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1. Ileau 1 3a1a4u 0CBOEHUSI AUCIHUILINHBI

[enbto OCBOEHUS JUCLUIINHBI «/loxkymeHTanmoHHoe oOecrieueHue u
JIeNTOTIPOU3BOICTBO» SIBJSIETCS COPMHUPOBATH Y OOYYarOIIMXCS 3HAHUE OCHOB YIPABICHHS
JOKYMEHTHPOBAaHHOU MH(OpMAIMEH, BKIIIOUasi TECOPETUYECKUE 3HAHUS O IOKYMEHTE M HOCUTEIISAX
UH(pOpMAaLIUH, TPAKTHYECKUE HABBIKHU 10 BBIOJHEHHUIO OCHOBHBIX ONEpalMid ¢ JTOKyMEHTaMU B
JIeNIOTIPOU3BOJICTBE OpraHM3alii, OCOOEHHOCTH paboThl € OpraHU3alMOHHO-CIIPABOYHBIMH
JOKYMEHTaMH, 00palieHUsIMH I'paXkJ1aH, KOH(PUICHIINATbHBIMU TOKYMEHTAMHU.

3ajauaMu  M3y4YeHHMd  AMCLHUIUIMHBL  «/lokyMeHTanmoHHoe — obOecneueHue U
JEJIONIPOU3BOJCTBO) SBJISIFOTCS:

'] chopMupoBaTh MOHMMaHUE OO0YYAIOIIUXCS JIOTHUYECKH BEPHOTO M apryMEHTHPOBAHHOTO
JOKYMEHTUPOBAHHS  YNPABICHYECKOM  NEATENBHOCTH, OCYIIECTBIEHUS  JIE€JI0BOM
IIEPETINCKH;

'] 03HAKOMUTH OOYYAIOIIMUXCS C TEOPETHUYECKUMH M METOJOJOTHYECKUMH OCHOBAMH,
HOPMAaTHUBHO-TIPABOBOM 0a30i JOKYMEHTAIIMOHHOTO 00ECIIeUeHUs YIIPaBICHHS;

| BBIIBUTb OCOOCHHOCTH NMPUMEHEHUS TEXHOJOTHH CO3JaHHs TOKYMEHTOB, UCIOJIb30BaTh

X B HpaKTquCKOﬁ ACATCIIBHOCTH.

2. MecTO IMCHMILTHHBI B CTPYKTYpe 00pa3oBaTeibHOM IPOrpaMMbl
JucuummuHa «Jl0OKyMEHTAIMOHHOE OO0ECTeueHUe M JEIOMPOU3BOJCTBO» OTHOCUTCS K
(bakynbTaTUBHBIM  JHUCUUIUIMHAM  4acTH, (OpMUPYEMOl y4YacTHMKH 0OOpa30BaTeIbHBIX
oTHomeHui, 6oka bl «Jlucnummuael (Mogynu)» ydeOHoro miaHa, corsiacHo ®I'OC BO ans
HanpasyieHus noaroroBku 38.03.02 MeHeKMEHT.
JucuummuHa «J{oKyMeHTaIlMOHHOE 00eCTIeueHUE U JISIIONPOU3BOICTBOY HAXOAUTCS B
JIOTUYECKON U COAEPKATEIbHO-METOANYECKON B3aUMOCBSI3H C TUCIUIIMHAMU: MEHEIKMEHT;

VYpasneHue nepcoHaniom; YmpasieHue ON3HeC-TIPOIIECCaMH.



3. IliianupyemMble pe3yJbTaThbl 00y4eHHs

Koa m HauMeHoBaHue
KOMIIETEeHIIUH

Koa n HauMeHOBaHUe MHAUKATOPA 10CTUKEHUS
komnerenuuu (MJIK)

IIlnanupyemsble pe3yJbTaThl 00y4eHHs

OIIK-1. CnocoGeH pemaThb
npodeCCHOHANIBHBIC 3a/lauu
Ha OCHOBE 3HAaHUM (Ha
MIPOMEKYTOYHOM YPOBHE)
3KOHOMUYECKOM,
OpraHU3aIlMOHHOMN U
YIPABICHUYECKON TEOPUU

NOIIK-1.1. 3naeT cnocoObl pemeHus MpodecCHOHATHHBIX
3aJa4 Ha OCHOBE 3HAHUI (Ha MPOMEKYTOUHOM yPOBHE)
SKOHOMHWYECKOW, OpPraHM3allHOHHOW W  YNPaBIEHYECKOU
TEOPHH.

HOIIK-1.2. ¥YMmeer pemats npodeccHoHalbHbIE 33Jaud Ha
OCHOBE 3HaHUH (Ha IPOMEKYTOYHOM YPOBHE)

OKOHOMHYECKOW, OpraHU3allMOHHOW W  YIPaBICHYECKOM
TEOpUH.

NOIIK-1.3. Bnageer HaBbIKaM¥ peIeHUS
npodeCCHOHANBHBIX  3a/ad  Ha OCHOBE 3HaHWW (Ha

IPOMEKYTOYHOM YPOBHE) SKOHOMHYECKOH,
OPTraHU3allIOHHON W YIIPABICHUYECKOW TEOPHUH.

OIIK - 6. Cnoocoben
MOHUMATh TIPUHITUITBI
paboTsl COBPEMEHHBIX
UH(POPMALIMOHHBIX
TEXHOJIOTHI 1
UCIIONB30BAaTh WX  JUIS
pereHus 3ama4
npoecCHOHATBLHOM
JeSITeTbHOCTH

HOIIK-6.1. 3naeT ocHOBBI MH(POPMAIIMOHHBIX TEXHOJOTHI
HOIIK-6.2. YMeeT BBINOIHATH NPAaKTHYECKHUE PaOOTHI MO
HACTPOIKE KOMIBbIOTEPHOM TEXHUKH

HOIIK-6.3. Bnageer HaBbIKaMU pabOThl C MPUKIATHBIM
IpOrpaMMHBIM 00eCTieYeHnEM

3HaTh:

e OcCHOBHEIC MPUHIIUIIBI 9KOHOMHYECKOH,
OpraHU3alMOHHOW M  YIPAaBICHYECKOW  TEOpHH,
NpUMEHSEMbIE JJIS  pelieHUuss MPoPeCcCUuOHATHHBIX
3aJ1a4.

e OcHOBBI MH(MOPMAITMOHHBIX TEXHOJIOTHH, UX DPOJb B
COBPEMEHHBIX OpraHu3aIusiX.

Ymersn:

e Pemiats mpodeccroHanbHbIE 33124 ¢ UCTIOIb30BAHUEM
SKOHOMHUYECKOM, OpPraHMU3allMOHHON U YIIPaBJICHUYECKON
TEOPHUH Ha MPOMEKYTOUYHOM YPOBHE.

e BBHIMOMHATH MpakTHUECKHE padOTHl IO HACTPOUKE
KOMITBIOTEPHOM TEXHUKHU ISl PEIICHUS MPUKIATHBIX
3a/ay.

e [IpuMeHsTh TPHUKIAIHOE TPOTPAMMHOE OOecreueHue
JUTSI BBITTOJTHEHUS PO eCCHOHAIbHBIX 3aa4.

Baaners:

e HaBpikamMy aHain3a W NPUMEHEHHS SKOHOMHYECKOM,
OPraHU3alMOHHOW W YIPABJICHYECKOW TEOpUM IS
MOMCKA PEIICHUI B TPo(hecCHOHaTbHOM ACSITEIIBHOCTH.

e TexHUMKaMM HACTPOMKHM M aJanTaludyd KOMIIBIOTEPHOU
TEXHUKH JUJIS1 HYK]l OpTaHN3al1H.

e IIpuemamu pabOTHI ¢ COBPEMEHHBIMHU MPOTPAMMHBIMHU
UHCTPYMEHTaMH, HEOOXOJUMBIMU JUISl pealli3aluu
po(hecCHOHANBHBIX 3a]1ad.




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 TemaTH4ecKHUH IJIAH TUCIUTLIHHDI

HaumeHoBaHue Buabl yueOHoii padoThl, BKJIOYAS Kommnere
pa3aesioB U TeM CaMOCTOSITEJIbHYIO PadoTy 00y4arommxcs u HIIUH
TPYA0EMKOCTH (B Yacax)
N3 Hux Camocto | Kypco | Konrpo
ayIUTOPHbIE | ATeJIbHASI | Bas JIbHAasI
3aHATHS pabora | paGora | padora
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Tema 1. Ucropus 8 | 10 1 - | - 9 - - OIIK-1,
pa3BUTHS OIIK-6
JIEJIONPOU3BO/ICTBA B
Poccun.
Tema 2. Ponn 8 10 1 - - 9 - - OIIK-1,
JIEJIOTIPOU3BOJICTBA B OIIK-6
yIpaBIeHUN.
Tema 3. ®opmupoBanue 8 10 - - |1 9 - - OIIK-1,
U BeJIeHUE OIIK-6
JIOKYMEHTO00O0pOTa B
OopraHu3alyu.
Tema 4. Knaccudpukamuu | 8 10 - - 1 9 - - OIIK-1,
JIOKYMEHTOB: BHUJIbI, OIIK-6
(GyHKIMM ¥ TIpaBHIIa
oopmieHus.
Tema 5. PekBU3UTHI 8 8 - - 1 7 - - OIIK-1,
oduIuaTbHBIX OIIK-6
JIOKYMEHTOB M MpaBUIIa
ux opopMieHUs
Tewma 6. Opranuzanus 8 8 - -1 7 - - OIIK-1,
OTIEPaTUBHOTO XPAHEHUS OIIK-6
Y UCIIOJIb30BaHUS
JIOKYMEHTOB.
Tema 7. JlenoBas 8 8 - - - 8 - - OIIK-1,
MEepEenuCcKa U SI3bIK OIIK-6
YIPaBICHUYECKUX
JIOKYMEHTOB.
Tema 8. DnekTpoHHBIN 8 8 - - | - 8 - - OIIK-1,
JIOKYMEHTOOOOPOT. OIIK-6
HToro no aucuunjange 72 2 4 66




4.3 ConepxaHue IMCUMILTAHBI

Tema 1. UcTopus pa3Butus aejaonpoussojacrsa B Poccun.

Uctopust oreuectBeHHOro Jaenomnpou3BojcTBa. CKiIaablBAHUE CHUCTEMBI IPABOBOM
JOKyMeHTaluu. /{enonpon3BoaCcTBO AOPEBOIIOLMOHHON Poccnn (mpuka3Hoe 1en0npon3BoJICTBO,
KOJUJIEXKCKOE JI€JIONPOU3BOJICTBO, MCIIOIHUTENIBHOE JEJIONPOU3BOACTBO). Jle10nponu3BoaCTBO B
coBeTckyto 3moxy (1917-1991 rr.) Eamnas rocymapcTBeHHas CHCTEMa JIE€JIOMPOU3BOJICTBA.
Jenonpon3BoicTBO B COBpEMEHHOM Poccuu.

Tema 2. Posib 1€J101pOU3BOICTBA B yIIPABJICHUM.

IIpenmer, conepkanue M 3a1auu Kypca. OCHOBHBIE IOHSTHS U ONPEIEIICHUS: JOKYMEHT,
JEJIIONPOU3BOJCTBO, JOKYMEHTOBEJIEHHE, JOKYMEHTAlMOHHOE oOOecredyeHue yIrpaBJeHHUs,
TOKyMeHT0000poT, pekBu3uThl, [ OCT. CtanmapTu3anus JIeI0MPON3BOJICTBA. 3aKOHOIATEILHOE
peryaupoBaHue AEJIOMPOU3BOACTBA: 3aKOHBI OOIEro NEHCTBHS U MOJ3aKOHHBIEC aKTHI.

Tema 3. ®opmupoBaHue U BeJeHHEe JOKYMEHT0000pOTa B OPraHU3ALMH.

JIOKyMEHTOOOOPOT, ~ TNOHSATHE, OCHOBHbIE TPEeOOBaHUS K €ro  OpraHU3aIHH.
JIOKYMEHTONOTOKHM, UX aHajJu3 M coBeplieHCTBoBaHMe. Kiaccudukanus TOKyMEHTOIIOTOKOB:
TOPU30HTAJIbHBIC, BEPTUKAJIBHBIE, BOCXOJSIINME, HUCXOIAIIME, BXOMAIIME, HUCXOIAIIUE U
BHyTpeHHue. [logcuer oOwvema nokymeHTOOOOpoTa. 3HaueHHE o0beMa JOKYMEHTO000pOTa.
OcHOBHBIE d3Tambl paboOTBl € JOKyMeHTaMmu. IlepBoHauanbHas o0OpabOTKa MOCTyHaromen
KOPPECIOH/ICHIINH, COPTUPOBKA JOKYMEHTOB M MX HIpeaBapurenbHas peructpauusd. Ilopsmok
MPOXOXKACHUSI BXOJAUINX M BHYTPEHHUX JTOKYMEHTOB. Perucrtpanus ciykeOHBIX JOKYMEHTOB,
NPUHIUIBI perucTpanuu. JJoKyMeHThl, mouiexkaiue oos3aTenbHol perucrpaunu. MHaekcamnms
JOKYMEHTOB. @OpMBI perucTpanuu JAOKyMeHTOB. CHpaBouHO-WH(GOPMAIIMOHHBIE KapTOTEKH.
Opranu3zanusi UCTIOJTHEHUSI AOKYMEHTOB. CpOKHM HMCHOJHEHUs NOKyMEHTOB. DOpMBI KOHTpOII,
aHAJIU3 UCTIOHUTEIHHON PabOTHI M CHATHE JJOKYMEHTOB C KOHTPOJIS.

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

OOmiee nmoHsATHE O NOKyMeHTe. OpraHu3allMOHHO - PACHOPSAUTENbHAS JTOKyMEHTAIUS.
Buael nokymeHToB 1 ux kinaccuduxamus. Lens knaccuduxarnum. Ilo HauMeHoBaHuIO, 110 CIOCO0Y
¢ukcanuu, MO CTENEHU CJIOXKHOCTH, MO CTENEeHHU TJACHOCTH, MO IOPUIMYECKON Ccuie, Io
IPOMCXOXKACHUIO, 10 CPOKAM XPaHEHHUS, TI0 CTEIIEHH 003aTeNbHOCTH, 10 CTENIEHH YHU(UKALINY.

Tema S. PekBU3UTHI 0PUIHAIBHBIX JOKYMEHTOB H IIPaBHJIA UX 0()OPMJICHUS.

30 OCHOBHBIX PEKBHU3UTOB O(PUIIMAIBHBIX JOKYMEHTOB M MpaBUiIa UX PACIIOJIIOKEHUS Ha
nokymente. CocraB u mpaBuia odopmiieHus pekBu3uToB gokymeHtoB. 'OCT P 6.30-2003 .
TpeboBanust k odopmiaeHHI0 peKBU3UTOB. CXEMbl PACHOJOXKEHHUS PEKBU3HTOB. PEKBHU3WTHI,

KOTOPBIC NOJIKHBI UCITOJIb30BATHCA IMPU U3TOTOBJICHUHA OJIaHKOB JAOKYMCHTOB.



Tema 6. Opranuszanusi OnNepaTUBHOI0 XpaHEeHHUs U UCNOJIb30BAHUS JOKYMEHTOB.

IlepBuunbie noxymentsl npeanpuarud. 'OCT P 7.0.8-2013. XpaHeHue NOKyMEHTOB B
IIPOLIECCE MX HMCIOJIHEHMs. XPAaHEHUE HMCIOJIHEHHBIX JOKYMEHTOB. ['OCynapCTBEHHBIH apXuB,
MYHUITUTIATBGHBIA  apxuB, Tpodwib apxuBa, apxuBHbIA (oHA, ApxuBHb ¢GoHA PO,
OOBCIMHECHHBIH  apXWBHBIK  (QOHA, apxXuUBHBIA  (GOHA  JUYHOTO  ITPOUCXOXKICHHUSI,
¢donnoo0OpazoBarenp, obecriedeHne COXPaHHOCTH JOKYMEHTOB.

Tema 7. Jle1oBasi nepenucKa M A3bIK YIPAaBJIEHYECKUX JOKYMEHTOB.

®enepanpublii 3ak0H PO "OO6 snexktponHOM 1udpoBoit noanucu". JlemoBas mepemnucka.
DONEeKTpOHHAs TMOAMKUCH, CEPTHU(PHUKAT MPOBEPKH SJIEKTPOHHON MONIMUCH, KJIHOY 3JIEKTPOHHON
MOJIMCH, YAOCTOBEPSAIOUIUI LIEHTP, CPEACTBA JIEKTPOHHOM noanucu. [IpaBoBoe perynupoBanuie
OTHOILICHH B 00JIACTH UCIIOJIB30BAHUS JIEKTPOHHBIX MOAMUCEH. BUIbI 37I€KTPOHHBIX MOAMHUCEH.
[Ipu3HaHue HANEKTPOHHBIX MOJANMCEN, CO3AAHHBIX B COOTBETCTBUM C HOPMaMH HHOCTPAHHOI'O
IpaBa U MEXAYHAPOJHBIMU CTaHIApPTaMHU.

Tema 8. D1eKTPOHHBIH JOKYMEHT000O0POT.

[TonsiTue AJIIEKTPOHHOTO TOKYMEHTO000pOTa B OpraHu3aluu. 00630p
ABTOMAaTU3UPOBAHHBIX CUCTEM YIpPaBJIEHUS JOKyMeHTaMu. [IpaBuiia mpuMeHeHHs JIEKTPOHHOIO
nokymeHtoooopora. Bumer 3J10. IlpaBa u 00s3aHHOCTH COYYaCTHHUKOB 3JIEKTPOHHOTO
B3auMoOJIeiicTBUS B cdepe ToKyMeHTooOopora. IIpuHIMNBI TpU3HAHUS — AJIEKTPOHHOTO
JOKYMEHTO000pOTa, MOAMUCAHHOTO HHU(POBOI MOANUCHIO, PaBHO3HAYHBIM JIOKYMEHTaM Ha
OyMa)KHOM HOCHTEIIE.

4.4. IlpakTH4yeckas NOAroTOBKAa

IIpakTHyeckass MOArOTOBKA pealU3yeTCs] IMyTEM IPOBEACHUS INPAKTUYECKUX 3aHATH,

IpeyCMaTPUBAIOLINX yYacTHEe OOYYalOIIMUXCS B BBIIOJHEHUH OTACIBHBIX 3JIEMEHTOB pPadoT,

CBSI3aHHBIX ¢ OynyIiei mpodeccuoHaIbHOMN A TEIIBHOCTHIO.

5. YueOHO-MeTOAUYECKOE, HHPOPMALMOHHOE M MATEPHATBLHO-TEXHUYECKOE
o0ecnevyeHne JUCHUILTHHBI

5.1 OcHoBHas JuTEparypa

1. Jlenonpou3BoJCTBO M JOKYMEHTAIMOHHOE  OOeCleYeHWe TOCYyJapCTBEHHOW |
MYHUIIUTNIATBHON cTyKO0BI : yueOHoe nmocodue / coctasurens FO. B. Mupromkuna. — CTtaBpornosnb
: CK®VY,2016. — 115 c. — Tekcer : anekTpoHHbli // JIaHb : 371eKTpOHHO-0MOIMOTEYHAsI CHCTEMA.
— URL: https://e.lanbook.com/book/155606

2. [lysanmosa, H.H. Opranuzamuss ¥ TEXHOJOTHUSA JOKYMEHTAIIMOHHOTO oOOecreueHus

ylpaBiieHus : yuyeOHUK M mpakTukym ais By3oB/ H. H. lllyBanoBa. — 2-e uzn., mepepad. u


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

norn. — Mocksa : HWznarensctBo [Opaiit, 2022. — 265 c.— (Bricmee oOpaszoBanue). —
ISBN 978-5-534-12358-6. — Tekcr : anekrponusiid // O6pazoBatenbHas miaardopma HOpaiit
[caiiT]. — URL: https://urait.ru/bcode/489984

5.2 lonosHuTEIbHAA JIUTEPATypa

1. Kyzuenos U.H. JlenoBoe muceMo : yaebHO-cripaBodHoe mocooue. - M. : Jlamkos u K, 2012
— 288 c.

2. JlenonpousBoACTBO U JIOKYMEHTOOOOpPOT B CHCTEME  TOCYJapCTBEHHOIO U
MYHUIIUTIATBHOTO yIpaBieHus : yued.-meroa. nocodue / E. B. 3aituesa, H. B. 'onuaposa ; M-Bo
oOpa3oBanus u Hayku Poc. @enepaunn, Ypan. penep. yu-t. — ExatepunOypr : U3n-Bo Ypai. yH-
Ta, 2017. — 178 c.

3. JlokymeHTOBeAIcHUE: Y UCOHUK IS CTYJEHTOB YUPEKACHUH BhIciero oopa3zoBanus / M.B.
Jlapun, E.A. [Inemkesuu, B.®. fukoBas, B.C. Munranes, 32 E.B. Tepeutsea, M.JI. I'aBnum;
HOJ pel. I-pa UCT. HayK, mpod. M.B. Jlapuna. M.: U3znatensckuil ueHTp «Axaaemus», 2016. —
320 c. — 800 k3.

5.3 IIpodeccnonanbHbie 0a3b1 JAHHBIX U HH(POPMALIMOHHBIE CIIPABOYHbIE CHCTEMBbI

1. Bceepocculickuil HaydHO-UCCIIEI0BATEIbCKUM MHCTUTYT JOKYMEHTOBEACHUS U apXUBHOIO
nena (BHUNIAA) http://www.vniidad.ru

2. OdurmanpHbIH CalT IIpe3unenra Poccuiickoi ®denepannn
http://www.president.kremlin.ru/mainpage.shtml

3. Iopran «'’APAHT.PY» URL: http://www.garant.ru (pecypcbl OTKPBITOTO JOCTYTIA)

4. IMopran «Koncynprantllmoc» URL:  https://www.consultant.ru/  (JueH3noHHOE
porpaMMHOE 00ecredeHne 0TEUeCTBEHHOTO MPOU3BOJICTBA)

5. [TopTtan rocyaapcTBEHHBIX 1 MyHUITMTIATBHBIX yeIyT http:// www.gosuslugi.ru/ru/

6. Caiit «Apxusbl Poccun» non arunoit denepanbHoro apxuBHoro areHrcrsa (Pocapxusa)
http://www.rusarchives.ru

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

8. Coser denepanun denepanbHOTrO Cobpanus Poccutickoit denepanun
http://www.council.gov.ru/index.html

9. QenepanbHas cayx0a 1Mo HaaA30py B cdepe CBA3M, MH(YOPMAIMOHHBIX TEXHOJOTHHA H

maccoBbix kommyHukanuit, ®I'YII HTL "Uudopmpeructp" http://www.inforeg.ru

5.4 MaTepuajibHO-TeXHUYECKOE U POrpaMMHoe odecrieyeHne (JIMEH3UOHHOE U CBOOOTHO

pacnpocTpaHsiemMoe)

10


https://urait.ru/bcode/489984?utm_campaign=rpd&utm_source=web&utm_content=4ad79e04bad8ee922fa6d42639332d9a
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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/

HaumeHoBaHue HaumeHoBaHue OcHalIeHHOCTH Ilepeuenn

AUCHUTLTUHBI crenuaabHbIX CrennaabHbIX JIMIIEH3HUOHHOT 0

(MonyJisi), IPaKTUK MOMellleHu U MoOMeIlleHU u MPOrpamMMHOI0

B COOTBETCTBHM C | NOMeIIEeHUH AJsi noMenleHuii 11 odecmeyeHusl.

Y4€OHBIM IJIAHOM CaMOCTOSITEJIbHOM CaMOCTOSITEJIbHOMI

padoThI padoThI

OT/I.B.03 Kabuner y4eOHBIE MECTa, Microsoft Windows

JIOKyMEHTAIIMOHHOE | JOKYMEHTAIIMOHHOTO | 000pyJOBaHHBIE XP

obecreyeHue 1 o0OecreyeHus 0104HOM MeOEIbI0, Microsoft Office

JIEJIONPOU3BOJCTBO | YIIPaBJICHHUS KOMIIBIOTEpPAMH C Kaspersky Endpoint
BBIXO/IOM B CETh JUist Ou3Heca
WHTEpPHET, pabouee Koncynbsrantlnroc
MmecTo npenoaaBateis B | AdobeReader
COCTaBe CTOJI, CTYII, Cisco WebEx
TymM0a, KOMIIBIOTEP Nudopmanmuonno-
MPEToAaBaTeNs C KOMMYHHKAITMOHHASI
BBIXOJ/IOM B CETh mwiatdopma
WHTEPHET, dKPaH, «Chepym»
MYJIbTUMEIUIHBIN

MIPOEKTOP, TEIEBU30D,
TEeMaTHYECKUE CTCH/IbI,
MPE3EHTaLlMOHHBIN
Marepuall, KOMIUJIEKT
0JIaHKOB TEXHUYCCKOM

JTOKYMEHTALNH
Aynuropus uis y4eOHbIE MeCTa,
CaMOCTOSTEIILHOM 000pyI0BaHHbBIE
paboThI 650uHO Mebenbio,

KOMIIBIOTEPaMH C
BBIXO/IOM B CETb
Nutepner,

MHOTO() YHKIIHOHAJIbHOE
YCTPOMCTBO

6. MeToanueckune YKazanud 1Jisd oﬁyqaloumxca M0 OCBOCHHIO JUCIUIIIMHBI

6.1 3aHATHSA JTEKIIHOHHOTO U CEMHMHAPCKOr0 (MPAKTU4Y€CKOIr0) TUIIOB

Meroanueckue ykazaHus s 3aHATHHI JEKIIMOHHOTO TUMA. B X0/€ JTEKIIMOHHBIX 3aHATHI
oOydaromeMmycst HE0OXOIMMO BECTH KOHCIEKTHpPOBAaHUE YydeOHOro Marepuana, oOpalarb
BHHMaHHUE Ha KaTeropuu, (GOpMyJIUPOBKH, PACKPHIBAIOIINE COACPKAHUE TEX WM UHBIX SBJIICHUN
M TIPOIECCOB, HAay4YHBIC BBIBOABI M TMPaKTHUECKHE peKkoMeHaanuu. HeoOxomumo 3amaBaTh
MPENOJABATEN0 YTOYHSAIOLIIME BOINPOCHI C LENBI0 YSACHEHUS TEOPETUUYECKUX ITOJOKECHUH,
paspelieHus ClIOpHBIX CUTYalUi.

[lenecoo6pa3Ho gopabaThiBaTh CBOW KOHCIICKT JICKIIMH, JIeJiasi B HEM COOTBETCTBYIOIIHE
3allMCA U3 OCHOBHOW M JIOTIOJHUTEIBHOW JIMTEPATyphbl, PEKOMEHOBAHHON MpenojaBaTeiieM U

PeyCMOTPEHHON y4eOHOM MporpaMMOid JUCIIUILTHHBL
11


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

Metoauyeckue yKazaHUs JUIS  3aHATUA CEMHHApPCKOTO  (MPaKTUYECKOro) THIIA.
[IpakTudeckue 3aHATHS TO3BOJISIOT PAa3BUBATh Y OOYYAIOMIETOCS TBOPYECKOE TEOPETHUYECKOE
MBIIIJICHHE, YMEHUE CAMOCTOATEABHO H3y4aTh JIMTEPATypy, aHAIU3UPOBATL IIPAKTUKY, yd4ar
YeTKO (OpMYIHpOBATh MBIC/Ib, BECTH IUCKYCCHIO, TO €CThb MMEIOT HCKIIOUUTEIHHO Ba)KHOE
3HaY€HHE B PA3BUTHU CAMOCTOSITEIbHOTO MBILIUICHHUS.

[TogroroBka K MNpakTUYECKOMY 3aHATHUIO BKJIOYaeT naBa drtana. Ha mepBoM »sTame
0o0yJaromuiics TUTAHUPYET CBOKD CAMOCTOSTEIhHYI padoTy, KOTOpas BKIIOYACT: YsSICHEHUE
3aJjaHUsl Ha CaMOCTOSTENbHYIO PabOoTy; MOJ0Op OCHOBHOM M JOIMOJIHUTENbHOW JIUTEPaTyphl;
COCTaBJieHHE IJlaHa paboThl, B KOTOPOM OMPEIENSAIOTCS OCHOBHBIE ITYHKTHI MpeAcTOsIIen
IIOATOTOBKH. CocraBiieHue ILIaHa JAUCHUIINIMHUPYCT W MOBBIIIACT OPraHU30BAHHOCTH B pa60Te.
BTopoil sTan BKIIIOYAET HEMOCPEACTBEHHYIO MOJATOTOBKY K 3aHSATHUIO, KOTOpas HAYMHAETCS C
M3YYEHUs OCHOBHOM U JIOMOJHUTENbHOM nuTeparypbl. Ocoboe BHUMaHHUE MPU 3TOM HEOOXOUMO
o0paTUTh Ha CcofepKaHHE OCHOBHBIX TOJIOKEHUH U BBIBOJOB, OOBSICHEHHE SIBICHUN U (DAKTOB,
YSICHEHUE MPAKTHUYECKOTO MPHIIOKEHUS PacCMaTPUBAEMBbIX TEOPETHUYECKUX BOMpocoB. Jlaiee
CJICOAYCT MOATOTOBUTL TC3UCHI IJIA BBICTYHJICHI/Iﬁ II0 BCEM yLIe6HI>IM BOIIpOCaM, BBIHOCUMBIM Ha
MPAKTUYECKOE 3aHATHE WIM 10 TeMEe, BHIHECEHHON Ha JMCKYCCHUIO (KPYIJIbIH CTOJ), MPOIyMaTh
MIPUMEPHI € 1ETTbI0 00ecTIeueHNs TECHON CBSI3M M3y4aeMOW TeMbI C peabHOM KH3HBIO. [ 0TOBSICH
K JIOKJIaJy WM BBICTYIUICHHIO B PAMKaX HHTEPAKTUBHOHN (YOPMBI (IMCKYCCHS, KPYTJIIBIH CTOM), IPH

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

6.2. CamocTosiTeIbHAs1 padoTa CTY/IeHTOB

CamocrodrenbHas paboTa CTyJIEHTOB MIPEIyCMOTPEHA YU€OHBIM TUIAHOM I10 JUCLUTUIMHE
B obobeme 36 yaca. CamocrosiTenbHas paboTa peaau3yercss B paMKax IpOTrpaMMbl OCBOCHHS
JVCIUIUINHEL B CIIETyIONNX GopMax:

- paboTa ¢ KOHCTIEKTOM 3aHATHS (00paboTKa TEKCTa);

- IpOpabOTKa TEMATUKN CAMOCTOSTEIbHON PabOTHI;

- HaIlCaHUE KOHTPOJIbHOW paboTHI;

- mouck uHpopManun B cetu «HTEepHET» U TUTEpaType;

- BBITIOJTHEHUE WHINBUIYAIbHBIX 3a/IaHNH;

- MOJITOTOBKA K Caye 3ayeTa.

CamocrosTenbHas paboTa MPOBOAUTCS C LEINBIO:

- CUCTEMAaTH3aIlH U 3aKPETJICHUS TOIyYCHHBIX TEOPETUIECKNX 3HAHUHM M MPAKTUIECKUX
YMEHUN 00yJaromuxcs;

- YIIIyONeHHsI U PaCIIMPEHUS TEOPETUUECKUX 3HAHUN CTY/IEHTOB;

- (opMupoBaHUs yMEHHMI HCHOJB30BATh HOPMATUBHYIO, MPAaBOBYIO, CIPAaBOUYHYIO
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JOKYMEHTAIUIO, Y4€OHYIO U CIIELUAIBHYIO JTUTEPATYPY;

- Pa3BUTHA MO3HABATEIbHBIX CHOCOOHOCTEH M aKTUBHOCTU OOYYAIOUIMXCS: TBOPYECKOM
MHHUIIMATUBBI, CaMOCTOSITEIbHOCTH, OTBETCTBEHHOCTH, OpPraHM30BAaHHOCTH; (hopMupoBaHHE
CaMOCTOSITEJIbHOCTH MBIIJIEHUS, CIIOCOOHOCTEH K CaMOpa3BUTHIO, COBEPIIEHCTBOBAHHUIO U
caMOOpraHu3aIuy;

- Pa3BUTHIO UCCIIEI0BATEIBCKUX YMEHUH CTYIEHTOB.

TexHonorus OpraHM3allid  CaMOCTOSITEIBHOM paboThl  O0yYaromuxcs BKIOYAET
UCIOJIb30BaHUE WH(POPMALMOHHBIX U MaTEpUAIIbHO-TEXHUYECKUX PECypcoB: Oubimoreka c
YUTAJIbHBIM 3aJI0M, KOMIIBIOTEPHBIE KJIACChI C BO3MOYKHOCTBIO paboThl B MIHTEpHET, ayuTOpUH
JUISL CAMOCTOSITENIEHOU PaOOTHI.

Ilepen BbIMONHEHHEM OOYYAIOUIMMHCA BHEAYAUTOPHOM CAMOCTOSATENBHOM pabOThI
IpenoiaBaTesb NPOBOJUT KOHCYJIbTHUPOBAHUE IO BBINOJIHEHUIO 33JaHUS, KOTOPBIM BKIIIOYAET
LeNb 3aJaHusl, €ro COAEp)KaHHs, CPOKH BBIIOJHEHMS, OPUEHTHUPOBOUYHBIH 00BEM pPabOTHI,
OCHOBHBIE TpeOOBaHUS K pe3ysbTaTaM padoThl, KPUTEPHH OLICHKH.

CamocrodaTrenbHas paboTa MOXET OCYILECTBJIATHCS WHIMBHIYAIbHO WM TPYyNIIaMU
0o0y4aroIuxcsi B 3aBUCUMOCTH OT LENH, 00beMa, KOHKPETHOM TEMaTHKU CaMOCTOSATEIbHOU
paboThl, yPOBHS CIOKHOCTH, YPOBHS YMEHUN 00YyUaIOIINUXCS.

KonTtpons camocTosiTenbHON paboThl CTYIEHTOB IPEAYyCMaTPUBACT:

-COOTHECEHHUE COIEPIKaHUSI KOHTPOJIS C IeTIMH 00yUeHUs;

-00BEKTUBHOCTb KOHTPOJIS;

-BaJINIHOCTh ~ KOHTPOJII  (COOTBETCTBHE MPEABABISEMBIX 3aJaHUM  TOMY, 4TO
IIPEII0JIaraeTcs IPOBEPUTH);

- depeHannio KOHTPOIbHO-U3MEPUTENBHBIX MaTEPUAIOB.

DopMBI KOHTPOJISI CAMOCTOSITEIIHHOM PAOOTHI:

-IPOCMOTP U POBEPKA BBINOJIHEHUS CAMOCTOATENBHOIN paboThI IPENOAABATENEM;

-OpraHu3alnys caMoNpOBEPKH, B3aUMOIIPOBEPKH BBIIIOJHEHHOTO 3a/1aHUs B IPYIIIIE;

-00CyXJIeHHE Pe3yJIbTAaTOB BHIMOJIHEHHON Pa0OTHI HAa 3aHATUH;

-[IPOBEJICHUE TMCbMEHHOIO OIIPOCa;

-IPOBEJICHUE YCTHOTO ONpOca; OpraHu3aluss M [POBEJCHHE WHAMBHUIYAIbHOTO
cobeceI0BaHMs;

-OpraHu3anys U NpoBeJIcHHE COOECEeJOBAHUS C IPYIIIOi.
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7. MeToan4eckue 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(DHU3NIECKOTO 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 MPOrPaMMON peabuIuTaIli HHBATUA.

OcBoenue aucnurinHbl oOydarorumucs ¢ OB3 Moker OBITh OpraHW30BaHO 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
y4eOHBIX MaTepUajoB IMPOU3BOMAATCS C YUETOM MPEAOCTABICHHS MaTepualia B Pa3IUYHBIX
dbopMax: ayauanbHON, BU3YAIbHOW, C UCIIOJIB30BAHUEM CIICIIUATBHBIX TEXHUYECKUX CPEICTB U
MH(OPMALIMOHHBIX CHCTEM.

OcBoenue nuciuIivHbl JunamMu ¢ OB3 ocyliecTBiIgeTcs ¢ UCMOIb30BAHUEM CPEICTB
oOydeHuss OOIIEro ¥ CHEHUATbHOTO Ha3HAYeHHUs (IIEPCOHAIBLHOTO U  KOJUIEKTHMBHOTO
UCIIONIb30BaHMs1). MaTepuanbHO-TEXHUYECKOe O0eCcTieueHre MpeaycMaTpruBaeT MPUCIOCO0IeHNe
ayauTopuil k Hyxxaam nui ¢ OB3.

®dopma npoBeACHUs aTTECTAIlMK ISl CTYACHTOB-UHBAJINIOB YCTaHABIMBAETCS C YYETOM
WHANBUAYAIBHBIX NIcuXxopu3nueckux ocobennocrei. s cryaentos ¢ OB3 npexycmarpuBaercs
noctymHast popma npeaoCTaBICHHs 3aIaHUN KaK OIEHOYHBIX CPEICTB, & UMEHHO:

'] B meyaTHOW WJIM 3JIEKTPOHHOU (opme (sl JIULL ¢ HAPYIIEHUSIMU OTIOPHO -ABUTaTEIbHOTO
amnmnapara);

'] BUW eyaTHOH hopMe HIH SJIEKTPOHHOU (hopMe C yBEIIMUECHHBIM MIPUPTOM H
KOHTPACTHOCTBIO (IUIsI JIUI] C HAPYUICHUSIMH CITyXa, pe4H, 3peHus);

] MEeTOAOM YTEHHS aCCUCTEHTOM 3aJaHMsl BCIyX (7S JIUL C HAPYIICHUSMU 3PEHHUS).
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CryneHTaM C WHBIMJHOCTBIO YBEJIMYMBAETCS BpeMs Ha IOATOTOBKY OTBETOB Ha
KOHTPOJIbHBIE BOMPOCHL. J[Ig Takux CTYIEHTOB MpeaycMaTpuBaeTcs JAOCTymHas Qopma
IIPEIOCTABIIEHUS OTBETOB Ha 3a/1aHUs, & UMEHHO:

O MCbMEHHO Ha Oymare niv HabopoM OTBETOB HAa KOMIbIOTEPE (AJIs1 JIUL] C HApyIIEHUSMHU
ciIyxa, peun);

O BHIOOPOM OTBETA M3 BO3MOKHBIX BApHaH TOB C MCIIOJIB30BAaHUEM YCIYT acCUCTEHTa (115
JIMIL ¢ HAPYLIEHUSIMHU OIIOPHO-/IBUraTeIbHOIO aiapara);

O YCTHO (711 JIUL{ C HAPYIIEHUSIMU 3PEHMSI, OTIOPHO-IABUTATEIBHOIO alllapara).

O IpU HEOOXOIUMOCTH [T 00yUaIOIIMXCsl ¢ UHBAJIMAHOCTBIO MIPOLElypa OLEHUBAHUS

PE3YJIbLTATOB OGy‘ICHI/I}I 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 lokymMmeHTAIMOHHOE O0ecIevYeHne 1 AeJI0NPOU3BOACTBO

r. Mocksa, 2025
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1. Tacnopt oHaa OLIEHOYHBIX CPEICTB

Kon u HammeHoBaHue Nuauxarop nocTuskeHust HaumeHnoBanue
KOMIIeTeHI[UH KOMIIeTeHI[UH OLIEHOYHOT0
cpecTBa

OIIK-1. CnocoGeH pemaTsb HOIIK-1.1. 3naer cnocoOsl | [TpomexyTouHas
npo(eCCHOHANBHBIC  3a7a4d Ha | PEIICHHs  NMPOQECCUOHATBHBIX | aTTECTAIHs:
OCHOBe 3HaHuii (Ha 3amad4 Ha OCHOBE 3HaHWHA (Ha | 3auyer
IPOMEKYTOUYHOM YPOBHE) MPOMEKYTOYHOM yPOBHE)
KOHOMUYECKOH, SKOHOMHUYECKOH,
OpraHM3alHOHHON u | opranu3anuoHHoI u

YIPaBICHYECKON TEOPHH.
HNOIIK-1.2.  VYmeer pemarh
npodecCHoHaIbHBIE 3a7aud  Ha

YIIPABJIICHYECKOU TEOPUU

OCHOBE 3HAHUN (Ha
MIPOMEKYTOYHOM YPOBHE)
SKOHOMHYECKOH, o
. Texymmit
OpraHU3aIMOHHOMN u
KOHTPOJIb:

YOPaBJIEHUYECKON TEOPUH.

HMOIIK-1.3. Bmageer HaBbIKamu Onpoc, AOKIan

pelIeHus (pedepar), Tecr,
npodecCHOHANBHBIX 3ajay Ha | Soddu IIpH
OCHOBE 3HaHUN (1a | Pasbope
POMEKYTOYHOM ypoBue) | KOHKPETHBIX
3KOHOMHUYECKOM, CUTyalHi

OPTaHU3aIMOHHON 51
YIIPABICHUYECKON TEOPHUH.

OIIK - 6. Cnocoben monumarth | MOIIK-6.1.  3HaeT  OCHOBBI
IPUHIKUIBL paOOTBl COBPEMEHHBIX | HHPOPMAIIMOHHBIX TEXHOJIOTHH
nHpopManroHHbIX TexHotoruii u | UOIIK-6.2. VMmeer BbIIONHATH
HCIIOJIB30BaTh HUX YIS peleHus | IPaKTHICCKUC paboTeI o

3a1a4 IPoQheCcCHOHATHHOM HaCTpOKe KOMITBIOTEPHOH
JIEATELHOCTHA TEXHUKH
NOIIK-6.3. Brageer HaBbIKaMu
paboTeI c TIPHUKJIATHBIM

IpOrpaMMHBIM O0ecIieYeHHEeM

Ortanbl GopmupoBanus komnereHuuii B mporecce ocBoenust OITOII mpsimo cBsi3aHBI C
MECTOM JUCIUIUIMH B oOpa3oBatenbHOM mporpamme. Kaxapiii stanm  (GopMupoBaHus
KOMIIETEHIIH, XapaKTepPU3yeTCs ONpPEeICHHbIMU 3HAHUSAMHU, YMEHUSMHM U HaBBIKAMU W (MJIH)
OMNBITOM MNPO(ECCHOHAIBHON ESITENbHOCTH, KOTOpBIE OLEHUBAIOTCS B MpPOIECCe TEKYIIEro
KOHTPOJIS YCIIEBAEMOCTH, IPOMEKYTOUHON aTTECTALIMH MO AUCIUILTNHE (TIPAKTHKE) U B IIPOLIECcCe
UTOTOBOM aTrecTauuu M3ydeHue ydeOHON TUCHMITIMHBI «/loKyMeHTamoHHOEe oOecreyeHue u
JIeJIONPOU3BOJICTBOY» 0a3UPYyeTCsl Ha 3HAHUAX M YMEHUSX, MTOJIyYEHHBIX 00Yy4alolMMHCS B XOJ€
OCBOCHHSI TMPOTPAMMHOTO MaTepuajia y4eOHOW muCHUIUIMHBI «OCHOBBI TPOQECCHOHATBHON

nestenbHOCTH» «l['ocymapcTBeHHass TpaKJIaHCKas M MyHHLUINAIbHas ciyxba B Poccuiickoii
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®enepanuny. MToroBas orneHka chHOpPMHPOBAHHOCTH KOMIIETCHIIMM OIPEACNISICTCS B TEPHOT

nOArOTOBKH U CAa4HM 3a4€Ta.

2. OueHoYHbIE CpeCcTBA

2.1 Texymmii KOHTPOJIb

THUITIOBOE TECTOBOE 3A/IAHUE

1. lokymMeHTaImOHHOE 00eCTieYeHUE YIPaBICHUS — ITO:

1) nesTenbHOCTD anmapara ynpasJIeHHsI, 0XBaThIBAIOIIAsl BOIPOCHl JOKYMEHTHUPOBAHUS U
OpraHu3zaiuy paboThl ¢ JOKYMEHTAaMH B ITPOIECCE OCYIIECTBICHUS UM YIIPaBICHYECKUX
byHKIHH;

2) npaBUIbHO 0(OPMIIEHHBIE IOKYMEHTBI, OTPAXKAIOIIIE BECH CIIEKTP YIPABIEHYECKON
JESITEIbHOCTH MIPEIPUATHS;

3) opranu3anus JOKYMEHTOO00POTa B YUPEKICHUY;

4) KOMIIJIEKC OCHOBHBIX TMOJO0KEHUH, ONPEACTIAIONINX U PETTIAMEHTUPYIOIIMX OPraHU3aIHIo
JOKYMEHTHPYEMBIX ITPOLIECCOB HA MPEAIPUATHH.

2. Cucrtema JOKyMEHTAIMH, CO3/1aHHasl [0 €MHBIM ITPaBUIIaM U TPEOOBAHUAM, — ITO:

1) yaudunupoBanHas cuctemMa JOKyMEHTAIUH;

2) ETCJ;

3) I'OCT;

4) 00BEKT JeIONPON3BOICTRA.

3. Uto Henmb3s OTHECTHU K cepe eIonpon3BOICTBA?

1) obopmitenue cekpeTapéMm npukasza o npuéme Ha paboTy COTPYIHUKA;

2) odopmiieHHE CeKpeTapéM 0 TPOCch0e HaYaIbHUKA MTO3/IPAaBUTEILHOMN TEIeTrPaMMBI IS
€ro Martepu;

3) odopmiieHue cekpeTapéM Mo MpochOe HauaIbHUKA CITY>KEOHOM 3aMCKU B BBIIIECTOSIIYIO
UHCTaHIHIO;

4) opopmieHue cekperapéM MPOTOKOJIA COBEIAHUS PYKOBOAUTENIEH OTAEIIOB.

4. I'ne Ha TOKYMEHTE CJeAyeT pacmojiaraTh TocyaapcTBeHHbIi repd Poccuiickoit deneparun?
1) B BepxHeM 11oJie;

2) 1O LEHTpY JINCTA;

3) B IpaBOM BEPXHEM YIIIY;

4) B JICBOM BEpXHEM YTIIy.

5. B xakoM ciyyae Ha JOKYMEHTE HE BOCIIPOM3BOIUTCS dSMOJIeMa OpraHu3aiim?
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1) ecin Ha mOKyMeHTe yke nmoMemén repo Poccutickoii deneparuy;

2) ecni Ha IOKYMEHTE yxke moMeniéH repod cyobexra Poccuiickoit @enepanny;
3) ecau opraHu3anys HE CYUTACT HY>KHBIM MIOMEIIATh SMOJIEMy Ha TOKYMEHTE.
5. T'ep6 cyowekTa Poccuiickoit deaepanun moMeniaeTcsi Ha OJIaHKaX:

1) B BepxHeM 1oie;

2) O LIEHTPY AOKYMEHTAa;

3) B IpaBOM BEPXHEM YIIIY;

4) B COOTBETCTBHH C MPABOBBIMHU akTamMH cyObekToB Poccuiickoit deneparumn.

[IIkama orleHUBaHUS TECTOBOI'O 3aIaHUS

% BepHBIX penleHnii (0TBETOB) HIkasa oueHnBaHusA
85-100% «OMAUYHOY

70-84% «xopouwio»

51-69% «Y00871eMBOPUMENLHOY
50% u meHee «HE yIOBJIIETBOPUTEIBLHO»

INPUMEPHASA TEMATHUKA KOHTPOJIBHBIX PABOT I10 JTUCHUIIJIMHE

1. Conep:kanue 1 Ha3HaYEHUE JAEIOMPOU3BOJICTBA.

2. Opranu3annoHHble (HOPMBI AETOMPOU3BOICTBA.

3. Cnyx6a nenonpou3BOJICTBA, LIETU U 331a4, QYHKIIMOHAIBHOE COJEPKAHUE J1eATEIbHOCTH.
4. 3akoHonaTenbCTBO Poccuiickoit denepanuu B chepe nHPpOpMauu U JOKyMEHTAIUH.

5. 3aKOHOAATENbCTBO 00 IIEKTPOHHON MOATHCH.

6. Busibl 351eKTpOHHON MOANKMCH U TIOPSIOK UX IPUMEHEHHUS.

7. HopmatuBHbIit 1okyMeHT «lIpaBuia nemonpous3BoaAcTBa B heaepabHBIX OpraHax
MCIIOJTHUTENILHOM BJIaCTU», €r0 Ha3HAUYCHHUE.

8. HannoHanbHbIe CTaHIAPTHI 110 YIPABICHUIO TOKYMEHTAMH.

9. HopMaTuBHBIC IpaBOBBIC aKTHI OPraHa BIACTH, PETJIAMEHTUPYIOLIUE OPTaHU3aIMI0 Pa0OTHI C
JIOKYMEHTaMH.

10. MaCTpYKITHS TIO IETOTPOM3BOICTBY, HOPMAaTHBHAS U METOAMYEcKas 6a3a pa3paboTKu
MHCTPYKLUU IO JEJIONPOU3BOICTBY.

11. bnank noxyMeHTa, BUIbl OJAHKOB COCTaB PEKBU3UTOB OJIaHKA.

12. CocTaB peKBU3UTOB yIOCTOBEPEHUS, TOPSIIOK UX OPOPMIICHUS.

13. Ciy>xkeOHBIE OTMETKH Ha JOKYMEHTE, MOPSA0K UX 0)OPMIICHHUS.

14. Cuctema opraHu3alliOHHO-IIPABOBOM TOKYMEHTALIUN, HA3HAYEHHUE U BUAOBOM COCTaB

JIOKYMEHTOB.
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15. TlonsiTHEe HOPMATUBHOTO MIPABOBOIO AKTA, BUbl HOPMATUBHBIX IIPABOBHIX AKTOB
(denepaabHBIX OPraHOB UCIIOJHUTEILHON BIACTH.

16. lo;xkHOCTHAS MHCTPYKIIHSL, HA3HAYEHUE TOKYMEHTA, COCTaBlIeHHe U opopMiIeHue.

17. Ilpouenypa cornacoBaHus TOKYMEHTOB, €€ Ha3HAYECHHUE, BHEIIHEE U BHYTPEHHEE
COTJIacCOBaHUE.

18. BusupoBaHnue 10KyMEHTOB, 0COOEHHOCTH BU3MPOBAHUS PACHIOPSIUTEIBLHBIX JOKYMEHTOB.
19. Cuctema pacnopsAMTEIbHON TOKYMEHTAIMHU, HA3HAYEHUE U BUI0BOM COCTaB IOKYMEHTOB.
20. CocraBnenue 1 oopmIIeHHE TTPUKa3a TI0 OCHOBHOM €S TEIIbHOCTH.

21. ITopsimok TOKYMEHTUPOBAHUS KOJIJIETHAILHOM (COBEIIATEILHOM) NeITeIbHOCTH.

2322. [IpoToko: 3aceaanus, BUIbI IPOTOKOJIOB, COCTAaBICHNUE U 0(OpMIICHHE.

23. Cucrema nH()OPMAIIMOHHO-CIIPABOYHOHN JTOKYMEHTAIMH, HA3HAYCHHUE U BHJIOBOW COCTAaB
JTIOKYMEHTOB.

24. JlenoBoe MUChbMO, Pa3HOBUIHOCTH JICJIOBBIX ITHCEM.

25. CocraBnenue u 0(hOpMIICHHE JISTOBOTO MIChMA.

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

27. AKT KaK BUJ JOKYMEHTA, Pa3HOBUIHOCTH aKTOB, 0COOEHHOCTH COCTaBJICHUS U 0OPMIICHHUS.
28. [lonsiTHE TOKYMEHTO000POTA, KAUECTBEHHBIE U KOJIMYECTBEHHBIE ITapaMeTPhI
JIOKyMEHTO000pOoTA.

29. [IpuHIUIIBI pallMOHATBLHOM OpraHU3allud JOKYyMEHTO000pOTa.

30. OcHOBHBIE ATaNbl ABUKEHUS MTOCTYNAIOIINX TOKYMEHTOB.

31. OcHOBHBIE 3TaNbl ABUKEHUSI OTIPABISAEMBIX JOKYMEHTOB.

32. ®opMBI 1 METOIbI COBEPILICHCTBOBAHMSI JOKYMEHTOO0OPOTA.

33. Ha3zHaueHue 1 1eau perucTpaluy J0KyMEHTOB, TPUHIIUIIBI PETUCTPAIIH.

34. CTpyKTypa perucTpallioOHHOIO0 HOMepa MOCTYMAIOIINUX, OTIPABISIEMbIX U BHYTPEHHHUX
JIOKYMEHTOB.

35. OCHOBHBIEC PEKBU3UTHI PETUCTPALTUOHHBIX (POPM.

36. OcoOEHHOCTH perucTpaly OTAeIbHBIX BUOB JOKYMEHTOB (TIPUKa3, EI0BOE MUCHMO).
37. Opranu3anmoOHHbIE OCHOBBI KOHTPOJIS UCIIOJHEHUS IOKYMEHTOB (TIOPYYCHHI ).

38. TexHONOTUS KOHTPOJISL UCIIOJHEHUS TOKYMEHTOB (TIOpYUYEHUI).

39. CpokH UCIIOJIHEHUS TOKYMEHTOB, BUbI CPOKOB, IOPSAIOK UCUUCIIEHNS CPOKOB UCIIOJHEHUS
JIOKYMEHTOB, MOPSII0K MEPEHOCca CPOKa UCTIOTHEHHSI IOKYMEHTA.

40. OcHOBHBIE ATaNbl KOHTPOJISI UICTIOJTHEHUS IOKYMEHTOB (TIOPYUCHH ).

41. Opranuzanus paboThl UCTIOTHUTENS C TOKYMEHTAMH.

42. HopMaTHBHBIE OCHOBBI U OOIIHME MPUHIIHUIIBI OpTraHU3alUuU pabOThI C 0OpaIEHUSIMU TPaKJaH
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43. Buasl oOparieHu#t rpaxkaiaH, 0COOCHHOCTH PaCCMOTPEHHS OOpaIIeHU TpakIaH
Poccuiickoit @enepanuu.

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

45. Opranu3zanus U NOpSAAOK MPOBEIECHUS SKCIIEPTU3bI HIEHHOCTH JOKYMEHTOB OpraHa BJIaCTH.
46. Cpoku XpaHEHUsI JOKYMEHTOB, KATETOPUHU JOKYMEHTOB, BBIJIEISIEMBIX 110 CPOKAM XpaHEHHUS,
CPOKH XpaHEHHUsI SJIEKTPOHHBIX JEJI.

47. IlepeyHu JOKYMEHTOB CO CPOKaMHU XpaHEHHUS, UX MPUMEHEHHUE B JEIOMPOU3BOJICTBE.

48. HomeHnkiarypa zien oprasa BiacTH, PyHKIIMA HOMEHKIIATYPHI JIeJT, TPUHITUIIBI €€
IIOCTPOEHUH.

49. ®dopma HOMEHKIIATYPHI A€, OCHOBHBIC ATArbl €€ pa3paboTKu HOMEHKIATYPHI JIE.

50. [IpaBuna coctaBiaeHHs 3aroJ0BKOB J1€J1 HOMEHKJIATYPHI JIEJT.

51. CornacoBaHue U yTBEPKICHUE HOMEHKIIATYPHI A€, CPOK IEUCTBUSI HOMEHKJIATYpPHI A€, €€
BEJICHUE U KOPPEKTUPOBKA.

52. ®opmupoBaHUE JIeN B AETIOMPOU3BOICTBE, OCOOCHHOCTH (POPMHUPOBAHUS B JIea OTJACIBHBIX
KaTeropuii I0OKyMEHTOB.

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

54. JInyHOE €710 roCy1apCTBEHHOTO IPAYKAAHCKOTO CIIYXAaIllero, COCTaB JOKYMEHTOB /€A,
0c00EeHHOCTH ero (POPMUPOBAHMUS.

55. Opranuzaiys paboThl 10 YHUUTOKEHHUIO TOKYMEHTOB C UCTEKIIMMH CPOKAMH XPAHEHUS.
56. OdopmiieHre e IpH UX TIepeaade Ha apXUBHOE XpaHEHHE.

57. Ilonarue «MHPOPMALMOHHAS CHCTEMa 3JIEKTPOHHOTO JoKyMeHToobopoTay (C310),
¢ynkuuu CO0.

58. HopmatuBHBIE TpeOOBaHUS K MHPOPMAITMOHHBIM CHCTEMaM 3JIEKTPOHHOTO
JIOKYMEHTO000POTA.

59. IlonATHE «3NEKTPOHHBIN TOKYMEHT), OCHOBHBIE IIPUHIIUIIBI OPraHU3aluU pabOTHI C
AJIEKTPOHHBIMU JOKYMEHTAMHU B JIEIOIPOU3BOJICTBE.

60. HazHaueHue cucTeMbl MEXBEIOMCTBEHHOTO AJIEKTPOHHOTO IOKyMeHTooOopoTa (M3 10),

ctpykrypa MOJ10.

IIpnMepHbIe NpaKTHYECKHe 3aJaHNs:

IIpakmuyeckoe 3a0anue: cocmasumes NPUKa3s

Hupexkrop OOO «CeBepnblii TpaH3ur» BenmamunoB Erop I'eHHanbeBnu mnopyuuin
COCTaBUTh MpHKa3 IO cleaymrolieMy Bompocy. B mpukaze tpeOyercs mopyuuts Brmagumupy

Aunexceesnuy JInanoBy, Hukonato AutronoBuuy CaBupckomy u Anzapero [letposuuy KynemoBy

21



COCTaBUTh MPOEKT (PMHAHCOBOI'O OTYETa JUIsl Kopropanuu «YpaiaHedreraz». Homep qokymenra

1-342 ot 12 mag 2014 rona.

Ilpaxmuueckoe 3a0anue: cocmagums NpuKa3

Bei — HavanmpHuk otnena genonpousBojactBa OO0  «PaccBer». PykoBoautenb
opranuzanuu: resepanpHbelii qupektop C.5. KoBanés. CeronHs coCTOSICS COBET AMPEKTOPOB
opsiackoro OO0 «PaccBer», 06cykaanock mpeodpa3zoBaHue CTpYKTyphl obmiectBa. Pemeno, uto
(GUHAHCOBBIH OTIEN W OyxranTepuss OOBEAMHSIOTCS B OJIHO CTPYKTYPHOE TOJpa3/ieiieHue
(puHaHCcOBOE yIpaBieHHE), PYKOBOJCTBO KOTOPHIM IMOpydYaeTcs TJIaBHOMY Oyxranrepy A.B.
JloBakuny. Cekperapckue IOJDKHOCTH pykoBozacTBa OOIiecTBa BBIBOIATCS W3 TOJYUHEHHS
CITY>KOBI JICJIONIPOU3BO/ICTBA H OOBEIUHSIIOTCS B CAMOCTOSTEIIEHOE CTPYKTYPHOE TO/Ipa3ieiicHue
(cekperapuar). PykoBoACTBO cekpeTapuaToM MOpyqaeTcs MOMOLUTHUKY T'€HEPaTbHOTO TUPEKTOpa

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

IIpaxmuueckoe 3a0anue: ogopmums obvsacHumenvryio 3anucky. Cocmasumo pe3onoyuro.

B 3A0 «Bpemena roma» Oblia TIpOBEJCHA PEBH3US, B pe3yjibTaTe KOTOPOH OBLIH
BBISIBJICHBI HEOOOCHOBAHHBIE 3aTpaThl HA OPTaHU3ALMIO AEJIOBBIX MEPONpUATHL. B cBs3u ¢ aTHM
mupextop 3A0 «Bpemena ronay, 3apeructpupoBanHoro B I. bpsucke, H.I1. Copoxun 3aTpe6oBan
OOBSICHUTENBHYIO 3alUCKy OT riaBHoro oyxrantepa A.E. ManunoBoii. Panee qupexrtopom Obu1
U3JIaH TIPUKa3, B KOTOPOM PYKOBOIMUTEIN CTPYKTYPHBIX IOAPA3JCICHUN NPU OpPraHUu3aluu
JIETIOBBIX MEPOTPUITHI 00S3BIBAIUCH MPEICTABIATh B Oyxrantepuio 3AO MOoKIagHbIC 3aITUCKH C
YKa3aHHUEM CMETHI pacxoAoB He no3aHee 10 nHel 10 Havajga COOTBETCTBYIOLIETO MEPOIPUITHSL.
JlupexTop mopydms OyXraiarepud NpPOBOAUTH (UHAHCHPOBAHHE JEIOBBIX MEpPONPHUATHHA Ha
OCHOBaHMHU ero pesotonuu. OnHAKO INIaBHBIM Oyxraatep NpoQUHAHCUpOBaa KOMaHAUPOBKY
HavasibHUKa oTaena cObita E.C. TuxoHoBa 0e3 pesomtonmu aupektopa. OT yiuia TIaBHOTO
oyxrantepa A.E. MaHunoBoil cocTaBbTe OOBSCHUTENBHYIO 3aIIUCKY, TJI€ YKaXKUTE, YTO OIjiara
OCyILECTBIICHA B CBs3H ¢ 10-THEBHOM 3apy0eXHOI KOMaHAUPOBKOM TUPEKTOPA.

Pe3omronms cocrasisgeTcs ITPOU3BOJIbHO.

IIpakmuyeckoe 3adanue: cocmasbme u ogopmume 00bACHUMENLHYIO 3ANUCKY

Wucnexrop kanuensipun 3A0O «Cupuyc» WM. PycakoBa B COOTBETCTBUHM C NPUKA30M
reHepanbHoro nupekropa ot 12.03.2005 Ne 45 nomxnHa Ob11a k 12.04.2005 mpoBecTr SKCiepTU3y
LIECHHOCTH JOKYMEHTOB, XpaHAILIMXCS B KaHUEIIpuU. B cBA3M ¢ AIUTEIbHOM OO0JIE3HBIO

3aBenytonieit kanuenspueit .. PycakoBa ucnonHsiia ee 003aHHOCTH U HE CMOTJIA BBITOJIHUTD
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nopydeHue B cpok. Ilociie BeIxoga Ha paboTy 3aBeayromias KaHiensapuend norpedosana ot M.1.

PycakoBoif 00BsSCHUTEIBHYIO 3AIHCKY.

IIpaxmuueckoe 3a0anue: cocmagums 0€1080e NUCbMO

Bbl — HauanbHUK OTHENA JEIONPOU3BOJICTBA O0MaAMHUHUCTpanuK. Buepa mposeneH 9 B
roxy npe3uauym kosuteruu npu ['ydepHarope bpsiackoit oomactu A.B. Tumodeese. HauansHuk
topuauyeckoro otaena E.P. CunuH BHec mpeasioKeHUE MO PEopraHu3alMM aIMUHHCTPALUU
bpsiackoit oomactu B [lpaButensctBo bpsinckoi obnactu. ['ydbepunarop bpsiHckoit oomactu A.B.
TumodeeB cipocui AOKIaIUMKa O KOJIMYECTBE 3aMmecTuTeneit ['yoepHaTopa B HOBOM CTPYKTYpE,
NPEUIOKUII COKPATUTh MX Ha 2 enuHUIbl. [lopyueHo ympaBieHHIO MO KaapoBoil padore k |
kBapTtaiy 2017 roga moAroTOBUTH MPOEKT peopranu3anuy. HauanbHuKy genapraMmeHTa puHaHCOB
I1.LE. BracoBy mpocuuTtath pacxojibl o peopranuzanuu ko Il kBaprany 2017 ronaa.

Bam HeoOxoauMo Hammcath muchbmo Ha ums [Ipencenarens bpsHackoit o6mactHol Jlymbl
A.E. Enuceesa 3a MoANuChIO BallleTo pyKOBOaUTENS — 3aMecTuTens ['ydepHaropa A.A.Ilono3oBa.
B nceme, cornacho 3armpocy u3 JJymer (Ne 1-342 ot ceroansmiHero uncia) —mpouH(pOpMUpOBaTh

Enuceesa o ToM, 4TO POM30ILIO HA MIPEIUTAUYME.

IIpakmuyeckoe 3a0anue: oghopmums NOIHBIN NPOMOKOJL O NPEONOHCEHHOU CUMY AYULU.

B 3A0 «/Ipurarensy» cocrosiioch 3aceaanue texHuueckoro Cosera npu ['eHepambHOM
nupektope T.J1. ['maronese moj ero mpeacenaTea-CTBOM, B TPUCYTCTBUU BeeX wieHoB Cosera (16
yenoBek) u cekperapss Cosera. CoBerT oOcCyXmal BOIPOCHI O cocTtossHuH padotel 3A0 3a
OPOIISAIINI TOx W TepcrneKTuBbl pa3BuTHs OOmiecTBa B OyaylieM Toay, O BBITOJHEHUU
nporpamMMbl BBIITYCKAa MPOJAYKUUM W ee peanu3auuu. [lo mepBoMy Bompocy Jokiaa aenal
3amectutenb ['eHepanpHoro gupekropa K.A. PycnaHoB, KOTOpbIi [1am  pa3BEpHYTYIO
XapaKTepUCTUKy JesTenbHOCcTH OOmecTBa, OTMETUN PpacCHIMPEHUE COTPYIHUYECTBa» C
napTHepamu B Apyrux peruonax. K. A. PycnaHoB [0J0XKuUI O MOANUCAHWU COTJIALIEHUS C
YHUTAapHBIM TpeanpustueM «Typbuna» u ero mepcnektuBax st OOmecTBa. CoBeT MPUHSII
pelleHre O 3aKJIIOUEeHUHU JoroBopa ¢ mpennpustieMm «TypOuHa» O BBIIYCKE 3amyacTeil Juis
CENbCKOXO03AUCTBEHHOM TexHUKH. Kommepueckuit mupektop AHTOHOB M.K. monoxun o
COOJIOZICHUH TUTAHOB peajn3allii TOTOBOM MPOIYKITMH, OTMETHUB MIPH STOM TPHU CIIy4asi CPHIBOB
MOCTaBKU M HapymieHus: OOIIeCTBOM CBOUX 0053aTeIbCTB M3-32 HEMPABIILHON KOMIUIEKTAIIUN
3aka3oB. lIpUumHON TaKOro TMOJNOXKEHUsI SBUJIOCH OTCYTCTBHE COBPEMEHHOTO CKJIaJICKOIrO
o0opynoBanus. Pemienne mo BTOpOMy BoIpocy cojepkano mnopydeHue Kommepueckomy
mupekTopy AHTOHOBY M.K. mOAroToBHTH 0OOOCHOBAHHE TMPOEKTAa PEKOHCTPYKIMU CKIaaa

PEATPUITUS.
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IIpakmuyeckoe 3a0anue: cocmagums O1AHK HOMEHKIAMYPbl 0ell U PEeKGUIUNbL
HOMCHKIJIATYpPBI ACJT 10 TCKCTA.
®dupwma: Opsackoe OO0 «PaccBer», HOMeHknarypa nen Ha 2017 roa. dupektop OO0 —

AnTtoH UBa"oBny Tenerux.

Ilpakmuueckoe 3a0anue: coCmasums omeem 6 6uoe 0el06020 NucbMa Ha obpaujeHue
2padNCOaHUHA.

B kanmemspuiro komMmepueckoro OaHKa «ATIAHTHYECKUA TpaH3uT» 27 sSHBaps
T.T.IIOCTYIIMJIO MMCbMO OT rpakaanuHa MBana EsrenbeBuua TyxukoBa. OH IPOCUT pyKOBOACTBO
0aHKa MPEeIOCTaBUTh €My OECIPOLIEHTHYIO CCYIy Ha MAThH JIET («HA MOTPEOUTENbCKHE LIETH).
CocraBbTe OTBET OT JMIla JAUpeKkTopa OaHka AHapes MareeBuya TuTOBa, Tae HM3BECTUTE
3asBUTEJISA, YTO CPEAU NOTPEOUTENBCKUX KPEIUTOB OaHKA NOJOOHBIX KPEAUTHBIX TPOAYKTOB HET.

O3HaKOMUTCS C KPEIAUTHBIMH TNPEAJIOKEHUSIMH MOXHO B oduce Oanka (bpsHCk,

yn.Bepnazackoro, 4, od. 3) unu Ha caiite OaHKa: www.a-tranzit32.ru

Ilpakxmuueckoe 3adanue: noo2omoeumsv nyOIUYHOE BbICMYNIEHUE NO NPEeOlONHCEeHHOU
cumyayuu.

IToaroToBUTH TOKIIAL O CBOEH I'PYIIIE OT UMEHHU CTApOCThI IPYIIBI IS BHICTYIUICHHS Ha
Bcepoccuiickom cnére crapoct. B BBICTYIUICHMM O03BYYHTh YYE€OHYIO H BHEYYEOHYIO

NEeSTENIbHOCTh TPYIIIBI, 0COOCHHOCTH CIIeUaIN3aluu, Oy1yline KapbepHble MePCIEKTUBBI.

Ipaxmuueckoe 3a0anue: cocmagvme u oghopmume 3das6ieHue Ha OMnycK
Bel — HauvanpHuk opranuzamuoHHoro otaena OOO «Cucrema-bpgHck». OTo Bamn
OCHOBHOM OTITYCK, KOTOPBIH BBl Oepere Ha 30 mHei ¢ 12 aBrycra T.r. 3aMeCTHTENb TUPEKTOpa 1Mo

kagpam OOO — Oner MBanoBuu KopoOos.

[IIkama 1 KpUTEpUU OIICHUBAHUSI KOHTPOJIBHBIX PabOT

IIkajia oueHuBaHHUSA Kputepuu onenuBanus

«OMAUYHON OOyuaronuiicst TIy0OOKO M COJIep>KaTeIbHO PACKPBIBAET TEMY
KOHTPOJIbHOW paboThI, HE TOMYCTUB OMTUOOK. OTBET HOCHUT
Pa3BEPHYTHIN U MCUEPIBIBAIOIINN XapaKTED.
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«xopouio» OOyuaromuiicst B IIEJIOM PaCKPBIBAET TEMY KOHTPOJIHHOM
paboThI, OTHAKO OTBET HE HOCUT Pa3BEPHYTOTO M MCUEPIIHIBAOIIETO

Xapakrepa.
«yoosnemsopumenvro | OOyUalOUIMiics B IIEIOM PACKPBIBAET TEMY KOHTPOJIBHON pabOTHI U
» JOIyCKAeT psiZi HETOYHOCTEH, (hparMEeHTapHO pacKphIBAeT

coJiepKaHue TEOPETUUYECKHUX BOIIPOCOB UITM UX PACKPHIBAET
COJIEp>KaTeNbHO, HO JAOIMYCKas 3HaYUTEIbHbIE

HETOYHOCTH.

«He OOyuaromuiicst He BJIaJIeeT BHIOPAHHONW TEeMON KOHTPOJbHOMN
yoosiemeopumenvrho» | paboTel. Tema KOHTPOIBHOM PabOThI HE PACKPHITA

INPUMEPHBIE TEMbI JOKJIA1OB (PE®EPATOB) 1O IUCIHUIIJIMHE
1. Pa3BuTre 3aKOHOJATENBHOW perjIamMeHTalud padoThl ¢ JOKyMEeHTamMH B Poccuiickoi

®enepanun B 1990- 2013 1.

2. AHanu3 MHCTPYKIMM IO JEJIONPOM3BOACTBY (HA HpPUMEpPE HMHCTPYKIMH KOHKPETHOM
OpraHu3aIim)
3. AHau3 T0JKHOCTHBIX MHCTPYKIHHA paboTHHKOB ciy)0b1 IOV (Ha mpuMepe HHCTPYKIHA

KOHKPETHOT'O YUPEKICHUS).

4. AHanmu3 CTPYKTYphl U (QYHKIHE CITy>KOBbI JEIOMPOU3BOJICTBA (HA MpUMEpe KOHKPETHOMN
OpraHu3aIkm).

5. Opranuzanus pabotsl ciyx0561 JJOY (Ha mpuMepe KOHKPETHOI OpraHu3alum).

6. Opranu3anus TOKyMeHT0000poTa (Ha MpuMepe KOHKPETHON OpraHW3allii) U OCHOBHBIC

HaIpaBJICHHA €TI0 COBCPUICHCTBOBAHUA.

7. Opranuzanus perucTpanuu J0KyMEHTOB (Ha MpUMepe KOHKPETHOW OpraHu3aIiim).

8. MeTtonpl OpraHM3ali KOHTPOJISL 332 MCIOJIHEHHUEM JOKYMEHTOB IPU TPaIULMOHHOM
JIeTIOTIPOU3BOICTBE.

9. Opranusanus paboTel ¢ 00paIeHUsIMH IPaX/1aH B FOCYIapCTBEHHBIX YUPEKIACHUSAX.

10. Meroauka coCTaBICHUS HOMEHKIIATYPHI €]l YUPEKACHUS.

11. [Tpo6nembl 3KCTIePTU3HI IICHHOCTH JIOKYMEHTOB B J€JIONPOU3BOICTBE.

12. OnbIT Opraau3anuu padoThl C TOKYMEHTAMH 32 PYOEKOM.

[[Ixana u KpuTEpUN OIECHUBAHMS TOKIJIAI0B (pedepaTon)

Illkana oueHNBaHUs Kpurtepuu oneHuBanus

«OMIUYHOY OOyuaronumiicst TIyOOKO M COJIep>KaTeIbHO PACKPBIBAET TEMY
nokiana (pedepara), He JOMYCTUB OMTMOOK. OTBET HOCHUT
Pa3BEPHYTHIM U MCUEPIBIBAIOIIUN XapaKTED
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«XOPOUWOY OOyuaromuiics B IIeJIOM pacKphIBaeT TeMy Jokiazaa (pedepara),
OAHAKO OTBET XOTA 651 Ha OJJMH U3 HUX HC HOCUT PAa3BCPHYTOTO U
MCYEPIBIBAIOIIECTO XapaKTepa.

«yooenemeopumenvioy | OOy4aromUNcs B I€JIOM pacKphIBaeT TeMy JoKiana (pedepara) u
JOIyCKAEeT psiZi HETOYHOCTEH, (PparMEeHTapHO pacKphIBAET
COJIEp’KaHUE TEOPETUUECKUX BOIIPOCOB WIIM UX PACKPBIBAET
COJIEPKATENIBHO, HO NOIYCKasi 3HAYUTEIbHBIC HETOYHOCTHU

2.2 Ilpome:xxyTOUHAS aTTECTANUSA

NNEPEYEHDb BOITPOCOB JJIA ITOATI'OTOBKH K 3AYETY

1. CBs13b unpopMalmu U ToKyMeHTa. Poib nH(OpMaIiy B COMANbHBIX M SKOHOMHUYECKUX
nporeccax.

2. JIOKyMEHT U €ro MeCTO B CUCTEME yIIPaBJICHHUS.

3. JIOKyMEHTOBEJeHUE KaK Hay4Hasl JUCLUILINHA U €€ CBA3b C APYTHMHU HayYHBIMH
JUCLUIINHAMM.

4. OnpeneneHue TOKyMEHTa B HOPMaTUBHBIX aKTaX.

5. 3aKOHOAATEIbHAs M HOPMATUBHAS PETIIAMEHTALU JOKYMEHTUPOBAHUS B JOPEBOIIOLIMOHHON
Poccun.

6. 3akoHOAaTeNbHbIE aKThl 00 0053aTENILHOCTH TOKYMEHTHPOBAHUS HHPOPMALIUH.

7. llonsTre knaccuukanuu T0KyMeHTOB. Bunbl kinaccudukanuu. Pa3sutue 1oKkyMeHTHON
kinaccudukanuu B Poccun.

8. O6mue 1 yacTHble QYHKIHUU JOKYMEHTA. 3aBUCUMOCTb IOHATHS «IOKYMEHT» OT €ro
¢ynkunu. Bnusaue QyHKIMIA JOKYMEHTa Ha €T0 CTPYKTYPY.

9. 3aBUCUMOCTb MOHATHS «TOKYMEHT» OT €r0 (DYHKITUH.

10. PazBuTHe NOHATUS «TOKYMEHT.

11. [lonsATne «uHpOpMALUA» U €T0 Pa3BUTHE MPUMEHUTEIBHO K JOKYMEHTOBEICHHUIO.

12. ABTOp TOKyMEHTa, MOPSAA0K 0003HAYCHHSI OPTaHU3aLMU-aBTOPA TOKYMEHTA.

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(DOPMIICHHIO JaThl.

15. dpeBHeiimue Matepuansl 11 nucbma. M300perenne 6ymaru U COBEpIICHCTBOBAHUE €€
IIPOU3BO/ICTBA.

16. Uctopust BOBHUKHOBEHUS U PA3BUTHS OTACIbHBIX BUIOB JOKYMEHTOB.

17. VcTopust pa3BUTHS OTACIBHBIX 3JIEMEHTOB (hOpMyJIsipa JOKYMEHTA.

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

KHMHOJOKYMCHTOB.
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19. Konuu 1OKyMEHTOB, HX UCTOPHYECKOE Pa3BUTHE M BUIBL. JlyOnuKaT qoOKyMeHTa.

20. MarepuasibHasi COCTaBIIAIONIAs JOKYMEHTA U €€ Pa3BUTHE.

21. OOBEKT U peAMET U3YUYEHHUs B JOKYMEHTOBECHUH. METO/Ibl B JOKYMEHTOBETUECKUX
UCCIIEI0BAHUAX.

22. HopMaTHBHO-METONYECKHUE aKThI, PETIIAMEHTUPYIOIINE Co3AaHue U opopMiIeHHE
JIOKYMEHTOB.

23. O6o3nauyenue anpecara. [IpaBuia HanucaHus ¥ MECTO ajipecara B (popmyisipe
JIOKYMEHTA.

24. O6merocynapcTBeHHas: yHU(PUKAIKS JOKYMEHTOB. DOpMBbI yHH(PUKAITIH.

25. O6mue TpeOoBaHUS K TEKCTY TOKyMeHTa. Jlornueckast CTpyKTypa TEeKCTa.

26. OnepaTuBHas U UCTOpUYECKas (PETPOCIIEKTUBHAs) TOKYMEHTHAas: HHPOPMAaLUs KaK
eanHast nH(popMalMoOHHAas cUCcTeMa.

277. OCHOBHBIE TEXHOJIOTUH KOMUPOBAHUS U PA3MHOKEHUS TOKYMEHTOB

28. OcHOBHbIE (haKTOPBI, ONIPEENAIONINE PALIMOHATILHYIO OPTaHU3AIUI0
UH(POPMALMOHHO-TOKYMEHTALMOHHOTO 00CTY>)KUBaHUS YIIPABICHUECKON eI TETHHOCTH.
29. OcoOeHHOCTH TOKYMEHTHPOBAHUS JEATEIHHOCTH KOJIJIETHAIBHBIX OPTaHOB.

30. Ocobennoctu hopmyisapa JOKYMEHTOB, IMMOJTYYE€HHBIX Pa3IMYHBIMU CIIOCOOAMU
JOKYMEHTHPOBAHUS (TEKCTOBBIMU, MAITUHHBIMH, KHHO-, POTO-, POHO-, TEXHUYECKUMHU ).
31. OrmeTrku Ha fokyMeHTax. VX poiib B IPOXOXKIEHNUN U UCTIOJIHEHUN JOKYMEHTA,
MeCTO B (hOpMyIIsipe JOKyMEHTA.

32. OTTHUCK MeUaTy KaK PeKBU3UT JoKyMeHTa. Cirydan 00s3aTeIbHOTO MPOCTaBICHUS
repOOBOIf MeYaTH Ha JOKYMEHTAaX.

33. IlogyinHHuKK 1 Konuu. Bunel konuid. Ilopsaok ynocToBepeHuit KOMUA.

34. IlonmuHHBIE ¥ TIOJIJIOKHBIE TOKYMEHTHI. Bubl danbcudukanum J0KyMEHTOB.

35. Iloanuch Kak cOCTaBHASI 4aCTh PEKBU3UTOB (NIEPEUNCIUTD BCE PEKBU3UTHI).

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

37. IlonaTue «CUCTEMBI JOKYMEHTAII, pa3BUTHE CUCTEM. Y HU(DUIIUPOBAHHbIE
CHUCTEMBI IOKYMEHTAIINH.

38. IloHsTHE «AIEKTPOHHBIA TOKYMEHT». Kimaccudukamus u XxapakTepucTUKa COBPEMEHHBIX
HocuTeneil nadopMaru

39. IonsATue «O6IaHK» IPU CO3IaHUM JOKYMEHTA. biiaHku npeanpusTuii pa3auaHbIX
($hopM COOCTBEHHOCTH.

40. ITonsiTHE KOMILIEKCOB JOKYMEHTOB. [IpOCThIE KOMITJIEKCHI TEKCTOBBIX TOKYMEHTOB.
41. IlonaTHEe M NpU3HAKU OPUTHMHANIA JOKYMEHTA.

42. IToHATHS «LIEHHOCTh JOKYMEHTA», «AKCIIepTH3a LIeHHOCTH». [lopsaok oneHuBanus
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JIOKYMEHTOB.

43. Ilopsnok nognucanus JoOKyMeHToB. @opMbl moanucaHus 10KyMeHToB. [loanucu

KaK COCTaBHasl 4acTh PsJla PEKBU3UTOB.

44. TTopsaok corinacoBaHusi JOKyMeHTOB. OgopMiieHnEe BHYTPEHHETO U BHEIITHETO
COTJIACOBaHUSI.

45. TTopaaok 1 cnocoObl yTBEPKACHUS JOKYMEHTOB.

46. IIpaBoBO€E peryanMpoBaHue MPOLECCOB NIEKTPOHHOI'O JOKYMEHTUPOBAaHUS. DJIEKTPOHHAs
nudpoBas MoMuCh.

47. PazButne yHu(UKAIIMN U CTAaHIAPTH3AIMN JOKYMEHTOB BO BTOPOM MOJIOBUHE XX B.

48. Pa3Butne dpopmymsipa nokymenta B XVI-XX BB.

49. PexBU3UT «azpecary, ero 3Ha4YCHUE U COBPEMEHHbBIE TPeOOBaHUS K OPOPMIICHHIO.

50. PexBU3HUTHI, MPUIAIONINE JOKYMEHTY IOPUANYECKYIO CUITY.

51. Ponb 3akonoaarenbHbIXx akToB X VIII B. B yHUpUKaIMK TEKCTa OT/ICTBHBIX BUJIOB
JIOKYMEHTOB.

52. CnoxHble KOMIUIEKCHI IOKYMEHTOB.

53. CocTaB OpraHu3alMOHHBIX TOKYMEHTOB, UX XapaKTEPUCTHUKA.

54. CoctaB ynocToBepeHus JOKyMeHTOB. [IpaBmia ohopmiIeHHs peKBU3UTOB, YAOCTOBEPSIOIINX
JOKYMEHT.

55. Crioco0bl npecTaBieHus] YHU(PHUIIMPOBAHHBIX TEKCTOB (QaHKETHI, TAOIUIIBI, TpadapeTHble
TEKCTHI).

56. CreHorpadusi, TUKTOrpaMMBI M JIOTOTPAMMBI; ©X COBPEMEHHOE TPUMEHEHHE.

57. CylHOCTb MOHATHS «IOKYMEHT» U €T0 pa3BUTHE.

58. TekcToBOE TOKYMEHTUPOBAHME U ATAIbI €70 PA3BUTHSL.

59. TexHu4eckoe TOKYMEHTHPOBAHUE U 001aCTH ero mpuMeHeHUs1. OCHOBHBIC TPYIIITHI
TEXHUUYECKOHN TOKYMEHTALUU U BUbl TEXHUYECKUX TOKYMeHTOB. [loHsiTHE OpHUrrHaia B
TEXHUYECKON JTOKYMEHTALUH.

60. TpeboBaHUs K KOHCTPYHPOBaHUIO OJ1aHKOB. Byl 61ankoB. bianku opranuzanuii u
MPEANPUITHI pa3IUIHbIX (POpPM COOCTBEHHOCTH.

61. TpeGoBaHus K COCTaBICHUIO M OPOPMIICHHUIO aKTa.

62. TpeboBaHUS K COCTABICHUIO U 0(POPMIICHNIO HHPOPMALIMOHHO-CITPABOYHBIX JTOKYMEHTOB.
63. TpeboBaHUs K COCTABICHUIO U O()OPMIICHUIO IPOTOKOJIA.

64. TpeGoBaHUs K COCTABICHUIO M OPOPMIICHUIO PAaCTIOPAIUTEIBHBIX TOKYMEHTOB.

65. TpeGoBaHus K COCTaBICHUIO M OPOPMIICHUIO CITy)KeOHOTO TuchMa. PasHOBUAHOCTH

IIHUCEM.
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66. Yauukaius Tekcta JOKyMeHTa KaK OJTHO M3 HaIllpaBJICHUHN €ro COBEPIICHCTBOBAHUSI.
YHUGHUIHPOBaHHBIE TEKCThI, METOAMKA UX Pa3pabOTKU U CIIOCOOBI MPEICTABICHHS.

67. YHUpHUUMPOBAaHHAS CUCTEMa OPTaHU3AI[MOHHO-PACTIOPSIIUTEIEHON JOKYMEHTAIIHH.

68. danbcudukau 10KyMeHTOB. CIocoOBI MOAAEITKH TOKYMEHTOB

69. ®ononoxkymentupoBanue. [losBnenue, pa3Butue, npumeHenne. Kpurepuu neHHOCTH
(OHOTOKYMEHTOB.

70. @opmanu3anys TeKCTa JOKyMEeHTa. Y HU(UKAus TeKCTa JOKyMeHTa. MeToabl yHU(PHUKAIUH.
71. ®opMmyIisip JOKYMEHTA M €r0 COCTaBHBIC YacTh. IHIUBHUIyaIbHBIA U TUTIOBOHM (OPMYIISIp
72. ®otogokymeHntupoBanue. [losBinenue, pazputue, npuMeHenrue. Kpurepuu neHHOCTH
($OTOIOKYMEHTOB.

73. UepHOBUKH, IOJUIMHHUKH, OPUTHMHAJIBI TOKYMEHTOB. [Ipru3Haku opuruHana.

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

75. JINHTBUCTHYECKUE OCOOEHHOCTH TEKCTOB CITYKEOHBIX JJOKYMEHTOB.

[IIxana ¥ KpUTEpUH OLICHUBAHMS 3a4eTa

IIxana Kpurepuun onennBanus
OlLICHMBaHUS
«3a4meno» OneHka «3a4TeHO0» BBICTABIIAETCS CTYAEHTY, KOTOPBIN

- MPOYHO YCBOMJI IPETyCMOTPEHHBII MPOTrpaMMHBINA MaTepra,

- MPaBUJIHHO, APTYMEHTHUPOBAHO OTBETHII Ha BCE BOTIPOCHI, C
MPHUBEICHUEM TIPUMEPOB;
- MOKa3aJl TTyOOKHE CHCTeMAaTU3UPOBAHHBIC 3HAHUS, BIIAICET
MPHEMaMH PACCYKJICHUS U COMOCTABIIICT MaTepHall U3 Pa3HbIX
HCTOYHUKOB: TEOPHUIO CBS3BIBACT C MPAKTUKOM, IPYTUMHU TeMaMU
JAHHOTO Kypca, APYTHX U3ydaeMbIX IIPEIMETOB

- 03 OmMOOK BBITIOJHUJ MPAKTUYECKOE 3a/IaHuE.

«He 3aYmenoy O1eHKa «HE 3a4TEHO» BBICTABIISICTCS O0YJArOIIEMYCsl, €CIT: OH HE
3HACT OCHOBHBIX OHpGI[GJIGHHfI, HCIIOCJICA0BATCIICH N C6HB‘II/IB B
W3JI0KEHUU MaTepualia, He o0JagaeT OnpeaeICHHOW CHCTEMOM
3HaHHﬁ 10 JUCHUIIIIMHE, HC B HOHHOﬁ Mepe BJIagcCT HGOGXO,Z[I/IMBIMI/I
YMEHUSMH W HaBBIKAMU TIPH BBITIOJHEHNUN MTPAKTUYECKHUX 3/ IaHHH.
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