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1. Jlexkuuu 4 4 Hac
2. IlpakTnueckue 3aHATHS He npedycMOmpeno
3. JlabopaTtopHbie paboTHI 8 | 8 | uac
4. Kypcosoii npoekt/pabota (KPC) (aynutopHas) He npedycMOmpeno
5. Bcero ayniuTopHbIX 3aHsATHH (cymma 1, 3) 12 | 12 | Jac
6. W3 HUX B MHTEpaKTUBHOH (popme He npedycMOmpeno
7. CamoctosarenbHas pabota crynentoB (CPC) 128 | 128 | Hwac
8. Beero (06e3 sx3amena) (cymma 5, 7) 140 | 140 | wac

9. CamocTosTenbHas paboTa Ha MOATOTOBKY, Cavy 3a4era 4 4

10. O6mas Tpynoemkocthb (cymma 8, 9) 144 | vac
(B 3aueTHBIX enuHUIAX) | 4 4 3ET

3ayer — 1 (mepBblii) cemecTp
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JIucT cornmacoBaHuM

Pabouas nporpamma st ucuuiuinHbl «OcHOBBI AeaonpousBoacTea» (b1.b.13) cocrasnena ¢ yde-
ToM TpeboBannii denepanbHOro I'ocymapcTBEHHOTO 00pa30BaTEIBHOTO CTaHAAPTA BBICIIETO 00pa3oBa-
st (PI'OC BO) mo nampasnenuto moarotoBku Oakanaspa 38.03.04 «['ocymapcTBeHHOE M MYHHUIIUIIATb-
HOE YIpaBJICHUE», YTBEPKACHHOTO MprKa3oM MuHucTepcTBa 0OpasoBanus u Hayku PD 10 nexadps 2014

r. No 1567, paccMOTpeHa 1 YTBEpIXK/ICHA Ha 3aceJaHuu Kadeaphl «___ » 2017 1., mpotokon Ne
Pazpa6orunku:
Hupexkrop 6ubnuoreku TYCYPa AOlpapaxmanoBa M.B.
Jouent xadenpsr AOU,
KaHJl. TEXH. HAyK Jlenuxuna 3.11.

Pabouas nmporpamMma coriacoBana ¢ (pakynbTeTOM, MPOPUINPYIOIIEH 1 BEITyCKatomei kadenapaMu
HaIpaBJICHUS ITOATOTOBKH (CTIEUATEHOCTH).

Hexan 3uB® Ocwumnos U.B.

3aB. npodunupyroriei

BBINyCKaromIel kadeapoit Exmnaxos FO.I1.
MeTtomuct kadpeapsr AOU Konosanosa H.B.
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1. HEJIA U 3AJJAYHU JUCHUTIJIMHBI

Heablo IUCIUIUIMHBL — O3HAKOMJIEHHE CTYIIEHTOB C CUCTEMOW JTOKYMEHTAIMOHHOI'O 00ecCIeyeHus NesTelb-
HocTH B PO, 0cOOEHHOCTAMHU TOKYMEHTUPOBAHUS YIIPABICHYECKOH U KaIpOBOU IEATETHHOCTH.
3apauM JUCLUILINHGL
- O3HAaKOMJIEHHE C OCHOBHBIMM BHJAMH JOKYMEHTOB, COIPOBOXIAIOUINX PA3IWYHBIC HAIIPABIICHUS N€s-
TETBHOCTH B OPTaHU3ALNH, IPABIIIaMH X 0(OPMIICHHS, H3TOTOBIICHHUS, ydeTa U XPAaHEHHUS;
— M3yY€HHE 3TAIoB U IPOLEAYp TOKYMEHTOOO0pOTa B OpraHU3ally, B TOM YHCIIE C UCHOIb30BaHUEM HO-
BeHIINX NH(MOPMAIIMOHHBIX TEXHOJIOTHIH;
— (opMHupoBaHHE YMEHUI M HABBIKOB Pa3pabOTKH KOHKPETHHIX BUAOB OPraHU3alMOHHBIX, PACHOPSIU-
TEJIbHBIX U JIOTOBOPHBIX IOKYMEHTOB, YyUacTHs B BEIEHUH JIEIIONPOU3BO/ICTBA.

2. MECTO JUCIIMIIJIMHBI B CTPYKTYPE OIIOII

Juctummaa «OcHoBs nenonpou3Boactsa» (b1.b5.13) Bxoaut B 6a3zoByro gacts ctpykrypsl OIIOIL. Ona sB-
JISieTCS OCHOBOM JIIST M3YYEHUS CIICAYIOIIUX TUCIUIUINH: «basel naHHBIX», «HQOpMalMOHHbBIE TEXHOJOTHH B
ynpaeieHun», «KoproparuBHble HHGOPMAIMOHHBIE CUCTEMbI», «[IpUHATHE U MUCTIOTHEHHE TOCYJapCTBEHHBIX pe-
meHuit», «Teopus opranuzanum».

3. TPEBOBAHMUSA K PE3YJIBTATAM OCBOEHUA JUCHUIIJIMHBI

[Ipornecc n3ydeHns TUCIMIUTMHEI HanpapiieH Ha GopmupoBanne kommerenuun OINK-4 — ciocoGHOCTE ocyTiie-
CTBIIATH J€TIOBOE OOINCHHUE U ITyOJIMYHBIE BHICTYIUIEHHS, BECTH IEPETOBOPEI, COBEIIAHMS, OCYIIECTBIATE AEIOBYIO
TIEPEITICKY U ITOIEPKUBATH IICKTPOHHBIE KOMMYHHUKAIIHH.

[To oxoH4YaHNH W3yYeHUS AUCHHUIUTUHBI «OCHOBBI JETIOMPOU3BOJCTBA» CTYAEHT I0JKEH:

— 3namp cnenuduky GHopM IeT0BOro o0IIeH s (ISIOBBIX COBEIaHUH, Oecell, IEperoBOpOB, MUCKYCCHIA, TIPE3eH-
TalUi, «KPYTJIBIX CTOJIOB», Mpecc-KOH(EpEeHIHI»), KOHCYTETHPOBAHHS, TIPABUIA H (JOPMBI JIETIOBOM MEPETTHCKH, CTHIIH
Pa3IMYHBIX BUIOB JICJIOBBIX IIMCEM Ha OaHkax ogrca; oprcHble nHpopMarronHble TexHonoruu: MS Office;

— yMemp B3aUMOJCHCTBOBAThH C KOJUIETaMH 10 BOIPOCAM JENOMPOU3BOCTBA, COOIIOAATh STHYECKHE HOPMBI
MOBEJICHUSI B MPOGECCHOHANBHON cpejie; apryMEHTUPOBAHO MPENCTaBIATh YCTHYIO M MHUCbMEHHYIO pPedb, BECTH
JIENTOBYIO TIEPENHCKY, MOAAEPKUBATH SJEKTPOHHBIE KOMMYHUKAIIUK, OCYIIECTBIATH TeldeoHHOEe 00CTyKUBaHUE,
NPUHAMATE 1 TIepefaBaTh (aKchl;

— 6]1ademb HABBIKAMH apTyYMEHTHPOBAHHOTO MUCHMEHHOTO W3JI0KEHUs, HaBbIKAMU MyONMYHON pedd, apry-
MEHTaIH; PabOTHI C JOKYMEHTaMu; 0(hOpMIIEHHS KOHKPETHBIX BHIOB JOKYMEHTOB, ucnoib3oBanus KMC npu ocy-
LIECTBJICHUH JOKYMEHTALMOHHOTO 00ecneueH s, TOAAeP >KUBaHM AIEKTPOHHBIX KOMMYHHUKAIIUH.

4. OFBEM JUCHUILJINHBI 1 BUJbI YYEEHOM PABOTHI

Buj yueGHO# paboThI Bceero yaco | Cemectp 1

AyauTopHbIe 3aHATHS (BCEro), B TOM YHce: 12 12
Jlexun (JI) 4 4
Jlaboparopusie padotsr (JIP) 8 8
Camocrositensnast pabora (CPC, Becero), B Tom uuce: 128 128
W3zyueHne Teoper. TeM, BBIHECEHHBIX JJIsl CaMOCTOSTENIbHON MPOpaboTKH 32 32
[TpopaboTKa JIEKIIMOHHOTO MaTeprana 22 22
[loaroroBka pedeparoB 30 30
Brimonnenne nHauBHyanbHBIX 3ananuil (U3) 24 24
[MoaroroBka k 1abopaTOpHEIM paboTaMm 20 20
By npomexyTodHO# arTecTanuy (3a4eT) 4
OO0mas Tpy10eMKOCTh, 4 144 144

3auetHsle Enunnns! TpynoemMkocTi 4 4

5. COAEP)KAHUE JUCHHUIIJIMHbI
5.1. Pa3aeas! AMCHMILINH U BUALI 3aHATHI

HanmeHnoBaHue paszziena AUCIUILIMHBI JI | JIP |CPC| Bcero, u (6e33x3.) | OIIK
1. Jlenonpou3BOJICTBO U €ro 3HaUY€HHE B YIPABICHUN 2 |26 28
2. JIokyMeHTHpOBaHUE YIIPaBIEHUYECKOM A TETbHOCTH 2 12|28 32
3. JIokyMEeHTOO0OpOT B OpraHU3aIUN 2 12126 30 OIIK-4
4. UndopmalimoHHble TEXHOJIOTHU o0ecneueH s JeJ0NPON3BOICTBA 1122 23
5. OcobeHHOCTH PadOTHI C KaJPOBBIMH JOKYMEHTaMHU -] 1126 27
Hroro 4| 8128 140
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5.2. Conep:xaHue TeOpeTHYECKUX pa3iesioB AucuuILIuabl (Jieknuu u CPC)

HanmenoBanue
pazzenoB

Cogep:xaHue pa3qeiioB

Tpynoem-
KOCTb, 9

OIIK

1. demompo-
W3BOJICTBO U
€ro 3HauYeHHe
B yIIPaBJICHUU

Posib 1 MecTO AOKyMEHTaLMOHHOIrO oOecredeHus nesTeabHocTu. COOTHO-
LIeHUe MOHATUH MH(OpMalKsi U AOKYMEHT, AEJIONPOU3BOJCTBO, JOKYMEHTAIIU-
OHHOE obecrnieyeHue ynpapieHus. CriocoObl TOKYMEHTUPOBaHUS. JJOKyMEHT Kak
MpeIMeT U pe3yabTaT Tpyda B yIpaBieHuYecKol nesrenbHocTd. CBOMCTBA U MPH-
3HaK{ IOKYMEHTA: OPUTHHAIBHOCTb, MOJJTMHHOCTh, KOMMHHOCTh. O01Ime GyHK-
UM JAOKYMEHTOB: MH(OPMAIMOHHAsA, colMalbHas, KOMMyHUKaTHBHas. Crenu-
ampHBIe (DYHKIIMM JOKYMEHTOB: YIIPaBJIEHUYECKas, IPaBOBas, HCTOPHUYECKAs.
Krnaccuguxanus yrpaBieHISCKHX JOKYMEHTOB.

Henonpomssoncteo B JpeBHepycckoM rocynapetse. [IprukazHoe nenonpon3Boa-
ctBO. CHcTeMa KOJUIEXKCKOIro Jenonpou3BozcTBa. CucTteMa MHHHCTEPCKOTO JEJ0-
npon3BozacTBa XIX — Hayana XX BB. McTopus yrpapieHus U JeJIONPOM3BOJCTBA B
1917-1941 rr. Uctopust ynpasieHwus 1 fenonpomn3Boactsa B 1945— 1990 r.

[IpaBoBbIe akThl B chepe HHPOPMAMH U JOKyMEHTauuu: ['paskaaHCKUi KO-
nexkc PO, Tpymosoit kogekc P®D, 3aKoHBI, perJaMeHTHUPYIOUINE SI3BIK CITyKeO-
HBIX JJOKYMEHTOB, HOPMaTHBHbIE IIPAaBOBbIE aKThl, ONpPENEIIAIOINE OPAIOK JAe-
JIONIPOM3BOJCTBA B OpraHaxX HCIOJHUTENBHOM BiacTU. JIOKyMEHTHI, perjaMeH-
TUPYIOIIKE TOPAIOK paboThl ¢ MH(pOPMALUE OrPaHUYEHHOTO HCIOIB30BAHUS:
roCyJapCTBeHHass U KOMMep4YecKasi TaiiHa, cBeIeHUS! KOH(UAEHIIMAIbHOTO Xa-
paktepa. HopmaTtuBHBIE TIpaBOBBIE aKThI 11 pabOThl ¢ ONPENEIEHHON KaTero-
puell JOKyMEHTOB: OyXrajaTepcKhe W KaIpoBble JOKYMEHTBHI, JOKYMEHTHI II0
ydeTy TpyZAa U oruiaTe Tpyna. JJoOKyMeHThI, OIpeAeNsole HOpMbl BpEMEHU Ha
paboTHI 1O JOKYMEHTHPOBAHUIO.

YHuUKamus U CTaHIapTH3AIMS TOKYMEHTOB: YHH(DHUITNPOBAHHBIE CHCTEMBI
JIOKYMEHTallUY, YHU(PUIUpOBaHHBIE OJaHKH JOKYMEHTOB, CTaHJapTH3alus, Ha-
LUOHaNbHbIe cTaHAapTel P®. OOmepoccuiickoil kiaccupukaTop ynpaBieHYe-
ckoit mokymenrtanuu (OKY [I). Obmepoccuiickuil Ki1accupuKaTop npeArnpusTuit
u opranuzanuii (OKTIO).

enwu, 3amaun, GyHKIUM C1yx)Obl JOKYMEHTAITMOHHOTO oOecnieueHus. [IpaBa
U OTBETCTBEHHOCTb PAaOOTHHUKOB CIIy>KObI. B3aMOOTHOLIEHUS CITyKObI C Ipyru-
MU nojpasfeneHussMu. HopMbl BpeMeHH Ha [1e0NPOU3BOACTBEHHbIE OIEpalHu.
JlomxHOCTHBIE 00513aHHOCTH PYKOBOAMTENS U CIELIUATIHUCTOB CIIy>KOBI JOKYMEH-
TaIlMOHHOTO obecrieueHus (opuc — MEHeIKep, CeKpeTaph — pedepeHT pyKoBo-
JIUTETISl OpTaHHW3aIlUH, 3aBEIYIONINI apXUBOM, 3aBEAYIONIUNA KaHIIENIpUeH, pa-
OOTHMK apXuBa, J1EJIONPON3BOANUTEND, CEKPETAph — MALLIMHUCTKA U J1p.) OpraHu-
3anus pabouyux MecT. MeponpusaTHa 10 00eCTIeYeHUI0 SPrOHOMHYECKUX YCIIO-
BU Tpyzaa. Panuonanusauus padodnx MecT pabOTHHKOB CIIyXObl JTOKyMeHTa-
LIMOHHOro oOecnedeHus. Opranu3anys MOATOTOBKH M IEPENoAroTOBKU ClelHa-
JIUCTOB B 00J1aCTH PabOTHI C JOKYMEHTaMH.

CPC

OIIK-4

2. lokymeH-
THpPOBaHHE
yIpaBJieHYe-
CKOH niesi-
TEJILHOCTH

OdopmiieHne ypaBIeHIeCKHX JOKYMEHTOB. biank mokymeHTa: BUABI OaH-
KOB, TIpaBiiia 0)OpMIICHUS, U3TOTOBJICHHS, yIeTa, HCIOIb30BAHUS U XPaHCHHS
O6mankoB opraHmzanuu. dopMmyssp JOKyMeHTa, COBpeMEHHbIE TpeOOBaHUS K
dbopMyIsIpy yIpaBleHYECKOTO MOKYMEHTa, THIOBOH (GopMmysip, (opmyssp-
obpazen, Tabenb (HOpM JOKYMEHTOB, adb00M (OpM YHHU(HUIMPOBAHHBIX TOKY-
MEHTOB. PEeKBU3UTHI JOKYMEHTa: TIOCTOSHHASL M TIEpEeMEHHAasl YaCTH PEKBU3UTOB,
MOPSIIOK COCTABJICHHS M HAHECCHUS PEKBU3UTOB IIPU COCTABICHUH JOKYMEHTA M
paboTe ¢ HUM. YTIIOBOE M MPOJOIBEHOE PACIIONIOKECHIE PEKBU3UTOB JOKYMEHTA.
I'OCT P 6.30-2003. CocTtaB peKBU3UTOB JOKYMEHTOB, TPEOOBaHMUS K 0hOPMIICHUIO
pexBu3uToB. [lopsaok odopmieHHs: TOKYMEHTOB: HyMepalys CTpaHull, odopmiie-
HUe TadmuI, apyrue 31eMenTs! okymenToB. 'OCT 1.5-2001.

OcoOEeHHOCTH COCTaBJICHUSI OCHOBHBIX BHIOB YIPAaBIEHUECKHX JOKYMEHTOB.
OpraHu3aloHHbIE TOKYMEHTHI (MIOHSTHE, 00IIue TpeOOBaHUS K COCTaBJICHHIO,
0(OPMIICHHUIO U COJEPIKaHUIO YCTaBa, MOJOKEHUS 00 OpraHU3alnH, TOT0KEHHS
0 CTPYKTYPHOM HOApa3eleHNH, HHCTPYKINH, TIOPSIOK COCTABICHHS U 0(OPM-
JICHUsI INTAaTHOTO pacmucaHus). PacropsimutensHble JTOKYMEHTHI (TIporeaypa
W3JaHMS PacloOpsSIUTENBHBIX JOKYMEHTOB, B TOM YHCIE B YCIOBHSX KOJUIETH-

OIIK-4
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JIBHOCTH; 00lIMe TpeOOBaHMSA K COCTABICHHIO, O(OPMIICHHIO U COAEPIKAHUIO
IIpHUKa3a, PacHOPsUKEHUs, peleHus). JJoroBopHO-OpraHu3aioHHbIe 1OKYMEHTBI
(obmue TpeOoBaHUS K COCTaBJIECHHUIO, O(POPMIICHHIO U COJEPKAHUIO JOTOBOpA,
MPUJIIOKEHU K OTOBOPY, MPOTOKOJA PAa3HOTIACHH K JIOTOBOPY; YHU(HUIHPO-
BaHHag QopMa corjameHus O pPacTOPXKEHUH AoroBopa). MHpopmanuoHHO-
CIIpaBOYHBIE JOKYMEHTHI (00IIre TpeOOBaHHSI K COCTaBICHHIO, O(pOPMIICHUIO H
COJIepKaHUIO IPOTOKOJIA, aKTa, CIIPABKH, CIY>KEOHOM 3aUCKH, 00BSICHUTETBHON
3aIMCKH, 3asBJICHIS; Ha3HAUEHHUE APYTUX WH(POPMAIHOHHO-CIIPABOYHBIX JOKY-
MEHTOB: CBOJIKH, 3aKJIFOUYEHHs, OT3bIBa, OTYETA, IIEPEUHs, TelerpaMMbl, Tenedo-
HOTpaMMBl, (akca). JIoKyMeHTHI, comeprkamiie KOH(UACHINATBHBIE CBEICHUS
(KpuTepuH LIEHHOCTH WH(POPMAIHH, KOHPHICHIUATBHOCTh, CPOKH KOH(UACH-
LIUATBHOCTH JOKYMEHTa, MepevyeHb KOH(UISHIMANbHBIX CBEICHHH, rpu( KOH-
(buAeHIMATBHOCTH, HOMEHKIaTypa KOH(PUICHIUATBHBIX AeM).

CocraBiieHHE TEKCTOB YIPABICHIECKIX JOKyMEHTOB. Kiraccnukarmst 1eoBbIX
nuceM. JIMHrBHCTHYECKHE OCOOEHHOCTH NOKyMeHTa. Buapl Texcra. Kommosuims
(cTpykTypa) TekcTa. THITMYHbIE OIIMOKK B SI3bIKE M CTHIIE AETOBOW KOPPECIIOH/IeH-
1. Penakropckas npaBka ciry»kKeOHbIX JOKYMEHTOB.

3. JlokyMeH-
TOOOOPOT B
OpraHu3aIuu

[onsTre noxymeHnToo00poTa 1 ero oobema. HopMaTUBHBIE JOKYMEHTHI, Per-
JIAMEHTHUPYIOLIHE OpraHU3aLHI0 JOKYMEHT0000poTa. TexHosorus paboTsl ¢ BXO-
JAIMHU ToKyMeHTaMu. [IpueM Bxoasmux nokymeHToB. [IpensaputensHoe pac-
CMOTpEHHE JOKYMEHTOB cekperapeM. Perucrpamus nokymeHToB. OcobeHHOCTH
perucTpanyy BUIOB JOKYMEHTOB. PaccMOTpeHHE TOKYMEHTOB PYKOBOAMTEIIEM.
Hampaienue 1OKyMEHTOB Ha MCHOJHEHHE U KOHTPOJIb UCIOJIHEHMs. DTalbl pa-
0O0TbI 110 KOHTPOJIIO MCHONHEHUs. TUIIOBble U UHIUBHUAYaTIbHBIE CPOKH HCIIOIHE-
HUs OKyMEHTOB. Kareropuu NOKyMEHTOB, MOJJIEKAIIMX KOHTpoiro. Ilopsmox
CHSTHUSL JOKYMEHTOB ¢ KOHTpoJisi. DopMHUpOBaHUE KAapTOTEKU HCIOJHEHHBIX JO-
KyMeHTOB. [lopanok 00paboTKu UCXOAAIMIUX JOKYMEHTOB. DTallbl MPOXOKICHUS
ncxomsnmx JokymeHToB. CocTaBiieHHe IpoekTa AokymeHTa. CoryiacoBaHUe.
[Nonnucanue nim yrBepxkaenue. Perucrpamms. Otnpaska. Opranuzanus J0CTaB-
KM JOKyMEHTa. OTalbl MPOXOXIEHUS BHYTPEHHHMX OKYMEHTOB: COCTaBJICHHE
MpOEKTa JOKYMEHTa, COIIACOBAHUE, MOJNMCAHUE WM YTBEP)KICHUE, PErucTpa-
(U5, UCIIOJIHEHUE U KOHTPOJIb UCIIOJIHEHUS], IIOMEIIEHHE UCIIOIHEHHOTO JOKYMEH-
Ta B Aeno. OpraHusanus JoKyMeHToobopoTa ¢ ucnons3oBanuem UT. [peumyie-
CTBa aBTOMAaTU3UPOBAHHOM PErUCTPaLK 1 KOHTPOJISI UCTIOIHEHHS JOKYMEHTOB.

ObecrieueHre COXpaHHOCTH NOKyMeHTOB. HoMmeHkmnaTypa nen: uend, (yHK-
LMY, TOPSIIOK COCTAaBJICHUS U YTBEPKACHUS HOMEHKJIATYpbI JI€J1 OpTaHU3alHH.
CxeMbl TIOCTPOEHUs] HOMEHKJIATYpPbl, TUIIOBbIE HOMEHKJIATYpHBI JIeN, MOPSIOK 3a-
BEpLIEHUs HOMEHKJIATyphbl €.

Cucrematn3armst JOKyMeHTOB. [lpuHnmms! ¢opmupoBanmst nen. ['pymmmpoBka
JIOKyMEHTOB B Jiena. Munexcarms nen. IlocnenoBarenbHOCT PAacONOXKEHU JJOKY-
MeHTOB B fieste. CocTaBiieHHe 3arojoBKoB Jiel. O003HaueHHe CPOKOB XpaHEHHs Jell.
Bunpl 1 cxembl OCTpoeHusl CIpPaBOYHBIX KapToTek. Mcronp3oBaHue 37eKTpOHHBIX
TEXHOJIOTUI1 ydeTa, XpaHeH!s, OUCcKa T0KyMeHTOB. OmperiesieHue CpOKOB XpaHEHHs!.
Opranuzanyst TeKyIero xpanenus nei. OdopmiieHue aes Ui onepar. XpaHeHHs.

ApXuBHOE XpaHEHHE JOKYMEHTOB U Jien. [lonsTue, 3anauy, opraHusanus 1 mnpo-
BEJICHHE SKCIIEPTU3bI LICHHOCTH JTOKyMeHTOB. OdopMIIeHHE pe3yIIbTaToOB SKCIIEePTH-
3bl. [IpaBuia mommumBky 1 neperuiera aen. Hymeparms mucros B nene. CocraBieHue
3aBepuTeNnbHOM Haanvcu. [IoHsTHE OMmcH, ee Ha3HauYE€HHUE U BU/IbI OIMCEH.

Hywmepamus onuceit. Mtorosas 3anuch onucu. [lopsaok noamnucanus, coria-
coBaHus, yrBepxkaeHus onuceil. lludposka aen. [lepexaya nen B apxuB opra-
Huzanuu. ['papuk nepemauun nen. [lopsgox npuema nen. OTMETKH O HAJTUYUU
JleJl B ONHUCSX NpH Ipueme nen. IIpueM oco0o IEHHBIX 1ell, KapTOTeK, JJIeK-
TPOHHBIX TOKYMEHTOB.

IlonroroBka JOKyMEHTOB K Iepejaye Ha BeJOMCTBEHHOe xpaHeHue. OpopM-
JIEHHE JOKYMEHTOB U JIeN Ha AJUTEBHOE, TOCTOSHHOE XPaHEHHE.

YHUUTOXKEHNE JOKyMEHTOB. ITopsiok coriaacoBaHusl U yTBEP)KICHUS aKTOB
0 BBIAETICHUH JOKYMEHTOB K YHHUYTOKEHHUIO U CHATHIO UX ¢ yuera. OdopmieHue

JOKYMCHTOB M I€JI K YHUUYTOXKCHUIO.

OIIK-4
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4. Nadopma-
IIIOHHBIC TEX-
HOJIOTHH
obecrieueHust
JIENOTPOU3-
BOJICTBA

CpencrBa cocTaBlieHUs U U3TOTOBJIEHUs 1OKyMeHTOB. CpelcTBa KOIMPOBa-
HUS ¥ TUPAXUPOBaHUA JOKyMeHTOB. CpeacTBa 00pabOTKU TOKYMEHTOB, CPEICT-
Ba XpaHEHMs, TOUCKA U TPAHCIIOPTUPOBKHU JTOKYMEHTOB. CpelCcTBa 3JIEKTPOCBSI-
3u. baHkoBcKas OprrexHuka. DIeKTPOHHBIH JOKYMEHTO0O0OpOT. HasHaueHue u
BO3MOXXHOCTH WMHTEpHET B cucTeme Jenonpou3Boacta. Opranuszanus B3auMo-
neiictBus B cetd VIHTEepHET B LIEISAX JEJIONPOU3BOJICTBA. DJIEKTPOHHAS IOYTA.
daiinoBeie apxuBbl. MHTepakTuBHOE OOIIeHHe B MHTepHEeT. ABTOMAaTH3aIMs
IIPOLIECCOB COCTABIEHUSA M 00pabOTKM NOKyMEHTOB. BHenpeHue coBpeMeHHOM
CHUCTEMBI PETUCTPALIMU U OTIPABKU JOKYMEHTOB. COBEpIIEHCTBOBAHUE HOMEHK-
narypsl aei. CoBeplIeHCTBOBaHHWE KOHTPOJIS UCHONHEHHs JOKyMeHToB. CoBep-
LIEHCTBOBaHKE TOKYMEHTO000pOTa B OPTaHU3AIMH C TIOMOIIBIO HCIIOIb30BAHHSA
WHGOPMAIIMOHHBIX TEXHOJIOTHIA.

CPC

OIIK-4

5. Ocobenno-
cTH PaboTHl C
KaJpPOBBIMH

JOKyMEHTaMH

JlokyMeHTBl 1O JIHYHOMY cocTaBy. OOmue TpeOOBaHUS K COCTaBICHHIO,
0(pOPMIICHHIO M COACP)KaHHI0 JOKYMEHTOB IO JIMYHOMY cocTaBy. Ilpukas mo
JUYHOMY COCTaBy. 3asiBieHue. TpyaoBoii moroBop. ABroomorpadus. Pesrome.
JInyHbIA THCTOK MO y4deTy KaapoB. JInuHas kaprouka. JInunoe aeno. ITopsamok
BEJICHUS, yUeTa U XpaHeHUs TPYAOBBIX KHMXeK. OdopmileHHe JOKYMEHTOB IO
mpueMy Ha padoTy. YBosibHeHHI0 paboTHUKA. [lepeBony Ha qpyryro paboTy.

CPC

Hroro

4

5.3. Pa3nenbl IUCHMIUIMHBI M MeKIUCHUILINHAPHBIE CBS3H ¢ 00ecIeYnBAIOIIMMH (TpeIblTyIUMH)
AUCIMILIMHAMH M o0ecrieYnBaeMbIMH (MOCIeYIOIUMH) TUCHHUIVIMHAMHA

Homepa pa3mesioB TaHHOH JUCIUILTHHBI, IS

HanmeHoBaHMe oOecrnieunBaomuX (MPEIbIAYIINX) THCIUIUTNH KOTOPBIX HEOOXOIUMO U3ydeHHe obecedn-

u obecrieurBaeMbIX (TOCTICIYIONINX) TUCIUTLTHH BaroMUX (MPEIbIAYIINX) TUCIUILUTHH U 00ec-
MeYNBACMBIX (TTOCIIETYIOMNX) AUCIUTUIHH
1 | 2 | 3 | 4 | 5

IIpenmecTByromuye JUCIUTUINHBL — HET
Hocaexyromme IMCUMILJIMHBI

1. Ba3bl maHHBIX — — + + +
2. ndopMariioHHbIe TEXHOJIOTHH B YIIPABICHUH — — + + —
3. KoprniopaTiBHbIe HHPOPMAIIMOHHBIE CHCTEMBI — — + + —
4. TlpunsiTHEe 1 NCTIOJTHEHNE TOCYIAPCTBEHHBIX PEIICHUN + + — + —
5. Teopust opranuzanun — — + + +

5.4. CooTBeTcTBHE KOMIETEeHIMI, JOPMUPYEMBIX NPH U3YYeHUHU JUCHUIIMHBI, U BUI0B 3aHATHI

Ilepedyens
p ., | JI | I3 | CPC DopMBI KOHTPOIIS
KOMIIETeHIUH
OI1K-4 + | + + TecToBsIil onpoc, otuer 1o 13, order no JIP, konTponbHas padora, pedepar, 3a4et

JI — nexuws; [13 — npaktudeckue 3ausatus; CPC — camocTosiTenbHas pabota cryneHTa; U3 — uHIuBUIyanbHOe 3a1aHNe

6. METObI U ®OPMbI OPI'AHU3ALUU OBYYEHUS - ne npedycmompen PYII.
7. JABOPATOPHBIN TPAKTUKYM

Pasnen HaumenoBanue 1abopatopHoii paboTsI Tpynoem- OIIK
VTUCHUIUIMHB] KOCTB, 9
1 OyHKIUU CIY)KOBI TOKYMEHTAIIHOHHOTO OOCCIICUCHHUSI, JIOJDKHOCTHBIE 00sI- 2
3aHHOCTH W HOPMBI BPEMEHH Ha JIEIONPON3BOJICTBEHHBIE ONIepaluu
2 Oco0eHHOCTH COCTaBJIEHHs OCHOBHBIX BHJIOB YIIPABJICHYECKHX JOKYMEHTOB 2 OIIK-4
3,4 Opranu3aryisi JOKYMeHT0000poTa ¢ uctonp3oBanreM UT 2
5 OdopmieHHE KaIpOBBIX JOKYMEHTOB. 2
HTroro 8

8. IPAKTUYECKUE 3AHATUSA - ne npedycmomperno PYIT

CornacoeaHa Ha noptane Ne
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9. CAMOCTOSATEJIBHASA PABOTA

TpymoemkocTb, 4 OIIK Kontpons
Bubl camocTosiTenbHON paboTh Ilo pa3nenam aucrmmuinHb! Beero BBITIOJTHEHUS
1|2 ]3]|4]S5 padoTsI
1. IloaroroBka K J1a00paTOpHBIM paboTam 4 1[4 1414142 Ortuer o JIP
2. IlpopaboTKa JIEKIMOHHOTO MaTepuana - (1210 | - | = | 22 TectoBbIit
orpoc,
KOHTpOJIbHAs
pabora
3. [loarotoBka pedeparos 6 |6 |6 |6 |6 | 30 OIIK-4 | 3ammura pe-
depata
4. VIzyuyeHue TeM TEOPETUIECKON YaCTH AUCIHUILIAHEI, 100 - 1| - (12 |10 | 32 TecroBbIit
BBIHECEHHBIX ISl CAMOCTOSTENBHON MpOopaboTKH ompoc,
KOHTPOJIbHAS
paborta, 3a4yer
5. BeinonHeHre MHIMBUYaIbHbIX 3aJJaHUH 6 |6 |6 |— |6 | 24 Ortuer no 13
Hroro 26 |28 |26 |22 |26 | 128
IloaroToBka Kk 3a4ery 4 3auer

10. IPUMEPHAS TEMATHUKA KYPCOBBIX IPOEKTOB (PABOT) - ne npedycmompeno

11. PEUTUHT OBASI CACTEMA JIJISI OIEHKH YCIIEBAEMOCTH CTYJAEHTOB —
He npedycMompeHo

12. YYHEBHO-METOANYECKOE U UTH®OPMALNOHHOE OBECINIEYEHHUE JUCIUITJIMHbI

12.1. OcHoBHas JIuTepaTypa:

1. Kupcanosa M. B. CoBpeMeHHOe Aenonpou3BoAcTBO: yueOHoe nocodue/ M. B. Kupcanosa; Poccuiickas
aKazieMust rocyapcTBeHHoH ciyxO0bl ipu IIpesunente PO, Cubupckas akanemMus rocyaapcTBEHHOH i1y kObl. - 4-¢
u3a. - M.: UTHOPA-M, 2012. - 320 c. - (Beicmee obpa3zoBanue. bakanaspuart). - bubmuorp.: c. 307-308. I'pud.-
ISBN 978-5-16-004491-0. — (bubnmnoteka TYCYPa - 20 3k3.)

2. Anppeesa B. U. Jlenonpous3BoAcTBO: OpraHu3alysl U BelleHne: yueOHO-IIPaKTHYECKOe OCoOue I By30B/
B. 1. Aunpeesa. - 3-e uzn., nepepad. u gom. - M.: KaoPyc, 2010. - 294 c.: 00p. - bubnuorp.: c. 293-294. - ISBN
978-5-406-00295-7. — (bubanorexka TYCVYPa - 16 3x3.)

3. Kysuernos 1. H. J[okymeHTaIlMOHHOE 00ECIIeUeH e YIPaBICHHUS U JSIONPOU3BOICTBO: YIeOHHK it GaKa-
naspos/ U. H. Ky3unenos. - M.: FOpaiit, 2012. - 576 c. - (bakanasp). - bubmmorp.: c. 444-452. - ISBN 978-5-9916-
1520-4. — (buonmnorexka TYCVYPa - 26 3k3.)

12.2. lonoiHuTeIbHAS IUTEPATypa

1. KordunennuansHoe IETONPON3BOACTBO M 3AIIUIICHHBIN AJIEKTPOHHBIA AOKYMEHT0000poT: yueOHuk/ H.
H. Kynses [u ap.]; pen. H. H. Kynses. - 2-e u3n., nepepad. u gom. - M.: Jloroc, 2013. - 500 c.: Tabxn. - (HoBas
yHUBepcuTeTcKas oubnunoreka). — (bubnnoreka TYCYPa - 15 3k3.)

2. BacakoB, Muxaun MBanoBu4. Jlenonpous3BojcTBo: JIOKyMEHTAIIMOHHOE O0ECIICUeHHE YIPaBICHUS: yieo-
uuk/ M. U. Bacakos, O. W. 3ameiikoBa. - 10-¢ u3a. - Pocros u/]l : @ennke, 2010. — 376 c. [8] c. : un., Tadml. -
(Cpennee npodeccronambHoe obpasoBanue). - bubmuorp.: ¢. 369-370. - ISBN 978-5-222-16952-0: 225.00 p. —
(bubnmuorexka TYCVYPa — 1 3k3.)

3. Poroxxun, Muxann FOpbeBud. Jlenonpon3BoICTBO B KaAPOBOH ciyxbe: YdeOHOo-TipakThdeckoe mocodue /
M. 1O. Poroxus. - 2-e u3n., nepepab. u mom. - M. : Ilpocmekt, 2008. — 782 c. : un., Tabn. - ISBN 978-5-482-
01613-8: 149.00 p. — (bubmuorexka TYCVYPa - 10 5k3.)

12.3. YueGHo-MeTOAUYECKHE TOCOOUS U TPedyeMoe MporpaMMHoe o0ecniedeHue

12.3.1. O6azamenvhvle yueoHo-memoouuecKue nocoous
1. A6apaxmanoBa M.B. OcHOBBI [1€JIONIPOU3BOJICTBA: METOJ. YKa3aHHUs K CaMOCTOSATEIbHBIM U J1abopaTop-
HBIM paboTaM ISl CTYAE€HTOB, 00y4aroLXCsl 0 HAaIpaBJIEHUIO IOATOTOBKH OakanaBpa «I ocynapcTBEHHOE U My-
HUnMnaneHoe ynpaeinenue. — TYCVYP: kad. AOU. — 2014. — 25 ¢. [DnekTpoHHBIN pecypc]: caiT kadenapsr AOU.
— http://aoi.tusur.ru/upload/methodical_materials/MU_Osnovy_delopr 38 03 04 2016_rtf file 707 _5656.pdf
(mata oopamenust: 01.02.2017 r.)
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12.3.2. Yuebno-memoouueckue nocoous 0 auy ¢ 02PAHUYeHHbIMU 603MOHCHOCHAMU 300p06bs (OB3)
YueOHO-METOANUECKUE MATePUATIBI I CAMOCTOSITENIHHON U ayTUTOPHON paboThl 00YYArOIMXCS U3 YMCIIa UHBA-
JIMAOB IPEAOCTABJISIFOTCA B q)opMax, aJalITUPOBAHHBIX K OI'PaHUYCHUAM UX 3J0POBbsI U BOCIIPUATUSL I/IH(I)OpMaHI/II/I.

JJist 1 ¢ HApYIIeHUSIMU 3PeHust:

— B ()opMe dIIEKTPOHHOTO JOKYMEHTA;

— B Ie4YaTHOU GopMe YBETHUYSHHBIM MPUPTOM.
JJ1st M1 ¢ HApYIIEeHUSIMU CJIyXa:

— B ()opMe dIIEKTPOHHOTO JOKYMEHTA;

— B IeyaTHOH Qopme.
JJ1st M1 ¢ HApyIIeHUSIMU ONMOPHO-ABUTaTeIbHOT0 anmnapara:

— B (opMe IEKTPOHHOTO JOKYMEHTA;

— B meyatHoO# Qopme.

12.4. ba3bl 1aHHBIX, HHPOPMATMOHHO-CTIPABOYHbIE, IOUCKOBBIE cUCTEMbI 1 Tpedyemoe 1O

Tpeoyemoe I10:

e Microsoft PowerPoint — juist moAroTOBKY Mpe3eHTAIIHIA;

e Microsoft Word — 11t TOATOTOBKY OTYETOB 110 paboTam;

¢ Internet Explorer

Heooxo0umbie 6a3vl 0AHHBIX, UHPOPMAUUOHHO-CRPABOYUHbIE U NOUCKOBbIE CUCH EMbL
® (Opa3oBaTenbHbI OpTaN yHUBepcuTeTa http://edu.tusur.ru/

® udopmarnmoHHO-cripaBoyHas cucrema «I'apaHr»

13. MATEPUAJIBHO-TEXHUYECKOE OBECIHHEYEHHUE JUCHUIIJIMHBI

13.1. O6uue TpedOBaHUA K MATEPUATIHLHO-TEXHUYECKOMY 00eCTeYeHU 0 TUCIHTIJIMHBI

[ mpoBeneHNs 3aHATHH JIEKIIMOHHOIO THIA, IPYNNOBBIX M UHAUBUAYAJIBHBIX KOHCYJbTALUM, TEKy-
1Iero KOHTPOJISI U NPOMEXKYTOYHOH ATTEeCTALMU HCIIOJNB3YIOTCS ayAUTOPHM, PACIOJIOKEHHBIE IO ajapecy
634034, Tomckast o6nacts, . ToMmck, yi1. Bepmununa, 1. 74, 4 stax:

ayn. 418. CocraB o0opynoBaHws:

KomnwtoTep juis npenoaasarens Ha 6a3ze Intel Celeron 2.53 T'rir, O3Y — 1.25 T'6, xectkuii quck — 80 I'0. 11Iu-
pokodOpMaTHBIN TeNeBU30p AU MPE3eHTAlui , S9KpaH, MarHUTHO-MapKepHasl J0CKa, CTaHIapTHas ydeOHas Me-
oenp. KonnuectBo mocamounsix Mect - S0.

Ucnons3yercs nuiieH3nonHoe nporpammaoe obecriedenne: Windows XP Professional SP 3, MS Office 2003
SP3, AntuBupyc Kacnepckoro 6.0.

CBo0OoHO pacmpocTpansemMoe nporpammuoe ooecrieuenue: Developer C++, Adobe Reader X.

Kommetorep moaxmouen k ceth MHTEPHET u oGecneunBaeT AOCTYI B 3JEKTPOHHYIO HH(OPMAIMOHHO-
00pa3oBaTeIbHYIO CpEey YHUBEPCUTETA.

s mpoBe/ieHUs] MPAKTHYECKUX M JIAG0PATOPHBIX 3aHATHH WCIOJB3YIOTCS BBIYHCIUTEIBHBIE KIIACCHI,
pacnionoxennsie 1o aapecy 634034, Tomckas obnacts, . Tomck, yi. Bepumnuna, 1. 74, 4 stax:

ayn. 430. CoctaB 000py0BaHUsI:

MarHutHoO-MapKepHas TocKa, CTaHIapTHas yuyeOHas MeOeb.

Kommbtotepst  — 12 mr. JlonoigHUTENBbHEIE TOCAI0OUHBIE MecTa — 13 miT.

Kommrstotepsr Intel Core 2 Duo E6550 2.33 I'rr, O3V — 2 16, xectkuii auck — 250 6.

Ucnonw3yercs numen3noHHoe nporpammuoe obecriederne: Windows XP Professional SP 3,
1C:Ipennpustue 8.3, Mathcad 13, MS Office 2003, [Taket coBmectumoctu is Beimycka 2007 MS Office, MS
Project mpodeccuonansrbiii 2010, MS Visual Studio Professional, Artusupyc Kacniepckoro 6.0

CBo0OoaHO pactpocTpansieMoe nporpammuoe ooOecrieuenne:Far file manager, GIMP 2.8.8, Google Earth,
Java 8, QGIS Wien 2.8.1, Adobe Reader X, Mozilla Firefox, Google Chrome, Eclipse IDE for Java Developers
4.2.1, Dev-C++, FreePascal, IntelliJ IDEA 15.0.3, ARIS Express, Open Office, MS Silverlight, Pyton 2.5, MS SQL
Server 2008 Express.

Komnrsrotepsr moaxmrouenst k cethn MHTEPHET u obecnieunBaeT AOCTYI B 31EKTPOHHYIO HHGOPMAIIMOHHO-
00pa3oBaTeIbHYIO CPEly YHHBEPCUTETA.

ayn. 4326. CocraB 000pyoBaHwS:

MarHutHo-MapKepHas 1ocka, CTaHIapTHas ydyeOHas MeOeb.

Kommbtotepst  — 12 mr. JlonoigHUTENBHEIE TOCAI0OUHBIE MecTa — 13 mT.

Komnwtorepsr Intel Core 15-2320 3.0 I'riy, O3V — 4 T'6, xectkuit quck — 500 T'6.

CornacoeaHa Ha noptane Ne
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HUcnoneayercs nmuniensnonHoe nporpammuoe obecrnedenue: Windows 7 Enterprise N (Windows 7 Profes-
sional), 1C:IIpenmpustue 8.3, Mathcad 13, MS Office 2003, ITaker coBmectumoctn juis Beimycka 2007 MS Office,
MS Project mpodeccuonansusiii 2010, MS Visual Studio Professional, Autusupyc Kacnepckoro 6.0

CBoboaHo pacmpocTpansemoe nporpammaoe ooecrieuenue: Far file manager, GIMP 2.8.8, Google Earth,
Java 8, QGIS Wien 2.8.1, Adobe Reader X, Mozilla Firefox, Google Chrome, Eclipse IDE for Java Developers
4.2.1, Dev-C++, FreePascal, IntelliJ IDEA 15.0.3, ARIS Express, Open Office, MS Silverlight, Pyton 2.5, MS SQL
Server 2008 Express.

Komnstotepsr moaxmrouensr k cetn MHTEPHET u obecnieunBaeT AOCTYI B 31EKTPOHHYIO HH(POPMAIIHOHHO-
00pa3oBaTeIbHYIO CPEey YHUBEPCUTETA.

[ camocToATeIbHON PadoThl UCHIONB3YeTCs ayIuTOpHs, pacnojiokeHHas mo aapecy 634034, Tomckas
obnactsb, . Tomck, yi. Bepmmnuna, 1. 74, 4 stax, ayn 431.

CocraB 0060pynoBaHUS:

Buneomnpoekrop Infocus LP540, MmarHuTHO-MapkepHast J0CKa, cTaHnapTHas ydeOHas mebenb. KomibroTepsl
— 5 mrr. KosmmyecrBo nmocamounsix Mect -10.

Kommrstotepsr Intel Core 2 Duo E6550 2.33 I'rr, O3V — 2 16, xectkuii auck — 250 6.

HUcnonesyercs nmueH3noHHoe nporpammuoe obecnieuenne: Windows XP Professional SP 3,
1C:Ipennpusrue 8.3, Mathcad 13, MS Office 2003, ITaket coBmectumoct muis Beimycka 2007 MS Office, MS
Project npodeccuonansubiii 2010, MS Visual Studio Professional, AutuBupyc Kacnepckoro 6.0

CBo0OoaHO pactpocTpansieMoe nporpammuoe obecrieuenne:Far file manager, GIMP 2.8.8, Google Earth,
Java 8, QGIS Wien 2.8.1, Adobe Reader X, Mozilla Firefox, Google Chrome, Eclipse IDE for Java Developers
4.2.1, Dev-C++, FreePascal, IntelliJ IDEA 15.0.3, ARIS Express, Open Office, MS Silverlight, Pyton 2.5, MS SQL
Server 2008 Express.

Komnrsrotepsr moaxmrouensr k cethn MHTEPHET u oOecnieunBaeT AOCTYI B 31EKTPOHHYIO HH(GOPMAIIMOHHO-
00pa3oBaTeIbHYI0 Cpely YHUBEPCUTETA.

13.2 MaTepuajbHO-TeXHUYECKOe o0ecnieyeHre JUCHUILTUHBI Aas aul ¢ OB3

OcBoenre aucruruirHe Tumamu ¢ OB3 ocymecTBisieTcst ¢ UCTIONBE30BaHNEM CPEACTB 00yUYeHHsT OOIIIEro | Clie-
LMAIBHOTO HAa3HAYCHHS.

[Tpu 00yueHHU CTYJICHTOB ¢ HAPYIIEHUSIMH CJIyXa MPETYCMOTPEHO MCIIOJIb30BAHME 3BYKOYCIITUBAFOILICH arlra-
parypbl, MyJIETUMEAUHHBIX CPEJICTB U JPYTHX TEXHUUECKUX CPEJICTB IIpUEMa-TIepeIauu y4eOHO!M nH(pOpMAIMH B J10C-
TYMHBIX (OPMAX JIJIsl CTYICHTOB C HAPYIICHUSIMU CTyXa, MOOMJIBHOM CHCTEMbI OOYUEHHS JUIS CTYJICHTOB C MHBAJIM/I-
HOCTBIO, TOPTATHBHOW MHIYKIIMOHHON CHCTEMBI. Y4eOHast ayAUTOPHSI, B KOTOPOH 00y4aroTCsl CTYyJCHTHI C HapyIIeHH-
€M CIyxa, 000py/I0BaHa KOMITBIOTEPHON TEXHUKOW, ayJAHOTEXHUKOW, BUICOTEXHUKOM, IIEKTPOHHON JOCKOH, MYJIh-
TUMEIUIHON CHCTEMOM.

IIpu oOyueHHM CTYACHTOB ¢ HAPYHIEHHUSIMH 3PEHHSIMH TIPEJTYCMOTPEHO WCIOJIb30BAHHE B JICKIIMOHHBIX U
Y4eOHBIX ayTUTOPUSIX BO3MOKHOCTH TIPOCMOTpa YAAJIEHHBIX O0OBEKTOB (HampuMep, TeKCTa Ha JOCKE WM Cllaiia Ha
SKpaHe) MPH MOMOIIH BUICOYBEIMYUUTENCH IS YAAICHHOTO IPOCMOTpa.

IIpnu 0OydeHH CTYACHTOB ¢ HAPYUIEHUSIMH ONIOPHO-IBUIaTeJILHOTO aNlapaTa NCHOIb3YIOTCS albTePHATHB-
HBIE YCTPOWCTBa BBOAA WH(GOPMAIIMU M JPYTHe TEXHWIECKHE CPENICTBA MpHEMa-Tiepeiadr yaeOHoH nHpopMarn B
JIOCTYIHBIX (hopMax JIsi CTy/ISHTOB C HApYIISHUSIMI OMOPHO-ABUTATENIFHOTO armapaTa, MOOMIBHOM cucTeMbl 00yde-
HUS JUTS JIIOJIeH ¢ MHBAJTUAHOCTBIO.

14. ®OHJ OHEHOYHBIX CPEJACTB U METOJJUYECKHUE PEKOMEHJAIIUA
1O OPTAHU3AIIUM U3YUYEHUSA JUCHUTIJINHBI

14.1 OcHOBHBIE TpeﬁOBaHI/Iﬂ K (1)0H)1y OICHOYHBIX CPEeACTB U METOANIECCKHE PCKOMCHAAUU

@DOH/ OLICHOYHBIX CPENICTB U THUIIOBBIE KOHTPOJIBbHBIC 3a/IaHHs, HCIOIb3YEMbIe IJIsl OLEHKH c(hOpMUPOBAHHO-
CTH ¥ OCBOCHUS 3aKPEIUICHHBIX 33 JHUCHUIUIMHON KOMITETCHIIMH ITPH NTPOBEACHUH TEKYIEH, IPOMEKYTOYHOM aTTe-
CTallM| M0 JUCUUILTUHE IPUBEICH B IPUIOKEHUH K pabodell mporpamMme.

14.2. TpeboBanus k GpoHay OLIEHOUHBIX cpeacTB AJs jui ¢ OB3
I[JIS[ CTYACHTOB C OTPaHUYCHHBIMU BO3MOXKXHOCTAMM 3JOPOBbA IPEAYCMOTPEHBI JOITOJIHUTECIBHBIC OLICHOYHBIC
CpEICTBA, IEpeUeHb KOTOPHIX YKa3aH B Tadmuie 14.

Tabmuma 14 — JlomonHUTENFHBIE CPECTBA OIICHUBAHUS IS CTYJCHTOB C HHBAJIHIHOCTHIO

Kareropun DOpMBI KOHTPOJIA
BI/IHLI JIOIMOJTHUTCJIbHBIX OLCHOYHBIX CPEACTB
CTYJIEHTOB U OIICHKHU Pe3yJIbTaTOB 00yUCHHS
C HapyuieHusIMH TecTbl, NUCbMEHHBIE CAMOCTOSATENLHBIE PAa0OTHI, [Ipenmy1iecTBEHHO NUCbMEHHAsI
ciyxa BOTIPOCHI K 3a4€Ty, KOHTPOJIbHBIE Pa0OTHI MIPOBEpKa
C HapymeHusIMI CobecenoBaHue Mo BOMpoOcaM K 3a4eTy, onpoc mo | [IpeumyInecTBeHHO ycTHas MpoBepKa
3peHus TEpMUHAM (MHIMBUAYAIIBHO)
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C HapyuieHusIMH Pemenne AMCTaHIIMOHHBIX TECTOB, KOHTPOJIBHBIE IIpenMyIecTBEHHO TUCTaHIIMOHHBI-
OIOPHO-/ABUTaTelb- | pabOThI, MUCbMEHHbIE CAMOCTOSTENbHbIE PAOOTHI, MU METOJAMH

HOTO arnmnapara BOITPOCHI K 3a4€eTy

C orpanuyenusMu | TecTbl, IUCbMEHHBIE CAMOCTOSITENbHBIE PAOOTBHI, IIpenmyIecTBEHHO MTPOBEPKA METO-
1o O0IIEMETUIIMH- | BOIIPOCHI K 3a4eTy, KOHTPOJIbHBIE pabOThl, yCTHBIE | JaMH, HCXOJ U3 COCTOSHUS 00Y-
CKHMM IIOKAa3aHWsIM | OTBETHI YaKOMIErocs Ha MOMEHT NTPOBEPKH

14.3. MeToau4yeckue peKOMEHIAUH M0 OLEHOYHBIM cpeacTBam aus jul ¢ OB3

s crynentos ¢ OB3 npenycMaTpuBaercs 1ocTymHas opMa OIIEHOYHBIX CPEJICTB, 2 IMEHHO:

® B revatHou hopme;

® B e4aTHOW (OpPME C YBEITHUCHHBIM MIPHU(PTOM;

® B (hopMe 3MEKTPOHHOTO JOKYMEHTA;

® METOJIOM YTSHHS aCCHCTCHTOM 3a/IaHUs BCIIYX;

® [IPEIOCTaBJICHHUE 3aJ]aHHs C UCTIONh30BAHUEM CYPJIOTIEPEBOIA.

CryneHTaMm ¢ MHBJIMAHOCTHIO YBEIIMUMBAETCS BPEMs Ha MMOJATOTOBKY OTBETOB HA KOHTPOJILHBIC BOMPOCHI. st
TaKUX CTYJCHTOB MPEIyCMAaTPUBACTCS JOCTYITHAs (hopMa MPETOCTABIICHUS OTBETOB Ha 33/IaHUsl, @ UMEHHO:

® [UCHMEHHO Ha Oymare;

® Habop OTBETOB Ha KOMIIBIOTEPE;

® Habop OTBETOB C HCIOJIB30BAHUEM YCITYT ACCUCTCHTA,;

® [IPE/CTABJICHUE OTBETOB YCTHO.

[Iporenypa orleHUBaHUsT PE3yJIbTATOB OOYUYCHUS MHBAIUJIOB IO JMCIUIUIMHE MPEIyCMaTPUBAET MPEIOCTAB-
JeHre nHpopManuu B hopMax, aTanTHPOBAHHBIX K OTPaHHUYCHHSM HX 3I0POBbS U BOCIPUATHS UHPOPMAIIHH:

JJis1 i ¢ HapyIIeHUAMM 3PeHUs:

— B (opMe IEKTPOHHOTO JOKYMEHTa;

— B IICYaTHOW (OpME YBEIUYCHHBIM IIPUDTOM.

JJis1 Ini ¢ HAapyIIeHUsAMM CcJIyXa:

— B (opMe MEKTPOHHOTO TOKYMEHTa;

— B IIEYaTHOM popme.

JJis1 Ini ¢ HapyIeHUsIMM OMOPHO-IBUTaTeIbLHOI0 annapara:

— B (opMe MEKTPOHHOTO TOKYMEHTA;

— B IIEYaTHOM popme.

[Ipu HEoOXOAMMOCTH /IJIsT OOYYAIOIINXCS C WHBAIHIHOCTHIO TPOIIETypa OIEHUBAHUS PE3YJIbTaTOB 00YyUIEeHUS
MOKET IIPOBOJAUTHCS B HECKOJIBKO ITAIOB.
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®onp onenounsix cpenctB (POC) sBisieTcs MpHIIOKEHHEM K pabodei mporpamMMe JWUCIUIUINHBI U Tpe-
CTaBJISIET COOOM COBOKYITHOCTh KOHTPOJIBHO-U3MEPUTEIIBHBIX MATEPHATIOB U METOJIOB UX HCIIOJIb30BAHUS, ITPEIHA-
3HAYEHHBIX I W3MEPEHHUS YPOBHS JIOCTIDKEHHS CTYJIEHTOM YCTAaHOBIIEHHBIX pe3ynbTaroB oOydexus. ®OC mo
JUCIUTUTAHE MCIIONB3YETCs JUISl TIPOBEICHUS TEKYIIEro KOHTPOJIS YCIEBAEMOCTH M MPOMEXKYTOYHON aTTecTarluu

CTYACHTOB.

dopMyIHpOBKa KOMIIETEHINH, 3aKPEIUIEHHON 3a TUCIUIUINHON «OCHOBBI JIEIONPON3BOACTBAa» U KOMIIOHEH-
ThI KOMITETCHIIUY NIPUBE/ICHBI B Tabuie 1.1.

Tabnuma 1.1 — [epeyeHb 3aKPETUICHHBIX 3a JUCIUIUIMHON KOMIETCHIIUH

JIENIOBYIO Iiepe-
IIUCKY U MOJ-

Kon DopmynupoBKa Otanbl HOpMUPOBAHUS KOMIIETEHIIUT
KOMIICTCHIIU U

CrocoGHOCTh JloymkeH 3HATh:
OCyHIECTBIATh | - cnenuduky Gopm mernoBoro oOIIeHUs (JIEIOBBIX COBEIIAHMA, Oecel, mepero-
JIeNoBOe O0IIe- | BOPOB, JHUCKYCCHH, MPE3CHTAINH, «KPYTIBIX CTOJOB», Mpecc-KOH(EpeHIHii»),
HUE U NyONHWY- | KOHCYJIbTHPOBAHUS, NPaBUiIa U (GOPMBI JCIOBOMN MEPEIUCKY, CTHIU Pa3IHYHBIX
HblC€  BBICTYI- | BHJIOB JICJIOBBIX MHCEM Ha OJlaHKax oduca; opuCHbIe HHOOPMAIIMOHHBIE TEXHO-
nmennsi, Bectu | gorun: MS Office.
MEePEeroBOPHI, Jlo/KeH yMeTh:
COBCIIAHUS, - B3aMMOJICCTBOBATh C KOJJIEraMHU TI0 BOIIPOCAM JICJIONPOU3BOJICTBA, COOIIOIATh

OITK-4 OCYIIECTBIISATh | 3TUYECKUE HOPMBI MOBEIEHHUS B MPO(ECCHOHATBHON cpejie; apryMeHTHPOBAHO

JIEPKUBAThH KWBaHNE, IPIHAMATE U IIepeiaBaTh (Gakchl.

3JIEKTPOHHBIE JomxeH BIageTh:

KOMMYHHUKa- - HaBbIKAMH apryMEHTHPOBAHHOTO MHUCHMEHHOTO H3JI0KEHUs, HABBIKAMHU IIyO-
LUH. JUYHOW peuH, apryMeHTanuu; paboTbl ¢ TOKyMeHTaMH; O(hOpMIICHHS KOHKpPET-

OpeACTaBIAATE YCTHYIO U IIMCbMCHHYIO PE€Yb, BECTHU ACJIIOBYIO NEPCNHUCKY, MMOI-
ACPKUBATL JJICKTPOHHBIC KOMMYHHUKAIIWMH, OCYIICCTBJIATH TeJ'Ie(bOHHOe O6CJ'Iy-

HbIX BHJOB HJOKYMCHTOB, HCIIOJIB30BAHHSA KOPIOPATHBHBIX I/IH(I)OpMaHI/IOHHLIX
CHUCTEM IIPpHU OCYHICCTBJICHHUU JOKYMEHTAIIMOHHOTO o6ecnequ1/1$[, noaacpKuBa-
HUS DJICKTPOHHBIX KOMMYHI/IKaLII/II\/'I.

Tabmuia 1.2— KoMIOHEHThI KOMIIETCHIINY, BUJIbI 3aHSITUH U HCIIOJIb3YEMbIE CPEICTBA OIICHUBAHUS

KommoHeHTBI

3HaTh

VYMmets

Brnanets

Conepxanue
KOMIIOHEHTOB

cnenupuxky ¢GhopMm JenoBoro 00-
IICHUS (JOEJOBBIX COBEIIAHHM,
Oecen, eperoBOpoB, TUCKYCCHH,
MpE3eHTaNni, «KPYIJIBIX CTO-
JIOB», pecc-KoH(epeHIN»),
KOHCYJIBTHPOBaHUsI, TMpaBHia H
(opMBI  JICIIOBOM  TIEPEITUCKH,
CTHJIM Pa3lUYHBIX BHIOB IEJO-
BBIX IHceM Ha OnaHkax odwuca;
oducHbIe nH(OPMAIIOHHEIE
texaonorun: MS Office.

B3aMMOJIEHCTBOBATL C KOJJIETaMH
M0 BOMPOCaM JIeJIONPOU3BOICTBA,
coOuogaTh 3THYECKHE HOPMBI
moBesieHNsT B NpodeccnoHambpHON
cpeze; apryMEHTHUPOBAHO IIpel-
CTaBIISITh YCTHYIO ¥ MHUCHMEHHYIO
peub, BECTU JIENOBYIO MEPEMHCKY,
MO ACPIKUBATD 3JEKTPOHHBIE
KOMMYHHKALIUH,  OCYIIECTBIATH
TeneoHHOe 00cCITy’)KUBaHUE,
IIPUHUMATh U IiepeiaBaTh (HaKChl.

HaBBIKAMU apryMEHTHPOBaH-
HOTO THCHMEHHOTO H3JIOXKe-
HUS, HaBBIKAaMM IyOJIMYHOM
peuu, apryMeHTanuu; padoTsl
¢ JOKyMeHTaMu; oOpMIICHUS
KOHKPETHBIX BHIOB TOKYMEH-
TOB, HCIIOJIB30BAHUSI KOPIIO-
pPaTUBHBIX HWH(POPMAIIOHHBIX
CHCTEM TpHU OCYIIECTBICHUU
JIOKYMEHTallMOHHOTO obecIe-
YEeHUs, NOJIECPKUBAHUS IIEK-

TPOHHBIX KOMMYHI/IKaLII/Iﬁ.

O0600m1IeHHast XapaKTepUCTUKA KPUTEPUEB OLIEHUBAHUS BCEX KOMIIOHEHT KOMIIETEHLIMH (3HAHUM, YMEHHUH U
BJIaJICHUS HaBbIKAMH) [0 YPOBHSAM OLIEHUBAHMA IIpuBeseHa B Tabnune 1.3.

Tabnuna 1.3 — O60011eHHas XapaKTepUCTHKA KPUTEPUEB OLIECHUBAHUS KOMIIETEHLIUH 110 YPOBHAM

ypOBHI/I OA/NAIAHHKIA KNUTANUU AITAHURAHUY KOMITOHAHT KOMITATAHIIUY
OUECHUBAHUS RuaTk Vmern Ruanerrn
OT1auuHo (BBICOKHIA Obmnanaer dakruueckumu | OOnagaer  auana3oHOM
YPOBEHB) W TEOpEeTHYECKUMH 3Ha- | MpakTHdeckux ymeHuH, | Konrtpomupyer  paborty,

HUSMH B TIpelenax Hu3y-
yaeMoH 00J1acTH C IOHH-
MaHUEM TpaHUll IPUMEHU-
MOCTH

TpeOyeMBIX Ul pa3BH-
THS TBOPYECKHX pellle-
HUH, abcTparupoBaHHA
poosiem

MIPOBOJUT OLIEHKY, COBEp-
LIEHCTBYET JAEWCTBUSA pa-
00THI
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Xopomuo (6a30BbIH

3HaeT (akThl, MPHHIIKIIGL,

OOmamaer  AUana3soHOM

Bep €T OTBCTCTBCHHOCTH 3a

3a71a4

JJIs1 BBIIIOJIHEHHS TPOCTBIX]

YPOBEHB) IIpoLecChl, OOIMe OHATHA | NMPAKTUYeCKUX YMEHHUH, | 3aBeplleHue 3ajad B MHC-
B TIpenmenax u3ydaeMod | TpeOyeMbIX AJis pellieHHs | CIeJOBaHWM, MpucHocad-
obnactu OTpeieNieHHbIX MpoOJeM | JHMBaeT CBOE MOBENEHHE K
B 00JIACTH MCCIEOBaHUS | OOCTOSTEIHCTBAM
YnosaerpoputeanHo | OOmagaer 6azoBeiMu| OOmagaet ocHOBHbIMH| PaboTaer mpu  mpsamoMm|
(moporoBblii ypoBeHb) |00MIMMH 3HAHUSIMA yMe-HHAMH, TpeOyeMbIMu| HaOIr0IeHHN

2 KPUTEPUU OLIEHUBAHHMA KOMIIETEHIIHI

2.1 Komnerennus OIIK-4

OIIK-4: cniocoOHOCTH OCYIIECTBIIATH I€I0BOE OOIIEHNE U MMyOIMYHbIE BHICTYIUICHHUS, BECTH TIEPErOBOPHI,
COBEILAHMsI, OCYIICCTBIIATH JICJIOBYIO MEPEIHUCKY U MOIICPKHUBATE ICKTPOHHBIE KOMMYHUKAITHH.

KoMIOHEeHThI KOMIETEHIIMK, BHJBI 3aHITHH M WCIOJB3yeMble CPEICTBA OICHHBAHUS TPEICTABICHBI B

Tabmure 2.1.
Tabmuma 2.1 — KoMnoHeHTH! KOMIETEHITUH, BU/IBI 3aHATHH U UCIIOJIB3yEeMbIE CPEICTBA OIICHUBAHUS

KommoHeHThI 3HaTh YMmets Bnagets
Conep:xanue obmue TpeOOBaHMSI K | COCTaBNATH OCHOBHBIC BHBI | HABHIKAMH TMPUMEHEHHS Ha
KOMIIOHEHTOB COCTaBJICHHIO, OOpMIIe- | JOKYMEHTOB, COMPOBOX/AIO- | MPAKTHKE TEOPETUYCCKUX 3HA-

HHUIO M COJEP)KaHHIO Op-
TaHW3allMOHHBIX, PacIo-
PSLIUTEBHBIX, JIOTOBOP-
HBIX IOOKYMEHTOB MU IIO-
PSOKY WX JBH)KCHHUS B
COOTBETCTBHUU C HOpMaMH
JIOKYMEHT0000poTa;

LIMX JEATeJIbHOCTh OpPIaHOB
TOCYJapCTBEHHOW BIIACTH U
MECTHOTO
TOCy/IapCTBEHHBIX M MYHHIIM-
NAJIBHBIX NpeAnpuaTuil, owon-
JKETHBIX YUpPEXIECHUH U He-
KOMMEPYECKUX OpraHu3alnil;

CaMOYyIIpaBJICHHUA,

HUA B 00JacTH OCTaBIICHH,
ydeTa U XpaHEeHHUs CIIyKeOHOM
JOKYMEHTAIlUH, COBEPIICHCT-
BOBaHHUS TOKYMEHTAIIHOHHOTO
obecnieyeHusI ¢ TOMOIIBIO HC-
MOJIb30BaHUsI HOBEHIIUX WH-
(OpMALTMOHHBIX TEXHOIOTUH

Buapbl 3ansaTHit

nabopaTopHble padoTHI,
caMocCTosITeNnbHas padbora

Jlexuun,

Jlexuun,
naboparopHble padoTHI,
caMoCTOsITeIbHas paboTa

Jlexuun,
nabopaTopHble padoTHI,
caMoCTOsITeNbHas paboTa

Hcnosb3yembie
cpelacTBa
OlIeHHBaHUA

Ortuer no JIP, TecToBBIi
omnpoc, oryer o 13,
KOHTpOJBHast paboTa,

pedepar, 3a4der

Oruer no JIP, TecToBsIii ompoc,

oruer 1o 13,
KOHTpOJIbHAS paboTa,
pedepar, 3a4yer

Ortuer no JIP, TecToBsIii ompoc,
oruer 1o 13,
KOHTpOJBHast paboTa,
pedepar, 3ader

DopMyITHPOBKa KPUTEPHEB OICHUBAHHUS KOMITOHEHT KOMIICTEHIIHMH 10 YPOBHSM OCBOCHHS KOMITCTCHIMH
npuBeaeHa B Tabmuie 2.2.

Tabnuna 2.2 — Kputepuu oLleHMBaHUS KOMIOHEHT KOMIIETEHIIMH 110 YPOBHAIM

KommnoneHThI

3HaTh

Vmers

Brnanets

OT1JIM4YHO (BBICO-
KHii ypOBeHb)

Crnemuduxky dopm  Je-
JIOBOTO oOmieHus  (zerno-
BBIX COBeIlaHWH, Oecer,
TIEPETOBOPOB, JIUCKYCCHIA,

MPE3CHTAINH, «KPYIIBIX
CTOJIOB», pecc-
KoH(epeHImit»), KOH-

CYABTUPOBAHUs, TpaBUiia
u (GOpMBI IEIOBOH Iepe-
IIFCKH, CTWIHM Pa3IdIHBIX
BUJIOB JICJIOBBIX IIHCEM Ha
Onankax oduca; ohuCHbIE
WH(OPMAIMOHHEIE TEXHO-
norun: MS Office.

YMeeT B3anMOIeHCTBOBATh C
KOJJIETaMH [0  BOIPOCaM
JeTIONPOU3BO/ICTBA, COOIO-
JaTh STUYECKHE HOPMBI TO-
BeeHUS B MPOQecCHOHAIb-
HOM cpezie; apryMEeHTHpPOBa-
HO TPEACTaBIATh YCTHYIO U
NUCBMEHHYIO pedb, BECTH
JETIOBYIO TIEPETUCKY, TOJI-
ICPKUBATh  DJIEKTPOHHBIC
KOMMYHHKaIlUH, OCYIIECTB-
TATh Tene(oHHOEe 00CTyXKH-
BaHWE, TPHHUMATh M Iepe-
JlaBaTh (HaKChI.

CB0OOIHO BiIageeT HaBbIKa-
MH  apryMEHTHPOBaHHOTO
MACbMEHHOIO  M3JIOKCHHSI,
HaBBIKAMH TyOIMYHON peun,
apryMeHranuu; paboTel ¢
JOKYMEHTaMH; O(opMIICHHS
KOHKPETHBIX BHJIOB JIOKY-
MEHTOB, HCITOJIB30BaHMS
KOPHOPAaTHBHBIX HH(pOpMa-
[IMOHHBIX CHCTEM TP OCY-
MIECTBJICHUH JOKyMEHTAIlU-
OHHOro oOecredeHus, IOo-
JICP)KUBAHHS  DIICKTPOHHBIX
KOMMYHUKAIIUN.
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Xopouo (6azoBblii  |Cnennduxy ¢opm meno- |YMeer B3amMojeiicTBOBaTh ¢ |Brageer HaBeikamu —apry-

YPOBEHB) BOTO OOLIEHUS (ENOBBIX [KOJUIETaMH 110  BOIPOCAM |MEHTHPOBAHHOIO IHCHMEH-
COBelIaHWd, Oecel, TIie- |eNonpon3BOACTBa, COONIO- |HOTO HM3JI0XKEHUsS, HaBbIKa-
pPEroBOpoB, TUCKYCCHH, [1aTh 3THYECKHE HOPMBI IIO- |[MU ITyOJMYHON pedu, apry-
MPe3eHTANH, «KPYIIBIX [BeIeHUS! B MPO(eCcCHOHaIb- |MEHTAluU; PabdoThl ¢ JOKY-

CTOJIOB»,  IIpecc-KoH(e- |HOH cpene; apryMeHTUpOBa- |MEHTaMu; oopmieHI
peHLuil»), KOHCYJIBTHPO- [HO NMPENCTaBIATh YCTHYIO UM |KOHKPETHBIX BHIOB IOKY-
BaHMs, NpaBWiIa U (hop- [MMCBMEHHYIO pedb, BECTH |MEHTOB, HCIIOJIb30BAHUS

MBI JICJIOBOW TIEPEIUCKH, |JCOBYI0 TIEPENUCKY, TOJ- |KOPIOPAaTUBHBIX HH(OpMa-
CTWJIA Pa3JIMYHBIX BHUJIOB [JA€pKUBATh  AJICKTPOHHBIC |IIMOHHBIX CUCTEM TPU OCY-
JICJIOBBIX ~ TMHCEM  Ha |KOMMYHHKAIIWU. IIECTBICHUN JTOKYMEHTAIIH-
Onankax oguca. OHHOTO 00€CIICUCHUSI.

Y10B1eTBOPHTEILHO | POB, IUCKYCCHH, MPE3eH- MH IyOIHYHOM pedu, apry-
(moporoBbIii ypo- |Tauuif, <«KpymIBIX CTO-

CHeHPI(l)I/IKy (bOpM neno- | YMeeT B3auMoneHCcTBOBATh ¢ [Bnameer HaBmIkaMu apry-
BOTr'0O O6H1€HI/I}I (COBCHIa- KOJUIETaMM [0 BOIIpOCaM MCHTUPOBAHHOI'O MHMCbMEH-

HUH, Oeceln, MepeEroBo- JIeTIONPON3BOACTBA, CcOOI0- [HOTO M3IOKEHUS,  HaBbIKa-

JIaTh ATUYECKHE HOPMBI IIO-
MEHTAalUH; paboThl C JIOKY-

BCACHUSA B HpO(I)eCCI/IOHaJ'IL- MEHTAMIA.

BeHb) JIOB», Tpecc-KoHpepen-- [~
uii»), KOHCYJBTUpOBa- |HOM CPEIC.
HUS, TIpaBWiIa U (OPMBI
JIETIOBOM MEpEennCKy.

KOHTPOJIbHBIE MATEPHAJIbI OUEHOYHBIX CPEACTB

3.1. [Ipome:kyTOoUHAs aTTeCTAUMSA

[IpomexxyTouHas aTTecTalys peaqu3yeTcst HOCPeACTBOM MpoBeAeHus 3auera. Crava sk3aMeHa SBIIeTCs 00s-
3aTenbHOi. K 3aueTy JomycKaroTcs CTyJeHTHI, BHIMOIHUBIINE BCe 1a0OpaTOpHbIe paboThl, HHANBUAYAIBHbBIE 3a/1a-
HUS, KOHTPOJIbHBIE PaOOTHI, MpeACTaBUBIINE pedepaT U UMEIOIINe TEKYIINH CeMecTpOBbIi peHTHHT He MeHee S0

0asyoB.

Cnucok meopemuiecCKux 60onpocoe ons npose()enu}l 3auema

O 00O\ LN K~ Wi —

17

18.

19

20.
21.
22.
23.
24.
25.
26.
217.

. Bo3HUKHOBEHHE 1 pa3BUTHE OTEYECTBEHHOTO JETIOMPON3BOICTBA.

. 3aKOHOJIaTENIFHOE PETyIUPOBAHUE JIEONPOU3BOJICTBA.

. HopmatuBHO-MeTOIMYeCKOE peryTMpOBaHUe JeIONPOU3BOJICTBA.

. Odopmnenue ynparieHuecKuX J0KyMeHTOB. OOmue TpeOoBaHuMsI.

. OcHOBHBIE BUJIBI OJIAHKOB, IPUMEHIEMbIE B YUPEKICHUSX.

. OCHOBHBIE PEKBHU3UTHI, HCIIOJIL3YEMbIE B JIOKYMEHTAIIUH TPEATIPHUSITHHA.

. PexBH3uTHI, BXOAMINME B COCTAaB OJaHKa IS MHChMA.

. UeMm omimuaercst oOmuii O1aHk ot OJlaHKa I ITUCchMa.

. Kakue TpeboBaHus MpebsIBISIOTCS K 0()OPMIICHHIO PEKBU3UTA «HAUMEHOBAHUE OPTraHU3aI[II».
10.
11.
12.
13.
14.
15.
16.

UYTo BXOAUT B COCTaB PEKBU3UTA «CIIPABOUHBIE JaHHbIE 00 OpraHu3aIlK».

KakoBbI MOpAI0K JaTUPOBaHUS JOKYMEHTA M BUABI J1aT.

KakoBbI cOCTaBHbIE YaCTH PETUCTPALIOHHOTO HOMEpA JOKYMEHTAa U NMOPAI0K €ro IPOCTaBJIEHHS.
[opspox agpecannu TOKyMeHTa.

Kakum ciocob6om odopmitsiercst yTBep>kIeHNnEe TOKYMEHTA.

Kakue TpeGoBanus NpeabsBISIOTCSA K PE3OIIOLIH, KAKOB MOPSAAOK €€ 0hopMIIeHHS.

Kakue TpeGoBaHus NpeabsBISIOTCS K 3aT0JIOBKY.

. KaxoB nopsimox oopmieHus MPHUITOKEHUS K JOKYMEHTY.

Kakor nopsiiok opopMiteHusI peKBU3UTOB «IIOAIUCH» U «OTMETKH O 3aBEPEHHU KOTHN».

. Kax odopmisercs cormacoBanue ToKyMeHTa.

KaxoB nopsinok npocraBieHus: Ha TOKyMEHTaX Nedarei.

OTMeTKa, MpocTaBisieMasl Ha BXOIAIIEM TOKYMEHTE, YKAKUTE MOPSI0K UX OOPMIICHUSI.
TpeboBaHuUs K TEKCTY JOKyMEHTA.

Orarnsl OArOTOBKU T0OKYMEHTOB.

Kak odopmiisiercst B TeKCTe CcblTKa Ha APYTOH TOKYMEHT.

B 1em 0co0eHHOCTE 0(OpPMIIEHHS TEKCTOB OYXTaITepPCKUX TOKYMEHTOB.

Kakas noctosiHHas nH(GOpMAaIKs JOKHA ObITh 3a0)Ke€Ha B KOMITBIOTED JUIS COCTaBJICHHs JOKYMEHTOB.
KakoBbl 0COOCHHOCTH COCTABJICHUS TAOJIMII HA KOMITBIOTEPE.
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28. B yeM 0COOEHHOCTB SI3bIKA U CTHJIS CITYKEOHBIX JOKYMEHTOB.

29. KakoB NOpsAI0K UCIIOJIb30BaHUS COKPALIEHUH B CIIy)K€OHBIX TOKYMEHTaX.

30. Kak czaenarh TEKCT TOKYMEHTA MOHATHBIM H yOeIUTEITbHBIM.

31. Buasl peakTOpCKOi MPaBKH.

32. Buasl opranu3aiioHHBIX JOKYMEHTOB, OCOOEHHOCTH UX COCTABJICHUS U O(OPMIICHUS.

33. Bunsl pacriopsiIUTENBHBIX JOKYMEHTOB M YKaXKUTE OCOOCHHOCTH MX COCTABJICHHS U 0pOpMIICHUS.

34. B 4eM 0cOOEHHOCTH COCTaBJICHUS U 0(hOPMIICHHS TPOTOKOJIOB.

35. B 9eM 0co0eHHOCTH COCTaBJIeHUS! M O()OPMIICHHUS aKTa.

36. Kakue TpeOoBaHUs MPEIBIBISAIOTCSA K COCTaBICHUIO M OOPMIICHHUIO TOKIIJHBIX 3aITUCOK.

37. Kakue TpeOoBaHuUs NPEIBSBISIOTCA K COCTABICHUIO U 0(OPMIICHUIO O0BSCHUTEIBHBIX 3aIIUCOK.

38. Kakue TpeOoBaHuUs NPEABIBISIOTCA K COCTABICHUIO U O(OPMIICHUIO CIIPABOK.

39. Kakue TpeboBaHuUs IPEABIBIISIOTCS K COCTABICHUIO CITYKEOHBIX MTHCEM.

40. KakoBbI pa3HOBUIHOCTH TTHCEM.

41. Kakue TpeOOBaHMUs NPEABSIBISIIOTCS K COCTABICHUIO U OOPMIICHHIO TEJIETPaMM.

42. KakoBbI 0COOCHHOCTH COCTABIICHUS ¥ O(POPMIICHUS Tene)OHOTpaMM.

43. Kakue (pyHKINH BBITIONHSAET CITyK0a AeT0NPOU3BO/ICTBA.

44. KakuMy HOpMaTUBHBIMHU IOKYMEHTaMH PETJIaMEHTUPYETCS 1eSTeIbHOCTD CIIY>KObI 1eJI0NPOU3BOJICTBA.

45. Uto moHUMaeTcs nos 00beMOM TIOKYMEHTO000pOTa, MOYeMy OH YBEJIMYNBACTCS.

46. Uto BnusieT Ha OPTaHU3ALHUIO IBUKEHUS TOKYMEHTOB.

47. Kakue opraHu3alMOHHBIE TOKYMEHTHI ONPENENIOT MOPAJOK ABIKEHUS JOKYMEHTOB B OpraHU3aIIHH.

48. KakoBbI OCHOBHEIE MTPaBUIIa OPTaHU3aIUH IOKyMEHTO000pOTa.

49. Kaxue OCHOBHbIE IIOTOKH JOKYMEHTOB MOYKHO BBIJIEJIUTh B OPraHU3aLMU U B 4€M X OCOOEHHOCTH.

50. Kakune TpeboBaHUs PEABABISIOTCS K OPraHN3alliy pueMa U IepBUYHON 00pabOTKH IOKYMEHTOB.

51. B uem 3Ha4YeHue NperBapUTENLHOIO IPOCMOTPA U PACIIPEeiesIeH sl IOCTYNUBIINX JOKYMEHTOB U KaK OHH
MIPOBOJSATCS.

52. Dtambl paboThl UCTIONHUTENS C JOKyMeHTOM. Kakune TpeOoBaHMs MPenbsIBISIIOTCS K 00paboTKe HCXOms-
HIUX JOKYMEHTOB.

53. KakoBsI mpaBwiia 00padOTKH UCXOISIIHX TOKYMEHTOB.

54. Kakue 3a/1a4¥l BBIIIOJHSAET PETUCTPALIUS JOKYMEHTOB.

55. B yeM npeumMyIiecTBa aBTOMaTU3UPOBAHHON CUCTEMbI PETUCTPALIUU.

56. Kakoe 3HaueHue mmeeT MH(POPMAIMOHHO — CHpaBOYHAs padoTa B OpraHU3alMU JTOKYMEHTAIIHOHHOTO
obecrieyeHus yrpaBJIeHUECKON A TENbHOCTH.

57. Kakoe MecTO 3aHUMaeT KOHTPOJIb 32 UCIIOJTHEHUEM JOKYMEHTOB B yIIPaBJI€HUECKON AEATEIHHOCTH.

58. Kakue TI0KyMEHTBI TOHUMAOTCS 110]T 0000IICHHBIM Ha3BaHUEM «00paIlEHUS TPAKIAH».

59. KakoB nopsiioK XpaHeHust Jedl.

60. KakoB nopsitok nepeaayu J1ei B apXuB.

3.2 Tekymas aTTecTanus

Tecmuposanue

TecTupoBaHue IPOBOAUTCS B LENSAX ONEPATUBHOTO MOHUTOPHHTA KA4€CTBA YCBOEHUSI TEOPETUYECKOTO U MpaK-
TUYECKOro MaTepuana.

s orleHnBaHus Pe3yNbTaTOB TECTUPOBAHMS BO3MOXKHO HCIIOJIb30BATh CIEAYIOLINE KPUTEPUN OLIEHUBAHMSL:

®  [PaBUJIBHOCTH OTBETA WU BBIOOPA OTBETA, CKOPOCTb IPOXOXKIEHHS TECTA,;

®  HaJM4He NPaBUIILHBIX OTBETOB BO BCEX MPOBEPIEMBIX TeMax (IUIAKTHYECKHX SIHHUIAX) TECTa.

OneHka IpoBOAUTCS 10 OAJUIbHON cucTeMe. IIpaBuIbHBIN OTBET Ha BOIPOC TECTOBOI'O 3a/laHus paBeH 1 Oamy.
OO1ee KOTMUECTBO 0AJUIOB IO TECTY PaBHAETCS KOJIMYECTBY BOMPOCOB. O0IIee KOJUIECTBO BOMPOCOB MPUHIMA-
ercs 3a 100 %, olleHKa BBICTAaBISETCSA MO 3HAYEHHIO COOTHOIIEHHS MPAaBUJIBHBIX OTBETOB K OOIEMY KOJIHMYECTBY
BOIIPOCOB B IIpolieHTax. Jljisl mepecyeTa OLleHKU B TPAJUIIMOHHYIO CHCTEMY MCIIOIb3YeTCs TabIMIla COOTBETCTBHUS:

I'paHunp! B poleHTax TpaauioHHas oleHKa
85-100 % 5 - OTIUYHO UIIHU 3a4TEHO
71-84 % 4 - X0opoIIo Win 3a4TEHO
60-70 % 3 - Y 10BNETBOPUTENHHO UJTH 3aUTEHO
0-59 % 2- Y 10BJIETBOPUTENHHO WM HE 3aYTEHO

IIpuMepHBIi cIMCOK BONPOCOB /ISl NPOBeeHUS] TECTHPOBAHMS:

1. Tlogmucanue ABISICTCS:
Croco06oM cortacoBaHHs JOKYMEHTa
Crnoco60M BhIpaKeHHsI 0TBETCTBEHHOCTH 32 cojlep:KaHne TOKYMEHTa
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CriocoO0M yTBEpKIICHUS TOKYMEHTA

Croco60oM 03HAKOMIICHHS C COJIEpKAHUEM JIOKYMEHTa

EauHCTBEHHBIM CIIOCOOOM YAOCTOBEPEHHUS TOKYMEHTA.

2. 3aroJjoBOK K TEKCTy MPOTOKOJA JOKSH (YOPMYIIUPOBATHCS B:

BunantensHOM magexe (Koro, 94To?)

JarensHOM manexe (koMy, uemy?)

IIpennoxuoMm nanexe (0 yem?)

PoauresnbHOM najge:xe (koro, yero?).

3. PexBusur “Buza” ucnons3yercs:

IIpu BHYyTpeHHEM COTJIaCOBAHUM IOKYMEHTAa

IIpu cornacoBaHuM TOKyMEHTa C BHEIIHEW OpraHu3aiuen

Jnist prHAHCOBBIX U 0COO0 OTBETCTBEHHBIX JOKYMEHTOB

Bo Bcex ciyuasix.

4. VYxazaHUs 10 UCTIOTHEHHUIO IOKYMEHTA COJIEPKATCs B PEKBHU3HTE. ..

Pe3osronms

Tekcr 1oKymMeHTa

I'pud yrBepxaeHws

3aroyioBOK K TEKCTY

Hu B xakom.

5. 3aronoBok k Tekcty [lonoxenus (IIpaBui) K0KeH UMETh GOPMYITHPOBKY B ...

BunantensHOM magexe (Koro, 94To?)

JatenbHoM majgexe (koMy, uemy?

IMMpenno:xkuom nage:xe (0 yem?)

HMmenuntensHOM maaexe (KTo, 9T0?).

6. CornacoBaHue ObIBacT:

BHyTpeHHUM 1 BHEITHUM

TlonHBIM U KpaTKUM

C0XHBIM U IPOCTHIM

C pYKOBOJUTENEM YUPEKACHUS U C PYKOBOJUTENEM OAPA3ICIICHUS

C BbILIECTOSIIUMH PYKOBOAUTEISMHU UM OPraHU3aLUAMU.

7. Haty «9 masg 2000 rona» B JOKyMEHTaX ClIeAyeT IPOCTaBIATh KaK ...

09.05.2000

9 mas 2000 ©

09/05/00 09-05-00

8. PexBuzutsl “OMbOnema npeanpustus’” 1 “‘HanMmeHoBaHue npepuaTHs” pactoyararoTcst

B BepxHeii yacTH JIMCTA — ¢JIeBa B YIJIy WIM B LIEHTpe

B BepxHeii wactu nucrta B ieHTpe BepxHero nos

B npaBom BepxHeM yrity

Hpyr nox npyrom.

9. I'pud yTBEep:KACHUSI — 3TO PEKBU3UT. ..

O¢unmanbHOTO JOKYMEHTa, BEIPAKAIOMINAI COTIIacHe YUPEeKICHHUS WM €TO OpraHa, He SBIIIOIIEroCs aBTOPOM J0-
KYMEHTa, C €T0 COJIepKaHNEM

OdunumanbHOTO JTOKYMEHTa, CBHACTEIBCTBYIONIUI 00 0COO0M XapakTepe MH(OpMAIMU, OTPAHUYMBAIOIIUN KPYT
MOJIH30BATENIEH TOKyMEHTA

Oo¢unmanbHOTO TOKYMEHTA, IPUAAIONINN HOPMAaTHBHBIN HIIH MIPABOBOI XapaKkTep ero coaepKaHuio

JokymeHTa, npeacTaB/siionIuii c000il cOOCTBEHHOPYYHYIO OANUCH MOJTHOMOYHOTIO T0JIKHOCTHOIO JIHII.

10.B npnnokeHuH K pacTiopsANTEIFHOMY JOKYMEHTY Ha ITEPBOM €T0 JIFCTE B IPABOM BEpXHEM YTy MUIIYT:

“Ilpunoxenue”

“IIpuiao:keHne” ¢ yKka3aHneM HANMEHOBAHHUS PACHOPSIHTEIHLHOTO JoKyMeHTa “[Ipnioskenune’ ¢ ykazaHueMm
HAUMEHOBAHUSI PACHOPSIAUTEIHLHOT0 JOKYMEHTA, €ro AaThl U PerucTPalMoOHHOr0 HoMepa.

11.KpaTkoe u3joxeHne cMbIciia JOKYMEHTa COJIEPKUTCS B PEKBU3UTE ...

Pezomronus

TekcT noxymeHTa

OTMeTKa 0 KOHTPOJIe

3aro10BoK K TEKCTY.

12.TIpaBunbHOE 0hopMIICHHE TAaThl B JOKYMEHTE:

B I momyroauu 2005 r.

B nepBom mosyroguu 2005 r.

B I mon. 2005 r.

B mepsoMm moa. 2005 T.

13.IToamucek oTAeIsIeTCs OT TEKCTA. ..
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HurepBanom

2 UHTEpBaJIaMU

3 uHTepBaJaMu.

14.TleyaTb Ha TOKyMEHTE MPOCTABIISIETCS Ha ...

[Noanwcn 1 JOMHKHOCTH TTOATHCABIIIETO

PexBusute “YTBEPXIAIO”

Komnusix nokymenta

PexBusute “Ilata”

JIn4HOM moAnucH JOJHKHOCTHOTO JIMLA.

15. AnpecaToB B OJTHOM TJOKYMEHTE MOXKET OBITH ...

Tonpko oguH

He Gonee Tpex

He GoJiee yeTbipex

CKOJIBKO HEOOXOIMMO.

16.1IpaBunbHas AomycTUMAasi HyMepalus pa3/esioB, MoApa3AeoB, IyHKTOB U MOAMYHKTOB JOKYMEHTA ...

I 11, 1II

1,2,3

a,0,B

17.1Ipu cocTaBieHHH OTMETKH O TPUIIOKCHHUU K TEKCTY CIYKEOHOr0 MHChMa HE YKa3bIBACTCs KOJMYECTBO JIUCTOB,
€CITH. ..

IIpunaraemplii JOKYMEHT Ha OJTHOM JIUCTE

[punaraeMslii JOKyMEHT CIIMIIKOM OOBEMHBIH

[TpwaraeMerii JOKYMEHT Ha OJTHOM JIUCTE ¢ 000pOTOM

IIpunoxenue cOpoIIOPOBaHO.

18.Cioco0 npenBapuTeTbHOTO PACCMOTPEHHS U OIICHKHU MPOEKTa JOKYMEHTA peanuzyercs B hopme:

BusupoBanus 10KyMeHTa

Peszosnroniun Ha TIOKyMEHTE

I'puda cornacoBanus

OTMETKH 0 KOHTPOJIE

OTMeTKH 00 UCTIOTHHTEIE.

19.0TMeTKy 00 HCIIOTHHUTENE TOKYMEHTA MPABUIBHO PACTIONIOXKHUTD B ...

JleBOM HM)KHEM YTITy JIMIIEBOW MU 00OPOTHOM CTOPOHBI MEPBOTO JIKCTA TOKYMEHTA

[IpaBoM HIKHEM YTITy JHUIIEBON MIIH 00OPOTHOM CTOPOHBI ITOCIIEIHETO JINCTA JOKyMEHTa

JleBOM HM:KHEM YIJIy JIMIIEBOH MM 00OPOTHOM CTOPOHBI NMOCJIEAHEr0 JUCTA JOKYMEHTA.

20.YcnoBHOE 0003HAYEHHUE JOKYMEHTA, PUCBAUBACMOE €My IIPH PETHCTPAINHU, Ha3bIBACTCH. . .

PeruncrpanuoHHblii HHIEKC

TlopsiakoBeIi HOMED

YueTHsbIi UHIEKC

Perucrpanuonusiii Homep.

21.Hymepanus ctpaHull JOKYMEHTa IPOU3BOAUTCS:

Tlo ueHTpy HUKHETO TOJIA

Ilo ueHTpy BepXHero moJs

B npaBoM BepxHeEM yrily JOKyMEHTa

B mpaBoM HIDKHEM YyTITy JOKyMEHTA.

22.PexBusura “Ha3Banue Buaa 10KymMeHTa HET

Bo BHYTpeHHHX TOKyMEHTaX

Bo BHelIHUX JOKYMeHTax

B muceMmax, dakcax, TererpaMmmax

B HEKOTOPBIX TOKYMEHTaX.

23.AnpecHble 1aHHbIE NPEANPUATHS YKa3bIBAIOT

B mo6p1x

Bo BHemHuX

B muceMax, dakcax, Teaerpammax

T'ie 310 HEOOXOAUMO.

24.OcHoBaHMe W3IaHMS IPHKa3a B CBSA3U C peopraHu3anreil CTpyKTypHI yIIpaBiIeHU B GUpMeE CONEPKUTC B ...

3arosioBke

KoncraTupylomeii yacTu TeKkcTa npukasa

[No3wummu texcta “OcHoBanuEe”

IIpunaraeMbIx JOKyMEeHTax

PacniopsiauTenbHOM yacTu TeKCTa MpuKasa.

25.TIpaBoBOH aKT, OTIPEACTSIONINN MOPSIOK 00pa30BaHus, paBa, 00I3aHHOCTH U OPTaHHU3AIHI0 Pa0OTHI YUpexKIe-
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HUS Ha JUTUTENBHBIN MEPUOJ] BPEMEHH — 3TO ...

TIpukas

Ilonoxenue

Horosop

Ycras

JloIDKHOCTHAS HHCTPYKIIHSI.

26.B muceMe, 0popMIIEHHOM Ha OTaHKe (UPMBI, HEIOMYCTHMO HCIIOIb30BaTh U3JI0KCHHE:

ot 1 1nua, ex. ynciaa

oT 3 1. 1. YHhcna

oT 3 1. MH. Yucna

oT 1 1. MH. 4yncna

27.10KyMEHT, ONTUCHIBAFOIIMIA HITH TTOITBEPIKIAFOIIHIA COACPKAaHUE TeX WX UHBIX (DAKTOB WIIM COOBITHIL:

AKT

JlokitamHas 3ammmcKa

Cmpaska.

28.3aroJ0BOK K TEKCTY JODKHOCTHOW MHCTPYKIIMU TOJDKEH UMETh (JOPMYIUPOBKY: BuHHTENEHOTO Maaexa (Koro,
49T107?)

JarennHoro mamexka (komy, 4emy?)

IIpennoxuoro nagexa (o yem?)

HMmenurtenpHOTO NMagexa (KTo, 910 ?).

29.VIHCTpYKIHS O JEIONPOU3BOJICTBE YTBEPIKIAETCH. . .

OTBETCTBEHHBIM 3a JIEIONPOU3BOCTBO JULIOM

HavansHuKOM KaHIETIPHH

PykoBoauTesieM npeAnpusATUs

CekperapeM-peepeHTOM.

30.[ara akTa 370 ...

Jara yTBepkaeHus

Jara co0bITHSs

Jara noamucanus.

31.Bo Bpemst POU3BOACTBEHHOTO COBEIIAHUS y JUPEKTOPa CEKPeTaph 3alFChIBaJl BEICTYIUICHHUS W IPUHSTHIC pe-
menus. [To uroram 3acenanus ciieayetr 0QOPMHUTS ...

IIporoko.

Pewenue

Pacniopsbxenue

IIpoToxoJ, pelieHue u pacrnopsHKeHne

Ilo ycMoTpeHHIO Ha4aIbCTBA.

32.B5I cumntaete, 94TO IS YIAYUIICHUS IEIOTPON3BOICTBA Ha BameM mpeanpustTii Hy>KHO 3aKyIIHTh H YCTAaHOBUTH
JIOTIOJTHUTENIBHOE TIPOoTpaMMHOe oOectiedeHrne. CBOW NPEIIOKEHHUs T PyKoBoAcTBa (hupMbl BBl MOXKeTe 000CHOBATH B

IIuceme

Pewenun

AxTe

CmpaBke

B noknagHo# 3anucke.

33./lata B rpude yTBEpKIACHHUS JOKYMEHTA MPOCTABIISETCS:

MaIuHOIUCHBIM CITOCOO0M

OT pyKH cekpeTapemM

[ocne yTBep ) aeHNs JOKyMEHTa PYKOBOIUTEIIEM

CamMuM pyKOBOJUTEIeM B MOMEHT YTBePKIeHHUsI JOKYMeHTa

JIro0bIM crIOCOOOM.

34.Komuccus 1o paccieJOBaHHIO ITOXKapa, IPON3O0MIC/IIET0 Ha CKIIafe OpraHu3alii, YCTaHOBIIIA P (GaKTOB, KO-
TOpbIE MOCTY>KUJIN MPUINHON noxkapa. Komuccust Jo0mKHa COCTaBUTD:

AKT

Crpasky

Joxnaanyto 3anucKy

HHCTpYKIUIO O MPOTHBONIOKAPHOM OE30MaCHOCTH.

35.TIpaBoBO¥ aKT, U3/1aBaeMbIi €TMHOIUIHO PYKOBOJAMTEIEM B IIEJISAX PEIICHHUS OIIEPATUBHBIX BOIIPOCOB, ATO:

TIpukas

Pacnopsixenue

Vka3zanue

HucTpykuus.
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36.JlokyMeHT, MOANEKAIHNHA YTBEPKICHUIO:

TIpukas

AKT

IIucemo

Pacniopsixenue.

37.1Ipuka3bl 0 HA3HAYSHUN HOBBIX PYKOBOJAWTEIICH OPTaHU3AIMH B KOTIHAX MOTYT JOBOJUTHCS /IO CBEICHIS:

PykoBonutenei CTpyKTypHBIX IOAPa3AEIeHUN

AJMUHHCTPATUBHOTO MEpcoHala

Bceero kosiekTusa.

38.PacnopsinurenbHble JOKYMEHTHI BCTYAIOT B CHITY C ...

MomeHTa uX NoAIMCaHus

MowmeHTa X TOJANUCAaHUS U COTIIacOBaHUs

MoMeHTa UX HOANMUCAHUS U I0BEeeHHS 10 CBEIeHHS HCTIOTHUTES

MowmeHTa uX TOBEICHHUS 10 CBEICHHUS UCTIOTHHUTEIS.

39.Pa3paboTka OpraHU3alUOHHBIX JOKYMEHTOB B OPTaHH3ALMUAX U Ha MPEIIPUITUIX — 3TO (popMabHOE, TPaIHIIU-
OHHOE TpeOOBaHKE, HE MMEIOIIEe MPAKTHIECCKOTo 3HaueHUss HeoOXOoMUMOCTh NMpH BO3HUKHOBEHHH KOH(JIMKTHBIX CH-
Tyauui

Co3nanue HOPMATHUBHOM 0a3bl AJ15 OPraHU3ALMYU PABOOTHOLI EHUI

IToBbIlIEHNE TIPECTHKA OPTAHU3ALINH.

40.T1o comeprkaHWIO IPUKA3kl OBIBAOT:

IIpocTbie u crnoxHBIE

ITo ocHOBHOI 1eSAITEILHOCTH U MO JUYHOMY COCTABY

Buytpennue u BHenIHIE

TlonHbie 1 kpaTkue

C yIrJI0BBIM U IPOAOIBHBIM PACIION0KEHUEM PEKBU3UTOB.

41.TIpoTokoJ TOoIHKeH OBITH O(OPMIICH TIOCIIE TIPOBEIEHHOTO 3aCeIaHMsl KOJUIETHATBHOTO OpTraHa He MO3IHee, YeM:

1 nenp

3 nusa

4 nus

5 nHeH.

42 TIpaBoM MOJIIKCH MPHUKA30B IO MEPCOHATY B (PMHAHCOBBIM BOIIPOCAM 00NaacT

PykoBonuTens U 3aMeCTUTENb PYKOBOIUTENS

ToJbKO PYKOBOAUTEIb

HavansHuk otaena kaapos

3aMecTUTeNb PyKOBOJUTEIISI.

43.3aroJ0BKOM K TEKCTY MPOTOKOJIA SBISIETCS ...

DopMyIHpOBKA paCCMaTPUBAEMOU TEMBI

Ha3BaHue Ko/11ernajJbHOT0 OpraHa

Kpartkoe conepxanue 00CyxIeHUS

Hror npuHATHIX pelIeHUN.

44.JTokyMeHT, UKCUPYIOIIHI X0 00CYKIACHUS U TIPUHATHS PEIISHUS Ha 3aCeTaHNAX KOJUIETHaIbHOTO OpTaHa:

AKT

KonTtpaxt

Pewenue

IlocTanoBnenue

IIporoxkoJ.

45.JIoOKyMEHTHI 110 0OIIMM ¥ aAMUHUCTPAaTHBHBIM BOIIPOCAM MOTYT COCTABIISATH: AJIMUHHUCTPAIHS TPEATIPHUATHS

PaboTHHKH (PUHAHCOBBIX OT/IEIIOB

PykoBoautenu ciay:k0 ¥ noapasjiesieHUuil npeanpusTust

PyxoBoautens.

TeMbl HHANBUAYAJIbHBIX 3a1aHUN
Penrenne cutyalimoHHbBIX 337124 10 TEMATHYECKUM pa3fenaM IUCLIUILIUHBL

TeMbl KOHTPOJIBLHBIX paboT
Bapuanm 1.
CocraBbTe U opopMuTe CiIy:KeOHOE MICHMO.
JlenmapraMeHT MOANEPKKHA ¥ Pa3BUTHS MaJIOTO MPEANPUHIMATENHCTBA MICHMOM 32 MOMAIHUCHIO 3aM. TUPEK-
Topa Jenapramenta CeepukoBa A.B. yBenoMI pyKoBOJCTBO JeTckoro cana Ne 1586 0 ToM, 4TO B CBSI3U C pa3Bu-
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THEM MPEeINPUHUMATENIHCTBA 3[JaHHe IETCKOTO caja TOJHKHO OBITh IepPeJaHo AJsl TEXHUYECKUX HYXK JemapTaMeH-
Ta.

Ucnonnurenem BacunpeBoil nmo nmopydenuto aupekropa gerckoro caaa Ne 1586 FOro-3ananHoro oxpy-
HOTO yIpaBJeHus oO0pa3oBaHus I'. MOCKBBI, PacHONI0KEHHOTO Ha NMpocnekTe MUuypruHCKOM, A0M 22 . MOCKBHI,
OBLIO COCTaBIIEHO MHCHMO, aJIpecoBaHHOE OTAeTy muceM Mapuu MOCKBHI 10 ajpecy: T. MockBa, yi. TBepckas, 13,
B KOTOPOM JupeKTop aetckoro cana Ne 1586 O.A.AdpamoBa nmpocuiia pa3o0paTkCsi B JAHHOM BOIIPOCE, MOTHBHUPYS
T€M, YTO B Ha3BaHHOM paliOHE JETCKUX Call0B OCTAJIOCh MAJIO M HE BCE JIETU MOTYT IOCEUIaTh JETCKUE JOUIKOJIb-
Hble yupexaeHus. [lucbMo ObIII0 OTBETOM Ha IOJy4YEeHHBIH TOKYMEHT OT JlemapTaMeHra.

Bapuanm 2

CocraBbTe U 0popMHUTe IPHUKA3 10 OCHOBHOM /1€ TEJIbHOCTH.

C uenblo NpUBJICYECHUS CPENICTB I 0OECIIeYeHUs IPOU3BOACTBEHHOM NESTEIbHOCTH TeHEPATIbHBIN TUpPEK-
Top OO0 «Texnuka» (1. Kypck) Coxonos O.I'. 20 ceHTA0ps TeKyIIero roja U3aal MpUKa3 0 CO3JaHUN KOMMepYe-
CKOTr'0 OTJeJIa B COCTaBe 3 IITaTHBIX €AMHUIL: KOMMEPUECKOro AUPEKTopa - 1, Beaylero crenuaicra - 1, crenua-
mucra - 1. 'maBHOMYy Oyxrantepy npeanpustus 'opsueBy ['.A. OblI0 IOPYUYEHO NIPEICTABUTH HAa YTBEPHKAECHUE HO-
BO€ LITATHOE pacluCaHue MNpeNnpusaTHs Ha 4 KBapTall TeKyllero roxa kK 1 okrabps. KommepueckoMmy TupexTopy
UrnareeBy T.H., koTOpsIit 3aBH3UpOBaI IPOEKT MpHKa3a, MPEANKUCAHO 3aKOHUYUTh KOMIUIEKTOBaHHUE OT/IENa Kajpa-
MH C BBICIIMM 3KOHOMHYECKHM 00pa3oBaHneM K 10 okTaops.

Bapuanm 3

CocrtaBbTe 1 0pOopMHTE JOKJIATHYIO WIH 00BICHUTEIbHYIO 3aIIMCKY.

3amectuTens HavanpHUKa [IponsBoacTBeHHOr0 00BequHEHNs «MOCKOBCKas ropojicKas TeneOoHHas CeTh»
(MI'TC) Munucrepctsa cBsizu PO M.U. [Iy6oB oOpatiiicsi K HAYaTbHHUKY CIEIHATEHOTO YIIPaBIeHUS Tele(pOHHON
cBsA3U Toro ke MuHHucTepceTBa I'.C. AKCEHOBY ¢ JOKJIaJHOW 3alIMCKOM O BBIIEIEHUH IIPSIMBIX IPOBOAOB U Ha3HaYe-
HUU Telle(hOHHBIX HOMEPOB Ha JIOTOBOPHON OcHOBe. B moxmamxoii 3ammcke M.U. Jly6oB cooOmianm o TOM, 49TO B
ceHTsi0pe Tekymiero rojga obwenuHeHreM (MITC) ObUIM MOATOTOBJIEHBI M COTJIACOBaHBI ¢ [ JIaBHBIM INIAaHOBO-
(UHAHCOBBIM ympaBiieHHeM MuHucTepcTBa cBsizu PO noroBopel ¢ HOBEIMU ab0HEHTaMu. [[1s BKIIOYEHHUS yKa3aH-
HBIX a0OHEHTOB B CETh Mepeadu JaHHbIX «MH(poTen» ¢ 1 gekabps TeKylero roja HeoOX0IUMO BbIIEICHUE TIPs-
MBIX IPOBOJIOB. B cBsizu ¢ 3TuM r-H [ly0OB BBIABUHYI NPEAIOKEHHE O BBIICICHNH NPSAMBIX IPOBOJIOB M Ha3HaAUe-
HHUHX TeJe(OHHBIX HOMEPOB Ha JOTOBOPHOI OCHOBE yKa3aHHBIM aboHeHTaM. JlokiiamHas 3anrcKka Obljla COCTaBIeHa
ucnonnutenem Opnosoit u noanucada M.W. JIy6oBbiM 12 HOSOPs TeKyLIero roja.

Bapuanm 4

CocraBbTe U 0(popMHTE IPOTOKOJI.

3A0 «I'pana-M» (Mocksa) 05.03.200__r. nposeno 3acenanue CoBera IUPEKTOPOB, HA KOTOPOM IPUCYT-
ctBoBanu cienyromue wieHsl Cosera: [lonos W.I1., UBanoB U.U., Cunopor C.C., Ycrunosa V.Y., ®egopos O.D.
B cBs3u ¢ HanmuumeMm KBOpyMa 3acefaHue ObUIO MPHU3HAHO MPaBOMOYHBIM. Ha 3acenaHue BBIHOCWIICA BOIPOC 00
OIpeieNIeHUH PHIHOYHOW CTOMMOCTH pa3MelLlaeMbIX OOLIECTBOM JOINOJHUTENbHBIX akuuil. [lo 1aHHOMY BoIpoCy
3aciymany Penoposa @.D., KOTOPBIN NPEATIOKUI ONPEAETUTH PHIHOYHYIO CTOMMOCTD pa3MelaeMblX 00IIEeCTBOM
aKIUH MyTeM 3aKpBITOH MOJIIMUCKU JOTIOHUTENBHBIX akiuuii B pazmepe 10 000 (mecstu Thicsia) pyO. 3a aknuio. 3a-
cellaHne TOCTaHOBIJIO yTBEPAUTh npemiokenue @enopopa @.@., Tak Kak MpU TOJI0COBaHUU «3A» OBUIO OTIAHO
AT ToJI0cOoB, TporonocoBaBmux «[IPOTUB» n «BO3AEP)KABIIMXCS» ne O6bimo. Penrenne npuHATO earHO-
riacHo. 3acenanue Bein npencenarens [1LU. [Tonos. IIpoTokon noarorosnen cexperapem H.I1. IletpoBbim.

IIpumepHbie TeMbI pedepaToB

1) CoBpemeHHbIE OpraHU3anuOHHEBIe (POPMBI CITYKOBI JETIOIPON3BOICTRA.

2) NHCcTpyKIMsl MO AEIONpPOU3BOJCTBY - OCHOBHOW HOPMATHMBHBIM aKT OpraHU3alM{ JAEJIONpPOU3BOJCTBA. 3)
Kanposoe obecrieueHue nenonpou3BOICTBEHHBIX CIIyk0. J[e10BbIe U ICUXOJOTHUECKHE acleKThl paboThl ¢ TOKY-
MEHTaMH.

4) OcoOEHHOCTH COBPEMEHHOTO HH(OPMAITMOHHOTO O(uca.

5) Bonpockl 1OKyMEHTHPOBaHUS, COCTABJIECHUS U 0QOPMIIEHHS JOKYMEHTOB B 3aKOHOJATENbHBIX 1 HOPMaTHB-
HBIX aKTax.

6) Cneunguieckue 0coOEHHOCTH JOKYMEHTAITMOHHOTO 00ECIIeUeHUs YITPABICHUS TYPUCTCKUX YUPEKIESHHUH.

7) OcoOEHHOCTH TIEYaTHBIX TEKCTOB CIYKEOHBIX JOKYMEHTOB.

8) MecTo JOKyMeHTa B CUCTEME 3HaHUI; B3aUMOCBS3b C JPYTUMH Hay4YHBIMU JUCIUIUIMHAMU.

9) CaoiicTBa U (GPYHKIUH JOKYMEHTA (COLMATIBHBIN, MPABOBOI W HCTOPHUYECKHUI XapaKTep JOKyMEHTa).

10) [onsTHEe M NCTOPHIECKUI XapaKTep CII0cO00B JOKYMEHTHPOBAHUS (CKOPOMIHCE, cTeHorpadus, poTo-, K-
HO-, TEJIEIOKYMEHTUPOBAHUE).

11) Bunsl 1oKyMeHTOB, ollpeelsieMble 3aKOHOAATEIbHBIMI 1 HOPMaTUBHBIMU aKTaMH.
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12) OpranuszaiioHHble JOKYMEHTBHI U UX POJb M 3HAYEHHE B YNPAaBIECHYECKOW NESTENBHOCTH OpraHU3alHu.
13) PacnopsiauTenbHble JOKYMEHTHI - BaKHEHIIIEe 3BEHO YIPABICHYECKON NeATENbHOCTH opranu3amun. 14) Jlemo-
BOE MTUCHMO U MpaBHiia €ro COCTABJICHUS U O(hOpMIICHHS.

15) Ormerku Ha noKyMeHTax. MIX poiib B IPOUCXOXKIEHUH U UCIIOIHEHUH JOKYMEHTA.

16) OcHOBHBIE TMOJIOKEHHUS AEIOMPOM3BOACTBEHHOMN CIyXOBI MO OpraHU3alMyd PadOThl ¢ MHUCbMEHHBIMU U
YCTHBIMH 0OpallleHUsIMH FPakJaH.

17) [lenoBas nepemnucka ¢ 3apy0exxHbIM apTHepoM. TpeboBaHUA K COCTaBIEHUIO 0(OPMIICHHUIO.

18) [lenoBoii A3bIK B JeI0NPON3BOACTBE. TeHIeHIIMN pa3BUTHA JEJI0BOIO A3bIKa.

19) [opsiaok nBUKEHUs] JOKYMEHTOB B ouce.

20) CtpykTypa 0a3 JaHHBIX MO JJOKYMEHTHOMN CHCTEME OpraHU3aIiH.

21) OcobeHHOCTH PadOTHI C OTJCIBHBIMU TPYMIIAMH JOKYMEHTOB.

22) [Ipukaspl M0 TMYHOMY COCTaBY; OCOOCHHOCTH UX COCTABIICHUS 1 OPOPMIICHUS.

23) TpynoBo# koHTpakT. TpeboBanus k ero coaepxanuio. [IpaBuna ohopmieHus.

24) loxnmagHast u OOBSCHUTENbHAS 3aIIMCKH - CPAaBHUTENBHEINA ananu3. [IpaBuia coctaBienns 1 0hOpMICHHS.

25) «OpurnHan», «IOAJTUHHUK», KOIIHS» - MECTO M 3HaYEHUE B JJOKYMEHTALlMOHHON CHCTEME.

TeMbl 111 CAMOCTOSITEILHOTO U3Yy4YCHUS

Tema 1. llenu u3ydyeHus U 3a7a4yu Kypca AeJIONpOU3BOJCTBa, ONpellesieHle AenonpousBocTea. Poias no-
KyMEHTallMOHHOTO obecreyeHusi B ynpaBieHuH. Tema 2. bnank noxymeHTa, BUABI OJaHKOB OpPraHU3allMOHHO-
paclopsAUTENbHBIX JOKYMEHTOB. TpeboBaHus K OjaHKaM, pa3mepsl noneil 01aHkoB. [Ipu ocBoeHUHM MaTepHajoB
JAHHBIX T€M PEKOMEHIYeTCs: - KOHCIIEKTHPOBAHUE TIEPBOMCTOYHUKOB M APYTroil yueOHOW ITUTeparypsl MO BOIPO-
caM HOPMaTHUBHO-IIPaBOBOI0 obecreueHns B 001acTi paboThl ¢ JOKyMEHTaMu; - IpopaboTKa y4eGHOro Marepuaa
0 CTaHJapTaM B 00JacTH padOTHI ¢ JOKyMEHTaMH (110 Y4eOHOIH 1 HaydyHOH JUTepaType); - HanrcaHue pedeparos
(acce); - camoTrecTrpoBanue (BOIpockl 1-27); - paboTa ¢ HOpMAaTUBHBIMU JOKYMEHTAMHU W 3aKOHOJATEFHON 02301,
penIaMeHTUPYIOIUH eTONPOU3BOICTBO NPEIPUATHI 1 OpraHU3aLUi.

Tema 3. PacnopsiiuTenbHble TOKYMEHTHI, X Ha3HauY€HHE U POJIb B yIpaBieHuH. OCHOBHBIE BUABI PaCIo-
PAAUTENBHBIX JOKYMEHTOB M 00IIMe MpaBuiIa 0popMIIeHUS.

Tema 4. udopMaliMoHHO-CIIPaBOYHbBIE JOKYMEHTHI, UX Ha3HaYeHUE U PoJib B ynpasieHuu. [lepedens oc-
HOBHBIX BHJIOB MH(OPMALIMOHHO-CIIPABOYHBIX TOKyMeHToB. Obumme TpeboBanusa k opopmienuto. [Ipu ocBoernnn
JITaHHBIX TE€M HEOOXOIUMO KOHCIEKTUPOBaHME NEPBOMCTOYHHMKOB U JPYrod y4eOHOH JuTepaTypbl IO BOIpOCaM
oopMIIEeHUS TOKYMEHTOB, UCIIOIB3YEMBIX Ha MPEINPHUATHAX U OPTAaHU3ALMUX; - IpopadoTKa yaeOHOTo MaTeprana
(o yyeOHOM M Hay4HOW JIUTepaType) 10 BOIpocaM CO3AaHus U 0(pOopMIIEHHs YIIPaBIEHYECKUX TOKYMEHTOB; - pa-
00Ta ¢ HOPMAaTUBHBIMU JIOKYMEHTAaMHU W 3aKOHOAATEIbHON 0a30ii, YCTaHABIIMBAIOIICH JCHCTBYIONIME CTAHIAPTHI
oopMIICHUS JOKYMEHTAIUK; - HamucaHue pedeparop (3cce); - camoTecTupoBanue (Bompockl 28-45); - OUCK U
0030p HAay4YHBIX MyOJMKALWH U 3JEKTPOHHBIX HCTOYHUKOB MH(OPMALUH MO BOIpocaM o(pOpMIICHHUS yIpaBiIeHYe-
CKUX JOKYMEHTOB, IOAIrOTOBKA 3aKJII0UEHHs 110 0030py.

Tema 5. JJoxymeHT0060poT. OCHOBHBIE 3Talnbl AJOKyMeHTOoOOpoTa. TexHomorus paboTsl ¢ BXOIAIIMMHU
JIOKYMEHTaMH. - KOHCIIEKTUPOBAHNE TEPBOUCTOYHUKOB U JPYrod yueOHOW JUTepaTyphl 10 BOMPOCAM TMEpexoja
MPEANPHUIATAN Ha WUCIOJIB30BaHHUE DIIEKTPOHHBIX TOKyMeHTOB. HeoOxoauma mpopaboTka y4eOHOro MaTepuana I1mo
COBEPILLIEHCTBOBAHUIO JOKYMEHTOOOOPOTa C HCIIOJIb30BaHUEM COBPEMEHHBIX MH()OPMALMOHHBIX TEXHOJIOTUH (110
yueOHOW W HAy4dHOU NuTeparype); - paboTa ¢ HOPMATUBHBIMH JTOKYMEHTaMH M 3aKOHOJATEIbHOH 0a30if, perna-
MEHTUPYIOIMMH UCIIOIb30BaHUE IEKTPOHHBIX JOKYMEHTOB Ha IPEANPUATUH; - IOUCK U 0030p HAY4HBIX MyOiH-
KallUi U 3JIEKTPOHHBIX HCTOYHUKOB MH(OPMALIUH, PACKPBIBAIOILMX HOBEHILINE TOCTHIKEHHS U IIEPCIIEKTUBBI Pa3BU-
TUSL B O0JIACTU BIIEKTPOHHOTO JOKYMEHT000OpOTa, MOATOTOBKA 3aKIIIOUEHHs M0 0030py; - 00padoTka HOpMaTHB-
HBIX MaTEepHaJIOB; - aHAIN3 CTATUCTUUECKHUX M (PAKTHIECKHX MaTepHajiOB, COCTABJICHIE BHIBOJOB Ha OCHOBE IPO-
BEJICHHOTO aHaJIN3a; - HalCcaHue pedepaToB (Icce).
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