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1. Heau u 321241 JUCHUNJIMHBI (MOAYJIs1)

[lenpro M3ydeHUs TUCHMIUIUHBI «JlOKyMEeHTaIMOHHOE o0OecrieueHrne M JeIOMPOU3BOJICTBO B
rOCYJapCTBCHHOM M MYHHUIMIAIBLHOM  YOpaBiICHUM» (fJajiee — JUCIHUIUIAHA) — SBIISICTCS
dbopmupoBaHre 'y OOyYarONIMXCS CHUCTEMHBIX 3HAaHHUH W TPEICTaBlIeHWH 00 OCHOBax
JOKYMEHTAI[MOHHOTO O00eCleYeHuss B TOCYAAPCTBEHHOM ¥ MYHHUIUIATHHOM YIPABICHUU, O
HOPMaTHUBHO-METOIMYECKON Oa3e AeI0NpPON3BO/ICTBA U JOKYMEHTOBEIUECKOM TEPMUHOJIOTHH.

3amayu ITUCHHUILIMHEL.

— PpAacKpbITHE TEOPETUYECKUX, METOJOJIOTMYECKUX M TPAKTUYECKUX OCHOB pPabOTHI ¢
JOKYMEHTaMU M POJI JOKYMEHTA U JOKYMEHTHUPOBAHHOW HH(OpMAIHK B IPAKTUKE YIIPABJICHHUS,

— M3YYCHHE ITANOB PA3BUTHA JOKyMEHTa KaK HOCHUTENS MH(POPMAIIMH, 3aKOHOJATEIbHBIX H
HOPMaTUBHO-METOJIMYECKUX JOKYMEHTOB, PErJIAMEHTUPYIOLIUX JIONPOU3BOICTBO OPraHU3aIiu;

— 3HAKOMCTBO C MPAaBWJIAMH COCTaBJICHUS U 0(OPMIICHHSI YITPaBICHYECKUX JJOKYMEHTOB;

— H3ydeHHe paboThl CHYKObl JOKYMEHTAIMOHHOTO OOECIeUeHUs YIpaBICHUs, MOPSIAKA
paboTHI C INYHBIMU U CITY)KCOHBIMU JJOKYMEHTaMU;

— (¢opMUPOBaHNE HABBIKOB COCTABJICHHS U O()OPMIICHHUSI OCHOBHBIX JOKYMEHTOB YITPABJICHUS;

— 3HAKOMCTBO C COBPEMCHHBIMH TEXHOJOTHUSMHU M OCHOBAMH OPraHU3allUH DJICKTPOHHOTO
JOKYMEHTO00O0pOTa Ha MPEAIPUITHH;

— U3y4YeHHUE MOpsAKa TeKYIIero XpaHeHHUsI TOKYMEHTOB U OBJIaJICHUE METOAUKON 00paboTKu
JIeJT JIJIS1 TTOCJIETYIOIIETO XPAHCHHUSI.

2. Mecto qucuuminnsl (MmoayJs) B ctpykrype OINIOII

JlucuurmiMHa  OTHOCHTCS K JAMCHUIUIMHAM — 4YacTH, (QOpMHUPYEeMOW  y4aCTHUKaMH
oOpa3zoBaTenbHBIX OTHOIICHWH Onoka bl. /lucuurmimebl (MOmynu) yd4eOHOTO IUIaHA 1O OCHOBHOM
npodeccuoHaIbHOM 00pa30BaTesIbHOM MporpaMme BbIcuIero oOpa3zoBaHus ['ocynapcTBeHHOE U
MYHHMIMIIAJIBHOE yIpaBieHUEe 1o HanpasieHuto mnoAarotosku 38.03.04 ['ocynapctBeHHOE U
MYHHUIMIIAIBHOE YIIPABJICHUE.

3HaHUSI, YMEHUS, HAaBbIKU U KOMIIETEHLIMH, MOJyYEHHbIE O0YYarOIIMMMCS IPU H3y4YEeHUU
JAHHOW JUCLUIUIMHBI, HAaXONAT IPUMEHEHHE B TBOPYECKOW M HAy4YHO-UCCIIENOBATEIbCKON
JESITeTbHOCTH, TIPU TIOATOTOBKE KYPCOBBIX paOOT M BHIITYCKHON KBaTH(PUKAMOHHOW PabOTHI.

JucuumirHa usyyaercs Ha 2 Kypce B 4 cemectpe, popMa NMPOMEXKYTOYHOM aTTeCTalluy —
3ayer.

3. [lepeuyeHb MUIAHUPYEMBIX Pe3yJIbTATOB 00y4eHHs M0 JMCHUIIHHE (MOAYJII0), COOTHECEHHBIX
¢ INIAHUPYEMBIMH Pe3yJIbTATAMH OCBOCHHS 00pa30BaTeIbHOI MPOrpaMMbl
B pesynbrare ocBoeHHs yuyeOHON TUCIUIUIMHBI OOyYarolUICS JOJDKEH JEMOHCTPUPOBATH
CIIENYIOINE PE3YyIbTaThI:

Ko u HaumMeHnoBaHue

Kareropus Kon u
UH/IMKaTOpa Kox u HanMeHoBaHMe pe3yabpTaTa
KOMIIETEHIIU (dbopMynupoBKa
. JTOCTHKECHHUS 00y4eHus
71 KOMIIETEHIINH
KOMIIETEHIINH
ITK-3 Criocoben [1K-3-U-1. Yuactyer | I[IK-3.1-1.3-1. 3naeT Gpopmbl

BC€CTHU
ACIONPONU3BOACTBO U
I[OKYMCHTOO60pOT B

B o0ecieueHuu
BCIICHUS
JIETIONIPOM3BOICTBA U

OpraHu3aIusIX Mo
peanu3auu §yHKIHA
U TIOJITHOMOY U

BCACHUS NCIIOIIPON3BOACTBA

T1K-3.11-1.3-2. 3Haer cocras
yIPaBICHUYECKUX JOKYMEHTOB U

opraHax JOKyMEHTOO00pOTa B | 001ue TpeboBanus K 0hopMIICHHIO

rOCYapCTBEHHOM opraHax JTIOKYMEHTOB.

BJIACTH, OpraHax rOCyJIapCTBEHHOMN IIK-3.1-1.V-1. YMmeeT

MECTHOTO BJIACTH, OpraHax (hopMHUpPOBATh JOKYMEHTAIbHBIN

caMOoyTIpaBJICHUS MECTHOTO (hoHT OpraHu3aIuy.
CaMOYIIPaBJICHU, [IK-3.1-1.Y-2. Ymeer

OCYIIECTBIIATH YUET U PETUCTPAIHH
HOPMATUBHBIX MTPABOBBIX aKTOB,
0(OpPMITSATH PEKBU3UTOB
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rOCyJapCTBEHHBIX U JIOKYMEHTOB
MYHHUIATATbHBIX
OpraHoB

B pe3ynbraTe 0OCBOCHUS NUCHUIUIMHBI 00y4YaIOUIHICs TOJIKEH:

3HATh:

— Ccolep)kaHWE HOPMATUBHBIX IMPABOBBIX AaKTOB M  METOAMYECKUX JOKYMEHTOB,
PETTIaMEHTHPYIOIIUX BOTPOCHI CO3/IaHUs JOKYMEHTOB U PabOThI C HUMH,

— TpeOOBaHHUA K COCTABICHUI0O U O(OPMIICHUIO OPraHU3AIOHHO-PACIOPSIUTENHHOM
JIOKYMEHTAIUU;

YMETh:

— HCIIOJIB30BATh MOJyYEHHBIC 3HAHUS B IPAKTUYECKON paboTe Mo CO3JaHMI0 U O()HOPMIICHUIO
CIIy>keOHBIX JJOKYMEHTOB;

— B COOTBETCTBHH C YCTAHOBJICHHBIMU TPEOOBAHUSMHU COCTABIISATH U ODOPMIIATH Pa3HbIC BUIBI
JIOKYMEHTOB CHUCTEMbI OpPraHU3alMOHHO-PACIIOPAIUTEIBHON TOKYMEHTALIUN;

— BECTH JICJIOBYIO MEPEIUCKY, NEIOMPOU3BOJICTBO B OpraHax M OPraHU3alusiX;

BJIQJIETh:

— COBPEMEHHBIMH TEXHOJIOTUSMU TOKYMEHTAIIMOHHOTO 00ECIICUEHUs YIIPABIICHHUS;

— HaBBIKAMH COCTABJICHUS U OPOPMIICHUS TOKYMEHTOB.

4. O0beM QUCHUIIMHBI (MOAYJISA) M BUIbI y4eOHOH padoThl (pa3aensiercs no popmam
00yueHus)
OOm1ast TpyJ0EMKOCTh TUCHHUILTUHBI cocTaBiisieT 3 3aueTHbie enuHuibl (108 vacos). ®opma
MIPOMEXKYTOUHOM aTTecTalluy — 3a4eT.

Ounas ¢popma o0yueHust

Bup y4eOHoii padoThI Bcero CemecTpbl
4acoB 4

AyIMTOpHBIE 3aHATHS (KOHTAKTHas1 paboTa) 34 34
B Tom uncne: - - - -
Jlexumu (JI) 16 16
[Tpaktuueckue 3ansatus (I113) 18 18
Cemunapsl (C)
JlaGoparopusbie paboTsl (JIP)
CamocrosiTeJibHas padora (Bcero)* 74 74
By npomeXyTo4HON aTTecTalluy 3ayem
OO01mmas Tpy10eMKOCTb: Jachl 108 108

3a4€THBIE €IMHUIBI 3 3

OuHo-3a04Has popma 00yueHHs
Bup y4eOHoii padoThI Bcero CemecTpsl
4acoB 4

AyIuTOpHBIE 3aHATHS (KOHTAKTHas1 padoTa) 16 16
B ToM gnce: - - - -
Jlexrum (J1) 8 8
[Ipaktuueckue 3ausarus (I113) 8 8
Cemunapsl (C)
JlaGoparopusbie paboTs! (JIP)
CamocrosiTesibHas padora (Bcero)* 92 92
By npomeXyTo4HON aTTecTaluy 3ayem
OO61mast Tpy10€MKOCTb: 4achl 108 108

3a4€THBIC €MHUIBI 3 3
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* s oOydalomuxcss TO0 WHAWBHAYalbHOMY YyYeOHOMY IUTaHYy KOJHYECTBO YacOB KOHTAKTHOW W
CAMOCTOSITENBHO PAGOTH yCTAHABIMBACTCS HHIMBH/IYaTbHEIM YUCOHBIM [IAHOM .

JlucuuiiimHa —peanu3yeTcsl TOCPEACTBOM  TMPOBEACHUs YYeOHBIX 3aHATHH  (BKIIOYAs
MPOBEACHUE TEKYIIETO KOHTPOJIS YCIEBAEMOCTH M MPOMEXKYTOYHOW aTTecTanuu oOydaromuxcs). B
COOTBETCTBHUH C pabodeil MporpaMMoi U TEeMaTUYECKUM TUTAHOM M3yUeHUE AUCIHUILTUHBI IPOXOIUT B
(dbopMe KOHTAaKTHOM pPaOOTHI OOyYarONIUXCS C TPENoJaBarejeM M CaMOCTOATEIbHOW paboThl
oOyuatomuxcs. [lpu peanuzanuy AUCIUILIUHBI MPEAYCMOTPEHA ayIUTOpHAsS KOHTAKTHAs padoTa u
BHEAYJUTOPHAs KOHTAKTHas paboTa MOCPEACTBOM SJIEKTPOHHOM WH(OPMAITMOHHO-00pa30BaTEILHOM
cpenpl. YUeOHBIM MpoIecC B ayAUTOPUH OCYIIECTBISACTCS B (OpMe JNEKIUHA U TPAKTHUYECKUX
3aHATUN. B JEKIUAIX pacKpbIBarOTCS OCHOBHBIE TEMBI, KOTOPBIE BXOAT B pabouyto mporpammy. Ha
MPAKTUYECKUX 3aHATUAX Oojee MOAPOOHO U3ydaeTcss NPOTPAMMHBIA MaTepual B IIOCKOCTH
OTpabOTKHU MPAKTHYECKUX YMEHHM U HaBBIKOB U YCBOEHHUS TeM. BHeayuTopHas KOHTakTHast paboTa
BKJIFOYAET B ce0s MPOBEJCHUE TEKYIIETO KOHTPOJISI YCIIEBAEMOCTH B 3JIEKTPOHHON MH(POPMAITMOHHO-
o0OpasoBartesbHOU cpejie.

5. Coepskanue IMCHUILTHHBI (MOTYJIA)
Pazgennbl JMCHUIVIMHBI U TPYA0EMKOCTh 110 BUAAM Y4eOHBIX 3aHATHI
(B akaeMHYeCKHMX 4acax)
Ounasn ¢hopma odyuenusn

Buabl yueoHO#i padoThl, aKageMHYeCKUX YacOB
= KonTakTHasi padoTa ody4yarommuxcs ¢
g npenosaBaTeieM
2
= - o <] )
Pa3neu, Tema = c 5 s S 2
-5 = =) = < w R
o S'g o Z o« QO o =
R~ 52 5 S E & E =
S 2 = E = = E =
= =2 5 F s F ¥ &
g :T | : | E°
-5
= &} =
Tema 1. IIpaBoBble 1 HOPMATHUBHEIE
P p 18 14 4 2 2
OCHOBBI JICJIONPOM3BOJICTBA
Tema 2. CtanmapTu3anus mpoliecca
AGPTH3AIHA PO 18 14 4 2 2
JOKYMEHTHPOBAHUS
Tema 3. Opraau3aiuoHHO-
pacropsiiuTenbHas JOKYMEHTAITHS: 18 12 6 4 2
MOJITOTOBKA ¥ 0OPMIICHHUE
Tema 4. lokyMeHTaIIMOHHOE
JloKyMEHTaIIHC 18 10 8 4 4
o0ecrieyeHue KapoBoi paboTh
Tema 5. Oprauuzais paboTEI ¢
p 1A p 18 12 6 2 4
JIOKYMEHTaMH
Tewma 6. CoBpeMeHHBIE
WHPOPMAITMOHHBIE TEXHOJIOTHU B 18 12 6 2 4
JICTIOTIPOU3BO/ICTBE
KoHnTtpoab, npoMexyToOUHAS
aTTeCTALMS
OO0mMii 00LeM, 4YaCoB 108 74 34 16 - 18
dopMa MPOMEKYTOUHOI aTTecTAMA 3ayer

JUIst 00y4aroUIuXcs 110 WHAMBUIYAIFHOMY Y4€OHOMY IUIaHy — y4eOHOMY IUIaHy, 00eCIeYHBaIoIeMy OCBOCHHUE
COOTBETCTBYIOIIEH 00pa3oBaTeNbHONW MPOrpaMMBI Ha OCHOBE WHIWBHIyaldH3allMd €€ COACP)KAaHHS C YYeToM
ocoOeHHOCTE M 00pa3oBaTEeNbHBIX MOTPEOHOCTEH KOHKPETHOrO OOydaromierocsi (B TOM YHCIE HPH YCKOPEHHOM
o0ydeHuH, /Uit 00yJalonMXcs ¢ OrpaHUYCHHBIMI BO3MOKHOCTSIMH 37I0pPOBbSl M MHBAINJIOB, JUIS JIMILI, 3a9HUCIICHHBIX IS
MIPOAOIDKEHNS O0y4YeHHS B COOTBETCTBHM C HacThio 5 craThm 5 demepanpHoro 3akoHa oT 05.05.2014 Ne84-03 «O6
0COOCHHOCTSIX MPABOBOTO PETYJIMPOBAaHUS OTHOIICHHWH B cdepe oOpa3oBaHMS B CBSI3U C NpHHATHEM B Poccuiickyro
denepanyro Pecriyonmku Kpeim 1 oOpazoBanuem B coctaBe Poccuiickoit denepan HOBBIX CyObekToB — PecyOnuku
Kpeim m toponma denepansHoro 3HaueHuss CeBacTomoisi W O BHeceHMH H3MeHeHu B DenepanbHblii 3akoH «O0
oOpazoBanuu B Poccuiickoit @enepannmy).
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Ouno-3aounasn hopma odyuenusn

Buabl yueOHoi padoThl, aKaJeMHYECKHX YaCOB
= KonTakTHast padoTa o0yyarommxcs ¢
% npenojgaBaTesiemM
5 = o <] )
Pa3ien, Tema 2 c 5 5 S Z
5] 3 =4 = = o =R
2] = a b s B = T =
g ] S = S = ==
S = = = E =
= m g = ¥ o
S 2 3 g7
= O =
Tema 1. I[IpaBoBbIC U HOPMATHUBHbBIE
P P 18 16 2 1 1
OCHOBBI JICJIOTIPON3BOJICTBA
Tema 2. CrarmapTrzanys nporiecca
HAPTHIARIA POt 18 16 2 1 1
JOKYMEHTHPOBAHUS
Tema 3. OpranuzaimoHHoO-
pacropsauTeNbHas TOKYMEHTAIHS: 18 16 2 1 1
MTOATOTOBKA U OYOpMIICHHE
Tema 4. JlokyMeHTalIMOHHOE
Jlokywmerrattie 18 16 2 1 1
o0ecrieyeHue KagpoBoi paboTh
Tema 5. Oprannzanus paboThI ¢
P Hp 18 14 4 2 2
JIOKYMECHTaMH
Tema 6. CoBpeMeHHbIE
HH()OPMAIMOHHBIC TEXHOJIOTHH B 18 14 4 2 2
JICTIOTTPOU3BOJICTBE
KouTtpoab, npoMe:xyTouHast
aTTecTanus
OO0muii 00beM, 4acoB 108 92 16 8 - 8
dopMa NPOMeKYTOYHOM aTTeCTALNHU 3a4er

ConepkaHue TUCIUILUIMHBI, CTPYKTYPHPOBaHHOE 110 pa3jiesnaM (TeMam)

HanmeHnoBanue pasnenon
(Tem) MUCIUTUTAHBI

Coneprxanue paznena (Tem)

Tema 1. [IpaBoBbIC U
HOPMaTHUBHBIE OCHOBBI
JeNIOTIPOU3BO/ICTBA

OcHOBHBIE NOHATHS AeNONponu3BoACcTBa. DyHKIIMM TOKYMEHTA.
Knaccudukanus nokymentoB. Cucrema TOKyMEHTAIIMH HA
rocynapcTBeHHOH ciyx0e. HopmaTHBHO-TIpaBOBOE U METOAMYECKOE
o0ecrnieuyeHre AeJ0NpOr3BOICTBRA.

Tema 2. CranpapTuzauus
rporiecca JOKyMEHTHPOBAHUS

CocTaB pekBU3UTOB TIOKyMEHTOB. TpeboBaHUs K 0hOpMIIEHUIO
PEKBU3UTOB JOKYMEHTOB. TpeboBaHus K OJaHKaM JOKYMEHTOB.

Tema 3. OpranuzaliuoOHHO-

OpFaHI/ISaHI/IOHHafl JOKYMCHTAI M. PaCHOpflI[I/ITeJ'IBHaﬂ JOKYMCHTAI M.

pacIOpAHTENbHAA CripaBo4HO-HH(OpPMAIIMOHHAS U CIIPAaBOYHO-aHATUTUYECKas]
AOKYMCHTAlHWA: MOATOTOBKA N JIOKyMEHTAITHSI.
odopmiieHne

Tema 4. JIokyMeHTAIIMOHHOE
obecriedeHue KaapoBoi
paboThI

CrtpykTypa u colepkaHue KaJpoBoil JOKyMEHTALNH.
OpFaHI/ISaHI/IOHHO-KaI[I)OBBIG JOKYMCHTEIL. OpFaHI/ISaIII/IOHHO-
pacropsiAUTENbHbIE JOKYMEHTBI. JIOKYMEHTUPOBAHUE TPYIOBBIX
OTHOILIEHUH. JIOKyMEHTAlIMOHHOE COMPOBOXKACHHUE MMPOLEAYD
KaJIpOBBIX TEXHOJIOTH.

Tema 5. Opranuzanus padoThl
C TIOKYMEHTaMHt

Opranuzanus 10KyMeHTo000poTa. Opranuzanus KOHTPOJIS
UCIIOJHEHUS T0KyMeHTOB. CocTaBIeHuE HOMEHKIIATYPBI JIEI.
[lonroroBka TOKyMEHTOB K Iiepefjaue Ha XpaHeHHe B apxuB. [lepenaua
JJOKYMEHTOB B apXMUB.

Tema 6. CoBpemeHHBIE
nHPOPMAaLMOHHbIE
TEXHOJIOTHH B

HOpMaTI/IBHO-MeTO,I[I/I‘-ICCKOC " IpaBOBOC obOecrnieucHue
CTaHJapTHU3alU U aBTOMAaTU3alluu ACJIOIPOU3BOACTBA. OcHOBHBIE
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AOCIOIPOU3BOJACTBE

MOHATHUA JICKTPOHHOT'O ACJIOMPONU3BOACTBA. CucreMmsl aBTOMaTu3anumn
JIETIONPOU3BOJICTBA. DJICKTPOHHOE TOKYMEHTUPOBAHUE. DJIEKTPOHHBIM
JTIOKYMEHTOO0OPOT.

6. CamocrosiTesibHasi padora cryaenToB (CPC)

6.1 Buabl caMocTOATEIbHOM padoThl 00y4YAIOIIMXCS 110 AU CUHUILIMHE

Nunexc
. KonndecTtBo yacos
WHJIUKaTOpa Buasl camocTOsSTEILHOM
Tema/Pasnen dbopmupyemoit paboThl 0OyJArOIITUXCS 0DO 0300
KOMIIETEHIIMH
Tema 1. [IpaBoBbIe U [ToaroroBka K JEKIIMOHHBIM U
HOpPMAaTHUBHBIE MPAKTUYECKUM 3aHATHUIM T10
OCHOBBI K-3.1-1. BOIIPOCAaM YCTHOTO ONpoca 16 16
JIeJIONPOU3BOJICTBA IloaroroBka goknama
[ToaroroBka K TECTUPOBAHUIO
Brinonnenue 3amanunii
Tema 2. IloaroroBka K JIEKIIMOHHBIM U
Crannaptuzanus MPAKTUYECKUM 3aHATUSIM T10
nporecca K-3.1-1. BOIIPOCAM YCTHOTO Ompoca 16 16
JIOKYMEHTUPOBAHHUS IloaroroBka gokiama
[ToaroToBka K TECTUPOBAHUIO
Brinonnenue 3aganuii
Tema 3. IloaroroBka K JIEKIIMOHHBIM U
Opranu3zanuoHHo- MPAKTUYECKUM 3aHATUSIM T10
pacnopsiuTesbHas K-3.1-1. BOIIPOCAM YCTHOTO Ompoca 16 16
JIOKYMEHTaIUA: IloaroroBka gokiama
MMOATOTOBKA 1 [ToaroToBka K TECTUPOBAHUIO
odopmiieHne BrimonHenue 3aganuii
Tema 4. IloaroroBka K JIEKIIMOHHBIM U
JlokyMeHTanmoHHOE MPAKTUYECKUM 3aHATUSIM T10
o6ecneqeiHI/Ie K-3.1-1. BOIIPOCaM YCTHOTO OIpoca 16 16
KaJIpOBOM pabOThI ITogroroBka nokimana
IToaroroBka K TECTUPOBAHUIO
Brimonaenune 3amanumit
Tema 5. IloaroroBka k JeKIIMOHHBIM U
Opranuzanus MPAKTUYECKUM 3aHATUSIM T10
paboTsI ¢ K-3.1-1. BOIIPOCaM YCTHOTO OIpoca 14 14
JTOKYMEHTaMH IloaroroBka noxiana
IToaroroBka K TECTUPOBAHUIO
Brimonnenune 3amanumit
Tema 6. IloaroroBka k JeKIIMOHHBIM U
CoBpeMeHHbIE MPAKTUYECKUM 3aHATUSIM T10
nH(OpMaLMOHHBIE K-3.1-1. BOIIPOCaM YCTHOTO OIpoca 14 14
TEXHOJIOTUH B TloaroroBka nokiana
JIEJIONIPOU3BOJICTBE IToaroroBka Kk TECTUPOBAHUIO
Brimonnenune 3amanuit

6.2.MeToanyeckne yKa3aHusi 10 OPraHU3alHN CAMOCTOSITEIbHON PadoThI CTYICHTOB

CamocrodarenbHas paboTa CTYAEHTOB — 3TO IPOLIECC AKTHUBHOIO, ILIEJIEHAIIPABICHHOIO
NpUOOpPETeHUs] CTYAEHTOM HOBBIX 3HAHWH, YMEHMH 03 HEeMOCPeACTBEHHOI'O  y4acTHs
MPEno/IaBaTelis, XapaKTePU3YIOIUNUCS MPEIMETHON HAMPaBIEHHOCTHIO, Y(PPEKTUBHBIM KOHTPOJIEM U
OLIEHKOM pe3y/bTaToB JesTeIbHOCTH 00yJaroIerocs.

[enu camocTosTENbHOM pabOTHI:
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— CHCTEMATH3alUs U 3aKpEIUICHUE ITOJYYCHHBIX TEOPETHYECKUX 3HAHMM U IPAKTUYECKUX
YMEHHUH CTYAECHTOB;

— yriayOJieHue U paclIipeHne TEOPETHUECKUX 3HaHU;

— (opMHUpOBaHME YMEHUH HCIOJIb30BaTh HOPMATHBHYIO M CIPAaBOYHYIO JIOKYMEHTALHUIO,
CIELUAJIbHYIO JINTEPATYPY;

— pa3BUTHE IO3HABATENbHBIX CIOCOOHOCTEH, AKTMBHOCTH CTYIEHTOB, OTBETCTBEHHOCTH U
OpraHU30BaHHOCTH;

— (opMHpPOBAHNE CAMOCTOSATEIIBHOCTH MBILUIEHHS], TBOPYECKONH MHUIIMATUBBI, CIIOCOOHOCTEN K
CaMOPAa3BUTHIO, CAMOCOBEPLICHCTBOBAHUIO U CAMOPEAIN3aLlUH;

— Pa3BUTHE UCCIIEN0BATEIILCKMX YMEHUN U aKaJeMUYECKUX HABBIKOB.

CamocrosrenbHas paboTa MOXKET OCYIIECTBIATHCS MHIMBUIYAIbHO WM TPYNIIAMU CTYIEHTOB
B 3aBUCUMOCTH OT LIeJIH, 00beMa, YPOBHSI CII0KHOCTH, KOHKPETHOH TEMaTHKH.

TexHOoNOTHS OpraHU3alMM CaMOCTOSTENLHONW pabOTHl CTYJEHTOB BKIIIOYAET HCIOJIb30BAHUE
MH(GOPMALMOHHBIX U MaTEPUAIbHO-TEXHUYECKUX PECYPCOB 00pa30BaTEIbHOIO YUPEXKICHHSL.

[lepen  BBIMONHEHHEM  OOYYAIOUIMMHUCS  BHEAYTUTOPHOH  CaMOCTOSITENBHOW  pabOThHI
[IPENOJAaBaTeb MOXKET IPOBOJUTh HHCTPYKTaXX II0 BBIIOJHEHHWIO 3aJaHus. B HMHCTpyKTax
BKJIKOYAETCH:

— LIeJIb ¥ COAEPKAHUE 3a/laHuUs;

— CPOKH BBINOJIHEHUS;

— OPUEHTHPOBOYHBIN 00BEM PabOTHI;

— OCHOBHBIE TPEOOBaHUS K pe3yabTaTaM paOdOThl M KPUTEPUH OIICHKH;

— BO3MOJKHbIE€ TUITMYHBIE OIIMOKHU MPHU BHIIOJIHEHUH.

KoHTpons pe3ynpTaToB BHEAyIUTOPHOH CaMOCTOSTEIBHOH pabOThl CTYIEHTOB MOJXET
IIPOXO/IUTH B MUCbMEHHOM, YCTHON WM CMELIaHHOM (opme.

CTyneHTbl JOIDKHBI OJXOAUTh K CAMOCTOSITETIbHON paboTe Kak K HaMBaKHEHUIIEMY CPEICTBY
3aKpeIUICHUs] M Pa3BUTHUS TEOPETUUECKUX 3HAHUM, BbIpAOOTKE €JMHCTBA B3IVISJIOB HA OTJENbHBIC
BOMPOCHI Kypca, MPHOOPETEHUsI ONPEICICHHBIX HABBIKOB W HCIOJIH30BaHUS NPOPECcCCHOHATHHON
JIUTEPATYPHI.

[Tomemienust i CaMOCTOSTENILHOW pabOThIl OOYYaOUIMXCS OCHAIIEHBI KOMIBIOTEPHON
TEXHUKOH C BO3MOXXHOCTBIO MOJKIIOYEHUs K ceTu «MHTepHeT» M obecnedeHueM J0oCTyna B
ANEKTPOHHYIO HH(OPMALIMOHHO-00pa30BaTENIbHYIO CPEy OpraHU3aluH.

ITpu camocTosTENEHON MPOPAabOTKE Kypca 00yUaroIrecs J0JKHBI:

— IpOCMaTpUBaTh OCHOBHBIE ONpE/eNIeHUs U (aKThI;

— MOBTOPUTH 3aKOHCIIEKTUPOBAHHBIM Ha JIEKLIMOHHOM 3aHATHUM MaTepHall U JOIOIHUTH €ro C
Y4E€TOM PEKOMEHIOBAHHOM 110 TaHHOM TEME JINTEPaTyphI;

— U3YYUTb PEKOMEHJOBAaHHYIO JIUTEPATYPY, COCTABIATH TE3UCHI, AaHHOTALUH U KOHCIIEKTHI
HanOosee BaXKHBIX MOMCHTOB;

— CaMOCTOATEIILHO BBINOJIHATH 3aJaHUs, aHAJIOTMYHbIE IIPEJIaracMbIM HA 3aHATUAX;

— UCTOJIb30BaTh JIJIsl CAMOIIPOBEPKU MaTepuaibl (JOH/Ia OLIEHOUYHBIX CPEJICTB;

— BBITNOJIHATH JTOMAIIHUE 3aaHuUs 110 YKa3aHUIO IIPEIogaBaTes.

7. YueOHO-MeTOIMYeCcKOe U HH(POPMALIMOHHOE o0ecnedeHne TUCIUIITUHBI (MOTYJIs1)

a) OCHOBHasl TUTEpaTypa

Kysnenos, 1. H. JlokyMeHTalmoHHOe oOecrieueHue YIpaBieHUs MEPCOHATIOM : YUeOHHUK U
npaktukyM i By3oB / . H. Ky3nenos. — 3-e uzn., nepepad. u mom. — MockBa : M3narenscTBo
HOpaiit, 2024. — 397 c. — (Bricmee obpazoBanue). — ISBN 978-5-534-16692-7. — Texkcr :
anekTpoHHbIi // O6pazoBaTenbHast miardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/536192

Hoponuna, JI. A.  OpraHuzanuss ¥ TEXHOJOTUS JOKYMEHTAI[HOHHOTO OOecreyeHus
yIIpaBJIeHUs : YIeOHHK W TpakTukym uist By3oB / JI. A. Jloponuna, B. C. UputukoBa. — 2-e u3f.,
nepepad. u non. — Mocksa : M3narensctBo IOpaiit, 2024. — 270 c¢. — (Briciiee o6pa3oBanue). —
ISBN 978-5-534-16016-1. — Tekct : anekTponHbIN // OOpa3oBaTenbHas miaTdopma KOpait [caitr].
— URL.: https://urait.ru/bcode/536404

Hlysanosa, H. H. Opranuzanms # TEXHOJOTHS JOKYMEHTAIIMOHHOTO OOecledYeHus
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yIpaBJIeHUs @ Y4eOHUK M mpakTukyMm s By3oB / H. H. IllyBanoBa. — 2-e u3z., mepepad. u gom. —
Mocksa : U3marensctBo IOpaiit, 2021. — 265 c¢. — (Beicmiee o6pazoanue). — ISBN 978-5-534-
12358-6. — Tekcr : snektpoHHbI // OOpazoBarenbHas miaatgopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/469831

Hoponuna, JI. A.  Opranuzaiuss 4 TEXHOJOTHS JIOKYMEHTAllMOHHOTO OOecreueHUs
YIpaBJICHHS : y4eOHUK M TpakTUKyM i By30B / JI. A. Jloponuna, B. C. MputukoBa. — Mockasa :
WznarensctBo FOpaiiT, 2022. — 233 c¢. — (Breicmiee obpazoBanue). — ISBN 978-5-534-04568-0. —
Texcr : oanextponnsli // OOpasoBarenbHas 1utatrdopma  FOpaiit  [cakit]. — URL:
https://urait.ru/bcode/489555

0) nomMoNIHUTENbHAS IUTEPATypa

Kysznenos, U. H. JlokymeHTannonHoe obecrieueHue yrnpaBieHUS MEPCOHATIOM : YUeOHUK U
npaktukym ais By30B / WM. H. Ky3nenos. — 2-e u3n. — Mocksa : U3garensctBo FOpaiit, 2022, — 393
c. — (Beicee oOpaszoBanme). — ISBN 978-5-534-14830-5. — Tekcr : 2ieKTpoHHBIA //
OopasoBarenbHas miatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/489305

[llyBanosa, H. H. OcHOBBI nenonpou3BoicTBa. SI3bIK CIIy’)kK€OHOTO TOKYMEHTA : YYeOHUK U
npaktukyM mius By3oB / H. H. IllyBamoma, A. }O. MBanoBa ; mox oOme# penmakuumeit H. H.
lyBanoBoil. — 2-e u3x., nepepad. u mon. — Mocksa : MznatensctBo HOpaiit, 2022. — 428 c. —
(Beicmiee ob6pazoBanme). — ISBN 978-5-534-10848-4. — Tekcr : anekrponHbid // OOpa3oBarenbHasI
wiatdopma FOpaiir [caiir]. — URL: https://urait.ru/bcode/487706

B) IPOrpaMMHOE 00eCIIeUCHUE

B mpomecce u3yueHHMs AMCHUIUTMHBI HMCHONB3YIOTCS oQucHbI maker MicrosoftOffice
(MicrosoftOffice Word, MicrosoftOffice Excel, MicrosoftOffice PowerPoint) mporpamma s
npocmotpa u ureHus ¢aitnos PDF AdobeAcrobatReader, mporpamma a1t Bocnpou3BeaeHus (idi-
anumanu B Opayszepax AdobeFlashPlayer, Opaysepsr Google Chrome, Opera, AHTHBHpYC
Kacnepckoro m DrWeb, mnporpamMma kommbioTepHOro TectupoBanus 3HaHuii MyTestXPro,
porpamma Jijisi Co3/1aHus dieKTpoHHoro yueonnka SunRavBookOfficeSunRav TestOfficePro.

r) 6assl JaHHBIX, HHPOPMAIMOHHO-CIIPABOYHbIE ¥ TOUCKOBBIE CHCTEMBI:

- Oo0pazoBarenbHas iargopma FOpaiit urait.ru

- HWudopmannonnas cuctema "EnuHOe OKHO IOCTyma K oOpa3oBaTelbHBIM pecypcam’ —
http://window.edu.ru/
CepBep opratoB rocyaapcTBenHoi Biactu Poccuiickoit ®eneparuu — http://www.gov.ru/
BoubIiias momHOTEKCTOBAsE OMOIMOTEKA TPaBOBOM MTeparypsl — https://naukaprava.ru/
http://www.hr-zone.net/ — caiit, mOCBSIICHHBIH BOIIPOCAM YIPABICHHUS IEPCOHATIOM.
http://www.eup.ru/ — 6ubauoTexa ynpaBaeHUECKOW U SKOHOMUYECKOM JTUTEPaTyphI
Bceepoccuiickuit HaydHO-HCCIEI0BATENBCKHI HHCTUTYT JOKYMEHTOBEICHUS H APXHBHOTO
nena (BHUUA) — http://www.vniidad.ru

Bcé o nokymenToobopote - https://www.eos.ru/eos_delopr/

8. MaTepuaibHO-TeXHHYECKOe o0ecneyeHne JTUCHUNINHBI (MOLYJI51)

HNHcTuTyT pacnosiaraeT NOMEIIEHUSIMH, KOTOPBIE MIPEACTABIISIIOT CO00H yUeOHbIEe ayIUTOPHHI
JUIS TIPOBEJEHUST YUeOHBIX 3aHSATUH, MPEIyCMOTPEHHBIX MPOrpaMMoOi OakalaBpHara, OCHAIICHHbBIE
000pyI0OBaHWEM U TEXHUYECKUMHU CPEACTBAMHU OOYICHHUSI.

[TomemeHust AJis CaMOCTOSATENbHONW pabOThl O0YUYaIONMIUXCS OCHAIIEHBl KOMIBIOTEPHON
TEXHUKOW C BO3MOXHOCTBIO TOJKIIOUECHHs K ceth «MHTepHeT» M olecredyeHueM JOCTyma K
ANEKTPOHHOU HH(POPMAIMOHHO-00pa3oBaTenbHoi cpene MHcturyTa.

NHcTuTyT O0EcnedeH HEOOXOAUMBIM  KOMIUIEKTOM  JIMIIEH3HOHHOTO W CBOOOJHO
pacmpoCTpaHseMOro MPOrpaMMHOT0 00eCIIeYeHH s, B TOM YUCJIe OTE€UeCTBEHHOTO MPOU3BOJICTBA.

[Tpu ucnonp30BaHUM B 00pa30BaTEIbHOM MPOIIECCe MEYATHBIX W3/IaHUN ONOIMOTEUHbIN QOoH
YKOMIUIEKTOBAaH TE€YAaTHBIMU HW3JaHUSIMU U3 pacyeta He MeHee 0,25 sk3eMIuisipa Kaxaoro u3s
W3JIaHUH, YKa3aHHBIX B pabodMx MporpamMmax AWUCHUIUIMH (MOAyJei), mporpamMmax MpaKkTHK, Ha
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http://window.edu.ru/

OHOTO OOy4aromerocss W3 4YHWClA JMIL, OJHOBPEMEHHO OCBAaMBAIOIIUX COOTBETCTBYIOUIYIO
IUCHIUTUTAHY (MOYIb), IIPOXOISIINX COOTBETCTBYIOIIYIO TPAKTHKY.

Ob6yuaronmMest odecnieueH A0CTy (yIaIeHHBIA JOCTYI), B TOM YHUCIIE B CIIydae IPUMEHEHUs
AJIEKTPOHHOTO OOYYEHHs, JUCTAHIMOHHBIX OOpPa30BaTENbHBIX TEXHOJOTHH, K COBPEMEHHBIM
npodeccuoHaTbHBIM 0a3aM JaHHBIX U WH(POPMAIMOHHBIM CIIPABOYHBIM CHCTEMaM, COCTaB KOTOPBIX
ompenenseTcs B padouux MporpaMMax IUCHMIUIMH (MOJIyJield) W TOJICKUT OOHOBJICHHIO (TpH
HEOOXOUMOCTH).

OOyuarommecs: 3 yuciaa uWHBaIUMIOB W juil ¢ OB3 obecrnedeHbl medaTHbIMH W (HJIN)
ANEKTPOHHBIMU 00pa30BaTENBLHBIMH pecypcamMu B opMax, aJalTHUPOBAHHBIX K OTPAaHUYCHUSM HX
3II0POBBSIL.

MarepuanbHO-TEXHHUECKOE 00eCTIeYeHHEe AUCITUTUTNHBIL:

KabuHeTr JOKyMEHTAIIMOHHOTO 00ECTICYCHHUS YITPABICHHS
(1St MPOBEICHUS JICKIIUH M MPAKTUYCSCKUX 3aHIATUN, TPYIIIOBBIX U WHIWBUyaTbHBIX KOHCYJIbTAIIHA,
TEKYILET0 KOHTPOJIS, IPOMEXYTOYHON aTTeCTAIlNH )

54 y4eOHBIX MecTa, paboyee MECTO MpenoaBaressi, MyJIbTUMEIUIHHbII TPOEKTOp, HOYTOYK,
WHTCPAKTHBHAS JIOCKa, ydeOHas JI0CKa, JKpaH, HarJAHble y4eOHbIE MOCOOHMS MO TUCIMILIMHE,
TUTAKATHI, AUJAKTHYECKUE CPENICTBA 00YICHUS

Office Professional Plus 2016 Russian OLP NL AcademicEdition (MS Word, MS Excel, MS
Power Point, MS Access), ocHoBanue AKT npenocraBieHus npaB Ne Tr035773 ot 22 wurons 2016
rona, AO «CodrJlaitn Tpeitn»

[Iporpamma KomnbrOTEpHOTrO TecTUpoBaHus 3HaHUN MyTestXPro — akT npemocraBiieHUsS
rpaB Ne IT168538 oT 01.10.2013

Google Chrome — Uurepuer-6paysep. CBoboauoe I10 // 6eccpouno

Opera — UnTtepuer-6paysep. Croboanoe I10 // 6eccpouno

AdobeAcrobatReader DC — INporpamma nipocmoTtpa ¢aitios B popmare PDF Co6oanoe 10
// 6eccpodHO

7-ZIP — apxuBatop. CBoboanoe I10 // Geccpouno

UuranbHbli 3ai
(17151 MpOBEIEHUS CaMOCTOSATENBHON pabOTHI CTY/IEHTOB)

30 y4eOHBIX MecT,

5 HOYTOYKOB C BBIXOJIOM B HUHTEPHET

OfficeProfessionalPlus 2016 Russian OLP NL AcademicEdition (MS Word, MS Excel, MS
PowerPoint, MS Access), ocHoBanue Akt nipepocrtasiienust npaB Ne Tr035773 ot 22 wutons 2016
roga, AO «CodtJlaitn Tpeita»

[Iporpamma kKommnbrOTEpHOTO TecTUpoBaHus 3HaHUNU MyTestXPro — akT npemocTaBiieHUs
mpaB Ne IT168538 or 01.10.2013

GoogleChrome — Uuatepuet-opaysep. CBoboanoe I10 // 6eccpouto

Opera — UnTepHet-6paysep. CBoboaHoe 10 // 6eccpouno

AdobeAcrobatReader DC — IMporpamMma nipocmoTtpa ¢aitios B popmare PDF Co6oanoe 1O
// 6eccpodHO

7-ZIP — apxuBatop. CBoboanoe I10 // 6eccpouno

Kabuner nndopmatuku
(17151 MPOBEICHUS CaMOCTOSITENILHON pabOThI CTY/IEHTOB)

16 yueOHbIX MecT, pabouee MecCTO IpenojaBatrelns, 14 MEepCOHAIBHBIX KOMIIBIOTEPOB C
BBIXOJIOM B WHTCPHET, MAarHUTHO-MapKepHas J0CKa, MYJbTUMEAWHHBIA TPOSKTOp, HOYTOYK,
MIPUHTEP, DKPaH, HATJIAHbIC YIeOHbIC TOCOOUS M0 AUCIUILTUHE, TIAKATHI, TUJAKTHIECKUE CPEICTBa
oOydeHus

WindowsProfessional 7 RussianUpgradeAcademic OPEN, OCHOBaHUE:
MicrosoftOpenLicense Jlumenszust Ne 49155852, aBTOpM3anMOHHBIA HOMEpP JIMIICH3UAHTA
69123958Z27E1310

WindowsProfessional 8.1 RussianUpgrade OLP NL AcademicEdition, Akt mpemgocTaBicHusI
npaB Ne Tr017554 ot 30.03.2015, AO "CodrJIaitn Tpeiin"
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WindowsRemoteDesktopServices CAL 2012 Russian OLP NL AcademicEditionUser CAL,
ocHoBanue Akt npeaocrtapienus npas Ne Tr017554 ot 30.03.2015, AO "CodtJlaita Tperia"

Office Professional Plus 2013 Russian OLP NL AcademicEdition (MS Word, MS Excel, MS
Power Point, MS Access), ocuoBanre Akt mpemocrasiacaus mpaB Ne Tr017554 or 30.03.2015, AO
"Co¢rJlaitaTpein"”

[Iporpamma kKommbrOTEpHOTO TecTUpoBaHus 3HaHMN MyTestXPro — akT npemocTaBiieHUs
mpaB Ne IT168538 ot 01.10.2013.

GoogleChrome — Uurepuer-6paysep. Coboanoe I10 // 6eccpouno

Opera — UuTepuer-6paysep. Croboauoe [10 // 6eccpouno

AdobeAcrobatReader DC — ITporpamMma nipocmotpa ¢aitnos B popmare PDF Co6oanoe I10
// 6eccpovHO

7-ZIP — apxuBarop. Cob6oanoe I10 // 6eccpouno

9. O6pa3zoBare/ibHbIe TEXHOJIOTHHI

Y4eOHBI Mpolecc MpH MPENoJaBaHUM Kypca OCHOBBIBACTCS Ha  HCIOJIb30BAaHUH
TPaJAULIMOHHBIX, WHHOBAIIMOHHBIX W  HH(MOPMAIMOHHBIX  OOpa30BaTENbHBIX  TEXHOJOTHUH.
Tpaguionnsle 00pa3oBaTeNbHbIE TEXHOJOIMM IPEACTABIEHBbl JIEKUUSMU W CEMHUHAPCKUMHU
(mpakTuueckuMu) 3aHATUSMU. MHHOBanMOHHBIE 00pa3oBaTeNbHbIE TEXHOJIOTUU HUCIHOJB3YIOTCS B
BHJI€ IIMPOKOTO TIPUMEHEHUS AaKTUBHBIX W HMHTEPAKTUBHBIX (OPM TIPOBEACHUS 3aHATHUH.
Nudopmanonnsie  oOpa3oBareibHble  TEXHOJOTUU  PEATM3YIOTCS  MyTeM  aKTHBH3AIUU
CaMOCTOSITEIILHOW pabOThI CTYICHTOB B HH(POPMAIIOHHOW 00pa30BaTEIIBHOM Cpejie.

JIeKIMOHHBIN KypC MPEeAnoiaraeT CHCTEeMaTU3MPOBAHHOE H3JI0KEHHWE OCHOBHBIX BOIIPOCOB
y4eOHOTO IIJIaHa.

Ha mepBoii nekuuu JIeKTop 00s3aH MpeAyNpeauTh CTYIEHTOB, MPUMEHUTENBHO K KaKOMY
06a30BoMy y4eOHHKY (ydeOHMKAM, yUeOHBIM TOCOOUAM) OyIeT MPOYUTaH KypC.

Jlek1MOHHBIN KypC JOJHKEH J1aBaTh HauOoIbIIKKi 00beM HHPOpMaIUU U o0ecrieunBaTh Oolee
riy0OKOe MOHMMaHUe y4eOHBIX BOIPOCOB NPH 3HAYUTEIHHO MEHBIIEH 3aTpaTe BPEMEHH, Ye€M 3TO
TpeOyeTcst ONBUIMHCTBY CTYJEHTOB Ha CAMOCTOSITENIbHOE U3yYeHHE MaTepHaa.

CemuHapckue (IPAKTHYECKHUE 3aHATHS) MPEICTABISIIOT COOOM JeTamu3alnio JICKIIMOHHOTO
TEOPETUYECKOr0 MaTepuaa, MPOBOJSATCS B IENIAX 3aKPEIJICHHUS Kypca U OXBaThIBAIOT BCE OCHOBHbBIE
pazaensl.

OcHoBHO# (popMOil TpoBeZICHNUS CEMUHAPOB U MPAKTUYECKUX 3aHATHH SIBIIETCS 00CYKICHHUE
HaubOosee MpoOJIEeMHBIX U CIOXHBIX BOIPOCOB MO OTIENbHBIM TEMaM, a TAK)Ke pellleHue 3a7ad U
pa3bop NpUMEpPOB U CUTyalluil B ayAMTOPHBIX YCIOBHAX. B 00s3aHHOCTH mpernojaBaTenss BXOJIMAT:
OKa3aHUE€ METOJAMYECKON MOMOIIM M KOHCYJIbTHPOBAaHHE CTYIEHTOB IO COOTBETCTBYIOLIUM TEMaM
Kypca.

AKTHBHOCTb Ha MPAKTUYECKUX 3aHATUSX OLIEHUBAETCS M0 CIEIYIOIINUM KPUTEPUSIM:

— OTBETHI Ha BOIIPOCHI, IPEJIaraeMele MpernoaaBaTelieM;

— y4acTHe B JUCKYCCHSIX;

— BBINIOJIHEHHE NMPOEKTHBIX U UHBIX 3aJaHUM;

— acCHCTHPOBAHME MIPETOaBaTENIO B IPOBEICHUH 3aHATUH.

Jloxiiagel M ONIOHMPOBAHME JAOKJIAI0B IPOBEPSIOT CTENEHb BIAJEHUS TEOPETUUYECKUM
MaTepUajoM, a TaAK)K€ KOPPEKTHOCTh U CTPOTOCTh PACCYKIAECHUH.

OueHnBaHUE TPAKTUYECKUX 3aJaHUN BXOJUT B HAKOIJICHHYIO OLIEHKY.

B cmemannom oGyuenuu ¢ npumenenneM JJOT cTyaeHThl MOTYT y4acTBOBAaTh B CHHXPOHHBIX
3aHATUSAX CEMMHAPCKOIoO THUIA B opMare BeOMHAPOB U/UIIH BUJCOKOH(PEPEHIIHH.

B cmemannom o6yuenuu ¢ mpumeHeHueM J1OT CTyneHThI MOTYT OCBaWBaTh JIEKIIMOHHBIN
Marepual B ACHUHXPOHHOM PEXHME, TOTOBUTh BOIPOCHl K CHHXPOHHBIM CEMUHAPCKUM
(MpakTUYECKUM) 3aHATHSIM.

st acHHXpOHHBIX 3aHATHI NPUMEHSIETCS CIIEIYIOIas METOAMKA!

— IIOBTOPEHUE U 3aKpeIUIeHHEe MpeblIyIlel TeMbl (pasnena);

— wu3yyeHue 0a30BOH U JONMOJHHUTEIBHONH pPEKOMEHJyeMOW JUTepaTypbl, MPOCMOTP
(mpociymrBaHue) MeinaMaTepHaioB K HOBOU TeMe (pa3zeny);
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— TE€3UCHOE KOHCIIEKTUPOBAHKE KITFOUYEBBIX MOJIO0KEHUN, TEPMUHOJIOTHH, aJITOPUTMOB;
— caMOCTOsITeNIbHas TPOBEPKa OCBOCHUS MaTepHalia Yepe3 UHTEPaKTUBHBINA (POH] OLIEHOUHBIX

CpencTB (TECTh);

— BBIIIOJTHCHHUEC PEKOMCHIAYCMBIX SaHaHHﬁ;

— ¢uKcanus BOZHUKAIOIIUX BOIIPOCOB U 3aTPYIHCHUH.

10. Ouenounsbie cpeacra (OC)
10.1 Onucanue UCMoOJIb3yeMbIX 00pa30BaTeIbHBIX TEXHOJIOIMIA M OLIEHKU YPOBHei
pe3yJbTaTOB 00yUYeHHs

Nupukarop

|

OGpa30BaTeNbHbIA pe3yabTaT |

Crnioco0 n3MepeHust

I1K-3 CriocoOeH BecTu AeIONPOU3BOACTBO U IOKYMEHTOOOOPOT B OpraHax rocy/1apCTBEHHON

BJIACTHU, OpraHax MECTHOI'O CaMOYIIPAaBJICHUA

[1K-3-U-1. YuacTByer B
obecrieueHnr BeJCHHUS
JIeTIOTIPOU3BOJICTBA U
JOKYMEHTO00O0pOTa B OpraHax
rOCYJapCTBCHHO BIIACTH,
OpraHax MECTHOTO
CaMOYIIpaBIICHHsI, OPTaHU3aIUSIX
1o peanu3anuu GyHKIHA 1
MOJTHOMOYHH rOCyIapCTBEHHBIX U
MYHHUITUIATBHBIX OPTaHOB

[TIK-3.1-1.3-1. 3naet dhopmbl
BEJICHHUS JAEITIONPOU3BOICTBA

YcrHblii onpoc
Joxian ¢ mpe3eHTauuen
TectupoBanue

T1K-3.1-1.3-2. 3Haer cocras
YIPaBJICHYECKUX IOKYMEHTOB U

oOmue TpeboBaHus K

O(l)OpMJ'IeHI/IIO HJOKYMCHTOB.

YceTHBI onpoc
Jloknaz ¢ npe3eHTanuen
TectupoBanue

TIK-3.1-1.Y-1. YMmeer

(dhopMUpOBaTh TOKYMEHTATbHBIN

(boHT OpraHu3aIum.

TectupoBanue,
Brinmonnenue 3aganuii

[1IK-3.1-1.YV-2. YMmeer
OCYIIECTBIISATh YUET U

perucTpanyu HOpMaTUBHBIX
IIPaBOBBIX AKTOB, OPOPMIISIT
PEKBU3HUTOB JOKYMEHTOB

TectupoBanue,
Brinmonnenue 3aganuii

10.2 Kputepum ¥ mIKaabl HHTeTPUPOBAHHON OLIEHKHU YPOBHA cOPMHPOBAHHOCTH

KOMIIeTEeHIH
Kpurepun [Ikana ypoBHS cpOpPMUPOBAHHOCTH KOMIETEHIIMN
Onenka HE 3a4TEHO 3a4TE€HO 3a4TE€HO 3a4TEHO
IlonHoTra 3HaHuMii | YpoBeHb 3HAaHUN | MUHUMaJIBHO YpoBeHb 3HaHUI B YpoBeHb 3HaHUH B
HIDKE JIOITyCTUMBIN ypOBEHb | 00BEME, 00BéMeE,
MHUHHMMAaJbHBIX 3HaHui. JlonmyIeHsl HE | COOTBETCTBYIOIIEM COOTBETCTBYIOLIEM
TpeOOBaHMIA. rpyOble OIIMOKH. nmporpamme porpamme
Hmerot Mecto MIOJrOTOBKHU. MOJATOTOBKH
rpyOble OMHMOKH JormymmeHsr
HEKOTOpbIE
MOTPENTHOCTH.
Hanuuue ymenuit | Ilpu pemenuun [IponemouncTpupoBansl | [IponemonctpupoBan | [IponeMoHcTpupoB

CTaHJAPTHBIX
3a/1a4 He
IIPOJIEMOHCTPHUPO
BaHbl OCHOBHBIE
ymeHus. meror
MecTO TpyObIe
OIINOKH.

OCHOBHBIE YMEHUSI.
Pemens! TuIOBEIE
3aJ1a4u ¢ HETPyOBIMU
OIINOKaMH.
BrimosHeHEI Bce
3aJaHus1, HO HE B
ITOJIHOM 00BEME.

bl BCE OCHOBHBIE
ymeHus. Pemiensl Bce
OCHOBHBIE 33J1a4H C
HEKOTOPBIMU
MIOIPELIHOCTSAMHM.
BrinosineHs! Bce
3a/1aHKs B [IOJTHOM

aHBI BCE OCHOBHBIC
yMeHusi. PelieHbl
BCE€ OCHOBHEIC U
JIOIIOJIHUTEIIbHBIC
3a7a4n 0e3 OIIn00K
Y IIOTPELTHOCTEN.
BrimmoHeHs! Bce

00BEMeE, HO 3a/1aHUsl B IOJTHOM

HEKOTOPBIE C o0beme 0e3

HEJIOUYEeTaMU. HEJ0YETOB.
Hanuuue naseikoB | Ilpu pemienun Nwmeetcs IIponemonctpupoBan | I[IponeMoHcTpHpoB
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(BIameHMe OMBITOM) | CTaHIAPTHBIX MHUHHUMAJILHBEIN HA00p | BI 6a30BBIC HABBIKH aHBI BCE OCHOBHBIC
3a1a4 He HaBBIKOB JUIS PELICHUs] | IPH PeLICHUN yMeHus. Periens
MPOJEMOHCTPUPO | CTAaHAAPTHBIX 33/1a4 C | CTAHAAPTHBIX 3a]a4 C | BCE OCHOBHBIC U
BaHbI 0a30BBIE HEKOTOPBIMHU HEKOTOPBIMHU JIOTIOJTHUTENIbHBIE
HaBBIKU. IMeI0T | HemoueTamu. HEeI0YeTaMH. 3agauu 0e3 ommooK
MecTo rpyObie W TIOTPEIIHOCTEH.
omnoOKu [IponemoHCTpUpOB
aH TBOPYECKUI
MOJXO0JI K PEIICHHIO
HECTaHAaPTHBIX
3agad.
Xapakrepuctuka | KommereHius B ChopMHPOBAaHHOCTH ChopMHpOBaHHOCTH CdopmupoBaHHOCT
c(OPMHUPOBAHHOCTH | TIOJHOW Mepe HE | KOMIETCHINH KOMIIETEHIIUH B LIEJIOM | b KOMIIETCHIINN
KOMIIETCHIIUU chopmupoBaHa. COOTBETCTBYET COOTBETCTBYET MOJTHOCTBIO
Nmeromuxcs MHUHHMMAaJIbHBIM TpeOOBaHUSM. COOTBETCTBYET
3HAaHUH, YMEHUH, | TPeOOBaHUSIM. Umeromunxcs 3HaHul, | TpeOOBaHUSIM.
HaBBIKOB Nmeromuxcs 3HaHUM, YMEHH, HABBIKOB U Nwmeromuxcs
HEJIOCTATOYHO YMEHUH, HABBIKOB B MOTHBAIAH B IICJIOM 3HAHUH, yMEHUH,
JUISL PELIECHUs LIEJIOM JOCTaTOYHO IS | JOCTATOYHO ISt HaBBIKOB U
IMPAKTHYCCKUX peUICHUA pelicHuA MOTHUBaAIIUU B
(npodeccroHans | MPaKTUYECKUX CTaHIApPTHBIX MOJIHOM Mepe
HBIX) 3a/1a4. (mpodeccroHaNBHBIX) | TPOQPECCHOHATEHBIX JIOCTATOYHO IS
Tpebyercs 3aja4, HO TpeOyeTcs 3azad. PEIICHUS CIIOKHBIX
MOBTOPHOE JOTIOJTHUTENbHAS npogecCHOHAITBHBI
o0y4eHusl. MIPaKTUKA 110 X 3a7ad.
OONBIIMHCTBY
po(heCCHOHATBHBIX
3ajau.
YpoBeHb Huszknii MuHUManbEHO Cpennuit Bricokuii
c(hOpMHUPOBAHHOCTH JIOITYCTUMBIN
KOMIIETCHIIMH (oporoBblit)
10.3. OneHoYHBbIE CpeCTBA /1Jsl IPOMEKYTOUYHOM aTTeCTALMH
Kon u HaumeHoBanue
Drarnbl
Kona u conepxxanue HHAUKATOpa
Pesynbrarel 00yueHus dbopMupoBaHus
KOMIIETEHIINN JIOCTHKEHHUS .
KOMIIETEHIIU I
KOMIIETEHITUU
I1K-3 Criocoben [1K-3-U-1. YuactByer B | IIK-3.11-1.3-1. 3Haet ¢popmbl Oran
BECTH oOecrieueHnn BEeICHUSI BEJECHHUS EIIONPOU3BOICTBA dbopmupoBaHUs
JEJIONPOU3BOACTBO | IEJIONPOU3BOACTBA U 3HAHUU
U JOKYMEHTOO0OOPOT | TOKYMEHTOO000pOTa B [1K-3.11-1.3-2. 3naer cocras Sran
B Oprasax § oprasax § YIIPAaBIEHYECKUX JOKYMEHTOB bOPMEPOBAHKA
roCyJ1apCTBEHHOM roCyJ1apCTBEHHOM 1 o01mue TpedoBaHMs K SHAHMH
BJIACTH, OpraHax BJIACTH, OpraHax 0()OPMIICHHIO TOKYMEHTOB.
MECTHOTI'O MECTHOI'O [IK-3.1-1.Y-1. Ymeer 3
CaMOyINpaBJICeHUs CaMOyIpaBJICHU, (dbopmupoBaTh an
. dbopmupoBaHUs
OpraHu3alusix o JTOKYMEHTATBHBINA (POHT N
peanu3anyu QyHKIUKW ¥ | opraHu3alum. YMCHIH
MOJTHOMOYHH [K-3.1-1.Y-2. Ymeer
roCyaapCTBCHHBIX U OCYILICCTBIISTh YUCT U Oran
MYHUIIMTNIAIIBHBIX perucTpanyu HOpMaTUBHbBIX dbopMupoBaHus
OpraHos MIPABOBBIX aKTOB, 0()OPMIIATH yMEHUHI

PEKBU3HUTOB NOKYMCHTOB
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3ayer — ¢opma TmpoBepkH |y oOydarommxcs CQOPMHUPOBAHHOCTH  OOIMUX H
npodecCHOHATBHBIX KOMIIETCHIIMH WJIM WX COBOKYITHOCTH, TIOJYYEHHBIX B COOTBETCTBHH C
y4eOHBIMHU IJIAaHAMU B NIEPUOJT TEOPETUYECKOTO OOYUEHHSI U B X0/1¢ y4eOHOM npakTHKU. Pe3ynbraTs
ClIauM 3a4€TOB OLIEHMBAIOTCS OTMETKOM «3aUTEHO» WM «HE 3a4TCHO». 3a4eT MOXKET MPOBOIHUTHCS
Kak B (hopmaTe, aHAJOTMYHOM NPOBEICHHUIO PK3aMEHA, TaKk U B JIPYrux (opmax, OCHOBAHHBIX Ha
BBIITOJTHEHUH MHIUBHIyaTbHOTO WJIM TPYIIIOBOTO 3a/IaHMs, TO3BOJISIONIETO OCYIIECTBUTH KOHTPOJIb
3HAHUH U TOJTYYEHHBIX HaBBIKOB.

OcHOBHBbIE IOHATHUS JEJIONPOU3BOCTBA.
OYHKIMU JOKYMEHTA.
Knaccudukanus 10KyMeHTOB.
Cucrtema JOKyMEHTAIMM Ha FOCY1apCTBEHHOM CllyK0e.
HopmartuBHO-TIpaBOBOE U METOANYECKOE 00ECIICUEHUE JICIOIPOU3BOICTBA.
CocTtaB peKBU3UTOB JIOKyMEHTOB.
TpeboBanust kK 0OPMIICHHIO PEKBU3UTOB JOKYMEHTOB.
TpebGoBaHust K OJIaHKaM JOKYMEHTOB.
OpraHu3annoHHas TOKyMEHTAIIHS.
0. PacnopsautenbHasi JOKyMEHTaLUS.
11. CnpaBouHO-HH(MOpPMAIIMOHHAS U CIIPABOYHO-aHATUTHYECKAs JOKYMEHTAITHSI.
12. CrpyxTypa u copepkaHue KaJpoBoil TOKyMEHTALUH.
13. OpraHu3annOHHO-KaIPOBBIE TOKYMEHTHI.
14. OpraHu3annoHHO-pacoOpsAAUTEIbHbBIE JOKYMEHTHI.
15. JlokyMeHTUpOBaHUE TPYAOBbIX OTHOLIEHUH.
16. JloxymMeHTallMOHHOE CONPOBOXKIEHHUE MTPOLEAYP KaAPOBBIX TEXHOJIOTHI.
17. OpraHuzanmsi TOKyMEHTOO0O0pOTA.
18. Opranuzanus KOHTPOJISI UCIIOIHEHUS TOKYMEHTOB.
19. CocraBieHre HOMCHKIATYPHI JISI.
20. ITonroToBka JOKYMEHTOB K Iepe/iaue Ha XpaHEeHHE B apXUB.
21. Tlepemaya TOKYMEHTOB B apXHB.
22. HopmaTuBHO-METOJMUYECKOE M  IMpaBoBoe  OOECleYeHHe  CTaHAapTU3aLuU U
aBTOMATH3AlMH JEIONPON3BOICTBA.
23. OCHOBHBIE IOHATHS JIEKTPOHHOTO JIEJIONPOU3BOCTBA.
24. CucTtembl aBTOMATHU3AINA JCIIOTPOU3BOICTBA.
25. DneKTpOHHOE JOKYMEHTHPOBaHUE.
26. DIIeKTPOHHBIN JOKYMEHTOOOOPOT.

BoOoo~NoOR~WNE

0) Kputepuu oreHuBaHus:

— IIPaBUJILHOCTH OTBETA HA BOIIPOC;

— MOJIHOTA OTBETA;

— CTENEeHb MOHUMaHUA COACPKAHUA MTPEAMETA;

— JIOTUKA U apryMEHTUPOBAHHOCTH U3JIOXKECHUS MaTepuaa;

— JIOTUKA U apTyMEHTUPOBAHHOCTh U3JI0KEHUS;

— MPUBEICHUE TPUMEPOB, IEMOHCTPUPYIOIMIUX YMEHUE U BIAJCHUE MOTYYCHHBIMU 3HAHUSIMU
10 TEMaM JMCIUIUIMHBI B PACKPBITHH MOCTABIEHHBIX BOIPOCOB;

— KyJIbTypa OTBETA.

B) OnucaHue MIKajabl OLICHUBAHUS:

O1leHKA «3a4TEHOY CTaBHUTCS, €CIIM:

— 3HAHUA OTJIMYAIOTCS TTYOMHOW M COAEPIKATEIHbHOCTHIO, NaeTCs TOMHBIA MCUYEPIBIBAOIIHNIA
OTBET, KAaK Ha OCHOBHBIE BOTIPOCHI OMJIETa, TaK M HA IOTIOJIHUTEIHHEIE;

— CTYACHT CBOOOJIHO BJIa/ieeT HAyYHOU TEPMUHOJIOTHEIH;

— JIOTUYHO U JIOKA3aTeJIbHO PACKPBIBAET MPOOIIEMY, MPEIOKEHHYIO B OUJIETE;

— OTBET XapaKTepU3yeTcs INIyOUHOH, MOTHOTOW U HE COACPKUT (PAKTUIECKHUX OIINOOK;

— OTBET WLTIOCTPUPYETCS MPUMEPAMH, B TOM YHCIIE U3 COOCTBEHHOU MPAKTHKHY;
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— CTYJI€HT JEMOHCTPUPYET YMEHHUE apr'yMEHTUPOBAHO BECTU AUAJIOT U HAYYHYIO JUCKYCCHIO.

OneHka «He 3a4TEHO» CTABUTCS, ECIIN:

— 00HapyXEeHO HE3HAHUE UM HEMOHUMAHHE CTYACHTOM CYITHOCTHON YaCTH UCTOPUU;

— coJiepXKaHHe BOIPOCOB OmiieTa HE PACKPBITO, JOMYCKAIOTCS CYLIECTBEHHbIE (aKTHUECKUE
OLIMOKHU, KOTOPbIE CTYAEHT HE MOYKET UCIIPABUTh CAMOCTOSTEIILHO;

— Ha OOJIBIIYIO YacCTh AONOJHUTEIbHBIX BOIIPOCOB CTYJEHT 3aTPyIHACTCA 1aTh OTBET MM HE
JIaeT BEPHBIX OTBETOB.

Temaruka KypcoBbIX paboT
KypcoBas pabora o AUCHUILTHHE HE PETYCMOTpPEHA YUeOHbBIM IIJIAHOM.

10.4 OueHouHBIe CPeICTBA IJIsl OIIEHKH TeKYIel YCIeBaeMOCTH CTY/1€HTOB
Xapaktepuctuka OC st obecreyeHus TeKyIero KOHTPOJis M0 JUCIUILINHE

Nupekc
Tema/Paznen HHHHKaTOan oC Coneprxanue 3aJjaHus
bopmupyemoii
KOMIIETCHIINH
Tewma 1. [IpaBoBbIE N VYeTHbll onpoc Bomnpocs! ycTtHOTO ompoca
HOPMAaTUBHBIE Joxnan IToaroroBka nokinana
OCHOBBI I1K-3.1-1. Tect TectupoBanue
JEJI0IPOU3BOICTBA IIpakTrnueckue BrlInonHenne npakTU4ecKux
3a/1aHUs 3a1aHUI
Tema 2. VYcerHblii onpoc Bomnpocsl ycTHOTO O1poca
Cranpaptuzauus Joxnan IToaroroBka noknana
nporecca [IK-3.1-1. Tect TectupoBanue
JOKYMEHTUPOBAHMS [IpakTuueckue BrinonHenue npakTH4ecKux
3a7aHus 3a1aHUI
Tema 3. .
YcTHbIl onpoc Bompocs! ycTHOTO0 0ornpoca
Opranu3zanuoHHo-
PaCTIOpSIHTE bHAS Hoxknan [ToaroroBka gokmnanaa
[IK-3.1-1. Tect TectupoBanue
JOKYMEHTALHS:
OATOTOBKA 1 [IpakTuueckue Brinonnenue NPaKTHECKHX
3a/1aHUs 3a/laHui
opopmIieHnE
Tema 4. VYcerHblii onpoc Bomnpocsl ycTHOTO 01poca
JlokyMeHTanmoHHOE Hoxmnan IToaroroBka gokiana
obecrieyeHne [1K-3.1-1. Tect TectupoBanue
KaJIpOBOM pabOThI IIpakTrHueckue BrInonHenne npakTU4ecKux
3a/1aHUs 3aIaHUI
Tema 5. VYcrHblil onpoc Bomnpocsl ycTHOTO Ompoca
Opranuzanus Joxnan [ToaroroBka noknana
paboThI ¢ [IK-3.1-1. Tect TectupoBanue
JOKYMEHTaMU [IpakTuueckue BrinonHenne npakTHYeCKux
3a7aHus 3a1aHUI
Tema 6. VYcerHblii onpoc Bomnpocsl ycTtHOTO O1poca
CoBpeMeHHbIE Hoxmnan IToaroroBka nokiiana
MH(pOPMalOHHbIE [1K-3.1-1. Tect TectupoBanue
TEXHOJIOTUH B [TpakTuueckue BrinonHeHne MpakTHYECKUX
JEJIONIPOU3BOJICTBE 3a/IaHMs 3aIaHUI

[TepeueHb BOPOCOB K YCTHOMY OTIPOCY

VYerHpI onpoc mpu3BaH cHOpMUPOBATH 3HAHUS MO AWCIUIUIHHE. [loAroToBKa K yCTHOMY
OTIPOCY OCYIIECTBIISIETCS B X0JI€ CAMOCTOSTENILHON paOOTHI M BKIIOUAET B ceOsl M3yueHUEe MaTepuana
[0 BOIIpOCaM MpeACTosAIero onpoca. [IoMMMO OCHOBHOroO MaTepuayia CTYJIEHT JOJDKEH H3Y4YUTh
PEKOMEH/IOBAaHHYIO JHUTEepaTypy W HHPOpPMAIUIO 1O TeMe, B TOM YHCIE C HCIHOIb30BAaHUEM
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WnuTepHer-pecypcoB. Omnpoc mnpeamnonaraeT YCTHBIM OTBET HAa OCHOBHOM M HECKOJBKO
JIONOJTHUTEIBHBIX BOIPOCOB IpenojaBaTelis WM Tpynnsl. OTBET MOJKEH NPEACTaBIATb COOO0M
pa3BEPHYTOE, CBA3aHHOE, JIOTHYECKU BHICTPOSHHOE COOOIIEHHE.

[aiite onpeneneHus JOKYMEHTA U JOKYMEHTUPOBAHUS.

Kakune MaTepuanbHble HOCUTENHN UCIOJB3YIOTCS 111 JOKYMEHTUPOBAHUS?

Ha3oBurte ocHOBHBIE HallpaBJIEHUsI COBEPLIEHCTBOBAHUS JEJIONIPOM3BO/ICTBA B CTPAHE.

B 4yem cocTouT cmbica yHU(DUKAIIMA JOKYMEHTOB?

[To KakMM OCHOBAHMSAM MOXKHO KJIaCCH(HUIIMPOBATH BCE JJOKYMEHTHI?

[aiiTe onpeneneHne NOHATHS «CUCTEMA JOKYMEHTALUN.

Kakue BuABI JOKyMEHTOB BKIIIOYAeT B ceOs CHUCTEMa OPraHU3aI[MOHHO-PACIOPSAUTEIBHOMN
JIOKYMEHTaIuu?

Ha3zoBute o0mue ¢pyHKINU, CBOICTBEHHBIE BCEM JJOKYMEHTAM.

Kakme  obmepoccuiickue — Kkinaccu(UKATOpbl  UCHONB3YIOTCS  Opu  OohOpMIICHUU
OpraHMU3alMOHHO-PACIOPSAUTEIbHBIX TOKYMEHTOB?

Kakue Buasl knaccudukatopoB BkitodaeT EnqnnHas cuctema kiiaccupuKaluyd U KOAUPOBAHUS
TEXHUKO-IKOHOMHYECKOH 1 corpanibHoi nHpopmammu PO (ECKK)?

B ueM cMbICH U 3HaU€HHME CTAHIAPTU3ALMH POLECcca JOKYMEHTUPOBAHHUS?

Ha3zoBuTe HOpMaTUBHBIN AKT, YCTAHABIMBAIOIIMN COCTAB PEKBU3UTOB IOKYMEHTA.

Kakue pekBU3UTHI ABISIOTCS 0053aTeIbHBIMU JI BCEX BUIOB JOKYMEHTOB?

Kakum mnpaBoBbIM aKTOM yCTAQHABIMBAETCS MOPSAOK HCIIOJIB30BAHUSA H300pa’keHus
I'ocynapcrBennoro rep6a P® na 6maHkax 10KyMEHTOB?

Kakue Buapl m3zob0paxenus ['ocynapcrBeHHoro repb6a P® pasperieHbl K NPUMEHEHUIO Ha
OlaHKax JOKYMEHTOB?

Kakoli mopsiiok pacnosio’keHusi 3JIEMEHTOB aJpeca B MOYTOBBIX OTIPABIICHUSAX U PEKBU3UTAX
JIOKYMEHTA YCTaHOBJIEH HOPMAaTUBHBIM aKTOM?

Kak odopmisiercs pekBU3UT «MeCTO COCTaBJICHUS TOKYMEHTa», €CJIM OPTaHU3aIHs — aBTOP
nokymeHnta Haxoautca B MockBe (PoctoBe-na-Jlony, Cankt-Ilerepbypre, Actpaxanu,
3enenorpane)?

B uyem cocroar ocuoBuble ominuumst ['OCT P 7.0.97-2016 or T'OCT P 6.30-2003,
nerictBoBasiero 10 1 uroist 2018 r.?

Kakwue pexBusutsl o0beaunensl B ogua B [OCT P 7.0.97-20167

Kakoii pexBuszutr ['OCT P 6.30-2003 pasgeneH Ha JABa pa3HbIX PEKBU3UTa B HOBOM
cranaapre?

Kakue JIOKYMEHTBI COCTaBJISIIOT rpynmny OpraHU3aIMOHHO-PACTIOPATUTENLHOMN
JOKyMeHTauuu?

KakyuM HOpMAaTHBHBIM aKTOM PETYJIUPYETCS TOPAIOK COCTaBlIeHUS U  OGOPMIICHHS
OpraHHU3aIMOHHO-PACTIOPSAUTEIFHON JOKYMEHTAIlMH B (eepalibHbIX OpraHax HCHOJHUTEIbHOM
BJIACTH?

Kaxkue BUIbI JOKYMEHTOB M3/1aI0T KOJUIETHAIbHBIE OPTraHbl BIACTH?

HazoBute oTnuumne Takux BUIOB JOKYMEHTOB, KaK «IIPUKa3» U «PACIOPSIKCHHE.

Kak cnenyet ohopmisaTe Ha3BaHUS OpraHU3alUil B pEKBU3UTaX JOKYMEHTOB?

Kak crnegyer oopmisiTh pekBU3UT «AJpecaT» B CIYKEOHBIX IHCbMaX, aJpecyeMbIX
JOJKHOCTHOMY JIMILY/B OpTaHU3aIHI0/(hPU3UUECKOMY JIHILY?

Kaxkne BHUIbI JOKYMEHTOB COCTABJISIOT IPYIITY OPTaHU3Al[MOHHONW JOKYMEHTAUU?

[louemy [OKYMEHTBI 1O JIMYHOMY COCTaBY BBIAEIEHbl B OTACIBbHYIO TpyHIy
OpPraHU3alMOHHO-PACTIOPAIUTENHLHON JOKYMEHTALINN?

Kakue BUIbI TOKYMEHTOB BKIIFOUAET B ce0s TPYIINa JOKYMEHTAIUU 110 TMYHOMY COCTaBy?

Kakue BHUIBI JOKYMEHTOB COCTaBISIOT TPYMIY JTOKYMEHTOB IO TPYIOYCTPOWCTBY, yU€Ty U
pabote ¢ kagpamu?

HazoBuTe HOpMATHUBHBINA aKT, B KOTOPOM IPEACTaBICHB ()OPMBI KaJIPOBBIX JOKYMEHTOB H
COJIEPKATCsl PEKOMEHAINH 10 X 3aIl0JIHEHUIO.

Kaxoit mpaBoBoif aKkT ornpeAenseT NopsaoK BEACHUS TPYJOBBIX KHIKEK?
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KakuM HOpMaTHBHBIM JOKYMEHTOM PETJIaMEHTHUPYETCS NEJIONPOU3BOJCTBO B (pelepaibHbIX
opraHax BJIacTH?

KakuM HOpPMAaTHBHO-TIPABOBBIM AKTOM OIPENEISIOTCS COJACPXKAHUE M TOPAJOK BEICHHS
JIMYHOTO JieJla TOCYIapCTBEHHOIO ITPaKJAHCKOI'O CIIYXKaIllero U KaKOBbI €10 0COOEHHOCTH?

KakuM HOpMaTHBHBIM aKTOM MOTYT PYKOBOJCTBOBAThCS MPU OQOPMIICHUM JHYHBIX JI€I
CBOUX pabOOTHUKOB KaJpOBbIE CIIYKObl HErOCYAAPCTBEHHBIX OPraHU3aI1i?

CooTHecute Mexay co00i MOHATHS «IeTONPOU3BOICTBO» U «IOKYMEHTOOO0POTY.

Kak paccunteiBaercss 00beM JOKYMEHTOOOOPOTa B OpraHu3aluu?

Kakue criocoObl peructpanuu JOKYMEHTOB HCIIOJB3YIOTCSA B OPraHU3aLMU M Ye€M 00YCIIOBIICH
BBIOOp TOTO WJIM HHOTO criocoba?

B 1em cocrout npeaBapuTeIbHOE PACCMOTPEHHE BXOIAIINX TOKYMEHTOB M KAKOBA €T0 1Eeb?

B yeMm 3akitodaroTcss 0cOOEHHOCTH OpraHnU3aluy paboThl ¢ KaJpPOBBIMU JOKyMEHTaMU?

KakuM npaBOBBIM aKTOM YCTaHABIMBAETCS MOPSAOK PAaOOTHI C YCTHBIMH M NMUCHMEHHBIMU
o0palleHUs MU IPAXKAaH B TOCYAAPCTBEHHYIO OpraHU3aLuio?

B kakux cinydasx aBTOpy oOpaiieHHsi MOKET OBITh OTKa3aHO B PACCMOTPEHUU IO CYIIECTBY
IIOCTaBJIEHHBIX B HEM BOIIPOCOB?

KakoBsl (hopma 1 coneprxkanre HOMEHKIATYphI A€ CITyKObI KapoB?

[To kakuM pU3HAKaM MOT'YT IPYIIIMPOBATHCS TOKYMEHTBI OPraHU3al11 B A€07

Kakum TpeOoBaHHMSM JOKEH COOTBETCTBOBATH IMOPSANOK (OPMHUPOBAHHS JOKYMEHTOB B
nemna?

Kakue cymiecTByIOT BUABI apXUBHBIX (POHIOB?

KakoBbl 0OcHOBHbBIE TPeOOBaHUSA K PEKUMY XPAHEHUS JOKyMEHTOB?

B 4yem cocTouT CMBICI CTaHIAPTU3AIMH JeJIOTPON3BOACTBA?

Kakyto posib BeIOSMHAET YHU(DUKALUSA JOKYMEHTOB?

B uwem 3akmio¥alOTCs  MPEMMYIIECTBA  3JCKTPOHHOTO  JAEJONPOU3BOJICTBA  Iepes
TPaIULIMOHHBIM?

CooTHecuTe  TOHSATHS ~ «IJCKTPOHHOE  JICNIONPOM3BOJICTBO» M «IJICKTPOHHBIN
JOKYMEHTOO00POT».

B dem 3axioyaroTcs TAKTHYECKHE BBITOJIBI U CTPATErMYECKHE MPEUMYIIECTBA AIEKTPOHHOTO
JOKyMeHTooOopoTa?

Kakne ¢pyHKINN BBITOTHIIOT CUCTEMbI aBTOMATH3AINH JIEJIOTIPOU3BOICTBA?

Yro Takoe MeTaJJaHHbIE JOKYMEHTA U JUIsl Yero OHM MpeHa3HauYeHbl?

Uro Takoe onudpoBaHre JOKYMEHTA, U B KAKUX IEISTX OHO MCIIOJIB3YeTCs?

B yeMm 3akitouaroTcs 0cOOEHHOCTH XpaHEHHS JIEKTPOHHBIX JJOKYMEHTOB?

Kpurepun onieHuBaHus:

1) nomHOTA M MPaBUILHOCTH OTBETA,

2) cTeneHb OCO3HAHHOCTH, TIOHUMAaHUS U3Y4YE€HHOTO;

3) s13p1KOBOE O(OPMIICHHE OTBETA.

Onucanue mKaibl OLEHUBAHUSA:

OrneHKa «OTJIIMYHOY CTaBUTCSI, €CIIM 00yJaroIuncs:

— J1aeT YEeTKHM, NOJIHbII U MpaBUIBHBIM OTBET MO BOIIPOCaM, 33JJaHHBIM Ha JIOM;

— JAacT UCUCPIIBIBAIOIINEC OTBCTHI HA JOITOJHUTCIBHBIC BOIIPOCHI MPLEIIOAaBaTCIIA U ayAUTOPUA
B PaMKax 00CYXJIEHMS;

— IEMOHCTPUPYET BBICOKHH YPOBEHB BJIQJICHHS] MAaTEpUAJIOM IO TEME OTBETa M OOCYKICHUS,
MIPEBOCXO/IHOE YMEHHUE (POPMYTUPOBATH CBOIO MMO3UIIHIO;

— MOYKET MPOJIEMOHCTPUPOBATH CBSA3b TEOPUH U C MPAKTUYECKUMU MPOOIeMaMH.

O1eHKa «XOpOIIIOY» CTAaBUTCS, €CIIU 00YJarOLIHICs:

— JaecT YeTKUI M TIOJTHBIN OTBE€T, HO HCAOCTATOYHO ITOJHBIC OTBCTHI HA JOIIOJIHUTCIIBHBIC
BOIPOCHI MTPETI0IaBaTellsl U ayAUTOPHH B PaMKax 00CYKICHHUS;

— JAEMOHCTPUPYET HC CTOJIb BBICOKHH YPOBEHb BJIAACHUA MaTCpHUaJIOM IIO0O TEME OTBETA U
o0cyxieHus1, (POpMYyIHPYET CBOIO MO3ZULHUIO HEJOCTATOUYHO YETKO, Pa3MbITO, HE MOXKET B IOJHON
Mepe OTCTauBaTh €€ B CIIOPE;
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— UCIIBITHIBAET CIOKHOCTHU IMPHU JIEMOHCTPALMU MPAKTUYECKUX TPUMEPOB;

— IIOHUMAET CYTh HCIOIb3YEMbIX TEPMHHOB.

Or1eHKa «yIOBIETBOPUTEIHHO)» CTABUTCS, €CITU O0yUYaIOITHIACS:

— J1aeT KpaTKUi OTBET, HE PACKPHIBAIOIINN OCHOBHBIE aCIIEKThI MaTepHala o TEME;

— JIEMOHCTPUPYET HU3KHI YPOBEHB BJIAJICHUS MAaTEPUAIOM IO TeME OTBETa U OOCYKICHHUS, HE
rOTOB OTBEYaTh Ha JIOMOJHHUTEJIbHBIE BOMPOCH], (OPMYIHUPYET CBOIO MO3UILHUI0 Pa3MBbITO,
MMOBEPXHOCTHO, HE MOKET OTCTOATH €€ B CIIOPE;

— HE MOXET MOJAKPENUTh CBOM OTBET MPAKTUYECKUMU MPUMEPAMH.

OLieHKa «HEYAO0BIETBOPUTEIBHOY» CTABUTCSA, €CIIU 00yUaArOIIHICS:

— JaeT cialblii OTBET MO TeMme, HE PAaCKPHIBAIOLIMN CYThb BOIPOCAa U OCHOBHBIE ACHEKTHI
MaTepuaa 1o TeEME;

— HE MOXET OTBETUTh Ha JOMOJHHUTEIbHBIE BOMPOCHI MO TEME WIM MPHUHATH Yy4yacTue B
00CYyXIeHUH;

— HE BUJIUT CBS3HM TEOPUU C MPAKTUYECKUMU IPOOIIeMaMu;

— HE BJIAJIEET TEPMUHOJIOTHUEM.

TeMbI TOKIIamoB

Jokian c¢ mnpe3eHTanMeil — MOATOTOBIEHHOE CTYAEHTOM CaMOCTOSITEIbHO MYOIWYHOE
BBICTYIUICHHE TIO TPEACTABICHUIO Y4EOHO-TIPAKTUYECKOTO BOINPOCA WJIM MOJYyYEHHBIX PE3YJIbTaTOB
pellIeHus OINpeaeeHHOW Yy4eOHO-HCCIe0BaTENbCKOM MTPOOIeMbl (B COMPOBOKICHUH AJIEKTPOHHON
MIpE3EHTALNH).

[Ipyn BBINOJHEHMH MAOKIANAa CTYIEHT JOJDKEH IPOJEMOHCTPUPOBATH IJIABHBIE KadecTBa
WCCTIEIOBATeNA: yMEHHE TPOBECTH HCCJICJAOBAHHE, YMEHHE MPENoJHeCTH (IIPE3EHTOBATH)
PE3yNbTaThl UCCIIEIOBAHUS CIYIIATENISIM MIPU MOMOIIU MPEe3eHTAlMU U YMEHHUE KBaTU(UIIMPOBAHHO
OTBETHUTH Ha BOIIPOCHI.

[Tpuka3Hoe 1enonpou3BoACTBO

Kounexckoe 1enonponu3BoacTBO

HcnonHuTenbHOE AEI0IPOU3BOACTBO

CoBetckoe J1e101pou3BOJICTBO

Poub rocynapcTBa B opraHuzanum JeJ10NporU3BOACTBA
CrpykTypa 1 GyHKIHHU CITY>KOBI 1eTONPOU3BOJICTBA
HopmupoBanue Tpya pabOTHHKOB CITY>KOBI I€TOMPOU3BOICTBA
KavecTBeHHbBIE U KOIMYECTBEHHBIE XapAKTEPUCTUKU JOKYMEHTO000pOTa
[TpuHIMITBI OpraHU3anuy J0KyMEeHT0000poTa

Mertoabl paniMoHaTU3aMK JOKYMEHTO000pOTa

@opMBI OpraHu3amuy padoTHI C TOKYMEHTAMHU

O06paboTKa MOCTYNAOUMX JOKYMEHTOB

TexHONOTHsI perucTpaly JOKYMEHTOB

O06paboTka OTIpaBIIIEMBbIX JOKYMEHTOB

Oranbl 00pabOTKH BHYTPEHHUX IOKYMEHTOB

Opranu3anys KOHTPOJIS 32 UCIIOJHEHUEM JJOKYMEHTOB

Pabora ucnonnurenen ¢ 10KyMeHTaMu

[TonsiTHE, BUIBI M TUIIBI HOMEHKJIATYPBI 1€

TexHONOTHsI COCTAaBICHUSI HOMEHKIIATYPHI JIeT

[ToaroToBka en k nepenaye B apxuB

TpeboBanus k Gpopme npeacTaBiIeHUss HHPOPMALIMHU B TOKJIAE.

1. B noknane cneayer pa3bsICHUTh TEPMHUHBI M CUMBOJIBI TIPY IIEPBOM YIIOMUHAHUU B TEKCTE.

2. Wnmoctpaiiuu ¥ TaOJIMIBl UCMOJNB3YIOTCS B JIOKJIAJe TOJBKO B T€X CIIydasX, €CId OHHU
MIOMOTalOT PAaCKPBITh CO/IEP)KAHNE UCTOYHUKA.

3. Ilpu moAroToBKe J0KIaga ciaelyeT N30eraTb JUIMHHBIX, 3alTyTaHHBIX MPeJI0KEHUH, 00X
¢bpa3, TOBTOPEHUI, JIMIIHUX CJIOB U CIIOBOCOYETAHUH, 3aTPYAHSIOLUINX YTEHHE U BOCIIPUATHE TEKCTA.
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4. HeoOxomuMo wn30eratp INTAMIIOB M KaHLEISAPU3MOB BpOJE «3a0CTPUTH BOIPOCH,
«BCJIEJICTBUE HAIUYMSI», «B CBETE», «UMEET MECTO», «(PAKTUUECKN», «IIPAKTUYECKU» U T.II.

5. Heobxomumo cTporo coOuojaTh €IMHOOOpa3ue TEPMHHOB, O003HAUYEHUH, YCIOBHBIX
COKpAILCHUI U CUMBOJIOB.

6. Hayo u3berarp 4acToro nmoBTOPEHUS CIIOB, YHOTPEOICHUS OJJUHAKOBBIX CIIOBOCOUYCTAHUN H
000pOTOB, IBOWHOIO YIIOMUHAHUS MOHATHH B OJTHOM (paze.

B 3akimouennu aenaroTcs o0IIre BIBOBI.

[TpezenTanust — 310 ¢ailn ¢ HEOOXOAUMBIMU MaTepHajIaMy JOKJala, KOTOPBIA COCTOUT U3
MOCTIeIOBATENbHOCTH ClaiiioB. CTYAEHTY HEOOXOAUMO YMETh PAacHpeessaTh MaTepuai B Mpeaesax
CTpaHMIIbI M TPaMOTHO pa3MellaTh OTAeNbHble O0BEKTHl. B 3TOM eMmy mnoMokeT enslii Habop
TOTOBBIX O0OBEKTOB (MMUKTOTPAMM, T€OMETPUIECKUX (PUTYpP, TEKCTOBBIX OKOH H T.JI.).

TpeboBaHMs K Ipe3eHTALUH

OpnHOlf M3 OCHOBHBIX IPOTpaMM JJIs CO3/IaHUs IPE3EHTAUMH SBISETCS HporpamMma MS
PowerPoint. IlepBblii craiij NPEe3CHTAMU JIOJDKCH COJCpKaTh TeMy pPadOThl, (GpaMHIHIO, UMS U
OTYECTBO MCHOJIHUTEINA, MNP yueOHOM TpymIibl, a Takke (HaMUInio, UMs, OTYECTBO, TOJDKHOCTD U
YUEHYIO CTeleHb npenojasarens. Ha Bropom cnaiifie 1enecoodpa3Ho NpeACcTaBUTh LEdb U KpaTKoe
comep:kanue mpeseHTtauuu. [locnenyromue ciaipl HEOOXOIUMO Pa3OUTh HA Pa3leNbl COTJIACHO
IIyHKTaM IUIaHa JNOKJaaa. Ha 3aKkitounTeNbHBIN Cllaid[l BBIHOCUTCA CaMO€ OCHOBHOE, IVIABHOE W3
COJIepKaHusl IPE3EHTALINN.

Kaxzplii cnaii 1omKeH coliepaTh 3arojioBoK. B 3aronoBkax goimkeH ObITh OTPaKeH BBIBOJ
U3 TIPEICTaBICHHONM Ha criaiine wHpopManuu. [Ipum m00aBIeHMHM PHCYHKOB, CXEM, JAHMarpamm,
CHMMKOB 3KpaHa (CKpPHUHIIOTOB) HEOOXOJMMO IPOBEPUTh TEKCT 3TUX 3JIEMEHTOB Ha HaJIW4ue
OLIMOOK.

Kpurepun onieHnBaHus:

OcHOBHBIMU ~ TpeOOBaHUSIMU K JOKJIAAy, IO KOTOPbIM HPOUCXOAMT OLIEHUBAHUS
BBINOJIHEHHON paboThl, SIBJISIOTCS:

— COOTBETCTBHE COJACpXaHMS JOKJIaJa TEME MCCIEAOBaHUSA, €€ LeJM U IOCTaBICHHBIM
3a/a4aM;

— aKTYaJIbHOCTh U MPaKTUYECKasi 3HAYMMOCTh TEMbI, B3aUMOCBSI3b IIPEAMETA UCCIIEI0BAHUS C
IPOOJEMHBIMH BOIIPOCAMHU HAYKHU U IIPAKTHUKH;

— aHAJIM3 CTEMEeHU HAayYHOU pa3pab0TaHHOCTH W30paHHOUM TEMBbI UCCIICOBAHUS;

— JIOTMYECKas IOCJIENOBATEIbHOCTh W3JIOKEHUS MaTepuaia, 4eTKas LeJeBas OpHUEHTalus
paboThl, €€ 3aBEPILIEHHOCTD;

— aKTyaJbHOCTb, [O0Ka3aTe€lIbHOCTb M JIOCTOBEPHOCTh NPEICTABICHHOT0O B paboTe
SMIMPUYECKOTO MaTepuaa, apryMeHTHPOBAHHOCTh 1 0OOCHOBAHHOCTb BBIBOJIOB M MPEIJIOKEHUHN 110
ucclieayeMon npodiemMe, COOTBETCTBYIOIIMX ITOCTABICHHBIM 33/jauaM MCCIIeI0OBAHNUS;

— CaMOCTOSITENIbHOE M TBOPUYECKOE BBINOJIHEHHE PabOThl, HAIMYUE Y aBTOpa COOCTBEHHBIX
CYXJIEHHH 110 MPOOJIEMHBIM BOIIPOCAM TEMBI;

— JIJaKOHUYHOE U TPaMOTHOE M3JI0)KEHHE MaTepuraa,

— BJIaJICHUE aBTOPOM MaTEPHUAJIOM IIPH 3aILUTE JOKJIAAA ¢ UCIIOIb30BAaHUEM IIPE3ECHTALINH.

Onucanue mKasabl OLICHUBAHUS:

OneHka «OTJIIMYHOY» CTABUTCS, ECIIH:

— coJlep)KaHue JOKJIaJa C Mpe3eHTalueld COOTBETCTBYET TEME HCCIIEJOBaHUS, €€ LEeNlsIM U
IIOCTABJICHHBIM 33]1a4aM;

— TeMa akKkTyajdbHas M MPaKTHUYECKU 3Ha4yMMa, BBIpAKEHAa B3aMMOCBA3b IpEAMETa
UCCIIEI0BaHMs ¢ TPOOJIEMHBIMU BOTIPOCAMH HAYKH U IPAKTUKU;

— TPOBEACH Ha BBICOKOM YpOBHE aHAU3 CTENEeHH pa3pabOTaHHOCTH BHIOPAHHOW TEMbI
HCCIIEIOBaHMS;

— NPUCYTCTBYET JIOTUYECKas MOCJIeI0BaTeIbHOCTh U3JIOKEHUSI MaTepuaia, 4eTkas IiejieBas
OpHeHTaIus paboThl, €€ 3aBEPUICHHOCTD;

— aKTyaJlbHOCTb, JOKa3aTeIbHOCTb M JOCTOBEPHOCTh IPEJCTaBICHHOIO B padote
SMIIMPUYECKOT0 MaTepualia, apryMEeHTUPOBAaHHOCTh U 00OCHOBAaHHOCTb BBIBOJIOB U MPEAJIOKEHUN MO
ucclieayeMon npodiemMe, COOTBETCTBYIOIIMX ITOCTABICHHBIM 33jauaM HCCIIeIOBAHNUS;
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— MPOJEMOHCTPHUPOBAHO CAMOCTOSTEIHOE M TBOPYECKOE BBIMOJHEHUE PAaOOTHI, HATMYUE Y
aBTOpa COOCTBEHHBIX CYXJIEHUN MO MPOOIEMHBIM BOIIPOCAM TEMBIL;

— JIJAKOHUYHOE U TPaMOTHOE M3JI0KEHHUE MaTepuaa,

— CTYZIEHT IMPOJIEMOHCTPUPOBAT BHICOKUI YPOBEHb BJaJICHUS MaTepHaliOM, OTBETUJ Ha BCe
BOIIPOCHI.

OrneHka «XopoI10Y CTaBUTCS, €CIIH:

— COJIEpKaHUE J10KJIa/1a C IPE3eHTalUel COOTBETCTBYET TEME UCCIIEI0BAHUS;

— cnabo BbIpa)k€Ha B3aMMOCBS3b IPEaMETa HCCIENOBaHMs C MPOOJIEMHBIMU BOIPOCAMU
HAyKH U NPaKTUKU;

— IPOBEJICH aHaIN3 y4eOHOM JIUTepaTypbl 0€3 CChUIKM Ha HAyYHYIO JINTEPATYPY;

— HapyIlleHa JIOTUYECKasl [10CIEA0BATEIbHOCTD U3JI0KEHHUS MaTepraa;

— HeIOCTaTOYHas HMOHMpuyeckas 0aza  UCClIeOBaHMS: HE  IMPOAHATU3UPOBAHA
[IPaBONIPUMEHUTENbHAS IPAKTUKA, CTATUCTUYECKHUE JaHHbIE U T.I1.

— HEIOCTaTOYHAsl apryMEHTAlMsI CJICIIaHHbBIX BBIBOJIOB;

— CTYJEHT IPOJAEMOHCTPUPOBAJ HE CTOJIb BHICOKUI YPOBEHD BIIAJICHUSI MAaTEPUATIOM, OTBETHII
HE Ha BCE BOIPOCHI.

OrneHka «y0BIETBOPUTEIBHO» CTaBUTCS, €CIIU:

— coJiepKaHue JIOKJIa/1a ¢ Tpe3eHTalel He pacKphIBaeT TEMY UCCIIEIOBAHMUS;

— HE BBIpa)XKEHA B3aMMOCBS3b MPEIMETA HCCIEOBAHUS C MMPOOIEMHBIMU BOIIPOCAMHU HAYKH H
MIPAKTUKU;

— HE MPOBEJIEH aHAJIU3 CTEIIEHU Pa3pabO0TaHHOCTU TEMBbI UCCIIEIOBAHMS;

— MaTepual U3JI0KEeH HEMOCIeI0BATEIbHO U HEIOTUYHO;

— OTCYTCTBYET JOCTAaTOYHAS HYMITMPUYECKas 0a3a;

— HEeT COOCTBEHHBIX BHIBOJIOB, HE MTPOJIEMOHCTPUPOBAHA CAMOCTOATEIBHOCTD CYXKACHHUIA,

— CTYAEHT IIPOJEMOHCTPUPOBAJ HU3KUI YPOBEHD BIIAJCHUSI MAaTEPUAIIOM.

OreHka «HEyI0BICTBOPUTEILHOY CTABUTCS:

— paboTa He TmpencTaBieHa JMOO HE COOTBETCTBYET BCEM 3asBICHHBIM KPUTEPHUSIM,
BBHITIOJTHEHA C HAPYIICHHEM TPeOOBaHU, CTY/IEHT HE BIAJCEeT MaTEPUATIOM.

[TpumepHbIe TECTOBBIE 3aaHUS

Tect — 3T0 cuctemMa KOHTPOJIbHO-U3MEPHUTENBHBIX MaTepHaJOB CHEU(PUUYECKOH (QOPMBI,
OIIPEAEIIEHHOTO COACPkKaHMs, YIOPSAIOUYEHHBIX B PaMKaX ONPEIEICHHON CTpaTernu MpeNbsBICHUS,
MTO3BOJISIIONIAsE KAUECTBEHHO OLIEHUTH CTPYKTYPY U 3PPEKTUBHO U3MEPUTH YPOBEHb 3HAHUM, YMEHUM
Y HaBBIKOB 1O yueOHOH aucuumuinHe. TecTupoBaHue sBiISETCS 0JHOU U3 (GOPM TEKYLIEro KOHTPOJIS
1 TI03BOJIIET IPOBEPUTH C(HOPMUPOBAHHBIN YPOBEHb 3HAHUM IO TUCIUIUINHE.

TecTrl MOTYT BKJIIOYATh B CEO0S:

— BOIMPOCHI C €TUHCTBEHHBIM BHIOOPOM;

— BOIIPOCHI C MHOKECTBEHHBIM BBIOOPOM;

— BOIIPOCHI HA COOTBETCTBHUE;

— BOIIPOCHI, CBSI3aHHBIE JOTIOJTHEHUEM KOHTEKCTA U T. 1.

1. TlepeueHr 00s3aTENbHBIX CBEACHUI O JIOKyMEHTaxX, HCIOJIb3YyeMbIX B CHCTEMax
ANIEKTPOHHOTO JJOKYMEHT0000pOoTa (heJiepaTbHBIX OPTaHOB MCIIOTHUTEILHONW BIIACTH, OTIPE/ICIICH:

nocraHoBienueM [IpaButenbctBa PO «O06 yrBepxkaenun IlpaBun nenompousBOACTBA B
(henepalbHBIX OpraHaxX UCIIOTHUTEIHHOU BIIACTH

MOJIO’KEHHUEM O CUCTEME MEKBEJOMCTBEHHOTO JIEKTPOHHOTO JIOKYMEHTO000pOTa

TUTIOBOW WHCTPYKIIMEH TIO JEIIONPOU3BOJCTBY B (he/lepabHBIX OpraHaxX HCIIOJHUTEIBHON
BIIACTH

OenepaibHBIM ~ 3aKOHOM  «O  TOKYMEHTAIIMOHHOM  O0CCIICUeHUHN yIpaBICHUCCKON
JEATEIIbHOCTH

2. Uem obecrnieunBaeTcs OpUANYECKAs CHIIa TOKyMEHTa?

KOMIIETSHIIMEH U3/IaBIIETO ero OpraHa

HAIMYUEM OTMETKU 00 UCTIOTHEHUH JOKYMEHTA
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HaJIM4MeM Ha OnaHke u3o0paxenus ['ocynapcTBennoro repba Poccun

HaJINYMEM TpHUda yTBEPKICHUS

3. Kak MOXHO onpeaennTh NOHATHE AETIONPOU3BOICTBA?

9TO TO )K€, YTO U JOKYMEHTUPOBAaHUE

3TO TO XK€, YTO U JOKYMEHTOOOOPOT

9TO AEATENBHOCTb 10 (POPMHUPOBAHUIO JJOKYMEHTOB B J€J1a

3TO TO K€, YTO U IOKYMEHTAIIMOHHOE 00eCTIeueHHE yIPaBICHUS

4. [laiite onpenenuTe JOKyMEHTO000pOTa. JBUKEHUE JOKYMEHTOB B OPraHU3ali ¢ MOMEHTa
UX CO3JaHUS WU IOJYyYEHUS /10 3aBEPILICHUS UCIIOIHEHMS UM OTIIPABIICHUS

JBUKCHUE JOKYMEHTA B OPraHU3al[Mi C MOMEHTA €ro NOAMUCAHUS 10 OTIIPABIICHUS

BO3BpATHOE JABM)KEHHE JOKYMEHTA B IIPOLIECCE €0 ABM)KEHUS B OpraHU3aluu

TO K€, YTO U JJOKYMEHTOIIOTOK

5. YTo Takoe 10KyMEHT?

uH(pOpMaLs, 3aKpEIIeHHas B IPOCTPAHCTBE U BO BPEMEHU Ha JINCTE Oymaru

3aukcupoBaHHAasT Ha MaTepUAIBHOM HOCUTeNe HH(pOpMAIHS C PpEKBU3UTaMH,
MO3BOJISIOIIMMU €€ UAECHTU(PHUIIUPOBATh

uHpopManus, 3apUKCHPOBaHHAs HA OyMa)KHOM HOCHTEIIE

CBEJIEHUS O COOBITHSX, POLIECCAX, SBJICHUIX, HE3aBUCUMO OT CIIOCO0a UX MPEICTABICHUS

6. PexomenarenbHbll XapakTep rocyAapCTBEHHBIX CTAHIaPTOB YCTAHOBJICH:

I'occrangaprom Poccun

nocraHosiieHueM lIpaBurenscrBa PO

®enepasbHbIM 3aK0HOM «O CTaHIapTU3ALUI

3aKOHOM O TEXHMUYECKOM PEryJIMpOBaHUU

7. TpeboBanust K O(GOPMICHUIO OpPraHU3ALUOHHO-PACIIOPAIUTENBHON NTOKYMEHTAlUU IS
BCEX OpraHu3alyi He3aBUCUMO OT XapaKTepa

UX JEATEIBHOCTH COACPKATCSA:

B THUIIOBOM MHCTPYKIIMU 110 JEIONPOU3BOJCTBY B MUHHCTEPCTBAX M BEAOMCTBax Poccuiickon
®denepanun

B [IpaBuax nenonpouns3BoACTBa B (eiepalibHBIX OpraHax MCIOJHUTEIBHOMN BIAaCTH

BI'OCT P 7.0.8-2013

B 'OCT P 6.30-2003

8. IlepeueHb THUIMOBBIX YHPABICHUYECKUX JIOKYMEHTOB, OOpa3yIOUIMXCS B JIEATENBHOCTH
OpraHM3alyii, ¢ yka3aHUEM CPOKOB XpaHEHHS YTBEPK/ICH:

MUHHUCTEPCTBOM 31paBOOXPAHEHUS U COLMAIBHOIO pa3BUTUs PO

I'OCT P 7.0.8-2013

pykoBogutenem PenepanbHONU apXUBHOM CITyKObI

MUHHCTPOM KYJIBTYPBI U MaCCOBBIX KOMMYHHKanuii PO

9. A6GpeBuarypa peksusuta OKY [l pacimdpoBbiBaeTcs Kak:

oOuiepoccuiickuil kiaccuukaTop yHU(GUIUPOBAHHBIX JOKYMEHTOB

oTpacieBoil KoJM(pUKaTOp YIPaBICHYECKON TOKyMEHTAlUN

oOuiepoccuiickuil kinaccuukaTop ynpaBieHYeCKOW JOKYMEHTAuU

oTpacieBoil Kou(pUKaTOp YHUPHUIMPOBAHHON TOKyMEHTALUN

10. Tlopsinok opopMieHHst JaThl B PEKBU3UTAX IOKYMEHTA ONPE/IeIIeTCs:

nocranosyieHreM IIpaBurenscrea PO

pacniopsbkenneM [Ipesuaenta PO

I'OCT P 6.30-2003

MHCTPYKIUEHN 10 JeIONPON3BOACTBY

11. Yto Takoe pekBU3UT?

00s3aTeNbHBIN 2IEMEHT JOKYMEHTA

o0111ee KOJIMYECTBO CTPOK B IOKYMEHTE

TO K€, YTO U OJIaHK JJOKyMEHTa

CTENEHb 3aIIUTHI JOKYMEHTa OT MOAJIENKH

12. KonmnyecTBo pekBU3HUTOB, ycTaHoBIeHHBIX 'OCT, cocraBnser:
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26 peKBU3UTOB

29 peKBU3UTOB

30 pexBU3HUTOB

32 pEeKBU3UTOB

13. Ecniu Ha TOKyMEHTE 3aroTOBJIEHA MOJAINNCH HayalbHUKA MOAPA3/IEICHUs, a IOANNCHIBACT
JOKYMEHT €r0 3aMECTHUTEIIb, TO CIEIYET:

UCTIPAaBUTh M YKa3aTh HACTOSIIYIO JOJDKHOCTh M (aMHIMIO JIMLA, IOJINHMCHIBAIOIIETO
JOKYMEHT

JioreyaTarhb MpeAJIor «3a» Nepe]] 10JKHOCThIO HayalbHUKA

MIOCTaBUTh KOCYIO YEPTY NEpe JOJKHOCThIO Ha4albHUKA

HanucaTb OT PyKH IPEUIOT «3a» Mepe JOKHOCThIO HadallbHUKA

14. TocynapctBennbiii rep0 P® B OIHOIBETHOM BapHaHTE IOMEMIAIOT Ha OJaHKax
JIOKYMEHTOB:

MU ]I Poccuun

denepanbHBIX CYI0B

®denepanvsaoro Cobdpanust PO

Briciiero Apourpaxuoro Cyma PO

15. 3aroioBoK K TEKCTY JOJKEH ObITh TPAMMAaTHYECKU COTJIACOBAH:

C JaTON JOKYMEHTA

C HAUMEHOBAaHUEM BHUJA IOKYMEHTa

C HAMEHOBAaHUEM BBILIECTOALIECH OpraHu3anun

C HAUMEHOBAaHHUEM OPraHM3alMU — aBTOPA JOKYMEHTA

16. B cipaBouHbIe JTaHHBIE 00 OpraHU3alMy HE BKIFOYAETCS:

HaMMEHOBAHME BBIILIECTOSIICH OpraHu3aluu

MTOYTOBBIN agpec

HOMeD TenedoHa

0aHKOBCKU CUET

17. Ilpu odopmiienuu rpuda yrBepKIeHUs CIOBO «yTBEPKAAI0» UMEET CIEAYIOIU BUI:

YTBEPXAIO

«YTBEPXJIAO»

«YTBEpKIA0O»

Yr1Bepxaaro

18. T'ocynmapctBennbiii rep6 PD B onHOnBEeTHOM BapuaHTe 0e€3 TepalbIUYECKOTrO IIUTa
MOMENIAIOT Ha OJIaHKaX TOKYMEHTOB:

banka Poccun

pemenuniit Bepxosnoro Cyna PO

CuetHoit nanatsl PO

opraHusanui u yupexaenui rnpu Ilpasurenscree PO

19. BriGepure HenpaBuiibHOE 0opMIIeHHE JaThl «11epBoe Mas 2014 rogax:

1 mag 2014 rona

2014.05.01

01.05.2014

01 mas 2014 1.

20. Ilopsnok wucnosb3oBaHus M300paxeHus l'ocymapcrBenHoro repba P®d Ha Oiankax
JIOKYMEHTOB YCTaHOBJIEH:

perjiaMeHTOM OpraHu3aIuu

I'occranpaprom Poccun

[Tonoxenuem o I'ocynapcrBennoM repoe Poccuiickoii deneparuu

®denepanbHBIM  KOHCTUTYIIMOHHBIM 3akoHOM «O T'ocymapctBeHHOM TepOe Poccuiickoit
denepauun»

21. Boibepute npaBuibHOe odopmiieHue pacmupoBKy noanucu B peksusute «lloamucoy.
NBanos B. I1. BanoB

B. I1. iBanoB
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B. lBanos

22. JlaTroli nmpukasa siBISETCS:

JlaTa ero MoAMUCaHus

JaTa ero pacCchbUIKU

JlaTa ero BCTYIUIEHUS B CUILY

JaTa ero MoJIy4eHHUs CTPYKTYPHBIM MOApa3/ieIeHHeM

23. TocynapctBennsiii rep6 P® B MHOrolmBETHOM BapuaHTE IOMEHIAIOT Ha OJaHKax
JIOKYMEHTOB:

JUTIIIOMATUYECKUX MPEJICTaBUTEILCTB

Anmunuctpanuu [Ipesunenta PO

I'ocynapcrBennoun [Jymsl

Poccuiickoii akaieMun HapOJIHOTO XO3SICTBA M TOCYAApCTBEHHOM Ci1y»KObI 1ipu [Ipe3uaeHTe
Poccuiickoit denepanun

24. MakcuMallbHOE KOJIMYECTBO a/IpecaToB, KOTOPOE MOXKET COJIEPKaTh JOKYMEHT, PaBHO:

2

OTpaHUYEHUN HET

3

1

4

25. OTmeTka 00 UCTIONHUTENE JOJIKHA BKIIOYATh B Ce0sl:

damuiio 1 HoMep TeneoHa UCTIOTHUTEIS

WHUIMAIBI, (aMUITUIO U HOMEp TeJedOHa UCTOTHUTEINS

UM 1 (HaMIITAIO UCTIOTHUTEIS

baMUINIO ¥ MHUIUABI UCTIOTTHUTEIS

26. DeMeHTHI TOYTOBOTO apeca YKa3bIBAIOT B CICAYIOIICH IMOCIEA0BATEIIbHOCTHU:

* HAMMEHOBAHUE aJIpecara,
* HACEJICHHBIN IIyHKT,

* 0051aCTh, Kpai, pecryOnuka,

* yJIMIIa, HOMEP JI0Ma, HOMEP KBapTHUPHI,
* CTpaHa

* HaMEHOBaHME aJpecara,

* yIu1a, HOMEp J0Ma, HOMep KBapTUPBI,
* HACEJICHHBIN ITyHKT,

* 00acTh, Kpai, peciyoiuka,

* CTpaHa

* CTpaHa,
* 00acThb, Kpaii, pecryoiuka,

* HAaCeJICHHbBIN MYyHKT,

* yJIAIIa, HOMEP JIoMa, HOMEP KBapTHPHI,
* HaMEHOBaHMe aJpecara

27. KitroueBoe CI10BO IMMOCTAHOBJICHUS ITUIIIETCS:

OT TPETHETO JINIA MHOKECTBEHHOTO YUCIa

OT TIEPBOTO JIMIIA MHOKECTBEHHOTO YUCa

OT TPETHETO JIULA €AMHCTBEHHOTO YUCa

OT MIEPBOTO JIMIIAa €AMHCTBEHHOTO YUCia

28. B Kakux JOKyMEHTaX PEKBU3UT «3arojIoOBOK K TEKCTY» HE UCIIONb3YeTCs?

B IIpHKa3ax

B PacCHOPsHKEHUSIX

B ITIOCTAHOBJICHUAX

B CONPOBOJUTEIBHBIX MUCHMAX

29. HaumeHOBaHUE BUIa TOKYMEHTA, COCTABJIEHHOTO MJIM U3JaHHOTO OpraHU3aluen, T0IKHO
OBITH ONpPEIEIICHO:

MIPOTOKOJIOM
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MOJIOKEHUEM 00 OpraHu3anuu (yCTaBoM)

UHCTPYKLKEH 110 1eT0NPOU3BOJICTBY

JIOJKHOCTHOM MHCTPYKLIUEH

30. B kakoM najexxe ykas3blBalOT J0JDKHOCTb JIMIA, KOTOPOMY apECOBaH JOKYMEHT?

B POJUTEIILHOM

B BUHUTEIBHOM

B UMEHUTEIILHOM

B 1aT€JIbHOM

31. Kakoli BapuaHT OJlaHKa MCHOJB3YIOT, €CIM PEKBU3UTHl HAa HEM PaCIOJIOKEHBI
CIIEAYIOIIMM 00pa30oM: Hayajgo M KOHell KaKIOM CTPOKM PEKBU3UTOB PABHO YAAJECHbI OT I'PaHMIL
30HBI PaclOJIO0KEHUS PEKBU3UTOB?

MPOAOJIbHBIN

YIJIOBOM

LEHTPUPOBAHHBIN

¢aroBsIi

32. Ha GnaHkax Kakoro JOKyMEHTa HE yKa3blBae€TCsl HAUMEHOBAaHUE BUJIA IOKyMeHTa?

IpUKa3

[IOCTaHOBJICHHE

IUCBMO

IPOTOKOJI

33. Kakoii JOKYMEHT YCTaHaBIMBAaeT OOIIMH MOPAIOK OQOPMIICHHS OpPTraHU3aIMOHHO-
pacropsIUTeIbHbIX JOKYMEHTOB U COCTaB PEKBU3UTOB JUIsl BCEX OpraHU3aLuii?

3aKOH 0 JIOKyMEHTAIIHOHHOM 00€CIIeYeHUH YIIPaBICHUS

I'OCT P 7.0.8-2013

TUIIOBAasi MHCTPYKLHS IO JEJONPOU3BOACTBY B (pelepalbHbIX OpraHax MCIOJIHUTEIbHON
BJIACTH

BEJIOMCTBEHHAsl UHCTPYKLHUS 10 J€JIONPOU3BOJICTBY OpraHU3aluu

®enepanbHblii 3akoH «O0 uHbopManuy, MHPOPMALMOHHBIX TEXHOJOTMAX M O 3alUTe
UH(pOpMAIIAN

I'OCT P 6.30-2003

34. Kakas nokyMmMeHTalMsi BXOJUT B CHUCTEMY OpraHU3alMOHHO-PACIOPSIUTEIbHON
JOKyMeHTauuu?

CIPaBOYHO-UH(POPMAILIMOHHAS

¢duHaHCOBas

OaHKOBCKas

OTUYETHO-CTaTUCTUYECKAS

35. PexBU3UTBHI ajgpeca Ha IOYTOBBIX OTIPABICHUSX W OJIaHKaxX IOYTOBBIX MEPEBOJOB
MULIYTCS B MOPSAKE, YCTAHOBIEHHOM:

periaMeHTOM OpraHu3aluu

nocranosiieHreM IIpasurenscrea PO

MHCTPYKIUEHN 10 JeIONPON3BOACTBY OPraHU3aINH

[TpaBunaMu 1e10nmpoOU3BOICTBA B (pefiepanbHBIX OpraHax UCIIOJIHUTEIbHON BIACTH

36. IlpeamOyna B mpoeKkTax TMpHKa3a 3aBepIIacTCs CIOBOM «IpuKa3biBaloy». Kak oHO
BBIIETISETCS?

HaOMpaeTcs MPONUCHBIMU OyKBaMu

BBIJICJIAETCS )KUPHBIM HIPpU(PTOM

HaOupaeTcs pa3psAaKoi

BBIJIETISAETCS IOAYEPKUBAHUEM

37. K cipaBo4HO-MH(POPMALIMOHHBIM JOKYMEHTaM OTHOCSITCSI:

pelieHne

CITy»e0HO€ MICHhMO

IIPOTOKOJI

OOBSICHUTENIbHAS 3aIHCKa
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MPHUKa3

38. Pactipenenute nmpeACTaBICHHbIE TOKYMEHTHI IO COOTBETCTBYIOIIUM BUIAM.
rpauK OTITYCKOB OpraHu3anroHHO-KaIpOBbIE
MpaBUJia BHYTPEHHETO pacropsIKa Opranu3zaloOHHO-PACIIOPAIUTEIbHBIE
II0JIOKEHUE O NEPCOHAE
JOJKHOCTHAS! MHCTPYKITUS

39. B kakoM JIOKyMeHTe yKa3bIBaeTCsl MECAYHbIN (poHI 3apabOTHOIM TIaThI?

rpaduk OTIyCKOB

II0JIO’KEHHUE O [IEPCOHAIE

MOJIO’KEHUE O KaJIpOBOH cITy:k0e

LITATHOE paclUCaHue

40. Ha3zoBuTe HOPMATHUBHBIN aKT, KOTOPBIM CJEAYyeT PYKOBOJCTBOBATHCS KaJpPOBOMY
paboTHUKY NP 0(OPMIICHUH U 3aIIOJTHEHUU TPYJOBOH KHIDKKU:

BEJIOMCTBEHHBII HOPMATUBHBIN aKT

uHCTpyKusa Muntpyna Poccun

nocranoByieHue [IpaBurensctea PO

MHCTPYKLUS 1O J€JIOIPOU3BOICTBY

41. ®opmbl Ne T-5 u Ne T-5a ucnonb3yrotcs At opopMIIeHUS:

o opMIICHHUS IPEIOCTABJICHUS OTITYCKA

nepeBojia Ha APYTyro paboTy

YBOJIbHEHUS

nprema Ha padoTy

42. 3anuck 00 YBOJIBHCHHUH B TPYJOBON KHIKKE:

yIIOCTOBEpsIETCS MeuaThio paboToaaTens

HE HYX/AaeTCs B YIOCTOBEPEHUH I1€YaThIO

YIIOCTOBEPSETCS TONBKO MOAMKUCHIO TOJKHOCTHOTO JIMIIA, CIIETABIIEro 3aMuch

YIIOCTOBEPSETCS MEYATHIO KaIPOBON CITYKOBI

43. B cinydae, Korjga TpaXIaHCKMH CIyKallMil OTKa3bIBaeTcs OT MPOXOXKICHUS
npoeCCHOHATBHON TIEPETIOATOTOBKH, IMOBBIIICHUS KBAIM(UKAMK WIA TepeBoja Ha JPYryko
JOJKHOCTh, OH MOXET ObITh YBOJIeH. Kakoli HOpMAaTHMBHBIN NPaBOBOW aKT PEryjIupyeT JaHHYIO
cuTyaruio?

3aKOH 0 TpaKIaHCKOH ciyx0e

nocraHosieHue [Ipasurenscrea PO

[TonoxeHue o MpOBEIEHUH ATTECTALUH FOCYIAPCTBEHHBIX CITYKAIIUX

Tpynosoii konekc PO

44. Opranusaiys paboThl ¢ JOKYMEHTaMH BKIIIOYAET:

coop undopmaruu

OpraHu3zaluio pabodero mecra

OpraHMU3aIHIo JOKYMEHTO000pOTa

JOKYMEHTHUPOBaHHE

45. IlucbmenHoe oOpallleHue rpakJaHiuHa, MOCTYIUBIIEEe B TOCYAAPCTBEHHBIN OpraH, opraH
MECTHOT'O CaMOYMPABJICHUS WIN I0JKHOCTHOMY JIMIY, pACCMAaTPUBAETCS B TEUCHHUE!

33 nHel ¢ 1aThl MOCTYIUICHUS

10 qHe# co IHA perucTpanuu

30 gHEN ¢ MOMEHTA MOCTYTUICHHS

30 nHeli co qHA perucTpanuu

46. O0BeM JTOKYMEHTO000POTa MOXKHO OTPE/ICITUTh KaK:

00BbeM OFHOTO Jejla, YMHOXXEHHBIM Ha KOJMYECTBO J€J, 3aBEJCHHBIX B OpraHM3allud B
TE€4YeHHe rojia

NPOM3BEACHUE TUIOIMIAN OJHOIO JIUCTa JOKyMeHTa (opmara A4 Ha oOIiiee KOJIMYECTBO
JIUCTOB

KOJINYECTBO BO3BPATHBIX JABWKEHHUN JOKYMEHTA 3a 0]l
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KOJINYECTBO JOKYMEHTOB, MOCTYIUBIIMX B OPraHU3AUIO U CO3JIaHHBIX €I0 B ONpE/EICHHBIN
epHOJ

47. Ha3oBuTe HOPMAaTUBHBIN NPABOBOW aKT, C IMOMOIIBIO KOTOPOI'O PETYIUPYETCS] MOPSAIOK
paccMOTpeHHs 0OpalleHH rpaKaaH B OpraHUu3aluu:

periiaMeHT OpraHu3aluu

MHCTPYKIUS IO JIEJOIPOU3BOJICTBY

3aKO0H 0 MOPSAKE PACCMOTPEHUS O0paIIeHUI rPpaKIaH

48. CpoKH HUCIIOJIHEHUS JOKYMEHTOB UCUHCIISIOTCS:

B Yacax

B paboYmuX JTHIX

B KaJICHIAPHBIX THSIX

49. Ha kakue /iena Onuch He cocTaBisiercs?

Ha JIeJIa 110 JINYHOMY COCTaBY

Ha jies1a BpeMeHHoro (1o 10 yet) XpaHneHus

Ha JIeJ1a TIOCTOSIHHOTO XPaHEeHUs

50. Pacmonoxutre dMeMEHTHl  3arojoBKa HOMEHKJIATypbl Jiejla B NPaBUIbHON
MOCTIeIOBATEIBHOCTH

Hazpanue opranu3zanum — ajpecara Uiu KOPPECIIOHACHTa JOKYMEHTA

Ha3Banue MeCTHOCTH, C KOTOPOI CBSI3aHO COJIEPKAHHUE JOKYMEHTOB JieJia

Kpatkoe copepxanue JOKyMEHTOB Jieia

Hassanue Buna nena

YkazaHue Ha TO, YTO JOKYMEHTHI SIBIISIFOTCS] KOTIHSIMH

[Tepuon, K KOTOPOMY OTHOCSITCS JOKYMEHTHI JieJia

51. Ilo kakoMy MPU3HAKY CUCTEMATU3UPYIOTCS JieJia 10 JIUMYHOMY COCTaBy?

110 XPOHOJIOTHYECKOMY

0 HOMUHATUBHOMY

10 TIPEIMETHO-BOTIPOCHOMY

0 KOPPECIIOHACHTCKOMY

52. Ilpu hopmupoBaHuU A€ COOTIOAAIOT PSJT YCTAHOBICHHBIX ITPABHIL:

JIOKYMEHTHI 10 INYHOMY COCTaBy (POPMHUPYIOTCS MO ai(paBUTY JOJKHOCTEH COTPYTHUKOB

OJTHO JIETIO MOKET COCTOSITH TOJIBKO U3 OJTHOTO TOMA

yupeauTeabHble JOKYMEHTBI M YCTaB OpraHu3alluy IOMEIAloTCs B Pa3HbIe Jela

B JIeJIa TPYIIAPYIOTCS TOKYMEHTHI TPEX KaJeHIapHBIX JIET

JIOKYMEHTBI ITIOCTOSIHHOTO MU BPEMEHHOTO CPOKOB XPaHEHHsI IPYNIIUPYIOTCS B JieJ1a pa3IesIbHO

B OJTHO JIETIO JIOMYCKAeTCsi 00 BENHATH IOKYMEHTHI 110 Pa3HBIM BOTIPOCAM

HoJyIeXale Bo3Bpary JJOKyMEHTHI B JIeJI0 He O/IINBAIOTCS

53. YkaxkuTe CpOKH, yCTAaHOBJICHHBIC IJIi BPEMEHHOTO XPAHEHHUS TOKYMEHTOB APXHBHOTO
¢onga PD 10 uX MOCTYMIIEHHUS B FOCYIapCTBEHHBIE U MYHUIIUTIAIbHBIE APXUBBI.

[IpoekTHas JOKyMEHTaIus MO KalUTalbHOMY CTPOUTEIbCTBY 100 net
Hayunas nokymenrtauus 5 et
3anucu akToB I'PaXk/1aHCKOT'O COCTOSTHUS 20 ner
Buneo- u hoHOTOKYMEHTHI 15 ner
DOTOTOKYMEHTHI 3 rona

54. VYkaxuTe MUHHUMAIbHBIE pa3Mepbl BEPXHEro MOy s CIYXKeOHBIX JIOKYMEHTOB,
ycranosieHHsle B 'OCT P 7.07.97-2016:

20 MM

25 MM

30 Mmm

10 mMm

15 Mmm

55. B kakoM HOpPMAaTHBHOM JOKYMEHTE MOHITHE 3JICKTPOHHOTO JOKYMEHTa JaHO B Haubosee
obmieit ¢dopme («IOKYMEHT, B KOTOpOM HHGOpMAIUs MpeICcTaBlIeHa B JIEKTPOHHO-IU(GPOBOI
bopme»)?
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['OCT P 52292-2004

®denepanbHbIi 3aK0H «O0 2IEKTPOHHOMN [TUGPOBON MOATHUCHY

['OCT P 1CO 14489-1-2007

56. Ceprudukar kimouda nekTpoHHoi udposoit noanucu HE Brimrovaer:

CBE/IEHUS 00 YIOCTOBEPSIONIEM LIEHTPE, BBIaBIIEM CEPTU(PHUKAT KIFOYA MOIMTUCH

pPErucTpallMOHHBIA HOMEp cepTUudUKaTa Kitoya MOANICH

CPOK JIEHCTBHS cepTU(UKaTa KIIF0Ya MOIMTUCH

OTKPBITHIN KITFOU AJIEKTPOHHOH ITU(POBOI MOIITHUCH

3aKPBITHIA KITIOY AJIEKTPOHHOU IH(PPOBOI MOAINCH

CBEZICHUSI O BiaJienblie cepTHU(UKaTa KIro4a MOANUCH

CBEe/IEHUS 00 YCJIOBUSX IMPHU3HAHUS FOPUIMYECKOTO 3HAYEHUS HIIEKTPOHHOTO JIOKyMEHTa C
AJIEKTPOHHOU 1T (PPOBOI MOIMHCHIO

57. OpraHu3aTopoM MEXBEJIOMCTBEHHOTO 3JIEKTPOHHOIO JOKYMEHTOO0OPOTA ABJISAETCS:

I'maBHOE ynpaBieHue cnenuanbHbix porpamm Ilpesunenta PO

Amnmnapar [IpaButenscrsa PO

Anmunuctpanus [Ipesunenta PO

®enepanibHas ciyx06a oxpansl PO

58. Yto Takoe meramaHHbie?

UICHTUPHUKATOP UHPOPMALMOHHOTO Pecypca, TMO3BOJISIIOIIUN  YIIPABIATh UM, OCYIIECTBISTH
MIOKMCK U XpaHEHHE

0JIHa U3 COCTAaBJISAIOLIUX AEKTPOHHON U(PPOBOH MOIAIUCH

JaHHbIE, ONIPEIETAIONINE OPUIUIECKYIO CHITY JIEKTPOHHOTO JOKYMEHTa

00s3aTeNbHbIM KOMIIOHEHT PETUCTPALIMOHHON KapThl TIOKYMEHTA

Kpurepuu oueHuBanus:

OcHOBHBIM KpuTepHeM 3((EKTUBHOCTH YCBOSHHS YYAIIMMHUCS COJECpKaHUS yuyeOHOTo marepuana
cuntaeTcs KO3(pPUIMEHT yCcBOeHHsI Y4YeOHOrO MaTepuayia, KOTOPBIH ONpeneseTcs Kak OTHOIICHUE
MIPAaBUIBHBIX OTBETOB YYaIIUXCs K OOIIEMY KOJIMYECTBY BOIIPOCOB.

OnwucaHue IKajabl OEHUBAHMS:

— OIICHKA «OTJIMYHOY» CTABUTCS MPHU BHINIOJHEHUH HE MeHee ueM 80% 3amaHmuii;

— OLICHKA «XOPOII0» CTABUTCS NPY BBIOJIHEHUH He MeHee 4eM 70% 3amaHuii;

— OLICHKA «yIOBJIETBOPUTEJILHOY» CTABUTCS IIPH BHIIOJIHEHUH HEe MeHee ueM 60% 3amanuii;

— OIICHKa «HEYJOBJICTBOPUTEIHLHO» CTABHTCS NPU HEMpaBMIbHOM oTBeTe Oonee uem Ha 40%
BOIIPOCOB TECTA WUJIM HEBHIMONHEHNH Ooiee yeM 40% 3amaHnid.

[IpakTudeckue 3aaaHus

[IpakTUueckoe 3alaHle OCHOBAHO Ha MPAKTUYECKH 3HAYMMBIX CUTYAIUSX W HAIMpPaBJICHO HA
(dbopMUpOBaHHE Yy CTYACHTOB MPO(PECCHOHANBHBIX YMEHUH M HAaBBIKOB, YMEHHUS [IEHCTBOBATH B
ycnoBHUsX Oynyimied mpodeccuoHambHON AesTenbHOCTH. [Ipu pereHun 3amaHusi CTYIEHT JIOJKEH
YUUTHIBATh, UTO 3aJ]aHHE COJCPKUT JABE YACTU: OMUCAHKE U CHEIHAIbHBIE BOMPOCHI, (POPMUPYIOLTHE
HEOOXOIMMBbIE YMEHHUS W HaBBIKU. [Ipexkxae ueM NpUCTYNUTh K PEHICHUIO 3aJlaHusl, CIEAyeT
BHHUMATEIbHO O3HAKOMUTHCA C cojepxaHueM. HeoOXOauMo ySICHUTH CMBICT 3aJaddl U YCJIOBHS,
MCXOJISl U3 KOTOPBIX, HY’)KHO JJaTh OTBETHI HA TTOCTaBJICHHBIE BOIIPOCHI.

OO01muii anropuT™ petieHus 3a1a41 MOXKHO U3JIOKUTH CIIEIYIOIIUM 00pa3oMm:

— IMIPOYUTATh U TIOHATH TEKCT 3a/1a4u;

— OMPENIETUTH TEMY, pa3/iei, BOIPOC MO KOTOPOMY COCTABJICHA 33/1a4a;

— IIPOBECTH aHAJIU3 CUTYAIlMH, OTMCAHHOM B 3a/1a4e, U pa3pelnTh Mpodiemy.

3amanue 1. B coorBercTBUM 3akoHOM O TepbOe (QenepajibHble OpraHbl T'OCYJapCTBEHHOMN
BJIACTU JIOJDKHBI HCIIOJIb30BaTh Ha OJIaHKaX CBOMX JOKYMEHTOB H300pakeHue repba PD B
oJIHOIIBETHOM BapuanTe. Eciin Bbl pabotaere B DeiepaibHON TaMOXKEHHOM Ci1yk0e, KaKOW IIBET BbI
ObI BEIOpaK /17151 OJ1aHKa CBOETO BEZOMCTBA?

28



3aganue 2. TpynoBbIM KoaekcoM P® ycTaHOBIEH MOPSIOK MPUMEHEHHS YHPOIIEHHOTO
KaJ[pOBOrO yd4era g Mukponpeanpustuii. Kak MoXHO AOKyMeHTalbHO OGOpPMUTH TIpUEM Ha
paboTy Ha MUKPOMIPEANPHUATHE HOBOTO pabOTHHKA?
3amanue 3. [Ipukazom MunucTepcTBa 3apaBooxpaneHus PO ot 29.10.2016 Ne 784n Obuta
yTBepkJeHa smOnema MunzapaBa Poccun. MOXHO 1M HMCHONB30BaTh 3MOJIEMY B KayecTBE
peKBHU3UTa Ha repbooBoM Oianke MuHucrepcTa?
3ananue 4. JlokyMeHT oOpMJIeH Ha YIrJIOBOM OJIaHKE KOHKPETHOTO JOJDKHOCTHOTO JIMIA.
Kakue 3neMeHTbI 10JKEH BKII0YaTh B CE0s1 PEKBU3UT «IIOJAMUCHY?
3aganue 5. Bbl pacmnonoXuian peKBU3UT «TOBAPHBINA 3HAK (3HAK OOCITYy)KUBAHH)» Ha OJlaHKe
OpraHM3aliil C TMPOJOJIbHBIM PACMOJOKEHHUEM PEKBU3UTOB CJIeBa HAa YpOBHE pEKBH3UTA
«HaMEHOBAaHUE OpraHM3alUy — aBTOpa JOKyMEHTa». COOTBETCTBYET JHM TaKOE€ paclOJOKEHHUE
JTAaHHOTO pekBu3nuTa nojioxkeHusim 'OCT?
3aganue 6. Haiimure W wucnpaBbTe OMMOKM B OGOPMIICHHMH PEKBU3UTA «agpecaTy B
CITy)KE€OHOM IHCHhME.
B. A. CepreeBy
TJIaBHOMY pelakTopy u3aaTtenbcrBa «Jlyu»

H. T. I'puropeeBoi
340045, MockBa, MuaypuHCKHii ipoctl., 1. 36, KB. 5
3amanue 7. Onpenenure Mo KIOYEBOMY CIOBY BHUJ OpPraHU3allMOHHO-PAcHOpsAIUTEIbHOTO
JIOKYMEHTA, BHECUTE UCITPABJICHUS B €r0 PEKBU3UTHI U 100aBbTE HEJOCTAIOIINE PEKBU3HUTHI.
I'OCYJJAPCTBEHHBIM KOMUTET P® ITO ITEYATU
Ne 8 9 sauBaps 2000
VY TBepxkaeHNE HOBOU peAaKUU NHCTPYKIMU 1O JI€JIONPOU3BOJICTBY B IEHTPAIBHOM almapare
I'ocynapcrBennoro Komurera P® no nevyatu.

00s3BIBAIO;

3aganue 8. PaGoTHuK momeHsn ¢amuiuio mocie ohopMIIeHHs ero JuyHoro aena. Kax
KaJpoBas ci1yx0a 10JKHA OTPa3uTh 3TO U3MEHEHHE B MPOLIECCE BEJICHUS €ro JIMYHOTO Jiesia?

3ananue 9. Ilocne 3aBeaeHust TPYJOBOM KHMXKKU COTpyIHHMK opranuszanuu B. U. Ilerposa
BBIIIUIA 3aMY>K M ITOMEHs1JIa IeBUUbIO (haMIIIHIO Ha (haMIuInio Myxa. Uepes TpH rojia OHa pa3Besach ¢
MYXXEM U peIIniia BepHYTh ce0e NeBUUbI0 (haMHIINIO, OJHAKO Yepe3 JIBa roJla BHOBB BHINLIA 3aMYK,
B3sIB (haMIJIMIO BTOPOro Myxka. Kak n3MeHeHHs mepCOHaNbHBIX JaHHBIX 3TOIO COTPYIHHUKA JOJKHBI
OTPA3HUTHCS B €€ TPYINOBOU KHUKKe?

3ananue 10. B coorBercteum ¢ I'OCT P 7.0.97-2016, Bcrynusmmum B cuity ¢ 01.07.2018, B
MOPSIZIOK  3aBEPEHMS KONHMHM TPYAOBOW KHIDKKA BHECEHBI HM3MEHEHHS, COTJACHO KOTOPBIM IIPH
3aBEpPEHMHU KOMHMU Ha MOCIEHEN ee CTpaHHIle TPelyCMOTPEHO MpocTaBieHne oTMeTKU «[loanMHHNK
TPYIOBOW XpaHUTCA B ceiide oTaena kaapoB [HauMmeHoBaHue pabdoroxarens|». [Ipu stom 'OCT P
7.0.97-2016 HocHUT peKOMEHJIATeNbHBIM, a He 00s3aTeNbHBIA XapakTep. MOXeT 1M NpUBECTH
WUTHOpUpOBaHNe pekoMeHaanuun HoBoro I'OCTa K HeraTMBHBIM TIOCIEICTBHSM ISl BIIAJEIbIa
TPYAOBOM KHMXKHU U B YeEM OHU BbIpa3siTcs?

3ananue 11. B opranu3zanuio nNocTynuio MOBTOPHOE MHUCbMEHHOE oOpallleHue IpakIaHuHa,
HE coJiepKalliee HOBBIX JIOBOJIOB MJIM OOCTOSITEIBCTB 110 BONPOCY, Ha KOTOPBIN €My Y)Ke OB J1aHBbI
MUCHbMEHHBIE OTBETHI O CYIIECTBY B CBS3HM C paHee HampaBisieMbIMH oOpamieHusiMu. OOs3aHa v
OpraHu3alys JaTh OTBET Ha 3TO OOpaIIeHUE 10 CYIIECTBY NOCTaBIEHHOI0 Bompoca?

3amanue 12. JIokyMEHTOOOOpPOT opraHm3amnuu cocTaBisier MeHee 600 JTOKYMEHTOB B TOJI.
Kakyto ¢popmy perucrpannu 10KyMEHTOB CIIEAYEeT BHIOpATh I 3TOI OpraHu3anun?

3amanme 13. Ilpoanammsupyiite (Ppasy «DIEKTpOHHBIE JOKYMEHTBI  CO3/Iar0TCH,
00pabaThIBaIOTCA U XPAHATCS B CUCTEME AJIEKTPOHHOTO JTOKYMEHTOO0OpOTa (eepabHOr0 OpraHa
WCTIOJTHUTEIIBHOW BIIACTHY, OMIMPAsICh HA OTPEACTICHHE TIOHATHH «AJIEKTPOHHOE JEJIOMPOU3BOICTBOY
U «QJIEKTPOHHBIN TOKYyMEHTO000POT».
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3ananue 14. B ¢enepanbHbIX oOpraHax HCIOJHUTENBHOW BJIACTH pa3palaThIBAIOTCS U
UCTOJB3YIOTCS  DJIEKTPOHHBIE  JIOKYMEHTBI, CO3JaBaeMble B  JIEKTpOHHOW (opme  0e3
NPeIBApUTEIILHOTO JOKYMEHTHUPOBaHUA Ha OymakHoMm Hocutene. Kak HaspiBaercsi Takas Qopma
JOKYMEHTAIL[MOHHOT'O 00EeCIeYeH s yIIpaBIeHUs?

Kputepuu onienuBanus:

[Ipu oueHMBaHUU YpPOBHS CHOPMHPOBAHHOCTH KOMIETEHIMH YYUTHIBACTCS MPABHIBHOCTH
pellieHus, MOJTHOTa OTBETA, HCIOIb3yeMbIe HCTOUYHUKH, CTPYKTYPHUPOBAHHOCTh OTBETA U BIIaJICHUE
TEPMUHOJIOTHEN, OTBET Ha BOMPOCHI K 3ajaye, BBINOJHEHWE 3afaHui. PemieHue m0KHO OBITh
CaMOCTOSITENIbHBIM M TOJNHBIM. OTBETbl Ha BONPOCHL JOJDKHBI  OBITH  Pa3BEPHYTBIMU H
apryMEHTUPOBAHHBIMH, BHIBOJIBI JIOTUYHBI M TOYHO COPMYIUPOBAHBI.

Ornucanue mKaabl OLICHUBAHUS

OrneHka «OTJIMYHO» CTABUTCS, €CIH 00YUaIOMIUNACS:

— IPaBUJIBLHO PEIINI 337a4y;

— J1aJl OTBETHI HA KaXK/IbIH M3 MOABOMPOCOB, 00OCHOBAB IIPU ATOM X0/l CBOETO PEIICHUS;

— MPaBUJILHO BBIMIOJIHUII BCE 3aJJaHUs K 3a7aue (Mpy HAIUYUH),

—  XOpOWIO  CTPYKTYpPHPOBal  OTBET, BBIOpAN HYXHYIO  HHPOPMALHUIO, OTCESB
HenH(OMATUBHBIA MaTepua;

— IPaBUJILHO KCITI0JIb30BaJl TEPMUHOJIOTHUIO.

OreHKa «XOpOII0Y» CTaBUTCS, €CIIU 00yJaronHiics:

— IPaBUJILHO PEIINII 33a4y;

— JIaJl KpaTKue OTBETHl Ha KaX/IbIil U3 TOJBOMPOCOB, HO MPHU 3TOM HE 000CHOBAJ XOJI CBOETO
pelieHus;

— 000CHOBAJ pelIeHHe 3a/1a4u, HO OCTaBUJI 0€3 BHUMAHUS OJIMH U3 MOJABOIIPOCOB 3a/laHusl, HE
packpbLi1 €ro;

— BBITIOJTHUJI HE BCE 3a/IaHUs K 3a/1a4ye JTUOO BBIMOIHIII C OIIMOKaMHu (ITPH HaJIHYUH);

— ogo0pai Marepuai, KOTOPBIH He 3aTparuBaeT TEMBI 3a/1a4d WIH HE JaeT MPEJCTaBICHHE O
MO3UIUU aBTOPA;

— UCMOJIb30BaJl TEPMUHOJIOTHIO C OIIMOKaMH.

OreHka «y0BIETBOPUTEIHHOY» CTABUTCS, €CITU O0yUYaIOLTHIiCS:

— J1aJl OTBET HE Ha BCE MOJIBOIIPOCHI 3a/1aHuUs;

— Jajl OTBET Ha BCE IOJBONPOCHI, HO OOJIBIIMHCTBO OTBETOB HEOOOCHOBAHHBIE WM
OIITMOOYHBIE;

— He MPeACTaBUI BHIMOJIHEHHOTO 3aJ]aHusl K 3a7a4e (Mpu HAIUYHH );

— HE CMOT C/IeJ1aTh JOJOKHBIE BBIBOJbBI HA OCHOBE MMEIOIIErocs MaTepraa;

— HE UCMOJIb30BaJ TEPMUHOJIOTHIO MU UCIOJIB30BAJl C OIIMOKAMHU.

O1ieHKa «HEYAOBJIETBOPUTEIHHOY» CTABUTCS, €CITU 00 YJarOIIHIICS:

— HE pelu 3a1ady,

— Jlan KpailHe KOpOTKHH OTBET, PELIWJI HEKOTOpblE MYHKTHI 3aJaud, MPH ITOM HHUKAaK He
000CHOBAJI CBOE pEIIEHUE, HE BHIOIHIII 331aHUSI.

11. Opranuszanus o6pa3oBaTe/ibHOrO Mpouecca Il JHI ¢ OFPAHMYEHHBIMH BO3MOKHOCTSIMH

OOy4eHune Mo AMCUMIUIMHE OOYyYarolMXCs C OTPaHMYEHHBIMH BO3MOXKHOCTSIMU 3/10POBBS
OCYILIECTBIISIETCI C Yy4YeTOM OCOOEHHOCTeH ICUXO(pHU3UYECKOr0 pa3BUTHUS, WHAMBHYaTbHbBIX
BO3MOYKHOCTEH U COCTOSIHUS 37I0POBBS TAKHX 00YJAIOIITIXCSI.

Conepxkanne 00Opa3oBaHUS M YCJIOBUS OpraHu3anuu oOy4deHHs OOydarommuxcs ¢
OTpaHUYEHHBIMH BO3MOXXHOCTSIMH 3J0POBBSI ONPENENSIOTCS aJanTHPOBAaHHONH 00pa30BaTebHON
IporpaMMoii, a Ui MHBIMJIOB TaKKe€ B COOTBETCTBUM C WHIMBHIYaJbHOH MPOTrpaMMOii
peaduIUTay HHBATH/IA.

OcBoeHHe AUCHUIUIMHBI OOYYaIOMIMMHUCS C OTPAHUYEHHBIMH BO3MOKHOCTSIMHM 37I0POBBS
MOJKET OBITh OpPraHW30BaHO KAaK COBMECTHO C APYTUMH OOYYaroIIMMUCS, TaK W B OTIEIBHBIX
rpynmnax. [Ipeanonaraiorcs crenuaibHble YCIOBUS JUIS OTy4eHUs 00pa3oBaHMs 00ydYaroIIUMUCS C
OrpaHUYEHHBIMU BO3MOXKHOCTSIMU 37J0POBBSI.
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[Tpodeccopcko-Tienarorn4eckiii  cocTaB  3HAKOMUTCS C  IICHXOJIOTO-(PU3NOIOTHUECKUMU
0COOCHHOCTSIMU OOYYaIOIIUXCsl MHBAIUIOB M JIUI[ C OFPAaHUYCHHBIMU BO3MOKHOCTSIMH 37I0POBbS,
WHIUBUAYAIBHBIMHU MTPOTPAaMMaMU peaOMINTAIIUU WHBATUAOB (MIpH Hamu4uun). [Ipu HE0OXoaAMMOCTH
OCYILIECTBIISICTCSl  JIONOJHUTENIbHAS MOJJEpXKKAa MPENoAaBaHMsl THIOTOPaMH, ICUXOJIOTaMH,
COLIMATTLHBIMU PAOOTHUKAMH, ITPOIIEAIIUMH TOJTOTOBKY aCCUCTECHTAMH.

B COOTBETCTBHMU C METOAMYECKUMH peKoMeHAarusMu MunoOpHayku P® (yTB. 8 ampens
2014 r. Ne AK-44/05BH) B Kypce MNpeaIojiaraeTcsi HUCIOIb30BaTh COIHMATbHO-aKTHBHBIC U
pedieKCUBHBIE METOAbI OOy4YeHUs, TEXHOJIOTMH COIMOKYJIbTYPHOH peaOuauTalud C LEeIblo
OKa3aHWs TIOMOIIM B YCTAaHOBJICHUU IIOJHOIEHHBIX MEXJIMYHOCTHBIX OTHOIIEHUH C APYrUMHU
CTYJEHTaMHU, CO3aHUH KOM(OPTHOTO NCUXOJIOTMYECKOT0 KIMMaTa B cTyieHdeckoii rpymme. [Togdop
U pa3paboTka Y4eOHBIX MaTepHajoB TNPOMU3BOIATCA C Y4YETOM IMPENOCTaBICHUS Marepuaisa B
pas3nuuHbIX (QopMmax: aydualbHOM, BU3yaJbHOM, C HCIOJIb30BAaHHUEM CHEIHAIBHBIX TEXHHUYECKUX
CPEICTB M HHPOPMAITMOHHBIX CUCTEM.

Menuamarepuansl  TakXke  CleAyeT HCHOJb30BaTh M aJalTUPOBaTh C  Y4ETOM
WHIMBUIYAIBHBIX 0coOeHHOCTEN 00ydyenus imn ¢ OB3.

OcBoenne aucuumauHbl Junamu ¢ OB3 ocymecTBisieTcs € HCHOJIB30BAHUEM CPEACTB
oOy4eHHs OOIIET0O W  CHEUUMAIBHOTO Ha3HA4YeHUs  (MEPCOHAIBHOTO W KOJUIGKTHBHOTO
UCIOJIb30BaHUsA). MarepuanbHO-TEXHUYECKOe oOecreueHre MpeayCMaTpUBaeT MPUCIOCcCOOIeHne
aynutopuil K Hyxxnam jui ¢ OB3.

®dopma MpoBeneHUs aTTECTAlMU MAJS CTYACHTOB-UHBAIHMIIOB YCTaHABIMBACTCA C YYETOM
WHIUBUAYAIBHBIX TICHXOpU3NYecKuXx ocobeHHocTer. Jlns crymentoB ¢ OB3 mpemgycmarpuBaeTcs
nocTymnHas popma npeaoCcTaBiICHUs 3aIaHUi OLIEHOYHBIX CPEJICTB, &8 UMEHHO:

— B TICYATHOW WJIM 3JICKTPOHHOU dopMe (I JUI ¢ HAPYIICHUSIMH OTIOPHO-JBUTATEIHLHOTO
amnrmapara);

— B meyaTHOW (opMe WIM DIIGKTPOHHOH QopMe ¢ YBEIMYCHHBIM MIPUGTOM U
KOHTPACTHOCTBIO (IIsI TUI] C HAPYUICHUSIMU CITyXa, PeUH, 3pEeHuUs);

— METOJIOM YTE€HUSI aCCUCTEHTOM 3aJaHusl BCIIyX (AJIs1 JIULL C HApYILIEHUSIMU 3pEHUS).

CryneHTaM C UWHBaJUJAHOCTHIO YBEIMYMBAETCS BpeMsl Ha TOArOTOBKY OTBETOB Ha
KOHTPOJIbHBIE ~ BOMPOCHL. JIJIs1 TakMX CTYIEHTOB IMpeaycMaTpuBaeTcs JOCTymHas ¢opma
MPeI0OCTaBIICHUSI OTBETOB Ha 33IaHUS, & UMEHHO:

— MUCbMEHHO Ha Oymare wiu HaOOpOM OTBETOB Ha KOMIBIOTEpE (VIS JIUI] C HAPYIICHUSMH
cllyxa, peun);

— BBIOOPOM OTBETA U3 BO3MOXKHBIX BAPUAHTOB C UCIOJIb30BAHUEM YCIYT aCCUCTEHTA (17151 JIULL
C HapyIIIEHUSIMU OTIOPHO-IBUTATENILHOTO afmapara);

— YCTHO ([U1s JIUI] C HApYLIEHUSIMU 3PEHHUs, OTIOPHO-/IBUTaTEILHOTO anmnapara).

[Ipu HeoOxomuMocTH Aiisi OOy4YaIOUIMXCS C HWHBAIMTHOCTHIO TMPOLEAYypa OICHUBAHHS
Pe3yJIbTaTOB O0YUYEHHS] MOXKET MPOBOJUTHCS B HECKOJIBKO ATAIOB.
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12. JIuct perucTpauuu u3MeHeHuii

Jarta
Ne PexBu3uTh 1OKyMEHTa 00 BBEJCHUSA B
Conep:kaHre U3MEHEHUS 9
n/n YTBECPKACHUUN USMCHCHUA JCHUCTBHC
[v3MeHeHus
VYTBepk/ieHa U BBeICHA B JICUCTBUE PEIICHUEM
KadeIpsl TOCYyIapCTBEHHOTO U MYHUITUTIATBHOTO
yIpaBieHUs Ha OCHOBaHUHU (pesiepaabHOro [Iporokoun 3acenanus
TOCYIapCTBEHHOTO 00pa30BaTEIBHOTO Kadenpsl
| | crannapra Beicuiero o0Opa3oBaHus — roCy/1apCTBEHHOTO U «30» utons
" | OakayaBpuaT 1Mo HAIPABIECHUIO TOITOTOBKU MYHHULIMIIAJIBHOTO 2021 roga
38.03.04 'ocynapcTBEHHOE M MYHUILIMTIATIBLHOE yrnpasienus Ne 10 ot «30»
YIIPABJICHUE, YTBEPKACHHOIO IIPUKA30M utond 2021 rona
MuHHCTEpCTBA HAYKU U BBICILIETO 00pa30BaHUs
P® ot 13 aBrycra 2020 1. Ne 1016
AKTyanu3upoBaHa 1 BBE/ICHA B JeCTBHE
perienrueM Kadeapsl TOCyIapCTBEHHOTO U
MYHUIIUINIAJILHOTO YIIPABICHUS HA OCHOBAHUU [Iporokoun 3acenanus
(benepaibHOr0 TOCYJapCTBEHHOTO Kadeapol
9 00pa30BaTeNbHOTO CTaHJapTa BHICIIETO rOCy/IapCTBEHHOTO U «30» utons
" | oOpa3zoBaHus — OaKanaBpHar MO HAIPABJICHUIO MYHUILIMIIAJILHOTO 2022 rona
noarotoBku 38.03.04 I'ocynapcTBeHHOE U ynpasienus Ne 10 ot «30»
MYHHUIMIIAJIBHOE YIIPABIEHUE, YTBEPKIAECHHOIO utons 2022 rona
MpUKa30M MHUHHCTEPCTBA HAYKU U BBICIIETO
oOpazoBanust PO ot 13 aBrycra 2020 . Ne 1016
AKTyanu3upoBaHa U BBE/ICHA B JCCTBHE
perieHreM kKadeapsl SKOHOMUKH U YIIPABICHHS
Ha OCHOBaHMUH (eiepaibHOTO rOCYAapCTBEHHOTO
(enep yAap [Iporokoun 3acenanus
00pa3oBaTeNbHOrO CTaHIapPTa BBICIIETO
Kadeapsl SKOHOMHUKH H «30» urons
3. | obpa3oBaHus — OakanaBpHar Mo HANPaBICHUIO
ynpaieHus Ne 10 ot «30» 2023 rona
noarotoBku 38.03.04 'ocynapcTBeHHOE U
utons 2023 rona
MYHUIUIIAJIBHOE YIPaBICHUE, YTBEPKIACHHOT O
MpUKa30M MHUHHUCTEPCTBA HAYKH U BBICIIIETO
oOpazoBanusi P® ot 13 aBrycra 2020 r. Ne 1016
AKTyanM3upoBaHa U BBEJICHA B JICHCTBUE
penieHrneM Kadeapbl SJKOHOMUKH U yIIPaBICHUS
Ha OCHOBaHUU (eIepaIbHOTO TOCYIapCTBEHHOTO
(benep yAap [Iporokon 3aceganus
00pa30BaTeNbHOTO CTaHJapTa BHICIIETO
kadeapbl dKOHOMUKH U
4. | oOpazoBaHus — OaKayaBpHaT 1Mo HAMPaBICHUIO 22.05.2024 r.
noarotoBku 38.03.04 'ocynapcTBEHHOE U ynpaserus Ne 10 or
o yAap 22.05.2024 .
MYHUIUTIAJTFHOE YIIPaBJIEHUE, YTBEPKIECHHOTO
MPUKa30M MHUHHUCTEPCTBA HAYKH U BBICILIETO
oOpazoBanust PO ot 13 aBrycra 2020 . Ne 1016
5.
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