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1. Ileau 1 3a1a4u 0CBOEHUSI AUCIHUILINHBI

[enbto OCBOEHUS JUCLUIINHBI «JlokyMeHTalluoOHHOE oOecrieueHue u
JIeNTOTIPOU3BOICTBO» SIBIIACTCS (DOPMUPOBAHHE Yy OOYYAIOIIMXCS 3HAHMUS OCHOB YIPABICHHS
JOKYMEHTHUPOBAHHOM HH(pOpMaLie, BKII0Yasi TEOPETUUECKHE 3HAHUS O TOKYMEHTE U HOCUTENSIX
uH(pOpMalH, MPAKTUYECKUX HABBIKOB 110 BHIIIOJHEHUIO OCHOBHBIX OIEpalyii ¢ JOKyMEHTaMH B
JIeTIOTIPOU3BOJICTBE OpPraHMU3alUU, pabOThl C OPraHMU3ALUOHHO-CIPABOYHBIMU JIOKYMEHTaMH,
o0palIeHnus MU TpaKAaH, KOH(PUICHINATbHBIMU JOKYMEHTAMH.

3ajmayamMy  M3y4eHUs  OUCHUIUIMHBI  «/lokyMeHTanmoHHoe  oOecriedeHue U

ACJIOMPOU3BOJACTBO» ABJISAKOTCS:

'] ¢opmupoBaHHME TOHMMAaHHUS IPaBUJI JIOTUYECKH BEPHOTO W apryMEHTHUPOBAHHOIO

JIOKYMEHTHUPOBAHHUS YIIPABICHUYECKON JAESITEIbHOCTH, AET0BON MEPENUCKH;

[l O3HaKOMJICHUE 06yqa10mnxc;1 C TCOPCTUUCCKUMU U MCTOJOJIOTUICCKUMHU OCHOBAaMU,

HOPMAaTHUBHO-IIPABOBOM 0a30i JOKYMEHTAIIMOHHOTO 00ECIIeUeHUs YIIPaBICHHUS;

1 ¢opmupoBaHWE TOHHMAHHUS OCOOCHHOCTEH NPHUMEHEHHUS TEXHOJOTHH CO3IaHus

AOKYMCHTOB, UCITIOJIb30BaHUA UX B HpaKTquCKOﬁ JACATCIIbHOCTH.

2. MecTO IMCHMILTHHBI B CTPYKTYpe 00pa3oBaTeIbHOM IPOrpaMmMbl

I[I/ICI_[I/IHJII/IHa «I[OKYMGHTaI_[I/IOHHOG O6CCHC‘ICHI/IC U OCJIONMPOU3BOACTBO» OTHOCHUTCA K
(baKyTbTaTUBHBIM JMCIUIUIMHAM  YacTH, (QOpPMUPYEeMOl  yYacTHHKH 00pa30BaTEbHBIX
oTHomeHui, 6moka bl «Jluctummuael (Moaynu)» ydeOHoro miaHa, corsiacHo ®I'OC BO mns

HanpasieHus noarorosku 37.03.01 Ilcuxonorus, npoduias «IIpakTudeckas MCUXOIOTUS.



3. IliianupyemMble pe3yJbTaThbl 00y4eHHs

Koa u HaumeHoBaHue
KOMIIeTeHIIUH

Koa n HauMeHOBaHUe HHAUKATOPA
pocTukenusa komnerennuu (MJIK)

IInanupyemMsble pe3yJbTaThl 00y4eHHs

YK-4. Cnocoben
OCYILIECTBIISTh JAETIOBYIO
KOMMYHHKAITUIO B
YCTHOW U MUCbMEHHOMN
¢dopmax Ha
roCy/1apCTBEHHOM

SI3BIKE
Poccuiickoit @eneparuu
Y UTHOCTPaHHOM(BIX)
s13bIKe(ax)

NYK-4.1 Oprann3yer KOMMYHHKAIUIO C
Y4E€TOM IOCTaBJIECHHBIX 3a/1a4, OIPEAEIsIET
KOMMYHHUKATHBHO IpUeMiIeMyto GopmMy U
cpezacTBa OOIIEHUS C KOHTPAareHTaMH
NVYK-4.2 Ucnonb3yeT 10rudeckue,
CTUJIMCTUYECKHE U TPAMMaTHUYECKHE ITPABUIIA
IIOCTPOEHHUs] YCTHOM U MMCbMEHHOMN peuu Ha
PYCCKOM U MHOCTPAHHOM SI3bIKAX MPHU
OCYIIIECTBICHUH O0IIeH U IeTOBON
KOMMYHHUKaIH

NVYK-4.3 Bener nenoByl0 NEpENuUCKy H
yOJINYHO BBICTYNAET IEpe]] ayAUTOpUEH Ha
PYCCKOM M MHOCTPAHHOM SI3bIKE

OIIK 8 Cnocoben
BBITIOJTHSTH CBOU
npodecCuOHATbHBIC
byHKIIUYU B
OpTaHU3aIMsIX Pa3HOTO
THUIIa, 0OCO3HAHHO
coOuronast
OpraHHU3aIOHHBIC
MOJIUTHKH U TIPOIICTYPHI

HOIIK-8.1 YMeer amanTupoBaTh CBOIO
paboTy B COOTBETCTBUU C BHYTPCHHUMH
MpaBWJIaMU U HOpMaMH OpraHu3aluu,

s dexTuBHO paboTaTh B paMKax
CYIIECTBYIOIINX OPTaHU3AUOHHBIX CTPYKTYP
U TIPOLIECCOB, COOII0asi BHYTPEHHHE
pETTIaMEeHTHI, TOJTUTHKHU U MPOIIETYPHI
(3THYECKHE HOPMBI, KOPIIOPATHBHBIE
CTaHJIapPThl U HHCTPYKIIUH ), TIPU STOM
nocturasi npopecCUOHANbHBIX LETeH.
NOIIK-8.2 YmeeT yuuTsIBaTh
OpPraHU3aIMOHHYIO KYJIbTYpY U crieu(uKy B
CBOCH JIEATENILHOCTH, TIOHUMAET 0COOCHHOCTH
Y [IEHHOCTU OpraHMU3alllU, YYUTHIBATh UX MPHU
MIPOBEJICHUHU KOHCYIIbTAIlUN, TPEHUHTOB WIIH
JIPYTUX TICUXOJIOTHYECKUX BMEIIATEIHCTB,
aJIanTUPys UCIOJIb3yeMble TEXHOJIOTUH B
3aBHCHMOCTH OT THIIa OpraHu3aIluu

3HaTh:

1. OCHOBHBIC BUJIBI JOKYMEHTOB, HCIIOJIb3YEMBIX B IICHXOJIOTHYECKOM MPaKTUKE
(TICHXOJIOTUYECKHE 3aKITFOUCHHS, OTYETHI, AKThI, PEKOMEHIAITUH, TTPOTOKOJIBI
obcreoBaHmit 1 1Ip. ).

2. 3akoHOJaTeNbHbIe U HOPMATUBHBIE aKThI, PETYIUPYIOIINE JOKYMEHTAIIHOHHOE
oOecrievueHue B IICUXOJIOTHYECKOM IS TEIIbHOCTH (HaIpuMep, TpeOOBaHHUS 1O
KOH(QHICHIINAILHOCTH, 3aIIUTE MEPCOHATBHBIX JTAHHBIX).

3. Crannmaptsl ohoOpMIICHHS TICUXOJIOTHYECKONW JOKYMEHTALINH, BKITFOYAs
TpeOOBaHUS K CTPYKTYpE, COACPKAHUIO U (hOPMATHPOBAHUIO.

4. Tlporecchl NeI0MPOU3BOICTBA B ICHXOJIOTHYECKON PAaKTHKE (CO3/IaHue,
perucTpanus, nepeaada, XpaHeHHe U YHHYTO)XKEHNE JOKyMEHTOB).

5. TexHonOrHM U IPOTPaAMMBI 1711 aBTOMATH3AINH JOKYMEHTO000pOTa B
TICUXOJIOTHYECKOM cdepe (Harnpumep, CreluaTu3uPOBAHHEIC TPOTPaMMBI JIS
BEJICHHSI TOKYMEHTAIINH TICUX0JIOTa).

6. DTHYeCKHe U MPaBOBbBIE ACTIEKTHI BeIEHUS TOKyMEHTAIIH, B TOM YHCIIE
Kacarolmecsi KOHQUICHIIMATHHOCTH U COXPAHHOCTH JIAHHBIX KJIIMCHTA.

Ymetsn:

1. OdopMIATE pa3NUYHbIC BUIBI ICUXOJIOTHUYECKHIX IOKYMEHTOB (3aKIIFOUCHMUS,
OTYETHI, PEKOMEH/IAIIUH, aHKETHI, TPOTOKOJIBI ), COONIO/Iast TpeOOBaHUS CTAHIAPTOB
Y 3aKOHOJIATEIILCTBA.

2. BecTu y4ert, perucTpannio U XpaHeHHe JOKYMEHTAIllMH B COOTBETCTBUH C
TpeOOBaHUSIMH K JICTOIPOU3BOJICTBY B IICHXOJIOTHYECKON cdepe.

3. Pa0oTatb c 3JIEKTPOHHBIMU ¥ OyMa)KHBIMU BEPCUSIMU JIOKYMEHTOB, HCIIOJIB3YS
porpaMMHOe oOecTieueHue ISl aBTOMAaTH3aINY JOKYMEHTO000pOTa.

4. CocCTaBsTh OTYETHI U 3aKIIFOYCHHS HA OCHOBE PE3yIHTAaTOB MICUXOJIOTHIECKOTO
o0cieToBaHMs U TUATHOCTHKHY.

5. OOGecneunBaTh KOH(PHUICHIIMATHLHOCTD U 3aIUTY JAHHBIX KJIHUCHTA B
JIOKYMEHTAIIHHU, COOIIO/Iasi HOpMATUBHBIC TPEOOBAHUSI.

6. OdopMIIATh U CHCTEMATH3UPOBATH JOKYMEHTAIIHIO, CBA3aHHYIO C
MPOBEJICHUEM TICUXOJIOTHYCCKUX KOHCYIBTAIUN, TPDEHHHIOB U APYTUX
MEpOIPUATUMN.
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(oOGpazoBarenbHOM, METUIIMHCKOM, OU3HEC-
CTPYKTYpPHBI U Ip.).

HMOIIK-8.3 Oco3HaeT BaXHOCTH COOIIOIEHUSI
KOH(HUICHIIMATBHOCTH U 3THYECKUX
CTaH/IapPTOB MPH B3aUMOJICHCTBUU C
COTPYIHUKAaMHU OpTraHU3aIiH U
PYKOBOJICTBOM, paboTast ¢ IMYHOMN
nHpOpMaIneH, NeTMKaTHHIMI BOIIPOCAMH B
pamKax mpoQeCcCHOHATBHBIX CTAHIAPTOB H
TpeOOBaHUH MOJUTUKH O€30MTaCHOCTH
uHpOopMaIuu.

Baaners:

1. HaBplkamu BeJeHHUS TICUXOJIOTUYECKON JOKYMEHTAIINU B COOTBETCTBUH C
TpeOOBaHUSIMH FOPUIMUECKUX U ITHICCKUX HOPM.

2. CrocoOHOCTBIO 3P PEKTUBHO OPraHU30BEIBATH MPOIECC TIOKYMEHTO000POTa B
TICUXOJIOTHYECKOH TPaKTHKE (perucTpanus, XpaHeHue, oopaboTka, mepemada
JTaHHBIX).

3. YMEHHEM HUCIONb30BaTh CICIUATN3UPOBAHHOE IPOTPAMMHOE 00CCIICUCHHE
JUTSL BEJICHUS IOKYMEHTAIIVH, YIeTa U aHAJIN3a JTaHHBIX.

4. CrocoOHOCTBIO OPraHU30BBIBATh PA0OTY ¢ KOHGHUACHIIHAIBHON HH(OpMAaIIUeH,
co0Jro1ast TpeOOBaHMS 3aKOHOIATEIBCTBA O 3alTUTE MEPCOHANBHBIX TaHHBIX.

5. HaBbikaMu COCTaBJICHUS U PEAAKTHPOBAHUS PAIUIHBIX IICUXOJIOTHIECKUX
JIOKYMEHTOB, BKIIOUYasi PEKOMEH/IAIlNH, aKThI, OTUYETHI, a TAK)KE TOKYMEHTAITUIO /IS
CyZIeOHO-TICHXOJIOTUIECKOM DKCTIEPTH3bI, €CJIH 3TO HEOOXOTUMO.

6. YMEHHEM KOHTPOJIUPOBATh CPOKH XPaHEHUS TIOKYMEHTAIMH U TIPOBOJIUTH €€
ApXUBUPOBAHUE C YUETOM IOPUANIECKIX U 3THIECKUX CTaHIApTOB.




4. CTpyKTYypa ¥ coepkaHue TUCHUILTUHBI (MOYJIs1)

4.1 O0beM IMCHUIIMHBI M BBl Y4e0HOH padoThI

Buasbl yue6Hoii padoThl

0O0BeM B yacax

OO01mast Tpy10€MKOCTh TUCIIUTUTHHBI

72 (2 3a4€eTHBIX eTUHUIIBI)

oOyyJaromerocs

KonrtakTHas paboTta 00y4aronmxcs ¢ 6
rpenoaBaTesieM (BCero)

AynutopHas pabora (Bcero), B TOM 4HCIIe: 6
Jlexun 2
CeMuHapbl, MPaKTUYECKUE 3aHSATHUS 4
JlabopaTopnbie pabOThI -
Breaynuropnas padota (Bcero): 66
B TOM YHUCIJIE: -
KOHCYJBTAIHS 0 JUCIHUILTHHE

CamocrositenbHas paboTa o0y4aronuxcs (BCero) 66
Bun npomexyTo4HOU aTTecTaluu 3auver




4.2 TemaTH4ecKHil IJIAH TUCIHUILIHHBI

HUToro no xucuuiinae

HanmeHoBaHMe pa3je/ioB U TeM Buabl yueOHoM padoThl, BKJIOYasA cCaMOCTOATEeNbHYI0 padory | Kommerenuumn
00y4aoIMXCA U TPYA0EMKOCTh (B 4acax)
Bcero | U3 nux ayautopusble 3ansitusi | Camoc | Kype | Kon
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Tewma 1. Mcropus pa3Butrs 1e10MpOU3BOJICTBA B 8 9 - 8 - - VYK-4, OIIK-8
Poccun.
Tewma 2. Ponb nemonpons3BoAcCTBa B yIIPABICHUH. 8 9 - 8 - - VYK-4, OIIK-8
Tema 3. ®opMupoBaHue U BECHUE 8 9 - 1 8 - - | YK+4, OIIK-8
JOKYMEHTO000pOTa B OpraHU3aluu.
Tema 4. Knmaccudukauu J0KyMEHTOB: BH]IBI, 8 9 - 1 8 - - | YK+4, OIIK-8
GbyHKIMM ¥ paBriia 0(OPMIICHHUS.
Tema 5. PexkBU3UTHI OPUIIHANBHBIX TOKYMEHTOB U 8 9 - 1 8 - - | YK+4, OIIK-8
rpaBujia uX 0HOpPMIICHHS
Tema 6. Opranusanus onepaTuBHOIO XpaHEHUS U 8 9 - 1 8 - - | YK+4, OIIK-8
MCIOJIb30BaHUs IOKYMEHTOB.
Tema 7. [lenoBas nepenucka v A3bIK 8 9 - 9 - - | YK+4, OIIK-8
YIPaBIEHYECKUX TOKYMEHTOB.
Tema 8. DneKTpOHHBINA JOKYMEHTOOOOPOT. 8 9 - 9 - - | YK+4, OIIK-8
72 4 66




4.3 ConepxaHue IMCUMILTAHBI

Tema 1. UcTopus pa3Butus aejaonpoussojacrsa B Poccumn.

Uctopust oreuectBeHHOro Jaenonpou3BojcTBa. CKiIaablBAHUE CHUCTEMBI IPABOBOM
JOKyMeHTaluu. /{enonpon3BoaCcTBO AOPEBOIIOLMOHHON Poccnn (mpukas3Hoe 1e101pon3BOJICTBO,
KOJUJIEXKCKOE JI€JIONPOU3BOJICTBO, MCIOJHUTEIBHOE JIEJIONPOU3BOACTBO). Jlen0nponu3BoaCTBO B
coBerckyto 3moxy (1917-1991 rr.) Eamnas rocymapcTBeHHass CHCTEMa JIEJIOMPOU3BOJICTBA.
Jenonpon3BocTBO B COBpeMEeHHOM Poccuu.

Tema 2. Posib 1€J101pOU3BOICTBA B yIIPABJICHUM.

IIpenmer, conepkanue M 3a1auu Kypca. OCHOBHBIE IOHSTHS U ONPEIEIICHUSA: JOKYMEHT,
JEJIIONPOU3BOJCTBO, JOKYMEHTOBEJIEHUE, JOKYMEHTAllMOHHOE oOOecnedyeHue yIpaBJieHMUs,
TOKyMeHT0000poT, pekBu3uThl, [ OCT. CtanmapTu3anus JIeI0MpPON3BOICTBA. 3aKOHOIATEILHOE
peryaupoBaHHe AETIOMPOU3BOACTBA: 3aKOHBI OOIIETo NEHCTBHS U MOJ3aKOHHBIE aKTHI.

Tema 3. ®opmupoBaHue U BeeHHEe JOKYMEHT0000pOTa B OPraHU3ALMH.

JIOKyMEHTOOOOPOT, TOHSATHE, OCHOBHbIE TpeOOBaHUS K €ro  OpraHU3aIHH.
JIOKYMEHTONOTOKH, UX aHajJu3 M coBeplieHCTBoBaHMe. Kiaccudukanus TOKyMEHTOIIOTOKOB:
TOPU30HTAJIbHBIC, BEPTUKAJIBHBIE, BOCXOJSIINME, HUCXOAIIME, BXOIAIIME, HUCXOIAIIUE U
BHyTpeHHue. [logcuer oOvema nokymMeHTOOOOpoTa. 3HaueHHE o0beMa JOKYMEHTO00OpOTa.
OcHoOBHBIE 3Tambl paboOTBl ¢ JOKyMeHTaMmu. IlepBoHauanbHas oO0pabOTKa MOCTyHaromen
KOPPECIOHICHIINH, COPTUPOBKA JOKYMEHTOB M MX HIpeaBapurenbHas peructpauusd. Ilopsmok
MPOXOXKACHUS BXOJAUINX M BHYTPEHHUX JTIOKYMEHTOB. Perucrtpanus ciykeOHBIX JOKYMEHTOB,
NPUHIUIBI perucTpanuu. JJoKyMeHThl, mouiexkaiue o0s3aTenbHol perucrpaunu. MHaekcanus
JOKYMEHTOB. @OpMBI perucTpanu JOKyMeHTOB. CHpaBouHO-WH(GOPMAIMOHHBIE KapTOTEKH.
Opranu3zanusi UCTIOTHEHUSI AOKYMEHTOB. CpOKHM HMCHOJHEHUs NOKyMEHTOB. DOpMBI KOHTpOII,
aHAJIU3 UCTIOTHUTEIBHON PabOTHI M CHATHE JJOKYMEHTOB C KOHTPOJIS.

Tema 4. Kinaccugukanuu 10KyMeHTOB: BUAbI, (yHKIMH M TpaBuJIa oopmiieHus.

OOmiee nmoHsATHE O NOKyMeHTe. OpraHM3allMOHHO - PAaCHOPSAUTENbHAS JTOKyMEHTAIIUS.
Buner nokymenToB 1 ux kinaccuduxamus. Lens knaccuduxanuu. Ilo HauMeHoBaHuI0, 110 CIOCO0Y
¢ukcanu, MO CTENEHU CJIOXKHOCTH, MO CTENEeHM TJACHOCTH, MO IOPUIMYECKON Ccuie, Io
IPOMCXOXKACHUIO, 10 CPOKAM XPaHEHHUs, 110 CTENIEHH 003aTeNbHOCTH, 10 CTENIEHH YHU(UKALINY.

Tema S. PexkBU3UTHI 0PUIHAIBHBIX JOKYMEHTOB H IIPaBHJIA UX 0(POPMJICHUS.

30 OCHOBHBIX PEKBHU3UTOB OPUIIMAIBHBIX JOKYMEHTOB M MpaBUja UX PACIIOJIIOKEHUS Ha
nokymente. CocraB u mpaBuia odopmiieHus pekBu3uToB gokymeHTtoB. 'OCT P 6.30-2003 .
TpeboBanust k odopmieHHI0 peKBU3UTOB. CXEMbl PACHOJOXKEHHS PEKBU3UTOB. PEKBHU3WTHI,
KOTOPBIE TOJDKHBI HCIIOIB30BATHCS TPU U3TOTOBJICHUHU OJaHKOB JOKYMEHTOB.

Tema 6. Opranuszanusi OnNepaTUBHOI0 XpaHEeHHUs U UCNOJIb30BAHUS JOKYMEHTOB.
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[Tepsuunbie nokymentsl npeanpudtus. [OCT P 7.0.8-2013. XpaHneHue TOKYMEHTOB B
IIPOLIECCE MX HCIOJIHEHMs. XPAaHEHUE MCIOJIHEHHBIX JOKYMEHTOB. ['OCynapCTBEHHBIH apXuB,
MYHUIIUNAIBHBIA  apXuB, NOpoQMIb apxuBa, apxuBHBIA (oHx, ApxuBHbl (oHx PO,
OOBECIMHECHHBIH  apXWBHBIK  (QOHA, AapXuUBHBIK  (GOHA  JUYHOTO  ITPOUCXOKICHHUSI,
dhoHI000pa3oBaTENh, 00CCTICUCHHE COXPAHHOCTH JOKYMEHTOB.

Tema 7. Jle1oBasi nepenucKa M A3bIK YIPaBJIEeHYECKUX JOKYMEHTOB.

@enepanbhblii 3akoH PO "OO6 snekrponHoil nmdposoii nmoanucu". Jlenosas nepenucka.
DONeKTpOHHAs TMOAMKCH, CEPTHU(PHUKAT MPOBEPKH SJIEKTPOHHON MONMUCH, KJIIOY 3JIEKTPOHHOMN
MOJIMCH, YIOCTOBEPSAIONIUN LIEHTP, CPEACTBA JIEKTPOHHOM noanucu. [IpaBoBoe peryaupoBanue
OTHOILEHHI B 00JIACTH UCIIOIB30BAHUS JIEKTPOHHBIX MOAMUCEH. BUIBI 37IEKTPOHHBIX MOAMHUCEH.
[Ipu3HaHue AMEKTPOHHBIX MOJANUCEHN, CO3aHHBIX B COOTBETCTBHMM C HOpMaMH HWHOCTPaHHOI'O
paBa U MEXIYHapOAHBIMU CTaHIAPTAMHU.

Tema 8. DJ1eKTPOHHBII TOKYMEHTO000POT.

[TonsiTue AJIIEKTPOHHOTO JIOKYMEHTO000pOTa B OpraHu3aluu. 00630p
ABTOMATHU3UPOBAHHBIX CUCTEM YIIpaBJIEHUs TOKyMeHTaMHU. [IpaBuia npuMeHeHus IEKTPOHHOIO
nokymeHtoobopora. Bumer 3J10. IlpaBa u 00s3aHHOCTH COYYaCTHHUKOB 3JIEKTPOHHOTO
B3auMoJeiicTBUsl B cdepe AokyMeHTooOopora. [IpuHIUOBI NpU3HAHHUS —AJIEKTPOHHOIO
JOKYMEHTO000pOTa, MOAMUCAHHOTO HHU(POBOI MOANUCHIO, PaBHO3HAYHBIM JOKYMEHTaM Ha

OyMa)KHOM HOCHUTEIIE.

4.4. llpakTH4yeckas NOAroTOBKAa
IIpakTrueckass MOATOTOBKA pEANU3YETCA IIyTeM IIPOBEICHMs IPAKTUYECKHUX 3aHATUH,
npeaycMaTrpuBaronmx ydacTue 06yqa}0mnxc;1 B BBIIIOJIHCHHUU OTACIJIIBbHBIX J3JIEMCHTOB pa60T,

CBSI3aHHBIX ¢ OynyIiei mpodeccuoHaIbHOMN A TEIIBHOCTHIO.

5. YueOHo-MeTOAM4YeCKOEe, HHPOPMALIMOHHOE 1 MATEPHAIBLHO-TEXHUYECKOE
o0ecnevenne JUCHUILTUHBI

5.1 OcHoBHas JuTEparypa

1. Jlenonpou3BoJCTBO M JOKYMEHTAIMOHHOE  OOecCleYeHne TOCyJapCTBEHHOW |
MYHHUITUTIATILHOM CITY>KOBI : yueOHoe mocobue / coctaButenb FO. B. Mupromkuna. — CtaBpomosib
: CK®VY,2016. — 115 c. — Tekcer : anekTpoHHblii // JIaHb : 371eKTpOHHO-0MOIMOTEYHAsI CHCTEMA.

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

2. [lysanmosa, H.H. Opranuzamuss M TEXHOJOTHSA JOKYMEHTAIIMOHHOTO OOecIeueHus
yrOpaBieHus : ydeOHUMK W mpakTukym mis By3oB/ H. H. lllyBanoBa. — 2-¢ u3z., mepepad. u
norm. — Mocksa : WsnmarensctBo [Opaiit, 2022. — 265 c.— (Bricmee obOpa3zoBanue). —

ISBN 978-5-534-12358-6. — Tekcr : anekrponusiid // O6pazoBatenbHas miaardopma HOpaiit
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https://e.lanbook.com/book/155606

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

5.2 lonmosiHUTeIbHAS JIUTEPATYPaA

1. Kysnenos U.H. [lenoBoe muceMo : yaeOHO-cripaBoYHOE mocooue. - M. : Jlamkos u K, 2012
—288c.

2. Jlenonpou3BoACTBO U JIOKyMEHTOOOOpPOT B CHCTEME  TOCYIapCTBEHHOTO U
MYHHITUTIAJILHOTO yIpaBlieHus : yueb.-meto. mocooue / E. B. 3aiiniera, H. B. 'onuaposa ; M-Bo
obpasoBanus u Hayku Poc. ®enepanun, Ypai. penep. yu-t. — ExarepunOypr : U3n-Bo Ypain. yH-
Ta, 2017. — 178 c.

3. JlokymeHTOBeieHre: YUeOHUK JUIsl CTYIEHTOB YUPEKICHUH BhIciiero oopasoBanus / M.B.
Jlapun, E.A. IlnemkeBuu, B.®. Ankosas, B.C. Munranes, 32 E.B. TepentseBa, M.JI. I'aBnun;
oj peA. A-pa UcT. Hayk, ipod. M.B. Jlapuna. M.: M3narensckuii meHTp «Akagemus», 2016. —
320 c. — 800 k3.

53 IIpodeccnonanbubie 0a3bl JAHHBIX 1 HHPOPMALMOHHbIE CIIPABOYHbIE CHCTEMbI

I. Bceepoccuiickuii Hay4yHO-UCCIEA0BATENbCKU HHCTUTYT JOKYMEHTOBEICHUS U ApXHUBHOTO
nena (BHUNIAN) http://www.vniidad.ru

2. OdunnanpHbIIH CauT IIpesunenra Poccuiickoi ®denepaunu
http://www.president.kremlin.ru/mainpage.shtml

3. [Topran «TAPAHT.PY» URL: http://www.garant.ru (pecypchl OTKPBITOTO JTIOCTYTIA)

4. [Topran  «Koncymprantllmoc» URL:  https://www.consultant.ru/  (JumieH3MOHHOE
porpaMMHOe o0ecrieueHIe 0TEeYeCTBEHHOTO TPOM3BOJICTBA)

5. [Topran rocyaapcTBEHHBIX U MYHUIIMTIAIBHBIX YCIyT http://www.gosuslugi.ru/ru/

6. Caiit «Apxussl Poccum» moa srunoit denepanbHoro apxuBHoro areHtcTBa (PocapxuBa)
http://www.rusarchives.ru

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

8. Coser  ®epepanuun ~ DepepansHoro  CoOpanust  Poccuiickoit ~ deneparun
http://www.council.gov.ru/index.html

9. ®denepanpHas cinyk0a 1Mo HaA30py B cdepe CBsi3u, MHOOPMAITMOHHBIX TEXHOJIOTHH U

MaccoBbix kommynukanuid, @I'YII HTL "Undopmpeructp" http:// www.inforeg.ru

11


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 MarepuajbHO-TeXHHYECKOE U MPOrpaMMHOe odecriedyeHue (JIMIeH3NOHHOE H CBOOOTHO

pacnpocrpansiemoe)
HaumeHoBaHue HaumeHoBaHue OcHallleHHOCTh Ilepeuennb
AUCHMILINHBI CIeHAJIbHBIX CIeHAJIbHBIX JIMIEH3UOHHOI 0
(MoayJisi), HPaAKTHK NOMelleHuil U NOMelleHuil u NMPOrpaMMHOI0
B COOTBETCTBHH C NMoOMelIeHu ! IJIs NoMeleHn i s o0ecreyeHus.

KOMITBIOTEPaMH C
BBIXO/IOM B CETh
HurepHer,

MHOTO() YHKITHOHAIBHOE
YCTPONCTBO

Y4eOHBIM IVIAHOM CaMOCTOATEJIbHOM CaMOCTOATEJIbHOM
padoThI padoThI
OT/.B.03 Kabuner yueOHbIe MeCTa, Microsoft Windows
JIOKYMEHTaIlMOHHOE | MEHEPKMEHTA 000pyI0BaHHBIE XP
obecrneucHue U 0J104HOM MeOEIIbIO, Microsoft Office
JIEIOTIPOU3BOICTBO KOMITBIOTEPAMH C Kaspersky Endpoint
BBIXOJ/IOM B CETh Ut OM3Heca
WHTEpHET, padouee Koncynprantliroc
MmecTo mipenogaBarens B | AdobeReader
COCTaBe CTOJI, CTYI, Cisco WebEx
TyM0a, KOMIIBIOTEP WudpopmannonHo-
IIpenoaaBaTess C KOMMYHHKAI[MOHHAs
BBIXOJ/IOM B CETh mwiaropma
WHTEPHET, dKPaH, «Cdhepym»
MYJIbTUMEIUNHBIN
MIPOEKTOP, TEIEBU30P,
TEMaTUYECKHE CTEH/IBI,
MPE3EHTALMOHHBIN
MaTepuai, KOMIJICKT
0JIaHKOB TEXHUYECKOI
JIOKYMEHTAIuu
Aynuropus s yueOHbIEe MecTa,
CaMOCTOSITETTLHOM 000py/IOBaHHBIC
paboThl 0;109HOM MeOeTbIo,

6. MeToanuyeckune YKazaHusa IJist oﬁyqamumxca 0 OCBOCHHIO JUCIHUIIIIMHBI

6.1 3aHATHA JTEeKUHMOHHOI0 U CEMUHAPCKOT0 (MPAKTH4Y€CKOI0) TUIIOB

Mertonuueckre ykazaHus 1Sl 3aHATHI JEKIIMOHHOTO TUMa. B Xxo/e JTeKIIMOHHBIX 3aHITHI

oOyyJaroneMycsi HEOOXOJMMO BECTH KOHCIIEKTHPOBAaHHE Y4YeOHOro Marepuaina, oOpaimaTth

BHUMAaHHE Ha KaTeropuu, GOpMYIHPOBKH, PACKPHIBAIOIINE COACPKAHNUE TE€X MU MHBIX SIBICHUH

U TPOILIECCOB, HAy4YHBbIC BBIBOJBI M MPAKTHUECKHE pekoMeHaamnu. Heobxomaumo 3amaBath

MPENoAaBaTeNl0 YTOYHSIONIME BOMPOCHl C LENBI0 YSACHEHUS TEOPETUUYECKUX IOJOKCHHH,

pa3pelieHus CIOPHBIX CUTYaIUH.
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https://www.webex-russia.ru/

[enecooOpa3Ho nopabaTbiBaTh CBOW KOHCHEKT JIKIIMH, Jefias B HEM COOTBETCTBYIOIINE
3allUCU U3 OCHOBHOM W JIOIIOJIHUTEIBHOM JIMTEPATyphbl, PEKOMEHAOBAHHOW IIpENofaBaTeaeM U
PeyCMOTPEHHON y4eOHOM MporpaMMOid JUCITUILTHHBL

Metoauueckie yKazaHUs JUIS  3aHATUA CEMHHApPCKOTO  (MPaKTUYECKOro) THIIA.
[IpakTHyeckue 3aHATHS TO3BOJISIOT Pa3BUBATh Y O0YYaroOIIETOCs TBOPYECKOE TEOPETHUECKOE
MBIILUIEHUE, YMEHHME CaMOCTOATEIbHO H3ydaThb JIMTEPATYpPY, AHAIU3UPOBATh IMPAKTHUKY; ydar
YeTKO (OPMYIHUPOBATH MBICIb, BECTH IHCKYCCHIO, TO €CThb MMEIOT HCKIIOUUTEIHFHO BaKHOE
3HAYEHHE B PA3BUTUU CAMOCTOSITEIBHOTO MBILIUICHHUS.

[logroToBka K MNpakTUYECKOMY 3aHATHUIO BKJIOYaeT naBa drtama. Ha mnepBoM »stame
00yJaromuicsl MIAaHUPYET CBOIO CAMOCTOSITENBHYIO paldoTy, KOTOpas BKIIIOYACT: YysSCHEHHE
3aJaHisl HA CaMOCTOSITEIbHYIO paboTy; MoAOOp OCHOBHOM M JONOJHHUTENBHOM JHMTEpaTyphl;
COCTaBJieHHE IUIaHa paboOThl, B KOTOPOM OIPENESIOTCS OCHOBHBIE IYHKTBI MpeAcTOsIIen
noarotoBku. CocTaBiieHHE IJI1aHa JAUCHUIUIMHUPYET U MOBBILIIAET OPraHW30BaHHOCTH B padoTe.
Bropoil sTan BKIIOYaeT HENOCPEACTBEHHYIO IOATOTOBKY K 3aHSATHUIO, KOTOpas HAYMHACTCS C
U3y4eHHs] OCHOBHOW U JIOTIOJIHUTENIbHOM uTepatypsl. Ocoboe BHUMaHUE MPH 3TOM HEOOX0UMO
o0paTuTh Ha COEepKaHHE OCHOBHBIX TOJIOKEHUH U BBIBOJOB, OOBSICHEHHE SIBICHUN U (DAKTOB,
YSICHEHHE MPAKTHYECKOrO NPWIOKEHUS PacCMaTPUBAEMBIX TEOPETHYECKUX BOIpocoB. Jlaiee
CJIeZlyeT MOJATOTOBUTH TE3MCHI ISl BHICTYIUIEHUH MO BCEM Y4eOHBIM BOIPOCAM, BHIHOCUMBIM Ha
IIPAKTUYECKOE 3aHATHE WIM 110 TEME, BHIHECEHHOM Ha JAMCKYCCHUIO (KPYIVIBIM CTOJ), IPOJyMaTh
MIPUMEPHI € 1ETTbI0 00ecTIeueHNs TECHON CBSI3M M3y4aeMOW TEMbI C peabHOM KU3HBIO. [ 0TOBSICH
K JIOKJI1y WM BBICTYIUICHUIO B paMKaX HHTEPAKTUBHOU POPMBI (TUCKYCCHSI, KPYTIIBIHM CTOM), TpU

HGO6XOI[I/IMOCTI/I cIeayer O6paTI/ITBCSI 3a ITOMOLIBIO K MMPCTIOAaBaTCIIIO.

6.2. CamocTosiTesqibHAsA pad0oTa CTYJAEHTOB

CamocrosTenbHas padoTa peau3yercss B paMKax MpOorpaMMbl OCBOCHUS JAUCITUTUINHBI B
crenyrmux popMax:

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

- MpopabOTKa TEMATUKH CaMOCTOSATEILHON PabOTHI;

- HaIIMCaHUE KOHTPOJIBHOU PabOTHI,

- MOUCK uHpOpMaIuu B ceTu «HTEpHET» U IUTEpaType;

- BBITIOJIHEHUE MHIUBUIYAJIbHBIX 33JaHU;

- MOJITOTOBKA K Cade 3aueTa.

CamocrosTenbHas padoTa MPOBOAUTCS C TEINBIO:

- CHCTEMAaTHU3alllH W 3aKPETUICHUS MMOTYYCHHBIX TEOPETUUECKUX 3HAHUN U MPAKTUIECKUX
YMEHUH 00y4aronmxcs;

- yrayOJeHus U pacliupeHus] TEOPETUYECKUX 3HAHUM CTYIEHTOB;

13



- (QopmMupoBaHUS YMEHHIl HCIONB30BaTh HOPMATHBHYIO, IPaBOBYIO, CIPABOYHYIO
JOKYMEHTAIUIO, YIeOHYIO U CIIEHUAIBHYIO JTUTEPATYpPY;

- Pa3BUTHA MO3HABATEIbHBIX CHOCOOHOCTEH M aKTUBHOCTU OOYYAIOUIMXCS: TBOPYECKOM
WHUIMATUBBI, CAMOCTOSITEIbHOCTH, OTBETCTBEHHOCTH, OPTaHM30BAHHOCTH; (OpPMHUPOBAHUE
CaMOCTOSITEIbHOCTH MBIIIJICHUS, CIIOCOOHOCTEH K CamMOpa3BUTHIO, COBEPIICHCTBOBAHUIO U
caMOOpraHu3aluu;

- Pa3BUTHIO UCCIIEI0BATEIBCKUX YMEHUM CTYIEHTOB.

TexHonorust OpraHu3allMd  CaMOCTOSITENIBHONM  pabOThl  OOydarolmuXcsl  BKJIIOYAET
UCIIOJIb30BaHNE HMH(DOPMALMOHHBIX U MaTepUANbHO-TEXHUYECKHX PECcypcoB: OuOIMoTeKa ¢
YUTAJIBHBIM 3aJI0M, KOMITBIOTEPHBIE KJIACChI ¢ BO3MOXKHOCTBIO paboOThl B VIHTEpHET, ayIuTOpHH
JUISL CAMOCTOSITENIEHOU PaOOTHI.

[Tepen BbIMOTHEHUEM OOYYAIOIIMMUCS BHEAYAUTOPHOM CaMOCTOSTENHHOW pPabOTHI
IpenoaaBaTesb MPOBOAUT KOHCYJIBTUPOBAHHE MO BHINOJHEHHUIO 3a/laHUsl, KOTOPBIA BKIIIOYAET
LeNb 3alaHusl, €ro COJACP)KaHMs, CPOKH BBIIOJHEHUS, OPUEHTHPOBOUHBIA 00BEM pPabOTHI,
OCHOBHBIE TpeOOBaHUS K pe3ysbTaTaM padoThl, KPUTEPUH OLICHKH.

CamocrosiTenbHasi paboTa MOXKET OCYIIECTBIATHCA HWHAMBUAYAJIBHO WM TPYIIaMu
oOydaromuxcsi B 3aBUCUMOCTU OT LEJIH, 00beMa, KOHKPETHON TEeMaTHKH CaMOCTOSTEIbHON
paboThl, YPOBHS CIOKHOCTH, YPOBHSI YMEHUH 00y4aroIuXcsl.

KonTtpons camocTosITenbHON paboThl CTYIEHTOB IPEAyCMaTPUBACT:

-COOTHECEHUE COJIEP)KAHUS KOHTPOJIA € LEeNIIMU 00y4eHNUS;

-00bEKTUBHOCTb KOHTPOJIS,

-BAIMJHOCTh  KOHTPOJII  (COOTBETCTBUE MPEABSBIAEMBIX 3aJaHUM  TOMYy, 4YTO
IIPEII0JIaracTcs MPOBEPUTH);

-nuddepeHuaniio KOHTPOJIbHO-U3MEPUTEIHHBIX MATEPHAIIOB.

DopMBI KOHTPOJISI CAMOCTOSITEIHHOM PAOOTHI:

-IIPOCMOTP U MPOBEPKA BBIMOJIHEHHUS CaMOCTOATEIbHOI paboThI PEroaaBaTeieM;

-OpraHu3alys caMoNpPOBEPKH, B3aUMOIIPOBEPKH BBIIIOJHEHHOTO 3a/1aHUs B IPYIIIIE;

-00CyXIeHHEe Pe3yIbTaTOB BBIITOJIHEHHOM paOOThl HA 3aHATUH;

-pOBEICHNE MUCEMEHHOTO OIPOCa;

-IPOBEICHUE YCTHOI'O OIpOCa; OpraHu3aluusi U IPOBEIEHUE WHAMBUAYAJIBHOIO
cobeceI0BaHMs;

-OpraHu3alus U NpoBeJeHNe cobeceJoOBaHus C IPYIION.
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7. MeToan4yeckue peKOMEeHAAIUH 110 00YYEeHHUIO JIUI C OTPAHUYEHHBIMH

BO3MOKHOCTAMMU 310POBbA U HHBAJINAOB

OOydeHre Mo TUCIUTUTMHE 00YYAIOIIUXCSl C OTPAHUYCHHBIMU BO3MOYKHOCTSIMU 3JI0POBBS
(manee — OB3) ocymecTBIseTCS C Y4eTOM OCOOCHHOCTEH MCUXO(PHU3UIECKOTO pPa3BUTHS,
WHAUBUAYAIbHBIX BO3MOXKHOCTEH U COCTOSIHUS 3I0POBbS TAKUX 00YyJaroIINXCs.

Conepxanre oOpa3oBaHMsI W YCIIOBHsI OopraHu3amuu oOydeHus, oOydarommuxcs ¢ OB3
OTIpEeNeNAIOTCS alalTHPOBAHHOW 00pa30BaTENbHONW MPOTrPaMMOi, a JJIi MHBAJIHIOB TaKXKe B
COOTBETCTBUU C UHIUBUIYATHHON MIPOrPaMMON peabuIuTaIli HHBATUA.

OcBoenue mucnurinHbl oOydarorumucs ¢ OB3 Moker OBITh OpraHM30BaHO Kak
COBMECTHO C JPYrUMHU OOydaloIIMMHCA, TaK W B OTHENbHBIX rpynmnax. [Ipeamomaratorcs
CrielMaibHbIe YCIOBUA U1 OTy4eHus: oOpazoBanus oOyuatomumucs ¢ OB3.

[Tpodeccopcko-nienarorndeckuii cocTaB 3HAKOMUTCS € TICHUXOJIOT0-(hU3HOTOTHUECKUMHU
0COOCHHOCTSIMU 00ydaromuxcsi MHBaIuAo0B U jul ¢ OB3, uHAMBUAYyaIbHBIMU MPOrpaMMaMu
peadbuIuTaIii MTHBATUAOB (TTPU HATTHYHHN).

B kxypce npeamnonaraeTcsi HCMOIB30BaTh COIUAIBHO-AKTUBHBIC U pe(DIICKCUBHBIE METOIBI
0oOydYeHHUs, TEXHOJIOTMH COLMOKYJIBTYPHON peadWIUTalliU C LEeJIbl0 OKa3aHUs IIOMOIIHM B
YCTAaHOBJICHUH MOJIHOLEHHBIX MEKINYHOCTHBIX OTHOIIEHUH C IPYTrUMH CTYAECHTaMH, CO3/1aHUU
KOM(OPTHOTO TICHXOJIOTHYECKOT0 KiIuMaTa B cTyleHYeckoi rpymme. [Tombop m paspaboTka
yu4eOHBIX MaTepUajoB IMPOU3BOMAATCS C YUETOM MPEAOCTABICHHS MaTepualia B Pa3IUYHBIX
dbopMax: ayauanbHON, BU3YAIbHOW, C UCIIOJIB30BAHUEM CIICIIUATBHBIX TEXHUYECKUX CPEICTB U
MH(OPMALIMOHHBIX CHCTEM.

OcBoenue nucHuiuivHbl JuinamMu ¢ OB3 ocyliecTBiIgeTcs ¢ UCMOIb30BAHUEM CPEICTB
oOydeHuss OOIIEro ¥ CHENUATbHOTO Ha3HAYeHHUs (MEPCOHATBLHOTO W  KOJUIGKTHMBHOTO
UCIIONIb30BaHMs1). MaTepuanbHO-TEXHUYECKOe O0eCcTieueHre MpeaycMaTpruBaeT MPUCIOCO0IeHNe
ayauTopuil k Hyxxaam nui ¢ OB3.

®opma npoBeACHUs aTTECTAIlMK JIJIsl CTYACHTOB-UHBAIHNIOB YCTaHABIMBAETCS C YUETOM
WHANBUAYAIBHBIX NIcuXxopu3nueckux ocobennocrei. s cryaentos ¢ OB3 npexycmarpuBaercs

noctymHast popma npeaoCTaBICHHs 3aIaHUN KaK OIEHOYHBIX CPEICTB, & UMEHHO:

'] B meYaTHOW WM 3JEKTPOHHOM hopme (U1 MLl ¢ HAPYIICHUSMHU OMOPHO -/ABUraTeIbLHOTO

amnmnapara);

[l BmeyaTHOW o  pMe WM AIEKTPOHHOU (hOpME C YBEIIMUEHHBIM MIpU(TOM 1

KOHTPACTHOCTBIO (IUIsI JIUI] C HAPYUICHUSIMH CITyXa, Pe4H, 3peHus);

] MEeTOAOM YTEHHS aCCUCTEHTOM 3aJaHMsl BCIyX (7S JIUL C HAPYIICHUSMU 3PEHHUS).
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CTy,I[eHTaM C HHBAJIUJHOCTBIO YBCIWYHUBACTCA BpEMA Ha IIOATOTOBKY OTBCTOB Ha

KOHTPOJIbHBIE BOMPOCHL. J[Ig Takux CTYIEHTOB MpeaycMaTpuBaeTcs JAOCTymHas Qopma

MpeaoCTaBJICHUA OTBCTOB HA 3aaHH, 4 UMCHHO:

O NUCbMEHHO Ha Oymare nin HabOpOM OTBETOB HAa KOMIbIOTEpE (IS JIUI] C HAPYILICHUSMH

ciIyxa, peun);

O BHIOOPOM OTBETA M3 BO3MOXKHBIX BAPUAHTOB C  MCIIOJIb30BAaHUEM YCIYT aCCUCTEHTA (115

JUI C HApYUIEHUSIMUA ONTOPHO-/IBUTATENILHOTO aIllapara);
O YCTHO (17151 JIUI[ C HAPYIIEHUSIMU 3PEHMUSI, OTIOPHO-IABUTATEIHLHOIO anmnapara).

O pu HeOOXOIUMOCTH TSI OOYYAFOIIUXCS C MHBATUAHOCTHIO TIPOIEAYypa OIICHUBAHUS

PE3YJILTATOB OGy‘ICHI/ISI MOKCT IPOBOAUTHCA B HCCKOJIBKO 3TAIlOB.
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[Tpunoxenue 1

DOoH/ OLICHOYHBIX CPEACTB
JJISl TEKYLIEero KOHTPOJISI M MPOMEKYTOYHOM aTTeCcTAlNu
NPH U3yYEHNH TUCHUIIIMHBI
DOT/1.B.03 lokymMmeHTALIMOHHOE O0ecIevYeHne 1 AeJI0NPOU3BOACTBO

r. Mocksa, 2025
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1. Tacnopt oHaa OLIEHOYHBIX CPEICTB

WHOCTPAHHOM(BIX)
s3bIKe(ax)

CTUJIUCTUYECKUE U TPAMMAaTHUYECKUE
npaBuja NOCTPOEHUSI YCTHOU U
MMCbMEHHOU PEYH Ha PYCCKOM U
MHOCTPAHHOM SI3bIKaX MPU OCYILECTBICHUN
o01elt 1 1eI0BOM KOMMYHUKAITH

NVYK-4.3 Bener nenoByro NeEpEnucKy u
MyOJUYHO BBICTYIAET TIEPET ayAUTOpUEH Ha
PYCCKOM ¥ WHOCTPAHHOM SI3BIKE

OIIK 8 Cnocoben
BBITIOJIHATH CBOU
npo¢eCCHOHAIbHBIC
(GyHKINU B OpraHu3amusx
pa3HOro THUIA, OCO3HAHHO
coburoias
OpraHu3aIOHHbIC
HOJUTUKU U TIPOLIEAYPHI

NOIIK-8.1 YMmeer amanTupoBaTh CBOIO
paboTy B COOTBETCTBUU C BHYTPEHHUMH
paBUJIaMyd ¥ HOPMaMH OpraHU3allny,

s dexTuBHO paboTaTh B paMKax
CYIIECTBYIOIIUX OPTaHU3AIMOHHBIX
CTPYKTYp H TIPOIIECCOB, COO01ast
BHYTPEHHUE PETJIAMEHTBI, TOJIUTUKU U
Mporeaypsl (3ITHIECKUE HOPMBI,
KOPIIOPATUBHBIE CTAHJIAPTHI M MHCTPYKIIUH),
MIPU 3TOM JOCTHTast MPOGECCHOHATHHBIX
HeJIei.

NOIIK-8.2 YMeeT yuuThIBaTh
OpPTaHHU3AIMOHHYIO KYJIBTYPY U crienu(uKy
B CBOEH IEATEILHOCTH, TOHUMAET
OCOOEHHOCTH U IIEHHOCTH OpPTaHM3aIlnH,
YUUTHIBATh UX TIPU MPOBEICHUHU
KOHCYJIbTAINI, TPEHUHTOB WJIH JIPYTUX
IICUXOJIOTMYECKUX BMEIIIATENLCTB,
aZlanTUPYS UCIIOTh3YEMbIE TEXHOJIOTHUH B
3aBUCHUMOCTH OT THIIa OpraHu3aluu
(o6pazoBaTenbHOM, METUIIMHCKOM, OU3HEC-
CTPYKTYpPBI U 1p.).

HNOIIK-8.3 Oco3HaeT BaXKHOCTH

coOroeHNs] KOH(DHUICHITUATBHOCTH H
A3TUYECKUX CTaHJIApTOB MPHU
B3aUMOJICCTBUU C COTPYAHUKAMU
OpraHu3aIu U PYKOBOACTBOM, paboTasi C
JUYHON HH(POpPMAIUEH, TeTMKATHRIMU
BOIIPOCAMH B paMKax MpodhecCuoHaIbHbIX
CTaH/IapTOB U TPEOOBAHHIA MMOJIUTUKH
06e30macHOCTH MHGOPMAIIHH.

Koa u HauMeHOBaHHe HuauKaTop A0cTH:KeHUs1 Komnerenuun | HaumeHnoBanue
KOMIIETeHIHH OLICHOYHOI'0
cpeacTBa

YK-4. Cniocoben NYK-4.1 Opranusyer KOMMYHHKAIHIO C TpomesxyTouHas
OCYIECTBILATE ACTOBYIO Y4ETOM MOCTABJICHHBIX 3a/1a4, OTPEICIIACT arrecranus:
KOMMYHUKALHIO B yCTHOU M| xoMMyHHMKAaTHBHO IpHeMIeMyo hopmy 1 3aqet
MUCBMEHHOIT hopMax Ha cpeacTBa OOIIEHHs ¢ KOHTpareHTaMu
FOCYNapCTBEHHOM  A3BIKE | JTVK-4.2 Mcnoab3yeT IOTUYEeCKHE, Texymuit
Poccuiickoit ®enepaiuu u KOHTPOJIb:

OTIpOC, JOKIIAT
(pedepar), Tecr,
3aa4u Ipu
pazbope
KOHKPETHBIX
CUTYyalHi

Otamnbl hopMHupoBaHUs KommeTeHIuH B mporecce ocBoeHus: OOIl mpsiMmo cBsi3aHbl C

MECTOM OUCHUIIIIMH B

00pa3oBaTeNbHON  MpOrpamMe.

Kaxnprii
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KOMITETCHIINH, XapaKTEPU3YeTCsl ONMPEACICHHBIMUA 3HAHUSIMHU, YMEHUSIMH U HAaBBIKAMH U (WUJIH)
OTBITOM MpPOo(ecCHOHANBHON NeATeIbHOCTH, KOTOPHIE OILEHHWBAIOTCS B MPOIECCE TEKYIIEro
KOHTPOJIS YCIIEBAEMOCTH, IPOMEKYTOUHON aTTECTALIMH MO AUCIUILTNHE (TIPAKTHKE) U B IIPOLIECCe
UTOTOBOM arrectanmu. MToroBas omeHka cCHOpMHUPOBAHHOCTH KOMIICTCHIIUN OMNpEaeseTcs B

MePHOJI TOATOTOBKH U CIA4H 3a4eTa.

2. OueHo4YHbIE CpeCTBA

2.1 Texymmii KOHTPOJIb

THUITIOBOE TECTOBOE 3A/IAHUE

1. JlokyMeHTanlMOHHOE 0OecIieueHue YIpaBIeHUs — ITO:

1) nesiTenpHOCTD amnmnapara yrnpaBieHHs, 0XBaThIBAIOIAsi BOIPOCH! JOKYMEHTUPOBAHUS U
OpraHu3any paboThl ¢ JOKYMEHTaMH B MPOLIECCE OCYIIECTBICHUS UM YIIPABICHYECKUX
byHKIHH;

2) npaBUWIIbHO 0(OPMIICHHBIE IOKYMEHTHI, OTPAXKAIOIIIE BECh CIIEKTP YIPaBICHYECKON
NEeSTENIbHOCTH MPEATNPUSATHUS;

3) opranu3zarys JOKyMEHTO000pOTa B YUPEIKICHUH;

4) KOMIIJIEKC OCHOBHBIX TMOJOKEHUH, OIPEACTISAIOMNX U PETJIAMEHTUPYIOIIMX OPraHU3aIHIo
JOKYMEHTHPYEMBIX ITPOLIECCOB HA MPEAIPUATHH.

2. CucteMa JOKYMEHTAIMH, CO3[JaHHasl 110 €IMHBIM MpaBUjaM U TpeOOBaHUSAM, — ITO:

1) yaudunupoBaHHas cUCTeMa TOKYMEHTAIINUH,

2) ETCL;

3) I'OCT;

4) 00BEKT JeIOMPON3BOICTRA.

3. YUrto Henb3st OTHECTH K chepe AeTonpon3BoACTBA?

1) obopmitenue cekpeTapéMm npukasza o npuéme Ha paboTy COTPYIHUKA;

2) opopmiieHHEe ceKpeTapéM 1o MPOCh0e HaAYAIbHHUKA TTO3IPABUTEIILHON TeJIerpaMMbl s
€ro MaTepu;

3) obopmiieHre cekpeTapéM Mo Mpock0e HaYATbHUKA CITYKEOHOM 3aITMCKH B BHIIIECTOSTITYIO
WHCTaHIIHIO;

4) opopmieHue cekperapéM MPOTOKOJIA COBEIAHUS PYKOBOIUTENIEH OT/AETIOB.

4. I'me Ha JOKYMEHTE CIIelyeT pacnojiaraTh rocynapctBeHHbii repd Poccuiickoit @eneparun?
1) B BepxHeM 11oJie;

2) 1O IEHTPY JUCTA;
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3) B IpaBOM BEPXHEM YTIIY;

4) B JIEBOM BEpXHEM YTIIy.

5. B xakoM citydae Ha JJOKYMEHTE He BOCIIPOU3BOJUTCS AMOIeMa opraHu3aiu?
1) ecn Ha mMOKyMeHTe yke nmoMemén repo Poccutickoii deneparuy;

2) ecnu Ha IOKYMEHTE yxe noMmetéH repod cyobekra Poccuiickoit denepanu;
3) ecau opraHu3anys HE CYUTACT HY>KHBIM MIOMEIATh SMOJIEMy Ha TOKYMEHTE.
5. 'ep6 cyOnekra Poccuiickoii @eneparuu moMeniaercs Ha OJaHKax:

1) B BepxHeM 11oJie;

2) 10 IIEHTPY JOKYMEHTA;

3) B IpaBOM BEPXHEM YIIIY;

4) B COOTBETCTBHUH C IPAaBOBBIMU akTaMu cyObekToB Poccuiickoit deneparum.

[IIkama orleHUBaHUS TECTOBOI'O 3aIaHUS

% BepHBbIX pelieHuil (0TBETOB) HIkana oueHnBaHusA
85-100% «OMAUYHON

70-84% «xopouwio»

51-69% «y0081€MBOPUMENLHOY
50% u menee «HEYAOBJIETBOPUTEIBHO»

INPUMEPHAS TEMATUKA KOHTPOJIBHBIX PABOT 11O IMCHUIIJIMHE

1. ConepxaHue v Ha3HAYCHHE ICIIONPOU3BOICTBA.

2. Opranu3annoHHble (HOPMBI AETOMPOU3BOICTBA.

3. Cityx06a 1enonpou3BOJCTBa, LENU U 3a/1a4d, PYHKIIMOHAIBHOE COJIEpKaHHUE JACITEIbHOCTH.
4. 3akoHoaTenbcTBO Poccuiickoit @enepanuu B chepe nHGpOpMaum U JOKyMEHTAIUH.

5. 3aKOHOIATENBCTBO 00 IEKTPOHHOM MOJITHCH.

6. Busbl 351eKTpOHHON MOANKMCH U MIOPSIOK UX IPUMEHEHHUS.

7. HopmaTtuBHbIi 1okyMeHT «lIpaBuia genonpon3BoacTBa B GeiepaibHbIX OpraHax
VCIIOJIHUTENIBHON BJIACTU», €r0 HA3HAYECHUE.

8. HanmoHanbHbIE CTAaHIAPTHI 110 YIIPABIECHUIO TOKYMEHTAMH.

9. HopMaTuBHBIE IpaBOBBIC aKTHI OPraHa BIACTH, PETJIAMEHTUPYIOLINE OPTaHU3aIHMI0 PaOOTHI C
JIOKYMEHTaMHU.

10. MaCTpYKITHS TIO IETOTPOM3BOACTBY, HOpPMAaTHBHAS U METOAMYEcKas 0a3a pa3paboTKu
WHCTPYKIUU IO IETONPOU3BOJICTBY.

11. bnank noxyMeHTa, BUIbl OJAHKOB COCTaB PEKBU3UTOB OJIaHKA.

12. CocTaB peKBU3UTOB yIOCTOBEPEHHSI, MOPSAAOK UX O(POPMIICHHUS.
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13. Ciy>xkeOHBIE OTMETKH Ha JOKYMEHTE, MOPSI0K UX 0)OPMIICHHUS.

14. Cuctema opraHn3alliOHHO-IIPABOBOM TOKYMEHTALIUN, HA3HAYEHHUE U BUAOBOM COCTaB
JIOKYMEHTOB.

15. ITonsiTHE HOPMATUBHOT'O MPABOBOTO AKTA, BUJBI HOPMATUBHBIX IIPABOBBIX aKTOB
denepanbHBIX OPraHOB UCTIOHUTEIHLHON BIACTH.

16. lo;mxkHOCTHAS MHCTPYKIIHSL, HA3HAYEHUE TOKYMEHTa, COCTaBlieHHe U opopMiIeHue.

17. Ilpouenypa corinacoBaHus JOKYMEHTOB, €€ Ha3HaUCHNE, BHELITHEE U BHYTPEHHEE
COTJIaCOBaHUE.

18. BuszupoBanue JOKyMEHTOB, 0COOEHHOCTHU BU3HPOBAHUS PACIIOPATUTEIBHBIX JOKYMEHTOB.
19. Cuctema pacnopsAMTEIbHON TOKYMEHTAllMHU, HA3HAYEHUE U BUI0BOM COCTaB IOKYMEHTOB.
20. Cocrapnenue u ohopMIICHHE MTPUKa3a [0 OCHOBHOMN JAESITETLHOCTH.

21. ITopsimok TOKYMEHTUPOBAHUS KOJIJIETHAILHOM (COBEIIATEILHOMN) NeITeIbHOCTH.

2322. IIpoTokoi 3acenanusi, BUABI TPOTOKOJIOB, COCTABIIEHUE U 0OPMIICHHE.

23. Cucrema nH()OPMAIIMOHHO-CIIPAaBOYHOHN JTOKYMEHTAIINH, HA3HAYCHHUE U BHJIOBON COCTAaB
JIOKYMEHTOB.

24. JlenoBoe MUChbMO, pa3HOBUIHOCTH JICJIOBBIX ITHCEM.

25. CocraBnenue 1 0OpMIICHHE JETOBOTO MHChMa.

26. TekCT ynpaBiIeHYECKOro JOKYMEHTA, 00111e TpeOOBaHUS K COCTABICHHUIO TEKCTa
JIOKYMEHTA.

27. AKT KaK BUJl JOKYMEHTA, pa3HOBUIHOCTH aKTOB, 0COOCHHOCTH COCTaBJICHUS U 0OPMIICHHUS.
28. [lonsiTHE TOKYMEHTOOOOPOTA, KAYSCTBEHHBIE M KOJIMYECTBCHHBIC MTapaMeTPhI
JOKyMEHTO000pOoTA.

29. [IpyHIMIIBI PALMOHANBHOM OpraHU3aluyu TOKYMEHTO000pOTa.

30. OcHOBHBIE ATaANbI ABUKEHUS MTOCTYNAIOIINX TOKYMEHTOB.

31. OCHOBHBIE ATaIbl ABUKEHUS OTIPABIAEMBIX TOKYMEHTOB.

32. ®opMBI 1 METOIb COBEPIICHCTBOBAHMSI JOKYMEHTOO0OPOTA.

33. Ha3zHaueHue U LeTu PETuCTpaluu JOKYMEHTOB, IPUHIIUIIBI PETUCTPALIH.

34. CtpyKTypa perucTpallMOHHOIO HOMEpPA MOCTYNAOIUX, OTIPABISEMbIX U BHYTPEHHUX
JIOKYMEHTOB.

35. OCHOBHBIEC PEKBU3UTHI PETUCTPALTUOHHBIX (POPM.

36. OcOOEHHOCTH perucTpaIui OTACIbHBIX BUOB JOKYMEHTOB (TIPUKa3, EIOBOE MMHCHMO).
37. Opranu3anioOHHbIE OCHOBBI KOHTPOJIS UCIIOJHEHUS IOKYMEHTOB (TIOPYYCHHI).

38. TexHOOTHS KOHTPOJIS UCTIOTHEHUS JOKYMEHTOB (MIOPYUYEHU ).

39. CpokH UCIIOJIHEHUS TOKYMEHTOB, BUbI CPOKOB, IOPSAIOK UCUUCIIEHUS CPOKOB UCIIOJHEHUS

JOKYMCHTOB, IMOPAJOK INCPCHOCA CPOKA UCTIOJHCHHUA JOKYMCHTA.
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40. OcHOBHBIE ATaNbl KOHTPOJISI UCTIOTHEHUS TOKYMEHTOB (TIOPYUCHH ).

41. Opranuzanus paboThl UCTIOTHUTENS C TOKYMEHTAMH.

42. HopMaTUBHBIE OCHOBBI M OOIIIME IPUHIIUIIBI OPTaHU3alUuU PAa0OTHI C OOpAIICHUSIMH TPAXKIAH
43. Buasl oOparnieHuit rpaxkaiaH, 0COOCHHOCTH PaCCMOTPEHHS OOpaIleHU TpakIaH
Poccuiickoit deneparnumu.

44. IlonaTHE LIEHHOCTU JOKYMEHTA, KPUTEPUU LIEHHOCTU JOKYMEHTOB, CPOKU XPaHEHUS
JIOKYMEHTOB.

45. Opranu3zanus U NOpsSAOK MPOBEIECHUS SKCIIEPTU3bI HIEHHOCTH JOKYMEHTOB OpraHa BJIaCTH.
46. Cpoku XpaHeHUsI TOKYMEHTOB, KATETOPUHU JOKYMEHTOB, BBIACISEMbIX MO CPOKAM XPaHEHUS,
CPOKH XpaHEHHUsI SJIEKTPOHHBIX JEJI.

47. IlepeyHu JOKYMEHTOB CO CPOKaMU XPaHEHHUsI, UX TPUMEHEHHUE B JEIONPOU3BO/ICTBE.

48. HomeHnkiatypa zien oprasa BiacTH, QyHKIIMA HOMEHKIIATYPHI 1], TPUHITUIIBI €€
MOCTPOCHUS.

49. ®dopma HOMEHKIATYPHI A€, OCHOBHBIC ATArbl €€ pa3paboTKU HOMEHKIATYPHI JIE.

50. IIpaBuna cocraBiieHUs 3ar0JI0OBKOB €]l HOMEHKJIATYpBhI JEI.

51. CornacoBaHue U yTBEPKIECHUE HOMEHKJIATYPHI A€, CPOK ICUCTBUSI HOMEHKIJIATYPHI A€, €€
BEJICHHE U KOPPEKTUPOBKA.

52. ®opMupoBaHUE JIeN B AETOMPOU3BOICTBE, OCOOCHHOCTH (POPMHUPOBAHUS B JIea OTJACIBHBIX
KAaTerOpyil TOKYMEHTOB.

53. Bupsl onucedt e, OCHOBHBIE IPUHIIUIIBI U MOPSAIOK COCTABICHUS ONMUCEHN AEl.

54. JInuHOo€E Ae0 roCy1apCTBEHHOTO TPaXKJIaHCKOTO CITYKaIIero, COCTaB JOKYMEHTOB JIefa,
0c00EeHHOCTH ero (HOPMUPOBAHHUS.

55. Opranuzarys paboThl 10 YHUUYTOKECHHUIO JOKYMEHTOB C UCTEKIIIMMH CPOKAMH XPAHCHUS.
56. OdopmiieHre e IpH UX TIepeaade Ha apXUBHOE XpaHEHHE.

57. llonsitue «uHGOPMAIIMOHHAS CHCTEMA JIEKTPOHHOTO JoKyMeHToobopoTay (CD/10),
¢ynkuuu CI0.

58. HopmartuBHbie TpeOOBaHUS K MH()OPMAIIMOHHBIM CUCTEMAM JJIEKTPOHHOTO
JIOKYMEHTO000POTA.

59. TloHsTHE «AIEKTPOHHBIA TOKYMEHT», OCHOBHBIC MPUHIIUITBI OPTaHU3aIuU PaOOTHI C
AJIIEKTPOHHBIMU JJOKYMEHTAMU B JIEJIONPOU3BOICTBE.

60. Ha3zHaueHue cucTeMbl MEKBEIOMCTBEHHOT'O AJIEKTPOHHOTO JoKyMeHTooOopota (MD/10),

ctpykrypa MOJ10.

IIpumepHbIe NIpaKTHYECKHUE 3a/IaHUA:

Hpakmuuecme 3a0anue.; cocmasums npuxkas
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Hupektop OOO «CeBepHblii Tpan3ut» BenunamunoB Erop ['eHHagbeBHY MNOpy4HsI
COCTaBUTh MpHKa3 IO cleaymolieMy Bompocy. B mpukaze tpeOyercs mopyuuts Brmagumupy
AnexceeBuuy JlnanoBy, Hukonaro AntoHoBuuy CaBupckoMy u Anapeto Ilerposuuy Kynemosy
COCTaBUTh MIPOEKT (PUHAHCOBOrO OTYETa JAJs Koprnopauuu «YpanHedreraz». Homep nokymenra

1-342 ot 12 mag 2014 rona.

IIpakmuyeckoe 3a0anue: cocmasums NPuKa3s

Bei — HavanmpHuk otnena genomnpousBojactBa OO0  «PaccBer». PykoBoautenb
opranuzanuu: resepainbublid qupektop C.S. KoBanés. CerogHsi cocTosUiCsS COBET IUPEKTOPOB
opsiackoro OO0 «PaccBer», 00cykaanock mpeodpa3zoBaHue CTpYKTyphl obmiectBa. Pemeno, uto
¢buHaHCOBBIH oTAen W Oyxranrepuss OOBEAMHSIOTCS B OJHO CTPYKTYpHOE TOJpa3aelicHue
(puHaHCcOBOE YyIpaBieHHE), PYKOBOJCTBO KOTOPHIM IOpydYaeTcs TJIaBHOMY Oyxranrepy A.B.
JloBakuny. CekpeTtapckue IODKHOCTH pykoBojicTBa OOIiecTBa BBIBOAATCA M3 TMOTYMHEHUS
CITy’KOBI IEIIONPOU3BOJICTBA U OOBETUHSIOTCS B CAMOCTOSITEIbHOE CTPYKTYPHOE O3 ICICHNE
(cekperapuar). PykoBOACTBO ceKpeTapuaToM MOPy4aeTcs MOMOITHUKY T€HEPATbHOTO TUPEKTOpa

H.}O. Mannnuny. KoHTpoaupoBath UCTIOJHEHUE TTPUKa3a OyJIETe BHI.

IIpakmuyeckoe 3a0anue: opopmums 0bvacHumenvuyto sanucky. Cocmagums pe3onoyuro.

B 3A0 «Bpemena roma» Obuta HpoBelEHA PEBU3USA, B pe3yibTaTe KOTOPOW ObUIH
BBISIBJICHBI HEOOOCHOBAHHBIE 3aTPaThl HA OPraHU3AIUIO JIETOBbIX MeponpusiTuil. B cBs3u ¢ aTum
nupektop 3A0 «Bpemena rosay, 3apeructpupoBanaoro B T. bpsucke, H.I1. Copokun 3atpeboBan
OOBSICHUTENBHYIO 3aIUCKy OT riaBHoro Oyxrantepa A.E. ManunoBoii. Panee qupexrtopom Obu1
U3/1aH TpPHUKa3, B KOTOPOM PYKOBOJIUTEIM CTPYKTYPHBIX TOJPA3JEICHUN MpU OpraHu3aluu
JIETIOBBIX MEPOTPUITHI 00S3BIBAIUCH MPEICTABIATE B Oyxrantepuio 3AO MOKIagHbIC 3aITUCKH C
yKa3aHUEM CMETHI pacxoJI0B He mo3aHee 10 aHel 10 Havajla COOTBETCTBYIOIIETO MEPOIPHUSITHUS.
Jupektop mopydymsi OyXranTepuud NPOBOAUTH ()MHAHCUPOBAHWE JETOBBIX MEPONPHUATHN Ha
OCHOBAaHMHU €ro pezoitonuu. OFHAKO TIIaBHBIM Oyxrantep NpopUHAHCUPOBAJIA KOMaHIHPOBKY
HavayibHUKa oTaena cObita E.C. TuxoHoBa 0e3 pesomtonmu aupektopa. OT jiuma TIaBHOTO
oyxranrepa A.E. MaHUIOBO# COCTaBbTE OOBSICHUTEIBHYIO 3aIUCKY, TJI€ YKOKHUTE, YTO OIUIaTa
OCyIeCTBIIEHA B CBs3H ¢ 10-THEBHOM 3apy0eKHOI KOMaHAUPOBKOM TUPEKTOPA.

PG3OJIIOLII/I$I COCTAaBJIACTCA ITPOU3BOJILHO.

IIpakmuyeckoe 3adanue: cocmasbme u 0popmume 00BACHUMENLHYIO 3ANUCKY
Wucnexrop kanuensipun 3A0 «Cupuyc» WM. PycakoBa B COOTBETCTBUHM C NPUKA30M

re"epanbHoro aupektopa ot 12.03.2005 Ne 45 nomxkna Obu1a k 12.04.2005 mpoBecTH SKCHEPTHIY
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LEHHOCTH JOKYMEHTOB, XpaHSIIMXCS B KaHUeIspuu. B cBsI3u ¢ AiuTenbHOM OOJIE3HBIO
3aBenytonieit kanuenspueit .. PycakoBa ucnonHsiia ee 003aHHOCTH U HE CMOTJIA BBITOJIHUTD
nopydenue B cpok. [locne BbIxona Ha paboTy 3aBeayromias KaHuensipueid norpedosana ot U.1.

PycakoBoii 00BSICHUTEIBHYIO 3aITUCKY.

IIpakmuyeckoe 3a0anue: cocmagums 0e1080e NUCbMO

Bbl — HavanpHUK OT/AENA JAETOMPON3BOACTBA O0NaIMUHUCTpaluu. Buepa npoBeneH 9 B
roay npesuanyM kosuteruu npu ['yoepunarope bpsuckoit oomactu A.B. Tumodeere. Hauanbauk
opuandeckoro ornena E.P. CunuH BHeEC IpemioKeHHE MO peopraHu3ald aJIMUHUCTPALMHU
Bpsackoii obnactu B [IpaBurensctBo bpsinckoii obmactu. I'yoepnatop BpsiHckoit obnactu A.B.
TumodeeB cipocuit OKJIaTINKa O KOJTUYECTBE 3aMecTuTeneit [ 'ybepHaropa B HOBOM CTPYKType,
MPEIOKIIT COKPAaTUTh MX Ha 2 enuHuIbl. [lopydeHo ympaBieHHIO TO KaapoBoil pabote K |
kBapTaiy 2017 roga moAroTOBUTH MPOEKT peopranu3anuu. HavanbHuKy nenapramenTa GuHaHCOB
I1.E. BrnacoBy nmpocumnTarh pacxoasl o peopranuzanuu ko Il ksaprany 2017 rona.

Bam HeoOxoaumo Hammcath nuchMo Ha uMms [lpencenarenst bpsiackoit oomnactHoi J{ymbr
A.E. EnuceeBa 3a moAnuchIo Baliero pykoBoauTes — 3amecturens ['yoeprnaropa A.A.Ilomo3oBa.
B nmuceme, cornmacuo 3anpocy u3 Jymsr (Ne 1-342 ot cerogusiHero yncia) —pouHGOpMHPOBAThH

EnuceeBa 0 TOM, 4TO IPOU30LIIO HA MPE3UIUYME.

IIpakmuyeckoe 3adanue: ogpopmums ROIHBIN NPOMOKOJL NO NPEONONCEHHOU CUMY AYUU.

B 3A0 «/Ipurarenp» cocTtosuioch 3acenanve texHuueckoro Coseta npu ['eHepaibHOM
mupektope T.J1. ['naronese nox ero npeaceaaTeabCTBOM, B IPUCYTCTBUH Beex wieHOB Cosera (16
yenoBek) u cekperapss Cosera. CoBer 00CyXIam BOINPOCHI O cocTOsiHMM paboTel 3A0 3a
OpolleAmnii roq U nepcnekTuBbl pazButus OOmectBa B OyaylmeM rofy, O BBITOJHEHUH
IIPOrpaMMBbl  BBITYCKAa NPOAYKIMM M ee peanusaunuu. [lo mepsBomy Bompocy IOKIan nenal
3amectutenb ['eHepanpHoro aumpexkropa K.A. PycnaHoB, KOTOpelii Jan pa3BEpHYTYIO
XapakTepUCTUKy JnesTenbHOocTH OOIiecTBa, OTMETHJI PACIIMpPEHHE COTPYIHHUYECTBA» C
naptHepamu B Jpyrux pervoHax. K. A. PycnaHOB HOJ0XKWI O MOANMMCAHWM COTJIAIIEHUS C
YHUTapHbIM npeanpustueM «TypOuna» u ero mepcrnektuBax aias OOmectBa. CoBeT NpPUHSII
peleHre o 3akKIYeHUH JoroBopa ¢ mpeanpustueM «TypOuHa» O BBITYCKE 3amyacTteld JUis
CEJIbCKOXO03sMCcTBEHHOU TexHUKH. Kommepueckuil aupekrop AnTOoHOB M.K. nomoxun o
COOJIIOJICHUH TUIAHOB PealM3alii TOTOBOW MPOIYKIIMU, OTMETUB MPU 3TOM TPH Cilydas CPhIBOB
IOCTaBKU M HapymieHuss OOLIeCTBOM CBOMX 0053aTENbCTB U3-3a HENPABHIIbBHOW KOMIUIEKTAI[MH
3aKa3oB. IIpUuMHON TAaKOro MOJOXEHHUS SBUJIOCH OTCYTCTBHE COBPEMEHHOIO CKJIaJCKOIO

oOopynoBanusi. PemieHne 1o BTOpOMYy BOMpOCY cozepkaio mnopydeHune Kommepueckomy
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nupektopy AHTOHOBY M.K. MOATOTOBHMTH OOOCHOBAaHHME TPOEKTa PEKOHCTPYKIIUM CKJaaa

IPEATPUATHS.

Ipaxmuueckoe 3adanue: cocmagumes OIAHK HOMEHKIAMYPbL 0ell U PEKGUIUNIDL
HOMEHKJIATYPHI JIeJT 10 TeKCTa.
®dupma: 6psackoe OO0 «Paccer», HomeHKnaTypa aen Ha 2017 rox. dupexkrop OO0 —

Anton UsBanosuy Tenerux.

Ilpaxmuueckoe 3a0anue: cocmagumes omeem 6 sude 0en08020 NUCbMA HA obpawyeHue
2paNCOaHUHA.

B kaHumenmspuio KoMMepyecKoro OaHkKa «ATJIAHTHYECKUH TpaH3uT» 27 sSHBaps
T.I.IOCTYMNWJIO MUCHMO OT rpaxkaannHa MBana EBrenseBnua TyxukoBa. OH POCUT pYKOBOJICTBO
0aHKa TIPEIOCTAaBUTh €My OCCIPOIIEHTHYIO CCYy Ha TMATh JIeT («Ha MOTPEOUTEITbCKUE LIETN).
CocraBpTe OTBET OT IMIAa JUpeKTopa OaHka AHApes MarBeeBuua TuTOBa, TJe W3BECTHUTE
3asIBUTEIISA, 9YTO CPEIU MOTPEOUTENHCKUX KPEIUTOB OaHKA MTOTIOOHBIX KPEAUTHBIX TPOAYKTOB HET.

O3HAaKOMUTCA C KPEIUTHBIMHU TPEIIOKEHUIMH MOXHO B oduce Oanka (BbpsHCK,

yi.Bepranckoro, 4, od. 3) wiu Ha caiite 6aHkKa: www.a-tranzit32.ru

Ilpakmuueckoe 3adanue: NOO020MOGUMb NYOIUYHOE GbICIYNIEHUE NO NPEONONHCEHHOU
cumyayuu.

[ToAroToBUTH HOKIAA O CBOCH IpyIIie OT UMEHU CTapOCTHI TPYIIIBI UTS BBICTYIUICHUS HA
Bceepoccuiickom cnére crapocT. B BBICTYIUIGHMM O3BY4HTh Y4YeOHYIO U BHEYYEOHYIO

JeSITeIbHOCTD TPYIIIbI, 0COOEHHOCTH CICIUATN3aIIH, OyAyIlue KapbepHbIE MEePCIIEKTUBBL.

IIpakmuueckoe 3adanue: cocmagbme u opopmume 3as61enue Ha OMNYCK
Bol — HauvanpHuk opranmzanuoHHoro otaena OOO «Cucrtema-bpsiHck». OT0 Bamn
OCHOBHOH OTIYCK, KOTOpBIi BbI Oepere Ha 30 aueli ¢ 12 aBrycra T.r. 3aMeCTUTENb IUPEKTOPA MO

kaapam OOO — Oner UBanosuu Kopo6oB.

[IIkxama 1 KpUTEpUU OIICHUBAHUS KOHTPOJIBHBIX PabOT

Ixaja oneHUBAHUA Kpurepun oneHuBanus

«OMAUYHON OO6yuatomuiics rTy00KO U COIepKaTeNbHO PACKPBIBAET TEMY
KOHTPOJIbHON paboThI, HE JOMYCTUB OMTUOOK. OTBET HOCUT
Pa3BEPHYTHIN U UCUEPIIBIBAIOIINN XapaKTep.

«XOpOULO» OO0yJarmuiics B 1IEJIOM PACKPBIBAET TEMY KOHTPOIBHOM
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paboThI, OTHAKO OTBET HE HOCHUT Pa3BEPHYTOTO U
HCUCPIIBIBAIOIIETO XapaKTepa.

«y0081€MBOPUMENLHOY OO6yyaromuiicst B I€JIOM PacKpbIBaeT TEMY KOHTPOJIbHOM pabOThI
U JIOITYCKaeT Psii HETOYHOCTEH, (pparMeHTapHO PACKpPBIBACT
coJiep’KaHue TEOPETUYECKUX BOIIPOCOB MIIM UX PACKPBIBAET
COJIEpIKaTeNbHO, HO JOINYCKasl 3HAYUTEIbHbIE

HETOYHOCTH.

«Heyoosremgopumenvro» | OOydaromuiics He BIaJeeT BHIOPAHHON TEeMO KOHTPOJIBHOM
pabotel. Tema KOHTPOJILHOM pabOThI HE PaCKPhITA

IMPUMEPHBIE TEMbBI TOKJIAAOB (PE®@EPATOB) 11O JUCIUIIJIMHE

l. Pa3zButne 3akoHOJATEIbHOM periaMeHTanuu paboThl ¢ JAOKyMeHTamMu B Poccuiickoii

®enepanuu B 1990- €2013 rr.

2. AHanm3 MHCTPYKIMHM TI0 JETOTPOU3BOJACTBY (Ha NMpUMEpPe WHCTPYKIIUH KOHKPETHOM
OpTraHU3aITIH)
3. AHaNM3 TOJDKHOCTHBIX HHCTPYKIIUHA paboTHUKOB City)0b1 JIOY (Ha mpuMepe MHCTPYKIIUMA

KOHKPETHOI'O YUPEKICHUSA).

4. AHanu3 CTpYKTYphl M (YHKIMHA CITyKObI AETONPOU3BOACTBA (HA MPUMEpPEe KOHKPETHOM
OpraHU3aIVH).

5. Opranu3anus padotsl cyx0s1 IOY (Ha mpuMepe KOHKPETHOM OpraHu3aIum).

6. Opranuzanus JOKyMEHT0000poTa (Ha mpuMepe KOHKPETHON OpraHu3alui) U OCHOBHBIC

HaIlpaBJICHUA €T0 COBCPUICHCTBOBAHUA.

7. Opranu3anus perucTpaiyy JOKYMEHTOB (Ha MpUMepe KOHKPETHOM OpraHu3aIim).

8. MeToapl OpraHW3alid KOHTPOJIS 3a KCIOJHEHHWEM JOKYMEHTOB IIPH TPaJAHIIMOHHOM
JIETIONPOU3BO/ICTBE.

9. Opranuzanus paboTsl ¢ 00palIeHUSIME TPaKIaH B TOCYJAPCTBEHHBIX YUPEKICHUSIX.

10. Mertoarka cCOCTaBICHUSI HOMEHKJIATYPbI €] YUPEKICHHUS.

11. [TpoGaemMbl SKCIEPTU3BI IICHHOCTH IOKYMEHTOB B JIEJIONPOU3BO/ICTBE.

12. OnbIT Opranu3anuy padoThl C TOKYMEHTaMU 32 pyOexoM.

[[Ixana u KpUTEpUN OIIECHUBAHMS TOKJIA0B (pedepaTon)

Illkana oueHNBaHUS Kpurtepuu oneHuBanus

«OMIUYHOY OOyuaronuiicst TIyOOKO U COJIep>KaTeIbHO PACKPBIBAET TEMY
noknana (pedepara), He JOMYCTUB OMTMOOK. OTBET HOCHUT
Pa3BEPHYTHIM U MCUEPIBIBAIOIIUN XapaKTED

«XOpoOuio» OOyuaromuiics B II€JIOM pacKpbIBaeT TeMy JokIaaa (pedepara),
OJTHAKO OTBET XOTsI Obl HA OJIMH M3 HUX HE HOCUT Pa3BEPHYTOrO U
MCYEPIBIBAIONIETO XapaKTepa.

«yooenemeopumenvioy | OOy4aromuUics B 1I€JIOM pacKphIBaeT TeMy JoKiana (pedepara) u
JIONTYCKaeT psiJl HETOYHOCTEH, PparMeHTapHO pacKphIBaeT
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coJiep>KaHue TEOPETUYECKUX BOIIPOCOB MIIM UX PACKPBIBAET
CoJIepKaTeNIbHO, HO JIOMYCKasl 3HAYUTEJIbHbIE HETOUHOCTH

2.2 Ilpome:xxyTOUHAS aTTECTALUSA

NNEPEYEHDb BOITPOCOB JJIA ITOATI'OTOBKH K 3AYETY

1. CBs3b uHpopMay U ToKyMeHTa. Poib nH(OpMaIiy B COMANbHBIX M SKOHOMHUYECKUX
nporeccax.

2. JIOKyMEHT U €ro MECTO B CUCTEME yIIPaBJICHHUS.

3. JlokyMEHTOBEIeHUE KaK HayyHasl AUCLUIIINHA U €€ CBA3b C APYTHMHU HayYHBIMU
JUCHHUTIITMHAMU.

4. OnpeneneHue T0OKyMEHTa B HOPMAaTUBHBIX aKTaxX.

5. 3akoHoAaTenbHAs U HOPMaTUBHAS PErjaMeHTalNs JOKYMEHTUPOBAHUS B JOPEBOIIOLIMOHHOM
Poccun.

6. 3akoHOaTeNbHbIE aKThl 00 0053aTENILHOCTH TIOKYMEHTHPOBAHUS NHPOPMALIUH.

7. IlonsTre knaccuduranuu T0KyMeHTOB. Buabl kinaccudukanuu. Pa3BuTre 10KyMEHTHON
kinaccudukanuu B Poccun.

8. OOmue 1 yacTHble GYHKIUHU TOKYMEHTA. 3aBUCUMOCTh MOHATHUSA «TOKYMEHT» OT €ro
¢ynkunu. Bnusaue QyHKIMIA JOKYMEHTa Ha €r0 CTPYKTYPY.

9. 3aBUCUMOCTb MOHATHS «TOKYMEHT» OT €ro (DYHKITUH.

10. PazBuTHe NOHATUS «TOKYMEHT.

11. TlonsiTue «uHpOpMaLus» U €ro pa3BUTHE IPUMEHUTEIHHO K JJOKYMEHTOBEICHHUIO.

12. ABTOp TOKyMEHTa, MOPSA0K 0003HAYCHHSI OPTaHU3aLMU-aBTOPA TIOKYMEHTA.

13.TOCT P 7.0.97-2016. Ero conep>xanue, 3HaueHue, 0COOCHHOCTH BHEIPEHUSI.

14. JlatupoBka nokyMeHTa. JlaTa Kak cocTaBHas 4acTh psija peKBU3UTOB. TpeboBaHus

K 0(hOPMIICHHIO JaTHl.

15. dpeBHeiimue Matepuansl 1y nucbma. M300perenne 6ymaru u COBEpIICHCTBOBAHUE €€
IIPOU3BO/ICTBA.

16. Uctopust BOBHUKHOBEHUS W PA3BUTHS OTACIbHBIX BUIOB JOKYMEHTOB.

17. VcTopust pa3BUTHSA OTACIBHBIX 3JIEMEHTOB (hOpMyJIsipa JOKYMEHTA.

18. Kunonoxymentuposanue. IlosiBnenue, passutue. Buneosanucs. Kpurepuu nennoctu
KMHOJOKYMEHTOB.

19. Konmuu 1OKyMEHTOB, MX HCTOPHYECKOE Pa3BUTHE U BUIBL. JlyOnuKaT qoOKyMeHTa.

20. MarepuanbHas COCTaBISAIONIAs JOKYMEHTA U €€ pa3BUTHE.
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21. OOBEKT U IpeAMET U3yUCHHUS B TOKYMEHTOBEICHUH. MeTobl B TOKYMEHTOBEUECKUX
UCCIIEI0OBAHUSX.

22. HopMaTHBHO-METOUYECKHUE aKThI, pErIAMEHTUPYIONINE CO3/IaHue U 0OPMIICHHE
JTOKYMEHTOB.

23. O6o03naueHue aapecara. [IpaBuia HamucaHus U MeCTO ajipecara B hopmyIsape
JIOKYMEHTA.

24. O6merocynapcTBeHHas yHu(UKanus 10KyMeHToB. @opMel yHHDUKaLNK.

25. O6mume TpeboBaHUs K TEKCTY TOKyMeHTa. JIorndeckas CTpyKTypa TEKCTa.

26. OnepaTuBHAs U UCTOPUYECKas (PETPOCTICKTUBHAS ) TOKYMEHTHAst HH(POpMAIIHsI KaKk
ennHast UHQpOpPMAIIMOHHAs CHCTEMA.

277. OCHOBHBIE TEXHOJOTUN KOMUPOBAHUS U PA3MHOKEHUS JOKYMEHTOB

28. OcHOBHBIE (haKTOPBI, ONPEACISAIONINE PAIMOHATHHYIO OPTaHU3AIIHIO
MH(}OPMaLMOHHO-A0KYMEHTAIIMOHHOTO O0CITYKUBaHUSI YIPABIEHYECKOU JEATEIbHOCTH.
29. Oco0eHHOCTH JOKYMEHTUPOBAHUS IEATEIILHOCTH KOJUIETHaIbHBIX OPTaHOB.

30. OcobeHHOCTH popMyIIsipa TOKYMEHTOB, MOTYYEHHBIX PAa3TUYHBIMU CIIOCOOaMU
JIOKYMEHTHUPOBaHUS (TEKCTOBBIMHU, MAIIIMHHBIMK, KHHO-, (DOTO-, (HOHO-, TEXHUUCCKUMH ).
31. OrmeTku Ha JoKyMeHTaX. VX posib B TPOXOKAECHUHN U UCTIOJTHEHUH IOKYMEHTA,
MecTO B (hopMyIisipe JOKyMEHTa.

32. OTTHCK MeYaTu Kak peKBU3UT JoKyMeHTa. Ciydau 00s13aTeIbHOr0 IPOCTABICHHUS
repOOBOM NeYaTH Ha TOKYMEHTaX.

33. [lopgnmuuuauky 1 konuu. Buasl konuid. [Topsaok yaoCcTOBEpEHUM KONTUMA.

34. TloayMHHBIE U TIOITIOXKHBIC JOKYMEHTHI. Bubl hanbcudukanum JOKyMEHTOB.

35. Iloanuch Kak COCTaBHAS 9YacTh PEKBU3UTOB (TIEPEUYHCIUTE BCE PEKBU3UTHI).

36. [loHsiTHE «PEKBU3HUT NOKYMEHTa». [I0CTOSIHHBIEC U IEPEMEHHBIE PEKBU3UTHI.

37. IloHsATHE «CUCTEMBI JOKYMEHTAITUN», PA3BUTHE CUCTEM. Y HU(DUIIMPOBAHHBIE
CHUCTEMBI IOKYMEHTALIUH.

38. IlonATHE «3MEKTPOHHBIN ToKyMeHT». Kitaccudukaims u XxapakTeprucTuKa COBPEMEHHBIX
HOCHUTEJIeH HH(pOpMaITUN

39. IonsTHe «OMaHK» IPH CO3aHUH TOKYMEHTA. bllaHKu penpusTuii pa3aundHbIX
¢dbopM COOCTBEHHOCTH.

40. [ToHsATHE KOMILIEKCOB TOKYMEHTOB. [IpoCThie KOMILIEKChI TEKCTOBBIX JTOKYMEHTOB.
41. IlonsiTve ¥ NPU3HAKK OPUTHHAJIA JOKYMEHTA.

42. IToHATHS «LIEHHOCTh JOKYMEHTa», «IKCIEpPTU3a IEHHOCTU». [1opsaaoKk olleHuBaHus
JIOKYMEHTOB.

43. Ilopsnok noanucanus JoOKyMeHTOB. @opMbl moanucaHus 10KyMeHToB. [loanucu
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KaK COCTaBHas 4acTh psiJia PEKBU3UTOB.

44. TTopsanok coriacoBanus JOKyMeHTOB. OdopMiieHne BHYTPEHHETO U BHEIITHETO
COIJIACOBaHUS.

45. IMopsaok 1 ciocoObl YTBEPKICHHS TOKYMEHTOB.

46. IIpaBoBOE peryJInpoBaHue MPOLECCOB IEKTPOHHOTO JOKYMEHTUPOBAHUS. DJIEKTPOHHAS
1 poBast MOAIHKCH.

47. Pa3zBuTHe yHU(UKAIUN U CTAaHJAPTU3ALMH JJOKYMEHTOB BO BTOPO# MOI0OBUHE XX B.

48. Pazsutne popmyisipa nokymenta B XVI-XX BB.

49. PexBHU3UT «agpecaTy, ero 3HaAYCHUE U COBPEMEHHBIC TPEOOBaHMS K 0(OPMIICHHUIO.

50. PexBu3UTHI, IPUAAIOIINE JOKYMEHTY IOPUANYECKYIO CUILY.

51. Ponsb 3akoHOomatenbHbIX akToB X VIII B. B yHU(DUKAIMH TEKCTa OT/ICTBHBIX BHIOB
JTIOKYMEHTOB.

52. ClOXHbI€ KOMITJIEKCHI TOKYMEHTOB.

53. CocraB OpraHM3alMOHHBIX JOKYMEHTOB, UX XapaKTEPUCTHUKA.

54. CoctaB ynocroBepeHus T0OKyMeHTOB. [IpaBuiia ohopmiieHUs! peKBU3HUTOB, YIOCTOBEPSIOLINX
JTIOKYMEHT.

55. CriocoObl ipeicTaBIeHHsS] YHU(PUITUPOBAHHBIX TEKCTOB (aHKETHI, TAOJHUIIBI, TpadapeTHbIe
TEKCTHI).

56. Crenorpadusi, MUKTOrPaMMBI U JIOTOTPAMMBI; UX COBPEMEHHOE IIPUMEHEHHUE.

57. CylmHOCTh OHATHUS «TOKYMEHT» U €r0 Pa3BUTHE.

58. TekcToBOE JOKYMEHTUPOBAHUE U 3TAMBI €70 PA3BUTHA.

59. TexHuueckoe JOKYMEHTUPOBAHUE U 00JIaCTH ero MpuMeHeHuss. OCHOBHBIE TPYIIIIBI
TEXHUUYECKOHN TOKYMEHTALIUU U BUbl TEXHUYECKUX JOKYMEHTOB. [loHsATHE OpUrrHaia B
TEXHUYECKOH TOKYMEHTAaIIUH.

60. TpeGoBaHus K KOHCTPYHpPOBaHUIO OJaHKOB. Buipl Oi1ankoB. bianku opranuzanuii u
OPEANPUATHIA Pa3InYHbIX (OPM COOCTBEHHOCTH.

61. TpeOoBaHUS K COCTABICHUIO U O(DOPMIICHHUIO aKTa.

62. TpeGoBaHUs K COCTABJIICHUIO U OPOPMIICHUIO HHPOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB.
63. TpeGoBaHUs K COCTABIICHUIO U OPOPMIICHHUIO MPOTOKOJIA.

64. TpeboBaHUS K COCTABICHUIO U O(POPMIICHUIO PACTIOPSAUTENBHBIX TOKYMEHTOB.

65. TpeboBaHUs K COCTABICHUIO U 0(POPMIICHHUIO CITy:KeOHOTO nuchMa. PasHOBUAHOCTH
MUCEM.

66. Yauukams Tekcta JOKyMeHTa KaK OJTHO U3 HaIllpaBJICHUHN €ro COBEPIICHCTBOBAHUSI.
YHUGHUIUPOBaHHBIE TEKCThI, METOAMKA UX Pa3pabOTKU M CIIOCOOBI MPEICTABICHHS.

67. YHUpHUUHMPOBAaHHAS CUCTEMAa OPTaHU3AIMOHHO-PACTIOPSIINTEIHON JOKYMEHTAIIHH.
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68. danbcudukau 10KyMeHTOB. CiocoObI MOAAEITKN TOKYMEHTOB

69. ®ononoxymentupoBanue. [losBinenue, pazsutue, npumeHeHue. Kpurepuu ieHHOCTH
(OHOTOKYMEHTOB.

70. ®opManuzanms TeKCTa JOKyMEHTa. Y HU(PUKAIKS TeKCTa JOKyMeHTa. MeTo bl YHU(DUKAITUH.
71. ®opmyIsip JOKYMEHTA U €r0 COCTaBHBIC YacTh. IHIUBHUIyaIbHBIA U TUTIOBOH (OPMYIISIP

72. ®otonokymeHnTuposanue. llosBienue, pazsutue, npuMeHenrne. Kpurepuu eHHOCTH
($OTOIOKYMEHTOB.

73. YUepHOBUKH, NOJIMHHUKH, OPUTHHAJIBI JOKYMEHTOB. [Ipr3Haku opuruHania.

74. DneMeHThI TEKCTA: 3aroJIOBOK, MMPUJIOKEHUSI, TPEOOBAHUS K UX OPOPMIICHUIO.

75. JIMHrBUCTUYECKHE OCOOEHHOCTH TEKCTOB CIYKEOHBIX IOKYMEHTOB.

IlIkaja u KpUTEpUH OLICHUBAHUS 3a4€eTa

IIxana Kpurepun onennBanus
OlLICHMBaHUS
«3a4meHo» OneHnka «3a4TeHO0» BBICTABIIACTCS CTYACHTY, KOTOPBIN

- IPOYHO YCBOWJI NIPELyCMOTPEHHBIN IIPOrPAMMHBIA MaTepUa;

- MPaBWJIHHO, ApTYMEHTHPOBAHO OTBETHII Ha BCE BOTPOCHI, C
HNPUBEICHUEM IIPUMEPOB;
- MOKa3aJl TITyOOKHEe CUCTEeMAaTH3UPOBAHHBIC 3HAHNS, BIIaJICET
[IpUEMaMU PaCCYKACHUS U COIIOCTABIAET MaTEpHUal U3 Pa3sHbIX
HUCTOYHUKOB: TCOPHUIO CBA3BIBACT C MPAKTUKOM, IPYTUMH TeMaMHU
JaHHOT'0 Kypca, APYruxX U3y4aeMbIX [IPEIMETOB

- 0e3 omMOOK BHITIOJHUJ IPAKTUYECKOE 3aIaHNC.

«He 3a4MeHo» OreHKa «HE 3a4TEHOY BBICTABIISETCS 00y4aIOIeMyCsl, €CITU: OH HE
3HAET OCHOBHBIX OMpPEICIICHU, HEMTOCIeI0BAaTEICH U COMBYMB B
U3JI0’)KEHUU MaTepuaa, He 00JIaaeT OnpeeICHHON CHCTeMOt
3HAHWH MO TUCIUIIIMHE, HE B TIOJTHOM Mepe BJIaJieeT HE0OXOAMMBIMH
YMEHHSIMHM M HaBBIKAMU TIPH BBITIOJTHEHUH MPAKTUISCKUX 3a/IaHUH.
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