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1. lean u 3agaun AUCHUATIHMHBI
1.1 Henp qucuuruivHel — GopMUpOBaHUE KOMIIETEHIIHIA:

I[IK-2 Cmnocobern ocymecTBIaTh 00pabOTKy IOKYMEHTOB Ha BCEX JdTamax JIOKyMEHTOOO0OpOTa,
CUCTEMAaTHU3allMI0, COCTABIIEHNE HOMEHKJIATYPHI JIeJ, SKCIIEPTU3Y [IEHHOCTU M XpaHEHHE JOKYMEHTOB

IIK-6 Cnocoben mpuHUMAaTh ydacTHE B pa3pabOTKe M BHEIPEHUHU JIOKAJBbHBIX HOPMATHUBHBIX aKTOB TIO
JOKYMEHTAI[MOHHOMY O0O€CIIeUeHHUI0 YIpaBICHHUS OpraHu3anuen

1.2 Tumbl 3amad mpodecCHOHATBHOW JEATETbHOCTH, K KOTOPBIM TOTOBATCS OOydYaroluecs B paMKax

OCBOCHHA NJUCLHMITIIIMHBI:

- OpPraHMU3aLMOHHO-YIIPABICHYECKUN

- TEXHOJIOTUYECKUN

1.3 JIucuumniauHa OpHEHTHPOBAaHA HA MOATOTOBKY OOydYaromuxcs K MpodeCCHOHAIBLHON JEsATEIPHOCTH B
cthepe: 07 AIMUHHUCTPATUBHO-YIMpaBiieHYeCKast U oUCHAS JAeATEIBHOCTh (B chepe OpraHu3allmOHHOTO U
JOKYMEHTAI[MOHHOTO 00eCTIeYeH sl YIIPABIECHUS! OPTaHU3alMsIMHU )

1.4 B pesynbrare 0CBOCHHSI TUCIUILUIUHBI Y 00YYaromIMUXCsl TOJKHBI ObITH COPMUPOBAHBI:

O0001IeHHBIC TPYIOBBIE
(hyHKUMY / TPYAOBBIC
(GbyHKUMY / TPYyZOBBIC MU
npohecCHOHATTLHBIC
JeWcTBUs (IPU HATUYAU
npodcranaapra)

Kox u HauMeHoBanue
komreteHIm OI'OC BO,
HeOOXOaUMOM I
(hopMHUPOBAHUS TPYOBOTO
WM podecCHOHATBHOTO
JeHCTBHS

I/IH,I[I/IKEITOI)LI JOCTHIXXCHUSA KOMHGTGHHI/If/’I

[IK-2 Cnocoben
OCYIIECTBIIATE 00pabOTKY
JOKyMEHTOB Ha BCEX dTarnax
JIOKyMEHTO000pOTa,
CHCTEMAaTH3AIIHIO,
COCTaBJICHUE
HOMEHKJIATYPHI JIeT,

OcymecTBIIeT OpraHU3alni0 JOKyMEHTO000pOTa, IIpUeM
W TEpPBHYHYIO 00pabOTKy, PErHcTpalyio, KOHTPOIb 3a
WCTIOJIHEHUEM, OTIIPABKY JOKYMEHTOB

OcCyIecTBIIET  CHCTEMATH3AIMI0  JTOKyMCHTOB u
dbopMupoBaHUE €N, COCTaBIICT HOMEHKIATYpy e,

BeleT  MH(GOPMAIMOHHO-CIIPABOYHYIO abo o

9KCIIEPTU3Y [IECHHOCTH U A (bopman p y paboty
JOKyMEHTaM OpTraHu3aIiu

XpaHEeHUE JIOKYMEHTOB

[TIK-6 CriocobeH npuHUMATh | AHATN3UPYET JIOKyMCHTAITMOHHOE obecnieueHne

y4acTue B pa3paboTKe U
BHEJIPCHUU JIOKATTbHBIX
HOPMATHBHBIX aKTOB T10
JOKYMEHTAIIUOHHOMY
00ecIIeueHUIO YIIPaBICHUS
opraHu3anueit

yIpaBJICHUs] OpraHu3alueil u pa3padaThiBacT JIOKaJIbHbIC
HOpMAaTHBHBIE AaKThl (MHCTPYKIUH, TIOJIOXKEHHUS) TIO
BOIIPOCaM YIIPaBIICHUS JOKyMEHTaLeH

1.5 CornacoBanue MEXAUCITUTUTMHAPHBIX CBA3ECH MUCIUTIINH, 00€CTIEYNBAIOIINX OCBOCHUE KOMITCTCHITHI:

[IK-2 Cnocoben

OCYLIECTBIIATh

00paboOTKy  JTOKyMEHTOB

Ha BCECX 9Tarax

,Z[OKYMGHTOOGOpOTa, CUCTCMATHU3alnl0, COCTABJICHHUC HOMCHKJIATYPBI [CJI, SKCHICPTU3Y
HCHHOCTHU U XpaHCHUC JOKYMCHTOB

No HanmenoBanme
n/m JIACLIVIUINH,
OTIPEIEIISIOIINX
MEKTUCIUTUTHHAPHEIE
CBS3U

®dopma
obydeH
us

Ounas
(cemect

p)

516

—

ApXHBOBEIEHUE

+




2 | Aenonpou3BOACTBO +
o 0OpaIIeHUusIM
rpaxaan

3| Aenonpous3BocTBO +
o oOpaIIeHusIM
TpaXKJaH B OpraHax
rOCyAapCTBEHHON
BJIACTH

4| 1oKyMEHTHpPOBaHNE +
paboTsl 1o
oOparteHusM
rpaxkaaH

5 |Opranuszanus padoTs | +
¢ oOpaleHusIMU
rpakaaH

6 | Texnomornueckast + | +
MPaKTHKA

[IK-6 CnocobeH mnpuHMMATh y4yacThe B pPa3pabOTKE U BHEAPEHHM JIOKAJIBHBIX
HOPMAaTHBHBIX aKTOB MO JOKYMEHTAI[HOHHOMY O0ECIIEYCHUIO YIIPaBICHHUs OpraHu3anuei

Ne HanmenoBanwme ®opma oOyueHus
/1 JIACLIVIUINH,
OuHas
OTIPEJICIISIOIINX
(cemecTp)
MEXTUCIUTUIMHAPHBIE T35 T6l7 T3
CBSI3U
1 |ApxuBoBeieHUE + | +

2 |Uudopmanmonnoe u | +
apXHUBHOE TPAaBO

3 | [Ipemnurmomuast +
MPaKTHKA

4 |IIpoexkTupoBanue + | +
CUCTEM yIpPaBICHUA
JIOKyMEHTAaIuen

2. MecTo nucuuiuiaabl B cTpykrype OII 0akanaBpuara:

JuctumuinHa «OpraHu3anusi 1 TEXHOJIOTHUS JOKyMEHTAIIMOHHOTO 00ecreueH sl yIpaBlIeHUs» OTHOCUTCS K
yacT, popMupyeMoil yuacTHuKaMu 00pa30BaTeIbHBIX OTHOLIEHHUH, ydeOHoro mana OIl mo HamnpaBieHUIO
1oarotoBku 46.03.02 - JIokyMEHTOBEIEHUE U apXUBOBEACHHUE.

I[I/ICI_[I/IHHI/IHa ((OpFaHI/I?)aL[I/ISI N TCXHOJIOTHA JOKYMCHTAITUOHHOI'O OGCCHC‘-IGHI/IH YHpaBJICHUA» U3YHACTCA B
4, 5 cemectpax.

3.00beM u conepxaHue TUCUUILIUHBI
3.1.00peM qucrmIuiiHEL: 11 3.€.
Ouynas: 11 3.e.

Ounas

Bup yueOHOIT paboThI
Ay p (Bcero yacos)

OO0mas Tpyn0éMKOCTb 1M CHUILTTHHBI 396
KonTaktHas pabora 234
Jlexuu (Jlexiun) 102
[Tpaktuueckue (IIpaxr. pab.) 132
CamocrosrenbHas padota (CP) 124

Kypcosas pabora 2




OK3aMeH

36

3auer

3.2.ConepxaHue Kypca:

Ne
TEMBI

HazBanue
paszzerna/TeMsbl

Bun yuebHo
pabotsl, yac.

Jlex
805051

IIpa
KT.

pao.

CP

O

O

DOpMBI TEKYILETO
KOHTPOJIS

4 cemec

Tp

[Ipenmer,
COZIEp)KaHKE U
3a/1a4M Kypca
«Opranuzanus u
texHosorun JJOY»

10

Pemrenne
MPAKTUIECKUX
3ama4 (BeimonHeHue
MPAKTUIECCKUX

3aJIaHHM )

Uctopus
JIEIOTIPOU3BO/ICTBA
B Poccum

10

CeMuHapckoe
3aHATHUE;
[Tucemennas pabota
(ITucemennas
CaMOCTOSITeNIbHAs
pabora)

HopmarusHo-MeTon
nueckas 0aza IOY

10

BeicTymuienue ¢
JOKJIaZIOM
(KonTponbHbIit
cpe3); [lucemennas
pabora
(ITucemennas
CaMOCTOSITENIbHAS
pabora);
CemuHapckoe
3aHsTHE

Opranuzanus
ciryx06s1 JJOY

10

10

Tectuposanue;
[IuceMeHHas pabora
(ITucemennas
CaMOCTOSITENIbHAS
pabora)

Opranuzanus
JTOKyMEHTO00O0poTa

10

10

IToaroroska u
3amuTa
Mpe3EHTAUI
(ITonroroBka
IIEKTPOHHON
MPE3CHTAINN);
[IuceMenHas pabora
(TecTupoBaHue)

Perucrpanus
JIOKYMEHTOB

10

10

[IuceMenHas pabora
(TecTupoBaHue);
BeicTynuienue ¢

JIOKJIaZIOM
(KonTponbHbIit

cpes)

5 cemecTp




7 WNudopmanmonHo-c CemuHapckoe
MpaBouHas CHETeMa | ¢ | 10 | 14 3aHATHE;

0 TOKyMEHTaM [TuceMenHast pabora
OpraHu3aluu (TecTupoBaHue)

8 Kontpons 3a [IuceMenHas pabora
HCIIOJHEHUEM 8 8 8 (TecTupoBaHue)
JTOKYMEHTOB

9 Homenknarypa nen: [Tucemennas pabota
METOIMKA 2 110110 (ITucemennas
COCTAaBIICHUS U CaMOCTOSITeNIbHAS
MIPUMEHEHUS pabora)

10 Opranuzanus BricTymenue ¢
TEKYILEro XpaHeHus | ;o | 1o | g JIOKJIaZIOM
JIOKYMEHTOB (KoHTpOnbHBIH

cpes)

11 IlonroroBka nen u TecTtupoBanue;
MOPSAJIOK Mepeaavyn [TucemenHas pabora
JIeJT B apXUB IS 10 | 10 | 10 (ITucemennas
JabHENIIero CaMOCTOSITeNIbHAs
XpaHCHUS pabora)

12 ApxuBHOE [Tucemennas pabota
XpaHCHHE 2 2 | g (ITucemennas
JOKYMEHTOB U el CaMOCTOSITeNIbHAS

pabora)

13 DIEKTPOHHBII [Tucemennas pabota
JIOKyMEHTO000pOT 10| 8 | 8 (TecTupoBaHme)
OpraHu3aluu

14 JlokanbHbIE BricTymiienue ¢
CUCTEMBI 0l s |3 JOKJIaJIOM
JOKYMEHTO000pOTa (KonTponbHbIit

cpes)

Tema 1. [Ipenmer, conepxxkanue u 3aga4u Kypca «Opranuzanus u texsosoruu 10Y» (ITK-6)
Jlekumus.
[IpenMer w®  3agaum  Kypca, €ro Mecro B  0OOpa3oBaTeJbHONM  MIporpaMme  IHOATOTOBKU
CHEIHAIMCTOB-TOKYMeHTOBe0B. OO01I1e TpeOOBaHUSIMU K YPOBHIO MTOJITOTOBKH CIIELUAJIICTA, €0 3HAHUSAM
1 yMeHUsM B obnactu TexHonoruit JJOV.
JIOKyMEHTHpOBaHHUE YMPABICHUECKON IEATEILHOCTH W JIOKyMEHTAllMOHHOE OOCITY)KMBaHHE KaK TJIaBHAS
obecrnieunBaromias (YHKIMS YIPaBICHUS, BBINONHACMAs KaapaMH, HUMEIONMMH MPpodecCHOHAThHYIO
noaArotoBKy. COOTHOILIEHHE MOHSTHH <«JIOKYMEHTHPOBAHHUE», «JIEJIONMPOU3BOACTBO, «JIOKYMEHTALMOHHOE
oOecriedueHre ympapieHUs». VICTOUHWKHM AN M3Y4YeHHS Kypca. 3aKOHOMATENbHBIE aKThl M MaTepHalIbL.
PykoBonsiiue JOKyMEHTBI 10 cTaHAapTH3auu. Kiaccudukaropbl TEXHUKO-9KOHOMHYECKON U COMALHOM
uHpopMarmu. MeToandeckue peKOMEHIAIN B 00JacTH JEJONPOU3BOICTBA U apXUBHOTO jena. EnuHas
rOCyIapCTBEHHAs CHCTEMa JOKYMEHTAI[MOHHOTO oOecrieueHus ympaBieHus. Haydnas wu  ydeOHas
nureparypa. [lepuonnueckue nzganusa. HTEpHET-PECYPCHI.
IIpakTH4eckoe 3aHATHE.
Cemunap.
Bomnpocs! 1ast o0cyxneHus:
1. lenu u 3agaun kypca «Opranmuzanus U texHosnorus JJOVY» m ero mMecto B MOArOTOBKE CHEIUAIUACTA
JOKYMEHTOBE/IA.
2. TexHonornyeckas HanmpaBIeHHOCTb Kypca «Opranu3zanus u TexHosaorus JJ0OV».
3. Bompocsl JIOY Ha cTpanunax npogeccnoHaabHON MEPHOINKH.



4. [IpodeccronanbHbIE AEKTPOHHBIE pecypchl 1Mo Borpocam JJOY 1 BO3MOXXHOCTH UX UCMIOIB30BAHUS TIPU
MOATOTOBKE K 3aHSTHUSM.

3ananus 1J151 CAMOCTOSITEILHOI padoThI.

Coneprxanue 3a1aHus: Ha OCHOBE (POHIOB OMOIMOTEKN YHHBEPCUTETA M MOAMKMCHBIX KaTajaoroB Pocrnieuarn
COCTaBBTE CITUCOK MEPUOTNIYCCKHUX U3IaHui 110 Tipodiemam JIOV.

[Ipy caMOCTOSITENIBHOM  BBINIOJHEHUHM 3aJaHUSl CTYACHT JIOJDKEH BOCIOJb30BaThCs — aJIrOPUTMOM
TEMaTHYECKOro IMoucka WHGopMaly, yCcBOeHHbIM B Kypce «MHbopmanmonnas kyasrypa». OnHa u3
[JIaBHBIX 3a/la4, OOECHEeYMBAIOIIUX YCIEIIHOCTh MOKMCKa — MPaBWIbHOE BBIAEICHHE M (POpMyTUpOBKa
MepeyHs KIIOYEBbIX CIOB MOMCKOBOTO 3aIpoca.

I[Ipu pabore c¢ karamoramu Pocmedyatm BakHO OOpaTuTh BHHUMAaHHE Ha HalWYue B HUX
CIIPaBOYHO-TIOMCKOBOTO arapaTta M BOCIOJIB30BAaThCSA WM JUISI BBIABICHHSI TEPEYHS TEPUOIMUECKUX
W3JIaHUi 110 3a1anHoi TeMe. [Ipu paboTe ¢ kaTanoramu U KapToTeKaMu OMOTMOTEKH HaJ0 03HAKOMUTHCS CO
BCEM HMEIONIUMCSI B OHOIMOTEKE CIPaBOYHO-TIOMCKOBBIM ammaparoM U oco0oe BHUMAaHUE YACIHUTH
CHEIUATU3UPOBAHHBIM KApTOTEKaM TEPUOIUKH, HM3YYUTh HUX CTPYKTYPY M BBIIBUTH NPO(UIBLHBIE
MePUONYCCKIE U3AaHUS, OTPAKCHHBIC B HHX.

[Tpo6aeMbl TOKYMEHTALMOHHOTO OOECIEYeHUsI YTPABICHHUS HOCSIT MEXIUCIHUIUIMHAPHBIN XapakTep M
MOor yT OTpa)KaTLCH HC TOJIBKO B y3KOOTpaCJ'I€BI>IX CHeHI/IaHI/IBI/IpOBaHHBIX NU3JaHUAX. HOBTOMy, OHI/IpaHCB Ha
3aKOH paccesHus MH(OpMalMK, HEOOXOAMMO INPOAHAIM3UPOBATh KPYr H3MaHUM CMEXHOH TeMaTuKy,
CBA3AHHBIX C HpOGHeMaMI/I MCHCI’)KMCHTA, SKOHOMUKMU, praBJ'IeHI/IH HepCOHaHOM, KaIIpOBOfI JACATCIIbHOCTU,
apXHMBHOTO JIeJ1a, BHEAPEHUS HH(POPMAIIMOHHBIX TEXHOJIOTHIA U JIp., HA PEIMET OTPAXKEHUS B HUX MpoOsieM
JOV.

Brmmonnenune 3amanust odopmisiercss B Buie OuOmMorpaduyecKoro CIHCKa TEPUOAMYCCKUX H3IaHHI.
Cmmcok gemutcss Ha 2 pasmena: | - mepuommdeckwe usgaHus w3 QoHmoB Oubmmorexkm TIY, 2 —
MepUONYECKIUE U3IaHusl B Katajorax Pocmeuarn. BHyTpu pa3nenoB onvcanus U3MaHUA pacloyiaratoTcs B
andaBuTHOM Topsike. OmuUcaHus JOMKHBI BKII0YaTh HA3BaHUE U3/IaHMS, €T0 BUJI, IEPUOANYHOCTD BHIXO/A,
10 BO3MOXXHOCTH CBelleHHs 00 yupeaurtene u3fgaHus. CIUCOK JOJDKEH BKIIOYaTh HE MeHee 15 Ha3BaHUU
MEPUOANYECKUX U3TAHUM.

Tema 2. Uctopus nesonpoussoacrsa B Poccun (ITK-6)

Jlexnus.
Jlenonpou3BoICTBO IepuoAa 00pa30BaHUSI M YKPEIUIEHUS PYCCKOrO IEHTPATM30BAHHOIO TIOCyIapcTBa
(XV-XVII BB.) OcCHOBHBIC pEIIaMEHTHUPYIOIIME 3aKOHOJATENbHBIC AaKThl TEpHOAa IPHUKA3HOTO
JeN0Npon3BoICTBA. LleHTpanbHble yupexaeHuss Pycckoro HeHTpaqu30BaHHOIO TrocydapcTBa (MpHUKa3bl) U
MECTHbIE yuYpekIeHUs (mpukasHble u30bl). OpraHuzanus IBMXKEHHs JOKyMEHTOB. Peructparus
JOKYMEHTOB M KOHTPOJIb 3a MX HCIOJHEHHEM. TeKylee XpaHECHHE NOKyMEHTOB. TE€XHOJIOTHS IOATOTOBKH
IOKyMeHTOB. OpraHu3anus XpaHeHus 10KyMeHToB. Hannuue crenuanucToB o padboTe ¢ J0KyMEHTaMH.
JenonpousBoactso B yupexnaeHusx Poccuiickoii umnepun XVIII  B. HopmaruBabie — axThl,
periaMeHTUPYIOIINE OPraHU3aluIo0 paboThl C JOKyMEHTaMH B MEPUO]] KOJJIEKCKOTO JEIONPOU3BOJICTBA -
"T'enepanpublii permament” 1720 r., "TaGenp o panrax" 1722 1, "YupexnaeHus i YIpaBlIeHHS
ryoepaueit” 1775 r. Cuctema rocynapcrBenHoro ympasieHus nepuoga XVIII - XIX BB. Opranusanmus
JBIDKEHHSI TOKYMEHTOB U MOPSAAOK UX paccMoTpeHus. OCOOEHHOCTH PEerucTpanuu JOKyMEHTOB U KOHTPOJIb
3a uX ucnoinHeHueM. OpraHusaiys apXUBHOIO XpPaHEHUs TOKyMEHTOB. XpaHWINIIE JOKYMEHTOB, IOHATHE
"apxuB".
Henonpoussoactso yupexaeHuil Poccuiickoit umnepun XIX - XX BB. OCHOBHBIE pErIAMEHTHPYIOLIUE
HOpPMAaTHBHBIE aKThl TEpUOJa HCIOJHUTENbHOrO nenonpousBoactBa: "Manugect" 1802 r, "OOmee
yupexnaenue wmuHuctepcTB" 1811 1 Co3maHme cucTeMmbl JAEIONPOM3BOJCTBA, COOTBETCTBYIOIIEH
€IMHOJIIMYHOMY TOPSAKY MPUHATHS pELEeHU B yupexiaeHusx (muHucrepcrBax) Poccun. Ilopsamox
paccMOTpeHHs JOKyMEHTOB B MUHHUCTEpCTBaX. OCOOEHHOCTH PErUCTPAlluy JOKYMEHTOB M KOHTPOJIb 32 UX
ucnonHeHueMm. OpraHuzanuss apXMBHOIO  XpaHEHHMs JOKyMeHTOB. (CTaHOBIEHHME U  pa3BUTHE
JIEJIONPOU3BO/ICTBA B COBETCKUX YUpeXIeHUsX. llepBble NEKpeThl COBETCKOW BIIACTU O perIaMEHTalluu
OTAENBHBIX CTOPOH JOKYMEHTHpOBaHMs. Pa3BuTHe HayuyHOU OpraHU3aliy yIpaBileH4YecKoro Tpyaa B 1920-e
rT. Co3jaHue Hay4YHO-UCCIIE0BATEIbCKOTO HHCTUTYTa TEXHUKH yIPABICHUs. XapaKTEpUCTHKA U 3HAUECHUE
npoekTa "OOuMx npaBuwiI JOKyMEHTAIMU U TOKYMEHTOOOopoTa".



Coznanne ImaBHoro apxuBHoro ympasieHus CCCP u ero meromuueckue pazpaborku. Co3maHue u
BHeApeHue EnnHoil rocynapctBeHHo# cucrembl aenonpousBoactsa (EI'CJ). CrpykTypa M OCHOBHBIE
nonoxenuss EI'CI. 3nauenne EI'C/J] s opraHusanuu  AEIONPOU3BOJACTBA B YUPEKICHUIX W
OpraHM3alusIX.
Wznanue T['OCToB Ha ympaBneHueckue JoKyMeHTH B 1970-80 rr. Pa3paGoTrka u BHeapeHHE
KJIaCCU()UKATOPOB TEXHUKO-3KOHOMHYECKOH M couuanbHOM HH(popMarmu. Pa3BuTHE TEOpPETHYECKUX HU
NPUKIAJHBIX HCCIIEAOBAaHMA B OOJACTH COBEPUICHCTBOBAHUS JOKYMEHTAIMOHHOTO OOeCHeueHHs
ynpasienus. @PopmupoBanue koHuenuuu JOVY. TocymapcTBeHHas cuctemMa JOKyMEHTAlMOHHOTO
obecnieuenus ynpasienus (['CHOY). Lens, naznauenune ['CJOY.

IIpakTH4eckoe 3aHATHE.
Cemunap.
Bomnpocs! a5 06cyxaeHus:
1. denonpoussoactBo B Poccun B IX-XV BB. (mpukazxoe).
2. Konnexckoe nenonpousBoactso XVII-XIX Bs.
3. MunucTepckoe n1enonpou3BoacTBo 101917 .
4. lenonpoun3BoacTBO B coBeTckuit mepuona 1917-1950 rr.
5. Pa3zButuHe 1e10npON3BO/ICTBA HA COBPEMEHHOM 3Tarle

3ananus AJ51 CAMOCTOSITEILHOI padoThI.
CocraBbte Tabnuiy « OCHOBHBIE ATAIbI I€JIONPOU3BOACTBA B Poccuu 1 UX OTIIMYUTENbHBIE 0COOEHHOCTHY.
N3y4as UCTOpPUIO M OpPraHU3allii0 OTEYECTBEHHOI'O JIE€JIONPOU3BOACTBA, CTYIEHT IOJDKEH 3HATh, YTO OHA
JEJINTCS Ha TPH MEPHOAA: JOPEBOIIOLNOHHBIN, BKIFOUAIOLINI TPUKA3HOE JIEIO0NPOU3BOACTBO, KOJIJIEKCKOE
JIeTOTIPOU3BOJICTBO, MUHHUCTEPCKOE JENONPOU3BOJICTBO; COBETCKHM, KOTOpPBIM Takxke pa30OuBaercs Ha
HECKOJIBKO XpPOHOJIOTUYECKUX 3TANlOB U COBPEMEHHBIH.
[IpyHIMIHATBEHO BaXKHBIM ISl U3YYEHHS TEMBI SIBISIETCS YETKOE ONPEICIIEHUE XPOHOJOTMYECKUX PAMOK
M3y4EHUs] UCTOPUU JIEIONPOU3BOACTBA KaXXA0I0 IEPUOa.
[Tpu 3anoHEHUH TaOIUIIBI BAKHO YCTAaHOBUTH, YTO OKA3bIBAJIO BIUSHHUE HA CUCTEMY JIEIIONPOU3BOACTBA B
KayXbIi TIEpUOJI, KAKUMHU 3aKOHO/ATEIbHBIMU aKTaMH OHA PEryJIMpOBaIach, KAKUe CTPYKTYpHBIE
NOApA3ACTICHHS U JIMIa OTBEYAIH 32 paboTy ¢ JOKyMEHTaMH, KaK PaclpeesuIuch 00 3aHHOCTH MEXTy
HUMH, COCTaB, MpaBuiia opopMIIeHUS TOKYMEHTOB, OpraHU3aluio padoTy ¢ HUMH (JIBUKEHUE TOKYMEHTOB B
YUPEKACHUSIX, TIOPSIIOK UX 00pabOTKH, XpaHeHH U T.1.). Kpome Toro, npu n3yuyeHUH TEMbl BaKHO YSACHUTD
0COOEHHOCTH OpraHU3aIMK ASJIOMPOU3BOJICTBA KaX/I0TO NEPUO/a U YMETh IPOBECTH COMOCTABUTEIILHBIN
aHaJIN3 OCHOBHBIX JI€JIONIPOU3BOJCTBEHHBIX ONEPALINH, BBIIIOIHABILNXCS B Pa3IMUHbIE IEPUOABDI,
HanpyUMep: MEXy NepUOoAaMH IPUKA3HOTO JIEIO0NPOU3BOACTBA U KOJUIEKCKOT0, MEXKIY NEPUOIaMU
KOJUIEKCKOT'O IEJIONPOU3BOJCTBA U MUHUCTEPCKOTO.

Tema 3. HopmaTuBHo-MeTonnueckas 6a3a J10Y (IIK-6)

Jlexknus.
Omnpenenenue TmOHATHA "HOpMaTUBHO-Meromuueckas ©6aza JIOY". HopmaTMBHO-IpaBOBBIE — aKTHI,
periaMeHTUpYIOIIMe JTOKYMEHTAllMOHHOEe —oOecrieueHne yhpaBieHHss Ha (QeaepaibHOM — ypOBHE:
3aKOHOJATEIbHbIE aKThl B cdepe TOKYMEHTAIlMH; YKa3bl W paclopshkeHus mpesuaeHta Poccuiickoit
@®enepanny; MOCTAHOBICHUS U PACHOPsKEHUs IIpaBUTENbCTBA Poccuiickoin denepanny; MpaBOBbIE aKThI
HOPMaTHBHOIO M HHCTPYKTUBHOIO Xapakrepa. locynapcTBEHHblE M MEXIyHApOJHBIE CTaHAAPTHl Ha
nokymeHTanuio.  OOmepoccuiickue  K1acCU(UKAaTOpbl  TEXHHUKO-SKOHOMHUYECKOH W COIMaIbHOU
uHpopmanuu. BenoMCTBeHHbIE HOPMATHBHBIE aKThl. PernoHanabHbIE HOPMATUBHO-IIPABOBBIE AaKTHI.
WNHCcTpyKIMK M METOANYECKHE JOKYMEHTBI IO JEIONPOU3BOICTBY NPEANPUATHI U OpraHu3anuil

IIpakTH4eckoe 3aHATHE.
3amanue 1.
1. [aiitre ompenenenue ¢enepaibHoMy HHPOpPMAIIMOHHOMY (OHAY TEXHHUECKHUX PpPErIaMEHTOB U
crannaptoB. Kakue 1okymeHTHI OH BKitodaet? B kakoit popme? Kem cozmaercs ¢ponn?
2. YcTaHOBHUTE, KaKu€ JOJKHOCTH CIIYXKAIIHUX, CBSI3aHHBIE C 1€JI0NPOU3BOACTBOM BKIItoueHb! B OKIIITP?
3. YkaxkuTe 1o KjacCU(PUKaTOpy MPaBOBBIX aKTOB KO/l yCTaBa MyHHIIMIIAIBHOTO 00pa30BaHMsL.



4. Ilo OK®C (popm coOCTBEHHOCTH) ycTaHOBHUTE KO (hopMbl cOOCTBEHHOCTH [0CyIapCTBEHHOTO apXuBa
Tam6oBcKO# 0OacTH.

5. YcTaHOBUTE KOJ OPraHU3aI[IOHHO-TIPAaBOBOM (pOpMBI a) TOBapuIlecTBa COOCTBEHHUKOB XMk, 0) OAO,
B) OOO.

3ananue 2.

PazpaboraiiTe mepeueHb HOPMATUBHO-TIPABOBBIX akToB 1o JIOY HEOOXOmuMBIX [JIsi OpraHU3aIuHN
NESATETPHOCTH KaHUEISIPUU a) 00pa30BaTENbHOTO YUYPESXKACHHs, O) NPOMBIILICHHOTO MPEINPHUSITHS,
BKJTFOYAFOIIHMI YeThIpe OoKa:

- (enepanbHbIC 3aKOHBI,

- MEXXOTpPACIIeBble HOPMAaTUBHO-TIPABOBBIC AKTHI,

- OTpaciieBble HOPMATUBHO-IIPABOBBIE AKTHI,

- JIOKaJIbHbIE HOPMATHUBHO-TIPABOBHIC AKTHI.
3ananus AJ51 CAMOCTOSITEILHOI padoThI.

JlaiiTe MUCbMEHHYIO XapaKTepUCTHKY c(epbl MPUMEHEHHSI U OCHOBHBIX MOJIOKEHUH HALIMOHAIBHOTO
crangapta ['OCT P UCO 15 489-1-2007. CUBN/I. YnpaBiienre JOKyMEHTaMH.

[Ipyn caMoCTOATENHHOM BBINOJIHEHUU 3aJaHUsI CTYACHT JOJDKEH HMMETh MPEICTaBICHHE O pPa3IMYHBIX
YPOBHSAX TOCYIapCTBEHHOW perIaMEeHTallMd JOKYMEHTHUPOBAaHUS, 3HaTh OCHOBHbBIE  IOJIOKEHUS
@enepanbHoro 3akoHa «O TEXHHYECKOM PpErYIHPOBAHUMY», TPEACTABISIONIEIO IPABOBYIO OCHOBY
CTaHAapTh3aluy. BakHO y4YuTBIBaTh, YTO CTAHIAPTHI JAENSATCS HA TPU KAaTErOpUU: MEKIYHapOAHbIE,
HAI[MOHAJIbHBIE, CTAHAAPTHl OpPraHU3aIHil, - ¥ B 3aBUCUMOCTH OT 3TOT0 UMEIOT pa3Hylo chepy MPUMEHEHUS.
Mexy 3TUMHM KaTerOpHsIMH CYLIECTBYIOT B3aUMOCBSI3M M B3aMMO3aBUCHMOCTh. MexIyHapoHbIe
CTaHJapThl BHICTYIAIOT OCHOBOM ISl CO3/1aHUSl HALIMOHAJIBHBIX, TOATOMY IPU XapaKTEPUCTUKE YKa3aHHOTO
CTaHJapTa HaJ0 YCTAaHOBUTD, YTO MOCIYXKHIJIO €T0 OCHOBOM.

Boinomnnss 3agaHue HaJjo 00paTuTh BHUMaHUE Ha TO, YTO TOCY/IapCTBEHHbBIE CTAHIAPTHI SIBJISIIOTCS] OCHOBOM
COBPEMEHHOM MPaKTUKU JOKyMeHTHpoBaHMsI. OHU KJIAaCCUPHUIMPYIOTCS 10 OTAEIbHBIM HaIllPaBICHUSIM
peryaupoBaHus JOKYMEHTUPOBAHUS U JOKYMEHTAIIHIOHHOTO 00eCTIeYeHHUS.

Tema 4. Opranuzanus cayx0b1 JJOY (IIK-6)

Jlekumus.
CoBpeMeHHass TEXHOJOTHMSI M OpraHu3auus Aenonpou3BojacTBa. OpraHuzaloHHbIE (QOpMBI PabOTHI C
JTOKyMeHTaMu. TUITOBBIE OpraHU3alMOHHbBIE CTPYKTYpHhI ciay)0b1 JIOY. 3agaun u ¢ynkiuu ciayxosr JJOY.
OYHKIIUU CTPYKTYPHBIX noapasaeneHuit ciryx0os1 J1OY. J[omKHOCTHOM M YUCIIEHHBIN cocTaB ciyk0b1 JJOVY,
ero (QynknuoHaneHble 00s3aHHOCTH. [lomoxkenwe o cuyx6e JIOY © MOMKHOCTHBIE MHCTPYKIIUH
corpynaukoB. HopmatuBHas pernamentanus ciyx0bsl JJIOY. HopMupoBanue JOKyMEHTAIIMOHHBIX PaOOT.
Opranmsanus pabodyero Mecta M YCIOBHUS Tpyzna paboTHUKOB ciyxk0 JIOY: caHWTapHO-TUTHEHUYECKHE
TpeOoBaHUSI.

IIpakTnyeckoe 3ansATHE.
Cemunap.
Bomnpocsr mst o6cyxnenus.
1. Bunst cnyx6 1OV, ux cTpykrypa U QyHKIIHH.
2. JlokyMeHTBI, permaMeHTHpyomue co3aanue ciyxo J10Y.
3. UuCneHHOCTh U JOIDKHOCTHOM cocTaB ciysx0b1 JJOY. HopMupoBanue Tpyaa ee pabOTHUKOB.
4. OyHKIIMOHATIbHBIE 003aHHOCTH CEKpeTapsl PyKOBOAUTENS U 0pUC-MEHEKepa.
5. MHCTpyKIKA 110 AEJIONIPOU3BOACTBY Opranu3anuy. Ee conep:kanue u Ha3HauCHHE

3aganus 1J151 CAMOCTOSITEJIbHOM PadoThlI.
[Tpoanammsuposats «I[IpumepHoe monoxkenue o ciyxoe JJOY», npemnaraemoe B ['C JIOY, cocTtaBuTh Ha
ero ocHoBe «Ilonoxenue o cimyx0e JJOY» 111 KOHKpETHOI OpraHU3aluy.
[Ipu u3yueHuHn 3TOM TEMbI CTYAEHT JAOKEH MOHSATh, KaKyl BaXKHYIO pOJib B IMPOLECCE YMNpPaBIICHUS
opranuzanueil BoimonHseT cayx6a JIOY. OT TOro HacKoJbKO NMPOAYMAHHO OHA OPraHU30BaHA, 3aBHCUT
3 PEKTUBHOCTH YIPABICHUS B KOHKPETHON OpTraHU3aIHH.
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[Tpu mOATOTOBKE K BBIMOJHEHUIO 33JaHUS CeIyeT oOpaTuTh BHUMAaHUE HA TO, YTO B OCHOBE OPTaHU3ALUU
ciryk0b1 JIOY Kak CTpYKTYpHOTO MOApPA3ACIICHUs YUPESKICHUS JIekKAT BOIIPOCHI, CBI3aHHBIE C BEIOOPOM ee
HAaMMEHOBAHUs, ONpeneieHneM (YHKUMH, 3a7ad 3TOM CiIyKObI, JOJDKHOCTHOTO M YHCIEHHOTO COCTaBa,
KBaJM(HUKALIMOHHBIX TPeOOBaHMA, MpEenbsIBIAEMBIX K paboTHuKam ciyx0bl JJOY. YacTh 3THX BOMpPOCOB
pernamentupyercs B «Ilonoxenuu o ciyxoe JJOY».

CryneHTy BaXHO OOpaTuTh BHMMAaHHE Ha TO, YTO OPraHU3AIlMOHHBIC TOKYMEHTHI SIBIISIIOTCS IPAaBOBOM
OCHOBOH JnesitenbHOCTH opranmzanuu. «llomoxkenune o ciuyx6e JOY» ciuyxur 06a3oi co3maHus
palMOHANBHOTO  JJOKYMEHTAIMOHHOTO O00ECHeueHHs] OpraHu3aliK, I03TOMY OHO JIOJDKHO HUMETh
JOCTAaTOYHYIO CTENEHb KOHKPETHOCTH, YUYUTBIBaTh OCOOCHHOCTH OpraHU3aluy JAEJIONpPOM3BOJICTBA B
KOHKpeTHOH opranuzanuu. [lo cpaBHeHHIO ¢ «TUIOBBIM MOJIOKEHHEM...», OHO JOJDKHO BKIIIOUaTh Oolee
TOYHBIC W OJHO3HA4YHbIC (DOPMYIHUPOBKH, OMHUCAHHME TEX IMporeccoB M (pyHkumid ciyxob1 1OV, koTopbie
peasibHO BBITIOJIHSAIOTCS B 3TOM OpraHM3aluu, oTpaxars ¢opmy opranuzanuu ciayx0sl JIOY. Haubonee
CJIOKHBIM TIPH BBITMOJIHEHUM 33/1aHUS SBISETCS YCBOCHHE TPEOOBAaHMM K TEKCTY TAKHX JTOKYMEHTOB, Kak
MIOJIOKEHUS, MHCTPYKUMHU. TEeKCT HE MOIDKEH COAEp’KaTb IOBTOPOB, IMPOTUBOPEYMH, HEOIHO3HAUHBIX
nojoxeHuil. [Ipu BeImomHeHNN 3ajaHNs Ba)KHO Pa3BUTh HABBIKU pa3pabOTKU TaKOTO POja JOKYMEHTOB.
CTyzneHT JOKeH MOMHHUTB, 9TO «ciyxk0a JJOY» - 310 0000111eHHOE Ha3BaHKe, B peaJbHOU YIPaBIeHIECKON
NpakTuKe HaszBaHue ciayx0bl JJOY KOHKpeTusupyercs B 3aBUCHUMOCTH OT OpraHH3allMOHHO-TIPaBOBOM
¢dbopMbI Opranuszaimu, oobemMa ee J0KyMEHTO000pOoTa U JPYTrUX 0COOEHHOCTEH.

BeinonHenne 3agaHus OPEIOIaraeT CaMOCTOSATENbHOE YCTAaHOBIEHHUE CTYIEHTOM IIEPEUHSI PEKBHU3UTOB,
UCTONB3YEMbIX [UId JAHHOTO JIOKYMEHTa, W HuX OQOpMIIEHME B COOTBETCTBHUM C TpeOOBAHUAMU
rOCyAapCTBEHHOTO CTaHAAPTA.

«ITonoxxeHue. ..», COCTaBIEHHOE CTYJEHTOM JI0JIKHO COOTBETCTBOBATH TUIIOBOM CTPYKTYpE
OpPraHMU3allMOHHOIO JOKYMEHTA IaHHOTO BHJIa ¥ BKJIIOYATh BCE YCTAHOBIIEHHBIE [l HETO pa3/elbl.

Tema 5. Opranuzanus 1okymenroooopora (I1K-2)
Jlekumus.

[Tonsitie " HOKYMEHTOOOOPOT", €ro KOJWYECTBEHHbIE W KAaYCCTBEHHBIE XapaKTepUCTUKH. Macmrabd
nokymeHToobopota. CTpykTypa U oOIasi XxapakTepuUCTHKa JOKYMEHTOIOTOKOB B opraHuzanuu. [loHsaTus
"BXOASIIMI JOKYMEHT", "HCXOMAIMI TOKYMEHT", "BHYTpEHHUN TOKYMEHT".

Texnonorun 00paOOTKM MOCTYMAIOUIMX TOKyMEeHTOB. llpmem u mnepBu4Has 00pabOTKa JOKYMEHTOB,
OpraHu3alysl MPOXOXKJICHUS U TMOPSJAOK HCHOJHEHUS TOCTYMAOMMX JIOKYMEHTOB. BHyTpeHHUM
nokymeHToo00poT.  I[lpenBapurensHOoe  paccMOTpeHHE JNOKyMEHTOB. Ilepemaua  TOKyMEHTOB B
noapaznencHus. OpraHu3anus ABWKCHUS TOKYMEHTOB MEXIy HoapasiaencHusmu. Kymbrypa paboTel ¢
JOKyMEHTaMH Ha pabouux mectax. [Topsmok opranu3anui paboThl C OTIPABISIEMBIMH JOKYMEHTAMH. Y4eT
o0beMa 1 ONTUMHU3ANHS JOKYMEHTOO00pOTA.

IIpakTnyeckoe 3ansATHE.
1. Ha ocHOBe n3ydeHus MHCTPYKIIMH TIO0 JEIONMPOU3BOICTBY KOHKPETHOM OpraHu3aiuy pa3padoTaite cxemy
MapHIpyTU3aLHUH BXOJSALIUX, UCXOASIINX, BHYTPEHHUX IOKYMEHTOB B HEM.
2. Ha ocHOBe JaHHBIX U3 )KYpPHAJIOB PErUCTPALIMHU BXOAAIINX, HCXOISIINX, BHYTPEHHUX TOKYMEHTOB
COCTaBbTE CIPaBKy 00 00beMe JOKyMEHTO000pOTa 3a MECSILI, KBapTa, T/

3anaHus AJ51 CAMOCTOSITEILHOI padoThI.
N3yuuB onbIT OpraHu3aiuu AeJIONPOU3BOICTBA B KOHKPETHON OpraHU3aIlMH 110 MaTepHUaliaM BBIITYCKHBIX
KBaTM(UKAIIMOHHBIX padOT CTyACHTOB crienaibHOCTH «JlokymenToBenenue u JIOY», coctaBbTe
OTepOTrpaMMy JIBWIKEHHUS BXOSAIINX U UCXOASIINX JOKYMEHTOB OpTraHU3aIliH.

OCHOBY /751 BBINIOJHEHUS 3a/laHUSl COCTABIIOT 3HAHMSA CTYICHTAa O JOKyMEHTOOOOpOTE KaK CIIOKHOM
TEXHOJIOTHYECKOM IIPOLIECCe, KOTOPBIM XapaKTepU3yeTCs pas3IMYHbIMU Iapamerpamu. B dgactHOCTH,
OpsMyl0 M OOpaTHYIO CBS3b B YIPABICHUU OCYIIECTBIISIOT OIpPEACICHHbIE TOTOKUA JOKYMEHTOB.
CoOmtofieHne NPUHLIMIIOB U TPaBWI OPraHU3ALUU JIOKYMEHTOOOOPOTa IO3BOJSET JOCTUYHh TOYHOCTH
HalpaBJIeHUs] JOKYMEHTOIIOTOKOB, COKpPAaTUTh BpeMs Ha o00pabOTKy JOKYMEHTOB M MpPUHSTHE
yIpaBIIEHYECKUX DPEUICHHH W B KOHEYHOM CYeTe BIMATH Ha 3(PQPEKTHBHOCTH ACATEIBHOCTH armapara
YIIPABJICHHUS.
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Texnonornueckas enovka IBUKEHUS U 00pabOTKM TOKYMEHTOB MPEACTABICHA PSIIOM TUIOBBIX (DYHKITHIA,
KOTOpBIE TPHU PEIICHUH KOHKPETHBIX 3a/lad MOTYT OBbITh JETaJIM3UPOBAaHBI 10 OTAEIBHBIX OIEpaIdil.
Crnenyer o0s3aTebHO YYHUTHIBATH TO, YTO MOPSAJOK pabOTHI C JOKYMEHTaMH, ONEpaluu Mo UX 00paboTKe
3aBUCAT OT BUOB JIOKYMEHTOB U OT WX NMPUHAAJICKHOCTU K ONPEACTICHHOMY JOKYMEHTONOTOKY. CTyaeHTY
BAXHO TIOMHUTbH, YTO CYIIECTBYIOT pa3jIMYHbIe METOJUYECKHE TOAXOAbl K MPOBEICHHUIO aHaIHM3a
JOKyMEHTOO00pOTa MO €ro KaueCTBEHHBIM M KOJIMYECTBEHHBIM mapamerpaM. OTHUM U3 HUX SIBISETCA
COCTaBJICHUE ONEPOrpaMM, IMO3BOJISIONINX IpapuuecKu H300pa3uTh MOCIEI0BATEILHOCTD MPOXOKACHUS U
TEXHOJIOTHIO 00pabOTKH pa3NUYHBIX TPYII JOKYMEHTOB. OTpaOarbiBasi HABBIKM COCTABICHHS CXEM
JBIDKEHHSI JJOKYMEHTOB, BXOJSIIMX B OIpPECIICHHBIE JTOKYMEHTOIOTOKH, CTYIEHT JOJDKEH HAy4HUThCS
OIIPENEIIATh 3a7a4l TAaKOro TpapuuecKoro aHajau3a, JieaTh Ha OCHOBE MOJTYYEHHBIX OMEPOTrPaMM BBIBOBI O
BO3MO)KHOCTSX PAl[MOHAIN3ALUU U COBEPILIEHCTBOBAHMS JOKYMEHTO000POTa KOHKPETHOTO MPEAIPUSITHSL.

CryneHT 10KeH pa3padboTars 2 orneporpaMMEl.

Tema 6. Perucrpanus nokymentosn (I1K-2)

Jlekumus.
[Tonsitue "perucrpaumsi noxkyMeHta'. Peructpanusi TOKYMEHTOB KaK COCTAaBHAs 4YacTh TEXHOJOTHHU
oOpaGoTtku mokymeHtoB. llenn peructpauuu JOKyMeHTOB. OCHOBHBIE MPHUHIMIIBI PErHUCTPALIUU
JNOKYMEHTOB. MHpaekcanus TOKyMeHTOB. DOpMBI perucTpanuy JTOKYMEHTOB U IMOPSAOK UX 3allOJIHEHHUS.
KypnanbHas ¢popma peructpauuu. PeructpannoHHO-KOHTpOIbHAs KapTouka. KoMIbloTepHbIE TEXHOIOTHH
peructpanuu 1oKkyMeHToB. UHdopManmoHHoe cofepxaHie perucTpaioHHOM 0a3bl JaHHBIX

IIpakTnyeckoe 3ansATHE.
HpOBe,Z[I/ITe PErucCTpario KOMIUUICKTa JOKYMCHTOB, ITOJIYYCHHOT'O OT IPCIOAaBaTCIIA, B X XYPHAJIC U B
PEruCTpalluOHHO-KOHTPOJIbHBIX KapTOYKaX. HpOCTaBbTe BCEC HGOGXO,Z[HMLIG OTMCTKHU U NHACKCHI HA
JIOKyMEHTax

3aganus AJ151 CAMOCTOSITEJIbHOM PadoThlI.
Omnpenenure nepeyHy JaHHBIX JJIS 3aHECEHUS B PETHCTPALMOHHbIE (DOPMBI IPU PETHCTPALIUN BXOSIIUX,
HUCXOOAIIHNX U BHYTPCHHUX JOKYMCHTOB, pPCKOMCHAYCMbBIX PA3JIMYHBIMU TUIIOBBIMH U UHAWBUAYAJIbHBIMU
MHCTPYKLUSAMH I10 JEJIOIPOU3BOACTBY U IIPOBEIUTE UX CPABHUTEIILHBIN aHAJIN3.
[Ipy M3ydeHUM TUMOBBIX MHCTPYKLMU CIIEAYEeT UCXOAUTh M3 TOTO, YTO PErMCTPALMs JOKYMEHTOB - 3TO, C
OJTHOW CTOPOHBI, COCTaBHAsl YaCTh TEXHOJIOTUU 00pabOTKU TOKYMEHTOB, a C APYroi - HeOThbeMJieMasi 4acThb
MH(OPMAITMOHHO-TIONCKOBOM CHUCTEMBbl O JOKyMeHTaM npenanpusatusa. [losTromy nepedeHb NaHHBIX O
JOKYMEHTE, 3aHOCHMBIX B PETUCTPALMOHHYIO (OpPMY JOKEH MO3BOJATH HE TOJBKO HMICHTH(PHUIMPOBATH
KOHKPETHBIM JOKYMEHT, HO M OBICTPO OINpeAeNsATh €ro MECTOHAXOKJEHHE. OTOT IepeueHb MOXKET
BapbUPOBAThCS B 3aBUCHUMOCTH OT 00OBbeMa OKYMEHTOOOOpOTa OpraHM3allM, KOJMYecTBa U COCTaBa
JOKYMEHTOB, TpeOyIOIIMX ydeTa M KOHTPOJS 3a WX HUCIOJIHEHHEM, HaJM4Msl CPEICTB aBTOMAaTH3aluU
OTIENBHBIX JEJIONPOU3BOICTBEHHBIX OINEpaldid WM MPOrPaMMHBIX HPOAYKTOB JUIsI KOMIUIEKCHOM
aBTOMaTHU3allMi JIOKyMEHTOoO0OpoTa. BakHoe 3HaueHHe 0IpU 3TOM HUMEEeT NPUHLHUII palMOHAJILHOU
OpraHU3alMK PErUCTPALUH.

[Tpu cpaBHEHUH NEepeYHEH TaHHBIX HY)KHO MCXOIUTH U3 TOTO, YTO COCTAB JAHHBIX O JOKYMEHTE HAIPSAMYIO
CBSI3aH C LEISAMH PETUCTPAMU M 3aBUCHT OT TOTO, K KAKOMY JOKYMEHTOIIOTOKY OTHOCHTCSI JTOKYMEHT:
BXOZISIIEMY, UCXO/SIIIIEMY WIH BHYTPEHHEMY.

Ocoboe 3HaueHHEe HMMEET TaKXe BHIOOp PEruCTpalMOHHON (OpMBI. 37€Ch Ba)XKHO HE TOJBKO 3HATh
COBPEMEHHBIEC BHJIbl PETUCTPALMOHHBIX ()OPM, HO U MMOHMMATh MPEUMYIIECTBA U HEAOCTAaTKU KaKIOW U3
HUX KaK OpU TPAAULUOHHOM, TaK ¥ IMPH aBTOMATU3UPOBAHHOM TEXHOIOTHH 00pab0TKH JOKYMEHTOB.
Pe3yneraTel paboThl peaCTaBIAIOTCS B (hopMe TaOIUIIBI 1 HTOTOBOTO KOMMEHTApHS CO CPABHUTEIBHBIM
aHaJHM30M.

Tema 7. UnopMannoHHO-cIPaBOYHAs cUcTeMa MO JokyMeHTam opranmn3anuu (I1K-2)
Jlexknus.
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Lenu co3manus WHGOPMALMOHHO-CIPABOYHBIX CHUCTEM B OpraHu3alH. Perucrpamus ITOKYMEHTOB Kak
OCHOBa 11 POPMUPOBAHMS HHPOPMALIMOHHO-CIIPAaBOYHOr0 MaccuBa. KiaccudukannoHHble ClIPaBOYHUKH.
Bunsr kaprorek. KoHTponbHO-cIIpaBouHbIe U TeMaTHYecKue (KOAM(PHUKALMOHHBIE) KapPTOTEKH, TEXHOIOTHS
opranusanuu. I[IpuHIUIBI cHCTeMaTH3alUU KapTOYeK B CIIPAaBOYHBIX KaproTekax. Ilopsnmok mnepemaum
CIIPABOYHBIX KAPTOTEK B apXUB OPraHU3aLUU

IIpakTH4Yeckoe 3aHATHE.
3amanus.
1. PaspaboraiiTe MakeT CIPaBOYHOM KapTOTEKH, IONOJIHUTE €€ KapTOYKaMH, 3allOJHEHHBIMH Ha
MIPEABIAYIIEM 3aHATUU IIPU PETUCTPALUU JOKYMEHTOB.
2. [Ipoananu3upyiTe CUTYalUIO U OTBETHTE HA BOIIPOCHI.

Jlng BeneHusi CpaBOYHOM paboThl B CEKpeTapuare pyKOBOAUTENS OpraHu3aluu chopMUpOBaHA OJIHA
pyuHas clipaBO4YHasl KapTOTeKa, COCTOsSIAs U3 TpeX OTAeNIeHuH (pyOpuK): Al BXOISIIMX, UCXOISAIIMX U
BHYTPEHHUX JIOKYMEHTOB. B oTmeneHusix mias BXOAAIIMX W HCXOMSIIMX JOKYMEHTOB KApTOUYKH
pacroyiararorcsi o, KOppECHOHAECHTaM M aJpecaraM COOTBETCTBEHHO. B oTaeleHMM M1 BHYTPEHHHUX
JOKYMEHTOB pyOpHKHU COOTBETCTBYIOT BHJIaM TIOKyMEHTOB. [Ipu 3HaunTenbHOM 00beMe T0KyMEHTO000pOoTa
MTOUCK HY>KHOM KapTOUYKH 3aTPyJHEH U 3aHUMAET MHOTO BPEMEHH.
HazoBure nmpuHIUNBI (OPMUPOBAHUS PYUHBIX CIPABOYHBIX KApPTOTEK, KOTOPHIE MOXXHO JOTOJHUTEIBHO
IIPUMEHUTD K CUCTEMATU3AlMM KAPTOUEK B JAHHOW CIIPAaBOYHOM CUCTEME.
OT yero 3aBUCHUT BBIOOP CXEMBI IIOCTPOSHHSI CITPABOYHON KapTOTEKHU?

3ajaHus AJ151 CAMOCTOSITEIbHOM PadoThlI.
N3y4ynB KOMIUIEKC TOKyMEHTALUN OJHOM U3 OPraHU3alUi 110 MaTepuaiaM BbIILy CKHBIX
KBaJM(HKALMOHHBIX padOT CTY/IEHTOB HANpaBICHHs MMOJATOTOBKH «J{OKyMEHTOBEIEHHE U apXHBOBEICHUEY,
chopMynHupyiTe 1 000CHYHTE IPEUIOKEHHUS TI0 OpraHU3aIUU PallMOHATLHON HH()OPMAIIMOHHO-TTIOMCKOBOM
CHCTEMBI, pa3paboTaliTe MakeT CIIPaBOYHON KapPTOTEKH JJIsl 3TOW OPraHU3aIMH C BBIJICICHHEM OCHOBHBIX
PYOpHK.
[Ipuctynas K BBIMOJHEHUIO 3a/laHUsl BAXHO OOpaTUTh BHUMAHUE HA TO, YTO KIFOUEBHIMH BOIPOCAMH
OpraHu3anu MHPOPMALMOHHO-CIPABOYHONH pabOTHl  SIBISIOTCS  BBHIOOP MPUHIUIIOB TOCTPOEHUS
uHpopmarmoHHo-mouckoBbix cuctem (MIIC) u mopsimox ucmonb3oBanus wHGOpManuu (0a3 MaHHBIX) O
JOKyMEHTaX B OIEPATUBHOM YHPABICHYECKOH NeATENbHOCTU. BBIOOP CXEMBI MOCTPOEHHS CIPABOYHBIX
KapTOTEK, UX KOJIMUYECTBO U BUJIbI 3aBUCAT OT BUAOBOIO COCTaBA JOKYMEHTOB OpraHU3alMM, UX KOJINYECTBA,
TUIOBBIX HMH(OPMAIIMOHHBIX 3allpOCOB PYKOBOACTBA M  CIEIHAIUCTOB OpraHu3aluu. Beiasuras
npemioxkenuss o opranuzauuu UIIC, ctygeHT AomkeH 0O0OCHOBaTh KOJMMYECTBO KAapTOTEK, MX BUJBI,
HEOOXOIMMOCTh MCIOJIb30BaHMs KaKUX-JIMOO KiIaccu(UKAaTOpoB MH(DOPMAIMH, TPUHIUIIBI, HCIIOIb3yeMbIe
IUId TIOCTPOEHHUS KAPTOTEKM W CUCTEMATU3allMM KapTodeK. MakeT KapTOTeKH JOJDKEH BKIIIOYaTh
pacrooXeHHbIe B 000CHOBAaHHOM JIOTHYECKOH MOCIIE0BaTEIbHOCTH KApTOUKH ¢ HAUMEHOBAHUSAMU PyOpHUK
KapTOTEKU M OMHMCAHUEM TOPSJIKA PACTIONIOKEHHS KapTOUCK BHYTPU KaXKI0U pyOpHKH.
B urore crynenToM momKHBI OBITH pa3zpaboTansl npemioxeHus no opranuzaiuu UIIC — 1-2 ctpaHutisl,
MaKeT KapTOTeKH, BKIItoyaronuii He MmeHnee 10 pyOopuk.

Tema 8. KoutpoJus 3a ucnonnenuem 1okymenToB (I1K-2)
Jlexknus.

Ilenp KOHTpOMISI 3a MCHOJIHEHMEM JOKYMEHTOB. HampaBneHus KOHTPOJIBHOM aAedaTenbHOCTH. OCHOBHBIE
3aa4l CIyKObl KOHTposis. Buabl M (QOpMBbI KOHTPOJS 3a CPOKaMU HCIIOJHEHHS TOKYMEHTOB. BbIOOp
JOKYMEHTOB ISl IOCTAHOBKHU HA KOHTPOJIb. THUIIOBBIE U MHIUBHUYaJIbHbIE CPOKH MCIIOJIHEHUS JOKYMEHTOB.
IlocraHoBKa Ha KOHTpOJIb. TEXHOJIOIMS OpraHU3alMM CPOKOBOM KapTOTEKU. TEXHOJOIHs TEKyILEro
KOHTpOJIsl. CHATHE TOKYMEHTOB C KOHTPOJIsA. ITOroBbIil KOHTPOJIb. AHAJIN3 UCTIOJIHUTENBCKON TUCHUIIIMHbI

IIpakTH4eckoe 3aHATHE.
3amanue.
1. CocTaBbTe OJIOK-CXEMY OCHOBHBIX 3TAllOB KOHTPOJIS 32 CPOKAMH UCIIOTHEHUS IOKYMEHTOB.
2. 3aMo0JHUTE 5 KApTOUEK ISl CPOKOBOM KaPTOTEKH.
3. Pa3bepute 1€7I0BYIO CUTYAIMIO U YKAXKUTE, HACKOJIBKO MPAaBOMEPHBI ICHCTBUS YHACTHUKOB!

13



Hcnonuurtens CumonoB E.C.. obpatuncs B cioyxOy OV c mpocsboil 0 mepeHoce cpoka HMCHOTHEHUS
JOKyMEHTa Ha Oojee mo3aHIo naty. OH MOTUBUPOBAJ 3TO KEJTAaHUEM IOJATOTOBHUTH OoJiee KaueCTBEHHBIN
JOKYMEHT, JUIsI 4ero eMy MOTpeOoBaioch coOparh OOlblIe JaHHBIX, YEM paHee IUIaHHUpoBaioch. Kpome
toro, CumonoB E.C. cocnaics Ha yCTHYIO JOTOBOPEHHOCTb C MAapTHEPOM 00 HM3MEHEHHH CpOKa
npenocrasienuss uHpopmanuu. Mucnekrop mo koHTponio ciayxosl JIOY BacunbseBa A.I. cormacuiachk
BHECTH M3MEHEHHUS B PETUCTPALMOHHO-KOHTPOJIBHYIO (JOPMY M YBEIHUYWIIA CPOK HMCIIOJHEHUS Ha 5 JHEH.
PykoBomurens cmyx0b1 JIOY, KoTOphIii OBUT TOCTaBIEH B W3BECTHOCTh, COMNIACHICS C TaKHUMH
MU3MEHEHUSIMHU.
4. 3anoyIHUTE CBOIKY UTOTOBOTO KOHTPOJISA, €CIIU B OTJIEJIE MAPKETUHTA 3a MECSAL] B CPOK UCIIOJIHEHO 17
JOKYMEHTOB, C OIIO3JaHUEM Ha JIBa JHS UCIOJIHEHO TPU AOKYMEHTA, /Ul 4 TOKyMEHTOB CPOK MCIIOTHEHMUS
HACTYTMAaET B CIEIYIOIIEM MECSILEe, PUUEM s IBYX U3 HUX OH OBUT IIPOJUICH.

3ajanus 1J151 CAMOCTOSITEJIbHOM PadoThlI.

CocTaBbTe CBOIKY HTOTOBOTO KOHTPOJISI HA OCHOBE YCJIOBHBIX JAHHBIX UCIIOJHEHUS JOKYMEHTOB B
OpraHu3aLNH.

Cseoenus 06 ucnonnenuu 0okymenmos 3a 1 keapman 2009 2. 6 OO0 «Muey:

3a tpu Mecsita B OOO ObUIO MOCTABICHO HA KOHTPOJIh 15 BXOASIIMX TOKYMEHTOB (7 W3 HUX MOCTYIHIH B
oTIen CHaOKeHMs, 4 B IJIAHOBBIM OTHEN, 4 B OT/AEN Mo paboTe ¢ moTpeduTensiMu) u 26 BHyTpeHHUX (6
HamnpaBjieHbl HAa HWCIOJHEHHE B OTAEN CHaOXeHHs, 9 B IJIAHOBBIM, OCTalbHBIE B OTAENT MO padboTe C
MOTPEOUTETISIMH).

K xoHmy 1 xBaprama B IJIaHOBOM OTJEN€ OCTAJINCh HAa HCIOJHEHUM B CBSA3M C NPOUICHHEM CpoOKa 3
JIOKyMeHTa. B oraene cHaOxeHMs elle HE HACTYyNMJI CPOK MCIONHEHMs Ul 2 JOKYMEHTOB, 4 ObLIM
BBINOJIHEHBI C 33JIepXKKOM 0e3 MpOJUIeHUs CpOKa, OCTaJbHBIC UCIOIHEHBI BOBpeMs. B oTnene nmo pabore ¢
NOTPEOUTENAMHI CPOK HE HACTYNWI 711 6 JOKYMEHTOB, [UI OJHOTO OH MpOAJIeH A0 15 ampens, ocTaabHble
UCIIOJITHEHBI BOBPEMSI.

IIpy BBINOIHEHMH 3aJaHUs HAJO SICHO MPEACTABIIATH, YTO KOHTPOJIb 3a CPOKAMU HMCIIOJIHEHUS TOKYMEHTOB
MPEACTABISIET COO0H TEXHOJOTUYECKHUI MPOIIECC, COCTOAIINN U3 psaa MOCIeI0BaTeIbHBIX AeicTBuid. Hamo
TaKXKe YSICHUTh Pa3HUILy MEXIy TEKyIIUM (TperynpeluTeNbHbIM) U UTOTOBBIM KOHTposieM. HyxHo deTko
IPEACTaBIATh, KaKM€ CTaTUCTUYECKHE JaHHbIE 00 HMCIOIHUTENSAX, JOKYMEHTaxX M JIp. HEOOXOAMMBI JUIs
BEJICHUS KaK TEKYILEro, Tak ¥ UTOTOBOTO KOHTPOJIS, B KAKOM BUJE OHHU MOTYT OBbITh IPEACTABICHbI U AJIS
pEIICHNs KaKMX KOHKPETHBIX 3aja4 JOJDKHBI NCIIOJIb30BaThCS.

CBozika UTOTOBOTO KOHTPOJISI COCTABIISIETCS PETYIISIPHO, C IEPUOJUYHOCTBIO ONPEAEIIAEMOM PyKOBOJACTBOM
opranuzanuu. OHa umeet popmy TabIMIIBIL, JONOTHIEMON KOMMEHTAPUSIMH U BBIBOJIAMH T10
NpeACTaBICHHBIM HU(PPOBBIM JaHHBIM. DopMa CBOKM HE YHHUPHULIUPYETCS, TOITOMY CTYIACHT MOXET
OIMUPATHCS HAa 00pasel, TaHHBIN B JEKIMH WA IPEACTAaBICHHBINA B y4EOHBIX MTOCOOUIX, MOXKET MPEIIOKUTh
cBoii BapuaHTt. [Tocne 3amonueHus TabaULbI K HEH 1aeTCsi KOMMEHTapuil ¢ BEIBOIAMU 00 HCTIOJTHUTEIbCKON
JUCLMIUIMHE B OPTaHU3ALNH.

Tema 9. HomenkJiatypa es1: MeToAuKA cocTaBjieHust 1 npuMeHenns (I1K-2)

Jlexknus.
Ilonsatue "HomeHknarypa nen". HasHaueHue HOMEHKIATyphl Aeil. Buasl HOMEHKIATypsl Aenl (TUIIOBaf,
NpUMeEpHasi, MHAUBUIyalbHast), ©X 0COOCHHOCTH, MOPSAAOK UCIONIb30BaHUs. TpeOoBaHus, MpeabsBIsieMble
K COCTaBJICHUIO HOMEHKJIATYphI e opranu3anuu. HomeHknarypa aen noapasaeneHus 1 HOMEHKIIaTypa Jel
OpraHM3aliu. Permamenranuss ~ TpeGoBaHMH K COCTaBJICHHMIO  HOMEHKIATypel  Jei1 B
HOPMAaTHUBHO-METOJMUECKUX JOKyMEHTax. YHH(HUUUpOBaHHAas ¢(opmMa HOMEHKIarypsl nen. IIpaBuia
COCTaBJICHUSI HOMEHKJIATYphI Jent. KinaccupukanonHas cxeMa HOMEHKIIATypbl. @OpMYIHPOBKH 3ar0JI0BKOB
nein. Cucremarusanysl 3arojOBKOB JIEJl B HOMEHKJIAType. VICTOUYHMKYM OIpenieseHHusl CPOKOB XpaHEHMsI JIE.
ITopsaok cocTaBieHUs U yTBEPKIAEHUSI HOMEHKIIATYphl 1€ OpraHU3aluy.

IIpakTH4eckoe 3aHATHE.
CocTtaBbTe OJIOK-CXEMY aJIrOpUTMa pa3pabOTKH HOMEHKJIATYphl A€ OpraHU3alyu.
Onuiure Nocaea0BaTeIbHOCTh 3TAIIOB COCTABIEHUS HOMEHKJIIATYPhI J1€]1 0Apa3AcIeHusl.

3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.
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PazpaboraiiTe HOMEHKIATYpy A€ JUIsl HeOOJIBIION OpraHu3auy, 3aHUMAIOLIeHCs PeKIIaMHON
JesITeIbHOCTHIO, B KOTOPOH HET BHYTPEHHUX OTIEIIOB, a IPOU3BOICTBEHHbIE (DYHKIIMM 3aKpETICHBI 32
OT/ICTBHBIMH COTPYIHUKAMH.

OnHa Y3 OCHOBHBIX 3aJlau JaHHOW paOOThI — OCBOUTH OOIIHME MPUHIUIBI CUCTEMATU3AllMU TOKYMEHTOB U
MpaBWiia TPYNIUPOBKH B Jejla OTAEIbHBIX KaTeropuil JOKYMEHTOB, H3JIO)KEHHbIE B COBPEMEHHBIX
HOPMaTUBHO-METOANYECKHUX JOKyMeHTaX. [Ipu BbIoNHEHUH 3a/1aHusl HE0OX0IMMO 00paTUTh BHUMAaHHUE HA
TO, YTO HOMEHKJIaTypa JIeJl UMEET YHHU(PHUIIMPOBAHHYIO (HOpPMY, MIOPTOMY OHA JIOJDKHA OBITH OoopmileHa C
COOJIIOZICHMEM COOTBETCTBYIOUIMX TpPeOOBaHUM, M3TOXKEHHBIX B «OCHOBHBIX MpaBuUiax pabOThl apXHBOB
opranuzanuit». B HeGompIIMX OpraHu3anusax, He UMEIOIINX CTa0UIBHON CTPYKTYpPBI, B KAUECTBE Pa3ieiioB
HOMEHKJIaTYypbl MOTYT HCHOJb30BAThCS yMpaBieHUeCKUe (GYHKIMU WM HalpaBiIeHUsS JEATeIbHOCTU
OpraHM3allM W 3ajjadya CTyACHTa BbIOpaTh ONTHMAJbHBIM BapHaHT CTPYKTYpUpPOBaHUS pa3padarbiBaeMOin
HOMEHKJIATyphl aen. [lyig onpeneneHus coctaBa JOKyMEHTOB U MIEPEUHs [l B HOMEHKJIaType HeoOX0AUMO
BOCIIOJIb30BaTbCSl  MMEIOIIMMCS JIMYHBIM  OMNBITOM, a TaKXKe pa3nYHbIMU MEPEYHSIMH TUIIOBBIX
YOpPaBIEHYECKUX  JOKYMEHTOB, OOpa3yloluxcs B  JESTEIbHOCTH  OpraHM3alyii, NpUMEPHBIMU
HOMEHKJIaTypaMH JIeJ1 JUIsl pa3IM4HbIX TUIIOB OpraHU3alui.

CryneHT noipkeH pa3paborarb | HOMEHKIATypy

Tema 10. Opranusanusi Tekyuero xpanenusi 10kyMeHnTos (I1K-2)

Jlexknus.
[Tonsatue "¢popmupoBanue xaen"'. OOmue npuHUMIB (GopMmupoBaHUus nen. OcCHOBHbIE TpeOOBaHUS,
npeabsaBisieMble K (OpMUpOBaHMIO el B TEKyIleM Jelonpou3BojicTse. llpaBmia ¢dopmupoBaHus
pa3IMYHBIX KaTeropuil JOKyMEHTOB B nena. dopMmupoBaHME €1 B OpPraHu3allid, B €€ CTPYKTYPHBIX
noapasneneHusX. OTBETCTBEHHOCTh 32 COXPAHHOCTh JOKYMEHTOB. Bbljaua JOKYMEHTOB JJii BPEMEHHOIO
I10JIb30BaHUS IIPU XPAHEHUH UX B CTPYKTYPHOM IOAPA3IEICHUH.

IIpakTH4eckoe 3aHATHE.
3amanue.
1. IlpoBenuTe Bce HEOOXOAUMBIE MIPOLIEAYPHI I 3aBEACHNUS Jieia B Hayasle KaJeHAapHOro roja.

2. CdopmupyiiTe B nmema Ha OCHOBE HMEIOIICHCS HOMEHKIATYphl KOMIUIEKT JokyMmeHToB OO0,
MIPEJICTaBICHHBIN MpenoaBaresem.
3. [Ipoananu3upyiiTe JEN0BYIO CUTYalUIO U YKAKUTE OIIMOKU B TEXHOJIOTUU JIEJIONPOU3BOJICTBA.
B ciyx6e JIOY opranuzanuu npu GOpMUPOBAHUM [T TPUIEPKUBAIOTCS MHEHHUS, YTO B OJTHO JIEJIO HEIb3s
noMemarb JOKYMCHTEI C pa3HbBIMU CPOKAMU XPAHCHUA. B cooTBeTcTBHU C 3TUM B OJHY HarKy MMOMCIIAar0T
Ppa3HbIC BUJbI TOKYMCHTOB C OAWHAKOBBIMU CPOKAMMH. qTO6bI OGHGI“II/ITB MOUCK HY’KHBIX HOKYMCHTOB, B
Marky MnoAmMWBAIOT KapTOHHBLIC PA3ACIMUTCIIN, Ha KOTOPBLIC 3aHOCAT HA3BAHUC BHUIOB U pa3HOBHHHOCTCﬁ
AOKYMCHTOB. OTH 7K€ Ha3BaHUI NEPCHOCAT Ha O6JIO)KKy Acja. Koma KOJIMYECTBO JIUCTOB B ACJIC AOCTHUTACT
300-350, 3aBOIAT €ro BTOPO TOM.
4. Opopmute JOKyMEHTAJIBHO BbIJAYy JOKYMEHTA U3 JieJia 10 3alpocy MPOKypaTyphl.

3agaHus AJ51 CAMOCTOSITEILHOI padoThI.
3aroNHUTe «JTUCT-3aMECTUTEINb» U «KapTy-3aMECTUTEIbY.

IIpuctymass K CaMOCTOSTEIIBHOMY M3yYEHHIO TEMbl U BBIIIOJIHEHHUIO 3aJaHUs HAJI0 YSACHUTH, 4YTO
UCTIOJIHEHHBIE JOKYMEHTHl U C(OPMHUPOBAHHBIC JleNla ONPEACICHHOE BpPEMsl XPAHATCS B CTPYKTYpPHBIX
MOApA3JEICHUAX W HCIONB3YIOTCA MUl HAaBEACHWS pa3iIu4HbIX chnpaBok. llostomy cCylectByror
oIpeaesieHHbIE CIOCO0Bl 00eCHeUeHHsT COXPAaHHOCTH JOKYMEHTOB, YCTaHOBJIEH CHELMaIbHBIN MOPSAIOK
BBIJIaYM JIOKYMEHTOB M3 3aKOHYEHHBIX (C(OPMHPOBAaHHBIX) Jei. Takke BaXXHO OOpaTUTh BHUMAaHHE Ha
ocoOble TpeOOBaHMA K XPAHEHUIO W TOPSAKY BBIIAYM HEKOTOPHIX BUAOB JOKYMEHTOB. CTymeHTY
HEOOXOIMMO YETKO MPEJCTABIATh, B KAKMX CIIy4asX MOXKET ObITh BbIIAH OTAEIbHBIN TOKYMEHT U3 JeNa, a B
KAaKUX BBIIAETCS IMOJTHOCTBIO JEJIO.

Htorom paboThI ABISIOTCA 2 JMCTA-3aMECTUTENS U 2 KapThl-3aMECTHTEI.

Tema 11. IloaroroBka ges1 M NOPSIAOK NepeAayu AeJ1 B apXuB A JajabHeiimero xpanenus (I1IK-2)
Jlexknus.
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[Tonsatue "akcmepTu3a LEHHOCTH NOKYMEHTOB". HOpMaTMBHO-METOOMYECKHE M TEOPETUUYECKHE OCHOBBI
MPOBENEHUSI HKCIEPTU3bl LEHHOCTH JOKYMEHTOB. TpeOoBaHUs, NpeabsSBIIEMble K OpraHM3allid U
MPOBEIECHUIO SKCHEPTH3bl IIEHHOCTU JOKYMEHTOB. OcHOBHBIE (yHKUUH LleHTpanbHON SKCIEepPTHOM
komuccuu (LIDK) u sxcneptHbix komuccuit (OK) opranuzanuu. Ilonoxenne 06 SKCIIEPTHONH KOMUCCHH.
[IpaBa u GyHKIMU KOMHCCUH, OPTaHU3aLKs U TOPSI0K JOKYMEHTHPOBAHUS €€ paOboThl. DTarbl MPOBEICHUS
HKCTIEPTU3BI LIEGHHOCTHU TO0KyMEHTOB. OopMiIeHre pe3yabTaToB SKCIEPTH3bI IEHHOCTH JOKYMEeHTOB. Onucu
nokymeHToB. [lonarue "opopmienue nena". OCHOBHBIE TPEOOBaHUS, IPEIbIBIsAEMbIE K 0()OPMIICHUIO eIl
[Tonnoe odopmnenue nen. IMommumeka gen. Hymepaums nucroB nena. CocTaBieHHE 3aBEPUTEIBHOM
HaAmucH, BHyTpeHHeW omucu. Odopmienue obmoxku naena. Ilepemaua nen Ha XpaHeHHE B apXuB.
BsaumoneiictBue ciy:x0s1 IOY 1 apxuBa opraHu3anii. AKTHI O BBIJICICHUH TOKYMEHTOB K YHHUTOXKEHHUIO
U CHATHIO C y4eTa

IIpakTnyeckoe 3ansATHE.
3aganus.

1. CocraBbTe OJOK-CXEMY 3TallOB SKCIEPTH3bl LEHHOCTH J0KyMeHTOB. CocTaBbTe 00pasel] MpOoTOKoIa
3aceJaHus SKCIIEPTHON KOMUCCUU OpPTraHU3alllu.

2. TlpoBenuTe CpaBHUTENBbHBIA aHAMU3 (DYHKIMA SKCIEPTHON KOMHUCCHM OpPTaHU3AIlMU M IICHTPATbHON
AKCHEPTHON KOMHUCCHH.

3. OdopmuTte aeno Ay nepeaady Ha apXUBHOE XpaHEHHE.
3anaHus AJ151 CAMOCTOSITEILHOI padoThI.
3aroyHUTE aKT O BbIAETICHUH JIE] K YHUUTOKEHUIO.

[Tpuctynas K BBITOTHEHUIO 3a/IaHUsI HEOOXOIUMO M3YYUTh OCHOBHEIE TPEOOBAHHS K 3aBEPIIAIOIIEMY dTaITy
paboThl ¢ JTOKYMEHTaMH B JIEIOMPOU3BOACTBE — MOATOTOBKE WX K Mepeaadye Ha JallbHelIee XpaHeHHE B
apXUB OpPTaHU3ALMU WU YHUUTOKEHUIO.

OcHoBHblE TpeOOBaHHA K TOPAAKY pabOThl C JIOKyMEHTaMH Ha OTOM JTale CoAep)Karcs B
HOPMAaTUBHO-METOAMYECKUX JIOKYMEHTax, pa3paboTaHHBIX apXWBHBIMU opraHamMu. CTyIeHT [OJIKEeH
YCBOWTH, YTO J€Nla C JOKyMEHTaMHU BpeMeHHBIX (0 10 51eT) cpoKoB XpaHEHUS MOTYT XPaHUTHCA B TeEX
CTPYKTYPHBIX MOApA3IeNICHUsX, e ObUTH C(hOPMUPOBAHBI, U MO UCTEUEHUHU CPOKA XPAHEHHS] YHUUTOXKATHCS
0e3 mepegayn B apxuB opraHuzanuu. [Ipw 3ToM HEoOXOAMMO 3HATH, YTO OPTraHU3AlMsS HMMEET IPaBo
YHUUYTOXATh JieNia, BKJIIOYEHHbIE B aKT, TOJIbKO mociie Toro, kak DIIK yTBepauT omnuchk J1ed1 NOCTOSIHHOTO
CpOKa XpaHEHHUSI.

AKT 0 BBIZICJICHUU JI€T K YHUYTOXKEHUIO 0(OPMIISIETCSI B COOTBETCTBUHU € TPEOOBAHUSIMH HOPMATHUBHBIX
nokyMeHTOB. CienyeT 00s3aTeIbHO YUUTHIBATH TO, YTO aKT HUMEET CBOU OCOOEHHOCTH B OPOPMIIEHUU U
yaoctoBepeHud. [103ToMy HyKHO yMETh ONpEAeNsATh COCTAB IOJKHOCTHBIX JIHII, MPUHUMAIOIINX YyYacTHE B
COCTAaBIJIEHUU, BU3UPOBAHUU U COIIACOBAaHUH 3TOTO JOKYMEHTA

Tema 12. ApxuBHOe XpaHeHue Jo0KyMeHTOB u jeJ (I1K-2)
Jlexknus.

[loHsiTE BEIOMCTBEHHOTO M TOCYHApPCTBEHHOIO apXWBOB. OpraHuzanus BEJOMCTBEHHOIO XpaHEHUs
JOKyMEHTOB M oOecneyeHus uX coxpaHHOCTH. [IpaBa M (DyHKIMH 3KCIEPTHO-TPOBEPOYHON KOMHUCCHH.
IlonroroBka M mnepenadya A€l B apXWB oOpraHu3auud. KoMIIJIEKTOBaHHME TOCYIapCTBEHHBIX apXHBOB.
TpeOGoBanusi K JOKyMEHTaM IpH Nepeaadye Ha TOCyJapCTBEHHOE XpaHeHne. OpraHu3aius XpaHeHus1, yuera
Y KOHTPOJIS IIPU BbIJJau€ apXUBHBIX JOKYMEHTOB BO BPEMEHHOE I10JIb30BAHKE

IIpakTH4eckoe 3aHATHE.
3amanue.
Haiite kpaTtkyto xapakrepuctuky [ATO B nucsMeHHO# popme:
- laTa CO3JaHus,
- YUpEAUTENH,
- HICTOYHUKHU KOMILJICKTOBaHMS,
- 00BeM JIOKyMEeHTaIBLHOTO (poHAA,

- COCTaB SKCIIEPTHO-NPOBEPOUYHON KOMHUCCHUU,- YCJIOBHS BbIAAYM ApPXMBHBIX JOKYMEHTOB BO BPEMEHHOE
MOJIb30BaHUE

3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.
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OdopmMuTs 00paser] apXuBHOW CIIPABKHU.
JlanHOoe 3amaHMe TMpearoyaraeT OTpaOdOTKy HAaBBIKOB COCTABICHUS apXUBHBIX cIpaBok. Ilpm ero
BBIITOJTHEHUH CTYAEHT MO THIIOBOMY OOpasily apXWBHOW CIIPaBKH JOJDKEH CaMOCTOSTEIBHO O(GOpMHTH 2
apXWBHBIC CIIPABKH.
W3yuyas naHHYI0 TeMy BaXXHO YCBOHMTb, YTO BCE KOMMEPUYECKHE U TOCYAApCTBEHHBIE OpraHHU3allMy,
TOCY/IapCTBEHHBIC W BEJOMCTBEHHbIE apXHUBBI O0s3aHBI BbIAaBaTh MO 3alpocaM OpraHM3alui, OBIBIIMX
COTPYAHMKOB M OOpamIeHHsM TpaXJaH CIpPaBKH, KOMHWU M BBIIMCKM W3 apXuBa JIOKYMEHTOB O
MOATBEPXKIACHUH caMOro (pakTa u ctaxa paboTbl, 3apabOTHOMN TUIATHI, JOHKHOCTH U IPYTHUM BOIIPOCAM.

ApxuBHas cripaBka — o(pUIIHAIBHO 3aBEPEHHBIN JOKYMEHT, UMEIOIIUHI I0OPUINUECKYIO CHIIy U COAEpKaIMi
cooOuieHne (moaTBepxkaeHNe) 00 MMEIOIMXCS B apXHMBax JIOKYMEHTaxX, CBEACHHUSAX, OTHOCSIIUXCS K
IpeIMETy 3ampoca, ¢ 00s3aTeNbHBIM yKa3aHHEeM MOMCKOBBIX NaHHBIX (Ne omucu, Ne nema, Ne nmcros). K
o(hopMIIEHHIO apXMBHOW CIIPaBKH NPEABABISICTCA psijg TpeOOBaHMM, H3JIOKEHHBIX B HOPMATHBHBIX
JOKyMEHTaX MO OpraHu3aluy paboTbl apXUBOB.

ApXUBHBIE CIIPAaBKU COCTABIIAIOTCS Ha OUCHBIX OJaHKax ¢ 0003HAYCHUEM Ha3BaHUS «APXUBHAs CIIPABKAy.

ApXUBHBIE CIIPAaBKH COCTABIISIFOTCS TOJILKO Ha OCHOBE MOJIJTMHHUKOB WJIM 3aBEPEHHBIX KOMUM TOKyMEHTOB.
B cripaBke npuBoaATCS Ha3BaHUS JOKYMEHTOB, UX JIaThl M M3JIaraloTCsl CBEICHUS U3 ATHUX JOKYMEHTOB B
XPOHOJIOTHYECKOH MOCIe10BaTeIbHOCTH COOBITHI, a HE IOKYMEHTOB, B KOTOPBIX OHHM OCBELIAOTCS.
Boiaepxku u3 JOKYMEHTOB 3aKJIIOYAIOTCS B KaBbIUKH, Ha3BaHUS OpraHu3aluii, moapasaesieHuil py nNepBoM
YIOMUHAHUU MPUBOJATCS MOJTHOCTHIO. ApXHBHAs CIIPaBKa MOMUCHIBAETCS OTBETCTBEHHBIM 32 apXUB
COTPYIHUKOM U PyKOBOJUTEJIEM OpraHU3alluH U 3aBepseTcs MevaThio (Mpy HAIMYUU - TepOOBOI),K CIIpaBKe
IIpU HEOOXOIUMOCTH MPUIIAratOTCs KOMUU TOKYMEHTOB M BBIITUCKU U3 MOJUTMHHUKOB. [Ipu coctaBnenun
CIPaBKHU HAa HECKOJIbKHX JINCTAX JIOJIKEH 3aBEPAThCS KaXKIbIH €€ JIUCT.

Tema 13. DnekTpoHHBbINH J0KyMeHTO000pOT opranu3annu (ITK-6)

Jlexknus.
Apromaruzaius JIOY u TexHudeckue cpernctBa O(pUCHON AedaTenbHOCTH. [IpobimemMbl M mepCHeKTHBHI
apromatmzanuu  JIOY. TIOHATHS <«QIEKTPOHHBIA JOKYMEHT» M «IJICKTPOHHBIH JTOKYMEHTOOOOPOTY.
DNEeKTPOHHBIA TOKYMEHTOOOOPOT KaK HEOOXOJMMOE YCIIOBHE AEATEIbHOCTH COBPEMEHHOW OpraHU3allHH.
HopmaruBHast 6a3a paboThl C AIEKTPOHHBIMH JOKyMEHTaMH. OJIEKTPOHHBIH oduc. DyHKIMM cHcTeM
aBTOMAaTH3alluM JIEJONPOM3BOACTBA M AJIEKTPOHHOTO JOKyMeHTooOopora. KoHBepcusi OyMakHBIX U
IEKTPOHHBIX JIOKyMEHTOB. ABTOMaTH3UPOBAaHHbBIE CUCTEMBI yIpPaBICHUS JIOKYMEHTaMH.
ABTOMaTHU3MPOBAHHBIE CHUCTEMBI AJIEKTPOHHOTO JoKymMeHToobopora (ACDI/). IlpoGnembl kauecTBa U
cepruduxannu ACI/I.

IIpakTH4eckoe 3aHATHE.
1. ChopmupyiiTe cxeMy TUPEKTOPHH (€€ MaroK, Ha3BaHUH JOKYMEHTOB) JIJIsi OTIEPATUBHOTO XPAHCHUS
JIEKTPOHHBIX JOKYMEHTOB Ha OCHOBE HOMEHKJIATYPBI J€CII.
2. CocTtaBbTe ONeporpaMMy IpoLeayphl OATOTOBKU U CIA4U DJIEKTPOHHBIX JOKYMEHTOB B apXUB
OpraHM3aly.

3aganus AJ151 CAaMOCTOSITEIbHOM PadoThlI.
Ha ocHoBe u3yuenus 1eneBoit heaepaibHoi mporpaMMbl « AneKTpoHHast Poccus» onpenenuTs BeayIme
HarpaBJICHUs Pa3BUTH AIEKTPOHHOTO TOKYMEHTOO00POTA.
Pa3Butue cuctem 3MIEKTPOHHOTO IOKYMEHTOO00pOTa - O/IHA U3 aKTyalbHBIX 3a1a4 B cepe JOVY. Crynenty
HEOOX0IMMO Pa300paTbcs B TOM, KaKe MEphl U Ha KaKUX YPOBHSX YIPABICHUS MPEANPUHIUMAIOTCS IS
BHeApeHus COJl B IpakTUKy yIpaBiIeHUYECKOHN eATeIbHOCTH. [[03HAKOMUBIINCH C TEKCTOM LIEJIEBOI
IIPOrpaMMBI, CTYJEHT JAOKEH 0XapaKTepU30BaTh OCHOBHYIO 11€JIb IIPOIPAMMBI, YYACTHUKOB €€ peaanu3aluy,
CPOKHU peaJli3alliH, a 3aTEM BbIACIUTh ONMCAHHBIE B IPOIrPAaMME OCHOBHBIE HAIIPABJICHUS Pa3BUTHUS
ANIEKTPOHHOTO JOKYMEHTO000pOTa U OXKHUJaeMble pe3ysIbTaThl M0 KaXI0My HampasieHuto. [Ipu stom 3agaua
CTYZICHTA - HE NIEPENUCaTh TEKCT IIPOrPAMMBI, & IIPOAHAIIU3UPOBATE €€ U CAMOCTOATEIIBHO KPATKO
chopMyTUpOBaTh IepeueHb HAIPABICHUH U 0XKUIAEMBIX PE3YyNIbTaToB M0 HUM. CTYIEHT TOJKEH TaKKe
HAy4YMTbCS YETKO pa3rpaHUUMBaTh MOHATHUS «3a1a4nl», «HAIPABICHUSY, «KMEPOIPUATHU.

Tema 14. JlokanabHble cucTeMbl JoKyMeHTo000poTa (I1K-6)
Jlexknus.



JlokyMeHTallMoHHOe obecrieueHue B Oyxranrepuu. HopmaTtuBHbIe HOKyMEHTHI MHHUCTEPCTBAa (PMHAHCOB
PO xak ocHOBa opraHumsaunuu JOKyMeHTOoOopora B Oyxranrepuu. [lepBuuyHBIE y4YeTHBIE JOKYMEHTHI.
YHuuuUpoBaHHAas cuUcTeMa (PUHAHCOBOM, YUYETHOH M OTYETHOH OyXranTepcKod JOKyMEHTAllHH.
OcobenHoctn 00paOOTKM, y4yeTa W XpaHEHUs MEPBUYHBIX YUYETHBIX OyXTaJTepCKUX JIOKYMEHTOB.
TexHnonornu BHECEHHMS H3MEHEHUH B JOKYMEHTBHI. TexHojoruu paboThl C KaapOBOW JTOKYMEHTALUEH.
CocTtaB JOKyMEHTAllMM KaJApoBOH ciykObl. OcobeHHOCTH O¢GOpMIICHHS KAApPOBBIX JOKYMEHTOB.
3aKoHONATEIbHBIE AKThl M HMHCTPYKTHBHBIC MaTepuajbl, perIaMeHTHpYIoIue O(QOopMIIeHHE KaapoBOU
JTOKyMEHTAIMH. JIOKyMEeHTHpOBaHHE OCHOBHBIX IPOLIECCOB JABIKCHHMA KaapoB. Creuumduka paboThl C
TPYZOBBIMM KHIDKKaMH. CHcTeMa yueTa U XpaHEHMs KaJpOBBIX TOKyMEHTOB. DopMHUpOBaHME U XpaHEHUE
JIMYHBIX JIEJI COTPYIHUKOB

IIpakTH4eckoe 3aHATHE.
1. OpopMUTh 1 3aperUCTPUPOBATH MIPUKA3HI O MPpUEME Ha padboTy, 00 YBOJIHHEHUH, BHECTH
COOTBETCTBYIOLIHUE 3aIMCH B TPYILOBYIO KHHUKKY.
2. ChopmupoBath JTHYHOE JEJI0 COTPYTHUKA

3anaHus AJ51 CAMOCTOSITEILHOI padoThI.
OdopMHUTE XypHaI Ui pErucTpaliy IPUKa30B 110 JUYHOMY COCTaBY, CAEIaTh 3alKCh O perucTpanu 1
IIpUKa3a.
KangpoBoe nenonponsBOACTBO BBIACIAETCA B CAMOCTOATEIBHYIO CUCTEMY M 3aKpEIUISAETCS, KaK IPAaBUIIO, 3a
oTAenoM KaapoB. I103ToMy cTyneHTy BaKHO ySCHMTB, YTO PErMcTpanus KaIpOBBIX ITOKYMEHTOB, B TOM
YHCJIE IPUKA30B OCYIIECTBISETCS OTAEIBHO OT JPYTHUX TOKYMEHTOB.
JIOKyMEHTBI IO KaIpOBOMY COCTABY SIBJISIIOTCSI COLMAIEHO 3HAUMMBIMU JIOKYyMEHTaMHU U TpeOyroT 0co00it
TIIATEIFHOCTU M aKKYPAaTHOCTHU NP 0(OPMIICHUH, YUETE U XPAHEHUH B TEUCHHE JJTUTEIFHOTO CPOKA.
OcHoOBHasl 4yacTh JOKYMEHTOB, O(hOPMIISIONIMX OTHOLICHHUS PAOOTHUKOB, BOIILJIA B COCTAB
YHU(PUIUPOBAHHOMN CUCTEMBI IEPBUYHON YUETHOI JOKYMEHTALIMH B pa3/iesie yueTa TpyJaa U €ro OIIaThl.

4. KoHTpO/Ib 3HAHUI 00yYAKOIIMXCS U THIIOBbIE OLIEHOYHbIE CPeACTBA
4.1. Pactipenenenue 6amios:

4 cemectp
* mocemaeMocTs — 10 0auIoB
*  TeKylMi KoHTpoisb — 80 OaoB
*  KOHTPOJIbHBIE CPE3bl — 2 cpe3a Mo S5 OAITOB KaX bl
* npemuanbHble 6amiel — 20 6amIoB

Pacripenenenne 6aioB 1mo 3aJaHusIM:

No |HazBanue tembl | @opmbl Max. Mertonuka npoBeJeHUs 3aHIATUS U OIIEHKU
Te | /BHUI y4eOHOH |TEKylIero | KOI-BO
MBI paboTsI KOHTpOJs | Oamos
/ cpe3bl
1. [Ipenmer, Pemenne 10 10 6anmIoB HAUYMCIIAETCS CTYACHTaM, KOTOPBIC TPABIIILHO BBITTOTHHAIN
COZiepKaHHe U |TPaKTHYEC 3a/laHue
3a/laud Kypca |KuX 3ajad 5-7 GanmoB — HETMOTHOE BBHIMTOJIHEHUE 33/TaHUS
«Opranuzanus | (Beimonae 1-4 Gaya — HEMIOJIHOE W HETOYHOE BBHIITOJTHCHHUE 3 TaHHSI
Y TEXHOJIOTHH HUE
J0Y» MpaKkTH4eC
KHX
3aJTaHMI )
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UcTopus
JIEJOMPOU3BOJIC
TBa B Poccun

CemuHapc
Koe
3aHsTHE

10

CeMuHapcKoe 3aHATHE

10-7 0GamnoB — CTYOGHT YMEET COMOCTaBUTH MOJIYYEHHYIO IIpH
MOATOTOBKE K 3aHATHIO MH(OpManuio, 4eTKO (GopMynnpoBaTh CBOU
BOIPOCHI U OTBEYATh HA 33J]JaBAEMbIE EMY BOIPOCHI, BECTH JTUCKYCCHIO
C HCTIOJIb30BAaHUEM COBPEMEHHOM TEPMHHOJIOTUN

6-4 Oanna - CTyIEHT yMeeT IPUMEHSITDH MOTYyYSHHYIO TIPH OATOTOBKE
K 3aHATHIO MH(OpPMALHWIO, OTBeYaeT Ha OOJBIIMHCTBO BOIPOCOB,
HCIOJIB3YET COBPEMEHHYIO TEPMUHOJIOTHIO, HO K IUCKYCCHH HE TOTOB

3 Oamna - CTyIeHT yMeeT IIPUMEHSTh MOMyYSHHYIO IPU MOATOTOBKE K
3aHATHIO MH(OPMALHWIO, OTBEYaeT Ha BONPOCHI, HO TEPMUHOJIOTHEH
BIIa/IeE€T HETOCTATOYHO

2 Oamia - CTyIEHT BIIAJEET TEOPETUUYECKHM MaTepHalioM IO TeMe
3aHATHSA U OTBEYAET HA BONPOCHI

1 Gamn — CTyIeHT BiajeeT TEOPETHUYECKUM MaTepHajioM IO TeMe
3aHATHSA, HO 3aTPYQHAETCS IIPH OTBETE HA BOIIPOCHI

Ecnu crymeHT He Bnazeer mpoOneMaTWKOW — 3aHATHS, HE MOXKET
OTBEUaTh Ha BOMPOCHI, 3aUNTHIBAECT OTBET [0 TEKCTY — OTBET OaJIaMu
HE OLIEHUBAETCS

[Mucemenn
as pabora
(ITucemen
Has
CaMOCTOSIT
eNbHas
paborta)

5 6amoB - paboTa BBINOMHEHA U 0pOopMIIeHa Oe3ypedHO

4 Gayna- UMEIOTCS HE3HAUUTEIbHBIE OIIMOKH B COACP)KAHUM W/HIU
odopmIIeHUH pPabOTHI

3 Ganna — paboTa BBINOJIHEHA C OIIMOKaMHU

2 Gata - paboTa BBINOIHEHA ¢ omKOKaMH U ohopmIleHa HEOPEKHO

1 OGamnm - paboTa BBINONHEHA C CYIIECTBEHHBIMU OIIMOKaMH |
odopmiieHa HEOPEIKHO
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Hopmarusro-me
TOJNYECKAS
6aza JIOY

BeicTynu
eHHe ¢
HoKJIa10M
(KonTpoa
bHBIH
cpe3)(koH
TPOJILHBI
i cpe3)

VYcTHOE BBHICTYNJIGHHWE aBTOpa MO pesyabraraM Jokiana/pedepara
COCPEJOTOYEHO Ha MNPUHIWIHNAIBHBIX BOMpOCaX, TaKUX Kak:
aKTyaJIbHOCTh TEMBI HCCIICIOBAHUS; METOAOJNIOTHUECKUH amnmapar u
OCHOBHBIE HAy4YHBIC MOIXOAbl (LIKOJBI), 3aHUMABIIHUECS PEIICHHEM
BOIIPOCOB; HOBM3Ha  PabOTHI u OCHOBHBIE BBIBOJIBI,
chopMyIHpPOBaHHBIE B XO€ U3yUEHHS MaTepuaa.

WnpuBuayaneHasl 3aliMTa IMPEAONaraeT PacKphITHE JHYHOCTHOTO
acriekTa aBTopa JAokinana/pedepara B xone pabOThl Hal TEMOM.
Heo6xomumo o00ocHOBaTe BHIOOpP TEMBI M NPHBECTH COOCTBEHHBIE
METOIBl W CHOocoObl paboThl Haa MpoOJIEeMOW, BHIHECEHHOH B
3ariaBue. [IpuBeleHB OpUTMHANBHBIE HAXOIKH, COOCTBEHHBIE
CY)KOCHMs, HWHTEpecHble (akThl W HIEH, IOJYYCHHBIE B XOJC
pa3paboTku Matepuana. B mokmage OomkHAa OBITH  OTpakeHa
JUYHOCTHAs 3HAYMMOCTh TMPOACTaHHOW pabOTBl W  HAMEYEHBI
MEPCIEKTUBEI MPOIOKEHHS MCCIIeIOBAHUSL. BozmoxHBI
Mpe3eHTaINH, Pa3AaTOUYHBIH MaTeprall, CIalasl U T.1.

5 0aJIoB — CTYOEHT IPaMOTHO BBICTPAaWBAET JIOTUKY CBOETO JOKJana
mo MarepuanaMm pedepara, pacKpblBaeT TEMY HCCIIEIOBaHUS,
ONUpAsCh HA PE3YyIbTaThl TEOPETHYECKHMX W  SMIUPUYECCKUX
WCCIIEIOBAaHUI TMOCIEAHUX 3-5 JIeT, JeMOHCTPHUPYET OpUTHHAIbHBIC
HaXOAKH B pelIeHMH NpoOieMbl, HAaMEYEHbl MEPCHEKTHUBEI
WCCIICIOBaHUS,  NPOACMOHCTPUPOBAHBI  XOPOLIME  OpaTOPCKUeE
CIOCOOHOCTH,  BBICTYIUIGHHE  CONPOBOXIACTCS  Ipe3eHTanuei
MOJTYYEHHBIX PE3yJbTaToB. | paMOTHBIE OTBETHI HA JOMOJIHUTEIILHBIC
BOTIPOCEHI

4 Oamna - CTYOEHT 'PaMOTHO BBICTPAaWBaeT JIOTMKY CBOETO JOKJIaaa
mo MarepuanaMm pedepara, pacKpblBaeT TEMY HCCIIEIOBaHUS,
ONUPAsCh Ha PE3yJbTaThl TEOPETHYECKUX WM SMIHUPUICCKUX
WCCIICIOBAHUN TOCIEOHUX S5 JIeT, JAEMOHCTPUPYET OTACIbHBIC
OpUTHMHANbHBIE HAaXOAKH B PELICHUH MPOOJIEMbI, MEePCIEKTUBBI
HCCIIEIOBAHUS HaMEYCHBI OT/AEIbHBIMU HITPUXAMH,
MPONEMOHCTPUPOBAHEl  XOPOIIME  OpaTOpCKUE  CHOCOOHOCTH,
BBICTYIUICHHE  COINPOBOXKIACTCA  MpE3eHTAUMed  MOJyuYeHHBIX
pesynbratoB.  [laHbl  TpaMOTHBIE  OTBETHl HA  OTHEIbHBIC
JOTIOJTHUTENIbHBIE BOITPOCHI

3 Gaya - JIOTMKA BBICTYIUICHHUS B OTAENBHBIX MECTax HapyIlIaeTcs,
TeMa WCCIEeNOBaHUS PACKPBIBACTCS, ONHUPAsCh Ha Pe3yJabTaThl
TEOPETUYECKUX HCcCeqoBaHuid mnociaeguux 10 Jer, OTCyTCTBYIOT
OpUTMHANIbHBIE HAaXOAKH B PELICHUH MPOOJIEMbl, MEPCIEKTUBBI
WCCIICIOBAHUSI ~ HAMEYEHBl  MYyHKTUPHO, MPOAEMOHCTPUPOBAHBI
CpeHHE OpaTOPCKHE CIIOCOOHOCTH, BBICTYIUICHHE COMPOBOXKIACTCS
Mpe3eHTaleld TONyYeHHBIX pE3yNbTaToB, OTBETHI Ha BOMPOCH
TpeOyIOT YTOUHECHHUSI.

2 Oamna — TpeACTaBICHHBIE PE3yJbTaTbl B Macce CBOEH He HOBBI,
OTBET MPEACTABISIET COOOH MPOCTOE 3aYUTHIBAHUE TEKCTA, OTACIbHEIE
OTBETHI Ha JIOTIOJIHUTEIILHBIE BOMPOCHI TPEOYIOT YTOUHEHUS

1 Gann - mpeacTaBICHHBIEC PE3YABTAaThHl B Macce CBOCH HE HOBBI, OTBET
npeacTaBisgeT co0oil MPOCTOE 3auWTHIBAHME TEKCTa, CTYACHT HeE
MOXET JIaTh OTBETHI Ha JOIOIHUTEIBHBIE BOIPOCH

[IncemenH
ast pabora
(ITucemen
Has
CaMOCTOSIT
ebHas

pabora)

5 6amtoB - paboTa BRIMOTHEHA B 0hopMIIeHa OE3yTTPETHO

4 Oajia- UMEIOTCS HE3HAYHUTEIbHBIC ONIMOKH B COMACPYKAHHUH H/HIH
odopMIIeHUHN pabOTHI

3 Oaymra — paboTa BBITOTHEHA C OITHOKaMHU

2 6amia - paboTa BEITIOJTHEHA C OIMTUOKaMU U oopmIieHa HEOPEKHO

1 Gamn - pabora BBITIOJIHGHA C CYIICCTBEHHBIMH OITHOKAMH |
odopMiIeHa HEOPEKHO
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CemuHapc
Koe
3aHsTHE

10

CeMuHapcKoe 3aHATHE

10-7 0GamnoB — CTYOGHT YMEET COMOCTaBUTH MOJIYYEHHYIO IIpH
MOATOTOBKE K 3aHATHIO MH(OpManuio, 4eTKO (GopMynnpoBaTh CBOU
BOIPOCHI U OTBEYATh HA 33J]JaBAEMbIE EMY BOIPOCHI, BECTH JTUCKYCCHIO
C HCTIOJIb30BAaHUEM COBPEMEHHOM TEPMHHOJIOTUN

6-4 Oanna - CTyIEHT yMeeT IPUMEHSITDH MOTYyYSHHYIO TIPH OATOTOBKE
K 3aHATHIO MH(OpPMALHWIO, OTBeYaeT Ha OOJBIIMHCTBO BOIPOCOB,
HCIOJIB3YET COBPEMEHHYIO TEPMUHOJIOTHIO, HO K IUCKYCCHH HE TOTOB

3 Oamna - CTyIeHT yMeeT IIPUMEHSTh MOMyYSHHYIO IPU MOATOTOBKE K
3aHATHIO MH(OPMALHWIO, OTBEYaeT Ha BONPOCHI, HO TEPMUHOJIOTHEH
BIIa/IeE€T HETOCTATOYHO

2 Oamia - CTyIEHT BIIAJEET TEOPETUUYECKHM MaTepHalioM IO TeMe
3aHATHSA U OTBEYAET HA BONPOCHI

1 Gamn — CTyIeHT BiajeeT TEOPETHUYECKUM MaTepHajioM IO TeMe
3aHATHSA, HO 3aTPYQHAETCS IIPH OTBETE HA BOIIPOCHI

Ecnu crymeHT He Bnazeer mpoOneMaTWKOW — 3aHATHS, HE MOXKET
OTBEUaTh Ha BOMPOCHI, 3aUNTHIBAECT OTBET [0 TEKCTY — OTBET OaJIaMu
HE OLIEHUBAETCS

Opranuzamus
ciyx0s1 JIOY

Tectupos
aHue

10

1 Gamn HaumcnsieTcs 3a Kax/apie 10% MpaBHIILHBIX OTBETOB

[IncemenH
ast pabora
(ITucemen
Has
CaMOCTOSIT
ebHas
pabora)

5 6amtoB - paboTa BRIMOTHEHA B 0hopMIIeHa OE3yTTPETHO

4 Oajia- MMEIOTCS HE3HAYHUTEIbHBIC ONIMOKH B COMACPYKAHHUH H/HIH
odopMIIeHUHN pabOTHI

3 Oamra — paboTa BBINOTHEHA C OITHOKaMHU

2 6amia - paboTa BEITIOJTHEHA C OIMMTUOKaMu U oopmIiieHa HEOPEKHO

1 Gamn - pabora BBITIOJIHGHA C CYIICCTBEHHBIMH OITHOKAMH |
odopMiIeHa HEOPEKHO
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Opranuzanus
JIOKYMEHTO000p
ora

IToaroros
Ka 1
3aIlnuTa
Mpe3eHTaIll
13174
(ITonroros
Ka
ANIEKTPOHH
ot
Mpe3eHTaIll
17170

[IpesenTaruisi MOATOTaBIWMBAcTCS IO OJHOMY M3  BOIIPOCOB
MPaKTHYECKOTO 3aHATUSA. [Ipu BBICTYIUICHHMH C Tpe3cHTaIueH
Heo0X0MMO 0o0paiaTh BHUMaHUE Ha TAKUE MOMCHTHI KakK:

- COIEpKaHUE TMPE3CHTAIMU: AaKTYaIbHOCTh TEMBI, MOJHOTa e¢
PACKpBITUS,, CMEICIIOBOE COJICpXKaHHWE, COOTBETCTBHEC 3asBICHHON
TEMbl COMEPIKAHUIO, COOTBETCTBHE METOIUYCCKUM TPEOOBaHUSAM
(memu. CCBUIKM Ha PECypChl. COOTBETCTBUE COACDXKAHHUS W
JUTEpaTyphl), TpakTHYeCKas  HaNpaBICHHOCTh, COOTBETCTBUC
CoZlepaHMs 3asBICHHOW (opMe, aJCKBAaTHOCTh HCITOIb30BaHUS
TEXHUUYECKHUX CPEJCTB YUYEOHBIM 3aJa4yaM, TOCIEI0BaTeIbHOCTh U
JIOTUYHOCTH TIPE3CHTYEMOTO MaTepuana;

- odopMicHHE Tpe3eHTalMu: 00beM (ONTHUMAIBLHOE KOJIMYECTBO),
Mu3aiiH  (YMTAeMOCTh, HAJUYMe W COOTBETCTBHE TpaduKkd U
aHUMAaIlUY, 3ByKOBOE 0()OpMIICHUE, CTPYKTYPUPOBaHHE UH(POPMAIIHH,
COOTBETCTBHE  3asABICHHBIM  TpPeOOBaHUSAM),  OPUTHHAIBHOCTH
o opMIIeHUS, ICTETHUKA, UCTIOIH30BAHUE BOZMOKHOCTH TPOTPAMMHOMN
Cpelbl, COOTBETCTBUE CTaHIapTaM O(POPMIICHHUS;

- JINYHOCTHBIC Ka4eCTBA: OPATOPCKHUE CIOCOOHOCTU. COONIOACHHE
periaMeHTa, AMOIUOHAILHOCTh, YMEHHE OTBETUTh Ha BOIIPOCHI,
CUCTEMAaTH3UPOBaHHbIC, IIIyOOKHE ¥ TIOJHBIE 3HAHHUA TI0 BCEM
paszaenam mporpaMMmel:

- CONep)KaHUE BBICTYIUICHUS: JIOTHYHOCTh W3JIOKCHUS MarepHaa,
PacKphITHE TEMBI, JOCTYIMHOCTh W3JOXKEHUS, IPPEKTUBHOCTH
npumenenus cpenacte MKT, cmocoObl W ycloBHSI JTOCTHIKEHUS
pe3yabTaTUBHOCTU U 3(HD(HEKTUBHOCTH IS BBITIOJTHEHHS 33134 CBOCH
npoecCHOHALHOW WM Y4eOHOH NesATeNbHOCTH, J0Ka3aTeIbHOCTh
MPUHUMAEMbIX  pEIICHWH, yMEHHE  apryMEHTHpPOBAaTh  CBOM
3aKJIIOYEHHS, BBIBOJBL.

5 OamnoB — Tpe3eHTalusi COOTBETCTBYET TeME, CTPYKTypa H
oopMIICHHE OTBEYACT BBINICTICPEUNCICHHBIM TPEOOBAHUSIM, CTYJICHT
CBOOOMHO  BNIAJEET MarepualioM, JEMOHCTPUPYET TIIyOOKue,
CUCTEMAaTHU3UPOBAaHHBIC 3HAHUS, CBOOOMHO OTBEYACT HA BOIPOCHI
WCIIONB3Ys MPO(ECCHOHATLHYIO TEPMHHOIOTHUIO

4 Oamma — TpE3CHTAlUS COOTBETCTBYET TEME, CTPYKTypa H
opopmiieHHE B  OCHOBHOM  OTBEYACT  BBIIICTICPCUNCIICHHBIM
TpeOOBaHUSAM, CTYACHT BIAJCET NPEACTABICHHBIM MAaTepPUAIIOM,
OTBEYAECT Ha 3aJIaHHBIC BOIPOCHI

3 Oamia — B CTPYKType ¥ O(OpPMICHHHM TNPE3CHTAI[MN HMECIOTCS
HeOpabOTKHM, Marepuan TMpPEICTaBICH B  MpE3eHTAllMH  HE
paIoHaIbHO, MAJI0 WLUTFOCTPATHBHOTO Marepuala, CTYIACHT BIaJecT
HEMOJTHOW WH(OpMaNUeld 1Mo TeMe, 3aTPyAHSeTCS C OTBETaMH Ha
3aJlaBacMbIC BOTIPOCHI

2 Oamnma - B CTPYKType W OQOPMIICHUHM MPE3CHTAIlMH WMCIOTCS
HeOpabOTKK, Marepuasl MPEJCTABJICH CIUIOIIHBIM TEKCTOM, Mallo
WJUTIOCTPATUBHOTO MaTepuaia, CTYICHT CIa0o BlaaeeT nHpopMaIluen
Mo TeMe, TMpH OTBETC HWCIOJNB3YeT 3arOTOBICHHBIA  TEKCT,
3aTPYIHACTCS C OTBETaMU Ha 3a/1aBacMbI€ BOIIPOCHI

1 Gamm - B CTpyKType W O(OPMICHHUH TPE3CHTAIUU HMECIOTCS
3HAYUTEIbHBIC HENOPa0OTKH, MarepHall IMPEJCTaBICH HE MO TEMe,
CIUIOIIHBIM TEKCTOM, MaJl0 WJUIIOCTPAaTUBHOTO MaTepuana, CTYISHT
cmabo BrageeT WHGOpPMAIMEH IO TEMe, MPH OTBETE HCIOIB3YET
3arOTOBJIEHHBIM TEKCT, HE MOXKET OTBeYaTh Ha IIOCTaBJIEHHBIE
JIOTIOJTHUTEIIEHBIE BOIIPOCHI

[Tucemenn

as pabora

(Tectupos
aHue)

10

10-9 GamnoB — cryneHT mpaBuibHO oTBedaeT Ha 100% BompocoB B
TecTe

8-7 6ayIoB — CTYACHT MPABWIILHO OTBEeYaeT Ha 74% BOIIPOCOB B TECTE
6-5 0aIOB- CTYICHT MPaBUIBHO oTBe4aeT Ha 50% BOMPOCOB B TeCTE.
4-2 Gayna- CTyACHT MIPaBHIILHO OTBEYaeT Ha 25% BOIPOCOB B TecTe.

1 6ann — cTygeHT npaBwiIbHO oTBeuyaeT Ha 10% BOmpocoB B TecTe.
Menee 10% npaBUIBHBIX OTBETOB 0aJIOB HE AaET
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Peructpamus  |I[lucemenn
JOKyMEHTOB |as paboTa
(Tectupos
aHue)

10

10-9 GamnoB — cryneHT npaBuibHO oTBedaeT Ha 100% BompocoB B
TecTe

8-7 6ayIoB — CTYACHT MPABWIILHO OTBEeYaeT Ha 74% BOIIPOCOB B TECTE
6-5 0aTOB- CTYICHT MPaBUIBHO oTBe4aeT Ha 50% BOIPOCOB B TeCTE.
4-2 Gayna- CTyACHT MIPaBHIILHO OTBEYaeT Ha 25% BOIPOCOB B TecTe.

1 6ann — cTygeHT npaBuwiIbHO oTBeuaeT Ha 10% BOmpocoB B TecTe.
Menee 10% npaBUIBHBIX OTBETOB 0aJIOB HE AaeT

BoicTyna
eHHe ¢
TOKJIa/10M
(KonTpoa
bHBIH
cpe3)(koH
TPOJILHBI
i cpe3)

VYcTHOE BBICTYIJICHHME aBTOpa 1O pe3yabraraMm Jokiana/pedepara
COCPEJIOTOYECHO Ha TPUHIMIHAIBHBIX BOIMpPOCaX, TaKWX Kak:
aKTyaJIbHOCTh TEMBbI HCCIICJIOBAHMUS; METOIOJNIOTHUECKUHN amnmapar u
OCHOBHBIC HAy4YHBIC TOIXObI (IIKOJBI), 3aHUMABIIUECS PEIICHUEM
BOIIPOCOB; HOBHM3Ha  PabOTHI 17§ OCHOBHBIE BBIBOJIBI,
chOopMyIHpPOBaHHbBIE B X0/l U3yUCHHS MaTepuania.

WupuBuayansHasl 3aliuTa MPEoyiaraeT PackKpbhITHE JTHYHOCTHOTO
acIieKTa aBTopa JoKiaga/pedepara B Xxoae pabOThI Haja TEMOH.
HeoOxommmo 000CHOBaTh BHEIOOP TEMBI W TPUBECTH COOCTBCHHBIC
METOABl M CIOCOOBI pabOThl Haja MpoOIeMOi, BBIHECEHHOW B
3ariaBue. [IpuWBeJCHbI OpUTHHANILHBIE HAXOJKH, COOCTBEHHBIE
CY)KICHHs, WHTEpecHble (akThl W WJEH, IONYYCHHBIE B XOJC
pa3paboTku Marepuwana. B jokmame mokHa OBITH  OTpakeHa
JUYHOCTHAS 3HAYMMOCTh TMPOJICTAHHOW pPabOTBl W HAMEYCHBI
MEPCIEKTHUBEI TPOJOIKEHHS UCCIIEIOBAHUSI. BosMoxHBI
Mpe3EHTAINH, pa3daTOYHbIN MaTepua, claiibl u T.1.

5 0amIoB — CTYJICHT IPaMOTHO BBICTPAaWBACT JIOTUKY CBOETO JOKIaia
nmo Marepuanam pedepara, pacKkpblBaeT TEMY HCCIIEIOBaHUS,
ONUpAasCh HA pE3YNbTaThl TEOPETHYECKUX H  IMITUPUICCKHX
WCCIIEIOBAHUH TOCIEAHUX 3-5 JIeT, JeMOHCTPHPYET OpUTHHAIbHBIC
HaXOJIKK B  peEIICHHH TpoOJIeMbl, HAMEUYECHBl MEPCHCKTUBEI
WCCIIEIOBaHUS,  TPOJACMOHCTPHPOBAHBI ~ XOPOIIME  OpaTOPCKUE
CHOCOOHOCTH,  BBICTYIUIGHHE  CONPOBOXJIAETCS  Tpe3CHTaIHel
MOJTYYCHHBIX PE3yJabTaToB. [ paMOTHBIC OTBETHI Ha JOMOJHHUTEILHBIC
BOTIPOCHI

4 Gamna - CTYISHT 'PaMOTHO BBICTPaWBaeT JIOTHKY CBOETO JIOKJIajaa
nmo Marepuanam pedepara, pacKpblBaeT TEMY HCCIICIOBaHUS,
ONUPAsCh Ha PE3yJAbTAThl TEOPETHUECKUX WM 3MITUPUICCKUX
WCCIIEIOBAHUH TOCHCTHUX S5 IIeT, JEMOHCTPUPYET OTICIbHBIC
OpPUTHMHANIGHBIE HAXOJAKH B PEIICHUH MPOOJIEMbI, IEePCIEKTUBBI
HCCIIEIOBAHUS HaMEYCHBI OT/ICITbHBIMU MITPUXaMH,
MPOJIEMOHCTPUPOBAHLI ~ XOPOIIME  OPaTOPCKUE  CHOCOOHOCTH,
BBICTYIUICHHE  CONPOBOXKJACTCS  TMpe3eHTalMe  TOyYeHHBIX
pe3ynbratoB.  JlaHBI ~ TpaMOTHBIE  OTBETHl HA  OTJENbHBIC
JIOTIOJTHUTENTLHBIE BOITPOCHI

3 Gayia - JIOTMKA BBICTYIUICHUS B OTJAECIBHBIX MECTax HapyIIaeTcs,
TeMa UCCIEeOBAaHUS PACKPBIBAETCS, ONHUPAsCh Ha Pe3yJbTaThl
TEOPETUYECKUX HccieoBaHuid mnociaequux 10 Jer, OTCyTCTBYIOT
OpUTHHAIIGHBIE HAXOJKH B PEIICHUH MPOOJIEMBI, IEePCIEKTUBBI
WCCIICIOBAHUSl ~ HAMEYEHBI  MYHKTUPHO,  IMPOJEMOHCTPUPOBAHBI
CpE/IHUE OpaTOpPCKHE CIIOCOOHOCTH, BBICTYIUICHHUE COMPOBOXKIACTCS
Mpe3CeHTaIleld TONyYeHHBIX pEe3yNbTaTtoB, OTBETHI HAa BOMPOCHI
TpeOyIOT yTOYHCHHUS.

2 0ama — Tpe/ICTaBICHHBIE PE3yJbTaThl B Macce CBOCH HE HOBBI,
OTBET MPEJICTABISIET COOOW MPOCTOE 3aYMTHIBAHUE TEKCTA, OTACIHHBIC
OTBETHI Ha JIOTIOJIHUTETHHBIE BOMPOCHI TPEOYIOT YTOUHEHHUS

1 Gayn - mpeacTaBICHHBIC PE3YJBTAaThl B Macce CBOCH HE HOBBI, OTBET
npezcTaBiseT co0Oi TPOCTOE 3aUUTHIBAHHE TEKCTa, CTYICHT HeE
MOXET JIaTh OTBETHI HA JOTIOJHUTEIHLHBIE BOIPOCHI

ITocemaeMocThb

10

10 6amnoB — crynent nocetui Bce 100% 3ansTuit

IIpeMuansHBIC OaITHI

20

Hammcanue pedepara mo remaruke Kypca
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9. |WunuBunyanbHBIC 3a1aHUS, 50 BBITIOJIHEHUE 3aIaHUH 110 KypCy
C TIOMOIIBIO0 KOTOPBIX
MOXHO HaOpaTb
JOTIOJTHUTENIbHBIE OalTbI
10. HUroro 3a cemectp 100
5 cemecTp
* mocemaeMocts — 10 0atoB
*  TeKymui KOHTpoib — 50 GayoB
*  KOHTPOJIbHBIE CPE3bl — 2 cpe3a Mo S5 OAITOB KaX bl
* mpemualbHbIe Oamibl — 20 6amioB
* OTBeT Ha ’Kk3aMeHe: He Ooinee 30 OamioB
Pacnipenenenne 6amioB 1Mo 3a1aHUsIM:
No  [Ha3zBanue tembl | DopMbl Max. Mertoauka mpoBeIcHUS 3aHATHS U OLICHKU
Te | /BHJI y4eOHOH |TEKyIEro | KoJI-BO
MBI paboTHI KOHTpOJs | OayuioB
/ cpe3bl
1. |HMudopmanmons | CemuHapc 10 CeMuHapcKoe 3aHATHE
0-CIIpaBOYHas KO€ 10-7 0GamnoB — CTYOGHT YMEET COMOCTaBUTh MOJIYYEHHYIO IIpH
CUCTEMA IO 3aHsTHE MOATOTOBKE K 3aHATHIO MH(OpManuio, 4eTKO (opMynnpoBaTh CBOU
JTOKyMEHTaM BOIIPOCHI U OTBEYATh Ha 3aJjaBaeMble €My BOIPOCHI, BECTH JTUCKYCCHIO
OpraHu3aluu C MCIOJIB30BaHUEM COBPEMEHHOI TEPMUHOIOTUHI
6-4 Oanna - CTyIEHT yMeeT IPUMEHSITDH MOTYyYEHHYIO TIPH OATOTOBKE
K 3aHATHIO MH(OpPMALHWIO, OTBeYaeT Ha OOJBIIMHCTBO BOIPOCOB,
HCIOJIB3YET COBPEMEHHYIO TEPMUHOJIOTHIO, HO K IUCKYCCHH HE TOTOB
3 Oamna - CTyIEHT yMeeT IPUMEHSITh MOMyYSHHYIO IPU MOATOTOBKE K
3aHATHIO MH(OPMALHWIO, OTBEYaeT Ha BONPOCHI, HO TEPMUHOJIOTHEH
BIIa/IeE€T HETOCTATOYHO
2 Oamia - CTyIEHT BIIQJEET TEOPETUUYECKHM MaTepHalioM IO TeMe
3aHSATHSI 1 OTBEYAET Ha BOIPOCHI
1 Gamn — CTymeHT BiajeeT TEOPETHUYSCKUM MaTepHajioM IO TeMe
3aHATHS, HO 3aTPYIHSIETCSA PU OTBETE Ha BOMPOCEHI
Ecnu crymeHT He BnazeeT mpoOneMaTWKOW — 3aHATHS, HE MOXKET
OTBEUaTh Ha BOMPOCHI, 3aUNTHIBAECT OTBET [0 TEKCTY — OTBET OaJIaMu
HE OLIEHUBAETCS
[Tucemenn 5 5 06anmnoB — cTyAeHT MpaBuibHO oTBevyaeT Ha 100% BompocoB B TecTe
as pabora 4 Gayta — CTYOEHT IPaBUIILHO OTBevyaeT Ha 74% BOIIPOCOB B TeCTE
(Tectupos 3 Ganna- cTyIeHT npaBUIIbHO 0TBedaeT Ha 50% BOMPOCOB B TECTE.
aHue) 2 Gayta- CTyIEHT MPaBUIBHO OTBEYAET Ha 25% BOMPOCOB B TECTE.
1 6ann — cTyaeHT npaBwiIbHO oTBeuaeT Ha 10% BOmpocoB B TecTe.
Menee 10% mpaBHIIEHBIX OTBETOB 0aJIOB HE JaeT
2. | Konrtpomb3a [IluceMeHH 5 5 6anoB — CTyAeHT MpaBmiIbHO oTBevyaeT Ha 100% BompocoB B Tecte
WCIIOJTHEHHEM |as pabora 4 Ganna — CTy[IeHT MPaBUIBHO OTBeYaeT Ha 74% BOIPOCOB B TECTE
JIOKyMEHTOB | (TECTHPOB 3 Gamya- CTyIEHT MpaBUIHHO oTBe4aeT Ha 50% BOMPOCOB B TecCTe.
aHue) 2 Oanna- CTyA€HT PaBUIBHO OTBEYaeT Ha 25% BOIPOCOB B TECTE.
1 Gamn — cTyzmeHT npaBuwiIbHO oTBedaeT Ha 10% BompocoB B TecTe.
Menee 10% mpaBHIIBHBIX OTBETOB 0aJJIOB HE AAa€T
3. | Homenknarypa |Ilucemenu 5 5 6ayIoB - paboTa BBIMOJIHEHA U 0opMIIeHA OE3yNPEUHO
Jiel: MeToAMKa |asi paborta 4 Gayna- UMEIOTCS HE3HAUUTEIbHBIE OIIMOKH B COACP)KAHUM W/HIU
cocraBienus u | (Ilucemen oopmiennn padoThI
MPUMEHEHHUS Has 3 Ganna — paboTa BBINOJIIHEHA C OIIMOKaMHU
CaMOCTOST 2 Gata - paboTa BBINOIHEHA ¢ omKOKaMH U ohopMIleHa HEOPEKHO
eJbHas 1 OGamn - paboTa BBINONHEHA C CYIIECTBEHHBIMU OIIMOKaMH U

paborta)

odopmiieHa HEOPEIKHO
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Opranuzanus
TEKYLIETO
XpaHEeHUs

JIOKyMEHTOB

BeicTynu
eHHe ¢
HoKJIa10M
(KonTpoa
bHBIH
cpe3)(koH
TPOJILHBI
i cpe3)

VYcTHOE BBHICTYNJIGHHWE aBTOpa MO pesyabraraM Jokiana/pedepara
COCPEJOTOYEHO Ha MNPUHIWIHNAIBHBIX BOMpOCaX, TaKUX Kak:
aKTyaJIbHOCTh TEMBI HCCIICIOBAHUS; METOAOJNIOTHUECKUH amnmapar u
OCHOBHBIE HAy4YHBIC MOIXOAbl (LIKOJBI), 3aHUMABIIHUECS PEIICHHEM
BOIIPOCOB; HOBM3Ha  PabOTHI u OCHOBHBIE BBIBOJIBI,
chopMyIHpPOBaHHBIE B XO€ U3yUEHHS MaTepuaa.

WnpuBuayaneHasl 3aliMTa IMPEAONaraeT PacKphITHE JHYHOCTHOTO
acriekTa aBTopa JAokinana/pedepara B xone pabOThl Hal TEMOM.
Heo6xomumo o00ocHOBaTe BHIOOpP TEMBI M NPHBECTH COOCTBEHHBIE
METOIBl W CHOocoObl paboThl Haa MpoOJIEeMOW, BHIHECEHHOH B
3ariaBue. [IpuBeleHB OpUTMHANBHBIE HAXOIKH, COOCTBEHHBIE
CY)KOCHMs, HWHTEpecHble (akThl W HIEH, IOJYYCHHBIE B XOJC
pa3paboTku Matepuana. B mokmage OomkHAa OBITH  OTpakeHa
JUYHOCTHAs 3HAYMMOCTh TMPOACTaHHOW pabOTBl W  HAMEYEHBI
MEPCIEKTUBEI MPOIOKEHHS MCCIIeIOBAHUSL. BozmoxHBI
Mpe3eHTaINH, Pa3AaTOUYHBIH MaTeprall, CIalasl U T.1.

5 0aJIoB — CTYOEHT IPaMOTHO BBICTPAaWBAET JIOTUKY CBOETO JOKJana
mo MarepuanaMm pedepara, pacKpblBaeT TEMY HCCIIEIOBaHUS,
ONUpAsCh HA PE3YyIbTaThl TEOPETHYECKHMX W  SMIUPUYECCKUX
WCCIIEIOBAaHUI TMOCIEAHUX 3-5 JIeT, JeMOHCTPHUPYET OpUTHHAIbHBIC
HaXOAKH B pelIeHMH NpoOieMbl, HAaMEYEHbl MEPCHEKTHUBEI
WCCIICIOBaHUS,  NPOACMOHCTPUPOBAHBI  XOPOLIME  OpaTOPCKUeE
CIOCOOHOCTH,  BBICTYIUIGHHE  CONPOBOXIACTCS  Ipe3eHTanuei
MOJTYYEHHBIX PE3yJbTaToB. | paMOTHBIE OTBETHI HA JOMOJIHUTEIILHBIC
BOTIPOCEHI

4 Oamna - CTYOEHT 'PaMOTHO BBICTPAaWBaeT JIOTMKY CBOETO JOKJIaaa
mo MarepuanaMm pedepara, pacKpblBaeT TEMY HCCIIEIOBaHUS,
ONUPAsCh Ha PE3yJbTaThl TEOPETHYECKUX WM SMIHUPUICCKUX
WCCIICIOBAHUN TOCIEOHUX S5 JIeT, JAEMOHCTPUPYET OTACIbHBIC
OpUTHMHANbHBIE HAaXOAKH B PELICHUH MPOOJIEMbI, MEePCIEKTUBBI
HCCIIEIOBAHUS HaMEYCHBI OT/AEIbHBIMU HITPUXAMH,
MPONEMOHCTPUPOBAHEl  XOPOIIME  OpaTOpCKUE  CHOCOOHOCTH,
BBICTYIUICHHE  COINPOBOXKIACTCA  MpE3eHTAUMed  MOJyuYeHHBIX
pesynbratoB.  [laHbl  TpaMOTHBIE  OTBETHl HA  OTHEIbHBIC
JOTIOJTHUTENIbHBIE BOITPOCHI

3 Gaya - JIOTMKA BBICTYIUICHHUS B OTAENBHBIX MECTax HapyIlIaeTcs,
TeMa WCCIEeNOBaHUS PACKPBIBACTCS, ONHUPAsCh Ha Pe3yJabTaThl
TEOPETUYECKUX HCcCeqoBaHuid mnociaeguux 10 Jer, OTCyTCTBYIOT
OpUTMHANIbHBIE HAaXOAKH B PELICHUH MPOOJIEMbl, MEPCIEKTUBBI
WCCIICIOBAHUSI ~ HAMEYEHBl  MYyHKTUPHO, MPOAEMOHCTPUPOBAHBI
CpeHHE OpaTOPCKHE CIIOCOOHOCTH, BBICTYIUICHHE COMPOBOXKIACTCS
Mpe3eHTaleld TONyYeHHBIX pE3yNbTaToB, OTBETHI Ha BOMPOCH
TpeOyIOT YTOUHECHHUSI.

2 Oamna — TpeACTaBICHHBIE PE3yJbTaTbl B Macce CBOEH He HOBBI,
OTBET MPEACTABISIET COOOH MPOCTOE 3aYUTHIBAHUE TEKCTA, OTACIbHEIE
OTBETHI Ha JIOTIOJIHUTEIILHBIE BOMPOCHI TPEOYIOT YTOUHEHUS

1 Gann - mpeacTaBICHHBIEC PE3YABTAaThHl B Macce CBOCH HE HOBBI, OTBET
npeacTaBisgeT co0oil MPOCTOE 3auWTHIBAHME TEKCTa, CTYACHT HeE
MOXET JIaTh OTBETHI Ha JOIOIHUTEIBHBIE BOIPOCH

ITogroroBka nen
Y TIOPSJIOK
nepenavyu aen B
apXUB JJIS
JTaBLHEHIIIETO
XpaHEeHUs

Tectupos
aHue

10

1 Gamn HaumcnseTcs 3a Kax/pie 10% MpaBHIILHBIX OTBETOB

[IncemenH
ast pabora
(ITucemen
Has
CaMOCTOSIT
ebHas

pabora)

5 6amtoB - paboTa BRIMOTHEHA B 0hopMIIeHa OE3yTTPETHO

4 Oajia- UMEIOTCS HE3HAYHUTEIbHBIC ONIMOKH B COMACPYKAHHUH H/HIH
odopMIIeHUHN pabOTHI

3 Oaymra — paboTa BBITOTHEHA C OITHOKaMHU

2 6amia - paboTa BEITIOJTHEHA C OIMMUOKaMU U oopmIieHa HEOPEKHO

1 Gamn - pabora BBITIOJIHGHA C CYIICCTBEHHBIMH OITHOKAMH |
odopMiIeHa HEOPEKHO
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ApxuBHOE [MucemenH 5 6amoB - paboTa BhINOMHEHA U 0popMIIeHa Oe3ypedHo
XpaHeHUe as pabota 4 Oana- UMEIOTCS HE3HAYHUTEIbHBIC ONMIMOKH B COMCPKAHUM H/UITU
nokymeHToB 1 | (Ilucemen oopmennn padoThI
nen Has 3 6ayia — paboTa BBIMOJIHEHA C OIIUOKAMU
CaMOCTOST 2 Gata - paboTa BBINOIHEHA ¢ oKOKaMH U ohopMIleHa HEOPEKHO
eNbHaS 1 Gamn - pab®oTa BBINOJHEHA C CYIICCTBCHHBIMH OIIMOKAMU U
pabota) odopmiieHa HEOPEIKHO
Onexrporasld  |[TuceMeHH 5 6anoB — CTyAeHT MpaBmiIbHO oTBevyaeT Ha 100% BompocoB B Tecte
JIOKyMEHTO000p |ast paboTa 4 Ganna — CTy[IeHT MPaBUWIIbHO OTBeYaeT Ha 74% BOIIPOCOB B TECTE
OT OpraHu3anu | (TECTUPOB 3 Gamya- CTyIEHT MpaBUIBHO oTBe4aeT Ha 50% BOMPOCOB B TeCTe.
aHue) 2 Oanna- CTyA€HT PaBUIBHO OTBEYaeT Ha 25% BOIMPOCOB B TECTE.

1 Gamn — cTyzmeHT npaBmwiIbHO oTBedaeT Ha 10% BompocoB B TecTe.
Menee 10% mpaBHIIBHBIX OTBETOB 0aJJIOB HE JAAa€T
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VYcTHOE BBHICTYNJIGHHWE aBTOpa MO pesyabraraM Jokiana/pedepara
COCPEJOTOYEHO Ha MNPUHIWIHNAIBHBIX BOMpOCaX, TaKUX Kak:
aKTyaJIbHOCTh TEMBI HCCIICIOBAHUS; METOAOJNIOTHUECKUH amnmapar u
OCHOBHBIE HAy4YHBIC MOIXOAbl (LIKOJBI), 3aHUMABIIHUECS PEIICHHEM
BOIIPOCOB; HOBM3Ha  PabOTHI u OCHOBHBIE BBIBOJIBI,
chopMyIHpPOBaHHBIE B XO€ U3yUEHHS MaTepuaa.

WnpuBuayaneHasl 3aliMTa IMPEAONaraeT PacKphITHE JHYHOCTHOTO
acriekTa aBTopa JAokinana/pedepara B xone pabOThl Hal TEMOM.
Heo6xomumo o00ocHOBaTe BHIOOpP TEMBI M NPHBECTH COOCTBEHHBIE
METOIBl W CHOocoObl paboThl Haa MpoOJIEeMOW, BHIHECEHHOH B
3ariaBue. [IpuBeleHB OpUTMHANBHBIE HAXOIKH, COOCTBEHHBIE
CY)KOCHMs, HWHTEpecHble (akThl W HIEH, IOJYYCHHBIE B XOJC
pa3paboTku Matepuana. B mokmage OomkHAa OBITH  OTpakeHa
JUYHOCTHAs 3HAYMMOCTh TMPOACTaHHOW pabOTBl W  HAMEYEHBI
MEPCIEKTUBEI MPOIOKEHHS MCCIIeIOBAHUSL. BozmoxHBI
Mpe3eHTaINH, Pa3AaTOUYHBIH MaTeprall, CIalasl U T.1.

5 0aJIoB — CTYOEHT IPaMOTHO BBICTPAaWBAET JIOTUKY CBOETO JOKJana
mo MarepuanaMm pedepara, pacKpblBaeT TEMY HCCIIEIOBaHUS,
ONUpAsCh HA PE3YyIbTaThl TEOPETHYECKHMX W  SMIUPUYECCKUX
WCCIIEIOBAaHUI TMOCIEAHUX 3-5 JIeT, JeMOHCTPHUPYET OpUTHHAIbHBIC
HaXOAKH B pelIeHMH NpoOieMbl, HAaMEYEHbl MEPCHEKTHUBEI
WCCIICIOBaHUS,  NPOACMOHCTPUPOBAHBI  XOPOLIME  OpaTOPCKUeE
CIOCOOHOCTH,  BBICTYIUIGHHE  CONPOBOXIACTCS  Ipe3eHTanuei
MOJTYYEHHBIX PE3yJbTaToB. | paMOTHBIE OTBETHI HA JOMOJIHUTEIILHBIC
BOTIPOCEHI

4 Oamna - CTYOEHT 'PaMOTHO BBICTPAaWBaeT JIOTMKY CBOETO JOKJIaaa
mo MarepuanaMm pedepara, pacKpblBaeT TEMY HCCIIEIOBaHUS,
ONUPAsCh Ha PE3yJbTaThl TEOPETHYECKUX WM SMIHUPUICCKUX
WCCIICIOBAHUN TOCIEOHUX S5 JIeT, JAEMOHCTPUPYET OTACIbHBIC
OpUTHMHANbHBIE HAaXOAKH B PELICHUH MPOOJIEMbI, MEePCIEKTUBBI
HCCIIEIOBAHUS HaMEYCHBI OT/AEIbHBIMU HITPUXAMH,
MPONEMOHCTPUPOBAHEl  XOPOIIME  OpaTOpCKUE  CHOCOOHOCTH,
BBICTYIUICHHE  COINPOBOXKIACTCA  MpE3eHTAUMed  MOJyuYeHHBIX
pesynbratoB.  [laHbl  TpaMOTHBIE  OTBETHl HA  OTHEIbHBIC
JOTIOJTHUTENIbHBIE BOITPOCHI

3 Gaya - JIOTMKA BBICTYIUICHHUS B OTAENBHBIX MECTax HapyIlIaeTcs,
TeMa WCCIEeNOBaHUS PACKPBIBACTCS, ONHUPAsCh Ha Pe3yJabTaThl
TEOPETUYECKUX HCcCeqoBaHuid mnociaeguux 10 Jer, OTCyTCTBYIOT
OpUTMHANIbHBIE HAaXOAKH B PELICHUH MPOOJIEMbl, MEPCIEKTUBBI
WCCIICIOBAHUSI ~ HAMEYEHBl  MYyHKTUPHO, MPOAEMOHCTPUPOBAHBI
CpeHHE OpaTOPCKHE CIIOCOOHOCTH, BBICTYIUICHHE COMPOBOXKIACTCS
Mpe3eHTaleld TONyYeHHBIX pE3yNbTaToB, OTBETHI Ha BOMPOCH
TpeOyIOT YTOUHECHHUSI.

2 Oamna — TpeACTaBICHHBIE PE3yJbTaTbl B Macce CBOEH He HOBBI,
OTBET MPEACTABISIET COOOH MPOCTOE 3aYUTHIBAHUE TEKCTA, OTACIbHEIE
OTBETHI Ha JIOTIOJIHUTEIILHBIE BOMPOCHI TPEOYIOT YTOUHEHUS

1 Gann - mpeacTaBICHHBIEC PE3YABTAaThHl B Macce CBOCH HE HOBBI, OTBET
npeacTaBisgeT co0oil MPOCTOE 3auWTHIBAHME TEKCTa, CTYACHT HeE
MOXET JIaTh OTBETHI Ha JOIOIHUTEIBHBIE BOIPOCH

JloxkansHble | BeicTymaa
CHUCTEMBI eHue ¢
JIOKYMEHTO000p |[moK/Iamom
ora (KonTpoa
bHBII
cpe3)(koH
TPOJILHBI
i cpe3)
[TocemaeMocTs

10

10 6amnoB — crynent nocetui Bce 100% 3ausTuit

10.

IIpeMuansHBIC OaITHI

20

Hammcanue pedepara mo remaruke Kypca

11.

OTBeT Ha PK3aMCHE

30

10-17 ©annoB — CTyAEGHT PacKpbUl OCHOBHBIE BOMPOCHI M 3aJaHus
OusieTa Ha OLICHKY «YIOBJICTBOPUTEILHO»

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

25-30 6anynoB — CTYyAEHT PacKpbLl OCHOBHBIE BOMPOCH M 3aJaHuUs
Ousera Ha OLIEHKY «OTIMYHO».
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12. |MHnuBunyanbHbIC 3aJaHUS, 50 BBITIOJIHEHUE 3aIaHUH 110 KypCy
C TIOMOIIBIO0 KOTOPBIX
MOXHO HaOpaTb
JIOTIOJTHUTEITEHBIC OaJLThI
13. HUroro 3a cemectp 100

HtoroBas omeHka 1O »JKk3aMmeHy BeicTaBisiercss B 100-0ayibHON 1mikame W B TPaTUIIMOHHOMN
gyetpipexOambHoil  mikane. [lepeBom 100-0amnbHOM  pEeHTHMHTOBOWM OIEHKH 1O JUCIHHUILIAHE B
TPAJAUIIMOHHYIO YETHIPEXOATUTHHYIO OCYIIECTBISIETCS CISIYIOIINM 00pa3oMm:

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

Pacrnipenenenne 6amioB mo KypcoBoii padore:
MIPEICTABIICHUE COIEPKATEIILHON YacTH — He Oosee 55 6aos,
odopmiieHre 1 HHPOPMAIIMOHHOE COTIPOBOXKACHHE — He Oosee 20 6aos,
3aIuTa KypcoBOM paboThI — He Oojiee 25 6aioB.

Pacnipenenenne 6anioB mo BumaM y4eOHON pabOThI U METOIMKA HAYUCIICHHS OAJIIOB:

Max.
Ne Bup yueoHoii paGoThI KOJI-BO Metoauka HauMcJaeHus: 6aJ110B
0aJ10B
1. |IIpencraBienue 55 41-55 GannoB — comepxaHue pabOTHl COOTBETCTBYET BBIOpAaHHOMY
coJiepXaTeIbHON 4acTh HalpaBJICHUIO TOATOTOBKH/CIIEUATBLHOCTH U TeMe paboThl, pabora

aKTyalbHa, BBIMOJHEHAa CaMOCTOSTENBHO, MMEET TBOPUYECKUH
XapakTep, OTJAMYaeTcs ONpEACJICHHOW  HOBU3HOW;  IpOBENEH
OOCTOSITENbHBI aHaJ M3 CTEMEeHH TEOPETUYECKOTO HCCIeIOBAHUS
MpoOIeMBbl, Pa3IMYHbIX MOAXOAOB K €€ PELICHHIO, TOKa3aHO 3HAHHE
nH(OPMAITMOHHOW (TIPH HEOOXOMUMOCTH — HOPMATUBHOW) 0a3kbl,
WCTIOJIb30BaHbl aKTyalbHbIE JaHHBIE; MPOOJIeMa pacKphITa ITyOOKO U
BCECTOPOHHE, Marepuan H3JI0KEH JIOTUYHO, TEOPETHYECKHE
MOJOKEHUsI ~ OPTaHWYHO  CONPSDKEHBI € MPAaKTUKOH,  JaHBI
MPaKTUUYECKHE PEKOMEHIAINHY, BBITEKAIOIIUE U3 aHANIN3a MPOOIEMBI;
NpoBeleH  KOMMYECTBEHHBIM  aHamM3  MpoOJeMbl,  KOTOPBIA
MOATBEP)KAAET BBIBOABI  aBTOpa, MUIIOCTPUPYET — aKTyaJbHYIO
CUTYyalluIo, TIPUBENICHBl TaONUIBI CPaBHEHUH, rpaduKu, AUarpamMMel,
¢dbopMynbl, TOKa3bIBAIOIIME yMEHHE aBropa  (OpMaIn30BaTh
Ppe3yJIbTaThl NCCICOBAHMS;

21-40 OamnoB — coaepkaHHE pabOTBI B LEJIOM COOTBETCTBYET
BBIOpaHHOW TeMe, CTPYKTypa IJIaHa JIOTUYHA W NPOIOPLHOHAIBHA;
000OCHOBAaHHE AaKTyaJbHOCTH TEMBI MOAKPEIUIACTCS.  aHaJIH30M
CTEIIEHH TEOPETHYECKOTO HCCIICAOBAHUS MPOOIEMBI; OCHOBHBIC
MOJIOKEHHsI Pa0OTBHl PACKPHITHI Ha JOCTAaTOYHOM TEOPETHUYECKOM U
METONOJIOTHYECKOM ~ YpOBHE, Oomblas dYacTh TEOPETUUECKUX
MOJIOKEHUH CONpsDKEHA C MPAKTHKOW; MPAaKTUYECKHE PEKOMEHAANH
00OCHOBaHBI; BBIBOABI IO paboTe coAepKaTeNbHBl U B LEIOM
COOTBETCTBYIOT IIOCTABICHHBIM 3a/1a4aM;




1-20 OammoB — WMEET MECTO ONpEACIEHHOC HECOOTBETCTBUE
cofiepxanusi pabOTHl 3asBICHHON TeMe; HccieayeMas mpobiema B
OCHOBHOM pAaCKpbITa, HO HE OTJIMYAETCS HOBU3HOW, TEOPETUUYECKOM
[IyOMHOH W apryMEHTHPOBAHHOCTBIO; BBISBICHBI HEIOYETHI B
METOJIOJIOTHUECKUX XapaKTEPUCTUKAX KYPCOBOTO UCCIEAOBAHUS, €CTh
HapylleHUsl JIOTUKUA U3JIOKEHUs MaTepuaia, MOCTaBICHHBIC 3aJadu
PEIICHBI HE TIOTHOCTHIO; TEOPETUICCKIE MOJIOKCHHS C1a00 CBSI3aHBI C
MPAKTHKOM, TPAKTUYECKUE PEKOMEHIANMUA HOCAT (HOPMaIbHBIN
0e3/10Ka3aTeNLHBIN XapaKTep
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2. |OdopmieHue u
MHPOPMAIIIOHHOE
COIPOBOXKJICHUE

20

16-20 GamioB — MIMPOKO IMpeAcTaBieHa OubnaHorpadgus mo Teme
paboThl, B TOM YHCIE M 3apyOC)KHbIC HWCTOUHHKH, MPUIOKEHHUS K
paboTe WIUTIOCTPUPYIOT AOCTHXKCHUS aBTOpa M MOAKPEIUIIIOT €ro
BBIBOABL, OdopmiieHHE  Pa0OTBl  MONHOCTBIO  COOTBETCTBYET
TpeOOBaHUAM, IPEABSIBIIEMBIM K KyPCOBOMY MCCIICIOBAHUIO;

8-15 OamnoB — NPWIOKEHHS, HCIOJIB3YEMBIE B HCCICIOBAHUH,
COCTaBJICHBl TPaMOTHO, IPOCIEKHBACTCS CBS3b C MOJOKESHUSIMH
KypCOBO#l pabOThI; CIIMCOK HCIONIB30BAaHHOM JMTEPaTyphl COCTABJICH,
cienyst 'OCTy, u B 1oCTaTOYHON Mepe COOTBETCTBYET TeMe padoThl;
UMEIOTCS ~ OTHENbHBIE HETOYHOCTH B  OQOpPMIICHHM  paboTHI
(OTCYTCTBYeT 4YacThb CCBUIOK Ha HCIIONb3yeMble HCTOYHHMKH, €CTh
OT/EIbHBIE CTUIMCTHYECKUE, TpaMMaTrieckue u opdorpaduueckue
OIITUOKH);

1-7 6amnoB — B paboTe HE IMOJHOCTHIO HCITOJIB30BaHA HEOOXOmMMMast
IUISL PACKPBITHS TEMBl HAay4Has JUTEpaTrypa, MHOOPMAIIMOHHBIC 0a3bl
JMAHHBIX, a TaK)Ke MaTepHalbl MCCICAOBAHHM, OMOMHOTpadudeCKumil
CIHMCOK 0(OPMIICH HEBEPHO; COEPKaHUE IPUIIOKEHUN HE OTpa)xaer
pelieHus  IOCTABJICHHBIX 3afad  (OTCYTCTBYIOT  HEOOXOIMMBIE
HNPUIOKEHUs);  MMEIOTCS ~ MHOIOYHUCICHHbIE  HETOYHOCTH B
odopMIIeHUHN pabOTHI

3. |3ammra KypcoBoi paboTHI

25

19-25 GamioB — 3amuUTa OTINYAETCS MOJHOTOH PACKpPBITUS TEMBI U
MIPEJCTABICHUS MOMYyYEHHBIX PE3yJAbTaTOB; CTYACHT NEMOHCTPHUPYET
YBEPEHHOCTh W YOEAWUTENLHOCTh MaHEphl BBICTYIUICHHUS; CTWIb M
IPaMOTHOCTb PE€YM  COOTBETCTBYIOT KyJAbType MpEICTaBICHUSA
pe3yAbTaTOB HAYYHOI'O HCCIENOBaHMS; OTBETHl HAa JONOJIHUTEIbHBIC
BOIPOCHI XapaKTEPU3YIOTCS KPaTKOCTBIO U apTyMEHTHUPOBAHHOCTHIO;

10-18 GammoB — CTPYKTypa W PEMIAMEHT BBICTYIUICHHS B IIEIIOM
COOJIONICHBI; 3aIUTa COMPOBOXKIAETCS TPAMMATHICCKH TPABUIIBLHOM,
SMOIMOHAIILHON PEeYbi0; CTYJACHT MOICPKUBACT XOPOIINH KOHTAKT C
ayJIUTOPHEN; 0TMEYaeTCsl TBOPUESCKHIMA MOJXOJ B TIOATOTOBKE OOBEKTOB
HATIISIIHOCTH TPE3CHTAIMH, JIOTIONHUTENBHBIE BOMPOCH! BBI3BIBAIOT
HEKOTOPBIC 3aTPYINHECHHUS;

1-9 GamnoB — CTYICHT IEMOHCTPUPYET HEBBICOKOE KAUYECTBO YCTHOTO
JIOKJIaJa; TOCTYIMHOCTh U OOpPa3HOCTh TPEACTABICHUS MPOACIaHHON
paboTHI U MOIYYCHHBIX PE3YJIBTATOB BBI3BIBACT BOIIPOCHI; OTMEYACTCS
YaCTMYHOE HECOOTBETCTBHEC MPE3CHTAIUU COJCPIKAHUIO KYPCOBOTO
WCCIICIOBAHUS; TU3aiiH BU3yadIbHOW WHTEPIIPETALNU IPEACTaBICHHON
paboTHI 3aTPYAHSIET €€ BOCIIPUSITHE

HUTOIO:

100

HroroBast orneHka mo KypcoBoil pabore BbicTaBisiercs B 100-OaqmpHOM IIKajge W B TPaJAUIMOHHOMN

YeThIpEeX0a/UIbHOW  IIKAJIe.

[TepeBon

100-6amapHOM  PEUTHHTOBOW OIEHKH 10 JUCIUIUIMHE B

TPAAULIMOHHYIO YEThIPEXOaUIbHYIO OCYLIECTBIISIETCS CIEIYIOIINM 00pazoMm:

100-6ayuipHasA cucTeMa

TpanuimonHas cucteMa

&5 - 100 6aiu1oB

OTIn4HO

70 - 84 6aiuioB

Xopouio

50 - 69 6aiutoB

VYIIOBIETBOPUTEILHO
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Memnee 50 HeynosnerBoputenbHo

4.2 TunoBsle OLICHOYHBIE CPEACTBA TEKYILIETO KOHTPOJIS
Boictyniienue ¢ qoxiaaaom (KoHTposbHblii cpe3)
Tema 3. HopmaruBHo-MeTonmueckas 6asza JJ0Y
1 KBanudukammonasle  TpeOOBaHUS K COTpyIHUKAM cITyk0b1 JJOV.
2 HopmupoBanue  Tpyda B AEJIONPOU3BOJCTBE.
3 Buabl HOpM B J1€TTOITPOU3BOJICTBE.
4 Pacyer  ymclIeHHOTO cocTaBa ciykobl JJOV.

5. Bxopsmue 10KyMEHTOOTOKH

Tewma 6. Peructpanusi 10KyMEHTOB

Tema 10. Opranusanus TEKyLIEr0 XpaHEHUs JOKYMEHTOB

Tema 14. JlokanpHBIE CHCTEMBI JOKYMEHTOOOOPOTA

IMucsmennas padora (IlmcbMeHHas caMocTOsATEeIbHAS padoTa)

Tema 2. Uctopus nenonpousBoacTtsa B Poccun

1. CocTaBieHue orneporpaMMbl ABHKEHHUS BXOSIIETO TOKyMEHTA

2.CocraBieHue OnecporpaMmbl ABUKCHUA UCXOAAIICTO JOKYMCHTA

3. CocraBieHue oneporpaMmbl JBUKEHHUS BHYTPEHHETO JOKyMEHTa

4. Pa3pa60TKa CXCEMBbI COMIaCOBaHUs, BUSUPOBAHUS, ITOATIMCAHUA PA3JIMYHBIX BUJOB TOKYMCHTOB

5. Pa3pabotka y4eTHbIX (OpM JOKYMEHTOB

Tema 3. HopmatuBHO-MeTom4eckas 6aza JJIOY

Tema 4. Opranuzanus ciyx0s1 JJOY

Tema 9. Homenkiatypa zeii: METOJMKa COCTABIICHUS U IPUMEHEHUS

Tema 11. [TonroroBka en u NOpsAAOK NMEpEAAqU e B ApXUB Ul JaIbHEUILET0 XpaHEHUS

Tema 12. ApxuBHOE XpaHEHUE JOKYMEHTOB H JIEJT

IMucsmennas padora (TeCTUPOBAaHME)

Tema 5. Opranuzanus JOKyMEeHTO0O0pOTa



Tema 6. Peructpanus 10KyMEHTOB

Tema 7. UudopmarimoHHo-CIipaBOYHAasE CHCTEMA 110 JJOKYMEHTaM OpTraHU3alluu

Tema 8. KoHTpOsIb 32 UCIONIHEHHEM JOKYMEHTOB

Tema 13. DneKTpOHHBIN JOKYMEHTOOOOPOT OpraHU3aluN

IoaroroBka u 3amuTa npe3enranuii (IloaroroBka 3/J1eKTPOHHOH NMpe3eHTALMH)

Tema 5. Opranuzanus JOKyMEHTO0O0pOTa

1. PGFHaMCHTaHI/ISI Tp€6OBaHI/II>'I K COCTaBJICHHIO HOMCHKJIATYPbI ACJI B HOPMATHBHO-MCTOANYCCKUX
JOKYMCHTax

2. DNEeKTpOHHBIN oduc

3. ABTOMaTU3UpPOBaHHBIE CUCTEMBI YIIPABJICHUS JOKYMEHTAMHU
4. KaapoBblii 25IEKTPOHHBIN TOKYMEHTOOOOPOT

5. Byxranrepckuii aeKTpOHHBIN TOKYMEHTOO00POT

Pemenue npaktuyecknx 3aaa4d (BoinosiHeHne NpakTUYECKUX 3aaHUI)

Tema 1. IIpenmer, conep:xanue u 3agauu Kypca «Oprannsanus u texsonoruu J[OVY»
Crioco0b! TOKyMEHTHPOBAHUS
Perucrpanus 10KyMEHTOB (Ha KOHKPETHOM NIPUMEPE OpraHU3aL1H)
KoHTposb 3a HCroTHEHHEM TOKYMEHTOB (Ha KOHKPETHOM IpUMEpPe OpraHU3alvn)
Texuonoruu JIOY B opranuzanuu

Nk -

TexHonoruu paboThl ¢ JOKYMEHTAMH B OpraHU3aluu
CemuHapckoe 3aHsiTHE

Tewma 2. Mctopus aenonpousBoactsa B Poccuun
dopMupoBaHUE JIe]l B OpraHu3aliy, B €€ CTPYKTYPHBIX MOAPA3/ACTICHUSIX.
DNEKTPOHHBIA TOKyMEHTO000pOT B ciryxoe JIOV.

I'enepasibHBIN PENIAMEHT: UCTOPUS U COBPEMEHHOE COCTOSTHUE
[Tonoxxenue kak BUI JOKyMEHTA
Ponw pedopwm Ilerpa I B ucTopun pa3BuTHs JeIOMPOU3BOACTBA

A

Tema 3. HopmaruBHo-MeTonmueckas 6aza JJ0Y

Tema 7. UndopmarimoHHoO-CIIipaBOYHAs CHCTEMA 110 JJOKYMEHTaM OpTraHU3alluu

TecrupoBanue
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Tema 4. Opranuzarnus ciayxos1 JOY
1. Kakoii TOKyMEHT perflaMeHTUPYET AeATeIbHOCTh Ci1yx0b1 JJOY B opranuzamnuu?
[IpaBuna
IIpuka3s
[Tonoxenune
2. Kakue rpynmsl GyHKIUH BRIIONHAIOTCS ciryk0amu JJOY?
yIpaBlIeHUYECKUE, UCTIOIHUTENbCKHIE, TOCPETHUIECKUE
TEXHUUYECKHE U YIIPABICHUECKUE
TEXHOJIOTMYECKHE, OpTraHU3aI[MOHHbIE, KOHTPOJIbHBIE, METOAMYECKHE
Hay4HbIE, HHCIIEKTOPCKHE, PYKOBOASIIINE
3. Kakoli TOKyMEHT yCTaHaBJIMBAET MOPSAOK pabOTHI C JOKYMEHTAMH B OpraHU3alun?
WHCTpyKIMS M0 JOKYMEHTAIIHOHHOMY O00ECIICUCHHUIO YIIPaBICHHS
[Tonoxenue o pabore ¢ TOKyMEHTaMu
Pernament paboThI ¢ TOKyMEHTaMuU
4. K Kakoil KaTeropuu COTPYAHUKOB OTHOCUTCSI JOKYMEHTOBE?
pykoBonuTens ciyxkobl JJOY
cnieruanuct ciryxos1 JIOY
TEXHUYECKUN UCIIOJTHUTEID
5. Kakuie HOpMbI IPUMEHSIOTCS AJIsl pacyeTa YUCICHHOCTH JIeJIONPOU3BOJCTBEHHOTO TiepcoHaia’?
Hopwmp! BeIpaboTKH
Hopmel BpeMenn
Hopwms! ynipasiissemocT
Hopwmpsr o6cmyxuBaHus

Tema 11. [loarotoBka aen u NOPSIAOK MEPENAUH 1€ B ApXUB U1 TAJIbHEHIIETO XpaHEHUS

1. YkaxuTe 1B MHCTaHIIMH, COIACOBBIBAIOIIIME HOMEHKJIATYPY JI€]1 OpraHU3alluy, IPU YCIOBUH, YTO
JOKYMEHTBI IOCTYIAIOT HA XpaHEHUE B MyHULIUIIAJIbHBINA apXUB?

PykoBonurens opranuzanun
OKcIepTHast KOMUCCHSL OpraHu3aluu
MyHunMnaibHbIA apXuB

Cnyx6a JIOY opranuzaruu

2. BeiOepuTe npaBMIIbHOE YTBEPKICHHE:

B kaxxnoii opranu3zanum 10Ha ObITh CBO/IHAS HOMEHKJIATypa JIe1 U HOMEHKJIATYPbl A€ CTPYKTYPHBIX

noApa3aeaeHUun

B kaxxnoii opranu3zanum 10kHa ObITh CBOIHAs HOMEHKIIATypa

B kax10if opraHn3anuy 10HKHBI OBITh TOJBKO HOMEHKIIATYPBI JIEJ CTPYKTYPHBIX MOpa3ieIeHui
3. Bribepute Tpu QyHKIMH, BHITTOIHIEMBIX HOMEHKJIATYPOU /1€ OPTaHU3aIIUH. . .

KOHTpOJIB HCIOJIHCHUS TOKYMCHTOB

VYuet gen

CI/ICTeMaTI/ISaI_[I/IH JAOKYMCHTOB

[Touck 1OKyMEHTOB

Pacnipenenennie 10KyMEHTOB 110 CTPYKTYPHBIM IOAPA3ACICHUSIM

4. Kakast 13 HOMEHKJIATyp JeJl yCTaHaBIMBAET €UHBIA COCTAB /1€ U €ANHYIO MHACKCAIIUIO 1T B
KOHKPETHOU OpraHu3aluu?

WNHnuBunyanbHas HOMEHKIATypa el

TunoBasg HOMEHKJIATypa 1€l

[IpumepHast HOMEHKIaTypa Jaei

5. BxirowaroTcst 11 B HOMEHKJIATypy A€l lle4aTHbIe U3aHus?
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4.3 IIpomexxyTouHast aTTeCTAIMSA 110 AUCIUIUIMHE MPOBOIUTCS B JopMe 3adeTa, IK3aMeHa

Tunossbie Bonpocsl 3auera (IIK-2, ITK-6)
1. CocraB coBpeMEeHHOI HOpMaTUBHO-MeToauueckoi 6a3pl JJOY (o0mas xapakrepuctuka). PermamenTars
u yauduxanus J10Y.
2. OcHOBHBIE 3aKOHOAATENbHBIC aKThl PO B cdepe nHbhopMauu 1 TOKyMEHTAIHH.
3. Cucrema 'OCToB Ha JOKYMEHTALIMIO.
4. Obuepoccuiickre Ki1accu(puKaTopbl TEXHUKO-3KOHOMUYECKOH U COLMANbHOM HH(pOpMALIUH.
5. TunoBble HHCTPYKTUBHO-METOAMYECKHE MaTepuaiibl 1o JJOY.

Tunosble 3aganua ais 3adera (IK-2, ITK-6)
1 KBanudukanmonnele  TpebOBaHMA K COTPYIHHKAM CIIy:x0b1 JJOY.
2 HopmupoBaHnue  Tpyna B JI€JIONPOU3BOJICTBE.
3 Buael HOpM B 1€JIONPOU3BOJCTBE.
4 Pacuer  4HMCIEHHOTO cocTaBa ciyx0s1 JJOV.

Tunosbie Bonpocskl 3k3amena (IIK-2, ITK-6)
1. Ilpukaznoe nenonpousBoactso Ha Pycu B XV — XVII BB.
2. CocTaB coBpeMeHHOI HOpMaTHUBHO-MeToandeckon 6a3pl JIOY (oOmas xapakTepuctuka). Permamenranms
u yaudukamus JJOV.
3. Buasl cnyx6 JIOY, ux cTpykrypa, 3a1a4u U QyHKITUH.

4. OpraHuzanus T0KyMEHTOO0OpOTa B YUPEKICHUU U MPOOJIEMBI €r0 COBEPIICHCTBOBaHUS (aHATIN3
CTPYKTYpBI, YYET U COKpaIleHHE JOKyMEHTO000pOTa).

5. Nudopmarmonno-nouckoBas cuctema J{OY, ee cocTaB U 3a7a4u, OpraHu3aIysi CpaBOYHbIX KapTOTEK,
UX BUJBI.

Tunosble 3aganusa 1s 3x3amena (IIK-2, I1K-6)
3ananue 1. [IpoBecTu cpaBHUTENBHBIN aHAIW3 OCHOBHBIX NIEPUOAOB pPa3BUTHUS JEIONPOU3BOACTBA B Poccun
3ananue 2. [IpoBecTu perucTpanyio BHyTPEHHETO JOKYMEHTA.
3ananue 3. IIpoBecTy perucTpanno HCXOAALIETO0 JOKYMEHTA.
3ananue 4. [IpoBecTH perucTpanuio BXOASIIEro JOKyMEHTa
3ananue 5. [IpeacTaBuTh cXeMy TEXHOJIOTUU PAOOTHI ¢ OOpAIICHUSIMH TPaXKIaH

Tunosbie TeMbl KypcoBbix pador (IIK-2, ITK-6)
JIOKyMEHTOOOOPOT KOMMEPUYECKON OpraHU3aIIiH.
Opranuzanust paboThl C JOKYMEHTaMU (Ha IpUMepe. ...)
TexHomornu paboTHI C TOKYMEHTAMH B ....(Ha MpUMEPE OpraHU3aIINHN )
Opranuzanus 3JeKTPOHHOTO JOKyMEHTO000poTa (Ha mpumepe ...)
Homenknarypa fen akiJMOHEpHBIX 0OLIECTB.

Nk =

4.4. llIkana oueHMBaHUS TPOMEKYTOUHOM aTTECTALMKI

3auer

JleckpunTopsl (YpOBHH) — OCHOBHBIC TIPU3HAKH OCBOCHHUS (ITOKA3aTeIu

Ornenka Komnerenuu
TOCTHKEHHMSI pe3ynbTaTa)
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«3a4TEHOY
(50 - 100 6amoB)

[K-2

Ha noctaTtouHoM ypoBHE OCYIIECTBISIET JOKYMEHTO000pOTa, pUEM
U TepBUYHYI0  00OpabOTKy, pEerucTpanuio, KOHTPOJIb  3a
UCTIOJIHEHUEM, OTIPABKY JTOKYMEHTOB

Ha mocraro4HOM  ypoBHE  OCYHIECTBISIET  CHCTEMATH3AIHIO
JTOKYMEHTOB U (hOPMHUpPOBAHHUE JIEJI, COCTABISICT HOMEHKIIATYPyY Jell,
BeeT WHGOPMAIMOHHO-CIIPABOYHYIO paldoTy TO JOKYMEHTam
OpTaHu3aIIH

I1K-6

Ha nmocratouHoM ypoBHE aHaIM3UpPyeT JIOKYMEHTAIIMOHHOE
obOecrieueHne  yImpaBieHUs OpraHW3anuded uW  pa3padarbiBacT
JIOKaJIbHBIE HOPMATHBHBIC aKThl (MHCTPYKIMH, IIOJIOXKEHHUS) TIO
BOIIPOCAaM

«HE 3a4TCHOY»
(0 - 49 6amon)

[1K-2

He ocymectBisier MOKYMEHTOOOOpOTa, MPHEM H TEPBHYHYIO
00paboOTKy, perucTpario, KOHTPOJIb 3a HCIIOJHCHHEM, OTIPABKY
JOKYMEHTOB

He ocymecTBisier cucreMaru3anuio JOKyMEeHTOB U (popMupoBaHue
nen, HE COCTaBJISE€T HOMEHKIATypy Jel, He  Beler
MH(POPMALMOHHO-CIIPABOYHYIO Pa0OTY MO JOKyMEHTaM OpraHU3aluu

I1K-6

He anamm3upyer JOKyMEHTAIIMOHHOE OOeCIieueHHe YIPaBICHHS
opraHu3aiyell U He pa3padarbiBacT JIOKAJIbHBIC HOPMATHBHBIC AKThI
(MHCTPYKIIMH, TTOJ0XKEHHS) TIO BOIIpOCaM

DK3aMeH

Onenka

Kommnerenmu

Heckpuntopsl (ypOBHH) — OCHOBHBIE IPU3HAKH OCBOCHUS (ITOKA3aTeNn
JTOCTHKCHHUSI pE3yJIbTaTa)

COTITHYHOY
(85 - 100 6ammoB)

[1K-2

Ha BbICOKOM ypOBHE OCYIIECTBISIET AOKYMEHTOOOOpOTa, MpUEM U
MEPBUYHYIO0 00pabOTKy, pEerucTpalnio, KOHTPOJIb 3a UCIOJHEHHUEM,
OTIIPaBKy TOKYMEHTOB

Ha BpICOKOM ypOBHE OCYILIECTBIISIET CUCTEMATU3ALUIO JOKYMEHTOB U
¢dbopMHupoBaHUE €N, COCTaBIAET HOMEHKIATypy Jel, BeeT
MH(POPMALMOHHO-CIIPABOYHYIO Pa0OTy MO JOKyMEHTaM OpraHU3aluu

I1K-6

Ha BbICOKOM ypOBHE aHANU3UPYET JOKYMEHTAIIMOHHOE O0ecreueHne
yOpaBleHUs  opraHu3anueil W pa3pabarhiBaeT  JIOKaJbHbIE
HOpPMAaTHUBHbIE aKThl (MHCTPYKIMH, MTOJIOKEHUS) T10 BOIIPOCaM

«XOPOIIIO
(70 - 84 6amoB)

[K-2

Ha noctaro4Ho BEICOKOM ypOBHE OCYIIECTBISIET JOKYMEHTO00O0pOTa,
IpUeM M TIEpBUYHYI0 00pabOTKy, perucTpainmio, KOHTPOIb 3a
UCTIOJIHEHUEM, OTIPABKY JTOKYMEHTOB

Ha nocraTouyHO BBICOKOM YPOBHE OCYIIECTBISIET CHCTEMATH3AIHIO
JTOKYMEHTOB U (hOPMHUpPOBAHHUE JIEJ, COCTABISIET HOMEHKIIATYPY eI,
BeleT HMHGOPMAIIMOHHO-CIIPABOYHYIO paldoTy TO JOKYMEHTam
OpTaHu3aIIH

I1K-6

Ha goctaroyHO BBICOKOM YpOBHE aHAIU3UPYET TOKYMEHTAIMOHHOE
obOecrieueHre  yImpaBieHUS OpraHW3anudeid uW  pa3padarbiBacT
JIOKaJIbHBIE HOPMATHBHBIC aKThl (MHCTPYKIMH, IIOJIOXKEHHUS) TIO
BOIIPOCAaM

«YZIOBJIETBOPUTEIHHOM
(50 - 69 6amnoB)

[1K-2

Ha moctaTtodHOoM ypOBHE OCYMIECTBIISIET JOKYMEHTO000pOTa, TIPUEM
U TEpPBUYHYIO  00pabOTKy, pErucTpanuio, KOHTPOJIbL  3a
WCTIOJIHEHUEM, OTIPABKY JIOKYMEHTOB

Ha nmocraroyHoM  ypoBHE  OCYHIECTBISICT  CHCTEMATH3ALHIO
JTOKYMEHTOB U ()OPMHUPOBAHHUE /€T, COCTABISET HOMEHKIATYpy Jell,
BelleT HMH(POPMALMOHHO-CIIPABOUHYI0 paboTy M0 JIOKyMEHTam
OpraHu3aIIH
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I1K-6 Ha nmocraroyHoM ypoBHE  aHaIM3UPYeT JAOKYMEHTALMOHHOE
o0ecriedeHrne YINpaBlIeHHUS OpraHu3aluel u  pa3padarbiBacT
JIOKQJIbHbIE HOPMAaTHBHBIE AaKThl (MHCTPYKLMH, TOJOXKEHUS) 10

BOIIPOCaM
[IK-2 He ocymecrtBisier TOKyMEHTOOOOpOTa, MpPHEM M IEPBHYHYIO
00paboTKy, perucTpanuio, KOHTPOJIb 3a HCIIOJHEHUEM, OTIPABKY
JTOKYMEHTOB
He ocymecTBisieT cucreMaru3aiuio JOKYMEHTOB U (hOpMHUPOBAHUE
«HCYAOBJICTBOPUTCIILHO»
aen, HE COCTaBJIsIeT HOMEHKIATypy JeJl, He  BeIeT

(menee 50 6amioB)
WH(pOPMAITMOHHO-CIIPABOYHYIO Pa0OOTy MO JOKYMEHTaM OpraHU3aliH

[K-6 He amanmusupyer NOKyMEHTAallMOHHOE OOECIeUeHUEe YIpaBlICHUS
opraHuszaiyeil u He pa3padarbIBaeT JIOKAJIbHbIE HOPMAaTHBHbIE AKTHI
(MHCTPYKIIMH, ITOJIOKEHHS) IT0 BOIIPOCAM

5. MeTonnueckue ykazaHusi AJisl 00y4a0IIUXCS 10 OCBOCHUIO M CHUILIUHBI (MOLYJIS)

5.1 MeTtoandeckue yka3aHus IO OPTaHU3aAIlMN CaAMOCTOSTEIBHOM PabOThI 00YUYaIOIIUXCSI:

[Ipuctynas K W3y4eHUIO TUCIUIUIMHBI, B MEPBYIO Odepelb OOydaromuMcsi HEOOXOAMMO O3HAKOMHUTBCS
comepx)aHueM paboueii mporpammbl nuctuiumabl (PIT[]), xotopas ompexnenser copepxaHue, oObeMm, a
TaKKe MOPSAIOK U3YUCHHsI U MTPETIOaBaHus yIeOHOM TUCIUILINHEL, €€ pa3/iena, YacTu.

J71 caMOCTOSATENbHOM paboThl BayKHOE 3HaYEHHE UMEIOT pa3zeibl «O0beM U collepikaHue AUCIUTITMHBD),
«YuebHo-MeTonyeckoe U HHGOpMAIIMOHHOE 00ecrieyeHIe TUCIUIUIUHBD U «MaTepruaabHO-TEXHUYECKOe
obecrnieueHre JUCITUTUIMHBI, TpOrpaMMHOE o0ecreueHue, mpodecCHoHaIbHbIC Oa3bl TaHHBIX U
MH(OPMAIIMOHHBIE CIIPABOYHBIE CUCTEMBI».

B pazmene «O0bemM u copepkaHHe AMCHUIUIMHBD)Y YKA3bIBAIOTCS BCE pas3leibl U TEMbl H3ydaeMoi
JTUCLMIUTMHBL, @ TAK)KE BUJIbI 3aHATHI U TUTAHUPYEMBI 00BEM B aKaJIeMUYECKHUX Yacax.

B pasgene «YdeOHO-meTomumueckoe U HH(POpMalLMOHHOE oOecledyeHrne AMCHUIUIMHBDY — yKazaHa
pEKOMeH1yeMasi OCHOBHAsS U JOTIOJIHUTENbHAS JINTEpaTypa.

B paznmene «MarepuanbHO-TeXHUYECKOE OOeCIeueHue TUCIUIUIMHBL, TMPOrpaMMHOE oOecreueHue,
npodeccuoHanbHble 0a3bl JTaHHBIX U HWH(GOPMAIMOHHBIE CIPABOYHBIE CHCTEMBD» COACPKHUTCS IEepeueHb
npodeccruoHanbHbIX 0a3 JaHHBIX U MHPOPMALIMOHHBIX CIIPABOYHBIX CHCTEM, HEOOXOIUMBIX AJII OCBOCHUS
JUCLUTIINHBL.

5.2 PexomeHnanuu o0y4aronumMcs o padore ¢ TEOpeTUYeCKUMU MaTepraiaMy Mo TUCIUIUINHE

[Tpu u3ydeHnn 1 mpopabOTKe TEOPETUICCKOTO MaTepraia HeOOXOaUMO:

- IPOCMOTPETH €I1I€ pa3 Nnpe3eHTaruo Jekuuu B cucteMe MOODLe, moBTOpUTh 3aKOHCIIEKTUPOBAHHBIN HA
JIEKIIMOHHOM 3aHSATUM MarepuaJl M JONOJHHUTh €ro € Y4YEeTOM PEKOMEHJIOBAHHOM JOMOIHUTEIbHOU
JIUTEPaTypBhl;

- IPY CAMOCTOSITEIbHOM M3yUYE€HUU TEOPETUYECKOM TEMBbI CIENaTh KOHCIIEKT, UCIIOJIb3Ysl PEKOMEHIOBAHHbBIE
B PI1/] ucrounuku, npodeccuoHaIbHbIE 0a3bl JaHHBIX U HHPOPMAIIMOHHBIC CIIPABOYHBIC CHCTEMBI:

- OTBETUTH HA BOIIPOCHI JJIsi CAMOCTOSATENILHOW pabOTHI, 10 TeMe MpecTaBIeHHbIe B myHKTe 3.2 PI1/I.

- TP MOATOTOBKE K TEKYILIEMY KOHTPOJIIO UCIIOIb30BaTh MaTepuaibl (poHna oueHouHbix cpeacts (POC).
5.3 Pexomennamuu 1o paboTte ¢ Hay4HOU 1 yueOHOM IuTepaTypoit

PaGota ¢ OCHOBHOW M JOTOJHUTEIBHOW JIUTEPATYpPOH SIBISICTCS TIJIaBHOM (OPMON CaMOCTOSTEIBHOU
paboThl M HeoOXoAMMa MPU TMOATOTOBKE K YCTHOMY OMNPOCY Ha CEMUHAPCKUX 3aHATHAX, K Jebaram,
TECTUPOBaHHUIO, dK3aMeHy. OHa BKIIOYAaeT NMPOpPadOTKy JIEKIIMOHHOTO Marepuaja U PEKOMEHIOBAaHHBIX
HMCTOYHUKOB U JINTEPATYPHI 10 TEMATUKE JICKLIUN.

Koncnekr nekuuu 1omkeH cofepxarb pedepaTuBHyI0 3alIMCh OCHOBHBIX BOIIPOCOB JIEKIIMH, B TOM YHCIIE C
onopori Ha pasMemnieHHblie B cucteMe MOODLe mpe3eHTany, OCHOBHBIX MCTOYHUKOB W JIUTEPATYPbI IO
TeMaM, BBIBOJIbI MO KaKIOMY Bompocy. KOHCIEKT MOXeT ObITh BBHIMOJIHEH B paMKaX pacleyaTKd BbLAAYH
MPE3CHTAIMI JIEKIMK WKW B OTAEIbHOW TeTpanu mo mpeamery. OH JOKEH OBITh aKKypaTHBIM, XOPOIIO
YUTAaeMbIM, HE COJIEP’KaTh HE OTHOCAIIYIOCS K TeMe HH(OPMALIMIO UIH PUCYHKH.



KoHcnieKkThl HayyHOW JHUTEparypbl NMPU CaMOCTOSATENBbHOM IOATOTOBKE K 3aHATHUAM JOJDKHBI COJEPIKaTh
OTBE€ThI Ha Ka)KI[BIﬁ IOCTaBJICHHBII B TEME BOIIPOC, HUMCTL CCBUIKY Ha HWCTOYHHUK I/IH(bOpMaI_[I/II/I C
00s13aTeNbHBIM YKa3aHUEM aBTOpAa, HAa3BaHMS W TOJa HW3AAHUS HUCIOJIb3YeMOH HaydyHOW JHMTEpaTyphl.
Koucmexkt moxer 6I>ITB OIMOPHBIM (COI[ep)KaTB JIUIIIb OCHOBHBIC KIIFOYEBLIC HOSI/II_II/II/I), HO TIpU 3TOM
MO3BOJISIIOIIMM  JIaTh TIOJIHBIA OTBET IO BOINPOCY, MOXET ObITh MOAPOOHBIM. OO0bEeM KOHCHEKTa
OMpeaAciACTCa CaMUM CTYACHTOM.

B nporecce paboThl ¢ OCHOBHOM W JOTIOTHUTEIIBHON JTUTEPATYPOH CTYICHT MOXKET:

- JCJIaTb 3alluCu IO XOAYy UYTCHUA B BHUAC MPOCTOr0 WJIMW PAa3BCPHYTOIO IJIaHA (COB,Z[aBaTI: MEpCUCHb
OCHOBHBLIX BOITPOCOB, PACCMOTPCHHLBIX B I/ICTOLIHI/IKG);

- COCTaBJATH TE3HUCHl (LMTHpOBaHHE HauOoJee BAKHBIX MECT CTaTbu MJIM MOHOTpaduu, KOpPOTKOE
U3JI0KEHHE OCHOBHBIX MBICJIEH aBTOpA);

- TOTOBUTH aHHOTAIMH (KpaTKoe 000011IeHe OCHOBHBIX BOIIPOCOB PabOTHI);
- CO3/1aBaTh KOHCIIEKTHI (Pa3BEPHYTHIC TE3UCHI).
5.4. PexoMeHaIMK 10 IOATOTOBKE K OTAEIBHBIM 3a/IaHUSIM TEKYIETO KOHTPOJIS

CobecenoBanue MpennojaraeT OpraHu3aluio Oecelnpl MpernoAaBareist cO CTyAEHTaMH [0 BOIpOcam
MPAKTHYECKOTO 3aHATUS C LIEJbI0 Oojiee OOCTOATEIHHOTO BBISBICHHUS UX 3HAHUN MO OINpeneIeHHOMY
paszgeny, TeMme, mpobieme U T.I. Bce wieHbl Ipynmbl MOTYT Y4acTBOBaTh B OOCYXKIEHUU, J00aBIATH
nH(pOpMaIUIO, TUCKYTUPOBATh, 3a/1aBaTh BOIIPOCHI U T.1.

YCTHBIE OMpOC MOXKET TPUMEHATHCS B pas3audHbIX (Qopmax: (QpoHTaIbHBIN, WHIWBUIYAIBHBIN,
KOMOMHUPOBaHHBIA. OCHOBHBIE KaUY€CTBA YCTHOTO OTBETA MOJIJIEKAIIETO OI[CHKE:

- IPaBUJILHOCTH OTBETA IO CO/IEPIKAHUIO;

- IOJIHOTA U TITyOWHA OTBETA;

- CO3HATENIbHOCTh OTBETA;

- IOTUKa U3JI0KECHUS MaTepuaa;

- PalMOHAJILHOCTh UCIIOJIb30BaHHBIX PUEMOB U CTIOCOOOB PEIlIeHUs TOCTABIEHHON yueOHO! 3a1auu;

- CBOEBPEMEHHOCTh U A((HEKTUBHOCTH UCIIOIB30BAHMS HATMISIHBIX MOCOOM U TEXHUYECKUX CPEACTB MPHU
OTBETE;

- HCTIOJIb30BaHMUE JIOMOTHUTEIILHOTO MaTepuarna;

- palMoOHAJIbLHOCTD HUCIIOIB30BAaHUSI BPEMEHU, OTBEJICHHOTO Ha 3a/1aHue.

YCTHBIM OIIPOC MOXKET CONPOBOXKAATHCS IMPE3ECHTALUEH, KOTOpas IMOATOTaBIMBACTCA IO OAHOMY U3
BOIPOCOB MPAKTUYECKOTO 3aHATH. [Ipy BBICTYIUICHHH C MPE3eHTalMell HeoOX0MuMOo oOpaIiaTe BHUMAaHHE
HA TaKWe MOMEHTHI KaK:

- colep)KaHUE TPE3CHTALMU: aKTyalbHOCTh TEMbI, MOJIHOTA €€ PACKPBITHSA, CMBICIOBOE COMAEp)KaHUE,
COOTBETCTBHE 3asBJICHHOM TEMbI COJIEP)KaHNIO0, COOTBETCTBHE METOAUYECKUM TPEeOOBAHUAM (LIETTU. CCHUIKU
Ha PECYpChl. COOTBETCTBHUE COACpPKAHUS U JIMTEPATyphl), MpaKTUUeCKas HaNpaBIeHHOCTb, COOTBETCTBUE
cofiepaHusl 3asBICHHON QopMe, aJleKBaTHOCTh UCIOIb30BAHUS TEXHUYECKUX CPEACTB YUeOHBIM 3ajlauaM,
MOCJIEZIOBATENBHOCTD U JIOTUYHOCTD MPE3EHTYEMOT0 MaTepuara;

- odopMiieHHE TMpe3eHTAlMU: O00bheM (ONMTHUMaTbHOE KOJWYECTBO), AW3alH (YUTAEMOCTh, HAJIMYHE U
COOTBETCTBHE TpaUKd U aHUMAIMH, 3ByKOBO€ OQOpMIIEHHE, CTPYKTypUpOBaHHE UHOpMAINH,
COOTBETCTBHE 3asBICHHBIM TpPEOOBAaHUSM), OPUTHHAIBHOCTH O(OPMIIEHUS, SCTETHKA, HCIIOJIb30BaHUE
BO3MOXKHOCTH MPOTPAMMHOM CpPeIbl, COOTBETCTBHE CTaHIAapTaM o(pOpMIICHUS;

- TMYHOCTHBIE KaueCTBa: OPATOPCKUE CIIOCOOHOCTH. COOMIOIEHUE PErIaMeHTa, SMOIIMOHATIBHOCTh, YMEHUE
OTBETUTH Ha BOIIPOCHI, CUCTEMaTU3UpPOBaHHbIE, INTyOOKKE U MOIHbIE 3HAHUS 110 BCEM pa3jiesaM MporpaMMmbl:
- coiep)aHWe BBICTYIUICHHUS: JIOTUYHOCTh H3JI0KEHHUS Marepualia, PacKpbITUE TEMBbI, JIOCTYIHOCTh
uznoxkenus, d3PpdextuBHoCcTh npuMeHeHus cpeacts HWKT, cmocoObl u  yciaoBHs —JIOCTHXKEHHUS
pPEe3yNBbTaTUBHOCTH W 3(P(EKTUBHOCTH U1l BBIMOJHEHHS 3a/1a4 CBOeH MpOo(eCCHOHAIBHONW WM Y4eOHOU
NeSITeNIbHOCTH, JI0Ka3aTeJIbHOCTh MPUHUMAEMbIX PEIICHUM, YMEHHE apryMEHTHPOBATh CBOM 3aKIIIOYCHMUS,
BBIBO/IB.

6. YueOHO-MeToAUYecKOe U MHPOPMALIMOHHOE 00ecnieYeHue TUCIHIINHBI

6.1 OcHOBHas nuTEpaTypa:
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1. Tpososa O. C. {enonpou3BoacTBo : yueGHoe nocobue. - Momxap-Ona: [TOBOMKCKHIT TOCYIapCTBEHHEIH
TexHojornueckuii ynusepcuret, 2015. - 124 c. - Tekcr : snexrponnbiii // OBC «YHuBepcuterckas
oubmuoTeka onnaite» [caiit]. - URL: http://biblioclub.ru/index.php?page=book&id=439196

2. KysmenmoB WM. H. [okymeHTarmoHHoe oOecrieueHre ympaBieHus. JloKkyMeHTooOOpoT U
JIEIOTIPOU3BOICTBO : YUEOHUK U MPAKTUKYM JIJISl BY30B. - Iep. u Ao1r;, 3-¢ u3l.. - Mocksa: FOpaiit, 2020. -
461 c. - Teker : anexrpouusiii // DBC «FOPAWT [caitr]. - URL: https://urait.ru/bcode/449769

3. Abymnanze /I. I, Bompsoxkkuna U. b., Macnosa B. M. JlokyMeHTallMOHHOE oOecrieueHue yIpaBieHHs
MEPCOHAJIOM : YUeOHHUK U MPAKTUKYM JUIS BY30B. - TI€p. U J011; 2-€ u3A.. - Mocksa: FOpaiit, 2021. - 370 c. -
Texct : anexTponHsiii // IBC «IOPAWUTY [caiit]. - URL: https://urait.ru/bcode/477699

6.2 JlononHUTENbHAS JIUTEPATYpA!

1. Porokmn M. IO. JlokyMeHTalMOHHOE OOECIEUYeHHE YIIpaBICHUS : IMpaKTUYeCcKoe Tmocobue. -
Mocksa|lbepnmun: dupekr-Menua, 2014. - 398 c. - Tekct : snexkrpoHHbId // DBC «YHUBEpCUTETCKAS
oubmmoreka onnaiin» [cait]. - URL: http://biblioclub.ru/index.php?page=book&id=253705

2. PribakoB, A. E. OcHoBbl nenonpons3BoacTBa : yueOHUK. - 2022-08-04; OcCHOBBI 1€10NPOU3BOACTBA. -
Munck: Pecnybnukanckuii HHCTUTYT nipodeccroHansHoro obpazosanus (PUIIO), 2016. - 320 c. - TekcT :
anextpoHHbIi / [IPR BOOKS [caiit]. - URL: http://www.iprbookshop.ru/67690.html

3. ApacnanoBa, B. A. JlokyMeHTallMOHHOE OOECIieYeHHE yNpaBlIeHUs @ y4eOHO-IIpaKTH4YecKkoe mocodue B
cxemax, Tabnunax, obpasmax. - 2025-03-25; JlokymeHTaunOHHOEe oOecriedeHue ympasieHus. - Cypryr:
CypryTckuii rocyjapCcTBEHHBIN negarorndeckuii yausepeutet, 2019. - 240 c. - Teker : anexktponHsrii // IPR
BOOKS [caiit]. - URL: http://www.iprbookshop.ru/94291.html

4. Yepuona C. I. JlokymeHTaIrmonHoe obecrnieueHre ynpapieHus : yueoHoe mocoowue. - HoBocubupck: UL
«3onoToit kosmocy, 2014. - 106 c. - Tekct : anexrponnsiit // IBC «YHuBepcuTeTCKas OMOIMOTEeKa OHIAHY
[caiit]. - URL: http://biblioclub.ru/index.php?page=book&id=278155

7. MaTepuaJbHO-TeXHMYeCKoe o0ecnedeHHe TUCHUILVINHBI, IPOrpaMMHoOe o0ecredyeHue,
npogeccnoHanbHbIe 023bI JAHHBIX 1 HHPOPMALMOHHBbIE CIIPABOYHbIE CHCTEMbI

Jlng mnpoBeneHus 3aHATHM MO JUCHUIUIMHE HEOOXOIUMO ClIeAyIollee MaTepuaibHO-TEXHUYECKOe
oOecrieueHue: ydeOHble ayqUTOPUM [AJsl TMPOBENCHUS 3aHATHH JIEKIIMOHHOTO M CEMUHApCKOro THIIA,
TPYNIOBBIX W WHAMBHUIYaJbHBIX KOHCYJIbTALMM, TEKYLIETr0 KOHTPOJS M MPOMEKYTOUHOM aTTecTaluw,
MTOMEIIEHUS 111 CAMOCTOSITENIbHON paboThI.

VYdeOHbIe ayTUTOPHUN U IIOMEIICHUS ISl CAMOCTOSTEIILHON paOO0Thl YKOMIUIEKTOBAHBI CIICTIHATH3UPOBAHHOM
MeOeNbI0 U TEXHUYECKUMH CPEJICTBAMU OOYyUCHHMS, CIIY>KAIIUMH JIJIs1 TIPEICTABICHHS yueOHOW nHbOpMauu
OOJIBITION ayTUTOPHH.

[TomerieHus 11 CaMOCTOSATENILHONW paOOTHl YKOMIUIEKTOBAHbI KOMITBIOTEPHON TEXHUKOH C BO3MOXKHOCTBIO
MTOAKITFOYEHHUS K CceTH "Unrepuet" u obecrnieueHneM JIOCTyIa B AIIEKTPOHHYO
MH(POPMALMOHHO-00pa30BaTEIbHYIO CPEAYy YHUBEPCUTETA.

Jlist mpoBeeHMs 3aHATHI JICKIIMOHHOTO THITA UCTIONB3YIOTCS HA0OPBI IEMOHCTPAIIHIOHHOTO 000PYIOBaHUS,
o0ecreunBaIIfe TeMaTHYECKUE WILTIOCTpalud (ITPOEKTOP, HOYTOYK, SKpaH/ MHTEPAKTUBHAS JIOCKA).

JluneH3noHHOE U CBOOOHO pacHpOCTpaHsIeMOe MPOrpaMMHOE 00ecTiedeHHE:

Kaspersky Endpoint Security mist 6usneca - Cranpaptasiii Russian Edition. 1500-2499 Node 1 year
Educational Renewal Licence

Microsoft Office [Ipodeccuonanbusiii moc 2007
Onepannonnas cucrema Microsoft Windows 10

ITpodeccronanbhpie 6a3bl JaHHBIX U UHPOPMAITMOHHBIE CIIPABOYHBIE CUCTEMBI:
1. Poccuiickas HarmoHanpHast ounbamoreka. — URL: http://nlr.ru
2. Poccuiickas rocynapctBenHas Oubnaunoreka. — URL: https://www.rsl.ru

3. KoncynbranT cryneHTa. l'ymaHuTapHble HAyKH: 3JIEKTpOHHO-OMOnmmoreuHass cuctema. — URL:
https://www.studentlibrary.ru

4. Tlpe3unentckas 6ubmmoreka umenn b.H. Enprinna. — URL: https://www.prlib.ru
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5. Hayunas snexkrponHas 6ubnmuorexka eLIBRARY.ru. — URL: https://elibrary.ru

6. DNEeKTpOHHBIN KaTrajaor @yHIaMEHTaIbHON OoubmuoTeKn TTV. — URL:
http://biblio.tsutmb.ru/elektronnyij-katalog

7. ¥Opaiit: anexkrpoHHO-OnOMMoTeunas cucrema. — URL: https://urait.ru

8. ObC «KOoHCYNnbTaHT CTy#eHTa»: KOJUIEKIMU: MenuuuHa. 3apaBooxpaHeHue. ['yMaHUTapHbIE HAyKu . —
URL: https://www.studentlibrary.ru

9. OBC «YHuBepcutetckas 6nbnuoreka onnain» . — URL: http://www.biblioclub.ru
10. IPR BOOKS: anexkrponno-6ubmmoreunas cucrema. — URL: http://www.iprbookshop.ru
11. CrpaBounas npasoBas cucrema "Koncynsrant mitoc". — URL: http://www.consultant.ru

12.  VauBepcurerckas OuOnMMOTEKa OHJIAH:  ANEKTPOHHO-OmMOMMoTeyHas cucrema. — URL:
https://biblioclub.ru

JIeKTPOHHasi HH(POPMALIMOHHO-00pa30BaTe/IbHAsA Cpeaa
https://auth.tsutmb.ru/authorize?response type=code&client id=moodle&state=xyz
B3aumoneiicTBue mpemnomaBaTenss M CTy[JEHTa B Ipolecce OOy4eHHUs OCYLIECTBISETCS MOCPEICTBOM

MYJIBTUMEUMHBIX, THIIEPTEKCTOBBIX, CETEBBIX, TEICKOMMYHHUKAIIMOHHBIX TEXHOJOTHUH, HUCHOJIb3YEMBIX B
ANIEKTPOHHOH MH(OPMAIIMOHHO-00pA30BATEILHON CPEie YHUBEPCUTETA.



