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1. Hepeqenb IVIAHUPYEMBIX Pe3yJabTaTOB OﬁyquI/lﬂ Mo AMCHMIIJINHE, COOTHECCHHBIX C
IJIAHUPYEMBIMHU pE3yJIbTaTaMHU OCBOCHHUSA IPOTrpaMMbI

1. Jucummmuaa B1.B.JIB.02.02  «/lemompousBoacTtBo»  o0ecnedynBaeT  OBJIAJCHHE
CICAYIOIMMH KOMIICTCHIMAMM:
Kon
Kon HaumenoBanue HamnmeHnoBaHue 3Tamna 0CBOEHUS
JTara OCBOCHHUS
KOMIETEHIIH Komnerenmmn KOMIICTEHITHH
KOMIETEHINH
Crioco6HOCTB TpaMOTHOTO
U3JIOKEHHS CBOMX MEBICIEl B
MTUCHMEHHOU dopme npu
COCTaBJICHUM H  O(GOPMICHHH
CIIOCOOHOCTh OCYIIECTBIISATD YIPaBJICHYECKUX  JIOKYMEHTOB;
JIEIIOBYI0 KOMMYHHUKAITHIO B yCTHON 3HAHME MPaBWJI  IOCTPOCHUSA
YK-4 W nuchMeHHoW — ¢opmax  Ha | YK-4.2.3 YCTHOW M TNHCbMEHHOM peu,
rOCYAapCTBEHHOM (p1X) u NIPaBWJI PEUYEBOTO JTHUKETA TIPH
MHOCTPAaHHOM (BIX) A3bIKaX opraHu3anuu
JTOKYMEHTaITHOHHOTO
obecrieueHHs yrpaBIeHAS
CIOCOOHOCTh cobpath u Crioco6HOCTh OCYILECTBIISATh
IMpoaHaJIN3upPOBATH HUCXOOHBbIC JOKYMCHTUPOBAHUE JaHHBbIX,
JaHHBIC, HCO6XO[I,I/IMI)Ie JJId pacyeTa HCOGXO[[I/IMI)IX JJIA pacucra
IK-1 SKOHOMHUYECKUX U  conuanbHo- | [IK-1.2.5 SKOHOMHUYECKMX U COIMAJIbHO-
9KOHOMUYECKHUX ToKa3aresnew, SKOHOMHYECKHX  IIOKa3arelei,
XapaKTepU3yoLIUX JAEATeIbHOCTh XapaKTepU3yIOUINX JIESTEILHOCTD
XO3SHCTBYIOIIMX CyObEKTOB XO3SHCTBYIONINX CYOBEKTOB
1.1. B pesynbraTe 0CBOCHHMS IUCIHUILINHBI Y CTYACHTOB HOJDKHBI OBITH ChOPMUPOBAHBI:
OTD/TD
(pu HayTMUMH Kopx srama ocBoeHHs KOMIETEHINT PesynbraTsl 00yueHns
npodcrangapTa)
VK-4.2.3
Cr1ocoOHOCTh I'PaMOTHOTO M3JI0KEHHS
. . /leMOHCTpHpYET 3HAaHWE HOPM U TIPaBHIY
CBOHX MBICIICH B MHUCBMEHHOHN (popme
[PYCCKOTO  sI3bIKa, OCHOBHBIX METOJIOB
IpH COCTaBICHHH W O(QOPMIICHUU
ITOKYMEHTHPOBAHUS po¢eCCHOHATBFHO
YIpaBICHYECKUX TOKYMEHTOB; 3HAHUE o
N BHAYMMO# HH(pOpMaIHH.
MpaBWJI  TIOCTPOGHHS  yCTHOW H
T o HpI/IMeHHeT HAaBBbIKH aHaJIn3a H
pyAoBbie (GyHKUMK,| nuCHMEHHOM pedn, TpaBMIl PEYeBOrO
CUCTEMAaTHU3allunu martepualia Bj
CBSI3aHHBIE C  TIOMCKOM,| sTHKeTa npu OpraHM3aIu o
. npodeccroHabHOM NeaTeNbHOCTH.
AHAIM30M, CUCTCMATHU3AlMCH| [OKYMEHTAlMUOHHOIO o0ecrieueHust
1 npe3eHTauueif] yIpaBIeHU
MH(pOpMAIIN
PO ECCHOHATHHOTO
xapakTepa
IK-1.2.5 Hcnonp3yeTr  METOABI  COBPEMEHHOIO)
CriocoGHOCTB OCYIECTBIIAT | AEIOMPOU3BOACTBA Ul aHATIM3A U PAcueTa)
JIOKyMEHTHPOBaHHUE JAHHBIX, | PKOHOMHYECKNX u COIMAIBHOA]
HEOOXOANMBIX JUTSE pacyera | SJKOHOMHYIECKUX oKa3aTeseH,
SKOHOMHYECKUX u COLMAJIBHO- | XapaKTepH3YIOINX JIeSTENILHOCTH
YKOHOMHYECKUX [oKasaTelei, | X0O3sMMCTBYIOMNX CyOBEKTOB
XapaKTepU3YIOIIUX JIESITETTFHOCTD
XO3SAHCTBYIOIINX CYOBEKTOB

2. O0beM M MeCTO TUCHUIINHBI
B CTPYKTYpe 00pa30oBaTe/ibHO MPOrpaMmbl




VYyeOnas aucuumiauHa b1.B.JIB.02.02 «/lenonpon3BoACcTBO» NpPUHAMIEKUT K OJOKY
BapHUaTUBHAs 4acTb, AUCIUILIUHBI MO BBIOOPY. B COOTBETCTBUM ¢ y4yeOHBIM IUIAHOM, IO OYHOU
(hopme 00yueHHs TUCIUILIMHA OCBAaUBAETCS BO 2 ceMecTpe, 001as TpyI10eMKOCTh AUCIUIIINHBI
B 3a4eTHBIX eauHuiiax cocrapisieT 2 3E (72 ygaca).

3HaHMSI M HaBBIKU, IOJy4YaeMble CTYACHTaMU B pe3yJbTaTe H3yUEHUS TUCIUIUIMHBI,
HE0OXOIMMBI JJ1s1 pabOThI C JOKYMEHTaMHU Ha MPEINPUATHIX U BEJICHHS JeIOBON MEPEMHUCKH.

Jljig ycrienHoro oBjaJeHus AUCHUIUIMHON CTYAHTY He0OX0IUMO UCIOIb30BaTh 3HAHUS
Y HAaBbIKH, IIOJIyYEHHbIE UM IIPU U3yYEHUU TakoM qucuuiuinHel, kak b1.b.6 KynasTypa peun n
JIEJIOBOE OOIIEHHE.

3HaHus, NOJYYEHHbIE B X0/ U3yUEHHs AUCHUILTUHBI «J[eI0npon3BOICTBO» MOTYT OBITh
MIOJIE3HBI NMPU U3YUYEHUHM TAaKUX MPOQPecCHOHANbHBIX AUCUMILINH, Kak b1.b.18 MenemxmenT u
b1.5.32 ®unaHCcOBBIA MEHEHKMEHT.

[To ounoit ¢opMe 0OydeHHS KOJIMYECTBO aKAaJIEMHUYECKHMX YacOB, BBIJICJICHHBIX Ha
KOHTaKTHYI0 paboTy C mpernojaBaTesneM (IO BHIAM y4eOHbIX 3aHATHH) — 36 4acoB U Ha
CaMOCTOSITENIbHYIO padoTy oOydJaronuxcsi — 36 4acos.

ITo 3aounHoit (hopme OOyueHHs] KOJUYECTBO aKaJIEMHUYECKHUX YacOB, BBIICICHHBIX Ha
KOHTaKTHYI0 pa0oTy c mnpenojaaBareneM (mo BuAaMm yueOHbIX 3aHaATUi) — 10 yacoB, Ha
CaMOCTOATENbHYI0 paboTy oOyyaronuxcs — 58 yacoB, Ha KOHTPOJb — 4 yaca.

dopma NpoMeKyTOYHON aTTeCTalluu B COOTBETCTBUH C YU€OHBIM IIAHOM — 3a4eT.



3. Conep:xaHue M CTPYKTYpa IMCHHILIHHBI

O0beM AUCHUILINHBI, Yac. dopma
KonrakTHas padora TeKyIIero
o0yyarommuxces ¢ KOHTPO.JIS
No HanmenoBanue tem npemnoaaBaTegemM ycreBaemMoc
o n/m .
(pa3neJioB) Bcero 10 BUJAM Y4eOHBIX 3aHATHI CP TH,
MPOMEKYTO
JI JIP 3 KCP YHOI
aTTecTaluu
Ounasn ¢hopma odyuenusn
2 cemecmp
HUcropus pa3BUTHS
Tema 1 JIEJIOTIPOM3BOICTBEHHOM ] 2 ) 2 4 o
ciyx0bl B Poccun. ITpoGnembl
pocTa JOKyMeHT000opoTa
Ircoy. YCOP/.
Tema 2 Yuudukauus, dopmanuzaus, 7 2 - 1 4 o
CTaHIapTU3alus JOKYMEHTa
Tema 3 Opraamsanus ciayxos1 JJOY 7 2 - 1 4 (6]
Tema 4 [IpaBuna odopmiteHus 16 4 ) 4 ] 0.C3
JIOKYMEHTOB
Tema 5 TexHonorun perucrpauyu u
KOHTPOJIS HCIIOJIHEHUS 8 2 - 2 4 O
JIOKYMEHTOB
Tema 6 Opranuzanus paboTsl c
JIMYHBIMA oOpalleHUAMH 3 ) ) ) 4 0
TpaXaaH B OpraHbl BJAcTH H
YIpaBICHUS
Tema 7 Opraamanus cayx6oit JJOY
TEKYIIETOo XpaHEeHUs
JOKYMEHTOB. IToctpoenne 8 2 - 2 4 O
HOMEHKIIATypHl Jie1. APXHUBHOE
XpaHeHHe TIOKYMEHTOB
Tema 8 JIMHTBUCTHYECKHE
0COOEHHOCTH TeKCTa 10 4 - 2 4 0,7
JIOKyMEHTa
ITpomexyTouHas aTTecTanus - 3a4yer
Bcero: 72 20 16 36 23E
3aounasn popma odyuenus
7 cemecmp
Hcropus pa3BUTHU
Tema 1 JIEI0NPOU3BOJACTBEHHON ] ) 1 7 T
ciyx051 B Poccun. [Tpobmemsr
pocTa JOKYMEHTO000pOTa
rcaoy. YCOP/.
Tema 2 Yuudukanus, Ghopmaausamnms, 8 1 - 7 T
CTaH/IapTH3aLHUs IOKYMEHTa
Tema 3 Opranuzanus cayxos1 JJOY 8 1 - 7 0
Tema 4 [IpaBuna odopmitenus 14 1 5 5 9 3
JIOKYMEHTOB
Tema 5 TexHonorun perucrpanuu u
KOHTPOJIS HCIIOJTHEHUS 9 - 1 1 7 O
JIOKYMEHTOB
Tema 6 Opranuzanus paboTsl c
JIMYHBIMA o0paleHUAMH ] ) 1 7 0
TpaXaaH B OpraHbl BIAcTH H
YIpaBIiIeHUS
Tema 7 Opranmsanus ciyxo6oir J10Y
TEKYILETo XpaHEHUS 8 1 - 7 C3
JIOKYMEHTOB. Tloctpoenue




O0beM UCHUILINHBI, Yac. ®opma
KonTtakTHas padota TeKyIero
00yJaroImuxcs ¢ KOHTPOJIS
Ne i/u HaumeHnoBanmne tem npenoaaBaTeieM ycmeBaemMoc
(pa3neJioB) Bceero 10 BUAaM y4eOHBbIX 3aHATHI Cp TH,
MPOMEKYTO
J JIP 3 KCP YHOM
aTTecTalluU
HOMEHKJIATYPHI Ie1. APXHUBHOE
XpaHEeHHE IOKYMEHTOB
Tema 8 JluarBucTHYECKHE
0COOEHHOCTH TEKCTa 9 - 1 1 7 O, T
JIOKYMEHTa
IIpoMexyTouHas arTecTauus 3a4ET
Bcero: 72 4 6 4 58 2 3E
Ilpumeuanue: 4 — ¢hopmwr mexywezco roumpons ycnesaemocmu: onpoc (0),

mecmuposanue (T), cumyayuonnas 3adaua (C3), pazoop cumyayuti (PC)

Conepmaﬂne JAUCHHUIIIMHBI

Tema 1. UcTopusi pa3BuTHS 1eJ10NPOU3BOACTBEHHOI c1yxk0b1 B Poccun. Ilpodiaembl
pocTa 10KyMeHT0000poTa

Tpu mepuoma pa3BUTHS NIEIONPOM3BOJICTBEHHOM M CEKpeTapckoi ciry:k0bl B Poccun.
[IpukazHoe aenonpou3BOACTBO. TEXHONOrHsl CO3/laHUs JIOKyMeHTa B mpuka3e. CBHUTKOBOE
nenonpou3BoacTBo. Komiexxckoe nenonpousBojcTBo. ['eHepanbHblii perinament 1720 ropa.
BBeneHue umMHa ceKpeTapckoro u CTPyKTyphl Kanuensipuu. CosnaHue apxuBoB. BpeneHue
npouenypsl perucrpanuu. Co3mgaHue reHepanbHbIX (OPMYISIPOB ISl OCHOBHBIX JOKYMEHTOB.
HcnonHuTenbHoe  J1E€JONMPOU3BOJICTBO.  YBEIUYEHHE  KOJIMYECTBA THUIOB  JIOKYMEHTOB.
VYcnoxxHeHHe TEXHOMOTHH paboThl ¢ qokyMeHTamu. Co3nanue B Poccun mikossl cekperapeil.
[TocnepeBomonimonHass pedopma B o0JacTH paboOThl C JOKyMeHTaMu. Mpaes BBengeHus
0€3perucTpalioOHHOTO JIeJIONPON3BOICTBA. Pa3BUTHE COBPEMEHHBIX «OYMa)KHBIX» TEXHOJIOTHA
paboThI ¢ JOKYMEHTaMH B MIOCIEBOCHHBIN MEPHO/I.

[MonsTrie ”nmokymeHTo000poT”. TeHIEHIMU pa3BUTHI TOKyMeHTooOopoTa. [loHsTHE
“uHdopmarmonHoro Oapbepa”’. [IpoOmemMbl, TOpokKTaeMble POCTOM JTOKYMEHTOOOOpOTaA.
[Ipuumabl pocta AOKyMEHTO0O0poTa. OOBEKTHBHBIE NPUYMHBI POCTa JOKYMEHTO0OOpOTa
CyObekTUBHBIE  TIPUYMHBI ~ pocTa  JOKyMeHTooOopoTa.  CrocoObl  peryaupoBaHUs
JIOKYMEHTO000pOoTA.

KomMmyHukaTiuBHas cucrema opraHu3anuu. PykoBoauTenb - KOMMYHUKATUBHBIM LIEHTP
opraam3anuu. THpopMaImoHHbIe Ieperpy3Ku pykoBoauTems. ONTUMHU3AIUS TOKYyMEHTOIIOTOKOB
B opranmzanuu. OnTUMHU3alus BXOISMIMX JIOKYMEHTOMOTOKOB. MeToa MpeaBapUTEIbHOTO
paccMoTpeHHs JOKyMeHTOB. COCTaBISIOIIME YCHEIIHOCTH MeTona. ONTUMM3ALUs HUCXOIAIMINX
JIOKYMEHTOTIOTOKOB.

Coznmanne KOMIUIGKCHBIX JIOKYMEHTOB. [lenerupoBanue TmpaBa TMOANKHCH YacTH
JIOKyMEHTOB. BBenmeHne W pacnpocTpaHeHHe Oe3MOKyMEHTHBIX (DOpPM JI€JI0BOTO OOIICHHS.
OnTumu3zanusi BHYTPEHHUX JOKYMEHTOMOTOKOB. MeETOJ ympaBieHHs MO OTKIOHEHUSIM.
OnTtumu3zanust THGOPMAIIMOHHOTO O0ECTIeUeHUsI OpraHU3aI|H.

Tema 2. I'CAOY. YCOPA. Yuudpuxauus, dopManiu3anus, CTAHIAAPTH3ALUA
JOKyMEHTAa

Ucropus cozmanus EI'CH. Beenenwe ['COVY - rapanTus onTHMaJbHOCTH PabOTHI C
JOKYMEHTaMH B OpraHu3aluy. Y HU(PHUIIMPOBAHHAS CHCTEMa OPTaHU3aI[IOHO-PACTIOPSAUTEIBHOM
NeATEILHOCTH. YHUPUKAIKS TeKCTa JOKyMeHTa. Tpu crmocoba yHudukanuu tekcra: tpadaper,
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ankera, tabnuua. TpeboBanus k Tpadapery. TpeboBanus k ankere. TpeOoBanus K TabmuIe.
dopmanmzanus HHPOPMALIMU B cUcTeMe yrpasiieHus. CTaHaapTH3anus JOKyMEHTA.

Tema 3. Opranuzanus ciayxo0b1 JJOY

Caiyx0a JOKyMEHTAIlMOHHOTO o0ecreueHns ynpaBieHus B opranuzanuu. Llens co3nanus
cyx6n1 IOV . 3agaun cayx0e1 JIOY. Oynkiuu cinyx0b1 JIOY. Tumsl ciyx6 IOV B pa3nnaHbIx
opranu3anusax. Pacuer konMyecTBa cioyXalluxX M COTpYyAHUKOB ¢ kareropueir MOII B cimyxbe
JOVY st pa3nu4HbIX KaTeropuil OpraHu3aiui.

Tema 4. IlpaBuiia opopmiieHHs1 JOKYMEHTOB

HopmartusHO — npaBoBoe oOecrieueHre paboThl ¢ TOKyMEHTaMU B opranuzauuu. [lonstue
«pexBu3uT», TpedoBanus I'OCT P 6.30-2003. O6mue xapakTepucTUKU. PEKBU3UTHBIN cOCTaB U
cTpykTypa. TpeboBaHMs K TEKCTY JOKYMEHTOB. Mcronp30BaHNEe JOKYMEHTOB B YIPaBICHYECKOM
uukie. KommeHnrtapuii k pabote co CI0KHBIMU PEKBU3UTAMHU.

Tema 5. TexHOJIOTUM perncTPAlMU U KOHTPOJIS UCIIOJHEHUS] JOKYMEHTOB

Henn wn 3amaum co3gaHusl KaHLEIAPUM B OpraHu3anuu. Jlenonpous3BOACTBEHHBIE
orepanuu, Mpou3BoauMble B KaHlensapuu. [lepsuunas oOpaboTka nokymeHTta. Perucrpanus u
UHJIeKcupoBaHue JaokymeHTa. IloBropnas oOpabGorka pokymenTta. CrpaBouHas paboTa 1O
JOKyMeHTaM. Tekyllee XpaHEHHE JIOKyMEHTOB. Pexxum paboThl KaHIENSIpUU Ha IpUMeEpe
TaMOXeHHoro  oprana. Crenuduka  0o0paOOTKM  NPAaBUTEIBCTBEHHOM U CPOYHOM
KOPPECIIOHICHIIHH.

Ilenn perucrtpauuu JOKYMEHTOB B opraHuzauuu. CocCTaBisionIMe IpOLELyphl
peructpauuu. Iloctpoenne WIIC no noxymentam. Tpu tuma WIIC. Kputepum BbiOOpa
ontuManbHod MIIC noxymeHTOB opranuzanuu. CoOCTaBISIIOIIME KOHTPOJISI HCIIOJIHEHUS
nokyMmeHTa. Cuctema KOHTPOJS HUCHOJHEHHs] JOKyMeHTa. KOHTposib CpPOKOB HCIIOJIHEHUS
nokyMmeHTa. KoHTponb kauecTBa MCHOJHEHUS NOKyMeHTa. KOHTposbHas rpynma Kak 4acTb
ciyx0b1 JIOY. OyHKIMKU KOHTPOJIBHO# Ipymibl. $

Tema 6. Opranuzanus padéoTbl ¢ JUYHBIMHM OOpALLEHUSIMH TPA’KAAH B OPraHbl
BJIACTH M YIIPABJICHUS

Ucrtopust pa3paboTKu 3aKOHOJATEILHO-HOPMATUBHOM 0a3bl 1Mo paboTe C JUYHBIMHU
oOpalleHns MU TpaxkJaH B pasinyHble MHCTAaHIMU. [IpreMHas mo nuuHbIM BompocaMm. JInuHble
oOpareHusi rpakJlaH B WHCTAHIMU - crienupuIecKkue ToKyMeHTooOpazoBanus. OcoOeHHOCTH
JIeNIOTIPOU3BOICTBEHHON 00pabOTKH JIMYHBIX OOpalleHuil rpakJaH B UHCTaHIUU. TpeboBaHUs K
paboTe ¢ JTUYHBIMU OOpallleHusMHU rpakaaH. Tunbl TUUHBIX oOpamieHui. JInyHsle oOparieHus
IpaXkJlaH B OpraHbl BIACTHU M YIpaBlIeHUs Kak (akTop oOpaTHON CBSI3U MEX]y YIPaBIAIOLIEH U
YIPABIISIEMON CHCTEMAaMMU.

Tema 7. Opranuzanus cayxo6oii JJOY texkyuiero xpanenus 10okymeHToB. [loctpoenue
HOMEHKJIATYPHI 1eJl. ApXMBHOE XpaHeHHe J0KYMEHTOB

CucremMHOe XpaHEHHUE JOKYMEHTOB - 00s3aTeIbHOE TPEOOBaHUE PAIIMOHAILHON PabOThI C
JOKYMEHTaMu B opraHuzanuu. Jlemo - NepBUYHBIM OKYMEHTHbI komiuiekc. [lpusHaku
3aBesieHUs Aesl. TexHojorusi co3laHus HOMEHKIJIATypbl Jien B opraHu3anuu. HomeHknaTypsl
THUIIOBbIE, IPUMEPHBIE U KOHKpeTHbIE. Benenne HoMeHknaTypbl Jen. CTpyKTypa HOMEHKJIATyphl
nen. HomeHkmaTypa 1en - JOKyMeHT, 00eCTIeYHBAIONINI PallMOHAIBHBIN TOKYMEHTOO0O0pOT.

NudpopmanvoHHble MOTOKH, HWH(POPMALMOHHBIE MAacCHBBI. 3aKOHBl HAaKOIJICHHUS
uHpopmanuu B obmecTBe. 3akoH Mardes 1Mo OTHOIIEHWIO K HAKOIUICHHWIO WH(POpMAIUU B
couuyme. @oHA - cucTeMaTU3UPOBaHHBIA MaccuB. THMBI MH(MOPMAIIMOHHBIX MACCUBOB: apXUB,
My3eil, oubnuoreka. MIx cxoacTBa u pa3inyus.

BenoMcTBeHHBIHM apXuB B opraHu3anuu - MHGopMamoHHslid pona. Opranuszaiys apxusa
B YUPESKICHUU. TEXHOJIOTHs CIIUCAHUs OTPaOOTaHHBIX JTJOKYMEHTOB Ha apXMBHOE XPAaHEHUE WU



Ha YHMYTOXXEHHE. DKCIepTH3a LIEHHOCTH JOKyMeHTa. HekoTopele OCOOEHHOCTH apXHWBHOTO
XpaHeHus: JokyMeHToB. CrnpaBo4yHO-MH(pOpMalMOHHas paboTa apxuBa. ApXHBHas CIpaBKa,
apxuBHasA Konus U T.1. KynapTypHO-TIpocBeTHTENbCKAs paboTa apXuBa.

Tema 8. JInHrBucTHYECKHE 0COOCHHOCTH TEKCTa JOKYMEHTA.

OcobenHocTu OQUITMATBHO-/IETIOBOTO CTUJIA. JIEKCMYEeCKHe OCOOCHHOCTH JTOKYyMEHTA,
CUHTAKCUYECKHEe OCOOCHHOCTH JOKyMeHTa. KynbTypa peud B JOKYMEHTE: HCIOJIb30BaHUE
PaCHICINICHHBIX CKa3yCMbIX, HECKJIIOHACEMBIX CYIICCTBUTECIIBHBIX, KOCBCHHBIX nanemeﬁ
KOJIMYECTBEHHBIX YUCIUTENbHBIX U T.M. TUMHUYHBIE OMIMOKH B TEKCTaX AOKyMEHTOB. CrocoObl
H3JI0KCHUA MaTepuajla B JOKYMCHTAx. OcCHOBHEBIE Tpe6OBaHI/I${ K TCKCTY AOKYMCHTA -TOYHOCTb,
SICHOCTb, TAKOHU3M (hOPMYIIUPOBOK.

JlokazaTelnbcTBO B JIOKyMeHTe. CxeMa JoKa3aTesibcTBa. TpeOoBaHUS K JI0KA3aTeIbCTRY.
Jlormdeckre OmMMUOKA B JOKa3aTeNbCTBaX. PemakTupoBaHHWE apryMEHTAaTUBHBIX TEKCTOB.
Onpenenenne B nokymente. Cxema ompeneneHus. TpeboBanust K ompeneneHuio. Jloruueckue
OIIMOKYU B OMpesieNieHus XK. PegakTupoBanue onpeaeieHuid. DTambl peIakKTHPOBAHUS JOKYMEHTA.
Hcnons30BaHne KOPPEKTYPHBIX 3HAKOB MPH PEAAKTUPOBAHUY JOKYMEHTOB.

Ha camocrostenpayro  pabotry crymentoB mo  guctmmimHe  b1.B.JIB.02.02
«J1enonpou3BOACTBO» BEIHOCATCS CIEAYIOLIUE TEMBI:

Ne Tema Bonpocsl, BeiHOcHMBIe Ha CPC Ounan 3aounas
n/n dopma dopma
1 2 3 4 5

1 | Ucropus pa3BHUTHS
nenonpousBoacTeenno | Paseutue menonpomssonctsa B Poccum. CrocoObt
i cmyxObl B Poccnu. | onmTuMusanum pocta JOKYMEHTOOO0POTA. 0 T
IIpoGmemsl pocra
JIOKYMEHTO000pOTa
2 | Tchoy. YCOPA. Tpu cnocoba yHUpHKaUKA TeKcTa: Tpadaper,
Yauduxarms,
(bopMazaLs, aHkera, Tabmuma. TpeOoBamms K Tpadapery. o T
CTAHAPTH3AIS TpeboBanus k ankere. TpeOoBaHUS K TaOIUIIEC.
JIOKYMEHTa
3 | Opranmsanus ciyx0bl | Bunsl u ¢pynkium ciryx06 JJOY B opranuzanumsx o
J0Y 0
4 OcoOcHHOCTH  OGOPMIICHHS  OTACIBHBIX  BHJOB
[IpaBuia odopmiieHns 0.C3 3
JIOKYMEHTOB JIOKYMEHTOB ,
5 Texymee xpaHeHHE IOKYMEHTOB. PexxuM paboOTHI
TexHonorun KaHIEIIPUM Ha NpUMEpe TaMOXXEHHOTO Oprasa.
peructpanuu n | Cremuduka 00paboTKH CPOYHOM 0 o
KOHTPOJISl WCIOJIHEHHUS! | KOPPECHOHACHINH.
JIOKyMEHTOB
6 Opranmsamust paGoTsI ¢ Jluynbie oOpallleHHs TpaXJaH B HMHCTAHIMK -
JIUYHBIMU cnenupuyeckue JTOKYMEHTOOOPa30BaHHUS.
obpameHnsIMu OcobeHHOCTH IEeTO0NPON3BOJICTBEHHON 00pabOTKH O 0
TpaXAaH B OPIaHbl | myyHpIx 0OpAaleHH IPaXKIaH B HHCTAHIHH.
BJIaCTU U YIIPaBJICHUA
7 | Opraam3anust ciryx00i
A0y TEKyILEero
XpaHeHus JOKyMeHToB. | Jleno, HoMenknarypa nei. Benenne HOMEHKIaTypbl
[MocTpoenue nen. CTpyKTypa HOMEHKJIATYpbI Jel. 0] C3
HOMEHKJIATYypbl  JIell.
ApXUBHOE  XpaHEHHE
JIOKYMEHTOB
8 JlunrsncTirdeckue SI3b1KOBBIE (HOPMYJIIBI OPHUIUATLHO-TETIOBOTO CTHIIS. O, T
0COOCHHOCTH _ TeKcTa ’




JIOKYMEHTa

Tunuunsie TpaMMAaTUYCCKHUE KOHCTPYKIIUN
Oq)HHHaJ'ILHO-)IeHOBOFO CTUIIA

O,T
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4. MaTtepuaJjbl TEKylIero KOHTPOJISl YCIIeBAeMOCTH 00y4aomuxcs U GOoHI OLeHOYHbIX
CpeacTB MO JUCUMUILINHE

4.1. ®opmMbl M MeETOAbI TEKYLIEr0 KOHTPOJISI YCIEBAEMOCTH M IPOMEKYTOYHOMN
aTTecTalMu.

4.1.1. B xome peanmuzamuu gucuumuHel  b1.B.J[B.02.02 «/lemonpous3BoacTBo»
HCTIONB3YIOTCS CIIETyIoNe POPMbI U METOABI TEKYIIIETO KOHTPOJIS YCIIEBAEMOCTH 00YYarOIINXCS:

MeToab! TEKyLIero KOHTPOJIs

Ne ni/m HaunMmeHoBaHue TeM (pa3aesioB)
ycneBaeMOCTH

HcTopus pa3BUTHS IEIONPON3BOACTBEHHOH cyx0bI B Poccum.

Tema 1 VYcTHBIM ompoc
[TpoGieMbl pocTa TOKYMEHTO000pOTa
rcaoy. YCOP/I. Yaudukanus OpMaTH3ALHS o
Tewma 2 A A purars, Gbop T, YcTHBIH ompoc
CTaHJapTH3aIMs JOKYMEHTa
Tema 3 Opraamzanus ciyx6s1 JJOY YcTHBIM ompoc
YCTHBIN 0poC, CUTYallMOHHbIE
Tema 4 IIpaBuna opopmieHnss JOKyMEHTOB poc, cuTyal
3a/aun
Tema 5 TexHONIOruy perucTpaly U KOHTPOJISI UICTIOJIHEHMSI JOKYMEHTOB YcTHBIN onpoc

Opranuszanusi paboThl ¢ JUYHBIMHA OOpAIEHUSIMH TpaXKAaH B

Tema 6 YcTHbIl onpoc
Opradbl BJIACTU U YIIPAaBJICHUA
Opranuzanus ciyx6oit JIOY Texymiero xpaHeHUs JOKyMEHTOB.

Tema 7 Iloctpoenne HOMEHKIATypel Jel. ApXHMBHOE XpaHEHHE VYcTHslit onpoc
JIOKYMEHTOB

Tema 8 JIuHTrBHCTHYECKHE OCOOCHHOCTH TEKCTa JOKyMEHTa YCTHBIH 0npoc, TECTUPOBaHKE

4.1.2. 3ayer mnpoBOAUTCH ¢ NPUMEHEHHEM CJeIYIIINX MeTOJ0B: TECTUpOBaHUS (Ha
HOCJIETHEM 3aHATUH) U YCTHOTO OIpOCa.

K cnaue 3auera mo IMCHUIUIMHE JOMYCKAlOTCS CTYAEHTHI, MOJy4YHMBIINE HE MeHbIIe 60
O0autoB mpu  Tekyuied arrecraiuu. Ilpu mOAroTOoBKE K 3aUeTy CTYJAEHT BHUMATEIbHO
IPOCMATPUBAET BOIMPOCHI, MPEAYCMOTPEHHbIE paboyeil MporpaMMol, W 3HAKOMHUTBCS C
PEKOMEHIOBAaHHOW OCHOBHOM JuTepaTypoil. OCHOBOW Ul cIaud 3a4deTa CTYIEHTOM SBIIETCS
U3y4YE€HHUE KOHCIIEKTOB OO30pHBIX JEKIUI, MPOCIyIIaHHbIX B T€UEHUE ceMecTpa, MHpopManus,
NOJY4YEeHHas B pe3yJibTaTe CaMOCTOATENbHOM pabOThl, M MPAKTUYECKHUE HABBIKH, OCBOEHHBIE MIPU
pEeLIeHNH CUTYallMOHHBIX 3a/1a4 B TEUEHUE CEMECTpa.

4.2. MarepuaJjibl TeKyLIero KOHTPOJISI YCIIeBA€MOCTH.

Tema 1. UcTopusi pa3BUTHSA 1e10NPOU3BOACTBEHHOMH ¢1yk0bl B Poccun. Ilpobaembl
PoOCTa JOKyMEHT0000poTa

Bonpocsl ycTHOrO0 onpoca:

1. Uctopus pa3Butus nenonpousBoacTsa B Poccun.

2. CoBpeMEeHHbIE TEH/ICHIIUU Pa3BUTHS JOKyMEHTOO00pOTA.

3. OObeKTHBHBIC U CYObEKTHBHBIC IPUYUHBI POCTA IOKyMEHTOO00pOTA.

4. CriocoObl COKpalIeHUs JOKyMEHTO000pOTa B OpraHU3aIiH.

Tema 2. I'CHAOY. YCOPA. Yuupuxkauusi, dopmaamszanusi, CTAHIAPTU3ALHUA
AOKYMEHTAa

Bonpocs! 14151 ycTHOr0 onpoca:

1. Coneprxanue noHATui “yHuukanus”’, ’crannaprusanus’, ~hopmanuzanus’”.

2. Vaudukanus TekcTa JOKyMEHTa: aHKeTa, Tpadapet, Tadnuua.

3. TpadapeT kak ciocod yHU(PHUKAUUA TEKCTa IOKYMEHTa

4. Anketa Kak criocod yHU(UKaLUMU TEKCTa TOKyMEHTa

5. Tabnuna kak crocod yHu(pHUKaUu TeKCTa TOKyMEHTa
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Tema 3. Opranuzanus ciayxo0b1 JJOY

Bonpocsl 1J1s1 ycTHOro onpoca:

1. Cnyx6a TOKyMEHTallMOHHOTO 00eCreYeHNs yIIPaBIeHUs B OpraHU3alu
2. Uens u 3amaun coznanus ciyx0s1 JJOY

3. @yskuu cayx6s1 JJOY

4. Tunsl cayx0 JIOY B pazanyHbIX OpraHU3aLUsaX

Tema 4. IIpaBuniia opopmiieHHs JTOKYMEHTOB

Bomnpocs! 1J1s1 yCTHOr0 onpoca:

1. OcHOBHBIE BUBI OPraHU3ALMIOHHO-PACTIOPSAUTEIBHBIX TIOKYMEHTOB.
2. IIpuka3bl: BUIbl, PEKBU3UTHBIN COCTAB

3. IIpoTokoJib

4. CripaBKH

4. Ciy>xeOHbIC U O0BSICHUTENLHBIC 3aTHCKU

Tema S. TexHOJIOIMH PEerucTPALMU U KOHTPOJISI HCIIOJTHEHHUS JOKYMEHTOB

Bonpocsl 1J1s1 yCTHOr0 onpoca:

1. IlepBuunas 06paboTKa T0KyMeHTa. Perucrparus 1 HHAEKCUPOBaHUE TOKYMEHTA.

2. lenu peructpauuu JOKYMEHTOB B opraHuzauuu. CocTaBisioliue MNpoIeaypbl
peructpauuu. Iloctpoenne UIIC mo noxymentam. Tpu tuma HWIIC. Kputepun BbIOOpa
ontumManbHoi UI1C nokyMeHTOB opraHu3aiui.

3. CocraBisroue KOHTPOJId UCIIONHEHUs TOKyMeHTa. CrcTeMa KOHTPOJIS MCIOJHEHUS
JNoKyMeHTa. KOHTpOJIb CPOKOB MCIIOJIHEHUS JOKYMEHTA.

Tema 6. Opranuszanusi padéoTbl ¢ JUYHBIMH OOpalleHUSIMH TPAKAAH B OPraHbI
BJIACTH M YIIPABJICHUS

Bonpocs! 14151 ycTHOr0 onpoca:

1. Ucropusi pa3pabOTKHU 3aKOHOAATEIBbHO-HOPMATUBHOM 0a3bl Mo paboTe C JIMYHBIMU
0OpalIeHUsIMU TPAXKAAH B pa3IMYHbIC HHCTAHIIHH.

2. JIuynHble oOpaleHus rpax/iaH B UHCTaHLIUY - cieln(uKa JOKyMEHTO0Opa30BaHusl.

3. TpeboBanust kK paboTe ¢ INYHBIMU OOPALLEHUSIMU TPaKIaH.

4. Tunsl TMYHBIX OOpaIleHUH.

Tema 7. Opranusanus ciayx06o0i JJOY Tekyumiero xpanenns 10kymeHToB. [locrpoenune
HOMEHKJIATYPBI ej1. ApXUBHOE XpaHeHHe J0KYMEHTOB

Bonpocel 111 ycTHOro onpoca:
[onstre ”neno”. Ilpu3Haku 3aBeCHUS eI
TexHonorus CO3JaHUsl HOMCHKJIATYPbI B OpraHUu3aluu.
BHenpeHne HOMEHKIIATypBI JIelT.
AHann3 KOHKPETHOH HOMEHKIIATypBI € - CAMOCTOSITEIbHAst paboTa.
TexHomorus Ciucanus JOKYMCHTOB B apXUB. 9KCHepTI/I3a LOCHHOCTHU JOKYMCHTOB.
OcoGeHHOCTH 0(OPMIICHHUS ApXUBHOTO JIeTa.
@OyHKIUM apXuBa B OpraHU3anni.
OcobeHHOoCTH PabOTHI C apXUBHOM HHPOPMAITUEH

PR WD =

Tema 8. JInHrBucTHYECKHE 0COOEHHOCTH TEKCTA JOKYMEHTA.

Bomnpocs! 1J1s1 yCTHOr0 onpoca:

1. OcoOeHHOCTH O(UITHATEHO-JICIIOBOTO CTHIIS.

2. KynLTypa pe€un B AOKYMCHTC: HCIIOJIB30BAHHC PACHICIIVICHHBIX CKA3YCMbIX, HCCKIIOHACMBIX
CYIIECTBUTECIIbHBIX, KOCBECHHBIX Halle)Keﬁ KOJIMYECCTBCHHBIX YHUCIIUTCIIbHBIX U T.II.

3. TunuuyHble OMMOKK B TEKCTaX JOKYMEHTOB. CIioCOOBI H3JI0KEHUS MaTepralia B IOKyMEHTaX.

12



4. OCHOBHEIC Tpe60BaHI/I$I K TEKCTY JOKYMEHTA - TOYHOCTD, ACHOCTbD, JIJAKOHU3M (I)OpMyanOBOK.

4.3. OneHo4Hble CpeACTBA ISl IPOMEKYTOYHOM aTTecTaluu
3ayeT MPOBOAUTCS ¢ MPUMEHEHHEM CJIeTYIOIINX METOI0B: TECTUPOBaHNUS (Ha
MOCTIETHEM 3aHATUH) U YCTHOTO OIpoca.
4.3.1. ®opMupyembie KOMIETEHIUHN

Kon
Kon HaumenoBanue HaumenoBaHue 3Tana ocCBOEHUS
KOMICTCHITIH Komnerenmmn JTalta OCBOCHHA KOMIICTCHITHH
KOMIETEHINH
CriocoO6HOCTH TpaMOTHOTO
W3JIOKCHHS CBOMX MEICTEH B
MTUCHMEHHOU dopme npu
COCTaBIIEHUH MW OGOPMIICHUH
CIOCOOHOCTh OCYIIECTBIIATH YIPaBJICHYECKUX  JOKYMEHTOB;
JIEIIOBYI0 KOMMYHHUKAITHIO B YCTHON 3HaHME  TPaBWJI  TOCTPOCHHUS
YK-4 u  THucbMeHHOH — ¢opmax  Ha | YK-4.2.3 YCTHOM M MHCbMEHHOH peuH,
TOCyTapCTBEHHOM (BIX) u MpaBWJI PEUYEBOr0 ITHUKETA MpPHU
WHOCTPaHHOM (BIX) S3BIKAX opraHu3anuu
JIOKYMEHTAITHOHHOTO
oOecrieueHHs yrpaBIeHAS
CIOCOOHOCTh cobpath u Crioco6HOCTH OCYIIECTBIIATh
MIPOaHAIM3NUPOBATH UCXOJIHBIC JTOKYMEHTHPOBaHHE JAHHBIX,
JIaHHBIE, HEOOXOIUMBIE JUTSI pacueTa HEOOXOMUMBIX  JUIsl  pacueTa
IK-1 SKOHOMHYECKUX M  conuanbHo- | [IK-1.2.5 SKOHOMHUYECKMX U COIMaJIbHO-
SKOHOMHYECKUX ToKa3aTene, SKOHOMHMYECKUX  TOKa3arenei,
XapaKTepU3YIOUMX  JEeSTENbHOCTh XapaKTEePU3YIONIUX JIESATEIbHOCTD
XO3SICTBYIOIIUX CYOBEKTOB XO3SHCTBYIOIINX CYOBEKTOB

ITan 0cBOeHHsI KOMIIETEHIIMH

Iloka3zaTeanb oleHUBAHHUA

Kpurepuii onieHuBaHus

YK-4.23

CnocoGHOCT TI'PaMOTHOIO H3JIOXKEHUA | JleMoHcTpupyeT 3HaHMe HOpM U |[COCTaBiseT, aHAIM3HPYET W
CBOMX MBICJIEH B MUCHMEHHON (hopMe TpH | IPaBMII PYCCKOTO SI3BIKA, OCHOBHBIX CHCTEMATH3MPYET  JOKYMEHTHI,
COCTAaBJICHUH u Oq)OpMHeHI/II/I METOO0B JOKYMEHTHUPOBAHUA HeO6XOI[I/IMBIC JUI5]
YIPaBJICHYECKUX JIOKYMEHTOB; 3HaHHUE | MPOpeCCHOHATBHO 3HAYMMOM |OCYIIECTBICHUS

TpaBUII MTOCTPOCHUS YCTHOM u | nHpopManum. npodeccHoHaNbHON
NUCBMEHHOH peuM, npaBui peueBoro | [IpuMeHseT HaBBIKM aHaIM3a M [IESTeNbHOCTH

JTHKETa pu OpraHM3alliM | CHCTEMaTH3allud  Marepuaja B

JIOKyMEHTAI[HOHHOTO obecrieueHus! | MPOPEeCcCHOHATIBHON IESTEIBHOCTH.

yIIpaBIICHUS

IK-1.2.5

CriocobHOCTB ocymecTBisATh | Mcnonb3yer Metoasl coBpeMeHHoro [Odopmiisier pacders ¢ TOMOILBIO
JIOKyMEHTHPOBaHUE JIAHHBIX, | JEJONpPOU3BOJCTBA Ul aHaju3a W [CPEACTB COBPEMEHHOT'0
HEOOXOAUMBIX JUIst pacyera | pacuera KOHOMUYECKHX U |1eJI0NPOU3BOJICTBA.
9KOHOMHUYECKHX u COLMAJIbHO- | COLMAIbHO-9KOHOMHUYECKHX

9KOHOMHUYECKHUX MoKazaTesiel, | ToKasaTened,  XapaKTepH3YIOIINX

XapaKTepU3yIOLUIHX JEATENBHOCTD | JEATeIbHOCTh XO3SHCTBYIOLINX

XO3SIHCTBYIOLINX CyOBEKTOB CyOBEKTOB
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4.3.2 TunoBblie OLlCHOYHBIE CPEICTBA

IIpumep TecTOBOIrO 321aHUA

1.des1onpoU3BOACTBO M IOKYMEHTAIIMOHHOE 00ecreyeHue YpaBJdeHus:
a) pa3IU4aroTCs 00JIACTIMHU UCIIOE30BAHIS;

0) UJACHTUYHBIC IOHTHS,

B) pa3IMYaOTCs BUAAMU OTIEPAIIHIA;

T) pa3nUyaroTcsl MO BHJAM OpPTraHU3aIfi, B KOTOPHIX UCTIOIB3YIOTCA.

2.JlokyMeHT onpeaeJisieTcsl KaK:

a) HOCUTEIh MHPOPMAITUN B CUCTEME YIIPABIICHHUS;

0) uHQopMmanMss Ha MaTepHaTbHOM HOCHUTENlE C PEKBH3UTAMH, IO3BOJSIIONIMMHU €€
UICHTU(DUIIUPOBATH;

B) Ka4eCTBEHHAs XapaKTepUCTHKA YIIpaBlIeHIeCKOi nHpopMany;

I') CBEACHUs, MOATBEPKAAtOIINe (PAKT 00BEKTUBHON JCHCTBUTEIBHOCTH.

3. JIokyMeHT0000pOT onpeaesisieTcsi Kak:

a) COBOKYIHOCTb B3aUMOYBS3aHHBIX IIPOLIEAYD, 00ECIICUHBAIOIINX JBIKEHUE JOKYMEHTOB B
YUpEXKIECHNUH;

0) IMPKYJSIIMSA TOKYMEHTOB OpraHU3aLIH;

B) IOKYMEHTBI OPTaHU3aLlH, HaXOSIINECs B IBHKCHUU;

T') JOKyMEHTOOOMEH OpTraHHU3alluy ¢ BHEITHEH HHPOPMAIIMOHHOM cpeioi, 00ecTieynBatoNIHii ee
s dexTrBHOE (HYHKINOHUPOBAHHUE.

Nk v~

o %0

11.

12.

13.

14.

15.

16.

17.

18.

19.

Bomnpocsb! k 3auery.
JIOKyMEHTOOOOPOT: MMOHATHE, IPUYUHBI POCTA.
Bubl nokyMeHTOB.
JIOKyMEHTBI 110 TTOUCKY, OTOOpY M HaliMy NepcoHala.
Pestome kak nokymeHT. TpeGoBanus K pe3rome. Bumpl pesrome.
Anxkera. TpeOoBaHMS K aHKETE.
Jluct Gecenpl ¢ coucKaTesieM BaKaHCHU.
3asBnenue o mpueMe Ha paboty. IIpaBunma odopmienust 3asBrnenuil. [IpotuBopeuns B
HoAX0ax K 0hOPMIICHHUIO 3asIBJICHUIA.
TpynoBoit 10roBop ¢ pabOTHUKOM: COJIEPKAHUE U MOPAIOK OPOPMIICHHS.
Buner noroBopos. OgopmiieHne Tpy10BOTo JOrOBOPA.

. TpynoBas kHiKKa Kak qoKyMeHT. CojeprkaHue TPYAOBOH KHIDKKH. OdopmiieHre Tpya0Bon

KHIDKKH.

J1enorpon3BOACTBO MO TPYOBBIM KHIDKKAM: MOTy4YEeHHE, YUeT, XpaHeHue, Bblaya paOOTHUKY
IPU YBOJIbHEHHH.

JInunas (ydeTHast) KapTo4Ka U JIMYHOE Je710 paboTHUKA pennpusaTis. ConepskaHue U OopsiIoK
oopMIIeHHs TMYHON KapTOUKH paOOTHHKA.

OcobeHHOCTH cofiepKaHus U 0(pOPMIIEHHS JIMYHOM KApTOUKH FOCYJAPCTBEHHOTO CITy KAIIIero.
OcobeHHOCTH conepkaHusi W OPOpMIICHHS JMYHOM KapTOYKA HAy4dyHOTrO (HAy4dHO-
HeJ[arorM4eckoro) paboTHHUKA.

Coneprxanue 1 IOPSI0K ohopMITEHUSI TMIHOTO Jiela PAOOTHHKA.

INpuka3s xak 1okymeHT. Bump nprikazos. [IpaBuiia paboTsl ¢ MpUKazamu.

OcobeHHoctu coaepkaHusi W Topsaka oO(OpMIICHHS OTAEIbHBIX BHUJIOB IPHKA30B
(pacropsbKeHui ) TI0 TIEpCoHAITY.

Texnonoruu nzaanus npukasos. [Ipoiieaypsl OTMEHBI 1 aHHYJIMPOBAHUS PUKA30B. XpaHEHNE
MIPUKA30B.

Conepxanne U MopsAOK O(opMIIEHHS TOKYMEHTOB IO OTKOMAaHIMPOBAaHMIO IEpCOHAIA.
TexHomoryst MOATOTOBKM KOMAHIMPOBOYHBIX JOKYMEHTOB.

Conepxanne W TOpAIOK odopmileHHs IOKYMEHTOB IO OTIycKaM IHepcoHana. ['padux
oTIycKoB. 3asBrenue 00 ormycke. [Ipukas 06 oTmycke.
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20. ConeprkaHue 1 MOPSIIOK O(OPMIICHHS TICEM TI0 TIEPCOHAITY.

21. ConeprkaHue U OPAAOK 0POPMIIEHUS CITy>KEeOHO-IETOBBIX 3aITUCOK 10 TIEPCOHAITY.
22. CripaBKH IO TIEPCOHATTY: COACPKAHHUE U TIOPSIIOK O(hOPMIICHUS.

23. TexHONOTUYU pPETUCTPALIUU TOKYMEHTOB, KOHTPOJIS UCIIOJIHEHUS JOKYMEHTOB.
24. IlocTpoeHre HOMEHKIIATYPbI JE.

25. ApXMBHO€E XpaHEHUE JOKYMEHTOB

26. SI3bIK 1 CTHIIb JOKYMEHTOB. PelakTupoBaHue JOKYMEHTOB.

27. Yauduxanus, popmanuzanus, CTaHAapTHU3ALUSI JOKyMEHTA.

28. Pabora ¢ koHpuIeHIIMATbHON HHOpMaIen

IIpuMep cuTyallMOHHOM 3a1a4H
TEMA: [IPUKA3
CocraButh M OGOPMHUTH TMPUKA3bl 110 OCHOBHOH JEATEIBHOCTH, HEOOXOJMMBIC B YKa3aHHBIX
YIIPaBJICHYCCKUX CUTYyallUAX.

Cumyauun 1. Komnerns PAO «['azmpom» mocranoBineHuem Ne 12 ot 27 sHBaps Tekymero roma «O
JVKBUZAIMM TIOCNEACTBUMA aBapuM Ha TrasompoBoge B . Cypryre» mnopydwia IOABEJOMCTBEHHBIM
OPEANIPUATHAM, 00CITY>KUBAIOLIUM Ta30MpoBOJ «Mup», MpoBeCTH NPOBEPKY IKCILIyaTALMOHHBIX PaboT U
YCTaHOBUTH MTPUYHHBI aBApPHH.

I'enepanbHbINi TUpeKTOp rocyaapcTBeHHoro npeanpustus «Opraneprorasy (r. Cypryt) Bacunses B.C.
28 sHBaps TEKyIIero roja uzaai npukas Ne 18, B koropom HazHauwi ¢ 29 sHBaps 1o 3 ¢eBpais NpoBeCcTH
NPOBEPKY JKCIUTyaTalMy yd4acTka rasonpoBoza. OH MOpYydYMs KOMHCCHM BBIIBUTH INPUYMHBI ABAPUH U
pa3paboTath MpeIoKeHusI 10 UX JIUKBUIANWH. Pe3ynbTaTel paboThl KoMuccHr 0hOPMHUTD B aKTe K 4 (eBpats.

B cocraB xomuccun BOILIM I1aBHBIH nHkeHep Jlenko M.H. (tipencenatens koMuccnn), CTapIinii Mactep
yaactka CumaxoB A.I1. u umkenep-texuonor Meanos JI.W. [IpoekT npuka3za ObUT 3aBU3NPOBaH HAYaIbHUKOM
OTJIeJIa OXpaHbI TPy/la ¥ TeXHUKHU Oe3oracHocTr JIyraHoBemM C.D.

IlonHBIN KOMILIEKT OLCHOYHBIX MaTCPUAJIOB JJIA HpOMC)KYTOqHOﬁ aTTeCTalluy NpCACTABJICH B
[Tpunoxenun 1 PITJI.

IIkana oueHuBaHuA
[Ipu oLleHMBaHUU PE3YIBTATOB YCTHOIO OIPOCA UCIIOJIB3YETCs CIIEAYIOLIas 1IKajla OLICHOK:

Otanbl ~ KOMIETEHIUHM,  HPEAyCMOTpPEHHbIE  00pa3zoBaTeIbHOMN
nporpamMmoii, cgopMupoBaHbl Ha BBICOKOM YpoBHEe. CBoOoOIHOE
100% - 90% BJIQJICHUE MAaTE€pUaoM, BBIBICHHE MEXIIPEAMETHBIX  CBS3EH.
VYBepeHHOe BiaJeHUWE TOHATUWHBIM  almnaparoM JAMCLUMILIMHBL.
(oTIM4HO) [IpakTrnueckue HAaBBIKU npodeccuoHanbHOM JEeATEIIbHOCTH
chopMUpOBaHbBl ~ Ha  BBICOKOM  ypoBHE.  CHOCOOHOCTH K
CaMOCTOSITEJIbBHOMY HECTAHIaPTHOMY PEIICHUIO IPAKTUYECKUX 33124

Oranbl  KOMIIETEHIIMHM,  [PEAyCMOTpPEHHbIE  00pa3oBaTeNbHOM

IPOrpaMMoii, c(hopMUPOBaHbI JIOCTATOYHO. JetanbHoe
o/ _ %0

89% - 75% BOCIpOM3BeJeHHE YyueOHOro wMarepuana. [IpakTuyeckue HaBBIKU
(xoporro) npoecCHOHANBFHOM  NIEATENbHOCTH B 3HAYUTENBHOM  Mepe
chopmupoBaHbl. [IpHCYTCTBYIOT HABBIKU CAMOCTOSITEIHBHOTO PEIICHHUS

MPAKTUYCCKUX 3aaa4 C OTACIbHBIMU 3JICMCHTAMU TBOPUYCCTBA.

Otanbl  KOMIETEHIUH,  HPEAyCMOTPEHHbIE  00pa3zoBaTeIbHOMN

0/ _ 400 .
74% - 60% nporpamMMmoii, copMHpOBaHBl Ha MHHHMAJIbHOM YpoBHEe. Hamnuwme

MUHUMAaJIbHO JOITyCTUMOI'O YPOBHSI B YCBOGHMM YYEOHOI0 Marepuaia,
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(YIOBIETBOPUTENBHO) (B T.4. B CAMOCTOSTEIBHOM PpELICHUM MPAKTHUECKHUX  3aj]ad.
[IpaxTueckue HAaBBIKU podeccuoHanbHOM JEATEIIbHOCTH
c(OopMHUPOBaHbI HE B MTOJIHOM Mepe.

Otambl  KOMIETEHIMH,  NPEAyCMOTPEHHBIE  00pa3oBaTeIbHOMN
nporpamMmoii, He cpopMupoBaHbl. HeocTatouHbIi ypOBEHb YCBOCHUS

meHee 60% . o
ITIOHATHUHUHOT O annapaTa U HaAaJIN4YHUEe q)paFMeHTapHI)IX 3HAHUMU II0

(HEYTOBJIETBOPUTEILHO

)

aucuuiuinHe. OTCYTCTBHE MHUHUMAJIBHO JONYCTUMOIO YPOBHSA B
CaMOCTOSITEJIbHOM pEIlIeHHM TNpakTHYecKuX 3aaad. llpakTuueckue
HaBBIKHM TPOPECCUOHATIBHOM JI€ATEIbHOCTH HEe C(OPMHUPOBAHBI.

VYpoBeHb 3HaHUI, YMEHUH M HABBIKOB OOY4YaloIIErocs MpU YCTHOM OTBETE BO BpPEMs
IPOMEXYTOUYHOM  aTTeCTallMy  ONPEACNACTCS  OLCHKAMU  «3a4TEHO» WIIM «HE3a4YTEHOM.
Kpurepussmu oneHuBaHus Ha 3adeTe SABISIETCS JEMOHCTPALMS OCHOBHBIX TEOPETHYECKHUX
II0JIO’KEHUH, B pAMKaX OCBAWBAEMOM KOMIIETCHIIMH, YMEHUE IIPUMEHSATD MTOJIyYCHHBIE 3HAHUS Ha
NpaKkTUKe, OBJIAJICHHE HABBIKAMH aHAJIN3a M CUCTEMaTH3aluy HH(POpMaIUK B 00JIACTH KaJpOBOTO
JIEJIONPOU3BOCTBA.

TecTupoBanue
VYpoBeHb 3HaHUI, YMEHUH M HABBIKOB OOY4YaOIIErocs MpPU YCTHOM OTBETE BO BpPEMS
MPOBEJCHUS TEKYIIEro KOHTpous ompexaensercs Oamtamu B nuanazoHe 0-100 %. Kputepuem
OLICHMBAHMUS TP MPOBEACHUN TECTUPOBAHUS, SIBJISETCS KOJIMUYECTBO BEPHBIX OTBETOB, KOTOPHIE
JlaJl CTYJEHT Ha Bompockl Tecta. [Ipu pacuere konuyecTBa 0aioB, MOMYYEHHBIX CTYIEHTOM IO
UTOTaM TECTUPOBAHMSI, UCTIONB3YETCs cienyromas Gpopmyna:

BZEXIOO%,
0

rae b — konudecTBo 6aJ'IJ'IOB, MOJIYYCHHBIX CTYACHTOM IO UTOIraM TCCTUPOBAHUS,
B — xonndgecTBO BCPHBIX OTBETOB, JAHHBIX CTYJCHTOM Ha BOIIPOCHI TECTA,
O- 061.].[66 KOJIMYCCTBO BOIIPOCOB B TECTC.

Pa30op cutyannmoHHbIX 32124

Pemenue cuTyallMOHHBIX 3a7ad OCYIIECTBISIETCS C LIETIbI0 MPOBEPKU YPOBHS HABBIKOB
(B1azieHni) CTyIeHTa MO PELICHUIO IPAKTUYECKO CUTYallMOHHON 3ajauu.

CryneHTy 0ObsBIISETCS YCIOBHE 3a/1a4ll, pellIeHne KOTOPOW OH M3JlaraeT yCTHO.

D¢ (heKTUBHBIM MHTEPAKTHUBHBIM CIIOCOOOM pEIICHUs 3a7ay SBISETCS CONOCTaBJICHUS
PE3yNbTAaTOB pa3perieHns OJHOI0 3aJaHusl IByMs U OoJsiee MaJIbIMU TPYyNIaMy 00y4daromuxcsl.

3amaun, TpeOylolMe W3Y4YeHUS 3HAYMTENbHOTO o0beMa MaTepuana, HeoOXOIUMO
OTHOCHUTb Ha CAMOCTOSITEIIbHYIO pabOTy CTYJIEHTOB, C HEIIPEMEHHBIM pa3z00pOM pe3yJIbTaTOB BO
BpeMs MPaKTHUYECKUX 3aHATUI. B maHHOM ciydae pelieHHe CUTYallMOHHBIX 33734 C TIyOOKUM
000CHOBaHHEM JOJKHO MPEACTABIATHCSA HA MPOBEPKY B MHUCbMEHHOM BH/IE.

IIpn oueHke pemieHMs 3aAad AHAIM3UPYETCS TOHMMAHUE CTYJIEHTOM KOHKPETHOM
CUTyallud, CIOCOOHOCTh OOOCHOBaHHUSI BBIOPAaHHOM TOYKH 3pEHUs, IIyOMHa MpopaboTKu
MaTepuaia, aKTUBHOCTb IPE3EHTAllMU MaTepuaa.

HpI/I OLICHUBAHWU PE3YJILTATOB pa36opa CI/ITyaL[I/II\/'I 1 CUTYAallUOHHBIX 3a/1a4 UCIIOJIb3YCTCA
CJICayronias mKaja OICHOK:

100%-90%  |OTBeT Ha BOIPOC 3ajJaud JaH NpaBWIbHBIA. OOBICHCHHE XO0Ja €€ PCIICHUS
MoIpOOHOE, TIOCIIE0BATEIIEHOE, TPAMOTHOE, C TECOPETUIECKMMHU 000CHOBAHUSMH
(B T.4. U3 JIEKIMOHHOTO Kypca), C MPaBWIbHBIM M CBOOOIHBIM BJIaJICHHEM
TEPMUHOJIOTHEH; OTBETHI Ha JONOJHHUTEIbHbBIE BOIPOCHI BEPHBIC, YeTKHe. B xoe
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MPE3CHTALIMK MaTepuaja WIM MHCICHUPOBKM MPAKTUYECKOM CHUTyalluu
MIPOSIBIICHBI aKTUBHOCTH M HaBBIKU 3()(HEKTUBHONH KOMMYHHUKAIIUH.

89%-75%  |OTBeT Ha BOMPOC 3aJaudl JaH NpaBWIbHbIA. OOBSICHEHHE XOJa €€ peIlCHHS
noJpoOHOE, HO HEAOCTaTOYHO JIOTHYHOE, C SAMHUYHBIMH OIIMOKAMHU B JICTAIISX,
HEKOTOPBIMH 3aTPyJHCHUSAMH B TEOPETUYECKOM OOOCHOBaHMHM (B T.4. U3
JIEKIIMOHHOTO MaTepHaia), OTBETHl Ha JOMOJHUTEIbHBIE BOIPOCH BEPHBIC, HO
HEJIOCTAaTOYHO YeTkKhe. B Xone mpe3eHTalu marepuaia WM WHCIEHHPOBKH
NPaKTUYECKOH CUTyallMd TPOSBICHBI JOCTATOYHAS AKTUBHOCTh W HAaBBIKH
KOMMYHHUKAIHH.

74%-60% |OTBeT Ha BONPOC 3aJaud JaH NpaBWiIbHbIN. OOBSICHEHHE XOJa €€ PCIICHHUS
HEJOCTATOYHO IIOJHOE, HENOCIeNOBaTelIbHOe, ¢  OImMOKamMu, ClIabbIM
TEOPETUYECKMM O0OCHOBaHHMEM (B T.4. JIGKIIMOHHBIM MAaTepHAliOM), CO
3HAYMTEIbHBIMHM 3aTPYJAHEHUSIMH W OIIMOKAMH, OTBETHI Ha JOMOJHHTEIbHBIC
BOTIPOCHI HEJOCTATOYHO YETKHE, C OIMOKaMH B AeTaisax. B xoje mpe3eHTaruu
MaTepuaiia WM HHCIEHHPOBKH IMPAKTHUYECKOW CHTyallMd CJIab0 MPOSBICHBI
AKTUBHOCTH M HABBIKA KOMMYHHKAIIHH.

menee 60%  |OTBeT Ha BOIPOC 3a7aud JIaH HENpaBWIbHBIA. OOBSICHCHHE XO/a €€ PEIICHUS
JAaHO  HEMOJIHOE, HEeIMOCJeoBaTebHOe, ¢ TpyObIMH  oOmuOKamu, 0Oe3
TEOPETHUECKOr0 00OCHOBaHUSA (B T.4. JICKIMOHHBIM MaTEpHAJIOM), OTBETHI Ha
JIOTIOJTHUTEIbHBIE BOMPOCHI HEMPABWIbHBIE WU OTCYTCTBYIOT. B  Xxone
MpEe3eHTAllUd MaTepuajga WIM WHCICHHUPOBKH TPAKTHYECKON CHUTYaIlHH
OTCYTCTBYIOT aKTUBHOCTh Y HABBIKH KOMMYHHUKAIUH.

4.4. MeTtoauyeckue MaTepuaJbl

[Ipouenypa oueHuBaHUS 3HAHUM, YMEHHWI, HaBBHIKOB M (WJIM) OMbITa JEATEIBHOCTH,
XapaKTepU3YIOMINX 3Tanbl (OPMUPOBAHUS KOMIETECHIIUN, OCYIIECTBISIOTCS B COOTBETCTBHH C
[TosoxeHneM o0 TEKyIeM KOHTpPOJE yCIIEBAEMOCTH U NMPOMEKYTOYHON aTTECTal[MU CTYJIEHTOB B
OI'bOY BO PAHXul'C u PernameHnToM 0 6auibHO-peHTHHIOBOI cucteme B Bonrorpanckom
MHCTUTYTE ynpasienus - punmane PAHXul C.
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5. MeToauyeckne yKazaHus il 00yYAOUIUXCS 10 OCBOEHHUIO TUCIHUIIJIMHBI

PexoMeHnganmuu mo IVIAHUPOBAHUIO U OPraHU3allMM BPEMEHH, H606X0}1HMOF0 Ha U3YyYCHHEC
JAUCHHUITINHbI

CrtpykTypa BpeMeHH, He00X0UMOr0 Ha U3y4YeHHe JUCHMUIIIMHbI

dopma U3yueHUs TUCHUTUTHHBI Bpewmsi, 3aTpaunBaeMoe Ha U3yueHUE
JHUCHMILIMHEL, %0
N3ydenue nurepaTypbl, pPEKOMEHIOBAHHOM B 40
y4eOHOU ITporpamme
Pa300op npakTHYECKUX yIpaKHEHUN 1 40
CUTYAIIMOHHBIX IPUMEPOB
N3yueHune TeM, BBIHOCUMBIX Ha 20
CaMOCTOSITEJIbHOE PACCMOTPEHUE
Hroro 100

PexomMeHnaanum no noaAroToBKe K NPaKTHYECKOMY (CEMHHAPCKOMY) 3aHATHIO

[IpakTudeckoe (ceMUHAPCKOE) 3aHATHE - OJHA U3 OCHOBHBIX ()OPM OpraHU3aIUU yueOHOTO
mpoiiecca, MPeCTaBIAoNas co00H KOJJIEKTUBHOE OOCYXKIEHHUE CTYJIEHTAMU TEOPETUYECKUX U
MPaKTUYECKUX BOIPOCOB, PELICHUE MPAKTHYECKUX 3a]ad 0] PYKOBOACTBOM IIPEMNO/IaBaTels.
OCHOBHOH 1I€JIbI0 MPAKTUYECKOI0 (CEMHHAPCKOT0) 3aHATHs SBISETCS MPOBEpKa TIITyOUHBI
MOHMMAaHUS CTYJIEHTOM H3y4yaeMOW TeMbl, y4eOHOro Marepuala U YMEHHUS H3II0XKUTh €ro
COJIEpKAHUE SICHBIM M YETKUM SI3BIKOM, PA3BUTHE CAMOCTOSATEIHLHOTO MBIIIJICHUS U TBOPUYECKON
aKTUBHOCTH Yy CTyAeHTa. Ha mpakTudyeckux (CeMHHAPCKUX) 3aHIATHSX Mpearojaraercs
paccMaTpuBaTh HamOoJiee Ba)KHBIC, CYIIECCTBEHHBIC, CIOXKHBIE BOIPOCHI KOTOpBIE, Hambojee
TPYJHO yCBAWBAIOTCS CTyACHTaMHU. [Ipu 3TOM TrOTOBUTHCA K MPAKTHUECKOMY (CEMHHApPCKOMY)
3aHSATUIO BCET/la HYXHO 3apaHee. [loAroToBka K MpakTHYECKOMY (CEMHHAPCKOMY) 3aHSTHIO
BKIIIOUYAET B ce0sl Cleayrolee:

- 00s3aTeIPHOE O3HAKOMJICHHE C TUIAHOM 3aHATHS, B KOTOPOM COJACPIKATCS OCHOBHBIE
BOMPOCHI, BBIHOCUMbBIE Ha 00CYXKICHUE;

- M3y4YCHHE KOHCIIEKTOB JICKIIMH, COOTBETCTBYIOIIMX pAa3/eiOB y4eOHHMKA, Y4EOHOTO
ocoOwsl, COIep KaHUs PEKOMEHIOBAaHHBIX HOPMATUBHBIX NPABOBBIX AKTOB;

- paboTa ¢ OCHOBHBIMH TEPMUHAMH (PEKOMEHTYETCSI X BBIYUHTH);

- U3y4Y€HUE [IOTOJHHUTEIBHON JUTEpATyphl MO TEME 3aHATHSA, Jenas MpU 3TOM
HEO0OXOMMBIE BBITTUCKH, KOTOPBIE MOHAT00ATCS P 0O0CYKIECHUU HA CEMUHAPE;

- ¢opmynupoBaHHE CBOEr0 MHEHHs MO Ka)KJOMY BOMPOCY U apryMEHTHPOBAHHOE €ro
000CHOBaHHE;

- 3allUCh BO3HUKIIKX BO BpPEMsSI CaMOCTOSITENILHON paboThl ¢ y4eOHMKaMU W HayIHOU
JUTEPATYPHI BOIIPOCOB, YTOOBI 3aT€M HAa CEMUHAPE TOJIYYUTh HA HUX OTBETHI;

- oOparieHre 3a KOHCYJIbTalluel K MpernoiaBaTeiio.

[TpakTndeckre (CeMUHAPCKHE) 3aHATUS BKIIOYAOT B c€0s BBICTYIUICHUS 10 KaKOK-JINOO
CIIOKHOW HMIIM 0CO00 aKTyalnbHOW MpoOiieMe, pacCMOTpPEHHE U OOCYXKICHHE MPaKTHUYECKHX
cutyanuii. Ha mpakThyeckoM (CEeMHHApCKOM) 3aHSATHUU CTYACHT TMPOSBISAET CBOE 3HAHUE
npeaMeTa, KOppeKTUpyeT uH(popmanuio, TOIYyYeHHYI0 B TMpolecce JIEKIMOHHBIX U
BHEAYJUTOPHBIX 3aHATUN, POPMUPYET OnpeesieHHbIN 00pa3 B TJ1a3ax MpenoaaBaTesis, MoaydaeT
HABBIKU YCTHOM PEYU U KYJIbTYpPbI IUCKYCCUH, HABBIKU MPAKTUYECKOTO PEIICHUS 3a/ay.

PexomMeHnaanum no u3y4eHuI0 MeTOIHYECKUX MATEPHAJIOB
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MeTtoauueckue MaTepyabl MO JUCIHUILTAHE MO3BOJIIOT CTYJACHTY ONTHMAIIbHBIM 00pa3oM
OpraHW30BaTh TPOIECC W3YUYEHUS JIaHHOW JUCHUIUIMHBL MeETOoauvecKkne Marepuaibl 10
TUCIUIUIMHE TPU3BAHBI MOMOYBL CTYJEHTY MOHATh CHENU(HUKY H3ydyaeMOro marepuaia, a B
KOHEYHOM MTOT'€ — MAKCUMAJILHO MOJTHO ¥ KAYECTBEHHO €0 OCBOUTH. B mepBy1o ouepeap CTyACHT
JIOJKEH OCO3HATh MpeHa3HAYEeHUE METOIMUECKIX MAaTepUasoB: CTPYKTYpY, LieNu U 3aaauu. s
ATOTO OH 3HAKOMUTCS C MpeaMOyJIoi, OTJIaBICHUEM METOJIMYECKUX MaTEPHAIOB, TOBOPS MHAYE,
OCYILIECTBIISIET TEPBUYHOE 3HAKOMCTBO C HUM. B paszene, MNOCBSIIEHHOM METOAMYECKUM
PEeKOMEHIAIUSIM TI0 HW3YYEHHUIO JAUCIHUIUIMHBI, TMPUBOJSATCA COBETHl 10 IUIAHWPOBAHUIO U
OpraHM3alliil  HEOOXOJMMOTO s  HM3y4YeHUs  JAWCHUIUIMHBL  BPEMEHH,  ONHCAaHUE
MOCJIeIOBATEIILHOCTH ICUCTBUH CTY/IeHTa («CIIEHApUN N3YUYEHUS JUCITUTUTMHBDY ), PEKOMEHIallUH
1o paboTe C IUTEepaTypoi, COBETHI MO MOATOTOBKE K 3a4eTy U Pa3bsICHEHHUS 10 TIOBOY pabOTHI ¢
TECTOBOM CHCTEMOW Kypca W HaJ JOMAIIHUMH 33aJlaHusIMH. B 11e70M JTaHHBIE METOIUYECKUE
PEKOMEHIAINN CITOCOOHBI OOJErYUTh U3YYEHHUE CTYACHTAMU AMCIHUILTUHBI U MTOMOYB YCIEITHO
cmath 3ader. B pasmene, comepxkamieM y4eOHO-METOAMYECKHUE MAaTepUalibl JTUCIUTIINHBI,
COJIepKaHUE TMPAKTUYECKUX 3aHATUH MO JUCHUIUIMHE, CIIOBaph OCHOBHBIX TEPMHUHOB
IUCHHUILINHEL.

PexomMeH1a1lMH 110 CAMOCTOSITEJIbHOI padoTe CTYAEHTOB

HeorbemieMbIM 371eMEHTOM y4eOHOTO mpolecca sBISETCS CaMOCTOsTeNbHas pabora
crynenta. Ilpm camocrositensHOl paboTe AOCTUTaeTcs KOHKPETHOE YCBOGHHE Y4YeOHOTO
MarepHualia, pa3BUBAIOTCS TEOPETUYECKHE CIIOCOOHOCTH, CTOJb BaKHBIE JUIsI COBPEMEHHOU
IIOATOTOBKH CIICLIHMAJIMCTOB. (DOI)MBI CaMOCTOSITEIIFHOM pa6OTI)I CTYACHTOB IO AWUCHUIIIMHEC!
HaluCcaHUe KOHCIIEKTOB, TOATOTOBKA OTBETOB K BOIIPOCAM, UCCIIe0BATeNbCKas paboTa.

3amaHus IS CaMOCTOSITENIFHON pabOThl BKIIIOYAIOT B ce€0Sl KOMIUIEKC aHATUTHYECKUX
3aJJaHUi BBINOJIHEHHE, KOTOPBIX, MPEINojaraeT TIIATEJbHOE H3yYeHHE HAyyHOHM M y4deOHOM
JATCPATYPhI, HIEPUOANICCKUX HSI[aHI/IfI, a TaKKC€ 3aKOHOJATCJIbHBIX 1 HOPMATHUBHBIX TOKYMCHTOB
npeaaraemMelx B 1.6.4  «YueOHas  swuTepaTypa M pecypchl  MH()OPMaIMOHHO-
TEJIEKOMMYHHUKaIlMOHHON CeTH "Uurepuer"”, y4e0HO-METOINYECKOE o0ecrnieueHue
CaMOCTOSITENIbHOW paboThl OOyYarOLIMXCS MO JAUCLUIUIMHE». 3aJaHus MpeJoCTaBIAIOTCS Ha
IIPOBEPKY B II€YaTHOM BHUJIE.

Pexomengauum no padore ¢ qureparypoi

[Ipu usyueHum Kypca yuyeOHOM AMCLUMIUIMHBI 0CO0O€ BHHMaHHUE CleIyeT oOpaTHTh Ha
PEKOMEH/1yeMYI0 OCHOBHYIO M JIOTIOJIHUTEIBHYIO JIUTEPATYPY.

BaxHbIM 371€MEHTOM MOATOTOBKH K CEMUHAPY SABJISETCS TIyO0KOE U3yuyeHUE OCHOBHOM U
JIOTIOJTHUTEIBHOM TUTEpaTyphbl, PEKOMEH0BAaHHOM 10 TEME 3aHATHSI, a TAK)KE IEPBOMCTOUYHUKOB.
[Ipy 5TOM MONE3HO NPOYNUTAHHYIO JTUTEPATYPY 3aKOHCIEKTUPOBaTh. KOHCIIEKT AOKEH OTBEYATh
TpeM TpeOOBaHUsAM: OBITh COJEpPXKATENbHBIM, IO BO3MOKHOCTM KPAaTKUM U TPaBUIBHO
0(OpMIICHHBIM.

ConeprkaTenbHBIM €0 CelyeT CYUTATh B TOM Cy4ae, €CM OH IepellaeT BCe OCHOBHbBIE
MBICJIM aBTOPOB B LICJIOCTHOM BUEC. M310XUTH TEKCT KpaTKO — 3TO 3HAYUT NN€PEaAaTb COACPIKAHUC
KHHUTH, CTaThH B 3HAYMTEIHLHOW Mepe CBOMMHM ClioBaMH. lIpu 3TOM ciemyer mpuaepKUBaThCS
ImpaBujia - 3allMChIBATh MBLICJIIb aBTOpa pa6OTI)I JIMIIb ITOCJIC TOr0, KaKk OHa XOpPOIIO ITOHATA. B
TaKOM CJIy4ae IMOCTaBJICHHAs 11eJ1b OyAeT JOCTUTHYTa. L{uTHpOBaTh aBTOPOB N3ydyaeMbIX padoT (¢
00s13aTENbHON CCBUIKOM HA MCTOYHHK) CIIEAYET B TEX CIIyYasX, €CIIM HaJO 3alHChIBaTh OYCHb
Ba)KHOE ONpE/ICIICHNE UIU TTOJIOKEHUE, 0000IAIOIINI BBIBOI.

Baxxno u BHenHee ohopMiieHne KOHCIIEKTa. B ero Havase Hal0 yka3aTh TEMy CEMHHApA,
JIaTy HaIMCAaHUs, HA3BaHHS JINTEPATypPHBIX HICTOYHUKOB, KOTOpPBIE Oy IyT 3aKOHCIIEKTUPOBAHBI.
['myOoxkas camocrosiTesnbHas paboTa HaJl HUIMH O0OECIIEUUT YCIEIIHOE YCBOEHUE U3y4aeMoi
JMCIUTITHHBL.
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OgHuM W3 BaXHEMIIMX CPEICTB CEPbE3HOIO OBJAACHMS TEOpUEH  sABIAETCA
KOHCneKmupoeanue nepeoucmoyHuKoe.

Jlnst cocTaBiieHHs KOHCIIEKTa PEKOMEH/IyeTcsl CHavaja MpoYnTaTh paboTy LEIUKOM, YTOOBI
YSICHUTB €€ 0OIIuil cMbICT U coiepkanue. [Ipr 3ToM MOKHO c/ieniaTh IOMETKH O €€ CTPYKType, 00
OCHOBHBIX TIOJIOKEHHUSX, BBIBOJAX, HAJO CTapaTbCsi OTIMYAaTh B TEKCTE OCHOBHOE OT
BTOPOCTENIEHHOT'0, BHIBOJIBI OT apIyMEHTOB U J0Ka3aTeNlbCTB. ECM ecTh HeMOHSATHBIE CII0Ba, HAJ0
B SHIUKJIONEAMYECKOM CJI0Bape HAalTH, YTO 3TO CIOBO 0003HAYaeT. 3aKOHYMB YTeHHe (maparpada,
TJIaBbl, CTAThU) HAJI0 334aTh cebe BOMPOCHI Takoro poja: B yuem rimaBHas Mpiciab? KakoBbl OCHOBHBIE
3BEHb JI0KazaTesbeTBa ee? UTo BeITekaeT U3 yTBepkaeHui aBropa? Kak 3To cormacyercs ¢ Tem,
YTO YK€ 3HaeTe O MPOYNUTAHHOM U3 IPYTHX UCTOUHUKOB?

SlcHOCTP M OTYETIIMBOCTH  BOCHPHSATHSL TEKCTa 3aBUCHUT  OT MHOTOIo: OT
COCpPEIOTOYEHHOCTH CTYAEHTa, OT TEXHUKH UTEHHUs, OT HACTOMYMBOCTH, OT SIPKOCTHU
BOOOpaXeHUs, OT TEXHUKU (PUKCUPOBAHUS MPOYUTAHHOTO, HAKOHELl, OT 3PYAULIMU — O0Iel U B
KOHKpETHO paccMaTpuBaeMoii mpoobieme.

Pe3ynbraToM nepBOHAYalIbHOTO YTEHUS JOJKEH ObITh IPOCTOU NIaH meKcma u 4uemkoe
npeocmaenienue 0 HeEACHbIX Mecmax, OTMEYCHHbIX B KHure. [locne mnpeaBapuTenbHOrO
O3HAaKOMJIEHUS, ITPU TIOBTOPHOM YTEHHUHU CIEAYET 6bl0€UMb OCHOGHbBIE MbICIU A6MOPA U UX
pa3BUTHE B MPOU3BEIACHUM, OOPATUTh BHUMAaHHE HA OOOCHOBAHUE OT/AEIbHBIX IMOJIOKEHHH, Ha
MeToabl U (opMBl JOKazaTeslbCcTBA, HauOojee spkue mpumepsl. B xome 53Toil paboThI
OKOHYATEJIbHO OTOMpaeTcss MaTepuai IS 3alluCu U OIpEJAeNsieTcs] €€ BUA: MJIaH, Me3Uchl,
KOHCcneKkm.

[Inan 3T0 KpaTKuii, MOCIEI0BaTENbHBIN NEpPEeYeHb OCHOBHBIX MBbICIIEH aBTOpa. 3amnuch
IIPOYUTAHHOTO B BUJI€ TE3UCOB — 3HAUUT BBIIBUTH U 3alMCATh ONOPHBIE MBICIH TeKCTa. PazHuna
MEXJy IUJIAaHOM W Te3UucaMH 3aKJIKYaeTcs B CIEIYIOIIEM: B IIJJaHE MBIC/Ib Ha3bIBaeTCs (CTaBb
BCErJa BONPOC: O YeM TOBOpUTCs?), B Te3ucax — (opMyiaupyercss — (4TO UMEHHO 00 3TOM
roBopurcs?). 3amuch OIOPHBIX MbBICIAEH TEKcTa BaXKHa, HO IIOJIHOTO MPEACTaBIEHUS O
IPOYUTAHHOM HAa OCHOBaHHMM I1OJOOHOW 3alMCH HE COCTaBUIlb. BaKHO OCMBICIUTDH, KaK aBTOP
JIOKa3bIBa€T CBOIO MbICIIb, KaK YOEXJaeT B HCTHMHHOCTH CBOUX BBIBOJOB. Tak BO3HHKAET
KOHCeKT. dopMa 3amucu, Kak Mbl YK€ OTMETWIH, YCJIOXKHSAETCS B 3aBUCUMOCTU OT LEJIed
paboTHI: TJIaH — O YeM?; TE3UChl — 0 4YeM? YTO UMEHHO?; KOHCIIEKT — O 4eM? 4TO HIMEHHO? Kak?

KoHcnekr 3T0 KpaTkoe IOCIEN0BaTENbHOE H3JIOKEHHE coaepxkaHus. OCHOBY €ro
COCTaBJIsieT IUJIaH, TE3UChl M BHINUCKU. HemocTtaTku KOHCHEKTHUPOBAHUS: MHOIOCIOBHE,
LIUTUPOBAaHUE HE OCHOBHBIX, a CBA3YIOIUX MBICIEH, CTPEMIIEHHE COXPAaHUTh CTUIMCTHUYECKYIO
CBSI3aHHOCTb TEKCTa B yIIepO €ro Joruueckoi crpoiHocTH. [IpuctynaTh K KOHCIIEKTHPOBAHUIO
HEOOXOJIMMO TOTJA, KOTJa CIIOKWJINCh HAaBBIKM COCTABJIEHMS 3allUCH B BHJE Pa3BEPHYTOrO
NOJIpOOHOrO IJIaHa.

dopma 3anmucH NpHU KOHCIEKTUPOBAHMM TPeOyeT 0co0Oro BHUMAHHMS: BAXKHO, YTOOBI
COOCTBEHHBIE YTBEP)KICHHS, Pa3MbIIUICHUS HAJ MPOUYUTAHHBIM, YETKO OTAEISUINCH NP 3aMUCH.
Pa3syMHee BBIHOCUTH CBOM IOMETKHM Ha INUPOKHE TOJIS, 3alIUCHIBATh HA HUX JONOJHUTEIbHBIC
CIPaBOYHbIE JIAHHBIE, IOMOTAIOLINE YCBOCHUIO TEKCTA (AaTa COOBITUS, YIOMSIHYTOTO aBTOpaMUu;
CBEJIEHUS O JIMIe, HA3BaHHOM B KHHIE; TOUHOE cojJepxaHue TepMHuHa). Ecin koHcnekTupyercs
TEKCT BHYIIUTEIBHOIO 00beMa, HE0OXOJUMO YKa3bIBaTh CTPAHUIIBI KHUTH, KOTOPbIE OXBAThIBAET
Ta WJIN UHAs 4aCTh KOHCIIEKTA.

Jnst ynoOcTBa TOJB30BaHWS CBOMMH 3alMCAMH BAaKHO O3arjIaBUTh KPYIHBIE YacTH
KOHCIIEKTa, INOAYEpKUBas 3a2ono6ku. CleqyeT NOMHUTh O HAa3HAUYEHUU KPacCHOM CTPOKH,
CTPEMHTBCS K YETKOM TpaduKke 3ammceil - ycTymaMmu, KOJOHKaMHu. V3marate TiIaBHBIC MBICIH
aBTOpa M HX CHCTEMY AapryMEHTOB - HEOOXOJUMO MPEUMYIIECTBEHHO CBOMMM CIIOBaMH,
nepepadarbiBasi TakuM 00pa3oM HH(OPMAIMIO,— TaK MPOXOAHWT ySICHEHHE €€ CyTH. MBICIb,
(bpasbl, MOHATHIE B KOHTEKCTE, MOTYT ITpHOOpecTH Gosiee MpoCTpaHHOE U3loKeHue B 3anucu. Ho
TEKCT OPWUTHHANA CBEPTHIBACTCS, W CTYAEHT, OTpabaThIBasi JIOTMYECKOE MBINUICHUE, YUUTHCS
BBIJICJIATH IJIaBHOE M 0000I11aTh OJAHOTUITHBIE CYKJICHUS, OAHOPOIHbIE pakThl. Kpome Toro, nenas
3aIMCH CBOMMH CJIOBaMH, 0000IIasi, CTyIEHT YYUTCS MMCbMEHHOM peun.
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3HaHue o0Iel CTpaTeruy YTeHUs, TEXHUKU COCTAaBJICHHUE IJIaHA U TE3UCOB ONpEAEIseT U
TEXHOJIOTHIO KOHCTIEKTHPOBAHUS

e BHuMaTeNbHO YWTaTh TEKCT, MOMYyTHO OTMeYas HEMOHSATHbIE MeCTa, HE3HAKOMBIE
TEPMUHBI U IOHATUSA. Botnucamsy na nonsa 3HaueHue OTMEUSHHBIX TTOHATHIM.

e [lpy mnepBOM UTEHHMH TEKCTa HEOOXOIUMO COCTAaBUTh €r0 HPOCMOU NildaH,
HocJeI0BaTeIbHbBIN MepeYeHb OCHOBHBIX MBICIIEH aBTOpa.

e [Ipu NMOBTOPHOM YTEHUU TEKCTa BBIACIATH CUCHMEMY OOKA3AMENbCME OCHOBHBIX
MI0JIO’KEHUM paboThI aBTOPA.

¢ 3aKIIIOYUTENLHBIN 3Tall paOdOTHl C TEKCTOM COCTOUT B OCMBICIIEHUH PaHEee OTMEUYEHHBIX
MECT U UX KPaTKOU MOCIe0BaTEIbHON 3aIUCH.

e [Ipy KOHCHEKTUPOBAHUU HYXHO CTPEMUTBCS 6bIPA3UMbL MbICAb AGMOPA CEOUMU
cnoeamu, 3TO TIOMOTaeT 0oJiee TIIyOOKOMY YCBOSHHUIO TEKCTA.

e B pamkax pa0OoThl HaJ TNEPBOUCTOUYHUKOM BaXEH YyMENbll oméop uumam.
Heo6x0a1M0 y4uTBIBaTh, HACKOJIBKO SPKO, OPUTUHAIIBHO, CKAaTO M3JI0’KeHa MbICb. LluTtupoBatsb
HEOOXOJUMO T€ CY)KIIECHHsI, Hd KOTOpPBIE BIIOCIICACTBUN BO3MOKHA CChUIKA KaK Ha aBTOPUTETHOE
U3JI0)KEHNE MHEHUS, BHIBOJIA 110 TOMY WJIM HHOMY BOIIPOCY.

KoncnektupoBats 11e51ecoo0pa3Ho He Ha OTACIBLHOM JIMCTE, a B OOIIeH TeTpaar Ha OJHON
crpanune jucta. OOOpPOTHAs CTOpPOHA JIUCTa MOXKET OBITh HCIIONB30BaHA Ui JIONOJHEHUH,
HEOOXOJIMOCTh KOTOPBIX BBIACHUTCS B JayibHeWmieM. [Ipy KOHCIIEKTHPOBAaHWH JIUTEPATyphI
ClIe/lyeT OCTaBHUTh IIMPOKHUE IOJIS, YTOOBI 3amucaTh Ha HUX IUIaH KOHcekTa. Ilons mMoryTt ObITh
WCTIOJIb30BAHBI TaKXKe JIJISI 3aITMCH CBOMX 3aMEYaHUi, JOMOJTHEHHA, BOTIPOCcoB. [Ipu BeICTYIUICHNH
Ha CEMUHAape CTYAEHT MOXET T[0JIb30BAThCSI CBOMM KOHCIEKTOM JUIi LIUTHPOBAHMSA
MIEPBOMCTOYHMKA. Bce y9acTHUKM 3aHATHS BHUMATENBHO CITYIIAOT BBICTYIUICHHS TOBApPHUIIEH IO
rpyIine, OTMEYaOT CIIOPHBIE UM OIIMOOYHBIE MTOJI0KEHUS B HUX, BHOCAT ONPABKH, PEICTABIISIOT
CBOM perieHust 1 000CHOBaHUS 00CYKIaeMbIX TTPOOJIEM.

B koHI1e ceMuHapa, Kor/a mpernoiaBaTesb 3aHATHs MOABOAUT UTOTH, CTYJCHTHI C YU€TOM
PEKOMEHAANNH PEeTo1aBaTeNsl U BRICTYIIICHUH COKYPCHUKOB, JOMOTHSFOT HITH UCTIPABIISIOT CBOH
KOHCIIEKTHI.
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6. YueOHas 1uTepaTtypa U pecypcbl HHGOPMAIHMOHHO-TEJIeKOMMYHHKANMOHHOM CeTH
"UHTepHeT", yueOHO-MeTOAUYECKOE 00eceueHrne CaMOCTOSITeIbHOM PadoThl
o0y4arommxcst N0 JMCHUIIHHE

6.1. OcHoBHas uTEpaTypa.

1. T'punbepr A.C. JlokyMEHTaIlMOHHOE OOCCIICUCHHUE YIpaBICHHS [DIEKTPOHHBIA pecypc|: YUeOHUK.—
OJIEKTPOH. TEKCTOBBLIE  JaHHEIE. — IOHHUTU  JAHA. - 2012. Pexxum  pmoctyma:
http://www.iprbookshop.ru/10497.— 3BC «IPRbooks», mo mapoutio.

2. Kyszuenor W.H. [lenonpou3BoacTBo [DNEKTPOHHBIN pecypc]: yueOHO-cIipaBoYHOE mocobue. - M.:
Hamxos u K. — 2014. Pexxum nocryna: http://www.iprbookshop.ru/586 — 3armn. ¢ skpana.

3. Ky3nenop M.H. JlokyMeHTamOHHOE OOECIIcUeHNE YIPaBIeHUS W JIEIOMPON3BOACTBA: YUCOHUK IS
bakanaBpoB. - M.: M3a-Bo HOpaiit; U] FOpaiit. — 2012.

6.2. JlonoJiHMTEIbLHAS JIUTEPATypa.

1. TI'BaeBa U.B. [lenompous3BoactBo [DaeKTpoHHEIN pecypc]: crmpaBounuk.— Mmunck: TerpaCucremc,

Terpanur. Pexxum nocryna: http://www.iprbookshop.ru/28072.— 5BC «IPRbooks».

2. Jemymmna O.H. Kagposoe nemomnpoussoctso. Bonrorpan: nza-so Bonrorpaackoro gmmana ®I'bOY
BITIO PAHXuI'C, 2014, 128 c.

3. Kynses H.H. lokymeHnToBeaeHUe [ DNEKTPOHHBIH pecypc]: yueOHUK— DIEKTPOH. TEKCTOBBIC

nannele. — M.: Jloroc. — 2012. Pexxum nocrtyna: http://www.iprbookshop.ru/9082.— 3bC «IPRbooks»,

TI0 TTapOJII0

4. Mensenea O.B. OCHOBBI JOKYMEHTAIIMOHHOTO O0ECIICUCHUS YIIPABICHUS [DIEKTPOHHBIN pecypc]:

yuebHoe nmocobue.— DIJIEKTPOH. TEeKCTOBBIE NaHHbIE. - KpacHomap: FOKHBIH MHCTUTYT MEHEIKMEHTA. —

2011. Pexxum moctyna: http://www.iprbookshop.ru/9565.— 3BC «IPRbooksy, mo maporo.

6.3. YueOHO-MeTOAMYECKOE 0O0ecTIeYeHHe CAMOCTOSATEILHON PadoThl.

1. 3axapoBa JlokyMeHTaMOHHOE oOeclieueHHE YympaBlieHHUs [DIEeKTPOHHBIA pecypc] : y4deOHO-
pakTAYeckoe nocodue. M.: EBpasuiickuii OTKpBITHIH HH-T. 2012

2. KouuaeHumanbHoe JENONPOU3BOJCTBO M  3alIMIICHHBIA JJIEKTPOHHBIM  JOKYMEHTOOOOpOT
[Onexrponnslii pecype]: yueonux/ H.H. KynsieB [u ap.].— Dnextpon. TekcToBbie JanHbie.— M.: Jloroc,
2013.— 452 c¢.— http://www.iprbookshop.ru/586

6.4. HopmaTuBHBIE IPaBOBbIE JOKYMEHTHI.

1. TOCT P6.30-2003. «YHubUIUPOBAHHAS CHUCTEMa OPraHU3AMHMOHHO-PACTIOPAIUTEIHHOMN
JokyMeHTanuu. TpeboBaHus K 0pOPMIICHHUIO IOKYMEHTOBY. ¥ TBEPK/CH U BBEJICH B JICHCTBUE C
01.07.2003 mnocrtanoBnenueM ['ocranmapra P® ot 03.03.2003 Ne 65-ct. - M.: Uzg-Bo
cragaapTos, 2003

2. KsanmukannoHHBIN CIIPaBOYHHK JTOJDKHOCTEH cayxamux. — M., 2001.

3. Jenonpou3BoACTBO U apxuBHOe nieno. Tepmunsl u onpeaenerus. [OCT P51141-98. - M., 1998.

1. OcHOBHEBIE IpaBwIIa paboTeI TocyAapcTBeHHBIX apxuBoB CCCP. — M., 1984.

2. OcHOBHBIE MpaBUIIa PadOTHI BEIOMCTBEHHBIX apXuBOB. — M., 1986.

3. CnoBapb COBPEeMEHHON apXUBHON TEPMHUHOJIOTHH COLMATUCTHUECKUX cTpaH. - M., 1982, 1988.
6.5. MuTepHeT-pecypchl, CIPABOYHbIE CUCTEMBbI.

1. www.management.com.ua - IlHTepHeT nmopras /i yIpaBiIeHIEB.

2. www.garant.ru — ['apaHT.

3. www.consultant.ru - Korcynerant-I1lmtoc.

4. dic.academic.ru/searchall.php - CiioBapu U SHIUKIIONEIUH.

5. glossary.ru - Ciyx0a TeMaTH4ECKHX TOJIKOBBIX CJIOBApEi.

6. www.zipsites.ru - budbnmorexa 3KOHOMHUYECKOH U yIIpaBICHYECKOW JTUTEPATYPHI.

7. www.sf—online.ru — JlemoBoii xxypHan «CeKpeT GUPMBD».
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http://www.iprbookshop.ru/586

7. MaTepuajbHoO-TeXHHYecKas 0a3a, HTHPOPMALMOHHbIE TEXHOJIOTMH, IPOrPAMMHOE
olecrieyeHue U MH(POPMAIHOHHBIE CIPABOYHbIE CHCTEMbI

MatepuanbHO-TEXHUYECKOE 0OecriedeHre TUCIIUIUINHBI BKIIOYaeT B ceOsl:

- JIEKIIMOHHBIE ayJTUTOPUU, 00OPYJOBAHHBIE BUCOMPOCKIIMOHHBIM 000pPYIOBAHUEM IS
MIPE3EHTALNM, CPEACTBAMHU 3ByKOBOCIIPOU3BEACHUS, IKPAHOM;

- TIOMEILEHUs JJIS IPOBEICHUSI CEMHUHAPCKHUX U MPAKTUYECKUX 3aHATUI, 000pyI0BaHHbBIE
y4eOHOI MeOebo.

JucuuninnHa noajaepkaHa COOTBETCTBYIOIIMMH  JIMLICH3UOHHBIMU  IIPOTPAMMHBIMHU
nponykramu: Microsoft Windows 7 Prof, Microsoft Office 2010, Kaspersky 8.2, CIIC I'apanr,
CIIC KoncynbTaHT.

[IporpamMmMHbIe cpeacTBa obecriedeHust y4eOHOro MpoIiecca BKIIOYAOT:

- IporpaMMbl ipe3eHTanoHHo# rpaduxu (MS PowerPoint — a1 TOAroToBKU CllaiiioB U
Mpe3eHTalN);

- TekctoBbie peaakTopsl (MS WORD), MS ECXEL — st Tabnuil, AuarpaMm.

By3 ob0ecneunmBaeT Kakmoro oOydJaromierocss padodnM MeCTOM B KOMIIBIOTEPHOM Kiacce B
COOTBETCTBHUU C 06’LCMOM N3y4acMbIX JUCHHUILUINH, O6CCHC‘H/IB36T BbIXOJ B CETh HHTCpHeT.

[Tomemenust Uil CaMOCTOSATENBHOH  pabOThl  OOYYAIOIIMXCS  BKIIOYAIOT  CJICIYIOILYIO
OCHAILICHHOCTh: CTOJIbI AyAWUTOPHBIC, CTYJbS, JOCKH AyJAUTOPHBIC, KOMIBIOTEPHl C MOJKIIOYCHHEM K
JIOKaJIbHOW CETH MHCTHUTYyTa (BKJIIOYasl MPaBOBbIE cUCTEMBI) U MIHTEpHET.

Jns u3ydeHus ydeOHOM IUCIMIUIMHBI HCIOJNB3YIOTCS aBTOMATH3UPOBaHHAs OHOIMOTEUHAsS
MH(POPMALIMOHHAsT CUCTEMa U JJICKTPOHHBIC OUOIMOTEUHBIC CUCTEMBI: «YHHBEPCHTETCKasi OHOIMOTEKA
ONLINEY, «2nextpoHHO-0nOmmoTeuHas cuctema minaarensctBa JIAHDbY, «DnexTpoHHO-OnbGnmnoTeyHas
cucreMa wuzgarenbcTBa «lOpaiiT», «OnekrpoHHO-OnOnMuoreunass cuctema I[PRbooks», «Hayunas
anekrponHas oubnmnorexka eLIBRARY» u mp.
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[Ipunosxxenne 1
DOoH/IbI OLICHOYHBIX CPEACTB IPOMEKYTOYHOM aTTeCTaAlMU

no JTMCIHMIIJIMHE «I[CJIOHI)OI/[SBOZICTBO»

Tema 1. UcTopusi pa3BUTHSA 1€10NIPOU3BOACTBEHHOMH ¢1yk0bl B Poccun. Ilpodaembl
pocTa JOKYMEHT0000poTa

Bonpocsl ycTHOro onpoca:

1. Ucropus pa3Butus aenonpousBoactsa B Poccun.

2. CoBpeMEHHbIE TEH/ICHLIUU Pa3BUTHS IOKYMEHTOO00pOTA.

3. OObeKTHBHBIC U CYObEKTHBHBIC IPUYUHBI POCTA JIOKyMEHTOO0O0pOTA.

4. CniocoObl coKpalieHus JOKYMEHTO000pOoTa B OpraHU3aliy.

Tema 2. I'CAOY. YCOPA. Yuuduxauus, dopManusanus, CTAaHIAPTH3AMUSA
AOKYMEHTAa

Bonpocs! 14151 ycTHOT0 onpoca:

1. Coneprxanue noHaTuil “yHudukanus”’, ’crannaprusanus’, ~hopmanuzanus’”.

2. VHudukanus TekcTa JOKyMEHTa: aHKeTa, Tpadapet, Tadnuua.

3. Tpadapet kak criocod yHUPUKAIIUN TEKCTa TOKyMEHTa

4. AHkeTa Kak criocod yHH(UKALMU TeKCTa T0KyMEHTa

5. Tabnuma kak cnocod yHu(pHUKaUU TeKCTa TOKyMEHTa

Tema 3. Opranuszanus ciayxos1 1OY

Bonpocsl 1151 ycTHOTr0 onpoca:

1. Cnyx0a JTOKyMEHTAIIMOHHOTO 00ECIICYEeHHUS YIIPAaBICHHS B OpraHU3aluU
2. lenb u 3amauun co3ganus ciayxosr [JOY

3. @ynkun cayx0er JI0Y

4. Tunbl cmyx6 JIOY B pa3nuuHbIX OpraHU3aIusax

Tema 4. IlpaBuiia opopMiIeHUS TOKYMEHTOB

Bonpocsl 1151 ycTHOro onpoca:

1. OcHOBHBIE BH/JIbI OPraHU3aLUOHHO-PACIIOPSIAUTENBHBIX IOKYMEHTOB.
2. Ilpukasbl: BUAbl, peKBU3UTHBIN COCTaB

3. IIpoTokoJibl

4. CripaBKu

4. CiiyxeOHbIe U 00BSICHUTENbHBIE 3aTUCKU

CuTyanuoHHbIE 321a41
CTyZneHThl CaMOCTOSITEIbHO TOTOBAT JOKYMEHTBI, HCIOJNb3yeMbIE B YIpPaBICHUYECKON
npakTuke. [loAroTOBICHHBIE MOKYMEHTHI O0OCYXIAloTcs B rpymnmne. Pe3ynbTarhl: moiydeHue
HOBBIX 3HaHHMM, COBEPILIEHCTBOBAHUE KOMMYHHUKATUBHBIX HABBIKOB, PA3BUTUE HABBIKOB BEIACHUS
COCTaBJICHUS I[OKyMeHTOB.

TEMA: IIPUKA3
CoctaButh M O(OPMHUTH MPHKA3bl II0 OCHOBHOW JAESTENBHOCTH, HEOOXOOMMBIE B YKa3aHHbIX
YIPABICHYECKUX CUTYaLHsAX.

Cumyayua 1. Konnerns PAO «l'azmpom» moctaHoBineHneM Ne 12 ot 27 sHBaps Tekymero roga «O
JYMKBUIALMK TIOCIEICTBUN aBapuy Ha rasomnpoBoze B I. Cypryre» mopydmia IOABEJOMCTBEHHBIM
OpPEANIPUATHIM, 00CITY>KUBAIOIIMM Ta30MpoBOJ] «Mup», MPOBECTH MPOBEPKY IKCILTYaTAlIHOHHBIX padoT
YCTaHOBUTH ITPUYMHBI aBapHU.
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['eHepanpHbIid qUpeKTOp rocynapcTBeHHoro npeanpuatus «Opraneproras» (r. Cypryt) Bacuises B.C.
28 sHBaps TeKymero roja u3nan npuka3 Ne 18, B koTopoM HazHauwi ¢ 29 sHBaps 1o 3 (eBpas mpoBecTH
IPOBEPKY JKCIUTyaTalluy yd4acTka razonpoBoja. OH NOPYYMJ KOMHCCHUM BBIABUTH IIPUYMHBI aBapuu M
pa3paboTath peAIoKeHNS 110 UX TUKBUAAIMHU. Pe3ynbraTsl paboTel kKoMUcCcHH OPOPMHUTH B akTe K 4 (heBpartst.

B cocraB xomuccun BOILIM IaBHBIH nHkeHep Jlenko M.H. (ipencenatens koMuccnn), cTapIiuii MacTep
yuactka CumakoB A.I1. u nmxenep-texuosor Meanos JI.W. [IpoekTt nmprkasa ObLT 3aBH3UPOBaH HAYATBHUKOM
OTJIeJIa OXpaHbI TPy/Ia ¥ TeXHUKHU Oe3onacHoctu JIyraHoBemM C.D.

Cumyayus 2. Ilo tutany paboTel Ha Tekymuii rox JlemaprameHT oOpasoBanus IIpaBurenbcTBa MOCKBBI
JIOJDKEH TIPOBECTH 3aHATHS TI0 TMOBHIIICHNIO KBAM(PHUKAINN KypaTOpOB MYHHLIMITAIBHBIX IIKOJBHBIX OKPYTOB
Ha Temy: «[IpoOsieMbl yripaBleHUs YIpeKICHUSIMU 00pa30BaHusl B YCIOBHUSIX PHIHOYHOH SKOHOMUKI.

JenapraMeHT NOpy4riI MOAYMHEHHOMY €My MOCKOBCKOMY WHCTUTYTY IOBBIIICHHS KBATU(PUKAIMU
paboTaHrKOB 00paszoBanust (MUIIKPO) oprann3oBaTh Takoe 00yUdeHHE.

TEMA: ITPOTOKOJI
CoctaButh ¥ O(QOPMUTH  TNPOTOKOJIBI, HEOOXOAUMBIE B  CIEAYIONIMX YIpPaBIEHYECKUX
CUTyaLMsAX:

Cumyayusa 1. 15 centabpsa Tekymero yueOHOro roa COCTOSsIIAaCh CTyAEHYECKas HaydHas KOH(EepEeHIH
(hakynbTera yrpaBieHus, Ha KOTOPO# MPHUCYTCTBOBAIM NPENOAaBaTeNI U aCTUpaHThI (hakyabTera (Bcero 85
yenosek). [Iporokon Bena nncnekrop yuebHoi yactu Cemenosa T.C. Kondepenuus Obuia nmocpsieHa
npobieMaM M3y4eHHS! TEKCTOBOTO AOKyMEHTHpoBaHus. JlOKaJ Ha 3Ty TeMy clenana CTyAeHTKa 3 Kypca
nmuaeBHoro otaeneHuss CemenoBa E.K. 3amaBanmuch BOMpPOCHI O BpPEMEHH TMOSBICHUS MHUCHMEHHOCTH H
W3BECTHBIX MEPBBIX PYKOIIMCHBIX JOKYMEHTAaX.

B oOcyxaenun noknana MpUHSIN ydacTue Tpoe y4acTHUKOB KoH(pepeHtwu. [lerpos JI.K., crynent 4
Kypca JHEBHOTO OT/ENEHHs, BHICKA3aJl COMHEHHE, MO)XHO JIM HCTOPHIO MHUCHhMEHHOCTH HA4YHMHATH C
JOHaYepTajIbHOTO crocoba mepenaun uHpopmauuu? BtopeimM BeicTymmn acnmpanT Kyssmun JIB.,
OTMETHBILIHUHA YETKOCTb M3JIOKEHHS MaTepHaia JOKIAIIMKOM, TOYHOE ONPEAEIICHHE UM UCTOPHIECKHX PAMOK
KKIOro 3Tama pa3BUTUSI NHUCbMEHHOCTH. OH MNOAYEPKHYN AaKTYaJbHOCTh H3Y4YE€HHS OCOOEHHOCTEN
NpUMEHEHHsI THKTOrpa)Mueckoro INHCbMa B COBPEMEHHBIX YCIOBMSX TNepeaaud uHpopManun. B
BeIcTyIUIeHHH AxumoBa [.C., cTymeHTa 3 Kypca OHEBHOTO OTHENICHHS, OBUIO MOJYEPKHYTO 3HAUCHHE
HU3YYEHUs JPEBHEUIINX JOKYMEHTOB, B TIEPBYIO OUepe/lb TIOKyMEHTOB JpeBHeil Pycu.

Ha xoHdepeHimun ObUIO cienaHo Tarkke ocoboe cooOlieHHe achupaHTa Kadeaphbl JOKYMEHTOBEICHUS
Cunoposa A.K. o cocrase pykonuceit Kympanckoii o0mmab1. B cooOriennn ObLIo yIeeHOo BHUMAaHUE YCTaBy
OOLIMHBI - JOKYMEHTY O CTPYKTYpE, COLMaIbHOM CTPOE, HUICOJOTHYECKUX MPEICTaBICHUSAX U 00
OpraHW3aIUH yIIPaBICHUSL.

Bein 3amaH Bompoc, Kak MOTJIM COYETAaThCS JEMOKpaTHYECKHE NPHHLUIBI OpraHu3aluy OOIIMHBI
(meMokparryeckas npoleaypa n30paHust JOIKHOCTHBIX JIMIL) CO CTPOTMM JUCHUITIMHAPHBIM YCTABOM..

Utorn muckyccuu Oblnu noxaseneHs! IlpencenareneM - 3aMecTUTeNeM JeKaHa [0 Hay4yHOH pabore
Bsnogoit JI.W. Ona roBopmia 0 3Ha4Y€HUU U3YYEHUS UCTOPHUHM MUCHMEHHOCTH Il TOHUMAHHUS POIU
JOKyMEHTa M OOLIECTBEHHOH >XM3HH, O HEOOXOOUMOCTH OpraHU3alUH W MPOBEACHUS MOJOOHBIX
KOH(EpEeHITUH cHilaMu BCeX Kadenp dakybTeTa.

bbu1o pemeHo o100puTh HaydHBIN JOKIA] U OTMETUTh €r0 BHICOKHMI HAaYYHBIH YPOBEHb, IPOCUTH
JeKaHaT BKJIIOYNUTH TEKCT JOKJIaAa U cOOOmEeHUS U COOPHUK HAYYHBIX TPYAOB (paKkyabTeTa, MOPYy4YHUTh
npeaceaaTeno KOH(QEepeHIUH cO34aTh MOCTOSHHBIM OPrKOMHTET HO OpPraHU3aldd U MPOBEICHHUIO
HAyYHBIX CTyJeHYeCKUX KoH(pepeHIni K 1 OKTAOps TeKyIIero roaa.

Cumyayusa 2. 22 HOA0ps TeKyllero roja COCTOSJIOCH YETBEPTOE 3acelaHHe IpaBJICHUs
aKIMOHEPHOTO 00IecTBa « dHepromamicmopTy. OOCy)Iaaruch BOIPOCH O MIOCTABKE 3a pyOek TypOUH,
KeJIe3HOAOPOKHOT0 000pyTOBaHUS, TIOABHKHOTO COCTaBa M 00 OpraHU3ally BTOPOTO BBITyCKa aKIUH.
C cooOmenrneM 00 3KCmopTe BHICTYNWI NpelacenaTeNb NpaBieHUs - reHepalbHblil aupekrop [loramos
N.0. OH mepeuncnun 3aKIIOYECHHBIE OOIIECTBOM KOHTPAaKTHI Ha MOCTaBKYy TypOowH B Kanamy u
JKEJIE3HOIOPOKHOTO 000PYIOBaHMS U TIOJBIKHOTO cocTaBa B cTpaHbl JlatnHcko AMepuku. Hazan
TakXe KOHTPaKThl Ha MOCTaBKy oOOpymoBaHMS ISl d3JeKTpocTaHuwmii B Mekcuke, ['peunn,
Aprenatune. OOIIECTBO 3aKOHYIIIO MOHTaX TYpOWH naecsTH OJOKOB dieKkTpocTaHmuu u Kwurae,
Y9acTBOBAJO B CTPOUTENHCTBE TyHHENA 1oj Jla-MaHmeM (IOCTaBIIsI0 METAIIOKOHCTPYKIHH). USTeHBI
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MIpaBJICHHUS 3a4aJId BOTIPOCHI, BBIIEPKUBAIOT JIM POCCUIICKHE TOBAPHI KOHKYPEHIMIO HA MUPOBOM pBIHKE,
€CTb JI1 TPOOJIEMBI B TOA00PE KaAPOB CIELHATUCTOB.

B orBere Ha mepBbIl BONPOC IPEACENATENb IPaBIEHUS IOAYEPKHYJ, YTO TSDKEIOoe
000pyAOBaHUE M0JIB3YETCS YCTOMYMBBIM CIIPOCOM 32 PyOEk oM, B IIPHHIIUIIE OHO KOHKYPEHTOCIOCOOHO
I1a MUPOBOM PBIHKE, [TpaBJla, B HEKOTOPHIX CIIydasX HY>KJAeTCs B yCOBEPIIEHCTBOBaHUS.

O nmpoOneme KaapoB NpeacesaTelb IpaBiIeHUs CKa3al, YTO COTPYIHUKH OOIIECTBAa UMEIOT OIIBIT
paboThl B IPOMBIIIJIEHHOCTH M BO BHEIIHEW TOProBjie M, KaK MPaBWJIO, UMEIOT JBa OOpa3OBaHUS -
TEXHUYECKOE M BBICIIIEE KOMMEPUYECKOE.

IIo BTOpOMYy BOmpoOCy THOBECTKHM IHsS (HHAHCOBBIH nupektop obmectBa Hukomaer II.H.
BBICTYIIHJI C COOOIIeHHEM 00 OpraHm3allHd BTOPOTO BBIMTyCKa akiud OH OTMETHJI, YTO KaXIbIi
aKIIMOHEP 3aMHTEPECOBAH B TOM, YTOOBI BJIOKEHHBIE JIEHbI'M NpUHOCHIN NpuObUE [loaTOMy
OONBIIMHCTBO CUMTAET, YTO CPEACTBA LieJecOO0pa3Ho BJIOXHTH B pPa3BUTHE AKIMOHEPHOTO
o0mecTBa, a UMEHHO B BBIIYCK aKIU.

Cumyayua 3. 20 Mas Texylero roja Ha 3aceJaHUd MECTHOTO KOMHUTETa MNpodcoro3
MuHuCcTepCcTBa CONMANBHON 3amuThl PO 00Cyxnanuch BOMPOCH OpTaHU3alUK OTIPABKHU JeTel Ha
OT/ABIX U BBIICJICHHS CAHATOPHBIX MyTEBOK COTPYIHUKAM MHUHHCTEPCTBA.

Brna 3acnymana nngopmanus npeaceaarens Mmectkoma [lnuytuna I[1.C. o Tom, 4TO B Hiojde AeTen
BbIBe3yT B [loaMockoBHBINA nareps beikoBo B oqHy cMmeHy. COOp W OTIIpaBKa JeTell Ha3HadeHHI Ha 6
ntons B 10 yacoB y T1aBHOTO BXO/ja B 3/JaHNE MUHKCTEpCTBa. BricTynmBimii unen mectkoma Crumopos K.C.
MPEIIOKIII BBICTHTH BEIOMCTBEHHBIE aBTOOYCHI, a HE 3aKa3bIBaTh UX B aBTOIMApPKE.

O pacnpeneneHun MyTeBOK B caHatopuil «bepe3oBas pomia» caenan cooOLIeHHE YJieH MECTKOMa,
npejceaareyib KOMUCCUM MO colcTpaxoBaHuio I'muceeB H.M.. KOTOpbIM cka3ai, 4TO B CaHATOPUU
«OpOHMPOBaHBI MUHUCTEPCTBOM 24 MeCTa, YTO TO3BOJIUT YAOBIETBOPHUTH MPOCHOBI BCEX HYKIAIOMIUXCS
COTPYAHMKOB, HAMMMCABIINUX
3asBIECHUS.

MecTKOM pemua BBIETUTh NYyTEBKH B CAHATOPHUH BCEM HYXJIAIOIMMUMCS B JIEYEHUHU
COTpYJHUKAM MHHHUCTEPCTBA, HAMMCABUIUM 3asBICHUA, @ TAK)KE MOPYUYMI 3aMECTUTENI0 MECTKOMa
KproukoByllO.cocTtaBuTh cnucku gered mo oTpsiaam10 HIOHS U OpPraHM30BaTh HCIOJIb30BAaHHE
BEIOMCTBEHHBIX aBTOOYCOB.

IIpoTokon 3acenanus Bena kazHauedd M3zoTosa B.C., Ha 3acejaHUN NMPHUCYTCTBOBAIHN BCE UJIECHBI
Mectkoma - [Tnayrun I1.C., Cunopos K.C., Pactopryesa 1.C., Auapeesa M.K., Kprouxos I1.O.

Cumyayua 4. Ouznueckue nuna 3anecoB Errenunii Anexkcanaposud, MunakoB bopuc bopucosuu,
3anecoa Banentuna Eroposna, llleBapaun Hukomait HukutoBuu m bornanos Huxosait MBanoBuu
co3Jany KOHCYJBTAaTHUBHO-TIOCpeNHNYECKoe mpennpusatue «MUI» ¢ ropuaudeckum cTaTycoM
TOBApHUIIIECTBA C OTPaHUYEHHONW OTBETCTBEHHOCTHIO. [IpennpusTue 3apeructprupoBano JIeHWHTpaACKUM
(unranom MOCKOBCKOH perucTpalimoOHHON najaThl 7 ampens TeKyIlero roja mno aapecy: Mocksa, yi.
CmonwHas, 1. 17, xopm. L.

10 ampesnst Ha 3acelaHUM MPaBIEHUSA, COCTOSILEr0 UX YUPEAUTENeH, pacCMaTPUBAINUCh BOIIPOCH
00 yTBEpKIICHHH TUIaHA Pa3BEPTHIBAHUS CATEIBHOCTH MPEANPHITHS Ha TEKYIIUN TOJl U O Ha3HAYCHUHU
3anecoBa E.A. Ha nomxHOCTH aupekTopa. HasHaueHuwe OupeKTopa COCTOSIOCH E€AMHOTTIACHO IO
npennoxenuo b.b.

3anecoB E.A. cuen HeoOX0IMMBIM Ha4aTh ACSATEIBHOCTD IPEANPHUATHS C OKa3aHUS KOMMEPYECKUX
U HMH()OPMAaMOHHO-IOCPEAHUYECKUX YCIYr IO JOrOBOpPaM C MPOU3BOJACTBCHHBIMH (UPMaMH U
MPEICTaBUI MOAPOOHBIH MIaH.

Unen mpasnenus lllesapnwma H.H. BpIickazanm MHEHHE O HEOOXOIMMOCTH BKJIIOUHTH B ILIaH
COBMECTHYIO JESTENbHOCTh C TYPUCTHUYECKUMHU PUPMaMU T. MOCKBBI

[IpaBnenune pemmso wiaH yTBEPAUTh U 3acaylIaTh OTYET O €ro BhIoJHEHUH | okTa0ps. [Iporokon
3acemanus npapieHus noanucaaun MunakoB b.b. u 3aneco3aB.E.

Cumyayua 5. 8 wW0OIg TEKYLUETOo Troja 3aMECTUTENb T'€HEPaJbHOrO AMPEKTOpa XO3pacueTHOI'O
oObenuHeHus «lleHTp Hay4YHO-TEXHHUYECKHX CBs3ei» PoCCHIICKON TOpPTOBO-IIPOMEBIIIIICHHON MaNaThl
Axono P.C. poBern coBemanue pykoBoguTesneil oTeinoB u ciryx6 (13 denoBek) 06 OCHOBaHUH HOBBIX
MPeICTaBUTEILCTB HHOPHUPM B T. MOCKBe.

On nepeuncnui HazBaHus 10 ¢upM, BEIpa3sUBILUX >KEJAHUE OTKPHITH CBOM NPEACTaBUTEILCTBA, U
Ha3BaJl yCJIOBMS 3aKIIIOYEHUS JOTOBOPOB - IPEJOCTABJICHUE XMWIbsi COTPYIHHKAM M HOMEILEHUH IIOA
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TOPTrOBBIC 3aJibl M OQUCH. Peanu3anus 3THX YCIOBHUN CACPKUBACTCS H3-32 OTCYTCTBUS CBOOOIHBIX
moMeInieHni B LleHTpe MexayHapo HOH TOproBiau Ha KpacHompecHeHCKO HabepeKHO.

Ha Bompoc, kakue o0s3aTeNpCTBA TOJDKHO B3ATh Ha ce0s o0neaunenue, Axornos P.C. oTBeTHi, 9T0
OHO MOJXET PEILIUTh BOIPOCH MPOCKTUPOBAHMSI, OPraHU3AlUNA PEMOHTHO-PECTABPAIIMOHHBIX PabOT U
HOBOTO CTPOUTENbCTBA. LleHTpanbHBIM aqMUHUCTPATUBHBIN OKPYr T. MOCKBBI BBIISITHII HEXKUIIBIC
MOMENICHUS] W yJacTOK 3€MJH AJS CTPOUTEIhCTBA OOBEKTOB CEPBHUCHOTO OOCIYXHBAaHUS H
MPEICTAaBUTEIIHCTBA HHOPUPM.

Ha coBenranuu ObUIO PEIICHO HAYATh MOATOTOBKY K 3aKJIFOUCHHUIO JIOTOBOPOB ¢ MHO(upmamu ¢ 1
CEHTSOPS TEKYIEero rojia (OTBETCTBEHHBIN - Ha9aJ IbHHUK TOTOBOPHO-TIpaBoBoTO oTaena Cumonos E.C),
a Kk 15 uionga BceMm oTAenaMm M ciyx6aM o0bequHEHHUS pa3paboTaTh M MPEACTAaBUTH IJIAHBI U
HEOOXOJMMYI CMETHO-(DMHAHCOBYIO JOKYMCHTAIIMIO Ha PEKOHCTPYKIMIO, CTPOUTEIBCTBO U
AKCILTYaTalHIO 3aHUi U TIOMEIIEHUH ¢ TPUBJICUSHUEM HHOCTPAHHBIX U POCCHICKIX WHBECTOPOB.

CoBemanrie  TPOTOKOJIUPOBAIOCH CEKpETapeM 3aMECTHTENI TeHEPaTbHOTO  JIHPEeKTopa
Tumoddeesoit H.H.

Cumyayua 6. Ha Btopom 3acenanmm CoBera aupekTopoB CeBepo-BocTo4HOTO aKIMOHEPHOTO
kommepueckoro 60anka (CBAK-bank, r. Maranan, yiu. [Iponerapckas, n. 25) 10 uroHs TeKymero roja
o0cyKaanach cTpaTerus pa3BUTHs OaHKa BO BTOpoM monyroguu. [IpencenarenscTBoBas NMpe3HACHT
CBAK-banka f6mokoB C.C., npucyrcrBoBas unenbl Coeta ['onuapos [1.H., ®unaros C.I1., JleGenen
A.T'., Xmenesckuii U.C.

S6nokoB C.C. npencTaBuil MPOEKT 00bEJUHEHHUS TOJIOBHOTO 0aHKa U BCeX €ro (pUINaioB B €AMHYIO
OpPTaHU3AIMOHHYI0 CHUCTEMY, OOECIIEUEHHYI0 MOJIEMHOH KOMIIBIOTEPHOW CEThI0 W MOIIHBIMH
CpeJCTBAaMHU CBS3M, BKIIOUas CHYTHUKOBYIO. EpwHas wHQOpMannoHHAs CHCTEMa YCKOPHT
OCylIeCcTBIIEHHE BceX OaHKOBCKUX omepaunuid. OOpasyeTcs MOIIHBINH OaHKOBCKHI KOHLEPH, KOTOPBIH
MOJXET B3ATh Ha ce0s HWHBECTUPOBAHHE MPOMBIIIJICEHHOCTH M Hay4YHBIX MPOEKTOB HE TOJBKO B
pernonax CeBepo-Boctoka, Ho u B [lenTpansHoit Poccun.

Bune-npesuaent 6anka I'ongapos I1.H. cooOumn, uro 6ankoBckas cucrema CBAK ycranaBnmBaer
KOHTaKT ¢ Oupskamu. [Ipu yuactuu ctpyktyp CBAK-banka nenaBHo coznana MexayHapoaHas Oupxa
HE3aBUCHMON HayKH, OPTaHH3aTOPOM KOTOpPOH BBICTYNHJI OAMH W3 yupenuteneld Oanka - Jlura
HE3aBUCHMBIX YICHBIX.

Hupexrtop ¢punuana 6anka B r. Xabaposcke Muuypos H.II. roBopusn o He0OOX0IUMOCTH y4acTHs
B Pa3BUTUU KOMMEPYECKHX CTPYKTYp - HPEANPUATHH HOBBIX (HOpPM COOCTBEHHOCTH M (HOHIOB, B
COCTaB YUPEIUTEJICH KOTOPBIX HMEET IPaiic BXOJAUTH OaHK.

CoBeT TUPEKTOPOB PElIN OPraHU30BaTh Pa3pabOTKy KOHIENINU CO3/1aHus OaHKOBCKOTO KOHIIEpHA
CBAK-banka (oTBeTcTBeHHBIN - ipe3uneHT S10mokoB C.C.) k 1 aBrycra TeKymicro roja.
[Iporokoir 3acenanus Bena cekperapb CoBeTa qupekTopoB (1o qopkHOoCTH) baba HoBa M.

Cumyayua 7. 16 mapta TEKyIIEro rojila COCTOSUIOCh BTOPOE 3aceIaHUe MpaBICHUS TOBAPHUIIECTBA C
OTPaHMYEHHON OTBETCTBEHHOCTHIO MAIOro npeanpusitust «MeuTay», MOCBSILIEHHOE YTBEPKIACHUIO pa3Mepa
(horna 3apabOTHOM MIATHI TSI COCTABIIEHHS IITATHOTO PACTIMCAHUS MIPEINPHUITHSI Ha BTOPOIl KBapTall.

I'maBHbIf Oyxrantep npennpustus CmupHoBa H.B. 3auurana nmpoexT mTaTHOrO pacluCaHUs
1 000CHOBaJIa MPOLEHT yBeIWYeHUs HoHa 3apaOOTHOH IIaTHI.

Unen npaBnerns ArtoHoB ['.C. BpIckazasics 3a yBenmuueHue (oHma 3apaboTHOH miaTel Ha 25% u
COOTBETCTBYIOIIEE YBEIMYEHNE CTABOK JOJKHOCTHBIX OKJIAJ[OB.

Hupexrop mpeanpusatust 3omotapeB E.W. pacckaszan o mnaHax ¥ HampaBiIeHUSX NPUOBIIM B (OHA
Pa3BUTHUS MPEANPHUATHS U BO3MOKHOCTH YBEIHIUTH (POH/ 3apabOTHOH TUIaThl TOJNBKO Ha 20%.

[IpaBnenne pemmio yBeanuuTh (GoHJ 3apabOoTHOM TUIaThl BO BTOPOM KBapTalie TeKyiero roaa za 20%
Y IOPYYHUTh JUPEKTOPY YTBEPAUTH IITATHOE pACIHCaHNE TPEATPHUATHS.

Pemenue Ob1I0 IPUHATO eIMHOTTIACHO BceMH wieHamu npasienus (3onorapes E.M., Aatonos I'.C.,
Cenesnes W.I1., Sxosnes I1.T. u ['ankua M.M.).

[IpoTokon moxamucaH mpeacenarTeneM mpaBieHus 3onotapeBsiMm E.WM. u cekperapem (mo
noinkHocT) MuTnaoi O. T

Cumyayusn 8. 23 oxTsA0ps TEKYyIIEro rojla COCTOSIIOCH OUYEPETHOE BOCHMOE 3aceaHNe KOMUCCUH

npu [IpaButenbcTBe MOCKBBI 1O KYJBTYpe, HCKYCCTBY M OXpaHE HUCTOPHYECKOTO HaCleausi o cynnoe
MEMOPHAIBHBIX COOPYKEHUN 3MIOXU TOTATUTAPU3Ma, PACIIONOKEHHBIX B IEHTPEe MOCKBEI.
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B cocraBe komMuccHM Ha MOCTOSHHON OCHOBE paboTaroT 25 4eloBeK, MpeIceaaTesieM sIBISCTCS
akanemuk Hesnamos 3.B., cexkperapem - mpodeccop CoxonoB B.A.

Ha 3acemanmn mpucyTtctBoBaim 21 dleH KOMHCCHH, a TaKKe MpHUIJameHHble -3aMEeCTUTEINb
HavYaJlbHUKA FOCYAaPCTBEHHON MHCTIEKIIUUA OXPAaHbl TaMITHHUKOB

TEMA: CIIPABKA

Cumyayusa 1. ] npoBepKH BRIIOTHEHMS TU1aHa oOecniedeHus: Poccuiickoro areHTcTBa MeKIyHapOAHOTO
COTPYJHAYECTBAa M PA3BUTHS KOHTOPCKOM MeOenmbio W 000pyJOBaHMEM HavalbHUK |JIaBHOTO yrpaBlieHUS
MarepuanbHO-TexHn4eckoe obecrieuenusi CepernH B.I. mopyumn riaBHOMy OyxranTepy ympaBIeHHUS
Mapkogy I1JI. npencraButh cBeeHUsI, A7 KAKUX YIPABJICHUH areHTCTBA U KaKUe BUIBI KOMILIEKTOB MeOen
1 000pyIoBaHMs OBLTH 3aKyIUIEHBI B | 11OITy) OJTHH TEKyIIero roja

HeobOxomnMo ykazaTh Takke KOJHUYECTBO KOMIUIEKTOB, WX CTOMMOCTH (B pyOJISTX M BAIIOTE), MECTO
YCTaHOBKH (HOMeEpa CITy>KEOHBIX TIOMEIIICHHIA)

CaeneHus1 ObUTH NIPECTABIICHBI 3 HIOJS TEKYILIETO rojia

Cumyayua 2. [Ins TOATOTOBKM TOJOBOTO OTYETa 3aMECTUTENh pyKoBoauTens JlemaprameHTa
NPOMBIIIJIEHHOCTH W ToTpeOuTensckoro  poiHkKa IIpaButensctBa Mocksbl babun U.C. mopyumin
BBIUMCIIUTENIFHOMY IEHTpy (HadanbHUK meHTpa - llomoB JL.U.) moAroToBWTH CHpaBKy O HAJIMYUK U
NOTPeOHOCTH JIeIapTaMeHTa B BEIYMCIIUTEIBHON TEXHUKE.

OH notpeboBan mpencTaBuTh JaHHBIE O (akTnueckoM Hannuuu B BIl mammH enunoii cepun OBM,
MaJbIX BBIYMCIIUTENIBHBIX MAllMH, IEPCOHATBHBIX KOMIIBIOTEPOB B CTPYKTYPHBIX HOIpa3AeieHUsIX
JenapraMeHTa, a TaKKe O KOJMYECTBE BHICOTEPMHHAIIOB W ABTOMATH3UPOBAHHBIX PabOYMX MeECT
COTPYIHUKOB, CBA3aHHbIX ¢ Bl nmuHMAMU CBS3H.

BII nomxen Obul Takke NPEACTaBUTH CBEAEHHS O MOTpeOHOCTH ammnapara [1aBka B mpHoOpeTeHNH
HOBBIX WJIH 3aMeHe ycTapeBImx DBM Bcex THUIIOB, a Tarxoke MOTPEOHOCTh B IPHOOPETEHHH MarHUTHBIX JMCKOB,
0apabaHOB 1 BUACOMATEPUAIIOB ISl 000PYIOBAHHMS HOBBIX aBTOMATU3UPOBAHHBIX PAO0OYHX MECT

CBeneHust IOTKHBI OBITH IPECTAaBIIEHBI K 25 1eKa0psi TEKYLIEro roaa.

Cumyayusn 3. Kanuenspus Ynpasnenus nenamu lIpasutensctBa MockBsl (HauanbHUK - Ocun 11.B.)
00paTuiICsS B KOHTOPY onToBOM Toproiau Ne 6 JlemapTrameHTa MPOMBINIUICHHOCTH B IIOTPEOUTEIIBCKOTO
PBIHKA C IPOCHOOH MOATOTOBUTH CIIPABKY O HAJTMYUU B KOHTOPE JIJIS MPOJIAXKH M0 OC3HATMYHOMY pacyeTy
CPEJICTB OPTTEXHUKH, KOHTOPCKOW MeOeu 1 000pyI0BaHuSI.

B cnpaBke HE0OX0MMMO COOOITUTH MapKH M KOJIMYECTBO IMHUINYIIUX MAIUH, MUKPOKaJIbKYJISTOPOB,
YePTEKHOTO 000PYI0OBaHMS, KOHTOPCKOH Mebemnu, kanoprudepoB, KaHIEIIPCKUX TIPUHAIICKHOCTEH.

VYnpasstonuii koHTopoit Ne 6 ®demopoB C.M. MoAroToBHa W MPEJCTABHI B OOIIWI OTHAEN BCHO
MH(OPMAIIHIO TT0 COCTOSIHUIO Ha | CEHTAOPS TEKYIEeTo roja.

Cumyayus 4. YrpasneHue nenaMu MuHHCTEpCTBa TOIUIMBA U SHepreTuku PO (Ynpasnsiomuii nenamu -
Ucaes B.H.) nanpasmio B HUU «Kayuyk», moguuHsIOmIMIACS MHUHHUCTEPCTBY, MHCBMO C NPOCHOOH
COOOIIMTE CBEJEHUS O COCTaBe M O0BEME TOKYMEHTOOOOpOTa HHCTHUTYTa 3a Mpornemmwid rof. Jlms
Pa3paboTKH eMHON CHCTEMBI JJOKYMEHTAIIMOHHOTO 00eCTIeYeH s YIIPABJICHUS] B MUHUCTEPCTBE TPEOOBAIOCH
MPENICTABUTH [0 COCTOSHUIO Ha | SHBapsi TEKYILETO T0/ia CIEIYIOILYI0 HHPOPMALHIO:

o0umit 00beM JOKYMEHT0000pOTa 3a IOl (II0JydaeMble, OTIPaBIsieMble M BHYTPEHHHUE JOKYMEHTHI);

KOJINYECTBO JOKYMEHTOB, IIOCTYIHBIIHX M3 MUHICTEPCTBA, B TOM YHUCIIE TeX, Ha KOTOPbIE TPeOOBaIICs
OTBET WJIU MOJTrOTOBKA KAKUX-TNOO0 JPYTUX JOKYMEHTOB;

KOJINYECTBO JOKYMEHTOB, MOCTYNUBIINX U3 APYTHX YUPEKACHUN U NPEIIPUATHIA OTPACIH, B TOM
YHCIIe TeX, HA KOTOPBIE TPEOOBAIICS OTBET;

KOJIMYECTBO JTOKYMEHTOB, IMOCTYNUBIIUX M3 APYTHX YUpEXKACHUN M OpraHU3allii, a TOM YHCIe
TpeOOBaBILIMX OTBETA;

KOJIMYECTBO MPEIJIOKCHUH, 3asBICHUN K ’Kano0 rpaxaaH;
KOJIMYECTBO WHHUIMATHBHBIX OTHPABIAEMBIX JIOKYMEHTOB; KOJIMYECTBO W THPAX OCHOBHBIX BH/OB
BHYTPEHHHX JIOKYMEHTOB (TIpMKa3bl, YKa3aHUs, HHCTPYKIMH, CIIPABKHU, JOKIAHbIE 3aIKCKH, POTOKOJIBI,
aKTHI).
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[To mopyuenuro pyxoBojactBa HUU Takas cripaBka Oblia MOATOTOBJICHA KaHIIECISIPUEH MHCTUTYTA U
oTmpapJieHa B MIHHCTEPCTBO 3a MOAIUCKIO 3amectuTens qupekropa Jledenera 1.B. 10 ssaBaps Tekymero roaa.

Cumyayua 5. Otnen pacnpefeneHuss MOJOABIX CIELUAIUCTOB YIIPaBIEHUS KaipoB MuHHCTEpPCTBA
¢unancoB PO (mauansauk otnena - boposoii E.N.) 3anpocun @unancosyto akaaemuto mipu [IpaBurenscTse
P® mnoaroroButs MHGOPMAIMIO O BBIIOJHEHWH JOTOBOPOB C MUHHMCTEPCTBAMM, BEIOMCTBaMHU,
MIPEANPUATHSIMU M OPTaHU3ALUAMH O TIOATOTOBKE MOJIOJBIX CIIEIIHAJIFICTOB 3a [TOCIIEHNE /IBA FOAa.

MunuctepctBo mpocwno K 10 ceHTsOps  Tekymwiero roja MNpeACTaBUTh MH(OPMAIUIO,
(UKCHPYIOIITYIO:

o0l11ee KOJIMUYECTBO JOTOBOPOB;

ofIee KOJNMYECTBO BBIMTYCKHHUKOB, B TOM 4YHCJE IO CIEHUATIBHOCTSAM U CICHHAIN3ALMIM;

KOJINYECTBO BBITYCKHUKOB, HAIIPABISIEMbIX Ha paboTy MO pacHpeAesCHUIO, B TOM YHUCIIE B HOPSAAKE
BBIIIOJIHEHHUS! 0T OBOPOB.

* Jlo yka3zaHWIO PEKTOpa akaJeMUH CIpaBKa ObLia TOJATrOTOBJICHA W OTHpaBieHa B MHHHUCTEPCTBO

(hMHAHCOB 3a MOINKCHIO HaYAJIbHHUKA ypasieHus kaapoB CemunHoit K.B.

Cumyayus 6. YaeOHO-MeTOnUUECKOE ympaBieHue I ocymapcTBeHHOro komurera PO mo oOpa3zoBaHUIo
3ampocuwio y MOCKOBCKOTO aBHAIIMOHHO-TEXHOJIOTHUECKOTO YHUBEPCHTETA CBEICHUS O HAIMYAU U
3P PEKTUBHOCTH UCIIONH30BAHHS CPENICTB BHIYUCIHTENBHON TEXHUKH.

B nicbMe yripapiieHHE IPOCKHIIO COOOLIUTD K 25 HUIOHS TEKYILEro roja:

KOJIMYECTBO ClieIUaJIbHBIX HHCHHCﬁHbIX KJ1aCCOB,

KOJMYeCcTBO yueOHBIX APMOB;

KOJIMYECTBO YaCOB MAITMHHOTO BPEMEHH, MCIONL30BaHHOTO 1y mposeneHust HVUCKP, B Tom dmcie
CTy/ICHTaMH;

KOJUYECTBO YaCOB MAIIMHHOTO BPEMEHH, UCIIOJIb30BAHHOTO B Y4EOHOM TPOIIECCE;

KOJTMYECTBO IIKONBHUKOB W ydamuxcs [ITY, obywarommxcs ocHoBaM WH(OpPMATHKH Ha 0aze
BBIYHCIIUTENLHON TEXHUKH By3a.

Ho yka3zaHuto pekTopa yHUBEpPCUTETA CIIPAaBKa O HATMYUH U UCTIONBH30BAHUU CPEJICTB BBIYMCIIATEIBHON
TEXHUKH B TPOILIOM y4eOHOM Tomy Obla MOATOTOBIEHA W OTIPAaBJIeHA 3a IMOJIHUCHI0 MPOPEKTOpa
VHHBEPCHUTETA 0 Hay4yHOU pabote mpodeccopa Macmosa H.II.

TEMA: TOKJIATHASA 3ATIMCKA

CocTaBUTh H 0(1)0pMI/ITL JOKJIaJAHBIC 3aIllMCKHU, HCO6XOI{I/IMBIe B CICAYHOHINX YIPaBICHYCCKUX
CUTYyalUIX:

Cumyayus 1. 20 uOHS TEKymero roja 3aMECTHTENbh HadYalbHUKA IPOU3BOJICTBEHHOTO
o0bennHeHnss «MOCKOBCKasi TopoJickasi TejdedoHHas ceTb» (MmomuuHseTcss MUHUCTEPCTBY cBs3u PD)
Jy6os I1.U. obpatuincs xk HauyanbHUKY CHelMagbHOrO yNpaBieHUs! Tele(OHHON CBA3HM MUHUCTEPCTBA
AxcenoBy I'.C. ¢ mpeanoxeHHUEM BBIACIUTH NPSAMbIE IPOBOJa U HAa3HAYUTH Tele(OHHBIE HOMEPA
HOBBIM a0OHEHTaM I10 JOTOBOPaM.

Anpeca abonenTos: yi. Uexosa, 1. 7 (KPOCC ATC - 295) u nep Cusues Bpaxexk, 1. 3 (KPOCC
ATC - 294),

Briienenre mpsAMBIX TPOBOJOB HEOOXOMUMO JUIS BKJIOYEHUS AO0OHEHTOB B CETh JAHHBIX
«Mudoten» c¢ 1 wmrons Tekymero roxa. [IpoekTel OOTOBOPOB C ab0OHEHTaMHM MOATOTOBJICHBI H
COIJIACOBAaHBI ¢ | TaBHBIM IUIaHOBO-(MHAHCOBBIM ylIpaBjieHneM MuHuctepcTBa cBsizu PO.

Hokmagnas 3amucka 3apeructpupoBaHa 3a Ne 34 w B [eHb MOANHCAHUS W OTIpaBicHA B
MHUHHCTEPCTBO.

Cumyayus 2. Punnansl MeX0aHKOBCKOTO 00bequHEHUS « TopOaHKy, pacmoaokeHHbIe B MOCKBe
U MOCKOBCKOW O0JIACTH, 3aJepKUBAIOT IPEICTABICHUE €XKEMECSYHBIX OTYETHBIX OYXTalTEepPCKUX
JOKYMEHTOB.; WJIHM HpPEICTaBIs0 MX ¢ omo3fgaHueM Ha 4-5 nueil. [lo »Tol mpuunMHE CBOJHBIE
MeECSYHblE OTYEeThl OO0beAuMHeHWe HampasisieT B LleHTpanbublii 6ank P® Taxxke ¢ HapymeHuem
YCTaHOBJICHHBIX CPOKOB.

Ounancoslii AupekTop «Topbanka» Jlomapes H.H. 12 urons Tekymiero rojga B 10KJIaIHONW 3aUCKe
Opeasioxuil npe3uneHty 0anka @emopoBy W.O m3mate mpuka3ol YCTaHOBIEGHHHM €AMHOTO CpPOKa
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OpeaAcCTaBJICHUA OTYCTHBIX 6yXI‘aJ’ITCpCKI/IX JOKYMCHTOB (28 YHucCJiia KaxJa0ro MeCﬂHa) 1 0 BO3JIOXKCHHNU
HepCOHaJ’ILHOﬁ OTBCTCTBCHHOCTH 34 CO6J'IIOI[6HI/IG 9TOro CpokKa Ha TUPCKTOPOB (I)I/IJ'II/IaJ'IOB

Cumyayusn 3. B MOCKOBCKOM HHCTHTYTE TIIOBBIIICHUSI KBaTU(HUKAUUH paOOTHHKOB OOpa30BaHUS
IIpaButenscTBa MOCKBBI CO3AaHBI TOCTOSHHO ISHCTBYIOIIHE KyPChl HOBBIILICHHUS KBaIH(PUKALUU KypaToOpoB
MYHUIUIAIBHBIX IIKOJIBHBIX OKPYToB. Kypchl paboTaiy Ha IPUHLMIIE CAMOOKYIIAEMOCTH, OTHAKO B TEKYILEM
y4eOHOM TONy Ul TIPOAOJDKCHHSI MX JIEATENLHOCTH HEOOXOMMO IOMOJHHUTENBHOE (PHMHAHCUPOBAHUE M3
Oroxera r. MOCKBBL.

Pexrop nncrutyTa, npodeccop Amocos B.B. obpartuiics k pykosonurento [lenapramenTa 06pa3oBaHus
Kosunoii JL.H. ¢ npoce6oit Beienuts 10 MIH.pyO. JUIsl TIOKBapTaIbHOTO (PUHAHCUPOBAHUS JESITENHHOCTH
KypCOB B TEKYyILIEM y4eOHOM TOJy.

Cumyayua 4. T'naBHplii OyxranTtep MOCKOBCKOTO KOMOWHATa IO TIPOM3BOACTBY MY3BIKATHHBIX
UHCTpyMeHTOB U MeOenu AHoxuHa JILH. 9 okTsa0psi Tekylero roja mnpoBejia ONEPATUBHYIO MPOBEPKY
COCTOSIHHS yueTa TOBApHO-MaTEepUATIbHBIX LIEHHOCTEN Ha CKJIAJE JIETKOBOCILIAMEHSIOIIMXCS Y KUIKOCTEH.

Eto ycraHOBJI€HO, 9TO IPUXOHBIE U PACXOJIHBIE JOKYMEHTHI Ha CKIIaJle BEAyTCS HEOPEXKHO U CHAIOTCS B
OyXTaJITepHIO C OITO3/IaHUEM Ha 5-6 JHEH.

[pu npoBepke GaKTHIESCKOTro HATUYMS MATEPHAIIOB TI0 24 HAMMEHOBaHMSM ObLIa YCTaHOBJICHA HEAO0CTaYa
50 xr xnest [1IBA, 25 xr naka mebensHoro u 10 1. anterona. CocTaBiieHa BEIOMOCTh OCTATKOB PacXOHBIX
MaTepHajoB Ha 2 TUCTaX B 2 SK3EMIUIAPAX.

PesynbraTel oneparuBHO# npoBepku 10 oKTAOpS Tekymiero roxa ObuIv o(OpPMIIEHBI B AOKIAIHON
3amKCKe, KOTOpasi ¢ OHUM SK3eMIUIBIPOM BEJIOMOCTH ObLIa HAIpaBjieHa JUPEKTOpYy KomOuHaTta JlapruoHOBY
B.M.

Cumyayua 5. 3amecturens pykoBogurtens [lemaprameHTa BHEIIHUX cBsizell [IpaButensctBa MOCKBEI
CypoB I1.C. cooOum mepBoMy 3aMECTHTENI0 TpeMbepa MPABUTENBCTBA MO KOMIUIEKCY COIHATBHOM
3amuThl KopoboBy B.A., uTo 15 ceHTsOps TeKyliero roja JenapTaMeHT IpOoBell MeperoBopsl ¢ GpupmMoit
«Mepk» (benbrus) 06 accopTUMeHTE M pacyeTHBIX LieHax Ha apMaleBTHIECKYIO IPOAYKIHIO, IPEJIaraeMyro
ISl peanm3aiiysl B MOCKBE IO COLMANIBHO HU3KUM LIEHAM.

I1.C. CypoB npeuIoxKuil OIpPeAennTb, KAKUE MyHHULUIIATbHBIC allTeKH MOTYT CTaTh 0a30BBIMH AJIS
peanuzanuy ToBapoB GUPMBI «MepK», U pa3pelIiTh UM 3aKIIOYUTh IPsSMbIe JOTOBOPHI O MOCTaBKax
Mmanbix naptuit (0,5 T) dapmaneBTHIECKON IPOAyKLIMH ¢ 1 SHBaps CIAEAYIOLIEro roja.

Joxnmamaas 3armucka 3a JI'2 24 6si1a otnipasieHa B [IpaButenbcTBo MOCKBEI 16 ceHTSIOpS TEKYIIEro roja.

Cumyayus 6.B ynpaBieHuu KagpoB AKaJeMUH BHEUIHEH TOPTOBIM MUHUCTEPCTBA BHEIIHUX
SKOHOMHYECKHX cBsA3eil PO 0cB0OOAMIOCH MECTO MHCIIEKTOPA IO TIEPCOHAITY.

Havanpauk ympaBnenus VYsapoB JLII. xoparaiictByer o TmepeBojae crenuaiucTa ydeOHO-
Metoandeckoro oraena CadonoBoii A.Il., okoHuuBIIEH B mpounuioM roay (axyiabTeT YIpaBIcHUS
Poccuiickoro rocy1apCcTBEHHOTO TYMaHHTAPHOTO YHUBEpPCHTETa (CHEIMaTU3alus - «YIpaBICHHE
MIepCOHAIOMY ), Ha padoTy Mo cuenuaabHOCTH ¢ 10 ceHTIOps TEeKyIIero roaa.

JloxnanHas 3anucka Ha uMs npopekropa akajgemuu [lerposa M.K. Oblia coctaBieHa 4 ceHTAODS,
B TOT )K€ JIeHb 3aBH3UPOBAaHA HAYaJIbHUKOM yueOHO-meToaunueckoro oraena Epoxuueim B.C. u 5
CEHTA0pA MpeAcTaBlIeHa Ha PACCMOTPEHHE

Cumyayus 7. B akumoHepHOH CTpaxoBON KOMIAaHUM «ACKOM» MpOBEJEH aHalu3 moadopa u
PacCTaHOBKH KaJIpOB PYKOBOAMTEIIECH C BBICIIUM CIIEHHAIbHBIM 00pa30BaHUEM.

B. TexymeM roay B HCIOJHUTEIBHON TUPEKIIUN KOMIIAHUH TOJHKO 7 HAYAJIbHUKOB OTAEIOB U
CEeKTOpOoB W3 16 mMenu BwIcIiee DKOHOMHUYECKOEe W (QuHAHCOBOe oOpasoBanue. B Qumuanax u
OTIEIEHUAX KOMIAHUU 52% MNOIKHOCTEN PYKOBOAMTENEH 3aMEIEHBbl CHEIHATUCTAMH C BBICHIMM
CTIeIMaTBLHBIM 00pa30BaHUEM.

Havanpnuk ynpasnenuss kaapoB KonoHoB A.M. 15 ampens Tekymero roja MpeioKuI
npe3unieHTy «Ackom» Y3noBy B.C. 3akmouuts norosopsl ¢ Poccuiickoii akagemueit ynpaBieHus o
€XKXETOTHOM 1IeNIeBO MITATHOW MOATOTOBKE 2 CIENUAINCTOB IO CIIENHAIBHOCTH « DKOHOMHUCT-MEHEKED
CTPaxoBOTO JIeJIa» ¥ O MOBBINICHUH KBalW(PUKAIUU CHEIHATNCTOB C BBICIIUM 00pa30BaHUEM IO
crienuaIn3aniy «pUHAHCH U yYET B CTPAXOBOM JIETIeH.
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Cumyayus 8. I'ocynapcTBeHHbIE KoMuTeT P® mo oOpa3oBaHHIO SBISETCS MOCTOSHHOW 0a30i
MPOXOXKIEHUSI TPOU3BOJCTBEHHOW TMPAKTHUKH CTyIOeHTOB 4 Kypca ¢akynbTeTa YHpaBIeHUS
Poccuiickoro rocyjapcTBEHHOTO TYMaHUTapHOTO YHUBEPCHUTETA.

20 Mas HaYaJIbHUK OTHEjda MEXIyHapoJHBIX cBs3eil By3oB [loHomaper [.C. oOpartuics
ynpasisitonieMmy KoctionoBy H0.A., opranusyromemy paboTy cTyIaeHTOB B ['ockomurere, ¢ mpocb00ii
HaIllpaBUTh B OTJEN 3 CTYACHTOB MJIs MOATOTOBKH JOKYMEHTOB K CJade B IIEHTPAJbHBIA apXuB H
pa3paboTku peKOMEeHAAUN M0 YTOUHEHUIO HOMEHKIIATYPhI 1€ OT/eNa Ha CIeAYIOUIHi TO.

IIpousBoncTBeHHas IpakTHKa B oTAeNe wiaHupyercs ¢ 1 o 20 urons, a ¢ 21 o 17 uroHs - B YpaBineHuu
BHEIITHUX CHOIIIEHHH MUHHUCTEPCTBa HAYKH U TEXHUIECKOH MomuTHKH PD, 4T0 00ecneunT BHITOTHeHE padoT
MO0 BCEM pazfesiaM M TeMaM IMpPOTrpaMMbl MpakTUKH. OTBETCTBEHHBIM 3a NMPOXOXKACHHE CTYACHTAMH
NPOU3BOJICTBEHHOHN MPAKTHKU B OT/Aeje Oy/eT Ha3HA4YeH TJIABHBIN CHEHHUAIICT 10 MEXITYHAPOIHBIM CBS3SIM
BY30B JlaBpymun T.A.

Cumyayus 9. KoMmMepueckuil TUPEKTOP TOProBOro akIHMOHEpHOro oodmecTBa N4Toproewiii g0M
«Bect» 10 HOsAOpsT TeKyIIero roja HampaBWJI 3aMECTHUTENIO TMpEICEAaTessl MPaBICHUS - TeHEPATLHOMY
mupekTopy McaeBy JI.A. moknamHyrO 3aliCKy O HAlpaBiIeHHMH B KOMAaHAWPOBKY BEIYIIETO CIELHAJFICTa
koMmMepueckoro otaena Jlementhesa T.H. u sxcniepra Hedenosa C.C.

B r. Cankr-IletepOypre ¢ 12 o 14 HOAOps cOCTOUTCSI MEKAYHAPOAHBIN MyIIHOM ayKIHOH «Pycckuit
MeX», B KOTOPOM CHEIHaIMCTaM TOProBoro noma «Bect» Heo0X0 MO IPUHATH YIACTHE C LIENBI0 N3y IESHHS
KOHBIOHKTYPHI CTIpOca Ha .MeXO0BbIe m3enust. Bemymemy criermanct JlemertseBy T.H. nienecoobpaszno Taxke
0(hOpPMUTH TOBEPEHHOCTh Ha YUacTHE B TOPrax M 3aKI0YeHUE KOHTPAKTOB.

Cumyayua 10. CoBMECTHOE POCCHICKO-IBEICKOE MPEANpUsiTHe «BHUTTEp», 3aperuCTpHpPOBaHHOE B T.
MockBe, TOCTPOMIIO COOCTBEHHYIO TOCTHHUILY IJIsi IPHEMa HHOCTPAHHBIX MMapTHEPOB B mocenke [ onmipiae
OmuHnoBckoro paiioHa MockoBckoit o6mactu. ['ocTuHHIIa HE SBASETCS IOPUAUYECKUM JIMIOM U HE
HMEET CaMOCTOSITENBHOTO pacyeTHOro cuera. Jlo ee OTKpbITHA Npeanpustie «Burrep» 10mKHO BCTaTh Ha
ydeT B AnMuHHCTpanuu MOCKOBCKOH 00JIacTH IO BHEIIHEIKOHOMHYECKOH aestensHocTH (BAMO) u
COOOMINTH 0 KOAAX, IPUCBOCHHBIX MPEANPHUATHIO OpPraHaMK CTaHIAPTH3aLUH B MOMEHT PErUCTPALHH.

20 HOsOps TeKylIero rojxa TeHepanbHbIH aupekTop mpennpusaTus Oumunmor C.A. HampaBui
JOKITaHyTo 3amucky Ne 8, B koTopoit nH(popMupyeT, uTo «Buriep» Ha Tepputopun MOCKOBCKOM 00macTr
MPEIoJIaracT OCYIIECTBISTh CIEAYIONNE BUABI ICITEIBHOCTU: TOCTUHIYHBIC YCIIyTH - 91620, pexiama -
84300, TpaHCIIOPTHO-3KCHEAULMOHHBIE yciayrd - 51500, posnuunas toprosis - 71211, oOmectBeHHOE
mTanve -71331.

Komer mo OomiepoccuiickoMmy kinaccupuraropy otpacieii HapomHoro xossiictea (OKOHX) Obuin
NPUCBOCHBI B MOMEHT peructpanuu npeanpuatus 16.09.90, ceugerenscro Ne 22-322-46/02-0376.

TEMA: OBBbACHUTEJIBHASA 3AIINCKA

Cumyayusa 1. B ynpaBieHue noTpeOUTEIbCKOT0 pbIHKa BOCTOYHOr0 aAMMHHUCTPATUBHOTO OKpYyTa T.
MockBel mocTynuia >kanoba OT KWIBLOB MYHHLIMIAIBHOIO OKpyra «llepoBo» Ha OTCyTCTBHE H
HEeHTpatbHOM YHUBepcame MukpopaiioHa (TOO «Pura») MOJIOYHBIX IPOITYKTOB.

Havanesnuk ynpaBnenuss Knumenko B ®. morpeboBan oT ['eHepanbHOro AupekTopa MarasuHa
Cysoposa IL.B. mpencraButh OOBSICHUTENBHYIO 3alMCKy O IMPUYMHAX HECOOJIIOAEHUsS! 00s3aTElIbHOrO
ACCOPTHUMEHTHOTO MHHHUMYMa TOBapOB, YTBEPXKIEHHOTO B TpedeKType B HOSOpe MpOIUIOro ToAa B
MpolLecce NpUBaTU3allK MarasuHa

10 staBaps Tekymero roga CyBopos 11.13. cooOrmim, 9To yTBEp)KICHHBIH aCCOPTUMEHTHBI MIHUMYM B
MarasyHe CTpOro COOJIFOIaeTcsi, MOJIOYHbIE IIPOAYKTHI 3aBO3SITCS B YCTAHOBJICHHOM KOJMYECTBE CTPOIO IO
rpaduky.

B texymem roxy Mara3ut 3aKi0o4mi Jorosop ¢ OCTaHKMHCKUM MOJIOYHBIM KOMOMHATOM 00 YBEJIMUEHUH
IIOCTaBOK, YTO IIO3BOJMT C 15 sHBaps o0ecreunTh TOPTOBIIO MOJIOYHBIMHU IIPOJYKTAMH B TEUEHHE BCETO
pabouero jaHs.

Cexperapb AMPEKTOpa 3aperucTpupoBalia OOBSICHUTENbHYIO 3amucKy mox Ne 2 u oTmpaBuia ee B

peexTypy.

Tema S. TexHo10rMU perucTpauy U KOHTPOJIA UCIIOJTHEHUS JOKYMEHTOB
Bomnpochel 1J1s1 yCTHOI0 onpoca:
1. IlepBuunas 06paboTKa T0KyMeHTa. Perucrparus 1 HHAEKCUPOBaHUE TOKYMEHTA.
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2. lenn perucrtpauum JOKYMEHTOB B opraHu3zauuu. CocTaBisolUMe NPOLENypb
peructpauuu. I[loctpoenne UIIC mo noxymentam. Tpu tuma WIIC. Kputepum BbiOOpa
ontuManbHoi UIIC 1okyMeHTOB OpraHu3aiyi.

3. CocTaBisromue KOHTPOJIA MCIIONHEHU NTOKyMeHTa. CHCTeMa KOHTPOJIS MCIOJHEHUS
JOKyMeHTa. KOHTpoJIb CPOKOB UCTIOJHEHMSI IOKYMEHTA.

Tema 6. Opranmsanusi padoTbl ¢ JHUYHBIMH OOpalllCHUSIMH T'PAXKAaH B OPraHbI
BJIACTH M YNIPaBJIEHUS

Bonpocsl 1151 ycTHOro onpoca:

1. Uctopust pa3pabOTKH 3aKOHOMATETHLHO-HOPMATUBHOW 0a3bl Mo paboTe C JIWYHBIMHU
OOpalIeHUs MU TPAXKAAH B pa3IMUHble HHCTAHIUH.

2. JInunple oOpanieHus rpakaad B UHCTAHIMH - CHIEIU(PHUKaA JOKYMEHTO0Opa30BaHUsl.

3. TpeboBanus k paboTe C TUUHBIMU OOPAIIEHUSIMH IPAXK/IaH.

4. Turmbpl TMYHBIX OOPAIICHUIA.

Tema 7. Opranusauus ciay:k00i JJOY Texyuiero xpanenust 1okymeHToB. [loctpoenne
HOMEHKJIATYPBHI J1eJ1. ApXUBHOE XpaHeHHe JOKYMEHTOB
Bonpocsl 14151 ycTHOr0 onpoca:

9. ITonsTue ”neno”. [lpuzHaku 3aBeaeHus A€

10. TexHoMmOTHS CO3/TaHNS HOMEHKJIATYPHI B OpTaHH3AIIHN.

11. Buenpenue HOMEHKIATYpHI el

12. AHanu3 KOHKPETHOW HOMEHKIIATYPbI JIeJl - CAMOCTOsITeNNbHas pabora.

13. TexHoMmOTHS CIIUCAaHUS IOKYMEHTOB B apXUB. JKCIIEPTH3a IEHHOCTH JIOKyMEHTOB.
14. Ocobennocty ohopMIICHHS apXUBHOTO JIeTIa.

15. DyHKIMU apXUBa B OPraHU3alMH.

16. OcobeHHOCTH PabOTHI C apXUBHOM HHPOpPMaLen

Tema 8. JIMHrBUcTHYECKHE 0COOEHHOCTH TEKCTA JOKYMEHTA.

Bonpocsl 1J1s1 ycTHOro onpoca:

1. OcobGeHHOCTH O(PHUITHAITBHO-IEITOBOTO CTHIIA.

2. Kynbrypa peun B JIOKYMEHTE: UCIOJIb30BaHUE PACIICIUICHHBIX CKa3yeMbIX, HECKIIOHSEMBIX
CYLIECTBUTEIBHBIX, KOCBEHHBIX MaAekKeH KOINIECTBEHHBIX YHUCIUTENbHBIX U T.11.

3. TunnuHble OMMOKH B TEKCTAaX JOKyMEHTOB. CIIOCOOBI M3JI0KEHUSI MaTepraia B JOKYMEHTaX.

4. OcHoOBHBIE TPEOOBAHUS K TEKCTY IOKYMEHTA - TOYHOCTB, SICHOCTb, JIJAKOHU3M (DOPMYIIHPOBOK.

Bonpocs! 1J1s1 TeCTHPOBaHUS:

1. leJIonpoOU3BOACTBO U JOKYMEHTAIIUOHHOE O0ecrieyeHne ynpaBjieHus:
a) pa3IM4aroTCs 00JIACTIMHU UCTIOTE30BAHMIS;

0) MIIEHTUYHBIEC TIOHSTHS;

B) Pa3IIMYAIOTCS BUJAMH OTIEpaIlHii;

T) pa3MUyaroTcsl MO BHAM OPTraHU3aIfi, B KOTOPHIX UCTIOIB3YIOTCA.

2. JIoKyMeHT onpe/esisieTcsi Kak:

a) HOCUTEIh HH(POPMAIIUN B CUCTEME YIIPABIICHHUS;

0) uHQopManMss Ha MaTepHaTbHOM HOCHUTENlE C PEKBH3HTAMH, IO3BOJIIONIMMHU €€
UICHTU(UITUPOBATD;

B) KQUeCTBEHHAS XapaKTEPHUCTHKA yIpaBlIeHUECKON HH(DOpMAIINH;

T) CBEICHUS, TOATBEPKIAIOHE (PaKT O0HEKTUBHOMN ACHCTBUTEIIBHOCTH.

3. YuH cexkperapsi, apXuBapuyca, CTPyKTypa KaHUeJspUM MOABHINCH B MEPHOA:
a) IPUKA3HOTO JIEJIONPON3BOJICTBA;
0) KOJIJIE)KCKOTO IETIONIPOU3BO/ICTBA;
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B) MHUHHUCTEPCKOTO ACJIOTTPONU3BOACTBA,
l") COBCTCKOI'O ACJIOIIPONU3BOACTBA

4. Ilpuka3Hoe gejonpou3BoaAcTBo B Poccun
a) 16-18 Beka;

6)15 —16 Beka;

B) 15 —17 Beka;

r)19-20 Bexka.

5. Kosiexkckoe 1esionpou3BoacTso B Poccnu
a) 19 Bek;
0) 18 Bek;
B) 17 Bek;
r) 16 Bek.

6. CBUTKOBOE CTOJIOLOBOE 1€JI0NPOU3BOACTBO c(hOPMHUPOBAJIOCH B MEPHO/L:
a) MPUKA3HOTO JEJIONPOU3BOJICTBA;

0) KOJUIEKCKOTO JEeNOIIPOU3BOJICTBA;

B) MHHHUCTEPCKOTO JIETIONPON3BOICTBA;

T') HCTIOJTHUTEIHFHOTO AETIOTIPON3BOICTBA.

7. JOKyMeHT0000POT onpeaessieTcs KakK:

a) COBOKYIIHOCTh B3aMMOYBSI3aHHBIX MPOIIEIYP, 00CCIICUMBAIOIINX IBUKCHUE JOKYMCHTOB B
YUPEKICHUH,

0) IMPKYJSAIHS TOKYMEHTOB OpTaHU3aIHH;

B) JIOKYMEHTbI OpraHHM3alliK, HaXOIAIIHECs B JIBHKCHHUY;

') TOKYMEHTOOOMEH OpTraHU3alluy ¢ BHEIIHEH WH(OPMAITMOHHOW CPej0ii, 00SCIICUNBAIOIIHIA e
3 dexTHBHOE (HYHKITMOHHUPOBAHUE.

8. TenageHIUM POCTA JOKYMEHTO000POTA ABJISIOTCS:
a) MO3UTHUBHBIM SIBJICHHEM COBPEMEHHOCTH,

0) HETaTUBHBIM SIBJICHEM COBPEMEHHOCTH;

B) HETAaTUBHBIM ABJICHUCM Pa3BUTHA HUBUJIN3AINUHU,

T') MO3UTHBHBIM SBJICHUEM Pa3BUTHS [TUBUIH3AIINY.

9.0CHOBHBIE NPUYHUHBI POCTA JOKYMEHTO000POTA SIBJISIIOTCSI:
a) palMOHAJIbHbIC, UPPAIMOHAIBHEI,

0) peryimpyemMsbie, HeperyaupyeMbie;

B) OOBEKTHBHBIMH U CyOhCKTHBHBIMH;

') HEraTUBHbBIC, TIO3UTHUBHBIC,

10. O0bexTHBHBIC IPUYMHBI POCTA JOKYMEHT0000pOTA
a) (hOpMHPYIOTCS 110 BOJIC U KEIAHHUIO JIIOJICH;

0) GopMuUpYIOTCS TOMHUMO BOJIM | YKEJIaHUs JIIOJCH;

B) (opMHpYOTCS TIO BOJIE TOCCTPYKTYD;

r) (hOPMUPYIOTCS MO BOJIE TOCCTPYKTYP M JKEJTAHUIO JIOACH.

11. Cy0bexkTHBHBIC IPHYUHBI POCTA JOKYMEHT0000pOTA

a) dopmupyroTcs Oaarogaps aTMAHUCTPATUBHBIM JIEHCTBUSAM JTIOICH;
0) (hopMHUpYIOTCS MO BOJIE CyOBEKTOB rOCYAapCTBa;

B) (opmupyrorcs mo Boie CyOBEKTOB YIPaBICHUS;

r) (hOpMUPYIOTCS M3-32 HETIPABOMEPHBIX JEHCTBUMN JIFOICH.

12. OnTuMu3anus JOKYMEHTO0000pPOTa B OPraHM3alliH NPU3BaHA

a) 3aMEJITUTh ¥ COKPATHUTh IOKYMEHTOO0O0POT;
0) COKpaTUTh TOKYMEHTOO0OPOT;
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B) YCKOPHTB IOKYMEHTOO00POT;
I') COKPaTuTh U YCKOPUTH JOKYMEHTOOOOPOT.

13. MeToa npeaBapuTeIbHOIO PACCMOTPEHHSI JOKYMEHTOB NPHUMEHSIeTCS B OTHOILIEHUH
a) BXOAALIETO JOKyMEHTOIIOTOKA;

0) BHYTPEHHETO TOKYMEHTOIIOTOKA;

B) HCXOJIAIIETO JOKYMEHTOMOTOKA;

r) 1I000r0 JOKYMEHTOIOTOKA.

14. Pa6oTa ¢ konpuaeHIHAILHOI HH(OpMAaIUeii BKJIIOYAET B ce0si:

a) TeXHUYECKUE acrekThl ooecnieuenus KU;

0) TeXHUYEeCKHe U HOPMATHBHO-TIPaBOBbIE acreKThl ooecrieuenus KU;

B) OpraHU3aIMOHHBIC acIieKThl obecreueHus KU;

') TEXHUYECKHE, OpTraHU3allMOHHBIE 1 HOPMAaTHBHO-TIPaBOBBIE aceKThl obecrieueHust KU.

15. ABTOMATH3MPOBAHHBIH JOKYMEHTO000POT NPU3BAaH HA COBPEMEHHOM JTale:

a) MOJIHOCTBIO 3aMEHUTH OyMaKHBIM;

0) npoayOnupoBaTh OyMaXKHBIH;

B) pa3feiuTh ¢ OyMa)KHBIM TOKYMEHTOIIOTOKH (BXOZSIIME, HCXOISIINE, BHYTPEHHHE)

T) pa3fAenuTh ¢ OyMaXHBIM HH()OPMaIIMOHHBIE TOTOKU (YacTh JOKYMEHTOB - 3JIEKTPOHHBIE, YaCTh -
OyMasKHbIE)

16. OnTuMM3aUA JOKYMEHTO000pOoTa B OPraHu3aluM, B IEPBYI0 o4epeab, ABJAETCA (PyHKIHEI:
a) pyKOBOJMTEIIS OpraHU3aIlnu;

0) ciyx0b1 J1I0V;

B) BCEX COTPYTHUKOB OpTaHU3AIINH;

T') pPYKOBOJAUTENEH CTPYKTYPHBIX MOIpa3AeTICHHMN.

17. Cay:xo6a 1OY, B ugeasie, no14uHsIeTCS:
a) HaTIPSMYIO PYKOBOJIUTEIIIO;

0) 3aMECTUTENIO PYKOBOIUTEIS;

B) HAaYaIBHHUKY OT/Ela KaJpOB;

T') HAYaJIbHUKY IOPUIHIECKON CITYKOBI.

18. YCOP/ siBasiercsi:

a) yIpaBJIeHHEeM CUCTEMOI OpraHN3aIllMOHHON JAesITeThHOCTH;

0) yCOBEpIIIEHCTBOBAHNEM OPTaHU3AINMOHHON NIEITeIHFHOCTH;

B) YHH(DUIIMIPOBAHHON CHCTEMOM JOKYMEHTOB;

T') YHUBEPCAIBHOM CHCTEMON OpTraHNU3allMOHHO-PACTIOPSIIUTEIEHON TOKYMEHTAIHH.

19. 'CA0Y -37o0:

a) TpaXKIaHCKask CUCTeMa JOKYMEHTAIIMOHHOTO 00CSCIICUCHHSI YIIPABIICHHS,

0) TeHepasibHas CHCTEMa IOKYMEHTAI[MOHHOTO 00eCTIeYeHus YIIPaBIICHUS;

B) TOCYJapCTBEHHAS CUCTEMA JOKYMEHTAIIMOHHOT'O O0CCIICUCHHS YIIPaBICHHS,

T') TOCY1apCTBEHHO-MYHHUIIATIATBHAS CUCTEMa JOKYMEHTAIIMOHHOTO O0CCIICUCHHS YIIPABICHUS.

20. Tpu cnocoda yHupUKAIMHE TeKCTA TOKYMEHTA:
a) TpadapeT, aHKeTa, TabIuIa;

0) cxema, rpaduk, KaprTa;

B) omeporpaMma, arb0oM GhopM, MapIIpyTOrpaMMa;
r) Tpadaper, ankeTa, TabauIla, rpaduk.

21. PekBM3MTOM Ha3bIBAETCH:

a) 2JIEMEHT JIOKYMCHTA;

0) uHpOPMAIIMOHHBIN 3JIEMEHT JJOKYMEHTA;

B) HOCHTEIH HH(POPMAIIHH;

T') BCIOMOTaTeJILHOE CPEICTBO O(DOPMIICHHE JOKYMEHTA.
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22. HocuteassmMu uHpopManum siBJIAIOTCH:

a) Oymara, IJIacTHK;

0) Oymara, TJIaCTUK, BHJIEO, ayIUO - JICHTBI;

B) II000I MaTepHaabHBII 00BEKT, HA KOTOPOM HaHeceHa WHPOpMAaIIus;
T') Manupyc, MepraMmenT, Oymara, miacTHK.

23. Benymas 3agava KaHUeJsIpUn:

a) OPraHN30BaTh U NOAJEPKHUBATH JOKYMEHTOO0O0POT B OPraHU3aLUH 110 ANHBIM IIpaBUiIaM;
0) IpoBEPSITH padOTy C TOKyYMEHTAMH B OPTaHHM3AITNN U HAKa3bIBAaTh 34 HAPYIIICHNUS,

B) PEKOMEH/I0BaTh PyKOBOJHUTEIIIO CIOCOObI OpraHU3aIly JOKyMEHTO000pOTa;

I') MAaIIMHOIMCHBIE U HKCIIEJUINOHHBIC ONepalii C JOKYMEHTaMH.

24. TexHoJiorus perucTpauuf 10KyMeHTOB ObIBAIOT:

a) LEHTPaJIM30BaHHEIC;

0) IeHTpaIM30BaHHBIC U ACIICHTPATN30BaHHBIC,

B) JIEIIEHTPAIN30BaHHbBIE;

I') HEeHTPaJIU30BaHHbIC, ACECHTPAIN30BaHHbIE, CMELIaHHBIE.

25.TexHoJIOTUsI KOHTPOJISl HCTIOJHEHUS T0KYMEHTOB NpeAnojaraer:
a) KOHTPOJIb KayecTBa NCIIOJTHEHHUS;

0) KOHTPOJIIb KaYeCTBa U CPOKOB HUCIIOJIHEHHS,

B) KOHTPOJb CO3/IAaHMS M OTIIPABKHU JOKYMEHTa a/Ipecary;

') KOHTPOJIb Pa3pelIeHns BOIPOCOB, OTPAKEHHBIX B TOKYMEHTE.

26. OnpenesieHue MOHATHS «I€JI0»:

a) Mamka ¢ JOKyMeHTaMH;

0) TOKYMEHTBI, OTHOCSIIINECS K OTHOH Mpo0diieme;

B) IIEPBUYHBII TOKYMEHTHBIH KOMILIEKC, CTPYIIITHPOBAHHBIHN 110 KAKOMY-JIN0O TIPU3HAKY;

T') IEPBUYHBIA JOKYMEHTHBIN KOMIUIEKC, CTPYIITUPOBAHHBINA 10 HACHTHYHBIM PEKBHU3UTAM JOKYMEHTA.

27. Homenkanartypa aeJ:

a) TOKYMEHT, B KOTOPOM TIepeUHCIIeHBI TTIaBHBIE JIela OpraHu3alliH;

0) IOKYyMEHT, B KOTOPOM IIEPEUHCIICHBI BCE JIEJIa OpTraHU3aIlNH;

B) IPUMEPHBIH CITUCOK JIe), HEOOXOAMMBIX K 3aBEJICHHIO B OPraHU3aIii;
T') JOKYMEHTBI, OTHOCSIIIHECS K OTHOM mpooiieme.

28. ApxuBHOe XpaHeHHe JOKYMEHTOB He00X0IMMO:

a) JJ1s1 IOBTOPHOT'O UCTIOJIb30BAaHMUs TIOKYMEHTOB;

0) A1 OTYETHOCTH NEPE] BBIMLIECTOSIIUMH OPraHU3aLUIMUY;
B) Ha CIIy4ail MpONaky JOKyMEHTa B OpraHU3allny;

T') Ha ciIydail ynpa3aHeHHs OpraHu3alyu.

29. S3bIK JOKYMEHTOB OTJINYAeT:

a) 00pa3HOCTh M Pa3sHOOOpa3ue A3BIKOBBIX CPE/ICTB;

0) TOUHOCTh U CYKEHHUE Mara3oHa S3bIKOBBIX CPEIICTB;
B) UCIOJIb30BaHUE IPO(PECCHOHATN3IMOB;

T') UCIIOJIb30BaHKE JHAJIEKTU3MOB.

30. Opranu3anuoHHas rpynna J0KyMeHTOB.

a) ycTaB, IIOJIOXKCHHE, MTpaBUila, MHCTPYKITUS, IIPUKA3;

0) ycraB, IOJI0XKCHHE, TIaH, HHCTPYKITUS;

B) yCTaB, OTYET, PaBUiIa, HHCTPYKIIHS,

F) YCTaB, MMOJIOKCHUE, ITpaBuJia, MHCTPYKIUA, PpCTIIaMCHT.

31. PacnopsiaurenbHasi rpynna J0KyMeHTOB.
a) IOCTaHOBJICHHE, PACIIOPSIKEHUE, PELIEHNE, [IPUKa3, YKa3aHUE;

35



0) ykas, IOCTaHOBIICHHE, PACTIOPSHKEHHUE, TIPUKA3, YKa3aHHE
B) yKa3, MOCTAHOBJICHUE, PACTIOPSDKEHHE, PEIICHHE, TPUKA3, YKa3aHue
I') yKa3, IOCTaHOBIICHHE, paCIIOpsHKEHUE, PElICHUE, IPUKA3.

32. CnpaBo4yHO-nHGOpPMANHOHHAS I'PYINA JOKYMEHTOB.
a) JOKJIagHas 3aliCcKa, aKT, IPOTOKOJ;

0) TOTOBOP, CITyKeOHAas 3aMUCKa, HHCTPYKIIHS;

B) CIIpaBKa, yKa3aHue, 3asBJICHUE;

I') TeJaerpaMma, TeJeoHOrpaMmMa, yKazaHHe.

33. IlpaBuia ogopmiaeHHsI peKBU3UTOB, oTpazkeHHble B 'OCT P 6.30 -2003.
a) HOCAT 00s13aTeIIbHBIN XapaKTep;

0) HOCAT PEKOMEHIaTeIHHBIA XapaKTep;

B) HOCSIT IMPEKTUBHBIIN XapakTep;

I') HOCSIT PEKOMEHIaTeIbHO-00513aTeNbHBII XapakTep;

34. Opranmsanus cay:k00ii JJOY Tekyuiero xpaneHusi 10KyMeHTOB.
a) OHO OCYIIECTBIISIETCS B OTHOIIEHHH UCTIOJIHEHHBIX IOKYMEHTOB

0) OHO OCYIIECTBIISICTCS] B OTHOIICHUU HEHCIIOIHEHHBIX JOKYMEHTOB

B) OHO OCYHICCTBIIAICTCA B OTHOIICHUHN JOKYMCHTOB Ha KOHTPOJIC

') OHO OCYILECTBISIETCSl B OTHOIIEHHH POCPOUYCHHBIX JOKYMEHTOB

35. Ilpuxas - 0CHOBHOI1 pacnopsAUTEIbHbIH JOKYMEHT B Opranu3anuu. Buabsl npukas3on:
a) 1O JJMYHOMY COCTaBY, ONIEPATUBHOU JEATEIHHOCTH;

0) 10 TMYHOMY COCTaBY, XO3HCTBEHHOM JICATEIBHOCTH;

B) KaJpOBBIE, TI0 TEKYIIEeH NesATeTFHOCTH;

T) [0 TMYHOMY COCTaBy, OCHOBHOM J€ATEIbHOCTH;

36. TekcT aKTa COCTOUT U3:

a) 000CHOBHIBAIOIIEH, KOHCTATHPYIOMIEH, pEeKOMEHIYIOIICH YacTH;
0) BBOJHOM, (haKTHUECKOH, pEKOMEH Y OIIEH YacTH;

B) BBOJIHOM, KOHCTaTUPYIOIIEH, UTOTOBOM YacTH;

T') BBOJHOH, KOHCTaTHPYIOIICH, pEKOMEHAYIOMEH JacTH;

37. lokaanHasi U cJIy:KeOHAS 3alIUCKH:

a) B 3HAUUTEIILHOM CTENEeH! HICHTHUYHBI 0 OQOPMIICHHIO U COIEPKAHMUIO;
0) IPOTHBOIIOCTABIEHBI IO OPOPMIIEHHIO B COAEPIKAHUIO;

B) 110 OOPMIICHUIO COBIAIAIOT, IO COAEPIKAHHUIO TPOTHBOIIOCTABIICHBI,

T') UACHTUYHBI 110 COJICPKAHUIO, PA3INYAIOTCS 10 0POPMIICHHIO;

38. TpeGoBaHus K 0opMIeHNI0 00bSICHUTENbHOM 3aINCKH:
a) COCTaBIISICTCSI OT IIEPBOTO JIMIIA

0) coCTaBISAETCS OT TPETHETO JINTIA;

B) COCTABJIIETCS OT TPYIIIBI JIHIL;

') COCTaBISICTCS OT HAPYIIUTEIS TUCITUILTAHBIL.

39. TpeGoBaHusa K 0OPMIEHHI0 MPOTOKOJIA:

a) YaCTH TEKCTa: BBOJHAS (CITyIIATIH - BEICTYIMIN-PEIININ), OCHOBHAS;

0) 4acTH TeKcTa: MOBECTKA AHS, OCHOBHAs (CIIyIIaTU-BbICTYIMIN-PELINIIN);
B) 4aCTH TEKCTa: BBOJHAs, IOBECTKA JIHS, CBEACHUS O IPUCYTCTBYIOIINX;
T') YacTH TeKCTa: BBOJHASI, OCHOBHAS (CIyIIATH-BBICTYTAIH-PEILINIIN).

40. TpeGoBaHus K 0OpPMIIEHHIO 10T0OBOPA:

a) 00s13aTeTbHOE KOJMISCTBO YIACTHUKOB CTOPOH — JIBA;

0) 00s13aTeIbHOE KOJIMYECTBO IK3EMILISIPOB — JIBa;

B) 0053aTeNIbHOE YKa3aHUE OTCHIJIOK K 3aKOHaM Pd;

) o0s3aTenpHOE 0(hOpMITEHNE PEKBU3UTHOTO MHHUMYMa JOTOBOPA;
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Karoun k Tectam: 16, 20, 30, 48, 50, 6a, 7a, 80, 98, 100, 11r, 12r, 134, 141, 151, 166, 170,
18r, 198, 20a, 210, 228, 23a, 241, 250, 268, 278, 28a, 290, 30r, 31a, 32a, 330, 34a, 35r, 361, 37a,

38a, 39r, 40r.

[IIkana oueHuBaHuA

YcTHBI onipoc

YpoBeHb 3HaHUI, YMEHHUN M HABBIKOB OOYYaIOIIErocs MpPU YCTHOM OTBETE BO BpPEMS
MPOBEICHHS TEKYIIEr0 KOHTPOJs ompenensercs Oamnamu B nuamnazone 0-100 %. Kputepusmu
OLICHUBAHHWS TPU MPOBEJCHUM YCTHOTO OINpOCa SBJISACTCS JEMOHCTpAIMs OCHOBHBIX
TCOPCTUUCCKUX HOHO)KGHHﬁ, B paMKax OCBauBaeMoU KOMIICTCHIHWHK, YMCHHEC [IPUMCHATH
NOJYYCHHBIC 3HAHWS HAa TMPAKTHKE, OBJAJCHHEC HABbIKAMHM aHAJIM3a W CUCTEMaTH3alluu
UH(POPMALIUU B 00JIACTH JOKYMEHTAIIHOHHOTO 00ECTICYCHNUS yIIPABIICHUS.

[Ipu oleHWBaHUU pPE3yJIbTATOB YCTHOTO OINPOCa HCIOJIB3YETCS CIEAyomas IIKaia

OICHOK:

100% - 90%

VYyamuiics AEMOHCTPUPYET COBEPLICHHOE 3HAaHUE MEXAHU3MOB YCTHON M NMUCBMEHHOW peuy;
OCHOBHBIX HOPM U TIpPaBHJI COBPEMEHHOIO PYCCKOTrO $3bIKAa; OCHOBHBIX HOPM U MOAEIeH
JOKYMEHTUPOBAHMS; YMEET IPUMEHITh OCHOBHBIE MEXAHU3Mbl YCTHOM M NMHUCBMEHHOM pedH B
OOICHNHU; TIPUMEHATh HOPMBI PYCCKOTO f3bIKa B paMKax CIOKUBIIUXCS MOJENCH
KOMMYHUKAIlU{; Ha MPO(ECCHOHAIFHOM YPOBHE PpEallM30BBIBATh IHCHMEHHYI0 W YCTHYIO
KOMMYHUKAIIMIO TIPH OPTaHU3alud JOKYMEHTAIlMOHHOTO OOECTieueHMs YIpaBIICHHUS, BIAfeeT
HaBBIKAMH NPUMEHEHUs] MEXaHU3MOB YCTHOW M MHUCHMEHHOM PedH; CIOCOOHOCTBIO K PEIEBOMY
B3aUMOJICHCTBUIO U B3aMMOIIOHMMAHHIO; HABBIKAMM I'PAMOTHOM YCTHOM M NMCbMEHHOM peuu B
npolecce IOKYMEHTHPOBAHUS U JIOKYMEHTAIIMOHHOT0 o0ecrieueH sl YIpaBJIeHHsI.

89% - 75%

VYuarniuiics 1eMOHCTPUPYET 3HAHHE OOJIBIICH YaCTH MEXaHH3MOB YCTHOW M NMHUCHMCHHOM peuw;
OCHOBHBIX HOPM U IIPaBHJl COBPEMEHHOI'O PYCCKOI'O f3bIKAa; OCHOBHBIX HOPM M MoOAeIeH
JOKYMEHTHUPOBAHUS, YMEeT IPUMEHITh OCHOBHBIE MEXaHHU3MbI YCTHON M NMHUCBMEHHOM peun B
OOILEHNHU; TIPUMEHATH HOPMBI PYCCKOTO s3bIKa B paMKax CIIOKUBIIUXCS —MOJeEINeH
KOMMYHUKAIlMK; Ha NPO(ECCHOHAILHOM YPOBHE pEallM30BBIBATh IHCHBMEHHYIO W YCTHYIO
KOMMYHUKAIIHIO ITPH OpraHU3allH JOKYMEHTAIMOHHOTO 00ECIIeUeHNS! YIIPABICHUS B OTACIBHBIX
cepax mnpodeccHoHANFHON EATeNTbHOCTH, BIIAJAEET HABBIKAMH NPUMEHEHHS MEXaHH3MOB
YCTHOH ¥ TIMCHbMEHHOM pedd; CIOCOOHOCTBIO K  PEYEBOMY  B3aMMOJCHCTBHIO U
B3aMMOIIOHMMAHUIO; HaBbIKAMM TPAaMOTHOM YCTHOM M NHUCBMEHHOH peuyd B Ipolecce
JOKYMEHTHPOBAHUS U IOKYMEHTALMOHHOTO 00ECIICUCHHNS YIPABICHHS.

74% - 60%

Vyamuiics IEMOHCTPUPYET NOCTATOYHOE 3HAHWE MEXAHU3MOB YCTHOM M INHUCBMEHHOM peuu;
OCHOBHBIX HOPM H TIPaBMJI COBPEMEHHOTO PYCCKOTO $3bIKa; OCHOBHBIX HOPM U MOJEINEH
JOKyMEHTHUPOBAHUS; YMEET MPUMEHATh OCHOBHBIE MEXaHH3Mbl YCTHOM M NMUCBMEHHOW peud B
O6H_ICHI/II/I; HOPMBI PYCCKOTO A3bIKa B pPaMKaxX CJIOKHBHIUXCS MO}]CJ’[CI‘/‘I KOMMYHUKAIIMHU,; Ha
npoeCcCHOHAILHOM YpPOBHE PEalM30BhIBATH NMUCHMEHHYIO M YCTHYI0 KOMMYHHKAIMIO TIPH
OpraHM3ali JOKYMEHTAIlUOHHOTO OOECTEYEeHUs] YIpaBieHUS B OTHCIBHBIX cdepax
PO eCCHOHANBHON JESTENbHOCTH, YAaCTUYHO BJIAJEeeT HABBIKAMH NPUMEHEHHS MEXaHH3MOB
YCTHOH M TMCBMEHHOW pE4YM; CIHOCOOHOCTBIO K pEYEBOMY B3aUMOACHCTBUIO U
B3aMMOIIOHMMAHUIO; HaBbIKAMHM TPAaMOTHOM YCTHOM M NHCBMEHHOM pedn B Mpoliecce
JIOKYMEHTHPOBAHUSI U JIOKYMEHTALMOHHOT0 00ECIICUCHHNS YIPABICHHSI.

meHee 60%

VYuamuiics AEMOHCTpPHUpYEeT OTCYTCTBHE 3HAHMs OONbIICH YacTHM MEXaHW3MOB YCTHOM U
MTMCbMEHHON PEUH; OCHOBHBIX HOPM M MPABHJI COBPEMEHHOTO PYCCKOTO SI3bIKA; OCHOBHBIX HOPM
U Mojened NOKyMEHTHPOBAaHHWS, HE yMEeT IPHMEHSTh OCHOBHBIE MEXaHW3MBI YCTHOH H
MIICbMEHHONW peYd B OOLIEHMH; HOPMBI PYCCKOTO S3bIKa B PaMKax CIIOKHBIIMXCS MOAEIEH
KOMMYHUKaIlUM; Ha MPO(ECCHOHAILHOM YPOBHE PpEallM30BBIBATh IHCHMEHHYIO U YCTHYIO
KOMMYHHUKAITHIO IIPY OPraHU3alii JOKYMEHTAI[HOHHOTO 00eCceueH s yIIPaBIeHHS B OTIEIBbHBIX
chepax npodeccHnoHANBHON AEATEIBHOCTH, HE BJIaJeeT HaBbIKAMH T'PAMOTHOW YCTHOH U
NUCbMEHHOM peyd B MpOlecce AOKYMEHTHUPOBaHHS M JOKYMEHTAI[MOHHOI'O OOecIedeHUs
yIpaBJIEHUsL.

TecTupoBanue
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VYpoBeHb 3HAHMH, YMEHUH W HABBIKOB OOYYaroIIErocsi IpW YCTHOM OTBETE BO BpeMs
MPOBEACHUS TEKYIIET0 KOHTPOJIS omnpenensiercs Oamtamu B auanazone 0-100 %. Kpurepuem
OLICHMBAHMUS NIPHU MPOBEACHUN TECTUPOBAHUS, SIBJISETCA KOJIMUYECTBO BEPHBIX OTBETOB, KOTOPBIE
JlaJl CTYJEHT Ha Bompockl Tecta. [Ipu pacuere konnyecTBa 0aioB, MOJYYEHHBIX CTYIEHTOM IO
UTOTraM TeCTUPOBAHMSI, UCTIONB3YeTCs cienyromas Gopmya:

E=£X100%,
0

rac b — xonuuecTBO 6ann013, MOJIYYCHHBIX CTYACHTOM 11O UTOI'aM TECCTUPOBAHUS,
B — xonudecTBO BCPHBIX OTBCTOB, JAHHBIX CTYJCHTOM Ha BOIIPOCHI TCCTA,
O- o6mee KOJIMYCCTBO BOIIPOCOB B TCCTC.

Pa300p cuTyaniuOHHBIX 32124

Pemenue cuTyallMOHHBIX 3a7ad OCYIIECTBIISIETCS C LIE€JIbI0 IPOBEPKU YPOBHS HABBIKOB
(BazieHni) CTyIeHTa M0 PELICHUIO IPAKTUYECKON CUTYallMOHHON 3ajauu.

CryneHTy 00BbsBIISETCS YCIOBHE 3a/1a4M, pEIIEHNE KOTOPOW OH M3JIaraeT yCTHO.

D¢ (eKTUBHBIM MHTEPAKTHBHBIM CIIOCOOOM pEIIEHUs 3a7ay SBJISETCS CONOCTaBJICHUS
Pe3yIbTaTOB pa3pelieHus OJTHOTO 3aJaHus ABYMS M 00Jiee MAJIBIMH IPYyTIIaMu 00yJaroIuXcsl.

3agaun, TpeOyromMe HW3yYeHHUs 3HAYUTENBHOTO o0beMa Marepuana, HeoOXOAMMO
OTHOCHUTb Ha CAMOCTOSITEIIbHYIO pabOTy CTYJIEHTOB, C HEIIPEMEHHBIM pa3z00pOM pe3yJIbTaTOB BO
BpeMs MPaKTHMUYECKUX 3aHATUI. B naHHOM ciydae peleHHe CUTYallMOHHBIX 33734 C TIIyOOKHM
000CHOBAaHMEM JIOJKHO TPEICTABIATHCS HAa TPOBEPKY B IMCHBMEHHOM BHUJIE.

IIpu oueHke peweHHs 3aJad aHAIM3UPYETCSl MOHMMAHUE CTYAEHTOM KOHKPETHOM
CUTYyalluH, CIMOCOOHOCTh OOOCHOBaHUS BBIOPAHHOW TOYKH 3peHMsA, TIIyOWHA MPOPadOTKU
MaTepHala, aKTUBHOCTh NPE3EHTALMU MaTepuaa.

[Tpu orleHMBaHUM Pe3yJILTATOB Pa300pa CUTYAIMid U CUTYAI[MOHHBIX 3a/1a4 HCIIOJB3YeTCs
CIIC/TyFOIIAsl NIKaJia OIICHOK:
100% - 90% |OTBeT Ha BONPOC 3ala4d JaH MpaBWIbHBIA. OOBICHEHHE XO/a €€ PCIICHUS
noJIpoOHOE, TOCIIEI0BATEILHOE, TPAMOTHOE, C TCOPETUUSCKIMMU 00OCHOBAHUSIMHU
(B T.4. W3 JEKIMOHHOTO Kypca), C MPaBWIbHBIM M CBOOOIHBIM BJaJCHHEM
TEPMHUHOJIOTHEH; OTBETHI Ha JONOJHHUTEIBHBIC BOMPOCHI BEPHBIC, YeTKue. B xo/¢e
Npe3CHTAIlMM MaTephaja WIA HMHCUCHHPOBKH MPAKTUYECKOH CUTYaIUH
MPOSIBJICHBI AKTUBHOCTH M HABBIKK A((DEKTUBHONW KOMMYHHKAIIHH.
89%-75% |OTBeT Ha BOMPOC 3aJaudl AaH MpaBWIbHBIA. OOBSCHEHHE XOJa €€ peIIeHHS
MOIPOOHOE, HO HEIOCTATOYHO JIOTMYHOE, C CAMHUYHBIMU OIMMOKAMH B JICTAJISX,
HEKOTOPbIMH 3aTPYJHCHUSIMH B TEOPETHYECKOM OOOCHOBaHMHM (B T.4. W3
JICKIIHOHHOTO MaTepHaja), OTBEThl Ha JIOMOJIHUTEIbHBIC BOIPOCHI BEPHBIC, HO
HEJIOCTaTOYHO 4YeTKHe. B Xoje mpe3eHTalnuu Marepuana WId HHCICHUPOBKH
MPAKTUYECKONH CHUTyallMd MPOSBICHBI JOCTATOYHAS AKTHBHOCTh M HABBIKH
KOMMYHUKAIUH.
74%-60% |OTBeT Ha BONPOC 3aJaud JaH MpaBWIbHBIA. OOBICHCHHE XO0Ja €€ pEIICHUS
HEJIOCTATOYHO IIOJIHOC, HEIOCIEA0BATEeIbHOE, C  OIIMOKAMH, CJIa0bIM
TEOPETUYECKUM O00OCHOBaHMEM (B T.4. JIEKIIMOHHBIM MaTepuaioM), cO
3HAYUTEIbHBIMH 3aTPYJAHCHUSMH W OIIMOKAMH, OTBEThI Ha JOMOJHHUTEIbHBIC
BOMPOCHI HEJAOCTATOYHO YETKHE, C OIMOKaMH B AeTaisax. B xoje mpe3eHTaruu
MaTepualia WM WHCICHUPOBKU TPAKTHUECKOW CHUTyallMd cJabo MPOSBICHBI
AKTHBHOCTH M HABBIKA KOMMYHHKAIIHH.
meree 60%  |OTBET HAa BOMPOC 3a7aud JaH HenpaBWIbHBIA. OOBACHEHHE X0Ja €€ PEUICHHUS
JAHO  HETMOJIHOe, HEeIMOoCJeAoBaTellbHOe, ¢ TpyObIMH  omuOKkamu, 0e3
TEOPETUYECKOr0 00OCHOBaHHUA (B T.4. JICKIHOHHBIM MaTEepPHaIOM), OTBETHI Ha
JOTIOJTHUTEJIBHBIC BOTPOCH HENpPaBWIBHBIE WM OTCYTCTBYIOT. B  xoze
NPE3CHTAIlMM  MaTepuajga WIA HMHCISCHHPOBKH MPAKTUYCCKOH  CUTYaIUH
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OTCYTCTBYIOT aKTUBHOCTb U HABBIKU KOMMYHUKAIIUH.
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OneHouHble cpeacrea aJist l'lpOMe)KyTO‘{HOﬁ aTTeCTalnum.

Bomnpocs! Kk 3auery.
. JlokyMeHT000O0POT: MOHATHE, IPUYUHBI POCTA.
Buabl 1oKkyMeHTOB.
JIOKyMEHTBI 10 IOUCKY, OTOOpY U HaliMy MepcoHala.
Pestome kak nokyment. TpeboBanust k pestome. Bupl pestome.
Ankera. TpeOOBaHUS K aHKETE.
Jluct Gecenpl ¢ COMCKATENIEM BaKAHCHH.
3asgBnenue o npueMe Ha paboty. IIpaBuna odopmienus 3asBineHuil. IlpotuBopeuns B
HO/IX0/1aX K O()OPMIICHHIO 3asIBIICHUH.
TpyioBoit 10roBop ¢ paOOTHUKOM: COJICpKAHUE U MOPAIOK OPOPMIICHHS.
Bunpt noroBopos. OdopmiieHne Tpy10BOro J0roBopa.
TpynoBast kHMKKa Kak 1okyMeHT. ConepkaHue Tpya0Boi KHIDKKU. OdopMileHHe TpyJ0BOit
KHIDKKH.
J1enonpou3BOACTBO MO TPYIOBBIM KHIDKKAM: TIOTy4eHHE, YUeT, XpaHEeHHe, Bblada paOOTHUKY
IIPH YBOJIbHEHHH.
Jlnynas (yueTHas) KapTo4Ka U TMIHOE JeT10 paboTHUKa npeanpustust. ConepskaHue v MopsiIoK
0(hOpMITCHHS JTMIHOM KapTOYKH paOOTHHKA.
Ocobennoctu conepxanust 1 0hOPMIICHUS TMYHON KapTOUYKH FOCYIapPCTBEHHOT'O CITY KaIlIero.
OcoOeHHOCTH cofiepKaHUST W O(QOPMIICHHUSI JIMYHOM KapTOYKA HAY4YHOTO (Hay4HO-
TIEIarOrMYECKOro) pabOTHHKA.
Coneprkanue 1 mopsiiok o(hOPMIICHUSI JIMYHOTO Jej1a paObOTHHKA.
[Tpuka3 kak nokymeHT. Buzpl puka3zos. [IpaBuia paboTsl ¢ mprKazamu.
OcoOeHHOCTH CONepkaHusl H  TOpsAAKa O(GOPMIICHHS OTACNBHBIX BHIOB IPHKA30B
(pacmopspKeHHIA) TI0 TICPCOHAITY.
TexHnonoruu u3nanus nMpuka3oB. [ [porerypbl OTMEHBI M aHHYIMPOBAHUS IPUKA30B. XPaHEHHE
MPUKA30B.
Conepkanue W TOPSAOK O(OPMIIEHHS IOKYMEHTOB IO OTKOMAHIMPOBAHHIO MEpCOHANA.
TexHonorus MoJAroTOBKM KOMaHUPOBOYHBIX JOKYMEHTOB.
Conepxanue W TOPSIIOK OGOPMIIEHHS JIOKYMEHTOB MO OTIycKaMm mepcoHana. ['padux
oTmyckoB. 3asBrenue o0 ormycke. [Ipukas 06 otmycke.
Conepxanue 1 nopsiI0K 0(OPMIICHHSI TIHCEM TIO0 TIEPCOHAITY.
Conepxanue 1 OPSI0K 0(hOPMIICHHUS CITy>KEOHO-/IEIOBBIX 3aIUCOK 110 MIEPCOHATY.
CrpaBKH 110 TIEPCOHAITY: COZIEPIKaHUE U TOPSIOK OPOPMIICHHSL.
. TeXHONOruK PerucTpalnuu JOKYMEHTOB, KOHTPOJIS HCIIOTHEHUS JOKYMEHTOB.
[TocTpoeHre HOMEHKIATYPHI Jedl.
ApXUBHOE XpaHEHHE JTOKYMEHTOB
SI3BIK ¥ CTHIIb TOKYMEHTOB. PelakTupoBaHue JOKyMEHTOB.
Yuudukanus, hopManuzanus, CTaHIapTU3AIMS TOKYMEHTA.
. Pabora ¢ xoH(puaeHIMaNBEHOM HHpOpManHei

HIxajna oneHUBaHUA

ypOBeHL 3HaHHfI, YMCHHf/'I N HaBBIKOB 06yqafomer0c;1 Ipru YyCTHOM OTBCTC BO BpPCM:

HpOMe)KYTOHHOﬁ arTeCcTalmuu OIpPEaACIIACTCA OLICHKaMH «3a4YTCHO» HWJIHN <«HE3AYTCHO)».
KpI/ITepI/IHMI/I OLCHUBAHUA Ha 3a4C€TC SABJIACTCA ACMOHCTpAalUsA OCHOBHBIX TCOPCTUYCCKUX
HOHO)KeHHﬁ, B paMKax OCBamBaeMoi KOMIICTCHIIMHY, YMCHUC ITPUMCHATDH MOJTYYCHHBLIC 3HAHUSA Ha
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MPaKTHKE, OBIIAJICHUE HABBIKAMU aHAJIM3a U CUCTEMATH3AI[MH HHPOPMAIH B 00JIaCTUKAIPOBOTO
JICIIONPON3BOICTBA.

Jns  puctumiivH, ¢GOpMOMl HTOTOBOTO OTYETa KOTOPBIX SIBISETCS 3a4eT, MPUHSTHI
CJICTYFOIIHE COOTBETCTBUS:

60% - 100% - «3auTeHON;

Menee 60% - «He 3aUTECHOY.

Y CTaHOBIIEHBI CIIEYIONINE KPUTEPUH OIICHOK:

100% - 90%

anmm‘/iCﬂ JACMOHCTPUPYCT COBCPLHICHHOC 3HAHUC OCHOBHBIX TCOPECTHUYCCKUX HOJIO)KCHHﬁ, B
paMKax OCBamBaeMO KOMIIETCHIINHU, YMECT NPUMECHATH IIOJYUYCHHBIC 3HAHHUSA Ha IMPAKTHUKE,
BJIaACCT HABBIKAMH aHaIM3a HW CHUCTEMaTHU3aluu I/IH(I)OpMaI_lI/II/I B o0Ojactu KaapoBOro
JCIJIOIIPOU3BOACTBA.

89% - 715%

VYyanuiics 1eMOHCTpUpPYET 3HaHWE OOJNBIIEH YacTH OCHOBHBIX TCOPETHUECKHX MOJIOKEHHUH, B
paMKax OCBanBaeMoO KOMIIETCHINHU, YMECT NPUMCHATH IMOJTYUYCHHBIC 3HAHUA Ha IPAKTUKE B
OTIeNbHBIX chepax MpodheCCHOHATLHOMN AEATCILHOCTH, BiaIceT OCHOBHBIMH HABbIKAMU aHAIH3a
W CHCTEMATH3allMd aHaju3a M CUCTeMaTH3alMu HHPOpPMANUKU B OOJACTH KaJAPOBOTO
JICJIONPOU3BOICTRA.

74% - 60%

Vvyamuiics AeMOHCTPUPYET OCTATOYHOE 3HAHHME OCHOBHBIX TEOPETUYECKUX IOJOKEHUH, B
paMKax OCBaMBaeMOIl KOMIIETEHIIMH, YMEET HCIOIb30BaTh MOJYUYCHHbIE 3HAHUS JJIS PELICHHS
OCHOBHBIX MPAaKTHYCCKUX 3a7ad B OTICIBHBIX cdepax MpodeCCHOHATHHON AeSTeIIbEHOCTH,
YaCTHYHO BJAJEeT OCHOBHBIMH HAaBBEIKAMH aHallM3a W CHCTeMaTH3aluu WHQopMaimm B
00JTaCTHKAIPOBOTO JIEIONPOHU3BOJICTBA.

menee 60%

y‘lalllPIfICH JACMOHCTPUPYECT OTCYTCTBHUEC 3HAHNA OCHOBHBIX TCOPETUYCCKUX HOHOX(GHHﬁ, B paMKax
OCBamBaeMoO KOMIICTCHINH, HC YMCCT IPUMCHATD NIOJIYYCHHbIC 3HAHUSA HAa IPAKTUKE, HC BJIAACCT
HaBbIKaMH aHAJIN3a U CUCTCMaTHU3allun I/IH(i)OpMaI_[I/II/I B 00acTi KagpoBOTro OCJI00PON3BOACTBA.
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