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1. etk ¥ 321294 OCBOEHUS M CITUILIHHBI

Lenbto OCBOEHUS JUCLUIUIAHBI «/lokyMeHTalmoHHOE oOecnieueHue u
JIeTTOTIPOU3BOJICTBO» SIBJIIETCSL (DOPMUPOBAHHE Yy OOYYAIOIIMXCS 3HAHHUS OCHOB YIPABICHHS
JIOKYMEHTHPOBAaHHOU HH(pOpMaIMEl, BKIIOYasi TEOPETUUYECKHE 3HAHUS O IOKYMEHTE U HOCUTEIAX
UH(pOPMaLIMH, IPAKTUYECKUX HABBIKOB 10 BBIIOJHEHHUIO OCHOBHBIX ONEpaluil ¢ JOKYMEHTaMH B
JIeTIOTIPOU3BOJICTBE OpraHM3alUHU, pabOTHl C OPraHU3aAIMOHHO-CIPAaBOYHBIMU JIOKYMEHTaMH,
o0OpalieHusAMH TpaKaaH, KOH(PUICHINATBHBIMHA JOKYMEHTAMH.

3ajauaMu  M3y4YeHUs ~ AMCUUMIUIMHBI  «JloOKyMeHTaluMoHHoe  o0ecrnedeHue |

JACJIOIIPOU3BOJACTBO» ABJIAIOTCA:

- (1)OpMI/IpOBaHI/Ie IIOHUMAaHUA MPaBUJI JIOTUYCCKHU BCPHOI'O W apryMCHTHPOBAHHOI'O

AOKYMCHTHPOBAHUS ynpaBnqueCKoﬁ ACATCIIBHOCTH, JICJIOBOM MEPCIINCKU;

— O3HaKOMIJICHHC 06yqafonmxcs1 C TCOPECTUUCCKUMHU U METOJOJIOTHICCKUMHU OCHOBAMMU,

HOPMAaTHBHO-TIPABOBOM 0a301 JOKYMEHTAIIMOHHOTO 00ECTICUeHUsI YIIPaBJICHNUS,

— (QopMupoBaHUE TOHUMAHUS OCOOEHHOCTEH NPUMEHEHHUs TEXHOJIOTHH CO3JaHus

JOKYMCHTOB, MCITIOJIb30BAHHA UX B HpaKanecxoﬁ JACATCIIBHOCTH.

2. MecTO0 IMCHUIIMHBI B CTPYKTYpe 00pa3oBaTe/IbHOM MPOTrPaMMbI
JucuunnuHa «JloKyMeHTalMOHHOEe OOecreueHnue M JEeIONPOU3BOJCTBO» OTHOCUTCS K
(bakyabTaTUBHBIM JAMCHUUIUIMHAM  4YacTH, (OpPMUPYEMOH ydacTHMKM 00pa30BaTEeNIbHBIX
oTHowmeHuH, 61oka bl «lucuuminuel (Moxynn)» ydebHoro miasa, corinacHo ®I'OC BO ans
HarpasieHus noarotoBku 40.03.01 FOpucnpynenuus, npodpuis «I pakaaHCKO-PaBOBON.
JucuunnuHa «JlokyMeHTalMoOHHOE 00ecTieueHre U JeI0NPON3BOJICTBOY» HAXOAUTCS B
JIOTUYECKON U COEPKATEIBHO-METOANYECKOM B3aUMOCBS3U ¢ AUCLHUIUIMHAMU: MEHEeKMEHT,

]_ICJ'IOBLIC KOMMYHHKAIUU, praBHeHI/Ie pUCKaMHU.



3. IlnanupyemMbie pe3yJibTaTbl 00yUeHMsI

Koa v nanmenoBanue

Koa n HauMeHOBaHUe HHAUKATOPA T0CTHKEHUSI

Iliianupyemble pe3yibTaTbl 00yUeHUs

KOMIIETEHUMH komnerenuun (MJAK)
YK-4. Cnocob6en | UYK-4.1 Opraau3yeT KOMMYHHUKAIIMIO C y4e€TOM | 3HATH:
OCYIIECTBIISATh JICJIOBYIO | TIOCTaBJICHHBIX 3aJa4, OMNpEJeIsieT KOMMYHHUKATUBHO | ¢ OCHOBHBIE MIPUHIIUIIBI SKOHOMHUYECKOMH,
KOMMYHUKAIIMIO B YCTHOW U | mpuemiieMyro ¢opMy H  cpencrtBa  OOHIEHUS C OpraHM3allMOHHOW M  YIPaBJICHYECKOH  TEOpHH,

nUCbMEHHOW  ¢opmax Ha
TrOCYJJapCTBEHHOM  SI3BIKE
Poccniickoit ®@enepaunn U
WHOCTPaHHOM(BIX ) sI3bIKE(ax)

KOHTpareHTaMu
NYK-4.2 Hcnonb3yer J0Oruyeckue, CTUIMCTUYECKUE U
rpaMMaTU4YeCKUEe MpaBuUiia TMOCTPOEHUS YCTHOH W
IIMCbMEHHOW PEYM Ha PYCCKOM M MHOCTPAHHOM SI3bIKaX
MIPU OCYIIECTBJICHUH OOIIEH U IeT0OBOM KOMMYHUKAIIMH
NVYK-4.3 Beger naenoByr0 MEepenucky M IyOJIUYHO
BBICTYNIACT  Iepell ayJUTOpHUell Ha  pyCCKOM U
MHOCTPaHHOM SI3bIKE

OI1IK-5. Crtoco0€eH TOTHYECKHU
BEPHO, apTyMEHTUPOBAHHO U

NOIIK-5.1 Ctpout peusb, ciaeays JOTUKE PACCYKJIEHUHN U
BBICKa3bIBaHUI

NOIIK-5.2 CocraBinser npoQeCCUOHAIBHO-
OPUEHTUPOBAHHBIE U IOPUINYECKUE TEKCTHI Ha PYCCKOM
A3BIKE

NOIIK-5.3 Hcnonb3yeT ONBIT MEXKIMYHOCTHOM U
IpyNIOBOM KOMMYHUKAIIMH, TyOIMYHBIX BBICTYIUIEHUN

SCHO CTPOUTh YCTHYIO |
MUCHMEHHYIO peub c
€IMHOO0pa3HBIM u
KOPPEKTHBIM
UCTIOJIb30BaHUEM
npodeccuoHaNbHOM
FOPUINYECKON JIEKCUKHU
OIIK- 6. CniocobeH moHUMAaTh
IIPUHIUIIBI padoThI
COBPEMEHHBIX
MH(pOPMaIMOHHBIX
TEXHOJIOTHI W HCIOIbh30BaTh
UX JUIS  pemieHus  3aaad
npohecCuOoHaANBHOM
JeSITeITbHOCTH

NOIIK-6.1.
TEXHOJIOTHI
NOIIK-6.2. YMeeT BBINOTHATh MPAKTUYECKHE pabOTHI MO
HacCTpPOWKE KOMITBIOTEPHON TEXHUKH

NOIIK-6.3. Brnageer HaBbIkaMu pabOTHI C MPUKIIATHBIM
MPOTrpaMMHBIM O0ecTiedeHuEM

3Haer OCHOBBI MH(POPMALIMOHHBIX

OpUMEHSIeMbIe Il pemieHus] NpoQecCHOHATbHBIX
3ajad.

e OcHOBBI MH(pOPMAIMOHHBIX TEXHOJIIOTUH, UX pOJb B
COBPEMEHHBIX OpraHHU3aLMsIX.

Ymersn:

e Pemarth npogeccuoHaIbHbIE 3aa4u c
HCIIOJIb30BAHUEM SKOHOMHYECKOW, OpraHU3alMOHHON
U YOPABIECHYECKOM TEOpUHM HA NPOMEKYTOYHOM
YPOBHE.

e BoIonHATE mnpakTHuecKkue paboThl MO HACTpPOMKe
KOMITBIOTEPHOW TEXHMKH JUIS PELICHUS NPUKIAIHBIX
3az1ay.

e [IpuMeHsATh NMPUKIATHOE MPOTrpaMMHOE oOecredeHue
JUISL BBITTOJIHEHUS! TPO(ECCHOHANIBHBIX 3a/1ay.

Baangern:

e HaBbikamMM aHaiM3a U NPUMEHEHHUS JSKOHOMHUYECKOM,
OpraHM3allMOHHOW W YIPABJICHYECKOW TEOpUU MJIA
MOUCKA pelIeHuH B MpohecCHOHATBbHON I TETbHOCTH.

e TexHMKaMM HACTPOMKHM M aJanTalUy KOMIIBIOTEPHOMN
TEXHUKU JJIS1 HYXKJl OpraHUu3aluy.

e [Ipuemamu paboThl C COBpEMEHHBIMU MPOTPaMMHBIMU
MHCTPYMEHTAMH, HEOOXOAMMBIMU JUIS pealu3aluu
npodeccuoHaNbHbIX 3a/au.




4. CTpyKTYypAa U coAepKaHUe TUCIUIIUHBI (MOILYJIA)

4.1 O0beM IMCHUIIMHBI U BU/bI y4eOHOH padoThI

Buabl yueOHol padoThl

O0BeM B yacax

OO01mmas Tpy10eMKOCTh TUCIIUTUTHHBI

72 (2 3a4eTHBIX eIMHHUIIbI)

oOyuJaromerocs

KonrakTHas paboTta o0yqarommxcs ¢ 24
npenojiaBaresieM (BCero)

AynmutopHast paboTa (Bcero), B TOM YHUCIIE: 24
Jlexiun 10
CeMuHapbl, NPaKTUYECKUE 3aHATHUS 14
JIaboparopHbie pabOThI -
Bueayauropnas padota (Bcero): 48
B TOM YHUCJIC: -
KOHCYJIbTAIIMS 110 AUCLUILIINHE

CamocrosTenbHas paboTta o0yyarouxcs (BCero) 48
Bua npomexyTo4uHOM arTecTaluu 3ader




4.2 TemaTH4YecKH# IJIAH TUCIHUILIAHBI

HTOoro no xucuuijinge

HaumeHoBaHue pa3jiesioB U TeM Ce Buabl yueOHo# padoThl, BKJIKYAs CAMOCTOSTEIbHYIO padoty | Kommerenuunu
mec 00y4amuxcsi 1 TPYA0eMKOCTh (B yacax)
TP Bcero | U3 nux aynuropuble 3ausitust | Camoc | Kype | Kon
Jleknu | JlaGop | [IpakTuy | TOsAITEJS | OBasti | TPO
]| aTOpH | eckue/ceM | bHast | pa0dor | JbH
ble HHapckue | padora a asi
pador | 3aHATHSA pao
bl oTa
Tema 1. Uctopus pa3BUTHS 1ET0MPOU3BO/ICTBA B 8 8 2 - 2 4 - - VK-4, OIIK-5,
Poccuu. OIIK-6
Tema 2. Posib 1e10mpon3Bo/ICTBa B YIIPABICHUU. 8 8 2 - 2 4 - - VK-4, OIIK-5,
OIIK-6
Tewma 3. ®opMupoBaHNE U BEICHHE 8 8 2 - 2 4 - - VYK-4, OIIK-5,
JIOKYMEHTO00O0pOTa B OpraHU3aIiu. OIIK-6
Tewma 4. Kitaccudukanum JOKyMEHTOB: BUJIBI, 8 8 2 - 2 4 - - YK-4, OIIK-5,
(GyHKIMH ¥ paBHia 0OPMIICHHUS. OIIK-6
Tema 5. PexBu3uthbl opuninanbHbIX TOKYMEHTOB U 8 8 2 - - 6 - - | YK-4, OIIK-5,
paBuiIa UX 0POpPMIICHHS OIIK-6
Tema 6. Opranusanus onepaTuBHOIO XpaHEHUs U 8 8 - - 2 6 - - | YK-4, OIIK-5,
HCIIOJIb30BAHMS JOKYMEHTOB. OIIK-6
Tema 7. [lenoBas nepenucka U A3bIK 8 8 - - 2 6 - - | YK-4, OIIK-5,
YIPABJICHUYECKUX JTOKYMEHTOB. OIIK-6
Tema 8. DeKTPOHHBINA JOKYMEHTOOOOPOT. 8 8 - - 2 6 - - | YK+4, OIIK-5,
OIIK-6
72 10 14 48




4.3 Conepxanue IMCHUILIHHBI

Tema 1. UcTopus pa3Butus aejaonpousBojacrsa B Poccun.

Hctopusi oTedecTBEHHOro JAenonpou3BoacTBa. CKiaAbIBaHUE CHUCTEMbl IPaBOBOMN
JIOKyMeHTaluu. J{enonpon3BoacTBO JOPEBOIIONUOHHOM Poccun (mprkasHoe Ae10mpou3BOACTBO,
KOJUJIEXKCKOE JI€JIONPOU3BOJICTBO, MCIIOJIHUTEIBHOE JIE€JIO0NPOU3BOJICTBO). Jlenonpon3BoacTBo B
coBerckyto 3moxy (1917-1991 rr.) Enunas rocymapcTBEHHas CHCTeMa JEJIOMPOU3BOJICTBA.
Jenonpoun3BoicTBO B COBpeMeHHOM Poccuu.

Tema 2. Posib ge10npou3BoACTBA B yIIPaBJICHUH.

[Ipenmer, conepkanue u 3agaun Kypca. OCHOBHBIE MIOHATHUS U ONPEAEIEHUS: TOKYMEHT,
JEJIIONPOU3BOJCTBO, JOKYMEHTOBEJIEHUE, JOKYMEHTAllMOHHOE OO0ecredyeHrue YIpaBlIeHHUs,
JTOKyMeHT0000poT, pekBu3uThl, ' OCT. CtangapTu3anus JAeI0NPOU3BOCTBA. 3aKOHOAATEIHHOE
peryinupoBaHHe JeI0NPOU3BOJICTBA: 3aKOHBI 00ILEro AEUCTBUS U MTO/I3aKOHHBIE AKTHI.

Tema 3. ®opmupoBaHue U BeeHHe JOKYMEHT0000pOTAa B OPraHU3allUM.

JIOKyMEeHTOOOOpOT, TIOHATHE, OCHOBHBIC TpeOOBaHUS K €ro0  OpraHHW3aIUH.
JIOKyMEHTOIOTOKH, WX aHajdu3 M coBepieHcTBoBaHME. Kiaccudukamus TOKYMEHTONOTOKOB:
TOPU30OHTANIbHBIE, BEPTUKAJIbHBIC, BOCXOMSIINE, HUCXOJAIINE, BXOIAIIME, HCXOASIIUE U
BHyTpeHHue. [lopcyer oOvema mokymeHTOOOOpoTa. 3HaueHHE o0beMa JOKYMEHTO00OpOTa.
OcHoBHBIE J3Tanmbl paboThl ¢ AokyMeHTamu. [lepBoHauanbpHass 0OpabdOTKAa IMOCTYHAIOIICH
KOPPECHOHICHIINH, COPTHUPOBKA JOKYMEHTOB U HUX IpeaBapuTenbHas peructpanus. [lopsmox
MPOXOXKACHUS BXOJAIIMX M BHYTPEHHUX TOKYMEHTOB. Peructpanus ciykeOHBIX JOKYMEHTOB,
INPUHLIMIIBI peructpanuu. JJokyMeHThl, noanexaiue o0s3aTenbHoi peructpanuu. MHaekcanus
JOKYMEHTOB. DOpMbI perucrpauuu A0KyMeHTOB. CrpaBOYHO-MH(POPMAIMOHHBIE KAPTOTEKH.
Opranuzanys UCIOJHEHHS] TOKYMEHTOB. CpPOKHM MCIOJHEHHUS NTOKYMEHTOB. DOpMbI KOHTpOIL,
aHaJIU3 UCTIOJHUTENbHON pabOThl M CHATHE JOKYMEHTOB C KOHTPOJIS.

Tema 4. Kinnaccugukanuu 10KyMeHTOB: BUAbI, PYHKUIMHU U NPaBUJIa 0()OpMIIEeHHS.

Obmiee nouatue o JokyMmeHTe. OpraHU3alMOHHO - PacHOPSAMTENbHAS JTOKYMEHTAIIMS.
Bugpsl nokymeHToB u ux knaccudukanus. Lenas knaccudpukanuu. [To HauMeHoBaHMIO, 110 CIIOCO0Y
¢uKcanMy, MO CTEMEHU CIIOKHOCTH, MO CTENEHU TIJACHOCTH, MO IOPUAWYECKOM cuie, 10
IIPOUCXOXKICHHUIO, IT0 CPOKAM XpaHEHHUs, IO CTENIEHN 00513aTeNbHOCTH, 110 CTEIIEHU YHU(DUKAIUH.

Tema 5. PexkBu3uThI 0QUIHAIBHBIX JOKYMEHTOB M NIPABHJIA X 0()OPMJICHUS.

30 OCHOBHBIX PEKBH3HUTOB O(UIIHMAIBHBIX JOKYMEHTOB M IpaBHJIa UX PACIOJI0XKEHUS Ha
nokymenrte. CocraB U mpaBuia opopmiieHus pekBu3uToB nokymeHToB. I'OCT P 6.30-2003 .
TpebGoBanust Kk 0pOpPMICHHUIO PEKBU3UTOB. CXEMBbI PACIOIOKEHUS PEKBU3UTOB. PEKBU3UTHI,
KOTOpBIE JOJKHBI MCTIOIb30BATHCS MPU U3TOTOBJIEHNUN OJIAaHKOB JJOKYMEHTOB.

Tema 6. Opranusanusi ONepaTHBHOI0 XpaHEHHUsI U UCIOJIb30BAaHNUS IOKYMEHTOB.
8



[Tepsuunbie pokymentsl npeanpuarus. ['OCT P 7.0.8-2013. XpaHneHne HOKYMEHTOB B
IIPOLIECCE MX MCIOJIHEHMS. XPaHEHUE MCIIOJIHEHHBIX JIOKYMEHTOB. ['oCynapCTBEHHBIH apXuB,
MYHUIUTATBHBIA  apXuB, NOpOoQHIb apxuBa, apxuBHBIA (oHI, ApxuBHb ¢(oHn PO,
OOBEMHEHHBIN  apXUBHBIA  (QOHJ,  apXUBHBIA  (QOHJ  JMYHOTO  MPOUCXOXKIEHUS,
dbonooOpazoBaresns, odeceyeHue COXPaHHOCTU JOKYMEHTOB.

Tema 7. [le1oBasi nepenucka v s3bIK YNpaBJeHYeCKUX JOKYMEHTOB.

®denepanbHblil 3akoH PO "O06 smekTpoHHO 1MdpoBoit moanucu". Jlemosast mepenucka.
DONEeKTpOHHAs MOAMKUCH, CEPTH(PHUKAT MPOBEPKU SJIEKTPOHHON MOIMUCH, KIHOY DJIEKTPOHHOMN
MOJIKUCH, YAOCTOBEPAIOIINNA EHTP, CPECTBA IEKTPOHHOM noanucu. [IpaBoBoe perynupoBanue
OTHOILIEHHIA B 00JIACTH UCIIOIB30BAHUS AIIEKTPOHHBIX MOANMCEN. BUIbI 3I€KTPOHHBIX MOAMUCEH.
[Tpu3HaHue 3JIEKTPOHHBIX MOANMCEH, CO3JaHHBIX B COOTBETCTBUHM C HOPMAaMU HMHOCTPAHHOTO
paBa U MEXIAYHApOAHBIMU CTaHIAPTAMHU.

Tema 8. J1eKTPOHHBIH JOKYMEHTO00OPOT.

[TonsTue AJIIEKTPOHHOTO JIOKYMEHTOO00O0pOTa B OpraHu3aIuy. 00630p
AaBTOMATHU3UPOBAHHBIX CUCTEM YIIpaBJIEHUS JOKyMeHTaMu. [IpaBuiia mpuMeHeHHs! JIEKTPOHHOTO
nokymentoobopora. Buaelt 3/10. IIpaBa u 00s3aHHOCTH COYYAaCTHHUKOB AJIEKTPOHHOTO
B3aMMOJICcTBUsL B cdepe AokyMeHTooOopora. [IpuHIMOBI TOpU3HAHHS — AIEKTPOHHOTO
JIOKyMEHTO000pOTa, MOJANHUCAHHOIO LU(PPOBOM MOAMKMCHIO, PaBHO3HAYHBIM JOKYMEHTaM Ha

OyMa)KHOM HOCHTEJIE.

4.4. llpakTH4yeckas NOAroTOBKA
[IpakTrueckass MOATOTOBKA peaTU3yeTCs MyTEeM MPOBEJICHUS TPAKTUYCCKUX 3aHSATHH,
MPEeAYyCMaTPUBAIOIINX ydacThe OOYyYarolUXCsl B BBIMOJHEHUU OTAEIBHBIX 3JIEMEHTOB padoT,

CBSI3aHHBIX ¢ OyayIel npodeccuoHaNbHOM AesITeIbHOCTBIO.

5. YueOHo-MeTOAM4YeCKOE, HHPOPMALIMOHHOE K MATEPUAIBLHO-TEXHUYECKOE
odecnevyeHne JUCHUILIUHBI

5.1 OcHoBHas JauTEpPaTypa
1. JlenonpousBoACTBO M JOKYMEHTAllMOHHOE  OOecleyeHHe TOoCyIapCTBEHHOH |
MYHUIIUTIATBHOHN CcTyKO0BI : yuebHoe nocodue / coctasurens FO. B. Mupromkuna. — CtaBponosnb

: CKDVY, 2016. — 115 c. — TekcT : 31eKTpoHHBIN // JIaHb : 31eKTpOHHO-0MOIMOTEeYHAas CUCTEMA.

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

2. [lyBanoBa, H.H. OpraHuzamnus ¥ TEXHOJOTUS JOKYMEHTAIIMOHHOTO OOCCICUCHHS
yhpaByieHus : ydeOHUK M mpaktukym st By3oB/ H. H. lllyBanoBa. — 2-e¢ u3n., mepepad. u
morm. — Mocksa : WsnmarensctBo [Opaiit, 2022. — 265c¢.— (Bricmiee o0Opa3zoBanHue). —

ISBN 978-5-534-12358-6. — Tekcr : anekrponHbid // OOpa3zoBarenbHas miardgopma FOpaiit
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https://e.lanbook.com/book/155606

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

5.2 lonmosiHuTEIbHAS JIUTEPATYPaA

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

2. Jlenonpou3BoACTBO U JIOKyMEHTOOOOpOT B CHCTEME TOCYJapCTBEHHOTO H
MYHUITUIIAJILHOTO yIpaBiieHus : yueb.-meto. mocooue / E. B. 3aiiniera, H. B. ['onuaposa ; M-Bo
obpazoBanus u Hayku Poc. ®enepanuu, Ypan. penep. ya-T. — ExarepunOypr : U3n-Bo Ypain. yu-
Ta, 2017. — 178 c.

3. JlokymeHToBeieHe: YUeOHUK I CTYICHTOB YUpEKACHUH BbIciiero oopazoBanus / M.B.
Jlapun, E.A. [lnemkesuu, B.®. Aukosas, B.C. Munranes, 32 E.B. TepentseBa, M.JI. I'aBnuH;
moj peA. A-pa UcT. Hayk, ipod. M.B. Jlapuna. M.: M3narensckuii neHTp «Akaaemus», 2016. —
320 c. — 800 k3.

5.3 IIpodeccnonanbubie 0a3bl JAHHBIX M HHPOPMALMOHHBbIE CIIPABOYHbIE CHCTEMBI

1. Bcepoccuiickuii HaydHO-HCCIE10BATEIbCKUI MHCTUTYT JOKYMEHTOBEICHUS U apXUBHOTO
nena (BHUMIA ) http://www.vniidad.ru

2. OdunmanbHbIn CaiT [Ipesunnenra Poccuiickoit denepauuu
http://www.president.kremlin.ru/mainpage.shtml

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

4. [Topran «Koucynsrantllmocy URL:  https://www.consultant.ru/  (JuIIeH3HOHHOE
IIPOrpaMMHO€E 0OecTieyeHNuEe OTEYECTBEHHOTO IIPOU3BO/ICTBA)

5. [TopTan rocymapcTBEHHBIX M MYHUITMITATBHBIX yeayT http://www.gosuslugi.ru/ru/

6. Caiit «Apxussl Poccun» non arunont @eaepanbHOro apxuBHoro areHrcrsa (Pocapxusa)
http://www.rusarchives.ru

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

8. Coser denepanuu denepaabHOTO Cob6panust  Poccuiickoit Oenepanuu
http://www.council.gov.ru/index.html

9. @enepanbHas cayx0a 1Mo HaaA30py B cdepe CBA3M, MHOOPMAIMOHHBIX TEXHOJOTHH U

maccoBbix kommynukanuii, ®I'YIT HTL] "Uudopmpeructp” http://www.inforeg.ru
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https://urait.ru/bcode/489984?utm_campaign=rpd&utm_source=web&utm_content=4ad79e04bad8ee922fa6d42639332d9a
http://www.vniidad.ru/
http://www.president.kremlin.ru/mainpage.shtml
http://www.gosuslugi.ru/ru/
http://www.rusarchives.ru/
http://www.gost.ru/
http://www.council.gov.ru/index.html
http://www.inforeg.ru/

5.4 MarepuajabHO-TeXHHYECKOE ¥ MPOrPpaMMHOe odecrieyeHue (JIHIEeH3HOHHOEe H CBOOOTHO

pacnpocrpaHsiemMoe)
HauMeHnoBanue HanMeHoBanue OcHalleHHOCTDL Ilepeyennb
AUCHMILINHBI CIenUAIbHBIX CreUAJbHBIX JIMIIEH3UOHHOT 0
(MoayJisi), IPaKTUK MoMeIleHUil u NoMelleHun u MPOrpamMMHOI0
B COOTBETCTBMU C | TOMEIEeHUH 1S NOMeIleHui 1ist o0ecrneyeHusl.

BBIXO/IOM B CETh
UHTEpPHET, pabouee
MECTO IMpernojaBaTess B
COCTaBe CTOJI, CTYII,
Tym0a, KOMIBIOTEP
MIPENo/IaBaTelis ¢
BBIXOJIOM B CETh
WHTEPHET, dKpaH,
MYJIbTUMEIUITHBIN
MIPOEKTOP, TEIEBU30D,
TEMaTHU4ECKHE CTEH/IbI,
MPE3EHTALMOHHBIIA
MaTepuai, KOMIJIEKT
0JIaHKOB TEXHUYECKOU

JIOKYMEHTAILIUU
Aynutopus uist yueOHbIE MecCTa,
CaMOCTOSITENTEHOM 000py/I0OBaHHBIE
paboTsl 0J104HOI MeOeTbIo,

KOMIIBIOTEPAMH C
BBIXOJIOM B CETh
WHurepHer,
MHOTO(YHKIIMOHATIbHOE
YCTPOMCTBO

Y4eOHbIM ILIAHOM CaMOCTOSITEJIbHOM CaMOCTOSITEJIbHOM

padoThl padoThl
®T/.03 Kabuner y4eOHbIE MECTa, Microsoft Windows
JIOKyMEHTallMOHHOE | MEHEI)KMEHTA 000pyI0BaHHbIE XP
obecrieuenue u 0JI0YHOM MeOebIo, Microsoft Office
JIEIIOTIPOU3BOICTBO KOMITBIOTEPAMH C Kaspersky Endpoint

U1 Om3Heca
Koncynsrantlnroc
AdobeReader

Cisco WebEx
NudopmannonHo-
KOMMYHHKAITIOHHAS
maTdopma
«Chepym»

6. MeToanueckue ykazaHus JJIs 00y4alOIIMXCS 10 OCBOCHUIO M CIIUTIUHbI

6.1 3aHATHSA JIEKIMOHHOTO U CEMMHAPCKOr0 (MIPAKTHY€CKOI0) THIIOB

Mertoauyeckue YKa3aHus OJid 3aHATUN JEKIHOHHOrO TUIIA. B X0/ie TEKIMOHHBIX 3aHITHI

oOyyaromemMycss HEOOXOJUMO BECTH KOHCIEKTHpOBaHME Yy4yeOHOro marepuaia, oOpalaTh

BHHUMaHUE Ha KaTeropuu, GopMyJIUPOBKH, PACKPHIBAIOIINE COJAEPKAHUE TEX WU UHBIX SBJICHUN

M TIPOIECCOB, HAay4YHBbIC BBIBOABI M TMpaKTHUECKHE peKkoMeHmanuu. HeoOxomumo 3amgaBaTh

npenoaaBaTe/Jiro yrO4YHAOMHNUE BOIPOCBI € HCJIbIO YACHCHUA TCOPCTHYCCKUX HOHO)KCHHﬁ,

pa3pciCHus CIIOPHBIX chyaunﬁ.
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https://www.webex-russia.ru/

IenecooOpa3Ho nopabaTbiBaTh CBOW KOHCIIEKT JICKLUH, Jejiasi B HEM COOTBETCTBYIOIIUE
3allUCU U3 OCHOBHOM W JIOIIOJIHUTEIIBHOM JIMTEPaTypbl, PEKOMEHIOBAHHON IPENOAABATEIIEM H
PEeyCMOTPEHHON Y4eOHOM MporpaMMoOi JUCIUILITHHBIL.

Meroauueckue yka3aHus JUIs  3aHATHM  CEMMHApCKOro (IPakTUYEeCKOro) THIIA.
[TpakTuyeckue 3aHATHSA MO3BOJIAIOT Pa3BUBaTh y OOYYaroOIErocsi TBOPUYECKOE TEOPETUYECKOE
MBILLIEHHE, YMEHHME CaMOCTOSTENbHO H3Yy4aTb JIUTEPATypy, aHAIU3UPOBATh IPAKTUKY; ydaT
4eTKO (POpMyITUpPOBaTH MBICIb, BECTU AUCKYCCHIO, TO €CTh MMEIOT HMCKIIOYHUTEIBHO BaXKHOE
3HAYECHHUE B PA3BUTHU CaMOCTOSTEIIBHOTO MBIIUICHUS.

IlonroroBka K NpPakTHYECKOMY 3aHATUIO BKIKOYAaeT ABa dTana. Ha mepBom »srtame
00yYaromuicsl MIaHUPYET CBOI CAMOCTOSITEIbHYIO pabOTy, KOTOpas BKJIIOYACT: YSICHEHUE
3aJaHisi HA CaMOCTOSITEIbHYIO paboTy; moaOOp OCHOBHOH M JOMOJIHHUTEIBHOW JHMTEPATYpPHI;
COCTaBJIEHUE IUIaHa paboTbl, B KOTOPOM OIPENENAIOTCS OCHOBHBIE IIYHKTBI IpPEICTOALICH
noarotoBku. CocraBieHue IUlaHa AUCLUILNIMHUPYET U MOBBILIAET OPraHU30BaHHOCTH B padoTe.
Bropoii sTan BkJIOUaeT HENOCPEACTBEHHYIO IMOATOTOBKY K 3aHATHIO, KOTOpas HauMHAETCS C
M3YYEHUs OCHOBHOM M JIOMOJIHUTENbHOU IuTepaTypbl. Oco00oe BHUMAaHUE IIPH 3TOM HEOOXOAUMO
0o0paTuTh Ha COJIEP’KAaHHE OCHOBHBIX IOJIOKEHUIH M BBIBOJIOB, OOBsICHEHHE SIBJICHUN U (aKTOB,
YSICHEHHE IPAKTUYECKOrO IPUIIOKEHMSI pacCMaTpUBAEMBIX TEOPETHYECKHX Bompocos. [lanee
CllelyeT NOJArOTOBUTh TE€3UCHI JUUIsl BHICTYIIJICHHUH 110 BCEM y4€OHBIM BOIPOCAM, BEBIHOCUMBIM Ha
IIPAKTUYECKOE 3aHATUE WIN [0 TEME, BBIHECEHHON Ha JUCKYCCHIO (KPYIJIBIM CTOJI), IPOAyMaTh
IPUMEPBI C LIEIbI0 00eCIeYeHUsI TECHOM CBA3HM M3Y4aeMOM TeMbl ¢ peanbHOH KU3HbI0. ['0TOBsCH
K JIOKJIaJly WM BBICTYIUIEHHUIO B paMKaxX MHTEPAKTUBHOM (OpMBI (AUCKYCCHs, KPYTJIBIH CTOI), TpU
HEO0OXOIUMOCTH CJIeyeT 00paTUTHCS 3a MOMOIIBIO K NPENOIaBaTENo.

6.2. CamocTosiTe1bHAsA padoTa CTYACHTOB

CamocrodrenbHas paboTa CTyJJ€HTOB IPEIYCMOTPEHA YU€OHBIM IJIAHOM I10 AUCLUIIINHE
B o0Obeme 48 uacoB. CamocTosTenbHas paboTa peau3yercss B paMKaxX MpOrpamMMbl OCBOCHUS
JUCLIUIUIMHBI B CIEAYIOUNX GopMax:

- paboTa ¢ KOHCIIEKTOM 3aHATUs (00paboTKa TeKcTa);

- IpOpabOTKa TEMATUKN CAMOCTOSITEIbHON pabOThI;

- HaIllMCaHUe KOHTPOJIbHOU paboThI;

- MoucK uHpopMaluu B ceTu «IHTepHET» U IUTepaType;

- BBIIIOJIHEHUE VHIMBUIyaJIbHBIX 3aJJaHU;

- IOATOTOBKA K C/1aye 3a4eTa.

CamocTosiTenbHast paboTa MPOBOJUTCS C LIEIBIO:

- CUCTEMAaTHU3allU1 U 3aKPETICHUS MMOJYYeHHBIX TEOPETUUECKUX 3HAHUI U MPAKTHUECKUX

yYMEHUH 00yJaronuxcs;
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- yIIyOJICHHsI U PACIIMPEHHS TCOPETUIECKHUX 3HAHUIN CTYIEHTOB;

- (opmupoBaHus yMEHHMI HCHOJB30BATH HOPMATUBHYIO, MPAaBOBYIO, CIPAaBOYHYIO
JOKYMCHTAIIUIO, YICOHYIO U CIICIUAIIbHYIO JINTEPATYPY;

- Pa3BHUTHS MMO3HABATEIbHBIX CIOCOOHOCTEH M aKTHBHOCTH OOYYAIOIIUXCS: TBOPYECKOM
WHHUIIMATHUBBI, CaMOCTOSTEIBHOCTH, OTBETCTBEHHOCTH, OPraHW30BAaHHOCTH, (HOPMHUpPOBAHHE
CaMOCTOSITCIbHOCTH MBIIUICHUSA, CIIOCOOHOCTEH K CaMOPa3BUTHIO, COBEPIICHCTBOBAHHUIO U
caMOOpraHu3aIiH;

- Pa3BUTHIO UCCIIEAOBATEILCKUX YMEHUI CTYIEHTOB.

TexHOJOrMsS OpraHM3allid  CaMOCTOSTEIBHONH pabOThl  OOYYAIOMIMXCA  BKIIIOYAET
UCTOJIb30BaHUE WH(POPMALMOHHBIX W MaTepUAIbHO-TEXHUYECKHUX pPEecypcoB: Oubimorexa c
YUTAIBHBIM 3aJI0M, KOMITBIOTEPHBIE KJIACChl C BO3MOXXHOCTBIO paboThl B IHTEpHET, ayaAuTOpUU
JUISL CAMOCTOSTEIILHOM PaOOTHI.

[Tepen BBIMOJHEHHEM OOYYAIOIIUMHUCS BHEAYIUTOPHONW CaMOCTOSTELHONH pPabOThI
HpeHOI[aBaTCJIB HpOBO[II/IT KOHCyJH)TI/IpOBaHI/Ie II0 BBIIIOJJHCHUIO 3aJaHU, KOTOpLIﬁ BKJIFOUACT
[eNb 3aJaHusl, €ro COJACP)KaHHs, CPOKH BBIOJHEHHS, OPUEHTUPOBOUHBIA 00BEM pPabOTHI,
OCHOBHbBIE TPeOOBaHMsI K pe3yJibTaTaM padOoThl, KPUTEPHHU OICHKH.

CamocrosiTenbHasi paboTa MOXKET OCYIICCTBIATHCS HWHIUBHIYAIbHO WM TPYIIaMH
00y4aroImuxcsi B 3aBUCUMOCTH OT €)M, 00beMa, KOHKPETHOW TEMATHKH CaMOCTOSITCIbHOMN
paboThI, yPOBHS CIIOKHOCTH, YPOBHSI YMEHHUI 00YJarOIINXCS.

KoHTpoJIb cCaMOCTOATENBHOM PabOThI CTYICHTOB MPEAYCMAaTPUBACT:

-COOTHECEHHUE COJICPIKaHUSI KOHTPOJIS C ISIISIMH 00yUeHUS;

'06’BGKTI/IBHOCTB KOHTpOJ'IfI;

-BaAJINMIHOCTDH KOHTpOJ'IfI (COOTBCTCTBI/IG HpeI[’Bf[BJ'ISIeMBIX Sa)IaHI/Iﬁ TOMy, qToO
NPEIIOIaraeTcs POBEPUTH);

- GepeHIUaIMi0 KOHTPOIbHO-U3MEPUTEIILHBIX MATEPUAIOB.

®DOopMBI KOHTPOJIS CAMOCTOSTEIILHON PaOOTHI:

-IPOCMOTP U TIPOBEPKA BBIMOJHEHHUS CAMOCTOSTEIBHOM pabOTHI MPEo1aBaTelieM;

-OpraHM3aIys CaMOIPOBEPKH, B3aUMOIIPOBEPKH BBITIOJTHEHHOTO 3aJ[aHUs B TPYIIIIC;

-00CY)XJICHHE PE3yJIbTaTOB BHITIOJIHEHHOW Pa0OThI Ha 3aHSTHUH;

-MPOBEICHHE TTMCHMEHHOTO OIPOCa;

-POBEJICHHE YCTHOTO OMpOCa; OpraHu3alus ¥ MPOBEACHHE HWHAWBHIYAIBHOTO
cobeceI0BaHus;

-OpraHnu3anus U MpoBCACHUC CO6€CC,Z[OB3HI/I$I C rpynnoﬁ.
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7. MeToan4yeckue peKOMeHAAIUM M0 00y4eHH IO JIUI C OTPAHNYEHHBIMHU

BO3MOKHOCTHAMH 3I0POBbS H HHBAJIUA0B

OOydeHne Mo TUCIUTUINHE 00YYAIOIINUXCS ¢ OTPAHUYCHHBIMI BO3MOYKHOCTSIMHU 3JI0POBbS
(maee — OB3) ocymiecTBisieTcss ¢ y4eTOM OCOOEHHOCTEH NCHXO(HU3MUYECKOTO pa3BHUTHS,
WHAUBUAYAIbHBIX BO3MOKHOCTEH U COCTOSIHUS 3/I0POBBS TAKUX 00YUAIOIIHXCS.

Copepxanrie 00pa3oBaHUS M YCIOBUS OpraHu3alnuu o0ydeHus, odyuarommxcsi ¢ OB3
OTIPEICTIAIOTCS AJANTHPOBAHHONW 00Pa30BaTEIBHOW MPOTPaMMOM, a s WHBAIHUIOB TaKXKe B
COOTBETCTBUU C MHAUBUIYAJIHbHON IPOrpaMMON peadMIUTaIli HHBAIUA.

OcBoenue aucnuruiiHbl oOydarorumucs ¢ OB3 Moker OBITh OpraHW30BaHO Kak
COBMECTHO C JIpyrUMHU OOYy4YaloIIMMHUCA, TaK W B OTHENbHbIX TIpynmnax. [Ipeamonaraiorcs
CrienMaTbHbIe YCIOBHUS IS TIOTy4eHUs: oOpa3zoBanus oOyyaromumucs ¢ OB3.

[Tpodeccopcko-nieqarorndeckuii cocTaB 3HAKOMHUTCSI C TICUXOJIOT0-(DU3HOTOTHICCKHUMH
0COOCHHOCTSIMU O0ydaromuxcss uHBanuAoB U jull ¢ OB3, uHaMBUAYyaTbHBIMH TIPOrpaMMaMu
peadmIMTai HHBATUIOB (ITPU HATMYHHN).

B kxypce npeamonaraeTcsi HCNOIB30BaTh COIMATLHO-AKTUBHBIC B pe(IICKCUBHBIE METOIBI
00y4eHUsI, TEXHOJOTUU COIMOKYJIBTYPHOM peadMIUTallMid C IeJIbI0 OKa3aHHWs TOMOIIU B
YCTaHOBJICHUH TOJTHOIEHHBIX MEXJIMYHOCTHBIX OTHOILIEHUH C IPYTMMH CTYIEHTaMH, CO3JIaHUU
KOM(pOPTHOTO TICHXOJIOTUYECKOT0 KiIMMara B cTyneHdeckoil rpymme. Ilogbop u pazpaboTka
y4eOHBIX MaTEpPHAIOB TMPOU3BOJATCA C YYETOM NIPEIOCTABICHUS MarTepuaja B Ppa3IMYHBIX
dbopmax: ayauaabHOM, BU3yalbHOM, C MCIOIB30BAHUEM CIIEHUATBHBIX TEXHUYECKUX CPEJICTB U
MH(OPMAILIMOHHBIX CUCTEM.

OcBoenue nucuuiuivHbl aunamu ¢ OB3 ocymiecTBiseTcs ¢ UCMOJIb30BAHUEM CPEICTB
0o0y4yeHus: OOIIEro ¥ CHCIUAIBHOTO Ha3HA4YeHHS (MEPCOHAIBHOTO W  KOJUIEKTHBHOTO
WCIIOJIB30BaHUs ). MaTepruaabHO-TEXHUUECKOe 00ecreueHue MpeycMaTpuBaeT MpUCIocoOieHne
aynutopuil K Hyxxam jaun ¢ OB3.

dopma npoBeACHUS aTTECTAIMH ISl CTYACHTOB-UHBAINIOB YCTAaHABINBAETCS C YUETOM
WHIUBUIYAIbHBIX TICUX0o(du3ndeckux ocooennocrent. s crynentoB ¢ OB3 npemycmaTpuBaeTcst

JnocTynHast popma npeaoCcTaBiIeHMs 3a1aHUN KaK OLIEHOYHBIX CPEZCTB, @ UMEHHO:

— B MEYaTHOW WJIM 3JEKTPOHHOU Gopme (s JHI] C HapYIIEHUSIMU OMOPHO-ABUTaTEIbHOIO

amnmapara);

— B mnedaTHOH ¢(opMe WM DBJIEKTPOHHOW (opMe ¢ yBENTHYEHHBIM MIPUPTOM U

KOHTPACTHOCTBIO (/7151 JIUII C HAPYIIEHUAMU CITyXa, PeUH, 3peHHs);

— MCTOJOM YTCHHA aCCUCTCHTOM 3adaHU BCIYX (,Z[J'Iﬂ JIAIl ¢ HApYIICHUSIMU 3peHI/I}I).
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CryaeHTaM C MHBaJUIHOCTBIO YBEJIMYMBAECTCS BPEMS Ha IOATOTOBKY OTBETOB Ha
KOHTPOJIBHBIE BOMPOCHL. JIJs TakWX CTYACHTOB TMpeAyCMaTpUBAaeTCs JOCTyIHas Qopma

MpeaoCTaBJICHUA OTBCTOB HA 3aJaHK, 4 UMCHHO!

— MUCHhMEHHO Ha Oymare win HabOpoOM OTBETOB Ha KOMITbIOTEpE (IS JIUI] C HAPYIIICHUSIMH
ciyxa, peun);

- BLI60pOM OTBCTA U3 BO3MOKXHBIX BAPUAHTOB C HUCIIOJIB30BAHUCM YCIYI' aCCUCTCHTA (I[JIH

JUI C HApPYIICHUSIMUA ONTOPHO-/IBUTATENILHOIO aIlapaTa);
— YCTHO (7151 JIUI[ C HAPYLIEHUSIMU 3PEHHUSI, OTIOPHO-IBUTATEIHLHOTO arlfapara).

— pu HEOOXOAMMOCTH JIsi OOYYArOMIMXCS C HMHBATUAHOCTHIO TMPOIEIypa OICHUBAHUS

PE3YyJIbTATOB 06yquH51 MOZKCT IMIPOBOAUTHCA B HCCKOJIBKO 3TAIlOB.
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[Tpunoxenue 1

DoH/ OLICHOYHBIX CPEICTB
JJISl TEKYLIero KOHTPOJISA M MPOMEKYTOYHOM aTTeCTAlNH
NPH U3YYEHNH TUCHMIIIMHBI
DT/1.03 JoxymMeHTALIHOHHOE o0ecriedyeHne U J1eJI0NPOU3BOACTBO

Mocksa 2024
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1. ITacnopTt oHIa OLIEHOYHBIX CPECTB

WHOCTPaHHOM(BIX ) MpaBujIa OCTPOCHUS YCTHOW U TMCbMEHHOM
A3bIKe(ax) pedYd Ha PYCCKOM M HHOCTPAaHHOM S3bIKAaX
IIPH  OCYIIECTBJICHHH OOIIEH W JCIIOBOM
KOMMYHUKAaIUU
NVYK-4.3 Beger nenoByw NEpenucKy H
MyOJMYHO BBICTYIIAET MEPE]] ayIUTOPHUEH Ha
PYCCKOM M HHOCTPAHHOM SI3BIKE
OIIK-5. Cnocoben | MOIIK-5.1 Ctpout peub, cienysl JIOTHKE
JIOTHYECKHU BEPHO, | pacCy>KIEHHI U BHICKAa3bIBAHUN
aprymentupoBanHo u sicho | MOIIK-5.2 CocraBnsier mpogeccnoHanbHO-
CTPOUTH YCTHYIO U | ODUCHTHPOBAHHBIE M FOPUINYECKHE TEKCTHI
MMCbMEHHYIO pedb C | HA PYCCKOM SI3bIKE
€IMHOOOPa3HBIM u | UOIIK-5.3 Hcnonb3yer OIBIT
KOPPEKTHBIM MEXJIMYHOCTHON u IPYIIIOBOM
HCIOJIb30BaHUEM KOMMYHHKAITUH, TyOJIUYHBIX BHICTYIUICHHMA
npoQeCcCHOHAIBHON
IOPUINYECKON JICKCUKH
OIIK- 6. Cnocob6en | MOIIK-6.1. 3HaeT OCHOBBI
IMOHUMATh MPUHIIUIBI | ”HPOPMAIIMOHHBIX TEXHOJIOTUH
paboTsl coBpemenHbix | MOTIK-6.2. Ywmeer BBITIOJTHATH
UH(OPMaIIMOHHBIX npakTH4eckue paboThl 1O  HACTpOIKe
TEXHOJIOTHi1 U | KOMIIBIOTEPHON TEXHUKHU
HUCIOJIL30BaTh ux s | UOIIK-6.3. Bnaneer HaBbIKaMu pabOTHI C
peteHus 3a/1a4 | MPUKIIAIHBIM MPOTPAMMHBIM 00€CTICUeHUEM
npodeccuoHaNbHOM
JIeITEIbHOCTH

Kon n naumenoBanue HNuaukarop nocruxennss komnerenuun | HaummenoBanue
KOMIIETCHIM U OLICHOYHOI'0
CpeCTBa
YK-4. Cnocoben | UYK-4.1 Opraam3yer koMmyHHKanuw c | [Ipomexyrodnas
OCYIIECTBIISATh JICJIOBYIO | YYETOM IIOCTABJIEHHBIX 3aJ]1a4, ONPENEINeT | aTTeCTalus:
KOMMYHHKAIIUIO B YCTHOM U | KOMMYHUKATUBHO MpHemiieMylo ¢GopMy U | 3a4er
NUCbMEHHOW (opmax Ha | cpeAcTBa OOIICHUS C KOHTPAareHTaMH
rOCy/IapCTBEHHOM S3bIKE NyK-4.2 Ucnone3yet jJoruyeckue, | Texkymuii
Poccuiickoit denepanum M | CTUWIMCTUYECKHE 51 rpaMMaTHYECKUE | KOHTPOJIb:

OIPOC, TOKJIA]
(pedepar), Tecr,
3ajauu Mpu
pa3bope
KOHKPETHBIX
CUTYyalHil

Oranel (opMupoBaHusi koMmmeTeHIM B mpouecce ocBoeHus OOII mpsiMo cBsi3aHbl C

MECTOM UCHUIIIIMH B

o0Opa30BaTeNpHON Mporpamme.

Kaxnapiit  stan  popmupoBaHus

KOMIICTCHI U, XAPAKTCPU3YCTCA OIPCACICHHBIMHU 3HAHUAMH, YMCHUAMHU U HABBIKAMU U (I/IJ'II/I)

OIIBITOM HpO(I)eCCHOHaHBHOﬁ ACATCIIBHOCTH, KOTOPBIC OHLCHHUBAIOTCA B IPOLECCEC TCKYLICTO

KOHTPOJISI yCIIEBAEMOCTH, TPOMEKYTOUHOM aTTeCTalliu 10 TUCHUILUINHE (TPAKTHKE) U B IpoLiecce

UTOrOoBOW arrectainuu. MToropas olueHka cOpMUPOBAHHOCTH KOMIIETEHLUH Ompenensercs B

nepruoa MoAroToBKM U C1a4r 3a4€Ta.
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2. OueHo4YHbIE CpeaCcTBA

2.1 Tekymuuii KOHTPOJIb

TUIIOBOE TECTOBOE 3AJIAHUE

1. JlokyMeHTalloHHOE 00ecTeyeHe YIpaBIeHus — 3TO:

1) nesrenpHOCTD anmnapara yrnpaBJieHHs], OXBaTbIBaIOLIasi BOIIPOCHI JIOKYMEHTHUPOBAHUS U
Opranu3aiy paboThl ¢ JOKYMEHTaMH B ITPOIECCE OCYIIECTBICHHS UM YIIPABICHYECKUX
byHKIINIH;

2) mpaBHIbHO O(hOpMIIEHHBIE JOKYMEHTBI, OTPAXKaIOIIKe BECh CIIEKTP yIpaBIeHUYECKON
JEATEeTbHOCTH MPEPUSATHUS;

3) opranusanus 10KyMEHTOO00pOTa B YUPEKICHUY;

4) KOMIIJIEKC OCHOBHBIX MOJIOKEHUH, ONPEISISIIOIINUX U PErIaMEHTHPYIOIINX OPraHU3aIHI0
JTOKYMEHTHUPYEMBIX MPOLECCOB HA MPEAIPUITHH.

2. CucreMa JOKyMEHTAIUH, CO3IaHHAas TI0 €IMHBIM IPABUJIaM U TPEOOBAHUSM, — 3TO:

1) yaudunmpoBanHas cuctemMa JOKYMEHTAIHH;

2) EI'CJ;

3) I'OCT;

4) 00BEKT JAeIONPON3BOICTRA.

3. YUrto Henb3st OTHECTH K cepe AeTonpou3BoACTBa?

1) opopmiieHne cexkpetapém mpurkasza o mpruéMe Ha padoTy COTPYAHHKA;

2) opopmiieHHe ceKpeTapéM Mo MPock0e HaYalbHHUKA MO3IPABUTENLHON TelerpaMMBbl s
€ro MaTepu;

3) obopmiieHHe cekpeTapéM Mo MPOCch0e HAaYAIbHUKA CITYKEOHOM 3aITMCKH B BBIIIECTOSITYIO
MHCTaHILIUIO;

4) opopmieHue cekperapéM MPOTOKOJIA COBEIAHUS PYKOBOIUTEINEH OT/EIIOB.

4. I'ne Ha TOKYMEHTE CJIeAyeT pacrojiaraTh Tocy1apcTBeHHbIN rep0 Poccutickoit denepammu?
1) B BepxHeM HoJe€;

2) 1o LIEHTPY JIUCTA;

3) B IpaBOM BEpXHEM YTIIy;

4) B JIEBOM BEpXHEM YTIIy.

5. B xakoM ciydae Ha JOKyMEHTE HE BOCIIPOU3BOAUTCS dIMOIeMa OpraHu3aiuu?

1) ecm Ha MOKyMeHTe yke moMemnién repo Poccutickoii deneparnmm;

2) ecni Ha IOKyMEHTE yxe moMeriéH repo cyobekra Poccuiickoii deneparum;

3) ecau opraHu3anus HE CYMTACT HYKHBIM MOMEIATh SMOJIEeMy Ha JJOKYMEHTE.

5. T'ep0 cyOwekTa Poccuiickoit deaepannn moMeniaeTcsi Ha OJlaHKax:
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1) B BepxHeM 11oJie;

2) 10 UEHTPY AOKYMEHTa;

3) B IpaBOM BEPXHEM YIIIY;

4) B COOTBETCTBHH C IMPABOBBIMU akTaMH cyObekToB Poccuiickoit deneparumn.

IIkama OLICHUBaHUA TECCTOBOI'O 3aJlaHUA

% BepHBIX pelieHni (0TBETOB) IIxana oueHMBaHUA
85-100% «OMIUYHON

70-84% «xopouioy

51-69% «y0081€MBOPUMENTLHOY
50% u menee «HEYAOBJIIETBOPUTEIBLHO)

INPUMEPHAS TEMATUKA KOHTPOJIBHBIX PABOT 11O JIUCHUIIJIMHE

1. ConepxaHue ¥ Ha3HaYEHHE JEI0IPOU3BO/ICTBA.

2. Opranu3annoHHbIe (HOPMBI AETOMPOU3BOICTBA.

3. Ciiyx06a 1es1onpou3BOJCTBA, LEU U 3a1a4, QyHKIIMOHAIBHOE COJIEpKaHUE AEATEIbHOCTH.
4. 3akononatenscTBo Poccuiickoit denepanyu B chepe MHGOpMALUN U JOKYMEHTALHUH.
5. 3aKOHOAATENBCTBO 00 NEKTPOHHON MOAIHUCH.

6. Bupl 21eKTpOHHON NOJIUCHU U TTOPSIIOK UX TPUMEHEHHUS.

7. HopmatuBHbIit 1oKyMeHT «lIpaBuia genonpon3BoacTBa B esiepaibHbIX OpraHax
VCIIOJIHUTENILHOM BJIACTHY, €T0 HA3HAUYEHHUE.

8. HanroHanbHbIE CTAaHAPTHI 110 YIIPABICHUIO JOKYMEHTAMHU.

9. HopmaTuBHBIE ITpaBOBbBIE aKThl OpraHa BJIACTH, PErJIaMEHTUPYIOIINE OpraHUu3alnio paboThl €
JIOKyMEHTaMH.

10. MHCcTpyKLIMS MO AETONPOU3BOICTBY, HOPMAaTUBHAs U MeToAnYecKast 6a3a pa3paboTKu
MHCTPYKIHUU 1O JeIONPOU3BOCTBY.

11. bnank nokymeHTa, BU/bl OJIaHKOB COCTAaB PEKBU3UTOB OJIaHKa.

12. CocTaB peKBU3UTOB yIOCTOBEPEHH s, MOPSAAOK UX O(POPMIICHHUS.

13. Ciy>xeOHble OTMETKHU Ha JOKYMEHTE, MOPSAJOK UX 0OPMIICHHS.

14. Cucrema OpraHM3alliOHHO-IIPABOBOM JOKYMEHTAMN, HA3HAYEHNE U BUJIOBOM COCTaB
JIOKYMEHTOB.

15. IloHsATHE HOPMATUBHOTO ITPABOBOIO aKTa, BUABI HOPMATUBHBIX IPABOBBIX aKTOB
(benepaabHBIX OPraHOB HUCIIOJHUTEIBHON BIACTH.

16. JlomxHOCTHAsI HHCTPYKIIHSI, HA3HAYEHUE JJOKYMEHTa, COCTaBJIeHNE U 0(pOopMIICHHE.

17. Ilpouenypa coriacoBaHus TIOKYMEHTOB, €€ Ha3HAYECHHUE, BHEIIHEE U BHYTPEHHEE
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COTJIacOBaHUE.

18. BuszupoBaHue JOKyMEHTOB, OCOOEHHOCTH BU3UPOBAHUSI PACIIOPSAAUTENbHBIX JOKYMEHTOB.
19. Cucrema pacnopsiAMTeIbHON JJOKYMEHTAIlMU, HA3HAYEHUE U BUJIOBOM COCTaB IOKYMEHTOB.
20. CocraBnenue 1 oopMIICHHE ITPUKa3a 110 OCHOBHOM JESITEIIBHOCTH.

21. ITopsiiok TOKYMEHTUPOBAHHUS KOJJIETHAJILHOM (COBEIIATEIbHOM) NeITEIbHOCTH.

2322. [IpoToko: 3aceaanusi, BUIbI IPOTOKOJIOB, COCTABICHUE U 0(OpPMIICHHE.

23. Cucrema nH(pOpMAIIMOHHO-CIIPAaBOYHOHN JTIOKYMEHTAIINY, HA3HAYCHUE U BUJJOBOM COCTaB
JIOKYMEHTOB.

24. JlenoBoe NUCbMO, pa3HOBUIHOCTH JIEJIOBBIX ITUCEM.

25. Cocrapnenue 1 0(hOpMIICHHE JICIOBOTO MUChMA.

26. TekcT ynpaBiIeHYECKOro JOKYMEHTa, 00IIHe TpeOOBaHUS K COCTABICHHUIO TEKCTa
JIOKYMEHTA.

27. AKT KaK BU]l JOKYMEHTA, Pa3HOBUJAHOCTH aKTOB, 0COOCHHOCTH COCTABJICHUS U OPOPMIICHUS.
28. IlonsaTre 1OKyMEHTO000pOTa, KAUECTBEHHBIE U KOJIMYECTBEHHBIE TapAMETPhI
JIOKYMEHTO000pOoTA.

29. IlpuHUUIIBI pallMOHATBHON OpraHU3aIK JOKYMEHTO000pOTa.

30. OCHOBHBIE ATaIlbl JBM)KEHUS MMOCTYMAIOMUX JOKYMEHTOB.

31. OcHOBHBIE 3TaNbl ABUKEHUS OTHPABIISEMBIX JOKYMEHTOB.

32. ®opMBI 1 METOIBI COBEPIICHCTBOBAHMS JOKYMEHTOO0OPOTA.

33. Ha3naueHue ¥ €U perucTpaiiy J0KyMEHTOB, IPUHIIUIIBI PETUCTPALIUH.

34. CTpyKTypa perucTpalliOHHOIO0 HOMEPA NOCTYNAIOIINX, OTIPABIIIEMbIX U BHYTPEHHHUX
JIOKYMEHTOB.

35. OcHOBHBIE PEKBU3UTHI PETUCTPALIMOHHBIX (POPM.

36. OcOOEHHOCTH pPEerucTpalru OTACIbHBIX BUOB JOKYMEHTOB (IIPUKa3, AEI0BOE MHUCHMO).
37. Opranu3anOHHbIE OCHOBBI KOHTPOJISI UCIIOJHEHUS JOKYMEHTOB (IOPYYEHUH).

38. TexHOIIOTHSI KOHTPOJIS UCTIOTHEHUS IOKyMEHTOB (TIOpYyYeHUH ).

39. Cpoku UCHIOJTHEHUS IOKYMEHTOB, BUIbl CPOKOB, IOPSAIOK UCUUCIIEHUS CPOKOB UCIIOJTHEHUS
JIOKYMEHTOB, IOPSIIOK NIEPEHOCA CPOKa MCIIONHEHHS JOKYMEHTA.

40. OcHOBHBIE 3TaNbl KOHTPOJISI UCIIOJTHEHUS TOKYMEHTOB (TIOpY4EHU).

41. Opranuzanusi paboThl UCTIOJIHUTENIS C JOKYMEHTaMHU.

42. HopMaTHBHBIE OCHOBHI M 00I1IM€ IPUHLIUITBI OpraHU3aluu paboThl ¢ 00pallleHUsIMHU Tpax1aH
43. Bunpl oOpaieHuii rpaxaH, 0cOOEHHOCTH pacCMOTPEHHsI 00pallieHU TpakjaH
Poccuiickoit @enepanuu.

44. IloHATHE HEHHOCTH JOKYMEHTA, KPUTEPUH LIECHHOCTH JOKYMEHTOB, CPOKU XPAHEHUS

JIOKYMEHTOB.
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45. Opranu3zanus u NOpsA0K MPOBEIEHUS IKCIEPTU3bI IICHHOCTH IOKYMEHTOB OpraHa BJIACTH.
46. Cpoku XpaHEHUsI JOKYMEHTOB, KATETOPUHU JOKYMEHTOB, BBIAEIAEMBIX 10 CPOKaM XPaHEHHUS,
CPOKH XpaHCHUA 3JICKTPOHHBIX ICJI.

47. IlepeyHn TOKYMEHTOB CO CPOKAMH XPAaHEHUS, UX IPUMEHEHUE B JACIOMPOU3BOICTBE.

48. HomeHkuaTypa jies1 oprana BjaacTu, (PyHKIIMM HOMEHKJIATYpPHI Jell, IPUHLHUIIBI ee
IIOCTPOEHUS.

49. ®opma HOMEHKIATYPHI JIe], OCHOBHBIE 3Tarbl €€ pa3pabOTKH HOMEHKIATYPHI JE.

50. IIpaBuia cocTaBiieHUs 3aroJIOBKOB J1€J1 HOMEHKJIATYPHI JEll.

51. CornacoBanue 1 yTBEpKJIeHINE HOMEHKIIATYPHI JeJl, CPOK JACHCTBUS HOMEHKIATYPHI 1€, €€
BEJICHUE U KOPPEKTUPOBKA.

52. ®opMHpOBaHUE JIeN B AETOMPOU3BOICTBE, OCOOCHHOCTH (POPMHUPOBAHUS B JIEJIa OTJACIBHBIX
KaTeropuii T0KyMEHTOB.

53. Buaebl onuceit 1e1, OCHOBHbBIE MPUHIIUIIBI U TOPSIOK COCTABICHUS OMHCEH Jell.

54. JInuHOE €710 rocy1apCTBEHHOTO MPa)KAaHCKOTO CIIYXalllero, COCTaB JJOKYMEHTOB Jiefia,
0c00eHHOCTH er0 (HOPMUPOBAHHUS.

55. Opranuzaius padoThl 10 YHUUYTOXKEHHUIO JIOKYMEHTOB C UCTEKIIUMU CPOKAMH XPaHEHHUS.
56. OdopmiieHre aen Npu uX rnepeaaye Ha apXUBHOE XpPaHEHHUE.

57. Tloustue «uHMOPMAITMOHHASI CHCTEMA 3JIEKTPOHHOTO JTIoKyMeHToobopoTay (CD/10),
¢ynkuu CO/10.

58. HopmatuBHble TpeOOBaHUS K MH()OPMAIIMOHHBIM CUCTEMAM 3JIEKTPOHHOTO
JIOKYMEHTO000pOoTa.

59. TToHsATHE «IIEKTPOHHBIN JOKYMEHT)», OCHOBHBIC TTPHHIIUITE OPTaHU3aUN PAOOTHI C
SJICKTPOHHBIMH TOKYMCHTAMH B JCJIOIIPOU3BOICTBC.

60. Ha3zHaueHue crucTeMbl MEKBEIOMCTBEHHOTO AJIEKTPOHHOTO JJOKyMeHTooOopoTa (MD/10),

cTpykrypa M3 10.

IIpumepHBIe IPAKTHYECKHUE 3aIaHHUS:

IIpakmuyeckoe 3adanue: cocmasumes NPuKkas

Hupexkrop OOO «CeBepHblii TpaH3ut» BenuamunoB Erop ['enHagpeBud mnopydmi
COCTaBUTh MpHKaA3 IO cleayrouiemMy Bompocy. B mpukasze tpeOyercss mopyuuts Bragumupy
Anekceesuuy JlnanoBy, Hukomnaro Aaronosuuy Casupckomy u Annpero [lerpouuy Kynemosy
COCTaBHUTh MPOEKT (PUHAHCOBOTO OTYeTa JJs Koprnopauuu «YpanHedteraz». Homep nokymenra

1-342 ot 12 mas 2014 rona.

HpaKmMIlQCKOe 3a0anue: cocCmasums npukas
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Bei — mHavanmpHuk otnena genonpousBoiactBa OO0  «PaccBer». PykoBoautenb
opranuzanuu: reepanbubiil aupektop C.f. Koanés. CeroaHsi cocTosics COBET IUPEKTOPOB
opsiackoro OO0 «PaccBer», 00Ccyx)aanoch mpeodpa3zoBaHue CTPYKTYpHI oOiecTBa. PemeHo, 4ro
¢dbuHaHCOBBI OTAEN W Oyxranrepus OOBEAMHSIOTCS B OJHO CTPYKTYpPHOE MOJpa3jecHue
(¢punancoBoe ympapieHHE), PYKOBOACTBO KOTOPBIM IOpydaeTcs IJIaBHOMY Oyxrantepy A.B.
JloBakuny. CekpeTapckue MOKHOCTH PyKoBoAcTBa (OIIecTBa BBIBOISATCS W3 TMOJYMHEHUS
CITY>OBI AEJIONPOU3BOCTBA U OOBEIUHAIOTCS B CAMOCTOSITEIBHOE CTPYKTYPHOE O/Ipa3ieJieHue
(cekperapuar). PykoBoACTBO cekpeTapuaToM MOpydaeTcs MOMOUIHUKY FeHEpabHOTO IUPEKTOpa

H.}O. Manwnuny. KoHTpoaupoBath HCTIOJHEHHE TTPUKa3a OyAeTe BBI.

IIpakmuueckoe 3a0anue: ogopmums obvsacHumenvhyio 3anucky. Cocmasumo pe3onoyuio.

B 3A0 «Bpemena roma» Obula IpoBeieHa pEBU3US, B peE3yibTaTe KOTOPOW ObLIM
BBISIBJIEHBl HEOOOCHOBAHHBIE 3aTpaThl HA OPTaHU3ALMIO JEJIOBbIX MEpONpUATH. B cBs3U ¢ 3TUM
mupektop 3A0 «Bpemena roga», 3apeructpupoBanHoro B I. bpsicke, H.I1. Copokun 3aTtpeboBai
OOBSICHATENBHYIO 3alMCKy OT TiaBHoro Oyxrantepa A.E. ManunoBoii. Panee aupextopom Obu1
U3JaH INpPUKa3, B KOTOPOM PYKOBOAMTEIM CTPYKTYPHBIX IOJpPA3/EiICHUN NpHU OpraHu3aluu
JIEJIOBBIX MEPOIPUATHI 00s3bIBATNCH IPEACTABIATH B Oyxranrepuio 3A0 10KIaJHbIE 3aIHCKH C
yKa3aHHEM CMETHI pacxo/10B He no3anee 10 mHel 10 Hagajma COOTBETCTBYIOIIETO MEPOIPHUSTHSL.
JupexTop mopydws OyXraitrepud NPOBOAWTH (UHAHCHPOBAHHE IENOBBIX MEpPONPHUSATHH Ha
OCHOBaHMHU ero pesoironuu. OnHAKO IIaBHBIA OyXxrainTep npoduHaHCHpPOBajIa KOMaHAUPOBKY
HauanbHUKa othena cObita E.C. TuxonoBa 6e3 pesomouuu aumpekropa. OT nuua riaBHOrO
Oyxranrepa A.E. MaHunoBoi cocTaBbTe OOBSICHUTEIbHYIO 3aIIUCKY, € YKaXHUTE, YTO OIulaTa
OCyIIECTBJIEHA B CBsI3U ¢ 10-1HEBHOM 3apyOeKHONH KOMaHIUPOBKON JUPEKTOPA.

Pe3omronus cocTaBiseTcs IMPOU3BOJIBHO.

IIpakmuueckoe 3adanue: cocmasbme u 0popmume 00bACHUMENbHYIO 3ANUCKY

Wucnexrop kanuenspun 3A0 «Cupuyc» WM. PycakoBa B COOTBETCTBHUU C HPUKA30M
re’epanbHoro aupektopa ot 12.03.2005 Ne 45 nomkHa Obuia k 12.04.2005 mpoBecTH SKCHEpTH3Y
LIEHHOCTH JOKYMEHTOB, XpaHAIIMXCS B KaHUENApUH. B CBA3M C [aiaMTenbHOM OoJe3HbIO
3aBenyromen kanuensipueit .M. PycakoBa ucnonnsisia ee 00s3aHHOCTH M HE CMOTJIA BHITIOJTHUTD
nopydeHue B cpok. [locie Bbixoga Ha paboTy 3aBeayromias KaHuensipuei morpedosana ot U.N.

PycakoBoii 00BICHUTENBHYIO 3aIIUCKY.

Hpakmuqecme 3a0aHnue; cocmasums 0e1080€ NUCbMO
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Brbl — HauanpHUK OTHENa JEIONMPOM3BOCTBA 00aIMUHKUCTpauu. Buepa nposenen 9 B
rofy npe3uanym kosuteruu npu ['yoeprarope bpsuackoit obnactu A.B. Tumodeere. Hauanpank
topuauyeckoro otaena E.P. Cunun BHeC IpeasioKeHHE MO PeopraHu3aluyd aJMUHUCTPALUU
bpsiackoit obmactu B [IpaButensctBo bpsinckoit obnactu. ['yoepHaTop bpsinckoii obmactu A.B.
Tumodee cipocun AokJIaqunKa 0 KoJudecTBe 3amectuteneid ['ydGepHaropa B HOBOM CTPYKTYype,
IPEUIOKIII COKPATUTh MX Ha 2 enuHHIBL. [lopydeHO ympaBieHHIO TO KaapoBod padore K I
kBapTtaiy 2017 roga moAroTOBUTH MPOEKT peopranu3anuu. HauanbHuky nenapramenTa (PuHaAHCOB
I1.LE. BiacoBy mpocuutath pacxojibl o peopranuzanuu ko Il kBaprany 2017 rona.

Bam HeoOxoauMo Hammcath nucbMo Ha uMs [Ipencenarens bpsHckoit o6mactHol J{ymbl
A.E. Ennceesa 3a MoANuChIO BaIlIeTo pyKOBOIUTEIS — 3aMecTuTels [ 'ybepHaropa A.A.Ilono3oBa.
B niuceme, cornacuo 3anpocy u3 Jlymsr (Ne 1-342 oT ceroHsIIHETo Yuciia) —ponH(OpMUPOBATH

Enuceena o TOM, 4YTO IMPOU3O0LIIIO Ha IMPE3NJANYME.

IIpakmuyeckoe 3adanue: oghopmume NOIHBIN NPOMOKO]L NO NPEOTOHNCEHHOU CUMYayUU.

B 3A0 «/Ipurarensy» cocrosiioch 3acepanue texuuueckoro Coera mnpu ['eHepaibHOM
mupektope T.J1. ['maronese moa ero mpenceaaTeaIb-CTBOM, B IPUCYTCTBUU Beex wieHoB Coera (16
yenoBek) u cekperaps Cosera. CoBer oOcCykgan BOMpPOCHl O cocTossHMM padoTel 3A0 3a
OPOIIEAIINI IO W TepcHeKTHBBl pa3BuTusi OOmecTBa B OyAyIleM TOAy, O BBIIOJIHEHUH
IpOrpaMMbl BbIIYCKAa NPOAYKIMM M ee peanu3auuu. [lo mepBoMy BoIpocy AOKIJIaJ Jeniai
3amectutenb [eHepanmpHOoro gupektopa K.A. PycnaHoB, KOTOpBI Jan  pa3BEepHYTYIO
XapaKTepUCTUKY JesTenbHocTH OOmecTBa, OTMETUJ pACHIMPEHHE COTPYAHMYECTBA» C
napTHepamu B Jpyrux peruoHax. K. A. PycnaHoB A0J0Xui1 O HOJANUCAHUM COTJIAIIEHUS C
yHUTapHBIM npennpuatueM «TypOuna» u ero mepcnexktuBax s OoOmiectBa. CoBeT NMpHUHSII
peleHrne O 3aKIOYeHHH JoroBopa ¢ mpeanpusatueM «TypOuHa» O BBIMYCKe 3amyacTedd ams
CEJIbCKOXO3AMCTBEHHOW TeXHUKH. Kommepuecknii aupexkrop AnTOHOB M.K. nonoxun o
cOOI0OICHUH TUIAHOB peau3alii rOTOBOM MPOIYKIIMHM, OTMETUB IPU 3TOM TPHU CiIy4yasi CpPbIBOB
MOCTaBKU M HapyueHus: OO1IecTBOM CBOUX 0053aTeIbCTB M3-3a HEMPAaBWIBHON KOMIUIEKTALUN
3aKa30oB. [IpyYMHOM TAaKOro MOJNOXEHHS SBUJIOCH OTCYTCTBHE COBPEMEHHOIO CKJAaJCKOIO
oOopynoBanusi. PemieHne mo BTOpoMy BONpocy cojaepkano nopydeHue Kommepueckomy
mupektopy AnToHOBY M.K. moarotoButh 00OCHOBaHHME MpPOEKTa PEKOHCTPYKIMHM CKIaja

MPEATPUITHS.

HpaKmuquKoe 3a0anue: cocmasums OJ1aHK HOMEHKIIamypbol oen Uu pexeusumal

HOMEHKJIATYPHI JeJT 10 TeKCTa.
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®dupwma: Opsiackoe OO0 «PaccBer», HOMeHknarypa nen Ha 2017 roa. dupektop OO0 —

Anrton UBanosuy Tenerun.

IIpaxmuueckoe 3a0anue: cocmagumes omeem 6 gude 0en08020 NUCbMA HA OOpaujeHue
2PadNCOaHUHA.

B kaHuemspuro KOMMEpUYeCKOro OaHKa «ATJIAHTUYECKUMH TpaH3uT» 27 sHBaps
T.T.IOCTYIMJIO TUCHbMO OT TpaxkaanuHa MBana EsrenseBuua TyxkukoBa. OH IPOCUT PYKOBOJICTBO
0aHKa TPEIOCTAaBUTh €My OCCHPOILEHTHYIO CCYy Ha MATh JIeT («Ha MOTPEOUTEITCKUE TIETTN).
CocraBpTe OTBET OT JMIAa AUpekTopa OaHka Anapes MarBeeBuya TuTOBa, rie H3BECTUTE
3asBUTEJISL, YTO CPEH MOTPEOUTEIBCKUX KPEAUTOB OaHKa MOTOOHBIX KPEAUTHBIX MMPOAYKTOB HET.

O3HaKOMHTCS C KPEIUTHBIMH TPEAJIOKEHUSIMA MOXHO B oduce Oanka (bpsHCK,

ya.Beprasckoro, 4, od. 3) wiu Ha caiite 6anka: www.a-tranzit32.ru

IIpakmuueckoe 3adanue: nod2omoeumsv NyOIUYHOE BbICMYNIEHUE NO NPEONONHCEeHHOU
cumyayuu.

[ToAroToBUTH MOKIJIA O CBOCH IPYIIE OT UMEHH CTApOCTHI TPYIIIbI IS BBICTYILICHUS Ha
Bcepoccuiickom cnére crtapoct. B BbICTyIIIEHMHM O3BYYUTh Y4YeOHYI0O U BHEYy4EOHYIO

JEeSTENIbHOCTD TPYIIIbI, 0COOCHHOCTH CIIELUAIN3aiH, Oy 1ylue KapbepHbIE EPCIEKTUBHI.

IIpaxmuueckoe 3a0anue: cocmagbme u oghopmume 3das6i1eHue Ha OMNYcK
Bel — HauvanpHuk opranuzanumonHoro otaena OOO «Cucrema-bpsiHck». OTO Bamn
OCHOBHOI1 OTITyCK, KOTOpbIi Bbl Oepere Ha 30 nHel ¢ 12 aBrycra 1.r. 3aMecTUTeNb JUPEKTOPA 110

kagpam OOO — Oner UBanoBruy Kopo0os.

[Mxana n KpUTCpUHU OLUCHHUBAHUA KOHTPOJbHBIX pa60T

IIIkxaxa omeHNBAHUA Kpurepun oueHnBanus

«OMIUYHON OO0yuaronuiicst ITyOOKO U COAEpKATENbHO PACKPBIBAET TEMY
KOHTPOJILHOM paboThl, HE TOMYCTUB OMNOOK. OTBET HOCUT
Pa3BEPHYTHIM M HCUEPIBIBAIOIINN XapaKTED.

«xopoutoy OOyyaronuiicst B 11€JIOM pacKpbIBaeT TEMY KOHTPOJIbHOMN
paboThI, OJTHAKO OTBET HE HOCUT Pa3BEPHYTOI0 U
HCYEPIBIBAIOIIETO XapaKTepa.

«Y0061€mMEOPUMETTLHO N OOyuaromuiics B 1IeIOM PacKpbIBaeT TeEMY KOHTPOJIbHON pabOThI
U JIOITyCKAaeT psii HETOUHOCTE!, (hparMEHTapHO pacKphIBAET
COJIep’KaHNE TEOPETUUECKUX BOIIPOCOB WIIM UX PACKPBIBAET
CoJIepKaTeNbHO, HO JIONyCKasl 3HAYUTEIbHbIE

HETOYHOCTH.

«Heyoosnemeopumenvroy» | OOydaroluiicss He BlIaZieeT BHIOPaHHOM TeMOM KOHTPOJIbHOM
pabotbl. Tema KOHTPOJIBHON pabOThl HE pacKphITa
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HPUMEPHBIE TEMbI TOKJIALOB (PE®EPATOB) 110 JUCIUIIJIMHE
1. Pa3BuTHe 3akOHOMATENBHOW periaMeHTaluu padoThl C JOKyMeHTamu B Poccuiickoit

®enepanuu B 1990- 2013 rr.

2. AHan3 MHCTPYKUMHU IO JAEJIONPOU3BOJACTBY (Ha NpUMEpEe HHCTPYKUMH KOHKPETHOM
OpraHU3aIliH)
3. AHaiu3 T0JHKHOCTHBIX MHCTPYKIHMHA paboTHUKOB cyk0b1 JIOY (Ha mpuMepe HHCTPYKIHMA

KOHKPETHOI'O YUPEKICHUS).

4. AHanu3 CTpyKTypbl U GQYHKIUH CIyX)Obl JIEIOMPOU3BOJICTBA (HA MPUMEPE KOHKPETHOMN
OpraHU3AIHH ).

S. Opranuzanus padotsl ciyx0b1 JIOY (Ha mpuMepe KOHKPETHON OpraHU3aIlHH ).

6. Opranuzanus JOKyMEHT0000poTa (Ha IpUMepe KOHKPETHOM OpPraHu3allii) U OCHOBHbIE

HaIlpaBJICHUA €T0 COBCPIICHCTBOBAHUA.

7. Opranuzanus perucTpauuy J0KyMEeHTOB (Ha IpUMepe KOHKPETHON OpraHu3alun).

8. MeTtonpl OpraHu3ali KOHTPOJIS 3@ HCIIOJHEHHUEM JOKYMEHTOB IpPHU TPAJUIMOHHOM
JIeJIONPOU3BO/ICTBE.

9. Opranuzanus paboTsl ¢ 00paIeHUsIMH IPaX/1aH B TOCYIapCTBEHHBIX YUPEKACHUAX.

10.  Metoauka cocTaBiaeHNUss HOMEHKIIATYPHI [ YUPEKICHHSL.

11. [TpoGiieMbl 3KCTIEPTU3bI LIEHHOCTH JOKYMEHTOB B JIEJIONPOU3BOJICTBE.

12. OnbIT Oprauu3anuu padoThl C TOKYMEHTAMHU 32 pyOEKOM.

[Ikana u KpuTEepUn OLIEHUBAHUS AOKIaI0B (pedepaToB)

IIIkajia onleHUBAHUSA Kputepun onieHuBaHus

«OMAUHOY OO6yuaromuiics TIyO0KO M COAEpKATETBEHO PACKPBIBAET TEMY
nokiana (pedepara), He JOMYCTUB OMTMOOK. OTBET HOCUT
pPa3BEepHYTHIN U MCUEPTIBIBAIOIINIA XapaKTep

«XOpouto» OO0yuaromuiics B 11eJIOM pacKpbIBaeT TeMy MokIaaa (pedepara),
OJIHAKO OTBET XOTs Obl HA OJIMH U3 HUX HE HOCHUT Pa3BEPHYTOTO U
MCUEPIIBIBAIOIIETO XapaKTepa.

«yooenemeopumenviioy | OOydarolIUIACs B 1IEJIOM paCKpbIBaeT TeMy Jokiana (pedepara) u
JIOITYCKaeT PsJT HETOYHOCTEH, parMeHTapHO PacKphIBaeT
coJiep>KaHue TEOPETUYECKUX BOIIPOCOB WM UX PACKPHIBAET
COJICPIKATENIBHO, HO JOMYCKasl 3HAYMTEIbHBIC HETOYHOCTH

2.2 IIpomexxyTOUHAs aTTeCTALUSA

INEPEYEHD BOITPOCOB JJIAA IOAI'OTOBKH K 3AYETY
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1. CBa3b uH(poOpMaMK U TOKyMeHTa. Poib nH(OpMaIy B COLMANBHBIX M SKOHOMUYECKUX
porueccax.

2. JIOKYMEHT 1 €ro MECTO B CUCTEME YIIPABJICHUS.

3. JIOKyMEHTOBEIeHUE KaK Hay4Hasi JUCLUIIJIMHA U €€ CBS3b C APYTUMU HayYHBIMU
JUCLIUIUINHAMM.

4. OnpeneneHue JOKyMEHTa B HOPMAaTHBHBIX aKTax.

5. 3akoHozaTeNbHAs U HOPMaTUBHAs PerlaMeHTalus JOKYMEHTUPOBAaHUS B JOPEBOJIIOLMOHHON
Poccun.

6. 3akoHOAaTeNbHbIE aKThl 00 0053aTEILHOCTH IOKYMEHTUPOBAHUS HH(DOPMALUH.

7. llonsTre knaccuukanuu T0KyMeHTOB. Bunbl knaccudukanuu. Pa3Butne 1oKkyMeHTHOR
knaccudukanuu B Poccun.

8. O0wmue 1 yacTHble QYHKIUU JOKYMEHTA. 3aBUCHUMOCTb IOHATHS «IOKYMEHT» OT €T0
¢bynkuuu. Bnusaue QyHKIMA JOKYMEHTa Ha €ro CTPYKTYpY.

9. 3aBUCHMOCTP MOHATHUS «IOKYMEHT» OT €ro (PyHKIIHH.

10. Pa3zBuTue NOHATUSA «TOKYMEHT.

11. [lonsATre «MHpOPMALIUA» U €r0 pa3BUTHE IPUMEHHUTEIBHO K JOKYMEHTOBECHHUIO.

12. ABTOp 1OKyMEHTa, HOPsI0K 0003HAYEHUs OpraHU3alMH-aBTOPa JOKYMEHTA.

13.TOCT P 7.0.97-2016. Ero conepxanue, 3HaueHHEe, 0COOEHHOCTH BHEIPEHHUS.

14. latupoBka nokymeHTa. J[ata Kak cocTaBHasi 4aCTh psJa peKBU3UTOB. TpeOoBaHUs

K 0(pOPMIICHHIO JaThI.

15. [peBHeiimue Matepuansl 1y nucbma. M3o0perenne 6ymaru 1 coBepIIeHCTBOBaHHE €€
IIPOU3BO/ICTBA.

16. Vicropust BOSHUKHOBEHHUS U Pa3BUTHS OTAEIbHBIX BUIOB TOKYMEHTOB.

17. Uctopust pa3BUTHI OTJIEJIBbHBIX 3JIEMEHTOB (hopMyJIsipa JOKYMEHTA.

18. Kunonoxymentuposanue. IlosiBnenne, pazsutue. Buneosanucs. Kpurepun nennoctu
KMHOJOKYMEHTOB.

19. Konuu 10OKyMEHTOB, UX UCTOPUUYECKOE pa3BUTHE U BUbL. JlyOIuKaT JOKyMeHTa.

20. MarepuaiibHasl COCTaBIIAOLIAs JOKYMEHTA U €€ Pa3BUTHE.

21. OOBEeKT U npeAMET U3y4YEeHHUs B TIOKYMEHTOBEICHUU. MeTOo bl B JOKYMEHTOBETUECKUX
MCCJIEIOBAHMSIX.

22. HopMaTHBHO-METONYECKHUE aKThI, PETIIAMEHTUPYIOIINE CO3AaHue 1 ohopMIIeHIE
JIOKYMEHTOB.

23. O6o3Hauyenue anpecata. [IpaBuia HanmMcanust 1 MECTO ajipecata B (hopmyisipe
JTIOKYMEHTA.

24. ObuerocynapcTBeHHas YyHUPHUKaLUs JOKYMEHTOB. @OpMbl YHUPHUKALIUH.
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25. O6mue TpeboBaHUsA K TEKCTY TIOKyMeHTa. JIorndeckas CTpyKTypa TeKCTa.

26. OnepaTtuBHas U UCTOpUYECKas (PETPOCIIEKTUBHAS) TOKYMEHTHAs! HHPOPMAIUs KaK
eanHas THPOPMAaIMOHHAS CUCTEMA.

27. OCHOBHBIE TEXHOJIOTUU KOIUPOBAHUS U PA3MHOKEHHS JOKYMEHTOB

28. OcHOBHbIE (haKTOPBI, ONIPEIEIIAIOLINE PALIMOHATIBHYIO OPraHU3aLHIo
UH(POPMALMOHHO-TOKYMEHTALMOHHOTO 00CITY>)KUBaHUS YIIPABICHYECKON AEATEIbHOCTH.
29. OcoOEeHHOCTH TOKYMEHTUPOBAHUS ACSATEIBHOCTH KOJUIETUATIBHBIX OPTraHOB.

30. OcobenHoctu (popmysipa JOKYMEHTOB, OJIYYEHHBIX Pa3IMUYHBIMU CIIOCOOaMU
JOKYMEHTHPOBaHUS (TEKCTOBBIMU, MAIIMHHBIMH, KHHO-, HOTO-, POHO-, TEXHUYECKUMH).
31. OrmeTrku Ha gJokyMeHTax. VX poiib B IPOXO0XKIEHUHU U UCIIOJIHEHNUHU JOKYMEHTA,
MecTO B (hopMyIisipe JOKyMeHTa.

32. OTTHCK ITe4aTu KaK peKBU3UT AoKyMeHTa. Ciryuan 00s3aTeIbHOI0 MpOCTaBIECHUS
repOOBOIi ITeyaT! Ha JOKYMEHTaX.

33. IlogyinaHuKY 1 Konuu. Bunpl konuid. [Topsnok ynocToBepeHuit KOMMA.

34. IlonMHHBIE U TOAJIOKHBIE TOKYMEHTHI. Bupl anbcupukanum JOKyMEHTOB.

35. Ilonnmuck Kak cocTaBHAs 4aCTh PEKBU3UTOB (IIEPEUUCIIUT BCE PEKBU3UTHI).

36. IlonaTue «pekBU3UT JOKyMeHTay. [locTOsHHBIE U IepeMEHHbIE PEKBU3UTHI.

37. IlonaTue «cucTeMbl JOKYMEHTAIMIY, PA3BUTHE CUCTEM. Y HU(DHUITMPOBAHHBIC
CUCTEMBI JJOKYMEHTALIUH.

38. IlonsATue «3neKTpoHHbIN TokyMeHT». Kiaccudukanus u xapakTepucTHKa COBPEMEHHbIX
HocuTenell napopmanu

39. TlonsiTue «O1aHK» IpU CO3AaHUU JOKYMEHTa. biiaHnku npeanpusTuil pa3inyHbIX
($hopM COOCTBEHHOCTH.

40. IToHATHE KOMIUIEKCOB JOKYMEHTOB. [IpOCThIE KOMIUIEKCHI TEKCTOBBIX JOKYMEHTOB.
41. IlonaTHE M NPU3HAKK OPUTHMHAIA JOKYMEHTA.

42. IToHATHS «IIEHHOCTh JJOKYMEHTa», «9KCIIepTH3a LIEeHHOCTH». [lopsaok oneHuBaHus
JIOKYMEHTOB.

43. ITopsnok noanucanus JOKyMeHTOB. DopMbl mognucanus T0KyMeHToB. [loanucu
KaK COCTaBHasl 4acTh PsAJla PEKBU3UTOB.

44. Tlopsnok cornacoBaHus 10KyMeHTOB. OdopMiieHHe BHYTPEHHETO U BHEIIHETO
COTJIACOBaHUS.

45. TTopsaok 1 cnocoObl YTBEPKACHUS JOKYMEHTOB.

46. IIpaBoBO€E peryanMpoBaHueE IPOLECCOB AEKTPOHHOIO JOKYMEHTUPOBAHUS. JIEKTPOHHAs
nudpoBas MoMUCH.

47. PazBuTHe yHU(PHUKAIIUU U CTaHIAPTU3ALNN JOKYMEHTOB BO BTOpOii rosioBuHe XX B.
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48. PazButne popmynsapa nokymenta B XVI-XX Ba.

49. PexBU3UT «azpecary, ero 3Ha4YeHUE U COBPEMEHHbBIE TPeOOBaHUS K OPOPMIICHHIO.

50. PekBU3UTHI, IPUIAIOIINE JTOKYMEHTY FOPUIUYECKYIO CUITY.

51. Posb 3akoHonarenbHbIX akToB X VIII B. B yHUu(HKaUyU TeKCTa OTASIBHBIX BUIOB
JIOKYMEHTOB.

52. CnoxHbI€ KOMIUIEKCHI IOKYMEHTOB.

53. CocraB OpraHM3alMOHHBIX JJOKYMEHTOB, UX XapaKTEpUCTHUKA.

54. CocraB yiocroBepeHus 10KyMeHTOB. [IpaBuiia ohopMiieHUs: peKBU3UTOB, Y1OCTOBEPSIOLINX
JIOKYMEHT.

55. Crioco0b! mpecTaBieHus] YHU(PHUIIMPOBAHHBIX TEKCTOB (aHKETHI, TaOIHIIbI, TpadapeTHbIe
TEKCTHI).

56. CreHorpagusi, MUKTOrPaMMBI U JIOTOTPAMMBI; UX COBPEMEHHOE IPUMEHEHHE.

57. CyImHOCTb HOHATHS «IOKYMEHT» U €r0 Pa3BUTHE.

58. TexcToBOE TOKYMEHTUPOBAHUE U ATAIBI €70 PA3BUTHS.

59. TexHnueckoe JOKyMEHTHPOBaHUE U 00JacTH ero npuMeHeHus. OCHOBHBIE TPYIIIIBI
TEXHUYECKOH TOKYMEHTALlMU U BUJIbl TEXHUUECKUX JOKYMEHTOB. IloHsATHE OpurnHaia B
TEXHUYECKOH TOKyMEHTAalllH.

60. TpeboBaHus K KOHCTPYHUPOBAHUIO 0JIaHKOB. Bujiel Oi1aHkoB. brianku opranu3anmii u
OPEINPUATHIA PA3TUIHBIX (OPM COOCTBEHHOCTH.

61. TpeboBaHUs K COCTABICHUIO U O()OPMIICHHUIO aKTa.

62. TpeboBaHUs K COCTABICHUIO U 0(hOPMIICHNIO HHPOPMALIMOHHO-CITPABOYHBIX JTOKYMEHTOB.
63. TpeGoBaHuUs K COCTABIICHUIO U OPOPMIICHHUIO TPOTOKOJIA.

64. TpeOoBaHus K COCTABIECHUIO U O(POPMIIEHUIO PACTIOPAIUTENBHBIX JOKYMEHTOB.

65. TpeboBaHUs K COCTAaBICHUIO U O()OPMIICHHUIO CITYy>K€OHOT0 NMuchMa. Pa3HOBUIHOCTH
IIUCEM.

66. YHu(uUKaus TeKcTa JOKyMEHTa Kak 0/IHO U3 HAaIIPaBJIEHUH €ro COBEPILIEHCTBOBAHMUS.
YHupuuupoBaHHbIe TEKCTHI, METOIMKA UX Pa3padOTKU U CLIOCOOBI IIPECTABIICHUS.

67. YHUpUIHPOBaHHAS CUCTEMAa OPraHU3alMOHHO-PACHIOPSIAUTEIbHOW JOKYMEHTAIUH.

68. Panbcudukayu J0KyMeHToB. CrIocOObI MOAIENIKH JOKYMEHTOB

69. ®ononoxymeHnTupoBanue. [losBienue, pa3Butne, mpuMeHenne. Kpurepun neHHOCTH
(OHOJOKYMEHTOB.

70. ®opmanu3anys TeKCTa JOKyMeHTa. Y HU(UKaIUs TeKcTa ToKyMeHTa. MeTo bl yHU(pUKaLuu.
71. @opmynsap TOKyMEHTa U ero cocTaBHble 4acTH. IHAMBUyaNbHBIN U TUIIOBOH (HOpMYIISIp
72. ®oronokymeHtupoBanue. [losiBienue, pa3surue, npuMeHeHue. Kpurepun nieHHOCTH

($OTOIOKYMEHTOB.
28



73. YUepHOBUKH, NOJIMHHUKH, OPUTHUHAJIBI JOKYMEHTOB. [Ipu3Haku opurnnHana.

74. DNeMeHTBI TEeKCTa: 3aroJ0BOK, IPUIIOKEHHS, TPEOOBAaHUS K UX 0()OPMIICHHIO.

75. JIMHrBUCTUYECKHE OCOOEHHOCTH TEKCTOB CIYKEOHBIX IOKYMEHTOB.

IIkaja u KpuTEepuH OLlECHUBAHUS 3a4eTa

IIxana Kpurepun onenuBanus
OlLICHMBaHHUA
«3a4meHo» OrneHka «3a4TeHO0» BBICTABIIAETCS CTYJAEHTY, KOTOPBIN

- MPOYHO YCBOWJI MPEAYCMOTPEHHBIN MPOrpaMMHBIA MaTepral;
- MPAaBWJIbHO, apT'yMEHTUPOBAHO OTBETUJI Ha BCE BOMPOCHI, C
MIPUBEJICHUEM ITPUMEPOB;

- MOKa3aJl TTy0OKUEe CHCTEMAaTU3UPOBAHHBIE 3HAHUS, BIIAJCET
MIpUEMaMU PacCyKJIEHHUS U COTIOCTABIIIET MaTeprajl U3 Pa3HbIX
NCTOYHUKOB: TGOpI/IIO CBA3BIBACT C HpaKTHKOﬁ, I[pyrI/IMI/I TCMaMHU
JIAHHOTO Kypca, IPYyTruX U3y4aeMbIX IIPEIMETOB

- 0€3 oIMOOK BHITIOJIHUJ MPAKTUYECKOE 3aJaHNE.

«HE 3a4meHo»

O1eHKa «HE 3a4TEHO» BBICTABIIICTCS 06yqa}01ueMyc;I, €CJIn:. OH HEC
3HaCT OCHOBHBIX OHpGI[CJICHHfI, HEIOCJICA0BATCIICH U COMBYUB B
H3JIOKCHUU MaTCpHrajia, HC o6naz[aeT OHpG,Z[CJICHHOfI CHCTEMOM
3HAHUM 110 JUCLHUIIJIINHEC, HC B IIOJTHOH MCpPE BJIAACCT H€O6XOI[I/IMI)IMI/I
YMCHHSAMM U HABbIKAMMU IIPU BBIIIOJHCHUHN ITPAKTHYCCKHUX 3aI[aHPII>i.
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