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1. lean u 3agaun AUCHUATIHMHBI

1.1 Henp qucuuruivHel — GopMUpOBaHUE KOMIIETEHIIHIA:

I[IK-10 CnocoGeH ocymecTBIATh NPO(HECCHOHAIBHYIO JACSITCIBHOCTh TNPH PACCMOTPEHUH JCN H
paspellieHuy CIOpPOB, OTHECEHHBIX K KOMIIETEHLMH CYIOB, B COOTBETCTBUHM C JECWCTBYIOIIUM
3aKOHOMaTeIbCTBOM Poccuiickort denepanuy, HANIpaBICHHBIX HA 3alIUTy TpaB, CBOOOI M HHTEPECOB
rpakJaH U OpraHu3aluil

1.2 Tumbl 3amad mpodecCHOHATBHOW JEATETLHOCTH, K KOTOPBIM TOTOBATCS OOydYaroluecs B paMKax
OCBOCHHUS JUCIUILTUHBL:
- NPaBOIPUMEHUTEIbHBIN

1.3 JIucuurniauHa OpHEHTHPOBAaHA HA MOATOTOBKY OOydYaromuxcs K MpodeCCHOHAIBLHON IesSTEIhHOCTH B
chepe: 09 HOpucnpynenuust (B cdepax: oOecredeHUs: BEpPXOBEHCTBA 3aKOHA, €IMHCTBA M YKPEIUICHUS
3aKOHHOCTH; 3alllUThl HWHTEPECOB JIMYHOCTH, OOINECTBA U TOCYAApCTBA; pPa3pabOTKM U pealu3aluu
MPaBOBBIX HOPM; OOECIIEUEHUS 3aKOHHOCTH U TIPABOTIOPSIIKA)

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

O0001IeHHBIC TPYIOBBIE
(hyHKUMY / TPYAOBBIC
(GyHKUMY / TPyAOBBIC MU

Kox u HauMeHoBanue
komreteHIm GI'OC BO,
HeOOXOaUMOM I

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

npodeccroHaIbHbIE (hopMHpOBaHUS TPYAOBOTO
JeicTBus (py HaTUYUU WK IpoecCHOHATBHOTO
npodcranaapra) nefcTBUS
ITIK-10 Criocoben Odopmiiser TPUHATBIE pEMICHUS B IOPUIMIECCKOU
OCYIIECTBISATH JNOKYMEHTAIIUU TIPH PACCMOTPEHUH JIe] U pa3pelIeHHbIX
MpoeCCHOHATHLHYIO CTIIOPOB, OTHECEHHBIX K KOMIIETECHIINU CY/I0OB

NeSITeTbHOCTD MIPH
PacCMOTpPEHUH 1T ’
pa3perieHun CIopoB,
OTHECEHHBIX K
KOMITETEHITIH Cy/IOB, B
COOTBETCTBHH C
JIEUCTBYIOIITUM
3aKOHOAATENbCTBOM
Poccuiickoit @eaeparuu,
HaIpaBJIeHHBIX HA 3aIIUTY
paB, CBOOOI U HHTEPECOB
rpakJaH U opraHu3anun

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

[TK-10 CnocobeH ocymecTBiIsaTh MpoheCcCHOHATBHYIO IeITeIbHOCTD TIPH PaCCMOTPEHUH
JeN W Pa3pelieHHH CIOpPOB, OTHECEHHBIX K KOMIIETEHIIMH CYIOB, B COOTBETCTBUHU C
JNEUCTBYIOIIUM 3aKOHOAATENbCTBOM Poccuiickoit denepainu, HampaBiIECHHbIX Ha 3alUTY
1paB, CBOOO M MHTEPECOB IPak/IaH U OpraHu3aIui

Ne HaumenoBanue dopma oOyyeHus
wn o%i;iizfonli{l;lx Ounas 3aouHas
(cemectp) | (cemectp)
MEXIUCIUIUIMHAPHBIE
CBA3H 519 (10059 (10
1 |UcTopust poccuiickoro| + +
KOHCTHTYLIMOHAINA3MA




2 |Konctutyimonssie + +
OCHOBBI CyfeOHOI
BIIACTH

3 [ITpo6nembl + +
CyIOIpPOU3BOACTBA

4 |TIpon3BOACTBO IO + +
epecMoTpy
MOCTaHOBJIEHUH cy/a
B TPa)XIaHCKOM
CYZIOTIPOM3BOJICTBE

5 |TIpoueccyainbHbie + +
0COOEHHOCTH
paccMOTpPEHUs AeT O
pacTop:xeHuH Opaka u
B3BICKaHUHU
aJMMEHTOB

6 |IIponieccyanbHbIe + +
0COOCHHOCTH
pacCMOTPEHUS CyIaMH
CIIOPOB O
KOMITCHCAIHU
MOpaJIBHOTO Bpeza

7|PaccMoTpeHue + +
apOUTPaKHBIM CYIIOM
JIeN 0
HECOCTOSITENTFHOCTH
(6arkporcTBe)

8 |[PaccMmoTpenme + +
apOUTPaKHBIM CYZIOM
JIeJT, BO3HUKAIOMINX U3
aJIMHUHHACTPATUBHBIX U
WHBIX
MPaBOOTHOIIEHU I

9|Cynebnas 3ammura + +
KOHCTHTYIIHOHHBIX
npaB JINIHOCTH

10|Cynebnoe + +
paccMoTpeHue
OTJCTBHBIX KaTeropuit
JIeNT B apOUTPaKHOM
CYJIOIPOU3BOJICTBE

11|Cynebnoe + +
paccMoTpeHue
OTJETBHBIX KaTeropuit
JIeTT B TPAXKTAHCKOM
CYZIOIPOU3BOJICTBE

12 |CynebHnblii mporecc + +
M0 KOPIIOPAaTUBHBIM
criopam

2. MecTo nucuuiuiaiabl B cTpykrype OIl cnenuaaurera:

JucuunnuHa «Jlemonpou3BoACTBO B TOCYJapCTBEHHBIX OpraHax» OTHOCHUTCA K 00s3aTeIbHOW YacTu
yueonoro miana OIl mo manpasnenuto moaroroBku 40.05.04 - CynebHast 1 mpoKypopcKast 1eATeTbHOCTb.

JucuunnuHa «/[enonpon3BoiacTBO B TOCYAAPCTBEHHBIX OpraHax» U3y4aeTcs B 5 CEMECTpE.

3.00beM u conepxaHue TUCUUILIUHBI
3.1.00beM OUCLUILUIAHEL:



Bun yueOHo# paboThI Qunas 3aounas
(Bcero yacoB) | (Bcero 4acon)
O0mast Tpy10éMKOCTb TUCHHUILIHHBI 72 72
KonrakTHast pabora 32 8
Jlexuuu (Jlexum) 16 4
[Tpakruueckue (Ilpakt. pad.) 16 4
CamocrositensHas padota (CP) 40 60
3auer - 4

3.2.Conepxanue Kypca:

No HazBanue Bun yuebnol pabotsl, yac. | ®OpMBI TEKYIIETO
TEMBI paszzerna/TeMsl Jexuun | Ipakr. CP KOHTPOJIS
pao.
O|3[0O0|3 |03
5 cemecTp

1 [TonsiTne n YeTHbl onipoc
MpaBoOBast
periaMeHTanus 2 ! 2 i |8
JIEJIONPOU3BO/ICTBA.

2 JIOKyMEHTHpPOBaHUE CobecenoBanue;
yIpaBIeHYECKON 212 |2 1 518 Pedepar
NS TeTLHOCTH.

3 CocrasieHue u CobecenoBaHue;
odopmieHne ) ) ) 1 5 2 Pemenue 3amau
OT/ENIbHBIX BUJIOB
JIOKYMEHTOB.

4 Opranuzanus YeTHBIN 0npoC;
paboTHI C ) 1 4 1 7 1 10 TectupoBanue
JOKYMEHTaMHU.

5 Tekyuiee XxpaHeHue VYeTHbIl onipoc
JIOKYMEHTOB. 2 - 2 - 5 8
Homenknarypa nen.

6 ITonroroBka gein x YeTHbli onipoc
apXUBHOMY 2 - | 2 1 518
XpaHEHHUIO.

7 Opranuzanust YeTHBIN 01poC;
paboTHI C TectupoBanue
JIOKyMEHTHPOBAHHO |, ) ) ) 2 | 10
i nadopmarueit
OTPaHUYEHHOTO
JoCTyTa.

Tema 1. [lonsaTne ¥ npaBoBasi perviaMenTanus aejaonpoussoacraa. (IIK-10)
Jlekumus.
JlokymeHTOBeZleHHEe - HayyHas JUCLHMIUIMHA, KOTOpas M3y4yaeT B HCTOPUYECKOM DPAa3BUTHH:

1)

3aKOHOMEPHOCTH 00pa30BaHUs IOKYMEHTOB; 2) CIIOCOOBI MX CO3/IaHUs; 3) CTAHOBJICHUE U PA3BUTHE CUCTEM

AOKYMCHTAIUH, CKIAABIBAIOIIHECCA B PA3JIMYHBIX OTPACIIAX YeJIOBEUCCKOM JCATCIIBHOCTH.



Jlenonpou3BOICTBO OMpeeNsieTcss Kak "oTpaciib AesITeNbHOCTH, 00ecleunBaroIas JOKYMEHTHPOBAHUE U
OpraHu3aIMio pabdoThl ¢ JOKyMEHTaMH'", T.€. BECh NPOLECC C MOMEHTA CO3[aHUS JOKYMEHTa U 0 €ro
YHUYTOXKCHUS WIM IE€peJadd Ha XpaHCHUE B apxXuB. BaxHelmen 3agaded JOKyMEHTOBEICHHs Ha
COBPEMEHHOM JTarle ABJseTCS TeOpeTHIecKoe 000CHOBAaHHE MPOLECCOB JOKYMEHTAMOHHOTO 00eCIeYeHHS
yrnpaBieHus. OTO mpenMeT JokyMeHToBeneHue. Cama ke opraHM3anus JOKyMEHTHBIX paloT: co3aaHue,
U3TOTOBJIEHUE, NPHUEM, PACIpPEAEIECHUE, PETUCTpALMsl JOKYMEHTOB, KOHTPOJb HCIIOJIHEHHUS, CIPAaBOYHAs
paboTa, BOpOoCH! KJIaCCH(PHUKALNU JOKYMEHTOB, MOPSIOK MPOBEIECHUS HKCIIEPTU3BI LIEHHOCTH, XPAaHEHUS U
UCIIOJB30BaHUS  JOKYMEHTOB -  IIpeaIMeT  jAenonpou3BoiacTBa. IlapamnensHo ¢ TepMUHOM
"nenonpon3BoacTBO" B 90-¢ rosibl HCHOIB3YETCSI TEPMUH " TOKyMEHTAIIMOHHOE O0ecreueHne ynpasieHus" u
"uH(POPMALMOHHO-IOKYMEHTAIIMOHHOE o0ecniedyeHue ynpasineHus". IlosBieHne 3TUX TEPMUHOB CBSA3aHO C
BHE/IPEHUEM KOMIIBIOTEPHBIX CHUCTEM B YIpaBIEHHE M C TeM, YTO MOMHMO TPAJAULMOHHOM paboThHI ¢
JOKYMEHTaMH OCYIIECTBIsETCS M MHPOpPMALIMOHHOE 0OecIieueHne yrnpasieHus, paboTa ¢ 6a3aMu JTaHHBIX.
Cuctema OpraHM3allMOHHO-PACTIOPAAUTEIBHON JOKYMEHTAllMM MPEACTABISACT s JAPYIMX CHCTEM
IIPaBOBYI0 OCHOBY, IIO3TOMY TaK Ba)XHO M HEOOXOAMMO ObIJIO NPOBECTH YHHU(UKALUIO 3TOW CHUCTEMBI
JOKyMEHTAIHH.

VYHU(UKaLMs JOKyMEHTOB IPEANoaraeT:

. YCTaHOBIICHHNE HOMEHKJIATYPHl JIEHCTBYIOIIMX B paMKaX CHCTEMbl YHHU(DUIIUPOBAHHBIX (QOpM
JTOKYMEHTOB;

*  pa3paboTKy €AMHOW MOJeNu (CXEMBbI) MOCTPOCHHS IOKYMEHTOB CHCTEMBI C HCIIOJIh30BaHUEM, Kak
npaBuiio, popmyssipa-oopasia;

* pa3paboTKy CTPYKTYp IOKYMEHTOB;

¢® CO34aHuC O6H.[I/IX CUHTAaKCUYCCKHUX IMpaBUJI MIOCTPOCHUA JOKYMCHTOB.

Pesynbrarom pa®oThl MO yHH(UKAIUM ¥ CTaHOAPTH3AIMKA JOKYMEHTOB MOTYT OBITh KaK CTaHIApTHI Ha
OT/ICIbHBIC JJOKYMEHTHI (HalpuMep, OTYET O HayYHO-UCCIIENOBATEIbCKON paboTe) WM Ha OTJEeNIbHBIC BHIBI
MPOAYKIIMK (HAmpUMep, OOJIOKKa el JUIMTEIbHBIX CPOKOB XpPaHEHHWs), TaK M Ha YHH(PUIIUPOBAHHBIC
CHCTEMBI JJOKyMEHTAIIHH.

Yauduruposannas cucrema gokymentaruu (Y CJl) - 910 cuctemMa JOKYMEHTAIMH, CO37[aHHAs TI0 €MHBIM
MpaBWJIaM U TpeOOBaHUAM, coAeprKaliasi HHPOopMaIHio, HEOOXOAUMYIO ISl YIIPABJICHUS B OINpeAeIeHHON
chepe aesTeTHLHOCTH.

IIpakTH4eckoe 3aHATHE.
1. OCHOBHBIE HCTOPUYECKHKE ATAIBI PA3BUTHS ACJIONPOU3BOCTBA B Poccun
2. Ilpenmer, 3aauu, CTPYKTypa JUCLUILINHBI

3. Knaccudukanus 3akoHONATENbHBIX, HOPMATHBHBIX, METOAWYECKUX MAaTEepUAOB, KACaIOIIUXCS
JOKYMEHTHPOBAHUS U OpraHU3aluu paboThl ¢ JOKYMEHTaMHU.

4. TOCTer nHa pokyMmeHTammio. OOmepoccuiickue KiacCU(DUKATOPhl TEXHUKO-JKOHOMHUYECKOH U
couuanbHOU nHpopManuu. ['ocynapcTBeHHas cuctemMa JOKyMEHTAMOHHOTO 00eCieYeHus! YIIpaBJIeHHUS.

3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.
IHoaroroBbTe pa3BepHyThIE OTBETHI HA BONPOCHI:
1. [IpaBoBOE M HOPMATUBHO-METOJUIECKOE PETYTUPOBAHUE JEIONPON3BOICTRA.
2. JlokanbHbIE aKThl OpTraHU3AINH, PEITIAMEHTUPYIOIINE JIEJIOMPOU3BOACTBO.
3. Opranu3zanus ciry>k0bl 1eJTOTPOU3BOICTRA.
4. N3yueHue coaeprKaHus JIOKaJIbHBIX AKTOB OPTaHU3aLMH, PENIAMEHTUPYIOLINX AEIONPOU3BOJICTBO.
5. N3yuenue comeprkaHus JIOKAJIbHBIX aKTOB OPTaHU3aIIUN, PETIIAMEHTHPYIONIUX IeTOTPOHU3BOJICTBO.

Tema 2. /lokymMeHTHpPOBaHMe ypaBJjeH4Yeckoi aesateabHocTH. (ITK-10)
Jlekumus.
JIOKyMEHT — MaTepualibHbI HOCUTENb C 3a()MKCUPOBAaHHON Ha HEM B JIF0O0H (popme mHbopManueit B Bue
TEKCTa, 3ByKO3aIlNCH, U300paKeHUs U (UJIM) UX COYETaHUs, KOTOPBIA UMEET PEKBU3UTHI, TIO3BOJISIOLINE €TO
uAeHTU(PUIMPOBATh, W TpEIHA3HAYeH Js [epelaud BO BpPEMEHH U B TPOCTPAHCTBE B LEISIX
00IIECTBEHHOTO CTOIb30BAHUS U XPAHEHUS



CoumanbHas TpUposa JOKYMEHTa CaMblM TECHBIM 00pa3oM cBsi3aHa ¢ (yHKUUSAMH AokymeHTa. Ilox
dbysknuei (ot mar. "functio" - UCHONHEHHE) TOKYMEHTa MOHMMAETCS BHYTPEHHE NPUCYIIEE €My IEIeBOe
Ha3HAYeHHE, COLMAIBHO BBIpaOOTaHHBIN croco0 ero ymnorpebnenus. MHaue roBops, PyHKIMH TOKYMEHTa
IpeIONpeeNeHbl ero 00IIeCTBEHHO-PAKTUYECKUMU IIeNISIMU M 33aJa4yaMHM, SBISIOTCS MPOU3BOAHBIMH OT
HUX.

OyHKIIMM JTOKYMEHTAa HENOCPEICTBEHHO CBs3aHbl C (QYHKUIUSAMH HH(OpMAIMU, KOTOPbIE JIOKYMEHT
IpUHUMaeT Ha cels mocie (Qukcauuu 3ToM MH(pOpMALMKM Ha MaTepuanbHOM Hocutene. Ilockombky
colasibHasi HHGOpPMaLUs OPUEHTUPOBAHA HA YIOBJIETBOPEHHUE PA3IMUYHBIX YEJIOBEUYECKUX NMOTpeOHOCTEH,
T.€. MHOTO()YHKIIMOHAJIbHA, IOCTOJIBKY U IOKYMEHT TaKXe MOIH(YHKIOHAJICH.

CoBOKYNMHOCTh (DYHKIMH SIBISIETCS CPEACTBOM JOCTMXKEHHUS LEIM W peaju3alMy 3ajad, Uil pelIeHUs
KOTOPBIX JIOKYMEHT TIpenHa3HadeH. DYHKIMU OKa3bIBAIOT HEMOCPEACTBEHHOE BIHMSHUE HA BUJBI,
Pa3HOBUIHOCTH, CTPYKTYPY AOKYMEHTOB. 3HaHUE (YHKIHUH SBIsSETCS HEOOXOIMMOM MPEANOCHUIKON IS
KJaccu(UKauy JOKYMEHTOB U JajbHEHIIero 6oee riryooKoro ux u3y4eHus.

Paznuunble QpyHKIIMM JOKYMEHTa TECHO B3aMMOCBS3aHBI M MEPEIICTEHBl MEXKAY COOOM, MOITOMY M3YUYEeHUE
UX BO3MOXKHO TOJIBKO C TIOMOLIbIO OOLICHayYHOTO MeTojda abCTparupoBaHHs, T.€. MBICJICHHOTO
pasrpaHMYCHHS U BPEMEHHOT'O BBIICTICHUS KaKUX-THOO0 OTAENbHBIX (DyHKITHA.

IIpakTnyeckoe 3ansATHE.
1. JIokymMeHT u ero (pyHKIIUH.
2. CriocoObl JOKYMEHTHPOBaHUs. 3HAYEHNE JOKYMEHTOB ISl IPUHSITHS YIIPABIECHYSCKUX PEIICHUI.

3. OpranHu3anoHHO-PAaCHOPSAUTENBHBIC, CIPAaBOYHO-UH(POPMAIIMOHHBIE U CIIPaBOYHO-aHAIUTHYECKUE
JOKYMEHTBI.

4. Turnomnorust ciy>keOHbIX JOKyMEHTOB

5. O0mue TpeboBaHUS K TEKCTY JOKYMEHTA.

6. CocTaB peKBU3UTOB JOKYMEHTOB.

7. OcoOeHHOCTH S3bIKa, CTUJISL U pEAAKTHPOBaHUS O(QULIUATBHBIX IOKYyMEHTOB.
3ananus AJ51 CAMOCTOSITEILHOI padoThI.

. [lonsiTust «cucTemMa JOKyMEHTAIUN» U «yHU(PUIIMPOBAHHAS CHCTEMA JOKYMEHTAIIMM.

N —

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

[98)

. CDYHKHI/IOHZU'IBHI)IG, OTpacyICBbIC U BEAOMCTBCHHBIC CUCTEMbI JOKYMCHTAIIUHU, UX B3aUMOCBS3b.

Tema 3. CocraBiienne u opopmiieHre OTAEJIbHBIX BHA0B 10KyMeHTOB. (ITK-10)
Jlekumus.

DneMeHThl JOKYMEHTOO0OpOTa KOMIIAaHMM MOXKHO KiacCU(UIUpOBaTh B 3aBUCUMOCTH OT BHJa
NesITeIbHOCTH, HAMMEHOBAHMSI JOKYMEHTA, MECTa €0 COCTABIJICHUS, CTETIEHU CEKPETHOCTHU, IOPUINYECKON
CWJIbI, CTETIEHU O0053aTeNbHOCTH, XapaKkTepa COJep)KaHus. JTO NajeKo He MOJHBIA nepeyeHb (aKToOpoB,
KOTOpble BIMSIIOT Ha Kiaccudukanuioo. Kpome Toro, kaxzmas o01acTb JA€ATEIbHOCTH OIEPHUPYET
crenupuUIecKuMi BUJAMU JOKYMEHTOB. B kadecTBe mpuMepa MOKHO MPHUBECTH MPOU3BOACTBEHHYIO WU
MHXEHEPHYIO IOKYMEHTallMIo, 6€3 KOTOPOW HE 0OXOAMUTCS JEATENbHOCTH JII000I OpraHu3aluu, 3aHATON B
npombiluieHHON cdepe. K ocHOBHBIM mpaBuiamM O(GOpPMIIEHHS JOKYMEHTOB MOXHO OTHECTH B IEPBYIO
oyepelb CXeMbl PACIIONIOKEHUSI PEKBU3UTOB M MX MepedyHH. OCHOBHBIM HOPMAaTHBHBIM aKTOM B JIaHHOM
chepe sBasiercas [OCT P 7.0.97-2016. On pacmpocTpaHsieTcsl Ha OpraHU3aIllMOHHO-PACTIOPSAIUTEIbHBIC
JOKYMEHTBI, KOTOpBIE€ OTHOCATCA K YHU(DUIMPOBAHHON cCHCTEME OpraHU3alMOHHO-PACHIOPSIUTENBHOM
JOKYMEHTAIIUH.

IIpakTH4eckoe 3aHATHE.
1. CocraBnenue u opopmieHre 3asBICHUS, JOKIATHON, OOBICHUTEILHON 3aITUCKH.
2. CocraBnenue u ohopMIIEHUE PA3IUYHBIX BUAOB CIIPABOK.
3. CocraBieHue 1 0pOpMIICHHE aKTOB.
4. CocraBnenue u 0opopMIIEHHE TPOTOKOJIOB.
5. CocraBienue u opopmiIeHHE MpUKa3a.
6. Cocrapnenue u oopMIIeHHE JTOKYMEHTOB IO JIUYHOMY COCTaBY.
3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.



IHoaroroBbTe pa3BepHyThHIE OTBETHI HA BONMPOCHI:

1. [TonHbIe 1 KpaTKHe GOPMBI MPOTOKOJIOB.

2. Cuctema MNIaHOBOM JOKyMEHTAalMM. BUAbl IUIAaHOBBIX JOKYMEHTOB: IIJIaH, NEPCHEKTUBHBIA IIJIaH,
nporpamma, rpaduk, cxema, reaepasibHas cxema. ®DenepanabHble, OTpacieBble, TEPPUTOPUATBHBIC TUIaHBI U
IIpOrpaMMEL.

3. Cuctema OTYETHOW [OKyMEHTAllUU: TOCYIApPCTBEHHAs CTaTUCTUYECKash OTYETHOCTh, BEIOMCTBEHHAas
OTYETHOCTh, BHYTPUYUPEKIEHUECKass OTYETHOCTh. Pa3paboTka yHUGUIUPOBAHHBIX (OPM OTUETHOI
JOKYMEHTAIIUH.

4. Cpoku npe/ICTaBIEeHUs OTYETHOCTH.

5. KagpoBas nqokymeHTanus (1o JJMYHOMY COCTaBY) — TPYAOBBIE KOHTPAKTHI, IPUKA3bl [0 JIUYHOMY COCTaBY,
TPYZIOBbIE KHIKKH.

6. VYaubunmupoBaHHble (HOpPMBI TIEPBUYHOM YUYETHOW JIOKyMEHTAllMM TIO TPyAy W €ro oIuiare.
KondunenumaabHOCTh JOKYMEHTOB IO INYHOMY COCTABY.

7. OcobenHoctn odopmIIeHHs] pe3loMe, 3asBIICHWM, aHKeT, aBroOuorpaduii. CocTaB JHYHOTO Jena
paboTHHKA.

Tema 4. Oprannzanus padoTsl ¢ JOKYMEHTAMH.

(ITK-10)

Jlexknus.
OpF aHU3aIl A pa6OTBI C ,Z[OKyMeHTaMI/I — 3TO CO31aHUC OIITHUMAJIbHBIX yCJIOBI/Iﬁ IJIs1 BCEX BHUIOB pa60T C
,Z[OKYMGHTaMI/I C MOMCHTA HUX CO3JaHUsA HNIIN HOJIy‘ICHI/IH 0 yHI/I‘-ITO)KeHI/ISI NIn nepe;[aqn Ha apXI/IBHoe
xpanenue. K Takum paboraM MOXXHO OTHECTH: MPHUEM M PETUCTPAINIO, PACCMOTPEHHE TOKYMEHTOB
pyKOBO,Z[I/ITeHHMI/I, HOpSIIIOK HpOXO)KI[eHI/IH I[OKYMGHTOB B OpFaHI/ISaI_[I/II/I, HUX HCIIOJIHCHHUC, KOHTpOJII:
UCTIOJNIHEH U, (HOpPMHUPOBAHUE JIe]1, TOATOTOBKY U MEpEeAady /el B apXHB.
I[BI/I)KGHI/IG IIOKyMCHTOB B OpFaHI/I3aLII/II/I C MOMCHTaA HX CO3JaHUA HIN HOHy‘-IeHI/DI 0 3aBepmeHH;1
WCTIOTHEHMSI HJTH OTIPABKU 00pa3yeT TOKyMEHTOOOOPOT.
Pabota ¢ qokyMeHTaMH MPEANPUATHS BBIIAUT B BUIE€ TEXHOIOTUYECKOM HIEMOYKH OTIepaIIHii:
MPUEM BXOSIINX JOKYMEHTOB; NPEABAPUTEIILHOE PACCMOTPEHUE (pa3MeTKa) CeKpeTapeM;
perucTpanus J0KyMEHTOB; JOKJIA] PYKOBOIUTEIIO O IIOIYYEHHBIX JOKYMEHTAX;
MIPUHSTHIC PEUIEHUs PYKOBOIUTEIIEM; HAIIPaBICHUE TOKYMEHTOB Ha UCTIOJTHEHUE;
KOHTpOJII: HUCIIOJIHCHU A I[OKYMGHTOB; HUCIIOJIHCHUCEC HOKyMeHTOB; (bOpMI/IpOBaHI/IC I[OKYMGHTOB B ACJIO,
UCTIOJIb30BaHKE JOKYMEHTOB B CIIPaBOYHO-MH(OPMAIIMOHHOM paboTe;

OMPCACIICHUC CPOKOB XpaHCHHA JOKYMCHTOB — II€pclada B apXuB, ,Z[aJIBHefIIHee HUCIIOJIB30BaHUC,
YHUYTOXCHUC NOKYMCHTOB.

CremeHp  COBEPILIEHCTBA TEXHOJOTHMUECKOW CHCTEMBI pabOThl €  JOKYMEHTaMH  OIpEaelsieTcs
ONEPAaTUBHOCTBIO TEPEMEIICHUsI W UCIOJHEHHs JOKYMEHTOB M 3(PQPEKTHBHOCTHIO 0OOECIIeUeHUs
PYKOBOJICTBA MPEANPHUATHS JOKYMEHTUPOBAHHOM HH(pOpMAaLIUH.

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

OTIIpaBJIsieMble (MCXOSIINE) TOKYMEHTHI.

CymiecTByeT HECKOJIBKO (hOPM pErUCTpaluil TOKYMEHTOB:

LeHTpajdu30BaHHas (HauOombmas A(PGOEKTUBHOCTh JOCTHUTAETCS TMPU IEHTPATU30BAaHHON CHCTEME
perucTpanyu (BCe perucTpalioOHHbIC CHCTEMBI B OJHOM MECTE MJTH OTHUM PaOOTHUKOM);

JelleHTpaIN30BaHHas (perucTpamus JOKYMEHTOB B MECTaX MX CO3JaHHs WM HCIOJHEHUS (CTPYKTYpPHBIX
MOZIpa3IeICHUSX );
cMellaHHas (0Ha 4acTh JOKYMEHTOB PErHCTPUPYETCs LIEHTPAIM30BaHHO, Jpyras JELEeHTPaIN30BaHO (B
CTPYKTYPHBIX MO/IPA3CIICHUSX ).

IIpakTnyeckoe 3ansATHE.
1. IokyMeHTOOOOPOT U €ro pa3BUTHE
2. OCHOBHBIE TTpaBUJIa OPraHU3AIMH TOKYMEHTOO0OpOTa B OpraHu3aluy (YIpe:KICHUN).



3. Cxema BUKEHUS M TEXHOJIOTHs 00pabOTKH JOKYMEHTOB.
4. Peructpauusi JOKyMEHTOB.

5. Yder o0bemMa pokymeHTooOOpoTa. MHpOpMamoHHo-cripaBoyHass paboTa U KOHTPOJIb 32 UCIOIHEHUEM
JIOKYMEHTOB.

6. BeimonHeHne paboT 10 KOHTPOJIIO 32 UCIIOTHEHUEM JIOKYMEHTOB.
7. BeimonaeHne nHGOPMaIMOHHO-CIIPABOYHOM paOOTHI.
3ananus AJ51 CAMOCTOSITEILHOI padoThI.
[ToaroToBbTe pa3BepHYyTHIE OTBETHI HA BOTIPOCHI
1. Beimonuenue paboT no 00paboTKe BXOAAIINX JTOKYMEHTOB.
2. BemmonHenue paboT mo 00paboTKe UCXOIANTUX TOKYMEHTOB.
3. BeimonHeHne paboT MO pErucTpaliui BXOAALIINX JTOKYMEHTOB.
4. BoimonHeHue paboT MO PETUCTPALUU UCXOISAIINX U BHYTPEHHHUX JOKYMEHTOB.
5. BeimonHeHue paboT 1o yuetry o0beMa J0KyMEeHTO000poTa.

Tema 5. Texymiee xpanenue 1o0kymeHToB. Homenkiarypa neiu. (IIK-10)
Jlexknus.
Texymee xpaHeHHE JOKYMEHTOB B JICJIONMPOM3BOACTBE IOJIpa3yMeBaeT XpaHEHHE [EeNOBBIX Oymar,
UCIIOJTHEHHUE 110 KOTOPBIM YK€ 3aBEpIIEHO, HO AKCIEPTU3a UX LIEHHOCTU HE MpoBeneHa. Jlo Toro, Kak 3TH
JOKYMEHTBI IIepeaayT Ha XpaHEHUE B apXUB OpraHu3aluu, uX (OpMHUPYIOT B Jefia, KOTOpbIe HAXOIATCS Ha
TEKYyILIEM XPaHEHUH y UCTIOJIHUTENEH WK MepeaaroTcs B CIIyKO0y JeJIONPOU3BOJCTBA, a MPH €€ OTCYTCTBUH
— COTpPYAHMKY, Ha3HAYEHHOMY B KOMIIAHMM OTBETCTBEHHBIM 3a TEKylllee XpaHeHUe NOoKyMeHToB. Ilocie
TOrO, Kak OTY4€T 1O KOMaHIMPOBKE OyneT NpeAocTaBieH (BMECTE C AaBaHCOBBIM OTYETOM H
MOATBEPKIAAIOIIMMH PacXo/bl JOKYMEHTAMU, €CJIM TAKOBbIE UMEIOTCA), BCE JOKYMEHTHI ITOAIIMBAIOT B OJHO
JIEJI0 BMECTE C IPUKAa30M M OTIPABISIOT Ha apXMBHOE XpaHEeHHe. Tekylllee XpaHEHHE U HCIOJIb30BaHHE
JOKYMEHTOB, KOTOpBIE €UI€ MOTYT MOHAaJOOUTCS, OCYLIECTBISETCS O TOTO MOMEHTAa, B HUX eI ecTh
HEOOXOIMMOCTh M HCIOJHUTENN K HUM DEryisipHO oOpamatorcs. OObIUHO, 3TO TpU ToOja, MOCIE Yero
copMHpOBaHHBIE B Jieja JOKYMEHTHI IIEpEeJaloT B apXuB Ha JUIMTENbHOE XpaHeHue. PaboTy ¢ apXUBHBIMU
JOKYMEHTaMU B KOMIAHUM peryiaupyer llonokeHne O XpaHEHHMH JOKYMEHTOB B OpraHM3allUd WU
[TonmoxxeHnem 06 apxwuBe.
Opranuzanus TEKyIIEro XpaHEHWs JIOKYMEHTOB B JEJIONPOM3BOJICTBE IOAPAa3yMEBAET MCIIOJIb30BAHNE
MH(POPMALMOHHO-TTIOUCKOBBIX CHUCTEM, C IMIOMOIIIBIO KOTOPHIX MOUCK HYKHOTO JIOKYMEHTa MPOU3BOJUTCS B
PYYHOM WJIM aBTOMAaTH4eCKOM pexrme. OObIYHO, TaKast CUCTEMa BKIIIOYAEeT:
1. perucTpanyio ¥ UHACKCUPOBAHKUE TOKYMEHTOB;
2. cOCTaBJIEHHE HOMEHKJIATYpBl AEIT;
3. popmupoBanme ne.
IIpakTH4eckoe 3aHATHE.
. Homenknarypa nein.
. Bunbl HOMeHKIaTyp €.
. TpeboBaHuUs K COCTaBJIEHNIO HOMEHKJIATYPBI.
. 3aroJ0BKH U UX COCTaBJICHUE B HOMEHKJIATypeE AEII.
. [lopsioK cocTaBineHys M YTBEPKACHUS HOMEHKIATyPbI JEl.
. TpeGoBaHus K 3aMOTHEHUIO (OPMBI HOMEHKJIATYpHhI JCII.
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. YcTaHOBJIEHHE CPOKOB XPAHEHUS el
3ananus AJ51 CAMOCTOSITeILHOI padoThI.
IMoaroroBbTe pa3BepHyThIe 0TBEThI HA BONPOCHI.
1. CocraBneHre HOMEHKIATYPBI JEII.
2. [onroroBka JOKYMEHTOB K Iepeadye UX Ha apXUBHOE XpaHEHHE.
3. [loaroroBka TOKyMEHTOB K YHUYTOKEHHUIO.
4. TIpotokoubl. [TomHas n kpaTkas GopmbI.
5. AxTbl. Buipl akToB.



6. JloknaaHble 3a0MCKU. BHENIHNE U BHYTPEHHUE TOKJIaIHbIE 3aMCKU.
7. Nenosie nmuchMa, pakcel. Buapl mucem.

Tema 6. IlonroroBka nesa k apxuBHomy xpanenuio. (ITK-10)
Jlekumus.

YacTp JOKYMEHTOB, KOTOpbIe OOpa3yloTcs B TMpoIecce MAEITeIbHOCTH JI000W opraHu3auuu, Ais
JaNbHENIIeTo UCTIOIb30BaHUs U XpaHEeHUs1 HeoOX0MMO TepenaBaTh B apxuB. Cpeau HUX Jiefia 0 JTUYHOMY
COCTaBy, TIOCTOSIHHOTO Wi BpemeHHoro (6omnee 10 mer) xpanenus. [1oarotoBkoli JOKyYMEHTOB K cliade B
apXWUB 3aHMMAIOTCSA CEKpPETapu WM PAOOTHUKH JTOKYMEHTAIMOHHOTO obecriedeHust ympasieHus (JOY).
OHM BBINOJHAIOT IEJNbIA KOMIUIEKC ONpEeAeNeHHbIX 3anad. Ha ocHoBe mepeyHed [OKYMEHTOB U
HOMEHKJIaTyp J€JI ONpPEAENSIOT CPOKM XPAaHEHUS U LIEHHOCTh OKyMeHTOB. Ilo pesynbraTram sKcrepTusbl
COCTABIISAIOT OMKCH O BbIAENIEHUU OyMar Ha XpaHEHHE U YHUUYTO)KEHHE. DKCIEPTU3Y JOJKHA MPOU3BOAUTH
CHEIMaIbHO CO3JaHHasl SKCIepTHas KOMHCCHA.B 3aBHCUMOCTH OT CpoOKa XpaHEHUS MOXKET ObITh
MIPOM3BENICHO MOJIHOE WJIM YaCTUYHOE 0(OpPMIICHHE.

IIpakTH4eckoe 3aHATHE.

1. DkcnepTr3a HEHHOCTH JOKYMEHTOB.

2. IlogroroBka I1OKyMEHTOB K MEepeaaye B apXUB.

3. CocrapieHue onucei

4. Ilopsaok nepeayn TOKyMEHTOB Ha XpaHEHUE B apXUB

5. BeimonaeHune paboT 1Mo MPOBEICHUIO KCIIEPTU3BI U OPOPMIICHUIO €€ PE3yJIbTaTOB.
3ananHus AJ151 CAMOCTOSITEILHOI padoThI.

IloaroroBbTe pa3BepHyThIe OTBETHI HA BOMPOCHI.

. OCHOBHBIC JTaIllbl IIOATOTOBKA ACII K apXI/IBHOMy XpaHCHI/IIO.

. [Iporiemypa skcnepTr3bl IEHHOCTH JOKYMEHTOB.

. Odbopmrenue nern.

. Opopmnenue onuvcu aen.

. COCTaBJIeHI/Ie aKTa O BBIACJIICHUHN A€ K yHI/I‘-ITO)KeHI/IIO.

AN N AW —

. OcoOGeHHOCTH TIepeauu Je B apXHB.

Tema 7. Oprannzanus padoTsl ¢ JOKYMEHTHPOBaHHOI HHPOpPMAanHeil OrPAHMYEHHOT0 J0CTyNA.
(ITIK-10)
Jlexknus.

B 3akone «O0 nnpopmaruzanum» KoHpUICHINAIbHAS HHPOPMAIHS ONpe/iesieHa Kak JOKyMEHTHPOBaHHAs
uHpOpMaLus, TOCTYI K KOTOPOW OrpaHUYMBACTCS B COOTBETCTBUU C 3aKOHOJATEIbCTBOM.

IIpakTH4eckoe 3aHATHE.
1. Opranu3zanust paboThl C JOKYMEHTaMH, KOTOPbIE OTHECEHBI K TOCYIapCTBEHHOM TaifHe.
2. HopMaTuBHas pernaMeHTanus nopsaka OTHECEHNUs JOKYMEHTOB K rOCyJapCTBEHHOM TaliHe.
3. Opranu3zanus paboThl C TOKYyMEHTaMH, COIEp KAIlUMHU KOH(DUIEHIINAIbHYI0 HHPOPMAIIHIO.
4. IlpaBa nocTyna K KOH(pUICHINATBHBIM JOKYMEHTAaM OpraHU3alHH.
3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.
ITonroroBbTe pasBepHyTHIC OTBETHI HA BONPOCHI:
. Opranuzanust paboThl C TOKYMEHTaMH, KOTOPbIE OTHOCSITCS K TOCY/IapCTBEHHOMN TalHe.
. Opranuzanus paboThl C TOKYMEHTaMH, COAEPKAIUMH KOH(PUICHINATbHYIO HH(POPMAIIHIO.
. I[IpaBa noctyna Kk KOH(pUIEHIIMAIBHBIM TOKYyMEHTaM OpraHU3aliu.
. Ilpuem u peructpanys KOHQUICHINATBHBIX TOKYMEHTOB.
. [ledats, pa3MHOXKEHHUE U pacchUIKa KOH(PUACHIIMATBHBIX JOKYMEHTOB.
. ' pynnupoBka UCIIONHIEMBIX TOKYMEHTOB B JI€Na.

~N N D kW N -

. Ucrionp3oBanne JOKYMEHTOB, Aen U u3nanuid. CHsaTHe ¢ el rpuda orpaHiudeHust 10CTymna.

4. KoHTpO/Ib 3HAHUI 00yYAKOIIMXCS U THIIOBbIE OLIEHOYHbIE CPeACTBA
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4.1. Pactipenenenue 0amios:

5 cemecTp
rocemaemMocts — 10 0ayuioB
TEKYILHI KOHTpOsb — 70 6amioB
KOHTPOJIbHBIE Cpe3bl — 2 cpe3a 1mo 10 6aIoB Kax bl
npeMuanbHbie 6amisl — 20 6anos

Pacripenenenne 6aioB 1mo 3aJaHusIM:

No |HazBanue tembl | @opmbl Max. Mertoauka npoBeJeHUs 3aHIATUS U OIIEHKU
Te | /BHUI y4eOHOH |TEKylIero | KOI-BO
MBI paboThI KOHTpois | Oamios
/ cpe3sl
1. ITonsiTue n YcTHbIf 5 VYCTHBIH ONpPOC MOXKET MPHUMEHITBCS B  PaslIdYHBIX (opMax:
MpaBoBas orpoc (hpoHTANBbHBIN, WHIWBUAYATbHBINH, KOMOWHHPOBaHHBIA. (OCHOBHBIE
peraMeHTaIus Ka4ecTBa yCTHOTO OTBETA MOJIEXKAIIETO OIEHKE:
JIEIOTIPON3BOIC - IPaBUWJIBHOCTH OTBETA 110 COIEP)KAHUIO;
TBa. - TIOJTHOTA U TITyOWHA OTBETA;

- CO3HATENLHOCTh OTBETA;
- JIOTHKa U3JIOKEHUSI MaTepraa;

- palMOHAIBHOCTh MCIONB30BaHHBIX MPHEMOB M CITIOCOOOB PEIICHHUS
TTOCTaBJICHHOM y4ueOHOU 3a/1auu;

- CBOEBPEMEHHOCTh M S(PQPEKTHBHOCTH HCIONB30BaHHS HATIISIHBIX
MOCOOUH ¥ TEXHUUYECKUX CPEICTB TPU OTBETE;

- MCTIOJIb30BaHKE JIOTIOTHUTEIBHOTO MaTepraa;

- palvoHANBHOCTh UCIIONB30BAHUS BPEMEHH, OTBEJACHHOTO Ha
3aJjaHue.

5 OayloB — CTYIEHT YMEET COINOCTaBUTh IONYyYCHHYIO TIpU
MOATOTOBKE K TMPAKTHYECKOMY 3aHATHIO WH(POPMAIUIO, CPABHUBATH
pasHble TOYKH 3pEHUS HA aHAIU3HPYEMYIO MPOOIEeMY, YMETh YETKO
(opMynHpOBaTh CBOM BOMPOCHI H OTBEYaTh Ha 3aJIaBacMbIC eMy
BOMPOCHI, BECTH JHCKYCCHUIO C HCIOJNB30BAaHHEM CIICIHALHON
TEPMUHOJIOTHH.

4 Ganna - CTyIGHT yMEeT MPUMEHSTh TOJIYYECHHYIO MTPH MOJTOTOBKE K
MPaKTUIECKOMY 3aHSATHIO WHQOPMAIIMIO, OTBEYaTh HAa OONBIIMHCTBO
BOIPOCOB, BECTU JUCKYCCHIO C HCIOJB30BAaHUEM CIICIHATLHON
TEPMUHOJIOTUH

3 Gayyia — CTYHOEHT BIAZEeT TEOPETUUSCKUM MAaTEPHAIOM II0 TeMe
MPaKTUYECKOTO 3aHATHS, WHOTJA 3aTPyJHSETCS IMpPH OTBETe Ha
BOMPOCHI, HE yMeeT CQOPMYIHPOBAaTh CBOIO TOYKY 3pEHHUS Ha
o0cyXaeMyto pooIeMy.

2 Oamma — CTymeHT ciab0 OpPHUEHTHUPYETCS B TEOPETHYECKOM
Marepuaie, He 3HaKOM C 3aKOHOJIATEIbCTBOM, HE MOXKET OTBETUTh Ha
OOJILIIIMHCTBO M3 MMOCTABICHHBIX BOMPOCOB.

1 Oannm —CTyIeHT He MOXET CaMOCTOSITEIbHO OTBETUTHh Ha BOIPOCHI
MperojiaBaTelisi, HO OTBEYACT HA HABOJISIIUE BOIIPOCHI 110 TEME.

Ecmu cryneHt He BiazeeT mpoOiIeMaTHKoW MPaKTHYSCKOTO 3aHSTHS,
HE MOXET OTBeYaTh Ha BOINPOCHI, 3a4YUTHIBAET OTBET II0
Halle4aTaHHOMY TEKCTY — OTBET OaJlaMu HE OI[CHUBACTCH.
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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

10

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.

10-8 0ammoB — CTYOEHT yMEET COMOCTaBUTH MOJIYYECHHYIO IIpH
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.

7-6 OamnoB - CTYOGHT yMeEeT MNPHUMEHATh IONYyYEeHHYI0 MpH
MOATOTOBKE K MPAKTUYECKOMY 3aHSATHIO WH(POPMAIUIO, OTBEYaTh Ha
OOJIBIIMHCTBO BOMPOCOB, BECTH ITUCKYCCHIO C HCIIOJIb30BaHUEM
CHENMATBHOW TEPMUHOJIOTUI

5-4 6annoB — CTyAEHT BiaJeeT TEOPETHUECKUM MaTEpUAIOM 110 TEMe
MPaKTUYECKOTO 3aHATHSA, HWHOTAA 3aTpyiHsAETCS IIpU OTBETE Ha
BOMPOCHI, HE yMeeT CQOPMYIMPOBaTh CBOIO TOYKY 3pEHHUS Ha
o0cyxmaeMyto pooiemy.

3-2 0annmoB — CTyAEHT cia00 OpUEHTHUPYETCS B TEOPETHUECKOM
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

10

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.

10-8 0ammoB — CTYOEHT yMEET COMOCTaBUTH MOJIYYECHHYIO IIpH
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.

7-6 OamnoB - CTYOGHT yMeEeT MNPHUMEHATh IONYyYEeHHYI0 MpH
MOATOTOBKE K MPAKTUYECKOMY 3aHSATHIO WH(POPMAIUIO, OTBEYaTh Ha
OOJIBIIMHCTBO BOMPOCOB, BECTH ITUCKYCCHIO C HCIIOJIb30BaHUEM
CHENMATBHOW TEPMUHOJIOTUI

5-4 6annoB — CTyAEHT BiaJeeT TEOPETHUECKUM MaTEpUAIOM 110 TEMe
MPaKTUYECKOTO 3aHATHSA, HWHOTAA 3aTpyiHsAETCS IIpU OTBETE Ha
BOMPOCHI, HE yMeeT CQOPMYIMPOBaTh CBOIO TOYKY 3pEHHUS Ha
o0cyxmaeMyto pooiemy.

3-2 0annmoB — CTyAEHT cia00 OpUEHTHUPYETCS B TEOPETHUECKOM
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

10

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.

10-8 0ammoB — CTYOEHT yMEET COMOCTaBUTH MOJIYYECHHYIO IIpH
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.

7-6 OamnoB - CTYOGHT yMeEeT MNPHUMEHATh IONYyYEeHHYI0 MpH
MOATOTOBKE K MPAKTUYECKOMY 3aHSATHIO WH(POPMAIUIO, OTBEYaTh Ha
OOJIBIIMHCTBO BOMPOCOB, BECTH ITUCKYCCHIO C HCIIOJIb30BaHUEM
CHENMATBHOW TEPMUHOJIOTUI

5-4 6annoB — CTyAEHT BiaJeeT TEOPETHUECKUM MaTEpUAIOM 110 TEMe
MPaKTUYECKOTO 3aHATHSA, HWHOTAA 3aTpyiHsAETCS IIpU OTBETE Ha
BOMPOCHI, HE yMeeT CQOPMYIMPOBaTh CBOIO TOYKY 3pEHHUS Ha
o0cyxmaeMyto pooiemy.

3-2 0annmoB — CTyAEHT cia00 OpUEHTHUPYETCS B TEOPETHUECKOM
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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Opranuzanust | YCTHBIN
paboTsI € ofpoc
JOKYMEHTHPOBA
HHOH
uHpOopMaen
OTPAaHUYEHHOTO
JocTyma.

10

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.

10-8 0ammoB — CTYOEHT yMEET COMOCTaBUTH MOJIYYECHHYIO IIpH
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.

7-6 OamnoB - CTYOGHT yMeEeT MNPHUMEHATh IONYyYEeHHYI0 MpH
MOATOTOBKE K MPAKTUYECKOMY 3aHSATHIO WH(POPMAIUIO, OTBEYaTh Ha
OOJIBIIMHCTBO BOMPOCOB, BECTH ITUCKYCCHIO C HCIIOJIb30BaHUEM
CHENMATBHOW TEPMUHOJIOTUI

5-4 6annoB — CTyAEHT BiaJeeT TEOPETHUECKUM MaTEpUAIOM 110 TEMe
MPaKTUYECKOTO 3aHATHSA, HWHOTAA 3aTpyiHsAETCS IIpU OTBETE Ha
BOMPOCHI, HE yMeeT CQOPMYIMPOBaTh CBOIO TOYKY 3pEHHUS Ha
o0cyxmaeMyto pooiemy.

3-2 0annmoB — CTyAEHT cia00 OpUEHTHUPYETCS B TEOPETHUECKOM
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.

ITocemaeMocThb

10

10 6amnoB — crynent nmocetui Bee 100% 3aHATHIA.

7-9 GannoB — cTyaeHT noceTms He Menee 80% 3aHATHiA.

4-6 6amioB — cTyneHT nmoceTun He Mmeree 50% 3aHATuHil.

1-3 Gamnnma — CTyZIeHT moceTHI He MeHee 25% 3aHaTuil.

Ecnu ctynmenT nmocetun meHee 25% 3aHATHIA, OaJUTBI HE HAUMCIISIOTCS.
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9. [IpemuansHbie OaIbl 20 JlononHuTENbHBIE TPEMUATBHBIE OAJUIBI MOTYT OBITh HAYHCIICHBI:
- TIOCTOSIHHAsI aKTHBHOCTH BO BpEMsl NMPaKTHYECKUX 3aHATHH — 10
0aoB;
- TOJTHOCTBIO MOATOTOBJICHHAS K MyOIHMKAllUN CTaThi 110 TEMaTukKe B
paMkax nucuuiuinHel — 10 6asos;
- y4acTHE C JOKJIaJoM BO BCEPOCCHMCKON OMUMIIMAJE MO TEMAaTHKE
n3ydaeMoit qucruruiuHe — 20 6amios;
- ydacTHe B BBICTaBKE M0 TEMAaTHUKE HM3y4aeMON IWUCHMIUIMHBI — 20
0aoB;
- myOnmuKamMs CTaTbMl IO TEMaTHKE H3y4yaeMoil OUCHUIUIMHBL B
cOOpHUKE CTyA€HYEeCKHX paboT / MarepualaX BCEPOCCHICKON
koH(epeHyHn / xypHane u3 nepeuns BAK — 10/ 15/ 20.
10. |nnuBHayansHBIE 3a0aHNA, 50 Brimmonnenne pedeparoB (0 - 10 GamoB); aHHOTAaUUsl CTAaThbH II0
C TIOMOIIBI0 KOTOPBIX temaruke auctuiuimHbl (0 - 5 6amnoB); 0030p 3aKOHONATENHCTBA TI0
MOXHO HaOpaTb temaruke aucuuiuimabl (0 - 15 GamnoB); 0030p cyaeOHON MpPaKTHKU
JIOTIOJTHUTEITEHBIC OaJLThI o TeMaruke quctuininabl (0 - 20 6amioB).
11. HUroro 3a cemectp 100

HToroBast oueHka 1o 3a4ety BeicTaBisgercs B 100-0auibHOM 1IKane U B TPaIUIIMOHHON YeThIPEeXOaIbHOMI
mkane. IlepeBog  100-0annpHOU
YeThIpeX0aIbHYIO OCYIIECTBISETCS CIEAYIOUIMM 00pa3oM:

peﬁTHHFOBOﬁ OLICHKHU 10 JUCHUITIIIMHE B TpaAUIIUOHHYIO

100-0ajuibHasg cucreMa

TpanuuoHHas cucrteMa

50 - 100 6aiuioB

3ayTeHo

0 - 49 Gaiu10B

He 3auteno

4.2 TunoBsle OLICHOYHBIE CPEACTBA TEKYILIETO KOHTPOJIS

Pedepar

Tema 2. JlIokyMEHTHpPOBaHHE YIIPABIECHUYECKON N€ATEIbHOCTH.

1. T'ocymapcTBeHHas cucTeMa JOKYMEHTAIUU.
2. OCOGCHHOCTI/I I[OKYMGHTI/IpOBaHI/I}I ACATCIIBHOCTU KOJIJICTUAJIBbHBIX OpI‘aHOB.

3. PazHoBuHOCTH MH(OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB, UX COCTaBJIeHUE U 0(hOpMIICHHE.

4. Oprann3anOHHO-IIPABOBHIE I0KYMEHTHI.

5. PacniopsimuTenbHble TOKYMEHTHI: MOPSIIOK UX COCTaBICHUS U OQOPMIICHUSI.

Pemrenne 3anau

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

3anmaua 1.

Ha MockoBckoM KOoMOHMHAaTe 10 MPOU3BOACTBY MY3bIKAIbHBIX HWHCTPYMEHTOB U Melenu
(rocymapcTBeHHOE MpeanpUsTHe), KOTOPBIA BXoAUT B KoHIlepH 1o pa3paboTke M MPOU3BOACTBY MPOTYKIIUU
My3bIKalibHON  mpombinieHHOCTH (POCMY3IIPOM), neiictByer IlomokeHne O TpeMHpPOBaHUU

PYKOBOIMTENCH II€XOB, OTAEIOB U ciyk0, yrBepkaeHHoe 05.01.2003 Ne 27. 12 ampenst Tekymiero roga

nupekTop kombuHara B.M.JIapnoHOB mopy4rsl HAYaIbHUKY OTAENa TpyJda W 3apaOOTHOU IiaTl MapKoBy
H.I". paccuuTarh pazmep npeMuu pyKOBOAUTENISIM OTJIENOB, IIEXOB U CIy»KO KOMOMHATa 1o uToram paboTsl
3a TIepBbIN KBapTan K 15 ampens, a miaBHOMYy Oyxranrepy komOunara TpommHoit C.I. — opranuszoBarb
BBIIUIATy npemMuu K 20 anpesst TeKyIero roaa.

Havanpauk mianoBo-s3koHOMHUeckoro otaena Marseesa C.H. u rimaBHsii Oyxranrep Tpomuna C.I.
3aBU3UPOBAJIM MPOEKT MPUKa3a JTUPEKTOpa KOMOUHATA.

CocraBbTe IOKYMEHT, 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.
. IlpaBa nocTtyna kK KOHPHUICHINATBHBIM JOKYMEHTAM OpTaHU3alHH.

W N —

4.3 IIpomexxyTouHast aTTeCTaIMs 110 AUCIUIUIMHE POBOIUTCS B JopMe 3adeTa

Tunossie Bonpocsl 3auera (I1K-10)
1. CI/ICTeMa OTYETHOU 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 1 3a4era (IIK-10)
3agaHus HE PETyCMOTPEHBI.

4.4. llIkana oueHMBaHUS TPOMEKYTOUHOM aTTeCTALMK

25

I[CCKpI/IHTOpBI (ypOBHI/I) — OCHOBHBIC ITPU3HAKU OCBOCHUA (HOKa3aTeJ'II/I

Ornenka Komnerentuu
TOCTHKEHHMSI pe3ynbTaTa)

IIK-10 3HaeTr mpaBwiaa  OQOPMIICHHS  YIPABICHYCCKHX  PEIICHUH,
TpeOOBaHUs, MPEABABIAEMbIC K IOPUAMYCCKONW TOKYMEHTAIIUH.
Biageer HaBbIKAMHU COCTABIICHUSI FOPHIHUECKUX JTOKYMEHTOB.

«3a4TCHO»
(50 - 100 6anoB)

IIK-10 He obmnagaer B joctatouHoM oOobemMe MH(POPMAIHEH 0 U3TI0KEHUIO

«HE 3aU4TCHO» YIPaBIEHUYECKUX pEIIeHUA MNpH  O(QOPMICHUH IOPUANYECKOM

(0 - 49 6amnos) TOKyMeHTalu. OTCYTCTBYIOT HaBBIKH COCTABJICHHS IOPHINYECKHX
JTOKYMEHTOB.

5. Metoanueckue yKkazaHus JJisi 00y4al0UUXCsl 10 OCBOCHHMIO IMCHUILIMHBI (MOXYJIA)

5.1 Meroaudeckue yka3aHusl 10 OPTaHU3AIUNA CAMOCTOSITEIIbHON paOOThI 00yUYaIONUXCS:

[Ipuctynas K W3yYeHHUIO TUCIUIUIMHBI, B MEPBYIO ouepe/b OOydaromuMcsi HEOOXOAMMO O3HAKOMUTBCS
cogepxaHueMm paboueid mporpammbl nucuuiuiniabl (PITJ]), xotopas ompeznenser coaepxaHue, o0bem, a
TaKKe MOPSAIOK U3YUESHHsI U MTPEToAaBaHus yueOHOM TUCIUILIMHEL, €€ pa3/iena, YacTu.

Jlnisi caMOCTOSTENTbHON paboThl BaKHOE 3HAYCHUE MMEIOT pasaeibl «O0beM U coiepikaHue AUCLUUTUINHBDY,
«Y4eOHO-MeToauueckoe U HH(POPMALMOHHOE O0ECIIeUeHNEe AUCHUIUTMHBD U «MarepruanbHO-TEeXHUYECKOEe
o0ecriedeHHe JUCLUUIUIMHBL, TporpaMMHOe oOecneueHue, mpodeccHoHanbHble 0a3bl JaHHBIX U
MH(POPMALMOHHBIE CIIPABOYHBIC CUCTEMBI.

B pasgene «O0beM U conep)kaHWe IUCIMIUIMHBD) YKa3bIBaIOTCS BCE pasfeNibl M TEMbl H3y4aeMoil
JTUCIMILTAHBL, @ TAK)KE BUJIbI 3aHITHIA U TUTAHUPYEMBI 00BEM B aKaJIeMUUYECKHUX Yacax.

B pasgene «YuebHO-MeTommyeckoe W HMH(OpMAIMOHHOE oOecreueHre AUCHUIUIMHBDY —yKa3aHa
peKoMeHayeMasi OCHOBHAS U IONIOJIHUTEIbHAS JINTEpATypa.

B pasgene «MarepuaabHO-TEXHUYECKOE OOECIeYeHHe IUCLUUIUIMHBL, MPOrpaMMHOE OOecCIeyYeHuUE,
npodeccruoHabHble 0a3bl JaHHBIX U MH()OPMAIMOHHBIE CIPABOYHBIC CHUCTEMBD» COAEPKUTCS MEpedyeHb
npodeccHoHaNbHBIX 0a3 JaHHBIX U HHPOPMAIMOHHBIX CIIPABOYHBIX CHCTEM, HEOOXOIUMBIX JJISi OCBOCHHUS
JTUCIUTUTNHBL.

5.2 Pexomennanuu o0y4aromumcs 1o padbore ¢ TEOPETHUECKUMHU MaTepHallaMu 110 TUCIUILIIMHE

[Ipu uzyyennu u npopabOTKe TEOPETUUECKOr0 MaTepHana HeoOX0AUMO:

- IPOCMOTPETH €IlIe pa3 npe3eHTaluo Jekuu B cucteMe MOODLe, noBTOpUTh 3aKOHCIIEKTUPOBaHHBIN Ha
JEKUMOHHOM 3aHATUM MaTepual M JOMNOJIHUTh €ro € YYEeTOM PEKOMEHJOBAaHHOM IOMOJIHUTEIbHOU
JUTEPaTyphl;

- IIPY CaAMOCTOSITEIBHOM M3YyYE€HUH TEOPETUUYECKOM TEMBI CAENATh KOHCIIEKT, UCIOJIb3Ysl PEKOMEHIOBAHHbBIE
B PII/] ucrounuku, npodeccruoHaibHble 0a3bl JaHHBIX U HHPOPMAIIMOHHBIE CIIPABOYHbIE CUCTEMBI:

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

- TP MOATOTOBKE K TEKYIIEMY KOHTPOJIIO HCIIOIb30BaTh MaTepralibl (hoHa oreHouHbIX cpencts (POC).
5.3 Pexomenpanuu no pabote ¢ Hay4HOH 1 yueOHOM TuTepaTypoit

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

KoHCHeKT JIeKInu JOKEeH coliepKaTh pedepaTuBHYIO 3alIUCh OCHOBHBIX BOIPOCOB JICKIIUH, B TOM YHCIIE C
ornopoii Ha pasMmeleHHble B cucteme MOODLe mpe3eHTany, OCHOBHBIX MCTOYHUKOB M JIMTEPATYphl IO
TeMaM, BBIBOJBI MO KaXKAOMY Bompocy. KoHCeKT MOXKeT OBITh BBITIONHEH B paMKax pacliedyaTKd BbIIa4uH
MPe3eHTAlUi JIEKIUH WM B OTACNIBHOW TeTpaau mo mpeamery. OH JOKeH OBITh aKKypaTHBIM, XOPOIIO
YUTAaEMBbIM, HE COAEPIKAaTh HE OTHOCALIYIOCS K TeMe UH(POPMAITUIO HITH PUCYHKH.



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

B nporecce paboThl ¢ OCHOBHOM W JOTIOTHUTEIIBHON JTUTEPATYPOH CTYICHT MOXKET:

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

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

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

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

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

- IPaBUJILHOCTH OTBETA IO CO/IEPIKAHUIO;

- IOJIHOTA U TITyOWHA OTBETA;

- CO3HATENIbHOCTh OTBETA;

- IOTUKa U3JI0KECHUS MaTepuaa;

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

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

- HCTIOJIb30BaHMUE JIOMOTHUTEIILHOTO MaTepuarna;

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

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

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

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

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

6. YueOHO-MeToAUYecKOe U MHPOPMALIMOHHOE 00ecnieYeHue TUCIHIINHBI

6.1 OcHOBHas nuTEpaTypa:
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Jlng mnpoBeneHus 3aHATHM MO JUCHUIUIMHE HEOOXOIUMO ClIeAyIollee MaTepuaibHO-TEXHUYECKOe
oOecrieueHue: ydeOHble ayqUTOPUM [AJs TNPOBEICHUS 3aHATHHM JIEKIIMOHHOTO M CEMHHApCKOro THIIA,
TPYNIOBBIX W WHAMBHUIYaJbHBIX KOHCYJIbTAlMH, TEKYLIETr0 KOHTPOJS U MPOMEKYTOUHOM aTTecTaluH,
MTOMEIIEHUS 111 CAMOCTOSITENIbHON paboThI.
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OOJIBITION ayTUTOPHH.

[TomerieHus U1 CaMOCTOSATENILHONW paOOTHl YKOMIUIEKTOBAHbI KOMITBIOTEPHON TEXHUKOH C BO3MOXKHOCTBIO
MTOAKITFOYEHHUS K CceTH "Unrepuet" 51 obecrnieueHneM JI0CTyIa B AIIEKTPOHHYO
nH(OPMAITMOHHO-00Pa30BaTEIbHYIO CpEey YHUBEPCHUTETA.

Jliig mpoBesieHus 3aHIATUN JIEKIIMOHHOTO TUIA UCTIOIB3YIOTCSI HAOOPHI JEMOHCTPALIMOHHOTO 000PYI0BaHMS,
o0ecreunBaIIfe TeMaTHYECKUE WILTIOCTpaud (TPOEKTOP, HOYTOYK, SKpaH/ MHTEPAKTUBHAS JI0CKA).
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