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1. lean u 3agaun AUCHUATIHMHBI

1.1 Henp qucuuruivHel — GopMUpOBaHUE KOMIIETEHIIHIA:

OIIK-1 Brnanenue HaBbIKaMH MOMCKA, aHAJIU3a U UCIOJIb30BaHNS HOPMATUBHBIX U MTPABOBBIX IOKYMEHTOB B
cBoel mpodeccnoHaNbHON IeATeTLHOCTH

[IK-8 Biamenue HaBBIKAMH JOKYMEHTAJIBHOTO OGOPMIICHUS PEIICHUH B YNPABICHUH OIEPAIMOHHON
(MIpOU3BOJCTBEHHOW) MEATENIBHOCTH OpraHU3aluii MpU BHEAPEHUU TEXHOJIOTMYECKHUX, MPOAYKTOBBIX
WHHOBAIMWA WJIA OPTaHU3aIMOHHBIX U3MEHEHUI

[1K-11 Bragenue HaBbIKaMu aHanu3a HHGOpMAMU O (YHKIMOHUPOBAHMHM CHUCTEMBl BHYTPEHHETO
JOKyMEHTO000pOTa OpraHu3alluy, BeACHUs 0a3 JaHHBIX M0 Pa3IMYHBIM IOKAa3aTessiM U (OPMHUPOBAHUS
MH(POPMALMOHHOTO 00ECTIEYeHUsI YYaCTHUKOB OPTaHNU3allMOHHBIX IPOEKTOB

[IK-20 BrnaneHwe HaBbIKAMU TMOJATOTOBKM OPTaHU3AIMOHHBIX M  PACHOPSIUTEIbHBIX JOKYMEHTOB,
HEOOXOAMMBIX JJIS CO3JIaHUSI HOBBIX MPEANPUHUMATEIECKUX CTPYKTYP

1.2 Buns! u 3a1a4u poeCCUOHANBHON A€ATEIbHOCTH O AUCHUIUINHE:
- MH(OPMAMOHHO-aHAINTHYECKAs
- coop, oOpaboTka W aHaiu3 wuHpopManmMu O (aKTOpax BHEIIHEH M BHYTPEHHEH cpelbl
OpTaHU3aIMH JUIs IPUHATHS YIPABICHYECKUX PEIICHUI
- IOCTPOEHUE U TMOIACpPKKa (YHKIMOHUPOBAHHMS BHYTPEHHEH HH(OPMAIIMOHHON CHUCTEMBbI
opraHuzanuu i cbopa HHPOpPMAIMK C IENIbI0 TNPUHATHA pPELUICHUH, IJIAHUPOBAHUS
NESTeTbHOCTH U KOHTPOJIS

- cO3laHMe W BeleHWe 0a3 MaHHBIX [0 Pa3IMYHBIM TOKa3aTessiM  (PyHKIIMOHHPOBAHUS
OpraHu3aIuit

- pa3paboTka W TOAJAEpKKa (PYHKIMOHUPOBAHUS CHUCTEMBl BHYTPEHHETO JOKYMEHTOOOOpOTa
OpraHu3alnuy, BeAcHHWEe 0a3 JaHHBIX 10 Pa3IMYHBIM TOKa3zareiasM (PyHKIIMOHUPOBAHUS
OpraHu3aluit

- pa3paboTKa CHCTEMBI BHYTPEHHETO JOKYMEHTOO000pOTa OpraHu3aiun
- oneHka 3(pPEKTUBHOCTH MPOEKTOB
- TIOATOTOBKA OTYETOB IO pe3ysibTaraM HH()OpMAIIMOHHO-aHATUTUYECKOM IesTeTbHOCTH
- oneHka 3(p(PEKTUBHOCTH YIIPABICHUCCKUX PEIICHUIN
- OpraHU3alMOHHO-YIIPaBICHYECKAs

- yyacTue B pa3paboTKe W peau3allii KOPIOPATUBHOW U KOHKYPEHTHOM CTpaTerny OpraHu3alui,
a Taxoke (YHKIIMOHAIBHBIX CTpaTerui (MapKEeTUHTOBOM, (PMHAHCOBOM, KaJAPOBOH)

- yyacTue B pa3pabOTKe M pealn3aluu KOMIUIEKCAa MEpONPHUSATHI ONepaliOHHOIO XapakTepa B
COOTBETCTBHUH CO CTPAaTETUEN OPraHU3aLNH

- IUTAHUPOBAHME JEATCIBHOCTH OPTaHU3ALMHN U TIOAPA3AEICHAN

- (opMHpOBaHUE OPTraHU3ALMOHHON U yIIPaBIEHUYECKOW CTPYKTYphl OpraHU3alui

- opraHu3anys paOOTbl HUCHOJHUTENEH (KOMaHIbl HCIOJHUTENEH) M  OCYLIECTBICHUS
KOHKPETHBIX IIPOEKTOB, BUJIOB JESATEIBHOCTH, PadOT

- pa3paboTKa W pearn3aius MPOeKTOB, HAIIPABICHHBIX HAa Pa3BUTHE OPTaHU3aUU (MPEATNPHUITHS,
opraHa rocyaapCTBEeHHOTO MJIM MyHHIIMIIATBHOTO yIIPABIICHUS )

- KOHTPOJIb ACATEIHHOCTH MOAPA3AeICHNUN, KOMaH I (TPyT) paOOTHUKOB

- MOTHBHPOBAHHE U CTUMYJIHPOBAHHE TEPCOHANIA OpraHU3aIlMH, HAMPABIECHHOE HA JOCTHKCHHE
CTPaTETUYECKUX M ONEPATUBHBIX IIeNIeh

- ydacTue B YypEeryJIUPOBAHUU OPTaHU3AIMOHHBIX KOH(IIMKTOB HA YpPOBHE TOAPA3JCICHUS U
paboueit koMaH/IbI (TPYIIIIBI)

- MpenrnpUHUMATETbCKAS
- pa3paboTka u peanu3aiys On3HeC-IJIaHOB CO3aHMs HOBOTO OM3HEca
- OpraHu3aIys 1 BeJICHUE MPEANPUHUMATEIHCKON ACSITEILHOCTH

1.3 B pesynbrare 0CBOCHHSI TUCIUILUIUHBI Y 00YYaromIUXCsl TOJKHBI ObITH COPMUPOBAHBI CIIETYIOIINE
KOMITETEHIUH:



O0001IeHHBIC TPYIOBBIE
(yHKUWY / TPYAOBBIC
(GbyHKUMY / TPYyAOBBIC MU
npohecCHOHATTLHBIC
JeUcTBUs (IPU HATUYUU
npodcranaapra)

Kox u HauMeHoBanue
komreteHIm GI'OC BO,
HEeOOXOAUMOM I
(hopMHUPOBAHUS TPYOBOTO
WM podecCHOHATBHOTO
JeHCTBHS

3HaHUs U yMEHHs, HEOOXOAUMBIE A1 POPMUPOBAHUS
TPYAOBOTO ACHCTBHA / KOMIIETCHLIUU

OIIK-1 Brnagenne
HaBBIKAMH [TOMCKa, aHAIN3a
Y WCIIONI30BaHUS
HOPMATHBHBIX W MPAaBOBBIX
JIOKYMEHTOB B CBOEH
npodhecCHoHaIbHOM
JIeSITEITBHOCTH

3HaeT ¥ IMOHUMAET:

OCHOBHBIC TCXHHUKHU ITOHMCKAa HOPMATHUBHBIX W IIPABOBBLIX
AaKTOB

YMeer (criocoOeH IPOIeMOHCTPUPOBATH ):

MPUHUMATh  YNPABICHYCCKUE PEIICHUS Ha OCHOBE
aHaJIM3a HOPMATUBHBIX M TPABOBBIX JIOKYMEHTOB B CBOCH
po(eCcCUOHATLHOM e TEILHOCTH

Bnaneer:

HaBbIKAaMH aHan3a MpodeCCHOHATHFHON NIEATEIHHOCTH B
COOTBETCTBHH C HOPMAaTHUBHO-IIPABOBHIMH JTOKYMEHTaMH
cthepsl 00pazoBaHMI

[1K-8 Bnanenue HaBbIKaMU
JOKYMEHTAILHOTO
oopMIICHUS pEIICHUI B
YIPaBICHUH ONEPATUOHHOMN
(TIpOM3BOACTBEHHOM )
NEeSITeTbHOCTH OpTaHU3aIHi
TP BHEIPEHUHU
TEXHOJIOTUYECKHUX,
MPOAYKTOBBIX NHHOBAIIUN
WJIM OpTaHU3aIOHHBIX
W3MEHEHUI

3HaeT ¥ IMOHUMAET:

MPUKIAIHBIE AacleKThl JOKYMEHTaJIbHOTO O(QOPMICHHUS
pereHnit B YIPaBICHUH OTepaIiOHHON
(IpOM3BOACTBEHHON) MAEATEIFHOCTH OpTraHU3alMid TpH
BHEJPEHUHN TEXHOJIIOTMYECKUX, MPOTYKTOBBIX WHHOBAIUH
WM OpTraHU3al[MOHHBIX U3MEHEHUI

YMmeeT (criocoOeH MPOAeMOHCTPUPOBATH):

peann30BBIBATh OCHOBHBIE TMPWHIUIBI  ONTHMAIBHOTO
opOpMJICHUSI PEIICHUH B YIIPaBICHUH OICPAITMOHHON
(TIpOM3BOACTBEHHO) IEATEILHOCTH OPTaHM3aITAI

Bmaneer:

HaBbikamu TOKyMEHTaIbHOTO O()OPMIICHHS PEIICHUH TIpU
BHEJIPEHUU TEXHOJOTUYECKUX, MPOAYKTOBBIX MHHOBAITUI
WU OpPraHU3allMOHHBIX W3MEHEHUH B JEATEIbHOCTh
OpraHu3aluu

I1IK-11 Bnagenne HaBBIKAMHA
aHaM3a nHHOPMAITUH O
(OYHKIIMOHUPOBAHUH
CHUCTEMBbI BHYTPEHHETO
JOKYMEHTO00O0pOTa
OpraHM3aIlny, BeleHus 0a3
JAHHBIX [0 Pa3TUYHBIM
MOKa3aTeIsIM U
(dbopMupOBaHHS
MH(OPMAITIOHHOTO
o0ecrieueHus: y4aCTHUKOB
OpTraHHU3AIMOHHBIX
MIPOCKTOB

3HAeT ¥ MIOHUMACT:

TEXHOJIOTHIO dhopMHUpOBaHUS UH()OPMAITOHHOTO
o0ecIieueHus] YIaCTHUKOB OPTaHU3aIllMOHHBIX TIPOCKTOB

YMmeeT (crocoOeH MPOAeMOHCTPUPOBATH):

aHANTM3UPOBAaTh  HAa  MPaKTHKE  UHQOpPMAIMIO O
(YHKITMOHUPOBAHUH CUCTEMBI BHYTPEHHETO
TIOKyMEHTOO00pOTa OpPTraHW3aIlid, BEICHHUS 0a3 JTaHHBIX
MO PA3MUYHBIM TIOKA3aTeIIsIM

Bmaneer:

HaBBIKAMH KOOPAUHAIINH MPEANPUHUMATEIBCKON
JESATEILHOCTH, OCHOBBIBAACh HA 3HAHUM, IEMOHCTPHUPYS
HaBBIKU (POPMYTUPOBAHUS LIEIH UCCIEAOBAHUS U BHIOOpA
MPUEMOB €€ JIOCTH)KECHUS NIPY BEITIOJTHCHUN OM3HEC-TIIIaHa
BCEMH YYaCTHUKAMU

I1K-20 Bnanenne HaBBIKAMU
MOJTOTOBKH
OpraHU3alMOHHBIX U
pacmopsIAUTEIBHBIX
JIOKYMEHTOB, HEOOXOTUMBIX
JUTS CO3JaHMUS HOBBIX
NpEANPUHUMATEIBCKUX

CTPYKTYp

3HAeT ¥ IOHUMACT:

OCHOBBI IIPUMCHCHUSA OpraHu3aluOHHBIX )41
pacropAaauTEIbHbIX JOKYMCHTOB B
HpeHHpHHHMaTeHLCKOﬁ JCATCIIBHOCTH

YMeer (criocoOeH IPOIeMOHCTPHUPOBATH ):

NPUMCHATL OPraHU3allMOHHBIC U PpaCloOpAAUTCIbHBIC
AOKYMCHTHI IPpU CO3IaHNU HOBBIX MMPCANIPUHUMATCIIBCKUX

CTPYKTYp

Bnageer:




HaBBIKAMH NPAKTHYECKOTO NPUMEHEHHUS 3HaHUH TI0
COCTABJICHUIO OPraHU3aLMOHHBIX M PACIOPAIUTENBHBIX
JOKYMEHTOB IO  CO3[JaHHUI0  MpEANpUHUMATEIbCKUX
CTPYKTYp HOBOTO THIa

1.4 CornacoBanue MEXAUCITUTUTMHAPHBIX CBA3EH MUCIUTIINH, 00€CIIEYNBAIOIINX OCBOCHUE KOMITCTCHITHI:

OIIK-1 Bnaagenue HaBbIKAMU TMOKMCKA, aHAjdW3a W MCIOJIB30BAHUS HOPMATHUBHBIX U
MPaBOBBIX JOKYMEHTOB B CBOCH MpO(heCCHOHATBHON ACSTEIHbHOCTH

Ne HaumenoBanue dopma
n/m JIMCITUILINH, oOyueHwMst
OINPENEIAIOIIMX Ounas | 3aouna
MEKIUCLMILTMHAPHBIE |(cemecT q
CBsI31 p) |(cemect
p)
4 4
1 |ITpaBoBeneHue + +

[IK-8 Biamenue HaBBIKAMH JTOKYMEHTAJIBHOTO O(GOPMIICHUS PEIICHHWH B YINPaBICHUU
OTIepallMOHHON (ITPOM3BOACTBCHHOMW) JESITEIIBHOCTH OpraHU3alMi TP BHEIPEHUU
TEXHOJIOTMYECKHX, MPOTYKTOBBIX HHHOBAIIMN WM OPraHU3allMOHHBIX U3MEHEHUN

Ne HaumenoBanue dopma
n/m JIMCITUILINH, oOyueHwMst
OINPENEIAIOMIMX Ounas | 3aouna
MEKIMCLUMIUTMHAPHBIE |(cemecT q
CBsI31 p) |(cemect
p)
617|617
1 |OnepannoHHbII +
MEHEPKMEHT
2 |IIpakTrka mo + |+ [+ |+
MOy YEHHUIO
podecCHOHATBHBIX
YMEHHH U OMbITa
npodeccrnoHaIbHON
JESTeNbHOCTH
3|IIpon3BoncTBEHHBIH | + +
MEHEPKMEHT

[1K-11 Brnagenue HaBbIKaMHU aHaimu3a HHGOpPMAMH O (YHKIMOHUPOBAHHHM CHUCTEMBI
BHYTPEHHETO JOKYMEHTO00OpOTa OpraHu3alMy, BEACHUS 0a3 NAaHHBIX MO Pa3IUYHBIM
nokazarenssM u  (GopMUpoBaHMS ~ HMH(POPMALMOHHOTO  OOECIEUEHHUs]  YYaCTHUKOB
OpTraHU3aIMOHHBIX TPOEKTOB

Ne HanmenoBanwme ®dopma oOydeHus
/1 JIACLIVIUINH,
Ounas 3aouHas
OTIPEJICIISIOIINX
(cemecTtp) (cemecTtp)
MEXTUCIUTUIMHAPHBIE S Ts 85213151019
CBSI3U
1 |udopmaririoHHbIe + +
TEXHOJIOTHHU B
yIpaBIICHUH
2 |MudopMaIimoHHbIH + +
MEHEPKMEHT




3 |IIpakTuka mo + | + + | +
MOJTY4YEHUIO
HEPBUYHBIX
poheCCHOHATTLHBIX
YMEHHHU 1 HaBBIKOB

4 |IIpegnurmnomuas + +
MPaKTHKA

IIK-20 BnaneHue HaBbIKAMHU IIOATOTOBKM OpPraHM3aLMOHHBIX M PaCHIOPSAIUTENIbHBIX
JTOKYMEHTOB, HEOOXOUMBIX ISl CO3JJaHUS HOBBIX MPEANPUHUMATEIBCKUX CTPYKTYP

Ne HanmenoBanwme ®opma oOydeHus
/1 JIACLIVIUINH,
OTIPEJICTISIOIINX
MEXTUCIUTUIMHAPHBIE
CBSI3U

OuHas 3aouHas
(cemecTp) (cemecTp)

1146 |7|1]|4]|6]7

—

IIpaBoBeneHue + +

2 |IIpaxTuka no + | + + | +
MOJTY4YEeHUIO
poheCCHOHATTLHBIX
YMEHUH U OIIbITa
poheCCHOHATTLHOU
JeSITeIbHOCTH

3 | DKOHOMHKA + +

2. Mecro nucuuiuiaabl B cTpykrype OIl 0akasaBpuara:

JucruminHa «YOpaBJIeHHE JOKYMEHTOOOOPOTOM B OpraHMU3aIliW» OTHOCHUTCS K BapHAaTUBHOM YacTH
yueonoro mana OIl mo manpasnenuto moaroroBku 38.03.02 - MeHeKMEHT.

JucuuiuinHa « YipaBiieHHe JOKYMEHTOOO0POTOM B OpraHU3allui U3ydyaeTcs B 2 ceMecTpe.

3.00beM u conepxaHHue TUCUUILITUHBI
3.1.00peM QUCIMIUIMHEL: 5 3.€.

OuHnas: 5 3.e.

3aounas: 5 3.e.

Bun yueOHo# paboTh Qunas 3aounas
(Bcero yacoB) | (Bcero 4acon)
O0mast Tpy10éMKOCTb TUCHUILIHHBI 180 180
KonrakTHast pabora 68 20
Jlexuuu (Jlexuum) 34 8
[Tpakruueckue (Ilpakt. pad.) 34 12
CamocrostensHas padota (CP) 76 151
OK3amMeH 36 9
3.2.Conepxanue Kypca:
No HazBanue Bun yuebnol pabotsl, yac. | ®OpMBI TEKYIIETO
TEMBI paszzerna/TeMsl Jexuun | Ipakr. CP KOHTPOJIS
pao.
O|3[0|3 |03
2 ceMecTp
1 INousarue u CobecenoBanue,
IIPOUCXOXKACHNE 2 1| 2 1 8 - ornpoc
JOKyMEHTa




2 IIpaBuia MIACbMEHHAs
odopmieHus CaMOCTOSITeIIbHAS
PEKBHU3UTOB 4 1| a 1 g | 13 pabora

(Bemmonuenue
MPAKTHYECKUX
3a7[aHUN )

3 biianku 1okyMeHTOB MHUCbMEHHAas

CaMOCTOSITeNIbHAS
211 l21]2]8]18 patora
(Bemomnuenue
MPAKTHYECKUX
3aJIaHHI )

4 Opranu3zalmoHHbIE 4 1 4 1 3 |18 TECTUPOBaHUE
JTOKYMEHTBI

5 PacnopsiaurensHbie YCTHBIN OITPOC
JTOKYMEHTBI 4 1 | 4 1 8 | 18 | (CobecenoBanue,

omnpoc)

6 NudopmarmonHo-c NMUCbMEHHAs
MIPaBOYHbIE CaMOCTOsITeNIbHAs
JIOKYMEHTBI 4 1 4 1 g |13 pabora

(Bemonuenue
MPAKTHYECKUX
3aJIaHHI )

7 Kanposeie ) 11212 110l16 CobecenoBanue,
JOKYMEHTBI ornpoc

8 Opranusarus 4 - |a 1 6 |15 CobecenoBanue,
JTOKYyMEHTO000pOTa ornpoc

9 Perucrparnus 4 - |a 1 6 |15 CobecenoBanue,
JOKYMEHTOB ornpoc

10 Opranuzanus MUCbMEHHAs
TEKYIIETO XpaHeHUs CaMOCTOSITeIIbHAS
JIOKyMEHTOB 4 1 4 1 6 | 15 pabora

(Bemmonuenue
MPAKTHYECKUX
3a7[aHUN )
Tema 1. IlonsiTue n npoucxoxaenue rokymenrta (OIIK-1)
Jlexknus.

CuMBoanueckas u YCJIOBHAadA CUTHaJIM3alusl. Bo3HUKHOBEeHHE NHUCHMEHHOCTH U AOKYMCHTA. N3menenune
COZICpKaHUS MOHATHUS «IOKYMEHT» Ha Pa3HBIX dTarax MCTOPHUUECKOTO pa3ButTus odmiectBa. CooTHOIIEHUE
NOHATUH «uH(pOpMaUss» U «JIOKyMeHT». VcrouHukoBenueckas © HMH(POpPMAIMOHHAs KOHIETILIUU
nokymenTta. OrmnpeneneHue JOKyMEHTa B 3aKkoHaxX M craHaaprax. [lonmmpyHKIMOHAIBHOCTH TOKYMEHTA:
(byHKIUS 3aKperyieHHst U COXpaHeHHsT MH(opMalny, KOMMYHUKAaTUBHAs, KyJIbTypHas, yIpaBieHUecKas,
MpaBoOBasi, CTaTUCTHYECKas, I[IO3HABaTelbHas, oOpa3oBareibHasl, TMOMUTUYECKAs, HICOIOTHYecKas,
XyJIO0KECTBEHHO-ICTETUYECKas, JAOCYroBasi, TOBapHas (yHKIHMH, (QYHKIHUS HCTOPUYECKOTO HCTOUHHKA.
KonnuecTBeHHbIE M KaueCTBEHHbBIC XapaKTEPUCTUKU (QyHKIUH. DyHKIMM ONEpaTHBHOTO XapakTrepa Hu
MOCTOSIHHO JIEUCTBYIOLIHUE.

Ilenrp W OCHOBHBIE METOABI KiaccU(UKAIMU: uepapxudeckuii, QaceTHpril. CeMaHTHYECKHE W
byHKIMOHANBHBIE — Kilaccuukanmuu  JoKyMeHTOB. Kiaccuduxamuu  MaTepuaibHBIX — HOCHUTeNEH
nHpopmarmu. Knaccudukanus mo cnocoly noxkymeHTupoBanus. Kiaccudukanum mo ypoBHIO 00001IeHAS
U OTHOIIEHUIO K OPUTMHAJIBHOCTU HMHPOpPMAMH, MO MEPUOAMYHOCTH, IO PpEeXHUMY JOCTyma, IO
IOpUAMYECKOMY CTarycy, Mo reorpaduyeckoMy MpU3HaKy. Buabl JOKYMEHTOB MO BPEMEHHU MOSBICHUS B
COIMATbHOM KOMMYHHUKAIIUN: YEPHOBOM, OCIIOBOH, TIOUTMHHUK U KOTIHSI.



IIpakTH4Yeckoe 3aHATHE.
1.2BOMIOIMS TOHATHS «JIOKYMEHT.
2. Tuckyccus 0 10KyMEHTE.
3. ConuanpHasi CyIHOCTh JOKYMEHTA.
4. Ha3HaueHue JOKyMEHTA.
3aganus AJ151 CAMOCTOSITEJIbHOM PadoThI.
ITonroroBka noknana Ha TeMy «JIHCKyccHs O JOKYMEHTE»

Tema 2. IlpaBuna opopmiienus: pekBuzntos (ITK-8)

Jleknus.
CoctaB pekBH3UTOB o(ulimanbHOro qokyMeHTa. CuctemMa cTaHAapToOB N0 UH(pOpMalKu, OUOTHOTEUHOMY H
u3aaresbekoMy Aeny. OpraHu3alMoHHO-PACOPSAUTENbHAS TOKyMeHTauus. TpeboBaHus K O(pOPMIICHHIO
IOKyMEHTOB». OdopmieHre peKBU3UTOB ONaHKa W  OTPAaHUYMTENbHBIX OTMETOK. PEeKBU3HUTHI,
OIpEEIISIONINE IOPUAMYECKYIO CHITy TIOKYMEHTa, U UX oopmiieHue. PeKBU3UTHI, oTpaxaromue o0padoTKy
U JIBIKCHHUE IOKYMEHTa (JeJI0MPOU3BOICTBEHHBIE OTMETKH )

IIpakTH4eckoe 3aHATHE.
OdopmiteHre peKBU3UTOB B COOTBETCTBUU ¢ AccTBYOmmM ['OCT

3anaHus AJ51 CAMOCTOSITEILHOI padoThI.

1) Odopmienne HanmeHoBanus opranuzanuu (PI'bOY BO Jlunerkuii rocyiapcTBEHHBII
YHUBEPCHUTET, BHIIIECTOAIIAsT OpraHu3aius — MUHHCTEpCTBO 00pa3oBanus U Hayku PD),
2) Odopmitenne cipaBoYHBIX JaHHBIE 00 opranu3aruu (142800, MockoBckast 00:1., . CTynuHO,

npocnekt Mupa, . 132, tenedon: 49664 71236, daxc: 49664 71237, ampec SJIEKTPOHHON TOYTHI:
asdfgo@gmail.ru, www.asdfgob.com, pacuyeTHwrii cuer B Oanke «Bo3poxaeHue (Mockga)

Ne2689000456730990000324, OI'PH 1027470380895,0KI1O 032427009, WHH/KIIIT
7808044140/771052001).
3) Odopmiienne anpecara (MUCbMO aapecoBaHo aBHoMy Oyxrantepy OOO «Mask» (1. Tam0O0B,

392000, yn. Okts6pbckast, 1. 246, demopoBoit A.M.)

Tema 3. baanku nokymenTon (IIK-11)
Jlexknus.

OCOOCHHOCTH U3TOTOBJIICHUS M TNPUMEHEHUs ONaHKOB. YIIOBOW W NpOAOJibHbIN Omanku. IlpaBuia
pa3MerieHnss OCHOBHBIX PEKBU3HUTOB. bilaHk muchMma, oOmuii OnmaHk, ONaHK BHJA OKYMEHTa, OJIaHKH
JOJDKHOCTHBIX JIMII U CTPYKTYPHBIX MOMpa3ieNeHUi, ONaHKW Ha JBYX S3bIKaX. THUIUYHBIE OLIMOKH B
ITOJIFOTOBKE OJIAHKOB

IIpakTH4eckoe 3aHATHE.

IToaroroska oOmiero OgaHKa.

ITonroroBka O1aHKa MHUCHMA.

[TonroroBka GaHka BUAA TIOKyMEHTA.

[TonroToBka GnaHka CTPYKTYPHOTO TIOPA3/ICICHHMS.

Nk =

IToaroroska O/1aHKa JOKHOCTHOIO JIUILIA.
3ananus AJ51 CAMOCTOSITEILHOI padoThI.

[TonroroBka komruiekTa 6mankoB opranuzamnun (ITAO «Aucty, 393194, Tamb6oBckas o0m1., T. KoToBCK, yiI.
Oxtsa0pwckas, 1. 58, Tem: 47541 22289, e-mail: aisstkotovsk@rambler.ru, OI'PH 1027470384211,0KIIO
04542709, THH/KTIIT 7808222140/765057701)

Tema 4. Opranu3zanuonnbie 10KymeHThI (ITK-20)
Jlekumus.
@YHKIMKM OpraHW3alMOHHBIX JOKYMEHTOB. (OCHOBHBIE BHJBl: YyCTaB, IIOJIO)KEHHUE, WHCTPYKLUS
(IOMKHOCTHAs WHCTPYKLHS), PEIIAMEHT, CTPYKTypa U IITaTHAas YWCICHHOCTh, IUTAaTHOE pacIuCaHue,
MpaBWJia BHYTPEHHETO pacmopsijaka, noroBop. CTpykTypa M OCOOEHHOCTH IOATOTOBKH U OQOPMIICHUS
JIOKyMEHTOB



IIpakTH4Yeckoe 3aHATHE.
IToAroToBKa CTPYKTYPHI M IITATHOW YHCIEHHOCTH OPTaHU3AIUH.
HOI[F OTOBKA LIITAaTHOT'O paCHI/IcaHI/ISI.
IToaroToBKa MOKHOCTHON MHCTPYKIIUH.
3anonHeHue GopM JOTOBOPOB Pa3HBIX BUIIOB.

Nk -

AHann3 ycTaBoOB pa3HbIX BUOB.
Ananmuz periIaMCHTa COBCTAa HAPOAHBIX ACITYTATOB
3aganus 1J151 CAMOCTOSITEJIbHOM PadoThlI.

1. [TonroroBka MOKYMEHTa «CTPYKTYpa U IITATHAS YACICHHOCTBY ISl OPraHU3allud U3
npensinymei Temsl (ITAO «Awnct», TamboBckas 0671., T. KoTOBCK)

Tema 5. Pacnopsimuresnbubie 1okymeHThI (ITK-20)
Jlekumus.

OYHKIMHM pacHOpSAAUTENbHBIX JOKyMeHTOB. Kpurepuu BpIOOpa BHIOB PACIOPSIUTENBHBIX JTOKYMEHTOB.
OcoOenHoctu moaArotoBkd. OCHOBHBIE BH[BI: TOCTAHOBJIEHHE, IPUKA3, PACHOPSIKEHHE, pPEIICHUE,
yKazaHue

IIpakTH4eckoe 3aHATHE.
[ToaroToBka npukasa.
IToaroroBka pacnopsiKeHus.
[ToaroToBka yka3aHus.
IToaroroBka penieHus.

A e

IToaroroska mmoCTaHOBIIEHHUS
3ananus AJ51 CAMOCTOSITEILHOI padoThI.

HOI[FOTOBKa IMPOCKTA IPpHUKa3a 0 CO3AaHNN KOMUCCHUU JIA IMTPOBEACHUA CIIMCAaHNA TOBapa B CBA3U C
HUCTCUCHUEM CPOKa 'OJHOCTHU

Tema 6. UnpopmannonHo-cnipaBouHble 10kymMeHThI (ITK-20)
Jlexknus.

OyHKIMM WHPOPMALMOHHO-CIIPABOYHBIX JTOKYMEHTOB. (COOCHHOCTH TIOATOTOBKM OCHOBHBIX BHJIOB
JOKYMEHTOB: aKTa, IPOTOKOJA, JOKJIAJHOM 3aluCKu, OOBSCHUTENBbHOH 3aluCKd, CIPaBKH, MHChMAa,
TenedoHorpaMmbl

IIpakTnyeckoe 3ansATHE.

ITogroroBka akra.

[ToaroToBka nmpoTOKOA.

ITonroroBka nOKJIagHOM 3aIIUCKH.
[ToaroroBka 0OBSICHUTEIHLHOM 3AIIUCKH.
IToaroroska crnpaBku.

A e

IToaroroska nucbMa.
[ToaroroBka TenedoHOrpaMMbI
3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.
1.  TloagroroBka muchbMa-IpUIIIALLICHHUS.
2. IloaroroBka akTa CIIMCaHHUS.
3.  TloaroroBka KpaTKoro MpOTOKoJIa COOpaHs TPYAOBOTO KOJUICKTHBA

Tema 7. Kagposbie noxkymentsl (OIIK-1)
Jlexknus.

Ponp kampoBbIX [10KyMeHTOB. (OCHOBHBIE BHJABI JIOKYMEHTOB: IIPUKa3bl [0 JIMYHOMY COCTaBY,
NpeICTaBICHNUE, TPYIAOBOM JOTOBOp, 3asBIEHHE, aBTOOMOrpadusi, pe3roMe, XapaKTepUCTHKA, JUYHBINA
JIMCTOK 110 YYETY KaJIpOB, dJICKTPOHHAs TPYLOBask KHIKKA

IIpakTnyeckoe 3ansATHE.
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1. IlonroroBka 3asiBICHHS.

2. TloaroroBka mpukasa o mpueMe Ha padoTy
3anaHus AJ51 CAMOCTOSITEILHOI padoThI.

1.  IloarotoBka pe3toMe.

2.  TloxroroBka aBroOuorpapuu

Tema 8. Opranmzanus nokymentroodopora (ITIK-8)
Jlexknus.

n

[TousTue JOKYMEHTOOOOPOT", €ro KOJIMYECTBEHHbIE W KaueCTBEHHBIC XapaKTePUCTHKU. Macmtabd
nokyMeHToobopoTa. CTpyKTypa M 0oO0IIasi XapaKTepuCTHKa JOKYMEHTOIIOTOKOB B opraHu3anuu. [loHsaTus
"BXoasAUIUN JOKYMEHT", "UCXOASsIINA TOKyMEHT", "BHYTPEHHUI TOKyMEHT"

TexHomornn 00pabOTKM TOCTYMAIMMUX JOKyMEHTOB. [Ipuem W mepBuvHas o0pabOTKa JTOKYMEHTOB,
OpraHu3anusl TPOXOXKICHHUS ¥ TOPSIOK HCIOJHEHUS TOCTYMAIMIMX JOKYMEHTOB. BHyTpeHHUM
TOoKyMeHTooOopoT.  [IpenBapurensHOe  paccMOTpeHHWE  JOKYMEHTOB. llepemada  JOKYMEHTOB B
nonpasaencHus. Opranuzanus JABWKCHHUS JOKYMEHTOB MEXAy MojapasneiaeHusMu. KymeTypa paboThl C
JTOKyMEHTaMH Ha pabouux mecrtax. [lopsgok opranuzamnuu paboThl ¢ OTIIPABISAEMBIMU JOKYMEHTaAMHU. Y YeT
o0beMa U ONTUMH3ALUS TOKYMEHTOO0O0pOTA.

IIpakTH4eckoe 3aHATHE.
1. Ha ocHOBe M3y4eHus1 HHCTPYKITUH TIO JISTTOTPOU3BOJCTBY KOHKPETHOM OpraHU3aliuy pa3padoTaiTe cxemy
MapIUIPyTU3aLUU BXOJISAUINX, UCXOASIINX, BHYTPEHHUX TOKYMEHTOB B HEMl.
2. Ha ocHOBe JaHHBIX U3 KYypPHAJIOB PErUCTPAIMH BXOASAIINX, UCXOIAUINX, BHYTPEHHUX TOKYMEHTOB
COCTaBBTE CIPaBKy 00 00beMe JOKYMEHTO0O0pOTa 3a MECSII, KBapTall, TOJl

3aganus 1J151 CAaMOCTOSITEJIbHOM PadoThI.
Coz[epnca}me 3aIaHUA: U3YUUB OIBIT OpraHru3aluu ACJIOIMPOU3BOACTBA B KOHKpCTHOP’I opraHusaluu,
COCTAaBBTC OIICPOrpaMmMy ABUIKCHUSA BXOAAIINX U UCXOAAIIUX JOKYMCHTOB OpraHHU3allu.
OCHOBy AJIL BBIIIOJITHCHHUA 3aJaHud COCTABJIAIOT 3HAHUA CTYACHTA O I[OKYMGHTOO6OPOTC KaxKk CJIOXHOM
TEXHOJIOTUYECKOM TPOIIeCCe, KOTOPBIM XapaKTepu3yeTcsi pas3IMuyHbIMU Mapamerpamu. B wyacTHOCTH,
OpsMyl0 M OOpaTHYIO CBS3b B YIPABICHUU OCYIIECTBISIOT OIpPECICHHbIE TOTOKUA JOKYMEHTOB.
CO6JIIOILCHI/I€ MPUHIUMIIOB W TIpaBHJI OpraHu3aluun I[OKYMGHTOO60p0Ta IIO3BOJIIET AOCTHYL TOYHOCTHU
HalpaBJIeHUs] JIOKYMEHTOIIOTOKOB, COKpPAaTUTh BpeMs Ha o00pabOTKy JOKYMEHTOB M MpPUHSTHE
YHOPaBJICHUCCKUX pGIHCHI/Iﬁ U B KOHCYHOM CUHECTC BJIUATH Ha 3(1)(I)CKTI/IBHOCTL ACATCIIBHOCTHU aIlliapara
YIIPaBICHHUS.

TexHnonornueckas enovka IBMKEHUS U 00pabOTKMU TOKYMEHTOB MPEACTABICHA PSIIOM TUIIOBBIX (DYHKITHIA,
KOTOpBIE TpPHU PEIICHUH KOHKPETHBIX 3a/lad MOTYT OBbITh JETaJIM3UPOBAaHBI 10 OTACIBHBIX OIEpaIil.
Crnenyer o0s3aTebHO YYHUTHIBATH TO, YTO MOPSAJOK pabOTHI C JOKYMEHTaMH, ONEpaluu Mo UX 00paboTKe
3aBUCAT OT BUJOB JIOKYMEHTOB U OT WX NMPUHAAJICKHOCTU K ONPEACTICHHOMY JTOKYMEHTONOTOKY. CTyIeHTY
BAXHO TIOMHHUTbH, YTO CYIIECTBYIOT pa3jIHYHbIe METOJUYECKHE TOAXOAbl K MPOBEICHHUIO aHaIHM3a
JOKyMEHTO000pOTa MO €ro KaueCTBEHHBIM M KOJIMYECTBEHHBIM mapamerpaM. OTHUM U3 HUX SIBISIETCA
COCTaBJICHUE ONEPOrpaMM, IMO3BOJISIONINX IpapuuecKu H300pa3uTh MOCIEI0BATEILHOCTD MPOXOXKACHUS U
TEXHOJIOTHIO 00pabOTKH pa3NUYHBIX TPYII JOKYMEHTOB. OTpaOarbiBasi HABBIKM COCTABICHHS CXEM
JBIDKEHHSI JJOKYMEHTOB, BXOJSIIMX B OIpPECIICHHBIE JTOKYMEHTOIIOTOKH, CTYIEHT JODKEH HAy4HUThCS
OTIPENEIIATh 3aa4M TAaKOro TpapuecKoro aHajan3a, JIeaTh Ha OCHOBE MOJTYYEHHBIX OMEPOTrPaMM BBIBOIBI O
BO3MO)KHOCTSIX PAl[MOHAIN3ALUU U COBEPILIEHCTBOBAHMS JOKYMEHTO000POTa KOHKPETHOTO MPEAIPUSITHSL.

Tema 9. Perucrpanus noxkymenros (IIK-11)

Jlexknus.
[lonsitue "peructpauust AokyMeHta". Perucrpamusi [OKyMEHTOB KaK COCTaBHasi 4YacTh TEXHOJOTUHU
0o0paboTku nokyMeHTOB. Llenm perucrtpanmu goKymMeHTOB. OCHOBHBIE TNPHHLMIBI PETHCTPAIUU
nokyMeHTOB. MHaekcanus JOKyMeHTOB. POpMBl perucTpaluu AOKYMEHTOB U IOPSIOK HUX 3allOJHEHUS.
Kypuanbaas ¢popma peructpauuu. PeructpanmoHHO-KOHTPOIbHAs KapTouka. KoMmbroTepHbIe TeXHOIOTUU
perucTpanuu JoKyMeHToB. HpopMaImonHoe cofepkaHnue perucTpauoHHON 0a3bl JaHHBIX

IIpakTH4eckoe 3aHATHE.
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HpOBe,Z[I/ITe PErucCTpario KOMIUICKTAa JOKYMCHTOB, ITOJIYYCHHOT'O OT IPCIOAaBaTCIIA, B X XYPHAJIC U B
PEruCTpalluOHHO-KOHTPOJIbHBIX KapTOYKaX. HpOCTaBBTe BCEC H€06XO,Z[I/IMI:IG OTMCTKHU U NHACKCHI HA
JIOKyMEHTax

3aganus 1J151 CAMOCTOSITEJIbHOM PadoThlI.
ConeprxaHue 33JaHUS: ONPECTUTE IEPEUHHN JAHHBIX JUIS 3aHECEHUs B PETUCTPAILIMOHHBIC (POPMBI ITPH
perucTpaiv BXOAAIMKNX, UCXOAAINUX U BHYTPCHHUX JOKYMCHTOB, pPCKOMCHAYCMbBIX pPAa3JIMYHbIMU
TUIMMOBBIMH U UHAWUBUAYAJIbHBIMU UHCTPYKIUAMMU T10 ACJTOIIPOU3BOACTBY U MMPOBCANUTC UX CpaBHI/ITGHBHLIﬁ
aHaJInu3.

HpI/I HU3YyUCHHUHN THUIIOBBIX I/IHCprKI_II/II\/JI CJICAYCT UCXOOUTh U3 TOr0, YTO pCrucTpanud JOKYMCHTOB - 3TO, C
OIHOM CTOPOHBI, COCTABHAs YaCTh TEXHOJIOTUU 00pabOTKM TOKYMEHTOB, a C IpyTrOi - HeoThemiieMast 4acTh
MH(POPMALMOHHO-TIOUCKOBOM CHUCTEMBI MO JOKyMEHTaM mpefnpustus. [lostomy mnepedeHb AaHHBIX O
JOKYMEHTE, 3aHOCHMBIX B PErHCTPALMOHHYIO (POpPMY TOJDKEH IMO3BOJATH HE TOJIBKO HAECHTH(PHINPOBATH
KOHKPETHBI JOKYMEHT, HO W OBICTPO ONpEAETATh €ro MECTOHAXOXKJEHHE. ODTOT MEepedYeHb MOXKET
BapbUPOBAThCS B 3aBUCHUMOCTH OT 00BEMa JOKYMEHTOOOOpPOTa OpraHM3alliH, KOJMYeCcTBa W COCTaBa
HAOKYMCHTOB, Tpe6yIOH_[I/IX yu€Ta U KOHTPOJIA 3a HMX HCIIOJIHCHUCM, HAJIW4YHA CPCACTB aBTOMATU3AIUU
OTHENbHBIX JCIIONPOU3BOACTBEHHBIX OIEpalliid WM IMPOrPaMMHBIX IPOAYKTOB JUIsI KOMIUIEKCHOM
aBTOMaTu3annu I[OKYMCHTOO60pOTa. Baxuoe 3HaucHHE opu 3TOM HMECT HNPHUHIUIT paHHOHaHBHOﬁ
OpraHu3alyy PETUCTPALUU.

HpI/I CpaBHCHHUU HepequI‘/’I JAaHHBIX HYXXHO UCXOAUTH U3 TOI'O, YTO COCTAaB JAHHLIX O JOKYMCHTC HAIIPSAMYIO
CBA3aH C HCIAMU PCTUCTpPAllMUd U 3aBUCUT OT TOI'O, K KaKOMY JOKYMCHTOIIOTOKY OTHOCHUTCI HOKYMCHT:
BXOIALLIEMY, UCXOIALLEMY U1 BHYTPECHHEMY.

Ocoboe 3HavYeHHE WMEET TaKXKe BBHIOOp PpETUCTpPAIMOHHOW (OpMBI. 31€Ch BaXXKHO HE TOJBKO 3HATH
COBPEMEHHBIC BHJIbI PETUCTPAMOHHBIX ()OPM, HO W MMOHMMATh MPEUMYIIECTBA U HEAOCTATKH KKIOW U3
HUX KaK IpY TPAIUIMOHHOM, TaK ¥ IIPH aBTOMATU3UPOBAHHOMN TEXHOJIOTHH 00pabOTKH JOKYMEHTOB.

Tema 10. Opranusanus Texkyuero xpanenusi 10kymenTon (OIIK-1)
Jlekumus.
[Tonsitue "dopmupoBanue paen". OOmwme mnpuHIUNBl GopmupoBanus aen. OCHOBHbIE TpeOOBaHMS,
npenbsBisieMble K (opMHpOBaHMIO J1€1 B TeKylleM jaenonpousBoicTBe. [IpaBuia QopmupoBaHus
pa3IMYHBIX KaTeropuili JTOKyMeHTOB B nena. dopMmupoBaHue el B OpraHu3allid, B €€ CTPYKTYPHBIX
noapazaeneHusix. OTBETCTBEHHOCTh 32 COXPAHHOCTh JOKYMEHTOB. Bblaua JOKYMEHTOB /Jisi BPEMEHHOTO
MOJIb30BaHUS TPU XPAaHEHUH UX B CTPYKTYPHOM HOAPa3IEICHUH.

IIpakTnyeckoe 3ansATHE.
1. IlpoBenuTe Bce HEOOXOAUMBIE MPOLIEAYPHI I 3aBEACHNUS Jieia B Hayasle KaJeHAapHOro roja.
2. ChopmupyiiTe B Jena Ha OCHOBE HMMEIOIICHCS HOMEHKJIATYPhl KOMIUIEKT JOKYMEHTOB OMOIHMOTEKH,
MIPEJICTaBICHHBIN MpenoaBaresem.
3. [Ipoananu3upyiiTe JEN0BYIO CUTYalUIO U YKAKUTE OIIMOKU B TEXHOJIOTUU JIEJIONPOU3BOJICTBA.
B ciyx6e JIOY opranuzanuu npu GopMHUpPOBAHUU J€]T TPUICPKUBAIOTCS MHEHHUS, YTO B OJTHO JIEJIO HEIb35
noMemarb JOKYMCHTEI C pa3HbBIMU CPOKAMU XPAHCHUA. B cooTBeTcTBHU C 3TUM B OJHY HarKy IOMCIIAar0T
Ppa3HbIC BUJbI NOKYMCHTOB C OAWHAKOBBIMU CPOKaAMMH. qTO6BI OGHGI“II/ITB MOUCK HY’KHBIX HOKYMCHTOB, B
MarkKy MnoAmKMBAIOT KAapTOHHBLIC PA3ACIMUTCIIN, Ha KOTOPBLIC 3aHOCAT HA3BAHUC BHUIOB U p&BHOBHI[HOCTCﬁ
AOKYMCHTOB. OTH K€ Ha3BaHUI NEPCHOCAT Ha O6JIO)KKy Acia. Koma KOJIMYECTBO JIUCTOB B ACJIC AOCTHUTACT
300-350, 3aBOIAT €10 BTOPO TOM.
4. OpopmuTe JOKyMEHTAJIBHO BbIJAYy JOKYMEHTA U3 JieJia 10 3alpocy MPOKypaTyphl.

3ananus AJ51 CAMOCTOSITEILHOI padoThI.
ConeprkaHue 3aJaHus: 3aTI0JHUTE IUCT-3aMECTUTENb» U «KapTy-3aMECTUTEIIbY.



IIpuctymass K CaMOCTOSTEIIBHOMY M3YyYEHHIO TEMbl U BBIIIOJHEHHUIO 3aJaHUs HAJI0 YSACHUTH, 4YTO
WCTIOJIHEHHBIE JOKYMEHTHl U C(OPMHUPOBAHHBIC JIeNla ONPEACICHHOE BpEMsl XPAHATCS B CTPYKTYpPHBIX
MOpA3JEICHUAX W HCIONB3YIOTCA Ui HAaBEACHWS pa3iIuyHbIX chpaBok. llostomy cCyliectByror
oIpeesieHHbIE CIOCO0Bl 00eCNeUeHHsT COXPAaHHOCTH JOKYMEHTOB, YCTaHOBJICH CHELMaIbHBIN IMOPAIOK
BBIJIaUM JIOKYMEHTOB M3 3aKOHYEHHBIX (C(OPMHPOBAaHHBIX) Jei. Takke BaXXHO OOpaTUTh BHUMAaHHE Ha
ocoOble TpeOOBaHMA K XPAHEHUIO W TOPSAKY BBIIAUYUM HEKOTOPHIX BHUAOB JOKYMEHTOB. CTyneHTY
HEOOXOIMMO YETKO MPEJCTABIATh, B KAKMX CIIy4asX MOXKET ObITh BbIIAH OT/AEIbHBIN TOKYMEHT U3 JeNa, a B
KAaKUX BBIIAETCS IMOJTHOCTBIO JEJIO.

HTorom paboThI ABISIOTCA 2 JMCTA-3aMECTUTENS U 2 KapThI-3aMECTHTEII.

4. Konrpoab 3HaHMI 00y4alOLINXCS M THIIOBbIE OLICHOYHbIE CPEICTBA
4.1. Pactipenenenue 0auioB:

2 ceMecTp
*  TeKylMi KoHTpoisb — 50 OanoB
*  KOHTPOJIbHBIE Cpe3bl — 2 cpe3a mo 10 6amioB KakapIid
* npemuanbHble 6amiel — 20 6amIoB
* OTBeT Ha ’Kk3aMeHe: He Oosnee 30 OamioB

Pacrnipenenenre 6aJiioB 10 3aaHMSIM:

No  [HaszBanue tembl | DopMbl Max. MeTtoauka mpoBeICHUS 3aHATUS U OLICHKU
Te | /BHJI y4eOHOH |TEKyIEro | KoJI-BO
MBI paboThI KOHTpoJist | 0asuioB

/ cpe3sl
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ITonsarue u
MIPOUCXOXKICHHE
JIOKyMEHTa

Cobeceno
BaHHUE,
orpoc

CobecenoBanue npeAIoaracT OpraHu3aluio Oecebl MpenogaBaTesis
CO CTYAEHTaMH IO BOTIPOCaM MPAaKTUUECKOTO 3aHATHSA C LENbIo Oosee
OOCTOSITENBHOTO BBISIBICHUS WX 3HAHHWH 10 ONPEACICHHOMY Pa3ieny,
Teme, mpodieMe U T.II. Bce WieHsl Ipymmbsl MOTYT y4acTBOBaTh B
o0CyXJeHnu, n00aBisATh HH(OpMaNWio, AUCKYTUPOBAaTh, 3a/JaBaTb
BOIPOCHI U T.1I.

VYeTHBIE  OMpoc MOKET NPUMEHATHCS B Pa3iMyHBIX  (QopMax:
(poHTaNbHBIN, WHAWBUAYaAIbHBIA, KOMOMHUPOBaHHBIH. (OCHOBHBIE
Ka4yecTBa yCTHOTO OTBETA MOJJIEHKAILETO OLEHKE:

- IPaBUWJIBHOCTH OTBETA IO COACPIKaHUIO;

- IOJTHOTA W TITyOMHA OTBETA;

- CO3HATENBFHOCTh OTBETA;

- JIOTHKa U3JI0KEHUSI MaTepuaa;

- palMOHANBHOCTH HCIIOJIB30BaHHBIX MIPUEMOB U CHOCOOOB peIICHUs
MOCTaBJICHHON y4eOHOH 3a/1auu;

- CBOEBPEMEHHOCTh M 3(PPEKTHBHOCTb HCHONb30BaHMS HATJISIHBIX
MOCOOMH M TEXHUUECKUX CPEACTB IPU OTBETE;

- NCTIOJIb30BaHKE JIOTIOHUTEIBHOTO MaTeprana;

- PpauMOHATBHOCTH UCIONB30BAHUS BPEMEHH, OTBEIACHHOIO Ha
3aJjaHue.

5-4 Oamma — CTYIEHT YMEET CONOCTaBUTh MOIYYECHHYIO TIpH
MOATOTOBKE K MPAaKTHUYECKOMY 3aHATHIO WH(POPMALUIO, CPaBHUBATH
pasHble TOYKH 3pEHHs Ha aHAIM3UPYEMYIO MPOOJeMy, YMETh UYETKO
(opMynHpOBaTh CBOM BONIPOCH M OTBEUaTh Ha 3a/JaBacMblec EMy
BONPOCHI, BECTH JUCKYCCHIO C HWCIOJIb30BAaHHEM TEPMUHOIOTUU
COBPEMEHHOH COLIMOJIOTHH 00pa30BaHUSA

3-2 Ganna - CTyIEHT yMeeT MIPUMEHSTDH MOMYyYEHHYIO TIPH OATOTOBKE
K MIPaKTUYECKOMY 3aHATHIO HHPOPMAIIHIO, OTBEYATh HA OOIBIINHCTBO
BOIPOCOB, BECTH ITUCKYCCHIO C HCIIOJIb30BAaHHMEM TEPMUHOJIOTHUU
COBPEMEHHOH COLIMOJIOTHH 00pa30BaHMS.

1 Gamn — CTyIeHT BiajeeT TEOPETHUYECKUM MaTepHajioM IO TeMe
MPaKTUYECKOTO 3aHATHS, WHOTAA 3aTPyAHSETCSl IMpH OTBETE Ha
BONPOCHI, HE YyMeeT CQOPMYIMPOBaTh CBOIO TOYKY 3pEHHUS Ha
o0cyxmaeMyto mpoonemy

Ecnu ctyneHt He BnazeeT mpoOiIeMaTHKOW MPakTHYECKOTO 3aHsTHS,
HE MOXET OTBeYaTb Ha BOINPOCHl, 3aUYUTHIBAET OTBET 110
Hale4aTaHHOMY TEKCTY — OTBET OaJylaMH HE OLICHUBACTCH.
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IIpaBuna
odopmiieHUS
PEKBU3UTOB

MHCbMEHH
ast
CaMOCTOSIT
eJbHas
pabora
(Beimonne
HHE
MpaKkTHiec
KUX
3a7aHui)

10

Ha muceMeHHYI0 caMOCTOATENbHYI0O pPaboTy OTBOAMTCSA 45 MUHYT.
Tema paboThl cBA3aHA C TEMOW 3aHATHA, KOTOpas U3BECTHA 3apaHee,
KOHKPETHBIC 33JaHUs MPEToJaBaTellb 3a1aeT Ha CAMOM 3aHSTHH.
Hcxons w3 00O3HAYCHHBIX 3aJaHUM CaMOCTOSITeNbHAass PaboOTy IO
CBOEMY COJZICPXKAHUIO MOXET OBITh CBEJCHA K M3JIOKCHUIO PEeIICHUN
Ha c(hOpMYIMPOBAHHBIC 3a/1a4H, YCIOBUSI KOTOPBIX HEMOCPEACTBEHHO
CBSI3aHBI CO CJIOKHBIMU U 3allyTaHHBIMH CHUTYallUsIMH B KOHKPETHON
cepe;

- K moApoOHOMY OTBETY Ha MPOOJEMHBIE BOIPOCHI, KOTOPHIX MOXKET
OBITH 3aJJaHO HECKOJIBKO ISl CAMOCTOSITEIBHOTO OCMBICTICHHST;

- K U3NIOKEHUIO MaTepHaja Mo ONpeAeiIeHHONH TeMaTHKe, KOTOpoe Ha
MEPBBIA B3IV HATOMHUHAET MO croco0y ohopMIICHHIO AOKIa] J100
pedepar.

10 GamnoB — CTYACHT BBIIOJHWI paboTy 0e3 OmMOOK M HEeI0YETOB,
JOMYCTHII He OoJiee OTHOTO HeAoUeTa.

8-7 GaJIIOB — CTYAEHT BBHIIOIHHI PabOTy MOTHOCTHIO, HO AOMYCTHI B
Hell He Oojiee OlHOM HErpyOOW OMMOKH M OHOTO HEIo4yeTa, WIH He
OoJiee IBYX HEIOYETOB.

5-4 Ganma — CTYOEHT NPABWJIGHO BBIMOJHHI HE MEHEE IOJIOBHHBI
paboThl WK AOMyCTHI He Oonee AByX IpyObIX OMIMOOK, Wi He Ooiee
OJHOU TpyOOil U OTHOW HErpyOOil OMMOKKM W OJHOTO HEIOoYeTa, WU
He Ooree ABYyX-Tpex HErpyOBIX OIIMOOK, WM OTHOM HerpyOoi
OmMOKKA M TPEX HEJOYETOB, WM MPH OTCYTCTBHU OMIMOOK, HO TPH
HAJIMYUU YETBIPEX-TISITH HEIOYETOB.

3-2 Oamnma — CTYOGHT MpPaBUIBHO BBIIOJHHUI MEHEE MOJIOBUHBI
paboThL, JOMYCTHI HECKOIBKO HEIOYETOB.

1 Gamn — CTyOEHT MpaBWIBHO BBIMOJIHWI He Ooiee 25% paboThl,
JOTYCTHIT HECKOJIBKO HEZ0UETOB MU Oojiee 3 TpyObIX omrOoK

brnanku
JIOKyMEHTOB

MUCbMEHH
ast
CaMOCTOSIT
eJbHas
pabora
(Beimonne
HUE
MpaKkTHiec
KUX
3aJaHNN)

Ha muceMeHHYI0 caMOCTOATENbHYI0O pPaboTy OTBOAMTCSA 45 MUHYT.
Tema paboThl cBA3aHA C TEMOW 3aHATHA, KOTOpas U3BECTHA 3apaHee,
KOHKPETHBIC 33JaHUs MPEToaBaTellb 3a1aeT Ha CAMOM 3aHSTHH.
Hcxons w3 00O3HAUCHHBIX 3aJaHUM CaMOCTOSITeNbHAass PaboOTy IO
CBOEMY COJICPKAHUIO MOXET OBITh CBEJCHA K M3JIOKEHUIO PEeILICHUN
Ha c(hOpMYIMPOBAHHBIC 3a/1a4H, YCIOBUSI KOTOPBIX HEMOCPEACTBEHHO
CBSI3aHBI CO CJIOKHBIMU U 3allyTaHHBIMH CHUTYallUsIMH B KOHKPETHON
cepe;

- K moApoOHOMY OTBETY Ha MPOOJEMHBIE BOIPOCHI, KOTOPHIX MOXKET
OBITH 3aJJaHO HECKOJIBKO ISl CAMOCTOSITEIBHOTO OCMBICTICHHST;

- K M3NIOKEHUIO MaTepHaja 1o ONpeAeieHHONH TeMaTHKe, KOTOpoe Ha
MEPBBIA B3IV HAOMHUHAET MO croco0y ohopMIICHHIO AOKIa] J100
pedepar.

5 0aJIOB — CTYIEHT BBHIMOJHUI paboTy 0e3 OmHOOK W HEJ0YETOB,
JOMYCTHII He OoJiee OTHOTO HeAoUeTa.

4 6annoB — CTYIEHT BBIIOJHWI paboTy MONHOCTBIO, HO JOIYCTHI B
Hell He Oojiee OIHOM HErpyOOW OMMOKH M OHOTO HEIo4yeTa, WIH He
OoJiee IBYX HEIOYETOB.

3 Oamma — CTYOSHT NpPaBWIGHO BBHINOJHWI HE MEHEE MOJOBUHBI
paboThl WK AOMYyCTHI He Oonee AByX TpyObIX OIMOOK, Wik He Ooiee
OJTHOU TPyOOif U OTHOW HErpyOOoi OMMOKKA W OJHOTO HEMOYEeTa, WU
He Oojee ABYyX-Tpex HErpyOBIX OIIMOOK, WM OTHOM HerpyOoi
OmMOKKA M TPEX HEJOYETOB, WM MPHU OTCYTCTBHU OLIMOOK, HO TPH
HAJIMYUU YETHIPEX-TISITH HEIOYETOB.

2 Gayta — CTYACHT NPaBHJIBHO BBIMIOJIHMI MEHEE HOJOBHHBI paboTHI,
JOTMYCTHIT HECKOJIBKO HEAOUETOB.

1 Gamn — CTYOEHT MpaBWIBHO BBINOJIHWI He Ooiee 25% paboThl,
JOIYCTHIT HECKOJIBKO HEZ0UETOB MU Oojiee 3 TpyObIX omrO0K

OpranuzanuoHH
bI€ TOKYMEHTBI

TECTHPOB

aHue(KOoH

TPOJIBLHBI
i cpe3)

10

1 6ann gaércs 3a nmpaBuibHBIE 0TBETH HAa 10% BOMpOCOB TecTa
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Pacnopsagurens
HBIE€ JJOKYMEHTHI

YCTHBIN
OIpoc

(Cobecen

OBaHHE,
0TIpoC)

CobecenoBanue npeAIoaracT OpraHu3aluio Oecebl MpenogaBaTesis
CO CTYAEHTaMH IO BOTIPOCaM MPAaKTUUECKOTO 3aHATHSA C LENbIo Oosee
OOCTOSITENBHOTO BBISIBICHUS WX 3HAHHWH 10 ONPEACICHHOMY Pa3ieny,
Teme, mpodieMe U T.II. Bce WieHsl Ipymmbsl MOTYT y4acTBOBaTh B
o0CyXJeHnu, n00aBisATh HH(OpMaNWio, AUCKYTUPOBAaTh, 3a/JaBaTb
BOIPOCHI U T.1I.

VYeTHBIE  OMpoc MOKET NPUMEHATHCS B Pa3iMyHBIX  (QopMax:
(poHTaNbHBIN, WHAWBUAYaAIbHBIA, KOMOMHUPOBaHHBIH. (OCHOBHBIE
Ka4yecTBa yCTHOTO OTBETA MOJJIEHKAILETO OLEHKE:

- IPaBUWJIBHOCTH OTBETA IO COACPIKaHUIO;

- IOJTHOTA W TITyOMHA OTBETA;

- CO3HATENBFHOCTh OTBETA;

- JIOTHKa U3JI0KEHUSI MaTepuaa;

- palMOHANBHOCTH HCIIOJIB30BaHHBIX MIPUEMOB U CHOCOOOB peIICHUs
MOCTaBJICHHON y4eOHOH 3a/1auu;

- CBOEBPEMEHHOCTh M 3(PPEKTHBHOCTb HCHONb30BaHMS HATJISIHBIX
MOCOOMH M TEXHUUECKUX CPEACTB IPU OTBETE;

- NCTIOJIb30BaHKE JIOTIOHUTEIBHOTO MaTeprana;

- PpauMOHATBHOCTH UCIONB30BAHUS BPEMEHH, OTBEIACHHOIO Ha
3aJjaHue.

5-4 Oamma — CTYIEHT YMEET CONOCTaBUTh MOIYYECHHYIO TIpH
MOATOTOBKE K MPAaKTHUYECKOMY 3aHATHIO WH(POPMALUIO, CPaBHUBATH
pasHble TOYKH 3pEHHs Ha aHAIM3UPYEMYIO MPOOJeMy, YMETh UYETKO
(opMynHpOBaTh CBOM BONIPOCH M OTBEUaTh Ha 3a/JaBacMblec EMy
BONPOCHI, BECTH JUCKYCCHIO C HWCIOJIb30BAaHHEM TEPMUHOIOTUU
COBPEMEHHOH COLIMOJIOTHH 00pa30BaHUSA

3-2 Ganna - CTyIEHT yMeeT MIPUMEHSTDH MOMYyYEHHYIO TIPH OATOTOBKE
K MIPaKTUYECKOMY 3aHATHIO HHPOPMAIIHIO, OTBEYATh HA OOIBIINHCTBO
BOIPOCOB, BECTH ITUCKYCCHIO C HCIIOJIb30BAaHHMEM TEPMUHOJIOTHUU
COBPEMEHHOH COLIMOJIOTHH 00pa30BaHMS.

1 Gamn — CTyIeHT BiajeeT TEOPETHUYECKUM MaTepHajioM IO TeMe
MPaKTUYECKOTO 3aHATHS, WHOTAA 3aTPyAHSETCSl IMpH OTBETE Ha
BONPOCHI, HE YyMeeT CQOPMYIMPOBaTh CBOIO TOYKY 3pEHHUS Ha
o0cyxmaeMyto mpoonemy

Ecnu ctyneHt He BnazeeT mpoOiIeMaTHKOW MPakTHYECKOTO 3aHsTHS,
HE MOXET OTBeYaTb Ha BOINPOCHl, 3aUYUTHIBAET OTBET 110
Hale4aTaHHOMY TEKCTY — OTBET OaJylaMH HE OLICHUBACTCH.
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Undopmanmons
O-CIpaBOYHBIE
JOKYMEHTBI

MHCbMEHH
ast
CaMOCTOSIT
eJbHas
pabora
(Beimonne
HHE
MpaKkTHiec
KUX
3a7aHui)

10

Ha muceMeHHYI0 caMOCTOATENbHYI0O pPaboTy OTBOAMTCSA 45 MUHYT.
Tema paboThl cBA3aHA C TEMOW 3aHATHA, KOTOpas U3BECTHA 3apaHee,
KOHKPETHBIC 33JaHUs MPEToJaBaTellb 3a1aeT Ha CAMOM 3aHSTHH.
Hcxons w3 00O3HAYCHHBIX 3aJaHUM CaMOCTOSITeNbHAass PaboOTy IO
CBOEMY COJZICPXKAHUIO MOXET OBITh CBEJCHA K M3JIOKCHUIO PEeIICHUN
Ha c(hOpMYIMPOBAHHBIC 3a/1a4H, YCIOBUSI KOTOPBIX HEMOCPEACTBEHHO
CBSI3aHBI CO CJIOKHBIMU U 3allyTaHHBIMH CHUTYallUsIMH B KOHKPETHON
cepe;

- K moApoOHOMY OTBETY Ha MPOOJEMHBIE BOIPOCHI, KOTOPHIX MOXKET
OBITH 3aJJaHO HECKOJIBKO ISl CAMOCTOSITEIBHOTO OCMBICTICHHST;

- K U3NIOKEHUIO MaTepHaja Mo ONpeAeiIeHHONH TeMaTHKe, KOTOpoe Ha
MEPBBIA B3IV HATOMHUHAET MO croco0y ohopMIICHHIO AOKIa] J100
pedepar.

10 GamnoB — CTYACHT BBIIOJHWI paboTy 0e3 OmMOOK M HEeI0YETOB,
JOMYCTHII He OoJiee OTHOTO HeAoUeTa.

8-7 GaJIIOB — CTYAEHT BBHIIOIHHI PabOTy MOTHOCTHIO, HO AOMYCTHI B
Hell He Oojiee OlHOM HErpyOOW OMMOKH M OHOTO HEIo4yeTa, WIH He
OoJiee IBYX HEIOYETOB.

5-4 Ganma — CTYOEHT NPABWJIGHO BBIMOJHHI HE MEHEE IOJIOBHHBI
paboThl WK AOMyCTHI He Oonee AByX IpyObIX OMIMOOK, Wi He Ooiee
OJHOU TpyOOil U OTHOW HErpyOOil OMMOKKM W OJHOTO HEIOoYeTa, WU
He Ooree ABYyX-Tpex HErpyOBIX OIIMOOK, WM OTHOM HerpyOoi
OmMOKKA M TPEX HEJOYETOB, WM MPH OTCYTCTBHU OMIMOOK, HO TPH
HAJIMYUU YETBIPEX-TISITH HEIOYETOB.

3-2 Oamnma — CTYOGHT MpPaBUIBHO BBIIOJHHUI MEHEE MOJIOBUHBI
paboThL, JOMYCTHI HECKOIBKO HEIOYETOB.

1 Gamn — CTyOEHT MpaBWIBHO BBIMOJIHWI He Ooiee 25% paboThl,
JOTYCTHIT HECKOJIBKO HEZ0UETOB MU Oojiee 3 TpyObIX omrOoK
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Kanposeie
JIOKYMEHTBI

Cobeceno
BaHHUE,
orpoc

CobecenoBanue npeAIoaracT OpraHu3aluio Oecebl MpenogaBaTesis
CO CTYAEHTaMH IO BOTIPOCaM MPAaKTUUECKOTO 3aHATHSA C LENbIo Oosee
OOCTOSITENBHOTO BBISIBICHUS WX 3HAHHWH 10 ONPEACICHHOMY Pa3ieny,
Teme, mpodieMe U T.II. Bce WieHsl Ipymmbsl MOTYT y4acTBOBaTh B
o0CyXJeHnu, n00aBisATh HH(OpMaNWio, AUCKYTUPOBAaTh, 3a/JaBaTb
BOIPOCHI U T.1I.

VYeTHBIE  OMpoc MOKET NPUMEHATHCS B Pa3iMyHBIX  (QopMax:
(poHTaNbHBIN, WHAWBUAYaAIbHBIA, KOMOMHUPOBaHHBIH. (OCHOBHBIE
Ka4yecTBa yCTHOTO OTBETA MOJJIEHKAILETO OLEHKE:

- IPaBUWJIBHOCTH OTBETA IO COACPIKaHUIO;

- IOJTHOTA W TITyOMHA OTBETA;

- CO3HATENBFHOCTh OTBETA;

- JIOTHKa U3JI0KEHUSI MaTepuaa;

- palMOHANBHOCTH HCIIOJIB30BaHHBIX MIPUEMOB U CHOCOOOB peIICHUs
MOCTaBJICHHON y4eOHOH 3a/1auu;

- CBOEBPEMEHHOCTh M 3(PPEKTHBHOCTb HCHONb30BaHMS HATJISIHBIX
MOCOOMH M TEXHUUECKUX CPEACTB P OTBETE;

- MCTIOJIb30BaHKE JOTOJIHUTEIBHOTO MaTepraa;

- PpauMOHATBHOCTH UCIONB30BAHUS BPEMEHH, OTBEIACHHOIO Ha
3aJjaHue.

5-4 Oamma — CTYIEHT YMEET CONOCTaBUTh MOIYYECHHYIO TIpH
MOATOTOBKE K MPAaKTHUYECKOMY 3aHATHIO WH(POPMALUIO, CPaBHUBATH
pasHble TOYKH 3pEHHs Ha aHAIM3UPYEMYIO MPOOJeMy, YMETh UYETKO
(opMynHpOBaTh CBOM BONIPOCH M OTBEUaTh Ha 3a/JaBacMblec EMy
BONPOCHI, BECTH JUCKYCCHIO C HWCIOJIb30BAaHHEM TEPMUHOIOTUU
COBPEMEHHOH COLIMOJIOTHH 00pa30BaHUSA

3-2 Ganna - CTyIEHT yMeeT MIPUMEHSTDH MOMYyYEHHYIO TIPH OATOTOBKE
K MIPaKTUYECKOMY 3aHATHIO HHPOPMAIIHIO, OTBEYATh HA OOIBIINHCTBO
BOIPOCOB, BECTH ITUCKYCCHIO C HCIIOJIb30BAaHHMEM TEPMUHOJIOTHUU
COBPEMEHHOH COLIMOJIOTHH 00pa30BaHMS.

1 Gamn — CTyIeHT BiajeeT TEOPETHUYECKUM MaTepHajioM IO TeMe
MPaKTUYECKOTO 3aHATHS, WHOTAA 3aTPyAHSETCSl IMpH OTBETE Ha
BONPOCHI, HE YyMeeT CQOPMYIMPOBaTh CBOIO TOYKY 3pEHHUS Ha
o0cyxmaeMyto mpoonemy

Ecnu ctyneHt He BnazeeT mpoOiIeMaTHKOW MPakTHYECKOTO 3aHsTHS,
HE MOXET OTBeYaTb Ha BOINPOCHl, 3aUYUTHIBAET OTBET 110
Hale4aTaHHOMY TEKCTY — OTBET OaJylaMH HE OLICHUBACTCH.
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Opranuzanus
JIOKYMEHTO000p
ora

Cobeceno
BaHHUE,
orpoc

CobecenoBanue npeAIoaracT OpraHu3aluio Oecebl MpenogaBaTesis
CO CTYAEHTaMH IO BOTIPOCaM MPAaKTUUECKOTO 3aHATHSA C LENbIo Oosee
OOCTOSITENBHOTO BBISIBICHUS WX 3HAHHWH 10 ONPEACICHHOMY Pa3ieny,
Teme, mpodieMe U T.II. Bce WieHsl Ipymmbsl MOTYT y4acTBOBaTh B
o0CyXJeHnu, n00aBisATh HH(OpMaNWio, AUCKYTUPOBAaTh, 3a/JaBaTb
BOIPOCHI U T.1I.

VYeTHBIE  OMpoc MOKET NPUMEHATHCS B Pa3iMyHBIX  (QopMax:
(poHTaNbHBIN, WHAWBUAYaAIbHBIA, KOMOMHUPOBaHHBIH. (OCHOBHBIE
Ka4yecTBa yCTHOTO OTBETA MOJJIEHKAILETO OLEHKE:

- IPaBUWJIBHOCTH OTBETA IO COACPIKaHUIO;

- IOJTHOTA W TITyOMHA OTBETA;

- CO3HATENBFHOCTh OTBETA;

- JIOTHKa U3JI0KEHUSI MaTepuaa;

- palMOHANBHOCTH HCIIOJIB30BaHHBIX MIPUEMOB U CHOCOOOB peIICHUs
MOCTaBJICHHON y4eOHOH 3a/1auu;

- CBOEBPEMEHHOCTh M 3(PPEKTHBHOCTb HCHONb30BaHMS HATJISIHBIX
MOCOOMH M TEXHUUECKUX CPEACTB IPU OTBETE;

- NCTIOJIb30BaHKE JIOTIOHUTEIBHOTO MaTeprana;

- PpauMOHATBHOCTH UCIONB30BAHUS BPEMEHH, OTBEIACHHOIO Ha
3aJjaHue.

5-4 Oamma — CTYIEHT YMEET CONOCTaBUTh MOIYYECHHYIO TIpH
MOATOTOBKE K MPAaKTHUYECKOMY 3aHATHIO WH(POPMALUIO, CPaBHUBATH
pasHble TOYKH 3pEHHs Ha aHAIM3UPYEMYIO MPOOJeMy, YMETh UYETKO
(opMynHpOBaTh CBOM BONIPOCH M OTBEUaTh Ha 3a/JaBacMblec EMy
BONPOCHI, BECTH JUCKYCCHIO C HWCIOJIb30BAaHHEM TEPMUHOIOTUU
COBPEMEHHOH COLIMOJIOTHH 00pa30BaHUSA

3-2 Ganna - CTyIEHT yMeeT MIPUMEHSTDH MOMYyYEHHYIO TIPH OATOTOBKE
K MIPaKTUYECKOMY 3aHATHIO HHPOPMAIIHIO, OTBEYATh HA OOIBIINHCTBO
BOIPOCOB, BECTH ITUCKYCCHIO C HCIIOJIb30BAaHHMEM TEPMUHOJIOTHUU
COBPEMEHHOH COLIMOJIOTHH 00pa30BaHMS.

1 Gamn — CTyIeHT BiajeeT TEOPETHUYECKUM MaTepHajioM IO TeMe
MPaKTUYECKOTO 3aHATHS, WHOTAA 3aTPyAHSETCSl IMpH OTBETE Ha
BONPOCHI, HE YyMeeT CQOPMYIMPOBaTh CBOIO TOYKY 3pEHHUS Ha
o0cyxmaeMyto mpoonemy

Ecnu ctyneHt He BnazeeT mpoOiIeMaTHKOW MPakTHYECKOTO 3aHsTHS,
HE MOXET OTBeYaTb Ha BOINPOCHl, 3aUYUTHIBAET OTBET 110
Hale4aTaHHOMY TEKCTY — OTBET OaJylaMH HE OLICHUBACTCH.
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Perucrpanus
JIOKyMEHTOB

Cobeceno
BaHHUE,
orpoc

CobecenoBanue npeAIoaracT OpraHu3aluio Oecebl MpenogaBaTesis
CO CTYAEHTaMH IO BOTIPOCaM MPAaKTUUECKOTO 3aHATHSA C LENbIo Oosee
OOCTOSITENBHOTO BBISIBICHUS WX 3HAHHWH 10 ONPEACICHHOMY Pa3ieny,
Teme, mpodieMe U T.II. Bce WieHsl Ipymmbsl MOTYT y4acTBOBaTh B
o0CyXJeHnu, n00aBisATh HH(OpMaNWio, AUCKYTUPOBAaTh, 3a/JaBaTb
BOIPOCHI U T.1I.

VYeTHBIE  OMpoc MOKET NPUMEHATHCS B Pa3iMyHBIX  (QopMax:
(poHTaNbHBIN, WHAWBUAYaAIbHBIA, KOMOMHUPOBaHHBIH. (OCHOBHBIE
Ka4yecTBa yCTHOTO OTBETA MOJJIEHKAILETO OLEHKE:

- IPaBUWJIBHOCTH OTBETA IO COACPIKaHUIO;

- IOJTHOTA W TITyOMHA OTBETA;

- CO3HATENBFHOCTh OTBETA;

- JIOTHKa U3JI0KEHUSI MaTepuaa;

- palMOHANBHOCTH HCIIOJIB30BaHHBIX MIPUEMOB U CHOCOOOB peIICHUs
MOCTaBJICHHON y4eOHOH 3a/1auu;

- CBOEBPEMEHHOCTh M 3(PPEKTHBHOCTb HCHONb30BaHMS HATJISIHBIX
MOCOOMH M TEXHUUECKUX CPEACTB IPU OTBETE;

- NCTIOJIb30BaHKE JIOTIOHUTEIBHOTO MaTeprana;

- PpauMOHATBHOCTH UCIONB30BAHUS BPEMEHH, OTBEIACHHOIO Ha
3aJjaHue.

5-4 Oamma — CTYIEHT YMEET CONOCTaBUTh MOIYYECHHYIO TIpH
MOATOTOBKE K MPAaKTHUYECKOMY 3aHATHIO WH(POPMALUIO, CPaBHUBATH
pasHble TOYKH 3pEHHs Ha aHAIM3UPYEMYIO MPOOJeMy, YMETh UYETKO
(opMynHpOBaTh CBOM BONIPOCH M OTBEUaTh Ha 3a/JaBacMblec EMy
BONPOCHI, BECTH JUCKYCCHIO C HWCIOJIb30BAaHHEM TEPMUHOIOTUU
COBPEMEHHOH COLIMOJIOTHH 00pa30BaHUSA

3-2 Ganna - CTyIEHT yMeeT MIPUMEHSTDH MOMYyYEHHYIO TIPH OATOTOBKE
K MIPaKTUYECKOMY 3aHATHIO HHPOPMAIIHIO, OTBEYATh HA OOIBIINHCTBO
BOIPOCOB, BECTH ITUCKYCCHIO C HCIIOJIb30BAaHHMEM TEPMUHOJIOTHUU
COBPEMEHHOH COLIMOJIOTHH 00pa30BaHMS.

1 Gamn — CTyIeHT BiajeeT TEOPETHUYECKUM MaTepHajioM IO TeMe
MPaKTUYECKOTO 3aHATHS, WHOTAA 3aTPyAHSETCSl IMpH OTBETE Ha
BONPOCHI, HE YyMeeT CQOPMYIMPOBaTh CBOIO TOYKY 3pEHHUS Ha
o0cyxmaeMyto mpoonemy

Ecnu ctyneHt He BnazeeT mpoOiIeMaTHKOW MPakTHYECKOTO 3aHsTHS,
HE MOXET OTBeYaTb Ha BOINPOCHl, 3aUYUTHIBAET OTBET 110
Hale4aTaHHOMY TEKCTY — OTBET OaJylaMH HE OLICHUBACTCH.
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10.

Opranuzanus
TEKYLIETO
XpaHEeHUs

JIOKyMEHTOB

nucbMeH
Hasl
€CaMOCTOA
TeJbHAasl
padora
(BbimoJH
eHHe
npaKkTuye
CKHMX
3aganmid)(
KOHTPOJIb
HBbIi

cpe3)

10

Ha muceMeHHYI0 caMOCTOATENbHYI0O pPaboTy OTBOAMTCSA 45 MUHYT.
Tema paboThl cBA3aHA C TEMOW 3aHATHA, KOTOpas U3BECTHA 3apaHee,
KOHKPETHBIC 33JaHUs MPEToJaBaTellb 3a1aeT Ha CAMOM 3aHSTHH.
Hcxons w3 00O3HAYCHHBIX 3aJaHUM CaMOCTOSITeNbHAass PaboOTy IO
CBOEMY COJZICPXKAHUIO MOXET OBITh CBEJCHA K M3JIOKCHUIO PEeIICHUN
Ha c(hOpMYIMPOBAHHBIC 3a/1a4H, YCIOBUSI KOTOPBIX HEMOCPEACTBEHHO
CBSI3aHBI CO CJIOKHBIMU U 3allyTaHHBIMH CHTYallsIMH B KOHKPETHON
cepe;

- K moApoOHOMY OTBETY Ha MPOOJEMHBIE BOIPOCHI, KOTOPHIX MOXKET
OBITH 3aJJaHO HECKOJIBKO ISl CAMOCTOSITEIBHOTO OCMBICTICHHST;

- K U3NIOKEHUIO MaTepHaja Mo ONpeAeiIeHHONH TeMaTHKe, KOTOpoe Ha
MEPBBIA B3IV HATOMHUHAET MO croco0y ohopMIICHHIO AOKIa] J100
pedepar.

10 GamnoB — CTYACHT BBIIOJHWI paboTy 0e3 OmMOOK M HEeI0YETOB,
JOMYCTHII He OoJiee OTHOTO HeAoUeTa.

8-7 GaJIIOB — CTYAEHT BBHIIOIHHI PabOTy MOTHOCTHIO, HO AOMYCTHI B
Hell He Oojiee OlHOM HErpyOOW OMMOKH M OHOTO HEIo4yeTa, WIH He
OoJiee IBYX HEIOYETOB.

5-4 Ganma — CTYOEHT NPABWJIGHO BBIMOJHHI HE MEHEE IOJIOBHHBI
paboThl WK AOMYCTHI He Oonee ABYX rpyObIX OmMOOK, WK He Oomnee
OJHOU TpyOOil U OTHOW HErpyOOil OMMOKKM W OJHOTO HEIOoYeTa, WU
He Ooree ABYyX-Tpex HErpyOBIX OIIMOOK, WM OTHOM HerpyOoi
OmMOKKA M TPEX HEJOYETOB, WM MPH OTCYTCTBHU OMIMOOK, HO TPH
HAJIMYUU YETBIPEX-TISITH HEIOYETOB.

3-2 Oamnma — CTYOGHT MpPaBUIBHO BBIIOJHHUI MEHEE MOJIOBUHBI
paboThL, JOMYCTHI HECKOIBKO HEIOYETOB.

1 Gamn — CTyOEHT MpaBWIBHO BBIMOJIHWI He Ooiee 25% paboThl,
JOTYCTHIT HECKOJIBKO HEZ0UETOB MU Oojiee 3 TpyObIX omrOoK

11.

[IpemuansHbie OaIbl
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JlononHUTENbHBIE TPEMUATBHBIE OAJUIBI MOTYT OBITH HAYHCIICHBI:

- 3a TPOEKT, BBHINOJHEHHBIH TO 3aka3dy paboromarenss W
peann3oBaHHBIN Ha IpakTHKe — 20 6aJoB;

- TIOCTOSIHHAsI aKTHBHOCTH BO BpEMs NMPaKTHYECKUX 3aHATHH — 10
0aIoB;

- TOJTHOCTHIO MOATOTOBJICHHAS K MyOIMKAllUKM CTaThsi [0 TEMaTukKe B
paMkax nucuuiuinHel — 10 6asos;

- mobema B MEXPETHOHAIBHOW OJMMIIMAAE IO
oOpasoBanus — 20 6aoB;

- y4acTHE C JOKJIaJoM BO BCEPOCCHMCKON OMUMIIMAJE MO TEMAaTHKE
n3yyaemoi qucuuiuinie — 20 6asios;

- ydacTHe B BBICTaBKE M0 TEMAaTHUKE HM3y4aeMON IWUCHMIUIMHBI — 20
0aoB;

- myOnmuKamMs CTaTbM IO TEMaTHKE H3y4yaeMoil OUCHUIUIMHBL B
cOOpHUKE CTyA€HYEeCKHX paboT / MarepualaX BCEPOCCHICKON
koH(epeHyHn / xxypHane u3 nepeuns BAK —10/15/20

COIMMOJIOTHUH

12.

OTBeT Ha PK3aMCHE
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10-17 ©annoB — CTyAEGHT PacKpbUI OCHOBHBIE BOMPOCHI M 3aJaHUs
OusieTa Ha OLICHKY «YIOBJICTBOPUTEILHO»

18-24 ©annoB — CTyAEGHT PAacKpbUI OCHOBHBIE BOMPOCHI M 3aJaHUs
OusieTa Ha OLIGHKY «XOPOLIOY,

25-30 6anymoB — CTYyAEHT PAacKpbLl OCHOBHBIE BOMPOCH M 3aJaHuUs
Ousera Ha OLIEHKY «OTIMYHO».

13.

WNunuBuayansHble 3a1aHAS,
C TIOMOIIIBI0 KOTOPBIX
MOXKHO HaOparhb
JIOTIOJTHUATENLHBIE 0Tl Ha
JK3aMeHe

70

JloGop: CTymeHT MOXET TPEJOCTaBUTh BCE 3alaHUA TEKYIIETo
KOHTPOJISI T KOHTPOJIBHBIE CPE3hI

14.

Hroro 3a cemecTp

100




HtoroBas omeHka 1o »dKk3aMmeHy BeicTaBisieTcss B 100-0ayibHON 1mikame W B TPagUIIMOHHOMN
yerplpexOamipHoi  1mkane. IlepeBony 100-0annbHON  pEeHTHHTOBOW OLEHKM 1O  JUCIMILIMHE

TPaIUIIMOHHYIO YETHIPEX0aITbHYIO OCYIIECTBISIETCS CIEAYIOIIMM 00pa3oM:

100-6annpHas cucrema Tpagunuonnas cucrema
85 - 100 GannoB OTnuyHO
70 - 84 Gannos Xoporio
50 - 69 6aiuioB YIOBIETBOPUTETHHO
Memnee 50 HeynosnerBoputenbHO

4.2 TunoBsle OLICHOYHBIE CPEACTBA TEKYILIETO KOHTPOJIS

NHMCbMEHHAsl CAMOCTOSITeIbHAsA padoTa (BbInoTHeHNe NPAKTHYECKUX 3aJaHHI)

Tewma 2. [IpaBuna opopmiieHHsS] pEKBU3UTOB
[ToaroToBka npukasa.
ITonrotoBka akra.
IToaroroska nucbMa.
IToaroroBka nporokoia.

Nk v -

[ToaroToBka pemeHus.

Tewma 3. biraHku JOKyMEHTOB

Tema 6. MnpopmManinoHHO-CIIpaBOYHBIE JOKYMEHTHI

Tema 10. Opranu3zanus TEKYILIEro XpaHEHHUS] JOKYMEHTOB

CobecenoBanue, onpoc

Tema 1. I[loHsATHE N IPOUCXOKACHUE JJOKYMEHTA
[ToaroToBka npukasa.
ITonroroska akra.
IToaroroska nucbMa.
IToaroroBka nporokoia.

Nk -

[ToaroToBka pemeHus.

Tewma 7. KagpoBble JOKYMEHTBI

Tema 8. Opranuzanus JOKyMEeHTO0O0pOTa

Tema 9. Peructpanusi 10KyMEHTOB

TeCTHPOBaHHUE
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Tema 4. Opranu3amoOHHbIE JOKYMEHTHI
1. Kem noanuceiBaercst aHkeTa?
COCTaBHUTEJIEM U COTPYTHUKOM KaJPOBOM CITYKOBI;
COTPYAHHUKOM KaJIpOBOi CITYKOBI;
COCTaBUTEJIEM;
PYKOBOIMTENEM OpTraHU3aI1H.
2. B npukazax Kakoro BrJla OCHOBaHUE YKa3bIBAETCS B KOHIIE TEKCTa?
10 BOIIPOCAM OCHOBHOM J€ATEIIbHOCTH;
I10 JINKBUJALIMN OPTraHU3aluy;
0 JINYHOMY COCTaBY;
B T€X, KOTOPbIE UMEIOT B KAYECTBE OCHOBAHUS KAKON-TO TOKYMEHT.
3. Kakue cBeneHus yka3bIBatOTCSl B TPYAOBOM KHIKKE?
o pabotnuke: DO, nara poxaeHus, oopazoBanue, mpodeccus, CrenuaaTbHOCTD;
0 pabore: mpueM Ha paboTy, EpPeBO Ha APYTYIO paboTy, YBOJILHEHHE;
O B3BICKaHUSX;
0 HArpakJICHUSIX U MOOIIPEHUSIX.
4. Yrto Takoe mpuKa3s 1o JMYHOMY COCTaBy?

9TO IIPABOBOM AaKT, H3JaBAECMBIM aJAMUHUCTPALMEN Ul PETYIUPOBAHUS IPABOOTHOLICHUM MEXKIY
IpaKJaHaMU U OpraHaMHU yIIPABJICHUS;

9TO IPaBOBOM aKT, HU3[aBacMbli PYKOBOAUTEIEM OpraHa YIpaBlICHUs, ACHCTBYIOIIETO HAa OCHOBE
€AVHOHAYAIIMS, Ul OCYIUECTBJICHMS HCIIOJHUTEIBHON M PaCHOPSIUTEIIBHON JeATelbHOCTH. B Xxone
peuieHusl 3ajad, BO3JIOKCHHBIX HAa OPraHMU3alMI0 WM BO HCIIOJIHEHHE 3AaKOHOB, IOCTAHOBJICHHM U
pacniopsikenuii [IpaBurenscrBa PO, BHIIECTOSIMX OPraHOB BIACTH U YIIPABICHUS.

5. Kakas nara yka3pIBaeTCsl B 3ar0JIOBOYHOM 4acTH MpUKasza’?
JaTa MOANUCaHUs JOKYMEHTA,
nata, yKkazaHHas B TEKCTE.

ycrHb1i onpoc (CoGecenoBanue, onpoc)

Tema 5. PactiopsiiutenbHbIE JOKYMEHTBI
1. OOBEKT U IpeIMeT TOKYMEHTOBEICHHUS.
2. XapaKTepuCTUKa OCHOBHBIX TAllOB Pa3BUTHUS JOKYMEHTOBEICHMS.
3. CTpyKkTypa 1OKYMEHTOBEACHUS.
4. CBs13b JOKYMEHTOBEACHMS C APYTUMHU HayKaMHU.

4.3 TIpomexxyTouHas aTTecTalus 1Mo AUCIHUILINHE TPOBOAUTCS B GOopMe IK3aMeHa

Tunosbie Bonpocekl 3xk3amena (OIIK-1, IIK-8, I1K-11, T1K-20)
[TonsiTusa «uHbDOpMAHI» U «TOKYMEHT». COOTHOIIIEHUE TTOHATHH.
Bo3nukHOBEeHME TOKyMEHTA. DBOJIOLHUS MOHATUS «TJOKYMEHT).
DYHKIUU JOKYMEHTA.
Crioco0bl TOKyMEHTHPOBAHUSI.
MarepuanbHble HOCUTENH U CPEICTBA TOKYMEHTHPOBAHUSI.
CaoiicTBa 1 BUbI JOKYMEHTOB.

NNk W=

3akoHomarenbHbIe akThl PD B cdepe nHpopManuy u JOKYMEHTAIIIH.
[TpaBoBBIE aKTHI, IPUHUMAEMbIE OpraHAMU UCTIOIHUTENLHON BIAaCTH CyObekToB PO
- CO3/1aBaTh KOHCTIIEKTHI (Pa3BEPHYTHIE TE3UCHI, KOTOPHIC).
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TunoBble 3axanus 1is sxk3amena (OIIK-1, ITK-8, ITK-11, ITK-20)

Nk -

[ToaroToBka npukasa.

IToaroroska nucbMa.
IToaroroBka nporokoia.
[ToaroToBka pemieHus.

IToaroroBka pacrnopsiKeHus.

4.4. Illkana orieHUBaHMsI IPOMEXKYTOUYHOU aTTECTALIUU

24

Orenka

Komrmerennn

Jeckpuntops! (ypOBHN) — OCHOBHBIC IPU3HAKKA OCBOCHUS (TIOKa3aTEIH
TOCTYKCHHSI pe3YJIBTaTa)

COTITHYHOY
(85 - 100 6ammoB)

OIIK-1

CBOOOIHO  OpPHEHTHpPYETCSI B OCHOBHBIX TEXHHUKAX IIOMCKA
HOPMAaTHBHBIX M TpaBoOBbIX akToBYB mnonHOM o0beme Biazeer
HaBbIKAMU  aHaJM3a  MpPO(ECCHOHANBHOM  JEATeNbHOCTH B
COOTBETCTBHMHM C HOPMAaTHBHO-TIPABOBBIMU JOKYMEHTaMH c(hepbl
00pa3zoBaHuACBOOOAHO MPUHUMAET YIPABICHUECKUE PEUICHUs Ha
OCHOBE aHaJM3a HOPMATUBHBIX M IPAaBOBBIX JIOKyMEHTOB B CBOEU
npodeccroHanbHON AesTenbHocTHHa BOMpOCH OTBEYaeT KpaTko,
apryMEHTUPOBAHO, YBEPEHHO, 10 CYLIECTBYY

MK-8

CoboxnHo OpUEHTHUPYETCS B IIPUKJIAIHBIX acreKTax
JOKYMEHTAIBHOTO  OGOpMJICHHSI  pEIIeHWH B  YIOpaBICHUHU
OMEpPalMOHHON (TMPOU3BOACTBEHHOMN) NEATEIbHOCTH OpraHUu3aluii
MIPU BHEJIPEHUU TEXHOJOTMUYECKUX, MPOAYKTOBBIX MHHOBALUN HIIU
OpraHM3alMOHHBIX  u3MeHeHWYB momHOM o00BEMEe  BiageeT
MPAKTHYECKUMH  HABBIKAMH  JOKYMEHTAJIBHOTO  OGOpPMIICHUS
pELIEHHI TOpU BHEAPEHUU TEXHOJOTMYECKHUX, IPOAYKTOBBIX
WHHOBallMA WJIM OPraHU3allMOHHBIX M3MEHEHUU B JEATEIbHOCTH
opranu3aiunyCBo0OHO  peanu3yeT  OCHOBHBIE  NPUHIIMIIBI
ONTUMAJIBHOTO odopmiteHus perieHuit B yIpaBIeHUN
ONEepalOHHOU (IpOM3BOJICTBEHHOM ) JIEATENbHOCTH
opranuszammiffHa Bompocsl OTBE4aeT KpaTko, apryMEHTHPOBAHO,
YBEPEHHO, I10 CyHIECTBYY|

MK-11

B nonHom oObeMe BiazeeT HaBBIKAMHM NPUMEHEHHS MOTYYEHHBIX
JaHHBIX B XoJe aHanu3a wuHpopmammu I (HOPMHUPOBAHUS
MH(POPMALMOHHOTO 00ECHeYeHns YYaCTHUKOB OpraHU3allMOHHBIX
poekToBCBOOOIHO aHAIM3UPYET HA MpaKTHKE WHPOPMALUIO O
(YHKIMOHUPOBAaHUM CHCTEMBl BHYTPEHHETO JIOKYMEHTOO0OpOTa
OpraHu3aIiy, BeleHus 0a3 JaHHBIX M0 Pa3TUYHbIM Moka3areniM{Ha
BONPOCHI OTBEYAET Kparko, apryMEHTHPOBAHO, YBEPEHHO, IO

CyLIECTBYY

[K-20

CBoOOAHO  HpUMEHAET  NPUMEHATh  OPraHU3alMOHHBIE U
pacropsiiuTeNbHble  JOKYMEHTHI ~ IpU  CO3JAaHMM  HOBBIX
NPEANPUHUMATEIbCKUX  CTPYKTYypYB  momHoi mepe  Buaaeer
HaBbIKAMHU TPAKTHYECKOTO TMPUMEHEHUS 3HAHUWA MO COCTaBJICHUIO
OpPTaHU3AIMOHHBIX M PACHOPSAUTENBHBIX JOKYMEHTOB TI0 CO3/1aHUIO
NPEANPUHUMATENECKUX CTPYKTYp HOBOTO TUHAY|
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«XOPOIIIO
(70 - 84 6amoB)

OIIK-1

JlocTaToyHO CBOOOIHO OPHEHTUPYETCS B OCHOBHBIX TEXHHMKAX
IIOMCKAa HOPMATHUBHBIX W IIPaBOBBIX akToBYBianeer ornenbHbBIMU
HaBbIKAMH  aHaJM3a  MpO(ECCHOHANBHOM  JEATENbHOCTH B
COOTBETCTBHMHM C HOPMAaTHBHO-TIPABOBBIMU JOKyMEHTaMH chepbl
obpazoBanus{MoxkeT peanu30BaTh MPUHUMATH YIIPABICHUYECKUE
peuieHuss Ha OCHOBE aHajiu3a HOPMAaTMBHBIX M IIPAaBOBBIX
JOKyMEHTOB B CBOe npodeccuoHanbHoll aesrenbHocTHYBomnpocsl,
3a/laBacMble  IIPENOJABATEIIEM, HE BBI3BIBAIOT  CYILIECTBEHHBIX
3arpyaHeHUNY

I1K-8

OpueHTupyeTcss B acHekTax JOKYMEHTAJIbHOTO 0(OpMIICHUS
penieHuit B YIpaBICHUW ONEPANMOHHON (ITPOM3BOICTBEHHOM)
JEeSTeIbHOCTH OpraHu3alii MpH BHEAPEHUH TEXHOJIOTUYECKUX,
MIPOAYKTOBBIX WHHOBAIIHH WIH OpraHU3aIlMOHHBIX
n3MeHeHniBnageer OTOEIbHBIMU HaBBIKAMH JIOKYMEHTAJIbHOIO
opopmiileHUs  pelIeHWH TpU  BHEAPEHUM  TEXHOJOTUYECKUX,
MPOAYKTOBBIX WHHOBALIMM WM OPraHU3allMOHHBIX H3MEHEHUI B
JEATeNIbHOCTh  OopraHuzanuu{MoxeT  peaau3oBaTb  OCHOBHBIE
MPUHILIMIIBL ONTHUMAJIBHOTO O(QOPMIICHUS PEHICHUH B YIpPaBICHUU
OTIePaIIMOHHOMN (TIpOM3BOICTBEHHOM ) JeSATeTLHOCTH
opranm3anuitYBonpocel,  3amaBaemble  TpenogaBaTeieM,  HE
BBI3BIBAIOT CYILIECTBEHHBIX 3aTPyIHCHUIY

MK-11

OTHOCHUTENHHO CBOOOAHO aHATIM3UPYET Ha MPAKTUKE HHPOPMAIUIO O
(YHKIMOHUPOBAaHUM CHCTEMBl BHYTPEHHETO JIOKYMEHTOOOOpOTa
OpraHu3anuy, BeJeHus  0a3  JaHHBIX 10  pa3jIMYHBIM
nokazarensaM{Bnaneer OTHENBHBIMM  HaBBIKAMU pUMEHEHHUS
MOJYYCHHBIX JAHHBIX B XOA€ aHaiuu3a WHPOpPMaUUU s
dbopmupoBanuss HUHDOPMALMOHHOTO  OOECIICUCHHS]  YYACTHHKOB
OpTaHU3aIMOHHBIX TPOEKTORY

[K-20

OTHOCUTENBPHO CBOOOIHO TPUMEHSET OCHOBHBIE TMPUMEHSATH
OpTraHU3aI[MOHHBIC U PACTIOPSIIUTENIbHBIC TOKYMEHTHI MIPU CO3JaHUU
HOBBIX MpPEANPUHUMATENLCKUX CTpyKTypyBrageer otaensHbIMU
HaBBIKAMHU TPAKTHYECKOTO NMPUMEHEHUS 3HAHUWA IO COCTaBJICHUIO
OpPTaHU3AIMOHHBIX M PACIOPSAUTENBHBIX JOKYMEHTOB TI0 CO3/1aHUIO
NPEANPUHUMATENECKUX CTPYKTYp HOBOTO TUHAY|

«YIOBJIETBOPUTEIHHOY
(50 - 69 6amnoB)

OIIK-1

Cnabo opueHTUpyeTcsl B OCHOBHBIX TEXHUKAX MOMCKAa HOPMaTUBHBIX
U TpaBOBBIX akTOBYJ{eMOHCTpUpYyeTCS HE OOCTaTOYHOE BIAJCHUE
HaBbIKAMU  aHaju3a  MNpoQecCHOHAIbHOW  NeATEeIbHOCTH B
COOTBETCTBMM C HOPMAaTHUBHO-IIPABOBBIMU JOKYMEHTaMH C(epsl
oOpa3zoBanusy3aTpyaHseTcs] TPUHUMATh YNPABICHUYECKHE pPELICHHS
Ha OCHOBE aHaJIM3a HOPMATUBHBIX U MPABOBBIX JOKYMEHTOB B CBOEH
npodeccuoHaIbHOM nearenbHocTUYBornpockl, 3a71aBaeMble
MIPETo/1aBaTesieM, BbI3bIBAIOT 3aTPYIHEHUSAY

I1K-8

3arpynHseTcs ~ NPUMEHSATh  OCHOBHBIE — MPHUHLIMIBI  OH3HEC
IUTAHUPOBAHMSI CO3JIaHUS W Pa3BUTHUA HOBBIX  OpraHu3alui
(HampaBlIeHUA JAESATENBHOCTH, TPOoAyKTOoB){Braxeer enumHWUYHBIMU
HaBbIKaMU OW3HEC-TJIAHUPOBAHUS CO3JaHUSl M Pa3BUTHS HOBBIX
OpraHu3anuil (HarpaBIeHUHN ACATEIHHOCTH, MPOITYKTOB)Y

IK-11

3arpyaHseTcs aHAIM3HPYeT Ha MpaKTHKe WHPOPMALUIO O
(GYHKIIMOHUPOBAaHUHM CHCTEMBI BHYTPEHHETO JIOKYMEHTOO0OpOTa
OpraHu3alyu, BeJeHHs  0a3  JaHHBIX 10  pa3jIHYHBIM
nokazaremsiMBnaseer eOIUHUYHBIMH  HaBBIKAMH  NPUMEHEHUS
MOJYYCHHBIX JAHHBIX B XOA€ aHaiuu3a WHPOpPMAaUU s
dbopmupoBaHus  WHOOPMAITMOHHOTO  OOECIIEYEHUsT YYaCTHHUKOB
OpTaHU3aAIMOHHBIX TPOEKTORY
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I1K-20 3arpynHsAeTCs NPUMEHATh OCHOBHBIE NPUMEHATh OpraHU3aL[MOHHBIE
U pacHopsOuTENbHBIE  JOKYMEHTBI IIPM  CO3JaHUM  HOBBIX
MIPEANPUHUMATEIBCKUX CTPYKTYpYBilageer enMHMYHBIMUA HaBBIKAMU
IIPAKTUYECKOTO  INPUMEHEHHs  3HAHMM 10  COCTaBIECHUIO
OpPraHU3ALMOHHBIX U PACIOPSAUTEIBHBIX JOKYMEHTOB 110 CO3aHUIO
MIPEANPUHUMATEIBCKUX CTPYKTYP HOBOIO THIAY|

OIIK-1 He opuenTupyercst B OCHOBHBIX TEXHUKaX MOMCKAa HOPMATHBHBIX U
paBoBbIX akTOBIHe MOXeT mpoaeMOHCTPUpPOBaTh HABBIKM aHAJIN3a
npodeccuoHanbHON NEeSITEIIbBHOCTU B COOTBETCTBUH c
HOPMaTUBHO-TIPaBOBBIMHU JTOKyMeHTaMu cdeprl obpazoBanusfHe
MOKET NMPUHHUMATh YNpaBICHUECKHE pPElIeHHs Ha OCHOBE aHalu3a
HOPMaTHBHBIX u MIPABOBBIX JIOKYMEHTOB B cBoeit
npodeccuoHanbHOM  AesTenpHOoCcTHYHenmpaBuiapsHO oOTBEyaeT Ha
MOCTaBJICHHbIE BOIIPOCHI HIIN 3aTPYIHSIETCS C OTBETOMY

K-8 He mMoxeT nmpuMeHHUTh OCHOBHBIE MPUHIIUIIBI OU3HEC TUTAHHUPOBAHUS
CO3/aHMsl M Pa3BUTHUA HOBBIX OpraHu3aluid (HampaBieHUN
NEATEeIIbHOCTH, npoaykToB)YHe BIIAJICET HaBbIKAMH

OM3HEeC-TNIaHUPOBAHUSL CO3JAHUS M PA3BUTHSI HOBBIX OpraHu3alui

«HEYOOBJICTBOPUTCIBHO» o
A p (HampaBIIEeHUH EATETLHOCTH, TIPOAYKTOB)|

(menee 50 6amoB)

IK-11 He wMoxer aHaim3WpoBaTh Ha TMpakTUKe HHDOpPMALHIO O
(GYHKIIMOHUPOBAaHUHM CHCTEMBI BHYTPEHHETO JIOKYMEHTOO0OpOTa
OpraHu3aIiy, BeJIeHUs 0a3 JaHHBIX N0 Pa3JIMYHBIM roka3aresiMiHe
BJIaJIc€T HABbIKAMH TPHUMEHEHHS TIIOJyYeHHBIX TaHHBIX B XOJIE
aHanu3a wuHpopmaruu st GOpMUPOBAHUS HH(POPMAITMOHHOTO
00eCTIeYeHNs] YYaCTHUKOB OPTaHU3AI[MOHHBIX TPOEKTORY|

I1K-20 He Moxer npuMEHATh OpPraHU3allMOHHBIE U PACIHOPSAUTEIIbHBIC
JOKYMEHTBI IPH  CO3JAHMM  HOBBIX  IIPEANPUHUMATEIBCKHUX
crpykrypYHe Biageer HaBbIKaMU IPAKTUYECKOIO IPUMEHEHHUS
3HAHUM 10 COCTABJICHUIO OPraHU3ALMOHHBIX U PACHOPAIUTEIbHBIX
JOKYMEHTOB 110 CO3JaHUIO IIPEANPUHUMATEIBCKUX CTPYKTYpP HOBOIO
Thna¥

5. MeTonnueckue ykazaHusi AJisi 00y4a0IIUXCS 110 OCBOCHUIO M CHUILTHHBI (MOLYJIS)

5.1 MeTtoandeckue yka3aHus IO OPTaHU3aIlMN CaAMOCTOSTEIBHOM PabOThI 00YUYaIOIIUXCSI:

[Ipuctynas K W3y4eHUIO TUCIUIUIMHBI, B MEPBYIO Odepelb OO0ydaromuMmcsi HEOOXOAMMO O3HAKOMHUTHCS
comepx)aHueM paboueil mporpammbl nuctuiumHbl (PIT[]), xotopas ompexaenser coaepxaHue, o0beMm, a
TaKKe MOPSAIOK U3YUCHHsI U MTPETIOaBaHus yIeOHOM TUCIUILIMHEL, €€ pa3/iena, YacTu.

J171 caMOCTOSTENbHOM paboThl BaXKHOE 3HaYEHHE UMEIOT pa3zeisl «O0beM U collepikaHne AUCIUTITMHBD),
«YuebHo-MeTonyeckoe U HHGOpMaIIMOHHOE 00ecieyeHIe TUCIUIUIUHBD U «MaTepruaabHO-TEXHUYECKOe
obecrnieueHre JUCITUTUIMHBI, TpOrpaMMHOE obecreueHue, MpodecCHoHaIbHBIC Oa3bl TaHHBIX U
MH(OPMAIIMOHHBIE CIIPABOYHBIE CUCTEMBI».

B pazmene «O0beM u copepkaHHE AMCHUIUIMHBDY YKa3bIBAIOTCS BCE pas3leibl M TEMbl H3ydaeMoi
JTUCLMIUTMHBL, @ TAK)KE BUJIbI 3aHATHI U TUTAHUPYEMBI 00BEM B aKaJIeMUYECKHUX Yacax.

B pasgene «YdeOHO-meTomumueckoe U HH(POpMaLMOHHOE oOecleueHrne AMCHUIUIMHBDY — yKazaHa
peKoMeHayeMasi OCHOBHAs U IONOJIHUTENbHAS JINTEpaTypa.

B paznmene «MarepuanbHO-TeXHUYECKOE OOeCIeueHue TUCIHUILIMHBL, TMPOrpaMMHOE oOecreueHue,
npodeccuoHanbHble 0a3bl JaHHBIX U HWH(GOPMAIMOHHBIE CIPAaBOYHBIE CHCTEMBD» COACPKHUTCS IEepeueHb
npodeccruoHanbHbIX 0a3 JaHHBIX U MHPOPMALIMOHHBIX CIIPABOYHBIX CHCTEM, HEOOXOIUMBIX AJII OCBOCHHUS
JTUCIUIUTAHBL.

5.2 PexomeHnanuu o0y4aronmMcs o padore ¢ TEOpeTUYeCKUMU MaTepraiaMy Mo TUCIUIUINHE

[Tpu u3ydeHnn 1 mpopadbOTKe TEOPETUICCKOTO MaTepraia HeOOXOaUMO:



- IPOCMOTPETH €1lIe pa3 npe3eHTaluo Jekuu B cucteMe MOODLe, noBTOpUTh 3aKOHCIIEKTUPOBaHHBIN Ha
JEKUMOHHOM 3aHATUM MaTepual M JOMNOJIHUTh €ro € YYE€TOM PEKOMEHJOBAHHOM IOMOJIHUTEIbHOU
JIUTEPATYPBL;

- IIPA CAMOCTOATEIbHOM M3Y4YEHHH TEOPETUYECKON TEMBI CAEIaTh KOHCIIEKT, HCIOJIb3Yysl PEKOMEHIOBAHHbIE
B PITJI ucrounuku, npogeccuoHanbHble 0a3bl JaHHBIX U HHPOPMALMOHHBIE CIIPAaBOYHBIE CUCTEMBI:

- OTBETUTD Ha BOIIPOCHI JIsI CAMOCTOATEIILHON pabOoThI, TIO TeMe MpecTaBieHHbIe B myHKTe 3.2 PIT/I.

- [P IOATOTOBKE K TEKYIIEMY KOHTPOJIIO HCIIOIb30BaTh MaTepuaiibl (hoHa oreHouHbIX cpencts (POC).
5.3 Pexomenmanuu mo paboTe ¢ Hay9HOU U y4eOHOM JIUTepaTypoit

PabGoTa ¢ OCHOBHOM M JONOJIHMUTENBHOM JHMTEPAaTYpOl SBISETCS IIaBHOM (POpMOI caMOCTOATENbHOM
paboThl M HEoOXOoOMMa MPH MOATOTOBKE K YCTHOMY ONpPOCY Ha CEMUHAPCKUX 3aHATHAX, K Jebartam,
TECTHUPOBAHHUIO, 3Kk3aMeHy. OHa BKIIOYaeT MpopabOTKy JIEKIMOHHOTO MaTephalia M pPEeKOMEHIOBAHHBIX
HCTOYHHMKOB U JINTEPATYPHI 110 TEMATHKE JIEKLIUH.

KoHCHeKT JIeKInu JOJKEeH coliepKaTh peepaTuBHYIO 3alIUCh OCHOBHBIX BOIPOCOB JICKIIUH, B TOM YHUCIIE C
ornopoii Ha pa3MmeneHHble B cucteme MOODLe mpe3eHTany, OCHOBHBIX MCTOYHUKOB M JIUTEPATYpPhl IO
TeMaM, BBIBOJBI MO KaXAOMY Bompocy. KOHCIeKT MOXKeT OBITh BBITIONHEH B paMKax pacliedyaTKd BbIIa4uH
Mpe3eHTAlUi JIEKIUH WM B OTACNIbHOW TeTpaau mo mpeamery. OH JOKEH ObITh aKKypaTHBIM, XOPOIIO
YUTAaEMBbIM, HE COAEPIKaTh HE OTHOCALIYIOCS K TeMe HH(POPMAITUIO HITH PUCYHKH.

KoHcnieKkThl HayyHOW JHUTEparypbl NMPU CaMOCTOSATENbHOM IOATOTOBKE K 3aHATHUAM JOJDKHBI CONEPIKaTh
OTBETHl HA KaX/bli TOCTAaBICHHBIH B TEME BONPOC, MMETh CCHUIKY Ha HCTOYHHK WH(POpPMALUU C
00s13aTeNbHBIM YKa3aHUEM aBTOpAa, HAa3BaHMS W TOJa HU3AAHUS HCIOJNb3YeMOH HaydyHOW JHMTEpaTyphl.
KoHcniekT MoOXeT ObITh ONOpPHBIM (COAEpXkAaTh JIUIIb OCHOBHBIC KIIIOUYEBbIC MO3MIMHU), HO TPH 3TOM
MO3BOJISIIOIMM  JIaTh TIOJIHBIA OTBET IO BOINPOCY, MOXET ObITh MOAPOOHBIM. OO0beM KOHCHEKTa
OIIPENIETSAETCS CAMUM CTYIACHTOM.

B nporecce paboThl ¢ OCHOBHOM U JOTIOTHUTEIIBHON JTUTEPATYPOH CTYICHT MOXKET:

- JenaTh 3allUCU IO XOAy 4YTE€HHS B BMJIE NPOCTOr0 WIM Pa3BEPHYTOro IIaHa (co31aBaTh IEPEUYEHb
OCHOBHBIX BOIIPOCOB, PACCMOTPEHHBIX B UCTOYHHKE);

- COCTaBJATH Te3HUCHl (LMTHpOBaHHE HauOoOJee BAKHBIX MECT CTaTbu MJIM MOHOTpaduu, KOPOTKOE
U3JI0KEHUE OCHOBHBIX MBICJIEH aBTOpA);

- TOTOBUTH aHHOTAIMH (KpaTKoe 0000I1eHe OCHOBHBIX BOIIPOCOB PabOTHhI);

- CO3/1aBaTh KOHCIIEKTHI (Pa3BEPHYTHIC TE3UCHI).

5.4. PexoMeH1a1tuy MO NOATOTOBKE K OTAENIBHBIM 33aHUAM TEKYIIETO KOHTPOJISA

CoOecenoBaHue TmpeanoyaraeT OpraHU3alUI0 Oecelbl MpernojaBaTeiss €O CTYIEHTaMH II0 BOIpOcaM
IIPAKTUYECKOTO 3aHATUS C LENbl0 0ojee OOCTOATENBHOIO BBISBICHUS UX 3HAHUN IO ONPEAEICHHOMY
paszmeny, TeMe, npolieme M T.II. Bce uieHbl Ipynmbsl MOTYT ydacTBOBaTb B OOCYKICHHH, 100aBISTH
MH(POPMALUIO, TUCKYTUPOBATh, 331aBaTh BOIPOCH! U T.1.

YCTHBIA OMpOC MOXKET TMPUMEHATHCS B pa3audHbIX (Qopmax: (QpoHTaIbHBIN, WHIWBUIYAIBHBIN,
KOMOMHUPOBaHHbII. OCHOBHBIE Kau€CTBA YCTHOTO OTBETA MOJUIEXKAILETO OLICHKE:

- IPaBUJIBHOCTB OTBETA IO CONEPIKAHHUIO;

- IOJTHOTA U TIIyOuHa OTBETA;

- CO3HATEJIBHOCTh OTBETA;

- JIOTHKA U3JI0KEHUS MaTepuaa;

- PallMOHAIILHOCTD MCIIOJIb30BAHHBIX IIPUEMOB U CIIOCOOOB PELIEHUs OCTABICHHON yueOHOil 3a1auy;

- CBOEBPEMEHHOCTh M 3((EKTUBHOCTH MCIIOIB30BAHUS HATNISIHBIX MOCOOMHA M TEXHUYECKUX CPEICTB IPH
OTBETE;

- HCII0JIb30BAaHUE JIONIOJHUTEIBHOTO MaTepraa;

- PalIMOHAJILHOCTb HUCIIOJIBb30BaHUS BPEMEHH, OTBEJCHHOIO Ha 3a/laHNE.

YCTHBIM OIIPOC MOXKET CONPOBOXKAATHCS IMPE3ECHTALUEH, KOTOpas IMOATOTaBIMBAECTCA IO OAHOMY U3
BOIIPOCOB MPAKTHUYECKOTO 3aHATUSA. [Ipy BRICTYIUIEHHH ¢ Mpe3eHTalnueld HeoOXoauMo oOpamarb BHUIMaHUE
Ha TaKU€ MOMEHTBI KaK:
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- cofep)KaHUE MPE3CHTAlMN: AKTYaJIbHOCTh TEMbI, MOJHOTA €€ PACKPBITUS, CMBICIOBOE COJAEp)KaHUE,
COOTBETCTBHE 3asIBICHHOW TEMBI COJIEPKAHHUIO, COOTBETCTBHE METOAMYECKUM TPEOOBAaHUAM (IIETTH. CCHUIKU
Ha PeCypChl. COOTBETCTBHE COJEPXKAHHUS M JUTEPaTyphl), MPaKTHYECKash HAlpaBIE€HHOCTb, COOTBETCTBHE
coziepKaHus 3asiBICHHON (opMe, aleKBaTHOCTh UCIIOJIb30BaHUS TEXHHUUECKUX CPEJCTB yUEOHBIM 3a1adam,
MOCIIEIOBATEILHOCTD U JIOTHYHOCTb MPE3CHTYEMOT0 MaTrepuara;

- odopmiieHHE TMpe3eHTalMu: 00beM (ONTUMAIbHOE KOJIWYECTBO), IHM3aiiH (YMTaeMOCTb, HAJIWYHE HU
COOTBETCTBHE TpapUKd W aHUMAIMM, 3BYKOBOE OQOpMIICHHE, CTPYKTYypUpOBaHHE HWH(POpPMALUH,
COOTBETCTBHE 3asBJICHHBIM TpPEOOBAHUSIM), OPUTHHAIBHOCTH OGOPMIICHHS, 3CTETHKA, HCIIOIb30BaHHUE
BO3MO)KHOCTH ITPOTPaAaMMHOI CpeJibl, COOTBETCTBHE CTaHIapTaM 0(hOpMIICHUS;

- IMYHOCTHBIC Ka4eCTBa: OPATOPCKUE CIIOCOOHOCTH. COOMIONEHHE PErIaMEHTa, SMOLMOHAIBHOCTD, YMEHHE
OTBETHUTbH Ha BOIPOCHI, CHCTEMATU3UPOBAHHBIE, TITyOOKHE 1 TIOJIHbIE 3HAHUS 110 BCEM pa3JiesiaM IpOrpaMMBI:

- CcoJepXaHWE BBICTYIUICHHUS: JIOTUYHOCTh W3JIOKCHHUS Marepualia, PacKpbITUE TEMBI, JIOCTYITHOCTh
m3noxkeHus, dPdexTuBHOCT npuMeHeHust cpeactB WKT, cmocoObl ©u  yClIOBHS  JTOCTHIKCHHUS
PE3yABTaTUBHOCTH M IPGEKTUBHOCTH AJIsS BBIONHEHUS 3a/ad CcBoed MpodeccHoHANbHOW WU yueOHOU
JEeSTeNbHOCTH, JOKA3aTeIbHOCTh MPUHUMAEMBIX PEIICHUHN, YMEHHE apryMEHTHPOBATh CBOM 3aKIIIOUYCHUS,
BEIBO/IBI.

6. YueOHO-MeTOnM4YecKoe 1 HHPOPMALMOHHOE o0ecriedeHre JUCHMIITHHbI

6.1 OcHoBHas UTEpaTypa:
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- 96 c.

6.2 JlonosHUTENBHAS IUTEpPATYpA:
1. Kopuees U. K., [Tmenko A. B., Mamypues B. A. JlokyMeHTUpOBaHUE yIPaBIEHUYECKON AESITEIBHOCTH +
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Tekcer : anexrponnsrii // OBC «FOPAUT» [caiit]. - URL: https://urait.ru/bcode/450470

2. KproxoBa H.I1. JlokymMmeHTHpOBaHHE yIPaBICHUECKON ASSITENLHOCTH : y4eb. mocobue. - M.: UTHDOPA-M,
2014. - 268 c.
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6.3 VHbIe NCTOUHMKMU:

1. bubmuorexa 'OCToB - www.vsegost.com

2. becrinarasie onmaitd ypoku 1C:IIpeanpustue 8.3 u 1C:IIpennpusitue 8.2 - http://1c-uroki.ru/
3. bubnnoreka HayuHOM U yueOHOM uTepatypsl - http://sbiblio.com

4. HanmmonanbHbiit OTKPBITHIN YHUBepcuTeT « MHTYUT» - http://intuit.ru/

5. DnekrpoHHast OMOIMOTEKa y4eOHUKOB 715 BY30B - http://4du.ru/

7. MaTepuaibHO-TeXHHYECKOe o0ecnedeHue M CHUIIMHBI, IPOrPpaMMHOe odecrieveHne,
npodeccuoHaIbHbIe 0a3bI JAHHBIX U HHPOPMAIIMOHHBIE CTIPABOYHbIE CHCTEMbI

I[JIH MMPOBCACHUA 3aHATUN 110 JUCHUITIINHE HGOGXO,Z[I/IMO CJICAYIOIICC MAaTCpUAJIbHO-TCXHUYCCKOC
OGCCHC‘-IGHI/ICZ yqe6HHe AyaIuTOpruu JId TIPOBCACHUA 3aHATUN JICKIUOHHOI'O M CCMHUHAPCKOT0 THIIA,
IPYIIIOBbIX M HHIUBHUIYaJIbHBIX KOHCYJIBTALMM, TEKYLIEr0 KOHTPOJIA M IPOMEXKYTOYHOM arrecTalud,
IIOMCIICHUSA OJIs1 CaMOCTOSITEIILHOU pa6OTI:I.
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VY4eOHble ayTUTOPUN U MIOMEIICHHUS ISl CAMOCTOSTEILHON pabOThl YKOMIUIEKTOBAHBI CHICIIMATM3UPOBAHHOM
MeOeNbI0 U TEXHUYECKUMHU CPEACTBAMHU 00yUeHHUsI, CITy>KalllUMHU JJIsl TIPeACTaBIeHUs yueOHoM nHpopManuu
OO0JIBIION ayTUTOPHH.

[TomereHust 111 CaMOCTOSITEIbHON pabOThl YKOMITJIEKTOBAHBI KOMIIBIOTEPHOW TEXHUKOM C BO3MOXKHOCTBIO
MOAKITFOYEHHUS K ceTn "UnTepuer” u obecrieueHrEeM JloCTyna B AIEKTPOHHYIO
nH(pOPMAITMOHHO-00pa30BaTEIBHYIO CPeNy YHUBEPCUTETA.

Jlnst mpoBeeHusl 3aHATHI JICKIIMOHHOTO THIIAa UCTIONB3YIOTCS HAOOPBI IEMOHCTPAILIMOHHOTO 000PYI0BaHUS,
00ecreYnBaroIe TEMaTHYEeCKHE WILTIOCTPAIH (TIPOEKTOP, HOYTOYK, SKpaH/ MHTEPaKTUBHAS JOCKA).
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