1. MecTto 1 neau gucuuIIMHBI (MoayJs) B crpykrype OITIOII

JucnuninHa oTHOCUTCS K BapuatuBHOM 4yactu bioka 1 «/lucuumiunel, Mogynu». TpynoeMKoCcTh
JTUCHUTITUHBI (MOYJIsl) COCTABIISIET 2 3aU€THBIC €IMHUIIBI.

OcHoBHas1 HeJb Kypca «Jleaomnpous3BoCTBO» COCTOMT B HM3YYEHMHM COBPEMEHHBIX TpeOOBaHUM,
MPEIbSIBISEMBIX K COCTaBICHHIO W O(OPMICHHUIO JOKYMEHTOB, CBS3aHHBIX C MpodeccHOoHATbHOMI
NesITeNIbHOCTBIO IOPHCTA, a TAK)KE K OpraHU3alluy X ABM)KCHUS, y4eTa U XpaHEHUSs.

3agaum kypca:

1) moka3aTh B3aUMOCBsI3b HH(OPMAITUU U TOKYMEHTA;

2) mpocienuTh SBOJIOLUUIO JOKyMEHTa KaK HOCHUTEeNs HWH(POpPMALUU, pa3BUTHE CHOCOOOB
JOKYMEHTUPOBAHUS;

3) nmpoaHaIu3uPOBaTh PYHKIMH JTOKYMEHTa U 00pa30BaHUE CUCTEM JIOKYMECHTAIIUH;

4) maTh TPENCTABIICHHE O 3HAYECHUW YMEJIOTO OOpalieHUs C JOKYMEHTaMH B MPOQEeCCHOHATBHON
NEeSTEIbHOCTH IOPUCTA;

5) chopMUpOBaTh y CTYACHTOB PAllMOHAIbHBIE TOAXO0/AbI K OpraHu3aiuu paboThl C TOKYMEHTAMU;

6) IaTh MOHSATHE O MpHEMax M CIoco0ax TOKYMEHTHPOBAHMS TMPABOBOW W WHOW HOPUIUYECKH

3HAYMMON HH(OpMaIUH;

7) PacKpbITh OCHOBBI apXHUBHOTI'O JA€Na.

W3ydyeHre COBpEeMEHHON TEXHOJOTMH JOKYMEHTAIIMOHHOrO o0ecreueHus 0azupyercss Ha 3HAHHUH

3aKOHOMEPHOCTEN Pa3BUTHs IEIONPOU3BOACTBA B Poccun.

[IporpaMMa OCHOBaHAa Ha HOBEWIIMX HAYYHBIX JIOCTHXKEHUSX B OOJACTH AENONPOU3BOJACTBA U

apXUBHOTO JIETa.

2. Ilnanmpyemble pe3yabTaTbl O0y4YeHHMsl MO JMCOMILIMHE (MOAYJI0), COOTHECEHHBbIE C
IVIAHUPYEMBIMH  Pe3yJbTATAMH OCBOCHHMS 00pa30BaTeJIbHOW NPOrpamMMbl

BbINYCKHUKOB)

®opmupyemMbie KOMIETEHIIMH

(K0T KOMITETCHITUH, dTarl
(dhopmupoBaHus)

IInanupyemMble pe3yJbTaThl 00y4eHHS 0 AUCHHUILINHE (MOIYJIIO),
XapaKTepu3ymouine 3Tanbl GOPMHPOBAHUS KOMIIETEeHIMI

OK-3

BJIaJICHUEC OCHOBHBIMHU METOJIAMH,
croco0amMu ¥ CpeICTBAMHU IOJTyYCHHUS,
XpaHeHus1, mepepaboTKu HHPOPMAITIH,
HaBbIKAMHU PabOThI C KOMITLIOTEPOM Kak
CPEACTBOM yIpaBiieHUs] HHpOopMarueit

JTan OCBOEHHS 0a30BBIi

3.1. 3HaTh aKThl TEXHUYECKOTO PETYIUPOBAHUS U METOANUECKHUE MaTEpUaIbl MO
JIOKYMEHTHPOBAHHIO HH(GOPMAIIMK, BOSHUKAIOIICH B TIpOIIecce
npoQeCCUOHANBHOM JCSITEIPHOCTH, K MHOW FOPUIMYCCKU 3HAYMMOMN
WHPOPMaINH;

V.1. YMeTs NpUMEHSATh COBPEMEHHBIC TEXHOJIOTHH 00pa0OTKH U XpaHEHUS
JOKYMEHTOB.

B.1. Bnaners MeTogaMu TEKYIIETO U apXUBHOTO XpPaHEHUS JOKYMEHTOB

B.2. Bnmagets MeTomamMu XpaHeHHS HHPOPMAIIUN OTPAHWICHHOTO JOCTYIIA.

IK-7
BJIaACHHUC HABbIKaMU ITIOATOTOBKHU
IOPUANICCKUX TOKYMCHTOB

3Tan OCBOEHUS Ha9aIbHBIN

3.1. 3HaTh deaepanbHbIe 3aKOHBI U MHBIE HOPMATHUBHBIC TIPABOBHIE aKThI B
chepe naopmaiyu, HHGOPMAITMOHHBIX TEXHOJIOTHHA U 3aIUTH HH)OPMAIHH,
a TaK)Ke apXUBHOI'O JIeIa;

3.2. 3HaTh CTPYKTYpY U CIIOCOOBI TOKYMEHTHPOBAHUS MPaBOBOM MH(pOpMAIIUH;
VY.2. YMeTh cOCTaBIATh U 0QOPMIIATEH TOKYMEHTHI, B TOM YHCIIC OTHOCSIIUECS K
chepe npodecCHOHATBEHOM AITEIIEHOCTH B COOTBETCTBHUU C TPEOOBAHUSIMHU
(benepabHBIX 3aKOHOB, UHBIX HOPMATUBHBIX MPABOBIX aKTOB U aKTOB
TEXHUYECKOTO PETYIUPOBAHHUS;

B.1. Bragets NOHATHIHO-KAaTErOpUalbHBIM aIllapaToM M0 JOKYMEHTOBEICHHUIO
1 JISIIOTIPOU3BOJCTBY

TIK-13

CITOCOOHOCTH MPABHIILHO U MTOJTHO
OTpaXkaTh PE3yJIbTATHI
po¢heCCHOHATBHO NEATEIHLHOCTH B
IOPUANYECKON U MHON TOKYMEHTALUH

3.1. 3HaTh mpaBWiIa COCTABJICHUS U OQOPMIICHHS JTOKYMEHTOB, B TOM YHCIIE
OTHOCSIHXCS K chepe MpoPecCHOHATBHON AeITeIbHOCTH;

V.1. YMeTh aHanu3upoBaTh COAEPKAHWE M PEKBU3HUTHI JTOKYMEHTHPOBAHHOMW
paBoOBOY MH(OPMAIUHY;

Y.2. YMmerp oopMiIsTh NieNia, COCTaBJISATh HA HUX OMUCH, TOTOBHTH JIeNia K
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nepenaye Ha apXMBHOE XpaHEHHUE.
9TaI OCBOCHHUS HaYaIbHBIN B.2. BnageTs MeTOJaMH OpTaHU3AIMH KOHTPOJIIS 32 CPOKaMHU HCIIOTHEHUS
JIOKYMEHTOB H OTIEPATHBHOTO UX XpaHEHHE;

3. CTpykTypa u coaep:kaHue TUCHUIINHBI

O0BEM TUCIUIUIMHBI COCTABIISACT 2 3aU€THBIC €AMHMIIBI, BCETO 72 Yaca, U3 KOTOPBIX:

It 04HO# (popMbl OOydeHHs 36 YacOB COCTaBIsET KOHTaKTHas paboTa oOydaromierocs c
npenonaasarenieM (18 yacoB 3aHATUN JEKIMOHHOTO THUIA, 18 4acoB 3aHATUN ceMUHApCKOro tuma), 36
YaCOB COCTAaBIIICT CAMOCTOsITEIbHAsI paboTa 00yJaroerocs;

s 3a04HOM ¢(opMbl 00yueHHs 6 4YacOB COCTaBJIsIeT KOHTAaKTHas pabora oOydaromierocs ¢
npemnojaBareneM (2 Jaca 3aHATHH JIGKHIMOHHOTO THMa, 4 Yaca 3aHSATHM CEMHMHApCKOro Ttuma), 4 daca —
KOHTPOJIb, 62 9aca COCTABIIIET CAMOCTOSTENIbHAs pab0oTa 00yJIarOIIerocs.

Conep:xaHue TMCUMILIAHBI:

B Tom unciae
KoHnTakTHasi padoTa (pabdota Bo

B3aMMO/eliCTBHH C IpenogaBaresem), Camocro
4achl M3 HHX ATeIbHA
51 pabora
3auaTus 3ausTus odyuaro
Bcero | JIeKIMOHHOTO | CEMHUHAPCKOTO merocs,
HauMeHoBaHHe H KPATKOE COIEPKaHHE (uacbn) THIIA THOa Beero Tackl
Pa3iesioB ¥ TeM JHCHHUILIMHBI (MOXYJIst), 2 § 8 é g § 2 § 2 é
dopma npomekyTOUHOIT aTTECTALMH 11O g 2 = g = gl | & E g
JHCIHIIHHE (MOTYJIIO) © & = S = s Cl &8 © 3
Tema 1. OCHOBHBIE MOHATHUS U TEPMUHOJIOTUS
JIOKYMECHTAIMOHHOT'O 00CCIICUCHUS YIIPABICHHUS,
HOPMAaTHBHO-MeTOoANYeCKas Oa3a
JIEIIONIPON3BOJICTBA 8 6 2 2 4 4 6
Tema 2. O0mue nmpaBuia 0hOpMIICHHS
JIOKYMEHTOB 8 [ 7,5 2 0,5 2 4 105 | 4 7
Tema 3. YnpaBneHueckass TOKyMEHTaITHS:
TpeOOBaHUs K COCTABICHUIO U 0()OPMIICHHIO.
Texnonorus pa6OTBI C TOKYMCHTaAMHU 8 7,5 9) 0,5 2 4 0’5 4 7
Tema 4. JIokyMEHTHUPOBAHUE ESTEIBHOCTH
KOJUJICTHAIILHBIX OPTaHOB 3 8 o) 2 1 4 1 4 7

Tewma 5. MHbOpMaIIMOHHO-CITIPaBOYHBIE
JIOKYMCHTHI B IPO(ECCUOHATIBHOM eI TeIbHOCTH
IOpUCTA 8 8 2 2 1 4 1 4 7
Tema 6. Jlenonpous3BoACTBO 1O BOMPOCaM
TPYAOBBIX OTHOIIEHUI (KaapoBoe

JICIIOTPOU3BOICTBO) 8 | 7,5 2 0,5 2 4 105 | 4 7
Tema 7. Jlenonpou3BoACTBO 1O NTUCbMEHHBIM U

YCTHBIM OOpAaIICHUSM TPaKIaH 3 8 2 2 1 4 1 4 7
Tema 8. Opranu3zaius T0KyMeHTO000pOTa.

OCHOBBI apXUBHOTO JIeia 8 | 7.5 2 0,5 2 4 05| 4 7
Tema 9. JlokymeHTHpOBaHNE U 000POT

WHPOPMALIMN OTPAHHMYEHHOTO JTOCTyIa 8 8 2 2 1 4 1 4 7
KCP

Kontpons 4
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Tema 1. OcHOBHBIC NOHATHST W TEPMHHOJOTUSI JOKYMEHTAIHOHHOIO oO0ecre4YeHus
ynpaBJieHHs, HOPMATHBHO-MeToAn4YecKas 0a3a 1eJ0NpoUu3BoACTBA

OcHOBHBIE IOHATHS U ONIPEAETICHUS 1ETIOIPOU3BOICTBA. 3a7aun AeIONPON3BOACTBA.

CocTtaB HOPMATHUBHO-METOJMYECKOW 0asbl JCIONMPOU3BOJICTBA, 3aKOHOJATENIHCTBO Poccuiickoit
@enepanyun, npaBoBble akThl llpesunenra, IlpaBurennctBa Poccuiickoit @enepanuu, denepaibHBIX
OpPraHOB HCIIOJIHUTEIBHON BJIACTH B O0JIACTH JOKYMEHTAI[MOHHOTO obecriedeHus. [ ocymapcTBeHHBIE
CTaHJApThl Ha JOKyMEHTaluio. [ocymapcTBEHHass CHUCTEMa JOKYMEHTALMOHHOTO OOecredyeHus
ynpaBieHus. YHUHUIMpOBaHHBIE CHUCTEMbl AokyMmeHTaruu. Llemwm, 3amaum, ¢yHkiuu cimyxOer JIOVY.
@yHKIUY JOKYMEHTA.

Tema 2. O61mue npaBuia opopMieHNsi JOKYMEHTOB

Crapmaptuzauuss U yHUHUKanusg IokyMeHTOB. Knaccudukaums noxymeHtoB. HopmaruBHbIe
TpeOOBaHUsI K COCTaBY OCHOBHBIX PEKBU3UTOB U UX odopmieHHIo. bianku nokymeHtoB. TpeboBaHus k
M3TOTOBIICHHIO, YUETY, UCIIOIBb30BAaHUIO U XPAHEHUIO OJIAHKOB C BOCIIPOU3BEICHHEM T'OCYJapCTBEHHOTO
repOa Poccutickoit ®deneparnyu, repooB cyobekToB Poccutickoii denepamum.

Tema 3. YnpasieHueckasi JOKYMEHTALHs: TPeOOBAHMSA K COCTaBJECHHI U 0GOpPMIICHHIO.
TexHosiorust padoThl ¢ JOKYyMEHTAMH

Cucrema OpraHu3alMOHHO-IIPAaBOBOM JOKyMeHTanuu. IlloHATME W cOCTaB OpraHU3alMOHHO-
pachopsSAMTENbHBIX JOKYMEHTOB, UX Iopuanyeckas cuia. Pa3paboTka M yTBep)KIeHUE KOMILIEKca
OpPraHU3alMOHHO-TIPAaBOBBIX  JTOKyMeHTOB (YcraB, Ilojoxenus 00 opraHuszanuu, CTPYKTYPHBIX
MOJIpa3JIeNIEHUsAX, KOJUIETHAIBHBIX W COBELIATENIbHBIX OpraHax; IITAaTHOE PAcHHCAHME; WHCTPYKLUU IO
OTJENBbHBIM BUJAM JEATEIbHOCTH; TOJPKHOCTHBIE HHCTPYKIIMH).

Knaccudukanmust u crpykrypa OPJI. OcHOBHOE Ha3zHaue€HWE PaCHOPSIUTEIBHON IJOKYMEHTAIMH
(PJI). [IpaBuna cocraBneHust 1 0(OPMIICHHSI OCHOBHBIX PAaCHOPSAUTENBHBIX JOKyMeHTOB. CocTaBiIeHHE U
odopMIIeHHE TTPUKA30B.

Tema 4. /lokyMeHTHPOBaHHUE AeATEJbHOCTH KOJLJICTHAJBHBIX OPTaHOB

JesTenbHOCTh YUpexKACHUH, padOTAIOIIMX HAa OCHOBE KOJIJIETHAIbHOCTH. [locTaHOBKA BOMIPOCOB Ha
00CyXJIeHHEe KOJJIETHAIBbHBIX opraHoB. CTpykTypa TekcTa mnpoTokosa. [lomHble M KpaTkue (GopMbl
MIPOTOKOJIOB.

Tema S. NHdopmManuoHHO-CIpaBOYHbIC JOKYMEHTbl B NPO(ecCHOHAJBHON 1esiTeIbHOCTH
opucTa.

[lonatne w  3HaueHWe  MHGOPMAIIMOHHO-CIIPABOYHBIX  JOKYMEHTOB.  Pa3HOBHIHOCTH
MH(OPMALIMOHHO-CIIPABOYHBIX JTOKYMEHTOB, HX cocTaBlieHne u odopmienue. HMubopmanuonHo-
CIpaBOYHBIE JTIOKYMEHTHI, UCTIOIb3yeMble B IPOPECCHOHATIBLHON AEATENbHOCTH IOPHCTA: CIPABKU, aKTHl,
JOKJIaJJHble U OOBSACHUTENbHBIC 3alHCKH, JTOBEPEHHOCTH, CIy>KEOHbIE MUChbMa, Tele(OHOTPaAMMBI,
TeJerpaMMBbl, (PaKcChl.

Tema 6. [leJonmpou3BOJACTBO 1O BONpPOCcaM TPYAOBBIX OTHOIIEHHH  (KagpoBoe
AeJIONPOU3BOJCTBO)

JlokyMeHTUpOBaHHUE TPYIIOBBIX OTHOIIEHUW. [loHsATHE KaIpOBOro NEIONPOU3BOACTBA. JJOKYMEHTHI
110 JINYHOMY COCTaBY (KaJpoBasi JOKYMEHTAlUs1) U UX BUABI: TPYAOBBIE JOIOBOPHI, IPUKA3bI IO JUYHOMY
COCTaBY, TPYAOBbIE KHIDKKH. YHUGUIIUPOBAHHBIE (OPMBI IEPBUYHON y4E€THOM JOKYMEHTALMH MO TPYAY
u ero omiare. KoHQpUICHINATBHOCTh TOKYMEHTOB IO JIMYHOMY cocTaBy. OCoOEHHOCTH O(hOpMIICHUS
pe3roMe, 3asBICHHH, aHKET, aBTOOHOTpaduii.

Tema 7. /le10npon3BOACTBO O NMCbMEHHBIM H YCTHBIM 00pallleHUAM IPAaXKIaH

Bunbl oOpamenuii TpakmaaH: TpENIOKEHHE, 3asBICHHE, XKajno0a, TEXHOJOTHs paboThl C
MUCHbMEHHBIMU OOpAIlEHUSIMH TpaXKJaH: MpHUeM oOpalleHus, TMepBUYHAs 00paboTKa, perucTpamus,
JOKJIaJ] PYKOBOJUTENIO O 3apETUCTPUPOBAHHOM OOpALIECHUH ISl MPUHSATHS pEIICHUs, KOHTPOJb Haj
UCTIOJHEHUEM OOpalleHusl, CHATHE C KOHTPOJs, aHaiuu3 oOpameHuil. DopmupoBaHue Jell IO
oOparmieHusM rpakaad. OCOOCHHOCTH JTMYHOTO MTpUEMa TpaXKaaH.

Tema 8. Opranusanusi J0KyMeHT0000poTa. OCHOBBI APXHUBHOIO JeJ1a



IMonartue o nokymenroobopore. CTpykTypa U o0Omas XapakTepUCTHKA JIOKYMEHTOIIOTOKOB.
Bxonsmue NOKYMEHTBI, MCXOJSIIME JOKYMEHTBI, BHYTPEHHHE IOKYMeHThl. OpraHusaunus paboTsl ¢
NOoKyMeHTamu. Perucrpaumss u yder nokyMeHToB. KoHtponp wucnonnenus. Homenknatypa nen.
dopMmupoBaHUe M OpraHM3aunus xpaHeHus neis. Ilepemaua nen Ha XpaHeHHME B apXUBbl OpraHM3allui,
BEJIOMCTBEHHBIE, TOCYAAPCTBEHHBIE U MYHUIIUIIAJIbHBIE APXUBBI.

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

[Tonatue u BUABI HHPOPMALMU OTPAaHMUYEHHOTO JOCTYIA: FOCYJapCTBEHHAs TailHa, MepCOHAIbHbIC
JaHHble, KOMMeEpuYecKass M ciyxeOHas TaiilHa, WHbIE BUABl KOH(DUICHUMAIBHOM HH(pOpPMALUH.
JIOKyMEHTUpOBaHHE HH(OPMAIMK OrpaHUYEHHOro 1octyna. OpraHuzanus padoThl C JOKyMEHTaMH,
COJIEpKALIMMH CBE/ICHUS, OTHECEHHBIE K IOCYJapCTBEHHOHM TaiiHe. 3aluTa JOKYMEHTOB, COAEP KaIIUX
NEPCOHATbHBIC JaHHBIC, KOMMEPUYECKYI0 TaiHy. JIOKyMEHTHI "Ais CiIy’)KeOHOTO MOJb30BaHUA" M HX
00opoT.

4. Oopa3oBaTe/ibHbIE TEXHOJIOTHH

C uenpto (GOpMHUPOBAHUS U PA3BUTUS COOTBETCTBYIOIIMX KOMIIETCHLMH y 0Oydaroumuxcs mpu
IIPOBE/ICHUY 3aHATUN MO AMCLUUIUIMHE MCIOJB3YIOTCS aKTUBHBIE U MHTEPAKTUBHBIE ()OPMBI IPOBEACHUS
3aHATHH, B COYETAHMM C BHeEAyAUTOpPHOH paboToii ¢ wmenpo (HOPMUPOBAHMS  3aSBICHHBIX
po¢eCCHOHATHHBIX KOMITETEHIIMA 00y4JarOIINuXCsl.

VY ienbHBIN Bec 3aHATHH, POBOAUMBIX B MHTEPAKTHUBHBIX (popMax, ompenaessercs TJIaBHON IENbIo
(Muccueil) mporpaMmbl, OCOOCHHOCTBIO KOHTMHI€HTa OOYYalOUIMXCS, COJACPXKAHUEM JUCIMUILIUHbBI
(mepeyHeM TeM) U BBIpaOATHIBAEMBIMH B XOJI€ U3YUYEHUS AUCIUIIIMHBI KOMITETCHIIUSMHU.

VY nenbHbIN BeC 3aHATHH MO AUCLUILIMHE, IPOBOJUMBIX B MHTEPAKTUBHBIX (POpPMax, COCTaBIIAET HE
MeHee 30% ayauTOpHBIX 3aHATHI.

S. YueOHO-MeTOoANYeCKOe o0ecniedeHne CAMOCTOATEIbLHOM padoThl 00y4aommuXxcst
Bunpl camocTosiTenbHON paboThI CTYEHTOB:

—IHOATOTOBKA K CCMUHAPCKUM U MMPAKTUUCCKHUM 3aHATUAM;

—IHOATOTOBKA K KOHTPOJIbHBIM pa60TaM 1 K KOHTPOJIbHBIM TCCTUPOBAHUSAM;
—IMOATOTOBKA K TPYIIIOBBIM JTUCKYCCHSIM;

—TOJr0TOBKA pedepara;

—IMOATOTOBKA MPE3EHTAIUH;

—MOATOTOBKA U y4acTue B JACOBOU UTPE;

—IMOATOTOBKA K 3aYeTy.

6. DoHJ OLIEHOYHBIX CpeacTB AJd l'[pOMB)KyTO‘lHOﬁ aTTeCTAllMi IO JUCHUIIJINHE

6.1. IlepeyeHb KOMIeTeHUMII BBLINYCKHHKOB 00pa30BaTe/bHOH NPOrpaMMbl C YKa3aHHeM
pe3yabTaToB O00y4yeHUs (3HAHMi, YMEHHWi, BJIaJeHUil), XapaKTepu3ylIMX JTanbl HX
(¢opMupoBaHus, onucaHue MOKa3aTeJed W KpUTepHeB OLeHUBAHMS KOMIIETCHIM HAa Pa3IHYHbIX
Tanax ux ¢popmMupoBaHus

®opMupyemMbie KOMIIETEHIIMH InanupyeMble pe3yJibTaThl 00yYeHHs N0 AUCHHUILINHE (MOIYJII0),
XapaKTepu3yollue 3Tanbl GopMHPOBAHUS KOMITETEHIMI
(KO KOMITETEHIINH, ITAI

(dhopmupoBaHUs)

OK-3 3.1. 3HaTh aKThl TEXHHYECKOTO PETYJTUPOBAHUSI U METOAMYECKAE MaTEPHUAIIbI IO
BJIaJICHUE OCHOBHBIMH METOJIAMH, JIOKyMEHTHPOBAaHUIO HHPOPMAIIMH, BO3HUKAIOILEH B TIpoliecce

croco0aMu ¥ CpeAICTBAMHU IOJTyYeHHs, | MPOoheCCHOHATBHOMN NEATSIbHOCTH, U MHOW IOPUIUYCCKU 3HAUUMOU

XpaHeHwus1, nepepadoTku HHGopManuy, | MHPOpMALNK;
HaBbIKAMH pabO0Thl C KOMIBIOTEPOM Kak | ¥Y.1. YMeTh NpUMEHsITh COBPEMEHHBIE TEXHOJIOTHU 00paOOTKH U XpaHESHUs!
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CPEACTBOM YIpaBieHUs] MHpOpMaruei

JTan OCBOEHHS 0a30BBIi

JIOKyMEHTOB.
B.1. Brazers METOgaMM TEKYILETO M APXUBHOI'O XPAHEHUS JOKYMEHTOB
B.2. Bramets MeTonamMu XpaHeHus HHOOPMAIUK OTPAHHYEHHOTO JTOCTYTIA.

IK-7
BJIaJIEHUE HAaBBIKAMHU MOATOTOBKU
IOPUINYECKHX JOKYMEHTOB

3Tan OCBOSHUS HadaIbHBIN

3.1. 3HaTh deaepanbHbIe 3aKOHBI U MHBIE HOPMATHUBHBIC TIPABOBHIE aKTHI B
chepe naDOpMarH, HHPOPMAITMOHHBIX TEXHOJIOTHH U 3alTUTHl HHPOPMAIINH,
a TaKke apXUBHOTO JeJIa;

3.2. 3HaTh CTPYKTYpY M CIIOCOOBI TOKYMEHTHPOBAHUS NIPABOBOH HWH(pOPMALINH;
VY.2. YMeTh cOCTaBIATh U 0OQOPMIIATEH JOKYMEHTHI, B TOM YHCIIC OTHOCSIIUECS K
chepe npodecCHOHATBEHON AITEIEHOCTH B COOTBETCTBHUU C TPEOOBAHUSIMHU
(henepabHBIX 3aKOHOB, UHBIX HOPMATUBHBIX MPABOBBIX aKTOB U aKTOB
TEXHUYECKOTO PETyIUPOBAHHS;

B.1. Biagets NOHATHIHHO-KATErOPHATBHBIM alapaToM MO JOKYMEHTOBEICHHIO
U JICIIOTIPOU3BOJICTBY

IIK-13

CITOCOOHOCTH MPABHIILHO U MTOJTHO
OTpakaTh PE3yIbTATHI
npodeccHoHATLHOM NIEATETPHOCTH B
IOPUANYECKON U MHOM TOKYMEHTALUU

3Tan OCBOSHHUS Ha9aIbHBIN

3.1. 3Hath mpaBmia COCTaBJICHUS M OGOPMIICHHUS JTOKYMCHTOB, B TOM YHCIIC
OTHOCSIHXCS K chepe MpoPecCHOHANBHON AeITeTbHOCTH;

V.1. YMeTs aHaIuM3UpOBaTh COJAEP)KAHUE U PEKBU3UTHI JOKYMEHTHUPOBAaHHOU
TPaBOBOM MH()OPMAIINH;

V.2. YMmerp oopMiIATE nena, COCTaBIATh HA HUX OMHCH, TOTOBHTH JieNa K
repeayde Ha apXUBHOE XpaHECHHE.

B.2. BnageTs MeTOaMH OpTaHU3AIMH KOHTPOJIS 32 CPOKaMHU HCIIOTHEHUS

JOKYMCHTOB 1 OIICPATHBHOI'O UX XPAHCHUC,

. Koa koHTpOIMpyemoii
Ne n/n Jrtansl GOPMUPOBAHMA KOMIETeH Mt KOMTETEHIMH (WIH ee HaumeHoBaHue
no pasgenam (TeMaM) TMCHUMJIMHBIF gacTn) OLIEHOYHOT0 CpeACTBa

1 Tema 1 OcHOBHBIC IOHATHS U
TEPMUHOJIOTHA JOKYMECHTAI[IOHHOTO OK-3. TTK-7. TIK-13 KonTtponsHoe TecTipoBanne
obecriedeHns ynpaBieHUsl, HOPMATHBHO- ’ ’ KonTponsHas pabora
MeToandecKast 6a3a Jeonporn3BOACTBA

2 Tema 2. Obmurre npaBmita opopMIeHUS OK-3, IIK-7, TIK-13 KoHnTponbsHOE TECTMpOBaHUE
JIOKYMCHTOB KontponbHas pabora

3 Tema 3. YrpaBneHdeckas OK-3, IIK-7, TIK-13 KonTtponsHoe 3ananue
JIOKyMEHTaIus: TpeOOBaHUS K
COCTABJICHUIO B ODOPMIICHUIO.
TexHonorus paboThI C TOKYMEHTAMU

4 Tema 4. JlokymMmeHTHpOBaHHE OK-3, [1K-7, IIK-13 KontponbHoe 3ananue
JIESITEIPHOCTH KOJUICTHAIBHBIX OPTaHOB

5 Tema 5. MHpOpMAaIMOHHO-CIIPABOYHBIE OK-3, TIK-7, TTIK-13 Pedepar
JIOKYMEHTHI B PO ECCHOHATBHOM Hoknan
JICSITETbHOCTH IOPHCTA

6 Tema 6. Jlenonpon3BOICTBO IO OK-3, IIK-7, TIK-13 KonTtponbsHoe 3ananue
BOIIPOCAaM TPYAOBBIX OTHOILIEHUN Jenosas urpa
(KazpoBOE IETOMPOU3BOJICTBO)

7 Tema 7. Jlenonpou3BOACTBO MO OK-3, IIK-7, TTIK-13 Hoxman
MUCEMEHHBIM M YCTHBIM OOpamieHNsIM
rpaxaaH

8 Tewma 8. Opraanzamus OK-3, IIK-7, TIK-13 KontponsHoe 3ananue
JIOKyMeHT0000poTa. OCHOBBI APXHUBHOT'O
Jena

9 Tema 9. JlokyMeHTHpPOBaHUE 1 000OPOT OK-3, IIK-7, TIK-13 Pedepar
UH(POPMALUU OTPAHHYCHHOTO JJOCTYIIA Hoknan

6.2. Onucanue MKAJ OLCHUBAHNA:




HIkaJjia oneHUBAaHUSA KOMIIETEHII Ui
HNuaukatopsl OLHEHKU COOPMHUPOBAHHOCTH KOMHETEHHI/Iﬁ
KOMIETEeHI N He 3auteHo 3a4dTeHo

YpoBeHb 3HaHHN B 00BEME, COOTBETCTBYIOIIEM
MporpaMMe MOArOTOBKH. JIOMyIIeHO HECKOIBKO
HETpyOBIX OMNO0K

YpoBeHb 3HAaHUHN HUKE MUHUMAJIbHBIX

IHonHoTa 3HAHMH .
TpeboBanuii. imenu mecto TpyObie OMMOKH.

IIpoeMOHCTPUPOBAHBI BCE OCHOBHBIC YMEHHSI.
PeriieHbI Bce OCHOBHBIE 331444 ¢ HETPYOBIMU
omuOkaMuy. BbIIONHEHBI BCE 3aJaHUs, B IOJIHOM
00BeMe, HO HEKOTOPHBIE C HEOUCTaAMH.

[Tpu pemieHny CTaHAAPTHBIX 33/1a4 HE
Hannune ymennii MPOJIEMOHCTPUPOBAHBI OCHOBHBIE YMEHHUSL.
Hmenu MecTo rpyOble OMIMOKH.

Ipu pemicHnH CTaHAAPTHBIX 33134 HE IIpoaeMOHCTPUPOBaHbI 0a30BbIC HABBIKH
Hanuyne HABBIKOB
MPOJAEMOHCTPUPOBAHBI 0a30BbIC HABBIKH. NPY PEUICHUH CTAaHAAPTHBIX 33144 C HEKOTOPBIMH
(BJIaJIeHHE ONBLITOM)
Hmenu mecto rpyObie OMIHOKH. He0YeTaMu

VuebHast aKTHBHOCTD U MOTHBaALUA MPOSABIAOTCA
VuebHast aKTHBHOCTD U MOTHUBaLUA cnabo

MotuBanusi Ha CpeIHeM ypPOBHE, IEMOHCTPHUPYETCSI TOTOBHOCTD
BBIPAXKCHBI, TOTOBHOCTH PEIIATH
(IMYHOCTHOE BBITIOJTHATH ITOCTABIICHHBIE 3a/1a4d HA CPEIHEM
MIOCTABJICHHBIC 337]a4 Ka4ECTBEHHO
OTHOLIEHHE) YPOBHE KadecTBa
OTCYTCTBYIOT

ChopMUpOBaHHOCTH KOMIIETCHIIMHU B IIEJIOM

Komnerennus B noiaHoW Mepe He
COOTBETCTBYET TPEOOBAHHSM, HO €CTh HEJIOUYCTHI.

chopmupoBana. MMeronmxcs 3HaHU,

XapakTepucTHKA o HMeromuxcs 3HaHUM, yMEHUH, HABBIKOB U
YMEHUI, HaBBIKOB HEJIOCTATOYHO IS
c(opMHPOBaHHOCTH MOTHUBAIUHU B IIEJIOM JOCTATOYHO AJIS PEILIECHUs
peleHusl IPAKTUIECKUX
KOMIIeTeHI[ UM MPaKTHYECKUX (MIPOecCHOHATIBHBIX) 33/1a4, HO
(npodeccuoHanbHbIX) 3ana4d. Tpedyercs
TpeOyeTcsl JOMOTHUTEbHAS TPAKTHKA O
MOBTOpPHOE 00yUeHne
HEKOTOPBIM IPO(EeCCHOHANBHBIM 3aadaM.
YpoBenn
c(opMHPOBaHHOCTH Huzkuit Cpennuit
KOMIIeTeHI Ui

[IpomesxyTouHas arTecTanys Mo JUCUUIUIMHE IPOBOAUTCS B popMe 3auéra.

3auéT BBICTABISIETCS O WTOraM YCIEIIHOTO BBIMOJHEHUS 3aJaHUi TeKylero KoHtpois. [lis
NoJIy4eHHs 3a4éra HeoOXOJMMO BBINMOJHUTH BCE 33JaHHUS TEKYLIET0 KOHTPOJIS B COOTBETCTBYIOILEM
CeMecTpe Ha OIL[EHKY HE MEHEE UeM «YAOBIETBOPUTEIHHO».

K 3auéry nmo yueOHOH NUCHMILIMHE MO MPEJICTABICHHUIO MPENoJaBaTeis, BEAYIIEro ayIuTOPHbIE
3aHSTHS, U PELICHUIO, IPUHATOMY Ha 3acelaHuu Kadeapbl, He JOMyCKalTCsa 00ydaromuecs:

1) nponyctuBmue 6onee 50% NpakTUYECKUX U CEMHUHAPCKUX 3aHATHIA;

2) HE MPOIIEIINE I BHIOJTHUBIINE HEYIOBIECTBOPUTEIBHO KOHTPOJIbHBIE 3a/1aHus 10 4 u Oonee
TeMaM Kypca (IPOX0XkKACHUE TECTUPOBAHNUS, IIOATOTOBKA JIOKJIAJIOB).

3a4éT TPOBOIUTCA B YCTHOM (opMe MO YTBEPKAEHHBIM 3aBEenyIOMUM Kadeapon (IHUpeKTOpoM
¢unnana) ouneram. O0s3aTeNbHON SBISIETCS MOATOTOBKA CTYJEHTOM Pa3BEPHYTOTO OTBETA MO CYIIECTBY
BOIIPOCOB OwmjieTa, Ha 4TO OTBOAMTCS He MeHee 45 muHyT. Ha 3auére He momyckaeTcs Haludyue y
00yJaromuxcs MIOCTOPOHHUX MPEIMETOB, B TOM YHCIIE TEXHUUYECKUX YCTPOUCTB (MOOMIIBHBIX TeNe(OHOB
U Tp.), MOJb30BaHHE KOTOPHIMH MOXKET 3aTPyIHUTH JIUOO CeNaTh HEBO3MOKHON OOBEKTHUBHYIO OILIEHKY
pe3yabTaTOB MPOMEXYTOUHOU aTTectanuu. OOydaromyecs, HapyIIUBIINE MTPaBUiIa MPOBEACHHS 3auéTa,
[0 PEIICHUIO MPEenojiaBaTeisi U 3aBEAYIOLIEr0 COOTBETCTBYIOLIEH Kadeapoir MOryT OBITh yHaJeHbI U3
ayautopuu. Ilpm sTOM B 3au€THYI0O BEIOMOCTh YOAJIEHHOMY CTYJCHTY TMPOCTAaBIIETCS OIEHKA
«HEYIOBJIETBOPUTETLHO». [Ipu mpoBenennn 3au€ra B ycTHOH (hopme 1Mo Omieram OIEHUBAIOTCS oO1ee
MOHMMAaHHE CTYJCHTOM COJIEPKAHUSA U CTPYKTYPBI BOIIPOCA, MOJHOTA PACKPBITUS KaXI0TO U3 HIEMEHTOB
BOIIPOCa, CTENEHb BJaJeHUA 0a30BOM TEPMHUHOJIOTHEH, MOHUMAHUE MPUMEHUMOCTH U OCOOEHHOCTEH
MPAKTUYECKOTO HCIIOJIb30BAHMS H3JIaraeMbIX TEOpeTHdYecKux monoxeHui. [IpermomaBatens ams
YTOYHEHHs] OIICHKM BIIpaBE 3a/1aBaTh JIOMOJHUTENbHBIE BONPOCHL, MPEAYCMOTPEHHBbIE padoueit
IIPOrpaMMOi.

YpoBeHb 3HaHU, 00yUaAIOLIUXCSI ONPEENSIETCS CAeAYIOINUMH OLIEHKaMU:
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Kpurepum oueHok a5 3auéra:

OIIEHKA YPOBEHbBb IOAI'OTOBKHA
CryneHT 3HaeT 0a30BYI0 TEPMHHOJIOTHIO NUCIHMIUIMHBEL, pa30upaeTcss B MPOWACHHOM MaTepHuaie, MacTt
3aureHo [paBUJIbHbIE KOMMEHTapuu. J{omycKaloTcsi He3HAYUTENbHble HETOYHOCTH W YIYLIEHUS B OTBETaXx,

KOTOPLIC CepLéSHO HC MCKaKal0T COACPIKAHUEC KYypcCa.

OwmubKH B OTBETaX 3HAUYMTEILHEIC U CBUACTCIILCTBYIOT O HEIIPABUIIBHOM MPEACTABICHUU 00 HN3y4YCHHOM
He 3aureno Martepualic. OTBeTHI HA BOIPOCHI KPATKHUEC U HE PACKPBIBAOT OCHOBHBIX ITOJI0KCHHM HpOfLHeHHOFO Kypca.

B ciydae noCTMXKEHUS CTYNEHTOM IIOJIOKUTEIBHOIO pe3yjibTaTa B IIPOLIECCE IIPOMEKYTOUYHOU
aTTecTallMd, MOJy4YCHHAs OLCHKA BHOCUTCS B DSK3aMCHAIMOHHYIO BEJIOMOCTh W 3a4YETHYIO KHIIKKY
o0yuJaromerocs.

6.3. Kpurepun 1 npoueaypbl OLleHUBAHHUS Pe3yJIbTATOB 00y4eHHUs M0 JMCHHILIMHE (MOAYJIIO),
XapaKTePU3YHIIMX 3TANbI (POPMUPOBAHUS KOMIIETEHIIMI.

Jasi ouneHMBaHHMsl pe3yJbTAaTOB O00y4YeHMsl B BHAe 3HAHMI MCHOJIb3YIOTCHA Cledylolme
npoueaypbl U TEXHOJIOTHH:

- TECTUPOBAHUE;

- YCTHBIC U TUCbMCHHBIC OTBCTHI HA BOIIPOCHI.

JAns ouneHMBaHUSL Ppe3yJbTaTOB O0y4YeHHs] B BH/J€ YMEHHUI M BJAJCHUIN HMCIOJb3YIOTCS
cjeayoniue mNpoueaypbl U TEXHOJIOTUM:

- MMCbMEHHbIE KOHTPOJIbHBIE 33aJIJaHUS, BKIIOYAIOIINE BOIPOCH] WIH 33/1a4H.

JJis mpoBeeHMs] UTOTOBOr0 KOHTPOJISI ¢(pOPMMPOBAHHOCTH KOMIIETEHUHMH HMCHOJIb3YIOTCH:
YCTHBIH ONPOC, BHINOJHEHHE MHCbMEHHbIX KOHTPOJIbHBIX 3a1aHUI.

6.4. TunoBble KOHTPOJIbHbIE 33/IaHUSl WJIH HHbIe MaTepHajbl, HEOOXOAUMbIE VI OLEHKH
pe3yJabTaToB 00y4YeHHsl, XapaKTePU3YKIIUX 3Tanbl ()OPMUPOBAHUS KOMIETEHUMHA M (MIHM) AJs
HUTOTr0BOI0 KOHTPOJIs1 cGOPMHPOBAHHOCTH KOMIIETEHIIHH.

Bonpochl Kk 3a4eTy 10 JUCHUIIHHE:

1.DTansl cTaHOBJIEHMS 1€I0IIPOU3BOCTBA B Poccun.

2.JlokymeHT. OyHKIIUU JTOKYMEHTA.

3. enonpousBoactBo. HopmaruBHo-mipaBoBasi 0aza AeI0MpOU3BOICTBA.

4. Vaudukaus 1 CTaHIapTU3AIMS B JEIONPON3BOICTRE.

5.Knaccudukanust 1e1oBoil TOKyMEHTAIUH.

6.00mue HOpMBI W TpaBuia o(opMiICHUS JOKYMEHTOB (dopmar, TOJisI, HyMepamus CTpPaHHUII,
oopmienue 1atel).

7.0pranu3aioHHO-pacopsIAUTEIbHbIE JOKYMEHTBI, UX BUJIBI.

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

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

10. braHku TOKYMEHTOB.

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

XPaHEHUIO.

12. TpeboBanus xk opopmiieHnto pekBu3uToB OPJI, pa3MeeHHbIX Ha MoJie

YTIJIOBOTO WJIM MIPOAOJIBHOTO ITAMIIOB.

13. TpeboBanus xk opopmiieHuto pekBu3uToB OPJIl, pasMemeHHbIX Ha pabodeM IoJjie TOKYMEHTA.

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



15.

OdopmiieHre OpraHU3allMOHHBIX JOKYMEHTOB (yCTaB, IITaTHOE pACIUCAHUE, IOJO0XKEHUE,

JOJDKHOCTHASI MHCTPYKITHUSA).

16.

OdopMmieHne pacrnopsIUTENBHBIX TOKYMEHTOB (IIOCTAHOBJICHHE, yKa3aHUE, NpPUKa3 II0

OCHOBHOMH JIESITEILHOCTH).

17.
18.
19.
20.
21.
22.
23.

OdopmieHne cayKeOHBIX MMHCEM.

Odopmnenue npoTokona, akTa.

OdopmneHne TOKIaIHOMN, CITyKEOHOH M OOBSICHUTEITLHON 3aMHUCOK.

CtpykTypa ciay)O0bl JeTONpPON3BOICTBA.

HopmartuBHo-nipaBoBast 6a3a eonpon3BOACTBEHHON CITYKOBI.

WHCTpyKIUs 10 J€I0NPOU3BOJICTBY.

[opsimok MPOXOXKIEHHUSI U WCIOJIHEHUS BXOAALINX, UCXOIIIIMX M BHYTPEHHHUX JTOKYMEHTOB.

Perucrpanus 1oKkymeHTOB.

24.
25.
26.
27.
28.
29.
30.
31.
32.
33.

Pabora ¢ nucbMEeHHBIMU OOpAIIEHUSMH TPaXK/IaH.

O06BemM TOKYMEHTO00OpOTA.

Knaccudukanus 10KyMEeHTOB 1O IMYHOMY COCTaBY.

OdopmieHre TOKYMEHTOB MPH TOCTYIJICHUU Ha padoTy.

OdopmiieHne TpyA0BOM KHUXKKH, IEPEBO paOOTHUKA HA JAPYTyI0 padoTy.
Odopmiienne oTIrycka, Mephl B3bICKaHUS M TOOLIPEHHUS.

CocTtaB JOKyMEHTAIH [IPH YBOJIbHEHUHU paOOTHHKA.

CocraBiieHrEe HOMEHKJIATYPHI JIEII.

[IpaBuna popmupoBaHus nei.

DKkcnepTH3a HeHHOCTH JOKYMEHTOB.

34.IToaroroBka K apXMBHOMY XPaHEHHUIO.

XapakTepucruka oueHo4Horo cpeacrsa OC-1 «TectupoBanune»

OO0mme cBefeHNs 00 OLIEHOYHOM CpeCTBe

TectupoBaHue MPOBOJUTCS C UCIIONIH30BAHUEM KOMITbIOTEPHBIX TEXHOJIOTUNA U YCTPOUCTB, 1100 03
TaKoBOTO. B mporiecce mpoBeeHNs] TECTUPOBAHUS MPETNOJaBaTe]lb BHUMATEIBHO CICAUT 32 TE€M, YTOOBI
CTYZCHTBI BBITTOIHSIIN 3aJJaHUSI CAMOCTOATEIBHO U HE MELIAIH IPYT JPYTY.

ITapameTpbl OLIEHOYHOTO CPeICTBA

Onenka YpoBeHb NOAT0TOBJICHHOCTH, XaPAKTEPU3yeMblii OLICHKOI
ITpeBocxoHO 100 % mpaBUIBHBIX OTBETOB

OT1nu4HO 90-100% npaBUIBHBIX OTBETOB
OueHb X0po1IO0 70-89% npaBUIbHBIX OTBETOB

Xopoo 60-69 % npaBUIIBHBIX OTBETOB

Y 10BIETBOPUTENBHO 50-60% npaBUIBHBIX OTBETOB

HeynosnerBoputensno | 40-50 % npaBUIbHBIX OTBETOB

ITnoxo Menee 40 % npaBUIBHBIX OTBETOB

IIpuMepsI TeCTOBBIX 3a1aHU

1. Ilognucanue ABIsAETCA:

a)
b)
C)
d)
e)

Crioco6om coriacoBaHus JOKYMEHTa

Crioco00M BBIpaKEHHSI OTBETCTBEHHOCTH 3a COJIEPKAHUE JOKYMEHTA
Crioco0oM yTBEPKICHHS TOKYMEHTA

Crioco60M 03HAKOMIICHHS C COJIEPKAHUEM JOKYMEHTA
EMHCTBEHHBIM CIIOCOOOM YIOCTOBEPEHUS JOKYMEHTA

2. 3aroyioBOK K TEKCTY MPOTOKOJIA JOHKEH (DOPMYIUPOBATHCS B

a)

BUHHTEILHOM I1aJieke (KOro, 4ro?)



b) narenbHOM manexe (Komy, uemy?)

C) MpensiokKHOM Majexe (0 yem?)

d) poauTenrHOM maaexe (Koro, 4ero?)

3. PexBusut «Buza» ucnonb3yercs

a) Ilpu BHyTpeHHEM COrIacOBaHUU JOKYMEHTA

b) Ilpu cormacoBaHuM JOKyMEHTa C BHEIIHEH OpraHu3anuen

c) Jlns puHAHCOBBIX U 0CO00 OTBETCTBEHHBIX JOKYMEHTOB

d) Bo Bcex cinydasx

4. Yka3zaHus 1o UCTIOJTHEHUIO TOKYMEHTA COJIEPKaTCsl B PEKBU3UTE

a) TEKCT JOKYMEHTa

b) rpud yrBepxaeHus

C) 3aroJIOBOK K TEKCTY

d) HH B KaKOM

5. CornacoBaHue ObIBaeT:

a) BHyTpeHHUM U BHELIHUM

b) IloaHBIM U KpaTKUM

¢) Cr0XHBIM U IPOCTHIM

d) C pykoBomguTeneM yUpeXACHUS U C PYKOBOJIUTEIIEM MOAPA3ACICHUS

e) C BBILIECTOSIIMMH PYKOBOJUTEISIMU UM OPraHU3alUsIMU

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. PekBu3uThl «2OM0OsIeMa peanpusTusi» 1 «HaumMeHoBaHue MPEANPUATHS» PACTIONATAIOTCS

a) B BepxHeill yacTu JMCTa — ClIeBa B YIJIy WK B LICHTPE

b) B BepxHeli yactu nucra

¢) B ueHTtpe BepxHero nosis

d) B npaBom BepxHeM yriry

e) Hpyr nmox npyrom

8. B npunoxxeHnu Kk pacnopsauTeaIbHOMY JOKYMEHTY Ha IIEPBOM €ro JIUCTE B IPABOM BEPXHEM YTIIIy
MUIIYT:

a) «[Ipunoxenue»

b) «[Ipunoxenue» c ykazaHueM HaMMEHOBaHUS PaCOPATUTEILHOTO TOKYMEHTa

c) «lIpunoxxeHue» ¢ ykazaHue€M HAaMMEHOBAHUSI PACTIOPSAUTEIBHOTO IOKYMEHTA, €ro AaThl U
PETUCTPALIMIOHHOTO HOMEpa

9. Kparkoe u37105K€HHUE CMBICIIA IOKYMEHTA COJICPKUTCS B PEKBUZUTE

a) Ppe30JIIoIHUs

b) TeKCT TOoKyMeHTa

C) OTMETKa O KOHTPOJE

d) 3aroioBOK K TEKCTY

10. Iloamuce oTaeaseTcst OT TEKCTA

a) Hurtepanom

b) 2 uHTEpBaNaMH

c) 3 uHTEepBaIaAMHU

11. TleyaTh Ha TOKYMEHTE MIPOCTABISAETCS Ha

a) TOJAMKCH U IOJKHOCTU MOJANKUCABIIETO

b) pexsusure «Y TBEPXKJIAIO»

C) KOMNMIX JOKYMEHTa

d) pexBusute «/lata»
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€) JMYHOW MOAMKUCH JIOJKHOCTHOTO JIMIA

12. AnpecaTtoB B OJJHOM JOKYMEHTE MOXET OBITh

a) TOJBLKO OJUH

b) He Goinee Tpex

c) He Ooiee ueThIpex

d) CcKOJIBKO HEOOXOAMMO

13. [IpaBunbpHas qonycTuMasi HyMepauus pas3iesioB, 0Ipa3/iesoB, IyHKTOB U MOMYHKTOB
JOKYMEHTa

a) L 1II, III

b) 1,2,3

c) a,0,B

14. OT™MeTKy 00 HCTIOJTHUTENIE JOKYMEHTA NMPAaBUJIBHO PACTIONOXHUTH B

a) JIeBOM HIKHEM YTITY JIMIIEBOW WJIM 0OOPOTHOM CTOPOHBI IEPBOTO JINCTA JOKYMEHTA

b) mpaBoM HMKHEM YTy JUIIEBON UM 0OOPOTHOM CTOPOHBI MOCIIEIHETO JINCTA JOKYMEHTA

C) JIEBOM HIKHEM YTITY JIMIIEBOW WJIM 00OPOTHOM CTOPOHBI MOCIIEIHETO JINCTa JOKYMEHTA

15. YcnoBHOe 0003HAaYCHUE TOKYMEHTA, TPUCBANBACMOE MY ITPH PETUCTPAIUH, HA3bIBACTCS

a) PerucrpaiinoHHbI UHIIEKC

b) IlopsakoBelii HOMEp

¢) YYeTHBIN UHICKC

d) PerucrpanuoHHbI HOMEP

16. PexBusuta “Ha3zBanue Buja JOKyMEeHTa HET

a) Bo BHyTpeHHHX TOKYMEHTax

b) Bo BHEmHUX TOKyMEHTaxX

¢) B mucemax, dakcax, Tenerpammax

d) B HEKOTOpPBIX TOKyMEHTax

17. AnpecHbie TaHHBIE NPEANPUATHS YKa3bIBAIOT

a) B mo0bIx

b) Bo BHemHux

c) B mucemax, daxcax, Tererpammax

d) I'me 3T0 HEOOXOIUMO

18. OcHoBaHue U3AaHUS PUKA3a B CBSI3U C peopraHu3alyeil CTpyKTyphl yIpaBiIeHus B pupMme
COJIEPKUTCS B

a) 3arojiIoBKe

b) KOHCTaTHPYIOIIEH YacTH TEKCTa MPUKa3a

¢) mno3uiuM Tekcra «OCHOBaHUC

d) npuiaraembIx JOKyYMEHTax

€) pachopsauTEIbHON YaCcTH TEKCTa MpUKa3a

19. Bel cunTaere, 4To AJ14 yIy4dllIEeHUs JEIONPOU3BOJICTBA Ha Baliem npeanpusTuu Hy>KHO
3aKyIUTh U YCTAHOBUTH JIOTIOJTHUTEIHLHOE MTPOrpaMMHOe oOecrieueHue. CBOM MPEATOKEHUS IS
pykoBojcTBa pupmbl Bel MoXeTe 000CHOBATH B

a) MHChbME

b) pemennn

C) aKkTe

d) cnpaBke

€) JOKIIaJHOH 3aIllCKe

20. ITo conmepskaHuio TPUKA3bl OBIBAIOT:

a) Ilpoctbie u ciioxKHBIE

b) Ilo OCHOBHOI JIEATETLHOCTH U IO JUYHOMY COCTaBY

c) BnyrpenHue u BHemIHUE

d) IlosmHble 1 KpaTKHe
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e)

C yriaoBbIM M MPOJIOJIBHBIM PACOIOKEHUEM PEKBU3UTOB
XapakrTepucTuka oneHo4Horo cpeacrsa OC-2 «KonrpoabHas padora»

OO0mme cBefeHNs 00 OLIEHOYHOM CpeCTBe

KonTponbHast paboTa mo3BoJseT OLEHUTh KOMILIEKC MOJTyYEeHHBIX B IIpOIecce 00yUEeHHsI HABBIKOB.

IlapamMeTpbl OLIEHOYHOT'0 CPEeICTBA

Ounenka YpoBeHb NOATOTOBJICHHOCTH, XaPAKTEPHU3yeMblii OLICHKOI

HpeBOCXO,HHO 3aﬂaHI/Ie BBIIIOJIHEHO B IOJHOM 00bEME (BCC NOCTaBJICHHLBIC 3aJa4n peHICHI)I), OTBCT JIOTUYCH U

000CHOBaH, 00YUJAIOIIUHCSA OTBEYAET YETKO M MOCIIEA0BATEIHHO, TIOKA3bIBACT ITyOOKOE 3HAHUE
OCHOBHOT'O ¥ JOIOJHHUTEIBHOTO MaTepraia

OTaUYHO 3a7aHie BBIMIOJHEHO B ITOJIHOM 00BbeMe (BCC ITOCTaBJICHHBIC 3aJa9N1 peI.HCHBI), OTBCT JIOTHYCH U

000CHOBaH, 00YUJaIOIIUHCS OTBEYAET YETKO M MTOCIIE0BATEIHHO, TTOKA3bIBACT IIYOOKOE 3HAHUE
OCHOBHOI'O Marepuaa

OueHb XOopo1o 3a7aHKe BBIMIOJHEHO B ITOJIHOM 00beMe (BCC ITOCTaBJICHHBIC 3aJa9N peH.ICHBI), OTBCT JIOTHYCH U

000CHOBaH, 00YUJAIOIIUHCS OTBEYAET YETKO M MTOCIIE0BATEIHLHO, TOKA3bIBACT IIYOOKOE 3HAHUE
MaTepuala, JOMYIICHO He OoJiee 2 HETOYHOCTEH HEMPUHIMITHAILHOTO XapaKTepa

XOpOHIO 3aﬂaHI/Ie BBIMIOJIHEHO B IIOJHOM 00bEMeE (BCC NOCTaBJICHHLBIC 3aJa4n peHICHI)I), OTBCT JIOTUYCH U

06OCHOBaH, JA0NYHICHBI HCTOYHOCTH HEIPUHIUITAMAIBHOT'O XapaKTepa, HO 06y‘1310HIP[I7[C5[
IMOKa3bIBACT CUCTCMY 3HAHMUH 110 TEME CBOMMH OTBETAMH Ha MOCTaBIICHHBIC BOIPOCHI

Y n1oBIEeTBOPUTEIHHO 3aaHKe BBITOIHCHO HE B TIOJIHOM 00beMe (peieHo Ooiniee 50% MOCTaBICHHBIX 3aa4), HO

06y‘1310H1HfICH JAOIMyCKaeT OHII/I6KI/I, HapyuieHa nocjie10BaTCJIbHOCTb OTBCTA, HO B LIEJIOM
PACKPBIBACT COACPIKAHUC OCHOBHOT'O MaTcpuaia

HeynosnerBopurenbHo | 3ajaHue BHIOIHEHO HE B MOJHOM o0beMe (perreHo MeHee S0% MmocTaBICHHBIX 3a/1a4),

00y4JaroIInics aeT HEBEPHYIO HH(OPMAIIHIO ITPU OTBETE Ha IMOCTABJICHHBIC 3a/1a49H, TOTYCKaeT
rpyOble OMUOKY MPH TOJKOBAHUHU MaTepHalIa, JEMOHCTPUPYET HE3HAHUE OCHOBHBIX TEPMUHOB U
MTOHSTHH.

[Tnoxo 3amaHne He BHIIOJHEHO, 00YJaroNIHiics JEMOHCTPHUPYET MOJIHOE HE3HAHNE MaTepraa

AW

Bomnpocek! 111 KOHTPOJIBLHOM 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.
7.
8.
9.

10.

11

17

[TonsaTHe U BUABI JOKYMEHTOB.

YHudukanus u CTaHIapTU3ANMs JOKYMEHTOB. Y HU(DUIIMPOBAHHBIC CHCTEMBI IOKYMEHTAIIHH.
CrpykTypa U cofep>KaHue TOKYMEHTA.

CocraB 1 OCHOBHBIE TpeOOBaHUS K 0O(DOPMIICHHIO PEKBU3UTOB JOKYMEHTA.
Opranu3aloOHHO-PACIOPSIAUTENIbHBIEC JOKYMEHTBI: TOHSATHE, COCTAB, IOpUANYECKAs CHIIA.

. XapakTepucTtuka (heaepaabHOro 3aKoHa Kak JOKYMEHTa, €ro CTPYKTypa U PEKBU3UTHI.
12.
13.
14.
15.
16.

OcHoBHBIE TpeOOBaHM K 0(OPMIICHUIO PACTIOPSIIUTENbHBIX JOKYMEHTOB.
[TonsTHe M Ha3HAYCHKME OPraHU3alMOHHBIX JOKYMEHTOB.
WHupopmanimoHHO-CIIpaBOYHbIE JOKYMEHTHI: OIpe/esieHIe, BUABI, (DYHKIIHH.
CrpykTrypa, conep:kaHue U BUIbI IPOTOKOJIOB.

[onsarue u knaccuukanus JOKYMEHTOB IO JTUYHOMY COCTaBY.

. YHudunupoBanHble pOpMbl IEPBUYHON YUETHOM TOKYMEHTALUU MO TPYY U €ro OIiaTe.
18.
19.
20.

OCOo0eHHOCTH JOKYMEHTUPOBAHMS TPYAOBBIX OTHOIICHUH.
JIOKyMEHTOOO0POT U JOKYMEHTOIOTOKH.
Perucrpanus u yuaer 1okyMeHTOB. CUCTEMBI 3JIEKTPOHHOTO JJOKYMEHTO000POTA.
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21. ®opmuposanue nen. Homenknarypa aein.

22. OcHOBHBIE TPeOOBaHUS K TTOATOTOBKE JCJ JUIs TIEpeladl Ha apXUBHOE XpaHCHHE.

23. Jlenonpou3BOACTBO 110 0OpaIIEHUsIM IPaX/IaH.

24. OCHOBBI TPABOBOI'0 PETYIUPOBAHHUS ACIONMPOU3BOACTBA B OpraHax UCIOJHUTEIbHON BIACTH.

25. IloHsaTre 1 0cCOOEHHOCTH CYIeOHOTO JEIONPOU3BOICTBA.

26. Peructparus, yuet u opopMieHuE A€l B paiOHHOM CY/IE.

27. IloHsaTtre U BUABI HHPOPMAIUN OTPAaHUICHHOTO JOCTYIIA.

28. Opranm3anus padoThl C JOKYMEHTAMH, COACPKAIIMMHU CBEICHHSI, OTHECEHHBIE K
roCyZapCTBEHHOM TaiiHe.

29. 3amuTa TOKyMEHTOB, COAEPKAIIMX MEPCOHAIBHBIE TaHHBIE, KOMMEPUYECKYIO TailHy.

30. HokyMeHTHI "1st c1yKeOHOTo MOJIb30BaHUA" U UX 000pOT.

KounTtpoJabHble 3a1anus no teme 3.

3ananue 1. Paspadorarh YrjioBoid M TPOAOJbHBIIH OJaHK mNpuKa3a sl KOHKPETHOI
OpPraHM3alNu:

BapuanTel 3a1anuit

1. BAKPBITOE AKIIMOHEPHOE OBIIECTBO «PEAJI» (3AO «PEAJI»)

440011 r. ITen3sa, yn. JlepmonToBa, 56/7

OKIIO 32165566, OI'PH 4312311122448, UHH/KIIII 3245613750/324561375

Hupexrop .. [debenen

CrtpyKTypHBIE IOJIpa3AcIEHU:

byxrantepus, ri. 6yxrantep O.J]. IBanoBa

Otnen mapkeTuHra, HayainbHUK otAena O.A. CanoBa

DOKOHOMHYECKUM oTaen, HavanbHUK oTaena O.11. Kpynb

2. OBILIECTBO C OTPAHMYEHHOM OTBETCTBEHHOCTBIO «Apcenan»

421100 r. YapsiHOBCK, yia. Mupa,11

OKIIO 12343254, OI'PH 1233431231231, UHH/KIIII 4321767540/432176754

Hupekrop JIJI. llkaeB

CrpyKTypHBIE IOJIpa3AcIEHU:

byxrantepus, ri. 6yxrantep M.U. JluBenn

Otnen MapkeTHUHTa

[TIpou3BOACTBEHHBIN OTAEI

3. OTKPBITOE AKIIMOHEPHOE OBIIECTBO «AJIAH+»

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

OKIIO 21443612, OI'PH 5453216523412, UHH/KIIIT 8756425430/875642543

Hupexktop JI.U. 301

CrpyKTypHBIE IOJIpa3AeIEHU:

byxrantepus, ri. 6yxrantep A.P. Bebep

Kommepueckuii otnen, HauansHuk otaena FO.Jl. BHeB

Xo3siicTBeHHBIN 0TAeN, HadalbHUK oTaena JI.J[. Cemuna

4. 3AKPBITOE AKIITMOHEPHOE OBIIECTBO «EBpoceTs»

234255, r. Kazanb, np. Bo3poxaenus, 2

OKIIO 14325432, OI'PH 1432543624351, UHH/KIIII 1213624160/121362416

Hupektop B.E. Enuna

CrtpyKTypHBIE IOJIpa3AeIEHU:

byxranrtepus, ri. 6yxranrep P.P. Penun

Otnen mapkeTuHra, HauyaiabHUK otaena JI.M. Ilerpos

Toprossiii oTaen, HavanbHUK oTAena P.C. AnekceeBa

5.TOCYAAPCTBEHHO YHUTAPHOE IMPEAITPUATUE «<ATPOCEPBUC» (I'VIL

«AT'POCEPBUC»)
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443310, r. [1ensa, yn. TepHoBckas, 43
OKIIO 56341853, OI'PH 8167452856118, MHH/KIIII 6147491650/614749165
Hupekrop 10.B. Kanyctun
CTpyKTypHBIE OJIpa3ACICHUS:
IImanoBemii oraen, HadanbHuK oTaena K.E. Koctun
Toprosslii oTa€ET, HAaYaIBHUK OoTAena B.®. ®enun
6. OBILIECTBO C OIr'PAHUYEHHOW OTBETCTBEHHOCTBIO «®OTOH>»
413122, r. Capanck, ya. Y napHas, 55/9
OKIIO 22441165, OI'PH 1234543212312, UHH/KIIII 2121341320/212134132
Hupektop I'.I'. HemkoB
CrtpyKTypHBIE IOJIpa3AcIEHU:
byxrantepus, ri. 6yxrantep C.C. Busrynos
IImaHoBEIN OoTHEN, HAYAILHUK oTAcna B.P. Promun
[IpousBoACTBEHHBIN 0THEN, HAaYaIbHUK oTAena JI.O. OukuH
7. OTKPBITOE AKIITMOHEPHOE OBIIECTBO «CTAPT»
221133, r. Caparos, ya. b.Haropnas, 44
OKIIO 32143523, OI'PH 5432123454351, MHH/KIIII 5476841580/547684158
Hupexktop C.1O. FOpun
CrpyKTypHBIE IOJIpa3AcICHU:
II;maHoBEIN OTAEN, HAYaJILHUK oTAcia A.A. AHHUKOB
Otnen mapketunra, HayanbHuk otAena [LI1. [Terpos
Toprossiii oTaen, HavanbHUK oTAena K. A. [1y3pipbKoB
8. MYHUIIUTIAJIBHOE YHUTAPHOE ITPEJIIPUSTUE «3EJIEHCTPOW» M1l
«3EJIEHCTPOM»)
412211, r. [len3a, yn. 3enenas, 1
OKIIO 57382547, OI'PH 76853265241653, MHH/KIIII 3311442670/331144267
Hupexrop B.JI. [llabanos
CTpyKTypHBIE OJIpa3ACICHUS:
Byxranrtepus, Hadansauk Oyxrantepun H.E. Hlnsnkun
[InanoBbIid oTaEN, HAaYanbHUK oTAena O.A. Mopo3oBa
X03sTMCTBEHHBIH OTAe), HauaabHUK otAeia [1.J1. Kosznos
9. BAKPLITOE AKIHIMOHEPHOE OBIIECTBO «MOJNUC-CEPBUC»
332561, r. Mockaa, yi. TBepckas, 33
OKIIO 87967573, OI'PH 5567451879352, MHH/KIIII 1234565430/123456543
CrpyKTypHBIE IOJIpa3AeIEHU:
[Ipou3BOACTBEHHBIN OTHIEN, HAaYaIbHUK oTAena P.M. Poros
XO03giCTBEHHBIN OTAe), HadaJbHUK oTAeiia B.B. Bacunnes
Otnen MmapkeTuHra, HadaiabHUK oTaena J1.J[. MarBeeBa
10. OBILLHECTBO C OI'PAHMYEHHOM OTBETCTBEHHOCTBIO «IMITYJIBC»
514233, r. TBeps, ya. Mupa,76
OKIIO 56465747, OI'PH 2341326527124, MHH/KIIII 6543765870/654376587
CTpyKTypHBIE MOJIpa3ACICHUS:
Byxranrtepusi, HadanbHUK Oyxrantepun B.B. ®omun
[InanoBbIit OTaET, HAaYaIBHUK oTAena JI.C. MuryHos
Otnen mapkeTuHra, HayainbHuK otaena P.II. Myxuna
KonTposbhbie 3ananust no teme 4.
JIOKYMEHTUPOBAHUE JICATEIbHOCTH KONJIETHAIbHEIX OPraHOB
Jnst cBOero BapuaHTa MOATOTOBUThH COBEILIAHUE, JI 3TOTO:
1. cocTaBUTH MOBECTKY JIHS;
2. ONpeNeNuTh KPYT YYaCTHUKOB U BPEMS COBEIIIAHUS;
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3. COCTaBUTh MOJIHBIM U KPAaTKUI IPOTOKOJ BAILIEIO COBEIIAHUS.

Bapuanr 1.

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

440044 r. Mocksa. yi. Moiika, 56

OKTIO 8273632, OI'PH 837465018, MTHH/KIIII 27849040/08655323

Hupektop JI.JI. iBanunH

Byxranrep P.O. ConoBbeBa

Oxonomuct H.H. Bagnna

[Ipencenarens npodxoma E.JI. JlroOuna

[TonAroToBUTH MPOTOKOJI COOpaHusi TPYJOBOTO KOJJIEKTHBA O MPOBEACHHE CYOOOTHHKA, KOTOpPOE
cocroutes 23 anpens 2005 r.

Bapuanr 2.

OBILLIECTBO C OTPAHUYEHHOM OTBETCTBEHHOCThBIO «APCEHAJI»

736453 1. YaesaoBck 1076, yin. Mupa,21

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

Hupektop P.A. Pennna

byxranrep ILI1. I1Inaes

Hauanbauk otaena mapketunra B.JO. 3Hoi

I'maBub1ii 3xoHOMUCT T.U. BaeBa

[Ipencenarens mpodxroma B.J1. Kpyrios

[TonroToBuTh 3acegaHue cOBETa TUPEKTOPOB 00 ydacTue B MEXIyHapoaHOH BbicTaBke «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

Bapuanr 4.

OBILECTBO C OTPAHUYEHHOM OTBETCTBEHHOCTBIO «3APSI»

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

OKTIO 432153, OI'PH 4313435, MHH/KIIII 764457/642321

Hupexrop O.0. Cunopon

['maBubiii Oyxranrep JI.J[. KpacHos

IOpuctkoncynsT O.1. Byrpos

[Ipencenarens nmpodxroma b.b. ITerpos

[MonroroBuTe MPOTOKOJ cOOpaHUs 00 00pa3zoBaHMU (YHKIMOHAIBHOTO MOJpA3JesICHUs OTAea
nH(popMaTH3aIIH.

Bapmuanrt 5.

OTKPBITOE AKITMOHEPHOE OBIIECTBO «POCTXJIEBKOMBUHAT»

123543, r. PoctoB-Ha-/lony, yn. ®pyHse,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
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roja.

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

Bapmuanr 6.

OTKPLITOE AKITMOHEPHOE OBIIECTBO «CTAPT»

223346, r. CapaHnck, yi. Jlenuna, 76

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

Hupexrop Y.®. Musrynosa

Havannank mianosoro oraena H.E. Ouxkun

Hauansnuk npoussoncreennoro oraena ILII. I1aBiosa

[Ipencenarens mpodroma B.J1. Jlemun

[TonroToBUTH MPOTOKOJ 3aceiaHusl Ha KOTOPOM 00cykaaercss paboTa otaena nHpOpMaTU3ALUHU 10

00eCIeueHnI0 NeITeIbHOCTH OpraHU3aIliH.

Bapuanr 7.
MVYHUILIUITAJIBHOE 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 xo3sgiictBeHnoro otaena M.C. Mumun

Havannank mianosoro oraena T.M. JIMHLKOB

[Ipencenarens mpodroma JI.O. Koznosa

[ToArOTOBUTH MPOTOKOJ COOpaHMsI O 3aKIIOYCHUU JOTOBOPOB O XO3SHUCTBEHHOW EATEILHOCTH

OpraHu3aLuu.

Bapuanr 8.

MYHULUITIAJIBHOE YHUTAPHOE ITPEAIIPUATUE «<KAPAT» (MVYII «KKAPAT»)

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

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

Hupektop I1.}O. Anekcees

Hauvanbeauk mianosoro oraena IL.I. T'opun

Hauanbauk xo3stiictBeHHOrO oTAena A.M. Mapunun

[Ipencenatrens npodroma 1.0. O3epos

[ToaroToBuTh MpOTOKOJ cOoOpaHusi o BeiBIkeHHE B.1O. [lmeHnuHol Ha MPUCBOEHUE MOYETHOTO

3BaHUs «3acayXKeHHbIH paboTHUK PD»

Bapuanr 9.
IoCYJAPCTBEHHO YHUTAPHOE I[MPEAITPUATUE «AI'POCEPBUC» TVyII1

«AT'POCEPBHUC»)

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

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

Hupexrop IL.P. lllnanos

I'naBHEBIN s5xk0oHOMHUCT A.J]. [lemuna

Hauvaneauk miianosoro otaena M.I'. Po3zosa

[Ipencenarens nmpodxroma B.C. CemoB

[ToaroToBUTH MPOTOKOJ COOpaHHst O MPEeMUPOBAHUH paboTHHUKOB 3a 2005 ro.
Bapuant 10.

IrOCYAAPCTBEHHO YHUTAPHOE ITPEAITPUATUE «BOCTOK» (I'YIT «BOCTOK»)
128790, r. [1lepmb, yin. MockoBckas,66

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

Hupektop I1.I1. Hukonenko

I'naBnsiif sxonomuct b. K. Kamesa

['maBubiii Oyxranrep A.Jl. JonoToB
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[Ipencenarens npodhxoma M.C. UeboTaps

[ToAroToBUTH MPOTOKOJI COOpaHUS O JAOIMOJHUTEIHHOM BBIJEIIEHUU KOMITBIOTEPOB AJIs IJIAHOBOTO
oTIena.

KounTpomnbHbie 3aganus no teme 6.

JIOKYMEHTUPOBAHHE B CUCTEME TPYJIOBBIX OTHOIICHUN

1 BapuaHT

CocraBbTe JOKIAAHYIO 3anucky Oyxrantepa Tumommuoit W. Il. rmaBHOMY Oyxrantepy (UpMBI
«Py6un» babuueBy ILII. ot 15.09.1998 o npoussenennoit TumommHoi WM. I1. mpoBepke BBINMOIHEHUS
npukaza gupekropa ¢upmel ot 12.01.2000 Ne 92 «O cocrossHMM OyXrajaTepckoro y4yera Ha
CTpOUTENbCTBE 0a3bl OTAbIXa B paiioHe OOckoro mMopsi». B mpukaze ObuiM yKa3aHbl KOHKPETHBIE CPOKH
JTUKBHUJIAIIUU HEIOCTATKOB, OOHapyxeHHBIX B siHBape 2000 r. B moxmamHO# 3amuicke JOKHO OBITH
OTMEYEHO BBIMOJHEHHE BCEX IYHKTOB IMIpHKa3a, 3a UCKIIOYEHHEM IyHKTOB 00 OpraHu3ainuu
PaBHOMEPHON €XeTHEBHOH caun pabounMu HapsAaoB Oyxrantepy. BousiBieno, uro 25 ¢espans 1998 r.
ObLI0 caaHo ToJbKO 35,2% Bcex HapsaaoB. OcranbHble Hapsaasl caanbl 1 mapta. [lo rpaduky cpok cmaun
MIOCJIEAHUX HapsIIOB 3a MPOLUIbII Mecsl YCTAaHOBJIEH MEPBOIO YMCia Cleayromero Mecsaua. OcraabHble
JaHHBIE YKAKUTE CAaMOCTOSITENIBHO.

Bapuanrt 2

CocTaBpTe JOKJIATHYIO 3alUCKy TJABHOTO OyXrajaTepa IUPEKTOpy 00 wuTorax paboThl IO
HEHTpAJIN3alUN pacuyeToB ¢ pabounmu u ciayxamumu B BL] 3aBoma. LleHTpanu3auus pacyeToB nana
BO3MO>XHOCTh IIEPEBECTHU HA APYTYIO pabOoTy MATh OyXraiTepoB 1IE€XOB, YMEHBIINTh OIMIMOKH B pacuyeTax C
pabouuMHM M CIyXallUMH, YCHJIUTh KOHTPOJb 3a pacxojoBaHueM (OHIOB 3apaboTHOM IuiaTel. B
3aKII0YeHHe HEO0OXOJMMO TIOCTaBUTh BOMPOC O NPEMHUPOBAHMHM paOOTHHKOB Oyxrantepuu u BII,
o0ecreynBaOIUX MEPEeXo ] Ha LEHTPAIM30BaHHBIN pacueT 3apaboTHOH 1uiatel mo 3aBoay. OcrajabHBIE
JaHHBIE YKAKUTE CAaMOCTOSITENIBHO.

Bapuant 3

[ToAroToBUTH AOKIAAHYIO 3alMCKy OT UMEHU HavyaJbHUKA YIPaBICHUS KaApOB aJMUHHUCTPAIINH T.
Tiomenn IlerpoBa CH. Ha uMs pyKOBOAMTENS ammapara MpaBUTENbCTBA TIOMEHCKOW 001acTu
I1.B.Copokuna. B mokmagHoW U3I0KUTH CBeJeHUsT 00 00pa30BaHUU M BO3PACTHOM COCTaBE paOOTHUKOB
anMuHUCTpanuu r. TromeHu (IMQpoBBIE JaHHBIE MPUAYMATh CAMHUM M HOJTOTOBUTH B BHUJIE TAOJMIIBI).
[Togymats Ham odopmIIeHHEM BHEITHEH JTOKIJIATHOM 3aIMCKH.

3aganue 4

CocraBuTh TPyAOBOW AOTOBOp MexAy (u3myeckum JuiioM U 3A0 «Anmas» 1Mo MoOBOAY IpHemMa
3TOTO JIMIa Ha paboTy Ha JOJHKHOCTH 3aBEIYIOLIEr0 apXWBOM B apxuB npennpustus mo Il paspsny.
JloroBop SBIJISIETCSI IOTOBOPOM IO OCHOBHOM paboTe W 3aKII0YAeTCs Ha ONpeaesieHHbINH cpok. Hawamo
pabotsl — 20 utomnst 2006 r. C AByXHEIETbHBIM HCIIBITATEIIbHBIM CPOKOM.

3aganue 5

CocTaBUTh TOKYMEHT, HA OCHOBAHUU KOTOPOTO (PU3UYECKOE JIULO OYyAeT MPUHATO Ha paboTy Ha
bupmy «OproH» B IOPUIUICCKUN OTACN Ha JOJDKHOCTH fopucTta ¢ okjagoM B 2000 py0. Ha oCHOBaHUU
Tpynosoro gorosopa ot 14.05.06.

3amganue 6

CocrtaBbTe pe3toMe s MOCTYIUICHUS Ha padoTy.

Samanue 7

CocraBbTe aBToOMOrpaduio.

KonTposbHbie 3a1aHus 1O TEME 8.
Howmenknarypa nen. @opmupoBanue gesn. OCHOBBI apXHUBHOTO Jiena
3amanue 1
CocraBbTe HOMEHKIATYPY MPEANPUITHS, TJI€ UMEIOTCS YEThIPE OTAENA.
3amanue 2
CocTaBuTh aKT Ha OJaHKE C YTJIOBBIM PAcIoiIOKeHUEeM peKBU3UTOB. AKT. Jlata. Munekc. Mocksa. O
BCKPBITUU NMOCBUTKH. Y TBepxkaato Pexrop MHcTuTyTa coBpemennoro auzaitna [lerpos M.M. [lara.
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OcHoBanue: npuka3 pexropa uHcrutyra Ne 26 or 11.03.03. CocraBieH KoMHcCHEH B COCTaBe:
npeacenaresnb KoMuccud — HadaulbHUK KaHuensipun O.K. Ky3pmuH; UneHbl KOMHCCHM — 3aB.
skcnenuimeit O.C. Kontopkuna, ct. nacnekrop 1.K. [1aBnoBa. B agpec nunctutyra npudbiia mocsuika Ne
101. mpu BCKpBITUM OOHAPYKEHO OTCYTCTBHE KOMIUIEKTyromux K ammapary TP — 452. Komuccus
MpHIIJIa K BBIBOJAY: MOTPEOOBATh JOCHUIKM HeMOCTalomux netaneil. OcTanbHble PEKBH3UTHI 0POPMHUTE
CaMOCTOSITENIbHO.

3ananue 3

OdopmMuTh aKT TPOBEPKH TEXHUYECKOTO COCTOSIHHS oduca B cOOTBETCTBUH ¢ TpeboBaHusamu ['OCT
P 6.30-2003

3amanue 4

OdopMUTh TPOTOKON 3aceNaHusi YUpPEAUTETCH OpraHu3ald B COOTBETCTBHH C TPeOOBAHHSIMH
I'paxxnanckoro xkonekca Poccuiickoit @eaepanmu u 'OCT P 6.30-2003.

XapakTtepucTuka oueHouHoro cpeacresa OC-3 «/loxknan»

O601mme cBeeHUs 00 OLIEHOYHOM CpeIcTBe

Jloknan — 3To camocTosATeNbHas paboTa CTyIEHTa MM TPYIIBI CTYIEHTOB, KOTOpas MOCBSIIEHA
0osee riyOOKOMY M3Y4YEHHIO TE€X BOIPOCOB TEMbl, KOTOPbIE HE BOILIM B MEPEYCHb BOIMPOCOB IS
IIOATOTOBKH K 3aHATHIO. Hwuxe MPUBOJUTCA HpI/IMepHBII\/'I NEepCUCHb TCM JJI1 OOKJIAOO0B. CTy,Z[GHT MOKET
caM BbIOpATh JI00YI0 TEMY U MOJATOTOBUTH J0KJIA/1, BKIIIOUasi BOMPOCH K CEMUHAPY.

Lenbi0 MOATOTOBKM JOKJIAIO0B SBISETCS (POPMHPOBAHME HABBIKOB CAMOCTOATENBHON palOTHI.
CryaeHT wiu Tpynmna CTyaeHTOB (OT 2 W 0ojee) WM3ydyaroT JOMOJHUTEIBHYIO JIUTEPATypy, HaXOASAT
CTaTbH, KHUT'U, MaTCPUAJIbL KOH(prGHI_II/Iﬁ u T.4., 3aTEM OG’bGI[I/IHHIOT MOJIYYCHHBIC CBCACHUS B NOKJIA/
00BeMoM 0T 2 110 5 nuctoB. O0A3aTeNbHBIM YCIIOBUEM SIBJSICTCS BHICTYIIJICHUE C JOKJIAIOM Ha 3aHATHUSX,
C TMOCJEIYIOIINM 00CYKICHUEM.

Joxnan pomkeH ObITh oopMiIeH onpeneaEHHbIM 00pa3oM: TUTYJIbHBIN JUCT, TeKcT Times New
Roman, mpudt 12, uarepsan 1,5.

IMapamMeTpbl O1I€eHOYHOT0 CPEACTBA

Onenka YpoBeHb NOAT0TOBJICHHOCTH, XAPAKTEPHU3yeMblii OLICHKOI

HpeBOCXO,HHO 3aﬂaHI/Ie BBIIIOJIHEHO B IIOJHOM 00bEMe (BCC NOCTaBJICHHLBIC 3aJa4n peHICHI)I), OTBCT JIOTUYCH U
060CHOBaH, 06yqa}on11/117lcs{ OTBCYACT YCTKO U MOCJICAOBATCIIBHO, IIOKA3bIBACT FJ'Iy60K06 3HaHUC
OCHOBHOT'O U JTOTTOJIHUTCJIbHOT'O MaTCpuraia

OTIHYHO 3aﬂaHI/Ie BBIMIOJIHEHO B IOJHOM 00bEMe (BCC NOCTaBJICHHLBIC 3aJa4n peHICHI)I), OTBCT JIOTUYCH U
060CHOBaH, 06yqa}on11/117lcs{ OTBCYACT YCTKO U IIOCJICAOBATCIIbHO, IIOKAa3bIBACT FJ'Iy60K06 3HaHUC
OCHOBHOTI'O MaTc¢puaia

OueHb X0poIIo 3amaHne BBITOJHCHO B IMOJHOM 00beMe (BCE IOCTABICHHBIC 3a1a4l PEIICHBI), OTBET JIOTHYCH U
000CHOBaH, 00YUJaIOIIUHCSA OTBEUAET YETKO M MTOCIIE0BATEIHHO, TOKA3bIBACT IIYOOKOE 3HAHUE
MaTepHuaia, JOMYIICHO He 0oJiee 2 HETOYHOCTEH HEIPUHIMITHAILHOTO XapaKTepa

Xopormo 3amaHne BBITOIHEHO B ITOJTHOM 00beMe (Bce IOCTABICHHBIC 3a/1a9l PEIICHBI), OTBET JIOTHYCH U
000CHOBaH, TOMYIIEHE HETOYHOCTH HEMTPUHIINIHAIHHOTO XapaKTepa, HO 00yJIatonTiics
MIOKA3BIBACT CHCTEMY 3HAHUH 110 TeME CBOMMH OTBETAMH Ha ITOCTABJICHHBIE BOTIPOCHI

Y 10BIETBOPUTETHHO 3amaHue BBHIMOJIHEHO HE B IMOJTHOM o0beMe (pemreHo 6osiee S0% mocTaBiIeHHBIX 3a/1a4), HO
00yJarOIIUICS TOMyCKAaeT OMIMOKH, HAPYIIEeHA ITOCIEA0BATEILHOCTh OTBETA, HO B LIEJIOM
PAaCKpBIBACT COJICPIKAHUEC OCHOBHOTO MaTepuasia

HeynosnerBoputenbHo | 3ajaHue BHIOIHEHO HE B MOJHOM o0beMe (perreHo MeHee S0% MmocTaBICHHBIX 3a/1a4),
00yJaroIuiics [acT HeBEPHYIO HHPOPMAIIKIO IIPU OTBETE HA MOCTABJICHHBIC 3a7a4H, JOMYCKAeT
rpyObie OMIMOKK NPU TOJIKOBAHUH MaTepualia, JEMOHCTPHPYET HE3HAHUE OCHOBHBIX TEPMUHOB U
MOHSTHH.

IInoxo 3aﬂaHI/Ie HC BBIIIOJIHCHO, 06yqa}om141>'1c;1 JACMOHCTPUPYCT MOJTHOC HE3HAHUEC MaTCpUajia

HpI/IMepHBIe TEMBbI 1JId JOKJJIAA0B IO JUCIHUIIJINHE «I[e.J'IOHPOI/IZ}BO}lCTBO»
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1. IloaroroBka mpoeKTa rnprkasa o OCHOBHOM JesTeNbHOCTH. Buabl mprKa3oB.

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

3. PabGoTta B opranax rocyJapCTBEHHOH BJIACTH C OOpAIICHUsIMU TpaXKaaH.

4. Buger mucem. IluceMo-mipock0a; MUCHMO — HAalOMHHAHHE; COMPOBOIUTENIBHOE (IOTOBOPHOE)
MACHMO; TaPAHTUITHOE MUChMO; MPETEH3UOHHOE MMUCHMO; TUIIIIOMATHYECKOE MMUCHMO.

5. CriocoOsI nepenaun HHPOPMALIUU: 3JIEKTPOHHOE MUCHMO; (aKc; TejIerpaMmma U ApyrHe.

6. HopMaTuBHbIe U OpraHU3allMOHHBIE OCHOBBI AEIOMPON3BOICTBA.

7. JoKyMeHTO00O0pOT.

8. JloKkyMeHTBI 111 BHYTPEHHETO MOJIb30BAHUS.

9. IoKyMEHTHI JIJIsl BHELITHETO MOJIb30BaHMUSL.

10. CnyxeOnas pgoxymeHtanus. CoOIMyTCTBYIONME OOCTOSTENHCTBA: KOMMEpYECKas TaiHa,
TUTIUYHBIE OLTHOKH.

11. Meroauka ¢popMupoBaHus e, Iepeadyn X B apXUB, UCIOJIb30BAHUS ApXUBHBIX MaTepUasoB.

12. TunnuHbie OMUOKU B S3BIKE U CTHIIC JOKYMEHTOB.

13. MeTtoanka peqakTUpOBaHUS TEKCTOB JOKYMEHTOB.

6.5. MeTtonnueckue MaTepuabl, onpeae/somue npoueaypbl OLeHHUBAHUSA

C nenpio onpeneneHus: ypoBHs OBJIAJACHHUS KOMIETEHIMAMHY, 3aKPEIUIEHHBIMY 33 IUCLUIUIMHOM, B
3aJlaHHBIC IIPENOAABATEIEM CPOKM IPOBOJUTCS TEKYIUMHA M IPOMEKYTOYHBIM KOHTPOJb 3HAHWM,
YMEHUH M HABBIKOB Ka)10ro oOywaromierocs. Bce BHIBI TEKYIIEro KOHTPOJS OCYLIECTBISIOTCS Ha
3aHATHAX CEMUHAPCKOrO THIIA, NMPAKTUYECKUX 3aHATHAX. VICKIIIOUEHHE COCTaBISET YCTHBIM OIpOC,
KOTOPBIM MOKET NMPOBOJUTHCS B HAyaje MM KOHLE JIEKUMOHHOIO 3aHATHS B TeueHue 15-20 MuH. ¢
L[eNbI0 3aKPEIUICHNS 3HAHUH TEPMHUHOJIOTHH 110 TUCLUILIAHE.

[Iponienypa oreHMBaHUsI KOMIIETEHIMI 00y4YarOMUXCsi OCHOBaHA Ha CIEAYIOMIUX MPUHLIUIAX:

1. IlepuoagnYHOCTH MPOBEICHUS OIICHKH.

2. MHoOroctyneH4arocTb: OLE€HKa (Kak IpernojaBaTesieM, TaK M CTyJE€HTaMu TpyIIbl) U
CaMOOLIEHKa 00y4Jaroerocs, 00CyKaeHne pe3yJbTaTOB U KOMIUIEKC MEp MO YCTPAHEHUIO HEJOCTAaTKOB.

3. EnuHCTBO HCHOJB3yeMOW TEXHOJIOTMH IS BCeX OOYYalOIIMXCs, BBIIOJIHEHUE YCIOBUH
COIIOCTABUMOCTH PE3YyJIbTaTOB OLICHUBAHMSL.

4. CoOnroseHue MOCIEIOBATENBHOCTH TPOBEJICHHUS OLEHKU: IMPEIyCMOTPEHO, YTO pa3BUTHE
KOMITIETEHIIMM UJET IO BO3PACTaHUIO UX YPOBHEH CIOKHOCTH, & OLICHOYHBIE CPEICTBA HA KaXIOM JTalle
YUUTBHIBAIOT 3TO Bo3pacTraHue. Ha mepBom 3Tane M3ydyeHHs OUCLUIUIMHBI HJET HAKOIJICHUE 3HAHWH
o0yyJaroImuxcs, Ha NPOBEPKY KOTOPHIX HAINpPABJICHBI TAaKWE OLCHOYHBIE CPEACTBA KaK IOJIrOTOBKA
JOKJIaI0B, JAMCKYCCHM, YCTHBIM ONpPOC, KOJUIOKBUYM. 3aTeM IPOBOJMTCS KOHTpOJIbHAas palora,
MO3BOJISAIOIIAA OLEHUTh HE TOJIBKO 3HAHMS, HO M YMEHHUs CTYyACHTOB IO MX nIpuMeHeHuro. Ha
CIIEIYIOIEM 3Talle U3y4YEHUs AMCLUIUIMHBI €JaeTCd aKLEHT Ha KOMIIOHEHTaX «yMETb» U «BIAJETb»
IIOCPEACTBOM BBIIIOJIHEHHS THIIOBBIX 3aJaHUN C BO3PACTAlONIMM YPOBHEM CIIOKHOCTH. 3aTeM
IIPEyCMaTPUBAIOTCA YCTHBIE ONPOCHI C IMPAKTUKOOPHUEHTUPOBAHHBIMU BONpOcaMM M 3aiaHusMu. Ha
3aKJIIOYATEIBHOM IIPAKTUYECKOM 3aHATUU IIPOBOAUTCS TECTUPOBAHUE 110 IUCLHUIUIMHE.

OcHoBHOE TpeOOBaHNE K OPraHU3alMU CUCTEMBI OIICHUBAHUS U CTPYKTYPHI OLIEHOYHBIX CPE/ICTB B
OTHOLICHUM KOMIIETEHIIMH KakK IpeaMeTa KOHTPOJIA pe3ylbTaToB OOy4eHUss — 3TO TpeboBaHUE
U3MEPUMOCTH.

JIOCTOBEPHOCTH U CONOCTaBUMOCTh OLICHOK JOCTUraeTCs 3a CUET ydeTa CIeAyroIuX (pakTopos:

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

- (opMHUpOBaHME M pa3BUTHE KOMIIETEHLMI 4Yepe3 yCBOEHHE COJepKaHHsA 00pa3oBaTEIbHbBIX
nporpamMM, camMoi 00pa3oBaTeNbHOM Cpeloil By3a H  HCIOJIB3YeMBIMH —00pa3oBaTeIbHBIMHU
TEXHOJIOTUSIMU;

- HEOOXOAMMOCTh OLCHMBAHUS KOMIIETCHIMH B KBa3HUPEAIbHOW MAEATENbHOCTH TNPH YCIOBHUU
MaKCUMAaJIbHOTO IPUOJIMKEHUS K CUTyalluu Oyayllel NpaKkTHKY;
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- HCIIOJIb30BAaHME WHIUBUAYAIBbHBIX W TPYNIOBBIX OIEHOK, B3aMMOOLIEHKH (PELEH3UPOBaHUS
CTYIEHTaMH paboT APYT Apyra, B3aMMHOE ONIOHUPOBAHHUE CTYIACHTAMH IMPOEKTOB, UCCIEI0BATEILCKUX
paboT, SKCTIEpTHBIE OLICHKH I'PYIIIaMH U3 CTYIEHTOB, IpernoaaBareneii, pabotoaarene u p.);

- aHaJIM3 AOCTHKEHU 10 UTOTaM OLEHUBAHUS C BBISBICHUEM MOJIOKUTEIBHBIX U OTPULIATEIBHBIX
MHIUBUAYAIBHBIX U IPYNIOBBIX PE3YJIbTATOB U HAIIPaBJIEHUH Pa3BUTHS.

[TpomexxyTouHas aTTecTalus M0 IUCHUIUIMHE TPOBOAUTCS B (popme 3auerTa.

VYcnoBUAMH OLIEHUBAHUS PE3YJIbTaTOB OCBOEHUS NUCLUIIIINHBI SIBIISIOTCS:

- BAJIMHOCTH (OOBEKTHI OLICHKH JIOJKHBI COOTBETCTBOBATH MIOCTABJICHHBIM LIENISIM 00yU€eHus);

- IOJIHOTA M aJIEKBAaTHOCTh OTOOpaXkeHus TpeboBaHmii oOpazoBaTensHoro crangapra u OINOIT;

- HaJIe)KHOCTh (MCTIOIb30BaHKUE €JMHOOOPA3HBIX CTAHAAPTOB U KPUTEPUEB OILICHUBAHUS);

- CIIPaBEUINBOCTD (pa3HbIe CTYACHTHI JOJKHBI UMETh PaBHbBIE BO3MOKHOCTH JI0OUTHCS yCIIexa);

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

- obecrieueHme pereHs OIICHOUYHOM 3a1auu.

7. YueOHO-MeTOAMYEeCKOe U HH(OpMALIMOHHOE 00ecneyeHHe TN C UM ILTHHBI

OcHoBHas iuTEparypa:

1. BeikoBa T.A. JlokyMeHTallMOHHOE OOECIEYCHHE YIpPaBIEHUsS (JAETOMPOU3BOACTBO) : yueo.
nocobue / T.A. beikoBa, T.B. Ky3nernona, JI.B. Caakuna. — 2-e u3z., nepepad. u non. — M. : UHOPA-
M, 2017.— 304 c.(mocTymHo B 3bC «3HAHUYM», peXUM JocTyna:
http://znanium.com/catalog.php?bookinfo=762591

2. I'yryeBa T.A. Kon¢uaeHuuansHoe nenonpou3BoAcTBo : yued. mocodue / T.A. I'yryeBa. — 2-¢
u3a., nepepab. u gom. — M. : UHOPA-M, 2017. — 199 c.(moctynHo B DOBC «3HaHMyM», PEeKUM
nocrymna: http://znanium.com/catalog.php?bookinfo=766722

3. ITanacenko FO.A. [lenonpon3BoCTBO: TOKYMEHTAIIMOHHOE 00ECTICUeHHE yIIpaBieHus: Y4eOHoe
nocobue / Ilanacenko FO.A., - 3-e uszn. - M.:PUOP, UHOPA-M, 2016. - 112 c.(moctrymHo B DBC
«3HaHUYM», peXKUM JocTyna: http://znanium.com/catalog.php?bookinfo=542773

JonoHuTeILHAS JUTEpPaTypa:

1. beikoBa T.A. JlenompousBoactBo: YueOnuk / T.A. beikoBa, JI.M. Bsinosa, JI.B. Cankuna; [lox
pen. T.B. Ky3nenoBoii. - 3 uzn., nepepad. u gom.- M.:HUL] MTHOPA-M, 2013. - 364 c.:(moctynHo B ObC
«3HaHUYM», pexuM JocTtyna: http://znanium.com/catalog.php?bookinfo=395908

2. Kupcanoa M.B. CoBpeMeHHOE enonmpou3BojcTBO: YueOHoe mocobdue / M.B. Kupcanona;
Poccuiickas Axanemusi roc. ciyx0sl npu Ilpesunenre PO (PAI'C). - 4-e u3n. - M.: HULl UHOPA-
M,2014 - 312c¢.:(mocTymHO B 9BC «3HaHUYM», peKUM JIOCTyTIA:
http://znanium.com/catalog.php?bookinfo=395921

3. Ky3nenos, U. H. [lenonpousBonctBo [DneKTpoHHBIN pecypc] : YueOHO-cripaBouHOE mocodue /
W. H. Ky3nenos. - 6-¢ u3z., nepepad. u jnom. - M. : U3natenscko-Toprosas kopnopauus «/lamkos u K°»,
2013. - 520 c.(moctymnHo B 9bC «3HAaHUYM>», pEXKUM JOCTyTa:
http://znanium.com/catalog.php?bookinfo=414939

4. TokapeBa B.U. [enompousBomctBo B YHC: VYuebnoe mocodome / Tokapesa B.M. -
Pszanb:Axagemus ®CHUH Poccun, 2014. - 85 c.: (moctynHo B OBC «3Hanmym», pexuM A0CTyma:
http://znanium.com/catalog.php?bookinfo=777488

IIporpammuoe obecnneuenue u MurepHer-pecypcesbi:
Onepannonnas cucreMa Microsoft Windows

[TakeT mpuxmanueix mporpamm Microsoft Office
Cucrema «KoHCyNnbTaHT IIIIOC»

Cuctema «["apaHT».

8. MaTrepuajibHO-TeXHUYECKOE oDecnedeHne JUCIUMINHBI (MOTyJIs1)
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Peanu3arnus mporpaMMel IpearoiaracT Hajauaue:

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

- KOMIBIOTEPHOTO KJIacca, HMEIOMIET0 KOMIIBIOTEPhl, OOBEIUHEHHBIE CEThIO C BBIXOJIOM B
HNuTtepner;

- JULEH3MOHHOrO (omepaunoHHass cucremMa Microsoft Windows, makeT NpUKIAIHBIX MPOTrpaMM
Microsoft Office) u cB0O0THO pacIPOCTPAHIEMOTO IPOTPAMMHOTO OOECIICYCHUSI.

B xone mpoBeneHus 3aHATHH PEKOMEHAYETCSl MCIOJIb30BAaTh KOMITBIOTEPHBIC WILTIOCTPAIMU IS
MOAJICPKKH PA3IMYHBIX BHJIOB 3aHSATHN, MOATOTOBJICHHBIE ¢ Hcmosib3oBaHueM Microsoft Office wnmm
JIPYTUX CPEICTB BU3yAIM3AlMHA MaTepHana.

JlocTym K 351eKTpOHHBIM MH()OPMALIMOHHBIM PECYpCaM OCYILECTBIISIETCS B KOMIBIOTEPHOM KJIacce U
o6ubnuoreke punmana.

CHeIII/IaJIbH])Ie YciaoBud OpraHu3anuun oﬁyqemm Mo AUCHUIIJINHE AJd HHBAJIUI0B U JHUII €
OrpaHH4Y¢HHBIMH BO3MOKHOCTAMMU 3/10POBbA

Opranuzanus oO0y4eHHs MO JUCIHUILUIMHE WHBAIMIOB U JIMIl C OTPAHUYEHHBIMH BO3MO>KHOCTSIMH
3I0pPOBbsSI OCYIIECTBISIETCSI C yYETOM OCOOCHHOCTEH MCHUXO(DH3UIECKOTO pPa3BUTHS, WHIUBUAYATHHBIX
BO3MOXXHOCTEHI M COCTOSIHHS 3/0pOBbS MpPH HAJIMYMK TaKuX OOYyYarolMXCs MyTeM CO3JaHUs
CTEUANBHBIX YCIOBUH I OTy4yeHus 00pa3oBaHusl.

[Tpodeccopcko-npenogaBaTeIbCKUil  COCTaB  3HAKOMHUTCS € I[ICHUXOJOr0-(hHU3HO0I0THYECKUMHU
OCOGGHHOCTHMI/I 06yqa101u1/1xc;1 WHBAJIMAOB W JiKUL C OTPpaHUYCHHLIMHU BO3MOXHOCTAMHU 310POBb,
MHIUBUAYAIBHBIMU IpOrpaMMaMi peadHInTallui HHBAIUJOB (ITPH HAJIUYUN).

B coorBercTBUM ¢ MeTOOMYECKMMH PEKOMEHIALMSAMHU [0 OpraHMU3alUU 00pa3oBaTEIbHOTO
mpouecca uis OOydyeHUsT HHBAIUAOB M JIMII C OrPAaHMYEHHBIMU BO3MOKHOCTSIMH 3[0POBBSI B
06pa30BaTeJII:HBIX OpraHu3anuiax BbICIICTO 06paBOBaHI/I$I, B TOM 4YHCJIC OCHAILICHHOCTHU 06pa303aTeJ11>H0r0
nporiecca, yrB. MunoOpHayku P® 08.04.2014 AK-44/058H npu U3y4eHUN TUCHUTLIAHBI TTPEANOIaraeTcs
HUCITIOJIB30BaHUC COUAJIbHO-aKTUBHBIX u pe(bJICKCI/IBHBIX METOO0B 06yquH${, TEeXHOJIOTHH
COLIMOKYJIbTYPHON peadWiIMTallMd C LEeJbl0 OKa3aHWs [OMOIIM B YCTAHOBJIEHUH IOJIHOIICHHBIX
MEXKJIMYHOCTHBIX OTHOIICHUHN ¢ APYIruMHu CTYACHTaMH, CO3JaHUU KOM(i)OpTHOFO IICUXOJIOTHYCCKOI'O
KJIMMaTa B CTY/IEHYECKOI rpymie.

[Ipu OoCBOEHUM NUCIMIUIMHBI HCIOJB3YIOTCS pa3iHMYHBIE COYETAHUS BUAOB y4eOHOHW paboThI C
MeToJlaMu U (popMaMM aKTHUBU3ALMW IMO3HABATEIbHOW NEATEIBHOCTH OOYYArOMIMXCs ISl JOCTHXKEHUS
3aIUIAaHMPOBAHHBIX PE3YyNbTAaTOB OOy4deHHs M (opMHUpOBaHMA KomreTeHUUH. PDopma mHpoBeneHUsS
MIPOMEXYTOUHOM aTTecTaluu A 00y4yaroUuIuXcsa-UHBAIUIOB U JIUI C OTPAaHUYCHHBIMU BO3MOKHOCTSIMHU
3/I0POBbsSI YCTAHABJIMBAETCS C YYETOM HWHAMBUIYAJIBbHBIX MCHXO(U3HONOrnYeckux ocoOeHHocTer. Ilo
JUYHOM MpockOe o0yyaromerocs ¢ OrpaHUYeHHBIMU BO3MOXKHOCTSIMU 3JI0pOBBSI, U3JI0)KEHHOH B (popme
MHUCbMCHHOTO 3a4BJICHHUS, 10 JUCHUIIIIMHE TPCAYCMAaTPUBAIOTCA:

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

- YBCIIMUYCHUC MMPOAOJDKUTCIBHOCTU BPEMCHH HaA IMMOATOTOBKY K OTBCTY HaA 3a4CTC UJIN SK3aMCHC;

- TpU TOJABEJACHUM pPE3yJbTaTOB MPOMEXKYTOYHOM aTTECTallUd CTYJEHTOB BBICTABIISIETCS
MaKCHUMaAJIbHOE€ KOJINYECTBO 6aJIJ'IOB 3a MOCCIAaCMOCTb ayAUTOPHBIX 3aHSTUN.
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