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Pabouas mporpamma qucuuruiMHbl « OCHOBBI IOKYMEHTHPOBAHUS YIIPABICHUECKON Jiesi-
TEIbHOCTH» COCTaBJIEHAa B COOTBETCTBUU C TPEOOBAHUSAMU:

- @enepaTbHOTO TOCYAAPCTBEHHOTO 00Pa30BaTEIBHOTO CTAHAAPTa BBICIIETO 00Pa30BaHHUS
no HarpasieHuto noarotoBku 40.03.01 FOpucnpynennus (ypoBeHb OakajgaBpuara), yTBEP>KICH-
HoTro mpukazoM MunoOpHayku Poccun ot 13.08. 2020 Ne 1011;

- Ilpukaza MunoOpuayku Poccum «OO6 ytBepknenum [lopsiaka opraHu3amvu W OCY-
HIeCTBIIEHUs 00pa3oBaTelbHON JESTENbHOCTH IO O0Opa30BaTENbHBIM IporpaMMaM BBICHIETO
oOpa3oBaHus — TporpamMmam OakanaBpuaTa, IporpaMMaM CIHELUAINTeTa, MPOrpaMMaM
Maructparyps» oT 06.04.2021 Ne 245;

- yuebnoro iana 'OY BO «Komu pecnyOnukaHckas akaJeMusi TOCyIapCTBEHHOM CITykK-
Obl 1 ynparineHus» 1o HampasiaeHuto 40.03.01 FOpucnpynennus (ypoBeHb OakajaBpuara)
HarnpasiieHHOCTb (1poduib) «OpucnpyneHms»;

- KpamuduxanuonHoro crpaBOYHHMKA OMKHOCTEH pPYKOBOAMUTENEH, CHEIUANINCTOB H
IPYTHX CIIy’Kalux, yrBepxkaeHHoro IToctanosnennem Muntpyna Poccun ot 21.08.1998 Ne 37.

- CnpaBovyHHKAa KBaIH(DHUKAIMOHHBIX TPEeOOBAaHMM K CIENHUATBLHOCTAM, HAMpPaBICHHUSIM
MOATOTOBKH, 3HAHUSIM U YMEHUSIM, KOTOpbIe HEOOXOIUMBI JJIs 3aMeILeHHs JOIDKHOCTEH rocyaap-
CTBEHHOM I'pakJIaHCKOM CIyKObI C y4eToM 00JIaCTH U BUAa IPOHECCHOHAILHON CITy>KEOHOM fest-
TEIbHOCTU TOCYAAPCTBEHHBIX IPAKIAHCKUX CIYXAIIKUX», yTBEpKAeHHOr0o MunTpynom Poccun.



© Komu pecnyOnukaHcKast akaaeMus
TOCYIApPCTBEHHOM CITY>KObI
U ynpasieHus, 2022

1. Hesb u 3a0a4u y4eOHOM QUCHHUIIAHBI

1.1. Illenv uzyuenusn yueoHout Oucyuniunsl

Llenbto ocBoeHUsT AUCIUTUIMHBI « OCHOBBI JOKYMEHTUPOBAHHUS YIIPABICHYECCKOM JIESTEITh-
HOCTH» SIBJISIETCS TIOATOTOBKA OOydarommxcs K Oyaymied mpodecCuOHAIBHON NeaTebHOCTH Ha
OCHOBE M3y4YECHHsI BUJOB YIIPABICHUECKUX JOKYMEHTOB M OCHOBHBIX IPABHJI OPTraHH3aIUU BCEX
3TarnoB pabOTHl C HUMH.

1.2. 3a0auu yueonoit oucyuniunst
3ajmagyaMu OCBOEHMS AMCHUIUIMHBI «OCHOBBI JOKYMEHTHPOBAHHUS YIIPABICHUECKOM JAesi-
TEIBHOCTUY SIBISIOTCS:

— U3Y4YUTh OCHOBHBIE HOPMAaTHUBHBIE IMPABOBHIE AKThl M METOAMYECKHUE TOKYMEHTHI B
o0J1acTu JOKYMEHTUPOBAHUS YIIPABICHUYECKOH 1eATeIbHOCTH;

— U3y4YUTh OCHOBHBIC BHJIBI U (DYHKITUH YIIPABICHYECKON TOKYMEHTAIINN;

— c(opmMupoBaTh NMPAKTUYECKHUE HABBIKM IOATOTOBKU Pa3HBIX BHJIOB YIPABIECHUYECKUX
JOKYMEHTOB;

— U3y4YUTh OCHOBHBIE MTPaBUJIa OpraHU3aI[MU BCEX ATANOB Pa0OTHI C JOKYMEHTaAMHU.

1.3. Buovl komnemenyuii, hopmupyemoie 6 pezyibmame 0C80EeHUA OUCUUNTUHbL

Nzyuenne muctuminHbl « OCHOBBI JOKYMEHTHPOBAHHS YIIPABICHYECKON ACSITETLHOCTI
HarpaBJIeHO Ha POPMUPOBAHHE CICAYIONINX KOMITETECHIIUHA:

1) yHuBepcaibHble:

VYK-4. CnocobeH ocymecTBIsATh JAEIOBYI0 KOMMYHHUKAIMI0 B YCTHOM M HUCHbMEHHOMU
¢dopmax Ha rocyaapcTBEHHOM si3bike Poccuiickoit @enepanny 1 HHOCTpaHHOM (BIX) sI3bIKE(aX)

1.4. Mecmo oucyunnunvi 6 cmpykmype 00pazoeamenbHoll RPOZPAMMbL:
JucuuruinHa «Bupl ynpaBieHUY€CKUX JOKYMEHTOB» OTHOCHUTCA K 4acTd, (hopMupyemoit

y4acTHUKaMU 00pa3oBaTeIbHbIX OTHOLICHUI porpaMMbl biioka 1 «{ucuurinnel (MO )».

2. TpeOoBaHus K pe3yJibTaTaM OCBOCHHA
Y4eOHOM TMCUMIINHBI

2.1. U3yuenne nucuuiuiMHbl « OCHOBBI IOKYMEHTUPOBAHHUS YIIPABICHYECKON I€ATEIbHO-
CTU» HaNpaBJIeHO Ha (OPMUPOBAHHE CIIEAYIOMINX KOMIETEHIIMH M MHIMKATOPOB UX JIOCTHIKE-
HU, 3asBJICHHBIX B 00pa30BaTEIbHON MPOTrpaMMe:

1) yHuBepcaibHBbIE:

HanmenoBa- dopmupyembie Koa n naumenoBanue | Comepxxanue MHIMKA-
HHE KaTEro- HHIAKATOPA JOCTUKE- TOPA A0CTHKEHHH
KOMIEeTeHIINN (K . . .
puH OMIeTeHIHH (KOx, HMi KOMIIeTeHIU KOMIIeTeH M il
(rpynnbi)
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KOMIIE-

HaAaUMCHOBAaHHUE¢ KOMIIC-

TeHI U TEeHIUN)
KommyHuka-
st VK-4.  Cnocoben  ocy- | YK-4.1-1. BeiOupaer Ha | YK-4.1-1.V-1. Ymeer BbI-

MIECTBISATh JIETIOBYI0O KOMMY-
HUKalMIO B  YCTHOM H
MMICEMEHHOH  QopmMax Ha
roCyIapCTBEHHOM SI3BIKE
Poccuiickoit ®Penepauuu u

WHOCTPaHHOM(BIX) SI3bIKe(aX)

TOCYJapCTBEHHOM  SI3bIKE
P® u mHocTpaHHOM(-bIX)

Ouparb CTWIb OOIIECHUS
Ha TOCYIapCTBEHHOM SI3bI-
ke P® u wuHOCTpaHHOM

sI3pIKe(aX) ~ KOMMYHHKa-
SI3BIKE MPUMEHUTEIBHO K
THUBHO pueMieMble .
CUTyalluu B3aUMOJICH-
CTWIb M CPEACTBA B3aH- | crpus
MOJICHCTBHS B OOIIICHUH C
JIEJIOBBIMU TTApTHEPaAMHU
VK-4.11-2. Bener pe- | YK-4.M1-2.3-1. 3HaeT
JIOBYIO IIEPENUCKY Ha | HOPMBI MMICbMEHHOU

TOCYJapCTBEHHOM  SI3bIKE
P® u mHocTpaHHOM(-bIX)

peuH, MPUHATBIE B MpPO-
(dheccuoHanbHOU cpesie

s3bIKe(ax) VK-4.1-2.V-1. YmMmeer Be-

CTH [IEJOBYIO TEPENUCKY
Ha TOCYIapCTBEHHOM S3BI-
ke PO w/unm wHOCTpaH-
HOM SI3bIKE

2.2. 3annaHupoBaHHbIC PE3yabTaThl O0YUYEHHS MO AUCHUIINHE « OCHOBBI IOKYyMEHTHPOBA-
HUS YIPABICHUECKON JEATEIbHOCTH:

JlomKeH 3HaTh:

— OCHOBBI pa3pa0OTKH ¥ BHEAPECHHS YIIPABICHYCCKOM IOKYMEHTAIUH;

— OCHOBHBIC HOPMATUBHBIC ITPABOBLIC aKThl U MECTOAUYCCKHUEC JOKYMCHTEI B 06J'IaCTI/I
JOKYMEHTHPOBAHUS YIIPABIEHYECKON AESITETbHOCTH;

— OCHOBHBIC BUBI U (DYHKIIMH YIIPABICHUECKON JOKYMEHTAIIHH;

— mpaBuiia 0ohopMIIEHUS YIIpaBIEHYECKUX TOKyMEHTOB;

— 3Tambl JOKyMEHTO000pOTA.

JlomkeH yMeTs:

— pa3palaTbIBaTh U BHEAPATH YIPABICHYECKYIO JOKYMEHTAIHIO;

— MCIIONIb30BATh MPaBUJIa COCTABIEHUS U 0POPMIIEHHS KOHKPETHBIX BUI0B IOKYMEHTOB;
— peann30BBIBaTh OT/ENIBHBIC ATAIBI JOKYMEHTO000pOTA.

3. O0béM y4eOHOM JUCHUIIIMHBI
Ounas ¢opma o0yuyeHus

Pacnpenesienne yueOHoro
Buabl yueOHol padoThl pex y
BpeMEeHH
Konmaxkmmnasn paboma 36,25
AynutopHbie 3aHATHUS (BCETO): 36




Jlexyuu 18
Ilpakmuueckue 3anamus 18
Jlabopamopnvie 3anamus
[IpomexyTouHas arTecTanus 0,25
Koncynemayus nepeo sxsamenom
Ixzamen
3auem 0,25
Pykosoocmeo kypcosoii pabomoti
Camocmoamenvhnas paboma 71,75
CamocmosmenvHas paboma 6 meueHue cemecmpa 67,75
Hanucanue xypcosoti pabomuwl
Iloocomoska k npomedcymounou ammecmayuu 4

Bup Texymei arrecranuu

KOHTpOJIbHAs paboTa

Oowan mpyooémkocms OUCUUNTIUHDBL:

4dacol

108

3auémmuule eOuUHUYbl

OuHo-3a04Has popMa o0yueHHUst

Buasbi yueOHol padoTsl

Pacnpe)le.neﬂne yqeﬁﬂoro

BpeMeHU
Konmaxmmnasa paboma 18,25
AynuTopHbI€ 3aHATHS (BCET0): 18
Jlexyuu 8
Ilpakmuueckue 3ansamus 10
JlabopamopHule 3anamus
[TpomexxyTouHas arTecTanus 0,25
Koncynemayus nepeo sxzamenom
IK3amen
3auem 0,25
Konmponvuas paboma
Pyxoeoocmeo kypcosoii pabomoti
Camocmoamenvhnan paboma 89,75
Camocmosmenvhas paboma 6 meuenue cemecmpa 85,75
Tlooecomoska konmponbHoU pabomul
Hanucanue xypcoeoii pabomul
Iloocomoska k npomedncymounou ammecmayuu 4

Bup Texymei arrecranuu

KOHTpOJIbHAs paboTa

Oowaa mpyooémkocms OUCYUNIUHDBL:

4dacol

108

3auémmuule eOUHUYb




4. Conepxxanue TeM y4eOHOM JUCIUNIMHBI

HanmeHoBaHue TeMbl
Y4eOHOH AU CUUIIMHBI

Coaep:xanue TeMbl

Tema 1. HopmaTtusHbIe mpa-
BOBBIE M  METONAWYECKHE
OCHOBBI  JTOKyMEHTAllMOH-
HOro oOecneyeHus yIpaB-

nenus (YK-4)

[TonsTust «HOpMaTUBHBIN MpaBoBOW akT», Knaccudukamus u cu-
CTEMa HOPMATHUBHBIX MPaBOBBIX aKTOB, CBOMCTBO IOPHAMYECKOM
CWJIbI HOPMAaTUBHOI'O MPaBOBOIO akTa, [IpaBoBoe perynupoBaHue
pabotel ¢ mHpopmauueil, PermamenTanus Ienonpou3BOJICTBA B
OpraHax BJAacTU U yHpaBieHHs, Meroauueckoe o0OecredyeHue Je-
JIOTIPOM3BOJCTBA B TOCYIAPCTBEHHBIX OpraHu3auusax, IIpaBosbie
OCHOBBI UCIIOJIb30BaHUs O(PULIMATBHBIX CUMBOJIOB B JJOKYMEHTaX,
IIpaBoBbIE OCHOBBI CO3[aHUS AIEKTPOHHBIX JOKYMEHTOB M pa-
6otbl ¢ HUMH, [IpaBoBbIe OCHOBBI apXMBHOro jeina, IIpaBoBble
OCHOBBI Pa0OTHI C 0OpaleHusIMH rpax/iaH, [IpaBoBble OCHOBHI pa-
00TBI C JOKYMEHTaMM COJEpXKALIUMH TOCYJapCTBEHHYIO TailHY,
[IpaBoBOe perynupoBaHue pabOTHl C JOKyMEHTaMH, COJAEepKallu-
MU CBEJICHHs KOH(PHICHIIMAIBHOIO Xapakrepa, IIpaBoBbie OCHOBBI
MCTIOJIb30BaHMsI OPHIIMATBHBIX S3BIKOB B paboTe ¢ JOKyMEHTaMH,
HanuonaneHbple craHgapTsl B 0OJIACTH  JEJONPOU3BOJICTBA,
HopmarusHsie npaBoBbie akThl Pecriyonuku Komu B obnactu pa-
OO0TBI C JOKyMEHTaMH.

Tema 2. CucreMbl TOKyMeH-
TalMy U BUJIbl JOKYMEHTOB
(YK-4)

OcHOBHBIE TEPMHHBI U onpeneneHus, Kiaccupukarms JoOKyMeH-
ToB, CHCTEMa OpraHU3alMOHHO-TIPAaBOBON JOKyMeHTauu, Cu-
cTeMa pacTopsIUTEIbHON JoKyMeHTauu, CucreMa nHdopmarm-
OHHO-CIIPaBOYHON JOKyMeHTauu, CrucreMa IIaHOBOM JOKYMEH-
tauuu, CuctemMa oT4eTHOM JOoKyMeHTanuu, CucremMa yueTHOM
nokyMmeHTanuu, CucreMa J0roBOpHOM JTOKYMEHTAIUH.

Tema 3. OOmuMe TPUHIUIIBI
OpraHU3alu  JICJIONPOU3-
BOJICTBA U JOKYMEHTHPOBa-
HUSI YIPABICHYECKOW Jes-

tenpHOCTU (YK-4)

OO01Ke MPUHIAITBI OPTraHU3AIMH JISTOTIPOU3BOJICTBA, OOIITHE
MIPUHITUIIBEI OPTaHU3AIUN JOKYMEHTO000pOTa, 00IIHNEe TPUHITUTIBI
JOKYMEHTHUPOBAHUS.

Tema 4. OOmwue mnpasuia
MOATOTOBKH M O(opMIIeHUs
nokymeHToB (YK-4)

I'OCT P 7.0.97 — 2016. ITpaBuna opopmieHHs OTACTbHBIX PEK-
BU3UTOB JJOKyMEHTOB.

Tema 5. IIpaBuiia moaroTos-
KU U 0(OpMIICHHS] KOHKPET-

[IpaBuia moaroToBKM U 0pOPMIICHHUST OPraHU3AIOHHO-TIPABOBBIX
JOKyMEHTOB, PaCIOPSIIUTENILHBIX TOKYMEHTOB, HH(POPMALIUOHHO-

HbBIX BHIOB AOKYMCHTOB | CIIPaBOYHBIX TOKYMCHTOB.
(YK-4)
Tema 6. Opranuszanus | O0mas XxapakTepUCTHKA JOKYMEHTOITOTOKOB. [IpaBmita paboThl ¢

nokymeHToobopora (YK-4)

BXOJAIIIMMU TIOKyMeHTaMu, [IpaBuiia paGoTsl ¢ HCXOASIIUMHU
nokymeHTtami, [IpaBuna paboTsl ¢ BHyTPEHHUMH JOKYMEHTaMH,
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HpaBI/IJIa TCKYHICTO XpaHCHUA NOKYMCHTOB U IIEpCaAavn UX B ap-
XWB 1 HAa YHUYTOXKCHHC.

Tema 7. JlokaneHble HOpMa- | MHCTpYKIUSA 1O 1€I0NPOU3BOACTBY, I10s105k€HHE O CTPYKTYpHOM
TUBHbIE aKThl B 00jacTu | mojapaszaeneHuu, Tabensb 1 anbOoM GopM TOKyMEHTOB, rpapuK
JTOKyMEHTAIIMOHHOTO o00ec- | JoKyMeHTooOopoTa, HoMeHkaTypa fel, HHbIe JOKaJIbHbIE aKThI.
neuenust ynpasieHus (YK- | Ontumuzanus 10KyMeHTO000poTa U cXeM (PyHKIIMOHAJIbHBIX B3a-
4) MMOCBS3EH MEXKY MTOAPA3ACICHUIMHI

5. YueOHO-MeTOqMYecKOe M MHGOPMALHOHHOE o0ecniedeHne y4eOHOH AU CHUIIIMHBI

5.1. Ocnosnaa numepamypa:

1. Apacnanosa, B. A. JlokyMeHTalMOHHOE 00ECTIEUCHNE YIIPaBICHHS | y4eOHO-TIPaKTHIe-
cKoe mocobue B cxemax, Tabnuiax, oopasuax / B. A. ApacnaHosa. — 2-e u3[., A0M. U niepepad. —
Mocksa ; bepnun : Iupexr-Menua, 2020. — 266 c. : wi., Ta0n. — Pexxum noctyna: mo noamucke.
— URL: https://biblioclub.ru/index.php?page=book&id=578394.

2. I'punbepr, A. C. JlokyMeHTallMOHHOE oOeclieueHHe YIpaBiIeHUs : Yy4eOHUK /
A. C. I'pun6epr, H. H. T'op6aués, O. A. Myxamermnna. — Mockga : FOuutu-/lana, 2017. — 392 c.
: Tabm., rpad., un., cxemsl — Pexum pocryma: mo moamucke. — URL: https:/biblioclub.ru/
index.php?page=book&id=684757.

5.2. /lononnumensnas numepamypa:

1. [enoBoe muceMmo : yuebHOe mocodue / aBT.-cocT. M. H. Ky3nemnos. — 11-e u3n. — Mocksa
: HamkoB u K°, 2021. — 162 c. — (YueOHble u3naHus uis OakanaBpoB). — Pexxum ocryna: 1mo
noamucke. — URL: https://biblioclub.ru/index.php?page=book&id=621633.

2. Kysuenos, C.JI. CoBpeMeHHbIE TEXHOJIOTHH JOKYMEHTAIMOHHOTO OOECTIC€YeHHUs yIpaB-
nenus: yue6. mocobue / C.JI. Kysuenos; nmox pen. T.B. Ky3uenooii. - Mocksa: M3narenbckuit
oM MBMU, 2010.

3. Kymnup, O.H. OcHOBBI JTOKYMEHTHUPOBAHUS YIPABIEHUYECKON NEATEIbHOCTH: yueO. mo-
cobue no cneuxypey / O.H. Kymnup, M. B. Kymnaup; Komu pecniy6nukanckast akajl. ToC. CIyx-
061 1 ynipaBnenust. - CoikteiBKap: M3n-so KPAI'CnY, 2009. - 77 c.

4. Kymnup, O.H. [TucbmenHble AenoBble KoMMyHHKanuu: yue0. nocodue / O. H. Kymnup,
M. B. Toauka; Komu pecrybnukaHckas akaj. Toc. CIyKObI U ynpaBieHus. - ChIkThiBKap: M31-BoO
KPAI'CnY, 2013. - 120 c.

5. Poroxun, M. 1O. JlenoBble JOKyMEHTHI B IpUMepax U o0pasuax: COOPHUK TUITOBBIX
nokymeHToB / M. 1O. Poroxkxun. — Mockga ; bepnun : Jlupexkr-Menna, 2014. — 496 c. : w1 —
Pexxum noctyna: no noxnucke. — URL: https://biblioclub.ru/index.php?page=book&id=253701.

6. Poroxxun, M.IO. JlenonpousBoactro: kypc Jyekmuii / M.IO. Poroxkxun. — Mocksa ; bep-
muH : J{upext-Menua, 2014. — 229 c. : un. — Pexxum pocryna: mo moanucke. — URL: http:/
biblioclub.ru/index.php?page=book&id=253702.



http://biblioclub.ru/index.php?page=book&id=253702
http://biblioclub.ru/index.php?page=book&id=253702
https://biblioclub.ru/index.php?page=book&id=253701
https://biblioclub.ru/index.php?page=book&id=621633
https://biblioclub.ru/index.php?page=book&id=684757
https://biblioclub.ru/index.php?page=book&id=684757
https://biblioclub.ru/index.php?page=book&id=578394

7. Poroxun, M.IO. JlokymeHnTanmonHoe obecrnedenne ympasinenus / M.IO. Poroxun. —
Mocksa ; bepnun : Jupekr-Menua, 2014. — 398 c. : wi. — Pexxum gocTtyna: mo MmoAmucke. —
URL: http://biblioclub.ru/index.php?page=book&id=253705.

5.3. Ilpogpeccuonanvnvie 6azpl 0anHvlX, UHPOPMAUYUOHHO-CRPABOUHbIE U NOUCKOBbIE
cucmemol:

1. CnpaBouHno-npaBoBas cuctema «Koncynsrant ITnrocy.

2. DNeKTpOHHO-OMOIMOTEYHAas CUCTEMa « YHUBEPCUTETCKasl OMOIMOTEKa OHIIAH.

5.5. Pecypcot unghopmayuonno-menekommynuxayuonnou cemu «Mumepnemy»:
1. Caiit Beepoccuiickoro HayqHO-MCCIIEA0BAaTENIbCKOTO NHCTUTYTA TOKYMEHTOBEIEHUS U
apxuBHOTO fena http://www.vniidad.ru/

5.6. Hopmamuensie npagoevie akmol U MemoouuecKue 0OKyMeHmbl:

Tpynosoii konexc Poccuiickoit @enepanuu ot 30.12.2001 Ne 197-03;

Ipaxxnanckuit konexc Poccutickoit deneparuu (dacts nepsas) ot 30.11.1994 Ne 51-D3;

I'paxxnanckuii kogexc Poccuiickoit deneparuu (yactb Bropas) ot 26.01.1996 Ne 14-D3;

®denepalibHbII KOHCTUTYIIMOHHBIN 3aK0oH OT 25.12.2000 Ne 2-®K3 «O I'ocynapcTBeHHOM
repOe Poccuiickoit deneparumy;

®enepanbhblil 3akoH oT 27 .07.2006 Ne 149-03 «O6 undpopmanyu, HHGOPMaLIMOHHBIX
TEXHOJIOTHSIX M O 3allluTe HHPOPMALUNY;

®enepainbhblil 3akoH oT 06.04.2011 Ne 63-D3 «O06 371€KTPOHHON MOJITUCHY;

®enepanbhblit 3akoH oT 22.10. 2004 Ne 125-D3 «O6 apxuBHOM nene B Poccutickoit De-
Jeparumny;

®enepanbhbiif 3akoH 0T 02.05.2006 Ne 59-D3 «O mopsake paccMOTpeHHs: 0OpalleHui
rpaxxaan Poccuiickoit denepanumny;

®enepanbHblil 3ak0H 0T 27.07.2006 Ne 152-@3 (pen. ot 31.12.2017) «O nepcoHambHBIX
JAHHBIX»;

O®enepanbHblil 3ak0H 0T 29.07.2004 Ne 98-D3 (pexn. ot 18.04.2018) «O xommepueckoit
TaHe;

®enepanbubiit 3akoH 0T 01.06.2005 Ne 53-D3 «O rocynapcTBeHHOM si3bike Poccuiickoi
Denepanum»;

3akoH P® o1 25.10.1991 Ne 1807-1 «O s3p1xkax HaponoB Poccuiickoit denepannny;

3akoH P® o1 21.07.1993 Ne 5485-1 (pexn. ot 29.07.2018) «O rocynapcTBEHHOI TaliHE»;

[Noctanosnenue IlpaBurenscrBa P® ot 15.06. 2009 Ne 477 «O6 yrBepxaenuu IlpaBun
JeTOTIPOU3BOJICTBA B (heiepaibHBIX OpraHax UCHOIHUTEIBHOM BIACTHY;

Metoanueckue peKOMEH AUy 10 pa3paboTKe MHCTPYKLUN MO JEIONPOU3BOJCTBY B (e-
JiepajbHBIX OpraHax UCIIOIHUTENIBbHON BiacTu yTB. [Ipukaszom Pocapxusa ot 23.12.2009 Ne 76;

[Tpuxa3 Pocapxusa ot 11.04.2018 Ne 44 «OG0 ytBepxkaeuuu [IpuMepHON HHCTPYKLIMU 110
JIEJIONPON3BOJICTBY B FOCYAAPCTBEHHBIX OPTaHU3ALMIXY;

[Toctanosnenue I[IpaButenbctBa Poccuiickoit @enepanuu ot 27.12.1995 Ne 1268 «O6
YHOPSAOYEHUN U3TOTOBJICHUS, UCIIOJIb30BAHUS, XPAHEHNUS U YHUUTOXKEHUS TleyaTeld 1 OJIaHKOB C
BocnpousBenenueM ['ocynapctBennoro repoa Poccuiickoit deneparumy;


http://www.vniidad.ru/
http://biblioclub.ru/index.php?page=book&id=253705

[Mocranosnenue IlpaBurenscta PD ot 22.09.2009 Ne 754 (pem. ot 17.10.2017) «O6
yTBepkaeHIH [1o10KeHus 0 cucTeMe MEXBEJOMCTBEHHOTO YIEKTPOHHOTO JJOKYMEHTO000pOTaY,

[Tpuxa3 MunkynsTypsl Poccun ot 25.08.2010 Ne 558 (pen. ot 16.02.2016) «O6 yTBep-
xaeHuu [lepeuHsi TUIIOBBIX YIIPaBIEHYECKHUX apXUBHBIX JOKYMEHTOB, 00pa3yroIIMXcs B poLec-
Ce JIeATENbHOCTU TOCY/IaPCTBEHHBIX OPraHOB, OPIraHOB MECTHOTO CaMOYINPABIECHUS U OpraHHu3a-
LUH, C yKa3aHUEM CPOKOB XPaHEHUS»;

[Ipuka3z Munkynstypsl Poccun ot 31.03.2015 Ne 526 «O0 yTBepkI€HNN IPABUII OpraHu-
3allUd XpaHEHUs, KOMIUIEKTOBaHMsS, ydeTa U HCIOJb30BaHUS JOKYMEHTOB ApXUBHOro (oHaa
Poccuiickont @enepanuu U Ipyrux apXuBHBIX JTOKYMEHTOB B OpraHax roCyJapCTBEHHOM BIIACTH,
OpraHax MECTHOTO CaMOYTIPABJICHUS U OPTaHU3ALUIX»;

Vka3 IIpesunentra PO or 30.11.1995 Ne 1203 (pen. ot 03.09.2018) «O0 yTBepkIeHUU
[lepeuns cBenaeHU, OTHECEHHBIX K TOCYIAPCTBEHHON TAHE;

[TocranoBnenue IlpaButensctBa PD ot 06.02.2010 Ne 63 (pen. ot 29.12.2016) «O06
yTBEpKACHUH VMHCTPYKIIMH O MOPSIIKE TOMyCKa TOMKHOCTHBIX JIUIL U TpaxaaH Poccuiickoii de-
Jiepallii K TOCY/IapCTBEHHOM TaliHEe»;

[Tocranosnenue IlpaBurensctBa PP ot 23.07.2005 Ne 443 (pen. ot 18.03.2016) «O6
yTBepxkaeHuu [IpaBun pa3paboTKu nepedHs CBEACHUM, OTHECEHHBIX K FOCyAapCTBEHHOM TaltHe;

[Moctanosnenue IlpaBurenscta PD ot 04.09.1995 Ne 870 (pem. ot 18.03.2016) «O6
yTBepkAeHuH [IpaBuil oTHECeHUs CBEIEHUH, COCTABISIONIMX TOCYJapCTBEHHYIO TaifHy, K pa3-
JIMYHBIM CTENIEHSIM CEKPETHOCTNY;

[Tocranosnenue [IpaBurensctBa PO ot 01.11.2012 Ne 1119 «O6 yTBepxaeHun TpedboBa-
HUH K 3aIIMTE MEPCOHANBHBIX JaHHBIX MPU UX 00paboTKe B MHPOPMAIIMOHHBIX CUCTEMaX MepCo-
HAJIBHBIX TAHHBIX));

[ocranosnenue [IpaBurensctBa PO ot 15.09.2008 Ne 687 «O6 yrBepxkaenun Iomoxe-
HUSL 00 0COOEHHOCTAX 00pabOTKU MEPCOHATBHBIX JAHHBIX, OCYIIECTBIIsIEMON 03 HCIOIb30Ba-
HUS CPEICTB aBTOMATU3ALINN»;

[Mocranosnenue I[paButensctBa PO ot 03.11.1994 Ne 1233 (pen. ot 18.03.2016) «O6
yTrBepkaeHnn [1omoxkeHus o mopsijke 0OpamieHus co Ciry:keOHoi nHpopMarelr orpaHuIeHHOTO
pacripocTpaHeHus B (pefepanbHbIX OpraHax MCIOJHUTEIBHON BIACTH, YIOJTHOMOYEHHOM OpraHe
YOpPaBJIEHUS MUCIOJIb30BAaHUEM AaTOMHOW SHEPIrUU U YIOJHOMOUYEHHOM OpTaHe 10 KOCMHUYECKOM
JESITENILHOCTI;

I'OCT P 7.0.8-2013. Hamumonanbnslii ctangapT Poccuiickor @Penepannn. Cucrema
CTaHIapTOB 10 UHPOPMAILINK, OMOIMOTEUHOMY U U3/IaTeIbCKOMY Aeiy. Jlemonpon3BoacTBO U ap-
XuBHOE Jieno. Tepmunbl U onpeaenenus (ytB. [Ipukazom Poccranmapra ot 17.10.2013 Ne 1185-
cr);

I'OCT P 7.0.97-2016. Cucrema craHmaptoB 1o HHGOpManuu, OMOIMOTEYHOMY M H3-
natenbekomy neny. OpraHu3aioHHO-PACTIOpAIUTENbHAS JOKyMeHTalus. TpeboBaHus kK opopm-
nenuto 1okymeHToB (yTB. [Ipukazom Poccrangapra ot 08.12.2016 Ne 2004-cT);

3akon Pecryomuku Komu ot 06.06.1994 Ne XII-20/1 «O T'ocymapctBennom repoe Pec-
myomuku Komm;

[Tocranosnenue IlpaBurenscTBa Pecniyomuku Komu ot 11 deBpans 2015 roma Ne 58 «O6
YTBEPKACHUN TUIIOBOM MHCTPYKLUH IO JEJIONPOU3BOJICTBY B OpraHax B CUCTEME HUCIIOJIHUTEIb-
Ho¥t Bmactu PecnyOmuku Kommy;



IHocranosnenue IIpaBurensctBa PecryOnuku Komu ot 20.09.2011 Ne 396 «O6 opranu-
3allUd MEKBEJAOMCTBEHHON CHUCTEMBI JIEKTPOHHOIO JTOKyMEHTOOOOpoTa» (BMecte ¢ Ilomoxe-
HHEM O MEXBEJOMCTBEHHOM CHCTEME 3JIEKTPOHHOTO JOKYMEHTO000POTa).

6. CpencrBa o0ecniedeHHs1 OCBOCHHUS Y4eOHOM AUCHUIIMHBI

B ydeGHOM mpouecce mpu peanu3anui yueOHoH aucuuIuinHbl « OCHOBBI JOKYMEHTHPO-
BaHUs YNPaBICHYECKON JESATEIbHOCTI UCIOIB3YIOTCS CIEAYIOLUE IPOrpaMMHbIE CPECTBA:

Hugopmayuonnvie mexno- | Ilepeuenv npocpammnozo ovecneuenus u uHGOPMaAyUOHHBIX
Jaocuu CHPABOUHBIX CUCHEM

Oducuslii maket i pabotsl ¢ | Microsoft Office Professional

JIOKyMEHTaMH Microsoft Office Standart
P7-Oduc

Nudopmarmonno-cnpaBounsie | CripaBouHo-mipaBoBas cuctema «Koncynsrant [lmrocy

CHCTEMBI CnpaBouHO-nIpaBoBas cucrema «I'apant»

DNneKTpOHHO-OMOIUOTEYHbIE OBbC «YHuBepcuteTckast OMOIMOTEKa OHIANH»

CHUCTEMBI Hammonanwsnas anexrponnas oubmmoteka (https://H30.pd) (B
3panun 'OY BO KPAI'CnY)
Hayunas snexrponnast Oubmmoreka «KubepJlennnkay
https://cyberleninka.ru

Poccuiickas Hay4dHast SIICKTpOHHAsE OMOIMOTEKA
https://www.elibrary.ru

DneKTpoHHas oYTa DnekTpoHHas oyTa B JoMeHe krags.ru

Cpencrtsa ais opraHu3anuu CepBucbl BeO- M BHJICOKOH(EPEHILCBA3M, B TOM YHCIE
BEOMHAPOB, TEJIEMOCTOB U BigBlueButton, SberJazz

koH(pepeHuit

COHpOBO)KI[eHI/Ie OCBOCHUA AUCLHUIIJINHBI OGy‘laIOH_[I/IMCSI BO3MOXHO C HCIIOJB30BaHUEM
ANIEKTPOHHOH MHPOpMaOHHO-00pa3oBarensHo cpensl [OY BO KPAT'CnY, B ToM umciie oopa-
30BaTenpHOTrO nmopraia Ha ocHoBe Moodle (https://moodle.krags.ru).

7. MaTepuajibHO-TeXHHUYECKOe o0ecreyeHue
0CBOEHM S Y4eOHOH TUCUMIITIMHBI

[Tpu mpoBeneHUM y4eOHBIX 3aHATUNH TO JucHUIUIUHE «OCHOBBI JTOKYMEHTHUPOBAHUS
YOpaBIEHYECKON AEsITeNbHOCTH» 3a/IeCTBOBaHAa MarepuaibHO-TexHHueckas 06aza ['OY BO
KPAI'CnY, B cocTtaB KOTOpOW BXOJAT CIEAYIOIIUE CPEICTBA U PECYPCHI ISl OpraHu3alii CaMo-
CTOSITEJIbHOM M COBMECTHOU PabOThI OOYYAIOIIHUXCSI C TPETIOIaBaTEIIeM:
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— CHeUuuaNbHble IMOMEIICHUs A peaju3allMyd JaHHOM JUCHMIUIMHBI TMPEICTaBISIOT
co0oi y4eOHBbIE ayIUTOPHH IJIi TPOBEICHHUS 3aHSATHH JEKIIMOHHOTO THMA, 3aHATHH CeMUHAp-
CKOTO THIIa, BBHIMOJIHEHHUS KypCOBBIX paOOT, TPYNIOBBIX M MHIMBHYaJbHBIX KOHCYJIBTAllUH, Te-
KyIIIEro KOHTPOJISI M MPOMEKYTOUYHON aTTECTAaIlH, a TaKKe TOMEIIEHHS JUTsl CaMOCTOSTEIIHbHOM
paboThI M MOMEUICHHUS [T XPaHEHHUS U MPO(PUIAKTHIECKOTO 00CTy)KUBaHUs y4yeOHOro 000pyo-
BaHMs. CrienuanbHbIC TIOMEIICHUS YKOMIUIEKTOBAHBI CIICIIMATU3UPOBAHHON MeOEIbI0 U TeXHU-
YECKHUMHM CPEJICTBAMH OOyUEHHUs, CIYKAIIUMH JJIsl IPEACTaBICHUsT y9eOHOH nHpOopMauu 60IIb-
LI0OW ayIUTOPHH.

Jnis mpoBeAeHUsT 3aHATUH JICKIIMOHHOTO THIIA TIPEIIararoTcsi HaObOphl IEMOHCTPALIMOH-
HOTO 000OpyIOBaHUS M y4eOHO-HATTBITHBIX MOCOOM, 00ECIeYrBAIONINe TEMATUYECKUE WILTIO-
CTpAaIHH:

— J1abopaTopHIo, OCHAIICHHYIO J1a00paTOPHBIM 000pPYAOBaHUEM;

— TIOMEIIEHHUE TSI CAMOCTOSITETIFHON PabOoThl 00YYArOIINXCSl OCHANICHO KOMITBIOTEPHOM
TEXHUKOH C BO3MOXKHOCTBIO MOAKIIOUEHHS K ceTH «VHTepHeT» u obecrieueHrneM [0CTyla B
ANIEKTPOHHYI0 HH(OPMAIIMOHHO-00pa30BaTeNbHYIO CpeAy OpraHU3allHH;

— KOMITBIOTEpPHBIE KJIACCHI, OCHAIEHHBbIE COBPEMEHHBIMH MEPCOHATBHBIMU KOMIIBIO-
TepaMu, pabOTAIOIIUMH O] YIIPaBJIEHUEM OIeparmoHHbIX cucteM Microsoft Windows, o0benu-
HEHHBIMHM B JIOKAJIbHYIO CETh U UMEIOIIMMU BBIXOJ B MIHTEpHET;

— Oubnuoreka AKaJeMuU, KHIDKHBIH (OHI KOTOPOW COMEPKUT HAYYHO-HUCCIEN0-
BaTEJIbCKYIO JIUTEPATypy, HayuHbIE KYPHAIbl U TPYIbl HAYYHBIX KOH(PEPEHLINH, a TaK)Ke YUTaIb-
HBIN 347,

— cepBepHOE 00OpyIOBaHHUE, BKIIIOYAIOIIEE, B TOM YHCJE, HECKOJIBKO CEpBEPOB CEpUHU
IBM System X, a Taxxe BUpTyaJIbHbIE cepBepa, paboTarolIMe M0/ YIPaBICHUEM ONEPATOHHBIX
cucrem Calculate Linux, BxmouenHoit B Peectp Poccmiickoro 110, Linux Ubuntu Server u
Microsoft Windows Server u ciyxamuMmu Ui pa3MelIeHUs pa3IMYHbIX CEPBUCOB U CIYXO, B
TOM uucie s ooecrieuenus: padorsl CYB/] MySQL;

— ceTeBOoe KOMMYTAIlMOHHOE 000pynoBaHuE, obecneunBaroliee paboTy JTOKaIbHON CeTH,
npefoCTaBIeHUe MocTyna K ceTr Internet ¢ oOmiei ckopocThio monkitoueHust 100 Mowut/cek, a
Takxke padory GecrpoBomHOTO cermMeHTa cetu Wi-Fi B moMereHusx AkajaeMun;

— MHTEpaKTUBHBIC MHPOpMAIIOHHBIE KHOCKH «HDOY;

— MpOrpaMMHBIE U allapaTHbIe CPEACTBA IS IPOBEACHUS BUICOKOH(PEPEHIICBS3H.

Kpome TOro, B 0Opa3zoBarenbHOM Mporecce OOYYAOIUMHUCS ITHPOKO HCTIONB3YIOTCS
CIIEIYIOIINE SJICKTPOHHBIE PECYPCHI:

— cuctema Internet (ckopocts noakmodeHus — 100 Mout/cek);

— caiit www.krags.ru;

— OecnpoBonHas cetb Wi-Fi.

KoHkpeTHbIE mMOMeENIeHUs Ui OpraHu3anuyd OOy4deHHs 10 AucHUIuiiHe «OCHOBEBI
JOKYMEHTHPOBaHUS YIPaBICHYECKOM JIEATEIBHOCTHY OMPEEISIIOTCS paclucaHueM yueOHbIX 3a-
HATUN U MPOMEXYTOYHOU arrectanuu. OO0pyI0oBaHHE M TEXHUYECKOE OCHAIICHHE ayJAUTOPUH,
NPEeCTaBICHO B Macnopre cooTBeTcTBytomuX kabuneros 'OY BO KPAI'CuV.
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PA3JIEJI II. METOAUYECKHE MATEPHUAJIBI

BaxxneimmM ycioBreM yCIIEIIHOTO OCBOCHUS MaTepuaa sBjsieTcs IIaHOMepHasi padoTa
o0yuaromerocs B TE4€HHE BCETO MEepHoia U3y4eHHs JUCIUILIHHEL. OOydatoemMycst Heo0X0auMo
O3HAKOMUTBCSI CO CIIEAYIOLIEN yueOHO-METOANYECKON TOKyMEHTalMEeN: IPOrpaMMOM JUCIIMILIU -
HBbI, y‘~IG6HI/IKOM u y‘I€6HI)IMI/I IMOCOOMSIMU 110 AUCHUIUIMHE; 3JICKTPOHHBIMU peCypCaMH IO OUC-
UITIIMHE; MCTOAUYCCKUMHA U OLICHOYHBIMU MaTCpuaiaMi 110 JUCHUIIIIMHEC.

VueOHbII mponece npu pcaius3aluu JUCHUIINIMHBI OCHOBBIBACTCA Ha HCIIOJIB30BAaHUU
TpaAUIIUOHHBIX, THHOBAIIUOHHBIX U I/IH(I)OpMaLII/IOHHBIX O6p330BaTeHBHBIX TEXHOJIOTHM.

TpallI/IIII/IOHHI)Ie O6p330BaTeJ'H)HI)Ie TEXHOJIOTUH NPEACTABICHBI JIeKYUAMU U 3AHAMUSIMU
CCMUHApPCKOT'0 TUIIA (HpaKTI/I‘-IeCKI/IC SaHHTI/Iﬂ).

I/IHHOBaI_[I/IOHHBIe 06p330BaTeHBHI)Ie TEXHOJIOTUN HCIOJIB3YIOTCA B BUJC IIUPOKOIO IIpH-

MEHEHUS! aKTUBHBIX M HWHTEPAKTUBHBIX (POpPM IMpOBeNEHUS 3aHATHH. AynuTopHas padora o0y-
YaIOIIMUXCS NPENyCMaTpUBaeT JICKUMU-NPE3CHTALNN, aHaJIW3 IPAKTHYECKUX CUTyaluH,
MOJTOTOBKY JIOKyMEHTOB.

Wudopmannontbie 00pa3oBaTeIbHbIE TEXHOJOTHH PEATU3YIOTCS IyTeM aKTHBH3AIIUH
CaMOCTOSTEIILHOW paboThl 00yUaIONINXCs B HHPOPMAIIMOHHOM 00pa30BaTeIbHON Cpee.
Bce ayauTopHbIe 3aHATHS MPECICAYIOT IeJb 00ECICUeHHs BBICOKOTO TEOPETHYECKOIO

YPOBHSI M IPAKTUIECKOW HAIPABIEHHOCTH O0yUCHHUSI.

Iloozomoeka K 1eKYUOHHBIM 3AHAMUAM

B xoze nexuuii mpenogaBaresp U3J1araeT U pa3bsCHIET OCHOBHbIE M HanOoOJIee CIOKHBIE
MIOHATHUS TEMBI, @ TAKXKe CBSI3aHHbIE C HEM TeOpeTHUeCKHUe U MpaKkTUYECKUue MpoOIeMbl, 1aeT pe-
KOMEHJIal[MK I10 TOJTrOTOBKE K 3aHATHUSAM CEMHMHAPCKOIO THIA U CaMOCTOATENbHOW pabore. B
X0JI€ JIEKIIMOHHBIX 3aHATHI 00ydarolieMycs cieyeT BEeCTH KOHCIIEKTUPOBaHHUE y4eOHOro Mare-
puana.

C nenpio obecnieyeHHs YCIEHIHOTO OCBOCHHUS JAMCUUIUIMHBI OOYyYaIOLIUICA JOIKeH
rOTOBUTHCSA K Jiekuuu. [Ipu 3ToM HeoOXoaumo:

- BHUMATEJIbHO MPOYUTATh MAaTEPHAI MPEIbIIYIIEH JeKIHH;

- O3HAKOMHUTHCS C Y4eOHBIM MaTepHaioM JIEKLIUHU [0 PEKOMEHJ0BAaHHOMY Y4E€OHMKY W/
WIH y4eOHOMY TTOCOOHIO;

- YSICHUTh MECTO U3y4aeMOi TeMbI B CBOEH MPOQeCCHOHATBHON MOATOTOBKE;

- 3amucaTb BO3MOXHBIE BOIIPOCHI, KOTOpble OOyuarolluiics MpeanosaraeT 3aiarh
MIPETo/IaBaTelio.

Iloozomoseka K 3aHAMUAM CEMUHAPCKO20 MUNA

DTOT BUJI CAMOCTOSITENIbHON pabOThI COCTOUT M3 HECKOJIBKUX ATAIOB!

1) moBTOpEeHUEe M3ydeHHOTO Marepuaia. sl STOro MCHONB3YIOTCS KOHCHEKTHI JICKITHH,
PEKOMEHIOBaHHAsi OCHOBHAS M JIOTIOTHUTEIbHAS JIUTEPATYPA;

2) yrryOneHne 3HaHui 1o TeMe. J{J1s 3TOro peKOMEHIyeTCsl BBITUCATh BO3HHUKIINE BOIIPO-
CBI, HCIIOJIb3yeMbI€ TEPMHHEI,

3) nmoAroToBKa JOKIAJO0B IO T€MaM, MpeiaraeMbIM IpenojaBaTesieM, Wi aHaJIu3 Ipak-
TUYECKHUX CUTYaIlUi U Jp.

ITpy moAroToBKE K 3aHATHAM CEMHHAPCKOTO THIA PEKOMEHAYETCS C II€Ib0 MOBBILICHUS
ux 3¢ exTuBHOCTH:

— YIeJIATh BHUMaHUE pa300py TEOPETUUECKUX BOPOCOB, 00CYKIAEMBIX HA JIEKIMAIX;

— yZAeNATh BHUMAHUE KPATKOMY IOBTOPEHHIO TEOPETHYECKOIo MaTepHaia, KOTOpPbIM Hc-
MOJIb3YETCsI TPU BHIMOJIHEHUH MTPAKTUYECKUX 3aJaHUM;
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— BBINIOJIHATH BHEAYAUTOPHYIO CAMOCTOSATENBbHYIO padoTy;

— CTaBUTb HpO6JI€MHBI€ BOIIPOCHI, IO BO3BMOKHOCTHU HUCIIOJIB30BATh MPUMCEPHI C IPAKTUYC -
CKUM COJIEpKAHUEM;

— BKJIIIOYATBCA B HCIIOJIB3YCEMBIC IMPU HNPOBCACHUHN IMPAKTHYCCKUX 3aHATHI aKTUBHBIE U
HHTCPAKTUBHBIC MCTObI O6y‘IGHI/I$I.

[Tpu pazbope nprMepoB B ayIUTOPUU WK JJOMA 11es1eco00pa3HO KayKIbli UX HUX 000CHO-
BbIBaTb TCMU HJIM UHBIMH TCOPCTUUCCKUMH ITOJIOKCHUSAMMU.

AKTHUBHOCTD Ha 3aHATHSIX CCMHUHAPCKOT0 TUIIA OLICHUBACTCA 110 CICAYIOIINM KPUTCPHUAM:

— OTBETHI Ha BOMPOCHI, MpeiaraeMble MpernoaaBareiem;

— yYacTHE B JUCKYCCHSX;

— BBINOJIHEHUE TPOEKTHBIX M UHBIX 3aJ[aHUMH;

Opzanuzayus camocmoamensbHoll paoomol

CamocTosiTenpHas padoTa 0Oy4aromuxcsl MPEACTABISIET cCO00M MPOIECC aKTUBHOTO, IIe-
JICHAIIPABJICHHOTO MPHOOPETEHUSI UMK HOBBIX 3HAHUH, YMEHHI 0€3 HETOCPEACTBEHHOTO Y4acTHus
MIPETIOIaBATEIIS, XapaKTEPUIYIOIIHIACS TPEAMETHON HANPaBICHHOCTHIO, Y3PPEKTUBHBIM KOHTPO-
JIEM U OLIEHKOH pe3yJbTaToB JAeSATeILHOCTH 00yUYarOIIerocs.

3amagamMu CaMOCTOSTENIEHOW PaOOTHI SBISIOTCS:

—  CHCTeMaTH3allis M 3aKPeIUICHUE TONTYYCHHBIX TEOPETHUECKUX 3HAHUW W MPaKTHYe-
CKUX YMEHHH U HaBbIKOB 00yYarOUINXCS;

—  yDiyOJleHue U pacluIupeHHe TEOPETUUCCKUX 3HAHU;

— (QopMupoBaHHE YMEHHI HCIIOIH30BATh HOPMATUBHYIO M CHPABOYHYIO JTOKYMEHTa-
W10, CIICIHAIILHYIO JIUTEPATYPY;

- PAa3BUTHUC MMO3HABATCIIbHBIX CHOCO6HOCTCI7[, AKTUBHOCTHU O6yanOHIHXC$I, OTBETCTBCH-
HOCTHU ¥ OPTraHU30BaHHOCTH;

—  (opMupOBaHHE CAMOCTOSTEILHOCTH MBIIUICHUS, TBOPYECKOH WHHUIIMATHBEI, CIIOCO0-
HOCTEH K CaMOPa3BHUTHIO, CAMOCOBEPIIICHCTBOBAHHIO U CAMOPEATH3AIIHH;

- Pa3BUTHUC UCCICAOBATCIILCKUX YMCHI/II\/’I 1 HAaBBIKOB.

[lpy w3yYeHUW AMCUMIUIMHBI OPraHHW3alMs CAMOCTOSTEIBHONH pPabOThI OOYYAOIIHXCS

NpeCTaBiIsieT COOON eMHCTBO TPEX B3aUMOCBS3aHHBIX (POPM:

1) BHeaynuTOpHasA caMOCTOsATeNIbHAs paboTa;

2) aymuTopHasi CaMOCTOATENbHAs paboTa, KOTOpasi OCYIIECTBIISCTCS MO HETIOCPEICTBEH -
HBIM PYKOBOJICTBOM IpENo/aBaTess Npu MPOBEICHUM MPAKTUYECKUX 3aHATHI M BO BpeMs UTe-
HUS JICKITHI;

3) TBOpUecKasi, B TOM 4HCJIe HayYHO-HUCCIeA0BaTeIbckas padora.

[lepen BbImonHEHHEM OOYYaIOUIMMKCS BHEAyAMTOPHON CaMOCTOATEIbHOW pPadOThI
IIPETIOIaBATENb MOKET 1aBaTh Pa3bsCHEHUS 110 BHITIOJHEHHIO 3a/1aHUS, KOTOPBIE BKIIIOYAKOT:

— 1eJIb U COlepKaHUE 3aIaHNs;

— CPOKH BBIIIOJIHEHUS;

— OPHUEHTUPOBOYHBIN 00bEM PaOOTHI;

— OCHOBHBIE TPeOOBaHMsI K pe3ysibTaTaM paboThl U KPUTEPHH OLIEHKH;

— BO3MOJKHBIE TUITMYHbBIE OLIMOKH MPU BHINOJIHEHUU.

KoHTposnb pe3ynbTaroB BHEAyAUTOPHON CaMOCTOSTENbHOM paboThl 00yUarOmUXCs MOKET
MIPOXO/IUTH B MMCBMEHHOM, YCTHOW WIIM CMEIIaHHOH (hopme.

WHoraa npenogaBarens 1)1 TEMaTHUECKUX 3aHATUSIX CEMHUHAPCKOTO TUIA MOopyvyaeT o0y-
YaroIIMMCs MOArOTOBUTH AoKIaA. IIpu moaroroBke nokiana, Moyb3ysach pa3IndHbBIMU MCTOYHU-
KaMu (yueOHOH U crenuanbHOM JUTeparypol, B TOM YHMCIe MOHOTpaQUsIMHU, AUCCEPTALUSIMUA U
CTaThsIMH, WH(OPMALMOHHBIMU HCTOUYHUKAMH, CTATUCTHYECKOW MH(pOpMaIueil, HOpMaTUBHBIMU
NPaBOBBIMU aKTaMU U T.J.), HEOOXOIMMO IOJHOCTBIO PACKPBITH TEMY, MOCIEIOBATEIBHO H3-

JIOKUTb UCTOPUIO BOIIPOCA, UMECIOIIHUECA TOYKU 3pCHU, COOCTBEHHBIE BBIBOJBI. HCO6XO)II/IMO nu3-
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Oerarb HEMPOBEPEHHON MH(OPMAIIMU, OTOBAPUBATH JISTUTUMHOCTh UCTOYHUKOB. O0s3aTeIbHBIM
SIBJISIETCSI COIPOBOKICHHE JOKIIAa AEKTPOHHOM MPE3EHTAIMEN, CIeIaHHON B penakrope Power
Point. DnexTpoHHas Tpe3eHTAIMsI BKIIOUAST: TUTYJIBHBIA CIAlJl C YKa3aHHEM TEMBbI JOKJIAJa,
@®.1.0. obyuaromierocsi; OCHOBHbIEC TIOJIOKEHUS JOKJIa/1a, BEIBOJBI M 3aKJIFOUUTEBHBIN CIIaia Co
CIIMCKOM MCTOYHUKOB M OnaromapHocThio (8—10 cmaiinos). Crnaiiipl MOTYT OBITH TPOHYMEPOBA-
Hbl. L[BeroBoii (oH crmaiioB moaOupaercss Tak, 4TOObl Ha HEM XOpPOIIO ObLI BUAEH TEKCT.
Crnymiast 1OKJIa bl ¥ BBICTYIUICHHUS! HA 3aHSATHU CEMHUHAPCKOTO THUIIA WIIA PETUITMKU B XOJE AUCKYC-
CUH, 00yJaronIMMCsl BAXKHO HE TOJBKO yBakaTh MHEHHE COOECETHWKA, HO M WCITOJIb30BaTh Ha-
BBIKM aKTHBHOTO WM pe(IeKCHUBHOrO ciymaHus (He mepeOuBarh, JaBas BOZMOXKHOCTH TOJTHO-
CTBbIO BBICKA3aTh CBOIO TOYKY 3PEHHUS, HETOHSATOE YTOUYHATH, epe@opMynupysl BbICKa3aHHOE U
T.IL.).

Iloozomoeka Kk npomexcymounoi ammecmayuu

BuaoMm mpoMmeXyTO4HOM aTTecTaluy MO JaHHOW IUCIUIUIMHE SIBISETCS cllada 3a4dera.
[Ipu mpoBeaeHUM NMPOMEKYTOUHOM aTTeCTallMU BBIACHIETCS YCBOCHHE OCHOBHBIX TE€OpETHYE-
CKHMX M IPUKJIAIHBIX BOIPOCOB IMPOTPAMMbI U YMEHHE ITPUMEHSAThH MOJYyUYECHHBIE 3HAHUS K pelie-
HUIO MIPaKTHUECKHX 3a1ad. [Ipu moaroToBke k 3a4eTy yueOHbBIN MaTeprall peKOMEHIyeTCsl IIOBTO-
pATH MO y4yeOHOMY W3JaHUIO, PEKOMEHJOBAHHOMY B Kaue€CTBE OCHOBHOM JIUTEPATyphl, U KOH-
CHEKTY. 3a4eT MPOBOAUTCS B Ha3HAYEHHBIN JIEHb, 10 OKOHYAHUM U3Yy4YeHUs JucUuILIuHbL. [locne
KOHTPOJFHOTO MEPONPUATHS NMPENoJaBaTeb yUUThIBAET aKTUBHOCTh pabOThl 00y4aroierocs Ha
ayIUTOPHBIX 3aHITHSIX, KAUECTBO CAMOCTOSITENILHOM pabOThI, pe3ylbTaThl TEKYIeH aTTecTalui,
MOCELIAEMOCTh U BBICTABJISET UTOTOBYIO OLICHKY.

H3yuenue oucyuniunvl ¢ UCnOIb306aHUEM OUCMAHYUOHHBIX 00PA308AMEIbHBIX MEX-
Honoz2ui

[Ipu u3yueHUn AUCHUTIINHBI C UCMIOIB30BAaHUEM JIUCTAHIIMOHHBIX 00pa30BaTeIIbHBIX TEX-
HOJIOTUH HEOOXOAMMO JOMOTHUTEIHFHO PYKOBOJICTBOBATHCS JIOKATbHBIMU HOPMATHBHBIMHU aK-
tamu ['OY BO KPAI'CuY, peraMeHTHpPYIOIMMH OpraHu3aliio 00pa30oBaTeIbHOrO Mpolecca ¢
WCTIONB30BaHUEM TUCTAHIIMOHHBIX 00Pa30BaTEIHHBIX TEXHOIOTHIA.

PA3JIEJI I11. ONEHOYHBIE MATEPHUAJIbI

8. KoHTpo/1bHO-U3MepUTeIbHbIE MATEPHAJIbI, He00X0AMMBbIE /1JIsl MPoBepKH c(hOPMUPOBAH-
HOCTH MHJAUKATOPOB JIOCTHKEHUSI KOMIIeTEHIIMI (3HAHUI, YMEHUd M1 HABBIKOB)

8.1. 3adanus ona nposedenusn meKkyuyeco KOHmMpONA
Texyuii KOHTPOJIb BO3MOXEH B JIBYX (hopMax: TECTOBOW WIJIM BHITIOJTHEHUS MTPaKTHYE-
CKOT'O 3aJ]aHMUsl.

Ipumep mecmoeozo 3aoanusn
1. KakuM HOpMaTUBHBIM MTPaBOBBIM aKTOM PETIAMEHTHPYIOTCS OCHOBHBIE MIPaBUIIa JEJI0-
MPOM3BOACTBA /Ui (heepanbHbIX OPraHOB UCTIOTHUTEIHHOM BIacTu?
A) Tunoast UHCTPYKIIMS TIO IETOMPOU3BOJACTBY B (peaepanbHBIX OPraHOB UCIIOIHUTEINb-
HOU BJIACTH.
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Bb) TunoBoii peramMeHT AENONpPOU3BOJCTBA B (hefepaibHBIX OPraHOB HCIIONHUTEIHHON
BJIACTH.

B) IlpaBuia genonpou3BoACTBa B (eiepaabHBIX OPraHOB UCTIOMHUTEIHHOM BIACTH.

I') Ilonoxxenue o ne0NpPOU3BOACTBE B (peiepaIbHBIX OPraHOB UCIIOIHUTEIILHON BIIACTH.

2. Uto moHUMAETCs TOJT AETOMPOU3BOACTBOM?

A) JlessTeNbHOCTB, TeJICHANPaBIeHHO o0ecnieunBaronas (GyHKIIUN yIIPaBICHHS JTOKYMCH-
TamH.

b) HestenpHOCTH, OOECIIeUMBAIONIAs PEATU3AIMI0 €UHON MOJIUTHKHA U CTaHAApTOB IO
OTHOILIEHUIO K TOKYMEHTaIbHOMY (DOHAY OpraHu3alii.

B) [esarensHOCTh, 0OecTieunBarOIIasi TOKYMEHTHPOBAHHUE, TOKyMEHTOOOOPOT, ONEepaTHB-
HOE XpaHEHHUE U HCIIOJIb30BAaHUE JOKYMEHTOB.

3. Kakue u3 nepeyncieHHbIX BUAOB TOKYMEHTOB, OTHOCSITCS CHCTEME OpraHU3allMOHHO-
IIPaBOBOM JTOKyMeHTalMun? (HECKOIbKO BEPHBIX BAPUAHTOB)

A) llltatHoe pacnicanue

b) [TocranoBnenue.

B) lomxHOCTHas HHCTPYKLHUH.

I') [Tporoxo.

) Ilpuxkas.

4. B xakym cucTeMy JOKyMEHTAaIlMd BXOAAT JOKYMEHTHI, B KOTOPBIX (PUKCHUPYIOTCS
yIpaBJIeHYECKHUE PELICHHUs TI0 OPTaHU3AMOHHBIM, aIMUHUCTPATUBHBIM U KaJPOBBIX Bompocam?

A) Cuctema opranu3alliOHHO-TIPABOBOM JOKYMEHTAIIUH.

B) Cucrema pacnopsiiuTeIbHONW JOKYMEHTAIHH.

B) Cucrema nnpopmaiiioHHO-CIIpaBOYHON JOKYMEHTALINH.

5. OT yero 3aBUCUT COCTaB PEKBU3UTOB, BKJIIOYaEMbIX B OJJaHK JOKyMEHTa?

A) Ot BUJa JOKYMEHTA.

b) Ot cnocoba pacnonoxeHus: peKBU3UTOB B OjaHKe (IIPOIOJIbHBIN WM YIJIOBOW CHOCO-
Ob1)

B) Ot opranuzannoHHO-IpaBoBOi pOPMBI OpraHU3alMK — aBTOPa JOKYMEHTA.

Ilpumep npakmuueckozo 3a0anus

CocraBbTe U 0pOpPMHUTE MPHUKA3 IO OCHOBHOW AESITETLHOCTH, U JAPYTHE PACHOPSAUTEIh-
HBIE JOKYMEHTBI, HEOOXOANMBIE B IaHHOM yIPaBJIE€HUYECKON CUTyallUU:

Ha MockoBckoM KOMOMHATE MO MPOU3BOJCTBY MY3BIKABHBIX MHCTPYMEHTOB M MeOenn
(rocymapcTBeHHOE MpEANpUsATUE), KOTOphI BXxoauT B KoHiuepH mo pa3paboTke U MpOU3BOJICTBY
NPONYKIMM My3blKajabHOM mpoMbinuieHHocTH (POCMY3IIPOM), neiictByer Ilonoxenue o
MIPEMUPOBAHUH PYKOBOIAUTEIICH 1IEX0B, OTJIEIOB M CIIyK0, yTBepkaeHHoe 05.01.2003 Neo 27.

12 ampenst Tekyuiero roga aupektop komOuHata B.M.JIaproHOB mopydni HayaJbHUKY
oTAena Tpyaa u 3apaborHoil miuarel MapkoBy H.I. paccuutarh pazmep npeMuu pyKOBOIUTENISIM
OT/IEJIOB, IIEX0OB U CITy’k0 KOMOWHaTa o uToraMm padoThI 3a MEpBbIi KBapTal K 15 anpens, a ras-
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HoMy Oyxranrepy komOuHara Tpommnoii C.I. — opranu3zoBarh BeIIIaTy npemun kK 20 ampes Te-
KyLIEro roja.

Havanpauk mnaHoBo-3koHOMUYeckoro otaena Marseea C.H. u mmaBHbBI Oyxranrep
Tpommna C.I". 3aBu3MpoBaIu NpOEKT NpUKa3a JUPEKTOpa KOMOUHATA.

8.2. Bonpocel 011 no020moeKu K 3aueny

1. Bunsr knaccuduxaiuii JOKYMEHTOB.
Knaccudukarus no GyHKIIMOHATEHOMY IPU3HAKY.
CucreMbl JOKyMEHTAIIUH.
Cucrema opraHu3aliOHHO-TIPABOBOM JOKYMEHTAIIHH.
CucreMa pacnopsauTeIbHON TOKYMEHTAIMH.

AR

Cucrema HHPOPMALIMOHHO-CITPABOYHOM TOKYMEHTALIUH.

7. TlpaBuna odopmiienusi pekBu3uTOB «l ocymapcTBeHHbI rep0d Poccuiickoit denepa-
nuu, Tepd cyowekra Poccuiickoit denepanuu, repd (repalbIudecKuii 3HAK) MYyHHUITUTIATBLHOTO
oOpa3oBaHus); sMOIeMa; TOBAPHBIN 3HAK (3HAK OOCTYKUBAHUS )».

8. IlpaBuna odQopMmieHHS pPEKBU3UTOB «HAUMEHOBAaHME OpPraHM3allUd — aBTOpa
JOKYMEHTA»; «HAUMEHOBAaHUE CTPYKTYPHOI'O IOJAPA3AEICHHS — aBTOpA TOKYMEHTa»; «HAUMEHO-
BaHME JIOJDKHOCTH JIMIA — aBTOPA JOKYMEHTa».

9. IlpaBuna odopmieHus PEKBU3UTOB «CIPABOYHBIC TaHHbIE 00 OpraHu3aluu» |
«CCBIJIKA Ha PErMCTPALIMOHHBIM HOMEp U 1aTy MOCTYIHUBILETO JOKYMEHTa».

10. IIpaBuna opopmieHHs] PEKBU3UTOB «HAUMEHOBAaHHE IOKYMEHTa», «Jara JOKyMeH-
Ta», «PETUCTPALMOHHBIA HOMEP JOKYMEHTa.

11. IIpaBuna opopmiieHUs] pEKBU3NUTA «MECTO COCTABICHUS (M31aHM) JOKYMEHTA, «aj-
pecar».

12. TlpaBuna odopmieHHsS PEKBU3UTOB «TpHU(] OrpaHUUEHUS JOCTyNa K JOKYMEHTY,
«3aroJIOBOK K TEKCTY».

13. TlpaBuna opopmiIeHHS PEKBU3UTA TOKYMEHTOB «TPU( YTBEPKICHUS TOKYMEHTA.

14. TlpaBuna opopMiIeHHS pEKBU3UTA «TEKCT JTOKyMECHTA.

15. IlpaBuna oopmieHHs] pEKBU3UTA «OTMETKA O MPUIIOKEHUNY.

16. TlpaBuna oopmieHHs peKBU3UTA «TPU() COTTIACOBAHUS JOKYMEHTAY.

17. TlpaBuna oopmiaeHHs] pEKBU3UTA «BU3a.

18. IpaBuna opopMiIeHUSsT PEKBU3UTOB «IOATHCH» U «OTMETKA 00 3JIEKTPOHHOW IO -
CH)».

19. IlpaBuna oopMieHHs pEKBU3UTA «II€UATH.

20. IIpaBuna oopmiieHUs] PEKBU3UTOB «OTMETKAa 00 MCIIOJHUTENE»; «OTMETKA O 3aBepe-
HUU KOITUN.

21. IlpaBuna opopMmieHHs PEKBU3UTOB «OTMETKA O MOCTYIUIEHUH JOKYMEHTa»; «OTMET-
Ka 0 KOHTPOJIE»; «OTMETKA O HalpaBJIEHUH JJOKYMEHTA B JIEJIOM.

22. TlpaBuna opopmiIeHHs PEKBU3UTA «PE30TIOLU».

23. Buapl 6mankoB. O0muii OJ1aHK OpraHU3aIIHH.

24. Bunel 61ankoB. biaHk nuceMa opraHu3anuu.

25. Buppbl 6maHkoB. biaHk KOHKPETHOTO BUJIa IOKYMEHTA.

26. @opmynsip mpukasa (pacnopsLKEHUs).

16



27. ®opmynsip MHPOPMALMOHHO-CIIPABOYHOTO JOKYMEHTa Ha MpUMeEpe CIyKeOHOW 3a-
MTUCKHU.

28. ®opmynsp MpOTOKOIIA 3aceaHus (COBELIaHNUs).

29. ®opmynsip akra.

30. ®@opmynsip 1€TOBOTO MHUCHhMA.

31. Bunapl 1€/10BBIX MTHCEM.

32. OOmias XxapaKTepUCTHKA JIOKyMEHTOIIOTOKOB.

33. IlpaBuia paboThI ¢ BXOIAUIMMH TOKYMEHTaAMHU.

34. IlpaBuia paOoThI C UCXOIAIIUMU JOKYMEHTAMHU.

35. IlpaBuna paGoThl C BHYTPEHHUMH JOKYMEHTAMH.

36. IlpaBuia TekyIiero XxpaHeHus T0KyMEHTOB.

37. IlpaBuna nepegadyu JOKYMEHTOB B apXHB.

38. MHCcTpyKuus 10 AEIOIMPOU3BOICTBY KaK JIOKAJIBHBI HOPMATUBHBIN aKT, pETJIAMEHTH -
pyromuit paboTy ¢ JOKyMEHTaMH B OpTaHU3alINH.

39. TlonoxkeHune 0 CTPYKTYPHOM OJIpa3ICIICHUH.

40. TaGenpb u anbOoM GOpM TOKYMEHTOB.

41. I'paduk 1oKymMeHTOOOOpOTA.

42. HoMmeHKiaTypa el — MNOPsI0K NOCTPOEHUS.

8.3. Bapuanm 3a0anuii 0na npoeedenus npomeicymoyHo20 KOHmpons

[TpomexxyTo4yHas aTTecTays MPOBOAUTCS B YCTHOM opme.
B kaxxapiii 6uneT BXoJuT 2 Bompoca:
— nepewlil 6ONPOC — TEOPETUUECKUI — U3 CIIUCKA BOIIPOCOB;
— 8MOpPOIl 6ONPOC — NIPAKTUUECKUIN — PELLIEHUE Kelica WU MPAKTUYECKOTO 3aJaHMsL.

Keiichbl

1. B opran MyHHUIIMIIaJIBHOTO KHJIMITHOTO KOHTPOJIS (Jlajee — OpraH KOHTPOJIsl) HOCTYIIH -
Ja KOJUICKTHUBHAS kKajo0a KHJIbIIOB MHOTOKBAPTHPHOTO JOMa Ha Oe3[IeiCTBUE yIpaBIISIONICH
KOMITaHHH TI0 OTHOIICHUIO K 00S3aHHOCTH OCYIIECTBIATh COACPKAHNUE U PEMOHT OOIIEro UMY -
niectsa. Brpase Jin opraH KOHTPOJIS IPOBECTH BHEILJIAHOBYIO MPOBEPKY YNPABIAIOMIEH KOMIIa-
HUH, CCITH JKasio0a He MO/IKcaHa, a yka3aHbl TOJIbKO pekBU3uThI xmwiblioB: @.1.0., anpec, Tene-
¢dhon?

2. B MecTHYIO aMUHHCTpPAIIMIO TIOCENIeHHs (Ha UMsI TJIaBbl MECTHOW aMHHHCTPAIINH)
MOCTYIHJIA jKaj00a OT rpaXkIaHWHA HA HEHUCIOJHEHUE JIOJKHOCTHBIMU JIMIIAMHA MECTHOM aIMH-
HHUCTpPAIlMK O0S3aHHOCTEH MO JUKBUAAIMA CTUXUHHON CBAJKH CTPOMTEILHOTO MYycCOpa, pacro-
JIOKEHHOM BO3JI€ ero jomMa. [J1aBa MeCTHOH aJIMHUHHCTpAIMH, MOJYYHB YKa3aHHYIO Kajao0y,
HaNpaBWI €€ Uil PAacCMOTPEHHUS HAyallbHUKY KOHTPOJIBHOTO JenapTaMeHTa MECTHOW aJMu-
auctpaiun. OJJHAKO B YCTaHOBJICHHBIN 3aKOHOM CPOK jkayoba He ObLTa pacCMOTpeHa, OTBET Ha
Hee 3asBUTENI0 He HampasieH. HeceT /n miaBa MECTHOW aJMUHHCTPAIlMH OTBETCTBEHHOCTD 32
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yKa3zaHHOe Oe3leiicTBHe, MPUTOM, UYTO B TIOJTHOMOYHS TJIaBbl MECTHOM aJMUHHCTpAIUH (COTIac-
HO KOHTPAKTY) BXOJIUT KOHTPOJIb 32 UCTIOJTHEHHUEM MOPYUEHUHN €ro MOJYMHEHHBIMU?

3aganuda

1. CocraBbTe 1 0pOpMUTE CITYKEOHbBIE MUChMA:

I[GHapTaMeHT NOAACPKKM W PA3BUTHA MAJOro MNpCANPUHHUMATCIIBCTBA NHUCBMOM 34
MOAMUCHIO 3aM. JTHUpeKTopa nenaprameHta CepukoBa A.B. yBegoMusi1 pyKOBOACTBO JE€TCKOTO
cama No 1586 o ToM, 4TO B CBSI3U C Pa3BUTHEM MPEANPUHUMATEIBCTBA 3[JaHUE JIETCKOTO cajaa
JOJKHO OBITH MEepeIaHo /sl TEXHUUECKUX HYK] IeTlapTaMeHTa.

Hcnonaurenem BacuibeBoit 1o mopydeHuto agupekropa naerckoro caga Ne 1586 HOro-
3amagHoro OKpYXKHOTO YIpaBlieHUsI 00pa3oBaHUs MOCKBBI, pacIOOKEHHOTO Ha IMPOCIEKTe
MuuypunckoM, 10M 22 r.MoOCKBBI, ObIJIO COCTABIECHO MHCHMO, aJPECOBAHHOE OTIENY IMHCEM
Mbpun Mockssl 1o aapecy: r.MockBsa, yia. TBepckas, 13, B KOTOpOM ITUPEKTOp AeTCKOro cama Ne
1586 O.A. AGpamoBa mpocuiia pa3odpaThCs B TaHHOM BOIPOCE, MOTUBHPYS TEM, UYTO B HA3BaH-
HOM paiioHe JETCKUX CaJl0oB OCTAJIOCh MaJl0 M HE BCE JIETU MOTYT MOCEIIaTh JETCKUE JOUIKOMIb-
HbIe yupexieHus. [lucpbmMo Ob110 0TBETOM Ha MOJTYUYEHHBIH JOKYMEHT OT [lenapTaMeHT.

2. CocraBbTe ¥ 0(hOpMHUTE TPOTOKOJIBI, HEOOXOAMMBIE B CIIEAYIONIEH yIpaBIeHYECKOM Ch-
Tyaluu:

Hupexius OOO «Actpes» (Cankr-IlerepOypr) 12.08.200 . mpoBeno cBoe ouepeaHoe
3acenanue, Ha koropom mpucytrcrBoBanu BocrpskoB C.T., Ctymues I1.[1., Jlebenes .M., AH-
tonoB [LJI., HlentynoBa B.I"., Tumodeen A.A., Crynosa M.H.

Ha 3acepanuu oOcykaaiock Ba BoIpoca: o0 XoJe pekjiamMHoi kammnanuu B 11l kBaprane
200 _r ¥ 0 mepexoje Ha HOBYIO CUCTEMY BBIIUIAThI IPEMUAIBHBIX.

[To mepBOoMy Bompocy ciymanu cooOIIeHne HadallbHUKA OTJeNa pekiambl BocTpskoBa
C.T., TekcT coobiieHus KoToporo O0buT nepenan cekpetapro 3acenanus H.J[.benosoii. ITo stomy
K€ BOIIPOCY BBICTYNIJI (PMHAHCOBBIN qupekTop TumodeeB A.A., KOTOPBIH 010OpHIT yBeTUYEHUE
pacxozioB Ha HapyxHYt0 pekiamy B LI kBaprane 200 1. Ha 5%.

[To Bropomy Bompocy crenan coobmennue CtynoB M.W. u TekcT cooOuieHus Takxe mnepe-
nan cekperapro. Ilo nanHomy ke Bompocy BeicTynwin AHTOHOB [1.JI., HauanbHUK OTIENa Kaj-
poB, u Jlebenes .M., nupexrop no mponaxam. IlepBbiii 000pHsI HOBYIO CHUCTEMY BBIIIATHI
MPEMUATIBHBIX U PEKOMEHI0BaJ MOJATOTOBUTH HeoOxoaumbie JokyMeHTHI kK 01.09.200 . Bro-
poii Mpenyokui1 JopadoTaTh HOBYIO CHCTEMY BBIILJIATHI IPEMHUATIBHBIX M PEKOMEHI0BAJ MPOBe-
CTH TOJIOCOBAHUE 110 JAHHOMY BOMPOCY Ha 00I11eM cOOpaHUH TPYIOBOTO KOJUIEKTHBA.

B wurore 3aceganust ObuUTM NPUHATHI cieaytomue pemenus: 1. Opobpute padoty otaena
pexnambl B LIl kBaprame 200 1. 2. IlpoBectu oOmiee cobpaHue TPYIOBOTO KOJIJICKTHBA IO
BOIIPOCY O MEPEX0/€ Ha HOBYK CHCTEMY BbIIUIAThl mpemuaibHbiXx 15.08.200 1. OTBEeTCTBEH-
HBIM 32 TTOJITOTOBKY coOpaHus Oblila Ha3Ha4YeHa 3aB. KaHnenspuel lllentynosa B.T.

Cobpanue Ben npenceaarens O.A.PyMmsHIeB.

3. CocraBbTe U 0(hOpPMUTE AKT:

Komuccus mnoa mpezaceaarenbCTBOM HayalbHUKA TeXHUYECKOW rpynmbsl A.A.Bonosoro u
wieHOB komuccun bopucosa M.IO., HayaibHMKAa aqMUHUCTPATUBHO-XO3HCTBEHHOIO OTAEA,
Cwmupnosa JLIL., 6yxrantepa, u Pomanosoii UK., opuc-menemxepa, 3A0 «JleoHTHs» Ha OCHO-
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BaHUHM JOKJIQAHOM 3anucku opuc-meHemkepa M. K. Pomanosoii 11.07.200 1. mpoBena mpoBepKy
TEXHUYECKOTO0 OCHALICHUS NMPUEMHON TI'€HEpaJbHOIO JUPEKTOpa U MpU3HAJIA HETOIHBIMM AJIs
SKCIUTyaTallud KOMMpOBaJbHBIM anmapar Xerox 345(1 mrt.), mpenep (uHB.HOomep 367, 1 wmrt),
dakc 47823 (1 w.). [Ipu3HaHHas HEPUTOIHOW JIJIs SKCILTyaTaI[Mi TEXHUKA ObLIa TepeaaHa Ha
cknan npeanpustusa. [lo ycraHnoBieHHOMY (PakTy KOMHCCHSI COCTAaBWIIA aKT MpHEMa-Tepeaadn
OoprrexHuku B 3 3k3. (1-1 3K3. — HAYAJILHUKY aIMUHUCTPATUBHO-XO3MCTBEHHOTO OTAENa, 2-i —
aBHOMY Oyxrantepy, 3-il — B feno 23-02), KoTopblil ObUT YTBEPKIEH I'€HEPATBbHBIM JIUPEKTO-
pom I1.1.CtenaHoOBBIM.

4. CocTaBbTe CXE€MY JODKHOCTHOM HMHCTPYKUHMHU, MPABUIBHO PAa3MECTUB B HEU CIEIy-
fo1ue 6a30BbIE pa3IeIb:

1) dynkmum.

2) NOMKHOCTHBIE 00S3aHHOCTH.

3) oO1ue MoNoKEeHHUS.

4) OTBETCTBEHHOCT.

5) B3aMMOOTHOIIICHHUS WJIH CBSA3H MO JOJDKHOCTH.

6) mpaga.

JlomonHuTe cxemy paszenaMu, KOTOpbIe, IO BallleMy MHEHHUIO, MOTYT €Ille COJEPKAThCsl B
HMHCTPYKIIHUU.

B kxaxxnoM pazzene B HECKOJNBKUX MPEIOKEHUSAX OMPEICTUTh €r0 COACpKAHHE.

5. CocraBbTe CXeMY, COIEPKALIYI0 IOCIIEI0BATEIbHOCTh PACIOI0KEHNS TOKYMEHTOB B
JIMYHOM Jiejie pabOTHUKA:

1) aBroOuorpaduws.

2) K mpuKa3 o mpueme Ha pabory.

3) NUYHBINA JUCTOK IO YYETY KaJIPOB.

4) xomnus nacmnopra.

5) xonuu AOKyMEHTOB 00 00pa30BaHUM COTPYAHHKA.

6) BHYTpPEHHSs ONMCh JOKYMEHTOB JIEJA.

7) 3asBlIE€HUE COTPYAHHUKA O IpUeMe Ha padoTy.

8) IOKyMEHTbI, CBSI3aHHBIE C IIEPEBOJIOM.

9) 3asBneHUE COTpyAHNKA 00 YBOJILHCHHH.

6. CocTaBbTe CXeMy, COAEPKAIIYI0 MPAaBWIbHYIO MOCIEI0BATEIBHOCTh ONEpallUii C BXO-
JSAIIAMU JOKYMEHTaMHU:

1) cocraBiieHne NpoeKTa JOKyMEHTa;

2) BCKpBITHE KOHBEPTOB U MPOBEPKA BIOKEHUH;

3) peructpanus JOKyMEHTOB;

4) npoBepka MPaBUJILHOCTH aJIPECOBAHMUS;

5) cornacoBaHUe MPOEKTa JOKYMEHTA;

6) paccMOTpeHHe JOKyMEHTOB PyKOBOJIUTENEM (PE30IIOIus);

7) noanyrcaHue pyKOBOAUTEIIEM;

8) moAmmMBKa TOKYMEHTA B JIETIO;

9) npeaBapuTeIbHOE paCCMOTpPEHHE (COPTUPOBKA);

10) mpoBepka MpaBUIBHOCTU O(DOPMIIEHHS TOKYMEHTA;
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11) nmepenavya TOKyMEHTOB PyKOBOAUTEIIO;

12) 3amoiHeHHEe perucTpallMOHHONW KapTOUKH;

13) nepenavya JOKYMEHTOB UCIIOJIHUTEIIO;

14) ornpaBka TOKyMEHTOB;

15) ucnonHeHne NOKyMEHTOB;

16) npocTaBieHHe PETUCTPALIMOHHOTO UHIEKCA Ha JOKYMEHTE;
17) KOHTPOJb UCTIOJTHEHUS JJOKYMEHTA;

18) ompeneneHue CpOKOB XpaHECHUS IOKYMEHTOB;

19) mpocraBieHre OTMETKH O TTOCTYTUICHHUH.

7. Pa3pabotaiiTe cxeMy-mMapuipyT pacopsIuTeILHOTO TOKYMEHTA B OpraHu3aIiy.

8. Ilpemnoxxkure cucteMy MEpONPUATHN O COBEPUICHCTBOBAHUIO JOKYMEHTOO0OOpPOTA,
KOTOpbIe OyayT mpuemiieMbl Ui 000 opranmsanuu. Kak sta cucrema OyneT 3aBUCETh OT
pa3mepa opranu3anuu’?

8.4. Temamuka Kypcoevlx padbom
W3ydeHre AUCUMIUINHBI HE MPEATOaraeT HalluCaHUue KypCcoBOM paboOTHI.

9. Kputepuy BbICTABJIEHHS OLEHOK MO0 pe3y/1bTaTaM HU3y4YeHUs JUCHUTIIMHbI

OcBoenue o0yyaromumMces Kaxa0i y4eOHOM JUCHUIIMHBI B CEMECTPE, He3aBUCHMO OT e
obmeit Tpynoémkocty, oueHnBaetrcs no 100-0ayuibHOM MMIKae, KOTopast 3aTeM MPH MPOMEKYTOoU -
HOM KOHTpOJIE B (hopMe PK3aMeHa MEPEeBOAUTCS B TPAJULIMOHHYIO 4-0alIbHYIO OLEHKY («OTJIHY-
HO», «XOpOIIO», «YIOBIETBOPUTEIBHOY», «HEYJOBICTBOPHUTEILHO»), @ MPH KOHTpoJe B (opme
3auéta — B 2-0aJUThHYIO («3aUTEHO» WM «He3auTeHo»). [lannas 100-0amibpHast mKana mpu Heooxo-
JMMOCTH cooTHOcUTCs ¢ EBpomneiickoii cucreMoii nepeBona 1 HakoruieHus kpeautos (ECTS).

Coomnowenue 2-, 4- u 100-6an1bHOU WKAL OYEHUBAHUSL OCBOCHUS
obyuawumucs yueonou oucyuniunsl co wxanrou ECTS

Ounenka
N . CymmMma 06as1oB Ouenka
no 4-0ajabHoI 3auér I'papaums
MO AUCHUIIHHE ECTS
HIKaJIe
5 (OTIAUYHO) 90 — 100 A OTiuHO
4 (xopo1o) 85 -89 B OdeHb X0OpoIIo
75— 84 C Xopouio
3auTeHo
70 - 74 VY110BIIETBOPUTENBHO
3 (ynoBnetBopu- D
TeJIBHO) 65 =69
60 — 64 E [TocpencTBeHHO
2 (HEYIOBJIETBO- He Huxe 60 F HeynosnerBopurenbHO
PHUTEIIBHO) 3aYTEHO
Kpumepuu oyenox ECTS
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«OTIMYHO» — TEOPETUYECKOE COACPKAHUE JUCHUTUIMHBI OCBOEHO TMOJHOCTHIO,
0e3 mpoOenoB, HEOOXOAMMBIC MPAKTUUECKHUE HABBIKK PabOThI ¢ OCBOCHHBIM
MarepuajgoM c(HOPMHPOBAHBL, BCE MPEIyCMOTPEHHBIE MPOTrpaMMOil OOydeHus
y4eOHbIe 33/1aHUS BBITIOJIHEHBI, KAYECTBO MX BBITOJHEHHS OIICHEHO YHCIIOM Oa-
JIOB, 6JII/I3KI/IM K MaKCMMaJIbHOMY

«OYeHb XOpOIIO» — TEOPETHYECKOE COMCPIKAHUE JUCHHIUIMHBI OCBOCHO
MOJTHOCTBIO, 0e3 TpoOenoB, HEOOXOIUMBIEC MPAKTUYECKHE HAaBBIKU pabOTHI C
OCBOCHHBIM MaTepUalioM B OCHOBHOM C(OPMHPOBAHBI, BCE MPEILyCMOTPCHHBIC
pOrpaMMOil OOy4eHHUs ydeOHBbIC 3aJJaHUSl BBIMOJHEHBI, KAYECTBO BBITIOTHCHHS
OOJIBLIMHCTBA M3 HUX OLICHEHO YUCIOM OaJUIOB, OJM3KMM K MaKCHMAJbHOMY,
OJIHAKO €CTh HECKOJIbKO HE3HAYUTEIIbHBIX OIIMOOK

«Xopomo» — TEOPETUYECKOE CONEpKaHUE TUCIUTIIUNHBI OCBOCHO TOJHOCTHIO,
0e3 po0OeIoB, HEKOTOPHIC MPAKTUICCKUE HABBIKK PA0OTHI C OCBOCHHBIM MaTEPH-
anomM chOpMUPOBAaHBl HEJOCTATOYHO, BCE MPEIyCMOTPEHHBIE MPOrpPaMMOii
00ydeHus yueOHbIC 3aJJaHUsl BBIMOJIHEHBI, KAYECTBO BHITIOJIHEHUSI HU OJHOTO W3
HUX HE OIICHEHO MUHUMAaJIbHBIM YHCJIOM 0aJllIoB, HEKOTOPHIC BUBI 3aJJaHUI BBI-
MOJIHEHBI C OITHOKaMK

«Y10BJI€TBOPHUTEIbHO» — TEOPETHUECKOE COJACpKAHMUE IUCLUIUIMHBI OCBOCHO
YaCTUYHO, HO TPOOENbI HEe HOCST CYIIECTBEHHOTO XapakTepa, HEoOXOIuMbIe
NPAaKTUYEeCKHE HaBbIKM pabOTBl C OCBOEHHBIM MaTepuajoM B OCHOBHOM
copMupoBaHbl, OOJBUIMHCTBO MPEIyCMOTPEHHBIX MPOrpaMMON OOy4YeHHs
y4eOHBIX 3a/JaHUil BBIMOJIHEHO, HEKOTOpblE W3 BBINOJHEHHBIX 3aJaHHM,
BO3MOYKHO, COJICpIKAT OIIUOKH

«IlocpeaCcTBEHHO» — TEOPETUYECKOE CONEpKAHUE IUCLUIUIMHBI OCBOCHO
YaCTUYHO, HEKOTOpbIE IPAKTHUECKHE HaBBIKM pPadOThl HE Cc()OpPMHUPOBaHBI,
MHOT'H€ ITPeyCMOTPEHHbIE TPOrpaMMoii 00y4eHus1 yueOHble 3aJaHHsI HE BBINOJI-
HEHBI, TM00 KaueCTBO BHIIIOJHEHHS] HEKOTOPBIX U3 HUX OLIEHEHO YHMCIIOM OaslioB,
OJM3KUM K MUHUMAJIbHOMY

«HeleOBJIeTBOPI/lTeJH)HO» — TEOPECTHYECCKOC COACPKAHNEC OUCHUIIIMHBI HE
OCBOCHO, HQOGXO,Z[I/IMBIQ MPaKTUICCKHUC HABBIKH pa6OTBI HC C(bOpMHpOBaHBI, BCC
BBITTIOJTHCHHBIC y’-Ie6HI)Ie 3agaHusa COACPpIKAT rpy651e OII_II/I6KI/I, JOIIOJITHUTCIIbHAs
CaMOCTOATCIIbHAsA pa60Ta Haa MaTcpuaioM JUCHUIIIIMHBI HC IIPUBCACT K KAKOMY-
00 SHAYMMOMY MOBBIICHUIO KaYC€CTBA BBIITOJHCHUSA yqe6H51x Sal]aHI/Iﬁ

OneHuBaHue pe3ynbTaToB OOyUYEHHs MO JUCIMILIMHE OCYIIECTBIsETCs B (hopMme TeKy-

LIET0 ¥ MPOMEKYTOYHON KOHTPOJIs. TeKyluil KOHTPOJIb B CEMECTPE MPOBOAUTCS C LIEJIbI0 00ec-
MIEYCHUsI CBOCBPEMEHHOW OOpaTHOW CBSI3U, C IENbI0 AKTUBU3AIMH CAMOCTOSTEILHOU pPadOTHI
oOyyatomuxcsi. OOBEKTOM MPOMEKYTOUHOTO KOHTPOJISL SBJSIIOTCS KOHKPETHU3UPOBAaHHBIE

pe3ynbraThl 00yueHus (y4eOHBIC JOCTIKEHHUS ) IO TUCITUTUTHHE.

Cmpykmypa umo2060ti oyeHKu 06y4arouuxcs

Kpumepuu Uu noxkazameniu OyeHUBAHUs pe3yjibmanmoe 05yU€H1/l}Z

ITokazarenu
No Kputepuu onenuBanus
(oreHka B 6anax)

1 Pabota Ha ayIUTOPHBIX 3aHATHAX 20
2 [TocemaemocTth 5
3 CamocrositenbHas paboTa 15
4 Texkymas arrecrauus 20
Hroro 60
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5 IIpomexkyTouHasi arrecTanus 40

Bcero 100

Kpumepuu u noxazamenu oyenusanus pe3yiomamos obyueHus
8 PAMKAX ayOUMOPHbIX 3AHAMUL

Ne Kputepuu oniennBanus ITokazarenu (omeHka B OaJ-
/11 Jax)

1 [ToaroToBka U BRICTYTICHUE C TOKJIAIOM 10 4 6amnoB

2 AKTHUBHOE y4acTHe B 00CYXJIEHUU JT0KJIa1a 2 Oaiuta

3 BrlmonHeHne npakTuuecKoro 3ajianus (aHaau3 Mpak- 10 3 GauioB

TUYECKUX CUTYyallUii, COCTABIECHUE FOPUIUIECKUX
JTOKYMEHTOB U Jp.)
Bcero 20

Kpumepuu u nokazamenu oyenueanus pe3yiomamos obyueHus 8 pamkax noceuaemocmu 0oy-
YAIOWUMCSL AYOUMOPHBIX 3AHAMUL

Kputepuu onenuBanus [Tokazarenu
(ouenka B 6anax)
100% mnoceleHne ayIuTOPHBIX 3aHATUN 5
100% nocemienue ayquTopHbIX 3aHsaTHil. HeGonbioe komnu- 4

YCCTBO IMPOITYCKOB I10 YBa)KHTCHBHOﬁ MpUYUHC

1o 30% mporyIeHHBIX 3aHATHI

1o 50% mporyIieHHbIX 3aHATHI

J1o 70% mpoIynieHHBIX 3aHATHI

S| —= || W

70% u Gosee MPOMYIIEHHBIX 3aHATHI

Kpumepuu Uu nokazameiu OyeHUBaHUusl pe3yibmamoe 06ylleHu}l
6 pamkKax CaMOCMOSMENbHOU pa60mbz 06yqai0u;uxc,q

Kpurepun onennBanus IToka3arenu (oieHKa B
Oaiax)
Bce 3amanus B paMKax caMOCTOSTENbHOW paOOTHI BBHITIOIHEHBI. 15-12 6annos

[Tpu >TOM MCHoONB30BaHA HOpPMATHWBHAS TpaBoBas Oas3a, yueOHas
auTeparypa, HayuHble paOoTel. B cimywasx, rme TpeOyercs,
BBICKA3aHO COOCTBEHHOE€ MHEHHE IO MpPOOJEMHBIM acleKTaMm
TemMbl. OTBETHI Ha 33/1aHUST O)OPMIIEHBI B COOTBETCTBUH C TPeOO-
BaHUSIMHU.

Bce 3amanus B pamkax caMOCTOSITENIBHOM paOOThl BBIMOIHEHBI. 11-9 GamoB
OnHako MMEIOTCSl He3HAYMTEIbHbIE OIIMOKM WIM COOCTBEHHOE

BUJCHHUE IIO HpO6J'IeMHI)IM ACIICKTaM TEMbl HCJOCTAaTOYHO
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apryMEHTUPOBAHHO.

3agaHus B paMKax CaMOCTOATEIbHON PaOOThI BBHIIOJHEHBI WU 8—5 GamnoB
BeinoHeHB! 80% 3amaHuii, HO B OTBETaX HAa HUX HMMEIOTCI
CepbE3HBIC ONMTUOKHU, OTCYTCTBYET COOCTBEHHOE MHEHHE IO IMPO-
OJIEMHBIM acIIeKTaM TEMBI.

3ajaHus B paMKax CaMOCTOSATEIbHOW pPaOOThI HE BBITOJIHEHBI 0 GamnoB
WU BBITIOJTHEHO C TPYOBIMH OIIMOKaMH, TPEOYIOIIMMH CYyIIe-
CTBEHHOU J0pabOTKU

Kpumepuu u noxazamenu oyenusanus pe3yiomamos o0yueHus
8 pamKax mexkyujeu ammecmayuy 8 yCmHOoU/NUCbMeHHOU

Kputepuu onenuBanus [Toka3zarenu

(oueHka B 6aax)

3aiaHue MOJIHOCTHIO BBIIIOJHEHO, IPABUIIBHO NPUMEHEHBI TEOPE- 20-17
TUYECKHE TOJOKEHHUA IUCUMIUIMHBL. OTMmeuaeTcsi 4€TKOCTh U
CTPYKTYPHUPOBAHHOCTb U3JIOKEHUS, OPUTMHAIBHOCTD MBILUICHUS

3ajaHue TOJIHOCTBIO BBIIOJIHEHO, IPHU IOATOTOBKE INPUMEHEHBI 16—-13
TEOPETUYECKUE MOJIOKEHUS AUCIMUIINHBI, TOTPEeOOBaBIINE yTOU-
HEHUS WIN HE3HAYUTEIBHOIO UCIIPABICHHUS

3aaHue BBIMOJHEHO, HO TEOPETHUYECKAs COCTABIISIONIAS HYXJIa- 12-5
eTcs B 1opaboTke. Ha Bompock! mo 3a1annto ObLIN TaHBl HEYETKUE
WAJIH YaCTUYHO OIIMOOYHEIE OTBETHI

3aaHre HE BBIMOJHEHO MJIM MIPU OTBETE CHIEIaHbl IPyOble OIINO- 0
KH, IGMOHCTPHUPYIOIIHE OTCYTCTBHE TEOPETUUECKON 0a3bl 3HAHHI
oOyyJaromierocst

Kpumepuu Uu noxkazameiu OyeHUBAaHUsl pe3yibmamoe 05yll€H1/l}Z
6 PAMKAX NPOMENCYNIOUYHO20 KOHMPOJIA

[IpomexxyTOouHBII KOHTPOJIb B (hOpME 3a4eTa UMEET IEIbI0 MPOBEPKY M OICHKY 3HAHUMA

00y4YarOIINXCs 10 TEOPUH U IPUMEHEHHUIO TIOTYYCHHBIX 3HAHUN ¥ YMEHUH.

Kpumepuu u nokazamenu oyenxu pe3yiomamos 3a4ema
8 YCMHOU/NUCbMEeHHOU hopme

Kpurepunn onienuBanus [Toka3arenn

(oueHka B 6aiax)

IIPOAEMOHCTPUPOBAHO JOCTAaTOYHOE 3HAHWE MaTepuana, 3HAHHE 40-15

OCHOBHBIX TCOPCTUYCCKHUX HOHHTHﬁ, YMCHHUEC OPHUCHTUPOBATLCSA B
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HOPMATHBHO-TIPABOBOM  0a3e;  JOCTaTOYHO  TOCIEIOBATEILHO,
IPaMOTHO M JIOTMYECKH CTPOWHO W3JIOKEH MaTrepuai; Mpoje-
MOHCTPUPOBAHO YMEHHUE JeJiaTh JOCTAaTOYHO OOOCHOBAHHBIC BBI-
BOJIBI 110 W3JIAra€MOMY MaTepHaly; ¢ HEKOTOPHIMH HETOYHOCTSIMU
BBITIOJIHEHO MTPAKTUYECKOE 3aaHue

MPOAEMOHCTPUPOBAHO HE3HAHME 3HAYMTEIHLHOM YacTU MpOTrpamm-
HOTO MaTepuaia, HeBJIaJICHUE TIOHATHIHBIM amnmnaparoM AUCITUTLIH-
HbI, HEyMEHHE CTPOUTH OTBET B COOTBETCTBUU CO CTPYKTYpOH H3-
JlaraeéMoro BONPOCa; CAENaHO MHOTO CYIIECTBEHHBIX OLIMOOK MpH
M3NIOKEHUH Yy4eOHOTO MaTepuaia; BBISIBICHO HEYMEHHUE JIeJaTh BbI-
BOJIbI IO M3JIara@MOMY MaTepHally, BBIIOJIHUTH MPAKTUYECKOE 3aja-
HUE

140
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