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

JucnurniauHa OTHOCUTCSA K 4HCIy (aKylmbTaTUBHBIX. TpPyAOEMKOCTh MUCHMIUIMHBI (MOIYJIs)
COCTABJISIET 2 3aU€THBIC €AMHUIIBI.

OcHoBHas1 HeJb Kypca «Jleaomnpous3BoCTBO» COCTOMT B HM3YYEHMHM COBPEMEHHBIX TpeOOBaHUM,
MPEIbSIBISEMBIX K COCTaBICHHIO W O(OPMICHHUIO JOKYMEHTOB, CBSI3aHHBIX C MpodeccHoHaIbHOMI
NEeSATEIbHOCTBIO FOPUCTA, a TAKKE K OPraHW3aluy UX JBU)KCHHUS, YU€Ta U XPaHEHUSI.

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 OAXO0/AbI K OpraHu3aiuu paboThl C TOKYMEHTAMH;

6) IaTh MOHSATHE O MpHEMax M CIoco0ax TOKYMEHTHPOBAHMS TMPABOBOW W WHOW HOPUIUYECKH
3HAYMMON HH(OpMaIUH;

7) pacKpbITh OCHOBBI a@pXHUBHOTO JIefIa.

W3ydyeHre COBpEeMEHHON TEXHOJOTMH JOKYMEHTAIIMOHHOrO o0ecreueHus 0azupyercss Ha 3HAHHUH
3aKOHOMEPHOCTEN Pa3BUTHs IEIOIPOU3BOACTBA 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 00pa30BaTe/IbHOH MNpPorpaMMsl (KOMIETEHIUSIMH
BbINYCKHUKOB)

®DopMupyeMble KOMMIETEHIHH Inanmpyemsble pe3yJIbTaThI 00YU€eHHS 0 TUCHHILTHHE (MOTYJIIO),
XapaKTepu3ymolue 3Tanbl GopMUPOBAHUS KOMIIETeHIH
(K0T KOMITETCHITHHN)

OK-3: BJIaJICHHE OCHOBHBIMU | 3.1. 3HATh aKThI TEXHUYECKOTO PETYIHUPOBAHUS M METOJUUCCKUEC MATEPUAITBI 1O
METOJIAMH, CHOCO0AMH WM CPEACTBAMH | JOKYMCHTHPOBAHHIO uHpOpMaIIHH, BO3HHKAIOIIEH B rpotecce
MOJyYCHHsSI, XpaHCHHS, IepepaboTKH | MPo(EeCCHOHANBPHON  NEATEIBHOCTH, W HMHOM  IOPHIUYCCKH  3HAYMMOM
nH(pOpMaNMY, HaBBIKAMHU paboThl ¢ | mHDOpMaNHH;

KOMIBIOTEPOM KakK cpeactBoM | Y.1. YMeTh NpHUMEHATH COBPEMEHHBIE TEXHOJIOTMH OOpPaOOTKH M XpaHEHHS
ynpaBieHus HHQopMaIen JIOKYMEHTOB.

B.1. Bnaners MeTogaMu TEKyIIETO0 U apXUBHOTO XpPaHEHUS JOKYMEHTOB

B.2. Bnagets MeTogamMu XpaHeHNsT HHPOPMAIIUH OTPAHUIEHHOTO JOCTYIIA.

MK-7: BIIAJICHHE HaBbikamMu | 3.1. 3HaTh QenepaybHbIC 3aKOHBI M HHBIE HOPMATHBHBIC TPAaBOBHIC aKTHl B
MOJITOTOBKH IopUanYecKux | cepe mHPpOpManuu, HHPOPMAIIMOHHBIX TEXHOJIOTUN M 3alIUThl WH(POPMAIIUH,
JIOKYMEHTOB a TaK)Ke apXUBHOI'O JIeIa;

3.2. 3HaTh CTPYKTYpY U CIIOCOOBI TOKYMCHTHPOBAHUS MPaBOBOM MH(pOpMAIIUH;
VY.2. YMeTh coCTaBIATh U 0OPMIIATE JOKYMEHTHI, B TOM YHCIIC OTHOCSIIUECS K
chepe mpodecCHOHATBHON NEATEIBHOCTH B COOTBETCTBHH C TPEOOBAHMSIMHU
(denepalpHBIX 3aKOHOB, HMHBIX HOPMATHUBHBIX IIPAaBOBBIX AKTOB W aKTOB
TEXHUYECKOTO PETYIUPOBAHHUS;

B.1. Bragets NOHATHIHO-KAaTErOpUalbHBIM aIllapaToM M0 JOKYMEHTOBEICHHUIO
1 JICIIOTIPOU3BOJICTBY

MK-13: cnocobHocTh mpaBwibHO u | 3.1. 3HaTh MpaBHia COCTaBIeHUS M O(QOPMIICHHS TOKYMEHTOB, B TOM YHCIIE

TTOJTHO OTpaXkaTh Pe3yabTaTHl | OTHOCSIINXCS K cepe mpodecCHOHATHHOM eI TeTFHOCTH;
npodeccnoHabHON  medaTenbHOCTH B | Y.1. YMETh aHAIM3HPOBATh CONEPIKAHWE M PEKBU3UTHI JTOKYMEHTHPOBAHHOM
IOPUANYECKON U MHOM TOKYMEHTALUH npaBoOBOY MH(POPMAIUH;

V.2. YmMmeth O(I)OpMJ'IHTL JAcJa, COCTaBJIATh HAa HHUX OIIMCHU, I'OTOBUTH JfJIa K




nepenaye Ha apXMBHOE XpaHEHHUE.
B.2. Bnamerp MeTOmaMH OpraHMW3alMH KOHTPOJIS 3a CPOKAaMH HCIIONHEHHS
JIOKYMEHTOB H OTIEPATHBHOTO UX XPaHEHHE;

3. Crpykrypa u coaep:KaHHe TUCHUIIHHBI

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

st o4HOM (Qopmbl 00yueHus 33 dYaca cocTaBisIeT KOHTakTHas paboTa oOydaromierocs c
npenonaasatesieM (16 yacoB 3aHATUIN JIEKIIMOHHOTO TUIMA, 16 4acoB 3aHATHI ceMUHapCcKoro Tumna, 1 gac —
KCP), 39 yacoB cocTaBiisieT camocTosiTeIbHast paboTa 00yJaronierocs.

JUIS. O4HO-3204HOM (popMbI 00yueHUs 17 yacoB cocTaBisieT KOHTAaKTHas paboTa o0ydaromerocs ¢
npemnojaBareneM (8 4acoB 3aHATUN JICKIMOHHOTO THIIA, 8 4aCOB 3aHATHI CEMHUHApPCKOro tuma, 1 yac —
KCP), 55 yacoB cocTaBisieT caMoCTOsTeNIbHAs paboTa 00yJaroIerocs.
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Tema 1. OCHOBHBIE MOHATHUS U TEPMUHOJIOTUS
JIOKYMECHTAIMOHHOT'O 00CCIICYCHUS YIIPABICHHUS,
HOPMATHUBHO-METOAMYCCKast Oa3a
JIEIIONIPON3BOJICTBA 7 8 1 1 1 2 1 5 7
Tema 2. O6mue nmpaBuia 0hOpMIICHHS
JIOKYMEHTOB 8 8 1 1 1 1 2 2 6 6
Tema 3. YnpaBneHueckass TOKyMEHTAIUS:
TpeOOBaHUs K COCTABICHUIO U 0()OPMIICHHIO.
Texuomorus pa6OTBI C TOKYMCHTaAMHU 8 8 2 1 2 1 4 9) 4 6
Tema 4. JIokyMEHTHUPOBAHUE ESTEIBHOCTH
KOJUJICTHANILHBIX OPTaHOB 3 8 2 1 %) 1 4 2 4 6

Tema 5. MHbOpMaIIMOHHO-CITIPaBOYHBIE
JIOKYMEHTHI B TIPO()ECCHOHATILHOM AEATEIBHOCTH
IOpUCTA 8 8 2 1 2 1 4 2 4 6

Tema 6. Jlenonpou3BOICTBO IO BOTIPOCAM
TPYAOBBIX OTHOILIEHUI! (KaapoBoe

JIeJIONPOU3BOJICTBO) 8 8 2 1 2 1 4 2 4 6
Tema 7. Jlenonpous3BoACTBO 1O MTUCbMEHHBIM U

YCTHBIM OOpAIICHUSM TPaKIaH 8 8 2 1 2 1 4 2 4 6
Tema 8. Opranu3zaius T0KyMeHTO000pOTa.

OCHOBBI apXUBHOTO JIeNIa 3 8 2 1 2 1 4 2 4 6
Tema 9. JlokymeHTHpOBaHKME U 000POT

MHGOPMALIIU OTPAHUICHHOTO JOCTYIIa 8 7 2 2 1 4 1 4 6
KCp 1|1 1|1

Kontpons

IIpomexxyToUHast aTTecTanus: 3a4€T




Tema 1. OcHOBHble MNOHSATHS W TEPMHUHOJIOTHSI [OKYMEHTAIMOHHOIO o0ecredeHust
yIpaBJIeHHsl, HOPMATHBHO-MeTOAMYecKas 0a3a 1eJIONPOU3BOACTBA

OCHOBHBIE TIOHATHUS U ONPEIEICHUS ASIONPOU3BOACTBA. 3a1a4H IEITONPONU3BOICTBA.

CocTtaB HOPMAaTUBHO-METOIMYECKONW ©a3bl JIEIOMPOU3BOJCTBA, 3aKOHOAATENHCTBO Poccuiickoii
®enepanun, npaBoBbie akThl Ilpesunmenrta, IlpaButenscTtBa Poccuiickoit denepanum, (emepanbHbIX
OpPraHOB HCIIOJIHUTEIBHOM BJAacTH B 00JacTH JOKYMEHTAI[MOHHOro obecrmeueHus. [ocymapcTBeHHBIE
CTaHIapThl Ha JOKyMEHTauuioo. [ocymapcTBeHHass cHCTeMa JOKYMEHTAI[MOHHOTO 00ecredeHus
yrpaBieHusi. YHUQUIMPOBAHHBIE CUCTeMbI MokyMeHTauuu. Llemw, 3amaum, QyHxmum cioyxOsr JJOY.
OYHKIIMU JOKYMEHTA.

Tema 2. O6mue npaBuia 0popMIeHHSA JOKYMEHTOB

Cranpgaptuzauuss U yHUUKanus noKkymeHToB. Kmaccudpukanus nokymentoB. HopmaTuBHBIE
TpeOOBaHUs K COCTAaBYy OCHOBHBIX PEKBHU3UTOB U MX odopmienuto. braanku nokymentoB. TpeGoBaHus K
M3TOTOBJICHUIO, YUYETY, UCIOJIb30BAaHUIO U XPAHEHUIO OJaHKOB C BOCIPOU3BEACHUEM IOCYAapCTBEHHOTO
rep6a Poccuiickoii @eneparun, repooB cyobekToB Poccuiickoit denepanun.

Tema 3. YnpapiieHueckasi JOKYMEHTAIUsl: TPeOOBAHMS K COCTABJIEHHI0 U O(OPMJIEHHUIO.
TexHoJsiorust pa6oThI C TOKYMEHTAMH

CucremMa OpraHu3allMOHHO-TIPABOBOM JOKyMeHTanuu. IloHATHE M COCTaB OpraHu3alMOHHO-
pacropsaUTEIbHBIX JTOKYMEHTOB, UX [Opuauyeckas cuia. Pa3paboTka W yTBEp)KICHHE KOMIUIEKCa
OpraHMU3alOHHO-TIPaBOBBIX  JOKyMeHTOB (YcraB, IlonoxeHuss 00 opraHusanuu, CTPYKTYPHBIX
MOAPAa3ACIICHUSIX, KOJUIETUAIbHBIX U COBEUIATENIbHBIX OpraHax; IITAaTHOE PACIHCAHUE; UHCTPYKIUU IO
OTZIEJIbHBIM BUJaM JESATENbHOCTH; TOJPKHOCTHBIE HHCTPYKIIMH).

Knaccupukamuss u crpykrypa OPJl. OcHOBHOE Ha3HAYCHHE PACIIOPSAUTEIHLHOUW JOKYMEHTAIUU
(PIT). [IpaBuna coctaBiaeHus u 0oHOpMIICHHUS OCHOBHBIX PaCHOPSAIUTEIbHBIX TOKyMeHTOB. CocTaBieHUEe 1
odopmIleHHEe TPUKA30B.

Tema 4. /lokyMeHTHPOBaHUE 1eATEJIbHOCTH KOJIJIETHAJbHBIX OPTaHOB

JlesTenbHOCTh yUpeKISHUH, paboTaIMKX HA OCHOBE KOJIeTHanbHOCTH. [locTaHOBKA BOMPOCOB Ha
o0CyXXJIeHHEe KOJUIeTHAbHBIX opraHoB. CTpyKkTypa TekcTa mporokosa. [lonHble u KpaTkue (OpMBI
IIPOTOKOJIOB.

Tema 5. UHpopManiHOHHO-CIIPABOYHbIE JOKYMEHTbI B MNPO(EeCCHOHAILHON AesiTeJIbHOCTH
opucra.

[TonstTue u  3HayeHWe  WHGOPMAIMOHHO-CIIPABOYHBIX  JIOKYMEHTOB.  Pa3HOBUAHOCTH
MH(POPMAIIMOHHO-CIIPABOYHBIX JIOKYMEHTOB, HX coOcTaBieHHe U odopmienue. MupopmarmonHo-
CIPaBOYHbIE JOKYMEHTBI, UCIOJIb3yeMble B MPOGECCHOHATBHON NESTEIbHOCTH IOPHUCTa: CIIPaBKU, aKThl,
JOKJIaJHble W OOBSICHUTENIbHBIE 3allMCKH, JIOBEPEHHOCTH, CIY)KEOHBIE NHCbMa, TeIePOHOTPAMMBEI,
TenerpaMmabl, (aKcChl.

Tema 6. [le1onmpom3BOACTBO MO BONpPOCaM TPYAOBBIX OTHOWIEHWH  (KaapoBoe
NeJIONPOU3BO/ICTBO)

JlokyMeHTUpOBaHHE TPYIOBbIX OTHOWIEHUW. [IoHATHE KaIpOBOro HEIONPOU3BOACTBA. JJOKYMEHTHI
10 JJUYHOMY COCTaBY (KaJapoBasi JOKYMEHTALMs) U UX BUJBL: TPYIOBBIE JOTOBOPHI, IPUKA3BI IO JINYHOMY
COCTaBY, TPYAOBBIE KHIKKH. YHUPUITUPOBAHHBIC ()OPMBI IEPBUYHON yUETHOU JOKYMEHTAIMH IO TPYAY
u ero orare. KonduaeHanibHOCTh JOKYMEHTOB MO JMYHOMY cocTaBy. OCOOEHHOCTH OQOpMIICHUS
pesioMe, 3asBICHHM, aHKET, aBTOOHOTpadHii.

Tema 7. Jles10onpou3BOACTBO N0 MUCHbMEHHBIM U YCTHBIM 00pallIEeHUSIM IPaKIaH

Bunsl oOpamieHuid rpakgaH: TNpeAsoKeHHE, 3asBICHUE, JKanoba, TEXHONOTHs paboThl C
MMUCBbMEHHBIMH OOpAIIEHUSIMH TpakJaH: MpueM oOpalreHus, mepBuUYHas o0paboTka, perucrpanus,
JIOKJIa]] PYKOBOJUTEIIO O 3apEeTUCTPUPOBAHHOM OOpAIICHUM ISl MPUHATHS PEIICHUS, KOHTPOJb HaJ
UCIIOJIHEHUEM OOpalleHus, CHSATHE C KOHTpOJs, aHaiuu3 oOpameHuil. PopmMupoBaHue €1 1o
oOparnieHusM rpaxkaad. OCOOEHHOCTH JINYHOTO MPHEMa TPaKAaH.

Tema 8. Opranunzanusi 10KyMeHT0000poTa. OCHOBBI APXHMBHOIO JIejia



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 nei. 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 00y4YarOIIUXCSI.

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 MPAKTUUCCKHUM 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 00y4yeHUs (3HAHMi, YMEHHWil, BJIaJeHUil), XapaKTepu3ylIMX JTanbl HX
(¢opMupoBaHus, onucaHue MOKa3aTeJed W KpUTepHeB OLeHUBAHMS KOMIIETCHIM HAa Pa3IHYHbIX
Tanax ux ¢popmMupoBaHus

®opmupyemMbie KOMIETEHIIUN IlnanupyeMble pe3yJibTaThl 00y4eHUsI N0 AUCHHUILINHE (MOIYJII0),
XapaKTepu3yoliue 3Tanb GopMHPOBAHUS KOMITETEHIMI
(KOJT KOMITETEHIIHH)

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!




CPEACTBOM YIpaBieHUs] MHpOpMaruei

JIOKyMEHTOB.
B.1. Brazers MeTOgaMM TEKYILETO M APXUBHOI'O XPAHEHUS JOKYMEHTOB
B.2. Bramets MeTonamMu xpaHeHus HHOOPMAIMK OTPAHHYEHHOTO JTOCTYTIA.

IK-7
BJIaJIEHUE HAaBBIKAMHU MOATOTOBKU
IOPUINYECKHX JOKYMEHTOB

3.1. 3HaTh enepanbHbIe 3aKOHBI U MHBIE HOPMATHUBHBIC TIPABOBHIE aKTHI B
chepe naDOpManH, HHPOPMAITMOHHBIX TEXHOJIOTHH U 3alTUTHl HHPOPMAIIUH,
a TaKke apXUBHOTO JIejIa;

3.2. 3HaTh CTPYKTYpY M CIIOCOOBI TOKYMEHTHPOBAHUS NIPABOBOH WH(pOPMALINH;
VY.2. YMeTh cOCTaBIATh U 0QOPMIIATEH JOKYMEHTHI, B TOM YHCJIC OTHOCSIIUECS K
chepe npodecCHOHATBEHOM AITEIEHOCTH B COOTBETCTBUU C TPEOOBAHUSIMHU
(henepabHBIX 3aKOHOB, UHBIX HOPMATUBHBIX MPABOBBIX aKTOB U aKTOB
TEXHUYECKOTO PETyJIUPOBAHHS;

B.1. Briagets NOHATHIHO-KATErOPHATBHBIM alllapaToM MO JOKYMEHTOBEICHHIO
U JICJIONPOU3BOJICTBY

IIK-13

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

3.1. 3Hath mpaBmiIa COCTaBICHUS M OGOPMIICHHUS JTOKYMCHTOB, B TOM YHCIIC
OTHOCSTIHXCS K chepe MpoPecCHOHANBHON AeITeTLHOCTH;

V.1. YMeTs aHaIuM3UpOBaTh COAEP)KAHUE U PEKBU3UTHI JOKYMEHTHUPOBAaHHOU
MPpaBOBOM WH(OPMAIINH;

V.2. Ymerp oopMiIATE nena, COCTaBIATh HA HUX OMMCH, TOTOBHTH JieNia K

repeayde Ha apXUBHOE XpaHEHHE.
B.2. Bnagers MeTOgaMH OpTaHU3AIMH KOHTPOJIS 38 CPOKaMHU HCIIOTHEHUS
JIOKYMCHTOB H OTIEPATUBHOTO UX XPaHCHUE.

. Koa kxoHTpOMpyemoii
Ne n/n Jrtansl GOPMUPOBAHMA KOMIETeH Mt KOMITeTeHIMH (WIH ee HaumeHoBaHue
1o pasaenam (TeMaM) JTMCHUIIMHBI 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, TIK-7, TIK-13 KoHnTponbsHOE TeCTMpOBaHUE
JIOKYMCHTOB KontponbHas pabora
3 Tema 3. YrpaBneHdeckas OK-3, TIK-7, TIK-13 KonTtponbsHoe 3ananue
JIOKyMEHTaIus: TpeOOBaHUS K
COCTABJICHUIO B ODOPMIICHUIO.
TexHonorus paboThI C TOKYMEHTAMU
4 Tema 4. JlokymMmeHTHpOBaHHE OK-3, TIK-7, TIK-13 KontponbHoe 3ananue
JIESITEIPHOCTH KOJUICTHAIBHBIX OPTaHOB
5 Tema 5. MHpOpMAaIMOHHO-CIIPABOYHBIE OK-3, TIK-7, TIK-13 Pedepar
JIOKYMEHTHI B PO ECCHOHATBHOM Hoknan
JICSITETbHOCTH IOPHCTA
6 Tema 6. Jlenonpon3BOICTBO IO OK-3, TIK-7, TIK-13 KonTtponbsHoe 3ananue
BOIIPOCAaM TPYAOBBIX OTHOILIEHUN Jenosas urpa
(KazpoBOE IETOMPOU3BOJICTBO)
7 Tema 7. Jlenonpou3BOACTBO MO OK-3, IIK-7, TTIK-13 Hoxnan
MUCEMEHHBIM M YCTHBIM OOpamieHNsIM
rpaxaaH
8 Tewma 8. Opraanzamus OK-3, TIK-7, TIK-13 KonTtponbsHoe 3ananue
JIOKyMeHT0000poTa. OCHOBBI APXHUBHOT'O
Jena
9 Tema 9. JlokyMeHTHpPOBaHUE 1 000OPOT OK-3, TIK-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

MoTuBanus Ha CpeJJHEM YPOBHE, JEMOHCTPUPYETCS TOTOBHOCTh
1 BBIPa)XKEHBI, TOTOBHOCTH PEIIaTh pea P e PHPY

(MMYHOCTHOE BBITIOJTHATH IIOCTABJICHHBIC 3a]]a9d HAa CPEIHEM
MTOCTaBJICHHBIE 3314 Ka4eCTBEHHO
OTHOLIIEHHUE) YpOBHE KadecTBa
OTCYTCTBYIOT
. C¢hopMHPOBaHHOCTH KOMIICTEHIIMU B LIEJIOM
Komnerenius B moaHOM Mepe HE
. COOTBETCTBYET TPEOOBAHUAM, HO €CTh HEJJOUYETHI.
copmupoBana. MMerommxcs 3HaHUH, . .
Xapakrepucruka . HMeromuxcs 3HaHUM, yMEHUH, HABBIKOB U
YMEHUI, HaBBIKOB HEJIOCTATOYHO IS
c(opMHPOBaHHOCTH MOTHUBAIUHU B IIEJIOM JOCTATOYHO AJIS PEILIEHUs
peleHusl IPAKTUIECKUX
KOMIIeTeHI[ UM MPaKTHYECKUX (MIPOecCHOHATIBHBIX) 33/1a4, HO
(npodeccuoHanbHbIX) 3ana4d. Tpedyercs
TpeOyeTcs JOTTOTHUTEIbHAS IIPAaKTHKA 110
MOBTOpPHOE 00yUeHne
HEKOTOPHIM PO ECCHOHATBHBIM 3a/1a9aM.
Yposens
copmupoBaHHOCTH Huskwuit Cpennuit
KOMIIeTeHI Ui

[IpomesxyTouHas arTecTanys Mo JUCUUIUIMHE IPOBOAUTCS B popMe 3auéra.

K 3auéry mo y4eOHOM QUCHMIIIMHE IO MPEICTABICHUIO NMPENOAaBaTeNs, BEAYIIErOo ayIUTOPHbIE
3aHATHS, U PELICHUIO, IPUHATOMY Ha 3aCeAaHnu Kadeapsl, He JOMYCKAIOTCs 00yJYaromuecs:

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

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

3a4éT TPOBOAUTCA B YCTHOH (OopMe MO YTBEPKAEHHBIM 3aBEAYIOMIMM Kadeapoi (IUpeKTopoM
¢unnana) 6uneraM. O0s3aTeIbHON ABISIETCS MOJIOTOBKA CTYEHTOM Pa3BEPHYTOrO OTBETA M0 CYLIECTBY
BONPOCOB Owmiera, Ha 4TO OTBOAUTCA He MeHee 45 mMuHyT. Ha 3auére He nomyckaercsi HajIu4yue y
00yyJaroImuxcs MOCTOPOHHUX MPEIMETOB, B TOM YHCIIE TEXHUYECKUX YCTPOUCTB (MOOMIIBHBIX Tele(OHOB
U TIp.), TI0Jb30BAaHUE KOTOPHIMU MOXKET 3aTPYIHUTH JUOO CeNaTh HEBO3MOXHONH OOBbEKTUBHYIO 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 YAANEHHOMY CTYINEHTY IIPOCTaBISETCS OLEHKA
«HEYJOBIECTBOPHUTENbHO». [Ipu mpoBeneHnn 3auéra B yCTHOH ¢opme 1o OuseraM OLIEHUBAIOTCS o0Iee
ITOHMMAaHHE CTYIECHTOM COJEP’KaHUSA U CTPYKTYPBI BOIIPOCA, IMTOJIHOTA PACKPBITHS KaXXA0I0 U3 DJIEMEHTOB
BOIpOCA, CTENECHb BIaJCHUS 0a30BOM TEPMUHOJOTHEH, MOHMMAaHHWE MPUMEHHMOCTH M OCOOCHHOCTEH
IIPAKTUYECKOIO HCIOJIB30BAHMSA H3JIaracMbIX TEOPETHYECKUX mnonoxkeHuid. IIpenmopasBartens i
YTOUHEHUS OLIEHKM BIIpaBe 3a/aBaTh JONOJHUTEIbHBIC BOIPOCHL, MPEIyCMOTPEHHbIE padoueit
MPOrpaMMoOi.

YpoBeHb 3HaHUH, 00YJAIOLIMXCS ONPEENAeTCs CISYIONMMH OIICHKAMU:

Kpurepun oneHok ais 3a4éra:



OIIEHKA YPOBEHbB IOAT'OTOBKH

CryneHT 3HaeT 0a30BYI0 TEPMHHOJOTHIO JUCHHUILIHHBI, pa30UpacTcs B MPONJAECHHOM Marepuale, HaéT
3ayTeHo MpaBUIIbHbIE KOMMEHTapuu. JIOMyCKaroTCsi He3HA4MTeJbHbIE HETOYHOCTH W YNYIICHHS B OTBETaXx,
KOTOpBIE CEPhEZHO HE MCKAKAIOT COJIepIKaHKE Kypea.

OmuOKH B OTBETaX 3HAYUTEIBHBIC W CBHIACTEIHCTBYIOT O HETIPABHILHOM IMPEACTABICHUN 00 M3yYCHHOM
He 3auTeHo MaTepuasie. OTBETHI Ha BOIIPOCH KPaTKHE M HE PACKPHIBAIOT OCHOBHBIX MOJIOKEHHIH MPOHIEHHOTO Kypca.

B ciywyae mocTKeHHUS CTYICHTOM TIOJOXKHTEIBHOTO pe3ylibTaTa B Tpollecce MPOMEKYTOUHOM
aTTeCTall, MOJYUYCHHAs OLCHKAa BHOCUTCA B OJSK3aMCHAIIMOHHYKO BCIAOMOCTH U BaqéTHYIO KHUKKY
oOy4arorierocs.

6.3. Kpurepuu u npoueaypbl OleHUBAHUSA Pe3yJIbTATOB 00yUeHHs MO JUCHUNINHE (MOTYJIIO),
XapaKTepU3yIMX 3Tanbl opMHUPOBAHUA KOMIIETEHIIUIA.

Jasi oneHMBaHHMsl Ppe3yJbTATOB O0y4YeHHMsl B BH/JE 3HAHMN HCHOJIb3YKHTCH CJelyloIue
NpoueayPbl H TEXHOJIOTHH:

- TECTUPOBAHUE;

- YCTHBIE U IUCbMEHHBIE OTBETHI HAa BONIPOCHI.

Jasi oneHMBaHWsSI pPe3yIbTATOB OOy4YeHHs] B BHAe YMEHWH M BJAJACHHIl HCIOJIb3YHOTCH
cileayouue Npoueaypbl M TEXHOJIOTHH:

- MIUCbMEHHBIE KOHTPOJIbHBIE 33/JaHUS, BKIIOYAIOIINE BOIPOCH] WM 3a/1a4H.

15 mpoBe/ieHHsl UTOTOBOI0 KOHTPOJIsI ChOPMHPOBAHHOCTH KOMIIETEHLIHH HCIIOJIb3YIOTCS:
YCTHBI ONPOC, BHINOJHEHHE NHCbMEHHBIX KOHTPOJILHBIX 321aHHUIA.

6.4. TumnoBble KOHTPOJIbHBIC 33/IaHUSl WJIHM HHbIe MaTepHajbl, HEOOXOAUMBbIE IS OLEHKH
pe3yJbTaToB 00y4YeHHs, XapaKTepU3YIOIIUX J3TAanbl (POPMHUPOBAHUS KOMNETeHUHH W (Mau) 1A
HUTOT0BOI0 KOHTPOJIsA CGOPMHPOBAHHOCTH KOMIIETCHIIHH.

Bonpocs! K 3a4eTy N0 AUCHMIIHHE:

1.DT1ansl cTaHOBJIEHUS AETIONPOU3BOACTBA B Poccuu.

2. JloxkymeHT. DyHKIIMH JOKYMEHTA.

3.denonpousBosicTBo. HopMatuBHO-1IpaBoBas 0aza AeI0NpPOr3BOICTRA.

4.Yuudukanys 1 CTaHJapTH3AMS B IETONPOU3BO/ICTBE.

5.Knaccudukanus neinoBor JOKyMEHTAIUH.

6.00mue HOpMBI U TpaBHia OQOPMIICHHS JOKYMEHTOB ((popmar, mojsi, HyMepauus CTpaHuIl,
oopMIIeHHE JATHI).

7.0pranu3alOHHO-PACTIOPSIUTENbHBIC TOKYMEHTHI, HX BUJIBI.

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

9.CocraB pexBuszutoB OPJI. CxeMbl pacniosioKeHUsI PEKBU3UTOB.

10. bnanku JOKyMEHTOB.

11. T'ep6oBbie OiaHKU TO0KyMEHTOB. TpeboBaHMs K U3TOTOBJICHUIO, YUETY U

XPaHEHUIO.

12. TpeboBanus k odopmieHuio pekBu3nToB OP/I, pa3mMelieHHbIX Ha TOJe

YIJI0BOTO WJIHM MPOJIOJIBHOTO IITaMITOB.

13. TpeGoBanus k opopmieHuto pekBu3uToB OPJI, pa3zMerieHHbIX Ha paboyeM MoJie TOKyMEHTa.

14. TpeboBanus k odopmieHuto gokymeHTOB OPII, pa3smemeHHBIX Ha CIIy)KeOHOM TMoJjie
JOKYMEHTA.

15. Odopmienrne OpraHu3allMOHHBIX JOKYMEHTOB (yCTaB, INTATHOE paclUCaHue, IOJIOXKEHUE,
JOJDKHOCTHAs! MHCTPYKIIMS).

16. OdopmieHne pacmopsSAUTENbHBIX JTOKYMEHTOB (ITOCTAaHOBJICHHWE, YKa3aHWE, IpPUKaA3 IO
OCHOBHOM JIEATEIHLHOCTH).



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

OdopmieHne cayKeOHBIX MHCEM.

Odopmienue npoTokoa, akTa.

Odopmnenne TOKIaIHOMN, CTyKEOHON M OOBSICHUTEITLHON 3aMHUCOK.

CtpykTypa ciay)0bl JeTONpPON3BOICTBA.

HopmartusHo-nipaBoBasi 6a3a 1eonpon3BOACTBEHHON CITYKOBI.

WHCTpyKIMs 10 JeI0NPOU3BOJICTBY.

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

Perucrpanus 1okymeHTOB.

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

Pabora ¢ nucbMEeHHBIMU OOpAIIEHUSMH TPaXK/IaH.

O06BemM TOKYyMEHTO00O0poTA.

Knaccudukanus 10KyMEeHTOB 1O JTUYHOMY COCTaBY.

OdopmieHre TOKYMEHTOB MPH TOCTYIJICHUU Ha padoTy.

Odopmiienne TpyA0BOM KHUXKKH, IEPEBO paOOTHUKA HA JAPYTyI0 paldoTy.
Odopmiienne oTIrycka, MEphl B3bICKaHUS M TIOOLIPEHHUS.

CocTtaB JOKyMEHTAIH [IPH YBOJIbHEHUHU paOOTHHKA.

CocraBiieHHEe HOMEHKJIATYPHI JIEII.

[IpaBuna popmupoBaHus nei.

DKkcnepTH3a HEHHOCTH JOKYMEHTOB.

34.IToaroroBka K apXMBHOMY XPaHEHHUIO.

XapakTepucruka oueHo4Horo cpeacrsa OC-1 «TectupoBanune»

OO0mme cBegeHNs 00 OLIEHOYHOM CpeCTBe

TectupoBaHue MPOBOJUTCS C UCIIOIH30BAHUEM KOMITbIOTEPHBIX TEXHOJIOTUN U YCTPOUCTB, 1100 03
TaKoBOTO. B mporiecce mpoBeeHNs] TECTUPOBAHUS MPETNOaBaTe]lb BHUMATEIBHO CICAUT 32 T€M, YTOOBI
CTYZCHTBI BBITTOIHSIIN 3aJJaHUSI CAMOCTOATEIBHO U HE MEIIAIH IPYT JPYTY.

ITapameTpbl OLIEHOYHOTO CPeICTBA

Onenka YpoBeHb NOAT0TOBJICHHOCTH, XAPAKTEPHU3yeMblii OLICHKOI
ITpeBocxoHO 100 % npaBUIBHBIX OTBETOB

OT1nu4HO 90-100% npaBUIBLHBIX OTBETOB
OueHb X0po1I0 70-89% npaBUIbHBIX OTBETOB

Xopoo 60-69 % npaBUIIBHBIX OTBETOB

Y 10BIETBOPUTENHHO 50-60% npaBUIBHBIX OTBETOB

HeynosnerBoputensno | 40-50 % npaBUIbHBIX OTBETOB

ITnoxo Menee 40 % npaBUIBHBIX OTBETOB

IIpuMepsI TeCTOBBIX 3a1aHUI

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
EMMHCTBEHHBIM CIIOCOOOM YIOCTOBEPEHUS JOKYMEHTA

2. 3aroyioBOK K TEKCTY MPOTOKOJIA JOHKEH (DOPMYIHPOBATHCS B

a)
b)
C)
d)

BUHHTEILHOM I1aJieke (KOro, 4ro?)
JaTeJIbHOM majexe (KoMmy, yemy?)
MPeJIOKHOM Majiexe (0 yem?)
pOIUTENBLHOM Majieke (KOro, 4ero?)

3. PexBusut «Busa» ucnonb3yercs



a) I[lpu BHyTpeHHEM COrIacOBaHUU JOKYMEHTA

b) Ilpu cormacoBaHuM JOKyMEHTa C BHEIIHEH OpraHu3anuen

c) Jlns puHAHCOBBIX U 0CO00 OTBETCTBEHHBIX JOKYMEHTOB

d) Bo Bcex cinydasx

4. Yka3zanus 1o UCTIOJHEHUIO TOKYMEHTA COJIEPKaTCsl B PEKBU3UTE

a) TEKCT JOKYMEHTa

b) rpud yrBepxaeHus

C) 3aroJIOBOK K TEKCTY

d) HH B KaKOM

5. CornacoBaHue ObIBaeT:

a) BHyTpeHHUM U BHEUIHUM

b) IloaHBIM U KpaTKUM

¢) Cr0XHBIM U IPOCTHIM

d) C pykoBomguTeneM yUpeXACHUS U C PYKOBOJIUTEIIEM MOAPA3ACICHUS

e) C BBILIECTOSIIMMH PYKOBOJUTEISIMU UM OPraHU3aLlUsIMU

6. aty «9 mas 2000 romga» B JOKyMEHTaX CIEAYET MPOCTABIATH KaK

a) 09.05.2000

b) 9 mag2000T

c) 09/05/00

d) 09-05-00

7. PekBu3uThl «2OM0OIeMa peanpusTusi» 1 «HaumeHoBaHue MPEANPUATHS» PACTIONATAIOTCS

a) B BepxHeill yacTu JMCTa — ClI€Ba 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 K pacnopsauTeIbHOMY JOKYMEHTY Ha MEPBOM €ro JIUCTE B IPABOM BEPXHEM YTy
MUIIYT:

a) «IIpunoxenue»

b) «[Ipunoxenue» c ykazaHueM HaMMEHOBaHUS PaCOPSATIUTEILHOTO TOKYMEHTa

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

9. Kparkoe U37105K€HHUE CMBICIIA TOKYMEHTA COJICPIKUTCS B PEKBU3HUTE

a) pe30JIIoLHUs

b) TeKCT TOoKyMeHTa

C) OTMETKa O KOHTPOJE

d) 3aroioBOK K TEKCTY

10. Iloamuce oTaeaseTcs OT TEKCTA

a) Hurtepanom

b) 2 mHTEpBaNaMHU

c) 3 uHTEepBaIaAMHU

11. TleyaTh Ha TOKYMEHTE IPOCTABISAETCS Ha

a) TOJAMKCH U IOJKHOCTU MOJANKUCABIIETO

b) pexsusure «Y TBEPXKJIAIO»

C) KOMNMIX JOKYMEHTa

d) pexBusute «/lata»

€) JMYHOW MOAMKUCH JIOJKHOCTHOTO JIMIA

12. AnpecaTtoB B OJJHOM JOKYMEHTE MOXET OBITh

a) TOJBLKO OJUH

b) He Goiee Tpex
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C)
d)

13.

He 0oJiee YeThIpex
CKOJIBKO HEOOXOINMO
[IpaBuibHas nonycrumas HyMepauus pas3aeiioB, 0Apa3ieloB, IYHKTOB U IIOJIIYHKTOB

JIOKyMEHTA

a)
b)

C)

14.

a)
b)

C)

15.

a)
b)
C)
d)

16.

a)
b)
c)
d)

17.

a)
b)
c)
d)
18.

LI, 00

1,2,3

a,0,B

OtMmeTKy 00 UCTIOIHUTENE TOKYMEHTA IPABUIIBHO PACIONIOKUTh B

JICBOM HMKHEM YTITY JIUIEBOM MM OOOPOTHON CTOPOHBI MEPBOTO JIMCTA TOKYMEHTA
MIPaBOM HUKHEM YTJTy JUIEBOM UM OOOPOTHOI CTOPOHBI MOCIEAHETO JTUCTA JOKYMEHTa
JICBOM HIIKHEM YTITY JTUIIEBOU MM OOOPOTHOM CTOPOHBI MOCJICTHETO JINCTA TOKYMEHTA
YcnoBHOe 0003HaUeHNE TOKYMEHTA, IPUCBAUBAEMOE EMY MTPHU PEruCTpalii, Ha3bIBAETCS
PerucrpaninoHHbIi HHAEKC

[TopsimkoBBIiT HOMEP

Y4eTHBIN HHIEKC

PerucrpanmonHuslii Homep

PexBusuta “Ha3zBanue Buja JOKyMEHTa HET

Bo BHyTpeHHUX TOKyMEHTax

Bo BHEmHUX NOKyMEHTaX

B nucemax, akcax, Tenerpammax

B HEKOTOpBIX TOKyMEHTax

AJlpecHble JaHHBIE NPEANPUATHS YKA3bIBAIOT

B mo06six

Bo BHemHux

B nucemax, akcax, TenerpamMmmax

I'ne aTo0 HEOOXOIUMO

OcHoBaHMe W3/1aHUS IPUKA3a B CBS3H C PEOpPTaHU3aIMel CTPYKTYPHI YIIpaBlieHUs B hupme

COJICPKUTCS B

a)
b)
C)
d)
e)
19.

3aroJIoBKe

KOHCTAaTUPYIOIICH YacTH TEKCTa MpUKa3a

no3uiu tekcta «OcHOBaHME»

MpUJIaraeMbIX TOKYMEHTax

pacropsiANTENIbHON YacTH TEKCTa MpUKasa

Bbl cunTaete, uyTo 115 yaydIIeHHs 1€TOTPOU3BOICTBAa Ha Bamem npeanpustiu Hy>)KHO

3aKYIIUTb U YCTAHOBUTH JOIMMOJIHUTCIILHOC ITPOrpaMMHOC O6CCHC‘I€HI/IG. CBoun NPpCAJIOXKCHUSA IJIA
pykoBojcTBa pupmbl Bel MoxkeTe 000CHOBATH B

a)
b)
c)
d)
e)
20.
a)
b)
C)
d)
e)

MUCbMeE

peueHuu

aKTe

CIIpaBKe

JOKJIQJHOM 3aIIUCKEe

[To comepkanuIo MpUKa3bl OBIBAIOT:

IIpocThie U cnoxHBIE

ITo OCHOBHOM JIEATENBHOCTH U 10 JUYHOMY COCTABY
BnyTtpeHHue 1 BHELIHKE

[TonHbIie U KpaTKue

C yriioBbIM U IPOJOJIBHBIM PACOI0KEHUEM PEKBU3UTOB

XapakrepucTuka oneHo4Horo cpeacrsa OC-2 «KonrpoabHas padora»
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OO0mme cBefeHNs 00 OLIEHOYHOM CpeCTBe

KonTponbHast paboTa mo3BoJseT OLEHUTh KOMILIEKC MOJyYE€HHBIX B IIpOIecce 00YUEeHHsI HABBIKOB.

IlapamMeTpbl OLIEHOYHOT'0 CPeICTBA

Ounenka YpoBeHb NOATOTOBJICHHOCTH, XaPAKTEPHU3yeMblii OLICHKOI

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

000CHOBaH, 00yUJaIOIIUHCSA OTBEYACT YETKO M MOCIIEA0BATEIHHO, TIOKA3bIBACT IIYOOKOE 3HAHUE
OCHOBHOT'O M JOIOJHHUTEIBHOTO MaTepralia

OTaUYHO 3a7aHKe BBIMIOJHEHO B ITOJIHOM 00BbeMe (BCC IMOCTaBJICHHBIC 3aJa9n peI.HCHBI), OTBCT JIOTHYCH U

000CHOBaH, 00YUJAIOIIUHCS OTBEYAET YETKO M MTOCIIE0BATEIHHO, TOKA3bIBACT IIYOOKOE 3HAHUE
OCHOBHOI'O Marepuaa

OueHb XOopo1ao 3a7aHie BBIMIOJHEHO B ITOJIHOM 00BbeMe (BCC ITOCTaBJICHHBIC 3aJa9N peH.ICHBI), OTBCT JIOTHYCH U

000CHOBaH, 00YUJAIOIIUHCS OTBEYAET YETKO H ITOCIIE0BATEIHHO, TTOKA3bIBACT IIyOOKOE 3HAHUE
MaTepuala, JOMYIICHO He OoJiee 2 HETOYHOCTEH HEMPUHIMITHAILHOTO XapaKTepa

XOpOHIO 3aﬂaHI/Ie BBIMIOJIHEHO B IOJHOM 00bEeMe (BCC MNOCTaBJICHHLBIC 3aJa4n peHICHI)I), OTBCT JIOTUYCH U

06OCHOBaH, A0NYyHICHBI HCTOYHOCTH HCIPUHIUITUAIBHOT'O XapaKTepa, HO 06y‘1310HIP[I7[C5[
IMOKa3bIBACT CUCTCMY 3HAHMUH 10 TEME CBOMMH OTBETAMH Ha MOCTABJICHHBIC BOIPOCHI

Y 1oBNEeTBOPUTEIHHO 3aaHre BBITOIHCHO HE B TIOJIHOM 00beMe (pemieHo Ooinee 50% MOCTaBICHHBIX 3a1a4), HO

06y‘1310H1HfICH JAOIMyCKaeT OHII/I6KI/I, HapyHieHa nocjie10BaTCJIbHOCTh OTBCTA, HO B LIEJIOM
PACKPBIBACT COACPIKAHUC OCHOBHOT'O MaTcpuaia

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

00y4JaroIIUics AaeT HEBEPHYIO HH(OPMAIIHIO ITPU OTBETE Ha IMIOCTABJICHHBIC 3a/1a49H, TOTYCKaeT
rpyOble OMMUOKH TPH TOJKOBAHUHU MaTepHalia, JEMOHCTPUPYET He3HAHUE OCHOBHBIX TEPMUHOB U
TTOHSITHH.

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

AP

Bomnpocek! 111 KOHTPOJIBLHOM padoThI:
[Nonsarue nndopmaruu, nHPOpMaLK KaK 00BEKT MIPABOBBIX OTHOIICHUH.
ITpaBoBast nH(pOpMaLKs U €€ CTPYKTYpa.
[TonsaTne nenonpon3BOJCTBA, €r0 LEIH U QYHKINU.
3aKOHOJATEILCTBO 00 MH(OPMALIMH, IPABOBOE PErYINPOBAHUE EIIONPOU3BO/ICTBA.
ITopsnok ucnosb30BaHus TOCYAapCTBEHHOIO s13b1Kka Poccuiickoit denepanuu npu

JIOKYMEHTHUPOBAHUH OPHUITHATBHON HHPOPMAIIUH.

6.
7.
8.
9.

10.
11.
12.
13.
14.

15

21

[lonsTHE U BUJIBI JOKYMEHTOB.

VYHuudukauus u cTaHAapTHU3aUs JOKYMEHTOB. Y HUGUIIUPOBAHHBIE CUCTEMBI JOKYMEHTAINH.
CrtpyKTypa U coepkaHue JOKYMEHTA.

CocTtaB 1 ocHOBHBIE TpeOOBaHUS K O(DOPMIICHUIO PEKBU3UTOB JTOKYMEHTA.
OpranuzanoHHO-PACTIOPSIUTENBHBIE TOKYMEHTBI: IOHATHE, COCTaB, FOPUIANYECKAs CHIIA.
XapakTepuctuka (eaepaibHOro 3aKoHa Kak JOKYMEHTA, €ro CTPYKTYpa U PEeKBU3UTHI.
OcHoBHBIE TpeOOBaHM K 0(OPMIICHUIO PACTIOPSIIUTENbHBIX JOKYMEHTOB.

[lonsiTHE M HA3HAYEHHE OPraHU3alMOHHBIX JOKYMEHTOB.

WnpopmanoHHO-CcIIpaBOYHbIE JOKYMEHTHI: ONpe/esieHIe, BUABI, (DYHKIIHH.

. CtpykTypa, copepkaHue U BUJbI TPOTOKOJIOB.
16.
17.
18.
19.
20.
. ®opmuposanue aen. Homenkinarypa gen.
22.
23.
24.

[onsarue u knaccuukanus JOKYMEHTOB 10 JTUYHOMY COCTaBY.

YHuuuuupoBanHbie GOpMbI IEPBUYHON YUETHOM TOKYMEHTALIUU IO TPYY U €ro OIjiaTe.
OCOo0eHHOCTH JOKYMEHTUPOBAHUS TPYAOBBIX OTHOIICHUH.

JIoKyMeHTOOOO0pOT U JOKYMEHTOIIOTOKH.

Perucrpanus u yuaer 10KkyMeHTOB. CUCTEMBI 3JIEKTPOHHOTO JJOKYMEHTO000POTAa.

OcHoBHBIE TPeOOBaHUS K MMOATOTOBKE JIeJ JIUIS TIepeIaud Ha apXUBHOE XPaHEHHE.
Jlenonpou3BoACTBO MO OOpAIICHUSIM FPAXKIAAH.
OCHOBBI PABOBOTO PETYJIUPOBAHUS JEIONPOU3BOJCTBA B OpraHax UCIOJHUTEIbHON BIaCTH.
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25. IloHsaTre 1 0COOEHHOCTH CYIeOHOTO JEIONPOU3BOICTBA.

26. Peructparusi, yuet u opopMieHue A€l B paiOHHOM CY/IE.

27. IlousaTtre U BUABI HHPOPMAINH OTPAaHUICHHOTO JOCTYIIA.

28. Opranu3anus padoThl C JOKYMEHTAMH, COACPKAIMMHU CBEICHHSI, OTHECEHHBIE K
roCyZapCTBEHHOM TaiiHe.

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

30. HokyMeHTHI "1st c1ykeOHOT0 MOJIb30BaHUA" U UX 000POT.

KouTtpoJabHble 3a1anus no teme 3.

3ananue 1. Paspadorarh YrjioBoid M TPOAOJbHBII OJaHK mNpuKa3a Al KOHKPETHOi
OpPraHM3alNu:

BapuanTel 3aianuit

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

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

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

Hupexrop .M. [debenen

CrtpyKTypHBIE IOJIpa3AcIEHU:

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

Otnen mapkeTuHra, HayainbHUK otAena O.A. CanoBa

DKOHOMHYECKUI oTaen, HadanbHUK 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

CrtpyKTypHBIE IOJIpa3AcIEHU:

byxrantepus, ri. 6yxrantep M.U. JluBenn

Otnen MapkeTHHTa

[Tpon3BOACTBEHHBIN OTAEI

3. OTKPBITOE AKIIMOHEPHOE OBIIECTBO «AJIAH+»

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

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

Hupektop JI.U. 3noi

CrpyKTypHBIE IOJIpa3AcIEHU:

byxrantepus, ri. 6yxrantep A.P. Bebep

Kommepueckuii otnen, HayansHuk otaena FO.Jl. BHeB

Xo3siiicTBeHHBIN 0TAeN, HadalnbHUK 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

CrpyKTypHBIE IOJIpa3AcIEHU:

byxranrtepus, ri. 6yxranrep P.P. Penun

Otnen mapkeTuHra, HauyaiabHUK otaena JI.M. Ilerpos

Toprosslii oTaen, HavanbHUK oTAena P.C. AnekceeBa

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

«AT'POCEPBUC»)

443310, . [1ensa, yn. TepHoBckas, 43

OKTIO 56341853, OI'PH 8167452856118, MHH/KIIII 6147491650/614749165

Hupekrop 10.B. Kanyctun

CtpyKTypHBIE IOJIpa3AesIeHus:
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IImanoBenii oraen, HadanbHuK oTaena K.E. Koctun
Toproselii 0TaET, HAaYaIBHUK OoTAena B.®. ®enun
6. OBILIECTBO C OIr'PAHUYEHHOW OTBETCTBEHHOCTBIO «®OTOH>»
413122, r. Capanck, ya. Y napHas, 55/9
OKIIO 22441165, OI'PH 1234543212312, MHH/KIIIT 2121341320/212134132
Hupektop I'.I'. HemkoB
CrpyKTypHBIE IOJIpa3AcIEHU:
byxrantepus, ri. 6yxrantep C.C. Busrynos
ITmaHoBEIN oTHEN, HAYAILHUK oTAena B.P. Promun
[IpousBoACTBEHHBIN OTHEN, HaYaIbHUK 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
Hupexkrop C.1O. FOpun
CrtpyKTypHBIE IOJIpa3AcIEHU:
II;maHoBEIN OTAENH, HAaYaJbHUK oTAciIa A.A. AHHUKOB
Otnen mapketunra, HayanbHuk otAena [LI1. [Terpos
Toprossiii oTaen, HavanbHUK oTAena K. A. [Ty3pipbKoB
8. MYHUIIUTIAJIBHOE YHUTAPHOE ITPEJIIPUSTUE «3EJIEHCTPOW» M1l
«3EJIEHCTPO»)
412211, r. [len3a, yn. 3enenas, 1
OKIIO 57382547, OI'PH 76853265241653, MHH/KIIII 3311442670/331144267
Hupextop B.JI. [llabanos
CTpyKTypHBIE MOJIpa3ACICHUS:
Byxranrtepus, HadanpHuk Oyxrantepun H.E. Hlnsnkun
[InanoBbIid oTaEN, HaYanbHUK oTAena O.A. Mopo3osa
X03sIMCTBEHHBIH OTAe), HaualbHuK otaeia [1.J1. Koszios
9. BAKPLITOE AKIHIMOHEPHOE OBIIECTBO «MOJNUC-CEPBUC»
332561, r. Mockaa, yi. TBepckas, 33
OKIIO 87967573, OI'PH 5567451879352, MHH/KIIII 1234565430/123456543
CrpyKTypHBIE IOJIpa3AcIEHU:
[Ipou3BOACTBEHHBIN OTHIEN, HAaYaIbHUK oTAena P.M. Poros
XO03giCTBEHHBIN OTAe), HadaJbHUK oTAeiia B.B. Bacunnes
Otnen MmapkeTuHra, HadaiabHUK oTaena J1.J[. MarBeesa
10. OBILLHECTBO C OI'PAHMYEHHOM OTBETCTBEHHOCTBIO «MIMITYJIBC»
514233, r. TBeps, ya. Mupa,76
OKIIO 56465747, OI'PH 2341326527124, MHH/KIIII 6543765870/654376587
CTpyKTypHBIE MOJIpa3ACICHUS:
Byxranrtepus, HadyansHUK Oyxrantepun B.B. ®omun
[InanoBbIit OTIET, HAaYaIBHUK oTAena JI.C. MuryHos
Otnen mapkeTuHra, HayanbHuK otaena P.II. Myxuna
KonTposbhbie 3ananust no teme 4.
JIOKYMEHTUPOBAHUE JICATEIbHOCTH KONJIETHAIbHEIX OPraHOB
Jnst cBOero BapuaHTa MOATOTOBUTH COBEILIAHUE, JI 3TOTO:
1. cocTaBUTH MOBECTKY JIHS;
2. ONpEeNeNUuTh KPYT YYaCTHUKOB U BPEMS COBEIIIAHUS;
3. COCTaBUTh MOJIHBIM U KPAaTKUI IPOTOKOJ BAILIEIO COBEILIAHUS.
Bapuanrt 1.
3AKPBITOE AKIIMOHEPHOE OBILECTBO «PEAJI» (3A0 «PEAJI»)
440044 r. Mockaa. yi. Moiika, 56
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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 TPYAOBOTO KOJJIEKTHBA O MPOBEACHHE CYOOOTHHKA, KOTOpPOE

cocroutes 23 anpens 2005 r.

Bapuanr 2.

OBII[ECTBO C OTPAHMYEHHOM OTBETCTBEHHOCTBIO «APCEHAJT»

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'maBubiii 3xoHOMUCT T.U. BaeBa

[Ipencenarens nmpodroma B.J1. Kpyrios

[TonroToBuTh 3acegaHue cCOBETa TUPEKTOPOB 00 ydacTue B MEXIyHapoaHOH BbicTaBke «IIpodu-

2005»

Bapwuanr 3.

3AKPBITOE AKIIMOHEPHOE OBIHIECTBO «MOJNC-CEPBUC»

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

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

Hupexrop ILIIL ITaBios

Hauansauk npousBoacteeHHoro otaena P.O. ConoBbeB

I'maBubiit Oyxrantep C.J. Muxaitnosa

Hauanbauk otaena mapketunra T.b. bupkosa

[Ipencenarens mpodxoma A.JIL. JleoHoBa

[ToArOTOBUTH IPOTOKOJ COOpaHUs aKIIMOHEPOB 00 OTKphITHE (prunana B T. [Iense
Bapuanr 4.

OBILIECTBO C OTPAHUYEHHOM OTBETCTBEHHOCTBIO «3APSI»
532416, r. [len3a, yn. Boponosa, 54

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

Hupexrop O.0. Cunopon

['maBubiii Oyxranrep JI.J[. KpacHos

IOpuctkoncynsT O.1. Byrpos

[Ipencenarens nmpodxroma b.b. ITerpos

[MoxroroBuTe MPOTOKON cOOpaHUs 00 00pa3zoBaHMU (YHKIIMOHAIBHOTO MOJpA3JesICHUs OTAea

nH(popMaTH3aIIH.

roja.

Bapuanrt 5.

OTKPBITOE AKIITMOHEPHOE OBHIECTBO «POCTXJIEBKOMBHWHAT»

123543, r. PoctoB-Ha-/lony, yn. ®pyH3e,7

OKIIO 487653, OI'PH 311435, UHH/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

[MonroToBuTh 3acegaHue cCOBETa JUPEKTOPOB OTYET O pabore xiebokomOMHaTa 3a OKTAOpb 2005

Bapuanr 6.
OTKPBITOE AKILIMOHEPHOE OBHIECTBO «CTAPT»
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223346, r. CapaHnck, yi. Jlenuna, 76

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

Hupexrop YV.®. Musrynosa

Havannank mianosoro oraena H.E. Ouxkun

Hauansnuk npoussonacreennoro oraena ILII. I1aBiosa

[Ipencenarens mpodroma B.J1. Jlemun

[ToAroTOBUTH MPOTOKOJ 3aceqaHus Ha KOTOPOM O0CYyXxmaeTcs padoTa otaena nHGOpMaTU3alUHU 110
00eCneueHunI0 JesTEIIbHOCTH OpraHUu3aluu.

Bapuanr 7.

MYHULIUTTAJIBHOE YHUTAPHOE [MPEAITPUATUE BEJIEHCTPOM» MVYII
«3EJIEHCTPOW»)

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

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

Hupektop B.I'. Mopo3oB

Havanpuuk xo3giictBeHHoro otaena M.C. Mummun

Havannank mianosoro oraena T.M. JIMHLKOB

[Ipencenarens mpodroma JI.O. Koznosa

[TonroToBUTH MPOTOKOJ COOpaHHs O 3aKIIOYEHHH JOTOBOPOB O XO3SMICTBEHHOW IESATENbHOCTH
OopraHu3alyu.

Bapuanr 8.

MYHULUIIAJIBHOE 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

[Ipencenatens npodroma 1.0. O3epos

[ToaroToBuTh MpOTOKOJ cOoOpaHust o BeBIKeHHE B.1O. [lmeHnuHol Ha MPUCBOEHUE MOYETHOTO
3BaHUs «3acayXKeHHbIH paboTHUK PD»

Bapuanr 9.

IroCYJAPCTBEHHO YHUTAPHOE [MPEAITPUATUE «AI'POCEPBUC» TVyII1
«AT'POCEPBUC»)

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

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

Hupexrop IL.P. Illnanos

I'naBHbBIN s3k0oHOMHUCT A.J]. [lemuna

Hauvaneauk miianosoro otaena M.I'. Po3zosa

[Ipencenarens nmpodxroma B.C. CemoB

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

Bapuant 10.

I'oCYJAPCTBEHHO YHUTAPHOE ITPEAITPUATUE «BOCTOK» (I'VIT «BOCTOK»)

128790, r. [1lepmb, yin. MockoBckas,66

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

Hupektop I1.I1. Hukonenko

I'maBnsiit sxonomuct b. K. Kamesa

['maBubiii Oyxranrep A.Jl. JonoTos

[Ipencenarens npodhxoma M.C. UeboTaps

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

KouTponbHbie 3aganus no teme 6.
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JIOKYMEHTUPOBAHHE B CUCTEME TPYJIOBBIX OTHOIIECHUN

1 BapuaHTt

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 cocrosHMM OyXrajaTepckoro y4yera Ha
CTpOUTENbCTBE 0a3bl OTAbIXa B paiioHe O6ckoro mMopsi». B mpukaze ObuiM yKa3aHbl KOHKPETHBIE CPOKH
JTUKBHUJIAIIUU HENOCTATKOB, OOHapyxeHHBIX B siHBape 2000 r. B moxmamHoO# 3amuicke JOKHO OBITH
OTMEYEHO BBIMOJHEHHE BCEX IYHKTOB IMIpHKa3a, 3a UCKIIOYEHHEM IyHKTOB 00 OpraHu3ainuu
PaBHOMEPHON €XeTHEBHOHN caun pabouuMu HapsAaoB Oyxrantepy. BousiBieno, uro 25 ¢espans 1998 r.
ObLT0 caaHo ToJbKO 35,2% Bcex HapsaaoB. OcranbHble HapsAael caanbl 1 mapTa. [lo rpaduky cpok cmaun
MIOCJIEAHUX HapsIIOB 3a MPOLUIbII Mecsl] YCTAaHOBJIEH MEPBOI0O YMCia Cleayromero Mecsaua. OcraabHble
JaHHBIE YKAKUTE CAMOCTOSITENIBHO.

Bapuanr 2

CocraBbTe JOKJIATHYIO 3alUCKy TJABHOTO OyXrajaTepa IUPEKTOpy 00 wuTorax paboThl IO
HEHTpAJIN3alUN pacuyeToB ¢ pabounmu u ciyxamumu B BLI 3aBoma. LleHTpanu3auus pacyeToB nana
BO3MO>XHOCTh IIEPEBECTHU HA APYTYIO pabOoTy MATh OyXraiTepoB 1IE€XOB, YMEHBIINTh OMIMOKH B pacuyeTax C
pabouuMH M CIyXallUMH, YCHJIUTh KOHTPOJIb 3a pacxojoBaHueM (OHIOB 3apaboTHOM IuiaTel. B
3aKII0YeHHe HEOOXOJMMO TIOCTaBUTh BOMPOC O NPEMHUPOBAHMHM pPaOOTHHKOB Oyxrantepuu u BII,
o0ecreynBaoIUX MEPexo ] Ha LEHTPAIM30BaHHBIN pacueT 3apaboTHOH 1uiatel mo 3aBoay. OcrajabHBIE
JaHHBIE YKAKUTE CAaMOCTOSITENIBHO.

Bapuant 3

[ToAroTOBUTH AOKIAAHYIO 3alMCKy OT UMEHU HavyaJbHUKA YIPaBICHUS KaApOB aJIMUHHUCTPAIINH T.
Tiomenn IlerpoBa CH. Ha uMs pyKOBOAMTENS ammapara NpaBUTENbCTBA TIOMEHCKOW 001acTu
I1.B.Copokuna. B mokmagHoW U310KUTH CBeJeHUST 00 00pa30BaHUU M BO3PACTHOM COCTAaBE paOOTHUKOB
anMuHUCTpanuu r. TromeHu (IQpoBBIE JaHHBIE MPUAYMATh CAMHUM M MOJATOTOBUTH B BHUJE TAOJMIIBI).
[Togymats Ham oopMIIeHHEM BHEITHEH JTOKIJIATHOM 3aMMCKH.

3aganue 4

CocraBuTh TPYAOBOW AOTOBOp MexAy (u3myeckuMm JuioM U 3A0 «Anmas» Mo MoOBOAY IpHema
3TOTO JIMIa Ha paboTy Ha JOJHKHOCTH 3aBEIYIOLIEr0 apXMBOM B apxuB npennpustus mno Il paspsny.
JloroBOp SBJISIETCSI IOTOBOPOM IO OCHOBHOM paboOTe W 3aKJII0YAeTCs Ha ONpeaesieHHbIH cpok. Hawamo
pa6otsl — 20 utomnst 2006 r. C AByXHEIETbHBIM HCTIBITATEIIbHBIM CPOKOM.

3aganue 5

CocTaBUTh TOKYMEHT, HA OCHOBAHUU KOTOPOTO (PU3UYECKOE JIMLO OYyAET MPUHATO Ha paboTy Ha
bupmy «OproH» B IOPUIUYCCKUN OTACN Ha JOJDKHOCTH fopucTta ¢ okiazgoM B 2000 py0. Ha OCHOBaHUU
Tpynosoro gorosopa ot 14.05.06.

3amganue 6

CocraBbTe pe3toMe s MOCTYIUICHUS Ha paboTy.

3amanue 7

CocraBbTe aBTOOMOrpaduio.

KonTposbHbIe 3a1aHus 1O TEME 8.

Howmenknarypa nen. @opmupoBanue gesn. OCHOBBI apXHUBHOTO Jiea

3amanue 1

CocraBbTe HOMEHKIATYPY MPEANPUSITHS, TJI€ UMEIOTCS YEThIPE OTAEINA.

3amanue 2

CocTaBuTh aKkT Ha OJaHKE C YTJIOBBIM PAcIoiIOKEeHUEM peKBU3UTOB. AKT. Jlata. Munekc. Mocksa. O
BCKPBITUH NMOCBUTKH. Y TBepxkaato Pexrop MHcTuTyTa coBpemennoro auzaitna [lerpos M.M. [lara.

OcHoBanue: npuka3 pexropa uHcrutyra Ne 26 or 11.03.03. CocraBieH KoMHCCHEH B COCTaBe:
npeacenarenb KoMuccun — HadaubHUK KaHuensipun O.K. Ky3pmuH; UneHbl KOMHCCHMM — 3aB.
skcnenuimeit O.C. Kontopkuna, ct. nacnekrop J1.K. [TaBnosa. B agpec nuactuTyTta npuobuia mocsuika Ne
101. mpu BCKpBITUM OOHAPYKEHO OTCYTCTBHE KOMIUIEKTyromux K ammapary TP — 452. Komuccus
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IpUIUIA K BBIBOAY: MOTPeOOBaTh MOCBUIKM HEAOCTArOMUX Jeraneid. OcTalbHble PeKBU3HTHI OPOPMHUTE
CaMOCTOSITENIbHO.

3ananue 3

OdopmMuTh aKT TPOBEPKH TEXHUUECKOTO COCTOSIHHS oduca B cOOTBETCTBUH ¢ TpeboBanusmu ['OCT
P 6.30-2003

3amanue 4

OdopMHUTh MPOTOKOJ 3aceJaHus ydpenuTesiell OpraHu3alii B COOTBETCTBHU C TPEeOOBaHUSMHU
I'paxxnanckoro xkonekca Poccuiickoit @eaepanmu u 'OCT P 6.30-2003.

XapakTtepucTuka oueHouHoro cpeacresa OC-3 «J/loxknan»

O601mme cBeeHUs 00 OLIEHOYHOM CpeIcTBe

Jloknan — 3To camocToATeNbHas paboTa CTyIeHTa MM TPYIIBI CTYIEHTOB, KOTOpas MOCBSIIEHA
0osee riyOOKOMY M3YYEHHIO TE€X BOINPOCOB TEMbl, KOTOPbIE HE BOILIM B MEPEYEHb BOMPOCOB IS
IIOATOTOBKH K 3aHATHIO. Hwuxe MMPUBOJUTCA HpI/IMepHBII\/'I NEepCUCHb TEM JJIs1 TOKJIAOOB. CTy,Z[GHT MOKET
cam BbIOpATh JI00YI0 TEMY U MOJATOTOBUTH JOKJIA/1, BKIIIOUasi BOMPOCH K CEMUHApPY.

Lenbi0 MOATOTOBKM JOKJIAIO0B SBISETCS (POPMHPOBAHME HABBIKOB CAMOCTOSATENBHON palOTHI.
CryaeHT win Tpynmna cTyaeHTOB (OT 2 W 0ojee) WM3ydaroT JOMOJHUTEIBHYIO JIUTEPaTypy, HaXOOSAT
CTaTbH, KHUT'U, MaTCPUAJIbL KOH(prGHI_II/Iﬁ u T.A4., 3aTEM OG’bGI[I/IHHIOT MOJIYYCHHBIC CBCACHU B NOKJIA/
00BeMOM OT 2 110 5 nuctoB. O0A3aTeNbHBIM YCIOBUEM SIBISICTCS BHICTYIIJIEHUE C JOKJIAIOM Ha 3aHATHUSX,
C TMOCJEIYIOIINM 00CYKICHHUEM.

Joxnan pomkeH ObITh oopMiIeH onpeneaEHHbBIM 00pa3oM: TUTYJIbHBIN JTUCT, TeKCT Times New
Roman, mpudt 12, uarepnsan 1,5.

ITapamMeTpbl O1IeHOYHOTO CPEACTBA

Onenka YpoBeHb NOATOTOBJICHHOCTH, XAPAKTEPHU3yeMblii OLICHKOI

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

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

OueHb XOpOoIIo 3aaHKe BBIOIHCHO B MOJHOM 00beMe (BCE OCTABICHHBIC 3a/Ia4d PEIICHBI), OTBET JIOTUYCH U
000CHOBaH, 00YUJaIOIIUHCS OTBEYAET YETKO H MTOCIIE0BATEIHHO, TTOKA3bIBACT IIYOOKOE 3HAHUE
MaTepHuaia, JOMYIICHO He 0oJiee 2 HETOYHOCTEH HEIPUHIMITHAILHOTO XapaKTepa

Xoporo 3amaHne BBITOTHEHO B ITOJTHOM 00beMe (Bce OCTABICHHBIC 3a/1a9l PEIICHBI), OTBET JIOTUYCH U
000CHOBaH, TOMYIIEHB HETOYHOCTH HEMTPUHIINIIHAIHHOTO XapaKTepa, HO 00yJIatonTiics
MIOKA3BIBACT CHCTEMY 3HAHHUH 10 TeME CBOMMH OTBETAMH Ha ITOCTABJICHHBIE BOTIPOCHI

Y 10BIETBOPUTETHHO 3amaHue BBHIMTOJIHEHO HE B MOJTHOM o0beMe (pemreHo 6osiee S0% mocTaBiIeHHBIX 3a/1a4), HO
00yJarOIIUICS TOMyCKAaeT OMIMOKH, HAPYIIECHA ITOCIEA0BATEILHOCTh OTBETA, HO B LIEJIOM
PAaCKpBIBACT COJICPKAHUEC OCHOBHOTO MaTepHasia

HeynosnerBoputenbHo | 3ajaHue BHIOIHEHO HE B MOJHOM o0beMe (perreHo MeHee S0% MmocTaBICHHBIX 3a/1a4),
00yJaroIuics TaeT HEBEPHYIO HHPOPMAIIKIO IIPU OTBETE HA MMOCTABJICHHBIC 3a7a4H, JOMYCKAeT
rpyObie OMMOKK NPU TOJIKOBAHUH MaTepHualia, JEMOHCTPHPYET HE3HAHUE OCHOBHBIX TECPMUHOB U
MOHSTHH.

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

IIpumepHBIe TeMBI A5 JOKJIAA0B 110 JMCHHILIMHE «/le10npon3BoacTBO»
1. IToaroroBka mpoekTa NprKa3a o OCHOBHOM JIEATeIbHOCTH. BHUIbI IpUKa30B.
2. IloaroroBka mpoekra KoMMep4ecKkoro (aenoBoro) nucbMma. CTpykrypa nucbMa. TpeOGoBaHHs K
nH(pOpMalNH, COAEPKAILEHCS B TUChME.
3. PabGota B opranax rocyapCTBEHHOM BJIacTU C 0OpaIleHUsIMU TPaKIaH.
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4. Bugel ucem. IluceMo-mipock0a; MUCbMO — HAalOMHHAHHE; COMPOBOIUTENIBHOE (JOTOBOPHOE)
MMCHbMO; TapaHTUHHOE NMHUCHhMO; IPETEH3NOHHOE MUCHMO; TUIIOMATHYECKOE MHUCHMO.

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

6. HopMaTuBHbIe U OpraHU3allMOHHBIE OCHOBBI JAEIONPON3BOCTBA.

7. JoKyMeHTO00O0pOT.

8. JloKkyMeHTBI 111 BHYTPEHHETO MOJIb30BAHUS.

9. IOKYMEHTBI [Tl BHELITHETO TIOJb30BaHUSI.

10. CnyxeOnas pgokymeHtanus. CoOIMyTCTBYIONME OOCTOSTENBCTBA: KOMMEpYECKas TaiHa,
TUMUYHBIE OLTHOKH.

11. Meroauka ¢popMupoBaHus Aell, Iepeadn X B apXUB, UCIIOJIb30BAHUS ApXUBHBIX MaTepUasoB.

12. TunnuHbie OMUOKY B S3BIKE U CTHIIC JOKYMEHTOB.

13. MeTtoanka peqakTUpOBaHUS TEKCTOB JOKYMEHTOB.

6.5. MeTonnueckue MaTepuaJbl, onpeae/somue Npoueaypbl OLeHHBAHUSA

C nenbio onpeneneHus: ypoBHs OBJIAJACHHUSI KOMIETEHIMSIMHY, 3aKPEIUIEHHBIMU 33 IUCLUIUIMHOM, B
3aJlaHHBIC TIPENOAABATEIEM CPOKM IPOBOJUTCS TEKYIUMHA M IPOMEKYTOYHBIM KOHTPOJb 3HAHWM,
YMEHUH M HABBIKOB Ka)x10ro oOywatomierocs. Bce BHIBI TEKYIIETO0 KOHTPOJS OCYIIECTBISIOTCS Ha
3aHATHAX CEMHUHAPCKOr0 THIIA, NMPAKTUYECKUX 3aHATHAX. VICKIIIOUEHHE COCTaBIsET YCTHBIM OIpOC,
KOTOPBIM MOKET NMPOBOJUTHCS B HAyaje MM KOHLE JIEKUMOHHOIO 3aHATHS B TeueHue 15-20 MuH. ¢
LENbI0 3aKPEIUICHNS 3HAHUH TEPMHUHOJIOTHH 10 TUCLUIUIAHE.

[Iponenypa oreHMBaHUsI KOMIIETEHIMI 00y4YaroMUXCsi OCHOBaHA Ha CIEAYIOMIUX MPUHLIUIAX:

1. IlepuoaAnYHOCTH MPOBEICHUS OIICHKH.

2. MHoOroctyneH4arocTb: OLEHKa (Kak IpernojaBaTesieM, TaK M CTyJE€HTaMu TpyIIbl) U
CaMOOLIEHKa 00y4JaroIerocs, 00CyKaeHne pe3yJbTaTOB U KOMIUIEKC MEp MO YCTPAHEHUIO HEJOCTAaTKOB.

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

4. CoOnroseHue MOCIEIOBATEIBHOCTH TPOBEJICHHUS OLEHKU: IMPEIyCMOTPEHO, YTO pa3BUTHE
KOMITIETEHIIMM UJET IO BO3PACTaHUIO UX YPOBHEH CIOKHOCTH, a OLICHOYHBIE CPEICTBA HA KAXIOM JTalle
YUHTBHIBAIOT 3TO Bo3pacTaHue. Ha mepBom 3Tane M3ydyeHHs OUCLUIUIMHBI HJET HAKOIJICHUE 3HAHWH
o0yyJaroImuxcs, Ha MPOBEPKY KOTOPHIX HAINPABJICHBI TAaKWE OLCHOYHBIE CPEACTBA KaK IOJIrOTOBKA
JOKJIaI0B, JMCKYCCHM, YCTHBIH ONpPOC, KOJUIOKBUYM. 3aTeM IPOBOJMTCS KOHTpOJIbHas pabora,
MO3BOJISAIOINAA OLEHUTh HE TOJIBKO 3HAHMS, HO M YMEHHUs CTYyACHTOB IO MX nIpuMeHeHuro. Ha
CIIEYIOIEM 3Talle U3y4EHUs AMCLUIUIMHBI JI€JaeTCAd aKLEHT Ha KOMIIOHEHTaX «yMETb» U «BIAJETb»
IIOCPEACTBOM BBIIIOJIHEHHS THIIOBBIX 3aJaHUN C BO3pPACTAlONIMM YPOBHEM CIIOKHOCTH. 3aTeM
IIPEyCMaTpUBAIOTCA YCTHBIE ONPOCHI C IMPAKTUKOOPHUEHTUPOBAHHBIMU BONpOcaMH M 3aiaHusMu. Ha
3aKJIIOYATEIBHOM IIPAKTUYECKOM 3aHATUU IIPOBOAUTCS TECTUPOBAHUE 110 TUCHUIUIMHE.

OcHoBHOE TpeOOBaHNE K OPraHU3AlUN CUCTEMBI OIICHUBAHUS U CTPYKTYPHI OLIEHOYHBIX CPE/ICTB B
OTHOLICHUM KOMIIETEHIMH KaK IpeAMeTa KOHTPOJIA pe3yibTaTOB OOy4eHUss — 3TO TpeboBaHUE
U3MEPUMOCTH.

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

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

- (opMHUpOBaHME M pa3BUTHE KOMIIETEHLUI Yepe3 yCBOEHHE COJepKaHHsS 00pa3oBaTEIbHBIX
nporpaMM, camMoi 00pa3oBaTeNbHOM Ccpeloil By3a M HCIOJIB3YeMBIMH 00pa3oBaTeIbHBIMHU
TEXHOJIOTUSIMU;

- HEOOXOAMMOCTh OICHMBAHUS KOMIIETCHIMH B KBa3HUPEAIbHOW JAEATENBHOCTH TNPH YCIOBUU
MaKCUMAaJIbHOTO IPUOJIMKEHUS K CUTyalluu Oyayllel NpakTHKY;

- WCIIOJIb30BAaHME WHIMBUAYAIBHBIX W TPYNIOBBIX OIEHOK, B3aMMOOLIEHKH (pELEH3UPOBaHUS
CTyIGHTaMH paboT JpyT Apyra, B3aMMHOE ONIIOHUPOBAHUE CTYACHTAMH MPOEKTOB, UCCIIEI0BATEIBCKUX
paboT, SKCTIEpTHBIE OLICHKH I'PYIIIaMH U3 CTYJEHTOB, IpernoaaBareneii, pabotoaarene u ip.);
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- dHaJInu3 ,Z[OCTI/I)KGHI/Iﬁ 0 UTOraM OLUCHUBAHUS C BBIABJICHHUCM IOJIOKUTCIIBHBIX U OTPULIATCIIBHBIX
WH/IMBUYATBHBIX ¥ TPYIIIOBBIX PE3yJIbTaTOB M HANIPABICHUN PAa3BUTHSI.

[IpomesxyTouHas arTecTanys Mo JUCUUIUIMHE IPOBOAUTCS B (pOopMe 3adera.

Y CIIOBUSIMH OIICHUBaHUS PE3yIbTATOB OCBOCHUS IUCIUTLTUHBI SIBJISTFOTCS:

- BAIUTHOCTH (OOBEKTHI OIIEHKH JTOJKHBI COOTBETCTBOBATH MOCTABJICHHBIM IIEIISIM O0yUeHUs);

- TIOJTHOTA M aJICKBaTHOCTh OTOOpakeHUsI TpeboBaHui oOpaszoBarenbHoro crangapta u OITOIT;

- HaJIGKHOCTh (MCIOJIb30BAHNE €AUHOOOPA3HBIX CTAHJAPTOB U KPUTEPHUEB OLICHUBAHMUS);

- CIIPaBEUTMBOCTD (pa3HbIC CTYACHTHI JOJKHBI UMETh PaBHBIC BOZMOKHOCTH JIOOUTHCS yCIIexa);

- 3¢(eKTUBHOCTH (HE OTHUMATh MHOT'O BPEMEHH Y CTYJICHTOB U NperoaaBaTeeil);

- obecrieueHme pemeHHs OIICHOYHOM 3a1auu.

7. YueOHO-MeTOoAuYeCKOe U MH(OPMAIIMOHHOE o0ecTieYeHre JUCHMIITTHHBI

a) OcHoBHas JIUTEpaTypa:

1. AcamueB A.M. OcHOBBI Jenonpou3BoACTBa: yuebd. mocodbue / A.M. Acamues, I.1. MupoHoBa,
E.A. Kocapesa, I'.I'. BykoBuu. — 2-e u3., ucnp. u gomn. — M.: UHOPA-M, 2019. — 146 c. [{octymHo B
OBbC «3Hannym», pexxum gocryna: http://znanium.com/catalog/product/989597

2. beikoBa T.A. JloKyMEHTalIMOHHOE OOECIECYCHUE YIPABICHHUS (ACIONMPOU3BOACTBO): yueo.
nocobue / T.A. brikoa, T.B. Ky3uernona, JI.B. Cankuna; nox oom. pen. T.B. Ky3unenosoii. — 2-e usn.,
nepepad. u gon. — M.: UHOPA-M, 2019. — 304 c. + Jlon. matepuansl [DIeKTpOHHBIN pecypc; Pexum
nocryna  http://www.znanium.com].  JloctynHo B  OBC  «3HaHMyM», pPEXHUM  JOCTyIa:
http://znanium.com/catalog/product/1016098

3. KonduaennuansHoe 1ei1onpous3BoacTBo: yued. mocodue / T.A. I'yryeBa. — 2-e u3., nepepad. u
non. — M.: MHOPA-M, 2017. — 199 c. HoctynHo B OBC «3HaHUymM», pEXKHUM OCTYIA:
http://znanium.com/catalog/product/766722

0) /lomoJiHUTe IbHAA JIUTEpaTypa:

1. KupcanoBa M.B. CoBpeMeHHOe Ieiompou3BocTBO: YueOHoe mocobue / M.B. Kupcanosna;
Poccuiickas Axagemus roc. ciayxO0sl npu IIpesunente PO (PAI'C). - 4-e u3n. - M.: HUL| UHOPA-M,
2014. - 312 C. (moctymHo B 9bC «3HaHUYM», pexXUM JOCTyTIA:
http://znanium.com/catalog.php?bookinfo=395921

2. Kysnenos, U. H. [lenonpoun3BoactBo [DneKTpoHHBIN pecypce]: YueOHo-cnpaBodHoe mocoodue / U.
H. Ky3nenos. - 6-¢ u3z., nepepab. u gomn. - M.: M3narenscko-Toprosasi kKopropamus «JlamkoB u K,
2013. - 520 C. (mocTymHo B 9bC «3HAaHUYM>», pexXUM JOCTyma:
http://znanium.com/catalog.php?bookinfo=414939

3. Tokapesa B.M. JlemonmpousBoactBo B YHC: Vue6noe mocodue / TokapeBa B.U. - Pszans:
Axagemuss ®CHUH Poccun, 2014. - 85 c. (moctrynmHo B OBC «3Hanmym», pexuUM JTOCTyIa:
http://znanium.com/catalog.php?bookinfo=777488

B) [IporpammHoe o6ecnieuenne u UHTepHeT-pecypcehi:

CnpaBouHas npaBoBas cucteMa «['apanT»: http://www.garant.ru/

CnpaBounas npaBoBas cucrema «Koncynbrant [lmtoc»: http://www.consultant.ru/
DneKTpoHHO-O0ubamoTeuHas cucrema «KoHCynbTaHT cTyaeHTax»: http://www.studentlibrary.ru/
DNEKTPOHHO-OMOIMOTEeYHAs CHCTeMa «3HAaHUYM»: http://znanium.com/
DneKTpoHHO-O0ubIMoTeuHas cucrema «Jlanb»: https://e.lanbook.com/

KOpuanyeckas cnpaBouHo-uHpopMaMoHHas cuctema: http://usis.narod.ru/
Nudopmanmonno-npaBoBas cuctema «Komekc»: http://www.kodeks.ru/

OdunmansHbIN HHTEPHET-MOPTAN MPaBOBOM HH(pOpMaruu: http:// www.pravo.gov.ru
OmneparnmonHas cucrtema Microsoft Windows

L OTAN R WD =
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10. INaker npuxnagHeix nporpamm Microsoft Office

AKTyanpbHOCTh U pabOTOCIIOCOOHOCTH Bcex 0003HAYeHHBIX B pazzaene «[Iporpammuoe obecrieueHme
u HTEepHET-pecypchl» MHTEPHET-CCHUTOK MpoBepeHa 25.04.2019 roxa.

8. MaTrepuajibHO-TeXHUYECKOE oDecnedeHne JUCHUMINHBI (MOTyJIs1)

Peanu3arnus mporpaMMeI IpearoiaracT Hajau4aue:

- ayTUTOPHM JIJIs JTICKIIMOHHBIX U MIPAKTUYECKUX 3aHATHI C HEOOXOIUMBIM 000pYyI0BaHUEM;

- KOMIBIOTEPHOTO KJIacca, WMEIOMIET0 KOMITBIOTEPhl, OOBEIUHEHHBIE CEThIO C BBIXOJIOM B
HNuTtepner;

- JULEH3UOHHOrO (omepaunoHHass cucremMa Microsoft Windows, makeT NpUKIAIHBIX MPOTrpPaMM
Microsoft Office) u cBOO0THO pacIPOCTPaAHIEMOTO POTPAMMHOTO O0ECTICUCHUSI.

B xone mpoBeneHus 3aHATHNA PEKOMEHAYETCSl MCIOJIb30BaTh KOMITBIOTEPHBIC WILTIOCTPAIMU IS
MOAJICPKKH PA3INYHBIX BHJIOB 3aHSATHH, MOATOTOBJICHHBIE ¢ Hcmosib3oBaHueM Microsoft Office wnmm
JIPYTUX CPEICTB BU3yAIU3AlMH MaTepHana.

JlocTyTl K 2JIEKTPOHHBIM HH(POPMAIIMOHHBIM PeCypcaM OCYIIECTBIIAECTCS B KOMITBIOTEPHOM KJlacce 1
o6ubnuoreke punmana.

CHeIII/IaJIbH])Ie YciaoBudA OpraHu3anuun oﬁyqemm Mo AUCHUIIJINHE AJId HHBAJINI0B U JHUII €
OrpaHH4Y¢HHBIMH BO3MOKHOCTAMMU 310POBbA

Opranuzanus oO0y4eHHs MO JUCIHUILUIMHE WHBAIMIOB U JIMIl C OTPAHUYEHHBIMH BO3MO>KHOCTSIMH
3I0pPOBbsI OCYIIECTBISIETCSI C y4ETOM OCOOCHHOCTEH MCHUXO(DH3UIECKOTO pPa3BUTHS, WHIUBUAYATHHBIX
BO3MOXXHOCTEHI M COCTOSIHHS 3/I0pOBbS MpPHU HAJIMYMK TaKuX OOYyYaromMXCs IyTeM CO3JaHUs
CIELUANBHBIX YCIOBUH I MOTy4yeHus 00pa3oBaHusl.

[Tpodeccopcko-npenogaBaTeIbCKUi  COCTaB  3HAKOMHUTCS €  IICHUXOJOr0-()HU3HO0I0THYECKUMHU
OCOGGHHOCTHMI/I 06yqa101u1/1xc;1 WHBAJIMAOB W JiKUL C OTpaHUYCHHLIMHU BO3MOXHOCTAMHU 310POBb,
MHIUBUAYAIBHBIMHU IpOrpaMMaMi peadHInTallui MHBAIUJOB (ITPH HAJIUYUN).

B coorBercTBUM ¢ MeTOOMYECKMMH PEKOMEHIALMSAMHU [0 OpPraHM3alUU 00pa3oBaTEIbHOTO
mpouecca uis OOydyeHUss HHBAIUAOB M JIMIl C OrPAaHMYEHHBIMU BO3MOKHOCTSIMH 3[0POBBSl B
06pa30BaTeJII:HBIX OopraHu3anuviax BbICIICTO 06paBOBaHI/I$I, B TOM 4YHCJIC OCHAILICHHOCTHU 06pa303aTeJ11>H0r0
nporiecca, yrB. MunoopHayku P® 08.04.2014 AK-44/058H npu U3y4eHUN TUCHUTLIAHBI TTPEANOIaraeTcs
HUCITIOJIB30BaHUC COUAJIbHO-aKTUBHBIX u pe(bJICKCI/IBHBIX METOA0B 06yquH${, TEeXHOJIOTUH
COLIMOKYJIBTYPHON peadMiIuTallud C LEeJbl0 OKa3aHWs IOMOIIM B YCTAHOBJIEHUU IOJIHOIICHHBIX
MEXKJIMYHOCTHBIX OTHOIICHUHN ¢ APYruMH CTYACHTaMH, CO3JaHUU KOM(i)OpTHOFO IICUXOJIOTHYCCKOI'O
KJIMMaTa B CTY/I€HYECKOI rpymie.

[Ipu oCBOEHUM NUCIMIUIMHBI HCIOJB3YIOTCS pa3iHMYHBIE COYETAHUS BUAOB y4eOHOH paboThI C
MeToJlaMu U (popMaMM aKTHUBU3ALMU IMO3HABATEIbHON NEATEIBHOCTH OOYYArOMIMXCs ISl JOCTHXKEHUS
3alUTAaHUPOBAHHBIX PE3YyNbTAaTOB OOy4deHHs M (opMUpoBaHMA KomreTeHUHH. Dopma mHpoBeneHUs
MIPOMEXYTOUHOM aTTecTaluy A 00y4JaroUIMXcsa-UHBAIUIOB U JIUI C OTPAaHUYCHHBIMU BO3MOKHOCTSIMHU
3/I0pOBbsSI YCTAHABJIMBAETCS C YYETOM HWHAMBUIYAJIbHBIX McHXO(u3nonornyeckux ocodOeHHocTten. Ilo
JUYHOM MpockOe o0yuaromerocs ¢ OrpaHUYCHHBIMU BO3MOXKHOCTSIMU 3JI0pOBBSI, U3JI0)KEHHOH B (popme
MHUCbMCHHOTO 3a4BJICHHUS, 10 JUCHUIIIIMHE TPCAYCMAaTPUBAIOTCA:

- 3aMeHa YCTHOI'O OTBETa Ha MMChbMEHHBINA OTBET IPH cJaue 3a4eTa WK IK3aMeHa;

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

- TNpU TOJABEACHUM pPE3yJbTaTOB MPOMEXKYTOYHOM aTTECTallUd CTYJEHTOB BBICTABISIETCS
MaKCHUMAaJIbHOE€ KOJINYECTBO 6aJIJ'IOB 3a MOCCIAaCMOCTb ayAUTOPHBIX 3aHSTUN.
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[Iporpamma coctaBieHa B cootBeTcTBUU ¢ TpeboBaHusiMu OPI'OC BO mno nampasnenuto 40.03.01
Opucnpynenuus.

ABTOp(BI): cT. Ipenoaasarens Poaguonosa HO.B.

Penenzenrt:

[Iporpamma ogo0OpeHa Ha 3acejaHun 00beAMHEHHOM MeToauueckor komuccuu MOO u gunmmanos
yHuBepcurera, npotokona Ne 13 ot 29.04. 2019 rona.
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