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1. He.ﬂl/l H 3aa44 OCBOCHUSA TUCHUITIJIMHDBI

[ensro OCBOCHUS JUCLUIIIINHBI «/loxymeHTanmonHoe oOecrieueHue u
JIETIOTIPOU3BOACTBO» SIBIIAETCS (DOpMUpOBaHHE Yy OOYYaIONIMXCS 3HAHUS OCHOB YIPABICHHS
JTOKYMEHTHPOBAaHHOU MH(pOpMaIHe, BKIII0Yast TEOPETUUECKUE 3HAHUSA O TOKYMEHTE U HOCUTENSAX
nH(pOpMAIINHY, TPAKTUYECKUX HABBIKOB IO BBIIOJHEHUIO OCHOBHBIX OTEpalfii ¢ TIOKYMEHTaMH B
JETIOTIPOU3BOCTBE OPraHM3alUU, pabOThl C OPraHMU3aLMOHHO-CIPABOYHBIMU JIOKYMEHTaMH,
oOpamieHusAMH rpakaaH, KOH(pUICHINATbHBIMHA JOKYMEHTaMH.

3amauaMu  M3y4YeHUs ~ AMCUUIUIMHBL  «/loKyMeHTanmoHHOe  obecrieueHHe U

ACIIOMMPOU3BOACTBO» ABJISIKFOTCA:

1 ¢dopMupoBaHHE MOHMMAHHS IPABHJ JOTHUYECKH BEPHOTO M apryMEHTHPOBAHHOTO

JOKYMEHTUPOBAaHUS YIIPABICHYECKON JIEATEILHOCTH, I€TOBOM MEPENUCKU;

[l O3HaAKOMJIECHUE 06yanOH_II/IXC$I C TCOPCTUYCCKUMU U MCTOAOJIOTMYCCKMMU OCHOBAMU,

HOPMaTHUBHO-TIPABOBOM 0a30ii JOKYMEHTAIIMOHHOTO 00eCIIeUeHuUs yIPaBICHHUS;

1 ¢opmupoBaHME TOHMMAaHUS OCOOCHHOCTEH NPHUMEHEHHUS TEXHOJOTHI CO3IaHus

AOKYMCHTOB, UCIIOJIb30BAHUA UX B HpaKTquCKOﬁ ACATCIBHOCTH.

2. MecT0 IMCHUILUIMHBI B CTPYKTYpe 00pa30BaTe/IbHO MPOrpaMMBbl
JucuumuinHa «JlokyMeHTaMOHHOE oOecreueHue U JEIONMPOU3BOICTBO» OTHOCHUTCSA K
(bakyIbTaTUBHBIM  JUCUMIUIMHAM  4acTH, (OPMUPYEMOW YYaCTHHKH 0Opa3oBaTeIbHBIX
oTHoweHuH, Onoka b1 «uctumimuel (Moaynan)» ydebHoro miana, corjacHo ®I'OC BO s
Hanpasienus noaroroBku 40.03.01 FOpucnpynenmus, npopuisb «I paxIaHCKO-TTPAaBOBOM».
JucuumunHa «J{okyMeHTalMoHHOEe 00ecrieueHre U JeI0TPOM3BOCTBO» HAXOIUTCS B
JIOTUYECKOU U COAEPIKATEIBbHO-METOINYECKON B3aMMOCBSI3H C IUCLUILNIMHAMU: MEHEIKMEHT,

JlenoBble KOMMYHUKALUK, Y IPABICHUE PUCKAMU.



3. Iliiannpyemble pe3yabTaThl 00y4eHHs

Koa v HauMeHoBaHMe

KO}I N HAMMCHOBAHHUEC MHAUKATOPA TOCTHUIKCHU S

IInanupyemsble pe3yJbTaThl 00y4eHHs

KOMIICTEHIIMH komnerennun (MJAK)
YK-4. Crocoben | UYK-4.1 Opraam3yeT KOMMYHHKAIIMIO C y4eTOM | 3HATh:
OCYILIECTBIISTh JIETIOBYIO | IIOCTABJIEHHBIX 3a/a4, OINpPEENAET KOMMYHUKATHBHO | @ OCHOBHBIE NPUHLAIIBL YKOHOMHYECKOIA,
KOMMYHHKAITUIO B YCTHOU W | mpuemyieMyl0 ¢GopMy U  CpeIcTBa  OOHIEHUS C OPraHM3ALMOHHOH ¥ yIpaBeHUeckoil  Teopu,

NUCbMEHHOM  Qopmax  Ha
rOCyJapCTBEHHOM  SI3BIKE
Poccniickoit ®@enepauuu u
MHOCTPaHHOM(BIX) sSI3bIKE(ax)

KOHTpareHTamu
NVYK-4.2 Hcnonp3yeT JIOTUYECKUE, CTUIMCTUYECKUE U
rpaMMaTHYeCKUe TMpaBWJia T[OCTPOCHHUS YCTHOW U
MHUCbMEHHOM peun Ha PYCCKOM M MHOCTPAHHOM S3bIKax
IIPH OCYIIECTBICHUU OOIIEH U IEIIOBO KOMMYHHUKAITUN
NYK-4.3 Bener nmenoByr0 TEpenucky M IyOJIUYHO
BBICTYIIAET Tepe] ayJIuTOpued Ha  PYCCKOM U
WHOCTPAHHOM SI3bIKE

OIIK-5. CrtocoO€eH NToruuecKu
BEPHO, apryMCHTUPOBAHHO W

SCHO CTPOMTH YCTHYIO U
MUCbMEHHYIO peub C
€IMHO0Opa3HbIM "
KOPPEKTHBIM
UCII0JIb30BaHUEM
npodeccuoHabHO M

FOPUIMYECKON JIEKCUKH

NOIIK-5.1 Ctpout peub, ciieqys JOTUKE pacCyXI€HUN U
BBICKA3bIBAHUU

NOIIK-5.2 Cocrasisier npo¢eccuoHaIbHO-
OpUEHTUPOBAHHBIE U IOPUANYECKUE TEKCTHI Ha PYCCKOM
A3BIKE

NOIIK-5.3 Hcnonp3yeT ONBIT MEXKINYHOCTHOW U
IpyNIOBONH KOMMYHUKALIUH, ITyOJIMYHBIX BBICTYIUICHUH

OIIK- 6. CnocoOeH MOHUMATh
IIPUHLIUIIBI paboThI
COBPEMEHHBIX
MH(POPMAIMOHHBIX
TEXHOJIOTUH W HCHOJB30BaTh
UX JUIA  pemieHus  3anay
npodeccrnoHaIbHO M
JEATeINbHOCTH

NOIIK-6.1.
TEXHOJIOTUH
NOIIK-6.2. YMeeT BBINOJHATH MPAKTUYECKHE PabOThI IO
HAaCTPOMKE KOMIIbIOTEPHOU TEXHUKH

NOIIK-6.3. Bnageer HaBbIKaMU pabOTHl C MPHKIAIHBIM
MIPOrPaMMHEIM 00ecTieueHuEM

3Haer OCHOBBI MH(POPMALMOHHBIX

OpUMEHSIEMbIE JUI  pelleHUs Npo¢ecCHOHATBHBIX
3a/1a4.

® OcHOBBI MH(GOPMAIIMOHHBIX TEXHOJIOTHUH, UX POJb B
COBPEMEHHBIX OpraHU3aIHsIX.
Ymern:

@ Pemath npodeccuoHaNbHbIC 3aJaun c
HCIOJIb30BAHUEM SKOHOMHUYECKOU, OpraHu3allMOHHOU
W YOPaBJICHUYECKOW TEOpPUM Ha MPOMEKYTOUYHOM
YPOBHE.

@ BoinonHATh mpakTHUeckue paboThl MO HACTpOiike
KOMIIBIOTEPHOM TEXHUKU JJIs PELICHUs MPUKIAIHBIX
3a/1a4.

@ [IpuMeHsATh MPHUKIATHOE MPOrpaMMHOE obecreueHne
IJI BBIIIOJIHCHU A HpO(beCCI/IOHaJII:HBIX 3a1a4.
Baanern:

@ Hasblkamu aHanu3a ¥ NPUMEHEHUS SKOHOMHUYECKOU,
OPraHU3alMOHHONW W YIPABIECHYECKOW TEOPUM s
MOMCKA PelIeHUH B MPO(HeCCHOHAIBHON I TETLHOCTH.

@ TexHUKaMU HAaCTPOMKHU M aJanTaldyd KOMIIBIOTEPHOU
TEXHUKHU JUIS HYXK]J{ OpraHU3aL1u.

@ [Ipriemamu paboThI C COBPEMEHHBIMH MPOTPAMMHBIMHU
HHCTPYMCHTAMU, HCOGXOZ[I/IMBIMI/I Ui peajin3daliun
npodeccHoHABHBIX 3a/a4.




4. CTpyKTYypa U coAepKaHUe TUCHUILIMHBI (MOIYJIA)

4.1 O0bem aMCOMIJIMHBI M BUABI Y4eOHOIT padoThI

Buabl yue6Hoit padoThI

O0BeM B yacax

OO0mast TpyA0eMKOCTh TUCIUTUTHHBI

72 (2 3a4eTHBIX eIUMHUIIBI)

oOyuJaromierocs

KonTakTHas pabora 0Oydaroniuxcs ¢ 32
npenoaBaTesieM (BCero)

AynutopHas padoTta (BCero), B TOM YHCJE: 32
Jlexuun 16
CemuHaphbl, MPAaKTUYECKUE 3aHATHS 16
JlaGopaTopHbie paboTHI ;
Bueaynuropnas pabora (Bcero): 40
B TOM YHCJIE: -
KOHCYJIbTAIIMSI 110 TUCIUILIIMHE

CamocrostenbHas paboTa 00ydaronuxcs (Bcero) 40
Bun npomexyro4Hoit arrecranuu 3aver




4.2 TeMaTH4eCKHUH IJIAH JUCIATLINHLI

HanmeHoBaHMe pa3je/ioB U TeM Buabl yueOHoi1 padoThl, BKJIOYAs CAMOCTOATENbHYIO padory | Komnerenuun
00y4aIuXCcsl M TPYA0EMKOCTh (B 4acax)
Bcero | U3 nux aynuropusie | Camoctosi | Kypco | Kontpo
3aHATHA TeJIbHAas Bast JbHas
- paGora | padora | pabora
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Tema 1. Mcropust pa3BuTus JeI0NpOU3BOACTBA B 8 10 2 - 2 4 - - VYK-4, OIIK-5,
Poccun. OIIK-6
Tema 2. Ponp 1e10npon3BoACTBa B yIPABIECHUN. 8 10 2 - 2 4 - - YK-4, OIIK-5,
OIIK-6
Tema 3. ®opmupoBaHue U BeIEHUE 8 10 2 - 2 4 - - VYK-4, OIIK-5,
JOKYMEHTO0000pOTa B OpraHU3alltu. OIIK-6
Tema 4. Knaccudukanyum JOKYMEHTOB: BU/IBI, 8 10 2 - 2 4 - - VYK-4, OIIK-5,
¢GbyHKIMY ¥ TpaBuiia 0(opMIICHUSI. OIIK-6
Tema 5. PekBU3UTHI OPUIIMATBHBIX TOKYMEHTOB U 8 8 2 - 2 6 - - VYK-4, OIIK-5,
npaBuiIa UX 0(opMIICHUS OIIK-6
Tema 6. Opranu3zanus onepaTUBHOIO XpaHEHUS U 8 8 2 - 2 6 - - YK-4, OIIK-5,
HCI0JIb30BAHUS JOKYMEHTOB. OIIK-6
Tema 7. [lenoBas nepenucka v si3bIk 8 8 2 - 2 6 - - VK-4, OIIK-5,
YIPaBIEHYECKUX JOKYMEHTOB. OIIK-6
Tema 8. DIeKTPOHHBINA JOKYyMEHTOOOOPOT. 8 8 2 - 2 6 - - YK-4, OIIK-5,
OIIK-6
Hroro no nucuuniube 72 16 16 40




4.3 Coneprxanue QM CUUILTHHBI

Tema 1. UcTopusi pa3BuTHs Aej10npou3BoacTBa B Poccun.

Hctopus oredyecTBEHHOro Aenonpou3BoicTBa. CKiaablBaHUE CHUCTEMBI IPAaBOBOMU
JOKyMEHTauu. /[enonpon3BoacTBO AOPEBOIOLMOHHOM Poccun (1mpuka3Hoe 1e10Iponu3BOICTBO,
KOJUIEXKCKOE JEJONPOU3BOACTBO, MCIOJHUTEIBHOE AEIONPOU3BOACTBO). Jlenonpous3BoaCTBO B
coBeTckyto 3moxy (1917-1991 rr.) Eaunas rocymapcTBeHHass CUCTEMa JEIONPOU3BOACTBA.
J1enonpou3BoACTBO B COBpeMEHHOM Poccun.

Tema 2. Posb 1es1onpou3BOACTBAa B YIPABJICHUH.

IIpenmer, copepxanue U 3a1a4u Kypca. OCHOBHBIE IOHSTHS M ONIPEIEIICHUS: TOKYMEHT,
JeTIOTIPOU3BOCTBO, JOKYMEHTOBEJICHHE, JOKYMEHTAllMOHHOE OOecreueHne YIpaBiIeHHUS,
nokymeHnToo6opot, pekBusuthl, [OCT. Crangaptuzanus AeTOTPOU3BOACTBA. 3aKOHOIATEIHHOE
peryaupoBaHue JAeIONPOM3BOICTBA: 3aKOHBI OOIIET0 ISHCTBHS U MOA3aKOHHBIEC aKTHI.

Tema 3. ®opmupoBaHue U BeJlecHHE JOKYMEHT0000pOTa B OPraHU3anMH.

JIOKyMEHTOOOOPOT, TOHATHE, OCHOBHbIE TPeOOBaHUS K €ro  OpraHU3alHH.
JIOKyMEHTOIIOTOKH, MX aHAJIW3 U coBeplueHCTBoBaHUE. Kiaccupukaius TOKYMEHTOIOTOKOB:
TOPU30HTAJIbHBIE, BEPTUKAJIBbHBIE, BOCXOJASALINE, HUCXOSIINE, BXOJIINE, HCXOMALIME U
BHyTpeHHue. [logcuer oObema HOKyMeHTOOOOpoTa. 3HaueHHE oO0beMa JOKYMEHTOO00OpOTa.
OcHoBHBIE »3Tambl paboOThl € JOKyMeHTaMu. IlepBoHawanmpHast o0OpabOTKa mOCTyHaromen
KOPPECIIOH/IEHIIMN, COPTUPOBKA JOKYMEHTOB M MX IpeaBapuTenbHas peructpauus. Ilopsmok
MPOXOXKJICHHUST BXOJIUX M BHYTPEHHUX JOKYMEHTOB. Perucrparnus ciayKeOHBIX JTOKYMEHTOB,
OPUHLUIBI PerucTpannu. JJOKyMeHThI, moajiexanue o0s3aTenbHoN peructpaunu. Muaekcanus
JTOKYMEHTOB. @OpMBI perucTpanuu AOKyMeHTOB. CIpaBO4YHO-WH(OPMAIMOHHBIE KAPTOTEKH.
Opranuzanys UCHOJHEHUS JTOKYMEHTOB. CpOKHM MCHOJHEHHUS TOKYMEHTOB. DOpMbI KOHTpOJI,
aHaJIN3 UCTIOJIHUTENFHON pabOTHI M CHATHE TOKYMEHTOB C KOHTPOJIS.

Tema 4. Knaccugukanum 10KyMeHTOB: BUAbI, (yHKINH U TPpaBuJIa oopmiieHus.

OOmiee nmonsTHe O NOKyMeHTe. OpraHM3allMOHHO - PACHOPSAUTENbHAS JTOKYMEHTAIUS.
Bunpl tokymMeHTOB 1 ux kiaccudukamys. Llens knaccudpukaryn. 1o HauMeHOBaHHIO, 110 CIIOCO0Y
¢uKcanuy, MO CTENEHH CIOXKHOCTH, MO CTENEeHU TJIACHOCTH, MO IOPUIMYECKON Ccuie, IO
MIPOUCXOXKICHHUIO, TI0 CPOKAM XPaHEHHs, TIO CTETIEHH 00s3aTeILHOCTH, TI0 CTETIEHU YHU(UKALUH.

Tema S. PekBU3UTHI 0PUIHAIBHBIX JOKYMEHTOB M NPaBUJIA UX 0()OPMJICHUS.

30 OCHOBHBIX PEKBU3UTOB O(HUIIMAIBHBIX TOKYMEHTOB M MpaBHJIa UX PACHOJIOKEHUS Ha
nokymenre. CoctaB u mpaBuwia opopmiieHUs] pekBU3uTOB nokymeHToB. [OCT P 6.30-2003 .
TpeboBanust k oopMIIEHUIO PEeKBU3UTOB. CXEMBbI PACIOJIOKEHHUS PEKBU3UTOB. PEKBHU3HTHI,
KOTOPBIE JIOJDKHBI UCIIONIB30BAThCS TIPU U3TOTOBJICHUHU OJaHKOB JOKYMEHTOB.

Tema 6. Opranu3anusi ONepaTHBHOI0 XPAHEHHUSI H MCIOJIb30BAHUSI IOKYMEHTOB.

8



IlepBuunbie noxymeHTsl npeanpuarud. OCT P 7.0.8-2013. XpaneHue AOKYMEHTOB B
IIPOLIECCE MX MCIOJHEHUS. XPAHEHHWE HCIOJHEHHBIX JOKYMEHTOB. 1'OCYAapCTBEHHBIM apXuB,
MYHUIUNATBHBIA  apXuB, MNpoQWIb apxuBa, apXUBHBIK QoHA, ApxuBHbi ¢GoHg PO,
OObeIMHEHHbI  apXuBHBIA  (OHI,  apXuUBHBIK  (OHJ  JIMYHOTO  NPOUCXOXKJCHHS,
¢bonm000pazoBaresb, 00eCeYeHNe COXPAaHHOCTH JJOKYMEHTOB.

Tema 7. [les10Basi nepenucKa v A3bIK yIPaBJIeHYECKUX JOKYMEHTOB.

@enepanbhblil 3akoH PO "OO6 snekrponHoM nmdpoBoii nmoanucu". Jlenosas mepemnucka.
DJNeKTpOHHAsl MOJIMHUCh, CEPTU(UKAT MPOBEPKH 3SIEKTPOHHOM MOAMMUCH, KIIOY 3JIEKTPOHHOM
MOJMKUCH, YAOCTOBEPSIOLINN LIEHTP, CPEACTBA MIEKTPOHHOM noamucu. [IpaBoBoe perynupoBanue
OTHOIIEHHH B 00JIACTH UCIIOJIB30BAHUSA HIIEKTPOHHBIX MOAMHCENH. BUIBI 31I€KTPOHHBIX MOAMUCEH.
IIpu3HaHue SIEKTPOHHBIX MOJNUCEH, CO3JaHHBIX B COOTBETCTBMM C HOPMaMH HWHOCTPaHHOI'O
IIpaBa U MEKIyHapOJHBIMU CTaHAAPTaMHU.

Tema 8. D1eKTPOHHBIN JOKYMEHTOOOOPOT.

ITonsitue JIEKTPOHHOI'O JTOKyMEHTO000pOoTa B OpraHH3aIiHy. O630p
aBTOMAaTU3UPOBAHHBIX CCTEM YIIPABJIEHUS JOKyMEHTaMHU. [IpaBuia npuMeHeHUs JIEKTPOHHOTO
nokymentoobopora. Bumer DJI0. IlpaBa u 005S3aHHOCTH COYYaCTHHUKOB 3JIEKTPOHHOTO
B3aUMOJICHCTBUSL B cdepe noKymeHTooOopora. [IpUHUMIBI TNpHU3HAHUS SJIEKTPOHHOTO
JOKYMEHTO000pOTa, TMOAMUCAHHOTO LHU(POBOIM MOANUCHIO, PAaBHO3HAYHBIM JOKYMEHTaM Ha
OyMa)KHOM HOCHUTEIIE.

4.4. IlpakTHyeckas NOAr0TOBKA

IIpakTHueckas MOArOTOBKA pEAIM3YETCsl IyTEM IPOBEACHUS INPAKTUYECKUX 3aHATHM,

IpeIyCMaTPUBAIOIIMX y4acTHE OOYYarOUIUXCS B BBINOJHEHHUH OTIENIBHBIX 3JIEMEHTOB paldoT,

CBSI3aHHBIX ¢ Oyayieil mpogecCHoHaIbHOM e TeTbHOCTBIO.

5. YuebOHO-MeTOAMYECKOE, HHPOPMAIIMOHHOE U MaTePUATIbHO-TEXHUYECKOe
obecrneyeHue JUCUMIIMHBI

5.1 OcHoBHas TuTEpaTypa

L. Jlenonponu3BOACTBO M JOKYMEHTAI[MOHHOE oOOecleyeHue TOCYJapCTBEHHOH H
MYHUIIUTIATBHON CITyKOBI : yueOHoe nocobue / cocraButens 0. B. Mupronikuna. — CtaBponosib
: CK®VY, 2016. — 115 c. — Texkcer : 31eKTpoHHBIH // JIaHb : 37IeKTpOHHO-0MOIMOTeYHAas CUCTEMA.

— URL.: https://e.lanbook.com/book/155606

2. [lyBanosa, H.H. Opranuzanus M TEXHOJIOTUS JOKYMEHTALMOHHOTO OOECTeUeHHS
ympaBiieHus . ydeOHUK M mpaktukym mis By3oB/ H. H. lllyBamoBa. — 2-e uzn., mepepad. u
norm. — MockBa : M3marensctBo IOpaiit, 2022. — 265 c.— (Bricmee oOpazoBanue). —

ISBN 978-5-534-12358-6. — Texcr : snextponHslii // OOpazoBatensHas miaTdopma HOpaiit
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https://e.lanbook.com/book/155606

[caiiT]. — URL: https://urait.ru/bcode/489984

5.2 lonoJHUTEIbHAA JIUTEPATYpa

I. Kyznuenos 1.H. [lenoBoe nuceMo : yaeOHO-cripaBouHOE mocodue. - M. : Jlamkos u K, 2012
— 288 c.

2. Jlenonponu3BOACTBO U JIOKYMEHTOOOOpPOT B CHCTEME TOCYJapCTBEHHOTO H
MYHUIIUTNIATBHOTO ynpasieHus : yueb.-meto. nocodue / E. B. 3aituesa, H. B. 'onuaposa ; M-Bo
oOpa3oBanus u Hayku Poc. @enepanun, Ypan. genep. yu-1. — ExarepunOypr : U3n-Bo Ypai. yH-
Ta, 2017. — 178 c.

3. JlokymMeHTOBeieHHe: YUeOHUK JUIsl CTYIEHTOB YUpEKJIeHUH BhIciiero oopasosanus / M.B.
Jlapun, E.A. Ilnemkesuy, B.®. Snkosas, B.C. Munranes, 32 E.B. TepeutbeBa, M.JI. I'aBnum;
MoJ pell. I-pa ucT. Hayk, mpod. M.B. Jlapuna. M.: M3garensckuii ieHTp «Akagemus», 2016. —
320 c. — 800 k3.

5.3 IIpodeccuonanbHbIe 6a3b1 JAaHHBIX U HH(POPMALIMOHHBIE CIIPABOYHBIE CHCTEMbI

1. Bceepocculickuil Hay4HO-UCCIIEI0BATEIbCKUI MHCTUTYT JOKYMEHTOBEACHUS U apXUBHOIO
nena (BHUUIA) http://www.vniidad.ru

2. OdunmanbHbIi CauT [Ipe3unenra Poccuiickoit denepauun
http://www.president.kremlin.ru/mainpage.shtml

3. [Topran «'’APAHT.PY» URL: http://www.garant.ru (pecypcbl OTKpBITOTO JJOCTYIIa)

4. IMopran «Koucynprantllmoc» URL:  https:/www.consultant.ru/  (JumeH3noHHoe
porpaMMHOE 00ecrieueHre 0TEeYECTBEHHOTO TPOU3BOJICTBA)

5. [Toptan rocyaapcTBEHHBIX ¥ MYHHUIIUIAIBHBIX yeayT http:/ www.gosuslugi.ru/ru/

6. Caiit «ApxuBbl Poccun» non arunoi @enepanbHOro apxuBHoro areHrcrsa (Pocapxusa)
http://www.rusarchives.ru

7. Caiit Poccrannapra http://www.gost.ru

8. CoBer  ®enepaunn  DenepanbHOTO CoOpanust  Poccuiickoit ~ ®Denepanuu
http://www.council.gov.ru/index.html

9. @enepanbHas cayx0a 1Mo Haa30py B cdepe cBA3M, MHOOPMAIMOHHBIX TEXHOJOTHHA H

MaccoBbix kommyHuKarui, ®IYIT HTL "Uudopmpeructp" http://www.inforeg.ru
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https://urait.ru/bcode/489984?utm_campaign=rpd&utm_source=web&utm_content=4ad79e04bad8ee922fa6d42639332d9a
http://www.vniidad.ru/
http://www.president.kremlin.ru/mainpage.shtml
http://www.gosuslugi.ru/ru/
http://www.rusarchives.ru/
http://www.gost.ru/
http://www.council.gov.ru/index.html
http://www.inforeg.ru/

5.4 MaTtepuaJibHO-TeXHHYECKO€e U IPOrpaMMHOe o0ecniedeHue (JINIEH3NOHHOE H CBOOOTHO

pacnpocTpaHsiemoe)
HaumeHoBaHue HaumeHoBaHue OcCHalIEHHOCTh Ilepeuennb
AUCHHUILINHBI CreUAJIbHBIX CrenraJIbHbIX JIMIEH3UOHHOI 0
(MoayJisi), IPAKTHK NOMeIIeHUH U NOMELIEeHUH U NpPOrpaMMHOI0
B COOTBETCTBMH C | IOMEIIEHUH 1JIA MOMEILEeHNH 1JIA olecneyeHms.

MYJIbTUMEAUNHBINA
MIPOEKTOP, TEIEBU3OP,
TEMaTHYSCKUE CTCH/IEI,
MPE3EHTaLMOHHBII
Marepuani, KOMIUIEKT
OJIaHKOB TEXHUYECKOH

JTOKYMEHTAIUH
Aynuropus uis y4eOHbIe MecTa,
CaMOCTOSITEIIbHON 000pyIOBaHHBIC
paboTHI 6104yHO Mebelnbio,

KOMITIBIOTEPAMH C
BBIXOJIOM B CETh
NHurepHer,
MHOTO(]YHKIIMOHAJIbHOE
YCTPOMCTBO

Y4eOHBIM IVIAHOM CaMOCTOATEIbLHOMI CaMOCTOATEIbHOM
padoThI padoThI

dTa.03 Kabuner y4ueOHbIe MeCTa, Microsoft Windows

JIOKyMEHTAIlMOHHOE | MEHEPKMEHTA 000pyJIOBaHHBIE XP

obecrieueHue 1 0JIOUHOM MEOEIIbIO, Microsoft Office

JeI0NIPOU3BOCTBO KOMIIBIOTEpPAMH C Kaspersky Endpoint
BBIXOJIOM B CETh 1u1st Ou3Heca
UHTEpHET, pabouee Koncynprantllntoc
Mecto npenogaBatens B | AdobeReader
COCTaBe CTOJI, CTYII, Cisco WebEx
Tym0a, KOMITBIOTED WNudopmanronHo-
IPETo/IaBaTeNs ¢ KOMMYHHUKAIIHOHHAsI
BBIXOJIOM B CETh iatgopma
UHTEPHET, DKpaH, «Cdepym»

6. MeToaudeckue YKazaHusd NJasd oﬁyqamumxcn 10 OCBOCHHIO JUCIHUIIJIMHBI

6.1 3aHATHSA JTIEKIIHOHHOT0 U CEMHMHAPCKOr0 (MPaKTH4Y€CKOIr0) TUIIOB

Meronueckue ykazaHus Ui 3aHATHHI JEKIIMOHHOTO TUMA. B X01€ NEKIIMOHHBIX 3aHITUI

oOyyaromemycss HEOOXOJMMO BECTHM KOHCIEKTHpPOBaHME y4eOHOro Matepuana, oOpamiarb

BHUMAaHHE Ha KaTeropuu, (opMyIHPOBKH, PACKPHIBAIOIINE COJIEPKAHUE TE€X MM UHBIX SBJICHUM

U TPOIIECCOB, HAyYHBIC BBIBOJBI M MpPAKTHUYECKHE pekoMeHaanmuu. HeoOxoammo 3amaBathb

nNpenoAaBaTCIi0O YTOUYHAKOIIUC BOIIPOCHI C MNCJIbIO YACHCHHA TCOPCTUUCCKUX HOHO)KCHHﬁ,

paspelieHus CIIOPHBIX CUTYalU.

11



https://www.webex-russia.ru/

Lenecoobpa3Ho nopabaThiBaTh CBOM KOHCIIEKT JIEKLIMH, JIeJiasi B HEM COOTBETCTBYIOIINE
3allMCU U3 OCHOBHOM W JIOIOJIHUTEIBHOM JINTEPATyphbl, PEKOMEHIOBAHHON IIPENONABATEIIEM U
NPEIyCMOTPEHHOM yueOHOM MporpaMMOi AUCIUILITHHEI.

Metonuueckue yKkazaHus U1 3aHATHUA CEMHHApCKOro  (MPAaKTUYECKOTO) THIA.
[IpakTuyeckue 3aHATHS TO3BOJSIIOT Pa3BHBATh Y OOY4AlOIIErocs TBOPUYECKOE TEOPETHUECKOE
MBIIUICHUE, YMEHUE CaMOCTOATEIbHO H3Yy4aThb JIMTEPATYPY, AHAIM3UPOBATH IPAKTUKY; ydar
YeTKO (OPMYIUPOBATH MBICIB, BECTH TUCKYCCHIO, TO €CThb UMEIOT HCKIIOYUTEIHHO Ba)KHOE
3HAQYECHUE B PA3BUTUU CAMOCTOSITEIIBHOTO MBILICHHUS.

IlogroroBka K IpakTMYECKOMY 3aHATHUIO BKIIOYaeT JaBa drama. Ha mepBoM srame
oOyJaromuiicsi MIaHUPYET CBOIO CAMOCTOSITENIFHYIO pabOTy, KOTOpas BKIIOYAET: YSICHEHUE
3aJJaHusd Ha CaMOCTOSITEIbHYIO paboTy; moA0Op OCHOBHOM M JOMOJHUTENBHOM JMTEPaTyphl;
COCTaBJICHHWE IUIaHa pabOTBl, B KOTOPOM OIPENENISAIOTCS OCHOBHBIE IYHKTBI IPEICTOSIICH
noarotoBku. CocTaBlieHHE TUIaHA JUCUUIUIMHUPYET W MOBBIIIAET OPraHM30BaHHOCTH B padoTe.
Bropo#l sram BKIIOYAeT HENOCPEACTBEHHYIO NOATOTOBKY K 3aHATHIO, KOTOpas HAYMHACTCS C
M3yUYEHHs] OCHOBHOM M JOMOJIHUTENBbHOM IuTeparypsl. Oco60e BHUMaHUE TPH 3TOM HE00X0AUMO
o0paTuTh Ha COJIEpKAHHE OCHOBHBIX TOJIOKEHUH M BBHIBOJIOB, OOBSCHEHHE SIBICHUN U (DaKTOB,
YSCHEHHE IIPAKTUYECKOTO IPWIOKEHUS pPAacCMaTPUBAEMbIX TEOPETUYECKUX BOIPOCOB. [lanee
CJIEyeT MOATOTOBUTH TE€3UCHI ISl BHICTYIUICHUH MO BCEM y4eOHBIM BOIPOCAM, BHIHOCUMBIM Ha
IIPAKTUYECKOE 3aHIATHE WJIM 110 TEME, BBIHECEHHON Ha JUCKYCCHUIO (KPYIJIBIM CTOJI), IPOJyMaTh
IIPUMEPBHI C IEIbI0 00eCTIeYeHNsI TECHOM CBSI3U U3y4aeMO TeMbI C peallbHOM KU3HBIO. [ 0TOBSCH
K JIOKJIaly UJIH BBICTYIUICHHUIO B PAMKaX HHTEPAKTUBHOM (POPMBI (IUCKYCCHS, KPYTJIBIH CTOM), IPH

HCO6XOZ[I/IMOCTI/I CJICOAYCT 06paTI/ITI>CSI 34 IOMOIIBIO K MPCIIOJaBaTCIIO.

6.2. CamocTosiTeIbHAs1 padoTa CTYAeHTOB

CamocrosTenbHas paboTa CTYJCHTOB MPEyCMOTPEHA YU€OHBIM IUIAHOM 10 JUCLUTUIMHE
B o0beme 40 uvacoB. CamocrosiTenbHas paboTa pealu3yercss B paMKax MPOrpaMMbl OCBOCHHS
JUCUUIUIMHBI B CIIEAYIOMHUX GopMax:

- paboTa ¢ KOHCIIEKTOM 3aHATHs (00paboTKa TEKCTa);

- MpopabOTKa TEMATUKU CAMOCTOSTEILHOU PabOTHI;

- HalTMCaHue KOHTPOJIbHOM paboThI;

- mouck uHpopmanyu B cetu «VIHTEepHET» U TUTEpaType;

- BBITIOJITHEHUE MHIUBUYATIbHBIX 3aJJAHUN;

- MOJATOTOBKA K cJjayue 3a4eTa.

CamocrosTenbHas padoTa MPOBOAUTCS C LENbIO:

- CHCTEMaTH3alluU U 3aKPETUICHHs TIOTyYeHHBIX TEOPETHUECKUX 3HAHUN U MPAKTUYECKUX

YMEHUH 00y4aronuxcs;
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- YrIIyOJIeHUs U PACHIMPEHHS TEOPETUUECKUX 3HAHUHN CTY/IEHTOB;

- (QopMupoBaHUS YMEHHMH HCIHOJB30BaTh HOPMATHUBHYIO, IPABOBYIO, CIPABOYHYIO
JOKYMEHTAINIO, YUeOHYIO U CIICIHANBHYIO JINTEPATYPY;

- pa3BUTHA MO3HABATEIBHBIX CHOCOOHOCTEH M aKTUBHOCTU OOYYAIOIIMXCS: TBOPYECKON
WHUIMATUBBL, CAMOCTOSITEIbHOCTH, OTBETCTBEHHOCTH, OPraHM30BAaHHOCTH; (popMupOBaHHE
CaMOCTOSITEIbHOCTH MBIIIIJICHUS, CIOCOOHOCTEH K CaMOPAa3BUTHIO, COBEPIIEHCTBOBAHUIO H
CaMOOpraHu3aIuH;

- Pa3BUTHIO MCCIIEOBATEIBCKUX YMEHUHN CTY/IEHTOB.

TexHonorust OpraHM3allid  CaMOCTOSITETIBHOM pabOThl  OOYdYalOIIMXCSl  BKIIIOYAET
UCTOJb30BaHNEe WH(POPMALMOHHBIX W MaTEpUATbHO-TEXHUYECKUX PECcypcoB: OMOIMOTEKa C
YUTAIBHBIM 3aJI0M, KOMITBIOTEPHBIE KJIACChl C BO3MOXKHOCTBIO paboThl B MIHTEpHET, ayIuTOpHu
ISl CAMOCTOSITEIIbHON PaOOTHI.

Ilepen BeIMONHEHHEM OOYYaIOUIMMHCA BHEAYAUTOPHOW CaMOCTOSITENbHOM pPabOTHI
IIPEro/1aBaTellb MPOBOJUT KOHCYIHTHPOBAHUE MO BBHIMIOJIHEHUIO 33[aHUs, KOTOPBIA BKIIOYAET
LeNb 3aJaHusl, €ro COAEp)KaHUs, CPOKH BBINOJHEHHS, OPUEHTHPOBOYHBIM 00beM paloThl,
OCHOBHBIE TpeOOBaHHUs K pe3ysibTaTaM padOThl, KPUTEPHH OIICHKH.

CamocrosTenbHas paboTa MOMKET OCYLIECTBIIATHCS WHIAMBUIYAIbHO WM TPYyNIaMH
oOyJaromuxcs B 3aBUCUMOCTH OT LEIHM, 00bEMa, KOHKPETHOM TEMAaTHKH CaMOCTOSTEILHOM
paloThI, YPOBHSI CJIOXKHOCTH, YPOBHS YMEHHUH 00Yy4arOIIHXCs.

KoHTposs camocTosTenbHON paboThI CTYICHTOB MIPEAYCMaTPUBACT:

-COOTHECEHHUE COEP)KaHUsI KOHTPOJIS C LEeTIMHU 00yUeHHS;

-00bEKTUBHOCTH KOHTPOJIS;

-BJIMAHOCTb  KOHTPOJIE  (COOTBETCTBHE NPEABSABISIEMBIX  3aJaHHi  TOMY, 4TO
IIPENII0JIAraeTCsl IPOBEPUTH);

- depeHIannio KOHTPOJIbHO-U3MEPUTEFHBIX MaTEPUAIIOB.

@DopMBI KOHTPOJIS CAMOCTOSATENILHOM PabOTHI:

-IIPOCMOTP U MPOBEPKA BBHIMOJIHEHUS CAaMOCTOSITEIbHOM pabOTHI pernogaBaTesneM;

-OpraHu3alys CaMOIPOBEPKH, B3aUMOIIPOBEPKH BHITIOJTHEHHOTO 33J[aHUs B TPYIIIE;

-00CY)KJIeHHE Pe3yJIbTaTOB BHITIOJTHEHHOW PabOThI HA 3aHATHH;

-TIPOBEJICHHE MUCBMEHHOTO OTIPOCa;

-IPOBEJICHHE YCTHOTO ONpOCa; OpraHM3alus U TPOBEIEHHE WHIAMBUIYAIBHOTO
coOeceJoBaHMS;

-OpraHu3alys 1 MpoBeJeHUe cOOeCeJOBAHUS C IPYIIIOM.
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7. MeToanuyeckue PEKOMEHIAANUA 11O oﬁyqumo JIiII ¢ OTPaAaHNYCHHBIMU

BO3MOKHOCTAMMU 3/1I0POBbHA 1 HHBAJIHU/I0B

OOyueHne Mo JUCHUILIMHE 00yUYaroIUXCs C OrPaHUUYEHHBIMU BO3MOXHOCTSIMU 370POBBS
(manee — OB3) ocymecTBaseTcs € Y4€TOM OCOOEHHOCTEH ICUXO(PHU3UYECKOTO Pa3BUTHS,
WHAWBUYAIbHBIX BO3MOXHOCTEH U COCTOSTHUS 3/10POBBS TAKUX 00YUAIOIIHXCS.

Conepxanne o0pa3oBaHMs U YCIOBMS OpraHuM3aluu oOydeHus, oOywaromuxcs ¢ OB3
OTIPENIeNAIOTCS aIallTUPOBAHHOM 00pa30BaTENbHONW MPOrpaMMOM, a Il MHBAJIHMIIOB TaKXe B
COOTBETCTBUU C MHAWBUIYAILHOM MPOrpaMMOi peaOMIUTaIlii HHBAIHIA.

OcBoenue mucuuIUIMHbl oOywatommmucs ¢ OB3 MoxeT OBITh OpPraHM30BaHO Kak
COBMECTHO C JpYrUMH OOy4aroIMMHUCS, TaK W B OTAENbHBIX rpymnmax. Ilpeamonaratorcs
CrelMabHbIe YCIOBUS JUIs TOTydeHHs oOpa3zoBanus oOydaromumucs ¢ OB3.

ITpodeccopcko-nearorn4eckuii CocTaB 3HAKOMHUTCS € TICHUXOJIOTO-(hU3HONIOTHYECKUMU
0COOEHHOCTSMHU OO0y4Jarouuxcss WHBAIMIOB M Jul ¢ OB3, MHAMBUIYyaIbHBIMU MPOrpaMMaMH
peadmInTalMi HHBAIKIOB (TIPU HAJTHYUH).

B kypce npearosiaraercsi HCHOIb30BaTh COLUANTBHO-AKTUBHBIE U pe(IIEKCUBHBIE METOIbI
oOy4eHHUsl, TEXHOJOTHMU COLHMOKYJIbTYPHOUH peabMiIMTaluu C I[eJbl0 OKa3aHUs IMOMOIIM B
YCTQHOBJIEHUH TOJIHOLIEHHBIX MEXJIMYHOCTHBIX OTHOIICHUN C JIPYTUMH CTYIEHTaMH, CO3JIaHHH
KOM(pOPTHOTO TICHXOJOTMYECKOro KJMMara B cTyleHueckoil rpymme. Ilogbop u paspaboTtka
y4eOHBIX MaTepHalioB TMPOMU3BOJATCA C YYETOM IPENOCTABICHUS MaTephajla B pPazIHYHBIX
dopmax: ayIuanbHOM, BU3YaJbHOM, C MCHOJIH30BAHUEM CIICLUAIBHBIX TEXHUUYECKUX CPEICTB U
MH(POPMAIIMOHHBIX CHCTEM.

OcBoenne aucuunauHbl gunaMu ¢ OB3 ocylecTBiaseTcsl ¢ UCHOJB30BAaHUEM CPENCTB
oOy4yeHus OOMIEro W CHENMAJIBHOTO Ha3HAueHHs (MEPCOHAIBHOTO M  KOJUIEKTUBHOTO
MCIOJIb30BaHus ). MarepuanbHO-TEXHUYECKOe 00ecieueHre MpeayCMaTpUBAET MPUCIIOCOOICHHE
aynuTopuil K Hyxaam aun ¢ OB3.

®opma mpoBeACHUS aTTECTAllUU ISl CTYICHTOB-MHBAIUAOB YCTAHABIUBACTCS C YIETOM
MHIMBUIYAIbHBIX MICUX0(pu3nyecknx ocodeHnocteit. st crynentos ¢ OB3 mpenycmarpuBaercs

noctymHas Gopma mpeaoCcTaBICHHs 3aIaHUi KaK OIICHOYHBIX CPEJICTB, & UMEHHO:

] B medaTHOM WU 3JEKTPOHHOM hopMe (U1 JIUIL C HAPYIICHUSIMU ONIOPHO -/IBUTaTeIbHOTO

amnmnapara);

"] B medaTHOH GopMe WK AIIEKTPOHHOH OopMe C YBEIMUCHHBIM MIPU(TOM U

KOHTPACTHOCTBIO (IS JIUL] C HAPYILIEHUSAMHU CIIyXa, peUH, 3pEeHus);

'] METOIOM YTEHHS aCCUCTEHTOM 3aJaHusi BCIyX (IJIs UL C HAPYLICHUSIMU 3PECHHUS).
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CTy,Z[eHTaM C HHBAJIMJHOCTBIO YBCIHWYHMBACTCA BpPCMA Ha IMOATOTOBKY OTBCTOB Ha

KOHTpOJIbHBIE BOTPOCHL. [l TakuX CTYIEHTOB IMpeaycMaTpuBaeTcs JocTymHas (opma

npeaoCTaBJICHUSA OTBCTOB Ha 3a/laHUA, 4 UMCHHO:

O MUCHbMEHHO Ha Oymare uiax HabOpPOM OTBETOB Ha KOMIBIOTEPE (ISl JIUI] C HAPYIICHUSIMH

cllyxa, peun);

O BBIOOPOM OTBETA M3 BOSMOXKHBIX BAPUAHTOB C UCIIOJIB30BAHNUEM YCIIYT aCCUCTEHTA (JUIsI

JIMI] C HApYLIEHUSIMHU OIIOPHO-/IBUTaTENILHOTO arniapara);
O YCTHO (17151 JIUL C HAPYILIEHUSMU 3pEHUS], OIOPHO-IABUTATEIBHOIO alllapara).

0 IpH HEOOXOIMMOCTH TSI OOYYAIOIIMXCS C HHBATMIHOCTRIO MPOLIEAYpa OIEHUBAHUS

PE3YyJIbTAaTOB 06yqumI MOZKCT MPOBOAUTHCA B HCCKOJIBKO JTAIlOB.
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[Tpunoxenue 1

@DoH/I OLIECHOYHBIX CPEJACTB
JJISE TEKYIIEr0 KOHTPOJISI M IPOMEKYTOYHOM aTTeCTaluu
MPH U3YYEeHUH TUCHUTLTHHBI
DT/1.03 lokyMeHTALIMOHHOE O0ecnedeHre 1 1eJI0NPOU3BOACTBO

r. Mocksa, 2025
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1. ITacnopT poHIa OLIEHOYHBIX CPEACTB

Kon u nanmeHoBanne Nupukartop nocrukenus komnerennuun | HammeHnoBanme
KOMIIeTeHIIUH OLICHOYHOI0
CpeacTBa

YK-4. Cnocoben | MYK-4.1 Opranusyer kKomMMmyHHKaiuio c | [IpomexyrouHas

OCYILECTBIIAThH JIEJIOBYIO | YYETOM IIOCTABJIEHHBIX 3ajad, ONPEAEIseT | aTTeCTalus:

KOMMYHHUKAIIMIO B YCTHOM U | KOMMYHUKAaTUBHO TIpHEeMJIeMyl0 (GopMy U | 3a4eT

NUCHbMEHHOM (opMax Ha | CpelCcTBa OOLIECHHs ¢ KOHTpareHTaMu

rOCYJapCTBEHHOM  S3BIKE NVyK-4.2 Hcnone3yer noruyeckue, | Texymui

Poccniickoit ®enepauuu U | CTUIMCTUYECKHE u rpaMMAaTUYE€CKHUE | KOHTPOJIb:

MHOCTPaHHOM(BIX) IIpaBUJIa HOCTPOEHHUS YCTHOM M MHUCBMEHHOM | OIPOC, TOKJIaJ

A3bIKE(ax) peun Ha PYCCKOM M HMHOCTpPaHHOM s3bIKax | (pedepar), TecT,
MpH  OCYIIECTBICHUU OOIIed U JeNOBOM | 3a1adu Mpu
KOMMYHHKAITIH pazbope
NVYK-4.3 Bener nenoByr NEPEeNUCKy M | KOHKPETHBIX
yOJIMYHO BBICTYIACT Mepesl ayIUTOPHEN Ha | CUTYaIHi
PYCCKOM U MUHOCTPAHHOM SI3bIKE

OIIK-5. Cnocoben | MOIIK-5.1 Ctpout peus, cieays JIOTUKE

JIOTUYECKHU BEPHO, | PaCCYXJICHUM U BBICKA3bIBAHUI

aprymenTupoBanHo u sicio | MOIIK-5.2 CocraBnsieT mpogeccuoHalbHO-

CTPOUTH YCTHYIO U | ODUEHTUPOBAHHBIE U HOPUINYECKHE TEKCTHI

MIICBMEHHYIO peub C | Ha pyCCKOM SI3BIKE

€IMHO0Opa3HbIM u | UOIIK-5.3 Hcnons3yer OIIBIT

KOPPEKTHBIM MEKIIMYHOCTHON u IPYIIIOBOM

HCII0JIb30BAHUEM KOMMYHHUKAIMH, TyOJTUYHBIX BBICTYIIICHUN

npodeccrnoHabHO M

FOPUIMYECKON JIEKCUKHU

OIIK- 6. Cnoco6en | MOIIK-6.1. 3Haer OCHOBBI

IIOHUMATh HOPUHIUIBI | UHOOPMAITHOHHBIX TEXHOJIOTUI

paboThI coBpemenHbix | MOTIK-6.2. YMmeer BBINOJIHATH

MH(POPMALMOHHBIX NpakTUYecKkue paboThl MO  HACTpOiiKe

TEXHOJIOTUH U | KOMIIBIOTEPHOU TEXHUKU

ucnosb3oBatb  ux  ans | MOIIK-6.3. Bnameer HaBbIKamu pabOTHI ¢

pelIeHus 3aja4 | MPUKIATHBIM IPOTPAMMHBIM OOECTIeYeHUEM

npodeccuoHaIbHO M

JESITEIbHOCTH

Otanbl GopMupoBaHUs KommeTeHIMi B mpouecce ocBoeHus OOIl mpsMo CBs3aHBI C

MCCTOM JUCHMIIIIMH B

0o0pa3oBaTeIbHONW  MpOrpamme.

Kaxnprit  sran

(dopmupoBaHus

KOMIICTCHI WM, XapaKTCPU3YCTCAd ONPCACICHHBIMU 3HAHWUAMHU, YMCHHUAMU W HABBIKAMHU U (I/IJ'II/I)

OTIBITOM MPO(EeCCHOHAIBHON NEATENHbHOCTH, KOTOpPHIE OIEHUBAIOTCS B IMPOIECCE TEKYIIETO

KOHTPOJIS yCIIEBAEMOCTH, TPOMEXYTOUHOM aTTECTALUHU 10 AUCLUIUIMHE (IPAaKTUKE) U B IIpoOLiecce

UTOrOBOM arrectanuu. MToroBas oneHka cOPMUPOBAHHOCTH KOMIIETCHLIMH OINpENeNnsieTcs B

nepruoa moAroTOBKMU U CAa4u 3a4cTa.
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2. OueHo4YHbIE CpeACTBA

2.1 Texyummii KOHTPOJIb

THUITIOBOE TECTOBOE 3A/IAHUE

1. lokyMeHTallMOHHOE 00ecTIedeHne YIPaBICHUS — 3TO:

1) nesTenpHOCTH anmapara yrnpaBJieHHsI, 0XBaThIBAIOLIasi BOIPOCH! JOKYMEHTUPOBAHUS U
opranu3zanuu paboThl ¢ JOKYMEHTaMH B ITPOLECCE OCYLIECTBICHHUS UM YIPABICHUECKUX
dyHKmii;

2) npaBUIBHO 0(OPMIIEHHBIE JOKYMEHTBI, OTPAXKAIOIIUE BECh CIIEKTP YIPaBICHYECKOM
NESITEIbHOCTH NPEATIPUATHUS;

3) opranusaiysi JOKyMeHTOO00pOTa B YUPEKACHUH;

4) KOMIIJIEKC OCHOBHBIX TOJIOKEHUH, ONIPEENSIOMNX U PETJIAMEHTUPYIOIUX OPraHU3aLHIo
JOKYMEHTUPYEMBIX MPOLECCOB HA IPEIIPUITHH.

2. Cucrema TOKyMEHTAIIMH, CO3/IaHHAsl 110 €MHBIM MpaBHJIaM U TPeOOBAHUSAM, — 3TO:

1) yaudunupoBaHHas cuctemMa JOKyMEHTAIIH;

2) EI'CL;

3) I'OCT;

4) 00OBEKT eOTPOU3BO/ICTBA.

3. YTo Henb3s OTHECTH K cepe AeTONpOnu3BOICTBA?

1) opopmienue cekperapém npukasa o npuéme Ha paboTy COTPYAHUKA;

2) odopMmieHHe cekpeTapéM Mo Mpochde HaYaTbHUKA MO3IPABUTEIBHON TeNerpaMMBbI JUIs
€ro MaTepu;

3) opopmiieHHe ceKpeTapéM 10 MPOCh0e HaYAIbHHUKA CIYKEOHOM 3alMCKU B BBIIIECTOSIIIYIO
MHCTaHIUIO;

4) opopmieHne cekpeTapéM MPOTOKOJIA COBEIAHHUS PYKOBOIUTENEH OT/EIOB.

4. I'te Ha JOKyMEHTE cJelyeT pacrojaraTh rocynapctseHHsiii repd Poccuiickoit @eneparyn?
1) B BepxHEM I10JIE;

2) 10 LEHTPY JIUCTA;

3) B IpaBOM BEPXHEM YTIIIY;

4) B JIEBOM BEpXHEM YTIy.

5. B kakom ciydae Ha JOKYMEHTE He BOCIIPOM3BOIUTCS SMOIeMa OpraHn3auu?

1) ecniu Ha JOKyMeHTe yxe nomenién repd Poccuiickoit @eneparuy;

2) eciii Ha JOKYMEHTE yXe momeniéH repo cyobekra Poccuiickoit @eneparuy;

3) ecnu opraHu3anys HE CYUTACT HY>KHBIM IOMEIIATh SMOJIEMY Ha IOKyMEHTE.

5. I'ep6 cyowekra Poccuiickoit @eaeparuy nmoMeriaercs Ha OJIaHKax:
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1) B BepxHEM I10JIE;

2) 10 LUEHTPY AOKYMEHTA;

3) B IpaBOM BEPXHEM YTIIIY;

4) B COOTBETCTBUH C IPAaBOBBIMHU aKTaMu cyObeKTOB Poccuiickoit denepanuu.

IITkama orleHUBaHUS TECTOBOI'O 3aJaHUS

% BepHBIX penleHnii (0TBETOB) HIxana oueHuBaHUsA

85-100% «OMIAUYHOY

70-84% «xopouio»

51-69% «y00871emMeOPUMENILHOY
y 4

50% u menee «HEYIOBJIETBOPUTEIHHO»

INPUMEPHASA TEMATHUKA KOHTPOJIBHBIX PABOT IO IUCHUIIJIMHE

1. Conepxanue U Ha3HAUYECHUE JIEIONPOU3BO/ICTBA.
. OpranuzanuoHHbie (GOPMBI IETOMPOU3BOICTBA.

. Cmyx0a J1elonpou3BO/ICTBA, LENH U 33/1a41, (YHKIIMOHATILHOE COAEpIKaHUE eI TeTbHOCTH.

2
3
4. 3akononarenscTBo Poccuiickoii @eneparuu B chepe HHPOPMALUU U JOKYMEHTAIUH.
5. 3aKOHOATENbCTBO 00 IMEKTPOHHON TOIHCH.

6. Buibl 271€KTpOHHON MOANKCH U IOPSIIOK UX TPUMEHEHHUS.

7. HopmatuBHbIi fokyMeHT «lIpaBuia nenonponsBo/cTBa B (eliepalbHbIX OpraHax
HCIIOJIHUTENBHOM BJIACTU», €0 Ha3HAYCHHUE.

8. HarmoHanbpHbIE CTaHAAPTHI 1O YIIPABICHUIO TOKYMEHTAMH.

9. HopmatuBHBIE IPaBOBBIE aKThl OpPraHa BJIACTH, PErJIaMEHTUPYIOIIME OPraHU3aIHIo paboThI ¢
JOKYMEHTaMH.

10. MHCTpYKIMSA 1O IEIOTPOU3BOICTBY, HOPMATHBHAS U METOIMYECKas 6a3a pa3paboTKu
MHCTPYKLUU O JIEJIOIPOU3BOJICTBY.

11. bnank foKkyMeHTa, BUJbl OJJAHKOB COCTaB PEKBU3UTOB OJaHKA.

12. CocTaB peKBU3UTOB YIOCTOBEPEHUS, MOPSATIOK UX OPOPMIICHHSL.

13. CityxeOHbBIE OTMETKU Ha JOKYMEHTE, MOPSJIOK UX 0(OPMIICHUSL.

14. Cucrema oprann3allMOHHO-IIPABOBOM JOKYMEHTALIMH, HA3HAYEHUE U BUJOBOH COCTaB
JOKYMEHTOB.

15. IloHsiTHE HOPMATUBHOTO NPABOBOTO AKTA, BUJIbl HOPMAaTUBHBIX IIPABOBHIX AKTOB
(benepanabHBIX OPraHOB UCIIOJHUTEILHON BIACTH.

16. JIomkHOCTHAst MHCTPYKIMS, HA3HAYCHUE IOKyMEHTAa, COCTaBJICHUE U 0(POPMIICHHE.

17. Ilpouenypa cornacoBaHus JOKYMEHTOB, €€ Ha3HAUEHHE, BHEIITHEE U BHYTPEHHEE
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COTJIaCOBaHHUE.
18. BusupoBanue JOKyMEHTOB, 0COOEHHOCTH BU3UPOBAHUS PACTIOPSAUTEIBHBIX IOKYMEHTOB.
19. Cucrema pacnopsIuTeNIbHOM T0KyMEHTAllM, HA3HAYE€HNE U BUJOBOM COCTaB JOKYMEHTOB.
20. CocraBienue 1 opopMIICHHE IPHUKa3a 0 OCHOBHON JEATEIbHOCTH.

21. Ilopsanok TOKyMEHTHPOBaHMSI KOJUIETHAIBHOM (COBELIATENbHOM) AESITENBHOCTH.

2322. IIpoToKOJ 3aceanusi, BUAbI IPOTOKOJIOB, COCTAaBICHHE U O(hOPMIICHHE.

23. CucreMa HH()OPMAITMOHHO-CIPABOYHON JOKYMEHTAIIMH, Ha3HAUCHHE U BUJIOBOW COCTAaB
JOKYMEHTOB.

24. JlenoBoe NUCbMO, Pa3HOBUIHOCTH JIEJIOBBIX ITUCEM.

25. CocraBnenue u opopMIICHHE ETOBOTO MUCHMA.

26. TekcT ynpaBiIeHYECKOTO JOKYMEHTa, 001Iue TpeOOBaHUS K COCTABICHUIO TEKCTa
JOKYMEHTA.

27. AKT KaK BHJI IOKyMEHTa, Pa3HOBUJHOCTH aKTOB, 0COOEHHOCTH COCTABICHUS U O()OPMIICHUSI.
28. IloHsTHE JOKYMEHTO0O0POTA, KaUeCTBEHHBIE M KOJIMYECTBEHHBIE MTApaMeTPhI
JTOKYMEHTO000pOTa.

29. IIpyHIMITEI pallMOHATIBLHOM OpraHU3aluy JOKyMEHTO000poTa.

30. OcHOBHBIE 3Tallbl JBUKEHUS MOCTYNAIOLUIUX JOKYMEHTOB.

31. OcHOBHBIE 3Tallbl JBUKEHUS OTIPABIISAEMBIX JOKYMEHTOB.

32. ®opMBI M METOJIBI COBEPILIEHCTBOBAHUS JOKYMEHTOO00POTA.

33. Ha3zHaueHMe U 1IeNIM PETUCTPALIUU JOKYMEHTOB, IPUHLIUIIBI PETHCTPALUH.

34. CTpyKTypa perucTpalioOHHOIO HOMEpPa NOCTYNAIOIINX, OTIPABIIIEMbIX U BHYTPEHHUX
JOKYMEHTOB.

35. OcHOBHBIE PEKBU3UTHI PETHCTPALIMOHHBIX (POPM.

36. OcCOOEHHOCTH PETUCTPAIIUU OTACIBHBIX BUJOB JOKYMEHTOB (TPUKa3, IEIOBOE MUCHMO).

37. Opranu3alMOHHbIE OCHOBBI KOHTPOJISI UCIIOJIHEHUS JOKYMEHTOB (IIOPYUYEHUI).

38. TexHONOTMs KOHTPOJISI UCIIOJIHEHUS JOKYMEHTOB (IIOPYUYEHUI).

39. Cpoku UCTIOJIHEHUS JOKYMEHTOB, BUJIbl CPOKOB, NOPSAIOK UCUUCIIEHHUSI CPOKOB UCIIOJIHEHUS
JOKYMEHTOB, NOPSII0OK IEPEHOCA CPOKA UCIIOTHEHNS JOKYMEHTA.

40. OcHOBHBIE 3TaIbl KOHTPOJIS UCIIOJHEHUSI IOKYMEHTOB (TIOPYYEHU).

41. Opranuzanus pabOThl UCTIOTHUTENS C TOKYMEHTAMH.

42. HopMaTuBHBIE OCHOBBI U OOIIME MPUHIIMITEI OPraHU3alud paboThl ¢ 0OpaIeHUSIMU TpakKIaH
43. Buzpl oOpatieHuii rpaxxJiaH, 0cOOEHHOCTH pacCMOTpPEHHsT 00pallieHU TpakIaH
Poccuiickoit @enepanuu.

44. IloHsTHE IEHHOCTU JOKYMEHTA, KPUTEPUH LIEHHOCTU JOKYMEHTOB, CPOKHM XpaHEHUs

JTOKYMEHTOB.
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45. Opranuzanus 1 NOpsAOK IPOBENEHUS IKCIEPTU3HI [IEHHOCTH IOKYMEHTOB OpraHa BJIaCTH.
46. Cpoku XpaHEHHs JOKYMEHTOB, KATETOPUU JOKYMEHTOB, BBIACIAEMBIX II0 CPOKAM XPAHEHUS,
CPOKH XpaHEHUs IEKTPOHHBIX JEII.

47. IlepeuyHu TOKyMEHTOB CO CPOKaMH XpaHEHUs, UX IPUMEHEHHE B JEJIONPOU3BOICTBE.

48. HomeHkaTypa Jes oprasHa BIacTH, (yHKIIMH HOMEHKIATYPBI A€, MPUHIIUIBI ee
IIOCTPOEHHSI.

49. dopma HOMEHKJIATYPHI JIeJI, OCHOBHBIE 3TaIbl €€ pa3pab0TKU HOMEHKIIATYPhI JIEI.

50. IIpaBuna cocTaBieHMsI 3ar0JIOBKOB JIEJl HOMEHKJIATYPhI JEJI.

51. CornacoBaHue U yTBEPKIECHHUE HOMEHKIIATYpPBI J€J1, CPOK JEMCTBUS HOMEHKIIATYPHI A€, €€
BEJICHUE U KOPPEKTUPOBKA.

52. ®opmupoBaHue e B JETONPOU3BOACTBE, 0COOCHHOCTH (POPMUPOBAHUS B JeJIa OTAEIbHBIX
KaTeropui JOKyMEHTOB.

53. Bugpl onucelt e, OCHOBHBIE IPUHIIMIIBI U OPSAIOK COCTaBJIEHUSI OITUCEN JEll.

54. JInuHO€ Aen0 rocy1apCTBEHHOTO IPAKJAHCKOTO CIIYXKAIIEro, COCTaB IOKYMEHTOB JIENa,
0COOEHHOCTH ero (POpMUPOBAHHUSL.

55. Opraunusaiyst paboThl 0 YHUYTOXKEHHUIO JOKYMEHTOB C UCTEKIIUMH CPOKAMU XpaHEHHS.
56. OdopmieHue ien nmpu UxX nepepade Ha apXUBHOE XpaHEHHE.

57. llonsatue «uHDOpPMAIIMOHHAS CHCTEMA IEKTPOHHOTO JoKyMeHTooOopoTay (CO10),
¢ynkuun C30.

58. HopmaTuBHble TpeOoBaHMs K HHPOPMALMOHHBIM CUCTEMAaM JICKTPOHHOTO
JTOKYMEHTO000pOTAa.

59. TloHsiTHE «3NEKTPOHHBIN TOKYMEHT», OCHOBHbIE IPUHIUIIBI OPraHU3aMH PAOOTHI C
AJIEKTPOHHBIMU JOKYMEHTAMH B JI€JIOIIPOU3BO/ICTBE.

60. HaznaueHue cucteMbl MEKBEIOMCTBEHHOTO JIEKTPOHHOTO JOKyMeHToobopoTa (MO 10),

cTpykTypa MOJ10.

IIpumepHBIe NpakTHYECKHE 3aaHUS:

IIpakmuueckoe 3a0anue: cOCMasums NPUKAa3

Hupexkrop OOO «CeBepublii TpaH3ur» BenuamunoB Erop ['eHHanbeBuu mnopyqui
COCTaBUTh MpHKa3 IO CleayloueMy Bompocy. B mpukaze tpeOyercs mopyuuTh Brnagumupy
AnexceeBuuy JInanosy, Hukonato AntonoBuuy CaBupckomy u Anapero Ilerposuuy Kynemosy

COCTaBUTh MPOEKT (PUHAHCOBOTO OTUETA sl KOopropauuu «YpanHedreraz». Homep nokymenra

1-342 ot 12 mas 2014 rona.

HpaKmull€CKO€ 3a0anue: cocmasumo npukas
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Bl — mHavanpHuk otnena paenonpousBoactBa OO0  «Paccser». PykoBoaurens
opranuszanuu: resepanpHblii qupekrop C.5. KoBanés. CeromHs coCTOSICS COBET AUPEKTOPOB
opsHckoro OO0 «PaccBer», 006cyx)aanock npeodpa3oBaHue CTPYKTYphI o0mecTBa. Pemeno, uto
(UHAHCOBBIA OTAEN WU OyXraurepuss OOBETUHSIOTCS B OJHO CTPYKTYpHOE TMOApa3JelieHne
(¢punancoBoe ympaBieHHE), PYKOBOJCTBO KOTOpPBIM MOpYydYaeTcsl riaBHOMY Oyxrantepy A.B.
JloBakuny. Cekperapckue IOJDKHOCTH pyKoBojcTBa OOmiecTBa BBIBOAATCS W3 TMOJTYMHEHUS
CITY’KOBI IEIOTIPOU3BO/ICTBA M OOBEUHSIOTCS B CAMOCTOSATEIBHOE CTPYKTYPHOE MOApa3eieHue
(cexperapuar). PyKkoBOJICTBO cekpeTapuaToM MOpy4yaeTcs MOMOIHUKY F'€HEPAIbHOTO AUPEKTOPA

H.}O. Manwmiuny. KoHTponupoBaTh HCIIOJHEHHE TIPUKa3a Oy/IeTe BHI.

IIpaxmuueckoe 3a0anue: ogpopmums 06vacHumenvhyio 3anucky. Cocmasums pe3onoyuro.

B 3A0 «Bpemena roma» Oblna MpoBEICHAa pPEBU3US, B pe3ylbTaTe KOTOPOW ObUIN
BBISIBJIICHBI HEOOOCHOBAHHBIE 3aTPaThl HA OPraHU3AIMIO AEJIOBBIX MEPONPUATHL. B cBs3u ¢ aTHM
mupexTop 3A0 «Bpemena ronay, 3apeructpupoBanHoro B I. bpsucke, H.I1. Copokun 3aTpeboBain
OOBSICHUTENBHYIO 3alUCKy OT TyiaBHOTO Oyxrantepa A.E. ManunoBoii. Panee nmupexkropom ObuI
U3JlaH TIpUKa3, B KOTOPOM PYKOBOJIUTENIN CTPYKTYPHBIX MOJApa3fcieHUN INpU OpraHu3aluu
JIETIOBBIX MEPOIPUSATHI 00SI3BIBATHMCH PEACTABIATH B Oyxrantepuio 3A0O H0oKIaIHbIe 3aMUCKH C
YKa3aHHUEM CMETHI pacxooB He no3aHee 10 nHel 1o Havana COOTBETCTBYIOILIETO MEPOIPHUSTHSL.
JIupekTop mopy4ymsl OyXraaTepud NPOBOAUTH (HMHAHCUPOBAHHE JETOBBIX MEpPOTPHUATHHA Ha
OCHOBaHMHU ero pezoitoiuu. OnHAKO TIaBHBIM Oyxrantep Hmpo¢UHAHCHPOBAIa KOMAaHIHUPOBKY
HavanbHUKa otnena cOeita E.C. TuxonoBa 0e3 pesomonuu aupekropa. OT nHIa TIaBHOTO
oyxrantepa A.E. MaHHIOBO# cOCTaBbTe€ OOBSCHUTENBHYIO 3aIIUCKY, TJIe YKaXKHUTE, YTO OIljIaTa
ocyliecTBiIeHa B ¢Bs3H ¢ 10-THEBHOM 3apyO0ekHOM KOMaHAMPOBKOM TUpPEKTOpA.

PC3OJ'IIOI_[I/I$I COCTaBJIACTCA NPOU3BOJILHO.

IIpakmuueckoe 3a0anue: cocmagbme u ogopmume 00bACHUMENLHYIO 3ANUCKY

Wucnexrop kanuenspun 3AO «Cupuyc» M.M. PycakoBa B COOTBETCTBUHU C MPUKA30M
re’epaibHoro aupekropa ot 12.03.2005 Ne 45 nomkna 6bu1a k 12.04.2005 mpoBecTH SKCHEPTH3Y
LEHHOCTH JOKYMEHTOB, XpPaHAIIMXCS B KaHLUEISIpUU. B CBs3M ¢ IMTENbHOW OO0JIE3HBIO
3aBpenytorieit kannenspueit V.. PycakoBa ucronHsiia ee 003aHHOCTH U HE CMOTJIa BBITIOJTHUTD
nopydeHue B cpok. Ilocie BeIxosa Ha paboTy 3aBeayromas KaHuesipueil norpedosana ot WM.

PycakoBoil 00BSICHUTENBHYIO 3aMUCKY.

HpaKmuHECKOe 3a0anue: cocmasums 0ei060e NUCbMO
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Bbl — HayanpHUK OTAENa AEIONPOU3BOACTBA oONMaAMUHUCTpaui. Buepa nposenexn 9 B
roxy npesuauyM kosuteruu npu I'ydepnatope BpsiHckoii oonactu A.B. TumodeeBe. Hauanbauk
ropuanueckoro otaena E.P. CunuH BHEC NpeayioskeHue MO peopraHu3aluy aJAMHHUCTPALUU
BpsuHckoii o6nactu B [IpaButensctBo bpsinckoit obnactu. I'yoepnatop Bpsinckoit o6mactu A.B.
TumodeeB cipocui TOKIIaTIMKa O KOJTUYECTBE 3aMecTuTenei ['ybepHaropa B HOBOM CTPYKTYpe,
NPEUIOKUIT COKPATUTh MX Ha 2 eauHuIbl. IlopydeHo ympaBieHHIo Mo KajapoBoil pabote k |
kBapTaiy 2017 rosa noaAroTOBUTh MPOEKT peopranu3anuy. HauanbHuKy nenapramenTa (PMHaAHCOB
ILLE. BiacoBy nmpocumnTarh pacxoasl o peopranuzanuu ko II ksaprany 2017 roaa.

Bam Heo6xoaumo Hanucath nuckMo Ha ums [Ipencenarens bpsiackoit obmactHoit lymbl
A.E. EnnceeBa 3a moIIUCHIO Balllero pykoBoauTens — 3amectutens ['yoepraropa A.A.Tlono3oBa.
B niuceMme, cornacHo 3ampocy u3 Jlymsr (Ne 1-342 oT ceroHsIIHero yrcia) —ponHGOpMUPOBATh

EnuceeBa o ToM, 4TO MPOU30IILIO HA MPE3UTUYME.

IIpakmuueckoe 3a0anue: 0gpopmums NOIHBLL NPOMOKOIL NO NPEOTIONHCEHHOU CUMYAYUU.

B 3A0 «/Ipurarenb» cocrosioch 3acefanue texuuueckoro Cosera mpu ['eHepanbHOM
mupekrope T.J1. ['naronese nox ero npeacenaTenbCTBOM, B IPUCYTCTBUM Beex wieHOB Cosera (16
yenoBek) M cekperapss Cosera. CoBeT 0OCyXJan BOMPOCHI O COCTOSHUM paboTel 3A0 3a
NPOIICIINN TOJ M TMEepCrneKTHBBl pa3Butus OOmecTtBa B OyaymieM ToAy, O BBIIOJHEHHH
IIPpOrpaMMbl BBITyCKa MPOIYKIMM U ee peanuzauuu. [lo mepBomy Bompocy [OKIan nAenal
3amectutTenb ['eHepanpHoro aumpekropa K.A. PycnaHoB, KOTOpelii Jan  pa3BEPHYTYIO
XapaKTepUCTUKY JesiTenbHOocTH OOIiecTBa, OTMETHJ PACIIUPEHUE COTPYAHHUYECTBa» C
napTHepamu B Apyrux pernoHax. K. A. PycnaHOB [0JIOKHMI O NOJAIMCAHUM COIVIAIIEHUS C
yHUTapHbIM TpeanpustueM «Typobuna» u ero mepcrnektuBax st OOmectBa. CoBeT MPUHSII
peleHre o 3aKIIYeHUHM JoroBopa ¢ mpeanpustueM «TypOuHa» O BBIMYCKE 3amyacTedd s
CEJIbCKOXO35MCTBEHHOW TexHUKH. Kommepueckuit aupekrop AnToHOoB M.K. nomoxun o
COOJIFOJICHUHN TUIAHOB PeaM3alliy TOTOBOW MPOIYKIIMU, OTMETUB TPU 3TOM TPH CIIydasi CPhIBOB
MOCTAaBKM U HapymieHuss OOILIECTBOM CBOMX 00S3aTENbCTB M3-32 HEMPABMIIBHOW KOMIUICKTAIIMH
3aka30B. [IpyMUMHONM TaKOro MOJIOKEHUSI SBUJIOCH OTCYTCTBHE COBPEMEHHOIO CKIIAJICKOTO
oOopynoBanus. PemeHne mo BTOpoMy BOIpoCy coiepkaio mnopyuenue Kommepueckomy
mupekTopy AHTOHOBY M.K. mOAroTOBUTH OOOCHOBAaHME MPOEKTAa PEKOHCTPYKLUHU CKIIaaa

MPEANPUATHSL.

HpaKmuVECKOe 3a0anue: cocmasumo OJAHK HOMEHKIamypbl oen Uu pexeusumaol

HOMCHKIJIATYpPbI ACJT 1O TCKCTA.
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®dupma: opsiackoe OO0 «Paccer», HomeHknaTypa aen Ha 2017 rox. Jupekrop OO0 —

Anton UBanosuu Tenerus.

Ilpakmuueckoe 3adanue: coCmasums omeem 6 uoe 0el08020 NUCbMA HA obpaujeHue
2PadNCOaHUHA.

B kaHuemspuio KoMMepuyeckoro OaHkKa «ATJIAHTHYECKUH TpaH3uT» 27 sHBaps
T.I.IIOCTYIWJIO TUCBMO OT TpaxaaHuHa lBana EBrenseBuua TyxukoBa. OH IPOCUT pyKOBOJICTBO
0aHKa MPel0CTaBUTh €My OECIPOLIEHTHYIO CCYJy Ha IMAThH JIeT («Ha MOTPEOUTENbCKUE LIETN»).
CocraBbTe OTBET OT JMIAa JAUpeKkTopa OaHka AHnpes MarBeeBuua THTOBa, TJe H3BECTHTE
3asBUTEIIS, YTO CPEH MOTPEOUTENECKUX KPEIUTOB OaHKa MOJOOHBIX KPEAUTHBIX MTPOIYKTOB HET.

O3HaKOMUTCS C KPEIUTHBIMH NPEIIOKEHUSIMU MOXXHO B oduce Oanka (bpsHck,

yn.Bepnanckoro, 4, o¢. 3) unm Ha caiite OaHka: www.a-tranzit32.ru

Ilpakmuueckoe 3a0anue: NOO020MOGUMb NYOIUYHOE GbICMYNIEHUE NO NPeONONHCEHHOU
cumyayuu.

IIoaroToBUTH NOKIIAL O CBOEHU I'PYIIIE OT UMEHHU CTApPOCThI IPYIIILI I BBICTYIIJICHUS Ha
Bcepoccuiickom cnére crapoct. B BBICTYIUIGHMM 03BYYUTh Y4E€OHYI0O M BHEY4YEOHYIO

JEATeNbHOCTh IPYIIIBI, 0COOEHHOCTH CIIeUATU3aINH, Oy1yIllue KapbepHbIE MEPCIIEKTUBBL

IIpakmuueckoe 3a0anue: cocmagbme u opopmume 3aa6ieHue Ha OMNYcK
Bl — nauanpHuk opranuzanuonHHoro otnaena OOO «Cucrema-bpsinck». D10 Bamn
OCHOBHOM OTITYCK, KOTOPBIH BbI Oepere Ha 30 auelt ¢ 12 aBrycra 1.r. 3aMeCTUTENb AUPEKTOPa IO

kagpam OOO — Oner MBanoBud Kopo6os.

[kana u KpUTEpUH OLICHUBAHUS KOHTPOJBHBIX padoT

IIIxanaa oneHUBaAHUSA Kpurtepun onennBanus

«OMIUYHON OOyuaromuiicst TITyOOKO M COAEPKATENLHO PACKPBIBAET TEMY
KOHTPOJILHON pabOThI, HE JOMYCTUB OMIMOOK. OTBET HOCUT
Pa3BEPHYTHIM ¥ MCUEPIIBIBAIOIINN XapaAKTED.

«xopoutoy OOyuaromuiicsi B 1IeJIOM PaCKpPBIBAET TEMY KOHTPOJIbHON
y

paboThI, 0IHAKO OTBET HE HOCHUT Pa3BEPHYTOTO U

MCYEPIBIBAIOIIETO XapaKTepa.

«Y0081€MEOPUMETILHO Y OOyuaromuiicsi B 11eJIOM PacKpbIBAET TEMY KOHTPOJIBHON pabOTHI
U JIOIYCKaeT psil HETOYHOCTEH, )parMEeHTapHO PACKPHIBAET
COJIep’KaHNE TEOPETUUECKUX BOIIPOCOB WIIM UX PACKPHIBAET
COJIEpKaTeNNbHO, HO JOIyCcKasl 3HAaUUTEIbHbIE

HETOYHOCTH.

«HeyoosnemeopumenvHoy» | OOyUaroNINics HE BIIaJieeT BRIOPAHHOW TEMOUW KOHTPOJIBHOM
paboTbl. Tema KOHTPOJILHON pabOThl HE PAaCKphITA
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INPUMEPHBIE TEMbI IOKJIALOB (PE®EPATOB) 110 JIUCHUIIJINHE
1. Pa3zBuTre 3akOHOJATENBHON peryiaMeHTaluu paboThl ¢ JOKyMeHTaMu B Poccuiickoit

®enepaunu B 1990- 2013 rr.

2. AHanu3 MHCTPYKIMM IO JEJONPOU3BOJCTBY (Ha INMPUMEPE HHCTPYKLUHMH KOHKPETHOM
OpraHu3aIim)
3. AHanm3 10JKHOCTHBIX HHCTPYKIMHA paboTHHKOB ciy0b1 JIOY (Ha mpuMepe HHCTPYKIIHA

KOHKPETHOTO YUPEKIEHU).

4. AHanmu3 CTpYKTYphl U (QYHKIMK CITyXObI JeTONPOU3BOACTBA (HA MPUMEpPEe KOHKPETHOM
OpraHu3aIum).

5. Opranuzanus pabotsl cinyx6s61 JJOY (Ha npumepe KOHKPETHOH OpraHU3alnn).

6. Opranuzanus J0KyMEeHTO000poTa (Ha mpuMepe KOHKPETHOM OpraHMW3allii) U OCHOBHBIC

HaIpaBJICHUA €TI0 COBCPIICHCTBOBAHMUA.

7. Opranuzanys perucTpauuu JOKYMEHTOB (Ha IpUMEpe KOHKPETHOM OpraHu3alum).

8. MeTtopl OpraHM3aly KOHTPOJISI 32 HCIIOJHEHHUEM JOKYMEHTOB IPU TPaJIULMOHHOM
JEI0NIPOU3BOICTBE.

9. Opranuzanus paboTsl ¢ 00paIeHUsIMH IPAXKIAH B TOCYJAPCTBEHHBIX YUPEKICHUSIX.

10. Meroavka cOCTaBIECHUS HOMEHKIIATYPBI 1€ YUPEKACHHUS.

11. [Tpo6nembl 3KCTIEPTU3BI IIGHHOCTH IOKYMEHTOB B I€JIONPOU3BO/ICTBE.

12. OmnbIT opranu3anyu padoThl C TOKYMEHTaMU 3a pyOexxoM.

[Ikana u KpUTEpUH OLICHUBAHUS JOKIJIAT0B (pedepaToB)

IIkana oneHUBaHUSA Kpurtepuu oneHuBanus

«OMAUUHO)» OOyuaromuiicst TITyOOKO M COAEPKATENLHO PACKPBIBAET TEMY
nokiana (pedepara), He JOMYCTUB OMTMOOK. OTBET HOCUT
Pa3BEPHYTHIM ¥ UCYEPIIBIBAIOIIMN XapaKTep

«xXopouLoy OOyuaromuiicsi B IIEJIOM pacKpbIBaeT TeMy Jokiana (pedepara),
OJTHAKO OTBET XOTsI OBl Ha OJIMH U3 HUX HE HOCUT Pa3BEPHYTOTO U
MCUEPIIBIBAIOIIETO XapaKTepa.

«yooeremeopumenvioy | OOy4arOUIMICS B LIEJIOM PACKphIBaeT TeMy Jlokianaa (pedepara) u
JOITYCKAEeT psiZl HETOUHOCTEH, (hparMEeHTapHO pacKpbIBAET
CoJiepKaHNE TEOPETUUECKUX BOIIPOCOB MIIM X PACKPHIBACT
CoJIepKaTeNbHO, HO IOMYCKasl 3HAYUTEIbHBIE HETOYHOCTH

2.2 IlpoMexyTOYHASI ATTECTAIUA

IHEPEYEHDb BOITPOCOB JIAA ITOAT'OTOBKH K 3AYETY
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1. Cs13p uH(pOpMAIMK U TOKyMEHTa. Poib MHPOPMAIK B COLMATBHBIX M SKOHOMHUYECKUX
nporeccax.

2. JIOKyMEHT M €ro MECTO B CUCTEME YIIPaBJICHHUS.

3. JIOKyMEHTOBEIEHNE KaK HayyHasi AUCLUILIMHA U €€ CBA3b C IPYTHMHU HayYHBIMU
JUCLMILIMHAMU.

4. OnpeneneHue TOKyMEHTa B HOPMaTUBHBIX aKTax.

5. 3akoHoJaTenpHas ¥ HOPMaTUBHAsI perjJaMeHTalts JOKyMEHTUPOBAaHUS B JOPEBOJIIOLIMOHHON
Poccun.

6. 3aKkoHOJaTeNbHbBIE aKThI 00 0053aTEIBHOCTH TOKYMEHTHPOBAHUS HH(POPMALIUH.

7. IlonsTe knaccudukanuu 10KyMeHTOB. Buapl kiaccudukanuu. PazButie TOKyMEHTHOM
kiaccugukanuu B Poccun.

8. OOmmue u yacTHele (PYHKIUU JOKYMEHTA. 3aBUCUMOCTD TOHATHS «IOKYMEHT» OT €To
¢bynkuuu. Biusaue QyHKIMA JOKYMEHTa Ha €r0 CTPYKTYpY.

9. 3aBUCUMOCTB MOHATHS «TOKYMEHT» OT €ro (yHKIIHH.

10. Pa3BuTHE MOHATUS «IOKYMEHT.

11. TTonsiTue «uHGOPMAIMA» U €r0 Pa3BUTHE IPUMEHUTEIHHO K JOKYMEHTOBEICHHIO.

12. ABTOp JOKyMEHTa, MOPSAJOK 0003HAUEHHS OPraHU3alUU-aBTOPA JOKYMEHTA.

13.TOCT P 7.0.97-2016. Ero conepxanue, 3Ha4eHHE, 0COOCHHOCTH BHEIPEHUSI.

14. JlatupoBka JOoKyMeHTa. JlaTa Kak cocTaBHas 4acThb psijia peKBU3UTOB. TpeGoBaHus

K 0()OPMIICHHIO JIaTHI.

15. JIpeBHeiimue matepuaisl st nuckMa. M3o0perenue Oymaru u COBEpIICHCTBOBAHHE €€
IIPOU3BO/ICTBA.

16. McTopust BOSHUKHOBEHUS U Pa3BUTUS OTAEIbHBIX BUIOB JOKYMEHTOB.

17. Victopus pa3BUTHS OTAEIBHBIX 3JIEMEHTOB (POPMYIsipa JOKYMEHTA.

18. Kunonoxymentuponanue. [losBienue, passutue. Buneosanuces. Kpurepuu neHHoctu
KHMHOJOKYMEHTOB.

19. Konuu 10OKyMEHTOB, MX HCTOPUYECKOE pa3BUTHE U BUBL. JlyOnukaT JOKyMeHTa.

20. MarepuanbHasl COCTaBJISIIOIIAs JOKYMEHTA U €€ Pa3BUTHE.

21. OOBEKT U mpeaAMET U3yUYEeHHUS B JOKYMEHTOBEICHHH. MeTO0/1bl B TOKYMEHTOBETUECKUX
UCCIIEJOBAHUSIX.

22. HopMaTUBHO-METOANYECKUE aKThl, PErJIaMEHTUPYIOIIUE CO3/IaHne U 0(hopMIIeHUE
JOKYMEHTOB.

23. O0o3Hnauenue aapecara. [IpaBuiia HaMcaHUs ¥ MECTO ajpecara B GopMmyisipe
JOKYMEHTA.

24. O0merocynapcTBeHHas YHU(DUKAIUSA T0KyMeHTOB. DopMbl yHU(DUKALUH.
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25. O0mue TpeboBaHMs K TEKCTY JOKyMeHTa. Jlornueckast CTpyKTypa TEeKCTa.

26. OnepaTtuBHAs ¥ UCTOpHYECKasl (PETPOCHEKTHBHAS) TOKyMEHTHAas: HH(pOpMAaLUs KakK
enuHast “H(GOpMaIMOHHAs CUCTEMA.

27. OCHOBHBIE TEXHOJIOTUU KOIIMPOBAHUS U Pa3MHOXKEHUSI TIOKYyMEHTOB

28. OcHOBHBIE (PAKTOPBI, OTPEACISIONINE PAMOHATBEHYIO OPTaHU3ALUI0
MH(POPMAIIMOHHO-TOKYMEHTAIMOHHOTO 00CTYKUBAaHUS YIPABICHUYECKON JIEATEIbHOCTH.
29. OcoGeHHOCTH JTOKYMEHTHPOBAHUS ACITETbHOCTH KOJUIETHAIBHBIX OPTaHOB.

30. Ocobennoctu hopMymnsipa TOKYMEHTOB, IOJY4EHHBIX Pa3TMIHBIMU CIIOCOOAMHU
JOKYMEHTUPOBAHUS (TEKCTOBBIMH, MAIIUHHBIMH, KHHO-, POTO-, POHO-, TEXHUUECKUMHU ).
31. OTmeTku Ha JokymMeHTaX. VX poJib B IPOXOXKAECHUN U UCIIOJTHEHUH TOKYMEHTA,
MeCTO B GOpMyJIsipe TOKYMEHTA.

32. OTTHCK MeYaTu Kak peKBU3UT JOKyMeHTa. Ciyuan 00s13aTeIbHOTO MPOCTaBICHUS
repOOBOIi MeYaTH Ha JOKYMEHTAaX.

33. IlognmuuHuky 1 konuu. Buasl konuil. [lopsanok yaocroBepeHnii KOuii.

34. TlonnuHHBIE U TOJIOKHBIE JOKYMEHTHI. Bubl hanbcupukauy 10KyMeHTOB.

35. Ilognuce Kak cocTaBHasi YaCTh PEKBU3UTOB (IIEPEUUCIIUTD BCE PEKBU3HTHI).

36. IloHATHE «PEKBU3UT NOKYMEHTa». [I0CTOSHHBIE U TEPEMEHHBIE PEKBU3UTBHI.

37. TloHsiTHEe «CUCTEMBI TOKYMEHTAIUI», PA3BUTHE CUCTEM. Y HU(UIIUPOBAHHBIC
CUCTEMBI JOKYMEHTALIUH.

38. TlonsTue «3neKTpoHHBIN ToKyMeHT». Kiaccudukanus u xapakTepucTHKa COBPEMEHHBIX
HOcUTeNelH HHPOPMALUT

39. TlonsiTue «O6IaHK» MPU CO3/AaHUM JTIOKYMEHTA. bIaHKu mpeanpusTHiA pa3InyHbIX
¢dbopM cOOCTBEHHOCTH.

40. IToHsiTHE KOMILIEKCOB IOKyMEHTOB. IIpoCThIe KOMIUIEKCHI TEKCTOBBIX IOKYMEHTOB.
41. IlonsTre U IpU3HAKU OPUTHMHAJA JOKYMEHTA.

42. IloHATHS «LIEHHOCTh JOKYMEHTa», «IKCIEpTHU3a LIEHHOCTH». [TopsAnok oneHuBanus
JOKYMEHTOB.

43. Ilopsnox noanucanust JoKkyMeHToB. DopmMbl oanucanus 10KyMeHToB. [loanucu
KaK COCTaBHas 4acTb Psiia PEKBU3UTOB.

44. TTopsinok coraacoBaHus JOKyMeHTOB. OdopMiieHne BHYTPEHHETO U BHEIIHETO
COTJIaCOBAHUS.

45. TTops 1ok U cocoOBI YTBEPKACHUS JOKYMEHTOB.

46. IIpaBoBo€ perynupoBaHue MPOLECCOB ANEKTPOHHOIO JOKYMEHTHUPOBAHUA. DJIEKTPOHHAs
U poBasi MOAMUCH.

47. Pa3BuTHE YHU(DHUKAIIMHI U CTAHJAPTH3AMH JOKYyMEHTOB BO BTOPOH MoioBUHE XX B.
27



48. PazButne ¢popmynsapa nokymenta B XVI-XX BB.

49. PexBU3UT «azpecaTy, ero 3HaU€HHE U COBPEMEHHbIE TPeOOBaHM K 0(OPMIICHHIO.

50. PexBU3UTHI, NpUIAIOIINE JOKYMEHTY IOPUANUECKYIO CUITY.

51. Ponb 3akonomatenpHbIX akToB X VIII B. B yHUDUKaIMK TeKCTa OTACIHHBIX BUIOB
JTOKYMEHTOB.

52. CnoxHble KOMIUIEKCHI JOKYMEHTOB.

53. CoctaB OpraHu3alMOHHBIX JOKYMEHTOB, UX XapaKTEPUCTHUKA.

54. CoctaB ynoctoBepeHus 10KyMeHTOB. [IpaBuna opopmieHus peKBU3UTOB, YA0CTOBEPSIIOIINX
JOKYMEHT.

55. Crioco0Obl peicTaBiICHUs] YHU(PHUIIMPOBAHHBIX TEKCTOB (QHKETHI, TAOMUIB, TpadapeTHbIe
TEKCTHI).

56. CreHorpadus, TMKTOrpaMMbI U JIOTOT'PaMMBbI; X COBPEMEHHOE IIPUMEHEHUE.

57. CyniHOCTb NMOHATHS «IOKYMEHT» U €r0 Pa3BUTHE.

58. TekcTOBOE NOKYMEHTUPOBAHHUE U ATAIBI ET0 PA3BUTHSL.

59. TexHu4eckoe TOKYMEHTUPOBAaHUE U 001acTH ero npuMeHeHus.. OCHOBHBIE TPYIIIIBI
TEXHUYECKOH TOKyMEHTALUU U BUJIbl TEXHUYECKUX JOKYMEHTOB. [loHsATHE OpUrHHaia B
TEXHUYECKON TOKYMEHTAIUH.

60. TpeGoBaHus K KOHCTPYHPOBaHMIO OylaHKOB. Bupl 61ankoB. bianku opranuzanuii n
NPEINPUATHIA pa3InYHbIX (OPM COOCTBEHHOCTH.

61. TpeGoBaHuUs K COCTABJICHHIO U O(POPMIICHHIO aKTa.

62. TpeGoBaHuUs K COCTABJICHHUIO U 0(POPMIICHUIO HH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.
63. TpeGoBaHuUs K COCTABJICHHIO U O(POPMIICHUIO MTPOTOKOIIA.

64. TpeGoBaHuUs K COCTaBICHUIO U OPOPMIICHHUIO PACTIOPAIUTEIBHBIX JOKYMEHTOB.

65. TpeGoBaHuUs K COCTABICHUIO U OPOPMIICHHIO CITY’KEOHOTO NHcbMa. Pa3HOBUIHOCTH
TTHUCEM.

66. YHuUKaIms TeKcTa JOKYMEHTa KaK OJIHO U3 HAlpaBJICHUH €ro COBEPILIEHCTBOBAHUSL.
YHUPUIUPOBAaHHBIE TEKCThI, METOAMKA UX Pa3pabOTKU M CIIOCOOBI MPEICTABICHHS.

67. YHupUIHMpoBaHHAs CUCTEMAa OPraHU3aMOHHO-PACIOPSAUTEIBHON JOKYMEHTAIIUH.

68. @anbcudukayyu J0KyMeHTOB. CriocoObI OJIEIKH JOKYMEHTOB

69. ®onookymeHnTupoBanue. [losBienue, pa3BuTue, npuMeHenne. Kputepuu neHHOCTH
(hOHOTOKYMEHTOB.

70. @opmanuzaiys TeKCcTa JOKyMeHTa. YHU(PUKALUs TeKCTa JOKyMeHTa. MeTo bl YHU(HKAIIUH.
71. @opmynsap TOKyMEHTa U €ro COCTaBHbIE YacTu. VIHIMBHUIyalbHbIN U TUIIOBOW (hOopMYIIsip
72. ®oTonoxkymeHnTupoBanue. [losBnenue, pa3sutue, npuMeHeHne. Kpurepuu 1ieHHOCTH

(hOTOIOKYMEHTOB.
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73. UepHOBUKH, ITOAJTMHHUKHN, OPUTMHANBI TOKYyMEHTOB. [Ipu3Haku opurusana.

74. DneMeHTHI TEKCTa: 3aroJIOBOK, MPUIIOKEHUs, TPeOOBaHUS K MX 0()OPMIICHHUIO.

75. JIuHrBUCTHYECKHE OCOOEHHOCTH TEKCTOB CIY)KEOHBIX JOKYMEHTOB.

IlIkana ¥ KPpUTEPUH OLICHUBAHKSA 3a4eTa

IIkana Kpurtepun onennBanus
OLICHUBAHNSA
«3aumeHo» OrneHka «3auTEHO0» BBICTABIIAETCS CTYACHTY, KOTOPBIN

- POYHO YCBOWJI IPETyCMOTPEHHBII MPOTrpaMMHBIN MaTepUa,

- MPaBUJIHHO, APTYMEHTUPOBAHO OTBETHII Ha BCE BOTIPOCHIL, C
MIPUBEACHUEM MIPHUMEPOB;
- MMOKa3aJl TTy00KHEe CUCTEeMAaTU3UPOBAHHBIC 3HAHUS, BIIAJICET
MpUEeMaMU PacCYKICHUS U COTOCTABIISICT MaTepHall U3 Pa3HBIX
MCTOYHUKOB: TEOPHUIO CBS3BIBACT C MPAKTUKOMN, IPYTUMHU TEMaMHU
JAHHOTO Kypca, IPYTUX U3y4aeMbIX MPEIMETOB

- 0e3 omuOOK BBITIOJHUJ MPAKTUYECKOE 3a/IaHUE.

«He 3d4YmeHO)

O1eHKa «HE 3a4TE€HO» BBICTABJISIETCS 00YJaIOIIeMYCsl, €CIIU: OH He
3HAeT OCHOBHBIX ONPEEICHHA, HETIOCIEI0BaTeNICH U COUBYHB B
M3JI0KEHUN MaTepHana, He 00Ja1aeT ONpeeICHHON CUCTeMOi
3HaHUH M0 TUCIUIUINHE, HE B TIOJHON Mepe Biia/ieeT He0OX0AUMBIMH
YMEHUSIMHU M HaBBIKAMHU TIPU BBITIOJHEHUN MPAKTUUECKUX 33 JaHUH.
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