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1. lean u 3agaun AUCHUATIHMHBI
1.1 Henp qucuuruivHel — GopMUpOBaHUE KOMIIETEHIIHIA:
ITK-4 T'oToB k peanu3anuu TEXHOJOTUUECKUX MPOIECCOB OMOINOTEUHO-MH(POPMAITMOHHOM eI TEIbHOCTH

1.2 Tumel 3aga4 npoQecCHOHANBHOU NeATeNbHOCTH, K KOTOPBIM TOTOBSTCS OOydYaroluecsi B paMKax
OCBOCHUS JUCLUIIIIUHBI:

- TEXHOJIOTUYECKUN

1.3 JlucumrinHa OpUEHTHPOBAHA Ha MOATOTOBKY OOydYaroHIMXCsl K Mpo(ecCHOHaIbHOM AEATEIbHOCTH B
copepax: 06 Ces3p, HHPOPMALMOHHBIE M KOMMYHHUKAI[HOHHBIE TEXHOJOTHH (B cdepe MpOEKTUPOBAHUS,
pa3paboTKK, BHEAPEHUS M OSKCIUTyaTallud HH()OPMAIIMOHHBIX CHUCTEM, YIPABICHUS WX >KU3HEHHBIM
ukiIoM), 07 AIMUHHCTpPATUBHO-YIIpaBlIeHUECKass U O(puUCHAs AEATENbHOCTh (B cepax: yperyaupoBaHUs
MNOJUTUYECKUX KOH(IMKTOB M CIOPOB C IIOMOIIBIO MPOLEIYyphl MEAHAIUH;, aIMHUHUCTPUPOBAHUS
B3aMMOOTHOIICHUI MEXIy OpraHaMH TOCYJapCTBEHHOM BIACTH, OpraHu3anuil cdepsl OuzHeca U
OOIIECTBEHHBIX OpraHU3alWi; MOJUTUKO-YIIPABICHUYECKOW JESITEIbHOCTH B TMOJIMTUYECKHX MNapTHIIX,
MEXIYHAapOIHBIX  OpraHu3alusaX, OOIIECTBEHHBIX HMHCTUTYTaX, CyObeKTaXx SKOHOMHYECKOH U
00pa3oBaTeIbHON JesITeIbHOCTH; OPTaHW3alMOHHOTO M JOKYMEHTAI[MOHHOTO OOeCIieueHUs yNpaBlICHUS
opraHu3zaiueil)

1.4 B pe3ynbTare 0CBOCHHS JUCUUIUIMHBI y 00YYarOIUXCs TOJKHBI OBITH C(OPMUPOBAHBIL:

O06001TIeHHBIE TPYIOBEIE
(yHKIMH / TPYAOBBIC
(YHKIMY / TPYAOBBIC HIIH

Kon n HammenoBaHue
xommnereniuu ®I'OC BO,
HEOOXOOUMOM IS

MHankaTopbl JOCTHKEHUS] KOMIIETEHIIAM

npodeccroHaIbHbIe (opMHupOBaHHS TPYIOBOTO
nercTBus (MIpH HAUTHIAH WIH TIPO(heCCHOHATBLHOTO
npodcrangapra) TEHCTBUS
[1K-4 ToroB k peanuszamuu (OcyIIecTBISET AOKYMEHTHPOBAHUE JEATENBHOCTH U
TEXHOJOTMYECKUX JTOKyMEHTAIOHHOE o0ecrieueHue yIpaBlIeHUS
MPOIIECCOB OuOIMOTEKOM

OHONMMOTEYHO-UHPOPMAITHO
HHOW JIeSTEILHOCTH

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

I1K-4 T'oroB K peanu3anuu TEXHOJIOTHYECKUX

OnOIMOTEeYHO-UH(POPMAITMOHHON JIEATETLHOCTH

IIPOIECCOB

Ne
n/m

HanmenoBanmue
JIMCITUILINH,
OTIPEICIISIIOITIX
MEKIUCIUTUTMHAPHEIE
CBSA3H

dopma oOyyeHus

Ounas 3aouyHas
(cemectp) (cemectp)

41516314516

+ +

1 {bubnuorpadosencuue

+ +

2 |bubmnoreunslie
TEXHOJIOTUH

3 |bubnuoreunsle
IIUKJIIBI U TIPOIIECCHI

4 | bubnuoreunsrii poHT

5 |KoukypcHbIe

MIPOIIEAYPHI B
onoIMoTeKe

6 | MuKkposKOHOMUKA
OubnMoTeKU

7| Texnomormueckast
MIPaKTUKa




o0

llenooOpa3zoBanue B + +
oubnuoTeke

9 |9koHOMMKA + +
OHOMMOTEYHO-UHPOPM
aIMOHHOU
JIEATEIbHOCTH

2. Mecto nucuuninabl B cTpykrype Ol 6akanaBpuara:

HucuunnuHa «JlokymMeHTannoHHOEe oOeclieueHrne YIpaBJICHUsS» OTHOCUTCA K 4acTd, (QopMHpyeMoit
y4aCTHUKaMH 00pa30BaTeNIbHBIX OTHOIICHHUH, yueOHoro rutana OIl mo Hanpasnenuto noarotoku 51.03.06
- bubnuoreuno-uHbOpMaMOHHAS EATETLHOCTb.

JucuumuinHa «J{okyMeHTalnoHHOE obecTieueHre yIpaBiIeHus» u3yyaercs B 7, 8 cemecTpax.

3.00beM u conepxaHue TUCUUILIUHBI
3.1.00peM QUCIMIUIMHEL: 3 3.€.

Ounas: 3 3.e.

3aounas: 3 3.e.

Bun yueOHo# paboThI Qunas 3aounas
(Bcero yacoB) | (Bcero 4yacon)

O0mast Tpy10éMKOCTb TUCHHUILIHHBI 108 108
KonrakTHas pabora 60 26
Jlexuuu (Jlexum) 24 12
[Tpakruueckue (Ilpakt. pad.) 36 14
CamocrostensHas padota (CP) 48 78
3auer - 4

3.2.Conepxanue Kypca:

No HazBanue Bun yuebnol pabotsl, yac. | ®OpMBI TEKYIIETO
TEMBI paszzerna/TeMsl Jexuun | Ipakr. CP KOHTPOJIS
pao.
O|3[0O0|3 |03
7 cemecTp
1 [TonsTne n MMUCbMEHHAs
MIPOUCXOKICHHE CaMOCTOSITeNIbHAS
JOKYMEHTA ) 1|2 11 als pabora
(Bemmonuenue
MPAKTHYECKUX
3a7[aHUN )
2 [IpaBuna MUCbMEHHAs
odopmiieHus CaMOCTOsITeNIbHAs
PEKBU3HUTOB ) 1 4 1 4|6 pabora
(Bemonuenue
MPAKTHYECKUX
3aJIaHHI )
3 bnanku 1oKkyMeHTOB MUChMEHHAs
CaMOCTOSITeNIbHAS
211 l2]1]4]6 padora
(Bemmonuenue
MPAKTHYECKUX
3a/1aHH )




4 Opranu3zaluoHHbIE TECTUPOBaHUE
JIOKYMEHTBI
5 PacnopsiaurensHbie YCTHBII OITPOC
JIOKYMEHTBI
6 Nudopmarimonno-c MKUCbMEHHAas
MpaBOYHbIE CaMOCTOsITeNIbHAs
JOKYMEHTBI pabora
(Bemmonuenue
MPaKTUYECKUX
3a/1aHHi )
7 Kaapossie TECTUPOBAHUE
JOKYMEHTBI
8 Opranuzanus pelieHne
JIOKyMeHTo0o0opoTa KOHTEKCTHBIX,
CUTYaI[MOHHBIX
3ama4 (BeimonHeHue
MPAKTHYECKUX
3aaHMil)
9 Perucrpanus peuieHue
JIOKyMEHTOB KOHTEKCTHBIX,
CUTYaIIMOHHBIX
3ana4 (Beimonnenue
MPaKTUYECKUX
3a7[aHUN )
10 Homenknarypa nen KOHTPOJIBHBIN Cpe3
OuOIUOTEKH:
METOAMKA
COCTaBIICHUS U
MIPUMEHEHUS
11 Opranuzanus MHUCbMEHHAas
TEKYIIETO XpaHeHUs CaMOCTOSITeNIbHAs
JTIOKyMEHTOB pabora
(Bemomnuenue
MPAKTHYECKUX
3aJIaHHI )
12 [ToaroroBka nen u KOHTPOJIBHBIN CPE3
MOPSIIOK Tepeadn
JIe]l B apXUB JJIs
IaJIbHeHUIero
XpaHeHUs
Tema 1. [lousaTue u npoucxoxaeHue nokymenrta (I1K-4)
Jlekumus.

CumMBoNMYeCcKasl W yCJIOBHAs CHUTHaiM3anus. BO3HMKHOBEHHWE MUCHMEHHOCTH W JIOKyMeHTa. V3meHeHue
COZIEp KaHMS TMOHATHS «IOKYMEHT» Ha Pa3HBIX 3Talax UCTOPUYECKOro pa3BUTHs oOmiecTBa. COOTHOIICHUE
MOHATUN «HMHPOPMALUS» UM «IOKyMEHT». VcTouyHuKoBemueckass W HMH(POPMAlMOHHAS KOHIICTIIIUU
nokymeHta. OmnpeneneHue JOKYMEHTA B 3aKOHax W cTaHiaprax. [lomu@yHKIIMOHAIBHOCTh JTOKYMEHTA:
(GyHKIMS 3aKpeIUIeHUs M COXpaHeHWs WHGPOpMaluh, KOMMYHUKAaTUBHAsI, KyJIbTypHas, yIpaBlICHUECKas,
MpaBoBasi, CTATUCTUYECKas, IIO3HaBaTelIbHAs, OOpa3oBaTelibHAs, TOJUTHYECKAs, HICOIOTUYECKas,
XyJIO’)KECTBEHHO-ICTETUYECKAsl, OCYyroBasi, ToBapHas (GYHKIWU, (QYHKIUS HCTOPHUECKOTO HCTOYHHUKA.
KonmnuecTBeHHBIE W KaueCTBEHHBIC XapakTEPUCTHUKU (yHKIMA. DYHKIUHA OMEPAaTHUBHOTO XapakTepa M
MOCTOSIHHO JIEUCTBYIOLIUE.



Ilenb W OCHOBHBIE MeETONBI KiIacCU(UKALMM: Hepapxuueckui, ¢aceTHplif. CemMaHTHYECKHE W
¢byHKUMOHANbHBIE — KiIaccupUKaMu  JTOKyMeHTOB. Kiaccupukanuu  MaTepualbHBIX — HOCHTENEH
uHpopmanuu. Knaccupukarus no cnocoly nokymeHTupoBanusi. Knaccudukamuu mo ypoBHIO 00001IeHUs
U OTHOIICHUIO K OPUTHHAJIBHOCTH HH(POpMALMU, IO MEPUOJUYHOCTH, IO PEKUMY JOCTYIa, IO
IOPUINYECKOMY CTaTycCy, 10 reorpauueckoMy MpH3HAKy. BUabl TOKYMEHTOB 1O BPEMEHM MOSBJICHUS B
COLIMATTbHOM KOMMYHUKAIIUH: YePHOBOH, OEIIOBOM, MOTMHHUK U KOTIHSL.

IIpakTn4yeckoe 3ansATHE.
1.OBomronus NOHATHSA «IOKYMEHT.
2. Jluckyccust 0 TOKyMEHTE.
3. ConnanbHas CyIIHOCTb JOKYMEHTA.
4. Ha3zHaueHWe JOKYMEHTA.

3anaHus AJ151 CAMOCTOSITEILHOI padoThI.
ITonroroBka nokiana Ha TeMy «JIMCKyccus O JOKYMEHTE

Tema 2. IIpaBuia opopmiienust pekBu3utoB (I1K-4)
Jlekumus.

CocraB peKkBU3UTOB O(DUIMAIBHOTO TOKyMeHTa. CHUCTeMa CTaHIapTOB 10 MHGOPMAIMK, OMOTHOTEIHOMY U
u3aareNbekoMy aeny. OpraHn3almoHHO-PACIOPSAUTENbHAS TOKyMeHTanus1. TpeOoBaHUs K OpOPMIICHHIO
IOKyMEHTOB». OdopmiieHHEe pPEKBH3WTOB ONaHKA W  OTPAHUYHMTENBHBIX OTMETOK. PEeKBU3HWTHI,
OTIPEISIISIONIIE FOPUAMYECKYIO CHITYy IOKYMEHTa, U UX oopmiieHue. PEKBU3UTHI, OTpaxaromue o0padoTKy
U JIBIKCHUE JIOKYMEHTa (JeI0MPOU3BOICTBEHHBIE OTMETKH )

IIpakTnyeckoe 3ansATHE.
OdopmieHne peKBU3UTOB B COOTBETCTBHH ¢ AeiicTBytommM [[OCT
3aganus 1J151 CAMOCTOSITEJIbHOM PadoThlI.

1) Odopmnenne HanmenoBanus opranuzaiyu (OI'bOY BO Jluneukuii rocyaapCcTBEeHHbIH
YHHBEPCHTET, BBIIIECTOALIAs OpraHn3anus — MUHUCTEpCTBO 00pa3oBaHus U Hayku PD),

2) Odopminenne cripaBouHbIX 1aHHBIE 00 opranuzanmu (142800, MockoBckas 06:1., T. CTynuHo,
npocnekT Mupa, a. 132, tenedon: 49664 71236, dakc: 49664 71237, ampec >NEKTPOHHOH MOYTHI:
asdfgo@gmail.ru, www.asdfgob.com, pacuyerHpiii cyer B Oanke «Bo3poxmenue (Mocksa)
Ne2689000456730990000324», OI'PH 1027470380895,0KIIO 03242709, WHH/KIIIT
7808044140/771052001).

3) Odopmnenne aapecara (mIcbkMo agpecoBaHo raBHomy Oyxrantepy OO0 «Mask» (1. Tam6o0B,
392000, yn. OxrsiOpbekas, 1. 246, degopoBoit A.M.)

Tema 3. baanku nokymenrtosn (I1K-4)
Jlekuus.

OCOOCHHOCTH M3TOTOBJIICHHS W TPUMEHEHHs OJIaHKOB. YIJIOBOWM U TpomoibHbIA Omanku. [IpaBuia
pa3MeIeHnsi OCHOBHBIX PEKBH3WUTOB. braHk mucbma, oOmuii OnaHk, OJaHK BHIA JOKYMEHTa, OJaHKH
JOJDKHOCTHBIX JIMI[ U CTPYKTYPHBIX TOApAa3AeeHU, ONaHKKW Ha JIByX sI3bIKax. TWMHYHBIE OIMIMOKH B
IIOATOTOBKE OJIAHKOB

IIpakTnyeckoe 3ansATHE.

ITonroroBka o01Iero OaHKa.

IToxaroroska OnaHKa MuChHMA.

[TonroToBka OnaHka BUJa TOKyMEHTA.

[TonroroBka Gi1aHKa CTPYKTYPHOTO TIOIPA3ICIICHHUS.

AN

[TonroToBka GrnaHka JOKHOCTHOTO JIMIIA.
3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.

[TonroroBka komrekTa 61ankoB opraam3amuu ([IAO «Auct», 393194, TamGoBckast 061., . KoToBck, yiI.
Oxrsi0pbekas, 1. 58, Ten: 47541 22289, e-mail: aisstkotovsk@rambler.ru, OI'PH 1027470384211,0KIIO
04542709, MHH/KIIIT 7808222140/765057701)



Tema 4. Opranusaunonnbie 1okymeHTsI (I1K-4)
Jlexknus.

OYHKIMM OpPraHU3alMOHHBIX JOKYMEHTOB. (OCHOBHBIE BHUJABI: YCTaB, IOJOXKEHUE, WHCTPYKLHUA
(IOMKHOCTHAsE MHCTPYKLHUS), PENIAMEHT, CTPYKTypa W IITaTHAas YUCJIEHHOCTb, IITAaTHOE pacIUCaHUE,
IpaBuUja BHYTPEHHETo pacropsaka, 1oroBop. CTpyKTypa W OCOOCHHOCTH MOATOTOBKH M O(GOPMIICHHS
JIOKYMEHTOB

IIpakTH4Yeckoe 3aHATHE.
[ToAroToBKa CTPYKTYPHI U IITATHOW YHCIEHHOCTH OPTaHU3ALUH.
HOI[F OTOBKA LIITAaTHOT'O paCHI/IcaHI/ISI.
IToaroToBKa MOKHOCTHON MHCTPYKIIUH.
3anonHeHue GopM JOTOBOPOB Pa3HBIX BUIIOB.

Nk -

AHann3 ycTaBoOB pa3HbIX BUIOB.
Ananmuz periIaMCHTa COBCTAa HAPOAHBIX ACITYTATOB
3ajaHus 1J151 CAMOCTOSITEIbHOM PadoThlI.

1. [TonroToBka MOKYMEHTa «CTPYKTypa U IITaTHAS YACICHHOCTBY ISl OPraHU3allud U3
npensinymei Temsl (ITAO «Awnct», TamboBckas 06071., T. KoTOBCK)

Tema 5. PacnopsiaurenbHblie 1okyMeHThI (ITK-4)
Jlekumus.

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

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

Nk -

IToaroroska moCTaHOBIIEHHUS
3ananus AJ51 CAMOCTOSITEILHOI padoThI.

HOI[FOTOBKa IMPOCKTA IIPpHUKa3a 0 CO3AaHNN KOMUCCHUU JIA IMTPOBEACHUA CIIMCAaHNA TOBapa B CBA3U C
HUCTCUCHUEM CPOKa 'OJHOCTHU

Tema 6. UnpopmannoHHO-cipaBo4HbIe 10KyMeHThI (ITK-4)
Jlexknus.

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

IIpakTnyeckoe 3ansATHE.

ITogroroBka akra.

[ToaroToBka nmpoTOKOA.

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

A S e

IToaroroska nucbMa.
[ToaroroBka TenedoHOrpaMMbI
3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.
1.  TloagroroBka muchbMa-IpUIIIALLICHHUS.
2. IloaroroBka akTa CIIMCaHHUS.
3.  Tloaroromka KpaTKoro MpOTOKoJa COOpaHUs TPYAOBOTO KOJUICKTHBA



Tema 7. Kagposbie noxkymentsl (ITK-4)

Jlexknus.
Ponp  kanpoBeiX JOKyMEHTOB. (OCHOBHBIE BHUIbl JOKYMEHTOB: TMPUKA3bl IO JMYHOMY COCTaBY,
MpEJCTaBICHUEe, TPYAOBOM JOrOBOp, 3asBICHHE, aBTOOHOrpadus, pe3roMe, XapaKTEpUCTUKA, ITUIHBIN
JIMCTOK MO YYETY KaJIpOB, 3JICKTPOHHAS TPY0Bask KHIKKA

IIpakTn4yeckoe 3ansATHE.
1.  IloaroToBka 3asiBICHHUSI.
2. TloaroroBka mpukasa o mpueMe Ha padoTy

3ananus AJ51 CAMOCTOSITEILHOI padoThI.
1.  IloaroroBka pe3toMe.
2. TloxroroBka aBroOuorpapuu

Tema 8. Opranmzanus nokymentroodopora (ITIK-4)
Jlexknus.

n

[MousTue JOKYMEHTOOOOPOT", €ro KOJIMYECTBEHHbIE W KaueCTBEHHBIC XapaKTePUCTHKU. Macmtad
nokymMeHToobopoTa. CTpyKTypa U 0oO0IIasi XapaKTepuCTHKa JOKYMEHTOIIOTOKOB B opraHu3anuu. [loHsaTus
"BXoJsAUIMN JOKYMEHT", "UCXOASIINA TOKyMEHT", "BHYTPEHHUI TOKyMEHT"

TexHomornn 00pabOTKM TOCTYMAOIMUX JOKyMEHTOB. [Ipuem W mepBuvHas o0pabOTKa JTOKYMEHTOB,
OpraHu3anusl TPOXOXKICHHUS ¥ TOPSIOK HCIOJHEHUS TOCTYMAIMIMX JOKYMEHTOB. BHyTpeHHUM
ToKyMeHTooOopoT.  [IpenBapurensHOe  paccMOTpeHHE  JOKYMEHTOB. llepemada  JOKyMEHTOB B
nonpasaencHus. Opranuzanus JABHKCHHUS JTOKYMEHTOB MEXAy MojapasneiaeHusMu. KymeTypa paboThl C
JTOKyMEHTaMH Ha pabouux mecrtax. [lopsgok opranuzamnuu paboThl ¢ OTIIPABISAEMBIMU JOKYMEHTaAMHU. Y YeT
o0beMa U ONTUMH3ALUS TOKYMEHTO00O0pOTA.

IIpakTH4eckoe 3aHATHE.

1. Ha ocHOBe M3y4eHus1 HHCTPYKITUH TIO JIETTOTIPOU3BOJCTBY KOHKPETHOM OpraHU3aliuy pa3padoTaiTe cxemy
MapIUIPyTU3aLUU BXOJISAUINX, UCXOASIINX, BHYTPEHHUX TOKYMEHTOB B HEMl.
2. Ha ocHOBe JaHHBIX U3 KYypPHAJIOB PErUCTPAIMH BXOASAIINX, UCXOIAUINX, BHYTPEHHUX TOKYMEHTOB
COCTaBBTE CIPaBKy 00 00beMe JOKYMEHTO0O0pOTa 3a MECSII, KBapTall, TOJl

3aganus 1J151 CAaMOCTOSITEJIbHOM PadoThI.
Coz[epncaHHe 3aIaHUA: U3YUUB OIBIT OpraHru3aluu ACJIOIMPOU3BOACTBA B KOHKpCTHOfI opraHusaluu,
COCTAaBBTC OIICPOrpaMmMy ABUIKCHUSA BXOAAIINX U UCXOAAIIUX JOKYMCHTOB OpraHHU3allu.
OCHOBy AJIL BBIIIOJITHCHHUA 3aJaHud COCTABJIAIOT 3HAHUA CTYACHTA O ILOKYMGHTOO6OPOTG KakK CJIOXHOM
TEXHOJIOTUYECKOM TPOIIeCce, KOTOPBIM XapaKTepu3yeTcsi pas3IMyHbIMU Mapamerpamu. B wyacTHOCTH,
OpsMyl0 M OOpaTHYIO CBS3b B YIPABICHUU OCYIIECTBISIOT OIpPECICHHbIE TOTOKUA JOKYMEHTOB.
CO6JIIOILCHI/I€ MPUHIUMIIOB W TIpaBHJI OpraHu3aluun I[OKYMGHTOO60p0Ta IIO3BOJIIET AOCTHYL TOYHOCTHU
HalpaBJIeHUs] JIOKYMEHTOIIOTOKOB, COKpPAaTUTh BpeMs Ha o00pabOTKy JOKYMEHTOB M MpPUHSTHE
YIPABICHYECKUX PEIICHUH W B KOHEYHOM cCYeTe BIHUATh Ha 3(P(PEKTUBHOCTh ACATEIBHOCTH armapara
YIIPaBICHHUS.

TexHnonornueckas enovka IBUKEHUS U 00pabOTKMU TOKYMEHTOB MPEACTABICHA PSIIOM TUIOBBIX (DYHKITHIA,
KOTOpBIE TpPHU PEIICHUH KOHKPETHBIX 3a/lad MOTYT OBbITh JETaJIM3UPOBAaHBI 10 OTACIBHBIX OIEpaIil.
Crnenyer o0s3aTebHO YYHUTHIBATH TO, YTO MOPSAJOK pabOTHI C JOKYMEHTaMH, ONEpaluu Mo UX 00paboTKe
3aBUCAT OT BUJOB JIOKYMEHTOB U OT WX NMPUHAAJICKHOCTU K ONPEACTICHHOMY JTOKYMEHTONOTOKY. CTyIeHTY
BAXHO TIOMHHUTbH, YTO CYIIECTBYIOT pa3IMYHbIe METOJUYECKHE TOAXOAbl K MPOBEICHHUIO aHaIHM3a
JOKyMEHTO000pOTa MO €ro KaueCTBEHHBIM M KOJIMYECTBEHHBIM mapamerpaMm. OJHUM U3 HUX SIBISETCA
COCTaBJICHUE ONEPOrpaMM, IMO3BOJISIONINX IpapuuecKu H300pa3uTh MOCIEI0BATEILHOCTD MPOXOXKACHUS U
TEXHOJIOTHIO 00pabOTKH pa3NUYHBIX TPYII JOKYMEHTOB. OTpaOarbiBasi HABBIKM COCTABICHHS CXEM
JBIDKEHHSI JJOKYMEHTOB, BXOJSIIMX B OIpPECIICHHBIE JTOKYMEHTOIIOTOKH, CTYIEHT JOJDKEH HAy4HUThCS
OIIPENEIIATh 3a7a4M TAaKOro TpapruecKoro aHajau3a, JIelaTh Ha OCHOBE MOJTYYEHHBIX OMEPOTrPaMM BBIBOBI O
BO3MO)KHOCTSIX PAl[MOHAIN3ALUU U COBEPILIEHCTBOBAHMS JOKYMEHTO000POTa KOHKPETHOTO MPEAIPUSITHSL.

Tema 9. Perucrpauus noxymentos (I1K-4)
Jlexknus.
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[lonsitue "peructpauust AokyMeHta". Perucrpamusi [OKyMEHTOB KaK COCTaBHasi 4YacTh TEXHOJOTUHU
o0paboTku jmokymeHToB. llenmu peructpammuu JOoKyMeHTOB. (OCHOBHBIC MPHHIIUIBI PETHCTPAIIUU
NOKYMEHTOB. MHpaekcanusi 1OKyMeHTOB. DOpMbI perucTpanuy JTOKYMEHTOB U TMOPSAOK UX 3allOJIHEHHS.
Kypnanbnas ¢opma peructparuiu. PerucrparioHHO-KOHTPOIbHASL KapTouKa. KOMITbIOTepHBIE TEXHOJIOTHI
peructpanuu 10KyMeHToB. MH(DopManimoHHOe cofepKaHue perucTpalioOHHON 0a3bl JaHHBIX

IIpakTH4Yeckoe 3aHATHE.
[IpoBenuTe peructpaiiio KOMIUIEKTa TOKYMEHTOB, [TOJIy4€HHOTO OT MpernoAaBaress, B )KypHaje U B
PEruCTPaIOHHO-KOHTPOJIbHBIX KapToukax. [IpocTaBeTe Bce HE0OX0UMbIE OTMETKH U UHAEKCHI Ha
JOKyMEHTax

3anaHus AJ51 CAMOCTOSITEILHOI padoThI.
ConeprxaHnue 3alaHusl: ONIPEACIIUTE TIEPEUYHH JTAHHBIX VISl 3aHECEHUS B PETUCTPAIMOHHBIE ()OPMBI TIPH
PETUCTPAIMK BXOISAIINX, HCXOSAIINX U BHYTPEHHUX JTOKYMEHTOB, PEKOMEHYEMbIX Pa3IMYHBIMU
THUTIOBBIMU Y WHIUBUyTBHBIMA HHCTPYKIIUSMHE IO JIETOTIPOU3BOICTBY U IIPOBEINUTE UX CPABHUTEIIbHBIN
aHaJIu3.

[Ipu u3yyeHUHN TUMOBBIX WHCTPYKLUHUU CIEIyeT UCXOAUTh U3 TOTO, YTO PETUCTPALUsS JOKYMEHTOB - 3TO, C
OJTHOW CTOPOHBI, COCTaBHAsl YaCTh TEXHOJIOTUU 00pabOTKU TOKYMEHTOB, a C APYroi - HeOThbeMJieMas 4acThb
MH(OPMAIIMOHHO-TIONCKOBOM CHUCTEMBbl 1O JOKyMeHTaM npenanpusatusa. [losTromy nepedeHb NaHHBIX O
JOKYMEHTE, 3aHOCHMBIX B PETUCTPALIMOHHYIO (OpPMY JOKEH MO3BOJATH HE TOJIBKO HMICHTH(PHUIMPOBATH
KOHKPETHBIM JOKYMEHT, HO M OBICTPO OINpEAeNsATh €ro MECTOHAXOKJEHHE. OTOT IepeueHb MOXKET
BapbUPOBAThCS B 3aBUCHUMOCTH OT 00BbeMa OKYMEHTOOOOpOTa OpraHM3allM, KOJMYecTBa U COCTaBa
JOKYMEHTOB, TpeOyIOIIMX ydeTa M KOHTPOJS 3a MX HUCIOJIHEHHEM, HaJM4Msl CPEICTB aBTOMAaTH3allUU
OTACNbHBIX JIEJIONPOU3BOJCTBEHHBIX OMNEpaluil WM TMPOTPAMMHBIX MPOAYKTOB JUIsl KOMILIEKCHOM
aBTOMaTHU3allMi JIOKyMEHTOOO0OpoTa. BakHoe 3HaueHHe 0IpU 3TOM HUMEEeT NPUHLHUII PalMOHAILHOU
OpraHu3ally perucTparum.

[Tpu cpaBHEHUH MEepeYHEH TaHHBIX HY>KHO MCXOIUTH U3 TOTO, YTO COCTAB JAHHBIX O JOKYMEHTE HAIPSAMYIO
CBSI3aH C LEISAMH PETUCTPAlMU M 3aBUCHT OT TOTO, K KAKOMY JIOKYMEHTOIIOTOKY OTHOCHTCSI JOKYMEHT:
BXOZISIIEMY, UCXO/SIIIEMY WM BHYTPEHHEMY.

Ocoboe 3HaueHHEe HMMEET TaKKe BHIOOp PEruCTparoHHON (OpMBI. 37€Ch Ba)XKHO HE TOJBKO 3HATh
COBPEMEHHBIEC BHJIbl PETUCTPALMOHHBIX ()OPM, HO U MMOHMMATh NMPEUMYIIECTBA U HEAOCTAaTKU KaKIOW U3
HUX KaK IpU TPAAULUOHHOM, TaK ¥ MPH aBTOMATU3UPOBAHHOMN TEXHOIOTHH 00pab0TKH JOKYMEHTOB.

Tema 10. Homenkiarypa ges1 0M0JIMOTeKH: METOANKA cocTaBieHus U npuMeHeHus (ITK-4)

Jlexknus.
Ilonsatue "HoMmeHknarypa nen". Ha3HaueHne HOMEHKIATyphl Aeil. Buasl HOMEHKIATypsl Aenl (TUIIOBaf,
pUMeEpHasi, HHAUBUyalbHast), ©X 0COOCHHOCTH, MOPSAAOK UCIONIb30BaHUs. TpeGoBaHus, MpeabsBIsieMble
K COCTaBJICHUIO HOMEHKJIATYphI e opranu3anuu. Homenknarypa aen noapasaeneHns 1 HOMEHKIIATypa Jel
OUOIMOTEKH. Pernamenranus TpeOoBaHuUi K COCTAaBJICHUIO HOMEHKJIATYpbl Jen B
HOPMAaTHUBHO-METOJMUECKUX JOKyMEHTax. YHH(HUUUpOBaHHas ¢(opmMa HOMEHKIarypsl naen. IIpaBuia
COCTaBJICHUSI HOMEHKJIATYphI fent. KiaccupukanuonHas cxeMa HOMEHKIIATypbl. @OpMYIHPOBKH 3ar0JI0BKOB
nein. Cucremarusanusl 3arojOBKOB JIEJl B HOMEHKJIAaType. VICTOUYHMKYM OIpeneseHsl CPOKOB XpaHEHMsI JIE.
ITopsiok cocTaBieHus M yTBEPKAECHUS HOMEHKIIATYPhl 1€ OpraHu3aluu

IIpakTH4eckoe 3aHATHE.
1. CocTaBbTe OJIOK-CXEMY aJIrOpUTMa Pa3paObOTKH HOMEHKJIATYphl A€ OpraHu3alyu.
2. OnumuTe Mocie0BaTeNbHOCTD ATAOB COCTABIEHNS HOMEHKIIATYPBI J€J1 OAPa3IeIcHUs

3ajanus AJ151 CAMOCTOSITEIbHOM PadoThlI.
Conepxanue 3a1anus: pazpaboTaiiTe HOMEHKIIATYpy A€ JUIsl HeOOJIBIION OpraHu3aluy, 3aHIMaloIencs
PEKIIaMHOM AEATEIbHOCTHIO, B KOTOPOH HET BHYTPEHHUX OTIEIIOB, a MPOU3BOICTBEHHbIE (DYHKIIMN
3aKpEIJIEHBI 32 OTJEJIBHBIMU COTPYJHUKAMHU.



OnHa M3 OCHOBHBIX 3a/1a4 JaHHOW pabOThl — OCBOUTH OOIIME NMPUHLUIBI CUCTEMATU3alUU JOKYMEHTOB U
npaBuUja TPYNIHUPOBKH B Jeja OTIENbHBIX KaTeropuil JOKYMEHTOB, HW3JIOKEHHBIE B COBPEMEHHBIX
HOPMAaTHUBHO-METOJMUECKUX AOKyMeHTaX. [Ipy BBIOTHEHNH 3aJaHUs HEOOXOMMO 0OpaTUTh BHUMAHUE Ha
TO, YTO HOMEHKJIATypa JIeJl UMeeT YHU(UIIMPOBAHHYIO (OpPMY, IIOITOMY OHA JIOJDKHA OBITH OoopmiieHa ¢
COOMIONIEHHEM COOTBETCTBYIOIIUX TPeOOBaHUH, M3NOKEHHBIX B «OCHOBHBIX HpaBUiIax PabOThl apXHBOB
opranuszanuii». B HeOonbIINX OpraHu3anusaX, He UMEIOUINX CTAaOMIBLHON CTPYKTYpPBI, B KQUECTBE Pa3[esioB
HOMEHKJIATYPBl MOTYT HCIIONB30BAThCS YIpPaBICHYECKUE (YHKIUM WM HANpaBICHUS ACATEIbHOCTH
OpraHu3allM U 3a/aya CTYy/IEHTa BhIOpaTh ONTHMAJbHBIN BapHaHT CTPYKTYPHPOBAaHUS pa3paldaTbiBaeMOii
HOMEHKJIATYpHI Jen. [{ns onpeneneHust cocraBa JOKYMEHTOB U TIEpEYHS Je)l B HOMEHKJIaType HE0OX0IuMO
BOCITIOJIb30BaTbCs  MMEIOIIUMCSI  JIMYHBIM ~ OIBITOM, a TakKXe pPAa3IMYHbIMM TEPEYHSMH THUIOBBIX
YIOPABIEHYECKMX  JOKYMEHTOB, OOpa3ylOIIMXCS B  JCATEIbHOCTH  OpraHu3alyii, NpPUMEPHBIMU
HOMEHKJIATYpaMH A€ JUTSl Pa3InYHbIX THIIOB OPTraHU3aLIIHiA.

CryneHT nomkeH pa3padorats | HOMEHKIIATypy

Tema 11. Opranu3zanus Tekyuero xpanenusi 10kymeHToB (I1K-4)

Jlekumus.
[Tonsitue "dopmupoBanue paen". OOmwme mnpuHIUNBl GopMupoBanusi aen. OCHOBHbIE TpeOOBaHMS,
npenbsBisieMble K (opMHpOBaHMIO €1 B TeKylleM jaenonpousBoicTBe. [IpaBuia QopmupoBaHus
pa3IMYHBIX KaTeropuili JTOKyMeHTOB B nena. dopMmupoBaHue el B OpraHu3allid, B €€ CTPYKTYPHBIX
noapasaeneHusix. OTBETCTBEHHOCTh 32 COXPAHHOCTh JOKYMEHTOB. Bblaua JOKYMEHTOB /Jisi BPEMEHHOTO
MOJIb30BaHUS TPU XPAaHEHUH UX B CTPYKTYPHOM HOAPA3IEICHUU.

IIpakTnyeckoe 3aHsATHE.
1. IlpoBenuTe Bce HEOOXOAUMBIE MPOLIEAYPHI I 3aBEACHNUS Jieia B Hayasle KaJeHAapHOro roja.
2. ChopmupyiiTe B Jena Ha OCHOBE HMMEIOIICHCS HOMEHKJIATYPhl KOMIUIEKT JOKYMEHTOB OMOIMOTEKH,
MIPEJICTAaBICHHBIN MpenoaBaresem.
3. [Ipoananu3upyiiTe JEN0BYIO CUTYalUIO U YKAKUTE OIIMOKU B TEXHOJIOTUU JIETIOTPOU3BOJICTBA.
B ciyx6e JIOY opranuzanuu npu GOpMUPOBAHUU [T TPUICPKUBAIOTCS MHEHHUS, YTO B OJTHO JIEJIO HEIb35
noMemarb JOKYMCHTEI C pa3HbBIMU CPOKAMU XPAHCHUA. B cooTBeTcTBHU C 3TUM B OJHY HarKy IMOMCIIAar0T
Ppa3HbBIC BUJbI JOKYMCHTOB C OAWHAKOBBIMU CPOKaAMMH. qTO6bI OGHGI“II/ITB IMMOUCK HY’KHBIX HTOKYMCHTOB, B
Narky MnoAmMWBAIOT KAaPTOHHBLIC PA3ACIHUTCIIN, Ha KOTOPBLIC 3aHOCAT HA3BAHUC BHUIOB U pa3HOBHHHOCTCﬁ
AOKYMCHTOB. OTH K€ Ha3BaHUI NEPCHOCAT Ha O6JIO)KKy Acia. Koma KOJIMYECTBO JIUCTOB B ACJIC AOCTHUTACT
300-350, 3aBOIAT €10 BTOPO TOM.
4. OpopmuTe JOKYyMEHTAJIBHO BBhIJAaYy JOKYMEHTA U3 JieJia 10 3alpocy MPOKypaTyphl.

3anaHus AJ51 CAMOCTOSITEILHOI padoThI.
ConeprkaHue 3aJaHus: 3aTI0JHUTE IUCT-3aMECTUTENb» U «KapTy-3aMECTUTEIbY.
HpI/ICTYHaSI K CaMOCTOATCIBbHOMY HU3YYCHUIO TCMbI U BBIIIOJIHCHHUIO 3aJaHUs HAAO YACHHUTL, YTO
UCTIOJIHEHHBIE JOKYMEHTHl U C(OPMHUPOBAHHBIC JieNla ONPEACICHHOE BpEMsl XPAHATCS B CTPYKTYpPHBIX
noApasACJICHUAX U HUCHOJB3YIOTCA JId HAaBCACHHUA Pa3JIMYHBIX CIIPABOK. HOE)TOMy CYHICCTBYIOT
OTIpe/ieTICHHBIE CMOCOOBI OOECTIeYeHHS] COXPAHHOCTH JTOKYMEHTOB, YCTAHOBIICH CIEIMAIBHBIN TOPSI0K
BBIJIJaUM JIOKYMEHTOB M3 3aKOHYEHHBIX (C(OPMHPOBAaHHBIX) Jei. Takke BaXXHO OOpaTUTh BHUMAaHHE Ha
ocoOble TpeOOBaHMA K XPAHEHUIO W TOPSAKY BBIIAYM HEKOTOPHIX BUAOB JOKYMEHTOB. CTyneHTY
HCOGXOI[I/IMO YCTKO MPCACTABJIATH, B KAKUX CIIydasaX MOXCT 6I>ITI: BbIJJaH OTZLGHBHLIﬁ AOKYMCHT U3 [Ji¢Jia, 4 B
KAaKUX BBIJIA€TCS MOJTHOCTBIO JEJO.
Htorom paboThI ABISIOTCA 2 JUCTA-3aMECTUTENS U 2 KapThl-3aMECTHTEI.

Tema 12. [loagroroBka aes1 U NOPSAOK Mepeaaydu Jes1 B apXuB A JaabHeiimero xpanenns (ITK-4)
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 yYeTa.

IIpakTnyeckoe 3ansATHE.
3aganus.
1. CocraBbTe OJIOK-CXEMY STaloOB 3KCIEPTU3bl LEHHOCTH NOKyMeHTOB. CocTaBbTe 00Opasel MpoTOKoja
3aceJaHus SKCIIEPTHON KOMUCCUHU OPTraHU3aLNN.
2. IlpoBenuTe CpaBHUTENbHBIM aHAIM3 (DYHKIMH SKCIIEPTHOW KOMHMCCHUU OpraHM3allud M LEHTPaJIbHOU
HKCIEPTHOU KOMHCCHH.
3. OdopmuTte aeno Ay nepeaady Ha apXUBHOE XpaHEHHE.

3anaHus AJ151 CAMOCTOSITEILHOI padoThI.
ConeprkaHue 3aJaHus: 3aTI0JTHUTE aKT O BBIJCJICHUH €T K YHUUTOXKECHHUIO.
[TpucTymnas K BBIIOJHEHUIO 33aHUsI HEOOXOIMMO U3YUYUTh OCHOBHBIE TPEOOBAHUS K 3aBEPILIAIOIIEMY 3TaIy
paboThl C JOKyMEHTaMH B JEJONPOU3BOJICTBE — IMOATOTOBKE MX K IEpeAadye Ha JalbHeiIee XpaHeHHE B
apXuB OpraHU3alMK WU YHUUTOKEHUIO.
OcHOBHBIE TpeOOBaHMA K MOPAAKY pabOTBl C JOKyMEHTaMM Ha JTOM JTale coiepxkarci B
HOPMAaTUBHO-METOJUYECKUX JOKYMEHTaX, pa3paOOTaHHBIX apXuUBHbIMU opraHamu. CTyaeHT JOJKeH
YCBOUTB, YTO JieNa C JOKYMEHTaMH BpPeMEHHBIX (10 10 J1eT) CPOKOB XpaHEHUs MOTYT XPAaHUTBCS B TeX
CTPYKTYPHBIX MOJPA3AEIICHUX, I11e ObUIM CPOPMUPOBAHBI, U [0 UCTEUEHUU CPOKA XPAHEHUS YHUUTOXKAThCA
0e3 mepenaun B apxuB opraHumzauuu. [Ipy 3TOM HEOOXOAMMO 3HaTh, YTO OpPraHMU3ALUsS HUMEET IPaBO
YHUUTOXAaTh JI€Jla, BKJIIOYEHHBIE B aKT, TOJBKO Iocie Toro, kak OIIK yTBepauT onmchk nen mOCTOSTHHOTO
CPOKa XpaHEHHUS.
AKT O BBIJICJIGHUM €]l K YHUUYTOXKEHHIO O(QOPMIIETCSI B COOTBETCTBUU C TPEOOBAHMSMHU HOPMATHBHBIX
NOKyMeHTOB. CrenyeT o0s3aTelabHO YYUTBIBaTh TO, YTO aKT MMEET CBOM OCOOEHHOCTU B O(QOPMIICHHU H
yaocTtoBepeHuHd. [103ToMy HyKHO yMeTb ONpPEAEIIATh COCTaB JOJKHOCTHBIX JIML, IPUHUMAIOIINX Y4aCTHE B
COCTABJICHUH, BU3UPOBAHUU U COITIACOBAHUU 3TOTO JOKYMEHTA.

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

7 cemecTp
* mocenraemocts — 10 GamtoB
*  TEKyIHuHd KOHTPOJIbL — 70 GamioB
* KOHTPOIIbHBIE Cpe3bl — 4 cpe3a Mo 5 0aIoB KaxIblit
* mpeMuanbHBIE OauTel — 20 6aioB

Pacnipenenenre 6aJiioB 10 3aaHMSIM:

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

/ cpe3sl
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[Tonstue u MHCbMEHH 10 Ha muchMeHHYI0 CaMOCTOSTENBHYHO paboTy OTBOAUTCS 45 MUHYT.
MPOMCXOXKACHUE ast Tema paboThl cBA3aHA C TEMOW 3aHATHA, KOTOpas U3BECTHA 3apaHee,
JOKyMEHTa |CaMOCTOSIT KOHKPETHBIC 33JaHUs MPEToJaBaTellb 3a1aeT Ha CAMOM 3aHSTHH.
eJbHas Hcxons w3 00O3HAYCHHBIX 3aJaHUM CaMOCTOSITeNbHAass PaboOTy IO
pabora CBOEMY COJZICPXKAHUIO MOXET OBITh CBEJCHA K M3JIOKCHUIO PEeIICHUN
(Beimonne Ha c(hOpMYIMPOBAHHBIC 3a/1a4H, YCIOBUSI KOTOPBIX HEMOCPEACTBEHHO
HUE CBSI3aHBI CO CJIOKHBIMU U 3allyTaHHBIMH CHUTYallUsIMH B KOHKPETHON
MpaKkTHiec chepe;
KHX - K moApoOHOMY OTBETY Ha MPOOJEMHBIE BOIPOCHI, KOTOPHIX MOXKET
3aJaHNN) OBITH 3aJJaHO HECKOJIBKO ISl CAMOCTOSITEIBHOTO OCMBICTICHHST;
- K U3NIOKEHUIO MaTepHaja Mo ONpeAeiIeHHONH TeMaTHKe, KOTOpoe Ha
MEPBBIA B3IV HATOMHUHAET MO croco0y ohopMIICHHIO AOKIa] J100
pedepar.
10 GamnoB — CTYACHT BBIIOJHWI paboTy 0e3 OmMOOK M HEeI0YETOB,
JOMYCTHII He OoJiee OTHOTO HeAoUeTa.
8-7 GaJIIOB — CTYAEHT BBHIIOIHHI PabOTy MOTHOCTHIO, HO AOMYCTHI B
Hell He Oojee oAHOM Herpy0Ooil OMMOKKM M OJHOTO HEAOYETa, MU He
OoJiee IBYX HEIOYETOB.
5-4 Ganma — CTYOEHT NPABWJIGHO BBIMOJHHI HE MEHEE IOJIOBHHBI
paboThl WK AOMyCTHI He Oonee AByX IpyObIX OMIMOOK, Wi He Ooiee
OIHOH Tpy0Ol M OfHOW HETpyOOil OIMOKH U OJHOTO HEJOYeTa, WU
He Ooree ABYyX-Tpex HErpyOBIX OIIMOOK, WM OTHOM HerpyOoi
OmMOKKA M TPEX HEJOYETOB, WM MPH OTCYTCTBHU OMIMOOK, HO TPH
HAJIMYUU YETBIPEX-TISITH HEIOYETOB.
3-2 Oamnma — CTYOGHT MpPaBUIBHO BBIIOJHHUI MEHEE MOJIOBUHBI
paboThL, JOMYCTHI HECKOIBKO HEIOYETOB.
1 Gamn — CTyOEHT MpaBWIBHO BBIMOJIHWI He Ooiee 25% paboThl,
JOTYCTHIT HECKOJIBKO HEZ0UETOB MU Oojiee 3 TpyObIX omrOoK
IIpaBuna MUCHEMEHH 10 Ha muchMeHHYI0 CaMOCTOSTENBHYHO paboTy OTBOAUTCS 45 MUHYT.
oopmnenus ast Tema paboThl cBA3aHA C TEMOW 3aHATHA, KOTOpas U3BECTHA 3apaHee,
PEKBU3UTOB  |CaMOCTOST KOHKPETHBIC 33JaHUs MPEToaBaTellb 3a1aeT Ha CAMOM 3aHSTHH.
eJbHas Hcxons w3 00O3HAUCHHBIX 3aJaHUM CaMOCTOSITeNbHAass PaboOTy IO
pabora CBOEMY COJICPKAHUIO MOXET OBITh CBEJCHA K M3JIOKEHUIO PEeILICHUN
(Beimonne Ha c(hOpMYIMPOBAHHBIC 3a/1a4H, YCIOBUSI KOTOPBIX HEMOCPEACTBEHHO
HUE CBSI3aHBI CO CJIOKHBIMU U 3allyTaHHBIMH CHUTYallUsIMH B KOHKPETHON
MpaKkTHiec chepe;
KHX - K moApoOHOMY OTBETY Ha MPOOJEMHBIE BOIPOCHI, KOTOPHIX MOXKET
3aJaHNN) OBITH 3aJJaHO HECKOJIBKO ISl CAMOCTOSITEIBHOTO OCMBICTICHHST;

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

10 GamnoB — CTYACHT BBIIOJHWI paboTy 0e3 OmMOOK M HEI0YETOB,
JOMYCTHII He OoJiee OTHOTO HeAoUeTa.

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

5-4 Ganma — CTYOEHT NPABWIGHO BBIMOJHHI HE MEHEE IOJIOBUHBI
paboThl WK AOMYyCTHI He Oonee AByX TpyObIX OIMOOK, Wik He Ooiee
OJTHOU TPyOOif U OTHOW HErpyOOoi OMMOKKA W OJHOTO HEMOYEeTa, WU
He Oojee ABYyX-Tpex HErpyOBIX OIIMOOK, WM OTHOM HerpyOoi
OmMOKKA M TPEX HEJOYETOB, WM MPHU OTCYTCTBHU OLIMOOK, HO TPH
HAJIMYUU YETHIPEX-TISITH HEIOYETOB.

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

1 Gamn — CTYOEHT MpaBWIBHO BBINOJIHWI He Ooiee 25% paboThl,
JOIYCTHIT HECKOJIBKO HEZ0UETOB MU Oojiee 3 TpyObIX omrO0K
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bnanku MHUCbMEHH 5 5 OamioB - paboTa BBITOTHEHA U 0opMIleHa Oe3yTPEedHO
JIOKYMEHTOB ast 3-4 Ganna- UMEIOTCS OUTHMOKY B COJIEPIKAaHUHM M O(POPMIICHUHN paOOTHI
CaMOCTOSIT 1-2 Oamra - pabora BBINOJIHEHA C CYMIECTBEHHBIMU OIMMOKAMH |
eNbHaS oopmiieHa HEOpEKHO
pabora
(Beimonne
HUE
MPaKTHYIEC
KHX
3aJTaHMi )
OpraHu3aiioHH | TECTHPOB 5 1 6ann gaércs 3a nmpaBuibHBIE 0TBETH Ha 10% BOMpOCOB TecTa
bIC JOKYMEHTHI | aHHEe(KOH
TPOJIBLHBI
i cpe3)
Pacnopsiautens | ycTHbIN 5 CemuHapcKoe 3aHITHE
HBIC JOKYMEHTHI |  OTIPOC 5 ©0amioB — CTYIEHT YMEET COIMOCTaBUTh IMOJNYyYEHHYIO TIpU
MOJITOTOBKE K 3aHATUIO WHPOPMAIMIO, YETKO (POPMYIHUPOBATh CBOU
BONPOCHI M OTBEYATh HA 33]IJaBAEMbIC €MY BOIIPOCHI, BECTH JTUCKYCCUIO
C MCIIOJIb30BAaHUEM COBPEMEHHOM TEPMHHOIIOTUN
3-4 Gamna - CTyACHT yMEET NPUMEHSTh MOMYUYSHHYIO TPH ITOJITOTOBKE
K 3aHATUIO WHGOPMAIIHIO, OTBEYaTh Ha OOJIBIITMHCTBO BOIIPOCOB
1-2 Gamma — CTYIEHT BIaJeeT TCOPETHUSCKUM MATEPHUAIOM IO TeMe
3aHATHUS, HO 3aTPYIHICTCS IIPH OTBETE HA BOIIPOCHI
Ecnmu crymenT He BnameeT mMpoONEMAaTHUKOW — 3aHATHS, HE MOXET
OTBEYATh Ha BOIIPOCHI, 3aYUTHIBACT OTBET II0 TEKCTY — OTBET OaiaMu
HE OILICHUBACTCS
HHbopMalinoHH | TMCbMEHH 10 10-9 GamroB — CTYIEHT BHIIOIHWII paboTy 06e3 OMMOOK U HETOYETOB,
0-CITpaBOYHBIE ast JOITyCTHII HE O0JIee OTHOTO Helo4YeTa.

JMIOKyMEHTBI | CaMOCTOSIT 8-6 0aTOB — CTYACHT BHITIONHUI PabOTy MOTHOCTHIO, HO JOYCTHI B
eIpHas Hel He 0ojiee OMHOU HErpyOol OmMMUOKH W OHOTO HEIOUYeTa, WIIH He
pabora 0oJjiee IBYX HEIOUETOB.

(Bormosae 5-4 Gamnma — CTYIEHT MPaBWUILHO BBIMOJHIII HE MEHEE ITOJIOBHHBI
HUE paboTHI WK TOMYCTHI He Oojiee IBYX IpyOBIX OMHOOK, WK HE Ooliee
MIpaKkTH4IeC OITHOM TPyOO#t M OxHOM HETpyOO¥ OMMOKM W OIHOTO HEAOoYeTa, WIIN
KHUX He OoJyiee IBYX-TpeX HETPyOBIX OIMWOOK, WM OXHOW HETpyOoit
3aJTaHMI ) OIMMOKH W TPEeX HEAOYECTOB, WM NMPU OTCYTCTBHUU OIIHOOK, HO TPH
HaJMYUHU YETHIPEX-TISITH HEAOYETOB.
3-2 Oamra — CTYICHT NPABWIHHO BBITIOJHWI MEHEE IT0JOBHHBI
paboTHI, TOMYCTHII HECKOJIBKO HEIOYETOB.
1 Gamnm — CTymeHT MpaBWIBHO BBIMONHWI He Oomee 25% paboThl,
JIOTTYCTHJI HECKOJILKO HEIOUETOB FIIH OoJiee 3 TpyOBIX OMMO0K
Kanpossie TEeCTHPOB 5 1 6amn maércs 3a mpaBUIbHBIC OTBETHI HA 10% BOIIPOCOB TecTa
JIOKyMEHTHl | aHHE(KOH
TPOJIBLHBI
i cpe3)
Opranuzaus | penicHue 10 CryneHTaM  MoJEIUpyeTCsl  MpoOJIeMHAass  CUTyallus, KOTOpas
JIOKYMEHTOO0O0p | KOHTEKCTH MaKCUMAaJIbHO MPUOIIKEHa K pealbHOM U3 paboThl opranu3anuu. 10
ora BIX, 0aJJIOB HAYHCIACTCS] CTYJACHTAM, KOTOpPHIC MPABUIBHO BBITIOTHIIU
CUTYyaIlo 3aJlaHue
HHBIX 5-7 GaIOB — HETMOTHOE BBIMTOJIHEHUE 3a/TaHUS
3amaq 1-4 Ganna — HEMOJIHOE ¥ HETOYHOE BHITIOIHCHUE 3aaHUS
(Beimonne
HUE
MPaKTHYIEC
KHX

3aJTaHM )
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9. | Perucrpauus | pemieHue 10 CrtyneHtam  Monenupyercsi MpoOJeMHass  CHUTyalus, KoTopas
JOKYMEHTOB | KOHTEKCTH MaKCHMaJIbHO MPUOIDKEHa K peanbHor u3 paboTel opranuzanuu. 10
BIX, 0aJJIOB HAYHCIACTCS] CTYJACHTAM, KOTOpPHIC MPABUIBHO BBITIOTHIIU
CUTYyaluo 3aJaHne
HHBIX 5-7 6annoB — HEMOJIHOE BBHINIOHEHUE 3aJaHUs
3a1a4 1-4 Ganna — HETMOTHOE ¥ HETOUYHOE BBHIITOJTHEHUE 3a/laHHS
(Brimonne
HUE
MPaKTHYIEC
KHX
3aJaHNN)
10. | Homenknarypa |KOHTPOJIB 5 Tect coctout u3 10 Bonmpocos
Jen HBbIi 5 06anmnoB — cTyAeHT MpaBuibHO oTBevyaeT Ha 100% BompocoB B TecTe
Oubnuorexu: |cpe3(KOHT 4 Gayta — CTYOEHT IpaBUIILHO OTBevyaeT Ha 74% BOIIPOCOB B TeCTe
METOAUKA POJILHBII 3 Oayia- CTYIEHT MpaBUIbHO oTBeuaeT Ha 50% BOMPOCOB B TecCTe.
COCTaBJICHUS U cpe3) 2 Gayta- CTyIEHT MIPaBUIBHO OTBEYAET Ha 25% BOMPOCOB B TECTE.
IIPUMEHEHUS 1 Gann — cTyaeHT npaBwiIbHO oTBeuyaeT Ha 10% BOmpocoB B TecTe.
Menee 10% mpaBHIIEHBIX OTBETOB 0aJIOB HE JaeT
11. | Opranmzanus |MHCHbMEHH 10 Ha muceMeHHYI0O CaMOCTOATEIbHYI0 pPaboOTy OTBOAWUTCS 45 MHUHYT.
TEKYIIEro ast Tema paboThl cBsi3aHA C TEMOM 3aHATHS, KOTOpas M3BECTHA 3apaHee,
XpaHeHUs CaMOCTOSIT KOHKpPETHBIE 3aJJaHsl IPETIOAaBaTENb 33JaeT Ha CAMOM 3aHSATHH.
JOKYMEHTOB ebHas Hcxons m3 o0003HaYeHHBIX 3aJaHWl caMoOCTOATEIbHass paboTy o
pabota CBOEMY COJIEP>KaHUIO MOXKET OBITh CBEIECHA K M3JIOKEHUIO pEelIeHuN
(Bermonae Ha cOpPMYIMPOBAaHHBIE 3aJ]a4H, YCIOBHS KOTOPBIX HEIOCPEICTBEHHO
HUE CBSI3aHBI CO CIIOKHBIMU M 3aIlyTaHHBIMH CHUTYallUSMU B KOHKPETHOU
MIpaKkTH4eC cthepe;
KHX - K TOAPOOHOMY OTBETY Ha MPOOJIEMHBIE BOTPOCHI, KOTOPBIX MOXKET
3aJTaHMi) OBITh 331aHO HECKOJIBKO TSI CAMOCTOSITEIbHOTO OCMBICIICHHS,
- K M3JIOKEHUIO MarepHalia 1o ONpeAeNieHHONW TeMaTHKe, KOTopoe Ha
MEPBBIA B3IVISIT HATOMUHAET MO croco0y o(hOpMIICHHIO JTOKIa] THO0
pedepar.
10 6amoB — CTYAEHT BBIONHWI paboTy Oe3 ommOOK M HEIOYETOB,
JOITyCTHII HE O0JIee OTHOTO Heo4YeTa.
8-7 6aTOB — CTYACHT BHITIONHUI PabOTy MOTHOCTHIO, HO JOYCTHI B
Hel He 0ojiee OMHON HErpyOoi OMMOKH W OHOTO HEMOUYeTa, WIIH He
0oJjiee IBYX HEIOUETOB.
5-4 Oamna — CTyAEHT NPaBHIBHO BBHITIOJNHHWI HE MEHEE IOJIOBHHEI
paboTHI WK TOMYCTHI He Oojiee IBYX IpyOBIX OMHOOK, WK He Ooliee
OITHOM TPyOO#t M OxHOM HETpyOO¥ OMMOKM W OMHOTO HEAOoYeTa, WIIN
He Ooyiee IBYX-TpeX HETPyOBIX OIMWOOK, WM OXHOW HETpyOoid
OIMOKN M TPEX HEIOYETOB, WIH MPH OTCYTCTBHH OIIMOOK, HO IPH
HaJMYUHU YETHIPEX-TISITH HEAOYETOB.
3-2 Oamra — CTYICHT NPABWIHHO BBITIOJHWI MEHEE ITOJOBHHBI
paboTHI, TOMYCTHII HECKOJIBKO HEIOYETOB.
1 Gamnm — CTymeHT MpaBWIBHO BHIMONHWI He Oomee 25% paboThl,
JIOTTYCTHJI HECKOJILKO HEIOUETOB FIIH Oojiee 3 TpyOBIX OMMO0K
12. |[Toaroroska A€ |KOHTPOJIb 5 Tect coctout u3 10 Bonpocos
U NIOPSIIOK HBIIf 5 6anoB — CTyAeHT MpaBmiIbHO oTBevyaeT Ha 100% BompocoB B Tecte
rnepenayu aea B |cpe3(KOHT 4 Ganna — CTy[IeHT MPaBUIIbHO OTBeYaeT Ha 74% BOIPOCOB B TECTE
apXMB IS POJIBLHBII 3 Gamya- CTyIEHT MpaBUIHHO oTBe4aeT Ha 50% BOMPOCOB B TecCTe.
JaJIbHEHIIEro cpe3) 2 Oanna- CTyAeHT PaBUIBHO OTBEeYaeT Ha 25% BOIMPOCOB B TECTE.
XpaHCHUS 1 Gamn — cTyzmeHT npaBmwiIbHO oTBedaeT Ha 10% BompocoB B TecTe.
Menee 10% mpaBHIIbHBIX OTBETOB 0aJJIOB HE AAa€T
13. ITocemaeMocThb 10 10 6amnoB — crynent nocetui Bce 100% 3ansTuit
14. IIpemMuansHbIe OaITHI 20 - MOCTOSTHHAS aKTUBHOCTH BO BpeMs NPAKTHYECKUX 3aHATHA — 10

0aJIIoB;
- MOJTHOCTBIO MOATOTOBJICHHASI K MyOIHKAIUK CTaThs 110 TEMAaTHKE B
paMKax JUCIUIUTHHEI — 10 6amioB
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15. |MunuBunyanbHble 3aJaHUs, 50 BBINIOJIHEHHE TECTUPOBAHUS 1O KYypCy
C TIOMOIIBIO0 KOTOPBIX
MOXHO HaOpaTb
JIOTIOJTHUTEITEHBIC OaJLThI

16. HUroro 3a cemectp 100

HToroBast oueHka 1o 3a4ety BeicTaBisgercs B 100-0auibHOM 1IKane U B TPaIUIIMOHHON YeThIpeXOaIbHOM
mkane. IlepeBog 100-OamipHONW  PEeHTHHTOBOM  OLIEHKM MO AMCUUIUIMHE B TPAaTUIMOHHYIO
YeThIpeX0auIbHYIO OCYIIECTBISIETCS CIEAYIOUIMM 00pa3oM:

100-6annpHas cucrema Tpagunuonnas cucrema

50 - 100 6ayuioB 3aureHo

0 - 49 Gaiu10B He 3aureno

4.2 TunoBsle OLICHOYHBIE CPEACTBA TEKYILIETO KOHTPOJIS
KOHTPOJILHBIN cpe3

Tema 10. Homenknarypa gen OMOIHOTEKH: METOAMKA COCTABICHUS U TPUMECHECHUS
1. Kakne noOKyMEeHTBI OTHOCSTCSI K HEPETUCTPUPYEMBIM?
(?) nmucpMo-3amnpoc;
(?) xxamo0a;
(?) compoBOAUTENBHOE MUCHMO;
(!) pek1aMHOE MUCHMO.

2. KakoB OCHOBHOM MPUHIIMI PETUCTPAIIUU JOKYMEHTOB?
(!) OITHOKpPATHOCTB;

(?) TouHOCTB;

(?) OTKPBITOCTS.

3. BeiOepuTe mpaBUiIbHOE YTBEPKACHUE!

(!) B kaxknoil opraHu3anuu J0JKHA ObITh CBOXHASI HOMEHKJIATYpPa [eJl M HOMEHKJATYPbI el
CTPYKTYPHBIX NOApa3ieeHHi;

(?) B xax ol opraHu3aIiiu J0KHA ObITh CBOJIHAS. HOMEHKJIATypa JIelT;
(?) B xaxxoit opraHu3aiiy J0JKHBI ObITh TOJIBKO HOMEHKJIATYPHBI e CTPYKTYPHBIX MOPA3IeICHHA.

4. Kakum 00pa3oM yCcTaHABIMBACTCS CPOK XPAHEHHSI JOKYMEHTOB IPHU pa3pab0TKe HOMEHKIATYPHI 1e?
(?) YcranaBnuBaeTcs SKCIEPTHON KOMUCCHEH;

(?) YcranapnuBaetcs ciyxooii J10Y;

(?) OnpenensieTcst 3aKOHOM;

(!) YecranaBiauBaeTcsl MO NMEePEYHIO TUMOBBIX YIPaBJIeHYECKHX JIOKYMEHTOB €O CPOKAMM XPaHEHHS.

5. VYkaxurte IBE HMHCTAHIUH, CONIACOBBIBAIOIME HOMEHKIATYPY [J€J OpraHU3aluu IIPU YCIOBHUH, YTO
JOKYMEHTBI ITOCTYNAKOT HA XpPAaHEHNUE B MYHULIUIIAJILHBINA apXUB:

(?) pyxoBOAMTEIb OpraHU3alUu;

(!) 3kcnepTHAsE KOMHUCCUS OPTAaHU3AIMU;
(!) MyHMIMIIAJIbHBIN APXHB;

(?) cmyx6a JIOY opranuzammu;

Tewma 12. ITogroroBka e v NOPSAIOK NMEpeIadu A B apXHUB ISl JaTbHEUILIETO XPAHCHUS
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1. KTo mpoBOANT 3KCHEPTU3Y LIEHHOCTH JOKYMEHTOB OpraHu3anuu’?
(?) pykoBOAMTENN CTPYKTYPHBIX TTOJIPA3ICICHHI;
(?) pabOTHUKH apXUBa OpraHU3ALNY;
(?) pykoBOAMTENb OpPTraHU3AIUY;
(!) 3xcepTHAs KOMHMCCHUSI OPTaHU3AIUM.

2. Kto yTBEpKaaeT onrcH JOKYMEHTOB U aKThl O BBIJICIICHUN JOKYMEHTOB K YHUUTOXEHHUIO?
(?) skcmiepTHAS KOMHCCHSI OpTaHU3aIINH;

(!) pyxoBoauTe/ b OPraHU3alNu;

(?) apxuB, IpUHUMAIONTUH JOKYMEHTHI JaHHOW OpTraHU3aIiH.

3. B xakoM rogy MO>XHO OyZieT yHUUTOXKHTH IOKyMEHTHI, co3nanHbie B 2000 I. 1 UMEIOIIHE CPOK XPAHCHHS
10 net?

(?) 2010;
(!) 2011;
(?) 2012;
(?) 2013.

4. COBOKYIHOCTb JJOKyMEHTOB, COJEpPKAIUX HEOOXOAMMbIE CBEICHHSI O paOOTHHUKE M €ro TPYIOBOM CTa)e
— 970 ...

(!) 1uuHoeE €0,
(?) KypHaJ ydera MpruKa3oB MO JUIYHOMY COCTaBY.

5. YUro BrIIFOUaeT 0010KKa TUIHOTO Jienna? (BpIOepeTe MpaBUIIbHBIE BAPHUAHTHI OTBETA)
(!) HamMeHOBaHUE OPTraHU3ALNH,

(M) Ne gena,

(!) ®.1.0. paGoTHUKA,

(!) mara mocrynjieHusi Ha padory,

(!) naTa OKOHYAHUS JTUYHOTO /eI,

(!) KoaHMYeCTBO JIUCTOB,

(!) cpok xpaHeHus,

(?) rpud yTBEpKICHUA,

(?) BU3BI coTIacOBaHUS.

NMCbMEHHAas1 CAaMOCTOosITeIbHAsE padoTa (BbIno/iHeHHe NPaKTUYeCKUX 3aJaHUil)

Tewma 1. [ToHsiTHE M MPOUCXOKIECHUE TOKYMEHTA
IToaroroBka npurkasa.
IToaroroska axra.
ITogroroBka nmucnrma.
[ToaroToBka nmpoTOKOIA.

A

IToaroroBka peneHus.

Tewma 2. [IpaBuna opopmiieHHsS] pEKBU3UTOB

Tewma 3. biraHku JOKyMEHTOB



Tema 6. MudopmarimoHHO-CITpaBOYHBIE TOKYMEHTHI

Tema 11. Oprannsanus TEKyIIEro XpaHEHUs TOKyMEHTOB

pelieHre KOHTEKCTHBIX, CHTYAIIMOHHBIX 32/1a4 (BbInmo/iHeHHe NPAKTHYECKHUX 3aIaHU)

Tema 8. Opranmzanus J0KyMeHTO000poTa
HOK}’MQHTOBGHGHI/IC KaK Hay4YHasA JUCHUILJINHA.
MecTo JOKYMEHTOBEACHHS B CUCTEME HayK.
[TonsiTHE M TPOUCXOKACHUE TOKYMEHTA.

b S

OYHKIMU JOKYMEHTA.
JIOKyMEHTHpPOBAaHUE HA €CTECTBEHHBIX S3BbIKaX.

Tema 9. Peructpanus 10KyMEHTOB

TeCTHPOBaHUeE

Tema 4. Opranu3amoOHHbIE JOKYMEHTHI
1. Kem noanuceiBaercst aHkeTa?
COCTABHMTEJIEM M COTPYIHMKOM KAa/JPOBOH CJIy:KObI;
COTPYAHHUKOM KaJIpOBOi CITYKOBI;
COCTaBUTEJIEM;
PYKOBOJUTENIEM OpraHU3ALUH.
2. B npukazax Kakoro BrJla OCHOBaHUE YKa3bIBAETCS B KOHIIE TEKCTa?
10 BOIIPOCAM OCHOBHOM J€ATEIIbHOCTH;
I10 JINKBUJALIMN OPTraHU3aluy;
10 JTUYHOMY COCTABY;
B T€X, KOTOPBIE UMEIOT B KAYECTBE OCHOBAHUS KAKON-TO TOKYMEHT.
3. Kakue cBeneHus yka3bIBatOTCSl B TPYAOBOM KHIKKE?
o pabotnuke: PUO, nara poxaenusi, o0pazoBanue, npodeccusi, CNeMUAIbHOCTD;
0 padore: mpueM Ha pa0doTy, IepeBoj Ha APYIyI0 padoTy, yBOJIbHEHHE;
O B3BICKaHUSX;
O Harpa)<J€HUAX U MOOLIPEHUSX.
4. Yrto Takoe mpuKa3 1o JMYHOMY COCTaBy?
3TO NMPABOBOH aKT, M31aBaeMblii aJMHUHUCTPALMeH 1JIsl pPeryJIHpPOBAHUs NPABOOTHOLICHHN MeEXKIY
rpakIaHAMM U OpPraHaMH yNpPaBJICHHUS;
9TO IPaBOBOM aKT, HU3[aBacMbli PYKOBOAUTEIEM OpraHa YIpaBlICHUs, ACHCTBYIOIIETO HAa OCHOBE
€IMHOHAYaJIus, JJIsl OCYILIECTBIECHHUS HCIOJIHUTEIBHOW M pPACIOpPAIUTENBHON JEesATENbHOCTH. B Xoze
pelieHns 3ajad, BO3JOKEHHBIX Ha OpPraHW3alMl0 WM BO MCIIOJIHEHUE 3aKOHOB, ITOCTAaHOBJIEHUN U
pacniopsixkenuii [IpaBurenscrBa PO, BHIIECTOSIMX OPraHOB BIACTH U YIIPABICHUS.

5. Kakas nara yka3pIBaeTCsl B 3ar0JIOBOYHOM 4acTH MpUKasza’?
JaTa NoANMCAHMUS TOKYMEHTA,
nata, yKazaHHas B TEKCTE.

Tema 7. KagpoBble TOKYMEHTBI
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1. Ha ocHOBaHMU Kakoro JOKYMEHTa COCTaBJISIETCs MPUKa3 0 mpruemMe Ha padboty (dpopma Ne T-1)?
(!) TpymoBoro porosopa,
(?) 3asBEHUS O IpUEMe Ha padoTy,
(?) aBrobmorpaduu paboTHUKA,
(?) wraTHOTO pacnucaHusl.

2. Kakue cBeieHHs BKIIIOYAET TUTYIIBHBIN JIUCT TPYIOBOM KHIDKKU? (BBIOEpETE MPAaBUIIbHBIC BAPUAHTHI)
(!) PUO padoTHUKA

(!) nara poxaenns,

(!) odpa3zoBanue,

(!) mpodeccust MK CIENNATBHOCTD,

(?) crax paboTHI,

(?) ceMeitHOE TIOJIOKEHUE,

(?) mom.

3. Moxet nu rpaxxganud PO uMeTh 1Be TPYAOBbIE KHUKKHU?
(!) He moxerT,
(?) Mmoxer.

4. Kto nomkeH npuooperars OJJaHKH TPYIOBBIX KHIDKEK?
(!) paboTonareJp,
(?) coTpynHUK.

5. I1pu 3amomHEeHUN BCEX CTPAHMUII OHOTO U3 PA3IEIOB TPYAOBOM KHIKKHA OQOPMIISETCS. ..
(!) BRIaabIm,

(?) myGmukar,

(?) xonus TPy1OBOM KHMIKKH.

YCTHBII onpoc

Tema 5. PacniopsiiutenbHbIE JOKYMEHTBI
1. OOBEKT U IpeIMeT JOKYMEHTOBEICHHUS.
2. XapaKkTepucTuKa OCHOBHBIX 3TAllOB Pa3BUTHUS JOKYMEHTOBECHUSI.
3. CTpyKkTypa 1OKYMEHTOBEACHUS.
4. CBs3b JOKYMEHTOBEACHUS C APYTUMH HAyKaMHU.

4.3 TIpomexxyTouHas aTTecTalus M0 AUCIUILTHHE IPOBOAUTCS B hopMe 3aueTa

Tunosbie Bonpocekl 3auera (I1K-4)
biianku 10KyMeHTOB.
VYcTaB 1 JOTOBOP KaK BUIBI JOKYMEHTOB.
OcHOBHBIE BUIbI OPTaHU3AIMOHHBIX JOKYMEHTOB.
PacniopsiautenbHbie JOKYMEHTHI.

Nk =

WHpopMamoHHO-CIIPaBOYHBIE TOKYMEHTBI.
- co371aBaTh KOHCIIEKTHI (pa3BEPHYTHIE TE3UCHI, KOTOPHIE).

Tunosble 3axanus s 3a4era (IIK-4)
1. ITonroroBka mpukasa.
2. IlonroroBka pacnopsiKeHHUS.



3. IlogroroBka muchLMa.
4. ITonroroBka mpoTOKOJIA.
5. IloproroBka pemeHusl.

4.4. llIkana oueHMBaHUS TPOMEKYTOUHOM aTTeCTALMK

Orenka T — Heckpuntops! (ypOBHH) — OCHOBHBIE TIPU3HAKH OCBOCHUS (ITOKA3aTeNn
TOCTHKEHHMSI pe3ynbTaTa)
«3aUTEHON I1K-4 VYerenrHo ocymecTBIsIeT JOKYMEHTHPOBAHNE U JOKYMEHTAI[HOHHOE
(50 - 100 6ammnos) o0ecrieueHre yrpaBieHUs OMOTUOTEKOM
«HE 3aU4TEHO» [1K-4 Cnabo oCymIeCTBIISIET TOKYMEHTHPOBAHHE M JOKYMECHTAIMOHHOE
(0 - 49 6amnos) obecrieyeHne yrpaBieHuss OMOITHOTEKOM

5. MeTonnueckue yKkazaHusi AJ1si 00y4al0IUXCS 110 OCBOCHUIO M CHUILIHHBI (MOLYJIS)

5.1 MeTtoandeckue yka3aHus IO OPTaHU3aIlMN CaAMOCTOSTEIBHOM PabOThI 00YUYaIOIIUXCSI:

[Ipuctynas K W3yYeHWIO TUCIUIUIMHBI, B MEPBYIO odepelb OOydaromuMcsi HEOOXOAMMO O3HAKOMHUTHCS
comepxaHueM paboueil mporpammbl nuctuiumHabl (PITJ]), xotopas ompexaenser coaepxaHue, o0beMm, a
TaKKe MOPSAIOK U3YUCHHSI U MTPETIOaBaHus yIeOHOM TUCIUILINHEL, €€ pa3/iena, YacTH.

J171 caMOCTOSTENbHOM paboThl BaKHOE 3HaYEHHE UMEIOT pa3zeibl «O0beM U collepikaHne JUCIUTITMHBD),
«YuebHo-MeTonyeckoe U nHGOpMAIIMOHHOE 00ecrieyeHIe TUCIUIUIUHBD U «MaTepruaabHO-TEXHUYECKOe
obecrieueHre JUCITUTUIMHBI, TpOrpaMMHOE obecreueHue, MpodeccCuoHaIbHbIC Oa3bl TaHHBIX U
MH(OPMAIIMOHHBIE CTIPABOYHBIE CUCTEMBI».

B pazmene «O0beM u copepkaHHe AMCUUIUIMHBDY YKa3bIBAIOTCS BCE pas3leibl M TEMbl H3ydaeMoi
JTUCLMIUTMHBL, @ TAK)KE BUJIbI 3aHIATHI U TUTAHUPYEMBI 00BEM B aKaJIeMUYECKHX Yacax.

B pasgene «YdeOHo-meTomuueckoe U HH(POpMaLMOHHOE oOecledyeHrue AMCHUIUIMHBDY — yKa3aHa
pEKOMeH1yeMasi OCHOBHAs U JOTIOJIHUTENbHAS JINTEpaTypa.

B paznmene «MarepuanbHO-TeXHUYECKOE OOeCIeueHue TUCIUIUIMHBL, TMPOrpaMMHOE oOecreueHue,
npodeccuoHanbHble 0a3bl JTaHHBIX U HWH(GOPMAIMOHHBIE CIPAaBOYHBIE CHCTEMBD» COACPKHUTCS IepeueHb
npodeccruoHanbHbIX 0a3 JaHHBIX U MHPOPMALIMOHHBIX CIIPABOYHBIX CHCTEM, HEOOXOIUMBIX AJIi OCBOCHHUS
JUCLUTIINHBL.

5.2 Pexomenanuu o0y4aronmMcst o padore ¢ TEOpeTUYeCKUMU MaTepraiaMy Mo TUCIUIUINHE

[Tpu u3ydeHnn 1 mpopadbOTKe TEOPETUICCKOTO MaTepraia HeoOXOaUMO:

- IPOCMOTPETH €I1I€ pa3 npe3eHTaruo Jekuuu B cucteMe MOODLe, moBTOpUTh 3aKOHCIIEKTUPOBAHHBIN HA
JIEKIIMOHHOM 3aHSATUM MarepuaJl M JONOJHHUTh €ro C Y4YEeTOM PEKOMEHJIOBAHHOM JOMOIHUTEIbHOU
JIUTEPaTypBhl;

- IPY CAMOCTOSITEIbHOM M3yUYE€HUU TEOPETUUYECKOM TEMBbI CIENaTh KOHCIIEKT, UCIIOJIb3Ysl PEKOMEHIOBAHHbBIE
B PI1/] ucrounuku, npodeccruoHaIbHbIE 0a3bl TaHHBIX U HHPOPMAIIMOHHBIC CIIPABOYHEBIC CHCTEMBI:

- OTBETUTH HA BOIIPOCHI JJIsi CAMOCTOSATENILHON PabOTHI, 0 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 U y4eOHOM uTepaTypoit

PaGota ¢ OCHOBHOM M JOMOJHUTEIBLHOW JIUTEPATYpPOM SIBISICTCS TJIaBHOM (OPMON CaMOCTOSTEIBHOU
paboTel U HeoOXoAMMa MPU TMOATOTOBKE K YCTHOMY OMNPOCY Ha CEMUHApCKUX 3aHATHAX, K Jebaram,
TECTUPOBaHHUIO, dK3aMeHy. OHa BKIIOYAeT NMPOpPabOTKy JIEKIIMOHHOTO Marepuaja U PEKOMEHIOBAaHHBIX
HMCTOYHUKOB U JINTEPATYPHI 10 TEMATUKE JICKLIUN.

Koncnekr nekuuu 1omkeH coaepxarb pedepaTuBHyI0 3alIMCh OCHOBHBIX BOIIPOCOB JIEKIIMH, B TOM YHCIIE C
onopoii Ha paszMemieHHbie B cucteMe MOODLe mpe3eHTany, OCHOBHBIX MCTOYHUKOB W JIUTEPATYPbI IO
TeMaM, BBIBOJIbI MO Ka)KIOMY Bompocy. KoHCIEKT MoXkeT ObITh BBHIMOJIHEH B paMKaX pacleyaTKd BbLAAYH
MIPE3CHTAIMI JIEKIIMK WK B OTAEIBbHOW TeTpanu mo mpeamery. OH JOKEH OBITh aKKypaTHBIM, XOPOIIO
YUTAeMbIM, HE COJIEPKaTh HE OTHOCALIYIOCS 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. Topnykanosa [.®., 3axapuyk T.B., IlnemkeBuu E.A. JlokymenrtoBenenue : yueOHuUK. - CIIO.:
[Tpodeccus, 2013

2. JlokymeHTanmoHHOE oOO0ecleueHne ympaBleHUs OUOIMOTEYHO-UH(OPMAIIMOHHON JeATEIBbHOCTHIO
y4eOHoe mocobue it 6akanaBpoB. - Opern: OplIoBCKUi TOCYIapCTBEHHBIM HHCTUTYT UCKYCCTB M KYJIBTYPBI,
2015. - 180 c. - Tekcr : anexrponnsiii // IBC «YHuBepcurerckas 6ubnuoreka onmaite» [caiit]. - URL:
http://biblioclub.ru/index.php?page=book&id=439357

3. CykuacsHn 3. P. [Ipaktnueckoe qoKyMeHTOBeeHHE : yuel. - mpakT. mocodbwue. - CII6.: [Ipodeccus, 2014.
- 96 c.

6.2 JlonosHUTENBHAS IUTEpPATYpA:
1. Kopuees U. K., [Tmenko A. B., Mamypues B. A. JlokyMeHTUpOBaHUE yIPaBIEHUYECKON AESITEIBHOCTH +

tecthl B OBC : Y4ueOHUK 1 MPaKTUKYM JUIS BY30B. - IIE€p. U JI0M; 2-€ u3f.. - Mockaa: FOpaiit, 2020. - 384 c. -
Tekcer : anexrponnslii // OBC «FOPAUT» [caiit]. - URL: https://urait.ru/bcode/450470

2. Kynses, H. H., Ypanos, /I. H.,, ®abpuunoB, A. I. [{oxymeHTtoBenenue : yueOHuK. - 2021-09-20;
JokymentoBenenue. - Mockaa: Jloroc, 2015. - 352 c. - Tekcr : anexrponnsiii / IPR BOOKS [caiit]. - URL:
http://www.iprbookshop.ru/70692.html

7. MaTepuajJbHO-TeXHMYeCKoe o0ecnedeHHe TUCHUILVINHBI, IPOrpaMMHoOe o0ecrnedyeHue,
npogeccnoHanbHbIe 023bI JAHHBIX 1 HHPOPMALMOHHBbIE CIIPABOYHbIE CHCTEMbI

Jlng mnpoBeneHus 3aHATHM MO JUCHUIUIMHE HEOOXOIUMO CIIeAyIollee MaTepuaibHO-TEXHUYECKOe
oOecrieueHue: ydeOHble ayqUTOPUM [AJsl TPOBENCHUS 3aHATHH JIEKIIMOHHOTO M CEMHHApCKOro THIIA,
TPYNIOBBIX W WHAMBHUIYaJIbHBIX KOHCYJIbTAlMH, TEKYLIEr0 KOHTPOJA U MPOMEKYTOUHOM aTTecTaluw,
MTOMEIIEHUS 111 CAMOCTOSITENIbHON paboThlI.

VYdeOHbIe ayTUTOPHUN U IIOMEIICHUS ISl CAMOCTOSTEIIFHON paOOThl YKOMIUIEKTOBAHBI CIICTIHATH3UPOBAHHOM
MeOeNbI0 U TEXHUYECKUMH CPEJCTBAMHU OOYyUCHHMS, CIIY KAIIUMH JIJIs1 TIPEACTABICHHS YyueOHOW nHbOpMauu
OOJIBITION ayTUTOPHH.

[TomerieHus U1 CaMOCTOSATENILHONW paOOTHl YKOMIUIEKTOBAHbBI KOMITBIOTEPHON TEXHUKOH C BO3MOXKHOCTBIO
MTOAKITFOYEHHUS K CceTH "Unrepuet" 51 obecrnieueHneM JI0CTyIa B AIIEKTPOHHYO
MH(POPMALIMOHHO-00pa30BaTEIbHYIO CPEAy YHUBEPCUTETA.

Jlist mpoBeeHNs 3aHATHI JICKIIMOHHOTO THITA UCTIONB3YIOTCS HA0OPBI IEMOHCTPAIIHIOHHOTO 000PYIOBaHUS,
o0ecreunBaIIfe TeMaTHYECKUE WILTIOCTpaud (ITPOEKTOP, HOYTOYK, IKpaH/ MHTEPAKTUBHAS JTIOCKA).

JluieH3noHHOE U CBOOOHO PACIPOCTPAHIEMOE MPOrPaMMHOE 00ECTICUCHHE:

7-Zip 9.20

Adobe Reader XI (11.0.08) - Russian Adobe Systems Incorporated 10.11.2014 187,00 MB 11.0.08
Omneparmonnas cuctema Microsoft Windows 10

Microsoft Office [Ipodeccronanbhsrii mioc 2007

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

ITpodeccronanbhblie 6a3bl JaHHBIX U UHPOPMAITMOHHBIE CIIPABOYHbBIE CUCTEMBI:
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6. VYHuBepcurerckas  OuOnuoTreka OHJAMH:  3JeKTpoHHO-OMOnMoreunas  cucrema. —  URL:
https://biblioclub.ru
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JJIeKTPOHHasi HH(POPMALIMOHHO-00pa30BaTe/IbHAsA Cpeaa
https://auth.tsutmb.ru/authorize?response type=code&client id=moodle&state=xyz

B3aumoneiicTBue mpernopaBaTenss M CTy[JEHTa B Ipolecce OOy4eHHUs OCYLIECTBISETCS MOCPEICTBOM
MYJIBTUMEMMHBIX, THIIEPTEKCTOBBIX, CETEBBIX, TEICKOMMYHHUKAIIMOHHBIX TEXHOJOTUH, HUCHOJIb3YEMBIX B
ANIEKTPOHHOH MH(OPMAIIMOHHO-00pa30BATEILHON CPEie YHUBEPCUTETA.



