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1. HammeHOBaHUe TUCHUIIMHBI (MOLYJIs1)

OcHoebt denonpouzeoocmea

Lenpto M3y4yeHHsS AUCHUIUIMHBI SIBISETCS O3HAKOMIICHHE CTYIEHTOB C HOPMATHBHO-
MeToan4Yeckord 0a30il Jemonpou3BOACTBa, TPEOOBAHUSMHU TOCYNAPCTBEHHBIX CTaHIAPTOB B
00J1acTH J1eNONPOU3BOJICTBA, YHU(DUIIUPOBAHHON CHUCTEMOH TOKYMEHTAllUU M KJIACCH(PHUKAINU
JIOKYMEHTOB I10 Ha3HauY€HHI0; JOPMHUPOBAHUE MPAKTUUYECKUX HABBIKOB U YMEHUI COCTABICHUS U
oopMmiIeHHS ~ OpraHM3allMOHHO-PACIOPAIUTENbHBIX  JIOKYMEHTOB; OBJIQJICHHE OCHOBaMH
HaJIIeKallel opraHu3aluy JOKYMEHTO000pOoTa B OpraHu3aluu

JUist TOCTUKEHUS LIeJIU CTAaBATCS 3a/1auu:

® U3y4yuThb TEPMHUHOJOIMIO B OO0JIACTH JAEJIONPOU3BOACTBA (AOKYMEHTAL[HIOHHOI'O
obecrieueHus yIpaBJIcHH);

® VYCBOUTh HOPMATHBHBIE  JOKYMEHTBI,  pErJaMEHTUPYIOIINE  COCTaBIICHHE,
oopMiIeHrEe TOKyMEHTOB U MOPSJIOK paboThl C HUMH;

® TPUMEHSTHh HA MPAKTHKE MPaBUIA COCTABICHHUS M O(OPMIICHUS PA3IUYHBIX THUIIOB
JTOKYMEHTOB;

® 3HATh TEXHOJIOTHIO, MPUMEHSEMYIO NPH OpTraHU3aliH paboThl C JOKYMEHTAaMH B
OpTaHU3aIMIX;

® U3y4yuTb  HOBEWIIME  KOMIBIOTEPHbIE  TEXHOJOTHHM,  IPUMEHsSEMble B
JIeJIONPOU3BOJICTBE.

Hemn w 3amaud  JUCHMIDIMHBI OINpPEJEIEHBl B COOTBETCTBHH C TpeOOBaHHUSIMHU
®enepallbHOTO TOCYJApPCTBEHHOTO 00pa30BaTEIbHOrO CTaHAApTa BBICIIET0 00pa3oBaHUS IO
HampaBlieHUuI0 NoAroToBkH «38.03.04 T'ocynapcTBEHHOE W MYHHUIMIAIbHOE YIPABICHHUE)
(kBasmpuKaus — «oaKauaBpy).

2. MecTo AMCUMIIMHBI (MOAYJIsI) B CTPYKTYpPe 00pa30BaTe/IbHOM NPOrpaMMblI
JucuuruinHa «[ocynapcTBeHHass W MyHHLIMNanbHas ciayx6a» (b1.B.09) otHocuTcs K

6a3oBoif yactu b1. lucuumuimHa (Moysib) U3ydaeTcs Ha 2 Kypce B 4 ceMecTpe.

MECTO JUCHUMIIJIMHBI B CTPYKTYPE OIIOII

WNHupexc ‘ b1.B.09

TpeGoBanus K MpeABaAPUTEIbLHON MOATOTOBKE 00y4al0LIerocs:

I[J'ISI yYCHICHIHOTO OCBOCHHA AUCHUIINIMHBI CTYACHT IOOJIKCH HUMCTb 0a30BbIH YPOBCHB
3HAHUM 110 JUCIHUIIIINHEC «I/IHCI)OpMaI_[I/IOHHI)Ie TCXHOJIOTMU B YIIPABJIICHHUN)).

JAucuumInHbl M NPAKTUKH, JISI KOTOPBIX OCBOCHHE TAHHON M CHUIIMHBI (MOXYJISA)
He00X0UMO KaK NMpeAliecTBynee:

JlucuumiuHa sSBISETCS OCHOBOM JUISl MOCJEAYIONIEro M3y4yeHUs! TaKUX TUCIUIUIMH Kak:
«/lenoBble KOMMYHHKaluu», «lIpuHATHE M HCIOJHEHHWE YIPABIEHUYECKUX PpEIICHUI,
«['ocynapcTBeHHass W MyHMLMIANbHas ciyxkOa». Taxke, MOIydeHHbIE 3HaHMA B IIpolecce
W3YYEHHUS JUCIUILIMHBL, TO3BOJIAT YCIIEUTHO TPONTH BCE BUABI IIPAKTHK.




3. IlepeyeHb NJIAHUPYEMBIX Pe3yJIbTATOB 00yUYeHHsI 10 JUCHMILIMHE (MOY.I10),
COOTHECEHHBIX ¢ IJIAHUPYEMbIMH Pe3yJIbTaTaMH 0CBOCHHs 00pa30BaTeJbHOI MPOrpaMMbl

Hpouecc HN3y4YCHUA NUCHUIIIAHBI «OCHOBEI ACJIOMPOU3BOACTBA» HAIIPABJICH Ha (l)OpMI/IpOBaHI/IC

CIIeTYIOIMX KOMIIETeHIIN 00yJaromerocs:

Kon CopeprxaHue MHaukaTopbl TOCTHKEHUS JlexoMmo3uus KOMIIETCHITHI
KOMIIETEHIIMM | KOMIIETEHI[NH B KOMIIETCHIIAI (pe3ymbTaTel 00y4eHHs) B
COOTBETCTBUH C COOTBETCTBHUH C YCTAHOBICHHBIMU
®I'OC BO/ ITOOTY/ MHIMKaTOPaMu
OO0Il1
Bnageer HaBbIKaMu ITIK-4.1. YMeeT cocTaBIATh | 3Hamb: HOPMATUBHO-METOJUUECKYIO
BEJICHUS Y UCII0JIb30BaTh 0a3y menonpou3BoacTBa B Poccuiickoit
JIETTOTIPOM3BOJICTBA | OPTaHU3AIOHHO- Deneparuil, TOCyIapCTBEHHOTO
JOKYMEHTO000pOTa B | TIPaBOBHIE, PETYIUPOBAHUS JOKYMEHTAIIHOHHOTO
opraHax pacropsauTeNbHEIC U obecrieueHNsT; 0COOCHHOCTH S3bIKa H
[IK-4 rOCyJapCTBCHHOM HHPOPMALIMOHHO- CTHJISL COCTABIICHHS CITYKEOHBIX
Biactu Poccuiickoit CIpaBOYHBIC TOKYMEHTEHI; JIOKYMEHTOB; CIICIIU(PHUKY OpPTaHU3aIHA
O®enepanuy, opranax | [IK-4.2. Ymeer HHPOPMAINOHHO-TIONCKOBON CHCTEMBI
rocyJapCTBEHHOM OpPTraHU30BBIBATH NMPOLECCHl | ¥ KOHTPOJIS UCIIOIHEHUS JOKYMEHTOB;
BJIACTU CYOBEKTOB 9KCIEAUIIMOHHOU Ymemw: oprannszoBsiBaTh
Poccwuiickoii 00pabOTKU JTOKYMEHTOB, JIOKyMEHTOO0OPOT U JOKYMEHTaIbHOE

®depnepanuu, opraHax
MECTHOTO

MOCTYNAIOIINX B
OpraHu3aIuio, NX

COTIPOBOKJIEHHE PabOTHI B OpraHax
roCyJapCTBEHHON U MyHUIIUNIAIbHOU

caMOyTIpaBJICHHS, paccMOTpeHus, BJIACTH U MHBIX OPTaHU3AIIHSIX;
TOCYIapCTBCHHBIX U palMOHATIFHOTO IBWKEHUS | Baademp: mpakTHIecKIMA HABBIKAMH
MYHHITUTTATHHBIX BHYTPH OpTaHU3AIIH, cocTraBieHus1, 00paboTKH U paboTHI ¢
MPEIIPUATHIX H KOHTPOJISI ICTIOJTHEHUS, JIOKYMEHTAI[UEeH Pa3TNIHOTO YPOBHS U
YUPESKICHUAX, 00pabOTKU UCIIONTHEHHBIX M | HAIIPaBIICHHA.
HAYYIHBIX U OTIIPABIISIEMBIX
00pa30BaTEIBHBIX JIOKYMEHTOB.
OpraHu3anusx, [1K-4.3. Bnaneet HaBBIKAMH
MTOJTUTHYECKHUX OCYIIIECTBIIEHUSI OCHOBHBIX
MapTHsIX, JIETOMPON3BOICTBEHHBIX
00IIIeCTBEHHO- omepanuii ¢ JTOKyMEeHTaMu;
TMOJIUTUYECKUX, [1K-4.4. Bnaneer
KOMMEPYECKUX U METOOJIOTHEH OIICHKH
HEKOMMEPYECKUX aKTyaJbHBIX TIpo0IeM
OpTraHU3aIUIX OpTaHU3aAIIH
JIOKYMEHTO000pOTa B
OpTaHU3AIHH.

4. O0beM AUCHUILINHBI (MOYJIs1) B 32a4€THBIX eJUHUIIAX C YKA3aHHEM KOJIUYeCcTBa
aKaJeMH4YeCKHX YaCOB, BbII€JIEHHbIX HA KOHTAKTHYI0 padoTy 00y4alommxcs ¢
npenoaasareseM (o0 BUIaM y4eOHbIX 3aHATHIT) 1 HA CAMOCTOSITEILHYIO PadoTy

o0yyaruuxcsi

Ob6mas TpynoeMKocTh (00beM) nucturuinHabl (Moaysi) coctaBisieT 4 3ET, 144 akageMuyeckux

YacoB.
O0BEM QUCIUIIIIHHEI Bcero gacosn
IJIST OYHOH IJI1 OYHO-
(hopMBI 3209YHOU
oOyueHus (hopMBI
00yJeHUs
O01mas Tpy10eMKOCTh AU CHUNJINHBI 144 144




KonTakTHas padora o0y4aomuxcs ¢ npenojaaBarejieM
(mo BUAAaM yueOHBIX 3aHATHII) (Bcero)

AyautopHasi padora (Bcero): 80 60
B TOM YHCJIIE:
JEKIUH 40 20
CEMUHApBI, PaKTUYECKHUE 3aHATUS 40 40
NPaKTUKYMBI

nmabopaTopHbIe PabOTHI

Bueayiutopnasi pabora:

KypCOBBIE PabOTHI

KOHCYJIbTallus NE€PE] 9K3aMECHOM

BreaynuropHas paboTa Takke BKIOYAeT HWHIUBHIYAJIbHYIO pPaboOTy OOydYarommxcs ¢
npenojaBareieM, TPYNIOBbIE, HHINBHIyaJlbHbIC KOHCYJIbTAIMM W WHBIC BUABI ydeOHOU
NEATEeILHOCTH, MPEAYCMATPUBAIOIINE TPYIIOBYIO WM WHANBUAYAIBHYIO PaOb0OTy O0yYarOIIUXCS C
MperoiaBaTenieM), TBOPUECKYI0 paboty (3cce), pedepaTsl, KOHTPOIbHBIE paOOTHI U JP.

CamocrosiTeqabHas padoTa odyuaomuxcs (Bcero) 64 57
KonTpoab camocTofTeIbHO PadoThI 27
Bua mpoMe:xyTouHO# aTTecTanmuu ody4daromerocs (3auer / JK3aMEH JK3aMEH
IK3aMeEH)

5. CopeprxaHue TUCHMILVINHBI (MOYJIs1), CTPYKTYPHPOBAaHHOE 110 TeMaM (pa3aesiam) ¢
yKa3aHHeM OTBeIeHHOT0 HA HUX KOJMYeCTBA aKaJeMHYeCKHUX YacOB U BUI0B
yueOHBbIX 3aHATHI
5.1. Pazoenvt oucyuniunvl u mpyooemKocHs no 6UOAM Y4eOHbIX 3aHAMUIL
(¢ akademuueckux uacax)

st ouHOM popMBI 00YyUEHUS

Ob6mas
TpyAOeMKO | BuIbI yaeOHBIX 3aHATHH, BKIIOYasi CAMOCTOSITEIBHYIO
CTh paboty o0yUarImuxcs u TPYJA0eMKOCTh (B dacax)
Ne /i Pazgen, rema (B "acax)
AUCHUIUTAHBI AyIUTOpHBIE IInanupyem
DopMbI
BCero y4. 3aHATHA Cam. bIE TeKymero
Jlex | TIp | J1a6 Pabora| pe3ynbTaThl KOHTPO
00yueHUs
Pa3nen 1. T'ocynapcTBeHHas ciry:k0a 42 12 | 12 18

1. |Tema: BBenenue B 1e10MPOU3BOJICTBO. 4 4 6 TIK-4 YcTHBIH ompoc
IlonsTHiiHbIl anmapaT
JIENTOTIPOn3BoicTBA. VcTOpHS pa3BUTHSA
CUCTEMBI TOCYIapPCTBEHHOTO JEI0-
npousBojcTBa. Kitaccudukarms, Meto-

JIBIL ¥ CITIOCOOBI JOKYMCHTUPOBAHHS: 14
UCTOpUS ¥ COBPEMCHHOCTb.

2. |Tema: 3akoHomarenbHasi © HOPMATHB- 4 4 6 T1IK-4 Hoxnaz ¢
HO-METOANYIECKAst OCHOBHI JICTONPOH3- TIpe3eHTauen
BOJICTBA. 3aKOHOJATEIbHBIC U TIPaBO-

Bble akThl P®, 'OCTHI B chepe nudop- 14
MaIliH, TOKYMEHTOBEACHUS U JCIIO-




npon3BoJcTBa. ['ocynapcTBeHHbIE
CTaH/ApTHl Ha TOKyMeHTH. HopmaTus-
HBIC JOKyMEHTHI, KJIaCCH(HUKATOPHI,
Icaoy.rocCT P 7.0.97-2016.

.|Tema: Buapl, pyHKUNH, THITBL, CTPYK-
Typa yIpaBIeHUYECKHX JOKYMEHTOB.
Bunpl, GyHKIIMY U THITBI JOKYMEHTOB.
CrpykTypa JoKyMeHTa. PeKBU3UTEI
nokyMmeHTa. TpeGoBaHuUS K opopmire-
HHIO TOKyMeHTOB. COCTaB PEKBU3UTOB,
Ha3HaueHHe, 0coOeHHOCTH O0opmIIe-
HUS Pa3IHIHBIX BUIOB OJIAHKOB.
Bnanxu. TpeboBanus k OaHKaM JTOKY-
MEHTOB.

14

[1K-4

Joxman ¢
Mpe3eHTaluei

Paznen 2. Cucrembl JOKyMEHTALUM

58

16

16

26

.|Tema: Byl cucTeM JOKYMEHTAIIHH.
CucreMa OpraHU3alHOHHO-TIPABOBOM
JnokyMmeHTarnuu. [IoHsTHE OpraHn3a-
LMOHHO-TIPABOBBIX, PACIIOPSAAUTED-
HBIX, HH(OPMAIIMOHHO-CIIPABOYHBIX
JOKYMCHTOB. BI/II[I)I OpraHn3alfuoOHHO-
MPaBOBBIX JOKYMEHTOB. TpeOoBaHusI K
0(OPMIICHHIO OPTaHU3AI[OHHO-
[IPaBOBBIX TOKYMEHTOB

14

[IK-4

Ob6cyxneHus B
rpymmnax

. |Tema: Cucrema pacnopsIuTesIbHON
JOKyMeHTanuu. JIOKyMeHTBI, H3/1aBae-
MBI€ B YCJIOBHSX KOJUIETHaTbHOCTH.
JIOKyMeHTBI, H3/1aBaeMble B YCIOBHIX
€AMHOIMYHOTO MPUHATHS PELUICHUH.
IIporeryps! MOATOTOBKH TOKYMEHTOB,
M37IaBa€MBIX B YCJIOBHSX KOJUIETHANb-
HOCTH, U IOKyMEHTOB, U3/IaBacMbIC B
YCIOBHAX €JUHOINYHOTO NPUHATHUSL
pemenwnii. [Ipuka3ssr u ykasel. Ogop-
MJICHHE TIPUKA30B U YKa30B. Y HU(H-
poBaHHbIe Gpopmbl. [Iprkass! o
OCHOBHOH J€ATEIBHOCTH U INYHOMY
cocraBy. [IocTaHOBIIEHHSI U PEIICHUS.
OdopmieHne MOCTaHOBIECHUH U
pelIeHnid. YKa3aHus U paclopsKEHUsL.

16

[1K-4

Ob6cyxneHus B
rpymmnax

. |Tema: Cucrema HHQOPMAITIOHHO-
CIIPAaBOYHON JOKYMEHTAIUH.

CoctaB HHPOPMAMOHHO-CIIPABOYHBIX
JIOKyMEHTOB. JloKJIaiHas 3anucka,
Ciry)xeOHas 3aITicKa, O0BSICHUTEILHAS
3anucka. [Ipennoxxenus, npeacrasie-
HU4, 3asBNeHud. JlenoBas nepenucka.
OdopmiieHue MPOTOKOJIOB, aKTOB,
CIIPaBOK, 3aKJIIOYEHUMN, OT3BIBOB,
CBOJIOK, CITUCOKOB, IIEPEUHEH.

14

[1K-4

VYeTHbIN onpoc

. |Tema: JIOKyMEHTBI IO TUYHOMY
cocraBy. KBanndukanus TOKyMEeHTOB
0 JTUYHOMY cocTaBy. COCTaB JIMUHOTO
Jena paboTHUKA. Y HU(UIIMPOBAHHBIC

(hopMmbI.

14

[K-4

Hoxnan ¢
Mpe3eHTaluen

Pa3nen 3. Opranusauus padoThl ¢
AOKYMEHTaMH

44

12

12

20

. |Tema: Opranuszanusi 10KyMeHTO000-
pora. JIOKyMEHTOIIOTOK: CTPYKTYpa,

14

[1K-4

OO6cyxacHue B
rpymmnax




00beM, TUIOTHOCTH | T.J1. DTaIlbl IOKY-
MEHTO0000pOTa. DIEKTPOHHBIN JTOKY-
MeHTo000poT. [IpuemM u nepBuyHas
00paboTKa MOCTYNAIOIMIKX B OpPraHN3a-
IMI0 TOKYMEHTOB; NIPEIBAPUTEIBHOES
paccMOTpEHHUE U pacIpeaeieHue 0Ky
MEHTOB; PErUCTPALUsl JOKyMEHTOB.
Opranuzanusi JBIKEHUS TOKYMEHTOB
BHYTpH opranuzauuu. KoHTpo:p uc-
MOJHEeHUs NoKyMeHToB. O6paboTka
WCIIOJIHEHHBIX M OTIPaBIISEMbIX
JOKYMEHTOB.

Tema: HoMeHKknaTypa zen opranusa-
1n. HazHaueHne n BUpI HOMEHKIIA-
Typsl faen. TpeboBanust, penbsBisie-
MBIE K COCTABJICHUIO U 3aIIOJHEHHIO
(hopMBI HOMEHKJIATYPBI JIeNl OpraHu3a-
un. [IpaBuna GpopmupoBaHus pasiny-
HBIX KaTeropuii JOKyMEHTOB B JieJa.
OTBETCTBEHHOCTD 32 COXPAaHHOCTh
nokyMmeHTOB. [loHsTHE «9KCTIEpTH3a
LIEHHOCTH JOKYMEHTOBY. IloHsTHE
«oopmiienne nenay. OCHOBHBIE Tpe-
GoBaHus, NpeabsIBIsiEMbIE K 0(opmIe-
HUIO Aei1. [ToAroToBKa Aen K apXUBHO-
MY XpaHEHHIO.

16

[1K-4

VYeTHBIN onpoc

10

Tema: Opranusarus
JIOKyMEHT0000pOTa B ammapare ynpas-
aeHus. OpraHu3anus JOKyMEeHT0000-
poTa. Perucrpanus u y4eT nocTynaro-
IIMX B OPraHU3aLHI0 JOKYMEHTOB.
[NoaroToBka u perucTpanus OTIPaB-
JSEMBIX JOKYMEHTOB. [IpoxoxaeHue
BHYTPEHHHUX JOKyMEHTOB. Y4eT 00be-
Ma JokyMeHToobopora. KoHTpoib uc-
MIOJIHEHHMS TOKYMeHTOB. PaboTa ¢ J0Ky-
MEHTaMH, COJIEPIKAIIUMHU CITYKEOHYIO
uHpopmanuio. OrpaHHYEeHHOT O pac-
npocrpanenus. Homenknarypa aen,
MOATOTOBKA JIeJI U1 XpPaHEHHs B apXH-
BE.

14

[1K-4

Ob6cyxneHus B
rpymmnax

uToro

144

40

64

J1st 04HO - 3204HOU (POpMBI O0YUEHHUS

Ne i/t

Pazgen, rema
JMCLMITIAHEI

Obmas
TPYILOEMKO
CTh
(B gacax)

Bunbr yaeOHBIX 3aHATHI, BKIIOYast CAMOCTOSITEIBHYIO

paboty o0yUarImuXxcs u TPYJA0EMKOCTh (B dacax)

BCETO

AynuTOpHBIE
y4. 3aHATHA

Jlex

Ilp

JIab

Cam.
Pa6Gora

IInanupyem
ble
Ppe3ysbTaThl
00y4eHHs

Dopmbl
TEKYIIEro
KOHTPOJIA

Pa3nen 1. T'ocynapcTBeHHas ciy:kda

36

6 | 12

18

11

Tema: Benenue B 1€10MPOU3BOJCTBO.
ITonsiTuitHelil annapat
JenonpousBoacTsa. ctopus pa3Burus
CHCTEMBI TOCYAAPCTBEHHOTO AEJI0-
npomu3BoacTBa. Kitaccudukarms, Meto-

12

2 4

6

[1K-4

VYeTHslii onpoc




IIbI ¥ CTIOCOOBI IOKYMEHTHPOBAHUSI:
HCTOPHUS ¥ COBPEMEHHOCTb.

12

Tema: 3akoHonaTelbHas U HOPMATHB-
HO-METOJIMYECKasi OCHOBBI JIEIOMPOU3-
BOJICTBA. 3aKOHOAATENbHBIC U TIPABO-
Bbie akThl PO, TOCTHI B cdhepe undop-
Malluy, TOKyMEHTOBEICHHUSI U JeJI0-
MPOU3BOJCTBA. ['ocyaapcTBEeHHbIE
CTaHJApTH Ha JOKyMeHTHL. HopmaTus-
HBIE JIOKyMEHTEHI, KITaCCH()UKATOPHI,
I'CA0Y.T'OCT P 7.0.97-2016.

12

[1K-4

Joxkman ¢
Npe3eHTaluei

13

Tema: Buabl, pyHKINH, THITBL, CTPYK-
Typa yIpaBIeHUYECKHX JOKYMEHTOB.
Bunpl, GyHKIIMY U THITBI JOKYMEHTOB.
CrpykTypa JoKyMeHTa. PeKBU3UTEI
JnokymeHTa. TpeboBanus k odopmite-
HHIO JOKyMeHTOB. COCTaB PEKBU3UTOB,
Ha3Ha4YeHHe, 0COOEHHOCTH oopMmIIe-
HUS Pa3IMIHBIX BUIOB OJIAHKOB.
Brnanku. TpeboBaHus K OlaHKaM JIOKY-
MEHTOB.

12

[1K-4

Joxkman ¢
Npe3eHTaluei

Pazgen 2. CucreMbl JOKyMEHTallU

48

16

24

14

Tema: Bugpl cucteM JOKyMEHTAIHH.
Cucrema opraHu3aIHOHHO-TIPABOBOM
JokyMeHTauu. [loHsTHe opranu3a-
[HOHHO-IPABOBBIX, PACTIOPSAUTEIb-
HBIX, HH(OPMaIIMOHHO-CIIPABOYHBIX
JOKYMCEHTOB. BI/II[I)I OpraHn3alfuoOHHO-
MPaBOBBIX JOKYMEHTOB. TpeboBaHUsI K
0(hOPMIICHHUIO OPTaHU3AITUOHHO-
IMpaBOBbLIX JTOKYMEHTOB

12

[IK-4

Ob6cyxneHus B
rpymmnax

15

Tema: Cuctema pacnopsagUuTeIbHON
JOKyMeHTauuu. JJOKyMeHTBI, H3/1aBae-
MBI€ B YCJIOBHUSX KOJUIETHAaIbHOCTH.
JIOKyMEHTBI, U3/1aBaeMbl€ B YCIOBHIX
€AMHOIMYHOTO MPUHATHS PELICHUH.
IIponeyps! HOATOTOBKH IOKYMEHTOB,
M37IaBa€MBIX B YCJIOBHSX KOJUIETHANb-
HOCTH, U IOKyMEHTOB, U3/IaBacMbIC B
YCIOBHAX €TUHOINYHOTO MPUHATHUS
pemenni. [Ipuka3ssr u ykassl. O¢op-
MJICHHE TTPUKA30B U YKa30B. Y HUDH-
poBaHHble Gopmsl. [Iprka3ssl o
OCHOBHOMH J€ATEIBHOCTH U TUUHOMY
cocraBy. [TocTaHOBIIEHMS U pELIECHUS.
OdopmiteHrEe TOCTAaHOBJICHUH
pelieHnid. YKa3aHus U paclopsKeHUsL.

12

[1K-4

OO6cyxneHus B
rpymmnax

16

Tema: Cucrema nH)OpPMAITMOHHO-
CIIPAaBOYHOM JIOKYMEHTAIIUH.

CoctaB HHPOPMAMOHHO-CIIPABOYHBIX
JIOKYMEHTOB. JlOKJIaTHAs 3aIuCKa,
ciTy)keOHas 3aITicKa, OOBsICHUTEILHAS
3amucka. [IpemrosxxeHus, mpeacrapie-
HUS, 3asBICHUS. J[enmoBast mepenucka.
OdopmiieHIE TPOTOKOJIOB, aKTOB,
CIIPABOK, 3aKJIFOUYEHUH, OT3HIBOB,
CBOJIOK, CITUCOKOB, TIEPEUHEH.

12

[1K-4

VYeTHbIN onpoc

17

Tema: JIokyMeHTBI IO TUYHOMY
cocraBy. KBanudukanus TOKyMEeHTOB
0 TMYHOMY cocTaBy. COCTaB JIMYHOTO

12

[1K-4

Joxman ¢
Mpe3eHTaluen




nena paboTHUKa. Y HUDUIIMPOBAHHbIE
(hopMBL

Pazgen 3. Oprannsanus padoTsl ¢ 33 6 | 12 15
AOKYMeHTaMH

18| Tema: Opraau3zamus TOKyMEHT0000- 2 4 6
pota. JloOKyMEHTOIIOTOK: CTPYKTYpa,
00BeM, TIOTHOCTH | T.JI. DTAITBl JOKY-
MEHTO0000pOTa. DIEKTPOHHBIN JTOKY-
MeHT0000poT. [Ipuem u nepBuyHas
00paboTKa MOCTYNAIOIIKX B OPraHN3a-
IIUI0 JOKYMEHTOB; IIPE/IBAPUTEIBHOE
paccMOTpPEHHUE U pacIpeaeieHue 0Ky
MEHTOB; PErUCTPALUsl JOKyMEHTOB.
Opranuzanus JBIKEHUS TIOKYMEHTOB
BHYTpH opranuzanuu. KoHTposs uc-
MOJHEeHUs ToKyMeHToB. OOpaboTka
UCIIOTHEHHBIX U OTIIPABIISIEMBIX 12
JOKYMEHTOB.

[1K-4

Ob6cyxnenne B
rpymnmnax

19| Tema: HoMeHknaTypa e oprasusa- 2 4 6
OUH. Hasznauenwue u BUJbl HOMCHKIJIA-
Typbl faein. TpeboBanust, penbsBisie-
MBbIC K COCTABJICHHIO U 3aI10THEHHUIO
(hOopMBI HOMEHKJIATYPBI JIeNl OpraHu3a-
un. [IpaBuna GpopmMupoBaHus pasiny-
HBIX KaTerOpHid TOKyMEHTOB B JeJa.
OTBETCTBEHHOCTD 32 COXPaHHOCTb
JIOKYMeHTOB. [IoHsTHE «9KCTIepTH3A
LEHHOCTH JOKYMEHTOBY. [loHsTHE
«othopmiteHre nena». OCHOBHBIE Tpe-
OoBaHUs, IpeIbsBIsIEMBIC K 0opMITe-
HUIo Jie. [ToaroToBKa fen K apXuBHO- 12
MYy XpaHCHHIO.

[1K-4

VYerHbll onpoc

20| Tema: Opraamzanus 2 4 3
JIOKYMEHTO000pOTa B ammapare yrpas-
nernst. OpraHu3aiys JOKYMEHT0000-
pora. Perucrpanus u y4et mocrymaro-
[IMX B OPTaHM3AIUI0 TOKYMEHTOB.
[MoaroToBKa M pEerUCTpAIHsI OTIIPAB-
JIAEMbBIX TOKYMEHTOB. HpOXO)KI[eHI/Ie
BHYTPEHHHUX JIOKYMEHTOB. Y4eT 00be-
Ma JokyMeHTooOopoTta. KoHTposs uc-
MOJTHEHHUS TOKyMeHTOB. PaboTa ¢ 1oKy-
MEHTaMH, COJEPIKAIUMHU CITYKEOHYIO
nHpopmanmio. OrpaHHYeHHOTO pac-
npocrpanenus. Homenkmnarypa zern,

[1IK-4

OO6cyxaeHus B
rpymmnax

MOJTOTOBKA JIJ JUIS XpPAaHCHUS B apXU- 9
BE.
KounTpoan 27
HUTOTo 144 20 | 40 - |57

5.2. Temamuxa nabopamopnuix 3aHamuii
Y4eOHbIM MJIaHOM HE TPEIyCMOTPEHBI

5.3. Ilpumepnas memamuxa Kypcoevix pavom

Y4eOHBIM MJIaHOM HE TPEIYyCMOTPEHO

6. O0pa3oBaTejibHbIE TEXHOJIOTHHI
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[Tpu mpoBeneHUM YYEOHBIX 3aHSATHH MO MUCIUILUIMHE HMCIOJB3YIOTCS TPAAULUOHHBIE H
WHHOBAIIMOHHBIE, B TOM uHncie HHGOpMaMOHHbIe 00pa3oBaTelibHbIe TEXHOJIOTUHU, BKIIIOYAs MpU
HE00X0IMMOCTH MPUMEHEHNE aKTUBHBIX U HHTEPAKTHUBHBIX METOJ0B O0YUCHHUS.

Uudopmanmonusle  oOpa3oBareibHble  TEXHOJOTHH  pealu3ylOTCsl B Ipolecce
UCTIOJIb30BAaHUS AJIEKTPOHHO-OUOIMOTEYHBIX CUCTEM, JIEKTPOHHBIX 00pa30BaTEIbHBIX PECYPCOB
U DJIEMEHTOB DJJIEKTPOHHOrO OOydYeHHs B AJIEKTPOHHOW HHQPOPMAIOHHO-00pa30BaTeIbHON
cpeze Ui akTUBU3AIMK y4eOHOTro MpoIecca U caMOCTOSITEIbHON paboThl 00yJarOIUXCsl.

MeTtoauueckie pEeKOMEHIAIMU 110 MPOBEACHUIO PA3JIMYHBIX BHAOB MPAKTUYECKUX
(ceMrUHApPCKUX) 3aHATUMN.

1.00cyxaeHue B rpynmnax

['pynmoBoe o0cykaeHne Kakoro-1m0o BOIpOca HApaBIeHO Ha HAXOXKJICHUU MCTUHBI WIIH
JOCTHKEHHUE JIYYIlEro B3aUMOIIOHUMAaHUS, TPYIIOBBIE OOCYXIEHHUS CIOCOOCTBYIOT JIydlIEMY
YCBOEHHUIO U3y4aeMOro MaTepuasa.

Ha nmepBom stame rpymnmnoBoro oOCY>KIASHHS Mepell 00yJarolMMUCS CTaBUTCS MpobdiieMa,
BBIJIETISIETCSI ONPEJEICHHOE BpeMs, B TEUEHHE KOTOPOro OOydaroIMecs JOJKHBI MOATOTOBUTH
apryMEeHTUPOBAHHBIN Pa3BePHYTHIN OTBET.

[IpenogaBaTenb MOKET yCTaHABIMBATh OINPEAEICHHbIE NIPABUJIa IPOBEACHUS TPYIIIOBOrO
00CyXIeHUS:

-3371aBaTh OIpPEJCICHHBIE paMKU OOCYXIeHus (Hampumep, yka3zatb He menee S.... 10
O1mHMO0K);

-BBECTH AJITOPUTM BbIPAOOTKH OOIIETr0 MHEHUS (PEIICHHUS);

-Ha3HAuYUTh MoJIepaTopa (BEeAYyLIero), pyKOBOASIIETO X0J0OM IPYIIIOBOr0 00CYKIEHUS.

Ha BropoM »stame rpynmoBoro oOOCYXIEHHsS BBIPA0ATHIBACTCS TPYIIIOBOE pEIICHHE
COBMECTHO C MperoaBaTeaeM (apouTpom).

Pa3HOBHIHOCTBIO TPYNIOBOTO OOCYKIEHHS SBISETCS KPYIUIBI  CTOJ, KOTOPBIN
OPOBOJIUTCS C ILENbI0 TMOAEIMTbCA MpoOieMaMH, COOCTBEHHBIM BHJCHHMEM BOIIPOCa,
MO3HAKOMHTBCS C OBITOM, JOCTUKEHHUSIMH.

2.11y0m4Has nmpe3eHTaAnMs NPOEKTa

[Ipesentanust — camblii 9PGEKTUBHBIN CIIOCOO TOHECEHUs Ba)XXHOW WH(MOpMAIMU Kak B
pa3roBOpe «OJUH HAa OJIMHY», TaK W MPU MYOIUYHBIX BBICTyIJIeHUsX. Chaiii-mpe3eHTanuu c
UCIIOJIb30BAaHUEM MYJIbTUMEAUMHOIO O00OpYAOBaHUS MO3BOJSIIOT 3(PQPEKTUBHO M HAIJISIHO
NPEACTaBUTh COJEPKAHME H3Yy4aeMOIro MaTepuana, BBIACIUTh W MNPOUJUIFOCTPUPOBATH
coo0lIlleHHne, KOTOpO€ HECeT IMOYYUTENbHYI0 HH(pOpMallnioo, T0Ka3aTh €€ KIIYeBble
cojiepKaTelbHble NMYHKTHI. VCMOIb30BaHME HMHTEPAKTHBHBIX 3JIEMEHTOB MO3BOJSET YCUIIUTH
3¢ (HEeKTUBHOCTD MYOJIMYHBIX BBICTYIICHUH.

3.Iuckyccus

Kak wuHTepakTHBHBIH MeTOn OOy4yeHUS O3Ha4yaeT HCCIeJOBaHWE WU  pa3dop.
OO0pa3zoBarenbHON AMCKycCHEH Ha3bIBaeTCs IieJICHANpaBlIeHHOE, KOJJIEKTUBHOE OOCYyKIeHUe
KOHKPETHOW TIpoOJeMbl (CHUTyalMH), COMPOBOXKIAIOMEHCS OOMEHOM HJIIESIMH, OIBITOM,
CYXJIEHUSIMH, MHEHUSIMU B COCTaBE TPYIIIBI 00yJarOMIUXCSl.

Kak mnpaBuno, auckyccus OOBIYHO NPOXOAUT TPH CTAgUU: OPHEHTALUs, OLEHKa H
KoHconuaauus. IlocmenoBarenbHOEe paccMOTpEHME KaXJ0M CTaguu I103BOJISET BBIICIUTH
CJIETYIOIINE UX OCOOEHHOCTH.

Cranust opHeHTalMM MpeArnojiaraeT aJanTalyi0 YYaCTHUKOB JIUCKYCCHUM K CaMOM
npobiemMe, APyr Apyry, YTO TMO3BOJIAET copMyIupoBaTh MpoOJIeMy, IETu AUCKYCCHUH;
YCTaHOBUTH IIpaBuia, PEriIaMeHT IUCKYCCUH.

B cragum oueHKM TPOUCXOAMT BBICTYIUIEHHE YYACTHUKOB ITUCKYCCHM, UX OTBETHI Ha
BO3HUKAIOIINE BOIMPOCH, CcOOp MaKCHMaJIbHOTO oObeMa wuaei (3HaHUM), NPEIIOKCHU,
MIpeceueHue mpernoaaBaTeneM (apOUTPOM) JTMIHBIX aMOMIINI OTKJIIOHEHUH OT TEMBI JUCKYCCHH.

Cragus KOHCONMMIALMY 3aKII0YAETCS B aHAIU3€ PE3yJIbTaTOB JUCKYCCHM, COTJIACOBAaHUU
MHEHHH U TTO3UIINA, COBMECTHOM (hOPMYJIUPOBAHUH PEIICHUNA U UX TIPUHSITHH.
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B 3aBucumocty oT 1enel u 3anad 3aHATHS, BO3MOXHO, UCIIOJIb30BATh CJIEAYIOIIME BHJIbI
JUCKYCCHM: Kiaccudeckue Ne0aThl, IKCIPEcc-IUCKYCCHsl, TEKCTOBas AMCKYCCHs, MpoOsieMHast
JUCKYCCHsL, pojieBasi (CUTyallMOHHAs1) IUCKYCCHSI.

7. @OH OLIEHOYHBIX CPEICTB ISl MPOBEJEHUS TEKYLIEro KOHTPOJISI U MPOMEKYTOYHOM
arrecTauMu 00y4aromMXcs M0 JMCUMILINHE (MOTYJII0)

7.1. Onucanue mKAaJj OICHUBAHUSA CTCIICHU C(l)OpMI/IPOBaHHOCTI/I KOMIIeTeHIInii

YpoBHU ‘ KauecTBeHHbIE KPUTEPUU OIIECHUBAHNE
c(hopMUPOBAHHOCTH Muaaukatopel
B —— 2 Oamna 3 baya 4 Gamna 5 6ayoB
IK-4
ba3oBblii 3HaTh: He 3Haet B nienom 3Haer 3HaeT
HOPMAaTHUBHO- HOPMAaTHBHO- HOPMAaTHUBHO- HOPMAaTUBHO-
METOIMYECKYI0 0a3y METOJUYCCKYI0  |METOAMYCCKYIO 0a3y|METOHUCCKYIO
JIETTOTIPON3BOICTBA B 0a3y JeNmonpon3- |AeJIOMPOM3BOJACTBA |0a3y ACTOMpPOH3-
Poccuiickoit ®enepanum, BoacTsa B Poc- B Poccuiickoit @e- |BoacTBa B
rOCyAapCTBEHHOIO pery- |cuiickoit dene-  |mepauuu, rocyaap- |Poccuii-ckoi
JUPOBAHUA JOKYMEHTa- |palliy, TOCylap- |CTBEHHOTO perynu- |Denmeparum,
MUOHHOTO o0ecTiede-Hus; |CTBEHHOTO PETy- |pOBAaHUS TOKYMEH- |TOCYAapCTBEHHOT
OCOOCHHOCTH SI3bIKA M |TUPOBAHUS TOKY- |TAIlHOHHOTO O00ec- |0 PEeryIHpPOBaHUI
CTHUJISI COCTABJICHUS CITy- |MEHTAllMOHHOTO |ME€YEHUs; 0COOCH-  |TOKYMEHTAIlMOHH
KEOHBIX TJOKYMCHTOB; obecricueHus; HOCTH 5I3bIKa U CTH- |Or0 00eCIeUeHNUS;
cnenuUKy OpraHu3anuy |0COOCHHOCTH JIsl COCTaBIICHHUSI 0COOCHHOCTH
HHPOPMAITHOHHO- SI3BIKA U CTHIIS CITy»)eOHBIX SI3bIKA U CTHIIA
TIOMCKOBOM CUCTEMBI U |COCTaBJICHHSI JIOKyMEHTOB; COCTaB-JICHUsI
KOHTPOJIS HCIIONTHEHUST  |CITY»KEOHBIX cnenupuky CITy’KeOHBIX
JOKYMEHTOB. JIOKYMEHTOB; OpTaHU3aAIIH JIOKYMCHTOB;
cnenuuKy WHPOPMALMOHHO-  |CIICIU(PHUKY
OpraHH3aluU MTOUCKOBO OpraHU3aIN
WH(POPMAIIOHHO- |CHCTEMBI U HH(POPMAINOHHO-
TIOUCKOBOH KOHTPOJIA TIOMCKOBOM
CUCTEMBI U WCTIOJTHEHUS CHUCTEMBI U
KOHTPOJIS JIOKyMEHTOB. KOHTPOJIS
WCTIOJTHEHUS WCTIOTHEHUS
JIOKyMEHTOB. JIOKyMEHTOB.
Ymers: He ymeer B uenom ymeer VYmeer
OpTraHHU30BBIBATh OpPTraHU30BHIBATh |OPTaHU3OBHIBATH OpTaHU30BHI-BaTh
JIOKyMEHTO000pOT 1 JIOKyMEHTO000POT | TOKYMEHTOO0OPOT U | IOKYMEHTO-
JIOKyMEHTaJIbHOE U JOKYMEHTQJIb- |JOKYMEHTaJlbHOE  |000pOT U
COTIPOBOXKJIEHNE PaOOTHI |HOE COMPOBOXK-  |COTPOBOXKIACHUE JIOKyMEH-TaJIbHOE
B OpraHax JieHue paboTel B [paboTHI B OpraHax |COMPOBOXK-ACHHE

rOCy/IapCTBEHHOU U
MYHULIMIAJIBLHOU BJIACTH
U UHBIX OpPraHU3alusiX;

opraHax rocyzaap-
CTBEHHOU U MYyHHU-
[MIaJILHOM BlIac-
TH ¥ UHBIX Opra-

roCylapCTBEHHOU U
MYHULMIIAIbHON
BIIACTHU U UHBIX
OopraHu3alusix;

paboThI B opraHax
rocyzaap-
CTBEHHOW U MyHH-
IUITAILHOM

HU3ALHSX; BJIACTH M MHBIX
OpraHu3a-1usiX;
Baagers: He Bimaneer B nenom Baaneer  |Bianeer
MIPAKTUIECKUMU MPAKTUYECKUMHU  |[[TPAKTUIECKUMU MPaKTUIECKUMHU
HaBBIKAMHU COCTABJICHUS, |HABBIKAMU HaBBIKAMU HABBIKAMHU
00paboTKH 1 pabOTHI C  |COCTaBIICHUS, COCTaBJIEHUS, COCTaBJIEHNS,
JOKyMeHTaIuen 00paboTku u 00paboTku u 00paboTku u
Pa3JIMuHOTO YPOBHS U [pabOTHI € paboThI ¢ paboTsl ¢
HaIpaBJICHUH. JOKYMEHTaluel |JOKyMEeHTaluei JIOKyMEHTaluei
Pa3IMYHOTO Pa3IMIHOTO YPOBHSI |pa3IHIHOTO
YPOBHS U Y HaIpaBICHUN YPOBHS U
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HarnpaBJIEHUN

HarnpaBJIEHUN

IToBBIMIEHHDBIH

3HaTh:

MIPUHIUIIBI OpTaHU3alNH
JIEIONPOU3BOICTBA U
JOKYMEHTO000pOTa B
opraHax rocyJapcTBeH-
HOM ¥ MyHULIMIIATbHOU
BJIACTH.

VYMeTs:

B monaom o0beMe
3HACT MPHUHIIUTIBI
OpraHu3aIiH
JIEJIOTIPOU3BOI-
CTBa U JOKYMCH-
TOOOOpOTA B
oprasax rocy-
JIapCTBEHHON U
MYyHULMIIAIbHOU
BJIACTH.

VYMeeT B MOJIHOM

HaBBIKAMH
JIETIOTIPOM3BOICTBA H
COCTaBJICHHS
oHUIHATBHBIX
JIOKyMEHTOB B
rOCyJapCTBEHHBIX U
MYHUIHITATbHBIX
opraHax M OpTaHU3aIHIX

HCII0JIb30BaTh K o0BeMe
COCTaBIIATh HCIIOIb30BAaTh U
HOpPMATHBHBIC U COCTaBJIATh
MIPaBOBBIC TOKYMEHTEI, HOpPMATHBHBIC U
OTHOCSIIECT K Oymymiei MIPaBOBBIC
po¢eCCHOHATBHOMI JIOKYMEHTHI,
JIESATEIILHOCTH. OTHOCSIITHECS K
Oymyriei
npodeCCUOHATBH
Ol JIeATeIHbHOCTH.
Baagersn: B nomHom o0beMe

BJIAJICCT HABbIKA-
MH JEJIONPOU3-
BOJICTBA U COC-
TaBleHHs1 0pu-
LHAJIBHBIX JIOKY-
MEHTOB B rOCY-
JIApCTBEHHBIX U
MYHHLHIIAIbHBIX
OpraHax M opra-
HHU3aLHSX

7.2. Tunoevie KOoHmpoJibHble 3a0aHUA UL UHbLE yueﬁno-memoduuecxue mamepuaiisl,
HeoOxo0umsble 014 oUyeHuesaHus cmenenu cqbopmupoeannocmu Komnemeuum? 6 npoyecce

0CcgoeHUA YUeOHOll OUCUUNTUH DL

7.2.1. TunoBbie TeMbI K NUCbMEHHBIM padoTaM, JOKJIAAaM M BBICTYIVICHUSIM:

AN

H OCJIOIPOMU3BOACTBA.

VYHudukanus u cTanapTU3alys yupaBleHYeCKUX JOKYMEHTOB.
Oranel pa3BUTHUS AEIONPOU3BOACTBA B Poccuu.
OyHKIINN JOKYMEHTOB.

3akoHOIaTeNbHbIE U TIPaBOBbIE akThl PP B 001acTu mHpOpMaLUU, JOKYMEHTOBEIEHUS

5. FOCYIlapCTBeHHaH CUCTCMA JOKYMCHTALIUOHHOT'O obecneueHUs YIIpaBJICHUA.

© oo~

10. TpebGoBanus
JIOKYMEHTOB.

Ob1epoccuiickue KiaccupuKaTopbl HHGOpMALIUK.
Oo6mepoccuiickuil kiaccuukaTop yrnpaBieHUECKOM HHPOpMAILIUH.
Knaccudukanus ynpaBieHUIECKIX JOKYMEHTOB.
. CTpykTypa ynpaBIeHUECKOTO JOKYMEHTA.

K O0QOPMIICHHIO PEKBU3HUTOB

OpraHU3alMOHHO-PACTIOPAIUTENbHBIX

11. bnanku. OcoOGeHHOCTH O(OpPMIICHUS pPa3IUYHBIX BHJIOB OJaHKOB. TpeOoBaHHS K

OaHKaM JTOKYMEHTOB.

12. JIokyMEeHTBI OTPaHMYEHHOTO JIOCTYTIA.
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13.
14.
15.
16.
17.
18.
19.
20.
21.
22.

Busl opraHn3ainoHHO-TIPABOBBIX JOKYMEHTOB.

Crtpykrypa 1 opopMIIEHHE PA3IMYHBIX BUIOB OpPraHU3aIMOHHO-TIPABOBBIX JOKYMEHTOB.
Hasnauenwue, cocraB, opopMIICHHE yCTaBa.

Haznauenwue, cocras, opopMiieHHE perjaMeHTa.

Hasnauenue, cocraB, 0pOpMIICHHE IIITATHOTO PACIUCAHUSI.

JIOmKHOCTHAST MHCTPYKIIMSL.

OdopmieHne MPUKa3oB U yKa30B.

OdopmiieHre MOCTAaHOBIICHUN U PEIICHUA.

OdopmiieHHE yKa3aHUM U PaCIOPSHKCHUIM.

[Iporiecc MOArOTOBKU PacoOpsIIUTENbHBIX TOKYMEHTOB IIPU KOJUIETHAIbHOM MPUHSATUU

pELICHU.

23.
24.
25.
26.
217.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.

ITonroroBka nmpuka3oB U UX 0(hOPMIICHUE.

[ToaroToBKa MOCTAHOBJICHHM U UX OPOPMIICHHE.

CayxeOHble MUCbMa: BU/IbI, TPeOOBaHUS K 0()OPMIICHHUIO.

[TpoTokomn: hopmel, cocTas, TpeOOBaHUS K 0opMIIeHHUIO. Brinicka U3 mpoTokona.
OdopmiieHne akToB.

[lepenucka: Ha3HAYCHHE, COCTAB.

JloknanHas, ciyxe0Hast, 00bsICHUTENIbHAS 3aIMCKH.

OdopmieHue CripaBoK.

dakcorpamMMbl U Tes1e()OHOTPaMMBI.

Cpoku XpaHEeHHUsI JOKYMEHTOB I10 JTHYHOMY COCTaBY.

YHupuuupoBaHHble GOPMbI JOKYMEHTOB 110 JINYHOMY COCTaBY.
TexHosornueckas 1enoyka oOpabOTKU U IBUKEHUS TOKYMEHTOB.

Cpoku XpaHeHHUs1 JOKYMEHTOB.

Ha3nauenue u cocTaB MHCTPYKIIMH IO JIEJIONPOU3BOICTBY.

[lepeyeHb THUIOBBIX YNPaBIEHYECKUX APXUBHBIX JOKYMEHTOB, OOpa3yIOIIMXCS B

nmponecce ACATCIBbHOCTH TOCYyAAapCTBCHHBIX OpPraHOB, OpraHOB MECTHOI'O CaMOYIIPABJIICHHA U
oprT: aHI/I3aL[HI>'I, C YKa3aHUCM CPOKOB XpaHCHUA.

38.
39.
40.
41.
42.
43.
44,
45.
46.

[Ipuem u nepBuyHas 00pabOTKa NOCTYMAIOIINX B OPraHU3alMIO0 TOKYMEHTOB.
IIpenBapuTenbHOE pACCMOTPEHHUE U PACTIPEACIEHUE TIOKYMEHTOB.
Perucrpanus 1OKyMeHTOB.

KoHTpob HCIIONHEHNsT JOKYMEHTOB B OpraHU3alliu.

Copep:xaHre HOMEHKIATYPhI J1€]1 OpraHUu3alllu.

Opranuzanus XxpaHeHUs TOKyMEHTOB.

OcHoBHbIE TpeOOBaHUS, TPEIBABISIEMbIE K OPOPMIICHUIO JIEN.

[IpaBuna opMupoBaHHs pa3InYHBIX KaTErOpUil TOKYMEHTOB B JieJa.
DKCIepTh3a HEHHOCTH JOKYMEHTOB.

OTMeTKa «OTJIHYHO» 32 NMUCbMEHHYIO PadoTy, pedepart, cooOlEHHE CTABUTCS, €CJIH
H3JI0KEHHBIH B JOKJIa/le MaTepHaJ:

OTJINYaCTCA FJ'IY6I/IHOI>'I " COACPKATCIBbHOCTBbIO, COOTBETCTBYCT 3asiBJICHHOU TEME,
YCTKO CTPYKTYPUPOBAH, C BBIACJICHUCM OCHOBHBIX MOMCHTOB;,

AOKJIaa CACIaH KPaTKO, YETKO, C BBIACJICHUEM OCHOBHBIX TaHHBIX,

Ha BOIIPOCEHI 110 TEMEC JOKJIaa IMOJTYYCHBI ITOJIHBIC UCUCPIIBIBAIOIINEC OTBCTHI.

OtMmeTKa «XO0pOo1Io» CTaBUTCA, €CIIU HM3JI0KSHHEIN B AOKJIaac MaTepua:

XapaKTCPUZYCTCA JO0CTAaTOYHBIM COJACPKATCIIbHBIM YPOBHEM, HO OTJINYACTCA

HEJI0OCTAaTOYHOW CTPYKTYPUPOBAHHOCTHIO;

JIOKJIAJ JUTMHHBIN, HE BITOJTHE YSTKHH;
Ha BONPOCHI MO TEME JOKJIaJa MOJY4YEHbI MOJHBIE MCUYEPHBIBAIONIME OTBETHI TOJBKO

MMOCJIC HaBOASAIIUX BOIIPOCOB, MJIKN HC Ha BCC BOMIPOCHI.
OtMmeTKa «YOOBJICTBOPUTCIIBHO)» CTaBUTCA, €CIN HU3JIOKCHHBIN B AOKJIaac MaTCpHrall:

HE JIOCTaTOYHO PACKPBIT, HOCUT (pparMEeHTapHBIN XapakTep, C1ado CTPYKTYPUPOBaH;
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- JIOKJIAJYUK C1a00 OPUEHTUPYETCS B U3JIaraeMoOM MaTepuae;

- Ha BONpOCHl IO TeMe JAOKJaJa He ObUIM IOJy4YeHbl OTBEThl MJIM OHM He ObUIN
IIPaBUJIbHBIMU.

OTMmeTKa «HEeyIOBIETBOPUTEIIBHO» CTABUTCSI, €CIIH:

- JIOKJIaJ HE CHEIaH;

- JOKJIAJ4UK HE OPUEHTUPYETCS B U3JIaraeMOM MaTEepHUale;

- Ha BOIPOCHI MO BBINOJHEHHON paboTe He ObLIM MOJYYEHbI OTBETHI WM OHHU HE OBLIH
IIPABWJIBHBIMHU.

7.2.2. IlpuMepHblii nepeyeHb BONPOCOB K UTOTOBOI aTTecTallnu (IK3aMeH)

1. Jlenonpou3BOACTBO (JOKYMEHTAIIMOHHOE OOECIeYeHUE YIpaBICHUs) Kak (yHKIUSA
yIpaBJIEHUs,, COBPEMEHHble TpeOoBaHMA K ero opraHu3aiuu. OCHOBHbIE TEPMHHBI
JIeTTOTIPOU3BOICTBA.

2. JIOKyMEHT, OCHOBHbIE OHATHS, PYHKIIUH U CIIOCOOBI TOKYMEHTHPOBAHUS.

3. HWndopmanms n noxkyment. Knaccudukanums rokymeHTa.

4. DneKTpOHHBIM JOKYMEHT U 1I0KyMEHTOO0O0pOT.

5. VHudukanus W craHmapTU3alMs KaK OCHOBHOE HAIpPaBJICHHWE COBEPUICHCTBOBAHHUS
JIOKYMEHTOB.

6. Cucremsl TOKyMeHTaUU. Y HUPUIIMPOBAHHBIE CHCTEMBI JJOKYMEHTAIUH.

7. OOume TpeOOBaHUS K TEKCTy AOKyMeHTa. Ilopspok M3J105KeHHs] TEKCTa JIOKYyMEHTa.
SI3BIK cTyKeOHBIX TOKYMEHTOB.

8. HopmaruBHo-1ipaBoBas 06a3a JAeI0Mpou3BOACTBA.

9. Xapakrepucruka, cocras u coaepxkanue [OCT P 7.0.97-2016.

10. Cocras pexBusutoB OPJI, mpaBuiia ux ohopMieHHs.

11. Bunel GmaHKOB  JOKYMEHTOB, UX Xapakrepuctuka. IlpaBuna  odopmieHus,
U3TOTOBIIEHUS, YUETa, UCIIOJIb30BAaHUS U XpaHEHUs OJJaHKOB OpraHU3aIUH.

12. IOpuaudeckast cuia TOKyMEHTOB.

13. XapakTepucTuka M COCTaB OpraHH3allMOHHO-TIPABOBBIX JIOKYMEHTOB: TpeOOBaHHUS K
COCTaBJICHUIO ¥ 0()OPMIIEHUIO.

14. XapaktepucTka ¥ COCTaB pPAaCHOPSAMTENBHBIX JOKYMEHTOB: TpeOOBaHUS K
COCTaBJICHUIO ¥ 0()OPMIIEHUIO.

15. XapakrepucTtuka ¥ cocTaB MH(POPMALMOHHO-CIIPABOYHBIX JTOKYMEHTOB: TPeOOBaHUS K
COCTaBJICHUIO ¥ 0()OPMIIEHUIO.

16. loxymeHTHpOBaHKE pabOTHI ¢ epcoHanoM. KoMmiekc kaipoBoil JOKyMeHTaluu.

17. YuuduuupoBanHbie GOopMbl IEPBUYHON YUETHON JOKYMEHTALMH 10 YYETy TpyJAa U €ro
omyartbl. O01IMe npasuia oopMIICHHS IPUKA30B 110 JTUYHOMY COCTaBY.

18. TpymoBoii moroBop: comepkaHUe U TOPSIIOK 3aKITFOUSHHS.

19. OcobeHHocTH JOKYMEHTHPOBAHUS ATAINOB TPYAOBOM JESITEIHHOCTH PAaOOTHHUKA: IIPUEM,
NepeBO/I, OTIMYCK, KOMaHAUPOBKA, YBOJIBHEHHUE, TTOOIIPEHNE, TUCIIUIIHHAPHOE B3BICKAHUE.

20. TpynoBast KHMXKKA: TIpaBUJIa BEACHUS U OPOPMIICHHS.

21. OdopmiieHue U BeICHNE JIMIHON KAPTOUKH U JIMYHBIX JCII.

22. Ilpomecc 3amuThl MpoecCHOHABHBIX JaHHBIX B KaJpOBOii ciyxoe.

23. 3agaun W QYHKIUH KaJApOBOW CiyxObl. OpraHu3allMOHHAs CTPYKTypa KaJpoBOH
CITYKOBI.

24. TTpuHtuns! 1 GOPMBI OpPraHU3AIUH JIEIIOTIPOU3BO/ICTBA HA MTPEIIPUSTHH.

25. Cnyx0a JOKYMEHTAIlMOHHOIO OOECIeYeHHUs YIpaBleHUs: (QYHKLUUHU, CTPYKTypa,
NOJDKHOCTHOM COCTaB.

26. IloHATHe, MPUHIUIIBI U XapaKTEPUCTHKHU TOKYMEHTOOOO0pOTA.

27. OcHOBHBIE 3TaIbl JOKYMEHTO00O0pOTA.

28. IlepBoHauasnbHas 00pabOTKa TOKYMEHTOB B OPraHU3AINH.

29. TexHONIOTHSA PACCMOTPEHHS TOKYMEHTOB B OPTaHHU3aIUH.

30. DxkcrmepTu3a IEHHOCTH JOKYMEHTOB.
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Kpurtepun oOueHKH YCTHOro oOTBeTa Ha BONPOChl MO AucHMILIMHe «OCHOBBI

JeJI0NPOU3BOACTBA»:
v 5 0auioB - eciaM OTBET IIOKa3bIBaeT TIIIyOOKOE M CHUCTEMATHYECKOE 3HAHUE BCEro
IPOrpaMMHOI0 MaTepuajla M CTPYKTYpbl KOHKPETHOI'O BOINPOCA, a TaKXe OCHOBHOI'O
COJEpKAaHUS M HOBALUH JEKLHMOHHOIO Kypca II0 CPaBHEHHUIO ¢ yueOHOH nureparypoid. CTyAeHT
JIEMOHCTPUPYET OTYETIMBOE U CBOOOJHOE BIIAJICHUE KOHLENTYalbHO-TIOHATHHHBIM armnapaToM,
HAYYHBIM SI3bIKOM M TEPMHHOJIOTHEH COOTBETCTBYIOIEH Hay4yHOW oOjacTu. 3HaHWE OCHOBHOM
JUTEpaTypbl U 3HAKOMCTBO C JIONOJHMUTEIBHO PEKOMEHJIOBAHHOW JmTepaTypoil. Jlormuecku
KOPPEKTHOE U yOEUTEIbHOE H3JI0KCHUE OTBETA.
v 4 - Gayuia - 3HaHHE Y3JIOBBIX MPOOJIEM MPOrPaMMbl U OCHOBHOTO COJICPIKAHUSI JIEKIHOHHOTO
Kypca; YMEHHE I10JIb30BaThCsi KOHLENTYaJIbHO-IIOHATUHHBIM aIlllapaToM B IpPOILEcCce aHalIn3a
OCHOBHBIX Ipo0JeM B paMKaX JaHHOW TEMbl; 3HAaHUWE BaXHEHIIMX paboT H3 CHHCKa
PEKOMEH/I0BAaHHOM JuTepaTypbl. B 1ienoM Jorudeckn KOPpEKTHOE, HO HE BCErja TOYHOE U
apryMEeHTHPOBAHHOE U3JI0KEHHE OTBETA.
v 3 Gamna — ¢parMeHTapHbIe, TOBEPXHOCTHBIC 3HAHHS BAXKHEHIIHMX Pa3eioB IPOrpaMMbl U
COJIep’KaHusl JIEKIIMOHHOTIO Kypca; 3aTpyJHEHUs C HCIOJIb30BaHUEM HayYHO-IIOHSATHIHOIO
amnmnapara ¥ TEpMUHOJIOTHM y4eOHOW AMCUUIUIMHBL; HEMOJIHOE 3HAKOMCTBO C PEKOMEHI0BaHHON
JUTEPATypoil; YaCTUYHbIE 3aTPYJHEHUS C BBIIOJHEHUEM IPEIyCMOTPEHHBIX MPOrpamMMoin
3aJJaHUi; CTpEMIIEHHE JJOTMYECKH ONPEAETICHHO U NOCIEJ0BATEIBHO U3JI0KUTh OTBET.
v/ 2 Oaia — He3HaHHWe, MO0 OTPHIBOYHOE MPEICTABICHHE O JAHHOW MpoOJieMe B paMKax
y4eOHO-IIPOrpaMMHOI0 MaTepuaia; HEyMEHUE UCIO0Ib30BaTh NOHATUHHBIN arrapar; OTCyTCTBUE
JIOTMYECKOMN CBSI3U B OTBETE.

7.2.3. TecroBble 3a1aHuA /15 NPOBEPKH 3HAHUI 00y4arOIIMXCS

Tunosoe KOHTPOJILHOE 3agaHue: TecTNel

JIOKYMEHTHBIH TEKCT — 3TO:

a) (pyHKIMOHANBHO, COJEp)KaTeIbHO, CTPYKTYPHO M HOPMAaTHBHO 3aBEPLICHHOE pEYeBOE
€MHCTBO, SIBJISIFOIIEECS OCHOBHBIM KOMIIOHEHTOM JOKYMEHTA;

06) 3adukcupoBaHHas Ha MaTepUaIbHOM HOcHTelde UH(poOpMalMs C PEKBU3UTAMH,

MO3BOJIAIOIIMMU €€ UJIEHTU(UIIUPOBATH;

B) 3a(MKCHpPOBAaHHAs Ha KAKOM-JTHOO MaTepruaibHOM HOCHUTEINE YeJI0BEYECKast MBbICHb.
JIOKyMeHTHpPOBaHHE — ITO:

a) IpUJaHUE IOPUIUYECKOM CHIIBI MPUHATOMY YIPaBIEHYECKOMY PEIICHHIO C TOMOIIBIO
JIOKYMEHTOB;

0) 3aIUCh B COOTBETCTBUU C 3aKOHOJATEIHCTBOM;

B) CO3JaHMe JOKYMEHTOB, T.€. 3allUCh IO YCTAaHOBJEHHBIM (QopMaM HEOOXOAMMOM ISt
ylpaBiieHUs] HHPOpMaIUH.

K ka4yecrBam coBepiienHoi aenosoii peun HE OTHOCHAT:

a) MHOT'OCJIOBHUE;

0) TOYHOCTB;

B) YMECTHOCTb;

T') IPaBUJIbHOCTD.

JIBH/KeHHEe JAOKYMEHTOB C MOMEHTA HX CO3JaHUSl WJIH MOJy4YeHHs 10 MOMEHTa HX
YHHYTOKeHHS UJIU NepeJadd Ha apXUBHOe XpaHeHHe - ITO:

a) perucrpanusi JOKyMEHTOB;

0) popmMupoBanue ae;

B) KOHTPOJIb UCIIOJTHEHUSI IOKYMEHTOB;

') TOKYMEHTOOOOPOT.

TunoBoe KOHTPOJIbHOE 3a1aHNe: TeCTNe2

JdoxkymeHTbI, PYyHKIMOHMPYIOLIME B cepe ynpaBjIeHUs OPraHnu3anue:
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a) OpraHu3alMOHHbBIE TOKYMEHTHI;

0) pacropsiIUTEIbHBIC JOKYMEHTHI;

B) CIPaBOYHO-MH(POPMAITMOHHBIE IOKYMEHTHI;

T') BCE MEPEUNCIICHHBIC TPYIIITHI.

JIOKyMeHT uMeeT IOPHIHYECKYI0 CUITY PH HAJTUYHU:

a) peKBU3HUTOB, 0053aTEIbHBIX IS JAHHOTO BUAA IOKYMEHTOB;
0) moANnucHU U MeYaTH OpraHu3aluy;

B) OTMETKHU 00 MCTIOJTHEHUH;

T') OPUIUIECKOTO aJpeca OpraHu3aIHiH.

Bxoasimue 10KyMeHTBI — 3TO:

a) MOCTYIMAOIIUE TOKYMEHTBI, KOTOPbIE HECYT NEPBUYHYIO0 MH(POPMALIUIO ISl BHIIOJIHEHUS

YIPaBJICHUYECKUX JEHCTBUH;

0) [IOKyMEHTBl BBIIIECTOSIIUX OpPraHOB YIPaBIECHUS, JIOKYMEHTHI

OpraHu3alui, IPEAJIOKEHUS, 3asIBJICHUS TPaXKIaH;

B) BHEIIIHUE JJOKYMEHTHI;

T') BCE MEPEUNCICHHBIC OTBETHI BEPHHBI,

1) HET IPaBUJILHOTO OTBETA.

Yuudukanusi 10KyMEeHTOB - 3TO:

a) HpI/IBGIIGHI/Ie ZIOKYMCHTOB K OHpeI[eJIeHHI)IM CTaH[[apTaM;

BCAOMCTBCHHBIX

6) nponecc yCTAHOBJICHUSI U NPHUMCHCHHUA ONTHUMAJIBHBIX ITPABUJI, HOPM IIO O(l)OpMJ'IeHI/IIO
JOKYMCHTAIIMU, ITPUHATBIX B YCTAHOBJICHHOM IOPAAKE IJIA BC€O6IIIGI‘O U MHOTI'OKPATHOTI'O UX

HCIIOJIB30BAaHMHA,

B) YCTAHOBJICHUC CAWHOI'O KOMIIJICKCA BHIOB U paSHOBHIlHOCTefI OJOKYMCHTOB JJIA
AHAJIOTUYHBIX YIPABJICHYCCKUX CI/ITyaHPlﬁ, pa3pa60TKa CANHBIX (bOpM U IIpaBUII HX

cocraBlieHUs, 0o(hOpMIICHUE U CO3J]aHKe TpadapeTHBIX TEKCTOB;
T') HEeT MPaBUILHOTO OTBETA

TunoBoe KOHTPOJIbHOE 3a7aHue: TecTNe3

JleaoBoe oO1IeHME - ITO:

a) oOIIeHHe, TP KOTOPOM YUYHTHIBAIOT OCOOCHHOCTH JTUYHOCTU, HO TIPH 3TOM JIOMUHHUPYIOT

WHTEPECHI JIeNa;
0) oOmieHne, HaMpaBJIeHHOE HA U3BJIEYEHNE OJTHOCTOPOHHEH BBITO/IBI;

B) O6H_ICHI/IG, B Mpomecce KOTOPOIro MUCIOJIb3YIOTCA MPUBBIYHBIC MACKH BCKIIMBOCTH,
CTPOrocCTu, 6€3p213HI/I‘~II/I${ U T.A., CKPbIBAIOIINE UCTHUHHBIC HAMCPCHUA CO6€C€I[HI/IKOB.

K nesoBbIM nmucsMaMm, TpeOyOIMM 0TBETA, OTHOCHAT:
a) MUCbMO-TIPEAYIPEKICHUE;

0) MUCHEMO-HAITOMUHAHHUE;

B) MHCHbMO-3aIPOC;

I') BCE MEPEUUCIICHHBIE BHUJIbI ITUCEM.

Jle10BbIEe MMCHMA OTHOCSITCS K Tpymie:

a) OPraHMU3alMOHHBIX IOKYyMEHTOB;

0) crpaBOYHO-UH(POPMAIIMOHHBIX IOKYMEHTOB;

B) pacropsIuTeIbHbIX JOKYMEHTOB;

) pUHAHCOBO-OYXTaNTepCKUX JOKYMEHTOB.

Ha noxymenTax pa3pemaercs NpocTaBisTh He 0oJiee:
a) OJTHOTO ajpecara;

0) IBYyX aJpecaTos;

B) TPEX aJpecaToB;

T') YETBIPEX aJPECATOB.

TunoBoe KOHTPOJILHOE 3a1aHue: TecTNe4

BbiOepuTe mnpaBMIBbHO YKa3aHHbIe MHMHHMMAJIBbHO [ONYCTHMbIe pa3Mepbl IoJIeid,

KOTOpbIe ycTanaBausaet 1s fokymento I'OCT P 7.0.97-2016:
a) ieBoe =25 mMm, BepxHee =15 MM, paBoe =10 MM, HUKHEe =20 MM;
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0) neBoe =20 MM, BepxHee =10 mm, npaBoe =15 MM, HIKHEE =20 MM;
B) ieBoe =35 MM, BepxHee =10 MM, ipaBoe =10 mm, HIkHEEe =10 MM;
r) n1eBoe =20 MM, BepxHee =20 mm, nnpaBoe =10 MM, HuxHEE =20 MM.

Ha xakom ¢opmaTte GymMaru uCnoJHSIOTCS CJIy:KeOHble JOKYMEHThI?

a) A2;

0) A7,

B) AS;

r) A4.

Kakmue U3 10KyMeHTOB OTHOCATCH K PACTIOPSAAUTEIbHBIM?

a) MPOTOKOJT;

0) HUHCTPYKTUBHOE NMHCHMO;

B) YKa3aHHE;

T') [10JIOXKEHHUE.

JlaToii npuka3a siBJIsieTcsl 1aTa:

a) COIJIaCOBaHMUS;

0) rmoanMcaHus;

B) YTBEP)KJICHUS;

') perUCTpALIIH.

TunoBoe KOHTPOJIbHOE 3a7aHue: TecTNeS

Kakue 10KyMeHTbI OTHOCATCSH K OPraHM3AlUOHHBIM?

a) MpUKas;

0) MOJI0’KEHHUE;

B) yKa3aHUE;

T') CIIpaBKa.

Ha3znayenue pacnopsiAuTeIbHbIX IOKYMEHTOB — 3TO:

a) peaju3alys CUCTEMBI U IPOLIECCOB YIIPaBIICHUS;

0) peryiaMpoBaHue J1esTeIbHOCTH, O3BOJISAIONIEE OPraHy yInpaBIeHHs
oOecnieunBaTh peai3alnio MOCTaBICHHbIX MIepe]l HUM 33/1a4;

B) IJITAHUPOBAHUE JIEATEILHOCTH YUPEKACHUS;

I') COOOIIEHNE CBEACHHM, MOOYKJAIOUINX OpraHbl YIIpaBlIeHUs IPUHUMATh
YIPaBIEHYECKUE PEIICHHUS.

IIpuka3 — 3T0 NpaBOBOil aKT, MU31aBAEMbIii:

a) pyKOBOJUTEIEM OpraHU3allii Ha IPpaBax €JMHOHAYAINS C LIEbIO
pa3pelieHrs OCHOBHBIX BOIIPOCOB;

0) BBICIIMMU OpTaHaMH UCIOJHUTEIbHOM BIIACTH;

B) PYKOBOJIUTEJIEM OpraHU3aliH 110 BOpocaM HH(OPMALIMOHHO-
METOUYECKOIO XapaKTepa;

T') COBEIIATEIbHBIMU OPraHAMHU YUPEKICHUS.

Kakue onpenenenus orHocsiTes K cnpaBke? Jlokymenr,

co/iep Kalui...

a) MoApOoOHOE OMUCaHUE KAaKOT0-TN00 (haKTa UK COOBITHS C BHIBOJAMU U
MPEeJIOKEHUSIMU aBTOPa;

0) o POOHBII X0 KAKOTr0-ITMO0 MEPOTIPHUSTHUS;

B) MepeYeHb MEPOTIPUSATHUH;

I') HOATBEPXKICHUE UM ONMCAHUE TeX WM UHBIX (DAaKTOB U COOBITHIA.
TunoBoe KOHTPOJIbHOE 3a/1aHHe: TecTN26

®opmyJsp — o0paseny OPraHU3aLHOHHO-PACTIOPAIUTEIBLHOIO
AOKYMEHTa — MpeACTaBJsieT cCo00ii:

a) MakeT OJIaHKa JOKYMEHTa, OATOTOBICHHOTO K M3/1aHUI0 TUITOTpadcKuM
CIIoco0oM;

0) oOpazer; 6aHKa TOKYMEHTA;

B) CXEMY pacloOJIOKEHUSI PEKBU3UTOB OPraHNU3allMOHHO-PACIOPSAUTEILHOTO
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JIOKYMEHTA;

r) oOpazell KOHKPETHOI'O BUJa OPraHU3aluOHHO-PACTIOPSIUTEIHHOTO
JIOKYMEHTA.

IleyaTh HA OPraHU3alMOHHO-PACHOPAIUTEIbHBIX JOKYMEHTAX
NMPOCTABJISIETCH:

a) Ha JIT0OOM CBOOOTHOM MECTE;

0) 1oJKHA OBITH 3aXBayeHa 4acTh HAMMEHOBAHUS JOJIKHOCTH JIMLIA,
MOJIMUCABIIETO IOKYMEHT;

B) JIOJDKHA OBITh 3aXBavyeHa JIMYHAS MOAMHUCH;

T') HUXKE PEKBU3UTA MOATMHKCH.

3aro/iI0BOK K TEKCTY JOKYMEHTA MOKHO He COCTABJIATH:

a) Ha IoKyMeHTax ¢opmata AS;

0) Ha COBMECTHBIX JJOKYMEHTAaX;

B) Ha JOKyMEHTAaX, COCTaBJICHHBIX Ha OJaHKE JOKHOCTHOTO JIMIIA
@DopMuUpoOBaHUeE /1e]1 B CTPYKTYPHBIX MOApPa3aeIeHusIX
OCYILIEeCTBJISIETCS:

a) pyKOBOJUTEIIEM CTPYKTYPHOTO IOpa3ICICHIS;

0) HCTIOJTHUTEIIEM.

JIOKYMEHT CUHTAETCS HCMOJTHEHHbIM, eCJIN:

a) KOPPECIIOH/ICHTY JIaH OTBET;

0) TOKYMEHT UCIIOJIHEH B HA3HAYEHHBIN CPOK;

B) JIOKYMEHT MOAMKUCAH PYKOBOAUTEIEM OpraHU3alluu;

T') TOCTABJICHHBIC B JOKYMEHTE BOIPOCHI PEIICHBI 110 CYIIECTRY,
KOPPECHOH/ICHTY JaH OTBET.

MeTtoauyeckue MaTepuabl, ONpeaessiiole npoueIypbl OLeHUBAHUS 3HAHUI
Kittouu K TECTOBBIM 3a/IaHUSIM.

IIka/ja oneHuBaHUA (32 IPaBUIbHBIN OTBET Aaercs | Gamn)
«HEYIOBIETBOPUTEIBHO» — 50% U MeHee

«ynoBierBopuTensHO» — 51-80%

«xoporro» — 81-90%

«otmmaHo» — 91-100%
7.2.4. TunoBble CHTYallMOHHBIE 32241

1. Onpenenute BUA TOKYMEHTA, 3aII0JTHUB TAOJIHILY.

Ne Haisanue nokymMenra Bun noxymenra
n/n
1 Ipukas 06 yBoIbHEHHH
2 ITpukas o npueme Ha paboty
3 Iporokon obwero cobpanus yupejuTe-
neit
= Kaprouka no y4ery kajpos no gopme T-
2
5 Tpyaoeas kHUKKa
6 IlpaBuna BHYTpeHHErD TPYI0BOIO pac-
nopsjka
7 Yeras npeanpuaTus
8 HlraTHoe pacnucaHHe
9 Ilpukas o npoBejieHHH [Ipa3IHHEKA
10 | PernamenT npoBe/icHHA MEPOIPUATHA
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2. B crpoutensHOM Koomnepatuse «CtpoiicepBUc)» OblT 00HapyX eH (PaKT HEMPaBUILHOTO
UCTIOJIb30BAHUSl CTPOMTENBHBIX OTXOAOB. [Ipu mpoBepke paboThI cKiIaja MHIOMATEPUANIOB
YCTAaHOBJIEHBI (DAKTHI OTITYCKAa B KOTEJIBHYIO Ul CKUTAHUS OTXOJIOB MUJIOMATEPUAIOB JUTMHHOM
ceeimie 20 cMm. B pacmopsaurensHON YacTH clexyeT NpPEeAioXKHUTh 3aBEIyIOLIEMYy CKIIAQJO0M
OpraHu30BaTh PabOTY M0 PeaTU3aLUH OTXOA0B YACTHBIM JIHLIAM.

Kakoii JOKyMEeHT O3BOJIUT PETJIAMEHTHPOBATH OTITYCK CTPOUTEIBHBIX MaTepHAIOB?

(Omeem: )

Kakue myHKTbI 1OJKHBI OBITH B JAHHOM JIOKYMEHTE 00s13aTEIbHBIMU?
(Omeem: )

Kakue pekBU3UTHI JOHKEH BKIIIOUATh JAHHBIN TOKYMEHT?

(Omeem: )

CKOJIBKO CTPYKTYPHBIX YacTeH OH IpeArnoiaraet?

(Omeem:

Kakue gaktuueckue naHHbie JOKHBI OBITh BHECEHBI B 3TOT TIOKYMEHT?
(Omesem: )

1. [Ipomwio 3acenanue MHBEHTAPU3AIMOHHOM KOMHUCCHU 3aBOJIa Ta30BOM ammaparypbl, Ha
KOTOPOM paccMaTpuBajCsi BONPOC O pe3ynbTaTax MHBEHTapu3auuu 1o ckiagy Ne 2
BCIIOMOTaTeNbHBIX MaTepuanoB. Ha 3aceganuu ObUTI0 IPUHATO MOCTAHOBJIEHUE 00 YTBEPKICHUU
pe3yJIbTaTOB WHBEHTAapHU3allMM U OTHECEHHs 3a CYET 3aBEIYIOLIEro CKJIAJOoM HeA0CTauu
BCIIOMOTAaTeNbHBIX MaTepuaioB B cymme 365 Tbhic.py0., a TakKe 3a4UTaHbl CIMYUTENbHAs
BEJJIOMOCTb 110 cKjaay Ne 2 ¥ 00bsSCHUTENbHAS 3allicKa 3aBEAYIOLIEr0 CKIaI0M.

Kakoii TokyMeHT cocTaBisieTCsl 10 UTOraM 3acelaHuii KOMUCCHIA pa3Horo poja’?

(Omesem: ..............)

Kakue peKBH3HUTHI JOJDKEH BKIIOYATh JaHHBIH JOKYMEHT?

(OmMBem: ..........coceerevne i)

CKOJIbKO CTPYKTYPHBIX YacTeil OH Mpermonaract?

(OMBEM: ....ccvev e ann)

Kakue (aktudeckue gaHHbIC JODKHBI OBITH BHECEHBI B 3TOT JOKYMEHT?
(OMBEM: ... .ccvev e e e e e e in)

2. Odopmure mnHCHMO Ha OJlaHKE C YIJIOBBIM pPACIOJIOKEHUEM pPEKBH3UTOB B
coorBerctBuM ¢ ['OCT P 7.0.97-2016. Hepoctaromue naHHbIE HEOOXOIUMO YKa3aTb
CaMOCTOSITENIbHO.

Aemop nucema - TIPABUTEJIBCTBO MOCKBBI, KOMUTET IIO JEJIAM O
HECOCTOATEJIBHOCTU r. MOCKBBI.

Cnpasounsie danHvle asmopa nucema - JlyosHckuit np.,5 ctp.l, Mocksa 101000 Tem.
925-35-58.

Jlama u pecucmpayuonuwiii Homep nucoma - 27.03.2019 Ne 67/01-09.

Aopecam - llpeacemaremo ¢donaa umymectBa T. MockBei M.H. ComnoBseBy yiI.
[Ipeuncrenka, a. 17, Mocksa, 119034.

3azonoeok - O mpenocTaBiIeHUM JTAHHBIX O pa3Mepe JOJIM TOoCyJapcTBa B YCTaBHOM
KanuTajie NpeanpusiTHs.

Texcm - B cootBerctBum ¢ 1. 10 mocranosienus [IpasurensctBa PO ot 20 mas 1994r.
Ne 498 «O HekoTOpBIX Mepax IO pealu3allid 3aKOHOJATENbCTBA O HECOCTOATEIBHOCTHU
(6aHKpOTCTBE) MpEANPUATHNA TpocuM Bac B Hamr ajpec gJaHHBIE O pa3Mepe O rocyIapcTBa B
ycraHoM kanurtane OAO MockoBckuit xne603aBog Ne 18, pacrosioxKeHHOTO O ajpecy: Yil.
Huxutnuckas, 1. 45.

[MognuceiBaet 3am. peacenarens O.J1. JImurpues.

Ucnonuurens - O.B. Tumomenko 924-89-01.
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7.2.5. BajbHO-peliTHHIOBasi CHCTEMA OLeHKH 3HAHUH 00yYar0IINXCs

Cornacuo [onoxxeHust 0 0aIBHO-PERTHHIOBOM CUCTEME OLIEHKU 3HAHHUH 00y4YaromuXxcst
0a/ulbl  BBICTABISIIOTCSL B COOTBETCTBYHOIMX TIpadax kypHama (cM. <«OKypHan ydera
0aJIbHOPENTUHIOBBIX MOKA3aTeNel CTYAEHUECKOM IPYIIbI») B CAEAYIOLIEM HOPSAKE:

«Ilocemenne» - 2 Gamia 3a NPUCYTCTBHE Ha 3aHATHUM Oe3 3aMeYaHHUH CO CTOPOHBI
npernojasarens; 1 Gaui 3a orno3gaHue WIM MHOE HE3HAUMTENbHOE HApyIICHHE MUCHMUIUIMHBL, ()
0a/uI0B 3a HPOIYCK OJHOrO 3aHATHUA (BHE 3aBUCHUMOCTH OT YBa)XKMTEJIBHOCTU IPOIYCKA) WIIU
orno3zanue Oonee yeM Ha 15 MUHYT WM HHOE HAapyIIEHUE TUCIIHUILIHHBIL.

«AKTUBHOCTB» - OT 0 10 5 0ayoB BBICTABISETCA IpPENoJaBaTeIeM 3a JEMOHCTPALUIO
CTYACHTOM 3HAHUW BO BpEeMs 3aHATHS NMHCbMEHHO WJIM YCTHO, 33 IOJATOTOBKY JOMAIIIHEro
3aJlaHUs, Y4acTUe B JUCKYCCHM Ha 3a/laHHYIO0 TeMYy M T.J., TO €CTh 3a paboTy Ha 3aHsaTHU. [lpu
3TOM IMpeIoiaBareib JOHKEH ONPOCUTh HE MeHee 25% U3 uncia CTyIEHTOB, IPUCYTCTBYIOIINX
Ha MPaKTHYECKOM 3aHSATHH.

«KontponpHas pabGota» umu «rectupoBaHue» - or 0 1o 5 OamioB BBICTAaBIAETCA
npenojiaBaTesieM IO pe3yjbTaTaM KOHTPOJIBHOM paboThl MM TECTUPOBAHUS TIPYIIIHL,
NPOBEICHHBIX BO BHeaynuTOpHOE Bpems. [lpenmonaraercs, 4dTro IMpenojaaBaTeilb 10
COIJIACOBAHUIO C JIEKAHATOM IPOBOJUT IOJOOHBIE MEPONPHUATHUS MO BBIIBICHUIO OCTATOYHBIX
3HaHUN CTYJEHTOB HE PEKE OJTHOTO pa3za Ha Kax/ble 36 4acoB ayAUTOPHOIO BPEMEHHU.

«OTtpabotka» - o 0 10 2 6aUIOB BHICTABISETCA 32 OTPAOOTKY KaXKJOr0 MPOIYIIEHHOIO
JEKIMOHHOTO 3aHATHS ¥ OoT 0 10 4 Oa/uioB MOXET OBITh INOCTABJIICHO MpErnojaBaTeeM 3a
0TpabOTKY CTYA€HTOM IIPOIYCKa OJJTHOTO MPAKTUYECKOI0 3aHATHSI UM MPaKTUKyMa. 3a OJHH pa3
MOKHO OTpaboTaTh HE 0oJiee IIECTH IMPOITYCKOB (T.€., CTYIEHTY BBICTaBIsieTCsl He Oonee 18
0aJuI0B, €C/IM BCE MPOITYIIEHHbIE IIECTh 3aHATUHN SBJISINCH IPAKTUYECKUMU) BHE 3aBUCHMOCTH
OT YBXHUTEIHHOCTH MTPOIMYCKOB 3aHITHHA.

«IIponmycku B yacax BCEro» - KOJUYECTBO MPOIMYIIEHHBIX 3aHATUH 3a OTYETHBIH MEpUOT
yMHOXkaeTcst Ha 1Ba (1 3aHsTHe=2 yacam) (3aI0JIHAETCS ASTONPOU3BOAUTEIEM JIEKaHATA).

«IIponmycku 1o HeyBa)XXUTENbHON MpUUYNHE» - Tpada 3aroyIHAeTCs AeTONPOU3BOAUTEIEM
JIeKaHaTa.

«[Tommycku mo yBaKUTENbHOW HpUYMHE» - rpada 3amoHsEeTCs IeNONPOU3BOAUTEIIEM
JIeKaHaTa.

«KoppekTupoBka 0auioB 3a MPONMYCKW» - Tpada 3amoiHsIEeTCs IeIONPOU3BOAUTEIEM
JIeKaHaTa.

«HWToro 6aoB 3a OTYETHBIM MEPUOI» - CyMMa BCEX BBICTABJIEHHBIX OAJIJIOB 32 JIAaHHBIN
nepuoy (rpada 3anonHsiercs AeIONPON3BOAUTENIEM JIEKaHATA).

Tabauua nepeBoja 6a/NIbHO-PEHTHHIOBBIX MOKAa3aTe/lell B 0TMETKH TPATUIIHOHHOM
CHCTEMbI OLICHUBAHUSA

Coornomenne | 0/2 | 1/3 /2 | 2/3 | 11| 32| 211 3/1 | 2/0 CoOOTBETCTBHE
4acoB OTMETKH
JIEKIIMOHHBIX 1 KOB(I)(I)I/IHI/ICHTy

MPAKTHYCCKUX
3aHSATUN
Koadpdumument | 1,5 1,1 1,1 11111 )11 1,1 1,1 1,1 | «3auTeHOY
COOTBETCTBHA 1 1 1 1 1 1 1 1 1 | «ynoBieTBOPUTEILHO
OaJUIBLHBIX
oKasaTeneit 2 |1,75 | 1,65 16 15|14 | 1,35 | 1,25 - «XOPOLIO»
TPaHIHOHHOR 3 25 23 (22| 2 |18 1,7 15 - | «oTnuuHO»
OTMETKE

HeoOxomuMoe  Konw4uecTBO OalljioB  JUIs  BBICTABIIGHUS OTMETOK  («3a4TECHOY,
«YIOBJIETBOPUTEIBHO», «XOPOIIO», «OTIUYHO») OIpPEACNSIeTCs] MPOU3BEICHUEM pPEAIbHO
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MIPOBEICHHBIX AyJUTOPHBIX YacoB (N) 3a OTYETHHIH MEpHo] Ha KOAID(PHUIIMEHT COOTBETCTBHS B
3aBUCUMOCTH OT COOTHOILIECHUSI YacOB JICKIMOHHBIX M MPaKTUYECKUX 3aHATUHA COIJIACHO
NPUBEJICHHON TabuIIe.

«KypHan yuera OaJUIbHO-pEHTHHIOBBIX IIOKa3aTeled CTYACHYECKOW  TpYIIIbD»
3amoJIHAETCS MPEeToaBaTeIeM Ha KaX/I0M 3aHSATUH.

B cnywyae Oone3nu wid Apyrol yBaKUTEIbHOW NPUYUHBI OTCYTCTBHSI CTyJEHTa Ha
3aHATUAX, EMY IPEAOCTABISAETCS MPABO OTPAOOTATh 3aHATUS [0 UHIUBUIYaTIbHOMY IpauKYy.

Crynenty, HabpaBlIEMy KOJIMYECTBO 0alsioB MEHEe ONPEIEIIEHHOTO ITOPOrOBOI0 YPOBHS,
BBICTABJISIETCS OLICHKA "HEyAOBJIETBOPUTEIbHO" win "He 3auteHo". [lopsaok JIUMKBUIALMHA
32JI0JDKEHHOCTE ¥ TMPOXOXKICHHUS JalbHEHWIIEro OOydeHUsi peryjaupyercss Ha OCHOBE
JEUCTBYIOLLETO 3aKoHOAAaTENBCTBA PP 1 nokanbHbix akToB KUI'Y.

Texymuii KOHTPOJIb MO JIEKIIMOHHOMY MaTepHally MPOBOAUT JIEKTOP, MO MPAKTHUYECKUM
3aHATUSAM — TPENoJlaBaTellb, MPOBOJIMBIINNA 3TH 3aHATHSI. KOHTpOIb MOXET MPOBOJIUTHCS U
COBMECTHO.

8. IlepeueHb OCHOBHOI1 M 1I0NIOJHUTEJILHOM Y4eOHOM JIUTEPaTypPbl, HEO0X0AMMOM IS
ocBOeHHs JucHUITUHBL. UH]opMmannonHoe o0ecnieyeHne 00pa3oBaTeIbHOI0O
npouecca
8.1. Ocnosnan numepamypa:

beikoBa, T. A. JlokyMeHTaIMOHHOE OOECIICUCHHE YIIPABICHUS (IEIOMPON3BOACTBO): yueOHOE
nocobue / T. A. beikoBa, T. B. Ky3uenona, JI. B. Cankuna; non obmei pemakiueii T. B.
Ky3nenoBoii. - 2-e u3z., nepepad. u nom. - Mocka: MHOPA-M, 2020. - 304 c. - ( Beicmee
oOpa3oBaHHe: bakanaBpuar). - ISBN 978-5-16-004805-5. - URL:
https://znanium.com/catalog/product/1078152
Kabamos, C. FO. DnekTpoHHOE MpaBUTEILCTBO. DIEKTPOHHBIN TOKYMEHTO000pOT. TepMUHBI U
ompenencuus: yueobHoe mocobue / C.}O. Kabamos. - Mocksa: UH®PA-M, 2021. - 320 c. - (
Beiciee  obOpasoBanue:  bakamaBpmar). - ISBN  978-5-16-006835-0. -  URL:
https://znanium.com/catalog/product/1132150
KupcanoBa, M. B. Kypc aenonpousBoacTBa: JOKYMEHTAllMOHHOE OOecleYeHue YIpaBJICHUS:
yueOHOe mocodue / M.B. Kupcanosa, FO.M. Axcenos. - 6-¢ m3a., ucrp. U jom. - Mocksa:
NH®PA-M, 2020. - 257 c. - ( Beiciiee oOpa3oBanue: bakanaspuar). - ISBN 978-5-16-006789-6.
- URL: https://znanium.com /catalog /product/1088888 (nata o6parmenus: 17.05.2021). - Pexxum
JIOCTYTA: 110 MOAMUCKE. - TeKCT: AIeKTPOHHBIH.
Kysnuernor, 1. H. Jlenonpon3BoactBo: y4ueOHO-cripaBouHoe mocobue / M. H. Ky3nernos. - 9-e
u3f., nepepad. - Mocksa: [amkoB u K, 2020. - 405 c. - ISBN 978-5-394-03881-5. - URL.:
https://znanium.com/catalog/product/1093496 (mata oOpamenus: 17.05.2021). - Pexum
JIOCTYIIA: 110 OANMCKE. - TEKCT: 3JIEKTPOHHBIN.
OCHOBBI J1€TTONPOM3BOICTBA: y4ueOHoe mocobme / A.M. AcamueB, W.W. Mwuponosa, E.A.
Kocapesa, I'.I". BykoBuu. - 2-¢ u3z., ucnp. u jgom. - Mocka: UH®PA-M, 2021. - 146 c. - (
Breiciiee  oOpasoBanme: — bakamaBpmart). - ISBN  978-5-16-015831-0. -  URL:
https://znanium.com/catalog/product/1246746 (mata oOpamenus: 17.05.2021). - Pexum
JOCTYTIA: TI0 TIOATHCKE. - TeKCT: AIeKTPOHHBIH.
[Tanacenko, FO. A. [lenonmpou3BOJACTBO: JIOKYMEHTAllUOHHOE OOECIeYeHHe YIpaBJICHUS:
yueOHoe mocobue / H0. A. [Tanacenko. - 3-¢ uza. - Mocksa: PUOP, MTHOPA-M, 2016. - 112 c. -
( BO: bakanaBpuar). - ISBN 978-5-369-01054-9. - URL:
https://znanium.com/catalog/product/542773 (mara o6pamenus: 17.05.2021). - Peskum pocryma:
10 MOJIHUCKE. - TeKCT: 2JIEKTPOHHBIMN.
[ToaroToBka u pemaktupoBanue JokymMmeHTOB B MS WORD: yue6Hoe mocobue / E.A. bapuHoBa,
A.C. bepesuna, A.H. ITemebkun, E.H. Crenypo. - Mocksa: KYPC: UHOPA-M, 2021. - 184 c. -

22


https://znanium.com/catalog/product/1078152
https://znanium.com/catalog/product/1132150
https://znanium.com/

ISBN 978-5-906923-23-3. - URL: https: //znanium.com/catalog/product/1361797 (mata
obpamenus: 17.05.2021). - Pexxum mocTyma: 1mo nmoamnucke. - TeKCT: 2JIeKTPOHHBIN.

8.2. /lononnumenvnasn yueonas numepamypa:

1. KupcanoBa, M. B. Kypc ngemonpousBoAcCTBa: TOKYMEHTAlIMOHHOE OOecreueHue
yropasieHus : yueoHoe nmocooue / M.B. Kupcanosa, F0.M. AkcenHoB. — 6-¢ 3., UCIIp. U JIOM.
— Mocksa : UHOPA-M, 2020. — 257 c. + Jlon. maTtepuaiibl [DJIEKTPOHHBIN pecypc]. —
(Beicmiee obpazoBanme: bakanaBpuar). - ISBN 978-5-16-006789-6. - TekcT : 37€KTpOHHBIN. -
URL: https://znanium.com/catalog/product/1088888 (mara obpamenus: 10.06.2021). — Pexum
JIOCTYTIA: TI0 TIOITHCKE.

2. bpeckuna, H. B. OcHoBbl nenonpousBojcTBa: yuedbnoe nocodoue / H. B. bpeckuna. -
Crasponois: CKOVY, 2014. - 123 ¢. - URL.: https://e.lanbook.com /book /155545

3. IManacenko, 0. A. /lenonpon3BoACTBO: JOKYMEHTAIIHOHHOE 00ECTIEYeHNE YITPABIICHHS:
VYuebnoe nmocoodue / [Tanacenko FO.A., - 3-¢ uza. - Mocksa :PUOP, MHOPA-M, 2016. - 112 c. -
(BO: bakanaBpuar). - ISBN 978-5-369-01054-9. - Tekcr : oanekrponnsni. - URL:
https://znanium.com/catalog/product/542773 (pata o6pawenusa: 10.06.2021). — Pexum
JOCTYTIA: TIO TIOATIHCKE.

4. TloarotroBka u peaakTupoBaHue 1okymMmeHToB B MS WORD : yueb6HOe mocobue / E.A.
bapunosa, A.C. bepesuna, A.H. Ileuibkun, E.H. Crenypo. - Mocksa : KYPC : UHOPA-M,
2021. - 184 «c. - ISBN 978-5-906923-23-3. - Tekcr : onektponnbld. - URL:
https://znanium.com/catalog/product/1361797 (mara o6Opamenus: 10.06.2021). — Pexum
JIOCTYTIA: TI0 TIOITHCKE.

5. beikoBa, T. A. JlokyMEeHTallMOHHOE OOECIICUCHUE YIPaBJICHUS (JETOMPOU3BOJICTBO) :
yuebHoe mocobue / T. A. beikoBa, T. B. Ky3nenosa, JI. B. Cankuna ; nox o6m. pexn. T. B.
Ky3nenoBoit. — 2-e m3n., nmepepad. u gorn. — Mocksa : UHOPA-M, 2020. — 304 c. —
(Boicee oOpaszoBanue: bakanaBpuar). - ISBN 978-5-16-004805-5. - Tekcr : 37IeKTPOHHBIH. -
URL: https://znanium.com/catalog/product/1078152 (nara ob6pamienus: 10.06.2021). — Pexxum
JIOCTYTIA: 110 MOATHCKE.

6. Kysuenos, 1. H. Jlenonpou3BoactBo : yueOHO-cripaBouHoe mocodue / Y. H. Ky3Hernos.
- 9-e m3x., nepepab. — Mocksa : JlamkoB u K, 2020. — 405 c. - ISBN 978-5-394-03881-5. -
Tekcr : anexkrponnsiid. - URL: https://znanium.com/catalog/product/1093496 (nata oGpartieHus:
10.06.2021). — Pexxum gocTyma: 1Mo Mo ImHCKe.

7. OcHOBBI AenOoNpon3BOACTBa : yueOHoe nocodue / A.M. Acanues, 1.11. Muponosa, E.A.
Kocapesa, I'.I'. BykoBuu. — 2-e u3na., ucmp. u non. — Mocksa : UHOPA-M, 2021. — 146 ¢c. —
(Beicuiee obpa3oBanue: bakanaBpuar). — DOI 10.12737/24426. - ISBN 978-5-16-015831-0. -
Tekcer : anektponnslit. - URL: https://znanium.com/catalog/product/1246746 (nata oOparieHus:
10.06.2021). — Pexxum gocTyma: 1o MmoJInrcKe.

9. Metoanueckne yKazaHus 1Jis1 00y4alOMMXCsl M0 OCBOECHUIO U CUUILIMHBI (MOTYJI51)

Bun yuebnoro Opranuzanys AesTelIbHOCTH 00yJaroIerocs
3aHATUSA
Jlexuus Ha nexknusix npenopasaTellb pacCMaTpUBAECT BOIIPOCHI IIPOIPaMMBI Kypca,

COCTaBIIEHHOW B COOTBETCTBHHM C TOCYAapCTBEHHBIM 00pa3oBaTEIbHBIM
cTanaapToM. M3-3a HEIOCTaTOUYHOTO KOJMYECTBA AYAUTOPHBIX YacOB
HEKOTOpBhIE TEMBl HE YAAaeTCs OCBETUTh B TIOJHOM O0BEME, MOITOMY
NperoIaBaTelb, M0 CBOEMY YCMOTPEHHIO, HEKOTOPHIE BOMPOCHI BHIHOCHUT
Ha CaMOCTOSITEIbHYIO pa0OTy OOYYalONIMXCs, PEKOMEHAYS Ty WU HHYIO
JUTEpaTypy.

KpOMe 9TOro, Ijid Jydlero OCBOCHHUA MATCpHUala W CUCTECMATU3aAlluU
3HAHUH MO0 TUCLMIUIMHE, HEOOXOAMMO IMOCTOSHHO pa30HpaTh MaTepUalIbI
JEKIWK 10 KOHCHEKTaM U y4eOHbIM mocobusiMm. Bo  Bpewms
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https://znanium.com/catalog/product/542773
https://znanium.com/catalog/product/1078152
https://znanium.com/catalog/product/1246746

CaMOCTOSITENIbHOM MPOpabOTKH JIEKIIMOHHOTO MaTepHaia 0cob0oe BHUMaHue
ClelyeT YAENATh BO3HMKIIMM BOIIPOCAaM, HEMOHSITHBIM TEPMHHAM,
CIIOPHBIM TOYKaM 3peHHus. Bce Takue MOMEHTHI ClenyeT BBIIEIUTh WU
BBIIIMCATh OTAEJIBHO JJs JaJbHEHIIEr0 OOCYXIEHHS Ha CEMHHAPCKOM
3aHaTUU. B ciydae HeoOXoauMocTH oOpalarbesi K MpernofaBaTeNio 3a
KoHCynbTane. CHHUCOK JUTEpaTypbl O AWCUMILUIMHE IPUBEAECH B
paboueii mporpaMMe Kypcea.

[IpakTuueckue
3aHATUS

[ToaroToBka K NMpakTHYECKOMY 3aHATHIO OCYIIECTBISETCS HAa OCHOBAHUU
IJ1aHa PACKPBITHUA TEMBI MMPAKTUYCCKOI'O 3aHATHA, KOTOpPOC
paspabaTbIBaeTcsl IpenojaBaTeleM Ha OCHOBE pabodel mporpammbsl U
JIOBOJIUTCS 10 CBEZIeHUs 00yJaromerocsi ceoeBpeMenHo. Ilpu noaroroske k
IPAaKTUYECKOMY 3aHATUI0 HEOOXOAMMO H3YYHUTh BHUMATEIbHO OCHOBHBIE
BOIIPOCBHI TEMbI IMPAKTUYCCKOI'0 3aHATHA. BaxxaniM YCJI0BUEM YCHeL[IHOfI
HOJArOTOBKM K INPAKTUUECKOMY 3aHSATHIO SIBJISETCS 4YeTKash OpraHu3alus
CaMOCTOSITENIbHOW Pa0OThl MO HM3YYECHUIO Y4eOHOH M JOMOTHHUTEIHHOM
JUTEpaTyphl. YMEHHUE aHAIU3MpOBATh M IPUMEHSATh [UIl OTBETOB Ha
BOIIPOCBI MW PpPCHICHUA 3ada4 U 3aI[aHPII>JI IMNOJIYYCHHBIC 3HAHHA IIpHU
CaMOCTOSITENIbHOW IOJTrOTOBKE B 3HAYUTEIBHOM CTENEHU OIpeneseT
YCICIMTHOCTh OCBOCHHS MaTepualia 10 AWCHHUIUIUHE W (popMHpOBaHUE Y
00yYaroInXCsl COOTBETCTBYIOIUX KOMIETEHIUH.

[Ipn nmoAroToBKe K MPaKTUYECKUM 3aHATHUSM, CIEIYyeT TakKe 00paTuTh
BHUMaHHUE Ha CleJyrollee:
— Ba)KCH HE 00BhEM 3alIOMHUHAEMON MHPOPMAIIMH, & KaYeCTBO €€ YCBOCHHUS,
TO €CTb CTElNEHb IOHMMAaHUS [POYUTAHHOIO M  OCO3HAHHOCTHU
BOCIIPOM3BOAMMOTO TPH OTBETE HA CEMHHAPCKOM 3aHSITHH;
— crneunpuka JUCHUIUIMHBI TpeOyeT HpU MOJArOTOBKE K MPAKTHYECKUM
3aHATHIM oco0oe  BHHMMaHHUE oOpamaTh  MPaBOBOM OCHOBE
paccMaTpUBaEMOro BOIIpOCa HAa OCHOBE aHalM3a HOPMAaTHBHO-TPaBOBBIX
JOKYMCHTOB, pPCKOMCH/IOBAHHBIX ITPEINOAaBaTCIICM K TOM WA MHOH TeMe.

CamocTosTenpHast
paborta

B camocTosTensHyo paboTy BXOIUT:

- IOArOTOBKA K IIPAKTUYECKOMY 3aHATHIO;

- IOATOTOBKA JOKJIA/a;

- pa60Ta C HOPMAaTUBHBIMH aKTaMU;

- 3HAKOMCTBO C JOIOJIHUTEIBHON JIUTEPATYPOH.

Pe3ynpTaTom caMocTosITENbHOM paboThl 10JIKHA OBITh CUCTEMATH3ALMS U
CTPYKTYpHUpOBaHUE y4eOHOIO MaTepuaa o U3y4aeMol TeMe, BKIIIOUCHHE
€ro B YK€ UMEIOIIYIOCs y 00y4arolerocsi CHCTEMY 3HaHHH.

Joxnan

Jokmaa, Kak BHJ CaMOCTOATEIBHOHW paboOThl B ydeOHOM IIpoIriecce,
crocoOcTByeT (OPMUPOBAHHIO HABBIKOB HCCIIENOBATEILCKONW PabOTHI,
pacmmpsieT 03HaBaTEIbHBIE WHTEPECHI, YIUT KPUTHUUECKH MBICIUTD. [Ipn
HANMCaHWH JOKJIaJa MO 33aJaHHOW TeMe OOydYaroIIUiCs COCTaBISeT IUIaH,
nmoaOupaeT OCHOBHBIC MCTOYHHUKH. B mporiecce pabOThl ¢ MCTOYHHKAMHU
CUCTEeMATHU3UPYET MOIYICHHBIE CBEICHUS, IeTIaeT BHIBOABI M O0OOIICHHUS.
Otamnbl paboThl HAJl JOKIAIOM:

1. TTog6op u M3ydeHHe OCHOBHBIX MCTOYHHKOB IO TeMe (KaK MPaBUIBHO,
mpu  pa3paboOTKe JOKJIaJa WCIHOJb3yeTcss HE MEHee 5-7 pa3IMuHbIX
HWCTOYHUKOB).

2. CocraByieHUE CITUCKA UCMOJb30BAHHBIX HCTOYHUKOB.

3. O0OpaboTka u cuctemMaTu3anus HHGOpMaIuy.

4. PazpaboTka TutaHa oKIaaa.

5 Hammmcanwne gokiana.
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6. BeicTyruieHHE Ha MPAKTUYECKOM 3aHSITHU.

Tect

Tect - 3T0 cuctemMa CTaHJAPTU3UPOBAHHBIX BOIPOCOB  (3adaHMiA),
MIO3BOJIAIOIIMX ABTOMATHU3UPOBATh MPOLEAYPY U3MEPEHUS YPOBHS 3HAHUUI
U yMeHHH oOyyarommxcs. TecTl MOTyT OBITh ayAUTOPHBIMH U
BHEAYJIUTOPHBIMH.

IToaroroBka k
HK3aMEHY

[Ipy moAroroBKe K SK3aMeHYy HEOOXOJMMO OpPHEHTHpPOBAThCS Ha
KOHCIIEKTHI JICKIIMI, pEKOMEHIYEeMYIO JINTepaTypy | Jp.

10. TpeboBaHus K yCJOBHSIM peaju3aluu padoyeii mporpaMMbl TMCUUILTHHBI (MOYJIs1)

10.1. Obwecucmemnvie mpeoosanus

Dnekmponnas ungopmayuonno-oopazosamenvras cpeoa @I'bOY BO «KYT'Y»

http://kchgu.ru - agpec odurransHOrO caiita yHUBEpCHTETA
https://do.kchgu.ru - anekrponnas nndopmaroHHO-00pazoBatTenbHas cpena KUY

Onekmponno-oubauomeyHvle cucmemsl (I1eKmMpoHHble OUOIUOMeEK,)

YuebHblii rog HaumeHnoBaHnue 10KyMeHTA ¢ yKa3aHHEM PeKBH3UTOB Cpoxk AeicTBUS
JAOKYMEHTAa
2023/ 2024 OnekTpoHHO-OnOmmMoTeunass cucrema OOO «3Hanmym». | ¢ 12.05.2023 T mo
yueOHBII TO/T Horosop Ne915 3BC ot 12.05.2023r. 12.05.2024 r.

OnexkTpoHHO-O0ubIHoTeuHast cucreMa «Jlauby». JloroBop Ne | beccpounsrii
COb HB-294 ot 1 gexabps 2020 rona.

2023/ 2024
yueOHBIH TO/T

OnexrponHas 6ubimmnoreka KUI'Y (3.B.).Ilonoxenue 06 Ob | beccpounstii
yTBepkAeHO YueHbiM coBeToM oT 30.09.2015r.IIpoToxon
Ne 1). Dnekrponnsiii aapec: https: kchgu.ru/biblioteka -
kchgu/

2023/ 2024
yueOHBII TO/T

DJIeKTPOHHO-OUOTHOTEUHBIE CHCTEMBI:

Hayunas asnektponnas OubOnuoreka «ELIBRARY.RUy» -
https://www.elibrary.ru.  JIulieH3HOHHOE  COTJIAIICHUE
Nel15646 ot 01.08.2014r.becrutatHo. Beccpouno
Haumonanbnass snexktponHass Oubmmoreka (HOB) -
https://rusneb.ru. Jorosop Nel01/HBB/1391 oT
22.03.2016r.becnnarHo.

OnextponHbli  pecypc «Polred.com O630p CMW» -
https://polpred.com. Cornamenue. becmiaTHo.

10.2. Mamepuanvno-mexnuueckoe u yueoOHo-memoouieckoe odpecneuenue OUCYUnIuHbl

1. YyeOnas ayauropust Ne 513 (YuebHO-1ab0paTOpHBINA KOPIYC) I IPOBEACHUS 3aHATHI
JIEKIIMOHHOTO THIIA, 3aHITHH CEMUHAPCKOTO THTIA, KYPCOBOTO TIPOSKTHPOBAHUS (BBITIOJTHEHUS
KYpPCOBBIX pa0oT), IPYNIOBBIX U WHAWBUIYAIbHBIX KOHCYIbTAlUN, TEKYILIETO KOHTPOJIS U
MIPOMEKYTOUYHOM aTTECTALUU.

Crnenuanu3upoBaHHasi MeOeb:

— CTOJIBl Y4EHUYECKHE, CTYJIbs, I0CKa MEIOBasl.

VYueOHO-HarISIIHBIE TTOCOOUS (B AJICKTPOHHOM BH/IE).

TexHuueckue cpencTBa 00ydeHus:
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TeneBuzop, CUCTEMHBIN OJIOK C TOIKIIOUEHHEM K WH(POPMAIMOHHO-TEJICKOMMYHHUKALIMOHHOM
cetu «MHTepHeT» W  obecrneuyeHHWEM JOCTylma B  JJIEKTPOHHYIO HHGOPMAIMOHHO-
00pa3oBaTEeNbHYIO CPEAy YHUBEPCUTETA.
JInieH3noHHOE MPOrpaMMHOE OOecIieueHue:
— Microsoft Windows (JIumensust Ne 60290784), 6eccpounast
— Microsoft Office (JIunensus Ne 60127446), 6eccpounas
— ABBY Fine Reader (nmunensust Ne FCRP-1100-1002-3937), 6eccpounas
— Calculate Linux (Buecén B EPPII Ilpukazom Munkomcesizu Ne665 ot 30.11.2018-2020),
OeccpouHas
— Google G Suite for Education (IC: 01i1p5u8), 6eccpounast
— Kaspersky Endpoint Security (Jlunensus Ne 280E-210210-093403-420-2061), c
03.03.2021 no 04.03.2023r.
— Kaspersky Endpoint Security (JIunensus Ne 1CI12-230131-040105-990-2679), ¢

21.01.2023 o 03.03.2025r.

Kabuner nH(pOpMAaIMOHHBIX TEXHOJIOTHH IS TPOBEACHUS 3aHATHI JICKIIMOHHOTO THUTIA,
3aHATUIH CEMHUHAPCKOIO THIA, MPAKTHUYECKOIO THIA, KyPCOBOI'O IPOEKTUPOBAHUS
(BBITIOJTHEHUST KYPCOBBIX Pa0OT), TPYIIIOBBIX U MHIAUBUAYAIBHBIX KOHCYIBTAUH, TEKYILIErO
KOHTPOJIS U IPOMEKYTOUHOM aTTecTaluu
Crneunanu3upoBaHHas MeOEIb:
— CTOJIbl YYCHUUYECKUE, CTYJIbs, JOCKa MapKepHasl.
VYyebHo-HarIsIIHBIE TOCOOUS (B AJIEKTPOHHOM BH/IE).
TexHuueckue cpencTBa 00ydeHus:
[lepcoHanbHbIE KOMIBIOTEPHl B KOJUYECTBE 12 INT. C MOJIKIIOYEHHEM K HH(OPMAIIMOHHO-
TEJIEKOMMYHHUKAIIMOHHON ceTn «VHTepHeT» M obecredeHueM J0CTylna B DJIEKTPOHHYIO
“H(POPMaIIMOHHO-00pa30BaATEIBHYIO CPElYy YHUBEPCUTETA.
JIM1eH3nOHHOE MTPOrpaMMHOE OOecrieueHHe:
— Microsoft Windows (JIumensust Ne 60290784), 6eccpounast
— Microsoft Office (JIunensust Ne 60127446), 6eccpounas
— ABBY Fine Reader (iumien3ust Noe FCRP-1100-1002-3937), 6eccpounas
— Calculate Linux (Baecén B EPPII Ilpukazom Munkomcssizu Ne665 ot 30.11.2018-2020),
OeccpouHas
— Google G Suite for Education (IC: 01i11p5u8), 6eccpounas
— Kaspersky Endpoint Security (JIunenszus Ne 280E-210210-093403-420-2061), c
03.03.2021 o 04.03.2023r.
— MaKeT NPUJIOKEHHH JIJIsl 00bEKTHO-OPHEHTHPOBAHHOTO NporpammupoBanus Embarcadero
(Item Number: 2013123054325206. Cpok neiicTBUs THIIeH3UU: OeccpoUHasi);
— TMaKeT BU3YaJbHOTO PENaKTUPOBaHUS pacTpoBbiXx m3oOpaxennid GIMP (Jlumensus Ne
GNU GPLvV3. Cpok neiicTBus nutieH3un: OeccpoyHasi);
— oOpasoBarenbHas mnoanucka Google G Suite for Education (BunmeokonbepeHiuw,
JTHEBHUK, KaJeHaaph, TUCK U npoyee). (Cpok neicTBUS NHULIeH3UH: OeccpoyHast);
— maker MaTematuueckoro wmoxenupoBanus Mathcad (Contract Number (SCN)
4A1913127. Cpok JeWCTBUS JIUIICH3UH: 0€CCPOTHAS);
— nmoanMcka Ha mporpammHbie nponayktel Microsoft «Azure Dev Tools for Teaching»
(Unentudukarop noanucuuka: ICM-166172). C 2019 r. mo 2021 r.;
— CHCTeMa IOMCKa 3aUMCTBOBaHMM B TekcTax «AHTuruiaruat BY3» ([Jorosop Ne 3262 ot
20.01.2021 r.);
— Hudopmarmmonno-npasosas cuctema «Muoppmuo» (Jorosop Ne HK 1017 ot 20.01.2021
r.);
— mnaker Bu3yanbHOro 3D-monmentpoBanust Blender (JIumensuss Ne GNU GPL v3. Cpok
JIeMCTBUS JIMLEH3UH: OecCpOUHas);
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— BekTopHbIi rpaduueckuii pemaktop Inkscape (Jlumensus Ne GNU GPL v3. Cpox
JIEHCTBHSI JIMLICH3UU: OECCpOovHas);

— IporpaMMHbIi Komiuieke miusi Bepctku Scribus (Jlumensus Ne GNU GPL v3. Cpok
JIeMCTBUS JINLIEH3UH: OecCpOUHas);

— Autodesk AutoCAD (Jlunenszuss Ne 5X6-30X999XX. beccpounas oOpaszoBaTeibHas
(axagemMudecKkas ) JTUIECH3HS ),

— Autodesk 3DS Max (Jlumensus Ne 5X5-93X928XX. beccpounast oOpa3oBarenbHas
(axagemuyeckas) JUIEH3US ),

Autodesk Revit (JIumensuss Ne 5X6-03X109XX. beccpounas oOpazoBaTenbHast

(akamemMudecKkas) JIUICH3HSA ).

2. Hayunsrii 3a1, 20 mect, 10 kommbioTepoB (yueOHO-1a00paTopHbIid Kopiryc, aya.101)
Cneyuanusuposannasn mebev: CTOIbl YYICHUYCSCKHE, CTYIIbS.
Texnuueckue cpeocmea 006yyeHusL:
NIEPCOHATIBHBIC ~ KOMIIBIOTEPHI €  BO3MOXKHOCTBIO  MOJKIIOYCHHUS K  WH(POPMAIMOHHO-
TEJIEKOMMYHHUKAIIMOHHOW  cetn «lHTepHEeT» M oOecmedeHneM JOCTylna B 3JIEKTPOHHYIO
UH(POPMAIIMOHHO-00pa30BaTEIbHYIO CPEly YHUBEPCUTETA.
JIuneH3nOHHOE MPOrpaMMHOE 0OecrieueHHe:
— Microsoft Windows (JIutensust Ne 60290784), 6eccpounas
— Microsoft Office (JIunen3us Ne 60127446), 6eccpounas
— ABBY Fine Reader (nmunensust Ne FCRP-1100-1002-3937), 6eccpounas
— Calculate Linux (Baecén B EPPII IIpukazom Munkomcssizu Ne665 ot 30.11.2018-2020),
OeccpouHas
— Google G Suite for Education (IC: 01i1p5u8), 6eccpounas
— Kaspersky Endpoint Security (Jlunensus Ne 280E-210210-093403-420-2061), ¢
03.03.2021 no 04.03.2023r.
— Kaspersky Endpoint Security (JInnensus Ne 1CI12-230131-040105-990-2679), c

21.01.2023 o 03.03.2025r.

3. YuransHelii 3a1, 80 mect, 10 koMnbroTepoB (yueOHO-1abopaTopHbIil Kopiyc, aya. 102a).
Cneyuanusuposannas mebenb: CTONbl yACHUUECKUE, CTYIIbsI.
Texnuueckue cpeocmea 00yyeHus:
Hucnuneit bpaitng ALVA ¢ nporpammoit sxpanHoro ysennuurtenst MAGic Pro;
cTanMoHapHbIi BuaeoyBenuuutenb Clear View ¢ MOHUTOpOM;
2 xomnerotepHbIX poiiepa USB&PS/2; knaBuarypa ¢ naknaakoi (LIT);
aKyCTHUYEeCKasi cucTeMa CBOOOIHOro 3BykoBoro noss Front Row to Go/$;
NEPCOHATBHBIE  KOMITBIOTEPHI €  BO3MOXKHOCTBIO — TOJAKIIOYCHHS K WH(POPMAIMOHHO-
TEJIEKOMMYHHUKAIIMOHHON ceTn «HTepHeT» M obecreyeHueM JoCTyna B DIEKTPOHHYIO
nH(pOPMaAITMOHHO-00Pa30BATENHHYIO CPE/ly YHUBEPCHUTETA.
JIMueH3MOHHOE MPOrpaMMHOE obecrieueHue:
— Microsoft Windows (JIutiensus Ne 60290784), 6eccpounast
— Microsoft Office (JIutensus Ne 60127446), 6eccpounas
— ABBY Fine Reader (ytumien3ust Noe FCRP-1100-1002-3937), 6eccpounas
— Calculate Linux (Baecén B EPPII IIpukazom Munkomcssizu Ne665 ot 30.11.2018-2020),
OeccpouHas
— Google G Suite for Education (IC: 01i1p5u8), 6eccpounas
— Kaspersky Endpoint Security (JIumensus Ne 280E-210210-093403-420-2061), ¢
03.03.2021 o 04.03.2023r.
— Kaspersky Endpoint Security (JIunensust Ne 1C12-230131-040105-990-2679), ¢

21.01.2023 no 03.03.2025r.
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4. AynuTopHs sl CaMOCTOSITENbHON paboThl oOydaroniuxcs (yueOHO-1a00paTOpHbIi KOPITyC,
ayn.507)
Criennanu3upoBaHHas MeOEb:
— CTOJIbl yYEHUYECKHE, CTYIIbs, JOCKA MEJIOBas.
Y4eOHO-HATISITHBIE TOCOOUS (B JIEKTPOHHOM BH/JIE).
TexHuueckue cpeacTBa 00y4eHHUs:
- HOyTOYKM B KOJMYECTBE 3 IIT. C MOAKIIOUEHHEM K HHPOPMALMOHHO-TEIEKOMMYHUKAITUOHHON
cetu «MuTepHer» U  o0ecmedyeHWeM JOCTylna B  DJIEKTPOHHYI  HH(OPMAalMOHHO-
00pa30BaTeNbHYIO Cpely YHUBEPCUTETA.
JlnneH3snoHHoe nporpaMmMHoe o0ecredeHue:
JIuueH31OHHOE MPOrpaMMHOE 0oOecrieueHue:
— Microsoft Windows (JIunensust Ne 60290784), 6eccpounas
— Microsoft Office (JIunen3us Ne 60127446), 6eccpounas
— ABBY Fine Reader (nmunensust Ne FCRP-1100-1002-3937), 6eccpounas
— Calculate Linux (Baecén B EPPII IIpukazom Munkomcssizu Ne665 ot 30.11.2018-2020),
OeccpouHas
— Google G Suite for Education (IC: 01i1p5u8), 6eccpounast
— Kaspersky Endpoint Security (Jlunensus Ne 280E-210210-093403-420-2061), ¢
03.03.2021 no 04.03.2023r.
— Kaspersky Endpoint Security (JIntensus Ne 1C12-230131-040105-990-2679), ¢

21.01.2023 o 03.03.2025r.

10.3. Heooxo00umplii KOMnieKm JUYEH3UOHHO20 RPOZPAMMHOZ0 ODecnedenus

1. ABBY FineReader (nmuuensust NeFCRP-1100-1002-3937), Geccpounas.

2. Calculate Linux (aecén B EPPII Ilpuka3zom Munkomcssizu Ne665 ot 30.11.2018-
2020), 6eccpouHasi.

3. Google G Suite for Education (IC: 01i1p5u8), 6eccpounast.

4. Kaspersky Endpoint Security (JIunensus Ne 1CI12-230131-040105-990-2679), c
21.01.2023 o 03.03.2025r.

5. Microsoft Office (umensust Ne60127446), 6eccpounast.

6. Microsoft Windows (sutiensust Ne60290784), 6eccpounast.

10.4. CoBpeMeHHbIe nIpodeccnoHaIbHBbIE 0a3bl JAHHBIX M1 HHGOPMALMOHHbIE CIIPABOYHbIE

CHCTEeMBbI
1. OdunuanbHbiil caiiT Beepoccuiickoro 1ieHTpa n3yueHus: 00IIeCTBEHHOIO MHEHUS
(BIIMOM) [DnekTponHsIii pecypc]. - https://wciom.ru/.
2. Odunmanbueiii calT Anamutudeckoro nentpa JIJEBAJIA-IIEHTP [DnexTpoHHBIiM

pecypc]. - https://www.levada.ru/.

11.0co0eHHOCTH peayu3auy I CHUIIINHBI IJIs MHBAJU/IO0B M JIMI C OTPAHUYEHHbIMU
BO3MOKHOCTSIMH 310POBbSI

Hnst munr ¢ OB3 u/mim ¢ uaBanmuaaocthio PIIJ] pazpabatsiBaercst Ha ocHoBaHuM «llomoxenus 06
OpraHu3aIi 00pa30BaTEIHHOTO MpoIecca sl 00yYSHHS] HHBAJIMOB U JIUII C OTPAaHUYEHHBIMU
BO3MOKHOCTSIMH 3/I0POBBS B (heJIepaIbHOM TOCYJapCTBEHHOM OFOKETHOM 00pa30BaTEIbHOM
yUpeXJIEHUU BBICIIET0 00pa3oBanus «KapauaeBo-Uepkecckuil rocy1apCTBEHHBIN YHUBEPCUTET
umenn Y. 1. Anuesay.
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