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1. Hesb u 3a1a4u y4eOHOH TUCUUNIMHBI



1.1. I]env uzyuenus yueoHout Ooucyuniunst

Henbto ocBoeHUsT quCHUIUINHBI « OCHOBBI JOKYMEHTUPOBAHUS YIIPABJIEHYECKOU JIEATENb-
HOCTW» SIBJISIETCS MOJITOTOBKA oOydaromuxcs K Oyaymieid mpodeccuoHanbHOM JesTeIbHOCTH Ha
OCHOBE M3yUY€HUS BHUJIOB YIIPABICHUECKUX JTOKYMEHTOB U OCHOBHBIX IIPABHJI OPTaHMU3ALMU BCEX
9TanoB PabOThl C HUMH.

1.2. 3a0auu yueonou oucyuniunsl

33}13‘IaMI/I OCBOCHUS OUCHUIIIIMHBI «OCHOBEI JOKYMCHTHPOBAHUSA ynpaBHqueCKOﬁ -
TETHHOCTUY SBIISIOTCS:

— H3YUUTb OCHOBHBIC HOPMATUBHBIC IIPABOBBIC AKThI M MCTOAWYCCKUC ANOKYMCHTHI B
001acTi JOKYMEHTUPOBAHUS YIIPABICHUECKOHN NEATEeIHbHOCTH;

— U3y4YUTh OCHOBHBIE BUJIbI U (DYHKIIUU YIIPABICHYECKOM IOKyMEHTALINN;

— chopMUpOBaTh MPAKTUYECKHUE HABBIKM MOATOTOBKH PA3HBIX BHUJOB YIPaBICHUYECKHX
JIOKYMEHTOB;

— U3y4YUTh OCHOBHBIE MTPABUJIa OPTAaHU3AIMH BCEX ITAMOB PAOOTHI C TOKYMEHTAMHU.

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

Nzyuenne muctuminabl « OCHOBBI TOKYMEHTHPOBAHHS YIPABICHYSCKOW IEATEIHHOCTH
HaIpaBJIeHO Ha (POPMUPOBAHHE CIEAYIOUINX KOMIETEHIIHA:

1) obmenpodeccroHalbHbIE:

- OIIK-7. CnocobeH cocTaBisiTh U OQOPMIIATH JOKYMEHTBHI M OTYETHI MO pe3yJibTaTaM

npogeccuoHaIbHOM NeTeTbHOCTH

2) npodeccuoHaIbHBIE:

— IIK-1: Cnocoben BnaneTh 0a30BBIMH HaBBIKAMU BEACHUS O(PUIMANIBHOM M JeNOBOM
JOKYMEHTAI[MH Ha A3bIKE (S3bIKax) peruoHa crenuain3aniun

1.4. Mecmo oucyunnunsl 8 cmpyknype 00pazoeameibHoil RPOZPAMMbL:

Jucuunnuza «Buasl yrpaBieHYECKUX JOKYMEHTOBY OTHOCHUTCS K 4acTH, (popmupyemoit
y4acTHUKaMU 00pa30BaTeNbHBIX OTHOIIEHUN mporpammbl bioka 1 «lucuunauHbl (MOIYIHN)Y,
anexktuBHbIE Kypebl b1.B.03./1B.03.01.

2. TpeGoBanus K pe3yJibTaTaM 0CBOEHHS
Y4eOHOM TMCUMILINHBI

2.1. N3yuenue nucuuruinHbl « OCHOBBI JOKYMEHTHUPOBAHUS YIIPABICHYECKON JAeITeTbHO-
CTH» HampamieHO Ha (HOPMUPOBAHHUE CICAYIOMMUX KOMIECTCHIIMN W WHIUKATOPOB MX JIOCTHXKE-
HUH, 3asBJICHHBIX B 00pa30BaTEIbHON MporpamMmme:

1) obmenpodeccnoHaIbHbIC

Dopmupy- Kox m HaumeHoBaHme Conep:xaHue HWHAMKATOpPA
eMble HHAUKATOPA AOCTUKEHMH | JOCTUKEHUd KOMITeTeH il

KOMIIe- KOMIIeTeHIINIi
TeHIUH (KO,

HAaMMEHOBa-

HHE KOMITETCHIINH )

OIIK-7. OIIK-7.1.1-1. CocraBnster or- | OIIK-7.1.1U-1. 3-1. 3maer T'OCT
Crniocoben COCTaB- | YCTHYIO  JOKYMCHTAIMIO IIO ohopmiIeHH MOKyMCHTaLlNA n
JT9Th U 0pOPMIIATH | UTOTaM NMPO(ecCHOHAIBHOMN je- | T¢XHOIOTHIO OITOTOBKH OTHCTOB.
JIOKYMEHTBI 1 OTUETHI | siTenbHocTd B cootsercteun ¢ | ONK-7.1.A-1.3-2. 3naer npunummsL,
110 Pe3yJIbTaTaM Mpo- | YCTAHOBICHHBIMHU HPABHIAMH H | oP A0K 1 METOMHMKY  TOATOTOBKH

o HUTOT'OBBIX U NPOMEIKYTOUHBIX OTHCTOB
(deccruoHaIbHON Jesi- | HOpMaMHU, B TOM YHCJIe Ha MHO-
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TCIBHOCTHU

CTpaHHOM(BIX) sI3bIKe(ax).

no UTOTaM npodecCHOHATEHON
JeSATeITLHOCTH (oTueTsl,
AQHAINTHYECKUE 3aIMCKH, pedeparsl).

OIIK-7.1.1-1.Y-1. YmMeer mnpaBUIbHO
0(OpMHUTH JIOKYMEHT ¥ COCTaBHTh

OTYETHYIO

HOPMAaMH,

pesyibTaTaM

JIeITENbHOCTU
YCTaHOBJIEHHBIMU
B TOM
MHOCTPAaHHOM(BIX) sI3bIKe(aX).

JIOKYMCHTAIIHIO o
npodeccruoHaIbHOM

B COOTBETCTBUU C
npaBwiaMu |
gyrucie — Ha

2) npodecCuOHANIbHBIE:

HaumenoBa- dopmMupyemMblie Koa n naumenoBanue | Coaep:kaHue MHIUKA-
HHE KaTero- HHAUKATOPA J0CTHIKe- TOpa JOCTHKEHU I
puu KOMIIeTeHIH (KO1, HUIl KOMMeTeHIii KOMIeTeHI Ui
(rpynmsr)
KOMITe- HaHMEHOBaHHE KOMIIe-
TeHUH I TeHIAH)
IK-1: Opranu3almoHHO-yIIpaB- [IK-1. 1-2. 3-1. 3naer
Criocoben NeHYECKUH [IK-1. -2 Bnaneer 6a30- | OCHOBBI BeJICHUS O(UIIH-
BJIazeTh Oa- BEIMHU HaBBIKAMH BEJICHUS | albHOM M JIEIOBOM
30BLIMH Ha- OpHUIIATEHON U TETI0BOM JIOKYMEHTAIMN Ha S3bIKE
BEIKAMM Be- JOKyMEHTAIlUH Ha A3bIKE | (S3bIKaX) perHOHa clienna-
(s3pIKax) pervoHa cueuua- | JU3aluy.
JICHHA 0(1\)}/1— JU3a1Uuu [IK-1. 1-2. Y-1. Ymeer Ha
HHaHI’H?H = MpaKTHKE BeCTH O(UIIU-
AcI0BOU AJIBHYIO U JIEJIOBYIO
AOKyMEHTa- JIOKYMEHTAIIUIO Ha A3BIKE
LIMH Ha SA3bI- (s13BIKaX) peruoHa crierya-
Ke (s13bIKax) JIM3ALHN.
peruona IIK-1. U-2. V-2. Bnageer
criernuanan3a- HaBbIKaMH 3()PEeKTHBHOTO
MK BeieHHs OULIUATBEHON U

JIENTOBOM JOKyMEHTaIUN
Ha S3BIKE (S3BIKAX) PETHO-
Ha CIIeIMaIn3alnu.

2.2. 3amutaHUpOBaHHbBIE PE3YIbTAThl 00yUeHHUs MO qucuurinHe « OCHOBBI JOKyMEHTHPOBA-

HUS YIIPaBJICHUYECKOH J1€ATEIbHOCTI:

JloJKeH 3HaTh:

— OCHOBBI pa3paboOTKU U BHEAPEHUS YIIPABICHUYECKOM TOKyMEHTAIINN;

— OCHOBHBIC HOPMATHBHLIC IPABOBBLIC AKThI U METOAUYCCKHUEC JOKYMCHTEI B O6J'IaCTI/I
JOKYMEHTUPOBAHUS yIIPaBICHUECKOH 1eATeIbHOCTH;

— OCHOBHBIE BUIBI M (DYHKITMH yTIPaBICHYECKON TOKYMEHTAIINH;

— npaBwia 0hOPMIICHHUS YIIPABICHUYECKUX JJOKYMEHTOBR;
— 3Tamnbl TOKYMEHTOO00POTa;
— MyTH ONTUMHU3AIUN TOKYMEHTOO0O0pOTA.
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JoikeH ymeTs:

— pa3pabaTbIBaTh U BHEAPATH YIPABICHUYECKYIO JOKYMEHTAIHIO;

— HUCIIOJIB30BAaTh IpaBUjia COCTABJICHUA U O(i)OpMHeHI/IH KOHKPETHBIX BHUJIOB JJOKYMCHTOB;
— pCaJIN30BBIBATH OTACIBHBIC 3TAlIbI I[OKYMGHTOO6OPOTEL

3. O0béM yueOHOH JUCITUNIMHBI

Ounas ¢popma 00yueHus

Buabl yueOHol padoThI

Pacnpeueuenue yqeﬁﬂoro

BpeMeHU
Konmaxmmnas paboma 54,25
AynuTopHble 3aHATHUS (BCEro): 54
Jlexyuu 22
Ilpakmuueckue 3anamus 32
Jlabopamopnuie 3anamus
IIpomexyTouHas aTTecTanus 0,25
Koncynomayus nepeo skzamenom
IK3amen
3auem 0,25
Pyxosoocmeo kypcosoii pabomoti
Camocmoamensnan paboma 53,75
Camocmosmenvras paboma 8 meyeHue cemecmpa 49,75
Hanucanue xypcosoii pabomoi
Ilooecomoska Kk npomexcymouHol ammecmayuu 4

Bup Texymeii arrectanuu

KOHTpOJIbHAs paboTa

Oowas mpyooémkocme OUCUUNIUHDL:

yacwl 108
3auémHvle eOUHUYbL 3
Camocmosmenvras paboma 6 meyeHue cemecmpa 61,75
Iloozomoeka KoHmpoabHOU pabomol
Hanucanue xypcosoii pabomoi
Iloocomoeka Kk npomexncymoyHou ammecmayuu 4

Bup Texyiuei arrecranuu

KOHTpOJIbHast paboTa

Oowas mpyooémkocme OUCYUNTUHDL:

4dacol

108

3auémmuvie eOUHUYbL

4. Conep:kaHue TeM Y4eOHOM TUCUUIIMHBI

HaumeHnoBanue TeMbl

Y4eOHOH TUCHUNJIMHBI

Conep:xxanue TeMbl

Tema 1. HopmaruBHble
MPaBOBBIC U METOJIMYECKUE
OCHOBBI  JJOKYMEHTAI[MOH-
HOTO OOECIeYeHUs yIpaB-
JIeHUs

[ToHsTHS «HOPMATHBHBINA MPaBOBOH akT», Kitaccnukanus u cu-
cTeMa HOPMAaTUBHBIX MIPaBOBBIX aKTOB, CBONCTBO IOPUANUYECKON
CHJIBI HOPMaTHBHOTO IPaBOBOTO akTa, I[IpaBoBoe perynmpoBa-
HUE paboThl ¢ mHpopMmanuel, PermamenTanus nenonpou3BoI-
CTBa B OpraHax BJIaCTH W ympasieHus, Meroanmueckoe obecre-
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(OTIK-7, TIK-1)

YeHHE JEJIONPOM3BOACTBA B IOCYAAPCTBEHHBIX OpPraHU3ALMSIX,
[TpaBoBBIE OCHOBBI MCHOJIB30BaHUS OPHUIMATIBHBIX CHMBOJIOB B
JOKyMeHTaxX, IIpaBoBble OCHOBBI CO3[1aHUS  DJIEKTPOHHBIX
JIOKYMEHTOB U paboThl ¢ HUMH, [IpaBoBBIE OCHOBBI apXMBHOTO
nena, IlpaBoBble OCHOBBI paboOTHI € OOpalleHUSMH Tpa)kaaH,
[TpaBoBbIE OCHOBBI PabOTBl C JIOKYMEHTaMH COJEpPXKAaIUMU
roCyJJapCTBeHHYIO TaiiHy, [IpaBoBoe perynupoBaHue paboThI ¢
JOKYMEHTaMH, COAEpXKALIUMHU CBEICHHs KOH()UIEHINAIBHOTO
xapakTepa, [IpaBoBble OCHOBBI HCIOJIB30BAaHUS OQUIHMATBHBIX
A3BIKOB B paboTe ¢ 1oKyMeHTaMH, HalmoHanbHble CTaHIapThl B
o0iacTu JeNonpou3BoAcTBa, HopMaTHBHBIE NPaBOBBIE AKTHI
Pecriy6mmkn Komu B 06s1act paboTHI C TOKYMEHTaAMH.

Tema 2. CucreMsl
JIOKYMEHTAIIUU U BUIBI
JIOKYMEHTOB

(OIIK-7, TIK-1)

OcHoBHBIE TepMUHBI U onpeenenus, Knaccudukarms
JIOKYMEeHTOB, CHCTEMa OpraHu3allMOHHO-ITPABOBOM JIOKYMEHTA-
1y, Cucrema pacnopsiAuTeabHON JoKyMeHTanuu, Cucrema
nH()OPMAITMOHHO-CITPABOYHOM JOKyMeHTaluu, Cucrema
IJIaHOBOM JTOKyMeHTauuu, CuctemMa OTYETHOM IOKYMEHTALIUH,
CucreMa yyeTHOH JOKyMeHTanuu, Cucrema 10roBOpHOM
JIOKYMEHTAITUH.

Tema 3. OOre TPUHITUTIBI
OpraHu3alMK IeTOTPOU3-
BOJICTBA U JJOKYMEHTHUPO-
BaHMs YIIPABICHYECKOH Je-
sarenpHOocTH (OITK-7, TTK-

1)

OO01mKe MPUHIUITBI OPTaHU3AIMH JISTIOTIPOU3BOJICTBA, OOIIIHE
MPUHIUIIBI OPTaHU3AUN JOKYMEHTO000pOTa, OOIINE MPUHIIUITHI
JIOKYMEHTHUPOBAHUSI.

Tema 4. OOuue npaBuia
MOATOTOBKU U 0hopmIIe-
Hus fokymenToB (OI1K-7,
ITK-1)

I'OCT P 7.0.97 — 2016. IIpaBuna opopmiieHHsI OTJIEIbHBIX pEK-
BU3HUTOB JOKYMEHTOB.

Tema 5. IIpaBuna
MMOATOTOBKHU U 0hopmIIe-
HUS KOHKPETHBIX BUJIOB
noxkymenTos (OIIK-7, TIK-
1)

HpaBHna IIOATOTOBKHU U O(bOpMJ'IeHI/I}I OpraHnu3alluOHHO-IIPABO-
BbBIX TOKYMCHTOB, paCcliopAaaANTCIIbHBIX TOKYMCHTOB, I/IH(l)OpMa-
HUOHHO-CITPABOYHBIX TOKYMCHTOB.

Tema 6. Opranuszanus
JTOKyMEHT0000poTa
(OIIK-7, TIK-1)

OO0m1as xapakTepucTUKa JOKYMEHTOMOTOKOB. [IpaBuiia paboThl
C BXOJSIIUMH JOKyMeHTamu, [IpaBuia paboThl ¢ UCXOASIIUMU
nokymeHTamu, [IpaBuia paGoTsl ¢ BHYTPEHHUMH JOKYMEHTAMH,
[IpaBuna Tekymiero XxpaHeHus JOKYMEHTOB U IIEpe/iauu ux B ap-
XUB 1 HA YHUUTOXCHHE.

Tema 7. JlokanpHbIE
HOPMAaTUBHBIE aKThHI B
00J1aCTH TOKYMEHTALMOH-
HOTO 0o0OecreueHus yrpan-
TIEHUS

(OIIK-7, TIK-1)

WNHcTpyKus 110 1e10nponu3BOACTBY, [lonoxenue o cTpyKkTyp-
HOM TozipasnienieHuu, Tabens n anpr60M (popmM TOKYMEHTOB,
rpaduk 10KymMeHToobopora, HomeHkiaTypa nein, uHble JOKalb-
Hble akThl. ONTUMU3aLNS JOKYMEHTO000pOoTa U cXeM (hyHKLHO-
HaJIbHBIX B3aUMOCBSI3€H MEXY NOAPA3IEICHUIMU

5. YueOHo-MeTOoAMYecKOe U MH(OPMAIIMOHHOE o0ecTiedeHne Y4eOHOH TUCIUIJIMHBI

5.1. Ocnosnaa numepamypa:




1. Kysnenos, C.JI. CoBpeMeHHbIE TEXHOJIOTHH JOKYMEHTAIIMOHHOI'O 00eCIIeYeHHs yIpaBiie-
Hus : yue6. mocobue / C. JI. Ky3nenos ; nmox pen. T.B. Ky3nernonoii. - Mocksa : M3narenbckuit
nom MDOU, 2010. - 231 c.

2. Ilupoxosa, E.1. Opranuzanus 1 TEXHOJOTHs JOKYMEHTAITMOHHOTO 00eCIIeUeHHUs YIIpaB-
nenus : yue6.- meroa. nocodue / E. W. llupokosa ; Komu pecriyOnukaHnckas akaji. roc. CIy>KObl
u ynpasienus . - CoiktbiBKap : M31-80 KPAI'CuY, 2012. - 140 c.

5.2. /lononnumenvnasa numepamypa:

1. ApacnanoBa, B.A. JlokyMeHTanmoHHOE oOOecledeHne YIpaBICHUS: Y4eO.-IIPaKT. I0-
cobue / B.A. ApacmanoBa. — Mocksa: Jlupekr-Menua, 2013 // - URL: http://biblioclub.ru/
index.php?page=book&id=137706.

2. T'punbepr, A.C. JlokymeHtannonHoe obOecrnieuenue ynpasienus / A.C. ['punbepr,
H.H. T'op6aués, O.A. Myxamermunaa. — Mocksa : FOuutu-Jlana, 2015. — 391 c. : ta6n., rpad.,
un., cxembl — Pexum poctyma: mo moammcke. — URL: http://biblioclub.ru/index.php?
page=book&id=115031.

3. Poroxwun, M.IO. JlenonpousBoactro: kypc jgekiuii / M.}O. Poroxxun. — Mocksa ; bep-
muH : JQupekr-Menua, 2014. — 229 c. : wn. — Pexxum pocryna: mo moamucke. — URL: http:/
biblioclub.ru/index.php?page=book&id=253702

4. Poroxun, M.IO. JlokymeHTanmonHoe obecrneuenue ympasineHus / M.FO. Poroxun. —
Mocksa ; bepnun : [lupexkr-Menua, 2014. — 398 c. : un. — PexxuMm noctyna: 1mo mojnucke. —
URL: http://biblioclub.ru/index.php?page=book&id=253705.

5.3. Ilpogpeccuonanvuvie 6azvt 0anHHbIX, UHPOPMAUUOHHO-CNPABOYUHDIE U NOUCKOBLIE
cucmemol:

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

5.5. Pecypcut ungpopmayuonno-menekommynuxayuonnou cemu «Mnmepnemy:
1. Caiit Beepoccuiickoro Hay4yHO-UCCIIEI0BAaTENBCKOIO HHCTUTYTA JOKYMEHTOBEACHUS U
apxuBHOTrO nena http://www.vniidad.ru/

5.6. Hopmamuenule npagosvie aKkmol u memoouueckue 00OKyMeHmul:

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

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

I'paxnanckuii kogexe Poccuiickoit @enepanuu (4actb 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 undopmarmu, nHGOpMAITMOHHBIX
TEXHOJIOTHUSX U O 3aIIUTe HHPOPMAIUI;

®denepanbubiii 3akoH oT 06.04.2011 Ne 63-D3 «O06 371eKTPOHHON MTOATTHCHY,;

®epnepanbubiit 3aKkoH OT 22.10. 2004 Ne 125-03 «O06 apxuBHOoM nene B Poccuiickoii de-
Jepanumny;

®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
TaiiHe,;
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®epnepanbubiii 3akoH 0T 01.06.2005 Ne 53-03 «O rocynapcTBeHHOM si3bike Poccuiickoit
denepanuny;

3akoH PO ot 25.10.1991 Ne 1807-1 «O s3bikax HapoaoB Poccuiickoit denepanuny;

3akoH PO ot 21.07.1993 Ne 5485-1 (pex. ot 29.07.2018) «O rocymapcTBEHHOI TaitHE»;

INocranosnenue IlpaButensctBa P® ot 15.06. 2009 Ne 477 «O6 ytBepxaenuu [IpaBun
JIeJIONPON3BOCTBA B (peiepalibHbIX OpraHax UCTIOIHUTEILHOU BIACTH;

MeTtoanyeckre peKOMEHJaluHU 1Mo pa3paboTke HHCTPYKLHUI MO JIEIIONPOU3BOJICTBY B (e-
JEpABHBIX OPraHaX MCIIOJHUTENIBHON BiacTu yTB. [Ipukazom Pocapxusa ot 23.12.2009 Ne 76;

[Ipuka3 Pocapxusa ot 11.04.2018 Ne 44 «O6 ytBepxaenuu IlpumepHoi HHCTPYKIMHU 110
JIeJIONPON3BOCTBY B TOCY/TaPCTBEHHBIX OpPraHU3aLUAX);

ITocranosnenue IlpaButensctBa Poccuiickoit ®enepanuu ot 27.12.1995 Ne 1268 «O6
YHOPSAAOYEHUH U3TOTOBIICHUS, UCIOJIb30BaHUS, XPAaHEHUSI U1 YHUUTOXKEHUS 1eyaTeil 1 OJaHKOB C
BocmpousBenieHueM [ 'ocygapctBenHoro repba Poccuiickoit deneparum;

[ToctanoBnenne [IpaButensctBa PO ot 22.09.2009 Ne 754 (pen. ot 17.10.2017) «O06
yTBepkaeHun [1o0kKeHns 0 cucTeMe MEeXBEJOMCTBEHHOTO JIEKTPOHHOT'O JJOKYMEHTO000pOTay;

[Tpuka3z MunkynasTypbl Poccun ot 25.08.2010 Ne 558 (pexn. ot 16.02.2016) «O06 yTBep-
xeHuu [lepeyHst TUMIOBBIX YIPABICHYECKHX apXMBHBIX JOKYMEHTOB, 00pa3ylonuXcs B poIiec-
ce JeSTENIbHOCTH TOCyAapCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CAMOYTPABJICHUS U OpraHu3a-
LM, C YKa3aHUEM CPOKOB XPaHEHUS;

[Tpuxa3z Munkynstypbl Poccun ot 31.03.2015 Ne 526 «O0 yTBepkKaeHUH MpaBUil opra-
HU3AIMH1 XPaHEHUs, KOMIUICKTOBAHUS, yueTa U UCIOJIb30BAHUS TOKYMEHTOB ApXHUBHOTO (hOHIa
Poccuiickoit denepanuy u Ipyrux apXuBHBIX JOKYMEHTOB B OPTaHAX FOCYJapCTBEHHOM BIIACTH,
OpraHax MECTHOI'O CaMOYIPABJIEHUS U OPraHU3aALUAX;

Vka3 Ilpesunenra PO ot 30.11.1995 Ne 1203 (pexn. ot 03.09.2018) «O06 yTBepkIeHUU
Ilepeuns cBeneHU, OTHECEHHBIX K TOCYAApPCTBEHHOU TaliHE»;

[ToctanoBnenne IIpaBurensctBa P ot 06.02.2010 Ne 63 (pex. ot 29.12.2016) «O06
yTBepkAcHUH VHCTpYKIMH O MOpsAIKE JOMyCKa JOJKHOCTHBIX JIMIL U rpakaad Poccuiickoi @e-
JIepallii K TOCYJIJapCTBEHHOMN TallHE»;

[MoctanoBnenne IIpaButensctBa PD ot 23.07.2005 Ne 443 (pen. ot 18.03.2016) «O6
yTrBep)kaeHun [IpaBun pa3paOoTku mepedHsl CBEACHHM, OTHECEHHBIX K TOCYJapCTBEHHOM Taii-
HE;

[ToctanoBnenne [IpaButensctBa PO o1 04.09.1995 Ne 870 (pen. ot 18.03.2016) «O06
yTBepkAcHUM [IpaBun oTHECEHMs CBEIEHMI, COCTABIISIIOIIMX IFOCYAApCTBEHHYIO TaliHY, K pa3-
JIUYHBIM CTETIEHSM CEKPETHOCTHY;

IHocranosnenue [IpaBurenscta PO ot 01.11.2012 Ne 1119 «OG6 yTBepkaeHuun tpeboBa-
HUH K 3alllUTe NepCOHABHBIX JaHHBIX MPU UX 00paboTKe B MHPOPMAIIMOHHBIX CUCTEMAX MEPCOo-
HaJIbHBIX JTAHHBIX);

[TocranoBnenue IlpaBurensctBa PO ot 15.09.2008 Ne 687 «O06 yrBepxnenun Ilomoxe-
HUsL 00 OCOOCHHOCTSAX OOPaOOTKU MEPCOHATBHBIX JAaHHBIX, OCYLIECTBIsIEMON 0e3 MCIONIb30Ba-
HUS CPEJICTB aBTOMATU3ALIUN»;

[MoctanoBnenne IlpaBurensctBa PD ot 03.11.1994 No 1233 (pen. ot 18.03.2016) «O6
yTBepkaeHuu [lonoxenus o mopsake oOpaleHus co ciryxeOHoil nHpopmalreit orpaHu4eHHOTO
pacripocTpaHeHHs B eiepaabHbIX OpraHax MUCIOJIHUTEIbHON BIACTH, YIIOTHOMOUYEHHOM OpraHe
YIpaBJI€HUS! UCTIOJIb30BAaHUEM aTOMHOM 3HEPIUU U YIOJIHOMOYEHHOM OpraHe Mo KOCMHYECKOMH
JESTEIIBHOCTHY;

I'OCT P 7.0.8-2013. Hanumonanenslii ctanmapt Poccuiickoit @epepanuu. Cucrema
CTaHJApTOB MO MH(POpPMALUHU, OUOIMOTEYHOMY U M3JATeNbCKOMY Aeny. /[lenmonpousBoacTBO U
apxuBHoe neno. Tepmunsl u onpenenenus (yTtB. llpukazom Poccrannmapra ot 17.10.2013 Ne
1185-c1);

['OCT P 7.0.97-2016. Cucrema crangaptoB no uHpopmanuu, OMOIMOTEUHOMY U H3-
narenbckoMy neny. OpraHu3allMOHHO-paclopsauTeIbHas JOKyMeHTanus. 1peOoBaHUS K
odpopmienuto mokymeHToB (yTB. [Ipukazom Poccranmapra ot 08.12.2016 Ne 2004-c1);
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3akon Pecriybnuku Komu ot 06.06.1994 Ne XI11-20/1 «O T'ocynapctBennom repbe Pec-
myOmuku Komuy;

IHocranosnenue [IpaBurtensctBa PecrryOamnku Komu ot 11 deBpans 2015 rona Ne 58 «O6
YTBEP>KICHUH TUIIOBOI MHCTPYKIIUU MO JIETIONPOU3BOJICTBY B OpraHax B CUCTEME MCIOIHUTENb-
Holi Biactu PecrryOmmku Komuy;

[Toctanosnenue [IpaBurensctBa PecyOmmku Komu ot 20.09.2011 Ne 396 «O6 opranm-
3allM¥ MEXBEJIOMCTBEHHOW CHUCTEMBI 3JEKTPOHHOTO JOKyMeHTooOopoTay (Bmecte ¢ Ilomoxe-
HHEM O MEXBEJOMCTBEHHOM CHUCTEME DJIEKTPOHHOTO JOKYMEHTOO00pOTa).

6. Cpexacrsa o0ecnieyeHHsi OCBOCHHsI Y4eOHOM JMCIUIITHHBI

B yuebHOM mporiecce npu peanuzanuy yueOHOH AUCHUIIMHBI « OCHOBBI JTOKYMEHTHPO-

BaHUs yNPaBICHUYECKON AESITeIbHOCTIY» UCIIONb3YIOTCS CIAEAYIOLIUE MPOrpaMMHbIE CPEICTBA!

Hngpopmayuonnvie mexno-
ao02uu

Ilepeuens npozpammmnozo odecneuenus u uHGOPMayUoH-
HbIX CHPABOYUHBIX CUCHIEM

OducHsplil maker s pabOTHI
C IOKyMEHTaMH

Microsoft Office Professional
LibreOffice

NudopmannonHo-cnpaBoy-
HBIE CUCTEMBI

CnpaBouno-npaBoBas cucteMa "Koncynbrant [Tmroc"

CnpaBouHo-nipaBoBas cuctema "["apant"

DIEeKTPOHHO-OMOITNOTEYHbIE
CHCTEMBI

ObC «YHuBepcuteTckas OMOINOTeKa OHIANH»

Hayunas snektponnas 6ubnuoreka (Www.e-library.ru)

HanmonanwsHas anexkrponHas oubauoreka (https:/H36.pd)

DneKTpoHHAas mouTa

DneKkTpoHHas 1moura B 1oMeHe krags.ru

CpenctBa 11 OpraHu3aiuu

CepBucsl BeO- 1 BUJICOKOH(DEPEHIICBSA3H, B TOM YHUCIIE

BeOMHapoB, TenemoctoB U | BigBlueButton

KOoH(pepeHImit

CormnpoBOXI€HHE OCBOCHHSI JUCIUILUIMHBI O0YYArOIIUMCSI BO3MOYKHO C HCIIOJIb30BAaHUEM
ANIEKTPOHHOU HWH(pOopMaImoHHo-oopazoBatenbHol cpenbl 'OY BO KPAI'CuY, B ToM uucie
oOpazoBarenbHOTO MTopTaia Ha ocHoBe Moodle (https://moodle.krags.ru).

7. MaTepuaibHO-TeXHUYeCKoe o0ecneyeHue
OCBOEHUS YUeOHOM TMCUMILTUHBI

[Ipu mpoBenennu y4eOHBIX 3aHATUA MO AUCHUIUIMHE «OCHOBBI JOKYMEHTHUPOBAHHS
YIpaBIEHYECKOW JeATeNLHOCTH» 3aJeiiCTBOBaHA MaTepuanbHO-TexHuueckas 0Oaza ['OY BO
KPAI'CuY, B cocTtaB KOTOPOI BXOJAT CISAYIOIMIUE CPEACTBA U PECYPCHI IJIsi OPTaHU3aI[uu CaMo-
CTOSITENILHON M COBMECTHOM PabOThI 00yUaIOMIUXCSI ¢ PENoJaBaTesieM:

— CHelUaJibHble MOMEUIeHMs IJIs pealu3alud JaHHOW JUCHMIUIMHBL TMPEACTaBISIOT
co00if yueOHbIe ayUTOPUH ISl IPOBEJCHUS 3aHATUI JEKIMOHHOTO THIIA, 3aHATUH CEeMHHAp-
CKOT'O THITa, TPYMIIOBBIX W WHIWBHAYATbHBIX KOHCYJIBTAIIMH, TEKYIIETO KOHTPOJISI U TTPOMEXKY -
TOYHOH aTTeCTaIllH, a TAKKE MOMEIICHHS JJIsl CAMOCTOSATEIHbHON PaOOTHI M IOMEIICHUS JUIS Xpa-
HEHUS U NPOPUIAKTHUECKOro o0CIyKuBaHus yueOHoro odopyaosanus. CriennaibHble TOMEIE-
HUSl YKOMIUIEKTOBaHBI CIICIIMATN3UPOBAHHON MEOETBI0 U TEXHUYECKUMH CPEACTBAMH O0yUYeHUS,
CITYKalllUMU I TIPEACTAaBICHUS yueOHOW MH(pOpManmuu OOJIBIION ayJIWTOpHH, HaOOpaMH Je-


http://www.e-library.ru/

MOHCTPALMOHHOTO 000pyI0BaHUS U yueOHO-HATTISAAHBIX TOCOOUH, 00ecTIeunBaONNX TeMaTHye-
CKHE WILTIOCTPAITUH;

— TOMEIIEHUE JUIsI CaMOCTOSTENbHOM paboThl 00yYaromUXCcs OCHAIIEHO KOMITBIOTEPHOM
TEXHUKOM C BO3MOXXHOCTBIO TOAKIIOUEHHS K cetn «MHTepHeT» M obecriedeHrneM AOoCTymna B
AJIEKTPOHHYIO0 HHPOPMALIMOHHO-00pa30BaTENIbHYIO Cpely OpraHu3alluy;

— KOMITBIOTEPHBIE KJIACCHI, OCHAIIICHHBIC COBPEMEHHBIMH ITEPCOHATLHBIMU KOMITBIOTEPAMH,
paloTaroUMH TOJT YIpaBJIeHHEM OIlepalMoHHbIX cucteM Microsoft Windows, oObennHeH-
HBIMH B JIOKQJILHYIO CETh U UMEIOIIUMH BbIX0 B IHTEpHET;

— Oubnmuoreka AxaJeMuu, KHWKHBIM (OHJ KOTOPOH COMAEPKHUT HAy4YHO-HUCCIIEHO-
BaTEIILCKYIO JINTEPATYPy, HAyUHBIC )KYPHAIBI M TPYAbl HAYYHBIX KOH(DEPEHINH, a TaK)Ke YATAIb-
HBIH 3a71;

— cepBepHOE 000pyI0BaHUE, BKIIFOYAIOIIEE, B TOM YHCIIE, HECKOJIBKO cepBepoB cepun IBM
System X, a Takxke BUpTyallbHbIE Ce€pBepa, padoTaroIye Mo/ YIpaBJIeHUEM ONepallMOHHBIX CH-
ctem Calculate Linux, BximrouerHoit B Peectp Poccuiickoro I10;

— CeTeBOe KOMMYTAllMOHHOE 00O0pyZoBaHue, obecreunBaroniee padoTy JOKaIbHOH CeTH,
MIpeloCTaBlIeHUE J0CTyMa K ceTH MHTepHeT ¢ o01ieil ckopocThio noakmtouenus 100 Mout/cek, a
Takxe paboty OecnipoBogHOro cermenra cetu Wi-Fi B moMenieHusx AkageMuu;

— UHTEpaKTUBHbIE HH(POpMaLIMOHHBIE KHOCKU «HPOY;

— MporpaMMHbIE U anlapaTHbIE CPEJICTBA I IPOBEICHUS BHICOKOH(EPEHIICBI3H.

Kpome Toro, B 00pa3oBaTeilpbHOM MpOIECCe OOYYAIOUIMMHUCS MIMPOKO HCIIONB3YIOTCS
CIICAYIOIINE DIIEKTPOHHBIE PECYPCHI:

— ceTb Internet (ckopocts noakmoueHust — 100 Mowut/cex);

— caiit https://www krags.ru/;

— OecnpoBonHas ceTb Wi-Fi.

KoHkpeTHble mMOMeIIeHUsT [UIsl OpraHu3aluu O0y4deHHs To aucuuiuimHe «OCHOBBI
JOKYMEHTUPOBAHUS yIPaBIECHUYECKON e TEIbHOCTH ONPEAEIIAIOTCSA pacinicaHueM y4eOHbIX 3a-
HATUU ¥ MPOMEKYTOYHOU aTTectanuu. OOOpYIOBaHHE U TEXHHUUYECKOE OCHAIICHHUE ayIUTOPHH,
MPEACTABJICHO B MacmopTe cooTBeTcTBYOmUX KadbuneroB 'OY BO KPAI'CuY.

PA3SJAEJ II. METOANYECKHUE MATEPUAJIbI

BaxHeimM ycioBreM yCIENHOTO OCBOSHHS MaTepralia sBISIeTCS TNTAaHOMEpHasi paboTa
o0yyarolerocsi B T€UE€HHE BCEro IMepuoja M3yudeHus AucuuIuinHbl. OOyuyaromemycs Heo00Xo-
JTUMO O3HAKOMHTHCS CO CIEAYIONMEH Yy4eOHO-METOAMYECKON JOKYMEHTAIIUEH: MPOTpaMMOi JTuC-
[UIUTMHBL; YYeOHUKOM M yU4eOHBIMU MOCOOUSIMU MO AUCHUUIUINHE; JIEKTPOHHBIMH PeCypcaMu 1o
IMCHIUIUINHE; METOIMYECKAMH M OIICHOYHBIMU MaTEpHaIaMy 1O AUCIUTUTNHE.

Y4eOHblif mpoliecc MpHU peav3aluy JUCIUILUIMHBI OCHOBBIBAETCS HAa HCIIOIH30BAHUH
TPaIUIIMOHHBIX, MHHOBAIIMOHHBIX ¥ HHPOPMAITHOHHBIX 00pa30BaTEeIbHBIX TCXHOJIOTHH.

TpaguionHnsie 00pa3oBaTeNbHBIE TEXHOJIOTUU MPEICTABICHBI JeKYUAMU U 3AHAMUAMU
CEMHHApPCKOro THMa (IPAKTUUECKUE 3aHATHUSA).

HNunoBanmoHnHble 00pa3oBaTeIbHbIE TEXHOIOTUN UCTIONB3YIOTCS B BUJE IMIMPOKOTO TMPH-
MEHEHUS aKTHBHBIX W MHTEPAKTUBHBIX (POPM IMPOBEICHUS 3aHATHH. AyauTopHas padorta 00y-
YAOIIUXCS MNPEeIyCMAaTPUBACT JICKIMH-TIPE3CHTAIMH, aHalW3 MPAaKTHUYECKUX CHUTYalluH,
MOJITOTOBKY JIOKyMEHTOB.

HNudopmanronasle 00pa3oBaTeNbHbIE TEXHOJIOTUH PEANU3YIOTCA IyTEM aKTHUBU3AIMU
CaMOCTOSITEJIbHON Pab0Thl 00yUYarOIMXCs B UHPOPMAIIMOHHON 00pa30BaTeIbHOM cpee.

Bce aynutopHble 3aHATUS HPECHEyOT Leslb 00ecreueHHs] BHICOKOIO TEOPETUYECKOro
YPOBHSI M IPAKTUIECKOH HANIPABICHHOCTHA O0YUYCHHUSI.
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Iloozomoexa K 1eKYUOHHBIM 3AHAMUAM

B xoxe nekuuii npenoaaBarenb U3araeT U pa3bsCHIET OCHOBHBIE M HauOOJIee CII0KHbBIE
TIOHSATHUS TEMBI, a TAK)KE CBSI3aHHbIE C HEH TeOpeTHUECKUe U MPAaKTUYEeCKUe MPOOJIeMBbl, JaeT pe-
KOMEHJAIIMHU T10 MOJATr0TOBKE K 3aHATHUAM CEMUHAPCKOTO THUIIA U CaMOCTOSITeNIbHO paboTe. B xo0-
e JIEKIIMOHHBIX 3aHATHIA 00y4JaronieMycsi ClieyeT BECTH KOHCIIEKTUPOBaHUE Y4eOHOT0 MaTepu-
aina.

C nenpio o0ecreyeHHs YCIEIIHOTO OCBOEHHS TUCHMIUIMHBI OOyYalOUIMHCs JOJKEeH
TOTOBUTHCS K JieKIMU. [Ipu 3TOoM Heobxo1uMo:

- BHUMATEIbHO NPOYNTATh MaTepHall MpeablIyIei JTeKIUH;

- O3HAKOMHTHCS C y4eOHBIM MaTepHAIOM JIEKIUU MO0 PEKOMEHOBAHHOMY yUEOHHKY W/
W y4eOHOMY MOCOOHIO;

- YACHUTbH MECTO U3y4aeMoi TeMbI B CBOEH Mpo¢eCcCHOHATbHON OITOTOBKE;

- 3amUcaTh BO3MOXKHBIE BOIIPOCHI, KOTOpBIE OOy4YaroLIMiics MpeanoyaraeT 3aaaTh
MIpernoaaBaTelio.

Iloozomoexa K 3aHAMUAM CEMUHAPCKO20 MUNa

OTOT BHUJI CAMOCTOSTENIbHON pabOThl COCTOUT U3 HECKOJIBKHUX ITAIOB:

1) moBTOpeHue M3ydeHHOro marepuana. ljis 3TOro MCHoOJb3YIOTCS KOHCIEKTHI JIEKLNH,
PEKOMEH/I0BaHHAsi OCHOBHAS M JIOTIOJIHUTENbHAS JINTEPATYPa;

2) yrayOnenue 3HaHMU 1o Teme. [lJis 3TOro pEeKOMEHIyeTCsl BBIUCATh BO3HUKIIHNE
BOIIPOCHI, UCTIOJIb3yEMbIE TEPMHUHBI;

3) mOAroTOBKA OKJIAA0B 10 TEMaM, IPEIaraéMbIM MPENOIaBaTENEeM, MU aHAIN3 IIPAK-
TUYECKUX CUTYallud u JIp.

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

— YAENATh BHUMaHHE pa300py TEOPETUYECKUX BOIIPOCOB, 0OCYK/TaEMBbIX Ha JIEKLIUSAX;

— YIeNnsTh BHUMaHHE KPaTKOMY HMOBTOPEHHMIO TEOPETUYECKOro MaTepHalia, KOTOpbIi Hc-
I10JIb3YE€TCS TIPY BBIMIOJIHEHUH MTPAKTUUYECKUX 3aJaHuUl;

— BBITOJIHSTH BHEAYAUTOPHYIO CAMOCTOSITENIbHYIO paboTy;

— CTaBUTh NMPOOJIEMHBIE BOIIPOCHI, IO BO3MOXHOCTH HCIOIb30BATh PUMEPHI C IPAKTHYE-
CKUM COJIep’KaHHEM;

— BKJIKOYATbCS B MCHOJb3YyEMBIE NPU NMPOBEACHUN NPAKTHUUECKUX 3aHATHH aKTHUBHBIE U
MHTEPaKTUBHBIE METO/IbI O0yUEHUS.

IIpu pa3bope mpuMepoB B ayAUTOPUH WIM JOMa LEIEeCO0Opa3HO KaXIbld MX HHUX
00OCHOBBIBaTh TEMU WJIM UHBIMH TEOPETUUECKUMHU MOTOKECHHUSIMH.

AKTHBHOCTb Ha 3aHATHSAX CEMUHAPCKOIO THUIIA OLIEHUBAETCS 10 CIETYIOIIUM KPUTEPUIM:

— OTBETHI Ha BOIPOCHI, IIpe/jIaraeMble MpenogaBaTesieM;

— YYacTH€ B JUCKYCCHSIX;

— BBINOJIHEHNE IPOEKTHBIX U UHBIX 3a/1aHUM;

Opzanuzayus camocmoamenvHoi pabomul

CamocrosiTenbHass paboTa 00ydJarImuXcs MPeACTaBIseT coO0H MPOoIecc aKTUBHOTO, IIe-
JICHAIIPaBJIECHHOT O MPUOOPETEHNU MU HOBBIX 3HAHUHN, YMEHHI €3 HEMOCPEICTBEHHOTO YYaCTHUs
IpenojaBaTesis, XapakTepU3yIoIUNics MpeIMEeTHON HaIllpaBI€HHOCTbIO, 3(PPEKTUBHBIM KOHTPO-
JIeM U OLIEHKOW Pe3yJIbTaTOB JeSITeIbHOCTH 00yYaroIerocs.

3aayaMu CaMOCTOSITEIBHOU PaOOTHI SBJISIOTCS:

— CHCTEMAaTH3alMs U 3aKpEIUICHHE IOJIyYEHHBIX TEOPETUYECKUX 3HAHUW U NpaKTUde-
CKUX YMEHHUH 1 HaBBIKOB 00yUaIOLIUXCS;

—  yrayOJieHue U pacluIMpeHne TeOPeTHUEeCKUX 3HAHUM;

— (¢opMHpOoBaHHE YMEHHUH HCHOJIb30BaTh HOPMATUBHYIO M CIIPABOYHYIO JOKyMEHTa-
LU0, CIIELIMATIbHYIO JINTEPATYPY;

—  pa3BUTHUE MO3HABATEIbHBIX CIIOCOOHOCTEH, aKTUBHOCTH 00YYaroIINXCs, OTBETCTBEH-
HOCTH U OPTaHHW30BaHHOCTH;
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— (opMHpOBaHUE CAMOCTOSTEILHOCTH MBILICHHSI, TBOPYECKONW HWHUIIMATUBBI, CIIOCOO-
HOCTEH K CaMOpa3BUTHIO, CAMOCOBEPIICHCTBOBAHUIO U CaMOpealIn3alllu;

—  Pa3BUTHE UCCIIEN0BATENBCKUX YMEHUN U HABBIKOB.

[Ipy m3ydeHUM IUCIUIUIMHBI OpPraHM3alMsl CaMOCTOSTENbHON pPadoThl 00yYaromuXxcs
NpeJCTaBIsieT cOOON €AMHCTBO TPEX B3aUMOCBSI3aHHBIX (OpM:

1) BHeayIuTOpHAs cCaMOCTOSITeNIbHAs paboTa;

2) ayIuTOpHasi cCaMOCTOsATeNIbHAs paboTa, KOTOpast OCYLIECTBISIETCS TI0J] HETIOCPEICTBEH -
HBIM PYKOBOJICTBOM IpENOaBaTelis MPpH MPOBEACHUN MPAKTHUECKUX 3aHATUH M BO BpeMs uTe-
HUS JICKIIHI;

3) TBOpuecKasi, B TOM UHCJIe Hay4YHO-HCCIIe10BaTeNbCcKas padora.

Ilepen BbIMoONHEHHEM OOYYaIOIIMMUCA BHEAYyJAUTOPHOM CaMOCTOSATENBHOM paboOThI
IpernojaBaTesib MOKET J1aBaTh Pa3bsiICHEHUS 110 BHIMOJIHEHUIO 33/1aHUS, KOTOPbIE BKIIFOYAIOT:

— LIeJb U COZIEpKAHUE 3aJaHUS;

— CPOKH BBITIOJIHEHUS;

— OPHUEHTHUPOBOUHBIA 00BbEM PabOTHI;

— OCHOBHBIE TPEOOBAHHUSA K pe3yJibTaTaM pabOThl U KPUTEPUU OIICHKHU;

— BO3MOXKHBIE TUITMYHBIE OIIUOKH MIPU BHIOJIHEHHH.

KoHTposb pe3ynbTaToB BHEAYJAMTOPHOM CaMOCTOSATEIBHONW paboThl O0ydYaroImmXxcs
MOJKET MPOXOAUTH B MUCbMEHHOM, YCTHOM MM CMEIIaHHOH GopMme.

Wnorga mpernopaBatenb Ui TEMaTUYECKUX 3aHATHSIX CEMHUHApPCKOTO THMA MOpYy4yaeT
00yyYaroImumMcst MOAroTOBUTH JA0KIa . [Ipy moAroToBKe JOKIAAa, MONb3YSACh PA3IMUYHBIMU HCTOY-
HUKaMHU (y4eOHO U criennaabHOU JINTEepaTypol, B TOM 4HCIe MOHOTpaUsIMH, AUCCEPTALUIMU
U CTaThsIMH, MH(QOPMALMOHHBIMU HCTOYHUKAMH, CTAaTUCTHUECKOW HH(OpManueil, HopMaTuB-
HBIMH MIPaBOBBIMU aKTaMU U T.J.), HEOOXOAUMO MOJHOCTBIO PACKPBITh TEMY, IOCIEI0BATENIHBHO
U3JI0KUTh UCTOPUIO BOIIPOCA, UMEIOIMECS TOUKU 3pEHUs, COOCTBEHHbIE BbIBOBI. Heo0xoaumo
n30eratb HEMPOBEPEHHON MH(OpPMAIUU, OTOBapUBATh JIETUTUMHOCTh UCTOYHHKOB. O0s3aTelnb-
HBIM SIBJIIETCSl CONPOBOXKIEHHUE TOKJIANa IEKTPOHHOM NpPE3EHTalUEl, CIETaHHON B PENAaKTOpe
Power Point. DnexTpoHHas mHpe3eHTalus BKJIIOYAET: TUTYJBHBIM Claill ¢ yKa3aHHEM TEMBI
nokinana, ©.1.0. obyyaromierocs; OCHOBHbIE TOJ0XKEHHUS JOKIIAAA, BEIBOJBI U 3aKIIOUUTEIbHBIN
CJTai/T CO CIMMCKOM MCTOYHUKOB U OnaromapHocThio (8—10 cmaitnos). Chaitasl MOTYT OBITH TIPO-
HyMepoBaHbl. L[BeToBoli ¢oH craiioB moadupaeTcs Tak, YTOOBl HA HEM XOPOHIO ObLT BHUJIEH
tekcT. Ciymiast JOKJIabl U BBICTYIUICHUS Ha 3aHSITUHM CEMHHAPCKOIO TUIA WU PEIUIMKH B XOJE
JMCKYCCHH, 0Oy4YalolIMMCsl BaKHO HE TOJBKO YBaXKaTb MHEHHE COOECEIHMKA, HO M HCIIOJIb30-
BaTh HaBBIKW aKTUBHOTO WM pedIEeKCUBHOTO CiylIaHus (HE mepeOuBaTh, AaBasi BO3MOKHOCTb
MIOJTHOCTBIO BBICKA3aTh CBOIO TOUYKY 3pPEHMS, HEIOHATHOE YTOUYHSTH, MEepeOpMyIHpysl BBICKA-
3aHHOE U T.II.).

Iloozomoexa k npomedrcymounoit ammecmayuu

Bugom nmpomexyTO4yHOW aTTECTallMM MO JAHHOW JIUCLMIUIMHE SBISETCA clada 3adera.
[Ipy npoBeneHUM NPOMEKYTOUHOW ATTECTAI[MM BBISICHSETCS YCBOEHHE OCHOBHBIX TEOpETHYE-
CKUX U MPHUKJIAJHBIX BOIIPOCOB NMPOTPaMMbI U YMEHHUE MPUMEHSTh MOJyuYeHHbIe 3HAHUS K pelle-
HUIO TPAaKTHYeCKUX 3a1ad. [Ipu moaroroBke K 3adeTy ydeOHBIH MaTepHall peKOMEHIyeTcs IO-
BTOPATH [0 Y4EOHOMY U3/1aHUIO0, PEKOMEH/I0BAaHHOMY B Kau€CTBE OCHOBHOM JIUTEPATyphl, U KOH-
CIIEKTY. 3a4eT IPOBOAUTCS B HA3HAUYEHHBIH JI€Hb, 10 OKOHYAHUU U3Yy4YeHMsI AucUUIUIMHEL. [Tocne
KOHTPOJIBHOT'O MEPOIPUATHS MPEroiaBaTeilb YUUTHIBAET aKTUBHOCTh pabOThI 00yUaroIerocs: Ha
ayJIMTOPHBIX 3aHATHUIX, KAUYECTBO CAMOCTOATENBHOM pabOThl, pe3ysIbTaThl TEKYIIEH aTTecTaluH,
MOCEI[aEMOCTh U BBICTABJISIET UTOTOBYIO OLICHKY.

H3yuenue oucyuniunsl ¢ UCNONb306AHUEM OUCHAHUUOHHBIX 00PA306AMEbHBIX MeX-
Ho102Ul

[Ipu n3ydeHun TUCHMITIMHBI C UCIOJIb30BAHNEM IMCTAHLIIMOHHBIX 00pa30BaTEeIbHbBIX TEX-
HOJIOTUH HEOOXOIMMO JOIOJIHUTENBHO PYKOBOACTBOBATHCS JIOKATbHBIMU HOPMATHUBHBIMH aK-
tamu 'OY BO KPAI'CnY, perinaMeHTHPYIOIMMH OpPraHU3aliio 00pa3oBaTeIbHOIO Mpolecca ¢
MCIOJIb30BaHNEM JIMCTAaHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTHIA.
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PA3JIEJI III. OMEHOYHBIE MATEPUAJIBI

8. KoHTpOJIbHO-M3MepHUTeIbHbIE MATEPHAJIbI, HEO0X0AMMBIE /151 IPOBEPKH chopMHpPOBaH-
HOCTH MHIUKATOPOB JOCTHKEHHs] KOMIIeTeHUMI (3HAHMH, YMEHHIi 1 HABBIKOB)

8.1. 3a0anusa ona nposedenus mexyuie2o KOHmMpPOa
Texymuii KOHTPOJIb BOBMOXKEH B IBYX (hOpMax: TECTOBOM MU BBIITOJIHEHUS TIPAKTHYE-
CKOTO 3aJ[aHMs.

Ilpumep mecmoeozo 3a0anusn

1. KakuM HOpMaTUBHBIM MIPABOBBIM aKTOM PETJIAMEHTHUPYIOTCS OCHOBHBIE MPaBHJIa JIEJ10-
MIPOM3BOJICTBA IS (heZepalIbHBIX OPTraHOB UCTIOIHUTEITFHON BIIACTH?

A) TunoBast MHCTPYKIHUS 110 JIENONPOU3BOACTBY B (pe/iepaibHbIX OpraHax UCIOJTHUTEIb-
HOM BJIACTH.

Bb) TunoBoii perinaMeHT JenONPOU3BOACTBA B (hefiepalbHBIX OpraHax HMCHOJIHUTEIbHOM
BJIACTH.

B) IlpaBuia genonpou3BoAcTBa B (pefiepaibHbIX OpraHax UCIIOJHUTEILHON BIACTH.

I') ITonosxenue o nenonpon3BOACTBE B (peiepaibHbIX OpraHax UCIOIHUTEIbHOW BIACTH.

2. YTo noHUMaeTcs Mo AJIONPOU3BOICTBOM?

A) JlesiTenbHOCTB, 1IeIeHANPaBICHHO 00ecreunBaromiasi QyHKIMH YIPABICHUS JOKYMEH-
TaMH.

b) JlestenpHOCTh, OOecTieunBaromiasl peain3auio eIUMHON MOJIUTUKA U CTaHJApTOB II0
OTHOILIEHHUIO K IOKyMEHTaJIbHOMY (POHTy OpraHU3aluu.

B) JlesrenpHOCTH, 0OOecmieynBaroIias JOKYMEHTUPOBaHUE, TOKYMEHTOO0OPOT, ONepaTuB-
HOC xpaHeHHe 1 UCITIOJIB30BAHHC ,HOKYMGHTOB.

3. Kakue u3 nepedyncieHHbIX BUJIOB IOKYMEHTOB, OTHOCATCS CUCTEME OpraHU3allMOHHO-
MPaBOBOW JOKyMEHTAlMU? (HECKOJIIBKO BEPHBIX BAPUAHTOB)

A) UlTatHoe pacnucanue

b) IlocranoBnenue.

B) JlomxkHOCTHASI UHCTPYKIIMHA.

I') IIporoxou.

) [puxkas.

4. B xakywo cucTteMy JOKYMEHTAIlMM BXOJSAT JOKYMEHTBI, B KOTOPBIX (DUKCHPYIOTCS
yIPaBICHUYECKHE PEIIECHNUS 10 OpraHU3alMOHHbBIM, aIMUHUCTPATUBHBIM U KaJIpOBBIX BoIlpocam?

A) Cuctema opraHu3alliOHHO-IIPABOBOM TOKyMEHTAIIUH.

b) Cucrema pacnopsIuTebHON TOKyMEHTALINN.

B) Cucrema nHpopmMaIioHHO-CIIpaBOYHOM TOKYMEHTAIUH.

5. OT 9ero 3aBUCHUT COCTAaB PEKBU3UTOB, BKIIFOYAEMbIX B OJaHK JOKyMEHTa?

A) Ot BHz1a JOKYMEHTA.

b) Ot cnocoba pacnosnokeHusi peKBU3UTOB B OyiaHKe (MPOJIOJIBHBIN WM YIIIOBOH CIOCO-
ObI)

B) Ot opranuzannoHHO-IIpaBOBOM (OPMBI OpraHU3alMH — aBTOpPA JOKYMEHTA.
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IIpumep npakmuueckozo 3a0anus

CocrtaBbTe 1 0POpPMHUTE MPHKA3 IO OCHOBHOM JESATEIBHOCTH, U JAPYTUE PACTIOPSTUTEIH-
HbI€ JIOKyMEHTBI, HEOOXOJUMBbIE B TaHHOH yIpaBIeHYECKON CUTYyallHu:

Ha MockoBckoM KOMOMHATE 10 MPOU3BOACTBY MY3bIKAJIbHBIX HHCTPYMEHTOB U MeOeIn
(rocynapcTBeHHOE MpeNIpUsATUE), KOTOPBIH BXOAUT B KoHIIEpH MO pa3paboTke U MPOU3BOACTBY
NPOAYKIMK My3bIKadbHONW mpoMblnuieHHOCTH (POCMY3IIPOM), neiictByer Ilonoxenue o
MIPEMUPOBAHUH PYKOBOJIUTENCH IIEX0B, OT/IEIOB U CiIy k0, yrBepxkaeHHoe 05.01.2003 Ne 27,

12 ampens Tekyuero rojga aupekrop komouHara B.M.JlaproHOB mopyums HauaabHUKY
oTAena Tpyna u 3apaboTHoil atel MapkoBy H.I'. paccunTtaTh pazMep npeMuH pyKOBOAUTENISIM
OTJIEJIOB, LIEXOB U CiIy>)kO KOMOMHaTra 1mo uroraMm paOoThl 3a MEpBbIM KBapTan K 15 ampens, a
riaBHOMY Oyxranrepy komOuHara TpomuHoi C.I'. — opranu3oBats BelIiaty npemu k 20 amnpe-
ISl TEKYILETo rofa.

HauanbHuk muiaHoBo-3kOHOMHUYeckoro otnena Mareeea C.H. u rmaBHbIN Oyxranrep
Tpommna C.I'. 3aBU3UpOBaIN NPOEKT NPUKa3a TUPEKTOpa KOMOMHATA.

8.2. Bonpocul 01a noozomoeku K 3auemy

1. Kimaccudukanus v cucreMa HOpMaTHBHBIX IPABOBBIX aKTOB.

CBOICTBO IOpUAMYECKON CHIIBI HOPMATUBHOT'O ITPABOBOTO AKTA.

[TpaBoBoe perynupoBanue paboThl ¢ UH(pOpMALUEH.

PernamenTanys 1e10npon3BoICTBA B OpraHax BIACTH U YIPABICHHS.

Meroanueckoe obecriedeHue AeI0MPOU3BOICTBA B TOCYAAPCTBEHHBIX OPraHU3alUsX.
[IpaBOBBIE OCHOBBI UCIIOJIB30BAHUS OPHUIIMATBHBIX CHMBOJIOB B IOKYMEHTaX.
[TpaBOBBIE OCHOBBI CO3JJaHUS AIIEKTPOHHBIX JOKYMEHTOB H Pa0OTHI C HUMHU

[IpaBOBBIE OCHOBBI APXHBHOTO JIEA.

[TpaBoBBIE OCHOBHI pabOTHI C OOpAIICHUSIMH TPaKIaH.

0.  IIpaBoBble OCHOBHI Pa0OTHI C JOKYMEHTAMH COAEPKAIUMH TOCYIAPCTBEHHYIO

Z 00N U AW

TalHy.

11.  IlpaBoBoe perynupoBaHHe pabOThI C JOKYMEHTaMH, COAEPIKAIIUMHU CBEICHUS
KOH(pMICHIIMAIIBHOTO XapaKTepa.

12. TIpaBoBbIE OCHOBBI UCTIOJIB30BAHUS O(DUIINATHHBIX SI3BIKOB B pa0OTE C TIOKyMEHTAMU,

13. HaumoHnanbHBIE CTaHIAPTHI B 00JIACTH JIETONPOU3BOICTBA.

14. HopmatuBHble npaBoBbie akThl PecnyOnuku Komu B obmactu paboThl ¢ JOKyMEH-
TaMH.

15. Knaccuduxanus 10KyMeHTOB.

16. Cuctema opraHu3allMOHHO-IIPABOBOM TOKyMEHTALIHH.

17. Cuctema pacnopsAUTENbHON JOKYMEHTAIUH.

18. Cucrema nH(pOpMAIIMOHHO-CIIPABOYHOMN TOKYMEHTAIIHH.

19. Cucrema miaHoBOM JOKYMEHTALIMH.

20. Cucrtema OTYETHOM TOKyMEHTALlUU U YYETHON TOKyMEHTALIHUH.

21. Cucrema 10rOBOPHOM JOKYMEHTALIMH.

22. OO0mue MpUHIUIIBI OPTaHU3AIUH JISTIONPON3BOICTRA.

23. OO1uue NpUHIUIIBI OpraHU3aAIUH TOKYMEHTO000pOTa.

24. OO0mue MPUHIHUIIEI JOKYMEHTHPOBAHHUSL.

25. TlpaBuna odopMieHHs OTIACNBbHBIX PEKBU3UTOB JOKyMeHTOB (repd (I"ocymapcTBeH-
HeIid rep0d Poccuiickoit @enepanmu, repd cyonsekra Poccuiickoit denepanuu, repod (repaibande-
CKUH 3HaK) MyHHUIIMIIAJILHOTO 00pa3oBaHus); SMOIeMa; TOBApHbIH 3HAK (3HAK 0OCTY>KUBaHUA)).

26. IlpaBuna opopMIIEHHS OTACITHHBIX PEKBH3UTOB TOKYMEHTOB (HAaMMEHOBAHHME Opra-
HU3allMM — aBTOpa JIOKyMEHTa, HAaMMEHOBaHWE CTPYKTYPHOTO TMOApA3JENeHUs — aBTOpa
JOKYMEHTA; HaMEHOBaHUE JIOJKHOCTH JIMIIA — aBTOpa IOKyMEHTA).
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27. TlpaBuna opopMIIEHHUS OTIACIBHBIX PEKBU3UTOB JOKYMEHTOB (CIIpaBOYHBIC TaHHbIC
00 opraHu3aliy;,; HaMMEeHOBaHHUE BHU1a JOKYMEHTA).

28. IlpaBuna odopmieHHS OTICTbHBIX PEKBU3UTOB JIOKYMEHTOB (JaTa JIOKYMEHTa;
pErUCTpallMOHHBIA HOMEp JOKYMEHTA; CChUIKA Ha PErucTpalMOHHBIM HOMEp M Jary Io-
CTYIHBILETO TIOKYMEHTA).

29. IlpaBuna odopMieHHUs OTAEIbHBIX PEKBU3UTOB IOKYMEHTOB (MECTO COCTaBJICHHS
(3naHus) JOKYMEHTA; Tpu( OrpaHUYEHHUs JOCTyIa K JOKYMEHTY; ajpecar).

30. IIpaBuna odopMieHHS OTAEIBHBIX PEKBHU3UTOB JOKYMEHTOB (TpU] yTBEPKICHUS
JIOKYMEHTA; 3ar0JI0BOK K TEKCTY).

31. IlpaBuna oopmieHHs OTACIbHBIX PEKBU3UTOB JOKYMEHTOB (TEKCT TOKYMEHTA).

32. IlpaBuna oopMiICHUST OTAENBbHBIX PEKBU3UTOB JIOKYMEHTOB (OTMETKa O MpPUIIOXKE-
HUU; TPUQ COTIACOBAHUS JTOKYMEHTA).

33. IIpaBuna opopMiIeHUS OTIACIBHBIX PEKBU3UTOB JIOKYMEHTOB (BU3a; MMOJAIMUCH; OTMET-
Ka 00 DJIEKTPOHHOM TMOJIITUCH).

34. IlpaBuna opopmiIeHUS OTACIBHBIX PEKBU3UTOB JTOKYMEHTOB (T€4yaTh; OTMETKa 00
UCIIOJTHUTEJIE; OTMETKA O 3aBEPEHUU KOIUH).

35. IlpaBuna opopmileHUS OTACTBHBIX PEKBU3UTOB JIOKYMEHTOB (OTMETKa O MOCTYILJIe-
HUU JTOKYMEHTA; PE30IIIOIHSI; OTMETKA O KOHTPOJIE; OTMETKA O HalpaBJIEHUH IOKyMEHTa B JI€JI0).

36. IlpaBuia moaAroToBKH U 0(hOPMIICHHUS IPUKA30B, PACTIOPSIKECHUH.

37. IlpaBuia moAroTOBKH M 0(hOpMIICHHS TTPOTOKOIA 3aceqaHusl (COBEIIIAHMS ).

38. IIpaBuia moaAroToBKH U O)OPMIICHHUS aKTa.

39. IlpaBuia moAroToBKH M 0(hOPMIICHHS AETOBOTO MTUCHMA.

40. OOmas xapakTepuCTHKa JOKYMEHTOIIOTOKOB.

41. IIpaBusa paboThI C BXOASIIUMU JOKYMEHTaMH.

42. TlpaBuia pabOThI C UCXOASIIUMH JJOKYMEHTAMHU.

43. IlpaBusa paboThl C BHYTPEHHUMHU JOKYMEHTaMH.

44. IlpaBuiia TEKYIIEro XpaHEHUS TOKyMEHTOB.

45. IlpaBuia nmepeaadn JOKyMEHTOB B apXUB U HA YHUUTOKEHUE.

46. MHCTpyKLUSA 1O JEIONPOU3BOACTBY.

47. IlonoxkeHue 0 CTPYKTYPHOM IOJIpa3/IeICHUH.

48. Tabenp u anbOOM (HOpM TOKYMEHTOB, TpauK TOKYMEHTO00O0pOTA.

49. HomeHknatypa zied.

50. Ilytu onTUMHU3AIMKM JTOKYMEHTOOOOpOTa U CXeM (PYHKIMOHAIBHBIX B3aWMOCBS3EH
MEX1y MOoJpa3aeIeHUsIMI

8.3. Bapuanm 3adanuii 0151 npoeedeHus nPOMeIHCymouHo20 KOHmMpoJi

[IpomexyTouHas aTTecTalys MPOBOIUTCS B YCTHOU (opMme.
B kaxxp1ii OusieT BXOIUT 2 BOMpPOcCa:
— nepevlil 6ONpoc — TEOPETUUECKUIN — U3 CIIMCKA BOIIPOCOB;
— 8MOpOtl 60NpPoC — NPAKTUYECKUIN — PEILICHUE Kelca WM IPAaKTUYECKOT0 3aJaHMsl.

Keiicol

1. B opran MyHHIIMTIATIBHOTO KHJIMIIHOTO KOHTPOJIS (Jajiee — OpraH KOHTPOJIS) TIOCTYTIN -
Ja KOJUISKTHBHAs jKayio0a *KHUJIbIIOB MHOTOKBApTHPHOTO JOoMa Ha Oe3leiiCTBUE YMPaBIISFONICH
KOMITaHHH 110 OTHOLICHHUIO K 00S3aHHOCTH OCYIIECTBISTH COJACPIKAHUE U PEMOHT OOIIETo UMYy-
1ecTBa. BripaBe Jin opraH KOHTPOJIS POBECTH BHEIUIAHOBYIO MPOBEPKY YIPABIISIONICH KOMIIa-
HHH, €CJIH KaJ00a He MOJIHMCaHa, a yKa3aHbl TOJIbKO pekBU3UTHI kuibioB: ®.1.0., agpec, Tene-
¢dhon?

2. B MecTHYIO aIMUHHCTPAIMIO TOCENeHUs (Ha MM TJIaBbl MECTHOM aJIMUHHCTPAIIHH)
MOCTYIHJIA jKai00a OT rpaXkIaHWHA HA HEHUCIIOJHEHHE ODKHOCTHBIMHU JIMIIAMH MECTHOM aMH-
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HUCTpAlMU 00S3aHHOCTEH MO JTUKBHUIAIMU CTUXUWHON CBAJIKM CTPOUTEIHLHOTO MYCOpa, Pacro-
JIO)KEHHOW BO3JIe ero joma. [J1aBa MeCTHOW aJIMHUHHUCTpAIlMH, TMOJYYHUB yKa3aHHYIO >KajioOy,
HarpaBujl €€ JJi1 PAcCMOTPEHHsS] HAYaJIbHUKY KOHTPOJBHOTO JeNapTaMeHTa MECTHOW aaMu-
HucTpauuu. OJHAKO B YCTAHOBJICHHBIN 3aKOHOM CpPOK jkajio0a He Oblja pacCMOTpEHa, OTBET Ha
Hee 3asBUTEN0 He HampasieH. HeceT nu riiaBa MECTHON aJMUHUCTpAIlMd OTBETCTBEHHOCTH 3a
YKa3aHHOC 663]161710TBI/IG, IMPUTOM, YTO B IIOJTHOMOYUA TI'JIaBbI MECTHOH AIMUHUCTpAIUN (cornac-
HO KOHTPAKTY) BXOAUT KOHTPOJIb 332 UCIIOJIHEHUEM MOPYUECHUN €ro MOJUMHEHHBIMU?

3aganus

1. CocraBbTe 1 0popMuTe Ciay)kKeOHBIC MUCHMA!

JlemapTaMeHT TOAMEPKKH W Pa3BUTHS MaJIOTO MPEANPUHUMATEIHCTBA MHCHMOM 3a
MOAMKCHIO 3aM. JUpeKkTopa AenaprameHTa CBepukoBa A.B. yBe1OMUIT pyKOBOJCTBO JIE€TCKOTO
caga Ne 1586 0 Tom, YTO B CBSI3M C Pa3BUTHUEM MPEANPUHUMATEIBCTBA 3aHUE JIETCKOTO caja
JOJHKHO OBITH MepeAaHo Al TEXHUYECKUX HYK IeTapTaMeHTa.

Ncnomuurenem BacuibeBoil 1Mo mopydeHHIO AupekTopa nerckoro cajga Ne 1586 FOro-
3amaHOr0 OKPYKHOTO YIpaBiieHHus 00pa3zoBaHUsi T.MOCKBBI, PACIONIOKEHHOTO HA MPOCTIEKTE
Muuypunckom, 10M 22 T.MOCKBBI, OBIJIO COCTABJICHO MHUCHMO, aIPECOBAHHOE OTACIY IHCEM
Mbpun Mockssl 1o aapecy: r.MockBa, yi.TBepckas, 13, B KOTOpOM AMPEKTOP AETCKOTO canaa Ne
1586 O.A. AGpamoBa npocuia pazodpaTbCs B TaHHOM BOMPOCE, MOTUBUPYS TEM, YTO B Ha3BaH-
HOM paiioOHe JIETCKUX CaJ0B OCTAJIOCh MAJIO U HE BCE JIETU MOTYT MOCEMIATh JETCKUE JTOUIKOIb-
HbIe yupexenus. [IncbmMo ObIIO OTBETOM Ha MOYYEHHBIN TIOKYMEHT OT JlermapTamMeHT.

2. CocTaBpTe U OPOPMUTE MPOTOKOJIbI, HEOOXOUMBIE B CIEAYIOIIEH YNpaBIeHUECKON
CUTYaLlUu:

Hupexnus OO0 «Actpes» (Cankt-IletepOypr) 12.08.200 1. mpoBeso cBoe 04epeIHOe
3acenanue, Ha kotopom mpucytctBoBanu BoctpsikoB C.T., Ctynues I1.1., Jlebene .M., AH-
tonoB I.JI., [llentynoBa B.I"., Tumodeer A.A., Ctynosa M.H.

Ha 3acenanuu o6cyxanoch JBa BOIpoca: 0 Xo/e pekiaMHoi kamnanuu B 111 kBapTtane
200 r. u 0 mepexoje Ha HOBYIO CHCTEMY BBIILIAThI TPEMHUATIbHBIX.

ITo mepBoMy Bompocy ciymaiu cooOleHHe HavyajdbHUKa OTAeNa pekjiambl BocTpsikoBa
C.T., TekcT cooOrieHus KOToporo Okl mepenan cexpetapro 3aceaanus H./[.bemosoii. [1o aTomy
K€ BOIIPOCY BBICTYNUI (PMHAHCOBBIN nupekTop TumodeeB A.A., KOTOPbI 0700pHIT yBEINYEHUE
pacxoJ1oB Ha HapykHYI0 pekiaamy B [ kBaptame 200 . Ha 5%.

[To BTOpOoMy Bompocy caenan coobiierre CtynoB M.U. u TeKCT COOOIICHHS TakKe Tiepe-
nan cexkperapro. Ilo manHomy ke Bompocy BeICTynuiau AHTOHOB [1.J1., HauabHUK OTHENa Kaj-
poB, u Jlebene V.M., nupextop mo npojaxam. IlepBbiif 0100pusl HOBYIO CHCTEMY BBIIIATHI
MIPEMHATIBHBIX U PEKOMEH0BAJ IOArOTOBUTHh HE0OXoauMble ToKymMeHTHl K 01.09.200  r. Bro-
pOH MpeATIOKIIT 10paboTaTh HOBYIO CHCTEMY BBIIJIATHI MPEMUATBHBIX U PEKOMEH/10BaJl IPOBE-
CTH TOJIOCOBAaHHUE TI0 JAaHHOMY BOIIPOCY Ha 00111eM COOpaHUU TPYAOBOIO KOJJIEKTHBA.

B utore 3aceganus ObuUIM MPUHATHI cienyromue pemenus: 1. Onobputhk paboTy oTaena
pexnambl B 11 xBaprane 200 r. 2. [IpoBectu oOmiee coOpaHue TPyAOBOTO KOJIJIEKTHBA IO
BOIIPOCY O MEPEXOJie Ha HOBYIO CHCTEMY BbIIIAThl nmpeMuanbHbix 15.08.200 1. OTBEeTCTBEH-
HBIM 3a MOATOTOBKY coOpaHusl Obljla Ha3HaueHa 3aB. KaHuenspuen [llentynosa B.I'.

Cobpanwue Ben nmpencenarens O.A.PymsHies.

3. CocraBbTe U 0HOPMUTE AKT:

Komuccust mon mpeaceaaTenbcTBOM HadalbHUKA TEXHUUECKOM rpynmbl A.A.BosoBoro u
wieHoB komuccuu bopucoBa M.IO., HauanbHUKA aAMUHUCTPATUBHO-XO3IMCTBEHHOTO OT/IENA,
Cwmupnosa JLIIL., Oyxranrepa, u PomanoBoii .K., opuc-menemxepa, 3A0 «JleoHTus» Ha ocHO-
BaHUU JTOKJIaJHON 3amucku opuc-meremkepa M. K.Pomanosoit 11.07.200  r. mpoBesna mpoBep-
Ky TEXHHUYECKOTO OCHAIICHHS TPUEMHOM T€HEPATLHOTO JUPEKTOpaA U TIPU3HAIa HETOIHBIMU IS
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SKCIUTyaTallul KOMMPOBaJIbHBIN anmapatr Xerox 345(1 mir.), mpenep (uaB.HOMep 367, 1 mrt.),
daxc 47823 (1 mt.). [Ipu3HanHas HEPUTOTHON VIS SKCIUTyaTaIllMy TEXHUKA ObliIa TiepeiaHa Ha
cknan npeanpustusa. Ilo yctaHOBIEHHOMY (hakTy KOMHCCHS COCTaBWIIAa akT MpUeMa-Tiepeaadn
oprrexHuku B 3 9k3. (1-1 3K3. — HaUaIBHUKY aAMHUHUCTPATUBHO-XO3SIMICTBEHHOTO OTAENA, 2-H —
rJaBHOMY Oyxranrtepy, 3-if — B nieno 23-02), KoTophlii ObUT YTBEPKAECH T€HEpaIbHbIM JUPEKTO-
pom [1.1.CrenaHoBbIM.

4. CocraBbTe CXeMy JODKHOCTHOM WMHCTPYKLMH, IPABUIBHO Pa3MECTUB B HEU clleqy-
fol1e 6a30BbIe pa3/ieibl:

1) dynkun.

2) TOJDKHOCTHBIE 00S3aHHOCTH.

3) oO1mue moaoKeHus.

4) OTBETCTBEHHOCTb.

5) B3aMMOOTHOIIECHHUS UM CBSI3U MO JOKHOCTH.

6) npasa.

JlomonHuTe cXeMy paszzeliaMu, KOTOpbIE, [0 BallleMy MHEHUIO, MOTYT €Il COJEepPKaThCs
B MHCTPYKIIHH.

B kaxxnom paszzene B HECKOJIBKUX MPEIOKEHHUSIX ONPEACIIUTh €ro CofepKaHHe.

5. CocraBbTe CXEMY, COAEPXKAIILYIO MOCIEI0BATEIHLHOCTh PACTIONOKEHHS TOKYMEHTOB B
JMYHOM Jiefie paOOTHHUKA!

1) aBTOGHOTpadus.

2) mpuka3 o mpueme Ha padoTy.

3) MUYHBINA JUCTOK MO YYETy KaJpOB.

4) xomnus macnopra.

5) xonuu TOKyMEHTOB 00 00pa30oBaHUM COTPYIHHUKA.

6) BHYTpEHH: ONNCH JOKYMEHTOB JIENa.

7) 3asBlI€HUE COTPYIHHUKA O IpUEME Ha paboTy.

8) JOKYMEHTBI, CBSI3aHHBIE C IIEPEBOJIOM.

9) 3asBEeHUE COTPYAHUKA 00 YBOJIHHEHHUH.

6. CocTaBbTe CXEMY, COJIEPIKAILYIO MPABUIBHYIO MOCIEI0BATEIBLHOCTh ONEpalii ¢ BXO-
TSIIIUMH TOKYMEHTaMU:

1) cocTaBneHue MPOEKTa TOKYMEHTA;

2) BCKpBITHE KOHBEPTOB U IIPOBEPKA BIIOKEHMI;

3) peructpanus 10KyMEHTOB;

4) npoBepka NMpaBUWIBHOCTH aIPECOBAHUS;

5) cornacoBaHue MPOEKTa JTOKYMEHTA;

6) paccMOTpeHHE JOKYMEHTOB PYKOBOJIUTENEM (PE30TIOIHS);

7) moanucaHue pyKOBOJIUTEIIEM;

8) moAIIMBKa JOKYMEHTA B JIETIO;

9) npenBapuTeNHHOE PACCMOTPEHHE (COPTUPOBKA);

10) mpoBepka MpaBUIBLHOCTH OPOPMIICHHS JOKYMEHTA;

11) nmepenaua JOKYMEHTOB PYKOBOJIUTEIIIO;

12) 3anonHEeHHE perucTpalMOHHON KapTOUKH;

13) nepenaya JOKYMEHTOB HCIIOJIHUTEIIO;

14) ornpaBka JOKyMEHTOB;

15) ucnonHeHue JOKYMEHTOB;

16) mpocraBiieHHE perucTPalMOHHOTO UHIEKCA HA TOKYMEHTE;

17) KOHTPOJIb UCTIOJTHEHUSI TOKYMEHTA;

18) ompeneneHne CpOKOB XpaHEHUs JOKYMEHTOB;

19) mpocTtaBiieHHEe OTMETKH O TTOCTYIIICHHUH.
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7. Pa3paboTaiiTe cxemy-MapHipyT pacopsAUTEIIBHOTO TOKYMEHTa B OpraHu3aIiu.

8. Ilpemnoxure cucTeMy MEpONPUSATUN IO COBEPIICHCTBOBAHHUIO JTOKYMEHTOOOOpPOTA,
KOTOpble OyayT mpuemieMsl Ui 00l opranuzanuu. Kak sTa cucrema OyAeT 3aBUCETh OT
pa3mepa opranu3amuu’?

9. KpnTepml BBICTABJICHUA OLCHOK I10 pe3yJibTaTaM U3YyYCHUA TUCHUIIINHBI

OcBoeHne 00y4JaromuMCes Kax10i yuyeOHON NUCHUIUIMHBI B CEMECTPE, HE3aBUCUMO OT €€
o0mielt TpynoéMKocTH, orieHnBaercs o 100-6ayuibHOM 1IKaje, KOTopas 3aTeM MpU MPOMEXKYTOU-
HOM KOHTpoOJie B (popMe K3aMeHa MEePEeBOIUTCSA B TPAAULUOHHYIO 4-0aJTbHYIO OLIEHKY («OTJINY-
HO», «XOpOLIO», «YyIOBIETBOPUTEIHHO», «HEYJIOBICTBOPUTEIBHO»), a MPHU KOHTposie B (opme
3auéra — B 2-0a/NIbHYIO («3aUTeHO» WK «He3adTeHo»). Jlannas 100-0annbpHast mkana mpu Heoo-
XOIAMMOCTH COOTHOCHUTCS ¢ EBporeiickoii cucteMoii nepeBosa 1 HakoruieHust kpeautos (ECTS).

Coomnowenue 2-, 4- u 100-6annvHOU WKAT OYEHUBAHUSL OCBOCHUS.
ooyuawumucs yueonou oucyuniunwvl co wxarou ECTS

Ouenka
N . Cymma 6aj10B Ouenka
1o 4-0aJIbHOI 3auér I'papnanus
10 JMCIUIIJINHE ECTS
HIKaJe
5 (OTIAMYHO) 90 — 100 A OT1anyHO
4 (xoporo) 85— 89 B OuyeHb XOpoIIo
75 -84 C Xopomio
3auTeHo
70 — 74 Y 10BIE€TBOPUTETHEHO
3 (yZ1oBIE€TBOPH- D
TEJIBbHO) 65 69
60 — 64 E [TocpencTBeHHO
2 (HeyIOBJIETBO- He Huxe 60 F HeynosnerBopurenbHO
PUTEIBHO) 3a4TEHO
Kpumepuu oyenox ECTS

«OTINYHO» — TEOPETHUECKOe COAEp’KaHWEe AUCIHUIUIMHBI OCBOCHO ITOJIHOCTHIO,
0e3 mpo0OenoB, HEOOXOAWMBIE MPAKTUYECKHE HABHIKM PabOTHI C OCBOCHHBIM
5 A | matepuamioM chopMUpOBaHBI, BCE MPEAYCMOTPEHHBIE MPOTPAMMOI OOy4YeHWUs
yueOHBIE 33/1aHUsI BBITIOIHEHBI, KAYECTBO UX BBIIOJIHEHUS OLIEHEHO YHCIIOM Oa-
JIOB, OJIM3KUM K MAKCHMAJIBHOMY

4 B | «O4eHp Xo0pomo» — TEOPETHUECKOE COJAEp)KAaHHE TUCLMIUIMHBI OCBOEHO
MIOJIHOCTBIO, 0€3 MpoOesioB, HEOOXOAUMBbIE MPAKTUYECKUE HABBIKU pabOThI C
OCBOCHHBIM MAaTEpUAlIOM B OCHOBHOM C(OPMHPOBAHBI, BCE MPEAYCMOTPEHHbIE
nporpamMMoil oOydeHusI ydeOHbIe 3aJaHHs BBITOJHEHBI, KAYECTBO BBITIOTHEHUS
OOJIBLIIMHCTBA U3 HUX OLICHEHO YHUCIOM OaJljIoB, OJU3KUM K MaKCHMaJlbHOMY,
OJTHAKO €CTh HECKOJIbKO HE3HAYMTEIHHBIX OMIHOOK

18



«XOpOI[IO» — TCOPETUUCCKOC COACPKAHUC NUCHUIIJIMHBI OCBOCHO ITOJIHOCTBIO,
0e3 po0esIoB, HEKOTOPHIE MPAKTUIECKHE HABBIKK Pa0OThl C OCBOCHHBIM MaTEepPH-
alioM CcOPMUPOBAHBI HEJOCTATOYHO, BCE MPEAYCMOTPEHHBIE MPOrPaAMMO
oOyueHHs ydeOHbIe 3aJJaHHs BBITIOJIHEHBI, KAYE€CTBO BBITOJIHEHHSI HU OHOTO H3
HHUX HEC OLICHCHO MHUHUMAJIbHBIM YHUCJIIOM 68.J'IJ'IOB, HCKOTOPLIC BUBI 3a[[aHI/II71 BbI-
MIOJIHEHBI C OLIMOKaMU

«Y10BJIETBOPHUTEJIbHO» — TEOPETHUUECKOE COJEP’KaHUE JHUCUUILUIMHBI OCBOCHO
YaCTUYHO, HO MpoOesbl HE HOCIT CYIIECTBEHHOTO XapakTepa, HeoOXOoIUMbIe
MPAKTUYECKHE HABBIKK pPa0OThl C OCBOCHHBIM MATEpUAJIOM B OCHOBHOM
chopMUpOBaHbl, OOJBUIMHCTBO MPEIYCMOTPEHHBIX MPOrpaMMoil 00ydeHus
y4eOHBIX 3a/IaHUN  BBIIOJIHEHO, HEKOTOPHIE W3 BBIMIOJHEHHBIX 3aJIaHUMH,
BO3MOXKHO, COZIepKaT OHIHOKH

«IlocpencTBeHHO» — TEOPETUYECKOE COACPKAHUE JUCLUIUIMHBI OCBOECHO
YaCTUYHO, HEKOTOpble IPAKTUYECKUE HABBIKU pabOThl HE CHOPMHUPOBAHBI,
MHOTHE NPETyCMOTPEHHBIE IPOrpaMMoi 00y4eHUsl yueOHbIe 3a/1aHNs HE BBIIOJ-
HEHBI, TUOO Ka4eCTBO BBIMOJIHEHUS HEKOTOPBIX U3 HUX OLIEHEHO YMCIIOM 0allioB,
OJIM3KUM K MUHUMAJIBHOMY

«HeynoBJIeTBOPUTEJIBHO» — TEOPETUUECKOE COJAEp)KAaHME TUCLMIUIMHBI He
OCBOEHO, HE0OXOJUMBbIE IPAKTHUECKHUE HAaBBIKM pabOThl HE c(hOpMHUpPOBaHbI, BCE
BBINOJIHEHHbIE yueOHbIEe 3aJaHusl coJlepKaT IpyOble OIMOKH, JOMOJIHUTENIbHAsS
camocTosTeNIbHasg paboTa HaJl MaTepUaIoM JUCLMILIMHBI HE IPUBEIET K KAKOMY-
71100 3HaYMMOMY HOBBIIIEHUIO KAU€CTBA BHIMOJIHEHUS YUeOHbBIX 3aJaHUH

OueHuBaHue pe3ynbTaToB OOy4YeHUS MO AUCLMILIMHE OCYLIECTBIsIETCs B (opMe Teky-

IIEr0 U MPOMEKYTOUHOU KOHTpoJIsl. TeKyIuii KOHTPOJIb B CEMECTPE MPOBOJUTCS € LIENbI0 0bec-
MEYEHUsI CBOCBPEMEHHOW OOpaTHOM CBSI3M, C IIEJBIO AKTHBU3AIMH CAaMOCTOSTEIbHONW pabOThI
oOyyaromuxcsa. OOBEKTOM MNPOMEKYTOUHOTO KOHTPOJIS SBISIOTCA KOHKPETU3UPOBAHHbBIE
pe3ynbTaThl 00yueHus (yueOHbIe JOCTHKEHNUS) IO AUCLUILIINHE.

Cmpyxkmypa umo2o60ti oyeHKu 00yuaruuxcs

KpuTepuu 1 nokasatesn oueHUBaHUA pe3yibTaTtos obyyeHus

No Kputepuu oniennBanus Hoxasatenn
(orreHka B Oayax)
1 PaboTa Ha ayTMTOPHBIX 3aHATHIX 20
2 ITocemaemoctb 5
3 CamocTtosTenpHas paboTta 15
4 Texkymas arrecranus 20
Hroro 60
5 IIpoMeskyTOUHAS aTTeCTAIIMS 40
Bcero 100
Kpumepuu u nokazamenu oyenusanus pe3yibmamos o0yyeHus
8 PAMKAX ayOUMOPHbLIX 3AHAMULL
Ne Kpurepuu onennBanus [Toxazarenu (oueHka B Oai-
n/m J1ax)
1 [ToaroToBka v BBICTYIUIEHUE C JOKJIAOM 110 4 6aiuIoB
2 AKTHBHOE y4acTHe B 00CYKJICHUH JOKIIaaa 2 Gamna
3

Breimonnenue MMPAKTUICCKOI'o 3aIaHHA (aHaJ'II/IS mpak-
THYCCKHX CHTyaHHﬁ, COCTAaBJICHHUEC IOPUANICCKUX

110 3 O0ayuIoB
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JIOKYMEHTOB U JI.)

Bcero

20

Kpumepuu Uu nokazamejiu OYyeHUearusl pesyjibmamos 06y'~t€HMﬂ 6 pamKax nocewiaemocnmu 06y—

YAIOWUMCSL AYOUMOPHBIX 3AHANULL

Kputepuu onieHuBanus [Tokazarenu
(omieHKa B Oayuiax)

100% nocenieHne ayIMTOPHbIX 3aHATUM 5
100% mocemenre ayauTOpHbIX 3aHaTHil. Hebompioe kom- 4
YECTBO MPOIMYCKOB 10 YBAXKUTEJIbHON MPUUHUHE

J1o 30% nponynieHHbIX 3aHATHI 3
Jo 50% mpomnyIiieHHbIX 3aHITHI 2
J1o 70% nponynieHHbIX 3aHITHI 1
70% u GoJiee MPOMYIIEHHBIX 3aHATUN 0

Kpumepuu U nokasameju OyeHueaHusl pesyioma

mog 0OyueHus

8 PAMKAX CAMOCMOSMENbHOU pabomvl 00y4arOuuxcs

Kpurepun onenuBanus

[TokazaTenu (orieHKa B
Oannax)

Bce 3amanus B paMKkax camMOCTOSITENIbHOW paOOTHI BBHITIOJTHEHBI.
[Ipu 3TOM HCHONB30BaHA HOPMATHBHAs NpaBoBas 0a3a, yueOHas
nuTepaTtypa, HaydHble paboTel. B ciyuwasx, taoe TpeOyercs,
BBICKa3aHO COOCTBEHHOE€ MHEHHE IO MPOOJIEMHBIM aCIEeKTaM
Tembl. OTBETHI Ha 3a1aHUs1 OYOPMIICHBI B COOTBETCTBUU C TPeOO-
BaHUSIMH.

15—-12 6aiuios

Bce 3amanmus B paMkax caMOCTOSITENIbHOM pa®OThl BBIMOIHEHBI.
OpHAKO MMEIOTCSI HE3HAYUTEIbHBIC OMIMOKH WM COOCTBEHHOE
BUJCHHE 1O TNPOOJEMHBIM acleKTaM TEeMbl HEJOCTaTOYHO
apryMEHTUPOBAHHO.

11-9 6asuroB

3ajaHus B paMKax CaMOCTOSITCIIBHON paOOThI BBITIOJHEHBI WIIH 85 OamoB
BeinonHeHBI 80% 3aJaHuii, HO B OTBETaX HA HHUX HMCIOTCS

CephE3HBIC ONMIMOKH, OTCYTCTBYET COOCTBEHHOE MHEHHE TI0 MPO-

OJIEMHBIM ACIIEKTAM TEMBI.

3amaHus B paMKax CaMOCTOSITEIbHOH paOOThl HE BBIMOJHEHBI 0 6amnoB

WIM BBITIOJTHEHO C TPpyOBIMH OMIMOKaMH, TPeOYIOIUMHU CyIIe-
CTBEHHOU JO0paboOTKU

Kpumepuu u nokasamenu oyenuganus pesyioma
8 pamKax mexkyweu ammecmayuy 8 YCmHou/n

mog 00yueHus
UCbMEHHOU

Kpurepuu onieHuBaHus

Iloka3arenn

(oueHnka B 6aiax)

3a/laHue TOJHOCTHIO BBIIIOJHEHO, IPABUIIBHO MPUMEHEHBI TEOpE
TUYECKUE TIOJIOKEHMS JUCLMILIMHBL.

OtmedaeTcss 4YETKOCTh U

20-17
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CTPYKTYPUPOBAHHOCTh M3JIOKEHUSI, ODUTMHAIIBHOCTh MBIIIUICHUSI

3ajaHU€ TOJHOCTHIO BBIMOJIHEHO, MPHU IMOJATOTOBKE MPUMEHEHBI 16-13
TEOPETUICCKHUE TOJOKEHUS JUCIUILINHBI, TOTPEOOBABIIUE YTOU-
HEHUS WJIM HE3HAYUTEIHLHOTO UCTIPABICHUS

3aaHue BBINIOJIHEHO, HO TEOPETUYECKasi COCTABJISAIONIAs HYXKJa- 12-5
erca B nopaboTke. Ha Bompochk! 1o 3aaHuio ObUIM JAaHbl HEYET-
KHe€ WM YaCTUYHO OIIHOOYHEIE OTBETEI

3aaHue He BBIMOJIHEHO WJIU MPHU OTBETE CAENaHbl TpyOble OImuo- 0
KH, JIEMOHCTPUPYIOIIUE OTCYTCTBUE TEOPETUICCKON 0a3bl 3HAHUI
oOyyJaromerocs

Kpumepuu Uu nokazameju OYyeHUsarHusl pesyibmamos 06y'¢€H1/l}l
6 paAMKAaAX NPOMENCYMOUYHO020 KOHMPOJIA

[IpomexxyTouHBIi KOHTPOJIbL B (popMe 3aueTa MMEeT LIEbI0 MPOBEPKY M OLEHKY 3HAHUM

oOyyaroluxcs o TEOpUU U NPUMEHEHUIO MOJTyYeHHbIX 3HAaHUN U YMEHUH.

Kpumepuu u noxazamenu oyenxu pe3yiomamos 3auema
8 YCMHOU/NUCbMEHHOU (hopme

Kpurepun onieHnBanus [TokaszaTenu

(oueHka B baax)

IIPOJEMOHCTPUPOBAHO JOCTATOYHOE 3HAHUE MaTepuasna, 3HaHHE 40-15
OCHOBHBIX TEOPETUYECKHX MOHATUH, YMEHHE OPHUEHTHUPOBATHCA B
HOPMAaTHBHO-TIPaBOBOM  0a3e; JI0OCTaTOYHO IOCIEAO0BATENBHO,
IrPaMOTHO U JIOTUYECKH CTPOMHO H3JI0XKEH MaTepuai; Mpoje-
MOHCTPHUPOBAHO YMEHHE JeJaTh JOCTaTOYHO OOOCHOBAHHBIC BBI-
BOJIBI 110 U3JIaraeMOMY MaTepHally; ¢ HEKOTOPbIMH HETOYHOCTSMU
BBITNIOJTHEHO ITPAKTUYECKOE 3aJaHKE

MPOAEMOHCTPUPOBAHO HE3HAHUE 3HAYUTEIBLHOW YacCTH MPOTPaMM- 14-0
HOro wMarcpualia, HCBJIAJACHUC HOHATUHHBIM amnmaparomM Iauc-
LUUIUTMHBI, HEYMEHHE CTPOUTH OTBET B COOTBETCTBUU CO CTPYKTY-
poil u3naraemMoro BOMpPOCa; CIIEIaHO MHOTO CYIECTBEHHBIX OILIU-
00K IpU U3JI0KEHUU y4eOHOro MaTepuasa; BBISIBICHO HEYMEHUE
ACJIaTh BBIBOABI 110 U3JIaraCMOMy MaTepualy, BbIIIOJIHUTH IPAKTH-
YEeCcKOe 3a/laHue
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