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1. HEJIM U 3AJAYU OCBOEHUA JUCIUITJIMHBI MO4Y JIs1)

Jucrtuminia (Moaynb) — «JloKyMeHTOBEICHHE» SBIIsETCS 0a30BOW IPU TOATOTOBKE
CIEIMAIICTOB, 3aHATHIX B 00JacTH 3amMTBl WH(OPMAIMU, MPEACTABICHHONW Ha JIFOOBIX
HOCUTEJISIX, XpaHUMOM 1 00pabdaThiBaeMOM pa3IMYHBIMU CIIOCOOAMHU U CPECTBAMH.

1.1. Ileab ocBOEHUS] TUCHUMIHHBI (MOAYJIsl) — 00ECIEYUTh MOJATOTOBKY CTYJICHTOB B
0o0JacT TPUMEHEHUs BBIYUCIUTEIBHOW TEXHUKU MPU PEUICHHHM 3aJad JOKYMEHTOBEICHUS,
JIEJIONPOU3BO/ICTBA, YIIPABIEHUS U aHATIN3a XO3MCTBEHHOH 1€ATEIbHOCTH.

1.2. 3apaveii ocBoeHHSsl AUCUMIUIMHBI «/lOKyMeHTOBenEeHUE» SBISETCS YMETh
pa3pabaThiBaTh  TEXHOJOTMUYECKYKD W  OKCIUIyaTallMOHHYIO  JOKyMeHTauuioo. M3ydaBuime
JUCIHUIUIMHY JIOJDKHBI: BJIAJIETh TOHATHUSAMHU, CBS3aHHBIMH C O(HCHON aBTOMAaTHU3AlMEH,
METOJIaMH ¥ CPEJCTBAMU YIPABJICHHUS JJIEKTPOHHBIMU JOKYMEHTaMH, WX CO3[aHUEM,
XpaHEHUEM, aHATTU30M, IOMCKOM, OpraHu3alueil KOJIeKTUBHOTO 0CTYIA.

bakanaBp, wu3yuuB gUCHUIUIMHY «J[OKyMEHTOBEeIEeHHE», MOXET OBITh TOTOB K
CleyrolIeMy BUAY IpohecCHOHATBbHOUN NesTEIbHOCTH:

. MIPOCKTHO-TEXHOJIOTHYECKas e TEIHbHOCTD.

bakanaBp, uzyunB aucumiminHy «JloKyMeHTOBeIEHHE», JOJDKEH pelliaTh CIEAYIOIUe
poQeCCHOHANIbHBIC 33/1a4U B COOTBETCTBUU C BUJAMU MPOPECCHOHAIIBHON JAEATEIHLHOCTH:

. ydacTue B pa3pabOTKe TEXHOJIOTHUECKOW U IKCIUTyaTaI[AOHHOW TOKYMEHTAIIUU

2. MECTO JUCHUIIJIMHBI MOAVYJIsA) B CTPYKTYPE OIIOIT

2.1. VYyeOHasm jgucuMmiMHa (Moayiab) «JlOKyMEHTOBEIEHHE» OTHOCHTCS K
obs3arenbHOM  (0a30BOM) wyacTh yueOHOro IuiaHa HampasieHuss moarotoBku 10.03.01
Nudopmanmonnas 6e3onacHocts 2022 roma Habopa.

Nzyuenue kypca «JlokyMeHTOBEIEHUE» pAacCUMTAHO HA OAMH cemecTp (4 cemecTp)
npelycMaTpuBaeT cJady CTyACHTaMd 3adeTa Ha OCHOBE pPEUTHHIO-OalIbHOM CHCTEMBI
OIICHUBAHMSI.

O61mmas TpyA0eMKOCTh AUCHUIUIHHBI (Moayns) — 108 yaca/ 3 kpenuta (3E).

2.2. JInsa u3yyeHusi JaHHOW y4eOHO# TUCUHMILINHBI (MOIYJIA) HEOOXOAUMBI CJIeayIolIue
3HAHUS, YMEHUs, HABBIKK W (WIM) ONBIT [eATEeJbHOCTH, (opMHUpyeMble
NnpeamecTBYOIMMHA Y4eOHBIMU JUCIHIJIMHAMU:

1. HNudopmaruka.

B pe3ynbraTe ocBO€HUS 3TOM AUCHUIUIMHBI, CTYIEHT JOKEH:

3HATh:

— OCHOBHBIE TTOHSTHUSI UHPOPMATHUKH,

YMETh:

— HCIOJIb30BaTh IPOrpaMMHBIE U allllapaTHbIE CPEJICTBA IEPCOHAIBHOTO KOMITBIOTEPA,

BIIA/IETh:

- HaBBIKAaMHU TOMCKAa MH(OpMaIUU B ri00ambHON HHPOPMAIIMOHHON ceTH MHTepHeT u
paboThl ¢ OPUCHBIMU MPHUIOKEHUSAMHU (TEKCTOBBIMHU MPOIIECCOPAMHU, TEKTPOHHBIMH TaOIHIIAMH,
CpeJCTBAaMU MOJArOTOBKU Mpe3eHTalMOHHBIX MaTtepranoB, CYB/l u T.11.).

2.3. Ilocaexyomme y4deOHble AUCHMIUIMHBI (MOAYJH) M (MJIH) NPAKTUKH, IJs
KOTOPbIX He00XOAUMbI 3HAHUSI, YMEHHsSl, HABBIKH, (popMHpYyeMble JAHHOWH Yy4eOHOM
AUCHHUILJIMHOM (MOayJIeM):

1. Opranu3zalilnoHHOE U NpaBoBoe olOecriedeHre HHHOPMaMOHHONW O€30MacHOCTH.
2. 3ammra U 00paboTKa KOH(UACHINAIBHOW HHPOPMALIUH.
3. WNudopmanoHHbIE TEXHOJIOTHH B YIIPABICHUH TPOEKTAMH.

Tawke aucuuiuimHa «JlOKyMEHTOBEJCHHE» TIOMOXET CTYyJeHTaM Ipu HalmUCaHUH
OakanaBpcKoi pabOTHI.

3. IJIAHUPYEMBIE PE3YJIBTATBHI OBYYEHUSA 110 JUCHUIIJIMHE
MOAVYJIIO)
[Ipouecc ocBOEGHMS AMCUMIUIMHBI HampaBieH Ha (OPMUPOBAHHME DJIEMEHTOB CIEIYIOIINUX
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komnereHIM B coorBercTBUM ¢ PI'OC BO u OIIOIIBO no naHHOMY HamnpaBlIEHHIO
MOATOTOBKH (CHEIUATBLHOCTH):

a) o6memnpodeccuonanpHbix (OIIK): OIIK 8 — crnocobeH ocCymecTBiIsTh MMOA00pD,
u3ydeHue u 00O0OIIeHHEe HAyYHO-TEXHHUYECKON JIMTEepaTypbl, HOPMAaTUBHBIX U METOIMYECKHX
JOKYMEHTOB B LIEJISIX PELICHUS 33134 MPo(hecCHOHAIBHON AEITEIbHOCTH.

Tabanna 1 — JlekoMno3unusi pe3yJbTaToB 00y4eHHsI

Kon u [Tnanupyemsble pe3ynbTaThl 00y4eHHsI 10 AUCHUTUTHHE (MOJTYIIIO)
HAHMCHOBAHHIE 3nats (1) Vnets (2) Brazets (3)
KOMIIETEHIINU
OIIK-8 cnocoben | MOIIK-8.1. 3nare: | MOIIK-8.2. Ymers: | MOIIK-8.3. Bnaners:
OCYLICCTBIATD OPUHIMIOBL,  METOABl U | OCYLIECTBISATH noabop, | HaBBIKAMHU MOATOTOBKH
monbop, W3Y4YCHHE | CpeIcTBa pemieHus | m3ydeHHe ©  00o0meHue | 0030poB, AHHOTALNH,
" 0000meHne | CTaHAAPTHBIX 3a1a4 | HAyYHO-TEXHUYECKON COCTaBJICHUS pedepaTos,
Hay4YHO- npogeccHoHaNbHON JUTEPaTyphl, HOPMATHBHBIX | HAyYHBIX JOKJIAJIOB,
TEeXHHYECKOH JeATEIbHOCTH. u METOAMYCCKHX | IyOnuKanuid u Oubmuorpaduu
JHUTEPaTypHl, JTOKYMEHTOB. N0 HayYHO-HCCIIEIOBATEIbCKOM
HOPMATHBHBIX | pabore.
METOANYECKUX
JIOKYMEHTOB B
LeJsIX pelieHus
3aj1a4
npodeccuoHaIbHOM
JeATeIbHOCTH

4. CTpykTypa U coaep:kaHue TUCHUILUINHBI [lOKYMeHTOBe/leHHe

O6wem muctummmuHbl (Moayist) 3 3.e., 108 gaca, 36 yacoB BBIIETICHO HA KOHTAKTHYIO paboTy
o0ydJaronmmxcs ¢ TmpernojgaBareieM (JabopatopHblie pabotel — 36 dwacoB), 72 Yaca — Ha

CaMOCTOSITENIbHYIO pabOTy 00y4aroXcs.

Tabauna 2 — CTpyKTypa U coepkaHue TMCHUILIUHBI (MO1YJIs1)

KonTaktHas Camocrost | @opMbI TEKYIIETO
pabora(B yacax) T. paboTa | KOHTPOJIS
No o yCIIEBAEMOCTH (10
o/ HaumenoBanue § % HeoenaM cemecmpa)
p | panena (remen) 2| 5l n|m  |op |kp |cp | Pop@ .
Ol T B MIPOMEXKYTOUHON
§ aTTecTaluu (1o
8 cemecmpam)
1 Monyns 1. OcHOBBI 4 11 2 4 Omnpoc no Teme.
JIOKYMEHTOBE/ICHUSI. Otyer mo
Tema 1. [Ipeamer, MPAKTUIECKOMY
coJiep’KaHue U 3a/1a4u 3ajaHuio 1.
Kypca, METO/JIbI €r0
n3yuyenus. [lonstue o
nokyMeHTe. DyHKIUU
JTOKyMeHTa. Buibl
JOKYMEHTOB.
CrniocoOsl
JTIOKYMEHTUPOBAHUS.
CBolicTBa JOKYMEHTA.
2 Tewma 2. [IpaBuna 2 2 4 Omnpoc no Teme.
oopmMIIeHUS Otyer mo




OTJIEIbHBIX MPAKTUYECKOMY

PEKBU3UTOB 3aJIaHUIO 2.

JIOKYMEHTA.

Tewma 3. OGmue 3 Omnpoc o Teme.

TpeOoBaHus K Otuer no

OJlaHKaM JOKYMEHTOB. MPAKTHIECKOMY

Onpenenenue cocraBa 3aJaHuIo 3.

JOKYMEHTAIUH.

Knaccudukanms

OJTaHKOB JOKYMEHTOB.

Tema 4. 4-5 Ompoc 1o Teme.

l'ocynapcrBenHoe Otuer no

peryaupoBaHue MIPAKTHICCKOMY

JIeNIONPOU3BOICTBA. 3ananuto 4. Tect 1

Oobmas

KJ1accupuKamms

CUCTEM

aBTOMAaTHU3AINH

JIEJIOTIPOU3BO/ICTRA.

Cucrembl

JOKYMEHTAITUH.

I'ocynapcTBenHbie

CTaH/IapPTHI Ha

JOKYMEHTAIHIO.

YHuunupoBaHHbie

CUCTEMBI

JOKYMEHTAITUH.

Krnaccudukaropsl.

Moy 2. 6 Omnpoc o Teme.

Knaccudukanus Otuer no

TOKyMeHTOB. Tema 5. MIPAKTUIECKOMY

IloaroroBka 3aJaHUIo 5.

OpTraHU3aIMOHHBIX

JIOKYMEHTOB.

Tewma 6. [TogroroBka 7 Ompoc 1o Teme.

paciopsANTENbHBIX Otuer o

JIOKYMEHTOB. MPAKTHIECKOMY

JlokyMeHTUpOBaHuE 3amanuto 6. [lenosas

NEeITEIbHOCTHU urpa 1

KOJUIeTHaTbHBIX

OpTraHoB.

Tewma 7. [logroroBka 8 Ompoc o Teme.

MH(OPMALIOHHO- Otyer no

CIPaBOYHBIX MPAKTHIECKOMY

JIOKYMEHTOB 3aganuio 7. Jlenopas
urpa 2

Tewma 8. [ToaroToBka 9 Omnpoc 1o Teme.

JOKYMEHTAIUH 110 Otuer o

JUYHOMY COCTaBY. MPAKTUYECKOMY

TpynoBble KOHTPAKTHI. 3aJlaHuIo 8.

[Ipukassl o TMYHOMY




coctaBy. JInunbie
KapTOYKHU.

9 Tema 9. CocraBiieHue 10 Ompoc 1o Teme.
JUYHBIX TOKYMEHTOB. Otuer no
3asBieHue. Pesrome. MPAKTUYECKOMY
ABTtoOuorpadusi. 3aJ1aHuIo 9.
JI0BEpEHHOCTb. KontponbHas padota
Pacnucka 1. Tect 2

10 | Moaynas 3. O0mas 11 Ompoc 1o Teme.
OpraHu3anus Otuer no
JIeJIONPOU3BOJICTBA U MPAKTUYECKOMY
JTOKYMEHTO000pOTa. 3aganuto 10
Tema 10.

OpranuszanvoHHbIC
CXEMBbI
JIEJIOTIPOU3BO/ICTRA.
O6paboTka BXOAAIINX
Y UCXOJISIINX
JIOKYMEHTOB.
[IpoxoxnaeHue
BHYTPEHHUX
JIOKYMEHTOB.

11 | Tema 11. 12 Ompoc 1o Teme.
Perucrpanus n Otuer no
KOHTPOJIb MPAKTHIECKOMY
BBITTOJTHEHUS 3amannio 11
NOKyMEHTOB. DOpMBI
pEruCTpaInm.

12 | Tema 12. 13 Ompoc o Teme.
Cucremaruzanus Otuer o
JIOKYMEHTOB. MPAKTUIECKOMY
Homenkinarypa nemn. 3amanuio 12
Bunsl HomeHKIaTyp.

13 | Tema 13. 14 Ompoc 1o Teme.
dopmupoBaHue u Otuer no
OpraHu3aIus MPAKTUYECKOMY
ONEPaTUBHOIO 3ananuio 13
XpaHESHHS JIe]I.

Odopmienue
00JIOKKH Jiena.

14 | Tewma 14. ITopsaaok 15 Omnpoc no Teme.
nepeaaydun Je B apXuB Otyer mo
JUIS TATbHEUIIIETo MPAKTHIECKOMY
XpaHEHUs. 3aganuio 14
DKcnepTh3a HEHHOCTH
JIOKYMEHTOB.

CocraBneHue onucei.
15 | Tewma 15. 16 Omnpoc 1o Teme.

Opranuzanus paboTsl
c
JOKYMEHTUPOBAHHOU
nHpopmarmen

KonrponsHas padora
2




OTPaHUYECHHOTO
J0CTyTIa

16 | Tema 16. 17 3 6 Ompoc 1o Teme.
JIOKyMEeHTO000pPOT Ha [ToaroroBka u 3ammTa
COBPEMEHHOM pedeparon
MIPEITPHUSATHH.

17 | Tema 17. Cuctemsl 18 3 6 Ompoc o Teme. Tecr
BEJICHUS 3
JIEKTPOHHOTO
JIeTIOTIPOU3BOICTBA.

HUTOI'O 36 36 3AUYET

[Tpumeuanue: JI — nexuwmst; [13 — npaktuueckoe 3anstue, cemunap; JIP — maboparopnast
pabora; KP — xypcoBast pabota; CP — camoctosTenbHas padora.

Tabauna 3 - Marpuua

COOTHECCHUSA

Y4eOHO# JTMCIHUIIIMHbI/MOAYJISA M ()OPMHPYEMBbIX KOMIIETEeHIM i

Tem/pa3aeioB

Temui,
paszoenvl
OUCYUNTUHBL

Kon-
80
yacoe

Koo

Komnemernuyuu

Obuwee
KOJIUYeCmeo

OIIK 8

KoMmnemeny
ui

Monynb 1. OCHOBBI JOKYMEHTOBEACHHUSI.

Tema 1. Ilpenmer, copepxaHue W 3amauu Kypca,
MeToabpl ero wusydeHus. [loHsTHE O JOKyMEHTE.
OyHKIMU ToKyMeHTa. Buabl 1okyMeHTOB.CriocoObl
JIOKyMeHTUpoBaHus. CBONCTBA TOKYMEHTA.

+

1

Tema 2. IIpaBuna opopmieHUs OTACIBHBIX
PEKBH3UTOB JOKYMEHTA.

Tema 3. OOmue TpeboBaHus K OJ1aHKaM
JTOKyMeHTOB. OnpesielieHie COCTaBa JOKyMEHTAIHH.
Knaccugukaius 071aHKOB JOKYMEHTOB.

Tema 4. 'ocynapcTBeHHOE pPeryIMpOBaHUE
nenonpousBoacTBa. O0mas kiaccupuKaius CucTeM
aBTOMaTH3alMU AeJI0Npon3BoAcTBa.CHCTEMBI
JNOKyMeHTauu. ['ocyaapcTBeHHbIE CTaHIapThI HA
JOKYMEHTAIUI0. Y HU(PUIIMPOBAHHBIE CUCTEMBI
nokymenTanuu. KnaccuduxaTtops.

Monyns 2. Knmaccudukamnms nokymeHToB. Tema 5.
[ToaroroBka opraHU3allMOHHBIX JOKYMEHTOB.

Tema 6. [TogroroBka pacropsiANTENIbHBIX
JIOKYMEHTOB. /[OKyMEHTHPOBaHUE AEATEIBHOCTH
KOJUJIETHAJIbHBIX OPTaHOB.

Tema 7. IloaroroBka HHPOPMALMOHHO-CITPABOYHBIX
JIOKYMEHTOB

Tema 8. [loaroToBka TOKyMEHTALUHU 10 JTUYHOMY
cocraBy. TpynoBbie KOHTpakKThl. [Iprka3sl o
JUYHOMY COCTaBy. JIMYHBIE KAPTOYKH.

Tema 9. Cocrasienue
3asBiIcHUE. Pesrome.
JloBepenHocts. Pacnincka

JUYHBIX  JOKYMEHTOB.
ABTtoOuorpadusi.




Koo Obuwee
KOMnemeHyuu KOJIUYeCE0
KoMnemeny
OIIK 8 ui

Temur, Kon-
paszoenvl 80
OUCYUNTUHBL uacos

Monynb 3. O01mias opraHu3aiis AeJI0MpPON3BOICTBA + 1
U JIOKyMEHTO00O0pOTA.

Tema 10. Opranu3zanuoOHHbIE CXEMBbI
nenornpousBozcTBa. OOpadoTKa BXOISIIUX U
UCXOJAIINX TOKYMEHTOB. [IpoxoxaeHue
BHYTPCHHUX JJOKYMEHTOB. 6

Tema 11. Peructpanusi 1 KOHTPOJIb BBIITOJTHECHUS + 1
JToKyMeHTOB. DopMBbI peructpaiuu. 6

Tema 12. Cucremaru3zanus JOKyMEHTOB. + 1
Homenknarypa nen. Buasl HOMeHKIaTyp. 6

Tema 13. ®opmMupoBaHue U OpraHu3aIKs + 1
orepaTUBHOTO XpaneHus neir. OdopMicHue
00JIOKKH Jelia. 6

Tewma 14. Ilopsanok nepegauu e B apXuB IS + 1
JAIbHENIIEro XpaHeH!sl. DKCIepTU3a LIEHHOCTH
nokyMeHTOB. CocTaBIeHUE OMUCEH. 6

Tema 15. Opranu3zanus padoThl C + 1
JOKYMEHTHPOBAaHHON MH(OpMaIei orpaHn4eHHOTO
J0CTyTa 6

Tema 16. JIokyMeHTOOO0OPOT Ha COBPEMEHHOM + 1
MPEINPUITHH. 9

Tema 17. CucreMsl BeleHUs AIEKTPOHHOTO + 1
JIEJIONIPOU3BO/ICTBA. 9

UTOI'o 108

Conepxanue IMCUMILIHHBI

Moay.b 1. OCHOBBI JOKYMEHTOBEICHUS.

Tema 1. Ilpeamer, conep:xanue u 3aga4u Kypca, MeToabl ero usydyenusi. [lonsitue
0 nokymMenTe. @yHKUMU AOKyMeHTa. Buabl nokymenToB. Cnoco0bl JOKYMEHTHPOBAHHUS.
CBoiicTBa JOKyMeEHTA.

Ponb 1OKyMEHTOB B pa3iMuYHbIX O00JIacTAX JAedTenbHOCTH obmectBa. Hayuwo-
HCTOpUYECKAs U MPaKTUYECKas LIEHHOCTh JOKYMEHTOB.

[Ipenmer u 3agaun Kypca. CTaHOBJIEHHE U Pa3BUTHE JOKYMEHTOBEIEHUS KaK HayYHOH
JuciuiuiiHbl.  COOTHOLIEHWE TMOHSATHM  «JOKYMEHTOBENECHHE» U  «JIEJIONPOU3BOJICTBO.
Hctounuku Juis u3ydeHHs Kypca. 3aKOHOJATeNbHbIE aKThl W MaTepuaibl. PykoBopsiiue
JOKYMEHTBl 10 CcTaHAapTu3auuu. EnnHas rocygapcTBEHHas CHUCTEMa JOKYMEHTAllMOHHOIO
oOecnieueHus ynpasieHus. O0s3aTenpHas U TONOJIHUTENbHAS HaydHast U yueOHas TuTeparypa.

[Tonatue o nokymenrte. TepMHUHONIOTHS, UCTIONb3yeMas MPH paboTe ¢ JOKYMEHTaMH.
CooTHomieHHe TOHATHN «WH(pOpMaLUa» U «IOKyMEHT». 3HadeHue HHQopMaluu B
PKOHOMHYECKUX, COLMAIBHBIX M TOJUTHUYECKUX MPOILECCax, IS MNPUHATUSA YIPaBICHUYECKHX
peleHniH. DBOMIOLUS MOHATUA «IOKyMeHT». OmpezneneHue NOKYMEHTa B TOCYIapCTBEHHOM
CTaHzapTe.

JlokymeHTBl oduIMaibHble (CIIyXeOHbIC), JTUYHBIC (TIEPCOHATIBHBIE) W JIMYHOTO
IPOUCXOXKAECHNA. JIOKyMEHThl PYKONMCHBIE W HW3TOTOBJIEHHBIE C IOMOIIBI0 TEXHUYECKHX
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CPEICTB. «DJIEKTPOHHOE» JOKYMEHTHUPOBAHUE.

[Tonatne «pyHkuus pokyMmeHTa». llonM@yHKIMOHANBHOCTE TOKYMEHTa M COCTaB
byHKUINH.

NudopmannonHas (yHKUMS IOKYMEHTa KaKk OCHOBHAas €ro (hyHKIMs, SBISOILASACS
CPEICTBOM 3ameyaTiieHHs, OpraHu3aluud U coxpaHeHus uHpopmauuu. CouuanbHas (yHKIHSL.
KommyHukaTuBHas (QyHKIUS HOKyMEHTa Kak CpeJCTBO IepeJadyd MH(pOpMalUud BO BPEMEHU U
npoctpanctBe. KynbTypHas ¢GyHKIMsS AOKyMEHTa Kak cHoco0 3akpervieHHss W Hepefadu
KYJBTYpPHOH TpaJuLUH.

[IpaBoBas ¢ynkus nokymenra. OcoOSHHOCTH yripaBiieHUeCKOW (yHKuuu. DyHKIUSA
JIOKYMEHTa KaK UCTOPUYECKOro UCTOYHUKA. DyHKIUSA ydyeTa sABJIeHUH, coObITUM U pakToB. Posb
JOKyMEHTa B YIpaBIEHUM SKOHOMHYECKMMHM, COLHUAIBHBIMH U  IIPOU3BOJCTBEHHBIMU
nporeccamMy. OYHKIMU JOKYMEHTa B YCIOBHUAX KOMIIBIOTEPU3ALUHU YIPABICHUS, MAaCCOBOIO
BHE/IPCHHS aBTOMAaTHU3UPOBAHHBIX HH(POPMALIMOHHBIX TEXHOJIOTHH.

[loHATHS  «IOKYMEHTHPOBAHUE», «CPEACTBA  JIOKYMEHTHPOBAHUA»,  «CIOCOOBI
JOKYMEHTHPOBaHU». MaTepuaibHble HOCUTENN HH()OPMAIK U X KIacCU(PUKAIIHSL.

CsolictBa nokymeHTta. IOpunnueckas cuna JokymeHTa. Opuaudecku 3HaunMMBbIE
pexkBU3UTHL. OpUTrHHAIBHOCTb, TOJAJUHHOCTD U KOMMUWHOCTD IOKYMEHTOB.

IOpunnyeckas cuna konuit u tenedakco. Horapuanbnbele konuu. IlommuuHBIE 1
MOJIJIO’KHBIE JOKYMEHTHI.

Tema 2. [IpaBuiia oopmiieHHs OT/IeJIbHBIX PEKBU3UTOB JOKYMEHTA.

[lonatne «pexBU3UT» U «PopMyJsip» JIOKyMeHTa. TpeOoBaHuA K OQOPMICHHIO
pexBu3uToB. CozepKaHUE OCHOBHBIX PEKBU3UTOB. PeKkBU3UT «3MOieMa opraHu3aluny WId
TOBapHBIN 3HaK. PEKBU3UT «HaMMEHOBaHUE OpraHU3aALIUN.

PexBH3HT «cripaBOYHBIE JaHHBIE 00 OpraHU3aIUK (TOYTOBHII aapec, HoMep TenedoHa,
¢akca, kogq OKIIO». PexkBH3UT «Ha3BaHHE BHJAa JOKyMEHTa». PekBU3UT «aaTta». PekBU3UT
«PETUCTPALIMOHHBIM HOMEp (MHIEKC) AOKyMEHTa». PEKBU3UT «cchbulka Ha HMHAEKC M JAary
BXOJISILEro JIOKyMeHTa». PekBU3UT «anpecaT». PexkBU3UT «rpud yTBepKAEHUs». PekBU3UT
«pe3oonus». PEKBU3UT «3arojaoBok». PEKBU3UT «OTMETKa O KOHTPOJIe». PEKBU3UT «OTMETKA O
HAJIMYUK TIPUIIOKEHUI». PekBU3UT «moanuch». PexkBu3uT «rpu¢ corizacoBaHus». PexkBU3NT
«BU3BI COTIacOBaHUA». PEKBU3UT «1euaThy». PEKBUZUT «OTMETKA O 3aBEpPEHUU KOMUM». PEKBU3UT
«OTMETKa 00 HCIIOIHUTENIE.

PexBu3uT «0TMETKa 00 MCIIOTHEHUH JOKYMEHTA U HAIPaBJIEHUH €r0 B JENION.

PekBu3nT «OTMETKAa O TOCTYIUIEHUH JOKYMEHTa B OpraHu3anuio». PexBusur
«UIECHTU(PUKATOP FJIEKTPOHHON KOMMH JOKYMEHTa.

ITocranosnenue IlpaButenscrBa Poccuiickoit ®eneparuu ot 27 nexabps 1995 r. Ne
1268 «O0 ynops/104eHUN U3TOTOBJIEHUS, UCTIOJIb30BAaHUS, XPAaHEHUS U YHUUTOKEHUS IeyaTel u
OnaHkoB ¢ Bocnipou3BeneHueM ['ocynapctBeHHoro repba Poccutickoit denepanuu.

[TocTanosnenue IlpaButenscTBa Poccuiickoit @enepanuu ot 7 aexadps 1996 r., Ne
1463 «O0 ucrnonb30BaHUM B HA3BaHMUAX OpraHu3anuil HauMeHoBaHMH «OO0 HCIIOIB30BAaHUM B
Ha3BAaHUSAX OpraHu3anuii HauMeHoBanui “Poccus”, “Poccuiickas @enepanus’»

ITocranosnenue IlpaBurensctBa Poccuiickoit @enepannn ot 26 centsiops 2000 r. Ne
725 «O0 yrBepxkaenun [IpaBuim okazaHust yciyr MOYTOBOU CBSI3MY.

Tema 3. O61ue TpedoBaHuA K OJ1aHKaM J0KyMeHTOB. OnpeesieHue cocTaBa
noxkymenranuu. Kinaccudukanus 6;JaHKOB JOKYMEHTOB.

Odopmrnenne n1okymMeHTOB Ha Osanke. Kiaccugukanus 61aHkoB JokymMmeHTOB. Dopmar
OllaHka JOKyMEHTa. 3aroJioBOYHAs, OCHOBHAs U OGOPMIISIONIAs YacTH JOKyMeHTa. biaHku c
n3ob0pakennem [ocymapctBeHHOro repba u rTepba cyObekTa ¢eaepanun. PacmonoxeHue
PEKBU3UTOB Ha YIJIOBOM H TMPOJOJILHOM OnaHkax. brmaHK s BHEIIHHMX W BHYTPEHHHX
nokymMeHTOoB. OOmmii Omank. brmaHk mucbma. braHk KOHKpeTHOTO BHaa JOKyMeHTa. biaHk
CTPYKTYpHOTo0 noapasnenenus. Pasmepst noneit. Hymepanus crpanun.



Tema 4. TocynapcTBeHHOe peryJaupoBaHue JejonpousBoacrsa. Oomas
KjJIaccu(puUKanusA CHCTEM ABTOMATH3ALMH AeJ0NPou3BoAcTBa. CHCTEeMbl JOKYMEHTALMH.
I'ocynapcTBeHHble CTAaHAAPTBI Ha JOKYMEHTANUIO. YHHUPUIHUPOBAHHbIE CHCTEMBI
noxkyMenTanuu. Kiaccupuxkaropsl.

Cucrembl ynpaBieHus: JoKymeHTaMu. [loHATHA «cucTeMa JOKyMEHTalMM» U
«yHU(DUIIMPOBAHHAS CHCTEMa JOKYMECHTAIMU». YHUQUIUPOBAHHBIC CHCTEMBI JOKYMEHTAIUH,
NEHCTByIOIIME B HACTOALIME BpeMsa. YHUUKALMA W CTaHAApTU3alUs JOKYMEHTOB.
3akoHOJATEeNbHBIE aKThl B cdepe AOKYMEHTAlMH. YKa3bl M PACHOPSDKEHHUS MPE3HJICHTa
Poccuiickoit ®enepanun, IOCTAHOBJICHUS U PACHOPSHKEHUS IPaBUTENbCTBA Poccuiickoi
@Denepanuy, perJjaMeHTUPYIOIIME MPAaBOBbIE HOPMBI Ha (enepajbHOM YpOBHE NpH paboTe ¢
JokymeHTaMu. [IpaBoBble aKThl HOPMATHUBHOIO M MHCTPYKTHUBHOI'O XapakTepa, METOJINYECKHE
JOKYMEHTHI 110 J€JIONPOU3BOJICTBY MPEANPUATHI U OpraHu3auui. ['ocy1apcTBeHHbIE CTaH1apPThI
Ha JokyMmMeHTanuioo. OOmepoccuiickue  KIacCU(UKATOPbl  TEXHUKO-DKOHOMUYECKOW U
counanpHO uHpopManuu. ['ocynapcTBeHHas cUCTeMa JOKYMEHTAI[MOHHOTO oOecreyeHus
yrnpasieHus. OyHKIMOHAIbHBIE, OTPACIEBbIE U BEJAOMCTBEHHBIE CHCTEMbI JTOKYMEHTALUH, HX
B3alMOCBS3b.

Mopnyas 2. Kinaccudukanusi J0OKyMeHTOB.

Tema S. IloaroroBka opraHu3alUOHHBIX JOKYMEHTOB.

Opranu3anoOHHO-TIPABOBBIE TOKYMEHTHI - YCTaBbl, IMOJ0KEHHUS, IITATHBIC PACTIMCAHMUS,
CTPYKTypa U IITAaTHasg YUCIEHHOCTb, PErJIaMEHThl., HHCTPYKLHH, JOHKHOCTHBIE MHCTPYKLUU,
JIOTOBOPBI.

Tema 6. IloaroroBka pacnopsiiMTeJbHBIX [J10KYMEHTOB. JlOKyMeHTHpOBaHHUe
AeATeIbHOCTH KOJLIErTHAJIbHBIX OPraHoOB.

PacniopsautensHble TOKYMEHTBI - IIOCTAHOBJICHMS, DPEIICHMS, NPHUKa3bl, YKa3aHUs,
pacriopsixenus u 1ip. Ilopsiiok ux cocraBineHust 1 opopMiIeHuUS.

Oco0eHHOCTH JOKYMEHTUPOBAHUS JEATEIIbHOCTH KOJUIETHAIBHBIX OpraHoB. CTpyKTypa
TekcTa mnporokona. [lomHele M kpaTkue ¢GopMbl MPOTOKONOB. IloAroToBKa BBIMHMCOK U3
IIPOTOKOJIA.

Tema 7. IloaroroBka MHGpOPMAIHOHHO-CIIPABOYHBIX JOKYMEHTOB.

NHpopManlMOHHO-CIIpaBOYHbIE  JTOKYMEHTBI - CIIPaBKH, aKTbl, JOKJIAJHBIE U
OOBSCHUTENIbHbIE  3alMCKH, JIOBEPEHHOCTH, CIYyXeOHble MHCbMa, Telle(OHOTrpaMMBI,
TeJIerpaMMBbl, (PaKkchl, pacTUCKU U JOBEPEHHOCTH.

PasHoBugHOCTH WH(GOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB, HMX COCTaBJI€HUE H
odopmienne. OCHOBHBIE pa3ziesbl HOJUTUKY HHPOPMALMOHHOM O€30MacHOCTH.

Tema 8. IloaroroBka JOKyMeHTAMM IO JH4YHOMY cocTtaBy. TpynoBbie
KOHTpPaKThl. [Ipuka3sl mo 1u4HOMY cocTaBy. JIMYHBIE KAPTOUYKH.

Kanpoast qokymenTanus (10 JIMYHOMY COCTaBY) - TPYAOBbIE KOHTPAKTHI, IPUKA3HI 110
JUYHOMY COCTaBY, TPYIOBbIE KHWKKH, TPYAOBbIE KOHTPAKThl. COCTaBIEHUE JIMYHBIX KapTOYEK.
YHuduuupoanHsie (GopMbl NEPBUYHON YUYETHOH IOKYMEHTAlMH O TPYJAy M €ro oruare.
Benenue tpynoBoii kaukku. KoHpuaeHIIMaIbHOCT JOKYMEHTOB 10 JINYHOMY COCTaBY.

Tema 9. CocraBiieHue JIMYHBIX [JOKYMeHTOB. 3asiBjieHue. Pe3iome.
ABToOunorpagus. losepennocrtb. Pacnucka.

[lonsiTe JWYHBIX JOKYMEHTOB. PEKBU3WUTHI COCTaBJIEHUS 3asBJICHUS, pe3loMe,
aBTOOHMOrpaduu, JTOBEPEHHOCTH, PACIUCKU, aHKeT. OCOOEHHOCTH 0(OPMIICHHS.

Moayas 3. O0mas opraHnu3anus 1eJ10NpPOU3BOACTBA U JOKYMEHT0000pOTA.



Tema 10. Opranu3zanmoHHbIEe CXeMbl AeJ0NPON3BoAcTBA. O0padoTKa BXOAAIMX U
HCXOAAIMX JOKYMeHTOB. IIpoxo:kieHne BHyTPEeHHUX JOKYMEHTOB.

Iloustue «TOKYMEHTOO000POT. Crpykrypa u oO1as XapaKTEePUCTHKA
JIOKYMEHTOTIOTOKOB. [TOHATHS «BXOIAITUN TOKYMEHTY, «UCXOIAIINNA JOKYMEHTY», «BHYTPEHHUN
ToKyMeHT». OpraHmuzarus paboTel ¢ JokyMeHTamu. OpraHu3anusi padoThl C MOCTYMAOIIUMU
nokymeHTamu. [lpuem, opraHuzamusi NMPOXOXKACHHS W TIOPSAIOK HMCIOJHEHHUS IOCTYIAIOIINX
nokyMeHTOB. [lopsimok opranuzamuu pabOThl C OTHpaBIIEMbIMH JOKyMmMeHTamu. llpaBuia
OopraHu3aIy padoThl ¢ BHYTPEHHUMH JOKYMEHTaMH. Y4eT 00beMa JOKYMEHTO000pOoTa.

Tema 11. PerucTtpanusi 1 KOHTPOJIb BbINOJHEHUS JOKYMEHTOB. @OpMbI perucTpanuu.

[lonsaTHe «perucrpanuss AOKYMEHTa». Perucrpanus ITOKYMEHTOB, COCTAaBHAas 4YacTb
TEXHOJIOTUM OpraHu3aluu padoTel ¢ JokyMeHTaMu. Llenau peructpanuu 1okymeHToB. OCHOBHBIE
INPUHLUIIBI PErUCTPALMKU JTOKYMEHTOB. DOpMBI PErucTpalvy JIOKYMEHTOB U IIOPSANOK HX
3anonHeHud. JKypHanbHas ¢Qopma peructpauuu. PerucTpanoHHO-KOHTPOJIbHAs KapTOYKa.
ABTOMaTH3UPOBAHHAs CUCTEMAa PErUCTPAlMM U  KOHTPOJISL HCIOJIHEHMSI JIOKYMEHTOB.
WNHupexcanys JOKyMEHTOB.

Tema 12. Cucremarusanus n1okymenToB. Homenkinarypa nesn. Buabl HoMeHKIaTYP.

[Tonstue «HoMmeHkiarypa pgen». HasHauenne HoOMeHKIATyphl Jneil. KoHKpeTHas
HOMEHKJIaTypa fen. TumnoBas HoMeHkIaTypa aen. [IpumepHas HoMeHkIaTypa aen. TpeboBaHus,
MPEABSBISIEMbIE K COCTaBJICHUI0 HOMEHKIIATYphl €] OpraHU3aliu. 3aroJiOBKU e W HX
COCTaBlieHME B HOMEHKJaType naen. TpeOoBaHus, NpeAbsBIsSeMble K 3alOJHEHUIO (HOpMbI
HOMEHKJIaTyphI Jie71. CucTemMaTu3alus 3arojoBKOB /el B HoMeHKIaType. [lopsgok cocTaBneHus
U YTBEPKJIEHUSI HOMEHKIIATYPHI JIeJ1 OpraHu3auu (yUpeKIeHUs).

Tema 13. @PopMupoBaHue U OpraHu3anys oNepPaTUBHOrO xpanenus aej. Opopmiienue
00J10KKH JeJia.

[Tonsatue «popmupoBanue aen». OCHOBHbIE TPeOOBaHUS, KOTOPBIC MPEABIBISIOTCS K
(GhopMHUPOBAHUIO JCIT B TEKYIIEM Aesionpon3BoacTBe. OdopmileHre 00JI0KKH Jiea.

[TpaBuna hopmupoBaHus pa3TUYHBIX KaTerOpuil JOKYMEHTOB B Jena. dopMupoBaHue
ACJI B OpraHu3alvi, B €€ CTPYKTYPHBIX HOAPA3ACICHUAX. OTBETCTBEHHOCTH 3a COXPAaHHOCTb
JOKyMEHTOB. Bblnaya AOKYMEHTOB /Jii BPEMEHHOTO TOJb30BAaHUS NpPHU XPAaHEHUH WX B
CTPYKTYPHOM TOJIpa3/IeIICHUH.

Tema 14. Ilopsinok nepeaayu e B apXuB AJIs1 JajIbHeHIero XpaHeHusl. JKCIepTU3a
LEHHOCTH J0KyMeHTOB. CocTaB/ieHHe ONMCe.

[ToaroroBka JOKYMEHTOB K cJade€ B BEIOMCTBEHHBIM apxuB. I[loHATHE «3KCcmepTusa
LIEHHOCTU JIOKYMEHTOB». HOpMaTMBHO-METOAMYECKHE M TEOPETUYECKHE OCHOBBI IPOBEIEHUS
OKCIEPTU3bl IIEHHOCTH JOKYMEHTOB. TpeOoBaHUS, TMpeAbsABIsEeMble K OpraHu3aluu U
IIPOBEJEHUIO IKCIEPTU3BI LIEHHOCTH JTOKYMEHTOB.

OcHoBuble ¢yHkiuu llentpanbHoit skcneptHo komuccuu (L[DK) m skcmepTHbIX
komuccuit (OK) opranmszanuu. Ilonmoxenue 06 skcmepTHOil komuccuu. IlpaBa u QyHKUIMEM
KOMHUCCHH, OpraHM3alMs W TMOPSJA0K JOKYMEHTHPOBAaHUS €€ padoThl. JTambl NPOBEICHUS
OKCHEPTH3bl LEHHOCTH JOKYMEHTOB. OdopmiieHHe pe3yibTaTOB SKCIEPTU3bl IIEHHOCTH
JIOKYMEHTOB.

[lonatue «odopmiienne nena». OcCHOBHBIE TpeOOBaHUSA, NPEIbABISEMBIE K
odbopmienuro nen. [lomnoe n yactuunoe opopmienue nen. [logmmeka nen. Hymeparus nmuctos
nena. CocraBiieHUE 3aBEPUTENBHON HAIIUCH, BHYTPEHHEHN OIKCH.

Ilepenaua nenm Ha XpaHeHue B apxuB. BzammopeiictBue ciyxOn JIOY um apxuBa
opraHu3zaiuu mnpu GopMupoBaHuu GoHIA.
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Tema 15. Opranuszanusi padoTbl ¢ JOKYMEHTHUPOBAHHON MH(pOpMaUell OTPAHUYEHHOT 0
aocTyna

HopmatuBHO-IIpaBOBbI€ aKThl, periaMEeHTHpYIue padoTy ¢ JOKYMEHTHPOBAHHOM
uHpOpMaIKeil OrpaHUYEHHOTO JIOCTYTIA.

JIoKyMeHTalMsl, OTHOCSIIAsICS K FOCY1apCTBEHHOM TalHe, TOCTYI K HUM I'pakJaH.

JIOKyMEHTBI, OTHOCAIIMECS K KOH(UAeHInaIbHOW nHpopmanmu. Opranuszanus padoTs
C KOH(UIEHUMAIbHBIMM JOKyMeHTaMu. llpuem wu peructpanus KOH(pUICHIMAIBHBIX
JOKYMEHTOB, II€4aTaHHWE, Pa3MHOXKEHUE U  pacchliKa JOKyMEHTOB. dopmupoBaHue
KOH(QUICHIIMAJIbHBIX JOKYMEHTOB B Jena. lcrmosnb3oBaHWe JOKYMEHTOB U i€l B TEKYyILEM
JIEJI0NPOU3BOACTBE. ['pynnupoBKka HCHOIHEHHBIX JOKYMEHTOB B Jena. llopsaok xpaHeHus.
ITpoBepka ux Hanuuus. Mcrnonb3oBaHue JOKYMEHTOB, J1€J1 U U3/1aHU.

Custre ¢ nen rpuga orpaHHYeHHs JOCTYIIA.

[ToctanoBnenue IlpaButenncTtBa Poccuiickoit denepamuu ot 4 ceHTOps 1995 r. Ne
870 «O06 yrBepxneHun [IpaBui OTHECEHHUs CBEICHUH, COCTABIISIIOIINX TOCYIaPCTBEHHYIO TaiHY,
K PA3JIMYHBIM CTEEHSAM CEKPETHOCTH

@enepanbubiii  3akoH or 27 wmrons 2006 r. Ne 149-®d3 «O6 wuHbopmammw,
MH(POPMALIMOHHBIX TEXHOJOTUSAX M O 3ammre uHbopMmanuu». Yka3 Ilpesunenta Poccuiickoit
Qeneparun ot 6 wmapta 1997 1. Ne 186 «OO0 yTBepKICHHM TE€pPEYHS CBEACHHIA
KOH(pHICHIIMAIBHOTO XapakTepa». Yka3 Ilpesunmenra Poccuiickoit denepanuu ot 24 sHBaps
1998 1. Ne 64 «O nepeune cBeieHUI, OTHECEHHBIX K TOCYAAPCTBEHHOM TaliHEe».

Tema 16. JlokyMeHTO000pPOT HA COBPEMEHHOM NpPeANPUSITHH.

TunoBas cTpykrypa npeanpustus. VHTEpHET/MHTpPaHET U CTPYKTypa MPEANpUSATHUS.
Od¢ucnas TexHuka W HHPOPMAIMOHHBIE TOTOKA B COBPEMEHHOM oduce. ABTOMAaTH3aIUA
IoKyMeHTooOopoTta. FOpuanyeckas cuiia 3JEKTPOHHOTO JOKYMEHTa. ODIEKTPOHHBIM 0OMeH
HEIOPUJIMYECKUMH JIOKyMeHTaMmH. JlyOonupyronmuii oOMeH IOpUAMYECKUMHU JTIOKYMEHTaMHU.
JIoKkyMeHTOOOOpOT Ha MPEANPUATUIX Pa3HOTO MaciTada.

Tema 17. CucreMbl BeJleHUsI JIEKTPOHHOI0 /1eJI0NPOU3BOACTBA.

Knaccuukanuss cucreM BeleHHs 3JIEKTPOHHOIO JIeNONpou3BojcTBa. CHcTeMbl
aBTOMATHU3UpPOBAaHHOrO  JokyMeHTooOopota.  «BOCC-Pedepent», «AiTu»  «JEJIO»,
«QnextponHble OducHble Cucremsl». «3onymka», HTL UPM. «EBdpar-nokymeHT0000pOT»,
Cognitive  Technologies. OcobenHoctTt ¥ (QYHKIMHM  aBTOMATH3UPOBAHHOTO  Oduca.
[IpenmyiiecTBa 2IEKTPOHHBIX JOKYMEHTOB. IIpenmyiiectBa cucreM aBTOMAaTH3MpPOBaHHOIO
JIOKyMEHTO000pOoTa.

5. METOAUYECKUE YKA3AHMS 110 ITPEIIOJJABAHUIO
N OCBOEHMIO JUCIUIIVIMHBI (MO Y JIS)

5.1. Ykazanus A8 npenogaBaresieil 10 OPraHM3alMUd M INPOBEICHHUI0 Y4YeOHBIX
3aHATHHA M0 TUCHHILIMHE (MOAYJII0):

[Ipy TOATOTOBKE K JICKIIMOHHBIM 3aHATHAM HEOOXOIMMO BOCIIOJIB30BATHCA YUEOHO-
METOAMYECKON JuTepaTtypod u3 1.8. Jlekiuu HeoOXOAMMO MPOBOAMUTH C HCIOJb30BAaHHEM
npe3eHTaluii, co3aanubx B MicrosoftPowerPont.

[Ipn moAroToBKE K JIaOOpaTOPHBIM 3aHSATUSM HEOOXOAMMO BOCIOIB30BaThCSA Y4eOHO-
METOINYECKOMN TUTEpaTypOid U3 M.8, a TAK’KE€ OTBETUTh HA KOHTPOJIbHBIEC BOMPOCHI U3 MO KaXKA0U
nabopaTopHoii pabote

5.2. Yka3zanus 1151 00y4al0IIMXCS 10 OCBOCHUIO TUCUUILJIMHBI (MOIYJII0)
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Bo Bpems camocTosTensHON paboThl HEOOXOAMMO BOCIIONB30BATHCS yIEOHO-METOAMYECKON
JUTEepaTypout u3 1.8.

Taouuna 4 — Conep:xxkanue caMOCTOSATEIbHOM Pad0Thl 00y4al0IIUXCS

Howmep Dopma pabomul
padena Bonpocwi, evinocumvie na camocmosmenvHoe Kon-60
uzyuenue uacoe
(memwi)
IToaroroska k omnpocy o reme. [loaroroska 4 Bneaynuropnas,
1. OTYeTa 10 NPAaKTUYECKOMY 3aJaHuto 1. U3y4eHHe y4eOHBIX
nocooui
[ToaroroBka k onpocy no teme. Ilogroroska 4 BueaynutopHas,
2. OTyeTa 10 IPAaKTUYECKOMY 3aJaHUI0 2. U3Yy4YEHHE Y4EOHBIX
nocoOui
IToaroroBka k onpocy o teme. [loaroroska 4 Bneaynuropnas,
3. OTYeTa 0 NPAaKTUYECKOMY 3aJaHUI0 3. U3yyeHue y4eOHBIX
nocoOui
[ToaroroBka k onpocy no teme. Ilogroroska 4 BueaynutopHas,

4. oTyeTa 110 IPaKTUYECKOMY 3aJaHuIo 4. U3y4EHUE Y4EOHBIX
IloaroroBka k tecry 1 mocooum
IToaroroBka k onpocy o teme. [loaroroska 4 Bneaynuropnas,

5 OTYeTa 0 NPAaKTUYECKOMY 3aJaHHUI0 5. y4acTHe CTYAECHTOB

B COCTaBJICHUU
TECTOB
IToaroroBka k omnpocy o reme. [loaroroska 4 Bneaynuropnas,

6. OTYeTa 0 NPAaKTUYECKOMY 3aJaHUIO 6. U3y4yeHHe y4eOHBIX
[ToaroroBka k nenoBoii urpe 1 IocoOui
IToaroroBka k omnpocy no teme. [loaroroska 4 Bneaynuropnas,

7. oT4eTa 10 IPaKTUYECKOMY 33aJaHUI0 7. U3yyeHue y4eOHBIX
[ToaroroBka K emoBoit urpe 2 IocoOui
[Tonroroska k onpocy no reme. [logroroska 4 BreayauropHasi,

8. oTyeTa 10 NPaKTUYECKOMY 3aJJaHHIO 8. U3y4eHHE Y4eOHBIX

nocooui
[TonroroBka k onpocy o treme. OTueT no 4 Bneaynuropnas,
9 IpakTH4ecKoMy 3anaHuto 9. [loaroroska k y4acTue CTYACHTOB
' KOHTpoJibHOM pabdote 1. [Togroroska k Tecty 2 B COCTaBJICHUHU
TECTOB
IToaroroBka k omnpocy no teme. [loaroroska 4 Bneaynuropnas,
10. oTyeTa 110 IPaKTHYECKOMY 3a1aHuto 10 U3yyeHHe y4eOHBIX
nocoouit
ITonroroBka k onpocy no teme. [logroroska 4 Bueayauropsasi,
11. OTYeTa 10 MPAKTUYECKOMY 3a1aHuto 11 M3y4eHHe Yy4eOHBIX
nocooui
IToaroroBka k omnpocy no reme. [loaroroska 4 Bneaynuropnas,
12. oTueTa 110 IPaKTUYECKOMY 3aJaHuto 12 U3ydeHHe y4eOHBIX
nocoouit
ITonroroBka k onpocy no teme. [logroroska 4 Bueayauropsasi,
13. OTYeTa 10 MPAKTUYECKOMY 3a1aHMI0 13 M3y4eHHe Yy4eOHBIX
nocooui
ITogroroska k onpocy no teme. [loaroroska 4 Bneaynuropnas,
14. oT4YeTa M0 MPAKTUIECKOMY 3a/1annio 14 U3ydeHUEe y4eOHBIX

mocooui
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[Toaroroska k omnpocy o teme. [loaroroBka 4 Bueayaurtopnas,
15. oTyeTa KOHTPOJIBbHOU padoTe 2 U3Y4YEHHE Y4EOHBIX
ocoouit
IToaroroBka k onpocy 1o reme. [loaroroska u 6 Bneaynuropnas,
16. 3amura pedeparon ydacTue CTYACHTOB
B COCTaBJICHUU
TECTOB
IToaroroska k omnpocy o reme. [loaroroska 6 Bneaynuropnas,
oTyeTa K Tecty 3 U3y4eHHe y4yeOHbIX
17. nocooOwuii, yuactue
CTYJCHTOB B
COCTABJICHUH TECTOB

5.3. Buapl u (opMbI NHUCbMEHHBIX PpadoOT, NpPelyCMOTPEHHBIX NPH OCBOEHUH
JAUCUHILINHBI, BHINOJIHAEMbIe 00y4aIOIMMHCS CAMOCTOATEIbHO — pedepar.

IIpaBuaa ogopmiieHHs TEKCTA MOSACHUTEILHOM 3anMCKU pedepaTa

Ha tuTynesHOM JMcTE IPOIMUCHIBAIOTCS: HAa3BaHUE YHUBEPCUTETA, (pakynbreTa, Kadeapsl,
Ha3BaHME JUCHUIUIMHBI, TeMbl pedepata, D.M.O. crtynmenrta, nHomep rpymmel, O.N.O.
MpPEnoiaBaTesis U OCTABISETCS MECTO IS MPOCTABJICHUS OLEHKHU U MOJITUCH MPENOoIaBaTens .
Buu3y nuiercst ropo ¥ ro HalmucaHusl.

TekcToBasi yacThb

Wznoxenne tekcta u odopmiieHue pabOThl ClEAyeT BBIMOIHITH B COOTBETCTBUU C
TpeOOBAHUSIMU.

Texct 113 odopminsiercs Ha oHOM cTopoHe nucTa popmara A4.

OcHoBHOI1 TekcT HaOupaercs mpuprom TimesNewRoman 12, ¢ BbIpaBHHBaHHUEM 710
wiupuHe, ab3alHBI OTCTYN JOJKEH OBITh OJMHAKOBBIM MO BCEMY TEKCTy M paBeH [,25 cm,
CTPOKH PA3ACIAOTCS NOYMOPHLIM UHIMEPBATIOM.

[Tons crpanuibl: BepxHee -2,5¢M, HIXKHee — 2,5 cM, eBoe — 3,5 cm, npasoe — 1,0 cm.

Crpykrypabie anemenTsl nosicautenbHoil 3anmucku COJEPXKAHHUE, BBEJIEHUE,
JAKVIIOYEHHUE, CIIMCOK UCITIOJIb3OBAHHBIX HCTOYHUKOB, ITPHJIOXKEHUE
JIOJI’KHBI HAQUUHATBHCS C HOBOTO JIUCTA.

Wx 3aronoBku ohopMIISIIOTCS nponucusimu oykeamu, wipugpmom 14 2K, pacnonararorcs
6 cepedune cmpoku 6e3 mouku 6 Kowye. J{OTIOIHUTENLHBIN UHmMep8a nocie 3arojioBka - 12 nm.

OCHOBHYIO 4acTh paOOTHI pa3AeisAoT Ha pa3zeibl, MoApa3Aeibl U, IPU HEOOXOAUMOCTH,
Ha MYHKTBHI.

Kaxplii pa3aen HeoOX0MMO HaYMHATh ¢ HOBOTO JiMcTa. Pa3iernsl HyMepyroT apabcKuMU
nudpamMu B mpenenax Bcero Tekcra. Ilocie Homepa u B KOHIIE 3arojlOBKa pasjiena mouka He
cmagumcsi.

Ecnu 3aronoBok coCTOUT U3 IBYX NMPEAJIOKEHUN, UX Pa3AEAIOT TOUKOU. [lepernocwl cnog
8 3a20/106KAX He OONYCKAIOMCA.

3aroioBku paszienoB OGOpMIISIIOTCS ¢ nponucHou Oykewl, wipugpmom 14 K, c
ab63anHoro orcrymna 1,25 cm. JlonoaHUTENbHBINA unmepsan nocie 3a20106ka - 6 nm.

(Ecnm 3aronoBok paszerna 3aHUMAET JIB€ M OOJbIIEe YHUCIO CTPOK, TO MHTEPBAT MEXIY
TUMH CTPOKAMU — NOIYMOPHBIM).

[Tonpaznensl HyMepyroTCs B Iipeaenax Kaxaoro pasaena. Homep noapasnena cocTout us3
HOMEpa paszfiella U NOpSAAKOBOrO HOMEpa Iojapasjena, pa3feseHHbIX Toukou. Ilocie Homepa
noJipasziesia TOUKy He CTaBsT.

3aroyloBKH TOMPA3/CNIOB IeYaTaroTcs ¢ a03al[HOTO OTCTYNA, ¢ HPORUCHOU OyK6bl
wipugpmom 12 7K, 6e3 TOUKM B KOHIIE 3ar0JIOBKa.

JIONOTTHUTENBHBIN uHmep6an nepeo 3arojJ0BKOM MOApasena — 6 nm, nocie 3arojoBka - 6
nm.
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IIyHKTBI HyMepylOTCs B Ipeaenax Kaxaoro nonpasziena. Homep myHkTa cocTOUT u3
HOMEpPOB pa3jiena, MoJpasjiena U MyHKTa, pa3JesieHHbIX Toukoi. [locne HoMepa MyHKTa TOUKY
HE CTaBsIT.

Heunb3st nucate 3arojoBOK B KOHIIE CTPAHUIIbI, €CJIM HA HEH HE yMEIIAlTCs, 110 KpaiHen
Mepe, 1B€ CTPOKH TEKCTA, UAYILETO 3a 3ar0JIOBKOM.

[Tpumep opopmiIeHus 3aroJ0BKOB TEKCTa:

1 PazpaGoTka annapaTHbIX CpeICTB

11
724 HyMmepanusi nyHKTOB epBOro pa3jiesa oT4yeTa

1.3‘

2 Texunuyeckne XapaKTepHuCTHKH

21
22l Hymepanusi myHKTOB BTOPOro pa3jeJia oT4era

2,31

B mnosfcHuTenbHONM  3alMCKE IOCJIE  TUTYJBHOTO JIMCTa  IIOMEUIAETCA  JIUCT
COJAEPKAHMUE, B KOTOPOM yKa3bIBalOTCS HOMEpa U HAaMMEHOBAaHMsI pa3JIeoB, 0Ipa3aesioB U
npuioxkeHuil T/ ¢ ykazaHuEM HOMEPOB CTPAHULL, T€ OHU HAYMHAKOTCS.

Pazgenbl, moapasnensl 3amnuchiBalOTCS B COJAEPKAHUM B TOYHOM COOTBETCTBHHM C UX
HAaUMEHOBAHUSIMH 0€3 COKPAILIECHUIN cmpoyHbIMU OYK8AMU KPOMe NEPBOti NPONUCHOU.

[epeunciaenus

B TexcTe MOSCHUTENHHON 3aITUCKH TIEPEUMCIICHUS TIPOU3BOJISATCS ¢ a03aI[HOTO OTCTYIIA,
KaXJ10€ C HOBOM CTPOKU € degucom.

[Ipumeps! HanMcaHus:

- TeKcT nosicHuTensHoM 3anucku (I13) (c pucyHkamu, TabnunamMu M T. 10.);

- IPHJIOKEHHS,

- IepeYeHb TEPMHUHOB;

- IEpEYEHb COKPAILCHU;

- IepPEYEHb JIUTEPATYPHI.

[Ipy HEOOXOAMMOCTH CCBHUIKM B TEKCT€ OTYETa Ha OJIWH U3 DJIEMEHTOB NEPEeUHCIICHUS
BMECTO Jieuca CTaBATCS CTPOUHbIE OYKBbI B MOPSAJIKE PYCCKOro andaBuTa, HAYMHAS ¢ OYKBBHI a
(3a HcKJIIOUYeHHEM OYKB 3, U, 0, 4, b, b, b).

Jlnst manpHEWIIen aeTanu3aliiu MepedrclIeHnid HEeoOXOJWMO HCIIOIh30BaTh apalOCKue
u(psl, MOCIIe KOTOPBIX CTaBUTCS CKOOKa, a 3alMuCh MPOM3BOAMUTCSA C ab3aI[HOTO OTCTYIA, KaK
MOKa3aHO B MpUMeEpeE.

I[Ipy HeoOXOMMMOCTH JaNbHEWINEH JOeTanu3ali [EePeUMCICHUH HCHOJIb3YIOTCS
apabckue udpel ¥ CTPOUHBIE OYKBBI PYCCKOTO ajiaBUTa, MOCIE KOTOPBIX CTABATCS CKOOKHU:

a)...;
0)...;
1)...;
2)...;
B).

[Ipumepsl HanucaHus:

1) Tekct mosicaurensHOM 3anucku (I13) (¢ pucyHKamMu, TaOIMIAMHY U T. I1.);
2) NPUIIOKEHUS;

3) mepeuyeHb TEPMUHOB,;

14



4) mepedeHb COKpAIIEHUIA;
5) mepeueHs TUTEPATYPHI.

[Ipumeps! HanMcaHus:
a) TekcT nosicauTensHou 3amucku (I13) (c pucyHkamu, TabIHUIIaMu U T. 11.);
0) MPUITIOKECHHS,;
B) IEpeYEeHb TEPMUHOB;
T) IepeueHb COKpaIICHHIA;
1) IEPEYEHb JIUTEPATYPBI.

CokpamnieHus cjioB

CoxkpailieHue cioB B TEKCTe, Kak MPaBUIIO, HE AomyckaeTcs. VICKIIoueHHe COCTaBIsIOT
COKpAIIeHUs], OOIIETIPUHSATHIC B PYCCKOM SI3BIKE: T. €. (TO €CTh), U T. . (M TOMY MOAOOHOE), U T.
1. (4 Tak ganee), u Ap. (4 Apyrue).

[Tpu HEOOXOIUMOCTH MPUMEHEHHSI CTIEM(PUUECKIX TEPMHUHOB MM COKPALICHUN HYKHO
JaTh WX pa3biACHEHHWE TP TEpBOM yHoMHHaHMHM. Hampumep «...co3gaHue cHCTEM
aBromaruyeckoro npoexktupoBanus (CAIIP)». B nocneayroiem TekcTe NpUHATHIE COKpAILEHUs
nunryTesi 6e3 cKoOoK.

Dopmy.Jibl

CocTaBHOW 4YacThIO TEKCTa TMOSICHUTEIBHOM 3alHUCKU SBISIOTCS MaTeMaTUYecKUe
dbopMyitel 1 cooTHOMIEHUS. DOPMYITBI CO31AI0TCS B peakTope Gopmy.
@opMmysbl pacmojaraloT B CEepeAMHE CTPOKH M BBIICISIOT M3 TEKCTa CBOOOIHBIMU

CTpOKaMU.

[Tpumep opopmiieHHs pacyeToB:
KonnuecTBo HaceneHus B 3aJJaHHOM IYHKTE U MOJYMHEHHBIX OKPECTHOCTSX C YYETOM
CpeIHero MpupocTa HacelleHus onpeaessercs no hopmyae (3.1):

~ ( ﬂH)':
He = Ho\1* T00)" (3.1)

rae Ho— uucrno xutesneit Ha Bpemsi MPOBEICHUS MIEPETHCH HACEICHUS, ThIC. Yell.;
AH — cpenHuii TOIOBOM MPUPOCT HACENICHUs] B JIAHHOW MECTHOCTH, % (TpUHHMAETCs
2...3%);
t — mepuo, ompenensieMblil Kak pa3HOCTh MEXTY Ha3HAUYEHHBIM T'OJIOM MEPCIEKTUBHOTO

IMPOCKTUPOBAHHUA U TOAOM IMPOBCACHU MEPCINCH HACCIICHUA, TOM.
g

2
H, = 32,6(1 + —) = 38,2 TpIC.HeJ.
100

PacimndpoBka dopmMynbl, mpu HEOOXOIWMOCTH, MPUBOAUTCS HEMOCPEACTBEHHO O]
dbopmyroir. B koHie Ghopmynasl CTaBUTCS 3armsiTasi, TMOSCHEHHWE 3HAYEHWW CHMBOJIOB HAlOT C
HOBOI CTPOKHU B TOM MOCIIEOBATEILHOCTH, B KAKOM OHU IIPUBENIEHBI B (hopmyIie.

dopmynbsl HYMEpPYIOTCS B mpeaenax pasfena. Homep ¢opmysisl cocTOMT U3 HOMepa
pazziena W TMOPSAIKOBOrO HoMmepa (opMynsl B 3ToM pazzaene. Homep ¢Gopmyisl B KpYTIBIX
CKOOKax MOMEIaeTCs B KpaifHeM MPaBOM IOJIOKEHUH Ha CTPOKE.

Ccpika B TeKCTe Ha popMyiy: «...B popmyie (3.1)».

Taoaunnl

[udposoii matepuan odopmisiercss B Buae Tabmui. Tabmuiy crieayer pacmojaraTh
HETIOCPEICTBEHHO ITOCIIe CCHUIKH Ha Hee.
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Pazmepsl Tabmuil BbIOMpPAIOTCS MPOM3BOJIBHO, B 3aBHCUMOCTH OT MPEICTABISEMOIO
Mmarepuaia. BeicoTa cTpok TabiMibl JOKHA ObITH HE MEHee 8 MM

Taomuua 2.1 — HaumenoBanue TaOIUIIBI

3aronoBku rpad

[TonzaromnoBku rpad

Crpoku
(ropu3oHTaIBHBIC
PAIBI)

3aronoBku rpad M CTPOK TaOMUIBI JODKHBI HAYMHATBCS C TIPONMMCHON OYKBBI, a
HO/3arojIOBKA rpad — cO CTPOYHOW OYKBBI, €CIIM OHHM COCTaBIISIOT OJHO MPEIJIOKECHUE C
3arosioBkoM. Eciu moa3aronoBku rpad) MMEIOT caMOCTOSTENbHOE 3HAUCHHUE, TO MX HAYWHAIOT C
MPOIMUCHON OYKBBI.

3aroJ0BKH YKa3bIBalOT B €JUHCTBEHHOM 4YHcCiie. B KOHIIE 3ar0JIOBKOB ¥ ITOA3ar0JIOBKOB
TaOJIMIBI TOYKU HE CTABSAT.

Paznensate 3aronoBku OOKOBUKA M rpad) JUAroHaNbHBIMH JIMHUSAMU HE JIOITYCKAeTCs.

I'pady «Homep no nopsaky» B TaOJIUIly BKIKOYATH HE AOIYCKAETCS.

Tabnuuel HymepyroTcst B mpenenax paszznena. Homep TaOnamubl cocTOMT U3 HOMepa
paszena ¥ MOpsSIKOBOrO HoMepa TaOlMIbl B 3TOM pasiene. HoMmep u HauMeHOBaHUE TaOJIMIIbI
cllefyeT moMenaTh Haj Tabiauiel cieBa yepes THpe.

[Ipumep odopmiieHus: TabIUIBL:

Tabmuua 3.1- JnuHa y4acTKOB Tpacchl

[IpoTsKEHHOCTh y4acTKa IPOEKTUPYEMOM Tum kaGens
Tpacchl, KM
0,084 JTIC-04-24A06-7,0
0,167 JIIC-04-24A06-7,0
0,301 JIIC-04-24A06-7,0
0,779 JTIC-04-24A06-7,0
Oomas qnuaa xkademnst: 1,331 km JI1C-04-24A06-7,0

[Tpumeuanue — TonmuHy JTuHUN TaOIUIBI 3a1aiTe 1 OT.

Tabmuiy ¢ OONBIIMM YHUCIOM CTPOK JOIYCKAaeTCs MEPEHOCHTh Ha Jpyrou juct. [lpm
ATOM B TEPBOW YacTHU TAOIHIIBI HUKHIOI TOPU3OHTAIBHYIO JIMHHUIO HE TpoBoasT. Ham BTOpoit
yacThio cieBa nmumyT: «lIpogomxenue Tabmutbr 2. 1.

[Tponomxenne Tabmursr 2.1
JlaTa HanmeHnoBaHue CTouMOCTh
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Pucynku

I'padmueckuit Matepuan pacrojarairoT, BO3MOXKHO, OJIMKE K TEKCTY, B KOTOPOM O HEM
YIOMHHAETCS.

Bce pucynku HymepyroTcs B Iipeienax paszeina 1 JI0JDKHBI UMeTh HauMeHoBanue, Homep
PHCYHKA U €r0 HAMMEHOBAHUE PACIIONIATraloT MO0J] PUCYHKOM CIIETYIOIUM 00pa3oM:

1

0e

0.3

ESI} -24 -18 -12 -4 0 6 12 18 24 30

Pucynoxk 2.12 — KpuBas ko3 uiineHTa BOCIpHUATHS PeUH

CchllKa B TEKCTE HA PUCYHOK: «...B COOTBETCTBUU C PUCYHKOM 4.3».
Ecmu B pazgene BBEJJEHUE ecth puCyHKH, TO OHU HyMEPYIOTCSA KaK :
Pucynoxk B.1 — Ha3zpanue pucynka

Cnucoxk UCnoJIb30BAHHBIX HCTOYHUKOB

Cnucok MCHOJb30BaHHBIX MCTOYHUKOB MPUBOJUTCA B KOHIIE MOSCHUTEIBHOM 3aIllUCKH.
CnmcoK HCIONMBb30BAHHBIX YYE€OHUKOB, CIPAaBOYHUKOB, CTAaTe€H, CTAaHAAPTOB U Jp. CJICAYET
pacmosaraTh B HOpPSIAKE MOSBICHHUS CCHUIOK HAa MCTOYHUKH B TEKCTE€ pabdOThI U HYMEpOBaTh
apabckumu nudpamu 6e3 TOUKH, eyaTaTh ¢ ab3aIHOTO OTCTYTIA.

Crmcok nUTepaTyphl JOJDKEH OBITH cocTaBlieH B andaBUTHOM mopsake. CHECOK aapecoB
cepBepoB Internet ykaspIBaeTCsl TOCIE JIMTEPATYpHBIX WCTOYHHMKOB. [Ipm ykazaHmm BeO-agpeca
PEKOMEHIyeTCs JaBaTh 3aroJIOBOK TAHHOTO pecypca (3aroj0OBOK BeO-CTpaHUIIBI).

HpI/I COCTAaBJICHHUU CITMCKA JIUTCPATyphbl B a.]'[(baBI/ITHOM MopAaKe CIACAYCT MPUACPKHUBATHCA
CJICIYIOIIMX MTPABUIT:

1) 3aKkOHOAATENLHBIC aKTHI U IOCTAHOBJICHUS MPaBUTENbCTBA PD;

2) cienuanbHas Hay4YyHast JUTEPATypa;

3) MeTou4ecKre, CpaBOYHbIC M HOPMATHUBHBIC MaTEPHUabl, CTATbU TIEPUOTUUECKON TICUaTH.

Jlnsi MHOTOTHPa)KHOW JIMTEpaTypbl MPH COCTABICHUU CIUCKA YKAa3bIBAIOTCS: IOJIHOE
Ha3BaHHUC MCTOYHHKA, (1)aMI/IJII/I$I W MHUIMAJIbl aBTOpa, U3AaTCJILCTBO U I'0Jl BBIITYCKa (,ZIJ'IS[ CTaTbu —
Ha3BaHWE W3JaHusA U ero Homep). [losHOe Ha3BaHME JUTEPATypHOIO HCTOYHUKA MPUBOIUTCS B
Hayajie KHUTH Ha 2-3 cTpaHHuIIe.

JInsi 3aKOHOJATENbHBIX AaKTOB HEOOXOAMMO YKa3bIBaTh MX IOJHOE Ha3BaHWE, MPUHSIBIINI
OpraH | JaTy MPUHATHSL.

[Mpu yxazanum agpecoB cepBepoB Internet cHayanma ykas3bIBaeTCs Ha3BaHWUE OPraHHU3AIINH,
KOTOPO# MPUHAICIKUT CEPBEP, a 3aTEM €T0 MOJHBIN apec.
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[Tpumepsl 3anuceit:

1 I'myxoB B. A. HccnenoBanue, pa3pabOTKa U TOCTPOCHHUE CHUCTEMBI SJIEKTPOHHOM
JIOCTaBKH JIOKYMEHTOB B OnOimoreke: ABroped. muc. kaHa. TexH. Hayk. — HoBocubupck, 2000. —
18 c.

2 DxoHOMUKA U noyuTuka Poccuu u rocynapcts GimKHEro 3apyoOexbs : aHalauT. 0030p,
anp. 2007, Poc.akaa. Hayk, WH-T MHpOBON SKOHOMMKM M MYXAYyHap. OTHoweHHH. — M. :
NMBMO, 2007. -39 c.

3 ®enyxun B. W. OTHOMONMMTHYECKHE KOH(DIUKTHI B COBpeMeHHOM Poccuu: Ha mpumepe
CeBepo-KaBka3koro pervona : guc. ... KaHa. moJut.HayK. — M., 2002. — c. 54-55.

4 OdwunuanpHble IEPUOANYSCKUE M3AAHUS : DJICKTPOHHBIN MmyTeBoAuTens / Poc.Hai. 6-
Ka, Llentp IPaBOBOM nHpopmaruu. [CII06], 200520076. URL:
http://www.nlr.ru/lawcrnter/izd/index.html (nara obpamenus: 18.01.2007).

5 JlorunoBa JI. I'. CymHoCTh pe3ynpTaTa AOMOJHUTEIBHOTO OOpa3oBaHHs neTei //
OO6pa3oBaHue: UCCIEAOBAHO B MHUpE: MEXIyHap. Hayd. nen. uHTepHeT-kypH. 21.10.03. URL:
http://www.oim.ru/reader.asp?nomer=366 (nara oopamenus: 17.04.07).

6 PomHok TpenuHroB HoBocuOupcka: cBosi urpa [DnekTpoHHBI pecypc]. — Pexum
noctyna: http://nsk.adme.ru/news/2006/07/03/2121.html (nara obpamenus: 17.10.08).

Od¢opmiieHue NPpUIOKEHU I

HyMeparust MpHIoKeH H OCYIecTBIIeTC PycCKuMU GykBami, kpome 6yks E, I, b, b, b, O.
B pa3gene COOAEPKAHUWE Ha3Banue npritokeHUs 0(OpMIIIETCS CIeIYIONIM 00pa3oM:

ITPUJIOXEHUE A — JluarpaMMa KjaccoB

B camom npunoxenun, cioso NPUJIOKEHHUE A numercs >kupHbIM MPUGTOM 10 TISHTPY, Ha ClIeAyommel
CTPOKE MUIIETCS HA3BaHHUE MPUIOKEHHUS, TI0 EHTPY KUPHBIM IPU(TOM, HAITPUMeED,

MNPUJIOKEHHUE A
Juarpamma Kjiaccos

Ecnu mpunoxeHne npoJoKaeTcs Ha CIEAYIOUIel cTpaHuLie, TO HEOOXOUMO CBEpXY IO
LEHTPY, HEXUPHBIM MIPUPTOM HaNUCaTh CJIOBA:
ITponomxenue [Ipunoxenns A

Ecan B npujioskeHnn, HApUMep, B NPWJIOKEHUN A ecTh Ta0JMIbI, TO OHM HYMEPYIOTCS KaK:

Taomuma A.1— Ha3sanune Ta0anIm!

Ecnu B npunoxeHnn ecTb pUCYHKH, HAIpUMED, B IPUIOKEHUH A, TO OHU HYMEPYIOTCS Kak:
Pucynok A.1 — Ha3Banue pucynka

Kpurepun onenkn pedepara:

— OLEHKa «OTJIMYHO» BBICTABIIAETCS OOYYAIOUIEMYCS, €CIM CTYIEHT IpeaCcTaBuil
pedepar B COOTBETCTBHM C METOJMYECKUMH YKa3aHHsIMH, HH(popmauus B pedepare
chopmynupoBaHa OOOCHOBAHHO, JIOTHYHO M IOCTENOBATEIbHO, NPUMEHEH TBOPUYECKUN
HOJXO/, YYTEHbl OCHOBHBIE HOPMAaTHBHO-IIPABOBBIE JOKYMEHTbI IO HH()OPMALMOHHON
0€30IIaCHOCTH,
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— OIICHKA «XOPOIIO» BBICTABISIECTCS 00yUYaroIeMycs, €CIIU CTYIEHT MpeACTaBuil pedepar
B COOTBETCTBUU C METOAMYECKMMHM YKa3aHHsIMH, HHpopMmaius B pedepare chopmyianupoBaHa
000CHOBaHHO, (HOPMYJIMPOBKMA KOHKPETHBIC, NPUBEIEHBI CCHUIKM HAa HOPMATHBHO-TIPABOBBIC
JOKYMEHTHI 110 MH()OPMAIIMOHHOM 0€30MacHOCTH, AOMYIIEHbl HEKOTOPhle HETOYHOCTH, UMEETCS

oJlHa HerpyOas ommuoKa.

— OIEHKa «YyJOBJIIETBOPUTEIHHO» BBICTABISIETCS OOYy4YaIOUIEMYCs, €CIU CTYIEHT
npencTaBuil pedepaT B COOTBETCTBHH C METOAMYECKUMHU YyKa3aHUSAMH, HH(OpManus B
pedepare chopMylMpoBaHa ¢ HaApyILICHUEM JIOTHKH, HE MOJIHasA, (GOpMYJIUPOBKaA OOIIast WIU
HETOJIHAS, UMEIOTCS OJIHA WJIM JIB€ HErpyOble OIMMOKHW, NMPUBEJCHBI HEBEPHBIC CCHUIKH HA

HOPMAaTUBHO-IIPAaBOBBLIC JOKYMCHTEI I10 HH(bOpMaHHOHHOﬁ 6630H3CHOCTI/I;

— OIICHKA «HEY/IOBJICTBOPUTEIIHEHO» BBICTABISICTCS O0YJarOMIEMYCsl, €CJIU CTYICHT He
npelncTaBuil pedepar WIM BBIIOJHWI €€ HEBEpHO, 0e3 HCIOIb30BAaHUS METOAMYECKUX
yKa3aHuM, OOOCHOBaHUSI HEBEpHBIC, ClE€NaHbl TPyOble OMIMOKH, OTCYTCTBYIOT CCBHUIKH Ha

HOPMAaTUBHO-IIPABOBBIC JOKYMCHTBI I10 I/IH(1)OpMaLII/IOHHOI>’I 0€30MacCHOCTH.

6. OBPA3OBATEJIBHBIE U UTHOOPMALIMOHHBIE TEXHOJIOT'U

HpI/I peaiu3anuu pPas3IndHbIX BHUIO0B y‘Ie6H0ﬁ pa6OTLI o JAJUCHUIIIIMHE MOT'YT
HCII0JIB30BATHCS SJICKTPOHHOC O6y‘ICHI/IC N JTUCTaHIIMOHHBIC 06pa3OBaT€JII)HI>IC TCXHOJIOTHH.

6.1. O0pa3oBaTe/ibHbIE TEXHOJIOTHH

Tabmmpa S — OOpa3oBaTejibHbIe TEXHOJOTHMH, HCIOJIb3yeMble MPH peaJu3anuu

y4eOHBIX 3aHATHI

Paznen, tema

®dopma y4eOHOT0 3aHATHS

JTUCIUILIAHBI (MOTYJIS) Jlekuus [IpakTueckoe JlaGopaTtopHas

3aHsTHE, CEMUHAP pabota

Monyinb l. OcHoBbl | O630pHas nekuust | He BBITIOJTHEHUE

JIOKYMEHTOBE/ICHUS. IIPEyCMOTPEHO nabopaTopHOM

Tema 1. ITpeamer, comepxanue u paboThl

3a7a4yl  Kypca, METOABl  €ro

u3ydenus. [loHsTHe 0 TOKyMeHTe.

@OyHKIMKU  JTOKyMeHTa.  Buusl

JOKyMeHTOB.CriocoObl

JNOoKyMeHTupoBaHusa.  CBolicTBa

JTIOKYMEHTA.

Tema 2. IIpaBuna opopmieHus Jlexuus He BBIITOJTHEHHUE

OTJIENIbHBIX PEKBU3UTOB Mpe3eHTalIHs MIPEeyCMOTPEHO nabopaTtopHoit

JIOKYMEHTA. paboThI

Tewma 3. O0mue TpeOoBaHMs K Jlexnusa He BBITIOJTHEHHE

OaHKaM TOKYMEHTOB. IIpEe3EHTALMS MIPELYCMOTPEHO nabopaTopHOI

Ornpenenenne cocrasa paboThI

nokymenTtanuu. Knaccuduxarms
0JIAaHKOB JJOKYMEHTOB.
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O63opnas nekmus | He BBIIIOJIHEHHE
Tewma 4. I'ocymapcTBeHHOE MPELYCMOTPEHO naboparopHoit
peryimpoBaHuc pa6OTBI
Jenonpou3BojicTea. O0mas
KIIaCCHU(UKALIUS CUCTEM
aBTOMAaTH3aIlUHN
JIe0MpOon3B0IcTBA. CUCTEMBI
JIOKYMEHTAIH.
I'ocynapcTBeHHBIE CTaHIAPTHI HA
JIOKYMEHTAIIUIO.
YHUu(UIMPOBAHHEBIE CUCTEMBI
JIOKYMEHTAIH.
Knaccugukatopsl.
Monyns 2. Knaccudukanus Jlexuus He BBIIIOJIHEHUE
nokymeHToB. Tema 5. Mpe3eHTalus IPELYCMOTPEHO nabopaTopHOH
[ToaroroBka opraHu3auOHHBIX paboThI
JIOKYMEHTOB.
Tema 6. [TogroroBka Jlexmus He BBITIOJTHEHHE
paclopsIUTENbHBIX IOKYMEHTOB. | Mpe3eHTauus IPELYCMOTPEHO nabopaTopHOH
JloxymeHTHpOBaHNE paboThI
JIeSITeIIbHOCTH KOJUICTHAIbHBIX
OpraHoB.
Tema 7. IlogroroBka Jlexuus He BBIIIOJIHEHNE
WH(OPMAIMOHHO-CIIPABOYHBIX MpEe3EHTaLNs MIPENYCMOTPEHO naboparopHoOit
JIOKYMEHTOB paboThI
Tema 8. [Tonroroska Jlexmus He BBIIIOJIHEHHE
JOKYMEHTAIMU IO JINYHOMY MpEe3eHTALMS PEAYCMOTPEHO nabopatopHoit
coctaBy. Tpyn0OBbI€ KOHTPAKTHI. paboThI
[Ipukasel 0 TMYHOMY COCTaBY.
JInyHble KAPTOUKHN.
Tema 9. CocraBiaeHne IUYHBIX | JIekius He BBIIIOJIHEHUE
TIOKyMEHTOB. 3asBieHue. Pe3tome. | mpeseHTarus MPETyCMOTPEHO nmabopaTopHOU
ABrobuorpagus. JloBepeHHOCTb. paboThI
Pacniucka
Monynb 3. O6mmas opranu3anus Jlexknus He BBIIIOJIHEHUE
JIETTONPOU3BOJICTBA U Mpe3eHTalNs MPETyCMOTPEHO nmabopaTopHOH
JIOKyMEHTO000pOoTA. paboTsI
Tema 10. OpranuzanuoHHbIe
CXEMBI JENO0NPOU3BOJICTBA.
O6paboTka BXOIANUX U
UCXOJAIIUX TOKYMEHTOB.
IIpoxoxkneHne BHyTPEHHUX
JIOKYMEHTOB.
Tewma 11. Peructpanus u Jlexunst He BBIIIOJIHEHHUE
KOHTPOJIb BBITTOJIHEHUS MpEe3eHTALMS MPeAYyCMOTPEHO nabopatropHoit
JIOKYMEHTOB. DOpMBI paboThI
pEerucTpaluu.
Tema 12. CucremaTu3anms Jlexmus He BBIIIOJIHEHHE
IOKyMeHTOB. HoMeHKaTypa nein. | mpe3eHTanus MPETyCMOTPEHO nabopaTopHOH

paboThI
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Buasl HOMeHKIIATYD.

Tema 13. ®opmupoBanue u Jlexuus - | He BBIIIOJIHCHUE

OpraHu3aIys ONepaTuBHOIO Mpe3eHTaIHs PEeyCMOTPEHO nabopatopHoit

xpanenus aen. OpopmiieHue paboThI

00JIOKKH Jeia.

Tema 14. Ilopsanok nepenauu aen | Jlexuus - | He BBIIIOJIHCHUE

B apXUB Ui JaJIbHEHIIEero Mpe3eHTaIHs PEeyCMOTPEHO nabopatopHoit

XpaHeHusl. DKCIepTu3a HEHHOCTH paboThI

nokymeHToB. CocTaBieHue

OIUCEN.

Tema 15. Opranuzanus pabotel ¢ | Jlekmus - | He BBIIIOJIHEHHE

JIOKYMEHTHUPOBAHHOM MPE3CHTALIHS MPEAYCMOTPEHO nabopaTopHOi

uH(popMaliel OrpaHuYeHHOTO paboTsI

JocTyna

Tema 16. JlokymeHTOOO0POT Ha O630pHas nekus | He BBITIOJTHEHHE

COBPEMEHHOM TPEINPHUATHH. IPETYCMOTPEHO nabopaTopHOI
paboThI

Tewma 17. Cucremsl BeieHUS O630opnas nekuus | He BBITIOJIHEHHUE

3IEKTPOHHOTO PeyCMOTPEHO nabopatopHoit

JIeJIONPOU3BO/ICTBA. paboThI

YyeOHble 3aHATHS MO AWCHUIUIMHE MOTYT HPOBOAMTBCA C  MPUMEHEHHUEM

MH(OPMALIMOHHO-TEIEKOMMYHUKAIIMOHHBIX CETe IpU OINOCPEIOBAaHHOM (Ha pacCTOSHUN)
MHTCPAKTUBHOM B3aWMOJICHCTBHM OOYdYarONMXCsS W MpernojaBarelsi B pexumax oOn-line B
dbopMax: BUJICONEKIINH, JEKUNNH-TIPE3CHTALUN, BUIEOKOHPEPEHINU, cOOEeCe0BaHNs B PEXUME
yart, popyma, 4ata, BHIIOJHEHUS BUPTYAJIbHBIX IPAKTUYECKUX H/UIIH Ja0OpaTOPHBIX paboT U Ip.

MaxkcuManbHbli 00BEM 3aHATUN OO0ydYaromierocss ¢ HPUMEHEHHEM  3JIEKTPOHHBIX
00pa30oBaTeNbHBIX TEXHOJIIOTUI HE JOJKEH MPEeBbIATh 25%.

6.2. UndopmanmoHHble TEXHOJIOTHH

— HCMOJb30BaHUE BO3MOYKHOCTEH HHTEpHETa B y4eOHOM IIpolecce (HMCHOIb30BaHUE
caiita mpernojaBarens (pacchbulka 3aJaHWN, TIPEIOCTABICHNUE BHITIOJIHEHHBIX pa0OT, OTBETHI Ha
BOIIPOCHI, 03HAKOMJIEHHE 00YYaIOLINXCS C OLIEHKaMH U T. 11.));

— HCIIOJIb30BAHME JJIEKTPOHHBIX Y4YEOHHMKOB U pAa3JIMYHBIX CAaWTOB (Hampumep,
AIIEKTPOHHBIX OMOJIMOTEK, )KYPHAJIOB U T. [I.) KAK ICTOYHUKOB UH(QOPMAIIHH;

— HCIIOJIb30BAHUE BO3MOXKHOCTEH 3JIEKTPOHHOM ITOYTHI IPENIOIaBATENS;

— UCMOJb30BAaHUE CPEACTB MpEACTaBICHUS YyueOHOH HHPOpManuu (JIEKTPOHHBIX
y4eOHBIX MOCOOMH M MPAaKTUKYMOB, MPUMEHEHHE HOBBIX TE€XHOJIOTHH Il MPOBEICHUS OYHBIX
(TpaAMLIMOHHBIX ) JEKIUH U CEMUHAPOB C UCIOJIb30BaHUEM MPE3CHTALUH U T. 1.);

— UCMOJb30BAHWE  HMHTETPUPOBAHHBIX  OOpa3oBaTeNbHBIX  Cpel, TI/A€  TIJIaBHOU
COCTABIISIOLIEH SIBIISIFOTCS HE TOJIBKO IPUMEHSEMbIE TEXHOJIOTUH, HO U COZIep KaTeIbHas 4acTh,
T. €. UHOPMAIMOHHBIE PECYPCHI (IOCTYN K MHUPOBBIM HMH(OPMALMOHHBIM pecypcaM, Ha Oasze
KOTOPBIX CTPOUTCS Y4eOHBIN TpolLIecc);

— WCTOJIb30BaHUE BUPTyalbHOW oOydwaromeit cpeasl (LMS Moodle
o0ydeHney») WM UHBIX HH(OPMALIMOHHBIX CUCTEM, CEPBUCOB U MECCEHIKEPOB]

6.3. IIporpamMHoe o0ecnieyeHne, COBpeMeHHbIe MPOo(ecCHOHATbHBIC 0a3bl JAHHBIX H
HH(pOpMaNOHHbIE CIPABOYHbIE CHCTEMbI
6.3.1. [IporpammHoOe o0ecnieueHne

«udpoBoe
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Haumenosanue

Ha3nauenue
MPOrpaMMHOTO 00ecTeueHus
Adobe Reader [Tporpamma JUIS IPOCMOTpa AIIEKTPOHHBIX
JIOKYMEHTOB
[Tnatpopma BupryanpHas oOydatomiast cpena
JTUCTaHIIMOHHOTO 00y4deHus LMS
Moodle
Mozilla FireFox Bbpayzep

Microsoft Office 2013,
Microsoft Office Project
2013, Microsoft Office Visio

Oducnas nporpamma

2013
7-zip ApxuBaTop
Microsoft Windows 7 OrnepanroHHas cucTeMa

Professional

Kaspersky Endpoint CpencTBO aHTHBHPYCHOM 3aIUTHI
Security

6.3.2. CoBpemeHHble mnpodeccHOHANbHbIe 0a3bl [JaHHBIX U HH(OPMALMOHHBIE
CIPaBOYHBIE CHCTEMBI

1. Dnextponnsli katanor Hayunoit 6mbnmorexn AI'Y Ha 6aze MARKSQL HITO
«Mudopm-cuctem»: https://library.asu.edu.ru.

2. DnektpoHHbIi KaTajor «Hayunsie sxypHansr AI'Y»: http://journal.asu.edu.ru/.

3. VHuBepcaipHas CIPaBOYHO-MH(OpMANMOHHAs TOJHOTEKCTOBas 0a3a JTaHHBIX
nepuoanyeckux uzaanuit OO0 «MIBUCx: http://dlib.eastview.com/

4. DrnexktpoHHO-OMONMMoTeuHas cucrema elibrary. http://elibrary.ru

5. CnpaBounas npaBoBas cucrema KoncynprantlLmroc: http://www.consultant.ru

6. Hudopmannonno-npaBoBoe obecneyenne «Cuctema ['APAHT»: http://garant-
astrakhan.ru.

7. POH/JI OHNEHOYHbLIX CPEACTB IJIs1 IPOBEJAEHUWS TEKYHIEI'O KOHTPOJIA
U IMPOMEXYTOYHOM ATTECTAIIMHA MO JUCLHUILIMHE (MOIY.JIIO)

7.1. IlacnopT ¢oHAA OLIEHOUYHBIX CPEACTB

[Ipu mpoBeAeHUU TEKYILIEro KOHTPOJIS U MPOMEKYTOUYHOM aTTecTalldyd MO JAUCIHUIUIMHE
(momynmo)  «JlokymeHTOBEACHUE» TMPOBEpseTCs CHOPMUPOBAHHOCTh Yy  OOYYArOIIUXCS
KOMIIETSHIINM, yKa3aHHBIX B pa3zjene 3 HACTOAIIEH MpOorpaMMbl.ITamHOCTh (OPMUPOBAHUS
JAHHBIX KOMIIETEHLUUH B TMPOIIECCE OCBOCHUS 00pa30BaTENbHONM MpPOrpaMMbl ONpEIeseTcs
MOCJIEIOBATEIbHBIM OCBOECHHUEM JUCHUIUIMH (MOAYJEH) MU TPOXOXKICHUEM IMPaKTUK, a B
MIPOLIECCe OCBOCHUS AUCLUMIUIUHBI (MOIYJS]) — IOCIENOBAaTEIbHBIM JOCTHKEHHUEM pE3yIbTaTOB
OCBOEHHMSI COJIEPIKATENbHO CBS3aHHBIX MEXK/TY COOO0M pa3/ienos, TeM.

Tadauna 6 — CooTBeTCcTBHE Pa3/iesioB, TeM TMCUUILIHHBI (MOIYJIfA), Pe3yJbTATOB 00y4YeHUsI
Mo JUCHUNJINHE (MOAYJII0) H OLIEHOYHBIX CPeICTB

No KonTponupyemsbie pa3nesnbl Kon HanmenoBanue
n/n (TeMbI) TUCIUIUINHBI™ KOHTPOJIMPYEMOU OLICHOYHOTI'O CPEICTBA
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KOMITETCHIINH (MU €€

4acTH)
Monaynb 1. OCHOBBI Bormpocs! 1u1st o0cysxieHus..
JIOKYMEHTOBE/ICHHUS. Tema 1. [IpakTuueckoe 3ananue 1.
[Ipenmer, conepkaHue W 3agadu
1 Kypca, METOJbl €ro H3Y4YEHHs. OIIK 8

ITousitue o pokymenrte. DyHKUUM

JIOKyMeHTa. Bujbl J0KyMEHTOB.

Crnioco0sl JOKYMEHTHUPOBAHHUS.

CBoiicTBa JOKYMEHTA.

Tewma 2. IlpaBwiia opopmireHus OIIK 8 Bormpocs! 1u1st o0cysxieHus..

2. OTAEIBbHBIX PEKBU3UTOB [IpakTuueckoe 3axanue 2.

JIOKYMEHTA.

Tema 3. O6mue TpeboBaHUS K OIIK 8 Bonpocs! 1u1st 06cykaeHus.

OaHkam JIOKYMEHTOB. [TpakTudeckoe 3aganue 3.
3 Omnpenenenue cocTaBa
' nokymenrtanuu.  Knaccuduxanms
0JIaHKOB JJTOKyMEHTOB.
OIIK 8 Bonpocs! 1u1st 06cyxaeHus.
Tema 4. T'ocynapcTBeHHOE [IpakTuueckoe 3ananue 4.
peryJivpoBaHue Tecr 1
nenonpousBoacTa. O0mast
KJIacCU(UKaLUs CUCTEM
4. aBTOMAaTHU3AINHU
Jenonpoun3BoicTa. Cucremsl
JnokymeHTauuu. ['ocynapcTBeHHbIe
CTaH/JapThl Ha IOKYMEHTAIIUIO.
YHUGUIIUpPOBaHHBIE CUCTEMBI
nokymeHTaiuu. Knaccudukatops.
Monayns 2. Knaccudukanus OIIK 8 Bonpocsr mist 06cyxkaeHus.
S. nokymeHToB. Tema 5. Iloaroroska IIpakTnueckoe 3amanue 5.
OpraHU3aIlMOHHBIX JTOKYMEHTOB.
Tema 6. Ilogroroska OIIK 8 Bonpocs! 1u1st 06cyxaeHus.
5 pacmopsAUTEIbHBIX TOKYMEHTOB. [IpakTuueckoe 3ananue 6.
' JloKkyMeHTUPOBaHHE NEITEIILHOCTH Henosas urpa 1
KOJUIETHAJILHBIX OPTaHOB.
Tema 7. [Toaroroska OIIK 8 Bonpocs! 1u1st 06cyxaeHus.
7. UH(OPMAIIMOHHO-CITPABOYHBIX ITpakTueckoe 3aganue 7.
JIOKYMEHTOB JlenoBas urpa 2
Tema 8. IToaroroBka OIIK 8 Bormpocs! 1yist o6cyxieHus.
JOKYMEHTAllMd [0  JTUYHOMY [IpakTuueckoe 3amganue 8.
8. cocrtaBy. TpylnoBbIe KOHTPAKTEHI.
[Ipuka3pl MO JMYHOMY COCTaBy.
JInuHble KapTOUKMN.
Tema 9. CocraBieHue JTNYHBIX OIIK 8 Bomnpocs! 11 o0cyxkaeHus.
JIOKYMEHTOB. 3asBieHue. Pesrome. [IpaxTnueckoe 3amanue 9.
9. ABrobuorpagusi. JloBepeHHOCTb. Konrponsnas pabora 1.
Pacnincka Tect 2
10. Monyne 3. OOmas opraHu3amnus OIIK 8 Bonpocsr myist 06cyxaeHus.

JIETIOTIPON3BO/ICTBA 51

IIpakTnueckoe 3aganue 10

23




nokymentoooopora. Tema  10.
Opranu3zaluoHHbIe CXEMBI
JIETIOTIPON3BO/ICTBA. O6paboTka
BXO/ISATIIX u UCXOJIAIINX
JIOKYMEHTOB. [Tpoxoxaenue
BHYTPEHHUX JIOKYMEHTOB.
Tema 11. Peructpanusi 1 KOHTPOJIb OIIK 8 Bormpocs! 1uist o0cysxieHus..
11. BBITNIOJIHEHUSI JOKYMEHTOB. POpMBI [TpakTnueckoe 3ananue 11
pErucTpalyi.
Tema 12. CucremaTtuzanus OIIK 8 Bonpocsr 1yist 006CcykaeHuUs.
12. nokyMeHToB. Homenknarypa pen. [IpakTuueckoe 3ananue 12
Bu el HomMeHKIaTyp.
Tema 13. @®opmupoBanue Hu OIIK 8 Bormpocs! 1uist o0cysx1eHus..
13 OpraHu3aIus ONEPaTUBHOIO [IpakTuueckoe 3amnanue 13
' xpanenuss  gen.  OdopmieHue
00JIOKKH Jiela.
Tema 14. Ilopsnok mnepenauu OIIK 8 Bonpocsr 11t 06cyxkaeHus.
Jel B apxXuB U1 JAJBHEWIIEro [TpakTnueckoe 3ananue 14
14, XpaHeHHUs. DKCIEepPTU3a IICHHOCTH
JIOKYMEHTOB. CocraBiieHue
onucei.
Tema 15. Opranuzauust paboTsl ¢ OIIK 8 Bonpocs! 1u1st 006cyxaeHus.
15 JIOKYMEHTHPOBAHHOMN KounTponbhas padota 2
' uHpopManuei OTrPaHUYEHHOTO
JOCTyma
16 Tema 16. JlokymeHTOOOOpPOT Ha OIIK 8 Bormpocs muist o6cysxieHust.
' COBPEMEHHOM NPENPUATHH. Pedepar
Tema 17. Cucremsl BeneHus OIIK 8 Bomnpocs! 11 o0cyxaeHus.
17. AIIEKTPOHHOT'O JAEONPOU3BO/ICTBA. Tect 3

7.2. Onucanue mokasarejeidl M KpUTepHEB OLECHMBAHUS KOMIICTCHIHIl, ONHCAHHE
IIKAJI OLleHUBAHUA
IIpyn penieHUM KOMIUIEKCHOW CUTYallMOHHOW 3aJayd MOXHO HCIIOJIB30BaTh CIEAYIOIIHE
KPUTEPUH OLIEHKU:
Ta6auna 7 — IlokasaTeJu ONCeHUBAHUA Pe3yJIbTATOB 00y4eHHs B BHAC 3HAHMI

[Ixana Kpurepun onennBanus
OLICHUBAHUs
JEMOHCTPHUPYET TIyOOKOe 3HaHHE TEOPETUYECKOro MaTepuayla, yMEHHE
5 00OCHOBAHHO M3J1araTh CBOM MBICIIU IO 00CYXJIa€MbIM BOIPOCaM, CIIOCOOHOCTh
«OTJIMYHO» | MOJHO, NMPABHUJIBHO M apryMEHTUPOBAHHO OTBEYaTh HA BOINPOCHI, NPUBOIUTH
IIPUMEPBI
4 JEMOHCTPUPYET 3HaHUE TEOPETUYECKOTO MaTepuana, ero
«XOpOIION MoCJe/I0BaTeNbHOE H3JI0KEHUE, CIOCOOHOCTh MPUBOAUTH MPUMEPHI, JOIYCKAET
€IMHUYHBIE OIMOKH, HCIpaBJsieMble TIOCTIE 3aMEYaHUs TPEenoJaBaTelis
3 JI€MOHCTPUPYET HEIMOoJHOe, (parMeHTapHOE 3HAHHWE TEOPETHUYECKOro
«YI0BIETBOD MaTepuana, TpeOyroollee HaBOASIIUX BOIPOCOB IMpENojaBareisi, IOMYCKaeT
TCIIBHON CYIIECTBEHHbIE OLIMOKM B €ro H3JI0KEHUM, 3aTPYyAHAETCS B NPUBEICHUU
IPUMEPOB U (POPMYIUPOBKE BHIBOJIOB
2 JIEMOHCTPHPYET CYIIECTBEHHbIE MpOOENbl B 3HAHUU TEOPETHUECKOTO
«HEYJIOBJIETB | MaTepuajla, He CIOCOOEH €ro M3JI0KUTh U OTBETUTh HAa HABOJSIIUE BOIPOCHI
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| opurensHOY |

MpenojaBaTesis, He MOXKET MPUBECTH MPUMEPHI

Tadoauna 8 — Iloka3aTesid OLEHUBAHHSI Pe3yJbTATOB 00y4YeHHsI B BUJAe YMEHHMH W
BJIaJeHUI
[lIxana Kputepuu onenuBanust
OIICHUBAHUS
JEMOHCTPUPYET CIOCOOHOCTh MPUMEHATH 3HAHHE TEOPETUYECKOTO
5 Marepuaiga NpH BBIIOJHEHUU 3aJaHUM, TOCIEIOBATEILHO U IPABUIBHO
«OTJINYHOY» | BBIMOJHSET 3a/laHusi, yMeeT OOOCHOBAaHHO H3JaraTb CBOM MBICIH U JIelaTh
HE0OXO0IMMBIC BBIBOJIBI
JEMOHCTPUPYET  CIIOCOOHOCTh MPUMEHSATH 3HAHHE TEOPETUYECKOTrO
4 Marepuaiga NpH BBIIOJHEHUU 3aJaHUM, TOCIEIOBATEIbHO U IPABUIBHO
«XOpoLION BBITIOJIHSIET 3a/laHus, yMeeT OOOCHOBAaHHO H3JaraTh CBOM MBICIH U JielaTh
HEO0OXOIUMBIC BBIBOJIBI, TOITYCKACT CIMHUYIHBIC ONTUOKH, HCIIPABISIEMBIE TIOCTIC
3aMEeYaHMsl IPernoJaBaress
JEMOHCTPUPYET OTHEIbHBIE, HECHUCTEMATH3UPOBAHHBIC HABBIKH, HE
3 CHOCOOCH MPUMEHUTHh 3HAHUE TEOPETUUYECKOTO MaTepuaya MPU BbIMOIHECHUH
«YIOBJICTBOp | 3aJlaHW, MCHBITHIBACT 3aTPYIHEHUS] U JOIMYCKAET OIMMOKHU IMPHU BBHITOJIHEHUU
UTEJIBHO 3a/1aHMi, BBIMOJHAET 33JaHUE MPHU MOACKA3Ke MPENnoaaBaTelis, 3aTpyAHIETCS B
(hOpMYIIMPOBKE BHIBOJIOB
2 He C0oCcO0EH MPAaBUIIbHO BBIMIOJIIHUTE 33JJaHHe
«HEYJIOBJICTB
OpPUTEIBHO

7.3. KoHuTpoJibHble 33/IaHUSI WJIM HHbIe MATEPHAJIbI, HEOOXOAHMBbIE /sl OLEHKH
pe3yabTaToB 00y4eHHs MO JMCUHUILTHHE (MOLYJII0)

Tema 1.

Moayab 1. OCHOBBI JOKYMEHTOBEACHHS.
IIpeamer, coaepxanue u 3a1a4u Kypca, MeToAbI ero usydenus. Ilonarue o

AOKYMCHTE. (I)yHKIII/II/I AOKYMCHTA. Buabl AOKYMEHTOB. Cnoco0nl AOKYMECHTHUPOBAHHU.

CBoiicTBa 1OKYMEHTA.

1. Bonpocwl 013 oocyscoenus

1) Tlpenmer, comepaHue U 3aJ1a4U Kypca, METO/IbI €ro U3yUeHHS.

2) Tlomstue o nokymente. OyHKIMU TOKyMeHTa. BUIbI TOKYMEHTOB.

3) Crpykrypa nokymenTa. TpeboBanus K 0pOPMIICHHIO JOKYMEHTOB.

2. Ilpakmuueckoe 3adanue 1

1) O3HaKOMHTBCS C TEOPETUUCCKUMH TOJI0KEHHSIMHU TPEOOBAaHHUI K TEKCTY JIOKYMEHTA.

2) Pa30uth Tekct Ha 3 abO3ama. [lapamerpbl CTpaHUIIBI CIelaTh B COOTBETCTBUU C
obmumu TpedoBanusMu. [IpoBect popmaTrpoBaHue CIIOB 110 00pasILy.

3) OdopMuUTH 3aroJIOBOK TeCTa C MOMOIIBI0 00bekTa WordArt.

4) Omnepauuu ¢ pparMeHTaMH TEKCTa: MOMEHATh MECTaMM TEPBBIA M TpeTHi ab3arl,
CKOTIMPOBATh JIBa pasza TPETHH ab3all TecTa.

5) Pa30uTh M100BIX JBa ab3ala TEKCTa Ha JIBE KOJIOHKH.

6) BcTaBuTh B TEKCT KapTUHKY, CHENaTh OOTEKaHHE pPHCyHKa Mo KOHTypy. Crenathb
CKBO3HYIO HyMEPALUIO PUCYHKOB.

7) K aro6omy ciioBy cienath OOBIYHYIO CHOCKY.

Tema 2. IIpaBuiia opopmiieHHs1 OTAETbHBIX PEKBU3UTOB J0KYMEHTA.

1. Bonpocwt 015 006cyscoenus
1) TloHsATHE «PEKBHU3UT» U «(POPMYIIAP» TOKYMEHTA.
2) TpeboBauus K 0HOPMIICHUIO PEKBU3HUTOB.
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3) CoxaepxaHre OCHOBHBIX PEKBH3HTOB.

2. Ilpakmuueckoe 3a0anue 2

1. [lepeunciute  pexBu3utThl, ycranoBieHHsile ['OCTP  7.0.97—  2016.
OpraHu3alMOHHO-paclopAUTEIbHAS JOKYMEHTALIHS.

2. OTMeTuTh Ha OTIENBHOM JIMCTE IPABUIIBHOE PACIOJIOKEHHE M CcOCTaB 4-X
PEKBU3UTOB 1O BapuaHTaM. [IpofoibHOE WM YIJIOBOE PACHOIOKEHHWE PEKBU3UTOB BHIOpATh
CaMOCTOSITENBHO.

Tema 3. O6mme TpedoBanus k 6/1aHKaM 10KyMeHTOB. OnpeejieHue cOCTaBa
nokymenTanuu. Knaccupukanusi 0J1JaHKOB JOKYMEHTOB.
1. Bonpocul 014 o6cyscoenusn
1) Odopmirenne T0KYMEHTOB Ha OJIaHKE.
2) Kiaccudukarus 6JaHKOB JOKYMEHTOB.
3) 3aronoBouHasi, OCHOBHAS U O(OPMIISIOLIAS YACTH JOKYMEHTA.
4) bnanku ¢ nzobpaxkenuem ['ocyaapcTBeHHOTO repba u repba cyobekrTa ¢enepannu.
5) PacnonoxeHrne peKBU3UTOB Ha YIIIOBOM U IIPOJIOJIEHOM OJIaHKaX.
6) biaHk 11 BHEITHUX M BHYTPEHHUX JJOKYMEHTOB.
7) Pasmepsl noseit. Hymepanus cTpaHuil.
2. Ilpakmuueckoe 3ad0anue 3
a) O¢dopmute Ha OaHKe JOKYMEHTA CIEYIOIUE PEKBU3HTHI:
® HaNMEHOBAaHWE OpPTraHU3aIHH,
Ha3BaHHUE BHJA JOKYMEHTA,
Jara,
perucTpanoHHbII HOMep,
rpu¢ yTBepkKAEHus,
rpu¢ coriacoBaHus,
OTMETKa O HAJIMYUU MPUIIOKEHUH,
HOJIIHC,
e OTMeTKa 00 MCTIOTHEHUH JOKYMEHTA U HAIIPABIICHUH €T0 B JIEIIO.
6) Co3nath O6J1aHKU JJOKYMEHTOB!
1. OOmmii 6;1aHK OpraHU3alMy ¢ MPOJOIBHBIM PACTION0KEHUEM PEKBU3UTOB.
2. OOmmii O)TaHK OpPraHU3alNHU C YTIIOBBIM (IICHTPUPOBAHHBIM) PACIIOIOKECHUEM
PEKBU3UTOB
3. OOmwmii G:1aHK OpraHU3aIUH C YIIIOBBIM ((pII1aroBsIM) pacroiokeHueM
PEKBU3UTOB
4. OOumii 01aHK CTPYKTYPHOTO MOAPA3JIEICHUS C YIIIOBBIM (LIEHTPUPOBAHHBIM)
pacIonoKeHNEM PEKBU3UTOB
5. OOmwii 6;1aHK CTPYKTYPHOTO MOAPA3/ENIECHUS C YIVIOBBIM ((hjIaroBbiM)
pacIooKeHHEM PEKBU3UTOB
6. brnaHk nmucepMa opraHM3anyy C YIIIOBBIM (IICHTPUPOBAHHBIM) PACTIONIOKEHUEM
PEKBU3UTOB
7. brnaHK nmuchMa OpraHM3aluy C MPOJOIBHBIM PACTIONOKEHHEM PEKBH3UTOB
8. bnaHk nuceMa CTpyKTYpHOTO MOJpa3eNIeHHsI C YIJIOBBIM (LIEHTPUPOBAHHBIM)
PAacIoNIOKEHNEM PEKBU3UTOB
9. bnaHK cTpyKTYpHOTO MOApa3/eNeHHs ¢ YIIIOBBIM ((pIaroBsiM) pacroyiokeHueM
PEKBU3UTOB
10. bnank nmuchbMa CTPYKTYPHOTO MO/Apa3AeIeHUs C MPOJOIbHBIM PACIIOIOKEHUEM
PEKBU3UTOB
11. bnank nmuchbMa JOKHOCTHOTO JIMLA C YIIIOBBIM PACIIONOKEHHEM PEKBH3UTOB
12. bnaHk KOHKPETHOrO BUJA CTPYKTYPHOI'O MOAPA3EICHHs C IPOIOJIbHBIM
pAacIoNoKEHHEM PEKBH3UTOB
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Tema 4. TocynapcTtBeHHoe pery/iaupoBaHue jAesnonpomsBoacrBa. Oomas
KjIaccupukanus cUCTeM aBTOMATHU3alMU JAejonpou3BoacTBa. CucTeMbl JOKYMEHTALMU.
I'ocynapcTBeHHbIe CTaHJAPTBI HA JOKYMEHTAUMIO. YHU(UIHPOBAHHbIE CHCTEMbI
nokymenTanuu. Kinaccupukaropsnl.

1. Bonpocul 014 o6cyrzcoenusn

1) CucrteMbl yrpaBiaeHUs TOKYMCHTaAMH.

2) Ilomsartuss «cucTemMa JIOKYMCHTAlMW» H  «yHUQUIMPOBAHHAs  CUCTEMa
JIOKYMEHTAIUN.

3) VHuUUMpOBaHHBIE CHCTEMbI JIOKYMCHTAIlUH, JACHCTBYIOIIME B HACTOSIIHE
BpeMsi. YHUDUKAIMS U cTaHAApTU3aLUs JOKYMEHTOB.

4) 3akoHOJATEIbHBIC aKThI B Chepe JOKYMEHTALIUH.

5) Vka3bl u pacnopsbkeHus npesuaenta Poccuiickoit deneparivu, MOCTAHOBICHUS U
pacnopskeHus ipaBuTenbeTBa Pocculickoit denepanuu, perasaMeHTUPYIOIIKE IIPABOBbIE HOPMBI
Ha (eiepalIbHOM YPOBHE MPH paboTe C TOKYMEHTAMHU.

6) IlpaBoBble aKkThl HOPMATHBHOIO M HHCTPYKTHBHOTO XapakTepa, METOAMYCCKUE
JIOKYMEHTHI T10 J1eJI0NPOU3BOJICTBY MPEANPUATUIN U OpraHU3aIUi.

7) TocynmapctBeHHble — cTaHmapThl  Ha  JoKyMeHTanuio.  OOmiepoccuiickue
KJIaCCU(UKATOPHI TEXHUKO-KOHOMHYECKOH U COIIMAIbHON MH(pOpMAIIHH.

8) TocynmapctBeHHas cucTeMa JOKYMEHTAIIMOHHOIO OOCCIICUEHHs YIPaBJICHHUS.
OyHKIMOHATbHBIE, OTPACIEBbIE U BEOMCTBEHHBIE CUCTEMBI JOKYMEHTAIUH, UX B3aUMOCBS3b.

2. Ilpakmuueckoe 3a0anue 4 «Oguyuanvnan denoeasn peuvy
3aganue 4.1.

CocTaBUTh NIPEATIOKEHNSI C UMEHAMHU NIpUJIaraTeIbHBIMU, 00pa30BaHHBIMU OT MMEHH JIUII,
bamunnii, )KUBOTHBIX, ME(OTIOTHYECKHX cyliecTB. OOpaTuTh BHUMaHKE Ha HAIMCAHUE UMEH
IpUiarareabHbIX.

(MyIIKMHCKOE CTUXOTBOPEHUE, MOPO30BCKOE HACIEACTBO, MYPKHUHBI KOTSTA, 3€BCOB THEB,
[TymkuHCKHME YTEHMS)

3ananmue 4.2.

HcnpaButh ommOKH B HaMMCaHUH reorpauueckux Ha3BaHUM:
F0)KHAsl aMepHUKa,

CEBEPHBIN JIETOBUTBIN OKEaH,
COAPYKECTBO HE3ABUCHUMBIX I'OCYIApPCTB,
ropoj 6enast IIepKOBb,

YUCTBIC MPY/IbI,

KY3HELIKUHA MOCT,

KpacHBIE BOPOTA,

CYILIIEBCKUI BaJl,

KAapeTHBIN psig,

pPHO-K0JIOPAIO,

Cbeppa-HEBAA,

HoIKap-ona,

OCTpPOBa KOPOJIEBBI HIAPIOTTHI,

MOCT JICUTEHAHTAa IIMU/ITA,
HUJIEPJIAH]ICKOE KOPOJIEBCTBO,

BEJIMKOE TePIIOTCTBO JIFOKCEMOYPT,
COEIMHEHHOE KOPOJIEBCTBO.

3ananmue 4.3.

HcnipaBuTh OMMOKY B HATMCAHUU HA3BaHUN YUPEXKJICHHUM, OpraHU3aIii, TpeANPUSITHI]:
opraHu3zaiusi 0ObeAMHEHHBIX HAIUH,

aIMUHHCTPAIHS MPE3UIeHTa POCCUICKON (heaepanumu,
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KOMUCCHS TI0 TOCYITaPCTBEHHBIM HarpajaaM Impu Mpe3ueHTe POCCUICKoM Genepamnnn,
rocy/apcTBEeHHasi TPEThSIKOBCKas rajiepes,

LHEHTPAIbHBIA JIOM JKYPHAIIUCTA,

BCEPOCCHUICKHUI BBICTABOYHBIN LICHTP

3amanmue 4.4.

HcnpaButh OMMOKH B HATUCAHUH HA3BaHHUH IOKYMEHTOB, ITAMSITHUKOB KYJIbTYPBI:
KOHCTUTYITUSI POCCUMCKOM (eepainu,

MCaaKUEeBCKHI coOop,

co0op mapmKcKoi boromarepu,

XpaM BacuiIHs 0JIaXKEHHOTO,

neBsitasi cuMGOHUs OeTXOBEHa.

3aganmue 4.5.

HcnipaBuTh OMMOKY B HATMCAHWU HA3BaHUHN JOJDKHOCTEH M 3BAHHIA:

Ipe3UJeHT poccuiickoil penepanuu,

IJ1aBa PUMCKO-KaTOJIMYECKON LIEPKBH,

naTpuapx Bces pycH,

HAYaJIbHUK FOCY/1apCTBEHHO-IIPABOBOI0 YIIPaBJICHUS IPE3UIEHTa POCCUNCKON (erepanuu.

3ananued.6. CocraBbTe MPEIOKEHHUS CO CIEAYIOMIUMHI CIIOBAMHU:

Bapuanr CaoBa Bapuanr CaoBa
1 110KAa3aTh, OCYKJATh 16 00pHuCOBAThH, KICHMUTD
2 omHcaTh, HOPUIIATH 17 MIPEACTABIISITH, OMYEBAThH
3 n300pakaTh, 00IMYATH 18 OIHCaTh, OXaPAKTEPHU30BAThH
4 o0pHCcoBaTh, HAPUCOBATH 19 MPEJICTaBISITh, 00IUYATh
5 MIpe/ICTaBIsATh, ONYeBaTh 20 NOpULIATh, KIEHMUTh
6 OXapaKTEpU30BaTh, KIEUMHUTH 21 n300paxkaTh, CO3/1aBaTh 00pa3
7 co3/1ath 00pa3, KpUTUKOBATh 22 co3aath 00pa3, buueBaTh
8 110Ka3aTh, OUYEBATh 23 OCYXJ1aTh, KJICHMUTD
9 OIucaTh, CO3/1aTh 00pa3 24 1oKa3aTb, 00pHUCOBATh
10 MOPULIATh, IPEACTABISATh 25 00pucoBaTh, U300paxarhb
11 n300paxkaTh, C03/1aTh 00pa3 26 0XapaKTEpHU30BaTh, NOPULIATH
12 OCYKJIaTh, OXapaKTepU30BaTh 27 IIPEJICTaBIsATh, CO37aBaTh 00pa3
13 o0nnyate, co3iaTh 00pa3 28 KPUTHKOBaTh, HAPHCOBATH
14 n300paxkaTh, MOPUIATH 29 KPUTUKOBATh, OMUEBATH
15 00J114aTh, KIEUMHUTh 30 MOPUIIATh, OCYXKIATh

3ananue 4.7. ConoctaBbT€ THUIHYHBIE IJI1 JIETOBOM PEYM COYETAHUS CJOB, JJISI 3TOTO K
KKIOMY CIIOBY OJHOTO CTOJIOIA TOA0EpUTE COOTBETCTBYIOIIEEOTHO HIIM HECKOIBKO WU
HECKOJIBKO CJIOB M3 BTOPOro cTosiba. CocTaBbTe MPEIOKEHHUS.

Bapuaunr CJioBa CioBa
1 MIpHUKa3 CO3/1aBaTh
2 KOHTPOJTh OOBSBIISATH
3 JOJHKHOCTHOM OKJIaJl COCTaBIISITh
4 BBITOBOP U31aBaTh
5 MOpULIaHUE yCTaHaBIMBATh
6 apxuB TOTOBUTH
7 BaKaHCHUS OCYIIECTBIISATh
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8 COBEILIaHNE BO3JIaraTh

9 B3BICKaHHUE BECTH
10 JIOTOBOD BBIHOCUTD
11 COBET MPOBOJIUTH
12 MOOIIPEHNE 3aKJII0YaTh
13 pesome MIEPEHOCUTH
14 yKa3aHue BO3BOJIUTH
15 KPUTHKA aBaTh

3ananue 4.8. K xaxmomy ciI0By NEpBOH TPyHIbl MOAOEPUTE COOTBETCTBYIOIIECOTHO HIIN
HECKOJIBKO CJIOB M3 BTOPOU TPYIIIBI U 3aIMUIITUTE 00pa30BaHHBIC CJIOBOCOYCTAHUS.

Bapuanr CaoBa
1. apmajaa
2. JIETHOH
3. KOropra
4, mwiesaa
5. TOJIIA
6. coopuie
7. cras
8. TabyH
9. cTajzio
10. Ky4a
11. Macca
12. yitma
13. MHOKECTBO
14. CKOIIHIIIE
15. MUPHAIBI

Kopabism, camosnersl, TaHKH, TUDPHI,
uH(OpMAIIHS, MOTOIUKIIBI, PEBOJIFOIIHOHEPHI,
(baxThl, Ipy3bsi, KHUTH, SKCTPEMHUCTHI, OyMart,
JIOKYMEHTBI, TYCH, JIOIIAI!, KOPOBBI, 3BE3/IbI,
JOKEIIbI, MOPEILJIaBaTeIH, HACCKOMBIE.

3aganued.9. Packpoiite CKOOKH, BRIOMpAs TIOIXOJISIIIEE CIIOBO.

Bapuanr CaoBa

1. (Ucnonuutenbckasi, WCIOJHUTENbHAs) BIACTh Ha MeCTax JOJDKHA
aKTHUBU3MPOBATH CBOIO paboTy.

2. KagectBo ~ XonoaunbHMKa ~ yAy4IIEHO  3a  CYET  HEKOTOPBIX
(KOHCTPYKTOPCKUX, KOHCTPYKTUBHBIX) PEHICHUI.

3. Takass (IU1aHUPOBKA, IUIAHUPOBAHME) CPOKOB BBIMOJHEHUS PabOT
OKa3aJ1ach MPEXKAEBPEMEHHOM.

4. OTt pasropesuierocs (moXkapHiia, mokapa) MocBeTIeNIO Ha YIHIIEe

5. Muorue Hamu GWIBMBL  TOMY4YHJId  (OOJBINYIO TMPU3HATEIBHOCTD,
00JIbI1I0€ PU3HAHKE) 32 PYOEIKOM.

6. Huxe cBoux Bo3MokHOCTEH (cpabortamu, paboTanmu) B aekabpe
CTPOWTEJIH.

7. C (GonpII0# pa3zapaXxUTENbHOCTBIO, OONBIINM pa3ApakeHUEeM) BCTPETHI
KPUTHKY B CBOM aJIpeC 3TOT YEJIOBEK.

8. Pacuets! (cmpykmypul, no cmpykmype) TOCEBHBIX TUIOIIAJICH TO3BOJISIOT
pacCYMTHIBATh HA MOJYYEHUE JTOTIOJHUTEIBHBIX JJOXOOB.

9. B uenrtpe (ynpasnenus, no ynpaenenuro) ornepanuei yCTaHOBIIECHBI
HOBEHMIINE CYETHO-PEIIAIONINE YCTPOICTBA.

10. TpyaHOIOCTYITHOCTS — OJJHO U3 TJIaBHBIX MPENATCTBUM (Uccredo8anusl, 6

ucce008aHuU) TOPHBIX PaiOHOB.
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11. ATOMUHUEBBIE JTOTKU (Ouna — 60 cm, wupuna — 40 cm, ebicoma — 5
CM) W3TOTOBJIEHBI B MACTEPCKHUX COBXO03a.

12. (PemmmocCTh, peMMTENHHOCTD) €0 MOCTYIKA YIUBUIIA BCEX.

13. Ha (cOopounom, cOOpHOM) IyHKTE OBLIIO MHOTO Hapoay, HO paboThI ele
HE HAUYWHAJIKCh.

14. OnH (cpIckai, CHHCKaNl) K ce0e yBakeHUE U JOOPYIO ClIaBy Kak HOBATOp,
KaK 4eJIOBEK TBOPUECKON MBICIIH.

15. B konme kHMrm OB TpPUBEAEH CIHCOK  (PEKOMEHAATENbHOM,
PEKOMEHI0BAaHHOM) JTUTEPaTypBHI.

3ananue 4.10. OOpasyiiTe TJ1aroJbHBIC CIIOBOCOYETAHMS C JTaHHBIMUHIKE ciioBamH. CocTaBbTe
MPEIOKECHHUS.
Oo6pa3zen: YneHbl KOMUCCUU COCTABHIIM aKT O CIIMCAHUH 00OPYIOBAHMS.

Bapuant CJoBa
1. MIpEeTeH3Ms, 0JIaroapHoOCTh, TPeOOBaHME,
2. BH3a, BEITOBOD, XapaKTEPHCTHKA,

3. JIOTOBOP, TOKYMEHT, CAaHKITUH.

4. 3asBKa, NCK, BHECTH,

5. COTJIallICHHE, MPUKa3, BHICKA3aTh,

6. OTYET, MUCHMO, 3aCTYIIATh,

7. MMOBECTKA, IMOJITUCH, 3aTPeOOBATH,

8. MOPHUIIaHUE, TOCTAHOBIICHHE, 00CCIICYHTD,
Q. IpeIIOKEHHUE, MIPESANUCaHNE, OObSIBUTD,
10. TIPEIYIIPEKICHNE, COJCHCTBHIE, TPEIOCTABHUTH,
11. YUET, IPOEKT, MPOTOKOJI, IPUHECTH,

12. pacmucka, paclopsiKeHHe, COCTaBUTb,

13. PE30ITIOTIHSI, PE3FOME, TIPOJITUTH,

14. pEeKOMEHIallus, pelIeHNe, OTKINKHYThCS,
15. CITpaBKa, CYET, IPOU3BECTH,

3aganued.11. Haiinute ommOKY B KOHCTPYKIIMU MIPEIJIOKEHUS U UCIIPABbTE HX.

l. DOTu [naHHBIE TIO3BOJWJIM ABTOPY OCHOBaTb CIEAYIOIIUE BBIBOABI M IPEIJIOKEHUS.
Paccmorpenue 3asBieHus T. BOpOHOBOM O NpEeNOCTaBICHUMM €M KBAapTUPBI Ha YJIydIlEHUE
KHUJIMIIHBIX YCIIOBHH B CBSI3U C YBEIMYEHHEM CEMbU OyJEeT PacCMOTPEHO IOCIE MOTyYeHUS €10
COOTBETCTBYIOLIETO PELICHHs LEXOBOro coOpaHMs. CTPOMTENBCTBO BEJIOCH Cpa3y Kak II0 JEBOMY,
TaK ¥ paBoMy Oepery peku. [ pymmbl pa3BeunKOB, KOTOpbIe ObUIN MOCIAaHbI B pailoH, B KOTOPOM
IIpeIoJiarajiuch CKOIJIEHUs capaH4M, YCTAHOBUJIM, YTO MAacCOBBIN BBUIET CTall MOKHO 0XKHMJIaTh
yepes J1Be — TpH Heaenu. [Ipocum BbIieneHus JOMOIHUTENBHOTO (hoH1a OeH3MHA.

2. O6cyxieHrne O pacHIMPEeHUH TOCEBOB JIbHA MO3BOJWIO BBISIBUTH CKPBIThIE pe3epBbl. Crana
OquI/I)IHOﬁ HETOXIACCTBCHHOCTh 3aMBICJIOB IIpOrpaMMbl COOHWAJIBHBIM YCJIIOBUSAM JKHU3HH.
[Tonmucanue akTa O CIUCAHUM OOOPYAOBAaHUS W Tepemade ero mnoamedHON IKoie ObUIo
IIPOBEICHO M0 YKAa3aHUIO HAYaJIbHUKA MACTEPCKUX. IIIKOJIBHMKM OYeHb IOMOIJIM KOJIXO3Y B
BBIPAIIIMBAHUK paccaibl U yOopke ypoxas opouieil. B pe3ynbrate oOcienoBaHus, TPOBEICHHOTO
opraHaMH, OTBETCTBCHHBLIMH 3a BBIIIOJHCHHUE HOPM, MNPEAYCMOTPCHHBIX MHHCTPYKOUSAMU O
IpaBUiIax MPOTHUBOIIOKAPHOM OE30MaCHOCTH, OOHAPYXEHbl HApPYIIEHUs, AOMYLICHHBIC PSIOM
PYKOBOJIUTEIIEH NPEeANPUATUIA paiioHa.
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3. Jluia, AONMYCTUBIINE HEBHUMATEIBHOCTh MPHU MEPEX0JI€ YIHUIbI, TPUBEAIIYI0O K JOPOKHOMY
MIPOMCIIIECTBHIO, M TIOCTPAAABIIKE MMPU HEM, ObBLIIM OTIIpaBiieHbl B OonbHUIYY. Heobxoaumo emre
pa3 oOcuuTaTh BCE JaHHbIC. BhICTyIJIeHHWE TPyMIbl TPOBEPKU KauecTBa MPOAYKIIMM KOMHUTETA
HapOJIHOTO KOHTpOJsi (aOpHKK HANUIO TMOJACPKKY Y OOJBIIMHCTBA MPOU3BOJICTBEHHUKOB.
CJ'IC,I[yCT YCUIINTE HAA30p MW OKa3aHUE€ MNOMOIIN JAC€TAM, OTHOCAIIHUMCA K KaTCropuu «TPYAHBIX».
[ImanupoBanue, MpOCYET Balled KyXHH, TOCTHUHOM, CHAJbHU, JETCKOM KOMHATBI WU T. .
MIPOUCXOAUT OECIIIaTHO.

4. 3epHO, KOTOpOe OBUIO OTHPABICHO Ha 3JIEBATOP, MOIYYMJIO TAaKyK OLEHKY BIQXKHOCTH U
3aCOPEHHOCTH, KOTOpas HUKAaK HE COOTBETCTBYET IEHCTBUTEIBLHOMY €ro KadyecTBY, KOTOpOE
Obu10 Hamu mnpoBepeHo. Crenyer 3aTBepauTh 3TO Ha coOpanHuu. lloje3nocTh opranuzanuu
IPOCMOTPOB TEXHOJIOTMYECKUX (DMIIBMOB OT/IENa TEXHUYECKOH MH(OpMaIy 3aBoja He HYKHO
J0Ka3blBaTh. Cpeam TeX, KTO CTalli YYaCTHHKAaMH 3aBOJCKHX COPEBHOBAaHHM, ObLIM W BETEPaHbI
IPOH3BOACTBA. B /ieie MOBbIIIEHNs TPOU3BOJICTBA Mbl UCIIOJIb3YEM HOBbIE aJIbTEPHATUBBI.

5. Mue ObuIO OTKa3aHO TOJ OJAroNpUATHBIM MpeasioroM. PelieHne BOMPOCOB TMOBBIIICHHS
MPOU3BOJUTENILHOCTH TpyJda pabdoyux TMOACOOHBIX MPOHU3BOACTB MIAXTHI CIIOCOOCTBOBAIO
o01IeMy ycnexy KOJUIEKTHBA. EMy GbUIO MPHUCBOCHO 3BaHHE MacTepa CIOpPTa U IO KJIACCHYECKOH H
BONIbHO# Oopwbe. [lpomykuwms, roroBsimjasics K chade M B JajdbHEHIIEM [epeAaroniascs
PEIPUATHSIM-CMEXKHUKAM, TIPSIMO 3aBUCSIINM OT CBOCBPEMEHHOCTH TIOCTAaBKH 000pYIOBAHUS,
HE JIOJKHA 33€p’KUBAThCS HA 3aBOJIE, YUCISUIEMCS B UHMCIIE JIYUIIUX MPEANPUITHI T1aBKa. ITO
CJIMIIKOM TPYAHO ¥ MHOTOJIMKO OTBEYATh 32 BCIO 0€30MaCHOCTb.

6. bou1 npoBo3rnamieH npuroop cyzaa. [lo cBeneHusiM, umeromumMcs B oOKOMe MO pailoHaMm
001acTH, YyBEJIMYEHHWE IIOTOJOBbS KPYIMHOIO pOraToro CKOTa IPOM30LUIO Kak pe3yibTar
INPUHATHS psfia MEep O pacIIMpPeHHI0 KOPMOBOM 0a3bl. IIpeaBriOOpHBIE COOpaHMs MPOILTH KaK Ha
LOCHTPAJIbHBIX ycam;6ax, TaK U OTACICHUAX COBXO030B. B CIIpaBKax, KOTOPBIC BbIAAOTCA 11O JIMYHBIM
3as4ABJICHUAM, OJOJIKHBI YKA3bIBATHCA YUPCIKACHHA, KOTOPLIM OHU IPCAHA3HAYAKOTCA. Konnexktus
yuuTeneil paspabaTeiBaeT yueOHbIM MaTepuai TakuM o0pa3oM, 4TOObI 1€TH OBICTpee yCBauBalIu
IIPOXOSIINNA MaTepual.

7. OTO JAOCTUTajJoCh CaMbIMM HEYTOAHBIMU cpencTBaMu. (CBeneHUsIMH, COOpPAHHBIMHU
KOMHCCUSIMH DPalUCIIONKOMA, JeleraTaMd CecCUM Oblia MpOsBIEHA HEYIOBIETBOPEHHOCTb.
Jlextuu OBUTH TIPOYMTAHBI HA TMPEMNPHATHAX, YUPEKIACHHAX U MKoiax. PAaOOTHUKHU TIPEANPUSITHH,
KOTOpBIE CHCTEMAaTUYECKH HE BBINOJIHAIOT IIJIAHOBBIX IOKa3aTellel, HE JOJDKHBI BKIKOYATHCA B
YHUCIIO MpPEeMHUpPOBaHHBIX. MMuK — 3T0 00pa3, HaJyMaHHBIM g MOKa3a JPYTMM BHEIIHHMX
Ka4yecTB YeJI0BeKa, ero o0pasa KU3HH, €ro 1eHCTBUM.

8. Ha 3aBojge BO3HHMKIO HecTepnuMmoe MnosiokeHue. OOMeH yAapHHUKaMM U IepeJOBBIMU
pabounMu mpreMaMu paloThl JTOJKEH MOBBICUTH OOIIYI0 KYJNbTYPY MPOU3BOACTBA, M IMPEXIE
BCEr0 IOJHATH IPOU3BOAUTENIBHOCTh TPyJda. MBI mpeajaraeM COCpPEAOTOYUTH B OJHOM MecCTe
ylpaBieHHe H CHaO)KeHHe MOACOOHBIX X03s1iicTB. B MepBOM BapuaHTe KOHTPOJIBHON paboThl,
3HAYUTEIbHO MPEBOCXOAALICH IO TPYIHOCTH BTOPOM BapHaHT, €CTECTBEHHO, M OIIMOOK,
JIOMYIIEHHBIX y4yalluMucs, 010 Oonbiie. [lapTHep — 3TO cOy4acTHUK KaKoro-inbo JeicTBus,
COOBITHSI, UTPBI.

9. Hna npoBeneHUs 3aHATHH 1O HMH(OpPMATHKE BPEMEHHO IPUBIIEKAIOTCS KOMIIbIOTEPHBIE
kiaccel kagenap. Ilonp3oBanue acnupanTaMu AUCCEPTALMSIMU MOXKET OBITh Pa3peIIeHo JIUIIb 110
TpeOOBaHUSAM, 3aBEPEHHBIM y4eOHBIM 3aBelieHHEeM. beToHIHKaM OCOOEHHO CHIIBHO JIOMEKaroT
MOJNIOYBEHHBIE BOJABI. Amnaparypa, HallpaBJISIOIIAsCS Ha OTIAAKy M JOBOAKY, HENPaBUIBHO
YUUTBIBACTCS KaK YK€ TOTOBast
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Sl mompocui MPOXOXKEro OmUcaTh JOPOry A0 BOK3&Ia. YUMTENb M300pasusl Ha JOCKE IJIaH
BBINOJIHEHUS pabOTBHI.

10. MoxHO ObLIO IPUBECTH PSIJ YUCEIT, KACAIOUINXCS BCEX CTOPOH >KU3HH 3TOM PECITYOIUKH.

Obemranue Toro, 4To 3aTpedyeMblii HaMH MaTepuai OyAeT MperoCTaBiIeH, ObLJIO MOATBEPKICHO
U CTapIINM CIEIHAINCTOM Jabopartopun Hamm mpeanpusatst JOirue Toabl COCTOST B JOOPBIX
MNapTHCPCKUX OTHOLICHUAX. MeTOI[BI OIpeAcCiiCHUA 3alaca IMPOYHOCTHU Z[eTaJIeﬁ TBCPABIX
CITaBOB MOJIYYHJIN YE€TKOE (PU3NKO-MaTeMaTH4ecKOe U TEXHOJIOTHIecKoe ooocHoBanue. Ormiara
3a PYKOBOJICTBO MTPOU3BOICTBEHHOMN MPAKTUKOM MPOU3BOJAUTCS B COOTBETCTBYIOLIEM MTPOIEHTE K
MECSYHOMY 3apalboTKy.

3.

2.

Tecm 1
Bonpocsl Tecta 1 mo temam 1 — 4

BaHk TecTOBBIX 3a1aHNI pa3MelleH Ha caiiTe HeHTPa nu@poBoro odyueHunst

http://moodle.asu.edu.ru
. Beibepute npaBuibHble BapuaHThl oTBeTa. Kakue Buabl konuii Bel 3HaeTe?
Jy6nukat
Beimncka
Otnyck
Jomyck
Brimyck

KOJIMYCCTBA 3aTPOHYTLIX B HUX BOHpOCOB?

3.

IIpocTeie
CnoxHblie
CocraBHble
MHOroypoBHEBBIE

Pa3JIMYHBIX HOCUTCIIAX 110 YCTAHOBJICHHBIM HpaBI/IHaM?

4

JIoKyMeHTO000pOT
JlokyMeHTUpOBaHue
JIOKyMEHTONOTOK
Jlenonpon3BocTBO

BLI6epI/ITC HpaBI/IJIBHHﬁ BapUaHT OTBCTA. Kaxk ACIEITCA NJOKYMCHTBI B 3aBUCUMOCTU OT

Bribepute mnpaBunbHBIM BapuaHT oTBeTa. Kak HaspiBaeTcsl 3amuch MHQOpMAIMM Ha

. BeiGepute mpaBUiIbHBIN BapuaHT oTBeTa. OTpaxeHHe (aKTHUECKOTO COCTOSHUS Jielna,
HENPEB3SITOE ONMHUCAHUE U OLIEHKA COOBITUI XapaKTepU3YIOTCs

TO4YHOCTBIO TOKYMEHTA
Kparkoctbro jokymeHnTa
JIOCTOBEPHOCTBIO TOKYMEHTA
SICHOCTBIO TOKyMEHTA

. BeyienuTe npaBuiibHBINA BapraHT 0pOpMIIEHHS pEKBU3UTA «ApecaTy:
1 00O «ABanrapm»
Jupekropy

C. U. Ky3nenoBy

yi. Hoas, nom 10 oduc 301
r. TroMeHb

625003

2 625003
r. TroMeHb

32



yi. HoBas, mom 10 oduc 301
00O «ABanrapa»

HupekTtopy
C. 1. Ky3neunoBy

3 00O «ABanrapa»

625003

yi. HoBas, nom 10 oduc 301
r. TromeHs

6.

BriGepute mpaBuiibHBIE BapuaHThl OTBeTa. ECIM JOKYMEHT YTBEP)KIA€TCS PEIICHHUEM,

IPUKA30M, IPOTOKOJOM, U3 KaKUX COCTAaBHBIX JJIEMEHTOB JOJDKEH COCTOSATh TIpud
YTBEPKACHUS?

7.

ciaoso YTBEPXJIEHO

Ha3BaHWE JOKYMEHTa B UMEHUTEIHLHOM MaCKe

JaTa JOKyMEHTa

HOMEP JIOKYMEHTa

cinoBo YTBEPX/IAIO

HaWMEHOBAHUS JOHKHOCTHU JIUIA, YTBEPAUBIIETO JOKYMEHT
JUYHAS MOAMUCH JOHKHOCTHOTO JIUIA, YTBEPAUBIIETO JOKYMEHT

Bribepute mnpaBuiibHBIE BapuaHThl OTBeTa. M3 mepeyuciieHHbIX K WH(OPMAalUOHHO-

CIIpaBOYHBIM JOKYMCHTAM OTHOCATCA:

8.

3asBiieHHnE
[Ipemnoxenue
CBogka
[IpoTokon
Ykazanue
Permament

BribepuTe npaBUiIbHBIM BapuaHT OTBEeTa. B KakoM peKBU3UTE CONEp)KaTCs yKa3aHUS I10

HUCITOJTHCHUIO I[OKYMCHTa?

pe3oronus
TEKCT JJOKYMEHTa

rpu¢ yTBepxKaeHUS
3aroJIOBOK K TEKCTY

Moayas 2. Knaccugurkauus 10KyMEHTOB.
Tema S. IloaroroBka opraHu3alMOHHBIX JOKYMEHTOB.
1. Bonpocwul 013 o6cyscoenusn
Opranu3anroOHHO-TIPABOBBIE JOKYMEHTHI - YCTaBbl, MOJ0KEHHUS, IITATHbIE PACTIMCAHUS,

CTPYKTYypa W IITaTHAA YUCICHHOCTb, PCTIAMCHTBI., HHCTPYKIUHU, DOJIKHOCTHBIC HHCTPYKIUU,
JIOTOBOPBI.

2. Ilpakmuueckoe 3a0anue 5
1) CocTaBuTh MOJIOKEHUE 00 OPraHU3ALUH
2) CocTaBuTh YCTaB OpraHU3aIUH
3) CocTaBUTh CTPYKTYPY U IITATHYIO YUCICHHOCTh OpraHU3aluu
4) CocTaBHTh IITATHOE PACIHUCAHUE OPTaHU3AINI
5) CocraBuTh TOKHOCTHYIO HHCTPYKIIMIO OJTHOT'O M3 COTPYIHHKOB OPraHH3aIlUH
6) CocTaBHTh JOrOBOP MEXIY ABYMsI OpraHU3alusIMH (HapuMmep, 00 apeHie
MOMEIIEHUS I 00 OKa3aHUH YCIYT OXpaHHOH (Gpupmbl)
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Tema 6. IloaroroBka pacnopsiAMTEJbHBIX [JOKYMEHTOB. JlOKyMeHTHpOBaHHUe
AeATEeJbHOCTH KOJLJIETHAJIBHBIX OPIaHOB.
1. Bonpocul 014 o6cyscoenusn
1) PacnopsimutenbHbIe IOKYMEHTBI - IOCTAHOBJICHHS, PEIICHUS, MpPUKa3bl, yKa3aHHS,
pacniopsbkeHus u Ap. [lopsaok ux cocTaBieHHsI U OPOPMIICHHUS.
2) OcoOEHHOCTH  JIOKYMEHTHUPOBAHHS  JICITEIBHOCTH  KOJUICTHAIBHBIX  OPraHOB.
CrpykTypa Tekcta mpoTtokoia. [lonnabie u kpatkue Gopmbl mpoTokoioB. [loaroroska
BBIIMCOK U3 IPOTOKOJIA.
2. Ilpakmuueckoe 3a0anue 6
1) CocTaBuTh NIpUKa3 10 OCHOBHOM JEATENBHOCTH MNPEANpUATUs (HAIpUMep, IO
OpraHHW3aIlly MEPONPUSATUN JJisi TpoBeACHHs  BbICTaBKW). OO0s3aTenbHOE YCIOBUE JUIS
COCTaBJICHUS IPHKA3a: PaCHOPSOUTENIbHAs 4YacTh JOJDKHA COJEp)KaTh HE MEHee 5 ITyHKTOB

MEPOIPUITUH).

2) CocTaBuTh yKa3aHue COTpyIHHUKAM NPEANPUATHUSA 10 PA3BUTHUIO CBOEH OTPACIIH.

3) CocTaBuTh pacnopsK€HUE O BHEJAPEHUU HOBBIX pa3pabOToK.

4) CocTaBuTh perieHue O MOATOTOBKE K IPOBEIEHUI0 MEPOIpUATUH (Hampumep,
nocBsIeHHbIX 75-netuto [1obensl B Benukoit OTeuecTBEHHONW BOiHE).

5) CocTaBUTh KpaTKHil IPOTOKOJI COBEILAHUS.

6) CocTaBuTh NOJIHBIN IPOTOKOJ COBELIAHMUS.

7) CocTaBuTh BBIIACKY U3 IPOTOKOJIA COBEIIAHUS.

3. /lenosas uzpa 1

HesoBas (poJseBasi) urpa Ne 1

1. Tema (mpo6siema)  CocraBieHue PacHOPSIUTEIBHBIX JOKYMEHTOB IO 00€CIEUEHUIO
UH(POPMALIMOHHOM 0€30M1aCHOCTH Ha MPEANPHUATUAX Pa3IUnYHbIX (POPM COOCTBEHHOCTH

2. Konuenuus urpsl

emu:

1. 3akpenuTh U YrIyOUTh N3ydaeMblii MaTepHai CTyJCHTaMHU.

2. Omnpeaenutb NpoOJEeMHbIE BONPOCH HMH(OpPMAIMOHHONW O€30macHOCTH B OpraHax
yIIpaBJICHUS, B OPraHU3alMsIX W HA TPEANPHITUAX PA3TUIHON (OPMBI COOCTBEHHOCTH U
U3JI0KHUTh CBOIO MO3UIIMIO [0 3TOMY BOIIPOCY.

3anaHue:

1. PazpaboraTh OpraHu3alMOHHYIO CTPYKTYPY THPEANpHUATHS, HOMEHKIATypy
JOJKHOCTEN paOOTHUKOB.

2. Pa3pabotarh OCHOBHOW KpyT BOMPOCOB, PELIAEMBIX PYKOBOJICTBOM U COTPYTHHUKAMH
MPEANPUSITHS TIO 0O0ecTIeueHUI0 HH(HOPMAITHOHHON 0€30TTaCHOCTH MPENPUSATHS.

3. PazpabGorare mnpuka3 1o obecrnedyeHUI0 HMHPOPMALMOHHOW  OE30MaCHOCTH
npeanpusaTas  (pacropsAWTeNbHAs YacTh JOJDKHA CONEpXKaTb HE MeEHee S5 IYHKTOB
MEPOIPUATHH).

4. CocTaBUTh yKa3aHWE COTPYIHUKAM MPEATPHATHS IO Pa3BUTHIO U BHEIPSHUIO HOBBIX
UH(POPMALIMOHHBIX TEXHOJIOTUN B CBOEH OTpaciu.

5. CocraBuTh pacropssKeHHE O BHEAPEHHH HOBBIX pa3pabOTOK IO  3aluTe
uHpOpMaLIUH.

6. CocraBuTh pemieHHE O TIOATOTOBKE K TPOBEICHHIO KOH(EpeHInu 1o
UH(POPMALIMOHHOM 0€30MacHOCTH.

7. CocTtaBuTh KpaTKui TPOTOKOJ COBEUIaHHWS IO BOIpocaM HHQPOPMAIMOHHOMN
0€30IacCHOCTH.

8. DBBITh B TOTOBHOCTH B pOJM PYKOBOJAWTEINS, HAdaIbHUKA CIIY)KOBI O€30MaCHOCTH
pemath ynpaBJeHUYECKHe 3a/1adyM, CBA3aHHBIE C OOECleYeHHEeM KOMIUIEKCHOH 0e30MmacHOCTH
npeanpusaTus (MPUHUMATh PELIEHHs, OTIaBaTh PACHOPSDKEHUs, OCYLIECTBIATh KOHTPOJIb 3a
BBINOJIHEHUEM OTJAaHHBIX PACHIOPSKEHUH).

9. CryageHTaM THCBMEHHO BBIMOJHUTH 3anaHue (oO0beM 5-7 NHCTOB) W OBITH B
TOTOBHOCTH K €r'0 3alllUTe Ha MPaKTUUYECKOM 3aHATHH.
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2. Ilopsiiok npoBeieH s TPAKTUYECKOT O 3aHATHS

1. Opranuzanus 3aHsATHS (NIPOBEpKA IPUCYTCTBYIOIIMX M TOTOBHOCTH K 3aHATHUAM,
00BSIBJIIGHUE TEMBbI U LIE€JIH 3aHATHS, JOBEJACHUE MOPSIKA IPOBEICHUS 3aHATHUA).

2. Pacmipenenenue Ha TOATPYNIBI M 03ByduBaeTcs cutyanus. CTyneHTamMu BbIOMpaeTcCs
OJTHO W3 NpEeANnpusATHi (Hampumep, KpymHas Kommepueckas ¢upma, HH(OPMAIMOHHO -
AQHAJTUTHYECKUI IIEHTp, KPYMHBIA 0aHK, (PUHAHCOBO-IIPOMBILUICHHAS TPYINa U T.1.), B KOTOPOM
UMEIOTCS KOMMEPYECKHUE CEKPETHI.

3. IlpucBoeHue mMoArpynmnaM NnepBOHAYAIBHBIX poJiel (Ha4adbHUKH CIY>KObl O€30MacHOCTH
HPENPUATHS, PYKOBOAUTENIH IPEIIPUATHS, IKCIEPTHI).

4. O6cyxIeHue CTyIeHTaMH KaKJI0W MOATPYIMIIBI BOIPOCOB, PEIIAEMbIX PYKOBOACTBOM H
COTPYAHUKAMU MPEANPUATHUS 110 00eCIeYeHUIO HH(POPMALIMOHHOHN 0€3011aCHOCTH NPEANPHUAITHS,
BBIHECEHHBIX Ha MPAKTHUYECKOE 3aHATHE C LIEIbI0 BIPAOOTKH OOIIUX MTO3ZUIIHA.

4.1. Bompockl €O CTOpPOHBI  MOATPYMIIBI  BBICTYHAIOIIUX B POJIM PYKOBOAUTENEH
TPEIIPUSATHSL.

4.2. Bonpochl O CTOPOHBI MOATPYIIIEI SKCIEPTOB.

4.3. OTBETHI U TUCKYCCHH.

4.4. BpipaboTka o0OmIeH MO3UIIMM M OOIIEro MOoJaX0Ja K BompocaM  oOecredyeHus
UH(POPMALMOHHON O€30MaCHOCTH MPEIIPUSATHSL.

5. OO6cyxaeHue npenojaBaTeiaeM U CTapIIMMU IPYII OLIEHOK YYaCTHUKOB 3aHSATHS.

7. TlogBeneHue WTOTOB 3aHATHA C OOBSIBICHHEM OKOHYATEIbHBIX OIICHOK YYaCTHHUKOB
IPAaKTUYECKOI'0 3aHATHUS.

3. Posn:

CryneHTsl pacnipesiesieHbl Ha 3 MOArPYIIIbL:

1-51 moarpyma — Ha4aTbHUKH CITY>KOBI 0€30MaCHOCTH;

2-51 IOATPYIIa — PYKOBOJUTENIN KOMMEPUECKOW OpraHu3aIiiy;

3-51 MOATPYTIIA — SKCIEPTHAs TPYIIIA.

4. Oxxunaemblii () pe3yabrTar (bl)...

®opmupoBanue cnenyromux komnerenuuii: OINK 8.

Tema 7. IloaroroBka MH(PpOPMALMOHHO-CITPABOYHBIX IOKYMEHTOB.
1. Bonpocwl 013 oocyscoenus
1) MHpopMalmOHHO-CIIPaBOYHBIC JIOKYMEHTBI - CIPAaBKH, aKThl, JIOKJIAJHbICE U
OOBSICHUTENIbHBIE 3aIMCKH, JOBEPEHHOCTH, CIIy)K€OHbIE MUCbMA, Teae(pOHOrpaMMBI,
TeJIerpaMMBbl, (PaKChI, PaCTIMCKU M TOBEPEHHOCTH.
2) Pa3HOBMAHOCTH WH(OPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB, HX COCTABJICHHE H
odopmiieHue.
3) OcHOBHBIE pa3eibl MOJIUTHKH HHPOPMAIIMOHHON 0€301acHOCTH.
2. Ilpakmuueckoe 3ad0anue 7

1) CoctaBuTh aKT pabOTHl KOMHCCHH IO TIPOBEPKE UMYIIIECTBA OPraHU3aLUH.

2) CocTaBuTh JTOKJIAJHYIO 3aIMCKY, HATPUMED, O TOTMOJHUTEILHOM (UHAHCUPOBAHHUH.

3) CocraBuTh OOBSCHUTEIBHYIO 3aMUCKY O HAPYIICHUH TPYIOBOH JUCIUILIHHBL.

4) CocTaBUTH CIPABKy C MecTa pabOTHI.

5) Hamucarte ciyxeOHOE THCEMO (HampUMep, MHCBMO — 3asiBKy B JAPYryio ¢upmy c
npock0oif 00 apeHze MoMelleHus Ui Bamied (QupMbl Ha BpeMsl NPOBEIEHUS
BBICTABKU B YKa3aHHbIE CPOKH).

6) Paspabotars MOIMTHKY HHDOPMAIIMOHHON O€30MTaCHOCTH.

7) CocraBuTh TEJETpaMMYy, HAIIPUMEP, O CPOYHOM MOCTABKE KaKUX-THOO TPY30B.

8) CocraButh TerehoHOTpaMMy, HATIPUMEP, O TIPOBEJICHUH BBICTABKH.

3. /lenosas uzpa 2

HenoBas (poJieBasi) urpa 2
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1. Tema (mpo6Jema) CiyxeOHast Iepenucka

2. Konuenuusi Mrpol

Lenu:

1. 3akpenuThb U yriayOuTh U3ydaeMblii MaTEpHaIl CTYACHTaAMH.

2. Omnpenenuth mpoOIEeMHBIE BOMPOCH WH(GOPMAIMOHHONH O€30MacHOCTH Npu paboTe ¢

MUChMaMU Ha MPEANPUATHSAX U U3J0KHUTH CBOIO MO3UIUIO IO 3TOMY BOIIPOCY.
3anaHue:

1. OmnpenenuTh OCHOBHOW KpyT BOMPOCOB, PEHIA€MbIX PYKOBOACTBOM M COTPYTHUKAMU
NPEINpUsATHs B Ipolecce cayXeOHOM MepeniucKi MeXy OpraHu3alusIMi U BHYTPU
MPEeANPUATHS 110 o0ecrieueHnt0 HHHOPMALIMOHHON O€301MaCHOCTH MPEANPHUSATHS.
Omnpenenuth BUIBI CITYKEOHOM MEPENUCKU Ha BEIOPAaHHOM HPEATNPHUSITHH.

3. Kaxmoil moxarpymnme cocTaBUTh OJUH U3 BUAOB MHCbMa M IMOCIaTh Ha ajpec
PYKOBOIUTEINS  MPEANPUSATUS, TIOJy4UB  OTBET, COCTAaBUTh W  OTIPABHTH
COOTBETCTBYIOIIEE MTHUCHMO.

4. BbITh B TOTOBHOCTH B POJIM PYKOBOJAWTEINS, HAYAJIIbHUKA JEJIONPOU3BOJICTBEHHOMN
CIy)kObl ~ pemiaTh YIOpaBlIGHYECKHE 3a/add, CBS3aHHbIE C oOOecreueHueM
KOMIUICKCHOW 0€30macHOCTH Tpennpustus (MPUHUMATh PEIICHUS, OT/IaBaTh
pacmopspKeHHs,  OCYIIECTBISITh ~ KOHTPOJIb 32  BBIOJIHEHHMEM  OTJAHHBIX
pacropsiKeHU ).

5. CryneHTaMm MUCHMEHHO BBIMOJIHUTH 33JaHUE U ObITh B TOTOBHOCTH K €ro 3alluTe Ha
MIPAKTUICCKOM 3aHSTHH.

N

2. Iopsiiok MpoBeIeHHsI TPAKTHYECKOTO 3aHATHS

1. Opranuzanus 3aHATHA (IpOBEpKa HNPUCYTCTBYIOIIMX W TOTOBHOCTH K 3aHSTHUSAM,
OOBSIBIICHUE TEMBI U LIEJIH 3aHATHS, JOBEJCHUE TIOPSIKA TIPOBEICHUS 3aHITH).

2. PacmipeneneHue Ha NOArpYNIbBl M O3By4uMBaercs cutyanus. Kaxmoidl noarpynmoit
CTYACHTOB BBIOWMpAeTCsi OAHO W3 MPEINpUATHI (Hampumep, KpymHas KoMMmepdeckas dupma,
UH(POPMALIMOHHO - AHATUTUYECKUN LIEHTpP, KPYNHbIH OaHK, (PMHAHCOBO-IIPOMBILIEHHAS TPy
U T.]1.), B KOTOPOM UMEIOTCS KOMMEPUECKHUE CEKPETHI.

3. IlpucBoeHue mNOArpynHmaM MEepBOHAYAIBHBIX poyiel (PYKOBOJIUTENU MPEANPHITHS,
HAYaJIbHUK JIEJIONPOU3BOACTBEHHOMN CIIy>KOBI, SKCIIEPTHI).

4. O6cyxIeHue CTyleHTaMM KaXXJI0W MOATPYMIBI BOIPOCOB, PEIIaeéMbIX PYKOBOACTBOM M
COTPYAHUKAMU TIPEATIPUATHS 10 00eCTIeUeHHIO NHPOPMAIIMOHHON 0€30MTaCHOCTH TPEATPHSTHS,
BBIHECEHHBIX Ha MPAKTHUUYECKOE 3aHATHE C LIEbI0 BbIpaOOTKH 00mux nozuuuid. CocraBieHue u
OTIIpaBKa MO 3JIEKTPOHHOW IOYTE COOTBETCTBYIOLIUX IMUCEM HAaYaJlbHUKAM MPEANPHUATHH U
COCTaBJIEeHHE 0OpaTHBIX OTBETOB.

4.1. Bompockl €O CTOpPOHBI  MOJATPYMIBI  BBICTYHNAIOIIUX B POJIM PYKOBOAUTENEH
TPEIIPUSTHSL.

4.2. Boripocsl CO CTOPOHBI IOATPYIIIBI 3KCIIEPTOB.

4.3. OTBETHI U TUCKYCCHH.

4.4. BeipaboTka oOmei no3uuumu M OOIIEro MojAXoJa K BompocaM — oOecredeHus
MH(OPMaLIMOHHON 0€30M1aCHOCTH MPEITPHUITHSL.

5. OO6cyxaeHue npenojaBaTeiaeM U CTapIIUMH IPYIII OLIEHOK YYaCTHUKOB 3aHSATHS.

7. TlogBeneHue WTOTOB 3aHIATHA C OOBSBICHHEM OKOHYATEIBHBIX OIICHOK YYaCTHHKOB
NPAaKTUYECKOTO 3aHATHUS.

3. Poau:

CryneHTsl pacripesieieHbl Ha 3 TOATPYIIbL:

1-s moarpymma — COTpYAHUKHA TEXHUYECKOMN TPYIIIBI CITY>KObI 0€301MaCHOCTH;

2-51 IOATPYTIA — PYKOBOJUTENIN KOMMEPUECKOW OpraHu3aIiig;

3-1 MOATpYyMIa — SKCIEpTHas Ipymia.

4. Oxxunaemblii () pe3yabrtar (bl)...
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®opmupoBanue cieayromux komnerenuuii: OIIK 8.

Tema 8. IloaroroBka [JOKyMeHTAUMM MO JHYHOMY cocTaBy. TpynoBbie
KOHTpaKThI. [Ipnka3sl o Tu4HOMY cocTaBy. JIMUHbIE KAPTOUKH.
1. Bonpocul 014 o6cyrzcoenusn
1) KaxgpoBas gokymeHTanus (110 JIMYHOMY COCTABY) - TPYJIOBbIC KOHTPAKTBI, IIPHKA3bI IO
JMYHOMY COCTaBY, TPYIOBbIE KHM)KKH, TPYIOBbIE KOHTPAKTHI.
2) CocraBiieHUE JINYHBIX KAPTOUCK.
3) VYuuduimpoBaHHbie (OPMBI MEPBUYHONW YYETHOH TOKYMEHTALMU IO TPYLy U €ro
oruiare.
4) Benenue TpyI0BOi KHUKKH.
5) KoHduaeHIHaIbHOCTh JOKYMEHTOB 10 JINYHOMY COCTaBY.
2. IlIpakmuueckoe 3a0anue 8
1) CocraBuTh TPYIOBOIl KOHTPAKT
2) CocTaBuTh NPHKA3 M0 JUYHOMY COCTaBY 110 BAPHAHTAM

Bapuant Bun npukasa
1. [Tpuem Ha paboTy pabOTHHKA Ha HEOIIPEIeJIEHHbIN CPOK, C HOPMAIBHOM
IPOIOJDKUTEIHLHOCTHIO pab0uero BpeMEeHH, C YCTAHOBJICHUEM UCIIBITAaHHS

2. [Tpuiem Ha paboTy pabOTHHKA 110 COBMECTUTEIHCTBY

3. [Tpuem Ha paboTy pabOTHUKA ISl BBITIOJHEHHUS ONIPEICIIEHHON pabOThI

4, [Tpuem Ha paboOTy BpeMEHHBIX PaOOTHHKOB

S. [Ipuem Ha paboTy paOOTHMKAa Ha ONpPENENEHHBIN CPOK I 3aMelICHUs
BPEMEHHO

OTCYTCTBYIOIIETO PAaOOTHHKA

6. ITepeBos1 pabOTHHKA HA APYT'YIO NOCTOSIHHYIO paboTy B TOM K€ OpraHu3aluu

7. ITpuem paboTHHMKA Ha pabOTy C MaTepUAIbHOM OTBETCTBEHHOCTBIO

8. Bpemennsblii paboTHHKa TmiepeBOA Ha JAPYrylo paboTy i 3aMelleHUs
OTCYTCTBYIOLIIETO paOOTHHKA

9. [IpenocraBienue oTmycka pabOTHHKY

10. ITpenocTaBneHue oTmnycka pabOTHUKaM

11. VYBonbHEHHE pPA0OTHHKA B CBSI3M C HEXKEJIaHHEM paOOTHUKA MPOIOJIKATh
pa0oTy B JaHHOHM OpraHu3alnuu

12. VYBonbHeHHE Pa0OTHHMKA B CBSI3U C MEPEBOJOM MyXka (KEeHbl) Ha paboTy B
JPYTYI0O MECTHOCTb

13. YBoJIbHEHHE PAaOOTHHUKA B CBSA3H C POXKJICHHEM peOeHKa

14. YBonpHEeHHE paOOTHUKOB B CBSI3H C JIMKBUAIIMEN OpraHU3aIiu

15. VYBonpHEHHE pabOTHHMKA B CBSA3M C COKpAlllEHHMEM YMCIEHHOCTH WM IITaTa
pabOTHUKOB OpraHU3aluy

16. VYBoNbHEHHE PAOOTHUKA B CBA3M C OOHApPY>KUBIIMMCS HECOOTBETCTBHEM
3aHUMAaEeMON JOJDKHOCTH

17. VYBonpHEHHE PAa0OTHHKA B CBA3M C NOSBICHHEM Ha paboTe B HETPE3BOM
COCTOSTHUH

18. VYBonpHEeHHE pabOTHMKAa B CBSI3M C  IpeKpalleHueM paboThl MO
COBMECTHTEIIHCTBY

19. YBonbHEHNE PAOOTHHKA B CBSI3U C MPU3BIBOM HA BOCHHYIO CITYXKOY

20. VYBonpHEHHE pabOTHHKA B CBSI3M C MCTEUYEHHUEM TPYJIOBOrO JOroBOpa
(KOHTpaKTa), 3aKII0YEHHOT0 Ha ONPEJEIIEHHBIN CPOK

3) CocTaBUTh OMUCH JOKYMEHTOB, UMEIOIIMXCS B IMUHOM JIEJIe OJHOTO U3

COTPYJIHUKOB YUPEKICHUS

4)

I/I3yLII/ITb OCHOBHBIC pa3aciibl, BXOAAIIUC B COCTAaB JIMYHOHU KapTO4YKHU
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Tema 9. CocraBjeHue JHYHBIX JAOKYMeHTOB. 3asiBjeHue. Pesiome.
ABToOuorpagus. losepennoctb. Pacnucka.
1. Bonpocul 014 o6cyscoenusn
1) TloHsTHE TMYHBIX JOKYMEHTOB.
2) PexBU3UTHI COCTAaBIICHHUS 3asBJICHHS, PE3lOME, aBTOOMOTpaduu, JTOBEPECHHOCTH,
pacnucku, ankeT. OcoOeHHOCTH OPOPMIICHHUS.
2. IlIpakmuueckoe 3a0anue 9

1) CocTaBuTh JINYHOE 3asBJICHUE M0 BApHAHTAM:
Bapuant Bun 3asBiaenus
1. O npesocTaBICHUN 0YEPETHOTO OTITYCKA
2. OO0 yBOJBLHEHUH 110 COOCTBEHHOMY KEJIAHHIO
3. O coBMeEIIEHUH JI0JDKHOCTEN B OJTHOM OpraHu3aluu
4. O npenocTaBIeHUH OTIYCKA 110 CEMEWHBIM 00CTOATEILCTBAM
5. O npueme Ha pabOTy O COBMECTUTEIBCTBY
6. OO0 yBOJLHEHUHU B CBSI3H C IIPU3BIBOM Ha BOCHHYIO CITYKOY
7. O mepeBojie HA APYTYIO JOJDKHOCTD B MpeesiaX OpraHu3aluu
8. O npueme Ha pabOTy Ha ONPEACICHHBIA CPOK
Q. OO0 yBOJIbHEHUU B CBSI3H C 3a4HMCIIEHUEM B BBICIIIEE YUeOHOE 3aBEACHHE
10. O nepeBojie Ha APYTYIO JOHKHOCTD 110 COCTOSIHHIO 3/I0POBbSI
11. O noBbIIeHUH 3apabOTHOM TJIATHI B CBSI3U C YBETUUYEHHUEM HArpy3Ku
12. O nepeBosie Ha APYTYIO JOJKHOCTD B NpEieiaX OpraHu3aluu
13. O npueme Ha pabOTy Ha ONPEACICHHBIA CPOK
2) CocTaBuTh CBOIO aBTOOHOTrpadUIO.
3) CocTaBUTh TOBEPEHHOCTD, HAIIPUMEP, HA TIPABO MPOAAKN UMYIIECTBA.
4) CocTaBuTh pacmucKy, HampUMep, O MOJYYCHHUU JIEHEXKHBIX CPEICTB TOJ 3aJI0T
UMYIIECTBA.

3. Konmponwvnas paboma 1

Bonpocsl kK KOHTPOIBLHOM padoTe Ne 1
Tema «OdopmiieHne opraHn3anMOHHO-PACIOPSAAUTEIbLHONH, HH(POPMALIMOHHO-
CIIPABOYHON JOKYMEHTALHH, JOKYMEHTAIUH 110 JIMYHOMY COCTABY, JUYHBIX IOKYMEHTOB»

1. Jlatb ompeneneHre W HamucaTb COCTaB PEKBU3UTOB U OCHOBHBIE pa3/elibl
OpPraHU3alMOHHBIX JOKYMEHTOB (TIOJIOKEHHE, YCTaB, CTPYKTypa W INTaTHas YHCICHHOCTb,
HITaTHOE pacHUCaHKue, MHCTPYKIUH, PETJIAaMEHT) 10 BapUaHTaM.

2. Jlatb ompenencHWe M HamucaTb COCTaB DPEKBU3UTOB W OCHOBHBIE pa3feiibl
pacnopsSAUTENbHBIX JIOKYMEHTOB (IIPUKa3, yKa3aHUE, paclopsDKeHHE, pelleHHe, MPOTOKOJ,
BBINKCKA U3 IIPOTOKOJIA) IO BapUAHTaM.

3. Jlatb ompeneneHre W HamucaThb COCTaB PEKBU3UTOB U OCHOBHBIE pa3felibl
UH(POPMALIMOHHO-CIIPABOYHBIX JTOKYMEHTOB (JIOKJIagHast U OOBSICHUTENbHAS 3allMCKU, CIPaBKa,
MUCHMO, aKT, TeJIErpaMMa, JIOBEPEHHOCTh) 110 BapUaHTaM.

4. JlaTb ompenereHMe M HamucaTb COCTaB DPEKBU3UTOB U OCHOBHBIE pa3felibl
JOKYMEHTOB MO JIMYHOMY COCTaBY W JIMYHBIM JOKYMEHTaM (TPyAOBOIl KOHTpPAaKT, MpPHUKa3 IO
JUYHOMY COCTaBY, TPYJOBasl KHUXKA, JUYHAs KapTOUKa U JIMYHOE JEJI0, 3asBJICHHE, paCIHCKa
pe3tome, aBToOnorpadus) mo BapuaHTaM.

4. Tecm 2
Bonpocs! Tecta 2 mo Temam 5 — 9
BaHk TecTOBBIX 3a1aHNii pa3MeLleH Ha caiiTe LeHTpa HM(PPOBOro o0y4eHHs
http://moodle.asu.edu.ru

1. Belzenure, B KakoM W3 BHJOB JOKYMEHTOB HE TIPOCTABIAETCA PEKBU3UT
"HarMEHOBaHHE BUJA TIOKYMEHTa'":
*  3asBiEcHUE
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* IIucemo
»  JloxynangHas 3amucka
*  JIOMKHOCTHAsI HHCTPYKLIHAS

2. Uto siBiIsIeTCsl JAaTON JTOKHOCTHONW MHCTPYKITUH:

. JlaTa €€ COCTaBIICHHUS,;
. JlaTa ee MOAINUCAHNS PYKOBOIAUTENIEM CTPYKTYPHOIO ITOAPA3IACIICHHUS;
. JlaTa €€ YTBEP)KIACHUS PYKOBOJAUTEIEM OpraHUu3aluu.

3. Kaxkoe cioso HCIIOJIB3YCTCA, COCAUHAA KOHCTATHUPYIOIIYIO W PACHIOPAAUTCIBHYIO

4JaCTH TCKCTa IMpHUKa3a:

. [TOCTAHOBJISIO;
. [IPEJUIAT AIO;
. [TIPUKA3BIBAIO.

4, TeKCT aKTa COCTOUT H3:

. 13 BOJHOM Y KOHCTaTUPYIOIIEH Y4acTH;
. 13 BOJIHOM, KOHCTAaTUPYIOIIEH YAaCTH U PACTIOPSAAUTENbHOM;
. W3 BOJHOM 1 MOCTaHABINBAIOMICH YaCTH;

5. Beibepute npaBuiibHBIE BapuaHThl OTBETa. M3 mepeunciaeHHbIX K OpraHu3alMOHHO-

IMPpaBOBBIM JOKYMCHTAM OTHOCATCA:

. Ycras

. Jlorosop

. ITocTanoBncHmne

. AKT

. Ilepeuenn

. [lIratHOE pacnicanue

6. BBI6epI/ITe IIPAaBUJIBHBIC BaApUAHTHI OTBETA. U3 MEPCUUCIICHHBIX K paCHOpH,HHTeHBHOﬁ

JOKYMCHTAIIUU OTHOCATCA:

. ITpuka3s

. Pacnopsixenue
. HNucTpykuus

. OT13b1B

. Teneke

. 3akiroueHue

Moayasb 3. O6masi opraHu3anus 1eJ10NpPoOU3BOACTBA U JOKYMEHT0000poTA.
Tema 10. Opranu3zanMoHHbIe cXeMbl AeJ0NPon3BoAcTBa. O0padoTKa BXOAAIIMX U

HCXOASIIMX T0KYMeHTOB. [Ipoxo:kieHne BHyTPeHHUX TOKYMEHTOB.
1. Bonpocul 0na odcysycoenusn
1) TloHsATHE «IOKYMEHTOOOOPOTY.
2) CrpykTrypa u 00mast XapaKTepUCTHKA JOKYMEHTOIIOTOKOB.
3) TlousaTHs «BXOASMIMHA JOKYMEHT», «HUCXOMAIIMN  JTOKYMEHTY,
JOKYMEHT.
4) Opranusaius padoThl ¢ JOKYMEHTaMH.

5) Opranuzanuss paboTBl ¢ TOCTYNAIOIIMMHU JTOKyMeHTamu. [lpuewm,

MIPOXO0KICHHS M MMOPSAJOK UCIIOJHEHHUS ITOCTYMAIIUX JTOKYMEHTOB.
6) Ilopsnok opraHu3alUK padOTHI C OTHPABISIEMBIMH JOKYMEHTAMH.

«BHYTPEHHHI

opraHu3anusa

7) IlpaBuna opraHm3anud pabOTBl C BHYTPEHHMMH JOKYMEHTaMH. YdYeT oObeMma

JIOKyMEHTO000pOoTA.
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2. Ilpakmuueckoe 3a0anue 10 «Oguyuanvnan oenosasn peuny
1. CHHTAKCHUYECKUE CPEJICTBA SA3bIKA
1.1. CIOBOCOYETAHHUE
1.1.2. CuHOHMMHUYHOE YIIOTPeOIeHre MPeII0KHBIX H OeClPeII0KHbIX KOHCTPYKIU
Yunpaxnenue 1
A. Packpoume ckobxu, evibepume HYdcHYIO Gopmy. Ommemvme cmbiclo8ble U
CMUAUCUYECKUE PA3IUYUSL NPEOTIOHCHBIX U OECNPEOTONCHBIX KOHCMPYKYUL.
1. Pacuerbl (CTpYKTYyphl, 10 CTPYKType) MOCEBHBIX ILIOMIACH MO3BOJSIOT PAaCCUUTHIBATH HA
MOJIy4YEeHHUE JIOTIOTHUTEIBHBIX I0XO/I0B.
2. B 3abere (MyuuH, JUIsi My)XK4uH) Ha gucTaHiuio 1500 mMeTpoB ObLIM YCTAaHOBJICHBI JBa
HaIIMOHAJBHBIX PEKOP/a.
3. B uentpe (ympaBieHHus, IO YIpPaBJICHUIO) ONEpaldell YCTaHOBJIEHbI HOBEHIINE CYETHO-
pelaoIINE YyCTPOKUCTBA.
4. Hauanoch CTpOUTEIHCTBO IEHTPa (OTIAbIXA U JICUCHUS, ISl OTJbIXA U JICUCHUS) TPYKECHHUKOB
cela.
Jlnanoro nena (crynenta CepreeBa, Ha cTyneHnTa CepreeBa) He 0Ka3aloch Ha MECTE.
bbbt ipoBesieH KOHKYpC (JIydllel necHu, Ha JTy4IIyIo [IECHIO).
TpyAHOAOCTYNHOCTh — OJJHO W3 TJIABHBIX NPEMATCTBUN (MCCIEIOBAHUS, B UCCIECTOBAHUH)
TOPHBIX PaliOHOB.
8. [Houent JleHncoB oOpaTwiics K PEKTOpy C Mpoch0oil (mepecmMorpa, O MEpPecMOTpe) €ro
TapupUKaLUK.
9. Dmnektpocranuug (315 ThICSU KUIOBATT) AOJKHA OBITH COOPYKEHA 3a TPU roja.
10. Jlex (80 cMm) ymepkuBaeT naxke TSHKEIbIE TPAKTOPHBIE MOE3/1a.
11. IIpocum OTOYCTUTH [UJIsl TPOU3BOJCTBA JKECTSHBIX OaHOK (5 Kr) TMOA KpackKy
JIOTIOJTHUTEIIFHOE KOJMYECTBO METalIa.
12. AntomunueBble OTKU (AnuHa — 60 cM, mupuHa — 40 cM, BBICOTa — 5 CM) U3TOTOBJICHBI B
MacTEepCKHUX COBX03a.
13. Bo Bpems mropMma Betep jfocturaet (80-100 km/4).
14. OtkpseIThIM pa3zpaboTkaM HEOOXOIUMBbI KpYyITHOTOHHaXHbIe MamuHbI (50, 70, 100 T).
15. Tloctynaromue Ha KOHKYpcC pykonucH (10 — 12 ¢. Ha MalIMHKe) JOKHBI OBITH MPUCIAHBI 10
30 ampeist 3TOTO TOJIA.
16. CoBmectuTensm pazpemiaercs noyaconas Harpyska (220 — 240 y4eOHBIX 4acoB B TOJ).

No o

B. Vkasxcume owubku 6 ynompeonenuu npeonrodicHbix u 6ecnpeoodcHbiX KOHCMPYKYULL.
VYkazaHusi aIMUHUCTPALIMH TI0 TIepeiave [[eXy aBTOMAIIHH BBITTOJHEHBI.
[Tnan no mscy Koaxo3aMH paifoHa MepeBHIOIHEH.
MephI 110 TUCIHIUTHHE, IPUHSTHIC TPABICHHEM, OKa3aJIiCh BeChMa JeCTBEHHBIMHU.
Bpuragup ymeno pacnopsbkaercs ¢ poHaaMu MU(EPHbIX TOKPBITHIA.
OO6cyxaeHne 0 pacIIMPEeHUH TOCEBOB JIbHA MTO3BOJIMIIO BBISIBUTH CKPHITHIE PE3EPBBI.
[TpocuM BbIJIEIEHUS TOTIOIHUTENBHOTO (hOH1a OEH3MHA.
[Tpockba npou3BoACTBA NEepepacueTa NOKBAPTAIbHBIX (POHIOB ObLIA YIOBIETBOPEHA.
KomannoBanue BOMHCKOM 4acTH MOILJIO HABCTPEUY PaliOHHBIM OpraHU3aIlUsaM B UX MPOChOe
TIOMOIITH IT0 BEIBO3KE OBOIIIEH.
9. TpeboBanue rp. Hukonaesa nepeBojia IeHeT MO MECTY KUTEIbCTBA OBLIO BBHIIIOIHEHO.
10. BoiiHa ycuimBaeT TeHACHIIMHA WHQIISAIIH.
11. PykoBoJCTBO NOTpeOOBAJIO AOI0XKUTH UTOTU PAOOTHI.

NN E

1.1.3. CuHOHMMHYHOE YNIOTpeOJieHne NMPeIoroB

Yupaxnenue 2

A.  Vkaxcume cayuau HenpasunbHo20 UnU  CMUAUCIUYECKU HE  ONPABOAHHO20
ynompebieHus npednocos. Micnpasbme npeonodicenus.
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1. I[JISI Heﬂeﬁ IMOBBIIICHUA IMPOU3BOAUTCIBHOCTU HA NOCTABKEC 3aroTOBOK HCIIOJB3YCM Mallyro
MCXaHHU3alluIo.

2. 3akainka jerayeil TOKaMH BBICOKOH YaCTOTHI MOBBIIIAET CTOWKOCTD OT KOPPO3HHU.
3. CoMHEHHE O TOM, YTO MacTep BBIIOIHUT OOCIAHHOE, JOJIT0 TPEBOKMIIO PAOOTHUII.
4. IlpuMeHeHue BaKLUMHBI TOBBICUIIO CONPOTHUBIIIEMOCTb K TPUIILY ¥ IPOCTYAHBIM

3a00JIeBaHUSIM.
5. CocrostHuE A€ ¢ KOpMaMU XOpoIIIee.
6. IIpubop cnennanu3upoBaH U AJisi aBTOTPAHCIOPTA.
7. Kaxnplii pabouuii 10mKeH OBITh OTBETCTBEH B BBHITIOJIHEHUH HOPMBI BEIPAOOTKH
8. VYmakoBka B KapTOHE MPUBOJUT K TPAHCIIOPTHOM MOpUYE XOIOAUILHUKOB.
9. 3amanHwue MO MIOJIIO MECAIY BCe pabodue 11eXa BHITOJTHUIIH.
10. Coobmraem Harry moTpeOHOCTh HAa METAJUIMUECKYIO CETKY IEPBOr0 KBapTaa.
11. PykoBoauTemnto peiiia yKka3zaHo 3a JOMYIIEHHYIO OIIHOKY.
12. TIpenpoBokaaeM BaM aKT Ha aBapUITHOE COCTOSIHUE CTAHIUH.
13. BreImycKHHKaM YYHIIMIIA BBIJAHBI CBUACTEILCTBA HA PUCBOCHHUE TPETHETO pa3psiia.
14. Ot3bI1B Ha paboOTy JOMKEH OBITH OTIIEYaTaH Ha MAIIMHKE U MPEACTABICH B IBYX

AK3EeMILIspax.

15. XapakTepuCTUKU Ha MOCTYMAIOIMIUX B YYUIIUIIE TOJDKHBI OBITh 3aBEpEHBI PYKOBOACTBOM

TIPE TP THSL.

16. CymectBoBanue y JIyHbI ropssunx HeAp JOKAa3aHO HKCIIEPUMEHTAIBHO.
17. B TakcOMOTOpPHOM MapKe BOCEMb YEJIOBEK 3aKaHYMBAIOT CTAXKUPOBKY Ha IIodepa.

B. Packpoiime ckobku, o6vsicHume 8b100p npeonoea.

1. Pemuts Bompoc (0, ¢, 1o; mocTaBka 3amyactei). 2. Mammuna (1o, aiis; moiika ¢usr). 3.
Hanpasuts (Ha, B, B aipec; MPOU3BOACTBEHHOE coBellanue). 4. Ycnexu (B, Ha, NIPH, C; PEMOHT
TpakTopoB). 5. Otka3zarh (BBUAY, H3-3a, 110 INpPHUYMHE, B CBSI3U C: OTCYTCTBUE MecT). O.
Breinensiercs (a uensix, Ans, ¢ IeNblo, paad, Ha; co3maHue ¢(oHaa marepuanon). 7. He
MIPOU3BOJATCS paboTHI (B CBSI3U, U3-3a, 33, IO IPUUMHE; OTCYTCTBUE 3JIEKTPoI0B). 8. Ilomyunts
(13, ¢, OT; 3aBOJI MAJIOJIUTPAKHBIX aBTOMOOMIIei). 9.Haznaunts nocodue (B CBSI3U C, 3a, U3-3, 110
npuuuHe; cmepTh Kopmuibua). 10. Ilomate 3asBienue (00, Ha, 1o; YyBoJbHeHue). MU.
Pekomenmannu o0si3aTenbHbl (A7, K, B; ucnonHeHue). 12. Mepsl (K, B OTHOILICHHH, IO
OTHOIIIEHUIO; paboTHUK). 13. Packpenuth TexHHMKy (B, Ha, MO; OTAeNeHHE coBxo03a), 14. Bce
roBOpHT (0 TOM, 3aT0), uTo... 15. [Tokaszars cebs (B, c; myumas cropoHa). 16. CopeBHoBaHus (B,
no; mapadounckuii Oer). 17. Pa3oOparbcs (B, ¢, B OTHOIIECHHHU; TOJIOKEHHE Bemien). 18.
OtuutsiBaThCA (B, 1O, 0, 33, MpoeiaHHas padora). 19. OTBeuaTs (3a, Mo, 0; 6e30macHOCTh) . 20.
N3pickaTh BO3MOXKHOCTH (s, K, 1O; BBIACICHHUE JOMOJHUTENbHOTO (oHma). 21. OKOHUUTH
TEXHUKYM (TI0, C; CIEIHAIBHOCTh SKOHOMHKCTA). 22. Pacnopspkenue (0, Ha, 10, JIs; BbIIACICHUE
donga). 23.HanpaButrh paboumx (Ha, A1, B LEIAX, MMO; JOCPOYHOE BBIOJTHEHUE 3aJaHUs).
24.0OtcraBanue (B, c, mo; pabora ciecapeit) . 25.Her comHenuu (B, 0, 32, B OTHOILICHUH, IO
MOBOJY; TO, YTO IUIaH OyJeT BBIMOJIHEH). 26. MammHa cHsTa ¢ npousBojcTBa (Onaromaps, B
CHUILy, TIO, U3-3a, B CBS3M C, 33, €€ KOHCTPYKTUBHBIE HEOCTATKH). 27. PeMOHT mpousBeneH (1o, B
COOTBETCTBUU C; MHCTPYKIIHS).

C. YkaxuTe cily4ad HENPaBWIBHOTO WM  CTHJIMCTHYECKH HE  OINpPaBIaHHOTO
yrnotpeOiaeHus: mpenioros. lcnpaBbTe NpeyioKeHUs.

1. IIpocuM wm3BICKaTh BO3MOKHOCTH IO M3BICKAHUIO CPEACTB I NpPOHM3BEAEHA paboT 1o
PEMOHTY HAcCOCHOW cTaHiuu. 2. Ilpuriamenue npernogaBaTeneil MO MPUEMY BCTYIHUTEIbHBIX
DK3aMEHOB IPOM3BOJUTCS B COOTBETCTBUU C JICHCTBYIOIIEW HMHCTpyKuued. 3. MamunHa
OCTaHOBJIEHA 3a M3HOCOM IIOPIIHEBBIX KoJyiel. 4. 3aBOA IPOCHT PA3BSICHUTH, MO KaKOMY
00pa30BaHUIO clenyeT TapUpHUIMPOBATH JIMIA, OKOHUYMBIIHNE CHEIHaTbHbIE TOJUYHBIE KYpPCHI, a
He mpodrexyunnumia. 5. MoOXeT 1M NPUMEHATHCS B aapec MpodeccopoB-COBMECTHUTENCH
nuceMo 3a Ne HM-37?7 6. Ha aBro3zaBoje nAenaroTCs MPAKTUYECKUE WIaru M0 Jy4IIEMY
UCIOJIb30BAaHUIO NPOU3BOACTBEHHBIX OTXOJO0B. 7. Jlenerarsl KOHQEPEHIH Pa3beXxaliuch B CBOU
cTpanbl. 8. MoJoziple CIeNUaINCThl, BO3BPAIIAIOIINECS B CBOU NPEANPUATHS, [TOJIY4alOT OIUIATy
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3a MPOe3Jl ¥ CTOMMOCTH MpoBo3a Oaraxa. 9. [Ipocum coOOIIUTE, pacIPOCTPAHSIOTCS JIH JIHTOTHI
10 JIOTIOJTHUTEIIFHOMY OIIAYMBAEMOMY OTITYCKY CTYIIEHTaM-3a04YHUKaM, €CIIM OHU UMEIOT YiKe
BhIciee oOpazoBanue? 10. B cBsi3u ¢ yMEeHbIIEHHEM pacxoja KEpOCHHA Ha MPOMBIBKY JIeTajei
npocuM CHATH OT (oHma copok ToHH. [1. Komuccusi momkHa TOATOTOBUTH 3TOT BOMPOC Ha
3aceaHne MPOU3BOACTBEHHOr0 coBemanus. 12. JIupekTop momen HaBCTpedy OOIECTBEHHOCTH
Y BBIZCIWII IOMEIICHUE B IIEPBOM 3TaXKE 3aBOJIOYIPABIICHHSL.

1.1.4. OmuoKu B ynpaBjieHUH, CBSI3aHHbIE ¢ MHOTO3HAYHOCTHIO CJIOBA

Ynpaxaenue 3
A. Packpoiite CKOOKH: BRIOCPHUTE HYKHYIO (OpMY.

1. Ilo6enutenn KoHKypca OyAyT yAOCTOEHBI (3BaHUs, 3BAHUEM) JIaypeaTOB U TUIIIIOMAHTOB.
2. OOBHHSIEMBII HE YJOCTOWII CBHUJICTENICH OOBUHECHMSI (HH B3TJIAa, HM OTBETA; HU B3TJISIOM, HU
orBetoM). 3. Otmen ciyxObl (s3bIKa, fA3BIKY) CTal B ra3ere mHocTosHHBIM. 4. Bes nHama
JlesTenbHOCTh HalpaBiieHa Ha Oyiaro (Hapona, Hapony).S. Xouercs npeaynpeauTs (0T OOk,
00 omubKax), KOTOpbIE MOMyCKalduch Ha KomOuHate. 6. PykoBonCTBO (IPOM3BOJACTBEHHOMN
MPAKTUKH, TPOW3BOJCTBCHHON TPAKTUKON) OCYIIECTBISICTCS IITATHBIMU COTPYAHHKAMHU
u3zaTenbeTBa. 7. PyKOBOACTBO (3aBOJICKOTO KOMHTETa, 3aBOJCKHMM KOMHUTETOM) HApPOJIHOTO
KOHTpOJIsI wm30upaercs ma KoHpepeHmud. 8. JIMBU3WIO HampaBWId B  PACIOPSDKEHUE
komaHaoBanus (¢ponra, ¢ponrom). 9. Ha cmeny (cTapplXx CTaHKOB, CTapblM CTaHKaM)
pUOOpPETEHBI HOBBIE.

1.1.5. OmmoOKky B ynpaBJjIeHUM IPU CHHOHUMAX

Ynpaxuenue 4

A. VYkaxute omuOKH B YIpaBICHWHU, CBSA3aHHBIE C YHoTpeOieHneM CUHOHHMMOB. Kak
BO3ZHHKJIM 3TH OIMOKu? McripaBbTe MpeayioKeHusI.

1. He npuxomurcsi noKa3plBaThb O TOM, KaK Ba)KHO BOBPEMsI IIPOBECTU CHEro3asepiKaHue. 2.
IIpomry nate pasbsCHEHHE O TOM, IOJIOXKEH JIM ABYXMECSYHBIA OTIIYCK aJMUHUCTPATUBHBIM
paOOTHHUKAaM TEXHUKYMOB. 3. BpicTymaBumime He pa3 OTMEYald O TOM, YTO MAacCTEpCKHE HE
o0ecreunBarOT Ka4eCTBEHHOI0 peMoHTa MamuH. 4. OAUH U3 OTAENOB Mara3uHa IMpeaHa3HaueH
U3JIENTUSAM MECTHOM MpPOMBIIIIEHHOCTH. 5. Xouercs MNpeaynpeauTb OT OIIMOOK, KOTOpbIe
JIOTIYCKAlOTCA Ha OTAEIbHBIX mHpeanpusatusx. 6. B Jlome KymbTypbl COCTOSJICS CEMHUHAp C
arutaTopaMu nocenka. 7. Ha3oBeM OCHOBHBIE MOKa3aTelH, 3a KOTOPBIE CIOPAT PaOOTHUKHU
ynpasieHus. 8. Omjata 3a pyKOBOJCTBO MPOM3BOACTBEHHOM MPAKTUKON IPOU3BOIUTCS B
COOTBETCTBYIOLIIEM MPOIEHTE K MecCSYHOMY 3apaboTky. 9. beToHImMkaM 0COOEHHO CHUIBHO
JorekaroT noanouyBeHHble BoAbl. 10. Ctapmuii npenogasarens MBaHOB ObUT TPUKOMaHIUPOBaH
B OZHOTOJIMYHYIO aCIIUPAHTYPY.

1.1.6. Ynorpe6/1eHue npeJioroB Npyu OJJHOPOAHBIX YICHAX MpPeAI0KeHUs!

Yupaxuenue S

A. Ykaxwure cjiydau HEIIPAaBHUIIBHOTO HUJINM CTUJIMCTUYCCKH HC OIpaBJaHHOI'O y1'[0Tp€6J'IeHI/I$[
MpeajyIoroB I/ICHpaBLTC MMPECAIOKCHUA.

1. Jlexumn OBLIM TNPOYMTAHBl HA MPEANPUATHAX, YUPSKIEHUSAX M IIKoJax. 2.
[TpensriOopHbIe cOOpaHMs MPOIUIM Kak Ha LEHTPAJbHBIX Yycaabbax, Tak M OTICIECHUSIX
coBx030B. 3. EMy OblIO MpHCBOEHO 3BaHME MacTepa CIOpTa U MO KIACCHYECKON M BOJBbHOMU
6opbbe. 4. CTpOUTENLCTBO BEJOCH Cpa3dy Kak IO JIEBOMY, TaKk M IpaBOMy Oepery peku. 5.
[IIxosbHUKN OYEHb MMOMOIJIM KOJXO03Yy B BBIpAlllUBAaHUM paccaibl U YOOpKe yposkas oBoILEeH. 6.
CrnenyeTr ycuiauTh HaJ30p U OKa3aHHWE IOMOIIM JETSIM, OTHOCAIIMMCS K KaTeropuu "TpyAHbIX'.
7. MBl mpemyiaraéM COCpPEIOTOYMTHh B OJTHOM MECTE YIpPABJICHHE M CHAOXKEHHE TOJICOOHBIX
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XO3SIUCTB.

1. 1.2. TIPOCTOE NPEJJIOKEHUE
1.2.1. CMbIC/10BbI€ CBSI3H U MOPSI/IOK B MPOCTOM MPeAJI0KEHUH

YnpaxHeHue 6

A. Vkaxure ciaydau HapylleHUs IOpsiiKa CJIOB (HeolpaBIaHHOM HMHBepcuu). VcmnpaBbre
IIPEIJIOKEHUS.

1. OT™MeueHHbIE KOMUCCHEW BCE HEIOYEeTHl JOJDKHBI OBITh YCTPAHEHBI B ONMDKalIINe CPOKH. 2.
IIpu mnepexone Ha HOBble (GOPMBI OOCIY)KMBAHUS IACCAKUPOB HA IKEJIE3HOJOPOKHOM
TpaHCHIOPTE HAONIOJANMCh HEKOTOpBhIe TPYAHOCTH. 3. Bblmaua cmpaBok u  odopmieHue
OroyzeTeHeil OONBHBIM M HETPYAOCHOCOOHBIM OyJIeT NpPOMU3BOAUTHCA [0 YETHBIM YHUCIIAM
Heaenu. 4. C 1980 r. T. @egopoB padboTa Ha aBTOMOOMIIEHOM 3aBOJIC B JJOJDKHOCTH KPAHOBIIHKA
no 1987 r. 5. BelcTynieHue CTEHHOM Me4yaTtu O HeJOCTaTKax B paboTe Lexa MOJITBEpIHIIOCh,
KaK ¥ CUTHAJIBI NMPOXKEKTOPUCTOB. 6. TpyKEHUKH HAIIero pailOHa OXOTHO CTPOSIT KHPIHYHBIC
oTJenbHble oma. 7. J{ns onpeneneHus GoHIa OIIaThl B KOHIIE I'OAa YTOUHSIOTCS PaCLieHKH 3a
npoaykuuto. 8. IIpoiry u3bICKaTh BO3MOXKHOCTh BBIIETIUTH 33 CUET YIJIAYEHHON CyMMBbI HalllUM
OpEANpUsATHEM Macjio BEpeTeHHOe B KOJIMYECTBE HATH TOHH. 9. B sHBape cocrosiuch s
poautenei nBe nekuuu-koHuepTa. 10. HekoTopeie BbIcTynaromniye oparopbl HUICKOJIBKO HE LIEHST
HU CBOE, HU UYy»KO€ BPEeMsl, TOBOPST MOJI0JITY, TIOBTOPSIFOTCS, IEPEUNTHIBAIOT IIUTATHI.

1.2.2. CorsiacoBanue cKa3yemMoro ¢ moaJieKammum

YnpaxHeHue 7
A. Packpoiite ckoOkH: BRIOEpUTE HYKHYIO (hopmy.

1. Ha cmexHoe mnpeanpusiTie B KadecTBe B3auMoNoMoInM (ObUTO HampaBieHO, ObLIH
HaIpaBJIE€HBI) JI0 JBYXCOT paOOTHHKOB 3aBoja. 2. B umcie pabouux 3aBojma, KTO (HarpaxeH,
Harpaxzaensl) rpamotamu LIK BJIKCM, 6bu11 1 craHOYHMKH nisiToro nexa. 3. Ilocie kopoTkoit
Oecenpl OONBIIMHCTBO (TOJy4yaeT, Moiy4aroT) HampasieHue 4. Hukrto u3 pabOTHUKOB
MHUHHMCTEPCTBA TaK U HE (CMOT, CMOTJIM) IPSIMO OTBETHTh Ha Haml Bompoc 5. "Iuu TypOunbix"
(Obuta moOcCTaBlieHa, OBUIM TIOCTaBJICHBI) B XyHokecTBeHHOM TeaTpe. 6. "M3Bectus" He pa3
(mucasna, nucanu) o0 OXpaHe HAIIMX JIECHBIX OorarcTB 7. BONbIIMHCTBO ydamuxcs (CIpaBUIIOCh,
CIIPaBUJINCH) C KOHTPOJbHBIM 3amanueM. 8. Ozepo Cenurep (pacroyioeH, pacrlojioKeHO) Ha
3anage Kamuuunckoit obmactu 9. ABToMoOminb-ampubus (Obul mepenaH, Obula mepenaHa)
reojoruueckoit akcnenuuuu. 10. Xenmmnua-ppau oTaM4HO (CpaBUIICs, CIPAaBUIIACh) C TPYAHON
omeparueii. 11. Jlo gecatu KOMIUIEKTOB CTaHKOB (MMeno, nmenu) aedextsl. 12. Coxo3y (Oymer
BBIJICJICHO, OY/IyT BBIJICIICHBI) JBE THICSYM TOHH yIOOPEHHI U S10XUMHKATOB. 13. BonbmmHCTBO
CHELHATUCTOB, ¢ KOTOPBIMU MPUXOJMIOCH 00CYKAAaTh BO3MOXHOCTh OOBEAMHEHUS XO3SICTB,
(cuuTaer, CYMUTAIOT), YTO OHO JIOJDKHO MPOM30MTH Ha 0aze coBxosa "Bocxox". 14. BonsmmHCTBO
TeX, KTO (Jaj1, JaJn) corjlacue Ha mepeess, B JajbHeHIeM (B3sul, B35J10, B3SJIN) CBOH 3asiBIICHUSL.
15. Ha Hagano okta0ps Ha pabprke (MMeI0Ch, UMENNChH) B HAIMYUH CTO TOHH O€JI0N KECTH.

B. Vkaxute ciaydyan HEMPaBUIBLHOIO WM CTUIMCTHUYECKH HE ONPAaBAAHHOIO COTJIACOBAHHUS
CKa3yeMoro ¢ nojjexamum. VMcrnpaBbre NpeioKeHus..

1. BonpmuHCTBO M30MpaTeneil MporosiocoBald 0 JABEHaAUaTtd vacoB AHS. 2. bonee
CEMU/IECATH BBIMTYCKHUKOB IIKOJbI MOJYYHUIIO AUILIOMBI O(EpoB TpeThero kiacca. 3. MHoro
OpraHM3alil CTPOAT IAHCHUOHATBl M JoMa JeTHero otabixa. 4. Cpenu Tex, KTO CTalnu
YY9aCTHHUKAaMHU 3aBOJCKUX COPEBHOBAHMM, ObLTH M BETEPaHbI MPou3BoIcTBA. 5. Kade-3akycounas,
YTO OTKphUIach Healeko oT (paOpuku, paccuMTaHa Ha JAEBSIHOCTO MecT. 6. Y OoChbMHHOTa
BEJIMYMHOM B JIBa METpa UMEIOTCSI OKOJIO CTa IPUCOCOK Ha KaXAOM Irynasnsle. 7. boapmmHCTBO
NapTU CeMsSH COOTBETCTBYIOT HOpMaMm IOCEBHOro craHiapra. §. Ilpusepamu copeBHOBaHMM
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CTaJN PSJI JIBDKHUKOB-CHOUPAKOB. 9. 3aMOK-MOJHUS BIIMTA HEMPOUHO, HepAnunBo. 10. Myseii-
KBapTHpa mucarenas OyJeT OTKpbhITa I TOCETHTENled B KOHIEe 3Toro roma. l11. "AnHa
Kapenuna", xak u npyrue pomansl JI. Toscroro, mepeBeneH Ha JAECATKH s3bIKOB. 12. B
COBXO3HBIX MAaCTEPCKHUX PETrYJISPHO MPOBOJATCA OCMOTP U MNPOPUIAKTHKA YOOPOUHBIX
arperatoB. 13. bomnblnas yacTb CTYIEHTOB W IIperojaBaTelieil MHCTUTYTA JIETOM paboTanu B
cTpoitorpsiaax. 14. bbui cO3KOHOMIIEHBI OOJBIIOE KOJMYECTBO JA€(DUIMUTHBIX MaTEpHAOB U
neraneid. 15. JIro60it pebeHok, 1000# MOAPOCTOK TOJKHBI 3HATh, KaK OMACHO NepederaTh yaully
nepes ABIKYIIUMCS TPAHCIIOPTOM.

1.2.3. YnorpeobJieHne COCTABHOI0 MMEHHOI'0 CKa3yeMoro
Ynpaxnenue 8
A. VYkaxute OmMOKM U CTHIMCTUYECKHE HENO0YeThl B OOpa30BaHMU U YNOTPEOICHHUU

COCTaBHOT'O MIMEHHOTO CKa3yeMoro. McrpaBbTe NpeaiosKeHHs.
1. CnyuaeB HapymieHuil rpaduka qBrxeHus Opuragoi T. [lepeBomrkoBa 3a JBa MOCIEIHUX
roja He uMmeno mecta. 2. Jleca Cubupu npeAcTaBisitoT OrpOMHOE 0OTaTCTBO HaIlleH CTPaHbL. 3.
Taxkast cOopHast KOMaH/a MPeACTaBIsAET U3 cedsl caydaitHbiii Habop "3Be3a". 4. B ctuie paboTsl
MIPOM3BOJICTBEHHBIX COBEIIAHMI OOJIBIIIOE 3HAYCHUE UMEIOT HE OOIIHNE YKa3aHUs M TUPCKTHBBI,
a HeTOCPEICTBEHHAs! OpraHU3allHsl POU3BOICTBA, IOMOIIb U KOHTPOJIb. 5. DOPMBI TOMOIIU
HIKOJI APYT APYTY paznudHbie. 6. B pabore aaMHUHUCTpAIIUU KMEIOT MECTO (DaKThI HEAOOIICHKU
BOIIPOCOB BOCITUTAHMS MOJIOJEXKHU 3aBoja. 7. HecMOTps Ha TpyAHbIE YCIOBUS MOTOABI U HU3KYIO
BUJUMOCTB, T. BOT/TaHOB CyMe OCTaHOBHUTH MAaIlIMHY M HE COBEPINWI Hae3na. 8. [raBHBIN
MHTEpeC U 3a00Ta MEXaHU3aTOPOB B TOM, YTOOBI 00ecneunTh OecriepedoiHyo padoTy
MexaHu3MOB. 9. Jta 3a/1a4a crana BrnojHe pazpemumas. 10. OcobeHHOCTh OBITOBOTO
00CTyXKUBaHUS B TOM, YTO OHO UMEET JEJIO IIaBHBIM 00pa3oM ¢ HHAUBUAYAIbHBIM 3aKa34UKOM.

1.2.4. CornacoBanue onpeaejeHuil

YupaxHenue 9
A. Packpoute ckoOKH, BEIOEPHUTE HYKHYIO (hOPMY.

1. 3a nBa (mocienHue, TMOCIEAHMX) rofa T. HuKonaeBBIM BHECEHO YeThIpe
PalMOHAIN3aTOPCKUX MpeiokeHus. 2. CopeBHOBaHMS MPOAJIATCS (HEMOJIHbIE, HEMOJIHBIX) JIBE
Henenu. 3. /IBa Barosa, (MOCTYMMBILHKE, MOCTYMHBIINX) MOJ HOTPY3KYy, TpeOOBaIM CPOYHOTO
peMonTa. 4. B ampene (Oynetr OTKPHIT, OyAyT OTKPBITHI; HOBBIM, HOBBIE) Ca-iCIU Ha JBECTH
mect. S.loctynuiau Ha ucnbITaHue TpU (HOBBIE, HOBBIX) MoJeNu (YHHUBEpPCAIbHOM,
YHUBEPCAIBHOTO) JIEOEIKH-aBTONOrpy3unKa. 6.Pykonuchk moctynuia Ha peleH3uo K (Hamemy,
Hameil) KoHcynbTaHTy T. Pomgunoit. 7. (BbicTynuBmMM, BbICTYNMBIIAs) Ha coOpaHUU
3aMeCTHTeNIb JIekKaHa Mo HaydHoud pabore pouent IlerpoBa (pacckazan, pacckasana) o
OmmKalMX TulaHax u3laHus pabot ¢akynsrera. 8. OdopmieHbl Ha paboTy JBa (HayuHBIE,
Hay4yHBIX) COTPYJIHHKA W JBe (cTapiiue, crapmux) jgadbopanTku. 9. UeTslpe (HalM, HalIux)
JBDKHULBL, (IPUHUMAOIINME, TPUHUMAIOIINX ) YYaCTUE B TOHKE, 3aHSUIA IIPU30BBIE MECTA.

1.2.5. CoriacoBaHue NPUJIOKEHU I

YnpaxxHenue 10

A. Vkaxunre ciiydyan HCIIPAaBHUJIBHOTO niIn CTUIUCTUYCCKHU HE OIfpaBaaHHOI'O
coriaaCoBaHUsA HpHHO)KCHHﬁ. I/ICHpaBBTe MPCAJIOKCHUA.

I.1. Bmaromapsi mocTpoiike pa3Bsi3Ku-dCTakaabl Ha CaMOTEeUHOM TUIOMAAN, BpeMs ee
IIPOXOXKACHUST aBTOTPAHCIIOPTOM COKPAaTHWJIOCH B CPEIHEM Ha YEThIpE MUHYTHI IPOTHB
npomwioro. 2. JIBe HoBble (GaOpUKU-KyXHH OyIeT CIaHO B HAcTymawlleMm roay. 3. beitoBbie
YCIIOBUS JIIOJEH 3HAYMTEIBHO YIYYIIMIUCH IOCIE 3aKPENJICHHUsS 3a CTaHLUEH BaroH-IaBKU U
BaroH-kiyoa. 4. [IpocuM OTIyCTUTH MO JaHHOMY HapSA-MHCbMY YKa3aHHOE KOJIUYECTBO CTAJIH.
5. B Mukpopaiione neicTByer aBa nercaga-aciu. 6. Pa3nenannas peiba 3arpykaeTcs B TPIOM-

44



XONIOMWIBHUKU. 7. BBIMYCK CeNeNnbHBIX TATa4-MPUIENIOB OyneT yBEIWYeH Ha JABAALATh
nporeHToB. 8. HoBas TexHuka OyneT nepenana copxosam "[‘uranty" u "KpacHbiii kommyHap". 9
Hoserlit punem Oynet nemoHCcTpupoBaThes B kuHotearpax "Camore" u "Cesepe".

II.1. OTcroga oTKphIBaeTCs 4yJaecHbId BUA Ha MOCKBa-peKy M BECh TOPOJl, PACKUHYBIIUICA
o camoro ropusonta. 2. [IpuBan Oyner caenan Ha octpoBax Xauumne U OcunoBue. 3. B cene
Bepxuem JlomoBO oTkpbutach HoBas nrunedepma. 4. Paiionnoe otaenenue "Cenbxo3TexHUKA"
HE BBIMTOJIHUIIO B3ATHIX 00513aTeNbCTB. 5. Mexanuszaropsl cena Hukoabckoe JOOMINCH 3aMETHBIX
ycnexoB. 6. [Tox cemom MuHuUHBIM (DamIMCTCKUI KapaTeabHBIM OTps ObLI YHHUYTOXEH. 7. B
ropoge IlleGanune ObLT OpraHM30BaH TYPUCTCKHH IeHTp. 8. JloMa KylbTypbl OTKpHITHI B
paiionnsix 1eHTpax KpachnoBe um IlleGexuue. 9. B ropomax Kammnune, Topikke, a Takxke
OcramkoB u KyBmmHOBO Oyner oTMeuarhcs orTenenb u rojonea. 10. Bmecre ¢ Humm
Tpyauiuchk nuoHepsl nmocenka llumosckoe. 11. B nepeBnsix [lyoose, [TaBiuxe, Xonm, 3anyuse u
[Teckn 000pyaOBaHbI HOBBIE Mara3uHbl U TOPrOBbIE TOUKH.

1.2.6. Ynorpe0JjieHue HEKOTOPBIX BUI0B JI0NOJHEHH U 00CTOSATEILCTB

YnpaxxHenue 11

A. VYkaxwure ClIydan HCHPABUJIBHOI'O WM CTUJIIMCTHYCCKU HE OIMPaBAaHHOI'O YHOTpe6JI€HI/IH
,I[OHOJ'IHGHI/Iﬁ 1 00CTOSTEILCTB. I/ICHpaBBTe IPCATTOKCHUS.

1. Hapsny ¢ MHOrOYMCIEHHBIMH KPUTHYECKHMMM 3aMEUaHMSIMH U TMPEAYHPEKICHUSIMU
MBaHOBY He pa3 npeyiarajioch U3MEHUTh CBOE MoBesieHHe. 2. KpoMe BBICTYIUIEHUH 1UpEeKTOpa U
[JIaBHOTO MHJ)KEHEpa 3aBOJa, TOBOPUIIOCH TAKXKE M O IJIOXOW paboTe oTAena cHaOXeHus. 3.
HuxkonaeB He pa3 mpeaynpexaaics 3a JornyckaeMmble UM Opak u npory:isl. 4. IIpoBepka paboThl
IIPaBJIEHUSl KOJX03a IIOMOIJIa BCKPBITh MHOTME OpraHu3aludoHHble Henosaaku. 5. Ilpomry
rojocoBats, Kro 3a? IIpotuB? BosgepxkaBmmeca? Ilpomry onmycrtuts. 6. I'paxknaHuH, Bbl
Hapymmiu. [Ipomy yratuts mrpad. 7. [lerpoBa ctporo npenynpeants. 8. Boautenu aBrodassl
B3sUTH Ha ce0st 00s13aTeIbCTBO HE JIOMYCKaTh XOJOCThIe peichl. 9. Henb3st He 3aMeTUTh LIEHHOCTh
nanHoro uccineposanusa. 10. OH, kazanoch, He 3amerun yrpody. 11. He 3Hate HamepeHue
IPOTUBHUKA - 3HAUUT 3apaHee OT/aTh eMy MHUIMATUBY. 12. Yyaiuecss 3Toro KuHOpUIbMa ele
He Buzaenu. 13. Crnenyer crporo cmpocuTh ¢ Hapymuteneil. 14. 3a nomylieHHblE OMIMOKU
CTapOoCTE rPYMIIBbI YKa3aTh.

1.3. OJHOPOJHBIE YJIEHBI NPEJIJIOKEHUSA
1.3.1. Ommbku, cBsI3aHHBIE € JOTMYECKOH HeC04eTaeMOCThbI0 OJHOPOJHBIX YJICHOB
Npea10KeHus

YnpaxHeHue 12

A. Ykaxure ciyyau HEMPaBUWJIBHOTO UM CTHJIMCTUYECKH HE ONPABIAHHOTO yNOTPEOIeHUS
OJTHOPOJTHBIX YWIEHOB IPEIOKEHUS; O0BSICHUTE IPUUNHBI BOSHUKHOBEHUS! CMBICIIOBBIX OIIMOOK.
HcnpaBbTe NpeaioxKeHusl.

1. B crenyromeM NSATHUIETHH BBITYCK MYKCKOW M KEHCKOW OOYBH, a TaKXkKe W3Sl
COBpeMEHHBIX (hacOHOB OyneT pe3ko yBenuueH. 2. Ha KkoH(epeHmMH mTpHCYTCTBOBAIU
pabOTHUKK TPEANpPUATHI paiioHa, pabOOTHUKK HCIIOJIKOMa M paiikoMa MapTHH, Yy4YeHbIE,
IIpEeJICTaBUTENN TBOpUECKUX Mpodeccuil, nHxeHepsl u padboune. 3. ['paxxaane naccaxupst! [Ipu
BXOJI€ Ha ACKAJIaTOp HE CTaBbTE BEIM, yeMoAaHbl, CyMKku Ha ctynenu! 4. "Iloe3na 3q70poBbs”
MOJIFOOMIINCh MOCKBHYAM - CIOPTCMEHAM, JBDKHHKAM, JIIOOWTENSIM PBIOATKH U TPHUPOIBL. 5.
Kuury, 3anep:xanHbie caauei, a TaKke yTepsiHHbIE, JOJKHBI OBITh BO3BpAIICHBI He To3aHee 30
nekabps. 6. Kputrka, caMOKpUTHKA U B3aMMOTIOMOIIh JTOJDKHBI CTaTh HOPMOW B HAIIUX OYIHSIX
U Ha KaxaoM pabodem mecte. 7. IlpueM Ha KOMHCCHIO paavoanmapaTypbl U MPUEMHHUKOB
BBICIIMX KJIACCOB, a Tak)ke HWHOMapok mpekpamieH. 8. Ha coOpanue mnpwuriamaroTcs Bce
CTYJEHTBI TIEPBOTO Kypca, Komcopru u npodopru. 9. HeitioHOBBIE TOAIIUITHAKA TIPEBOCXOISAT
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BBITIOJIHEHHBIE M3 IIBETHBIX METAJLIOB IO BECY, U3HOCOYCTOMYMBOCTH U MPOYUM IOKA3aTEISAM.
10. Mara3uny TpeOyroTcs poJaBiibl OBoIIe 1 kKapTodens. 11. B coBpeMeHHBIX M3IaHUAX T10
PaMOdIIEKTPOHHUKE, KHUTaX, OPOIIFOPAX M CTAThSAX 110 JAHHOMY BOIIPOCY MOCTOSIHHO OTMEYaeTCs
MPOrPECCUBHOCTh MeYaTHbIX cxeM. 12. Ha mpodxome obOcyxaeHbl BOIPOCH 00 00S3aHHOCTSX
4JIeHOB TPO¢)Ccoro3a, KOHTPOJIE W TPOBEpPKE HUCHONHEHHs pernieHuit. 13. Mactep AHTOHOB
npu3Baji Bcex pabOTHUKOB 1i€Xa HAIPABUTh BCE CBOU CHJIbI, DHEPTHIO U CPEJCTBA MEXaHU3AIUU
Ha JIOCPOYHOE BBIIIOJIHEHUE 3aJaHUsl.

1.3.2. Omubxu, cBsSI3aHHbIE C JIEKCHKO-TPAMMATHYECKO HeCoYeTaeMOCThIO
OJHOPO/IHBIX YJICHOB NpeJI0KeHU
YnpaxHenue 13

A. YKaxuTe ciydad HENPaBHJIBHOTO WM CTUIMCTUYECKHA HE ONPABJAHHOTO yIMOTpeOIeHus
OJIHOPOJHBIX YJICHOB TMPEAJIOKEHUS; OOBSICHUTE MPUYMHBI peyeBBIX OmUOOK. VcmpaBbre
IPEJIOKEHUS.

1. Paborta ymenblieB-majemiaH MOMy4YWsia MPU3HAHWE M YyCIeX Ha MHOTHX COIO3HBIX U
MEXIyHApOAHBIX (hopymax. 2. PykoBOJICTBO 1mo0Iarojapuiio M MpeMHpOBAIIO JTYUIINX [IEHHBIMU
nonapkamu. 3. BHuUMaHuE W KOHTPOJb 3a XOJOM COLHUAIMCTUYECKOTO COPEBHOBAHUS -
MOBCE/IHEBHBIN 10T akTUBa npeAanpuarus. 4. ConoBbeB 3apeKOMEH10BaN ce0s KaK BIYMUYMBbIH,
OT3BIBUMBBII TOBAPUIIl U MHOTO TIOMOTAeT MOJIOABIM padouuM. 5. 'Ha KoHKypce ObUIH OTMEUEHbI
JUIUIOMaMH U YTBEPAWIN ce€0sl B YUCIIE JyYIIMX KOJUIEKTHBBI MBITHILMHCKOTO 3aBOJia U Hall,
XOTS M HE 3aHsUIM mepBoro Mecra. 6. Ha cerogHsmuuii neHp OpuragupaMud YYTE€HBI U
BJIQXKHOCTb, M TEMIIEPATYPHbIE YCIOBHUS 3€PHOXPAHEHMs, a TAKXK€ IPOU3BOJAUIICS PEMOHT
3epHOXPAHUIUII. 7. ATHTaTOpaMH OpraHW30BaHbl "Yroiku wu3Oupateneil" u HarasgHas
aruTalys; KpoMe TOr0, CUCTEMaTHYECKH ObUIM TPOBENEHBI CEMHHApPHI, JICKIUH, Oecensl. 8.
MexaHu3zatopsl COBX03a TMOJACPKHUBAIOT M TOJIOCYIOT 3a KaHAUJATYPHl, MPEIOKCHHbBIE
yuyacTHUKaMu coOpanus. 9. Ceccusi mpuHsia pelleHHe W PEKOMEHJoBajla O OblcTpeiiieM
3aBepUICHUH CPOKOB peMoHTa. 10. UieHbl HapOJHOTO KOHTPOJI HE pa3 TOBOPUIIU U COBETOBAIIN
0 HeOJaronmoayyHOM MOJOXeHUH aen Ha ¢depme. 11. 3aroToBieHHBIN ypoxkail OyneT ciaH B
CPOKHM U y’K€ OTMEeHaJics B CBOJIKax paioHa. 12. 13 razer, paano u nepenay roixyooro sKpaHa Mbl
y3HAEM O HAJISKJaX U CBEPIICHUSX HAIIUX JeN U OyIHEH.

1.3.3. Ommbkn B mNpemyioKeHHAX ¢ 0000IAIMMH CJI0BAMH MPH OJHOPOJAHBIX
YjIeHax

Ynpaxuenue 14

A. VYkaxure ciyyau HENPaBWIBHOTIO WM CTHJIMCTUYECKH HE ONPABIAHHOIO yIOTPEOICHUS
0000MIAIONIMX CJIOB U OJHOPOAHBIX YJIEHOB MPEIUIOKEHUs; OOBSICHUTE MPUYMHBI OIINOOK.
HcnipaBpTe NpemioxKeHusl.

1. Ilpomy npuriacuTe Ha COBEIIAHUE CIEAYIOUIMX COTPYAHHMKOB: 3aBEAYIOIIMNA MOJIOYHOU
dbepmoit, Opuraaupsl, a Takxke nosipok KapasaeBy u JXKykoBy. 2. Mbl JOTKHBI OOBSBUTH CaMyIo
Oecriomaznyio 60pb0y HapyIIEHUSM TPYIOBOW TUCHMIUIMHBI, KakK MpPOTYJbl, OMO3JaHMA,
paBHOIymIKE K padore. 3. B xuBonucHoil nonuHe peku Camapku OTKpbIT MoTenb. K ycmyram
KHUTEJeW ropoja: MOTO- U AaBTOTYPHCTOB, pPbIOAKOB M OXOTHUKOB - HEJOPOTHE, HO YAOOHBIE
MOMEILEHUS, MECTa ISl CTOSHKH aBTOTPAHCIIOPTa, pa3inuHble yao0cTBa. 4. BaxkHo He TONBKO
BocIipon3BecTH "Kycouek" cena koHna XIX Beka, HO U 00CTaBUTH JIOMa, yCab0bl MpeIMeTaMu
JIoOMalrHero oOrxojia: BeuamMmu, Me0enblo, OpyIusIMU TpyJa U peMecia, KaKUMU MOJIb30BaINCh
KpecTbsiHE B Te aajekue roapl. 5. TpamBaiiHO-TposuieliOyCHOMY yIpaBJieHHIO TpeOyroTcs
pabOTHUKM CIEAYIOUIMX CHEUAIbHOCTEeH: OyXrajaTepoB, KacCHpPOB, YUYETUYMKOB, a TaKke
pasHopaboume. 6. B HOBOM roay B mMarazuHax OyJIeT pacIIMpEeH acCOPTUMEHT TOBApOB IMEPBOM
HEOOXOAMMOCTH: OOYBH, OJEXKIbI, OBITOBBIX AJICKTPONPUOOPOB, PATUONPHEMHUKOB U
TeneBU30poB. 7. Ha mepBbIX mopax MOJIOA0N WHKEHEP MPOSBUI ce0sl KaK 3HAIOIINH CIIeIUAHCT:
9PYANPOBAHHBIN, UCIIOJHUTEIbHBIN, BHUMATEIbHBIN K TOBApUIaM 110 paboTe U MO JYHHEHHBIMH.
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8. OtHomieHuss TpeHepa ¢ (yTOONMCTAMU JIOJDKHBI CTPOUTHCS HA OCHOBE CO3HATENBHOM
JTUCIUIUIMHBL: B3aUMOYBaXXCHHUsI, IPYXKObI, BBIIIOJHEHUS PEKOMEHJALUN TpeHepa, H3Yy4eHHUS
TBOPYECKUX BO3MOKHOCTEN KaKI0T0 UTPOKa.

Tema 11. PeFI/ICTpaHI/IH U KOHTPOJIb BBINNOJIHCHUSN TOKYMEHTOB. (I)OpMI)I perucrpanuu.

1. Bonpocwt 015 00cyscoenus

1) Tlonsitme «peructpauusi ITOKyMEHTa». Perumcrpanmus JOKYMEHTOB, COCTaBHas 4acTh
TEXHOJIOTUM OpraHu3aluu padoThl C JOKYMEHTaMU.

2) llenu perucrpaimu J0KyMeHTOB. OCHOBHBIC IIPHHIUIIBI PETUCTPALMH JOKYMEHTOB.

3) ®opMBbI perucTpanuy JOKYMEHTOB U MOPSIOK HX 3alOJHCHUSL.

4) KypHanbHas popMa perucTpanuu.

5) PerucTpanmOHHO-KOHTPOJIbHAS KapTOuKa. ABTOMaTH3UpPOBaHHAs cucrema
pPETUCTpAIMK U KOHTPOJISL UCTIOIHEHUS TOKYMEHTOB.

6) Wunekcauus TOKyMEHTOB.

2. Ilpakmuueckoe 3ad0anue 11

1) B TekctoBoM penakrope Word odopMuTe perucTpalMoOHHBIA KypHANT JUIs
HUCXOAAIINX JOKYMCHTOB.

2) 3aperucTpupyiTe B )KypHajie JOKYMEHTBIN3 IIPEJIaracMoro CI1ucKa:

3) B TtekcroBom pemaktope Word odopmHTe pPErHCTpallMOHHBIA >KypHANl st
BXOJSIIUX JJOKYMEHTOB.

4) 3aperucTpupyiTe B OKypHaJIE€ PETUCTpPAllMd BXONAIIME JOKYMEHTHl W3
IpeJ1araéMoro Crucka

5) B tekcroBom pemaktope Word odopmuTe perucTpallMOHHBIN SKypHal Ul
BHYTPEHHUX JJOKYMEHTOB.

6) 3aperucTpupyiTe B OKypHaJI€ PETUCTPAIlMd BHYTPEHHUE JOKYMEHTHI U3

npeajaracMoro Crmcka.

Tema 12. Cucremarusanus 1okymeHToB. Homenkiarypa gesi. Buabl HoMeHKIaTyp.

1. Bonpocwul 013 o6cyscoenusn

1. [TonsiTne «HOMeHKIIaTypa nen». HazHaueHne HOMEHKIAaTyphl €.

2. Konkpernas Homenkiarypa nen. TunoBas HoMeHknatypa nen. IIpumepnas
HOMEHKJIaTypa Jell.

3. TpeboBanusl, MpeAbABIsIEMbIE K COCTABICHNIO HOMEHKJIATYPBI 1€7 OPTaHU3aliH.

4. 3aroyIOBKHU J€J1 ¥ UX COCTABICHUE B HOMEHKJIATYPE JEI.

S, TpeboBanusi, mpebsABIsSEMbIE K 3aI0THEHUIO (POPMBI HOMEHKJIATYPHI JIE.

6. CucremaTun3zanus 3arojJoBKOB J1€]1 B HOMEHKJIATYpE.

7. [Topsimok cocTaBiieHUsT M YTBEPXKACHHUS HOMEHKIATYphl Jell OpraHu3aluu
(yapexxaeHus).

2. IIpakmuueckoe 3a0anue 12
1) CocTaBUTh HOMEHKJIATYPY J€J1, COCTOSIIYIO U3 5 JIe.
*  “IIpuka3ssl IUpeKTOpa NPEANPHUATHS IO OCHOBHOM iedaTebHOCTH 3a 1995 rog.
Konun™.

*  “IIporokons! coBenianuii CoBeTa TpyI0BOTO KOJUIEKTUBA NpeanpusaTs 3a 1995 rox”.

* “Ilepenucka ¢ buznec - bankom 1o BonpocaM OyXrajiTepckoro yuera, OTYSTHOCTH U
(¢buHaHCOBOM AESITENTHLHOCTH .

*  “IIpukassl AMpEeKTOpa NPEANPUITHS 110 INYHOMY cocTaBy 3a 1995 ron”.

*  “JloKyMEHTHI O IpUeMe, clladye U CIUCAaHUH UMYILECTBA U MaTepUasoB (aKThl, OTHCH,
BEJIOMOCTH)” .

2) CocTaBUTh UTOTOBYIO 3aIIUCh K COCTABICHHON HOMEHKJIAType €.
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Tema 13. @®opMupoBaHue U OPraHu3anys oNepaTUBHOIO Xpanenus aej. Opopmiaenue
00JI05KKH JeJia.

1. Bonpocul 014 o6cyscoenusn

[Tonsatne «popmupoBanue aen». OCHOBHbIC TpeOOBaHMS, KOTOPBIC MPEIBSBISIOTCS K
(dbopMHpOBaHHUIO A€ B TEKYILEM JeIonpoun3BoacTBe. OdopmiieHre 00I0KKH J1ea.

[TpaBuna popMupoBaHUs pa3IHMYHBIX KaTeropuii JOKYMEHTOB B nena. dopMupoBaHue
JIeJI B OpPTaHM3AINH, B €€ CTPYKTYPHBIX Tojpa3zieieHusx. OTBETCTBEHHOCTh 32 COXPAaHHOCTh
JOKYMEHTOB. Bblgaua JOKYMEHTOB JUIsi BPEMEHHOTO TIOJb30BAaHUS TPU XpPAaHCHHH HUX B
CTPYKTYPHOM IOJIpa3/IeICHUH.

2. Ilpakmuueckoe 3ad0anue 13

1) CoCTaBUTH JINCT-3aMECTUTEIh U KapPTy-3aMECTHTEIIb.
2) 3anoHUTE 00JIOKKY J1eJ1a JJIst TI00bIX 3 Jel.
3) CocTaBUTb JIUCT-3aBEPUTEIIb JIea JIJIsl JTF0OBIX 3 J1ed.

Tema 14. Ilopsaok nepeaayun jes1 B apXuB 1JIA JAJbHeIero XxpaneHus. JKCnepTrusa
LHEHHOCTHU J0KyMeHTOB. CocTaBJ/ieHHE ONKCeid.
1. Bonpocwl ona oocysyicoenusn

[ToaroroBka JOKYMEHTOB K CJadye€ B BEIOMCTBEHHbIM apxuB. llonsAtne <«dkcneprusa
LEHHOCTH JIOKYMEHTOB». HOpMaTMBHO-METOAMYECKHE U TEOPETUUECKHE OCHOBBI NMPOBEIACHUS
OKCIEPTHU3BI IICHHOCTH JOKYMEHTOB. TpeOOBaHUs, MpEAbSBISICMbIE K OpraHW3aluud u
MIPOBEICHUIO FKCIIEPTU3bI HEHHOCTH JTOKYMEHTOB.

OcuoBubie ¢ynkuuu LlenTpanpHoit skcneptHoit komuccun (LIDK) m skcmepTHBIX
komuccuii (OK) opranmszanmu. Ilomoskenue o0 skcmepTHol komuccuu. [IpaBa u ¢GyHKIUU
KOMHCCHM, OpPTaHU3aIMs M TOPSJAOK TOKYMEHTHPOBAHUS €€ padoThl. Tambl MPOBEACHUS
DKCMEPTU3bl 1IEHHOCTH JIOKYyMEHTOB. OdopmieHue pe3yabTaToB OSKCHEPTU3BI IEHHOCTU
JIOKYMEHTOB.

[Tonstne «odopmnenne gena». OcHOBHbIE TpeOOBaHUS, TMPEABABISEMBIE K
odpopmiienuro aein. [lomnoe u yactuunoe odopmienue nen. [Moammuska nen. Hymepanus nuctos
nena. CocTaBieHHe 3aBEPUTEIbHON HAAUCH, BHYTPEHHEHN OIKCH.

[lepenaua nen Ha XpaHeHue B apxuB. BzaumopeiictBue cinyx6br JJOY u apxua
opraHu3aiuu npu GopMupoBanuu GoHa.

2. Ilpakmuueckoe 3adanue 14

1) CocTaBUTh OMUCH J€1 NOCTOSHHOTO U JUIMTEIbHBIX CPOKOB XPAHEHHS MO JaHHBIM
8 nmemam, OTCYTCTBYIOIIHE JIaHHBIE JOMHUCATh CAMOCTOSITEIBHO.

2) CoCTaBUTh aKT O BBIACICHUH K YHHUYTOKEHHIO 3 JOKYMEHTOB, HE IOJIEKAIHX
XpaHEHUIO.

Tema 15. Opranusanust padoThl ¢ J0OKYMEHTHPOBAHHO UH(oOpMane OrpaHUYEeHHOT 0
AOCTyNA

1. Bonpocwt 015 00cyscoenus

HopmatuBHO-TIpaBOBbIE aKThl, perjaMeHTHpyoIue padoTy ¢ JOKYMEHTHPOBAHHOM
uH(popMalel OrpaHuYeHHOT0 JOCTYTIA.

JloKyMeHTaIus, OTHOCAIIASCS K TOCYIapCTBEHHOM TailHe, JOCTYI K HUM I'paX</1aH.

JlokyMeHTBbI, OTHOCsIIHECS K KoHbuAeHIMaabHoU nHopmanuu. Opranuzanus padoTsl
C KOH(pUIEHIMATbHBIMM JOKyMeHTaMu. llpuem wu peructpamus KOH(PHIECHIHUATBHBIX
JOKYMEHTOB, Il€4aTaHHWe, pPa3MHOXKEHHE U  pacchlika JOKyMeHToB. @DopMupoBaHue
KOH(HJICHIIMATBHBIX JOKYMEHTOB B Jena. Vcroiab3oBaHHME JTOKYMEHTOB M J€Jd B TEKYIIEeM
JeJIONPOU3BOACTBE. [ pynnupoBKa HMCIOIHEHHBIX JOKYMEHTOB B fena. llopsaok XxpaHeHus.
IIpoBepka ux Hanmuus. Mcronb3oBaHue JOKYMEHTOB, €1 U U3JaHU.

CHsTHe ¢ nen rpuga orpaHUYEHHsI JOCTYIa.
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2. Konmponwvnas paboma 2

Bonpocsl K KOHTPO/IbHOI padoTe Ne 2
Tema «O01masi opranu3anus 1eJ0NPOU3BOACTBA H JOKYMEHT0000pOTa»

1. IlpaBmia opraHu3alMy JOKyMEHTOOOOpPOTa, (YHKLUHU CIykO AEI0NpOU3BOJCTBA,
CTPYKTYypa KaHLEISPUN YUpEKIEHUH 1-11 kaTeropun
2. OpraHu3aluOHHBIE CXEMBI AEJIONPOU3BOICTBA, OpraHU3alus JOKYMEHTO000poTa

3. OOpaboTka BXOAAIIMX JOKYMEHTOB, 00pabOTKa HCXOAAIIMX JIOKYMEHTOB,
00paboTKa BHYTPEHHUX JOKYMEHTOB, YUET 00beMa JOKYMEHTO000pOTa
4. OOmme mpaBWiIa PErHUCTPAllMU JTOKYMEHTOB, HWHJEKCAIUS JOKYMEHTOB, (OPMBI

perucTpanuu

S. Opranu3zanys KOHTPOJIS UCIIOJHEHUS

6. Homenkmatypa gen, ee BHUABI, TMOPSAOK COCTAaBICHUS U YTBEPIKICHUS
HOMEHKJIATyphI JIeN1

7. dopmupoBaHue €N, TNPU3HAKK 3aBEJCHUS e, TMpaBujia TPYINIUPOBKU
JIOKYMEHTOB B JI€Jla, OpraHU3alus ONIEpaTUBHOIO XpaHEHUs el

8. Oynknuu OK 1 DK, skcnepTr3a 11eHHOCTH TOKYMEHTOB, €€ ITPOBEICHHE

9. OcCHOBHbIE MPUHIUIIBI U KPUTEPUU OLIEHKH [IEHHOCTU JOKYMEHTOB

10. OdopmieHue e, COCTaBICHUE OMUCEH, MOPSIIOK NIepeavn 1 B apXUB

Tema 16. [IokyMeHT0000pPOT HA COBPEMEHHOM NpPeANPUSATHH.
1. Bonpocwul 013 o6cyscoenusn

1 TumoBast CTpyKTypa NpeAnpusTHS.

2 WHTEepHET/UHTPAHET U CTPYKTYpa MPEATIPHSITHS.

3. Oducnas TexHuKa 1 HHPOPMALIMOHHBIE TOTOKU B COBPEMEHHOM Ouce.

4 ABTOMaTH3aIUs JOKYMEHTOO0OpOTA.

S. IOpunuyeckass cwia  3IEKTPOHHOTO  JIOKYMEHTa.  DJEKTPOHHBIM  0OMeH
HEIOPUIMYECKUMH JOKYMEHTaMHU.

6. Hy6nupyromuit oOMEeH HOPUAMYECKUMH JTOKyMeHTaMU. J[OKyMeHTOOOOpOT Ha
HOPEIPUATHIX Pa3HOro MaciiTada.

2. Pehepam

TemaTuka pedepaton

1. Jenompou3sBonactso B JpeBHepycckom rocynapctse (X-XI BB.) u B mepuoj geonaabHOM
pazapobuenHocty (XI-XV BB.).

[Tpuxaznoe nenomnpousoactso (XVI-XVII BB.).

HenornpousBoactso B yupexaeHusx Poccun XVIII B. (komexckoe 1e10npor3BOJICTBO).
HenonpousBoactBo B yupexaeHusx Poccunm XIX - magama XX BB. (MHHHCTEPCKOE
JIEJIONIPOU3BOJICTBO).

["ocynapcTBeHHOE 1€70MPOU3BOICTBO B COBETCKYIO ATIOXY U B COBPEMEHHBIN MEPHOI.
Hcropus nuceMa.

CoBpEMEHHOE JIETOBOE MHCHMO.

OCOOEHHOCTD U CTUJIb JIENTOBBIX JJOKYMEHTOB.

JlenoBele u KomMepueckue nuchbMa. Kommepueckass mnepenucka ¢ 3apyOeKHBIMH
HapTHEpPaMH.

10. [ToarotroBka u 0pOPMIICHHE 3aKTFOUCHUH, OT3BIBOB, OTUETOB, ITEPEUHEH, CITHCKOB.

11. ToxymMeHTaus o JOroBOPHO-IIPaBOBBIM OTHOIIEHHUSIM.

12. JlokymeHTanus Mo BHEIIHEAKOHOMHUYECKON JESTeNbHOCTH.

13. Opranuzanust paboThI C IPETEH3UOHHON TOKYMEHTAITUEH.

14. Opranuzanus A€10IPOU3BOJICTBA 10 MMCbMEHHBIM U YCTHBIM 0OpAIlEHUSM IPaX/iaH.

~own

©o~No O
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15.
16.
17.
18.
19.
20.
21.
22.

23.
24.

25.
26.
27.
28.
29.

30.

2.

3amuTa TOKyMEHTUPOBAaHHOW MH(GOPMAITUU OT HECAHKIITMOHUPOBAHHOTO JIOCTYTIA.
CniocoObl ¥ METOJIbI COKpaIlleHUsI JOKYMEHTO000pOoTa.

Perucrpanus 1OKyMEHTOB COBPEMEHHBIX OpraHU3alun.

Hogeiimre nHbopMamoHHbIe TEXHOJIOTHUHU B IETONPOU3BOJICTBE.
HopmaruBHo-meToanueckas 6a3a 1e101pou3BO/ICTBA.

TpeGoBaHUsI K CTUITIO JIENTOBBIX JTOKYMEHTOB.

YHubUKanms u crangapTH3anus J0KYMEHTOB.

OdopmneHne TMONOXKEHUH O CTPYKTYPHBIX MOAPA3JEICHUSX, KOJUIETHAIBHBIX H
COBELIATENIbHBIX OpraHax IPeaIPUsITH.

Odopminenne naMaToK, THCTPYKIUIA, TPaBUII

KoppekTypHble 3HakM W TpaBwia uX mpuMeHeHus. Haubonee ymotpeOiisiembie
COKpAILICHHS CIIOB.

Cucremaru3zanus 1 TeKyliee XxpaHeHne JoKyMeHToB. O0paboTka Jern A7 MOCIeAYIOIEro
XpaHEeHHUS.

XapakTepucTUKa KOHOQUACHIMAIBHBIX JOKYMEHTOB. 3amuTa KOH()HUICHIHMATHHOMI
uHpopmanuu.

VYder u XpaHeHue e ¢ KoHuaeHnanpHoi nHpopmanmen. Kanansl pa3riameHus.
CucreMbl aBTOMaTU3UPOBAHHOTO IOKYMEHTOO00POTA.

CpencTBa OprTEXHUKH, HCIONB3yeMble Ha AaBTOMAaTH3MPOBAHHOM paboueM MecTte
CIIELUATIUCTA U PYKOBOIUTES.

OducHbie HOOPMAIIMOHHBIE CUCTEMEI.

Tema 17. Cucrembl BeJleHHsI 3JIEKTPOHHOIO /1eJI0NPOU3BOACTBA.

1. Bonpocwul 013 o6cyscoenusn
1) Knaccupukanusi cucteM BeCHUSI QICKTPOHHOTO JIETIOIPOU3BO/ICTRA.
2) CucreMbl aBTOMaTH3HPOBAHHOTO JJOKYMEHTO000pOTA.
3) «BOCC-Pedepent», «AiiTu» «AEJIO», «Onextponnsie OduchHsie CucTembi».
«Bomymkay, HTL] UPM. «EBdpat-nokymentoobopot», CognitiveTechnologies.
4) OcoOeHHOCTH U (PYHKIIUH aBTOMATU3UPOBAHHOTO Odrca.
5) TlpeumymiecTBa 3MEKTPOHHBIX TOKYMEHTOB.
6) IlpeumymiecTBa CHCTEM aBTOMATH3MPOBAHHOTO JOKYMEHTOO0OpOTA.
Bonpocelt mecma 3 no memam 10— 17

BaHk TecTOBBIX 3a/1aHNii pa3MellleH Ha caiiTe LeHTpa HM(PPOBOro o0yyeHHs
http://moodle.asu.edu.ru

1. BeiOepure npaBuiIbHBIM BapHaHT OTBeTa. J[BUKEHHE JOKYMEHTOB Ha MPEINPUSTHU C

MOMCHTa HUX CO3JaHUSA WX IOJNYYCHHA OO0 OKOHYAaHHWA HCIIOJHCHUSA, OTIPAaBKW HIINW Ca4d B

apxuB

- 9T0 ...

1) noxymMeHTHpOBaHUE
2) 1enonpon3BOJICTBO

3) T0OKyMEeHTO00OpOT

4) pynkuus ciryxo JJOY
5) mpsAMOTOYHOCTH

2. BeiGepuTe npaBuIIbHBINA BapuaHT oTBeTa. HoMeHKmarypa jiern - 1o ...

1) nepeueHb 3aroJI0BKOB JI€] U CPOKOB UX XPaHEHHUS
2) CIMCOK BCEX 1€, UMEIOIIUXCS Ha MPEANPUIATUI
3) nepeueHs e U1 epeaadu B apXuB
4) circok 0c000 BaXKHBIX TOKYMEHTOB
3. BriGepute mpaBWIbHBIA BapuaHT OTBeTa. Bac BKIIOUMIM B IKCIEPTHYIO KOMHUCCHIO

npeanpustus. Yem Bol Oynere 3anumatbes?

1) mpoBepATh COXPaHHOCTh JOKYMEHTOB B MOJpPa3IeICHHIX
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2) OLICHMBATh CTENIEHb CEKPETHOCTH JOKYMEHTOB

3) npoBepsATh NPAaBUIBLHOCTH COCTABJICHHUS IOKYMEHTOB

4) NpOBOAUTH IKCIEPTU3Y LIEHHOCTU JOKYMEHTOB

5) KOHTPOJIMPOBATH UCIIOTHEHHUE IOKYMEHTOB

6) POBEPSITH NPABMIHLHOCTD COCTABICHUS JOKYMEHTOB

4. BeiOepuTe mpaBUIBHBIN BapuaHT oTBeTa. Ilepen chaadeil JOKyMEHTOB Ha apXHWBHOE

XPAaHCHUC CICAYCT...

1) crpynnupoBath ¥ MOAUIMTH JOKYMEHTHI B IAlKH

2) opopMuTh M onucaTh Jena

3) COCTaBUTH ONUCH JIOKYMEHTOB U MEPENJIeCTH UX

4) cucteMaTu3upOBaTh U YTOUHUTH IOKYMEHTHI

5) ckonupoBaTh 0CO00 Ba’KHbIE TOKYMEHTHI

5. BroiOepure npaBUIBHBIN BapuaHT OTBETAa. 3alHCh CBEACHUH O JIOKYMEHTE C

MOCJICAYOIIUM ITPOCTABJICHUCM HHJACKCA U JAThI - 3TO ...

1) cucremaru3zanus

2) perucTpanus

3) apxuBUpOBaHUE

4) karanoruzanus

6.BriOepuTe npaBUIIBHBIN BapUaHT OTBETA. Pa3nnuaroT Tpu moToKa JOKYMEHTAlUH Ha

OPEIPUITHH:

o

10.
11.
12.
13.
14.
15.
16.
17.

1) BXogsmiye, UCXOASIINE U BHYTPEHHUE JOKYMEHTHI

2) IEHTPaJIU30BaHHbBIN, ACIICHTPATN30BAaHHBIA U CMEIITaHHBIN

3) roToBsKEcs, YTBEPKAaeMbI€ U OTIPABIISIEMbIEC TOKYMEHTBI

4) opranu3anMoHHbIe, (UHAHCOBBIC U CHAOKEHUYECKHE TOKYMEHTHI

Ilepeyenb BONpoOCoOB K 3a4eTy

OcHOBHBIE TIOHATHUS TOKyMeHTOBeZieHUs. [lonsTie o nokymeHTe. DYHKIUU TOKyMEHTA.
Bunst nokymenToB. CocTaBHBIE YacTH JIE€IOMPON3BOJICTBA.

Knaccugukaius Hocuteneit JokyMeHTHOM nHpopmaruu. CriocoObl JOKYMEHTHPOBAHMUSL.
CBoiicTBa JOKYMEHTA.

Omnpenenenue cocraBa AokyMmMeHTanuu. Ctangaptuzanus JokyMeHTa. CoCTaBHbIE YacTH
JOKYMEHTA.

[TpaBuna opopmiieHHs OTJIENIBbHBIX PEKBU3UTOB JIokyMeHTa (¢ 1 o 30).

bnank nokymenrta. braHku [Uisi BHYTPEHHUX W BHENIHMX JOKYMEHTOB. Buisl O1aHKOB
JUIS OpraHu3alUK, CTPYKTYPHOTO MOJIpa3/ieleHus, TOIHKHOCTHOTO JIUIIA.
['ocymapcTBeHHOE peryiIHpOBaHUE IETOMPON3BOJACTBA. HOpMaTWBHBIE MPaBOBHIE aKTHI,
periaMeHTHpYIOIIKe TOKYMEHTAMOHHOE obecrieueHne Ha (peiepalbHOM YpOBHE.

OOmast kmaccuduKanusi CUCTEM aBTOMAaTH3alMU  JEJONpon3BOACTBAa.  CHCTEMBI
JIOKYMEHTAIUH.

[ocymapcTBeHHBIE CTaHIApTHl HA JOKYMEHTAIMIO. YHH(DHUIMPOBAHHBIE CHUCTEMBI
JIOKYMEHTAIUH.

O6mepoccuiickue  KiIacCU(PUKATOPhl ~ TEXHUKO-DKOHOMUYECKOW W COIMAIIbHOU
uHpopmanuu. HopmaTtusHas 6a3a moroToBKu U 0hOpMIICHUS TOKYMEHTAIHH.
Oco0eHHOCTH MOATOTOBKU U OPOPMIIEHUS TTOJIOKEHUS.

Oco6eHHOCTH TOATOTOBKU M 0()OPMIIEHUS YCTaBa.

Oco0eHHOCTH MTOATOTOBKH U 0()OPMIICHHUSI pETJIaMEHTA.

Oco0eHHOCTH OATOTOBKU M 0(OPMIIEHHSI CTPYKTYPBI M IITATHOW YHCICHHOCTH.
Oco0OeHHOCTH MOATOTOBKU U O(OPMIIEHUS IITATHOTO PACITHCAHMUS.

Oco6eHHOCTH TOATOTOBKU M 0(OPMIICHHSI TOTOBOPA.

Oco0eHHOCTH MTOATOTOBKH U 0(OPMIICHUSI HHCTPYKITHH

Oco0eHHOCTH TOATOTOBKU M 0(OPMIIEHUS TOJKHOCTHOM MHCTPYKIIHH.
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18.
19.
20.
21.
22.
23.
24.
25.
26.
217.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44,
45.
46.
47.

48.
49.
50.
51.
52.
53.

54.
55.
56.
57.
58.
59.
60.
61.

62.
63.
64.
65.
66.

Oco0eHHOCTH TOATOTOBKU M 0(OPMIICHUS TIPUKA3a.

Oco0eHHOCTH IOArOTOBKY M 0(OPMIIEHUS BBITUCKH U3 ITPHUKa3a.

OcoOeHHOCTH TOATOTOBKY M 0(OPMIICHHS aKTa.

Oco0eHHOCTH OATOTOBKU M 0(OPMIIEHUS TOKJIAHOH 3allUCKH.

Oco0eHHOCTH TOATOTOBKU M 0(OpMIICHHS OOBSCHUTEIBHOM 3aIHCKH.

Oco0eHHOCTH TOATOTOBKU M 0(OPMIIEHHS KPATKOTO MIPOTOKOJIA.

Oco0eHHOCTH TTOATOTOBKH U 0POPMIICHUS TTOJTHOTO MPOTOKOJIA.

Oco0eHHOCTH OATOTOBKU M 0(OPMIIEHHS BBITUCKH U3 ITPOTOKOJIA.

Oco0eHHOCTH TOATOTOBKU M 0(OPMIICHUS YKa3aHUSI.

Oco0eHHOCTH IOATOTOBKU M 0(OPMIIEHUS PACIIOPSIKEHMSL.

Oco0eHHOCTH TOATOTOBKU M O(OPMIICHHSI PEILICHHS.

Oco0eHHOCTH OATOTOBKU M 0(OPMIICHHSI CITPABKH.

Oco0eHHOCTH TOATOTOBKY M 0(OPMIICHUS TTHChMa.

Oco0eHHOCTH OATOTOBKU M 0(OPMIIEHHS TOJIMTUKU MH(OPMAIIMOHHON 0€30I1aCHOCTH.
OcoOeHHOCTH TOATOTOBKY M 0(opMIIeHHS (paKkca U TeJIerpaMMBl.

Oco6eHHOCTH OATOTOBKU M 0(opMIIeHUS Tele(OHOrpaMMBbl U PACIIUCKH.
Oco0GeHHOCTH TTOATOTOBKY M 0(OPMIICHHSI TOBEPEHHOCTH M JINYHON TOBEPEHHOCTH.
Oco0eHHOCTH OATOTOBKU M 0(OPMIIEHUS TPYAOBOIO KOHTPAKTA.

Oco0eHHOCTH TOATOTOBKY M 0(OPMIICHHSI IPUKA30B IO THMYHOMY COCTaBY.
Oco6eHHOCTH OArOTOBKU M 0(OPMIIEHUS JIMYHBIX KapTOUYEK U JIMYHOTO Jlea.
Oco0OeHHOCTH COCTaBIEHUS 3asBICHUS.

OCOOeHHOCTH COCTaBIIEHUS PE3IOME.

Oco0eHHOCTH cOCTaBIEHUS aBTOOMOTpa(UH.

Oco0eHHOCTH BeIeHUs TPYJOBOM KHIKKH.

Crpykrypa v QyHKINHU CITY’KO JAETOMPON3BOICTBA.

OpraHu3anroHHbIE CXEMBI JIeTONPOU3BOICTBA.

Opranuzanus 10KyMeHTO000pOoTa.

O06paboTka BXOJAIMIUX TOKYMEHTOB.

O06paboTka UCXOALUINX JOKYMEHTOB.

[TpoxoxxaeHre BHYTPEHHUX AOKyMEHTOB. OpraHuszanus AOCTaBKH JTOKYMEHTOB. Y4Yer
o0Bema I0KyMeHTo000poTa

OO01u1me mpaBuia perucTpaliy JOKYMEHTOB.
OO61ure npaBuiia MHAEKCALIUYA JOKYMEHTOB.
@DOopMBI perucTpaniy JOKYMEHTOB.
Opraau3anust KOHTPOJISI UCTIOJTHEHUSI.
Howmenknarypa nen.

[Topsimok cocTaBieHHUs] W YTBEPXKIECHUS HOMEHKIATYPHI [eNl. Y CTaHOBJCHHE CPOKOB
XpaHEHHUS.

®opmupoBanue nen. [Ipu3Haku 3aBeieHUs €.

TpeboBanus k popmupoBanuto e [lopsiok pacnonokeHus JOKyMEHTOB B JIeIe.
Opraau3anus ornepaTuBHOTO XpaHSHUS JeTl.

DKcrnepTr3a HEHHOCTH JOKyMeHTOB. [IpoBeienne skcnepTusbl IEHHOCTH IOKYMEHTOB.
Odopmnenue nen. OdhopmiieHre 00JI0KKH JieTa.

CocrasieHnue onucen Aei.

Opranu3zanus paboTsl ¢ TOKYMEHTaMHU, KOTOPbIe OTHECEHBI K TOCYAapCTBEHHOM TaliHe.
Opranmszanus paboTBl € JIOKYMEHTaMH, COJEpKAllMMU  KOH(HUACHIUAIBHYIO
MH(pOpMaIHIO.

[TpaBa noctyna Kk KOH(QUASHIUATEHBIM JTOKYMEHTaM OpraHU3aLUH.

[Mpuem u peructpanus KOHGHUISHIHATHHBIX JTOKYMEHTOB.

[TeuaTanue, pa3MHOXKEHHE U PACCHUIKA JOKYMEHTOB C OTPAHUYCHHBIM IIPABOM JIOCTYTIA.
['pynnupoBKa UCIOJHEHHBIX JOKYMEHTOB C OFPaHUYEHHBIM IIPAaBOM JOCTyIa B Jela.
Vcnonb30BaHue TOKYMEHTOB, JIEN U H3/IaHUI ¢ OrpaHUYEHHBIM MPABOM JOCTYIIA.
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67. Cuarue ¢ aen rpuda orpaHuveHus J0CTyIa.
Taouuna 9 — [lpuMepbl OLIEHOYHBIX CPEICTB € KJIAYaMH NMPABUWIbHBIX 0TBETOB

. Bpewms
IIpaBunbHBIM
Noen/m | Tun 3amanus | @opMynHpOBKa 33/1aHUS oTBET BBITTOJTHEHUS
(B MUHYTaX)

OIIK 8 — crmoco0eH oCyIIecTBIATh MOAO0p, U3yUeHHE U 0000ICHHE HAYYHO-TEXHUISCKOH
JUTEPaATYPbl, HOPMATUBHBIX ¥ METOJINYCCKUX JOKYMCHTORB B IIEJISIX PEIICHUS 3a/1a4
npo¢eCCHOHANTEHON JISATELHOCTH.

1. 3amanue I'maBHOE IIPABHJIO 1 2
3aKPBITOTO JOKYMEHT0000pOoTa 3TO
THIA 1. omepaTuBHOE  JBMKCHHE
JIOKyMEHTOB 1o Hauboee
KOPOTKOMY MyTH c
MHWHUMAJIbHBIMH 3aTpaTaMu

BPEMEHH U TpyIa
2. JIBIDKCHHE JOKYMEHTOB IIO
Hanbojiee  KOPOTKOMY  MYTH
HE3aBHCHMO OT 3aTpar

3. [BIKCHHE JIOKYMEHTOB C
MHWHUMAJIbHBIMH 3aTpaTaMu
BPEMEHU U TpyJa

2. Ha xakom s3pIke MOXeT OBITh 2 2
COCTaBIIeH JIOKYMEHT B
Poccuiickoit @eneparuun?

1. Tonbko Ha pyccKoM

2. Ha pycckom wmm Ha

HaIlMOHAJIbBHOM SA3BIKE B
COOTBETCTBUHU C
3aKOHOAAaTCIbCTBOM 0

rocyJapCTBEHHBIX si3bIKax Pd
3. Ha mo0om si3bike Mupa
4. Ha pycckoM WiIv aHTITUHCKOM

3. OtpaxeHue (baxTHYECKOTO 3 2
COCTOSTHMS JIeJia, HEIPEIB3ATOC
OIMCAaHWE U OlIEHKa COOBITUH
XapaKTePU3YIOTCS

1. TOYHOCTBIO JTOKYMEHTA

2. KparkocTbio TOKyMeHTa

3. JloCTOBEpHOCTHIO TIOKYMEHTA
4. SlcHOCTBIO JOKYMEHTA

4. BHyTpeHHMII  JOKYMEHTOIIOTOK 1 2
COCTaBIISIOT TIOKYMEHTHI
1.cozmaBaeMble U UCHOIB3YEMBIE
B CaMoOM armapare YIpaBJeHUs,
He BBIXOJISIINE 32 €€ MPEIEITbI
2.co3/1aBacMbIe U MCIIOJIb3YEMbIE
B CaAMOM armnapare yrnpaBJIeHUS U
OTIIPaBIISIEMBIE 32 €€ TIPEEIb

3.  mpumiemmune  M3BHE U

HCIIOJIb3yEeMbIe B caMoM
arnmnapare yrupaBJicHHUs

5. Bocxomsime moToKu 31O 1 2
1. BXOJHBIE JIOKYMCHTBI,
MOJTy4acMbIe BBIIIECTOSIIEH
OpraHu3alnyeld OT MOJYMHEHHBIX
Opra”u3aiuii
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Bpewms

[IpaBubHBIIM
Noen/m | Tun 3amanus | @opMynHpOBKa 33/1aHUS oTBET BBITTOJTHEHUS
(B MUHYTaX)
2. BXOJIHBIE JOKYMEHTHI,
MOJIy4aeMble HOJYUHEHHBIMU
OpraHu3aluiIMU oT
BBIIIECTOSIIINX OPTraHU3aLUi
3. oTmpaBisieMble  JOKYMEHTHI
NOJYMHEHHBIMU OpIraHU3alUIMHU
BBILIECTOSIIIIM OpraHaM BIaCTH
6. 3ananue Kakue CUCTEMBI perucTpanuu LEHTpaIN30BaHHas, 2
OTKPBITOTO | JOKYMEHTOB B OpraHu3alyy | Korzaa BCE
THUIA CYLIECTBYIOT: perucTpanuoHHbIE
orepaunuu
OCYILECTBIISIIOTCS B OJJHOM
MecTe Wi OJTHIM
PpabOTHHKOM.
JIEIICHTPAIN30BaHHA
g, KOTOpas Ipennonaraer
PErucTpaunrio JI0KYMEHTOB
B MECTax MX CO3JaHHS WU
UCIIOJIHEHUS (B
CTPYKTYPHBIX
MOApAa3ICTICHUSX ),
CMelllaHHasi, KorJa
yacTb  JOKYMEHTOB  C
y4eToM crierupuKu
NPEINPUITUS
perucTpupyercs
LEHTPaIN30BaHHO, a
apyrasi — B CTPYKTYPHBIX
NoJIpa3/ielICHHSIX.
7. JlaThb oTIpe/ieTIeHHe JIBUKECHUE 2
JIOKYMEHT0000poTa JIOKYMEHTOB B
OpraHuzalii ¢ MOMEHTa
ux MOJTyYeHUs 170171
CO3JaHMsI 10 3aBEpIICHUS
WCTIOTHEHUSI 17001
OTIIPABKH.
8. Hatb oTIpe/ieTIeHHe 3apuKCUpOBaHHAS 2
«IOKYMEHTUpPOBaHHasl MH(pOpMauus) | Ha MaTepHaIbHOM
B cootBercTBUH ¢ D3 Neo 149 «O6 | HOCHTETE yTeEM
MH)OPMAINH, MH(QOPMALIMOHHBIX | TOKYMEHTUPOBAHHUS
TEXHOJIOTHSIX u 3ammre | nHpopManus c
WHPOPMAITUIDY PEKBU3UTAMH,
MO3BOJISTIOLITMU
OTIpPENIeNIUTh TaKyIo
WHpOpPMAIIMIO  WIH B
YCTaHOBJICHHBIX
3aKOHOJATEIbCTBOM
Poccuiickoit  denepannn
CIy4asix €€ MaTepHaJIbHbII
HOCHUTEh
9. [lepeuncnure  srtambl,  KoTopble | 1. IlepBuuHyio 00paboTKy, 2
OTHOCATCSA K obpaboTke | 2. [IpenBaputensHoe

IMOCTYIMAOIINUX JOKYMEHTOB

paccMOTpEHHE U Pa3METKY,
3. Perucrpanmuto,
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Bpewms

[IpaBubHBIIM
Noen/m | Tun 3amanus | @opMynHpOBKa 33/1aHUS oTBET BBITTOJTHEHUS
(B MUHYTaX)
4, Paccmotpenue
JIOKyMEHTOB
PYKOBOJCTBOM,
5. Hanpasnenue Ha
WCIIOJIHCHHE,
6. Ucnonmnenne u

KOHTPOJIb UCTIOJIHEHHS,
7. IlonmuBKY NOKYMEHTOB
B JI€a.

10. Ilepeuncnure  3Tambl,  KOTOpPBIC | 1. corilacoBaHHe NPOEKTa 2
OTHOCSTCS K 00paboTKe | TOKyMEHTa,
OTIIPABIIAEMBIX JOKYMEHTOB 2. IpoBepKa MpaBUILHOCTH
odopmiteHUS MIpOeKTa
JIOKYMEHTa

CeKpeTapem,

3. moAnMcaHue AOKYMEHTa
PYKOBOJHUTEIEM,
4.peructpanus TOKyMEHTa,
5. oTmpaBka JOKYMEHTa

ajpecary,
6. TONIIMBKAa  BTOPOTO
IK3EMIUIIPA (xorun)

JTOKYMEHTA B JIEJIO.

[ToyHBIT KOMILJIEKT OIIGHOYHBIX MAaTEPHUAJOB [0 JUCHUIUIMHE (Momymo) (doH.
OIICHOYHBIX CPEJICTB) XPAaHUTCS B DIIEKTPOHHOM BHUJE Ha Kadeape, YTBEepKIaroleil padouyro
MPOrpaMMy TUCITUTUTHHEI (MOYJIsl), U B LIeHTpe MOHUTOpPUHTA U ayIUTa Ka4eCTBa O0YICHHUS.

7.4. Mertoanueckue MaTepuajbl, ONpeAesiOIIMe NPOHeIYPbl OLECHUBAHUS
pe3yJbTATOB 00yYeHHs 10 AUCUHUILIMHE (MOIYJIIO)

MeToauyeckne peKOMEHAALMH 110 BLINOJTHEHHIO NPAKTHYECKHX H KOHTPOJIbHBIX
padoT, NpoBeJEeHMNIO 3a4eTa
Otyer mo npakTH4yecKoii padore
OTtuer no mpakTH4YeCKOl paboTe MpeACTaBIsSIEeTCs B AJIEKTPOHHOM BHJE. 3allMTa OTYeTa
OpoXoAUT B ¢opMe JOKIaAa CTyAEHTa MO BBINOJHEHHONH paboTe M OTBETOB Ha BOMPOCHI
npenojasatens. B ciayuae, ecin opopmiieHne oT4eTa U MOBEJEHUE CTYJEHTa BO BPEMS 3alllUThI
COOTBETCTBYIOT YKa3aHHBIM TpeOOBaHHSM, CTYACHT IOJy4aeT MaKCHUMaJbHOE KOJIUYECTBO
6asoB.
OcHOBaHUSIMU ISl CHIDKEHHSI KOJMYecTBa OauioB B JAMana3oHe OT max J0 min
ABIISIFOTCSA:
- OTCYTCTBHE CIIMCKA UCIIOJIb30BaHHOM JINTEPATYPBI,
- HEOpEeKHOE BHITIOJIHCHHUE,
- OTCYTCTBHE BBIBOJIOB.
OTt4er He MOXKET OBITh MPUHAT U MOJIEKUT 10pabOTKE B CiIydae:
- OTCYTCTBHS HEOOXOAMMBIX Pa3/IesIoB,
- OTCYTCTBHSI HEOOXOAMMOIO rpadrueckoro Marepuania,
- HEBEPHBIX PE3YJIbTATOB pacyera.
B oTuere no BHINOIHEHHON MPaKTHUYECKON paboTe JOKHBI OBITh YKAa3aHbI:
* TeMa MPaKTHYECKOW paboThI,
* MaKeT JIOKyMEHTOB B COOTBETCTBUU C TEMOM MPAaKTUUYECKONPaOOTHI,
* WCIIOJIb30BaHHAas JUTEparypa.
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Kputepuu onieHKkH /1€JI0BOii UTPBI:
— OLIEHKAa «OTJIUYHOY» BBICTABIISIETCS 00yYarOIIEeMyCs, €CJIM CTYJICHT BBITIOJIHUI CHUTYallMOHHYIO
(mpodeccHOHANBHYIO)  3a7ady BEpPHO, NPEJACTABICH OTYeT, UWHPoOpMaAlus B  OTYETE
chopMyHpoBaHa 000CHOBAHHO, JIOTUYHO U MOCIICAOBATEIILHO, IPUMEHEH TBOPUYECKHUH MOJIXO,
YUYTEHBI OCHOBHBIE HOPMATHBHO-TIPABOBbIE JJOKYMEHTHI 110 WH(OPMAIIMOHHOHN 0€301MacHOCTH,;

— OIICHKAa «XOpOILIO» BBICTABISETCS OOydYarolIeMyCsi, €CJIM CTYICHT  BBIIOJHUI
CUTYallMOHHYIO (MTpo(decCHOHANIbHYIO) 3a7ady MPEeHMYIIECTBEHHO BEPHO, MPEICTABICH OTYET,
uHpopmManus B oTdyere chOpMyIHpoBaHa OOOCHOBAaHHO, (HOPMYIUPOBKUA KOHKPETHBIE,
NPHUBEICHB CCHUIKM HAa  HOPMATHUBHO-TIPABOBBIE  JOKYMEHTHI 1O  WH(MOPMAIMOHHON
0€30MacHOCTH, JOMYIIEHb HEKOTOPbIE HETOYHOCTH, UMEETCS OJIHA HerpyOas omrnoka.

— OIICHKAa «YIOBJCTBOPUTEIILHO» BBICTABISCTCS OOYJArOMIEMYCs, €CIIM CTYASHT BBITOTHII
CUTYallMOHHYIO (mpodeccHoHallbHYI0) 3a7auyy MPEeUMYILEeCTBEHHO BEPHO, MPEICTAaBJICH OTYET,
uH(popMalys B oTdeTe cHOpMyIHpOBaHA ¢ HAPYIICHHEM JIOTHUKH, HE IMOJIHASA, (OPMYINPOBKA
oOmasi WM HEMoJHAas, UMEIOTCS OJHA WJIM JIBe HErpyOble OIIMOKH, MPHUBEACHBI HEBEPHBIE
CCBUJIKM HA HOPMATHBHO-TIPABOBEIE IOKYMEHTHI 10 HH(OPMAITMOHHON 0€3011aCHOCTH;

— OLIEHKA «HEYJIOBJIETBOPUTEIHLHOY BBHICTABISETCS 00Yy4arOIIEeMyCsl, €CJIM CTYACHT HE BBITOJIHUT
CUTYaIllMOHHYIO (mpoeccHOoHAIbHYI0) 3a]ady WM BBHINOJIHWI €€ HEBEpHO, OOOCHOBAHWS
HeBepHbIe, JMOO JaH BEpPHBIM OTBET O3 ero OO0OCHOBaHWS, CJCIAHBI T'PYObIC OIIMOKH,
OTCYTCTBYIOT CCBUIKM Ha HOPMATHBHO-IIPABOBBIE JIOKYMEHTBHI 110 HWH(OPMAIMOHHON
0e30MacHOCTH.

KonTposbHbie padoThl
KonTposibHas pabota coCTOUT U3 2-X 3alaHUH.

OCHOBaHUAMU ISl CHUKEHUS OLIEHKH 32 3a/1aHUE SIBIISIOTCS:

- OITMOKH B OOBSCHEHHUSIX M KOMMEHTAPHUSX IIPU BEPHO BBHITIOJIHEHHOM 33/1aHUH;

- HEIOJIHBIN OTBET ISl TEOPETUYECKUN 3aJaHNM;

- HeOpEXKHOE BBINOJHEHHUE;

- MHOTOKPAaTHOE MEePENUChIBAaHNE KOHTPOJILHOM pabOoTHI.

3ajaHue He MOXKET OBITh 3aCUUTAHO, €CIIH:

- IaHbI JIBa HEBEPHBIX OTBETA HA TEOPETUUECKUE BOMIPOCHI.
Kpurtepun onieHKH KOHTPOJIbHBIX PadoT:

— OIIEHKAa «OTJIMYHOY» BBICTABJISIETCS O0YUYaIOLIEMYCs, €CITU CTYACHT MPOJIEMOHCTPUPOBAT
IyOOKHE 3HAHUS TEOPETHYECKOTO Marepuajia W YMEHHE HX TPUMEHSTh, OOOCHOBAHHO
U3TIOKUJI CBOM MBICIH, cJeNaldl HeOoOXOIMMBbIE BBIBOJABI M y4el OCHOBHBIE HOPMATHBHO-
MPaBOBBIC IOKYMEHTHI IO UH(POPMAIIMOHHOMN 0€30MacHOCTH;

— OIIGHKA «XOPOILO0» BBICTABIIAETCS OOydalOMIEMYCsl, €ClIH CTYJAEHT IpPOJAEMOHCTPUPOBAI
rIIyOOKHMe 3HAHHS TEOPETHUECKOTO MaTeprana i YMEHHE UX IPUMEHSITh, 000CHOBAHHO M3JIOKHUIT
CBOM MBICIH, cJieNajdl HeoOXOAWMBIE BBIBOJBI M Ydel OCHOBHBIE HOPMAaTHBHO-TIPABOBBIC
JOKYMEHTHI TT0 WH(POPMAIMOHHON 0€30MacCHOCTH, JOMYIIEHBl HEKOTOPhIE HETOUHOCTH, UMEETCS
oJlHa HerpyOas ommuoKa.

— OIICHKA «yJOBJIETBOPUTEIHHOY» BBICTABIAETCS 00yJarOmEeMycs, €CIIH CTYAECHT OTBETHII
Ha BONPOCHI MPEUMYIIECTBEHHO BEpHO, UMEIOTCS 3aTPyAHEHUS B (OPMYJIMPOBKE BBHIBOJOB,
UMEIOTCS OJIHa WJIM JBE HerpyOble OIMOKW, YYTEHbI HE BCE HOPMATHBHO-TIPABOBEIC
JIOKYMEHTBI 110 HH(OPMAIIMOHHON 06€3011aCHOCTH;

— OIIEHKA «HEYIOBJIECTBOPUTEIIEHOY» BHICTABISIETCSI 00YyJaONIEeMYCs, €CIIM CTYACHT HE Jall
OTBETHI Ha TOCTaBJICHHBIE BOMPOCHI, OOOCHOBAHUSI HEBEpPHBIC, TMOO JaH BEPHBI OTBET Oe3
ero 00OCHOBaHMS, CJACJAHBI TPyObIe OMMUOKH, OTCYTCTBYIOT 3HAHHS HOPMATHBHO-TPABOBBIX
JIOKYMEHTOB 110 HH(OPMAITMOHHOHN 0€3011aCHOCTH.

Kputepun onenkn tecra:
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- OIICHKA «OTJMYHO» BBICTABISETCS CTYACHTY, €CIHM OH yMmeeT 0e30mInO0YHO
CaMOCTOSITENIbHO 00palaThiBaTh W WHTEPIPETHPOBATh JAHHBIC MPHU pEIICHUU 3a]ad, KaK B
CTaHJApTHOM, TaK U B HECTAHIAPTHOW (HOPMYITHPOBKE;

- OLICHKA «XOpOILIO» BBICTABISAETCS CTYIEHTY, €CIM OH yMeeT 0e30uO0YHO
CaMOCTOSITENILHO 00pabaThiBaTh W HWHTEPIPETHPOBATH  JAHHBIE MPU PEIICHUH 3a7ad B
CTaHJIAPTHOW CUTYAIIMU WJIU 3a BepHOE peiieHue 75% - 89% 3amanuii Tecra;

- OIICHKA «YyJOBJICTBOPUTEIILHO» BBICTABIIACTCS CTYACHTY, €CIM OH YMEET MpHu
pelieHun 3agad oOpabaTbiBaTh JAHHBIE C OMOPOIl Ha CIPaBOYHBIE MaTepHalbl U MOMOIIb
Ipero/iaBaTessi, BEPHO BBIMOIHSSA pH 3ToM 60% - 74% paboThl.

- OILICHKA «HEYJIOBJIETBOPUTEIILHO» BBICTABISETCA CTYAEHTY, €CJIM OH HE YyMEeT
MPaBUIILHO 00pabaThIBaTh JaHHBIE, BHITOIHWI MeHee 60% 3amaHuii Tecra.

- OLIGHKA «3aUTEHO» BBICTABIISIETCS CTYACHTY, €CJIM TECT CTyJEHTa OLICHEH He HIKE YeM
«YJIOBJIETBOPUTEIHHO;

- OIICHKA «HE 3aYTEHO», €CIIM TECT OIEHEH HIKE YeM «YIOBIECTBOPUTEIHHOY.

Kpurepun ouenku 3auera:

— OLIEHKA «OTJIMYHO» BBICTABIISETCS 00yUYaroLEeMyCsl, €CJIU CTYIEHT IPOJAEMOHCTPUPOBAI
IyOOKHE 3HAHUSI TEOPETUUECKOI0 MaTepralia U YMEHUE UX MPUMEHSTh, 000CHOBAHHO HM3JIOMKHII
CBOM MBICIIH, CJIeJIa] He0OXOqMMbIEC BEIBOIH,

— OLIEHKA «XOPOIIO» BBICTABISIETCS 00yYarOIIEeMyCsl, €CJIU CTYACHT MPOJEMOHCTPUPOBAI
FJIY6OKI/I€ 3HaHUA TCOPETUYUCCKOro Marcpuajia 1 YMCHHUC UX IIPUMCHATD, 000CHOBAHHO H3JIOKHUII
CBOM MBICJIH, CAeNIal HEOOXOAUMBIE BBIBOIbI, JOMYIIEHBl HEKOTOPhIE HETOYHOCTH, UMEETCS OJTHA
HerpyoOas omuoka;

— OLIEHKA «YJOBJIETBOPUTEIHHOY» BBICTABISETCS 00YYarOMIEeMYyCs, €CITU CTYIACHT OTBETHII
Ha BOIIPOCHI MPEUMYIIECTBEHHO BEPHO, UMEIOTCA 3aTPYAHEHUS B (HOPMYITUPOBKE BBHIBOJOB,
UMEIOTCS OJIHA MJTH JIBE HErpyOble OIINOKH;

— OIICHKA «HEYAOBJIETBOPUTEIBHO» BBICTABISETCS 00yUYaloLEMyCsl, €CIIU CTYJIEHT He Jal
OTBETHI Ha MOCTaBJICHHbIE BOMPOCHI, 000OCHOBaHMsI HEBEPHBIE, JINOO JaH BEPHBIM OTBET O€3 ero
000CHOBaHUS, CAeNIaHbl IpyOble OMIMOKH, OTCYTCTBYIOT 3HaHMSI 10 OCHOBaM JI€JIONIPOU3BO/ICTBA.

B cootBercTBUM ¢ OamnbHO-peHTHHrOBOM cuctemoit BAPCno gucuumiuHe OTBOAUTCS
100 6amtoB (90 GamioB Ha Tekymme Gopmbl KOHTpoJA U 10 10 6amioB oTBoAUTCS HA OOHYCHI),
KOTOpPbIE€ HAKAIIMBAIOTCS CTYIECHTOM B TE€YEHUE BCETO CEMECTPA U3yUEHUS TUCLUILIINHBI.

OreHuBaHuE CTYJIEHTOB Ha 3a4€Te OCYIIECTBIIAETCS B COOTBETCTBUE C TPEOOBAHUSMH U
kputepusmu 100-0aibHOM MIKaIbl. Y YUTHIBAIOTCS KaK Pe3yabTaThl TEKYIEro KOHTPOIS, TaK U
3HAHUsI, HABBIKK M YMEHHUsI, HETIOCPEACTBEHHO MOKa3aHHbBIE CTY/IEHTAMHU B XOJI€ 3a4eTa.

Texymuii KOHTPOJIb OCYIIECTBISIETCS B X0/€ Y4eOHOTO Mpollecca U KOHCYJIbTHPOBAHUS
CTYJICHTOB, TIO pPE3yJbTaTaM BBITTOJIHEHUS CAMOCTOSITEIIBHBIX M TEMAaTHYECKUX KOHTPOJIBHBIX
pabot. OH mpegycMaTpuBaeT MPOBEPKY TOTOBHOCTU CTYACHTOB K ITUTAHOBBIM 3aHSTUSIM, OLICHKY
KauecTBa U CaMOCTOSATEIIbHOCTH BBITIOJHEHUS 33JIaHUA HA TPAKTHYCCKUX 3aHATHAX, MPOBEPKY
MPABUJILHOCTH PEIICHUs 33/]1a4, BBIIAHHBIX HA CAMOCTOATEIBHYIO MMPOPAOOTKY.

Ha 3agere ocymecTBisIeTCSl KOMIUIEKCHAas NpPOBEpKa 3HAHUM, HAaBBIKOB M YMEHHU
CTY/ICHTOB IO BCEMY T€OPETHUYECKOMY MaTepuanly JUCHUIUIMHBI U C MIPOBEPKOM MPAKTUUYECKUX
HaBBIKOB M YMEHHH MO pa3paboTKe JTOKYMEHTOB pa3MYHbIX BHJIOB.TeopeTHUYecKue 3HAHUS
OIICHUBAIOTCS MYTEM KOMITBIOTEPHOTO TECTUPOBAHUS MM HA OCHOBAaHUU NMHCHbMEHHBIX OTBETOB
CTYICHTOB TI0 HECKOJIBKUM TEOPETUUECKUM BOTIPOCAM.

Taodauna 10 — TexHosoruveckass Kapra pPedTHHIOBBIX 0aJI0B MO JAUCHMILIMHE
(Mony.110)
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KonnuectBo MakcumaiibHOE Cpok
Ne /i Konrponnpyensie MEPOIPUITUI KOJIMYECTBO MPENCTABIIE
MEPOTIPHUSITHS
/ 6aibl OaoB HUS
OcHoBHOI 0JI0K
1. Omeem Ha 3anamuu 18/1 18
2. Buvinonnenue nabopamopnou pabomol 14/4 56 ITo
3. Buvinonnenue konmponvhoti pabomei 2/3 6 pacrnucanu
4, Tecm 32 6 10
5. Peghepam 1/4 4
Bcero 90 -
Baok 6onycoB
6. Tlocewenue 3anamuti 6e3 nponyckos 1 3
7. Ceoespemennoe  @vlnonHenue  cex 1 3
3a0aHull
8. AxmusHocmv cmyoenma Ha 3aHAMUU 1 4
Bcero 10 -
UTOIroO 100 -
Tabauua 11 — Cucrema mrpadoB (1J151 0THOT0 3aHATHA)
IToka3zareinb bayn
Onoszoanue Ha 3anamue -1
Hapywenue yuebnoii oucyuniumnsl -1
Hezomosnocmu k 3ansamuio -2
IIponyck 3anamus 6e3 yeaxcumenbHOU NPUYUHDL -2

Ta6muna 12 — IlIkana nepeBoaa peTHMHrOBBIX 0aJVIOB B MTOrOBYIO OLIEHKY 3a
ceMecCTp Mo JMCHMILINHE (MOIYJII0)

CymMa Gaiios Ouenka 1o 4-6aubHoM
IIKae
90-100 5 (OTIM4YHO)
85-89
;8:33 4 (xopomo) 3a4teHo
6569 ;
60-64 (YZIOBIETBOPHTEIBHO)
Hike 60 2 (HEYJOBIICTBOPUTEIIBHO) He 3auteHo

[Tpu peanuzanuu JUCHMILIUHBI (MOIYJIs) B 3aBUCUMOCTH OT YPOBHS MOJTOTOBJIEHHOCTH
00y4aromuxcst MOTYT OBITh MCIIOJIB30BaHbl MHBIE (POPMBI, METOJbl KOHTPOJS M OIICHOYHBIE
CpencTBa, UCXOAS U3 KOHKPETHOW CUTYAaIUH.

8. YAEBHO-METOJUYECKOE U UTH®OPMALIMOHHOE OBECIIEYEHUE
JTUCIUATLITAHBI (MOLY.JIST)

8.1. OcHoBHas uTEpaTypa
1. JloxymenrtoBenenue: yueOHuk / JlappkoB H.C. - M. : Ilpocmekr, 2016. - URL:
http://www.studentlibrary.ru/book/ISBN9785392193295.htm|(35C «KoHCynbTanT

CTYJICHTa»).

58



http://www.studentlibrary.ru/book/ISBN9785392193295.html

JlnuHble JOKYMEHTHI : TpeOoBaHHs K O(OPMIIEHHI0O M 00paslbl JOKYMEHTOB
[OnekTponnbiii pecypc] / Kazammesa I'.B. - M. : ®JIMHTA, 2017. - URL:
http://www.studentlibrary.ru/book/ISBN9785976503113.htmI(3BC «KoHcynmbTanT
CTYJICHTa»).

JlokyMeHTanmonHoe obecrniedeHue ympasieHus ([emonponsBoacTBo): yueOHuk / M.U.
bacakoB. - M3a. 2-e, ucn. m gom. - PocroB u/Il : ®enmkc, 2013. - (Cpennee
po(hecCuOHATBLHOE o0Opa3oBaHHe) URL:
http://www.studentlibrary.ru/book/ISBN9785222200537. htmI(BBC «KoHcynbranT
CTYJECHTa»).

HoxymenTtoenenue: yueonuk / H.H. Kynses, /[.H. Ypanos, A.I'. ®abpudHoB; 1o pex.
pod. H.H. KynseBa - M. : Jloroc, 2017. - URL:
http://www.studentlibrary.ru/book/ISBN9785987043295.html ~ (OBC  «KoHcyabTaHT
CTYJECHTa»).

Kokanosa, P.A. KomnbroTepHbie HHPOPMAIIMOHHBIE TEXHOJIOTUU B JOKYMEHTAIMOHHOM
oOecrieyeHUH ympaBicHHUs : yde0.mocoOue Ui CTYACHTOB, OOyYaromuxcs II0
HaIpaBJICHUIO 034700 - JloxymeHTOBEAEHUE u apXMBOBEJICHUE. -
Actpaxanp :AcrtpaxaHckuil yH-T, 2012. - 110 c. - (M-Bo oOpa3oBaHus U HayKu
P®.ATY). - ISBN 978-5-9926-0638-6: 6.11., 258-00 :6.11., 258-00. (15 3k3.)

Kynses H.H., JlokymenroBenenue [DnekTpoHHbd pecypc]: yueonuk / H.H. Kynses,
J.H. Ypanos, A.I'. ®abpuunos; nox pex. npod. H.H. Kynsesa - M. : Jloroc, 2017. - 352
c. (HoBas yauBepcutetckas oudimoteka) - ISBN 978-5-98704-329-5 - Pexxum mocrymna:
http://www.studentlibrary.ru/book/ISBN9785987043295.html  (OBC  «KoHcynbTaHT
CTYJCHTA»)

8.2. JlonosiHuTEIbHAS JIMTEPATypPa

1

7.

10.

Yrkun B.b. Mndopmanmonnsie Texnonoruu ynpasienus: yaeonuk/ B.JI. Yryun, K.B.
banaun. — M.: U3n.uentp «Akanemus», 2008. — 400 c. (101 sk3.)

KondunenuuansHoe JEJI0IIPOU3BOJICTBO u 3aIMILECHHBIN JJIEKTPOHHBIN
nokymenroobopot: yueOnuk / H.H. Kynses, A.C. Iémymkun, T.B. Konnpamosa, A.T'.
®abpuunoB; mnox ooui.pen. H.H. Kynsesa - M. : Jloroc, 2017. - URL:
http://www.studentlibrary.ru/book/ISBN9785987047118.html(35C «KoHCynbTaHT
CTYJEHTa).

JlapekoB H.C., JlokymeHToBeneHue: ydeOHUK [DnekTpoHHbIil pecypc] / JlapskoB H.C. -
M. : TIlpocmekt, 2016. - 416 c. - ISBN 978-5-392-19329-5 - Pexum npocryna:
http://www.studentlibrary.ru/book/ISBN9785392193295.html (OBC
«JlokyMeHTOBeIeHHE»)

Kazannesa I'.B., Jluunble HOKyMeHTHI : TpeOOBaHMS K OQOPMIEHHIO U OO0pasLbl
JIOKYMEHTOB [OnekTpoHHbI pecypc] / Kazannesa ['.B. - M. : ®JIMHTA, 2017. - 40 c. -

ISBN 978-5-9765-0311-3 - Pexxum JIOCTYyTIA:
http://www.studentlibrary.ru/book/ISBN9785976503113.html  (ObC  «KoHcynbTaHT
CTYJICHTA»)

Kynses H.H., KonbunenunansHoe ae10MPOU3BOJICTBO M 3AMIUIIEHHBIN 3JIEKTPOHHBIN
JTIOKyMEHT0000poT [DnekTpoHHbIN pecypc]: yueonuk / H.H. Kynses, A.C. [IgmymikuH,
T.B. Konapamora, A.I'. ®abpuunos; nox obmur.pen. H.H. Kynsiera - M. : Jloroc, 2017. -
500 c. (Hoas ynuBepcuterckas oOubnmoreka) - ISBN 978-5-98704-711-8 - Pexum
JIOCTYyTIA: http://www.studentlibrary.ru/book/ISBN9785987047118.html (OBC
«KoHCYNbTaHT CTyAEHTA»)

8.3. UnTepHeT-pecypchl, HE00X0AUMBbIE 1JIS OCBOEHM S JUCUMILIMHBI (MOXYJIs1)

1.

DJIeKTPOHHO-0HOINOTEeYHAS cucrema ABO) 000 «HHonurexpecype»
«KoncyabTant  crymeHTa».  MHoronpoduibHbli  00pa3oBaTeNbHBIM  pecypc
«KOHCYIBTaHT  CTyAeHTa» SBISETCA  JJCKTPOHHOM  OMOMMOTEYHOW  CHUCTEMOId,
MPEAOCTaBIAIONICH JoCTyn dYepe3 ceTh VHTepHeT K y4eOHOM JuTeparype U
JOTIOTHUTETIFHBIM MaTepuajaM, MPUOOPETEHHBIM Ha OCHOBAHUU MPSIMBIX JTIOTOBOPOB C
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npaBoobOnanarensmu. Kartamor B Hacrosimee Bpemsl coAepkHuT okoio 15000
HauMeHoBaHui. Www.studentlibrary.ru.

9. MATEPUAJIBHO-TEXHUYECKOE OBECIHHEYEHUE JJUCHUIIJINHBI
MOAYJIA)
VYyeOubie ayautopuu, Oubnuorexku Al'Y, LEHTp MOHUTOPHMHTAa U ayAuTa KauecTBa
00pa30BaHMsl, KOMIIBIOTEPHBIE KJIACCHI, MYJbTUMEAUNHBIE Ay AUTOPHH.

PabGouast mporpamMmma JUCHUIUIMHBI (MOAYNS) MPU HEOOXOAMMOCTH MOXKET OBITh
aIanITUPOBaHa JUIst 00y4eHus (B TOM YHCIIE C IPUMEHEHUEM JAUCTAaHIIMOHHBIX 00pa30BaTeIbHbIX
TEXHOJIOTUI) JIMI C OrpaHHMYEHHBIMH BO3MOYKHOCTSIMHM 3]I0pOBbs, MHBaIMJIOB. [l 3TOrO
TpeOyeTcs 3asBIeHNE 00YJarOIUXCs, ABISIOMNXCS JTUIAMU C OTPAHUYEHHBIMU BO3MOXXHOCTSIMH
3I0pOBbsl, MHBAJIMIAMH, WIM HMX 3aKOHHBIX IPEICTaBUTENEH M PEKOMEHJAIMHM ICHXOJIOro-
MEAMKO-TIEJaroruyeckol komuccuu. [l HHBaIMAOB cojepxkaHue pabouyedl MporpaMMbl
JUCLUIUIMHBL (MOJYJIsl) MOXET OIpPENeNAThCS TakKe B COOTBETCTBUU C WHAMBUIYAJIbHOM
IporpaMMoi peadbunuTaluy UHBaIUAA (IPU HATUYUN).
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