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PaGouass nporpaMmma mno JAWcHUIVIMHE «JleJTONPOU3BOACTBO» pa3paboTaHa B
cooTBeTcTBUH ¢ DenepanibHBIM TOCYAAPCTBEHHBIM O0pa30BaTEIbHBIM CTAHJAPTOM BBICILIETO
o0Opa3oBaHus, YTBEPKIACHHBIM IpuKa3oM MuHucTtepcTBa odpa3oBanus u Hayku PO Ne 1011 ot
13.08.2020 r., Ilpukazom MunoOpazoBanust u Hayku P® ot 06 ampens 2021 r. Ne 245 «O6
YTBEPKACHUM TOPSJIKA OpraHU3alMyd M OCYHIECTBJICHUS 00pa30BaTENIbHON NEATEIbHOCTH IO
o0Opa3oBaTelbHbIM MpOrpaMMaM BbICHIEr0 00pa3oBaHUs — @porpamMmam OakajaBpHara,
porpaMMam CrHeluaguTeTa U MporpaMMaM MarucTparypb» U pabounuM yueOHBIM IUIaHOM.

CocraBurean: Kasspkuna TarbsiHa AHATONBEBHA - KaHJ. WMCT. HAYK, JOLEHT, 3aB. Kadempoi
€CTECTBCHHBIX U COIMAIBHO-TYMAaHUTAPHBIX HAayK «JlaibHeBOCTOUHOTO (hrunmuana deaepasbHOro
FOCYJapCTBEHHOTO OIO/KETHOTO 00pa30BaTEIbHOTO YYPEKIEHHUS BBICHIETO 00pa3oBaHUs
«Bcepoccuiickas akajaeMus BHEIIHEH TOProBiM MUHUCTEPCTBA AKOHOMHUYECKOTO Pa3BUTHUS

Poccuiickoit denepanmmny.
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COJEP)KAHUE

Opranu3alnOHHO-METOMYECKUI pa3en

Pacrnipenenenre 4acoB QUCIUILIMHEI 110 hopMaM U BUAaM paboT
CtpykTypa U coliep>kaHue TEOPETUUECKOM YaCTH AUCIUILIIMHBI

CtpykTypa 1 cofepkaHne MPaKTHIeCKON YacTH AUCIUTTNHBI
MeTtoauueckue yKa3aHus 10 OCBOSHUIO AUCIUILIIMHBI
Y4eOHO-MeToIn4YecKoe 00ecreueHue CaMOCTOSATEIbHON paboThl 00YJatOIUXCsl
[lepeuens HHGOPMAITMOHHBIX TEXHOJIOTHI U MPOrPaMMHOT0 OOecTieueHust
MarepuaabHO-TEXHHUECKOE 00ECTIeYeHNE AUCIUTITNHBI
bubnuorpadudeckuit cnucox

OneHouHble CpeCTBa

10.1.71acnopm oyenounwvix cpedcmas

10.2. ITnan-epagux nposedernuss KOHMPOILHO-OYEHOUHBIX MEPONPUINULL
10.3.Tecmosvie 3a0anus

10.4. Temwbt pechepamos, 00kn1a008, scce

10.5. Temwt konmpovuwvix pabom

10.6.Kormponvhvie 60npocsi, 8blHOCUMbLE HA 3aYem

10.7.Kpumepuu oyenku 3Hanuti cmyoeHmos

JIuct BHeceHUs1 U3MEHEHUH B pabouylo nporpaMmy y4yeOHON AUCLUIIINHBI



1. OPTAHM3AIIMOHHO-METOJJUYECKHA PA3JIE

Pabouast mporpamma quCHUILIMHBI «J]eTompon3BOACTBOY» pa3paboTaHa B COOTBETCTBHH C
tpedoBanusimMu ®I'OC BO 1o naHHOMY HanpaBiIeHUIO.

JlaHHasi MUCIUIUTMHA OTHOCUTCS K JUCIUIUIMHAM IO BBIOOpY, 4acTtw, (QopMupyemoi
y4acTHUKaMU 00pa30BaTeNIbHBIX OTHOIICHUN.

OO6mmiast TPYyJI0OEMKOCTh OCBOEHHUS JTUCIMIUIMHBI COCTaBIsAeT 4 3a4. ef., 144 4. YueOHbIM
IJIAaHOM TIPEAYCMOTPEHBI JJIA O4YHOM (opMbl O0Oy4YeHUs: JEKIMOHHBIC 3aHsATHS 14 4.,
MPAKTUYECKHE 3aHIATUS 22 4., CAMOCTOsTeNIbHAs paboTa cryneHToB 108 4.

]_le.ﬂb H 3aJa4Y4 H3YyYCHUA TUCIHUITJINHBI

Ileap0 U3yueHus TMCUMILITMHBI ABISICTCS (JOPMHUPOBAHUE Y CTYIEHTOB 3HAHUN TEOPETUYECKHUX U
MMPAKTUYCCKUX OCHOB CO3JaHHA AJOKYMCHTOB YIIPAaBJICHHA, a TAaKXC HpI/IO6p6TCHI/IC HaBBIKOB
rpaMOTHON U 3(h()EeKTUBHON OpraHU3alMK COBPEMEHHOTO JIEJIONPOU3BOJCTBA HA MPEIIPUATUIX
Y B OPraHU3aLMSIX.

B xoze nocTikeHus MOCTaBICHHOM eI HE00X0IMMO PEUINTD CIEAYIONINE 3a/ia4UHu:

° HU3YUUTh 3aKOHOJaTCIIbHBIC nu HOPMAaTUBHO-MCTOJUYCCKHC JOKYMCHTHI,

perilaMCHTHUPYOIue pa60Ty C JOKYMCHTAMU OpraHU3allnuu;

. O3HAKOMUTb C IIPABUJIAMU COCTABJIECHUS U O(POPMIICHHS YIIPABIEHUYECKUX JOKYMEHTOB;

. M3YYUTH MOPSAJOK pabOThI C IMYHBIMH U CITY>KEOHBIMH JJOKYMEHTAMU;

. cOpMHpPOBATh HABBIKM COCTABICHHS H OQOPMIICHHS OCHOBHBIX JOKYMEHTOB
YIIPABJICHUS,;

. U3YYUTH paboTy CIyKObl TOKYMEHTALIMOHHOTO 00ecreueH sl YIPaBICHNUS;

. O3HAaKOMHUTh  CTYZACHTOB C  COBPEMEHHBIMH  TEXHOJIOTMSIMH  OpPTraHW3aluH

JIOKYMEHTOO0O0pOTa PEANPUATUN U OpTraHU3aIHi.

B pesynbraTe un3ydeHus JaHHOM JUCHMIUIMHBI y oOydarommxcs GOopMHPYIOTCS
CJIEAYIOIINE KOMIIETCHIINHN:

Tabmuma 1
Ilepeyenn

c¢(popMHPOBAHHBIX YHHBEPCAJIBbHBIX U 001IenpPodecCHOHATBHBIX KOMIIETEHIMI B IIponecce
OCBOCHMS JMCIUIIIHHBI

Koa n HaumeHoBaHue
Koa n HaumeHoBaHue IInanupyemsie pe3ybTaThbl 00y4eHUS
HHAMKATOPA 10CTHKEHUS

KOMITeTeHINH no gucuumnianne (3YH)
KOMIIETEHINHU

YK-4. Cnocooen | YK-4.1. Bribupaer Ha | 3HaTL

JUTEPATYPHYIO (HOPMY rOCYIapCTBEHHOTO SI3bIKA,




OCYIIEeCTBJIATH

si3bIKe(ax)

KOMMYHHKAIIHI0 B YCTHOWM
U NMCbMEeHHOH (hopMax Ha
rocyAapcTBeHHOM
Poccniickoii ®denepanun u
HHOCTPAHHOM(BIX)

rOCY/IapCTBEHHOM W HHOCTPAHHOM
(-pIX) s3BIKAX KOMMYHHKATHBHO
OpHeMJIEMble  CTHIb  JIEJIOBOTO
001IEeHus, BepOaTLHBIC u
HeBepOabHbIE cpencrBa

CTHOH U MACHhbMEHHON KOMMYHHKAIIUH HA HHOCTPAaHHOM
sI3bIKE, (DYHKIMOHAIBHBIC CTHIIM POIHOTO SI3bIKA,
TpeOOBaHMA K AETOBON KOMMYHUKAIINH;

KOMMYHHUKaTHBHOTO
B3aUMOJICHCTBUS.

YK-4.2. OcymiecTBiseT HOUCK
HeoOXomuMol wnH(opMarmy st
perIeHus CTaHJIapTHBIX
KOMMYHHKAaTHBHBIX  3amad  Ha
rOCYIapCTBCHHOM u

BbIpaXaTb CBOU MBICJIM HA TOCYJapCTBECHHOM,
YMerb POAHOM U MHOCTPAHHOM A3BIKE B CUTYyallun JIETTOBOM

KOMMYHHUKaIIUH,

MHOCTPaHHOM(BIX) SI3BIKAX c
UCIIOJIb30BaHHEM HH()OPMAIIMOHHO-
KOMMYHHKAIIMOHHBIX TEXHOJIOTUIL.

VK-4.3.
MEePEITICKY,
0CcOOEHHOCTH
opHIHATBHBIX "u
HEOPHUIMATBHBIX UCEM,
COLMOKYIBTYPHBIC ~ Pa3IHuUs B
dbopmare KOpPpPECIOHICHIUH  Ha
rOCyJIapCTBEHHOM u
HMHOCTPAaHHOM(-BIX) S3BIKaX.

Bener  nenoByio
YUHUTHIBAs

CTHJIIMCTHKHU

YVK-4.4. OcyuiecTBisieT
YCTHYIO KOMMYHHKAIIAIO C y4€TOM
ocoOeHHOCTEelH JIeTIOBO u
npo¢ecCHOHANBHON chepbl U HOPM
KYJIBTYpPbI oOmIeHust Ha
TOCYyIapCTBCHHOM M HHOCTPAHHOM

AHUSIMUA COCTABJICHUSI TEKCTOB Pa3HOU (DYHKIIMOHATILHOU
MIPUHAUICKHOCTH U PA3HBIX KAHPOB Ha
TOCYAapCTBEHHOM U POJHOM SI3bIKax, IepeBOaa
TEKCTOB C MHOCTPAHHOTO SI3bIKa HAa POJIHOMH,
TOBOPEHHUS Ha TOCYJapCTBEHHOM M HHOCTPAHHOM
SI3bIKAX.

Baagernb

yMEHHE

(-BIX) sI3BIKAX.

YK-4.5.

aKaJIEeMHYECKUX
HHOCTPaHHOTO
rOCYJapCTBEHHBIH S3BIK.

JemoHcTpupyeT
BBINIOJHATE  INIEPEBOJ
TEKCTOB c

(-p1x) Ha

Tabmanma 2

IIepeyenb chopMHUPOBAHHBIX NPO(eCcCHOHAIBHBIX KOMIIETEHIUI B IIpoLecce 0CBOCHUS

AUCIHUIIJINHBI
ILnanupyemble
3anaua Koa n HamMeHOBaHME OcHoBaHue
npogeccunoHAIBHOI Kon u HHAUKATOpA PE3yILTATEL (npodeccuonaibHbl YpPOBeHb
P HAUMEHOBAHUE P o0yyeHust P P oTo®
NeATeJbHOCTH TOCTHIKEHU A e cTaHAapThbl/ KB-IIUH
. KOMIIETCHIMH o TMCHUIJINHE
(TpynoBbIe AelcTBUSI) KOMIIETCHIUM (YH) aHAJIM3 ONbITA)
Camocmosmenvho IIK-1.1. BeisaBiser

pa3pa6amblgamb co0eH NMPOEeKTUPOBATH Hp06e_]1],1 M KOJUTM3WHU [PaBujia }opw:mqeacoﬁ HpO(beCCI/IOHaJ'lBHBIe
npoexkmol nmpaBoBbI€ HOPMBbI HeﬁCTByIOHIeI‘O TEXHUKHU KOMIICTCHIIUHU
HOPMAMUBHBIX AJIA pa3siInYHbIX 3aKOHO/JAaTEJIbCTBA U KOHCTPYHUPOBaHUsA ONpECaCIAIOTCA Ha
npaeosvix aKkmos YpPoBHEH OTIPEIEIISIET CIOCOOBI UX HOPM I1paBa 1 OCHOBC aHalIn3a
HOPMOTBOPYECTBA U PEOI0ICHUS U CTPYKTYp TpeOOBaHMIA K
cep YCTpaHEHHS. HOPMATUBHO- | MPO(HeCCHOHATEHBIM
npogeccuoHANbLHOIM [1K-1.2. [TonuMaeT [IPaBOBbIX aKTOB, KOMITETCHIIHSIM,
JesiTeIbHOCTH. MPEbABIIEMBIX K

CYIIHOCTb H YPOBHHU
HOPMOTBOPYECKOTO
mpoItiecca, BbIICISIET
cTaguu

: IPUMEHSTH MpaBUIIa
IOpUANYECKON
TEXHUKH MIPH

BBIITYCKHUKaM Ha

PBIHKE TPYa,
00001IeH s

4




HOPMOTBOPYECKON
IPOLIEAYPHI.
[TK-1.3.0dopmnsier
MPaBOMPHMEHUTEIbHbIE

KOHCTPYUPOBAHUH
HODM IpaBa B
COOTBETCTBHHU C
npoduneM cBoeit

OTEUECTBEHHOTO U
3apy0eKHOTO
OITIBITA, TPOBEACHUS
KOHCYJIbTallUi C

aKTHI B KOHKPETHBIX | NpOoQeccCHOHaIbHON BelyIIUMHU
cepax ropuIIIecKoit JIeATeITbHOCTH; paboToznaTensimMu,
JeTeTBHOCTH. Baaners: 00beIMHEHUSIMA
3HAHMSIMA paboTonaTenei
COCTABJICHUSI HOPM | OTpAaciy, B KOTOPOii
paBa, pa3padoTKH BOCTpPEeOOBaHBI
IIPOCKTOB BBIITY CKHUKH.

HOPMAaTHBHO-

IIPaBOBLIX dKTOB.

B pamkax u3ydaemoil TUCIUILUIMHBI BEIETCS BOCIHMTATEIbHAs pa0doTa, HAalpaBiICHHAs Ha
YIOBJIETBOPEHUE MOTPEOHOCTEH M MHTEPECOB OOYYAIOIIETOCS B COOTBETCTBUU C KYJIbTYPHBIMHU
[IEHHOCTSAMHU, KOTOpas crocoOCTBYeT (POPMUPOBAHUIO JTUYHOCTH, CIIOCOOHOW CaMOCTOSITEIIBEHO
pemath npodeCCHOHAIbHBIC 3aJaYd M IPHICPKUBATHCA AKTUBHOM I'Pa)KIaHCKOW TMO3HMIUKA B
oO1ecTBe.

[lenpro BOCHUTATENLHOW PAOOTHI SBISETCS MPO(ECCHOHATBHO-TPYIOBOE, TPAKIAHCKO-
MPaBOBOE, TOCYAAPCTBEHHO-TIATPHOTHIECKOE,

AYXOBHO-HPAaBCTBCHHOC n TyYMaHHUTapHO-

JCTETUYECKOE  BOCHUTAHHME, B  paMKaXx KOTOPBIX  OCyIIeCTBiIseTcs  (OpMUpOBaHHE
MHCTPYMEHTAIBHBIX M CHCTEMHBIX 3HAaHMH W YMEHUH B pPaMKaxX YHHMBEPCAIbHBIX U
po(ecCHOHANBHBIX KOMIETEHLMH, MO3BOJIIOIIMX BBINIYCKHUKY YCHIEIIHO paboTaTh B

n30paHHOH cdepe npodhecCHoHAIBHOM IesITeIbHOCTH U OBITh BOCTPEOOBAaHHBIM Ha PHIHKE TPY/a.

PACHPEJAEJIEHUE YACOB JUCHUIIVIMHBI 110 ®OPMAM U BUJAM PABOT
Ba3oBbie pa3aesibl JMCHUIIMHBI M BUABI Y4e0HOH padoThl, peKOMEeHAyeMble I H3YYeHH S

CTy/leHTaM 04HO# (opMBbI 00yueHust

Buasbl yue6Hoii padothl,
BKJII0YASI
CaMOCTOSITEJILHYIO padoTy
DopMBbI TEKYLLIET0 KOHTPOJIA
o0yuarommxcs u
Ne Paznen ycrneBaeMocTH
o S — TpynoemkocTth (B 1 3. ej.
36 yacax)
i}
Bcero | /3 | m/3 c/p
Lenu U 3a1a4u
1 | AOKYMCHTHPOBaHHS 10 1 5 7 acce, TecT, pedepat, JoKIa,
YIIPABJIIEHYECKOU KOHTPOJIbHAsI paboTa
JCATCIIBHOCTH.
5 Hctopusa nemonpousBojacTBa B 10 1 1 8 YCTHBIN 0onpoc, pedepar, scce,
" | Poccum. TecT, KOHTPOJIbHAA paboTa
3. | CoBpeMeHHOE 11 1 2 8 pedepar, scce, TecT




Jenonpou3BoacTBo.  [lonsTue KOHTpOJIbHAs paboTa
JIOKYMEHTUPOBAHHOU
nHpopmanuu.
HopmaTtuBHO-MeTOIMUECKAst .
YCTHBIU ompoc, pedepar, acce ,
4. | Gaza JTOKyMeHTarmoHHoro | 11 1 2 8
TCCT KOHTPOJIbHAA pa60Ta
o0ecrieyeHnsl ypaBiIeHuUs
5 OdopmieHue ymnpaBiIeHUIECKOM 1 1 ) 8 KOHTpOIbHas paboTta pedepar,
JIOKYMEHTAIu! acce , TecT
6 Cnyx6a J10YV. 9 1 1 7 yCTHBII ompoc, pedepar, acce ,
' TCCT KOHTPOJIbHAA pa60Ta
7 JlokymMmeHTO000pOT 10 1 1 8 acce, TecT, pedepar, JoKIas,
' OpraHu3aluu. KOHTpOJIbHas paboTa
3 [udposas Tpanchopmaus 10 1 1 8 pedepar, acce, TecT
JIOKYMEHTO0000pOTa. KOHTpOIIbHas paboTa
Opranuzanus paboThI c
9 | AOKyMeHTamu. 1 1 ’ 8 YCTHBIH onpoc, pedepar, scce,
Cucremarusanuss U XpaHEHHE TECT, KOHTPOJIbHAs paboTa
JIOKYMEHTOB
CocraBnenue JIOKYMEHTOB. scce, Tect, pedepar
OCOOEHHOCTH f3BIKA M CTHIIS o ’
10. 6 11 1 2 8 KOHTPOJbHAs paboTa, JOKIIa
CITy)KeOHBIX JIOKYMEHTOB.
JAUCKYyCCHs
JlenoBble muchbMa
OCOOCHHOCTH TMOATOTOBKM U recr, pedhepar, scce
11. | odopmieHHS OTAEIBHBIX BHIOB | 11 1 2 8 ’ ’ ’
KOHTpOJIbHas paboTa
JIOKYMEHTOB.
12 PaboTta ¢ koHpUAECHITNATBHBIMHI 9 1 1 7 YCTHBIH onpoc, pedepart, scce,
' JOKYMCHTaMH TECT, KOHTPOJIbHAS paboTa
CucreMaru3anus u
obecnieueHue COXPAaHHOCTH
13 acce, TecT, pedepat, JoKIa,
- | TOKYMEHTOB. ITogroroska | 10 1 1 8
KOHTPOJbHAs paboTa
JOKYMEHTOB K  apXUBHOMY
XPaHEHUIO
Cuctema  JI€JIONPOU3BOJICTBA
rocy/1apCTBEHHOU CITYKOBI. recr., pedhepar, scce
14. | Pabota ¢  oOpamenusmu, | 10 1 2 7 » PEEPAT, 95¢E.
KOHTPOJIbHAs paboTa
3aABIICHUSAMH M JKaJloOaMH
rpaXKIaH
144 14 22 108 3a4er

3. CTPYKTYPA U COJAEPKAHUE TEOPETUUYECKOMN YACTH JUCHUILIUHBI
B npemsiaraeMoM pyKOBOJCTBE NMPUBOAUTCS COJEpKaHUE AYJUTOPHBIX 3aHATHU
JUIsl OCBOCHUSI MAaT€pUaJIOB JUCLUIIIINHBI.

Tema 1. Lleau u 321241 JOKYMEHTHPOBAHHS YIIPABJIEHYECKOM AeATEJbHOCTH.

IIpenmer

JAUCIHHUITIIMHBI.

yIpaBJICHUS.

OCHOBHEBIE

IIOHATHA:

JIOKYMEHTUPOBaHHUE,
JTOKyMEHTO00OopoT, apxuBHOe jeno. Llenm M 3agauum  JOKYMEHTAIMOHHOTO oOecnedyeHus

ACJIOMPONU3BOACTBO,



Tema 2. UcTopus nenonpoussoacrsa B Poccun.

PazButue penonpousBoacrtsa B Poccum. [denompousBonctBo B JlpeBHel Pycu; npukasHoe
JIEJIONPOU3BOJICTBO; KOJUIEKCKOE JIEJIONPOU3BOACTBO; MHUHUCTEPCKOE JENIOMPOU3BOICTBO;
nenomnpounspojicto B CCCP

Tema 3. CoBpemenHoe esionpou3BoacTBO. IloHATHE NOKYyMEeHTHPOBaHHON MHpOpPMALMH.
OCOOeHHOCTH COBPEMEHHOr0 J1enonpou3BoAcTBa. [loHATHE NHOKyMeHT. Buiabl 1OKYMEHTOB IO
pa3IMYHBIM ~ OCHOBaHUAM  Kiaccupukaumu. DyHKIUM TOKYMEHTOB: HH(OpMAIMOHHAS,
KOMMYHHKaTUBHas, KyJIbTYpHas, IpaBOBasi, yIpaBjeHUECKas, oOydaromias u ap.

Tema 4. HopmaTuBHO-MeTOAMYeCKasA 0232 JOKYMEHTAIIMOHHOI0 o0ecnevyeHnsi ynpaBjieHUs
HopmaTuBHO-IpaBOBOE pETYIMpPOBAHUE JOKYMEHTHPOBAHUS YIIPABICHYECKOW JESATEIbHOCTH.
['ocynapcTBeHHas cucTeMa JIOKYMEHTAllMOHHOTo oOecreueHusi ymnpasieHus. JleicTByromiue
HOPMATUBHO-IIPABOBBIC AaKTbl W MCETOAHWYCCKHUC PCKOMCHAAlWU, IIPUMCHACMBIC B C(bepe
JOKYMEHTUPOBaHUA, uX 3HauyeHHe. OCHOBHBIE TIOJIOKEHUS HOPMATHUBHBIX JIOKYMEHTOB,
PEryjimpyromux JOKyMCHTUPOBAHUEC, UX UCIIOJIb30BAaHHUEC B YCIOBUAX KOHerTHOfI OopraHnu3anuvu,
PEIIPUITHS, YUPESIKICHUSI.

Tema 5. OdopmiieHue ynpaBjieHYeCKOM JOKYMEHTAMU

YHUGHUIUPOBaHHBIE CUCTEMBI JOKyMeHTau. OpraHn3aluoHHO-IIPABOBBIC, PACIIOPSAUTEIbHbIC
U MHPOPMAIIMOHHO-CIIPABOYHbIE JOKYMEHTHI. TpeOoBaHus K OJIaHKaM JOKYMEHTOB. SI3BIK U
cTuiab cnykeOHbix aokymentoB. 'OCT P 7.0.97-2025, ero 3HaueHWe M TpPUMEHEHUE HaA
npaktuke. OOmue TpeOoBaHus K OQGOPMIICHHMIO YIpaBIeHYECKUX AokyMeHToB. Cocras,
¢yHkuuu U TpeOoBaHUS K O(OPMIICHHIO PEKBU3UTOB JMOKyMeHTa. OO0s3aTelbHBIC PEKBU3UTHI
JIOKyMEHTa

Tema 6. Ciryx0a 1OY.

Zamaunn u pyakmuu ciyxoer JIOY. Crpykrypa cinyxOer JIOY. Opranusanuonsasie (Gopmbl
paboTsl ¢ nokymeHTamu. LlenTpanu3oBannas ¢popma. JlenentpanuzoBannas Gopma. CMenranHas
¢opma. TumnoBble OpraHU3alMOHHBIE CTPYKTYPBI CIY>KOBI JI€JIONPOU3BOJACTBA. YTpPaBICHHUE
nenamu. Kannenspus. O6mmii otaen. JJomkHocTHOH coctaB ciyxO0b1 IOY. 3anaun u pyHkumu
CILy>KOBI J1€J10MPOU3BOICTBA. JlOIPKHOCTHAS HHCTPYKLUS AEIONPOU3BOAUTETIS.

Tema 7. JIoKyMeHT0000POT OPraHU3aLMH.
OpraHmauHs{ pa6OTI>I C JOKYMCHTaMHU Ha MMPCATIPUATHHA. BXOI[?[IIII/IG, HUCXOOAIINE U BHYTPCHHUC
JIOKYMEHTHI. Perucrpanus 1 KOHTpOJIb UCTIOJTHEHHS JOKYMEHTOB

Tema 8. ludpoBasi TpanchpopmManus 10KyMeHT0000poOTA.
ONEKTPOHHBIM  JTOKYMEHT. OJEKTPOHHBIH  JOKYMEHTO00O0poT. CHCTeMY 3JIEKTPOHHOIO
JnokyMeHToobopoTa. Knaccudukanus 31eKTpoOHHOTO JOKYMEHTO000poTa.

Tema 9. Opranusanusi pa6éoTsl ¢ JokyMeHTaMu. CHucTeMaTH3alus U XpaHeHHue J0OKYMEHTOB
O6mue TpeOoBaHUS K CUCTEMAaTH3alUM JOKYMEHTOB. [lOHSATHS JOKYMEHTOOOOpPOT U
OpraHu3aius JOKyMEHTOOO0OpoOTa.

HopmaTuBHO-MeTOIMYeCKass  perjiaMeHTanusi  J0KyMeHTooOopoTa. OCHOBHBIE  TpaBuia
OpraHu3ali  JOKYMEHTOOOOpoTa Ha mpeAnpustTuu. KauecTBeHHBIE  XapaKTEpPUCTUKU
nokymeHToobopora. Kitaccupukanusi TOKYMEHTONOTOKOB: TOPU3OHTAJIbHBIE, BEPTHUKAJIbHBIE,



BOCXOAIINUC, HUCXOAAIIHEC, BXOAJAIINUC, HUCXOOAINIUC W BHYTPCHHHUC. HOI[C‘IGT O6’beMa
JIOKYMEHTO000POTA.

O0paboTtka nocrynammux AokyMeHToB. [lepBuunHas oOpaboTka gokymeHToB. OOmue mpaBmia
perucTpanuu JOKYMEHTOB, (OpMbI peructpanuu. llepenaya JOKYMEHTOB, pPaCCMOTPEHHE HX
pykoBogutenem. [lopsaok HanmpaBiaeHHs JOKYMEHTa Ha MCIOJHEHHE UM PAaOOThI UCTIOIHUTEINS C
JNOKyMeHTaMu. VcnonmHeHne JoKymeHTa. BuIbl U (OpPMBI KOHTPOJISI MCIOJIHEHHUS, CPOKOBas
KapTOTeKa.

Howmenkmarypa aen. Buabl Homenkiaryp. Ilopsmok pa3paboTKy U yTBEPKICHUS HOMEHKIIATYPHI
nen. CocraBieHHE 3arojlOBKOB Jiel. YCTAaHOBJIIGHHE CpPOKOB XpaHEHHUs [ell. XpaHeHHe
JOKYMEHTOB M (DOpMHUPOBAHHE JICII.

Tema 10. CocraBienue JA0KYMeHTOB. (cCO0EHHOCTM SI3bIKA H CTWIS CIyKeOHBIX
JOKYMEHTOB. JlejioBble MUChMA

JlenoBble MuUchbMa Kak CPEICTBO pealu3allii BHEIIHUX CBS3ed OpraHu3zauuu. BuIbl 1enoBbIX
nuceM. S3bIK ¥ cTUiIb Aen0BbIX nuceM. CTpyKTypa AenoBoro nucbMa. OpraHu3anus Nepenucku

Tema 11. Oco6eHHOCTH MOATOTOBKH H 0(pOPMJIeHHS OT/IeJbHBIX BHI0B IOKYMEHTOB.
OpranuzalvoOHHO-TIPABOBbIE JTOKYMEHTHI. TpeOoBaHUS K OQOPMIICHHUIO PACHOPSAUTEIbHBIX
JTOKyMeHTOB. MHpOpMaImOHHO-CIIpaBOYHAS TOKYMEHTAIIHSL.

Crnyxebnoe nuceMo. [Ipotokon 3acemanus. AkT. Jloknannas 3amucka. CrpaBka. CryxeOHas
sammcka. OObBsicHWUTENbHAs 3amucka. [IpeacraBnenue. 3asBienume. TenedoHOrpamMma.
DNEKTPOHHOE COOOIICHHE.

Tema 12. Pabora ¢ KoHQUIEHINATbHBIMUA JOKYMEHTAMH

Cenenus, oOTHoOcsAmMecs K KOHQUACHIWAIbHOW HWH(POpManuu. 3amMra JOKyMEHTOB,
coJlepKalIuX KOMMepuecKyro TaiiHy. Opranuzanus paboThl ¢ AOKYMEHTaMH, COAEPKAIIUMU
KOH(bI/III@HIII/IaJII)HI)IG CBCACHUA. TGXHOHOFH‘IGCKI/IC CXCMBbI O6pa6OTKI/I KOH(I)I/IILCHHI/IEUII)HI)IX
JIOKYMEHTOB

Tema 13. Cucremarmsanusi U o0ecnedeHHe COXPAaHHOCTH JOoKymeHTOB. Iloaroroska
JOKYMEHTOB K apXUBHOMY XpaHEHUIO

OrneHka 3HaYMMOCTH JJOKYMEHTOB U CPOKHM MX XpaHeHUs. [lonroToBka nen Uit cjauyd B apXuB.
ObecnieueHne COXpaHHOCTH JOKYMEHTOB. XpaHEHHUE U YYET apXUBHBIX JOKYMEHTOB

Tema 14. Cucrema 1e/I0NpOU3BOACTBA FOCYIAPCTBEHHOM CJIYKObI.

CnyxO0bl JOKYMEHTAI[MOHHOT'O 00ECIIeYeHUs YIpaBIeHUs B TOCYAApCTBEHHBIX MYHULIUIIAIBHBIX
oOpa3oBaHusIX cyObekToB P®. Cuctemsl JOKyMEHTAIlMH HA TOCYJapCTBEHHOM CIIyK0e.
OcHOBHBIE  TIOJIOKEHUS IO  JIOKYMEHTHPOBAaHHMIO  YIPAaBICHUECKOHM  AEATEIbHOCTU
rOCYy/IapCTBEHHBIX OPraHoB BJIACTH. YHU(QUKaIMS W CTaHJIApTHU3AlMs  YIPaBICHUYECKHX
JIOKYMEHTOB.

[Tonstue «popmynsap-oOpazerny. HWuauBuayanbHbli W TUHOBOM  (opMyinspel. Tumnosas
yHuunupoBanHas ¢opma gokymeHTta. Crenuanu3upoBaHHas yHU(UIUpPOBaHHas ¢opma
nokyMmeHTa. @opmyssip COBPEMEHHOIO YIPaBIEHYECKOIO JOKyMeHTa. TpeboBaHus K
0(pOpPMIICHHIO TEKCTOB CIYXKEOHBIX JOKYMEHTOB. CTpyKTypa TEKCTOB OTAEIbHBIX BHIOB
JOKYMEHTOB (IIpHKa3a, MPOTOKOJIa, akTa, MuchbMa M Ap.). TpadapeTHble TEKCTHI, MPOCThIE U
CJIOJKHBIE. DJIEeMEHTHI TeKCTa. Bupl OJaHKOB M MOPSIOK PACHOJIOXKEHUS PEKBU3UTOB B OJIaHKE
(yrnoBoe u neHTpoBanHoe). OOt Oy1aHK, OJIaHK MHUChMa, OJIAHK JOJKHOCTHOTO JIMIA, OJIAaHK
KOHKPETHOIO BHMJAa JOKYMEHTa, OJaHK CTPYKTYpHOTO IOJpa3/eieHus: OCOOCHHOCTU
opopmiienus. OpranuzaldoHHasi JOKyMeHTalus (YCTaBbl, UHCTPYKLUH, TTOJTOKEHHS).

Paborta ¢ oOpareHusMu, 3asiBICHUSIMH U 5Kaj00aMu Tpak/aH.
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4. CTPYKTYPA U COJIEPKAHUE IMTPAKTUYECKOMN YACTH JUCIUATIINHBI

3aganus AJ151 NPAKTUYECKUX 3aHATHI, B T. 4. B (popMe NPaKTHYECKOH MOATOTOBKH

Tema 1. Coaep:kaHue ¢ OCHOBHBbIE 3224 COBPEMEHHOI0 JOKYMEHTAIIMOHHOIO
obecreyeHusi ynpaBjieHHs

Llenv 3amamus: W3ydeHUE OCHOBHBIX TEpMHMHOB U ompexaenenuit JOVY; paccmoTrpenue
KJIaccu(UKaul JOKYMEHTOB.

Bonpocul onsa usyuenus:

[Tpenmer, conepxanue u 3agaun JJ0Y.

MecTo u posib TOKyMEHTOB B YIIPaBJICHUH HA COBPEMEHHOM JTarle.

Knaccugukanust 10KyMeHTOB.

Tema 4. HopmaTuBHo-MeToau4eckas 6aza JJOY

Lenv 3anamusa: usydenue penepaibHbix 3akoHOB, ' OCToB, Kiaccu(ukaTopoB, peryIHpyOIIX
JOKYMEHTAllMOHHYIO JESTeIbHOCTb B Poccun.

Bonpocw 0na uzyuenus:

CocraB HOpMaTUBHO-MeToAM4YecKoi 6a3pl JIOY.

Cranpaprusanus u yaudukanus cucrems: JJOVY.

Obwepoccuiickue KiiaccCu(pUKaTopbl JOKYMEHTALUH.

['ocymapcTBeHHas cucTeMa JOKYMEHTAMOHHOTO 00ECTICUeHHSI YIIPaBICHUSI.

Tema 5. Oco0eHHOCTH MOATOTOBKH U 0OPMJIEHHUSI OTAeIbHBIX BHI0B T0KYMEHTOB.

Lenv 3awsamusn: OOmMe TpeOOBaHUS K COCTABICHUIO U O(GOPMIICHUIO JIOKYMEHTOB.
XapakTepucTuka U TpeOOBaHHS K COCTaBICHHIO JTOKYMEHTOB opranm3aruu. CocTaBiieHUE H
oopMIIeHHE PA3TUYHBIX BHJIOB JOKYMEHTOB TPAJUIIMOHHBIM CIIOCOOOM U B 3JICKTPOHHOM BHJIC.

Bonpocwl 0nsa uzyuenus:

CocraBnenue u opopmiieHHE TOT0KEHHUS (MHCTPYKIINHN).

CocraBnenue u 0OpMIIEHHE MPOTOKOJIA U TIPUKA3a.

CocraBnenue u opopmileHHE paCTIOPSHKEHUS U YKa3aHHUSL.

Cocranenue u 0OpMIICHHUE 3asBJICHUS, aKTa U JJOBEPEHHOCTH.

Cocrasnenue u opopmiieHre TOKIATHON 3aMUCKHU, CIIY>KEOHOTO MHUCHMA.

Tema 9. Opranusanusi J0KyMeHT0000poTa
Llenv 3anamua: U3ydeHUe IBUKEHUS TOKYMEHTOB Ha NMPEANPUATHN C MOMEHTA UX CO3JaHMs [0
3aBEPILECHMS UCIIOJHEHUS WU OTIIPABKHU.
Bonpocwl ona uzyuenus:
[ToHsATHE ¥ NPUHIMIIBI OpPraHU3ALUHU TOKYyMEHTO000pOTA.
IIpoxoxaeHne u NOpsAAOK UCIIOJHEHNS BXOAAIINX JOKYMEHTOB.
IIpoxoxaeHre UCXOAAIINX U BHYTPEHHUX JOKYMEHTOB.
PaboTa ¢ koHpUAECHITHATHHBIMH TOKYMEHTAMHU.
Pabora ¢ mucbMaMu 1 0OpaleHUsIMU TPaKJaH.
3aoanus:
N3yuuTh 0OCOOEHHOCTH )KYpHAIBHOM PErUCTpalvy JOKYMEHTOB:
Kypnau perucrpannuu BXOAAIIEN KOPPECTTOHACHIINN
KypHan perucrpanuu UCXoaA11ed KOPPECIIOHIEHIIUN
Kypnau perucrpanny BHyTpEHHENH KOPPECTIOHIEHIIUH
9
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KypHan perucrpauuu nNpuKazoB

Tema 10. O01mme 0CHOBBI 1€J10BOI KOPPeCNOHACHIMHT

Lenv 3anamus: N3y4eHnue 0COOEHHOCTEN COCTAaBICHUS U O(OPMIICHHUS CITyKEOHBIX JOKYMEHTOB;
3HAKOMCTBO C OCOOCHHOCTSIMU SI3bIKA U CTUJIS CITYKEOHBIX IOKYMEHTOB.
Bonpocbi 015 uzyuenus:

CnyxeOHast mepenucka Ha MpeaIpUusTHH.

JlenoBast peub U ee TpaMMaTHYECKUe OCOOCHHOCTH.

Jlornueckoe ocTpoeHrne JOKyMEHTOB.

3aoanus:

CamocrosTenbHO 0(OPMUTH CIETYIOLINE BUBI CITYKEOHBIX TTHCEM:
MUCHMO-TIPOCch0a

UCHMO-3aIpocC

rapaHTHHHOE THCHMO

NUCHMO-TIOATBEPKICHHE

CONPOBOANUTENHLHOE MUCHMO

NUCHMO-TIPUTTIAIICHHE.

Tema 11. TexkeT 1oKyMeHTa

Llenv 3aumamus: W3ydeHUE OCHOBHBIX TpeOOBaHWII MpPU COCTABIEHUU TEKCTa JOKYMEHTA,
BBIpa00OTKAa YMEHUN TPAMOTHO COCTABIISITh TEKCTHI CIIY)KEOHBIX JOKYMEHTOB.

Bonpocul onsa usyuenus:

[Tpu3Haku U 0COOEHHOCTH OPHUIIUATBHO-/IEIIOBOTO CTHIIS.

[ToHsITHE «TEKCT MOKYMEHTay MPHU PA3IUYHBIX CIIOCO0AX TOKYMEHTUPOBAHHUS.

Crioco0bl yHU(UKAIIAY TEKCTa TOKYMEHTA.

TpeGoBanusi, MpeAbABIsAEMbIE K TEKCTY JTIOKYMEHTA.

DJIEMEHTHI TEKCTa CITY>KEOHOTO JOKYMEHTA (3aroJIOBOK, MPUJIOKEHHUE).

3aoanus:

[Ipoananu3upyiite TEKCTHl JOKYMEHTOB (TIOCTAaHOBJICHUS, IpPHUKa3a, CIYKEOHOTO MHUCHMA,
*anoObl, aBTOOMOTpaduu, HAKJIaJHOM) 110 IIAHY:

OCHOBHBIC CTWJIEBBIE YEpPTHI, HAIICAIINE OTPAKEHHE B JAHHOM TeKcTe (TOYHOCTh —
PacIIBIBYaTOCTh, SMOIIMOHAIBHOCTh — O€CCTPACTHOCTh, 0OPa3HOCTh — OTCYTCTBHE OOPa3HOCTH,
KOHKPETHOCTh — a0CTPAaKTHOCTb, JIOTUYHOCTb U T.J.);

SI3BIKOBBIE CPECTBA, UCIIOJIb3YEMbIE B TEKCTE:!

JIEKCUYECKHUE CPE/ICTBA;

MOp($OJIOrHUECKUE CPEICTBA;

CHUHTaKCHYECKHE CPEJICTBA.

dopMabHbIE CPEJICTBA CBSA3HM TEKCTa (KOMIIO3ULUS, JJOTHUECKHUE, TEKCUUECKHE, CAHTAKCUYEKHE)

3ansaTue 13. ®opMupoBaHue H XpPaHECHHE eI

Lenv 3auamus: n3ydenue npouecca GOpMUpPOBaHUS J€IT; O3HAKOMJIEHUE C OCHOBHBIMH ATallaMU
paboThI 1O NMOATOTOBKE IOKYMEHTOB K apXMBHOMY XPaHEHUIO.

Bonpocwt onsa uzyuenus:

CocraBiieHrE€ HOMEHKJIATypBl JEIl.

®opmupoBanue 1 ohopmIIeHHE J1e1

[TonroroBka u nepenada JOKYMEHTOB Ha apXUBHOE XpaHEHHUE.

CocraBiieHre HOMEHKJIATYPHI JIe]1 Ha IPEIPUSITHH

3aoanus:

N3yunTh 0COOEHHOCTH COCTaBICHHSI HOMEHKIIATYPBI A€ IPEIIPUSITHS.
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N3yuuts mopsnok QopmupoBaHus 1en U OQOPMIIEHHS HMX IS apXUBHOTO XpaHEHHS C
UCIIOJIb30BaHUEM CIIEAYIOIUX HOpM:

Jlucr 3aBepurens aena

O0650%Ka /1e1a HOCTOSIHHOTO U BPEMEHHOI'0 XPaHEHUs

BHyTpeHHss onuch TOKYMEHTOB J€l1a

5. METOAUYECKHUE YKA3AHMUSA 11O OCBOEHUIO JUCHUTIJIMHBI

CTyneHTy BaXHO YSCHUTb TEXHOJIOTMIO OCBOCHMs YydeOHOro wmarepuana. JlaHHble
METOAMYECKHE PEKOMEHJIAIMH TO3BOJIAT MOHSTh, KaK MPAaBUIBHO OPraHW30BaTh CBOE y4eOHOE
BpeMsi, HAYYUTHCS UCIIOJIB30BATh Pa3uuHble (HOpMBbI 00yUeHUS IJIsl ONTHMAJIBHOTO OBIIAJICHUS
3HAHUSIMHU 110 TIPEMETY.

JUig  ycremHoro OCBO€HHS JUCHMILIMHBIL, CTYIAEHT JOJDKEH IIOCELaTh BCE BH/IbI
ayJIUTOPHBIX 3aHATHN, BECTH KOHCIIEKTHI JIEKIMOHHBIX U MPAKTUYECKUX 3aHATHI; CBOCBPEMEHHO
TOTOBUTBCS K ayJUTOPHBIM 3aHATHSAM, UCIIOJIb3Ysl COOTBETCTBYIOIUE METOJUYECKUE MAaTEPHUAIBL,
y4eOHYI0 M HUCCIIE[OBATEIIbCKYIO JIUTEpaTypy M COOCTBEHHbIE KOHCHEKTHI; BBIIOJIHSATD
IOPEIYyCMOTPEHHBIE y4YeOHbIM IIJJaHOM BHJAbI paboT, JOMAalllHME 33JaHUs Ha OCHOBE
COOTBETCTBYIOILIUX METOJIMYECKUX MATEpUANIOB, a TP BOZHUKHOBEHUHU BOIIPOCOB 00paIlaThecs K
IIPENoAaBaTesio 32 KOHCYJIbTallueH.

K uucny wucnonb3yemblx CpeaCTB NPU  OCBOCHMM  JUCHUIUIMHBI ~ OTHOCSATCS:
UCCIIEIOBATEIbCKHUE 3a/1a4t, pedepaTsl, JOKIa Ibl, 3CCE, TECThI, KOHTPOJIBHBIE PAOOTHI.

IIpennonaraercs, 4To CTYAEHTHl JOJDKHBI CaMOCTOSITEIbHO JopalaThiBaTh Yy4eOHBIN
MaTepuai, pacCMOTPEHHBIA B JIEKIMOHHOM mopsake. Ui 3TOro peKOMEHAYETCs pa3ieiauTh
TeTpajab JJI KOHCHEKTa JIEKIIMHA Ha TpU 4acTU. 2/3 nMcTa UCHOJIB30BATh s (PUKCAUU JEKIUU
pernojasareiisi, a Ha OCTAaBIUIEHCA 4YacTH [JeJaTh BBIIUCKU-IONOJIHEHUS II0 TEME U3
PEKOMEH/I0BaHHOM y4yeOHOM M MCCIIeOBaTENIbCKOM JINTEpaTyphbl, MPAaBOBBIX AKTOB; BHOCHUTH
uH(pOpMaLMIO, HE 3aTPOHYTYIO B JIEKIMHU. Takoro poja «yCOBEPLIEHCTBOBAHHBIC» KOHCIEKTBI
JIEKUUH TO3BOJIAT CTYAEHTY HE TOJIBKO MOBTOPUTH MaTepuall, paCCMOTPEHHBIM B JIEKIIMOHHOM
NOpSAJKE, HO BIYMUYMBO M3YUUTh y4EOHBIH U JONOJHUTENBHBIM Marepual, H, CIelI0BaTENbHO,
MOJIyYUTh OOJIee KaueCTBEHHbIEC 3HAHUS.

OnHoit n3 Hanbomnee 3¢ hekTuBHON (HopM 00YUEHUs ABISIOTCA IPAKTUUECKUE 3aHATHSL.
OcHOBY paboOTBl COCTaBISIET CAMOCTOSTEIbHOE H3YYEHHE CTYJCHTaMU [0 3aJjaHHUI0
IpernoJjiaBaTessi OTAEIbHBIX BONPOCOB, MpPOoOJIeM, TeM C MOCIEAYIOUMM O(QOpMICHHEM
MaTepHaia B BUJe JOKJIaAa, COOOIIEHUS M UX COBMECTHOE OOCYX/IEHHE.

OHHM mpencTaBiIsAIOT cOOOM HE TONBKO CHOCO0 3aKpenuTb U YIIyOUTh JEKUMOHHBIN
MaTepuai, HO U OCYHIECTBUTh KOHTPOJIb Ha/l XOJIOM CaMOCTOSITEIbHON padOThl 00yJaroIIuXCsl.
®dopMa MPAKTUYECKOTO 3aHATUSI TPEACTABISIET COOON CHUHTE3 ayJAMTOPHOW W BHEAYTUTOPHOMU
paboTel. CTYAEHTHI B T€UEHHE Y4eOHOM HeNleIr CaMOCTOATEIbHO pacCMaTpUBAIOT BOIPOCHI IO
TEMe MPaKTHUYECKOro 3aHAThsA. AyIauTopHas pabota B (opMe NPaKTUYECKOIO 3aHATHS
npeaycMaTpuBaeT pelieHre 3a/1a4, pelieHne NpoOIeMHON CUTyallud, BHICTYIUIEHHE CTy/IEHTa B
KAaueCTBE OCHOBHOI'O JOKJIAaJ4HMKa I0 OTAEIBHOMY BONPOCY B paMKaxX HWHAMBHIYaJIbHOTO
TBOpYECKoro 3aHAtus (pedepara, scce). YuacThe CTyACHTA B AMCKYCCHM, TUCIYTE MO3BOJISIET
pa3BUBAaTh MUPOBO33PEHNE, TBOPUECKOE MBILIUIEHUE U TIOBBIIIIEHUE YPOBHS 3HAHUH.

[IpakTrueckue 3aHATHS SBISIOTCS JIEHCTBEHHOW (OpMOW TPHOOMICHUS CTYIEHTOB K
WCTIOJb30BaHUI0 MCTOYHUKOB M HCCIIEIOBATENILCKOW JUTEpPATypbl HA HAy4YHOW OCHOBe. Yarie
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BCETO HCIIOJIB3YETCs JIMOO BOMPOCHO-O0TBETHAs hopMma, b0 oOcyxaenune pedepaTos, padora B
MaJbIX rpynmnax, IpoBEACHUE POJIEBBIX UTP U T.1.

[lonroroBka K MpakTUYECKHMM 3aHATUSAM OCHOBAaHAa Ha IUIAHE, OIPENEICHHOM
MpernojaBareyieM K Kaxaon teme. Kaxaasd TeMa NpakTHUYECKHUX 3aHSITUH COINPOBOKIACTCS
NepeYHeM HOPMATUBHBIX MPABOBBIX AaKTOB, a TaKkKe YUeOHOH U HCCIeq0BaTeIbCKON
JUTEPATYPHI.

[Tporiecc MOArOTOBKM K MPAKTUYECKOMY 3aHITHIO BKJIIOUAET 3HAKOMCTBO C COOTBETCTBYIOLICH
TEeMOM B yueOHUKE, U3yUEHHUE UCCIIEI0BATEIbCKOM INTEPATYPHI.

[Ipy moaroroBke K NPaKTHUECKUM 3aHSATHSM CIEIYEeT BECTU KOHCIIEKTHI, KOTOpHIE
NPECTaBISIOT CO00i pa3BepHYTHIN IUIaH OTBETa HA BOMPOC, HO HE HMCUYEPIBIBAIOUIMNA OTBET.
TakuM KOHCIIEKTOM, a TaKK€ HOPMAaTHBHBIM MaTE€pHaJIOM CTYAEHT BIPABE II0Jb30BaTbCSA BO
BpeMsl OTBETa Ha 3aHATUU. B TO ke Bpems, cienyeT 3aMeTUTh, 4YTO CTYAEHT HE JAOJDKEH
3aYUTHIBATh KOHCHEKT OTBeTa. OH MOXKET JIMIIbL ONMUPATHCS HAa HEro, YTOOBI HE MOTEPATh HUTH
paccyXIeHHUs.

Jl1ig BeleHHUs KOHCTIEKTOB MPAaKTHUECKUX 3aHSITUN CIEAYyeT 3aBECTU OTIENIbHYIO TeTPalb.
[IpenogaBaTens MEpPUOAMYECKU MPOBEPSET KAYECTBO IMOATOTOBKH K MPAKTUYECKUM 3aHATHUSM,
coOupasi KOHCTIEKThI. Eciiu CTyeHT mponmycTHiI MPaKTUYECKOe 3aHATHE, TO OH 00s3aH SIBUTHCS
Ha KOHCYJbTALIMIO K IPENoJaBaTelto, MPEAbIBUTh CBOM KOHCHEKT IO MPOMYIIEHHON TEME U
OTYUTATHCS B YCTHOU (hopme.

[enp kaxxa0ro cTyneHTa - MIPOSBUTH CBOM 3HAHMS BO BpPEMs IIPOBEJACHUS NMPAKTUUYECKUX
3aHsTUd. [lpy 5TOM MOTYT HCHOJB30BAThCS CaMble pa3sHOOOpa3Hbie (GOPMBI  PaOOTHI:
BBICTYIUICHHE B KaueCcTBE OCHOBHOIO JOKIAJuMKa, BBICTyIUIEHHE C pedepaToM, ydacTtue B
JTUCKYCCHUSIX M KPYTJIBIX CTOJNAX, Ap. DTO MpUIAET Y4eOHOMY 3aHSATHIO XapaKTep KOJUIEKTUBHON
paboThl, TOBBIIIAET BHUMaHUE U UHTEPEC CTYICHTOB.

BricTyrieHre Ha MPakTUYECKOM 3aHSATUM HOCHT, MPEUMYIIECTBEHHO, T0OPOBOJIBHBIN
xapaktep. CTyAeHT, JKeJaroliii OTBETUTh Ha BOMPOC IJIaHa, 3aHUMAET MECTO 3a kKadeapoil u
BBIMOJHACT (PYHKLHIO OCHOBHOTO JOKIag4duka. Ero pedbr He MOXET MpepbIBaThCs, IHMOO
KOMMeHTHpoBaThcsl. [locne OKOHUaHUS BBICTYIUIEHHS CTYIEHTHl TpPYyNIbl BIpaBe 3a/1aTh
JOKJIaTYUKy BOMPOCHl YTOUHSIOLIEro XapakTepa, MO0 o0OpaTUTh BHHUMaHHE Ha cllabo
OCBEILIEHHBIE acreKThl TeMbl. [Ipu 3TOM npenoaaBaTens OLEHUBAET «KauecTBO» BOIpocoB. OHU
HE JI0JDKHBI JyOJIUpOBaTh 03BYUYE€HHBIH MaTepuall, COJepkKaTh OJHO3HAUHBIX OTBETOB (7]a — HET),
JIOJDKHBI  OBITh  KOPPEKTHO C(OPMYJIUpPOBaHBl M COOTBETCTBOBATh BOINpocy IuiaHa. Ecmu
BHUMaHME y4yeOHOM Tpynmbl BO BpeMs BBICTYIUIEHHS OCHOBHOTO JIOKJIAUUKa PaccesHO, TO
IpernoJiaBaTesb NPeAOCTaBIsSET €My CaMOMY IIPaBO COPMYIHUPOBATH PSJI BOIIPOCOB, U aJJpecyeT
UX KOHKPETHBIM cTysieHTaM. [Ipu HeoOXoAMMOCTH MpenoiaBaTeb 3a1aeT BONPOCH! JOKIAIUUKY,
00 CTy/ICHTaM.

AcnekTbl, HE OCBEIICHHbIE OCHOBHBIM JIOKJIaJYUKOM, PacCMaTpUBAIOTCS B KadecTBE
JIOTIONTHEHUH K 0TBeTY. [locie 3Toro rpymnmna nepexouT K pacCCMOTPEHHIO CIIEAYIOLIEro BOmpoca.

[IpakTHyeckoe 3aHATHE 3aBepIIAeTCs IMOJABEJCHHEM MTOroB paboTsl. IlpemonaBaTtens
PE3IOMHUPYET PACCMOTPEHHBIE ACHEKTHI TEMBI, OTBEYAET HAa BONPOCHI CTYJEHTOB, aHAIU3UPYET
paboty Bcelt yueOHOM IpyIIbl U OTAEIBHBIX CTYJICHTOB.

[Ipu peanuzanuu pa3IUYHBIX BUIOB Y4eOHOH paOOTHI HCIONB3YIOTCS 3aHATHUS B
uHTepakTUBHOW ¢opme. Ilpm oOcBoeHMM JaHHOW AMCUMIUIMHBI TpUMEHseTcs Qopma
MHTEPAKTUBHOIO 3aHATHS — Kpyriblid cros. Kpyrisiii cTton - olmiectBo, coOpaHHe B paMKax

12



OoJsiee KpYyMHOTO Meponpusatus (Che3na, CUMIIO3MyMa, KoHbepeHIuu). MepomnpusThe, Kak
IPaBUJIO, HA KOTOPOE MPUTIIAIIAIOTCS AKCIEPTHl U CIEIHMAIMCTHI U3 Pa3HbIX cep AeaTenbHOCTH
JUIsl 00CYKJIEHUS aKTyaJIbHBIX BOIIPOCOB.

JlanHasi MoJieNib OOCYKJCHHsI, OCHOBBIBAsCh Ha COTJIAIICHHUSX, B KAUECTBE MTOTOB HAET
pe3ysbTaThl, KOTOpbIE, B CBOIO OYEpenb, SBIAIOTCA HOBBIMM corjamleHusMu. B mpoinecce
KPYIVIBIX CTOJIOB OPUTMHAJIBHBIE PEIIECHUS U UACU POXKAAIOTCS ITOCTATOYHO penko. boiee toro,
3a4acTyl0 KpYIJIBIH CTOJI WIpaeT ckopee HHGOPMALMOHHO-TPONAraHJUCTCKYI0 pOJib, a HE
CIIY’)KUT HMHCTPYMEHTOM BBIPAOOTKM KOHKPETHBIX PpELIEHHH. DTOT CIOCOO XapaKTepU3yercs
CJIEAYIOUIMMHU TPU3HAKaMU: L1e€Jdb OOCYXKJIeHHs — OOOOIINUTh MAEH U MHEHHSI OTHOCUTEIBHO
o0cyxnaeMoll MpoOIeMbl; BCE YYACTHHKH KPYIJIOTO CTOJa BBICTYNAIOT B POJM OMNIIOHEHTOB
(TOIKHBI BBIpa)KaTh MHEHHE MO TOBOAY OOCYXJAaeMOro BOIPOCA, a HE MO IOBOJAY MHEHUM
JpYT'UX YYacTHHMKOB); BCE YYaCTHUKM OOCYKIECHHS PaBHONPABHbI; HUKTO HE HMEET IpaBa
JUKTOBATh CBOIO BOJIIO U PEIICHUS.

IIpenycmatpuBaercsa, 4Tto oOOydYaroluecs JOJKHBI CaMOCTOSITENIbHO JOpadaThIBaTh
y4eOHBII MaTepuall, pACCMOTPEHHBIH B JIEKIIUOHHOM TOPSIJIKE.

Ecnu BO3HUKAIOT CIO0XHOCTH C BOCIPHUATHEM y4eOHOIro MaTepuana, CTy[IeHTY CleayeT
o0paTuThCs K npenojaasateinto. s MHIUBUYaIbHON paObOThl IPEAYCMOTPEHB! eXEHeAeIbHbIE
KOHCYJIbTallUOHHbIE THU. [leHb Helenu, BpeMsl IPOBECHHS KOHCYIbTAllMi yKa3aHbl HA CTEH1aX
By3a I10 HaIIPABJIEHUSM [IOJATOTOBKH.

Hapsiny ¢ aynauropHoil paGoTod [uisl CTyJAEHTa HpU HM3YyYEHUH AMCLUILIMHBI 0co0oe
3HaYCHHE HMEET CaMOCTOSTEIbHAas paboTa B COOTBETCTBHHM C IPEIyCMOTPEHHBIM y4eOHBIM
IUIAHOM  paclpefelieHueM BpeMeHU. MeToauueckue peKOMEHIAlMM II0  OCYLECTBICHHUIO
CaMOCTOSITENIbHOW pPaboThl IpeJcTaBleHbl B pasjene «YdyeOHO-MeToAuuecKkoe obOecreueHue
CaMOCTOSITENIbHONU PabOThl 00yUaIOIIUXCSI.

6.YUEBHO-METOJWYECKOE OBECIIEYEHUE CAMOCTOSITEJIbHOM PABOTHI
OBYYAIOIIUXCHA

CamocrosarenbHass paboTa oOydarouuiics NOPOBOJUTCA B BHJIE CaMOCTOSTEIbHON
HNOJArOTOBKM BO BHEYPOYHOE BpeMs IIyTeM paldoThl € pPEKOMEHIyeMOW JHMTepaTypoi,
HOPMATUBHBIMU aKTaMH, nepuoaukoil. CamocrosTenbHas paboTa 0O0ydaroUuxcsi IPOBOJUTCS B
BUJIE CAaMOCTOSITEIbHON MOJATOTOBKM BO BHEYPOUHOE BpeMsl IIyTeM pabOThl C PEKOMEHIyeMOM
JUTEPATYpPOU, HOPMATUBHBIMHU aKTAMH, IIEPUOAUKOM.

CamocrosiTenbHasi paboTa CTYAEHTOB OYHOM (opmbl 0OydeHus mpearnosaraet
MOJMOTOBKY TEOPETUYECKOr0 MaTepuaja Juisl onpoca Ha MPAKTUYECKUX 3aHSATHSIX U BOIPOCOB
JUIS CaMOCTOSATENIbHOTO M3Yy4YeHHs, pELIeHHe TEeCTOB, HalHuCaHHe KOHTPOJIbHOW paloThl,
BapHaHThl KOTOPOW IIPEJICTaBIEHbBI HIKE.

Jlist caMOIIpOBEpKH KauecTBa YCBOEHHs y4eOHOr0O MaTepualia MmpeycMOTPEHbI TECTOBbIE
3aganust. OOydaronmecs caMOCTOSATENIbHO MOTYT PellaTh UX, TEM CaMbIM, TOTOBSICb K HMTOTOBOMY
TECTUPOBAHUIO.

Ecnu BO3HUKAIOT CIOXHOCTU C BOCHPHUATHEM y4eOHOTO MaTepuasna, CTyACHTaM CIEIyeT
00paTUTHCA K MPETOaBaTEIo.
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Memoouueckue pexomenoayuu no HANUCAHUIO pepepamos, 00KIA008

Pedepar (ot lat. «mokmampiBaTh», «COOOMIATH») MPEICTABIISAECT COOOW MUCHMEHHBIM
JIOKJIJT HA OMNpEICNICHHYI0 TeMY, BKJIIOYAIOMIMKA 0030p COOTBETCTBYIOLIUX JIUTEPATYPHBIX WU
JPYTruX UCTOYHUKOB, a TaK)Ke COOCTBEHHBIC BBIBOJABI IO OCHOBHBIM BONPOCAaM JIaHHOW TEMBI.
Pedepar sBnsieTcs mepBOil CTYNEHBIO HAa IYTH OCBOCHHUS HABBIKOB IPOBEICHHS HAay4HO-
UCCIIeI0BaTeNbCKOM paboThl. M30paHHast cTyieHTOM npoliemMa u3ydaercs U aHAIM3UpYyeTCs Ha
OCHOBE OJHOIO HJIM HECKOJbKUX HCTOYHHKOB, pedepaT HampaBlieH Ha aHajiu3 OJHOW WIIU
HECKOJIbKUX HAay4YHBIX padoT.

Hanucanue pedepara, noknana He siBiseTcs o0s3aTenbHOM paboToil oOyuaromierocss u
NPaKTUKYyeTCs B Y4eOHOM IIpolecce B LEISIX NPUOOPETEHHsS CTYJICHTOM HEOOXOAUMOM
npo¢eCCHOHATLHON TOATOTOBKH, PAa3BUTHS YMEHHUS M HABBIKOB CAMOCTOSITEILHOTO HAayYHOTO
MIOWCKA: U3YYCHHUs JIMTEPATyphl 110 BEIOPAHHOM TeMe, aHaIM3a Pa3TUYHbIX UCTOYHUKOB M TOYEK
3peHusi, 0000IIEeHUsT MaTepuaia, BBIICICHUS TJIaBHOTO, (OPMYIMPOBAaHUS BHIBOJOB H T.m. C
MOMOIIbIO pedepaToB CTYIEHT IIy0Ke MOCTUraeT HauboJee CI0XKHbIE TPOOIeMbl AUCIUILTUHBI,
YUUTCS JAKOHUYHO H3JIaraTb CBOM MBICIH, MPaBUIBHO OQOPMIATH paboTy, AOKIAJAbIBATH
pe3yIbTaThl CBOETO TPY/a.

Lensimu Hanucanus pedeparta, JOKIaaa SIBISIOTCS:

- pa3BUTHE Yy CTYICHTOB HAaBBIKOB IIOMCKAa AaKTyaJbHBIX TPOOJIEM COBPEMEHHOTO

3aKOHOJIATEIILCTBA;

- pa3BUTHE HAaBBIKOB KpPAaTKOTO W3JIOKEHHUS Marepuaja ¢ BBIACICHHEM JIHIIb CaMBIX

CYIIECTBEHHBIX MOMEHTOB, HEOOXOAUMBIX JIJIsl PACKPBITHSL CYTH IIPOOJIEMBI;

- pa3BUTHE HABBIKOB aHAJIM3a H3YYCHHOrO MaTepuana u (GOpMyITUPOBaHUS COOCTBEHHBIX

BBIBOJIOB 110 BEIOpPAaHHOMY BOIIPOCY B MHUCbMEHHOMN (hopMe, HAYUHBIM, TPAMOTHBIM SI3BIKOM.
3amauamu HanucaHus pedepara, JoKIaaa sBISIOTCS:

- oOyueHue CTyJeHTa MaKCMMaJbHO BEPHO IepelaTh MHEHHs aBTOPOB, Ha OCHOBE paboT

KOTOPBIX 00y4aroUuiics muieT cBou pedepar;

- 0o0y4eHHe CTyIeHTa T'PaMOTHO H3JlaraTh CBOIO TO3WIIMIO 0 aHAIM3HpyeMoWl B pedepare

npobseme;

- TIOATOTOBKA CTY/ICHTA K JaJIbHEUIIEMYy YJ4acTHIO B HAYYHO — MPAKTUYECKUX KOH(DEpeHIHsX,

CEeMHMHapax M KOHKypCax;

- TIOMOUIb CTYJIEHTY OIpPENENIUThCS C HHTEPECYIoIledl ero TeMoi, AajbHEWIIee pacKpbITHE

KOTOPOH BO3MOXKHO OCYIIECTBUTh IPH HAMMCAHUU KypCOBOM paboOThl WJIM BBITYCKHON

KB (PHUKAIIMOHHON paboThI;

- BBIPa0OTKAa HABBIKOB KOHTPOJS M3JI0KEHUS HPUYMHBI CBOEro corjiacus (Hecorjacus) c

MHEHHEM TOTO WJIM HHOTO aBTOpa I10 TaHHOU Tpolieme.

[Tpornecc HanmcaHust pedepara, JOKIaa BKIIOYACT:

* BBIOOP TEMBI;

* COCTaBJICHUE TIJIAHA;

* 0JI00P UCTOYHUKOB U UX U3YYEHUE;

* HamKcaHue TeKcTa paboThl U ee 0opMIICHHE.

Temy pedepara, mokIana CTyIEHT BBIOMPAET CAMOCTOSITENBHO, OMNMpasCh Ha
npejiaraeMyo TeMatuky. B pabore Ha OCHOBE THIATENBHOTO aHAIM3a U 00OOIIEHHS HAyYHOTO
Marepuaja COIOCTABISIIOTCS pPAa3UYHBIC B3TJISIIBI aBTOPOB M OMPENENSIeTCs COOCTBEHHAs
MO3HIINST 00YYAFOIIETOCS ¢ U3JI0KEHUEM COOTBETCTBYIOIINX apTYMEHTOB.
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Paboty Hax pedepaTom, JOKIAIOM ClIeyeT HAYMHATH C OOIIEro 03HAKOMJICHHUS C TEMOM
(MpoYTEeHHE COOTBETCTBYIOILETO pa3jiena yueOHNKa, y4eOHOrO MOCOOHs M APYTrUX UCTOYHHKOB).
OpHako mepeyeHb UCTOYHUKOB HE JOJDKEH CBS3BIBATH MHULMATHBY oOydaromerocs. OH MOXET
UCTIOJIB30BaTh HAYYHYIO JUTEPATYPy, NOJOOPAaHHYIO caMOCTOsATeNbHO. OCOOCHHO BHUMATEIHHO
HEOO0XO/IMMO CIIEIUTh 32 HOBOHM JHMTEpaTypoil Mo M30paHHOW mpoOiieMaTHKE, B TOM YHUCIE 32
KYpHAJIBHBIMU CTaThbsiMU. Kpome Toro, He JMIIHUM OyIeT O3HAKOMHUThCS C pedeparamu
MPEIIECTBEHHUKOB 10 aHAJIOTMYHOM WM MOXO0XKEH TeMe, TJIe MOKHO MOYEPIHYTh HEKOTOPhIE
uzeu (IIpu 3TOM 00513aTeNbHO CAeNaTh CHOCKY B TEKCTE pabOThI), a TAKXKE MPUHATH BO BHUMaHUE
npasuiia opopmiieHus pedepara, 10kiIaaa. B mpouecce uzydeHus auTepaTypbl pEKOMEHAYETCS
JieNaTh BBIMHMCKH, TOCTENIEHHO TPYNNHPYSs M HAKaIUIMBas TEOPETHYECKUH M MPAKTUYECKUU
matepuan. Ilman pedepara, mokiana MODKEH OBITh COCTABJICH TAaKUM 00pa3oM, 4TOOBI OH
pacKpeIBaj TeMy pabOTHI.

CTpyKTypHBIMH 3JIeMeHTaMu pedepara, JOKIaga SBIAIOTCA: TUTYJIBHBIH  JIKCT,
coJiep)kaHue, BBEJCHHE, OCHOBHAS YacThb, 3aKJIFOUEHUE, CIIUCOK JIUTEPATYPbl, IPUIOKEHUS.

Bo «BBegeHun» HEOOXOIMMO pPACCMOTPETh AaKTYalbHOCTh TEMBI C TOYKHU 3PEHUA
COBPEMEHHOM HayKH, HBIHEIIHEro COCTOSIHUS o0lIecTBa U KyJabTypbl. Cienyer ykazaTb MECTO
0003HaYeHHON TPOOJIEMBI CPeIN IPYTHX, KaK YaCTHBIX, TaK U Oosee 00IInX, a Takke n30paHHOe
Bamu HanpaBieHue ee pacCMOTPEHUS.

BBenenne okanumBaercss (opMynupoBaHMEM IETH W 3a1ad  uccienoBaHus. Llenb
pedepaTa MOKET 3aKIFOYATHCS B TOM, YTOOBI 0OOOUINTH WIIM CPAaBHUTH Pa3IMYHBIC TTOAXOJBI K
paccMOTpEeHHIO MPOOIIEMBI, BBISIBUTh HANMEHEE WM HauboJiee N3y4eHHBIE €€ CTOPOHBI, TOKa3aTh
OCHOBHOI CMBICIT HCCJIEIOBATEIbCKOTO HANpPAaBICHUS, HAMETUTh MYTH €ro JaJbHEWIIEero
pa3BuTHs. 3ajauu (MX MOXKET OBITh HECKOJIBKO) OTpa)katoT Ooisiee NeTaJbHOE PaccMOTpPEHHE
nenu. B kauecTBe 3a/1a4 MOTYT BBICTYINATh: aHATU3 JTUTEPATYPhI 110 U30PAHHOM TeMe, CpaBHEHHE
pPa3IMYHBIX MOJAXOAOB K PELICHUIO MPOOIEMBbl, UCTOPUYECKUN 0030p, OMUCAHHE OCHOBHBIX
MOHSITUI UCCIICIOBAHUS U T.J.

«OCHOBHasl 4acTh» TOCBAIICHA CaMOMY HCCIEIOBaHHIO. B Hell, B COOTBETCTBUHU C
MIOCTaBJICHHBIMU 3aJladyaMH, PACKpPBIBACTCS TeMa palOTHL. 3/1eCh HYXKHO MPOCIEAUTH MYTH
pelIeHus TMOCTaBICHHON MpOOIeMBbl. JTO JeNnaeTcs ¢ MOMOIIBI0 IUTHPOBAHUS M IepecKasa
TEKCTa WCIOJIb3YEMBbIX BaMH JIMTEPATYPHBIX MCTOYHHKOB. COOCTBEHHBIE CIIOBA, KAaK IMPABHIIO,
3/1eCh HY)KHBI JJIS1 CMBICIOBBIX CBSI30K W JUIsS BBICKa3bIBaHUS CBOETO OTHOIIEHUS K IMO3UIMU
aBTOpA.

ITpu monrotoBke pedepaTa, JOKJIAAAa BaXKHO HAYUMTHCS BBIIENATH INIABHOE B TEKCTax
NEPBOMCTOUYHUKOB, C KOTOpbIMH Bbl paboraere. IIpexne Bcero, Hajlo «IOHSTHY» Ha3BaHUE
MOHOTpa(Uy WK CTaThH, TOTOMY YTO UMEHHO B HEM, KaK TPaBUIIO, KOHIICHTPHPYETCS] OCHOBHAS
ujies aBTopa. 3aTeM IMOCMOTPETh OTJIABJICHUE M TIPEAMETHBIN yKa3aTeib (YTOOBI OHSATh, €CTh JIN
B KHHWI€ TO, YTO BaM HYXHO). [loToM ciegyeT HaliTW Te 4YacTW TEKCTa, KOTOpPbIE COAEp)KaT
KJTFOUEBBIC MTOJIOKEHHS N3y9aeMON HAYYHOH MPOOJIEMBI, IPHYEM H3JI0KUTh HE TOJBKO BBIBOJBI
aBTOPOB, HO M T€ MCCJIE0BAHNUS, KOTOPBIE K HUM IIPUBEIIH.

Jis HamucaHuss OCHOBHOWM 4YacTu TpeOyeTcsi OCOOEHHO TIIATENbHO BBIACNATh U3
NPOYMTAHHBIX HAYYHBIX TEKCTOB TJIaBHbIE TOJOXKEHUS, OTHOCSIIMECS K Tpobieme, a 3aTeM
KpaTKo, JIOTHYHO M JMTEPATypHO TpaMOTHO WX uznaraTb. C 3TOH IeNbI0 MOJIE3HO UATH OT
o0mIero K 4YacTHOMY: Ha3BaHWE M KIIOYEBBIC TIOHSTHS TEOPHH, €€ aBTop, Korja Obuia
Npe/UIo’keHa W ToYeMy, K KakuM pe3yibTaraM IpHBeNla, KeM H KaK KPHUTHKOBalIach, KTO
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JOTIOJTHSUT M Pa3BUBAJ €€, KAKOBO COBPEMEHHOE COCTOSIHUE MpoOIeMbl, MHEHHE aBTOpa IO 3TOU
npobiueme.

OcHOBHasi 4acTh MOKET MPEIACTABIATH COOOW IEIBHBIN TEKCT, a MOXET COCTOSTh U3
HECKOJIbKMX ~ maparpadoB, HAYMHAIOIIUXCS IMPOHYMEPOBAHHBIM  MOA3aroyiioBkamu. s
WITIOCTPAIIMM OCHOBHOTO COJCPXKAaHUS MOXXHO HCIOJBb30BaTh PHUCYHKH, CXEMBbI, Tpadukw,
TaOJIMLIBI, TUarpaMMbl U POYKE HATJISAHbIC MAaTepUAIIbI.

BrIBo1BI 3aBepIlIalOT OCHOBHYIO YacTh. B HMX KpaTKO M3/1araloTcsi OCHOBHBIE PE3YIIbTAThI
paboThl IO MYHKTaM, COOTBETCTBYIOLIUM 3a/ladyaM HCCJIEeIOBAaHUS U OTPakKaeTcss MHEHHE aBTOpa
0 pe3ylbTaTax CpaBHEHUS W/WIM OOOOIIEHHS TOYEK 3PEHHs Pa3IMuYHbIX YyUeHBIX. B BbIBO/Iax
JIOJDKHO OBITH TMIOKA3aHO, YTO LEJb UCCIICAOBAHMS JOCTUTHYTA.

«3aKIII0YeHHE» TPECTaBIseT cO00M OOl UTOr paboThl ¢ KPAaTKUM IEPEUHCICHHEM
BBITTOJIHEHHBIX aBTOPOM 3TaroB MCCIEIOBAHUA. 3/1€Ch K€ MOKHO OTMETUTh IyTH JTAJIbHEHIIEro
UCCIICIOBaHMS, BO3MOXXHOCTH MTPAKTUYECKOTO IIPUMEHEHUS TOTYy4YE€HHBIX Pe3yIbTaTOB H T.JI.

Uznoxxenne wMartepuana JODKHO OBITh KpPAaTKUM, TOYHBIM, IIOCJIEIOBATEIbHBIM.
HeoOxonumo m30erath HEMPUBBIYHBIX WM JIBYCMBICICHHBIX MOHSATHH U KaTeTOpUHM, CIOMKHBIX
rpaMMaTu4eckux o00poToB. TepMUHBI, OTIEIbHBIE CIIOBA U CIOBOCOYETAHUS JIOMYCKAeTCs
3aMEHATh MPUHSATHIMU TEKCTOBBIMH COKpAIICHHSIMH, CMBICI KOTOPBIX SICEH M3 KOHTEKCTa.
Pexkomenmyercss Bkio4yath B pedepaT CXeMbl M TAOJMHIIBI, €CIIM OHH IIOMOTAIOT PAaCKPHITh
OCHOBHOE COJIepKaHHue MPOOJIEMBI M COKPAIIA0T 00BeM PadOTHI.

Odopmienue pedepara, JoKIaga

O0bem pedepara 0OBIYHO comepkuT 18+3 crpaHuil meyaTHOro Tekcra. KommuecTBo
CTpPaHUIl 3aBUCUT OT OOBEKTUBHOM CIIOKHOCTH PACKPBITUS TEMbI U JOCTYITHOCTH JTUTEPATYPHBIX
HUCTOYHUKOB.

[Tepssiit muct pedepara, T0KIaAa - TUTYJIbHBIN (Ha TUTYJIHHOM JIMCTE HOMEP CTPAHUIIBI
HE CTaBUTCS, XOTS U YUYUTHIBACTCH).

Cnucok nuTepaTypsl He JOJDKEH OTPaHNYMBATHCS TOJIBKO YUYE€OHUKAMU U HE MOXKET OBbITh
MeHee 5 uCTOYHHMKOB. CIMCOK IJIUTEpaTyphl JOJDKEH COJepKaTh Ha3BaHUS HWCTOYHHKOB,
(bamMHUITN ¥ MHUIHAIBI KX aBTOPOB, H3/1aTEIbCTBO, MECTO M T'OJ] OITyOJIMKOBAHMS, a TAKXKE 00IIee
KOJIMUECTBO cTpaHull. bubnuorpadus BeicTpanBaercs B apaBUTHOM HOPSIKE.

B mpornecce paboThl HEOOXOMMO JIeIaTh CCHUIKM Ha pabOTHl YYEHBIX, MBICIH KOTOPBIX
UCIOJIb30BaHbl B paboTe, U MO0 Mepe HaJJOOHOCTH OPOPMIIATH CHOCKH.

HanmenoBanue dopmar

dopmat Oymaru A4

Hlpudr Times New Roman, pa3mep (kerus) 14
Me:X1yCTpOUHBIN HHTEpBal 1,5

[Toxst: cneBa/cripaBa/cBepXy/CHU3Y 2/1/2/2

Cuocku (pudr) Times New Roman, pasmep 10

Homep cTpanuis

Pedepar, nokmam CcTyOeHT MOXKET WUIIOCTpUPOBaTh mpe3eHTanueil. Ilpum cocrtaBieHun
IPEe3eHTAlM1 HEOOXOIMMO YUUTHIBATh CIIEAYIOIIe TPeOOBaHUSI.

JUis  TOATOTOBKM  TNPE3CHTAlMM  PEKOMEHAYeTCS  HCIOJNb30BaHUE  MPOrpaMMbl
MicrosoftPowerPoint. CdopmynupoBaTh 1eb Mpe3eHTALMH, ONPEAETUTbhC €  (OpPMATOM,
BBICTPOUTH JIOTHUECKYIO LIENOYKY, ONPEASIUTHCS ¢ KAPTUHKAMU HWIUTFOCTPALUi, TuarpaMMam
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* IIpe3eHTAIUs He JoJKHA ObITh MeHbIe 10 crnaiios;

* TIEPBBI JIUCT — 3TO TUTYJIHHBIN JTUCT, HA KOTOPOM 00SI3aTEIIBHO JOJKHBI OBITh MPECTABIICHBI:
Ha3BaHUE MIPOEKTa; PaMUIHs, UMsl, OTYECTBO aBTOPA,

* CICAYIOUIMM CIAiJioM JOJDKHO OBITh COAEpXkKaHME, INIe IPEICTaBIECHbl OCHOBHBIE 3Tallbl
(MOMEHTBI) PE3EHTALlUN; )KEJIATEIBbHO, YTOOBI U3 COAEPMAHUS 110 TUIIEPCCHIIIKE MOYKHO MEPENTH
Ha HEOOXOAMMYIO CTPAaHHUILY U BEPHYTHCS BHOBb Ha COZCpPKAHMUE;

* IU3aiiH-3PrOHOMUYECKUE TpPeOOBaHMS: COYETAEMOCTh I[BETOB, OIPAaHUYEHHOE KOJIMYECTBO
00BEKTOB Ha claiizie, IIBET TEKCTa;

* OCJIEIHUMU ClIaliJaMH MPE3EHTAIMH JIOJKHBI OBITH TJIOCCAPHl U CIIUCOK JINTEPATYPHI.

KayectBeHHOe oOcBoeHHME y4yeOHOro MaTepualia HEBO3MOXXHO 03  OCBOCHHUS
COOTBETCTBYIOILIEIO MMOHATUHHOIO ammapaTa, ¢ 3TOM LENb CTYIEHThl MOI'YT BOCIIOJb30BaThCs
[JI0CCapueM, BKIJIIOYAOLIUM TEPMHHBI U MOHATUSA. T€PMHH — 3TO CJIOBO, WIM COYETAHUE CJIOB,
SBJISIONICECS] TOYHBIM OOO3HAYEHHWEM OIPENIEJIEHHOTO IMOHATUS KaKoH-THOO CrenuanbHOM
obnmactu Hayku. [loHsitTue — MBICIP O TMpeaMeTax W SBICHHUSIX JCHCTBUTEIHHOCTH,
oTOOpaxaroriasi Ux oOIIMe U CYIIECTBEHHbIE MPU3HAKH, CBSI3U M OTHOILIEHHUS.

Memooduueckue pexomenoayuu no HANUCAHUIO ICce.

TpeboBanust K coIep:KaHUIO dCce. Dcce MUILIETCS Ha OJHO W3 HUXKE MPEeaOKEHHBIX
HAy4YHBIX W3bICKAHUH TOrO WM MHOTO aBTOPA, HO MPEABAPUTEIBHO TEeMaTHKa 00s3aTeNbHO
COIIacoOBBbIBAcTCS C mpenogasareneM. Ilepen TeM Kak NepelTH K HaNMCaHUIO 3CCE HYKHO
MOJYYHUTh TO HAYYHOE MPOU3BENICHUE, HA KOTOPOE cOOMpaeTech B JallbHEHIIIEM HAIMCaTh 3CCe, U
BHUMATEIBHO TPOUYUTATH €ro (PEeKOMEHAYeTCs HCIOJIb30BaTh OMOMMoTeyHbiii ¢oug «/IBD
BABT», a Takke MHTEpPHET pecypchl, CIpaBoyHO-TpaBoByl0 cucremy «KoHcynbprant Ilmroc»
pa3zen Kiaccuka MpaBOBOTO Hacieawss W Jpyrue uctouyHuku). [locrme uero HeoOXxoanmo
U3JIOKUTh KpaTKOe CoJep)KaHue MpouyuTaHHoro Bamu HaydHoro mnpousBeneHusi, u Barie
cOoOCTBEHHOE MHEHHE Ha PacCMaTpPUBAEMbli HAYYHBIH TPy TOTO UK MHOTO aBTopa. [Ipu aTom B
3CCe YKa3bIBAIOTCSA KaK JOCTOMHCTBA, TAK U HEJOCTATKH aHAIM3UPYEMOTO IIPOU3BENICHUS, U €TI0
BKJIaJ] B OT€YECTBEHHYIO U 3apyOEKHYIO HAYKY.

Dcce MOMKHO OBbITh O0GOPMIIGHO W COJEPKaTh: THUTYJABHBIM JIMCT W OCHOBHYIO 4YacTh
(HemocpeICTBEHHO cofiepkanne dcce). OObeM dcce TOKEH COCTABIISITh MPpUMEPHO 7-15 nuctoB
MmarnuHonucHoro Tekcra (mpudt TimesNewRoman, mpudr 14, uarepsain 1,5).

H.ﬂaﬂ-rpa(bmc BBINOJHEHUS CAMOCTOSITEIbLHOM paﬁDTI)I

OYHasA O04YHO-
Tpynoem Buasi
. 3a04Has
Ne VY4ebHo-00pazoBaTenbHbIC KOCTh CaMOCTOSITEJILHOI
/1 €IMHUIIBI TUCIUTUTMHBI CPC, pPadoTHhI CTY/ICHTOB
4yachl
Hemm u 3aJaun 7/9 Occe 2 2
JTIOKyMEHTHPOBAHHUS Jloximan 1,5 2
1 YIIPABJIICHUYECKOU NEATEIBHOCTH. KonTponbHas pabora 1,5 2
Pedepar 2 3
5 8/9 Pedepar 3 3
HcTtopust n1enonpou3BOJCTBA B JHoxian 3 3
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Poccum. KonTponsHas pabora 2 3
CoBpemeHHOe 8/9 Jloxman 3 3
3 JIETIOTIPOU3BOJICTBO. [Tousarue Pedepar 3 3
ﬁi&gﬁ;ﬁfﬁBaHHon KonTponbras pabota 2 3
HopmaruBHO-MeToaMueCKas 8/10 KonTponbras pabora 3 3
4 Oaza JIOKYMEHTAIIHOHHOTO Tect 2 3
obecrieueHus ynpaBieHUs Pedepar 3 4
Odopmnenune ymnpaBieHUYECKON 8/10 Occe 3 4
5 | ZOKyMEHTaIuu Tect 2 3
KonTponbnas pabora 3 3
Cayx06a JIOV. 7/9 Pedbepar 2 2
6 Jlokmnan 1 2
KontposbHas padota 2 3
Tect 2 2
JlokyMeHTo000pOT 8/10 Pedepar 3 3
7 | opranuzamnuy. Jloxian 3 4
KonTposnbsHas pabora 2 3
[udposas Tpanchopmanus 8/9 Occe 2 3
JIOKYMEHTOO000pOTA. Tect 2 2
8
KonTponbHas pabora 2 2
Pedepar 2 2
Opranuzanus paboThI c 8/10 Occe 2 3
JOKYMCHTaMH. CucreMaTu3amnus TecT 2 3
9 M XpaHCHHUEC TOKYMCHTOB Pedepar 2 2
KoHnTponsHas paboTa 2 2
CocraBiieHue JIOKYMEHTOB. 8/10 Jloxman 2 3
OcoOeHHOCTH sA3BIKA M CTHIIA Pedepar 2 2
10 | ciryskeGHbIx JTIOKYMEHTOB. Soce ) 3
JenoBbie nucbma Teor > >
OcCO0OEeHHOCTH TMOATOTOBKA U 8/10 Hoxkmang 3 4
11 | obopmIeHHs OTAEIBHBIX BHJIOB Dcce 3 3
AOKYMCHTOB. Pe (bepaT 2 3
12 Pabota ¢ xoH(UAECHIMATEHBIMU 7/9 Occe 4 5
JIOKyMEHTaMHU Tect 3 4
Cucremaruzanus " 8/10 KontposnbHas pabota 2 2
obecrieueHne COXPaHHOCTH Pedepar 2 3
13 | noKyMeHTOB. [TonroroBka Jloknan 2 3
JOKYMEHTOB K  apXHBHOMY 2 2
XPaHEHUIO Tecr
Cuctema JIETOTIPON3BOICTBA 7/10 Pedepar 4 5
14 rOCyJapCTBEHHOM CITykKOBI. Tect 3 4
[ToaroroBka k 3adery
108/134 108 134
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B ocBoeHMH IUCHMIIIMHBI MHBAINAAMU M JIMLIAMHM C OTPAHUYEHHBIMU BO3MO>KHOCTSIMU
310pOBbsI OOJIBIIOE 3HAUCHHE MMEET MHAMBHAYyadbHas padota. [log mHIuBuAyansHONW paboTOM
noJpasymeBaroTcs ABe (HOpMbl B3aUMOJEHCTBUS ¢ IpenoJaBaTeieM: HHAUBUyalbHas ydeOHas
pabota (KOHCYJbTAllMH), TO €CTh JOMOJHUTEIBHOE pa3bACHEHHE Yy4eOHOro Marepuaga u
yIIIyOJIeHHOE M3Y4YE€HUE MaTepualla ¢ TeMHU O0y4arollMMUCs, KOTOPbIE B 3TOM 3aMHTEPECOBAHBI,
U WHAMBHIyalbHAas BOCHHUTaTeNbHas pabora. VHAMBHIyanbHbIE KOHCYJIbTAIlMM 1O IMPEIMETY
ABIISIIOTCSL  BaXKHBIM  (DAaKTOPOM, CHOCOOCTBYIOUIMM — MHIMBHMIyaldu3alMd OOydeHHs U
YCTaHOBJICHHIO BOCIMTAaTEIbHOTO KOHTAKTa MEXAY MpenojaBaTelleM M O00ydaroIInMCs
MHBAJIUAOM WM 00y4arOUIMMCs C OTPaHUUYEHHBIMU BO3MOKHOCTSIMH 3/10POBbSL.

VY4ebHOo-MeToIM4YecKHe MaTepualbl Ul CaMOCTOSTEIbHOM pPabOThl OOydaroOLMXCS M3

qucjia MHBAJIMAOB U JIUI[ C OTPAHUYCHHBIMHU BO3MOXHOCTIAMU 3A0POBbA MPCAOCTABIAIOTCA B

dopmax, aTanTUPOBaHHBIX K OTPAHUYCHUSAM UX 37I0POBbS M BOCHPUATHS HH(OPMAIIHH:

071 1Y ¢ HAPYUEHUAMU

3penus:

071 1Y, ¢ HAPYULEeHUAMU

cayxa:

071 1Y ¢ HAPYULEeHUAMU
ONOPHO-08U2AMENBHOZO

annapama:

— B IIeUaTHOU (hopme
YBEITMYEHHBIM HIPUPTOM,
— B popMe 2IeKTpOHHOTO

JIOKyMEHTA,

— B TIeUaTHOU ¢opme,
— B (hopMe 31eKTpOHHOTO

JIOKYMEHTA.

— B TIeUaTHOU (opme,
— B popMe 2IEKTPOHHOTO
JIOKYMEHTA,

— B popme ayanodaiina.

— B opme aynuodaiina.

7. MIEPEYEHb TH®OPMAIIMOHHBIX TEXHOJIOT U ¥ TIPOTPAMMHOTI'O
OBECIIEYEHMUSA
B yuebGHOM mporecce HCHOIB3YIOTCS JIMIIEH3MOHHBIE BEPCHUM MPOTPAMMHBIX MPOAYKTOB,
oOecreynBaroIlMe MOBBIIIEHNE KauyecTBa MPOBEIEHHUS 3aHATHA Ha OCHOBE HCIIOJIb30BAaHUS
COBPEMEHHOUN KOMITBIOTEPHON TEXHUKH: omepannronHas cuctema Windows XP, 7,0, 8.1; maker
nporpamm MicrosoftOffice 2013; anTtuBupycHoe nporpammuoe odecneuenue eset ENDPOINT

ANTIVIRUS . Dnekrponno-6ubanoreunas cucrema (ObBC) www.znanium.com. IIpeseHraruu

odopmisroTest B mporpamme PowerPoint.

B cayuae BO3HUKHOBEHHUsI (BO30OHOBIIGHHS) CJIOKHOM  AIUIEMUOIOTHYECKOMN
00CTaHOBKOM B pervoHe, BbI3BaHHOWN manjemueil kopoHaBupyca COVID-19 wumum uHBIMHU
HEOJIaronpusATHBIMUA YCIOBHSIMM, Y4eOHBIM Npolecc MPOBOAMTCS B TUCTAHIIMOHHOW (opme c
npumenenueM JIOT nocpeacTBom miaatdopMbl AJs IPOBEJACHUS ayAUO U BUJICOKOH(pEPEHIH B
peXHUMEe JIBYCTOPOHHEH BHJICOKOH(pEpPEHLUHU, Tle oOydamoluuiics M MpenojaBareilb HUMEIOT

BO3MOXXHOCTb BHJIETb U CJIBIILIATh APYT APYTa, COINIACHO CIEAYIOUIeH nmpolenype:
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- mpodeccopcKo-MpenoaaBaTeIbCKUil COCTaB OCYIIECTBIISIET 3aHATHUS ¢ 00Yy4arOIIUMUCS,
TEKYIIYI0O M MPOMEXKYTOUYHYI0 arrecraiuio ¢ npumeHeHuem JIOT, Bkimtouas oOydeHue cC
UCIIOJIb30BAHUEM COBPEMEHHBIX HMH(POPMAIIMOHHBIX M TEJIEKOMMYHHUKAIIMOHHBIX CHCTEM,
METOJIMYECKOe, TEXHOJOTMYEeCKOe W OpraHu3alMOHHOE obecrieyeHne Y4eOHOTo IMpolecca;
OKa3bIBaeT O0YYaIOIUMCSl UHIUBUIYAIbHbIE KOHCYJIbTAIIMU C IPUMEHEHHEM HH(DOPMAIIMOHHBIX
U TEJIEKOMMYHHUKAIMOHHBIX TEXHOJOTMH TMOCPEICTBOM: JJIEKTPOHHOM IIOYTHI; OHJIAKH
KOHCYJIbTAIlMM C HKCIIOJIB30BAaHUEM TEIEKOMMYHUKAIIMOHHBIX TEXHOJOTHI; KOHCYIbTAIIMH C
HCIIOJIb30BAaHUEM DJICKTPOHHON HWH(OpMaIMOHHO-00pa30oBaTeIbHON cpenbl (4ar, BeOWHAp),
KOHCYJbTallMKM B (QopyMax yueOHBIX AUCHMIUIMH 3JIEKTPOHHOW CHUCTEMBbl JUCTAaHIIMOHHOTO
00y4eHus;

- KX/l 00yJaromuiicss iMeeT cBoOOHBIN AOCTyn Ko BceM cepucam IMOC, KOTOpbIit
MEePCOHATU3UPOBAH (MO0 €MHON YUETHOM 3aMHChi0) U UMEET eMHYI0 TOUKY BXO/a;

- JMIO0, OTBETCTBEHHOE 3a TEXHUYECKOE COMPOBOXKICHHE Y4YeOHOro mpoiiecca,
OCYIICCTBIISICT TOJKIIOUCHUE K BEOWHAPHOW KOMHATE WIPEMoAaBarelisi, I OOCCIICUCHHS

ydacTusa 06y11a101111/1xcs1, B U3Yy4YCHHUU y‘Ie6HI>IX JUCHUITIINH.

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCHUIIJINHBI

Hns  oOecrieyeHHss TMOATOTOBKM — oOywaromuxcsi B «JlanbHEeBOCTOUHOM  duinane
®denepanbHOr0 TOCYAAPCTBEHHOIO OOJHKETHOTO 00pa30BaTENbHOTO YUYPEXKJIEHHsS BBICIIETO
oOpazoBanus «Bcepoccuiickas akajneMusi BHEIIHEH TOProBiad MUHUCTEPCTBA SKOHOMHUYECKOTO
pazButus Poccuiickoii ®enepauun» co3naHa HeoOxoiumas HHQOpMalMoHHas 0asza, H
o0ecrieyeH JOCTyN 00yJaroIuxcs K pa3IMYHbIM CETEBbIM HCTOYHMKAM MH(pOpPMAlUH, BKIIOYas
HuTtepHert, uTo crocoOcTBYeT 3(h(heKTHBHOMY MOJIYUYEHHUIO MPO(ECCHOHANBHBIX HABBIKOB.

OcBoeHMe AUCIUIUIMHBI OCYIIECTBISETCS B YIeOHOU ayauTOpuu, paccuntanHor Ha 80-130
CTYJEHTOB, 00OpPY/J0BaHHON MYJIbTHUMEIUNHBIM KOMIUIEKCOM M 3KPaHOM JUIsl JIEMOHCTpALUU
CJIaliIOBBIX MPE3EHTAlMil U MHBIX HEOOXOAMMBIX MaTepuainoB. (s camocTosTenbHOU padOThI
o0Oyyaromuxcst MOTyT OBITh HCHOJb30BaHBl yueOHble aynutopun Ne 415 («HayuHo-
uccienoBarenabckas Jadopatopus»), Ne 206 («KoMnbroTepHBIN Ki1acey).

Aynutopun 6udnuotexku 207, 209 o6opynoBaHHbIE 5 paOOYMMU CTAHIIUSIMHU C JOCTYIIOM K
cet «IHTEpHET» U B ANEKTPOHHYIO NHPOPMAITMOHHO-00pa30BaTEeNbHYIO CPEly OPTaHU3aluH, U
KOMILJIEKTOM y4eOHoi Mebenu Ha 35 mocajoYHbIX MECT.

B cooTrBeTcTBUM C COAEpKAHMEM TEOPETUYECKOM M MPAaKTUYECKOM YacTH Kypca

UCIIONIB3YETCSl HayyHas JUTepaTypa, JJIEKTPOHHBIE PECypChl, TEXHUYECKoe 00OpyAOBaHUE
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(opucHas Texnuka, kommbioTepsl) IBD® BABT u Tex opranuzammii u y4pekICHHUH, TIe
CTYJEHTBI IPOXOJAT UCCIIEN0BAHUS U IPOU3BOACTBEHHYIO ITPAKTHUKY.

OOyueHne WHBWIMAOB M JIMIl C OrPAaHUYCHHBIMH  BO3MOXKHOCTSAMH  3/I0POBBS
OCYILECTBIISICTCS ¢ IPUMEHEHHUEM CIIEUAILHOTO 000py10BAHUS:

a) JUIsl JIML ¢ HapyLIEHUeM cilyXa (aKyCTHUUECKUI YCHUIIUTENb U KOJOHKH, MYJIbTUMEUIHbIN
MIPOEKTOP);

0) nmns JuI ¢ HapyUIeHHeM 3peHus (MyJIbTHUMEIUHHBIA TPOEKTOp (MCIOJIb30BaHHE
IPE3EHTAlMN ¢ YKPYITHEHHBIM TEKCTOM);

B) Ui JIMI] C HApYyLUIEHUEM OIOPHO-JBUIATEIBHOrO ammnapara (IepcoHalbHble MOOUIIbHBIE
KOMITBIOTEPHI-HETOYKH).

ITpu nHeobxoaumoctu ucnonbdyercs Kab. Ne 107 — «KabuneTr njiasi MHBAaIMIOB M JIMIl C

OB3».

9. BUBJINOTPA®UUYECKHI CITUCOK

HopMaTHBHO-TIpaBOBbIE IOKYMEHTHI
1. @Oenepanbhblil 3akoH oT 27.07.2006 N 149-03 "O6 unbopmaiuu, HHPOPMAIIMOHHBIX

TEXHOJIOTUSIX U O 3amuTe nHpopmarn”

2. ®denepanbHbIii 3aK0H oT 27.07.2006 N 152-®3 "O nepcoHaIbHBIX JaHHBIX"
3. ®denepanbhblil 3akoH 0T 06.04.2011 N 63-D3 "OO6 snekTpoHHOM moamucu'”;
4. Vxka3 Ilpesunenrta Poccuiickoit ®enepanyu ot 06.03.1997 N 188 "OO6 yrBepxaeHuu

[Tepeuns cBeneHuit KOHQUIEHIMAIBHOTO XapakTepa'.

5. «'OCT P 7.0.8-2025. HanmonanbHblii cTangapt Poccuiickoii @enepamuun. Cucrema
CTaHJapTOB 1Mo WHpOpMaIuu, OMOIUOTEYHOMY M M3JaTEIbCKOMY neny. [lenonpousBoicTBO U
apxuBHoe aeno. Tepmunsl u onpenenenus» (yrs. [Ipukazom Poccrangapra ot 28.01.2025 Ne30-
CT)

6. «'OCT P 7.0.97-2025. HammonanbHbiét ctanmapt Poccuiickoit ®enepammu. Cucrema
CTaHJapTOB MO HHGOpMAIMK, OMOTMOTEUHOMY W H3AATelbcKkoMy Jneny. OpraHu3almoHHO-
pacriopsauTenbHas JoKyMeHTanus. TpeGoBaHus Kk opopMIIEHUIO TOKYMEHTOB» (yTB. [IpHrkazom
Poccrangapra ot 26.06.2025 Ne622-cT)

7. I'OCT P HUCO 30300-2015 «CUBUI». Undopmamus u gokymeHtanusi. CucreMsl
ynpaBieHus fokyMeHTaMu. OCHOBHbBIE TIOJIOKEHUS U CIIOBaph)

8. I'OCT P UCO 7.0.101-2018/ CO 30301 «CUBU». Uudopmarus 1 TOKyMEHTALHUS.

CucreMsl YIIpaBJICHUA JOKYMCHTAMU. TpC6OBaHI/I$I».
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Q. I'OCT P 7.0.95-2015 Cucrema crangaptoB 1o uH(opManuu, OUOIMOTEUHOMY U
HU3JaTCIILCKOMY HOCIY. QHGKTpOHHbIe JAOKYMCHTHBI. OcCHOBHEBIE BUAbI, BBIXOAHBLIC CBCIACHNA,

TexHoysioruueckue  xapaktepuctuku. (YTB. [lpukazom DeaepanibHOr0  areHTCTBA 110

TEXHUUYECKOMY PETrYIANPOBAHUIO U METPOJorun oT 9 .12. 2015 r. N 2127-c1).

OcHoBHast TuTeparypa
1. Kynses, H. H. JloxymentoBenenue : yueObnuk / H. H. Kynses, /. H. Ypamos, A. T.
®abpuunoii ; mox pex. npod. H. H. Kynaesa. - 2-e uzn., crep. - Mocksa : Jloroc, 2020. - 352 c. -
(HoBas ynuBepcutetrckas oubmuoreka). - ISBN 978-5-98704-329-5. - Tekcr : 37€KTpOHHBIN. -
URL: https://znanium.com/catalog/product/1211628

2. beikoBa, T. A. JlokyMeHTaIIMOHHOE 00ECTICUeHUE YIIPABICHUS (JIeTOMPOU3BOJICTBO): yueOHOE
nocobue / T.A. brikosa, T.B. Ky3nenosa, JI.B. Cankuna ; nog o6mur. pen. T.B. Ky3nenosoi. —
2-¢ u3 ., nepepad. u gon. — Mocksa : UTHOPA-M, 2020.— 304 c. + Jlomn. MaTepuabl
[DnexTpoHHbIi pecypc]. — (Briciee o6pa3oBanue: bakanaBpuar). - ISBN 978-5-16-004805-5.
- Tekcr : anextponubiid. - URL: https://znanium.com/catalog/product/1078152

3. I'pozosa O. C. [enonpouspoactso. M.: Opaiit, 2020. 127 c.

4. Kazanues C. . JlenonpousBoactBo u pexxum cekpetHocTH. (CI10). Yuebnuk. M.: FOctunus,
2021.

5. KamwkaukoBa A. H. [emonpousBonactBo u pexum cekperHoctd. (CIIO). Yuebnuk. M.:
FOcTumus, 2021. 162 c.

6. Konpiikuna T. b. JlenoBble KOMMYHHMKAIIMU, JOKYMEHTOOOOPOT W ACIONPOU3BOACTBO. M.:
FOpaiir, 2020. 164 c.

7. Kopuee U. K. [lenmonpoussoactBo. OO6pasiipl, A0KyMeHThl. OpraHuzanuss U TEXHOJOTHS
pabotel. M.: [IpocnexT, 2021. 480 c.

JlomoJiHuTeIbHAS JIUTEpPaTypa

1. AcanueB A. M., Muponosa U. 1. u np. OcHOBBI J1e101Ipon3BoIcTBa. Y4yeOHoe mocodue. M.:
Hudpa-M, 2017. 148 c.

2. AbpamoBa H. A. FOpuanueckoe enonpon3BoCTBO. YueOHOoe mocodue /it OakanaBpoB. M.:
[Tpocnexkr, 2021. 224 c.

3. KopreeBa A. Il., Amenmuna A. M., 3arpebensubiii A. 1. [demonpousoactBo. OOpasiisl,
JTOKyMeHThl. Opranuzanuus u TexHosnorus padotsl. M.: [Ipocnekt, 2019. 480 c.

4. Kysuenos U. H. JlenonpousBoactso. YuebHo-cpaBoyHoe nocodue. 10-e uza. M.: Jlamkos u
Ko, 2021. 405 c.

5. Kyznenor WM. H. [loxymenTtanimonHoe oOecriedeHue ympaBieHus. JJoKymMeHTOOO0OpOT u
nenonpoun3BoictBo. M.: FOpaiit, 2020. 463 c.

6. Uepnosa O. A. Jlenonpou3BoJICTBO U peXUM cekpeTHocTH. YueoHuk. M.: KuoPyc, 2021.

7. lysanoBa H. H. OcHoBel aenonpou3BoacTBa. S3bIk ciykeOHOro mokymenta. M.: FOpaiir,
2020. 429 c.
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IIpodeccnonanbubie 0a3bl JAHHBIX U HHPOPMALMOHHbIE TOUCKOBbIE CHCTEMBI,

WHTEPHET- pecypchbl CBOOOTHOIO J0CTYIA

1.0¢unmaneHblii  caiiT mpaBuTenbcTBa Kamuarckoro kpast: https://www.kamgov.ru/gov-

entity/iogv.
MI/IHI/ICTepCTBO prz[a nu pa3BI/ITI/I${ KaI[pOBOFO IIOTCHOHAaJIa KaM‘{aTCKOFO KpaHZ

https://www.kamgov.ru/agzanyat

JHenonpousBoacTBo. Mupopmanmonnslii noprai. http://www.dist-cons.ru

Oxpana Tpyna https://ohranatruda.ru/

HenomnpousBoactso. Mupopmannonnsiii moprai: http://www.funnycong.ru/

IIpaBoBoii moptai mo aenonpousBoacTBy. http://delpro.narod.ru/

Oxpana tpyna Poccun https://ohranatruda.ru/

- uaopmanroHHbIi mopran https://ohranatruda.ru/

- KoHCybTaluK https://ohranatruda.ru/consultant/index.php

8. udopmaninoHHbIe CUCTEMBI, CCHIIKU Ha KoTopbie pa3merieHsl B ObC JIBO® BABT http://dvf-
vavt.ru/bibliotekal/help_stud/

«JanpHeBocTOUHBIN (unuan deaepanbHOT0 TOCYIaPCTBEHHOTO OF0IKETHOTO
00pa30BaTEIHHOTO YUPEKACHUSI BBICIIIETO O0Opa30BaHUs
«Bcepoccuiickast akageMusi BHEITHEN TOPrOBIN
MunucTepcTBa YKOHOMUYECKOTO pa3BuTusa Poccuiickoit denepann»

s —

KA®E/JPA «kECTECTBEHHBIE N COHUAJIBHO-I'YMAHUTAPHBIE
HAYKN»
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10.0. OEHOYHBIE CPEJACTBA U MATEPHUAJIbBI

1o HanpasieHuto noarotoBku 40.03.01 «HOpucnpyneHuus»
HanpasnerHocTh (Tpohminb) «MexayHapo HO-TIPaBOBOI
(vposenwv bakanaspuama)

(Aucyunauna no evlo0opy, yacmu, Gopmupyemou y4acmHuKamu
00pa308amelbHbIX OMHOUEHUL)

®dopma o0yueHus (0uHast/ OUHO-3a09HAS)

r. [lerponasiosck-Kamuarckuii

2025 rop
10.1.ITACIIOPT
OLEHOYHBIX CPEJACTB
Ne OueHo4HBbIE CPeCTBA

o/ KonTposmpyemble KoMneTeHIMH

TeCT, pedepar, T0KIaa, KOHTPOIbHAS
1 | VK4 paboTa, yCTHBINA OTBET, 3CCE, KOHTPOJIHHBIE
BOIPOCHI, BHIHOCUMBIE Ha 3a4€T

TecT, pedepar, ToKIaa, KOHTPOJIbHAs
> | mK-1 paboTa, YCTHBIN OTBET, 3cce, KOHTPOJIbHBIE
BOITPOCHI, BBIHOCUMBIC Ha 3a4€T

I_[JIH CTYACHTOB C OrPAHUYCHHBIMHA BO3MOKHOCTHMM 3/I0POBbS MPEAYCMOTPCHDBI

CJIeAymue OCHOYHbIC CPEACTBA:
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Ne Kamezopuu Dopma KORMPONA U OUEHKU

Buowl oyenounvix cpeocme

n/n mazucmpos pe3ynbmamos 00yueHus
C napymienueM Hayunble cTaThy, MMCHMEHHBIE [MpenMymiecTBEHHO MMCHMEHHAS
1 ciyxa CaMOCTOSITEIIbHBIC PabOTHI, BOIIPOCHI K HpoBepKa

3a4ery, pedepar, acce

C HapyuieHHEM CobecemoBaHnue 1Mo BOIPOCaM K [IpenmyIiecTBEHHO YCTHAS
2
3pCHUA 3a4€TYy,; BBICTYIIJICHUC C JOKJIA10M, HpOBepKa(I/IHILI/IBI/IILyaJII)HO)
C HapyIieHHeM Tecr, ,pedepar, mokmazm, scce, OpraHusaiiys B3auMO/ICHCTBUSI
OIOPHO- BOIPOCHI K 3a4eTy ¢ 00y4arOLIMMHKCS TOCPEICTBOM
3 .
JABHUTI'aTCIIBHOTO OJICKTPOHHOM ITOYTHI,
anmnapara NHMChbMEHHAs TIPOBEPKa
10.2 Il;nan — rpa¢uk NpoBeIeHNUsI KOHTPOJIbHO-0LEHOYHBIX MEPONPUSITH I
1o AucHunInHe «/lea10npou3sBoacTeo»
HazBaunue Cpok
Bua oueno4Horo
OII€HOYHOT0 cem/Kypce
cpeacTsa O0beKT KOHTPOJIA
MepOonpUATHS OuHoe/3a04HOE
BX01HOM KOHTPOJIb YcTHBIM onpoc YpoBeHb 3HaHU 4/3
KagectBo ocBOCHUS 4/3
TECT MaTtepuaia
pedepar, gokIa, OPUTHHAITLHOCTH

Texkyuuit KOHTPOJIb
acce, MaTepuaia

KOHTpOJIbHAs paboTa | coOmroieHne TpeboBaHmit
OCBOCHHE KOMIIETEHIIUN

[TpaBUIILHOCTH OTBETOB Ha 4/3

Nroroseii BOIIPOCHI
3a4er

KOHTPOJIb

© N o o M w0 Do

10.3 Konmponwnusie 6onpocel, 6binocumbie Ha 3auem
[Ipeamer, conepxkanue u 3agauu JOVY.
MecTo 1 posb TOKyMEHTOB B YIIPaBICHUH Ha COBPEMEHHOM JTaIle.
Knaccudukanus 10KyMeHTOB.
CocraB HOpMaTUBHO-MeTonueckon 6a3el JIOY.
Crangapruzanus u yaudukamus cucremsl JJOY.
O6mepoccuiickue kiaccu(PpUKaTOphl JOKYMEHTAIUH.
I'ocynapcTBeHHas cucTeMa JOKYMEHTAlMOHHOTO 00ecieueH sl yIpaBIeHHUsI.

bmankn JOKYMCHTOB U Tpe6OBaHI/I${ K HUM.
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10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.

Crpykrypa nokymenta. TpeboBanus k opopmienuto qokymenToB mo ['OCT.
Cucrema OpraHM3allMOHHON TOKYMEHTALIUH.

Cucrema pacnopsiiMTeIbHON JOKYMEHTAIUH.

Cucrtema MHPOPMAIIMOHHO-CIIPABOYHOM JOKYMCHTAIHH.
CayxeOHasi TeperucKa Ha MpeIpUsTHH.

JlenoBasi peyb U ee rpaMMaTHYeCKHe 0COOCHHOCTH.

[ToHATHE M TPUHIUITBI OPTaHU3AKN JOKYMEHTO000pOTA.
[TpoxokeHrEe U MOPSIOK UCTIOTHEHUS BXOASIINX JOKYMEHTOB.
[TpoxokeHre NCXOAAIIMX U BHYTPECHHUX TOKYMEHTOB.

Pabota ¢ koHpUIEeHINATBHBIMHA JJOKYMEHTaMH.

Pabora ¢ nrucbMamMu 1 00paleHUAMU TPaKIaH.

CocraBiicHUE HOMEHKIJIATYPBI JICI.

dopmupoBanue u opopmIICHHE JIeI.

HOILFOTOBKa U niepcaada JO0KyMCHTOB Ha apXHMBHOC XpaHCHUC.

10.3 Temwt pechepamos, 0oknaoos, ycce
1  TloHsTHE «IOKYMEHT», OTJIHMYUTEIILHBIC IIPU3HAKU JIOKYMEHTA, UCTOPUS PA3BUTHS MOHSATHS,
COBPEMEHHOE COCTOSIHHE BOIIPOCA.
2  JIOKYMEHT KaK CUCTeMa. DJIEMEHTHI, (JOPMUPYIOIIUE JOKYMEHT KaK CUCTEMY.
3  OOs3arenbHble NPU3HAKK JOKYMEHTa, CBOICTBa JIOKYMEHTa, COLUajIbHble (YHKIUU
JIOKYMEHTA.
4  ConuanbHas KOMMYHHUKAIHS, YCIOBHS €€ pealn3alii, HEOOXOJWMOCTh € ITOJIC3HOCTH,
KOMMYHHKAITIOHHAsI TOTPEOHOCTh, KOMMYHHKAITMOHHBIC KaHaJbl CBSI3U, JOKYMEHT Kak
MaTepuaibHas OCHOBA COIUAIBHON KOMMYHUKAIIUH.
5  JIoKyMEHT B CHUCTEME€ COLMaJbHOW KOMMYHHUKAIIMH, €r0 CBOMCTBA M (DYHKUIUU C TOYKHU
3peHUs COIUAIIBHON KOMMYHHKAIIMH, KOMMYHUKAIIMOHHBIE Oapbepsl, CITIOCOOBI KOJMISCTBCHHON
OIICHKH JIOKYMEHTHON KOMMYHUKAIIUH.
6  JlokyMeHTHas IesTeIbHOCTh, MPOIECCHl OOpaIeHHs TOKYMEHTA.
7  JlucuuMmiuHapHOE TOCTPOCHHE COBPEMEHHOW Hayku, Jlelompou3BOJCTBO Kak HaydHas
JUCITUTUIMHA, MECTO JIOKYMEHTOBEIICHUS B Py IPYTHX HAYYHBIX JTACIUTIIHH.
8  IIpemMeT TOKYMEHTOBEICHUS M METOJIBI HCCIIETOBAHUS.
9  OOmue NPUHIMUIBI CUCTEMATHU3AINH U KiIacCU(DUKAIMKN W3y4aeMbIX OOBEKTOB, OCHOBHAS
TEPMHHOJIOTHS, TpUMEHseMas TpU KIACCHPUKAIUU HM3Y4aeMBbIX OOBEKTOB, TMPUHITUIIBI

KJ1accu(puKanuu JOKyMEHTOB.
26



10 Knaccudukamnus J0OKyMEHTOB IO crioco0y (pukcannu nHGOPMAIUK B TOKYMEHTE.

11 Knaccudukanus JOKYMEHTOB 10 BUJaM MaTepUAIbHOM OCHOBBI JOKYMEHTA.

12 Knaccudukanus JOKyMEHTOB IO BUAaM HUH(OpMaIy, 3apUKCUPOBAHHON B TOKYMEHTE.

13 Knaccudukanusi JOKYMEHTOB 10 BHJaM PEKBU3UTOB, MPUMEHSEMBIX AJI1 UACHTU(DUKAIINH
JIOKYMEHTA.

14 Knaccudukauus  JOKyMEHTOB 1o  cnocoOy — uaeHTH(ukaumum  uHGOpMauy,
3a()MKCUPOBAHHON B IOKyMEHTE.

15 Knaccudukamnus 10KyMEHTOB 10 CIIOCOO0Y OBITOBAaHUS JOKYMEHTA B YEJIOBEUECKOM Cpejie.
16 VuuBepcanbHas JecsATHYHAs KiacCUPHUKAIUs: €€ Ieb U Ha3HaueHue, MpUMeHsemast
TEPMUHOJIOTHS, IPAaBUJIA €€ TIOCTPOCHUS, MTOPSAIOK €€ OpraHU3aIHH.

17 MexnayHapoaHas TaTeHTHas KIacCUpHUKAIM: €€ Ielb U Ha3HaYeHHe, NpUMEHsAeMas
TEPMHHOJIOTHS, IPaBUJIA €€ TIOCTPOSHUS, MOPSA0K €€ OPTaHU3alliH.

18 Tumnonorudeckas kiaccHU(pUKalus IOKYMEHTOB: €€ Ieib U Ha3HaueHue, MpUMEHseMas
TEPMUHOJIOTHS, IPAaBUJIA €€ TIOCTPOCHUS, MOPSIOK €€ OpraHU3aIHH.

19 Krnaccudukanus 10KyMEeHTOB JUis 1esieil popMHUpPOBaHUS TIEPBUIHBIX

10.4 Temwt KonmpoabHbix pabom

1. OcHoBHBIE PYHKIIMOHAIBHBIE CUCTEMBI JOKYMEHTALIH.
2. Knaccugukaropbl JOKYMEHTHPOBaHHOM HH(pOpMAIUH: LElb CO3/1aHHA M Ha3HAYeHHE
IIPUMEHEHUS.

3.IloHATHE «IOKYMEHTHBIH pecypc» M M3HAyallbHblE €ro CBoOWCTBa. J[MHAMHKa COCTOSIHMA,
napaMmeTpsl ero GOpMUPOBAHHUS.

4 Tloppaznenenne JOKYMEHTHOTO pecypca 10 UICTOYHHKAM CO3/1aHusl U MECTaM XpaHEHUsI.
5.JlokymeHTHBIE pecypchl ApxuBHOro Gonaa Poccuiickoit deneparui.

6.JloxkyMeHTHBIE pecypchl (ellepalbHOro perucTpa HOPMATUBHBIX MPABOBBIX aKTOB CYOBEKTOB
Poccuiickoit @enepanun.

7.JIoKkyMeHTHBIE pecypchl TOCYAapCTBEHHON CHCTEMbBI HAYYHO-TEXHUYECKON MHPOPMAIIIH.
8.JlokymeHTHBIE pecypcbl ['ocynapecTBeHHOT0 mateHTHOTo GoHaa Poccuiickoit denepanuu.
9.JloxyMeHTHBIE pecypchl (eepaabHOro HHPOPMAIMOHHOTO (HOHIA TEXHUUYECKUX PErJIaMEHTOB
U CTaHJApTOB.

10.EnuHas uHpOpMAITMOHHAS CUCTEMA M0 TEXHUYIESCKOMY PETYIIHPOBAHHMIO.
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10.5 Bonpocwt 013 npakmuueckux 3anuamuil
1. 3aKoHOJIATENIbHOE peryaupoBaHue Jenonpons3BoacTsa B PO. denepanbhblii 3akoH «O0
uHpopManuu, UHHOPMAIIMOHHBIX TEXHOJOTHX U 0 3amuTe nHpopmanuny. OenepanbHblil 3aKOH
«O xommMmepueckoil TaitHe». DenepanpHbli 3aKk0oH «OO0 apxuBHOM jene B Poccuiickoi
Oenepaunny. DenepanbHblid  3akOH  «O  mepCOHANbHBIX  JaHHbIX». [locraHoBiIEeHUE
npaButenbecTBa PO «llpaBuna mMOATOTOBKM TPABOBBIX aKTOB  (elepalbHBIX OpPraHoB
MCIIOJTHUTENIHOM BJIACTH U UX TOCYJApCTBEHHOM perucTparnumy».
2. HopmaTtuBHO-METOINYECKOEPETYIMPOBAHNE  JIeONponu3BoAcTBa.  ['ocyngapcTBeHHas
CUCTeMa JOKYMEHTAIlMOHHOTO obecrieueHuss ympasieHus. OOmue mnonoxeHus. OOmue
TpeOOBaHUS K JOKYMEHTaM M CIy)k0aM jJokyMmeHTanroHHoro oodecneuenus (I'CAO0OY, I'OCT).
YHUGHUIUPOBaHHBIE CUCTEMBI TOKYMEHTAUUU. YHHU(DUIUPOBAHHAS CHUCTEMa OpPraHHU3alMOHHO-
pacnopsIUTENbHON JOKYMEHTALINH.
3. Jlenonpoun3BoACTBO U apXUBHOE Ae10. TepMUHBI U ONpeIeICHUS.
4. TunoBast MHCTPYKIHMSA TIO ETONPOU3BOACTBY B (peliepalbHBIX OpraHax MCIOJHUTEIHHON
BiacTd. [lepedeHb THMOBBIX YHPABICHYECKHX JOKYMEHTOB, OOpPa3yIOMIMXCS B IESTEIBHOCTH
OpraHu3aluii, C yKka3aHueM CPOKOB XPaHEHHUS.
5. [Tonstre u Buabl 6mankoB. OOmwmil Onank. biank mucbma. biaaHK KOHKPETHOTO BUAA
JnokyMmeHTa. biianku i paboThl ¢ MHOCTpaHHBIMU KOMIIAHUAMU. 1'epOoBbIil Oi1aHk. PekBU3NTHI
6manka. [IpogoipHOE pacmonokeHue peKBU3UTOB OylaHKa. YTIIOBOE (h1aroBoe W IEHTPOBAHHOE
pacmosoKeHnue peKBU3UTOB OJaHKa.
6. [Tepeuens cBeneHnit KOHGUACHIIMAIBHOTO XapakTepa.  IloHsTHe KOMMEPUYECKON
TaiiHbl. CBeICHUS, OTHOCAIIIMECS K KOMMepUuecKoi TaitHe. [1opsiiok BeeHus 1eJI0MpoOnu3BOICTBA
JOKYMEHTOB, COJIEpP)KalllUX KOMMEpPUYECKyl0 TaiHy. 3aluTra JOKYMEHTOB, COJEpKalux
KOMMEPUECKYIO TaiHYy.

10.6 Bonpocul 014 camocmoamenbHol n0020mMo6KU

1 UYro Takoe JOKYMEHT, C KaKOH 11€JIbI0 OH MOXKET CO3/1aBaTbCs?

2 KaxoBbl OCHOBHBIE TPU3HAKU KJIACCU(UKALIUN JOKYMEHTOB?

3. Yro noHMMaeTcs MoJ1 JOKYyMEHTAIlMOHHBIM 00eCIIeYeHUEeM yIpaBIeHus ?

4 B uem cyrb crangaptuzanuu M yHuukanuu gokymMeHToB? Kakue pazpabaTbIBaroTcs
CTaHJapThI?

S. UYem oTninyaercs opopMiIeHHE PEKBU3UTOB 0011ero OjaHKa OT Gi1aHKa nucbMa?

6. KakoBbl OCHOBHBIE PEKBH3HUTBHI, HCIOJIb3yeMble i OGOpMIIEHUS TMpHKasa U
pacropsKeHuUs.
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7. Kakue ¢popmbl MPOTOKOIOB MOKHO HCIOJIB30BATh B YIPABICHYECKOH NESITEIHHOCTH, B
YeM UX OTJIN4He?

8. YKaKuTe OCHOBHBIC TPpeOOBaHMS K O(DOPMIICHUIO JIETIOBOTO MTUChMA.

9. Kakne KOMIUIEKCHI JIOKyMEHTAIlMd BKJIOYAeT B ce0s KajapoBas HWH(OPMAIMOHHO-
JOKYMEHTAI[MOHHAs cucTema’?

10. B uem ocobeHHOCTH 0(hOpMIICHUS MPUKA30B 10 JIMYHOMY COCTaBy?

11.  Yrto moHMMaeTCs MO OpraHu3anuel J0KyMeHTo00opoTa?

12.  Yro Takoe cXeMbl JOKYMEHTOO0OPOTA, 3a4eM OHH HYXKHBI?

13.  C kakoil 1enbi0 pa3padaThIBAlOTCS WHCTPYKIUU IO JAEIONPOU3BOJICTBY, YTO B HHUX

HEO0OXOAUMO MPETyCMOTPETH?

14,  VYkaxuTe TEXHOJOTHYECKYIO IIOCIEe0BAaTEILHOCTh JTAloOB pPabOThl C BXOISIIMMHU
JIOKyMEHTaMH.

15.  KakoBa mocnenoBaTenbHOCTh ONepanuii mpu paboTe ¢ BHYTPEHHUMU TOKYMEHTaMU?

16. C kakod TENbI0 TMPOBOTUTCS (OPMHUPOBAHUE JI€J, KAKUE IMPU 3TOM HEOOXOIUMO

coOnronarh TpeboBaHus?
17.Yt0o Takoe HOMEHKJIATypa Jiell, ¢ KakoW Ledbl0 pa3pabaThIBAlOTCSl THUIOBbIE HOMEHKJIATYPbI
nen?

18.  Kakyro nH(popMamo conepKUT HOMEHKIIATypa Jem?

19.  UYro nmoHMMaeTCs MO SKCIEPTU30H IICHHOCTH JIOKyMEHTa?

20.  Kakwue KpUTEpHUHU UCIIOJIB3YIOTCS MTPH OIICHKE JOKYMEHTOB?

21.  Kak ocyriecTBisieTcsl mpueM-Ttiepeaada ey B apXuB?

22.  UYro Takoe KOH(UACHIIUAIBHBINA JOKYMEHT?

23. Kakme OCHOBHBIC yrpo3bl BO3HHKAIOT TpU padore ¢ KOH(OUICHIHNATEHBIMH
JIOKyMEHTaMu?

24. YkaxkuTe OCOOCHHOCTH BEACHHUS JIIOMPOU3BOJCTBA, OOECIEUMBAIOIIETO YYeT U

COXPaHHOCTh KOHQHIEHIIMATbHON NHPOPMAIIUN U JOKYMEHTOB.
25. Uro nmoHMMaeTcsl MOJ 3alUIIEHHBIM JTIOKyMEHTOOOOPOTOM, 3a CYET YEro MOXKET ObITh

obecreuena ero 3amura?

10.7 Tecmoegvie 3a0anusn
Bonpoc 1. [lokymenTtannonHoe obecriedenre ynpasieHus (JJOY) oxBarbiBaeT BOpochI:
- JIOKyMEHTHPOBAHHUS, OpraHM3alUu pabOThl C JOKYMEHTAMH U CHUCTEMAaTH3alMI0 apXHBHOI'O
XPaHEHUs JOKYMEHTOB

- TOKYMEHTOBE/ICHUS
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- JOKYMEHTO000pOTa U apXUBHOI'O XPAHEHUS

- CUCTEMaTHU3a[MH IOKYMEHTOB

- TOKyMEHTUPOBAHHUS

Bompoc 2. HopMaTuBHBIM JOKYMEHT, YCTAaHaBJIMBAIOUIUK eAWHBIC TpeOOBaHHS K
JOKYMEHTHPOBAHUIO YIIPABIEHYECKON JEATEIIbHOCTU M OpraHU3aluu paboThl C JOKYMEHTAMU:

- YauduuupoBanHas cucrema gokymentanuu (Y CJI)

-I'OCT

- MHCTpYKIMS 110 IETONPOU3BOACTBY

-Ircaoy

- JIoJKHOCTHAS MHCTPYKLUSA

Bomnpoc 3. YUem pernameHTUpYeTCs AEATEIBHOCT PAOOTHUKOB CiyX0b1 IOY

-I'OCTom

- JI0OJ5KHOCTHOM MHCTPYKLIMEH

- IPUKa30M JAUPEKTOpPa

- PEKUMOM pabOThI IPEATPUATHUS

- HUYeM

Bonpoc 4. undopmamus o coObITUAX U SBJIEHUSX OOBEKTHBHOM JEMCTBUTENBHOCTH U
MBICIIUTENIBHON JI€ATEIbHOCTH 4YEJOBEKa, 3aUMKCUpOBaHHAasi HA MaTEpUATbHOM HOCHUTENE C
PEKBU3UTAMMU- ITO:

- JIokymeHT

- (hopmysip

- OJIaHK JIOKyMEHTa

- cUcTeMa JIOKyMEHTAlluU

- KOMIIBIOTEP

Bomnpoc 5. Kakue ¢pyHKINN TOKyMEHTa SBISIOTCS ClenU(pUIeCKUMU:

- KyJIbTYpHasl, CollalibHasi, THPOPMaIlMOHHAS

- ynpaBiieH4ecKasi, HH(popMallMoHHas, IpaBoBas,

- yIpaBJi€HYECKasl, TpaBoBasi, UCTOpUYECKast

- KyJbTYpHasi, HICTOPUYECKAs!, COLLUAJIbHAS

- HeT cnenu@uueckux QyHKIHMI

3amauue 2
Bomnpoc 1 JlesiTenbHOCTD MO CO3/IaHUIO IOKYMEHTOB Ha3bIBACTCS:

- IENIONIPOU3BOJICTBO
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- TOKYMEHTOO0OPOT

- TOKyMEHTUPOBaHUE

- CUCTEMa JIOKYMEHTAIUU

- TOKYMEHTOIOTOK

Bonpoc 2. VYcranoBinenue eamHooOpaszus coctaBa U (OpM YIpPaBIEHYECKUX JIOKYMEHTOB,
(UKCUPYIONMINX OCYIIECTBICHUE OJTHOTHUITHBIX YIIPaBIeHUYSCKUX (HYHKIIUHN U 33729 HA3bIBACTCSI:
- CTaHAapTU3ALUEN

- yHu(UKanmen

- IOKyMEHTaluen

- KJ1accupuKanuen

- TUIIM3alUEen

Bomnpoc 3. Kakue BubI 01aHKOB PEKOMEHIYIOTCS Ha MPEATNPUATUU?

- TOJIBKO JUI1 KOHKPETHOT'O BUJIA IOKYMEHTOB

- JUIsl BHYTPEHHHUX JIOKYMEHTOB (OOIIHiT)

- JUIsl BHELLIHUX TOKYMEHTOB (TIHCEM)

- OJ1aHK cITy>Ke0HOT0 MUChMa, OJaHK JJI1 KOHKPETHOTO BU/a IOKYMEHTOB, OOIIMIA OIaHK
- HET YEeTKHX PEKOMEHIAINil

Bomnpoc 4. Yem otimyaercst 6JaHK JUIst BHYTPEHHUX IOKYMEHTOB OT OJIaHKa JUIs Tucem?
- Ha OJIaHKe TS [TMCEM MCHBIIIE PEKBU3UTOB

- Ha OnaHKe Ui [rMceM OO0Jbllie PeKBU3UTOB

- HE OTIIUYAETCs HUYEM

- PacIoI0KEHUEM PEKBH3UTOB

- oTiinyaercs popmarom

Bonpoc 5. Kakue popmarsl Oymaru ucnons3yroTcs A 01aHKOB?

- ToNbKO A4

- A4, AS, A3, A6

- TOIBKO AS

- TObKO A3

- A6 u A4

3amanue 3.
Bompoc 1.Ha kakue Buibl Ki1accu(GUIUPYOTCS JOKYMEHTHI 110 MECTY COCTaBIICHHUS?
- BHEIIIHUE U BHYTPEHHUE

- PYKOITMCHBIC U TI€YATHBIC
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- IUYHBIE U OQULIHATIbHbIE

- TOPOJACKHE U PallOHHbIE

- YIpaBJIEHYECKHUE, HAyUHbIE

Bomnpoc 2. JIokyMeHTbI 110 TMYHOMY COCTaBY OTHOCSTCA K IpYIIIIE...

- PacopsAAUTENbHBIX JOKYMEHTOB

- OpraHu3alMOHHO-PACIIOPAIUTENBHBIX JOKYMEHTOB

- CIIPaBOYHO-MH(POPMALIMOHHBIX JOKYMEHTOB

- (PMHAHCOBO-PACYETHBIX TOKYMEHTOB

- IMYHBIX TOKYMEHTOB

Bomnpoc 3. K kakoii rpyrie JOKyMEHTOB OTHOCSTCS peKJIaMHbIe 00bsBICHUS, 0030pbl, rpaduKH,
crucku?

- K pacropsAUTeIbHbIM JOKYMEHTaM

- K OPraHNU3alMOHHBIM JOKYMEHTaM

- K CIIPaBOYHO-WH(POPMAIIMOHHBIM JOKYMEHTaM

- ()MHAHCOBBIM JTOKYMEHTaM

- K JJMYHBIM JIOKyMEHTaM

Bomnpoc 4. IIpukasbl, ykazaHusi, pacriopsKeHHsl, PELIEHUsI OTHOCATCS K TPYyIIIE. ..

- OPraHN3alMOHHBIX IOKYMEHTOB

- CIIPaBOYHO-MH(POPMALMOHHBIX JOKYMEHTOB

- pacnopsAAUTENbHBIX TOKYMEHTOB

- HCXO/SAIINX JOKYMEHTOB

- CIIyKeOHOM NepenucKu

Bompoc 5. Kakue 1oKkyMeHTbI Ha3bIBatOTCSl HHPOPMAIIMOHHO-CIIPABOYHBIMU?

- IOKYMEHTBI, periJaMeHTUPYIOIINUEe CTPYKTYPY, 3a7aud, (YHKIUU NPEANPHUITHS, OpraHU3aIlUIo
ero paboTsbl, IpaBa, 00513aHHOCTH U OTBETCTBEHHOCTh PYKOBOMUTENIEH U CIICLIUATUCTOB

- IOKYMEHTBI, XapaKTePU3YIOIIUE TPYAOBbIE OTHOIIECHUS MEXTY MPEINPUIATHEM U PAOOTHUKOM
- JIOKYMEHTBI, cojepkaue HWHGPopMaluoo O (AKTUUECKOM IMOJIOKEHUH JIeJ, CIyXKallue
OCHOBAHUEM JUJIs IPUHSTHUS PEIICHUH, U3IaHUs PAcTIOPSAUTENbHBIX JOKYMEHTOB

- IOKYMEHTBI, OOpallleHHbIe K HUKECTOSALINM OPraHU3alUsAM, IPYIIIaM UIIH OTAEIbHBIM JIHIIaM
- TOKYMEHTBI, OTPaYKAIOIINE JTOTOBOPHBIE OTHOIICHUST MY MPEATPHIATHIMHA

3amanue 4.

Bompoc 1.Kakoe pacnonokeHne peKBU3UTOB pEKOMEHAYETCS IS TUCEM?

- YIJI0BOE U (hi1aroBoe

- IPOIOJIBHOE U IIEHTPOBAaHHOE
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- YTJI0BOE ¥ MPO0JIbHOE

- (h1aroBoe U EHTPOBAHHOE

- IPOAOJIbHOE U (I1aroBoe

Bormpoc 2. Ha xakue yactu IeJuTcsl JOKYMEHT Ipu odopmIIeHun?

- 3ar0JIOBOYHYIO, OCHOBHYIO U 3aKJIIOUUTEIHHYIO

- 3ar0JI0BOYHYI0, OCHOBHYIO ¥ O()OPMIISIOLIYIO

- Ha4yaJlo, Cepe/iInHa U KOHEll

- IEPBYI0, BTOPYIO, TPETHIO

- TEKCT Ha YacCTH HE JIEJIUTCS

Bompoc 3. I'ie pacnionaraercst peKBU3UT ‘‘HaMEHOBAHUE MPEATIPUATUS !
- [10CJIE PEKBU3UTA "pEruCTPallMOHHBI HOMEDP JOKyMeHTa"

- ITOJ] PEKBU3UTOM '"HIMOJIEeMa OpraHU3alliy WU TOBapHBIN 3HAK"

- B LIGHTPE BEPXHETO OIS

- B opopmutsitoniet yactu

- IoJ] pekBU3UTOM "aapecar"”

Bonpoc 4. B kakux JOKyMeHTaX yKa3bIBaIOT CIIPABOYHbIE TaHHBIE O MPEANPUITAN?
- BO BCEX

- BO BHEIIHHUX

- BO BHYTPEHHHUX

- B [IPHKa3ax M0 OCHOBHOM JIeATEIbHOCTH

- B pacToOpsAUTEIbHBIX TOKYMEHTAX

Bompoc 5. Kakum criocobom cienyet opopMuts naty «20 oktsiopst 20251» B 1eIOBBIX TUCEMaX?
1. 20/10/25

2 20.10.25

3 20 oktsa6ps 2025
4. 2025.10.20

5 20.10.2025
3aganue 5

Bonpoc 1. Kak Ha3bIBaeTcs NmpaBOBOM aKT OIpeAessSIoUINil MOpsAIoK 0o0pa3oBaHus, IpaBa,
00513aHHOCTH M OpraHu3alnio paboThl IPEINPUITHS HA ATUTENbHbIN CPOK BpeMeHU ?

- IpUKa3

- IIOJIO’KEHHE

- JIOTOBOP
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- ycTaB

- IITATHOE pacIUCaHue

Bompoc 2. HopMaTuBHBI aKkT, W3/1aBa€Mblil pyKOBOJUTENIEM IPEAIPUSITUS - 3TO...
- IpUKa3

- HHCTPYKIUS

- [I0JIOXKEHHE

- pacnopsbKeHne

- IOTOBOP

Bomnpoc 3. Kak Beznercs Hymepauusi Ipuka3oB 10 OCHOBHOU JIEITEIbHOCTH?

- 110 TIOPSAKY C MOMEHTa 00pa30BaHUs MIPEITPUATHS

- [10 MOPSAKY B IIpesenax Mecsua

- 110 NIOPSAKY B Mpesenax rojia

- He BeJieTcs BooO1Ie

- BEJIETCS IPOU3BOJILHO

Bonpoc 4. Kakoif TOKyMEHT COAEPKUT MHPOPMALHIO O TIpaBaxX, OOS3aHHOCTAX M (PYHKIUSIX
COTPYAHUKA OpeAnpUsATHA?

- TPY1IOBOH KOHTPAKT

- TPyZIOBOM JOTOBOP

- IPYKa3 O MpueMe Ha padboTy

- IOJDKHOCTHAsI UHCTPYKIIMS

- ycTaB NpeANpHUATHS

3amanue 6.

Bompoc 1. Kak Ha3piBaeTcsi mpoueaypa 3alucCH CBEICHUM O JIOKYMEHTE C MOCIEIYHOLIUM
MIPOCTABJICHUEM HHJICKCA U AaThl?

- CHCTEMAaTH3alus

- perucTpanms

- ApXUBHUPOBAHUE

- TOKYMEHTHPOBaHHUE

- KaTaJIoTU3alus

Bompoc 2. Kak 1omkHa 0CyIIeCTBISIThCS TEPBUYHASI 00pad0TKa BXOAAIIUX JOKYMEHTOB?

- B TEUEHUE CYTOK

- B JIEHb MOCTYIIJICHUS
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- B TEUEHHE HEeIEIH

- [10 ME€pE HAKOIJICHUS

- B 3aBUCUMOCTH OT BaXHOCTHU JOKYMEHTa

Bomnpoc 3. Kak npon3BoauTcs peructparysi JOKyMEHTOB?

- IICLIEHTPAIN30BAHHO

- HEHTPAJIN30BaHHO

- BHIOOPOYHO

- 10 yKa3aHUIO PYKOBOJAUTEIIS

- perucrpanus He NPOU3BOAUTCS

Bompoc 4. Kakue 10KyMeHTbI IOUIEXKAT perucTpauun?

- BXOJSIIUE U UCXOSLINE

- YY4ETHO-CTaTUCTUYECKHE

- BXOJISIIIIME, UCXOASIIIE U BHYTPEHHHE

- OpraHu3alMOHHO-PACIOPSAIUTENbHbIE

- BCE JIOKYMEHTBI, TpeOYIOLIUME Yy4deTa, MCIOJHEHHUS U JaJlbHEHILEro HCIoiIb30BaHUS
CIPABOYHBIX LIEJSAX

Bomnpoc 5. PeructpaninoHHbINi HHIEKC BXOASIIUX U UCXOSAIIUX JOKYMEHTOB BKJIIOUAET:
- IOPSJIKOBBII HOMED B Ipeieaax JaHHOU IPYIIIbI JOKYMEHTOB
- IOPSIKOBBIII HOMEpP U MHAEKC 10 HOMEHKJIaType el

- KJITaccu(hUKaToOp KOPPECHOHEHTa

- 1aTy PETUCTpaLlun

- JlaTa PETUCTpalUU U NOPSAIKOBBIA HOMED

3ananue 7.

Bomnpoc 1. Kakas popma perucrpanmu 1oKkyMeHTOB Hanboliee onepatuBHa U 3¢ dekTruBHA?
- JKypHaJbHast

- KapTo4Has

- IEHTpaJIN30BaHHas

- aBTOMAaTH4YeCKas

- CMENIaHHast

Bonpoc 2. Kakne 10KkyMeHThI HOJIEKaT KOHTPOIIFO UCTTOTTHEHUS?

- BCE JOKYMEHTBI

- 3apEruCTPUPOBAHHBIC TOKYMEHTHI, TPEOYIOIINE UCTIOHEHUS

- OpraHU3alMOHHO-PACTIOPAAUTEIbHbIE
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- “H(OPMALIMOHHO-CIIPAaBOYHbBIE

- (huHAHCOBBIE

Bompoc 3. Yto Takoe HOMEHKJIaTypa en?

- IepeueHb 3aroJIOBKOB JIeJ U CPOKOB UX XPaHEHUS

- CIIUCOK BCEX JIeJ, UMEIOUINXCS Ha MPEAIPUITUN

- [IepeyUeHb JeJ AJIs Iepejaul B apXUB

- CIICOK 0C000 Ba)KHBIX TOKYMEHTOB

- CIIpaBOYHbIE JaHHbIE

Bonpoc 4. Uem 3aHuMaeTCs SKCIIEPTHAS] KOMUCCHS TIPEATPUATHS?
- IPOBEPSIET COXPAHHOCTh TOKYMEHTOB

- OLICHUBAET CTENEHb CEKPETHOCTH JOKYMEHTOB

- IPOBEPSIET MPABUIBLHOCTD COCTABIICHUS JOKYMEHTOB

- IPOBOJUT SKCIEPTU3Y LICHHOCTH JOKYMEHTOB

- KOHTPOJIMUPYET UCIIOJIHEHUE TOKYMEHTOB

Bormpoc 5. Uto HeoOX0oauMO clienarth rmepe caadei Aeil Ha apXuBHOE XpaHeHHE?
- CTPYNIHUPOBATh U MOAIIUTE Jela B MaKu

- 0OpMUTH U OIHUCATh Jeja

- COCTaBUTbH ONHCH JOKYMEHTOB

- CUCTEMaTH3UPOBATh U YTOYHUTH JJOKYMEHTHI

- CKOIIMPOBATh 0c000 BayKHBIE JAOKYMCHTEIL

3ananue 8.

Bomnpoc 1. JIns gero Heobxonuma aBromatuzanus JJ0Y?

- U1 moBbllIeHUs 3ddexTuBHOCTH TpyAa pabotHukoB IOV, cokpamieHue Tpyno3aTpaT Ha
JIOKYMEHTUPOBAHUE, JJISl pPallMOHAIN3AIMU JJOKYMEHT0000poTa

- 71 OCBOOOXKICHUSI pabOYUX MECT

- 11 OCBOOOKJICHUS CEKpeTaps OT BEACHUS JOKYMEHTAIH

- JUIsl yHU(UKALIMY U COKpAIIEHUS KOJIMYECTBa JOKYMEHTOB

- HET HeOOXOMMOCTH B aBTOMaTU3allu1

Bonpoc 2. Ha kakux sramax JOKyMEHTAllMOHHOTO OOECHEYeHUs YNPAaBJICHUS HPUMEHSIOTCS
MeXaHHU3alMsl 1 aBTOMaTH3anus?

- Ha 3Tare perucTpauuy u IoucKa JOKyMEHTOB
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- Ha ATare YKCIeIUIMOHHON 00paboTKH.

- Ha MOATOTOBUTEIBLHOM 3Tare (COCTaBICHUE, KOMUPOBAHUE, PA3MHOKEHHUE TJOKYMEHTOB)

- Ha 3aKJIIOYUTEILHOM 3Tare (1epeaada Ha apXUBHOE XpaHEHUE)

- Ha BCceX ATanax o0paboTKH TOKYMEHTOB

Bompoc 3. OT d4ero 3aBUCHUT COCTaB KOMIUICKTOB MHPHMEHSEMBIX CPEJCTB W IMPOTPAMMHOIO
obecncucHus?

- OT KOHKPETHBIX yCJIOBHI pabOTHI amnmapara yrnpaBieHHs ¢ JOKyMEHTaMU

- OT IKOHOMHYECKUX BO3MOKHOCTEH MPEITPUATHUS

- OT CTENEHN HOATOTOBKH CIIEI[UAIICTOB

- OT PUPOIHBIX YCIOBUU

- OT pPEKJIaMBbl

10.9. Kpumepuu ouenku 3nanuii
Kputepuu oieHKH YyCTHOTO OTBeTa

OrneHka «OTJAUYHO» BBICTABIISCTCS 3a TOJHBIA OTBET HA ITOCTABJICHHBIM BOIPOC C
BKIIIOYCHHEM B COJCpIKaHUE OTBETa JICKIUH MaTepUayioB y4eOHUKOB, JOTOJIHUTEIHLHON
JUTEpaTyphl 0€3 HABOSIINX BOIIPOCOB.

OreHKa «XOPOI0» BBHICTABIISICTCS 32 MOJIHBIN OTBET HA TIOCTABJICHHBINA BOIIPOC B 00BEME
JCKIIMU C BKIIOYEHUEM B COJCPKAHWE OTBETa MATCPUAIIOB YYCOHHKOB C UYCTKUMHU
MOJIOKUTEIBHBIMU OTBETaMHU Ha HABOIAIIIME BOIPOCHI ITPEIOaBaTells.

OrneHKa «ya0BJIE€TBOPUTEIbHO» BBICTABISETCS 32 OTBET, B KOTOPOM O3By4YeHO Ooiee
MOJIOBUHBI TPEOYEeMOTr0 MaTepHaa, ¢ TOJ0KUTEIBHBIM OTBETOM Ha OOJIBIIYIO YacTh HABOISTIINX
BOTIPOCOB.

OreHKa «Hey/A0BJIETBOPUTEIbHO)» BHICTABISETCS 32 OTBET, B KOTOPOM 03BYYE€HO MEHEe
MOJIOBUHBI TpeOyeMoro Marepuala WIM HE O3BYYEHO TJIaBHOE B COJEpXKaHHH BOIMpOca C
OTPUIATESIIGHBIMI OTBETaMH Ha HABOJSIINE BOIMPOCHI WIIM CTYACHT OTKAa3alics OT OTBeTa 0e3
MPEIBAPUTEILHOTO OOBSICHEHHS YBAKUTEIBHBIX TIPUIHH.

Kputepuu onenku 3HaHuii 00yuyaeMbIX NPHU NPOBeIeHUN TECTUPOBAHMSI.
OreHKa «OTJIMYHO» BBICTABISETCS MPHU YCIOBUH MPABUJIBHOTO OTBETA CTYJ/IEHTA HE MEHEEe ueM
85 % TeCTOBBIX 3aJaHUI.
Or1eHKa «XOPOII0» BBICTABIISICTCS MTPH YCIOBHH IPABWIIBHOTO OTBETAa CTYJICHTA HE MEHEE YeM
70 % TeCTOBBIX 3aJaHHI.
Or1eHKa «y/10BJI€TBOPHUTEILHO» BHICTABIISICTCS MPU YCIOBUU MPABUIHBHOTO OTBETAa CTY/ICHTA HE

meHee 51 %.
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OneHKa «HeyA0BJIeTBOPUTEIbHO» BBICTABISICTCS MPU YCIOBUU MPABUIBHOIO OTBETA CTYJIEHTA
MeHee yeM Ha 50 % TecTOBBIX 3a/laHH.

Kpurepusmu ouneHkd B AHCKYCCHM (KPYIJIOM CTOJI€)  SIBIISIIOTCA:  TOYHOCTh
apryMeHTOB (MCIIOJNIb30BaHUE MPUUYMHHO-CIEACTBEHHBIX CBs3€H); ueTkas (OpMyJIHpPOBKa
apryMEHTOB U KOHTPApryMEHTOB; JOCTYNHOCTh (TIOHATHOCTH) W3JIOKEHUS; JIOTUYHOCTh
(COOTBETCTBHE KOHTPAPTyMEHTOB BBICKa3aHHBIM apryMEHTaM); KOPPEKTHOCTb HMCIOJIb3yeMOMn
TEPMUHOJIOTUM C HAy4YHOM TOYKM 3peHusi (MpPaBIUBOCTb, JIOCTOBEPHOCTh, TOYHOCTH
ompezeNieHui); yaayHas I[ojada Marepuaia  (3MOLUMOHAIBHOCTb,  WJUIIOCTPATHUBHOCTH,
yOeIUTEeNbHOCTD); OTAeJIeHHE (PAKTOB OT CYOBEKTHUBHBIX MHEHHI; HMCIIOJNb30BAHHE MPUMEPOB
(apryMeHTHpPOBAHHOCTh); BHUJICHHUE CYTH IPOOJIEMBI, YMEHHUE OPUEHTUPOBATHCS B MEHSIOIICHCS
CUTYyallMd; KOPPEKTHOCTh MO OTHOIICHHIO K OMNIMOHEHTY (TOJIEPAHTHOCTh, YBa)KEHHE IPYTUX
B3IJIAJI0B, OTCYTCTBUE JIMYHOCTHBIX HANaJOK, OTKa3 OT CTEPEOTHIIOB, Pa3KUTAIOIIMX PO3Hb U
HETIPHUS3HB).

OneHKa «OTJIMYHO» CTAaBUTCS, €CIU apryMEHThl MPUBOAMINCH IO CYIIECTBY, KPaTKO
JTAKOHWYHO, C UCTIOJIB30BAaHUEM HEOOXOMMON TEPMUHOJIOTHH, B TIOHATHOM U JOCTYITHOH (opme;
dopmMa mnomaun uHGOPMAIUU COOTBETCTBYET €€ COJEP)KAaHUIO; BIAJCHUE BHUMAHUEM
ayJIUTOPUH, KOPPEKTHOE U YBAXKUTEJIbHOE OTHOLIEHUE K OCTAJIbHBIM YYaCTHHKAM JHCKYCCHH; B
BBICTYIUICHUH (DAKTBI OTHEJICHBI OT COOCTBEHHOTO MHEHUS; WCIIOJIb30BaHUE MPUMEPOB;
BUJICHUE CYTH MPOOJIEMbl; YMEHUE OPUEHTUPOBATHCS B MEHSIIOLIEHCS CUTYAITUH.

OrneHKa «XOpoOUIO» CTaBUTCS, €CIM apryMEHThl MPHUBOJIUIIKNCH MO CYIIECTBY, HO OBLIU
OTKJIOHEHHsSI OT CyTH BONpPOCA, MPU APTYMEHTAIMU MPUCYTCTBOBAIMA JOJITHE BCTYIUIEHUS U
MOSICHEHHUs, HE TpeOyromre HEOOXOIMMOCTH; HCIOJIb30BaHUE B PEUd TEPMHUHOJOTHUU, (hopma
nojauu uHdopmaluu He Bcerja Obljla YMECTHA, B CBS3U C UYeM TEPsUIOCh BJIAJICHHE BHUMaHUEM
ayJIUTOPUH, KOPPEKTHOE U YBAKUTEIbHOE OTHOUIEHUE K OCTAJIbHBIM yYAaCTHUKAM JHCKYCCHH; B
BBICTYIUIEHUU (DaKThl CMEIINBATINCH C COOCTBEHHBIM MHEHHEM, YTO MIOPOXKAAIO CIIOPHI.

Or1ieHKa «y10BJIETBOPUTEIbLHO» CTABUTCS, €CJIM CTYJIEHT HE OPUEHTUPYETCSA B CUTYaIlH
WM OPUEHTUPYETCS HE TIOJHOCTHIO, HE MOXKET IPUBECTH apryMEHTHl Ha IOCTaBJICHHBIE
BOMPOCHI, a TAK)KE HE TIOKA3bIBAET YMEHHE BECTH AUCKYCCHIO B COOTBETCTBYIOIIEH popme.

OueHKa «Hey/10BJIETBOPUTEJIbHO» CTaBUTCA, €CIM CTYACHT OTKAa3aJicCd y4acTBOBaTh B

JUCKYCCHHU 10 IPUYUHE HE3HAHUA MaTCpuraia.

Kpurtepuu onenku pedepara, noxiaana
- OLICHKA «OTJIMYHO» BBICTABISICTCS 32 CAMOCTOSTEIBHO HAIMCAHHBIN pedepar 1mo Teme;

YMCHHUE H3Jlaratb Marcpual I'paMOTHO H IMOCJICAOBATCIBHO, ApTYMCHTHUPOBATbL CBOIO TOYKY
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3peHus, KOPPEKTHO CChIJIasiCh Ha aBTOPUTETHBIE UCTOYHHKY; JIeJaTh HE0OX0uMble 00001eHuUs
Y BBIBOJIBL;

- OIICHKAa «XOPOII0» CTAaBUTCS, €CIU pedepar B OCHOBHOM YAOBIETBOPSIET TPEOOBAHUSAM
Ha OLEHKY «OTJIUYHO», HO MPH 3TOM HMMEET OAMH U3 HEJOCTATKOB: B HM3JIOKEHHH JOIMYILEHBI
HeOobIINe TpoOesbl, HE0UEThl, HEe MCKA3UBILIKE cojepxaHue pedepara; JOIMylleHa OmInoka
Wi OoJiee BYX HEAOYETOB NPH OCBEIICHWHM BTOPOCTEIIEHHBIX BOMPOCOB, KOTOPHIE JIETKO
WCIIPABIISIOTCS 110 3aMEYaHHIO TpernoaaBareis. B pedepare MoxeT ObITh HETOCTATOYHO TOTHO
pa3BepHyTa apryMeHTaIus;

OLICHKa «yJAOBJIETBOPUTEJIbHO» CTaBUTCS, €CJIIM HEMOJHO WJIM HENOCJIeI0BaTeIbHO
pPacKpeITO OCHOBHOE COJAEp)KaHWE, HO TI0Ka3aHo o0Ilee NOHMMAaHME BONpOca U
MPOJIEMOHCTPUPOBAHBI YMEHUS, TIOCTATOYHBIC /JIs JIaJIbHEHUIIIEr0 YCBOSCHUSI MaTepurasa; UMEIUCh
3aTpyJHEHHs] WJIM JOMYIIEHbl OLIMOKKM B  ONpEACNCHUU MOHSATHHA, HCIOJIb30BaHUU
TEPMHHOJIOTHH, KOTOpbIe OBLIM HCIpaBICHbI TOCIE 3aMEYaHUl MpernoaaBarens; CTYICHT He
MOKET MMPUMEHHUTH TEOPUIO B HOBOW CUTYAIIHH;

OLICHKa «HEeY/I0BJIETBOPUTEJIbHOY» CTaBUTCS, €CIIM HE PACKPBHITO OCHOBHOE COJIEp’KaHUE
yueOHOro Marepuana; OOHapy»eHO HE3HaHHWE WM HEMOHMMaHHWe Oonblne uimum Haubolsee
BaXHOW YacTH Y4eOHOro Marepuasa; AOMYIIEHb OUIMOKHM B OMNpPENCIICHUU MOHITHM, MPHU
WCIIOJIb30BAHUU TEPMUHOJIOTHH, KOTOPhIE HE OBLIN MCIPABJICHBI TOCIEC HECKOIBKUX 3aMCUaHUN
MperoaaBaTelis; HapyIIeHa JOTHKa B M3JI0KEHUHM MaTepualia, HeT He0OXOIUMbIX 0000IICHUH 1
BBIBOJIOB; HENOCTAaTOYHO C(HOPMHUPOBAHBI HABBIKM MHCHbMEHHON peud; pedepar sBusercs

IUIaruaToM Apyrux pedeparon Oonee yem Ha 90%.

Kpurepun onenku scce

Or11eHKa «OTJIUYHO» CTaBUTCS, €CIIU:
1) Bo BBeneHuE 4ETKO C(HOPMYIUPOBAH TE€3UC, COOTBETCTBYIOIIHI TEME CCe, BBINMOIHEHA 3a/1a4a
3aMHTEPECOBATh YNTATEIS;
2) mpocekuBaeTcst YETKOe JeJIeHUe TEKCTa Ha BBEJICHUE, OCHOBHYIO YacTh U 3aKJIIOUEHUE;
3) B OCHOBHOW YacCTH JJOTUYHO, CBS3HO M TIOJIHO JIOKA3bIBAETCS BBHIABUHYTHIM TE€3UC;
4) 3aKJIIOueHUE COJAEPIKUT BBIBOIBI, IOTUYHO BBHITEKAIOIIUE U3 COJEP>KaHUSI OCHOBHOM 4acTH;
5) mpaBUIBHO (YMECTHO H IOCTATOYHO) UCIIOJIB3YIOTCS Pa3HOOOpa3HbIE CPECTBA CBSI3U;
6) 175 BBIpQXKEHUS CBOUX MBICIIEH HE MOJIb3yeTCs YIPOIIEHHO-TIPUMUTUBHBIM S3BIKOM;
7) IEMOHCTPUPYET MOTHOE TOHUMAHHUE TPOOJICMBI.

Bce TpC6OBaHI/I$I, MMPCABABIACMBIC K 3a1IaHNUTO0, BBITTOJIHCHBI.
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O1eHKa «XOPOII0» CTABUTCS, €CIIH:
1) Bo BBeZieHHE YETKO CPOPMYIMPOBAH TE3UC, COOTBETCTBYIOIIMI TeME 3CCe, B M3BECTHOM Mepe
BBITOJIHEHA 3a/1a4a 3aMHTEPECOBATh YUTATEIS;
2) B OCHOBHOW YacTH JIOTMYHO, CBSI3HO, HO HEJOCTATOYHO IOJHO JO0KA3bIBAETCS BbIJIBUHYTHIN
TE3UC;
3) 3aKII0YEHHE COAEPIKUT BBIBOJIBI, JOTUYHO BBITEKAIOIINE U3 COACPKAHUSI OCHOBHOM 4acTH;
4) yMECTHO UCTIOIB3YIOTCS pa3HOOOpa3HbIE CPEICTBA CBS3H;
5) U1l BBIp@XKEHUsI CBOMX MBbICIEH 0Oydarouuiics He MOJb3yeTcs YNPOLIEHHO-IPUMUTHBHBIM
A3BIKOM.
OrneHka «yA0BJIETBOPUTEIBHO» CTABUTCS, ECIIN:
1) BO BBemeHue Te€3UC CHOPMYIUPOBAH HEUETKO WIIM HE BIIOJIHE COOTBETCTBYET TEME ICCE;
2) B OCHOBHOM 4acCTH BBIJIBUHYTBIN TE3UC JJOKA3BIBACTCS HEJOCTATOUYHO JIOTMYHO (YOeAUTENBHO)
U TI0CJIEZI0BATEIILHO;
3) BBIBOABI HE MOJTHOCTHIO COOTBETCTBYIOT COAEPKAHUIO OCHOBHOM YacTH;
4) HeJIOCTATOYHO HITH, HA00OPOT, H30BITOYHO HUCITOJIB3YIOTCS CPEJICTBA CBS3H;
5) s3bIK pabOTHI B LIEJIOM HE COOTBETCTBYET YPOBHIO CTY/A€HUYECKOH paboThI.
OreHKa «HeYA0BJIETBOPUTEJIBLHO» CTaBUTCS, €CIIH:
1) BO BBeieHHE TE3UC OTCYTCTBYET WJIM HE COOTBETCTBYET TEME ICCE;
2) B OCHOBHOM 4aCTH HET JIOTMYHOTO MOCJIEI0BATEILHOTO PACKPBITHS TEMBI;
3) BBIBOJIbI HE BBITEKAIOT U3 OCHOBHOM YacT;
4) cpencTBa CBs3U HE 00ECIIEUNBAIOT CBSI3HOCTh M3JI0KEHUS;
5) OTCyTCTBYET JieJIeHHE TEKCTa Ha BBEJCHHUE, OCHOBHYIO YacTh M 3aKJIIOYEHUE;
6) sI3BIK paOOTHI MOKHO OIICHUTH KaK «IIPUMHUTHBHBII.
Kputepun onieHKH KOHTPOJILHOMH padoThI

O1eHKa «OTJIMYHO» CTAaBUTCS, €CIIM KOHTPOJIbHAsA paboTa BINOJIHEHA CAMOCTOSITEIbHO U
B [TOJIHOM 0ObeMe. JlaHbl McuepnbIBalOIUe, ApryMEHTHPOBAHHBIE OTBETHI HA BCE MOCTaBICHHbIE
BONPOCHL.  JleMOHCTpupyeTcsi 3HaHHe y4eOHOro Marepuana, HOPMATUBHBIX JTOKYMEHTOB U
pEeKOMEeH/I0BaHHOM JsuTepaTypbl. CTYAEHT NHOJOLIEN K BBINOJHEHHIO KOHTPOJIBHOW palOoThI
TBOPYECKH, TNPHUBIIEKAsk JIOTOJHUTENIbHbIE UCTOYHMKM M MaTepualibl HayYHBIX HCCIEIOBAHUMH,
yMeeT BBIpaXaTb CBOM MBICIM B IMHUCbMEHHOH (opMe, HCMIONb30BaTh HWIUIIOCTPATHUBHBIE
MaTepHabl

OneHka «XOpoOWIO» CTAaBUTCS, €CIM JaHbl MpPaBUJIbHBIE, HO HE JOCTaTOYHO
apryMEHTHPOBAaHHBIE OTBETHI Ha MOCTABJIEHHBIE B 33/1aHUU HAa KOHTPOJIbHYIO pabOTy BOIPOCHI €

OMOpoi HAa HOPMATHBHBIE JIOKYMEHTHI U Ha y4yeOHyro nuteparypy. He mpoaemonctpupoBana
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COOCTBEHHAs TOUKa 3pEHMs, HET 00OCHOBAHHUS BBICKA3bIBAEMBIX MOJIOKEeHUH. Pabora ciaHa He B
YCTaHOBJICHHBIN CPOK.

OneHka «y/AOBJIETBOPUTEJIBbHO» CTaBUTCS, €CIM KOHTPOJIbHas paboTa BBIIIOJIHEHA, HO
YacTh BOIPOCOB PACKpbITa HE B MOJHOM oObeMe. [IpH BBINOIHEHMU 3aJjaHUs CTYJEHT JOMYCTUII
HETOYHOCTHU U MOTPELIHOCTH PEAAKIIMOHHOIO XapaKTepa, UCI0JIb30Bal YCTapeBIINE HCTOYHUKH,
HE MPOJIEMOHCTPUPOBAII MTOJTHOTO 3HAHUS Y4eOHOr0 MaTepuaja ¥ HOPMATHBHBIX JOKYMEHTOB
10 BOTIPOCaM KOHTPOJIBHOM paboTHI.

OHGHKa «HEYTOBJECTBOPUTEJIBHO0» CTaBUTCs, €CJIM KOHTPOJIbHAsA pa60Ta HEC BBIIIOJIHCHA.

Kpurepun oueHKH HTOr0BOro KOHTPOJISA

IIpu onieHKE OTBETOB CTYIEHTOB B IIPOLECCE UTOTOBOTO KOHTPOJI OLEHUBAIOTCSL:
-YBEPECHHBIE 3HAHUS, YMEHUS U HABBIKH, BKIIFOUEHHBIE B COOTBETCTBYIOILYIO KOMIIETCHIIMIO;
- 3HAHHWE CUTyallud U yYMEHHE NPHUMEHUTb NPABUJIbHBIA HAy4YHBIH METOAUYECKMHM INOAXOI U
WHCTPYMEHTAPUN JUISl PELICHUs IPAKTUYECKUX 3a0aHUM,
- CIOCOOHOCTh YCTAaHABIMBATH IMPHUYMHHO-CIICICTBECHHBIC CBSI3M B W3JI0KECHWM MaTepuaia,
JIEJIaTh BBIBOJIBL,
- YMEHHE IPUMEHATh TEOPETUYECKUE 3HAHUSA JJIS aHAJIN3a KOHKPETHOW CUTYallUU.
3aueThl OLICHUBAIOTCS OLIEHKOM: «3a4TEHO0», «He 3a4TEeHO».
O1neHKa «3a4TEeHO0» BBICTABIISIETCS CTYACHTY, KOTOPBIIL:
- YCBOWJI IPEYCMOTPEHHBIA IPOrpaMMHBINA MaTepHai B IOJIHOM 00BbEME;
- IPaBUJIBHO, apT'yMEHTUPOBAHO OTBETUJI HA BCE BOIPOCHI, C IPUBEIECHUEM IIPUMEPOB;
- ToKa3aj TIJIyOOKHE CHCTEMaTU3MpOBaHHbIC 3HAHMS, BJIAJEET INpUEMaMH pPacCyKICHHUS U
CONOCTABIIIET M3 Pa3HBIX MCTOYHHUKOB; TEOPHUIO CBA3BIBACT C IPAKTUKOH, APYTMMH TeMaMU
JAHHOM NMCLMIUIMHBI, APYTUX U3YYaeMBbIX IIPEAMETOB.

O0s3aTenbHBIM YCIOBHEM SBJISIETCS yOTpeOIeHrne Mpo(ecCHOHANbHON TEPMUHOIOTHH.

OneHka «He 3a4TEeHO0» BBICTABIISIETCA CTYAEHTY, KOTOpPBHIM B Xo/e cobeceoBaHUs He
cupasuiicsi ¢ 50% BonpocoB M 3agaHUil MO0 B OTBETAaX Ha BOINPOCHI M 3a/JaHUS JIOIMYCTHUII
cyllecTBeHHble oOmMOkH. He oTBeTMN Ha JONMOJHUTEIbHBIE BOIMPOCHL, MPEIOKEHHBIE
[IPENOJABATENIEM, a TaKXKE IPOSABUII HE 3HAHWE TEPMHUHOJIOTUU OCHOBHBIX IOHATHM, KaTErOpHUM
10 TUCLMIUIMHE.

[Tpn HEOOXOAMMOCTH MHBAJIUAM U JIULIAaM C OTPAaHUYEHHBIMH BO3MOXHOCTSMH 3/10POBbS
IIPEAOCTABIIACTCA JOMOJHUTEIIBHOE BPEMS JJIs IIOATOTOBKY OTBETA HA 3a4eTe.

[Tpu mpoBeneHUU MpOIEeyphl OLIEHUBAHUS PE3YIbTaTOB O0YUEHUSI WHBAIMUJOB M JIUI] C

OIrpaHUYC€HHBIMH BO3MOXXHOCTSAMU 3J0POBBA IMPEAYCMATPUBACTCA HCIIOJIB30BAHHUE TECXHUUYCCKUX
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CPEICTB, HEOOXOMMBIX UM B CBSI3M C UX WHIAWBUIYaTbHBIMH OCOOCHHOCTSMHU. DTHU CPEACTBA
MOTYT OBITh MPEAOCTABICHBI (HUITHAIOM aKaIeMHH WU MOTYT HCIIOJIb30BAThCS COOCTBEHHBIE
TEXHUYECKUE CPE/CTBA.

[Iponienypa oleHMBaHUS PE3YJIHTATOB OOYUYCHMs] MHBAIMIAOB M JIUIl C OTPAaHUYCHHBIMH
BO3MOKHOCTSIMHU 3JIOPOBBS 10 JMCIHUIUIMHE MPEyCMAaTPUBACT MPEIOCTaBICHUE HH(POPMAIUU B

dopmax, afanTUPOBAaHHBIX K OTPAHUYCHUSAM HX 370POBBS M BOCIIPUSATHS WH(POPMALIHUH:

Ne Kamezopuu Buov oyenounwvix cpeocme Dopma KORMPONA U OYEHKU
n/u mazucmpos pe3ynbmamos o0yuenus
1 C HapyuieHuem Hay4Hbie cTaThu, MMCHMEHHBIE [TperMyIecTBEHHO TUChMEHHAs
cinyxa CaMOCTOSITEIbHbIE Pa0OTHI, TpoBepKa

BOIPOCHI K 3a4eTy, pedepar, scce

2 C napymenueM Cobecenosanue 1o BOIpocam K IIpenmyniecTBEHHO yCTHAs
3peHus 3a4eTy; BBICTYIUICHHUE C JOKIAI0M npoBepKa(MHIHBHLYaIEHO)
3 C napymeHuem Hayunble cratbu, pedepar, Opranuszanust B3aUMOJEHCTBUS C
OIIOpPHO- JOKJIak, 5CCE, BONPOCHI K 3a4€Ty, 00y4aroIUMHCS TIOCPEICTBOM
JIBUTATEIbHOTO KOHTPOIIbHAs paboTa, AIIEKTPOHHO# MOYTHI, MHCHMEHHAS
amnmapara IIPOBEPKa

JlaHHBIN TIepeYeHb MOXKET OBITh KOHKPETH3MPOBAH B 3aBHCHMOCTH OT KOHTHHTEHTA
o0yyJaroumxcsi.

IIpu npoBeneHun Mpouenypbl OLEHUBAHUS PE3YyIbTaTOB O0YUYEHUSI MHBAIMUJOB M JIUI] C
OTrPaHUYEHHBIMU BO3MOXXHOCTSIMU 3[0POBbsl 10 JUCLMIIIMHE OOECIEYMBAETCS BBIOJHEHUE
CJICAYIOMIMX JIOMOJHUTEIBHBIX TPEOOBAaHUN B 3aBUCIMOCTH OT WHAMBHIYATBHBIX OCOOCHHOCTEH
0o0ydJaronuxcs:

a) MHCTPYKLUS MO TMOPSAIKY MPOBEACHUS MPOLENyphl OLEHUBAHUS NPEAOCTABISAETCS B
JOCTYIHOU (hopMme (YCTHO, B MUCbMEHHOH (opme);

0) moctynHast ¢opMa TPEJOCTABICHHUS 3aJaHUN OIICHOYHBIX CPEJACTB (B TMEYaTHOM
dopme, B meuaTHOM ¢opMe YBEIMUEHHBIM WIpUPTOM, B (POpMe 3JIEKTPOHHOIO TOKYMEHTA,
3aJJaHMsl 3aYUTHIBAIOTCSI ACCUCTEHTOM);

B) J0CTynHas (opMa HpeoCTaBIEHUs] OTBETOB Ha 3ajJaHus (MMCBMEHHO Ha OyMmare,
HaOOp OTBETOB HAa KOMIIBIOTEPE, C UCIOIb30BAHUEM YCIIYT aCCUCTEHTA, YCTHO).

[Tpu HEOOXOAMMOCTH ISt OOYUAIOIIMXCS ¢ OTPAHUIEHHBIMU BO3MOKHOCTSIMU 37I0POBbS U
MHBAJIUIOB IMPOIEypa OLIEHUBAHUS PE3yJbTaTOB OOyUeHHs MO JUCHUIUIMHE (MOIYII0) MOXKET
IPOBOJUTHCS B HECKOJIBKO ATAIOB.

[IpoBenenne mpoueaypsl OIEHUBAHHS pE3YIbTATOB OOYYCHHS WHBAIMIOB W JIHIl C
OTPaHUYCHHBIMH BO3MOKHOCTSIMH 3JIOPOBBS JIOITYCKAETCS C MCIIOJIb30BAaHUEM JTHCTAHIIMOHHBIX

00pa30BaTeNbHBIX TEXHOJIOTUH.
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11.JJUCT BHECEHHMS W3MEHEHUI B PABOYYIO IIPOTPAMMY YYEBHOH
JUCHUIIJINHBI
JlononmHeHNs W M3MEHEHMs B Mporpammy yuyeOHO# aucuumiussl «/lenonpoussoacrso» 20 -

20 y4eOHblii rof.

B nporpammy yueOHON AMCHUITINHBI BHOCSTCS CIAEAYIOLINE U3MEHEHMUS:

1.

N3meHeHus B pabouyro NporpaMMy y4eOHOMH IUCIUIINHBI BHECEHBL:
JIOKHOCTD,

3BaHME NPENOIaBaATENS 0)5(0)

Buecenne wu3MeHeHMii B pabouyio mporpamMmy Yy4eOHOW JMCLMIUIMHBI YTBEP)KICHBI Ha

3acenaHnuu Kadeapsl « »
[Iporokon Ne ot . .20  ropa.
3aB. xadeapoi J5(0)
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AHHOTANUA
PABOYEN ITPOT'PAMMBI JTUCIIUILINHBI
«AEJIOITPOU3BOJACTBO»

HAHNPABJIEHUE NIOAI'OTOBKH 40.03.01 «¥OpucnpyneHums»
Hampasnennocts (mpoduis) « MexayHapoIHO-TIPAaBOBOM»
YPOBEHD - bakanaspuar

1. lestH AMCIHUTIIHHBI:
Iesbio n3yvyeHus: AMCHUIIMHBI SBIIIETCS (OPMUPOBAHUE Y CTYICHTOB 3HAHHI TCOPETHUYCCKUX

U MPAKTUYECKUX OCHOB CO3/IaHUS JOKYMEHTOB YNpaBICHUS, a TaKKe NPUOOpETEeHHE HABBIKOB
rpaMOTHON U 3(PPEKTUBHON OpraHu3aluyu COBPEMEHHOTrO JEJIONPOU3BOJCTBA HA MPENPUATHIX

" B OpraHu3anusiax.

3agaun yuyeOHOM QM CHUIIHHBI:
- U3YYUTHh 3aKOHOJATEIIbHbIC U HOPMATHBHO-METOAUYECKHE JOKYMEHTBI, PEriiaMeHTHPYIOIIHE
paboTy ¢ TOKyMEHTAaMU OpraHH3alliH;
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- 03HAKOMUTb C IIPABUIIAMU COCTABJICHUS U OPOPMIICHHSI YIIPABIEHYECKUX TIOKYMEHTOB;

- U3YYUTH NMOPAIOK pabOThI C TUYHBIMH U CIIY>KEOHBIMH JOKYMEHTAMU;

- c(OpMHUPOBATH HABBIKH COCTABJICHUS 1 O(OPMIICHHSI OCHOBHBIX IOKYMEHTOB YIIPABIICHHS;

- U3Y4UTh paboTy CIyKObI TOKYMEHTALIUOHHOTO 00ECIICUEeHUs YIIPaBICHHUS;

- O3HAaKOMHTbH CTYJIEHTOB C COBPEMEHHBIMH TEXHOJOTHSAMM OpraHu3alMu JTOKyMEHT000OpoTa
IPEANPUATHI U OPTaHU3ALUN.

2. Mecrto aucunminnsl B ctpykrype OITIOII

Jucuunnza «/lenonpons3BoAcTBO» SBIAETCS AUCUUILUIMHON MO BBIOOPY 4acTH, popMHUpyeMon
y4aCTHHKaMH  0Opa30BaTENIbHBIM  OTHOIIEHUH  NpPO(ecCHOHAIBHOTO  LHKJIA  OCHOBHOM
npodeccnoHanbHON o0pa3zoBarenbHOi mporpammsbl (OI1OIT), ypoBens (OakanaBpuata).

3. TpyaoeMKoCTh AUCHUILUIMHBI: 00IIasi TPYJAOEMKOCTh JUCIHILIMHBI COCTABIISCT 4 3a4eTHbIC

enuHunbl, 144 gacos.

4. TpeOoBaHus K pe3yJIbTATAM OCBOCHHS JUCHUNIMHBI

B pesynbrare u3ydeHHs MAHHOM IUCLHUIUIMHBI Yy CTYIEHTOB (DOPMHUPYIOTCS CIEIYIOLIe
KOMIIETEHIIMH (3JIEMEHThI KOMIIETEHIIHI):

Tabmumna 1
Ilepeyenn
c(hopMHPOBAHHBIX YHHMBEPCATbHBIX H 0011enpodecCHOHATBHBIX KOMIIETEHIHIi B Npolecce
OCBOEHHS THCIMILIMHBI

Kon u nHaumeHnoBaHue
Kon u nHaumeHnoBaHue Ilnanupyemble pe3yJbTaThl 00yUYeHH s
HHIMKATOPA A0CTUKEHUS
KOMIIETEH MU no qucuuniaude (3YH)
KOMIIETEHUNH
YK-4. Cnocoden | YK-4.1. Bri6upaer Ha
OCYLIECTBJATH  [AeJ0BYI0 | T'OCYAapCTBEHHOM M HMHOCTPaHHOM JIUTEPaTYPHYIO (OPMY IOCY/[APCTBEHHOTO A3bIKa,
KOMMYHHKAIMIO B YCTHO#H | (-bIX) s3BIKAX KOMMYHHKATHBHO . .
. 3HAThH CTHOMW M NIMCbMEHHON KOMMYHHKAIIMU HAa HHOCTPAHHOM
U NUCcbMeHHO#i (opmax Ha | pueMIeMble  CTWIb  JIEJIOBOTO
5 P, " s13bIKe, (DYHKIMOHAJIBHBIE CTHIIN POJHOTO SI3bIKa,
rocyIapcTBEHHOM  sI3bIKe | OOIIEHMs BE| . ;
YAAPCTBC ’ P TpeOOBaHUs K JIETIOBOH KOMMYHHKAIHH;
Poccuiickoii ®enepauuu U | HeBepOAIbHEIE cpeacTBa
HHOCTPAHHOM(BIX) KOMMYHHKaTHBHOT'O
si3bIKe(ax) B3aMMO/ICHCTBUSI.
BBIPA)KaTh CBOU MBICJIM Ha TOCYJapCTBEHHOM,
YK-4.2. OcymecTBisieT OUCK
HEOOXOJUMON  MHpOPMAIMH IS | yyepy POIHOM M MHOCTPAHHOM SI3BIKE B CUTYAIHH JI€IOBON
peLeHus CTaHJIapTHBIX
KOMMYHHMKaTUBHBIX  3aJa4  Ha KOMMYHHKAIINY;
roCyJapCTBEHHOM "
MHOCTPaHHOM(BIX) A3bIKAX c
HCHOJIb30BaHHEM MH(OPMAIHOHHO-
KOMMYHHKAI[HOHHBIX TEXHOJIOTHIA. AHUSIMU COCTaBJICHUS TEKCTOB Pa3HOM (YHKIMOHAIBHOI
MPHUHA/UISKHOCTH U PA3HBIX JKAaHPOB Ha
YK-4.3.  Begmer  senosyio B rOCYJapCTBEHHOM M POJIHOM SI3BIKaX, MEPEBOIA
Th N
[IEPEIUCKY, Y4HThIBasA J1aje TEKCTOB C HHOCTPAHHOTO s13bIKA HA POJIHOM,
ocobenHocTH CTHINCTHKA FOBOPEHHS Ha TOCYIAPCTBEHHOM U HHOCTPAHHOM
ounmanbsHBIX u AIEIKAX.
HeO(DHIIHATBHBIX HceM,
COLIMOKYJIBTYpHBIC ~ pasiH4usl B
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(dopmate KOppECIOHACHIMH  Ha
roCy/lapCTBEHHOM u
MHOCTPAHHOM(-BIX) SI3BIKaX.

YK-4.4. OcymecTBisier
YCTHYIO KOMMYHHKAIHAIO C y4€TOM
ocoOeHHOCTEH JIeJI0BOM u
po¢eCCHOHATBEHON chepbl U HOPM
KYJIBTYPBI 00LICHHS Ha
TOCYJapCTBEHHOM H WHOCTPAHHOM

(-pIX) sI3BIKAX.

VK-4.5. JleMoHCcTpUpYET
YMEHHE  BBIIOJHATH  HEPeBOJ
aKaJeMHIYEeCKIX TEKCTOB c
HHOCTPaHHOTO (-p1x) Ha

TOCYIapCTBEHHBIH S3BIK.

Tabmauua 2

Hepeqeﬂb C(l)OpMI/IpOBaHHBIX l'lpO(l)CCCI/IOHaJILHbIX KOMIIeTEHIIMIi B nmpouecce oCBoOCHUA

JUCHMILIAHBI
3agaua
Ilnanupyemble
npodgeccuoHalb Kon u HaumeHoBaHMe 3V TATEL OcHoBaHue
HOM Kon u nHaumeHnoBaHue HHIMKATOpa Poﬁy CeHMS (npodeccuoHaibHbl YpoOBeHb OT®
JeATeJbHOCTH KOMIIETeHIHH JOCTHKEHH S y e cTaHAapThbl/ KB-IIUH
1o JMCHHUILIHHE
(TpynoBbie KOMIIETEHIIHH GYH) aHAaJIM3 ONbITA)
JelcTBHUS)
Camocmosmens [K-1. Cniocoden [IK-1.1. BeraBsier
HO NPOEKTHPOBATH NIPABOBLIE npoGeNEl 1 Kommsuy PaBuiia ropuaudeckoit | Ipopeccnonansusie
pa3pa6ambl@am HOPMBI JISl Pa3JIMYHbIX L[ef/'ICTBonuIero TEXHUKHA KOMIIETCHINH
b NpoeKmol YPOBHeii HOpMOTBOPYECTBA 3aKOHOJIaTEJIbCTBA U KOHCTpYUpOBaHUs ONPEICIAIOTCA Ha
HOPMAMUBHBIX U cdep npodeccHoHAILHOMI oIpesesieT Croco0bl NX HOpM IIpaBa u OCHOBEC aHajM3a
npasoevix AesITeIbHOCTH. MIPEOIOJICHUS 1 CTPYKTYp TpeGOBaHuH K
axKmoe yCTpaHEHHs. HOpPMAaTUBHO- HpO(beCCI/IOHaJ'lBHLIM
[1K-1.2. TTonumaer IIPAaBOBBIX AKTOB; KOMIIETEHIMSIM,

CYILHOCTb U YPOBHH
HOPMOTBOPYECKOT'0
nporecca, BbIIEIsIeT
CTaauu
HOPMOTBOPYECKOM
HPOLIETYPHI.
[K-1.3.0¢opmisier
MPaBONPHMEHHTEIbHbIC
AKTBI B KOHKPETHBIX
chepax RPUANICCKON
JIeATeITbHOCTH.

: IPUMEHSATH [TPaBUIIA
IOpUANYECKON
TEXHUKH MTPU
KOHCTPYHUPOBaHUU
HOPM MpaBa B
COOTBETCTBUU C
npoduneM cBoeit
npodecCHOHATBHOM
JIeATEeILHOCTH,
Baaners:
3HAHUSIMU
COCTaBJICHUSI HOPM
paBa, pa3padoTKH
MIPOEKTOB
HOpPMAaTHUBHO-
MIPaBOBBIX AKTOB.

HpPEeIbSBIIEMbIX K
BBIITYCKHUKaM Ha
PBIHKE TpY/a,
0000mIeHus
OTEUEeCTBEHHOTO U
3apy0eKHOTO
OITIBITA, TPOBEACHHUS
KOHCYJIbTaLuii ¢
Be/lyIINMHU
paboTomaTessMu,
00bEAUHEHNUSIMA
paboronareneit
0Tpaciiy, B KOTOpOH
BOCTpPEeOOBaHBI
BBIITYCKHUKH.

5. KpaTkoe cofepikaHue JUCUUIIMHBI:

Lenu u 3a1aun TOKyMEHTHPOBAHUS YIIPABIEHUYECKON AESITEIbHOCTH.
Ucropus nenonpounssozacrea B Poccun.
CoBpeMeHHOE 1e10npon3BOACTBO. [IoHATHE JOKYMEHTHPOBAaHHON HH(OpMAIUH.

HopmaruBHo-MeToquueckas 6a3a JOKYMEHTAIHOHHOTO 00eCIIeYeHHs yIpaBIeHUs.
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Odopmienue yrpaBieHIECKON JOKYMEHTAIUH.

Cnyx06a J10V.
JI0OKyMEHTOOOOPOT OpraHU3aIlHH.

[udposas Tpanchopmarus J0KyMEHTOOOOpOTA.

Opranuszanus padboTsl ¢ fokyMeHTaMu. CrcTeMaTH3alus 1 XpaHEeHHEe JOKYMEHTOB

CocraBnenne 10KyMeHTOB. OCOOECHHOCTH SI3bIKAa M CTHJISL CIIY’)KEOHBIX TOKYMEHTOB. JlenoBble
nUChbMa

Oco0eHHOCTH TOATOTOBKU M 0()OPMIIEHHS OT/AEIBHBIX BUIOB JIOKYMEHTOB.

Pabora ¢ koHpHUIEHITNATHHBIMU JOKYMEHTAMHU

Cucremaruzanusi u oOecreueHHe COXPAaHHOCTH JOKYMEHTOB. [loAroTroBka JIOKyMEHTOB K
aApPXMBHOMY XPaHEHHIO

Cucrema J1eJ10poOU3BO/ICTBA TOCYAAPCTBEHHOM CciIyX0bl. PaboTa ¢ oOpateHusaMu, 3asiBICHUSIME
¥ JKao0aMu rpaxIaH

6. ®opmMa KOHTPOJIS: 3a4€T

CocraButenab: Kusaspkuna TarbsiHa AHATONBEBHA - KaHJ. HWCT. HAyK, MOILICHT, 3aB.
kKaenpoll eCTECTBEHHBIX M COIMAIILHO-TYMAaHUTAPHBIX HAyK «/lamhbHEBOCTOYHOTO (Quimana
denepanbHOrO TOCYJAPCTBEHHOTO OOKETHOTO OO0pa30BaTENBbHOTO YUPEKIEHUS BBICIIETO
obpazoBanus «Bcepoccuiickas akajeMusi BHEIIHEH TOProBIM MHHHUCTEPCTBA AYKOHOMHUYECKOTO
pazButus Poccuiickoit @enepaniumny.
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