrop JI.W. 3noi

CrpyKTypHBIE IOIPA3ACICHU:

Byxranrepus, ri. 6yxrantep A.P. Bebep

Kommepueckuit otaen, HadanbHuk otaena FO.J1. MIBHeB

Xo3gicTBeHHBIN 0TAeH, HadanbHUK oTaena JI.J[. Cemuna

4. BAKPBITOE AKITMOHEPHOE OBIIECTBO «EBpocers»

234255, r. Kazans, nip. Bo3poxaenus, 2

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

CrpyKTypHBIE IOIPA3ACICHU:

Byxranrepus, ri. 6yxrantep P.P. Penun

Otnen MapkeTuHra, HadainbHUK oTaena JI.M. Ilerpos

Toproseliii otaen, HauanbHUK otAena P.C. AnekceeBa

5. TOCYIAPCTBEHHO YHUTAPHOE ITPEAITPUATHUE «AT'POCEPBUC» (I'VII
«AT'POCEPBHC»)

443310, r. [Ien3a, yn. TepHoBckas, 43

OKTIO 56341853, OI'PH 8167452856118, MHH/KIIII 6147491650/614749165
Hupektop 10.B. Kanyctun



CrpyKTypHBIE IOJIpa3AcIEHU:

ITimanoBEeIl otaen, HadaiabHUK oTacia K.E. Koctun

Toprossiii 0TaE, HaYaIbHUK oTAcna B.®. ®enun

6. OBIIIECTBO C OI'PAHMYEHHOUW OTBETCTBEHHOCTBIO «®OTOH»
413122, r. Capanck, yn. Y napsas, 55/9

OKIIO 22441165, OI'PH 1234543212312, MHH/KIIII 2121341320/212134132
Hupexrop I'.I'. HemkoB

CTpyKTypHBIE OJIpA3ACICHUS:

Byxrantepus, ri. 6yxrantep C.C. BusryHos

II;manoBEIN oTAENH, HavadbHUK oTAcia B.P. Promun

[IpousBoacTBeHHbIN 0TAEN, HauanbHUK oTnena JI.O. Oukun

7. OTKPBITOE AKIITMOHEPHOE OBIIECTBO «CTAPT»

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

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

CTpyKTypHBIE OJIpa3ACICHUS:

IImanoBEIA oTAE, HAYaNLHUK OTaena A.A. AHHUKOB

Otnen MmapkeTtuHra, HayainbHuK oTAena [LI1. [lerpos

Toproselii otaen, HauyanbHUK oTAena K. A. ITy3sipbkoB

8. MYHUIIUTIAJIBHOE YHUTAPHOE ITPEAIIPUATHUE «3EJIEHCTPOM» (MVII
«3EJIEHCTPOI»)

412211, r. Ilen3a, yn. 3enenas, 1

OKIIO 57382547, OI'PH 76853265241653, MHH/KIIII 3311442670/331144267
Hupexrop B.JI. [l1abanos

CrtpyKTypHBIE IOJIpa3AcIEHU:

byxranrtepus, HauanbHuk Oyxranrepuu H.E. lnsnkun

[InanoBsIil otaen, HauanbHUK oTaena O.A. Mopo3oBa

XO03sMCTBEHHEBIN oTaen, HadanpHuK otaeia [1.JI. Kozios

9. BAKPBITOE AKITMOHEPHOE OBILECTBO «MOJMUC-CEPBUC»
332561, r. Mockaa, yi. TBepckas, 33

OKIIO 87967573, OI'PH 5567451879352, MHH/KIIII 1234565430/123456543
CTpyKTypHBIE OJIpA3ACICHUS:

IIponsBoaCcTBEHHBIN OTAECI, HaYadbHUK oTaena P.M. Poros

XO03sMCTBEHHEIN 0TI, HadalpbHUK oTaeiia B.B. Bacuines

Otnen mapkeTuHra, HadyaiabHUK otaena /[.JI. MarBeeBa

10. OBILIECTBO C OI'PAHUYEHHOU OTBETCTBEHHOCTBIO «MIMITVJIBC»
514233, r. TBeps, yi1. Mupa,76

OKIIO 56465747, OI'PH 2341326527124, MHH/KIIII 6543765870/654376587
CrtpyKTypHBIE IOJIpa3AcIEHU:

byxrantepus, HauanbHUK Oyxrantepuu B.B. ®omun

[InanoBeIil otaen, HauanbHUK otaena JI.C. MuryHos

Otnen MapkeTuHra, HadajabHUK oTaena P.I1. Myxuna

KouTtpoJbHble 3a1anust no teme 4

JloKyMeHTUpOBaHUE AESITEIbHOCTH KOJIETHAbHBIX OPraHOB
I[JISI CBOCTO BapraHTa MOATOTOBUTH COBCIIAHUC, JIA 3TOrO:

1. cocTaBUTDH MMOBECTKY JHS;

2. ONpPENENNUTh KPYr yYaCTHUKOB M BPEMs COBEILIAHUS;

3. COCTaBUTH MOJHBINA U KPATKUM MPOTOKOJI BAILIETO COBEILIAHMS.

Bapuanr 1.



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

440044 r. Mocksa. yi. Moiika, 56

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

Hupektop JI.JI. iBanunH

Byxranrep P.O. ConoBbeBa

Oxonomuct H.H. Bagnna

[Ipencenarens npodxoma E.JI. JlroOuna

[TonAroToBUTH MPOTOKOJI COOpaHusi TPYAOBOTO KOJJIEKTHBA O MPOBEACHHE CYOOOTHHKA, KOTOpPOE
cocroutcs 23 anpens 2005 r.

Bapmuanr 2.

OBILECTBO C OTPAHMYEHHOM OTBETCTBEHHOCTBIO «<APCEHAJT»

736453 r. YnbsHoBck 1076, yn. Mupa,21

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

Hupekrop P.A. Penuna

byxrantep IL.I1. [IInaeB

HavaneHuk otaena mapkerunra B.YO. 3noi

I'maBHbIii 5xoHOMMCT T.U. FBaeBa

[Ipencenarens npodroma B.J{. Kpyrios

[ToaroroBuTh 3aceqaHue coBeTa AUPEKTOPOB 00 ydacTHe B MeXAyHapoJIHOW BeicTaBke «IIpodu-
2005»

Bapwuanr 3.

3AKPLITOE AKIITMOHEPHOE OBHIECTBO «MOJNC-CEPBUC»

872653, r. Mockaa, yi. TBepckas,98/3

OKTIO 5436236, OI'PH 16523435, MHH/KIIII 513457/642463

Hupexrop ILIIL ITaBios

Hauansauk npousBoacteeHHoro otaena P.O. ConoBbeB

I'maBubit Oyxrantep C.J. Muxaitnosa

Hauanbauk otaena mapketunra T.b. bupkosa

[Ipencenarens mpodroma A.JIL. JleoHoBa

[ToArOTOBUTH TPOTOKOJ COOpaHUs aKIIMOHEPOB 00 OTKphITHE (prunana B T. [Iense

Bapuanrt 4.

OBILIECTBO C OTPAHUYEHHOM OTBETCTBEHHOCTBIO «3APSI»

532416, r. [len3a, yn. Boponosa, 54

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

Hupektop O.0. Cunopon

I'maBusiit Oyxrantep JI.JI. Kpachos

IOpuctkoncynet O.11. Byrpos

[Ipencenatens npodxoma b.b. [letpos

[ToaroToBUTH MPOTOKOJ cOOpaHuss 00 00pa3oBaHUW (DYHKIIMOHAIBHOTO TOJpA3eiICHUs OTaesa
uH(pOpMaTHU3ALINH.

Bapmuanrt 5.

OTKPBITOE AKITMOHEPHOE OBIIECTBO «POCTXJIEBKOMBUHAT»
123543, r. PoctoB-Ha-/lony, yi. ®pyH3e,7

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

I'enepanbubiii nupexrop I'.JI. 3axapos

['maBubiii Oyxranrep O.1O. FOnuna

I'naBaBIN Sx0oHOMUCT B.JI. Boimuna

[Ipencenarens nmpodxroma T.}O. Tunun



roja.

[TonroToBuTk 3acegaHue cCoBETa JUPEKTOPOB OTYET O pabore xiebokomOMHaTa 3a OKTAOpb 2005

Bapwuasnr 6.

OTKPBITOE AKITMOHEPHOE OBIIECTBO «CTAPT»

223346, r. Capanck, yi. Jlenuna, 76

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

Hupektop Y.®D. Musrynona

Havanpuuk minanosoro oraena H.E. Ouknun

Hauansauk npousBoacteenHoro otaena I1.I1. [TaBnosa

[Ipencenarens npodroma B.JI. [lemun

[ToArOTOBUTH MPOTOKOJ 3acelaHus Ha KOTOPOM 0OCYyKaaeTcsi paboTa oTAena nHpopMaTHU3auu 1mo

00€eCIIeUCHUIO ACATCIIBHOCTH OpraHU3aluu.

Bapuanr 7.
MVYHULIUITAJIBHOE YHUTAPHOE IMTPEAIIPUATHUE BEJIEHCTPOI» MVII

«3EJIEHCTPOW»)

635341, r. [len3a, yn. 3enenas, 54

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

Hupektop B.I'. Mopo3oB

Havanpuuk xo3giictBeHHoro otaena M.C. Mumun

Havannank mianosoro oraena T.M. JIMHLKOB

[Ipencenarens mpodroma JI.O. Koznosa

[ToArOTOBUTH MPOTOKOJ COOpaHMsI O 3aKIIOYCHUH JOTOBOPOB O XO3SHUCTBEHHOW EATEILHOCTH

OpraHu3aluu.

Bapmuanr 8.

MVYHULIUITAJIBHOE YHUTAPHOE IIPEATIPUATHUE «KAPAT» (MVII «KKAPAT>»)

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

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

Hupekrop I1.IO. Anekcees

Hauanpauk minanosoro otaena [L.I. ['opun

Hauansuuk xo3siictBeHHOro otnena A.M. Mapunun

[Ipencenarens nmpodxroma M.0O. Ozepon

[MoxroroButk mpoTokon cobpanus o BoyaBIKeHHE B.1O. IlmeHnuHOi Ha MPUCBOEHUE MOYETHOTO

3BaHUA «3aciyXCHHBI paOOTHUK PD»

Bapnanr 9.
IoCYJAPCTBEHHO YHUTAPHOE I[MPEAITPUATUE «AI'POCEPBUC» TVYII1

«AT'POCEPBHUC»)

334455, r. Kazans, yiu. [Iponerapckas, 76

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

Hupexrop IL.P. lllnanos

I'naBabII s3xk0oHOMHKCT A.J]. [lemuna

Hauansnuk mianosoro oraena M.I'. Pozosa

[Ipencenarens nmpodxroma B.C. CemoB

[ToaroToBUTH MPOTOKOJ COOpaHHst O MPEeMUPOBAHUHU paboTHUKOB 3a 2005 ro.

Bapmuanrt 10.

I'OCYIAAPCTBEHHO YHUTAPHOE ITPEAITPUATUE «BOCTOK» (I'VIT «<BOCTOK»)
128790, r. [lepmb, yn. MockoBckas,66

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



Hupexrop ILII. Hukonenko
I'maBubIi 5koHOMUCT b. K. Kamesa
I'maBubit Oyxranrep A.J. HonoToB
[Ipencenarens mpodroma M.C. UeGoTapp
[ToaroToBUTH MPOTOKOJI COOpaHUS O JOMOJHUTEIHLHOM BBIIEICHUU KOMIIBIOTEPOB JUIS TJIAHOBOTO
oTena.
KonTposabHbie 3aganus no reme 6

JIOKYMEHTUPOBAHUE B CUCTEME TPYIAOBBLIX OTHOIIEHUMN

1 BapuanT

CocraBbTe JOKIaAHYIO 3amucky Oyxrantepa Tumommmuoi U. I1. rmaBHOMY Oyxrantepy (upMbl
«Pybun» babuueBy ILII. ot 15.09.1998 o npousBenenHoii Tumommunoit U. I1. mpoBepke BBITOTHEHHS
npukaza gupekropa ¢upmel ot 12.01.2000 Ne 92 «O cocTossHUM OyXTrajdTepcKoro ydera Ha
CTpouTeNbCTBE 0a3bl OTAbIXa B paiioHe OOCKoro Mopsi». B mpukase ObulM yka3zaHbl KOHKPETHBIE CPOKHU
JUKBUJAIMN HEJOCTAaTKOB, oOHapyKeHHbIX B sHBape 2000 r. B moknamgHOW 3amucke JTOKHO OBIThH
OTMEYEHO BBIMOJIHEHHE BCEX MYHKTOB TMpPHKa3a, 3a HUCKIIOUYEHHEM MYHKTOB 00 OpraHu3anuu
PaBHOMEPHOM €XKEHEBHOU cIayM pabOuYMMH Haps/oB Oyxrainrepy. BeisiBiaeHo, uto 25 despans 1998 r.
ObUI0 caHo TONBKO 35,2% Bcex HapsinoB. OcranbHble HapsAasl caanbl 1 mapTta. 1o rpaduky cpok cnauu
MOCJIEAHUX HapsIIOB 3a MPOLUIbII Mecsll YCTaHOBJIEH MEPBOro 4Mcia cleayomero Mecsaua. OcranbHble
JaHHBIE YKAKUTE CAMOCTOSITEIBHO.

Bapuanr 2

CocraBbTe JOKJIATHYIO 3alUCKy TJABHOTO OyXrajarepa IUPEKTOpy 00 wuTorax paboThl IO
HEHTpAJIN3allUN pacuyeToB ¢ pabounmu u ciayxamumu B BL] 3aBoma. LleHTpanusauus pacyeToB nana
BO3MOKHOCTh IIEPEBECTU Ha JPYTYI0 pabOTy MATh OyXIrajaTepoB LEXOB, YMEHBIINUTh OIIMOKU B pacyeTax ¢
pabouuMHM M CIyXallUMH, YCHJIUTh KOHTPOJb 3a pacxojoBaHueM (OHIOB 3apaboTHOM IuiaTel. B
3aKJII0YeHHe HEOOXOJMMO TIOCTaBUTh BOMPOC O NPEMHUPOBAHMHM pPaOOTHHKOB Oyxrantepuu u BII,
o0ecreynBaOIUX MEPexo ] Ha LEHTPAIU30BaHHBIN pacueT 3apaboTHOH Iuiatel mo 3aBoay. OcrajabHBIE
JAHHBIE YKa)KUTE CAMOCTOSITENBHO.

Bapuant 3

[loAroToBUTH AOKJIAAHYIO 3alMCKy OT MMEHHM HadajlbHUKA YIPABIEHUS KaApOB aAMUHHUCTPALUH T.
Tromenn IlerpoBa CH. Ha wMsS pPYKOBOIWTENS ammapara IpaBUTEILCTBA TIOMEHCKOW 00J1acTu
I1.B.Copokuna. B noknasHo# n3n0xuTh cBeeHust 00 00pa3oBaHUM M BO3PACTHOM COCTaBe PaOOTHUKOB
anMuHUCTpanuu r. TromeHn (IUQpoBbIE JaHHbIE NMPUAYMATh CAMHUM M HOATOTOBUTH B BHUJE TAOIMIIBI).
[Toxymats Hag 0()OpMIIEHUEM BHEIIHEN JTOKIaTHON 3aIHCKH.

3aganue 4

CocraBuTh TPYAOBOH AOTOBOp MexAy (u3myeckuMm JuiioM U 3A0 «Anmas» 1Mo MOBOAY IpHeMa
3TOro JuIlla Ha paboTy Ha JOJDKHOCTH 3aBEAYIOLIETO apXWBOM B apxuB npeanpustus no I paspsmy.
JloroBOp SBJISIETCSI IOTOBOPOM IO OCHOBHOM paboTe W 3aKJII0YAeTCs Ha ONpeaesieHHbIH cpok. Hawamo
pa6otsl — 20 utomns 2006 r. C AByXHEIETbHBIM HCTIBITATEIIbHBIM CPOKOM.

3aganue 5

CocTaBUTh TOKYMEHT, HA OCHOBAHUU KOTOPOTO (PM3UYECKOE JIMLO OyAeT MPUHATO Ha paboTy Ha
¢upmy «OpuoH» B IOPUAMYECKUI OT/AEN HA JOJDKHOCTH opucTa ¢ okiagoMm B 2000 py6. Ha OCHOBaHUU
TpynoBoro gorosopa ot 14.05.06.

3amganue 6
CocraBbTe pe3toMe s MOCTYIUICHUS Ha padoTy.



3ananue 7
CocraBbTe aBTOOHOTpadUIO.

KouTpoJbHble 3a1anusi mo teme 8

Howmenxknarypa aena. @opmupoBanue geyi. OCHOBBI apXHUBHOTO Jieja

3amanue 1
CocTaBbTe HOMEHKJIATYPY IPEAIPUITHS, I1€ UMEIOTCS YETHIPE OT/IENA.

3ananue 2

CocTaBHTh aKT Ha OJIAHKE C YTJIOBBIM pacmojiokeHueM pekBu3nuToB. AkT. Jlara. Munekc. Mocksa. O
BCKPBITUH ITOCBUIKH. Y TBepkaaro Pexrop MHcturyTa coBpemennoro ausaiza Ilerpos .M. [lara.

OcHoBanue: mpuka3 pekropa mHcturyta Ne 26 ot 11.03.03. CocraBieH KOMHCCHEH B COCTaBe:
npencenarenab Komuccuu — HadanpHUK KaHuenspun O.K. Kyspmun; Unensl komuccum — 3aB.
skcnienunuert O.C. Kontopkuna, ct. uacniekrop [.K. [TaBnosa. B anpec unctutyra nmpudsuia mockuika Ne
101. mpu BCKpBITUM OOHApY)KEHO OTCYTCTBHME KOMIUIEKTyrOmMX K ammapary TP — 452. Komwuccus
MpHIJIa K BBIBOJAY: MOTPeOOBaTh JOCBUIKM HeJocTarolmux aetaneil. OcranbHble peKBU3UTH 0POPMUTE
CaMOCTOSITENIBHO.

3aganue 3
OdopmMuTh aKT TPOBEPKH TEXHHUYECKOTO COCTOSIHHS oduca B cOOTBETCTBUH ¢ TpeboBaHusmu ['OCT
P 6.30-2003

3aganue 4
OdopmuTh NMPOTOKOJ 3aceaHHs ydpeauTeslell OpraHu3alid B COOTBETCTBUU C TPEeOOBaHUSAMU
I'paxnanckoro koaekca Poccutickoit ®enepaunu u I'OCT P 6.30-2003.

XapakrepucTika oneHouHOro cpeacrsa OC-3 «Jlokaaa» st KOHTPOJIsA C()OPMUPOBAHHOCTH
kommnerennuii «OK-3, IIK-7, ITIK-13»

OO0mme cBeieHUs 00 OLIEHOYHOM CpeCTBe

Jlokmag — 3TO camocTosTeNbHast paboTa CTYAEHTAa WM TPYIIBl CTYACHTOB, KOTOpPAas MOCBSIICHA
Oosee rIIyOOKOMY M3Y4YEHHMIO TEX BOIIPOCOB TEMbI, KOTOPHIE HE BOILIM B MEPEUYECHb BOIMPOCOB IS
MOJrOTOBKH K 3aHATHIO. Hibke mpUBOIUTCS MPUMEPHBII epeueHb TeM Ui JoKIaa0B. CTyJeHT MOXKeET
caM BbIOpaTh J1I00YI0 TEMY U MOATOTOBUTH JOKJIAJ, BKIIIOYasl BOIPOCHI K CEMUHAPY.

Llenpio MOATOTOBKM JOKIAAOB SBISETCS (DOPMHUPOBAHHE HABBIKOB CAMOCTOSITETIBHOM pPabOTEHI.
CryneHT win rpymnmna cryieHToB (oT 2 U 0ojee) M3y4aloT IOTOJHUTENBHYIO JIUTEPaTypy, HaxXOIsT
CTaTbhH, KHUTH, MaTepuayibl KOHGEpEeHIMH U T.X., 3aTeM OOBEANHSIOT MOJYYECHHBIC CBEICHHS B JOKIIAN
00beMOM 0T 2 110 5 nucToB. O0sM3aTENFHBIM YCIOBUEM SIBIISICTCS BHICTYIICHHUE C JI0KJIaI0OM Ha 3aHATHUSAX,
C TIOCTICYIOIINM OOCYKICHHEM.

Joknan nomkeH ObITh 0hOpMIIEH OmMpeneiaEHHBIM 00pa3oM: TUTYJIBHBIN JHCT, TeKeT Times New
Roman, mpudt 12, uarepsan 1,5.

ITapameTpbl OLIEHOYHOTO CPeICTBA

Ounenka YpoBeHb NOATOTOBJICHHOCTH, XaPAKTEPU3yeMblii OLICHKOI

HpeBOCXO,HHO 3aﬂaHI/Ie BBIIIOJIHEHO B IOJHOM 00bEMeE (BCC NOCTaBJICHHLBIC 3aJa4n peHICHI)I), OTBCT JIOTUYCH U
060CHOBaH, 06yqa}onmﬁcs{ OTBCYACT YCTKO U MOCJICAOBATCIIBHO, IIOKA3bIBACT FHy60K06 3HaHUC
OCHOBHOT'O U JOTTOJIHUTCJILHOT'O MaTCpUraia

OTIHYHO 3aﬂaHI/Ie BBIIIOJIHEHO B IOJHOM 00bEMe (BCC NOCTaBJICHHLBIC 3aJa4n peHICHI)I), OTBCT JIOTUYCH U
060CHOBaH, 06yanOH1HﬁCﬂ OTBCYACT YCTKO U IIOCJICAOBATCIIbHO, ITIOKAa3bIBACT FJ'Iy60KOC 3HaHUC




OCHOBHOTI'O MaTe¢puaia

Od4eHb XOpoIIIo

3amaHne BBITOJHCHO B IMOJHOM 00beMe (BCE IOCTABICHHBIC 3a1a4l PEIICHBI), OTBET JIOTHYCH U
000CHOBaH, 00YUJAIOIIUHCS OTBEYAET YETKO M MTOCIIEA0BATEIHHO, TOKA3bIBACT IIYOOKOE 3HAHUE
MaTepHuaia, JOMYIICHO He 0oJiee 2 HETOYHOCTEH HEIPUHIMITHAILHOTO XapaKTepa

Xopoio

3amaHue BBIMTOJIHEHO B TIOJTHOM 00BbeMe (BCE IMMOCTABIICHHBIC 3a/1a4H PEIICHbI), OTBET JIOTUYCH U
000CHOBaH, JOMYIIEHB HETOYHOCTH HEMIPUHIMITHAIHLHOTO XapaKkTepa, HO 00yJaronuiics
MTOKA3bIBACT CHCTEMY 3HAHHI 110 TEME CBOMMH OTBETAMH Ha ITOCTABJICHHBIE BOITPOCHI

Y 10BIETBOPUTEIIBHO

3amaHue BBHIMOJIHEHO HE B MOJTHOM o0beMe (pemreHo 6osiee S0% mocTaBiIeHHBIX 3a/1a4), HO
00yJarOIIUICS TOMyCKAaeT OMIMOKH, HApYIIEHA ITOCICA0BATEILHOCTh OTBETA, HO B LIEJIOM
PACKpBIBACT COJICPKAHUEC OCHOBHOTO MaTepHasia

HeynosnerBopurensHo

3aaHre BBIOIHEHO HE B TIOJIHOM 00beMe (pemieHo MeHee 50% mocTaBIICHHBIX 3a]1a4),
00yJaroIuics TaeT HEBEPHYIO HHPOPMAIIKIO IIPU OTBETE HA MOCTABJICHHBIC 3a7a4H, JOMYCKACT
rpyOble OMMOKK PU TOJIKOBAHHH MaTepHualia, JEMOHCTPHPYET HE3HAHUE OCHOBHBIX TEPMUHOB U
MOHSTHH.

IInoxo

3a,uaHMe HC BBIIIOJIHCHO, 06yqa}om141>'1c;1 JACMOHCTPUPYCT MOJTHOC HE3HAHUEC MaTCpUaia

HpI/IMepHBIe TEMBbI 1JId JOKJJIAA0B IO JUCIHUIIJINHE

1. TloaroroBka mpoeKTa rnprKasa o OCHOBHOM JesTeNbHOCTH. Buabl mprKa3oB.

2. IloaroroBka mpoekTa KoMMepueckoro (menoBoro) mucbma. CTpykTypa nmuchma. TpeboBaHHS K
nH(OpMaIINH, COJEpKAIICHCS B TUChME.

3. PabGoTta B opranax rocyJapCTBEHHOH BJIACTH C OOpAIICHUsIMU TpaXKaaH.

4. Buger mucem. IluceMo-mipock0a; MUCbMO — HAallOMHHAHHE; COMPOBOIUTENIBHOE (JOTOBOPHOE)
MACHMO; TaPAHTUITHOE MUChMO; MPETEH3UOHHOE MUCHMO; TUIIIOMATHYECKOE MUCHMO.

5. CriocoOs1 nepenaun HHPOPMALIUU: 3JIEKTPOHHOE MUCHMO; (aKc; TeJaerpaMmma U ApyrHe.

6. HopMaTuBHbIe U OpraHU3al{MOHHBIE OCHOBBI AEIOMPON3BOCTBA.

7. JoKyMeHTO00O0pOT.

8. JIoKkyMeHTBI 1711 BHYTPEHHETO MOJIb30BAHUS.

9. IoKyMEHTHI JIJIsl BHELITHETO MOJIb30BaHMUS.

10. CnyxeOnas pgokymeHtanus. CoOIMyTCTBYIONME OOCTOSTENHCTBA: KOMMEpYECKas TaiHa,

TUNUAYHBIE OLLIUOKH.

11. Meroauka ¢popMupoBaHus A€, Iepefadn X B apXUB, UCIOJIb30BAHUS aApXUBHBIX MaTepUasOB.
12. TunnuHbie OMMUOKU B S3BIKE U CTHIIC JOKYMEHTOB.
13. MeTtoanka peqakTUpOBaHUS TEKCTOB JOKYMEHTOB.

BOl'[pOCI)I AJd OHE€HKH KavdyeCTBa OCBOCHUSA JUCIHUIIJINHBI

1.DTansl cTaHOBJIEHMS 1E€10IIPOU3BOCTBA B Poccun.

2.JlokymeHT. OyHKIIMU JTOKYMEHTA.

3. enonpousBoactBo. HopmatuBHo-mipaBoBasi 0aza AeI0MpOU3BOICTBA.

4. Vaudukaus 1 CTaHIapTU3AIMS B JEITONPON3BOICTRE.

5.Knaccudukanmst 1e1oBoil TOKyMEHTAIIUH.

6.00mue HOpMBI W TpaBuia o(opMiICHUS JOKYMEHTOB (dopmar, TOJisi, HyMepamus CTpPaHHUII,

oopmieHnue 1atel).

7.0pranu3aioHHO-pacopsIANTEIbHbIE JOKYMEHTHI, UX BUJIBI.

8.I'OCT P 6.30-2003. OGnacTs NpUMEHEHUSI.

9.CocraB pekBu3nToB OP/[. CxeMbl pacnoyIOxKEHHsS] PEKBU3UTOB.

10. braHku TOKYMEHTOB.

11. I'epGoBbic OMaHKH TOKYMEHTOB. TpeOoBaHUs K U3TOTOBIICHUIO, YUETY U

XPaHEHUIO.

12. TpeboBanus k opopmiieHnto pekBu3uToB OPJI, pa3MeeHHbIX Ha MoJie
YIJIOBOTO MJIK MMPOAOJIBHOI'O HITAMIIOB.
13. TpeboBanus xk opopmiieHnto pekBu3uToB OPJI, pa3sMemeHHbIX Ha pabodeM IoJjie TOKYMEHTA.



14. TpeGoBanusi k ocdopmienuto pokymeHToB OPII, pa3memieHHBIX Ha CIy)XeOHOM IO
JOKYMEHTA.

15. OdopmneHne opraHU3allMOHHBIX JOKYMEHTOB (yCTaB, IITaTHOE pPACHUCAHUE, IOJO0XKEHUE,
JOJPKHOCTHAsT HHCTPYKIIMS).

16. OdopmieHue pacmopsIUTENbHBIX TOKYMEHTOB (IIOCTaHOBJICHHE, yKa3aHWE, NpHUKa3 II0
OCHOBHOMH JIESITEILHOCTH).

17. Oopmienue ciry>KeOHBIX TUCEM.

18. OopmieHue npoToKoIa, akTa.

19. Odopmienne qOKIaTHON, CITY)KeOHOM 1 0OBSICHUTEIBHOHN 3aMTUCOK.

20. CtpykTypa ciy>k0bI AEIOMPOU3BOICTRA.

21. HopmaTtuBHO-TIpaBoBas 6a3a Jel0NpOnU3BOACTBEHHON CITYKOBI.

22. UHCTpYyKIHUS IO I€JIONPOU3BOCTBY.

23. TlopaaoK MPOXOXAECHUS M MCIOJHEHUS BXOJIIMX, MCXOAALIMX M BHYTPEHHHX JTOKYMEHTOB.
Perucrpanus 10KyMEeHTOB.

24. PaboTa ¢ MUCbMEHHBIMU OOPAIICHUSMU TPAXKAAH.

25. O6BeM TOKYMEHTO000poTA.

26. Knaccuduxanus J0KyMEHTOB 10 TUYHOMY COCTaBY.

27. OdopmiieHrEe TOKYMEHTOB MIPH TIOCTYIJICHUU Ha palboTy.

28. OdopmiieHne TpyI0BOI KHIKKH, IIEPEeBO] pabOTHHUKA Ha IPYTYIO paboTy.

29. OdopmieHue oTIrycka, Mepbl B3bICKaHHS M TIOOIIPEHHUS.

30. CocTaB JOKyMEHTAIIUH NIPH YBOJIbHEHUU pAaOOTHHKA.

31. CocTtaBieHre HOMEHKJIATYPHI JEII.

32. [IpaBuna opMupoBaHUs JEII.

33. DkcnepTu3a IEeHHOCTH JOKYMEHTOB.

34.IloaroroBka K apXMBHOMY XPaHEHHUIO.

6.5. MeTonnueckne MaTepHaJibl, ONpeaesIioIHe NPoUeAyPbl OLCHUBAHUSA

C nenbto onpeneneHus: ypoBHs OBIAJACHHUSI KOMIETEHIMSIMHY, 3aKPEIUIEHHBIMU 33 IUCLUIUIMHOM, B
3aJJaHHbIE NPENoJaBaTeIeM CpPOKH MPOBOAUTCS TEKYIIMH M MPOMEKYTOUHBIH KOHTPOJIb 3HAHMH,
YMEHUH M HaBBIKOB Ka)x10ro oOywaromierocs. Bce BHIBI TEKYIIEro KOHTPOJS OCYIIECTBISIOTCS Ha
3aHATUSAX CEMHHAPCKOrO THIA, NMPAKTHUECKUX 3aHATUAX. VICKIIOYeHue cocTaBiisieT YCTHBIM OIpoc,
KOTOPBIM MOKET NMPOBOJUTHCS B HAyaje MM KOHLE JIEKUMOHHOIO 3aHATHS B TeueHue 15-20 MuH.
LEJIBIO 3aKPEIUICHUS 3HAHUN TEPMHUHOJIOTUH 110 TUCLIUITIIMHE.

[Iponenypa oreHMBaHUsI KOMIIETEHIMN 00y4YaromUXCsi OCHOBaHA Ha CIEAYIOMIUX MPUHLIUIAX:

1. IlepuoaAnYHOCTH MPOBEICHUS OIICHKH.

2. MHoOroctyneH4arocTb: OLEHKa (Kak IpernojaBaTesieM, TaK M CTyJE€HTaMu TpyIIbl) U
CaMOOLIEHKa 00y4Jaro1erocs, 00CykaeHne pe3yJbTaTOB U KOMIUIEKC MEp MO YCTPAHEHUIO HEJOCTATKOB.

3. EnuHCTBO HCHOJB3yeMOW TEXHOJIOTMH IS BCeX OOYYalOIIMXCs, BBINIOJHEHUE YCIOBUH
COIIOCTaBUMOCTH PE3yJIbTATOB OLICHUBAHUS.

4. CoOnroseHue MOCIEIOBATEIBHOCTH TPOBEJICHHUS OLEHKU: IMPEIyCMOTPEHO, YTO pa3BUTHE
KOMIIETEHIIH UJET 110 BO3PACTaHUIO UX YPOBHEN CII0)KHOCTH, a OLICHOYHBIE CPEJICTBA HA KAXKIOM 3Tare
YUUTBHIBAIOT 3TO Bo3pacTraHue. Ha mepBom 3Tane M3ydyeHHs OUCLUIUIMHBI HJET HAKOIJICHUE 3HAHWU
o0yyJaroImuxcs, Ha MPOBEPKY KOTOPHIX HAINPABJICHbI TAaKWE OLCHOYHBIE CPEACTBA KaK IMOJIrOTOBKA
JOKJIaI0B, JMCKYCCHM, YCTHBIM ONpPOC, KOJUIOKBUYM. 3aTeM IpPOBOJMTCS KOHTpOJIbHAs pabora,
MO3BOJISIIOIIAs OLICHUTh HE TOJNBKO 3HAHUSA, HO M YMEHHs CTYJEHTOB IO MX HIpuMeHeHuro. Ha
CIIEIYIOIEM 3Talle U3yYEHUs AMCLUIUIMHBI JI€JaeTCAd aKLEHT Ha KOMIIOHEHTaX «yMETb» U «BIAJETb»
[IOCPEJICTBOM  BBINMOJIHEHUS! THUIOBBIX 3aJaHUN C BO3PACTAIOIIUM YPOBHEM CIIOXKHOCTU. 3aTeM
IIPEyCMaTPUBAOTCA YCTHBIE ONPOCHI C IMPAKTUKOOPHUEHTHUPOBAHHBIMU BONpOcaMH M 3aiaHusMu. Ha
3aKJIIOYUTEIBHOM NPAKTUUECKOM 3aHATHH ITPOBOJUTCS TECTUPOBAHUE 110 TUCLIUITIMHE.



OcHoBHOE TpeOOBaHNE K OPraHU3AlUN CUCTEMBI OIICHUBAHUS U CTPYKTYPHI OLIEHOYHBIX CPE/ICTB B
OTHOLICHUM KOMIIETEHIMH KakK IpeaAMeTa KOHTPOJId pe3ylbTaToB OOy4eHUss — 3TO TpeboBaHUE
U3MEPUMOCTH.

JIOCTOBEPHOCTH U CONOCTaBUMOCTh OLICHOK JOCTUraeTCs 3a CUeT ydeTa ClAeayroIuX (pakTopos:

- TU/IaKTUKO-TUAJIEKTUYECKOM B3aMMOCBSI3U Pe3yIbTaTOB 00pa30BaHMsI U KOMIIETCHIINM;

- (opMHUpOBaHME M pa3BUTHE KOMIIETEHLMI 4epe3 YCBOEHHE COJepKaHHsA 00pa3oBaTEIbHBIX
nporpaMM, camMoi 00pa3oBaTeNbHOM Cpeloil By3a HM  HCIOJIB3YeMBIMH 00pa3oBaTeIbHBIMHU
TEXHOJIOTUSIMU;

- HEOOXOAMMOCTh OLCHMBAHUS KOMIIETCHIMH B KBa3HPEAIbHOW MAEATENbHOCTH TNPH YCIOBUU
MaKCUMAaJIbHOTO IPUOJIMKEHUS K CUTyalluu Oyayllel NpaKkTHKY;

- WCIIOJIb30BAaHME WHIUBUAYAIBbHBIX W TPYNIOBBIX OIEHOK, B3aMMOOLIEHKH (PELEH3UPOBaHUS
CTYIGHTaMH paboT JpyT Apyra, B3aMMHOE ONIIOHUPOBAHUE CTYACHTAMH IPOEKTOB, HUCCIIE0BATEIBCKUX
paboT, SKCTIEpTHBIE OLICHKH IPYIIIaMH U3 CTYJEHTOB, IpernoaaBareneii, paboTomarene u ip.);

- aHaJIN3 AOCTHXKCHHUM 110 UTOTaM OLICHUBAHUS C BBIABICHUEM IIOJIOKUTEIBHBIX U OTPULIATEIIBHBIX
MHIUBUAYAIBHBIX U IPYNIOBBIX PE3YJIbTATOB U HAIIPaBJICHUH Pa3BUTHS.

[TpomerkyTouHas arTecTanus Mo AUCHUILUIMHE IPOBOIUTCS B (hopMe 3aueTa.

VYcnoBUAMH OLIEHUBAHUS PE3YJIbTaTOB OCBOEHUS IUCLUIIIINHBI SBIISIOTCS:

- BaJIMIHOCTb (OOBEKTHI OLIEHKHU JOJIKHBI COOTBETCTBOBATH MIOCTABICHHBIM LIEISIM O0yUEHHS);

- IOJIHOTA M aJIEKBATHOCTh OTOOpakeHus TpeboBaHmii oOpazoBaTensHOro ctangapra u OINOIT;

- HaJIe)KHOCTh (MCIOJIb30BAHNE €IUHOOOPA3HBIX CTAHJAPTOB U KPUTEPUEB OLIEHUBAHMUS);

- CIIPaBEUINBOCTD (pa3HbIe CTYACHTHI JOKHBI UMETh PaBHbBIE BO3MOKHOCTH JIOOUTHCS yCIIexa);

- 9(¢eKTUBHOCTH (HE OTHUMATh MHOTO BPEMEHH Y CTYJICHTOB U MIPEMOIaBaTelIeii);

- obecrieueHme pereHHs OIICHOYHOM 3a1auu.

7. YueOHO-MeTOANYEeCKOe U HH(pOpMALIMOHHOE 00ecnieYeHHe TN CUMILTHHBI

OcHoBHas1 JIMTEpaTypa:

1. beikoBa T.A. JloKyMeHTallMOHHOE OOECTICYCHHE YMpPaBICHUs (IETONMPOU3BOACTBO) : yueol.
nocobue / T.A. beikoBa, T.B. Ky3nenosa, JI.B. Cankuna. — 2-e uzn., nepepad. u non. — M. : UHOPA-
M, 2017 — 304 c.(I1oCTYIHO B 9BC «3HaHUYM>», pexXUM JloCTyma:
http://znanium.com/catalog.php?bookinfo=762591

2. I'yryeBa T.A. KondunennuaapHoe AeI0MPOU3BOACTBO : yued. mocodbue / T.A. I'yryeBa. — 2-e
u3a., nepepad. u gon. — M. : UHOPA-M, 2017. — 199 c.(nocrynHo B OBbC «3HaHuymM», pexum
nocryma: http://znanium.com/catalog.php?bookinfo=766722

3. [Nanacenko HO.A. Jlenonpon3BoACTBO: JOKYMEHTALMOHHOE OOeCIIeueHUe yIpaBIeHHs: YueOHoe
nocobue / Ilanacenko FO.A., - 3-¢ m3a. - M.:PUOP, NUHDOPA-M, 2016. - 112 c.(noctynmao B ObC
«3HaHUYM», pexuM Joctyna: http://znanium.com/catalog.php?bookinfo=542773

JlonotHUTE/ILHAS JIUTEPATypa:

1. beikoBa T.A. JlenonpousBoacTBo: Yueouuk / T.A. beikoBa, JI.M. Bsnosa, JI.B. Cankuna; Ilox
pen. T.B. Ky3nenonoii. - 3 u3z., nepepad. u pom.- M.:HUL] UHOPA-M, 2013. - 364 c.:(moctymHo B ObC
«3HaHUYM», peXKUM JocTyma: http://znanium.com/catalog.php?bookinfo=395908

2. Kupcanoa M.B. CoBpemMeHHOE NelONpOU3BOACTBO: YueOHoe mocobue / M.B. KupcaHnosa;
Poccuiickas Axkagemus roc. cinyxObl npu [Ipesunente PO (PAI'C). - 4-e u3n. - M.: HUL] UHDOPA-
M,2014 - 312c.:(mocTynHo B 3BC «3HAHUYM», pEXUM J0CTyTA:
http://znanium.com/catalog.php?bookinfo=395921

3. Kyzuenos, U. H. [lenonpousBoactBo [DneKTpoHHBIN pecype] : YueOHo-crpaBouHOe mocobue /
N. H. Ky3nenos. - 6-¢ u3a., nepepad. u gom. - M. : 3narenbcko-ToproBas koprioparus «Jlamkos u K°»,
2013. - 520 c.(IocTymHo B 3bC «3HAHUYM», peXKUM JOCTyTA:
http://znanium.com/catalog.php?bookinfo=414939




4. Tokapesa B.M. J[lenonpousBonctBo B YUC: VYyeOHoe mnocobue / Tokapea B.U. -
Psizanb:Axagemus ®CHUH Poccun, 2014. - 85 c.: (moctymHo B OBC «3HaHmym», peXuM AOCTyIa:
http://znanium.com/catalog.php?bookinfo=777488

IIporpammuoe ob6ecneuenune u UnTepHeT-pecypcsl
OmneparmonHas cuctema Microsoft Windows

[Taker nmpuknanubeix nporpamm Microsoft Office
Cucrema «KoHcynbTaHT mIt0C»

Cucrema «["apaHT».

8. MarepuajibHO-TeXHUYECKOe o0ecnedeHne JUCHUMINHBI (MOyJIs1)

Peanu3arus mporpaMMel IpearoiaracT Hajauaue:

- AyAUTOPUM IS IEKUMOHHBIX U MPAKTUUYECKUX 3aHATUN C HEOOXOAUMBIM 000pYI0BaHUEM;

- KOMIBIOTEPHOTO KJIacca, HMEIOMIET0 KOMIIBIOTEPBl, OOBEIMHEHHBIE CETHIO C BBIXOJIOM B
HNuTtepner;

- JULEH3MOHHOrO (omepaunoHHass cucremMa Microsoft Windows, makeT NpUKIAIHBIX MPOTrpPaMM
Microsoft Office) u cBOO0THO pacIPOCTPaAHIEMOTO MPOTPAMMHOTO O0ECTICYCHUSI.

B xone mpoBeneHus 3aHATHH PEKOMEHAYETCSl MCIOJIb30BaTh KOMITBIOTEPHBIC WILTIOCTPAIMU IS
MOAJICPKKH PA3JIMYHBIX BHJIOB 3aHSATHH, MOATOTOBJICHHBIE ¢ Hcmosib3oBaHueM Microsoft Office wmm
JIPYTUX CPEICTB BU3yAIU3allMHA MaTepHana.

JlocTym K 35IeKTpOHHBIM HH()OPMALIMOHHBIM PECYpPCaM OCYILECTBISIETCS B KOMIBIOTEPHOM KJIacce U
o6ubnuoreke punmana.

CHeIII/IaJIbH])Ie YciaoBud OpraHu3anuun oﬁyqemm Mo AUCHUIIJINHE AJId HHBAJIUI0B U JIUII C
OrpaHH4Y¢HHBIMH BO3MOKHOCTAMMU 310POBbA

Opranuzanus oO0y4eHHs MO JUCHUIUIMHE WHBAIMIOB U JIMIl C OTPAHUYEHHBIMH BO3MO>KHOCTSIMH
3I0pPOBbsSI OCYIIECTBISIETCS C y4ETOM OCOOCHHOCTEH MCUXO(DH3UIECKOTO pPa3BUTHS, WHIUBUAYATHHBIX
BO3MOXXHOCTEHl M COCTOSIHHS 3/I0pOBbS MpPH HAJIMYMK TaKuX OOyYarolMXCs IyTeM CO3JaHUs
CTELUANBHBIX YCIOBUH I OTy4yeHus 00pa3oBaHusl.

[Tpodeccopcko-npenogaBaTeIbCKUil  COCTaB  3HAKOMHUTCS €  IICHUXOJOr0-(hHU3HO0I0THYECKUMHU
OCOGGHHOCTHMI/I 06yqa101u1/1xc;1 WHBAJIMAOB W JiKUL C OTpPaHUYCHHLIMHU BO3MOXHOCTAMHU 310POBb,
MHIUBUAYAIBHBIMU pOrpaMMaMi peadHINTallui MHBAIUJOB (ITPH HAJIUYUN).

B coorBercTBUM ¢ MeTOOMYECKMMH PEKOMEHIALMSAMHU [0 OpraHM3alUU 00pa3oBaTEIbHOTO
mpouecca Juis OOydyeHUss HHBAJIUAOB M JIMIl C OrPaHMYEHHBIMU BO3MOKHOCTSIMH 3[0POBBSl B
06pa30BaTeJII:HBIX OopraHu3anuviax BbICIICTO 06paBOBaHI/I$I, B TOM 4YHCJIC OCHAILICHHOCTHU 06pa303aTeJ11>H0r0
nporecca, yrB. MunoopHayku P® 08.04.2014 AK-44/058H npu W3y4eHUN TUCHUTLIAHBI TTPEANOIaraeTcs
HUCITIOJIB30BaHUC COUAJIbHO-aKTUBHBIX u pe(bJICKCI/IBHBIX METOO0B 06yquH${, TEeXHOJIOT Ui
COLIMOKYJIbTYPHON peadMIMTallMd C LEeJbl0 OKa3aHWs IOMOIIM B YCTAHOBJIEHHMH IOJIHOIICHHBIX
MEXKJIMYHOCTHBIX OTHOIICHUHN C APYruMHu CTYACHTaMH, CO3JaHUU KOM(i)OpTHOFO IICUXOJIOTHYCCKOI'O
KJIMMaTa B CTY/I€HYECKOI rpymime.

[Ipu oCBOEHUM IUCIMIUIMHBI HCIOJB3YIOTCS pa3iMYHBIe COYETaHUs BUAOB y4eOHOU paboThI C
MeToJlaMu U (popMaMM aKTHUBU3ALMW IMO3HABATEIbHOW NEATEIBHOCTH OOYYarOMIMXCs ISl JOCTHXKEHUS
3aIUIAaHUPOBAHHBIX PE3YNbTAaTOB OO0y4deHHs M (opMUpoBaHMS KomreTeHUUH. PDopma mHpoBeneHUs
MIPOMEXYTOUHOM aTTecTaluy A 00y4yaroUIMXcsa-UHBAIUIOB U JIUI C OTPAaHUYCHHBIMU BO3MOKHOCTSIMHU
3/I0POBbsSI YCTAHABJIMBAETCS C YYETOM HWHAMBUIYAJIbHBIX IcHXO(u3nonornyeckux ocodOeHHocTen. Ilo
JUYHON MpockOe o0yyaromerocss ¢ OrpaHUYeHHBIMU BO3MOXKHOCTSIMU 3JI0POBBS, U3JI0)KEHHOH B (popme
NMHUCbMCHHOTO 3a4BJICHHUS, 110 JUCHUIIIIMHE TPCAYCMAaTPUBAIOTCA:

- 3aMeHa YCTHOI'O OTBETa Ha MMChbMEHHBINA OTBET IIPH cJaue 3a4eTa WK IK3aMEeHa;

- YBCIIMUCHUC MPOAOJDKUTCIIBHOCTU BPEMCHH HaA IMMOATOTOBKY K OTBCTY HaA 3a4CTC UJIN SK3aMCHC;



- IpU TOJABEICHHUM pe3yIbTaTOB IIPOMEKYTOUYHOM aTTECTAllMd CTYACHTOB BBICTABIIACTCS
MaKCUMaJIbHOE KOJIMYECTBO OA/IOB 32 MOCEIAEMOCTh AyAIUTOPHBIX 3aHATHUI.

MeToanuyeckne peKOMEeHIAIUM J1JIS1 OPraHU3AIUU CAMOCTOSATEIbHOI PadoThI

W3yueHune TeopeTUuecKoro Marepuraia onpeaenseTcs padbodeit yueOHOW mporpaMMoOi JTUCITUTIIIUHBI,
BKJIIOYEHHBIMU B HEE KaJICHJAPHBIM IUJIAHOM H3YyYEHUsI AUCHUIUIMHBI M TEPEYHEM JIUTEpaTyphl;
PEKOMEHIyeTCsl IpU MOATOTOBKE K 3aHATHSAM MOBTOPUTH MaTepual MPEIIIeCTBYIONIMX TeM pabodero
y4eOHOro IUIaHa, a TaKXKe MaTepual MPeALISCTBYIONIMX y4eOHBIX AUCHUIUINH, KOTOPBIA CIYXUT Oa3oi
M3Y4aeMOoro pasjiena AaHHOW TUCHUIUIMHBL. [Ipu mOAroToBKE K MPaKTUYECKOMY 3aHITHIO HEOOXOIUMO
U3Y4YUTh MaTepHallbl JIEKIIUM, PEKOMEHAOBaHHYIO JHTepaTypy. W3ydeHHBII MaTepuan Clenyer
MIPOAHAIU3UPOBATH B COOTBETCTBUU C IUIAHOM 3aHATHS, 3aT€M IIPOBEPUTH CTENIEHb YCBOCHUS COACPKAHUS
BOIIPOCOB.

[IpakTHueckue 3aHATHS HEPA3pbIBHO CBS3aHbl C JOMAIIHUMH 33JaHUSIMU KaK OCHOBHBIM BHUIOM
TEKyIIEH CaMOCTOSATENbHOM paboOThl, SBIASACH, B COYETAHMH C CHCTEMAaTHYECKHUM HU3y4eHHEM
TEOPETHYECKOTO MaTepuajia OCHOBOM PEHTHHTOBOM OIEHKH 3HAHUH, QUKCHPYEMOH B MPOMEKYTOUHOMH
aTTeCTallUu.

CamocTtosaTenbHas padoTa MPOBOAUTCA C LENbI0 YIIyOJeHUs 3HAHUW 1O JUCHUIUIMHE U
IIpelyCMaTpUBAET:

- IOBTOPEHHUE MPOIACHHOTO0 Y4eOHOTro MaTepuana, YTeHHE PeKOMEHI0BaHHOW JTUTepaTyphl;

- MOATOTOBKY K ITPAKTUYECKUM 3aHATHUAM;

- BBIMIOJIHEHUE OOIIMX ¥ MHJIMBUYaJIbHBIX JTOMAIIHUX 3aaHHH;

- paboTy € AJIEKTPOHHBIMU HCTOYHUKAMH;

- MOATOTOBKY K cAaue (hOpMbI MPOMEKYTOUHOM aTTECTALIUH.

[InaHupoBaHMe BpeMEHH Ha CaMOCTOSITEIbHYIO pabOTy BaKHO OCYILECTBIIATH HAa BECh CEMECT),
IIpeAyCMaTpUBasl MPHU 3TOM MOBTOPEHHUE MTPOMIEHHOIO0 MaTepuaia.

[Ipn moaroTroBke K IPOMEXKYTOUHOM arTecTaluuy MO JUCLMIUIMHE CIEAYeT PYKOBOJACTBOBAThHCS
MepeyHEM BOIMIPOCOB I MOATOTOBKH K HTOTOBOMY KOHTPOJIO MO Kypcy. [Ipu 3ToM HE00X0MMO YSICHUTD
CYThb OCHOBHBIX ITOHATHH JUCIUIINHBI.

CamocTtosTenbHas paboTa CTYIEHTOB, NPEXAE BCEro, 3aKIYaTcsi B H3YYEHHM JIMTEpaTypBhl,
JIOTIOJTHSIFOIIEH MaTepuall, u3JlaraéMblil B JIEKIIMOHHOW 4YacTH Kypca. HeoOxomumo oBNageTh HaBBIKAMH
O6ubnamorpaduueckoro moucka, B TOM 4YHUCIE B ceTeBbIX VHTepHET-pecypcax, HayuUTbCsS COIMOCTABIISThH
pa3IMYHbIE TOUKHU 3PEHUS U ONPEIENIATh METO/Ibl UCCIIEI0OBAaHU.

[Ipeanonaraercs, 4To, MPOCIyIIaB JEKIHUIO, CTYACHT JOJKEH O3HAKOMHUTBCS C PEKOMEHIOBAHHOU
JUTEPATypOil U3 OCHOBHOTO CITUCKA, 3aTeM O0pAaTUTCS K HICTOUHUKAM, YKa3aHHBIM B OMOIHorpadguyeckux
CIMCKaX M3YYECHHBIX KHUI, OCYILIECTBUT ITIOMCK U KPUTUUYECKYIO OLICHKY Marepuaia Ha caitax MHTepHer,
cobepeT HeoOXOAUMYIO HH(OPMAITHIO.

Cy1iecTByeT HECKOIBKO METOIOB PabOTHI C IUTEPATypOil.

OauH M3 HUX — METOJ INOBTOPEHMS: CMBICI IPOYUTAHHOIO TEKCTA MOYKHO 3ay4UTh HAWU3YCTh.
[IpocToe moBTOpEeHHE BO3IEHCTBYET Ha MaMATh MEXAaHUYECKHM M IMOBEPXHOCTHO. llosydeHHble Takum
MyTeM CBEJCHHS JIETKO 3a0bIBAIOTCS.

Haubonee 3 pexkTuBHBII METOJ — METOJI OCO3HAHHOT'O 3alIOMUHAHUS: IPOYUTAHHBINA TEKCT HYKHO
MOJIBEPrHYTh OOJbIlIeli, 4YeM MpocToe 3ayuuBaHue, oOpaborke. UToObl ocHOBaTenbHO 00paboTaTh
nH(OpMaLIHIO, BaXKHO MPOU3BECTU LENbIM PSII MBICIUTEIBHBIX ONEpaluii: MTPOKOMMEHTHUPOBATh HOBBIE
JaHHBIC; OLICHUTh WX 3HAYEHHE; ITOCTABUTH BOIIPOCHI; CONOCTABUTH IIOJYYEHHBIE CBEACHUSA C paHee
W3BECTHBIMU.

Jns ynyumenuss oOpaboTku HH(GOpPMAIMKM OYEHb BAaKHO YCTaHABIUBATH OCMBICICHHBIE CBS3H,
CTPYKTYPHUPOBATh HOBBIE CBelleHMs. V3yueHne HayqHOM, yueOHOW W MHOU JINTepaTyphl TpeOyeT BeACHUS
pabouux 3anuceii. Popma 3ammceil MOXKET OBITh BeChbMa pa3HOOOpa3HOW: MPOCTOM WM Pa3BEpHYTHIN
IIJIaH, TE3UCHI, IUTATHI, KOHCIIEKT.

JlocTyn K 3JIeKTPOHHBIM HH(OPMALIMOHHBIM PECYpcaM OCYILECTBIISETCS B KOMITBIOTEPHOM KJIacce
oubnmoteke prmana.
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