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

ITK-9 CriocoGeH ocymiecTBIATh MPOKYPOPCKUiA Ha30p 3a codmoaenrnemM Koncruryiun PO u ucnomnenneM
3aKOHOB, JICHCTBYIOIIMX HA TeppuTOpuu PO

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

OCBOCHMHA NJUCLHMITIIIMHBI:

- NPaBOIPUMEHUTEIIbHBIN

1.3 JIucuurniauHa OpHEHTHPOBAaHA HA MOATOTOBKY OOydYaromuxcs K MpodeCCHOHAIBLHON JesSTEIbHOCTH B
chepe: 09 HOpucnpynenuust (B cdepax: oOecredeHUs: BEPXOBEHCTBA 3aKOHA, €IMHCTBA M YKPEIUICHUS
3aKOHHOCTH; 3alllUThl HWHTEPECOB JMYHOCTH, OOIINECTBA U TOCYAApCTBAa; pPa3pabOTKU U peanu3aluu
MPaBOBBIX HOPM; OOECIIEUCHUS 3aKOHHOCTH U TIPABOTIOPSIIKA)

1.4 B pe3ynbrare 0CBOCHHSI TUCIUILUIUHBI Y 00YYaromIMUXCsl TOJKHBI ObITH COPMUPOBAHBI:

O0001IeHHBIC TPYIOBBIE

KO,I[ 1 HAUMCHOBAHUC

(hyHKUMY / TPYAOBBIC komriereHu @I'OC BO,
(GbyHKUMY / TPYyZOBBIC HITH HEOOXOIUMOM ISt .
WnankaTopbl JOCTHKEHHSI KOMIIETSHIHHA
npodeccroHaIbHbIE (hopMHpOBaHUS TPYAOBOTO
JeicTBus (py HaTUIUU WK IpoecCHOHATBHOTO
npodcranaapra) nefcTBUS
[TIK-9 Cnocoben Odopmiiier TPHUHATHIE YIPABICHUYESCKUE pEMICHUS B
OCYILECTBIIATH IOPUINYECKON TOKYMEHTAIUH
NPOKYPOPCKUNA HAI30p 3a
COOMIOICHUEM

Koucturyuuu PO u
WCTIOJTHEHHEM 3aKOHOB,
JIEUCTBYIOIIUX Ha
Teppuropuu PO

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

[TK-9 Crniocoben ocymiecTBIATh MPOKYPOPCKHUI Haa30p 3a cobmionenneMm KoHcTHTyIMn
P® u ncnosHeHnEM 3aKOHOB, AEHUCTBYIOIIMX Ha Tepputopun PO

Ne
n/m

HanmenoBanmue
JIMCITUILINH,
OTIPEICIISIIOITIX
MEKIUCIUTUTMHAPHEIE
CBSA3H

dopma oOyyeHus

3aouHas
(cemectp)

Ounas
(cemectp)

316|103 |6 |10

1 |McTopus poccuiickoro
KOHCTHTYLIMOHAINA3MA

+ +

2 | KonTpoasHO-HAI30pH
o€ TIPOU3BOJICTBO

3 |IIpakTuka mo
MOJTY4YEHUIO
poheCCHOHATTLHBIX
YMEHHH U OIBITA
npoheCcCHOHATTLHOU
JeSITeIbHOCTH

4|Cnyx0a B opranax u
OpraHu3aImIx

MIPOKYpaTyphl

5|CynebHas BIacTh U
POKypaTypa




2. Mecto nucuuiuiaabl B cTpykrype OIl cnenuaaurera:

JucuuiuinHa «Jleonpon3BOACTBO B TOCYIapCTBEHHBIX OpraHax» OTHOCUTCS K 4acTd, (OopMUpYyeMOi
y4aCTHHKaMHU 00pa3oBaTelbHbIX OTHOLIEHUH, ydeOHoro ruiana OIl nmo Hampasnenuto noarorosku 40.05.04
- CyneOHast 1 IpOKypOpcCKast IesITeIbHOCTb.

JucuunnuHa «Jlenonpon3BoICcTBO B TOCYJapCTBEHHBIX OpraHax» U3y4aeTcs B 3 ceMecTpe.

3.00beM U coep:kaHMe TUCHUILTHHBI
3.1.00beM TUCIUTUIHHBI:

. Ounas 3aoyHas
Bun yueGHOM paboThI
(Bcero yacoB) | (Bcero 4yacon)
OO0mas Tpyn0éMKOCTb 1M CHUILTHHBI 108 108
KonTaktHas pabora 32 8
Jlexnuu (Jlexiun) 16 4
[Tpaktuueckue (IIpakr. pab.) 16 4
CamocrositenbHas pabota (CP) 40 91
DK3aMeH 36 9

3.2.ConepxaHue Kypca:

Ne HasBanue Bun yue6Ho# paboThl, yac. | @OpMBI TEKYIIETO
TEMBI pa31[ena/ TEMBbI Jlexknun Hp aAKT. CP KOHTPOJIA
pao.
o|3]o]3]0]3
3 cemecTp

1 [TousiTne n VYeTHbIl onipoc
IIpaBOBast >l 1121 -15113
periaMeHTanus
JIeJI0TIPOU3BOJICTBA.

2 JlokyMeHTHpOBaHUE CobecenoBaHue;
yIpaBiICHYECKOM 2 12 ]2 1 5 |13 Pedepar
NESITeIbHOCTH.

3 Cocrasienue u CobecenoBaHnue;
oopmienue >l 121115 |13 Pemenue 3amau
OT/ICTIbHBIX BUIOB
JTOKyMEHTOB.

4 Opranunzanus YCTHBIN 0IpOC;
paboThI ¢ ) 1| a 1 7 1 13 TectupoBanue
JTOKyMEHTaMH.

5 Tekyiee xpaHenue YeTHBIM onpoc
JIOKYMEHTOB. 2 - 2 - 5 |13
Homenxkiarypa nei.

6 IlonroroBka nein x VYeTHbIl onpoc
apXUBHOMY 2 - 2 1 5 |13
XPaHEHHUIO.




7 Opranuzanus YCTHBIN 0IpOC;
paboThI ¢ TectupoBanue
JTOKYMEHTHPOBAHHO
it uaopmarmeit
OrpaHUYEHHOTO
JOCTyTA.

Tema 1. IlonsiTue U npaBoBasi peryiaMeHTanus aAeaonpounssoacrsea. (IIK-9)

Jlexknus.
JlokyMeHTOBe/IecHHEe - Hay4Has JUCUUIUIMHA, KOTOpas HW3y4aeT B MCTOPUYECKOM pa3BUTUH: 1)
3aKOHOMEPHOCTH 00pa30BaHUs JOKYMEHTOB; 2) CIIOCOOBI MX CO3MaHMUS; 3) CTAHOBICHUE U PA3BUTHE CUCTEM
JIOKYMEHTAIUH, CKJIaIbIBAIOIINECS B PA3IMYHBIX OTPACIISAX YETOBEUECKOU NEATEIbHOCTH.
Jlenonpou3BoOACTBO OMpeenseTcss Kak "oTpacib AesTeNbHOCTH, oOecreunBaomas J0KyMEHTHPOBaHUE U
opranmzanuio paboTsl ¢ JTOKyMeHTaMu'", T.e. BECh IPOLECC C MOMEHTa CO3/aHusl OKYMEHTa U JI0 €ro
YHUUTOXKCHUSI WM Mepeladyd Ha XpaHeHWE B apxuB. BakHeilmed 3agadeidl JTOKYMEHTOBEACHUS Ha
COBPEMEHHOM JTaIe SBJISETCS TeOpeTHUeckoe 000CHOBAaHKE MPOLIECCOB JOKYMEHTAIIMOHHOTO 00ecreueHust
yopasiieHUsl. DTO mpeaMeT JoKyMmMeHToBeaeHue. Cama ke opraHu3alusi JOKYMEHTHBIX paboT: co3laHue,
W3TOTOBJICHUE, MPHEM, paclpeiesieHue, PerucTpamnusi JOKYMEHTOB, KOHTPOJb HCIIOJHEHHUS, CIpaBOYHAs
paboTa, BONpPOCHl KJIaCCU(PUKAIUU JOKYMEHTOB, MOPSAOK MPOBEACHHS SKCIIEPTU3BI LIEHHOCTH, XpPaHEHUS U
UCIONB30BaHUSl  JOKYMEHTOB -  MpeaMeT  JAelomnpou3BoiacTBa. IlapamiensHo ¢ TepMUHOM
"menompou3BoACcTBO" B 90-€ oAbl UCITONIB3YeTCsl TEPMUH " TOKYMEHTAaIIMOHHOE oOecTieueHre ynpaBieHus" u
"uHpOpPMAITMOHHO-TOKyMEHTAIIMOHHOE oOecrieueHue ynpasieHus". [losBaeHne 3TUX TEPMHUHOB CBSI3aHO C
BHEJPEHUEM KOMIIBIOTEPHBIX CHCTEM B YIIpPaBJIIEHWE U C TEM, YTO MOMHMO TPaJAULMOHHONW paboThI C
JIOKyMEHTaMH OCYIIECTBISACTCS ¥ MHPOPMAITMOHHOE 00ECIIedYeHUE YIpaBieHus, paboTa ¢ 6a3aMu JaHHBIX.
Cucrema OpraHuU3allMOHHO-PACHOPAIUTEILHON JOKYMEHTAllMM MPEJACTABISET M JAPYTUX CHCTEM
MPABOBYI0 OCHOBY, MO3TOMY TaK Ba)XHO M HEOOXOMUMO OBLIO MPOBECTH YHU(DUKAIUIO ITOW CHUCTEMBI
JIOKyMEHTAII1H.
VYHudukanus J0KyMEHTOB MPEINoJaraer:
. YCTaHOBJICHME HOMEHKIATYpPhl JEHCTBYIONIMX B paMKaX CHUCTEMbl YHH(PHUIMPOBAHHBIX (Qopm
JIOKYMEHTOB;
*  pa3paboTKy eIWHOW Mojaenu (CXEeMbI) MOCTPOSHHUS JAOKYMEHTOB CUCTEMBI C HCIIOJNIb30BAHUEM, Kak
npaBuio, Gopmyssipa-oopasua;
* pPa3paboOTKy CTPYKTYp IOKYMEHTOB;
* Cco3J1aHue OOIIMX CUHTAKCHYECKHUX MPABHII OCTPOCHUS IOKyMEHTOB.
Pesynprarom paboTel MO YHUUKAMK U CTaHJAPTU3ALNUU JTOKYMEHTOB MOTYT OBITh KaK CTaHAApTHl Ha
OTACNbHBIE JOKYMEHTHI (HalpuUMep, OTYET O HAyYHO-HCCIENOBATEIbCKON paboTe) WM Ha OTACIIbHBIC BUIBI
MPOAYKIIMU (HampuMep, OOJOXKKa el IIUTENbHBIX CPOKOB XPAaHEHHWs), TaK UM Ha YHUPUIUPOBAHHBIC
CUCTEMBI IOKYMEHTALIUH.
YuugunupoBanHas cucreMa nokymenranuu (YCJ) - 3To cuctema JOKYMEHTAIUH, CO3/IaHHAs TI0 €IUHBIM
MpaBWJIaM U TPeOOBaHUSAM, COAEpKamiasi HHPOPMAIIHIO, HEOOXOAUMYIO ISl YIIPABICHUS B ONPEACTICHHON
cdepe nesTeNbHOCTH.

IIpakTnyeckoe 3ansATHE.
1. OcHOBHBIE HCTOPUUECKHUE FTAMBI PA3BUTHS JAEIIONPOU3BocTBA B Poccun
2. [Ipeamer, 3apauu, CTPYKTypa ATUCIUTIIIUHBI
3. Kiaccudukanus 3akOHONATENBHBIX, HOPMATHBHBIX, METOAWYECKUX MATEPUAIOB, KACAIOIIUXCS
JOKYMEHTHPOBAHUS M OpraHU3aIluu padOThI ¢ JOKYMEHTaMH.
4. TOCTer Ha pnokymeHTauuio. OOmepoccuiickue Kiaccu(UKaTopbl TEXHHUKO-SKOHOMUYECKOH U
conuanbHOM nH(popMaruu. ['ocymapcTBeHHas CUCTEMA TOKYMEHTAIIMOHHOTO 00SCTIICUeHUS YIIPaBICHUS.

3ananus AJ51 CAMOCTOSITEILHOI padoThI.
IMoaroroBbTe pa3BepHyThIe OTBETHI HA BONPOCHI:
1. IIpaBoBO€ M1 HOPMATUBHO-METOUYECKOE PETYIMPOBAHUE JEIONPOU3BOICTBA.
2. JlokanpHbIE aKThl OPTaHU3aLUH, PEIIAMEHTHPYIOLIUE IE€TI0NPOU3BOCTBO.



3. Opranu3zanus ciryk0bI IeTOMPOU3BOICTBA.
4. NzyuyeHue coaepKaHus JIOKaJIbHBIX AKTOB OpTaHU3AIMH, PETIAaMEHTUPYIOIINX ASTONMPOU3BOICTBO.
5. N3yuenue coneprkaHus JIOKAJIbHBIX aKTOB OPTaHU3aLUU, PETIAMEHTUPYIOIIUX I€TOMPOU3BOJCTBO.

Tema 2. JlokymMeHTHpPOBaHHUe ynipaBjJeH4YecKoi AeaTeabHocTH. (ITIK-9)

Jlexknus.
JIOKyMEHT — MaTepHaJbHbI HOCUTEIb C 3a)MKCUPOBAHHON Ha HEM B 10001 (hopme nHpopmanmeii B Buae
TEKCTa, 3ByKO3aIUCH, N300paKeHHs U (MJIM) UX COYETAHUS, KOTOPbI MMEeT PEKBU3HTBHI, TO3BOJISIOIINE €To
UACHTUUIMPOBATh, W TMpeJHa3HaYeH [UId IepelJadd BO BPEMEHM M B IPOCTPAHCTBE B IIEIAX
00IIECTBEHHOTO UCIIOIB30BAHUS U XPAaHEHHUS
CoumanbHas TpUpoa JOKYMEHTa CaMblM TECHBIM 00pa3oM cBsi3aHa ¢ (yHKUUSAMH AokymeHTa. Ilox
dbysknuei (ot mar. "functio" - UCHONHEHHE) TOKYMEHTa MOHMMAETCS BHYTPEHHE NPHUCYIEE €My IEIeBOe
Ha3HAYeHHE, COLMAIBHO BBIpaOOTaHHBIN croco0 ero ymnorpebnenus. MHaue roBops, PyHKIMH TOKYMEHTa
IpeIoNpeeNieHbl ero 00IIeCTBEHHO-IPAKTUYECKUMHU IIeNISIMU M 33Ja4yaMHM, SBISIOTCS MPOM3BOIAHBIMH OT
HUX.
OyHKIIMM JTOKYMEHTAa HENOCPEICTBEHHO CBs3aHbl C (QYHKUUSAMH HH(OpMAIMU, KOTOPbIE JIOKYMEHT
IpUHUMaeT Ha cebs mocie (Qukcauuud 3ToM MH(pOpMALMKM Ha MaTepuanbHOM Hocutene. Ilockombky
colasibHasi HHGOpPMaLUs OPUEHTUPOBAHA HA YIOBJIETBOPEHHUE PA3IMUYHBIX YEJIOBEUYECKUX NMOTpeOHOCTEH,
T.€. MHOTO()YHKIIMOHAJIbHA, TIOCTOJIBKY U IOKYMEHT TaKXkKe MOIH(YHKIIOHAJICH.
CoBOKYMHOCTh (DYHKIHMI SIBISIETCS CPEACTBOM JOCTM)KEHHUS LEIM W peaju3alMy 3ajad, Uil pelIeHUs
KOTOPBIX JIOKYMEHT TIpeaHa3HadeH. DYHKIMU OKa3bIBAIOT HEMOCPEACTBEHHOE BIHMSHUE HA BUJBI,
Pa3HOBUIHOCTH, CTPYKTYPY AOKYMEHTOB. 3HaHUE (YHKIHUH SBIsSETCS HEOOXOIMMOMN MPEANOCHUIKON IS
KJaccu(UKauy JOKYMEHTOB U JajbHEHIIero 6oee riryooKoro ux u3y4eHus.
Paznuunblie QyHKIMKM JOKYMEHTa TECHO B3aMMOCBS3aHBI M MEPEIICTEHBI MEXKAY COOO0M, MO3TOMY M3yUEeHUE
UX BO3MOXKHO TOJIBKO C TIOMOLIbIO OOILICHAayYHOTO MeTojda a0CTparupoBaHHs, T.€. MBICJICHHOTO
pasrpaHMYCHHS U BPEMEHHOTO BBIICTICHUS KAaKUX-THOO0 OTJAENbHBIX (DYyHKITHA.

IIpakTnyeckoe 3aHsATHE.
1. JIokyMeHT u ero (pyHKIIUH.
2. CriocoObl JOKYMEHTUPOBaHUs. 3HAYEHNE JOKYMEHTOB ISl IPUHSITHS YIIPABIECHYSCKUX PEIICHUI.
3. OpraHu3anoHHO-PAaCHOPSAUTENBHBIC, CIPAaBOYHO-UH(POPMAIIMOHHBIE U CIPaBOYHO-aHAINTHUECKUE
JOKYMEHTHI.
4. Turnomnorust ciy>keOHbIX JOKyMEHTOB
5. O0mue TpeboBaHUS K TEKCTY JOKYMEHTA.
6. CocTaB peKBU3UTOB JOKYMEHTOB.
7. OcoOeHHOCTH S3bIKA, CTHIIS M PEIaKTUPOBAHUS OQHUINAIBHBIX JOKYMEHTOB.

3ananus AJ51 CAMOCTOSITEILHOI padoThI.

—

. ITorsaTus «cucrema JOKYMCHTAIUN» U ((}’HI/I(i)I/IHI/IpOBaHHaH CUCTEMA JOKYMCHTALNN)).

[\S}

. YHU(ULIMPOBaHHbIE CUCTEMbI JOKYMEHTAIUH, JCHCTBYIOIINE B HACTOSIIEE BPEMS.

[98)

. CDYHKHI/IOHZU'IBHI)IG, OTpacyICBbIC U BEAOMCTBCHHBIC CUCTEMbI JOKYMCHTAIIUNU, UX B3aUMOCBSI3b.

Tema 3. CocraBiienne u ogopmiieHHe OTAeJIbHBIX BUI0B 10KyMeHTOB. (ITK-9)
Jlekumus.



DJeMEeHThl JOKYMEHTOOOOpOTa KOMIIAaHMM MOXKHO KIAcCU(PUIIUPOBAaTh B 3aBUCUMOCTH OT BHJA
NesTeIbHOCTH, HAMMEHOBAHUSL JJOKYMEHTa, MECTA €r0 COCTaBJICHUS, CTENIEHU CEKPETHOCTHU, IOPUIUUYECKOM
CWJIBI, CTETIEHU O0053aTehbHOCTH, XapakTepa COIEpKaHusA. JTO NaJeKo HEe MOJHBIA MepeueHb (haKTOpOB,
KOTOphIE BIMSIIOT Ha Kiaccupukanuioo. Kpome Toro, kaxkmas o007acTh JAEATEIBHOCTH OIEPHUPYET
crenu(pUIecKUMI BUaMU JOKYMEHTOB. B KadecTBe mpuMepa MOKHO MPHUBECTH MPOU3BOACTBEHHYIO WU
WHXCHEPHYIO JIOKYMEHTAIMI0, 6€3 KOTOPOW He OOXOAMTCS JEATEIBHOCTH JIF000H OpraHu3anuu, 3aHsATON B
npombinuieHHON cdepe. K ocHOBHBIM mpaBuiamM OQGOPMIICHUS JOKYMEHTOB MOXXHO OTHECTH B TIEPBYIO
oyepeslb CXEMbl PACIIOIIOKEHHSI PEKBU3UTOB M MX MepedHr. OCHOBHBIM HOPMATHBHBIM aKTOM B JaHHOU
copepe sBusiercst [OCT P 7.0.97-2016. On pacmpocTpaHsieTcsi Ha OpraHU3alMOHHO-PACTIOPSIUTEIbHbIC
JOKYMEHTBI, KOTOpPBIE OTHOCATCA K YHU(DHUIIMPOBAHHON CHCTEME OpraHU3aIMOHHO-PACTIOPSIUTEIHLHOM
JIOKyMEHTAII1H.

IIpakTnyeckoe 3ansATHE.
1. CocraBnenue u opopMIICHHE 3asBICHHUS, JOKJIATHOW, OOBICHUTEILHOM 3aMUCKH.
2. CocraBnenue u opOopMJICHUE PA3TMYHBIX BHIOB CIIPABOK.
3. CocraBnenue u oopMIIEHHE aAKTOB.
4. CocraBnenue u opopMICHHE MPOTOKOJIOB.
5. CocraBnenue u opopMIICHHE MTPHUKA3A.
6. CocraBienue v oopmIIeHHE JTOKYMEHTOB 110 JIMYHOMY COCTaBYy.

3ananus AJ51 CAMOCTOSITeILHOI padoThI.
IMoaroroBbTe pa3BepHyThIe OTBETHI HA BONPOCHI:
1. [TonmubIe U KpaTkue GOPMBI IPOTOKOIIOB.
2. CucremMa TJIaHOBOM [TOKYMEHTallUM. BHIbl MIAHOBBIX JOKYMEHTOB: IUIaH, IMEPCIEKTUBHBIN IJIaH,
nmporpaMma, rpaduk, cxema, reHepaibHas cxema. denepaibHble, OTpacieBble, TEPPUTOPHAIIbHBIE MIaHbI U
MIPOrPaMMBlI.
3. Cucrema OTYETHOM JOKYMEHTAllMM: TOCYJApPCTBEHHAs CTAaTUCTHUYECKas OTUYETHOCTb, BEAOMCTBEHHAs
OTYETHOCTh, BHYTPUYUPEIKICHYECKAs OTYETHOCTh. Pa3paboTka yHUPUIIUPOBAHHBIX (OPM OTUETHOM
JIOKyMEHTAI1H.
4. Cpoku npecTaBiIeHUs] OTYETHOCTH.
5. Kagposast nokymeHTanus (1o JIMYHOMY COCTaBYy) — TPYAOBbIE KOHTPAKTHI, IPUKA3bI [10 TUYHOMY COCTAaBY,
TPYAOBBIE KHUXKKHU.
6. VYuHudunupoBaHHble (OPMBI TIEPBUYHOW YYETHOH JOKYMEHTAIlMM 1O TPyAy M €ro oruiare.
KonduneHmanpHOCTh JOKYMEHTOB IO IMYHOMY COCTaBY.

7. OcobenHoctu odopmieHUs pe3ome, 3asBICHUM, aHKeT, aBroouorpaduii. CocTaB JIUYHOTO Jela
paboTHHKA.

Tema 4. Opranuzanus padoThbl ¢ JOKYyMEHTAMM.

(IIK-9)
Jlekumus.

Opranuzanus paboThl ¢ TOKyMEHTaMU — 3TO CO3[JaHUE ONTUMAJIbHBIX YCIIOBUHM JJIs BCEX BUIOB padoT C
JOKYMEHTaMH C MOMEHTa HMX CO3[aHMsl WIM TMOJY4YeHHs [0 YHUUTOXECHHS WIM Mepelayd Ha apXUBHOE
xpanenue. K takum pabGoTraM MOXKHO OTHECTH: MPHUEM M PETUCTPALMIO, PACCMOTPEHHE TOKYMEHTOB
PYKOBOIUTENSAMHU, MOPSAIAOK MPOXOKIEHUS IJOKYMEHTOB B OpraHM3allid, UX HCIOJIHEHUE, KOHTPOJIb
UCIIOJTHEHUS, popMHUpOBaHME JeJI, TOATOTOBKY U MEpeiauy /1€ B apXUB.

JIBU>KeHHE NOKYMEHTOB B OpraHM3alldd C MOMEHTa MX CO3[JaHUs WIM TOJNy4YeHHs A0 3aBepLICHUS
WCIIOJTHEHHS WJIH OTIIPABKHA 00pa3yeT JOKYMEHTOOOOPOT.

PaGora ¢ mokymMeHTaMu MPeanpUsITHS BHIIISIAUT B BUE TEXHOJIOTHUECKOM 1IETTOUKH OTepaluii:
IIPUEM BXOZSIINX TOKYMEHTOB; IIPEABAPUTEIBHOE PACCMOTPEHNUE (pPa3METKa) CEKPETAPEM;
perucrpanus 10KyMEeHTOB; T0KJIa/ PYKOBOAUTEIIO O MOJyYEHHBIX JOKYMEHTAaX;

IIPUHSTHIE PELIEHHS] pYKOBOJUTENIEM; HAIIPABIEHUE JOKYMEHTOB Ha NCIIOJHEHMUE;

KOHTPOJIb HWCIOJHEHHs] JIOKyMEHTOB; HCIOJHEHHE JIOKyMEHTOB; (OpMUPOBaHHE JOKYMEHTOB B [I€JO;
UCIOJIb30BaHUE IOKYMEHTOB B CIIPaBOYHO-UH(OPMAIIMOHHOM padoTe;



OIMPCACIICHUC CPOKOB XpaHCHHA JOKYMCHTOB — I€pclada B apXuB, ,Z[aJIBHeI\/'II_Hee HUCIIOJIB30BaHUC,
YHUYTOXCHUC NOKYMCHTOB.

CremeHp  COBEPILIEHCTBA TEXHOJOTMUECKOW CHCTEMBI pabOThl €  JOKYMEHTaMH  OIpEaeIsieTcs
ONEPATUBHOCTHIO TEPEMEIICHUsI W UCIOJHEHHS JOKYMEHTOB M 3(PQPEKTHBHOCTHIO 0OOECIIeUeHUs
PYKOBOJICTBA MPEANPHUATHS JOKYMEHTUPOBAHHOM HH(pOpMALIUH.

B nmoxymeHTanmoHHOM 00eCIeYeHNH MPEANPHUATHS BBIIEIACTCS TPU TPYTIIHI JOKYMEHTOB!
BHYTPEHHHE JTOKYMEHTBI; TIOCTYMAIONINE (BXOASIIINE) JOKYMEHTHI;

OTIIpaBJIsieMble (MCXOSIINE) TOKYMEHTHI.

CymiecTByeT HECKOJIBKO (hOPM pErUCTpallui TOKYMEHTOB:

LeHTpadu30BaHHas (HauOompmas A(PGEKTUBHOCTh JOCTHUTAETCS TMPU IEHTPATU30BAaHHON CHCTEME
perucTpanyu (BCe perucTpalioOHHbIC CHCTEMBI B OJHOM MECTE MJIH OTHUM PabOTHUKOM);

JCIICHTPAIN30BaHHAs (PEruCTpalys JOKYMCHTOB B MECTaX MX CO3JaHHS WJIH WCIIOJHEHUS (CTPYKTYPHBIX
MOZIpa3IeIICHUX );

cMellaHHas (0Ha 4acTh JOKYMEHTOB PErHCTPUPYETCs LIEHTPATIM30BaHHO, Jpyras JELEeHTPaIN30BaHO (B
CTPYKTYPHBIX MOAPA3CIICHUSX ).

IIpakTnyeckoe 3ansATHE.
1. JIokyMeHTOOOOPOT U €ro pa3BUTHE
2. OCHOBHBIE TTpaBUJIa OPraHU3AIMH TIOKYMEHTOO0OpOTa B OpraHu3auy (YIpEIKICHUN).
3. Cxema IBUKEHUS M TEXHOJOTHs 00pabOTKH JOKYMEHTOB.
4. Peructpanuusi JOKyMEHTOB.
5. Yder o0beMa pokymeHTooOOpoTa. MHpOpManmoHHo-cripaBoyHass paboTa U KOHTPOJIb 32 UCIOJTHEHUEM
JTOKYMEHTOB.
6. BeimonHeHne paboT 10 KOHTPOJIIO 32 UCIIOTHEHUEM JIOKYMEHTOB.
7. Beimonaenne nHGOPMaIMOHHO-CIIPABOYHOM PaOOTHI.
3anaHus AJ51 CAMOCTOSITEILHOI padoThI.
[ToaroToBbTe pa3BepHYyTHIE OTBETHI HA BOIPOCHI
1. Beimonuenue padoT mo 00paboTKe BXOAAIINX JTOKYMEHTOB.
2. Bemonnenue paboT mo 00paboTKe UCXOIANTUX TOKYMEHTOB.
3. BeimonHeHue paboT MO PErucTpaliuyi BXOAALIINX JTOKYMEHTOB.
4. BoimonHeHue paboT MO PETUCTPALUU UCXOISAIINX U BHYTPEHHHUX JOKYMEHTOB.
5. BeimonHeHune paboT 1o yuetry o0beMa J0KyMEHTO000poTa.

Tema 5. Texyniee xpanenne noxkymentoB. Homenkinarypa nea. (IIK-9)
Jlexknus.

Texymee xpaHeHHE JOKYMEHTOB B JICJIONMPOM3BOACTBE IOJIpa3syMeBaeT XpaHEHHE [EeNOBBIX Oymar,
UCIIOJTHEHHUE 10 KOTOPBIM YK€ 3aBEpIICHO, HO AKCIEPTU3a UX LIEHHOCTU HE MpoBeneHa. Jlo Toro, Kak 3TH
JOKYMEHTHI IIepeaayT Ha XpaHEHUE B apXUB OpraHu3aluu, uX (OpMHUPYIOT B Jefia, KOTOpbIe HAXOIATCS Ha
TEKyILIEM XpaHEHUHU y UCTIOJIHUTENEH WK MepeaaroTcs B CIIyKOy JeJIONpPOU3BOJCTBA, a NMPH €€ OTCYTCTBUH
— COTpPYAHMKY, Ha3HAYEHHOMY B KOMIIAHMM OTBETCTBEHHBIM 3a TEKylllee XpaHeHUe NOoKyMeHToB. Ilocie
TOrO, Kak OTY4ET 1O KOMaHIMPOBKE OyneT NpeAocTaBieH (BMECT€ C AaBaHCOBBIM OTYETOM H
MOATBEPKIAAOIIMMH PacXobl JOKYMEHTAMU, €CJIM TAKOBbIE UMEIOTCA), BCE JOKYMEHTHI ITOAIIMBAIOT B OJHO
JIEJI0 BMECTE C IPUKAa30M M OTHIPABISAIOT Ha apXMBHOE XpaHEeHHE. Tekylllee XpaHEHHE U HCIOJIb30BaHHE
JOKYMEHTOB, KOTOpBIE €lI€ MOTYT MOHAaJOOUTCS, OCYLIECTBISETCS O TOTO MOMEHTAa, B HUX eI ecTh
HEOOXOIMMOCTh M HCIIOJHUTENN K HUM DEryisipHO oOpamatorcs. OObIYHO, 3TO TpU ToOja, MOCIE Yero
copMHpOBaHHBIC B Jieia JOKYMEHTHI IIEpEeJaloT B apXUB Ha JUIMTENbHOE XpaHeHue. PaboTy ¢ apXUBHBIMU
JOKYMEHTaMU B KOMIAHUM peryiaupyer llonokeHne O XpaHEHHMH [OKYMEHTOB B OpraHU3allUd WU
[TonmoxxeHnem 06 apxwuBe.

Opranuzanus TEKyIIEro XpaHEHWs JIOKYMEHTOB B JEJIONPOM3BOJICTBE IOJPAa3yMEBAET MCIIOJIb30BAHUE
MH(POPMALMOHHO-TTOUCKOBBIX CHUCTEM, C IMIOMOIIBIO KOTOPHIX MOUCK HYKHOTO JIOKYMEHTa MPOU3BOJUTCS B
PYYHOM WJIM aBTOMAaTH4ECKOM pexrme. OObIYHO, TaKast CUCTEMa BKJIFOYAeT:

1. perucTpanuio 1 UHAEKCUPOBAHUE IOKYMEHTOB;



2. cOCTaBJIEHHE HOMEHKJIATYpBl AEIT;

[98)

. hopmupoBanue ned.
IIpakTH4Yeckoe 3aHATHE.
. Homenknarypa nein.
. Bunbl HOMeHKIaTyp €.
. TpeGoBaHuUs K COCTABIEHUIO HOMEHKJIATYPBI.
. 3arojJ0BKHU U UX COCTaBJICHUE B HOMEHKJIAType AEIl.
. IlopsAoK cocTaBineHUs U yTBEPKICHUS HOMEHKIIATYPBI JIE.
. TpeGoBaHus K 3aMOTHEHUIO (OPMBI HOMEHKJIATYpBI JCII.

~N N L kW N =

. YCTaHOBJICHHE CPOKOB XpaHEHUS JE.
3agaHus AJ51 CAMOCTOSITEILHOI padoThI.
IloaroroBbTe pasBepHyThie OTBETHI HA BONIPOCHI.
1. CocraBneHre HOMEHKIATYPBI JEIl.
2. ITonroroBka JOKyMEHTOB K MEpeaaye UX Ha apXMBHOE XpaHEHHE.
3. [loaroroBka TOKyMEHTOB K YHUYTOXKEHHUIO.
4. TIpotokoubl. [TomHas n kpaTkas GopmbI.
5. AKkTbl. BUIBI aKTOB.
6. JlokianHbie 3anMcKy. BHeNTHE U BHYTPEHHUE JTOKJIAIHBIE 3aITUCKHU.
7. JlenoBeie muckMa, Gakcel. Buasl mucem.

Tema 6. IlonroroBka ey k apxusHoMy xpanenumo. (ITK-9)
Jlexknus.

YacTh JOKYMEHTOB, KOTOphIE OOpa3ylTCsS B TPOIECCe MACITeTbHOCTH IO0O0W OpraHu3aiuu, s
JAIBHEUIIIETO MCTIONIb30BAHUS U XpaHEHHUs1 He0OX0IMMO TepenaBaTh B apxuB. Cpen HUX Jelia TI0 TUIHOMY
COCTaBY, IOCTOSTHHOTO MU BpeMeHHoro (O6onee 10 met) xpaHeHwus. [loAroroBkol TOKyMEHTOB K clade B
apXUB 3aHUMAIOTCSI CEKpeTapu WU PabOTHHKHU JOKYMEHTAIIMOHHOTO oOecmeueHust ymnpapieHus (JOVY).
OHU BBITIOJIHSIOT IEJbIA KOMIUIEKC OIpEAeNIeHHbIX 3agad. Ha ocHoBe mepeuHeld [OKyMEHTOB U
HOMEHKJIATYp JIeJl ONpPEACINISIIOT CPOKU XPAaHEHMsS] U LIEHHOCTb JOKYMEHTOB. [lo pesynbraTram 3KCHEpTU3BI
COCTABIISIOT OMKCH O BBIACICHUU OyMar Ha XpaHEHHE U YHUUYTOKCHHE. DKCIEPTU3Y JOJKHA MTPOU3BOIAHTH
CHEIMAIbHO CO3JaHHasl JKCIIePTHAss KOMHCCHA.B 3aBHCMMOCTH OT CpoKa XpaHEHUS MOXKET OBITh
MIPOM3BEICHO MOJIHOE WK YaCTUIHOE OPOPMIICHHE.

IIpakTnyeckoe 3ansATHE.

1. DkcnepTH3a IEHHOCTHU TI0KYMEHTOB.

2. [TonroroBka JOKyMEHTOB K MEPEAayYe B ApXUB.

3. CocraBnenue onucei

4. ITopsigok nepenadyn TOKYMEHTOB Ha XpaHEHUE B apXUB

5. BeimonHeHne paboT 1Mo MPOBEACHUIO IKCIIEPTU3BI U O(hOPMIICHHUIO €€ Pe3yIIbTaTOB.
3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.

IloaroroBbTe pa3BepHyThHIE OTBETHI HA BONPOCHI.

. OCHOBHBIE ATaMbl MOATOTOBKA JIE] K apXUBHOMY XPaHEHHUIO.

. IIpouienypa sxcnepTrssl IEHHOCTU JOKYMEHTOB.

. Opopmnenue ner.

. Odbopmnenue onucu nem.

. CocraBieHue aKTa O BBIICICHUU /1]l K YHUUTOXKEHUIO.

AN N kW N =

. OcobeHHOCTH TIepeiauu JIe1 B apXUB.

Tema 7. Opranu3anus padoThbl ¢ JOKYMEHTHPOBAHHOI HHGOpManeil OrPpAHNYEHHOI0 10CTYy A,
(IIK-9)
Jlekumus.
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11
B 3akone «O0 nnpopmaruzanum» KoHpUICHINAIbHAS HHPOPMAIHS ONpe/iesieHa KaKk JOKyMEHTHPOBaHHAs
uHpOpMaLus, TOCTYI K KOTOPOW OrpaHUYMBACTCS B COOTBETCTBUU C 3aKOHOJATEIbCTBOM.

IIpakTH4Yeckoe 3aHATHE.
1. Opranu3zanust paboThl C JOKYMEHTaMH, KOTOPbIE OTHECEHBI K TOCYIapCTBEHHOM TaifHe.
2. HopMaTuBHas pernaMeHTanus nopsjka OTHECEHNUs JOKYMEHTOB K rOCyJapCTBEHHOH TaliHe.
3. Opranu3zanus paboThl C TOKyMEHTaMH, COIepKaIlluMU KOH(DUIEHIINAIbHYI0 HHPOPMAIIHIO.
4. IIpaBa noctymna K KOH(PHUIESHIIUATHHBIM JOKYMEHTAM OpTraHU3aI[1H.
3aganus 1J151 CAMOCTOSITEIbHOM PadoThlI.
ITonroroBbTe pasBepHyTHIE OTBETHI HA BONPOCHI:
1. Opranu3zanus paboThl C JOKYMEHTaMH, KOTOPbIE OTHOCSTCS K TOCY/IapCTBEHHOM TalHe.
2. Opranuzanus paboThl C TOKYMEHTaMH, COJAEPKAIIMMH KOH(PUICHINATbHYI0 HH(DOPMAIIHIO.
3. [IpaBa noctyna K KOH(pUIEHIIMAIBHBIM TOKyMEHTaM OpraHU3aIiu.
4. Ilpuem u peructpanyst KOHQUICHINATBHBIX TOKYMEHTOB.
5. Ileuats, pa3MHOXKEHHUE U pacchUIKa KOH(PUIACHIMATBHBIX JOKYMEHTOB.
6. [ pynnupoBKa UCHIOIHIEMBIX TOKYMEHTOB B JI€Na.
7. Ucnionp30BaHrEe JOKYMEHTOB, JeN U nu3nanuid. CHsATHE C e rpuda orpaHudeHust 10CTyTa.

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

3 cemectp
*  TEKyIHUH KOHTPOJIbL — 50 OamioB
*  KOHTPOJIBHBIEC Cpe3bl — 2 cpe3a mo 10 6amnoB KaxabIi
* mpeMuanbHBIE OauTel — 20 6aioB
* OTBeT Ha ’Kk3aMeHe: He Oonee 30 6amioB

Pacripenenenne 6aioB 1mo 3aJaHusIM:

No |HazBanue tembl | @opmbl Max. Mertonuka npoBeJeHUs 3aHIATUS U OIIEHKU
Te | /BHUI y4eOHOH |TEKylIero | KOI-BO
MBI paboThI KOHTpOs | Oamios

/ cpe3sl




IlTonsatue n
npaBoBast
peramMeHTanus
JIEJOMPOU3BOJIC
TBA.

YCcTHEIN
orpoc

VYeTHBIE OMpocC MOKET NPUMEHATHCS B Pa3iMyHBIX  (QopMax:
(poHTaNbHBIN, WHAWBUAYaAIbHBIA, KOMOMHUpPOBaHHBIH. OCHOBHBIE
Ka4yecTBa yCTHOTO OTBETA MOJJIEXKAILETO OLEHKE:

- IPaBWJIBHOCTH OTBETA 110 COAEP)KAHUIO;

- IOJTHOTA W TITyOMHA OTBETA;

- CO3HATEIBHOCTh OTBETA;

- JIOTHKa U3JI0KEHUSI MaTepuaa;

- palMOHANBHOCThH HCIIOJB30BaHHBIX MIPUEMOB 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, OTBEJEHHOTO Ha
3aJlaHueE.

5 OaIoB — CTYIEHT YMEET COINOCTAaBUTh MOMYyYCHHYIO TIpH
MOATOTOBKE K MPAKTHUYECKOMY 3aHATHIO MH(POPMALUIO, CPAaBHUBATH
pasHble TOYKH 3pEHHs Ha aHAIM3UPYEMYIO MpOOJeMy, YMETh UYETKO
(opMynHpoOBaTh CBOM BOIPOCH M OTBEUaTh Ha 3a/JaBacMblec EMy
BOIPOCHI, BECTH JAHUCKYCCHIO C HCIIOJB30BaHUEM CIIEHUATBHON
TEPMHUHOJIOTHU.

4 Ganna - CTyAEHT yMeeT MPUMEHSATh TOIYyYEHHYIO [IPH MOATOTOBKE K
MPaKTUYECKOMY 3aHSATHIO MHQOPMAIMIO, OTBEYaTh Ha OOJBIIMHCTBO
BOIIPOCOB,  BECTH JUCKYCCHIO C HCIOJIB30BAHUEM CIENHaIbHON
TEPMHUHOJIOTUN

3 Oamya — CTYIEHT BiaJeeT TEOPETHYECKUM MAaTepUalOM IO TeMe
MPaKTUYECKOTO 3aHATHSA, HWHOTAA 3aTpyiHsAETCS IIpU OTBETE Ha
BOMPOCHI, HE yMeeT CQOPMYIMPOBaTh CBOIO TOYKY 3pEHHUS Ha
o0cyxmaeMyto pooiemy.

2 Oamia — cTygeHT cnabo OpHEHTHUPYETCS B TEOPETHYECKOM
MaTepuane, He 3HaKOM C 3aKOHOJAaTelIbCTBOM, HE MOKET OTBETHTH Ha
OOJIBIIIMHCTBO U3 MOCTABJICHHBIX BOIPOCOB.

1 ©anm —CTyAeHT He MOXKET CaMOCTOSITEIbHO OTBETUTH Ha BOIPOCHI
MIperoaBaTeis, HO OTBEYAET Ha HaBOJALINE BOIIPOCHI 1O TEME.

Ecnu ctyneHt He BnazeeT mpoOieMaTHKOW MPakTHYECKOTO 3aHsTHS,
HE MOXET OTBeYaTb Ha BOINPOCH], 3a4UTHIBAET OTBET IO
Hale4aTaHHOMY TEKCTY — OTBET OaJylaMH HE OLICHUBACTCH.
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JlokymeHTHpOBa
HHE
yIpaBIIEHIECKO
i
JeSITeTbHOCTH.

Cobeceno
BaHUE

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

OcCHOBHBIE KauecTBa YCTHOTO OTBETA MOAJICKAIIETO OLICHKE!

- IPaBUWJIBHOCTH OTBETA IO COACPIKaHUIO;

- IOJTHOTA W TITyOMHA OTBETA;

- CO3HATENBFHOCTh OTBETA;

- JIOTHKa U3JI0KEHUSI MaTepuaa;

- palMOHANBHOCThH HCIIOJIB30BaHHBIX MIPUEMOB U CIOCOOOB peIICHUS
MOCTaBJICHHOW y4eOHOH 3a/1auu;

- CBOEBPEMEHHOCTh M 3(PPEKTHBHOCTb HCIHONb30BaHMS HATJISIHBIX
MOCOOMH M TEXHUUECKUX CPEACTB IPU OTBETE;

- MCTIOJIBb30BaHKE JIOTOHUTEIBHOTO MaTepuana;

- pauMOHATBHOCTH UCIONB30BAHUS BPEMEHH, OTBEIACHHOIO Ha
3aJaHue.

5 OaIoB — CTYIEHT YMEET COINOCTAaBUTh MOMYyYCHHYIO TIpH
MOATOTOBKE K MPAKTHUYECKOMY 3aHATHIO MH(POPMALUIO, CPaBHUBATH
pasHble TOYKH 3pEHHs Ha aHAIM3UPYEMYIO MPOOJeMYy, YMETh UYETKO
(opMynHpoBaTh CBOM BOIPOCH M OTBEUaTb Ha 3a/JaBacMblec EMy
BONPOCHI, BECTH MAHMCKYCCHUIO C HCIOJNb30BaHUEM CIICUATbHON
TEPMUHOJIOTHH.

4 Ganna - CTyAEHT yMeeT MPUMEHSATh TOIYyYEeHHYIO [IPH MOATOTOBKE K
MPaKTUIECKOMY 3aHSATHIO MHQOPMAIMIO, OTBEYaTh Ha OOJBIIMHCTBO
BONPOCOB, BECTU JUCKYCCHIO C HCIOJBb30BAaHHEM CIICHUATBbHON
TEPMUHOJIOTUHT

3 Oamya — CTYIEHT BiaJeeT TEOPETHYECKUM MAaTepUalIOM IO TeMe
MPaKTUYECKOTO 3aHATUS, WHOTAA 3aTPyAHSETCSl IMpH OTBETE Ha
BONPOCHI, HE YMeeT CQOPMYIMPOBaTh CBOIO TOYKY 3pEHHUS Ha
o0cyxmaeMyto pooiemy.

2 Oamia — cTygeHT cnabo OpPHEHTHUPYETCS B TEOPETHYECKOM
Marepuaie, He 3HaKOM C 3aKOHOJATeIbCTBOM, HE MOXKET OTBETUTh Ha
OOJIBIIIMHCTBO U3 MOCTABJICHHBIX BOIIPOCOB.

1 Gayn — CTyAEHT HE MOXKET CAMOCTOSITEIFHO OTBETUTH HA BOIIPOCHI
npernoaaBaTessi, HO OTBEYACT Ha HABOJIIUE BOIPOCHI 1O TEME.

Ecnu ctyneHt He BnazeeT mpoOieMaTHKOW MPakTHYECKOTO 3aHSTHS,
HE MOXET OTBeYaTb Ha BOINPOCHI, 3a4YUTHIBAET OTBET 110
Hale4aTaHHOMY TEKCTY — OTBET OaJylaMH HE OLICHUBACTCH.
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Pegepar

10

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

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

10 - 9 GanymoB — CTYOEHT TPaMOTHO BBICTPaMBaeT JIOTHKY CBOETO
JOKJIaza o MarepuaiaM pedepara, pacKpbIBaeT TeMy HUCCIIe0BaHUs,
ONUpAsCh HA PE3YyIbTaThl TEOPETHYECKHMX W  SMIUPUYECCKUX
WCCIICIOBAaHUN COBPEMEHHOW HAyKHd U 3aKOHOJATENILCTBA B cdepe
MPaBOBBIX OTHOWICHWH TOCIEOHHUX 3-5 JeT, JeMOHCTPHPYET
OpUTHMHANbHBIE HAXONKA B PpEHICHWH NpOOJEMBI, HaMedeHBI
MEPCHEKTUBBl  UCCIENOBAaHUS, MPOJEMOHCTPHPOBAHBI  XOPOILIUE
OpaTopcKhe  CIOCOOHOCTH,  BBICTYIUICHHE  CONPOBOXKAAETCS
Mpe3eHTaleld IMOMYYCHHBIX pPEe3yJbTaroB. [paMOTHBIE OTBETHI Ha
JOTIOJTHUTENILHBIE BOMPOCHI.

8 - 7 0amnoB - CTYAEGHT TPaMOTHO BBICTPaMBaeT JIOTHKY CBOETO
JOKJIaza o MarepuainaM pedepara, pacKpbIBaeT TeMy HUCCIIeJOBaHUs,
ONUPAsCh Ha PE3yJbTaThl TEOPETHYECKUX WM SMIHUPUICCKUX
WCCIICIOBAHUN TOCIEOHUX S5 JIeT, JAEMOHCTPUPYET OTACIbHBIE
OpUTMHANbHBIE HAaXOAKH B PEIICHUH MPOOJEMbI, MEPCIEKTUBBI
HCCIIEIOBAHUS HaMEYCHBI OT/AEIbHBIMU LITPUXaMH,
MPOIEMOHCTPUPOBAHEl ~ XOPOIIME  OpaTOpCKUE  CHOCOOHOCTH,
BBICTYIUICHHE  COINPOBOXKIACTCA  MPE3EHTAUMed  MOJyYeHHBIX
pesynbratoB.  [laHbl ~ TpaMOTHBIE  OTBETHl HA  OTHENbHBIC
JOTIOJTHUTENIbHBIE BOITPOCHI

6 - 5 OamoB - JIOTMKAa BBICTYIUIGHHS B OTHCNBHBIX MecCTax
HapylmaeTcs, TeMa HCCICAOBaHHUs PpAacKpbIBACTCS, OMUPAsSCh Ha
pe3ysbTaThl TEOPETUYECKUX HCCIEJOBAaHUI COBPEMEHHOH HayKH
nocnenHux 10 JeT, OTCYyTCTBYIOT OPUTHHAIILHBIE HAXOJKH B PEIICHUH
npoOieMbl, TMEPCHEKTUBBI HCCIEAOBAaHUA HAMEUYEHBl ITYHKTHPHO,
MPONEMOHCTPUPOBAHBl ~ CpPEIHHUE  OpPATOPCKUE  CIOCOOHOCTH,
BBICTYIUICHHE  COINPOBOXKIACTCA  MpE3eHTAUMed  MOJyYeHHBIX
PE3yJIbTaTOB, OTBETHI HA BOIPOCH! TPEOYIOT YTOUHCHHS.

4 - 3 Ganna — IpencTaBiCHHbBIC PE3yJbTAaThl B Macce CBOCH He HOBBI,
OTBET MPEACTABISIET COOOH MPOCTOE 3aYUTHIBAHUE TEKCTA, OTACIbHBIE
OTBETHI Ha JIOTIOJIHUTEIILHBIE BOMPOCHI TPEOYIOT YTOUHEHHUS

2 - 1 Gamn - mpeAcTaBIEHHBIE PE3YyNbTaThl B Macce CBOCH HE HOBHI,
OTBET MPEACTABISET COOOH MPOCTOE 3aYMTHIBAHUE TEKCTA, CTYICHT HE
MOXET J1aTh OTBETHI Ha JONOJTHUTENbHBIE BOIPOCHI.
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CocraBieHue 1
oopmienue
OTIENBHBIX
BHJIOB
JIOKYMEHTOB.,

Cobeceno
BaHUE

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

OcCHOBHBIE KauecTBa YCTHOTO OTBETA MOAJICKAIIETO OLICHKE!

- IPaBUWJIBHOCTH OTBETA IO COACPIKaHUIO;

- IOJTHOTA W TITyOMHA OTBETA;

- CO3HATENBFHOCTh OTBETA;

- JIOTHKa U3JI0KEHUSI MaTepuaa;

- palMOHANBHOCThH HCIIOJIB30BaHHBIX MIPUEMOB U CIOCOOOB peIICHUS
MOCTaBJICHHOW y4eOHOH 3a/1auu;

- CBOEBPEMEHHOCTh M 3(PPEKTHBHOCTb HCIHONb30BaHMS HATJISIHBIX
MOCOOMH M TEXHUUECKUX CPEACTB IPU OTBETE;

- MCTIOJIBb30BaHKE JIOTOHUTEIBHOTO MaTepuana;

- pauMOHATBHOCTH UCIONB30BAHUS BPEMEHH, OTBEIACHHOIO Ha
3aJaHue.

5 OaIoB — CTYIEHT YMEET COINOCTAaBUTh MOMYyYCHHYIO TIpH
MOATOTOBKE K MPAKTHUYECKOMY 3aHATHIO MH(POPMALUIO, CPaBHUBATH
pasHble TOYKH 3pEHHs Ha aHAIM3UPYEMYIO MPOOJeMYy, YMETh UYETKO
(opMynHpoBaTh CBOM BOIPOCH M OTBEUaTb Ha 3a/JaBacMblec EMy
BONPOCHI, BECTH MAHMCKYCCHUIO C HCIOJNb30BaHUEM CIICUATbHON
TEPMUHOJIOTHH.

4 Ganna - CTyAEHT yMeeT MPUMEHSATh TOIYyYEeHHYIO [IPH MOATOTOBKE K
MPaKTUIECKOMY 3aHSATHIO MHQOPMAIMIO, OTBEYaTh Ha OOJBIIMHCTBO
BONPOCOB, BECTU JUCKYCCHIO C HCIOJBb30BAaHHEM CIICHUATBbHON
TEPMUHOJIOTUHT

3 Oamya — CTYIEHT BiaJeeT TEOPETHYECKUM MAaTepUalIOM IO TeMe
MPaKTUYECKOTO 3aHATUS, WHOTAA 3aTPyAHSETCSl IMpH OTBETE Ha
BONPOCHI, HE YMeeT CQOPMYIMPOBaTh CBOIO TOYKY 3pEHHUS Ha
o0cyxmaeMyto pooiemy.

2 Oamia — cTygeHT cnabo OpPHEHTHUPYETCS B TEOPETHYECKOM
Marepuaie, He 3HaKOM C 3aKOHOJATeIbCTBOM, HE MOXKET OTBETUTh Ha
OOJIBIIIMHCTBO U3 MOCTABJICHHBIX BOIIPOCOB.

1 ©anm —CTyAeHT He MOXKET CaMOCTOSITEIHO OTBETUTH Ha BOIPOCHI
npernoaaBaTessi, HO OTBEYACT Ha HABOJIIUE BOIPOCHI 1O TEME.

Ecnu ctyneHt He BnazeeT mpoOieMaTHKOW MPakTHYECKOTO 3aHSTHS,
HE MOXET OTBeYaTb Ha BOINPOCHI, 3a4YUTHIBAET OTBET 110
Hale4aTaHHOMY TEKCTY — OTBET OaJylaMH HE OLICHUBACTCH.

Pemenne
3ama4

CTyneHTsl B paMKaX CaMOCTOSITEIbHON pabOThI B MaJIbIX rpymmax (5
Ye.)

pemaoT 3a7aqu, TO €CTh pa3pemaloT NpoOIeMHbIe CUTYalluu C SIBHO
3aJJaHHBIMU TEISIMA Ha OCHOBE TEOPETHYECKUX 3HAHWUA W 3HAHUSA
3aKOHO/ATENbCTBA.

5-4 Gamna cTaBHUTCS, €CIM BCE IMOCTABJICHHBIE 3a7]adl PELIeHBl BEPHO.
ApryMeHTalusi OCHOBaHA Ha 3HAHUM 3aKOHO/ATENIbCTBA U MPAKTUKU
€ro MPUMEHEHHSI.

3 Oamna CTaBUTCS, €CJIM 3aJadd pPEIICHBl BEPHO, HO HMEIOTCS
MpoOJIeMBI ¢ apryMeHTaluel, CBI3aHHbIe C OTCYTCTBHEM 3HAHHUN I10
MpaKTHKEe TPUMEHEHUS 3aKOHOAATENbCTBA, PEIICHUS TPABOBBIX
KOJUJIU3HH.

2 Gamna craBsaTcs, ecnu pemeHo 50 u MeHee % TpeACTaBIEHHBIX
3aad.

1 Gamn craBuTCA, ecnd UMEIOTCS OomMOKK B pemiernu 6omnee 50 %
MIpEICTABICHHBIX 3a/ad.

Banipl HAYUCHAIOTCS KQXKIOMY YJIeHY TPYIIIBL.
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Opranuzanus
paboTsI €
JOKyMEHTaMH.

YCcTHEIN
orpoc

VYeTHBIE OMpocC MOKET NPUMEHATHCS B Pa3iMyHBIX  (QopMax:
(poHTaNbHBIN, WHAWBUAYaAIbHBIA, KOMOMHUpPOBaHHBIH. OCHOBHBIE
Ka4yecTBa yCTHOTO OTBETA MOJJIEXKAILETO OLEHKE:

- IPaBWJIBHOCTH OTBETA 110 COAEP)KAHUIO;

- IOJTHOTA W TITyOMHA OTBETA;

- CO3HATEIBHOCTh OTBETA;

- JIOTHKa U3JI0KEHUSI MaTepuaa;

- palMOHANBHOCThH HCIIOJB30BaHHBIX MIPUEMOB 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, OTBEJEHHOTO Ha
3aJlaHueE.

5 OaIoB — CTYIEHT YMEET COINOCTAaBUTh MOMYyYCHHYIO TIpH
MOATOTOBKE K MPAKTHUYECKOMY 3aHATHIO MH(POPMALUIO, CPAaBHUBATH
pasHble TOYKH 3pEHHs Ha aHAIM3UPYEMYIO MpOOJeMy, YMETh UYETKO
(opMynHpoOBaTh CBOM BOIPOCH M OTBEUaTh Ha 3a/JaBacMblec EMy
BOIPOCHI, BECTH JAHUCKYCCHIO C HCIIOJB30BaHUEM CIIEHUATBHON
TEPMHUHOJIOTHU.

4 Ganna - CTyAEHT yMeeT MPUMEHSATh TOIYyYEHHYIO [IPH MOATOTOBKE K
MPaKTUYECKOMY 3aHSATHIO MHQOPMAIMIO, OTBEYaTh Ha OOJBIIMHCTBO
BOIIPOCOB,  BECTH JUCKYCCHIO C HCIOJIB30BAHUEM CIENHaIbHON
TEPMHUHOJIOTUN

3 Oamya — CTYIEHT BiaJeeT TEOPETHYECKUM MAaTepUalOM IO TeMe
MPaKTUYECKOTO 3aHATHSA, HWHOTAA 3aTpyiHsAETCS IIpU OTBETE Ha
BOMPOCHI, HE yMeeT CQOPMYIMPOBaTh CBOIO TOYKY 3pEHHUS Ha
o0cyxmaeMyto pooiemy.

2 Oamia — cTygeHT cnabo OpHEHTHUPYETCS B TEOPETHYECKOM
MaTepuane, He 3HaKOM C 3aKOHOJAaTelIbCTBOM, HE MOKET OTBETHTH Ha
OOJIBIIIMHCTBO U3 MOCTABJICHHBIX BOIPOCOB.

1 ©anm —CTyAeHT He MOXKET CaMOCTOSITEIbHO OTBETUTH Ha BOIPOCHI
MIperoaBaTeis, HO OTBEYAET Ha HaBOJALINE BOIIPOCHI 1O TEME.

Ecnu ctyneHt He BnazeeT mpoOieMaTHKOW MPakTHYECKOTO 3aHsTHS,
HE MOXET OTBeYaTb Ha BOINPOCH], 3a4UTHIBAET OTBET IO
Hale4aTaHHOMY TEKCTY — OTBET OaJylaMH HE OLICHUBACTCH.

TecTupon

aHue(KOoH

TPOJIBLHBI
i cpe3)

10

Tect coctout u3 15 BOmpocos.

10 - 7 6ayioB — CTyAEHT IpaBWiIbHO oTBedaeT Ha 75-100% Bompocos
B TECTE

6 - 3 Gayta — cTy#eHT mpaBWIbHO oTBedaeT Ha 50-74% BompocoB B
TECTe.

2 - 1 Gannm — CTyOeHT MpaBWJIBHO OTBedaeT Ha 25-50% BompocoB B
TECTe.

Menee 25% npaBUIBHBIX OTBETOB 0a/lIOB HE AAET.
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Texyiee
XpaHeHue
JIOKYMEHTOB.
Homenxnarypa
Jell.

YCcTHEIN
orpoc

VYeTHBIE OMpocC MOKET NPUMEHATHCS B Pa3iMyHBIX  (QopMax:
(poHTaNbHBIN, WHAWBUAYaAIbHBIA, KOMOMHUpPOBaHHBIH. OCHOBHBIE
Ka4yecTBa yCTHOTO OTBETA MOJJIEXKAILETO OLEHKE:

- IPaBWJIBHOCTH OTBETA 110 COAEP)KAHUIO;

- IOJTHOTA W TITyOMHA OTBETA;

- CO3HATEIBHOCTh OTBETA;

- JIOTHKa U3JI0KEHUSI MaTepuaa;

- palMOHANBHOCThH HCIIOJB30BaHHBIX MIPUEMOB 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, OTBEJEHHOTO Ha
3aJlaHueE.

5 OaIoB — CTYIEHT YMEET COINOCTAaBUTh MOMYyYCHHYIO TIpH
MOATOTOBKE K MPAKTHUYECKOMY 3aHATHIO MH(POPMALUIO, CPAaBHUBATH
pasHble TOYKH 3pEHHs Ha aHAIM3UPYEMYIO MpOOJeMy, YMETh UYETKO
(opMynHpoOBaTh CBOM BOIPOCH M OTBEUaTh Ha 3a/JaBacMblec EMy
BOIPOCHI, BECTH JAHUCKYCCHIO C HCIIOJB30BaHUEM CIIEHUATBHON
TEPMHUHOJIOTHU.

4 Ganna - CTyAEHT yMeeT MPUMEHSATh TOIYyYEHHYIO [IPH MOATOTOBKE K
MPaKTUYECKOMY 3aHSATHIO MHQOPMAIMIO, OTBEYaTh Ha OOJBIIMHCTBO
BOIIPOCOB,  BECTH JUCKYCCHIO C HCIOJIB30BAHUEM CIENHaIbHON
TEPMHUHOJIOTUN

3 Oamya — CTYIEHT BiaJeeT TEOPETHYECKUM MAaTepUalOM IO TeMe
MPaKTUYECKOTO 3aHATHSA, HWHOTAA 3aTpyiHsAETCS IIpU OTBETE Ha
BOMPOCHI, HE yMeeT CQOPMYIMPOBaTh CBOIO TOYKY 3pEHHUS Ha
o0cyxmaeMyto pooiemy.

2 Oamia — cTygeHT cnabo OpHEHTHUPYETCS B TEOPETHYECKOM
MaTepuane, He 3HaKOM C 3aKOHOJAaTelIbCTBOM, HE MOKET OTBETHTH Ha
OOJIBIIIMHCTBO U3 MOCTABJICHHBIX BOIPOCOB.

1 ©anm —CTyAeHT He MOXKET CaMOCTOSITEIbHO OTBETUTH Ha BOIPOCHI
MIperoaBaTeis, HO OTBEYAET Ha HaBOJALINE BOIIPOCHI 1O TEME.

Ecnu ctyneHt He BnazeeT mpoOieMaTHKOW MPakTHYECKOTO 3aHsTHS,
HE MOXET OTBeYaTb Ha BOINPOCH], 3a4UTHIBAET OTBET IO
Hale4aTaHHOMY TEKCTY — OTBET OaJylaMH HE OLICHUBACTCH.
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ITogroroBka nen
K apXUBHOMY
XPaHEHHUIO.

YCcTHEIN
orpoc

VYeTHBIE OMpocC MOKET NPUMEHATHCS B Pa3iMyHBIX  (QopMax:
(poHTaNbHBIN, WHAWBUAYaAIbHBIA, KOMOMHUpPOBaHHBIH. OCHOBHBIE
Ka4yecTBa yCTHOTO OTBETA MOJJIEXKAILETO OLEHKE:

- IPaBWJIBHOCTH OTBETA 110 COAEP)KAHUIO;

- IOJTHOTA W TITyOMHA OTBETA;

- CO3HATEIBHOCTh OTBETA;

- JIOTHKa U3JI0KEHUSI MaTepuaa;

- palMOHANBHOCThH HCIIOJB30BaHHBIX MIPUEMOB 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, OTBEJEHHOTO Ha
3aJlaHueE.

5 OaIoB — CTYIEHT YMEET COINOCTAaBUTh MOMYyYCHHYIO TIpH
MOATOTOBKE K MPAKTHUYECKOMY 3aHATHIO MH(POPMALUIO, CPAaBHUBATH
pasHble TOYKH 3pEHHs Ha aHAIM3UPYEMYIO MpOOJeMy, YMETh UYETKO
(opMynHpoOBaTh CBOM BOIPOCH M OTBEUaTh Ha 3a/JaBacMblec EMy
BOIPOCHI, BECTH JAHUCKYCCHIO C HCIIOJB30BaHUEM CIIEHUATBHON
TEPMHUHOJIOTHU.

4 Ganna - CTyAEHT yMeeT MPUMEHSATh TOIYyYEHHYIO [IPH MOATOTOBKE K
MPaKTUYECKOMY 3aHSATHIO MHQOPMAIMIO, OTBEYaTh Ha OOJBIIMHCTBO
BOIIPOCOB,  BECTH JUCKYCCHIO C HCIOJIB30BAHUEM CIENHaIbHON
TEPMHUHOJIOTUN

3 Oamya — CTYIEHT BiaJeeT TEOPETHYECKUM MAaTepUalOM IO TeMe
MPaKTUYECKOTO 3aHATHSA, HWHOTAA 3aTpyiHsAETCS IIpU OTBETE Ha
BOMPOCHI, HE yMeeT CQOPMYIMPOBaTh CBOIO TOYKY 3pEHHUS Ha
o0cyxmaeMyto pooiemy.

2 Oamia — cTygeHT cnabo OpHEHTHUPYETCS B TEOPETHYECKOM
MaTepuane, He 3HaKOM C 3aKOHOJAaTelIbCTBOM, HE MOKET OTBETHTH Ha
OOJIBIIIMHCTBO U3 MOCTABJICHHBIX BOIPOCOB.

1 ©anm —CTyAeHT He MOXKET CaMOCTOSITEIbHO OTBETUTH Ha BOIPOCHI
MIperoaBaTeis, HO OTBEYAET Ha HaBOJALINE BOIIPOCHI 1O TEME.

Ecnu ctyneHt He BnazeeT mpoOieMaTHKOW MPakTHYECKOTO 3aHsTHS,
HE MOXET OTBeYaTb Ha BOINPOCH], 3a4UTHIBAET OTBET IO
Hale4aTaHHOMY TEKCTY — OTBET OaJylaMH HE OLICHUBACTCH.
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Opranuzanus
paboTsI €
JOKyMEHTHPOBa
HHOM
uHpOopMaen
OTPaHHUYEHHOTO
JOCTYyTIA.

YCcTHEIN
orpoc

VYeTHBIE OMpocC MOKET NPUMEHATHCS B Pa3iMyHBIX  (QopMax:
(poHTaNbHBIN, WHAWBUAYaAIbHBIA, KOMOMHUpPOBaHHBIH. OCHOBHBIE
Ka4yecTBa yCTHOTO OTBETA MOJJIEXKAILETO OLEHKE:

- IPaBWJIBHOCTH OTBETA 110 COAEP)KAHUIO;

- IOJTHOTA W TITyOMHA OTBETA;

- CO3HATEIBHOCTh OTBETA;

- JIOTHKa U3JI0KEHUSI MaTepuaa;

- palMOHANBHOCThH HCIIOJB30BaHHBIX MIPUEMOB 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, OTBEJEHHOTO Ha
3aJlaHueE.

5 OaIoB — CTYIEHT YMEET COINOCTAaBUTh MOMYyYCHHYIO TIpH
MOATOTOBKE K MPAKTHUYECKOMY 3aHATHIO MH(POPMALUIO, CPAaBHUBATH
pasHble TOYKH 3pEHHs Ha aHAIM3UPYEMYIO MpOOJeMy, YMETh UYETKO
(opMynHpoOBaTh CBOM BOIPOCH M OTBEUaTh Ha 3a/JaBacMblec EMy
BOIPOCHI, BECTH JAHUCKYCCHIO C HCIIOJB30BaHUEM CIIEHUATBHON
TEPMHUHOJIOTHU.

4 Ganna - CTyAEHT yMeeT MPUMEHSATh TOIYyYEHHYIO [IPH MOATOTOBKE K
MPaKTUYECKOMY 3aHSATHIO MHQOPMAIMIO, OTBEYaTh Ha OOJBIIMHCTBO
BOIIPOCOB,  BECTH JUCKYCCHIO C HCIOJIB30BAHUEM CIENHaIbHON
TEPMHUHOJIOTUN

3 Oamya — CTYIEHT BiaJeeT TEOPETHYECKUM MAaTepUalOM IO TeMe
MPaKTUYECKOTO 3aHATHSA, HWHOTAA 3aTpyiHsAETCS IIpU OTBETE Ha
BOMPOCHI, HE yMeeT CQOPMYIMPOBaTh CBOIO TOYKY 3pEHHUS Ha
o0cyxmaeMyto pooiemy.

2 Oamia — cTygeHT cnabo OpHEHTHUPYETCS B TEOPETHYECKOM
MaTepuane, He 3HaKOM C 3aKOHOJAaTelIbCTBOM, HE MOKET OTBETHTH Ha
OOJIBIIIMHCTBO U3 MOCTABJICHHBIX BOIPOCOB.

1 ©anm —CTyAeHT He MOXKET CaMOCTOSITEIbHO OTBETUTH Ha BOIPOCHI
MIperoaBaTeis, HO OTBEYAET Ha HaBOJALINE BOIIPOCHI 1O TEME.

Ecnu ctyneHt He BnazeeT mpoOieMaTHKOW MPakTHYECKOTO 3aHsTHS,
HE MOXET OTBeYaTb Ha BOINPOCH], 3a4UTHIBAET OTBET IO
Hale4aTaHHOMY TEKCTY — OTBET OaJylaMH HE OLICHUBACTCH.

TecTupon

aHue(KOoH

TPOJIBLHBI
i cpe3)

10

Tect coctout u3 15 BOmpocos.

10 - 7 6ayioB — CTyAEHT IpaBWiIbHO oTBedaeT Ha 75-100% Bompocos
B TECTE

6 - 3 Gayta — cTy#eHT mpaBWIbHO oTBedaeT Ha 50-74% BompocoB B
TECTe.

2 - 1 Gannm — CTyOeHT MpaBWJIBHO OTBedaeT Ha 25-50% BompocoB B
TECTe.

Menee 25% npaBUIBHBIX OTBETOB 0a/lIOB HE AAET.

IIpemMuansHBIC OaITHI

20

JlommomHUTENbHBIE TTPEeMHUATbHBIE OAJITBI MOTYT OBITh HAYHCIICHBI:

- TIOJTHOCTBIO TIOJITOTOBJICHHAS K ITyOJIMKAIIMH CTAThsl MO0 TEMaTHKE B
pamMKax JUCIHILIHHBI — 5 0aioB;

- BBICTYIUICHHE C [OKJIaJOM Ha KOH(EpeHIHH T[0 TeMaTHKe
M3y9aeMOU TUCIUTIINHEI — 5 0aJlIoB;

- MyONMUKays CTAaThH MO0 TEMATHKE N3y4aeMOU JUCIIUILINHBI — 5.

OTBeT Ha PK3aMCHE

30

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

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

25-30 6anynoB — CTYyAEHT PacKpbLl OCHOBHBIE BOMPOCH M 3aJaHuUs
Ousera Ha OLIEHKY «OTIMYHO».
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20

10. |nnuBHayansHBIE 3a0aHNA, 50 Brimmonnenne pedeparoB (10 OamnoB); aHHOTauMs CTaThbH IO
C TMIOMOILBIO0 KOTOPBIX TeMaTuKe IUCHMIUIMHBI (5 0aymioB); 0030p 3aKOHONATENbCTBA II0
MOXHO HaOpaTb TeMatuke AuCHUIIMHGI (15 6amnoB); 00630p cyaeOHON MPaKTUKU IO
JOTIOJTHUTENIbHBIE OalTbI TeMaTuKe JUCUUIUIMHBI (20 6as1oB).
11. HUroro 3a cemectp 100

HtoroBas omeHka 1O »JKk3aMmeHy BeicTaBisiercss B 100-0ayibHON 1mikame W B TPaTUIIMOHHOMN
yerplpexOampHol  1mikane. IlepeBon 100-OamnpHON  pEeHTHHIOBOW  OLIGHKM 1O JUCHUIUIMHE B
TPAJAUIIMOHHYIO YETHIPEXOATUTHHYIO OCYIIECTBISIETCS CISIYIOIINM 00pa3oMm:

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

4.2 TunoBsle OLICHOYHBIE CPEACTBA TEKYILIETO KOHTPOJIS
Pedepar

Tema 2. JlIokyMEHTHpPOBaHHE YIIPABIECHUYECKON 1E€ATEIBHOCTH.
1. T'ocymapcTBeHHas cucTeMa JOKYMEHTAIUU.
2. OcOOEHHOCTH JOKYMEHTHPOBAHUS I€ATEIbHOCTH KOJJIETUATBHBIX OPTaHOB.
3. PazHoBHIHOCTH MH(OPMAIIMOHHO-CIIPABOYHBIX TOKYMEHTOB, UX COCTABJIEHHE U O()OPMIICHHE.
4. Oprann3alMOHHO-IIPABOBHIE IOKYMEHTHI.
5. PacniopsautenbHble TOKYMEHTBI: TOPSAJOK UX COCTABICHUS U O()OPMIIEHUS.

Pemrenne 3anau

Tema 3. CocraBnenue u oopMIIeHHE OT/ICTBHBIX BUIOB JOKYMEHTOB.
3anaua 1.

Ha MockoBckoM KOoMOHMHAaTe 10 MPOU3BOACTBY MY3bIKAIbHBIX HWHCTPYMEHTOB U Melenu
(rocymapcTBeHHOE MpeanpUsTHE), KOTOPBIA BXoAUT B KoHIlepH 1o pa3paboTke U MPOU3BOACTBY MPOIYKIIUU
My3bIKalibHON  mpombinieHHOCTH (POCMY3IIPOM), neiictByer IlomokeHne o TpeMHpPOBaHUU
PYKOBOIMTEINICH II€XOB, OTAEIOB U clyk0, yrBepkaeHHoe 05.01.2003 Ne 27. 12 ampenst Tekymiero roma
nupekTop kombuHara B.M.JIapnoHOB mopy4rsl HAYaIbHUKY OTAENa TpyJda W 3apaOOTHOU IiaThl MapKoBy
H.I". paccuuTarh pazmep npeMuu pyKOBOAUTENISIM OTJIENOB, IIEXOB U CIy»KO KOMOMHATa 1o uToram paboTsl
3a TIepBbIN KBapTanm K 15 ampens, a miaBHOMYy Oyxranrepy komOunara TpommHoit C.I. — opranuszoBarhb
BBIIUIATy NpeMuu K 20 anpesst TeKyIero roaa.

Havanpauk mianoBo-3koHOMHUecKoro otaena MarseeBa C.H. u rimaBnsii Oyxranrep Tpomuna C.I.
3aBU3UPOBAJIM MPOEKT MPUKa3a JTUPEKTOpa KOMOUHATA.

CocraBbTe TOKYMEHT, O KOTOPOM HJIET PeUb B 3a/1a4e.
3amaua 2.



A .H.Illunos, npeacenarens PoccUiiCKOro areHTCTBa MEXIyHAPOJHOTO COTPYIHUYECTBA U PA3BUTHUS
(rocymapctBenHas opranuzanus npu [IpaBurensctBe P®), 24  ¢deBpass Tekymiero roga MOpyYMII
CTPYKTYPHBIM IIOJIpa3i€I€HUSIM areHTCTBAa COBMECTHO ¢ IpeacTaButenamMu ['ockomumyiecrsa Poccun k 10
ampeis IOATOTOBUTH IPOEKT IPOrpaMMbl IPUBJICYEHHsS HHOCTPAHHBIX HWHBECTUIMI K Ipoleccy
aKIIMOHUPOBAHUS TOCYIaPCTBEHHBIX MpeanpusTii. [lopydyenue Obl10 JaHO BO MCTIOHEHHUE ITOCTAHOBJICHUS
[IpaButensctBa P® or 24 ¢espans tekymero roxa Ne 246 I[maBHOMY YHpaBiICHHIO OTPacieBBIX
MHBECTULMOHHBIX IIPOrpaMM, [J1aBHOMY JOrOBOPHO-IIPaBOBOMY YIIpaBJICHHIO U [71aBHOMY yHpaBIEHHUIO
CTpaTeru M MHBECTHpOBaHM. [IpoeKT mpukasza mpeacenaress areHTCTBa ObUT 3aBU3UPOBAH €ro MEepPBBIM
3amecturenem JI.H.denopoBbIM W HadaubHUKOM [JIaBHOrO  JOTOBOPHO-IPABOBOIO  YIIPABJICHMS
N.B.MneunsiM. KoHTpoIb 3a ucnonueHneM mnpukasa osu1 Bo3noxked Ha J[.H.dexoposa.

CocTaBbTe TOKYMEHT, O KOTOPOM HUJET pedb B 3aJaue.
3agaua 3.

Hupexrop OO0 «Meuray [TomsikoB B.M. 10 okTa0ps TeKymiero rofa u3aai NpuKa3 O MPOBEICHUN
MHBEHTapH3alMil TOBAPHO-MaTepUaIbHBIX LIEHHOCTEN Ha ckiaje npeanpusatus. OH Ha3HAuMI KOMHCCHIO
II0J IIPEJCENaTeNbCTBOM KOMMepueckoro nupekropa 3onorapesa E.JI. . B coctaB koMuccuu BOILIU
r1aBHbIA Oyxranrep Bomonuna E.H. u 6yxrantep MBanosa B.C. . B mpukase ObU10 MOpy4eHO MPEICTAaBUTh
Ha YTBEPXKJCHUE JOKYMEHTHI CKJIAJICKOTO ydeTa (10 COCTOSHHIO Ha | OKTAOps) M OTYEeTHl 00 OcTaTrKax
TOBapHO-MAaTEPUATHLHBIX IIEHHOCTEH (10 cocTostHuIo Ha 10 OKTS0ps) K 15 OKTAOpSL.

[TpoekT mpukasa ObUT 3aBU3UPOBAH YKOHOMUCTOM mpeanpusatuss Mutunoit O.A.

CocTaBbTe TOKYMEHT, O KOTOPOM HUJET pedb B 3aJaue.
3agaua 4.

C uenplo MpUBICYEHHS CPEICTB sl 0OeCTIeueHUs IPOU3BOACTBEHHOM JAEATEIbHOCTH T€HEPATbHBIN
mupekrop OO0 «Texnuka» (T.Kypck) CokxonoB O.I. 20 ceHTsOpsi Tekyliero roga W3aal MpPUKa3 O
CO3/laHMM KOMMEpPUECKOIo OT[ela B COCTaBe 3 IITATHBIX E€AMHHUIL: KOMMEpPYECKOro aupekropa — 1,
BeylIero crenuanucTta — 1, cnenuanucra — 1. I'maBHomy Oyxrantepy npeanpusitus [opsueBy 1NA. O6bu10
MIOPYYEHO INPEJCTaBUTh Ha YTBEPXKACHHE HOBOE WITATHOE pACIHCAaHUE MpeanpusaTHs Ha 4 KBapral
Tekymero rona K 1 oxta0ps. Kommepueckomy nupekropy UruarbeBy T.H., KOTOpBI 3aBHU3MpOBa MPOEKT
IIpHUKa3a, MPEINUCAaHO 3aKOHUUTh KOMIUIEKTOBAHME OTAENa KaJIpaMH C BBICIIMM 3KOHOMUYECKUM
obpazoBanueM Kk 10 okTs0ps.

CocTaBbTe TOKYMEHT, O KOTOPOM HUJET pedb B 3aJaue.
3agava S.

Hupexkrop OO0 «Konsepcusi» Tpodumor O.FO. 7 ampens Tekymiero roga wusaain Mpukaz o0
yTBepkaeHun llonojkeHust o mopsake pacyeToB 3a OKazaHue MH(OpMaMOHHBIX yciayr. KOpHCKOHCYIBTY
1o (pruHaHCOBO-X035HUCTBEHHBIM BomipocamMm Mopo3oBy B.II. u cekperapro-pedepenty [srunesoit E.A. 6bu10
nopyueHo K 10 ampens pa3paboTarh THUIOBbIE (OPMBI OTOBOPOB 00 OKAa3aHWUU PA3NIMYHBIX BHUJOB
MH(POPMALMOHHBIX YCIYT W CTPOr0 KOHTPOJIMPOBATh MX MPUMEHEHHE B JACATEIbHOCTH MPEANPHUATHS.
OTBETCTBEHHOCTh 32 M3TOTOBJICHHE, YYET M COXPAaHHOCTh OJAHKOB JIOTOBOPOB BO3JIOXKEHA Ha JlAruieBy
E.A., xoTopast BMECTE C FOpUCKOHCYJIBTOM 3aBU3HMPOBaJIa MPOEKT MpPUKa3a.

CocraBbTe IOKyMEHT, O KOTOPOM HUJIET pedb B 3aj1aue.
CobecenoBanue

Tema 2. JlIokyMEHTHpPOBaHHE YIIPABIECHUYECKON N€ATEIbHOCTH.
1. JIokyMeHT u ero (pyHKIIHH.
2. Crioco0Obl IOKyMEHTHPOBaHUS. 3HAYCHUE IOKYMEHTOB JUIsl IPUHATHUS YIIPABICHYECKUX PEIICHUM.

3. OpraHu3aluoOHHO-PACIOPAIUTENbHbIE, CIPAaBOYHO-MH(QOPMALIMOHHBIE M CIPaBOYHO-aHAIUTUYECKUE
JIOKYMEHTBHI.

4. Tumonorus CiryeOHBIX TOKYMEHTOB

5. O0ume TpeGoBaHUS K TEKCTY JOKyMEHTA.

6. CocTaB pEKBU3UTOB JOKYMEHTOB.

7. OcoOeHHOCTH SI3bIKA, CTUIIS U PEAAKTUPOBAHMS O(PHUIIMATIBHBIX JOKYMEHTOB.
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Tema 3. CocraBnenue u opopMIIeHHE OTIEIBHBIX BUI0B JIOKYMEHTOB.
1. CoctaBnenue u opopmiieHHE 3asBICHUS, JOKIATHON, OOBICHUTEILHON 3aITUCKH.
2. CocraBnenue u ohopMIIEHUE PA3IUYHBIX BUAOB CIIPABOK.
3. CocraBieHue u 0pOpMIICHHE aKTOB.
4. CocraBnenue u 0opopMIIEHHE TPOTOKOJIOB.
5. CocraBienue u opopmiICHHE MpUKa3a.
6. Cocrapnenue u oopMIIeHHE JTOKYMEHTOB IO JIUYHOMY COCTaBY.

TecrupoBanue

Tema 4. Opranuzaius pabOThI ¢ TOKyMEHTaMHU.

1.YT0 Takoe Aen10npou3BoCTBO?

1) 0OpaboTKa TaHHBIX;

2) nepechlIKa MUCEM;

3) cepa nesTenbHOCTH, CBA3aHHAS C 00paObOTKOM TOKYMEHTOB;
4) cexpeTapckoe Jeo;

5) cpencTBO KOMMYHHUKAIUH.

2.YT0 MOXKHO OTHECTH K CPEJICTBAM JOKYMEHTUPOBaHMUS?

1) BuneocpencTna;

2) MarHUTHBIE CPEJICTBA;

3) nmpocThie opynus (pyykH, KapaHJIaIin);

4) MexaHWYEeCKHE U DJIEKTPOMEXaHUUECKUE; KOMIIBIOTEPHASI TEXHUKA,
5) BepHBI OTBETHI 3 U 4.

3.Kakue Hocutenu uadopmaru Bam n3BecTHbI?
1) OGyMakHbIC ¥ MAaTHUTHBIE;

2) MJIEHOYHBIE;

3) JeHTOYHBIE,

4) rpaduueckue.

4.YT0 Takoe JOKYMEHT?

1) uadopmarnmus;

2) HECKOJIBKO JIUCTOB Oymary;

3) mpuKasbl U CIY)KEOHBIC 3aMHICKU;

4) peueBast HHGOpMAIHS;

5) 3admkcupoBaHHAs HA MaTEPHAIIBHOM HOCUTENIE HHPOPMAIIUS ¢ PEKBU3UTAMHM JIJIs1 UACHTU(UKAITIH.

5.HazoBute cnenuduueckne GyHKIIUNA JOKyMEHTA.
1) ynpaBieHueckasi; mpaBoBasi;

2) GyHKIMS UCTOPUIECKOTO UCTOTHHKA;

3) BepHbI OTBETHI | 1 2;

4) uadpopManioOHHas;

5) coumanbpHasl.

Tema 7. Opranuzanus paboTsl ¢ JOKYMEHTHUPOBAaHHON HH(OpMAIHEel OrpaHUuYEeHHOTO 10CTYyIA.
1.CKonbKO CTaauii BKIIIOYAET MPOLEAYpa U3TAHUS PACTOPSIAUTENBHBIX IOKYMEHTOB?
1) 6;



2) 7,
3)3;
4) 5;
5)2.

2.Kakyto ympaBisieMOCTh 00BEKTOB PEATH3YIOT PACIIOPSANTEIbHBIC JOKYMEHTHI?
1) no ropusoHTany;

2) 1Mo AuaroHau;

3) o BepTHKaIIH;

4) 1o uepapxuu;

5) no ceTke.

3.Kakue ki1toueBbI€ CI0BA COAECPKUT MPOTOKOI?
1) mpuka3biBaro, TOCTAHOBJISIO;

2) ciy1iany, BEICTYTIHIIN, TOCTAaHOBUIIN;

3) pomy;

4) BBIACHUTB, pa300paTbCs;

5) yTBepKaao.

4.B kaKkoMm cirydae CJIeyeT UCIIOIh30BaTh HH(GOPMAIIMOHHBIH OOMEH ¢ TOMOIIBIO TIEPETTHCKU?
1) npu ucripaBHOl paboTe MOYTHI;

2) B m0OOM cityvae;

3) ecnu ectb goctyn K E-mail;

4) xorja 3aTpyIHEH WM HEBO3MOXKEH MHOHM crioco0 0OMeHa MHEHUSIMU;

5) npu HecTabuIbHOU paboTe TenedoHa.

5.Kakoit JOKyMEHT COaepKHUT MpockOy paboTHUKA?
1) 3asBneHUE;

2) IpeICTaBICHHUE;

3) mosnoxeHwue;

4) nHCTpYKLUS;

5) ycras.

YcrHbIi onpoc

Tewma 1. [TonsiTue u npaBoBas peryiaMeHTalUs IEJIONPOU3BOJICTBA.
1. OcHOBHBIE UCTOPUUYECKHE dTAIbl Pa3BUTHUS AEIONPOU3BOJCTBA B Poccun
2. [Ipeamer, 3apauu, CTPYKTypa TUCIUTIIIUHBI

3. Knaccn(bmcauml 3aKOHOAATCIIbHBIX, HOPMATUBHBLIX, MCTOAUYCCKUX MATCPpUAJIOB, KaCarOIIUXCA
AOKYMCHTHUPOBAHUA U OpraHru3alun paGOTBI C JOKYMCHTaMHU.

4. TOCTer Ha pnokymeHTauuio. OOmepoccuiickue Kiaccu(UKaTopbl TEXHHUKO-SKOHOMUYECKOH U
coumanbHOM nHpopManuu. [ocynapcTBeHHas cucTeMa JOKyMEHTAIIMOHHOTO 00ecIieueH sl yIpaBICHuUsI.

Tema 4. Opranusanust paOoThl ¢ JOKyMEHTaMH.

1. JIokyMeHTOOOOPOT U €ro Pa3BUTHE

2. OcHOBHBIE IIPaBUJIa OPTaHU3AIUHN JOKYMEHTO000pOTa B OpraHu3auy (YUpex1eHUH).
3. Cxema IBUKEHUS U TEXHOJIOIHsI 00pabOTKH JOKYMEHTOB.

4. Peructpanus JOKyMEHTOB.



5. Yder o0beMa pokymeHToOoOOpoTa. MHpOpMamoHHO-cripaBoyHass paboTa U KOHTPOJIb 32 UCIOIHEHUEM
JIOKYMEHTOB.

6. BeimonHeHne paboT 10 KOHTPOJIIO 32 UCIIOTHEHUEM JIOKYMEHTOB.
7. Beimonaenne nHGOPMaIMOHHO-CIIPABOYHOM paOOTHI.

Tema 5. Tekyiiee xpanenne 10KyMeHTOB. HomeHknarypa aen.
. Homenkiarypa nei.
. Bunel HomeHkuatyp ned.
. TpeboBaHUs K COCTABJICHHUIO HOMEHKJIATYPBI.
. 3aroJI0BKH M UX COCTaBJICHHE B HOMEHKJIAType JAedl.
. [lopsimok cocTaBieHus U YTBEPKACHUSI HOMEHKIIATYPhI JE.
. TpeGoBaHus K 3am0THEHNIO POPMBI HOMEHKJIATYPHI JIE]I.

~N N L W

. YCTaHOBIIEHHE CPOKOB XPAHEHHUS JEII.

Tema 6. [ToaroToBka Aes K apXMBHOMY XPaHEHHUIO.
. DKCIepTH3a [IEHHOCTH IOKYMEHTOB.
. [TogroroBka TOKYMEHTOB K II€peadye B apXUB.
. CocraBnenue onuceu
. [lopsaiok nepenaym JOKyMEHTOB Ha XPAaHEHHE B apXUB

hn B W =

. BoimonHenue paboT 1o NpoBeACHUIO SKCIIEPTU3Bl U 0(OPMIICHHIO €€ Pe3yIbTaToB.

Tema 7. Opranuzarust paboThI ¢ TOKyMEHTUPOBAHHON WH(OpMAITHE OrpaHUYCHHOTO JOCTYTIA.
. Opranuzanust paboThl C JOKYMEHTaMH, KOTOPbIE OTHECEHBI K TOCYAapCTBEHHON TaifHe.
. HopmaruBHas pernamMeHTanus nopsaKa OTHECEHUS JOKYMEHTOB K TOCY/IapCTBEHHOH TaiHe.
. Opranuzanus paboTsl C TOKYMEHTaMH, COAEPKAIIUMH KOH(PpUICHINATbHYI0 HH()OPMAIIHIO.

W N —

. I[IpaBa nocTtyna kK KOH(pUIEHIIMAIBHBIM TOKyMEHTaM OpraHU3aliu.
4.3 IIpomexxyTouHast aTTeCTAlU 110 AUCITUIUTHHE MPOBOAUTCS B hopMe IK3aMeHa

Tunosblie Bonpocsl 3xk3amena (I1K-9)
1. Cucrema oT4yeTHOU AOKYMCHTAIUU: TOCYHAPCTBCHHAA CTATUCTUYCCKAd OTYCTHOCTH, BCIAOMCTBCHHAA
OTYETHOCTh, BHYTPUYUPEKACHUYECKass OTYETHOCThb. Pa3paboTka YyHU(PHUIMPOBAHHBIX (HOPM OTUETHOM
JOKYMEHTALAH.
2. Cpoku npecTaBiIeHUs] OTYETHOCTH.

3. KagpoBas nokymeHTanus (1o JUYHOMY COCTaBy) — TPYZAOBbIE KOHTPAKTHI, IPHUKa3bl 110 JUYHOMY COCTABY,
TPYZOBbIE KHMKKH.

4. YauduuupoBaHHble HOpMBI NEPBUYHON YUETHON JOKYMEHTAIMU IO TPYAY H €ro OIUIaTe.
KoH(uaeHmanbHOCTh JOKYMEHTOB I10 TUYHOMY COCTABY.

5. OcobenHoctu opopMIICHUS pe3toMe, 3asBICHUH, aHKeT, aBToornorpaduii. CocTaB JIMYHOTO Jerna
paboTHHKA.

6. CocraBneHne u 0popMIICHUE 3asBICHUS, TOKIATHOM, OOBSICHUTEILHON 3aICKH.

7. CocTaBieHue u opopmMIICHHE pa3IMUHBIX BUIOB CIIPABOK.

8. CocraBieHnue 1 0popMIICHHE aKTOB.

9. CocraBnenue u ohopmiIeHHE TPOTOKOJIOB.

10. CocraBnenue u opopmiIeHHE PUKa3a.

11. CocraBnenue u opopMIeHUE JOKYMEHTOB TI0 INYHOMY COCTaBY.

12. JlTokyMmeHT0060pOT U ero pa3putue. OCHOBHBIE MTPABUJIa OPraHU3ALUHU TOKYMEHTOO0O0POTA B
OpraHu3anuu (y4pekJIeHUN).

13. Cxema ABMKEHHSI U TEXHOJIOTUSI 00paOOTKU TOKYMEHTOB.

14. Peructparus JOKyMEHTOB. Y4eT 00beMa JOKyMEHTO000poTa.
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15. UnpopmannoHHO-cIipaBouHasi paboTa U KOHTPOJIb 32 HCIIOJTHEHUEM IOKYMEHTOB.

TunoBble 3axanus s dxk3amena (I1K-9)

1. CocTaBbTe JOKIATHYIO 3AIUCKY.

2. CocTaBbTe OOBSCHUTEIBHYIO 3AITHCKY.

3. CocTtaBbTe TeeGpoHOTrpaMMYy, TeIeTpaMMy, (hakCoTpaMMy.

4.CocTaBbTe QJITOPUTM NPUEMA U PETUCTPALIUS KOHPHICHIIMATBHBIX JJOKYMEHTOB.

5. Harmumure aBroOnorpaduro.

4.4. llIkana oueHMBaHUS TPOMEKYTOUHOM aTTECTALMKI

25

Onenka

Kommnerenmu

Heckpuntopsl (ypOBHH) — OCHOBHBIE TIPU3HAKH OCBOCHUS (ITOKA3aTeNn
JOCTHXKCHHUSI pE3yJIbTaTa)

COTITHYHOY
(85 - 100 6ammoB)

I1K-9

3HaeT mpaBwia  OQOPMIICHUS  YMPABICHYECKUX  PEIICHHM,
TpeboBaHUs, TNpEAbIBIIEMble K IOPUIWYECKOW JOKYMEHTAIIHH.
YMeeT uCHonp30BaTh MPHEMBI U CHOCOOBI  OCYILECTBICHUS
JeNIONpOU3BO/ICTBA. BriazieeT HaBbIKaMK COCTABIICHUS IOPUIUUECKUX
JOKYMEHTOB

«XOPOIIIO
(70 - 84 6amoB)

I1K-9

Nmeer oOmee mipencTaBieHHe O MOpaBWwiIax  oQopMIICHUS
VIPABICHYECKUX PEIICHUH, TPEOOBAHHUAX, NPEABIBISIEMBIX K
IOPUINYECKOW JTOKYMEHTAMU. MOXET HCIOIb30BaTh NPUEMBI U
CrocoObl  OCYIIECTBJICHUSI  JICJIONPOM3BOACTBA, JIEHCTBYS IO
NpeIoKeHHOMY anroputMy. OOnajgaer HaBBIKAMH COCTaBJICHUS
IOPUINYECKHX JIOKYMEHTOB B ONPEACICHHOHN CTETICHH

«YZIOBJIETBOPUTEIHHOM
(50 - 69 6amnoB)

MK-9

Hmeer ¢parMeHTapHOE NpEACTaBICHUE O NpaBWiIax O(OPMIICHUS
YIPABICHYECKUX pEIICHUH, TpeOOBaHMUAX, NPEABABISIEMBIX K
IOPUANYECKON AOKyMEHTALMU. MOXET B OrpaHUYEHHOM CTEIECHU
IPUMEHSTH MPUEMbI B CITIOCOOBI OCYIIIECTBICHUS JAETIONPOU3BOCTBA.
JleMoHCTpUpyeT ©a30Bble HaBBIKM COCTaBICHUS IOPHIMYECKHX
JIOKYMEHTOB

«HEYJIOBJICTBOPUTEIIHLHOY
(menee 50 6amoB)

I1K-9

He 3naer mnpaBwia odopmiieHHs YIPaBICHYSCKHX PEIICHHM,
TpeboBaHUs, MpeIbsIBIseMble K IOpUAMYECKON aokymeHTanuu. He
MOXET TMPUMEHSATh MpPUEMbl M  CIOCOOBI  OCYILIECTBICHUS
JeJIONpPON3BOICTBA. VCTIBIThIBaET 3aTpylHEHUS MPH COCTaBICHHUH
IOPUANYECKUX JOKYMEHTOB

5. MeTonnueckue ykazaHusi AJisi 00y4al0IIUXCS 10 OCBOCHUIO M CHUILTHHBI (MOLYJIs)
5.1 MeTtoandeckue yka3aHus IO OPTaHU3AIUN CaAMOCTOSTEIBHOM PabOThI O0YUYaIOIIUXCSI:

[Ipuctynas K W3y4eHUIO TUCIUIUIMHBI, B MEPBYIO Odepelb OO0ydaromuMmcsi HEOOXOAMMO O3HAKOMHUTHCS
comepxkaHueM paboueil mporpammbl nuctuiumHabl (PITJ]), xotopas ompexaenser coaepxaHue, o0beMm, a
TaKKe MOPSAIOK U3YUCHHsI U MTPETIOaBaHus yIeOHOM TUCIUILINHEL, €€ pa3/iena, YacTH.

Jl71g caMOCTOSITENIbHOM paboThl BaXKHOE 3HaYEHHE UMEIOT paszesbl «O0beM U colepikaHnue AUCHUTIIMHBD),
«YuyebHO-MeToInYecKkoe U MHPOPMALIMOHHOE oOecreueHne AUCHUILIMHBD U «MaTepruaabHO-TEXHUYECKOe

obecrnieueHre AUCLMILINHEI,

mporpaMmMHoOe  o0ecriedeHue, mnpodeccuoHaabHble 0a3bl JAaHHBIX H

MH(OPMAIIMOHHBIE CIIPABOYHBIE CUCTEMBI».

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

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

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

MUCLUILINHEL.



5.2 Pexomennanuu o0y4aromumcs 1o padbore ¢ TeOPETHUECKUMHU MaTepHallaMu 110 TUCIUITIIMHE

[Tpu n3yuennu u npopaboTKe TEOPETUUECKOTO MaTepraia HeoOX0IUMO:

- IPOCMOTPETH €Ile pa3 npe3eHTaluo Jekuu B cucteMe MOODLe, noBTOpUTh 3aKOHCIIEKTUPOBaHHBIN Ha
JEKUMOHHOM 3aHATUM MaTepual M JOMNOJIHUTh €ro C YYEeTOM PEKOMEHJOBAHHOM JIOMOIHUTEIbHOU
JIUTEPATYPBL;

- IIPA CAMOCTOATEIbHOM M3Y4YEHHH TEOPETUYECKOU TEMBI CAENIaTh KOHCIIEKT, HCIOJIb3Yysl PEKOMEHIOBAHHbIE
B PITJ] ucrounuku, npogeccuoHanbHble 0a3bl JaHHBIX U HHPOPMALMOHHBIE CIIPAaBOYHBIE CUCTEMBI:

- OTBETUTDH Ha BOIIPOCHI JIsl CAMOCTOATEIILHON pabOoThI, TTO TeMe MpeacTaBieHHbIe B myHKTe 3.2 PIT/I.

- TP MOATOTOBKE K TEKYIIEMY KOHTPOJIIO HCIIOIb30BaTh MaTepralibl (hoHIa oreHouHbIX cpencts (POC).
5.3 Pexomenmanuu mo paboTe ¢ HayYHOU U y4eOHOM JIUTepaTypoit

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

KoHCHeKT JIeKInu JOJKEeH coliepKaTh pedepaTUBHYIO 3alIUCh OCHOBHBIX BOIPOCOB JICKIIUH, B TOM YHUCIIE C
ornopoii Ha pa3MmeleHHsle B cucteme MOODLe mpe3eHTany, OCHOBHBIX MCTOYHUKOB M JIMTEPATYphl IO
TeMaM, BBIBOJBI MO KaXKAOMY Bompocy. KoHCeKT MOXKeT OBITh BBITIONHEH B paMKax pacliedyaTKH BbIIa4uH
Mpe3eHTAlUi JIGKIUH WM B OTACNIBHOW TeTpaau mo mpeamery. OH JOKEH OBITh aKKypaTHBIM, XOPOIIO
YUTAaEMBbIM, HE COAEPIKAaTh HE OTHOCALIYIOCS K TeMe HH(POPMAITUIO HITH PUCYHKH.

KoHcnieKkThl HayyHOW JHUTEparypbl NMPU CaMOCTOSATENBHOM IMOATOTOBKE K 3aHATHUAM JOJDKHBI CONEPIKaTh
OTBETHl HA KaX/bli TOCTAaBICHHBIH B TEME BOINPOC, MMETh CCHUIKY Ha HCTOYHHK HWH(POpPMALUU C
00s13aTeNbHBIM YKa3aHUEM aBTOpA, HAa3BaHMS W TOJA W3AAHUS HUCIOJIb3yeMOH HayyHOW JHMTEpaTyphl.
KoHcniekT MoOXeT ObITh ONOpPHBIM (COAEpXkAaTh JHUIIb OCHOBHBIE KIIIOUYEBBIC MO3HMIMH), HO TPU 3TOM
MO3BOJISIIOIIMM  JIaTh TIOJIHBIA OTBET IO BOINPOCY, MOXET OBbITh MOAPOOHBIM. OO0bEeM KOHCHEKTa
OIIPENIETSAETCS CAMUM CTYIECHTOM.

B nporecce paboThl ¢ OCHOBHOM U JOTIOTHUTEIIBHON JTUTEPATYPOI CTYICHT MOXKET:

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

- COCTaBJATH Te3HUCHl (LMTHpOBaHHE HauOoJee BAKHBIX MECT CTaTbl MJIM MOHOTpaduu, KOPOTKOE
U3JI0KEHHE OCHOBHBIX MBICJIEH aBTOpA);

- TOTOBUTH aHHOTAIMH (KpaTKoe 0000I1eHIe OCHOBHBIX BOIIPOCOB PadOTHI);

- CO3/1aBaTh KOHCIIEKTHI (Pa3BEPHYTHIC TE3UCHI).

5.4. PexoMeH1a1iuy Mo NOATOTOBKE K OTAENIBHBIM 33aHUAM TEKYIIETO KOHTPOJISA

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

YCTHBIE OMpPOC MOXET TMPUMEHATHCS B pas3au4HbIX (Qopmax: (QpoHTAIbHBIN, WHIWBUIYAIBHBIN,
KOMOMHUPOBaHHbII. OCHOBHBIE Kau€CTBA YCTHOTO OTBETA MOJUIEXKAILETO OLICHKE:

- IPaBUJIBHOCTB OTBETA IO CONEPIKAHHUIO;

- IOJTHOTA U TIIyOuHa OTBETA;

- CO3HATEJIBHOCTh OTBETA;

- JIOTHKA U3JI0KEHUS MaTepuaa;

- PallMOHAIILHOCTh MCIIOJIb30BAHHBIX IIPUEMOB U CIIOCOOOB PELIEHHs OCTABICHHON yueOHOil 3a1auy;

- CBOEBPEMEHHOCTh M 3((PEKTUBHOCTH MCIIOIB30BAHUS HATNISIHBIX MOCOOMH M TEXHUYECKUX CPEICTB IPH
OTBETE;

- HCII0JIb30BAaHUE JIONIOJHUTEIBHOTO MaTepraa;

- PalIMOHAJILHOCTb UCIIOJIBb30BaHUS BPEMEHH, OTBEJCHHOIO Ha 3a/laHNE.

YCTHBI OIIPOC MOXKET CONPOBOXKAATHCS IMPE3ECHTALUEH, KOTOpas IMOATOTABIMBACTCA IO OAHOMY U3
BOIIPOCOB MPAKTHUYECKOTO 3aHATUS. [IpH BRICTYIUIEHHH ¢ Mpe3eHTanueld HeoOXoauMo oOpamarb BHUIMaHUE
Ha TaKU€ MOMEHTBI KaK:
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- cofep)KaHUE MPE3CHTAlMN: AKTYaJIbHOCTh TEMbI, MOJHOTA €€ PACKPBITUS, CMBICIOBOE COJAEp)KaHUE,
COOTBETCTBHE 3asIBICHHOW TEMBI COJIEPKAHHUIO, COOTBETCTBHE METOAMYECKUM TPEOOBAaHUAM (IIETTH. CCHUIKU
Ha PeCypChl. COOTBETCTBHE COJEPXKAHHUS M JUTEPaTyphl), MPaKTHYECKash HAlpaBIE€HHOCTb, COOTBETCTBHE
coziepKaHus 3asiBICHHON (opMe, aleKBaTHOCTh UCIIOJIb30BaHUS TEXHHUUECKUX CPEJCTB yUEOHBIM 3a1adam,
MOCIIEIOBATEILHOCTD U JIOTHYHOCTb MPE3CHTYEMOT0 MaTrepuara;

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

- IMYHOCTHBIC Ka4eCTBa: OPATOPCKUE CIIOCOOHOCTH. COOMIONEHHE PErIaMEHTa, SMOLMOHAIBHOCTD, YMEHHE
OTBETHUTbH Ha BOIPOCHI, CHCTEMATU3UPOBAHHBIE, TITyOOKHE 1 TIOJIHbIE 3HAHUS 110 BCEM pa3JiesiaM IpOrpaMMBI:
- COIep)KaHHE BBICTYIUICHUS: JIOTMYHOCTh M3JIOKEHUS Marepuasa, pacKpblTHE TEeMbl, JOCTYIHOCTb
m3noxkeHus, dPdexTuBHOCT npuMeHeHust cpeactB WKT, cmocoObl ©u  yClIOBHS  JTOCTHIKCHHUS
PE3yABTaTUBHOCTH M IPGEKTUBHOCTH AJIsS BBIONHEHUS 3a/ad CcBoed MpodeccHoHANbHOW WU yueOHOU
JeSTeIbHOCTH, J0KA3aTeIbHOCTh NMPUHUMAEMBIX PELICHUH, YMEHHE apTyMEHTHUPOBATh CBOM 3aKJIIOYCHUS,
BEIBO/IBI.
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7. MaTepuaJbHO-TeXHHMYeCKOe o0ecnedeHHe TUCHUILVINHBI, IPOrpaMMHOe o0ecredyeHue,
npogeccnoHanbHbIe 023bI JAHHBIX 1 HHPOPMALMOHHBbIE CIIPABOYHbIE CHCTEMbI

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

VYdeOHbIe ayTUTOPHUN U IIOMEIICHUS ISl CAMOCTOSTEIIFHON paOOThl YKOMIUIEKTOBAHBI CIICTIHATH3UPOBAHHOM
MeOeNbI0 U TEXHUYECKUMH CPEJCTBAMHU OOYyUCHHS, CIIY>KAIIUMH JIJIs1 TIPEICTABICHHS yueOHOW nHbOpMauu
OOJIBITION ayTUTOPHH.

[TomerieHus U1 CaMOCTOSATENILHONW paOOTHl YKOMIUIEKTOBAaHbI KOMITBIOTEPHON TEXHUKOH C BO3MOXKHOCTBIO
MTOAKITFOYEHHUS K CceTH "Unrepuet" 51 obecrnieueHneM JI0CTyIa B AIIEKTPOHHYO
MH(POPMALMOHHO-00pa30BaTEeIbHYIO CPEAy YHUBEPCUTETA.
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