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1. AHHOTANNA K AUCIUILINHE

PaGouas mnporpamma aucuuIIMHBL «OCHOBBI  JI€JOMPOU3BOJICTBA» COCTaBiIeHa B
coorBercTBUH ¢ TpeboBanusamMu GI'OC BO no nanpasnenuto noaroroBku 38.03.03 Ynpasnenue
nepcoHasioM (ypoBeHb OakajiaBpuara), yTBEP)KICHHOTO MpHKa3oM MUHHCTEpCTBA HAYKH H
Boiciiero oopazosanus PO ot 12.08.2020 r. N 955.

PaGouass mporpamMma coaep>KUT 0Osi3aTeNIbHbIE JJIsi M3YYEHHUS TEMbl 10 AUCLMILTAHE
«OCHOBBI JI€TIONPOU3BOACTBAY. JIMCUMIUIMHA JAaeT WEJIOCTHOE IPEICTABICHUE O MpaBHIIaX
opranuzanuu padboThl ¢ JOKYMEHTaMH YIIPABICHUSI.

MecTOo NMCHMILIMHBI B CTPYKTYpPe OCHOBHOM mpodeccnoHalbHOII 00pa3oBaTeibHOI
NPOrpamMMbI

Hacrosimas gucumruimna BkitoueHa B biiok DT/l dakynpTaTUBHBIE AUCUUIUIMHBL KU
ABIAeTCS (PaKyJIbTaTUBHOM IUCHMILUIUHOW — y4eOHBIX IUIAHOB MO HAIMPABICHUIO MOATOTOBKH
38.03.03 Ympasnenwne nepcoHanoM, ypoBeHb OakalaBpHara.

JucuumnuHa uzydaercs Ha 2 Kypce B 4 ceMecTpe JUisl OYHOM, OYHO-3a04HON U 3a04HOMN
¢bopm o0yuenusi, popma KOHTPOIS — 3a4€T I BceX (hopM 00yUdeHHS.

He.]'lb HU3YyYCHUA TUCHUIIJINHBI:
- C(l)OpMI/IpOBaTB Yy CTYACHTOB 68.30By10 CUCTEMY 3HaHHUi B 00JIacTU ACJIOIIPOU3BOACTBA: IIPABHII
opraHu3anvun pa6OTBI C OOKYMCHTaMHM YHPaBJICHHA, OCHOBHBLIX IOJAXOAOB K IPOCKTUPOBAHUIO
HAOKYMCHTOB U CUCTCM HOKYMGHTaHHﬁ, HOpMOfI 0a3nl JACJIOIIPOU3BOJACTBA U ,Z[OKYMCHTOO60pOTa.

3apaum:
- M3yYUTh TEPMHUHOJIOTHIO B OOJIACTH JCIOMPOM3BOACTBA (IOKYMEHTAIIMOHHOTO OOECTICUeHUs
yYIPaBJICHUS);
- YCBOUTh HOPMATHBHBIC JOKYMEHTBI, pErJIaMEHTHUPYIOIIUE COCTaBlIeHHe, odopmiieHne
JOKYMEHTOB H MOPSIOK padOThI C HUMHU;
- TPUMCHITh Ha TPAKTUKEC I[IPaBWJIA COCTaBICHUS U O(GOPMIICHUS pa3IUYIHBIX THUIIOB
JTOKYMCHTOB;
- 3HaTh TEXHOJIOTHIO, TIPUMEHSEMYIO0 I[P OpraHU3aluud paboOThl C JOKYMEHTAMHU B
OpraHu3aIHsIX;
- H3YYUTHh HOBEUIITNE KOMITBIOTEPHBIC TEXHOJIOTHH, TPUMEHSEMBIC B JISIIONPOU3BOICTRE.

Komnerenuun odyuaromierocsi, opmMupyembie B pe3yJibTaTe 0CBOEHHUS M CUUIIIUHBI:

[IK-1 - YMeHue opraHu3oBaTh W MPOBECTH MEPONPUSTUS MO PA3BUTHIO M MOCTPOCHHUIO
npodeccnoHanbHOM Kapbepbl, 00yUeHHIO, afanTallui U CTAKUPOBKE MepcoHalia, 00eCeuynTh UxX
aJIMUHUCTPUPOBAHUE U TOKYMEHTOOOOPOT.



2. llepevyeHb MIAHUPYEMBIX Pe3yJIbTATOB 00yUYeHHsl, COOTHECEHHBIX ¢ MIAHUPYEMbIMH
pe3yJbTaTaMM 0CBOEHMsI OCHOBHOM NMpodeccuoHaAIbLHO 00pa30BaTeIbHOI MPOrpaMMbl

[lporecc w3ydeHHs AMCHUIUIMHBI HAmpaBieH Ha (OPMUPOBAHUE KOMIICTCHIIHH,
npenycmorpenHbix  ®I'OC BO mno wampasnenuto mnoxarotoBku  38.03.03  Ympasnenue
nepcoHaioM (ypoBeHb OakalaBpuaTta) M Ha OCHOBE MNPOQPECCHOHAIBHOTO CTaHAapTa
«CrienHaiucT Mo yrnpasjieHUIO MEPCOHAIIOM», YTBEPKICHHOTO MPUKa30oM MUHUCTEPCTBA Tpyaa

U conanbHOM 3amuThl Poccuiickoit deneparuu ot 06 oktsiops 2015 r. N 691H, cooTHecEHHOTO

C (demepalbHBIM TOCYJAapCTBEHHBIM O0pa30BaTEIbHBIM CTAaHAAPTOM IO YyKa3aHHOMY
HanpaBJICHUIO TOATOTOBKU.
Ko xomnerennnn |Pe3yabTaTsl 0CBOeHUs NHauKaTOpbI J0CTHKEHUS DopMbI
OINOII (conep:xanne KOMIeTeHI N i o0pa3oBaTeJIbHOM
KOMIIEeTeHI[H ) JeATEJIHLHOCTH,
CIoco0CTBYIONIHE
dopmupoBanuio u
pa3BUTHIO
KOMIETEeHINH
K-1 YMmenne K-1.1. 3naer ocHoBHbIe | KoHTakTHast paboTa:
OpraHU30BaTh U | JOKyMEHTaJIbHBIE KOMIUTEKCHI, | JIekiuu
MIPOBECTH KoTOopele TpuMeHstorcss B cdepe | [IpakTiueckne
MEPOTIPHSTHS 10 | ympaBleHUS MEPCOHATIOM, | 3aHSATHUS
Pa3BUTUIO 1 | KOMIIJICKChI I/IH(I)OpMaHI/II/I o HoBbIX | CaMocTOsITENLHAS
MOCTPOCHUIO pazpaboTKax pabora
npodeccuonansuoii | IMK-1.2. 3uaer, kak obecrne4nTh
Kapbepbl, 00YYEHHIO, | MPOLECCH  aJMUHUCTPUPOBAHUS |
ajianTanuu U | TOKyMEHTO00OpoTa npu
CTaXKHAPOBKE MPOBEJCHHH  MEPOIPHUITHH 10
TepcoHana, Pa3BUTHUIO " MOCTPOSHUIO
o0ecre4ynTh ux | mpodeccruoHaTEHOR Kapbepel,
aJIMHHUCTPUPOBAHUE | OOYYEHHIO, ajianTanum u
U JOKyMEHTOOOOPOT | CTaKHPOBKE nepcoHasna B
OpraHu3alyy.
IIK-1.3. Ymeer BbIpabaThBaTh
ONTUMAJbHBIE TEXHOJIOTHU PadOTHI C
JIOKyMEHTaMH, BEJICHUS
JIOKyMEHT0000pOTa Ha
COOTBETCTBYIOIIEM PEANPUSITUH
IIK-1.4. Ymeer 000CHOBEIBAThH
MPaBUILHOCTh aHajlW3a, BBIOOpa M
IMOATOTOBKU JOKYMCHTOB C YUYCTOM
MapKETHHTOBON CTpaTerun
MPEITPHUATHS
IIK-1.5. Baageer HaBBIKAMH
CO3aHHUA, oopmiteHust u
MIPOJBMKEHUS JTOKYMEHTOB B
OpTraHM3alMsIX Pa3INYHOTO YPOBHS
3. O0bem [UCHUILVIMHBI B 3a4Ye€THBIX EIMHMLIAX ¢ YKa3aHHMEM KOJHYeCTBa
aKaJleMHYeCKHX YacoOB, BbIJEJEHHbIX HAa KOHTAKTHYK padoTy oO0ydamommxcs C

npenoaasareseM (M0 BUIaM 3aHATHI) U HA CAMOCTOAITEJILHYIO padoTy 00y4arommuxcs
OO0mas TpyA0eMKOCTh TUCIUTUTHHBI COCTABIISET 2 3a4eTHBIC STUHUIIBL.

3.1 O0béM TUMCHUIUIMHBI 110 BUAAM Y4eOHbIX 3aHATHH (B Yacax)

Bcero uacos




O0LEM TUCIHUITINHLI

ouHas (popma

OYHO-3a04YHadA

3a04Has Gopma

o0yueHus ¢dopma o0yueHus
00yJYeHMSA

OO1mas Tpy10eMKOCTb AUCIUTILTHHBI 72
KonrakrHas pabora oOyuaromuxcs c 20 16 8
rpernogaBareieM (BCEro)

AynurtopHas pabora (Bcero): 20 16 8
B TOM YHUCIIE:
Jlexnum 8 8 4
CEMHUHAPBI, TPAKTUYCCKHIE 3aHATHS 12 4
nabopaTopHbIE pabOTHI
Breaynuropnas padota (Bcero):
B TOM YHCIIE:
CamocrosTenbHas pabota o0yyarommxcs (Bcero) 52 56 60
Bun npomexxyTouHoit arrecTannn  00ydaromerocs — 4

3a4eT

4. Coneprxkanue QUCHUIJIMHBI, CTPYKTYPUMPOBAaHHOE MO TeMaM (pa3aesiaM) ¢ yKazaHUeM
OTBEJEHHOT0 HA HUX KOJHYeCTBA aKA/IeMUYeCKHX YACOB  BHA0B Y4eOHBIX 3aHATHI

4.1 Pa3nennl IUCHHUILINHEI
aKaJeMHUYeCKHUX Yacax)
AJisi 04HO# (popMbI 00yUeHH S

U TPYAOEMKOCTbL 10 BHAaM Y4eOHbIX 3aHATHI (B

Buabl yueoHoi#i padoThl, BRIIOYAA Buj oneHo4yHOIr 0
CaMOCTOSITEIbHYIO padoTy CTYA€HTOB 1 cpeacrBa
TPYA10E€MKOCTh (B 4acax) TeKyIIero
SEETE]
S £ E KOHTPOJIsI
=3 = 5 £ 8§ ycnesaemocru,
W3 HuX ayauTOpHbIE g 88 o 2 .
58 2'g S\ & NpOMEeKyTOYHOI
3aHATUA =) = [=PEr)
= = aTTecTalluU
= s g = g = 11
a o = o (no cemecmpam)
=
Ne Pa3nesnl 1 TeMBI 2 =
=
n/n JTHUCIHHUILIUHBI E g E
O | Beero | =
=} = =
= & 8 a
1A
% = g =
v 2> =
= & = o
= 2
|2
= =
=
Tema 1. OcHOBHBIE
IIOHATHUA O o
1 JACSJIOINPONU3BOACTBE U VCTHLH/I ompoc,
P 4 7 2 5 TIOKJIA
JIOKYMEHTO00O0POTE.
HCTOpI/Iﬂ pa3BUTHA
JIEJIONPOU3BOICTBA
Tema 2. =
2 Knaccudpukanus n Yerniii onpoc,
4 7 2 5 JTOKJIa
METOAbI
}IOKyMeHTHpOBaHI/Iﬂ.




Tewma 3.
3akoHOmATENbHAS 1
HOPMaTHBHO- .
YcrHblii onpoc,
3 METOINYCCKass OCHOBA 4 7 2 5 OKII
JOKJIazx
JETIOTIPON3BO/ICTBA
TOCYAapCTBEHHBIX U
MYHULUTATIBHBIX
OpraHu3alui.
Tema 4.
Knaccugukarus
OKYMEHTOB 1 .
4 ?Tp}}llKTypa JIOKyMEHTA. YeTHEL onpoc,
4 7 2 5 JOKIan
PexBU3HUTEI JOKYMEHTA.
TpeboBanus x
0 OpMIICHHIO
JIOKYMEHTOB. braHku.
Tema 5. OdopmiieHne
OpraHu3alMOHHOM, VYceTHbIl onpoc,
5 pacnopsauTeasHON 4 7 2 5 JOKJIaz
nHpopMannoHHO-
CIPaBOYHOM
JIOKYMEHTALUH.
Tema 6. Odopmienue YcrHblit ompoc,
6 JIOKYMEHTAIHUH 10 4 7 2 5 JIOKJIaJ
JIMYHOMY COCTaBY
Tema 7. Odopmienue YcrHblit onpoc,
KOPPECHOH/ICHILIUH 1O JTOKJIaJ
BHEIITHEIKOHOMHUYECKOH
7 JEATENBHOCTH. 4 7 2 5
CTpyKTypa IelIoBBIX
nuceM. CocraB
PEKBH3HTOB.
Tema 8. Opranuzauus VYceTHbll onpoc,
8 paboTsI ¢ 4 7 ) 5 JIOKJIaJ
oOpateHUAMU
TpaKaH.
Tema 9. Opranuzarus YcTHBI onpoc,
JIOCTyIIa K JOKyMEHTaM JIOKJIaJg
0 JIeATeNIbHOCTH
9 OpraHoB
TOCYAapCTBEHHOMH 4 ! 2 5
BJIACTH M OPTAHOB
MECTHOTO
CaMOYIPaBJICHHUSI.
Tema 10. Opranuzauust VYceTHbli onpoc,
10 XpaHeHHs JOKYMEHTOB 4 9 2 7 JIOKJIaJ
B TEKyILIEM
JIJIONIPOU3BO/JICTBE.
HTOro 72 |8 12 52 3auér
JJIs1 O4HO-32049HOH GopMBbI 00yUeHHs
Buapl yueoHoii padoThl, BRIIOYAA Buna onenoyHoro
CaMOCTOSATEIbHYI0 padoTy CTYA€HTOB 1 cpeacrsa
= TPYA0EMKOCTb (B 4acax) TEKYLIero
Ne Paszpens u Tembl 3 R = KOHTPOJIA
n/n JUCUMIITTMHBI = = S é g g ycneBaeMocCTH,
O | Beero W3 nux ayautopubie | 2 8 g = S MPOMeKYTOYHOI
3aHATHS S x £5 &
S g = > aTTecTaluMu
8= & F=
O 4l =&

(no cemecmpam)




Jlexuum

JIpakruxkym. JlabopaTtop

I[IpakTHYecK.3aHATHSA

/ceMUHApPBI

Tema 1. OcHOBHEBIE
IIOHATHS O
JIETIONIPOU3BOJICTBE U
JIOKYMEHTO000pOTE.
HWcropust pa3BuTHs
JIEJIONPOU3BOICTBA

VYceTHbl onpoc,
IOKIa

Tema 2.
Knaccudukarus u
METO/bI
JIOKYMCHTHUPOBAHHS.

VYcrHsIl onpoc,
JOKJIaI

Tema 3.
3akoHOJaTeabHas U
HOPMAaTUBHO-
METOUYECKasi OCHOBA
JIEIIONPOU3BOCTBA
rOCyAApCTBEHHBIX U
MYHHULUIAJIBHBIX
OpraHu3aluil.

VYceTHbli onpoc,
OKJIa

Tema 4.
Knaccugukarus
JIOKyMEHTOB U
CTPYKTYpa JOKYMEHTA.
PexBU3UTHI TOKyMEHTA.
TpeboBanus k
0pOpMIICHHIO
JIOKyMEHTOB. biaHKH.

YcerHbli onpoc,
JIOKJIaz

Tema 5. OdopmiieHue
OpraHu3alOHHOM,
pactopsIUTeIbHON
HHPOPMAIHOHHO-
CIPaBOYHOU
JIOKyMEHTAIHH.

VYceTHbl onpoc,
TIOKJIa

Tema 6. OdopmiieHue
JIOKYMEHTALIUH 110
JIMYHOMY COCTaBY

YceTHbIN onpoc,
JIOKJIa

Tema 7. OdopmiieHue
KOPPECIOHACHIINH 110

BHEITHEYKOHOMUYECKOU

JIEATEILHOCTH.
CTpyKTypa JeoBBIX
muceM. CocTaB
PEKBHU3UTOB.

VYcerHbl onpoc,
JIOKJIa

Tema 8. Opranuzauus
paboTsl ¢
oOparieHusIMu
TpaXKIaH.

VYcTHBlif onpoc,
JIOKJIaz

Tema 9. Opranuszanus
Ja0CTyna K JOKyMEHTaM
0 1eATENbHOCTH
OpraHoB
roCyJIapCTBEHHOM

VYceTHbIN onpoc,
JTOKJIa




BJIaCTH U OPraHOB

MECTHOTO
caMOyIpaBJICHHUSI.
Tema 10. Opraauzanmst YcTHBIH ompoc,
XpaHeHHs JOKYMEHTOB OKIIa,
10\ x» HoKy 4| 11 2 9 S
B TEKYILIEM
JICTIONIPOU3BOJICTBE.
HTOT'O 72 | 8 8 56 3auér
AJIs1 3204HOM opMBbI 00y4eHHHA
Buasbi yueOHoO# padoThl, BKJIOYAA Bup ouenoyHoro
CaMOCTOSITEIbHYIO pa0oTy CTYA€HTOB 1 cpeacrsa
TPYA0EMKOCTb (B Yacax) TeKyLlero
s I ol = KOHTPOJIsA
=3 2 5 ycreBaeMocCTH,
M3 uux ayautopHeie | © 3| 3 8| S .
548 8¢ S MPOMEKYTOYHOH
3aHSATHS S w = 8 &
=5 Z g = aTTrecTauuu
o S & & (no cemecmpam)
h
Ne Pasnesibl 1 TeMBbI g =
n/n JUCHHUTITIMHBI E = E
O | Beero e = _
(=} = =2
= s N
= = ¢ 8
=1 : 2=
1 > o =
%] > =
= < = o
=| £8
¢ :
2| =
=
Tema 1. OcHOBHBIE
IIOHATHUA O -
1 JIEJIONIPOU3BOJCTBE U YeTHELH onpoc,
4 8 2 6 JIOKJIAJT
JIOKyMEHTO000pOTE.
Hcropust pa3BuTHs
JICTIONPOU3BO/ICTBA
Tema 2. N
2 Knaccudpukarnus u Yerneiit onpoc,
4 8 2 6 JIOKJIAJT
METOJIBI
JIOKYMEHTHUPOBAHHUSL.
Tema 3.
3akoHOaTenpHasT U
HOPMAaTUBHO- o
YceTHbIN onpoc,
3 METOAMUYCCKasl OCHOBA
4 8 2 6 TOKJTA T
JIeTIONIPON3BO/ICTBA
TOCYyZAapCTBEHHBIX U
MYHUIUTATBHBIX
OopraHu3alu.
Tema 4.
Knaccudpukarms
OKYMEHTOB U .
4 f:[T yKT a JIOKyMEHTa Yernbiid onpoc,
PYKTYP Y ' 4 8 2 6 JIOKJIAJT
PeKBU3HUTHI JOKYMEHTA.
TpeboBanus x
0(hOPMIICHUIO
JIOKYMEHTOB. biiaHKH.
Tema 5. Odopmiienne .
dop © Vel onpoc,
OpraHU3aIMOHHOM,
5 . TOKJIaT
PAacIOpAAUTENBHOM 4 8 6
nHPOPMAIMOHHO-
CIIPaBOYHOMU




JTOKYMCHTAIIUH.

Tema 6. Odopmienue YcTHBIHM onpoc,
JIOKYMEHTALUH 110 4 6 6 JIOKJIa]
JIMYHOMY COCTaBY

Tema 7. OdopmiieHne YcTHBI ompoc,
KOPPECTIOHICHITHHU TI0 IOKIa
BHCIITHEYKOHOMUYECKOM
JEITENBHOCTH.
7 esITeNIbHOC 4 6 6
CTpyKTypa JeIOBBIX
muceM. CocTaB
PEKBU3UTOB.

Tema 8. Opranuzanus YcerHbll o1poc,
8 paboTsI C 4 6 6 JIOKTIa
oOparneHuIMHU
TpakAaH.

Tema 9. Opraanzarus YcTHBI ompoc,
JOCTyTa K JOKyMEHTaM JIOKTIa

0 JeATeNTbHOCTH
9 OpTaHoOB 5 4 6 6
TOCYAapCTBEHHOMH
BJIACTH M OPTAHOB
MECTHOTO
CaMOYTIPaBJICHUSL.

Tema 10. Opranuszanus YcTHBIi onpoc,
10 XpaHCHUsI JOKYMCHTOB 4 6 6 JIOKJIaa

B TEKYyLLIEM
JIeJIONPOU3BOJICTBE.

UTOro 72 4 4 60 4 (3auér)

4.2 ConepxxaHue JMCUMILUIMHBI, CTPYKTYPHPOBAHHOE 0 pa3jeiaM
Tema 1. OcHOBHBIEC NOHATHA 0 /1eJTONPOU3BOACTBE U J0KYMeHTOo000opoTe. HMcTopusi pa3zBuTus
AeJI0NPOU3BOACTBA

Cooepoicanue neKyuoHHbIX 3aHAMUL

Hcropus nenonpoussoactsa B Poccuu. Ilpeamer n 0OCHOBHBIE KaTETOPUH JEJIONPOU3BOCTBA.
IlonstTe o noxkymeHrte. PazBuTue mpencTraBieHUN O «JJOKyMEHTE». XapaKTepUCTHKa U CBOMCTBA
nokymeHnTa. llpusnaku noxkymenta. CBoiictBa nokymeHTta. IlpusHakum noxkymeHTta. DyHKUHU
JOKYMEHTA! UH(pOpPMaLIMOHHAS, KOMMYHHKaTHBHasl, KyMYJIITUBHAS, CIEIUAJIbHBIE,
yIpaBiieHdYecKasl (peryysiTuBHas), o3HaBaTellbHas (KOTHUTHBHAs), MpaBoBasi, OOLIEKYJIbTypHas,
MeMopHasbHas (MaMATHUKOBAs), TeIOHUYECKas], ClIeualIbHbIe (CTaTUCTHYECKas, UICTOYHUKOBAs U
T.J.)

Cooeporcanue npaxmudeckux 3aHamuil

1. B xakom Beke BO3HUKJIO JOKYMEHTOBeAeHue B Poccun, ¢ ueM 3To cBsA3aHO?

2. Yro sBNsETCA OCHOBHBIMH OOBEKTaMH JJOKYMEHTOBEICHUS?

3. Kakoii noxyment 0611 yTBepxaeH B 1720 romy Ilerpowm 1, ero dyHkmu u 3HaueHne?

4. Kem 6bun pazpaboTansl «l eHepanbHble (GOPMYIAPbD», JUIS KaKUX LeJei, uX GyHKIUU U
3HayeHue?
JlaiiTe XapakTepUCTUKY MOHIATUAM «JOKYMEHT», «I0KyMEHTHPOBaHHUE», «HMH(OpMAIHs»?
UTO OTHOCHII K MOHATHIO TIOKyMEHT Oenbruiickuit yuet [lons Otne?
YTto oTHOCHUTCS K MaTepHaIbHBIM HOCUTEISIM, CPEJCTBa MUChbMa?

No o

Tema 2. Knaccudgukanusi 1 MeT0Oabl JOKYMEHTHPOBAHMUS.

Cooeporcanue 1eKYUOHHbIX 3AHAMUL

Metoabl U crnocoObl JokyMeHTHpoBaHus. CouuanbHas JOKYMEHTHO-KOMMYHUKAIMOHHAs
cuctemMa. MarepuansHas (du3udeckas) cocTaBisomas gokymeHta @dopma maTepuaTbHOTO
Hocutensa. Hocutens uHpopmammu. Krnaccudpukamus ¢GopM  MaTepuaIbHOrO  HOCHUTENS
nH(pOpMaLINH.

JlokyMeHThbI Ha HOBeHIIMX HocuTessax nHdopmarmu. [lonsaTue nephopupoBaHHbIN TOKYMEHT:
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nepdoxaptel, nepdonentsl. [lonsTHe MUKporpadhudeckuil JOKYMEHT: MUKPO(UIbM, MUKpO(UIIA,
MUKpokapTta. [loHsTHEe MarHUTHBIN NTOKyMEHT: MarHUTHAasl JIEHTa, MarHUTHAsl KapTa, MarHUTHBIN
JIUCK, THOKUH, KECTKHI MarHUTHbIE TUCKU. [[OHATHE ONMTHYECKUN TOKYMEHT: ONTUYECKUU TTUCK,
aynuo-koMmakT-nuck, CD-ROM, wmarautoontuueckuii auck. [lonstue ranorpaduyeckuii
JOKYMEHT: rajjorpamMmma.

[TonsiTe NOOKYMEHTHPOBAHHME, METOJ JOKYMEHTHPOBaHUS, CHOCO0 JOKYMEHTHPOBAHUS,
CpeacTBO JoKyMeHTHpoBaHUs. [Iponecc coznanus qokymenTa. IlonaTus kon, sS3bIK, 3HaK (CUMBON).
Komupoanue uHpopmamnmu. CBOHCTBA CUCTEMBI KOJAUPOBAHHON MHGOpMAIMK. 3HAKOBBIA METO]
¢ukcupoBanus  uHpopmanmu.  Knaccupukamuss ~— 3HakoB.  IImcemo.  [IuchbMEHHOCTS.
Wneorpaduueckoe, nepornuduueckoe nucbmo. DoHeTHUECKOE MUCHMO.

Crocobbpl M cpeacTBa 3amuck  HMH(OpMAMK:  pydHas, MarHUTHas, ONTHYECKas,
dotorpaduueckasi, 3nekTpocraTuueckas. CrocoObl BOCIHPOU3BEACHUS U CHOCOOBI CTUpaHUS
uHpopMaLuu.

[Tonsitue nokymentHas koMmmyHukanus (1K), kommyHUKaHT U peuunueHt. GopmanbHbie U
HedopMalibHbIe KOMMYHHUKAIMKU. MaccoBble KOMMYHUKAIMH: TI€4aTh, Paguo, TEIEBUACHNE, KUHO,
3ByKO- U Bujco3anuch, INTERNET.

Cooeporcanue npaxmudeckux 3aHamuil
CKOJIBKO CYLIHOCTEN UMEET TOKYMEHT?

HNHupopmalinoHHOE U 3KCILTyaTallMOHHbIE CBOMCTBA JJOKYMEHTa?
KakoBbl GyHKIIMHN TOKyMEHTOB?

Uro takoe kiaccudukanys J0KyMeHToB? Busl kiaccupukanum?
Yrto Takoe OpraHu3alMOHHO-YIIPABICHYECKUE TOKYMEHTHI?

Ha ckosbko Kj1accoB JIENSTCS JOKYMEHTHI?

ok wdE

Tema 3. 3akoHoaaTeJbHasi 1 HOPMATHBHO-METOAHYECKAs OCHOBA [1eJONPOM3BOJICTBA
rocyJapCcTBeHHbIX 1 MYHUIIMIIAJTbHBIX OPraHU3alMii
Cooeporcanue 1eKYUOHHBIX 3AHAMUL
3aKOHOJATEIbHOE  PEryJMpoBaHUE  JIENONPOM3BOACTBA.  HopmaTuBHO-METOIMYECKOE
perynupoBaHue AETIONPOU3BOACTBA. JIOKaIbHBIE HOPMAaTHBHBIE TOKYMEHTHI OpraHU3aIHH.
Cooeporcanue npaxmuieckux 3aHamuil
1. TOCT 36.30-2003 «YHudunupoBaHHBIE CUCTEMBI IOKYMEHTAIUHU. YHU(DHIIMPOBAHHAS
cucTeMa  OpraHM3allMOHHO-PACHOPSIUTENbHON  JOKyMeHTanmuu.  TpeGoBaHus K
0hOPMIICHUIO TOKYMEHTOBY?
Yro perynupyer @3 «O6 nnpopmanyu, HHPOPMATU3ALMH U 3aIIUTE HHHOPMALTUNY?
Uro onpeanensier @3 «OO6 351eKTPOHHON HHPOPMAIIMOHHOMN MOATIHCH»?
Yro perynupyet «O rocy1apcTBEHHOH TaiiHE»
Kaxossl nienu @3 «O0 ydacTuu B MEKIyHAPOTHOM HH(GOPMAITHOHHOM OOMEHEH
Yro perynupyet @3 «O06 aBTOPCKOM ITPaBE U CMEXKHBIX MTPABAX»
Usto nonutuky onpenenser @3 «O0 00s3aTeIbHOM 3K3EMIUISIPE JOKYMEHTOB)
Jns  kakux meneit  Oblm pazpaboraH  JokyMeHT «locynapcTBeHHas — cucTeMa
JIOKYMEHTAllMOHHOTO  obOecrieueHust ynpaBieHus. OcHoBHble moyiokeHusa. OOmiue
TpeOOBaHUS K JOKYMEHTaM U Ciyx0aMm JokyMeHTauuoHHoro obecneuenus» (I'CHAOY),
KaKoBa OCHOBHas I1€JTh

Nk WN

Tema 4. Knaccudgukanusi JOKyMeHTOB U CTPYKTYpPa 10KyMeHTa. PeKBU3UTHI JOKyMeHTA.
TpebdoBanus k opopmiIeHHI0 JOKYMeHTOB. bianku.

CoOeporcanue 1eKyuonHo20 mamepuana

[Tonstne o knaccudukanuum A0KyMeHTOB. COOTHOIIEHHE BHMJIOBOH M THUIIOJOTHYECKOM
KJIacCU(UKALUU JOKYMEHTOB.

Buael 10KyMEHTOB: OpraHM3allMOHHbIE, PACHOPSAUTENbHbIE, HHPOPMAIIMOHHO-CIIPABOYHBIE.
Tunonoruyeckast kinaccupukanus.

OO011ast XapakTEepUCTHKA CTPYKTYpbl. BHYTpEeHHsIs M BHELIHSISI CTPYKTYpa JTOKYMEHTA.

PekBHU3UTBI  TOKyMEHTa:  PEKBU3WUTHI-OCHOBAHHWS,  PEKBU3HMTHI-IPU3HAKH,  PEKBU3HTHI
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oopMieHHsT COBpPEMEHHBIX YIPABICHYECKHX JTOKYMEHTOB. YHH(UKAIMg M CTaHAAPTH3ALUS
nokymeHToB. Dopmynsap. brmaHku [OKyMEHTOB: BHIBI OJIAHKOB M TOPSAOK PACHOIOKEHHS
PEeKBU3UTOB B OiaHke (YIJIIOBO€ M LIEHTPOBAHHOE), HCIIOJIb30BaHHE OJAHKOB C M300pa’keHHEM
rocyJapCTBEHHOTO TepOa u repda cyobekTa demeparuu.
TpeboBaHMsT K COCTaBICHUI0O W OQOPMICHHIO JOKyMeHTOB. Dopmarbl OyMa)KHBIX
TOKyMEHTOB. TpeOoBaHuUs K TEKCTY TOKYMEHTOB. TpeOOBaHMS K M3TOTOBICHUIO JOKYMEHTOB.
Cooeporcanue npakmuiecKux 3aHAmutl

1. DopMyJIsip COBPEMEHHOT'O YIPaBICHUYECKOT0 JOKyMeHTa?
2. Kakue TpeboBaHus TPEIBbABISIOTCS K COCTaBY PEKBU3UTOB JTOKYMEHTOB.
3. I'OCT 36.30-2003 «YHu(UIMpOBaHHBIE CUCTEMBbI JOKYMEHTAMH. YHHUGUIHPOBAHHAS

CHCTEMa OpraHMU3alMOHHO-PACTIOPAIUTEIBHON JOKyMeHTauu. TpeboBanus K 0OGOPMIICHUIO
JIOKYMEHTOB»?
4. [TpaBuna opopmieHUs PEKBU3UTOB?

Tema S. OdopmileHne OpPraHM3anMOHHON, PACHOPAANTENbHON HH(pOPMAaIHOHHO-
CIIPABOYHOM JOKYMEHTAIlUU.

Cooepoicanue 1eKyUOHHbIX 3aHAMULL

[TonsaTne  opraHu3allMOHHAas,  pacHopsAUTENbHAas W HMH(OPMAILMOHHO-CIPABOYHAs
JOKYMEHTAIUsl.

Opranuzannonssle JOKyMeHTHL: [lonoxkenue. Ycras. MHcTpykius. KoynekTUBHBIN 10r0BOp
u Jap.

PacniopsiauTenbHbIE JOKYMEHTBI: IIPUKA3, paCIOPSHKEHUE, PELICHUE.

NnpopmannonHo-cpaBouyHast jnokymeHtrauus: Ilporokon. Akrt. [lokiagHas 3amucka.
OObscHurenbHas 3anucka. CnpaBku. [lucemo. Tenmerpamma (Teneraiinorpamma). Temnekc.
Tenedonorpamma. Tenedakc (dhakc) u ap.

Cooeporcarnue npaxmuieckux 3aHamuil

1. JloKyMeHTUpOBaHHE yNPABIEHUECKOH 1eATEIbHOCTH?

2. OpraHu3allMOHHO-PACIOPSIUTEIbHbIE IOKYMEHTHI?

3. YcraB mpemnpustus, mratHoe pacnucanue? llopsimox odopmiieHUs, 3HAYEHUE IS

OpraHu3anuu
4. TlomoxxeHwus, mpaBuia, MHCTpYKuuu? ITopsaaok opopmiieHus, 3HAYCHNE TSl OpTaHU3aIHN

Tema 6. OpopmiieHne TOKYyMEHTALUMHU 10 JIUYHOMY COCTABY
Cooeporcanue 1eKYUOHHbIX 3aHAMUL
KanpoBas nokyMmeHTalusi, JAOKYMEHTHPOBAaHUE JBH)KEHUS KaapoB. Pesiome. 3asBieHue.
Anxketa. Tpynosoii kontpakTt. Ilpukas o npueme/yBonbHeHUU. TpyaoBas kHWXKa. JInyHoe 1eno.
JInneBoi cyer.
Cooeporcanue npaxmudeckux 3aHamuil
1. Kakue 1oOKyMEHTbI OTHOCATCS K JJOKYMEHTaM JINYHOTO cocTaBa?
2. Homenknarypa nen. @yHkuu u 3HaueHue?
3. OdopmiieHrE TOKYMEHTOB TIPH MTPHEME Ha padoTy?
4. JluyHasg KapTOyKa COTPYIHHKA

Tema 7. O¢dopmiieHHe KOPPECHOHACHIHUN IO BHEIIHEIKOHOMHYECKON esiTeIbHOCTH.
Ctpykrypa aenoBbix nuceM. CocTaB peKBU3HTOB.

Cooepoicanue neKyuoOHHbIX 3aHAMUL

TpeOoBaHusl MEXKIyHAPOJHBIX CTAaHIAPTOB K O(QOPMIICHHIO KOPPECIOHICHIIMH  TIO
BHEIITHEDKOHOMUYECKOU JesaTenbHOCTH. CocTaB pEKBU3UTOB TMHChMa W TpeOOBaHUA K HX
opopmienuto.  Ctpyktypa  nmenoBeix — muceM.  OcobeHHocTH  ooOpMIIeHUS — JIEJIOBOM
KOPPECMOHICHITUU B aHTJIOSN3bIUHBIX cTpaHaxX. OdopMieHne KOPPECHOHISHIINH Ha (PPaHIy3CKOM
s3pike. OdopmileHre KOPPECTIOHACHIIMM Ha HeMelKkoM s3bike. CTpykTypa Qopmyispa, cocTaB
PEKBHU3UTOB.
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Cooeporcanue npaxmudeckux 3aHamuil

1. Kakwue ¢popmarsl OymMaru UCIOJIB3yIOTCS TTPH CO3AaHUH JTOKYMEHTOB?

2. Kakue peKkBH3UTHI HCIONB3YIOTCS MPU CO3JAaHUHM JOKYMEHTOB, HAa KaKUX S3bIKaX OHHU
obopmIroTCs?

3. Kak BeneTcs MeXIyHapOIHAS TIEPETUCKa

Tema 8. Opranusanusi paéoTsl ¢ 00palIeHUAMH I'PaKAAH.

Cooeporcanue 1eKYUOHHBIX 3AHAMUL

[Topsimox u mpaBuia paboThl ¢ oOpamieHus MU rpaxaaH. HopmaTtuBHas M 3akoHOJATEIbHAS
6a3a. OTBETCTBEHHOCTh 3a MpUHTUS pemieHuil. [IpaBuna oOpabOTKK NMEPBUYHON JOKYMEHTAIlUU
obpamenuit rpaxkaad. [Topsimok paccMOTpeHust 0OpalieHus Tpax/IaH.

Cooeporcanue npaxmuyeckux 3aHsamutl

1. Tlopsmok npuema oOpaiieHus rpaxkIaH

2. Tlopsimok paccMOTpeHus oOpalleHui rpaxaan

3. IIpaBo rpaxgan Ha oOpalleHus B OpraHbl roCy/1apcTBa M MyHHIIUIIAIbHBIE 00pa30BaHUs

4. Pabota c oOpalieHusIMHU rpa)KIaH U IPUEM HACEJICHUS B OpraHax IpOKypaTypbl

Tema 9. Opranuzanus J0CTyna K JOKYMEHTaM O /IesiTeJIbHOCTH OpPraHoOB
rocy/1apcTBEHHOM BJIACTH M OPTaHOB MECTHOI'0 CaMOYIIPaBJICHUS.
Cooeporcanue n1eKyuonHo2o mamepuana
['ocynapcrBennas taiiHa. @3 «O rocynapcTBeHHOM TaiiHe». [loHsTHE KOMMepueckas TaiHa.
PexBuzur «I'pud orpanmuenus pnocrymnay. Kiaccuduxanus HOKYMEHTOB IO OTrpaHUYEHHOMY
noctyny. OTBETCTBEHHOCTh 3a pabOTy C IOKyMEHTaMU OIpaHUYEHHOro AocTyna. HopmaTuBHas u
3aKOHOJaTeIbHas 0a3za paboThl ¢ JaHHBIMU JJOKyMeHTaMu. KoHueHIMaapHOoe AeI0IPOU3BOICTBO
3ammrTa KOHuAeHIManbHOW uHpopMmanuu. [loHsATHe KOH(UICHIMAIBEHOE EIOMPOU3BOJCTBO
IpUEMBl, METOAbl 00paboTKM AOKyMeHTOB. WHpopmanMoHHO-aHanuTHYecKas paborta. 3ammura
uHpOpMauu
Cooeporcanue npaxmuieckux 3aHamuil
1. Kareropuu 10KyMEHTOB OFPaHUYEHHOIO JOCTYIA.
2. Knaccudukamnus taiiH.
3. 3akon «O rocynapcTBEHHON TaliHEY.
4. @3 «O xoMMepuecKkol TaifHe».
Tema 10. Opranuszanus XpaHeHusi JOKYMEHTOB B TeKyllleM J1eJ10NPOU3BOACTBE.
CoOeporcanue 1eKyuoHHo20 Mamepuand
@YHKIIMM U CTPYKTypa CIyXObl aenonpou3BojacTBa. OpraHuzanus JOKYMEHTOOOOpOTa.
Perucrpanuss u 0o0paboTka HampaBleHHE Ha HUCIHOJHEHUE JO0KyMeHToB. IIpaBuia oTmpaBku
UCXOIAIMNX JOKyMEeHTOB. KoHTposnbs wucnonnenus. Cucremarusalus U XpaHEHUE JIOKYMEHTOB.
ITonroToBka JOKYMEHTOB JUIsl CJaud B apXUB.
Cooeporcanue npaxmudeckux 3aHamuil
Yro Takoe JOKYMEHTOOOOPOT, TOKYMEHTOOTOK?
Kakwue rpynmnel JOKyMEHTOB Y4acTBYIOT B JIOKyMEHTO000poTe?
Kakue sTamnsl BKIIIOYaeT 10KyMEHTO000pOT?
Kakwue nenonpon3BocTBEHHBIE CITyKObl Y4aCTBYIOT B OpraHU3alUH JOKyMEHTO00opoTa?
Opranuzanus JOKyMEHTOOOOpOTa BXOISIIMX JIOKYMEHTOB? Peructpamust BXOJSIIMX
JTIOKyMEHTOB?

orwdPE

5. IlepedyeHb Y4eOHO-METOAUYECKOr0 olecmedeHHs] JIsi CAMOCTOATENbHON PadoOThI
00y4yaloImMXxcs Mo JUCHUIINHE
CamocrosaTenbHass ~ pabota  oOydaromuxcss Opu  u3yuyeHuHM  Kypca  «OCHOBBI
JIeTIOTIPOM3BOICTBAY IpEAIojaraeT, B MepByl0 ouepeib, padoTy ¢ OCHOBHOHM W JIOMOJHUTEIBHON
nuTepaTypoil. PesynmpTaTamu 3TOM pabOTHl CTAHOBSATCS BBICTYIUJICHUS HA MPAKTHYECKUX 3aHATUSIX,
ydacTue B 00CYKJIEHUH.
Metoanka caMOCTOSITEIbHOW paObOThI MIPEIBAPUTEIHLHO Pa3bICHSICTCS MPENoaaBaTesieM U B
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NoCICAYIOMEM MOKCET YTOYHATHCA C YUCTOM HWHAWBUAYAJIBHBIX OCOGGHHOCTGI‘/JI O6yanOIL[HXCSI.
Bpemst 1 MmecTo caMOCTOSATEILHOM pabOThI BHIOMPAIOTCS 00YYAIONTUMUCS 110 CBOEMY YCMOTPEHHIO C
Y4ETOM PEKOMEHIALUN [IPENOAABATEII.

CamocTosTeIbHYI0 paboTy HaA AWCIUIUIMHOW CIEAyeT HayWMHaATh C HM3y4eHHs paboueit
MPOrpaMMbl  TUCHUIUIMHBI  «OCHOBBI  JISIONMPOU3BOJCTBAY, KOTOpas COJEPKUT OCHOBHBIC
TpeOOBaHUSI K 3HAHUSM, YMEHUAM M HaBblkaM oOy4yaemblX. OOs3aTeNbHO ClIeyeT BCIIOMHHUTD
PEKOMCHAAINKN NPCoAaBaTeiid, JaHHBIC B XOAC YCTAHOBOYHBIX 3aHATHH. 3aTEM — IMPUCTYIIATh K
M3YYECHHIO OTACNBHBIX Pa3/IeJIOB U TEM B MOPSAKE, IPEAYCMOTPEHHOM MTPOrPaMMOiA.

[TomyuuB mpencTaBieHre 00 OCHOBHOM COJIEp)KaHUU pa3fieia, TeMbI, HE0OOXOJUMO U3YYHUTh
MaTepuag C I[IOMOLIbI0 YyYeOHMKOB, YKa3aHHBIX B pasfene 7 YyKa3aHHOW IPOrpaMMBL.
LlenecooOpa3HO COCTaBUTHh KpPAaTKUH KOHCHEKT WM CXEMY, OTOOpa)KaloUIyl0 CMBICI U CBS3U
OCHOBHBIX TMOHSTHI JTaHHOTO pa3jieia M BKIIOYCHHBIX B HErO TeM. 3aTeM, KaK MOKa3bIBaeT OIIBIT,
MOJIC3HO M3YYUTH BBIACPIKKU U3 IICPBOUCTOUYHHUKOB. HpI/I KEJIaHUMU MOXKHO COCTaBUTHh UX KpaTKI/If/i
KoHcekT. OO0s3aTenbHO CleAyeT 3alKchiBaTh BO3HUKIIKE BOIPOCH, Ha KOTOphIE HE YJAIOCh
OTBETUTH CAMOCTOSITEIILHO.
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HaumenoBanue Tembl |Bonpocsl, BbIHECEHHbIE DopMmblI Y4eoHo- dDopma
HA CAMOCTOSITE/IbHOE | CAMOCTOSITEJILHON | MeTOoaM4YecKoe KOHTPOJIAA
H3ydeHune padoThI odecneyeHnmne
Tema 1. OcHOBHBIE Oyaknun  gokyMeHra: | Pabota B Jluteparypa VeTHBIi ompoc,
TIOHSTHSI O MHQOpPMaIMOHHAS, oubnmorexe, Teme, paboTa ¢ NOKIaz
JIeTIOTIPOU3BOJICTBE U KOMMYHHKaTHBHAsL, Bkiovas ObC. WHTEPHET
JIOKyMEHT0000poTe. KyMYJISATUBHAs, ITonroroBka HCTOYHUKAMHU
Hcropus pazButus CIeIMAJIbHBIE, JOKJIaza-
JeTIOTIPOU3BOICTBA yIpaBlieHUIECKast MPEe3CHTAIHH.
(perynsTuBHAs),
II03HABaTeIbHAs
(xorHUTHBHAS),
NpaBoBas,
0OIIeKy T TypHas,
MeMOpHUaNbHas
(maMsATHUKOBAS),
relOHAYEecKasl,
CIeHaIbHbIE
(craTuctuueckas,
HMCTOYHHUKOBAS ¥ T.1.)
Tema 2. Ilonstre noxymentHas | Pabota B Juteparypa VeTHbIi ompoc,
Knaccudukanms n kommyHukanust  (IK), | bubnmnoteke, Teme, paboTa ¢ NOKIaz
METO/BI KOMMYHUKaHT u | Brirovas ObC. VHTEPHET
JOKYMEHTHUPOBAHUS PELUITUCHT. [lonroroBka HCTOYHUKAMH
dopmManbHbIe U | JOKJIaja-
He(OpMaTbHBIC MpEe3eHTalUN
KOMMYHHKAIINH.
Maccossle
KOMMYHHKAIINH:
neyaTb, panuo,
TEJIEBUACHUE,  KHHO,
3BYKO- U BHCO3AIUCh,
INTERNET.
Tema 3. Hopmarusno- PaGora B Jluteparypa K YerHslii onpoc,
3aKkoHoaTeIbHAS U METOANYECKOE oubimorexe, Teme, paboTa ¢ AoKnazn
HOPMAaTUBHO- peryjaupoBaHue Brurouas ObC. VHTEPHET
METOAMYECKasi OCHOBA | JICJIONPOHM3BOCTBA. [onroroska UCTOYHUKAMH
JeTIONIPOU3BOICTBA JlokanbHele JOKJIaa-
rOCYJapCTBEHHBIX U HOPMAaTHUBHbIE MIPE3CHTAIHH.
MYHHUIUIATBHBIX JIOKYMEHTBI
opraHu3auui OpraHu3alHy.
Tewma 4. briankn 1OKyMEHTOB: Pabota B Jlutepatypa k VYcTHslit onpoc,
Knaccudukarus BHbI OJIAHKOB U OoubnoTeKe, TeMme, paboTa ¢ JIOKTIa
JIOKYMEHTOB 1 MOPSA0K Brirouas DBC. WHTEPHET
CTPYKTypa IOKYMEHTA. | PaCIOJIOKEHHS ITonroroBka HCTOYHUKAMHU
PexBH3NTHI JOKYMEHTA. | PEKBH3WUTOB B OJIaHKE | JOKJaza-
TpeboBanus k (yrmoBoe u MpEe3EHTalUH.
oopmIIeHIIO [EHTPOBaHHOE),
JIOKyMEHTOB. biianku UCIIOJIb30BaHHE
0JIaHKOB C
M300pakeHUEM
roCyIapCTBEHHOTO

repba u repba
cyOBekTa demepanuu.
TpeboBanus k
COCTaBJICHUIO U

o opMIICHHUIO
JIOKYMEHTOB.
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®DopmMaThl OyMaXHBIX

JOKYMEHTOB.

TpeboBaHUS K TEKCTY

JIOKYMEHTOB.

TpeOoBanus k

W3TOTOBJICHUIO

JTOKYMEHTOB.
Tema 5. OdopmieHue WNudopmanronno- PaGora B JIuteparypa VYerueiit onpoc,
OpTraHHU3aIUOHHOM, CIIPaBOYHAS oubanoTexe, TeMme, paboTa ¢ NOKyan
pachopsiANTENbHOM JTIOKYMEHTAITHS: Biurouas ObC. WHTEPHET
nH(pOPMAITHOHHO- IIpoTtokom. AKT. IToaroroBka HCTOYHUKAMHU
CTIPaBOYHOM Joknannas 3amucka. JOKJana-
JOKYMEHTAIUN OOBscHUTENbHAS MIPe3CeHTAIHH.

3anucka. CripaBKy.

[Tucemo. Tenerpamma

(Teneraiimorpamma).

Tenekc.

Tenedonorpamma.

Tenedakc (dakc) u ap.
Tema 6. Odopmierue Amnkera. Tpynosoit Pabora B Jlutepatypa k VeTHsIi onpoc,
TIOKYMEHTAIUH T10 KOoHTpakT. IIpukas o 6ubnmorexe, Teme, paboTa ¢ Aoknazn
JIMIHOMY COCTaBY npremMe/yBOJIbHEHUH. Brumrouas ObC. WHTEPHET

TpynoBast KHMXKKA. IToaroroBka HUCTOYHUKAMHU

Jlnunoe geno. JoKJIaaa-

JluiieBoii cyer. Mpe3eHTallUH.
Tema 7. OdopmiieHne OcobenHoctu Pabora B Jlurepatypa Kk YerHbIi onpoc,
KOPPECIOHCHIIMU 110 odopmIieHUs 1eI0BON | OuOIHMOTEKE, TeMe, paboTa ¢ NOKJan
BHEIIHEAKOHOMUYECKON | KOPPECTIOHACHLIUH B Briroyas ObC. WHTEpPHET
JACATCIBbHOCTU. AHTJIOA3BIYHBIX HOILFOTOBK& HUCTOYHUKaMU
CTpyKTypa AeJIOBBIX ctpanax. OdopmiieHre | ITOKJIaaa-
muceMm. CocTtaB KOPPECTIOHICHIINA Ha | TIPE3CHTAIUH.
PEKBH3HUTOB (hpaHITy3CKOM SI3BIKE.

Odopmienue

KOPPECHOHICHIIUN Ha

HEMEIIKOM SI3BIKE.

CrpykTtypa

hopmyiisipa, cocTaB

PEKBU3HTOB.
Tema 8. Opranuszanus OTBETCTBEHHOCTH 3a Pabota B JIuteparypa VeTHsIi ompoc,
paboThl ¢ NPUHSTHS PEIICHUH. oubimorexe, Teme, paboTa ¢ noKnaz
oOpameHusiMu rpaxaan | IIpaBuna o0paboTKu Brumrogast ObC. WHTEPHET

MIEPBUYHON [Moaroroska MCTOYHUKAMHU

JIOKyYMEHTAIlUU JOoKJiaga-

obOparreHuii rpakiad. | Mpe3eHTaIUH.

[opsimok

paccMoTpeHus

obOpaleHus TpaxaaH.
Tema 9. Opranuszanus | KondunaenuuanbsHoe PaGora B Jluteparypa K YerHslii onpoc,
JOCTyIa K JOKYMEHTaM | JEJIOHNpPOHU3BOACTBO oubimorexe, Teme, paboTa ¢ AoKnazn
0 JIEATEIbHOCTH 3aluTa Brurouas ObC. WHTEpPHET
OpTraHoOB KOH(UACHIIHATBHON IToaroroBka WCTOYHUKAMH
rOCyJapCTBEHHOU UHPOPMALIUH. JOKJIaa-
BJIACTH U OPTAHOB [onsaTue MIpPEe3eHTalHH.
MECTHOTO KOH(UACHIIMATBHOE
CaMOYIIpaBJICHUS JIeJIOTIPON3BOJICTBO

NPUEMBI, METOZBI

00paboTku

JIOKYMEHTOB.
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HNuadopmannonHo-
aHATUTUYCCKAs
pabora. 3amuTa
uHbOpMaIUH

Tema 10. Opranuzanus
XpaHEHUS IOKyMEHTOB
B TEKyIIIeM
JIeTIOTIPOU3BO/ICTBE

IIpaBuna otnpaBku
HCXOIAIINX
JTOKYMEHTOB.
KonTpoib
HCITOJTHECHMUS.
CucremMaruzanus 1
XpaHCHHE
JIOKYMEHTOB.
IToaroroka

JIOKYMEHTOB TSI CIIa9n

B apXUB.

Pabora B
OuOIHOTEKE,

ITonroroBka
JIOKJIaga-
TIPE3CHTAIINH.

Bxirovas DbC.

JIuteparypa
TeMme, paboTa ¢
WHTEPHET
HMCTOYHUKAMHU

VYerHblil onpoc,
IOKIa

6. OueHoYHbIC
00y4JaomuXxcs mo JucuumiInae «OCHOBBI 1eJ0NMPOU3BOACTBA»

MaTepHuaJibl

A

NnpoBeaACHUSA

NPOMEKYTOYHOM

arrecralnum

6.1. Onucanue nokasareJjei u KPpUTEPUEB OUCHUBAHUA KOMHeTeHHHﬁ, OIMMCAaHHuE€ IIKAJ

OI¢CHUBaAHUA
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Ne n/m

HaumenoBanue
OLICHOYHOI'0
cpeacTBa

Kpartkasi xapakTepucTHKa
OIIEHOYHOT0 CPeCTBA

Ixajga 1 KpUTEPUHU OLEHKH, AL

Kpurtepun
OlleHUBAHUS
KOMIETeHIHH

Ompoc

COop mepBUYHON HMH(MOPMAITHH
o BBISICHCHHIO YpOBHS
YCBOEHHUS PO EHHOTO
MaTepHaia

«3a4TeHO» - €Cli OOYYaroIIHiACs
JIEMOHCTPHPYET 3HAaHUE MaTepHaia
0  pa3leny, OCHOBaHHBIE Ha
3HAKOMCTBE c 00s13aTEaBbHON
JUTEPATypOi H  COBPEMCHHBIMHU
myONUKanusIMK, JaeT JIOTUYHEIC,
apryMEHTHPOBAaHHBIC OTBETHI Ha
MOCTaBJICHHBIC BOMPOCHL.  Taxke
OIICHKA «3aYTE€HO» CTABUTCS, €CIIU
oOygaromumcs JIOITY IICHBI
HE3HAYMTENbHBIE HETOYHOCTH B
OTBETaX, KOTOpPBIE OH HCIPABISIET
MyTeM HAaBOMSIIUX BOIPOCOB CO
CTOPOHBI IPENOaBaATEI.

«He 3a4TCHO» - AMEIOTCS
CYIIECTBEHHBIC MPOOENBI B 3HAHHUU
OCHOBHOT'O MaTepuaia 1o pasfeny,
a TaKXKe JIOTTY IIICHBI
NPUHLIUIHANBHBIE  OIIMOKM  TpU
M3JI0)KCHUU MaTepuaia.

IK-6.1, IIK-
6.2, [IIK-6.3,
I1K-6.4, I1K-
6.5

Joxnaz-
Tpe3eHTAIS

[lyOnnyHOE BBICTYIDICHHE TIO
MNpeACTaBJICHUIO MOJIYUCHHBIX
pe3yJIbTaTOB B Iporpamme
Microsoft PowerPoint

«5» — [OK7Tam  BBIIOJNHEH B
COOTBETCTBMHM  C  3asBJICHHON
TEMOH, Npe3eHTALHS JIeTKO
YuTaeMa W SICHa JJIsI MOHMMAaHUs,
rpaMOTHOE UCIOJIB30BaHUE
TEPMUHOJIOTHH, cBOOOIHOE
U3JI0KEHHE paccMaTpHuBaeMbIX
mpobieM, TOKJIAAYUK TPaBHIBHO
OTBETWJI Ha BCE BOIPOCHI B XOje
JIHCKYCCHH;

«4» — HekoppekTHoe O(hOpMIICHUE
Npe3CHTaLHN, IpaMOTHOE
UCTIONB30BAaHHE TEPMUHOJIOTHY, B
OCHOBHOM CBOOOJIHOE H3JIOXKEHHE
paccMaTpHBaeMbIX npobiem,
JOKJIIATYMK YaCTUYHO IIPaBUIIBHO
OTBETWJI Ha BCE BOIPOCHI B XOjI€
JIICKYCCHUM;

«3» — OTCYTCTBHE IpE3CHTAIHY,
JOKJIaJYUK UCIIBIThIBAJI
3aTPYAHCHUA TIPU BBICTYIIJICHUU U
OTBETE Ha BONPOCHI B  XOHE
JIHCKYCCHH;

«2» - NOKJIQJYUK HE PACKPBUI TEMY

IK-6.1, IIK-
6.2, [IIK-6.3,
I1K-6.4, I1K-
6.5

Konnoksuym

Becena  mpemopmaBarens ¢
YUYaIUMHUCS Ha ONpPEJeNICHHYIO
TeMy M3 y4eOHOM porpaMMBI

«3aureHO» - ecnu OOyYaroUIHiACs
JIEMOHCTPHUPYET 3HAHHUE MaTepuaia
Mo  pas3jeny, OCHOBaHHBIE Ha
3HAKOMCTBE C  00s3aTeNbHOM
JIUTEpaTypodl U COBPEMEHHBIMU
MyOMuKaIusIMu; J1aeT JIOTUYHEBIE,
apryMEHTHpPOBaHHBIE OTBETHI Ha
MOCTaBJIEHHBIE BOMPOCHL. Takxke
OIIEHKA «3a4YTE€HO)» CTaBUTCS, €CIH
o0yJaromumcst JIOTY LLIEHBI
HE3HAYMTE/IbHBIE HETOYHOCTH B
OTBETaxX, KOTOpble€ OH HUCHPABISET
MyTEM HABOJSIIUX BOIPOCOB CO
CTOPOHBI IIPEIo1aBaTesl.

«He 3a4TCHO» - HMEIOTCS
CyIIIeCTBEHHBIE IPOOETHI B 3HAHUU

IK-6.1, TIIK-
6.2, [IIK-6.3,
I1K-6.4, T1K-
6.5
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OCHOBHOTO MaTepHaja 1o pasJely,
a TaKxKe JIOITy IIEHBI
NPUHIUNAANGHEIE OMMOKA TIpH
W3J0KCHUN MaTepraa.
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6.2. MeToanuyeckne MaTepuajbl, ONpeesilolHe MPOLeAyPbl OLEHHMBAHUS 3HAHMIA,
YMeHHi, HABbIKOB M (WJIHN) ONbITA AeITEJIbHOCTH, XaPAKTEPU3YIOIIMX 3Tanbl GOPMHUPOBAHUSA
KOMIIETEHIIUII B TMpolecce OCBOCHHSI OCHOBHOH mpodeccnoHANbLHOI 00pa3oBaTeIbHOM
NPOrpaMMBblI

No

@®opMa KOHTpoOJIsA/
KOJIbI

OlleHUBAaEMBIX
KOMIIeTeHI Ui

IIpouenypa oueHuBaHusA

IIIxana u KpuTEpUHU OLIEHKHU, 0L

3auér - IIK-1.1, IIK-
1.2, TIK-1.3, TIK-1.4,
IIK- 1.5

IIpy TOATOTOBKE K 3a4eTy
HEOOXOUMO

OpPHEHTUPOBATHCS Ha
KOHCIIEKTHI JICKITHH,
pabouyto MpoOTrpaMmy
JUCLUIUINHBI,

HOPMAaTHBHYIO, Y4YeOHYIO U
PEKOMEHTyeMYIO

mutepatypy. OcHOBHOE B
MOJTrOTOBKE K clade 3adera
— D3TO TOBTOPEHHE BCETO
Marepuala JOUCHUIIJINHBIL.
I[Ipu mnoaroroBke K craaye
3auera OOyYAlOMIMICS BECh
o0beM  paboThl  JOJDKEH
pacrpenensiTh PaBHOMEPHO
IO JAHSAM, OTBEICHHBIM JUIS
IOATrOTOBKH K 3a4€Ty,
KOHTPOJIUPOBATH KaK bl
JCHb BBITIOJIHEHHE
HaMe4eHHOUW paborel.  Ilo
3aBEPILICHUIO U3yUYCHHUS
JUCLUIUIMHBI CIACTCS 3ader.
B nmepuon mnoArotoBku K
3a4eTy OOYYaroIIUics BHOBb

oOpaimaercs K yKe
W3YYeHHOMY (TPOHIEHHOMY)
yaeOHOMY MaTepuany.

IMoxroroBka oO0y4aroIIerocs
K 3a4eTy BKIHOYaeT B ceOs
TPH 3Tarna: CaMOCTOSTEbHAs
paboTa B TE€UYEHHE CEMECTpa;
HEMOCPEe/ICTBCHHAS

MOJIrOTOBKA B JIHH,
NPEIIECTBYOLINE 3a4eTy 110
TeMaM Kypca; TMOATOTOBKAa K

OTBETY Ha 3aJaHus,
colepkaimecss B OwmieTax
(Tecrax)  3adera.  3adeT
MPOBOJUTCSA IO BOMPOCAM,
OXBaTHIBAOIIUM BECh
IIPOMIEHHBII MaTepHal
JUCITUTLTAHBL, BKJTFOYAs
BOIPOCHI, OTBEJCHHBIC IS
CaMOCTOSITEIIHHOTO
H3y4CHMUSL.

1. «3a4TE€HO» - TPABWJIBHOCTh OTBETOB Ha
BOIPOCHI (BEPHOE, YETKOE, IOCTATOYHO IITyOOKOE
HU3JI0KEHHUE UacH, MOHSITHH, (hakToB,
HOPMAaTHUBHO-TIPABOBOTO ~ Marepmwia M  T.IL);
[OJIHOTA W JAKOHWYHOCTH OTBETA; CTENEeHb
WCTONB30BAHUS M TOHUMAaHUS Hay4YHBIX U
HOPMAaTUBHBIX HWCTOYHUKOB; YMEHHE CBS3BIBATh
TEOPHIO c MPaKTUKOM; JIOTHKA u
aApryYMEHTHPOBAHHOCTh H3JIOXKEHUSI MaTepuana;
rpaMOTHOE KOMMEHTHPOBAaHUE, TMPHUBEICHUE
MIPUMEPOB, aHAIOTUI; KyJIbTypa peUn

2. «HE 3aYTeHO» MpPEJIoJaraeT, dYTo
oOyJaroumcs JIM00 He JaH OTBET Ha BOIMPOC,
aubo  oOydaromuiicss HE 3HAeT OCHOBHBIX
MIOHSATHI AUCUIUTUIMHEI UITH HE OPUEHTHPYETCS B
ee CHCTeMe, HE MOXKET ONpEeACIUTh MpPeaMET
JOUCIMILINHBI.
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6.3. TumoBble KOHTPOJbHBbIE 3aJaHUs MJIM HMHble MaTepUAJbl, He00XOAMMbIe [JIsl
npoueaypbl OUEHUBAHMSI 3HAHMH, YMeHHMH, HABHLIKOB W (MJIHM) ONbITA JAeSTEJbHOCTH,
XapaKTepU3yKIIHUX 3Tanbl (OPMUPOBAHUS KOMIIETCHIHH B mpolecce OCBOCHHS OCHOBHOMH
npogdeccuoHaILHON 00pa30BaTeJIbHON NMPOrpaMMBblI

6.3.1. TunoBble 3aJaHNUA AJ15 NPOBEAEHUS TEKYLIEro KOHTPOJISA 00y4aroHXCs

6.3.1.1. TemsbI a9 0ecexn:

Tema 1. OcHOBHBIE IOHSTHS O 1eJONPOU3BOACTBE U I0OKyMeHTooOopoTe. Mcropusi pazBuTus
JAeJI0NPOU3BOACTBA
B xakom Beke BO3HUKJIO JJOKYMEHTOBeieHHEe B Poccuu, ¢ ueM 3To cBsA3aHO?
Yro ABISETCA OCHOBHBIMU OOBEKTaMH JOKYMEHTOBEIEHUS ?
Kakoii noxymenT 6511 yrBepkaeH B 1720 roay Ilerpom 1, ero ¢pyHkumu u 3Hauenue?
Kem Obumn paspaboransl «I'eHepanbHble GOpMYJISpb), Ul KaKUX Lened, UX (QyHKIUM U
3HaueHue?
JlaiiTe XapakTepUCTUKY MOHATUAM «IOKYMEHT», «IOKyMEHTHUPOBAHUEY, «UH(OpMALIHS»?
UTO OTHOCWII K IOHATHIO TOKyMEHT Oenbruiickuil yuet [lons Otne?
Yrto oTHOCHUTCA K MaTepUAIbHBIM HOCUTEIISIM, CPEJCTBA MHUCbMa?
B kakoMm Beke CTajaM HCIIOJIB30BaTh OJAHKH YUPEKICHUHA C YIIOBBIM PACIOIOKEHUEM
PEKBU3UTOB

9. B 1700 r ITerp 1 BBen kakyro GpopMy TOKYMEHTOB?

10. ITonstue nenonpousBoacTBa? OyHKINHU, 3HAUCHHUE

11. I'lo knaccugpukanum JOKYMEHTOB, OIPEEIINTE KAKOMY BH1Y OTHOCUTCS JJOKYMEHT:
M. U. Kyry3o0s - I1I. I' /IluBoBYy
®eBpaib [Yucno He ykazano.] 1800. BunbHo

Buns u3 nHOCTpaHHBIX Ta3eT U MOJyuyeHHbIX MHOIO U3 [leTepOypra cBeneHuii, 4To MOpoBas

s3Ba OTKpbUIack Bo dpannuu, Kyaa pacmpoctpanmiack 10 npeaenoB CrtpacOypra, 4Tto aymaio u
Bawm e 6e3u3BecTHO, MoOy*kaarock Bac, MUIIOCTUBBIN rocyjaps MOH, MOKOpPHEHIIE IPOCUTh, €CTh
i OBl TIaue 4YasHUs, OT Yero Ja COXpaHUT Hac BceBblHUM, KOCHyJach Ta rubenbHas OOJe3Hb
npenenos [Ipyccun, He OCTaBUTh NMOCIEUIHENHIIIMM YBEIOMIICHUEM, 1a0bl 51 MOT' 3a0J1arOBpEMEHHO K
orpakJeHuto Bpicoyaiillie MHE BBEpEHHOH IryOepHHHM OT ceil 3apasbl HNPEANpPUHATH HaaJexaliue
MEpBbI CTPOIMM OCMOTPOM IPOE3KAIOIUX U3-3a TPaHMIBI JIOJCH B Npeneinsl JIMTBbI U1 BBOZUMBIX
ToBapoB. CuM Bbl BecbMa MHOTO 0JI0JIKUTE MPEObIBAIOLIET0 C UCTUHHBIM ITOYTEHUEM HaBCeraa
Muxauna I'onennieB-Kyrty3os

8. Ompexnenurte THIT JOKYMEHTA 110 KIaCCUPUKAIIH

Manpunckuii norosop 1801 roma, moroBop mexnay ®paninueit u Ilopryramumen, 3akimouén
nociie nopaxenus Ilopryranum B BoiiHe 1801 mpotuB Mcnanum u €€ aKTUBHOW COIO3HMIIBI —
@panuuu. [Tognucan 29 centsops B Manpune. B ocHoBy M. 1. Obl1 nosoxkeH TekcT bagaxocckoro
MupHoro aorosopa 1801, ne paruduuupoannoro np-som Hanoneona bonanapra. ITo M. 1. 1801
[Toptyranus otaaBana @paHuK YacTh CBOMX BiaJaeHUN B [ BHaHe, yruiaunBaina KOHTpUOyLuio B 20
MJIH. ()paHKOB, yCTaHABIMBaJa BBITOJHBIC JUIsi PpaHLMM TOProBble OTHOLIEHUS U Opajia Ha cels
00513aTeNIbCTBO HE OKa3blBaTh AHIJIMM, HAXOJMBIIEHCS B COCTOSHUU BOWHBI ¢ PpaHIuel, KaKkyro-
60 nmomors. O6meH rpamoTtamu o patudukammu M. 1. 1801 cocrosics B Magpuae 19 oxt. 1801.
ITocne Tpadambrapckoro Mopckoro cpaxenuss 1805 AHIIMsS BOCCTaHOBWIJIA KOHTPOJb Hajl
[Topryranueit, u M. n. 1801 noTepsn npakTuy. 3HaUEHUE.

Tema 2. Knaccudgukanusi 1 MeTOabI JOKYMEHTHPOBAHMS.
CKOJIBbKO CyIIHOCTEN UMEET JOKYMEHT?
WMudopmaninoHHOE U HKCIUTyaTallMOHHbIE CBOMCTBA JJOKyMeHTa?
KaxoBbl GyHKIINHN TOKyMEHTOB?
Yro Ttakoe kinaccudukanus 10KyMmeHToB? Buasl kinaccupukanumn?
Yto Takoe opraHU3alMOHHO-YIIPABIEHYECKUE TOKYMEHTHI?
Ha ckosbko Ki1accoB IENATCS JOKYMEHTHI?
Ha xakue JOKyMEHTBI OApa3aeNstoTCs IOKyMEHTHI?
[Tpu3Haky JOKyMEHTa: OpUTHHAIBHOCTD, MOJJINHHOCTD, KOTUIHOCTD?
Korma u kem 061710 n300peTeHO KHUTONEUaHue?

el NS =

NGO

CoNR~ LN E
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10. CoBpemeHHBIE CpeACTBAa KOMMPOBAHUS M PA3MHOKEHHUS JOKYMEHTOB?
11. Yro Takoe odceTHas meyaTh?
Tema 3. 3akoHozaTeJbHAsI M HOPMATHBHO-METOAMYECKAS] OCHOBA /IeJIONPOM3BO/ACTBA
rocy/1apCTBEHHBbIX M MYHHIIUNIAJIbHBIX OPraHU3aAlM

1. TOCT 36.30-2003 «YHuUIMPOBaHHBIE CUCTEMBI JOKYMEHTal1H.
YHubunupoBanHasi CUCTEMa OPraHU3alMOHHO-PACTIOPSAUTEIBLHON JTOKyMEHTALIUU.
TpeboBanwus K 0HOPMIICHUIO TOKYMEHTOBY ?

Uro perynmupyer @3 «O6 nndopmaruu, nHGOpMATH3ALKU U 3aIUTe HHPOpMaIum»?
Uro onpexnensier @3 «OO6 37eKTPOHHON HHPOPMAIMOHHOMN MTOATTUCH»?
Urto perynupyet «O rocyaapCTBEHHOU TailHE»
Kakogsl ienu @3 «O06 yuacTuu B MeXAyHapOIHOM WH(POPMALIMOHHOM 0OMEHE»
Yro perynupyet @3 «O06 aBTOPCKOM MPaBe U CMEKHBIX IMPaBax)»
Usto nosmtHKy onpenenser @3 «O6 00s13aTeIbHOM SK3EMIUTIPE TOKYMEHTOBY
Jns  kakux wnenet Obl  pa3paboraH jgokyMeHT «locymapctBeHHas cucrema
JOKYMEHTAlMOHHOTO oOecrnieueHus ympasieHus. OcHOBHblE monoxeHus. OOmume
TpeOOBaHUS K JOKYMEHTaM M CIyXk0aM JOKYMEHTAallMOHHOIO 00ecrnedyeHus»
(I'CHOY), kakoBa OCHOBHas 11€JIb
9. Uro ycranaBnmuBaer ['OCT P 51141-98 «Jlenonpous3BoACTBO U apXUBHOE JEIO.
TepMuHBI U OIIpEICIICHUE»
10. BenomMcTBEHHOE IPOU3BOICTBO
11. «MHCTpYKIMsT 110 O(QOPMIICHHIO MPOEKTOB HOPMATHUBHBIX IPABOBBIX  AaKTOB,
noaroraBnuBaeMbeix B CyneOHOM jemapTamMeHTe s NPEICTaBICHUS B OpraHax
rOCYIapCTBEHHOMW BJIACTH
12. «HCcTpyKIIMST 1O  AENONPOM3BOACTBY B  apOMTpaxHBIX cyaax Poccuiickoit
denepaunun»
Tema 4. Kinaccupukanusi J0KyMeHTOB M CTPYKTYpPa J0KyMeHTAa. PeKBU3UTBI JOKYMEHTA.
TpebGoBanus k ogopmiieHHI0 J0KyMeHTOB. bianku.

1. ®opmynsap cCOBpeMEHHOTO YIPaBIEHYECKOTO JOKYMEHTa?

2. Kakwue TpeOoBaHUS NPEIBIBIAIOTCSA K COCTaBY PEKBHU3UTOB JJOKYMEHTOB.

3. TOCT 36.30-2003 «YHU(UIUPOBAHHBIE CHCTEMBI JOKYMEHTaLUU.
YHUGHUIUpPOBaHHAs CHCTEMa OPTraHMU3ALNOHHO-PACTIOPATUTEIHLHON JTOKYMEHTAIHH.
TpeboBanus K 0OPMIIEHUIO TOKYMEHTOBY?

[TpaBuiia opopmiieHUs: peKBU3UTOB?
JaiitTe onpeneneHe NOHATHIO «PEKBU3UTY, €0 (YHKIMU U 3HaUYeHHE?
bnank, Buabl 6J1aHKOB, IipaBUia 0HOPMIIEHUS TOKYMEHTOB?
Cucrema JOKyMEHTALMH, €€ 3HaYeHue, PyHKIuu?
Uro sBisieTcst 3aa4eit cTanaapTu3aim’?
Onpenenure CTpyKTypy AOKYMEHTA, PEKBU3UTHI JOKYMEHTA, TUI U BUJ JIOKYMEHTA, Ha
KaKoM OJIaHKe JTOJIKEH OBbITh N3TOTOBJIEH IOKYMEHT:
TEKCT Ne 1

8 centsa0ps 1800

Ero Nmneparopckoe BennuectBo B mpucynctsum CBoem B ropone ['aTunHe cOM3BOIMI
OTAATh CIEAYIOIINN MPHUKa3.
Ero Mmneparopckoe BenunuectBo 00bsBisier Bricouaiimee CBoe 0iiarociioBeHHe OBIBLIIMM CEro
yycjia BOMCKaM Ha MaHEBpaX M KOMaHIYIOIIMM OHBIMHU Te€Hepally OT MH(paHTepuu [ oneHuuiesy-
Kymyszosy w renepany ot kaBanepuu rpady ¢on Odep-Ilareny, Taxxke M BceM OaTaTMOHHBIM
KOMaHAMpaM, HIKHUM K€ YHHAM JKalyeT Mo pyOsro, Mo yapke BHHA U MO (YHTY TOBSIIMHBI Ha
YeJIoBeKa; a MpUTOM Breicouaiime OOBSABUTH M3BOJIWIM, YTO BechMa yTemHo maisi Ero
Nmneparopckoro BenudectBa BUAETh JOCTHKEHHUS] BOWCKA TaKOTO COBEPILIEHCTBA, B KAKOBOM OHO
ce0s1 MOKa3aJlo BO BCEX YACTAX IMOJI HAYaJIbCTBOM TAKOBBIX T'€HEPAJIOB, KOTOPBIX KadecTBa H
TAQJIAHTBI, JEHUCTBYS TAKOBHIMM BOWMCKAMHM M TAaKOW HAIlUM, KaKOBa POCCUICKas, HE MOTYT HE
YTBEPAUTH U HE 00ecreunTh 0€30MacHOCTH U LIEIOCTH TocyapeTna. <...>
I'enepan-agprotanTt rpad Jlusen

Nk WN

©CoNo A
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1. OnpenesinTe OMIHOOYHbIE BAPHAHTHI NMPH 0OPMIIEHUH PEKBH3UTA «HANMEHOBAHME
OpraHu3alun», BHECHTE UCTIPABJICHHUSI:
1) MI'Y, PV][H, PITY, BHHUHcenvxosmaw;

2) Bcepoccuiickasn akademus cenvckoxosaticmeenuvix Hayk um. B.U. Jlenuna (BACXHHUJI),
3) Omxkpwvimoe axyuonepnoe obdbwecmso «Kackady, 3aKkpvimoe aKyuoHepHoe 00uecmso
«llnymony,
4) Qupma «Cnymuuky, hupma «Buonay, nusnas komnanus «Llepepay, pabpuxa «3apsy.
5) Omoen mapkemurea, omoein nepeso3ox;
6) Mawicmpoticknao.

2. OT™MeTbTe HeI0YeThl B 0()OPMJIEHHH PEKBU3HTA «OTMETKA 0 HAJIMYHH MPUJI0KEHHSD):
1) Hpunoocenus: Kamanoe nogwix uzdenuti, Cneyughuxayusi Hogblx U008 NPOOYKYUU,
2) Ipunoosicenue: axm skcnepmuza wa 1 1. 6 3 9K3. (Ha3éaHue npuiaeaemozo OOKYMeHma
VKA3aHo 8 mekcme);
3) Ipunoosicenue: na 2n. 8 2 5x3. (Hazeanue npuiazaemo2o OOKyMenma He YKa3aHo 6 mexkcme),
4) Ipunoocenue: ookymenm na 2 1. 8 1 9K3;
5) Ipunooicenue: cnpaska, oannas A.A. Heanosy 6 mom, umo on pabomaem Ha npeonpusmuu
«Pocmexcmunbmaury nOMOWHUKOM cmapuie2o unicenepa Ha 1 . 8 3 9K3.;
6) Ipunoowcenue: Ha 3 1. 6 1 9K3. MoabKO Oupekmopy 3a800y « ¥Ypanimeoensy.

Tema S. OdopmiieHue OPraHM3alMOHHON, PaCHOPAAUTENILHON HWH(OPMALMOHHO-

CIPABOYHOM JOKYMEHTALIMH.

1. JloxyMeHTHpOBaHUE YIIPABIECHYECKOU NEATEIBHOCTH?

2. OpraHu3aluOHHO-PACIIOPAAUTENbHbIE JOKYMEHTHI?

3. YcraB mnpeamnpustusa, mrtatHoe pacrnucanue? Ilopsgoxk odopmieHus, 3HAYEHUE IS
OpraHu3aluu
[Tonoxenus, npasuia, uHCTpyKuu? [opsaok opopmienus, 3HaueHNE I OpTaHUu3aIIH
Pacnopsinutensuble 1okyMeHThI? Buasl u ¢opmbl? Ilopsanok odpopmieHus, 3HaueHUe A
opraHu3aiuu?
6. MudopmanmoHHo-cipaBouHble JOKyMeHThI? Buasl u ¢opmbl? Ilopspok odopmienus,
3HAYEHUE NIl OpraHu3anun’?
Kakue ¢popmbl 61aHKOB IPUMEHSIOTCS TPU OPOPMIIEHUHN BBILIEYKa3aHHBIX JTOKYMEHTOB?

8. PaspalboraiiTe mpoeKT MHCTPYKIIMH IO JIeIONPON3BOICTBY KOHKPETHOM OpraHU3aIiH.

9. Ompenenure, K KakOMy OpraHU3alMOHHOMY JIOKYMEHTY OTHOCSTCA IIpejjlaraeMble

(dbparmeHTsl ToKyMeHTOB. OOOCHYHTE CBOE pelIeHNe.

Texer 1.

OMPMEHHOE HAUMEHOBAHUWE U MECTOHAXOXJEHUE OBINECTBA

[TomHbIM  QupMeHHBIM HauMmeHoBaHueM OOmectBa sBiseTcs OOLECTBO € OrpaHUYEHHOU

otBeTcTBEHHOCTRI0O «HOTA». Cokpamennoe ¢upMeHHoe HauMmeHoBaHue obmectBa — 00O

«HOTA».

1.1. MecronaxoxaeHue oOmiecTBa (MOYTOBBIM HWHIEKC): MonoaexHusli mnpocm., 15, T.
Kpacnosipck-45, 630091, Poccuiickas @enepanus.

1. Ilpoananu3upyiite AOKYMEHT, HCHOJIB30BAHHBbII B «3amucHbIX KHUKKax» H. Uabda.

Onpenenure ero BHUA M KOHCTHTyHpylumue npu3Haku. Kak oObirpsiBaercss JaHHBIN

AOKYMEHT B Xy/107KeCTBEHHOM IPOU3BeJIeHNH?

Hano cue momy-cemy (maxomy-cakomy) 6 mom, 4mo emy paspeulaemcs mo od ce, Ymo
NOONUCHIO U NPUTIOJCEHUEM neYamu yOOCmosepaemcs. 3a maxo2o-mo. 3a caxo20-mo. Yupeowcoenue
«A3 ecmor4.

Tema 6. OpopmireHne JTOKYMEHTALUHMHU 110 JINYHOMY COCTABY
Kakue ToOKyMeHTBI OTHOCATCA K JOKyMEHTaM JIMYHOIO cocTaBa?
Homenkiarypa nen. @yHkuu u 3HaueHue?

OdopmiieHne JOKYMEHTOB IpH NpreMe Ha padoTy?

JlnuHas kapTOUKa COTPYyIHUKA

OdopmiieHne TPyAOBBIX KHIKEK

Ha xakux 61aHkax ohopMIISIOT IPUKa3bl 110 JINYHOMY COCTaBy?

o~

~

oakrwdE
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7.
8.
9.

®opMupOBaHUE JIMYHOTO J€J1a COTPYIHUKA?
TpynoBoit noroop: moHsTHE, GYHKIIUU, 3HAUCHHE?
CocraBbTe CXCMY COrjiaCoOBaHUA MPHUKA30B 110 JINYHOMY COCTaBYy.

10. CocraBbTe cnenyrolye JOKYMEHTHI 110 IUYHOMY COCTaBY:

- 3asIBJICHHE O NIPUEME U YBOJIbHEHUU C paboTy;

- 3asBJICHHE O [IEPEBO/IEC HAa IPYTYIO 1OJIKHOCTD;

- TOKJIQJIHYIO 3aMCKY O HEBBIIIOJIHEHUH 33/1aHuUs (OTI03JaHUU Ha padoTy);

- 3asBJICHHE O IIPEIOCTaBICHUU OYEPEIHOrO OTIYCKa;

- aBToOHMorpaduy;

- XapaKTEpUCTUKH Ha COTPYIHUKA;

11. CoctaBpTe mpHKa3 TEHEPAIBHOTO JUPEKTOpa 3aKpbITOrO AKIHMOHEPHOIO O0OIecTBa

«OMUYHMK» o mpueme Bac Ha pabOTy IJIaBHBIM OYXTaJITEPOM.

Tema 7. OdopmiieHHe KOPpPECHOHJAEHIUH IO BHEIIHEIKOHOMHYECKOH /1eATeJbHOCTH.

Crpykrypa nesioBbIx muceM. CocTaB peKBU3UTOB.

1.
2.

CoNe gabk~w

akrownE

o

7.
8.

9.

Kakue ¢opmarbl Oymaru uCHoib3yIOTCS IPU CO3JaHUN TOKYMEHTOB?

Kakue pexkBH3UTBI HCHOJB3YIOTCA IPU CO3JaHUM JOKYMEHTOB, Ha KAaKMX S3bIKaX OHH
odopmitsroTCst?

Kak Beniercss MexxayHapoiHas nepenucka

KakoBa cTpyKTypa Je0BbIX TUCEM U YEM OHA OTIMYAETCS OT POCCUICKOM?

Kakumu nokymeHTamu peryjiaupyercss opopMiIeHHE JTOKYMEHTOB BHEIIHE3KOHOMUYECKOMH
NEATEILHOCTHU?

OTHUKET J1eJI0BOr0 MUCbMa, MOPSIOK COCTABICHUS JJOKYMEHTOB

CocraBbTe /1€710BO€ TUCHMO

CocTtaBbTe MEXAyHApOIHBINA OJIaHK

CocraBbTe 0JaHK BHEITHETOPTOBOTO JIOTOBOPA

TeMa 8. Opranmusaumus 1eJJONPOU3BOJACTBA ¢ 00PAILEHUSIMHU I'PAXKIAH

[Mopsimox mpuema oOpaieHus rpaxia

[Topsinok paccMoTpeHus oOpalleHuil rpaxaan

[TpaBo rpaxnan Ha 0OpalIeHHus B OPTaHbl TOCYApCTBA U MyHUIUITATIbHBIE 00pa30BaHuUs
Pabota ¢ oOparieHussMu rpa)iaH 1 IpHeM HaceJIeHUs B OpraHax IpOKypaTypbl

OcHOBHBIE I0JIOKEHUS O MOPSAKE PACCMOTPEHUSI U pa3pelleHUs B opraHax MpPOKypaTyphl
NPEUIOKEHUH, 3asBICHUH, jKan00 U MHBIX OOpallleHni TpakKaaH

[IpunsTue pemeHuid 10 pe3yJbTaTaM pacCMOTPEHUs OOpallleHui TIpaxaaH M HX
oopmienue

Oco0eHHOCTH aAMUHUCTPATUBHOTO MOPSIJIKA PACCMOTPEHUSI 0OpaIleHU Ipax1aH
CocraBbTe 00pa3er] xanoobl

CocraBbTe cxemy JBUKEHHUS U 0QOPMIIEHHS TOKYyMEHTOOTOKA MO 00paIlleHusIM IpaxiaH

Tema 9. Opranmsanms 70CTyna K AOKYMEHTaM O JAeATEJbHOCTH OPraHOB rocyJapCTBEHHOM
BJIACTH M OPraHOB MECTHOI'0 CaMOYIIpABJICHHS.

Kareropuu 10KyMEeHTOB OTPaHUYEHHOTO JOCTYIIA.

Knaccudukanus taiiH.

3akoH "O rocynapcTBeHHOH TaiiHe".

®3 «O KOMMepUYEeCKOH TalHey.

JIoKkyMeHTHUpOBaHHE KOHPHIEHIIMAIbHON HH(DOpMaIK

VY4er KoH(UIESHIIMATBHBIX TOKYMEHTOB.

Opranuzanus KOH(QUISHINATBHOTO JOKYMEHTOO00POTA.

CocrtaBbTe cxemy pabOThl C JOKYMEHTaMHU MO/ IPU(POM «COBEPILIEHHO CEKPETHO»
CocraBbTe cxemy pabOThl JOKYMEHTOB OTPaHUYEHHOTO JIOCTYTIa

CoNOR~WNE

Tema 10. Opranusanus XxpaHeHusi JOKYMEHTOB B TeKYLIeM [1eJI0NPOU3BOICTBE.

1) Yro Takoe JOKYMEHTOOOOPOT, JOKYMEHTOIIOTOK?
2) Kakwue rpymnisl JOKYMEHTOB y4acTBYIOT B IOKYMEHT000OpOTE?
3) Kakue sTamnbl BKIIFOYAET JOKYMEHTOO0OPOT?
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4) Kaxkue JIeNIOTIPON3BOICTBEHHBIE CITY>KOBI Y4aCTBYIOT B OpraHu3aIuu
JTIOKyMEHTO0000poTa?

5) Opranuzanms JOKyMEHTOOOOPOTa BXOISINMX JOKYMEHTOB? Perucrpamms BXOJSIINX
JIOKYMEHTOB?

6) Opranuzanus JOKyMEHTOOOOpOTa BHYTPEHHUX JOKYMEHTOB. Perucrpanust 1 KOHTPOJIb
BHYTPEHHUX TOKyMEHTOB

7) B uem 3akiroudaercsi clipaBoyHO-HH(OpMalMOHHAs paboTa ¢ AokymeHTamu? Uem oHa
Heobxoauma?

8) Ha kakom 3Tare J0KyMEHTO000pOTa MPOUCXOIUT (hopMUpoBaHHE Jeiia?

9) Kak dopmupyroTcst Jena, BKIIOYAMONME pa3Hble THIBI JOKYMEHTOB (TIPHKa3bl,
MPOTOKOJIBI, JIEIOBBIE MUChMA U T.1I.)

10) I'me xpaHATCS JOKYMEHTBI Pa3IHUHBIX CPOKOB XPAHCHHUS?

11) Kak mpoucxXoIuT MOArOTOBKA JeJT K C/laue B apXHB?

12) Yro Takoe 3JIeKTPOHHBIN JOKyMeHT0000poT? TTOHATHE 3JIEKTPOHHOIO JOKyMEHTA?

13) IIpeumymiecTBa ¥ HEJOCTATKHU JICKTPOHHOTO JOKyMeHTa? DICKTPOHHAs 0YTa?

14) ABromaTH3alus COCTABICHUS JOKYMEHTOB

15) IIpencraBbTe TEXHOJIOTUIO M3TOTOBJICHUS MHAWBUIYaIbHON HOMEHKIIATYPHI I B BHJIC
OpPraHMU3aIlIOHHON CXEMbl, YKaKUTE KOHKPETHBIE CPOKH MPOBEACHHUS TOTO WM MHOTO
BUJIa paOOTHI.

16) JlonoaHKUTE BHICKA3hIBAHHMS:

2) D@opmuposanue oen —smo....;
3) Yacmmnoe oghopmnenue oen npeononazaem - ... .......

HckmnrounTe auILIHEE:
Ha oOnoxke pgema NOMEHIAIOTCA: HAUMEHOBAaHUE J€la, MOANUCh PYKOBOJIUTEIS

OpraHM3ali, HOMEpP JeJla, YKa3aHUue CPOKOB XPaHEHMs, IleyaTb, HAMMEHOBAHUE OpPraHU3alUd U
CTPYKTYPHOTO MOJpa3ICICHHS, IEPEUEHb JOKYMEHTOB, HAXOASIIUXCS B JIETIE.

17. Odopmure akT O BBIIEICHHMM K YHUYTOXKEHUIO JOKYMEHTOB, YTPATHBIIMX HAay4YHO-
MPAaKTUYECKOE 3HAUYCHUE, B COOTBETCTBUHU C TPEOOBAHUSIMU HOPMATHUBHBIX JIOKYMEHTOB, YUUTHIBAs
IIOCIE0BATEIBHOCTh PACHOJIOKEHHUS JE€l1 B OIKUCH, COCTAB JOJDKHOCTHBIX JIML, NPUHUMAIOIIUX
Y4acTHE€ B COCTaBJIECHUH, BU3SUPOBAHWUHU U COTIACOBAHUH ITUX JTIOKYMEHTOB.

6.3.2. TunoBble 3a1aHusA A1 NPOBEJACHUS IPOMEKYTOYHON aTTeCTALMH 00y4aAIOIIMXCSH

HpOMe}KYTO‘-IHafl arrecranusa 110 AUCIHHUIIINHE «OCHOBEI ACJIOIPOU3BOJACTBA» IMPOBOAUTCA B

dbopme 3auéra.

=

ok w

6.3.2.1. TunoBsble BONPOCHI K 324ETY

enu u 3anaun kypca «OCHOBBI A€TONPOU3BOICTBAY.

HcTopus pa3BUTHS M CTAaHOBJIIEHUS JEJIONPOU3BOCTBA TOCYJaPCTBEHHBIX M MyHHUIIMIIAJIBHBIX
OpraHu3aIui.

XapakTepucTHKa TOKyMEHTa Kak CHCTEMHOT'O 0ObEeKTa.

OcHOBHbIE CBOWCTBA U MPU3HAKH TOKYMEHTA.

@OyHKIUN JOKyMEHTa: TIJaBHas, HH(OpMAIMOHHAs, KOMMYHHKATHBHas, KyMYJSTHBHAsd,
crelMaibHble, yIpaBieHuecKas (peryysTuBHas), Mo3HaBaTelbHas (KOTHUTHUBHAS), IpaBoBas,
OOIIEKyIbTypHasi,  MeMOpualbHasg  (MaMATHHUKOBAasi), TeJOHHUYECKas,  CIEeLUaAIbHbIE
(craTucTuyeckasi, ICTOYHUKOBAS U T.JI.)

JIOKyMEHTBI Ha HOBEHIINX HOCUTENAX UH(OPMAIMU. DIEKTPOHHBINA JOKYMEHTOOO0POT.
ABTOMAaTH3aIMs 1ETIONPOU3BOICTBEHHON NEATEIBHOCTH, TPOrPAMMHBIE KOMITJIEKCHI.
3aKOHOJATENBbHOE PETYINPOBAHKE JEIONPON3BOICTBA.

HopMaTtuBHO-MeTOIMYECKOE peryIMpOBaHHE JIEIOMPOU3BOICTBA.

. JIokannHBIC HOPMAaTUBHBIC JOKYMCHTBI OpraHu3aluu.
. BI/II[I)I AOKYMCHTOB: OPraHU3allMOHHBIC, paCloOpAAUTCIILHBIC, PIH(bOpMaI_[I/IOHHO-CHpﬁBOqHBIe.

Tunomorugeckas KHaCCI/I(I)I/IKaLII/I}I.
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12.
13.

14.
15.

16.

17.
18.

19.
20.

21.

22.
23.

24,
25.
26.
27.

28.
29.
30.
31.

32.
33.

34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44,
45,
46.
47.
48.
49,
50.
51.
52.

BHyTpeHHss v BHEIIHSS CTPYKTYpa JOKYMEHTA.

PekBu3NTH  JAOKyMEHTa:  PEKBU3UTHI-OCHOBAHMS, PEKBU3UTHI-TPU3HAKH,  PEKBU3UTHI
o(opMIIeHHs COBPEMEHHBIX YIPABICHUECKUX JOKYMEHTOB.

YHudukanusa u ctanaapTuzaius 10KyMeHToB. Dopmyisp.

bnanky MOKYMEHTOB: BBl OJIAaHKOB M TOPSAOK PACHOJIOKEHHS PEKBU3UTOB B OJaHKe
(YriioBoe ¥ IIEHTPOBAHHOE), MCIOJIb30BaHHE OJAHKOB C M300pa)kKeHHEM TOCyAapCTBEHHOTO
repba u rep0a cyObekTa Qeneparum.

[lonsiTne  opraHuM3alMiOHHAsi,  paclopsAUTENabHass W HMH(POPMAILMOHHO-CIIPABOYHAs
JIOKYMEHTaIusl.

[Tonoxenue. Ycra. UHCTpyKIuUA.

JloroBopHasi okyMeHTanus. J[oroBop — ero BUABI, CTPYKTypa, MOPAIOK O(GOpMIICHUS H
MOJNKCAHUSI CTOPOHAMHU.

PacrniopsiiuTenbHble TOKYMEHTHI: IIPUKa3, pacopsHKEHUE, PELIEHUE, TPOTOKOJL.

AkT. [oxknagnas 3amucka. OObscHuTenbHas 3anucka. Crpasku. Ilucemo. Temerpamma
(reneraitmorpamma). Tenekc. Teneponorpamma. Tenedakce (dpakc).

TpeboBanusi MEXIYHApOIHBIX CTaHAAPTOB K O(POPMIICHHUIO KOPPECIOHACHIIMU IO
BHELIHEAKOHOMUYECKOMN JESTEIbHOCTH.

CocTaB pekBU3UTOB MHUCHbMa U TpeOoBaHUA K X oopmiieHuto. CTpyKTypa JeIOBBIX THCEM.
OcobenHoctd  O(OpMIICHUS JICJIOBOM KOPPECHOHACHIMU B AHIJIOSN3BIUYHBIX  CTpaHax.
Odopmienre KOppEeCHOHIASHIIMN HAa WHOCTpaHHOM s3bike. CTpykTypa (opmyisipa, cocTaB
PEKBU3UTOB.

Kondunenmnuansuoe n1e10npon3BoCTBO 3alUTa KOHPHUIEHIIUATBHON HHPOPMAIIIH.
OyHKIUH U CTPYKTYpPa CITy>KOBI I€T0NPON3BOJICTBA.

Opranu3zanus J0KyMEHT0000poTa.

Peructpanus u o6paboTka HarpaBl€HHE Ha HCIOJIHEHHME NOKYMEHTOB. [IpaBuia oTmpaBku
UCXOJSIINX JOKYMEHTOB.

KoHTtpous nenonnenus.

CucremaTu3anus U XpaHeHHE JJOKYMEHTOB.

[loaroroBka TOKYMEHTOB JJIsl CIaYU B apXUB.

[TonsTe KOH(HUACHIMANBHOE JENOMPOU3BOACTBO  OpraHU3aluii, MPUEMbI, METOJbI
00pabOTKH JOKYMEHTOB.

@OyHKIUY 110/Ipa3AeieHui M0 JOKYMEHTAIIMOHHOMY OOCITY>KHBAaHUIO YUPEKICHHUH.
XapakTepucTuka OCHOBHBIX HOPMAaTUBHBIX JIOKYMEHTOB, periaMeHTHPYIOLINX
JEJIONPOU3BOJCTBO YUPEKICHUS.

[Tonoxenue o ciyxoe 10OY.

JIOJPKHOCTHOM M YMCIICHHBIH COCTaB AEI0NPOU3BOICTBEHHOHN CIIyKObI yUpeKICHHUS.
JlomKHOCTHBIE 00513aHHOCTH PabOTHUKOB c1y k061 JIOY.

@OopMBI perucTpalnn JOKYMEHTOB.

B3aumocBs3b IpOECCOB PErUCTpalMK U KOHTPOJIS 3 UCIIOJIHEHUEM JIOKYMEHTOB.

CTpyKTypa MHCTPYKLIMH IO JIE€JIONPOU3BOJCTBY B YUPEXKICHUU.

CpaBHUTENIbHBIE XapaKTEPUCTUKU (POPM PETUCTPALIUN JOKYMEHTOB.

CoctaB HHGOpPMALIUU B PETUCTPALIMOHHBIX (hOopMax.

Peructpanus nocrymnaronieii KOppeCIoHICHIINY.

Perucrpanus ucxoasien 10KyMeHTalUH.

Perucrpanust BHyTpeHHEN TOKYMEHTALUH.

TexHos10THs KOHTPOJIS 3@ UCIIOJIHEHUEM JOKYMEHTOB.

Opranu3zanys cpaBoYHO-UH(GOPMALMOHHON pabOThI YUPEKACHUH.

3aKkoHOIaTeNbHBIE aKThI, pETJIaMEHTHPYIOLIHE padoTy ¢ 0OpallleHUIMHU TpaKIaH.
XapakTeprucTUKa TEXHOJIOTHH paboThl ¢ OOPAIIEHUSIMHU TPaKIaH.

ITpobnema obecrieueHHst COXPaHHOCTH JIOKYMEHTOB B JIEJIONPOU3BOJICTBE

Homenknarypa nen, ee 3HaueHUE U IPUMEHEHHE B JIEIONPOU3BOICTBE.

Bunbl HoMeHKIaTyphl €. MeToauKa coCTaBIeHUsI HOMEHKIIATYPbl A€l

3HaueHue HOMEHKJIATYphl JIe]l B TEXHOJIOTMH paboThI C TOKYMEHTaMH.
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53. ®opmupoBaHue JIe]T KaK TEXHOJIOTHYECKas Orepanus AeJI0NPON3BOICTRA.
54. TlpaBuna ¢popMHUpPOBaHUS B Jiea JOKYMEHTOB OTACIBHBIX KaTETOPUIA.
55. DkcrepTH3a LIEHHOCTH JOKYMEHTOB B I€JIONPOU3BOICTBE. 3a1a4l U NOPSAAO0K IPOBENCHUS.
56. DKcnepTHBIE KOMUCCHH YUPEKIECHUH, UX 3a7a91 U TTOPSIIOK pabOTHI.
57. IlopsiioK yHUUTOXKEHUS A€l C UCTEKIIMMU CPOKaMU XpaHEHUS.
58. 3HaueHne mnepeyHel JOKYMEHTOB CO CpOKaMH XpaHEHHA KaK KIAacCU(PUKALUOHHOTO
CTIPaBOYHUKA.
59. IlpumeHnenue nepevHen JOKYMEHTOB CO CPOKaMU XpaHEHHS B JI€JIOMPOU3BOJICTBE.
60. [TonroToBka Jen yupexIeHus K JalbHEHIIeMy XpaHEeHHUIO U HCIIOJIb30BAaHHIO.
61. Onucanue Aes NOCTOSTHHOTO U BPEMEHHOT'O XpaHEeHHUSI.
62. Bunel onuceil, co3naBaeMbIX MpH niepeaaye en B apxuB. CTPYKTypa OMUCH.
63. Ponp u mecto uH(MOPMAaLMOHHO-IOKYMEHTAIMOHHOTO obecrieyeHuss B paboTe ammapara
yIpaBJICHUsI.

6.4. MeToanueckne MaTepuajbl, ONpeesiioOlHe MPOUEIYPbl OUEHHMBAHUS 3HAHMIA,
YMEeHUii, HABbIKOB U (WJIH) ONbITA JAeSITEJbHOCTH, XapPAKTEePU3YIOIUX dTanbl ()OPMHUPOBAHUS
KOMIIEeTeHI M

C nuenplo ompefeneHUss YPOBHA OBIAICHHS KOMIIETCHIMSMH, 3aKpEIUICHHBIMH 34
JTUCHUIUIMHOM, B 3aJlaHHbIE TIPENOJaBaTelieM CPOKH MPOBOJUTCS TEKYIIUHA U MPOMEKYTOUHBIN
KOHTpPOJIb 3HAHUW, YMEHUN U HABBIKOB KaXXAOTro oOyuaromierocs. Bce BUIBI TEKyIEro KOHTPOIS
OCYIIECTBJISIOTCS HA TIPAKTUYECKUX 3aHATHUAX. VICKITIoueHrne cocTaBisieT YCTHBIM OMPOC, KOTOPBIM
MOJKET MPOBOJUTHCSA B Hayalie WM KOHIE JIEKIUMU B TeueHue 15-20 MUH. ¢ 1enbl0 3aKperieHus
3HAHUN TEPMHUHOJOTUU MO aucuuiuiuHe. [Ipu olieHKe KOMIETEeHUUH MPUHUMAETCS BO BHUMAHHE
dbopMupoBanue MpohecCHOHATHLHOTO MHPOBO33PEHUS, OMPEACICHHOTO YpPOBHS BKIIOUYEHHOCTH B
3aHATHS, PIICKCHBHBIC HABBIKH, BIIAJICHHE N3Y9aeMbIM MAaTCPUAIIOM.

[Ipouenypa oleHuBaHUsI KOMIETEHIIUN 00YyYaIOIIMXCsl OCHOBAHA Ha CIEAYIOIINUX CTaHapTax:

1. [lepnoAMYHOCTH IPOBEICHUS OLIEHKH.

2. MHOrocTyneH4aToCTh: OLEHKa (KaK MpenojaBaTesieM, Tak U 00y4arolIMMHCS TPYIIbI) U
CaMOOILIEHKa oOOydJaromierocs, OoOCYyXICHHE pe3yJbTaTOB W KOMIUIEKC MEp IO YCTPaHEHHIO
HEJO0CTaTKOB.

3. EauHCTBO HMCHOIB3yeMON TEXHOJOTHHU IS BCEX OOYYarOIIMXCs, BBIMOJHEHHUE YCIOBHA
COMOCTaBUMOCTH PE3YJIbTAaTOB OLIEHUBAHUSI.

4. CobnroieHre IocIe10BaTeIbHOCTH MPOBEACHUS OLICHKHU.

Texymas arrecranus od0y4yaomuxcs. Texyias aTTectanus 00yJarOImuXcs Mo JUCIUILTHHE
«OCHOBBI JIETIOTIPOU3BOJICTBA» MPOBOJUTCS B COOTBETCTBUU C JIOKAJIHHBIMH HOPMATUBHBIMH
aktamu OAHO BO «MIICVY» u siBasieTcst 00s13aTeNbHOM.

Tekymias arrecranus 1o aucuuiuinae «OCHOBBI JEJIOMPOU3BOCTBA» MPOBOAUTCS B (hopme
Ompoca M KOHTPOJBHBIX MEPONPUSTUN TO OIEHUBAHUIO (PAKTUUYECKHX PEe3yIbTaTOB OOYUYECHHS
00yJaronuXxcsi ¥ OCyIIECTBISIETCS TIPETOIaBaTeIeM JUCITUTIITUHBI.

OObexkTaMu OIICHUBAHHS BHICTYIIAOT:

1. y4eOHas IUCHUIUIMHA (aKTHBHOCTh Ha 3aHSTHSAX, CBOCBPEMEHHOCTH BBITIOJHEHUS
pa3NUYHBIX BUJOB 33J]aHUH, TOCEIIaeMOCTb BCEX BUJIOB 3aHATHH MO aTTECTyEeMOM JUCLHUIUINHE);

2. CTETIeHb YCBOCHUS TEOPETHUECKUX 3HAHUI B KAUECTBE «KIFOUEH aHAIIN3ay,

3. YPOBEHb OBJAJCHHUS NPAKTUUECKUMH YMEHUSIMM M HaBbIKAMH IO BCEM BHJaM
y4ueOHOM paboThI;

4. pe3yabTaThl CaMOCTOSITENbHONW paboThl (M3y4YeHHWE KHUT M3 CHUCKAa OCHOBHOM M

JIOTIOJTHUTENBHOMN JIUTEPATYPBhI).
AKTUBHOCTh OOy4Yarolerocs Ha 3aHATUSAX OLIEHUBAETCS HAa OCHOBE BBIMOJHEHHBIX
oOydJaroruMmcst paboT U 3aJIaHui, MPEYCMOTPEHHBIX JaHHOUN pabodeil mMporpaMMOi TUCITUTUTHHBI.
Kpome TOro, omneHuBaHue oOydYaromerocss MPOBOAUTCS Ha TEKyIIEM KOHTpOJIe IO
mucuuminHe. OLeHnBaHne o0yJarouierocsi Ha KOHTPOJIBHOM HeJlele MPOBOAUTCS IMpernoaBaTesieM
HE3aBHCHMO OT HAIMYUS WA OTCYTCTBUS 00ydaromerocs (1Mo yBaKUTEIbHON I HEeYyBaKUTEIHHON
npuurHe) Ha 3aHATHH. OlleHKa HOCUT KOMIUIEKCHBIM XapakTep M YYUTHIBACT JIOCTH)KEHUS
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00y4YaroIerocs o OCHOBHbIM KOMIIOHEHTaM y4eOHOTo mpoliecca 3a TeKyIIUi Iepuo/.

OneHnBaHue 00y4YarOUIErocss HOCUT KOMIUIEKCHBIM XapakTep M YYUTBIBAET JOCTUKEHUS
o0yyaromerocsi Mo OCHOBHBIM KOMIIOHEHTaM Y4eOHOro Ipolecca 3a TeKyIIUd TMepuoa ¢
BBICTABJIEHUEM OLICHOK B BEIOMOCTH.

IIpomMe:kyTouHasi arTecTanus odyyawmmuxcs. [Ipomexxyrounas arrecranus 00yJaromuxcs
no jaucummianHe «OCHOBBI JI€IONPOU3BOJCTBA» IPOBOAUTCS B COOTBETCTBUM C JIOKAJIbHBIMU
HopmatuBHbIMH akTamMu OAHO BO «MIICY» u siBisiercst 00513aTeNIbHOM.

IIpomesxyTouHas aTTecTanys Mo AUCHUILIMHE «OCHOBBI AEIONPOU3BOACTBAY MPOBOAUTCS B
COOTBETCTBUM C Y4eOHBIM IUIaHOM Ha 2 Kypce B 4 cemectpe i Bcex (opM oOydeHHs B BUJE
3ayéTa B MEpHOJ] 3a4€THO-3K3aMEHALMOHHONW CECCUU B COOTBETCTBHUHU C Ipa)UKOM MPOBEICHMUSL.

OOyuaromiyecs: TOMyCKaloTCs K 3a4€Ty MO JAUCHUILIMHE B CIy4yae BBIMOJIHEHUS UM Yy4eOHOTrO
IUIaHA [0 JUCLMIUIMHE: BBIIOJIHEHUS BCEX 3aJaHUN U MEpPONPUATHH, IpeLyCMOTPEHHBIX
IPOTPaMMOil TUCITUITIIHBI.

OneHka 3HaHMM OOywarolerocsi Ha 3auéTe ONpeneNsieTcsl ero y4eOHbIMU JOCTH)KEHUSIMHU B
CEeMECTPOBBIN MEPUO/] U PE3YIbTaTaMH TEKYIIETO KOHTPOJIS 3HAHUH 1 BBIITOJHEHUEM UM 3aIaHHA.

3HaHUS YMEHHUs, HaBbIKM OOYyYaloIErocss Ha 3a4éTe OLICHMBAIOTCS KaK: «3auTEHO», «HE
3aYTEHOM.

OcCHOBO /17151 onpeiesIeHNs] OLEHKU CIYXKHUT YPOBEHb YCBOEHHs 0OydaroIIMMUCS MaTepuaa,
IIPEelyCMOTPEHHOIO JAHHOH paboueil mporpaMmoi.

7. IlepeyeHb OCHOBHOW W [IOMOJHHUTEJIbHOWH Y4eOHOIl JIUTEPATypPbl, HEOOXOAUMON 1JIAA
OCBOEHHUS TUCHUTLIUHBI

a) oCHOBHasl yueOHas iuTepaTypa:
1. 3aiineBa E.B. Jlenomnpous3BoACTBO M JOKYMEHTOOOOPOT B CHUCTEME TOCYAApCTBEHHOTO U
MYHUIUTIAIBHOTO yrpaBieHus : yuyeOnoe nocobue mis CITIO / 3aitnesa E.B., I'onuapoBa H.B.. —
CaparoB : IIpodoOpazoBanme, 2021. — 176 c¢. — ISBN 978-5-4488-1122-7. — Tekct
ANEKTPOHHBIA // DnexkTpoHHO-OMOMmMoTeunass cucrema I[PR BOOKS : [caiir]. — URL:
https://www.iprbookshop.ru/104900.html (nata o6pamenus: 06.01.2022). — Pexxum gocrtyma: s
aBTOpU3Mp. mois3opareneii. - DOI: https://doi.org/10.23682/104900
2. Kysneunosa M.B. Kondbuaennuansnoe Aen0nNpor3BOACTBO M 3allUIICHHBIN 3IEKTPOHHBIN
JOKYMEHTO000pOT [DIeKTpOHHEIN pecypc|: yueOHoe mocodue s 6akamaBpos/ Kysnemosa U.B.,
XauarpsH [.A.— DnekTpoH. TekcToBble AaHHble.— Mocksa: Aii [Iu Ap Menua, 2020.— 192 ¢.—
Pexxum noctyna: http://www.iprbookshop.ru/97083.html.— 3B5C «IPRbooks»
3. Cemxo U.A. OcHOBBI IeOMIPOU3BOJICTBA [ DNEKTPOHHBIHN pecypc]: yueOHoe mocobue/ CeMko
N.A., AntyxoBa JI.A.— DnexTpoH. TekcToBble naHHble.— CrtaBpomons: Ceksoits, 2018.— 119
c.— Pexxum noctyna: http:// www.iprbookshop.ru/92992.html.— 3B5C «IPRbooks»

0) 10MOJIHUTEJIbHASA yuyeOHasi JuTepaTypa:
1. Ky3nernoBa N.B. Benenne koHpUIECHIMATBHOTO JENONPOU3BOACTBA [DIEKTPOHHBIH
pecypc]: yueOnuk mis CIIO/ KysuemoBa W.B., XawatpssH I'.A.— DOJEKTpOH. TEKCTOBBIC
nanuele.— CapaToB, MockBa: [IpodobpazoBanue, At Ilu Ap Menua, 2020.— 145 c.— Pexum
nocryna: http://www.iprbookshop.ru/97082.html.— 2bC «IPRbooks»
2. KysnenoB W.H. Jlenompou3BoAcTBO [DIEKTPOHHBIA pecypc|: y4eOHO-CIpaBOYHOE
nocobue/ Ky3znenoB M.H.— Dnektpon. TekcToBble gaHHble.— Mocksa: JlamkoB u K, 2019.—
406 ¢.— Pexwum nocryna: http://www.iprbookshop.ru/85215.html.— 3BC «IPRbooks»
3. Mantypoa H.C. KampoBoe nenonpou3BOACTBO M apXHMBBI JOKYMEHTOB IO JIMUHOMY
cocTaBy [DNeKTpOHHBIN pecypc]: yueOHO-METOUIeCKOe TOCOOHe ISl CTYACHTOB, 00yYatoIUXCsI
no HampasiieHuto nonarotoBku 46.03.02 JlokymeHToBeneHHe M apXuBoBeleHHe/ MaHTypoBa
H.C.— DnektpoH. TekcroBble naHHble.— YensOunck: YenssOMHCKMI rocynapcTBEHHBIN
WHCTUTYT KYJBTYPHI, 2018.— 140 c— Pexnm JOCTyIIa:
http://www.iprbookshop.ru/83609.html.— 3B5C «IPRbooks»
4, [Toro C.JI. Jlenompou3BOICTBO U CEKpeTapcKas paboTa Ha MEPCOHATLHOM KOMITBIOTEPE
[Onextponnsiii pecype]/ IlomoB C.JI.— 3nexkTpoH. TekcToBble gaHHble.— Mocksa: COJIOH-
I[MPECC, 2017.— 424 c.— Pexum poctyma: http://www.iprbookshop.ru/90403.html.— 3BC
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https://doi.org/10.23682/104900

«[PRbooks»

8. MeToanuecKue YKasaHus 1Jist oﬁyqamumxcsl 110 OCBOCHHUIO U CHMUITJIMHBI

Bun nesiTeILHOCTH

MeTognuecKkue YKa3aHuA 10 OPraHusainvu AeiTCJIbHOCTH CTYACHTA

Jlexus

Hammcanne koHCIEKTa JEKIHIA: KPaTKO, CXEMAaTHIHO, TTOCIIEA0BATEIHHO
(hMKcHpOBaTH  OCHOBHBIE  IIOJIOKEHHUS, BBIBOABI, (OPMYIHPOBKH,
0000IICHHS; TTOMEUYaTh BaXKHBIC MBICIIH, BBIJCIATh KIIIOUEBHIC CIIOBA,
TepMuHBL. [IpoBepka TEPMUHOB, MOHATHH C MOMOIIBIO SHIMKIONEAUH,
CIIOBapei, CIPABOYHUKOB C BBIMMCHIBAHHEM TOJIKOBAaHUI B TETPajb.
OO003HAaYUTh BOMPOCHL, TEPMHUHBI, MaTEpUall, KOTOPHI BBI3BIBACT
TPYIHOCTH, MOMETUTh U TOMBITATHCS HAUTHU OTBET B PEKOMEHAYEMOI
nuTepatype. Eciam camocToATenpHO HE ymaeTcs pa3o0paThCs B
MaTepuaie, HeoOXoauMo c(opMyTUpoBaTH BONpPOC M 3a1aTh
MPEIO0IaBaTeli0 Ha KOHCYJIbTAllUY, HA IPAKTUUECKOM 3aHSITHH.

TIpakTUueckue 3aHsATUA

[IpopaboTka pabodueit mporpaMMmsbl, yaemissi ocoboe BHAMaHHE IIeNsIM U
3a/layaM, CTPYKType W CONEp’KaHUI0 TUCIHILINHBI. KOHCIeKTHpoBaHWe
HUCTOYHMKOB. PaboTa ¢ KOHCIEKTOM JEKIWH, MOArOTOBKAa OTBETOB K
KOHTPOJBHBIM BONPOCaM, TPOCMOTP PEKOMEHIYEMOW JHTEpaTyphl,
pabora c Ttekcrom. llpociaymuBanme aynano- W BHAEO3AMHUCEHd TIO
3aJJaHHOW TeMe, peUICHHE pacyeTHO-TpapHuUecKUX 3aJaHui, pelIeHue
3a]a4 10 ajJrOpUTMY H JIp.

NHauBuayanbHbIe
3aIaHns

3HAaKOMCTBO C OCHOBHOW M JOMNOJHUTENBHOW JIUTEPATYpOHl, BKIIOYAS
CIpPaBOYHbBIE W3JAHUS, 3apyOEKHBIC HCTOYHUKH, KOHCIIEKT OCHOBHBIX
MOJIOKEHUH, TEPMUHOB, CBEICHHH, TPEOYIOIMXCs Uil 3allOMUHAHUS U
SBIIIOIIMXCA ~ OCHOBONOJIAraromiMMu B 3Tol  Teme. CocTaBieHue
AHHOTALMI K IPOYUTAHHBIM JINTEPATYPHBIM HCTOYHHUKAM H IP.

CaMocTosiTenbHast
pabota

CaMmocTtosiTenbHas paboTa MPOBOAUTCA C IIETBIO: CHCTEMAaTH3alluH U
3aKpeIyIeHns TOMYyYEHHBIX TEOPETHMYECKUX 3HAHUM M MIPaKTHYECKUX
YMeHUI 0oOydarommxcs; yriayOJdeHHs ¥ pacIIUpeHUs] TEOPETHUECKUX
3HAHUHU CTYACHTOB; (OPMHUPOBAHUS YMEHHUH HCIIOIB30BaTh HOPMAaTUBHYIO,
MPaBOBYIO, CIPAaBOYHYIO JIOKYMEHTAI[UIO, YYCOHYI0 | CIEIHaIbHYIO
JUTEpaTypy; Pa3BUTHs IO3HABATEILHBIX CIHOCOOHOCTEH M AKTUBHOCTH

00yJaronuxcs: TBOPUYECKOM  HMHHMLMATHBBL,  CAMOCTOSTEIBHOCTH,
OTBETCTBEHHOCTH, OpraHU30BaHHOCTY; ¢dbopmupoBaHHe
CaMOCTOSITEIbHOCTH ~ MBIIIICHUS, CIOCOOHOCTE K  CaMOpa3BUTHIO,
COBEPILEHCTBOBAHUIO u CaMOOpIraHU3alUu; (dhopmMupoBaHus

npoeCCUOHANBHBIX ~ KOMIIETCHLIUH;  Pa3sBUTHIO  HMCCIIEI0BATEIILCKUX
ymeHuil oOyuarommxcs. QOpMBI W BHIBI CAMOCTOSITENBHOW DPabOTHI:
YTEHHE OCHOBHOW W JOINOJHMUTEJIBHOW JHMTEPAaTYphl — CaMOCTOSITEIBHOE
H3ydeHHe MaTepHaja 10 PEKOMEHIYyEeMBbIM JHMTEPaTypPHBIM HCTOYHUKAM;
pabdota ¢ OHWOJIMOTEUHBIM KATaJIOrOM, CaMOCTOSTEIbHBIM MOA00D
HEOOXOIMMOH JInTeparypsl; paboTa co CIOBapeM, CIPaBOYHUKOM; TTOUCK
HeoOXxonuMol uHGpopMauuun B ceTH VIHTEepHET; KOHCIEKTUPOBAHUE
HUCTOYHUKOB; pedepupoBaHHE HCTOYHUKOB; COCTABJICHHUE AHHOTALMH K
MPOYMUTAHHBIM JINTEPATYPHBIM HMCTOYHHKAM; COCTaBJICHHE DPELEH3UN W
OT3bIBOB Ha NMPOYMTAHHBII MaTepuai; cocTaBlieHHe o030pa IyOnukanuii
[0 TEME; COCTaBJICHHWE M pa3padOTKa TEPMHHOJOIHMYECKOIO CIIOBAps;
COCTaBIICHHE XPOHOJOIMYECKOM TaONHIbI, cocTaBieHHe OuOnmorpaduu
(bubnuorpaduueckoil KapTOTeKH); MOATOTOBKA K Pa3UYHBIM (opMam
TEKyIlel W MPOMEXKYTOYHOM arTecTalyd (K TECTHPOBAHMIO, 3a4eTy,
9K3aMeHy); BBITTOJIHEHHE JIOMAIITHUX KOHTPOJIHBIX pabor;
CaMOCTOSITEIIbHOE BBITIOJIHEHHE TIPAKTHUECKHX 3a/IaHUH PErPOTyKTHBHOTO
TUna (OTBETHl Ha BONPOCHI, TECTHI; BBHIMOJHEHWE TBOPUYECKHX 3aJaHUM).
TexHomoruss oOpraHu3alMd CaMOCTOSITETIbHON paboThl  00yYaromuXxcs
BKIIFOYAET  HCHOJNB30BaHHE  HMHOOPMAIMOHHBIX W MaTepUaIbHO-
TEXHUYECKUX PECYPCOB 00pa30BATENbHOIO YUPEKICHUS: OMOIMOTEKY C
YUTAIbHBIM  3QJI0M,  YKOMIUICKTOBAHHYIO B COOTBETCTBHHM _ C
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CYNICCTBYIONIMMHA HOPMaMH; Y4eOHO-METOJUUECKYI0 0a3y y4eOHBIX
KaOMHETOB, JIabOpaTOpHii U 3ajla KOAU(HUKALIUKN; KOMIIBIOTEPHBIE KIACCHI C
BO3MOXKHOCTBIO paboThl B ceTw MHTepHeT; ayauTopuu (KJIacChl) s
KOHCYJIbTAIIHOHHOW JIESATEIBHOCTH; yUeOHYI0O M Y4EeOHO-METOIHUYECKYIO
TUTEpaTypy,  pa3paboTaHHYI0O C  Y4YeTOM  YBEJIMYEHHUS  JONH
CaMOCTOSITEIbHOM  pabOTBl  CTYAGHTOB, M  HHEBIC METOANYECKHE
Matepuainsl. Ilepen BeimomHEHHWEM OOYYAIONIMMHCS BHEAYAUTOPHOU
CaMOCTOSITEIbHON PabOThl MpenoJaBaTeib MPOBOAUT KOHCYJIFTHPOBAHUE
M0 BBINOJHEHUIO 3aJaHusl, KOTOpPHIH BKJIIOYAET LeNb 3aJaHHsi, ero
COJIep’KaHUsl, CPOKH BBITIOJHEHUS, OPUEHTHPOBOYHBIA O0BEM padOTHI,
OCHOBHBIE TPeOOBaHMSA K pe3yJbTaraM pPaOOThI, KPUTEPUH OIEHKH. Bo
BpeMs BBINOJIHEHUS] O0y4YaroIMMUCS BHEAyJTUTOPHOW CaMOCTOATEILHON
paboTel W TIpH HEOOXOIAMMOCTH IPENoJaBaTellb MOXET IPOBOIHUTH
MHANBHUAyaIbHbIE U TPYIIOBbIE KOHCYMbTalu. CaMocTosTeNbHAs paboTa
MOKET OCYIIECTBIISITHCS MHAWBUAYAILHO WM TPYIIaMU 00ydalomuXcs B
3aBHCUMOCTH OT LIeNH, 00beMa, KOHKPETHOW TEMaTHKH CaMOCTOATEILHON
paboThI, YPOBHS CIIOKHOCTH, YPOBHSI yMeHUIl oOydatomuxca. KoHTpoib
CaMOCTOSITeTTFHON pabOTHI MTPelyCMaTPHBAECT:
® COOTHECEHHE COJEp)KaHWUS KOHTPOISI C UemsIMH OOydeHWUS;
00BEKTUBHOCTH KOHTPOJIS;
® BAJIMAHOCTL KOHTPOJA (COOTBGTCTBI/IC MMPEABABIIACMBIX 3aIlaHI/II71
TOMY, YTO MIPEITOIATraeTCs IIPOBEPHUTH);
e uddepeHIHan0 KOHTPOIbHO-U3MEPHUTEILHBIX MATEPHAJIOB.
DopMBI KOHTPOJISI CAMOCTOSATENBHOM pabOTHI:
® TIPOCMOTP W TPOBEPKa BBIIIOJHEHUS CaMOCTOSITENFHOW pPabOTHI
Mpero/iaBaTeieM;
® OpraHu3aiusi CaMOIIPOBEPKH,
¢ B3aUMMOIIPOBCPKHU BBIIIOJHCHHOI'O 3alaHWd B I'PYIIIC O6CY)KILCHI/IC
PE3yIIBTAaTOB BHITIOTHEHHOM pabOTHI Ha 3aHITHU;
® TIPOBEJCHHE MMCBMEHHOTO OIPOCa;
® TIPOBEJICHUE YCTHOT'O OTPOCa;
e oOpraHu3anusi ¥ IpOBEICHHE WHIWBUAYaIbHOTO coOeceloBaHus;
OpTraHM3alys U MPOBEICHNE COOECEIOBAHNUS C TPYIITION;
® 3amIUTa OTYETOB O MPOJIEIAHHON padoTe.

Ormpoc

Onpoc - 3TO CpPEeACTBO KOHTPOJIA, OPraHM30BaHHOE KakK CIEIHalbHas
Oecema rmperojiaBatenss ¢ OOydYalOMIMMCST Ha TEMbI, CBSI3aHHBIE C
M3y4aeMoil NHCIUIUIMHOW, W PACCUYUTAHHOE Ha BBIABIECHHE OO0beMa
3HAHWH 10 ONpeJeNieHHOMY pa3ieny, TeMme, TmpodiemMe © T.II
[IpoGiemMaTuka, BBIHOCMMAas Ha OIPOC OIpPEACICHAa B 3aJaHuAX IS
CaMOCTOSITETTFHON PabOThI 00YYArOIIErocs, a TAKIKE MOXKET OIPEIEIAThCS
mperojaBarejeM, BEAyIIMM CEeMHHApcKue 3aHATHS. Bo  Bpems
MPOBEJICHUsI Onpoca OOYYaroIIMHCA JIOJDKEH YMETh OOCYIUTh C
Mpero/iaBaTeieM COOTBETCTBYOIIYIO MPo0IeMaTHKy Ha YPOBHE THAJIOTa.

Konnoksuym

Kommoksuym (ot matmackoro colloquium — pasroBop, Oecena) — ofHa U3
¢dopMm yueOHbIX 3aHATHH, Oecema mpemojaBaTeNss C YdYalIMMHUCS Ha
OTNpEeNeNICHHYI0 TeMy U3 ydeOHOW mporpammbl. llems mpoBeneHus
KOJUIOKBUYMa COCTOMT B BBIICHEHHH YPOBHS 3HAHUH, IOIYy4EHHBIX
yYallUMHUCS B pe3yJbTaTe NpPOCIYIIMBAHUS  JICKIUH, MOCEIICHHS
CEMHMHApOB, a TaKKe B pE3yJbTaTe CaMOCTOATENLHOIO H3Yy4CHHUsI
MaTepuaia. B pamkax MOCTaBICHHOM IENTU PEIIA0TCs CISAYIONINE 3a]a9u:
® BBLIICHCHME KayeCcTBA M CTEMEHW TIOHMMAaHUS  YYalluMHUCS
JIEKIMOHHOTO MaTepuana,
® Ppa3BUTHE W 3aKPEIUICHUE HABBIKOB BBIPAKEHUS YHAIIUMHUCS CBOHMX
MBICTICH;
® pacIiMpeHHE BapHAHTOB CAMOCTOATENLHOW IieIeHaNpaBIeHHOM
MOJITOTOBKY YYaI1XCs;
® pa3BUTHE HABHIKOB O0OOUICHMsS Pa3JIMYHBIX  JIMTEPATYPHBIX
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HUCTOYHUKOB;
® IIPEIOCTABJICHUE BO3MOXKHOCTH YYalllUMCS COIIOCTaBIATh pa3HbIe
TOUYKH 3pEHUS 110 pacCMaTpHUBaEMOMY BOTIPOCY.
B pesynbrare mpoBeaeHus KOJJIOKBUYMA IIPENOJaBaTeib JOJDKEH UMETh
IpEeICTaBICHHUE:
® 0 Ka4ecTBE JEKIIHOHHOTO MaTepHana;
® O CWIBbHBIX U CIa0BIX CTOPOHAX CBOEH METOIMKHU YTCHHUS JICKLIUI;
® O CUIBHBIX M CJIA0BIX CTOPOHAX CBOCH METONMKU IPOBEACHUS
CEeMHMHAPCKUX 3aHSTHIA;
00 ypOBHE CaMOCTOSTETFHON PaOOThI YHAITIXCS;
00 yMeHHH 00ydaromuxcs BECTH TUCKYCCHIO M JIOKAa3bIBaTh CBOIO
TOYKY 3PEHUS;
® 0 CTENEHH IPYAUPOBAHHOCTH yUaIlIHUXCS;
0 CTETeHW MHIUBHIYaJbHOTO OCBOCHHS MaTepualia KOHKPETHBIMHU
00y4arOITIMHUCS.
B pesynbraTe mpoBeneHHUs KOJUIOKBHyMa OOydaroIluiics IOJDKEH HMETh
MIpeJICTaBICHUE:
e 00 ypOBHE CBOMX 3HAaHHH IO paccMaTpPUBaEMBIM BOIIPOCaM B
COOTBETCTBHU C TPeOOBAHUSIMM NPENOAABATENs] U OTHOCHTEIBEHO
IOPYTUX CTYyAEHTOB IPYIIIbI;
® 0 HeIoCTaTKax caMOCTOSATENFHON MPOPabOTKU MaTepuana;
® 0 CBOEM YMEHHH HM3JIaraTh MaTepHal;
® O CBOEM YMEHHHM BECTH AUCKYCCUIO M JOKAa3blBaTh CBOIO TOUKY
3peHusl.
B 3aBUCHMMOCTH OT CTENEHH MOATOTOBKHM IPYIIIBI MOXXHO HCIHOJIb30BATh
pasHble TOAXOIbl K MPOBEICHHIO KOJUIOKBHyMa. B ciydae, ecnu
OOJIBIIMHCTBO TPYMIIEI ¢ TPYJOM BOCHPUHHMAET COJCp KaHUe JICKIUH 1 Ha
MPaKTUYECKUX 3aHITUSAX JEMOHCTPUPYET HEIOCTaTOYHYIO CIOCOOHOCTD
AKTUBHO OINEPUPOBATH CO CMBICIOBBIMU €OUHWLAMH M TEPMUHOIOTHEH
Kypca, TO KOJUIOKBUYM MOXHO pa3JenuTh Ha JBe yacTH. CHavana
MpernoaBarenb u3jiaraetT 0a3oBble TOHITHS, COAEPIKAIIUECS B MPOrpaMMe.
OTO0 NOIKHO 3aHATH HE Oosiee yeTBepTH 3aHATHA. OCcTalbHBIC TPU YETBEPTH
HEOOXOIUMO TOCBSTUTH AMCKYCCHH, B XOI€ KOTOpOHl oOywaromuecs
JIOJDKHBI YOSTUTBCS |, TIIaBHOE, YOIUTh JPYT Apyra B 00OCHOBAaHHOCTH M
JIOKa3aTeJIbHOCTH IOJYYEHHOIO BHUJEHHUSI BONPOCA U €Tr0 COOTBETCTBHS
peanbHON mpakTuke. Eciam ke mpernojaBarens HMeeT Aelo ¢ Ooiee
MOJrOTOBJICHHOM, CaMOCTOSITEJILHO JIyMarolIel M aKTUBHO YyCBauBaroUIen
CMBICIIOBBIE ~ €IMHHWIBI M TEPMUHOJOTHIO Kypca ayauTopuei, To
KOJJIOKBUYM HEOOXOJMMO TPOBECTH TaK, 4YTOObI camMHu OOydarommecs
chOpMYNIUpOBAIN H3JIOKEHHBIE B MpPOTrpaMMe MOHSATHS, BbICKa3alH
HECOBMAJIAIONINE TOYKW 3pEHHS M TPUBENIU TMpaKTHYECKHe MpPUMEpHI. 3a
IpenojaBaTeneM OcCTaeTcs pojib MojepaTopa (BEAyLIEro IHCKYCCHH),
KOTOPbIi B KOHLE <JIHIIB» CYMMHPYET COBMECTHO IIOJyYEHHbIE
pE3yNbTaTHI.

[ToaroroBka k 3a4éry

[Tpu moaroroBke K 3a4€Ty HEOOXOIUMO OPUEHTHPOBATHCS HA KOHCIICKTHI
JIEKIUH, peKOMEHAYEMYIO JIUTepaTypy U Ap. OCHOBHOE B MOATOTOBKE K
cnaue 3ad€ra mo aucnuiuimHe «OCHOBBI JIETIOMPOU3BOACTBA» - 3TO
MMOBTOPEHHE BCEro Marepualia JUCIUILIMHBI, 110 KOTOPOMY HEO0OXO0IUMO
cnaBath 3au€r. I[lpm moaroroBke k cpade 3au€ra OOydYaroOIIUICS BeCh
00BeM pabOThI JOTKEH PacIpeiesTh pABHOMEPHO TIO JHIM, OTBEICHHBIM
JUIS. TIOATOTOBKM K 3a4€Ty C OLIEHKOW, KOHTPOJIMPOBATH KaXKJbIA IEHb
BBITIOJTHEHHE HameueHHoOW pabotel. IlogroroBka k 3au€Ty C OIEHKOWM
BKJIFOYAET B ce0s TpH JTamna:

e camocTosTeIbHas paboTa B TEYEHUE CEMECTPA;

® HENOCPEACTBEHHAsl NOATOTOBKA B JHU, MPEAUIECTBYIOIIME 3a4ETY

110 TEMaM Kypca;
® TIOJITOTOBKA K OTBETY HA 3aJIaHus, coJlepKaimecs B Owmierax
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(Tectax) 3auéra.
Hdns ycnmemHo cnaym 3a4€Ty ¢ OLEHKOM mo aucuurimHe «OCHOBBI
JIEJIOTIPON3BOACTBAY OOyJaroNInuecs NOJDKHBI IMPUHUMATh BO BHHUMAaHUE,
YTO:
e BCe OCHOBHBIC BOIPOCHI, yKa3aHHBIE B pabodell mporpamme, Hy)KHO
3HaTh, IOHUMATh UX CMBICT U YMETh €TI0 Pa3bsICHUTH;
® yKa3zaHHBIE B paboueit porpamMme (hopmMupyembie
npoecCHOHaNbHBIE KOMIICTCHIIMM B  PE3yJbTaTeé OCBOCHHUS
JTUCIIATIINHBI JIOJDKHBI OBITH TPOJIEMOHCTPUPOBAHBI CTYIEHTOM;
® CEeMHUHApCKHE 3aHATHS CIOCOOCTBYIOT MOJIYUYCHHIO 00Jiee BEICOKOTO
YpOBHSI 3HAHWI W, KaK CIICJCTBHE, 0OJee BHICOKOH OIICHKE Ha
3a4éTe C OICHKOM,
® TOTOBHUTHCSA K 3a4€Ty HEOOXOIUMO HAYMHAThH C TEPBOU JICKIUH U
TIEPBOTO CEMUHApA.

9. Onmucanue MaTepUATbHO-TEXHUYECKOH 0a3bl, HEOOXOAMMON /1JIsl OCYIIeCTBJIEHHS
00pa30BaTeILHOIO MPoIecca Mo TUCIHUTLINHE
Jns  ocymiecTBieHUs  00pa3oBaTeNbHOrO  Iporecca Mo  JucHuIiiHe  «OCHOBBI
JIETIOTIPOU3BOICTBAY» HEOOXOAUMO UCIIOIH30BAHUE CICYIOIINX TOMEIICHHN:
MatepuraabHO-TEXHHUYECKOE 00ECIICUCHIE TUCITUTUINHBI BKITFOYACT B CeOs:
- yuyeOHas aymuTOpHsl Ui TMPOBEICHHUS YYCOHBIX 3aHSATHH, OCHAIlEHHAas OOOpYJOBaHUEM U
TEXHUYECKUMH cpencTBaMu oOydeHus (Mebenb ayauTopHasi (CTOJBI, CTYJbS, JOCKA), CTOJ, CTYII
nperojiaBaTenisi) W TEXHHUYECKHE  CcpelcTBa  oOydeHUs  (NMEPCOHAJBHBIA  KOMITBIOTED;
MYJIbTUMEANIHHOE 000pPYI0BaHHKE);
- MOMENICHUE JIJISi CaMOCTOSTEIbHON pabOThl OOYYaOUIMXCs: CICHUAIM3UPOBAHHAS MeEOelb |
KOMITBIOTEPHASI TEXHHKA C BO3MOXKHOCTBIO MOAKIIOUCHUS K cetH «VHTepHET» M oOecredcHreM
JOCTYyTa B 3JIEKTPOHHYIO HHPOPMAIIMOHHO-00pa30BaTENbHYIO Cpely Y HUBEPCUTETA.

10. Iepevyenb MHGOPMALMOHHBIX TEXHOJIOTHWii, MCHMOJIb3YyeMbIX NPH OCYLIECTBJIEHHHU
o0pa3oBaTe/IbHOIO mpoLecca MO AUCHHUILVINHEe, B TOM YHCJIEe KOMILUIEKT JIMIEH3HOHHOI0
NPOrpaMMHOI0  olecrneyeHHsl, JJIEKTPOHHO-OMOJIMOTEYHbIE CHCTEMbI, COBpPeMeHHbIE
npodgeccuoHaIbHbIE 0a3bl JAHHBIX H HH(POPMALMOHHBIE CIIPABOYHbIE CHCTEMbI

OObyuaromuecs oOecreueHbl TOCTYNOM K AJIEKTPOHHOM HH(OPMAIIMOHHO-00pa30BaTEIbHON
cpene YHuUBepcuTeTa M3 JIIOOOW TOYKH, B KOTOPOM MMeEETCsl MoCTyI K ceth «MHTepHeT», Kak Ha
TEPPUTOPUHU OPTraHU3AINH, TAK U BHE €€.

10.1 JInueH3noHHOE MPOrpaMMHOe odecrieyeHue:

1. Omneparnmonnas cucrema Microsoft Windows XP Professional Russian — OEM-
JUTEH3UH (TIOCTABJISIFOTCS B COCTaBE TOTOBOTO KOMIIBIOTEPA);
2. OmepanmonHas cuctema Microsoft Windows 7 Professional — OEM-nunensun

(TOCTaBIISIFOTCSL B COCTaBE TOTOBOT'O KOMITHIOTEPA);

3. Tlporpammubiii maker Microsoft Office 2007 — nunensus Ne 45829385 or
26.08.2009;

4. Tporpammusiii maker Microsoft Office 2010 Professional — numensust Ne 48234688
ot 16.03.2011,

5. Iporpammusiii naker Microsoft Office 2010 Professional — nuniensust Ne 49261732
or 04.11.2011,

6. KommekcHas cuctema antuBupycHou 3amutel DIWEB Entrprise Suite — numensus
Ne 126408928;

7. 1C: byxranrepust 8 yueOHasi Bepcusi — JuIeH3MOHHBIN qoroBop Ne 01/200213 ot
20.02.2013;

8. IIporpammusnii komruieke IBM SPSS Statistic BASE — nurienzuonnsiii gjorosop Ne
20130218-1 ot 12.03.2013;

9. Tlporpammusiii maker LibreOffice — cBoOonnast nunensust Lesser General Public
License
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10. Kopnoparusnas margopma Microsoft Teams. [TponpuerapHast TUIICH3HS.
10.2. DJ1eKTPOHHO-0MOIHOTEYHASI CHCTEMA:
DnekrponHas oubnuoreunas cucrema (IbC): http://www.iprbookshop.ru/
10.3. CoBpemenHbIe IpodeccHOHATbHBIE 0a3 TaHHBIX:
1. OdunmanbHblii HMHTEpHET-MOpTan 0a3bl JAHHBIX MPAaBOBOW  HMH(pOpMAIHUU
http://pravo.gov.ru
2. Topran "HHpOpMaLMOHHO-KOMMYHUKAIITMOHHBIE TEXHOJOTUH B 0Opa3zoBaHun"
http://www.ict.edu.ru
Hayunas snexrponnas oudnauoreka http://www.elibrary.ru/
HarnronansHas saekTponnas oudauoreka http://www.nns.ru/
DNeKTpoHHbIE  pecypchl  Poccuiickoii ~ rocymapCTBEHHOW — OMOIMOTEKH
http://www.rsl.ru/ru/root3489/all
6. Web of Science Core Collection — mnonuremarnueckas pedepaTuBHO-
oubnuorpaduyueckas ¥ HaykoMTpudeckas (Oundbmmomerpudeckas) 6a3a TaHHBIX —
http://webofscience.com
7. TloaHOTEKCTOBBIM apXUB BEAYIIMX 3alaJHbIX HAYYHBIX KYPHAJIOB Ha POCCUICKOM
wiar¢popme HammoHampHOTO — 3JEKTPOHHO-WH(POPMALMOHHOTO  KOHCOPLIUYMa
(HOUKOH) http://neicon.ru
8. bassl manHbIx u3narenscrBa Springer https://link.springer.com
9. www.minfin.ru Caiit MunucrepcTBa GpunancoB PD
10. http://gks.ru Caiit ®enepanbHoii ciy)Obl TOCYIaPCTBEHHOW CTaTHCTHKH
11. www.skrin.ru basza ganusix CKPUH (kpynHeiimias 6a3a JaHHBIX 110 POCCHHCKUM
KOMIIaHUSIM, OTpacisM, peruoHam PO)
12. www.cbr.ru Caiit Lentpansaoro banka Poccuiickoit @enepannun
13. http://moex.com/ Caiitr MockoBCKO# OHpxH
14. www.fcsm.ru  Odunmansubiii  cailt ®enmepanbHOl  CIy)Obl M0 (PUHAHCOBBIM
peiakam (PCOP)
15. www.rbc.ru  Caiit  PBK  («PocbusnecKoncantunr» - Bemymias poccuiickast
KOoMIaHus1, paboTaromas B chepax Macc-Menua 1 "HPOPMAIMOHHBIX TEXHOJIOTHN)
16. www.expert.ru DnekTpoHHas Bepcus KypHasa « IKCIepT»
17. http://ecsn.ru/ « IKOHOMHUECKUE HAYKU»
10.4. Uu¢opManMoHHBbIE CIIPABOYHbIE CHCTEMbI:
1. NudopmannonHo-npasosas cucrema « KoHcynbTaHT+»
2. WndopmannonHo-crpaBoyHas cucrema «LexPro»
3. Topran ®enepanbHBIX TOCYIAPCTBEHHBIX 00Pa30BaTENbHBIX CTAHAaPTOB BHICIIETO
obpaszosanwus http://fgosvo.ru
4. www.garant.ru MudopmannonHo-mpaBoBast cuctema ['apant

ok w

11. OcobenHocTH peanu3alMu JUCHUIIMHBI JAJs1 HHBAJWIAOB M JIHMI ¢ OTPAHNYEHHBIMHU
BO3MOKHOCTSIMM 310POBbS

Jis  oOecneyeHus oOpa3oBaHUS MHBAJIUIOB U OOydyarolUUMXcs C OrPaHUYEHHBIMU
BO3MOXXHOCTSIMH ~ 3JIOPOBbSI 0 JIMYHOMY 3asBJICHHIO OOydaromerocsi paspabaThiBaeTcs
aJanTUpoOBaHHas oOpa3oBaTelibHAs MpPOrpaMma, WHAUBUIYAIbHBIA YYEOHBIH IIJIaH C YYETOM
0COOEHHOCTEH MX MCUXO(PU3NIECKOTO PA3BUTUS U COCTOSHUS 37]0POBbSI, B YACTHOCTH MPUMEHSETCS
WHJIUBUIYATbHBIM TIOIXOJl K OCBOEHHUIO JHUCIHUIUIMHBI, WHIWBHIyalbHBbIC 3amaHusi: pedeparsl,
MUCbMEHHBIE pabOThl M, HA0OOPOT, TOJNBKO YCTHBIE OTBETHl W JUAIOTH, WHIUBUOAYyaIbHBIC
KOHCYJIbTAIlMW, HWCIOJIb30BaHWE JUKTO(GOHA W  JPYTrUX  3aMUCHIBAIONIUAX  CPEACTB A
BOCITPOM3BEJICHHUS JIEKIIMOHHOTO U CEMUHAPCKOTO MaTepuara.

B nensx obGecriedeHust 00ydarOMMXcs WHBAINUIOB M JIUI] C OTPaHUYEHHBIMU BO3MOYKHOCTSIMHU
3I0pOBbsl OMOIMOTEKAa KOMIUIEKTYET (POHJ OCHOBHOW yueOHOW JIUTEpaTypol, aganTHPOBAHHOU K
OTPAaHWYCHUIO WX 370POBbS, TPEIOCTABISET BO3MOXKHOCTh YIAJICHHOTO HCIIOJIh30BaHUS
ANEKTPOHHBIX 00pa30BaTENBHBIX PECYpCOB, MOCTYHn K KoTopbiM opranuzoBan B OAHO BO
«MIICY». B 6ubnuoTrexe mMpoBOASITCS WHAWBUIYyAIbHBIC KOHCYJIBTAIMW JJISI JAHHON KaTerOpHUH
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http://pravo.gov.ru/
http://www.ict.edu.ru/
http://www.elibrary.ru/
http://www.nns.ru/
http://www.rsl.ru/ru/root3489/all
http://webofscience.com/
http://neicon.ru/
https://link.springer.com/
http://www.minfin.ru/
http://gks.ru/
http://www.skrin.ru/
http://www.cbr.ru/
http://www.fcsm.ru/
http://www.expert.ru/
http://fgosvo.ru/
http://www.garant.ru/

MOJIb30BaTENIeH, OKa3bIBACTCA MOMOIb B PErHCTPALMU M MCIOJIb30BAHUHM CETEBBIX U JIOKAIBHBIX
ANIEKTPOHHBIX 00pa30BaTENbHBIX PECYpPCOB, MPEIOCTABISAIOTCS MeCTa B YHMTAJIbHOM 3aje,
00OpyJOBaHHBIE MPOrpaMMaM{ HEBU3YaJIbHOTO  JIOCTyNa K HWHQOpPMALUHU, SKPaHHBIMU
YBEIMYHUTEISIMA U TEXHHUECKUMHE CPEICTBAMH YCHIICHHS ocTatouHoro 3perus: Microsoft Windows
7, LleHTp cHeuManbHBIX BO3MOXHOCTEW, OKpaHHas dmyma; MicrosoftWindows 7, ILlentp
CHEeIUaIbHbIX BO3MOXKHOCTEH, DKpaHHBIH aukTop; MicrosoftWindows 7, LleHTp crenuambHBIX
BO3MOXKHOCTEH, DKpaHHas KJlaBUaTypa; sKpaHHas gyna OneLoupe; peueBoii cunTe3arop «l omocy.
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12.JTucT perucTpanuu u3MeHeHuit

PaGouwas mporpamma yueGHOM JUCIUTUIMHBI 00CYXKICHA U YTBEPKICHA HA 3aCCMaHNK YUEHOTO COBETa OT «22)»
mapta 2021 r. npotokos Neb

No ConepxaHue U3MCHEHUS PexBu3uTh 1OKyMEHTa 00 Hata
n/m YTBEPXKACHUN N3MEHEHHS BBEJICHUS
M3MEHEHUS
YTBepkJacHa  pelicHHeM  YUYEHOTO COBeTa Ha
OCHOBaHUU denepabHOTO rOCyIapCTBEHHOTO
[Iporokon 3acenanus
00pazoBaTeNLHOTO CTAaHAApPTa BBICIIETO OOpa30BaHUSA
1. Y4eHoro coBeTa OT «22»
1o HampasieHHto noarotoBku 38.03.01 Oxonommka 01.09.2021
mapra 2021 roga mpoTOKOI
(ypoBeHb OakanaBpuaTa), YTBEPKICHHOTO IMPHUKA30M No5
MuHucTepcTBa HayKH | BBICIIETO 0O0pa3zoBaHus PO ot -
12.08.2020 r. N 954.
2.
3.
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