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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 ynpasnenus, 2021

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 MCTOAUYCCKUE 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 y4eOHOH JUCHUIJIMHBI
Ounas ¢opma o0y4yeHus

Buab yueGnoii pagoTr Pacnpenesienne yueGHoro
BpeMeHH
Konmaxmmnasa paboma 36,25
AynuTopHbI€ 3aHATHS (BCETO): 36
Jlexyuu 18




Hpaxmuuecxue 3AaHAMuUA

18

Jlabopamopnvie 3anamus

[TpomexxyTouHas arTecTanus 0,25
Koncynemayus nepeo sxzamernom
IK3amen

3auem 0,25
Pyxosoocmeo kypcosoii pabomoti

Camocmoamenvhnas paboma 71,75

Camocmosmenvhas paboma 6 meuenue cemecmpa 67,75
Hanucanue xypcosoti pabomot

Iloocomoska Kk npomexcymounou ammecmayuu 4

Bup Texymei arrecranuu

KOHTpOJIbHas pabora

Oouwas mpyooémrkocms OUCYUNTIUHDBL:

4dacol

108

3a4émmvle eOUHUYbL

Ou4Ho-3204Has popMa o0yUeHHs

Buabl yueOHol padoTsl

Pacnpene.nemle yqeﬁﬂoro

BpeMEeHH
Konmaxkmmnasn paboma 18,25
AynuTtopHbI€ 3aHATHS (BCETO): 18
Jlexyuu 8
Ilpakmuueckue 3anusamus 10
Jlabopamophvie 3anamus
[TpomexxyTouHas arTecTanus 0,25
Koncynemayus nepeo sxzamenom
Ox3amen
3auem 0,25
Konmponvuas paboma
Pyxosoocmeo kypcosoti pabomoti
Camocmoamenvnan paboma 89,75
Camocmosmenvhas paboma 6 meyenue cemecmpa 85,75
Tlooecomoska konmponvHot pabomul
Hanucanue xkypcoeoii pabomul
Iloozomoska Kk npomedncymounou ammecmayuu 4

Bup Texymei arrecranuu

KOHTpOJIbHAs paboTa

Oowaa mpyooémkocms OUCUUNTIUHDBL:

Yacwol

108

3auémmuule eOUHUYbl




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. Ocnoenasa numepamypa:

1. ApacnanoBa, B. A. JlokyMeHTallMOHHOE OOECTIeYEeHHE YINpPaBJICHUS @ Yy4eOHO-
MPaKTHYECKOe mocodue B cxemax, Tadnumax, oopasuax / B. A. ApacmanoBa. — 2-e u31., JIOM. U
nepepad. — Mocksa ; bepnun : Iupexr-Menua, 2020. — 266 c. : ui., Tabn. — Pexum nocryna: no
noamucke. — URL: https://biblioclub.ru/index.php?page=book&id=578394.

2. I'punbepr, A. C. JlokyMeHTalMOHHOE OOecleYeHUue YINpaBieHUs : y4yeOHUK /
A. C. I'pun6epr, H. H. I'op6aués, O. A. Myxamermuna. — Mocksa : FOuutu-Jlana, 2017. — 392 c.
: Tabm., rpad., un., cxemsl — Pexum pocryma: mo moamucke. — URL: https://biblioclub.ru/
index.php?page=book&id=684757.

5.2. /lononnumenvnan rnumepamypa:

1. JlenoBoe muckMo : yueOHoe mocodbue / aBT.-cocT. M. H. Ky3nenos. — 11-e u3n. —
Mocksa : JlamkoB u K°, 2021. — 162 c. — (YueOuble u3manus ajisa 6akanaBpoB). — Pexum mo-
cryna: o moanucke. — URL: https:/biblioclub.ru/index.php?page=book&id=621633.

2. Kysnenon, C.JI. CoBpeMeHHbIE TEXHOJOTHH JIOKYMEHTAIIMOHHOTO OOecreueHus
ynpasneHusi: yue6. nocobue / C.JI. Kysnenos; nox pea. T.B. Kysnenosoit. - Mocksa: U3-

nmarensckuii oM MOU, 2010.

3. Kymanp, O.H. OCHOBBI JOKYMEHTHPOBAHUS YIPABICHYECKON NIE€ATEIBHOCTHU:
yue0. mocobue no crnenkypcy / O.H. Kymnup, M. B. Kymaup; Komu pecnybnukanckas axap.
roc. ciay0sI u ynpasnenus. - CoiktbiBKap: M3a-Bo KPAT'CnY, 2009. - 77 c.

4. Kymuup, O.H. [lucemeHnHble nenoBele KOMMYyHUKanuu: y4ye0. mocodue / O. H.
Kymaup, M. B. Toauka; Komu pecnyOnukaHckas akaj. roc. CiIy»Obl U ynpaBieHHs. - ChIKTBIB-
kap: U3n-so KPAI'CuY, 2013. - 120 c.

5. Poroxxun, M. 1O. JlenoBble JOKyMEHTHI B IpUMeEpax U 0Opasmnax: COOPHHUK TUIIO-
BbIX JokyMeHTOB / M. FO. Poroxxun. — Mocksa ; bepnus : {upekr-Menua, 2014. — 496 c. : wi. —
Pexum noctyna: mo moamucke. — URL: https://biblioclub.ru/index.php?page=book&id=253701.

6. Poroxwun, M.1O. [lenonpousBoactso: kypc aekmuii / ML.IO. Poroxxun. — Mockaa ;
bepnun : {upexr-Menua, 2014. — 229 c. : un. — Pexxum gocrtyna: no noanucke. — URL: http://
biblioclub.ru/index.php?page=book&id=253702.

7. Poroxxun, M.IO.  JlokymeHTannoHHOe  oOecneueHue  ympaeieHus  /
M.1O. Poroxxun. — Mocksa ; bepnun : Jlupexr-Meaua, 2014. — 398 c. : nn. — Pexxum gocryna: no
noamucke. — URL: http://biblioclub.ru/index.php?page=book&id=253705.
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https://biblioclub.ru/index.php?page=book&id=578394

5.3. Ilpogheccuonanvnvie 6azpl 0anHbIX, UHPOPMAUUOHHO-CRPABOUHDBIE U NOUCKOBBIE
cucmemol:

1. CnpaBouHo-mipaBoBas cuctema «Koncynsrant ITmrocy.

2. DNeKTpOHHO-OMOMMOTEUHAs CUCTeMa « YHUBEPCUTETCKAss OMOIMOTEKa OHIIAHY.

5.5. Pecypcot unghopmayuonno-menekommynukauyuonnou cemu «Mumepnemy»:
1. Caitit Becepoccuiickoro Hay4YHO-MCCIEI0BATEIBCKOIO HHCTUTYTA JIOKYMEHTOBEICHUS U
apxuBHoro aena http:/www.vniidad.ru/

5.6. Hopmamuenvie npagoevie akmovl U MemooudecKue 0OKyMeHmbl:

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

I'paxxnanckuii kogexc Poccuiickoit denepanuu (yacts niepsasi) ot 30.11.1994 No 51-03;

I'paxxmanckuit kogexc Poccuiickoit deneparuu (yacth Bropas) ot 26.01.1996 Ne 14-D3;

®denepanbHbli KOHCTUTYUMOHHBIN 3aK0H 0T 25.12.2000 Ne 2-®K3 «O INocygapcTBeHHOM
rep6e Poccuiickoit @enepannny;

®denepanbhblii 3akoH oT 27 .07.2006 Ne 149-d3 «O6 undopmaruu, nHGOPMAITMOHHBIX
TEXHOJIOTHSIX U O 3alIUTe HH(DOPMAILIUNY,

®denepanbhblit 3ak0H 0T 06.04.2011 Ne 63-D3 «O06 371eKTPOHHOM MOATTUCHY,

®enepanbHblil 3ak0H 0T 22.10. 2004 Ne 125-D3 «O6 apxuBHOoM aene B Poccuiickoit De-
Jepanumny;

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

®enepanbHblil 3akoH 0T 27.07.2006 Ne 152-®D3 (pen. ot 31.12.2017) «O nepcoHambHBIX
TaHHBIX);

®enepanbubiit 3akoH 0T 29.07.2004 Ne 98-®3 (pen. ot 18.04.2018) «O xomMepueckon
TalHe»;

®enepanbubiit 3ak0H 0T 01.06.2005 Ne 53-D3 «O rocynapcTBeHHOM si3bike Poccuiickoi
Oenepanum»;

3akoH P® ot 25.10.1991 Ne 1807-1 «O s3wsikax HaponoB Poccuiickoit deneparumy;

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

[Toctanosnenue IIpaButensctBa PO ot 15.06. 2009 Ne 477 «O6 yrBepxkaenuu [IpaBun
JIEJIOTIPOU3BO/ICTBA B (heiepalIbHBIX OpPTraHax UCIOJHUTEIBLHOMN BIACTY;

Mertonuyeckrue pekoMEeHAIK Mo pa3padoTKe HHCTPYKIUI 10 JIEJIO0MPOU3BOACTBY B (e-
JiepajbHBIX OpraHax UCIOMHUTENbHON BiacTu yTB. [Ipukaszom Pocapxusa ot 23.12.2009 Ne 76;

[Tpuka3 PocapxuBa ot 11.04.2018 Ne 44 «O06 ytBepxkaeHuu [IpumepHOi HHCTPYKIIUH TIO
JICIOTIPOU3BOJICTBY B TOCYIAPCTBEHHBIX OPTaHU3AIIIX);

[TocranoBnenue IlpaButenscTBa Poccuiickoit deneparuu ot 27.12.1995 Ne 1268 «O06
YHOPSAAOYEHUN U3TOTOBJICHUS, UCIIONb30BAHUSA, XPAHEHHUS U YHUUTOXKECHHS TledaTeil 1 OJIaHKOB C
BocmpousBeneHueM ['ocynapctBennoro repoa Poccuiickoit @eneparum;

[Tocranonenue IlpaBurensctBa PO ot 22.09.2009 Ne 754 (pen. ot 17.10.2017) «O6
yTBepxkaeHuU [1omoxkeHus 0 cucTeMe MeXBEIOMCTBEHHOTO 3JIEKTPOHHOTO JOKYMEHTO000pOTaY;

[Tpuka3z MunkyneTypsl Poccun ot 25.08.2010 Ne 558 (pen. ot 16.02.2016) «O6 yTBep-
xaeHuu [lepeuHst TUTIOBBIX YIIPABICHYECKUX apXUBHBIX JOKYMEHTOB, 00pa3yIOIIUXCs B IPOIEC-


http://www.vniidad.ru/

CE JIeATENbHOCTH TOCY/IapPCTBEHHBIX OPraHOB, OPIraHOB MECTHOTO CaMOYINPABJICHUS U OpraHHu3a-
LIMH, C yKa3aHUEM CPOKOB XpaHEHUS»;

[Tpuxa3 MunkynsTypsl Poccun ot 31.03.2015 Ne 526 «O06 yTBep:kIeHUN IPAaBUJI OpraHHU-
3allM¥ XpPaHEHWs, KOMIUIEKTOBAHUS, Y4eTa W WCIOIb30BaHUS JOKYMEHTOB ApXWBHOTO (hoHIA
Poccuiickont @enepanuu U Ipyrux apXuBHBIX JTOKYMEHTOB B OpraHax roCyJapCTBEHHOU BIIACTH,
OpraHax MECTHOI'O CaMOYTIPABJICHUS U OpraHU3aLUIX»;

Vka3 Ilpesuaenta PO ot 30.11.1995 Ne 1203 (pen. ot 03.09.2018) «O6 yTBepkaeHUn
[Tepeuns cBenaeHU, OTHECEHHBIX K TOCYIAPCTBEHHON TAHE;

[Tocranosnenue IlpaButensctBa PO ot 06.02.2010 Ne 63 (pen. ot 29.12.2016) «O06
yTBepKJIeHNN MHCTPYKIMU O OPSIAKE IOMyCKa JOKHOCTHBIX JIMIl U rpaxaaH Poccutickoi de-
Jiepalliy K TOCY/IapCTBEHHOMN TaliHEY;

[TocranoBnenue IlpaBurensctBa PO ot 23.07.2005 Ne 443 (pen. ot 18.03.2016) «O06
yTBepxkaeHun [IpaBun pazpaOoTku nepedHs CBEASHUM, OTHECEHHBIX K FOCyAapCTBEHHOU TaltHe;

[Tocranosnenue IlpaBurensctBa PO ot 04.09.1995 Ne 870 (pem. ot 18.03.2016) «O6
yTBepkaeHun [IpaBuil oTHECeHUsl CBEIEHUM, COCTABIISIOIIMX TOCYJapCTBEHHYIO TaifHy, K pa3-
JUYHBIM CTETICHSM CEKPETHOCTUY;

[TocranoBnenue [IpaBurensctBa PO ot 01.11.2012 Ne 1119 «O6 yTBepxkaeHuu TpedoBa-
HUH K 3aIIUTE MEePCOHANBHBIX JaHHBIX MPH UX 00pabOTKe B MH(POPMAIIMOHHBIX CUCTEMaX MepPCo-
HAJbHBIX TAHHBIX));

[Moctanosnenue IIpaButensctBa PO ot 15.09.2008 Ne 687 «O6 yrBepxkaenuu [lonoxe-
HUSL 00 0COOEHHOCTSAX 00pabOTKM MEepPCOHATIBHBIX JaHHBIX, OCYIIECTBIsIEMOM 0€3 HCIONb30Ba-
HUS CPEICTB aBTOMATU3ALIUN»;

[Tocranosnenue IlpaButensctBa P® ot 03.11.1994 Ne 1233 (pen. ot 18.03.2016) «O6
yTrBepkaeHnH [lonoxeHus o mopsake oOpaiieHus co Ciry:keOHoi nHdopmarmeld orpaHu4eHHOTO
pacripocTpaHeHus B (pefepanbHbIX OpraHax MCIOJHUTEIbHOMN BIACTH, YIOJTHOMOUYEHHOM OpraHe
YIPaBJIEHUS HCIOJIb30BAHUEM AaTOMHOW SHEPIrUU U YIOJHOMOUYEHHOM OpraHe 10 KOCMHUYECKOM
JESITEIbHOCTI;

I'OCT P 7.0.8-2013. Hamuonansublii ctangapt Poccuiickoit ®epepanuu. Cucrema
CTaHIapTOB 10 UH(MOpMaLMHK, ONOTMOTEYHOMY U U3JATeIhCKOMY Jeiy. [lenonponu3BoaCTBO U ap-
xuBHOE Jien0. Tepmunsl u onpenenenus (yTB. Ilpukaszom Poccranmapra ot 17.10.2013 Ne 1185-
cT);

I['OCT P 7.0.97-2016. Cuctema cranaapToB no uHpopManuu, OMOIHMOTEUHOMY U U3-
nareiabckoMmy Jieny. OpraHu3alnoHHO-pacopsaauTeNbHas JoKkyMeHTaus. TpeboBanus k odpopM-
nenuto nokymeHToB (yTB. [Ipukazom Poccranmgapra ot 08.12.2016 Ne 2004-cT);

3akon Pecryonmuku Komu ot 06.06.1994 Ne XII-20/1 «O T'ocymapctBennom repoe Pec-
yomuku Kommy,

[Toctanosnenue IIpaBurenscrBa Pecyonuku Komu ot 11 despans 2015 romga Ne 58 «O06
YTBEPKACHUH TUIIOBOM MHCTPYKILHUU IO JEJIONPOU3BOJICTBY B OpraHax B CUCTEME MCIOTHUTEINb-
Ho#t Bmactu PecnyOmuku Kommy;

[Tocranosnenue IlpaButensctBa Pecnyonuku Komu ot 20.09.2011 Ne 396 «O06 opranu-
3allMd MEKBEJOMCTBEHHOM CHCTEMBI AJIEKTPOHHOTO AOKyMeHTooOopoTa» (BMecte ¢ [lomoxe-
HUEM O MEXBEJOMCTBEHHOH CUCTEME HIIEKTPOHHOTO JJOKYMEHTO000pOTa).

6. CpencrBa o0ecrnieyeHnst 0OCBOCHUSI Y4eOHOM TMCHMILINHBI
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B yuebHOM mporecce npu peanuzanui y4eOHOH AUCIUILTUHBI « OCHOBBI JOKYMEHTHPO-

BaHUA ynpaBnqueCKoﬁ ACATCIIbHOCTH UCIIOJB3YIOTCA CICAYIOIIUEC ITPOrpaMMHBIC CPECACTBA:

Hngopmayuonnvie mexuno-
a0zuu

Ilepeuenv npozpammnozo odecneuenus u UHGOPMaAYUOHHBIX
CNPAGOUHBIX CUCHEM

OducHblii TakeT 1t pabOTHI C
JIOKYMEHTaMH

Microsoft Office Professional
Microsoft Office Standart
P7-Oduc

HNudopmarimoHHo-CcripaBOvYHbBIC
CHCTEMBI

CnpasouHo-tipaBoBas cucrema «Koncynsrant [1mrocy»

CHpaBO‘{HO-HpaBOBaﬂ cucTeMa «FapaHT»

DNeKTpOHHO-OMOMMOTEYHbIE
CHCTEMBI

OBbC «YHuBepcurteTckast OMOIMOTEKa OHIANHY

HarmonanesHas anexrponHas 6ubnmuoreka (https://H36.pd) (B

3nanuu ['OY BO KPAI'CuY)
Hayunas snexkrponnas oubnmnoreka «KubepJlennnkay
https://cyberleninka.ru

Poccuiickas HayuHas >JeKTpoHHas Oubinorexa
https://www.elibrary.ru

BHCKTpOHHaH mo4dyra BJ'IGKTpOHHaﬂ Imoyra B JOMCHE krags.ru

CpencTBa a1 opraHu3auu B TOM 4YHCIE
BeOMHApPOB, TEIEMOCTOB U

KOH(epeHITUH

CepBucel BeO- W BHICOKOHGEPEHIICBA3H,
BigBlueButton, SberJazz

ComnpoBOXXJIeHNE OCBOCHHMS TUCLHUILTUHBI O0yYaroIUMCsS BO3MOXKHO C HCIOJIBb30BaHUEM
ANEKTPOHHOH MH(popManMoHHO-00pa3oBarensHol cpensl OY BO KPAI'CuY, B Tom uncie obpa-
30BaTenpHOro nopraia Ha ocHoBe Moodle (https://moodle.krags.ru).

7. MaTepuaJIbHO-TeXHHYecKoe odecrieyeHHe
OCBOCHUS YU4eOHOM THCHMILINHBI

[Ipu npoBeneHnH yueOHBIX 3aHATHHA TO AUCIUILIIUHE «OCHOBBI JOKYMEHTHPOBAHHUS
YIpPaBJICHYECKON JAESITeNbHOCTH» 3a/leiCTBOBaHAa MarepHalbHO-TexHHuYeckas 0Oaza ['OY BO
KPAT'CuY, B cocTaB KOTOpPO#l BXOJST CIEAYIOIINE CPEICTBA U PECYPCHI Il OPraHU3alud CaMo-
CTOATETLHON M COBMECTHOM pabOThI 00YUaAOIIHUXCS C TIPETIOaBaTeIIeM:

— CHEHUAJIBHBIC TIOMCEIICHHA OJId pcain3aluu Z[aHHOﬁ JUCHUIITIMHBL TOPCACTABIAIOT
co0oif yueOHbIe ayIUTOPHH JJIsl MPOBEIEHUS 3aHATUN JIEKIIMOHHOTO THUIIA, 3aHATHI ceMHUHap-
CKOT'O THIA, BBIIOJIHEHMSI KYPCOBBIX padOT, IPyNIOBBIX U MHIUBUAYATIbHBIX KOHCYJIbTAIUH, Te-
KYIIIETO KOHTPOJISL U MPOMEXKYTOYHON aTTeCTAlUU, a TAKXKE MOMEIICHUS ISl CaMOCTOSITENbHOM
paboTHI U MOMEIIEHUS Ui XPaHEHUS U MPOPHIAKTUYECKOr0 00CTyKUBaHUS yueOHOro 000pyI0-
BaHus. CrienManbHbIe MOMEIICHUST YKOMITJIEKTOBAaHbI CHEIMATIN3UPOBAHHON MeOeNbl0 M TeXHU-
YECKUMH CPEACTBAMHU OOYUCHHS, CIY)KalTUMU JIJIsl IPEACTaBICHUST Yu4eOHOM nHpOpMAIHK OOJTh-
IO ayIUTOPHHU.

s npoBefeHUs 3aHATUN JIEKIIMOHHOTO THUIIA MPEAararoTcs Habopsl 1€eMOHCTPALMOH-
HOro 00OpyIOBaHMSI M yueOHO-HaIIAIHBIX MOCOOuUil, oOecreunBaroue TEMaTHYeCKUe WILTIO-
CTpaluu:
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— J1abopaTopHIo, OCHAIICHHYIO J1a00paTOPHBIM 000pYIOBaHUEM;

— MOMENICHUE ISl CAMOCTOSITEIbHOW pabOThl 00YyYarOIINXCs OCHAIIEHO KOMITBIOTEPHOM
TEXHUKOH C BO3MOXKHOCTBIO TMOAKIIOUEHHUS K ceTH «/HTepHeT» u obecredeHrneM IOCTyIa B
ANIEKTPOHHYI0 UH(OPMAILIMOHHO-00pa30BaTeNbHYIO CPEAY OpraHU3alllH;

— KOMITBIOTEPHBIC KJIACCHI, OCHAICHHBIE COBPEMECHHBIMH TEPCOHAIBHBIMU KOMIIBIO-
TepaMu, pabOTaIOIKUMH O] YIIPaBIEHUEM OleparmoHHbIx cucteM Microsoft Windows, o0benu-
HEHHBIMHU B JIOKAJILHYIO CETh U UMEIONTUMHU BBIXO]l B IHTEpHET;

— Oubnuoreka AkaaeMuu, KHIDKHBIA (DOHI KOTOPOW CONEPNKHUT HAYIHO-HUCCIIEIO0-
BaTEIIbCKYIO JINTEPATYPY, HAYIHBIC KYPHAIBI U TPYAbl HAYIHBIX KOH(DEPESHIIHA, a TAKKE THTAIh-
HBIN 347,

— cepBepHOE 00OpyAOBaHUE, BKIIOYAOIIEE, B TOM YHUCIIE, HECKOJIBKO CEPBEPOB CEpUU
IBM System X, a Takye BUPTyaJbHbIC CEpBEpa, paOOTAIOIINE IO/ YIIPABICHUEM OTIEPAIIMOHHBIX
cucteM Calculate Linux, Bkmouennoit B Peectp Poccwmiickoro I10, Linux Ubuntu Server u
Microsoft Windows Server u ciayKaluMu Il pa3MEIICHUs Pa3IMYHBIX CEPBUCOB M CIIYXO, B
ToM uncie aisa ooecnedenus padorsl CYBJ] MySQL;

— CeTeBOe KOMMYTAIIOHHOE 000pynoBaHue, obecreunBaoliee padoTy JTOKAIbHON CEeTH,
MPEIOCTABIICHHE JIOCTyNa K ceTu Internet ¢ obmieli ckopocThio nmoakatoueHus 100 Mout/cek, a
Takke padoty GecrpoBonHOro cermeHTa cetu Wi-Fi B momerieHusax AxkaaemMun;

— UHTEepaKTUBHbIE HH(POpMaLMOHHBIE KHOCKU «HPOY;

— IIpoTpaMMHBIC U allapaTHbIE CPEACTBA I MTPOBEICHUS BUACOKOH(DEPEHIICBSI3H.

Kpome Ttoro, B obOpazoBarenbHOM Mpolecce OOyYarONIMMHCS IIMPOKO HCHOIB3YIOTCS
CJIETYIOLIUE AIIEKTPOHHBIE PECYPCHI:

— cucreMa Internet (ckopocTs nogkiarouerus — 100 Mout/cex);

— caiit www.krags.ru;

— OecmnpoBoaHas ceTb Wi-Fi.

KoHkpeTHBIE TIOMEIICHHS JJII OpraHu3alud OOyYeHHs 1O JuciuIuimHe «OCHOBBI
JOKYMEHTHPOBAHUS YIIPABICHUYECKOU JIEATEIHHOCTIY OMPENEISIFOTCS pacliucaHueM y9eOHBIX 3a-
HATUH W MPOMEXYTOYHOU arrectaruu. OO0OpyI0OBaHHE W TEXHUYECKOE OCHAIICHHE aAyJUTOPHH,
MIPE/ICTABIICHO B MACOPTe COOTBETCTBYOMMX KabunetoB ['OY BO KPAT'CuV.

PA3JIEJI II. METOAUYECKHUE MATEPHUAJIBI

BaxkneiiimmMm yciioBueM ycrenrHoro OCBOSHHs MaTepuara sBisieTcs miIaHoMepHas paboTa
00yJaromierocsi B TEYCHUE BCETO Meprojia M3ydeHus: TuCUIUIMHBL. O0yJaromeMycs He0OX0IuMOo
O3HAKOMUTHCSI CO CIIEAYIOLIEH yueOHO-METOANYECKONM TOKyMEHTalel: MPOrpaMMOi JUCIIUILIHU -
HBI; Y4eOHUKOM U Y4eOHBIMU MTOCOOHMSIMU TI0 TUCHUTUINHE; MEKTPOHHBIMU PECYpCaMHU IO JIHC-
[UIUTMHE; METOAMYECKIUMH U OIICHOYHBIMHU MaTepHuaiaMu 1Mo AUCIUILIHHE.

VY4eOHbIif mpoliecc MpHU peanu3aliy JUCHUIUIMHBI OCHOBBIBAETCS HAa MCIIOJIIb30BaHUU
TPaJMIIMOHHBIX, UTHHOBAIIMOHHBIX M HH(POPMAIIMOHHBIX 00pa30BaTEbHBIX TEXHOJIOTHH.

TpaauuronHsle 00pa3oBaTeNIbHbIE TEXHOJOTMH MPEICTABICHbI JIeKYUAMU U 3AHAMUIMU
CEMUHAPCKOTo THUMA (MIPAKTUYECKUE 3aHSATHUSA).

HMuHoBanMoHHble 00pa3oBaTeNbHbIe TEXHOJIOTHH HCIONb3YIOTCA B BUE IIUPOKOTO MpH-
MEHEHUS! aKTHBHBIX M WHTEPAKTUBHBIX (POpPM MpoBeneHHS 3aHATHH. AynuTopHas pabora oO0y-
YaoIIMUXCS NpeaycMaTpuBaeT JICKUUU-NPE3CHTAlUM, aHalIu3 MPAKTHYECKUX CUTYyaluH,
MOJITOTOBKY JIOKYMEHTOB.
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Nudopmarimonnpie 00pa3oBaTeIbHbIE TEXHOJOTUU PEANTM3YIOTCS MYTEM AaKTHBH3AIUU
CaMOCTOSITENIbHON pabOThI 00yJaronuxcst B ”HGOPMAIMOHHON 00pa30BaTeIbHON Cpejie.
Bce aymuTtopHBIe 3aHSATHS MPECIEAYIOT IENb 00ECMeUeHUsT BBICOKOTO TEOPETUYECKOTO

YPOBHSI U IPAKTUYECKOW HAIPaBIEHHOCTH O0yUEHHUSI.

IToozomoeka K 1eKYUOHHBIM 3AHAMUAM

B xone nexunit mpenopaBaresp U3JaraeT U pa3bACHIET OCHOBHBIC M HAaHOOJIee CIIOXKHbBIE
TIOHSATHUS TEMBI, @ TAKXKE CBSI3aHHbIE C HEM TEOPETHYECKHUE U MPAKTHYECKUE MPOOIEMBbI, 1aeT pe-
KOMEHJIAI[UK T10 TTOJrOTOBKE K 3aHITHUSM CEMHHAPCKOTO THIIA W CaMOCTOSTeNbHOU pabore. B
XO0JI€ JICKIIMOHHBIX 3aHATHI 00ydJaromieMycs ClIeyeT BEeCTH KOHCIIEKTHPOBaHNE Y4eOHOrO Marte-
puana.

C menpto o0OecniedyeHHs YCIIEUIHOTO OCBOCHHUS JMCUUIUIMHBI OOYYAIOUIUICS JOJDKEH
rOTOBUTHCSA K Jiekuuu. [Ipu 3ToM HeoOXxoaumo:

- BHUMATEJIBHO MPOYUTATh MATEPHAI PEIBITYIIEH JCKIHH;

- O3HAKOMHUTBCS € Y4eOHBIM MaTepHaOM JIEKLIUHU [0 PEKOMEH/JI0BAaHHOMY Y4e€OHMKY W/
WK y4eOHOMY MOCOOUI0;

- YSICHUTh MECTO U3y4aeMOl TeMbl B CBOEH NMPOQeCCHOHATBHON MOATOTOBKE;

- 3amucarb BO3MOXKHBIE BOINPOCHI, KOTOpbIE OOydarolWiics NpearnoyiaraeT 3aaaTh
MPEerno/aBaTelto.

Iloozomoeka K 3auAmMUAM CEMUHAPCKO20 MUNA

OTOT BUJI CAMOCTOSTENIbHON pabOThl COCTOUT U3 HECKOJIBKUX ITAIOB!

1) moBTOpEeHHEe M3y4yEeHHOro Marepuaina. s 3TOro MCHONb3YIOTCS KOHCHEKTHI JICKIU,
PEKOMEH/IOBaHHAasi OCHOBHAS M JIOTIOJHUTEIbHAS JIUTEPATYPA;

2) yrry6neHue 3HaHui 1o Teme. [l 3Toro peKkOMeH1yeTcsl BhIUCaTh BO3HUKILNE BOIIPO-
CBl, UCIIOJIb3yEeMbl€ TEPMHHBI,

3) moAroToBKa JOKIAJO0B MO TeMaM, MpeiaraeMbIM IMpernoaBaTesieM, WK aHalnu3 Ipak-
TUYECKUX CUTyalui U JIp.

[Ipu moAroToBKe K 3aHATHSAM CEMHUHAPCKOTO THUIA PEKOMEHIYETCS C IENIbIO MOBBIIICHUS
uX 3QPEKTUBHOCTH:

— YIeJIATh BHUMaHUE pa300py TEOPETHUECKUX BOIIPOCOB, 00CYKIAEMbIX HA JEKIIMAX;

— yZAeNSATh BHUMaHUE KPATKOMY IOBTOPEHHIO TEOPETHYECKOTO MaTepHaiia, KOTOPbIA Hc-
MIOJIB3YETCSI IIPH BBITIOJIHEHUH MTPAKTUYECKUX 3aaHUH;

— BBITIOJHSTH BHEAYAUTOPHYIO CAMOCTOSATENBHYO padoTy;

— CTaBUTH NPOOIEMHBIE BOTIPOCHI, IT0 BOZMOXXHOCTH HCITOIB30BaTh PUMEPHI C TIPAKTHYIE-
CKUM COJICpKAHHEM;

— BKJIFOYATHCS B UCHOJIB3yeMbIe MPH MPOBEIECHUH NMPAKTUYECKUX 3aHATUN aKTUBHBIC U
MHTEPaKTUBHbBIE METO/bI O0yUEeHMS.

[Tpu pazbope nprMepoB B ayIUTOPUU WK JJOMA 11es1eco00pa3Ho KayKIbli UX HUX 000CHO-
BBIBATh TEMHU WJIM UHBIMU TEOPETUYECKUMHU HOTOKEHUSAMH.

AKTHBHOCTb Ha 3aHSATHIX CEMUHAPCKOTO TUIIA OLIEHUBAETCS MO CIEAYIOIIUM KPUTEPUSIM:

— OTBETHI Ha BOINPOCHI, IPeJIaracMble€ MPEroJaBaTeiieM;

— y4acTHe B JUCKYCCHUSX;

— BBINIOJIHEHUE MMPOEKTHBIX U MHBIX 3aJaHU;

Opzanuzayusa camocmoamenbHoul padomol

CamocrosTenbHast paboTa 00ydaromuxcs MpeAcTaBIseT co0oi Mporecc akTUBHOTO, Iie-
JICHANpPaBJICHHOTO PUOOPETEHNS] UM HOBBIX 3HAHUM, yMEHMI 0€3 HEMOCPEICTBEHHOIO y4acTHUs
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IpernojaBarelis, XapakTepu3yOLUIHics MpeIMEeTHON HarpaBleHHOCThIO, 3(P(PEKTUBHBIM KOHTPO-
JIEM U OLICHKOM pe3yJIbTaToB JIeATEIbHOCTH 00yYaronerocs.

3amayaMy CaMOCTOSITENIbHOW PaOOTHI SBIISIOTCS:

— CHCTeMaTHu3allus U 3aKperyieHUue MOJYyYEHHBIX TEOPETHUECKUX 3HAHUM U MpakThye-
CKUX YMEHHH 1 HaBBIKOB 00Yy4arOIIUXCS;

— ynnyOJieHHe U paclIMpeHue TEOPETUYECKUX 3HAHUI;

— (QopMupoBaHHEe YMEHHMH HCIIOIb30BaTh HOPMATUBHYIO M CIPABOYHYIO JTOKYMEHTa-
LUIO0, CIIEIHANIbHYIO JINTEPATYypy;

—  pa3BUTHE MO3HABATEIILHBIX CIIOCOOHOCTEH, aKTUBHOCTH OOYYarOINXCsl, OTBETCTBEH-
HOCTH U OpPraHU30BaHHOCTH;

— (opMupOoBaHHE CAMOCTOSTEILHOCTH MBILIUICHUS, TBOPYECKON MHUIIMATHBBI, CIIOCO0-
HOCTEH K cCaMOpa3BUTHUIO, CAMOCOBEPILIEHCTBOBAHHIO M CAMOpPEaIn3alliu;

—  Pa3BUTHUE UCCIIENOBATEIbCKUX YMEHUI U HABBIKOB.

[Ipy wm3yyeHUM IUCUUIUIMHBI OpraHU3alUsi CAMOCTOATEIbHONW paboThl OOyYaroIIuXCs

MpeICTaBIsieT co00il €MUHCTBO TPEX B3aUMOCBSA3aHHBIX (hopM:

1) BHEayTuTOpHAsI CaMOCTOSITENIbHAS padoTa;

2) aynutopHas caMmocToATeIbHas paboTa, KOTopas OCYUIECTBISIETCS MO HEMOCPEACTBEH-
HBIM PYKOBOJICTBOM IpENoaBareisl Ipu MPOBEIECHUU MPAKTUYECKUX 3aHATUN U BO BpeMs 4Te-
HUS JICKIUH;

3) TBopueckasi, B TOM 4HCIie Hay4YHO-HCCIeIoBaTeIbcKas padora.

Ilepen BbImonHEHHEM OOYYAIOUIMMMCS BHEAYyAUTOPHOH CaMOCTOSTEIbHON paboThI
MIPETO/IaBaTeNb MOXKET J1aBaTh Pa3bsCHEHUS 10 BHITIOIHEHUIO 33/1aHUS, KOTOPBIE BKIIIOYAIOT:

— LIeJb U COZlep’KaHNe 3aJaHus;

— CPOKH BBINIOJIHEHUS;

— OpHUEHTHUPOBOYHBIN 00BEM paldoThHI;

— OCHOBHbIE TPeOOBaHMSI K pe3yabTaraM paboThl U KPUTEPUU OLICHKHU;

— BO3MO)KHbIE TUITMYHBIE OIMIMOKHU MPHU BBHITIOJIHEHUH.

KoHTponb pe3ynbTaToB BHEAYAUTOPHOW CaMOCTOSTEIBHOW pabOThl 00YUYaIOIIUXCS MOKET
MIPOXO/IUTH B MMCBMEHHOM, YCTHOW WJIM CMELIaHHOM (hopme.

Wnorna npenonasatens Ui TEMaTUYECKUX 3aHATUSX CEMUHAPCKOTO THIIA ITOpydaeT o0y-

HJaramMmcesa 1nmoAroToBUThL AOKJIAId. HpI/I IoATrOTOBKE JOKJIazaa, HOJ'II)SY?ICI) pa3HHqHBIMH HUCTOYHU -
Kamu (y4eOHOW W CIIeMalIbHOM JIMTepaTypoil, B TOM YHCJIE€ MOHOTpausIMu, AUCCEPTALMIMHU U
CTaTbsMU, I/IH(i)OpMaHI/IOHHI)IMI/I HCTOYHHUKaMU, CTaTHCTH‘IGCKOfI HH(l)OpM&IIHCfI, HOpMaTI/IBHBIMI/I
MPaBOBBIMU aKTaMW M T.JI.), HEOOXOAMMO IOJHOCTBIO PACKPBITh TEMY, MOCIEIOBATCIBLHO W3-
JIOXKUTH I/ICTOpI/IIO BOHpOCﬁ, NMCHOIIIUECCA TOUYKHN 3peHI/I$I, CO6CTB€HHBIG BBIBO/IBI. HGO6XO)II/IMO n3-
OeraTh HEMPOBEPEHHON MH(POPMAIIMH, OTOBAPHUBATH JIETUTUMHOCTh HCTOYHHKOB. O0s13aTeIbHBIM
SIBJISIETCSI COITPOBOKICHHE JOKIIaa AEKTPOHHOM Mpe3eHTaIlueN, clieJlaHHO B penakrope Power
Point. DnexTpoHHas mpe3eHTAlMs BKIIOYAET: TUTYJIbHBIA CIalJl C yKa3aHHEM TEMBbI JOKIaJa,
®.1.0. obyuaromierocs; OCHOBHBIC TOJIOKEHUS JOKJIa/1a, BHIBOJBI M 3aKIFOUUTEIBHBIA CIIAiI CO
CIMCKOM MCTOYHUKOB M OnaromapHocthio (8—10 cmaiinos). Crnaiiipl MOTYT OBITH IPOHYMEPOBA-
Hbl. [[BeTOoBOW (OH CiaiiIoB MmoaOuUpaeTcs TakK, YTOOBI HAa HEM XOpOIIO ObUT BUACH TEKCT.
Crnymiast 1OKJIaJbl ¥ BBICTYIUICHHUS HA 3aHSATHU CEMUHAPCKOTO THUIA WA PEIUIMKU B XOJE AUCKYC-
cuM, oOyJaromuMcs BaKHO HE TOJBKO yBakaTb MHEHHME COOECEIHHKA, HO U HCIIONB30BaTh Ha-
BBIKM aKTMBHOTO WJIM Pe(IEeKCHBHOTO CIyIIaHUs (HE mepeOHuBaTh, 1aBasi BOSMOXKHOCTD ITOJIHO-
CTBIO BBICKA3aTh CBOIO TOYKY 3PEHHUS, HETIOHSATOE YTOUYHATH, epeopMynupysl BHICKa3aHHOE U
T.IL.).
Iloozomoeka k npomexcymounou ammecmayuu
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BunoM npomexxyTouHO# aTTecTaluy MO JAHHOW JUCHUIUIMHE SIBIISIETCS cJadya 3adeTa.
[Ipu mpoBeeHUM MPOMEKYTOYHOM aTTECTAIlMU BBIACHIETCS YCBOCHHE OCHOBHBIX TEOpETHYE-
CKHUX M MPHUKJIATHBIX BOIMPOCOB MPOTPAMMbI U YMEHHE MPUMEHSTH MOJYyUYEeHHbIE 3HAHUS K pele-
HUIO MTPAKTHUYECKUX 3a1ad. [Ipu MoaroToBKe K 3a4eTy yu4eOHBIH Mareprall PpeKOMEHIYeTCsI IIOBTO-
pATH MO y4eOHOMY HM3JIaHUIO, PEKOMEHJIOBAHHOMY B Kaue€CTBE OCHOBHOH JIUTEPATYphI, U KOH-
CHEKTY. 3a4eT MPOBOJAUTCS B Ha3HAYEHHBIN JIEHb, 10 OKOHYAHUH U3YYCHUS TUCHUILIUHEL. [loce
KOHTPOJILHOTO MEPOTIPUSATHS MPENOaBaTeb YIUTHIBACT AKTUBHOCTHh pa0OThI 00yUaroierocs Ha
AyIUTOPHBIX 3aHSATUAX, KAYECTBO CAMOCTOATEILHON pabOThI, pe3yabTaThl TEKYIICH arTecTalu,
MOCEIIAEMOCTh U BBICTABJISIET UTOTOBYIO OIEHKY.

H3yuenue oucyuniunvl ¢ UCROIB306AHUEM OUCMAHUUOHHBIX 00PA308AMETbHBIX MeEX-
Honozuu

[Tpu u3yyeHUH NUCUUIUIMHBI C UCTIOIb30BAHUEM TUCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEX-
HOJIOTH HEOOXOIUMO JIOTIOIHUTEIHO PYKOBOJCTBOBATHCS JIOKAJIHHBIMA HOPMATHUBHBIMH AaK-
tamu ['OY BO KPAI'CnY, pernmaMeHTHPYIOIIMMH OpraHU3aIMI0 00pa30BaTeIbHOTO MpoIecca ¢
MCIOJIb30BaHUEM TUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTHA.

PA3JIEJI I11. OMEHOYHBIE MATEPHUAJIbBI

8. KoHTpoIbHO-N3MepHuTeIbHbIe MATEePHAJIbI, He00X0AUMBbIE VIS IPOBEePKU cGOPMHPOBaAH-
HOCTH MHAUKATOPOB 0CTHKCHUsSI KOMIIeTCHIINH (3HAHUI, YMEHH I U HABBIKOB)

8.1. 3aoanusa ona npoeedenus mekyuiezo KOHmpoA
Texy1uii KOHTPOJIb BO3MOXEH B JIBYX (hopMax: TECTOBOM WIJIM BHIIIOJIHEHMS ITpaKTHYE-
CKOTO 3aJ[aHMsI.

Ilpumep mecmoeozo 3a0anusn

1. KakuM HOpMaTUBHBIM ITPAaBOBBIM aKTOM PETIAMEHTHPYIOTCS OCHOBHBIE IIPABUJIA JEJI0-
MIPOU3BOACTBA I (peiepabHbIX OPraHOB UCIIOJIHUTEIbLHON BIacTH?

A) TunoBast UHCTPYKLUS MO JEJIONPOU3BOJACTBY B (peepanbHbIX OPraHOB UCIIOIHUTEINb-
HOM BIIACTH.

b) TumnoBoil permaMeHT JEIONPOM3BOACTBA B (efAepaIbHBIX OPraHOB HMCTOJHUTEIHHOM
BJIACTH.

B) IlpaBuna genonpou3BoACcTBa B e/iepaibHbIX OPraHOB UCIIOJHUTEIBHOM BIACTH.

I') [Tonosxerue o AeIONPOU3BOACTBE B (heiepaIbHBIX OPTAaHOB UCTIOTHUTEIIBHON BIACTH.

2. Yto noHMMaeTCs o1 AET0IPOU3BOIACTBOM ?

A) lesTeNnbHOCTB, IeJIeHanpaBleHHO obecnieunBaronas GyHKIUN yIpaBiIeHUs JOKyMEH-
TaMH.

b) JlesrensHoCTh, OOeceunBarOIas peanu3alnio eIMHON MOJIUTUKA U CTaHJApTOB IO
OTHONICHUIO K IOKYMEHTaJIbHOMY (DOHTy OpTaHH3alIlUH.

B) HdesatensHOCTh, 0OecieunBaromias JOKyMEHTUPOBAaHUE, TOKyMEHTOOOOPOT, OnepaTuB-
HOE XpaHEHHUE U HCIIOIb30BaHNUE JOKYMEHTOB.
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3. Kakue u3 nepeuncieHHbIX BUJIOB TIOKYMEHTOB, OTHOCATCS CUCTEME OpraHU3allMOHHO-
IIPaBOBOM TOKyMEHTaLUN? (HECKOJIBKO BEPHBIX BAPHAHTOB)

A) llItatHoe pacnicanue

b) Ilocranoenenue.

B) omxHoCTHass MHCTPYKITH.

I') IIpoTokon.

) [puxas.

4. B kakymo cucTteMy JOKYMEHTAIlMM BXOMAAT JOKYMEHTBHI, B KOTOPBIX (PUKCHUPYIOTCS
YIPaBJIECHUYECKUE PEUICHUS 10 OPTaHNW3allMOHHBIM, a/IMUHUCTPATUBHBIM U KaJIpOBBIX BoIpocam?

A) Cucrtema opraHu3aliiOHHO-TIPABOBOM JOKYMEHTAIINH.

b) Cucrema pacnopsauTenbHON TOKyMEHTAIUH.

B) Cucrema nHpopMalimoHHO-CITPAaBOYHOMN TOKYMEHTAIIUH.

5. OT yero 3aBUCHUT COCTaB PEKBU3UTOB, BKIIOYaeMbIX B OJTaHK JOKyMeHTa?

A) Ot BUJa JOKYMEHTA.

Bb) Ot cnioco6a pacrnonoxeHuss peKBU3UTOB B OaHke (MIPOAOIBHBIN MU YIIIOBOM CIOCO-
ObI)

B) Ot opranuzanroHHO-1IpaBoBOi (OPMBI OpraHU3AIMH — aBTOPA TOKYMEHTA.

Ilpumep npakmuueckozo 3a0anus

CocraBbre 1 0POpPMHUTE MPHUKA3 IO OCHOBHOM ACSATEIBHOCTH, M JPYTUE PACIIOPAIUTEIh-
HbI€ JIOKyMEHTBI, HeOOXOAUMBIE B IaHHOW YIIPaBICHUECKON CUTYyalluu:

Ha MockoBckoM KOMOHMHATE 1O MPOU3BOJCTBY MY3BIKAIBHBIX WHCTPYMEHTOB U MeOECIH
(rocymapcTBeHHOE MpPEANpUAITHE), KOTOPBIA BXoAUT B KoHIlepH mo pa3paboTke W MPOU3BOJACTBY
MPOAYKUMHU My3bIKanbHON mpomblluieHHOCTH (POCMY3IIPOM), neiictByer Ilonokenue o
NIPEMUPOBAHUU PYKOBOJHTENEH IIEX0B, OTIIENIOB U CIIyX0, yrBepxkaeanoe 05.01.2003 Ne 27.

12 anpenst Tekylero roga aupektop komOuHara B.M.JlapuoHOB mopyuus Ha4aJbHUKY
otAena Tpyaa U 3apabdotHoil miuarel MapkoBy H.I. paccuuTarh pazmep npeMuu pyKOBOJIUTENSAM
OT/EJIOB, 1IEXOB U CIIy>k0 KOMOMHAaTa 1o utoraMm padoThl 3a MEpBBIN KBapTal K 15 anpens, a rias-
HoMy Oyxranrepy komOuHara Tpommnoit C.I. — opranuzoBarsb BelIIaTy npeMuu k 20 ampens te-
KyILIETO TOJa.

Havanpauk mmanoBo-3koHOMHUYECcKoro oTaena Mareeea C.H. m mimaBHbIM Oyxranrep
Tpommna C.I'. 3aBU3MpOBaIM MPOEKT NpHUKa3a JUPEKTopa KOMOUHATA.

8.2. Bonpocwl 0na noozomoexku K 3auemy

1. Bwuasl knaccudukaiuii T0KyMEHTOB.
Knaccudukanus no GyHKIMOHATEHOMY IPU3HAKY.
Cucrembl JOKyMEHTAIUH.
Cucrema OpraHM3alluOHHO-TIPABOBOM JOKYMEHTALIMH.
Cucrema pacnopsiAMTENIbHON JOKYMEHTAIUH.

SN kW

Cuctema MHPOPMALTMOHHO-CIIPABOYHOMN TOKYMEHTALIMH.
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7. IlpaBuna odopmienus pekBusutoB «locymapctBennslii repd Poccuiickoit denepa-
un, repd cyobekra Poccuiickoit @eneparun, repd (repadpIMUecKuil 3HaK) MYHHUIMIIAIHHOTO
oOpa3oBanus); YMOIEMa; TOBAPHBIN 3HAK (3HAK OOCTYKUBAHHUS )».

8. IlpaBuna oQopMIeHHS pPEKBU3UTOB «HAWUMEHOBAaHHE OpPraHM3alUd — aBTOpa
JIOKYMEHTAa»; «HAUMEHOBAHUE CTPYKTYPHOI'O MOJPA3/IEIEHHS — aBTOpA IOKYMEHTa»; «HAaUMEHO-
BaHUE JIOJDKHOCTH JIMIIA — aBTOPa JOKYMEHTay.

9. IlpaBuna odopmieHHs PEKBU3UTOB «CIPABOYHBIC TaHHbIE 00 OpraHU3alUu» |
«CCBhUIKA Ha PETUCTPALIMOHHBIA HOMEP U JaTy MOCTYNUBILETO JOKYMEHTA.

10. IlpaBuna odopmiaeHUs PEKBU3UTOB «HAMMEHOBAHHE JOKYMEHTa», «JlaTa JOKYMEH-
Ta», PETUCTPALIMOHHBI HOMEDP TOKYMEHTA.

11. IlpaBuna oopmieHus] peKBU3UTA KMECTO COCTABIEHUS (M3/1aHUs) JOKYMEHTa, «aJl-
pecar».

12. TlpaBuna odopmieHHUs PEKBU3UTOB «IpU() OrpaHUYEHHs] JOCTyHa K JOKYMEHTY,
«3aroJIOBOK K TEKCTY».

13. IlpaBuna oopmieHHs] peKBU3UTA TOKYMEHTOB «TpU( yTBEPKICHUS TOKYMEHTa.

14. TlpaBuna oopmiaeHHs] pEKBU3UTA «TEKCT TOKyMEHTay.

15. IlpaBuna oopmieHHs] pEKBU3UTA «OTMETKA O MPUIIOKEHUNY.

16. IIpaBuna opopmiieHHs peKBU3UTA «TPHU( COITaCOBAHHS JOKYMEHTA.

17. TlpaBuna oopmiaeHHs pEKBU3UTA «BU3a.

18. IIpaBuna odopmiIeHUsT PEKBU3UTOB «IOAMHUCH» U «OTMETKA 00 3JIEKTPOHHON MO~
CH)».

19. IIpaBuna opopmiICHHUS PEKBU3UTA «IIEUATHY.

20. IIpaBuna oopmiieHUs] PEKBU3UTOB «OTMETKa 00 MCIIOIHUTENE»; «OTMETKA O 3aBepe-
HUU KOITUNY.

21. IlpaBuna opopmieHHsS PEKBU3UTOB OTMETKA O MOCTYIUIEHUH JOKYMEHTA»; «OTMET-
Ka 0 KOHTPOJIE»; «OTMETKA O HaIIPABJICHUH JIOKyMEHTA B JIEJIOM.

22. TIpaBuna opopMIICHHUS PEKBU3UTA «PE30TIOLUY.

23. Buasl 6mankoB. O0munii G1aHK OpraHU3aIIH.

24. Buppl 6naHKoB. biaHk mrchMa opraHu3aliy.

25. Buppl 61aHKoB. biaHK KOHKpETHOTO BUJa IOKyMEHTA.

26. ®opmynsip npukasa (pacrnopsKeHus).

27. ®opmynsip UH(POPMALIMOHHO-CIIPABOYHOTO TOKYMEHTa Ha MpHUMepe CIIy:KeOHOU 3a-
MTUCKHU.

28. ®opMyssip IPOTOKOIIA 3aceqaHusl (COBEIIaHUs ).

29. ®opmyssp akTa.

30. ®opmynsip AeT0BOTO MUCHMA.

31. Bunp! geJIOBBIX ITHCEM.

32. OO6mias xapaKTepUCTHUKA JOKYMEHTOITOTOKOB.

33. IlpaBuna paGoThI C BXOMSIIUMH JTOKYMEHTAMHU.

34. TlpaBuna paboOThI C UCXOASAIIUMU JOKYMEHTAMH.

35. IlpaBuna paGoThl ¢ BHYTPEHHUMH JOKYMEHTAMH.

36. IlpaBuia TeKyI1ero XxpaHeHus 10KyMEHTOB.

37. IlpaBuna nepenauv JOKyMEHTOB B apXUB.

38. MHcTpyKuus Mo AEIONPOU3BOICTBY KaK JOKAJIbHBIM HOPMAaTUBHBIN aKT, PETJIAMEHTH -
pyromuit paboTy ¢ JOKyMEHTaMH B OpTaHU3alINH.
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39. IlonoxxeHue 0 CTPYKTYpPHOM MOJIpa3AeICHHH.
40. Ta6enp 1 anpboM GopM TOKYMEHTOB.

41. I'padux nokymMeHTOOOOpOTA.

42. Homenkiatypa aenn — mopsI0K MOCTPOCHHUS.

8.3. Bapuanm 3adanuii 0151 npoeeodeHus nPoMeHCymouHo20 KOHmMpPOosa

[IpomexxyTouyHas arTecTanus NPOBOAUTCS B YCTHOU (hopme.
B kaxxapiii OriieT BXOJUT 2 BOMpoca:
— nepevlii 60NPoC — TEOPETUUECKUIN — U3 CIHCKA BOIPOCOB;
— 8MOPOU 60NPOC — MPAKTHUECKUI — PEIICHUE Kelca WIH NPAKTUYECKOTO 3aJaHHUsl.

Keiichbl

1. B opran MyHUIIMIIAJIBHOTO KHJIMITHOTO KOHTPOJIS (Jlajee — OpraH KOHTPOJIsl) HOCTYIIH -
Ja KOJUIEKTUBHAs anoda >KUJIBIIOB MHOTOKBAPTHPHOTO JOoMa Ha Oe3/lelicTBHE yMpaBIISIOIeiH
KOMITaHUU TI0 OTHOIICHHUIO K 00SI3aHHOCTU OCYUIECTBIISATH COJEP>KaHUE M PEMOHT OOLIET0 UMY -
uiectsa. BrpaBe jin opran KOHTPOJIS IPOBECTH BHEIJIAHOBYIO MPOBEPKY YMNPABISAIOMICH KoMIa-
HUU, €CJIN kKanoba He MOJAMUCaHa, a YKa3aHbl TOIbKO pekBU3UTHI kuibloB: ®.1.0., anpec, Temne-
¢bon?

2. B MecTHYI0 aJMHUHHUCTpAIMIO MOCeTIeHHs (Ha WMs TJIaBbl MECTHOM aJMUHHCTPAIIUH)
nocTynuiia )Kan06a OT IrpakKaaHnHa Ha HCUCIIOJHCHUC JOJDKHOCTHBIMU JIMIAaMU MECTHOU aaMu-
HUCTpAlUU OOS3aHHOCTEH MO JMKBUAALNU CTUXUMHON CBAJKU CTPOUTEIHLHOTO MyCOpa, Pacro-
JIOKCHHOW BO3JIE €ro Jnoma. [JaBa MECTHOW aJMHHHUCTPAIMH, MOIYYUB YKa3aHHYIO JKajooy,
HampaBuJl €€ JUIsl pacCMOTPEHUs HAa4aJIbHUKY KOHTPOJBHOTO JenapTamMeHTa MECTHOM aaMu-
HucTtpauuu. OJIHaKO B yCTAaHOBJIEHHBIN 3aKOHOM CPOK JKajo0a He Oblia pacCMOTpEHA, OTBET Ha
HCC 3adBUTCIIIO HC HAIIPaBJICH. Hecer mu maBa MecTHOH AIMUHUCTpallU OTBETCTBCHHOCTH 3a
YKa3aHHOC 663[[6171CTBI/I6, IIPUTOM, YTO B IMOJHOMOYHUS TJIaBbL MECTHOH AJIMUHHUCTpAllUA (cornac-
HO KOHTPAKTY) BXOJIUT KOHTPOJIb 32 UCIIOJTHEHHUEM MTOPYUYEHUHN €r0 MOJUMHECHHBIMU?

3aganusa

1. CocraBeTe 1 0popMuUTE CITy’KEOHBIE MUChMA:

JlemapraMeHT MONACPX KA M Pa3BUTHS Majoro MpeArnpUHUMATeIbCTBA MHUCHMOM 3a
MOJNUCHIO 3aM. TUpEKTopa JenapramMeHTa CepukoBa A.B. yBenoMus pyKOBOACTBO JETCKOTO
cama Ne 1586 0 TOM, 4TO B CBA3M C pa3BUTHEM NPEANPUHUMATEILCTBA 3JaHUE JCTCKOTO caja
JOJKHO OBITH TIEPEIaHO JIsi TEXHUYECKUX HYXK] JIeTTapTaMeHTa.

Ucnonnurenem BacuiibeBoil Mo mopydeHuio aupektopa aetckoro caga Ne 1586 IOro-
3amagHoro OKpY>KHOTO YIpaBlieHUs 00pa3oBaHUs MOCKBBI, pacIoiOKEHHOTO Ha IMPOCHEKTe
MuuypunckoM, 10M 22 r.MOCKBBI, OBIJIO COCTABIEHO MHCHMO, aPECOBAHHOE OTIENy IMHCEM
Mbspuu Mocksel 1o aapecy: r.hMocksa, yia.TBepckasi, 13, B KOTOpOM JTUPEKTOp AeTckoro caaa No
1586 O.A. AbpamoBa npocuia pa3zo0parbcsi B JaHHOM BOIPOCE, MOTHUBHUPYS TE€M, YTO B HA3BaH-
HOM paiioHe JETCKUX CaJloB OCTAJIOCh MaJlo M HE BCE JIETU MOTYT MOCEIaTh JETCKUE JOUIKOIb-
HbIE yupexaeHus. [IncpbmMo ObLII0 0TBETOM Ha MOTYUYEHHBINH JOKYMEHT OT [lenapTaMeHT.
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2. CocraBbTe ¥ 0(hOpMHUTE TPOTOKOIIBI, HEOOXOAMMBIE B CIICAYIONIEH yIPaBICHUECKOU CH-
Tyaluu:

Hupexkuust OOO «Actpes» (Cankr-IletepOypr) 12.08.200 . mpoBeno cBoe odepenHoe
3acenanue, Ha koTopoMm mpucyrcrBoBaiu BoctpsikoB C.T., Ctynues I1.[1., Jlebener .M., An-
toroB ILJI., llentynora B.I., TumodeeB A.A., Crynosa M.HU.

Ha 3acemannm o0Cy»)aanoch 1Ba BOIpoca: 0 Xonue pekiaamHoi kammnanuu B LI kBapraie
200 r. ¥ 0 mepexo/ie Ha HOBYIO CUCTEMY BBITIATHI MPEMUATBHBIX.

[To mepBOMy BoOmpoCy CiyIianu cooOlleHne HadaldbHUKA OTAena pekiiaMbl BocTpsikoBa
C.T., Tekct cooOlieHus KOTOporo ObLT nepenan cexkperapto 3acenanus H.Jl.benosoii. [1o sTtomy
K€ BOIIPOCY BBICTYIWI (DMHAHCOBBINA AupeKkTop TumodeeB A.A., KOTOPBIN 0MOOPHIT YBETUUEHUE
pacxonoB Ha HapyxHY0 pekiamy B LI kBaprane 200 1. Ha 5%.

[To Bropomy Bompocy crenan coobmenue CtyiaoB M.U. u TekcT cooOuieHus Takxe mnepe-
nan cekperapto. Ilo manHomy e Bompocy BeIcTymmiin AHTOHOB [1.JI., HaYanbHUK OTIENa Kaj-
pos, u Jlebenes .M., nupexrop mo mponaxam. [lepBeiii 0100pHI HOBYIO CHUCTEMY BBITLIATHI
MPEMUATBHBIX U PEKOMEHI0BaJ MOJITOTOBUTH HeoOxoaumbie JokyMeHTHI k 01.09.200 . Bro-
poii Mpennoxuil JopadoTaTh HOBYIO CHCTEMY BBIIIATHI IPEMHUATBHBIX M PEKOMEHI0BAI MPOBe-
CTH TOJIOCOBaHUE I10 JAaHHOMY BOMPOCY Ha 00I11eM cOOpaHUH TPYIOBOTO KOJUIEKTHBA.

B wurore 3acenanus Obutd MPUHATHI cienyomue pemenus: 1. Ogo6puts paboTy otaena
pexiamsl B LI kBapranme 200 1. 2. IIpoBectu obimiee coOpaHue TPYAOBOrO KOJUIEKTHBA MO
BOIIPOCY O MEpPEeXo/ie Ha HOBYIO CHCTEMY BbIIUIAThI nmpemuaibHbiXx 15.08.200 1. OTBEeTCTBEH-
HBIM 3a MOJTOTOBKY coOpaHwusl Obliia Ha3HaueHa 3aB. KaHnenspueil [llentynosa B.T.

Coo6panue Ben npenacenarens O.A.PyMsHIIEB.

3. CocraBbTe U 0(hOpPMUTE AKT:

Komuccens mnon npezncenarensCcTBOM HadallbHUKA TEXHUYECKOH rpynmsl A.A.Bonosoro u
wieHOB komuccun bopucoBa M.IO., HayaibHMKA aJMUHUCTPATUBHO-XO3HCTBEHHOTO OTAEA,
Cwmupnosa JLIL., 6yxrantepa, u Pomanosoii UK., opuc-menemxkepa, 3A0 «JleoHTHS» HA OCHO-
BaHUM JTOKJIAHOM 3anmucku opuc-meHemkepa . K.Pomanosoit 11.07.200 . mpoBea mpoBepKy
TEXHUYECKOTO0 OCHALICHUS NPUEMHON TI'€HEpaJbHOIO JUPEKTOpa U NPU3HAJIA HErOIHBIMM JIs
SKCIUTyaTallud KOMUpoBaJibHBIM ammapar Xerox 345(1 wrt.), mpenep (uuB.Homep 367, 1 wmrt.),
dakc 47823 (1 wr.). [Ipu3HaHHas HEMPUTOIHOW JJIsl SKCILTyaTaIlMM TEXHHUKA ObLIa TepegaHa Ha
ckian npeanpustus. Ilo yctaHoBieHHOMY (hakTy KOMHUCCHSI COCTaBWJIa aKT MpUeMa-Tepenayn
OprrexHuku B 3 3k3. (1-1 3K3. — HAYAJIBHUKY aIMUHUCTPATUBHO-XO3IMCTBEHHOTO OTAENa, 2-i —
aBHOMY Oyxranrepy, 3-if — B geno 23-02), KOTOpslid ObUT YTBEPXKACH T€HEPaIbHBIM JUPEKTO-
pom I1.1.CtenanoBBIM.

4. CocraBbTe CXEMY JOJDKHOCTHOM MHCTPYKLMH, IPABWIBHO Pa3MECTUB B HEH Clely-
forue 0a30BbIe pa3elbl:

1) dynkmum.

2) IOJDKHOCTHBIE O0S3aHHOCTH.

3) oO1mue MmoyoKEeHHUS.

4) OTBETCTBEHHOCTb.

5) B3aMMOOTHOIIICHHUS WJIH CBSA3H 1O JOJDKHOCTH.

6) npasa.
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JlononHuTe cxeMy paszesiaMy, KOTOpBIE, 110 BallleMy MHEHUIO, MOT'YT €Ie COIEpXKaThbCs B
MHCTPYKIUU.

B KaKIA0M pa3CjiC€ B HCCKOJIBKHUX NPCAJIOKCHUAX ONIPCACIIUTEL €TI0 COACPKaHUC.

5. CocraBbTe CXeMy, COIACPIXKAIIYIO MOCIEI0BATEIILHOCTh PACIIOIIOKEHUS TOKYMEHTOB B
JTUIHOM JieJie paOOTHHKA!

1) aBroOuorpaduwms.

2) K mpuKa3 o mpueme Ha padoTy.

3) NUYHBINA JUCTOK IO YYETY KaJIPOB.

4) Komus macmopTa.

5) xonuu AOKyMEHTOB 00 00pa3oBaHUM COTPYAHUKA.

6) BHYTPEHH: OIUCh JOKYMEHTOB JI€JIa.

7) 3asBlIE€HUE COTPYAHHKA O TIpUeMe Ha padoTy.

8) TOKYMEHTBI, CBSI3aHHBIE C IEPEBOJIOM.

9) 3asBIeHUE COTPYAHUKA 00 YBOJILHCHHH.

6. CocTaBbTe CXeMy, COIEPIKallyI0 IPAaBUIIbHYIO MOCIEA0BATEIbHOCTh ONEPALMil ¢ BXO-
JAIIAMU JOKYMEHTaMMU:

1) cocraBneHue NpoekTa J0KyMEHTa;

2) BCKpBITHE KOHBEPTOB U IIPOBEPKA BIIOKEHUM;

3) perucrpanus 10KyMEHTOB;

4) npoBepka MIPaBUJIBHOCTH aJIPECOBAHMS;

5) comlacoBaHME IIPOEKTA JOKYMEHTA;

6) pacCMOTpEHHE IOKyMEHTOB PyKOBOAUTENIEM (PE30IIOIHS);

7) noanrcaHue pyKOBOAUTEIIEM;

8) moJIIMBKa IOKyMEHTA B JIEJIO;

9) mpenBapUTEIBLHOE PaCCMOTPEHUE (COPTUPOBKA);

10) mpoBepka MpaBUIBHOCTU O(POPMIIEHHS TOKYMEHTA;

11) mepenava TOKyMEHTOB PyKOBOIAUTEIIO;

12) 3anoiHeHHe perucTpalMoOHHONW KapTOUKH;

13) nepenava JOKYMEHTOB UCIIOJIHUTEIIO;

14) ornpaBka TOKyMEHTOB;

15) ucnonHeHne TOKyMEHTOB;

16) mpocTaBieHHE pErUCTPAITMOHHOTO UH/EKCA Ha TOKYMEHTE;

17) KOHTpPOJIb UCIIONHEHUS TIOKYMEHTA;

18) ompeneneHue cpokoB XpaHEHHsI JOKYMEHTOB;

19) mpocraBieHre OTMETKH O TTOCTYTUICHHUH.

7. Pa3pabotaiiTe cxeMy-mMapupyT pacopsIuTeILHOTO TOKYMEHTA B OpraHu3aIiy.
8. Ilpemioxkute cucTeMy MEpONPUSATUN MO COBEPUICHCTBOBAHHUIO JOKYMEHTOO0OpOTA,
KOTOpbIe OymayT MpHemieMbl Ais 0ol opranusanuu. Kak ata cuctema Oymer 3aBUCETh OT

pa3mMepa opraHu3auun?

8.4. Temamuxa Kypcoevix padom
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HSy‘-ICHI/Ie JAUCHUIUIMHBI HC TPCAITOJIaracT HaltlmCaHue KprOBOﬁ pa6OTBI.

9. KpnTepml BBICTABJICHUS OLICHOK 11O peE3yJjibTaTaM U3YYCHUSA TUCHUII/IUMHBI

OcBoenue o0yuaromumMes KaxJa0M y4eOHOM JUCHUILIMHBL B CEMECTPE, HE3aBUCUMO OT €€

obmeit Tpynoémrocty, oneHnBaetrcs o 100-0ayuibHOM MIKaie, KOTopast 3aTeM MPH MPOMEKYTOoU -

HOM KOHTpOJIC

B (hopMe SK3aMeHa MEePEeBOAUTCS B TPAAULMOHHYIO 4-0allIbHYIO OLICHKY («OTJINY-

HO», «XOPOLIO», «YIOBIETBOPUTEILHOY», «HEYHLOBICTBOPHTEIBHO»), a MPU KOHTpoOJe B (opme

3a4éTa — B 2-0aJUThHYIO («3a4T€HO» WJIH «He3auTeHo»). JlanHas 100-0amipHas mkaaa npy HeoOXo-

JTMMOCTH COOTHOCHUTCSI ¢ EBporietickoii cuctemoit iepeBoaa u HakorieHus: kpeautos (ECTS).

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

Ouenka
. . CymmMma 6as1oB Ouenka
1o 4-0aJabLHOI 3auér I'papauus
10 JUCHUILINHE ECTS
HIKaJje
5 (OTIUYHO) 90 — 100 A OT1anyHO
4 (xoportIo) 85— 89 B Od4eHb XOpomIo
75— 84 C Xopo1io
3auTeHo
70 - 74 YI0BIETBOPUTEITHHO
3 (ynoBieTBopH- 6569 D
TEJILHO)
60 — 64 E ITocpencTBeHHO
2 (HeyOBJIETBO- He Hwnxe 60 F HeynosnerBopurensHo
PHUTEIBLHO) 3aYTEHO
Kpumepuu oyenox ECTS

«OTIMYHO» — TEOPETUUYECKOE COACPKAHHUE JUCHUIUIMHBI OCBOSHO TOJHOCTHIO,
0e3 mpoOenoB, HEOOXOAMMBIC IMPAKTUYECKHUE HABBIKK PabOThI ¢ OCBOCHHBIM
MarepuasioM c(OpMHPOBAaHBI, BCE MPEAYCMOTPEHHBIC MPOTPaAMMON OOyUYCHHS
y4eOHbIC 3aaHHS BBIMOJIHCHBI, KAYECTBO MX BBITOJIHEHHUS OICHEHO YUCIIOM Oali-
JI0B, OJIU3KUM K MaKCHUMAJIbHOMY

«O4YeHb XOpOWIIO» — TEOPETUYECKOE COACp)KaHWE JAUCIMIUIMHBI OCBOCHO
MIOJTHOCThIO, 0€3 Mpo0enoB, HEOOXOAMMBbIE NMPAKTHUYECKHE HAaBBIKM pabOTHI C
OCBOCHHBIM MaTE€pPHaJIOM B OCHOBHOM C(OPMHUPOBAHBI, BCE MPETyCMOTPEHHBIC
nporpamMmoil oOyueHus y4eOHbIE 3a/laHMs BBIMOJIHEHBI, KAYECTBO BBHITIOJHEHUS
OOJNBIIMHCTBA M3 HHUX OLEHEHO YHCIOM OaioB, OMM3KHM K MaKCHMaJbHOMY,
OJTHAKO €CTh HECKOJIBKO HEe3HAYMTEIbHBIX OLTHOOK

5 A
B
4
C

«Xopomuo» — TEOPETUYECKOE COAEpKaHUEe TUCIUILUIMHBI OCBOEGHO MOJIHOCTHIO,
0e3 po0eoB, HEKOTOPHIE MPAKTUICCKUE HABBIKK PA0OTHI C OCBOCHHBIM MaTEPH-
anoM chOpMUPOBAaHBl HEIOCTATOYHO, BCE MPEIyCMOTPEHHBIE MPOrPaMMOii
0o0yueHUsl yuyeOHbIE 33JJaHUs BBITIOJTHECHBI, KAYECTBO BBIOJIHEHUS HU OJHOTO U3
HUX HE OIICHEHO MUHUMAJIbHBIM YUCIIOM 0allJIOB, HEKOTOPHIE BUJIbI 33JJaHUI BbI-
MOJIHEHBI C OITMOKaMU
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«Y10BJIETBOPUTEIBHO» — TEOPETHUECKOE COJCpPKAHUE MMCIUILIMHBI OCBOEHO
YaCTUYHO, HO TPOOENIbI HEe HOCST CYIIECTBEHHOTO XapakTepa, HEOOXOIUMbIe
MPAKTHUYCCKUC HABBIKH pa60TBI C OCBOCHHBIM MaTcpuajioMm B OCHOBHOM
chopmupoBaHbl, OOJBIIMHCTBO TMPEAYCMOTPEHHBIX MPOTpaMMON  0OydeHHs
y‘ICGHLIX SaI[aHI/Iﬁ BBIIIOJIHCHO, HCEKOTOPBIC M3  BbIIOJHCHHBIX SaHaHHﬁ,
BO3MO)KHO, COJIEPKAT OMIMOKH

«IlocpeACTBEHHO» — TEOPETUYECKOE COIAEPKAHUE JUCLUIUIMHBI OCBOCHO
YaCTUYHO, HEKOTOpble NPAaKTUYECKHE HABBIKM paboThl HE C(HOPMHPOBAHBI,
MHOTHE MPEeyCMOTPEHHBIE TPOrpaMMOii 00y4eHus1 yueOHbIe 3aJaHHsI HE BBITOJ -
HEHBI, JINOO KaueCTBO BHIIIOJIHEHUS] HEKOTOPBIX U3 HUX OLIEHEHO YMCIIOM OalljioB,
OM3KUM K MUHUMAJIbHOMY

«Heyn0BJIETBOPUTEJIBHO» — TEOPETHUYECKOE CONEPKAHUE IHUCLMILUIMHBI HE
OCBOEHO, HEOOXOMMBIE MPAKTUYECKUE HABBIKH PabOTHI HE C(HOPMHUPOBAHBI, BCE
BBINOJIHEHHBIE y4eOHbIe 3aJJaHUs COAEP)KaT IpyOble OIMOKH, AONOTHUTENIbHAS
caMOCTOsITeNIbHas paboTa Ha/l MaTepHUajoM JUCIUILIMHBI HE IPUBEAET K KAaKOMY-
71100 3HAYMMOMY IOBBIIICHUIO KAUYECTBA BINOJIHEHHsI YUeOHbIX 3aJaHUI

OnennBaHue pe3yNbTaTOB OOyUYEHHs MO JWCIHIUIMHE OCYIIECTBIsIETCS B (hopMe TeKy-

IIETO U MPOMEXKYTOUYHON KOHTPOJISA. TeKyImuii KOHTPOJIb B CEMECTPE MTPOBOAUTCS C IIEJIbI0 00€eC-
MEYCHUSI CBOCBPEMEHHOW OOpaTHOW CBSI3M, C IIETBI0O AKTUBH3ALMUA CaAMOCTOATEIBLHON pPadOThI

oOyyatoruxcsi. OOBEKTOM MPOMEKYTOUHOTO KOHTPOJIS SIBJSIOTCS KOHKPETHU3WPOBAaHHBIE
pe3ynbTaThl 00y4eHUs (Y4eOHbIC JOCTHKECHHS) 110 JUCITUTIITHE.

Cmpyxkmypa umozo8oti oyeHKu 00y4yarouuxcs

Kpumepuu u nokazamenu oyenusanus pe3yiomamos o0yueHus:

[Tokazarenu
Ne Kpurepun onieHnBanus
(orreHka B 6aiax)
1 Pabota Ha ayTIUTOPHBIX 3aHATHAX 20
2 ITocemaemocThb 5
3 CamocrositenpHas paboTa 15
4 Texymas arrecranus 20
Hroro 60
5 IIpomexxkyTouHasi aTTecTaNMs 40
Bcero 100
Kpumepuu u nokazamenu oyenusanus pe3yiomamos o0yueHus
8 PAMKAX ayOUMOpPHBIX 3aAHAMULL
Ne Kpurepun onienuBanns [Tokazarenu (oueHka B 6ai-
/o nax)
1 [ToaroToBKa v BBICTYIUIEHUE C JOKIAOM 110 4 6aju1oB
AKTHUBHOE yyacTHe B 00CYXJIEHUU J10KJIa/1a 2 Gamna
3 BrinonHeHue MpakTHUeCcKoro 3a/1aHus (aHaJIu3 Mpak- 1o 3 GamnoB
TUYECKUX CUTYallUi, COCTAaBICHUE FOPUTUIECKUX
JIOKYMEHTOB U JIp.)
Bcero 20
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Kpumepuu u noxazamenu oyenuganus pe3yibmamos 00yueHus: 6 pamkax nocewjaemocmu 00y-
YAIOUWUMCSL AYOUMOPHBIX 3AHAMUU

Kpurepun onienuBanus IToka3arenu
(omenka B Oanax)
100% nocemeHne ayIMTOPHBIX 3aHATUN 5
100% mocenieHue ayaquTOpHBIX 3aHsATHI. Hebonpmoe komm- 4

YCCTBO IPOITYCKOB I10 YBaH(HTeHBHOﬁ MpUYNHC

J1o 30% mpomyIeHHbIX 3aHATHI

J1o 50% mpomnyiieHHbIX 3aHATHI

1o 70% mpomyieHHbIX 3aHATHI

S| W

70% u Gosiee MPOMYIIEHHBIX 3aHATUI

Kpumepuu u noxazamenu oyenusanus pe3yiomamos obyueHus
8 PAMKAX CAMOCMOAMENbHOL pabomvl 00yYaouwuxcs

Kpurtepuu onieHuBaHus [Tokazarenu (orieHKa B
Oaax)
Bce 3amanus B pamMKax caMOCTOSITENIBHON pabOThl BBIMIOIHEHBI. 15-12 Gannos

IIpu 3TOM Hcnonb30BaHA HOpMAaTHUBHAs MpaBoBas Oa3a, yueOHas
JauTeparypa, HayuHele paboTel. B chmywasx, rme TpeOyercs,
BBICKAa3aHO COOCTBEHHOE MHEHHE MO NpOOJIEMHBIM acleKTaM
Tembl. OTBETHI Ha 33/1aHUS1 O)OPMIIEHBI B COOTBETCTBUU C TPeOO-
BaHUSIMHU.

Bce 3amaHus B pamMKkax CaMOCTOSITEJIBHOM paOOThl BBITIOJIHEHBI. 11-9 6amnoB
OnHako MMEIOTCSl He3HAYMTEJIbHbIE OMIMOKH MM COOCTBEHHOE
BUJCHWE TIO TPOOIEMHBIM acleKTaM TEeMbl HEJIOCTaTOYHO
apryMEHTHPOBAHHO.

3agaHus B paMKax CaMOCTOATEIbHON PaOOThI BBIIOJHEHBI WU 8—5 GamnoB
BeinoHeHB! 80% 3amaHuii, HO B OTBETaX HAa HUX HMEIOTCI
cepbE3HbIe OMMUOKH, OTCYTCTBYET COOCTBEHHOE MHEHHUE IO TPO-
OJIEMHBIM acCIeKTaM TEMBbI.

3agaHus B paMKax CaMOCTOSITEIbHON paOOThl HE BBITOJIHCHBI 0 6amioB
WU BBITIOJTHEHO C TPYOBIMH OIIMOKaMH, TPEOYIOIIMMH CYIIE-
CTBEHHOM JO0pabOTKU

Kpumepuu u noxkazamenu oyeHusanus pe3yibmamos 00y4eHus
8 PAMKAX meKywjeti ammecmayuy 8 YyCmHoUu/nUCbMeHHOU

Kputepuu onenuBanus [Toka3zarenu
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(oteHka B 6amax)

3aiaHue MOJIHOCTHIO BBIIIOJHEHO, IPABWIIBHO MPUMEHEHBI TEOPE- 20-17
TUYECKHE TIOJOXKEHHUA IUCUMILIMHBL. OTMmeuaeTcss 4YE€TKOCTh U
CTPYKTYPHUPOBAHHOCTb U3JIOKEHUS, OPUTMHAIBHOCTD MBILUICHUS

3azaHue TOJIHOCTBIO BBINOJHEHO, MPU NOATOTOBKE IPHUMEHEHBI 16-13
TEOPETUYECKUE MOJOKEHUS AUCIUILINHBI, TOTPEeOOBaBIINE yTOU-
HEHUS WIN HE3HAUUTEIbHOIO UCIIPABICHMUS

3aaHue BBINOJHEHO, HO TEOPETHUYECKAs COCTABIISIOIIAS HYXJa- 12-5
eTcs B TopadoTke. Ha BOMpOCH! 10 33aTaHUI0 OBLITH JJAaHBI HEYETKHE
WAJIH YaCTUYHO OIIHOOYHEIE OTBETHI

3aiaHue HE BBINOJIHEHO WJIU MPU OTBETE CZeslaHbl IpyOble Oomuno- 0
K, JEMOHCTPHUPYIOIINE OTCYTCTBHE TEOPETUIECKON 0a3bl 3HAHUI
oOyuJarorierocs

Kpumepuu Uu noxkazameiu OyeHUBAaHUsl pe3yibmamoe O6yll€Hlxl}Z
6 pAMKAX NPOMEINHCYNMOUHO020 KOHMPOJiA

[IpomexyToUuHbII KOHTPOJIb B (JOpME 3aueTa UMEET LENIbI0 MIPOBEPKY M OLEHKY 3HAHUM

00yYarOIINXCs [0 TEOPUH U IPUMEHEHHUIO TIOTYYCHHBIX 3HAHUN M YMEHUH.

Kpumepuu u noxazamenu oyenku pe3yiomamos 3avema
8 YCMHOU/NUCbMEeHHOU hopme

Kpurepuu onennBanus [Toka3arenn

(oieHka B 6amax)

IIPOAEMOHCTPUPOBAHO JOCTAaTOYHOE 3HAHWE MaTepuana, 3HAHHE 40-15
OCHOBHBIX TEOPETUYECKHX MOHATHHA, YMEHHE OPHEHTHUPOBATHCS B
HOPMAaTHUBHO-TIPaBOBOM  0a3e;  JOCTaTOYHO  IOCJEI0BATENBHO,
IPaMOTHO M JIOTMYECKM CTPOMHO H3JIOKEH Marepuai; Ipoae-
MOHCTPHUPOBAHO YMEHHE JAeJaTh IO0CTAaTOYHO OOOCHOBAaHHBIC BBI-
BOJIbI 10 M3JIaraéMOMY MaTepuaiy; ¢ HEKOTOPBIMH HETOYHOCTSMHU
BBITIOJTHEHO IPAKTUYECKOE 3a/1aHue

MPOJEMOHCTPUPOBAHO HE3HAHUE 3HAUUTEIIBHOM YacTH MpPOrpamMm- 14-0
HOTO MaTepHaia, HEBJIAJICHUE TIOHATHIHBIM amnmaparoM AUCITUTLIH-
HbI, HEyMEHHE CTPOUTH OTBET B COOTBETCTBUH CO CTPYKTYypOH W3-
JlaraeéMoro BONPOCa; CAEaHO MHOTO CYIIECTBEHHBIX OLIMOOK MpH
M3JIOKEHUH YYEOHOrO MaTepualia; BBISBICHO HEYMEHHE J1eJIaTh BBI-
BOJIbI IO M3JIara@MOMY MaTepHally, BBIMOJIHUTH MPAKTUYECKOE 3aja-
HUE
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