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1. ]_Ie.)'ll/l H 3aJa494 OCBOCHUA JUCIHUIIJINHBI

Hensto OCBOCHHSI JTUCIUTUTUHBI «JlokyMeHTalnoHHOE obecrieueHme u
JIeJIONPON3BOACTBOY» SIBIETCA C(HOPMUPOBATh y OOYYAalOUIMXCS 3HAHWE OCHOB YIIPaBJICHUS
JOKYMEHTUPOBAaHHOM uH(MOpManuen, BKIIOYas TEOpEeTHUYECKHEe 3HAHUS O JIOKyMEHTEe U
HOCHTENSIX WH(OpMANUU, TPAKTHYECKWE HABBIKM [0 BBIMOJHEHHUIO OCHOBHBIX ONEpaluil
JTOKyMEHTaMHU B JIEJIOMPOU3BOJICTBE OpraHU3aIlMi, OCOOCHHOCTH PpabOThl C OpPraHU3aIMOHHO-
CIPaBOYHBIMU JTOKYMEHTaMH, 0OpallleHusIMHU Tpaxa1aH, KOHPUACHIUATbHBIMU JOKYMEHTaMH.

3amayamMu  W3y4yeHUS  AUCHUIUIUHBI  «JlOKyMeHTallMOHHOEe  oOecrneueHue U
JIEJIONIPOU3BOJICTBOY SIBIISIFOTCS:

— cdopMupoBaTh MOHUMAHUE OOYYAIOIIUXCS JTOTHUYECKH BEPHOTO M apTyMEHTHPOBAHHOTO
JOKYMEHTUPOBAHUS  YNPABICHYECKOM  JACSATENbHOCTH, OCYIIECTBIEHHUS  JEJIOBOMU
MEePENUCKH;

— O3HAKOMUTH OOYYAIOHIMXCS C TEOPETUYECKUMH U METOJIOJIOTUYECKUMHU OCHOBAaMHU,
HOPMAaTUBHO-TIPaBOBOM 023011 TOKYMEHTAIMOHHOTO 00ecrieYeHNs yIpaBICHUS;

— BBISIBUTh OCOOCHHOCTH MPUMEHEHHUS TEXHOJOTHUH CO3/1aHMs JOKYMEHTOB, MCIOJb30BaTh

X B HpaKTquCKOﬁ JACATCIIBHOCTH.

2. MecTo IMCHUILJIMHBI B CTPYKTYpe 00pa3oBaTe/ibHOM MPOTrpaMMbl
JuctumnnuHa «JloKyMeHTallMOHHOEe OOecreueHnue U JEeNOMPOU3BOACTBO» OTHOCUTCS K
(bakynbTaTUBHBIM JUCHUIUIMHAM dYacTH, (OPMUPYEMOH YYaCTHHUKH 0Opa3oBaTEIbHBIX
otHoueHu#, 0moka bl «ductumnuael (Moxynu)» yueOHoro miana, cormacHo @I'OC BO mis
HanpasyieHus noarotoBku 38.03.02 MeHeKMeHT.
JuctumnnuHa «JlokyMeHTalmoHHOE 00ecTieueHue U IETOMPOU3BOICTBO» HAXOAUTCS B
JIOTUYECKOW U COAEPKATEIbHO-METOANYECKON B3aUMOCBSI3H C TUCIUIUIMHAMU: MEHEI)KMEHT;

VYrpaBneHue nepcoHanom; YpasieHue OU3HEC-TIPOIIECCAMU.



3. Ilnanupyemblie pe3yabTaThbl 00y4eHHU s

Koa v HanmeHoBaHue
KOMIIeTeHIIUH

Kon n HaumeHoBaHNe HHAUKATOPA JOCTHKEHUS
komnereHnuu (MJIK)

IInanupyemsle pe3yibTaThbl 00y4eHH

OIIK-1. CnocoGeH pemaTh
npodeCCHOHANIBHBIC 3a/1auu
Ha OCHOBE 3HaHUI (Ha
MIPOMEXKYTOYHOM YPOBHE)
3KOHOMUYECKOH,
OpraHu3alMOHHOMN 51
yIpaBIEHUYECKON TEOPUHU

HOIIK-1.1. 3Haer cnocoObl pemeHus: npoecCHOHaNbHbBIX
3aj71a4 Ha OCHOBE 3HAHMH (Ha MPOMEXYTOYHOM YPOBHE)
SKOHOMUYECKOW, OpPraHU3allMOHHOW M  YIPABJIEHYECKOU
TEOpUH.

HOIIK-1.2. ¥YMmeer pemath npodeccrnoHalbHbIC 3a7a4d Ha
OCHOBE 3HaHUI (Ha MPOMEKYTOYHOM YPOBHE)

SKOHOMHYECKOM, OpraHM3allUOHHON U yIpaBiIeHYECKOU
TEOpUH.

NOIIK-1.3. Bnaneer HaBbIKaMH pEIICHUS
npodecCHOHANbHBIX  33Jad Ha OCHOBE 3HaHUH (Ha

MIPOMEKYTOYHOM YPOBHE) SKOHOMUYECKOMH,
OPraHU3alFIOHHOW M YIIPABICHUYECKON TEOPHH.

OIIK - 6. Cnoocoben
MMOHUMATh TIPUHITUTIBI
paboThl COBPEMEHHBIX
MH(POPMALIMOHHBIX
TEXHOJIOTHI U
UCTIONB30BAaTh WX  JUIA
pereHus 3amad
npodeccHoHaNBHOMI
JeSTeTbHOCTH

NOIIK-6.1. 3naeT ocHOBBI MH()OPMAIIMOHHBIX TEXHOJIOTUI
HOIIK-6.2. YMeeT BBINOJHATh MpPaKTUYECKUE pabOThl MO
HACTPOMKE KOMIIBIOTEPHON TEXHUKU

NOIIK-6.3. Bnageer HaBblkamMM pPabOTHl C MPUKIATHBIM
MPOrpaMMHBIM 00eCTIeUeHUEM

3HATB:
® OCHOBHEIE MIPUHIIATIBI IKOHOMHUYECKOH,
OpraHM3allMOHHOM M YINPAaBIECHYECKOW  TEOpHH,

OpUMEHseMble I pelieHus MpodecCHOHATBHBIX
3a1a4.

® OcHOBBI MHGOPMALMOHHBIX TEXHOJOTHH, UX pOJb B
COBPEMEHHBIX OpraHU3aLMSIX.

YMmern:

@ Pemats npogeccuoHalbHbIe 3a1a4u c
UCIIOJIb30BAHUEM JKOHOMHYECKOW, OPraHU3allMOHHOU
U YIPAaBICHYECKOW TEOPUHM HA IPOMEKYTOUYHOM
YPOBHE.

@ BuImonHATh mpakTHUecKue paboThl IO HACTpPOHKE
KOMIIBIOTEPHOM TEXHHUKH JJIsl PELIEHUs MPUKIaTHBIX
3ajad.

@ [IpuMeHaTs npukiIagHOE MPOrpaMMHOE oOecredeHue
JUISL BBITTOJIHEHHS MTPO(GECCHOHATBHBIX 3a1a4.

Baapern:

@ HaBblkamMu aHanm3a ¥ NPUMEHEHUS SKOHOMUYECKOM,
OpraHU3allMOHHONM W YINPABICHYECKOW TEOPHUH UL
MIOWCKA pelIeHni B Ipo(hecCHOHAIBHON e TeIbHOCTH.

@ TexHuKaMM HAaCTPOWKM M aJanTalud KOMIIBIOTEPHOHN
TEXHHUKH JJIS1 HY Xl OpraHU3aliy.

@ [Ipuemamu paboThl C COBpEMEHHBIMU MPOTPaAaMMHBIMU
UHCTPYMEHTAMH, HEOOXOAMMBIMM JJIsi pealln3aluu
npodeccroHaIbHBIX 3ajad.




4. CTpyKTYypAa U cofepKaHue TUCHUIIIMHBI (MOLYJIA)

4.1 O0beM IMCHUIIMHBI M BU/bI y4eOHOH padoThI

Buabl yueoHoii pa6oTsbl

O0BLeM B yacax

OO6miast TpyJ0€MKOCTh TUCITUTUTMHBI

72 (2 3a4eTHBIX eIUHHUIIbI)

KonTakTHas pabota oOydaromuxcs ¢ 30
TpenojaBaTesieM (BCero)

AynutopHas pabora (Bcero), B TOM YHCIIE: 30
Jlekuun 10
CeMuHapbl, MPAKTHYECKUE 3aHATHUS 20
JlaboparopHbie pabOTHI -
Bneaynuropnas padota (Bcero): 42
B TOM YHCIIC: -
KOHCYJIBTAIMS M0 AUCLUILIMHE

CamocTosTenbHas paboTta o0yyarouuxcs (BCero) 42
Bun npomexyTouHol atTecTanuu 3auer

00y4Jaromerocs




4.2 TeMaTH4YeCKHNIi MJIAH TUCHUATLINHBI

HaumenoBanue C Buabl yueoHoii paGoThl, BKIOYAs Komnere
pa3aesoB U TeM e CaMOCTOSITE/IbHYIO Pa00Ty 00y4arOLIUXCH 1 HIUH
M TPYA0EMKOCTbH (B 4acax)
e | Bce N3 nux Camocto | Kypco | Kontpo
C | ro | ayIiuTOpHbIe | ATeJbHasi | Bas JIbHas
T 3aHSITHS pabdora | padora | pabora
p Je | J | IT
KI[ | a0 | pa
UM | Op | KT
ar | u
op | ue
H | CK
bl | He
e |/
pa | ce
00 | M
T | H
bl | Ha
pc
K
ue
3a
HSl
™
b
Tewma 1. Uctopus 8 10 2 -1 4 4 - - OIIK-1,
pa3BUTHS OIIK-6
JIEIONPOU3BO/ICTBA B
Poccumn.
Tewma 2. Ponb 8 | 10 | 2 -1 4 4 - - OIIK-1,
JIETIONIPOU3BOJICTBA B OIIK-6
yIpaBJICHUH.
Tema 3. ®opmupoBanue 8 | 10 2 -2 6 - - OIIK-1,
U BeJIEHHE OIIK-6
JOKYMEHTO000pOTa B
OpraHu3aIy.
Tema 4. Knaccuduxarmuu | 8 10 2 - 2 6 - - OIIK-1,
JIOKYMEHTOB: BUJIBI, OIIK-6
(yHKIIUY ¥ IpaBUiIa
odopMIIeHHUS.
Tema 5. PekBU3UTHI 8 8 2 - | 2 4 - - OIIK-1,
oduIHaTBHBIX OIIK-6
JIOKyMEHTOB U IPaBUIa
ux opopmiaeHus
Tewma 6. Opranuzanus 8 8 - -2 6 - - OIIK-1,
ONEPaTUBHOTO XpaHEHUS OIIK-6
Y UCIIOJIb30BAHUSA
JTOKYMEHTOB.
Tema 7. [lenoBas 8 8 - -1 2 6 - - OIIK-1,




NEpCIIUCKA U A3bIK

OIIK-6

YIPaBICHICCKUX

JIOKYMEHTOB.

Tema 8. DIIeKTpOHHBII 8 - 2 6 OIIK-1,

JIOKYMEHTOO00O0POT. OIIK-6
72 | 10 20 42

HTOro no pucumMnjnHe




4.3 Conepxxanue IMCUMILTHHBI

Tema 1. UcTopusi pa3Butus aejaonpousBojacrsa B Poccun.

Hcropust 0Te4eCTBEHHOroO Jei0onpou3BoAcTBa. CKIaJbIBAHUE CHCTEMBI IPABOBOM
JOKYMEHTALUH. J1enonpou3BoOACTBO JOPEBOIIOLIMOHHON Poccun (npukasHoe
JIeJIONPOU3BOJCTBO, KOJIIEKCKOE JIEJIONPOU3BOJICTBO, HCIIOJHUTEIBHOE JIE€JI0MPOU3BOJICTBO).
Jlenonpon3BoACTBO B coBeTckyro 3moxy (1917-1991 rr.) Enunas rocymapcTBeHHasi cucTema
NeNOoNpOn3BOACTBA. Jlenonpons3BoACTBO B cOBpeMeHHOU Poccun.

Tema 2. Posib 1e101pou3BOICTBA B yIIPABJICHUM.

[Ipenmer, conepxanue u 3agaun Kypca. OCHOBHBIE TIOHATHUS U ONIPEAEICHUS: TOKYMEHT,
JeNIONPON3BOACTBO, JIOKYMEHTOBEJIEHHE, JOKYMEHTAllMOHHOE obOecreueHne yIpaBlieHus,
TOKyMeHT0000poT, pekBu3uThl, [OCT. CrangapTusanus AeI0Npor3BOICTBA. 3aKOHOJATEIbHOE
peryaupoBaHHe JAeJIONPOU3BOICTBA: 3aKOHBI OOIIET0 NeHCTBUS U MTOI3aKOHHBIE aKTHI.

Tema 3. ®opmupoBaHue U BeJeHHe JOKYMEHT0000pOTAa B OPraHU3allUM.

JIoOKyMeHTOOOOpOT, TOHATHE, OCHOBHBIE TpeOOBaHHS K €ro OpraHu3allu.
JIOKYMEHTOMOTOKH, MX aHalIu3 U coBeplleHcTBoBaHWe. Kiaccudukamus JOKYMEHTOMOTOKOB:
TOPU30HTAJIbHBIE, BEPTUKAJIBHBIE, BOCXOISILINE, HUCXOASIINE, BXOMAAIIME, HCXOIAIINE U
BHyTpeHHHe. [logcuer oOvema MOKyMeHTOOOOpoTa. 3HadeHHe oObeMa JTOKyMEHTO00OopoTa.
OcHoBHBIE J3Tambl pabOTHI C JOKyMeHTamH. [lepBoHauanbHas 00paOOTKa MOCTYMAOIICH
KOPPECHOH/ICHIIUH, COPTUPOBKA JOKYMEHTOB M MX MpelBapurenbHas peructpanus. [lopsaox
MIPOXOXKICHHUS BXOAALIMX M BHYTPEHHHUX JOKYMEHTOB. Perucrpamnus ciykKeOHBIX TOKYMEHTOB,
MPUHLIMIBI perucTpanuu. JJokyMeHThl, nmoanexaiume o0s3arenbHol peructpaunu. Munexkcanus
NOKYMeHTOB. @OpMBI perucTpauuu A0KyMeHTOB. CrpaBouyHO-HH(OPMALMOHHBIE KapTOTEKU.
Opranuzanusi UCIOJHEHUS TOKYMEHTOB. CpOKM HCIIOJHEHUS TOKYMEHTOB. DOpMBI KOHTPOJIS,
aHaJIN3 MCTIOJIHUTEIHLHON pabOTHI M CHATHE JOKYMEHTOB C KOHTPOJIS.

Tema 4. Kinaccugukanum 10KyMeHTOB: BUAbI, QyHKIIMH M TPaBHJIa oopmiieHus.

Ob6mee nouatue o JokyMmeHTe. OpraHu3aliOHHO - PACIOpPSIUTENbHAs JOKYMEHTAIUS.
Buner nokymentoB u ux kinaccupukamus. Llenp knaccudpukanuu. I[lo HammMeHOBaHHIO, TO
crnoco0y (hUKcaIum, Mo CTENEeHU CI0XHOCTH, TI0 CTETIEHH TIIACHOCTH, IO IOPUINYECKOH cuiie, 1o
MIPOMCXOXKACHUIO, TI0 CPOKAM XPaHEHHUs, TI0 CTETIEHH 0053aTeIbHOCTH, 110 CTENIEHH YHU(PUKALINH.

Tema 5. PekBU3UTHI 0QUIMATBHBIX IOKYMEHTOB U IPaBUJIa uX 0GpopmJieHHs.

30 OCHOBHBIX PEKBU3UTOB O(UIIMATHHBIX TOKYMEHTOB U MpPaBHJIA UX PACTOJIOKEHUS Ha
nokymente. CocraB U mpaBmiia odopmieHus pekBu3uToB nAokymentoB. [OCT P 6.30-2003 .
TpeboBanust k odopmiieHHI0 PEeKBU3UTOB. CXEMBbI DPACIONIONKEHHS] PEKBU3UTOB. PEKBU3UTHI,
KOTOpBIE JOJKHBI MCTIOJIb30BaTHCS MPU U3TOTOBJICHUU OJIAaHKOB JOKYMEHTOB.

Tema 6. Opranuzanusi onNepaTUBHOI0 XPaHEeHHUsI U UCNOJIb30BAHHUS IOKYMEHTOB.

9



[lepBuunbie noxkyments! npeanpusatusa. I'OCT P 7.0.8-2013. XpaHeHue JOKyMEHTOB B
IIPOLIECCE MX MCIOJIHEHMs. XPAaHEHUE MCIIONHEHHBIX JOKYMEHTOB. ['ocynapcTBEHHBIN apXuB,
MYHHUIMIAIbHBIA apXuB, MNpoQuib apxuBa, apXuBHbI (oua, ApxuBHbi (o PO,
OObEIUHEHHBIH  apXUBHBIH  (QOHA,  apxXWBHBIE  (QOHA  JMYHOTO  HIPOHMCXOXKIAEHUS,
¢donn000pa3oBarenp, 06ecredeHne COXPaHHOCTH JOKYMEHTOB.

Tema 7. Jles10Basi nepenucKa M A3bIK YIPABJICHYECKUX JOKYMEHTOB.

®enepanpubiit 3ak0H PO "OO6 snexktporHOM nudpoBor nmoanucu'. JlemoBas mepenucka.
DNeKTpOHHas MOJNMCh, CEPTUGUKAT MPOBEPKU IEKTPOHHOW MOJIMHUCH, KIHOY 3JIEKTPOHHOM
MOJINCH, YAOCTOBEPSIOIINN LIEHTP, CPEACTBA IEKTPOHHOM noanucu. IIpaBoBoe peryiaupoBanue
OTHOIIEHUH B 00JACTH HCIIOJNB30BaHMUS DJIEKTPOHHBIX NoANMUCEH. Buabl 31eKTPOHHBIX
noanuceil. [lpu3HaHWe SIEKTPOHHBIX MOJNUCEH, CO3JAHHBIX B COOTBETCTBUHM C HOpPMaMu
MHOCTPAHHOTO ITpaBa U MEXAYHAapPOJHBIMU CTaHIaPTAMH.

Tema 8. D1eKTPOHHBIN JOKYMEHTO0OOPOT.

[Tonsartue AJIEKTPOHHOTO JIOKyMEHTO000pOTa B OpraHu3aIuu. 0630p
aBTOMATHU3MPOBAHHBIX CHCTEM YIPaBIIeHUs JOKyMeHTaMu. [IpaBuiia mpuMeHeHUs 3JeKTPOHHOTO
nokymenroobopora. Buabsr 2/10. IlpaBa u 005S3aHHOCTH COYYaCTHHKOB 3JIEKTPOHHOI'O
B3aUMOJICHCTBUA B cdepe JoKyMeHTooOopoTa. [IpuHIMIBI NpU3HAHUS — 3JIEKTPOHHOTO
JOKYMEHTO000pOTa, MOJIMUCAHHOTO HU(POBOM MOAMUCHIO, PAaBHO3HAYHBIM JIOKYMEHTaM Ha
OyMa)XHOM HOCHTEJIE.

4.4. [lpakTH4yeckas NOAroOTOBKA

[IpakTuueckass MOArOTOBKA pealu3yeTcsl MyTeM IPOBEIEHUS MPAKTUUYECKUX 3aHSTHH,
IpeIyCMaTpUBAIOIIMX y4yacTHE OOY4YarOIMXCS B BBINOJHEHUM OTAEIbHBIX 3JEMEHTOB pPadoT,
CBSI3aHHBIX ¢ Oyay1ei npodeccuoHanbHON NesITeIbHOCTHIO.

OO0beM 3ansaTHil B (hopMe MPAKTUIECKON TOrOTOBKU cocTaBiseT 20 yacoB

5. YueOHO-MeTOANYeCKOEe, HHPOPMAIIMOHHOE U MATEPHAIbHO-TEXHUYECKOe
o0ecrneyeHue TN CHUTINHBI

5.1 OcHoBHas JIMTEpaTypa

1. Jlenonpou3BOACTBO U JOKYMEHTAI[MOHHOE  OO0ecleYeHne TOCYHapCTBEHHOW U
MYHHUIMIIAJBHOW CIy’)kObl @ yueOHoe mnocobue / coctaButens lO. B. Mupromkuna. —
CraBporiosib : CK®VY, 2016. — 115 c¢.— Texkcr: snexkTpoHHbIN / JlaHB : AJIEKTPOHHO-

o6ubsmoreunas cucrema. — URL: https://e.lanbook.com/book/155606

2. [llyBanoBa, H.H. Opranuzamnuss ¥ TEXHOJOTUS JOKYMEHTAIMOHHOTO OOecreYeHus
yopaBiieHus : yueOHuK M mnpakTukym it By3oB/ H. H. IllyBanmoBa. — 2-e u3a., mepepal. u
norn. — Mocksa : UznmarensctBo [Opaiir, 2022. — 265 c.— (Bricmiee oOpa3zoBanme). —
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ISBN 978-5-534-12358-6. — Tekcr : snexktpoHHBIN // OOpa3oBarenbHas riatdopma FOpaiit
[caiiT]. — URL: https://urait.ru/bcode/489984

5.2 JlonmosiHMTEIbHAS JIUTEpaTypa

1. Kysuenos U.H. JlenoBoe mucbMo : yueOHO-cripaBouHOe Tocodue. - M. : JlamkoB u K,
2012 - 288 c.
2. Jlenonpou3BoACTBO W JTIOKYMEHTOOOOPOT B CHCTEME TOCYJapCTBEHHOTO U

MYHUIIUNAIBHOTO yIpaBieHus : yueb.-meroa. nocodue / E. B. 3aiinesa, H. B. 'onyaposa ; M-Bo
obpasoBanus u Hayku Poc. @enepanmu, Ypan. ¢enep. yH-1. — ExarepunOypr : U3n-Bo Ypai.
yH-Ta, 2017. — 178 c.

3. JlokymeHTOBeicHHE: YUEOHUK I CTYACHTOB YUPEKIEHUW BBICIIEro oOpa3oBaHus /
M.B. Jlapun, E.A. Ilnemkesuu, B.®. Ankosas, B.C. Munranes, 32 E.B. TepentseBa, M.JIL.
I"aBnuH; oA pex. I-pa UCT. HayK, npod. M.B. Jlapuna. M.: U3znatenbckuil eHTp «AKagemMus»,

2016.—320 c. — 800 7k3.
5.3 IIpodeccuonanbubie 02361 JAHHBIX M HH(POPMALMOHHbIE CIIPABOYHbIE CHCTEMBI

1. Bcepoccuiickuil Hay4HO-UCCIIEI0BATEIbCKUM HHCTUTYT JOKYMEHTOBEACHNS U ADXUBHOIO
nena (BHUNIAA) http://www.vniidad.ru

2. OdunmanbHBIH cair [Ipe3unenra Poccuiickoii ®denepaunn
http://www.president.kremlin.ru/mainpage.shtml

3. [Topran «CAPAHT.PY» URL: http://www.garant.ru (pecypcbl OTKpBITOTO JOCTYTIa)

4. ITopran  «Koncynprantllmoc» URL:  https://www.consultant.ru/  (JiniieH3UOHHOE
porpaMMHOE 0OecTrieueHIe 0TeYeCTBEHHOTO TIPOU3BOICTBA)

5. [TopTan rocygapcTBEHHBIX 1 MyHUITUTIATBHBIX yCiyT http://www.gosuslugi.ru/ru/

6. Caiit «ApxuBbl Poccum» non arunoit deaepanbHOro apxuBHOTo areHTcTBa (PocapxuBa)
http://www.rusarchives.ru

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

8. Coset denepanun denepanbHOTO Cobpanus Poccuiickou denepaunn
http://www.council.gov.ru/index.html

9. @enepanbHas ciayx0a 1Mo Hax3opy B cdepe CBS3M, MHPOPMALMOHHBIX TEXHOJOTHH MU

MaccoBblix kommyHuKanuit, ®I'VII HTL "Uuadopmpeructp" http://www.inforeg.ru

5.4 MaTepuaJbHO-TeXHHYECKOE U POrPaMMHOe odecriedyeHue (JIMIEeH3NOHHOE U CBOOOTHO

pacnpocTpaHsiemMoe)
HaumenoBanue HaumenoBanue OcHalleHHOCTh Ilepeuennb
JUCIHMUITIINHBI crnermaJdbHbIX ClleMaJdbHBbIX JJUIECH3UOHHOI'0
(moayais), MOMeleHU 1 MOMelleHU 1 NPOrpaMMHOI0
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NMPAKTHK B | NOMEIIEeHUH 1JIA NOMeLeHU 11 ol0ecrieyeHusl.

COOTBETCTBHU C | CaMOCTOSATeJbHOM CaMOCTOSITEILHOM

Y4eOHBIM ILIAHOM padoThbI padoThbI

OT/I.B.03 Kabuner y4eOHbBIC MeCTa, Microsoft Windows

JIOKyMEeHTaIIMOHHOE | JOKYMEHTAI[HOHHOTO | 000pYy/IOBaHHBIE XP

obecneuenue u obecrneyeHus 0104HOI MeOebIo, Microsoft Office

JIEJIONPOU3BOJACTBO | YIIpaBJIECHUS KOMIIBIOTEpPAMHU C Kaspersky Endpoint
BBIXO/IOM B CETh Juis Ou3Heca
MHTEpHET, pabouee Koncynbrantlnroc
MecTo npenoaasarens B | AdobeReader
cocTaBe CTOJ, CTYII, Cisco WebEx
TymM0a, KOMITBIOTEP HNudopmanmnonHo-
mpernoaaBaTess ¢ KOMMYHHKAI[MOHHAS
BBIXOJ/IOM B CETh mwiardopma
HWHTEPHET, 3KpaH, «Chepym»
MYJIbTUMEAUHHBIN

MIPOEKTOP, TEJIEBU3OD,
TEMAaTUYECKUE CTEH]IBI,
MPE3EHTALMOHHBIN
Marepua, KOMIUIEKT
OJIAaHKOB TEXHUYECKOM

JIOKYMEHTALIUH
Aynuropus st y4eOHbIe MecTa,
CaMOCTOSATEIILHON 000pyTOBaHHbBIC
paboThI 0J109HO MeOebio,

KOMITBIOTEPaMH C
BBIXOJ/IOM B CETb
HnTepHer,
MHOTO(YHKITHOHAJIEHOE
YCTPONCTBO

6. MeToanueckue yKazaHusl 1JI 00y4AIOIIUXCS 10 OCBOCHUIO JUCHMIIUHbBI

6.1 3aHsATHS JIEKIIMOHHOT0 ¥ CEMHHAPCKOT0 (MPAKTHYECKOr0) TUIIOB

MeTtoauueckue ykazaHUs 17 3aHATUH JIEKIIMOHHOTO THUIA. B X0/1€ JIEKIIMOHHBIX 3aHATUN
oOyyaroimemMycss HEOOXOJMMO BECTH KOHCIIEKTHpOBaHHE Y4yeOHOro wmarepuana, oOpamaTh
BHHUMaHUE Ha KaTeropuu, GopMyJIMPOBKH, PACKPBIBAIOLINE COJEPKaHUE TeX WU UHBIX SBJICHUI
U TpPOIECCOB, HayuyHble BBIBOJBI M IpakTHUYECKHe pekoMmMeHganuu. Heobxommmo 3anaBaTh
[IPENOAABATEN0 YTOUHSIOIME BONPOCHI C LEIBI0 YSACHEHUS TEOPETHUUECKHUX IT0JIOKEHHUH,
pa3penieHus CIIOPHbBIX CUTYaLUN.

[lenecooOpa3Ho nopabaThiBaTh CBOM KOHCIEKT JIEKILUH, JIeasi B HEM COOTBETCTBYIOLIUE
3allACH U3 OCHOBHOM M JOIOJIHUTEJIBHOHN JINTEPATypbl, PEKOMEHIOBAaHHON IPENOAABATEIEM U
NPeIyCMOTPEHHOM yueOHOI MporpaMMoi TUCIUIITUHBI.

Metonuueckue ykazaHMs JUId  3aHATUH  CEMMHAPCKOTO  (IIPaKTUYECKOr0) THIIA.

[IpakTrueckue 3aHATHS TO3BOJISIOT PAa3BUBATh Y OOYYAIOIMIETOCS TBOPYECKOE TEOPETUUYECKOE
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MBIIIJIEHUE, YMEHHE CaMOCTOATENbHO H3y4aThb JIUTEPATypy, aHAJIU3UPOBATh IMPAKTHKY; y4yaT
4eTKO (hOpMYyJIMPOBAaTh MBICIIb, BECTH IUCKYCCHIO, TO €CTh MMEIOT HCKIIOYUTEIBHO BAa)KHOE
3HaY€HHUE B PA3BUTUU CAMOCTOSITEIbHOTO MBILIUICHUS.

[TonroroBka K MNpakTUYECKOMY 3aHATHIO BKJIIOYaeT JBa d3Tama. Ha mepBom stame
o0yyYaroIuiicsl MIaHUPYET CBOI CaMOCTOSITEIbHYIO pabOTy, KOTOpas BKJIIOYACT: YSICHEHUE
3aJ]aHis Ha CaMOCTOATENBbHYIO paboTy; 1Moa0Op OCHOBHOW M JOMOJHHUTEIHHON JHUTEpaTyphl;
COCTaBJIEHHE IIJaHa pabOTbl, B KOTOPOM OIIPEIEINISIOTCS OCHOBHBIE ITYHKTBI MpPEACTOSIIEH
noaArotoBku. CocTaBiieHHE IJIaHA JUCLUUIUIMHUPYET U MOBBILIAET OPraHU30BAaHHOCTH B padoTe.
Bropoii sTan BKIIIOYaET HEMOCPEICTBEHHYIO IMOJATOTOBKY K 3aHSATHIO, KOTOpas HayMHAETCs C
U3y4YeHHs] OCHOBHOM U JIONOJIHUTENIbHON TuTepaTypbl. Ocoboe BHUMaHKE IIPU ITOM HEOOXOMMO
00paTUTh Ha COJEPKAHUE OCHOBHBIX IOJIOKEHHH U BBIBOJOB, OOBSICHEHUE SIBIICHUH U (DaKTOB,
YSICHEHHE IPAKTUYECKOr0 IPUIIOKEHHSI pAacCMATPUBAEMbIX TEOPETHYECKUX Bompocos. [laiee
clielyeT OArOTOBUTh TE3UCHI /Ul BBICTYIUIEHUN MO BCEM y4eOHBIM BOIPOCAM, BHIHOCHMBIM Ha
IIPAKTUYECKOE 3aHATHE WIN IO TeME, BBIHECEHHOM Ha AUCKYCCHIO (KPYIJIBIA CTON), MPOIyMaTh
IIPUMEDPBI C LIETbI0 00ECIIeYEeHUsI TECHOM CBS3M M3Y4aeMOi TeMbl ¢ peaibHO KU3HbI0. '0TOBsCH
K JIOKJIaJy WIH BBICTYIUICHUIO B paMKaX MHTEPAKTHBHON ()OpMBI (AUCKYCCHS, KPYTIbIA CTOI),

IIPU HEOOXOIUMOCTH CJIelyeT 00paTUThCS 32 HOMOILBIO K IIPENOIaBaTellto.

6.2. CamocTosiTe/ibHasi pad0oTa CTYICHTOB

CamocTosTenpHas paboTa CTYACHTOB MPEAYCMOTPEHA YUCOHBIM IIJIAHOM I10 JUCITUTLINHE
B o0beme 42 yaca. CamocTosATenbHass paboTa peaqu3yeTcsi B paMKax MPOrpaMMbl OCBOCHHS
JTUCHUILTUHBI B CIeyIOMMX hopMax:

- paboTa ¢ KOHCIIEKTOM 3aHsATHUs (00pabdoTKa TeKCTa);

- MPOpabOTKa TEMATUKN CAMOCTOSTETbHON pabOTHI;

- HalMCaHWe KOHTPOJIBHOU padoTHI,

- nouck uHpopMmanuu B cetu «MHTEepHET» U NUTEpaTypE;

- BBITIOJIHEHUE WH/IMBUYaNbHBIX 3aJaHH;

- MOJITOTOBKA K cJlaue 3a4eTa.

CamocrosiTenbHast paboTa MPOBOAUTCS C HENBIO:

- CHCTeMAaTH3allU{ U 3aKPETUICHHUS MOJTyYeHHBIX TEOPETUUECKUX 3HAHUM U MPAKTUYECKUX
yMEHUI 00y4Jaronuxcs;

- YIIyOJleH!s ¥ pacCIIMPEHUs TEOPETUIECKUX 3HAHUHN CTY/IEHTOB;

- (opmupoBaHUS yMEHHMIA HCIONB30BaTh HOPMATHUBHYIO, MPAaBOBYIO, CIHPAaBOYHYIO
JOKYMEHTAIUIO, Y4EOHYIO U CIeIMANIbHYIO IUTEPATYPY;

- Pa3BUTHS MO3HABATEIbHBIX CIOCOOHOCTEH M AKTUBHOCTH OOYYaIOIIMXCS: TBOPUECKOM

HHUIUATUBBI, CaMOCTOATCIIBHOCTU, OTBCTCTBCHHOCTH, OPraHU30BAHHOCTH, (bOpMHpOBaHI/IC
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CaMOCTOSITEIFHOCTH MBIIIUIEHUS, CHOCOOHOCTEH K CaMOpa3BUTHIO, COBEPLICHCTBOBAHHUIO U
caMOOpraHu3aluy;

- Pa3BUTHIO HCCIIEOBATEIBCKUX YMEHHUM CTYJEHTOB.

TexHONOrMs OpraHM3alMi  CaMOCTOSITENbHOM pabOThl  OOydYarOUIMXCS — BKJIIOYAET
UCTOJIb30BaHUE HH(POPMALMOHHBIX W MaTepHAbHO-TEXHUUYECKUX PECypcoB: OHOIMOTEKa C
YUTAJIBHBIM 3aJI0M, KOMIIBIOTEPHBIE KJIACChl C BO3MOYKHOCTBIO paboThl B IHTEpHET, ay IuTOpUHN
JUISL CAMOCTOSITEJIbHOM pabOThI.

Ilepen BbIOMHEHHEM OOYYAIOUIMMHUCS BHEAYJUTOPHOM CaMOCTOSTENBHONH palbOThI
IIpenojaBaTesib MPOBOAUT KOHCYJIBTUPOBAHME I10 BBINOJIHEHUIO 3aJaHMsI, KOTOPBIM BKIIOYAcT
LeNb 3aJaHusi, €ro COJIEp)KaHHs, CPOKH BBINIOJHEHUS, OPHUEHTUPOBOYHBIH 00BEM paboTHI,
OCHOBHBIE TpeOOBaHUS K pe3ybTaTaM pabOThl, KpUTEPUHU OLIEHKH.

CamocrosiTenbHas paboTa MOXET OCYILECTBIIATHCS WHAMBUIAYaJIbHO WM TIpYIIaMH
o0yyaroImuxcs B 3aBUCUMOCTH OT IIeNid, 00beMa, KOHKPETHOH TEeMaTUKHU CaMOCTOSTEIbHOM
paboThI, YPOBHS CIIOKHOCTH, YPOBHSI YMEHUN 00yYarOIUXCS.

KonTposb caMocTosTenbHOM paboThl CTYI€HTOB MPEAyCMaTpPUBAET:

-COOTHECEHHUE COEP KaHUS KOHTPOJIS € LEeIIMH 00ydeHus;

-00bEKTUBHOCTH KOHTPOJIS;

-BaJIMJHOCTDb KOHTPOJIA (COOTBGTCTBI/IC MMPEABABIACMBIX 3aIlaHI/II71 TOMY, qTo
MpeATnoaraeTcs IPOBEPHUTH);

-nu¢depeHIuannio KOHTPOIbHO-U3MEPUTEIBbHBIX MaTEPUAIIOB.

@DOopMBI KOHTPOJISE CAMOCTOSITENTLHON pabOTHI:

-IIPOCMOTP U MPOBEPKA BBIMOJIHEHHS CAMOCTOATEIBHON pabOoThI Mpero1aBaTeliem;

-OpraHu3anysa caMoIIPOBEPKH, B3aUMOIIPOBEPKU BBIIIOJIHEHHOTO 3aJaHUA B TPYIIIIE;

-00CyXJIeHHE Pe3yIbTaTOB BHIIIOJIHEHHON PaOOThl Ha 3aHATUH;

-IIPOBEACHNUE MMCBMEHHOTO OIIPOCa;

-IIPOBEAICHUE YCTHOI'O OIpOCa; OpraHu3alus U I[POBEJIECHUE WHAMBHUIYyaJbHOTO
co0eceoBaHus;

-OpraHu3anusda 1 IpOBCACHUC CO6CC€,Z[OB8.HI/I$I C rpyr[noﬁ.

7. MeToanuyeckue peKOMEeHAAIMHU 10 00yUEeHHUIO JIMI ¢ OTPAHMYEHHBIMH

BO3MOKHOCTHAMMU 310POBbA U HHBAJIHU/10B

O6yquHe 110 JUCHUIIJINHE 06yqa101111/1xc;1 C OIrpaHUYCHHBIMU BO3MOKHOCTAMU 300POBbBA
(mamee — OB3) ocymiecTBIsETCS € y4e€TOM OCOOEHHOCTEH TCHUXO(DH3NYECKOTO pa3BUTHS,

HHIUBHUAYAJIbHBIX BO3MOKHOCTEH M COCTOSTHHS 3A0POBbA TAKHUX 06yqa101unxc;1.
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Conepxanne o0pa3oBaHUs M YCJOBUS OpraHuzaluu oOydeHus, oOywaromuxcs ¢ OB3
OTIPEIENIAIOTCS. aJalTUPOBAHHONW 00pa30BaTEIbHON MPOrpaMMOM, a JUIsi WHBAJIUAOB TaKKE B
COOTBETCTBHUH C MHIUBUAYAIBHOW MPOTPaAMMOi peadnmnTaIiii HHBAIHIA.

OcBoenne aucuMIUIMHBL oOydarommmucs ¢ OB3 Moxer ObITh OpPraHM30BaHO Kak
COBMECTHO C JpPYyrUMH OOyYarollMMHCS, TaKk M B OTHENbHBIX TIpymnmnax. IIpenmonararorcs
CTIeMAJIbHBIC YCIIOBHUS IS TIOJTy4eHUs! 0Opa3zoBanus o0ydaromumucs ¢ OB3.

[Ipodeccopcko-meqarorndeckuii COCTaB 3HAKOMHUTCSI € TICHXO0JI0T0-(PU3H0TOTHIECKUMU
0COOEHHOCTSIMM 00ydaroluxcss MHBanuA0B U jul ¢ OB3, nHAMBHYyalbHBIMU NPOrpaMMaMu
peadmInTaly UHBATUAOB (TIPH HAIUYHHN).

B kypce npearnonaraercst UCIOJIb30BaTh COMATLHO-aKTUBHBIE U PE(DICKCUBHBIE METOIBI
OOy4YeHHs, TEXHOJIOTUH COIMOKYJIHTYPHOH peaOWInuTallii C [EeNbI0 OKa3aHWs IIOMOIIM B
YCTAHOBJICHHH IMOJHOLEHHBIX MEXINYHOCTHBIX OTHOIIEHUH C JPYTUMH CTYJIE€HTaMH, CO3JJaHUU
KOM(OPTHOTO TCUXOJIOTHYECKOr0 KJIMMaTa B cTyJeHueckoi rpymme. [lombop u paspaboTka
Y4eOHBIX MaTEepHaJiOB IMPOU3BOAATCS C YYETOM MPEJOCTABICHUS MaTepuana B Pa3IUYHBIX
dbopmax: ayauanbHOW, BU3YyaJIbHOU, C MCIIOJNE30BAaHUEM CIEIHATBHBIX TEXHUYECKUX CPEACTB M
MH(POPMALIMOHHBIX CUCTEM.

OcBoenue nucuumminabl jgunamu ¢ OB3 ocyliecTBiseTcst ¢ HCIOIB30BaHUEM CPEICTB
o0y4yeHHs OOWIET0 ¥ CHEUUAIBHOTO0 Ha3HAYeHHs (NEPCOHAIBHOTO M KOJUJIEKTHBHOTO
WCTIOJIB30BaHus ). MaTepuabHO-TEXHUIECKOe 00EeCTIeYeHHE MPelyCMaTpUBaeT MPUCTIOCcO0IeHNE
ayauTopuil K Hykaam aui ¢ OB3.

dopma IpoBEICHUS aTTECTALUU ISl CTYIEHTOB-MHBAJIUIOB YCTAHABIMBACTCS C YUETOM
UHAMBUAYAIbHBIX  NCUXO(pHU3WYECKUX  ocobeHHocTe.  Jns  ctymentoB ¢ OB3
npeaycMaTpuBaeTcs AOCTymHas (GopMa MpeaocTaBIeHHs 3aJaHWi KaK OIIGHOYHBIX CPEICTB, a
UMEHHO:

— B IEYATHOM MJIU 3JIEKTPOHHOH (hopMe (U1 UL C HAPYLICHUSMHU OTIOPHO-BUTATEILHOTO
amnmnapara);
— B TMeYaTHOM QopMe WM DJICKTPOHHOM QopMe ¢ YBEJIWYEHHBIM MIpUGTOM U

KOHTPACTHOCTBIO (/7151 JIUIL C HAPYIICHUSMH CITyXa, Peyu, 3peHus);

— METOJOM YTEHHUS aCCUCTEHTOM 3aJaHusl BCIyX (IS JIUL ¢ HAPYIIEHUSIMHU 3PEHUS).

CryneHTaM C HHBAJUAHOCTBIO YBEIMYHMBAETCSI BpeMs Ha IIOATOTOBKY OTBETOB Ha
KOHTPOJIbHBIE BOMpOCHL. [l TakuX CTYAEHTOB TMpeaycMaTpuBaeTcs MAOCTyMHas ¢opma
MPEA0CTABIICHUs] OTBETOB Ha 3a/1aHUsI, @ UMEHHO:

— MUCHbMEHHO Ha OymMare Win HabOpOM OTBETOB HAa KOMIBIOTEpE (IUIst JIUI] C HAPYLICHUSIMHU

cilyxa, peun);
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- BI:I60pOM OTBCTA U3 BO3MOJKHBIX BAPUAHTOB C HUCIIOJIB30BAHUEM YCIIYI' aCCUCTCHTA (I[JBI

JIUI C HAPYUIEHUSIMUA ONTOPHO-/ABUTATENILHOTO aIllapaTa);

— YCTHO (,Z[J'ISI JIAIL ¢ HApYUICHUAMU 3PCHUS, OIIOPHO-ABUTATCIIBHOTO annapaTa).
- npu HGOGXOI[I/IMOCTI/I JUIA 06yanOH_[I/IXC$I C HMHBAJIMJHOCTBIO IIpoLCcAypa OLCHUBAHUSA

PE3YJIbTAaTOB O6y‘IeHI/ISI MOKCT IPOBOAUTHCA B HCCKOJIBKO JTAIlOB.
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[Tpunoxenue 1

DOoH/ OLIECHOYHBIX CPEACTB
JJISE TEKYHIEro KOHTPOJISI M IPOMEKYTOYHOM aTTecTalMu
NPU U3YYEHUH TUCHMILIMHBI
DT/.B.03 lokyMeHTALMOHHOE 00eclevyeHne U 1eJIONPOU3BOACTBO

MocxkBa 2024
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1. ITacnopT poHIa OLIEHOYHBIX CPEACTB

Kon u HanmeHnoBanue NuaukaTop 1ocTHKEHHUA HaunmenoBanue
KOMITETeHIIUH KOMIIETeHIIHH OLICHOYHOI 0
cpeacrsa

OIIK-1. CnocoGeH pemathb HOIIK-1.1. 3naer cnocoOsl | [TpomexxyTounas
npo(eCCHOHATIBHBIE ~ 3a/aud  Ha | PEIIEHUA  NMPO(QECCHOHANBHBIX | aTTECTAIIHS:
OCHOBE 3HAHHH (Ha 3alay Ha OCHOBE 3HAHUU (Ha 3a4eT
MMPOMEKYTOYHOM YPOBHE) NPOMEXKYTOYHOM yPOBHE)
3KOHOMHYECKOIA, KOHOMUYECKOIA,
OpraHU3alMOHHON u | OPr aHH3aHH0HH9I71 u
YIIPaBICHIECKOH TeOpHH yIpaBJIEHYECKOH TEOPHH.

HNOIIK-1.2. VYmeer pematb
npodecCuOHaNIbHBIE 3a7a4d  Ha

OCHOBE 3HaHUI (ma
MPOMEKYTOYHOM YPOBHE)
SKOHOMHUYECKOM, .
. Texymmi
OpTraHU3aIMOHHON "
KOHTPOJIb:

YIPaBICHUYECKON TEOPUH.

HNOIIK-1.3. Bnaneer HaBbIKAMU Onpoc, HOKIIan

pelmerHs (pedepar), Tecr,
IPOdEeCCHOHANBHBIX 3ajau  Ha | SoAdTH TP
OCHOBE 3HaHMii (na | Pa30ope
IPOMEXKYTOUHOM yposhe) | KOHKPETHBIX
SKOHOMMYECKOM, CUTyarui
OpTraHU3aIMOHHON u
YIPABJICHYECKOU TEOPUH.

OIIK - 6. Cmnocoben mnonmmath | MOIIK-6.1.  3HaeT  OCHOBBI

OPUHIUIBL Pa0OThl COBPEMCHHBIX | MH(QOPMAIIMOHHBIX  TEXHOJIOTUH
nHpopMaMoHHbIX TexHonoruii | UOIIK-6.2. Ymeer BbIIONHATH
HCIIONB30BaTh MX Ui pelleHus | MPAaKTHYCCKHe  paboThl 10

3az1a4 npodeccuoHanbHON HaCTPOUKE KOMIIBIOTCPHOH
JESTEIbHOCTH TEXHUKU
NOIIK-6.3. Bnaneer HaBbIKaMu
paboTsI c MPUKJIATHBIM

MPOrpaMMHBIM 00CCIICUCHUEM

Oranbl hopMupoBaHus KommeTeHIui B mporiecce ocBoeHus:t OITOII mpsiMo cBsizaHbI €
MECTOM JUCHUMIUIMH B oOpa3oBaTenbHOl mporpamme. Kaxaplii 3tan  ¢GopMUpOBaHUS
KOMIIETCHIINH, XapaKTEPU3yeTCsl OMPEACIICHHBIMUA 3HAHUSIMH, YMEHUSMHU U HaBbIKAMU U (WJIN)
OMBITOM TPO(PECCHOHATLHON ACATEIHHOCTH, KOTOPHIE OIICHUBAIOTCS B IPOIECCE TEKYIIETO
KOHTpPOJISI YCIIEBAa€MOCTH, IMPOMEXKYTOUYHON aTTecTallid MO JUCUUIUIMHE (TIPaKTHKE) U B
Mpolecce MTOroBOM arrectanuu M3ydyeHue ydeOHOW TUCHUIUIMHBI «JlOKYMEHTAIlMOHHOE
o0OecrieueHHe W JENOMPOU3BOJACTBO»  0a3WpyeTcs HAa 3HAHUAX M YMCHHSX, MOJTYYCHHBIX
00yYaronMMHUCs B X0JI€ OCBOCHHS MTPOrPaMMHOTO Matepuaia yueOHOW AuCHUIUTMHBI «OCHOBBI

HpO(i)eCCPIOHaJILHOI;'I ACATCIIbBHOCTH «Focyz[apCTBeHHa;I I'paXKIaHCKad W MYHHIUIIAIbHAA

18



ciyx6a B Poccuiickoit ®enepamum». Mroropas oueHka CHOPMHPOBAHHOCTH KOMIETCHLUH

OMpEACIIACTCA B ICPHUOJ TOATOTOBKHU U CAAYM 3a4CTa.

2. OueHo4YHbIE CpeaCTBA

2.1 Texkymuii KOHTPOJIb

THUITOBOE TECTOBOE 3A/IAHUE

1. JlokyMeHTallMOHHOE 0OecIieueHue YIpaBIeHUs — TO:

1) mesTenbHOCTD anmapara yrnpaBieHHs, OXBaTHIBAIOIIAsl BOIPOCH JOKYMEHTUPOBAHUS U
OpraHusanuu paboThl ¢ JOKYMEHTaMH B IIPOLIECCE OCYIIECTBIECHUS UM YIIPABIEHUYECKUX
GbyHKIHIH;,

2) npaBUIbHO 0(OPMIICHHBIE IOKYMEHTBI, OTPAXKAIOLIUE BECh CIIEKTP YIPaBICHUECKON
JESTEeIbHOCTU PEATPUSITHS;

3) opranuzanus T0KyMeHTO000pOTa B YUPEXKICHUU;

4) KOMIUIEKC OCHOBHBIX MOJIOXKEHHH, OMPEIeNAIONIUX U PErJIaMeHTUPYIOIIUX OPraHUu3alnIo
JOKYMEHTUPYEMBIX MIPOLIECCOB HA MPEAIPUATHH.

2. Cucrema JOKyMEHTAIMH, CO3/IaHHAs IO €AMHBIM MIPAaBUIaM U TPEOOBaHHAM, — 3TO:

1) yauduumpoBaHHas cucteMa J0KyMEHTAIUH;

2) EI'CL;

3) 'OCT;

4) 00BEKT JAEeIOTPON3BOACTBA.

3. Urto Henp3s OTHECTH K cepe aenonpoun3BoacTBa?

1) opopmiienue cexkperapém mprkasza o npuéMe Ha paboTy COTPYAHHKA;

2) opopmieHne cekpeTapéM 1o npockOe HauaIbHUKA MO3/APABUTEIbHOM TenerpaMmbl s
€ro MaTepu;

3) obopmiieHHEe cekpeTapéM I0 MPOCch0e HAaYAIbHUKA CITY)KEOHOM 3aITMCKH B BBIIIECTOSIITY IO
MHCTaHIIHIO;

4) opopmienue cekpeTapéM MPOTOKOJa COBEIAHHS PYKOBOIUTEICH OT/IENIOB.

4. T'ne Ha TOKyMEHTE CJeAyeT pacrnojararh rocyaapcTBeHnbii repo Poccuiickoit @eaepanmn?
1) B BepxHeM 110JI€;

2) 1o LIEHTPY JIUCTA;

3) B mpaBOM BEpXHEM YTIIy;

4) B 1€BOM BEPXHEM YTIIy.

5. B kakoMm ciyyae Ha JJOKYMEHTE HE BOCIIPOM3BOIUTCS d3MOJIeMa OpraHu3auu?

19



1) ecnu Ha foKyMeHTe yke noMeriéH rep0d Poccuiickoit deneparum;

2) ec Ha JOKYMEHTE yKe MoMenIéH repd cyobekTa Poccuiickoit deneparnuy;
3) eciu opraHu3aIysl He CYUTAET HYKHBIM ITOMEIIAaTh SMOJIeMy Ha JJOKYMEHTE.
5. I'ep6 cyobekTa Poccuiickoit deaepannu nmoMeniaeTcss Ha OJIaHKax:

1) B BepxHeM HoJe;

2) 10 LIEHTPY JOKYMEHTAa;

3) B IpaBOM BEpXHEM YTIIY;

4) B COOTBETCTBHH C MPABOBBIMH akTaMu cyObekToB Poccuiickoit @enepannu.

IIIkama oleHUBaHUSA TECTOBOIO 3aJaHUs

% BepHBIX pelIeHNii (0TBETOB) IIIxana oneHUBaHUsA
85-100% «OMAUYHOY

70-84% «xopouwio»

51-69% «V00871emEOPUMENbHOY
50% u meHee «HE yIOBJIETBOPUTEIBLHO)

INPUMEPHASA TEMATUKA KOHTPOJIBHBIX PABOT 11O JIUCHUIIJIMHE

1. ConepxaHnue 1 Ha3HaYEHHUE JIEIONPOU3BO/ICTBA.

2. OpranuzanuoHHbie (POPMBI J1€TO0MPOU3BOICTBA.

3. Cny>x0a 1e10npor3BOJICTBA, LIENU U 33/1a4H, PYHKIIMOHAIBHOE COJEPIKAHUE JIeATEITHbHOCTH.
4. 3akoHonatenbcTBO Poccuiickoit denepanmu B chepe nHGOpMAIUK U TOKYMEHTAIHH.

5. 3aKOHOAATENBCTBO 00 PJIEKTPOHHOM MOITHUCH.

6. Bubl 2JIeKTPOHHOM MOANUCH U MOPAJIOK UX IPUMEHEHHUS.

7. HopmaTtuBHsIii nokymeHT «IIpaBuia nenonpou3BoACTBa B eiepalibHbIX OpraHax
WCIIOJTHUTEJIbHOW BIIACTUY», €T0 Ha3HAYCHUE.

8. HanimonanpHBIE CTAaHIAPTHI MO YIPABICHUIO IOKYMEHTAMH.

9. HopmaTuBHBIE ITpaBOBBIE aKThl OpraHa BJIACTH, pEriIaMEHTUPYIOLINE OpraHu3alno paboThl C
JOKYMEHTaMHU.

10. MHCTpYKIHMS O ACTOMPOU3BOICTBY, HOPMATUBHAS U METOIMYecKas 6aza pa3paboTku
WHCTPYKIIUH TIO JIETTOTIPOU3BOJICTBY.

11. brank nokymeHTa, BUJIbI OJIaHKOB COCTaB PEKBU3UTOB OJIaHKa.

12. CocTaB peKBU3UTOB yAOCTOBEPEHUS, MTOPSIIOK UX ODOPMIICHHUS.

13. Ciy>xeOHbIe OTMETKH Ha JJOKYMEHTE, MOPSI0K UX 0(OPMIICHUS.

14. Cuctema opraHu3aliOHHO-TIPABOBON JOKYMEHTAIIMHU, HA3HAYEHNE U BUJIOBOM COCTaB

JOKYMCHTOB.
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15. IloHATHE HOPMATUBHOTO ITPABOBOIO AKTa, BUABl HOPMATUBHBIX IIPABOBBIX aKTOB
(benepanbHBIX OPraHOB HCIIOTHUTEIHHON BIACTH.

16. JlomkHOCTHAs MHCTPYKLUS, HA3HAYEHHE JOKYMEHTAa, COCTaBlIeHHE U 0(hOpMIICHHE.

17. Ilponenypa coranacoBaHus JOKYMEHTOB, €€ Ha3HAUCHHE, BHEIIHEE U BHYTPEHHEE
COTJIACOBAHUE.

18. BuzupoBaHue JOKyMEHTOB, 0COOEHHOCTH BU3HUPOBAHUS PACIOPAIUTENBHBIX JOKYMEHTOB.
19. Cucrema pacnopsiAMTENILHON JOKYMEHTAIIMU, Ha3HAYEHUE U BUJOBOM COCTaB JIOKYMEHTOB.
20. Cocrapnenue u 0opMIICHHE MTPUKa3a TI0 OCHOBHOM JIESITEIIBHOCTH.

21. Ilopsaok TOKyMEHTHPOBAHMSI KOJUIETHAJIBHOM (COBEIIATEIbHON) N1€ATEIBHOCTH.

2322. TlpoTokoii 3aceianusi, BUAbI TPOTOKOJIOB, COCTaBIIEHHUE U 0(OpPMIICHHE.

23. Cucrema HHQOPMAIIMOHHO-CITPABOYHOM JOKYMEHTAIlMH, Ha3HAUYEHUE U BUJIOBOM COCTAaB
JOKYMEHTOB.

24. JlenoBoe NUCbMO, PA3HOBUIHOCTH JI€JIOBBIX ITUCEM.

25. Cocrasnenue u 0)OpMIICHHUE JIETOBOTO MHUCHhMa.

26. TekcT ynpaBlieH4eCKOTo JOKYMEHTa, 00II1e TpeOOBaHUS K COCTABICHHUIO TEKCTa
JOKYMEHTA.

27. AKT KaK BUJ] IOKyMEHTa, Pa3HOBUJIHOCTU aKTOB, 0OCOOCHHOCTH COCTaBJICHUS U O(OPMIICHHS.
28. TloHsiTHE TOKYyMEHTO000POTA, KAUECTBEHHBIE M KOJIMYECTBEHHBIE TApaMeTPhI
JIOKYMEHTO000pOoTa.

29. IIpyHUIMIIBI pPallMOHATBHOM OpraHU3aluu TOKYyMEHTO000poTa.

30. OcHOBHBIE 3Tanbl ABUKEHUS TOCTYAIOLINX JOKYMEHTOB.

31. OcHOBHBIE 3Tanbl ABUKEHUS OTIPABISEMBIX JOKYMEHTOB.

32. ®opMbl 1 METO/IBI COBEPIIEHCTBOBAHUS IOKYMEHTOO00POTA.

33. Ha3zHaueHue U ey perucTpauuy JOKyMEHTOB, IPUHIUIIBI PETUCTPALIHAH.

34. CTpyKTypa perucTpalliOHHOIO HOMEpA MOCTYNAIOIINX, OTIPABIISAEMbIX U BHYTPEHHUX
JIOKYMEHTOB.

35. OcHOBHbIE PEKBU3UTHI PETUCTPALMOHHBIX (POPM.

36. OcoOEHHOCTH perucTpalru OTAEIbHBIX BUIOB JOKYMEHTOB (IIPUKa3, AEJI0BOE MUCHMO).
37. Opranu3alnoHHbIE OCHOBBI KOHTPOJIS HCIIOJTHEHUS JOKYMEHTOB (IOPYUYEHUI).

38. TexHonOTUS KOHTPOJIS UCIIOJHEHUS IOKYMEHTOB (TIOpYUYEHUi).

39. Cpoku UCIIOJTHEHUS IOKYMEHTOB, BUJIbI CPOKOB, TIOPSAAOK UCUUCIIEHUS CPOKOB UCIIOTHEHUS
JOKYMEHTOB, ITOPSIOK IEPEHOCA CPOKA UCIIONHEHNS JOKYMEHTA.

40. OcHOBHBIE 3TaIlbl KOHTPOJIS UCIIOIHEHNS JOKYMEHTOB (IIOPY4YEHUN).

41. Opranuszanust paboThl UCTIOJIHUTENS C JOKYMEHTaMHU.

42. HopmaTHBHBIE OCHOBBI U 00IIIME MPUHIUIIBI OpraHU3ai paboThl ¢ 00pallleHUsIMHU TpaxiaH
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43. Bunel oOpalieHuii rpakJjaH, 0cOOEHHOCTH pacCMOTPEHHsI 00OpallieHU Tpak1aH
Poccuiickoit deneparumn.

44. IlonsATHE IEHHOCTH JOKYMEHTA, KPUTEPUHU LIEHHOCTH JOKYMEHTOB, CPOKH XPaHECHHUS
JIOKYMEHTOB.

45. Opranu3zanus 1 NOPsIOK MPOBEAEHUS SKCIEPTU3bI LICHHOCTH TOKYMEHTOB OpraHa BIIACTH.
46. CpOKI/I XpaHCHUA JOKYMCHTOB, KATCrOprUU JOKYMCHTOB, BBIACIIACMBIX IO CPOKAM XpaHCHHA,
CPOKH XpaHEHUS DIIEKTPOHHBIX JEII.

47. IlepeyHu TOKyMEHTOB CO CPOKaMH XpaHEHHUs, X IPUMEHEHUE B JeIOMPON3BOICTBE.

48. HomeHkiaTypa Jieq opraHa BIacTy, yHKIUU HOMEHKIIATYPBI J1eJ1, IPUHIIHUIII €€
MIOCTPOEHUS.

49. ®opma HOMEHKJIATYPBI JIEJI, OCHOBHBIE JTaITbl €€ pa3pab0OTKU HOMEHKIIATYPHI JCIT.

50. IlpaBumna cocTaBiI€HUS 3ar0JIOBKOB €]l HOMEHKIIATYPhI Je.

51. CornacoBaHue M yTBEp)KI€HUE HOMEHKJIATYPBI A€Jl, CPOK ACUCTBHUS HOMEHKIATYPHI €T, €€
BEJICHUE U KOPPEKTUPOBKA.

52. dopmupoBaHUe 1€ B JEIONPOU3BOICTBE, 0COOEHHOCTH (POPMUPOBAHUS B JeJia OTJEIbHbBIX
KaTeropuil JOKyMEeHTOB.

53. Buapl onucel 1€, OCHOBHBIE IIPUHIIUIIBI U IOPSAOK COCTaBJICHUS OIMCEN JElI.

54. JInuHOE €710 rOCyAApCTBEHHOT'O IPa)KAAHCKOTO CIYXKaIllero, COCTaB JOKYMEHTOB JIefa,
0COOEHHOCTH €ro (POpMHPOBAHHUS.

55. Opranuzaiiysi paboThl 10 YHUUITOXKEHHIO TOKYMEHTOB C UCTEKIIIMMU CPOKAMH XPaHEHUSI.
56. OdopmiieHue Jien Ipy UX nepeaade Ha apXUBHOE XpaHEHHE.

57. Tloustue «uHGOPMAIMOHHASI CHCTEMA JIEKTPOHHOTO JIOKyMeHToobopoTay (CD/10),
¢byukmuu COJ10.

58. HopmartuBHble TpeOoBaHUS K MH)OPMAIIMOHHBIM CHCTEMAM 3JIEKTPOHHOTO
JOKYMEHTO000pOTa.

59. IloHsATHE «3NEKTPOHHBIN JOKYMEHT», OCHOBHBIE IPUHIIUIIBI OPraHU3allMK paboThI C
SJICKTPOHHBIMH JOKYMCHTAMH B JCIOIIPOU3BOICTBE.

60. HazHaueHue cuCTeMbl MEKBEIOMCTBEHHOT'O JIEKTPOHHOTO JOKyMeHToobopoTta (MD/10),

ctpyktypa M310.

IIpuMepHble NPpaKTHYECKHE 3a1aHHA:

IIpakmuueckoe 3a0anue: cocmagumos NPUKa3

Hupekrop OOO «CeBepublii TpanH3ut» BenmamunoB Erop ['enHagpeBnd mnopydui
COCTaBUTh NpHUKa3 MO cieayiouieMy Bompocy. B mpukasze TpeOyercs mopyuuts Bragumupy

AnexceeBnuy JlnanoBy, Hukonato Autonosuuy CaBupckomy u Auapero [lerposuuy Kysemoy
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COCTaBUTH IMPOCKT (bI/IHaHCOBOI‘O OTUCTa IJId KOpIiopanuu «YpaHHe(bTera:s». HOMep JAOKYMCHTA

1-342 ot 12 masg 2014 roxa.

HpaKmuquKoe 3a0anue.; cocmasumoy npukas

Bl — mnHauanpHMK otaena nenompousBoiactBa OO0 «Paccer». PykoBoautens
opranuzanuu: reaepanbHblii nupekrop C.S. Kopanés. CerogHsi cocTOsUICS COBET IUPEKTOPOB
opstHckoro OO0 «PaccBeT», 00cyx)aanocs mpeoOpazoBaHue CTPYKTYphI oOmiecTBa. Pemeno, uro
¢buHaHCOBBI OTAEn W Oyxranrepuss OOBEAMHSIOTCS B OIHO CTPYKTYpPHOE TMOJpa3liecHHe
(puHaHCOBOE ympaBlieHHE), PYKOBOJICTBO KOTOPBIM IMOpYy4YaeTcs TIaBHOMY Oyxrantepy A.B.
JloBakuny. CekpeTrapckue OJDKHOCTH PyKoOBOJcTBa (OOIIecTBa BBIBOAATCS W3 MOTYMHEHUS
CITY>KOBI JICITOTIPOU3BOACTBA U OOBEAMHSIIOTCS B CAMOCTOSTEIIFHOE CTPYKTYPHOE TIOIpa3 ieIIeHUe
(cexperapuar). PykoBoJCTBO cekpeTapruaToM MOpyvaeTcs MOMOITHUKY TeHEPaIbHOTO TUPEKTOpa

H.}O. Manununy. KoHTposinpoBaTh UCIIOTHEHHE TIpUKa3a OyaeTe BBI.

Ilpakmuueckoe 3adanue: ogopmums  obvacHumenvHyio  3anucky. Cocmasumo
Dpe30noyuio.

B 3A0 «Bpemena roma» ObUla HpoBeAEHA PEBU3US, B pPe3yibTaTe KOTOPOW OBLIH
BbISIBJIEHBl HEOOOCHOBAHHBIE 3aTpaThl HA OPraHU3ALMIO JEJIOBbIX MEPONIPUATHIL. B cBs3U ¢ 3TUM
nupektop 3A0 «Bpemena roma», 3apeructpupoBanHoro B T. bpsancke, H.II. Copokun
3aTpeboBan OOBACHUTENBHYIO 3alMUCKy OT IaBHOro Oyxrantepa A.E. ManunoBoi. Panee
JTUPEKTOPOM ObUT M3J1aH MPHUKa3, B KOTOPOM PYKOBOAMUTENU CTPYKTYPHBIX MOJpa3/eleHuil npu
OpraHu3aIlM JIEJOBbIX MEPONPUATHI O0OS3BIBAINCH TMPEACTaBIATh B Oyxranteputo 3A0
JOKJIQTHBIE 3alUMCKH C YKa3aHUEM CMEThl pacxodoB He mno3aHee 10 pHed a0 Hayana
COOTBETCTBYIOIIErO0  Meponpustus.  Jlupekrop  mopyuun  OyXraiaTepud  MPOBOAMTH
(uHaHCUpPOBaHKUE JEJOBBIX MEPOIPHUATHH HAa OCHOBAHUHU €ro pesostounu. OIHAKO TIIaBHBIN
OyxranTtep npodpuHAHCHPOBaIa KOMaHAWPOBKY HadaidbHHMKa oTaena cOeita E.C. Tuxonosa 6e3
pesomonuu  aupekropa. Ot guna mmaBHoro Oyxramarepa A.E. MaHWioBoit cocTaBbTe
OOBSICHUTENbHYIO 3alKCKy, TJe yKakHTe, YTO OIUlaTa OCyIIecTBIeHa B cBsi3u ¢ 10-mHEBHOI
3apy0eKHOW KOMAaHIUPOBKOW JUPEKTOPA.

Pezomronms cocraBisgeTcs IMPOU3BOJILHO.

Ilpakmuueckoe 3adanue: cocmagvme u oopmume 00bACHUMENbHYIO 3ANUCKY
Wucnexrop kanuensipun 3A0 «Cupuyc» WM. PycakoBa B COOTBETCTBHU C NPHKA30M
reHepanbHoro aupekropa ot 12.03.2005 Ne 45 nomxna Obiia x 12.04.2005 mnposecTH

OKCHICPTHU3Y HCHHOCTU JOKYMCHTOB, XPaHANIUXCA B KaHOCIAPHH. B cBs3u ¢ lIJ'II/ITGJ'IBHOfI
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0ose3HbI0 3aBenyromie kanuensapueid M.M. PycakoBa ucnonHsia ee 00s13aHHOCTH M HE CMOTJIa
BBITIOJIHUTH TOpyueHue B cpok. I[locie Bbixoma Ha paboTy 3aBenyroliasi KaHIelspuen

norpe6osana ot 1.M. PycakoBoii 00bICHUTENbHYIO 3aMUCKY.

Ilpakmuueckoe 3a0anue: cocmasums 0e1080€ NUCbMO

Bbl — HavanbHUK OTZENA AETONPOU3BOACTBA 00NagMUHUCTpauu. Buepa mposeneH 9 B
roxy npesunuyM kosieruu mipu ['ybepuatope bpsiackoii o6mactu A.B. Tumodeese. Hawanbank
opuanueckoro oraena E.P. CunuH BHec npeuloKeHHME MO PEOPraHU3alMK aAMHHHUCTPALMH
Bpsuckoit obnactu B [IpaBurensctBo bpsinckoit obnactu. ['ybepHarop bpsHckoit o6nactu A.B.
Tumodees cipocuit T0KJIaTINKa O KOJIUYeCTBE 3amecturenel ['ybepHaTopa B HOBOM CTPYKTYype,
MPEJIOKUIT COKPaTUTh MX Ha 2 enuHuipl. [lopydeHo ympaBieHuio mo kaapoBol pabote k I
kBaprany 2017 roma mOArOTOBUTH IPOEKT peopraHusauuu. HawanbHuMKy nenaprameHTa
¢unancos [1.E. BnacoBy npocuuTtaTh pacxo/s! o peopranuzanuu ko Il kBapramy 2017 rona.

Bam HeoOxoanmo HamucaTh MUchMo Ha uMs [Ipencenarens bpsuckoit o6mactHON [{ymbr
A.E. EnuceeBa 3a mOAMKWCHIO Bamiero pyKOBOAWUTENs — 3aMmecturenss [yOepHaTtopa
A.A.ITono3zoBa. B muceme, cornmacHo 3ampocy u3 Jlymer (Ne 1-342 OT ceromHSIIHEro 4uciia) —

HpOI/IH(l)OpMI/IPOBaTB Emuceesa o TOM, YTO ITPOU3OILIO HA MPE3UANYMC.

IIpakmuueckoe 3a0anue: 0popmums NOIHBIL NPOMOKON NO NPEOTIOHCEHHOU CUMYAYUU.

B 3A0 «/lpuratenp» cocTosanoch 3acefanue TexHuueckoro Cosera npu I'eHepalbHOM
mupekrope T.Jl. 'maronese mox ero mpeaceaaTrenbCTBOM, B MIPUCYTCTBUU Beex uieHOB CoBera
(16 genoBek) u cexperapsi Cosera. CoBeT 00Cy»X a1 BOIPOCH 0 cocTosiHUU padoTel 3A0 3a
MpOUIeNil rofl W TepcrneKkTuBbl pa3BuTHs OOmiecTBa B OyaylieM TOJy, O BbIIOJHEHUU
IIPOrpaMMBbl  BBIIIyCKa NPOAYKIMM M ee peanusanuu. llo mepBomy Bompocy nokiazn aenan
3amectutens ['eHepanbHOro gupektopa K.A. PycnaHoB, KOTOpBIM [an  pa3BEPHYTYIO
XapaKTepUCTUKY JesTenbHOCTH (OOIiecTBa, OTMETHJI pPACIIMPEHHE COTPYJIHUYECTBA» C
napTHepamMu B Apyrux pernoHax. K. A. PyciiaHOB J0JIOKWJI O NOANHMCAHWM COIJIAIIECHHS C
yHUTapHbIM npeanpusitueM «TypO6una» u ero mepcrnektuBax ans OOmectBa. CoBeT MpUHSI
peleHre O 3aKIIOUeHHH J0roBopa ¢ mpennpuatueM «TypOuHa» o BBITyCcKe 3amyacTeil s
CEIbCKOXO35IMCTBEHHOM TeXHUKU. KomMmepueckuii aupexktop AHTOHOB M.K. pomoxuin o
COOJIOICHNUH TUIAHOB pean3alii TOTOBOW MPOAYKIIMHM, OTMETUB MPU 3TOM TPH CIydasi CpPhIBOB
MOCTaBKU M HapyuieHuss OOIIeCTBOM CBOMX 0053aTENIbCTB M3-3a HENPAaBUIbHON KOMIUIEKTALIUH
3aka30oB. lIpUuMHONM TaKOro MOJIOKEHHS SBWJIOCH OTCYTCTBHE COBPEMEHHOIO CKJIAICKOTO

obopynoBaHus. PemieHne mo BTOpoMy BOIIpOCy copaepxaino mnopydeHne Kommepueckomy
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mupekTopy AHToHOBY M.K. moaroroButh 00OCHOBaHME NPOEKTa PEKOHCTPYKIMM CKJazaa

MPEATIPUITHS.

HpaKmuquKoe 3a0anue: cocmasums OJIAHK HOMEHKIanypbl oer Uu pexeusumaul
HOMEHKJIATypHhI JIe] 10 TeKCTa.
®upwma: Opsinckoe OO0 «PaccBer», HoMeHkiarypa nen va 2017 rox. Jupexkrop OO0 —

AnTtoH BanoBuu Tenerux.

IIpakmuueckoe 3a0anue: cocmasums omeem 6 6ude 0e106020 NUCbMA HA OOpaujeHue
2pascoOaHuHa.

B kaHuemsiputo KomMmepyeckoro OaHka «ATJIIAHTUYECKHH TpaH3uT» 27 sSHBaps
T.T.IOCTYNWIO NHCbMO OT TrpaxjaaHuHa VBana EBrenbeBnua TyxukoBa. OH HOpoCHUT
PYKOBOJCTBO 0OaHKa NpPEJOCTaBUTh €My OECHpOIEHTHYIO CCydy Ha TMATh JieT («Ha
norpeduTensckue neian»). CoctaBpTe OTBET OT JIMIA AMpPEKTOpa OaHka AHapes MarBeeBuya
TutoBa, re U3BECTUTE 3asABUTENS, YTO CPEAM MOTPEOUTENbCKUX KPEAUTOB OaHKa IMOJ00HBIX
KPEIUTHBIX IPOAYKTOB HET.

O3HaKOMHTCS C KPEIUTHBIMH TPEAJIOKEHUAMU MOXHO B o¢uce Oanka (bpsHck,

yin.Bepuazackoro, 4, od. 3) wiu Ha caiite 6aHka: www.a-tranzit32.ru

Ilpakmuueckoe 3adauue: noocomoeums NYOIUYHOE BbICMYNJIEHUE NO NPEOJIOHNCEHHOU
cumyayuu.

[ToaroroBuTk IOKIA] O CBOEH IPYyIIIE OT UMEHHU CTAPOCTHI TPYIIIIBI IS BBICTYIUICHUS HA
Bceepoccuiickom cnére crtapocT. B BbICTymJIEHUM O3BYYUTh Y4YeOHYI0O U BHEYyYEOHYIO

ACATCIIbHOCTD I'PYIIIIbI, 0COOEHHOCTH crnenuaian3anuu, 6yz[yume KapbCPHBIC IICPCIICKTUBLI.

Ilpakmuueckoe 3adanue: cocmasbme u opopmume 3asa6ieHue Ha OMNYcK
Bel — nHawanpHuMk opranuzanuonHoro otaena OO0 «Cucrema-bpsHck». D10 Bai
OCHOBHOM OTITYCK, KOTOpBIH BbI Oepere Ha 30 mHel ¢ 12 aBrycra T.T. 3aMECTUTENb JUPEKTOpa IO

kagpam OOO — Oner MBanosuu Kopo0os.

[Ikana u KpUTEpUN OLIECHUBAHUSI KOHTPOJIBHBIX PadOT
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Illkana oueHUBaHUsA Kputepumn ouennBanust

«OMIUYHOY OO6yyaromuiics riryboKo U coAepKaTelIbHO PACKPBIBAET TEMY
KOHTPOJIBHOW pabOThI, HE JOIyCTHB OMMOOK. OTBET HOCUT
Pa3BEepHYTHII U MCUYEPIIBIBAIOIIMIA XapaKTep.

«XOpOULO» OOyuarouiicsi B IIeJIOM PaCKpPBIBAET TeMY KOHTPOJIBHOMN
paloThI, OTHAKO OTBET HE HOCUT PAa3BEPHYTOr'0 U MCUEPIIBIBAIOLIETO
Xapakrepa.
«yoosnemsopumenvro | OOydarOUMCs B IIEIOM PACKPBIBAET TEMY KOHTPOJIBHOM paboThl U
» JOTYCKAeT PsiZl HETOYHOCTEH, ()parMEeHTapHO PACKPHIBAET

coziep’KaHHe TEOPETUIECKUX BOIIPOCOB MIIH UX PACKPHIBAET
coziepKaTeNbHO, HO JIOITyCKask 3HAYMTEIbHbIC

HETOYHOCTH.

«He OOyuaromuiics He Bia/ieeT BBIOpaHHON TEMON KOHTPOJIbHOM
yoosnemseopumenvHo» | paboTbl. TeMa KOHTPOJbHON pabOThl HE pacKphITa

INPUMEPHBIE TEMbI IOKJIAAOB (PE®EPATOB) 10 TUCIIUITJIMHE
1. Pa3BuTHe 3akoHOAATENBHOW periamMeHTaIluu padoThl ¢ JOKyMEHTaMH B Poccuiickoit

®enepauyu B 1990- €2013 rr.

2. AHanu3 MHCTPYKIHUHM IO JEJIONPOU3BOACTBY (Ha NpPUMEPE HHCTPYKLUHUH KOHKPETHOMN
OpraHu3aIlim)
3. AHanmM3 JTOJDKHOCTHBIX HWHCTPYKIMK paboTHHUKOB cimyxO0b1 JIOY (Ha mnpumepe

MHCTPYKLUNN KOHKPETHOTO YUPEXKICHUS).

4. AHanmu3 CTPYKTYphl B QYHKIIUH CIY»X)OBI JIEIOMPOU3BOJICTBA (HA MPUMEpPEe KOHKPETHOM
OpraHU3aINH ).

5. Opranuzaius padotsl ciyx0b1 IOV (Ha mpruMepe KOHKPETHOM OpraHu3aIum).

6. Opranuzaiius J0KyMEHT0000poTa (Ha MpuMepe KOHKPETHOW OpraHu3aIlii) U OCHOBHBIC

HaIrpaBJICHHA €TO0 COBCPUICHCTBOBAHUS.

7. Opranu3zaius perucTpalnu J0KyMEHTOB (Ha MpUMepe KOHKPETHOW OpraHU3aIuu).

8. Metoabl OpraHu3ali KOHTPOJIA 3a MCIOJHEHHEM JOKYMEHTOB IPHU TPaJUIMOHHOM
JEeII0TIPOU3BOICTBE.

9. Opranuzanust paboTsl ¢ 00paleHIsIMHA TPaKIaH B TOCYJAPCTBEHHBIX YUPEKICHUSIX.

10. Meroavka cocTaBlIeHUSI HOMEHKIATYPBI 1€ yUPEKICHHUS.

11.  IIpoGnemsl 3KCHEpTU3bl HEHHOCTH JOKYMEHTOB B JICJIONPOU3BO/ICTBE.

12.  OmbIT opraHu3anuy paboThl C JOKYMEHTaMH 3a pyOeKOM.

[Ixana u KpUTEpUH OLIEHUBAHUS JOKIAA0B (pedepaToB)

| IlIkaja oneHUBaHUsA | Kpurtepun oneHnBanus
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«OMAUYHOY OOyuaromuiics TITyOOKO ¥ COAEPKATETHLHO PACKPHIBAET TEMY
noknana (pedepara), He TOMYCTUB OMTUOOK. OTBET HOCHT
Pa3BEPHYTHIN M MCUEPIIBIBAIOLIMHN XapaKkTep

«X0pOuo» OOyuaromuiicst B IIJIOM pacKpbIBaeT TeMy JoKIaaa (pedepara),
OJIHAKO OTBET XOTs Obl Ha OJMH U3 HUX HE HOCUT Pa3BEPHYTOTO U
MCUEPIIBIBAIOIIIETO XapaKTepa.

«ydoeremeopumenvioy | OOyJarOMIMCS B IIEJIOM pacKphIBaeT TeMy nokiana (pedepara) u
JIOITyCKAeT PsIJl HETOYHOCTEH, (hparMeHTapHO pacKphIBACT
COJIEpKaHUE TEOPETUYCCKUX BOIIPOCOB I UX PACKPHIBACT
COJICPKATEIbHO, HO JIOMYCKasi 3HAYMTEIbHBIC HETOYHOCTH

2.2 Ilpome:xxyTOUHASI ATTECTALUSA

HNEPEYEHbB BOITPOCOB JJIsA HOAI'OTOBKHU K 3AUYETY

1. Cs3p undopManuu u 1oKymeHTa. Ponb nHpopManuu B cCOMaIbHbIX U SKOHOMHYECKUX
nporeccax.

2. JIOKYMEHT M €r0 MECTO B CUCTEME YIIPABJICHUS.

3. JIOKyMeHTOBeIeHHE KaK Hay4Has JUCLMILIMHA U €€ CBA3b C JPYTMMU HAyUYHBIMU
JUCHUILTUHAMM.

4. OnpezneneHye JOKyMEHTa B HOPMaTHBHBIX aKTax.

5. 3akoHozAaTenbHas U HOPMAaTHUBHAs PETJaMEeHTalUs JOKYMEHTUPOBAaHUS B JOPEBOIIOLMOHHON
Poccun.

6. 3aKkoHOAATEIbHBIE aKThI 00 00513aTEIBHOCTH IOKYyMEHTUPOBAaHUS HH()OPMALINH.

7. IlonsTie knaccuukaluy JoOKyMeHTOB. Bunbl kinaccudukanuu. Pa3surne 10KyMeHTHON
kiaccugukanuu B Poccun.

8. O0mue 1 yacTHeIe (YHKIUU JTOKYMEHTA. 3aBHCUMOCTD TIOHATHS «IOKyMEHT» OT €T0
¢bynkuuu. Biusaue QyHKIuN T0KyMEHTa Ha €ro CTPYKTYpY.

9. 3aBUCUMOCTb MOHATHUS «JOKYMEHT» OT €ro ()yHKIIHH.

10. PazBuTne NOHATHSA «TOKYMEHTY.

11. [onsiTne «uHGOPMALIKA» U €T0 PA3BUTHE TPUMEHUTEIHHO K JOKYMEHTOBEICHHIO.

12. ABTOp NOKyMEHTa, NOPSAOK 0003HAUEHUSI OpraHU3aIMH-aBTOPa JOKYMEHTA.

13.TOCT P 7.0.97-2016. Ero conep>xanue, 3Ha4eHHE, OCOOCHHOCTH BHEIPEHUSI.

14. latupoBka JokyMeHTa. JlaTa Kak cocTaBHas 4yacTh psijia peKBU3UTOB. TpeGoBaHus

K 0(hOpMIICHHIO JaTHhl.

15. lpeBHeiimme Mmatepuansl 1y ucbMa. M3o00peTeHne OyMaru U COBEpIIIEHCTBOBAHHE €€
IIPOM3BOJICTBA.

16. VcTopust BOSHUKHOBEHHMS U Pa3BUTHUS OTAEIIBHBIX BUJOB IOKyMEHTOB.

17. ictopust pa3BUTHS OTIICIBHBIX dJIEMEHTOB (hOPMYJIsSipa TOKYMEHTA.

27



18. Kunonoxymentuposanue. [losiBnenne, passutue. Buneosanucs. Kpurepun neHnoctu
KMHOJOKYMEHTOB.

19. Konuu 1OKyMEHTOB, UX UCTOPHUYECKOE pa3BUTHE U BUJbL. JlyOnnKaT JOKyMEHTa.

20. MarepuasibHasl COCTaBIIAIONIAs JOKYMEHTA U €€ Pa3BUTHE.

21. OOBEKT U ImpeAMET U3yUYeHHUs B JOKYMEHTOBEICHUHU. MeTO bl B JOKYMEHTOBETUECKUX
UCCIIEIOBaHMSIX.

22. HopMaTHBHO-METOIMYECKHUE aKThI, PETIIAMEHTUPYIONTUE CO3aHue U ohopmiIeHNE
JOKYMEHTOB.

23. O6o3nayenue aapecara. [IpaBuia HanmucaHus ¥ MECTO ajipecara B (popmyiisipe
JIOKYMEHTA.

24. ObuerocynapcTBeHHas yHUpUKaLUs JOKyMeHTOB. @OopMbl YHUPUKALIUY.

25. O6mue TpeOoBaHUS K TEKCTY JOKyMeHTa. Jlornyeckast CTpyKTypa TeKCTa.

26. OnepatuBHas U UCTOpUYecKast (PETPOCIIEKTUBHAsI) IOKYMEHTHass HHPOpPMAaLUs KakK
enuHas HH(QOpMaIMOHHAs CUCTEMA.

277. OCHOBHBIE TEXHOJIOTUN KOIUPOBAHUS U PA3MHOKEHUS JOKYMEHTOB

28. OcHOBHBIE (DAKTOPBI, ONIPEENIONINE PALIMOHATIBHYO OPIaHU3AIII0
MH(POPMALIMOHHO-JOKYMEHTALMOHHOTO 00CITYy>)KHUBAaHUS YIIPABICHUECKON JEATEIbHOCTH.
29. Ocob6eHHOCTH TOKYMEHTHUPOBAHUS JAEATEIHBHOCTH KOJIJIETUANIHBIX OPTaHOB.

30. Ocobennoctu hopmyssapa JOKYMEHTOB, MOTYUYEHHBIX Pa3THIHBIMH CTIOCOOaAMHU
JOKYMEHTUPOBAHUS (TEKCTOBBIMU, MALTMHHBIMU, KHHO-, (HOTO-, (POHO-, TEXHUUECKUMH).
31. OrMmeTku Ha fJOoKyMeHTax. X poip B IPOX0KI€HUU U UCIIOJIHEHNH TOKYMEHTAa,
MecTO B (popMyIIsipe JOKYMEHTA.

32. OTTHCK IeYaTH KaK peKBU3UT JoKyMeHTa. Ciydyan 0043aTeIbHOTO MPOCTaBICHUS
repOOBOIi eyaTH Ha JTOKyMEHTaX.

33. IlogynmHeHuKH 1 KonuK. Bunpl konmid. [Topsaok yaocToBepeHNI KOIHM.

34. llonMHHBIC U TTOAJIOKHBIE TOKYMEHTHI. Buibl (hanbcnpukanum JOKyMEHTOB.

35. Ilognuch Kak cocTaBHas 4acTh PEKBU3UTOB (TIEPEUHCIUTh BCE PEKBU3UTHI).

36. [lonsATHE «PEKBU3UT JOKYMEHTa». [I0CTOSHHBIE N IEPEMEHHBIE PEKBU3UTHI.

37. IloHATHE «CUCTEMBI JOKYMEHTAIIUI», pa3BUTHE CUCTEM. Y HU(DUIIUPOBAHHBIC
CUCTEMBI IOKyMEHTALINH.

38. IloHsTHE «3NEKTPOHHBINA JOKyMeHT». Kiaccudukamus u XxapakTepucTuKa COBPEMEHHBIX
HocuTenel uHdopMau

39. llonsatue «6aaHK» MPU CO3/IaHUH JOKYMEHTa. biiaHku npeanpusTiii pa3auyHbIX
(hopM COOCTBEHHOCTH.

40. [lonsATHE KOMIIJIEKCOB TOKYMEHTOB. IIpOCThIE KOMIUIEKCHI TEKCTOBBIX JOKYMEHTOB.
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41. IlonaTne ¥ NpU3HAKU OPUTMHAJIA JOKYMEHTA.

42. IloHATHSA «1IIECHHOCTb IOKyMEHTa», «IKCIEPTHU3a LIEHHOCTW». [lopsiiok olleHUBaHMsI
JIOKYMEHTOB.

43. Tlopsiiok moanucanus J0KyMeHToB. PopMbl oAnucaHus JoKyMeHToB. [loanucu

KaK COCTaBHAas 4acThb PsJla PEKBU3UTOB.

44. Ilopsaok cornacoBaHus TOKyMeHTOB. OpopMileHHE BHYTPEHHETO U BHEIIHETO
COTJIaCOBaHUSI.

45. TlopsIoK 1 c1ocOOB! YTBEPKIACHUS JOKYMEHTOB.

46. IIpaBoBO€E peryanMpoBaHUE MPOLIECCOB NIEKTPOHHOTO JOKYMEHTUPOBAHUS. DJIEKTPOHHAS
¢ poBast MOANKUCH.

47. PazButre yHU(PUKAIMU U CTaHAAPTU3ALUHU JOKYMEHTOB BO BTOpOii nosioBuHe XX B.

48. PazButue hopmynspa qokymenTta B X VI-XX BB.

49. PekBU3UT «azpecaty, ero 3Ha4eHUEe U COBpeMEHHbIE TpeOOBaHUs K 0(hOPMIICHHUIO.

50. PekBU3UTHI, TPUIAIOIINE TIOKYMEHTY IOPUIHUYECKYIO CUITY.

51. Ponb 3akonomarenbHbix akToB X VIII B. B yHu(UKaum TeKcTa OTASIHHBIX BUOB
JOKYMEHTOB.

52. CnoxHble KOMIUIEKCHI TOKYMEHTOB.

53. CocrtaB OpraHM3alMOHHBIX JJOKYMEHTOB, UX XapaKTEPUCTHUKA.

54. CoctaB ynocToBepeHus 1oKkyMeHTOB. [IpaBuiia opopmiieHns: peKBU3UTOB, YIOCTOBEPSIOIINX
JOKYMEHT.

55. Crioco0b! npecTaBieHus] YHU(PHUIIMPOBAHHBIX TEKCTOB (aHKETHI, TAOIHIIbI, TpadapeTHble
TEKCTHI).

56. CreHorpadusi, TUKTOrpaMMBbI U JIOTOIPaMMBI; X COBPEMEHHOE TPUMEHEHHE.

57. CymHOCTb HOHATHS «IOKYMEHT» U €ro pa3BUTHE.

58. TekcToBOE TOKYyMEHTHUPOBAHME U ATAIBI €TO PA3BUTHS.

59. TexHnueckoe JOKYMEHTUPOBAHUE U 00JaCTH €ro puMeHeHHs. OCHOBHbBIE TPYTIIIbI
TEXHUUYECKOH TOKYMEHTAIlUU U BUbl TEXHUYECKUX TOKYMEHTOB. [loHsATHE OpUTrHHaia B
TEXHUYECKOH TOKYMEHTAlLlNH.

60. TpeboBaHuUs K KOHCTPYHPOBaHUIO OaHKOB. Bujbl 61ankoB. bianku opranuzanuii u
NPENPUATHIA PA3IUIHBIX (OPM COOCTBEHHOCTH.

61. TpeGoBaHUs K COCTABICHUIO M OPOPMIICHHUIO aKTa.

62. TpeboBaHUs K COCTaBICHUIO U 0O()OPMIICHNIO HHPOPMALIMOHHO-CIIPABOYHBIX IOKYMEHTOB.
63. TpeboBaHUs K COCTABICHUIO U O()OPMIICHUIO IPOTOKOJIA.

64. TpeboBaHUS K COCTaBICHHUIO U O(DOPMIICHUIO PACTIOPSAUTENBHBIX TOKYMEHTOB.

65. TpeGoBaHUs K COCTABJIICHHIO U OPOPMIICHUIO CTyKeOHOTO TTMchMa. PasHoBUIHOCTH
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IIHACEM.

66. YHu(uKanus Tekcta JOKyMEHTa KaK OJHO U3 HalpaBJIEHUI €ro COBEPILIEHCTBOBAHUS.
YHubuuupoBaHHbIE TEKCThI, METOJIMKA UX pa3pabOTKU U cIOCOObI MPeACTaBICHUS.

67. YHUpUUHUPOBAaHHAs CUCTEMAa OPraHU3AL[MOHHO-PACHIOPSANTEIbHON JOKYMEHTAIUH.

68. @anbcudukayy 10KyMeHTOB. CrIocOObI MOJIENKH JOKYMEHTOB

69. ®ononoxymentuposanue. [losiBienue, pasurue, npuMenenue. Kpurepuu neHHoctu
(hOHOJTOKYMEHTOB.

70. @opmanu3zanys TEKCTa JOKyMEHTa. Y HU(UKaIUs TeKcTa JOKyMeHTa. MeToibl yHH(pUKanuu.
71. @opMmyIisip JOKyMEHTa U €ro cOCTaBHbIe YacTH. IHAMBU YA bHBIN U TUIIOBOW (HOpMYJISIp
72. ®otonokymeHntuposanue. [lossnenue, pazsurue, npuMenenue. Kpurepuu neHHoctu
(hOTOIOKYMEHTOB.

73. UepHOBUKH, IOJUIMHHUKH, OPUTHMHAJIBI JOKYMEHTOB. [Ipu3Haku opuruHana.

74. DneMeHTBI TEKCTa: 3aroJI0BOK, MPUIIOKEHUS, TPeOOBaHUS K UX 0()OPMIICHHUIO.

75. JIuHrBUCTHYECKHE OCOOEHHOCTH TEKCTOB CITYKEOHBIX JJOKYMEHTOB.

[MIxana n KpUTCpUH OLUCHUBAHUA 3a4€CTa

IIxana Kpurepun onenuBanns
OLICHHUBAHHUSA
«3a4meHo» OrneHka «3a4Te€HO» BBICTABIIAETCS CTYJAEHTY, KOTOPBIN

- POYHO YCBOWJI IIPETyCMOTPEHHBIN MPOrpaMMHBIN MaTepHalr,
- IIpaBUJIBHO, apI'YMEHTUPOBAHO OTBETUII HA BCE BOIIPOCEHL, C
IIPHUBEJICHUEM TIPUMEPOB;

- MOKa3aJl TITyOOKHE CHCTEMAaTU3UPOBAHHBIC 3HAHUS, BIIAJICET
IIPHEMaMH PACCYXJICHUSA U COMOCTABIIACT MaTepHal U3 Pa3HbIX
HUCTOYHHUKOB: Teopmo CBA3BIBACT C HpaKTHKOﬁ, I[pyrI/IMI/I TEMaMHn
JAHHOTO Kypca, IPYTHX U3ydaeMbIX IIPEIMETOB

- 0€3 OIMOOK BBHINOJHUJ IPAKTHYCCKOE 3aJaHue.

«He 3a4YmeHo» OI_ICHKa «HE€ 3a4TCHO» BBICTABJIACTCA 06yqa10meMyc;[, CCJIM: OH HC
3HAa€T OCHOBHBIX OHpCZ[GJIeHI/II;'I, HCIIOCJICA0BATCIICH U COUBYMUB B
H3JI0KCHUU MAaTCpHrajia, HC 06J1az[aeT OHpC,Z[CJICHHOﬁ CUCTEMOM
3HAHUMH 110 JUCHHUIIIINHE, HC B IIOJTHOM MCPE BJIAICCT H€06XOI[I/IMI>IMI/I
YMCHHUAMM W HABBIKAMMU IIPU BBIIIOJITHCHUHN IIPAKTUICCKHX 3a):[aHPII>i.
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