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PaGouas nporpamma JUCHUTIIINHBI «OCHOBEI JOKYMCHTHUPOBAHUSA ynpaBHeH‘{CCKOﬁ JCA-
TCIBHOCTH)) COCTaBJICHA B COOTBETCTBHU C Tpe60BaHI/I$IMI/IZ

— @enepanbHOTO TOCYIAPCTBEHHOTO 00Pa30BaTEIHLHOTO CTaHAApTa BBHICIIETO 0Opa30BaHUs
no HampasjeHuto noaroroBku 38.03.04 T'ocymapcTBEeHHOE M MYHMIIMMAIBHOE YIpaBJICHUE
(yposenv baxanaepuama), yTBepxkaeHHOro mpukazoM MunoOpHayku Poccum ot 13.08.2020 r.
Ne 1016;

— [Ilpuka3za MunoOpHayku Poccun «O0 yTBepxkaeHuu [lopsiaka opraHu3aiiud U OCyIIeCTB-
neHus: 00pa30BaTENbHOM ACSITENFHOCTH 0 00pa30BaTEIbHBIM MIPOTrPAMMAaM BBICIIIETO 00pa3oBa-
HUSl — Iporpammam OakajaBpuara, mporpammam CIeHUalIuTeTa, MPorpaMMaM MarucTpaTypb»
oT 06.04.2021 Ne 245;

— yuebnoro wiaHa ['OY BO «Komu pecnyOnukaHckas akaeMusi TOCYIapCTBEHHOU CITyXkK-
Obl U ynpaBneHus» no HampasieHuto 38.03.04 'ocynapcTBeHHOE M MYHUIIMIIATBHOE yIpaBIe-
HUue (yposenv baxanaepuama) HaNpaBlIeHHOCTh (podmib) «HDOpMANTHOHHO-aHATUTHICCKUE
TEXHOJIOTHH B TOCYJapCTBEHHOM U MYHHIIMIIATLHOM yIPaBICHUI.

© Komu pecryOiiMkaHCKast akaeMust
TOCYJapPCTBEHHOM CITYKOBI
u ynpasienus, 2023
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PA3JIEJI 1. OCHOBHBIE CBEJIEHUA

1. Iean u 3axa4n y4eOHOM AUCHUIIIMHBI

1.1. I]env uszyuenus yueoHoit Oucyuniunsl

Lenbto ocBoeHMS AUCHUTUIMHBI « OCHOBBI JIOKYMEHTHUPOBAHUS YIIPABICHYECKOMN JesATENb-
HOCTHY SIBJISICTCS MIOJATOTOBKA O0ydaromuxcs K Oyaymed mpodeccHoHanbHON AeSITEIbHOCTH Ha
OCHOBE M3YUY€HHUS BHUJIOB YIPABICHUECKUX JOKYMEHTOB M OCHOBHBIX MpPaBUJI OPTaHMU3aALMU BCEX
9TanoB PabOThI C HUMH.

1.2. 3a0auu yueonoii oucyuniumnsl

3ajmayaMyu OCBOEHMS JUCUUIUIMHBI « OCHOBBI JIOKYMEHTUPOBAHHUS YIPABICHUECKOU Jesi-
TEITLHOCTHY SIBJISIFOTCS:

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

— U3y4YUTh OCHOBHBIC BUJIBI U (DYHKIIUU YIIPABICHUYECKOM IOKYMEHTAIINN;

— copmMupoBaTh MPaKTUUECKHUE HABBIKM TOJTOTOBKH PA3HBIX BUJIOB YIPABICHUYCCKUX
JIOKYMEHTOB;

— U3YYUTH OCHOBHBIC TTpaBUJjIa OPraHU3aIMH BCEX ITAMOB PAOOTHI C TOKYMEHTAMHU.

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

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

1) yHuBepcanbHBbIE:

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

1.4. Mecmo oucyunnunsl 8 cmpyknype 00pazoeameibHoil RPOZPAMMbL:
Hucrtunnuaa « Buapl ynpaBieHYeCKUX TOKYMEHTOB» OTHOCHTCS K 4acTd, (OpMHUPYEMOit
y4acTHUKaMU 00pa30BaTeNbHBIX OTHOIICHUH TporpaMMel brioka 1 «{uciuriinHbl (MOILYIIH)».

2. TpeGoBanus K pe3yJibTaTaM 0CBOEHHS
Y4eOHOM TMCUMILINHBI

2.1. U3yuenne nucuuiuinHbl « OCHOBBI JOKYMEHTUPOBAHUS YIIPABIECHYECKON AEATEIbHO-
CTH» HaIlpaBJICHO Ha (OPMHUPOBAHHE CIEAYIOIIUX KOMIETCHIUH U MHIUKATOPOB UX JOCTHXKE-
HUH, 3asBJICHHBIX B 00pa30BaTEIbHOM MpOrpaMme:

1) yHuBepcaJlbHBbIE:

HaumeHnoBa- dopmMupyembie Kon n naumenoBanne | Coaep:kaHue HHAUKA-
HHE KaTero- MHIUKATOPAa J0CTHKEe- TOPA A0CTUKEHUI
pun KOMIeTeHIH (K01, HMii KOMIeTeHIUH KOMIeTeHIIU
(rpynnbi)

KOMITE- HaHUMeHOBaHHe KoMIIe-

TeHI M TeHLHH)
Kommynuka- | YK-4. Criocoben ocy- VYK-4.11-1. Beibupaer YK-4.11-1.V-1. Ymeer
M HIECTBIIATH JICJIOBYIO Ha rocyaapCTBEHHOM BBIOMPATH CTUJIb O0IIIe-

KOMMYHUKAIMIO B YCTHOU | si3bIKe P® 1 MHOCTpaH- | HUSI HA TOCYIapCTBEH-
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U TMCbMEHHOH QopmMax Ha
rOCYJJapCTBEHHOM SI3bIKE
Poccuiickoit denepanuu u
WHOCTPaHHOM(BIX )
s13bIKe(ax)

HOM(-BIX) SI3BIKE(aX)
KOMMYHHKATHBHO MPH-
€MJIEMBIE CTUITb U CPEJI-
CTBa B3aUMOJECIHCTBUSA B
OOIIIEHNH C IETOBBIMU

HOM s13bIKe PD 1 unHo-
CTPaHHOM SI3bIKE MPH-
MEHUTENBbHO K CUTYa-
IIUH B3aMOJEHCTBUA

napTHEpaMu

VK-4.U-2. Bener ne-
JIOBYIO MEPEMHUCKY Ha
rocyJJapCTBEHHOM SI3bI-
ke P® u nunoctpan-

VYK-4.11-2.3-1. 3naer
HOPMBI ITUCbMEHHOH
peyH, IPUHSTHIE B TPO-
(heccroHaIBHOM cpenie

VK-4 U-2.Y-1. Ymeer
BECTHU JIEJIOBYIO Iepe-
MACKY Ha rocyap-
CTBEHHOM s13bIKe PD
W/WTH THOCTPAHHOM
SI3BIKE

HOM(-BIX) SI3bIKE(aX)

2.2. 3annaHUpPOBAaHHBIC PE3YJIbTATHI 00y4eHUs N0 AucuuIuInHE « OCHOBBI JOKYMEHTHPOBA-
HUS YIPABJICHYECKON JEATEIbHOCTI:

JloJKeH 3HaTh:

— OCHOBBI Pa3pa0OTKH ¥ BHEJAPCHHUS YIIPABICHYECKON JOKYMECHTAIINH;

— OCHOBHBIC HOPMATHBHBIC MTPABOBBIC AKThI U METOJINYECKUE TOKYMEHTHI B 00J1aCTH
JIOKyMEHTHUPOBAHHUS YIIPABIECHYECKON ACATEIHHOCTH;

— OCHOBHBIE BUJIBI U (DYHKITUU YIIPABICHUYECKOHN TIOKYMEHTAIINH;

— mpaBuiIa 0pOpMIICHUS YIIPABICHYECKUX JOKYMEHTOB;

— 3Tambl TOKyMEHTO000pOoTa.

JloJkeH ymeTs:

— pa3pabaTbiBaTh U BHEAPATH YIPABICHUECKYIO JOKYMEHTAIIHIO;

— HCIIOJIb30BaTh MIPAaBUJIa COCTABJICHHUS U 0(OPMIICHUS] KOHKPETHBIX BUJIOB IOKYMEHTOB;
— peaan30BBIBaTh OT/AEIbHBIE ATAIbI JOKYMEHTOO00POTA.

3. O0béM yueOHOH TUCHUIIMHBI
OuHnas popMma 00yyeHuUs

BHIb1 yueGHoii paGoThi Pacnpenenenne yueoHoro
BpeMeHH
Konmaxmmnasa paboma 36,25
AyIUTOpHBIE 3aHATHUS (BCETO0): 36
Jlexyuu 18
Ilpakmuueckue 3anamus 18
JlabopamopHhuvle 3anamus
IIpomexyTouHas aTTecTanus 0,25
Koncynemayus nepeo sxzamenom
Ox3amen
3auem 0,25
Pyxosoocmeo kypcosoii pabomoii
CamocmoamensHnas paboma 71,75




CamocmosmenvHas paboma 6 meuerue cemecmpa 67,75
Hanucanue xypcosoti pabomoi
Tloocomoeka Kk npomexncymoyHou ammecmayuu 4

Bup texymen arrecranuu

KOHTpOJIbHAast paboTa

Oobuwan mpyooémxkocmep OUCUUNTUHBL:

4acol

108

3ayémuvie eOUHUYbL

3aounas popma o0yueHust

Buabl yueOHol padoTsI

Pacnpenene}me yqeﬁﬂoro

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

Bup Texymeii arrectanuu

KOHTpPOJIbHAs paboTa

Oowasa mpyooémkocms OUCUUNTIUHDL:

qacwol

108

3auémmuovle eOUHUYbL

OuHo-3a04uHasi popma 00yueHUs

Buabl yueOHol padoThl

Pacnpezle.ﬂeﬂne yqeﬁﬂoro

BpeMeHH
Konmaxmmnas paboma 18,25
AynutopHble 3aHATHS (BCETO): 18
Jlexyuu 8
Ilpakmuueckue 3anamus 10
Jlabopamopnule 3anamus
IIpomexyTouHas aTTecTanus 0,25
Koncynemayus nepeo sxzamenom
Ox3amen
3auem 0,25
Konmponvnas paboma
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Pyxosoocmeo kypcosoii pabomoii

Camocmoamensnas paboma 89,75
Camocmosmenvhas paboma 8 meuenue cemecmpa 85,75
Ilooecomoska KoHmpobHOU pabomul
Hanucanue xypcosoui pabomol
Iloozomoska k npomedcymounol ammecmayuu 4

Bup Texymeii arrectanuu

KOHTpOJIbHAs paboTa

Oowas mpyooémkocmos OUCUUNIUHDL:

yacol 108

3auémuvie eOUHUYbL 3

4. Copep:xkanue TeM y4eOHOM JMCUMILIUHBI

HanMeHOBaHHE TEMBI
Y4eOHOH TUCUUIJIMHBI

Conep:xanue TeMbl

Tema 1. HopmaruBHble
IPaBOBBIE U METOJMUYECKHUE
OCHOBBI  JJOKYMEHTAIlMOH-
HOro o0OecredyeHus: ynpas-
nenust (YK-4)

[lonsATus «<HOpPMATHBHBIN MPaBOBOM akT», Knaccudukamus u cu-
CTeMa HOPMaTHBHBIX ITPABOBBIX aKTOB, CBONCTBO IOPUANYECKON
CHJIBI HOPMAaTHBHOI'O IIPABOBOro akra, lIpaBoBoe perynuposa-
HUE paboThl ¢ MHpopMmauuel, PernaMenTanus 1en0npou3Bo-
CTBa B OpraHax BJIACTU W ympaBieHus, Meroauueckoe obecre-
YEHHUE [JEJONPOU3BOJCTBA B I'OCYJapCTBEHHBIX OpPraHU3aLUsiX,
[IpaBoBBIE OCHOBBI HCHOJIB30BAHUS OQUIMATHHBIX CHMBOJIOB B
JNOKyMeHTaxX, IIpaBoBblE OCHOBBI CO3J@HUS  DJIEKTPOHHBIX
JOKYMEHTOB U paboThl ¢ HUMHU, [IpaBOBbIE OCHOBBI apXHMBHOT'O
nena, IlpaBoBele OCHOBBI paboOThl ¢ OOpallleHUSAMH Tpa)</iaH,
[IpaBoBBIE OCHOBBI PpPadOTHI C JOKYMEHTAMHU COJEPKALIUMU
rocyJJapCcTBEHHYIO TaiiHy, I[IpaBoBoe perynupoBaHHe pabOThI C
JOKYMEHTaMH, COJCpKAIIMMU CBEICHHUS KOH(UICHINAIBHOTO
xapakTepa, [IpaBoBble OCHOBBI HCHOJIB30BAHUS O(UIMATIBHBIX
A3BIKOB B paboTe ¢ JoKyMeHTamu, HalnoHalibHbIe CTaHAApPTHI B
o0nacTu Jesonpou3BocTBa, HopMmaTuBHBIE NpPaBOBBIE AKTHI
Pecny6sinku Komu B 00macti paboThl ¢ JOKYMEHTaMHU.

Tema 2. Cucremsbl
JOKYMEHTAIlMu W BUIBI
nokymeHToB (YK-4)

OcHoBHbIE TepMUHBI U onpeaenenus, Kinaccuduxarms
TOoKyMeHTOB, CrcTeMa OpraHu3allMOHHO-TIPaBOBOM JTOKYMEHTa-
uuu, Cucrema pacnopsiAMTeNbHON JOKyMeHTaluu, Cucrema
WH(POPMAITMOHHO-CIIPABOYHOH JToKyMeHTanuu, Crucrema
IJIaHOBOM JOKyMeHTauuu, CrucremMa OTYETHOM TOKYMEHTallUH,
Cucrema yuyeTHoOM nokyMeHTanuu, Cuctema J10roBOPHOM
JIOKYMEHTAI[1H.

Tema 3. O61mue NpUHIUIIBI
OpraHM3aly JeJI0Npous3-
BOJICTBA M JIOKYMEHTHPO-
BaHMs yIIPABICHUYECKOH ae-
arenbHoCcTU (YK-4)

OO0mre MPUHIUITBI OpPTraHU3AINH JISTIOTIPOU3BOJICTBA, OOIIIHE
MPUHIIUIIBI OPraHU3alui JOKYMEHT0000pOTa, O0IIHNe TPUHIIUIIBI
JOKYMCHTHUPOBAHUA.

Tema 4. O6mme mnpaBuia
MOATOTOBKH U odopmiie-
Hus 1oKkyMeHTOB (YK-4)

I'OCT P 7.0.97 — 2016. [IpaBuiia opopmiieHUs OTIEIbHBIX PEK-
BU3UTOB JIOKYMEHTOB.




Tema 5. [IpaBuia
MOATOTOBKH #  odopmite-
HHUA KOHKPCTHBIX BHUIOB
nokymeHToB (YK-4)

[IpaBuna moaAroToBKH U 0popMIICHHST OPTaHU3AIIOHHO-TIPABO-
BBIX JOKYMEHTOB, PacClOpsAUTEIbHBIX IOKYyMEHTOB, HHpOpMa-
LIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

Tema 6. Opranuzanus
nokymeHnToobopora (YK-4)

OO01as xapakTepucTHKa IOKyMEHTONOTOKOB. [IpaBuia paboTsl
C BXOJSIIMMU JTOKyMeHTamH, [IpaBuia paboThl ¢ HCXOAAIIUMHU
nokyMmeHTamu, [IpaBusa paGoThl ¢ BHyTPEHHUMH TOKYMEHTAMU,
[IpaBuna TekyIiero xpaHeHus: JOKYMEHTOB U IIepelauu UX B ap-
XHMB ¥ Ha YHUUYTOKEHHUE.

Tema 7. JlokanbHbIE
HOPMATUBHBIE  aKThl B
o0jacT JOKYMEHTAllMOH-
HOro o0OecrevyeHus: ynpas-
nenust (YK-4)

HNHcTpyknus 1o aenonpousBoAcTBy, [1onoxkeHne o CTpykTyp-
HOM nofipazaenenuu, TabGenp u ans060M GopM JOKYMEHTOB,
rpaduk 1oKymMeHTo000poTa, HoMeHkmaTypa e, nHble JTOKalb-
Hble akThl. ONTUMM3ALKS JOKYMEHTO000POTa U cXeM (PyHKIHO-
HAJIBHBIX B3aUMOCBSI3€ MKy MO/Ipa3IeICHUsIMU

5. YueOHO-MeTOoAMYecKOe U MH(OPMALTMOHHOE o0ecTedeHrne Y4eOHOH TUCIUIIJIMHBI

5.1. Ocnosénan numepamypa:

1. ApacnanoBa, B. A. JlokyMeHTallMOHHOE 00ECTICUCHHE YIIPABIECHUS ;| yUeOHO-TIPaKTHYC-
CKoe mocobue B cxemax, Tabnuuax, oopasuax / B. A. ApacnaHoBa. — 2-e uU31., 101. U niepepad. —
Mockga ; bepnun : lupext-Menua, 2020. — 266 c. : ui., Tabn. — PexxuM qoctyna: mo moAamnucke.
— URL: https://biblioclub.ru/index.php?page=book&id=578394.

2. I'punbepr, A. C. JloKyMeHTaMOHHOE O0OeCleUYeHUe YIPaBICHUS yueOHUK /
A. C. I'punbepr, H. H. I'op6aués, O. A. MyxamermnHa. — Mocksa : FOuuru-Jlana, 2017. — 392
Cc. : Tabm., rpad., Wi, cxeMbl — Pexum gocrtyma: mo momanucke. — URL: https://biblioclub.ru/
index.php?page=book&id=684757.

5.2. /lononnumenvnas numepamypa:

1. denoBoe muceMo : yueOHOoe mocobue / aBt.-coct. M. H. Kysnmemos. — 11-e m3m. —
Mockga : JlamkoB u K°, 2021. — 162 c. — (YueOHble uzmanus s OakanaBpoB). — Pexum 1o-
ctyna: o noanucke. — URL: https://biblioclub.ru/index.php?page=book&id=621633.

2. Kysueunos, C.JI. CoBpeMeHHbIE TEXHOJIOTUH JOKYMEHTAMOHHOIO O0EeCIeueHus yrpas-
nenus: yae0. mocobue / C.JI. Ky3unenos; mox pea. T.B. Ky3nenoBoii. - Mocksa: M3narensckuit
aom MO, 2010.

3. Kymnup, O.H. OcHOBBI JOKYMEHTHUPOBaHHMSI YIIPABICHUYECKON IEATeILHOCTH: y4eO. 1mo-
cobue no crenkypcey / O.H. Kymnup, M. B. Kymnup; Komu peciybnukanckas akaj. roc. Cryx-
Ob1 1 ynpasiieHus. - CoikTeiBKap: M3n-so KPAI'CuY, 2009. - 77 c.

4. Kymnup, O.H. Ilucemenssle aenoBble KoMMyHUKanuu: yue6. nocobue / O. H. Kymi-
Hup, M. B. Toauka; Komu pecnyOnmkaHckas akaja. roc. ciy>kObl U ynpasieHHs. - ChIKTBIBKap:
Hzn-so KPAI'CnVY, 2013. - 120 c.

5. Poroxwun, M. 0. J/lenoBsie JOKyMEHTHI B IpUMepax U o0pasuax: COOPHHUK TUIOBBIX
nokymenToB / M. FO. Poroxun. — Mockga ; bepnun : Jlupekr-Menua, 2014. — 496 c. : ui. —
Pexum nocryna: no noanucke. — URL: https://biblioclub.ru/index.php?page=book&id=253701.
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https://biblioclub.ru/index.php?page=book&id=253701
https://biblioclub.ru/index.php?page=book&id=621633
https://biblioclub.ru/index.php?page=book&id=684757
https://biblioclub.ru/index.php?page=book&id=684757
https://biblioclub.ru/index.php?page=book&id=578394

6. Poroxun, M.IO. JlenonpousBoactBo: kypc aekiuii / M.IO. Poroxun. — Mocksa ; bep-
muH : [upekr-Menua, 2014. — 229 c. : wn. — Pexxum pocrtyna: mo moamucke. — URL: http:/
biblioclub.ru/index.php?page=book&id=253702.

7. Poroxwun, M.IO. JlokymeHTanmonHoe obecrieueHue ymnpasienus / M.FO. Poroxun. —
Mocksa ; bepnun : [lupexkr-Menua, 2014. — 398 c. : win. — PexxuMm noctyna: 1o mojnucke. —
URL: http://biblioclub.ru/index.php?page=book&id=253705.

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

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

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

5.6. Hopmamuenule npagosvle aKkmol u memoouuecKue 00OKyMeHmul:

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

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

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

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

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

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

®epnepanbubiit 3akoH OT 22.10. 2004 Ne 125-®3 «O06 apxuBHOoM nene B Poccuiickoii de-
Jiepanumny;

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

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

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

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

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

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

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

MeTtoanyeckie peKOMEHJAINHU 0 pa3paboTKe HHCTPYKLHUI 1O JIEIIONPOU3BOJICTBY B (e-
JIepabHBIX OpraHax MCIOJHUTENbHOU BiacTu yTB. [Ipukazom Pocapxusa ot 23.12.2009 Ne 76;

[Tpuka3 Pocapxusa ot 11.04.2018 Ne 44 «O06 ytBepxaenuu [IpumepHoi HHCTPYKIMH 110
JIENIONPON3BOCTBY B TOCY/IaPCTBEHHBIX OPraHU3aLUIX);

[Mocranosnenne IlpaButenscTBa Poccuiickoit @enepanun ot 27.12.1995 Ne 1268 «O6
YHOPSA0OYEHUH U3TOTOBIICHUS, UCTIOJIb30BAHUS, XPAHEHUSI U YHUUTOKCHUS 1eyaTeil 1 OJaHKOB C
BocrpousBeienueM ['ocynapctBennoro repoa Poccuiickoit @enepanuny;

[ToctanoBnenue IIpaButenpctBa PO ot 22.09.2009 Ne 754 (pen. ot 17.10.2017) «O06
yTBep)kaeHuH [lonoxeHus o cucreMe MeXBETOMCTBEHHOTO AIEKTPOHHOIO JOKYMEHTO000pOTay;

[Tpuka3z MunkyiasTypbl Poccun ot 25.08.2010 Ne 558 (pexn. ot 16.02.2016) «O6 yTBep-
xaeHuu [lepedHs TUTIOBBIX YIIPABICHUYECKUX APXUBHBIX JJOKYMEHTOB, 00pa3yIOIIMXCS B MPOIIEC-
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Ce JEATEIBHOCTH I'OCYIapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CAMOYIPABIEHUS U OpraHH3a-
LUH, C yKa3aHUEM CPOKOB XpaHEHUS;

[Tpuxa3 Munkynstypsl Poccun ot 31.03.2015 Ne 526 «O06 yTBep»AeHUH MpaBH Opra-
HU3aLMW XpaHEeHMsI, KOMIUIEKTOBAaHUs, y4eTa U HUCIOJb30BaHUs JOKYMEHTOB APXUBHOTO (poHIa
Poccuiickoit denepanuu u Apyrux apXUBHBIX JOKYMEHTOB B OpraHax rocyAapCTBEHHOW BIIACTH,
OpraHax MECTHOT'O CaMOYIPAaBJIEHUSI U OPraHU3aALUAX»;

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

[MoctanoBnenne IlpaButrensctBa PD ot 06.02.2010 Ne 63 (pex. ot 29.12.2016) «O6
yTBepkKAeHUN MHCTpYKIIMK 0 OpsAJIKE AOMYCKa TOJKHOCTHBIX JIMI U rpaxaad Poccuiickon Pe-
JIEpalliy K TOCY1apCTBEHHOMN TailHe»;

[Toctanosnenne [IpaButensctBa PO ot 23.07.2005 Ne 443 (pen. ot 18.03.2016) «O06
yTBepkaeHun [lpaBun pa3paboTKu MepeyHsi CBEIACHUH, OTHECEHHBIX K TOCYAapCTBEHHOW Taii-
HE;

[MoctanoBnenne IIpaButensctBa P ot 04.09.1995 Ne 870 (pen. ot 18.03.2016) «O6
yTBepkaeHuH [IpaBus oTHECeHHs CBEEHHM, COCTaBISIONIMX rOCYAapCTBEHHYIO TallHY, K pa3-
JIMYHBIM CTENIEHSM CEKPETHOCTHY;

[Toctanosnenue I[1paButensctBa P ot 01.11.2012 Ne 1119 «O6 yTBepxkaeHuu TpedoBa-
HUH K 3aIIUTe MePCOHANBHBIX TaHHBIX MIPU UX 00paboTke B MH(YOPMAIIMOHHBIX CUCTEMAaX MepCo-
HaJIbHBIX TAHHBIX);

[Moctanonenue [IpaButensctBa PO o1 15.09.2008 Ne 687 «O6 yrBepxkaeauu [lomoxe-
HUA 00 0COOCHHOCTSIX 00pPaOOTKHU MEPCOHAIBHBIX JAHHBIX, OCYIICCTBISIEMON 0€3 MCIOJIb30Ba-
HUS CPEJCTB aBTOMATU3ALIUN»;

[Toctanosnenne I[IpaBurensctBa PO ot 03.11.1994 Ne 1233 (pen. ot 18.03.2016) «O06
yTBepkaeHnu [lonoxenus o mopsake oopaiieHus co ciayxeOHoi nHpopManrei orpaHHYeHHOTO
pacnpocTpaHeHus B (peepalibHbIX OpraHax MCIOJIHUTEIbHON BIACTH, YIIOJTHOMOYEHHOM OpraHe
YIPaBIEHHUS UCIOIb30BAaHUEM ATOMHOW SHEPIUU U YNOJIHOMOUYEHHOM OPraHe IO KOCMHUYECKOU
NeSITEIbHOCTI;

I'OCT P 7.0.8-2013. Haumonansubsiii cranmapt Poccuiickoit ®enepaunn. Cucrema
CTaHAAPTOB 1O MHGOPMAINH, OMOINOTEYHOMY M M3JaTeIbCKOMY Jeny. Jlemonponus3BoaACTBO U
apxuBHoe neno. Tepmunsl u onpenenenust (ytB. Ilpuxaszom Poccrannmapra ot 17.10.2013 Ne
1185-c1);

I'OCT P 7.0.97-2016. Cucrema ctangapToB no uHpopMaiuu, OMOIHMOTEUHOMY U HU3-
natenbckoMy nieny. OpraHu3allMOHHO-PACIOpsAIUTENbHAsS JOKyMeHTauus. TpeOoBaHus K
oopmrnenuto nokymeHnToB (yTB. IIpukazom Poccrangapra ot 08.12.2016 Ne 2004-cT);

3akoH Pecryomuku Komu ot 06.06.1994 Ne XI1-20/1 «O T'ocymapctBenHoM repbe Pec-
ny6nuku Kommy;

[Toctanosnenue [IpaButensctBa Pecrryommku Komu ot 11 deBpans 2015 roga Ne 58 «O06
YTBEPKACHUH TUIIOBOM MHCTPYKIMH IO JI€JIONPOU3BOJICTBY B OpraHax B CUCTEME MCIIOIHUTENb-
Hoii BacTu PecryOnnku Komny;

IHocranosnenue IlpaButensctBa Pecyomuku Komu ot 20.09.2011 Ne 396 «O6 opranu-
3allMd MEXBEJIOMCTBEHHOM CHCTEMBI 3JIEKTPOHHOTO JOKyMeHTooOopoTa» (BMmecte ¢ Ilomoxe-
HUEM O MEXBEJIOMCTBEHHO! CHCTEME JIEKTPOHHOTO JOKYMEHTO000POTa).

6. CpexacrBa o0ecrieueHHsI OCBOEHHS Y4eOHOM M CIMIIJIMHBI

B y4ueOHOM mporiecce npu peanu3anuu yu4eOHON AUCUUILIMHBI «OCHOBBI JOKYMEHTHPO-
BaHUs YIPABICHYECKON E€ATEIbHOCTUY UCIOJIb3YIOTCS CIEAYIONIME NPOrpaMMHBIE CPEJICTBA:
Ungopmayuonnvie mexno- | Ilepeuenv npocpammmnozo obecneuenusn u unH@popmayuon-
a0z2uu HBIX CHPABOUHBIX CUCHIEM
OducHplii naker s padbotsl | Microsoft Office Professional
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C IOKYMEHTaMH1 Microsoft Office Standart
P7-O¢uc
HNudopmannoHHo-cripaBoy- CrpaBouHno-nipaBoBasi cucteMa «KoncynpranT ILmroc»
HbI€ CHUCTEMBbI CnpaBouHo-1ipaBoBas cucrema «l'apanT»
OnexrponHo-6nbmmoreunsle | OBC «YHuUBepcHuTeTCKasi OMOIMOTEKa OHJIAHHY
CHCTEMBI HarnmonanwsHas snexktponnas 6ubnuoreka (https:/H36.pd) (B
snanun 'OY BO KPAI'CnY)
Hayunas snextponHas 6ubnmnoreka «KubepJlennnka»
https://cyberleninka.ru
Poccuiickas Hay4Has 3JeKTpOHHAsE OUOIHOTEKa
https://www.elibrary.ru
DJeKTpOHHAs MoYTa DJeKTpOHHAs MovTa B IoMeHe krags.ru
CpencTBa i OpraHu3aium CepBucbl BeO- U BHUACOKOH(EPEHLCBA3M, B TOM YHUCIIE
BEOMHAPOB, TEJIEMOCTOB H BigBlueButton, SberJazz
KoH(DepeHImi

COHpOBO)KI[eHI/Ie OCBOCHUS NUCHUITIINHBI O6yanOHII/IMC$I BO3MOXHO C HUCIIOJIB30BAaHUEM
ANIEKTPOHHOU HWH(pOopMaImoHHo-oopazoBatenbHol cpenbl 'OY BO KPAI'CuY, B Tom uucie
oOpazoBarenbHOr0 noprana Ha ocHoBe Moodle (https://moodle.krags.ru).

7. MaTepuaibHO-TeXHUYeCKoe o0ecneyeHue
OCBOEHUS Y4eOHOM TMCUMILIUHBI

[Ipu npoBeneHun ydeOHBIX 3aHATHH N0 JuUCHMILIMHE «OCHOBBI JTIOKYMEHTHPOBAHUS
yIpaBJIEHYECKON JesATeIbHOCTH» 3a/eUCTBOBaHA MaTepualbHO-TexHHYeckas 6aza ['OY BO
KPAI'CuY, B cocTtaB KOTOPOI BXOJAT CIEAYIOIIUE CPEACTBA U PECYPCHI IJIsi OpraHU3aI[uu CaMo-
CTOSITEIHHON M COBMECTHOM pabOThl 00yHJaIOIINXCS ¢ MPeToaBaTesieM:

— CHeUualbHBIe TOMEUICHUS IS pealu3alid JAAHHOW JUCHUIUIMHBI TIPEJICTABISIOT
co0oi y4ueOHbIE ayIUTOPHH JJISl TPOBEIACHUS 3aHATHN JIEKLMOHHOTO THIIA, 3aHATUH CEeMHUHAp-
CKOTO THIIA, BHIITOJIHEHHS KypCOBBIX pabOT, TPYNIOBBIX U WHAMBHIYaJIbHBIX KOHCYJIbTAIUHN, TE-
KYIIEro KOHTPOJIS U TMPOMEXYTOUYHOW aTTECTAlll, a TAaK)Ke MOMEUICHHUs JJISi CAMOCTOSTEITLHON
paboThl M TOMEILIEHUS 1711 XpaHeHHsI U MPO(PUIAKTHYECKOT0 00CTyKUBaHUS yueOHOro 000pyI0-
BaHus. CrienuanbHbIe MOMEUICHNST YKOMIUIEKTOBAHBI CTIIEIUAIN3UPOBAHHON MEOCThI0 M TEXHHU-
YECKUMH CPEJICTBAMHU OOYUYEHUS, CIYKAIMMHU JIJIsl IPECTABICHUS YIeOHOU HHPOpMAIK OO0JTh-
LIOW ayJJUTOPHH.

s npoBeAeHUs 3aHATUN JIEKIMOHHOTO THUIA MpeJiaratoTcsi Habopbl IeMOHCTPAIIMOH-
HOTO 00OpyJIOBaHUS M Y4eOHO-HAIJISIIHBIX MOCOOMH, oOecreynBaroniie TeMaTHYeCKUe HILIIO-
CTpaluu:

— nabopaTopuio, OCHAIICHHYIO JJAOOPATOPHBIM 000PYAOBAHUEM;

— TIOMEIIEHUE TSl CAaMOCTOSITENFHOM PaboOThl 00YYArOMIMXCSl OCHAIIEHO KOMIBIOTEPHOU
TEXHUKOW C BO3MOXKHOCTBIO MOJAKIIOUEHUsl K ceTu «VHTepHeT» M obecrneueHueM J0ocTyna B
3JIEKTPOHHYIO0 HHPOPMALIMOHHO-00pa30BaTENIbHYIO Cpely OpraHu3alluy;

— KOMIIBIOTEPHBIE KJIACChl, OCHAICHHBbIE COBPEMEHHBIMH IEPCOHATBHBIMU KOMIIBIO-
TepaMu, pabOTAIOLIMMH OJ] YIIPaBIECHHEM ONEepPallMOHHBIX crucTeM Microsoft Windows, o0beu-
HEHHBIMHU B JIOKAJIbHYIO CETh U UMEIOUIUMHU BBIX0] B IHTEepHET;

— Oubnuoreka AKaIeMUHW, KHIDKHBIA (DOHI KOTOPOH COAEPKHUT HAYYHO-HUCCIEO-
BaTEJIbCKYIO JINTEPATYPY, HAYUHBIC )KYPHAIBI U TPYbl HAYUYHBIX KOH(GEPEHIINH, a TAKKE YUTAIIb-
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HBIH 3a71;

— cepBepHOe 000py/IOBaHKE, BKIIOYAIOIIEE, B TOM YHCIE, HECKOIBKO CEPBEPOB CEpUU
IBM System X, a Take BUPTyaJbHbIE cepBepa, padoTaroNIe MO/ YIIPAaBICHUEM OINEePAlMOHHBIX
cuctem Calculate Linux, BximrouenHoit B Peectp Poccuiickoro I1O, Linux Ubuntu Server u
Microsoft Windows Server u ciry>xamumu AJisi pa3MeIIeHHs pa3InIHbIX CEPBUCOB U CIYXkO, B
TOM uucie i ooecneyenus pabotel CYBJl MySQL;

— CeTeBOE KOMMYTAIIMOHHOE 000pyAOBaHHe, obecreunBaroiiee padoTy JOKAIbHOU CETH,
MPEeA0CTaBIICHUE JOCTYIAa K ceTH Internet ¢ o0mieir ckopocThio moakroueHuss 100 Mowut/cek, a
TaKke paboty 6ecripoBOHOTO cerMeHTa cetr Wi-Fi B moMenieHusax AkajneMun;

— MHTEPaKTUBHBIC HHPOPMAIIMOHHBIE KHOCKH «HPOY;

— IpoTpaMMHBIC U ariapaTHbIC CPECTBA JIJIS IPOBEACHHS BHICOKOH(EPEHIICBS3H.

Kpome Toro, B 00pa3oBaTeiqbHOM MpOLECCe OOYYAIOUIMMHUCS MIMPOKO HCIIONIB3YIOTCS
CIICAYIOIINE DIIEKTPOHHBIE PECYPCHI:

- cucreMa Internet (ckopocth nogkoueHus — 100 Mout/cex);
- caifr www.krags.ru;
- oecnpoBoHas ceth Wi-Fi.

KoHkpeTHbIe TMOMEIICHUsT JUIsI OpTaHM3alMd OO0y4YeHHs Mo auciuIuimHe «OCHOBBI

JOKYMEHTUPOBAHUSI YIIPABICHYSCKON JCATEIBHOCTIY ONPEACIISIOTCS paciuCaHueM yUeOHbIX 3a-

HATUH ¥ MPOMEKYTOUHOU aTTectanuu. OOOpPYIOBaHHE U TEXHHUYECKOE OCHAIICHHUE ayIUTOPHH,
MPEACTABIICHO B MAcopTe cooTBeTCTBYIOmMUX KabuneroB 'OY BO KPAI'CuY.

PA3SJEJ II. METOAUYECKHUE MATEPHUAJIbBI

BaxkneiiimmMm ycioBueM yCIENIHOrO OCBOEHHUSI MaTepuaa SBIISeTCs IUIaHOMepHas paboTa
o0yyJaromerocsi B TeUE€HHE BCEro Mepuoja M3yudeHus AucHUILInHbL. OOyuaromemycs He00Xo-
JTUMO O3HAKOMHTHCS CO CIEAYIONMEH Yy4eOHO-METOAMIECKON JOKYMEHTAIIUEH: MPOTpaMMOi JTHC-
OUITIIUHBI, y‘-I€6HI/IKOM n y‘ICGHLIMI/I HOCO6I/I}IMI/I 0 AUCHUIUIMHE; 3JICKTPOHHBIMHA peCypCaMu 110
OUCHMILTUHE; METOANYECKUMHU U OLIEHOYHBIMHU MaTepHallaMy 1O JUCIHUILIHNHE.

yqe6HBIﬁ nmponecc Impu peajirM3al AUCHUIUIMHBI OCHOBBLIBACTCS Ha HCIIOJIB30BaHUU
TPaaAULIMOHHBIX, HHHOBAIIMOHHBIX U HHPOPMAIIMOHHBIX 00pa30BaTeNbHBIX TEXHOJIOTUH.

TpaguironHsie 00pa30BaTENbHBIC TEXHOJIOTUU MPEICTABICHBI JIeKYUAMU U 3AHAMUAMU
CEMUHAPCKOT0 TUTA (TTPAKTUYECKUE 3aHATHS).

I/IHHOBaI_[I/IOHHBIG 06pa3OBaTeHBHBIC TCXHOJIOTHMH HCIIOJIB3YIOTCS B BUAC HIMPOKOTO IPH-
MEHEHUS! aKTHBHBIX U MHTEPAKTUBHBIX (OpPM IMpOBelNeHUs 3aHATHI. AyautopHas paborta o0y-
Jarlomuxcda nOpeaycMaTrpmuBacT JICKIUU-TIPE3CHTAIlUU, aHaJlnu3 MPaKTUYCCKUX CHTyaHHﬁ,
MOJITOTOBKY JTOKYMEHTOB.

WNudopmanronHsie 00pa3oBaTelbHbIE TEXHOJOTUU DPEATM3YIOTCS IYTEM aKTHBHM3AlUU
CaMOCTOSITENIbHON Pab0Thl 00yUYarImMXCcs B UHPOPMAIIMOHHON 00pa30BaTeILHOM cpee.

Bce ayautopHble 3aHATHS MPECIEAYIOT HEelb 00eCleYeHHs] BBICOKOTO TEOPETHUYECKOTO
YPOBHS U MPAKTUYECKOI HANIPaBICHHOCTH 00yUYEeHHUS.

Iloozomoexa K 1eKUUOHHBIM 3AHAMUAM

B xoxe nekuumii npenoaaBarenb U3araeT U pa3bsCHIET OCHOBHBIE M HauOOJIee CII0KHbBIE
IIOHATHUA TEMbI, @ TAKIKC CBA3aHHBIC C Hel TCOPCTUYUCCKUC U TPAKTUYICCKHUC HpOGJ’IGMLI, HacT pe-
KOMEHJAIMK MO MOATOTOBKE K 3aHATHUAM CEMUHAPCKOro THUMAa U CaMOCTOSTeNbHOM pabote. B
X04€ JICKIIMOHHBIX 3aHSATUN 06yqafomeMyc;1 CJICAYCT BECTU KOHCIICKTUPOBAHUC yqe6H0r0 Marte-
puaia.

C uenpio oOecmedeHUs YCHEMIHOTO OCBOCHHS JUCIUIUTMHBI OOYYaIOUTUICS TOJDKEH
TOTOBUTHCS K Jiekiuu. [Ipu 3ToM Heobxonumo:

- BHUMATEJIBbHO MTPOYUTATh MAaTEPHUAIT PEBIAYIIEH JIEKLINH;
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- O3HAaKOMHTbHCA C YUeOHBIM MaTepHAIOM JIEKIUH MO PEKOMEHIOBAaHHOMY YYEOHUKY M/
WK y4eOHOMY TI0COOUIO;

- YSICHUTh MECTO U3y4aeMOW TeMbI B CBOEH MpohecCHOHATLHON MOJTOTOBKE;

- 3amMcath BO3MOJXKHBIE BOIPOCHL, KOTOpbIE OOyYaroUWiicsi MpenarnoyiaraeT 3a1aTh
IIpEnoaaBaTellto.

Iloozomoeka K 3anamuam ceMunapcKo2o muna

OTOT BUJI CAMOCTOSATEIBHOM pabOThl COCTOUT U3 HECKOJIBKHUX 3TAIOB:

1) moBTOpEeHue M3y4eHHOro Marepuana. JlJis 3TOro MCHoJb3yIOTCS KOHCIEKTHI JIEKIUH,
PEKOMEH/I0BaHHAsl OCHOBHAS M IONIOJIHUTEIIbHAS JINTEPATYPA;

2) yriybnenue 3HaHMU 1Mo TeMe. [l 3TOro pekoMeHAyeTcsl BbIIUCATh BO3HUKIINE
BOIIPOCHI, UCIIOJIb3yEMBIE TEPMHUHBI;

3) moAroToOBKa JI0KJIAA0B [0 TeMaM, IpejiaraeMbIM MpenoiaBaTeieM, Ui aHalIu3 MpakK-
TUYECKUX CUTYaLlUH U JIp.

[Tpu moAroToBKE K 3aHATHSAM CEMHUHAPCKOTO THUIA PEKOMEHIYETCSI C LIENbI0 MOBBIIICHUS
uX 3PEKTUBHOCTH:

— YJeNSITh BHUMaHUE pa300py TEOPETHUECKUX BOIIPOCOB, OOCYKIaeMbIX Ha JIEKIUX;

— YIeNnATh BHUMaHHE KPaTKOMY IOBTOPEHMIO TEOPETUYECKOT0 MaTepHasa, KOTOpbIN HC-
M0JIb3YETCS MPY BHIMOJIHEHUH MTPAKTUUECKUX 3aJaHUll;

— BBITIOJIHATH BHEAYJUTOPHYIO CAaMOCTOSITEIbHYIO paboTYy;

— CTaBUTbH NMPOOJIEMHBIE BOMPOCHI, IO BOZMO>KHOCTH HCIIOJIb30BaTh IPUMEPHI C paKTUYe-
CKUM COJIEp’)KaHUEM;

— BKJIIOYATbCS B MCHOJb3yeMble NMPU MPOBEACHUN MPAKTHUUECKUX 3aHATHH aKTHBHBIE U
MHTEPaKTHUBHBIC METO/bl O0YUYCHHUS.

[Ipu pa3bope npumepoB B ayJuUTOPUH WU JIOMa LEJIeCO00pa3HO KaXKIbl WX HUX
00OCHOBBIBATh TEMH UJIM HHBIMU TEOPETHUECKUMH TMOJIOKEHUSIMH.

AKTHUBHOCTb Ha 3aHITHSIX CEMHUHAPCKOTO THIA OL[ECHUBAETCS 110 CIEAYIOIIUM KPUTEPHUIM:

— OTBETHI Ha BOIIPOCHI, IPEIaraeMble IIpenoaBaTesieM;

— Yy4YacTHe B IUCKYCCHSIX;

— BBINOJIHEHNE IPOEKTHBIX U UHBIX 3a/1aHU;

Opzanuzayus camocmoamenvHoi padbomut

CamocrosTenbHas pabora o0yyaromuxcs MpeacTaBiaseT co0oi Mmpoiecc akTUBHOTO, Ie-
JIEHANPaBJIECHHOTO MPHUOOPETEHUSI UMU HOBBIX 3HAHUI, yMEHHI 0€3 HEMOCPEACTBEHHOTO yUacTHs
IpernoiaBaTessi, XapakTepU3yIOIINHCs MpeAMETHONW HaNpaBIeHHOCThIO, 3()()EeKTUBHBIM KOHTPO-
JIEM U OLEHKOW Pe3ysIbTaTOB JESITEIbHOCTH 00yUaroIIerocs.

3amauaMy caMOCTOSTEIbHOM paboThI SABISIOTCS:

— CHCTeMaTH3alMs U 3aKpeIUICHHE MOJyYeHHBIX TEOPETUUYECKUX 3HAHUW U MpakThuye-
CKUX YMEHUI U HaBBIKOB 00YYarOIUXCS;

— yriyOlieHHe U paciIMpeHue TEOPETUYECKUX 3HAHUI;

— (QopmupoBaHHE YMEHHH HCIOJIH30BaTh HOPMATHBHYIO M CIPAaBOYHYIO JIOKYMEHTa-
LU0, CIIEIIUAIIBHYIO JIUTEPATYPY;

—  pa3BUTHE MO3HABATEJBHBIX CIIOCOOHOCTEH, aKTUBHOCTH OOYYaIOIINXCs, OTBETCTBEH-
HOCTH ¥ OPIraHU30BaHHOCTH;

— (opMHpOBaHUE CAMOCTOSTEILHOCTH MBIIIECHHS], TBOPYECKONW WHUIIMATUBBI, CIIOCOO-
HOCTEHN K CAaMOPA3BUTHIO, CAMOCOBEPIICHCTBOBAHUIO M CAMOpEAIN3allNY;

—  Pa3BUTHE UCCIIEN0BATENBCKUX YMEHUN U HABBIKOB.

[Ipy m3ydeHUM IUCIUIUIMHBI OpPraHM3alMsl CaMOCTOSTENbHON pPadoThl 00yYaromuXcs
NpeJCTaBIsieT cO0ON €AMHCTBO TPEX B3aUMOCBSI3aHHBIX (OpM:

1) BHeayTuTOpHAs caMOCTOSITeNIbHAs paboTa;

2) ayIUuTOpHasi caMOCTOsTeNIbHAs paboTa, KOTOpast OCYIIECTBISIETCS TI0J] HETIOCPEICTBEH -
HBIM PYKOBOJICTBOM IIpENoaBaTelis P MPOBEACHUN MPAKTHUECKUX 3aHSATUH M BO BpeMs uTe-
HUS JICKIH;

3) TBOpuUECKasi, B TOM YHCII€ HAyYHO-HCCIIeJ0BaTeNbCKas padorTa.
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Ilepen BbIMoONHEHHEM OOYYaIOIIMMUCS BHEAYyAUTOPHOM CaMOCTOSATENBHOM paboOThI
MpernojaBaTesib MOKET 1aBaTh Pa3bsiCHEHUS 110 BHIMIOJIHEHUIO 33/1aHUS, KOTOPbIE BKIIFOYAIOT:

— LIeJb U COZIEpKAHNE 3aJaHUS;

— CPOKH BBITIOJIHEHUS;

— OPHUEHTHUPOBOUYHBINA 00BbEM PabOTHI;

— OCHOBHBIE TPEOOBAHHUSA K pe3yJibTaTaM pabOThl U KPUTEPUU OIICHKHU;

— BO3MOXKHBIE TUITUYHBIEC OIIUOKH MIPU BHITOJIHEHHH.

KoHTposb pe3ynbTaToB BHEAYJAUTOPHOM CaMOCTOSATEIBHONW paboThl O0ydYaroImmxcs
MOJKET MPOXOAUTH B MMCbMEHHOM, YCTHOM MM CMEIIaHHOH GopMme.

Wnorga mpernopaBatenb Ui TEMaTUYECKUX 3aHATHSIX CEMHHApPCKOTO THMA MOpYyYaeT
00yyYaroImumMcs MOAroTOBUTH A0KIa . [Ipy moAroToBKe OKIaAa, MONb3YSACh PA3TMUYHBIMU HCTOY-
HUKaMHU (y4eOHO U criennaabHOU JINTEpaTypol, B TOM YHCe MOHOTpaUusIMH, AUCCEPTALUIMU
U CTaThsIMHM, MH(QOPMALMOHHBIMU HCTOYHUKAMH, CTaTUCTHUYECKOW HH(OpManueil, HopMaTuB-
HBIMH MIPaBOBBIMU aKTaMU M T.J.), HEOOXOAUMO MOJHOCTBIO PACKPBITh TEMY, IOCIIEI0BATENBHO
U3JI0KUTh UCTOPUIO BOIIPOCA, UMEIOIMECS TOUKU 3pEHUs, COOCTBEHHbIE BbIBOBI. Heo0xoaumo
n30eratb HEMPOBEPEHHON MHGOpPMAIUU, OTOBApUBATh JIETUTUMHOCTh UCTOYHHKOB. OOs3aTelnb-
HBIM SIBJIIETCSl COTNPOBOXKIEHHUE JTOKJIANa IEKTPOHHOM NpPE3€HTAalUEH, CIETaHHON B PENAaKTOPE
Power Point. DnexTpoHHas mHpe3eHTalus BKJIIOYAET: TUTYJIBHBIM Claill ¢ yKa3aHHEM TEMBI
nokinana, @.1.0. obyyaromierocs; OCHOBHbIE TOJ0KEHHUS JOKIIAAA, BEIBOJBI U 3aKITIOUUTEIbHBIN
CJIai/T CO CIMCKOM MCTOYHUKOB U OnaromapHocThio (8—10 cmaitnos). Chaitasl MOTYT OBITH TPO-
HyMepoBaHbl. L[BeToBoii ¢oH craiioB moadOupaeTcs Tak, YTOOBl HA HEM XOpOHIO ObLT BHUJIEH
TekcT. Ciymiast JOKJIabl U BBICTYIUICHUS Ha 3aHSITUH CEMHHAPCKOIO TUIA WU PEIUIMKH B XOJE
JMCKYCCHH, 0Oy4YalolIMMCsl Ba)KHO HE TOJBKO YBaXKaTb MHEHHE COOECEIHMKA, HO M HCIIOJIb30-
BaTh HAaBBIKM aKTUBHOTO WM pedIEeKCUBHOTO CiylIaHus (HE mepeOuBaTh, AaBasi BO3MOKHOCTb
MIOJTHOCTBIO BBICKA3aTh CBOIO TOUKY 3PEHUS, HETIOHATOE YTOUHATh, IepeopMyIHpys BbICKAa3aH-
HOE | T.IL.).

Iloozomoexa k npomedrcymounoit ammecmayuu

Buaom nmpomexyTO4HOW aTTeCTallMM MO JAHHOW IUCLMIUIMHE SABISETCA clada 3adera.
[Ipy npoBeneHUM NPOMEKYTOUHOW ATTECTAllMM BBISICHSETCS YCBOEHHE OCHOBHBIX TEOpPETHYE-
CKUX U MPHUKJIAJHBIX BOIIPOCOB NMPOTPAMMbI U YMEHHUE MPUMEHSTh MOJyUYeHHbIe 3HAHUS K pele-
HUIO TPAaKTHYeCKUX 3a1ad. [Ipu moaroroBke K 3adeTy y4eOHBIH MaTepHal peKOMEHIyeTcs IO-
BTOPATH [0 Y4EOHOMY M3/1aHUI0, PEKOMEH/I0BAaHHOMY B Kau€CTBE OCHOBHOM JIUTEPATyphl, U KOH-
CIIEKTY. 3a4eT IPOBOAUTCS B HA3HAUYEHHBIH JI€Hb, 10 OKOHYAHUU U3Yy4YeHMsI AUcHUIUIMHEL. [locne
KOHTPOJIBHOT'O MEPOIPUATHS MPEroiaBaTeilb YUUTHIBAET aKTUBHOCTh pabOThI 00yUaroerocs: Ha
ayJIMTOPHBIX 3aHATHUIX, KAYECTBO CAMOCTOATENIBHOM pabOThl, pe3ysIbTaThl TEKYIIEH aTTecTaluH,
MOCEIAEMOCTh U BBICTABJISIET UTOTOBYIO OLICHKY.

H3yuenue oucyuniunsl ¢ UCNONb306AHUEM OUCHAHUUOHHBIX 00PA306AMEbHBIX MeX-
Ho102Ul

[Ipu n3ydeHun TUCHMITIMHBI C UCIOIb30BAHNEM TMCTAHLIIMOHHBIX 00pa30BaTEeIbHbBIX TEX-
HOJIOTUH HEOOXOIMMO JOIOJIHUTENIBHO PYKOBOJACTBOBATHCS JIOKATbHBIMU HOPMATHUBHBIMH aK-
tamu 'OY BO KPAI'CnY, periaMeHTHPYIOIUMH OpraHU3aliio 00pa3oBaTeIbHOIO MpoIecca ¢
MCIOJIb30BaHNEM JIMCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTHIA.

PA3JIEJI I11. OHEHOYHBIE MATEPUAJIBI

8. KoHTpOJIbHO-M3MepHUTeIbHbIE MAaTEPHAJIbI, HEO0X0AMMBbIE /151 IPOBEPKH chopMHpPOBaH-
HOCTH MHIUKATOPOB JOCTHKEHHs] KOMIIeTeHUMI (3HAHMH, YMEHHIi 1 HABBIKOB)

8.1. 3a0anus ona nposedenus mexyuie2o KOHmMpOa
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Texymuii KOHTPOJIb BO3MOXKEH B JIByX (hopMax: TECTOBOM HJIU BBITIOJHECHUS TIPAKTHYC-
CKOTI'O 3a/IaHMS.

Ilpumep mecmogozo 3a0anusn

1. KakuM HOpMaTUBHBIM MIPABOBBIM aKTOM PETJIAMEHTHUPYIOTCS OCHOBHBIE MPaBHJIa JIEJI0-
MIPOM3BOJICTBA IS (heZepalIbHBIX OPTaHOB UCTIOIHUTEITFHON BIIACTH?

A) TunoBast UHCTPYKLHUS 110 AETONPOU3BOICTBY B (hefiepaibHbIX OPraHOB UCTIOIHUTEIb-
HOM BJIACTH.

Bb) TunoBoii periaMeHT AENONPOU3BOACTBA B (hefepalibHBIX OPraHOB HUCIOJHUTEIBHOM
BJIACTH.

B) IlpaBuia genonpou3BoAcTBa B (peiepaibHbIX OPraHOB UCTIOTHUTEIBHON BIACTH.

I') Ilonosxenue o AenONpON3BOACTBE B (pe/iepabHBIX OPraHOB UCTIOTHUTEILHOM BIACTH.

2. YTo noHUMaeTcs Mo AJIONPOU3BOICTBOM?

A) JlesiTenbHOCTS, 1eIeHANPaBICHHO 00ecreunBaromiasi QyHKIMH YIIPABJICHUS JOKYMEH-
TaMH.

b) JlestenpHOCTh, OOecmieunBaromiasl peain3auio eIUNHON MOJUTUKA U CTaHJApTOB II0
OTHOILIEHHUIO K IOKyMEHTaJIbHOMY (POHTy OpraHU3al1u.

B) JlesrenpHOCTB, 0OecmieynBaroIias JOKYMEHTUPOBaHUE, TOKYMEHTOO0OPOT, ONepaTuB-
HOC xpaHeHHe 1 UCITIOJIB30BAHHC ,HOKYMGHTOB.

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

A) UlTatHoe pacnucanue

b) IlocranoBnenue.

B) JlomxHOCTHASI UHCTPYKIIMHA.

I') IIporoxou.

) [puxkas.

4. B Kakylo CHUCTeMYy JOKyMEHTAIlMH BXOISAT JOKYMEHTHI, B KOTOPBIX (DUKCHUPYIOTCS
yIpaBJIeHYECKHUE PEIICHHUS TI0 OPTaHU3AI[OHHBIM, aIMUHUCTPATUBHBIM M KaJpOBBIX BoIpocam?

A) Cuctema opraHu3alliOHHO-IIPABOBOM TIOKyMEHTAIIUH.

Bb) Cucrema pacnopsiiuTeIbHON JOKYMEHTALHUH.

B) Cucrema nHpopMaIioHHO-CIIPaBOYHOM TOKYMEHTAIUH.

5. OT 9ero 3aBUCHUT COCTAaB PEKBU3UTOB, BKIIIOYAEMbIX B OJIaHK JOKyMEHTa?

A) Ot BH1a JOKYMEHTA.

b) Ot cnoco0a pacnosnokeHusi peKBU3UTOB B OyiaHKe (MPOIOJIBHBIN WM YTIIOBOM CIOCO-
ObI)

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

IIpumep npaxmuueckozo 3a0anus

CocraBbTe U 0OpMUTE MPHUKA3 10 OCHOBHOW AESITEIBHOCTH, U JIPYTHe pacHopsAUTENb-
HbI€ JIOKyMEHTBI, HEOOXOJUMBIE B TAaHHOH yIpaBIeHYECKON CUTYyallHu:

Ha MockoBckoM KOMOMHATE 10 MPOU3BOACTBY MY3bIKAJIbHBIX HHCTPYMEHTOB U MeOeau
(rocynapcTBeHHOE MpeNNpUsATUE), KOTOPBIH BXoAuT B KoHIepH MO pa3paboTke U MPOU3BOACTBY
NPOAYKIMK My3bIKadbHOU mpoMblinuieHHOCTH (POCMY3IIPOM), neiictByer Ilonoxenue o
IIPEMUPOBAHUM PYKOBOJUTEIEH LIEXOB, OTIIENOB U CiIyk0, yTBepxaeHHoe 05.01.2003 Ne 27.

12 ampens Tekyuero roga aupekrop komouHara B.M.JlaproHOB mopyuus HauaabHUKY
oTAena Tpyna u 3apaboTHoil uiatel MapkoBy H.I'. paccunTaTh pazMep npeMun pyKOBOAUTENISIM
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OT/EJIOB, IIEXOB M CIIyX0 KOMOHMHaTa Mo MTOraMm paboThl 3a MEpBHIM KBapTan K 15 ampens, a
riaBHoMy Oyxrantepy komounara Tpommnoii C.I'. — opranuzoBaTh BeIIIaTy npemun K 20 ampe-
JI1 TEKyLIETo Toja.

HavanpHuk maHoBo-s3kOHOMUYecKkoro oTaena MatBeeBa C.H. m rmaBHBIA Oyxranrep
Tpoumna C.I'. 3aBU3MpOBaIM NPOEKT MPHKa3a TUPEKTOpa KOMOUHATA.

8.2. Bonpocul 014 noozomoeku K 3aueny

1. Bwuasl knaccudukanuii JTOKyMEHTOB.

Knaccudukanms mo GpyHKITMOHAIEHOMY TIPU3HAKY.
Cucrembl JOKyMEHTAIUH.

CucreMa opraHu3alMOHHO-IIPABOBOM IOKYMEHTAIIUH.
Cucrema pacnopsiAMTEeIbHON JOKYMEHTAIUH.

Cucrema nHGOPMAIIMOHHO-CITPABOYHON JOKYMEHTAITUH.

7. IlpaBuna opopmienus: pekBusuToB «l ocynapcrBeHHsiii repd Poccuiickoit denepa-
nuu, repd cyobekra Poccmiickoit deneparuu, repd (repanbauueckuii 3HaK) MYHHITUTAIHHOTO
oOpa3oBaHusl); SMOJIEMa; TOBAPHBINA 3HAK (3HAK OOCITYKUBAHUS )».

8. IlpaBuna odopMieHHs PEKBU3UTOB «HAWUMEHOBAHHME OpraHU3allid — aBTOpa
JIOKYMEHTA»; «HAUMEHOBAHUE CTPYKTYPHOI'O MOJApa3/IeJICHUsI — aBTOpa IOKYMEHTa»; «HAUMEHO-
BaHUE JIOJDKHOCTH JIMIIA — aBTOpa JIOKyMEHTay.

9. [IlpaBuna odopmIIeHHS PEKBH3UTOB «CIPABOYHBIC ITaHHBIE 00 OpraHu3aluu» U
«CChUIKA Ha PETUCTPALIMOHHBIA HOMEP U JaTy MOCTYIHUBIIETO JOKYMEHTa.

10. TlpaBuna odopMiIeHHUS PEKBU3UTOB «HAMMEHOBAaHUE JTOKYMEHTa», «IaTa JOKYMEH-
Ta», «PETUCTPALMOHHBIN HOMEP TOKYMEHTay.

11. TlpaBuna oopmiieHUsI PEKBU3UTA «MECTO COCTABJICHHUS (M3/IaHMsI) TOKYMEHTAY, «al-

ISARRANE N

peca.

12. TlpaBuna odopMiICHHS PEKBU3UTOB «TpU( OTpaHUUYEHUS JOCTyHa K JOKYMEHTY»,
«3aroJIOBOK K TEKCTY».

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

14. TlpaBuna opopMiIeHUST PEKBU3UTA «TEKCT JOKYMEHTA.

15. TlpaBuna opopmiieHUs] pEKBU3NUTA OTMETKA O TIPUIIOKEHUI.

16. IlpaBuna opopmieHus: peKBU3UTa «TPHG COTTACOBAHUS JOKYMEHTAY.

17. TlpaBuna opopmiIeHHUS PEKBU3UTA «BU3A.

18. IlpaBuna odopmiIeHUS PEKBU3UTOB «IIOJIUCH» U «OTMETKA 00 JIEKTPOHHOM TOIITH -
CH)».

19. IlpaBuna opopMieHUST PEKBU3UTA TICUATHY.

20. IlpaBuna opopmiieHUST PEKBU3UTOB «OTMETKA 00 UCTIOTHUTEIE); «OTMETKA O 3aBepe-
HUU KOTIUM.

21. TlpaBuna ohopMIICHHS PEKBU3UTOB «OTMETKA O TOCTYIUIEHUU JTOKYMEHTa»; «OTMET-
Ka 0 KOHTPOJIE»; «OTMETKA O HAIlpaBJIEHUU JOKYMEHTA B JIETION.

22. TlpaBuna opopMIIEHUS PEKBU3UTA «PE3OTFOIIHS.

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

24. Buppl 61aHKOB. biaHk nmrchbMa opraHu3aIyu.

25. Buapl 6;1aHKOB. B1aHK KOHKPETHOTO BUIa TOKYMEHTA.

26. ®opmymsap npukasa (pacrnopsyKeHus ).

27. ®opmynsp WHPOPMAIITMOHHO-CIIPABOYHOTO JIOKYMEHTa Ha MpUMEpE CIyKeOHOH 3a-
MIHUCKH.

28. DopmyJsp MPOTOKOJIA 3aceTaHus (COBEIIAHNUSA).

29. ®opmysp akra.

30. ®opmysp A€I0BOroO MUChMa.

31. Buapl AeIOBBIX IIUCEM.

32. OO6mrast xapaKTepuCTHKA JIOKYMEHTOIIOTOKOB.
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33. IIpaBuna paGoThI ¢ BXOISAIUMH JOKYMEHTAMHU.

34. IlpaBuna paGoThI C UCXOIANIUMHU JOKYMEHTAMHU.

35. IIpaBuna paGoTbl ¢ BHyTPEHHUMH JTOKYMEHTAMHU.

36. IlpaBuia TeKymero XxpaHeHus: JOKyMEHTOB.

37. IlpaBuna nepenauu 10KyMEHTOB B apXUB.

38. MHCcTpyKuus 1Mo JeI0NpOU3BOJACTBY KaK JIOKAJbHBI HOPMATHBHBIM aKT, PErJIAMEH-
TUPYIOMIUN pabOTy C IOKYMEHTaMU B OpraHU3aIHH.

39. TlonoxkeHue 0 CTPYKTYPHOM MOAPA3ICTICHUH.

40. Tabenb u anbOOM (HOpM TOKYMEHTOB.

41. I'paduk JOKyMEeHTOOOOpOTA.

42. HomeHkiatypa Ael — MOpsI0K IOCTPOEHUSI.

8.3. Bapuanm 3a0anuit ona npoeedenus npomericymouno20 KOHmpons

[TpoMexxyTouHas aTTecTalus MPOBOJUTCS B YCTHOU (hopMme.
B kaxnapiii Ounet BXoauT 2 BOIpoca:
— nepeblil 60NPOC — TEOPETUUECKUHN — U3 CIHCKA BOIIPOCOB;
— 8MOPOU 80NPOC — MPAKTUUECKHUI — PEIICHHE Kelica WM MPAKTUYECKOTO 3aJaHus.

Keiicbl

1. B opran MyHUIIMIIAIBHOTO KUJIUIIIHOTO KOHTPOJIS (Aajiee — opraH KOHTPOJIS) MOCTYTIH-
Jla KOJJIGKTHBHAS Kajlo0a »KMIJIBIOB MHOTOKBAPTHPHOIO JoMa Ha Oe3feiicTBue ympaBisrolieit
KOMITAaHUH 110 OTHOIIEHUIO K 00S3aHHOCTH OCYIIECTBISATH COAECpPKAHUE U PEMOHT OOIIEro umy-
niecTBa. BripaBe M Opra” KOHTpOJIA NIPOBECTU BHEIIAHOBYIO IPOBEPKY YIPABIIAIOLICH KOMIIA-
HUH, €CJIH )kasio0a He TO/IIKMCaHa, a yKa3aHbl TOIBKO PeKBU3UTHI kuiibiloB: O.1N.0O., aapec, Temne-
¢bon?

2. B MecTHyI0 aJIMMHHUCTpAILMIO TOCEJIeHUsI (Ha UMS IJ1aBbl MECTHOM aJIMUHUCTPALIUN)
MOCTYTMIIA jKajo0a OT rpakIaHuHA Ha HEMCIIOJIHEHHE JOJDKHOCTHBIMH JIMLIAMH MECTHOM aJMu-
HUCTpAIMU 00sI3aHHOCTEH IO JUKBHUIAIMHA CTUXUMHOW CBAJIKU CTPOUTEIHLHOTO MYCOpa, Pacrio-
JIOXKEHHOM BoO3Jie ero jomMa. I'JmaBa MecTHOW agMHHHUCTpPAIlUMH, MOJYYHMB YKa3aHHYIO Kajoly,
HaIlpaBUJl €€ JJI1 PACCMOTPEHMS HAYAJIbHUKY KOHTPOJBHOIO JENapTaMEeHTa MECTHOW aaMU-
HucTpanuu. OJJHAKO B YCTaHOBJICHHBIN 3aKOHOM CpOK ajio0a He Obljla pacCMOTpEHa, OTBET Ha
Hee 3asBUTEI0 HE HampasieH. HeceT nu riiaBa MECTHOM aJMUHUCTpAlMd OTBETCTBEHHOCTH 3a
yKa3zaHHOe Oe3/1efiCTBHE, IPUTOM, YTO B IOJTHOMOYHS TJIaBbl MECTHOM aJMUHUCTpAIMHU (Coriac-
HO KOHTPAKTY) BXOJUT KOHTPOJIb 32 UCIIOJHEHUEM MTOPYUEHUN €ro O JYMHEHHBIMU?

Saganus

1. CocTaBbTe 1 0opMUTE CITyKeOHbIE TUChMA!

JlemapTaMeHT MOAJEPKKM U Pa3BUTUS MAJOro MNpeANPHUHUMATENBCTBA IHCHMOM 3a
HOJMHUCHIO 3aM. AWpeKTopa aenaprameHTta CepukoBa A.B. yBemoMmi pyKOBOJCTBO AETCKOTO
cama Ne 1586 0 ToM, 4TO B CBSI3U C Pa3BUTHEM IPEIINPUHUMATEIBCTBA 3/IaHHE JIETCKOTO caja
JOJDKHO OBITH MEepeIaHo ISl TEXHHYECKUX HYXKIT JIeTapTaMeHTa.

Hcnonnutenem BacuibeBoil 1o nopydeHHo qupekropa naerckoro caga Ne 1586 IOro-
3amaiHOTO OKPY)KHOTO YIpaBJIEHUs 00pa3oBaHUS T'.MOCKBBI, PAaCIOJIOKEHHOTO Ha MPOCIIEKTE
MuuypuHckoM, A0M 22 1.MOCKBBI, ObIIO COCTAaBJICHO MUCbMO, aJIpECOBAaHHOE OTAETY IHCEM
Mbpun Mockssl 1o aapecy: r.Mocksa, yi.TBepckas, 13, B KOTOpOM IHPEKTOp AETCKOTo cana Ne
1586 O.A. AGpamoBa npocuia pa3zo0parbcsi B JaHHOM BOIPOCE, MOTUBUPYS TE€M, UTO B Ha3BaH-
HOM palOHE JAETCKUX CaJ0B OCTAJIOCh MAJ0O M HE BCE JETH MOTYT ITOCEUIaTh AETCKUE JIOUIKOIb-
Hble yupexeHus. [TucbmMo ObLI0 OTBETOM Ha MOJIY4YEHHBIN TOKYMEHT OT JlenmapTameHT.
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2. CocraBbTe U 0(OPMHUTE MPOTOKOJIBI, HEOOXOJUMBIC B CIEIYIOUICH YyNpaBlIeHUYECKOM
CUTYalUu:

Hupexius OOO «Actpes» (Cankr-IlerepOypr) 12.08.200  r. mpoBesno cBoe ouepeHoe
3acemanue, Ha KoTopoMm npucyrctBoBanu Boctpsikos C.T., Cryanes I1.11., Jlebener U.M., An-
tonoB IL.JI., Hlentynosa B.I"., Tumodees A.A., Crynosa M.U.

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

[To mepBoMy Bompocy ciymanu cooOlieHre HadajdbHUKa OT/Aena pekiaMmbl BocTpskosa
C.T., TexcT coobuienus kotoporo OblI nepeaan cekpetapio 3aceqanus H.Jl.benosoii. ITo sTomy
e BOIMPOCY BBICTYNWJI (pMHAHCOBBIN nupekTop Tumodeen A.A., KOTOpBIH 0700pUI yBEIUYEHHE
pacxozoB Ha Hapy>kHy10 pexiaMy B LI kBaprane 200 r. Ha 5%.

[To BTOpOMY Bompocy caenan coobmerne CtynoB M.U. 1 TeKCT COOOIIEHHSI TaKKe TIEpe-
nain cekperapro. Ilo nanHomy e Bonpocy BeicTynuiu AHTOHOB I1.JI., HauanpHUK OTAENa Kaj-
poB, u Jlebenes .M., aupexrop no mpomaxam. IlepBbiii 0700pua HOBYIO CHCTEMY BBIILIATHI
MPEMHUAIBHBIX U PEKOMEHI0BAJ OJArOTOBUTh HE0OX0quMbIe TokyMeHTHI k 01.09.200  r. Bro-
POl MpenIokKuil JopadoTaTh HOBYIO CHUCTEMY BBIIJIATHl IPEMHUATIBHBIX U PEKOMEHI0BAJ MIPOBE-
CTH TOJIOCOBAaHUE 10 JAHHOMY BOIIPOCY Ha 00I1eM cOOpaHUM TPYI0BOTO KOJIJIEKTHUBA.

B wurtore 3acenanus ObUTH MPUHSATH cleAyromniue pemieHus: 1. Ogo0puts padoTy oTaena
pexnamsel B III kBaprane 200 r. 2. IIpoBectu obuiee coOpaHue TPyAOBOrO KOJUIEKTHBA IO
BOIIPOCY O TMEPEXO0/€ Ha HOBYIO CHCTEMY BbIILIATHI nMpeMuanbHbix 15.08.200  r. OTBEeTCTBEH-
HBIM 32 MOATOTOBKY coOpaHus Obula Ha3HaueHa 3aB. KaHuensipueit lllentynosa B.I.

Co6panwue Ben npenacenatens O.A.PyMmsHIEB.

3. CocTaBbTe U 0POPMUTE aAKT:

Komuccus non mpezncenarenscTBOM HadalbHUKA TEXHUYECKOW rpynnsl A.A.Bonosoro u
wieHoB komuccuu bopucoa M.IO., HauanbHUKA aJMUHUCTPATUBHO-XO3AMCTBEHHOTO OT/ENA,
Cwmupnosa JLIL., 6yxranrepa, u Pomanosoit U.K., opuc-menemxepa, 3A0 «JleoHTHS» Ha OCHO-
BaHHUM JTOKJIaAHOU 3amucku oduc-meHekepa M. K.Pomanosoit 11.07.200  r. mpoBena mpoBep-
Ky TEXHHUUYECKOI'O OCHAILEHUS IPUEMHON I€HEPATBLHOTO AUPEKTOPA U MPU3HATIA HETOJHBIMU IS
IKCIUTyaTallid KOMUPOBAIBbHBIN ammapatr Xerox 345(1 mrr.), mpeaep (uaB.HOMEp 367, 1 miT.),
¢baxc 47823 (1 mr.). [Ipu3HaHHas HENPUTOJHOM JUIs SKCIUTyaTalluu TEXHUKA ObLIa MeperaHa Ha
ckian npeanpusatus. [lo ycraHoBiIeHHOMY (akTy KOMHUCCHSI COCTaBMJIA akT IMpHUeMa-Nepenadyn
OprrexHukd B 3 3k3. (1-1 3K3. — HAUaNBHUKY aJMHUHUCTPATUBHO-XO3SHUCTBEHHOTO OTAENa, 2-i —
rJIaBHOMY Oyxrantepy, 3-if — B feno 23-02), KoTopblil OblT YTBEPK/IEH T€HEPAbHBIM TUPEKTO-
pom IL.1.CrenanoBbIM.

4. CocraBbTe CXeMy AOKHOCTHOW WHCTPYKIMH, MPAaBUILHO pa3MeCTUB B HEH clemy-
romue 6a30BbIe Pa3IeIbL:

1) dyHkuum.

2) NOMKHOCTHBIE 00SA3aHHOCTH.

3) oOI1Me MoIoKEHHUS.

4) OTBETCTBEHHOCT.

5) B3aMMOOTHOIICHHUS WJIH CBSI3U MO JOKHOCTH.

6) mpasa.

JlomonHUTE cXeMy pas3jeliaMd, KOTOpPhIE, M0 BallleMy MHEHUIO, MOTYT €Il COJEPIKAThCS
B MHCTPYKIIHH.

B kaxxom pazfene B HECKOJIBKUX MPEATIOKEHUSIX ONPEEIUTh €ro CoJIep>KaHue.

5. CocraBbTe CXeMy, COACPIKAIILYIO MOCIEI0BATEIBHOCTD PACIIONOKEHHS TOKYMEHTOB B
JTUIHOM JIeJie paOOTHHUKA:

1) aBTOOHOTpadus.

2) K mpuKa3 o npueme Ha padoTy.
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3) AUYHBINA JUCTOK MO YUYETY KaJpOB.

4) Komus nacnopTa.

5) xomuu T0KyMEHTOB 00 00pa30BaHUU COTPYAHUKA.
6) BHYTpPEHHSS OMUCH JOKYMEHTOB Jiena.

7) 3asBJIEHUE COTPYIHUKA O IIpUEMe Ha paboTy.

8) TOKYMEHTBHI, CBSI3aHHBIE C TIEPEBOIIOM.

9) 3asBiieHUE COTPYIHUKA 00 YBOJIHHEHHH.

6. CocTaBbTE CXEMY, COZAEPIKAILYIO MPABUIBHYIO MTOCIEA0BATEIBHOCTD ONEPAlMi C BXO-
JSAIMIUMU JOKYMEHTaMU:

1) cocraBieHue NpoekTa T0KyMEHTA;

2) BCKpBITHE KOHBEPTOB U IIPOBEPKA BIOKECHHUI;

3) peructpanusi JOKyMEHTOB;

4) npoBepka MPaBUJIBHOCTH aJIPECOBAHUS;

5) cornacoBaHue NPOEKTa TOKyMEHTA,

6) pacCMOTpEHHE TOKYMEHTOB PYKOBOJIUTEIEM (PE30JTIOLIHS);

7) moanucaHue pyKOBOJIUTEIIEM;

8) moamuMBKa JOKYMEHTA B JIETIO;

9) mpenBapUTENBHOE PAaCCMOTPEHHE (COPTUPOBKA);

10) mpoBepka npaBUIBLHOCTH O(POPMIIEHUS JOKYMEHTA;

11) nmepenaua JOKyMEHTOB PyKOBOJUTEIIIO;

12) 3anosHeHHE perucTpalioOHHON KapTOUKH;

13) nepenaya JOKYMEHTOB HCIIOJIHUTEINIO;

14) ormpaBka JOKyMEHTOB;

15) ucnonHeHne JOKYMEHTOB;

16) mpocraBiieHuE perucTPAlMOHHOTO UHJIEKCA Ha JIOKYMEHTE;

17) KOHTpOJIb UCTIOJTHEHMSI JOKYMEHTA;

18) ompeneneHue CPOKOB XpaHEHUS JOKYMEHTOB;

19) mpocraBieHuE OTMETKHU O MOCTYIUIEHUH.

7. Pa3paboraiite cxemy-MapuipyT paclopsAUTEIbHOTO JOKYMEHTa B OpraHU3aIHiH.

8. Ilpeanoxxkure CUCTEMy MEPOMPHUSTUI IO COBEPIICHCTBOBAHHUIO JTOKYMEHTOOOOpPOTA,
KOTOpBIe OyayT TpuUeMJIeMBI JJisi JTt000# opranu3amnuu. Kak 3Ta cuctema OyneT 3aBUCETH OT
pa3Mmepa opranuzanuu’?

8.4. Temamuxa Kypcoeswvix pabom
N3yuenne qUCIUMIUIMHBI HE TIPEATIoNaracT HamucaHue KypcoBOi paboThI.

9. KpuTeplm BBICTABJICHUA OLCHOK I10 pe3yJbTaTaM U3YYCHUA TUCHUIIINHBI

OcBoeHne 00y4JaromuMCs Kax 10l yuyeOHON NTUCHUIUIMHBI B CEMECTPE, HE3aBUCUMO OT e
oOmielt TpynoéMkocTH, orieHnBaercs no 100-6ayuibHOM 1IKaje, KOTopas 3aTeM MpU MPOMEXKYTOU-
HOM KOHTpoOJie B (popMe K3aMeHa MEePEeBOIUTCSA B TPAAULUOHHYIO 4-0aJTbHYIO OLIEHKY («OTJINY-
HO», «XOpOLIO», «yJIOBIECTBOPUTEIHHO», «HEYJIOBICTBOPUTEIBHO»), a MPHU KOHTposie B (opme
3auéra — B 2-0a/NIbHYIO («3aUTeHO» WK «He3adTeHo»). Jlannas 100-0annbpHas mkana mpu Heoo-
XOAMMOCTH COOTHOCHUTCS ¢ EBporeiickoii cucteMoii nepeBosa 1 HakoruieHust kpeautos (ECTS).

Coommuowenue 2-, 4- u 100-6annbHOU WKAT OYEHUBAHUS OCBOCHUSL
ooyuawumucs yuyebnou oucyuniunst co wxarou ECTS
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Onenka
mo 4-0aJbHOK 3auér
HIKaJe

Cymma 0asiioB Ouenka

I'paganusa
Mo JUCHUILJINHE ECTS pajzan

5 (OTJINYHO) 90 — 100

OTJIMYHO

4 (xoporto) 85— 89 Od4eHb XOpoIIo

75— 84 Xopo1io

3aureHo 70— 74

65 —69

YI[OBJ'ICTBOpI/ITCJ'ILHO

3 (y1OBJIETBOPH-

TEJBHO)

60 — 64 ITocpencTBeHHO

oo O O|OQW |

2 (HeyIOBJIETBO- He Huxe 60 HeynosnerBopuresbHO

PUTEIBHO) 3a4TEHO

Kpumepuu oyenox ECTS

«OTJIHYHO» — TEOPETHUECKOE CO/CPKaHUE NUCIHUILTUHBI OCBOEHO IMOJHOCTHIO,
06e3 mpoOenoB, HEOOXOAMMBbIE MPAKTUYECKHE HABBIKM PabOThl C OCBOEHHBIM
5 A | matepuamioMm chopMUpOBaHBI, BCE MPEAYCMOTPEHHBIE MPOTPaAMMOI O0yYeHHUs
y4eOHbIe 3a/1aHUS BBINOJIHEHBI, KAYECTBO MX BBIMOJIHEHHSI OLIEHEHO YHCIIOM Oaj-
JI0B, OJIM3KUM K MAKCHMaJIbHOMY
«O4YeHb XOpPOIIO» — TEOPETUUYECKOE COACP)KAHUE JUCLUILUIUHBI OCBOCHO
MIOJIHOCTBIO, 0€3 MpoOesioB, HEOOXOAUMbIE MPAKTUYECKHUE HABBIKU pabOThI C
OCBOCHHBIM MaTEpUaAJIOM B OCHOBHOM C(OPMHPOBAHBI, BCE MPEAYCMOTPEHHbIE
nporpaMMoil oOydeHHsI ydeOHbIe 3aJJaHHs BBIITOJHEHBI, KAYECTBO BBITIOTHEHUS
OOJIBIIMHCTBA U3 HUX OLICHEHO YHUCIOM OaJljIoB, OJU3KUM K MaKCHMaJlbHOMY,
OJTHAKO €CTh HECKOJIbKO HE3HAYMTEIHHBIX OMIHOOK
«XOopomo» — TEOPeTHUECKOe COJEpKaHHE TUCHUIUIMHBI OCBOEGHO IOJIHOCTHIO,
6e3 npo0eoB, HEKOTOPhIE MPAKTUUYECKHE HaBBIKU PaOOThI C OCBOEHHBIM MaTepH-
aioM c(OpPMHUPOBAHBI HEJAOCTAaTOYHO, BCE MPEIyCMOTPEHHbIE IPOrpaMMOit
oOyueHHs yueOHbIe 3aJaHHs BBITIOJIHEHBI, KAYEeCTBO BBITOJIHEHHSI HU OHOTO H3
HUX HE OIICHEHO MUHUMAJIbHBIM YHCIIOM 0alllIoB, HEKOTOPhIE BHUJIbI 3a/IaHUH BbI-
MIOJIHEHBI C OLIMOKaMU
«Y10BJIETBOPUTEJILHO» — TEOPETHUYECKOE COJCpKAHWE JUCIUILUIMHBI OCBOCHO
YaCTUYHO, HO IPOOENbl HE HOCAT CYIIECTBEHHOIO XapakTepa, HeoOXoauMble
NPAaKTUYECKUE HABBIKM pabOTBl C OCBOCHHBIM MAaTEpUAJIOM B OCHOBHOM
chopmMupoBaHbl, OOJBITUHCTBO MPEAYCMOTPEHHBIX MPOrPAMMON OOyUYEHUS
y4eOHBIX 3a/JlaHUil BBIIOJHEHO, HEKOTOpBhIE W3 BBIOJHEHHBIX 3aJaHH,
3 BO3MOYKHO, COJIEPKAT OMIMOKH
«IlocpencTBEHHO» — TEOPETUUECKOE COJEp)KAHHE AMCLUUIUIMHBI OCBOCHO
YAaCTUYHO, HEKOTOpPbIE IPAKTHUYECKUE HABBIKU pabOThl HE CHOPMHUPOBAHBI,
E | MHOTHE mpexycMOTpeHHBIE IPOrpaMMoii 00yueHHs yueOHbIe 3a1aHus HE BBITION-
HEHBbI, MO0 Ka4eCTBO BBINOJIHEHUS HEKOTOPBIX U3 HUX OLIEHEHO YMCIIOM 0alioB,
OJM3KUM K MUHUMAJIBHOMY
«HeynoBJIeTBOPUTEJIBHO)» — TEOPETUUECKOE COJAEp)KAaHME TUCLMIUIMHBI He
OCBOEHO, HE0OXOAUMbIE TIPAKTUYECKHE HABBIKK PabOThl HE c(HOPMUPOBAHBI, BCE
2 F | BoimonHeHHbIE yuyeOHbIE 3aJjaHus COAEpKaT rpyOble OMIMOKHM, AONOJHUTENbHAS
CaMOCTOsTeNIbHAs paboTa HaJl MaTEPUAJIOM JTUCIUIIMHBI HE IPUBEACT K KaKOMY-
1100 3HaYMMOMY HOBBIIIEHUIO KAU€CTBA BHINOJIHEHUS YUeOHBIX 3aJaHUH
OnennBanue pe3yabTaTOB OOYYEHUS IO TUCIHILIMHE OCYIIECTBIISIETCS B (OpME TEKYy-
IIEr0 U MPOMEKYTOUHOU KOHTPoJIsl. TeKyIuii KOHTPOJIb B CEMECTPE MPOBOIUTCS € LIENbI0 0Oec-
MIEYCHHUST CBOCBPEMEHHOW OOpaTHOW CBSI3M, C IEIbI0 AKTHBH3AI[UH CAMOCTOSTEILHOW pPabOThHI
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oOyuatoruxcs. OOBEKTOM TMPOMEKYTOYHOTO KOHTPOJS SBJISIOTCS KOHKPETH3UPOBAHHBIC
pe3yabTaThl 00yueHus (yaeOHbIe JOCTHKEHHUS) TIO TUCIUILTAHE.

Cmpyxkmypa umo2o8ou oyenKu 00y4aruuxcs

Kpumepuu u noxkasameiiu OYyeHUBaArusl pes3yjibmamos 06yquu}z

[Tokazarenu
Ne Kpurepun oneHnBanus
(o1ieHKa B Oayiax)
1 PaboTta Ha ayTUTOPHBIX 3aHATHUSIX 20
2 ITocemaemocTh 5
3 CamocTosTenpHas paboTa 15
4 Texkymas arrecTanus 20
Hroro 60
5 ITIpomMexkyTOUHAA aTTEeCTAIAS 40
Bcero 100

Kpumepuu u nokasamenu oyenusanus pe3yibmamos o0yyeHus
8 PAMKAX aYOUMOPHBIX 3AHAMULL

Ne Kpurepuu onieHuBaHUs [Toka3zaTenu (oueHka B 6ai-
/T J1ax)

1 [TonroToBKa U BBICTYIIJICHUE C JJOKJIAJAOM 710 4 6anioB

2 AKTHBHOE yJacTue B 00CYXKJIECHUH JOKJIa1a 2 Oamna

3 BrlnonHeHne npakTHYecKoro 3a1anus (aHaaIu3 mpax- 1o 3 Gannos

TUYECKUX CUTYallUl, COCTABICHHUE IOPUANUECKUX
JIOKYMEHTOB U JIp.)
Bcero 20

Kpumepuu Uu noxkazamejliu OYyeHUuearusl pesyjibmamos 06y’~t€HMﬂ 6 pamKax nocewjaemocnmu 06y—
uaromumcs aydumoprlx 3auAmMuUL

Kputepuu onienuBanus ITokazatenu
(orieHka B Oayuiax)
100% nocenieHrne ayIMTOPHBIX 3aHATHI 5
100% mocemenne ayuTOpHBIX 3aHaTHi. Hebompioe komm- 4

YEeCTBO MPOMYCKOB MO YBAKUTEIBHON MPUUYHHE
1o 30% nponynieHHbIX 3aHITHI

Jo 50% mpomnyiieHHbIX 3aHITHI

o 70% nponynieHHbIX 3aHITHI

70% u Gosee MpONYIIEHHBIX 3aHATUI

OS— (W

Kpumepuu u nokazamenu oyenusanus pe3yibmamos o0yyeHus
8 PAMKAX CAMOCMOSAMENbHOU pabomul 00y4arOuuxcs

Kpurepuu onieHuBanus [Toxazarenu (o1ieHKa B
Oamnax)
Bce 3aganus B paMKax caMOCTOSITEIBHOW PAaOOThI BBITIOJTHEHBI. 15—12 6ammoB
[Ipu 5TOM HCIOIL30BaHAa HOpMATHBHAS MpaBoBasi 6a3za, yueOHast
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auTeparypa, HayuyHble paboTel. B ciywasx, rae TpebOyertcs,
BBICKa3aHO COOCTBEHHOE€ MHEHHE IO TMPOOJIEMHBIM acCIeKTaM
TeMbl. OTBETHI Ha 3a/1aHUsI OOPMIICHBI B COOTBETCTBHH C TPeOO-
BaHMSIMH.

Bce 3amanus B paMKax caMOCTOSITENIHOW paOOTHl BBHIIIOJIHEHBI. 11-9 6annos
OnHaKo MMEIOTCS HE3HAYUTEJIbHBIEC OIMMOKH MM COOCTBEHHOE
BHUJICHUE 1O TPOOJIEMHBIM acCleKTaM TEeMbl HEJ0CTATOYHO
apryMEHTHPOBAHHO.

3amaHusi B paMKaxX CaMOCTOSITENIHOW PabOThI BBHITIOTHEHBI WIIN 85 OaitoB
BeIoJHEHBI 80% 3amaHuii, HO B OTBETaX HAa HUX HMMEIOTCS
CephbE3HbIE OIMOKHU, OTCYTCTBYET COOCTBEHHOE MHEHHE I10 TPO-
0JeMHBIM acleKTaM TEMBEL.

3amaHusi B pamMKax CaMOCTOSITEIbHOM pabOThl HE BBIMOJHEHBI 0 6ayu1oB
WIH BBHIMIOJHEHO C TPyObIMH OMMOKaMU, TPEOYIOIUMHU CyIIIe-
CTBEHHOW JOpabOTKU

Kpumepuu u noxazamenu oyenusanus pe3yiomamog 00yueHus
8 pAMKax mexkyujeti ammecmayuu 8 yCmHou/nUcCbMeHHOU

Kpurepuu onenuBanus IToka3zaTenu

(ouenka B Oanax)

3alaHue TMOJIHOCTBHIO BBINOJHEHO, IIPABUIBHO IIPUMEHEHBI TEOPE- 20-17
TUYECKHE IMOJIOKEHUS AUCUMIUIMHBL. OTMeuaeTrcss 4E€TKOCTh U
CTPYKTYPUPOBAHHOCTb U3JI0KEHMSI, OPUTMHAJIBHOCTH MBIIIJICHUS

3ajaHue TOJHOCTBIO BBINOJIHEHO, MPU MOJATOTOBKE NPHUMEHEHBI 16-13
TEOPETUYECKHE MOJOXKEHHUS TUCLUUIUIMHBL, TOTpeOOBaBIINE YTOU-
HEHHsI WJIM HE3HAYNUTEJIBbHOTO UCITPABICHUS

3aaHuE BBINIOJIHEHO, HO TEOPETUYECKasi COCTABIISIOIIAs HYKIa- 12-5
ercsi B gopabotke. Ha Bompockl mo 3amaHuto ObUTM JaHBI HEUET-
KH€ WIK YaCTUYHO OIIHOOYHEIE OTBETHI

3aaHye HE BBIIIOJHEHO WIM IPU OTBETE CJIeJIaHbl ITpyOble Omuno- 0
KH, IEMOHCTPUPYIOIINE OTCYTCTBHE TEOPETHUECKOW 0a3bl 3HAHUIM
oOyyJaromerocs

Kpumepuu U noxkazameju OYeHUBaHus pesyibmamos oéyquuﬂ
6 PAMKAX NPOMEINCYMOUHO20 KOHMPOJiA

[TpoMexyTOUHBIM KOHTPOJIbL B (popMe 3ad4eTa UMEET LENbI0 MPOBEPKY M OICHKY 3HAHHIM

00y4aroImuxcs Mo TEOPUX U MPUMEHEHHIO TTOJTyYeHHBIX 3HAHUH U yMEHUI.

Kpumepuu u noxasamenu oyenku pe3yivsmamos 3auema
8 YCMHOU/NUCOMEHHOU (hopme

Kpurepun onenuanus [TokaszaTenn

(oreHka B Oaniax)
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MPOJIEMOHCTPUPOBAHO JIOCTATOYHOE 3HAHWE MaTepuasa, 3HaHHE
OCHOBHBIX TEOPETUYECKUX MOHATUHN, YMEHHE OPHUEHTUPOBATHCS B
HOPMATUBHO-TIPABOBOM  0a3e; JIOCTATOYHO TIOCJIEIOBATENBHO,
IrPaMOTHO U JIOTUYECKH CTPOMHO H3JI0XKEH MaTepuai; Mpoje-
MOHCTPUPOBAHO YMEHHE JellaTh JTOCTATOYHO OOOCHOBAHHBIC BBI-
BOJIBI 110 M3JIaraeMOMY MaTepuaiy; C HEKOTOPhIMH HETOYHOCTAMU
BBITMIOJTHEHO IPAKTHYECKOE 3aJaHHE

40-15

IPOJIEMOHCTPUPOBAHO HE3HAHWE 3HAYUTEIHLHON YacTH MPOTPaMM-
HOro wmarcpuajia, HCBJIAJICHUC HOHATUHHBIM arraparomM Juc-
IUIUTHHBI, HEYMEHUE CTPOUTHh OTBET B COOTBETCTBHH CO CTPYKTY-
pOM HM3JIaraeMoro BOIPOCA; CIACIAHO MHOI'O CYIIECTBEHHBIX OIIH-
OOK TIpU M3JIOKEHHH Y4eOHOTO MaTepuaia; BBISBICHO HEyMEHHUE
ACJIaTh BBIBOABI 10 U3JIaraCMOMy MaTCpually, BBIIIOJIHUTH IIPAKTH-
YeCKOe 3a/I1aHue

14-0
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