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1. Ilepedyenb NJIAaHMPYEMBIX Pe3yJbTATOB 00y4eHHS 110 JUCHHUILINHE, COOTHECEHHBIX C
IJIAHUPYEMBIMH pPe3yJIbTaTaMH OCBOCHHS IPOrPaMMBbl

1.1. ductunmmaa b1.0J1.25 «OcHOBBI 1€TOTPOM3BOICTBAY) 00CECIICUMBAET OBJIAJICHUE
CJIEIYIOIIMMU KOMITETCHITUSIMU

Kon HaumenoBaHue Kon HaumeHoBaHue 3Tana
KOMIIeTeHIUH KOMIIeTeHIUH dTalld 0CBOCHI OCBOEHHS KOMIIETeHIIHU
KOMIIeTEeHIIUH
N3yuenue noxkymeHTa B
Pa3IMYHBIX €ro acrneKTax,
M3YYEHUE CUCTEM
JIOKyMEHTallUH,
CIIOCOOHOCTH MCIOJIb30BaTh KOMIUIEKCOB JOKyMEHTOB,
VK-10 OCHOBBI IIPABOBBIX 3HAHUI B VK-10.2.2 JIOKyMEHTO000poTa
pa3INYHBIX cepax OpraHu3aluy,
JEeSTEIbHOCTH HaIpaBJIeHUN
COBEPLICHCTBOBAHUS
JOKYMEHTAIlMOHHOTO
obecrnieueHus mpoiecca
yIpaBiIeHUS
W3ydeHnue qoKkyMeHTa B
pa3IMYHBIX €ro acneKkTax,
Bnanenue HaBbIkamMu H3y4CHUC CUCTEM
IIOMCKAa, aHaJIn3a 1 AOKYMCHTalluH,
WCIOJIb30BaHUS KOMILIEKCOB JOKyMEHTOB,
OIIK-1 HOPMAaTUBHBIX U MPABOBBIX OIIK-1.3 JIOKyMEHTO000poTa
JIOKYMEHTOB B CBOEH OpraHu3aIy, HallpaBJICHUN
npodeccronanbHon COBEPILEHCTBOBAHUS
ACATCIBHOCTH JOKYMCHTAIlHOHHOI'O
obecrieueHus nporecca
yIpaBiIeHUs
N3yuyenue noxkymeHTa B
Pa3IMYHBIX €ro acheKkTax,
Bnanenue HaBpikamMu H3y4CHNC CUCTEM
aHanu3a, TOJIKOBAaHUA U AOKYMCHTallUU,
NPUMEHEHUS HOPM KOMILIEKCOB JOKyMEHTOB,
OIIK OC-7 KOHCTHUTYIIHOHHOTO, OIIK OC-7.3 JIOKyMEHTO000poTa
aJIMMHHUCTPATUBHOIO U OpraHu3anuy,
CIIy’)KeOHOTO IpaBa B HaIpaBJIEHUI
npogeccHoHaTbHOMN COBEPIIEHCTBOBAHMS
ACATCIIBHOCTH JOKYMEHTallMOHHOT'O
oOecrieueHus mporecca
yIpaBIEHUA
Bianenune texnomorusmy, N3yuenne Teopun
IIpUEMaMHU, JIEJIONPOU3BO/ICTBA,
o0ecrneurBaIUMU chopMupoBaTh
I1K-24 OKa3aHue TOCYIapCTBEHHBIX IK-24.1.1 [PAKTHYECKHE YMEHUS U

U MYHHMIIATIATBHBIX YCITYT
buznyecKuM 1
FOPUINIECKHUM JTHIIAM

HaBBIKM B 00J1acTH
JIOKYMEHTHUPOBaHUS
OpraHu3aIu C




IMPUMEHCHUEM
TCXHUYCCKHUX CPCACTB.

I1K-26

Brnanenue naBbikamu coopa,
00paboTku HHPOPMALIUU U
ydactus B uH(GOpMaTU3aluuu
JeSTEIIbHOCTH
COOTBETCTBYIOIIMX OPTraHOB
BJIACTU M OpTaHU3aLHI

[1K-26.1.2.2

dopmMupoBaHUE 3HAHUI U
HAaBBIKOB TI0 COCTaBIICHUIO U
0hOpMIICHHIO
YIPaBICHYECKUX
JIOKYMEHTOB,
o0pa3yromuxcs B
JeSITeNIbHOCTH
OpraHu3aIyy, u

OpraHu3anuu paboTkl ¢
HUMU.

1.2.B pe3ynbTaTe OCBOCHUS JUCIHUILIUHBI Y CTYIEHTOB JOJKHBI OBITh CHOPMHUPOBAHBDI:

OTO/TD Koa 3rana
(mpu HAJIMYMH OCBOCHUSA Pe3yabTaThl 00yueHus
npodcranxapra) KOMIIETEHUMH
Ha ypoBHe 3HaHmii:
CUCTEMBI IIpaBa, €€ JJIEMCHTOB, 3aKOHOAATCJILCTBA, OCHOB
KOHCTUTYHMOHHOTO CTaTyCa 4YCJIOBCKa U TrpaxJaHWHA, HOPM
IPakIaHCKOT'0, TPYJAOBOT0, aIMUHUCTPATUBHOTO MPaBa; 00X
IMPUHIUIIOB OpraHusanuu JACJIOIMPOU3BOACTBA u
JIOKyMEHTOO0OpOTa B OpraHax TOCYAapCTBEHHOW BJacTH M
OpraHax MECTHOT'O CAaMOYIIPABJICHUA;
Ha ypoBHe ymenmii:
HCIOJIb30BAaHUA HOPM 3aKOHOB U HOPMATHBHO-IIPABOBLIX AKTOB
YK 10 4 A pCIICHUS KOHKPCTHBIX TMPAaKTUYCCKUX 3adad; MNPUHATHC
e 00OCHOBAHHBIX pEIICHUH; HCIONb30BaHHE OCHOB IPABOBBIX
3HaHUH B KOHQUIMKTHOHM CUTyaluH, COCTABJICHHS JOKYMEHTOB,
COIPOBOKJAOIINX IPUHATHE YIIPABICHUECKUX PELICHUIM
Ha YPOBHE HABBIKOB:
aHajIM3a KOHerTHOﬁ HpaKTI/I‘IGCKOﬁ CUTyalluu C TOYKHU 3pCHUA
ImpaBa; COJACPKaHUA HOPM 3aKOHOAATCJIbLCTBA, MPUMEHCHUSA HUX
K KOHerTHOﬁ CUTyaluu, COCTAaBJICHHUA JOKYMCHTOB,
OTHOCAILIUXCS K PAa3IM4HBIM BHAAM TPO(eCcCHOHAIBHON
JACATCIBbHOCTHU.
Ha ypoBHe 3HaHui:
MIOArOTOBKA
HPOEKTOR (Ha HOpPMAaTHBHBIE U HpaBOBE)IG JIOKYMEHTHI, §
OCHOBE OTHOCSIIMECS K Oyayiiel mpodeccnoHanbHOMI
N JIESITETTbHOCTH;
JIEUCTBYIOIIUX
CTaHJapTOB) OTK-1.3 _
HOpPMaTHUBHO- Ha ypoBHe ymenuii:
IPaBOBOiA yMeTb TIPUMEHSITh M UCTIOJIb30BaTh MPABOBBIE aKThI U
JTOKYMEHTALUK MIPaBOBBIE TOKYMEHTHI B CBOEH MpodeccuoHaNbHON
JUIs JIESITETbHOCTH;
COOTBETCTBYIOLIECH




chepnl
npodeccuoHaIbHO
U IeATEeNbHOCTHU
(o pesynbraTam
dopcaiiT-ceccun,
YTB. IPOTOKOJIOM
Kadeapsl
rOCYJapCTBEHHOTO
yIpaBIeHUS U
nojutosiorun Nel

Ha ypoBHE HaBBIKOB:
BJIICTh HABBIKAMU HaBBIKAMH aHAJIN3a U
CUCTEMAaTU3aLMU OCHOBBI JCJIONIPOU3BOICTBA U
JOKYMEHTO000pOTa B OpraHax rocy1apCTBEHHON U
MYHULUIIAJILHON BIaCTH

ot 30.08.2016 1.)

MOArOTOBKA Ha ypoBHe 3HaHuii:

IIPOEKTOB 3HaThb  COBPEMEHHYKO)  IPABONPUMEHUTEIBHYIO
HOPMAaTHUBHO- MPAKTUKy NpHU KBaTU(UKALMKU aJIMUHUCTPATUBHBIX
MIPaBOBO MPAaBOHAPYLIEHU; Pa3bsCHEHUS U PEKOMEHIALMH,

JOKYMEHTAI[UU Ha
OCHOBE
KOPPEKTHOTO
TOJIKOBAHHUS U
MPUMEHEHUS HOPM
KOHCTUTYITHOHHOT
0)
AJIMHHHCTPATHBHO
r'O U CIIy’)kKeOHOTO
npaBa JJis
COOTBETCTBYIOIIEH
cdepbl
npohecCuoHaNBHO
1 I€ATEIbHOCTH.
(o pe3ynbTaTaMm
dopcaiit-ceccun,
YTB. IPOTOKOJIOM
Kadenpsl
rOCyJapCTBEHHOTO
YIPaBJICHUS U
nonutonoruu Nel

OIIK OC-7.3

colepkamiyecss B moctaHoBieHusix  [lmenyma
BepxoBnoro Cyna P®; mnpaBoBbie MO3HUIMHU
Koucturynmmonnoro Cyna P®, meronuyeckue u
CIIPaBOYHbIE MaTepuabl 1o BOIPOCaM
JESITEIIbHOCTH JIUIL Ha JOJHKHOCTSIX
roCyJ1IapCTBEHHOM rpak 1aHCKOM Poccuiickoii
denepannu, rocyaapCcTBEHHON CIIyXObl CyOBEKTOB
Poccuiickoii  ®eneparum M MYHUIMIIAIBHOU

Ha ypoBHe ymeHnii:

yYMETh OIepPUPOBAThH KOHCTUTYLIMOHHBIMH,
aJMUHHUCTPATUBHBIMU MOHSATHSIMH U KaTETOPUSMU;
aHaAJIM3UPOBATh IOpUINYECKUE (bakThl U
BO3HUKAIOIIME B CBSA3M C HUMHU KOHCTUTYLIMOHHO-

IIPaBOBBIE, a/IMUHUCTPATUBHO-TIPAaBOBbIE U
CIIy’)kKeOHO-TIpaBOBbIE ~ OTHOIIEHUS B cdepe
HaIMOHAJIbHON 0€30I1aCHOCTH; YMEThb
pa3pabaTbiBaTh METOJMYECKHE U  CIPAaBOYHBIE

MaT€pHralibl 110 BOIpOCaM JCATCIbHOCTU JIMI[ Ha
JOJDKHOCTSIX ~ TOCYNAapCTBEHHOM  TIpakJaHCKOU
Poccuiickoit @denepanuu, rocyJapcTBEHHOH CITyKObI
CyOBEKTOB Poccuiickoit Denepannn u




ot 30.08.20161.)

Ha ypoBHEe HaBBIKOB:

BJIaJICTh HaBBIKAMH Pa0OTHI C MPABOBBIMHU AKTAMHU,
COJIepXKALIMMHU KOHCTUTYLIMOHHO-TIPAaBOBBIE HOPMBI;
HaBbIKaMU aHaJn3a [IPaBONIPUMEHUTEIBHOM
HPaKTUKU; HaBBbIKAMHU paspenieHus
KOHCTUTYLIMOHHO-TIPABOBBIX MPOOJIEM U KOJUIU3HA;

HaBbIKAMU peanu3anuu MaTepuaibHbIX u
IIPOLIECCYATIbHBIX HOPM KOHCTUTYLIMOHHOTO IIPaBa;
HaBbIKAMU COCTaBJICHUSA JOKYMEHTOB c
UCIIOJIB30BAHUEM  SI3BIKOBBIX BAPUAHTOB B

3aBUCUMOCTH OT Ha3HAUCHUSI, COJACP)KaHHS W BHIA
JIOKYMEHTa: 0OPMIISITh JOKYMEHTHI B COOTBETCTBHH
c TpeOOBaHUSIMHU I'OCT.yaudunuponathb
JOKYMEHTBI W WX CHCTEMBI, HaBbIKaMu cOopa,
aHaM3a ® OICHKH HWH(POPMALUU, HMEIOIIeH
3HAUCHWE [UIsl pealu3allid IPABOBBIX HOPM B
poeCCUOHATILHOM JIeATEIILHOCTH.

obecriecucHue
BEJCHUS
JIEeJIOTPOU3BOJICTB
au
JIOKyMEHTO000pOT
a B opraHax
rocy/1apCTBEHHOU
BJIACTHU
Poccuiickoi
®denepanuu,
opraHax
roCyJapCTBEHHOMN
BJIACTU CYOBEKTOB
Poccuiickoit
denepauny;
opraHax MECTHOTO

[1K-24.1.1

Ha ypoBne 3HaHnii:
3HATh KJIACCU(PUKALIUIO TOKYMEHTOB U CUCTEMY
JIOKYMEHTAIIMU Ha TOCYapCTBEHHOM CITyK0e;
- PEKBU3UTHI JOKYMEHTOB;
- OCHOBHBIE OCOOCHHOCTH SI3bIKa JOKYMEHTOB;
- TpeboBaHHMA K  OQGOPMICHHUIO  PEKBHU3UTOB
JIOKYMEHTOB M K OJIaHKaM.

Ha ypoBHe ymenuii:
-BBIABIIATH IPOOJIEMBI U NIEPCIIEKTUBBI Pa3BUTHUS
TEXHOJIOTHH paboThI ¢ JOKYMEHTaMH;
-CUCTEMaTU3UPOBATh TUIIUYHbBIE OLIMOKH B SI3bIKE U
CTHJIE JOKYMEHTOB;
-OLIEHUBATh aKTyaJbHbIE TPOOJIEMbl OPraHU3AIUH
JIOKyMEHTO000pOTa;

-aQpryMEHTUPOBaTh  HEOOXOAUMOCTb  PAa3BUTHUS

HOBBIX TEXHOJIOTHH pabOThI ¢ TOKYMEHTaMH.




caMOYIIpaBIICHUS,
rOCyIapCTBEHHBIX
u
MYHHIIUITATEHBIX
IPEIPUATHIX U
YUPEKICHUSX,
MTOJTUTHYECKUX
MapTHSIX,
00I11eCTBEHHO-
MOJINTHYECKUX,
HEKOMMEPYECKUX
U KOMMEPYECKUX

OpFaHI/I3aHI/I${X(HO
pe3ynbTaTam
dopcaiiT-ceccuu,
YTB. IPOTOKOJIOM
Kaeaps
roCy/IapCTBEHHOTO
yIpaBICHUS U
royiutojioruu Nel

Ha ypoBHE HaBBIKOB:

BnaneHHe HaBbIKaMU BCACHUS OpraHU3allMOHHO-

pacnopsAUTEIbHON JOKYMEHTAIUH;
-COIMPOBOXKICHUS TPOLETYP TPOXOXKICHUS
roCy/1apCTBEHHON I'Pa)/1aHCKOMN CIIyKOBblI;
-Oprann3anuy KOHTPOJIA UCIIOJHCHUA JOKYMCHTOB.

ot 30.08.2016 1.)

dbopmupoBanue Ha ypoBne 3Hanwmii:

TPYIOBBIX 3HaTh HOPMAaTUBHYIO 0a3y JTOKyMEHTAIIHOHHOTO
byHKIMH, oOecrnieueHus yrnpaBjieHuUs,

CBSI3aHHBIX C -CHCTEMBI IOKyMEHTAaN|, (YHKIIMOHUPYIOIIHE B
OopraHu3alei CUCTEME yIpaBICHUS;

JIEUCTBUN B -COBPEMEHHBIC TPEOOBAHMSI K COCTABJICHHUIO
obyactu 0 OPMIICHHUIO TOKYMEHTOB;

uHbOpMaTH3ALUU -OCHOBBI ITOCTPOEHUS HH(OPMAITHOHHO-TIONCKOBOM

U PEryJIupOBaHUs
NeSITETHHOCTH T10
coopy u
00paboTke
yIpaBIeHYECKON
uH(pOpMalnU 1o
(pe3yabTaTtam
dopcaiit-ceccun,
YTB. IPOTOKOJIOM
Kadenpsl
roCyJJapCTBEHHOTO
yIpaBICHUS U
nonutonoruu Nel
ot 30.08.2016 1)

I1K-26.1.2.2

CHUCTCMBI 110 JOKYMCHTaM OpraHU3allnu.

Ha ypoBHe ymenuii:

YMETb MPOEKTUPOBATH CXEMBI IOKYMEHTO000pOTa

JUTSL pa3JIMYHBIX KaTErOpUi JOKYMEHTOB;
-OpraHU30BbIBATh APXUBHOE XpaHEHUE JOKYMEHTOB,
-pa3pabaTbIBaTh JIOKaIbHbIE HOPMATHUBHbBIE
JOKYMEHTBI

-CUCTEMATU3UPOBATh JOKYMEHTBI U COCTABJIATh

Ha ypoBHE HaBBIKOB:

BJIa/IETh HaBbIKAMU JTIOKYMEHTHPOBAHUS
YIIPaBIEHYECKON AEATEIbHOCTH,
HaBbikamu ¢popmMupoBanus Jei.




2. O0beM U MeCTO TUCHUILINHBI
B CTPYKTYpe 00pa30BaTeibHOI MPOrpamMmMbl

VYyeonas nucuumumaa b1.OJ1.25 «OcHOBBI 1€TONPOU3BOACTBAY SBISCTCS TUCIUILTAHON
0a30Boii yacTH. B coOTBETCTBUU ¢ yueOHBIM IIAHOM JUCIUIUIMHA OCBawBaeTcs B oObeme 108
yacoB (3 3E). Ilo ouHoii ¢opme 0O0yueHHUs NUCHMIUIMHA U3y4daeTcs Ha 3 Kypce B TeYeHHE 7
cemectpa. Ha 3aouHoili (hopme qucumiuinHa u3ydaercs Ha 4 Kypce B TE€UCHHE ceccuu B.

OcBoeHME NUCUUIUIMHBI OMHPAETCS HAa MHUHHUMAJIbHO HEOOXOAUMBIH OOBEM HABBIKOB
OIICHKM, aHallu3a W MHTEPIPETAlMU JIaHHbIX; YMEHHE MPUMEHATHh IOJyYCHHBbIC 3HAHUS B
pellIeHnH TOCTABICHHBIX 3a/1a4.

Vyebnas mucuumiauHa b1.OJ.25 «OcHOBBI [€0ONPOU3BOACTBA» PEATU3YETCS IOCTE
m3ydenus: b1.b.9 Wudopmanmonnsie TtexHonorun B ympasieHuu, bl.b.22 lenosie
KoMMyHUKaluu, b1.b.4 Pycckuit i3Ik ¥ KyJIbTypa peyH.

[Io ouHo#t Qopme 00ydyeHHS KOIMYECTBO aKaJEMHYECKHX YacOB, BbIICJICHHBIX Ha
KOHTAaKTHYI0O pPaboTy ¢ mpemoaaBaresneM (MO0 BUAAM Y4YeOHBIX 3aHATHH) — 36 yacoB Ha
CaMOCTOSTENbHYIO paboTy o0yyaroniuxcs — 36 4acos.

[To 3aounoii popme OOydeHUS KOJUYECTBO AKAJEMHUYCCKUX YacOB, BBIJCICHHBIX Ha
KOHTakTHYI0 paboTy ¢ mpernojaBareneM (MO BUIaM Yy4eOHBIX 3aHsATHI) — 12 yacoB Ha
CaMOCTOSITEIIbHYIO padoTy oOydaronuxcsi — 87 4acos.

dopma NPOMEKYTOUHON aTTeCTAlluH B COOTBETCTBUH C YUCOHBIM IUIAHOM — SK3aMEH.

Copep:xaHue U CTPYKTYPa AUCHUILIUHBI.

O0bem aucuMIJIMHbI (MOAYJIS), Yac. ®opma
KonrakTHas pa6ora TeKyIero
o0y4aromuxcs ¢ KOOI
Ne n/n HaumeHnoBanue TeM y 1 yYcneBaeMoCTH
) (pa3snesoB) Bcero npenogaBarTesieM | cp “
MO BU/AaM YUeOHBIX 3aHATHIl IPOMEKYTOUH
oii
J JP 113 KCP aTTecTaluu
Ounasn ¢hopma ooyuenusn
7 cemecmp
Hcropust pa3BUTHUS JEIONPON3BOACTBA ) ) ) p
Tewa 1 B Poccum (15 — 21 Beka). 2 2
0
Tema 2 TIpoGnemsl pocTa TOKyMEHTOOOO0pOTA. 6 2 - - 4
0
Tema 3 Crioco0bl paroHanu3anuu 6 2 ) ) 4
JIENIONPON3BOICTBA.
T'CAOY. YCOPA. Yuuduxars, 0]
Tema 4 (opmanm3anys, CTaHIapTH3AMUS 8 - 2 2 4
JIOKyMEHTa
OpraHu3alnoHHast Ipyma 0
JIOKYMEHTOB. PacriopsiiurenbsHas
Tema 5 rpymma 10kyMeHToB. CripaBo4HO- 8 2 - 2 4
UHPOPMALMOHHAS TPYIIIa
JIOKYMEHTOB.
IIpaBuna odopmieHHs 1OKYMEHTOB. o
Tema 6 PexBH3NTHBIH cOCTaB JOKYMEHTA. 8 2 - 2 4
T'OCT 6.30-2003.
P
Tema 7 Oprauusamus cinyx6ost JJOY. 8 2 - 2 4
TeXHOJIOTHU PerucTpaluy 0
Tema 8 8 2 - 2 4
JIOKYMEHTOB.
0
Tema 9 TeXHOIOTHH KOHTPOIISI HCIIOTHEHHS 8 2 ) 2 4
JIOKYMEHTOB
Opranusauus ciyx60ii IOV or
TEKYIIETo XPaHeHHs JOKYMEHTOB.
Tema 10 IMocTpoeHHe HOMEHKIATYphI 1€ 20 4 - 2 4 (pyOexHbIA
ApXUBHOE XpaHEHHE JOKYMCHTOB.
Opraunuzanus ciyx6oit 10Y KOHTPOJIb)
APXUBHOTO XPAHEHHUs JOKYMEHTOB.
IIpoMeXyTOUHAs ATTECTAIHS 36 9K3aMeH




O0beM aucuMNJIMHBI (MOIYJIs), Yac. ®opma
KonTakTHast paGoTa Texyero
00yYaIOIIUXCH € KOHTPOIA
Ne i/ HaumeHoBaHMe TeM y m ycneBaeMocTH
B (pa3aeJioB) Bcero npenoaasaTeeMm .| CP ‘
1m0 BUAaM yqeﬁnblx 3AHATHH MPOMEKYTOUH
oii
J JIP 113 KCP arTecTaluu
Bcero: 108 20 2 14 36 36
3aounas popma o6yuenusn
8 cemecmp
Vcropus pa3BUTHS [€NIONPOU3BOACTBA ) P
Tewa 1 B Poccun (15 — 21 Beka). 8 8
o
Tema 2 IIpo6aemsl pocTa TOKYMEHTOOOO0pOTA. 10 2 - - 8
o
Tema 3 Croco0bl palnoHaTH3aLHH 8 ) ) ) 8
JICIIONPOU3BOJICTBA.
I'CAOY. YCOPA. Yuuduxars, o
Tema 4 (hopmanu3zanus, CTaHIapTH3AIMS 12 - 2 - 10
JIOKyMEHTa
OpraHu3alyoHHas rpymma o
JOKyMEHTOB. PacriopsianrenpHast
Tema 5 rpymma 10KyMeHTOB. CripaBo4HO- 12 2 - - 10
nH(pOpMALMOHHAs IpyIIIa
JIOKYMCHTOB.
IIpaBuna odopmileHHs 1OKYMEHTOB. o
Tema 6 PexBu3UTHBII cOCTaB TOKyMEHTa. 11 - - 2 9
T'OCT 6.30-2003.
P
Tema 7 Opraunuzanys ciyx0os1 J0Y. 8 - - - 8
o
Tema 8 TeXHOIOTHH PErncTpanin 8 ) ) ) 8
JIOKYMECHTOB.
o
Tema 9 TeXHOMOruM KOHTPOJIS UCIIOTHEHUS 8 ) ) ) 8
JJOKYMEHTOB
Opraunuzanus ciryx6oit IO0Y oT
TEKYILEr0 XPaHEeHHUs JOKYMEHTOB.
Tema 10 TocTpoeHne HOMEHKIATYPbI eI, 14 2 ) 2 10
ApXHBHOE XpaHEHHE JJOKYMEHTOB.
Opraunusanus ciyx6oit 10Y
APXHMBHOTO XpaHEHHUsI IOKYMECHTOB.
IIpoMexyTodHas aTTecTarus 9 9K3aMEH
Bcero: 108 6 2 4 87 9

Ipumeuanue: opmor  mekyweeo rowmpoas ycnesaemocmu: onpoc (0), mecmuposanue (1),
xkoumponvhas paboma (KP), konnoxeuym (K), acce (3), pepepam (P), oucnym (/]), cumyayuonnas 3aoaua (C3),
paszoop cumyayuti (PC) u op.

Conep:xaHue TMCHUILIHHBI

TEMA 1: Ucropusi pazeuTus aejaonpoussoacrsa B Poccuu (15 — 21 Beka).

Tpu nepuoja pa3BUTHS AETONPOU3BOACTBEHHON U ceKpeTapcKoil ciyx0bl B Poccuu. IlpukasHoe
nenonpou3BoAcTBo(15-17 Bek). TexHonorust co3naHus JOKyMEHTa B Ipukaze. CBHUTKOBOE
nenonpousBoacTBo. Komnexckoe nenonpousBoAcTBo (18 Bek). ['enepanbublii permament 1720
rojga. BeeneHnne unHa cekpeTapcKkoro M CTpyKTypbl kKaHuenspuu. Co3ganue apxuBoB. Beenenue
npoueaypsl peructpaunu. CoznaHue TeHepalbHBIX (HOPMYINISIPOB A OCHOBHBIX JTOKYMEHTOB.
HcnonuutenbHoe Aenonpous3BoAcTBO (19 Bek). YBenuueHue KONMUYECTBA THIOB JTOKYMEHTOB.
VYcnoxHeHre TeXHOJoruu padoThl ¢ nqokymeHTaMu. Co3nanue B Poccuum mikoiel cekpeTapei.
[TocnepeBomtononHast pepopma B 001acTé pabOThI C TOKyMEHTaMU (COBETCKUH nepuon). Mnes
BBEJICHUS] 0E3pEerucTpalOHHOrO JIeJIONPOU3BOJCTBA. Pa3BUTHE COBPEMEHHBIX TEXHOJIOTHUI
paboThl ¢ JOKYMEHTaMH B TocieBOeHHbIH mnepuos 20-ro Beka. TeHIEHIMM pa3BUTHS
JIETTONPOU3BOJICTBA B 21 BEke.

TEMA 2: IIpo6.s1eMbI pocTa 10KYMeHT0000pOTA.
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[Tonstue  ’nmoxymeHtoobopor”. TeHaeHUuMu pa3BUTUSA  JOKyMeHTooOopoTa. [lonsTue
“uHpopmarnmonHoro Oapbepa”. IIpoOnembl, TOpoOXKmaeMble POCTOM JIOKYMEHTOOOOpPOTA.
[Tpuunsabl pocTa AOKyMEeHT0000poTa. OOBEKTHBHBIE NPUYMHBI POCTa JTOKYMEHTO0OOpOTa
CyObeKkTuBHBIE  NPUYMHBI  pocTa  JOKyMeHTooOopoTa.  CrocoObl  peryimpoBaHUs
JIOKyMEHTO000pOTA.

TEMA 3: Cnioco0bl paninoHaIu3annu AeJ101PpON3BOACTBA.

KomMmyHuKaTHBHas cucreMa opraHusauud. PykoBoguTenb - KOMMYHHUKATUBHBIA LEHTP
OpraHH3aIiy. WNudopmannonnsie HEepErpy3Ku PYKOBOJUTEIS. OnTumusanus
JIOKYMEHTOIIOTOKOB B opraHu3auuu. OnNTHUMH3aLus BXOIAIMX JOKYMEHTONOTOKOB. Metoa
IPEIBAPUTEIILHOTO  PACCMOTPEHUsT JTOKYMEHTOB. CoOCTaBIAIOIIME YCIEHIHOCTH METOAA.
OnTuMuzanus UCXOJAIINX JOKYMEHTOIIOTOKOB.

CozlaHue KOMIUIEKCHBIX JOKYMEHTOB. /[lenerupoBaHue IpaBa IOANKUCU YacTH JIOKYMEHTOB.
BBenenne u pacnpoctpaHeHune O0e€3J0KyMEHTHBIX (opM nenoBoro oOmeHus. OnruMuzanus
BHYTPEHHUX JIOKYMEHTONOTOKOB. MeToq yIpaBieHHs 0[O OTKJIOHEHUsAM. Ontumusanus
MH(POPMALIMOHHOT0 00eceueH sl OpraHu3aLuy.

TEMA 4: 'CAOY. YCOPH. Yuuduxanus, popmanu3anus, CTaHAAPTU3ALNS JOKYMEHTA
Uctopust cozmanus I'CHOY. Beemenue ['CHOY - rapantus ONTHUMalbHOCTH pabOTHI C
JOKYMEHTaMHd B OpraHU3aIuu. YHupunupoBaHHas  CHCTeMa  OpraHU3alMOHHO-
pacropsiAUTEILHON IeATEIBHOCTH. Y HU(PHUKAIMSA TeKCTa JoKyMeHTa. Tpu cnocoba yHubUKauu
Tekcra: Tpadaper, aHkera, Tabmuma. TpeboBanus k Tpadapery. TpeOoBaHwsl K aHKeTe.
TpeboBanus k Tabnuue. Popmanuzanus HHGOPMAIMHN B cUcTeMe yrpaBieHus. CTaHnapTu3aims
JIOKYMEHTA.

TEMA 5: Oprasu3anuoHHas rpynmna J0OKyMeHTOB. PacnopsigurejbHas rpymnna
AOKyMeHTOB. CripaBo4HO-MHGOPMALMOHHAA I'PYNA JOKYMEHTOB.

Cucrema opraHu3allMOHHO-IIPAaBOBOM JokyMeHTanuu. HazHaueHue M cocTtaB OpraHu3alioHHO-
npaBoBoi JokyMmeHTaruu. CocTaBieHHEe U OQOPMIICHHE OTIENIbHBIX BUJIOB OPraHU3al[MOHHO-
IPaBOBBIX JOKYMEHTOB. CHcTeMa pacropsiuTenbHON aokymMeHTauuu. Ha3znaueHue u coctaB
pacnopsAIUTEIbHON NOKyMeHTauuu. IIpouenypsl U3naHus paclopsAUTENBHBIX JTOKYMEHTOB Ha
NPUHIMIIAX eAMHOHadanus. [Ipouenypsl n3nanus paclopsaUTENbHBIX JOKYMEHTOB B YCIOBUAX
KoyieruanpHocTH.  OdopmileHHe paclopsIUTeIbHBIX JOKYMEHTOB. CHcTeMa CHpaBOYHO-
MH(OPMaLMOHHON JOKyMeHTanuu. Ha3sHaueHune u cocTtaB CcHpaBOYHO-WH(OPMALIMOHHON
nokymeHTtanuu. CoctaBieHre U 0(hopMIIeHHE CIIPABOYHO-UH(POPMAITMOHHBIX TOKYMEHTOB.

TEMA 6: IlpaBuna ogopmiieHusi 10KyMeHTOB. PexkBusuTHblil coctaB gokymenrta. 'OCT
6.30-2003.

[Tonsitue «pexkBu3uT». CocTaB pPEKBU3UTOB JOKYMEHTOB. bilaHk nokymeHta. @opmyssp
nokymMmeHnTa. [IpaBuna opopMieHHst peKBU3UTOB JOKYMEHTOB: TOCynapcTBeHHbIN repd P®D, repo
cyobekra P®, osmOnemMa opraHusanuy, KOJbl OpraHM3aluu, KoJX (OPMBI JIOKYMEHTa,
HauMeHoBaHue opranuzanuu, UHH, cipaBounsle qanHble 00 opraHu3aly, HAaMMEHOBaHHUE BHUJIA
JIOKYMEHTA, J1aTa ¥ HOMEp JTOKYMEHTA, CChUIKA Ha ATy U HOMEP TOKYMEHTA, MECTO COCTABIICHUS
WIM W3JaHus JOKyMEeHTa, Tpu¢ OrpaHMdyeHus JOCTyma K JOKYMEHTy, ajpecar, Tpud
YTBEPKACHUSI JOKYMEHTA, PE30JIOLUA, 3arojloBOK K TEKCTY, OTMETKa O KOHTpOJIE, TEKCT
JOKyMEHTa, OTMETKa O HaJU4YMM TNPUWIOKEHUH, TMOANHUCh, TPHU( COIIACOBAHUS, BU3bBI
COIJIACOBAHUS, I€YaTh, OTMETKA O 3aBEPEHMM KONMH, OTMETKAa 00 HCIOJHUTENE, OTMETKa O
HaIpaBJIEHUU JIOKyMEHTa B JI€J0, OTMETKAa O IMOCTYIUIEHMM JOKYMEHTa B OpraHU3aluio,
AIIEKTPOHHBIN HJIEHTU(UKATOP.

TEMA 7: Opranusanus ciayx0b1 JJOY
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Cnyx0a IOKYMEHTAllMOHHOTO OOecreueHHsl yhpaBlieHHs B opraHuzanuu. lLlens co3maHus
cyx6er JIOY. 3amaun cimyx0br JJOY. ®Oyakmmm cioyx6sr  JIOY. Tuner cayx6 OV B
pa3IMyYHbIX OpraHu3alusaxX. Pacuer kommdecTBa ciiyXallux U COTPYIHUKOB ¢ kareropueit MOII
B ciyx0e JIOY niist pa3nuyHbIX KaTeropuii OpraHu3aIui.

TEMA 8: TexH0JI0TMH PerucTpanum JOKYyMeHTOB

Ilenu n 3amauM co3gaHMsl KaHLEIIPUM B OpraHu3auuu. J(enonpous3BOICTBEHHBIE OIEpaluy,
npou3BoguMble B  KaHuensapuu. IlepBuuynas oOpaGorka pgokymeHTa. Peructpauus wu
WHJICKCUpOBaHUE JOKyMmeHTa. [loBropHas oOpaboTka mokymenta. CrnpaBodHas paboTa IO
JOKyMeHTaM. Tekyllee XpaHEeHHE JIOKyMEHTOB. Pexxum paboThl KaHIENspUH Ha MpUMEpe
JTAHHOTO TojpasaeneHus Bonrorpaackoit obmactHol agmuaucTpanuu. Cnennduka odpaboTku
MIPABUTENBCTBEHHOM U CPOUHOIN KOPPECTIOHACHIINH.

[lenu perucrpauuu JOKYMEHTOB B opraHu3auuu. CocTaBisollue IPOLEAYpbl PErHUCTpaLUu.
[Toctpoenue UIIC no moxkymentam. Tpu tuna UIIC. Kputepuu Beidopa ontumansaoi UIIC mo
JIOKyMEHTaM B OpraHU3aluH.

TEMA 9: TexH0/JI0TUM KOHTPOJISI HCIIOJIHEHUS JOKYMEHTOB

CocraBisitoliie  KOHTPOJIA  HCHOJIHEHUS JOoKyMmMeHTa. (CucremMa KOHTPOJIA HUCIOJHEHMS
nokymeHTa. KOHTponb CpOKOB MCHOJHEHHs JOKyMeHTa. KOHTposb KadecTBa HCIIOIHEHUS
nokymeHnTa. KoHTposnbHast rpynna kKak 4acTb ciiyk0bl JJOY. DyHKIUN KOHTPOJIBHOM TIPYIIIIBI.
Opranu3zanus paboTsl KOHTPOJIBHOM IpyIIIbl HA IpUMeEpe paboThl JAHHOIO M0Ipa3/IesICHuUs.

TEMA 10: Opranu3zanus cayxo6oii JOY Tekymero xpanenusi 1okymeHntoB. Iloctpoenue
HOMEHKJIATYPHI jel.

CucreMHOE XpaHCHHE JOKYMEHTOB - 00s3aTelIbHOC TpPEOOBAHHME pAIMOHATBHOW pPabOThI ¢
JOKYMEHTaMu B opraHuzanuu. Jleno - NepBUYHBIM JTOKYMEHTHbIM Komiuliekc. IlpusHaku
3aBesieHus Jes. TexHoyorus Co3JaHus HOMEHKIATyphbl Jien B opraHu3auuu. HomeHknaTypsl
TUIIOBblE, TIpUMEpHbIE M KOHKpeTHble. BBenenume Homenknatypel gen. Crpykrypa
HOMEHKJIATypel Jnen. HomeHkmaTypa nen - JOKYMEHT, 0O0eCHeuMBAIONIMNA pallOHATbHBINA
JOKYMEHTOOOOPOT. ~ APXMBHOe  XpaHeHHe JOKYMeHTOB:lH(popMalMOHHBIE  IOTOKH,
MH(OpPMallMOHHBIE MAaCCUBBI. 3aKOHBI HAKOIUIEHUs HH(opManuy B ob1ecTBe. 3akoH Matdes 1o
OTHOILIEHHIO K HAaKOIUIeHUI0 MH(popMaiuu B coryme. POHI - CUCTeMaTU3UPOBaHHbIM MacCHB.
Tunsl nHGOPMAITMOHHBIX MACCUBOB: apXuB, My3ei, Onbanoreka. MIx cxoacTsa u pa3ianyus.
BenomcTBeHHBIM apxuB B OpraHuzaluu - WHGOpMAaUMOHHBIM (oHA. OpraHu3anus apxuBa B
yupexJieHuu. TeXHONOorusi cuucanusi oTpabOTaHHBIX JOKYMEHTOB Ha apXUBHOE XpaHEHHE WIIU
Ha YHUYTOXXEHHE. DKCIepTH3a LEHHOCTH J0KyMeHTa. HekoTopble 0COOEHHOCTH apXHBHOIO
XpaHeHusi JoKyMeHToB. CrnpaBo4yHO-MH(pOpMallMOHHAsE paboTa apxuBa. ApXHMBHasl CIIpaBKa,
apxuBHas Konus u T.1. KynbTypHO-IIpocBeTHTENbCKAs paboTa apXHBa.

Ha camocrositensayto paboty cryneHtoB mno jguctumiunHe b1.OJ.25 «OcHoBbl
JIEJIOTPOU3BOJICTBA» BBIHOCSTCS CIEAYIOLIUE TEMBI:

Ne Tema Bonpocsl, BeinHocumbie Ha CPC Ounas 3aounas
n/n ¢opma ¢opma
1 2 3 4 5
1 Hcropust pa3BuUTHS  JIEJIONPOU3BOJACTBA B P P
Poccuu.
Hcropust pa3BuTHS CoBpeMeHHbIE TEHACHIINU pa3BUTHUSA
JIeJIONIPOU3BOICTBA B JIOKYMEHTO000pOTA.
Pocemu (15 — 21 Beka). OObEKTUBHBIE W  CyOLEKTUBHBIE PUYMHBI
pocTa JOKyMEHT0000poTa.
CriocoOBl COKpaIeHust JTIOKyMEHT0o0opoTa B
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OpraHu3aluu.

[TpoGnemsl pocta
JOKyMEHT0000pOTa.

ConeprxaHue MOHATHS “DEKBU3HT .
OcHoBHble TokyMeHTsl OP/I.

XapaKTepUCTUKU PEKBU3UTOB “nara”,
“HHIEKC”.
XapaKTepUCTUKH PEKBU3UTOB “‘pE30JTIONHS

2 9

“MOANHUCH”, ~'TIedaTh .
TpeHuHT: aHaTu3 PEKBU3UTHOTO COCTABa aKTa.

CriocoObI panroHaIH3aIuN
JIeTIOTIPOU3BO/ICTRA.

ITpoGeMsl, paspelaeMule TOCPEICTBOM
MpUKa3a: MPHUKa3bl KaJpOBbIE M TMPHKA3bl IO
00111€el IEATENBLHOCTH.

TexHonorus W3IaHUS IpUKa3a.
Jenonpon3BoacTBEHHbBIE oTepaLuu o
MpHUKa3aM.

[Mpouenypsl OTMEHBI W  aHHYJIHPOBAHHA
IIpUKa3a.

Tekct IMpUKasa- mocJCA0BaTCIbHOCTb YacTei.

rcaoy. YCOPU.
Yauduxanms,
(dhopmanuzarus,
CTaHAapTU3alHUs
JOKyMEHTa

Coaepxanue MOHATUI “yan¢mkanus’,
“cranmapTuzanus’, ~GopManuzanus’.
YHudukanuss TeKcTa JOKYMEHTa: aHKeTa,

Tpadaper, TabauIa.

Tpadaper kak cnoco® yHuU(UKANIUKA TEKCTa
JIOKyMEHTa

AHKeTa Kak crnoco0 yHU(pUKAIMU TeEKCTa
JOKyMEHTa

Tabmuma kak cmoco®d yHUGUKAUK TEeKCTa
JIOKyMEHTa

TpenuHr:  co3maHme  TeKcTa  JOKYMEHTa
pa3IuYHBIMA  CclocoO0aMy  yHA(UKAUA -
OIMPEACIICHUEC KPUTCPUCB ONITUMAJIBHOCTH.

Opranu3anydoHHas Tpynna
JIOKYMEHTOB.
PacniopsiauTesnbHas rpymmna
JoOKyMeHTOB. CTipaBOYHO-
nHpopmanmoHHas rpymmna
JOKyMEHTOB.

OO0m1re XapaKTepUCTHKU JOKYMEHTA aKT.
PexBU3UTHBIN cOCTaB TOKYMEHTA aKT.
TpeboBaHHS K TEKCTY JJOKYMEHTA aKT.
Hcnons3oBaHue JIOKyMEHTa aKT B
YIPaBJIEHYECKOM IIUKIIE.

TpeHuHr: cocTaBieHHe JOKyMEHTa aKT.

[IpaBuna opopmieHus
JIOKYMEHTOB. PeKBU3UTHBIN
coctaB nokymenrta. [OCT
6.30-2003.

O6mue
3asBJICHUE.
PeKBH3HUTHBIN COCTAB IOKYMEHTA 3asiBJICHHUE.
TpeboBaHus K TEKCTY JOKYMEHTA 3asIBJICHHE.
Hcnonb3oBaHue JOKyMEHTa 3asABJICHHE B
YIPaBJIEHYECKOM ITUKIIE.

XapaKTePUCTUKU JIOKyMEHTa

CocraBnenue JOKyMEHTa 3asiBIICHHE
(camocTosTENbHAS TPaKTHYECKas paboTa)
Obuue XapaKTePUCTUKU JOKyMEHTa

JoKJTaHas (CiryxeOHas1) 3ammcka.
PexBU3UTHBIA COCTAaB JOKYMEHTa JOKJIaHas
(ciry>xeOHasT) 3amucKa.

TpeOoBanus K TEKCTy JOKYMEHTa IIOKJIaTHAs
(ciry>xeOHast) 3amucKa.

Hcnonbs3oBaHue JOKYMEHTa JTOKJTaHasT
(cmyxeOHasg) 3ampcka B  yNPaBICHUYECKOM
IUKJIE.
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CocraBnenue JOKYMEHTa JOKJIa{Hast
(cmy>xebHas)  3ammcka  (camocTosTeIbHAs
npakTuieckas pabora)

Opraanzanus ciry 051
JOVY.

[onsitue neno”. [lpuzHaku 3aBeeHuUs €.
TexHomorus co3maHusi HOMEHKJIATYpHl B
OpTaHM3aIlHH.

BHenpeHrue HOMEHKIATYpHI JIeI.

AHanu3 KOHKPETHOW HOMEHKJIATYphl el -
caMOCTOsITeNTbHas padoTa.

TexHomorus cnucaHus AOKYMEHTOB B apXUB.
DKCHepTH3a IICHHOCTH JOKYMEHTOB.
Ocob6ernocT 0pOpMIICHHUS apXUBHOTO e,
OYHKINA apXUBa B OPTaHU3AINH.
OcobenHnoctu paboTEhI c
uHpopMaIen

apXUBHOU

TexHONIOruM peErucTpaLuu
JOKyMEHTOB.

Oranbl pefakTUPOBAHUS TOKYMEHTOB.
KoppekTypHble 3HaKH.

Bune! paBku TEKCTA.

IIpakTHueckoe penakTUpOBaHHE NOKYMEHTOB -
TPEHMHT.

Texnomoruu KOHTPOJIA
HCIOJHCHUS TOKYMCHTOB

O0m1e XapaKTepUCTHKH JOKYMEHTa MPOTOKOIL.
PexBU3UTHBIN COCTAaB TOKYMEHTA MPOTOKOJL.
TpeboBaHuA K TEKCTY JOKYMEHTa IPOTOKOII.
Hcnonp3oBaHue JOKYMEHTa IPOTOKONI B
YIPaBIIEHYECKOM ITUKIIE.

CocraBnenue JOKyMEHTa MIPOTOKOI
(camMocTosITENbHAS TTPaKTHYECKas paboTa)

10

Opraauzamus ciayx00ii
JOVY tekyuiero xpaHeHUst
JI0OKyMeHTOB. IlocTpoenue
HOMEHKJIATYpBI JIell.
ApXUBHOE XpaHEHHE
JNOKyMeHTOB. OpraHu3anus
ciyx60i JIOY apxuBHOTrO
XpaHEeHHUS TOKyMEHTOB.

BenoMcTBEHHBIN apXUB B OpraHU3aLUHY -
nHpOpMaoHHbIH GoHa. Opranu3anus
apxuBa B yUPEKACHUU. TEXHOJIOTHUS CIIMCAHUS
0TpabOTaHHBIX TOKYMEHTOB Ha apXHUBHOE
XpaHEeHUE WM Ha YHUYTOKEHHE. DKCIIePTH3a
LIEHHOCTHU IOKyMeHTa. HekoTopsie
0COOEHHOCTH apXMBHOTO XPaHEHUS
JokyMeHToB. CripaBouHO-HH(OpMAIIMOHHAS
pabota apxuBa. ApXUBHas CIpaBKa, apXHUBHAS
KonuA U T.1. KynbTypHO-IpOCBETUTEIbCKAS
paboTa apxuBa.

orT

orT
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4. MaTtepuaJjbl TeKyLIero KOHTpPOJIsl ycneBaeMocTH o0y4yaromuxcs U (poHI OLeHOYHBIX

CpeacTB 1Mo TMCHUIIJIUHE

4.1. ®opMbl MU MeTOAbI TEKYILIEr0 KOHTPOJIA YCHEeBAEMOCTH M IPOMEXKYTOYHOM
arTecTalMu.

4.1.1. B xone peanmzanuu gucuuiiiabl B1.OJ1.25 «OCHOBBI JeN0NPOU3BOJCTBA»

UCIIONB3YIOTCS ~ cienytomue ¢GOopMbl M METOABI  TEKYIIETO KOHTPOJISI  YCIIEBaeMOCTH
00yJaroumxcs:
Ne n/mm HaumeHoBaHue TeM (pa3aesoB) Meropi Tekymero KOHTpo.1
YCEeBaeMoOCTH
Ounas ¢popma
Tema 1 Ucropus pazeutus aenonpouspojcTsa B Poccun (15 — 21 IMposepxka pedepara
BEKa).
VYceTHbIl onpoc
Tema2 | Ilpobmemsl pocTa JOKYMEHTOO0OpOTA.
Tema3 | CrocoObl palimoHaIN3aINH JeIOIPON3BOJICTBA. VCTHBIH onpoc
Tema 4 rcaoy. YCOPA. Yuudukanus, popmanuzanus, VeTHBIH onpoc
CTaHJapTU3alMs JOKYMEHTa
Opranu3zaiuoHHas TPyIIa T0KyMEHTOB. VcTHBIH onpoc
Tema 5 | PacnopsauTenbHas rpymnmna JOKyMeHTOB. ClipaBOYHO-
WHQOpMaIMOHHAs TPYIa JOKYMEHTOB.
Tena 6 [TpaBuna oopmieHus TOKYMEHTOB. PeKBU3HUTHBIN COCTAB VYcTHBIH 0mpoc
mokymenTa. ['OCT 6.30-2003.
Tema7 | Opraamsamms ciayx0b1 JJOVY. IIpoBepka pedepara
Tema 8 TexHonoruu perucTpanuu J0KyMEHTOB. VYcTHBIM onpoc
Tema 9 TexHoNOornu KOHTPOJISL UCTIOJIHEHUS JOKYMEHTOB VYerHeblit onpoc
Opranunzanus cinyx6oi JJOY Texyiiero XxpaHeHus YcTHEIH onpoc
Tema 10 | ACKYMEHTOB. ITocTpoeHre HOMEHKIATYPHI 1ed. APXUBHOE Hrorosoe TECTHpOBAHNE
XpaHeHue JokyMeHToB. Opranuzanus ciryxooi 10Y (pyOEXHBIN KOHTPOJIB)
ApPXUBHOT'O XpaHEHUs! IOKyMEHTOB.
Ne n/nt HaumenoBanue teMm (pa3nenos) MeTozp! TeKyIEro KOHTpOIA
YCIIEBAECMOCTHU
3ao4yHasi popma
Tena 1 HUctopus pazurtus genonpounssojcTtsa B Poccun (15 — 21 INposepxka pedepara
BEKA).
VYeTHbll onpoc
Tema2 | IIpobnemsbl pocTa JOKYMEHTOOOOpOTA.
Tema 3 CriocoOBI panroHaAIN3aIUH JIEITOMPON3BO/ICTBA. VeTHBIi onpoc
Tena 4 I'Ca0Y. YCOP/. Yaudukanus, hopMannzamnus, VYeTHBIH 0mpoc
CTaHJapTHU3aIMs JOKYMEHTa
Opranu3zaliuoHHas TpyIna J0KyMEHTOB. VCTHBIH onpoc
Tema 5 | PacnopsauTenbHas rpymnmna JOKyMeHTOB. ClipaBOYHO-
nH(GOPMAIMOHHAS TPyITa JOKYMEHTOB.
Tena 6 [TpaBuia oopmieHus TOKYMEHTOB. PEKBU3UTHBIN COCTAB YeTHBIH 0mpoc
nokymenta. ['OCT 6.30-2003.
Tema 7 Opranuzanus ciyx0os1 JJOY. ITpoBepka pedepara
Tema 8 | TexHOJOrMM pEruCTpaliii JOKYMEHTOB. VCTHBIH onpoc
Tema 9 | TexHOJIOrMM KOHTPOJIA HCHIOIHEHUS JOKYMEHTOB VeTHBIH 0onpoc
Opranuzaius ciayxooi JJIOY Tekylero xpaHeHus VerHblit onpoc
Tema 10 | AOKYMCHTOB. ITocTpoeHre HOMEHKIIATYPHI 1e1. ApXUBHOE Hrorosoe rectupoBanue

XpaHeHue TokyMeHToB. Opranuzanus cinyxooi JOY
ApXMBHOTO XpaHEHUs JIOKYMEHTOB.

(pyOexHbII KOHTPOIIb)
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4.1.2. IlpoMexxyTouHasi aTTecTalusi MPOBOAUTCA B (OpPME 3K3aMEHAa METOAOM YCTHOTO
ompoca Mo NePEeYHI0 MPUMEPHBIX BOMPOCOB U3 11.4.3.

K cnaue sx3ameHa mo JUCHUILIIMHE AOMYCKAIOTCS CTYIEHTHI, MOJy4YUBIlINE HE MeHbIe 60
O0ayioB mpH TeKylleW arrectauud. [Ipu NOArOTOBKE K 3K3aMEHY CTYIEHT BHUMATENbHO
MPOCMATPUBAET BOIPOCH], MPEIYCMOTPEHHBIE pabodeil TporpaMMoil, W 3HAKOMHUTBCS C
PEKOMEHI0BaHHOW OCHOBHOM JUTepaTypoil. OCHOBOM /715 CAaYu SK3aMeHa CTYACHTOM SIBIISIETCS
M3YYCHHUE KOHCIIEKTOB O030pHBIX JICKIIUH, MPOCIYIIaHHBIX B TE€UEHUE ceMecTpa, HHPOpMaIus,
MOJIy4YeHHAs B pe3yJbTaTe CaMOCTOSITEIbHON paboThl, U MPAKTUUYECKHE HABBIKH, OCBOCHHBIE MTPH
BBITIOJIHCHUH 33J]aHUM B TEUCHHE CEMECTPA.

4.2. MaTtepuaJjibl TeKyIIero KOHTPOJIsA YCIIeBaeMOCTH.

3amaHus IS CAaMOCTOSITENIbHOM PabOThl BKIIFOYAIOT B CEOSI KOMIUICKC aHATMTUYECKHIX
3aJJaHUll BBINTOJHEHHE, KOTOPBIX, MPEINoiaraeT TIIATeIbHOE H3YYCHHE HAyYHOW W Yy4eOHOH
JTUTEPATyphl, TEPHOAUYCCKHX HW3JIaHUH, a TaKKe 3aKOHOJATCIbHBIX W HOPMATHUBHBIX
JOKYMEHTOB TpeaiaraeMpix B 1.9 «Y4eOHO-MeToIn4Yeckoe U MHPOPMALMOHHOE OOecTicueHHe
JTUCITUTUIAHBI (MOYJIs)». 3aIaHus TPEJOCTABISIOTCS Ha MPOBEPKY B DJIIGKTPOHHOM BHJIC MIIU Ha
OyMa)KHOM HOCHUTEIIE.

Tema 1 Hcropus pazsutus geaonpoussoacrsa B Poccuu (15 — 21 Beka).
Temot pepepamos:

1. [TonsiTHEe NENONPON3BOICTBA

2 Bo3HUKHOBEHHE JIEIOMPOU3BOCTBA B Poccuu

3 [Ipuka3Hoe Aea0Mnpou3BOICTBO

4 Cuctema KOJUIEKCKOTO JIeTIONPOU3BO/ICTBA

5 Cucrema MuHUCTEpCKOro AenonpounspoacTsa XIX - Hayana XX BB.

6 Panmonanusanus ynpasiieHus U Jenonpon3Boactsa B 1917 - 1941 rr.

7 YupasieHue u 1eiaonpou3Boactso B 1945 - 1990-x rr.

8 CoBpeMEHHBIH Tall JEIONPOU3BOICTBA

Tema 2 IIpoGJiembl pocTa 10KYMEeHTOO0OpOTA.

Bonpocel ona ycmnozo onpoca

1. Ucropus pa3BuTus AeiaonpousBoacTBa B Poccun.

2. CoBpeMEeHHbIE TEH/ICHLIUN PA3BUTHS IOKYMEHTOO00pOTA.

3. OOBbeKTHBHBIE U CYyOBEKTHBHBIE TPUUMHBI POCTA JOKYMEHTOO00pOTA.
4. CiocoObl COKpalieHnus JOKyMEHTO000pOTa B OpraHU3aliy.

Tema 3 Crnoco0bl panMoHaIU3alMH 1eJ10IIPON3BOACTBA.
Bonpocwi onsa ycmnozo onpoca

1. KomnonenTsl cuctemsl JIOY, X B3aMMOCBSI3b M B3aUMO3aBUCUMOCTb.
2. ITapametpsl sTasnionHoi Moaenu CIOY B opranuzanuu.

3. OGocHOBaHME 3HAYMMOCTHU ¥ HE00X0UMOCTH parronanu3amnuu JJOY.

Tema 4 rcaoy. YCOPA. Yuuduxkanus, dpopmanusanus, CTaAaHAAPTH3ALUSA
JOKYMeHTa
Bonpocwel ona ycmnozo onpoca
1. Copnepxanue noHaTuit “yuudukanus”’, ’cTanaaptusanus’, ~popmanuzanus’”’.
2. YHudUKams TeKCTa JOKyMEHTa: aHKeTa, Tpadaper, Tadbiaura.
3. Tpadaper kak cioco0 yHU(PUKAIUH TEKCTa TOKYMEHTa
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4. AHKeTa Kak crioco0 yHU(HKAIMU TEKCTa JOKYMEHTA
5. Tabnuna kak crmoco® yHU(UKAIIUN TEKCTa JOKyMEHTA

Tema 5 OpranusanuoHHasi rpynna JoKyMeHToB. PacnopsiiuresnbHas rpynmna
AOKYMeHTOB. CIpaBOYHO-UH(OPMALMOHHAA IPYNIA JOKYMEHTOB.

Bonpocwul ona ycmnuozo onpoca

1. CucreMa opraHM3allMOHHON TOKyMEHTALUU.

2. Cucrtema pacnopsiIuTeIbHON TOKYMEHTAIUH.

3. Cucrema MH(POPMALMOHHO-CIIPABOYHON JJOKYMEHTAIUH.

Tema 6 IIpaBuna  opopmiieHHs  JOKYMEHTOB. PekBM3UTHBIH  cOCTaB
nokymenTa. FOCT 6.30-2003.
Bonpocwt ona ycmnozo onpoca
1. PexBU3UTHI ynpaBlIeHYECKUX JOKYMEHTOB U ITpaBuiia UX 0(OPMIIEHUS
2. IlpaBuna opopmiieHUS] pEKBU3UTOB 3aroJIOBOYHOMN YacTu
3. IIpaBuna opopmiieHHs] pEKBU3UTOB OCHOBHON YacTH
4. TlpaBuia oopMiIeHUs] pEKBU3UTOB 0(HOPMIISIONIEH YacTu

Tema 7 Opranusanus ciay:xos1 JJOY.
Temwt pepepamos:

®opmbl U cTpyKTypa ciyx0s1 [JOY

[Tonoxenue o ciyx6e JOY

JomxHocTHOM cocTaB ciyx0b1 [JOY

JIOIKHOCTHBIE HHCTPYKLUU

®opmbl U cTpyKTypa ciyx0s1 IOY

agkrownE

Tema 8 TexHo10rMu perucTpauuy 10KyMEeHTOB.
Bonpocwt ona ycmnozo onpoca

B yem 3HaueHue perucTpanuu JOKyMEHTOB?

KaxoBbl (hopMBbI 1 TOPSJIOK PETUCTPALIUU TOKYMEHTOB?

Kakune MoryT ObITh MeCTa perucTpaluu J10KyMEHTOB?

HeoOxonuMel 11 popMbl aBTOMAaTU3AIMN PETHUCTPALIMK TOKYMEHTOB?
Bomnpocsl 1o conepkaHuio y4eOHOH TeMBI:

Urto Takoe HaeKcalus JOKYMEHTOB?

Kak oprannsoBaTh clipaBO4HO-HH(OPMAIIMOHHYIO pabOTy C TOKyMEHTaMu?
Kaxkue ObIBatoT >kypHajbl perucTpaluy JOKYMEHTOB?

NGO~ wWdE

Tema 9 TexXHOTOrMH KOHTPOJIS UCTOJIHEHUSI JOKYMEHTOB
Bonpocwi ona ycmnozo onpoca
1. Kakue 10KyMeHTH HE0OXOMMO KOHTPOJIUPOBATH
2. CpokH UCMIOTHEHUS TOKYMEHTOB
3. O06o0menune, aHaIM3 W UCTOJIB30BaHUE JTAHHBIX 00 HCIIOJIHCHUU JIOKYMCHTOB B
YCIOBUSIX TPAJWIMOHHON M aBTOMATU3MPOBAHHOW TEXHOIOTUU OOpabOTKH
JTOKYMEHTOB.

Tema 10 Opranusamus  cay:xk0oii JIOY Tekymero xpaHeHHMsi J0KYMEHTOB.
IlocTpoeHne HOMeEHKJIATYPbI JAeJ. ApPXHBHOEe XpaHeHHe [I0KyYMeHTOB. Opranu3anus
ciyk00it JIOY apXxuBHOI0o XpaHeHHsl JIOKYMEHTOB.

Bonpocwi ona ycmuozo onpoca

1. [Tonsitue ”aeno”. Ilpu3Haku 3aBeIeHUS JE.

2. TexHomoTUs CO3/1aHNsI HOMEHKJIATYPhl B OPraHU3alUU.
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BHenpenne HOMEHKIIATYpbI JIEI.

AHann3 KOHKPETHON HOMEHKJIATYphl JeJl - CAMOCTOSITeNIbHAs paboTa.
TexHONOTHsI CHUCAHUS JOKYMEHTOB B apXHUB. DKCIIEPTH3a LIEHHOCTH JOKYMEHTOB.
OcoOennoctu 0popMIICHUS apXUBHOTO Jena.

DyHKIHUH apX¥UBa B OPraHU3ALNH.

OcobGenHocTH paboTHI C apXUBHOW MH(MOpMaIuen

NG~ W

HTorosoe rectupoBanue (py0esKHbI KOHTPOJIb):

Bomnpoc 1. JlenonpouszBoacTBo — 3To:

1. orpacnp gedATenbHOCTH, KOTOpas He o0ecreynBaeT IOKYMEHTHPOBAHHE H
OpraHu3aIuio paboThl C OPUCHBIMH JOKYMCHTAMU;

2. OTpacib JEATEILHOCTH, KOTOpas 00ECIeYrBaeT JOKyMEHTHPOBAHNUE U OPTraHU3ALUI0
paboThI ¢ OPUCHBIMU TOKYMEHTaMU;+

3. cepa esTENLHOCTH 110 00ECIIEUEHUIO OPraHU3ai OPHCHBIMU JOKYMEHTAMH;

4. HeT MPaBHIIBLHOTO OTBETA

Bomnpoc 2. Kakue ¢pyHKIIMH UMEIOT Bee O(UITHATTBHBIC JIOKYMEHTHI:
1. oO1mure 1 OCHOBHEIE;

2. 0o011IHe U crenHanibHbIe; T

3. MaTepuaIbHBIC U MPOIECCYATBHEIC,

4. nesoBbIe U 001IIHE

Bormpoc 3. CoctaB TOKyMEHTOB B OpraHU3aliii 3aBUCHUT OT:

1. nopsaka npuHATUS pelIeHUH (€JMHOHAYAINE WK KOJUIETHAJIbHOCTD);

2. o0bema U xapakTepa B3auMOCBS3€H B OpraHu3aluy;

3. XxapakTepa B3aUMOOTHOIICHUI C JPYIrMMH OPTaHU3ALMSIMH U TOCYJapCTBEHHBIMH
OpraHamu;

4. BCe BBINIETICPEUUCIICHHOE

Bonpoc 4. Yaudukanus 10KyMEHTOB — 3TO:

1. ycraHOBIeHHE HE €QMHOTO KOMIUIEKCa BUAOB U Pa3sHOBHUIHOCTEW JTOKYMEHTOB JUIs
AQHAJIOTMYHBIX YIPABJICHYECKUX CUTyalud, pa3paboTka eauHbIX (OpM U MpaBUI  HUX
COCTaBJIEHUs, O(OPMIIEHHE U CO3aHHe TpadapeTHBIX TEKCTOB;

2. YCTaHOBJICHHE €IMHOTO KOMIUIEKCA BHJIOB W PA3HOBHIHOCTEH OTYETOB JUIS
AQHAJIOTUYHBIX ~ YNPaBIEHYECKUX CHUTyalMid, pa3paboTka enuHbIX (OopM U MpaBWIl HX
COCTaBJIEHUS, 0POPMIICHHE U CO3aHHEe TpadapeTHBIX TEKCTOB.

3. YCTaHOBJIEHHE €IUHOr0 KOMIUIEKCA BHJOB M Pa3HOBHJHOCTEH JOKYMEHTOB JUIS
AQHAJIOTMYHBIX YIPABJICHYECKUX CUTyalud, pa3paboTka eauHbIX (OpM U MpaBUI  HUX
COCTaBJIEHUs, 0(OPMIIEHHE U CO3/IaHKe TpadapeTHBIX TEKCTOB;+

4, get IMMPpaBUJIBHOT'O OTBETA

Bompoc 5. 'ogoBoit 00beM T0OKyMEHTO000pOTa — 3TO:

1. ucxomHas BemWYWMHA IS pacdyeTa YHUCICHHOCTH COTPYAHUKOB CiykOel JIOVY,
OTpesieNieHUs] CTENEeHU 3arpy’KeHHOCTH CTPYKTYPHBIX TOJpa3felieHud ©  OTAETIbHBIX
PabOTHHUKOB, CPEJCTBO OMpEEICHUSI MOTPEOHOCTEH B OPraHU3AIMOHHOW M BBIYUCIHTEIIBHON
TEeXHHKE, BbIOOpa Hambonee 3((HEeKTHBHONW CUCTEMBI PETUCTPALIUUA JOKYMEHTOB M CIIPABOYHOTO
ammapara;

2. WCXO/HAs BENWYWHA JUIA pacyeTa YHMCICHHOCTH HACEJICHHs, ONMpeAeNiCHUS CTEreHU
3arpy’>KCHHOCTH CTPYKTYPHBIX IMOAPA3ICICHUIA U OTJEIBHBIX JIOJICH;

3. CpeACTBO OMpeAeNeHus] MOTPeOHOCTe B OPraHU3AIMOHHOW W BBIYUCIUTEIHHON
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TEXHUKe, BbIOOpa Hamboisiee 3(pPEeKTUBHON CUCTEMbI PETUCTPAlU TOKYMEHTOB U CIIPAaBOYHOTO
anmnapara;
4. Her npaBUIIbHOTO OTBETA

Bompoc 6. JlokymMeHT00060pOT — 3TO:

1. ABWOKEHHME TOKYMEHTOB B OpPraHU3allMM ¢ MOMEHTA WX CO3JAHHS WU TOJYYCHHs JI0
3aBEPIICHS UCIIOTHCHUS WIH OTIPABKH;

2. TOKYMEHT, HEe TpeOyroIuii 0cO00T0 BHUMAaHHSI;

3. IBWKEHHUE JOKYMEHTOB B OpPraHM3AIlMM C MOMEHTa WX TOJIYYCHHS 10 3aBEpPIICHUS
UCTIOJTHEHUS HJTH OTIIPABKU B KOMHUTET 10 JIeJIaM HECOBEPIIEHHOJICTHHUX

4. He 3HaIO

Bonpoc 7. OTmMeTpTe OCHOBHBIE 3Tambl IMOATOTOBKH W OQOPMIICHHS BHYTPEHHHX
JIOKYMEHTOB B ojuce:

1. cocraBieHME IPOEKTA U COTIIACOBAHUE;

2. mpoBepKa MPaBUILHOCTU O(OPMIICHHUS,

3. IOJMHUCaHUE U PETHCTPALHS;

4. Bce BBIIIETIEPEUNCIICHHbBIE

Bompoc 8. Peructparius 1oKyMeHTa BKIIIOUaeT B ce0s:

1. mpocraBiieHnE NaTHI;

2. IPOCTABJICHUE PETUCTPAIIMOHHOTO HOMEPA;

3. 3anmrch HEOOXOIUMBIX CBEICHUI O JOKYMEHTE B PETUCTPAIMOHHOHN (hopMe;
4. Bce BBINICTICPEYUCIICHHBICH

Bonpoc 9. Kakue TtexHOJOrHyeckue HEIOCTATKU HMeEeT JKypHajibHas (opma
perucTpanuu:

1. popmanbHbIil XapakTep 3aKperieHUs JOKYMEHTa 32 BaJIOBBIM IOPSIKOBBIM HOMEPOM;

2. CIIO)KHOCTH BEJICHUSI 110 KypPHATy TOUCKOBOM, CIIPAaBOYHON M KOHTPOJIBLHON pabOThI;

3. CIIO)KHOCTH 00s13aTeIbHON MHOTOKPATHOW PErMCTpaLui T0KYMEHTOB;

4. oTCYTCTBHE BO3MOKHOCTH OTPa3UTh JBUKEHHE JOKYMEHTAa B IIPOLIECCE PACCMOTPEHHUS
Y UCIIOJIHEHUS

Bonpoc 10. CnpaBo4Hast KapTOTEKa COCTOMUT U3 2 YaCTEH U CONEPIKUT:

1. xapTouku Ha HEUCIIOJIHEHHbIE JOKYMEHTBI, HAIpPAaBJIE€HHbIE B CTPYKTypHBIE
NOJpa3ieNICHUs 1JI1 O3HAKOMJICHUS U U3YUEHUS;

2. KapTOYKH Ha UCIIOJTHEHHBIC JIOKYMEHTBI;

3. BbILIE NIEPEUHCIICHHBIE;

4. HeT NPaBUILHOTO OTBETA

Bonpoc 11. I'ne yka3biBatoTcs HHAUBUAYAIbHBIE CPOKU UCTIOTHEHUS?
1. B Tekce MoHOTpaduii;

2. B TEKCTE JIOKYMEHTA WU B PE30JTIOINH;

3. B PE30IIOLINH;

4. B TEKCTE JCJIOBOTO JJOKYMEHTA

Bonpoc 12. OcHoBHbIe pyHKIINH, KOTOpBIE 00ecnieunBaet OV
1. nnanupoBanue;

2. OpTraHU3aIMOHHO-PACTIOPSIUTEIbHAS IeATEIIEHOCTH;

3. y4eT ¥ OTYETHOCTh, (PUHAHCUPOBAHUE U T.JI;

4. Bce epeyncCiIeHHbIe
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Bompoc 13. ITog cny:ke0HBIM TTOJIEM TTOHUMAOT:

1. MecTO HE B IOKYMEHTE, KOTOPOE 3aHATO PEKBH3WUTAMHM, 3a UCKIIOYCHHEM HEKOTOPBIX
HIOQHCOB;

2. MECTO B JOKYMEHTE, KOTOPOE HE 3aHATO PEKBHU3UTAMH, 33 UCKIIOUCHUEM PEKBU3UTOB
1, 2, 3, 4, 5, 18, u npeaHazHaueHo AJid 3aKPEIUICHUSI JIOKYMEHTa B TEXHHUYECKHX CPEICTBAX
XpaHEHUS;

3. MECTO, KOTOPOE HE 3aHATO PEKBU3UTAMH,

4. He MPaBWJIBHOTO OTBETA

Bonpoc 14. bnank 1okymMeHTa — 3T0:

1. wHecramapTHbli JHCT Oymard, Ha KOTOPOM BOCIPOU3BOAUTCS IOCTOSHHAS
UH(pOpMaLUs JOKYMEHTa U €CTh MECTO JUIsl IEpEeMEHHON MH (popMaruu;

2. CTaHAAPTHBIN JUCT OymMark, Ha KOTOPOM BOCHPOHM3BOJIUTCS MOCTOSIHHAS MH(POpMALUs
JOKYMEHTa ¥ €CTh MECTO ISl IEpEMEHHOM UH (opmMaLuy;

3. HeT PaBUIIBLHOTO OTBETA;

4. npyroe

Bomnpoc 15. YcraBbl — 370!

1. 1OKyMEHTBI, CTPYKTYpPY U COJEpKaHUE KOTOPBIX OMPENEISAIOT Ha MECTE;

2. CIOXHBIE JOKYMEHTBI, CTPYKTYpy H COJIep)KaHHE KOTOPBIX OIpPENeNsSioT CcaMu
pa3paboT4HKHY;

3. JOKYMEHTHI, CoJiep>KaHne KOTOPBIX UMEET CIIYKeOHYIO TaiHY;

4. HeT IPaBUIILHOTO OTBETA

Bormpoc 16. JlomkHOCTHAS UHCTPYKIUS — ITO:

1. MHCTPYKIUS TUPEKTOPA, KOTOPYIO HEOOXOAUMO BBITIOIHATE B 0053aTEIILHOM TOPSIIIKE;

2. IOKyMEHT, B KOTOPOM OTMEUEHBI HAPYIIUTEIH pacropsiaKa IHs B opuce;

3. HeT IPaBUJIBHOTO OTBETA

4, OpFaHI/IBaIII/IOHHO-paCHOpﬂILHTGHBHBIfI AOKYMCHT [IWMTCIBHOI0 WM IIOCTOAHHOI'O
Cpoka JedcTBHS (JI0 BBEICHHUS HOBOI), B KOTOPOM OIpEICICHbl HAyYHO-TEXHHYECKHE,
TEXHOJIOTHYCCKUC, q)HHaHCOBI)Ie u Opyru€ CTOPOHBI ACATCIIBHOCTH OpraHu3alvu, <€
noJipa3ieNieHui 1 TOJKHOCTHBIX JIUIL;

Bomnpoc 17. Kakue (aktbl u3nararorcst B mepBoi ¥ BO BTOPOM 4acTsX?

1. B nepBoii 4YacTu CHpaBKM U3JaraloTcs KOHKPETHBIE JAaHHBIE, a BO BTOPOH —
NPUBOAATCS (aKThl, TOCTYKUBIIKE TTOBOJIOM K €€ HallUCaHHIO;

2. B mepBoil YacTu CHpaBKM WU3IararoTcs (akThl, TOCTY)XKHBIIHE IOBOJOM K ee
HAIIMCAaHUIO, BO BTOPOU — IPUBOAATCS KOHKPETHBIEC IaHHBIE;

3. B mepBoil WacTm cCHpaBKM H3NArarOTCs JOBOJBI, IOCTYXHBIIME IMOBOJIOM K €e
HaIMCAaHUIO, BO BTOPOM — MIPUBOAATCS CTATUCTUYECKUE JAHHBIE;,

4. npyroe

Bonpoc 18. CocraBnenue nokmnajaa — 3To:

1. mactepcTBO, Tpebyrolee MPAaKTUYECKOrO HaBbIKa M KPUTHYECKOI'O aHAIM3a MPOEKTa
JIOKJIa/1a;

2. TaJlaHT, HE TpeOyloIed MPAaKTUYECKOro HaBblKa W KPUTHUYECKOT'O aHAIM3a MPOEKTa
OTYeTa;

3. TpyA, TpeOyouuii He NPAaKTUYECKOrO HaBblKa M HE KPUTUYECKOIO aHAM3a MPOEKTa
JOKJIaaa, padoTy Haja co00ii;

4. HeT MPaBUIILHOTO OTBETA

Bonpoc 19. Cnpaska — 370:
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1. dbaxThI, MOCTYXKUBIITHE TTOBOJIOM K €€ HAITMCAHMIO;

2. TOKYMEHT, MTOATBEPKAAIONINI Kakue-1100 (haKkThl IH COOBITHUS;
3. IOKYMEHT, Iie IPUBOASTCS KOHKPETHBIE JaHHBIE;

4. HeT IPaBUIILHOT'O OTBETA

Bomnpoc 20. Bce nHCTpYKIIMKM MOKHO Pa3/IeUTh HA ABE OCHOBHBIE TPYIIIIBL:

1. MHCTPYKIIMH, perJaMEeHTHPYIOIIUE MOPSIOK BBIIOIHEHHS KaKoro-audo mporecca, B
OCYIIECTBJICHUH KOTOPOTO TNPUHUMAIOT y4YacTHE HCIOJHUTENN (JODKHOCTHBIE —JIMIIA;
MoApa3iesiCHus ),

2. JOJDKHOCTHBIE WMHCTPYKIMH, ONpeiensionmme (QyHKIUH, TMpaBa, OOSM3aHHOCTH H
OTBETCTBEHHOCTH JIOJDKHOCTHBIX JIHII,

3. BCE BBIIICIICPEUHCIICHHBIC;

4. npyrue

Bonpocw onn IK3AMEHAUUOHHO20 meCmuposanun:

1. YMeHus: YTBep:KaeHue J0KYMEHTOB IPOU3BOAUTCS:

a) MpocTaBjeHUEeM Ipuda Win U3AaHUEM CaMOCTOSITEIBHOTO PACIIOPSIAUTENILHOIO aKTa;

0) moANMCaHUEeM WIIH MTPOCTaBIICHUEM rpuda, WK U3JaHUEM CaMOCTOSTEIBHOIO PACTIOPSAAUTEIBHOTO
aKTa;

B) MPOCTaBJICHUEM Iprda Npu 0JHOBPEMEHHOM H3IaHUU CAMOCTOSITEIBHOTO PACHIOPSIIUTEIBHOTO aKTa;
T') HOAMKCAaHUEM H TIPOCTaBJIeHHEM Tprda IpH OTHOBPEMEHHOM H3aHUH CAMOCTOSTEIHHOTO
pacropsAUTENBHOIO AKTa,;

2. 3nanus:/leJonpou3BOACTBO U JOKYMEHTALIMOHHOE O0ecrieyeHUue ynpaBJeHUs :
a) pa3aIMYaroTCs 00JIACTSIMH MCIIOJIb30BaHUS;

0) HICHTUIHBIC TTOHATHS;

B) pa3NIU4arOTCS BUIAMH OTIEpaIlHii;

T') pa3nuyaroTcsl MO BUAAM OpPraHU3aIfil, B KOTOPHIX HCIIOIB3YIOTCS.

3.JlokyMeHT onpeaesieTcs Kak:

a) 3HaHus:HOCHUTENTh MH(OPMAIIUU B CUCTEME YIIPABICHHUS,

0) uHpopManysi Ha MaTepUATLHOM HOCHTENE C PEKBU3UTAMH, [O3BOJSIOIIUMH €€
UJICHTU(HUIIIPOBATE;

B) Ka4eCTBEHHAsl XapaKTEPUCTHKA YIPaBICHIECKONW HH(POPMAIINY;

T) CBEICHUS, MOATBEPKAArOIINE DAaKT O0bEKTHBHOM e CTBUTEIHHOCTH.

4. 3nanus:YuH cekpeTaps, apXuBapHyca, CTPYKTYPa KaHIeIsIpUsl MOSABUJINCH B IEPHO/:
a) IIPUKA3HOIO JEJIONPOU3BOJCTBA;

0) KOJIIEKCKOTO JAETONPOU3BOCTBA;

B) MUHHCTEPCKOTO JeJIONPOM3BOCTBA.

5. 3nanusn:IIpuka3snoe aenonpousBoacTso B Poccuu
a) 16-18 Beka;

0)15 —16 Beka;

B) 15 —17 Bexka;

r)19-20 Bexa.

6. 3nanusi: Kosiexkckoe AE€JO0NMPOU3BOACTBO B Poccun

a) 19 Bek;
0) 18 Bek;
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B) 17 Bek;
r) 16 Bek.

7. Ymenus: OT™MeHa JOKYMeHTA:

a) pacupocTpansercs Ha OyayIine IOCIeICTBUS TOKyMEHTa,;

0) pacnipocTpaHsieTCs Ha y)Ke HACTYIHBIINE OCIECTBUS IOKYMEHTA;

B) pactpoCTpaHseTCs Ha OyAyIIHUe U YKe HACTYIUBIINE MTOCIEACTBUS JOKYMEHTA;
T) PaclpOCTPaHsAETCS Ha MOTEHIMATBHBIC TIOCIIEACTBHUS TOKYMEHTA;

8. 3nanus: CBUTKOBOE CTOJI0L0BOE 1€10NIPOU3BOACTBO ChOPMHUPOBAIOCH B MEPUOL:
a) MPUKA3HOTO JETOMPON3BOCTBA;

0) KOJIJIKCKOTO JICJIOTPON3BOICTBRA;

B) MHHHCTEPCKOTO JCJIONPOU3BO/ICTBA;

T)MCTIOJIHUTEIILHOTO JICJIOIPOHU3BO/ICTRA.

9. YMenusi: JlokymMeHTO0O0OPOT ompenensieTcs KaKk:

a) COBOKYIHOCTb B3aMMOYBSI3aHHBIX MIPOLIETYP, 00ECIEUNBAIOIINX IBI)KEHHE TOKYMEHTOB B
YUPEKICHUH;

0) NUPKYJISAIKUS JOKYMEHTOB OpTaHH3aIIUH;

B) JOKYMEHTHI OPTaHU3AIUH, HAXOISIIHUECS B IBUXKEHUU;

T') TOKYMEHTOOOMEH OpTaHW3allii C BHEUTHEeW WH(OPMAIIMOHHON CPpe0id, 00ECTICUNBAIOIIHIA e
a¢dexTrBHOE (PYHKIIMOHUPOBAHHE.

10. 3nanus:TeHaeHIUM POCTA JOKYMEHTO000POTA SIBJISIIOTCS:
a) MO3UTUBHBIM SIBICHHEM COBPEMEHHOCTH;

6) HETaTUBHBIM SBJICHUCM COBPEMCHHOCTH,

B) HETaTHBHBIM SIBJICHHUCM Pa3BUTHA HUBUIIN3AIIUHU,

T') IO3UTUBHBIM SIBICHUEM Pa3BUTHS UBUIIM3ALNY .

11.0cHOBHBIE NPHYMHBI POCTA JOKYMEHT0000POTA ABJIAIOTCH:
a) pauroOHANbHBIC, UPPALIMOHAJIBHBI,

0) perynupyemble, HEpETyInpyeMbIe;

B) OOBEKTHUBHBIMH U CyOHEKTHBHBIMU;

') HEraTUBHBIE, TIO3UTHBHBIE.

12. 3nanusa:O0beKTHBHBIE IPUYUHBI POCTA JOKYMEHT0000poTa
a) GOpPMUPYIOTCSI IO BOJIE U JKEJIAHMIO JIFO/IEH;

0) hOpMUPYIOTCS TIOMUMO BOJIH H KEJIAHUS JIFOJIEH;

B) (hOpMUPYIOTCS TIO BOJIE TOCCTPYKTYD;

r) GOopMHUPYIOTCS TIO BOJIE TOCCTPYKTYP U JKENaHUIO JIO/ICH.

13. 3nanusn:Cy0beKTUBHBIC IPMYUHBI POCTa JOKYMEHT0000pOTA
a) (opMupyroTcs OJaroaaps aIMUHUCTPATUBHBIM ICHCTBUSAM JIFOCH;
0) dbopMupYIOTCS 1O BoJie CYOBEKTOB TOCYAapCTBa;

B) (QOPMHPYIOTCS IO BOJIE CYOBEKTOB yIPaBICHUS;

r) GOpMHUPYIOTCS IO BOJIEC U JKEJIAHUIO JFO/ICH.

14. Ymenusi: Cnioco60M panuoHATH3alNU JOKYMEHT0000p0Ta MOKHO Ha3BaTh
a) METOJT yIIPaBJIICHUS 110 OTKIIOHCHHSIM;

0) KOMMYECTBEHHBIN aHAIN3 JOKYMEHTOO00POTA;

B) CUTYaTHBHBIN aHAJIHN3 JOKYMEHT0000pOTa;

') Ka4eCTBEHHBIH aHaJIN3 JOKYMEHT0000poTa.

15. YMmenusn: OHTI/IMH3aIII/Iﬂ HOKyMeHTOOGOpOTa B OpraHm3ainvu npu3sBaHa

a) 3aME/JINTh U COKPATHTh IOKYMEHTOO00POT;
0) COKpaTUTH TOKYyMEHTOO0O0POT;
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B) YCKOPUTH JOKYMEHTOOOOPOT;
T') COKPaTUTh U YCKOPUTH JOKYMEHTOOOOPOT.

16. Ymenusi: Metoa npeaBapuTebHOT0 PACCMOTPEHHS JOKYMEHTOB NPUMEHSIETCS B OTHOLIEHUM
a) BXOJIAILETO JOKYMEHTOIOTOKA,

0) BHyTpEHHETO TOKYMEHTOIIOTOKA;

B) HCXOASAIIETO JOKYMEHTOIOTOKA;

T) M000r0 JOKYMEHTOTIOTOKA.

17. Ymenusi: Metoa ynpapjieHUs 0 OTKJIOHEHUAM
a) BXOZSIIETO JOKYMEHTOIOTOKA;

0) BHyTpEHHETO TOKYMEHTOITOTOKA;

B) HCXOASIIETO JOKYMEHTONOTOKA;

T) JIF060ro JOKYMEHTOIOTOKA.

18. Ymenusi: Padora ¢ konpuaeHunaIbLHoi HHpopManmeii BKJIIOYAET B cedsi:

a) TeXHUYECKHUe acrnekThl o0ecnieyenus: KU,

0) TeXHUYECKHE M HOPMATHBHO-TIPABOBEIE acTIeKThI oOectieueHus KU;

B) OpTaHM3alMOHHEIE aclieKTh obecnieueHus KU;

T') TEXHHYECKHE, OpPraHn3alllOHHbIE 1 HOPMaTHBHO-TIPABOBBIE aclieKThl obecneueHuns KU.

19. 3naHus: ABTOMATH3HPOBAHHBII JOKYMEHTO000OPOT MPU3BAH HA COBPEMEHHOM 3Tare:

a) MOJTHOCTHIO 3aMEHHUTh OYMaXKHBIH;

0) mpoayOIMpPOBaTh OYMaXKHBIIA;

B) pa3lenuTh ¢ OyMaKHBIM JOKYMEHTOMOTOKH (BXOSAIINE, UCXOAAIINE, BHYTPEHHIE)

T) pa3fenuTh ¢ OyMaXHBIM HH()OPMAIIMOHHBIE TIOTOKH (9aCTh TOKYMEHTOB - JIEKTPOHHBIE, YaCTh -
OyMasKHbIE)

20. YMmenusi: OnrumMu3anus J0KyMEeHTO000poTa B OpraHu3alum, B EPBYI0 o4epeab, ABJIAETCA
(ysxuuei:

a) pYKOBOJUTEIIS OpTaHU3AIINH;

0) cryx061 10V

B) BCEX COTPYIHHUKOB OpTaHHM3AIIHH;

T') pYKOBOJUTENIEH CTPYKTYPHBIX MOIpa3IeTIeHHUMN.

21. 3nanmns: Cay:xo0a JOY, B ugeane, noqunHsieTcs:
a) HaIPSIMYIO0 PYKOBOJIUTEIIIO;

0) 3aMeCTUTEII0 PYKOBOIUTENS;

B) HAYAIBHUKY OT/eJa Ka/IpOB;

T') HAYaJIbHUKY IOPUIMYCCKON CITYKOBI.

22. 3uanus: Y COPJI aBasiercs:

a) ynpaBlieHHEM CUCTEMON OpPraHU3allMOHHON JIeTeIbHOCTH;

0) yCOBEPIIIEHCTBOBAHUEM OPTaHU3AIMOHHOMN NeATeTFHOCTH,

B) YHUGUIIUPOBAHHON CHCTEMOW JOKYMEHTOB;

T') YHUBEPCAIBHOHN CUCTEMON OPTaHN3alMOHHO-PACTIOPSIIUTENBHON TOKYMEHTAITHH.

23. 3panusa:I'CJ10Y — 310

a) rpaKAaHCKasi CUCTeMa JJOKYMEHTAIIMOHHOTO 00ECTICUeHUs YIIPaBICHUS;

0) reHepasibHasi CHCTEMa JOKYMEHTAIIMOHHOTO OOSCIICUCHIS YITPaBICHIUS;

B) TOCYJapCTBEHHAs CUCTEMA JOKYMEHTAIIMIOHHOIO 00ECIICUCHUS YIIPABIICHUS;

T') TOC-MYHUITUNAIbHAS CHCTEMA JIOKyMEHTAITMOHHOTO 00ECIIEYeHHUs YITPaBIICHUSI.

24. Ymenusn: Tpu cnoco6a yHn(pukanum TeKcTa JOKyMeHTAa:
a) TpadapeT, aHKeTa, TabJInIIa;

0) cxema, rpaduk, KapTa;

B) oleporpamma, ap00M Gopm, MapuIpyTorpaMmma;
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r) TpadapeT, aHkeTa, TaduIa, rpaduk.

25. Ymennsi: TekeT aHKeThI CIEIHAJTHCTHI HA3bIBAIOT:
a) HeCBSI3aHHBIM;

0) pa3opBaHHBIM;

B) aCHHTAaKCHUYECKHM;

T') COKpAIEHHBIM.

26. 3nannsi:OpraHu3anuoOHHO-PACTIOPAINTEIbHAS IPYNIA JOKYMEHTOB:
a) CyLIECTBYET B K&KAOH OpraHn3alii;

0) CyIIecTBYeT B OpraHax BIacTH U YIPaBIICHUSI,

B) CYIIECTBYET B TOCYIAPCTBEHHBIX YUPESIKICHUAK;

T) CYIIECTBYET B TOCYJAPCTBEHHBIX Y MYHUITUTIAILHBIX YUPEHKICHUSX.

27. 3nanns:PeKBU3UTOM HA3bIBAETCH:

a) 9JIeMEHT JOKYMEHTA;

0) nH(MOPMAITMOHHBIN AIIEMEHT JJOKYMEHTA,

B) HOCHTENb UH(pOpMamu;

T) BCTIOMOTaTeIbHOE CPEACTBO O(hopMIIEHHE JOKYMEHTA.

28. 3nannsa:HocureassMu nHpopManum siBJISIOTCH:

a) Oymara, IJIacTHK;

0) Oymara, IIIaCTHK, BHJIEO, AyIHO - JICHTHI;

B) NII000# MaTepuaIbHBI 00BEKT, HA KOTOPOM HaHeceHa HHPOPMAaITHs;
T) manupyc, nepraMmeHr, Oymara, IiacTuK.

29. Beayiuasi 3agaya KaHueJIsipum:

a) OpraHM3oBaThb U MOAACPIKUBATH I[OKYMCHTOO60pOT B OpraHu3allvy IO €AWHBIM IIPpaBUJIaM,
0) mpoBepATh PabOTy C TIOKYMEHTAMH B OpraHH3allMK U HaKa3bIBaTh 32 HAPYIICHUS;

B) pPEKOMEH/IOBATh PYKOBOAMTENIO CIIOCOOBI OPTraHU3aNNHN TOKYMEHTOO00POTa;

F) MAIIMHOIIMCHEBIC U OKCICAUIMOHHBIC OIICpal C JOKYMCHTAMU.

30. Ymenusi: TexHos1orusi perucrpauuu 10KyMeHTOB ObIBAIOT:
a) IIeHTPaJIN30BaHHEIC;

0) LleHTpaTM30BaHHBIE U IEIEHTPATU30BAHHBIE;

B) JeLEHTPAIN30BAHHBIC;

T') HEHTPAJIM30BaHHbIE, ACLIEHTPATN30BaHHbIE, CMEILIAHHBIE.

31. YMenus: TexHOJTOrHS KOHTPOJISI HCTIOJTHEHUS TOKYMEHTOB IPeNoJiaraer:
a) KOHTPOJIb KAYEeCTBA UCTIOJHEHUS,

0) KOHTPOJIb Ka4eCTBa U CPOKOB MCIIOTHEHHUS;

B) KOHTPOJIb CO3/IaHMsI U OTIIPABKH JIOKYMEHTA aJipecary;

') KOHTPOJIb Pa3peIlieHHs BOIPOCOB, OTPAKECHHBIX B IOKYMEHTE.

32. YMenus: OnpenesneHue MOHSATHS «1eJI0»:

a) marka ¢ JJOKyMeHTaMH;

0) TOKYMEHTBI, OTHOCSIIHECS K OJTHOM IpodIieMe;

B) TICPBUYHBIN JIOKYMEHTHBIA KOMIUIEKC, CTPYIITUPOBAHHBIN 10 KAKOMY-JTHO0 MPU3HAKY;

I') IEPBUYHBINA JOKYMEHTHBIM KOMIUIEKC, CTPYNIAPOBAHHBIN M0 UACHTHYHBIM PEKBU3UTAM JOKYMEHTA.

33. Ymenusi: Homenknarypa ae:

a) TOKYMEHT, B KOTOPOM TI€PEUHCIICHBI TJIaBHBIC JIeIa OPTraHu3aIliH;

0) IOKYMEHT, B KOTOPOM IIEPEUYHCIICHBI BCE JIeNIa OpraHu3alui;

B) IPUMEPHBIN CIIMCOK JI€JI, HEOOXOAUMBIX K 3aBEACHUIO B OpraHU3aIIH;
T') IJOKYMEHTBI, OTHOCSIIIIECS K OJHOH mpobJeme.

34. YMeHusi: ApXuBHOe XpaHeHHe JOKYMEHTOB He00X0AMMO:
a) JUIsl IOBTOPHOT'O MCTIOIB30BAHNSA JOKYMEHTOB;
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0) IUTA OTYETHOCTH TIEpE]T BHIIECTOSIIIMMA OPTaHU3aALUIMHU;
B) Ha CIyd4ail MpOMaku JOKYMEHTa B OpraHU3aIlNN;
T) Ha CITy4ail yrpa3IHeHUsl OpTaHUu3allnH.

35. 3nanus: S3bIK JOKYMEHTOB OT/IHYAET:

a) 00pa3HOCTh M pa3HOOOpa3ne SI3BIKOBBIX CPEICTB;

0) TOYHOCTD U Cy’KCHHE IMara3oHa sS3bIKOBBIX CPE/ICTB,;
B) HCITIOJIb30BaHME MPOGECCHOHATN3MOB;

T') UCTIOJIb30BAHUE THATIEKTH3MOB.

36. HaBpixknu: Kakas ¢)paza HeyMecTHA B IOKYMeHTe W HY’KIaeTcs B peAaKTHPOBAHUH:
a) «IIPOCUM YCKOPHUTh PEIICHHUE BOIIPOCA...»;

0) «3a HEOOOCHOBAHHBIH MPOTYIL...»;

B) «mpe/AcTaBbTe Balum npennoskeHus B yKa3aHHBIE CPOKH...»);

I') «KKOHTPOJIb UCIIOJHEHUS BO3/IAraerTcsl. . .»

37. HaBpiku: OpraHu3auuoHHasi TPyNna J0KyMeHTOB.
a) yCTaB, NMOJIOKEHHE, MTPABIIIA, HHCTPYKIIHS;

0) ycraB, IOJIOXKEHHE, TUTaH, HHCTPYKIIUS;

B) YCTaB, OTHYET, IPaBUJIA, HUHCTPYKIIHS;

T') ycTaB, NOJOXEHHE, IPaBUiIa, MHCTPYKIIHS, PETIIaMeHT.

38. HaBbiku: PacnopsiiutenbHas rpynna 10KyMeHTOB.

a) IOCTAHOBJICHHE, PACIIOPSHKEHHE, PELIeHHe, IPUKa3, YKa3aHUe;

0) yka3, IOCTaHOBJICHHE, PACTIOPSIKEHHE, TIPUKA3, yKa3aHHe

B) yKa3, TIOCTAaHOBIICHHE, PACTIOPSDKEHHE, PEIICHHE, TPUKa3, yKa3aHHe
I') yKa3, IOCTaHOBJIEHHE, PACIOPSIKEHHUE, PELICHUE, IPUKa3.

39. HaBpiku: CnipaBoyHO-uH(pOPMANIMOHHAA I'PYNIA JOKYMEHTOB.
a) JOKJIaTHast 3aIUCKa, aKT, POTOKOJ,

0) moroBop, Ciry)keOHas 3amnKcKa, UHCTPYKITUS;

B) CIIpaBKa, yKa3aHue, 3asBICHUE;

T) TererpaMma, TeaeoHOTpaMMa, yKa3aHHe.

40. HaBpiku: IIpaBuaa ogopmiiennsi peKBU3UTOB, oTpaxeHHbie B OCT P 6.30 -2003.
a) HOCST 00s3aTeNbHBIN XapaKTep;

0) HOCAT peKOMEeHIATeIbHBIN XapaKTep;

B) HOCST JIUPEKTUBHBIN XapaKTep;

T') HOCST PEKOMEHIaTeIbHO-0053aTebHBIN XapaKTep;

41. HaBbixu: Opranusamnus ciay:ko00ii JJOY Tekyiero xpaneHusi 10KyMeHTOB.
a) OHO OCYIIECTBJISETCS B OTHOIIIEHUH MCIIOIHEHHBIX JOKYMEHTOB

0) OHO OCYIIIECTBIISIETCS B OTHOIIIEHUH HEUCIIOTHEHHBIX JOKYMEHTOB

B) OHO OCYIIECTBIISIETCS B OTHOIICHUH IOKYMEHTOB Ha KOHTPOJIE

T') OHO OCYIIECTBIISIETCS B OTHOIIIEHUH MPOCPOUYCHHBIX JOKYMEHTOB

42. HaBpixn: [Ipuka3s - 0CHOBHOM pacnopsiiuTebHBIA JOKYMEHT B OPraHU3aIl[HHi. BHIbI MPUKA30B:
a) TI0 TUIHOMY COCTaBY, ONIEPATHBHOM JEATEIHHOCTH;

0) 10 TMYHOMY COCTaBY, XO3IHCTBEHHON JAEATEIHHOCTH,

B) KaJpOBBIE, 110 TEKYIIEH AesITETbHOCTH;

T') TI0 JJUYHOMY COCTaBY, OOIIEH NeATEIHHOCTH;

43. HaBpiku: TekeT aKTa COCTOUT U3:

a) 000CHOBBIBAOIIIEH, KOHCTATUPYIOMIEH, pEKOMEHIYIOIIEH 9acTu;
0) BBOAHOH, (PaKTHUECKOM, pEKOMEHAYIOIIEeH YacTu;

B) BBOAHOM, KOHCTaTUPYIOLIEH, UTOTOBOM YacTH;

T') BBOJHOH, KOHCTATHPYIOIIEH, pEKOMEHIYIOIIEH YacTH;
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44, HaBbixu: JlokaagHas U ciay:ke0Has 3aIMCKH:

a) B 3HAUYUTENLHON CTETIEHH HICHTUYHBI IO O)OPMIICHHIO U COACPKAHHUIO;
0) IPOTHUBOMOCTABICHBI IO O)OPMIICHHIO U COACPIKAHHMIO;

B) 10 0(OPMIICHHIO COBIA/IAIOT, MO COJICPYKAHUIO MPOTHBOIIOCTABIICHEI,

T') HACHTUYIHBI IT0 COACSPKAHUI0, PA3TUIAOTCS 110 0 OPMIICHHIO;

45. HaBbixu: TpedoBanusi K 0popmMJIeHUIO 00BICHUTEILHOM 3aIMCKH:
a) COCTABJISICTCS OT IEPBOTO JIMIA

0) coCcTaBIsAETCS OT TPETHETO JINIIA;

B) COCTaBJISIETCS OT IPYIIIBI JIUILL;

T') COCTABIISICTCS OT HAPYIIUTEIS TUCIUILTHHBL.

46. HaBbixu: TpeGoBanus Kk 0(popMIeHHIO IOCTAHOBJICHMSI.

a) COIEPXHUT KOHCTATUPYIOUIYIO U PacIIOPSIIUTEILHYIO YaCTH;

0) comepkuT 0O0CHOBBIBAIOIIYIO, KOHCTATHPYIOIIYIO M PACHOPSIIUTEIbHYIO YaCTH;
B) COJICPKHUT Pa3bICHUTENBHYIO, KOHCTATHPYIONIYIO M PACTIOPSTUTENBHYIO YacTH;
T') COIEPKUT 00O0CHOBBIBAIOIIYIO, KOHTPOJIHUPYIOIIYIO M PACHIOPSAUTEIbHYIO YacTH;

47. HaBbiku: TpedoBanust k oopmiiennio HHGOPMAIMOHHO - AHAJIUTHYECKOIH 3aMCKH.
a) HOCUT PEeKOMEHIaTeIbHBIN, HAyIHO-UCCIIeIOBATEIHCKUH, MTOSICHSFOIINAN XapaKTep;

0) HOCUT PeKOMCHIATENbHBIN, MOSICHSIOINN XapaKTep;

B) HOCUT pEKOMEHIaTeNIbHBIN, HCCIIE0BaTEIbCKUN, TTOSCHSIOUINM XapakTep;

T) ACTIONB3YeTCA JUIA Tiepeaadn Heo0X0oauMOoi HH(OPMAITUH B LIEJSIX Pa3pelIeHHs TIPOOIEMBI.

48. HaBbixu: TpedoBanus k opopMIeHHIO MPOTOKOJIA:

a) 4acTH TEKCTa: BBOAHAS(CIIYILIAIH - BBICTYTUIIN-PEIINIIN ), OCHOBHAS ;

0) yacTH TeKCTa: MMOBECTKA JTHS, OCHOBHAS (CITyIIATH-BBICTYIITH-PEIIHIIN);
B) YaCTH TEKCTa: BBOJHAS, IOBECTKA JTHS, CBEICHUSI O MIPUCYTCTBYIOMINX ;
T') YaCTH TEKCTa: BBOJHAsL, OCHOBHA (CITyIIAIH-BBICTYTHIN-PELIIIN).

49. HaBpiku: TpedoBaHus K 0(hOPMIIEHUIO 10TOBOPA:

a) 00s13aTeNlbHOE KOJIMYECTBO YYACTHUKOB CTOPOH — JIBA;

0) 00s13aTeTbHOE KOJIIMYECTBO IK3EMILISIPOB — JIBA;

B) 00s13aTeNbHOE YKa3aHUE OTCHUIOK K 3aKkoHaMm Pd;

T) o0s13aTeIbHOE OPOPMIICHUE PEKBU3UTHOTO MUHIMYMa JIOTOBOPA;

50. HaBpIkH: AHHYJIMPOBaHHE JOKYMEHTA:

a) pacrpocTpaHsieTcs Ha Oyaylue IoCIeACTBUS JOKYMEHTa,;

0) pacripocTpaHseTcsl Ha y>K€ HaCTYIHBILKE TOCIEICTBHUS IOKyMEHTa;

B) PacIpoCTpaHseTcsl Ha OyAyIye U y)Ke HACTYIHBIINE ITOCIEICTBUS JOKYMEHTA;
T') pacrpocTpaHseTcs Ha NOTEHIMAIbHBIE IOCIIEICTBHS JOKyMEHTa

Ixkana oueHuBaAHUA

YcTHBI onipoc

VYpoBeHb 3HAHUN, YMEHMH U HaBBIKOB OOYYaloOIIErocss MpH YCTHOM OTBETE€ BO
BpeMs TPOBEJCHHS TEKYIIEro KOHTPOJsS ompenensercs Oamiamu B auamazoHe 0-100 %.
Kpurepusimu olieHuBaHMS MTPHU MIPOBEACHUU YCTHOTO OIIPOCa SBISETCS JEMOHCTPAIMSI OCHOBHBIX
TECOPCTUUICCKUX HOJ'IO)KCHI/Iﬁ, B paMKax OCBanMBaeMoit KOMIIECTCHIWHK, YMCHHE TIPUMCHATH
NOJydeHHbIE 3HAHUS Ha TMpaKTHKE, OBJIAJCHHE HaBbIKAMU aHalu3a W CHCTEMaTHU3alluu

uHpopmanuu B odnactu JJOY.

HpI/I OLNCHUBAHUKU PEC3YJIbTATOB YCTHOI'O OIPOCa HUCHOJB3YCTCA CICAYIOoIIasA MIKalla

OILICHOK:
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100% -90% |/[lemoHCTpanus 3HAaHUH OCHOBHBIX TEOPETUYCCKHX IMOJOKECHHH B IMOJHOM OOBEMe.
VYMeHne NpUMEHSTh 3HAHUS Ha IPaKkTHKEe B TOMHOM Mepe. CBoOomHOE BiajeHHE
HaBBIKAMU aHAJIN3a M CUCTEMATU3alliK B BEIOpaHHOH cdepe.

89% - 75% | IemoHcTpanys 0OJbIlEH YaCTH 3HAHUKH OCHOBHBIX TEOPETUUYECKHX IOI0KCHHMH. YMEHUE
NPUMEHSTh 3HAHHS Ha MPAKTHKE, MOMyCKas MPH 3TOM HE3HAYMTENbHBIC HETOYHOCTH.
Biiagenne 0CHOBHBIMH HaBBIKaMH aHAIN3a M CHCTEMaTH3allii B BEIOpaHHOH cdepe.

74% -60% | demoHCcTpanusl JOCTaTOYHBIX 3HAHUI OCHOBHBIX TEOPETHUYECKHX MOJOKECHUH. YMeHHe
NPUMEHSTH 3HAHHUS HAa MPAKTHKE, JOIyCKas MPH 3TOM OmMOKH. Bagenue oTnensHEIMI
HaBBIKAMU aHAJIN3a M CUCTEMATH3alliK B BEIOpaHHOH cdepe.

Mmenee 60% | JleMOHCTpaIisl OTCYTCTBHSI 3HaHWH OCHOBHBIX TEOPETHYECKHX IMONokeHnid. He ymeer
MIPUMEHATh 3HAHUS Ha npakThke. He BmageeT HaBbIKaMH aHaiIu3a U CUCTEMATH3ALUU B
BEIOpaHHOU cdepe.

TecrupoBanue
VYpoBeHb 3HAHWH, YMEHMH M HaBBIKOB OOYYAIOIIEroCsi IpPHU YCTHOM OTBETE€ BO
BpeMs TPOBEJCHHS TEKYILEro KOHTPOJs ompenensercs Oamiamu B auamazoHe 0-100 %.
Kpurepuem oneHuBaHUs INpH NPOBEJCHUU TECTUPOBAHUS, SBISETCS KOJIMYECTBO BEPHBIX
OTBETOB, KOTOpBIC Jaj CTYJISHT Ha Bompockl Tecta. [Ipm pacdere KonmdectBa 0aiuios,
HOJYYEHHBIX CTYJCHTOM 110 HTOTaM TECTHPOBAHHS, HCIIOIb3YyeTCs clenytomas Gopmya:

=Zaow
O i)

rae b — xoimmuecTBO 6aJIJIOB, MOJIYYCHHBIX CTYACHTOM I10 UTOraM TCCTUPOBAHUA,
B — konmM4uecTBO BEpHBIX OTBETOB, TAHHBIX CTYJACHTOM Ha BOIIPOCHI TECTA;
O — o011ee KOJIMYECTBO BOIIPOCOB B TECTE.

IIposepka pedepara
YpoBeHb 3HaHMI, YMEHHM M HaBBIKOB O0Oydarollerocs Mpu MpoBepke pedepara BO
BpeMsl TIPOBEJEHUSI TEKYIIEro KOHTPOIs ompenensercss Oamiamu B auana3zoHe 0-100 %.
Kputepussmu orieHWBaHHS TIpU TpoBepke pedepata sBISICTCS JIEMOHCTpAIUS OCHOBHBIX
TEOPETUYECKHX MOJIOKEHUH, B paMKaX OCBaMBa€MON KOMIIETEHIINH.
[Ipu oreHWBaHWKM pPE3yJbTATOB YCTHOTO OIPOCAa HCIIOJIB3YeTCs CIEAYIomas IIKaja
OIICHOK:

100% - 90% |[lemoHCTpalusi 3HAHWH OCHOBHBIX TEOPETHYECKMX TMOJOKEHWH B IOTHOM OOBeMe.
YMeHre NpUMEHATh 3HaHUS Ha MpakTUKe B TonHOW Mepe. CBoOOAHOE BianeHHE
HaBBIKAMU aHAJIN3a M CUCTEMATH3allK B BEIOpaHHOH chepe.

89% - 75% | lemoHCTparms OOJbIIEH YaCTH 3HAaHUH OCHOBHBIX TEOPETHYECKUX TTOJIOKECHUH. Y MEHUE
MPUMEHATh 3HAHUS Ha MpPaKTHKE, JOMyCKas MPH 3TOM HE3HAUMTENIbHbIE HETOYHOCTH.
Brnanenne ocHOBHBIMK HaBbIKAMM aHAJIM3a U CHCTEMAaTH3alllu B BEIOpaHHOM cdepe.

74% -60% | IemoHCTpaIusi JOCTATOYHBIX 3HAHUN OCHOBHBIX TEOPETHUECKHX IMOJIOXKCHUH. YMeEHUe
NPUMEHSATH 3HaHUS Ha MPAKTUKE, JAOIYCKas pU 3TOM OmUOKH. BrnaseHue oTaenbHBIMU
HaBBIKAMU aHAJIN3a M CUCTEMATH3aIlK B BEIOpaHHOH chepe.

menee 60% | JleMOHCTpaIisl OTCYTCTBHSI 3HaHWN OCHOBHBIX TEOPETHYECKHX IMOJNoKeHud. He ymeer
IIPUMCHSATH 3HAHUA Ha IMPAKTHUKE. He BJIaACCT HAaBbIKAMU aHaJIM3a U CUCTEMAaTHU3alluu B
BbIOpaHHOMH chepe.
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4.3. OneHoYHbIE CPeACTBA IJIsl IPOMEKYTOYHOI aTTecTalMH.

Kon HaumenoBanue Kon HaumenoBaHue 3Tana
KOMIIeTeHIUH KOMIIeTeHIUH dTalld 0CBOCHI OCBOEHHS KOMIIeTEeHIIMHU
KOMIIeTEeHIIUH
N3yuenue nokymeHTa B
Pa3IMYHBIX €ro acreKTax,
M3Y4YEHUE CUCTEM
JIOKYMEHTAIUH,
CIIOCOOHOCTH UCIOJIb30BaTh KOMILJIEKCOB JOKyMEHTOB,
VK-10 OCHOBBI IIPAaBOBBIX 3HAHUI B VK-10.2.2 JIOKyMEHTO000poTa
pa3au4YHbIX chepax OopraHu3alu,
JEeSTEIbHOCTH HaIpaBJIeHUH
COBEPILICHCTBOBAHUS
JIOKYMEHTAIMOHHOTO
obecrnedyeHus mpoiecca
YIPaBJICHUS
W3ydeHnue qoKkyMeHTa B
pa3IMYHBIX €ro acrheKTax,
Branenne mHaBbikaMu H3Yy4CHHEC CUCTEM
IOMCKA, aHaJIU3a U AOKYMCHTalUU,
WCIIOJIb30BaHUS KOMILJIEKCOB JIOKYMEHTOB,
OIIK-1 HOPMAaTHUBHBIX U IPABOBBIX OIlK-1.3 JIOKYMEHTO000pOTa
JIOKYMEHTOB B CBOEH OpraHu3aIiy, HallpaBJICHUN
po(HheCCHOHATLHOM COBEPILIECHCTBOBAHUS
ACATCIBHOCTH JIOKYMEHTALlHOHHOI'O
obecrneveHus mpoiecca
yIpaBICHUS
N3yuyenue noxkymeHTa B
Pa3IMYHBIX €ro acreKTax,
Bnanenue HaBBIKaMH H3Y4YCHUC CUCTEM
aHanu3a, TOJIKOBaHUA U AOKYMCHTallUU,
MIPUMEHEHUS HOPM KOMILJIEKCOB JIOKYMEHTOB,
OIIK OC-7 KOHCTUTYITMOHHOTO, OIIK OC-7.3 JIOKYMEHTO0000poTa
aJIMMHHUCTPATUBHOTO U OpraHu3alu,
CITy»KeOHOTO TIpaBa B HaIpaBJIeHUN
npogeccHoHaIbHOI COBEPLICHCTBOBAHUS
ACATEITBLHOCTH JIOKYMEHTAIMOHHOTO
oOecrnedyeHus mporecca
yIpaBIeHUS
Bianenune texnonorusamuy, Wsyuenue Teopuu
——— JIeJIOTIPOU3BO/ICTBA,
o0eceunBaroIIMU copMHpOBaTh
I1K-24 OKa3aHUe TOCYIapCTBEHHBIX IK-24.1.1 MPAKTHIHCCKHC YMEHI 1

W MYHUIUIAJIBHBIX YCIIYT

HaBBIKM B 00J1acTH

JIOKYMEHTHUPOBaHUS
buznyecKuM 1
OpraHu3aIiH C
OPUINYECKUM JTHIIAM
PUMCHCHHEM
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TEXHUYCCKUX CPCACTB.

[1K-26

Brnanenue naBbikamu cbopa,
00paboTku uHMOpPMAITUU 1
y4acTusi B ”HPOpMaTH3AIUU
JeSITeIIbHOCTH
COOTBETCTBYIOIIUX OPTaHOB
BJIACTH M OpraHU3alUi

[1K-26.1.2.2

®opMUpPOBAaHUE 3HAHUN U
HAaBBIKOB 110 COCTaBJICHUIO U
0(pOPMIICHHIO
yIpaBICHUYECKUX
JIOKYMEHTOB,

o0Opasyromuxcs B
JeSITeTbHOCTH
OpraHu3aiuu, u
opranuzanuu paboTsl ¢
HUMU.

el el =

© oo

12.
13.
14.
15.
16.
17.
18.
19.
20.

21.
22.
23.
24,
25.
26.
27.
28.
29.
30.
31.
32.

4.3.1 Bonpochl K YK3aMeHY

Ucropus passutus aeinonpousBoactsa B Poccun

[TpobaeMbl pocTa TOKYMEHTO0O0pOTa

Crnioco0bl palioHaIM3aul T0KyMEHTO000poTa.

I'CAOY. YCOP/. Vuudukamnus, dopmanuszaius, cTaHIapTU3AIMS TOKYMEHTa
OpranuzanroHHas Tpymnmna J0KyMEHTOB.
PacniopsimuTenbHas rpymmna JOKyMEHTOB.

CrnpaBouHO-UH(OpPMALIMOHHAS TPYIIA JOKYMEHTOB.

HpaBI/ma O(bOpMHGHHH AOKYMCHTOB. PexBu3UTHEIN cocTaB AOKYMCHTA.

Opranuzanus cinyx0s1 JJOY

TexHonoruu perucrpanuu JOKyMCEHTOB.

. TeXHONOruM KOHTPOJISI UCIIOJIHEHUS JOKYMEHTOB
11.

Opranuzanus ciyx6o0it JIOY Tekyiero xpaHeHust JOKYMEHTOB.
ApXUBHOE XpaHEHHE JOKYMEHTOB
Oco6eHHOCTH TEKCTa JOKYMEHTA

Jlornyeckue OCHOBBI pEJAaKTUPOBAHHUS IOKYMEHTA

JIMHrBUCTUYECKUE OCHOBBI PEJAKTUPOBAHUS JOKYMEHTA
WudopmanroHHbII aHAIN3 JOKYMEHTa

CrnocoObl yHH(HKAIIUU TEKCTa JOKYMEHTA
[Ipuka3 - OCHOBHOM pacnOpsAUTENBHBIA JOKYMEHT B OpraHU3aluu

TpeboBaHust K peKBUUTHOMY COCTaBYy JOKYMEHTa

TpeboBanust kK OQOPMIIEHHIO OpPraHU3ALMOHHBIX JOKYMEHTOB (MHCTPYKIIMS,

IIpaBWIa U T.IL.).

TpebGoBanust kK OPOPMIIEHHUIO AKTA.
TpeboBanust k 0opMIIEHUIO TPUKa3a.
TpebGoBaHust K OPOPMIIEHUIO PACTIOPSIKEHHS.

TpeboBanus k opopmIIeHHIO Tene(HOHOrpaMMBI.

TpeboBanust k 0hopMIIEHUIO TUTAHA.
TpeboBanust k 0pOpMIIEHUIO OTYETA.
TpebGoBanus kK OPOPMIICHUIO 3asIBICHUS
TpeboBanust k 0ohopMIIEHUIO JOKIATHOHN (CITYy>KeOHOI) 3aMMCKH.
TpeboBanust k ohopMIIEHUIO TPOTOKOIA
TpeboBanust kK 0pOpMIIEHHIO IOTOBOPA

CnyxebHas nepenucka
Howmenknarypa nen

HIkana oueHnBaHus
YcTHbl onpoc (BONPOCHI K IK3aMEHY)
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YpoBeHb 3HaHUI, yMEHUI W HABBHIKOB OOYYalOIIErocs IPU YCTHOM OTBETE BO
BpEMs DK3aMEHA ONPEHENACTCS OLEHKAMU «OTIMYHO», «XOPOILO», «yIOBIETBOPUTEILHOY,
«HEYJIOBIIETBOPUTEIBHO» W COOTBETCTBYIOIIUMH Oamamu. KpurepusMu oOLEeHUBaHHS Ha
JK3aMEHE SBIIETCS JIEMOHCTpAallMsl OCHOBHBIX TEOPETHYECKHX IIOJOXKCHHM, B paMKax
OCBaMBAEMOW KOMIIETCHIIMY, YMEHUE NIPUMEHSTH II0JyYEHHBIC 3HAaHUS Ha IIPAKTUKE, OBJIAJICHUE
HaBbIKaMU aHanu3a uHdopMmaiuu B odiactu JJOY. YcTaHoBIIEHBI ClieAyIOLIMe KPUTEPHH OLIEHOK

(6amoB):

90-100% - «oTnuaHO (5)

75- 89% - «xopomo» (4)

60-74%- «ynoBineTBOpUTEIBHOY (3)
MeHee 60%- «Hey0BIETBOPUTEILHOY (2)

100% - 90%

VYyamuiics IOEMOHCTPUPYET COBEPILIEHHOE 3HAHME OCHOBHBIX TEOPETUYECKUX IIOJIOKEHHM, B
paMKax OCBaMBaeMON KOMIIETEHLIUH, yMEeT IPUMEHSTh MOJIy4YEeHHbIE 3HAHHUsS Ha IIPaKTHUKE,
BJIajieeT HaBbIKaMHU OLICHKU MH(popMaiuu B oonactu JJOY

89% - 75%

VYyamuiicss JeMOHCTPUPYET 3HAHHE OOJNBIICH YaCTH OCHOBHBIX TEOPETHUCCKUX ITOJIOKEHHUH, B
paMKax OCBaMBaE€MOIl KOMIIETCHIMH, YMEET NPHMEHATh IOJyYCHHbIC 3HAHMS HA TPAKTHUKE B
OTAETBHBIX c(epax MpoecCHOHATBHON IEATENbHOCTH, BIAJCET OCHOBHBIMH HABBIKAMH
nHpopmanuu B obmactu JJOY

74% - 60%

Yyamuiicss NEMOHCTPHUPYET TOCTAaTOYHOE 3HAHWE OCHOBHBIX TECOPETHUSCKUX IIOJNIOKEHHUH, B
paMKax OCBaWBaeMOW KOMIETEHIIHH, YMEET HCIOJh30BATh ITONYyYCHHBIC 3HAHWS U PEIICHUS
OCHOBHBIX MPAaKTHYCCKHX 3a7ady B OTIACIbHBIX cepax MpodeCCHOHATBHON AeATEILHOCTH,
YaCTUYHO BJIaJICCT OCHOBHBIMU HABbIKAMHU OLICHKU MH(OopMalwu B oosactu JIOY

menee 60%

Yuyamuiicsa 1€MOHCTPUPYET OTCYTCTBUE 3HAHUSI OCHOBHBIX TEOPETUUECKUX IMOJIOKEHUMN, B paMKax
OCBanBacMOM KOMIETCHIINU, HC YMECT MPUMCHATH MOJTYUCHHBIC 3HAHWA Ha MPAKTUKE, HC BJIAACCT
HaBbIKaMU aHayn3a nHpopmauuu B obnactu JJOY

4.4, MeToanuecKue MaTepuasbl

IIponenypa oneHuBaHUS 3HAHWUM, YMEHUH, HABBIKOB M (WJIM) OMNbITa AEATEIbHOCTH,
XapaKTEPU3YIOIMUX ATarbl (HOPMUPOBAHHS KOMIIETEHIMH, OCYIIECTBISIOTCS B COOTBETCTBHHU C
[TonoxeHueM 0 TeKylleM KOHTPOJIE YCIEBAEMOCTH U MPOMEXYTOYHOM aTTeCTallu CTYAEHTOB B
®I'bOY BO PAHXul'C u Pernamentom o 0amibHO-pEeHTHHTOBON cucteMe B Boisrorpaackom
UHCTUTYTE ynpasieHus - punuane PAHXul C.
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5. MeToauyeckne yKazaHus 1Js 00y4YAHIIUXCS 10 OCBOECHHIO JUCIHUIJIMHBI

IIpy moAroToBKEe K YCTHOMY ONPOCY PEKOMEHIYETCS IPUACPKUBATBHCS CIEIYIOLIUX
JTAaIlOB: M3YyYCHHE OCHOBHOM M JIONOJHUTEIBHOW JUTEpPATyphl IO JUCLUIUIMHE, COCTABIICHUE
KPaTKOro KOHCIIEKTA, IPYNIUPOBKA B OTAEIBHBIN OJIOK BOIIPOCOB, BBI3BABIINX 3aTPYAHECHUSI.

MeToauuyecKue PCKOMEHIANHA 110 HAIMMUCAHUTO pe(])epaTOB

Pedepar sBnsieTcs MHIUBUYaTbHONW CAMOCTOSITENILHO BHITIOJTHEHHON pabOTOM CTYACHTA.
Temy pedepara cTyAeHT BbIOMpaeT M3 MEpeyHs TeM, PEKOMEHIYEMBIX I[pernojaBaTelieM,
BEJYIIMM COOTBETCTBYIONIYIO AWCHMIUIMHY. Pedepar, kak NpaBWiio, JODKEH COACPKATh
CIEeAyIoUMe CTPYKTYpHbIE 3yieMeHThl: TurtynbHblid Juct Copepkanue Baenenune OcHoOBHas
yacThb 3akntoueHue Crnucok nureparypsl lpunoxenus (mpu HeOOXOAUMOCTH).

TpeboBanust k o0bemy: He Oomee 15 crpanun. Odopmienue: Ilpudr Times New
Roman, 12 mpudt, 1,5 unrepana, 1,5 cm abd3amusiii orcTyn. OpUTHHAIBLHOCTD 1O CUCTEME
Antunnaruar.BY3 — He menee 60 npoiieHTOB.

PexomeHnaanum no NJIaHUPOBAHUIO M OPTrAaHU3ALMU BpeMeHHU, HE0OX0JUMOI0 HA U3yYeHue
JTUCIHHUIIINHBI

CprKTypa BpEMEHH, He06XOI[I/IMOFO Ha U3YyYCHUEC TUCHUIIINHBI

dopma n3ydeHUs TUCHUTIIINHBL Bpewms, 3aTpaunBaemMoe Ha U3ydeHue
JUMCIUTUIMHEL, %0
W3yuenue nureparypsl, peKOMEHI0BaHHOI B 40
y4e0HO IporpaMme
Pemenue 3a1a4, NpakTHYECKUX YIPAXKHEHUH 1 40
CUTYallMOHHBIX TPUMEPOB
N3ydenue TeM, BBIHOCUMBIX Ha 20
CaMOCTOSITEJIbHOE PACCMOTPEHHE
Hroro 100

PexoMeHnganuu mo moaroToBKe K NMPaKTHIE€CKOMY (ceMuﬂapcm)My) 3aHATHIO

[IpakTrueckoe (CeMHUHApPCKOE) 3aHATHE - OJIHA W3 OCHOBHBIX (DOpM oOpraHu3aIuu
yueOHOro Tmpollecca, MpeAcTaBisionas co00il KONJIEKTUBHOE OOCYXKIEHHE CTYACHTaMHu
TEOPETHUYECKUX M MPAKTUYECKUX BOIPOCOB, PEIICHUE MPAKTUUECKHUX 3a7ad IMOJ PYKOBOJCTBOM
npenoaaBarelnsi. OCHOBHOM LIETBIO MPAKTUYECKOTO (CEMUHAPCKOTO) 3aHATHS SBISETCS MPOBEpKa
IyOUMHBI TIOHUMAHUSI CTYJICHTOM M3y4aeMOW TeMbl, yUeOHOTO MaTepuasna U YMEHUsS U3JI0KUTh
€ro COJAEp)KaHHUE SICHBIM M YETKUM S3BIKOM, pa3BUTHUE CAMOCTOSITEJIBHOTO MBIIIJIEHUS U
TBOPYECKOM AaKTUBHOCTM y cryaeHTa. Ha mnpakthueckux (CEMHUHApPCKHX) 3aHATHUSIX
MpernonaraeTcs paccMaTpuBaTh HauOollee BaXKHBIC, CYIIECTBEHHBIC, CIOXKHBIE BOIMPOCHI
KOTOpbIE, HanboJiee TPYHO YCBAaUBAIOTCS CTy/IeHTaMU. [Ipy 5TOM TOTOBUTHCA K TPAKTUUECKOMY
(ceMHHapCKOMY) 3aHSITHIO Bcer/la HYXHO 3apaHee. [loArotroBka K MNPaKTUYECKOMY
(ceMrUHAPCKOMY) 3aHATHIO BKJIIOYAET B CEOsI ClIeayFOIIEe:

- o0s3aTenbHOE O3HAKOMIIEHHE C TUTAHOM 3aHSATHS, B KOTOPOM COJEPIKATCS OCHOBHBIE
BOIIPOCHI, BBIHOCUMBIE Ha 00CYXICHHE;

- M3Yy4YCHHE KOHCIEKTOB JEKIHH, COOTBETCTBYIOIIMX pa3AeNoB y4eOHUKA, y4eOHOTO
mocoOus, Coiep)KaHus PEKOMEHIOBAaHHBIX HOPMATHUBHBIX IPABOBHIX aKTOB;

- paboTa ¢ OCHOBHBIMH TePMHUHAMH (PEKOMEHIYEeTCS UX BBIYUUTH);

- UW3Yy4YeHHWE JOTOJHUTEIBHOW JHTEpaTypbl IO TEeME 3aHATHs, Jelas TMpPU ITOM
HEOOXOUMBIE BBIMICKHU, KOTOPHIE MOHAA00SATCS PU OOCYKICHUH Ha CEMUHAPE;
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- (popmynupoBaHHEe CBOET0 MHEHHS IO KaXKJOMYy BOIPOCY M apryMEHTHPOBAHHOE €ro
000CHOBaHHE;

- 3aIKMCh BO3HUKIIMX BO BPEMS CaMOCTOSATEIBHOM paboOThl ¢ ydyeOHMKaMU U Hay4HOM
JUTEPATYPhI BOIIPOCOB, YTOOBI 3aT€M Ha CEMHHAPE TMOJIYYUTh HA HUX OTBETHI;

- oOparieHne 3a KOHCYJbTAIlUeH K Mperno1aBaTeio.

[IpakTnyeckre (CeMHHApPCKHE) 3aHATHS BKIIOYAIOT B ce0Ad M CICIUAIBHO
MOJITOTOBJICHHBIE pedepaThl, BBHICTYIUICHHS O KaKOW-TMOO CIOXKHOW WM 0CO00 aKTyalbHOU
npobiieMe, perieHue 3a1a4. Ha mpakTudeckoM (CEeMHHAPCKOM) 3aHITHH CTYICHT MPOSBIISCT CBOE
3HaHHME MpPeIMeTa, KOPPEKTHpPYeT WH(OPMAIHIO, TMOJYUYCHHYIO B TMPOIECCE JICKIMOHHBIX U
BHEAYJIMTOPHBIX 3aHATHUH, (POPMUPYET OINpeIeieHHBIA 00pa3 B IIa3ax MpernogaBaTelis, IoaydacT
HAaBBIKM YCTHOM pEYU U KYJIbTYPBI JUCKYCCUM, HABBIKU IIPAKTUYECKOTO PEILICHUS 3a1a4.

PexoMenganuu mo H3YYCHUI0 METOAUYECCKUX MaTEpUaJIoB

Meroanueckue Marepuaibl IO JUCHUIUIMHE IO3BOJIAIOT CTYJIEHTY ONTUMAaJIbHBIM
00pa3oM OpraHu30BaTh MPOIIECC U3YUCHHSI TAHHOW TUCIUTIIMHBL. MeTou4ecKue MaTeprabl 1o
JTUCITUTUIMHE TPHU3BAaHBI MMOMOYbL CTYICHTY MOHSTH CIeNH(HUKYy H3ydaeMoro marepuaia, a B
KOHEYHOM HUTOre€ — MAaKCHMaJbHO IOJHO M KadeCTBEHHO €ro OCBOUTh. B mepByro oudepenb
CTYJICHT JOJDKEH OCO3HaTh MpEeAHa3HAYE€HHWE METOJUYECKUX MAaTEepPUaOB: CTPYKTYpy, LEIH U
3agaun. J{7is 3TOro OH 3HAKOMUTCS ¢ IpeaMOyJIoii, OrjaBlieHHEM METOAMYECKUX MaTepHalloB,
rOBOpsS WMHAYe, OCYIIECTBISET IEPBUYHOE 3HAKOMCTBO C HUM. B pasnene, MOCBAIIEHHOM
METOJUYECKMM PEKOMEHIAIUSAM [0 W3YYCHHIO JTUCIHIUIMHBI, TMPUBOAATCA COBETHI IO
TUTAHUPOBAHUIO Y OPTaHHU3AIMHA HEOOXOMMOTO JUIS H3yUCHUS UCIUILTNHBI BPEMEHH, OITMCAaHUE
MOCNEAOBATEIbHOCTH  JEUCTBUN  CTyIOeHTa  («CLIEHapuil  M3y4yeHUs  JUCUUIUIHHBIY),
PEKOMEHIalluK TI0 padoTe C JIMTEPaTypOi, COBETHI MO MOJATOTOBKE K IK3aMEHY M Pa3bsICHEHUS
o MOBOAY paboOThl C TECTOBOM CHUCTEMOW Kypca W HaJl JOMAalIHUMH 3aJaHusMU. B menom
JAHHBIE METOAMYECKHE PEKOMEHJAMH CIHOCOOHBI OOJIETYUTh M3yYEHHUE CTYyJIECHTaMU
TUCIUIUIMHBL ¥ TIOMOYb YCIENIHO cJaTh »JK3aMeH. B pasnene, coxaepkaiiem ydeOHO-
METOJMYECKUE MaTepUalbl TUCHUILIUHBI, COACPKAHNE MPAKTUYECKUX 3aHATUN MO TUCHUILIINHE,
CJIOBapb OCHOBHBIX TEPMHUHOB JUCITUTIIMHBI.

PexomeHnaanmuu no caMocTosiTe/IbHOI padoTe CTYICHTOB

HeorbemiembIM 371€MEHTOM Y4YeOHOTO Ipoliecca SIBISIETCS CaMOCTOsITeNIbHas paboTta
cryaenta. Ilpu camocrosiTenbHON paboTe AOCTUraeTcsi KOHKPETHOE YCBOEGHHE Y4eOHOro
Marepuala, pa3BUBAIOTCS TEOPETUYECKHE CIIOCOOHOCTH, CTOJNb BAaKHBIE JUII COBPEMEHHOMN
HOJTOTOBKU cIlelHaaucToB. DopMbl caMOCTOATENbHONH PabOTHl CTYAEHTOB MO JUCLHUIUIMHE:
HalMcaHue KOHCIIEKTOB, IMOATOTOBKA OTBETOB K BONpPOCaM, HammcaHue pedeparoB, pelmieHue
3ajad, UccienoBarenbckas paboTa, BHIIOIHEHNE KOHTPOIBHOM paboThI.

3amaHust 11 CaMOCTOSITENTFHOW pabOThl BKIIIOYAIOT B ce0Sl KOMIUIEKC aHATUTHYECKUX
3aJJaHUi BBINOJIHEHHE, KOTOPBIX, MpeanoiaraeT TIIATeIbHOE H3yYeHHE HAydyHOW U ydeOHOH
JIATCPATYpPhI, TMNEPHOANICCKUX I/I3I[aHI/II\/'I, a TaKKC 3aKOHOAATCJIbHBIX W HOPMATUBHBIX
JOKYMEHTOB MpejularaeMelx B 1.6.4 «YueOHass nuTepaTypa M pecypchl HHGPOpPMalHOHHO-
TEJIEKOMMYHUKAITHOHHOU CeTu "Unrtepuer", y4e0HO-METOANIECKOe obecrieueHue
CaMOCTOSITENIbHOW paboThl OOY4YaroOUIMXCS MO JAMCLUUIUIMHE». 3aJaHusl IMPelOoCTaBISIOTCA Ha
IIPOBEPKY B II€YaTHOM BUJIE.

Pexomengauum no padore ¢ ureparypoii
[Ipn u3yueHnn Kypca y4yeOHON AMCLUUILUIMHBI 0CO0O€ BHHMaHUE CleqyeT oOpaTHTh Ha
PEKOMEHIyEMYIO OCHOBHYIO U JIOIIOJIHUTEIIBLHYIO JIUTEPATYPY.

BaxHbIM 371€MEHTOM MOATOTOBKH K CEMHUHApPY SIBJISIETCS MTyOOKOe N3y4eHHe OCHOBHOU U
JIOTIOJIHUTEILHOM JINTEpaTyphl, PEKOMEHIOBAHHOM 110 TEME 3aHATHS, a TAKXKE [IEPBOUCTOYHUKOB.
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ITpu 3TOM N0JIE3HO MPOYUTAHHYIO JINTEPATYPY 3aKOHCIEKTUPOBATh. KOHCIEKT 10JIKEH OTBEYATh
TpeM TpeOOBaHUSAM: OBITh COAEpKATEIbHBIM, IO BO3MOKHOCTH KpaTKUM U MPaBUIBHO

0(OPMIICHHBIM.
CoaepikaTebHBIM €ro CIeIyeT CUUTATh B TOM CJIy4ae, €CJIM OH IMepeiacT BCe OCHOBHbIC
MBICIH ABTOPOB B IIEJIOCTHOM BHJC. M3I0XKHTh TEKCT KpaTKO — 93TO 3HAYUT IMepeaaTh

coJlep’)KkaHWEe KHUTH, CTaThU B 3HAYUTENbHOM Mepe cBouMu cioBamu. [Ipu stom cnemyet
MPHUICPKUBATHCS TPaBUiIa - 3alMCBIBATh MBICIH aBTOpa pabOThl JUIIH TMOCIE TOro, KaK OHA
XOpOILIO MOHSTA. B TakoM ciyyae mocTtaBieHHas 1enb OyAeT AocTUrnyta. LlutupoBaTh aBTOpOB
U3ydaeMbIX paboT (C 00s3aTeNbHON CCHUIKOW HA MCTOYHHK) CIIEIYET B TeX CIIy4asx, €CIH HAJO0
3aMKChIBaTh OYEHb BAKHOE ONPE/IEICHNE WIH MOJIOKEeHHE, 0000IIat0IINiA BEIBO/I.

Baxxno u BHenrHee odopMIIeHHE KOHCIIEKTa. B ero Hauasie Hajgo ykasaTth TEMy CEMUHApA,
JaTy HalMCaHMsl, Ha3BaHUsI TUTEPATyPHBIX UCTOYHUKOB, KOTOpPbIE Oy1yT 3aKOHCTIEKTUPOBAHBI.
['myboxkasi camocTosiTeNbHasE paboTa HaJl HUIMH 00ECIIEUHT YCICIIHOE YCBOCHHE N3ydaeMOi
JUCIUTUIAHBI.

OmHuM U3 BAXHEWIMX CPEICTB CEPhE3HOr0  OBJAJACHUS TEOpUEU  SABIISIETCS
KOHCHeKmupoeanue nepeoucnoyHuKos.

Jliist cocTaBiieHUs] KOHCIIEKTa PEKOMEHIyeTCsl CHayaJla IPOYUTaTh paboTy LIETUKOM, YTOOBI
YSICHUTB €€ OOIINi cMBICT U coaepkanue. [Ipu 5ToM MOKHO c/ienaTh IOMETKH O €€ CTPYKTYype, 00
OCHOBHBIX TIOJIOKEHUSIX, BBIBOJAX, HAI0 CTApaThCsi OTJIMYaTh B TEKCT€ OCHOBHOE OT
BTOPOCTEINEHHOT0, BHIBOJIBI OT apIYMEHTOB U JOKa3aTeNbCTB. ECH ecTh HENMOHSATHBIE CIIOBa, HAJ0
B SHIIUKJIONIETMYECKOM CJIOBape HANTH, YTO TO CJI0BO 0003HAYaeT. 3aKOHYMB uTeHHE (naparpada,
TJIaBbl, CTaThU) HAAO 3a/JaTh cebe BOMpPOCHl Takoro pona: B uem rmaBHas mbicnb?  KakoBbl
OCHOBHBIE 3BEHBSl JIOKa3aTtenbcTBa ee? Uro BhITekaeT W3 yTBepkineHuid amtopa? Kak 310
COTIJIaCyeTCs ¢ TeM, UTO YK€ 3HAeTE O MPOUYUTAHHOM M3 IPYTUX UCTOYHUKOB?

ScHOCTP W OTYETIIMBOCTH BOCIPHUSATHUS TEKCTAa 3aBUCUT  OT MHOTOr0: OT
COCpPEIOTOYEHHOCTH CTYJIE€HTa, OT TEXHUKU UTEHHUS, OT HACTOMYMBOCTH, OT SIPKOCTH
BOOOpaKEHUS, OT TEXHUKHA (PUKCUPOBAHUS ITPOYUTAHHOTO, HAKOHEI], OT IPYIAUINH — OOIIeH U B
KOHKPETHO paccMaTpuBaeMoi mpooiieme.

Pe3ynbrarom nepBoHAYaILHOTO YTEHHS JOJIKEH OBITh IPOCTON MIAH mMeKcma u 4emkKoe
npeocmaenienue 0 HeACHBIX Mecmax, OTMEUYCHHbIX B KkHure. [locie mnpeaBapuTeabHOTO
03HAKOMJICHHUS, MIPU TIOBTOPHOM YTEHUHU CIEAYET 6bl0EIUNb OCHOGHbBIE MbBICIU A6MOPA U UX
pa3BUTHE B MPOU3BEACHUU, OOpATUTh BHHUMaHHE Ha OOOCHOBAHME OTIENBHBIX MOJOKEHUH, Ha
MeToabl M (QOpMBI JI0Ka3aTelIbCTBA, Hambojee sipkue mnpumepbl. B xome »Toit paboTh
OKOHYATENIbHO OTOMpaeTcss MaTepuan JUisl 3alUCH M OMpelessieTcs €€ BUI: MJIaH, Me3UCHl,
KOHCneKm.

[Inan 3T0 KpaTkWii, MOCIEAOBAaTENbHBIA MEPEYEHb OCHOBHBIX MBICIEH aBTOpa. 3aluch
MPOYMUTAHHOTO B BHJIC TE3MCOB — 3HAYMT BBIIBUTDH M 3aMKMCATh OMIOPHBIE MBICIU TeKcTa. Pa3sHua
MEXy IJIAaHOM W TE3UCAMH 3aKJII0YaeTCs B CIEAYIOIIEM: B TUIaHE MBICTh Ha3bIBaeTCs (CTaBb
BCErza BOMpOC: O 4YeM TOBOpHUTCA?), B Te3nucax — (popmynupyercss — (4TO UMEHHO 00 3TOM
roBOpHUTCs?). 3amuCh OIMOPHBIX MBICIEH TeKCTa Ba)KHa, HO TMIOJIHOTO TPEACTABICHUS O
MPOYMTAHHOM Ha OCHOBAaHWHU MOJOOHOM 3aMMCH HE COCTABUIIb. BakKHO OCMBICTUTH, KaK aBTOP
JIOKa3bIBAaeT CBOIO MBICIIb, KaK YOEXJaeT B HMCTUHHOCTH CBOUX BBIBOJIOB. Tak BO3HHKaeT
KoHcriekT. dDopma 3amucu, Kak Mbl YK€ OTMETHIIM, YCIOXKHSAETCS B 3aBUCHUMOCTU OT IieJied
paboThI: TJIaH — 0 YeM?; Te3UChl — 0 4eM? YTO UMEHHO?; KOHCIEKT — O YeM? 4TO HMEHHO? Kak?

Koncnekt 3T0 KpaTkoe mocienoBaTelIbHOE U3NoKeHue coxaepkanus. OCHOBY ero
COCTaBJISIET IUIAH, TE3UChl M BBIMUCKU. HemocTaTku KOHCIEKTHUPOBAHUS: MHOTOCIOBHE,
[IUTAPOBAHUE HE OCHOBHBIX, & CBS3YIOIIUX MBICIEH, CTPEMIICHUE COXPAHHUTh CTUIMCTHYECKYIO
CBSI3aHHOCTh TEKCTa B yIIepO ero JIoruueckoil crpoiHocTH. [IpucTtymarh kK KOHCIIEKTUPOBAHUIO
HEOOXOAMMO TOTJa, KOT/a CIIOXKIJINCh HABBIKM COCTABJICHHS 3aliCH B BHUJEC Pa3BEPHYTOTO
MOIPOOHOTO IJIaHAa.

dopma 3amucu TPH KOHCIEKTHUPOBAHWU TpeOyeT 0cOOOTO BHHUMAHHS: Ba)XHO, YTOOBI
COOCTBEHHBIC YTBEPKICHHS, Pa3MBIIUICHUS HAJ MPOYUTAHHBIM, YETKO OTACIISUIUCH MPU 3aIUCH.
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Pa3symMHee BBIHOCHTH CBOM NOMETKHM Ha IIMPOKHE IO, 3allMChIBaTh HA HUX JONOJIHUTEIIbHBIE
CIPaBOYHBIC JJAaHHBIE, [IOMOTAIOIINE YCBOCHUIO TEKCTA (JaTta COObITHS, YIIOMSHYTOIO aBTOPaMU;
CBEJCHMSI O JIMLIE, HA3BAaHHOM B KHMIE€; TOYHOE COJepKaHue TepMuHa). Eciin koHCnekTupyercs
TEKCT BHYIIUTEIBHOIO 00beMa, He0OOXOAMMO YKa3bIBaTh CTPAHUIBI KHUTH, KOTOPbIE OXBATHIBAET
Ta WINA WHAs 4acTh KOHCIEKTA.

Jnis ynoOcTBa MONb30BAHUS CBOMMM 3alUCSAMH Ba)KHO O3arJIaBUTh KPYIHBIE YacTH
KOHCIIEKTa, IOAYEpKUBas 3a2on06ku. CleqyeT MOMHUTh O Ha3HAYEHUM KpPacHOW CTpOKH,
CTPEMHTbCA K YETKOM Ipaduke 3amuceil - ycTynmamu, KOJIOHKaMu. M3marate riiaBHbIE MBICIH
aBTOpa M WX CHUCTEMYy apryMEHTOB - HEOOXOIUMO NPEUMYIIECTBEHHO CBOUMH CIIOBaMH,
nepepadarbiBasi TakUM 00pa3oM HH(OPMALUIO,— TaK MPOXOJUT YSCHEHUE ee CyTH. MbICib,
(pa3bl, MOHATHIE B KOHTEKCTE, MOTYT pHoOpecTH OoJiee MpoCcTpaHHOE U3NIOkKEeHHe B 3anucu. Ho
TEKCT OpUTHMHAJa CBEPTHIBAETCS, U CTYIEHT, OTpaldaThIBasi JIOTMUECKOE MBILIUICHHE, YUUThCA
BBIJICJIATH TJIaBHOE M 00001IaTh OJHOTHIHBIE CYXJEHHs, oxHOpoAHble (akTel. Kpome Toro,
Jie1asi 3alMcy CBOMMHU CJIOBaMH, 000011ast, CTYACHT YYUTCS IMCbMEHHON peyH.

3HaHue o0Iel cTpaTeruy YTeHUs, TEXHUKU COCTABIICHHE IIJIaHA U TE3UCOB OIpeNeNsieT U
TEXHOJIOTUIO KOHCIIEKTUPOBAHHUS

e BuumarenbHO YWMTaTh TEKCT, MOIYTHO OTMEYas HEMOHSATHBIE MECTa, HE3HAKOMBIE
TEPMUHBI U MIOHATUA. Botnucams Ha nonsa 3Ha4eHUEe OTMEUEHHBIX TOHATHUI.

e [lpu mnepBoM UTEHHUH TEKCTa HEOOXOAMMO COCTAaBUTh €r0 HPOCHMOU NIaH,
IIOCJIEI0BATEIIBHBIN IIEPEUYEHb OCHOBHBIX MBICIIEH aBTOpA.

e [lpu NMOBTOPHOM YTEHHWU TEKCTA BBIIENATH CUCHIEMY OOKA3AMENbCME OCHOBHBIX
MOJIOKEHUH pabOThl aBTOPA.

e 3aKkIIOYMTENBHBIM 3Talm pabdoThl € TEKCTOM COCTOMT B OCMBICICHUM paHee
OTMEUYEHHBIX MECT U UX KPaTKOH MOCIe10BaTeNIbHOM 3aIUCH.

e [Ipu KOHCHEKTHPOBAHHHM HYKHO CTPEMUTHCS GbIPA3UMIL MBIC]Ib AGMIOPA CEOUMU
cioeamu, 3T0 IOMOTraeT 6oJsee riTyoOKOMY YCBOSHHIO TEKCTa.

e B pamkax paboTbl Haj NEPBOMCTOYHUKOM BaXXEH YMEJbIH omoop uumam.
Heo06xoauMo y4uTHIBaTh, HACKOJIBKO SIPKO, OPUTHHAIIBHO, CXKATO M3JIOKEHA MBICITb.
[{utupoBaTh HEOOXOAMMO T€ CYXKACHHUS, Ha KOTOpbIE BIIOCIEACTBUM BO3MOXKHA
CChUIKA KaK Ha aBTOPUTETHOE H3JI0)KEHHWE MHEHHs, BBIBOJA [0 TOMY WJIM HHOMY
BOIIPOCY.

KoncnektupoBath 11e1ecoo0pa3Ho HE Ha OTAEIBHOM JIMCTE, a B 00IIeH TeTpaau Ha OJHOU
crpaHune jaucta. OOOpPOTHas CTOpPOHA JIMCTa MOXKET OBbITh MCIIOIb30BaHA ISl JONOJIHEHUH,
HEOO0XO/IMMOCTh KOTOpPBIX BBIICHUTCS B JAajbHeWmeMm. [Ipy KOHCHEKTHMpPOBAHUU JIUTEPATyphl
CJIelyeT OCTaBMUTh IIMPOKHUE IOJIs, YTOOBI 3amucaTh Ha HUX IJIaH KoHcnekTa. Iloss MoryT ObITh
MCIOJIb30BaHbl TAKXKE JUIS 3alIMCH CBOMX 3aMEUYaHUi, T0MoIHEeHuH, Bonpocos. [Ipu BeicTyIeHUN
Ha CEMHUHApEe CTYJEHT MOMET IIOJIb30BaThCsl CBOMM KOHCIIEKTOM JUIsl LIMUTHUPOBAHUSA
NEPBOMCTOYHUKA. Bce yuacTHMKM 3aHATHS BHUMATENBHO CIYIIAIOT BHICTYIUIEHHUS TOBapUIIEH IO
rpyIme, OTMEYaloT CIOpHbIE WIM OUIMOOYHbIE TIONOXKEHHs B HUX, BHOCAT TIONPAaBKH,
MPECTaBISIOT CBOM peIlIeHUs] U 000CHOBaHMS 00CYX1aeMBIX MPOOIIEM.

B koHIIe ceMuHapa, Korjaa npenojaBaTellb 3aHsATHs OABOIUT UTOTH, CTYAEHTHI C Y4ETOM
peKOMEHJALUN TPernoaaBareiss U BBICTYIUIGHUH COKYPCHHMKOB, JOIOJIHSIOT WM HCHPABIISIIOT
CBOM KOHCIIEKTHI.
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6. YueOHas muTepaTypa u pecypchbl HH(POPMAIMOHHO-TEJIeKOMMYHUKANMOHHOM ceTH

1.

2.

=

~ow

"UuTepHer'', yueOHO-MeTOAMYECKOE 00ecIIeYeHHEe CAMOCTOATEIbHOI padoThI
0o0yvyaruuxcst Mo JUCHHUIJINHE

6.1. OcHoBHas JUTEpaTypa.

Ky3nenos 1.H. Jlenonpoun3BoIcTBO: yueOHO-CIpaBouHOe ocooue.-460 c. Jlamkos
nK 2014
[lysanosa H. H. OCHOBBI JIeTIOTIPOU3BOJCTBA. SI3BIK CIY)KEOHOTO JOKYMEHTa

y4eOHMK M TPAaKTUKYM JJIsl aKajeMHuueckoro OakamaBpuara / moj ob6m. pexa. H. H.
[llyBamoBoii. - M. - 375 ¢c.  IOpaiit2016

6.2. lonoJiHUTEILHAS JIUTEPATypa

Ky3uenos U. H. JlokymeHTalmoHHOE obecrieueHue YIIPaBJICHUSA u
JIETIOTPOU3BOJICTBO: YUCOHHUK W3 n-Bo KOpaiit; U] FOpaiir 2012
2. JlomyxoB H. B.  ABTOMaTu3mpoBaHHbBIE CUCTEMBI 3IEKTPOHHOI'O

JIOKYMEHTO00O0pOoTa: yueld. mocodoue Boarorpan: M3ag-so ®I'OY BIIO BAIC
2011

3. Mensenesa O.B. OcHOBBI ~ JOKYMEHTAI[MOHHOTO  OOecleueHus  yIpaBleHUs
[DnexTponnsiit pecypc] Kpacnomap: FOxHBII HHCTUTYT MEHEIKMEHTA, 2011

4. Poroxun M.JO. ChopaBoyHHK IO JEJONPOU3BOJACTBY  [DIEKTpOHHBIA pecypc]:
yuebHo-cripaBovyHoe nmocoone  M.: KOctunmadopm 2011

6.3. YueOHO-MeTOoqHYEeCKOE 0OOeclieueHue CaMOCTOATEIbHOM padoThl.
1. Poroxun M.IO. CnpaBodyHUK TO [JeIONPOU3BOACTBY  [DIEKTPOHHBIM pecypcl:
yuebHo-cripaBovyHoe nmocoore  M.: KOctummmadopm 2011

6.4. HopmaTuBHBIE IPABOBbIE JOKYMEHTHI.

KBanuukanoHHbIN CIpaBOYHUK AOLKHOCTEH cinyxamux. — M., 2001.
JenonpousBoAcTBO U apxuBHOE aeno. Tepmunsl u onpenenenus. [OCT P51141-98. - M.,
1998.
OcHoBHBIE TpaBuiIa paboThl rocyaapcTBeHHbIX apxuBoB CCCP. — M., 1984.
OcHoBHbI€ TpaBUiIa padOTHI BEIOMCTBEHHBIX apXUBOB. — M., 1986.
CrnoBapb COBPEMEHHOM apXMBHOW TEPMHUHOJIOTMH COLMAIMCTUYECKUX CcTpaH. - M., 1982,
1988.

6.5. UnTepHeT-pecypcesbl

1. www.management.com.ua - IHTepHeT nopras AJs yIpaBJIeHIEB.

2. www.glossary.ru - cmyx0a TeMaTH4eCKUX TOJIKOBBIX CIIOBAPEH.

3. ek-lit.agava.ru/books.htm - Bubnnoreka SKOHOMHYECKOW M JEIOBOM JHTEPATYPHI.
YuranbHs.

4. eup.kulichki.net/Catalog/All-All.htm - bubnuoreka YKOHOMHYECKOU u
yIpaBJIeHUYECKON nuTepaTyphl. becmatHas snexkTpoHHas Oubimoreka (MoHoTrpaduw,
JMCCepTaly, KHWUIH, CTaTbU, HOBOCTH W aHAIUTHKA, KOHCHIEKTHI JIEKLUH, pedeparTsl,
Y4eOHUKH).

5. www.garant.ru — I'apanr.

6. www.expert.ru- Kypraan «xcnepr».

7. www.consultant.ru - Koncynsrant-ITntoc.

8. dic.academic.ru/searchall.php - CioBapu u sHIIMKIONIE NN,

9. glossary.ru - Ciry:x06a TeMaTHYECKHX TOJIKOBBIX CJIOBapeil.

10. www.sf—online.ru — [lenoBoit xypHai «Cekper GupMbI»
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7. MaTepunanbHO-TeXHH4YecKasi 6a3a, HTHPOPMALMOHHbIE TEXHOJIOTHH, IPOrPAMMHOE
o0ecrieyeHue M1 UHGOPMALMOHHbIE CIIPABOYHbIE CHCTEMbI

MarepuanbHO-TEXHHUECKOE 00ECIIeYCHNE TUCIUILTUHBI BKIJIIOYAET B CeOsl:

- JIGKIIMOHHBIC ayJAUTOPUU, 00OPYIOBAHHBIC BUACOMPOCKIIMOHHBIM O0OPYJOBAHHEM JIJIS
NPe3CHTAIH, CPEJICTBAMH 3BYKOBOCIIPOU3BEICHHS, JKPAHOM;

- TIOMEIICHHUS JJIs POBEJACHUS CEMUHAPCKUX U MPAKTUYECKHUX 3aHITHIA, 000PYIOBaHHbBIE
yaeOHOI MeOebIo;

JlucummuiiHa  JOJKHA  OBITh  MOJIEp)KaHa COOTBETCTBYIOIIUMH  JIMIIEH3UOHHBIMU
POTPAMMHBIMU TIPOTYKTaMH.

[TporpammMHbIe cpeacTBa oOecrieueHust yueOHOTO MpoLecca JOKHBI BKIIOYATh!

- IPOrpaMMBbI MPE3ECHTAIIMOHHON rpaduKu;

- TEKCTOBBIC PEIAKTOPBHI.

By3 obGecrieunBaeT Kaxa0ro 00y4armerocss padoyuM MECTOM B KOMITBIOTEPHOM KJIacce
B COOTBETCTBUU C 00bEMOM H3yUaeMBbIX JUCIUILINH, 00€CIIEYMBACT BHIXO/] B c€Th IHTEepHET.
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