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1. lean u 3agaun AUCHUATIHMHBI

1.1 Henp qucuuruivHel — GopMUpOBaHUE KOMIIETEHIIHIA:

[IK-2 CnocoOHOCTh K TOATOTOBKE HWH(GOPMAIMOHHO-aHATUTHYECKUX MaTePHUaIOB O JICSITCIBHOCTH
MEIUITMHCKON OpraHu3alii; K TUIAHUPOBAHUIO JCATEIHPHOCTH W OOOCHOBAaHHE IPOEKTOB Pa3BUTHS
MEUITMHCKOM OpraHu3aluu

1.2 Tumel 3aga4 TpogecCHOHANBHOU NeATeNbHOCTH, K KOTOPBIM TOTOBSTCS OOydYaroluecss B paMKax
OCBOCHUS JUCLUIIIIUHBIL:

- Hay4YHO-HUCCIIEOBATEIIbCKUN

- OpPraHMU3aLMOHHO-YIIPaBICHUYECKUN

1.3 JIucuurniauHa OpHEHTHPOBAaHA HA MOATOTOBKY OOydYaromuxcs K MpodeCCHOHAIbHON JesSTEIhHOCTH B
chepax: 01 OOpazoBanme u Hayka (B cdepe o0mero, mpodeccCHoHaATBHOTO W JOMOJTHUTEIBHOTO
npodeccuoHaIbHOTO 00pa3oBaHus; B cdepe HaydHbIX HccienoBanuil), 02 3apaBooxpaHenue (B cdepe
OpraHMU3allK CUCTEMBI 3IPABOOXPAHEHHUS B LEISIX

obecrieueHust 00IEeCTBEHHOTO 37I0POBHS)

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

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

Kox u HauMeHnoBanue
komreTeHImu GI'OC BO,
HEeOOXOAUMOM I
(hopMHUPOBAHUS TPYOBOTO
Win podecCHOHATBHOTO
JeHCTBHS

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




- D VYnpasnenue
OpTaHU3allMOHHO-METOINYE
CKUM TOApa3ieIeHIEM
MEIUIMHCKON OpraHu3anuu

- D/01.8 Ananu3 u oueHka
nokasareneil JesITeIbHOCTH
MEIUIMHCKON OpraHu3anuu

- IlonroroBka
WHPOPMATMOHHO-aHATIUTHY
€CKMX MaTepuasoB O
JeSITeTbHOCTH
MEIUIMHCKON OpraHu3anuu

- Pazpaborka niaHoB
MEPCIEKTUBHOTO Pa3BUTHUS
MEIUIMHCKON OpraHu3anuu

- Pazpaborka
ONTUMAJIbHOU
OpTaHU3allMOHHO-YTIpaBJICH
YECKOU CTPYKTYpPBI
MEIUIMHCKON OpraHu3anuu

- Opranuzanusi ¥ KOHTPOIb
MPOBENECHUS MOHUTOPUHTA
IOKa3aTeieH,
XapaKTepHU3YIOIINX
JeSITeNbHOCTD
MEIUIMHCKON OpraHu3aluy,
W TIOKa3aTesel 310pOBbs
HaCeJeHUs

- D/02.8 Ymnpasnenue
pecypcamMu MEIUIIMHCKON
OpraHu3aluu

- [InanupoBanue
NOTPeOHOCTH B pecypcax
MEIUIMHCKON OpraHu3auuu

- YrpasneHnue
WHPOPMAITIOHHBIMH
pecypcamu, mporeccaMu B
MEIUIMHCKON OpraHu3auuu
U €€ CTPYKTYpHBIX
MOApa3AeICHUAX

- D/03.8 BzaumoneiicTBue
C PYKOBOJCTBOM
MEIUIMHCKON OpraHu3auuu
U CTPYKTYPHBIMU
MnoApa3AeICHUIMHI
MEIUIMHCKON OpraHu3auuu

- [logroroBka Tekyuiei
CTaTUCTUIECKOH U
AHATUTUYECKOU
nHPOPMAIUH O
JeSITeTbHOCTH
MEIUIMHCKON OpraHu3anuu

- Pazpaborka
MpeIOKEHUH 10
MOBBIILICHHIO
3¢ (EeKTUBHOCTH
JeSITeTbHOCTH
MEIUIMHCKON OpraHu3anuu

- [IpoexTupoBanue paboThI
M0 BHEIPEHUIO HOBBIX
OpTaHU3alMOHHBIX
TEXHOJIOTHI B IEATEILHOCTh

MATUTITULCKO ONTATTIRATITITT

[TIK-2 CrocoOHOCTH K
MOATOTOBKE
MH(OPMAITMOHHO-aHATTUTAY
€CKHUX MaTepHaJioB O
JIEATENHLHOCTH
MEIAITMHCKOH
OpraHH3aluy; K
TJIAHUPOBAHUIO
JEATENBHOCTU U
000CHOBaHHUE MPOEKTOB
Pa3BHUTHUS MEIUIIMHCKON
OpraHU3alNN

[Ipumensier
obecrieueHust
JeSITeTbHOCTH

MPUHIUIIBL
yIpaBIICHUS

B

JIOKYMEHTAIIMOHHOTO
poeccruoHabHOM




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

I1K-2 CnocoOHOCTh K TOATOTOBKE HH(POPMALMOHHO-aHAIUTHYECKUX MAaTEpUaIoB O
NEATEIbHOCTH MEAMLMHCKOM OpraHu3alMy; K [UIAHUPOBAHUIO JEATENBHOCTU U
000CHOBaHHE POEKTOB PA3BUTHUS MEIUIIMHCKON OpraHu3auu

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

Ounas OuyHo-3a04Has
(cemecTtp) (cemecTp)
1 {2314 |2(3(4]5

1 | AAIMUHHCTPATUBHO-YTI + +
paBiieHYecKas
MPaKTHKA

2 | ATMHHHECTPHUPOBAHNE + +
U MEHEJKMECHT B
3PaBOOXPaHEHUN

3| demorpadus u + +
OCHOBBI METUITMHCKOHN
CTaTUCTHUKH

4{O01ecTBEHHOE + +
3I0POBBE U
3IPaBOOXPaHEHUE

5 |O3HakoMHUTEIBHAS + +
IIPaKTHKA

6|OcHOBHEIE + +
COIHATbHO-TUTHEHU Y
eckue GpaxkTopsl
hopMupoBaHUs
3a00JIeBaEMOCTH
HaCeJICHUS

7 |TlpenaunnomMHas + +
MIPaKTHKA

8 |[IpuknagHoi + +
CTaTUCTUYECKUIL
aHaIu3

9|Cranmapruzanus B + +
3IPaBOOXPAHECHUU

10 [CrarncTryeckuii + +
aHaIN3

11 |Okonorus, caHoJIOrus + +
U PO UIIAKTHICCKUE
TEXHOJIOTUH

12 [DxoHOMHKA U + +
yIpaBJICHHUE
Ka4yeCTBOM B
3IPaBOOXPAHECHUU

2. MecTo nucuuiuiaiabl B cTpykrype OIl marucrparypsbi:

JucuumuinHa «JloKkyMeHTanmoHHOe OOecredeHrne YIpaBICHUS» OTHOCUTCS K 4YacTH, (opMHpyeMoin
yYaCTHHKaMU 00pa3oBaTeIbHbIX OTHOLIEHUH, y4yeOHoro rutana OIl mo Hampasnenuto noarorosku 32.04.01
- O01IeCTBEHHOE 3/IpaBOOXPAaHEHHUE.

JucuunnuHa «JlokyMeHTalloHHOe oOecrnieueHre yIpaBIeHus» U3ydaercs B 4 ceMecTpe.

3.00beM U coep:kaHMe TUCHHUILTHHBI



3.1.00beM QUCLMILIUHEL 2 3.€.
Ouynas: 2 3.e.

OuHo-3a04Hasi: 2 3.€.

Bun yueGHOM paboThI

Ounas

(Bcero yacos)

OuHo-3a04Hag
(Bcero yacos)

O0mas Tpy10€éMKOCTb JMCHUIITHHBI 72 72
KonTaktHas pabora 24 16
Jlexnuu (Jlexrun) 8 6
[Tpaktuueckue (IIpakr. pab.) 16 10
CamocrosrenbHas padota (CP) 48 56

3auer

3.2.ConepxaHue Kypca:

Ne
TEMBI

HazBanue
paszzerna/TeMsbl

Bun yueGHO# paboThI, yac.

Jlexiuu | Ilpakr.

pao.

CP

0 |0-3] 0 |03

0 |03

DOpMBI TEKYILETO
KOHTPOJIS

4 cemectp

OCHOBHBIE ITOHSTHS
JTIOKyMEHTAI[MOHHOT
0 o0ecIeueHus
yIIpaBJICHUS B
MEIUIMHCKUX
OpraHu3aIMIX

Omnpoc;
TecTtupoBaHue

TpeboBanus x
COCTAaBJICHUIO
oopmieHuo
IOKYMEHTOB

Ormpoc;
Tectuposanue;
[Ipesenranus

OpranuzanuoHHas
JIOKyMEHTAaIUsI.
PacnopsaurensHas
JIOKYMEHTAIs B
MCOUIMHCKUX
OpraHu3alMsIX

Ormpoc;
TectupoBanue

NudopmarmonHo-c
MpaBOYHAs
JIOKyMEHTAITHSI.
JlokyMeHTanus mno
JTUIHOMY COCTaBYy

Pedepar;
TecTtupoBaHue

JIOKyMEHTBI 110
CHAOXEHUIO U
cObITy. DUHAHCOBAS
JOKYMEHTAIMs B
MEAMIIMHCKHUX
OpraHm3alusIx

Omnpoc;
TecTtupoBaHue




6 Texuonorus u Ormpoc;
MIPUHLINAIL TecTtupoBaHue;
OpraHM3aluu Pedepar
JOKYMEHTOO00O0pOTA.
TexHonorus
aBTOMATU3HPOBAHHO
it 00paboTKu
JOKYMEHTAIUN

Tema 1. OcHOBHBIE NOHATHS TOKYMEHTAIIMOHHOTO 00ecne4eHHs1 YIIPABJIeHHs B MeIMIMHCKHUX
opranm3anusx (I1K-2)
Jlexknus.

Ienu, 3a1aun ¥ IPUHLIKIIBI 1E€10NPOU3BOACTBA. VicTOpus Aenonpou3BoACTBa Kak Hayku. IIpeamer u 3apaun
Kypca. Kparkuii 0630p nuTeparypbl ¥ UCTOYHUKOB IO JaHHOMY Kypcy. PekoMeHmanuu 1o opraHu3anuu
CaMOCTOSITEIFHOW W BHEAyAMTOPHOW paboThl  cTyneHTOB. lloHsATHE O KOPpPECHOHACHLIUH |
NeJI0Npou3BocTBE. Jlorndyeckass CTpykTypa AMCLUILUIMHBI, €€ MECTO B CUCTEME IOATOTOBKH CIIELIMAJIUCTA,
MEXIIpeIMETHbIE CBSi3U. [OCyaapcTBeHHass CHUCTeMa JOKYMEHTAIlMOHHOTO OOecreueHHs YIpaBlICHUs
(I'CAOY) — cBox mpaBumil, yCTaHABIMBAIOIIUX eIMHBIC TPEOOBAHUS K JOKYMEHTHPOBAHUIO YIPABICHUYECKOM
JESITeIbHOCTH U OPTaHU3aIMH PaOOThI C TOKYMEHTAMU B METUIIMHCKUX OpPTraHU3alUsX.

Cocras YHOpPaBJICHYCCKUX JOKYMCHTOB. IlonsaTHe CHCTEMBI AOKYMCHTAIIUH. q)yHKI_[I/IOHaJIBHBIC n
OTpaCJICBBIC CUCTCMbI JOKYMCHTAIIUU. VHI/I(I)I/IKaL[I/IH U CTaHAapTU3alud YIIpaBJICHYCCKUX JOKYMCHTOB

IIpakTH4eckoe 3aHATHE.
Bomnpocsr nst o6cyxnenus:

1. BoiiBuTe nepUHUIMM TOHATUS <JIOKYMEHT», TNPEICTABICHHbIE B HOPMATUBHOW JOKYMEHTAIlMH H
BbIJICJICHHBIE CTIEUATMCTAMH U3 Pa3HbIX 001acTei.

2. CpaBuute mnousatus nokymenta B ['OCT P 7.0.8-2013. Cucrema cranmapToB 1o WH(pOpPMaLUH,
OUOIMOTEYHOMY U M3ATENIbCKOMY JeiTy. Jlenonpon3BoICTBO U apXUBHOE A€0. TepMUHBI U ONpeaesieHUs 1
B yrparusiieM cuiry ['OCT P 51141-98. Jlenonpou3BoacTBO U apXUBHOE /1€710. TEpMUHBI U ONPEEIIECHNUS,
ykakuTe omnuus. C 4eM CBA3aHO BHECEHUE U3MEHEHHUH B 1e(PUHUINIO TOKyMeHTa?

3. U3 rocynmapcrBenHoro cranpapra P® «Cuctema cranaaproB mo uHpoOpMauuu, OMOIMOTEUHOMY U
u3JaTenbCcKoMy neny. Jlenonpous3BOACTBO U apxuBHOe jeno. Tepmuusl U omnpenenenus» (IOCT P
7.0.8-2013) BoInuIIMTE BCE BUBI JOKYMEHTOB U JAHHBIE UM ONPEICIICHUS.

4. [IpoBenuTe aHamU3 MOHITHS JOKYMEHTA, Jiejas yIop Ha yIpaBlieH4ecKue, IpaBoBble, HH(OPMAIIMOHHEIE,
JOKYMEHTOBEUECKUE, apXUBOBEIYECKHE €ro acheKTbl M CHHEPreTUYECKyl0 TEOpUI0 JIOKYMEHTA.
ChopmynupyiiTe cBOe MOHITHE JOKYMEHTa, KOTOpOE Obl OXBATHIBAJIO BCE €TI0 COCTABIISIOIINE.

5. Hcnonp3yst «OOmepoccuiickuii KiacCU(PUKATOp YIpPaBICHYECKONH JOKYMEHTAIMW», BBIIHUIIUTE BCE
YHU(DUITUPOBAHHBIE CUCTEMBI YIIPaBIEHYECKOM JOKYMEHTAIIHH.

6. Ucnonb3ys «O0mepoccuiickuii kiraccu(pukaTop ynpaBieHYECKOH JOKYMEHTAIUN, OTIPEIEINTE BUIOBOM
COCTaB OPraHU3alMOHHO-PACIIOPAIUTEILHON JOKYMEHTALIUH.

3agaHus AJ51 CAMOCTOSITEILHOI padoThI.
VYkakuTe apryMeHThI B TOAJIEPKKY Bamel Touku 3peHust:
- MO>XHO 7T B COBPEMEHHOM MUpPE 000UTUCH 0€3 JTOKyMEHTOB?
- Ponb 1 3HaueHME TOKYyMEHTOB B COBPEMEHHOM MHUpE /0011ecTBe/ 111 KOHKPETHOTO YeJIOBEKA.
- Kak OynyT paboTars ¢ fokyMeHTaMu B Oyayiiem?
- bymaxkHbIe UM AIIEKTPOHHBIE JOKYMEHTHI?
IIpoBeps ceds:
1. BcraBbTe mponyIieHHbIe CJIOBa:
Llokymenm — amo Ha Hocumene
C PEKBU3UTaMHU, MO3BOJISIIOIIMMH €€

Oguyuanvuuiit 0oOKyMeHm — 3M0 OOKYMEHM, CO30AHHbI ,
0(hOpMIICHHBIN B YCTaHOBJICHHOM

Apxuemwviti OOKyMeHm — 3mo OOKYMeHm, WU NOOTIeHCAUYUT



B CHILY €TI0 JUIS TpaXkaaH, 00IIecTBa, rocyJapcTaa.

DnekmpoHHbIL OOKYMEHM — MO , UHGhOpMayusi KOMOPO2o Npeocmasienda 6

¢opme.

Hoxymenmuposannas — ungopmayus  —  9mo unpopmayus,  3apukcuposanuas
Ha

Tema 2. TpeGoBanus k coctaiieHHI0 U opopmiieHn0 1okyMeHTOB (ITK-2)

Jlexknus.
OdopmieHre TOKyMEHTAIlMA B COOTBETCTBHU C HOPMATUBHOW 0a30ii, B TOM YHUCIIE€ C UCIOJIH30BAHHEM
WH(OPMAITMOHHBIX TeXHONOTHH. OCHOBHBIC TIPaBHIa O()DOPMICHHIO MAITUHOMUCHBIX TEKCTOB. TpeGoBaHUs
K 0()OpPMIICHHIO TEKCTA.
OcHOBHBIE PEKBU3UTHI IOKyMEHTa, WX Kiaccudukanus, npasuia ohopmienus B coorBeTctBun ¢ ['OCT.
dopmyrisap 1 OJIaHK JTOKYMEHTA.

IIpakTnyeckoe 3ansATHE.
Bomnpocs! gt 06cyxaeHus:
1. MHUcnonw3ys mpaBoBbie 0a3pl  «KoHcymbTanT TumrOC» wiu  «lapaHT», COCTaBbTE IEpEYCHB
HOPMaTUBHO-TIPABOBBIX u HOPMaTUBHO-METOUYECKUX JOKYMEHTOB, perIaMeHTUPYIOLINX
JOKYMEHTHUPOBAaHHE  YIPaBICHYECKOW ACSATENbHOCTH, OpraHu3anuio paboTel ¢ O(UIHMATBEHBIMU
JOKYMEHTaMH U apXMBHOE XpaHEHHE JOKyMEHTOB. HopmaTuBHBIE TOKYMEHTBHI PACIONIOKUTE MO UX
IOPUINYECKOH CHUJIE.

2. Ipoanamuszupyiite [OCT P 7.0.97-2016. Cucrema cranmapToB 1o uHdOpMaIuu, OMOITUOTECUHOMY H
uzaarensckoMy neny. OpraHu3alMOHHO-pacHIOpSAUTENbHAs JOKyMeHTauus. TpeboBaHus K 0GOPMIICHUIO
JIOKYMEHTOB.
OTBeThTE Ha CIEAYIOLIUE BOIIPOCHI:
2.1. KakoBa 0061acTh IPUMEHEHUS JAHHOTO TOCYIapCTBEHHOTO CTaHaapTa?
2.2. VI3 kakux pa3/iesioB COCTOUT JAaHHBIN JOKyMeHT? ONUIINTE KPATKOE COAEPKAHUE KaXK0ro pasera.
2.3. JlaiiTre ompeneneHUE TMOHATHIO «PEKBH3UT». CKOJIBKO PEKBU3WTOB CYIIECTBYET y MOKyMeHTa (IO
JAaHHOMY TOCyIapCTBEHHOMY CTaHIapTy)?
2.4. Kakue TpeboBaHUSI B COOTBETCTBUU C JaHHBIM HOPMATHUBHBIM JTOKYMEHTOM JOJKHBI IPEIBIBISTHCS K
OJaHKaM JIOKyMEHTOB?
2.5. Kakue npuioKeHus CoaepxKaTcsa B JaHHOM JOKyMEHTE?

3anaHus AJ51 CAMOCTOSITEILHOI padoThI.
-U3y4eHHe YUeOHOU, HAyYHOM U METOIUYECKOH JIUTepaTyphl, MAaTEPHAIOB MEPUOINYECKUX H3TAHUH C
MIPUBJICUCHUEM DJICKTPOHHBIX CPEJCTB OUIINATILHOMN, CTATUCTUYECKON, IEPHOANIECCKON U HAYYHOU
nHpopmauu;
-IIOJITOTOBKA K OMPOCY, TUCKYCCUU;
-TIOATOTOBKA K TECTUPOBAHHUIO.

Tema 3. OprannzannoHHas JoKyMeHTanus. PacnopsanreabHasi JOKyMeHTalMs B MeIMIMHCKHUX
opranm3anusx (I1K-2)

Jlexknus.
YCOP/l — yHuduuupoBaHHas CHCTeMa OPTaHU3AIMOHHO — PACIOPSAAUTENIbHON JOKyMEHTAIUU: COCTaB,
obrmactu ee mnpuMeHeHHs. OpraHu3allMOHHBIE TOKYMEHTBHI, MX Ha3HaueHHe, (HopMymnsapsl — OOpa3Ibl.
[Iponienypa coctaBieHust W O(OPMIICHUS OpraHU3alMOHHBIX JOKyMEHTOB. OOmacTh NpUMEHEHUs
OpraHU3aI[MOHHBIX JOKYMEHTOB. Mcronp30Banne yHU(DUIIMPOBAHHBIX (POPM.
PacniopsinutensHble TOKYMEHTBI, X Ha3HaueHue, (opmymsapsl — oOpasmbl. [Ipouenypa cocraBieHus u
oopmiieHust pacropsaUTENbHBIX JOKYMEeHTOB. OONacTh MPUMEHEHHUS OPTaHMW3aLMOHHBIX JIOKYMEHTOB.
Hcnonb3oBanne yHU(PUIUPOBAHHBIX (OPM.

IIpakTnyeckoe 3ansATHE.
Bomnpocs! gt 06cyxaeHus:
1. Uzyuute paznen «bnanku gokymento» ['OCT P 7.0.97-2016.



2. OTBeTHTE HA BOIIPOCHI:

2.1. Yro Takoe OGiaHK JOKyMeHTa?

2.2. Kakue BuibI OJIaHKOB UCTIONIB3YIOTCS IIPH CO3IaHUH JJOKYMEHTOB?

2.3. I'me npuBeneHbl 00pa3iibl OJ1aHKOB TOKYMEHTOB?

2.4. Korna ucnosnb3yeTcst o0uuii 6mank?

2.5. B kakux ciry4asx mMpUMEHSIOT OJJaHK KOHKPETHOTO BHJA JOKYMEHTa?

2.6. B ueM pa3Huia Mexxay ooumm O1aHKOM U OJJaHKOM KOHKPETHOTO BHJA TIOKyMEHTa?
2.7. Kakue TpeGoBaHUs MPEABIBISAIOTCS K OJaHKaM JJOKyMEHTOB?

2.8. Kakue nosnst Jo/mKHBI OBITH y OJIaHKOB?

2.9. Kakue cxeMbl pacronoXeHus] PeKBU3UTOB MCTIOIB3YIOTCS Ha OaHKax?

3. CormocTaBbTe HWKENPHUBEICHHbIE HOMEpa PEKBU3UTOB oOmIero OnaHka, OnaHKa MUChbMa M OiaHKa
KOHKPETHOIO BUJAA JOKyMeHTa ¢ nopsakoBsiM HomepoMm B ['OCT P 7.0.97-2016, BeluepkHUTE T€ HOMEpA
PEKBU3UTOB, KOTOPbIE HE COOTBETCTBYIOT BUIY OJaHKa, MU 100ABBTE T€, KOTOPHIX HE XBATAET.

O6muit 6mank: 01, 03, 09, 11, 14, 20.
bnank nucema: 01, 02, 03, 04, 05, 06, 08, 09, 11, 12, 13, 14, 15, 17, 18, 19, 20.
bnank konkperHoro Buma gokymenra: 01 (02, 03), 08, 10, 11, 12, 13, 18, 19.
3ananus 1J151 CAMOCTOSITEILHOI padoThI.
-M3y4eHHne YUYeOHOU, HAyYHOM U METOIUYECKOM JIUTepaTyphbl, MAaTEPHAIOB MEPUOINYECKUX H3TAHUH C
MIPUBJICUCHUEM DJICKTPOHHBIX CPEJCTB OHUIIUATILHOMN, CTATUCTUYECKON, IEPHOANIECCKON U HAYYHOU
nHpopmauu;
-IIOJITOTOBKA K OMPOCY, TUCKYCCUU;
-TIOATOTOBKA K TECTUPOBAHHUIO.

Tema 4. UndopmanmoHHo-cripaBouHas JokyMeHTanus. Jlokymenranusa no juuaomy cocrany (I1K-2)
Jlekumus.

WNudopmalimoHHO-CIipaBOUHbIE  JTOKYMEHTBHI: HMX  Ha3HaueHue, Gopmyispbel-oopasusl. [lponenypa

cocrtaBieHuss U odopmieHus HHOOPMAIMOHHO-CIIPABOYHBIX JOKYMeHTOB. (O0nacTb NpUMEHEHUs

MH(OPMAIIMOHHO-CIIPABOYHBIX JTOKYMEHTOB. Vcronb3oBanue yHUPUIIMPOBAHHBIX (OPM.

[Taker JOKyMEHTOB 1O JMYHOMY cocTaBy. OcoOeHHOCTH paboThl C KagpOBBIMH JIOKYMEHTAMHU.
JIOKyMEHTHpPOBAaHUE TPYAOBBIX OTHOIIEHUH. Vcronp3oBaHue yHHU(PHUIHMPOBAHHBIX (OPM JOKYMEHTOB IO
JUYHOMY cocTaBy. M3naHue mpuka3zoB mo JMYHOMY cocraBy. POpMHpOBAaHME M BEICHUE JIMYHBIX JEI.
Benenue TpynoBbIX KHHKEK paOOTHHUKOB.

IIpakTH4eckoe 3aHATHE.
Bomnpocsr mst o6cyxnenus:
1. Onpenenure BUAOBOM COCTAB KaJpOBON JOKYMEHTALIUH.

2. N3 «Obmepoccuiickoro kinaccupukaropa ynpaBIeHUECKONH JOKYMEHTAIMI (CUCTEMBI TOKYMEHTAIUH
kiacca 0200000 1 0300000) BEIMUIIIMTE TOKYMEHTBI, KOTOPBIE OTPAKAIOT IBM)KCHHE TEpCcoHaa B
OpraHu3ali.

3. Ucnone3ys npaBoBsie 06a3bl «['apanT» u « KOHCYIIBTaHT IUTIOCY», COCTABBTE MEPEUCHb
HOPMaTHBHO-IIPABOBBIX JOKYMEHTOB, CBA3aHHBIX C ABM)KEHUEM IIEpCOHANIa B OpraHu3aluu. JJoKyMeHTsI
PacIoIOXKHUTE IO UX IOPUINIECKON CHIIE.

4. [To3HakoMbTeCh C YHUGUIIUPOBAHHBIMU (hOPMaMU IPUKA30B I10 JINYHOMY COCTaBY, IITATHBIM
pacnucaHueM, rpaduKoM OTITyCKOB, ONPEAEIUTE 0COOCHHOCTH 3alIOIHEHHSI STUX JOKYMEHTOB.

5. Nzyuute ocobeHHOCTH OOPMIIEHUS JIMYHOTO Jefia COTPYIHUKA!

5.1. HaliguTe B pOCCHIICKOM 3aKOHOJATENbCTBE JOKYMEHTHI, pEINIAMEHTUPYIOLUE IPaBUjla BEICHUS U
XPaHEHMS JINYHBIX J€J1 COTPYIHUKOB.

5.2. Ilepeuncnure BUIBI JOKYMEHTOB, KOTOPbIE TOMEIIAIOT B JINYHOE JIEJIO COTPYIHUKA.

6. N3yunte ocobennoctu opopmienus JInuHoii kaproukn pabotHuka (yHuumuposanHas gopma T-2):
6.1. HalimuTte OTBETHI Ha CIEAYIOLIUE BOIIPOCHI:

- Kt0 3anonssieT muuHyio KapTouKy paOOTHHKA?
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- Kakoii cymiecTByeT mOpsIOK 3aroHEHHs] TMYHONW KapTOYKH pabOTHUKA ?
- Kakue 1oKyMEeHTBI TpU ATOM HCIIOJIb3YOTCS?
- KakoBo npenna3zHaueHue TMYHON KapTOUKHU pabOTHHKA?
6.2. U3yunrte yaudunuposannyio Gopmy T-2 (Jlnunas kapTouka paOOTHHKA), BBIICTUTE OCHOBHBIC
pazzensl JaHHOTO TOKYMEHTA.
7. N3yunte ocobeHHOCTH 0OPMIIEHHUS TPYAOBON KHIKKH:
7.1. HaliguTe OHATHE «TPYAOBasi KHI)KKa» U ONPENEIUTE €r0 Ha3HAUCHHE.
7.2. O3HaKOMBTECH C CYIIECTBYIOMIEH TUCKYyCCHEel 00 00s13aTeIbHOCTH BEICHHSI TPYJI0BOM KHMKKH. KakoBo
Bame muenue?
7.3. Ucnonb3ys mpaBoBbie 0a3bl «I'apanT» u « KOHCYIIBTAaHT TUTIOCY», COCTABBTE MEPEYCHB
HOPMATHUBHO-IIPaBOBBIX JOKYMEHTOB, PENIAMEHTUPYIOIIUX MPAaBUJIA BECHNS TPYAOBBIX KHUKEK.
JIOKyMEHTBI PacIoOKUTE MO UX IOPUIUYECKOM CHUIIE.
7.4. HaliguTte B pOCCHIICKOM 3aKOHOJIATENbCTBE JOKYMEHTHI, pEIIAMEHTUPYIOLUE IPAaBUJIa XPAaHEHUS
TPYAOBBIX KHUXKEK.
7.5. VUcnionb3yst OaHK TPYIOBOM KHMKKH, 3aTIOJTHUTE TUTYJIBHBIN JIUCT, CeNaiiTe 3amich O preMe Ha
padoty B OAO «Ilynbc» ViBana MiBanoBuya MBaHOBa II1aBHBIM OyXTaJTepOM B COOTBETCTBHH C €TO
3asiBJIEHUEM OT 15 stHBaps 1 3aKJIFOYEHHBIM TPYAOBBIM 10roBopoM oT 20 siHBaps Tekyuiero roga. Crnenaiire
3aBEPUTEIIbHYIO 3aIIUCh HA KOMMH TPYAOBOU KHIKKH.

3ananus AJ51 CAMOCTOSITEILHOI padoThI.
- U3y4eHue yueOHOH, HAayYHOU U METOINYECKOM JINTepaTyphl, MAaTEPHAIIOB MEPUOTNUECKUX U3IaHUN C
MIPUBJICUCHUEM DJICKTPOHHBIX CPEJCTB OPHUIIUATILHOM, CTATUCTUYECKON, IEPHOANIECCKON U HAYYHOU
uHpopmauu;
- MOJITOTOBKA JIOKJIA/I0B U pedepaToB;
- U3y4YeHHE M CHCTEeMaTH3alusl OPUIMAIBHBIX TOCYIAPCTBEHHBIX JOKYMEHTOB - 3aKOHOB, ITOCTaHOBJICHUI,
YKa30B,  HOPMATHBHO-MHCTPYKLIMOHHBIX M  CIPAaBOYHBIX  MarTepuajioB €  HMCIHOJb30BAHHEM
WH()OPMAITMOHHO-TTOMCKOBOM crcTeMbl «KOHCYIBTaHT-TUTIOCY, TT100anbHOM ceTh « HTepHeTY.

Tema 5. JlokyMeHTBI 10 CHa0keHUIO U cObITY. DUHAHCOBAsI JOKYMEHTAIUsI B MeININHCKHUX
opranm3anusx (I1K-2)
Jlexknus.
[TonsiTrie moroBopa (KOHTpakTa), cornameHus. Tunosas Gpopma koHTpakTa. OCHOBHBIE pa3fiesibl KOHTPAKTA.

JloroBop 0 MOJHOM WHAMBHAYaJbHOW MaTepuajbHOW OTBETCTBEHHOCTH. CopepkaHue M CTPYKTypa
JI0roBOpa KyIUIH — IpoJaku ToBapos. [IpumepHas ¢popma gorosopa nocraBku. [IpoTokoss! pazHoracuit k
JOTOBOPAM ITOCTaBKH.
Kommepueckue akthl. brnanku kommepueckux aktoB. OdopmiieHne akToB MPUEMKH MPOAYKLIUH (TOBAPOB)
Mo Kolu4ecTBy M KadecTBy. OdopmieHHne akTOB IO OKa3aHMIO BO3ME3IHBIX yciyr. OOpaslbl akToB.
JIOBEpEHHOCTHU: pa3oBbIe, CIICUANIbHBIC, TeHepasibHble. OOpa3Ibl TOBEpEHHOCTEH.
Ponpb Gyxranrepuu B pereHuN (PUHAHCOBBIX CTPATErMUECKUX 3a1ad B MEAULIMHCKUX opranu3anusax. Oomas
XapaKTepUCTUKAa JOKYMEHTOB 10 (MHAHCOBO-pacuyeTHbIM omepauusM. Kraccupukainus —y4eTHBIX
JOKYMEHTOB.
OcHOBHBIE BUJBI JIOKYMEHTOB 1O (DMHAHCOBO-PACUETHBIM OIEpauusM. J[eHEKHBbIH YeK, pacueTHBIM 4YeK,
yekoBble KHIDKKU. Cuer-(akrypa. AKT peBu3uu. [lnarexunoe nopydenue. JInmeBoii cuer.

IIpakTH4eckoe 3aHATHE.
Bomnpocsr mist o6cyxnenus:
- Odopmiienune nokymeHTa «JloroBop KyIruim-Ipogakn;
- Odopmrenue u 3anonHeHre yHudumupoBanHoi Gopmbl «CUeT - HakTypo»;
- Odopmnenue u 3anonHeHre yHupuupoBaHHoil Gopmel «IlnarexHoe nopyueHue»

3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.
- U3y4eHHe yueOHO, HayuHOW U METOAMYECKON JINTepaTyphl, MaTepUaIOB NEPUOAMUCCKUX U3TAHUN C
MIPUBJICYCHUEM DJIEKTPOHHBIX CPEICTB O(QUIIMATEHON, CTATUCTUYECKOM, IEPUOAMYECKON 1 HAyIHOU
uHpOpMaLNY;
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-IIOATOTOBKA K OIPOCY, TUCKYCCHH;
-[IOJITOTOBKA K TECTUPOBAHHUIO.
-IIOATOTOBKA K OIPOCY, TUCKYCCHH;
-[IOJITOTOBKA K TECTUPOBAHMUIO.

Tema 6. TexHo10rus1 1 NPUHUMII OPTraHU3AIMU TOKYMeHT0000poTa. TexHomorus
ABTOMATH3HUPOBAHHOI 00pPA0OTKH TOKYMEHTALMHU
(IIK-2)
Jlekumus.

Opranuzanus 10KyMEHTOOOOpoTa: mpueM, o0paboTKa, perucTpanus, KOHTPOJIb, XpaHEHHE JOKYMEHTOB,
HOMEHKJIaTypa nen. TpeboBanus k 3arojoBkam nei. @opmupoBanue aen. Cucremarusanus JOKYMEHTOB
BHYTpH Aena. Odopmienue aen. Tunossie CPOKHU XpaHEHUS JOKYMEHTOB.

OGH_IaSI XapaKTepI/ICTI/IKa OpFaHI/I3aL[I/IOHHBIX TCXHUYCCKHUX CpeﬂCTB. ABTOMaTI/BI/IpOBaHHBIG CUCTCMBbI
nenonpousBonctBa. OO030p COBPEMEHHBIX CPEICTB OPITEXHUKU I TepeJadyd W 1epepadoTKu
uHpopmanmu. [lpaBuna W MOPAAOK THUPAKHUPOBAHUS JOKYMEHTOB. OIEeKTpoHHas moyta. Cucrema
ONITUYECKOTO PACIIO3HABAHUS TEKCTOB. CIONbh30BaHME CIIPABOYHO-TIPABOBBIX CUCTEM.

IIpakTH4Yeckoe 3aHATHE.
Bomnpocsr mst o6cyxnenus:

1. Ocoboe BHUMaHHE B JAEJONPOU3BOJACTBE YACHSACTCS XPAaHEHHIO TOKYMEHTOB. Huke mepedncieHsl
OCHOBHBIC HOPMAaTHUBHBIC aKThl, KOTOPBIE PETYIHPYIOT OpPraHU3aIMI0 apXUBHOW pabOTHI ¢ JOKyMEHTaMH,
clenaiTe MICbMEHHBIN KpaTKUii 0030p JaHHBIX TOKYMEHTOB:

- O6 apxuBHOM 1nene B Poccuiickoit @enepanun: Oenepanbabiii 3akoH oT 22.10.2004 1. Ne 125-D3 (pex. ot
28.12.2017 );

- OO0 yTBepXKICHUM TpaBWJI OPraHU3alUMd XpaHEHUs, KOMIUIEKTOBAaHHUS, y4yeTa M MCIOJIb30BAHUS
TOoKyMeHTOB ApxuBHOTO (hoHma Poccwuiickoit denepaniuu M IPyrux apXUBHBIX JOKYMEHTOB B OpraHax
rOCyAapCTBEHHOW BJIAacTH, OpraHax MECTHOTIO CaMOYIIpaBIIEHUS M OpraHu3alusx: Mpuka3 MuHUCTepcTBa
KynbTypsl PO ot 31.03.2015 1. Ne 526;

- OO0 yTBep)KIEHUU TMEpEeUHs THUIOBBIX YMPABICHUYECKHUX AapXUBHBIX JOKYMEHTOB, OOpa3yloLIuXcs B
mpouecce AeSTeIbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYTIPABICHUS U OpPTaHU3ALINM,
C yKa3aHHUEM CPOKOB XpaHEHHMs: Npuka3 Munucrepcta KyabTypbl PO 25.08.2010 1. No 558.

2. I/I3y‘-II/IT€ BBIICPKKH M3 HOPMATUBHBIX IOOKYMCHTOB W HA30BUTC CTAaTbU 3aKOHOAATCIILHBIX 4KTOB,
YCTaHaBJIMBAOIINUC 00s13aTeILHOCTD XpaHCHUS NOKYMCHTOB.

3anaHus AJ51 CAMOCTOSITEILHOI padoThI.
- U3y4eHue yueOHOH, HAayYHOU U METOIMYECKOM JINTepaTyphl, MAaTEPHAIIOB MEPUOTNIECKUX U3TaHUN C
MIPUBJICUCHUEM DJICKTPOHHBIX CPEJCTB OHUIINATILHOMN, CTATUCTUYECKON, IEPHOANIECCKON U HAYYHOU
nHpopmauu;
-IIOJITOTOBKA K OMPOCY, TUCKYCCUU;
-TIOATOTOBKA K TECTUPOBAHHUIO.

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

4 cemectp
* mocemaeMocts — 10 0atoB
*  TeKyLMH KOHTpoJb — 60 OaoB
*  KOHTpPOJIbHBIE Cpe3bl — 3 cpe3a no 10 6amioB KakapIid
* npemuanbHble 6amiel — 20 6amIoB

Pacripenenenre 6aioB 1mo 3aJaHusIM:



No  [HaszBanue tembl | DopMbl Max. MeTtoauka mpoBeICHUS 3aHATUS U OLICHKU
Te | /BHJI y4eOHOH |TEKyIEro | KoJI-BO
MBI paboThI KOHTpoJist | 0asuioB
/ cpe3sl
1. OcHOBHBIE Ormpoc 3 B nauane 3aHATHS NPOBOIUTCA OMPOC C MOCIEAYIOMIEH AUCKYCCHEH.
TTOHSITHS [Ipu onpoce yuuTHIBAIOTCS:
JIOKYMEHTAIUOH - MPaBUWJIBHOCTH OTBETA 10 COICPIKAHUIO;
HOTO - TMOJIHOTA U TITyOWHA OTBETA;
oOecriedyeHus - CO3HATEILHOCTh OTBETA;
YIpaBICHHUS B - JIOTUKA U3JIOKCHUS MaTepHara;
MEMIIMHCKUX - palMOHAILHOCTH HCIIOJIL30BAaHHBIX TPHUEMOB M CIIOCOOOB PEIIICHUS
OpTraHH3aAIHIX MOCTABJICHHOW yUeOHOH 3a1a4w;
- CBOEBpPEMEHHOCTh U 3((HEKTUBHOCTH WCIONB30BAHUS HATJISIITHBIX
MOCOOUH M TEXHUYECKUX CPEIICTB IPU OTBETE;
- HCITOJTb30BaHKE JIOTIOJIHUTEIIEHOTO MaTepraa;
-  PalMOHAILHOCTh HCIONB30BAHUS BpPEMCHH, OTBEJICHHOTO Ha
3aJlaHue.
3 Oaymta CTyJIeHT MOIyYaeT, €CIIU MPEIOCTABUII PABUIbHBIN MTOJTHBIH
OTBET Ha BOIPOCHI YCTHOTO OMpOCa ¥ TMPUHUMAI Y4YacTHE B
TUCKYCCHUHU, OTBETHI TPEACTABISIOT COOOH CBS3HOE, JIOTHYCCKH
MOCJICZIOBATEILHOE COOOIICHUE, C WCIIOJIIB30BAHUEM CIICIUATBHON
TEPMHHOJIOTUN U CUMBOJIUKH.
2 Oajuta CTYJIEHT IOJIy4aeT, €CJIH JJEMOHCTPHUPYET 3HAHUS TPeOyeMoro
Marepuana, HE JONMyCKaeT TpyObIX oOmuOOK, OTBeyaer 0e3
3aTPYIHEHUI U HABOASIINX BOIPOCOB, YYaCTBYET B JIUCKYCCHH.
1 Oamm CTymEeHT MOJydYaeT, €CIM OTBET YAaCTUYHO COOTBETCTBYET
TpeOOBaHUSAM IPOrPaMMBbI, UMCIOTCS CYIICCTBCHHBIC HEAOCTaTKU U
rpyObIie OIMOKH, OTHOCUTEIHHO HU3KAasl aKTUBHOCThH B JTUCKYCCHH.
0 GayIOB — CTYIEHT HE OTBETHJI Ha BOMIPOC, OTBETHUJ HEIMPABHIHLHO
WJIM OTKA3aJics OT OTBETA.
Tectupos 5 Tect coctout u3 10 Bommpocos.
aHue 5 6annoB — CTyAEHT HpaBWIbHO oTBedaeT Ha 75-100% Bompocos B

TecTe.
4 Oamra — cTyaeHT mpaBwibHO oTBeyaeT Ha 50-74% BOmpoOCOB B
TecTe.

3 Oamma — CTyIeHT NpaBWIbHO oTBeyaeT Ha 25-50% BompocoB B
TecTe.

1-2 Gamma — cTyaeHT mpaBWIbHO OTBeyaeT Ha 49-24% BompocoB B
TecTe.

Menee 25% mpaBHIIBHBIX OTBETOB 0AJJTOB HE JAET.
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TpeboBanus k
COCTaBJICHUIO U
oopmeHuio
JTOKyMEHTOB

Omnpoc 3 B nHavane 3aHATHS MPOBOAUTCS ONMPOC C MOCIEAYIOUIEN TUCKYCCHEN.
[Tpu onpoce yuuTHIBAIOTCS:
- MPaBUWJIBHOCTH OTBETA 10 COICPIKAHUIO;
- MOJIHOTA U TITyOWHA OTBETA;
- CO3HATENBFHOCTh OTBETA;
- JIOTUKA M3JIOKCHUS MaTepHara;
- palMOHAILHOCTH HCIIOJIL30BAaHHBIX TPUEMOB M CIIOCOOOB PEIIICHUS
MOCTaBJICHHON y4eOHOH 3a/1auu;
- CBOEBpPEMEHHOCTh U 3((HEKTUBHOCTH WCIONB30BAHUS HATJISIITHBIX
MOCOOMH M TEXHUUECKUX CPEACTB IPU OTBETE;
- HCITOJTb30BaHUE JIOTIOJIHUTEIIEHOTO MaTepraa;
-  palMOHAILHOCTh WCIONB30BAHUS BPEMCHH, OTBEJICHHOTO Ha
3aJjaHue.
3 Oaymta CTyJIeHT MOIyYaeT, €CIIU MPEIOCTABUII PABUIBHBIN MTOJHBIH
OTBET Ha BOIPOCHI YCTHOTO OMpOCa ¥ TMPUHUMAI Yy4acTHE B
JMCKYCCHH, OTBETHl MPEACTABISIOT COOOH CBSI3HOE, JIOTMYECKH
MoCJeI0BaTeIbHOE COOOIICHNE, € HCHONBb30BAaHHEM  CIICIHAILHON
TEPMHHOJIOTUN U CUMBOJIUKH.
2 Gaiya CTYICHT MOJIyYaeT, €Cli JeMOHCTPUPYET 3HaHUS TpeOyeMoro
Marepuaia, He JOMycKaeT TIpyObIXx OmuOOK, oOTBedaeT 0Oe3
3aTPYIHEHUI U HABOSIINX BOIPOCOB, YYaCTBYET B JIUCKYCCHH.
1 Oamm CTymEeHT TOJydYaeT, €CIM OTBET YAaCTUYHO COOTBETCTBYET
TpeOOBaHUSAM IPOTPaMMBbI, UMCIOTCS CYIICCTBCHHBIC HEAOCTaTKU U
rpyObIie OIMOKH, OTHOCUTEIHHO HU3KAsl aKTUBHOCTH B JTUCKYCCHH.
0 GayIOB — CTYIEHT HE OTBETHJI Ha BOMPOC, OTBETHUJ HEIMPABHIHLHO
WJIM OTKA3aJicsd OT OTBETA.
TecTupoB 10 TecTupoBaHue MPOXOJUT B MUCBMEHHON (hOpME — CTYIIEHTY BBIIACTCS
aHue(KoH OnaHK, BKiIrodaronwii 30 BOIPOCOB M0 M3YYEHHOMY MaTepHaiy.
TPOJbHBI 8-10 6ayoB — cTyneHT mpaBmWiIbHO oTBedaeT Ha 75-100% Bompocos B
i cpe3) TECTE.
5-7 6amiaoB — CTyAEeHT mpaBWIbHO oTBedaeT Ha 50-74% Bompocor B
TecTe.
4 Oamra — CTyA€HT NpaBWIBHO OTBeyaeT Ha 25-50% BOmpOCOB B
TecTe.
1-3 Gamma - cTymeHT mpaBWIIbHO oTBedaeT Ha 49-24% BompocoB B
TecTe.
Menee 25% mpaBHIIBHBIX OTBETOB OAJJTOB HE JAET.
[Ipesenra 10 [TonroroBka W BBICTYIUICHHE C TIpe3eHTANnid omeHmBaeTcs a0 10
s 6aos.

9-10 6ayoB — TeMa pacKphITa MOJIHOCTHIO, CTYICHT XOPOIIIO BIaAceT
MaTepuasoM, OTBETHI Ha BOIIPOCHI IO NIPE3CHTAIINY TPaBUIILHBIC;

7-8 0amnoB — CTYIEHT MAOIYCTHJI HETOYHOCTh TIPH OTBETE Ha
MOCTaBJICHHBIE BOMPOCHI;

5-6 GamnoB — TeMa pacKphiTa HE TMOJTHOCTHIO, CTYIEHT JOITyCKaeT
HETOYHOCTH IPH OTBETE HA IMOCTABIICHHBIC BOMIPOCHI;

3-4 Gamna — TeMa pacKphITa HE MONMHOCTHIO, CTYACHT HE Ja€T OTBETHI
Ha MOCTaBJICHHBIEC BOTIPOCHI;

1-2 Gamma — Tema packpeiTa clabo, CTYIACHT TIUIOXO BIIaJeeT
MaTepHaioM;

0 OamTOB — Ipe3eHTAINS HE TTOATOTOBIICHA.
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OpranuzanuoHH
ast
JOKYMEHTAaIVSL.
Pacnopsagurens
Hasl
TOKYMEHTAIV B
MEAUIMHCKHUX
OpraHHU3alMAX

Ormpoc

B nHavane 3aHATHS MPOBOAUTCS ONMPOC C MOCIEAYIOUIEN TUCKYCCHEN.
[Ipu onpoce yuuTsIBarOTCS:

- IPaBWJIBHOCTH OTBETA 110 COAEP)KAHUIO;

- IOJTHOTA W TITyOMHA OTBETA;

- CO3HATEIBHOCTh OTBETA;

- JIOTHKA U3JI0KEHUS MaTepuana;

- palMOHAIBHOCTH HCIIOJB30BaHHBIX IIPUEMOB U CIOCOOOB peIICHUS
MOCTaBJICHHON y4eOHOH 3a/1auu;

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

- HCIIOJIb30BaHME JTOTIOJIHUTEIBHOTO MaTepuana;

- PalMOHAIBHOCTh HCIOJNB30BAHHUA BpPEMEHH, OTBEJEHHOIO Ha
3aJlaHueE.

3 Oanna CTyOCHT MOJyYaeT, €CIU MPEJOCTABUII MPABUIIbHBIN MONTHBINA
OTBET Ha BOIPOCHl YCTHOTO ONpoca M TPUHUMAJI Yy4yacTHE B
JMCKYCCHH, OTBETHl MPEACTABISIOT COOOH CBSI3HOE, JIOTMYECKH
MoCJeI0BaTeIbHOE COOOIICHNE, € HCHONBb30BAaHHEM  CIICIHAILHON
TEPMHUHOJIOTUU U CHMBOJIUKH.

2 Gaiya CTYICHT MOJIyYaeT, €Cli JeMOHCTPUPYET 3HaHUS TpeOyeMoro
Marepuaia, He JOMycKaeT TIpyObIXx OmuOOK, oOTBedaeT 0Oe3
3aTPyIHEHUH U HaBOAIIMX BOIIPOCOB, YYACTBYET B AUCKYCCHH.

1 Gamn CTymeHT MOJydYaeT, €Cld OTBET YacTHYHO COOTBETCTBYET
TpeOOBaHUSAM HPOTPaMMBbI, UMEIOTCS CYLIECTBEHHBIE HENOCTATKH U
rpyOble OMNOKH, OTHOCUTENHHO HU3Kasi aKTUBHOCTH B IUCKYCCHHU.

0 6anymoB — CTYAGHT HE OTBETHJI HAa BOIPOC, OTBETHJ HEMPABUILHO
WJIM OTKa3ajcs OT OTBETA.

Tectupos
aHue

Tect coctout u3 10 Bompocos.

5 6annoB — CTyAEHT MpaBWIbHO oTBedaeT Ha 75-100% BompocoB B
TecTe.

4 Oamra — cryaeHT mpaBmwibHO oTBeyaeT Ha 50-74% BompocoOB B
TecTe.

3 Oamma — CTyIeHT NpaBWIIbHO oTBewaeT Ha 25-50% BompocoB B
TecTe.

1-2 Gamra — cTyaeHT mpaBWIbHO OTBeyaeT Ha 49-24% BompocoB B
TecTe.

Menee 25% mpaBIIIBHBIX OTBETOB 0AJJTOB HE JAET.

HubopMaimonH
0-CIIpaBOYHAS
JIOKyMCHTAITHS.
JlokyMeHTanus
10 JINYHOMY
COCTaBy

Pedepar

10

3amura pedepara ocyIecTBIsIeTCs 10 3apaHee BhIJAHHBIM TEMaM.
8-10 6aymmoB — copepkaHue pedepara COOTBETCTBYET 3asBICHHON B
Ha3BaHUU TeMaTHke; pedepar ohopMiIeH B COOTBETCTBUH C OOIIMMH
TpeOOBaHUSIMH  HAMKMCAaHUS HM  TEXHUYECKUMH  TpeOOBaHUSMU
oopmitenus; pedepar umeer YETKYIO KOMIIO3UIMIO U CTPYKTYPY; B
TekcTe pedepara OTCYTCTBYIOT — JIOTHUECKUE  HApPYyIICHHUS B
MpeCTaBICHUN MaTepHaia

5-7 6amioB — comepxaHue pedepara COOTBETCTBYET 3asBIICHHOH B
Ha3BaHUU TeMaTHuke; pedepara opopMIIeH B COOTBETCTBUU C OOIIIMHU
TpeOOBaHUSIMH  HAMHMCAaHUS M TEXHUYECKUMH  TpeOOBaHUSMU
oopmitenus; pedepar uMeeT YETKYIO KOMIIO3UIHIO U CTPYKTYPY

3-4 Gamma — comep)kaHuWe pedepara COOTBETCTBYET 3asBICHHOW B
Ha3BaHUHU TeMaTHke; pedepar ohopMiIeH B COOTBETCTBUH C OOIIMMH
TpeOOBaHUSIMH  HAMHMCAaHUS M  TEXHUYECKUMH  TpeOOBaHUSMU
odopMIIeHUS

1-2 Gamma — comepykaHme pedepara COOTBETCTBYET 3asBICHHOU B
Ha3BaHWUU TeMaTuke; odopmieHHe pedepara HE COOTBETCTBYET
TpeOOBaHUSIMH  HAMHMCAaHUS HM  TEXHUYECKUMH  TpeOOBaHUSMU
odopMIIeHUS

0 OamnoB — comepkaHue pedepara HE COOTBETCTBYET 3asABJICHHOH B
Ha3BaHWUU TeMaTuke; odopmieHne pedepara HE COOTBETCTBYET
TpeOOBaHUSIMH  HAMHMCAaHUS M  TEXHUYECKUMH  TpeOOBaHUSMU
odopMIIeHUS
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TecTupon 10 TecTtupoBaHue NPOXOAUT B MUCBMEHHON (OpPME — CTYIEHTY BBIAACTCS
aHne(KoH OmnaHk, BKIroYaromuii 30 BOPOCOB MO U3yYCHHOMY MaTepuay.
TPOJILHBI 8-10 OannoB — cTyAeHT NpaBWIbHO oTBeuaeT Ha 75-100% BompocoB B
i cpe3) TecTe.
5-7 0annoB — CTyOEHT MpaBWIbHO oTBedaeT Ha 50-74% BompocoB B
TecTe.
4 Gamna — CTyOEHT IpaBWIBHO oTBedaeT Ha 25-50% BompocoB B
TecTe.
1-3 Oamna - cTyaeHT mpaBWJIBHO OTBeyaeT Ha 49-24% BompocoB B
TecTe.
Menee 25% npaBUIBHBIX OTBETOB 0a/lIOB HE AAET.
Hoxymentsl o | Ompoc 3 B nauane 3aHATHS OPOBOIUTCA OMPOC C MOCIEAYIOMIEH AUCKYCCHEH.
CHaOXXEHHIO U [Ipu onpoce yuuTsIBarOTCS:
COBITY. - IPaBWJIBHOCTH OTBETA 110 COAEP)KAHUIO;
®dunHaHCOBas - IOJTHOTA W TITyOMHA OTBETA;
TOKYMEHTAIV B - CO3HATEIBHOCTh OTBETA;
MEAMIMHCKHUX - JIOTHKA U3JI0KEHUS MaTepHana;
OpraHHU3aLMAX - palMOHANBHOCThH HCIIOJIB30BaHHBIX MIPUEMOB U CIOCOOOB peIICHUS
MOCTaBJICHHOW y4eOHOH 3a/1auu;
- CBOEBPEMEHHOCTh M 3(PPEKTHBHOCTb HCIHONb30BaHMS HATJISIHBIX
MOCOOMH M TEXHUUECKUX CPEACTB IPU OTBETE;
- HCIIOJIb30BaHME JTOTIOJIHUTEIBHOTO MaTeprana;
-  PalMOHANBHOCTh HCIOJNB30BAHHUA BpPEMEHH, OTBEJEHHOIO Ha
3aJlaHueE.
3 Oanna CTyOCHT MOJyYaeT, €CU MPEJOCTABUII MPABUILHBIN TONMHBINA
OTBET Ha BOIPOCHl YCTHOTO ONpoca M TPUHUMAJI Yy4yacTHE B
JMCKYCCHH, OTBETHl MPEACTABISIOT COOOH CBSI3HOE, JIOTMYECKH
MoCIeI0BaTeIbHOE COOOIICHNE, C HCHONb30BAaHHEM  CIICIHATILHON
TEPMHUHOJIOTUU U CHMBOJIUKH.
2 Gaiya CTYICHT MOJIyYaeT, €Cll JeMOHCTPUPYET 3HaHUS TpeOyeMoro
Marepuaia, He JOMycKaeT TIpyObIXx OmHuOOK, OTBedaeT 0e3
3aTPyIHEHUH U HaBOAIIMX BOIIPOCOB, YYACTBYET B AUCKYCCHH.
1 Gamn CTymeHT MOJydYaeT, €Cld OTBET YacTHYHO COOTBETCTBYET
TpeOOBaHUSAM HPOTPaMMBbl, UMEIOTCS CYLIECTBEHHBIC HENOCTATKH U
rpyOble OMNOKH, OTHOCUTENHHO HU3Kasi aKTUBHOCTH B ICKYCCHHU.
0 6anymoB — CTYAGHT HE OTBETHJI Ha BOINPOC, OTBETHJ HEMPABUILHO
WJIM OTKa3ajcs OT OTBETA.
Tectupos 5 Tect coctout u3 10 Bormpocos.
aHue 5 6annoB — CTyAEHT HpaBWIbHO oTBedaeT Ha 75-100% Bompocos B

TecTe.
4 Oamra — cryaeHT mpaBmwibHO oTBeyaeT Ha 50-74% BoOmpoCcOB B
TecTe.

3 Oamma — CTyIeHT NpaBWIIbHO oTBewaeT Ha 25-50% BompocoB B
TecTe.

1-2 Gamra — cTyaeHT mpaBWIbHO OTBeyaeT Ha 49-24% BompocoB B
TecTe.

Menee 25% mpaBIIIBHBIX OTBETOB 0AJJTOB HE JAET.
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TexHonorusa u
TIPHUHIIATT
OpraHU3alNN
JIOKYMEHTO000p
oTa.
TexHonorus
aBTOMATHU3MPOBA
HHOH
0o0paboTku
JIOKYMEHTAITHH

Omnpoc 3 B nHavane 3aHATHS MPOBOAUTCS ONMPOC C MOCIEAYIOUIEN TUCKYCCHEN.
[Ipu ompoce yuuThIBatoTCS:
- MPaBUWJIBHOCTH OTBETA 10 COICPIKAHUIO;
- MOJIHOTA U TITyOWHA OTBETA;
- CO3HATENBFHOCTh OTBETA;
- JIOTUKA M3JIOKCHUS MaTepHara;
- palMOHAILHOCTH HCIIOJIL30BAaHHBIX TPUEMOB M CIIOCOOOB PEIIICHUS
MOCTaBJICHHON y4eOHOH 3a/1auu;
- CBOEBpPEMEHHOCTh U 3((HEKTUBHOCTH WCIONB30BAHUS HATJISIITHBIX
MOCOOMH M TEXHUUECKUX CPEACTB IPU OTBETE;
- HCITOJTb30BaHUE JIOTIOJIHUTEIIEHOTO MaTepraa;
-  palMOHAILHOCTh WCIONB30BAHUS BPEMCHH, OTBEJICHHOTO Ha
3aJjaHue.
3 Oaymta CTyJIeHT MOIyYaeT, €CIIU MPEIOCTABUII PABUIBHBIN MTOJHBIH
OTBET Ha BOIPOCHI YCTHOTO OMpOCa ¥ TMPUHUMAI Yy4acTHE B
JMCKYCCHH, OTBETHl MPEACTABISIOT COOOH CBSI3HOE, JIOTMYECKH
MoCJeI0BaTeIbHOE COOOIICHNE, € HCHONBb30BAaHHEM  CIICIHAILHON
TEPMHHOJIOTUN U CUMBOJIUKH.
2 Gaiya CTYICHT MOJIyYaeT, €Cli JeMOHCTPUPYET 3HaHUS TpeOyeMoro
Marepuaia, He JOMycKaeT TIpyObIXx OmuOOK, oOTBedaeT 0Oe3
3aTPYIHEHUI U HABOSIINX BOIPOCOB, YYaCTBYET B JIUCKYCCHH.
1 Gamn CTymeHT MOJydYaeT, €Cld OTBET YacTHYHO COOTBETCTBYET
TpeOOBaHUSAM IPOTPaMMBbI, UMCIOTCS CYIICCTBCHHBIC HEAOCTaTKU U
rpyObIie OIMOKH, OTHOCUTEIHHO HU3KAsl aKTUBHOCTH B JTUCKYCCHH.
0 GayIOB — CTYIEHT HE OTBETHJI Ha BOMPOC, OTBETHUJ HEIMPABHIHLHO
WJIM OTKA3aJicsd OT OTBETA.
TecTupoB 10 TecTupoBaHue MPOXOJUT B MUCBMEHHON (hOpME — CTYIIEHTY BBIIACTCS
aHue(KoH OnaHK, BKiIrodaronwii 30 BOIPOCOB M0 M3YYEHHOMY MaTepHaiy.
TPOJbHBI 8-10 6ayoB — cTyneHT mpaBmWiIbHO oTBedaeT Ha 75-100% Bompocos B
i cpe3) TECTE.
5-7 6amiaoB — CTyAEeHT mpaBWIbHO oTBedaeT Ha 50-74% Bompocor B
TecTe.
4 Oamra — CTyA€HT NpaBWIBHO OTBeyaeT Ha 25-50% BOmpOCOB B
TecTe.
1-3 Gamma - cTymeHT mpaBWIIbHO oTBedaeT Ha 49-24% BompocoB B
TecTe.
Menee 25% mpaBHIIBHBIX OTBETOB OAJJTOB HE JAET.
Pedepar 10 3ammra pedepara oCyIIeCTBISETCS IO 3apaHee BRIIAHHBIM TEMaM.

8-10 6aymoB — copepkaHue pedepara COOTBETCTBYET 3asBICHHON B
Ha3BaHUHU TeMaTHke; pedepar ohopMiIeH B COOTBETCTBUH C OOIIMMH
TpeOOBaHUSIMH  HAMHMCAaHUS HM  TEXHUYECKUMH  TpPeOOBaHUSMU
oopmitenus; pedepar umeer YETKYIO KOMIIO3UIMIO U CTPYKTYPY; B
TekcTe pedepara OTCYTCTBYIOT —JIOTHUECKUE  HApPYIICHHUS B
MpeCTaBICHUN MaTepHaia

5-7 6amioB — comepxaHue pedepara COOTBETCTBYET 3asBIICHHOH B
Ha3BaHUU TeMaTHuke; pedepara opopMIIeH B COOTBETCTBUU C OOIIIMHU
TpeOOBaHUSIMH  HAMHMCAaHUS M TEXHUYECKUMH  TpeOOBaHUSMU
oopmitenus; pedepar uMeeT YETKYIO KOMITIO3UIHIO U CTPYKTYPY

3-4 Gamma — comep)kaHuWe pedepara COOTBETCTBYET 3asBICHHOW B
Ha3BaHUU TeMaTHKe; pedepar ohopMIIeH B COOTBETCTBUH C OOIIMMH
TpeOOBaHUSIMH  HAMHMCAaHUS HM  TEXHUYECKUMH  TpeOOBaHUSMU
odopMIIeHUS

1-2 Gamma — comepykaHme pedepara COOTBETCTBYET 3asBICHHOU B
Ha3BaHWUU TeMaTuke; odopmieHHe pedepara HE COOTBETCTBYET
TpeOOBaHUSIMH  HAMHMCAaHUS HM  TEXHUYECKUMH  TpPeOOBaHUSMU
odopMIIeHUS

0 OamnoB — comepkaHue pedepara HE COOTBETCTBYET 3asABJICHHOH B
Ha3BaHWUU TeMaTuke; odopmieHHe pedepara HE COOTBETCTBYET
TpeOOBaHUSIMH ~ HAMHMCAaHUS M  TEXHUYECKUMH  TpeOOBaHUSMU
odopMIIeHUS

17



7. [TocemaeMocTs 10 MoryT ObiTe Haunciensl mpu 100% mocemeHNn NpPaKTHUECKUX U
JIEKIMOHHBIX 3aHATHH.

8. IIpeMuansHBIC OaITHI 20 Haumcnsrorcss 3a Hammcanwe HAyYHOW CTaThbd WM ydacTHE B
MEXKIYHApOTHOH KOH(GEpEeHIIMH B paMKaX TEMaTUKWA JAaHHOM
JCITUTUTAHBL.

9. Hroro 3a cemectp 100

Hrorosas omenka mo 3a4eTy BbicTaBisieTcs B 100-0amipHOM MIKale U B TPAIUIIMOHHON YeThIpex0aTbHOM
mkane. [lepeBog 100-0ayutbHONW  PEHTHMHTOBOM  OLIGHKHM 1O  JUCIHUIUIMHE B TPAIUIUOHHYIO
YEThIPEX0aUTBHYIO OCYIICCTBIISETCS CIASAYIOMNUM 00pa3oM:

100-6ayuipHasA cucTeMa TpanuimonHas cucteMa

50 - 100 GayuioB 3auTeHo

0 - 49 6aiut0oB He 3aureno

4.2 TunoBsie OLIEHOYHBIE CPEACTBA TEKYILIETO KOHTPOJIS
Omnpoc

Tema 2. TpeGoBanus K COCTaBICHUIO U 0(OPMIICHUIO TOKYMEHTOB
. Kakuie BuIbI OIIaHKOB MCTIONB3YIOTCS TIPH CO3TAHUH JJOKYMEHTOB?
. 'ne mpuBenens1 oOpa3iibl 6JaHKOB TOKYMEHTOB?
. Korna ucnons3yercs oOmmii 6mank?
. B kakux ciydasx npuMeHSIOT OJIaHK KOHKPETHOTO BHJIa JOKyMEHTa?
. B uem pasnunia mexmy oOmmmM 61aHKOM U OJTaHKOM KOHKPETHOTO BUAA JOKYMEHTA?
. Kakue TpeOoBanus peabsBISIOTCS K OJIaHKaM JOKYMEHTOB?
. Kakue nons nomxHbI ObITh y G1aHKOB?

00 3 N L LN

. O3HAaKOMBTECh C CYIIECTBYIOIICH MUCKYCCHEH 00 00s3aTeIIbHOCTH BEACHHS TPYIOBOM KHIDKKH. KakoBo
Bamre maenne?

9. Hcnonw3zys mnpaBoBeie 0a3el «lapanty u «KOHCYNBTaHT TIUIIOC», COCTaBbTE TIEpEUYCHBb
HOPMAaTUBHO-IIPABOBbIX JIOKYMEHTOB, PpEIVIAaMEHTHPYIOIIUX MpaBHJIa BEACHUS TPYAOBBIX KHIKEK.
JIOKyMEHTBI PacCIONIOKHUTE MO UX IOPUIUYECKOM CHUIIE.

10. Haiinure B pOCCHIICKOM 3aKOHOJATENIbCTBE JOKYMEHTBI, PENIAMEHTUPYIOLIME IpaBUila XpaHEHMs
TPYAOBBIX KHHXKEK.

IIpe3enTanus

Tema 2. TpeGoBanus K COCTaBICHUIO U 0(OPMIICHUIO TOKYMEHTOB
Temsl Ipe3eHTanui:
1. OcHoBHBIE IpaBHIIa OPOPMIICHUIO MAIIIMHOMUCHBIX TEKCTOB.
2. TpeGoBaHus K 0(hOPMIIEHHUIO TEKCTA.
3. OCHOBHBIE PEKBHU3UTHI JIOKYMEHTA, UX Ki1accudukamms, npaBuia odpopmieHus B coorBeTcTBuu ¢ [OCT.
4. @opmyssip U OJIaHK JOKyMEHTA.

Pedepar

Tema 4. UnpopmaninoHHO-cIIpaBoyHasi TOKyMeHTalus. JJoKyMeHTaIus 1o JMYHOMY COCTaBYy
Tewmsl pedepatos:
1. Ponb 1 3HaYeHHE HOMEHKJIATYPhI JIE]I B CUCTEME YIPABJICHUS JOKYMEHTAIBHBIM (DOHJIOM OpraHU3aIHH.
2. DKcnepTu3a UEHHOCTH JOKYMEHTOB: ITPABUIIA IIPOBEICHMS.




3. HopmaTtuBHOE perynupoBaHHe XpaHEHUs JOKYMEHTOB B OpraHU3aliH.

4. OTBETCTBEHHOCTH paboTOAATENS 32 HEMPABWIBHYIO OpraHU3aluio paboThl C TOKYMEHTaMHU U UX
XpaHeHHue.

5. ApXuB opraHu3aniy Kak CTPyKTYpPHOE MOApa3ieieHIe, OCYLIECTRISIIONIEEe XpaHEHUE apXUBHBIX
JIOKYMEHTOB.

TecrupoBanue

Tema 2. TpeboBaHUs K COCTABICHUIO U OPOPMIICHUIO JOKYMEHTOB
1. YTo oTHOCUTCA K IPU3HAKAM IOKYMEHTA:

A) GyHKIIMOHATBEHOCTH HH(OPMAIIHH;
B) To)xnecTBeHHOCTh camoMy cebe;

C) 3aKOHHOCTb;

D) 3aBeplIeHHOCTDL COO0IIEHHS .

2. . Kakoii 1orudeckuii mpuem, UCIoNIb3yeTCs MPU CO3IaHUHU JTOKYMEHTOB:
A) onpenesieHue;

B) ycranosnenue;

C) obocHOBaHHE,

D) pa3pscHeHue.
3. Ecu Bam HeoOxoammo J1aTh OMHMCaHUE PEKIaMUPYEMBIX yCiIyT, Bel cocTtaBuTe:

A) IOTOBOpPHOE MUCHMO
B) pexjiaMHoe nMCEMO
C) conpoBOAUTEIIBHOE MUCHMO

D) nuceMo-nipuriiameHye
4. Ecnu Bam HeoOXouMo MpebsIBUTh peTeH3UH napTHEPY, Brl coctaBuTe:

A) 10roBOpHOE MUCHMO
B) uadopmarionHoe TMCbMO

C) conpoBOAUTENBHOE MUCHMO

D) nucbMo-npeTeH3nio

5. YKaxuTe OTIIMYUTEIHLHOE CBOMCTBO IOKYMEHTA:!

A) KOTIMITHOCTB;



B) wpuanueckas cuia;

C) MHOXXE€CTBEHHOCTb;
D) TouHOoCTSb.
4.3 TIpomexxyTo4Hast aTTeCTAIHsI 10 TUCHUTUTHHE TPOBOAUTCS B (hopMe 3adera

Tunosbie Bonpocekl 3auera (I1K-2)
1. McTopus mosiBJIE€HUS TOKYMEHTA.
2. JIOKyMeHT U JOKyMEHTHpPOBaHHasi HH(popMaIys: odiiee 1 0coOeHHOE.
3. DNeKTpOHHBIE TOKYMEHTBI: 0COOEHHOCTH U IIPOOIEMbI HCIIOIb30BAHUS.
4. BuzioBoii cocTaB ynpaBlIeHUECKON JOKYMEHTAIMHU B 1I0PEBONIOLIMOHHOM Poccuu.
5. Bubl 3aMcoK Kak JOKyMEHTA.

Tunosble 3aganusa 1 3adera (IIK-2)
He npenycmorpeno

4.4. Illkana orieHMBaHMSI IPOMEXKYTOUYHOU aTTECTALIUU

Jeckpuntops! (ypoBHN) — OCHOBHBIC PU3HAKKA OCBOCHUS (TIOKa3aTEIH

Onenka Kommnerenrim
TOCTYOKCHHSI pe3YJIBTaTa)

[IK-2 B OCHOBHOM TpaBWJIBHO  CUCTeMaTH3HpyeT ©  00oOmiaer
MHPOpPMALIMIO, TOTOBUT CHpPaBKMU U 0030pbl IO BOIpOCaM
npoeCCHOHAIILHOW  JIeATENbHOCTH, PELEH3UPYEeT TEKCTHl IO
BONPOCAM  SKOHOMHMKH M YIPaBICHHUS  3/PAaBOOXPAHEHHEM.
JleMOHCTpUpYeT B OCHOBHOM C(hOpMUpPOBaHHOE YMEHHE padoTaTh C
HOpPMaTUBHOM  JOKyMeHTauueil  (3akoHbl P®, TexHuueckue
peraMeHThl, MEXIYHapoIHble ¥ HAIMOHAJbHbIE CTaHAAPTHI,
MPUKa3bl, pEKOMEHIAINH, MEKIYHAPOIHbIe eAuHUIIB cucteMbl CH,
JeUCTBYIONINE MEXTyHapOIHbIE KJIacCu(UKAIIUK U JIp.).

«3a4TEHOY
(50 - 100 6amoB)

I1K-2 He moxeT cuctemaTuzupoBarh U 00001aTh HHGOPMAIIHIO, TOTOBUTH
CIIPaBKH B 0030PHI 110 BOIIPOcaM Npo(heCCHOHATBHON IEeATETLHOCTH,
PEIeH3UPOBaTh TEKCTHI IO BOIMPOCAM SKOHOMUKH W YIIPABICHHS
«HE 3a4TCHO» 3IpaBoOXpaHeHUEeM. JleMOHCTpupyeT HeymMeHue paborarh C
(0 - 49 6amnos) HOPMATHUBHOM  JOKyMeHTamued  (3akoHbl P®D, TexHHUYeCKue
perIaMeHTBhI, MEXIYHapOIHble W HAIMOHAIBHBIC CTaHAAPTHI,
MPUKa3bl, pEKOMEHIAIMH, MEXyHAPOIHbIC eAUHUIIBI cructeMbl CH,
JEHUCTBYIOIINE MEXITYHAPOIHBIC KITaCCU(MUKAIINH H JIP. ).

5. MeTonnueckue yKkazaHusi AJisl 00y4al0OIIUXCS 110 OCBOCHUIO M CHUILTHHBI (MOLYJIS)

5.1 MeTtoandeckue yka3aHus 110 OPTaHU3aIMN CaAMOCTOSTEIBbHOM PadO0ThI 00YUYaIOIIUXCSI:

[Ipuctynas K W3yYeHUIO TUCIUIUIMHBI, B MEPBYIO Odepelb OOydaromuMmcsi HEOOXOAMMO O3HAKOMHUTHCS
comepxaHueM paboueil mporpammbl nuctuiumabl (PI1[]), xotopas ompezaenser coaepxaHue, oObem, a
TaKKe MOPSAIOK U3YUCHHsI U MTPETIOaBaHus yIeOHOM TUCIUILINHEL, €€ pa3/iena, YacTu.

J171 caMOCTOSATENbHOM paboThl BaKHOE 3HaYEHHE UMEIOT paszeibl «O0beM U collepskaHne AUCIUTITMHBD),
«YuebHo-mMeTonnyeckoe U HHGOpMAIIMOHHOE 00ecieyeHIe TUCIUIUIUHBD U «MaTtepruaabHO-TEXHUYECKOe
obecrieueHre JUCITUTUIMHBI, TpOrpaMMHOE obecreueHue, MpodeccCHoHaIbHbIC Oa3bl TaHHBIX U
MH(OPMAIIMOHHBIE CIIPABOYHBIE CUCTEMBI».

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




B pasgene «YuebHO-MeTommyeckoe ©  HMH(OpMAIMOHHOE oOecreueHre AUCHUIUIMHBDY — yKa3aHa
pexoMeHayeMasi OCHOBHAs U IONIOJIHUTEIbHAS JINTEpATypa.

B pasgene «MarepuaabHO-TEXHUYECKOE OOECIeYeHne UCLUUIUIMHBL, MPOrpaMMHOE OOecCIeyYeHue,
npodeccruoHabHble 0a3bl JaHHBIX U MH()OPMAIMOHHBIE CIPABOYHBIC CHUCTEMBD» COIEPKUTCS MEpeueHb
npodeccuoHaNbHBIX 0a3 JaHHBIX U HHPOPMAIMOHHBIX CIIPABOYHBIX CHCTEM, HEOOXOIUMBIX JJISi OCBOCHHUS
JUCLUIUINHBL.

5.2 Pexomennarnuu o0y4aromumcs 1o padbore ¢ TeOPETHUECKUMHU MaTepHallaMu 110 TUCIUILIIMHE

[Ipu uzyyennu u npopabOTKe TEOPETUUECKOr0 MaTepHana HeoOX0AUMO:

- IPOCMOTPETH €Ile pa3 npe3eHTaluo Jeknuu B cucteMe MOODLe, noBTOpUTh 3aKOHCIIEKTUPOBaHHBIN Ha
JEKUMOHHOM 3aHATUM MaTepual M JOMNOJIHUTh €ro € YYEeTOM PEKOMEHJOBAHHOM IOMOJIHUTEIbHOU
JTUTEPaTyphl;

- IPY CaAMOCTOSITEIBHOM M3yYE€HHH TEOPETUUYECKOM TEMBI CAENATh KOHCIIEKT, UCIOJIb3Ysl PEKOMEHIOBAHHBIE
B PII/] ucrounuku, npodeccruoHaibHble 0a3bl JaHHBIX U HHPOPMAIIMOHHBIE CIIPABOYHBIE CUCTEMBI:

- OTBETUTD Ha BOIIPOCHI JIsl CAMOCTOATEILHON pabOoThI, TTO TeMe MpecTaBieHHbIe B myHKTe 3.2 PIT/I.

- [P IOATOTOBKE K TEKYIIEMY KOHTPOJIIO HCIIOJIb30BaTh MaTepralibl (hoHIa oreHouHbIX cpencts (POC).
5.3 Pexomenpanuu no pabote ¢ Hay4HOH 1 yueOHOM JuTepaTypoit

PabGoTa ¢ OCHOBHOM M JONOJIHUTENBHOM JHMTEPAaTYpOl SBISETCS IIaBHOM (OpMOIl caMOCTOATENbHOM
paboThl M HEoOXOoaMMa MPH MOATOTOBKE K YCTHOMY ONpPOCY Ha CEMUHApPCKUX 3aHATHAX, K Jebartam,
TECTHUPOBAHHUIO, 3Kk3aMeHy. OHa BKIIOYaeT MpopabOTKy JIEKIMOHHOTO MaTephalia U PEeKOMEHIOBAHHBIX
HCTOYHMKOB U JINTEPATYPHI 110 TEMATHKE JIEKIIUH.

KoHCHeKT JIeKInu JOJKEeH coliepKaTh peepaTuBHYIO 3alIUCh OCHOBHBIX BOIPOCOB JICKIIUH, B TOM YHCIIE C
ornopoii Ha pa3MmeleHHsle B cucteme MOODLe mpe3eHTay, OCHOBHBIX MCTOYHUKOB M JIMTEPATYphl IO
TeMaM, BBIBOJBI MO KaXAOMY Bompocy. KOHCIeKT MOXKeT OBITh BBITIONHEH B paMKax pacliedyaTKd BbIIa4uH
MPe3eHTAlUi JIGKIUH WM B OTACNBHOW TeTpaau mo mpeaMery. OH JOKeH OBITh aKKypaTHBIM, XOPOIIO
YUTAaEMBbIM, HE COAEPIKATh HE OTHOCALIYIOCS K TeMe HH(POPMAITUIO HITH PUCYHKH.

KoHcnieKThl HayyHOW JHUTEparypbl MPU CaMOCTOSATENBHOM IMOATOTOBKE K 3aHATHUAM JOJDKHBI COJEPIKaTh
OTBETHl HA KaX/blii TOCTaBICHHBIH B TEME BONPOC, MMETh CCHUIKY Ha HCTOYHHK WH(POpPMALUU C
00s13aTeNbHBIM YKa3aHUEM aBTOpAa, HAa3BaHMS W TOJa W3AAHUS HUCIOJIb3YeMOH HaydyHOW JHMTEpaTyphl.
KoHcniekT MoOXeT ObITh ONOpPHBIM (COAEpXAaTh JUIIb OCHOBHBIC KIIIOUYEBbIC MO3HMIIMHU), HO TPH 3TOM
MO3BOJISIIOIMM  JIaTh TIOJIHBIA OTBET IO BOINPOCY, MOXET ObITh MOAPOOHBIM. OO0bEeM KOHCHEKTa
OIIPENETSAETCS CAMUM CTYIACHTOM.

B nporecce paboThl ¢ OCHOBHOM W JOTIOTHUTEIIBHON JTUTEPATYPOH CTYICHT MOXKET:

- JenaTh 3allUCU IO XOAy 4YTE€HHS B BHJIE NPOCTOr0 WIM pPa3BEPHYTOrO IIaHa (co31aBaTh IEPEUYECHb
OCHOBHBIX BOIIPOCOB, PACCMOTPEHHBIX B UCTOYHHKE);

- COCTaBJATH TE3HUCHl (LMTHpOBaHHE HauOoJee BAKHBIX MECT CTaTbu MJIM MOHOTpaduu, KOPOTKOE
U3JI0KEHUE OCHOBHBIX MBICJIEH aBTOpA);

- TOTOBUTH aHHOTAIMH (KpaTKoe 000011eHe OCHOBHBIX BOIIPOCOB PabOTHI);

- CO3/1aBaTh KOHCIIEKTHI (Pa3BEPHYTHIC TE3UCHI).

5.4. PexomeH1a1iuy MO NOATOTOBKE K OTAEJIBHBIM 33aHUAM TEKYIIETO KOHTPOJISA

CobecenoBanue MpenanojaraeT OpraHu3aluio Oecelpl MpernoAaBareist co CTyAEHTaMH 10 BOIpOcam
MPAKTHUYECKOTO 3aHATUS C LIEJbI0 Oojiee OOCTOATEIHHOTO BBISBICHHUS UX 3HAHUN MO OINpeneIeHHOMY
pasgeny, Teme, mpobieme U T.I. Bce wieHbl Ipynmbl MOTYT Y4acTBOBaTh B OOCYXKIEHUH, J00aBIATH
nH(pOpMaIUIO, TUCKYTUPOBATh, 3a/1aBaTh BOIIPOCHI U T.1.

YCTHBIE OMpOC MOXET TMPUMEHATHCS B pas3audHbIX (Qopmax: (QpoHTaIbHBIN, WHIWBUIYAIBHBIN,
KOMOMHUPOBaHHBIA. OCHOBHBIE KaUY€CTBA YCTHOTO OTBETA MOJIJIEKAIIETO OIICHKE:

- MPaBWJIBHOCTh OTBETA 110 COAECPIKAHHUIO;

- IOJTHOTA U TIIyOuHa OTBETA;

- CO3HATEJIbHOCTh OTBETA;

- JIOTHKA U3JI0KEHUS MaTepuaa;

- pPalMOHAJIBLHOCTh UCIIOJIb30BaHHBIX PUEMOB U CTIOCOOOB PEIlIEHUS TOCTABIEHHON yueOHO! 3a/1auu;

- CBOEBPEMEHHOCTh M 3((EKTUBHOCTH MCIIOIB30BAHUS HATNISIHBIX MOCOOMHA M TEXHUYECKUX CPEICTB IPH
OTBETE;
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- CTIOJIb30BaHUE JOTIOTHUTEIBHOTO MaTepHaa;
- palMOHAJIBLHOCTD UCIIOB30BAaHUSI BPEMEHU, OTBEJICHHOTO Ha 3a/1aHue.

YCTHBI OIIPOC MOXKET CONPOBOXKAATHCS IMPE3CHTALUEH, KOTOpas IMOATOTaBIMBAECTCA IO OAHOMY U3
BOIPOCOB MPAKTHYECKOTO 3aHATUS. [IpH BRICTYIUIEHHH ¢ Mpe3eHTalnueld HeoOXoauMo odpamarb BHUIMaHUE
Ha TaKWe MOMEHTHI KaK:

- colep)KaHUE TPE3CHTALMU: aKTyalbHOCTh TEMbI, IOJIHOTA €€ PACKPBITHSA, CMBICIOBOE COJAEp)KAHUE,
COOTBETCTBHE 3asBJIEHHOM TEMbI COJIEPIKaHNIO0, COOTBETCTBHE METOAUYECKUM TPEeOOBAHUAM (LIETTU. CCHUIKU
HA PECYpChl. COOTBETCTBUE COACpPKAHUS U JIMTEPATypbl), MpaKTUUeCcKas HaNpaBIeHHOCTb, COOTBETCTBUE
cofiepaHusl 3asBICHHON QopMe, aleKBaTHOCTh UCIOIb30BAHUS TEXHUYECKHUX CPEACTB YUeOHBIM 3ajlauam,
MOCJIEZIOBATENBHOCTD U JIOTUYHOCTDH MPE3EHTYEMOT0 MaTepuara;

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

- TMYHOCTHBIE KaueCTBa: OPATOPCKUE CIIOCOOHOCTH. COOMIOIEHUE pErIaMeHTa, SMOIIMOHATILHOCTh, YMEHUE
OTBETUTH Ha BOIIPOCHI, CUCTEMaTU3UpOBaHHbIE, INTyOOKKE U MOIHbIE 3HAHUS 110 BCEM pa3jiesaM MporpaMMmbl:
- coep)KaHWe BBICTYIUICHHUS: JIOTUYHOCTh H3JI0KEHHUS Marepualia, pacKpbITUE TEMBl, JOCTYIHOCTh
uznoxkeHus, d3PpdextuBHOoCcTh npuMeHeHuss cpeacts HWKT, cmocoObl u  yciaoBHsS JIOCTHXKEHUS
pPEe3yNBbTaTUBHOCTH W 3(P(EKTUBHOCTH U1l BBIMOJHEHHS 3a/1a4d CBOeH MpOo(eCCHOHAIBHONW WM Y4eOHOU
NeSITeIbHOCTH, JJ0Ka3aTeJIbHOCTh NMPUHUMAEMBIX PEIICHUM, YMEHHE apryMEHTHPOBATh CBOM 3aKIIIOYCHMUS,
BBIBO/IbI.
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