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1. Ilepedyenb NJIAHMPYEMBIX Pe3y/JIbTATOB 00y4eHHUsI 110 TUCHMIIJIMHE , COOTHECEHHBIX €
IJIAHUPYEMBbIMH Pe3y/IbTaTaMH OCBOCHMS a1alTHPOBAHHON NMPOrpaMMbl

1.1. Hucuummuna b1.6.21 «J/lokyMeHTallMOHHOE OOECIeYeHHEe U JEIONPOU3BOJICTBO B
TrOCY/IapCTBEHHOM W MYHHUIIMTIAIBHOM YIPABICHUM» OOCCIICUYMBACT OBIAJCHHUE CIICTYIOIIUMU
KOMIICTCHIO UMM
Kon
Kon HaumenoBanue HaumeHnoBaHue sTana 0cBOCHUS
3Tana OCBOCHHS
KOMITCTEHIINT KOMITCTEHIIHT KOMITCTEHITHU
KOMITCTEHIIHU
CriocoOHOCTH IPUMEHATH
OCHOBBI 3aKOHOJJATEIILCTBA
Crnoco6HOCTh NCTIONIB30BATh N
OCHOBBI IPABOBBIX 3HAHUU B Poccuiickoii Denepaum,
YK OC-10 p YK OC-10.1.2.1 PETYIUPYIOMNX CO3/IaHUE U
pa3IHYIHBIX cdepax
OPTaHM3AINIO XPAaHESHHS
JeATEILHOCTH
JIOKyMEHTOB B TOCYIapCTBEHHOM
Y MYHUIMIIAJIHOM YIIPaBJICHUH
OIIK OC-7.1.1 CnocoOHOCTh IPUMEHSITH
CnocoOHOCTh aHATM3UPOBATh U OCHOBHBIE 3aKOHO/IaTEJIbHBIE,
MIPUMEHSTh HOPMBI HOPMaTHBHO-TIPABOBBIE
KOHCTHTYLIHOHHOTO, JOKYMEHTBI
OIIK OC-7 AIMUHUCTPATUBHOIO U U TOCYIapCTBEHHbIE
CITyKeOHOTO IpaBa B CTaH/AAPTHI, PETJIAMEHTHPYIOIINE
npodecCHOHANBHOM COCTaBJIeHHE, 0(OPMIICHUE U
JEATETbHOCTH OpTaHM3AINI0 PAOOTHI
C IOKYMEHTaMH
Brnanenue HaBbIKaMU MTOUCKA, CriocoGHOCTb aHATH3HPOBATH
aHAJIN3a U UCIIOJIb30BaHUSA COBPEMEHHOE IIPaBOBOC,
HODMATUBHBIX U IIPABOBBIX HOPMAaTUBHOC U METOANYCCKOC
OIK-1 P papo? OIK-1.1.2.1
JIOKYMEHTOB B CBOEH peryjimpoBaHnue
po¢eCCHOHATBHOM ACIONpPOU3BONCTBA
JeATeIbHOCTH
Biagenue TexHonorusmu, Crioco6HOCTh IPUMEHSTH
npueMamu, 00eceYrBaroIUMH npaBuia J0KyMEHTUPOBAHUS
OKa3aHHe TOCy/IapCTBEHHBIX U IIPU OKa3aHWH TOCYAAPCTBECHHBIX
MK-24 yAap MK-24.1.1. P yAap
MYHHUIUTAIBHBIX yCIyT 1 MyHUILMIATBHBIX YCIYT
(pU3MYECKUM U IOPUANIECKIM
JHLam
Bnanenne HaBblkamu cOopa, CriocoOHOCTH (POPMHUPOBATH U
00paboTkn HMHpOpMAUUU U HAaIpaBJIsITh MEXBEIOMCTBEHHBIX
yacThs B MH(OpMATH3ALUH 3alpOCOB B OPraHbI
TK-26 Y $op : TK-26.1.1.1 P P
JIESITEIIBHOCTH (opraamusanun)
COOTBETCTBYIOIIMX OPTraHOB
BJIACTH U OpraHU3aluil
1.2. B pe3ynprate OCBOCHHS IUCHHMIUIMHBI Yy CTYACHTOB JIOJDKHBI  OBITH
c(OPMHPOBAHBI:
OTO/TD
Kon arana ocBoenust
(Ipu HaNTMYHMK Pesynbrarel 00ydeHus
KOMITETEHIINT
npodcranaapra)
—Odopmisier TOKYMEHTHI B COOTBETCTBHM C TPEOOBaHUSIMH
Fpa’kKAaHCKOTO, TPYAOBOTO  3aKOHOJATEIbCTBA  POCCHUICKOH]
(denepaii W JIOKAIBHBIMM ~ HOPMAaTHUBHBIMH  aKTaMy
YK OC-10.1.2.1 OpraHu3aluu
- JleMOHCTpUpYeT 3HaHHE TpPYIOBOIO 3aKOHOJAATEIbCTBA H
MHBIX aKTOB, COEPIKAILIMX HOPMBI TPYJOBOTO TIpaBa
OIIK OC-7.1.1 — AHaTM3UpyeT COBPEMEHHOE TIIPaBOBOE, HOPMATHBHOE W
METO/IMUECKOE PETYINPOBAHUE EJIONPOHU3BOJICTBA
— AHanmusupyer MEXIYHApOIHBIE CTaHAAPTHI Ha)|
[peacTaBIeHne KOMOMHMPOBAHHON NOKYMEHTAMH M Iepenadyl

4



JIaHHBIX

OIlK-1.1.2.1

— HpI/IMCHﬂeT ToCyaAapCTBEHHbBIC U MCKAYHAPOJAHBIC CTAHAAPThI
[Ha TOKYMCHTAIUIO B HpO(i)eCCI/IOHaHI)HOI;’I JCATCIIBHOCTH

— CocraBnsier 1 Oo(opMIIIET JOKYMEHTHI B COOTBETCTBHH C
Tpe6oBaHmsAMH ['OCy1apCTBEHHOI CHCTEMBI TOKYMEHTAIIMOHHOTO
oOecrieyeHuns! ynpaBieHUs!

I1K-24.1.1.

— INopstmok nH(pOpMHUPOBaHHS 0 MPEI0CTaBICHNY]
MYHHUIUTIAJIBHON YCIIyTH

— @opMynupyeT IepeueHb JOKYMEHTOB, HEOOXOIUMBIX s
IPEJOCTaBIICHHsI TOCYAapCTBEHHON (MYHHUIIMIIANBHON) YCIYTH B
3JIEKTPOHHOM BH/JIE

I1K-26.1.1.1

— Bumageer HaBbIKaMH BCACHUA JACJIONPOU3BOACTBA C
[TPUMCHCHUCM I/IH(IJOpMaHI/IOHHLIX TEXHOJOT UM

— Braneer HaBBIKAMU COCTaBIICHHS U O(QOPMIICHUS Pa3THIHBIX
BUIOB TOKYMEHTOB TPaIUIIMOHHBIM CIIOCOOOM U B 3JIEKTPOHHOM
BHIC




2. O6beM U MeCTO TUCHHUILIHHBI
B CTPYKTYpe a1anTHPOBAHHOW 00pa30BaTeIbHOI MPOrpaMMbl

VYuebnas nucnumnHa b1.65.21 «JlokymenTanimonHoe obecrieueHrue M JeI0IPOU3BOICTBO
B TOCYAApCTBEHHOM W MYHHIMIIQJIHHOM YIIPABJICHUW» NPUHAMISKAT K OazoBoil vactu. B
COOTBETCTBUHU C Yy4e€OHBIM IUIAHOM, MO OYHOM (hopMe OOy4yeHHs JUCIHUIUIMHA OCBAaUBacTCs B
oobeme 108 wacoB (3 3E) um3ywaercs B Tedyenue 3 cemectpa. V3yueHue IUCHUIUIMHBI
3aKaHYMBAETCS 3a4ETOM B 3 CEMECTpE.

OcBoeHne JUCHMIUIMHBI ~ ONMHMPAETCs HAa MHUHUMAJIbHO HEOOXOOUMBIH  00BeM
TEOPETUYECKUX 3HAHUN B 00JACTH SKOHOMHKH, IICUXOJOTUHU, TOCYAApCTBEHHOTO YIPABIICHUS,
IOPHUCIIPYACHIIUH, TOKYMEHTOBEICHUS, a TaK)Ke Ha MPUOOpPETEHHBIE paHee YMEHHUsSI U HABBIKU B
chepe TOCYAapCTBEHHOT0O W MYHUIUIAIBHOIO YIPaBICHHS, HSKOHOMUYECKOW Teopuw,
COLIMOJIOTMM OpraHU3alliy, YIPaBJIECHUS YEIOBEUECKUMU PECYPCAMH.

VYuebnas nucnumnHa b1.6.21 «JlokymenTanimonHoe obecrieueHrne M JeI0IPOU3BOICTBO
B TOCYJIapCTBEHHOM M MYHUIMIAIBHOM YIpPaBICHUW» peanu3yercsa nocie usyudenus: bl.b.12
«BBegenne B mnpodeccHoHaNbHYIO nesaTenbHOCTh», b1.5.20 «JlenoBble KOMMYHUKAIN,
b1.b.14 «Cuctema TOCYJapCTBEHHOIO U MYHUIUNAIbHOTO  ympaBieHus», bl.b.21
«/lokymeHTallmOHHOE  OOecrieueHue U JEJNOMPOU3BOJICTBO B  TOCYAApCTBEHHOM U
MYHUIIUTIATIHOM YIPABICHUM.

[Io ounoit Qopme 00ydeHHS KOIMYECTBO aKaJEMHUYECKHX YacOB, BBIICICHHBIX Ha
KOHTakTHYI0 paboTy c mpenojaBaTesneM (10 BuAaM Y4yeOHbIX 3aHATUH) — 54 dyaca Ha
CaMOCTOSITENbHYIO paboTy oOyuaronuxcsa — 54 yaca.

[To 3aounoit popme OOydeHHUS KOJUYECTBO AKAJIEMHUYCCKUX YaCOB, BBIJICICHHBIX Ha
KOHTaKkTHYI0 paboTy ¢ mpemnojaBarereM (Io BugaM Y4eOHBIX 3aHsATHUH) — 12 yacoB Ha
CaMOCTOSITEIILHYIO padoTy o0y4aronuxcs — 92 Jacos.

dopma NpOMEKYTOYHON aTTeCTAllMU B COOTBETCTBUH C YU€OHBIM IIIAHOM — 3a4eT.



3.Coaep:kanue M CTPYKTYPa AUCHMIIHHBI

CTpyKTypa JTUCHUNIMHBI (MOIYJIA)

O0beM TUCHUIIMHBI (MOYJIsT), Yac. dopma
KonTakTHas paGora TEKYILero
odyvyaruuxcs ¢ KOHTPOJISI
H npenogasaresiemM ycneBaemo
anMeHOBaHUeE TeM .
Ne n/n 10 BHIaM Y4eOHbIX 3aHsITHI cTH,
(pa3nesioB) Bcero CP
NPOMEKYT
a | ap | o3 | Kcp otHon
aTTecTamu
"
Ounasa popma odyuenus
3 cemecmp
Ucropust pa3BuTus 2 o,rT
Tema 1 JIEIIOIIPOU3BOJICTBA B - 4 6
Poccunm (15 — 21 Beka). 12
Tema 2 [IpoGiiemsr pocra . 2 ) ) 4 oT
JOKYMEHT0000poTa.
2 orT
Tema 3 CriocoObI panroHaIn3auu ) 4
JIeIIONPOU3BO/ICTBA.
10 4
I'c0oy. YCOP/. 2 o, T
Tena 4 Yuudukanus,
dopmanmuzanus, - 2
CTaHJapTH3allUs IOKYMEHTa 10 6
OpranuzanmoHHas rpymnmna 2 o T
JOKYMEHTOB.
Tema 5 PacnopsaurenbHas rpynma 1 ) 4 6
JnokyMeHToB. CripaBoYHO-
MH()OPMaIIMOHHAS TPYIIa
JIOKYMEHTOB.
[TpaBuna oopmiaeHus 2 orT
JIOKYMEHTOB. PeKBU3UTHBIN 12 6
Tema 6 - 4
coctaB gokyMeHTa. 'OCT
6.30-2003.
2 orT
Opranu3zanus c1yX0bl
Tema 7 oy - 2
A0V 10 6
TexHOoIorun perucTpanuu 2 T
Tema 8 - 2
JOKYMEHTOB. 10 6
12 2 6 T
Tena 9 TexHOI0rnu KOHTPOJIS i 4 o0,
WCTIOJIHEHHS JIOKYMEHTOB
Opranuzaius ciryxooi 12 2 4 o T
JOVY Ttekymiero xpaHeHUs
nokyMeHToB. ITocTpoenue
Tesa 10 | HOMEHKIATYDBI Jieit. ) 4
ApXHBHOE XpaHEHHE
JIoKyMeHTOoB. Opranuzanus
ciryx060it /I0Y apxuBHOTO
XpaHEeHHUs JIOKYMEHTOB.
ITpomexxyTouHas aTTecTanus 3a4éT
Bcero: 108 20 2 32 54 33E




Ne i/

HauMmeHoBaHHe TeEM
(pa3nesioB)

O0beM quCHUIIMHBI (MOYJIs1), Yac.

Bcero

10 BUJIaM Y4eOHBbIX 3aHATHIA

KonTakTHas paGoTa
o0y4yarouuxcs ¢
npenojaaBaTeiemM

JI

JIP 113 KCP

CP

®opma
TeKyLlero
KOHTPOJISI
ycneBaemo
CTH,
NPOMEXKYT
OYHOM
arrecTanm
U

3aounasn popma ooyuenusn

4 cemecmp

Tema 1

Ucropus pazpurtus
JIEJIOTIPON3BOJICTBA B
Poccun (15 — 21 Beka).

12

Tema 2

IIpo6meMs! pocTa
JOKYMEHT0000poTa.

Tema 3

CriocoObI panroHaIn3auu
JICTIONPOU3BO/ICTBA.

Tema 4

I'CI0VY. YCOP/.
Yuudukanus,
(dhopmanuzanus,
CTaHIapTH3aIMs JOKYMEHTa

10

Tema 5

OpranuzanoHHas rpymnmna
JOKYMEHTOB.
PacnopsinurenbHas rpymnmna
JIoKkyMeHTOB. CIpaBOYHO-
MH(QOPMAIIMOHHAS TPYIIIa
JIOKYMEHTOB.

12

10

Tema 6

[TpaBuia oopmieHus
JIOKYMEHTOB. PeKBU3UTHBIN
coctaB gokyMeHTa. 'OCT
6.30-2003.

10

Tema 7

Opranuzaius c1yxO0bl
JOYV.

10

KP

Tema 8

TexHoorun perucrpannuun
JOKYMCHTOB.

14

14

Tema 9

TexHonorun KOHTPOIIsA
VICIIOJIHEHHS] IOKYMEHTOB

10

10

Tema 10

Opranunzanus ciyx00i
JOVY Ttekymiero xpaHeHUs
nokymeHToB. [TocTtpoeHue
HOMEHKJIATYPHI JIEI.
ApXUBHOE XpaHEHHE
JIOKyMeHTOB. OpraHuzamus
ciyx060it /I0Y apxuBHOTO
XpaHEeHHUs TOKYMEHTOB.

12

10

IIpomesxyTouHast aTTecTauus

3a4eT

Bcero:

108

92

33E

Ipumeuanue:

dopmut

meKyuieco KOHmpoJsa ycneeaemocmu.

onpoc (0), mecmuposanue (1),

koumponvuas paboma (KP), konnoxeuym (K), acce (3), pecpepam (P), oucnym (), cumyayuonnas 3aoaua (C3),
pasoop cumyayuii (PC) u op.




Conep:xaHue TMCHUILTHHBI

TEMA 1: Ucropusi pa3zBuTus aejonpoussoacrsa B Poccuu (15 — 21 Beka).

Tpu nepuona pa3BUTHS AETONPOU3BOACTBEHHOMN U ceKpeTapcKkoil ciy:k0bl B Poccuu. [Ipukaznoe
nenonpousBoAcTBO(15-17 Bek). TexHosorus co3maHus AOKyMEHTa B Ipukase. CBUTKOBOE
nenornpoun3BoicTBo. Komnexxckoe aemonpon3BoactBo (18 Bek). I'enepanbHbiil permament 1720
roja. Beenenne unHa cekpeTapckoro u CTpykTypbl kanuensipuu. Co3znanue apxuBoB. Beenenue
npoueaypsl peructpauuu. Co3naHue TeHepalbHbIX (HOPMYISIPOB AJIi OCHOBHBIX JTOKYMEHTOB.
HcnonautenbHoe nenonpou3BoacTtBo (19 Bek). YBenuueHue KOJIMYECTBA TUIIOB JIOKYMEHTOB.
YcnoxHeHne TeXHOJIOruH paboThl ¢ qokymeHTamu. Co3nanue B Poccuum mIKONbBl cekpeTapei.
[TocnepeBomtoimonnas peopma B 061acT paboTHI ¢ JOKyMEHTaMu (coBeTckuil mepuon). Unes
BBEJICHUSI 0E3pEerucTpalliOHHOrO JIeJIOMPOU3BOJCTBA. Pa3BUTHE COBPEMEHHBIX TEXHOJIOTUI
paboOTBl € JOKYMEHTaMH B TIIOCIEBOECHHBI mnepuon 20-ro Beka. TeHAGHUMHM pa3BUTHA
JIeTIONPOU3BOJICTBA B 21 Beke.

TEMA 2: IIpo6.s1eMblI pocTa J0KYMeHT0000pOTA.

[lonsitue  “mokymentoobopor”. TeHaeHIMU  pa3BUTUA  AOKyMeHTooOopoTa. I[lomsitue
“uHpopManmonHoro Oapweepa”. I[IpoGiembl, MOpoXkAaeMble pPOCTOM JAOKYMEHTOOOOpOTA.
[TpuuuHbl pocta TOKyMEHTOOOOpOoTa. OOBEKTHBHBIC NPUYMHBI POCTA JOKYMEHTOOOOpOTa
CyObeKkTHBHBIE  NPUYMHBI  pocTa  JIOKyMeHTooOopoTa.  CmocoObl  peryaupoBaHUs
JIOKYMEHTO000pOTA.

TEMA 3: Cnioco0bl paninoHaIu3anunu 1eJ101pon3BoACTBA.

KoMMyHMKaTHBHas CUCTEMAa OpraHu3alud. PyKoBoguTenb - KOMMYHUKAaTUBHBIM LEHTP
OpraHu3aluu. WNudopmannonnsie HepErpy3Ku PYKOBOOUTEIA. OnTumuszanus
JOKYMEHTOIIOTOKOB B opraHmszauuu. OnrtuMmusanus BXOASIIUX JOKYMEHTONOTOKOB. Merton
IPEBAPUTEIILHOTO  PACCMOTPEHUsT JTOKyMEHTOB. COCTaBIAIOIIME YCIEHIHOCTH METOAA.
OnTumuzanus UCXOASIIUX TOKYMEHTOIIOTOKOB.

CozlaHue KOMIUIEKCHBIX JOKYMEHTOB. JlenerupoBaHue mpaBa HOJIMUCU YacTH JIOKYMEHTOB.
BBenenune u pacnpoctpaHeHune O€30KYMEHTHBIX (hopM JnenoBoro oOmeHus. OnTuMuzanus
BHYTPEHHUX JIOKYMEHTONOTOKOB. MeToa yrhpaBieHHss MO OTKJIOHeHusM. Ontumusanus
UH(POPMALIMOHHOTO 00eceueH s OpraHu3aluy.

TEMA 4: 'CAOY. YCOP/. Yuuduxanus, popMaauszanus, CTaHAAPTH3ALMS JOKYMEHTA
Uctopus cozmanus ['CHAOY. Beepenue I'C/IOY - rapaHTuss ONTHUMalIbHOCTH palOTHI ¢
JOKyMEHTaMHd B  OpraHM3aluu.  YHU(DUIMpOBaHHasT  CHUCTEMa  OPraHHU3alMOHHO-
pacropsaUTeNbHON AeATeNbHOCTH. YHU(DUKALUSA TeKCTa TOKyMeHTa. Tpu crocoba yHupUKanuu
Tekcra: Tpadaper, aHkera, Tabmuma. TpeboBanus k Tpadapery. TpeOGoBaHHs K aHKeTe.
TpeboBanus k Tabaune. @opmanuszanus HHGOpMaIMK B cucTeMe yrnpanieHus. CTaHnapTuzaus
JIOKYMEHTA.

TEMA S: Opranu3auMoHHasi rpynmna Jd0oKyMeHTOB. PacnopsiaurejbHasi rpynmna
AOKYMeHTOB. CIpaBOYHO-UH(OPMALMOHHAA IPYNIA JOKYMEHTOB.

Cucrtema opraHu3aIlMOHHO-TIPABOBOM MOKyMeHTanuu. Ha3zHaueHue u cocTaB OpraHMU3aIliOHHO-
npaBoBoi JokyMeHTanuu. CoctaBieHue U OQOPMIICHHE OTAEIbHBIX BHUIOB OPraHU3AIMOHHO-
MPaBOBBIX JOKyMEHTOB. CHcTeMa pacmopsauTelbHON MOoKyMmMeHTanuu. HasHadueHue M cocTaB
pacnopsIuTeNbHON JHoKyMeHTauuu. [Iponenypsl M3gaHus pacropsiAUTENbHBIX JIOKYMEHTOB Ha
MpUHIMIIAX eAnHOHavanus. [Iponenypsl u3nanust pacriopsANTEIbHBIX JOKYMEHTOB B YCIIOBUSIX
KouternanbHocTd.  OdopMiieHHe pacHoOpSAUTENbHBIX JOKYMEHTOB. (CHcTeMa CHpaBOYHO-
nHpopManMoHHOW JOoKyMeHTaruu. Ha3HadeHue © CcOCTaB  CIpaBOYHO-WH(OOPMAITMOHHON
nokymeHTaruu. CoctaBneHue u 0OpMIICHHE CIIPABOYHO-UH(DPOPMAIIMOHHBIX TOKYMEHTOB.



TEMA 6: IIpaBuia opopmiieHusi J0KyMeHTOB. PekBu3utHbiii coctaB pokymenra. FOCT
6.30-2003.

[Tonstue «pexBu3uT». CoOCTaB pPEKBU3UTOB JOKYMEHTOB. biank mokymenta. Dopmyisp
nokymenrta. [IpaBuna opopmiieHHsI peKBU3UTOB JIOKYMEHTOB: TOCYAapCTBeHHBIH repd PD, repo
cyosekta P®, smOnema opraHu3anuy, KOABI OpraHM3alud, Kox (OpMBI JOKYMEHTa,
HanMeHoBaHue opranusanuu, MHH, cnipaBounblie qanHbie 00 OpraHu3aliy, HANMEHOBAHUE BU/IA
JOKYMEHTA, J1aTa ¥ HOMEp JOKYMEHTa, CChIIKA Ha IaTy ¥ HOMEP JOKyMEHTa, MECTO COCTaBJICHHS
WIA W3JaHUsS JIOKyMEHTa, rpud OorpaHMyYeHHs JOCTyna K JOKYMEHTy, ajapecar, Tpud
YTBEPXKIEHHUS JOKYMEHTA, DPE3OJIIOIHs, 3aroJIOBOK K TEKCTY, OTMETKa O KOHTpOJIE, TEKCT
JOKYMEHTa, OTMETKa O HaJIWYUH TPHIOKEHHWHA, MOANNCh, Tpu( COIJIACOBAHUS, BHU3BI
COTJIacOBaHUS, IeyaTh, OTMETKA O 3aBEPEHUM KOINWH, OTMETKAa 00 HCIOJHHTENE, OTMETKa O
HaNpaBICHUU JOKYMEHTa B JeJI0, OTMETKa O MOCTYIUICHHH JIOKyMEHTa B OpraHHU3alHIo,
JJIEKTPOHHBINA HICHTU(PHUKATOP.

TEMA 7: Opranusanus ciayx0s1 JJOY

Cnyx0a ITOKYMEHTAlMOHHOTO OOeCHeueHHsl ympaBlieHHs B opraHuzanuu. Llens co3maHus
cayx6b1 JIOY. 3amaun cayxObr JJOY. @ynkuuum ciayx6sr  JOY. Tunsl cayx6 AOY B
Pa3IUYHBIX OpraHM3alusaX. Pacuer konmyecTBa CiiyXkallux U COTPYAHUKOB ¢ kareropueit MOII
B ciryx0e JIOY 11 pa3iaudHbIX KaTeropuil opraHu3aiui.

TEMA 8: TexHoJ10rMu perucTpauvu 10KyMeHTOB

Ilenu w 3amaun co3faHUsl KaHUEJSIpUM B OpraHu3aluu. Jlemonpou3BOACTBEHHBIE ONEpPALUU,
npou3BoguUMbIe B  KaHmenspuu. llepBuunas oOpaGoTrka mokymeHta. Peructpamus u
WHJICKCUpOBaHUE JOKyMeHTa. [loBropHas oOpaboTka mokymeHnta. CrnpaBodnHas paboTa IO
TOoKyMeHTaM. Tekyllee XpaHEHHE JIOKyMEHTOB. Pexum paboThl KaHIENSIpUU Ha MpUMEpE
JAaHHOTO Tojapa3aeneHuss Bonrorpaackoit obmactHoit amMunuctpanuu. Cnenuduka o0padboTKu
IIPABUTEIBCTBEHHON U CPOUYHON KOPPECTIOHACHIINH.

[lenu perucrpauuu JOKYMEHTOB B opranu3zanuu. CocTaBisiOIIME MPOLEAYpbl PETUCTPALIUU.
[Toctpoenne UIIC no noxymentam. Tpu tuma UIIC. Kpurepun Bei6opa ontumansHoit UTIC no
JIOKYMEHTaM B OpTaHU3aliH.

TEMA 9: TexH0/JI0THM KOHTPOJISI HCIIOJIHEHUS JOKYMEHTOB

CocraBisitoliie  KOHTPOJIL HCIOJIHEHUS JoKyMmMeHTa. (CucremMa KOHTpPOJIA HCIHOJHEHUS
nokymeHTa. KoHTponb CpokOB HMCHOJHEHHsS JTOKymMeHTa. KOHTpoib KayecTBa HMCIOJIHEHMS
nokymeHnTa. KoHTposnbpHast rpymnna kKak 4acTb cinyx0bl JJOY. OyHKIMM KOHTPOJIBHOIN TPYIIIBL.
Opranuzanus paboTel KOHTPOJIBHOM IpyNIbl HA IpUMepe paboThl JAHHOTO MOIpa3/iesICHuUs.

TEMA 10: Opranu3anusa ciayxooii JIOY Texkyuiero xpaneHusi 10kymeHToB. IlocTpoenue
HOMEHKJIATYPBI J1eJl.

CucteMHOE XpaHEHHE JTOKYMEHTOB - 00s3aTellbHOE TpeOOBaHWE paIMOHAIBHOW paboThl ¢
JOKyMEHTaMu B opraHuzauuu. Jleno - mnepBUYHBIA JOKYMEHTHBIM Komruiekc. IlpusHaku
3aBesieHUsl JAeN. TexXHOJOorus co3laHuss HOMEHKIATyphl el B opranuszanuu. HomeHkmatypbl
TUIIOBBIE, TIPUMEpPHBIE W KOHKpeTHble. BBenenue HomeHknarypel nen. CTpykTypa
HOMEHKJIaTypbl fAen. HomeHkinarypa ngen - JOKyMEHT, OOeCIeuMBalOIIUN paliOHaIbHBIN
JOKYMEHTOOOOpPOT. ~ ApXMBHOE  XpaHEHHE JOKYMEHTOB. MHdopManuoHHBIE  MOTOKH,
nH(pOpMallMOHHBIE MAaCCUBBL. 3aKOHBI HAKOIUIeHUs HH(opMmalu B obmiectse. 3akoH Mardest mo
OTHOILEHHIO K HAKOIUIEHUIO MH(opMaruu B conuyme. DOoHA - cCUCTEeMaTH3UPOBaHHbIM MacCHB.
Tunsl nHGOPMAITMOHHBIX MACCUBOB: apXuB, My3eil, onbanoreka. MIx cxoacTBa u pa3ianyus.
BenoMcTBeHHBII apXuB B opraHu3auuu - MH(GopManuoHHbIH (Gona. OpraHuzanus apxuBa B
yupexaeHuu. TexHoaorus cnucaHusi oTpabOTaHHBIX JOKYMEHTOB HAa apXMBHOE XPaHEHUE WU
Ha YHUYTOXXEHHE. DKCIepTH3a IEHHOCTH OKyMeHTa. HekoTopble 0COOEHHOCTH apXHBHOTO
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XpaHeHHus JOKyMeHTOB. CrpaBOYHO-MH(OpPMALMOHHAs paboTa apxuBa. ApXUBHas CIIpaBKa,
apxuBHas konus U T.11. KynbTypHO-IIpocBeTHTENbCKAs paboTa apXHBa.

Ha camocrostensHyro paboty cryaeHToB 1o aucuumimHe b1.b.21

«I[OKYMGHTaI_[I/IOHHOG

o0OecrieueHHe M JEJIONPOU3BOACTBO B TOCYIapCTBEHHOM M MYHMIIMIIAIbLHOM YIIPaBIECHUN»
BBIHOCSITCS CIICAYIOIINE TEMBbI:

ri\/ri[ Tema Bonpocsl, BbiHocumbie Ha CPC g::;: 3;?);:1?
1 2 3 4 5
VcTopus pasBuTHs PasBuTHe coBpeMEHHBIX TeXHOJvmrI/IP”I paboTer ¢ 0 0
Temal | memompomssoxcTsa B JOKyMEHTaMH B TIOCJICBOSHHBIH mepuox 20-ro
Beka. TeHIeHIUH pa3BUTHUS JIEIONPOM3BOJICTBA B
Poccun (15 — 21 Beka). 21 Bexe.
(0] 0]
TpoGiiemsr pocta OOBEKTHBHBIE IPHYNHBI POCTa TOKYMEHTO000pOTa
Tema 2 CyOBeKTHBHBIE IIPUYHHBL pocta
JIOKYMEHTO000pOTAa. [1OKyMeHT00GOpOTa
Croco0sl o 0
Tema3 | pammonammsammm BBeneHne M pacnpocTpaHeHHE O0€3I0KYMEHTHBIX
(hopM 1eoBOrO OOIICHUS.
ACJIOIMPON3BOJACTBA.
I'Caoy. YCOP/I. VYHudukamus TekcTa MOKyMeHTa. Tpu crmocoba 0 0
Yuaudukanus, yHU(UKaIUK TEKCTa: TpadapeT, aHKeTa, TabIuLa.
Tema4 | dopMmanuzanms,
CTaHapTU3aLus
JIOKyMEHTa
OpranuzaioHHast OdopmieHre pacrlopsiIUTEIbHBIX JTOKYMEHTOB. 0] (0]
rpynmna J0KyMEHTOB. Cucrema CIIPaBOYHO-MH(OPMAITUOHHOMH
PacniopsimutenbHas AOKYMCHTALH.
Tema 5 | rpymnma JOKYMEHTOB.
CripaBoyHO-
nH(pOpMaITMOHHAS
rpynIia JOKyMEHTOB.
IMpaBuna odopmneHns CocraB  pEeKBH3HTOB  JJOKYMEHTOB.  biank 0] 0]
JIOKYMEHTOB. AOKYMCHTA.
Tema 6 | PeKBU3UTHBIN COCTaB
noxymenTa. 'OCT 6.30-
2003.
Tena 7 Opranuzarus ciy 05l Tume! cayx06 JJOY B pa3Iu9HBIX OpraHU3aNNsIX. 0] (0]
JOV.
TexHonoruu Pexum pa®oThl KaHIEISIPUN HA TpUMeEpe JTaHHOTO (0] (0]
Tema 8 | perucrpaunuu noApa3aesieHust Bounrorpaackoit obnacTHOH
JIOKyMEHTOB. a/IMUHUCTPALIUH.
TexHOMOruu KOHTPOJIS KontponpHas rpymnma kak vacth ciryx0er JJOVY. (0 (0]
Tema 9 | WCOOJHEHMS DOyHKIMHA KOHTPOJIBHOM IpyMIIbI.
JIOKYMEHTOB
Opranuzanys cayx00i CrpaBovHO-HH(pOpPMAIIMOHHAs ~ paboTa  apXwuBa. 0] orT
JIOV Teky1ero ApxuBHas cCIIpaBKa, apXWBHas KOMUS M T.IL
XpaHEeHHs! JOKYMEHTOB. KynbrypHO-TIpocBeTHTENbCKas paboTa apXuBa.
[Toctpoenne
Tema 10 | HOMEHKIATYpPHI €.

ApXWBHOE XpaHEHHE
JIOKYMEHTOB.
Opranun3zanus ciyx00i
J1OY apxuBHOTO
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| XpaHCHHA JOKYMCHTOB.
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4. MaTtepuaJbl TeKyLIero KOHTPOJIS yCeBaeMOCTH 00y4aromuxcs U (pOHI OLleHOYHBIX
CPeaCTB N0 JUCHHILIHHE

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

4.1.1. B xone peammzanuu aucuuiiudbel b1.5.21 «/lokymMeHTanmoHHOE O0ecreueHue u
JEJIONPOU3BOJCTBO B TOCYAAPCTBEHHOM U MYHUIMIAIBHOM YIPABICHUU» HUCHOIB3YIOTCS
cienyronme (opMbl ¥ METOJIbI TEKYIIETO KOHTPOJIS YCIIEBAEMOCTH 00YUYaIOIIMXCS:

Ne n/m HaunMmeHoBaHue TeM (pa3iesioB) Merone1 Tekymero KoHTpos
yCIeBaeMoCTH
Ounas popma
Tena 1 Hcropus pasputus AeaonpouspoacTea B Poccuu (15 — 21 VcTHBIH onpoc
BEKa).
YceTHbli onpoc
Tema2 | IIpoGneMsl pocTa TOKYMEHTOOOOPOTA.
Tema 3 Crioco0bl panroHaIU3aIuH JISIIONMPOU3BOJICTBA. VeIl onpoc
Tema 4 I'CA0Y. YCOP/. Yaudukanus, hopmannzanus, VCTHBIH 0mpoc
CTaHJapTH3AIHS JOKYMEHTa
Opranu3zaliioHHas TpyIa J0KyMEHTOB. VcTHBIH onpoc
Tema 5 PacnopsaurensHas rpynna JokyMeHToB. CripaBo4HO-
WH(GOPMAITMOHHAS TPYITA TOKYMEHTOB.
[Ipasuna oopmieHwst JOKYMEHTOB. PEKBU3UTHBIN cOCTaB VerHeii onpoc
Tema 6
nokymenta. ['OCT 6.30-2003.
Tema 7 | Opranmuzanus cayx6sl JOY. VCTHBIN 01poc
Tema 8 | TexHONMOTHH PETUCTPAIIH JOKYMEHTOB. VcTHsIi onpoc
Tema 9 | TexHONOrHH KOHTPOJIS UCTIOTHEHUS IOKYMEHTOB VerHbii onpoc
Opranusaius ciayxooi JJOY Tekyiiero xpaHeHus VeTHBIH onpoc
Tema 10 | AOKYMEHTOB. ITocTpoenne HOMEHKIATYPHI J1e. ApXUBHOE
XpaHeHue ToKyMeHToB. Opranuzanus ciyxooi JOY
ApPXUBHOTO XpaHEHUS JIOKyMEHTOB.

4.1.2. TlpomexxyTo4Hasi aTTecTalldsg HPOBOAUTCA B (opMe 3adyeTa METOAOM YCTHOIO
OIIpoca M0 MEPEYHIO IPUMEPHBIX BOIIPOCOB U3 11.4.3.

K cnaude sk3ameHa 1o JUCHUIUIMHE AOMYCKAIOTCS CTYACHTHI, IOJIY4YHUBIINE HE MeHbIle 60
O6autoB mpH TeKkymied arrectauuu. IIpm MOATOTOBKE K HK3aMEHY CTYAEHT BHHUMATENIbHO
IPOCMaTPUBAET BOINPOCHI, MPEIYyCMOTPEHHbIE pabodyel mnporpaMMoON, M 3HAKOMHUTBHCS C
PEKOMEHI0BAaHHOW OCHOBHOM JuTeparypoil. OCHOBOM AJIs cjaun dK3aMeHa CTYJIEHTOM SBIIAETCS
M3Y4YEHHE KOHCIIEKTOB O030pHBIX JEKIUI, MPOCIyIIaHHBIX B TE€YEHUE cemMecTpa, HHpopMalus,
MOJIydEeHHAasl B pe3yJbTaTe CaMOCTOATENbHOM pabOThl, M MPAKTUYECKUE HABBIKU, OCBOCHHBIE MTPH
BBITMIOJTHEHUH 3a/1aHUi B TEUEHUE CEMECTpa.

IIpy HEOOXOOMMOCTH TNPEAyCMAaTPUBAETCS YBEIMYEHHWE BPEMEHM Ha IOJATOTOBKY K
3a4€Ty, a TaKXKe MPEeJOCTaBISIETCs JOMOIHUTENBHOE BpeMsl JUIsl IOATOTOBKM OTBETA HA 3auéTe.
[Iponienypa mpoBeneHHs] MPOMEXYTOYHOM aTTECTAlMM Ui OOYYaroOLIMXCsl C OrpaHUYEHHBIMU
BO3MOXXHOCTSIMH ~ 3JIOPOBbSI W OOYYalOIIMXCS HWHBAJIMAOB YCTAHABIMBAETCA C Y4ETOM
UH/IUBUYAJIbHBIX TCUXO0(pU3NYEeCKUX ocobeHHocTell. IIpomexyrouHasi arrecTtanusi MOXET
MIPOBOAMTHCS B HECKOJIBKO 3TAIOB.

4.2. MatepuaJibl TEKyLIero KOHTPOJIS yCIIEeBAEMOCTH.

Tema 1 UcTopus pasButus gejonpousBoactsa B Poccun (15 — 21 Beka).
Temot pecpepamos:
1. TlonsTHE AETOTPOU3BOJICTBA
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2 BO3HHUKHOBEHHE JICTIONPON3BOACTBA B Poccrm

3 [Ipuka3Hoe JeNOIpPOU3BOICTBO

4 CucreMa KOJIJIEKCKOTO I€TI0NPOU3BOICTBA

5 CucreMa MUHHCTEpCKOTO Aenonpon3BocTBa XIX - Hagana XX BB.

6 Panmonanu3zamus ynpasieHus U genonpon3BocTsa B 1917 - 1941 rr.
7 YupaBieHue u AeJ0npou3BoACTBO B 1945 - 1990-x rr.

8 CoBpeMEHHBIH 3Tamn Je0NpOU3BOICTBA

Tema 2 IIpo6JieMbI pocTa JOKYMEHT0000pOTA.

Bonpocwt ona yemnozo onpoca

1. UcTopus pa3BuTus Aeiaonpou3BoacTBa B Poccun.

2. CoBpeMeHHbIE TEHACHIINN Pa3BUTHS JOKYMEHTO000pOTA.

3. OOBEKTUBHBIC U CYOBEKTHBHBIC PUYUHBI POCTA JIOKYMEHTOO00POTA.
4. CriocoObI COKpaleHus: JOKyMEHTO000pOTa B OpraHU3alrH.

Tema 3 Cnioco0bl pauMoHaIU3ALUM 1eJIONPOU3BOACTBA.

Bonpocwi ona ycmnozo onpoca

1. KomnonenTsl cucteMbl JIOY, UX B3aMMOCBS3b U B3aUMO3aBHCHMOCTb.
2. ITapametpsl 3Tanonnoi mogenu CAOY B opranuszanuu.

3. O6ocHOBaHME 3HAYMMOCTH U HEOOXOAUMOCTH panroHanu3auu JOV.

Tema 4I'CAOY. YCOPU. Yuuduxkauusi, popmanusaums, CTAHAAPTU3ALMA JOKYMEHTA
Bonpocwt 014 ycmnuozo onpoca

Copnepxanue moHITUH “yHHUDUKAW”, cTaHmapTu3anys”’, ~hopmanuzanms’.
YHudukanus TeKcTa JOKyMeHTa: aHKeTa, TpadapeT, TadIuIa.

Tpadaper kak crmocod yHUPHUKAIIUN TEKCTa JOKYMEHTa

AHKeTa Kak croco0 yHH(HKaIUKN TEKCTa JOKyMEHTa

Tabmuiia kak crnocod YHU(UKAIIUU TeKCTa JOKYMEHTA

arwdPE

Tema SOpFaHI/ISaHI/IOHHaﬂ rpymnmna 10KyMEHTOB. PaCl'lOpﬂIlI/ITeJ'[bHaﬂ rpymnmna 10KyMEHTOB.

CHpaBO'lHO-I/lH(l)OpMaIII/IOHHaﬂ rpymnmna 10KyMeHTOB.

2003.

Bonpocul ona ycmuozo onpoca

1. Cuctema OpraHu3alluOHHON JOKYMEHTALIUH.

2. Cucrtema pacrnopsANTEILHON TOKYyMEHTAITHH.

3. Cucrema nH()OPMAIMOHHO-CITPABOYHOHN JTOKYMEHTAIHH.

Tema 6 IIpaBuiia oopmiaeHusi I0KyMeHTOB. PexkBu3uTHbIi coctaB fokymenta. 'OCT 6.30-

Bonpocul 0na ycmnozo onpoca
1. PexBU3UTHI ynpaBIeHYECKUX JOKYMEHTOB U MPaBUiIa UX 0(hOpMIICHHS
2. IlpaBuia ohopmiteHHsI PEKBH3UTOB 3ar0JIOBOYHOMN YacTH
3. IlpaBuia oopmiieHUs] PEKBU3UTOB OCHOBHOM YacTu
4. IlpaBuna opopmMieHUs] pEKBU3UTOB 0(OPMILSIOIIEH YacTh

Tema 7 Oprannsanms cayxos1 JJOY.
Temwt pehepamos:

®opmbI U CcTpYKTYpa ciry k061 JJOY

ITonoxenue o cioyx6e JJOY

JomxkHocTHOM cocTaB ciyx0b1 JJOY

J0JKHOCTHBIE MHCTPYKLIUU

®DopMeI U cTpyKTYpa ciryx0b1 JJOY

arwdE

Tema 8 TexHoT0rMH perucTpanuu J0KYMEHTOB.
Bonpocwl onsa ycmnozo onpoca

1. B ueM 3HaYCHHUE PETUCTPAIUN TOKYMEHTORB?
2. KaxoBsl hopMbI U OPSIIOK PETUCTPAIIMH JOKYMEHTOB?
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Kakne MoryT OBITH MECTa pErUCTPAINH JOKYMEHTOB?

Heo6xoaumer 11 (pOpMBI aBTOMATH3AINH PETUCTPAIIN JOKYMEHTOB?
Bormpocs 1o coepkanuto y4eOHOM TEMBI:

Uto Takoe HaeKcalus JOKYMEHTOB?

Kax oprannzoBaTs cripaBOYHO-MH(POPMAIIOHHYIO pPaboTy C TOKyMEHTaMH?
Kaxue ObIBaroT >KypHaJIbl pETUCTPALNN TOKYMEHTOB?

N GA W

Tema 9 TexHOTOTMH KOHTPOJISI MCTIOJTHEHHUS IOKYMEHTOB
Bonpocul ona ycmnozo onpoca
1. Kakue 1oKyMEeHTBI HEOOXOAMMO KOHTPOJIUPOBATH
2. Cpoky UCIIOTHEHUS TOKYMEHTOB
3. O0o0mieHNEe, aHATU3 U KCIIONB30BAHUE TAHHBIX 00 UCIIOTHEHUH JIOKYMEHTOB B YCIIOBHUSX
TPaIUIIMOHHON U aBTOMaTH3UPOBaHHON TEXHOJIIOTHH 00Pa0OTKH JOKYMEHTOB.

Tema 10 Opranm3anuss  cayx0oii  JIOY  Tekymero XpaHeHHUsI JAOKYMEHTOB.
IlocTpoeHne HOMEHKIATYPHI JeJl. ApXUBHOe XpaHeHHe JOKyMeHTOB. Opranusauus ciay:xooii 1OY
APXMBHOI'0 XpaHEeHMsI IOKYMEHTOB.

Bonpocul ona ycmnozo onpoca
IHonsitue ’neno”. Ilpu3Haku 3aBeaeHUs A€l
TexHonorus co3gaHusi HOMEHKJIATYpbl B OpraHU3alluu.

BHeapenne HOMEHKIATYPHI JCIT.

AHanu3 KOHKPETHOM HOMEHKJIATYPbI [Ie]l - CAMOCTOSITeIbHAs paboTa.
TexHomorus crimcaHus JOKYMCHTOB B apXHB. 3KCHepTI/ISa LICHHOCTU JOKYMCHTOB.
OcobenHocTy 0(hOPMIICHHS APXUBHOTO JIEJIa.

OyHKIMM apX¥Ba B OPraHU3aLuy.

OcoOenHOCTH pabOTHI ¢ apXUBHOM HH(pOpManIEH

NG~ E

Bonpocwt 0na mecmuposanus:

1. YMenus: YTBep:kaeHue J0KYMEHTOB TPOU3BOIAMTCSH:

a) MpOCTaBJICHUEM I'puda WK U3aHUEM CAMOCTOSTEIBHOTO PACIIOPSINTENLHOIO aKTa;

0) moAnMcaHUEM HJIH [IPOCTABICHUEM Ipuda, WK U3JaHUEM CAMOCTOATEIIBHOIO PACTIOPAIUTEIBHOTO
aKTa;

B) MPOCTaBIieHHEM rpuda Mpu 0THOBPEMEHHOM H3JIaHHU CAMOCTOSITEIbHOTO PACTIOPSIUTEIBHOTO aKTa,
T') NOANHMCAHUEM H [IPOCTABIEHUEM I'pUda MPHU OJHOBPEMEHHOM U3JJaHUU CAMOCTOSATEIEHOTO
pacTopsIIUTENLHOTO aKTa;

2. 3nanusn:/leonpou3BOACTBO M AOKYMEHTALHOHHOE o0ecrieyeHUe YIpaBaeHus :
a) pa3JIn4aroTCs 00IaCTIMH UCTIONIb30BAHNS;

0) WIeHTUYHBIE TIOHATHS;

B) pa3iMYaroTCsl BUJAMH OTIEpaLuii;

T) pa3iMyaloTcsl 10 BUJAM OpraHU3aliid, B KOTOPHIX HCHOJIb3YIOTCS.

3.JlokymMeHT omnpeaensieTcs Kak:

a) 3HaHUS: HOCUTENh HHPOPMALIMH B CUCTEME YIIPaBIICHHS;

0) napopMarMsi Ha MaTEepHATbHOM HOCHTEJIE C PEKBU3WTAMH, TO3BOJISIONIMMU €€
UICHTU(DUIIPOBATE;

B) KaueCTBEHHAsl XapaKTEPUCTHKA yIpaBlIeHUEeCKOW HH(opMmaluy;

I') CBeICHMS, MOATBEpXkKAatomyre GPakT 00bEeKTUBHON 1eHCTBUTENLHOCTH.

4. 3nanus:YuH cekpeTrapsi, apXuBapuyca, CTPyKTypa KaHUeJsipusi NOSIBUWIMCH B MEPHO/:
a) MPUKA3HOTO JAEJOMPON3BOJCTBA;

0) KOJIEKCKOTO AETONPOU3BOCTBA;

B) MHHUCTEPCKOTO JICJIONPON3BO/CTBA.
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5. 3nanusn:Ipuka3noe neaonpousBoacTeo B Poccun
a) 16-18 Beka;

0)15 —16 Beka,

B) 15 —17 Beka;

1)19-20 Beka.

6. 3nanus:Koytexkckoe nesionpou3BoacTteo B Poccun
a) 19 Bek;
0) 18 Bek;
B) 17 Bek;
r) 16 Bek.

7. Ymenus: OTMEHA TOKYMEHTA:

a) pacnpocTpaHseTcs Ha OyayIliue IOCIeICTBUS TOKYMEHTA,;

0) pacrpocTpaHseTcs Ha y)Ke HACTYIHBIINE MTOCIEACTBHS TOKYMEHTA;

B) PaCIpOCTPaHSACTCs HA OYAyIIHe U y)KEe HACTYITHBIIHE TOCIEICTBHUS JOKYMCHTA,
T') pacTIpoCTpaHAeTCs Ha MOTEHUUANbHbIE [TOCIEACTBUS JOKYMEHTA;

8. 3nanusi: CBUTKOBOE CTOJIOII0BOE JAeJI0NMPOU3BOACTBO ChOPMHPOBAIOCH B MIEPUOI:
a) MPUKA3HOTO JIEIONPON3BO/ICTBA;

0) KOJUIEKCKOTO JIEJIONPOU3BOJICTBA;

B) MHHHCTEPCKOTO JAEIOPON3BOICTBA;

T')UCIIOJIHUTEILHOTO JIEIONPOU3BO/ICTBA.

9. Ymennsi: JIokyMeHTO000POT OmpenesasieTcs Kak:

a) COBOKYIHOCTh B3aUMOYBSI3aHHBIX IPOIICITYP, 00CCIICUMBAIOIINX IBUKCHHUE JJOKYMEHTOB B
YUYpEKICHUU,

0) UMPKYJSLMA TOKYMEHTOB OpraHU3aLIH;

B) JOKYMEHTHI OPTaHHU3AIINH, HAXO/ISIIIUECS B IBIXKEHUH;

T) JOKyMEHTOOOMEH OpraHU3alliy ¢ BHEITHEeW NHPOPMAIIMOHHOM cpesioi, 00ecTieYnBatONIHiA ee
s¢dexTnBHOE (DYHKITMOHUPOBAHUE.

10. 3nanus: TeHaeHIITH POCTA JOKYMEHTO000POTA SIBJIAIOTCS:
a) MO3UTHUBHBIM SIBICHHEM COBPEMEHHOCTH;

0) HEeraTHBHBIM SIBJICHUEM COBPEMEHHOCTH;

B) HETaTHBHBIM SIBJICHHUCM pa3BUTHA HUBUIIN3AIIUN,

F) IMO3UTUBHBIM ABJICHUEM PAa3BUTHUA HUBUIIN3AlUH .

11.0cHOBHBIE NPUYHMHBI POCTAa JOKYMEHTO000POTA ABJIAIOTCH:
a) palMoHaNbHbIE, HPPAIlUOHATbHEI;

0) peryimpyeMsbie, HeperyIupyeMbIe;

B) OOBEKTHUBHBIMH U CyOBEKTHBHBIMU;

T') HETaTHBHBIE, TIO3UTHBHEIE.

12. 3nanus:O0beKTHBHBIE IPHYUHBI POCTA I0KYMEHT0000poOTA
a) GOpMHPYIOTCS TIO BOJIE U YKEJTAHUIO JIFOCH;

0) bopmupyroTCS MOMUMO BOJIH U JKEJIAHUS JTIOCH;

B) (HhOpMHUPYIOTCS 11O BOJIE TOCCTPYKTYD;

r) GOPMHUPYIOTCS MO BOJIE TOCCTPYKTYP H ¥KEJAHUIO JIFOJICH.

13. 3nanus:Cy0beKTUBHbIE IPUYHHBI POCTA JOKYMEHTO000pOTA
a) ¢dopmupyroTCs Giarogaps aAMUHUCTPATUBHBIM JEHCTBUSIM JIIOJCH;
0) (hopMHUPYIOTCS 1O BoOJIE CYOBEKTOB rOCYAapCTBa;

B) (hopMUpYIOTCS 110 BOJIe CyOBEKTOB YIPABJICHUS;

r) GOPMHUPYIOTCS MO BOJIE U JKEIaHUIO JTIOACH.
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14. Ymenusi: Crioco6oM panuoHaIH3aIHH JOKYMEHT0000pP0OTa MOKHO HAa3BaTh
a) METOJI yIPaBICHHS 110 OTKIOHEHHUSIM;

0) KOJIMYCCTBEHHBIN aHAIN3 JJOKYMEHTO000POTA;

B) CUTYaTHBHBIN aHAIN3 JIOKyMEHTOO00POTa,;

T') KaueCTBEHHBIN aHaIN3 TOKyMEHTO000pOTa.

15. Ymenusi: OnTuMu3anus 10KyMeHTO000POTAa B OPraHU3alini NpU3BaHa
a) 3aMeJUINTh U COKPATUTh JOKYMEHTOOOOPOT;

0) COKpaTUTh TOKYyMEHTOO00POT;

B) YCKOPHTH JOKYMEHTOOOOPOT;

T') COKPAaTUTh U YCKOPUTH IOKYMEHTOOOOPOT.

16. Ymenusi: MeTo/ npeIBapuTebHOT0 PACCMOTPEHHs IOKYMEHTOB IPUMEHSIETCS] B OTHOLIEHUH
a) BXOZSIIETO JOKYMEHTOIOTOKA;

0) BHyTpEHHETO TOKYMEHTOITOTOKA;

B) UCXOJISIIETO TOKYMEHTOIIOTOKA;

T) M000T0 TOKYMEHTOIIOTOKA.

17. Ymenusi: MeTon ynpasJieHUsI 110 OTKJIOHEHUSIM
a) BXOJSIIETO JOKYMEHTOIMOTOKA;

0) BHYTpEHHETO JOKyMEHTOIIOTOKA;

B) UCXOJISIIETO TOKYMEHTOIIOTOKA;

T) M000T0 TOKYMEHTOIIOTOKA.

18. Ymenus: PaGora ¢ kondpuaeHunaasnoii uHpopmanmeii BKJI0OYaeT B ceds:

a) TEeXHHYECKHE acteKThl ooecnedeHus KU;

0) TEeXHUYECKUE U HOPMATHBHO-TIPABOBBIE aclekThl ooecrneueHus KU,

B) OpPTraHM3alMOHHBIC acnieKThl o0ecnieuenus KU;

') TEXHUUECKHE, OPraHU3alMOHHbIE 1 HOPMATHBHO-IIPABOBBIE acieKThl ooecneueHus KU,

19. 3nanusi: ABTOMATH3MPOBAHHBII TOKYMEHTO000POT NMPU3BAaH HA COBPEMEHHOM dTane:

a) MOJTHOCTBIO 3aMEHUTh OyMaXKHBII;

0) mpoayOIMpoBaTh OYMaXKHBII;

B) pa3AenuTh ¢ OyMaKHBIM JIOKYMEHTOTIOTOKH (BXOJISIINE, UCXOISIINE, BHYTPEHHHE)

T) pa3lesuTh ¢ OyMaXXHBIM HHPOPMALIMOHHBIE ITIOTOKH (4acTh JOKYMEHTOB - JJIEKTPOHHBIE, YacTh -
OyMaxxHbIC)

20. Ymenusi: OnTuMu3anusi J0KyMeHT0000pPOTa B OPraHU3aIi1, B MIEPBYIO 04Yepeab, SBIAsETCs
yHkuueii:

a) pYKOBOJUTEIIS OpTaHU3AIINH;

0) cyx0s1 JIOY;

B) BCEX COTPYJIHHUKOB OpTaHH3AIIHH;

T') PyKOBOAMTENEH CTPYKTYPHBIX MTOAPa3CICHHUM.

21. 3nanus : Cayxoa 10OY, B ngeane, nOT4UUHICTCS:
a) HaNpsIMYIO PyKOBOJUTEIIIO;

0) 3aMeCTUTEINIO PYKOBOIUTENS;

B) HAYAIBHUKY OTZEJa KaIpOB;

') HAYJIBHUKY IOPUIMYECKOHN CITYKOBI.

22. 3nanusa: Y COP/I aBasiercs:

a) ymnpaBlieHHEM CHCTEMOI OpraHU3allMOHHOM eI TeNbHOCTH;

0) ycoBepILIEHCTBOBAHUEM OPraHU3ALMOHHOM JEeSITENbHOCTH;

B) YHH(DUITUPOBAHHON CHCTEMOI JJOKYMEHTOB;

T') YHUBEPCAIBHOHN CHCTEMON OPTaHN3alMOHHO-PACTIOPSINTENBHON TOKYMEHTAITHH.

23. 3uauusa:I'CJI0Y — 310
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a) TpakJaHCKas CHCTeMa JIOKYMEHTAIMOHHOTO 00eCIeUeHH s YITPaBIICHUS;

0) reHepasibHas CHCTEMa JOKYMEHTAIIMOHHOTO OOSCIICUCHIS YITPaBICHHUS;

B) TOCYJapCTBEHHAs CUCTEMa JJOKYMEHTAIIMOHHOTO 00ECIICUCHUs YIIPABICHUS;

T') TOC-MYHUIUNAIbHAS CHCTEMA JIOKYMEHTAIMOHHOTO 00CCIIEYCHHUs YITPaBIICHUSI.

24. Ymenusi: Tpu cnoco6a yHH(UKAIMH TEKCTA JOKYMEHTA:
a) Tpadapert, aHKeTa, TabIuIa;

0) cxema, rpaduk, KapTa;

B) oleporpamma, asp00M Gopm, MapIIpyTorpaMmma;

r) TpadapeT, aHKeTa, Tabauua, rpaduk.

25. YMmennsi: TekcT aHKeTHI CENMATUCTHI HA3LIBAKOT:
a) HeCBSI3aHHBIM;

0) pa3opBaHHBIM;

B) aCHHTAKCHYECKUM;

T') COKpAIIEeHHBIM.

26. 3nanns: Opranu3anuoOHHO-PACNOPAAUTEIbHAS FPYNNA T0KYMEHTOB:
a) CYIIECTBYET B KOKIOH OpraHu3aIyy;

0) cyliecTBYeT B OpraHax BIACTH U YIPaBICHUS,

B) CYIIIECTBYET B TOCYNAPCTBEHHBIX YUPEKICHUSIX;

T') CYIECTBYET B TOCYJapPCTBEHHBIX U MyHUIIUTIATBHBIX YUPESIKICHHUSIX.

27. 3nanus: PeKBU3UTOM Ha3bIBAETCS:

a) DJIEMEHT JOKYMEHTA;

0) nH(MOPMAIMOHHBIN AIIEMEHT JJOKYMEHTA,

B) HOCHTEIIb WH(POPMAIIHH;

T') BCIIOMOTaTeIbHOE CPEICTBO O(hOpMIIEHHE JJOKYMEHTA.

28. 3nanus:HocureasiMu MH(popManuu siBJISIIOTCS:

a) Oymara, IJIacTHK;

6) Oymara, IUTaCTHK, BUJIECO, AYJIHO - JICHTHI;

B) 1000 MaTepruanbHBIN 00BEKT, HA KOTOPOM HaHECeHa UH(POPMAIIHS;
T') ManMpyc, nepraMmeHT, Oymara, IIacTuK.

29. Beaymas 3a1aya KaHLUeJIsIpUU:

a) OPraHU30BaTh U MOJJICPKUBATH JJOKYMEHTOOOOPOT B OPTaHHU3AIINH 110 SMHBIM MPABUIIAM;
0) mpoBepATh PabOTy C IOKYMEHTaAMH B OpraHH3allMy U HaKa3bIBaTh 32 HAPYIICHUS;

B) PEKOMEH/IOBATh PyKOBOJIUTEIIO CIIOCOOBI OpTaHU3aINH IOKYMEHTO000POTa;

') MAIIUHOMIMCHBIC ¥ SKCTICTUIIMOHHBIC ONEPAIHH C TOKYMCHTAMH.

30. Ymenusn: TexHonorusi perucTpanny J0KyMeHTOB ObIBAIOT:
a) ICHTPATM30BaHHBIC;

0) HeHTpaIM30BaHHbIC U JICLICHTPAIH30BaHHBIC;

B) JIEIEHTPATN30BaHHBIE;

T') HEHTPAJIU30BaHHbIE, ACEHTPATU30BaHHBIE, CMEILIAHHBIE.

31. Ymenusn: TexHonorusi KOHTPOJIsi HCIOJTHEHUS JOKYMEHTOB MpPeINo/araer:
a) KOHTPOJIb KauecTBa UCIIOTHEHMS;

0) KOHTPOJIb KAYECTBA U CPOKOB HCIIOJTHEHUS;

B) KOHTPOJIb CO3JIaHMsI U OTIIPABKH JIOKyMEHTa aJIpecary,

T') KOHTPOJIb Pa3petieHns BOMPOCOB, OTPAKEHHBIX B TOKYMEHTE.

32. Ymenus: OnpenesneHne MOHSITHS «1€J10»:

a) Mmarka ¢ IOKyMEeHTaMHu;

0) TOKyMEHTBI, OTHOCAIITHECS K OJTHOU TIpodIeMe;

B) MEPBUYHBII JOKYMEHTHBII KOMIUIEKC, CTPYIIIUPOBAHHBIN 110 KAKOMY-JTMOO0 MPHU3HAKY;

I') IEPBUYHBIH JOKYMEHTHBIH KOMILJIEKC, CTPYIIUPOBAaHHBIN 10 UAEHTUYHBIM PEKBU3UTAM JIOKYMEHTA.
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33. Ymennsn: Homenkaartypa aen:

a) TOKYMEHT, B KOTOPOM TEPEUNCIICHBI TTaBHBIC JIeIa OPraHU3allny;

0) MOKYMEHT, B KOTOPOM MEPEUYKCIICHBI BCE JIENIa OPTaHU3aIliH;

B) MPUMEPHBIH CIUCOK eI, HEOOXOIUMBIX K 3aBEJICHUIO B OpTaHU3aI|H;
T') TOKYMEHTBI, OTHOCSIIHECS K OTHOM mpodieme.

34. YMeHnusi: ApXuBHOe XpaHeHHe IOKyMEHTOB He00X0AUMO:
a) JUIs IOBTOPHOTO MCTIOJIB30BaHHUS JIOKYMEHTOB;

0) /U OTYETHOCTH TEPE]T BHIMIECTOSAIIMMH OPTaHU3AIUSIMU;

B) Ha CIydYail MPOMaku JOKYMEHTa B OpPraHU3AIIHY;

T) Ha CITy4ail yrpasaHEeHUs OpraHUu3aIHH.

35. 3nanus: SI3bIK JOKYMEHTOB OTJIMYAET:

a) 00pa3HOCTh M pa3HOOOpa3ne SI3BIKOBBIX CPEIICTB;

0) TOYHOCTB ¥ CY)KCHHE TUAMa30Ha A3bIKOBBIX CPEJICTB;
B) HCIIOJIb30BaHUE MPOPECCHOHAIN3MOB;

T') UCTIOJIb30BAHNE THATICKTH3MOB.

36. HaBbixku: Kakas ¢pa3za HeymecTHA B JIOKYMEHTE M HYKIaeTCsl B PeJaKTHPOBAHUU:
a) «IPOCUM YCKOPHUTH PEIICHHE BOIIPOCA...»;

0) «3a HEOOOCHOBAaHHBIN MTPOTYIL...»;

B) «mpe/cTaBbTe Bamm npenioskeHus B yKa3aHHbIE CPOKH...»;

T') KKOHTPOJIb UCTIOJIHEHHS BO3JIATaeTCs. . .»

37. HaBpiku: Opranu3anuoHHasi rpynna J0KyMeHTOB.
a) ycTaB, MOJIOKEHHE, TPABUIIA, HHCTPYKIIHS,

0) ycraB, MOJOKEHHUE, TUIAH, HHCTPYKIIHS,

B) yCTaB, OTYET, IPABUJIA, HHCTPYKIIHS;

T') ycTaB, MOJOXEHHE, IPaBUiIa, MHCTPYKIIHS, PETIaMEHT.

38. HaBpiku: PacnopsizuresibHasi Tpynna 10KyMeHTOB.

a) IOCTAHOBJICHHE, PACTIOPSHKEHHE, PELIeHHe, TPUKa3, yKa3aHue;

0) yka3, IOoCTaHOBJIEHHE, PACMIOpsHKEHNE, TIPUKa3, yKa3aHHe

B) yKa3, IIOCTAaHOBIICHHE, PACIIOPSDKEHHE, PEIICHHE, TPUKa3, yKa3aHHe
T') yKa3, IOCTAaHOBJIEHHUE, PACIIOPSDHKEHUE, PeIICHUE, TIPHKa3.

39. HaBbixku: CnpaBouyHo-uHGOPMALHOHHAS TPYNIA T0KYMEHTOB.
a) TOKJIaTHas 3aIKcKa, akT, IPOTOKOJT,

0) moroBop, ciryKeOHas 3aMrcKa, HHCTPYKITHS;

B) CIIpaBKa, yKa3aHHe, 3asBICHHE;

T) TererpaMma, TeaeoHOTpaMMa, yKa3zaHHe.

40. HaBbiku: [IpaBuaa opopmiienns pekBU3NTOB, oTpaxenHbie B OCT P 6.30 -2003.
a) HOCST 00s13aTEeNbHBIN XapaKTep;

0) HOCAT pEeKOMEH/IaTeIIbHBIN XapaKTep;

B) HOCSIT JMPEKTHUBHBIN XapaKkTep;

T') HOCSIT pEKOMEHIaTeTbHO-0053aTENbHBII XapaKTep;

41. HaBbixu: Opranusamnus ciay:k00ii JJOY Tekyiero xpaneHusi 10KyMeHTOB.
a) OHO OCYIIECTBIISIETCSI B OTHOIIICHUU UCIIOJIHEHHBIX JOKYMEHTOB

0) OHO OCYIIECTBIISIETCS B OTHOIIIEHUH HEUCIIOJTHEHHBIX JOKYMEHTOB

B) OHO OCYIIECTBIISIETCS B OTHOIICHUU JOKYMEHTOB Ha KOHTPOJIE

T') OHO OCYIIECTBIIICTCS B OTHOIIEHWH IPOCPOUCHHBIX JOKYMEHTOB

42. HaBpiku: [Ipuka3 - 0CHOBHOM pacnopsiAuTeIbHbIH JOKYMEHT B OPraHu3alii. BUAbI IPUKA30B:
a) 10 JTMYHOMY COCTaBY, OIIEPATUBHOM IESTEIBHOCTH;
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0) 1Mo TMYHOMY COCTaBY, XO3SHCTBEHHOH NEATETLHOCTH;
B) KaJIPOBBIE, 110 TEKYIICH JAESTEILHOCTH,
T) [0 JINYHOMY COCTaBy, OOIICH NeATSILHOCTH;

43. HaBbiku: TekeT aKTa COCTOUT U3:

a) 000CHOBBIBAIOIIEH, KOHCTATUPYIOIIEH, PEKOMEHAYIOIIEeH YacTH;
0) BBOIHOH, (DaKTHUECKOH, pEKOMEHAYIOIIEH YacTu;

B) BBOJIHOW, KOHCTaTHPYIOIIEH, UTOTOBOM YacTH;

T') BBOJHOU, KOHCTATHUPYIOIIEH, pEKOMEHTYIOIIEH YacTH;

44. HaBpixu: [JlokiaagHas u CJIy:Ke0Has 3aIUCKHU:

a) B 3HAUYUTEILHON CTETNICHU HJCHTUYHBI IO 0(hOPMIICHHIO U COJICPIKAHHIO;
0) IPOTHUBOMOCTABICHBI IO O)OPMIICHHIO U COACPIKAHHMIO;

B) 10 0(OPMIICHHIO COBIAJAAIOT, IO COJACP>KaHUIO TPOTHBOIIOCTABIICHEI,

T') HACHTUYHBI 110 COJIEPIKAHUIO, PA3INIAIOTCS TI0 0(hOPMITCHHUIO;

45. HaBbiku: TpeGoBanust Kk 0popMIIEHHIO 00 bSICHUTETLHOM 3aNTHCKH:
a) COCTaBJISIETCS OT IEPBOTO JIMLA

0) cocTaBmseTCs OT TPETHETO JINIIA;

B) COCTaBIISIETCS OT TPYTIIIBI JIMIL;

T') COCTaBJISIETCS OT HAPYIIUTENS TUCIUIINHBL.

46. HaBpbiku: Tpe6oBanust K 0popMIIEHHIO MOCTAHOBJICHHUSI.

a) COICPKUT KOHCTATUPYIOILYIO U PACIOPAIUTENbHYIO YacTH;

0) comepKuT 000CHOBBIBAIOIIYI0, KOHCTATHPYIOIIYIO U PACIOPSANTEIHHYIO YaCTH;
B) COJIEPKUT Pa3bsICHUTENbHYIO, KOHCTATUPYIOIIYIO M PacIOPsIUTENbHYIO YacTH;
I') COJIEPKUT 000CHOBBIBAOLILYIO0, KOHTPOJIUPYIOLIYIO U PACIOPAAUTEIbHYIO YacTH;

47. HaBbixu: TpeGoBanus k oopMiaeHHI0 MHGOPMAIIMOHHO - AHAJIMTHYECKOH 3alIMCKH.
a) HOCHUT PEeKOMEHAATENbHBIN, HAYIHO-UCCIIEI0BATEIbCKUN, TIOSICHSIONIUI XapaKTep;

0) HOCUT PEeKOMEHATEIbHBIN, MOSICHAIOLINN XapaKTep;

B) HOCHT PEKOMEHAATeNbHBIH, NCCIIeI0BATEIbCKUH, OSCHSIOINI XapaKkTep;

T') UCTIONB3YEeTCs I Tiepeiayr HeoOXOAMMOM HHPOPMAIIMH B IIEJISIX pa3pelieHus POOIIEMBI.

48. HaBpiku: TpedoBanus k opopMIeHHIO MPOTOKOJIA:

a) YaCTH TEKCTa: BBOIHAS(CITYIIAIN - BRICTYTMIIN-PELINIIN), OCHOBHAS ;

0) yacTu TeKCTa: MOBECTKA JIHS, OCHOBHAA (CITyIIATH-BBICTYIIIN-PEIINIIN);
B) 4YaCTU TEKCTA: BBOAHAS, [IOBECTKA JIHS, CBEACHUS O IPUCYTCTBYIOIINX ;
T') YaCTH TEKCTa: BBOJHAsL, OCHOBHA (CITYIIATH-BBICTYTHIN-PELIHIIN).

49. HaBpiku: TpedoBaHusi K 0(hoOPMIIEHUIO 10TOBOPA:

a) 00s13aTeNIbHOE KOJTMYECTBO YYACTHUKOB CTOPOH — JIBA;

0) 00s3aTeTPHOE KOJIMYECTBO IK3EMILISIPOB — JIBA;

B) 00s13aTeNbHOE YKa3aHUE OTCHUIOK K 3aKkoHaM Pd;

r) 00s13aTenbHOE 0OPMIICHHE PEKBU3UTHOTO MUHIMYMa JOTOBOPA;

50. HaBbIku: AHHYJIMpOBaHHE JOKYMEHTA:
a) pacmpocTpaHsieTcs Ha OyayIire MOCIeACTBUS JOKYMEHTa,
0) pacripocTpaHseTcs Ha y)K€ HaCTYIHUBIIKE TIOCTIEICTBUS TOKYMEHTA;

B) pacrpocTpaHsieTcsi Ha OyIynye U y)xe HaCTYUBIINE MOCIIEICTBHS JOKYMEHTA,
T') pacpoCTpaHseTcs Ha MOTEHIIMATbHBIE TIOCIEACTBUS JOKYMEHTA;

Ikana oueHNBaHUA
YcTHBI onipoc
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VYpoBeHb 3HAHUN, YMEHMA U HAaBBIKOB OOYYalOIIErocss NpU YCTHOM OTBETE BO
BpeMs IPOBEACHHS TEKYIIEro KOHTPOJs ompenensercs Oamtamu B auanazone 0-100 %.
Kputepusamu orieHMBaHMsI Y IPOBEJEHUHM YCTHOTO OIIPOCA SIBJISETCS IEMOHCTPALUS OCHOBHBIX
TEOPETUYECKUX TOJOXKEHUI, B paMKax OCBAaMBAaEMOM KOMIIETCHIIMH, YMEHHUE IPUMEHATH
[IOJIyUEHHBbIE 3HAHMSI HA NPAKTHKE, OBJAJACHUE HABbIKAMU NPEIBUJICHUS BO3MOXKHBIX
MOCNEACTBUM  OIpe/eJeHHbIX KOMMYHUKATUBHBIX JIGHCTBUN, a TaKkKe OCYILECTBICHUS
KOHCTPYKTUBHOTO B3aUMOJACWUCTBUS JIIOCH C pasHBIMH  yOSKICHHUSAMHU, KYJIbTYpHBIMHU
LEHHOCTSAMU U COLUATBHBIM TOJOKEHUEM.

IIpyn oneHMBaHUM pPE3yJIbTATOB YCTHOIO OIIPOCAa MCIONB3YETCA CleAyrollas IlKaja
OIICHOK:

100% - 90% |JlemoHCTpauusi 3HAHWH OCHOBHBIX TEOPETHUECKUX IIOJOKEHUH B TOJIHOM OOBEME.
VYMeHHe TPHMEHATh 3HAHHWA Ha TpaKTHke B mHoiHOW Mepe. CBoOogHOE BianeHHe
HaBBIKAMH aHAJIM3a M CUCTEMaTHU3alluK B BRIOpaHHOH cdepe.

89% -75% |lemMoHcTpanusi OoNbIeH YacTW 3HAHWH OCHOBHBIX TEOPETUYCCKUX IMOJOXKCHHUH.
YMenue MNPUMCHATL 3HAaHUA Ha IPAKTUKE, OO0IyCKad IIpU 3TOM HE3HAYUTCIILHBIC
HETOYHOCTH. BriasieHMe OCHOBHBIMH HaBBIKAMH aHAJIW3a M CHCTEMAaTH3aluM B
BEIOpaHHOM cepe.

74% -60%  |leMOHCTpamMsl AOCTATOYHBIX 3HAHWH OCHOBHBIX TEOPETUUECKHX ITOJIOKEHUH. YMeHHE
IPUMEHSATH 3HaHMA Ha IPAKTHUKE, JOMycKas IpU 3ToM OoKMOKU. Branenne oraensHbIMu
HaBbIKAMU aHaJIM3a M CUCTEMAaTH3alluu B BRIOpaHHOM cdepe.

menee 60% | JleMoHCTpaIysi OTCYTCTBHS 3HAHHI OCHOBHBIX TEOPETHUYECKUX ToiiokeHUi. He ymeer
MNPUMCHATH 3HAHWS HA MPAKTHUKE. He BJIaACCT HaBbIKaMHM aHaJIu3a U CUCTEMaTHU3alluUUu B
BEIOpaHHOH cdepe.

TecrupoBanue
YpoBeHb 3HaHMI, YMEHMH M HaBBIKOB O0OY4YaloIIErocs IpU YCTHOM OTBETE BO
BpeMsl TIPOBEJEHUS TEKYIIero KOHTpouss ompenensercs Oamnamu B auana3zoHe 0-100 %.
KputepreM oIleHWBaHUS TPHU MPOBEICHUU TECTHPOBAHUS, SBISCTCS KOJIWYSCTBO BEPHBIX
OTBETOB, KOTOpBIE Jal CTYAEHT Ha Bompochkl TecTa. I[Ipum pacuere KonuyectBa O0asios,
MOJTYYEHHBIX CTYJACHTOM TI0 UTOTaM TECTHPOBAHUS, HCITOJIB3YETCs ClIeayroIast (hopMyia:

5=2100%,
0

rae b — konudecTBo 6aJ'IJ'IOB, MOJIYYCHHBIX CTYACHTOM IO UTOI'aM TECCTUPOBAHUA;
B — xonndgecTBO BECPHBIX OTBETOB, JAHHBIX CTYJCHTOM Ha BOIIPOCHI TECTA,
O- 06mee KOJIMYCCTBO BOIIPOCOB B TECTC.

IIpoBepka pedepara
YpoBeHb 3HaHMI, YMEHMH M HaBBIKOB OOydarollerocs IMpu MpoBepke pedepara BO
BpeMsl TIPOBENEHUSI TEKYIIEro KOHTpOJA ompenensercs Oamtamu B guana3zone 0-100 %.
Kputepussmu oreHWBaHHS TIpU TPOBEpKE pedepara SBISETCS JEMOHCTPAIUS OCHOBHBIX
TEOPETUYECKHX MOJIOKEHUH, B paMKaX OCBaUBA€MOMN KOMIIETECHIIUH.
[Ipu oreHWBaHWKM pPE3yJbTATOB YCTHOTO OIPOCA HMCIIONB3YeTCsS CIEAYyoIas IIKaia
OIICHOK:

100% -90% |Ywammiicst 1EMOHCTPUPYET COBEpLIEHHOE 3HAHHUE OCHOBHBIX TEOPETHYECKUX MOJIOXKCHHUH, B
paMKax 0CBaMBaEeMOM KOMIIETEHIIHH.

89% - 75%  |Yuammiics AEeMOHCTpHUpPYET 3HaHUE OOJIbIIEH YacTH OCHOBHBIX TEOPETHYECKHX IIOJIOKEHUH, B
paMKax 0CBaMBaEMOM KOMIIETECHIIHH.
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74% - 60%  |Yuammiics IEMOHCTPUPYET JIOCTATOYHOE 3HAHWE OCHOBHBIX TEOPETHYECKUX IOJIOKEHUH, B
paMKax 0CBaMBaeMOM KOMIIETECHIIHH.

meree 60%  |Yuammiicss DEMOHCTPHPYET OTCYTCTBHUE 3HAHMS OCHOBHBIX TEOPETHUYECKHX IIOJIOKCHUH, B
paMKax OCBaNBaEMOM KOMIICTECHITHH.

Marepuansl TEKYIIETO KOHTPOJIS YCIIEBAEMOCTH TMPENOCTAaBIAIOTCS B (opmax,
QIaTITUPOBAHHBIX K KOHKPETHBIM OTPAHWUYCHUSIM  3[0POBbSI W BOCIPHUATHS HWHPOpPMALIUU
00yyJarouuxcsi:

JUISL JIMILL C HApYIIEHUSIMH 3PEHUS: B IIe4aTHOU (hopMe yBETMUEHHBIM MIPUPTOM, B hopme
3JIEKTPOHHOTO JOKYMEHTa, B popme ayauodaiina, B neyaTHOH ¢opMe Ha si3bike bpaiimns.

JUIsL JIL C HapyLIIEHUsIMU Ciiyxa: B medatHod ¢Qopme, B ¢dopMe 3IEKTPOHHOTO
JIOKYMEHTA.

JUIS JIMIl ¢ HAPYIMICHUSMHU OTNOPHO-JBUTATEIBHOIO armapaTra: B Ie4aTHOW ¢dopme, B
dbopMe 21IeKTPOHHOTO TOKYMEHTa, B (hopme aynuodaiina.

IIpu npoBeneHun Mpouenypbl OLEHUBAHUS PE3YyIbTaTOB OOYUEHUS WHBAIMUJOB M JIUI] C
OTrpaHMYEHHBIMU BO3MOXHOCTSIMHU 3/10pPOBbsl NPEAYCMATPUBAETCS UCIIOJIb30BAHUE TEXHUUECKHUX
CPEeICTB, HEOOXOIUMBIX UM B CBSA3M C MX MHJMBHMYaJIbHBIMH OCOOCHHOCTSAMHU. DTU CpEACTBA
Moryt ObITh mnpenoctaBieHbl BMIY PAHXul'C wunm Moryr ucnoib30BaThCsi COOCTBEHHBIE
TEXHUYECKHE CPE/ICTBA.

[Ipu HEOOXOAMMOCTH UHBAJIMAM U JIULIAaM C OTPaHUYEHHBIMU BO3MOXHOCTSIMU 3/10pPOBbS
IPEOCTABIIACTCS JOIOJHUTEILHOE BpEeMs /Il TOATOTOBKY OTBETA Ha BBIIIOJIHEHUE 3a/1aHUH.

4.3. OueHo4HbIe CPeACTBA AJIsl IPOMEKYTOYHOMH ATTECTAIUH.
4.3.1. IlepeyeHb KOMIIETEHIUH ¢ YKa3aHHEM 3TanoB UX (pOpMUPOBaHUS B NpoLecce
OCBOCHMHA aaNTHPOBAHHOH 00pa3oBaTe/bHOI nporpammel. Iloka3aresn n kpurepuu
OlLIcHMBAHUSI KOMIIETEHIUI ¢ y4eToM 3Tana ux GopMupoBaHus

Kon
Kon Haumenosanue HaumenoBanue sTana 0CBOCHHUs
3Tana 0CBOCHHUs
KOMIIETEHIINU KOMITETEHIINU KOMITETEHIINU
KOMITETEHIIMU
Crioco6HOCTh IPUMEHATH
OCHOBBI 3aKOHO/IaTEJILCTBA
Crnoco6HOCTh UCTIONIB30BATh L
OCHOBBI MIPABOBBIX 3HAHUH B Poccuiickoid denepan,
YK OC-10 p YK OC-10.1.2.1 PETYIUPYIOMUX CO3IaHUE U
pa3nmuaHbIX cdepax
OPTaHM3AINIO XPaHEHHS
JeATeIbHOCTH
JOKyMEHTOB B TOCY/IapCTBEHHOM
Y MYHUIMITAJIHOM YIIPABJICHUH
OIIK OC-7.1.1 CnocoOHOCTh TPUMEHSTH
CnocoOHOCTh aHATM3UPOBATh U OCHOBHBIE 3aKOHO/IaTEJIbHBIE,
TIPUMEHSTH HOPMBI HOPMaTHBHO-TIPaBOBBIE
KOHCTHTYIIHOHHOTO, JIOKYMEHTBI
OIIK OC-7 aIMUHUCTPATUBHOIO U 1 TOCYJJapCTBEHHbIE
CITy’keOHOTO ITpaBa B CTaH/IapThl, PETJIAMEHTHPYIOIINE
po¢eCCHOHATIBHOM cocTaBieHue, opopMieHne u
JeSITeIbHOCTH OpTaHU3aINI0 PabOTHI
C IOKYMEHTaMH
Bnanenne HaBbIKaMy TTOKCKa, CnocoOHOCTh aHATM3UPOBATh
aHaJIM3a M UCIIOJIb30BaHMs COBpEMEHHOE IPaBOBOE,
HOPMAaTHBHBIX U ITPABOBBIX HOPMAaTHBHOE M METOJIMYECKOE
OIK-1 P papo? OlK-1.1.2.1 P A
JIOKyMEHTOB B CBOEH peryiaupoBaHue
podecCHOHAIBLHOMN JIeTIONPON3BOJICTBA
JIeATeIbHOCTH
I1K-24 Bragenue TexHOJIOTHSIMH, [1K-24.1.1. CnocoOHOCTh IPUMEHSTH
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pueMamHu, 00eceYrBaIOIIUMU
OKa3aHHUE TOCYIapCTBEHHBIX
MYHHUIUTAIBHBIX YCIyT
(PU3MUECKUM U IOPUANIECKIM
JIHLam

MpaBuJia JOKYMEHTHPOBAHUS
TIPH OKAa3aHHUHU TOCYAapCTBEHHBIX
1 MYHHUIHTIAIBHBIX YCIIYT

IK-26

Brnamenue HaBbIKaMu cbopa,
00paboTkn WH(pOPMAIUK H
ydacTusi B MH(POpMaTH3AIMH
JIEATEILHOCTH
COOTBETCTBYIOIINX OPTaHOB
BJIACTH W OPTaHU3AIUI

I1K-26.1.1.1

CriocobHOCT (OPMHUPOBATE U
HAIMpPAaBJISITh MEKBEIOMCTBEHHBIX
3alpOCOB B OPraHbI
(opranuzanun)

9Tan ocBoeHUus IToxka3aTenn OLICHUBAaHUA KpI/ITepI/Iﬁ OllCHUBAaHUA
KOMIICTCHIIMHU
— Odopmser JIOKYMEHTHI B | — OdopmiseT AOKYMEHTHl B COOTBETCTBUH
COOTBETCTBMM C  TpeOOBaHHUSIMHU | CO CTaHJapTaMu " TpeOOBaHUAMHA
TPaKIaHCKOTO, TPYZIOBOTO | 3aKOHOJATEIbCTBA
3aKOHOZAaTCIbCTBA poccuiickoit | — TIpuMeHsieT Ha MpaKkTHKe ACHCTBYIOIINE B
(eneparmn u JIOKaJIbHBIMHM | 00JIACTH JENONPOM3BOJICTBA HOPMATHUBHBIC
HOPMAaTHBHBIMU aKTaMM | TPaBOBBIE AKTHI
YK 0C-10.1.2.1 OpraHu3aIiu
- JIeMOHCTPUPYET 3HAHKE TPYIOBOTrO | — Brameer paBujIaMu odopmicHus
3aKOHOJIATECNILCTBA M HHBIX aKTOB, | KaJIpOBOW M YIPaBICHYECKOH TOKYMEHTALUU
COACPKAIMX ~ HOPMBI ~ TPYZIOBOTO | — OmnepupyeT  OCHOBHBIMHM  HOHATHAMH,
lpaBa OTHOCSIIIMMHMCS K BOIIpOCaM
JOKYMEHTHUPOBaHUSA uHpopmanuu B
TPYJIONPABOBBIX OTHOUICHUSIX
OIIK OC-7.1.1 — AHamuzupyer cospemennoe | -  Ilpumenser MIPaBOBbIE ~ OCHOBBI
MPaBOBOE, HOPMaTHBHOE M | OpTaHU3alM M BEACHUS ACIONPOU3BOJICTBA
METOIMYECKOE peryiupoBanne | B TOCYAapCTBEHHBIX M MYHHIHMOATBHBIX
JIeTIONPON3BOJICTBA oprasax
- AHanusupyer MeJIyHapojHble | — BrpicTpanBaer CTPYKTYPY
CTaHIapThl Ha NpEACTABICHUC | MEXAYyHApPOIHBIX CTaHIapTOB Ha
KOMOMHHMPOBAaHHOW JOKYMEHTAIIMH H | IpeJCTABICHUE KOMOMHHUPOBAaHHOU
nepeaavy AJaHHBIX JIOKYMEHTAIIUH U Tiepeiady JaHHbBIX
— Ilpumensier rocynapctBeHHble U | — Mcmonb3yeT HOpPMAaTHBHBIE U IPaBOBBIE
MEXAYHapOAHbIC — CTaHAAPTBl ~ HA | OKYMEHTHI B COOTBETCTBUU CO CreNU(UKON
AOKYMEHTALMIO B | npodeccuonansHoil feaTenHOCTH
npodeccnoHambHOM AesITeIbHOCTH
OIIK-1.1.2.1 - Cocrapnger 1 odopmusgeT | — CocraBiasgeT U 0GOPMISET NOKYMEHTHI B
JOKYMEHTBl B  COOTBETCTBUM C | COOTBETCTBHMHU C MPABUIIAMH, B 3aBUCHMOCTH
TpeboBanussMu  ['OoCylapcTBEHHOH | or HasHa4YeHWs, COAEPKAHMS W BHAA
CHUCTEMBI JIOKYMEHTAIlUOHHOTO | TOKyMEHT
obecrieueHns yrpaBIICHHS
— llopsimox wuHpopMupoBaHWS O | — 3HaeT crneuudUKy JOKYMEHTHPOBAHHUS O
IPENOCTaBICHUN  MYHHIMUIAIBHON MPE0CTABICHUN MYHUIIUTIAIBHONW YCIIYTH
yCIIyTH
TIK-24.1.1. - DopmynupyeT nepeyeHb | — 3Haer OCHOBHBIC XapaKTCPpUCTUKH
JIOKyMEHTOB, ~ HEOOXOAMMBIX  JUIsl | JOKYMEHTOB, HEOOXOIUMBIX JUTS
OPENOCTABICHUA  TOCYIapCTBEHHOW | mpenocTaBiIeHuUsI roCyAapCTBEHHOU
(MyHUIMIIATEHO) yCIIyTH B | (MyHHIIMNAJIBHON) YCIYTH B 3JIEKTPOHHOM
3IIEKTPOHHOM BHJE BUZIE
— Bmageer HaBblkamMm  BeneHMs | — Bpigensier  0coOEHHOCTH  HMHCHMEHHOTO
JISTIONPOU3BOJICTBA C TIPUMEHEHHEM | MH(GOPMUPOBAaHUE, OTBET Ha oOOpalleHHe
MK-26.1.1.1 MH(OPMALMOHHBIX TEXHOJIOT U 3asBUTEINS
— Brlgenser 0COOEHHOCTH NHCHMEHHOTO
nHGOPMHUPOBaHHUA B paMKax PaCCMOTPEHUS
JKaI00 rpaXkKaaH
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— Bunaneer HaBbikamu coctaBiieHus | — Brienser ocobeHHOCTH (HOpMUpPOBaHUE
1 odopmileHHs Ppa3IUYHBIX BHIOB | JEKTPOHHBIX  KOMILIEKTOB  JIOKYMEHTOB,
JIOKYMEHTOB TPaIWIMOHHBIM | COAEP)KAIIMX  3asABICHUSA  (3alpOCH) O
coco0OM U B AJIEKTPOHHOM BHJIE MPEOCTABICHUS.  TOCYAapCTBEHHOW WK
MYHHITUITATIHEHOH yCITyTH B thopme
AIEKTPOHHOTO TOKYMEHTa

— BpricTpauBaeTr COOTBETCTBUE CBEACHMH,
COJICPXKAIIUXCS B DIICKTPOHHOM  00pase
JNIOKYMEHTa, CBEACHHSM, COJAEPKAIIUMCS B
JIOKyMeHTe Ha OyMa>KHOM HOCHUTEJIe

[Ipu mnpoBeneHHMH NPOLEAYPHl OLICHUBAHUS PE3YJIbTATOB OOyYEHUS HWHBAIMIOB M JIUI[ C
OTPaHUYECHHBIMU BO3MOXHOCTSIMH 3/I0POBBS IPEAYCMATPUBACTCS MCIOIH30BAHNE TEXHHUECKUX
CPEICTB, HEOOXOAUMBIX UM B CBSI3M C UX WHAMBUAYAIbHBIMH OCOOCHHOCTSMH. DTU CpPEICTBa
MOTYT OBITh IPEOCTABIICHBI WIIM MOTYT MCIIOJI30BAThC COOCTBEHHBIE TEXHUUECKNE CPE/ICTBA;
[Ipy HEOOXOAMMOCTH HMHBAIUIAM U JIHMIAM C OrPAaHUYEHHBIMH BO3MOYKHOCTSIMU 3]I0POBBS
NPEIOCTABIISACTCS JOMOJHUTEIHLHOE BPEMS JIJIsl IOATOTOBKH OTBETA HA BBHITIOJIHEHUE 3a/1aHUH.
WHCTpyKIUs 10 MOPSJIKY MPOBEACHUS MPOLEAYPhl OLICHUBAHUS MPEIOCTABISAETCS B JOCTYITHOM
¢dopme (ycTHO, B mMHUChMEHHOW (opme, B MHCbMEHHOW (opme Ha s3bike bpaiins, ycTHO ¢
HCIIOJIb30BaHUEM YCIYT CYpIOTIEPEBOAUNKA).

HoctynHast ¢opma mpemocTaBIeHHs 3aJaHUN ONEHOYHBIX CpEACTB: B Ie4YaTHOW (opme, B
nevyatHoil ¢opMe yBelnMUEHHBIM HIpU(PTOM, B meuaTHoU Qopme mpudrTom bpaiinsa, B dopme
AIIEKTPOHHOTO JOKYMEHTA, 3a/IaHMs 3aUUTHIBAIOTCS ACCUCTEHTOM, 3aJlaHHsl TMPEIOCTABIISIOTCS C
HCIIOJIb30BaHUEM CYPIONEPEBOIA).

HocrymHas popma npeaocTaBiIcHHsI OTBETOB Ha 3a/1aHus (MMCBMEHHO Ha Oymare, Habop OTBETOB
Ha KOMIIbIOTEPE, MUCbMEHHO Ha sI3bIKe bpaiiss, ¢ UCIoIb30BaHUEM yCIyT aCCUCTEHTA, YCTHO).
[Ipu HEoOXomuMOCTH JUIS OOYYAIOUIMXCS C OTPAHWYCHHBIMH BO3MOXHOCTSIMH 3JIOPOBBSI U
WHBAJIMIOB TMpOlLleAypa OLICHUBAHHS pE3YyIbTaTOB OOYYEHHS MO [AUCHUUIIIMHE MOXKET
MIPOBOJUTHCS B HECKOJIBKO ITAIIOB.

[IpoBenenue mpoueAypbl OLEHUBAHHUS pE3yIbTATOB OOYYCHUS WHBAIMAOB U JIHI[ C
OTPaHUYEHHBIMH BO3MOKHOCTSIMH 3JI0POBbS JIOMYCKAETCS C MCIOJb30BAHUEM JIHMCTAHIIMOHHBIX
00pa3oBaTeNbHBIX TEXHOJIOTHI.

4.3.2 TunoBble OLlEHOYHBIE CPEACTBA

Bonpocsl k 3auery:
HcTopus pa3BuTHs I€10Ipon3BocTBa B Poccnn
[TpoGsieMbl pocTa JOKYMEHTOOOOpOTa
Crioco6b! paloHaIu3al JOKYMEHTO000pOTa.
I'CAOY. YCOPA. Vuaudwukamus, dhopmanmu3aius, CTaHIAPTH3ALIUS JTOKYMEHTa
OpraHu3annoHHas Tpynna JOKyMEHTOB.
PacnopsimuTenbHas rpymnmna JOKyMEHTOB.
CripaBo4yHO-MH(}OPMAIIMOHHAS TPYIINA JOKYMEHTOB.
[TpaBunia opopmiieHns JOKYMEHTOB. PEKBU3UTHBIN COCTaB TOKyMEHTA.
Opranuzanus ciyx6s1 JJOY
TexHOJIOrMH perucTpannu 10KyMEeHTOB.
10 TexHonoruu KOHTPOJISI UCIIOJIHEHUS JJOKYMEHTOB
11. Opranuzanus ciayx060ii IOY Tekymiero xpaHeHHus JOKYMEHTOB.
12. ApxuBHOE XpaHEHHE JTOKyMEHTOB
13. OcoOeHHOCTH TeKCTa TOKYMEHTa
14. Jlornueckre OCHOBbI peIaKTUPOBAHUS JOKYMEHTa
15. JIuHrBuCTHYECKHE OCHOBBI PEJAKTUPOBAHUS JOKYMEHTA
16. UudopmaninoHHbIi aHAIN3 TOKYMEHTA

el AN
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17. CnnocoOsl yHU(pUKAIIUN TEKCTa JOKYMEHTa

18. [Ipuka3 - OCHOBHOM pacOPSAUTENbHBIA JOKYMEHT B OpraHU3aII

19. TpeGoBaHus K PEKBH3UTHOMY COCTaBY JOKYMEHTA

20. TpeboBanusi k OGOPMIICHHIO OPTaHU3AIMOHHBIX JTOKYMEHTOB (MHCTPYKIIHUS,
IIpaBWIa U T.IL.).

21. TpeboBanus kK 0(hOPMIICHHIO aKTa.

22. TpeOoBanus kK 0pOPMIICHHIO ITPHUKA3A.

23. TpeboBanus kK 0HOPMIICHHIO PACTIOPSIKEHUS.

24. TpeOoBanus K 0pOPMIICHHIO TeJIe()OHOTPAMMBI.

25. TpeboBanus Kk 0(hOpPMIICHHIO TUIAHA.

26. TpeboBanus K 0POPMIICHHUIO OTYETA.

27. TpeboBanus kK 0(hOPMIICHHIO 3asIBICHUS

28. TpeboBanwusi K 0HOPMIICHUIO JOKIIATHON (CITYy>KEOHOI) 3aIMCKH.

29. TpeboBanus k 0(hOPMIICHHIO TIPOTOKOJIA

30. TpebGoBauwmst K 0HOPMIICHUIO JOTOBOPA

31. CnyxebHas nepenucka

32. Homenkiarypa aen

[IIxana oueHNBaHUA

ITpu oleHUBaHUM PE3yNIBTATOB O0YUEHHSI HCIIOIB3YETCs CAEIYIOIas IKala OLECHOK:

100% - 90%
(0TIHMYHO)

OTansl hopMupoBaHHS KOMIIETCHIIUH, MIPETYyCMOTPEHHBIE
a/IalITUPOBAHHON 00pa3oBaTeIbHON HPOTrpaMMoOid, cHOpMUpPOBAHBI Ha
BBICOKOM ypoBHe. CBOOOJHOE BIIaJIeHHE MAaTepHalioM, BBHISBICHHE
MEKIIPEIMETHBIX  CBSI3€d. YBEPEHHOE  BJAJCHUE MOHATHIHBIM
anmapaToM JUCHUIUIMHBL [IpakTH4yeckne HaBBIKU MPOGeCcCHOHATHHON
JEeSTENIbHOCTH C(OPMHUPOBAHBI Ha BBICOKOM ypoBHE. CIOCOOHOCTH K
CaMOCTOSITEIbHOMY HECTAaHJAPTHOMY PEIIEHUIO MPAKTUYECKUX 337129

89% - 75%
(xopor1o)

Orarnsl KOMIIETEHIINH, MIPeyCMOTPEHHbIE aJlanTHPOBAHHOMN
o0Opa3oBaTenbHON nporpamMMmoii, c(hopMHUpPOBaHBI  JIOCTATOYHO.
JeranpHOoe Bocmpou3BereHHe yueOHoro Mmartepuana. [Ipaxtuueckue
HaBBIKM MPOPECCHOHATBLHON JEATEIbHOCTH B 3HAYUTEIBHOM Mepe
copmupoBanbl. [IpUcyTCTBYIOT HaBBIKH CaMOCTOSTEIBHOIO PEIICHUS
IIPAKTUYECKUX 3a7a4 C OTJAEJIBHBIMU 3JIEMEHTAMH TBOPYECTBA.

74% - 60%
(YAOBIETBOPUTENIBHO)

Orarnsl KOMIIETEHIINH, MIPeyCMOTPEHHbIE aJIanTHPOBAHHOMN
o0Opa3oBaTeNbHOW  MpOrpaMMoi, chOpMHUpPOBaHBI HA MUHHMAJIbLHOM
ypoBHe. Hamnume MUHUMaNBbHO JONMYCTHMOIO YPOBHSI B YCBOCHHMH
yuyeOHOro Marepuajga, B T.4. B CaMOCTOATEIbHOM pEIICHUU
npakTHueckux 3ajnad. [IpakTuyeckue HaBBIKM — IPO(ECCHOHATBLHOU
JeSITeIbHOCTH C()OPMHUPOBAHBI HE B IOJIHOM Mepe.

MEHee 60%
(Hey1OBJICTBOPUTEIIHHO)

Oransl KOMIIETECHIINH, MIPEAYCMOTPEHHBIE aZalTUPOBAHHOU
oOpa3oBaTenbHON MporpamMmoii, He chopmupoBaHbl. HemoctaTouHbIHM
YPOBEHb  YCBOEHMS  NOHATUMHOIO  ammapata H  HaJudue
(dparMeHTapHbIX 3HaHUN MO aucuuIuiMHe. OTCyTCTBHE MHUHUMAIBHO
JIOIIyCTUMOI'O0 YPOBHSA B CaMOCTOSATEIBHOM PEHIEHUN NPAKTHYECKUX
3anau. [IpakTHueckue HaBBIKM NMPO(ECCHOHANBHOM IesITeNbHOCTH HE
c(OpMHUPOBAHBI.

4.4. MeToanuecKue MaTepuasibl
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[Iponienypa olieHMBaHUS 3HAHWM, YMEHUW, HABBHIKOB U (WJIM) ONBITA JEATEIHLHOCTH,
XapaKTepU3YIOMIUX 3Tanbl (OPMUPOBAHUS KOMIETEHLIUN, OCYIIECTBISIOTCS B COOTBETCTBUU C
[Tosio’keHHEM O TEKYIEM KOHTPOJIE YCIIEBAEMOCTH M IIPOMEXYTOUHOM aTTECTAllUU CTY/AEHTOB B
®OI'bOY BO PAHXuI'C u PernamenTom o 0auibHO-pEHTHHTOBOM cucTteMe B Bosrorpaackom
MHCTUTYTE ynpasienus - punuane PAHXul C.
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5. MeToanuyecKue YKazaHusd 1J1s1 oﬁy'{amumxca 110 OCBOCHHMI0 JUCHUITJIMHbI

PexoMeHngauuu no NJIaHUPOBAHUIO U OPraHU3AUM BPEeMEeHH, He00X0IMMOTI0 HA U3yYeHHe
JUCIUIIINHDI

CTpykTypa BpeMeHHU, He00X0AUMOI0 HA U3yUeHHe U CUHIIMHbI

®opMa n3yyeHus: JUCLUIIINHBI Bpewms, 3aTpaunBaemMoe Ha U3y4yeHue
JUMCIUTUIMHEL, %0
N3yuyenue nureparypsl, pEKOMEHA0OBAHHON B 40
y4eOHOil mporpamme
Pewienue 3ana4, NpakTUYECKUX YIIPAXKHEHUN U 40
CUTYallMOHHBIX IPUMEPOB
W3ydeHue TeM, BBIHOCUMBIX Ha 20
CaMOCTOSITEJIBHOE PACCMOTPEHUE
Htoro 100

PexoMeHganmuy mo moaroToBKe K NMPaKTHIE€CKOMY (ceMnHapcm)My) 3AHATHIO

[IpakTHyeckoe (CEMHHApPCKOE) 3aHATHE - OJHA W3 OCHOBHBIX (HOpPM OpraHH3aIHU
y4yeOHOro mpolecca, IpeaCcTaBisioNias co00il KOJUIEKTUBHOE OOCYKAEHUE CTyAEeHTaMU
TCOPCTUUCCKHUX W MPAKTHUYCCKUX BOIPOCOB, PCHICHUC IMPAKTUYCCKUX 3aJad 10 PYKOBOJICTBOM
npenojanatesns. OCHOBHOH LEJIbIO MPAKTUYECKOrO (CEMMHAPCKOI0) 3aHATHS SBIISETCS POBEPKa
FJIY6I/IHI)I IMOHUMAaHHUA CTYyACHTOM 1/13y11aeM0171 TEMBI, y‘~IC6HOFO Marcpuajia U YMCHUA HU3JIOXKUTH
€ro cojep)KaHhe SICHBIM M YETKHUM S3BIKOM, DPa3BUTHE CAMOCTOSTEIbHOI'O MBIIUICHUS U
TBOPUECKON aKTMBHOCTM Yy cryaeHTa. Ha mnpakThueckux (CEMUHApCKHUX) 3aHATHIX
OperonaraeTcss paccMaTpuBaTh HauOoOJee BaXKHBIE, CYILECTBEHHBIE, CJIOXHbBIE BOIPOCHI
KOTOpBIE, HauboJjee TPYJHO YCBAaUBAIOTCA CTyeHTaMu. [Ipy 3TOM roTOBUTHCS K MPAKTUYECKOMY
(ceMUHApCKOMY) 3aHATHIO BCErJa HYXHO 3apaHee. [loAroroBka K MPakTHYECKOMY
(ceMrUHAPCKOMY) 3aHATHIO BKJIIOYAET B CEOsI ClIeayroIIee:

- 00s3aTe’abHOE O3HAKOMJICHHE C IUIAHOM 3aHATHUS, B KOTOPOM COJIepKaTcs OCHOBHbBIE
BOTIPOCHI, BEBIHOCHMBIE Ha 00CYXICHHE;

- U3y4yeHHE KOHCIIEKTOB JIEKIMH, COOTBETCTBYIOIIMX pa3ieiioB y4eOHUKA, y4yeOHOTro
HOC06I/I5[, COACPIKAaHUA PEKOMCHAOBAHHBIX HOPMATUBHBIX IMPAaBOBLIX aKTOB,

- paboTa ¢ OCHOBHBIMH T€PMHUHAMH (PEKOMEHIYeTCSl X BBIYYUTh);

- HW3Y4YCHHUC ﬂOHOJ’IHI/ITCJ’IBHOﬁ JUTCPATYphl MO TEME 3aHATHA, AC€Jdasd IMPH 3TOM
HE00XO0/IMMBbIE BBIITUCKHU, KOTOPBIE MOHA004TCS IPH 00CYKJICHUN Ha CEMUHAPE;

- (opMyIupOBaHUE CBOEr0 MHEHMS MO Ka)KJOMYy BONPOCY U apryMEHTHUPOBAHHOE €ro
000CHOBaHUE;

- 3allUCh BO3HUKIIHUX BO BPEMsI CaMOCTOSITENIbHON paldoThl ¢ ydeOHMKaMU U HAy4HOM
JUTEpATyphl BOIIPOCOB, YTOOBI 3aTEM Ha CEMUHAPE MOJIYYUTh Ha HUX OTBETHI;

- oOparieHue 3a KOHCYJIbTallel K MpenoiaBaTento.

[IpakTuyeckne (CeMHMHAapCKHe) 3aHATUS BKIIOYAIOT B ce0d M CIEHUAIBHO
MOJIFOTOBJIEHHBIE pedepaThl, BBHICTYIUIEHHUS MO KaKOH-IMOO CIOKHOM MM 0CO00 aKTyalbHOU
npobieme, perienue 3a1a4. Ha npakTiuueckoM (CeMUHAPCKOM) 3aHATHH CTYACHT IPOSIBIISET CBOE
3HaHWE TpeIMeTa, KOPPEKTUpYyeT WH(OpMaIUio, MOTYyYEHHYIO B TPOIECCE JICKIMOHHBIX W
BHEAYJAUTOPHBIX 3aHATUH, POPMUPYET OIpeesIeHHbII 00pa3 B INla3ax MpernoaaBaresis, NoayqyaeT
HAaBBIKM YCTHOM pE€YM U KYJIbTYPBI TUCKYCCHH, HABBIKH IIPAKTUYECKOTO PEIICHUS 3a/a4.

PCKOMeHHaIII/II/I M0 H3YYCHUI0O METOAUYECCKUX MaTEPpUAJIOB

27




Meroanueckue Marepuaibl IO JIUCHUIUIMHE TIO3BOJIAIOT CTYIEHTY ONTUMAaJIbHBIM
00pa3oM OpraHu3oBaTh MPOLECC U3yYEHUs JAHHON AUCUUIUIMHBL. MeToanyecKkrue MaTepuaibl o
JTUCITUTIMHE TPHU3BAaHBI MMOMOYbL CTYJAEHTY MOHATH CHENU(PHUKY HM3ydaeMOro marepuaia, a B
KOHEYHOM HUTOre€ — MaKCHMaJbHO IOJHO M KadeCTBEHHO €ro OCBOUTh. B mepByro ouepenb
CTYJIEHT JIOJDKEH OCO3HaTh IMpeAHa3HAYEHHWE METOJUYECKHUX MATE€pUaOB: CTPYKTYpy, LEIH U
3agaun. J{yis 3TOro OH 3HAKOMUTCS ¢ IpeaMOysIoii, OrJIaBlIEHHEM METOAMYECKHUX MAaTepHalioB,
roBOps MHAYe, OCYIIECTBISET IEPBUYHOE 3HAKOMCTBO C HUM. B pasnene, mocBsilleHHOM
METOJUYECKMM PEKOMEHJAIUsAM [0 H3YYEHUIO JUCUUIUIMHBI, MTPUBOISTCS COBETHI 110
TUTAHUPOBAHHIO U OPTAHHU3AIMH HEOOXOAMMOTO JUIS H3yYSHUS JUCIUILTUHBI BPEMEHH, OIMCAHUE
MOCNEAOBATEIbHOCTH  JCUCTBUNA  CTyJNeHTa  («CLIEHapuil  HM3y4yeHUs  JUCHUIUIMHBIY),
PEKOMEHIAIMU TI0 pabdoTe ¢ JUTEepaTypol, COBETHI MO MOJATOTOBKE K 3K3aMEHY M Pa3bSICHCHUS
o MOBOAY paboOThl C TECTOBOM CHUCTEMOW Kypca W HaJl JOMAlIHUMH 3aJaHusiMdu. B menom
JaHHBIE METOJWYECKUE PEKOMEHIAIMK CIIOCOOHBI  OOJIErYWTh HW3YYCHHE CTYACHTaMHU
JUCIUIUIMHBL ¥ TIOMOYb YCIENIHO cJaTh OJK3aMeH. B paszgene, coxepkamem ydeOHO-
METOJAMYECKUE MaTepUalbl TUCHUILIMHBI, COACPKaHUE MPAKTUUECKUX 3aHATUM MO JTUCIUILINHE,
CJIOBaph OCHOBHBIX TEPMUHOB JIUCIUTUIUHEI.

PexoMeHnganmu mo caMocToATEIbHON padoTe CTY/AeHTOB

HeorbeMieMbIM 37€MEHTOM YYEOHOTO Mporecca SBISETCS CaMOCTOSITebHAs paboTa
ctyneHta. Ilpu camocTosiTenbHONH paboTe MOCTHraeTcsi KOHKPETHOE YCBOEHHE Y4eOHOTo
MaTepuaia, pPa3BUBAIOTCS TEOPETUYCCKUE CIOCOOHOCTH, CTOJb BAXKHBIC JJISi COBPEMEHHOMN
MOJATOTOBKU CMEUUATUCTOB. DOPMBI CAMOCTOATEIHHOM pPabOThl CTYACHTOB IO JUCIHILTHUHE:
HAIMCaHWe KOHCIICKTOB, MOJTOTOBKAa OTBETOB K BOIPOCAM, HAmHMcaHue pedeparoB, pelicHue
3aJa4, UCCIIeJoBaTeNbCKas paboTa, BEIIOTHEHNE KOHTPOIBHOU PabOoTHI.

3amaHus U1l CaMOCTOSITENIbHON PabOThl BKIIFOYAIOT B CEOS KOMIUICKC aHATMTHYCCKHUX
3aJJaHUil BBINIOJIHEHUE, KOTOPBIX, MpPEIIoiaraeT TIIATeIbHOE H3yueHHE HAYYHOH U Y4eOHO
JIATEPATYpPhbI, TMEPHOANYICCKUX I/I3]121HI/II>1, a TaKXC 3aKOHOAATCJIbHBIX W HOPMATUBHBIX
JOKYMEHTOB TMpennaraeMeix B 1.6.4 «YueOHas nuTepatypa M pecypchbl HH(OpPMAIMOHHO-
TEJIEKOMMYHUKAITHOHHOU CeTu "Untepuer", y4e0HO-METOIMYECKOE obecrieueHue
CaMOCTOSITENIbHOM paboThl OOydaroumxcs MO AUCIHUILIAHE». 3aJaHus MPEIOCTaBISIIOTCS Ha
IIPOBEPKY B II€YaTHOM BUJIE.

Pexomenmanuu no paéore ¢ JiuTepaTypoii

[Ipn usyueHun Kypca y4yeOHOM AMCUMILIMHBI 0COOO€ BHHMaHHUE clieyeT oOpaTUTh Ha
PEKOMEHIYEMYIO0 OCHOBHYIO M JIOTIOJIHUTEIBHYIO JIUTEPATYPY.

BaxHBIM 37IEMEHTOM MOATOTOBKU K CEMHHAPY SBJSIETCS TITyOOKOE M3ydeHHEe OCHOBHOW U
JIOTIOJTHUTEIBHOM JINTepaTypbl, PEKOMEHI0BAaHHOM 10 TeME 3aHATHS, a TAK)Ke IEPBOMCTOUYHHKOB.
[Tpu 3TOM 1MOJIE3HO MPOYUTAHHYIO JIUTEPATYPY 3aKOHCTIEKTHPOBATh. KOHCIEKT TOJHKEH OTBEYaTh
TpeM TpeOOBaHUSAM: OBITh COJEpPXKATEIbHBIM, IO BO3MOXKHOCTU KPAaTKUM U TMPABUIBHO
0(OpMIICHHBIM.

ConeprkaTenbHBIM €0 CelyeT CYUTATh B TOM CJIydae, €ClIM OH MepeJaeT BCe OCHOBHBIE
MBICIH aBTOPOB B IIENIOCTHOM BHJE. M3JIOXKHUTH TEKCT KpaTKO — O3TO 3HAYUT Mepenartb
coJepKaHWe KHUTH, CTaThM B 3HAYMTEIbHON Mepe cBouMH cioBamu. [Ipu »TOoM cnemyer
NPUIEPKUBATHCS TIPABHJIA - 3aIMCHIBATH MBICTH aBTOpa pabOTHI JIMIIL TOCIE TOTO, KaK OHa
XOpOIIO MOHATa. B TakoM ciydae mocTtaBieHHas 1efb OyaeT HocTuruyTa. LlutupoBats aBTOpOB
U3y4aeMbIX paldoT (C 00s3aTeNbHON CCHUIKOM Ha MCTOYHMK) CJENyeT B TE€X ClydasiX, €CIM HaJo
3aMMChIBaTh OYEHb BAXKHOE ONpE/IETICHNE HITH MOJI0KEHUE, 000010l BEIBO/I.

Baxno u BHemnHee ohopMIIeHHE KOHCIIEKTa. B ero Havyane Hajo yka3aTth TEMY CeMHUHApa,
JlaTy HaIllMCaHUs, Ha3BaHUS JIUTEPATYPHBIX HCTOYHUKOB, KOTOPbIE OYAYT 3aKOHCIIEKTUPOBAHBI.
['myGokast camocTosTenbHas paboTa HaJl HUMU 00ECIICUNT YCTIEITHOE YCBOCHUE N3YIaeMOn
JUCLUTUTMHBL.
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OmHuM U3  BaXHEWIMX CPEICTB CEPHE3HOrO0  OBJAACHUS TEOpUEH  SIBIACTCA
KOHCREKmupoeanue nepeoucnoyHuKos.

Jli1st cocTaBiieHUs] KOHCIIEKTa PEKOMEHIyeTCsl CHadyalia MPOYUTATh PAdOTy IETHUKOM, YTOOBI
VSICHUTB €€ 001 cMbICI U copepkanue. [Ipu 5ToM MOKHO c/ieniaTh IOMETKH O €€ CTPYKType, 00
OCHOBHBIX TOJIOKEHUSIX, BBIBOJAX, HAJ0 CTapaThCsi OTJIMYaTh B TEKCT€ OCHOBHOE OT
BTOPOCTENEHHOT0, BEIBOJIBI OT apI'YMEHTOB U J0Ka3aTeNIbCTB. Eciu ecTh HEMOHSATHBIE CIIOBA, HAJ0
B SHIUKJIONEMYECKOM CII0Bape HANTH, YTO 3TO CIOBO 0003HAUaeT. 3aKOHYMB YTeHHE (maparpada,
[JIaBbl, CTaThU) HAAO 3a/JaTh cebe BOMpOCHl Takoro pona: B uem rmaBHas mbicnb?  KakoBbl
OCHOBHBIE 3BEHbsl JIOKa3aTenbcTBa ee? UTo BhITeKaeT U3 yTBepxkaAeHui aBropa? Kak 3to
COIJIaCyeTCs C TeM, UTO YK€ 3HAeTe O MPOUYUTAHHOM M3 IPYTUX UCTOUYHUKOB?

SIcHOCTP U OTYETJIMBOCTH BOCIHPHUSATHUS TEKCTAa 3aBUCUT  OT MHOTOr0: OT
COCpPEIOTOYEHHOCTH CTYAEHTa, OT TEXHUKH UTEHHUs, OT HACTOMYMBOCTH, OT SPKOCTU
BOOOpaXeHUs!, OT TEXHUKU (PUKCHPOBAHUS MPOYUTAHHOTO, HAKOHEII, OT 3PYAULINUN — OOIIeH U B
KOHKPETHO paccMaTpuBaeMoi mpooiieme.

Pe3ynbrarom nepBoHa4aIbHOTO YTEHHUS JIOJIKEH ObITh IPOCTON MlaH meKcma u uemkoe
npeocmaenienue 0 HeACHBIX Mecmax, OTMEUYCHHbIX B KHure. [locie mnpeaBapuTeNnbHOTO
03HAKOMJICHHUS, [IPU TIOBTOPHOM YTEHHUHM CIEAYET 6blOEIUNb OCHOGHbBIE MBICIU A6MOPA U UX
pa3BUTHE B MPOU3BEACHUU, OOPATUTh BHUMAaHHE HA OOOCHOBAHHE OT/EIbHBIX MOJOKEHUH, Ha
METOJBI W (OPMBI JIOKA3aTeNbCTBA, HamOoliee spKHEe TpuUMephl. B xome 3Toil paboThI
OKOHYATEJIbHO OTOMpaeTcss MaTepuan JUisl 3alUCH U OINpeAeNsieTcsl €€ BUI: MJIAH, Me3UCHl,
KOHCneKm.

[Inan 3T0 KpaTKuii, MOCIEI0BATENbHBIN NEepeYyeHb OCHOBHBIX MBICIECH aBTOpa. 3aIuch
MPOYMTAHHOTO B BHJIE TE3UCOB — 3HAUYMUT BBIIBUTH M 3alKMCATh OMOPHBIE MBICIIU TeKcTa. Pa3nuia
MEXy IJIAHOM W Te3UCaMH 3aKJII0YaeTcs B CIEAYIOIIEM: B IJIaHE MBICIb Ha3bIBaeTcs (CTaBb
BCErjia BOINPOC: O 4YEM TOBOPHUTCS?), B Te3ucax — (popmyiupyercss — (4TO UMEHHO 00 3TOM
roBopuTcs?). 3amuch OIMOPHBIX MBICTAEH TeKcTa BakKHA, HO TMOJHOTO MPEACTaBICHHUS O
MPOYMTAHHOM Ha OCHOBAaHWU MOJOOHOM 3aMHMCH HE COCTaBHUIIIb. BaXXHO OCMBICIUTH, KaK aBTOP
JIOKA3bIBAaeT CBOIO MBICIIb, KaK YOEXJaeT B HCTUHHOCTH CBOMX BBIBOJOB. Tak BO3HHKAeT
koHcriekT. dDopma 3amucu, Kak Mbl YK€ OTMETHIIM, YCJIOXHSETCS B 3aBUCHUMOCTH OT IieJieid
paboThI: TJIaH — 0 YeM?; Te3UChl — 0 4eM? YTO UMEHHO?; KOHCIIEKT — 0 4eM? 4TO HIMEHHO? Kak?

KoHcnekt 3T0 KpaTkoe ToOcCienoBaTeIbHOE U3J0KeHue coxaepkanusd. OCHOBY ero
COCTaBJISIET IUIaH, TE3UChl M BBINMUCKU. HemocTaTku KOHCIEKTHPOBAHUS: MHOTOCIOBHUE,
[UTAPOBAHUE HE OCHOBHBIX, & CBSI3YIOIIUX MBICIEH, CTPEMIICHUE COXPAHUTh CTUIMCTHYECKYIO
CBSI3aHHOCTh TEKCTa B yIIEpO €ro JOoruueckoi crpoiHocTH. [IpuctynaTh K KOHCIEKTHPOBAHHUIO
HEOOXOMMO TOTJa, KOT/Aa CIIOXKHJINCh HaBBIKM COCTABJICHHUS 3allUCH B BHUJE Pa3BEPHYTOTO
MoJIpOOHOTO IJIaHa.

dopmMa 3anmucu TpU KOHCIEKTHUPOBAHWU TPeOyeT 0COOOTr0 BHHMAHHS: BAXKHO, YTOOBI
COOCTBEHHBIEC YTBEPKICHUS, Pa3MBIIUICHUS HAJ MPOYUTAHHBIM, YETKO OTACISIINCH MPHU 3aMHCH.
Pa3ymHee BBIHOCHTH CBOW NMOMETKH Ha IIMPOKWE TOJISA, 3alMCHIBATh HA HUX JIOTIOJTHUTEIIbHBIC
CIIPaBOYHBIE JJAHHBIC, TOMOTAIOIIUE YCBOCHUIO TEKCTA (AaTa COOBITHS, YIOMSHYTOTO aBTOPaMU;
CBEJICHHUS O JINIIC, Ha3BaHHOM B KHUTE; TOYHOE COJepKaHue TepMuHa). Ecn KOHCTeKTUpyeTcs
TEKCT BHYIIUTEIHHOTO 00beMa, HE0OXOJUMO YKa3bIBaTh CTPAHUIIBI KHUTH, KOTOPHIE OXBATHIBAET
Ta WM UHAs 9acTh KOHCTIEKTA.

s ynoGcTBa MONB30BAHHUS CBOMMH 3aMUCSIMH Ba)KHO O3arjaBUTh KpPYIMHBIE YacTH
KOHCIIEKTa, MOAYepKUBasi 3azonoexku. ClenyeT MOMHUTh O Ha3HAUYE€HUU KpPacHOM CTpPOKH,
CTPEMUTHCS K YeTKOH Tpaduke 3amuceil - ycTynmamu, KOJOHKaMH. VM3maraTh TTIaBHBIE MBICIIH
aBTOpa M WX CHUCTEMY apryMEHTOB - HEOOXOAMMO TMPEUMYIIECTBEHHO CBOWMH CIIOBAMH,
nepepabarbiBas TakuM o0Opa3oM HH(OpPMAINIO,— TaK MPOXOIUT YSACHEHUE €€ CYTH. MBICTb,
¢dpa3bl, TOHATHIC B KOHTEKCTE, MOTYT NMPHOOpecTr 0oJiee MpOoCTpaHHOE M3JI0KeHHE B 3amucu. Ho
TEKCT OpPUTHHANIA CBEPTHIBACTCSA, U CTYACHT, OTpabaThiBas JIOTUYECKOE MBIIIICHUE, YYUTHCS
BBIICTIATh TJIaBHOE M 0000IIaTh OJHOTUIIHBIE CYXACHHs, onHOpoAHble (akThl. Kpome Toro,
JieNast 3auCcy CBOMMHU CIIOBaMH, 00001I1asi, CTYICHT YYUTCS MUChbMEHHON peyH.
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3HaHue 00IIeH CTpaTeruy YTEHUS, TEXHUKHA COCTABIICHUE TUTAHA U TE3UCOB OMPECIIseT U
TEXHOJIOTHIO KOHCTIEKTUPOBAHUS

e BuumartenbHO 4YMTaTh TEKCT, MOMYTHO OTMEYas HEMOHATHBIE MECTa, HE3HAKOMBIC
TEPMUHBI U TIOHATUS. Boitnucame na nona 3HaueHrie OTMEUCHHbBIX TTOHSTHIA.

e [Ilpy mepBOM UYTEHHH TEKCTa HEOOXOJUMO COCTaBUTh €r0 HPOCHION NIAH,
MOCJIEA0BATEIbHBIN IEPEUYCHb OCHOBHBIX MBICJIEN aBTOpA.

e [Ipu NMOBTOPHOM YTEHUH TEKCTA BBIACIATH CUCHIEMY O0OKA3AmMenbCcme OCHOBHBIX
MOJIO’KEHUH pabOoThHI aBTOPA.

e 3aKIIOYMTENBHBIA dTam pabOTBl C TEKCTOM COCTOUT B OCMBICIICHHH paHee
OTMEYEHHBIX MECT M UX KPAaTKOM MOCIEI0BATEIbHOMN 3aMHCH.

e [Ipu KOHCHEKTUPOBAHUU HYKHO CTPEMHUTHCS GbIPA3UMb MbICIb AGMOPA CEOUMU
coeamu, 3TO IOMoraet 0oJjiee riTyOOKOMY YCBOCHHIO TEKCTa.

e B pamkax paboThl HaJa TIEPBOMCTOYHUKOM BAXKECH YMEIbId omoOop uumam.
Heo6xoauMo yuuThIBaTh, HACKOJIBKO SPKO, OPUTHHAIBHO, CKATO U3JI0KEeHa MbIcb. L{lutupoBath
HEOOXOUMO T€ CYXJCHHsI, Ha KOTOpbIEe BIOCJIEICTBUN BO3MOYKHA CChUIKA KaK Ha aBTOPUTETHOE
W3JI0KEHUE MHEHUS, BEIBOA 110 TOMY WUJIM HHOMY BOIIPOCY.

Koncnektuposath 11e5ecoobpa3Ho He Ha OTACTBFHOM JIUCTE, a B OOIICH TeTpaau Ha OJTHOU
crpanutie jmcra. OOOpOTHAsh CTOpPOHA JIUCTA MOXKET OBITh HCIOJIb30BaHA ISl JIOTIOJHEHHH,
HEOOXOMMOCTh KOTOPBIX BBIICHUTCS B JAaibHedmem. [Ipy KOHCHEKTHPOBAHUU JIUTEPATYPHI
CJIETyeT OCTaBUTh LIMPOKUE IOJISI, YTOOBI 3amucaTh HA HUX IUIaH KoHcrekTa. [lonst MoryT ObITh
WCITIOJIb30BaHBI TAKXKE JUIS 3alMCH CBOMX 3aMEUaHHi, TOMOIHEHHH, BoripocoB. [Ipu BeicTyIIIeHUN
HAa CEMHHAape CTYIEHT MOXET T[O0Jb30BaThCs CBOMM KOHCIIEKTOM JUIS LIUTHPOBAHUSA
MEPBOMCTOUHNKA. Bce yuacTHHKH 3aHATHS BHUMATEIBHO CIYIIAIOT BHICTYIUICHHUS TOBapHUIIEH IO
rpynmne, OTMEYAIOT CIOPHBIE WIM OMIMOOYHBIE TIOJOKEHUSI B HHUX, BHOCAT IOMPABKH,
MIPEJCTaBIISIOT CBOM pEIlieHUs] U 000CHOBaHUS 00CYXIaeMBIX MPOOIIEM.

B xon1e cemMunapa, Korja npernojaBaresb 3aHsATUS TOABOJAUT UTOTH, CTYJEHTHI C Y4ETOM
pPEeKOMEHIallMii MpenoiaBaTeNsi U BBICTYIUIEHUN COKYPCHUKOB, JOMOJHSIOT WM HCIPABISIOT
CBOM KOHCIIEKTHI.
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6. YueOHas 1uTepaTypa u pecypcbl HHPOPMAIMOHHO-TeIeKOMMYHUKALIMOHHOM CeTH
"UHTepHeT", yueOHO-MeTOAHYECKOE 00eceueHrne CaMOCTOSITeIbHOM padoThI
o0y4aromuxcs 1Mo JMCHUIIIHHE

6.1. OcHoBHas JIMTEepaTypa

1. Kysnenos 1. H. JlokymeHTalmoHHOE obecrieueHue YIIpaBICHUSA U
Jenonpou3BoicTBo: yueOHuk3n-so KOpaiit; U] FOpaiit 2012

2. Kysuenos N.H. Jlenornpoun3BoAcTBO: yueOHO-cripaBoyHOE mocodue.-460 c. Jlamkos
uK 2014

3. Ulysanosa H. H. OCHOBBI IETIONIPOU3BO/ICTBA. SI3BIK CIYKEOHOTO JOKYMEHTa

y4EOHUK M TPAKTUKYM JIJIs akaJieMUdeckoro Oakanaspuata / moa oour. pea. H. H. llyBanoBoii. -
M.-375c. HOpaiir2016

6.2. [lonoTHUTEILHASI JIUTEPATypa

1. Jlonyxos H. B. ABTOMaTH3UPOBAHHBIE CHUCTEMBI 3JIEKTPOHHOIO
JIoKyMeHTooOopora: yued. mocodbue Bonrorpan: Uzn-so ®I'OY BIIO BAI'C 2011
2. Kysnuenos 1.H. Henonpoun3BoicTBO: yueOHO-cipaBouHoe nocodue JamkoB u K
2014
3. I'punbepr A.C. u ap. JIoKyMeHTaIlMOHHOE obecrieueHHe yIpaBICHUS

[DnexTpoHHbIi pecypc]: yueOnuk.— 392 ¢. M.: KOHUTHU-JJAHA 2012

6.3. YueOHO-MeTOauYeCKOe oDecriedeHrne CAMOCTOSITe/IbHOI padoThl.
1. Poroxun M.IO. CrpaBoYuHUK 10 JEJIONPOU3BOACTBY [DneKTpoHHBII
pecypc]: yueGHO-cIipaBoyHOE ocoOue M.: Octummmadopm 2011

6.4. HopMaTUBHbIE NPABOBbIE JOKYMEHTHI.

1. ®epepanbubiii 3akoH 0T 10.01.2002 No 1-®3 (pen. ot 08.11.2007) "OO6 >1meKTpOHHOM
nugposoit nognucu". B coorBerctBuu ¢ denepanbHbiM 3akoHOM 0T 06.04.2011 Ne 63-@3
JAHHBIM  JOKyMEHT Obl1 MOpHU3HAaH yTpatuBmMM cuiay ¢ | wmona 2012 ropja.
®enepanbHbiM 3ak0HOM OT 10.07.2012 Ne 108-®3 nmata yTpaThl CUJBI NepeHeceHa Ha 1 uroms
2013 rona.

2. ®enepanpHbii 3ak0H OT 22.10.2004 Ne 125-D3 (pen. ot 28.11.2015) "O6 apxuBHOM jemne
B Poccuiickoit @enepanun’.

3. ®enepanpHbiii 3akoH oT 27.07.2006 Ne 149-03 (pexn. ot 13.07.2015) "O6 nndopmanmu,
MH(OPMAILIMOHHBIX TEXHOJOTHSIX U O 3ammte uHbopManuu" (C U3M. U JAOIM., BCTYN. B CHUIY C
10.01.2016).

4. ®enepanbHbiii 3akoH 0T 27.07.2006 Ne 152-D3 (pen. ot 21.07.2014) "O nmepcoHaIbHBIX
JaHHbIX" (C M3M. U 01, BCTyM. B cuity ¢ 01.09.2015).

5. ®enepanbHbiii 3ak0H 0T 27.07.2006 Ne 152-®3 (pen. ot 21.07.2014) "O nmepcoHaIbHBIX
JaHHbIX" (C U3M. U J0IL., BCTyM. B cuity ¢ 01.09.2015).

6. denepanpHbiii 3akoH OT 27.07.2010 Ne 210-®3 (pen. ot 13.07.2015) "O6 opranuzanuu
NPEJOCTABIICHHUS TOCYJaPCTBEHHBIX U MYHHIIMTIAIBHBIX YCIyr" (C U3M. M JOM., BCTYI. B CHIIY C
10.01.2016).

7. @enepanpublii 3akoH OT 06.04.2011 Ne 63-D3 (pex. ot 28.06.2014) "OO6 >meKTpOHHOMI
noanucu" (¢ u3M. u Joi., Beryn. B cuity ¢ 01.07.2015).

8. TlocranoBnenue IlpaBurensctBa P® ot 22.09.2009 Ne 754 (pem. ot 06.04.2013) "O06
yrBepxkaeHnH [TonoxeHus o cucteMe MeKBEOMCTBEHHOTO 3JIEKTPOHHOTO JOKYMEHT0000poTa".
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9. Tlocranosnenue IlpaButensctBa P® ot 06.09.2012 Ne 890 pen. ot 21.07.2014) "O mepax
[0 COBEPIICHCTBOBAHUIO 3JIEKTPOHHOTIO JIOKYMEHTOOOOpOTa B OpraHax TIOCYJapCTBEHHOMN
BiacTu".

10. ITocranoBnenue IlpaBurensctBa P® ot 09.02.2012 Ne 111 "OG 351eKTpOHHON MOIHKCH,
MCIIOJIb3YEMOW OpraHaMy MCIOJHUTEIBHOM BIACTU U OpraHaMH MECTHOI'O CaMOYIIPABJICHUS IIPU
OpraHHU3aIH AIEKTPOHHOTO B3aUMOJACUCTBUS MEXIy cO00#, O MOpSJIKEe ee HUCIIOJIb30BaHUs, a
Takke 00 yCTaHOBJICHHU TpeOOBaHMI K OOECIIEYCHHIO COBMECTUMOCTH CPEICTB 3JIEKTPOHHOM
noanucu" (BMecte ¢ "[IpaBwiiamMu  MCIONB30BaHUS YCHJICHHOW  KBaJU(DHUIIMPOBAHHOU
AJIEKTPOHHOM MOANKCH OpraHaMM HUCIOJHUTEIBHONM BJIaCTM M OpPraHaMHU MECTHOTO
CaMOYIpaBJIEHUS TPU OpPraHM3alMM  JJIEKTPOHHOTO B3aUMOJCHCTBUS Mexay co0oif",
"TpeboBaHMsIMH K OOECHEUEHHIO COBMECTUMOCTH CpPEACTB DSJCKTPOHHON NOIMHCH IPH
OpraHHU3ali JJIEKTPOHHOTO B3aUMOJCHCTBUS OpPraHOB HCIIOJIHUTEIHHOW BJIACTH U OPraHOB
MECTHOTO CaMOYTIPaBIICHUSI MKy cO00it").

11. ITocranoBnenue IIpaButenbctBa PD ot 24.10.2013 Ne 940 "O npunarun KonBeHuuu
Opranmzauun OOveauHeHHbIX Hamuii 00 HMCHOIB30BaHUM INEKTPOHHBIX COOOIIEHUN B
MEXIYHAPOJHBIX JOroBOpax'.

12. TocranoBnenne [IpaBurenscrBa PD ot 15.04.2014 Ne 313 (pem. ot 17.06.2015) "O6
VTBEpKACHUH TOCYIapCTBEHHOH mporpammbl Poccuiickoit @enepannu "HMubopmannoHHoe
obmectBo (2011 - 2020 rossr)".

13. [ocranoBnenue [IpaButensctBa PO ot 25.12.2014 No 1494 "OO6 yrBepxaenuu [IpaBun
oOMeHa JOKYMEHTaMH B OJJIGKTPOHHOM BHJE IpU OpraHu3aluud HHQPOPMAIMOHHOIO
B3auMOJIEUCTBUA".

14. Pacnopspxenue IIpaBurensctBa PO ot 12.02.2011 Ne 176-p "OO yTBep:kAeHHH ILIaHA
MEPONPUITHIA 110 Tepexoay (eaepanbHbIX OPraHOB UCIIOJHUTEIHHON BIacTU Ha 0e30yMaskHbII
JIOKYMEHTOOOOpOT IIPH OpraHU3alluy BHYTPEHHEHN JesSTEIbHOCTH .

15. Pacnopspkenue [IpaButensctBa PO ot 02.04.2015 Ne 583-p "O6 yrBepxknenuu [lepeuns
BUJIOB JIOKYMEHTOB, IpenycMoTpeHHoro [IpaBunamu oOMeHa JOKyMEHTaMH B AJIEKTPOHHOM
BUJE€ TMpU OpraHM3alMd HMH()OPMAIMOHHOTO B3aWMOJIEHCTBHSA, YTB. IOCTaHOBJICHHUEM
[TpaButensctBa PO ot 25.12.2014 Ne 1494".

16. Ilpuka3 MunkyneTypsl Poccum ot 25.08.2010 Ne 558 (¢ m3m. ot 04.02.2015) "O6
yrBepxkaAeHUH "[lepeuHs TUMOBBIX YNPaBIEHYECKUX apXUBHBIX JOKYMEHTOB, OOPa3yOIIUXCS B
IIPOLIECCE JIEATENBHOCTH TOCYIApPCTBEHHBIX OPraHOB, OpPraHOB MECTHOTO CAaMOYINPABICHUS U
OpraHM3aiuii, ¢ yka3zaHueM CpoKoB XpaHeHus" (3apeructpupoBaHo B MuHiocte Poccun
08.09.2010 Ne 18380).

17. Ilpuka3 Munkomcsizu P® or 02.09.2011 Ne 221. "O6 yrBepxknenun TpeOoBaHUM K
UHPOPMALIMOHHBIM CHUCTEMaM 3JIEKTPOHHOTO JIOKYMEHTO0O0OpoTa (QelepaabHbIX OpraHoB
WCIIOJIHUTENIbHOM  BJIACTH, YYWUTBHIBAIOIIMX B TOM 4YHCIE€ HEOOXOAUMOCTh 00pabOTKU
MOCPEJICTBOM JAaHHBIX CHUCTEM CIIY)KEOHOM HH(pOpPMAlUU OTPaHUYEHHOTO PaclpoCTpaHeHUs"
(3apeructpupoBano B Muntocte PO 15.11.2011 Ne 22304).

18. Ilpuka3 Poccrannmapra ot 08.11.2013 Ne 1465-ct "OO6 yTBEepkKIEeHHM HAllMOHAJIHLHOTO
cranmapra'.

19. Mpukaz ®CTIK Poccuu ot 11.02.2013 Ne 17 "OO6 yrBepkaeHun TpeGoBaHwmii 0 3amuTe
nH(OpMaIK, HE COCTaBIIAIOIICH TOCYAapCTBEHHYIO TallHYy, COIEPIKAIICICS B TOCYAapCTBEHHBIX
uHpopMannoHHbIX cuctemax" (3apeructpupoano B Muntocte Poccun 31.05.2013 Ne 28608).

20. IMpuka3z MwunkomcBsizn Poccum No 186, ®CO Poccum Ne 258 ot 27.05.2015. "OO6
YTBEPKACHUU TpeboBanmii K OpraHU3allMIOHHO-TEXHUYECKOMY B3aMMOJEHCTBUIO
rOCy/IapCTBEHHBIX OpPraHOB U TOCYAApCTBEHHBIX OpraHu3aliil MocpencTBOM oOMeHa
JIOKyMEHTaMHu B JIEKTpOHHOM BHJe" (3apeructpupoBaHo B Munrocte Poccum 22.09.2015 Ne
38956).

21. Crparerus pa3BuTus HH(popMaimoHHoro ooOmiectBa B Poccuiickoit ®@enepaunu (yTB.
[TpesuaerTom PD 07.02.2008 Ne I1p-212).
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22. Tlocranosnenue I'maBel Anmunuctpaunu Bonrorpanckoit 061. ot 20.06.2003 Ne 463 (c
u3M. ot 11.05.2007) "O6 yrBepxkaeHnn MHCTpYKIIMK TIO JETONPOU3BOJACTBY B A IMUHUCTPAITAN
Bonrorpaackoii obnactu"
u3 nHpopMannoHHoro Oanka "Bonrorpaackas o6macte" JIoOKyMeHT yTpaTwi cuiy ¢ 1 ampens
2011 roga B cBsI3M ¢ U3IaHUEM TocTaHOBIIeHUs [ TaBbl A MuHUCTpanuu Bonrorpaackoit 0671. oT
29.03.2011 Ne 276.

23. TlocranoBnenue ['maBel AamunHucTpanuu Bonrorpaackoit oomactu ot 30 mapra 2009 .
Ne 306 "O BBOJE B JKCIUTyaTalMI0 €IWHOW aBTOMATHU3UPOBAHHOW CHUCTEMBI 3JIEKTPOHHOTO
JOKYMEHTOO0O0pOTa B OpraHax MCIOIHUTENbHOM BiIacTu Bonrorpanckoit obmactu".

24. Tlocranosnenue ['maBbl AnqmuHuctpanuu Bonrorpaackoit obmactu ot 31 mrons 2009 .
Ne 885 "O BHeapeHUU SIICKTPOHHOW IUGPOBON TOMMUCH B EAWHYIO aBTOMATH3UPOBAHHYIO
CUCTEMY 3JIEKTPOHHOTO JIOKYMEHTOOOOpOTa OPraHOB HCIIOJHUTENBHON BiIacTu Bonrorpanackoit
obnactu". (B pen. nocranosienus ['yoepuaropa Bonrorpanackoit o6 ot 16.04.2013 Ne 347).

25. Tlocranosnenue ['maBel AamuHucTpanuu Bonrorpaackoit obmactu ot 22 centsiops 2009
r. Ne 1108 "OO wucronb30BaHUH AIIEKTPOHHON HU(POBON MOANKMCH B CHEIHATU3UPOBAHHBIX
nH(pOpMalMOHHBIX cucTeMax Bomirorpaackoii obmactu".

26. TlocranoBnenue IlpaButenbctBa Bonrorpaackoi 061. ot 26.02.2013 Ne 78-m (pex. ot
24.03.2014) "OO6 yrBepxkneHun IlomokeHus O  MEXBEIOMCTBEHHOM  JIIEKTPOHHOM
(6e30yMakHOM) JTOKYMEHTOOOOpPOTE€ B OpraHax HCIOJIHUTEIBHOW BiacTu Bosrorpaackoit
obnactu".

27. Tlocranosnenue IlpaButenscTBa Bonrorpanckoit o6im. ot 23.04.2013 Ne 189-
"O6 yrtBepxkaenuu [IpaBuin [eIONpoOU3BOACTBA B OpraHax HCIOJIHUTEIBHOW BIIACTH
Bounrorpaackoii oomactu'.

28. Tlocranonenue ['yoepuaropa Bonrorpazackoii obmactu ot 17 anpenst 2015 r. Ne 334 "O6

aBTOMAaTU3UPOBAHHON cucreMe 00paboTKH KOH(UIEHIMAIBHOM uHpopMauu
Bonarorpasnckoii o6mactu".
29. Tlocranosnenue ['yoepuatopa Bonrorpaackoii ooir. ot 12.10.2015 Ne 914 "O6

YYaCTHHUKE MEXKBEJJOMCTBEHHOI'O 3JIEKTPOHHOTO JIOKyMeHTooO0opoTa".

30. Pacnopsbkenne Komwurera wWHOOPMAIIMOHHBIX TEXHOJIOTHH U TEIEKOMMYHHKAIIHNA
Anmunuctpanuu Bonrorpanckoit 0671. ot 01.06.2009 Ne 03-0/1 "O6 yrBepxkaenun UHCTpyKInn
MOJIb30BATENsl IO 3allluTe HMHQOpPMAIMM B aBTOMAaTU3UPOBAHHOM CHUCTEME JIIEKTPOHHOIO
JIOKYMEHTOO0OpOTa B OpraHax HCIOJHUTENbHONH BiacTH Bonrorpaackoit obmactu u ¢dopm
JIOKYMEHTOB, HCIIOJIb3yEMbIX IpHU paboTe€ C aBTOMATHU3MPOBAHHON CHUCTEMOW 3JIEKTPOHHOIO
JIOKYMEHTO00O0pOTa B OpraHax MCIOJHUTENbHOM BiacTu Bonrorpaackoit obnactu”.

31. Ipuxa3z Komutera mo ynpaBieHUIo apxuBaMu AJIMHHUCTpau Bonrorpaackoit 061. ot
30.08.2010 Ne 121 "OO6 yrBepkaeHUH MeTOAMYECKUX PEKOMEHIAIM Mo pa3padoTke
MHCTPYKLMH IO JEJONPOU3BOJACTBY B OpraHax MHCIIOJIHUTENbHON BiacTu Bomarorpazackoii
oOmactu".

32. Ipuka3z komuTera WHOOPMAIMOHHBIX TeXHOJOTHI Bonrorpanckoit obmactu ot 28
anpens 2015 1. Ne 57-o/m " OO yTBepXKAEHUU periaMeHTa MOJAKIIIOUEHUS K
«ABTOMaTU3MPOBAHHON cHCTeMe 00paboTKM KOHUAEeHIIMaTsHON nHpopMmaluu Bonrorpanackoi
obmactu".

6.5. UnTepHeT-pecypchbl

1. www.management.com.ua - THTepHeT mopTaj /sl yIpaBICHIIEB.

2. www.megabook.ru/business - 3koOHOMHYECKHIi CITOBAPB.

3. www.glossary.ru - ciyx0a TeMaTH4eCKHX TOJKOBBIX CIOBapei.

4. www.bpm-online.ru - Bce 00 ymnpaBieHuH OH3HEC MPOIIECCAMH, CTpATETHEH,
(rHAHCAMU, IEPCOHAIOM, MAPKETHHTOM.

5. ek-lit.agava.ru/books.htm - BubnnoTeka >KOHOMHYECKOW M JEIOBOM JHMTEPATYpPHI.
YuranbHs.
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6. eup.kulichki.net/Catalog/All-All.htm - bubnmoreka YKOHOMUYECKOM u
yIOpaBlIeHUYECKOW JuTepaTyphl. becratHas snekTpoHHas OuOnmoreka (MoHorpadwuw,
JCCepTallii,  KHUTH, CTaTbW, HOBOCTM W aHAJIWTHKA, KOHCIEKTHI JIEKUUH, pedeparsl,
y4eOHHKH ).

7. econom.nsc.ru/jep - BupryanbHas S5kKoHOMHYECKasi OMOIHOTEKA.

8. www.garant.ru — I'apanr.

9. www.vopreco.ru - Xypnan «Bonpocsl 5KOHOMUKH.

10. www.expert.ru- XXypaan «9kcrept».

11. www.akdi.ru- Marepuer-cepeep «AK/IM DkoHOMHEKA U KU3HBY.

12. www.consultant.ru - Koucynsrant-ITnoc.

13.dic.academic.ru/searchall.php - CioBapu u sHIMKIIONIEANH.

14.glossary.ru - Cayx0a TeMaTHYECKUX TOJKOBBIX CIIOBapEii.

15. www.zipsites.ru - bubanoTexa SKOHOMHUYECKOH U yIIPaBICHUECKOM JIUTEPATYPHI.

16. www.sf-online.ru — [lemoBoii skypHain «Cekper GUpMBbI».

6.6. UHBIC HCTOYHUKH

Hnvle ucmounuxu ne UCnovb3yromcs
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7. MaTtepuaibHO-TeXHN4YeCKasA 0a3a, HH(POpMALMOHHBbIE TEXHOJOTHH, IPOTPAMMHOE
o0ecrieyenue 1 UHGOPMALMOHHbIE CIIPABOYHbIE CHCTEMbI

MarepuanbHO-TEXHHUECKOE 00ecrieueHHe AUCHUILINHBI BKIIOYAET B CeO0sl:

- JIEKIIMOHHBIC ayJUTOPUH, 00OPYAOBAaHHBIE BUACONPOCKIIMOHHBIM 000PYIOBaHUEM JUIS
IPE3eHTalMH, CpeICTBAMH 3ByKOBOCIIPOM3BEICHHUS, IKPAHOM;

- TIOMEILEHHS ISl TPOBEICHUSI CEMHUHAPCKHUX U MPAKTUYECKUX 3aHATUH, 000PYIOBaHHBIE
y4eOHOI MeOeIbIo.

JlucuuiuiiHa —TMOAJEpXKaHa COOTBETCTBYIOUIMMH JIMIEH3MOHHBIMH  MPOTPaMMHBIMU
npoaykramu: Microsoft Windows 7 Prof, Microsoft Office 2010, Kaspersky 8.2, CIIC I'apanrT,
CIIC KoHcynbTaHT.

IIporpammMHBIe cpencTBa oOecrieueHHs yueOHOTo Mpolecca BKIOYAKOT:

- IporpaMmBbl Tipe3eHTaonnoi rpaguku (MS PowerPoint — 11t moAroTOBKYM ClAiI0B U
Ipe3eHTalHi);

- tekcroBbie penakropel (MS WORD), MS ECXEL — aist Tabnui, quarpamm.

By3 ob6ecrieunBaeT kaxaoro ooydarouerocst paboyuM MeCTOM B KOMIIBIOTEPHOM KJlacce
B COOTBETCTBHH C 00HEMOM M3Y4aeMBbIX ITUCIUILINH, 00ECIIEYMBAET BBIXO/] B C€Th MIHTEpHET.

[TomemieHuss A CaMOCTOSTENBHOW pPAabOThl OOYYAIOMIMXCS BKJIHOYAIOT CIIEAYIOILYIO
OCHAIIIEHHOCTh:  CTOJIBI ~ AyJUTOPHBIC, CTYJbs, [JOCKH ayJUTOPHBIC, KOMIIBIOTEPHI C
HOJKJIFOYEHUEM K JIOKAJIbHOM CETH MHCTUTYTA (BKJIIOYasl IPaBOBbIE cUcTeMbl) U VIHTEepHeT.

Jdnsi  w3ydeHuss y4eOHOW  TUCHMIUIMHBI — HMCIIOJNB3YIOTCS  aBTOMATH3HMpPOBAHHAsS
O6ubnuoreyHas WHPOPMALMOHHAS CHUCTEMAa U JJIEKTPOHHBbIE OUOIMOTEYHBIE CHCTEMBI:
«YuuBepcuterckas ~ Oubmmoreka ~ ONLINE»,  «DOnekrpoHHO-OMONHMOTEYHast  cucTema
uznarensctea  JIAHb», «OnexkTtpoHHO-OnbimoreuyHas cucreMa usgarenbcrBa  «HOpalTy,
«OnekTpoHHo-OnbaMoTeunass cuctema I[PRbooks», «Hayunas snextpoHHas OuOnmoTeka
eLIBRARY» u np.

ObecnieunBaeTcsi BO3MOKHOCTb OECPENATCTBEHHOTO JOCTyNa 00yJaromuXcs MHBAINI0B
B ayAMTOpUH, TyaJeTHble U Jpyrue IOMEIIEHHUs, a TaKKe MX INpeObIBaHHA B YKa3aHHBIX
MOMEMICHUX (HAIWYHE MaHAyCOB, MOPYYHEH, PaCIIMPEHHBIX JBEPHBIX MPOEMOB, JTH(TOB, TTpU
OTCYTCTBUM JH(TOB ayAUTOpPHUS pacloyiaraeTcsi Ha MEepBOM HTa)ke, HAJIMYME CIEeLUAIbHBIX
Kpecell U APYTuX NPpUCIOCOOIEHUI).

VY4eOHble ayAUTOPUH /ISl BCEX BUI0B KOHTAKTHOM U CaMOCTOSTENILHOW paboThl, HayyHast
O0uOIMoTEeKa W MHBbIE NOMEUICHUs NIl O0y4YeHHs] OCHAIIEHbI ClelHaIbHbIM 000pY/JI0BaHUEM U
y4eOHbBIMM MECTaMHU C TEXHMYECKHMMM CpPeJCTBaMU OOy4deHHs i1 oOydaromuxcs ¢
OTPaHUYEHHBIMH BO3MO)KHOCTSIMU 37I0POBbSI M OOYYAIOUINXCS MHBAJHIOB C Pa3HBIMH BUIAMHU
OTpaHUYEHUH 3710POBBS:

- C HAPYUICHUSMH 3PCHUS:

[Mpunrep Bpaiins braille embosser everest-dv4

DIIEKTPOHHBIN pyyHOH BuaeoyBeneuntesb CAHD /]

- C HApYUICHUSMU CITyXa:

cpencTsa OecripoBogHOM nepenaun 3Byka (FM-cuctemsr);

aKyCTUYECKUN YCHIIUTENb U KOJIOHKH;

tudaodenimieepsl, paaruoKIaCCH.

- C HApYLIEHUSMHU OIIOPHO-ABUTaTEILHOIO anrapara:

MepeBIDKHBIC, PETYJIHpPYEeMble SPrOHOMHYECKHE IapThl C WUCTOYHWUKOM TTHTAHUS IS
UH/IMBUYaJIbHBIX TEXHUYECKUX CPECTB;

KOMITBIOTEpPHAs TEXHUKA CO CIIEIIUAIBHBIM IPOTPAMMHBIM 00eCTIeUeHHEM;

aJIbTepHATUBHbBIE YCTPOUCTBA BBOAA HH(POPMAIINH;

IPYTUX TEXHUYECKHUX CPENCTB NMpHeMa-Tiepeaadn y4eOHOH WH(POPMAIUU B TOCTYITHBIX
(dopmax s CTyJI€HTOB C HapyIIEHUSIMH OTIOPHO-/IBUTaTEIbHOTO armapara.

Joctyn k nHpOpManMoOHHBIM U OuOIMOrpaduieckuM pecypcam B cetd MHTepHeT st
KaX/10ro 00y4aroIerocsi MHBaIMJIA WIM O0YYarolerocs ¢ OrPaHUYCHHBIMH BO3MOKHOCTSMHU
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3JI0pOBbsI 0OECIICUEH MPEJOCTaBICHUEM €My HE MEHEE 4eM OJIHOTO Y4eOHOIro, METOANYECKOTro
MEYaTHOTO W/WIM DJIEKTPOHHOTO M3JaHMUS IO aJanTalMOHHOM JUCHMILTUHE (BKIIOYas
AIIEKTPOHHBIE 0a3bl MEPHOANYECKUX U3aHui), B (hopMax, alanTHPOBAHHBIX K OTPaHUYEHUSIM HX
3JI0POBBS U BOCTIPUSATHUS HHPOPMAIUH:

Jliig 00y4aroImuxcs ¢ HapyLIEHUSIMU 3PEHUS:

. B II€4aTHOH (opMe yBETUUECHHBIM MIPH(TOM;
. B (hopMe IIEKTPOHHOTO JJOKYMEHTA;

. B (hopme aynuodaiina;

. B nieyaTHOH Gopme mpudTom bpaiins.

Jnst oOygaromuxcs ¢ HapyIeHUsIMHU CIyXa:

. B IIEYaTHOH opme;

. B ()OpMe ITEKTPOHHOTO JOKYMEHTA;

. B opme aynuodaiina.

JInst oOy4aronuxcs ¢ HapyIeHUSIMHU OTIOPHO-ABUTAaTEILHOTO arapara:
. B TIEYaTHOH (opme;

. B ()OpME IIIEKTPOHHOTO JOKYMEHTA;

. B opme aynuodaiina.

Copep:xaHue aJanTallMOHHON AMCHUUIUIMHBI pa3MElIeHO Ha caidTe UHGOPMalUOHHO-
KOMMYyHHKAIMOHHOU cetn MaTepHeT: Cebutka: http://vigr.ranepa.ru/sveden/education/ ...

HNudopmanvonnsie cpeacTBa oOyyeHus, aJanTHPOBAaHHbIE K OTPaHUYEHUSM 3I0OPOBBS
00yJaronuxcsi:

ANEKTPOHHBIE YYEOHHKH, ydeOHble (HIIBMBI MO TEMaTHKE AUCIMILTUHBI, MPE3CHTALUH,
WHTEPAKTHBHBIC YYeOHBIC W HAIJBIIHBIC TIOCOOWS, TEXHUYECKHE CpPEICTBA NPEIbSIBICHHUS
uH(popMalnu (MyTbTUMEIUNHBIA KOMIUIEKC) U KOHTPOJIS 3HAHUN (TECTOBBIE CUCTEMBI).

OBC «Aibyke», MuadopmannonHo-npaBoBbie 06a3pl maHHBIX («Koncynsrant Ilmocy,
«["apanT»).

MynpTUMEANNHBIA KOMIUIEKC B JICKIUHOHHOW ayJIUTOPUU.
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