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Pabouas nporpamma aucUMIUIMHBI «OCHOBBI JOKYMEHTHPOBAHMS YIPAaBICHUECKOU
JEeSITEIbBHOCTH» COCTaBJIEHA B COOTBETCTBUHU C TPEOOBAHUSAMU:

— @enepanbHOr0 rocyIapCTBEHHOTO 00pa30BaTEIbHOTO CTAHAAPTa BBHICIIETO 00pa30BaHUS
— OakanaBpuaT 1o HampaBieHuo mnoAroToBKH 38.03.02 MeHemKMEHT, YTBEPKIACHHBIN
[Tpukaszom MunucrepcTBa oOpazoBanust U Hayku Poccuiickoit @enepauun ot 12.08.2020 Ne
970;

— Ilpukaza MunoOpnayku Poccunm «OO0 yrBepxknenun Ilopsinka opraHuzanuu Hu
OCYILLECTBIIEHHs] 00pa30BaTEIbHOMN IEATEIILHOCTH MO 00pa30BaTEeNIbHBIM IPOrpaMMaM BBICILIETO
oOpazoBaHusi — TMporpamMmaM OakajaBpuara, IporpaMMmaM CIEIHaUTeTa, MporpaMMam
Maructparypo» oT 06.04.2021 Ne 245;

— yueOHoro mrana ['OY BO «Komu pecnyOiukaHCKasi akaJeMusi TOCYAapCTBEHHOU
CIyObl U ympaBieHus» 1o HampasiaeHuto 38.03.02 MenemxkmeHT (ypoBeHb OakaliaBpuara)
HaMpaBJICHHOCTH (MPodniIb) «YIpaBieHNE HHBECTUIIHOHHBIMU MPOEKTAMM.

© Komu pecryOMkaHCKast akaaeMust
rOCyIapCTBEHHOU CITyKObI
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u ynpasinenus, 2023
PA3EJI 1. OCHOBHBIE CBEJIEHUS

1. Heanb u 3agaum y4eOHOM U CHUNTHHBI

1.1. I]env uszyuenus yueoHoit Oucyuniunsl

Lenbto ocBoeHus IUCHMILIMHBI «OCHOBBI JTOKYMEHTHPOBAaHHUS  yNpaBIEHUYECKON
NeSITeIbHOCTH»  SIBJISIETCS IMOATOTOBKAa oOywarommxcsd K Oyaymeid mnpodeccruoHanbHON
JEeSITEeIbHOCTH Ha OCHOBE M3yUEHHsI BUJIOB YNPaBIEHYECKUX JOKYMEHTOB M OCHOBHBIX IPABHII
OpTaHU3aIMH BCEX ATAMOB PAOOTHI C HUMH.

1.2. 3a0auu yueonoii oucyuniumnsl

3ajayaMd  OCBOEHMSI JUCUUIUIMHBI «OCHOBBI JOKYMEHTHUPOBAHHS YIpPaBICHUYECKOMN
NESATETFHOCTI SIBIISTFOTCSI:

— U3YYUTh OCHOBHbIE HOPMATHBHBIE IMPABOBBIE aKThl M METOJUYECKUE TOKYMEHTHI B
00J1aCTH JOKYMEHTHPOBAHHUS YIIPABICHYCCKOM IS TEIILHOCTH;

— U3y4YUTh OCHOBHBIC BUJIBI U (DYHKIIUU YIIPABICHUYECKOM IOKYMEHTAIINN;

— copmMupoBaTh MPaKTUUECKHUE HABBIKM TOJTOTOBKH PA3HBIX BUJIOB YIPABICHUYCCKUX
JIOKYMEHTOB;

— U3YYUTH OCHOBHBIC TTpaBUJjIa OPraHU3aIMH BCEX ITAMOB PAOOTHI C TOKYMEHTAMHU.

1.3. Buowvt komnemenyuit, popmupyemoie 6 pe3ynomame 0C60€HUA OUCUUNTUHDBL

N3yuenne nqucuuminHel « OCHOBBI TOKYMEHTHPOBAHUS YIPABIEHYECKOU NEATEIBHOCTH
HaIpaBJIeHO Ha (POPMUPOBAHHE CIEAYIOUINX KOMIETEHIIHA:

1) yHuBepcanbHBbIE:

YK-4. CnocobeH oCymHIecTBIATh JAEIOBYI0 KOMMYHHUKAlLMI0O B YCTHOM M NHCbMEHHOMN
(dbopMax Ha TocyaapcTBEHHOM si3bike Poccuiickoii Denepaniuu 1 MHOCTPAHHOM (BIX) SI3bIKE(aX)

1.4. Mecmo oucyunnunsl 8 cmpyknype 00pazoeameibHoil RPOZPAMMbL:
JucnmmuimHa « Bupl yripaBiieHIeCKUX TOKYMEHTOBY» OTHOCHTCS K Yacmu, (hopmupyemoi
yuacmuukamu oopazoeamenvHulx omuoweHut mporpaMmel bioka 1 «uciumnauHbl (MOLyTN )».

2. TpeGoBanus K pe3yJbTaTaM OCBOCHUS
yueOHOH TUCHHIINHBI

2.1. HN3yuenme aucuuiuiiHbl «OCHOBBI  JIOKYMEHTUPOBAaHHS  YIPABICHUYECKOU
JeSTeIbHOCTH» HaIpaBlIeHO Ha (OPMUPOBAHME CIEAYIONUX KOMIIETCHIIMH U MHIUKATOPOB UX
JOCTUKEHHM, 3asBIIEHHBIX B 00pa30BaTeIbHOM MporpaMme:

1) yHUBepcasbHbIE:

KOMMYHUKAIIHUIO B YCTHOM
Y TMCbMEHHOH opMax Ha
rOCYIapCTBEHHOM SI3bIKE
Poccuiickoit denepanuu u
WHOCTPaHHOM(BIX)

s3pike PO n
MHOCTPAHHOM(-bIX)
s3bIKe(ax)
KOMMYHHKATHBHO
MIpHeMJIEMbIE CTHJIb U

HaumenoBa dopmMupyembie Koa u HaumeHoBaHue Conep:kanue
HHE KOMIIeTeHIIUHU (KO, HHINKATOpPA HHINKATOPA
KaTeropuu HauMeHOBaHHe JOCTHKEHUI JOCTHKEHMIT
(rpynmbi) KOMIIeTEHI[MH) KOMIIETeHI NI KOMIIeTeHIIN I
KOMIIETeHI[H
i
Kommynuka | YK-4. Criocoben YK-4.1-1. BeiGupaet VYK-4.1-1.Y-1. Ymeer
s OCYILECTBIISIT JEIOBYIO Ha ToCyJapCTBEHHOM BBIOUpATh CTUITH

oO01eHus Ha
roCy/I1apCTBEHHOM
s3p1ke PO u
WHOCTPAHHOM SI3BIKE
MPUMEHUTEIBHO K
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si3bIKe(ax) CpeAcTBa CUTYyaLu

B3aUMOJICHICTBHUS B B3aUMOJICUCTBUS
OOIIEHUH C JCIIOBBIMU

napTHEPAMH

VYK-4.1-2. Bener VK-4.1-2.3-1. 3naer
JICTIOBYIO MEPENHUCKY Ha | HOPMbI MUCbMEHHOM
rocyJJapCTBEHHOM peyn, IPUHSTHIE B
si3pike PO u npodeccuoHanTbHON
WHOCTPAHHOM(-bIX) cpene

s3bIKe(ax) YK-4.1-2.Y-1. Ymeer

BECTH JICJIOBYIO
TIEPENICKY Ha
rOCy/IapCTBEHHOM
s3p1Kke PO n/unu
WHOCTPAHHOM SI3BIKE

2.2. 3annaHUpOBaHHBIE  pe3ynbTaThl  OOyueHus 1o  AucuuiinHe  «OCHOBBI
JOKYMEHTUPOBAHUS yNPaBICHUECKON AeATeIbHOCTIY:

JlomkeH 3HaTh:

— OCHOBBI pa3pabOTKU U BHEJPEHUS YIIPABICHUECKOW JOKYMEHTAIIH;

— OCHOBHBIC HOPMATHUBHBIC IPABOBBLIC AKThI U METOJUYCCKHUEC JOKYMCHTEI B o0JacTu
JOKYMEHTUPOBAHMSI YIIPaBICHYECKOH J1eSTebHOCTH;

— OCHOBHBIE BUJIbI U (DYHKIIUU YIIPABICHYECKOHN TOKyMEHTALINN;

— npaBuiia 0hOPMIICHHUS YIIPABICHUECKUX JJOKYMEHTOB,;

— 3Tarbl TOKyMEHTO000poTa.

JoikeH ymeTs:

— pa3palaTbIBaTh U BHEAPATH YIPABICHUYECKYIO JOKYMEHTAIHIO;

— HUCIIOJIB30BAaTh IpaBUjia COCTABJICHUA U O(i)OpMHeHI/IH KOHKPCTHBIX BUJIOB JJOKYMCHTOB;
— peaJIn30BBIBATH OTACIbHBIE 3TAMBI JOKYyMEHTO000pOTA.

3. O0béM yueOHOH JUCHTUNJIMHBI
QOunas ¢popma 00yueHus

N Pacnpenesienne yueoHoro
Buabl yueOHoii padoThl pen y

BpeMeHU
Konumaxkmmnasn paboma 36,25
AyauTopHbIe 3aHATHSA (BCETO): 36
Jlexyuu 18
Ilpakxmuueckue 3ansamus 18

Jlabopamopnvie 3anamus
[IpomexxyTouyHas arrecTanus 0,25
Kouncynomayus nepeo sxzamernom

IK3amen
3auem 0,25

Pyxosoocmeo kypcosoii pabomoii
Camocmoamenvhan paboma 71,75
CamocmosmenvHas paboma 6 meuerue cemecmpa 67,75
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Hanucanue xypcosoti pabomoi

Tloozomoska k I’lpOM@chyn’ZO‘lHOZZ ammecmayuu

4

Bup Texymen arrecranuu

KOHTpOJIbHast paboTa

Oobuwan mpyooémxkocmep OUCUUNTUHBL:

4dacol

108

3a4émuvie eOUHUYbL

3aouHas popma o0yueHus

Buabl yueOHol padoThI

Pacnpenene}me yqeﬁﬂoro

BpeMeHH
Konmaxmmnasa paboma 10,25
AyIUTOpHBIE 3aHATHUS (BCETO0): 10
Jlexyuu 4
IIpaxmuueckue 3anamus 6
JlabopamopHhuvle 3anamus
IIpomexyTouHas aTTecTanus 0,25
Koncynemayus nepeo sxzamenom
Ox3amen
3auem 0,25
Pyxosoocmeo kypcosoii pabomoti
Camocmoamensnas paboma 97,75
Camocmosmenvhas paboma 6 meuenue cemecmpa 93,75
Hanucanue xypcosoui pabomol
Iloocomoska Kk npomexicymoyHol ammecmayuu 4

Bup Texymeii arrectanuu

KOHTpPOJIbHAsI paboTa

Oowasa mpyooémkocms OUCUUNTUHDL:

qacwol

108

3auémmuovle eOUHUYbI

OuHo-3204Has popma 00yUeHUsI

Buanbi yueOHoii padboThl

Pacnpenesienune yueoHoro

BpeMeHH
Konmaxkmmnasn paboma 18,25
AynuTopHbIe 3aHATHS (BCETO): 18
Jlexyuu 8
Ilpakxmuueckue 3ansamus 10
Jlabopamopnvie 3anamus
[IpomexyTouHas arrecTanus 0,25
Kouncynomayus nepeod sxzamernom
IK3amen
3auem 0,25
Koumponvnas paboma
Pyxosoocmeo kypcosoii pabomoii
Camocmoamenvnan paboma 89,75
Camocmosmenvhas paboma 6 meuenue cemecmpa 85,75

Iloo2omoska KoHmpoabHOU pabomvl
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Hanucanue xypcosoti pabomoi

Tloozomoeka Kk npomexncymoyHou ammecmayuu 4

Bup Texyiueit arrectauuu

KOHTpOJIbHAs paboTa

Oowas mpyooémkocms OUCYUNTUHDL:

108

4dacol

3a4émHvle eOUHUYbL 3

4. Copep:xkanue TeM y4eOHOH JMCUMILIUHBI

HaunMeHOBaHHE TEMBI
Y4eOHOH TUCUUIIMHBI

Conep:xanue TeMbl

Tema 1. HopmarusHble
IPaBOBBIE U METOJMUYECKHUE
OCHOBBI
JOKYMEHTAIUOHHOTO
o0OecrieyeHHs yIpaBlICHUS

(YK-4)

[lonsatuss «HOpMaTUBHBIM IpaBoBoW akT», Kiaccupukauus u
CUCTEMAa  HOPMAaTHBHBIX  IPaBOBBIX  akTOB, (CBOWCTBO
IOpUINYECKON CUIJIBI HOPMATHUBHOTO IIPABOBOrO akrta, I[IpaBoBoe
peryiaupoBaHue paboTel ¢ uHpopmanuel, Permamenranus
JICJIONPOM3BOJICTBA B OpraHax BJIACTM U YINPABIICHUS,
Metoauueckoe obecrieueHue JIEJIONPOU3BOCTBA B
roCyJapCTBEHHBIX OpraHu3aNusIX, [IpaBoBEIE OCHOBBI
UCIOJIb30BaHUSl  O(QUIMANBHBIX CHMBOJIOB B JOKYMEHTax,
[IpaBoBBIE OCHOBBI CO3JaHHUS DJIEKTPOHHBIX JOKYMEHTOB H
paboThl ¢ HUMH, [IpaBOBBIE OCHOBBI apXMBHOTO jena, [IpaBoBbie
OCHOBBI paboTHI ¢ OOparieHus MU TpaxaaH, [IpaBoBbie OCHOBBI
paboTbl € JIOKYMEHTaMH COJAEpXKalIMMU TOCYAApCTBEHHYIO
taiiny, IIpaBoBoe perynupoBaHue pabOTBl C JIOKYMEHTaMHU,
COJEepXKAIUMHM  CBEAECHUS KOH(UACHLUMAIBHOTO XapakTepa,
[IpaBoBbIE OCHOBBI HCIIOJNB30BAaHUS OQHUIMATIBHBIX SI3BIKOB B
pabote ¢ nokyMeHTaMu, HannoHanbHble CTaHIapThl B 00JIACTH
nenonpou3BojcTBa, HopmarusHble paBoBble akThl PecryOnuku
Komu B 00mact paboThl ¢ JOKYMEHTaMH.

Tema 2. Cucremsl
JOKYMEHTAallud ¥ BUJBI
nokymeHToB (YK-4)

OcHoBHBIE TepMUHBI U onpeesienus, Kimaccudukarms
JOKyMeHTOB, CrucTeMa OpraHu3alliOHHO-IIPaBOBOM
nokymeHTanuu, Cucrema pacropsiiNTeIbHON JOKYMEHTAIIUH,
Cucrema nHGOPMAITMOHHO-CIIPABOYHOM TIOKyMEHTAIIHUH,
Cucrema miaHnoBo# gokyMmeHTaruu, CucreMa OT4eTHON
JokymeHTanuu, Cucrema yuyeTHo JokymeHTanuu, Cucrema
JIOTOBOPHOW JOKYMEHTALUU.

Tema 3. O61mne NPUHIHUITBI
OpraHu3aluu
JIEJIONPOU3BOACTBA u
JIOKYMEHTUPOBaHUS
YIIPABJICHUYECKOU
nesitenbHocTH (YK-4)

OO011re NPUHIUIIBL OpTraHU3aIUH J1eJI0IIPOU3BOJICTBA, O0IIHe
MPUHIUIIBEI OPTAaHU3AIMN JOKYMEHTO000pOTa, OOIIHME MPUHIIUIIBI
JIOKYMEHTUPOBAHUS.

Tema 4. O6mme mnpaBuia
MOATOTOBKH u
odopMIIeHHS JTOKYMEHTOB
(YK-4)

I'OCT P 7.0.97 — 2016. [IpaBuna opopmieHHs OTAETbHBIX
PEKBU3HUTOB JOKYMEHTOB.

Tema 3. IIpaBuna
TOJITOTOBKH u
0(OpMIICHHST KOHKPETHBIX

[IpaBuna moaAroToBKH U 0(hOpMIIEHUST OPTaHU3AIOHHO-
MIPaBOBBIX JOKYMEHTOB, PACIIOPSANTENBHBIX IOKYMEHTOB,
UH(OPMALMOHHO-CIIPABOYHBIX IOKYMEHTOB.
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BUJI0B TOKyMEHTOB (YK-4)

Tema 6. Opranuzamus | OOmias XxapakTepuCTHKA JOKYMEHTONOTOKOB. [IpaBuiia paGoTsl
nokymeHtoobopora (YK-4) | ¢ Bxopsmumu qokymeHTamu, [IpaBuia paboThl ¢ HCXOIAIIUME
nokymMeHTamu, [IpaBuia paboTbl ¢ BHyTPEHHUMH JIOKYMEHTAMH,
[IpaBuia TeKyniero XpaHeHHs JOKYMEHTOB U Iepeadl ux B
ApXVB U HA YHUYTOKECHHUE.

Tema 7. Jlokanenbie | MHCTpYKIMS 110 JIeonpon3BoaAcTBY, [lonoxkenue o
HOPMAaTUBHBIE  aKThl B | CTPYKTYpHOM MoJpa3nenenuu, Tabens u ans6om Gpopm
obnactu JIOKYMEHTOB, rpaduK JoKyMeHTooOopoTa, HoMenknaTypa e,
JOKYMEHTAMOHHOTO UHBIE JIOKaJIbHBIE aKThl. ONTUMH3AINS JOKYMEHTO000pOTa U
oOecrieueHHs yIpaBlIEeHUS | CXeM (PYHKIIMOHAIBHBIX B3aUMOCBSI3EH MEXKIY

(YK-4) 1oJipa3esIeHUsIMU

5. YueOHO-MeTOoAMYecKOe U MH(OPMALTMOHHOE o0ecnedeHne Y4eOHOH TUCIUIIJIMHBI

5.1. Ocnosénasn numepamypa:

1. ApacnanoBa, B.A. JlokyMeHTaunoHHOe oOecleyeHue yOpaBieHUsA: Yy4deOHO-
IpakTUYecKoe nmocobue B cxemax, Tabnunax, oopasuax / B.A. ApacianoBa. — 2-e U31., JI0M. U
nepepad. — Mocksa ; bepnun : Iupexr-Meaua, 2020. — 266 c. : ni., Tabn. — Pexum poctyna: no
noanucke. — URL: https://biblioclub.ru/index.php?page=book&id=578394.

2. I'punbepr, A.C. JloKkyMeHTalMOHHOE oOecreueHue YrpaBieHHs: Y4eOHUK /
A.C. I'punb6epr, H. H. T'opbaués, O.A. Myxamermmna. — Mocksa: FOuutn-/ana, 2017. — 392 c.:
TabI., rpad., WL, CXEMBI - Pexum JIOCTyTIa! 1o TIOJTTTHICKE. -
URL: https://biblioclub.ru/index.php?page=book&id=684757.

5.2. /lononnumenvnas numepamypa:

1. denoBoe mmcbMo: ydeOHoe mocobue / aBr.-coct. WM. H. Kysmemos. — 11-e u3m. —
Mockga: JlamkoB u K°, 2021. — 162 c. — (YueOHble u3nmanus ans OakamaBpoB). — Pexxum
nocryma: mo nogamucke. — URL: https://biblioclub.ru/index.php?page=book&id=621633.

2. Kyszuenos, C.JI. CoBpeMeHHBIE TEXHOJOTUHU JOKYMEHTAIIMOHHOTO OOecreueHus
yopasnenusi: y4e6. mocobue / C.JI. Kysneuos; mox pen. T.B. Kysnenosoii. - Mocksa:
Wznarensckuit jom MOU, 2010.

3. Kymaup, O.H. OCHOBBI JTOKYMEHTHPOBAHHUS YIPABICHUYECCKOW JEATEIbHOCTH: Yy4eO.
nocobue no crnenkypey / O.H. Kymuup, M.B. Kymnup; Komu pecnyOnukanckas akaj. roc.
ciry>k0bl ¥ ynpasienus. - CeiktbiBKap: M3n-so KPAI'CuY, 2009. - 77 c.

4. Kymnup, O.H. ITucbmeHHble JenoBble KOMMYyHHKanuu: yde6. mocobue / O. H.
Kymnup, M. B. Tonmuka; Komu pecnyOnukaHckasi akai. roc. CIyKObl W YIpaBlICHHS. -
CeixteiBkap: M3a-so KPAT'CnY, 2013. - 120 c.

5. Poroxwun, M. 0. J/lenoBsie JOKyMEHTHI B IpUMepax U o0pasnax: COOPHUK TUIOBBIX
nokymenToB / M. FO. Poroxun. — Mockga ; bepnun : Jlupekr-Menua, 2014. — 496 c. : uin. —
Pesxxum noctyna: mo moamucke. — URL: https:/biblioclub.ru/index.php?page=book&id=253701.



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=578394

6. Poroxun, M.IO. [lenonpousBoactBo: kypc yekuuit / M.IO. Poroxxun. — Mocksa ;
bepmun : Jlupexr-Menua, 2014. — 229 c. : un. — Pexum JocTyna: mo HOJIUCKE. —
URL: http://biblioclub.ru/index.php?page=book&id=253702.

7. Poroxwun, M.IO. JlokymeHTanmonHoe obecrieueHue ymnpasienus / M.FO. Poroxun. —
Mocksa; bepnun : Jqupexkr-Menua, 2014. — 398 c.: un. — Pexum poctyna: 1mo moamucke. —
URL: http://biblioclub.ru/index.php?page=book&id=253705.

5.3. IIpogpeccuonanvuvie d6azvl OanHBIX, UHGOPMAUUOHHO-CRPABCOUHBIE U NOUCKOBBIE
cucmemol:

1. CopaBouno-npaBoBasi cuctema «Koncynbrant [1mocy.
2. DneKTpOHHO-OMOIMOTEeUHasl CUCTeMa « Y HUBEpCUTETCKasi OMOIMOTeKa OHIAlH.

5.5. Pecypcut ungpopmayuonno-menekommynuxayuonnou cemu «Mnmepnemy:
1. Caiit Beepoccuiickoro HayuyHO-HCCIIEI0BAaTENBCKOIO HHCTUTYTA JOKYMEHTOBEACHUS U
apxuBHOTrO nena http://www.vniidad.ru/

5.6. Hopmamuenule npagosvle aKkmol u memoouuecKue 00OKyMeHmul:

Tpynosoii konekc Poccuiickoit @enepanuu ot 30.12.2001 Ne 197-D3;

I'paxxnanckmii konekc Poccuiickoit @enepanuu (dactsb neppasi) ot 30.11.1994 Ne 51-D3;

I'paxnanckuii kogexe Poccuiickoit @enepanuu (4acts BTopast) ot 26.01.1996 Ne 14-03;

®denepanbHblii KOHCTUTYIMOHHBIN 3aK0H OT 25.12.2000 Ne 2-®K3 «O I'ocygapcTBeHHOM
repbe Poccuiickoit denepannny;

®denepanbubiit 3aKk0H 0T 27 .07.2006 Ne 149-D3 «O6 undopmaruu, nHGOpMAITMOHHBIX
TEXHOJIOTHUSX U O 3aIIUTe HHPOPMAIUI;

®denepanbubiii 3akoH oT 06.04.2011 Ne 63-D3 «O06 371€KTPOHHON MTOATIHCHY,;

Oenepanbubiit 3akoH 0T 22.10. 2004 Ne 125-®03 «O06 apxuBHOM nene B Poccuiickoit
denepanuny;

®enepanbhblil 3akoH 0T 02.05.2006 Ne 59-®3 «O mnopsake paccMOTpeHHs OOpalleHui
rpaxkaan Poccuiickoit @enepanuny;

®epnepanbubiit 3akoH 0T 27.07.2006 Ne 152-03 (pexn. ot 31.12.2017) «O nepcoHambHBIX
TaHHBIX);

®enepanbubiit 3ak0H 0T 29.07.2004 Ne 98-D3 (pex. ot 18.04.2018) «O kommepueckoi
TalHEY;

®epnepanbubiit 3akoH 0T 01.06.2005 Ne 53-03 «O rocynapcTBeHHOM si3bike Poccuiickoii
denepanuny;

3akoH P® o1 25.10.1991 Ne 1807-1 «O s3p1kax HaponoB Poccuiickoit ®enepaunny;

3akoH PO ot 21.07.1993 Ne 5485-1 (pex. ot 29.07.2018) «O rocynapcTBEHHO TaiiHEY;

[Mocranosnenue IlpaBurtensctBa PD ot 15.06. 2009 Ne 477 «O6 yrBepxnenun [IpaBun
JeJIONPON3BOACTBA B (pe/iepalibHbIX OpraHax UCTOIHUTEIBHOM BIACTI;

MeTtomudeckue peKOMEHIAMHU M0 pa3padOTKe MHCTPYKIHMHA IO ACIOMPOU3BOJICTBY B
(dbenepallbHBIX OpraHax HMCIOJHUTENbHOM BiaacTH yTB. [Ipukazom PocapxuBa ot 23.12.2009 Ne
76;

[Tpuka3 PocapxuBa ot 11.04.2018 Ne 44 «O6 yTBepxkaenunn [IpuMepHON HHCTPYKIIUH TIO
JIEJIONIPOU3BOJICTBY B TOCYAAPCTBEHHBIX OPraHU3ALMIX);

[ToctanoBnenue IIpaButenbcrBa Poccuiickoit ®enepanuu ot 27.12.1995 Ne 1268 «O06
YHOPSA0OYCHUH H3TOTOBIICHUS, UCTIOIB30BAHUS, XPAHCHHSI M YHUUTOXKCHHS IeYaTe 1 OJAHKOB C
Bocrpou3BenenueM ['ocynapctBeHHoro repoa Poccuiickoit deaepanumy;

[MocranoBnenne IIpaButensctBa PO ot 22.09.2009 Ne 754 (penm. ot 17.10.2017) «O6
yTrBepkaeHuu [lonoxenus o cucreMe MeXBEIOMCTBEHHOTO AIEKTPOHHOTO JOKYMEHTOO00POTay;


http://www.vniidad.ru/
http://biblioclub.ru/index.php?page=book&id=253705
http://biblioclub.ru/index.php?page=book&id=253702

[Ipukaz Munkynbtypel Poccun ot 25.08.2010 Ne 558 (pen. ot 16.02.2016) «O6
yTBepkaeHUH [lepedHs TUMOBBIX YIPaBICHYECKUX APXUBHBIX JTIOKYMEHTOB, OOpa3ymoIIUXCs B
IIPOLIECCE NIEATEIBHOCTH TOCYIAPCTBEHHBIX OPraHOB, OPraHOB MECTHOIO CaMOYIPABICHUS U
OpraHM3allMii, ¢ yKa3aHUEM CPOKOB XpaHEHHSD;

IIpuka3z Munkynetypsl Poccum ot 31.03.2015 Ne 526 «OO0 yTBep:KIE€HHM IPaBHI
OpraHM3allyi XpaHEeHHs, KOMIUIEKTOBAHUS, yuyeTa U HCIIOJIb30BAHUS JIOKYMEHTOB APXHBHOTO
¢donna Poccuiickoii denepanu U Ipyrux apXuBHBIX JOKYMEHTOB B OpraHax rocyJapCTBEHHOM
BJIACTH, OpraHaX MECTHOI'O CaMOYIIPABIICHUSI U OPTaHU3ALINIX Y,

VYka3 Ilpesunenra PO ot 30.11.1995 Ne 1203 (pen. ot 03.09.2018) «O06 yTBepkaeHUU
[lepeuns cBeneHui, OTHECEHHBIX K TOCYAApPCTBEHHOM TallHE»;

[MoctanoBnenne IlpaButrensctBa P ot 06.02.2010 Ne 63 (pem. ot 29.12.2016) «O6
yTBepkaAeHUM WMHCTpYKIMH O NOpsAJKE JOOMyCKa JOJKHOCTHBIX JIMII M rpaxkaaH Poccuiickoin
@enepanuy K rocy1apCTBEHHON TalHEY;

[ToctanoBnenne [IpaButensctBa PO ot 23.07.2005 Ne 443 (pen. ot 18.03.2016) «O06
yrBepxkaeHun IlpaBun pa3paOoTku mepeyHs CBEICHHMH, OTHECEHHBIX K TOCYJIapCTBEHHOM
TalHEY;

[MoctanoBnenne IIpaButensctBa PO ot 04.09.1995 Ne 870 (pen. ot 18.03.2016) «O6
yTBep)kaeHun [lpaBuin OTHeceHHs CBEACHMI, COCTaBJISIOUIMX TOCYJIAapCTBEHHYIO TailHy, K
Pa3IMYHBIM CTENEHSAM CEKPETHOCTI;

[TocranoBnenune IlpaBurensctBa P® ot 01.11.2012 Ne 1119 «OO6 yTBepkaeHUN
TpeOOBaHUI K 3all[UTe IEPCOHANBHBIX JAHHBIX HpU HX 00paboTke B HH(POPMALMOHHBIX
CUCTEMaX MEePCOHABHBIX JAHHBIX);

[MocranoBnenune IlpaButrensctBa P® ot 15.09.2008 Ne 687 «OO06 yTBepkaeHUU
[Tonoxennuss 006 0COOEHHOCTSIX OOpaOOTKM TEPCOHAIBHBIX JAHHBIX, OCYIICCTBISIEMON 03
HCIIOJIb30BaHUS CPEJICTB aBTOMATU3ALIUN»;

[Toctanosnenne I[IpaBurensctBa PO ot 03.11.1994 Ne 1233 (pen. ot 18.03.2016) «O06
yTBepkaeHnu [lonoxenus o mopsake oopaiieHus co ciayxeOHoi nHpopMalrei orpaHHYeHHOTO
pacnpocTpaHeHus B (peepalibHbIX OpraHax MCIOJIHUTEIbHON BIACTH, YIIOJTHOMOYEHHOM OpraHe
YIPaBIEHHUS UCIOJIb30BAaHUEM AaTOMHOW SHEPIUU M YNOJIHOMOUYEHHOM OpraHe N0 KOCMHUYECKOU
NeSITEIbHOCTI;

I'OCT P 7.0.8-2013. Haumonansubsiii cranpapt Poccuiickoit ®enepaunn. Cucrema
CTaHAAPTOB 1O HMHGOPMAIH, OMOJIUOTEYHOMY M M3JaTeIbCKOMY Jemy. Jlemonponus3BoaACcTBO U
apxuBHoe neno. Tepmunsl u onpenenenust (ytB. Ilpuxaszom Poccrannmapra ot 17.10.2013 Ne
1185-c1);

I'OCT P 7.0.97-2016. Cucrema craHmapToB no wuHpopMmaiyu, OUOIUOTEHHOMY H
u3zaTeNbeckoMy seny. OpraHuzaldOHHO-pAcToOpsIUTeNbHAs TOKyMeHTalus. TpeOoBaHus K
oopmrenuto nokymeHnToB (yTB. Ilpukazom Poccranngapra ot 08.12.2016 Ne 2004-cT);

3akoH Pecnybmukum Komm ot 06.06.1994 Ne XII-20/1 «O T'ocymapctBeHHOM Trepbe
Pecriy6nuku Komuy;

[TocranoBnenue [IpaButensctBa PecriyOmku Komu ot 11 ¢deBpans 2015 rona Ne 58 «O6
YTBEPXKACHUM THUIOBOM MHCTPYKIMM IO JEJONPOM3BOACTBY B OpraHax B CUCTEME
WCIIOTHUTENIbHOU BiacTu Pecry6nuku Kommny;

Ilocranosnenue IlpaButensctBa Pecnybmukun Komu ot 20.09.2011 Ne 396 «O6
OpraHM3alli MEKBEJIOMCTBEHHOM CHUCTEMBI 3JIEKTPOHHOTO JIOKYMEHTO0OOpOTa» (BMeECTE C
[TonoxeHneM 0 MEXBEJOMCTBEHHOM CHCTEME AJIEKTPOHHOTO IOKYyMEHTO0000pOTa).

6. CpexacrBa o0ecnieueHHsI OCBOEHH Y4eOHOM M CIMIIJIMHBI
B yuebHoM mpomecce Tpm peanmzanud  y4eOHOW — AUCHHUIUTUHBI  « OCHOBBI

JOKYMEHTUPOBAHHUSI YIIPABICHYCCKOHN JIEATEILHOCTHY UCTIONB3YIOTCS CIEAYIOIINE TIPOTPaMMHBIC
CpencTBa:



Hugpopmayuonnwvie
mMexHo102uu

Ilepeuensv npozpammnozo obecnevenus u
UH(OPMAUUOHHDBIX CRPABOUHBIX CUCHEM

OducHelil maket 11t paboThI
C TOKyMEHTaMHU

Microsoft Office Professional
Microsoft Office Standart
P7-Oduc

HNudopmanmnonHo-
CIIPaBOYHBIC CHCTEMBI

CHpaBO‘lHO-HpaBOBaﬂ CHUCTEMaA «KOHCYJ'IBT&HT IImroc»

CrpaBouHo-nipaBoBasi cucteMa «I'apant»

DNeKTPOHHO-OUOINOTEYHbIE
CUCTEMBI

OBbC «YHuBepcuteTckast OMOIMOTEeKa OHJIAHH)»

HanmonanwsHas snextponnas 6ubnanoreka (https://H36.pd) (B
snanuu 'OY BO KPAI'CnY)

Hayunas snektponnas 6ubnmoreka «KubdepJleHmHka»
https://cyberleninka.ru

Poccwuiickas HaydHas 3JCKTpOHHAsE OnOIHOTEeKA
https://www.elibrary.ru

:‘)HGKTpOHHaH modyrTa

:‘)J'ICKTpOHHaH 1104Ta B JOMCHC krags.ru

Cpenctsa 1yist Opranu3anuu
BEOMHAPOB, TEJIEMOCTOB H

CepBuchl BeO- W BHUACOKOH(EPEHICBSA3M, B TOM YHCIIE
BigBlueButton, SberJazz

KOH(hepeHIHA
ConpoBoXK/IeHUE OCBOCHHUS NUCUUIUIMHBI 00YYarOIIUMCs BO3MOXHO C UCIOJIb30BAHUEM

ANEKTPOHHON HH(OpMaIoHHO-00pazoBatenbHol cpenpl [OY BO KPAI'CuY, B TOM uucie
oOpazoBarensHOTro noprana Ha ocHoBe Moodle (https://moodle.krags.ru).

7. MaTtepuajibHO-TEXHH4YECKOe o0ecreyeHmne
0CBOEHMSI Y4eOHOH TMCUUNIMHBI

[Ipu mpoBeneHuM y4eOHBIX 3aHATUN MO AUCHUIIIHHE «OCHOBBI JOKYMEHTHUPOBAHUS
YIIPaBJICHUYECKON NESITEIbHOCTH» 3aJeCTBOBaHA MaTepualbHO-TeXHHUYeckas 6aza ['OY BO
KPAI'CuY, B coctaB KOTOpPOW BXOIST CIEAYIOIIME CPEACTBA M PECYPCHI IJisl OpraHU3aluu
CaMOCTOSITENIbHOM U COBMECTHOM pabOThI 00YUaIOUINXCs C MPEeroiaBaTesieM:

— CIEUHAJIbHbIE TMOMEUIECHUsl Ui pealu3alyy JIaHHOM JIUCUUIUIMHBI TPEACTaBIISAIOT
co0oif yueOHBIE ayIUTOPUHM JUIS TPOBENCHUS 3aHATHA JIEKIMOHHOTO THIIA,
CEMHHApPCKOTO THWIIA, BBIMIOJHEHUS KYpPCOBBIX pabOT, TPYMNMOBBIX M WHAWUBUAYATIbHBIX
KOHCYJBTAIMi, TEKYIIEro KOHTPOJIS U MPOMEKYTOYHOU aTTECTAllMH, a TaKKe MOMEIIEHUs IS

3aHATHNI

CaMOCTOSITENIbHOW pabOThl U MOMEILEHHS Ul XpaHEHUsI U MPO(YUIAKTHYECKOTO 00CITyKUBAaHUS
yuebHoro obopynoBanus. CrenuanabHble MOMEUICHUS YKOMIUIEKTOBAHbI CIICIUATU3UPOBAHHON
MeOeIbl0 U TEXHUYECKHMMHU CpPEACTBAMHU OOyUYEHHs, CIY>KAIIUMH JUIs TMPEACTABICHUS Y4eOHOH
uHpopManuu OOJIBIION ayAUTOPHUH.

Hnst

JEMOHCTPAIIMOHHOTO O00OPYIOBaHMS ¥ Y4eOHO-HATJSIIHBIX —IOCOOUH,

NPOBENCHUS  3aHATUH  JIGKIMOHHOTO  THUNA  Mpearalorcs  HaOophI
obecrneunBaroIIme
TEMaTUYECKHE HIUTFOCTPAIUH:

— JIabopaTOPHIO, OCHAIICHHYIO JTA00paTOPHBIM 000PYIOBAHHUEM;

— TIOMEIIEHHUE JIJISI CAaMOCTOSITEIILHOW PabOThI 00YJAFOIIMXCS OCHANICHO KOMITBIOTEPHOU
TEXHUKOW C BO3MOXKHOCTBIO MOJAKIIOUEHUS K ceTH «VHTepHeT» M oOecrneueHueM JOoCTymna B
AIIEKTPOHHYIO0 HHPOPMAIIMOHHO-00Pa30BaTENBHYIO Cpely OpraHU3allny;

— KOMIIBIOTCPHBIC KJIaCCHhlI, OCHAIIICHHBIC COBpPECMCHHBIMU NNEpCOHAIbHBIMHU
KOMIThIOTEpPaMH, pabOTAIOIIUMHK 10T YIIPABIEHHUEM OIeparnoOHHBIX cucteM Microsoft Windows,

O6L€)II/IH€HHI>IMI/I B JIOKAJIbHYIO C€Th U UMCIOIIIMMH BLIXO B I/IHTepHeT;
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— Oubnmuoreka AkageMuu, KHUKHBIA (QOHJ KOTOPOM  COMAEPKUT  HAYYHO-
HCCIIeIOBATEIILCKYIO JTUTEPATYPy, HAYUHBIC )KYPHAJBI U TPYAbl HAYUYHBIX KOH(EPCHIIHHA, a TAaKXKe
YHUTaJbHBIN 3alT;

— cepBepHOe 000py/IOBaHWE, BKIIOYAIOIIEE, B TOM YHCIIE, HECKOJIBKO CEPBEPOB CEpHUHU
IBM System X, a Takxe BUpTyalIbHbIE CEpBEPA, pabOTAIOIINE 10/ YIIPABIEHUEM ONEPALMOHHBIX
cuctem Calculate Linux, Bkmtouennoit B Peectp Poccuiickoro I1O, Linux Ubuntu Server u
Microsoft Windows Server u ciry>xamumu JJisi pa3MeIICHUs pa3InIHBIX CEPBUCOB U CIYXkO, B
TOM uucie i obecneyenus pabotel CYBJl MySQL,;

— CeTeBOe KOMMYTAIIMOHHOE 000py0BaHKe, 0OecreunBaroniee paboTy JIOKAIbHOW CETH,
MpeA0CTaBIICHUE JOCTYIa K ceTH Internet ¢ o0miei ckopocThio moakarodeHuss 100 Mowut/cek, a
TaKke paboty 6ecipoBoHOTO cerMeHTa cetr Wi-Fi B momMenieHusax AkanieMun;

— UHTEepaKTUBHbIE HH(POpMaLIMOHHBIE KHOCKU «HPOY;

— IpoTpaMMHBIC U ammapaTHbIC CPEJCTBA JIJIS IPOBEACHHS BHICOKOH(ESPEHIICBS3H.

Kpome Toro, B oOpa3oBaTenbsHOM IMpoliecce OOYyYaroIIUMHUCA IIUPOKO HCHOIB3YIOTCS
CJIEYIOIIKE AJIEKTPOHHBIE PECYPCHI:

- cuctema Internet (ckopocts monkmtoueHus — 100 Mout/cex);
- caiir www.krags.ru;
- 6ecripoBoaHas cetb Wi-Fi.

KoHkpeTHBIE TOMEIIEHUs JUIsl OpTaHM3alud O0y4YeHHs 1o auciuIuimae «OCHOBBI

JOKYMEHTUPOBAHHUS YIPABIECHYECKOW NEATEIbHOCTH» OMPENENSIIOTCS paclucCaHueM y4eOHBIX

3aHATUH M TPOMEXKYTOYHOM arrectauuu. OOOpyroOBaHME U TEXHUYECKOE OCHAILEHUE
ayJIMTOpUH, MIPEJICTABIECHO B MAacopTe coOoTBeTCTBYIOMMUX kabuHeToB 'OY BO KPAI'CnY.

PA3SJEJ II. METOAUYECKHUE MATEPHUAJIbBI

BaxkneiiimmMm ycioBueM yCIENIHOIO OCBOEHUSI MaTepuala SBIIIeTCs IUIaHOMepHas paboTa
oOydaromerocss B TEUEHUE BCEro IMepHoja U3ydeHus aucHuIuivHbel.  OOydaromemycs
HEOOXOJUMO  O3HAKOMHUTBCS CO  CleAyloleld  y4eOHO-METOAMYECKON  JOKYMEHTaIueil:
MpPOrpaMMOi  JTUCUUIUIMHBI, YYEOHMKOM ¥ Y4YEOHBIMH TIOCOOMSIMH 1O  JUCIHILIUHE;
AIIEKTPOHHBIMHU PECypCcaMi MO TUCIUIUIMHE; METOJUYECKUMHU U OICHOYHBIMU MaTepuaiaMH 10
TUCIIUIUTAHE.

VY4eOHblif mpoliecc MpH peaiv3aluyd JUCIHUIUIMHBL OCHOBBIBAETCS HAa HCIIOIb30BAHUU
TPaULIMOHHBIX, MTHHOBAIIMOHHBIX U HHPOPMAITMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHUH.

Tpaguionnsie 00pa3oBaTeIbHbIe TEXHOJIOTUU MPEICTABICHBI JIeKYUAMU U 3AHAMUAMU
CEMHUHAPCKOro TUIa (TPAKTUYECKUE 3aHATHUS).

HuHoBaloHHbIE 00pa30BaTEIbHbIE TEXHOJIOTUU HCIIONB3YIOTCA B BHJAE ILIUPOKOTO
MPUMCHCHUS aKTUBHBIX M WHTEPAKTUBHBIX (OPM MPOBEICHUS 3aHATHA. AyauTopHas paboTa
oOydarolmuxcsi MpeaycMaTpyUBaeT JICKIMHU-TIPE3CHTAIlMH, aHAJIW3 MPAKTUYECKUX CHUTYaluH,
MOJITOTOBKY JIOKYMEHTOB.

Nudopmanronusie 00pa3oBaTesIbHbIE TEXHOJIOTUH PEAU3YIOTCA IyTEeM aKTHUBU3ALUU
CaMOCTOSITEIILHON pabOThI 00YJAOIIHUXCS B HHPOPMAIIMOHHON 00pa3oBaTeIbHON Cpee.

Bce ayauropHble 3aHATHS MpecleAyloT Leldb 00ecrnedeHUs BBICOKOTO TEOPETHYECKOTO
YPOBHS U PAKTHUYECKOUN HAMPABICHHOCTH OO0YUCHHS.

Iloozomoexa K 1eKUUOHHBIM 3AHAMUAM

B xozae nexmuii mpemnogaBaTenls W3JIaracT U pa3bsCHIET OCHOBHBIC U HanOoJIee CIOXKHBIC
MOHSTHUSL TEMbI, a TAK)K€ CBA3AHHBIE C HEM TEOPETUYECKHE M NMPAKTUYECKUE MPOOJIEMBI, JaeT
PEKOMEH/IAllMU TI0 TIOJTOTOBKE K 3aHSATHUSAM CEMHHAPCKOTO THIIA M CAMOCTOSITEIBHON paboTe. B
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XOZ€ JIEKIMOHHBIX 3aHATHH 00ydYaromemycsi CileIyeT BeCTH KOHCIEKTUpOBaHHE Y4eOHOro
MaTtepuana.

C nenpio o0ecreyeHHs YCIEIIHOTO OCBOEHHS TUCHMIUIMHBI OOYYaIOUIMHCs JOJKEH
TOTOBUTHCS K JieKIMU. [Ipu 3TOM Heobxo1uMo:

- BHUMATEJIbHO MIPOYUTATh MaTepHaJl IPEAbITyIIEHN JIEKIIHH;

- O3HAKOMHUTBHCA C y4eOHBIM MaTepHajioM JIEKIIMU MO PEKOMEHJOBAHHOMY Y4EOHUKY
u/in yueOHOMY 1OCOOHIO;

- YACHUTbH MECTO MU3y4aeMoi TeMbI B CBOEH Mpo¢eCCHOHATbHON OITOTOBKE;

- 3amUcaTh BO3MOXKHBIE BOIIPOCHI, KOTOpBIE OOy4YaroLIMiics MpearnoyiaraeT 3aaaTh
IpernoaaBaTelio.

Iloozomoexa K 3aHAMUAM CEMUHAPCKO20 MUNaA

OTOT BHUJI CAMOCTOSITENIbHON pabOThl COCTOUT U3 HECKOJIBKHUX ITAIOB:

1) moBTOpeHue M3ydeHHOro mMarepuana. ljis 3TOro UCHoOJb3YIOTCA KOHCIEKTHI JIEKLUH,
PEKOMEH/I0BaHHAsi OCHOBHAS M JIOTIOJIHUTENIbHAS JINTEPATYPa;

2) yrayOnenue 3HaHMU 1o Teme. [lJis 3TOro peKOMEHIYeTCsl BBIUCATh BO3HUKIIHE
BOIIPOCHI, UCTIOJIb3yEMbIE TEPMUHBI;

3) moAroToBKa JAOKIAA0B IO Te€MaM, Mpe[ylaraéMbIM IPENOAABATENEM, WM AHAIU3
MPAKTUYECKUX CUTYalui U JIp.

[Ipn nmoAroTroBke K 3aHATUSAM CEMHHAPCKOTO THUIIA PEKOMEHAYETCS C LEJIbIO MOBBIIIEHUS
ux 3¢ dexTuBHOCTH:

— YAENATh BHUMaHHE pa300py TEOPETUYECKUX BOIIPOCOB, 0OCYk/TaeMBbIX Ha JIKLIUAX;

— YAENATh BHUMAaHHE KPAaTKOMY IOBTOPEHHUIO TEOPETHUYECKOTO MaTepHalia, KOTOpBIH
HCIIOJIb3YETCS MPHU BBINOJIHEHNN IPAKTUYECKUX 3aJaHNH;

— BBITIOJIHSTH BHEAYAUTOPHYIO CAMOCTOSITENIbHYIO paboTy;

— CTaBUTh NPOOJEMHBIE BOMPOCHI, IO BO3MOXKHOCTH HCIIOJIB30BaTh TNPUMEPHI C
MIPAKTUYECKUM COJICPKAHHUEM;

— BKJIKOYATbCA B MCHOJb3YyEMBbIE NPU MPOBEACHUN NPAKTHUUECKUX 3aHATHH aKTHUBHBIE U
MHTEPAaKTUBHbIE METO/bI O0yUEHUS.

IIpu pa3bope mpuMepoB B ayAUTOPUH WIM JOMa LEIECO00pa3HO KaXIbli MX HHUX
000CHOBBIBaTh TEMU WJIM UHBIMHU TEOPETUUECKUMHU MOJTOKECHHUSIMH.

AKTHBHOCTb Ha 3aHATHSAX CEMUHAPCKOIO THUIIA OLIEHUBAETCS 10 CIETYIOIIUM KPUTEPUAM:

— OTBETHI Ha BOIPOCHI, IIpe/jIaraeMble MpenogaBaTesieM;

— YYacTH€ B JUCKYCCHSIX;

— BBINOJIHEHNE IPOEKTHBIX U UHBIX 3a/1aHUM;

Opzanuzayus camocmoamenvHoi padbomul

CamocrosiTennbHass paboTa OOyYarOIIMXCSl TPENCTaBISET CO0OM TMpollecc aKTUBHOTO,
LIEJICHANPABICHHOTO MPUOOPETeHUs] MMM HOBBIX 3HAHUH, YMEHHMH 0€3 HernocperICTBEHHOTO
y4acTusl ImpernoaaBaress, XapakTepU3yOIUics IpeIMeTHOW HAapaBIeHHOCTHI0, 3 (HEKTUBHBIM
KOHTPOJIEM U OLIEHKOW Pe3ybTaTOB JAESITEILHOCTH 00yUaroerocs.

3aayaMu CaMOCTOSITEIBHOU PaOOTHI SBJSIOTCS:

— CHCTeMaTH3alMs U 3aKpPEIUICHHE T[ONY4YEHHBIX TEOPETHMYECKHX 3HAaHUM U
MPAKTUYECKUX YMEHUN U HaBBIKOB 00YYarOIINXCS;

—  yrayOJieHue U pacuIMpeHne TeOPeTHUEeCKUX 3HAHUM;

— (¢opMUpOBaHME yMEHMH  HCIIOJIb30BaTh  HOPMATHUBHYI0 UM  CIPaBOYHYIO
JOKYMEHTAIUIO, CIIELUATIBbHYIO JINTEPATYPY;

— pa3BUTHE  TIO3HABATENbHBIX  CIIOCOOHOCTEH,  AKTUBHOCTH  OOyYarouIuxcs,
OTBETCTBEHHOCTH U OPraHU30BAHHOCTH;

— (GopMHpOBaHHE CaMOCTOATEIBHOCTH  MBINUICHHS, TBOPYECKOW HHUIUATHUBBI,
CIOCOOHOCTEH K CaMOPa3BUTHIO, CAMOCOBEPILIEHCTBOBAHUIO M CaMOpPEaIH3aluu;

—  pa3BUTHE UCCIIEI0BATENbCKUX YMEHHUN U HABBIKOB.

[Ipy u3ydyeHHUM IUCUMIUIMHBI OpraHMU3alUs CAMOCTOATENBHOM paboThl 00yUarOMIMXCS
MIPEACTABISIET COOOM €MMHCTBO TPEX B3aMMOCBS3aHHBIX (hopMm:
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1) BHEeayIUTOpHAsI CAMOCTOSITeNIbHAS paboTa;

2) ayauTopHas  caMoOCTOsITeNbHass  paboTa, KOTOpas  OCYHIECTBISIETCS  TOJ
HEIMOCPEACTBEHHBIM PYKOBOACTBOM MPENOJaBaTessi IpU MPOBEICHNUN MPAKTUYECKUX 3aHATUH U
BO BpEMs YTCHUS JICKITUH;

3) TBopUecKasi, B TOM UHCJIe Hay9HO-HCCIIe0BaTeNbCcKas padoTa.

[lepen BbIMONIHEHHWEM OO0YyYarOMIMMHCS BHEAYJIUTOPHOM CaMOCTOSITENbHON padoThI
MIPENo1aBaTelib MOXKET AaBaTh Pa3bsICHEHHUS 10 BBIMIOJHEHHUIO 3aJaHusl, KOTOPbIE BKIIIOYAOT:

— TIIeJIb U COZICPKaHUE 3a/IaHMS;

— CPOKH BBITIOJTHEHUS;

— OPHUEHTUPOBOYHBIN 00BEM PabOTHI,

— OCHOBHBIE TPEOOBAaHUSA K PE3yJIbTaTaM pabOThl U KPUTEPUH OIICHKHU;

— BO3MOXXHBIC TUITUYHBIC ONTUOKU TP BHITIOJTHEHHUHU.

KoHTponb pe3ynbTaToB BHEAYJUTOPHONW CaMOCTOSTENBHONH paboOThl 0O0YyYaromImxcs
MO>KET IPOXOJUTh B MMCbMEHHOM, YCTHOM WJIM CMEIIaHHOM Qopme.

HNuorna mpenojaBarens A TEMATHUECKUX 3aHSATHSIX CEMHUHAPCKOIO THUIMA MOpPyYaeT
oOydJaromuMcs TOATOTOBUTH JOKJIan. [Ipu mOATOTOBKE AOKIAna, TOJB3YSICh Pa3IUdHBIMHU
UCTOYHUKaMU (y4eOHOM W cCHenuanbHOW JHUTEepaTypod, B TOM 4YHCIE MOHOTpaduUsIMHu,
TUCCEPTAIMSIMA U CTaThsiIMH, HWH()OPMAIMOHHBIMM  WCTOYHHUKAMH,  CTATUCTUYECKON
uH(popMalieit, HOpMaTUBHBIMH MPABOBLIMH aKTaMH U T.1.), HEOOXOIUMO TOTHOCTBIO PACKPHITH
TeMy, TIOCJIEIOBATEIHLHO M3JI0KUTh UCTOPHUIO BOIIPOCA, UMEIOIINECS] TOUYKH 3PEHHS, COOCTBEHHBIS
BbIBOJIBI. HeoOxoauMo u30eratb HeENMpoBEepeHHOW HH(OpMAaIMM, OTOBAapHBATH JIETHTUMHOCTH
UCTOYHUKOB. OOsI3aTEIBHBIM SBISIETCS COMPOBOKICHUE JOKIIA/a JICKTPOHHON Mpe3eHTAIUEH,
caenaHHoOU B penaktope Power Point. DnekTpoHHas mpe3eHTalusl BKIIOYAET: TUTYJIBHBIN Clai
C yKazaHueM Tembl Jokmnana, @.1.0. o0ydaronierocs; OCHOBHBIC MOJ0KECHUS TOKJIaa, BEIBOIBI 1
3aKJIFOUUTENBHBIN Cail CO CIIMCKOM UCTOYHHMKOB U OnaromapHocThio (8—10 cnaitnos). Craiiab
MOTYT OBITH IPOHYMepoBaHkbl. L{BeToBoI (hoH craiijoB mogdupaercs Tak, YTOObI HA HEM XOPOIIIO
Obu1 BuaeH TekcT. Chymias MOKTaabl W BBICTYIUICHHS HAa 3aHSATHH CEMHHAPCKOTO THIA WM
PEIUTMKA B XOJIe TUCKYCCHU, 00YUYaIOMHUMCS BaXXHO HE TOJIBKO YBa)KaTh MHEHHE COOCCETHUKA,
HO U WCIOJB30BaTh HABBIKM aKTUBHOTO WJIHM Pe(ICKCUBHOTO CNyIIaHUs (He mepeOuBaTh, AaBast
BO3MOXKHOCTh  TOJTHOCTBHIO  BBICKA3aTh CBOIO TOUYKY 3pEHHUS, HEMOHATOE YTOYHSITH,
nepeopMyIupys BEICKa3aHHOE U T.11.).

Iloozomoexa Kk npomexxcymounoil ammecmauuu

BunoM npomexXyTO4HOM arrecTaliMv MO JAHHOM AUCIUIUIMHE SIBJISETCS clada 3ayerTa.
[Ipy npoBeneHMH TNPOMEKYTOYHOW  aTTECTAlldd  BBISICHAETCS ~ YCBOGHHWE  OCHOBHBIX
TEOPETHUUECKUX M MPUKIAJHBIX BOMPOCOB MPOrpaMMbl M YMEHHME INPUMEHSTh MOJyYCHHbBIC
3HaHUS K PEUICHHI0 TpakTUYeckux 3amad. [Ipm moaroroBke K 3a4eTy ydeOHBIM Marepuai
PEKOMEHIYETCsI TIOBTOPSTH MO0 y4eOHOMY HM3IaHHI0, PEKOMEHIOBAHHOMY B Ka4€CTBE OCHOBHOM
JUTEPATYPhl, © KOHCIIEKTY. 3a4eT MPOBOJMUTCS B Ha3HAUYCHHBINA JIEHb, M0 OKOHYAHUH W3YUCHUS
JUCUUIUIMHBL. [lociie KOHTPOJIBHOTO MEPONPUSATUS NPENOJaBaTeNb YUYUTHIBAET AKTUBHOCTH
paboThl O00ydarmIerocss Ha ayJAWTOPHBIX 3aHATHUAX, KAa4ECTBO CaMOCTOSTEIHHOM pPabOTHI,
pe3yabTaThl TEKYILEH aTTECTAllMU, TOCEIIAEMOCTh U BBICTABIISIET UTOTOBYIO OLICHKY.

H3yuenue oucuyuniunpl ¢ UCNONB308AHUEM OUCHMAHUUOHHBLIX 00pPA308AMETbHBIX
mexHoJio2uil

[Ipn w3ydeHWH IUCHUIUIMHBI C HWCIOJB30BAHWEM JUCTAHIIMOHHBIX O0O0pa30BaTEIbHBIX
TEXHOJIOTUI HEOOXOAMMO JOTMOJHUTEIHHO PYKOBOACTBOBATHCS JOKAIBHBIMH HOPMATHBHBIMU
aktamu ['OY BO KPAI'CuY, pernamMeHTHPYIOIIMMH OpraHU3aIii0 00pa3oBaTeIbHOTO MpoIiecca
C MCTIOJIH30BAaHUEM JUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHH.

PA3JIEJI I1I. OHEHOYHBIE MATEPHUAJIbBI
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8. KoHTpo/IbHO-U3MepHTe/IbHbIe MaTepuabl, He00X0AMMbIe JIsl IPOBEPKHU
chopMHUPOBAHHOCTH MHAMKATOPOB JOCTHKEHUS KOMIIeTEHIIUI (BHAHUI, yMEeHU 1
HABBIKOB)

8.1. 3a0anusa ona npoeedenus mexyuie2o KOHmMpOa
Texymuii KOHTPOJIb BOBMOXKEH B IBYX (hOpMax: TECTOBOM MU BBIMOJTHEHUS
MPaKTUYECKOTO 3aaHHUSI.

Ilpumep mecmogozo 3a0anusn

1. KakuM HOpPMAaTHUBHBIM IPAaBOBBIM aKTOM PpEIrJIAMEHTUPYIOTCSI OCHOBHBIE MpaBUIIa
JIeJIONPON3BOACTBA ISl (pe/iepalibHbIX OPraHOB UCIIOJHUTENIBHOM BiacTu?

A) TunoBas MHCTPYKUMS TIO JEJIONPOM3BOJICTBY B  (QelepajbHbIX OpraHoB
WCTIOJTHUTEIIBHOM BJIACTH.

Bb) TunoBoii perinaMeHT AeNONPOU3BOACTBA B (hefepalibHBIX OPraHOB HUCIOJHUTEIBHOM
BJIACTH.

B) IlpaBuia genonpou3BoAcTBa B (peiepaibHbIX OPraHOB UCTIOJTHUTEIBHON BIACTH.

I') Ilonosxxenue o AenoNpon3BOACTBE B (pe/iepabHBIX OPraHOB UCTIOTHUTEILHOM BIACTH.

2. YTo noHMMaeTCs Mo AJIONPOU3BOICTBOM?

A) [esaTenbHOCTh, IIENICHANPAaBICHHO oOecreynBaromias (YyHKIUW  YIOpaBIICHUS
HOKYMGHTaMI/I.

b) JlesrenpHOCTh, OOecTieunBaromias peain3auio eIUMHON MOJIUTUKA U CTaHJApTOB II0
OTHOILIEHHUIO K IOKyMEHTaJIbHOMY (POHTy OpraHU3al1u.

B) HesartenvHocTh, oOecredwBaroias JIOKYMEHTHpPOBAHHE, JOKYMEHTOOOOpPOT,
OHepaTI/IBHoe XpaHeHI/Ie 1 UCITIOJIB30BAHHEC )IOKYMeHTOB.

3. Kakue u3 nepedyncieHHbIX BUJIOB IOKYMEHTOB, OTHOCATCS CUCTEME OpraHU3allOHHO-
MPaBOBOW JOKyMEHTAlMHU? (HECKOJIIBKO BEPHBIX BAPUAHTOB)

A) UlTatHoe pacniucanue

b) IlocranoBnenue.

B) JlomxkHOCTHASI UHCTPYKIIMHA.

I') IIporoxou.

) [puxkas.

4. B xakywo cucteMy JAOKYMEHTAaIlMH BXOJSAT JOKYMEHTBI, B KOTOPBIX (DUKCHPYIOTCS
yIPaBICHUYECKHUE PEIIECHNUS 110 OpraHU3alMOHHBIM, aIMUHUCTPATUBHBIM U KaJIpOBBIX BoIlpocam?

A) Cuctema opraHu3alliOHHO-IIPABOBOM TOKyMEHTAIIUH.

b) Cucrema pacnopsIuTebHON TOKyMEHTALINN.

B) Cucrema nHpopmaIioHHO-CIIpaBOYHOM TOKYMEHTAIUH.

5. OT yero 3aBHCHUT COCTaB PEKBU3UTOB, BKIIOYAEMbIX B OJaHK JOKyMEHTa?

A) Ot BHz1a JOKYMEHTA.

b) Ot cnocoba pacrnosiokeHuss PeKBU3UTOB B OjaHKe (IPOAOIBHBIA WM YIJIOBOM
CTII0COOBI)

B) Ot opranuzannoHHO-IpaBOBOM (OPMBI OpraHU3aLMH — aBTOPA JOKYMEHTA.

IIpumep npaxmuueckozo 3a0anus

CoctaBeTe W odopMHTE TpPUKA3 TIO OCHOBHOW JEATCIBLHOCTH, W JIPyTUe
pacnopsiAuTeIbHbIe JOKYMEHThI, HEOOXOAMMbIE B JAHHOH YIIPABICHYECKON CUTYAIIUH:
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Ha MockoBckoM KOMOMHATE MO MPOU3BOJCTBY MY3bIKAIBHBIX HMHCTPYMEHTOB U MeOeIH
(rocynapcTBeHHOE TPEaNpUsITHE), KOTOPBI BXoAUT B KoHllepH mo pa3paboTke ¥ MPOU3BOJCTBY
OpOAYKIMH My3blkanbHONH mpomblinuieHHocTH (POCMY3IIPOM), aeiictByer Ilonoxkenue o
MIPEMHUPOBAHUH PYKOBOJIUTENEH 1IEXOB, OTAENIOB U cyk0, yTBepkaeHHoe 05.01.2003 Ne 27.

12 anpens Tekymiero roga aupekTop komOuHata B.M.JlaproHOB mopyuus HayalbHUKY
oThena Tpynaa u 3apabotHoi miuaTel MapkoBy H.I'. paccunTaTh pazmep npeMun pyKoBOJIUTENSAM
OT/EJIOB, IIEXOB M CIIy’)X0 KOMOHMHaTa Mo MTOraMm paboThl 3a MEpBHIM KBapTal K 15 ampens, a
rinaBHoMy Oyxrantepy komOuHaTta Tpommuoi C.I'. — opranuzoBaTh BbIIUIaTy npemMuu k 20
amnpens TEKYILEro roja.

HavanpHuk maHoBo-s3kOHOMUYecKoro oTaena MatBeeBa C.H. m rmaBHBIA Oyxrantep
Tpoumna C.I'. 3aBU3MpOBaIM NPOEKT MPHKa3a TUPEKTOpa KOMOUHATA.

8.2. Bonpocul 014 noozomoeku K 3aueny

1. Bwuasl knaccudukanuii TOKyMEHTOB.

Knaccudukanms no GyHKITMOHAIEHOMY TIPH3HAKY.
Cucrembl JOKyMEHTAIUU.

CucreMa opraHu3alMOHHO-TIPABOBOM IOKYMEHTAIIUH.
Cucrema pacnopsiAMTeIbHON JOKYMEHTAIUH.

Cucrema nHGOPMAIIMOHHO-CITPABOYHON JOKYMEHTAITUH.

7. IlpaBuna odopmienus pekBu3uToB «locymapctBeHHbslii rep0d Poccuiickoii
Oenepannn, T1epd cyoOwvekra Poccuiickoit ®eneparuu, repd (TepadbIUYEeCKUi  3HAK)
MYHUIIUTIAILHOTO 00pa3oBaHus); SMOIeMa; TOBAPHBIN 3HAK (3HAK O0CITYKUBAHHSA)».

8. IlpaBuna odopMieHHs PpPEKBU3UTOB «HAWMEHOBAaHHE OpraHU3alllid — aBTOpa
JIOKYMEHTa»; «HAUMEHOBAaHUE CTPYKTYpPHOIO TOJpa3JeleHuss — aBTopa JOKYMEHTay;
«HAMMEHOBAHUE JOJDKHOCTH JIMIA — aBTOPA JOKYMEHTA.

9. [IlpaBuna odopmIIeHHS PEKBH3UTOB «CIPABOYHBIC NTaHHBIE 00 OpraHu3alnuu» U
«CCBIJIKAa Ha PETUCTPALIMOHHBIN HOMEP U ATy NOCTYIHUBILETO TOKYMEHTay.

10. TlpaBuna odopMiIeHHS pPEKBU3UTOB «HAUMEHOBAHHWE JIOKyMEHTa», <«Jara
JNOKYMEHTA», «PETUCTPALMOHHBIM HOMEP TOKYMEHT.

11. TlpaBuna odopmiaeHUs PEKBU3UTA «MECTO COCTaBICHHUS (M3IaHUs) IOKYMEHTay,
«anpecar».

12. TlpaBuna odopMICHHS PEKBU3UTOB «TpuU( OTpaHUUYEHUS JOCTyHa K JOKYMEHTY»,
«3aroJIOBOK K TEKCTY».

13. TlpaBuna oopmieHUS peKBU3UTA TOKYMEHTOB «TpU} YTBEPKIACHUS JOKYMEHTAY.

14. TlpaBuna opopMiIeHUST PEKBU3UTA «TEKCT JOKYMEHTA.

15. TlpaBuna opopmiieHUs] pEKBU3NUTA OTMETKA O TIPUIIOKEHUID.

16. IlpaBuna opopmieHus: peKBU3UTa «TPHG COTTACOBAHUS JOKYMEHTAY.

17. TlpaBuna opopmiIeHHUS PEKBU3UTA «BU3A.

18. IlpaBuna odopmIICHHS PEKBU3UTOB «IOJIMUCH» M «OTMETKa 00 JJICKTPOHHOU
TIOJIITHCH ).

19. IlpaBuna opopMieHUST PEKBU3UTA TICUATHY.

20. IlpaBuna oQopMIICHHS PEKBU3UTOB «OTMETKa OO0 WCIIOIHUTENE»; «OTMETKa O
3aBEPEHUM KOITUN.

21. IlpaBuna oQoOpMIICHHS PEKBU3UTOB «OTMETKA O TMOCTYIUICHMH JOKyMEHTay;
«OTMETKa O KOHTPOJIE»; «OTMETKA O HAIIPaBJICHUU JOKYMEHTA B JIEJION.

22. TlpaBuna opopMIIEHUS PEKBU3UTA «PE3OTFOIIHS.

23. Bunpl 6;mankoB. OOmuii 6J1aHK OpraHU3aIHH.

24. Buppl 61aHKOB. biaHk nmrchbMa opraHu3aIyu.

25. Buapl 6;1aHKOB. b1aHK KOHKPETHOTO BHIAa TOKYMEHTA.

26. ®opmymsap npukasa (pacrnopsyKeHus ).

ISARRANE N
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27. ®opmyrsip HMHPOPMAIMOHHO-CIPABOYHOIO JOKYMEHTAa Ha NpUMeEpe CIy>KeOHOM
3aMUCKH.

28. @opmynsp NpOTOKOJIA 3aceTaHUsl (COBEILIAHNUSA).

29. ®opmymsip akra.

30. ®@opMmysip 1€10BOrO MHUCHhMA.

31. Bunp! geIOBBIX ITHCEM.

32. OO6uas xapakTepuCcTHKa JJOKYMEHTOIIOTOKOB.

33. IlpaBuia paGoThI ¢ BXOAAIIUMH JOKYMEHTAMHU.

34. IlpaBuna paGOTbI ¢ UCXOIAIIMMHU JTOKYMEHTaAMH.

35. IlpaBuna paboThl ¢ BHyTPEHHUMU TOKYMEHTAMH.

36. IIpaBuna TeKyniero XpaHeHHus: JOKYMEHTOB.

37. IlpaBuna nepenayu JOKYMEHTOB B ApXUB.

38. MHCTpyKIMS 1O JIEJONPOM3BOJCTBY KaK JIOKAJbHBIH HOPMATHUBHBIM  axT,
peraamMeHTHpYIOMUi paboTy ¢ TOKyMEHTaMH B OpraHU3aIiu.

39. IlonoxeHue 0 CTPYKTYpPHOM IOJIpa3IeIICHUN.

40. TaGens u abOOM (HOPM IOKYMEHTOB.

41. I'paduk JOKyMEHTOOOOPOTA.

42. HomeHknarypa zen — NOpsSA0K HOCTPOSHUS.

8.3. Bapuanm 3adanuii 015 npoeedeHus nPOMeIHCymouHo20 KOHmMpoJi

[IpomexyTouHas aTTecTalys MPOBOIUTCS B YCTHOU (hopMme.
B kaxxp1ii OuiieT BXOIUT 2 BOMPOCa:
— nepevlil 6ONpPoc — TEOPETUUECKUI — U3 CIMCKA BOIIPOCOB;
— 8MOpOtl 60NpPoc — NPAKTUYECKUI — PEILIEHUE Kelca WM IPAaKTUYECKOT0 3aJaHMsl.

Keiicol

1. B opran MyHUIIMTAIBHOTO >KWJIUIIHOTO KOHTpOJA (Hamee — opraH KOHTPOJs)
MOCTYNWIA KOJUIEKTUBHAS JKajno0a J>KWIBIIOB MHOTOKBAPTHPHOTO JomMa Ha OesneiicTBue
YIPaBJIAIONIEH KOMIIAHUH 110 OTHOLICHUIO K 0053aHHOCTH OCYIIECTBISATh COAECP)KaHUE U PEMOHT
obmiero wMyIecTBa. BmpaBe M opraH KOHTpOJS TPOBECTH BHEIUIAHOBYIO TIPOBEPKY
YIPaBISIONIEH KOMITAHUU, €CJIH kKaJI00a He MONUCAHA, a YKa3aHbl TOJBKO PEKBU3UTHI KUJIBIIOB:
®.1.0., anpec, renedon?

2. B MecTHyI0 aJIMHHHCTPAIMIO MOCENIeHUs (Ha UMS TJ1aBbl MECTHON aJIMUHUCTPAIINN)
MOCTYNMIA JKanoba OT TpaKJaHWHA Ha HEWCIONHEHWE OJDKHOCTHBIMH JIUIIAMH MECTHOMN
aIMMHHUCTpaMi OOS3aHHOCTEH MO JMKBUAALMW CTHUXUHHOW CBajJKW CTPOUTEIHLHOTO MYCOpa,
PAacCIIOJIOKEHHOM BO3JIE €ro JoMa. lJaBa MECTHOM aJIMHUHHCTPALW{, MOJYyYHB YKA3aHHYIO
xanoOy, HaMpaBWII ee I PacCMOTPEHUS] HAYAIbHUKY KOHTPOJBHOTO JenapTaMeHTa MECTHOM
agmuHUcTparui. OJHAKO B YCTAHOBJICHHBIH 3aKOHOM CpOK ajo0a He Obljla paccCMOTpEHa,
OTBET Ha HeEe 3asABUTENIO HE HampaBleH. Hecer nu T1yaBa MECTHON aJMHHHUCTPAIMH
OTBETCTBEHHOCTh 3a yKa3aHHOE Oe3leHCTBHE, MPUTOM, YTO B IIOJIHOMOYHS TJIABBI MECTHOH
aJIMUHUCTpalMU (COTJIACHO KOHTPAKTy) BXOJUT KOHTPOJb 32 HCIOJHEHHEM MOPYYEHHUH €ro
MOTYNHEHHBIMU?

Saganus

1. CocTaBbTe 1 0opMuUTE CITyKeOHbIE TUChMA!

JlemapraMeHT NOLAECPXKKH M Pa3BUTHUS MaJOr0 NpPEINPUHUMATENbCTBA IHCHBMOM 3a
MOJNKCHIO 3aM. JUpekTopa JemnapraMeHTa CeepukoBa A.B. yBenoMmmi pyKOBOACTBO AETCKOTO
cana Ne 1586 o TOM, 4TO B CBA3M C pa3BUTUEM IPEANPUHUMATEIBCTBA 3/1aHUE JIETCKOTO caaa
JOJI2KHO OLITH nepeaaHo JJjisd TCXHUYCCKUX HYX ACTTapTaMCHTA.
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Hcnonnurenem BacunbeBoll 1o nopy4eHHo qupekropa naerckoro caga Ne 1586 IOro-
3amaiHOTO OKPY)KHOTO YIpaBJIEHUs 00pa3oBaHUS T'.MOCKBBI, PAaCIOJIOKEHHOTO Ha MPOCIIEKTE
MuuypuHckoM, A0M 22 1.MOCKBBI, ObIIO COCTAaBJICHO MUCbMO, aJIpECOBAaHHOE OTAETY IHCEM
Mbpun Mockssl 1o aapecy: r.Mocksa, yi.TBepckas, 13, B KOTOpOM IHPEKTOp AETCKOTO cana Ne
1586 O.A. AbGpamoBa mnpocuia pa3o0OpaTbCsi B JaHHOM BOIPOCE, MOTHBHPYS TEM, YTO B
HAa3BaHHOM palOHE JETCKUX CaJ0B OCTAJOCh MAlo M HE BCE JETH MOTYT IOCEUaTh JIETCKHE
JOHIKOJIbHBIE yUpekaeHus. [1ncbMo ObIIIO OTBETOM Ha MOJYUYEHHBIH JOKYMEHT OT JlenapTaMeHT.

2. CocraBbTe U 0(OPMHUTE MPOTOKOJIBI, HEOOXOJUMBIC B CIEIYIOUICH YyNpaBlieHYECKOM
CUTYallUu:

Hupexius OOO «Actpes» (Cankr-IlerepOypr) 12.08.200  r. mpoBesno cBoe ouepeHoe
3acemanne, Ha KoTopom mpucytctBoBanmu BoctpsikoB C.T., Crymne IL.[l., Jlebener U.M.,
Awntonos ILJL, IllentynoBa B.I'., Tumodeer A.A., Ctynosa M.U.

Ha 3acemannu o6cy»x)aanock ABa BOMpoca: 0 xoje pekiaamMHoi kammnanuu B LI kBapTaie
200 . ¥ 0 mepexo]e Ha HOBYIO CHCTEMY BBIILIATHI IIPEMUATIBHBIX.

[To mepBoMy Bompocy ciymanu cooOlieHre HadajJbHUKa OT/Aena pekiaMbl BocTpskosa
C.T., TexcT coobuienus kotoporo OblI nepeaan cekpetapio 3aceqanus H.Jl.benosoii. ITo sTomy
e BOIMPOCY BBICTYNWI (pMHAHCOBBIN nupekTop Tumodeen A.A., KOTOpBIH 0700pUIT yBEIUYEHHE
pacxozoB Ha HapykHy10 pexiamy B LIl kBaprane 200 r. Ha 5%.

[To BTOpOomMy Bompocy caenan coobmenne CtynoB M.M. m TekcT cooOmieHus Takke
nepenan cekperapro. Ilo nanHomy ke Bompocy BelcTynuian AHToHOB I1.JI., HayanepHUK oTnEna
KazpoB, u Jlebenes .M., nupexrop o npogaxkaM. [lepBriit 0100pHI HOBYIO CHCTEMY BBITIATHI
NPEMUAIBHBIX W PEKOMEHJI0BaJl MOJArOTOBUTH HeoOXxoaumsble jgokymeHTHl k 01.09.200 .
Bropoit npemioxun gopaboTaTh HOBYIO CHCTEMY BBIILJIATHl IMPEMUATIbHBIX M PEKOMEHI0BA
MIPOBECTH TOJIOCOBAHUE 0 JAHHOMY BOIIPOCY Ha 00IeM cOOpaHUU TPYIOBOTO KOJUIEKTHBA.

B wurtore 3acenanus ObUTH MPUHATH cleAyromniue pemieHus: 1. Ogo0puths padoTy oTaena
pexinamsel B III kBaprane 200 r. 2. IIpoBectu obiiee coOpaHue TPyAOBOrO KOJUIEKTHBA I10
BOIIPOCY O TMEpEeXOJ€ Ha HOBYK CHCTEMY BBILIAThl mNpeMuanbHbIX 15.08.200 .
OTBETCTBEHHBIM 3a MMOATOTOBKY cOOpaHus Oblila Ha3Ha4YeHa 3aB. kaHuemspuei lllentynosa B.I'.

CoGpanwue Ben npenacenatens O.A.PymsHIEB.

3. CocTaBbTe U 0POPMUTE aAKT:

Komuccus moa npeacenaTenbcTBOM HadallbHUKA TEXHUYECKOH rpynnsl A.A.Bonosoro u
yieHoB komuccuu bopucoa M.1O., HayanbHUKA aIMUHACTPATUBHO-XO03SMCTBEHHOTO OT/IENA,
CwmupnoBa JLII., Oyxrantepa, u PomanoBoit U.K., oduc-menemxrepa, 3A0O «Jleontus» Ha
OCHOBaHHWM JOKIaaHON 3amucku oduc-meHemkepa M.K.Pomanoroit 11.07.200  r. mposena
MPOBEPKY TEXHUYECKOTO OCHAIIEHHUS MPUEMHON TEHEpalIbHOTO JUPEKTOpa W NpHU3Hajia
HEroJHBIMU ISl OKCIUTyaTallMd KOMMpOBasbHBIM ammapar Xerox 345(1 mT.), mpenep
(uaB.HOMeEp 367, 1 mT.), dakc 47823 (1 mr.). [Ipu3HaHHAas HEIPUTOAHON IS SKCILTyaTaluu
TeXHHKa Obla mepenaHa Ha ckian npeanpusatusa. Ilo ycraHoBieHHOMY (akTy KOMHUCCHS
cocTaBMja aKT mpuemMa-nepenayn oprrexHukd B 3 9k3. (1-1 9K3. — HayalubHHUKY
aJIMMHHUCTPATUBHO-XO3MCTBEHHOTO OTAeNa, 2-i1 — rimaBHOMy Oyxranrtepy, 3-it — B aeno 23-02),
KOTOPBI OBLT YTBEpKIeH TeHepalbHbIM nupektopom [1.U.CrenaHoBBIM.

4. CoctaBbTe cXeMy JODKHOCTHOW WHCTPYKIMH, NpPaBUJIBHO pPa3MECTUB B HeH
crieayronme 6a30BbIe Pa3/Ieibl:

1) dyHkuuu.

2) NOMKHOCTHBIE 00A3aHHOCTH.

3) oO1Me MoIoKEHHUS.

4) OTBETCTBEHHOCT.

5) B3aUMOOTHOIIEHHS WM CBSA3U MO JOJKHOCTH.

6) mpasa.
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JlononHuTe cxeMy paszesiaMu, KOTOpbIE, 10 BallleMy MHEHHUIO, MOTYT €Ile COIEpPKAThCs
B HHCTPYKIUU.

B kaxxgom pa3aciic B HECKOJIbKUX MPCIIOKCHUAX OTIPCACIIUTL €T0 COACPIKAHUC.

5. CocraBpTe CXEMY, COAEPMKAILYIO MTOCIEAOBATEIBHOCTD PACIIONOKEHHS TOKYMEHTOB B
JTUIHOM JIeJie paOOTHHUKA:

1) aBToOMoOTpadus.

2) K mpuKa3 o npueme Ha padoTy.

3) AUYHBINA JUCTOK MO YUYETY KaJpOB.

4) Komus nacnopTa.

5) xomuu TOKyMEHTOB 00 00pa30BaHUM COTPYAHUKA.

6) BHYTpPEHHSIS ONTUCH JJOKYMEHTOB JIeJIa.

7) 3asBIEHUE COTPYIHHUKA O IpHEMe Ha padoTy.

8) MOKYMEHTBHI, CBSI3aHHBIE C TIEPEBOIIOM.

9) 3asBiieHHE COTPYIHUKA 00 YBOJIHHEHHH.

6. CocTtaBpTe CXEMy, COAEpXAIlyIO IPABWIBHYIO IOCIEIOBATEIbHOCTh ONEpaluil C
BXOJIALIMMH IOKyMEHTaMU:

1) cocraBieHue NpoekTa T0KyMEHTA;

2) BCKpBITHE KOHBEPTOB U IIPOBEPKA BIOKECHHUI;

3) peructpanusi JOKyMEHTOB;

4) npoBepka MPaBUIBHOCTH aJIPECOBAHUS;

5) cornacoBaHue NPOEKTa JTOKyMEHTA,

6) pacCMOTpEHHE TOKYMEHTOB PYKOBOJIUTEIEM (PE30JTIOLIHS);

7) noanucaHue pyKOBOJIUTEIIEM;

8) moamuMBKa JOKYMEHTA B JIETIO;

9) mpenBapUTENBHOE PAaCCMOTPEHHE (COPTUPOBKA);

10) mpoBepka npaBWILHOCTH O()OPMIICHHSI TOKYMEHTA;

11) nmepenaua JOKYMEHTOB PyKOBOJUTEIIIO;

12) 3anonHeHHE perucTparioHHON KapTOUKH;

13) nepenaya JOKYMEHTOB HCIIOJIHUTEINIO;

14) otmpaBka JOKyMEHTOB;

15) ucnonHeHne JOKYMEHTOB;

16) mpocraBiieHuE peruCTPAlMOHHOTO UHJIEKCA Ha JTIOKYMEHTE;

17) KOHTPOJIb UCTIOJTHEHUSI JOKYMEHTA;

18) ompeneneHue CPOKOB XpaHEHUS JOKYMEHTOB;

19) npocraBieHuEe OTMETKHU O MOCTYIUIEHUH.

7. Pa3paboraiite cxemy-MapuipyT paclopsAUTEIbHOTO JOKYMEHTa B OpraHU3aIHH.

8. Ilpeanoxxkure CUCTEMy MEPOMPHUSATHI MO COBEPIICHCTBOBAHHUIO JTOKYMEHTOOOOpPOTA,
KOTOpBIe OyayT TpUeMJIeMBI JiJisl Jt000# opranu3amuu. Kak 3Ta cuctema OyneT 3aBUCETh OT
pasMmepa opranuzanuu’?

8.4. Temamuxa Kypcoewvix pabom
N3yuenne qUCIUMTUIMHBI HE TIpEATIoNaracT HamucaHue KypcoBOi paboThI.

9. KpuTepm[ BBICTABJICHUSA OLCHOK IO pe3yjabTaTaM U3YUYCHUA TUCHUIIJIHHBI

OcBoeHme 00y4aroNUMCsT KaXa01 yueOHOW TUCITUIUIMHBI B CEMECTPE, HE3aBUCUMO OT €€
obmielt TpymoéMKocTH, oreHuBaercss 1o 100-0aipHOM 1mIKame, KoTopas 3areM TpHu
MIPOMEKYTOYHOM KOHTpOJIe B (popMe dSK3aMeHa TEPEBOJUTCS B TPAJAUIMOHHYIO 4-0alIbHYIO
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OLIEHKY («OTIUYHO», «XOPOILOY», «YIOBIECTBOPUTEIBHO», «HEYJOBICTBOPUTEIBHO»), a TPHU
KOHTpOJIe B (hopme 3auéTa — B 2-0aJUTbHYIO («3aUTCHO» WIN «He3auTeHo»). lannas 100-0amnpHas
[IKasa Mpu HeoOXOIMMOCTH COOTHOCUTCS ¢ EBpomeiickoil cucteMoii mepeBojia M HAaKOTUICHUS

kpenutos (ECTS).

Coomnowenue 2-, 4- u 100-6an1bHOU WKAT OUCHUBAHUSL OCBOEHUSL

ooyuawumucs yueonou oucyuniunsl co wikanou ECTS

Onenka
. . Cymma 0asiioB Ouenka
mo 4-0aJabHOH 3auér I'pananus
0 JUCIUILINHE ECTS
HIKaJie
5 (OTIMYHO) 90 — 100 A OTaM4HO
4 (xopomio) 85 -89 B Ouenb xopouIo
3auTeno 75 -84 C Xopouio
3 70 — 74 Y 10BNIETBOPUTEIBHO
D
(YnoBreTBOpUTENT 65 —69
BHO) 60 — 64 E [TocpencTBeHHO
2 He Huxe 60 F HeynosnerBopuresbHO
(HeyJOBNIETBOPUT 3a4TEHO
€JIbHO)
Kpumepuu oyenox ECTS

«OTIMYHO» — TEOPETUYECKOE COJEpPIKaHNE TUCLUILIMHBI OCBOSHO ITOJIHOCTBIO,
0e3 mpoOesoB, HEOOXOAMMbIC MPAKTUUSCKUE HABBIKA PabOThI C OCBOCHHBIM
MarepuasioM c(hOPMHUPOBAHBI, BCE MPEIYyCMOTPEHHBIC MPOrPaMMON OOYyYeHHUsI
yueOHbIe 3aJaHHs BBIMOJHEHBI, Ka4eCTBO HX BBIMOJHEHHS OLICHEHO YHCIIOM
0aIoB, OJIM3KMM K MAaKCUMAIIbHOMY

«O4YeHb XOpPOIIO» — TEOPETUUYECKOE COACPIKAHUE JUCLUILIUHBI OCBOCHO
MIOJIHOCTHIO, 0€3 MpoOesioB, HEOOXOAUMbIE MPAKTUYECKHUE HABBIKU pabOThI C
OCBOCHHBIM MAaTEpUAlIOM B OCHOBHOM C(OPMHPOBAHBI, BCE MPEAYCMOTPEHHbIE
mporpamMmoil o0ydeHusi ydeOHbIEe 3a/laHUs BBHIIIOJTHEHBI, KaY€CTBO BBITIOJHECHUS
OOJIBLIIMHCTBA U3 HUX OLICHEHO YHUCIOM OaJljIoB, OJU3KUM K MaKCHMaJlbHOMY,
OJHAKO €CTh HECKOJIBKO HE3HAUUTCIBbHBIX OILINOOK

«Xo0pouo»y — TEOPETHUYECKOE COJACPIKAHUE JUCHUIUIMHBI OCBOCHO MOJIHOCTHIO,
0e3 TpoOenoB, HEKOTOPHIE MPAKTUYECKUE HAaBBIKM pabdOTBl C OCBOCHHBIM
MaTepuaioM  cQOpMHpPOBAHBI  HEJOCTATOYHO, BCE  MPEIyCMOTPECHHBIE
mporpamMmoil o0ydeHusi ydeOHbIC 3a/laHUs BBHITTOJTHEHBI, KaY€CTBO BBHITIOJHCHUS
HU OJTHOTO U3 HUX HE OIEHEHO MUHUMAJIBHBIM YHCIOM 0allJIOB, HEKOTOPBIC BUIBI
3aJaHNUH BBIIIOJIHEHBI C OIIMOKaMU

«Y10B1€TBOPUTEIBbHO» — TECOPETHUECKOE COJCPIKAHUE NUCHUIUIMHBI OCBOSHO
YaCTUYHO, HO MPOOENBI HE HOCAT CYIIECTBEHHOTO XapakTepa, HeoOXOauMble
MPAKTUYCCKUC HABBIKU pa6OTBI C OCBOCHHBIM MATCpUaioM B OCHOBHOM
chopmMupoBaHbl, OOJBITUHCTBO TPEAYCMOTPEHHBIX MPOrPAMMON OOyUYEHUS
y‘ICGHLIX SaIIaHI/Iﬁ BBITIOJIHCHO, HCKOTOPBLIC H3 BBIIOJHCHHBIX SaﬂaHHﬁ,
BO3MOYKHO, COJIEPIKAT OMIMOKH

«IlocpencTBEHHO» — TEOPETUYECKOE COJIEPYKAHUE AMCIUIUIMHBI OCBOCHO
YaCTHMYHO, HEKOTOpbIC MPAKTUYECKUE HABBIKK pabOThl HE CHOPMHUPOBAHBI,
MHOTHE IPEIyCMOTPCHHBIC MPOrpaMMoON OOy4YeHHs yueOHbIC 3aJaHHs HE
BBIMIOJIHEHBI, JTHOO KAYECTBO BBIMOJHEHUS HEKOTOPBIX M3 HUX OLCHEHO YHCIIOM
0a/I0B, OJM3KUM K MUHUMAIILHOMY
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«Heyn0BJIeTBOPUTEJIBHO)» — TEOPETUUECKOE COJAEp)KAaHME TUCHMIUIMHBI HE
OCBOEHO, HEOOXOIMMBbIC TTPAKTUYECKHE HABBIKK PaOOTHI HE C(POPMUPOBAHBI, BCE
2 F | BoimonHeHHbIe yueOHbIE 3a7jaHusl COAEpKaT IpyOble OMIMOKH, AOMOJHHUTEIbHAS
CaMOCTOsATENIbHAs paboTa HaJl MaTepUaJIOM JTUCLMIIIMHBI HE IPUBEAET K KAKOMY-
71100 3HAYMMOMY TOBBIIIEHUIO KAUECTBA BHIMOJIHEHUS YUSOHBIX 3aJaHHH
OneHuBaHue pe3yapTaToB OOy4YeHHs IO AMCLUUIUIMHE OCYLIECTBISIETCS B (opme
TEKYILEro U MPOMEKYTOYHON KOHTPOJIA. TeKylmuil KOHTPOJIb B CEMECTPE MPOBOIUTCS C LIEIIBIO
obecrieyeHuss CBOEBPEMEHHOW OOpaTHOW CBs3M, C LEJIbI0 AKTHBHU3ALUU CaMOCTOSTEIbHON
paboThI 00yYaromuXCs. O6bexToM MIPOMEKYTOUHOTO KOHTPOJIS SIBIISTIOTCS
KOHKPETU3UPOBAHHbIE Pe3yJIbTaThl 00ydeHus (yueOHble JOCTHXKEHUS ) 110 JUCLUIUINHE.

Cmpyxkmypa umozo8ou oyenKu 00y4aruuxcs

Kpumepuu u noxkasamenu oyenuganus pe3yibmamos 00yueHus

IToka3zarenu
No Kputepuu onieHuBaHus
(o1ieHKa B Oayiax)
1 Pabota Ha ayTMTOPHBIX 3aHATHUSIX 20
2 [TocemiaemocTh 5
3 CamocrosiTenpHas paboTta 15
4 Texymas arrecranusi 20
Hroro 60
5 IIpomeskyTOYHAS aTTeCTALMSA 40
Bcero 100

Kpumepuu u noxazamenu oyenusanus pe3yiomamog 00yueHus
8 PAMKAX ayOUmoOpHbIX 3AHAMUL

Ne Kputepuu onieHuBanus [TokazaTenwu (orieHKa B
/11 Oayiax)
1 IloaroToBka v BBICTYIUICHUE C JOKJIAIOM 110 4 0anaoB
2 AKTHBHOE y4acTue B 00CY)KJIECHUH JOKJIa1a 2 Oamna
3 BrlnonHeHne npakTHYECKOro 3a1aHus (aHaJIn3 70 3 GamnoB
MPAKTHUECKUX CUTYaIUil, COCTaBICHHE
IOPUINYECKUX JJOKYMEHTOB U JIp.)
Bcero 20

Kpumepuu u noxazamenu oyenusanus pe3yiomamoe 00y4eHus 6 pamkax noceuwaemocmu
00Y4aOUWUMCIL ayOUMOPHBIX 3AHAMULL

Kputepuu onienuBanus [Tokazarenu
(oueHka B 6aynax)
100% nocenieHue ayIMTOPHBIX 3aHATHM 5
100% mocemieHne ayauTOpHBIX 3aHsATUH. Hebombinoe 4

KOJIMYECTBO MPOMYCKOB N0 YBAXKUTEIHHON MPUUNHE
o 30% nponynieHHbIX 3aHITHI

o 50% mponyieHHbIX 3aHATUR

Jo 70% nponynieHHbIX 3aHITHI

70% u Gosiee MPONYIICHHBIX 3aHATUN

OS— N |W
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Kpumepuu u noxazamenu oyenueanus pe3yibmamos 00y4eHusl
8 PAMKAX CAMOCMOAMENbHOU pabomvl 00yUaAOWUXCS

Kpurepun onennBanus

[Tokazarenu (oreHKa B
Oaax)

Bce 3amanus B paMkax CaMOCTOSITENIBHON paOOThI BBIMOTHEHEI.
[Ipu 3TOM HCHOIB30BaHA HOPMATHUBHAsI IIpaBoBas 0a3a, yueOHas
auTepaTypa, HaydHble paboThl. B cmydasx, rae Tpebyercs,
BBICKa3aHO COOCTBEHHOE MHEHHE [0 MPOOJIEMHBIM acCIeKTaM
TemMbl. OTBeTHl Ha 3amaHus O(GOPMIIEHBI B COOTBETCTBUH C
TpeOOBAHUSIMU.

15—12 6auios

Bce 3amanus B pamkax caMOCTOSITENIBHON pabOThl BBIMOIHEHBI.
OnHako MMEITCS HEe3HAYUTENNbHbIE OMIMOKM WM COOCTBEHHOE
BUJACHUE IIO HpO6JIeMHBIM aCIICKTaM TEMbl HCEIJOCTAaTOYHO
apryMeHTHPOBAHHO.

11-9 6ammoB

WIA BBIIOJIHEHO ¢ TIpyObIMH OmMOKaMH, TpeOyIOLMMU

CYIIECTBEHHOU TOPaOOTKH

3amaHusl B paMKax CaMOCTOSATEIbHON paOOThI BBITIOJHEHBI WU 8—5 GaoB
BeImoONHEHBI 80% 3amaHuii, HO B OTBETaX Ha HHUX HMEIOTCS

CephE3HBIC OMIMOKH, OTCYTCTBYET COOCTBEHHOE MHEHHE TII0

POOJIEMHBIM aCTICKTaM TEMBI.

3amaHusi B pamMKax CaMOCTOSITEIbHOM pabOThl HE BBITIOJHEHBI 0 6aIoB

Kpumepuu u noxazamenu oyenueanus pe3yibmamos 00y4eHusl
6 pamMKax mexkyujeti ammecmayuu 8 YyCmHoUu/RUCbMeHHOU

Kpurepun onieHnBanus

[Tokazarenu

(otieHka B Oaax)

3aI[aHI/I€ IMOJIHOCTBIO  BBIIIOJIHCHO, IIPABUJIIbHO IPHUMCHCHBI
TCOPECTUUCCKHUE TOJOXKCHUA TUCHUIIIINHBI. OtMmeuaeTcs 4ETKOCTh
n CTPYKTYPHPOBAHHOCTDb H3JI0XKCHHA, OPHUTMHAJIBHOCTDH
MBIIIJICHU A

20-17

3az[aHHe MOJITHOCTBIO BBIMMOJIHCHO, MPH IMOATOTOBKEC NPHUMCHCHLI
TCOPETUUCCKHUE ITOJIOKCHHUA JUCIIMITIINHBI, HOTpe6OBaBH_II/Ie
YTOUHCHHUA WJIM HC3HAYUTCIbHOI'O UCIIPABJICHUSA

16-13

3amaHre  BBITIOJIHEHO, HO  TEOpPETHUYECKas  COCTABJISIONIAs
HyXJaeTcsi B qopadorke. Ha Bompockl mo 3agaHuio ObUTH JTaHBI
HEYETKHE MM YACTUYHO OIIMOOYHEIE OTBETHI

12-5

3ajaHue He BBIOJHEHO WJIM TPHU OTBETE CHAETaHbl TpyOble
OIMHMOKH, JIEMOHCTPHPYIOIIUE OTCYTCTBHE TEOPETHUYECKOW Oa3bl
3HaHUI 00y4YaronIerocs

Kpumepuu U nokasameiu OyeHUueaHusl pesyibomamoes O6y1l€HM}l

6 PAMKAX NPOMENCYMOUHOCO0 KOHMPOJIA

[TpomMexyTOUHBIN KOHTPOIH B (hOpMe 3a4eTa MMEET IIeJIbI0 MPOBEPKY U OIEHKY 3HAHUH
oOyJarouxcs o TEOpUH U MPUMEHEHUIO MOTyYeHHBIX 3HAHUN U YMEHUH.
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Kpumepuu Uu noxkasamejlu OYeHKU pesyibmamoes 3adenma

8 YCMHOU/NUCbMEHHOU hopme

Kputepuu onenuBanust

Tlokazarenu

(ouenka B 6anax)

IIPOJEMOHCTPUPOBAHO JIOCTATOYHOE 3HAHUE MaTepuasa, 3HaHHUE
OCHOBHBIX TEOPETUYECKUX MOHATUH, YMEHHE OPHUEHTUPOBATHCS B
HOPMAaTHUBHO-TIPABOBOM  0a3e; JOCTaTOYHO TOCIIEIOBATEIBHO,
rPaMOTHO W  JIOTHYECKH CTPOWHO  M3JIOKEH  MaTepHall;
MIPOAEMOHCTPUPOBAHO YMEHHE AEaTh JOCTATOYHO 0OOCHOBAaHHBIE
BBIBOJIBI 10  HW3JaraéMoMy  MaTepuaily; C  HEKOTOpPhIMU
HETOYHOCTSIMH BBIIIOJHEHO ITPAKTHYECKOE 3aaHKE

40-15

IPOJIEMOHCTPUPOBAHO HE3HAHHE 3HAYUTEITBHOM 4acTu
IporpaMMHOIO MaT€puajia, HCBJIAJACHUC HOHATUHMHBIM arraparom
JMCHIUTUIMHBI, HEYMEHUE CTPOUTh OTBET B COOTBETCTBHH CO
CTPYKTYpPOM  W3JIaraeMoro  BOINPOCa;  CHACIAHO  MHOTO
CYIICCTBEHHBIX OIIMOOK TPH H3JIOKEHHH Y4eOHOrO Marepuana,
BBISIBJICHO HCYMCHHC aciiaTtb BbBIBOIbI 10 Hu3jaracMomy
MaTepHaly, BHIIOJHUTh NPAKTUICCKOE 3a/IaHUC

14-0
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