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1. Heau u 3a1a4u JUCHUNJIMHBI (MOZYJIs1)

[lenbto M3ydeHHs] AUCUMILIUHBI «JlOKyMeHTalmoHHOE obOecriedeHne U AeJIONPOU3BOACTBO B
rocyJapCcTBEHHOM U MYHHUUUIIAIBHOM  YIOpPABJICHUM» (lajgee — JUCHUIUIMHA)  SIBIAETCA
dbopMupoBaHue y OOydYalOIIMXCSl CHUCTEMHBIX 3HAHUH M MpeJICTaBIeHU 00 OCHOBax
JOKYMEHTAI[MOHHOTO O00eCIeYeHHsI B TOCYJAAPCTBEHHOM ¥ MYHHUIUIATHHOM YIPABICHUHU, O
HOPMAaTUBHO-METOAMYECKOI 0a3e MeIonpon3BOCTBA U JOKYMEHTOBEAUECKONH TEPMUHOJIOTHH.

3ajaun JUCHUTIINHBI:

— PpacKpbITUE TEOPETUYECKHX, METOAOJOTHYECKHMX M MPAKTHUYECKUX OCHOB pPabOTHI C
JOKYMEHTaMH M POJIM JJOKYMEHTA U JOKYMEHTUPOBAHHOW MH(OpPMAIINY B IPAKTHKE YIIPABJICHUS,

— W3Y4YEeHHE 1TallOB Pa3BUTHA JTOKYMEHTa KaK HOCHUTENs MH(OpMAaINH, 3aKOHOJIATEIbHBIX U
HOPMaTHUBHO-METOIMYECKUX JOKYMEHTOB, PErJIAMEHTHPYIOLIUX JJIONPOU3BOICTBO OpPraHU3aIiu;

— 3HaKOMCTBO C MIPaBUJIaMU COCTaBJICHUS U 0(OPMIICHHS YIPABIEHYECKUX JOKYMEHTOB;

— u3y4yeHHe paboOThl CIYKOBl JOKYMEHTAIMOHHOTO OOECIICUCHHs YIPABIICHUS, MOPSIKA
paboThI € IMYHBIMU U CITY>KEOHBIMU JOKYyMEHTaAMU;

— (¢opMUPOBaHNE HABBIKOB COCTABJICHHS U O()OPMIICHHUSI OCHOBHBIX JOKYMEHTOB YITPABJICHUS;

— 3HAaKOMCTBO C COBPEMEHHBIMHU TEXHOJIOTHUSMU U OCHOBAMH OPTaHH3aI[MU AJIEKTPOHHOTO
JOKYMEHTOO0O0pOTa Ha MPEANPHUATUH;

— U3y4YeHUE MOpsAKa TEKYIIero XpaHeHUs JOKYMEHTOB M OBJaJIEHUE METOAUKON 00paboTKu
JIeJT JIJIS1 TIOCIICYFOIIIETO XPaHEeHHUS.

2. Mecto qucuuminnsl (MmoayJs) B ctpykrype OINIOII

JlucuuruiHa  OTHOCHTCS K JAMCHMIUIMHAM — 4YacTH, (QOpMHUPYEeMOHW  y4aCTHUKAMH
oOpa3zoBaTenbHBIX OTHOIICHWH Onoka bl. Jlucumrmamubel (Moaynu) yd4eOHOTO IUIaHA 1O OCHOBHOM
npodeccuoHaIbHOM 00pa30BaTesIbHOM MporpaMme BbIcuiero oOpazoBaHus ['ocynapcTBeHHOE H
MYHHMIMIIAJIBHOE yIpaBieHUEe 1o HanpasieHuto mnoarotoBku 38.03.04 [ocynapctBeHHOE U
MYHHMIMIIAJIBHOE YIIPABICHUE.

3HaHUs, yMEHUsI, HABBIKM W KOMIICTEHIIMH, MOJYyYCHHBIE OOYYAOIIMMUCS TPU H3YUYECHHUH
JAHHOW JUCLUIUIMHBI, HAaXONAT IPUMEHEHHE B TBOPYECKOW M HAy4YHO-UCCIIENOBATEIbCKON
NeSITeIbHOCTH, ITPH MOATOTOBKE KYPCOBBIX PabOT U BHITYCKHON KBaJIM(UKAIIMOHHOW paboThl.

JucuumnirHa u3yyaercs Ha 2 Kypce B 4 cemecTpe, popMa MPOMEKYTOUYHON aTTeCTalu —
3a4er.

3. [lepeuyeHb MUIAHUPYEMBIX Pe3yJIbTATOB 00y4eHHs M0 JMCHUIIHHE (MOAYJII0), COOTHECEHHBIX
¢ IVIAHUPYEMBIMH pe3yJIbTATAMH O0CBOCHHS 00pa30BaTeIbHOM MPOrpaMMbl
B pesynbrare ocBoeHHs yuyeOHON IUCHUIUIMHBI OOYYarOLIUICS JOHKEH JIE€MOHCTPUPOBATH
CIIEYIOINE PE3YyIbTaThI:

Ko u HaumMeHnoBaHue

Kareropus Kon u
UH/MKaTOpa Koz u HanMeHoBaHMe pe3yabpTaTa
KOMIIETEHIIN (dbopMynupoBKa
. JOCTHKECHHUS 00y4eHus
71 KOMIIETEHIINH
KOMIIETEHIINH
I1K-3 Criocoben [1K-3-U-1. Yuacteyer | [IK-3.1-1.3-1. 3Haet popmsl

BC€CTHU
ACIONPONU3BOACTBO U
I[OKYMCHTOOGOpOT B

B 0o0ece4eHuu
BeJICHUS
JICTIONIPOM3BOICTBA U

OpraHu3aIusIX Mo
peanu3auu §yHKIHA
U TIOJITHOMOYHIA

BCACHUA OCJIONIPONU3BOJACTBA

T1K-3.1-1.3-2. 3HaeT cocras
YIPABJICHUYECKUX TOKYMEHTOB U

opraHax JOKyMEHTOO00pOTa B | 001ue TpeboBanus K 0hopMIICHHTO

rOCYapCTBEHHOM opraHax JTIOKYMEHTOB.

BJIACTH, OpraHax rOCyJIapCTBEHHON IIK-3.1-1.V-1. YMmeeT

MECTHOTO BJIACTH, OpraHax (opMHUpPOBATh JOKYMEHTAIbHBIH

caMOoyTIpaBJICHUS MECTHOTO (hoH T OpraHu3aIy.
CaMOYIIPaBJICHU, [IK-3.1-1.Y-2. Ymeer

OCYIIECTBIIATH YUET U PETUCTPAIHH
HOPMATUBHBIX MTPABOBBIX aKTOB,
0(OpPMIISATH PEKBU3UTOB
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rocyaJapCTBCHHBIX U AOKYMCHTOB
MYHHUIIATIATBHBIX
OpraHoB

B pe3ynbraTe 0CBOCHUS NUCHUIUIMHBI 00y4YaOUIHICs TOJIKEH:

3HATh:

— colep)kaHWe HOPMATUBHBIX IMPABOBBIX AaKTOB M  METOAMYECKHUX JOKYMEHTOB,
PETTIaMEHTHPYIOIIUX BOTIPOCHI CO3/IaHUS JOKYMEHTOB M paOOThI C HUMU;

— TpeOOBaHHUA K COCTABICHUI0O U O(OPMIICHUIO OpPraHU3AIOHHO-PACIOPSIUTENHHOM
JIOKYMEHTAIUH;

YMETb:

— HCIIOJIB30BATh MOJNyYEHHBIC 3HAHUS B MIPAKTHUYECKON paboTe Mo CO3JaHMI0 U O(hOPMIICHUIO
CIIy>keOHBIX JOKYMEHTOB;

— B COOTBETCTBHH C YCTAHOBJICHHBIMU TPEOOBAHHUSIMH COCTABIIATH U ODOPMIIATH Pa3HbIC BUIBI
JIOKYMEHTOB CHCTEMbI OPTraHU3allMOHHO-PACIIOPAIUTEIBHON TOKYMEHTALIUN;

— BECTH JICJIOBYIO MEPENUCKY, IEIOMPOU3BOJICTBO B OpraHax U OpraHU3alusix;

BJIQJICTh:

— COBPEMEHHBIMH TEXHOJIOTHSIMU JJOKYMEHTAIIMOHHOTO 00€CIIeueHs YIIPABJICHHUS;

— HaBBIKAMH COCTaBIJICHUS U 0QOPMIICHHUS JOKYMEHTOB.

4. O0beM QUCHUIIMHBI (MOAYJISA) M BUIbI y4eOHOH padoThl (pa3aensiercs no popmam
00yueHus)
OO0miast TpyJI0EMKOCTh JUCHUILIMHBI cocTaBisgeT 3 3adyeTHble eauuuilbl (108 gacor). dopma
MIPOMEXKYTOUHOM aTTecTaluy — 3a4eT.

Ounas ¢popma o0yueHust

Bup y4eOHoii padoThI Bcero CemecTpbl
4acoB 4

AyIuTOpHBIE 3aHATHS (KOHTAKTHas1 paboTa) 34 34
B ToM ynce: - - - -
Jlexumnu (JI) 16 16
[Tpaktuueckue 3ansatus (I113) 18 18
Cemunapsl (C)
JlaGoparopusbie pabots! (JIP)
CamocrosiTesibHas padora (Bcero)* 74 74
By npomeXyTo4HON aTTecTalluy 3ayem
OO6m1ast TpyA0€MKOCTb: Yachl 108 108

3a4ETHBIE €IMHULIBI 3 3

OuHo-3a0uHas popma 00yueHHs
Bup yueOHoii padoThl Bcero Cemectpsl
4acoB 4

AyauTOpHBIE 3aHATHS (KOHTAKTHAs padoTa) 16 16
B ToM gnce: - - - -
Jlexumum (JI) 8 8
[Ipaktnueckue 3ausarus (113) 8 8
Cemunapsl (C)
JlaGoparopusbie pabots! (JIP)
CamocrosiTesibHas padora (Bcero)* 92 92
By npomexxyTo4HON aTTecTalluy 3ayem
OO61mast Tpy10€MKOCTb: 4achl 108 108

3a4€THBIC €AMHUIBI 3 3
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*  nmuas oOyYaromMXCs 10 WHIAMBUAYAIHPHOMY YyYeOHOMY IIIaHy KOJIMYECTBO YacOB KOHTAaKTHOW U
CaMOCTOSTENBHOM pabOThl YCTAHABIUBACTCSA MHIMBULYATEHBIM YIeOHBIM IIaHOM .

JlucuuiiiiHa — peanu3yeTcsi TOCPEACTBOM MPOBEACHUsS Y4eOHBIX 3aHATHH  (BKIIOYas
MPOBEACHUE TEKYIIETO KOHTPOJIS YCIEBAEMOCTH U MPOMEXKYTOYHOU aTTecTanuu oOydaromuxcs). B
COOTBETCTBHUH C paboYeil MporpaMMoi U TEMAaTUYECKUM TUTAHOM M3yUeHUE JUCIUILTUHBI TPOXOIUT B
(dbopMe KOHTAaKTHOM pPabOTHI OOYyYarONIUXCS C TPENojaBarejieM M CaMOCTOATEIbHOW paboThl
oOyuatomuxcs. [lpu peanuzanuy AUCIUILIMHBI MPEAYCMOTPEHA ayIUTOPHAsS KOHTAKTHAs padoTa w
BHEAYJUTOPHAs KOHTAKTHas paboTa MOCPEACTBOM 3JIEKTPOHHON WH(OPMAITMOHHO-00pa30BaTEILHOM
cpenpl. YYeOHBIM MpoIecC B ayAUTOPUHM OCYIIECTBISACTCS B (OpMe NEKIUHA W TPAKTHUECKUX
3aHATUH. B JEKIUSIX pacKpbIBarOTCS OCHOBHBIE TEMBI, KOTOPBIE BXOAT B pabouyro mporpammy. Ha
MPAKTUYECKUX 3aHATUAX Oojee MOAPOOHO U3ydaeTcss NPOTPAMMHBIA Marepual B IIOCKOCTH
OTpabOTKHU MPAKTHYECKUX YMEHHH U HaBBIKOB U YCBOEHHUS TeM. BHeayuTopHas KOHTakTHasi paboTa
BKJIFOYAET B ce0s MPOBEJCHUE TEKYIIETO KOHTPOJISI YCIIEBAEMOCTH B AJIEKTPOHHON WH(POPMAITMOHHO-
o0OpasoBartesbHO cpejie.

5. Conepsxkanue IMCHUILTHHBI (MOTYJIA)
Pazgennbl JMCHUIVIMHBI U TPYA0EMKOCTh 110 BUAAM Y4eOHBIX 3aHATHI
(B akajleMHYeCKHX Yacax)
Ounasn ¢hopma odyuenusn

Buabl yueoHo#i padoThl, aKkageMHYeCKUX YacOB
= KonTakTHasi padoTa ody4yarommuxcs ¢
s npenojaaBaTeeM
A
S = o <] )
Pa3neu, Tema = EE s S 2
-5 =3 =) = < w R
2 S s = = s 2 s s E
= S & 5 S = & E ZE
S 2 s E = = E =
= -] =l s F ¥ &
5 ET | :| E°
-5
= &} =
Tewma 1. IlpaBoBBIE 1 HOPMATHUBHBIE
P p 18 14 4 2 2
OCHOBBI JICJIONPOM3BOJICTBA
Tema 2. CraggapTHu3amnus mmpoiecca
AGpTHIAIHA TIPONL 18 14 4 2 2
JIOKYMEHTHPOBAHHS
Tema 3. Opraau3zainoHHO-
pacnopsaauTesibHas JOKYMEHTaLIMS: 18 12 6 4 2
MTOITOTOBKA ¥ 0(OPMIICHUE
Tema 4. lokyMeHTaIIMOHHOE
Hoky 19 18 10 8 4 4
o0ecrieyeHue KagpoBoi paboTh
Tema 5. Oprauusais paboTEI ¢
p 1A p 18 12 6 2 4
JIOKYMEHTaMH
Tewma 6. CoBpeMeHHBIE
WHPOPMALTMOHHBIE TEXHOJIOTHU B 18 12 6 2 4
JIEJIOTIPON3BOJICTBE
KouTtpoab, npoMe:xyTouHast
aTTecTAIMS
Oomuii 00LeM, YacoB 108 74 34 16 - 18
dopMa NPOMEKYTOUHOI aTTeCTAMH 3ayer

JUIst 00y4aroUuXcs 110 WHAMBHIYAIFHOMY Y4€OHOMY IUIaHy — y4eOHOMY IUIaHy, 00eCIeYHBaIoIeMy OCBOCHHUE
COOTBETCTBYIOIIEH 00pa3oBaTeNbHOW MPOrpaMMBI Ha OCHOBE WHIMBHIYAIN3AIlMM €€ COJEPXKAaHHA C Yy4eTOM
ocobeHHOCTE M 00pa3oBaTENbHBIX MOTPEOHOCTEH KOHKPETHOrO oOydaromierocsi (B TOM 4YHCIE IIPH YCKOPEHHOM
o0ydeHuH, /Uil 00y4JalonMXcs ¢ OrpaHNYECHHBIMU BO3MOXKHOCTSIMH 37I0POBbS M MHBAINJIOB, JUIS JIUII, 3a4MCIICHHBIX IS
MIPOAOIDKEHNS O0y4YeHHS B COOTBETCTBHM C YacThio 5 crateu 5 ®DenepampHoro 3akoHa oT 05.05.2014 Ne84-03 «O6
0COOCHHOCTSIX NMPABOBOTO PETYJINPOBAHUs OTHOWIEHWH B cdepe oOpa3oBaHMS B CBS3M C NpHHATHEM B Poccuiickyro
®enepanmro Pecriyommku Kpeim 1 oOpazoBanuem B coctaBe Poccuiickoit denepanyn HOBBIX cyObekTOB — PecmyOmamuku
Kpemim m toponma denepanbHoro 3HaueHus CeBacTomoiisi M O BHeceHMHM u3MeHeHud B DenepanbHbiii 3akoH «OO0
obpazoBanuu B Poccuiickoit @enepannmy).
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Ouno-3aounasn hopma odyuenusn

Buabl yueOHoi padoThl, aKaJeMHYECKHX YaCOB
= KonTakTHast padoTa ody4yarommxcs ¢
S npenojgaBaTesieM
4
= = o <) )
Pa3ien, Tema 2 cE 5 S Z
5] -3 = = o =R
R S a S S E & E =
S 2 = E = = E =
= = = F = F % s
S g z 2"
5]
= O =
Tewma 1. [IpaBoBbIe 1 HOpMaTUBHEIE 18 16 o) 1 1
OCHOBBI JICJIONTPOM3BOJICTBA
Tema 2. CrarmapTrzanys nporiecca
HAPTHIALIA POt 18 16 2 1 1
JOKYMEHTHPOBAHUS
Tema 3. OpranuszaiuoHHO-
pacropsauTeNbHas TOKYMCHTAIIHS: 18 16 2 1 1
MTOATOTOBKA ¥ 0()OPMIICHHE
Tema 4. JIoKyMEHTaIIUOHHOE
Jlokymerrattie 18 16 2 1 1
o0ecrieyeHue KagpoBoi paboTh
Tema 5. Oprannzanus paboThI ¢
P Hp 18 14 4 2 2
JOKYMEHTaMHU
Tema 6. CoBpeMeHHbIE
MH(OpPMALMOHHBIE TEXHOJIOTUH B 18 14 4 2 2
JeTIOIPOU3BOICTBE
KouTtpoab, npoMe:xyTouHast
aTTecTanus
O0wmmii 00LeM, 4acoB 108 92 16 8 - 8
dopMa NPOMeKYTOYHOH aTTeCTALNU 3a4er

Coaep:xaHue TUCHHUIUIMHBI, CTPYKTYPHPOBaHHOE 10 pa3jiesiam (TeMam)

HanmeHnoBanue pasnenon
(Tem) MUCHUTITAHBI

Copepxanue pazzena (Tem)

Tema 1. [IpaBoBbIC U
HOPMaTHUBHBIE OCHOBBI
JIeNIOTIPOU3BOICTBA

OcHOBHbBIE NOHATHS AeNIONPOU3BOACTBA. DYHKIIMU JOKYMEHTA.
Knaccudukanus nokymentoB. Cucrema T0KyMEHTAIIMH HA
rocynapcTBeHHOH ciyx0e. HopmaTHBHO-TIpaBOBOE U METOAMYECKOE
o0ecrnieuyeHre AeJ0NpPOU3BOICTBA.

Tema 2. CranpapTuzauus
rporiecca JOKyMEHTHPOBAHUS

CocTaB pekBU3UTOB I0OKyMEHTOB. TpebdoBaHUs K 0hOPMIIEHUIO
PEKBU3UTOB JJOKYMEHTOB. TpeboBaHus K OJaHKaM JOKYMEHTOB.

Tema 3. Opranu3aliOHHO-
pacropsiiuTenpHas
JIOKYMEHTAIIHS: TIOATOTOBKA U
odopmienue

OpranuzanroHHas JoOKyMeHTaIus. PacropsiaurenbHasi TOKyMEHTaIlus.
CrnpaBouHO-UH(DOPMAIIMOHHAS ¥ CIIPABOYHO-aHATTUTHYECKAsT
JIOKYMEHTAIHA.

Tema 4. JIokyMeHTaIIMIOHHOE
oOecrniedyeHue KaJpoBoOi
paboThI

CtpykTypa U coiepKaHue KaJpoBOM TOKYMEHTAIIUH.
OpFaHI/IBaHI/IOHHO-Ka)IPOBI)Ie JOKYMCHTEIL. OpFaHI/ISaHI/IOHHO-
pacnopsIUTENbHbIE JOKYMEHTHI. JIOKyMEHTHPOBaHUE TPYIOBBIX
OTHOIIEHUH. JJoKyMEHTaIlMOHHOE CONTPOBOXKICHUE TTPOLIEAYP
KaJPOBBIX TEXHOJIOTHIA.

Tema 5. Opranusarus padoThl
C IOKYMEHTaMH

Opranuzanus 10KyMeHTo000poTa. Opranuzanus KOHTPOJIS
UCIIOJHEHUS 10KyMeHTOB. CocTaBlIeHnE HOMEHKIIATYPBI JIEI.
[lonroroBka TOKyMEHTOB K Iiepefjaue Ha XpaHeHHe B apxuB. [lepenaua
JJOKYMEHTOB B apXMUB.

Tema 6. CoBpemeHHBIE
nHPOPMALMOHHbIE
TEXHOJIOTHH B

HopMaTtuBHO-MeTOAMYECKOE U TPAaBOBOE 0OECIIeUeHHE
CTaHJapTHU3AIlMU U aBTOMATHU3AINH IeTOTPOon3BoicTBa. OCHOBHBIE
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AOCIOIIPOU3BOJACTBE

TOHATHUA JICKTPOHHOI'O ACJIOMPONU3BOACTBA. CucreMnl aBTOMaTu3anun
JIETIOTTPOU3BOJICTBA. DJIEKTPOHHOE TOKYMEHTUPOBAHUE. DIICKTPOHHBIMN
JTIOKYMEHTOOOOPOT.

6. CamocrositesibHast padora cryneaTos (CPC)

6.1 Buabl caMocTOATEIbHOM padoThl 00y4YAIOIIMXCS 110 AU CUHUILIMHE

Nunexc
. KonndecTtBo yacoB
WHJIUKaTopa Buasl camocTosSTEeIBLHOM
Tema/Pasnen dbopmupyemoit paboThl 0OyJArOIITUXCS
KOMIICTCHITUH 020 0320
Tema 1. [IpaBoBbIe U [ToaroroBka K JEKIIMOHHBIM U
HOpPMAaTHUBHBIE MPAKTUYECKUM 3aHATHUIM T10
OCHOBBI K3 -1 BOIIPOCAaM YCTHOTO ONpoca 16 16
JIeJIONPOU3BOJICTBA IloaroroBka goknama
[ToaroroBka Kk TECTUPOBAHUIO
Brinonnenue 3aganuii
Tema 2. IloaroroBka K JIEKIIMOHHBIM U
Crannmaptuzanus MPAKTUYECKUM 3aHATHUIM IO
nporecca K311 BOIIPOCAM YCTHOT'O OIpoca 16 16
JOKYMEHTUPOBAHHUS IloaroroBka gokiama
[ToaroToBka K TECTUPOBAHUIO
Brinonnenue 3aganuii
Tema 3. IloaroroBka K JIEKIIMOHHBIM U
Opranu3zanuoHHO- MPAKTUYECKUM 3aHATHUIM I10
pacnopsiauTesbHas K3 -1 BOIIPOCAM YCTHOT'O OIpoca 16 16
JIOKYMEHTaIUA: IloaroroBka gokiama
MMOATOTOBKA 1 [ToaroToBka K TECTUPOBAHUIO
odopmiieHne BrimonHenue 3aganuii
Tema 4. IToaroroBka K JIEKIIMOHHBIM U
JlokyMeHTanmoHHOE MPAKTUYECKUM 3aHATHIM IO
o6ecneqeiHI/Ie MK-3.1-1. BOIIPOCaM YCTHOTO OIpoca 16 16
KaJIpOBOM pabOThI ITogroroBka nokimana
IToaroroBka K TECTUPOBAHUIO
Brimonaenune 3amanumit
Tema 5. IloaroroBka k JeKIIMOHHBIM U
Opranuzanus MPAKTUYECKUM 3aHATHIM IO
paboTsI ¢ MK-3.1-1 BOIIPOCaM YCTHOTO OIpoca 14 14
JTIOKYMEHTaMH1 ) ) IloaroroBka noxiana
IToaroroBka K TECTUPOBAHUIO
Brimonnenune 3amanumit
Tema 6. IloaroroBka k JeKIIMOHHBIM U
CoBpemMeHHbIE MPAKTUYECKUM 3aHATHUIM IO
nH(OpMaIMOHHBIE MK-3.1-1 BOIIPOCaM YCTHOTO OIpoca 14 14
TEXHOJIOTUH B ’ ’ TloaroroBka nokiana
JIEJIONIPOU3BOJICTBE IToaroroBka Kk TECTUPOBAHUIO
Brimonnenune 3amanuit

6.2.MeToanyeckne yKa3aHusi 10 OPraHU3alHN CAMOCTOSITEIbHON PadoThI CTYICHTOB

CamocrosarenbHass paboTa CTYAEHTOB — 3TO IPOLIECC AKTHUBHOIO, ILIEJIEHAIIPABICHHOIO
NpUOOpPETeHUs] CTYAEHTOM HOBBIX 3HAHMH, YMEHMH 0€3 HEMOCPEACTBEHHOI'O  YyYacTHs
MPENo/aBaTelis, XapaKTePU3YIOIUNUCS PEIMETHON HAMPaBIEHHOCTHIO, Y(PPEKTUBHBIM KOHTPOJIEM U
OLIEHKOM pe3y/bTaToB JesTeIbHOCTH 00yUaroIerocs.

[enu camocTosTENbHOM pabOTHI:




— CHUCTEMAaTH3alMs U 3aKpEIJIEHUE IOJYyYEHHBIX TEOPETHYECKUX 3HAHMM M IPaKTHUYECKUX
YMEHHUH CTYAEHTOB;

— yri1yOJIeHUE U paclllipEHNE TEOPETUUECKUX 3HAHUM;

— (opMHUpOBaHME YMEHUH HCIOJIb30BaTh HOPMATHBHYIO M CIPABOYHYIO JIOKYMEHTALHUIO,
CIELUAJIbHYIO JINTEPATYPY;

— pa3BUTHE IMO3HABATEIbHBIX CIOCOOHOCTEH, AKTMBHOCTH CTYIEHTOB, OTBETCTBEHHOCTH U
OpraHU30BaHHOCTH;

— (opMHpPOBAHNE CAMOCTOSATEIIBHOCTH MBILUIEHUS], TBOPYECKONH MHUIIMATUBBI, CIIOCOOHOCTEN K
CaMOPAa3BUTHIO, CAMOCOBEPIICHCTBOBAHUIO ¥ CAMOPEAIN3aLlUH;

— Pa3BUTHE UCCIIEI0BATEILCKMX YMEHUN U aKaJEMUYECKUX HABBIKOB.

CamocrosTenbHas paboTa MOXKET OCYIIECTBIATHCS HHAUBUIYAIbHO WM TPYNIIAMU CTYIEHTOB
B 3aBUCUMOCTH OT LIEJIH, 00beMa, YPOBHSI CII0KHOCTH, KOHKPETHON TEMaTHKH.

TexHoNOTHA OpraHU3alMd CaMOCTOSTENbHONW paboThl CTYJEHTOB BKIIIOYAET HCIOIb30BAHUE
MH(GOPMALMOHHBIX U MaTEPUAIbHO-TEXHUYECKUX PECYPCOB 00pa30BaTEIbHOIO YUPEXKICHHS.

[lepen  BBIMONHEHHEM  OOYYAIOUIMMHUCS  BHEAYTUTOPHON  CaMOCTOSITENBHOW  paboThHI
IIpenojaBaTeslb MOXKET IPOBOJUTh HMHCTPYKTaX II0 BBINOJIHEHMIO 3ajaHus. B MHCTpykTax
BKJIKOYAETC:

— LIeJIb ¥ COAEPKAHUE 3a/laHuUs;

— CPOKH BBINOJHEHNUS;

— OPUEHTHPOBOYHBIN 00BEM PalboOTHI;

— OCHOBHBIE TPEOOBaHUS K pe3yabTaTaM paOOThl M KPUTEPUH OLICHKH;

— BO3MOJKHbIE€ TUITMYHBIE OIIMOKHU MPHU BHIIOJIHEHUH.

KoHTpons pe3ynpTaToB BHEAyIUTOPHOH CAMOCTOSTENBHOW pabOThl CTYIEHTOB MOJXKET
IIPOXO/UTH B MUCbMEHHOM, YCTHON WM CMELIaHHOM (opme.

CTyneHTbl JOIDKHBI MOJXOAUTh K CAMOCTOSITETIbHON paboTe Kak K HaMBaKHEHIIEMY CPE/ICTBY
3aKpeIUICHUs] M Pa3BUTHUS TEOPETUYECKUX 3HAHUM, BbIpaOOTKE €JMHCTBA B3IVISIOB HA OTJENbHBIC
BOMPOCHI Kypca, MPHOOPETEHUsI ONPEACICHHBIX HABBIKOB W HCIOJIb30BaHUS NPOPECCHOHATHHON
JIUTEPATYPHI.

[Tomemenuss uisi CaMOCTOSITEIbHOM pabOThl O0YyYarOIIMXCS OCHAIlEHbl KOMIBbIOTEPHOM
TEXHUKOH C BO3MOXKHOCTBIO MOJKIIOUYEHUs K ceTu «/HTepHeT» M obecreyeHueM J0cTyna B
ANEKTPOHHYIO HH(OPMALIMOHHO-00pa30BaTENIbHYIO CPEy OpraHU3aliu.

ITpu camocTosTENEHON MPOPAOOTKE Kypca 00yUaroIrecs J0JKHBI:

— IpOCMaTpUBaTh OCHOBHBIE ONpE/eNIeHUs U (aKThI;

— MOBTOPUTH 3aKOHCIIEKTUPOBAHHBIM HA JIEKIMOHHOM 3aHATHHM MaTE€pHall U JOMOJIHUTH €r0 C
Y4E€TOM PEKOMEHIOBAHHOM 110 IaHHOM TEME JINTEPaTyphI;

— U3YYHUThb PEKOMEHJIOBAaHHYIO JIMTEPATypPy, COCTABJIATH TE3HMCHI, AHHOTAIMM M KOHCIIEKTHI
HanOosee BaXKHBIX MOMCHTOB;

— CAMOCTOSATEIILHO BBINIOJIHATE 3aJjaHMsl, aHaJIOTMYHBIE NTPEIIaracMbIM Ha 3aHITHIX;

— UCTOJIBb30BaTh JIJIsl CAMOIIPOBEPKU MaTepuaibl (JOH/1a OLIEHOUYHBIX CPENICTB;

— BBINOJIHATH JOMAILIHUE 33JaHUs 110 YKa3aHHUIO IPENo1aBaTers.

7. Y4eOHO-MeTOAMYECKOEe M HH(POPMALMOHHOE o0ecnedeHne JUCHUNIMHBI (MOIYJIA)

a) OCHOBHas JIuTeparypa

HlyBanosa, H. H. Opranuzanus # TEXHOJOTHS JOKYMEHTAIIMOHHOTO OOeCledYeHus
yrpaBieHus : yueOHUK W mpakTukyMm Juist By3os / H. H. IllyBanosa. — 2-e u3n., nepepal. u gom. —
Mocksa : UznatensctBo HOpaiit, 2021. — 265 c. — (Beicuiee o6pa3oBanue). — ISBN 978-5-534-
12358-6. — Tekct : anextpoHHbli // OOpazoBarenbHas minatdopma IOpaiit [caiit]. — URL:
https://urait.ru/bcode/469831

Hoponwuna, JI. A.  OpraHuzamusi U TEXHOJOTHS JTOKYMEHTAIlHOHHOTO OOECTICUCHHS
yIpaBJIeHUs : Y4eOHHK M MpakTukyM jais By3oB / JI. A. Jloponuna, B. C. UputukoBa. — Mocksa :
MznarensctBo IOpaiit, 2022. — 233 c¢. — (Bricmee o6pazoBanue). — ISBN 978-5-534-04568-0. —
Tekcr : osnexktponHsli // OOpasoBarenbHas minatgopma HOpaiir  [caiit]. — URL:
https://urait.ru/bcode/489555



0) TOTOTHUTETLHAS JTUTEPATYPa

Kysnenos, U. H. JlokymMeHTalimoHHOE oOecrieueHue yrpaBieHHsI IEPCOHANIOM : YYeOHHUK U
npakTukyMm it By3oB / M. H. Ky3nenos. — 2-e u3a. — Mocksa : UznatensctBo IOpaiit, 2022, — 393
c. — (Boiciee oOpazoBanue). — ISBN 978-5-534-14830-5. — Tekct : DIIGKTPOHHBIN //
O6pazoBarenpHas wiardopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/489305

[lyeanosa, H. H. OcHOBBI Aem0NIpOU3BOACTBA. SI3BIK CITY’)K€OHOTO JTOKYMEHTA : YYeOHUK U
npaktukym st By3oB / H. H. IllyBamosa, A. 0. MBanoBa ; mom oOmel pemakmuedr H. H.
HlyBanoBoil. — 2-¢ u3xd., nepepad. u pomn. — Mocksa : MznarensctBo FOpaiit, 2022. — 428 c. —
(Beiciiee oopazoBanue). — ISBN 978-5-534-10848-4. — Tekcr : anmekTpoHHBIH // OOpa3oBarenbHas
wiartgopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/487706

B) IPOrpaMMHOE 0OecIieyeHne

B mpomecce wu3yueHUs AUCIUIUIMHBI HCHOJB3YIOTCS oducHbi maker MicrosoftOffice
(MicrosoftOffice Word, MicrosoftOffice Excel, MicrosoftOffice PowerPoint) mporpamma mis
npocmotpa u ureHus ¢ainos PDF AdobeAcrobatReader, mporpamma ajist Boctipon3BeneHus (Hidii-
anumarm B Opaysepax AdobeFlashPlayer, Opay3eper Google Chrome, Opera, AHTHBHpYC
Kacnepckoro u DrWeb, mnporpamMmma KomMmobloTepHOro TecTHpoBaHusi 3HaHuii MyTestXPro,
mporpamMma st co3qanus eKTponHoro yyeonuka SunRavBookOfficeSunRav TestOfficePro.

r) 6a3bl TaHHBIX, HHPOPMAIIMOHHO-CIIPABOYHBIC U TOMCKOBBIC CUCTEMBI:

- OGOpazoBarensHas mwiardgopma FOpaiiT urait.ru

- HWudopmanmonnas cucrema "ExamHoe OKHO JgocTyma K o0Opa3oBaTelbHBIM pecypcam’ —
http://window.edu.ru/

- Cepsep opranoB rocynapctBeHHol Biactu Poccuiickoit @eneparuu — http://www.gov.ru/

- bBonpmias nonnotekcroBas OubIMOTEKA IPaBOBOIl IUTeparypsl — https://naukaprava.ru/

- http://www.hr-zone.net/ — caiiT, MOCBSIIIIEHHBIN BOIIPOCAM YIIPABJICHUS TIEPCOHAIIOM.

- http://www.eup.ru/ — 6ubnuoTeka ynpapieH4€CKOW U IKOHOMUYECKON JTUTEPATypPhl

Bceepoccuiicknii HayqHO-HCCIIEI0BATENbCKUIA WHCTUTYT JOKYMEHTOBEIEHHS U apXHBHOTO

nena (BHI/H/I[[AI[) http://www.vniidad.ru

Bcé o nokymenToo6opote - https://www.eos.ru/eos_delopr/

8. MaTrepuajibHO-TeXHUYECKOe oDecnedeHne JUCHUNINHBI (MOIYJIs1)

WMHCTUTYT pacnonaraetT NOMEIEHUsIMH, KOTOpble PEACTaBISIIOT cOO0H yueOHbIE ayIuTOPHH
IUIsL TIPOBEJICHHS y4eOHBIX 3aHATHH, MPEIYCMOTPEHHBIX MpOrpaMMoi OakanaBpuara, OCHAICHHBIC
000pyZIOBaHUEM U TEXHUUECKUMU CPEJICTBAMH OOyUECHHS.

[Tomemienuss AJis caMOCTOSATENbHONM pabOThl OOydYaroOIIUXCsl OCHAIIEHbl KOMIBIOTEPHOMN
TEXHUKOH C BO3MOXKHOCTBIO MOJAKIIOYEHHs K ceTu «MHTepHeT» M obecriedeHueM JocTymna K
AJIEKTPOHHOU MH(OpPMAIMOHHO-00pa3oBaTenbHOM cpeae MHcTuTyTa.

HNHctutyr oOecrieyeH HEOOXOIMMBIM  KOMIUIEKTOM  JIMIIEH3MOHHOTO UM CBOOOJHO
pacIpoCTpaHsIeMOro IMPOTrPAMMHOTO 00ECTICYSHHS, B TOM YHCIIE OTEYECTBEHHOTO TIPOU3BO/ICTBA.

[Tpu ucnonb30BaHUM B 00pa30BaTEIILHOM IpOLecce MeYaTHBIX U3aHui OnOIMoTeuHbIi HoHT
YKOMILJIEKTOBAH IE€YAaTHBIMU H3JaHMSAMM W3 pacueta He MeHee 0,25 sk3eMIusipa Kaxkaoro us
W3JIaHUM, YKa3aHHBIX B pabouyMX Mporpammax IUCHMIUIMH (MOIyJeil), mporpamMmax NpakTHK, Ha
olHOro oOydarolmierocss M3 4YHclIa JUI, OJHOBPEMEHHO OCBAMBAIOIIMX COOTBETCTBYIOIIYIO
JTUCLHUIUIAHY (MOAYIb), IPOXOIAIINX COOTBETCTBYIOIIYIO PAKTHKY.

OO6yuarommmcst odecrieueH A0CTyM (yAajJeHHBIA JOCTYI), B TOM YKCJE B CIy4ae MPUMEHEHUS
AJIEKTPOHHOTO OO0YYeHHUs, JUCTAHIIMOHHBIX OOpPa30BaTENbHBIX TEXHOJOTHH, K COBPEMEHHBIM
npodeccHoOHaTbHBIM 0a3aM TaHHBIX U WH(GOPMAIIMOHHBIM CITPABOYHBIM CHCTEMaM, COCTaB KOTOPBIX
orpejensercss B paboyux MporpamMmax TUCHMIUIMH (MOIyJei) W MOJJICKUT OOHOBIEHHIO (IIpU
HEOOXOUMOCTH).
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http://window.edu.ru/

OOyuarommecs w3 uuciaa uHBaMMAoB u null ¢ OB3 obecriedeHbl medaTHIMH U (WIIK)
ANEKTPOHHBIMU 00pa30BaTEeNbHBIMU pecypcamMu B (opmax, aJalTHPOBAHHBIX K OTPAaHUYCHUSM HX
3JI0POBBSL.

MartepuanbHO-TeXHUYECKOE 00eCIIedeHnEe JUCIUILTUHBL:

KaOuHeT 10KyMeHTallMOHHOTO 00eCTIEYEH s YIIPABIICHUS
(17151 MpoBeACHUS JICKIUH U MPAKTUYECKUX 3aHATUN, TPYIIOBBIX U UHIUBUYaTbHBIX KOHCYJIbTALIHM,
TEKYIIET0 KOHTPOJIS, IPOMEKYTOYHON aTTeCTaIUH )

54 y4yeOHbBIX MecTa, pabouee MEeCTO MpernoaaBaress, MyJIbTUMEIUNHHBIN MPOEKTOP, HOYTOYK,
WHTEpAaKTHBHAs JOCKa, ydeOHas JIOCKa, DKpaH, HArjsjHble Y4eOHbIE TMOCOOWSI TO MUCHUIUIMHE,
IJIaKaThl, IUJIAKTUYECKUE CPEACTBA O0YUCHHUS

Office Professional Plus 2016 Russian OLP NL AcademicEdition (MS Word, MS Excel, MS
Power Point, MS Access), ocHoBanue Akt npenoctaBieHust npaB Ne Tr035773 ot 22 uronsa 2016
roga, AO «CodtJlaiin Tpeiia»

[Iporpamma kommbrOTEpHOTO TecTUpoBaHUs 3HaHUU MyTestXPro — akT npemocTaBiieHUs
npaB Ne IT168538 or 01.10.2013

Google Chrome — Untepnet-6pay3sep. CBoboanoe 110 // Geccpouno

Opera — UaTepHET-Opay3ep. Crobomuoe I10 // 6eccpouno

AdobeAcrobatReader DC — [Iporpamma npocmotpa aiinos B hopmare PDF Coboanoe 10
// 6eccpovHO

7-ZIP — apxuBatop. CBoboanoe I10 // 6eccpouno

UuTtanbHbId 3a1
(17151 MPOBEICHUS CaMOCTOSTENBHON Pa0OTHI CTY/IE€HTOB)

30 y4eOHBIX MeCT,

5 HOYTOYKOB C BBIXOJIOM B HHTEPHET

OfficeProfessionalPlus 2016 Russian OLP NL AcademicEdition (MS Word, MS Excel, MS
PowerPoint, MS Access), ocHoBanue AKT npeaoctaBinenus npaB Ne Tr035773 ot 22 wurons 2016
rona, AO «CodrJlaitn Tpeiin»

IIporpamma KomnbroTepHOro TectupoBaHus 3HaHUM MyTestXPro — akt npenocrasiieHUs
mpaB Ne IT168538 or 01.10.2013

GoogleChrome — MuatepueT-6paysep. CBoboanoe I10 // 6eccpouno

Opera — UnTepuet-6paysep. CBobonnoe I10 // 6eccpouno

AdobeAcrobatReader DC — Ilporpamma npocmotpa ¢aitnos B popmare PDF Coboanoe 110
// 6eccpouHO

7-Z1P — apxuBatop. CBoboanoe I10 // Geccpouno

Kabuner nundopmaruxu
(L7151 MPOBEICHUS CaMOCTOSTENBHON PaOOTHI CTY/IEHTOB)

16 yueOHbIX MecT, pabouee MecTO MmpemnojaBareis, 14 NepCOHATBHBIX KOMIIBIOTEPOB C
BBIXOZIOM B UHTEPHET, MAarHUTHO-MapKepHas JO0CKa, MYJIbTUMEAHNHBIA TPOEKTOp, HOYTOYK,
MIPUHTEP, IKPaH, HATJIATHBIC YIeOHbIC ITOCOOUS 10 JUCIHMILINHE, TUIAKATHI, TUJAKTHICCKUE CPEICTBA
oOyueHus

WindowsProfessional 7 RussianUpgradeAcademic OPEN, OCHOBaHHE:
MicrosoftOpenLicense Jlunensuss Ne 49155852, aBTOpU3allMOHHBIA HOMEp JUIEH3WAHTA
69123958Z7ZE1310

WindowsProfessional 8.1 RussianUpgrade OLP NL AcademicEdition, AKT mpenocTaBieHus
npaB Ne Tr017554 ot 30.03.2015, AO "CodrJlaitn Tpeiin"

WindowsRemoteDesktopServices CAL 2012 Russian OLP NL AcademicEditionUser CAL,
ocHoBanue AKT npenocrasieHus npas Ne Tr017554 ot 30.03.2015, AO "CodrJlaita Tpeiin"

Office Professional Plus 2013 Russian OLP NL AcademicEdition (MS Word, MS Excel, MS
Power Point, MS Access), ocHoBanue AkT npenoctaieHus: mpaB Ne Tr017554 ot 30.03.2015, AO
"CodrJlaitnTpeiin"

[Iporpamma kommnberoTepHOTrO TecTUpoBaHus 3HaHUNU MyTestXPro — akT npemocTaBiieHUs
mpaB Ne IT168538 or 01.10.2013.

GoogleChrome — MuaTtepueT-6paysep. CBoboanoe I10 // 6eccpouno
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Opera — UaTepret-0pay3sep. Cobomnoe I10 // Geccpouno

AdobeAcrobatReader DC — IIporpamma npocmoTtpa daiiinos B popmare PDF Cro6oanoe IO
// 6eccpovHO

7-Z1P — apxuBarop. Coboanoe I10 // 6eccpouno

9. O0pa3oBaTe/ibHbIE TEXHOJIOTUH

Y4eOHBI mpollecc MpU MPENnoJaBaHUU Kypca OCHOBBIBACTCS HAa HCIOJIb30BaHUU
TPaJAULIMOHHBIX, HHHOBAI[MOHHBIX W  HH(MOPMAIMOHHBIX  OOpa30BaTENbHBIX  TEXHOJOTHUH.
TpaguionHneie 00pa3oBaTeNbHBIE TEXHOJOTHMH TPEACTABICHBI JIEKIUSAMA W CEMHUHAPCKUMU
(mpakTUuecKkuMu) 3aHATUSMU. MHHOBanMOHHBIE 00pa3oBaTeNbHbIE TEXHOJOTHUU HUCIOJB3YIOTCS B
BHUJIE IIMPOKOTO TPUMEHCHUS AaKTUBHBIX W WHTEPAKTUBHBIX (OpM TIpOBEACHHS 3aHSATHH.
Nndopmannonnsie  oOpa3oBareibHble  TEXHOJOTUH  PEATM3YIOTCSl  MYyTeM  aKTHBHU3aLUU
CaMOCTOSITEITLHOW pabOThI CTY/IEHTOB B HHPOPMAIIMOHHOW 00pa30BaTEIBHOM Cpejie.

JIeKIMOHHBIN KypC MPEAnoiaraeT CHUCTEeMaTU3MPOBAHHOE H3JI0KEHHWE OCHOBHBIX BOIIPOCOB
y4eOHOr0 I1aHa.

Ha mepBoii nekuuu JeKTop 00sS3aH MpEeAyNnpeluTh CTYIEHTOB, NIPUMEHUTEIbHO K KaKOMY
06a30BoMy y4eOHUKY (ydeOHMKAM, yUeOHBIM TOCOOUAM) OyIeT MPOYUTaH KypC.

Jlek1MOHHBIN KypC JOJDKEH J1aBaTh HauOoJIbIINKi 00beM HHpOpMaIuu U 00ecrieunBaTh 0olee
rIyOOKOoe MOHUMAaHKME y4eOHBIX BOIPOCOB IMPH 3HAYUTEIILHO MEHBIICH 3aTpaTre BPEeMEHH, YeM 3TO
TpeOyeTcst OONBUIMHCTBY CTY/IEHTOB Ha CAMOCTOSITEIbHOE U3YUEeHUE MaTepHraa.

CemuHapckue (MPaKTHYECKUE 3aHSATHS) MPEICTABISAIOT COOOW IETamu3aiuio JICKIIMOHHOTO
TEOPETUYECKOr0 MaTepuala, MPOBOSATCS B IIENIAX 3aKPEIJICHHs Kypca U OXBaThIBAIOT BCE OCHOBHBIE
pa3aensl.

OcHoBHOM (popMO¥ MTPOBEICHUSI CEMUHAPOB U MPAKTUUYECKUX 3aHITHH SIBISIETCSA 00CYXKIeHUE
HanOosee MPOOJIEMHBIX U CIIOXKHBIX BOIPOCOB TIO OTICIBHBIM TeMaM, a TAK)KE PEIleHUE 3a7ad U
pa3zbop mMpuUMEpOB U CUTYyalluld B ayAUTOPHBIX YCIOBHUSX. B 00s3aHHOCTH mpemojaBaTels BXOIST:
OKa3aHWE METOIMYCCKON TOMOIIHM W KOHCYJIBTHPOBAHUE CTYACHTOB IO COOTBETCTBYIOIIUM TEMam
Kypca.

AKTHBHOCTb Ha MPAKTUICCKUX 3aHIATHUIX OLIEHUBACTCS TI0 CIICTYIOIIUM KPUTCPHSIM:

— OTBETHI Ha BOIPOCHI, TIpe/IaraeMbie MpernogaBaTesieM;

— y4acTHE B TUCKYCCHSIX;

— BBITIOJTHEHHE MTPOEKTHBIX U MHBIX 33/I1aHU;

— aCCHCTHPOBAHHE MIPEIIOaBATEIIO B IPOBEICHUY 3aHATHH.

Jlokiianel ¥ ONMOHMPOBAHME JOKIAIOB MPOBEPSIOT CTENEHb BIAJIEHUS TEOPETUYECKUM
MaTEpHUaJIOM, a TAKKEe KOPPEKTHOCTh M CTPOTOCTh PACCYKICHUH.

OrneHuBaHue MPAKTUYECKUX 3a/IaHU BXOJUT B HAKOTUJICHHYIO OIICHKY.

B cmemannoM o0ydennu ¢ mpuMeHeHueM JJOT CTyAeHTB MOTYT y9acTBOBATh B CHHXPOHHBIX
3aHATHUSIX CEMHHAPCKOTO THIA B (popmaTe BeOMHAPOB U/WIIK BUICOKOH(DEPEHITHIA.

B cmemannom o6yuenuu ¢ mpumenenueM [IOT cTyneHThI MOTYT OCBaWBaTh JEKIIMOHHBIN
MaTepual B AaCHHXPOHHOM pEXHME, TOTOBUTh BOINPOCH K CHHXPOHHBIM CEMHHAPCKUM
(MpakTUYECKUM) 3aHATHSIM.

JIist acHHXPOHHBIX 3aHATHIA MIPUMEHSIETCS CISAYIOIIasi METOANKA!

— TMIOBTOPEHHE U 3aKPEIUICHHE MPEIbIYIIeH TeMbl (pa3zena);

— u3ydeHHe ©0a30BOH U JOMOTHUTEIHLHOM pPEKOMEHIYeMOHW JHTepaTyphl, MPOCMOTP
(TpocymBaHue) MeIMaMaTepruaioB K HOBOM Teme (paszeny);

— Te3UCHOE KOHCIIEKTUPOBAHUE KITFOYEBBIX MOJOKEHHH, TEPMHUHOIOTHH, aITOPUTMOB;

— CaMOCTOSITeNIbHAS ITPOBEPKA OCBOCHUS MaTepHalia Yepe3 HHTEPAKTUBHBIA (POH/] OIEHOYHBIX
CPEICTB (TECTHhI);

— BBITTOJTHCHHE PEKOMEH TyeMBIX 3a/IaHU;

— ¢uKcalus BO3HUKAIOIINX BOIIPOCOB U 3aTPYAHCHU.
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10. Ouenounsbie cpeacra (OC)
10.1 Onucanune UCNOJb3yeMbIX 00pa30BaTeIbHbIX TEXHOJIOTUI M OLIEHKH YPOBHeMH
pe3yJabTaToB 00y4eHHsI

Nunuxarop

OO06pa3oBaTeIbHBIN pe3yIbTaT ‘

Cnioco6 n3MepeHus

[TK-3 Cnioco6eH BecTH AETOMPON3BOACTBO U JIOKYMEHTOOOOPOT B OpraHax rocyaapCTBEHHOM

BJIACTH, OpraHax MECTHOI'O CaMOYITPAaBJICHHUA

[IK-3-1-1. YyactByeT B
o0ecrieueHnr BeJeHUs
JIEJIONPOU3BO/ICTBA U
JOKYMEHTO00O0pOTa B OpraHax
rOCyJ1IapCTBEHHOM BJIACTH,
opraHax MECTHOIO
CaMOYIIPaBIICHUs, OpraHU3aLUAX
o peanuzanuu GyHKIUN U
IIOJIHOMOYMH TOCYIapCTBEHHBIX U
MYHULUIAJIBHBIX OPTaHOB

[1K-3.1-1.3-1. 3naet popmsr
BE/ICHUSI JITIONIPOU3BOACTBA

VYeTHbII onpoc
Joxmnan ¢ mpe3eHTanuen
TectupoBanue

T1K-3.1-1.3-2. 3naer cocras
YIPABJICHYCCKHUX JOKYMEHTOB U

obmrre TpeboBaHuUs K

0(OPMIICHHIO TOKYMEHTOB.

YcerHblii onpoc
Joxian ¢ mpe3eHTauuein
TectupoBanue

TIK-3.1-1.Y-1. YMmeer

(hopMUpOBaTh TOKYMEHTATbHBIN

(bhoHT OpraHu3aIum.

TectupoBanue,
Brimonnenune 3amanuit

T1IK-3.1-1.YV-2. YMmeer
OCYIIECTBIISITh YUET U

perucTpanu HOpMaTUBHBIX
IIPaBOBBIX AKTOB, OPOPMIISTH
PEKBU3HUTOB JOKYMEHTOB

TectupoBanue,
Brimonnenune 3amanuit

10.2 Kpurepun 1 mKajabl HHTErPUPOBAHHON OLIEHKH YPOBHS ¢(hOPMHPOBAHHOCTH

KOMIIeTeHIH I
Kputepuu [Ikana ypoBHSI cQOPMUPOBAHHOCTH KOMIIETEHIIMN
Onenka HE 3a4TEHO 3a4TEHO 3a4TEHO 3aYTEHO
IlonHoTa 3HaHuid | YpoBeHb 3HaHUM | MUHHUMaNbHO YpoBeHb 3HaHUH B YpoBeHb 3HaHUH B

HHXKC

JIOIIYCTUMBII YPOBEHb

00BEME,

00BEME,

MUHHMATBHBIX 3HaHu#. /[onymieHbl He | COOTBETCTBYIOLIEM COOTBETCTBYIOLIEM
TpeOOBaHUIA. rpyObIe OIIMOKY. porpaMme mporpamme
Hmerot Mecto MIOJIrOTOBKHU. MOJATOTOBKU
rpyOble OIIMOKH JomnymeHsr
HEKOTOpbIE
MIOTPELIHOCTH.
Hanuuue ymenuit | Ilpu pemenuun [IponemouncTpupoBansl | [IponemonctpupoBan | [IponeMoHcTprpoB

CTaHJapTHBIX
3a1a4 He
MPOIEMOHCTPHPO
BaHBI OCHOBHBIC
ymeHust. meror
MECTO TpyObIe

OCHOBHBIC YMCHUSI.
Pemrensr TummoBsie
3a/1a4¥ ¢ HETPyOBIMU
OIITHOKaAMH.
Brmonnens! Bce
3aJIaHMs, HO HE B

Bl BCE OCHOBHBIE
ymeHusi. Periensl Bce
OCHOBHBIE 3371a4H C
HEKOTOPBIMHU
MOTPEITHOCTSAMH.
Brimonnens! Bce

aHBI BCE OCHOBHBIE
yMeHus. PeneHsl
BCE OCHOBHBIE
JIOTIOTHUTENbHbIE
3ajauu 0e3 omKOoK
Y MOTPEIIHOCTEH.

OIINOKH. MOJTHOM O0BEME. 3a/1aHUsI B IOJTHOM Brinonnensl Bce
00BEMeE, HO 3aJlaHUs B TIOJTHOM
HEKOTOPBIE C obwveme 0e3
HEJIOUYETaMHU. HEJIOUETOB.
Hanuuue naBbikoB | ITpu pemenuu Nmeetca IIponemonctpupoBan | [IpogemMoHcTpupoB

(BIameHme OMBITOM)

CTaHIAPTHBIX
3a/1a4 He
MPOJIEMOHCTPUPO
BaHbI 0a30BbIE
HaBBIKU. IMeroT
MECTO TpyObIe
OILINOKHU

MHUHHUMAJTEHEIN HA00D
HABBIKOB [T PEIICHUS
CTaH/IapPTHBIX 33]1a4 C
HEKOTOPBIMHU
HEJ0YCTAMU.

bI 0230BbIE€ HABLIKU
IIPY PEIICHUN
CTaHJIapPTHBIX 3aJ1a4 C
HEKOTOPBIMHU
HEA0YETAMHU.

aHbBI BCE OCHOBHbBIC
yMeHus. PenieHsl
BCE OCHOBHBIE U
JIOTIOTHUTETbHBIE
3agauu 0e3 omMOoK
Y TIOTPEUTHOCTEM.
IIponemoHcTpHpOB
aH TBOPYECKUIA
MOJIXO0J K PEHICHHIO
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HECTaHIAPTHBIX
3amad.
Xapaktepuctuka | Kommerenmus B | CpopMHUpOBaHHOCTD CdopMupoBaHHOCTH CdopmupoBaHHOCT
cOpPMHUPOBAHHOCTH | TIOJIHOM Mepe HE | KOMIICTCHIIUU KOMITICTEHIIMH B IIEJIOM | b KOMIICTCHIIH
KOMITCTEHIINT copMupoBana. COOTBETCTBYET COOTBETCTBYET MOJTHOCTBIO
Nmerommxcst MHHUMAJIbHBIM TpeOOBaHUSIM. COOTBETCTBYET
3HAaHUH, YMEHUH, | TPeOOBaHUSIM. Umeromunxcs 3HaHul, | TpeOOBaHUSIM.
HaBBIKOB HNmMmeronuxcst 3HaHNM, YMEHUH, HABBIKOB U Nmeronmuxcst
HEJOCTATOYHO YMEHUH, HABBIKOB B MOTHBAIAH B IICTIOM 3HaHUM, yMEHUH,
JUISL pEILICHUS IIEJIOM JTOCTATOYHO JJIsl | TOCTATOYHO ISt HaBBIKOB U
HPaKTHIECKUX peIeHus pemIeHus MOTHBAIIH B
(mpodeccronans | MPaKTHIECKUX CTaHIAPTHBIX TTOJTHON Mepe
HBIX) 33/1a4. (mpodeccroHaNBHBIX) | MPO(ECCHOHATBHBIX JOCTATOYHO JIJIsI
TpeOyercs 3aj1a4, HO TpeOyeTcs 3a/ad. PEIICHUS CIIOKHBIX
HOBTOPHOE JIOTIOJTHUTEbHAS npodeccrnoHaIbHbBI
00y4eHHSI. MPaKTUKA 110 X 3a7ad.
OOJBIINMHCTBY
pohecCHOHATBHBIX
3a7a4.
YpoBeHb Husknii MuHEMaNBHO Cpennuit Bricokuii
c(hOpMHUPOBAHHOCTH JIOITYCTUMBIN
KOMITCTCHITHIA (TIOpOTOBEIiT)
10.3. OueHo4HbIe CpeACTBA JJI NPOMEKYTOYHOM aTTeCTAMHU
Kon u HaumeHnoBanue
OTansl
Kona u conepxxanue WHJMKATOpa
Pe3ynbrarel 00yueHus dbopmupoBaHus
KOMIIETEHIINU JIOCTHKECHUS N
KOMIIETEHLIM I
KOMIIETECHIIUU
ITK-3 Crniocoben [MK-3-U-1. Yyactyer B | [IK-3.11-1.3-1. 3naer ¢hopMbl Oran
BECTH o0ecrieueHnr BeJeHHs BEJICHUS JEJIONPOU3BOICTBA dbopMupoBaHus
JIEIIONIPOU3BOACTBO | JIEJIIONPOU3BOACTBA U 3HAHU
U JOKYMEHTOOOOPOT | IOKYMEHTOO00pOTa B [IK-3.1-1.3-2. 3naeT cocTaB Sran
B Opra”ax § opraHax § YIPABICHYECKUX IOKYMEHTOB T —
roCyJ1apCTBEHHOM roCyJ1apCTBEHHOM u o0rrre TpeboBaHus K N
BJIACTH, OPraHax BJIACTH, OPraHaX 0(OPMIICHHUIO TOKYMEHTOB. SHatHH
MECTHOTI'O MECTHOI'O [IK-3.1-1.Y-1. Ymeer
CaMOYNPaBIICHUSA CaMOYIIpaBJICHHUS, (dhopmupoBaTh Jran
. dbopmupoBaHUs
OpraHu3alusax 1o JOKYMEHTaJIbHBIN (POH]T N
peamnzaru GYHKIWI 1 | opraHnsaym. yMeHuH
MIOJTHOMOYHU I IMK-3.1-1.Y-2. YMeer
rOCyJAapCTBECHHBIX U OCYIIECTBIIATH YYET U Oran
MYHUIUITAIIBHBIX perucTpauii HOpMaTHBHBIX (I)opMI/IpOBaHI/I;I
Opranos MIPaBOBBIX AKTOB, OPOPMIISITH yMEHUN
PEKBHU3UTOB IOKYMEHTOB
[TepeueHb BOIPOCOB K 3a4ETy
3ayer — ¢opma TpoBepKkM |y oOydarommxcs CGOPMHPOBAHHOCTH  OOIIUX H

HpOCbeCCI/IOHaJ'IBHI)IX KOMIICTCHIIUA WM WX COBOKYITHOCTH, IIOJTYYCHHBIX B COOTBECTCTBUHU C
y‘IC6HBIMI/I IIaHaM B IICPUO TCOPETUICCKOT'O O6y‘-ICHI/I$I n B XO0A€ yqe6H0171 IMMPAKTHUKHU. Pe3y.]'IBTaTLI
Cllayy 324STOB OIICHHMBAIOTCS OTMETKOM «3aUTCHOY» WJIH «HE 3auTCHO». 3a4eT MOKET IMPOBOANUTHECA
KakK B (bOpMaTC, AHAJIOTUYHOM TPOBCACHUIO 3K3aMCHA, TaK U B JAPYIrux (bopMax, OCHOBAHHBIX Ha
BBIITOJTHCHUU UHAWBHUAYAJIBHOI'0 WM T'PYHIIOBOI'O 3aJJaHKs, ITO3BOJIAIOIICTO OCYIHIECCTBUTE KOHTPOJIb
3HAHUM U MOJIYYCHHBIX HABBIKOB.

1. OcHOBHbBIC TOHSATHUS ACJIONMPOU3BOJACTBA.

14




QOyHKIUU JOKYMEHTA.
Krnaccudukanus 10KkyMeHTOB.
Cucrema TOKyMEHTAIIMH HA TOCYJaPCTBEHHON CITyKOe.
HopmaTtuBHo-1paBoBo€ 1 MeTou4YeCcKOe 0OecreueHne AeI0NpON3BOICTBA.
CocTaB peKBU3UTOB JOKyMEHTOB.
TpeboBanust k 0(hOpMIEHUIO PEKBU3UTOB TIOKYMEHTOB.
TpeboBanus k G1aHKaM TOKyMEHTOB.
9. Opranu3zanioOHHast JOKYMEHTAIUA.
10. PacnopsiaurenbHast JOKyMEHTaLUS.
11. CopaBouyHO-uH(MOpMaLIMOHHAS U CIIPABOYHO-aHATUTUYECKAsH JOKYMEHTAIIHSI.
12. CtpykTypa u cofepaHue KaapoBOl JOKYMEHTALUU.
13. Opranu3aiimOHHO-KaJIpOBbIE JOKYMEHTHI.
14. Opranu3anMOHHO-PACIOPSAUTEIbHBIE JOKYMEHTHI.
15. JlokyMeHTUpOBaHHUE TPYJAOBbIX OTHOIIICHUH.
16. JlokyMeHTaLMOHHOE CONPOBOXACHNUE IPOLEAYDP KaJPOBBIX TEXHOJIOTUH.
17. Opranuzamus 10KyMeHTO000pOTa.
18. Opranuzanys KOHTPOJISI UCTIOTHEHUS JOKYMEHTOB.
19. CocraBneHrne HOMEHKJIATYpHhI eIl
20. IloaroroBka JOKYMEHTOB K I€pe/iaye Ha XpaHEHUE B apXUB.
21. Ilepegaya TOKyMEHTOB B apXHB.
22. HopmaTuBHO-METOJIMYECKOE W  MpaBOBOE  oOOecredyeHue  CTaHAapTU3aluud |
aBTOMATHU3AIMH JIEIONPON3BOICTBA.
23. OCHOBHBIE MOHATUS JIEKTPOHHOI'O JAEJIONPOU3BOICTBA.
24. Cuctembl aBTOMATHU3aLIMK JCJIONPOU3BOCTBA.
25. DNeKTpOHHOE JOKYMEHTHpPOBAHUE.
26. DNEeKTPOHHBIA JOKYMEHTOOOOPOT.

NN

0) Kputepun oneHnBaHus:

— MIPaBUJILHOCTH OTBETA HA BOTIPOC;

— IOJIHOTA OTBETA;

— CTETNeHb MMOHUMAHUS COICPIKAHUS MTPEIMETA;

— JIOTUKA U aprYMEHTUPOBAHHOCTh U3JI0KEHUSI MaTepHaa;

— JIOTUKA U apTyMEHTUPOBAHHOCTH U3JI0KCHUS;

— MPUBEICHUE TPUMEPOB, IEMOHCTPUPYIOIIUX YMEHHUE U BJIaJICHUE MOTYyYEHHBIMU 3HAHUAMHU
0 TeMaM JUCIUIUIMHBI B PACKPBITHH TTOCTABJIICHHBIX BOTIPOCOB;

— KyJbTypa OTBETA.

B) OmnrcaHue nIKaabl OlEHUBAHUS:

OLeHKa «3a4TeHO» CTaBUTCS, €CIIH:

— 3HAHUS OTJIMYAIOTCS TIYOMHOW U COAEP’KATEIBbHOCTBIO, TATCS MOJTHBIA MCUEPIBIBAIONTUN
OTBET, KaK Ha OCHOBHBIE BOIIPOCHI OWJIeTa, TaK U Ha JOTOTHUTEIbHBIE;

— CTYAEHT CBOOOJHO BJIa/Ie€T HAyYHOW TEPMUHOJIOTHEN;

— JIOTUYHO U JIOKa3aTeNIbHO PAaCKPBIBAET MPOOIIeMy, MIPEATIOKEHHYIO B OUTIETE;

— OTBET XapaKTepu3yeTcs rI1yOnHOM, TOJTHOTON U HE CONEPKUT (PaKTHIECKUX ONTHOOK;

— OTBET WLTIOCTPUPYETCS IPUMEPAMH, B TOM YHCIIE U3 COOCTBEHHOW MPAKTHKHY;

— CTYJIEHT JEMOHCTPUPYET YMEHHE apr'yMEHTHPOBAHO BECTH JUAJIOT ¥ HAYYHYIO JUCKYCCHIO.

OLieHKa «HE 3aU4TE€HO» CTaBUTCS, €CIIU:

— 00HapY)KEHO HEe3HAHWE WJIM HETIOHWMMAaHHE CTYACHTOM CYIIHOCTHOW YacTH UCTOPHH;

— co/iepKaHHEe BOMPOCOB OWIIETa HE PACKPBITO, JOMYCKAIOTCS CYIIECTBEHHBIE (DaKTHUECKHE
OIMUOKH, KOTOPBIE CTYICHT HE MOXKET UCITPABUTH CAMOCTOSTEIBHO;

— Ha OOJIBIITYIO YacTh JOMOIHUTENBHBIX BOMPOCOB CTYACHT 3aTPYAHSETCS JAaTh OTBET WU HE
JTAeT BEPHBIX OTBETOB.

Tematnka KypcoBbIX paboT
KypcoBas paboTa o qucuurinHe He TPeIyCMOTPpeHa YIeOHBIM TIITaHOM.
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10.4 OueHouHbIe CpeaCcTBA AJI5 OLEHKH TeKylIel yCneBaeMOCTH CTYIeHTOB
Xapakrepuctuka OC nys obecriedeHus TEKyIero KOHTPOJIs 0 TUCIUTUIIMHE

Nunekc
Tema/Paznen MHIMKATOP au OC Coneprxanue 3a1aHus
hopmupyemoit
KOMITETCHIINH
Tema 1. [IpaBoBbie 1 VYcrHblii onpoc Bomnpocsl ycTHOTO OMpoca
HOpPMAaTUBHbIE Hoxnan ITonroroBka nokiianga
OCHOBBI [K-3.1-1. Tect TectupoBanue
JEJI0IPOU3BOICTBA IIpakTrueckue BeinonHenue npakTU4ecKux
3a/1aHMS 3a1aHUI
Tema 2. VYcerHblii onpoc Bomnpocsl ycTHOTO O1poca
Cranpaptuzanus Hoxmnang IToaroroBka moxiana
nporecca [IK-3.1-1. Tect TectupoBanue
JOKYMEHTUPOBAHUS [IpakTuueckue Brinonnenue npakTU4ecKux
3a7aHus 3aJaHui
Tema 3. .
VYeTHbIl onpoc Bomnpocsl ycTHOTO Omnpoca
Opranu3zanuoHHo-
PaCTIOpSIHTE b HAS Hoxnan IToaroroBka aokiaaa
[K-3.1-1. Tect TectupoBanue
JIOKYMEHTAIHUS:
OATOTOBKA H IIpakTrnueckue Beinonnenue NPAKTHIECKHAX
3a/1aHUs 3a1aHUI
odopmiieHne
Tewma 4. VYcrHblii onpoc Bomnpocsl ycTHOTO O1poca
JloxyMeHTanuoHHoOe Jlokimang IloaroroBska mokiana
obecrieyeHne [1K-3.1-1. Tect TectupoBanue
KaJIpOBO# pabOThI [IpakTuueckue BrinonHenne npakTU4ecKux
3a7aHus 3aJaHui
Tema S. VYcerHblii onpoc Bomnpocsl ycTHOTO 01poca
Opranuzanus Hoxmnan IToaroroBka gokiana
paboTshI ¢ [IK-3.1-1. Tect TectupoBanue
JTIOKyMEHTaMU [IpakTuueckue BrinonHenue npakTHYECKUX
3a/1aHUs 3aJaHUI
Tewma 6. VYcrHblii onpoc Bomnpocsl ycTHOTO OMpoca
CoBpeMeHHbIE Joxnan [ToaroroBka noknana
nH(pOpMalMOHHbIE [K-3.1-1. Tect TectupoBanue
TEXHOJIOTUU B [IpakTuueckue BrinonHenne npakTHYeCKux
JIEJIONPOU3BOJICTBE 3a/IaHHs 3aIaHUI

YcTHBIM onpoc mpu3BaH cPOpPMUPOBATH 3HAHMS MO AUCHUILIUHE. [ToIroToBKa K YCTHOMY
OIIPOCY OCYIIECTBIISIETCS B XOZ€ CAMOCTOATENBHOM paObOThl ¥ BKJIIOYAET B ce0s1 M3yuyeHHe MaTepuaa
II0 BOMIpOCaM MpeacTosAlero omnpoca. IfTomumMo OCHOBHOro marepuana CTYAEHT JOJDKEH HU3YyYUTh
PEKOMEH/IOBaHHYIO JUTEpaTypy M HHPOpPMAIUI0 1O TeMe, B TOM YHCIE C HCIOJIb30BaHUEM
HAa OCHOBHOM U HECKOJBKO
JIOTIOJTHUTEBHBIX BONPOCOB TpernojaaBareis Wiad rpynnbl. OTBET TOJKEH MPeNCTaBiIsATh COOOM
pa3BEPHYTOE, CBA3AHHOE, JIOTHYECKH BBICTPOCHHOE COOOIIECHHE.

HNutepHeT-pecypcos.

I[aﬁTC OIPCACIICHUA JOKYMCHTA U JOKYMCHTHUPOBAHUA.

Ompoc

[lepeueHb BOpPOCOB K YCTHOMY OIIPOCY

npeamnojaaract yCTHLIf/'I

OTBET

Kakue marepuaibHble HOCUTENU UCTIONb3YIOTCS JIJIsl JOKYMEHTHUPOBAHUS?

Ha3oBure 0cHOBHBIE HaIlpaBJIEHUsI COBEPLIEHCTBOBAHUS JEJIONPOU3BO/ICTBA B CTPAHE.
B gyem cocTouT cmbica yHU(DUKAIUA JOKYMEHTOB?
[To kakMM OCHOBAHUSAM MOXHO KJIaCCU(HUIIMPOBATEH BCE JOKYMEHTHI?
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[laiiTe onpeneneHne NOHATUS «CUCTEMA JOKYMEHTALIUW.

Kakue Buabl JOKYMEHTOB BKJIIOYAET B ce0sl CUCTEMa OpraHU3alMOHHO-PACIOPSIAUTEIHHON
JOKyMeHTauu?

HazoBute o6mue GyHKIIMN, CBOWCTBEHHBIE BCEM JOKYMEHTaM.

Kakue  obOmepoccuiickue  KiIacCU(UKATOPHl  HCIONIB3YIOTCI  HpH  OQOpPMIICHUU
OpraHHU3alOHHO-PACTIOPSAUTEIbHBIX TOKYMEHTOB?

Kakue Buanl knaccudukaTopoB BkirodaeT EquHas cuctema KiacCUpUKAUK ¥ KOAUPOBAHUS
TEXHUKO-3KOHOMHUYECKOH U connanbHor nHdopmaruu PO (ECKK)?

B uem cmbIca 1 3HaYEHUE CTaHAAPTU3AIMH ITPoLiecca JOKYMEHTUPOBaHUS?

HazoBuTe HOpMaTUBHBIN aKT, YCTAHABJIUBAIOIINUNA COCTaB PEKBU3UTOB JOKYMEHTA.

Kakue pekBH3UTHI SBISIOTCS 0053aTeIbHBIMU IS BCEX BHIOB JOKYMEHTOB?

Kakum mnpaBoOBbIM aKTOM yCTAHaBIIMBAETCS MOPSAJOK HCIONb30BaHUS HU300paskeHUs
l'ocynapcrBennoro rep6a P® Ha 6maHKax TOKyMEHTOB?

Kakune Buasl m3zobpaxenus ['ocymapctBenHoro repb6a P® paspemieHbl K MPUMEHEHHIO Ha
OnmaHKax JOKyMEHTOB?

Kakoii mopsiiok pacroio>KeHus 3JIEMEHTOB aJjpeca B MOYTOBBIX OTIPABJICHUAX U PEKBU3UTAX
JOKYMEHTA YCTaHOBJICH HOPMATUBHBIM aKTOM?

Kak odopmisiercss pekBu3uT «MecTo cocTaBleHUsl JOKYMEHTa», €CIIi OpraHU3alus — aBTOp
nokyMmeHta Haxoautca B MockBe (PocrtoBe-na-Jlony, Canxrt-IlerepOypre, Actpaxanu,
3eneHorpase)?

B uyem cocrost ocuHoBHble oTamuuga ['OCT P 7.0.97-2016 or I'OCT P 6.30-2003,
nercrsoBasiero a0 1 uroist 2018 r.?

Kakue pexBusutsl 00beaunensl B ogud B 'OCT P 7.0.97-2016?

Kakoit pexBuzur 'OCT P 6.30-2003 paszgeneH Ha JABa pa3HbIX PEKBU3UTA B HOBOM
crangapre?

Kakue JIOKYMEHTBI COCTaBIISIIOT rpynmny OpraHu3alMOHHO-PACTIOPSTUTEIILHOM
JTOKyMEHTauu?

KakuM HOpMaTHBHBIM aKTOM pErylHUpyeTcs TMOpPSIOK COCTaBlIeHUS U  OGOpMIICHUS
OpTraHHU3AIMOHHO-PACTIOPSAUTEILHOW JOKYMEHTAIIMU B ()eepaIbHBIX OpraHax WCIHOJHUTEILHOM
Biactu?

Kakwue BUJIBI IOKYMEHTOB U3/IAI0T KOJIJICTHATBHBIC OPTaHbBI BIACTH?

HazoBuTe oTimrune Takux BUJIOB JOKYMEHTOB, KaK «IIPUKa3» U «PACTIOPSKEHHUEN.

Kak cnenyet opopMisiTe Ha3BaHUS OpraHU3aIui B PEKBU3UTAX TOKYMEHTOB?

Kak crnemyer odopmisTh peKkBU3UT «AIpecaT» B CIYKEOHBIX MHUChMaX, aIpecyeMbIX
JOJDKHOCTHOMY JIMITY/B OpraHU3aInio/(GU3nIecKoMy JIUILY?

Kakue BUIbI TOKYMEHTOB COCTaBISIOT TPYIITY OPTraHU3AIMOHHOMN TOKyMEHTAUN?

[ToueMy MOKYMEHTBI IO JIMYHOMY COCTaBY BBIJICJICHBl B  OTACIBHYIO TPYIITY
OpraHU3aIOHHO-PACTIOPSAUTENFHON TOKYMEHTAIIUU?

Kakwue BUIBI TOKYMEHTOB BKIIFOUAET B ce0s TPYIITA JOKYMEHTAIUH 110 JIMYHOMY COCTaBy?

Kakue BHUIBI JOKYMEHTOB COCTaBISIIOT TPYIIY JOKYMEHTOB IO TPYIOYCTPOWCTBY, y4eTy U
pabore ¢ kaapamu?

HazoBure HOpMATHBHBIA aKT, B KOTOPOM MpEACTaBIEHBI (HOPMBI KaJPOBBIX JOKYMEHTOB U
COJIEp>KaTCsl PEKOMEHAINH 110 MX 3aIl0JIHEHUIO.

Kakoli mpaBoBO# aKT orpenesseT MOPsI0K BeASHUS TPYIOBBIX KHUXKEK?

KakumM HOpMAaTUBHBIM JOKYMEHTOM pEriIaMEHTHPYETCS JACIOMPOU3BOACTBO B (helepaTbHBIX
OpraHax BiacTu?

KakuM HOpPMaTHBHO-IIPABOBBEIM aKTOM OIPEIEISIOTCS COJEp)KaHUE W TIOPSAOK BEJICHUS
JUYHOTO JIeJia TOCYJapCTBEHHOTO TPaXKIAHCKOTO CITYKAIETO ¥ KAKOBBI €r0 0COOEHHOCTH?

KakuM HOpMATHBHBIM aKTOM MOTYT PYKOBOJCTBOBATHCS TPU OGOPMIICHHM JIMYHBIX JCI
CBOMX PaOOTHHUKOB KaJIPOBBIE CIYKObI HETOCYIaPCTBEHHBIX OPTaHU3AIIAN?

CootHecuTe Mexy cOO0M MOHATHUS «IEIOMPOU3BOJCTBO» U «IOKYMEHTOOO0POT.

Kak paccuutbiBaeTcst 00beM JOKYyMEHTOO00pOTa B OpraHU3aIuu?
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Kakue criocoObl peructpanuu JOKYMEHTOB HCIIOJB3YIOTCSA B OPraHU3aLMU M YeM 00YCIIOBIICH
BBIOOp TOTO WJIM HHOTO criocoba?

B 4em cocrout npeaBapuTENbHOE PACCMOTPEHUE BXOIAIINX TJOKYMEHTOB M KaKOBa €ro 1ejb?

B yeMm 3akirouaroTcss 0COOEHHOCTH OpraHM3aluu padoThl C KaJIpOBBIMU JOKYMEHTaMU?

KakuM npaBOBBIM aKTOM YCTaHABIUBACTCS MOPSAOK PaOOTHI C YCTHBIMH M MUCHMEHHBIMU
o0palleHUs MU IPAXKAaH B TOCYAAPCTBEHHYIO OpraHU3aLuio?

B kakux cimydasx aBTOpy oOpaiieHHsi MOKET ObITh OTKa3aHO B PACCMOTPEHUU IO CYIIECTBY
MIOCTaBJIEHHBIX B HEM BOIIPOCOB?

KakoBsl (hopma u coneprxanre HOMEHKIATYPHI A€ CIyXKObI KapoB?

[To kakuM pU3HAKaM MOT'YT IPYIIIMPOBATHCS TOKYMEHTBI OPraHU3alHH B €107

Kakum TpeOoBaHHMSM JOJKEH COOTBETCTBOBATH IMOPAIOK (DOPMUPOBAHHS JOKYMEHTOB B
nena?

Kakue cymiecTBytOT BUbl apXUBHBIX (HOHIOB?

KakoBbl 0OCHOBHBIE TPEOOBaHUSA K PEKUMY XPAaHEHUS IOKyMEHTOB?

B 4yem cocTouT CMBICH CTaHJAPTU3ALMH JEIOPOU3BOACTBA?

Kakyto posib BbINOSMHAET YHU(DUKALUSA JOKYMEHTOB?

B uwem 3akmio¥alOTCs  MPEMMYIIECTBA  3JEKTPOHHOTO  JEJONPOU3BOJACTBA  Iepea
TPaIULIIOHHBIM?

CooTHecuTe  TOHSATHS  «IJCKTPOHHOE  JICJIONPOM3BOJACTBO» U <OJIEKTPOHHBIN
JOKYMEHTOO00POT».

B dem 3aximtoyaroTcst TAKTHYECKHE BBITOJBI U CTPATETHYECKUE PEUMYIIIECTBA AIEKTPOHHOTO
JOKyMeHTOoo0opoTa?

Kakue ¢pyHKINN BBITOTHIIOT CUCTEMbI aBTOMATH3AIUH JIEJIOTIPOU3BOICTBA?

Yrto Takoe MeTaJlaHHbIE JOKYMEHTA U JUIsl Yero OHM MpeIHa3HaueHbI?

Uro Takoe onudpoBaHue JOKYMEHTA, U B KAKUX LENSIX OHO UCTIONb3YyeTCs?

B ueMm 3akimtouaroTcss 0cOOEHHOCTH XpaHEHUs JIEKTPOHHBIX JOKYMEHTOB?

Kpurepuu onieHuBaHus:

1) nomHOTa M MPaBUILHOCTH OTBETA;

2) creneHb OCO3HAHHOCTH, TOHUMaHUS U3y4eHHOT0;

3) s13p1KOBOE O(OPMIICHHE OTBETA.

Onucanue mKaibl OLEHUBAHUSA:

OrneHkKa «OTJIIMYHOY» CTABUTCSI, €CIIM 00YyJaroIIuncs:

— J1aeT YeTKHM, NOJIHbII U MPaBUIBHBIM OTBET IO BOIIPOCAM, 33JJaHHBIM Ha JIOM;

— JAacT UCHUECPIIBIBAIOIIHNEC OTBCTHI HA JOITOJHUTCIBHBIC BOIIPOCHI MPLEIIOAaBaTCIIA U ayAUTOPUN
B PaMKax 00CYXJIEHHUS,;

— JIEMOHCTPUPYET BBICOKUH YpOBEHB BJIQJICHHUSI MAaTEpUAJIOM IO TEME OTBETa M OOCYKIEHUS,
MIPEBOCXO/IHOE YMEHHUE (POPMYyTUPOBATh CBOIO MMO3UIHIO;

— MOYKET MPOJIEMOHCTPUPOBATH CBA3b TEOPUU U C MPAKTUYECKUMU MPOOIEMaMH.

O1eHKa «XOpOIIO» CTAaBUTCSI, €CIIU 00YyJaroLIHiiCs:

— JacT YeTKUH W TIOITHBIN OTBE€T, HO HCAOCTATOYHO ITIOJHBIC OTBETHI HA AOIIOJHUTCIIBHBIC
BOIPOCHI MTPETI0IaBaTelNlsl U AyAUTOPHH B paMKax O0OCYKICHHS;

— JAEMOHCTPUPYET HE CTOJIb BBICOKHH YPOBEHb BJIAACHUA MaTCpHUaIOM IIO0 TEME OTBETA U
o0cyxieHus1, (POpMYyIHPYET CBOIO MO3ZULHUIO HEJOCTATOYHO YETKO, Pa3MbITO, HE MOXKET B IOJHOU
Mepe OTCTauBaTh €€ B CIIOPE;

— MCIIBITHIBAET CIIO’KHOCTH MPH JIEMOHCTPAIMH TPAKTUYECKUX IPUMEPOB;

— INOHUMACT CYTh UCIIOJb3YyEMbBIX TCPMHUHOB.

OreHKa «yA0BJIETBOPUTEIBHOY» CTABUTCS, €CIIM 00yUarOIUCS:

— JacT KpaTKI/II\/'I OTBET, HE paCKmea}omHﬁ OCHOBHBIC aCIICKTBI MaT€pHralia 1o T€ME;

— IEMOHCTPUPYET HU3KHUI yPOBEHB BIIAJICHUS MaTepHAJIOM IO TEME OTBETA M 0OCYKICHHUS, HE
rOTOB OTBEYaTh Ha JIOMOJHHUTENbHBIE BOMPOCH,, (OPMYIHUPYET CBOIO MO3ULHUI0 Pa3MBbITO,
IIOBEPXHOCTHO, HE MOYKET OTCTOSITH €€ B CIIOPE;

— HE MOXET MOJIKPENUTh CBOM OTBET MPAKTHUECKUMH MTPUMEPAMHU.
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OreHKa «HEYIOBIETBOPUTEILHOY» CTABUTCS, €CIIU 00YJarOIIUiiCs:

— JaeT cialblii OTBET MO TeMme, HE PAaCKPHIBAIOIIMN CYTh BOIPOCAa W OCHOBHBIE ACHEKTHI
Marepuaa 1o TeMe;

— HE MOXET OTBETUTh Ha JOIOJHHUTENIbHBIE BOINPOCHI IO TEME WM IMPUHATH Y4acTHE B
00CYyXIIeHUH;

— HE BUJIUT CBS3H TEOPUU C MPAKTUYECKUMU IIpodiIeMamu;

— HE BJIAJICET TEPMUHOJIOTHUEM.

Temnb! 1oKITan0B

Hoxnan ¢ mnpe3eHTanMeld — TMOATOTOBJICHHOE CTYICHTOM CaMOCTOATENIBHO MyOIMYHOe
BBICTYIUICHHE TI0 MPEACTABICHUIO YICOHO-TPAKTHUECKOTO BOMPOCA WM TMOJYUYEHHBIX PE3YJIbTATOB
peIIeHusT ONPECICHHON y4eOHO-HCCIIeI0OBATEHCKONW POOIeMBbl (B COMPOBOXKICHUN JJICKTPOHHOMN
IIPE3EHTALINHN).

IIpy BbBINOJHEHWH JAOKJIaAa CTYACHT MOOJKEH MPOJEMOHCTPUPOBATH TJIABHBIE KadyecTBa
HCCeOBaTelNd: yMEHHE TMPOBECTH HUCCJICJAOBAHHE, YMEHHE MPEenoJHecTH (IIPE3EHTOBATH)
PE3yNbTaThl UCCIIEIOBAHUS CIYIIATENSIM MPU MOMOIIU MPE3EHTAIlMH U YMEHHE KBaTU(UIIMPOBAHHO
OTBETUTH Ha BOIIPOCHI.

[Tpuka3Hoe 1enonpou3BoACTBO

Kounexckoe 1enonpon3BoacTBO

HcnonHuTensHOE AEI0IPOU3BOACTBO

CoBetckoe J1e10npou3BOJICTBO

Poub rocynapcTBa B opranuzanum JeJ10NpOU3BOACTBA
CrpykTypa 1 GyHKIMHU CITY>KObI 1€I0NPOU3BOJICTBA
HopmupoBanue Tpyna pabOTHHKOB CITY:KOBI I€T0MPOU3BOICTBA
KadecTBeHHbIE U KOJIMYECTBEHHBIE XapAKTEPUCTUKU JOKYMEHTO000pOTa
[TpuHIMIIB OpraHU3anuy J0KyMEeHT0o000poTa

Mertoabl panMoHaIU3aMK JOKYMEHTO000pOTa

®opMBI OpraHu3anmuy padoThI C TOKyMEHTaMHU

O06paboTKa MOCTYNAOUMX JOKYMEHTOB

TexHONOTHsI peruCTpaIyy JOKYMEHTOB

O06paboTka OTIpaBIIEMBbIX JOKYMEHTOB

Oranbl 00pabOTKH BHYTPEHHUX IOKYMEHTOB

Opranu3anys KOHTPOJIS 32 UCIIOJTHEHUEM JJOKYMEHTOB

Pabora ucnonnurenen ¢ 10KyMeHTaMu

[TonsiTHE, BUBI M TUIIBI HOMEHKIJIATYPBI 1€

TexHONOTHs COCTABICHUSI HOMEHKIIATYPHI JIeT

[ToaroToBka aen k nepenave B apxuB

TpeboBanus k Gpopme npeacTaBiIeHNs HHPOPMALIUU B TOKIJIAJIE.

1. B noknane cneayer pa3bsICHUTh TEPMHUHBI M CUMBOJIBI TIPY IEPBOM YIIOMUHAHUU B TEKCTE.

2. WnmocTtpaiiuu ¥ TaOJIMIBl UCTOJB3YIOTCS B JIOKJIAJe TOJBKO B T€X CIIydasx, €ClId OHHU
MIOMOTalOT PAaCKPBITh COJIEP)KaHNE UCTOYHHKA.

3. Ilpu moAroToBKe 0KIaaa ciaelyeT n30eraTb JUIMHHBIX, 3alyTaHHBIX MPeI0KEHUH, 00X
¢bpa3, MOBTOPEHUH, JINITHUX CJIOB U CIIOBOCOUYETAHUMN, 3aTPYAHSIOIINX YTEHUE U BOCIIPUATHE TEKCTA.

4. HeobxomuMo wu30erarh INTAaMIIOB M KaHLEISIPU3MOB BpOJIE «3a0CTPUTH BOIMPOCH,
«BCIIEZICTBHE HAJMUUA», «B CBETEY, «UMEET MECTO», «(PAKTUUECKU», «ITPAKTUUYECKU» U T.II.

5. Heobxomumo ctporo coOuojaTh €JMHOOOpazue TEPMHHOB, O0O03HAUYEHUH, YCIOBHBIX
COKpAIlEHHI 1 CUMBOJIOB.

6. Hayto u3berarp 4acTtoro nmoBTOPEHUS CIIOB, YHOTPEOIECHUS OJJUHAKOBBIX CIIOBOCOUYETAHUN U
000pOTOB, ABOMHOIO YIIOMUHAHUS MMOHATHI B OJHOH (pa3se.

B 3akiouennu aenaroTcs o0IIre BbIBOBI.
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[IpesenTtanust — 310 ¢ailn ¢ HeOOXOAUMBIMU MaTepHajaMU JOKJa/la, KOTOPBIH COCTOUT U3
NOCJIEeI0BATENbHOCTH claiiioB. CTyAEHTY HEOOXOAMMO YMETh PAaCHpeNeaTh MaTepuai B Mpeaesax
CTpaHMIIBI M TPAMOTHO pa3MeIlaTh OTAeNbHbIE OOBEKTH. B 3TOM eMy HOMOXeT Ienblid Habop
TOTOBBIX O0BEKTOB (MMUKTOrPAMM, T€OMETPUYECKUX (PUTYpP, TEKCTOBBIX OKOH M T.J.).

TpeboBaHMs K IPE3CHTALIUH

OnHOM W3 OCHOBHBIX MpOorpamMM JUIsi CO3JIaHMs NpPE3CHTAlUi sBiIsSeTcs mnporpamma MS
PowerPoint. IlepBblii craiin mpe3eHTalMK JODKEH COAEpKaThb TeMy pPa0OThI, (aMHIUIO, UM U
OTYECTBO UCHOJIHUTENS, MNP yueOHOM IpymIibl, a Takke (HaMuInio, UMs, OTYECTBO, JOJKHOCTh U
YUYEHYIO CTeleHb npenozasarens. Ha Bropom craiife nenecoodpa3sHo MpeAcTaBUTh LEidb U KpaTKoe
cojepxkanue npeseHtauuu. [locnenyromue cnaiiibl HEOOX0AUMO Pa30UTh HA pa3lelibl COIVIACHO
IIyHKTaM IUIaHa JOKjiaza. Ha 3axirouMTenbHBIN Claij] BBIHOCUTCS CaMO€ OCHOBHOE, IJIaBHOE W3
COJIEPKaHUs IIPE3CHTALINN.

Kaxnplii cnaiil 1omKeH coliepKaTh 3aroJioBOK. B 3aronoBkax A0mKeH OBITh OTPaXKEH BBIBOJ
U3 MpeJCTaBICHHONM Ha crnaiine uHopmauuu. IIpm noOaBaeHMH pPHUCYHKOB, CXEM, JAMarpamm,
CHMMKOB JKpaHa (CKPHUHIIOTOB) HEOOXOIMMO MPOBEPUTH TEKCT 3TUX 3JIEMEHTOB Ha HAJIWYHE
OILINOOK.

Kpurepuu oneHuBaHus:

OCHOBHBIMU ~ TpeOOBaHUSAMHM K JOKJaxy, IO KOTOPbIM IPOUCXOAUT OLIEHUBAHMS
BBIIIOJTHEHHOW PaOOTBhI, SIBIISIFOTCS:

— COOTBETCTBHE COZACpXKaHUA [OKJIaJa TEME MCCIEAOBAaHUA, €€ LEeJIU U IOCTaBICHHBIM
3a/1a4am;

— aKTYaJIbHOCTb U ITPAKTUYECKAasi 3HAYMMOCTDb TEMBI, B3aUMOCBS3b IIPEAMETA HCCIIEN0BAHUS C
POOJIEMHBIMH BOIIPOCAMHU HAYKH U TPAKTHKH;

— aHaJIM3 CTENeHU Hay4YHOH pa3paboTaHHOCTH N30paHHON TEMbI UCCIIEOBAHUS;

— JIOTMYECKas MOCIEAOBATEIBHOCTh M3JI0KEHUs Marepuasna, 4eTKas LejeBas OpUeHTalus
paloThI, e 3aBEepIICHHOCTb;

— aKTYyaJlbHOCTb, JIOKa3aTE€JIbHOCTb U JOCTOBEPHOCTh IIPEJICTaBIEHHOIO B paldore
SMIIMPUYECKOr0 MaTepualla, apryMeHTUPOBAaHHOCTh U 00OCHOBAaHHOCTb BBIBOJIOB U MPEAJIOKEHUN MO
uccieyeMon npobiemMe, COOTBETCTBYIOUINX MTOCTABIEHHBIM 3a/1adaM UCCIIeI0BaHus;

— CaMOCTOSITETIbHOE M TBOPYECKOE BBIMOJHEHHE PAadOThl, HAIMYME y aBTOpa COOCTBEHHBIX
CYXJAEHHH 110 MpoOJIEMHBIM BOIPOCAM TEMBI;

— JIJAKOHNYHOE ¥ TPaMOTHOE HU3JI0KEHHE MaTepraa,

— BIIJICHUE aBTOPOM MaTE€pPHAJIOM IIPH 3aIUTE JOKJIAIA C UCIIOJIB30BAHUEM ITPE3CHTALINH.

Onucanue mKaabl OLICHUBAHUS:

OrneHka «OTJIIMYHOY CTaBUTCSI, €CIIU:

— coJepKaHue JOKJIaJa C IPE3CHTAlMEld COOTBETCTBYET TEME HCCIIEOBaHUS, €€ LENsIM U
MTOCTaBJIEHHBIM 3aJ1a4aM;

— TeMa akTyaJdbHas M MPAKTUYECKH 3HAayMMa, BBIPAXKEHA B3aMMOCBA3b IIpEAMETa
UCCIIEIOBaHMs ¢ MPOOIEMHBIMHU BOIIPOCAMHU HAYKH U MPAKTUKH;

— TPOBEJEH Ha BBICOKOM YPOBHE aHAlIM3 CTENEHU pa3pabOTaHHOCTH BBIOPAHHOW TEMBI
HCCIIEA0BAHUS;

— NPUCYTCTBYET JIOTUYECKAs MOCIIEI0BATEIbHOCTh HU3JIOKEHUS MaTepuaia, 4eTKas LieJeBas
OpueHTaIMs paboThl, €€ 3aBEPILIEHHOCTD;

— aKTyaJbHOCTb, JOKa3aTeIbHOCTb M JIOCTOBEPHOCTh NPEACTABICHHOTO B paboTe
SMIUPUYECKOTO MaTepuaa, apryMeHTHPOBAHHOCTh 1 0OOCHOBAHHOCTb BBIBOJIOB M MPEIOKEHUMN 110
uccliieyeMoi npodiemMe, COOTBETCTBYIOIIMX ITOCTABICHHBIM 33a/jauaM HCCIIeI0BaHNUS;

— MPOJIEMOHCTPUPOBAHO CaMOCTOSITEIbHOE M TBOPYECKOE BBIMOJHEHHE PabOThl, HATMYHE Y
aBTOpa COOCTBEHHBIX CYXJIEHHUH 0 MPOOIEMHBIM BOIIPOCAM TEMBI;

— JJAKOHUYHOE U IPAMOTHOE M3JI0’KEHHE MaTepraa;

— CTYZIEHT NPOJIEMOHCTPUPOBA BBICOKMH YPOBEHb BJIAJE€HUS MAaTEPHAIOM, OTBETUJ Ha BCE
BOITPOCBI.

OrneHka «XopoIlo» CTaBUTCS, €CIIH:

— COJEpIKaHUE JI0KJIa/la C IPE3EHTALUEN COOTBETCTBYET TEME UCCIIE0BAHUS;
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— c1abo BBIpaKEHA B3aUMOCBS3b NPEAMETa HCCIEAOBAaHHUS C MPOOJIEMHBIMH BOIPOCAMH
HayKU U NPaKTUKY;

— MPOBEJCH aHAIN3 Y4eOHOH IUTEepaTyphl 0€3 CChUIKM Ha HAyYHYIO JIUTEPATYPY;

— HapylIeHa JIOTHYecKas [0CIe10BaTebHOCTh N3JI0KEHUS MaTepHaa;

—  HEJOCTAaTOYHAas HMIMpHUEcKas 0a3a  HWCCIENOBaHMA: HE  MPOAHAIM3UPOBAHA
IIPaBOIPUMEHMTENbHAS IPAKTUKA, CTATUCTUYECKHUE JaHHBIE U T.I1.

— HEJJOCTAaTOYHAsl apIyMEHTALUs C/IeIaHHBIX BHIBOJIOB;

— CTYZICHT IIPOJIEMOHCTPUPOBAI HE CTOJIb BBICOKHH YPOBEHb BJIQJICHUS MaTepUalOM, OTBETHUII
HE Ha BCE BOIPOCHI.

OrneHka «ya0BJIETBOPUTEIIBHOY CTABUTCSI, €CIIN:

— COJEpIKaHUE J10KJIa/la C IPEe3eHTaluel HE paCKpbIBAET TEMY UCCIIEIOBAHMS;

— HE BbIpa)XE€HA B3aMMOCBS3b IIPEIMETA HCCIE0BAHUS C IPOOJIIEMHBIMU BOIIPOCAMHU HAYKH U
MPAKTUKH;

— HE IIPOBEJIEH aHaJIU3 CTEIIeHH Pa3paOOTaHHOCTH TEMbI UCCIIEOBAHUS;

— MaTepuall U3JI0)KEH HEIOCIIE10BaTEIbHO U HEJIOTUYHO;

— OTCYTCTBYET JOCTaTOYHAs HIMIMpHUUecKas 0a3a;

— HET COOCTBEHHBIX BBIBOJIOB, HE MPOJEMOHCTPHPOBAHA CAMOCTOSTEILHOCTh CY)KICHHI;

— CTYZIEHT IIPOJIEMOHCTPUPOBAJl HU3KUI YPOBEHb BIIa/ICHUS] MAaTEPUATIOM.

OrneHKa «HEyIOBIETBOPUTEIILHOY CTABUTCS:

— paboTa He ImpeJCTaBlieHa JMOO HE COOTBETCTBYET BCEM 3asBICHHBIM KPUTEPUSM,
BBINIOJIHEHA C HAPYIICHHEM TPEOOBAaHHIA, CTYICHT HE BJIaJICeT MAaTEPHAIIOM.

[TpumepHbIE TECTOBBIC 3adaHUs

Tect — 3TO cHcTeMa KOHTPOJIBHO-U3MEPHUTENBHBIX MaTepHalOB CHEIU(PHUSCKOH (OPMBL,
OTIPEJICIIEHHOTO COJIEPKAHUS, YIOPSAAOYCHHBIX B paMKaxX ONpPEICICHHON CTPAaTeruy MPeabsBICHHS,
MO3BOJISIIONIAsE KAYECTBEHHO OLIEHUTH CTPYKTYPY ¥ 3()(HEKTHBHO U3MEPUTH YPOBEHb 3HAHUH, YMEHUI
Y HaBBIKOB 110 yueOHOH aucuuiumHe. TecTupoBaHue SBISETCS OJHOW U3 (OPM TEKYIIETO KOHTPOJIS
U TIO3BOJISIET MPOBEPUTH COPMUPOBAHHBINA YPOBEHb 3HAHUH 110 JUCIHILIMHE.

TecTbl MOTYT BKJIIOUaTh B CE0s:

— BOIIPOCHI C €IMHCTBEHHBIM BBIOOPOM;

— BOIIPOCHI C MHOKECTBEHHBIM BEIOOPOM;

— BOIIPOCHI HA COOTBETCTBUE;

— BOIIPOCHI, CBSI3aHHBIE JIOMTOJIHEHHEM KOHTEKCTa H T.JI.

1. Ilepeuenb 00s13aTENbHBIX CBEACHUI O JIOKYMEHTaxX, HCIIOJIb3YyEMbIX B CHCTEMax
3JIEKTPOHHOTO JTOKYMEHT0000pOoTa (heiepabHBIX OPraHOB UCTIOJIHUTENBHON BIACTH, ONPEIENICH:

nocraHoBieHueM [IpaButenbctBa PD «O0 yrBepkaenun IlpaBusl nenonpousBOACTBa B
(benepanbHBIX OpraHax UCHOJHUTEIbHOM BIACTH»

MOJIO’KEHHUEM O CUCTEME MEKBEJOMCTBEHHOI'O AJIEKTPOHHOIO JIOKYMEHTO000pOTa

TUIIOBOM MHCTPYKIMEH MO AEJIONPOU3BOJACTBY B (efepalibHBIX OpraHax HCHOJIHHUTEIbHOM
BJIACTH

@denepanbHbIM  3aKOHOM  «O  JTOKyMEHTAllMOHHOM  OOeCleYeHUn YIPaBJIEHYECKOU
NEATETbHOCTH

2. Yem obecnieunBaeTcs IOpuAnYecKast Cuila JOKyMeHTa?

KOMIIETEHIIMEN U3IaBIIErO €ro OpraHa

HAJINYMEM OTMETKH 00 MCTIOTHEHUH JIOKYMEHTa

Hajau4reM Ha Onmanke n3o0paxkeHus ['ocymapcrBenHoro repba Poccun

HaJIMYMeM TpHuda yTBEPIKICHHS

3. Kak MO>XHO ONpeIeNuTh NOHATHE JETONPOU3BOICTBA?

9TO TO K€, YTO U JOKYMEHTUPOBAHUE

3TO TO €, UTO U JOKYMEHTOOOO0POT

3TO JIEATENILHOCTH MO (POPMHUPOBAHUIO JOKYMEHTOB B Jieia

3TO TO K€, YTO U IOKyMEHTAIIMOHHOE 00ecrieueHre yrpaBIeHUs
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4. [laiiTe onpenenuTe TOKYMEHTOO00pOTa. IBHKEHUE IOKYMEHTOB B OPTaHU3AIMH C MOMEHTA
WX CO3JaHUS WIH MOJTYyYEHUs 10 3aBEPIICHUS UCIIOJIHEHHS WIIA OTIPABJICHUS

JBUKEHHE TOKYMEHTA B OPraHU3al[MM C MOMEHTA €ro NOAIUCAHUS 10 OTIIPABIICHUS

BO3BPATHOE JBMYKEHUE JOKYMEHTA B IPOLECCE €ro IBUKEHUS B OPraHU3aLUU

TO K€, YTO U JOKYMEHTOIIOTOK

5. Uto Takoe JOKYMEHT?

uHpOpMaNus, 3aKpeIIeHHAs B IPOCTPAHCTBE U BO BPEMEHU Ha JINCTEe OyMaru

3auKcUpoBaHHAs Ha MaTepUaJbHOM HOCHTENE HH(OpMAIUsL C PEKBHU3UTaMHU,
MO3BOJISIOIIMMU €€ UACHTH(PHUIINPOBATH

uH(popMarus, 3aduKkcupoBaHHasi HA OYMa)XXHOM HOCHUTEJIE

CBEJICHUS O COOBITHSIX, MPOLIECCAX, SBICHHUIX, HE3aBUCUMO OT CIIOCO0a UX MPEICTABICHHS

6. PexomenaarenbHblil XapakTep roCyJapCTBEHHBIX CTaHIaPTOB YCTAHOBJIECH:

I'occranpaprom Poccun

nocranoByieHueM [IpaButenscrBa PO

®denepanbHbIM 3aKOHOM «O CTaHAAPTU3ALUN

3aKOHOM O TEXHUYECKOM PEryJINPOBAHUU

7. TpeboBanust Kk O(GOPMICHHIO OPTaHU3ALMOHHO-PACTIOPAIUTEIBHON JTOKYMEHTAUU ISt
BCEX OpraHU3allil HE3aBUCUMO OT XapakTepa

UX JIEATEIbHOCTH COAEpKATCA:

B THUIIOBON MHCTPYKIIMU MO JEIONPOU3BOJCTBY B MUHUCTEPCTBAX M BeIOMCTBax Poccuiickoi
denepanun

B [IpaBuiiax /1e10mpou3Bo/ICTBa B heiepaibHbIX OpraHaxX MCIOIHUTENIBHOM BIACTH

BI'OCT P 7.0.8-2013

B ['OCT P 6.30-2003

8. IlepeueHb THUMOBBIX YIPaBIEHYECKUX JOKYMEHTOB, OOpa3yloIIMUXCS B JESITEIbHOCTU
OpraHu3alMii, C yKa3aHUEM CPOKOB XPaHEHUs YTBEPKJICH:

MuHHCTEPCTBOM 3/IpaBOOXPAHEHUS U COLUAIBHOrO pa3Butus PO

I'OCT P 7.0.8-2013

pykoBoauTtenem denepanbHOM apXUBHOM CITYKObI

MUHHCTPOM KYJIBTYPbI U MaCCOBBIX KOMMYHHKaui PO

9. A66pesuatypa pexBusuta OKVY ][ pacimdpoBsiBaeTcs Kak:

o0miepoccuiickuii kiraccu(ukaTop YHUPHUIMPOBAHHBIX TOKYMEHTOB

0TpacyieBOM KOAU(PUKATOP YIPABIEHYECKON TOKYMEHTAUU

o0miepoccuiickuii kiraccu(ukaTop ynpaBiIeHYECKON JOKyMEHTalluN

0TpacyieBOM KOAU(PUKATOP YHU(PULIMPOBAHHOMN TOKYyMEHTALUN

10. [opsinok opopmieHHs JaThl B pEKBU3UTAX JOKYMEHTA ONpeenseTcs:

nocraHosiieHneM lIpaBurenscrBa PO

pacniopsbkenueM Ilpesunenra PO

I'OCT P 6.30-2003

MHCTPYKLHUEN 110 JEJIONPON3BOACTBY

11. Yro Takoe pekBU3UT?

00s13aTeNIbHBIN JIEMEHT JOKYMEHTA

oO11ee KOJMYECTBO CTPOK B JOKYMEHTE

TO e, 4TO U OJIAaHK JTOKyMEHTa

CTENEHb 3alUThI JOKYMEHTa OT MOAJIEIKI

12. KonmnyecTBo pekBU3HUTOB, ycTaHoBIeHHBIX 'OCT, cocraBnser:

26 pEeKBU3HUTOB

29 peKBU3HUTOB

30 peKBU3UTOB

32 peKBU3UTOB

13. Ecnu Ha JOKyMEHTE 3aroToBJIEHA MOAMUCH HaYaJIbHUKA MOAPA3IEIEHUS, a TOANUCHIBAECT
JOKYMEHT €70 3aMECTHUTEIb, TO CIELYET:
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UCIPAaBUTh M YyKa3aTh HACTOSIIYIO MODKHOCTh W (DAMHUIUIO JTTUIA, MOJANUCHIBAIOIIETO
JOKYMEHT

JioreyaTarhb MpeAJIor «3a» Nepe]] T0JKHOCThIO HayalbHUKA

MIOCTaBUTh KOCYIO YEPTY NEPE JOJKHOCTHIO Ha4aIbHUKA

HanucaTb OT PyKH IPEUIOT «3a» Mepel JOKHOCThIO HadallbHUKA

14. TocynmapctBeHHbIH TepO P® B OJHOIBETHOM BapHaHTE IOMEMIAIOT Ha OJIAHKaX
JIOKYMEHTOB:

MU ]I Poccun

benepanbHBIX CYIOB

®denepanvsaoro Cobdpanust PO

Briciiero Apourpaxuoro Cymga PO

15. 3aroioBoK K TEKCTY JOJKEH ObITh TPAaMMAaTUYECKU COTJIACOBAH:

C JJaTON JOKYMEHTa

C HAUMEHOBAaHHUEM BHUJIA JOKYMEHTA

C HAMEHOBAaHUEM BBILLIECTOALIEH OpraHu3anuu

C HAUMEHOBAaHHUEM OPraHM3alMU — aBTOPA JOKYMEHTA

16. B cipaBouHbIe JTaHHBIE 00 OpraHU3alMy HE BKIFOYAETCH:

HaMMEHOBAHME BBIILIECTOSIICH OpraHUu3aluu

MOYTOBBIN aapec

HOMeD TenedoHa

0aHKOBCKU CUET

17. Ilpu odopmiienuu rpuda yrBepKIeHUs CIOBO «yTBEPKAAI0» UMEET CIEAYIOIUI BU/:

YTBEPXAIO

«YTBEPXJIAO»

«YTBEpKIA0»

YTBepxkaaro

18. T'ocynmapctBennbiii rep6 PD B onHOouBEeTHOM BapuaHTe 0e€3 TIepabIUYECKOro IIUTa
MOMEMIAI0T Ha OJaHKaX JOKYMEHTOB:

banka Poccun

pemenunit Bepxosnoro Cyna PO

CuetHoit nanatsl PO

opraHusanui u yupexaenui mnpu Ilpasurenscree PO

19. Beibepute HenpaBuwibHOE oopMileHre naThl «repBoe mMast 2014 rogax:

1 mag 2014 rona

2014.05.01

01.05.2014

01 mas 2014 1.

20. IMopsmox wucnonp3oBaHusl W300pakeHUs ['ocynmapcrtBeHHoro repba P® Ha OmaHkax
JIOKYMEHTOB YCTaHOBJIEH:

perjiaMeHTOM OpraHU3aluu

I'occranpaprom Poccun

[Tonoxenuem o I'ocynapcrBennom repoe Poccuiickoii @eneparuun

®denepanbHBIM  KOHCTUTYIIMOHHBIM 3akoHOM «O T'ocymapctBenHOM TepOe Poccwuiickoit
denepauun»

21. Boeibepute npaBusibHOe oopmiieHue pacmupoBKy noanucu B pekBusute «lloamucoy.
WBanos B. I1. BanoB

B. I1. iBanoB

B. lBanos

22. JlaToii mpuKasa sBJIETCS:

JlaTa ero MoANUCaHus

JlaTa ero pacCchbUIKU

JlaTa €ro BCTYIUICHUS B CUITY

JlaTa €ro MOJIy4eHUs! CTPYKTYPHBIM MOpa3IeeHUEM
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23. TocynapctBeHHbIi rep0 P® B MHOromBeTHOM BapuaHTE IOMENIAIOT Ha OJIaHKax
JIOKYMEHTOB:

JTUTIIIOMATHYECKUX MPEJCTaBUTEIHCTB

Anmunuctpanuu [pesunenta PO

I'ocynapcrBennou [Jymsl

Poccuiickoii akaieMun HapOJIHOTO XO3SICTBA M TOCYAapCTBEHHOM CiyKObI 1ipu [Ipe3uaeHTe
Poccuiickoit ®enepanun

24. MakcuMallbHOE KOJIMYECTBO a/IpecaToB, KOTOPOE MOXKET COJIEPKaTh JOKYMEHT, PaBHO:

2

OTpaHUYEHUN HET

3

1

4

25. OrMeTKa 00 UCIIOJHUTEINE TOJKHA BKIKOYATh B CE0:

dbamuno 1 HoMep TeseoHa UCTIOTHATEIS

WHUIMAIBI, (aMUITUIO0 U HOMEp TeJaedOHa UCTOTHUTEIS

UM 1 (HaMIITAIO UCTIOTHUTEIIS

baMuIHIO ¥ MHULUABI UCTIOTHUTENS

26. D1eMeHTHI TOYTOBOTO apeca YKa3bIBAIOT B CICAYIOIICH MOCIEA0BATEIbHOCTHU:

* HAMMEHOBAHUE aJIpecara,
* HACEJICHHBIN IIyHKT,

* 0051aCTh, Kpaii, pecryOnuka,

* yJIMIIa, HOMEP JI0Ma, HOMEP KBapTHPHI,
* cTpaHa

* HANMEHOBAHUE aJpecara,

* yJIMIIa, HOMEp JI0Ma, HOMEP KBapTUPBI,
* HACEJICHHBIN IIyHKT,

* 0051aCTh, Kpaii, pecryOnuka,

* CTpaHa

* CTpaHa,
* 00acThb, Kpaii, pecry0iuka,

* HAaCeJICHHbBIN MYHKT,

* yJIAIIa, HOMEP JIoMa, HOMEP KBapTHPHI,
* HaMMEHOBaHMe aJpecara

27. KiroueBoe CJI0BO MOCTAHOBJICHUS TUIIETCS:

OT TPETHETO JIUIA MHOXKECTBEHHOT'O YHCIIa

OT IEPBOTO JIUIa MHOXXECTBEHHOI'O YKCIIa

OT TPETHETO JIUIA €AUHCTBEHHOIO YHCIIa

OT IEPBOIO JIUIA €IMHCTBEHHOTO YUCIIa

28. B Kakux JOKyMEHTaX PEKBU3HT «3arojoBOK K TEKCTY» HE UCIIOIb3YETCS?

B IIPUKa3ax

B PACIIOPSIKEHUAX

B [TIOCTAHOBJICHUSAX

B CONPOBOJUTENIBHBIX TUChMaX

29. HaumeHOBaHUE BU/Ia TOKYMEHTA, COCTABJIEHHOTO WJIM U3JaHHOTO OpraHU3aluen, TOIKHO
OBITH OMpPEIEIICHO:

MIPOTOKOJIOM

MOJIOKEHHEM 00 OpraHu3aluu (yCTaBoM)

MHCTPYKILHUEHN 10 JeIONPON3BOACTBY

JOJKHOCTHOM MHCTPYKLIUEH

30. B xakom maziexe yKa3bpIBalOT JIOJKHOCTD JIMIIA, KOTOPOMY a/Ipe€COBAaH JOKYMEHT?

B POJUTEIIEHOM

B BUHUTEJIHHOM
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B IMEHUTEJILHOM

B JIaT€IIbHOM

31. Kakoii BapuaHT OJlaHKa MCIOJNB3YIOT, €CIM PEKBU3UTHI HAa HEM paCIOJIOKEHBI
CIIEIYIOIKUM 00pa3oM: Hayallo M KOHEI| KaXJO0H CTPOKU PEKBU3UTOB PABHO YJAJEHBI OT T'PAHMII
30HBI PacIOJIOKEHUS PEKBU3UTOB?

MIPOAOJIbHBIN

YIJIOBOM

LEHTPUPOBAHHBII

¢aroBsIi

32. Ha 6iaHkax Kakoro JOKyMEHTa He YKa3blBaeTCsi HAMMEHOBAHUE BU/A IOKyMeHTa?

puKa3

MIOCTaHOBJICHHE

MHUCHbMO

IIPOTOKOJI

33. Kakoil JOKyMEHT YCTaHaBIMBAaeT OOIIMN MOPAJOK OQOPMIICHHS OPTraHU3AIMOHHO-
paclopsSAUTENbHBIX JOKYMEHTOB U COCTAaB PEKBU3HUTOB JI BCEX OpPraHu3alui?

3aKOH 0 IOKYMEHTALlMOHHOM 00€CII€YeHUN YIIPaBICHUS

I'OCT P 7.0.8-2013

TUIIOBAasi MHCTPYKLHMS IO JEJIONPOU3BOJCTBY B (pelepalibHbIX OpraHax MCIOJIHUTEIbHON
BIIACTH

BEJIOMCTBEHHAsl UHCTPYKLHUS 10 J€JIONPOU3BOJCTBY OpraHU3aluu

Oenepanbhblii 3akoH «O0 uHPOpMAIMKM, HHPOPMAIMOHHBIX TEXHOJOTHSIX M O 3alluTe
uHGpOpMAIIAN

I'OCT P 6.30-2003

34. Kakasg pokyMmMeHTalMsi BXOJUT B CHUCTEMY OpraHU3alMOHHO-PACIOPSIUTEIbHON
JOKyMeHTauuu?

CIpaBOYHO-UH(POPMALIMOHHAS

(dbuHaHCOBas

OaHKOBCKast

OTYETHO-CTaTUCTHYECKas

35. PexBuU3UTBHI ajgpeca Ha IOYTOBBIX OTMPABICHMUSX W OJIaHKaxX IOYTOBBIX MEPEBOJOB
MULIYTCS B IOPSJIKE, YCTAHOBICHHOM:

periaMeHTOM OpraHu3aluu

nocranoByieHueM [IpaBurenscrBa PO

MHCTPYKILHUEHN 10 JeIONPON3BOACTBY OPraHU3AINH

[TpaBunamu Aenonpon3BoACTBA B (heJepaabHBIX OpraHax MCIOJTHUTEIHHON BIACTH

36. IlpeamOyna B mpoeKkTax TMpUKa3a 3aBepIIacTCs CIOBOM «IpuKa3biBaioy. Kak oHO
BbIIEISIETCS ?

HaOMpaeTcsi MPONUCHBIMU OyKBaMuU

BBIJIETISIETCS JKUPHBIM HIpU(TOM

HabupaeTcs pa3psAaKoi

BBIJICJISIETCS IOJYEPKUBAHUEM

37. K cipaBo4HO-MH(POPMALIMOHHBIM JOKYMEHTaM OTHOCSITCSI:

pelieHne

CITy»eOHO€ MIChMO

IIPOTOKOJI

O0OBSICHUTEIIbHAS 3aICKa

MpPHUKa3

38. Pacipeenute mpeACTaBICHHBIE TOKYMEHTHI IO COOTBETCTBYIOIIMM BUJIAM.
rpaduK OTIyCKOB Opranu3zanvoHHO-KapOBbIE
MpaBWJia BHYTPEHHETO pacropsaka Opranu3alvoOHHO-PACIIOPSAIUTENbHbBIE
II0JIOKEHUE O NEPCOHAE
JOJKHOCTHAs! UHCTPYKIIUS
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39. B kakoM JIOKyMeHTe yKa3bIBaeTCsl MECAYHbIN (poHI 3apabOTHOIM TIaThl?

rpaduK OTITYCKOB

II0JIO’KEHHUE O MEPCOHAIE

MOJIO’KEHUE O KaJIpOBOH cITy:k0e

LITAaTHOE pacIUCaHue

40. Ha3oBuTe HOPMATUBHBIA aKT, KOTOPBIM CIEAyeT PYKOBOJCTBOBATHCS KaIpOBOMY
paboTHUKY P 0(OPMIICHUH U 3aIIOJTHEHUHN TPYJOBON KHIDKKU:

BEJIOMCTBEHHBII HOPMATUBHBIN aKT

uHCTpyKIus MunTtpyna Poccun

nocranosyieHue [IpaBurensctea PO

MHCTPYKLUS 1O JEJIOIPOU3BOICTBY

41. ®opmbl Ne T-5 u Ne T-5a uicnionb3yroTcs a1 0hOpMIICHHS:

oopmIIeHHS TPEOCTABICHUS OTITYCKa

nepeBojia Ha APYryro paboTy

YBOJIBHEHUS

nprema Ha padoTy

42. 3anuch 00 yBOJBLHEHUU B TPYIOBOM KHIIKKE:

yIIOCTOBEpsIETCS MeuaThio paboToaaTens

HE HYX/IaeTCs B yIOCTOBEPEHUH I1€YaThIO

YIIOCTOBEPSETCS TOIBKO MOANUCHIO JOJDKHOCTHOTO JIMIIA, CIETIABIIETO 3aIlucCh

YIIOCTOBEPSIETCS MEUaThIO KaJIpOBOM CIIyKOBI

43. B cmywae, Korja TpaxJTaHCKHH CIyXalluid OTKa3bIBAeTCS OT IPOXOXKACHUS
npoeCCHOHATBHON TIEPETIOATOTOBKH, IMOBBIIICHUS KBAUIM(UKAMK WIA TIepeBoja Ha JPYTyIo
JOJKHOCTh, OH MOXET ObITh yBOJIeH. Kakoll HOpMAaTHBHBIN NMPaBOBOWM aKT PEryIUpyeT TaHHYIO
CUTyaruio?

3aKoH 0 TpakIaHCKOM cyx)0e

nocraHosyieHue [Ipasurenscrea PO

[TonoxeHue o MPOBEIEHUU ATTECTAIIUN IOCYIAPCTBEHHBIX CIIY)KaILUX

Tpynosoii konexc PO

44. Opranu3zanus paboThl C JOKYMEHTaMH BKJIIOYAET:

coop undopmaruu

OpraHu3aluio pabodero mecra

OpraHM3aIHIo JOKYMEHTO000pOTa

JIOKyMEHTUPOBaHNE

45. ITucpmeHHOEe oOpallleHne TpakJlaHuHa, MOCTYIUBIIEE B TOCYJapCTBEHHBII OpraH, oprax
MECTHOTO CaMOYITPAaBJIEHUS WM TOJDKHOCTHOMY JIMILY, pACCMAaTPUBAETCS B TEUCHUE:!

33 nHel ¢ 1aThl MOCTYIUICHUS

10 nHe# co IHA perucTpalnuu

30 nHel ¢ MOMEHTA MOCTYIIIICHUS

30 gHei# co qHs perucTpauuu

46. O0BeM JOKYMEHTOOOOpOTa MOXKHO OTPEIETUTh KaK:

00beM OFHOTO Jejla, YMHOXXEHHBIM Ha KOJMYECTBO JeJ, 3aBEJCHHBIX B OpraHU3allud B
TE€YEeHHE roja

NPOM3BEACHUE TUIOIMIAN OJHOIO JIUCTAa JOKyMeHTa (opmata A4 Ha oOIiee KOJIMYECTBO
JIUCTOB

KOJIMYECTBO BO3BPATHBIX ABM)KEHUN JOKYMEHTA 3a F0J1

KOJIMYECTBO JJOKYMEHTOB, IMOCTYINUBIIMX B OPTaHU3ALMIO U CO3/IaHHBIX €0 B OIpPEJIEICHHbII
MIEPHOJ

47. Ha3oBuTe HOPMAaTHBHBIN MPAaBOBOM AKT, C MOMOLIBIO KOTOPOIO PETYIHUPYETCS MOPSAOK
paccMoTpeHHs 00pallleHU TpakJjaH B OpraHNu3aluu:

perjJamMeHT opraHu3aluu

MHCTPYKLUS 1O IEJOIPOU3BOJCTBY

3aKOH 0 TOPsIJIKE PACCMOTPEHUs 00paIlieHuil rpaxiaH
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48. Cpoku UCTIONHEHNS JOKYMEHTOB UCUUCIISIOTCS:

B yacax

B paboOYuX JIHSIX

B KaJICHJAPHBIX JHSIX

49. Ha xakue aena onuch He cocTaBisieTcs?

Ha JieJia 10 JINYHOMY COCTaBy

Ha jesa BpeMeHHoro (1o 10 yer) xpaHnenus

Ha JieJia OCTOSTHHOTO XpaHEHUs

50. Pacnosokutre 3IEMEHTHI  3aroJIoBKa  HOMEHKJIATyphl  J€jla B IPaBHIBHOMN
MOCJIEI0BATEIHHOCTH:

Ha3Banue opranuzanuu — ajpecaTta Wil KOPPEeCHOHIEHTa JOKyMEHTa

HazBaHue MecTHOCTH, C KOTOPOIl CBSI3aHO CO/IepKaHHUE JJOKYMEHTOB Jieja

KpaTkoe copepxaHue JOKyMEHTOB Jiea

Hazpanue Buna nena

VYka3aHue Ha TO, UYTO JOKYMEHTBHI SIBJISIOTCS KOIUSAMHU

[Tepuon, kK KOTOPOMY OTHOCSITCSI JOKYMEHTHI JIeTia

51. 1o kakoMy mpHU3HAKY CUCTEMATU3UPYIOTCS JIeIa TI0 TUYHOMY COCTaBY?

MO0 XPOHOJIOTUYECKOMY

110 HOMUHAaTUBHOMY

0 MPEAMETHO-BOIIPOCHOMY

10 KOPPECIIOHAEHTCKOMY

52. Ilpu dopMupoBaHuu Aen COONIOAAIOT Pl YCTAHOBIECHHBIX MPABUI:

JOKYMEHTHI 10 INYHOMY COCTaBY (pOpPMHUPYIOTCS 10 anaBUTY TOKHOCTEH COTPYAHUKOB

OJIHO JI€JI0 MOKET COCTOSITh TOJIBKO U3 OJHOTO TOMA

y4peAUTEIbHbIE JOKYMEHTHI U YCTaB OpraHu3alluy OMEUIatoTCs B pa3HbIe Jiea

B Jiefia TPYNIUPYIOTCS JOKYMEHTHI TPEX KalleHAAPHBIX JIET

JIOKYMEHTBI IIOCTOSIHHOTO ¥ BPEMEHHOT'O0 CPOKOB XPAHEHUs IPYNIUPYIOTCS B Jiea pa3/iesIbHO

B OJIHO JIeJI0 JAOIYCKAaeTCsl 00bEIUHATh JOKYMEHTHI IO Pa3HBIM BOIIPOCaM

MOJIJIEXKAINE BO3BPATY IOKYMEHTHI B JIEJIO HE TIOIIMBAIOTCS

53. VKaxnuTe CpOKH, YCTAaHOBIJIEHHBIE JUIsl BPEMEHHOI'O XPAaHEHHs JOKYMEHTOB ApPXHBHOIO
¢onna PO 1o ux noctymiieHus: B rocy1lapCTBEHHbIE U MYHUIUTIAIbHBIE apXUBBHI.

[IpoexTHas JOKyMEHTaIUs 110 KaIUTAIbHOMY CTPOUTENBCTBY 100 net
Hayunas noxymenranus 5 ner
3anucu akTOB IPAKJAHCKOTO COCTOSIHUS 20 et
Buneo- u GpoHOJO0KYMEHTHI 15 ner
DOTOOKYMEHTHI 3 roma

54. VkaxuTe MHHMMAJbHBIE pa3Mepbl BEPXHEro MOJsA JUISl CIIY)KEOHBIX JOKYMEHTOB,
ycranoBieHssie B 'OCT P 7.07.97-2016:

20 MM

25 MM

30 Mmm

10 mm

15 Mm

55. B KakoM HOPMaTHBHOM JIOKyMEHTE TOHATHE 3JIEKTPOHHOTO JIOKYMEHTa JaHO B Hauboiee
obmeit popme («WIOKYMEHT, B KOTOpOM HH(OpMAIHs TPEeACTaBIeHa B SJIEKTPOHHO-ITU(POBOM
bopme»)?

I'OCT P 52292-2004

®enepanbHblil 3aK0H «O0 31EKTPOHHON TU(PPOBON TOIITHCH

I'OCT P UCO 14489-1-2007

56. Ceprudukar kiaroda 3J1eKTpoHHOM nupposoii nognucu HE Britouaer:

CBeZIeHHsI 00 yZ0CTOBEPSAIOIIEM LIEHTPE, BhIIABIIEM CEPTH(PUKAT KIH0Ya MOANNUCH

pEeruCTpalMoHHbII HOMep cepTU(UKaTa KITroua MOANNUCH

CpPOK JIeHCTBHS cepTu(UKaTa KIItoya MOMUCH
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OTKPBITBIN KIIFOY JIEKTPOHHON ITU(PPOBON MOAMUCH

3aKPBITHIN KITIOY AJICKTPOHHOH ITUGPOBOM MOITHUCH

CBEJICHUS O BIIAJIEINbIE cepTu(hrKara Kiroua moAnucH

CBeZIeHHsI 00 YCIIOBUSIX MPU3HAHUS IOPUIANYECKOTO 3HAUEHUS SJIEKTPOHHOTO JOKYMEHTA C
AJIEKTPOHHOU IIU(PPOBON MOAMUCKHIO

57. Opranu3aTopoM MeXBEJIOMCTBEHHOTO JIEKTPOHHOTO IOKYMEHTOO00POTA ABIISETCS:

I'maBHOE ynpaBiieHMe crienuaibHbIX Iporpamm Ilpesunenta PO

Anmnapat I[IpaButensctsa PO

Anmvunuctpanus [Ipesuaenra PO

®denepanbHas ciayx0a oxpansl PO

58. Uro Takoe MeTagaHHbIE?

uaeHTu(GUKaTOp UHPOPMALIMOHHOTO pecypca, MO3BOJSIONUN  YIPABIATh UM, OCYIIECTBISATh
IIOMCK U XpaHEHHE

OJIHA U3 COCTABISIONIUX AMEKTPOHHON UG POBOI MOIICH

JaHHbIE, OIIPEETAIOUINE FOPUINUYECKYIO CUITY JJIEKTPOHHOIO JOKyMEHTa

00s3aTeNbHBI KOMIIOHEHT PETUCTPALIMOHHON KapThl JOKYMEHTA

Kputepuu onieHnBaHus:

OcHOBHBIM KpuTepreM 3()()EeKTHBHOCTH yCBOSHHUS YYAIIMMHCA COIEpXKaHHsS y4eOHOTO MaTrepuasa
cuntaeTcs Kod(pumHueHT ycBoeHWs y4eOHOTO MaTepuayia, KOTOPBIH OIlpenenseTcs Kak OTHOIICHUE
MPaBUJIbHBIX OTBETOB YYAIMXCS K OOIIEMY KOJHUYECTBY BOIIPOCOB.

OmnucaHue MKajabl OLCHUBAHU:

— OIIEHKA «OTJIMYHO» CTABUTCS MPU BHITTOTHEHNH He MeHee yeM 80% 3amanwmif;

— OIICHKA «XOPOIIIO» CTABUTCS MPHU BHITIOJIHEHUU HE MeHee ueM 70% 3amaHuii;

— OIIEHKA «YJOBJICTBOPUTEIILHOY» CTABUTCS MPHU BHIMIOJHEHUHU HE MeHee ueM 60% 3am1anuii;

— OIEHKa «HEYJOBJIECTBOPHUTEIHHO» CTABUTCSA IPH HEMpPaBUIBLHOM OTBeTe Oomee udem Ha 40%
BOIIPOCOB TECTa WJIM HEBBINIOIHEHNH Oonee ueM 40% 3amanuil.

[IpakTrueckue 3aganus

[TpakTHueckoe 3ajaHMEe OCHOBAHO HA IPAKTHMYECKH 3HAUYMMBIX CUTYallMsX W HAIPaBJICHO Ha
(GbopMHpOBaHHUE Yy CTYAECHTOB INPO(PECCHOHANIbHBIX YMEHUN M HaBBIKOB, YMEHUS JI€HCTBOBAaTh B
ycaoBuAX Oynymieil mpodeccuoHanbHOl nesTenbHOCTH. [Ipu perieHuu 3a1aHusl CTYAEHT JOJKEH
YUUTBIBaTh, YTO 33JJaHUE COJAEPKUT JIBE YaCTU: ONMCAHUE U CHEIHaIbHbIE BONPOCHI, (OPMUPYIOLIUE
HEoO0XO/AMMBbIE YMEHHMS M HaBbIKU. [Ipexae ueM NpUCTYNUTh K PpEIHICHUIO 3a/aHus, CIeayeT
BHHUMATeIbHO O3HAKOMHUTHCA C cojaepkaHueM. HeoOXoauMo ySICHUTH CMBICH 3aJaddl U YCJIOBHS,
UCXOJS U3 KOTOPBIX, HY’)KHO J1aTh OTBETHI Ha IIOCTABJIIEHHBIE BOIIPOCHI.

OO01muii anropuT™ petIeHust 3a1a4i MOXKHO U3JI0KUTh CIIETYIOIUM 00pa3oMm:

— IIPOYMTATh U MOHATH TEKCT 3a7a4u;

— OIIpEeETUTh TEMY, pa3/iell, BOIPOC 110 KOTOPOMY COCTaBJICHA 33/1a4a;

— MPOBECTH aHAIN3 CUTYAIMH, OTIMCAHHOH B 3a/1aue, ¥ pa3pelnTh Ipodaemy.

3aganue 1. B coorBercTBHM 3akoHOM O repbe (enepaibHble OpraHbl rOCYIapCTBEHHON
BJIACTH JIOJDKHBI HCIIOJIb30BaTh Ha OJaHKaX CBOUX JIOKYMEHTOB u300paxkeHue repba PD B
oJHOLBETHOM BapuaHTte. Ecnu Bbl paboraete B PenepanbHON TaMOKEHHOH CiTy)k0e, KaKOi LBET BbI
OBI BEIOpaTK TSl OJTaHKa CBOETO BEAOMCTBA?

3ananue 2. TpyaoBbIM KojekcoM P® ycTaHOBIEH MOPSAIOK NPUMEHEHMS YIPOIIEHHOTO
KaJIpOBOrO yd4era g Mukponpeanpusatuii. Kak MOXHO AOKyMeHTaJIbHO O(OpPMUTH IpHUEM Ha
paboTy Ha MUKPONPEANPHUSITHE HOBOTO pabOTHUKA?

3amanne 3. Ilpukazom MunuctepctBa 3apaBooxpanenuss PO ot 29.10.2016 Ne 784n Oputa
yTBepkIeHa sMmbOiema Mun3zapaBa Poccun. MoOXHO 1M HCHONB30BaTh 3MOJIeMy B KayecTBe
peKBHU3UTa Ha repboBoM OsaHke MuHucrepcTBa?

3ananue 4. JlokyMeHT oOpMJIeH Ha YIrJIOBOM OJlaHKE KOHKPETHOIO JOJKHOCTHOTO JIMIA.
Kakue 3neMeHTbI 10JKeH BKIII0YaTh B Ce0sl PEKBU3UT «IIOJANHUCHY?
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3aganue 5. Bbl pacmnonoXuian peKBU3UT «TOBApHBINA 3HAK (3HAK OOCITY>KUBaHH)» Ha OJlaHKe
OpraHu3alii C MPOJOJIBHBIM pAclOJIOKEHUEM PpEKBM3MTOB CJI€Ba Ha YPOBHE pPEKBH3UTA
«HaMEHOBAaHUE OpraHMu3alUd — aBTOpa JOKyMEHTa». COOTBETCTBYET JM TaKOE€ paclOJIOKEHHUE
JTAaHHOTO pekBu3nuTa noyioxkeHusim 'OCT?
3aganue 6. Haiigute W wucnpaBbTe OMMOKM B OGOPMIIEHHMH PEKBU3UTA «aapecaTy B
CITy)KE€OHOM IHCHhME.
B. A. CepreeBy
IJIaBHOMY peJlakTopy u3jarenbcrBa «Jlyu»

H. T. I'puropseBoit
340045, MockBa, MuaypuHCckHii ipoctl., 1. 36, KB. 5
3amanue 7. Onpenenure Mo KIHYEBOMY CIOBY BHUJ OpPraHU3allMOHHO-PAcHOPSIUTEIbHOTO
JOKYMEHTA, BHECUTE UCIIPABIICHUS B €r0 PEKBU3UTHI U JOOABHTE HEIOCTAIONINE PEKBU3UTHL.
I'OCYJJAPCTBEHHBIM KOMUTET P® ITO ITEYATU
No 8 9 stuBaps 2000
VYTBepxkaeHNE HOBOW peAaKLUU NHCTPYKIUU O JI€JIONPOU3BOJICTBY B IEHTPAIBLHOM ammapare
l'ocynapcrBennoro Komurera P® no neyaru.

00s3BIBAIO;

3aganue 8. PaboTHuK momeHsn ¢amuiuio mocie ohopMIIeHHs ero Ju4yHoro nena. Kax
KaJpoBas ci1yx0a 10JKHA OTPa3uTh 3TO U3MEHEHHE B MPOLIECCE BEJICHUS €ro JIMYHOTO Jiesia?

3ananue 9. Ilocne 3aBeneHus] TPYJOBOM KHUXKKU COTpyIHHUK opranusanuu B. U. Ilerposa
BBIIIUIA 3aMY>K M [TIOMEHsJIa IeBUUbI0 (haMIIIUIO Ha (haMIInio Myxa. Uepes Tpu rojia OHa pa3Beliach ¢
MYXXEM U peIlnia BepHYTh ce0e NeBUUbI0 (haMHIINIO, OJHAKO Yepe3 JIBa roJla BHOBB BBIILIA 3aMYK,
B3sIB (haMMJIMIO BTOPOro Myxa. Kak n3MeHeHHs IepCOHAIbHBIX JaHHBIX 3TOI0 COTPYIHHUKA JAOJKHBI
OTpa3UThCS B €€ TPYJAOBOU KHUKKeE?

3ananue 10. B coorBerctBum ¢ I'OCT P 7.0.97-2016, Bcrynusmum B cuity ¢ 01.07.2018, B
MOPSAJIOK 3aBEpEHUs] KONUU TPYAOBOM KHUKKM BHECEHbI H3MEHEHUS, COIVIACHO KOTOPBIM IpHU
3aBEpEHUU KOIIMH Ha IOCJIEIHEN €€ CTPaHULIE TPENYCMOTPEHO MTPOCTaBIeHUE OTMETKH «llomMHENK
TPYIOBOW XpaHUTCA B ceiide oraena kajapoB [HauMmeHoBaHue padoroxarens|». [Ipu stom 'OCT P
7.0.97-2016 HocHUT peKOMEHJATeNbHBIH, a He 00s3aTeNbHBIH XapakTep. MOXET JM NpPUBECTH
urHopupoBanue pexkomeHaauuu HoBoro ['OCTa k HeEraTUBHBIM IOCIEJACTBUSAM JJs BiaJenblia
TPYAOBOM KHMXKHU U B YeEM OHU BbIpa3siTcs?

3ananue 11. B opranu3zanuio nocTynuio NOBTOPHOE MUCbMEHHOE oOpallleHne IpaKIaHuHaA,
HE coJiepKalliee HOBBIX JIOBOJIOB MJIM OOCTOSITEIBCTB 110 BONPOCY, Ha KOTOPBIN €My YK€ OBbIIIH JaHBbI
MMCbMEHHBIE OTBETHI MO CYLIECTBY B CBSI3U C paHEe HampaBisieMbIMU oOpamieHusMu. O0s13aHa U
OpraHu3alys J1aTh OTBET Ha 3TO OOpalleHue MO CYIIEeCTBY MOCTaBIEHHOTo Bompoca?

3amanne 12. JlokymeHTOOOOpOT opraHuzanuu coctabisger mMeHee 600 JOKYMEHTOB B TOJ.
Kakyto ¢popmy perucrpannu 10KyMEHTOB ClIeAyeT BHIOpATh JUis 3TOI opranusanun’?

3amanne 13. Ilpoanamusupyiite (Ppasy «DJIEKTpOHHBIE JOKYMEHTHI  CO3/AIOTCH,
00pabaThIBalOTCA U XPAHATCS B CUCTEME AJIEKTPOHHOTO JIOKyMEHTO0O0OpoTa (heaepalbHOro opraHa
WCIIOJIHUTEJILHOM BIIACTH», ONMUPASICh HA OIpe/eJIeHNe MOHATHH «3JIEKTPOHHOE JEI0POU3BOICTBOY»
U «QIIEKTPOHHBIN JTOKYyMEHTO000POT».

3amanne 14. B QenepanbHbIX oOpraHax HCIOTHUTEIHHOM BIACTH pa3paldaThIBAIOTCS |
UCTOJNB3YIOTCS  DIEKTPOHHBIE  JIOKYMEHTBHI, cO37aBaéMble B  JJIEKTpOHHOW  ¢opme  0e3
MIPeIBAPUTENILHOTO JTIOKYMEHTUpOBaHMUsI Ha OymakHoM Hocutene. Kak HaspiBaeTcst Takas (opma
JOKYMEHTAI[MOHHOTO 00eCTIeYeH s yIpaBIeHUs?

Kpurepun onieHuBaHus:

[Ipu oneHuBaHuM YpOBHS C(HOPMHPOBAHHOCTH KOMIIETEHIUI YUHUTHIBA€TCSI MPaBHIIBHOCTD
pelieHus, MOJHOTA OTBETA, UCIIOIb3YEMbIE UCTOYHUKHU, CTPYKTYPUPOBAHHOCTb OTBETA U BIIAJICHUE
TEPMUHOJIOTHEN, OTBET Ha BOMNPOCHI K 3ajlaue, BBINOJHEHUE 3afaHuil. PemieHue A0KHO OBITh
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CaMOCTOSITENILHBIM ¥ TONHBIM. OTBETHl Ha BOMPOCHI JIOJDKHBI OBITH  Pa3BEePHYTBIMH H
apryMEeHTHPOBAHHBIMU, BHIBOJIBI JIOTUYHBI U TOYHO C(OPMYIIMPOBAHBI.

Ornucanue mKajibl OLICHUBAHUS

OrneHka «OTJIIMYHOY» CTaBUTCS, €CIIH 00yJaroIIunics:

— IPaBUJILHO PELINII 337auy;

— J1aJl OTBETHI Ha KAXKIBIN U3 MOJIBOIPOCOB, 0OOCHOBAB MPU ATOM XOJ] CBOETO PELICHUS;

— MPaBUJILHO BBIMOJIHUII BCE 3aJaHus K 3a1aue (Ipy HAJTMYUN);

—  XOpOLIO  CTPYKTYpUpOBaJl ~ OTBET, BBIOpad HYXHYIO HHQOpPMAIHIO, OTCEsB
HenH(OMATHBHBINA MaTepHa,

— IPaBUJIBLHO KCII0JIb30BaJl TEPMUHOJIOTHUIO.

Or1eHKa «XOpOIII0Y» CTAaBUTCS, €CITU 00yUYarOIIHIAC:

— IPaBUJILHO PEIINT 33/1a4y;

— Jla]l KpaTKUE OTBETHI HAa KaXKIBIN U3 MOABOIPOCOB, HO TPU 3TOM HE 0OOCHOBAII XOJI CBOETO
pelieHus;

— 000CHOBAJI pelIeHue 3a/1a41, HO OCTaBWJI 0€3 BHUMAHHUS OJIMH U3 MOABOIIPOCOB 3a/IaHUs, HE
PackpbLI €ro;

— BBITIOJTHIJI HE BCE 3a/IaHUS K 3a/1a4€ JTMO0 BBIMOJHUI ¢ OIIMOKaMu (TIPH HATWYHH);

— nmoo0pan Marepuall, KOTOPBIM HE 3aTparuBaeT TEMbI 33J]a4i UK HE JAaeT MPEACTaBICHUE O
IIO3ULIUHU aBTOPa;

— UCTOJIb30BAT TEPMHUHOJIOTHIO C OIIHOKAMH.

O1ieHKa «yI0BJIETBOPUTEIBHOY» CTABUTCS, €CITU O0YJArOIITHICS:

— J1aJl OTBET HE Ha BCE MOJIBOMPOCHI 3a/1aHUs;

— Jajm OTBET Ha BCE IOJBONPOCH, HO OOJBIIMHCTBO OTBETOB HEOOOCHOBAHHBIC WIIH
OIIHOOYHEBIE;

— HE TPEICTaBIII BBHIIIOJTHEHHOTO 3aJaHus K 3a7a4e (Ipy HAJIUYUN );

— HE CMOT CJIeNlaTh JOJDKHBIE BBIBOJBI HA OCHOBE UMEIOIIET0Csa MaTepuara;

— HE UCIOJIb30BaJl TEPMUHOJIOTHUIO UJTH MCTIOIb30BaJl C OLIMOKaMH.

OreHKa «HEyI0BIETBOPUTEIBHOY» CTABUTCS, €CITU 00yUYaIOLTHIiCs:

— He pelui 3ajauy;

— Jlal KpailHe KOpPOTKMH OTBET, PELINJI HEKOTOpbI€ MYHKTHI 33Jlay, MPU STOM HUKAK HE
000CHOBAJI CBOE PEILIEHUE, HE BBIMOIHIII 33 JaHUSI.

11. Opranuszanusi 00pa3oBaTeJIbHOI0 MPOLECCa IJISl JIHUI[ ¢ OTPAHNYEHHBIMHA BO3MOKHOCTSAMM

OOydeHue Mo IUCHUIIIMHE OOYy4aroIUXCs C OrpPAaHMYEHHBIMH BO3MOXKHOCTSMH 370POBbS
OCYILIECTBIISIETCSI C Y4YE€TOM OCOOEHHOCTEH TICHUXO(U3UYECKOTO pa3BUTHSA, WHIUBUIYaTbHBIX
BO3MOKHOCTEH U COCTOSIHUS 30POBbS TAKMX 00YUaIOLIUXCS.

Conepkanrie oOpa3oBaHMs UM YCIOBUSA OpTraHU3alud OOydeHHsS OOydYaroIMXcs C
OTpaHUYEHHBIMH BO3MOXHOCTSIMHM 3J0POBBSl OINpPENENAIOTCA aJanTHPOBAaHHON 00pa30BaTebHON
MpOrpaMMoii, a /s HHBAJIUAOB TAaKXE B COOTBETCTBUU C WHIUBUAYAIBHOM MPOTrpaMMOi
peabunuTay UHBAIUAA.

OcBoeHME AMCLUILIMHBI OOYYalOIIMMHUCA C OTPAaHMYEHHBIMU BO3MOKHOCTSMHU 370POBbS
MOKET OBbITh OpPraHM30BaHO KaK COBMECTHO C JAPYTUMH OOYyYaroIIMMHUCS, TaK W B OTIEIbHBIX
rpynnax. IIpeanonaratorcs cnenyaibHble YCIOBUS Ul MOJIydeHUs: 00pa3oBaHUs 00yJarolIUMHUCS €
OTrpaHUYEHHBIMUA BO3MO>KHOCTSIMH 370POBbSI.

[Ipodeccopcko-neqarorndeckuii  COCTaB  3HAKOMHTCSI C  TICUXOJIOTO-(hHU3HUOJIOTHIECKUMU
0COOEHHOCTSIMH O0YYAIOLIUXCS MHBAIUAOB U JIMIL[ C OTPAaHUYEHHBIMH BO3MOXHOCTSIMH 3/10pOBbS,
MHIUBUAYAIBHBIMHU [TPOTPaMMaMU peadMInTalluy WHBATUAOB (1pu Hanuuun). [Ipu Heo6xoaumocTu
OCYUIECTBJISIETCS  JIOMOJIHUTENbHAA TMOJAEpKKa MPENoJaBaHus ThIOTOPAMH, TMCHUXOJIOTaMHU,
COLIMAJIbHBIMU PaOOTHUKAMHU, ITPOLIEAIIUMY OATOTOBKY aCCUCTEHTAMH.

B cooTBeTcTBHM C METOAMYECKUMH peKoMeHIanusMu MuHoOpHayku P® (ytB. 8 ampens
2014 1. Ne AK-44/05BH) B Kypce TMpeamnoJiaraeTcsi HCIOIb30BaTh COIUAIBHO-aKTUBHBIE H
pedieKkCUBHBIE METOAbl O0YYEHHs, TEXHOJOIMH COLMOKYJIBTYpPHOW peadHIuTalud C LeJIbio
OKa3aHUsl TOMOILIM B YCTAHOBJIEHUU MOJHOLUEHHBIX MEXIMYHOCTHBIX OTHOIIEHUH € APYrUMH
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CTYJCHTaMH, CO3AaHIH KOM(OPTHOTO NMICUXOJIOTHYECKOTO KIMMaTa B cTyneHdeckoii rpymme. [Togbop
U pa3paboTka y4yeOHBIX MaTepUajoB MPOU3BOIATCS C YYETOM IHPEJOCTaBICHUS MaTepualia B
pa3nuYHBIX (QopMax: ayaualbHOW, BU3YaJIbHOHW, C HMCIOJIH30BAHUEM CICIHAIBHBIX TEXHHYECKUX
CPEICTB U UHPOPMAIIMOHHBIX CUCTEM.

Menuamarepuanbl  Takke  Cl€AyeT HCIOJIb30BaTh M aJalTHUPOBaTh C  yYETOM
WHIMBHIYAIBHBIX 0COOEHHOCTEH 00yuenus ui ¢ OB3.

OcBoenue aucuuiuinHbel jguiamMu ¢ OB3 ocyiiecTBiseTcss ¢ HUCHOJIB30BAHUEM CPEJICTB
oOyueHuss 0OLIEro W CHENUAIBHOIO  Ha3HAyeHUs (MEepCOHANBHOTO M KOJJICKTUBHOTO
WCIOJIb30BaHUsA). MarepualbHO-TEXHUYECKOE O0O0ECICUCHHE MPEAyCMaTPUBACT IPUCITIOCOOICHUE
ayauTopuil Kk Hyxaam jui ¢ OB3.

®opma MpOBEACHUS aTTECTAlMU JJIsl CTYJECHTOB-WHBAIUJIOB YCTAHABJIMBACTCS C YYETOM
WHIUBUAYAIBHBIX TcuXxoduiznyeckux ocobeHHocreil. s crynentoB ¢ OB3 mpemycmarpuBaeTcs
noctymHas popma MpeIoCTaBICHUS 3aIaHUi OLIEHOYHBIX CPEJICTB, a8 UMEHHO:

— B II€YaTHOM WJIM 3JEKTPOHHOU dopMe (i UL ¢ HAPYUICHUSIMH OMOPHO-JBUTATEIHLHOTO
amnmnapara);

— B meyaTHOW (¢opMe WM ODIEKTPOHHOH ¢opMe C yBEIMUYEHHBIM MIpUPTOM W
KOHTPACTHOCTBIO (IS JIUIL C HAPYIICHUSIMU CITyXa, PeUH, 3pEHUs );

— METOJIOM YTEHHSI aCCUCTEHTOM 3aJ]aHus BCIYX (AJIs JIUI] C HAPYIICHUSIMHU 3pEHUs).

CrygeHTaM ¢ WHBaJIUJAHOCTBIO YBEIMYMBACTCS BpeMs Ha TMOATOTOBKY OTBETOB Ha
KOHTPOJbHBIE BONpPOCHL. JIJIs TakuxX CTYAEHTOB IMpelycMaTpuBaeTcsi JOCTymHas Qopma
MPEA0CTaBIICHUs] OTBETOB Ha 3a/IaHMsI, 4 UMEHHO:

— MUCHbMEHHO Ha Oymare WM HaOOpOM OTBETOB Ha KOMIBIOTEPE (Ui JHUI] C HAPYIICHUSIMU
ciryxa, peumn);

— BIOOPOM OTBETa U3 BO3MOKHBIX BAPUAHTOB C UCIIOJIL30BAHUEM YCIYT aCCUCTEHTA (IS JTUI]
C HApYIICHUSIMU OMTOPHO-ABUTATEIILHOTO aIiapara);

— YCTHO (U141 JIUI C HAPYUICHUSIMH 3PEHUS, OTIOPHO-IBUTaTEIBHOTO anmnapara).

[Ipu HeoOxomuMocTH i OOYYAIONMIUXCA C WHBAIMIHOCTBHIO TMPOLEIypa OICHUBAHMS
PE3yNbTaTOB O0YUYEHHS MOXKET MMPOBOJUTHCS B HECKOJIBKO 3TAIOB.
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12. JIncT perucTpanuy M3MeHeHUH

Jara
Ne PekBu3uTHI ToKyMEHTa 00 BBEJICHUS B
Conep:kaHre U3MEHEHHUS 9
n/n YTBEPKACHUN U3MCHCHUA JCUCTBHC
/A3MEHEeHHs
VYTBepk/ieHa ¥ BBe/ICHA B JICUCTBUE PEIICHUEM
Kaeapsl TOCYJapCTBEHHOTO M MyHUITUTIAIEHOTO
yIpaBieHUs Ha OCHOBaHUHU (pesiepaabHOro [Iporokon 3acenanus
roCyJapCTBEHHOTO 00pa30BaTeIbHOIO CTAaHAAPTA Kadeapsl
|| Bpicmero oOpa3oBaHus — OakanaBpuar 1Mo roCyJ1apCTBEHHOIO U «30» uroHs
" | HanpaBisieHuto noarotoBku 38.03.04 MYHULUAIIAIBHOTO 2021 rona
['ocynapcTBeHHOE M MyHULIMTIATBHOE yrnpasiienus Ne 10 ot «30»
YIIPABJICHUE, YTBEPKACHHOTO IIPUKA30M utons 2021 rona
MuHmCTEpCTBA HAYKU U BBICILIEIO 00pa30BaHUs
P® ot 13 aBrycra 2020 1. Ne 1016
AKTyanu3upoBaHa 1 BBE/ICHA B JeiCTBHE
pemeHreM Kadeapsl TOCyJapCTBEHHOTO U
MYHUIIUINIAJILHOTO YIIPABICHUS HA OCHOBAHUU [TpoTokon 3acenanus
(benepaibHOr0 TOCYJaPCTBEHHOTO kadenpsl
) 00pa30BaTeNbHOTO CTaHIapTa BHICIIETO roCy/1apCTBEHHOIO U «30» uroHs
" | obpa3zoBaHus — OakajaBpuaT IO HAIIPABJICHUIO MYHHULIUIIAIBHOTO 2022 roga
noarotoBku 38.03.04 I"'ocynapcTBeHHOE U yropasierus Ne 10 ot «30»
MYHHUIHMIIAJIBHOE YIIPABIEHUE, YTBEPKIAECHHOIO utona 2022 roga
MpUKa30M MHUHHCTEPCTBA HAYKU U BBICIIETO
oOpazoBanust PO ot 13 aBrycra 2020 . Ne 1016
AKTyanu3upoBaHa U BBE/ICHA B JCCTBHE
pemeHreM Kadeapbl SKOHOMUKHI M YIIPABICHUS
Ha OCHOBaHHUH (eiepaibHOTO rOCYAapCTBEHHOTO TTpoToKon 3aceianus
00pa30BaTeIbHOTO CTaHapTa BHICILIETO
kadeapbl dKOHOMUKH U «30» urons
3. | obpa3oBaHus — OakanaBpHar Mo HAMPaBICHUIO
noarotoBku 38.03.04 'ocynapcTBeHHOE U ynpasnerus Ne 10 ot «30» 2023 rona
utonst 2023 rona
MYHUIUIIAJIBHOE YIIPaBIEHUE, YTBEPKIAECHHOTO
pHuKa3oM MHHHCTEPCTBA HAYKU U BBICIIETO
oOpazoBanusi P® ot 13 aBrycra 2020 r. Ne 1016
4.
5.
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