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1. IlepeyeHb NJaHUPYEeMBbIX Pe3y/IbTATOB 00y4eHHUS 110 AUCHMILIMHE, COOTHECEHHBIX €
IVIAHNPYEMbIMH Pe3yJIbTATAMH OCBOCHHUSI 00pa30BaTeJbHOM NPOrpaMMbl

1.1 Hucumunnmua b1.B.JIB.1.1 «/lokymMeHTanrOHHOE OOECHEUYeHHE YMPABICHUS MEPCOHATIOM
TOCYIapCTBEHHOW U MYHHIMNAIBHOM CIyXObl» 00ecleyrBaeT OBJIAJCHUE CIEIYIOIIUMU

KOMIIETCHIIUSIMH C YYETOM JTarna:
Kon HaumenoBanue Kon HaumenoBanue 3Tamna
KOMIIETCHIIUM | KOMIIETEHUUHU Jrarna OCBOCHMS | OCBOCHHUSI KOMIIETEHLIMU
KOMIIETEHIIUU
AIIK-1 3HaHue 0CHOB paspadotku | JIITK-1.3 CrocoOHOCTh
U BHCAPCHUS aIMUHUCTPUPOBATH
YIIpaBIEHYECKON IPOIIECCHI u
AOKyMCHTALNH, JIOKYMEHTOO0OPOT
OIITUMU3aAIIUHN
YIPaBJICHUS MEPCOHAIIOM
JOKYMEHTOO00pOTa U N
roCyJapCTBEHHOMN u

CXEM B3aMMOJICHCTBUS
MEXKITY
MOIpa3ICICHUSIMH,
YMEHHE BECTH
JIEJIONPOU3BOJICTBO U
OpraHU30BLIBAThH
aApXUBHOE XpaHEHHE
JOKYMEHTOB B
COOTBETCTBHH C
JEHCTBYIOIIIMMU
HOPMaTHUBHO-TIPABOBEIMH
aKTaMH

MYHULIUIIAJIbHON CITYKOBI.

1.2 B pe3ynbrare 0OCBOCHUS IUCLHILIMHBI Y CTYIEHTOB JJOJKHBI ObITh C(HOPMHUPOBAHBI:

OTD/TD Kon JTana Pesynbrarel 00yueHus

(pM HaTMYUH OCBOEHUS

npodcerangapra, Wik | KOMIETEHLIUU

0 pe3yJbTaTam

dbopcaiiT-ceccrn)

NesITeIbHOCTh no| JITK-1.3 Ha YpOBHE 3HAHM. Biageer TEOPETUYECKUMU MU

00eCTIEYeHUTO NPaBOBBIMH  OCHOBAMH  JOKYMEHTAIIHOHHOTO

[ePCOHATIOM o0ecrieyeHus yIIpaBJIeHUs, cofiep>KaHueM
HOPMAaTHBHBIX TPABOBBIX AKTOB M METOJMYECKUX
JTIOKYMEHTOB, perIaMeHTUPYIOIUX BOIIPOCHI
CO3/1aHUSA JOKYMEHTOB M paboThl C HUMH,

TpeOOBaHUSAMHU K COCTaBICHUI0 M O(QOPMICHHIO
OpraHU3aMOHHO-PACTIOPAAUTENBEHOM
JIOKyMEHTAINH, 0COOEHHOCTAMU A3BIKA
CIIy’)keOHOTO JOKYMEHTa, OpraHu3aliyd padoThl C
JJOKYMEHTaMH U UX apXUBHOT'O XpaHEHHUS,;

Ha YpPOBHE YMEHMI. cCroco0eH  HCIIOIb30BaTH
[OJIydeHHBIE 3HAaHMS B IpaKkTUYeCKod pabore 1o
CO3MAaHHI0O U O(GOPMIICHHIO CIY)K€OHBIX IOKYMEHTOB, B
COOTBETCTBMM C  YCTAaHOBJICHHBIMH  TpPeOOBaHMSIMH
COCTAaBIATh U O(OPMIATH pas3Hble BUMABI JIOKyMEHTOB
CHCTEMBI OpraHu3allMOHHO-PACHOPSIUTENLHOM
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TOKYMCHTAIIHH, OCYILECTBIISATh MpaBKy "
pPEIaKTUPOBAHWE  CIOY)KEOHOrO  OKyMEHTa,  BECTH
TICJIOBYIO TIEPEIUCKY, JCIOMPOU3BOACTBO B OpraHax W
OpraHu3alysx; OpPraHu30BaTh JIOKYMEHTONOTOKH B
cHCTEeME JOKYMEHTOO0OpOTa, MAapIIPYThl  IBHKCHHS
TOKyMEHTOB B OpraHH3alliH, TIOATOTOBKY JIeJT K Iepeiade
B apXVB

Ha YpPOBHE HAaBBIKOB. BIAJECT COBPEMECHHBIMU
TEXHOJNIOTHSMH  JTOKYyMEHTAIIMOHHOTO  OOeCredeHus
yIpaBieHus, S3BIKOM O(PHUIHATBEHO-ACTOBOTO  CTHIISA
pedr, METOIUKOW COCTaBieHUs, O(OPMICHUS U
PEIaKTUPOBAHUS CITY)KEOHOTO JIOKYMEHTA, OpraHU3aIliu
paboTHI C HUMHU.

2. O0beM U MeCTO JUCHUILIMHBI B CTPYKTYpe 00pa3oBaTeIbHOM MPOrpaMMbl

O0beM JUCHUILIMHBI

Obmas Tpynmoemkocts b1.B.JIB.14 JlokymMeHTalMOHHOE OOecleyeHne YIpaBieHUs
MIEPCOHAIOM FOCYJaPCTBEHHON M MYHHUITUTIAIBHOMN CITY»KOBI COCTABIISCT 2 3a4€THBIC SUHUIIBI, 72
yaca. KomnuecTBo akaJeMUYECKHX YacoOB, BBIJCICHHBIX Ha KOHTAaKTHYIO paboTy cC
IperoaBaTesieM, CocTaBisieT 36 4acoB: jekuu — 18 yacoB, mpakTudeckue 3aHsaTus — 18 gacos.
CamocrosTenbHas paboTa coctaniseT 36 4acosB.

MecTto aucuumimabl B crpykrype OII BO

Huctunnuua B1.B.JIB.14 JlokymeHTallMOHHOE OOECIEUYEeHHE YIPABICHUS MEPCOHAIOM
roCy/1lapCTBEHHOM M MyHULIMIIAJILHON CITyObI U3ydaeTcst Ha 3 Kypce B 5 ceMecTpe.

Huctunnuua B1.B.JIB.14 JlokymeHTallMOHHOE OOECIEUYEeHHE YIPABICHUS MEPCOHAIOM
rOCY/IapCTBEHHOM W MYHHUUUNAIBHOW CIY)XObl OTHOCHUTCS K YHUCIY IUCHMIUIMH IO BBIOOpPY
BapuaTuBHOM yacTH bioka 1. «/lucuuminnel (MOIynu)».

Jucuummza peanusyercs nocie nsydeHus b1.B.OJl.2 «OcHOBBI rocyapcTBEHHOIO U
MYHUIIMNIAJBHOTO yrpaBieHus» (2 cemectp), b1.B.O/1.3 T'ocynapcTBeHHass U MyHHUIMIaIbHAs
ciyx0a (3 cemectp).

dopma MPOMEKYTOUHOH arTecTallid B COOTBETCTBUU C y4eOHbIM IuiaHoM — 3adeT (5
CeMecTp).

3. Copep:kaHue U CTPYKTYPA AUCHHILIUHBI

Ounasn ¢popma o0oyuenusn

O0beM AMCHUILUIMHBI, Yac ®opma
KonTakTHas pa6ora TeKyLIero
00y4JaloIMxcsl ¢ NpenoaaBaTesieM KOHTPOJIS
No HanmenoBanue Tem 10 BM/JIaM Y4eOHBIX 3aHATHH ycneBaeMocT
h (pa3nesioB) Bcero CP u*,
a JP | M3 | KCP HpoMERyToH
HOIi
aTTecTaAluu
1. | Ucropus cTaHOBICHUS
Jenornpou3BoacTBa B Poccun u
aKTyallbHbIE MPOOIEMEI 8 2 2 4 o)
JIOKYMEHTAIIMOHHOTO 00eCIIeUeHHUsT
yIpaBJiEHUs
2. | IIpobnemsl popMHUpOBAHUS 0
MOHATUIHOIO armapara 8 2 2 4
JEIIONPOU3BO/ICTBA
3. | HopmaruBHO-MeTOANYECKOE 8 2 5 4 O
o0ecreueHue JIeONPON3BOICTBA B




O0beM AMCHUILIMHBIL, Yac ®opma
KonTakTHas pa6ora TEKYLIEero
Oﬁy‘lalOHII/IXCﬂ C rmpenoaaBaTejieM KOHTPOJIsA
Ne HauMmeHoBaHME TeM o BUjiaM yqeﬁm,lx 3aHATHH ycnneBaemMocCTt
(pa3nesoB) Bcero CpP u*,
a JP | M3 | KCP HPOMEAEYTOH
HOHU
aTreCcranuu
rOCyJapCTBEHHOU U
MYHUIHIIATBHOM CITyK0e
4. | CoBpeMeHHas CTaHIAPTU3ALINS (0]
TpeOOBaHMI B CHCTEME 8 2 2 4
JIEJIONPON3BOJCTBA
5. | S3BIK ciry’keOHOTO TOKYMEHTa Kak O
9acTh OPHUITHATBHO-IEITOBOTO 8 2 2 4
CTHIIS pedun
6. | CocraBnenue u opopmiIeHUE 0
OpTraHU3alHOHHO- 8 2 2 4
PacCHOPSANTENHBHON TOKYMEHTAIIUN
7. | CocraB u cofepkaHue KaJpoBon 8 ) ’ 4 o
JIOKYMEHTalUU
8. | Opranusanus paboThl ¢ 8 ) ’ 4 O
JIOKYMEHTAMH B OpTaHH3aIiN
9. | CoBpemMeHHbIe HHPOPMAITUOHHBIC 8 5 9 4 0]
TEXHOJIOTHHU B JIEJIONIPOU3BOJICTBE
[IpomexyTouHast aTTecTaIus 3
Bcero 72 18 18 36

IIpumeqanue:
* ghopmel mexywezo konmpons ycnegaemocmu: onpoc (O, mecmupoganue (T).
** hopmul npomedicymounoi ammecmayuu: 3adem (3a)

Coaep:xanue TUCHUNIMHBI

Tema 1. UcTopusa craHoBJ/IeHusi Aeonpon3BoacTea B Poccnu M akTyaJbHble IPO0OIeMbl
AOKYMEHTAIMOHHOTO o0ecriedeHusl yIpaBJieHUs

HenonpousBoactso B /JlpeBneit Pycu. Ilpukasnoe penompousBoacTBo. Komexckoe
JIeTIONPOU3BOICTBO. MUHHUCTEPCKOE Jienonpon3BoacTBo. Jlemonpoussoacteo B CCCP.

CoBpeMeHHOE JEJIONPOU3BOJCTBO, €r0 MECTO B CTPYKTYpE YIPaBIEHUECKOTO TPYyAa.
Cranpapruzanus, yHu(pUKaus 1 aBTOMAaTU3aIUs JEIOMPOU3BOICTBEHHBIX MPOIECCOB.

AKTyalnbHbIe TPOOIEMBI IOKYMEHTAIMOHHOTO 00ECTIeUeHUs YIpaBlIeHUs

Tema 2.0cHOBHBIC MOHATHS AOKYMEHTAMOHHOIO ol0ecredyeHus ynpapiaeHusi. yHkuuu u
THUIIOJIOTUS CJIY:KeOHOI0 I0KYMeHTa

KitoueBble MOHATHS JOKyMEHTAIlMOHHOTO oOecredeHus ympasieHus. Hocutens
uHpopmanmu. Knaccudukanus Hocuteneil nHdopManuu no cnocody ¢pukcanuu UHGOpPMaLIUU.
CpenctBa nokymeHTHpoBaHUs. CrnocoObl JOKYMEHTHpPOBaHHA. JIOKYMEHT Kak HMHCTPYMEHT
OpPraHM3al[MOHHBIX METOJO0B YyrpaBieHHus. DyHKUUU yIpaBiIeHUECKHX JTOKYMEHTOB. Bubl
yIpaBlIeHYeCKUX JOKyMeHTOB. Kiaccudukanus ymnpaBieHYeckHMX JoKyMmMeHToB. Cucrema
JOKYMEHTaIH. YHU(UIUPOBAHHBIE CUCTEMBI JOKYMEHTAIIUH.

Tema 3.HopmaTruBHO-MeTOAMYECKOE 00ecIIeYeHUEe 1eJI0NPOU3BOACTBA B IOCYIaAPCTBEHHOM U
MYHUIIHIIAJIBHOM CJIy:K0e

CocraB, xapakTepHUCTHUKa U aHAJIU3 HOPMATUBHO-METOINYECKON 0a3bl 1EJI0MPOU3BOICTBA.
Knaccugukanus u conepkanne IpaBoOBBIX aKTOB, PETYINPYIOIIUX BOIPOCH! JOKYMEHTUPOBaHHUS,
opraHu3anuu padboTsl ¢ JoKyMeHTaMu. [IpaBoBoe perynupoBaHue BONPOCOB CTaHAApTU3ALMU U
YHU(DUKAUU TOKYMEHTOB




Tema 4.CoBpeMeHHAasi CTAHAAPTU3ANUA TPeOOBAHUII B cHCTEMeE J1eJI0ONPON3BOACTBA

AHanu3 CTPyKTYpBbI, COAEpXKaHUs, 00JIaCTH IPUMEHEHHSI CTaHAapTa B AEJIONPOU3BOJCTBE,
cocTaBa PEKBU3UTOB JOKYMEHTOB U TpeOOBaHUN K WX O(GOPMIICHHIO M PACIOIOKEHUIO Ha I0JIe
JIOKyMEHTA

Tema 5. SI3bIK Ci1yKeOHOI0 TOKYMEHTA KaK YacTh 0(PMIIHATbHO-/1€JI0BOI0 CTHJISI pevyu
JIMHTBUCTHYECKHE HMCTOKM $3bIKAa CIYy)KEOHOTO IOKyMEHTa KaK 4acTH O(HUIHMaIbHO-
JIEJIOBOTO CTHJIS pedud. MecTo o(pHUUaIbHO-AENI0BOIO CTUISA PEYd B CHUCTEME COBPEMEHHOTO
pPYCCKOTO JHTEparypHOro s3bika. OQuIMambHO-IETOBOW CTHIIb pPEYd, €ro B3aUMOCBS3b C
OPYTUMH CTHIIIMU pedd. OTIn4us ycTHOW (OPMBI JIENOBOM pedd. DKCTPATUHTBHCTUYECKHE
0COOCHHOCTH yCTHOHM aenoBod peun. [lucbMeHHas nenmoBas pedb W €€ BHEIMHTBUCTHYECKHUE
ocobenHocTu. OOmME S3BIKOBBIE (JIKCMUECKHE M TPaMMaTHYECKHUE) OCOOCHHOCTH YCTHOH W
NUCBMEHHOW QopMm nenmoBoit peun. [lopcTumm oduImMambHO-IEIOBOTO CTWIIA pedu. SI3BIK
JIOKYMEHTOB Kak 00si3aTeNibHasi 1 He0O0X0auMas 4acTh 0(hUIIHAIbHO-JIEIOBOM peyn.
SI3BIKOBOM CTaHJApT, CTAaHJAPTH3ALMSA HAa YPOBHE CIIOBA, CTaHIAPTU3ALMS CIOBOCOYECTAHHIA,
CTangapTu3lanusd HpeI[JIO)KeHI/If/'I, CTaHgapTusanuAa TCEKCTOB, CTaHAApTHU3alUs [[eJ'IOBOf/'I pcuun.
TunmuHble omKMOKY S3bIKa CITY’KEOHOTO TOKYMEHTA.

Tema 6. CocraBienne u  odopmiieHHe  OPraHU3ANMOHHO-PACIIOPSAUTENbHOMI
AOKYMEHTAINH

AHanu3 cocTaBa M COACpPXKaHUS OCHOBHBIX OPraHU3alMOHHO-PACTIOPSAUTEIbHBIX H
CIIPaBOYHO-UH(POPMAIIMOHHBIX JIOKYMCHTOB OpTaHU3AllMU: TIOJOXEHUs 00 OpraHu3aiuu,
HITATHOTO  pacHUCaHMs, NpPaBUJI  BHYTPEHHETO  TPYAOBOrO  pacnopsanka, IlpaBun
JEJIONPOU3BOJCTBA B (pelepalibHbIX OpraHax WCIIOJTHUTEIbHOW BiacTd, [IpaBun BeneHHS
JIEJIONPOU3BOJICTBA B (pefepalbHbIX OpraHax HCIIOJTHUTEIbHONW BIACTH, MPUKA30B M0 OCHOBHOU
JeATEeTbHOCTH, CIIY>KEOHBIX MHCEM.

Tema 7. CocTaB u cogep:kaHue KaJApOBOii JOKYMEHTAUH

CocraB kagpoBoi nokymeHTauuu. CocrtaBieHHe U O(OPMIIEHHE OCHOBHBIX BHJIOB
KaJpOBOW JOKYMEHTALMU: TPYAOBOM KHMIKKH, JJUYHOTO JEJIa, JINYHON KapTOYKH, IPUKA30B I10
JAUYHOMY cocTaBy. OCHOBHBIE TPEOOBaHMS K KaJJPOBBIM JIOKyMEHTAM.

Tema 8. Opranmnsanus padoTsl ¢ JOKYMEHTAMH B OPraHU3alUH

Opranmzanus A0KyMeHT0000poTa. OCOOEHHOCTH OpraHU3aIu PabOThl C BXOSAIIUMU,
UCXOAALIMMHM M BHYTPEHHMMH JIOKYMEHTaMH, C OOpalleHus MU rpaxjaaH. Peructpanus
JOKYMEHTOB B opranm3anud. OpraHu3anus KOHTPOJS HCIOTHEHUs NTOKyMeHTOB. CocTaBlieHHE
HOMEHKJIaTypsbl Jien. [loaroroBka TOKYMEHTOB K Iepe/ade Ha XpaHeHue B apxuB. @opMupoBaHue
nen. Odopmienue fein. JKcrnepTusa EeHHOCTH T0KyMeHTOoB. [lepenadya JOKyMEHTOB B apXUB.

Tema 9. CoBpemenHble HHPOPMALIMOHHBIE TEXHOJIOTHH B 1€JIONPONU3BOACTBE

OcHOBHBIE 3Tanbl U OCOOCHHOCTH CTAaHIAPTU3AlNUU, YHU(DUKALWKA U aBTOMATH3AI[UN
Jenonpou3BoACcTBa.  Mcmons3oBanne  yHH(PUIUMPOBAHHBIX (GOpPM B JCJIONMPOM3BONICTBE.
CranpapTuzanust TpoOLENypbl BEACHUS JIEJIONPOU3BOACTBA. BO3MOXKHOCTH HCIIOJIB30BaHUS
ANIEKTPOHHBIX  (OpPM  JOKYMEHTOB B  JIeATENbHOCTH opranusamun. HMubopmaruzamus
nenonpousBoacTBa. Kmaccudukanus WHGOPMAIIMOHHBIX TEXHOJOTHH, HCHOIB3YEMBIX B
KampoBoii  cdepe. OO030p  IIEKTPOHHBIX  CHOPABOYHBIX  W3JaHUM, 0a3  JaHHBIX,
CIELUAIM3UPOBAHHBIX CUCTEM. Mcmonb30BaHWE CTaHAAPTHBIX MNPOTPAMMHBIX MPOAYKTOB
Microsoft Office. Ananu3 crnenuaaM3upPOBAHHBIX CHCTEM aBTOMATHU3AIlMU JIEITOTPOU3BOJICTBA.
DONEeKTPOHHBIM apXUB: OCHOBHBIE MOHATHS, (YHKIUH, TporpammHas peanu3sanus. CrocoObl
3aIIUTHI JIEKTPOHHOW MH(popMaluu. Vcronp30BaHNE CETEBBIX TEXHOJOTUM B TOCYIapCTBEHHON
M MyHUIUNAIeHOW chmyxOe. Kpurtepun BbIOOpa MpOrpaMMHOTO  OOECTEYeHHs s
aBTOMAaTH3aIMU PAbOThI C JOKyMEHTaMH. AHAlW3 HOPMAaTHUBHOW 0a3bl MO HCIIOJIb30BAHUIO



ANIEKTPOHHBIX JIOKYMEHTOB M JJIGKTPOHHOTO JIOKYMEHTOOOOpOTa B TOCYIapCTBEHHOW U
MYHUIUIIAJILHOM CITyK6e.

4. MaTtepuaJjibl TeKylIero KOHTPOJISA yCIIeBAeMOCTH 00y4A0IIMXCS U (DOHI OL[EHOYHBIX
CpPeACTB MPOMEKYTOYHOM aTTeCTAMU M0 AUCHUNINHE

4.1. ®opMbI 1 METOBI TEKYIIIETO KOHTPOJISI YCIIEBAEMOCTH U NMMPOMEKYTOYHOM aTTeCTaIlHH.
4.1.1. B xome peamuzanuu aucuurummasl b1.B.JIB.14.1 «JlokymMeHTalMOHHOE OOECIeueHHE

yIpaBJIEHUS] TEPCOHAIOM TOCYIApPCTBEHHOW W MYHHIMIIAIBHON CIYXKOBI» HCIOJIB3YIOTCA
CJIEAYIOIINE METO/Ibl TEKYILIEI0 KOHTPOJIS YCIIEBAEMOCTH 00Y4arOIUXCS:

Tema (pa3zmen) MeTo/bl TEKYILEro
KOHTPOJIA
YCIIEBAEMOCTHU

Tema 1. Hcropust cTaHOBIEHUS AETONPOU3BOACTBA B Poccuu 1 akTyalibHbIE OTIpOC, JIOKJIA]T
po0IeMbl JOKYMEHTALMOHHOTO 00eCICYCHHUS YIPABICHHS

Tema 2. [IpoGnemsbl (hopMUpOBaHUS MOHATHIHOTO armapara Ompoc, TECT
JIEJ0NPOU3BOJICTBA

Tema 3. HopmaruBHO-MeToamUecKkoe obecrieueHre AeI0pOn3BOICTBA B OIpoc, TECT
rOCYIapCTBEHHOM U MyHHIIMIAJIBHOM ciayx0e

Tema 4. CoBpeMeHHas CTaHIapTHU3alus TpeOOBaHUHN B CHCTEME OIIpOC, TECT
JIEJIONPOU3BOJICTBA

Tema 5 S3BIK CITy)KeOHOTO TOKYMEHTA KaK 4acTh O(UIIHAIBEHO-IEITI0BOTO ompoc, TECT
CTHJISL peUH

Tema 6. Cocrapienne 1 0opMIICHUE OPraHU3aIMOHHO-PACIIOPSTUTEIILHOM Ompoc, TECT
JOKYMEHTALUH

Tema 7. CocraB U conep:kaHue KapoBOU JOKYMEHTALIUHI Onpoc, TECT

Tema 8. Opranun3zanyst paboThI C JOKYMEHTaM{ B OpraHu3alluu OTpoc, TECT

Tema 9. CoBpeMeHHbIe HHGOPMAIIMOHHBIE TEXHOJIOTUHU B IETIONPON3BOJICTBE OTpoc, TeCT

4.1.2. 3aueT MPOBOIUTCA C MPUMEHEHUEM CIEAYIONINX METOMOB (CPEICTB): B YCTHOM
¢dbopmMe 1o BOmpocam U TECTaM.

4.2. Marepualibl TEKYIIETO KOHTPOJISI YCTIEBAEMOCTH.
[IpenonaBarenb OLEHWBAET YPOBEHBb MOATOTOBICHHOCTH OOYUYaIOIIUXCA K 3aHATHUIO TIO
CIIEYIOIIUM MOKa3aTeIsIM:

- YCTHBIE OTBETHI Ha BOIIPOCHI IPENOAABATENS 10 TEME 3aHATHS,
- BBICTYIUICHHE C JOKJIaZaMH,

- yyacTHe B 0OCYXJICHHH JIOKJIa/I0B.

Kpurepun onenuBanus 1okinazia:

- CTEIIEHb YCBOEHHUs IIOHATUM U KaTETOPUI 110 TEME;

- YMCHUC pa6OTaTI) C JOKYMCHTAJIbHBIMHU U JIUTCPATYPHBIMU UCTOUYHHUKAMMU,

- 'paMOTHOCTbB U3JIOKCHUSA MaTCpUalia;

- CaMOCTOSTEIbHOCTh PabOThI, HAJTMYKUE COOCTBEHHOM 000CHOBAaHHOM MO3HIIMH.
OneHka 3HaHWM, yMEHUN, HABBIKOB IPOBOAMUTCS HA OCHOBE OaTbHO-PEUTHHTOBOM

cucteMbl 70% u3 100% (70 6amnos u3 100) - Bkiag mo pe3yiabTaTaM MOCENIAEMOCTH 3aHSTHH,
AKTUBHOCTH Ha 3aHATHUSAX, BBICTYIUICHUS C JOKJIAJaMH, y4acTHS B OOCYXJCHHSX JTOKJIaJIOB
APyrux O6yanOHIHXC$[, OTBC€TOB Ha BOIIPOCHI NPEIIOJABATCIIA B XO0A€ 3aHATHUA, 110 PE3yJibTaTaM
HamucaHus pedepara.

Heranuzanuss 0auioB W KPUTEPUU OIEHKH TEKYIIETO KOHTPOJSI YCIEBAEMOCTH
yTBEpXKAAaeTCs Ha 3aCeAaHH KadeIphl.



BOl'lpOCbI AJIA MOATOTOBKH K OIIpocCaM 110 TeMaM

Tema 1. UcTtopusi ctaHoBjIeHus Ae0onpou3BoacTtea B Poccun M akryasibHble NMPo0OJieMbl
AOKYMEHTAIIMOHHOI0 o0ecnedeHus1 YpaBJeHust
1. JlenonpowusBoictBo B [IpeBHeit Pycu.
[Tpuka3zHoe 1e10Mponu3BOJICTBO.
Komnexckoe nenonpon3BojCTBO.
MunmcTepckoe 1e10IpOru3BOJICTBO.
HenonpouszBoactso B CCCP.
CoBpeMeHHOE JIeTIONPOU3BOICTBO, €TO MECTO B CTPYKTYpPE YIPABIECHUYECKOTO TPYAa.
AKTyalbHbIE TPOOIEMBI IOKYMEHTAIIMOHHOTO 00ECIICUeHUs YIIPABICHUS

Noakown

Tema 2. Ipo6aemsbl popMHPOBAHHUS NOHATHIHOTO ANIAPATA 1€JONPOU3BOICTBA
HopmaruBHoe o0ecrieueHne NOHATHITHOTO anmapara AeI0IpOr3BOICTBA
Cpasuutenbublil anamu3 T'OCT P 51-141 u TOCT P7.0.8-2013.
[lonsATHIAHBIN annapar JIEeKTPOHHOIO AEJIONPOU3BOICTBA.

Tema 3. HopmaTuBHO-MeTOAHMYeCKOe o0ecrmedeHHe 1eJONPOM3BOICTBA B TIOCYIAPCTBEHHOH H
MYHUIUNAJIBHOM ci1y:x0e

CocraB, XapaKkTepUCTUKA U aHAJIU3 HOPMAaTUBHO-METOINYECKON 0a3bl 1E€JI0MPOU3BOICTBA.
Knaccudukanus u cogepaHue MpaBOBbIX aKTOB, PETYIUPYIOIIMX BOIPOCH! JOKYMEHTHPOBAHUS,
opraHu3aiu padoTsl ¢ JokyMeHTaMmHu. [IpaBoBOe peryaupoBaHuE BOMPOCOB CTAHIAPTH3ALUU U
yHU(PUKAIUU JOKYMEHTOB. OOmuii mopsaok opopmiieHUs: OpraHu3aliOHHO-PACTIOPSIUTETbHBIX
JIOKYMEHTOB M COCTaB PEKBU3UTOB JIJII BCEX OpraHu3aluin

Tema 4. CoBpeMeHHasi CTAHIAPTH3aLMs TPeOOBAHUII B CHCTEME 1€JI0NPON3BOICTBA

Crpykrypa, coaep:xanue, 001acTb MIPUMEHEHUSI CTaHAapTa B 1€JIONPOU3BOJICTBE.
CocTaB peKBU3UTOB JJOKYMEHTOB U TPeOOBaHUN K UX OPOPMIICHUIO U PACIIONOKEHHUIO Ha
1oJie IOKyMEHTa

Tema S. SI3bIKk cJ1yKe0HOT0 JOKYMEHTAa KaK 4YacTh 0UIIHAIbHO-1eJI0BOT0 CTHJISI peYH
JIMHIBUCTHYECKME M  3KCTPAJMHTBUCTHUECKHE OCOOEHHOCTH S3bIKa CIIY)KEOHOro

JOKyMeHTa. SI3plkoBO#l  cTaHmapr gokyMmeHTa. CranHpapTu3anus Ha ypOBHE  CIIOBa,

CTaHJapTU3aLUs CIIOBOCOYETAHUN, IIPEUIOKEHUN, TEKCTOB, PEK BUBUTOB JJOKYMEHTA.

Tema 6. CocraBienne u  oQopMiIeHHE  OPraHM3aNMOHHO-PACIOPSAIUTEIbLHOM
AOKYMEHTAMHU

CocraB 1 coznep)kaHHE OCHOBHBIX OpraHU3allMOHHO-PACHOPAIUTENBHBIX U CIIPABOYHO-
MH(OPMAIIMOHHBIX JOKYMEHTOB. OCOOEHHOCTH COCTaBJIECHUSI U OQOPMIIEHUSI OPraHU3allMOHHBIX
NOKyMeHTOB. OOmmue TpeOOBaHUS K COCTABICHUIO M O(QOPMIICHHIO paclopsIUTEIbHBIX
nokyMeHTOB. CrpaBo4yHO-MH(pOpPMAIlMOHHAs U CIPaBOYHO-aHAJIMTHUYECKas JIOKyMEHTallus, ee
poJIb B CHUCTEME OpraHM3AL[MOHHO-PACHOPSAAUTENBbHON JOKyMEHTAUMH. JloKyMeHTanus 1o
oOpaIeHus M rpak/IaH.

Tema 7. CocTaB M cofep:kaHue KaJApPOBOH JOKYMEHTAIMU

OcHoBHBIE TpeOOBaHUA K KagpoBbIM JoKyMeHTaM. OCOOCHHOCTH COCTaBICHHUS H
oOpMIIEHHS OCHOBHBIX BHUJIOB KaJpOBOM JOKyMEHTAllMM: TPYAOBON KHIKKH, JTUYHOIO Jena,
JUYHOU KapTOYKH, PUKA30B MO JUYHOMY COCTAaBY.

Tema 8. Opranusamuusi paGoThbI ¢ JTOKYMEHTAMH B OPraHU3aluu



Opranmsanus J0KyMeHT0000poTa. OCOOCHHOCTH OpraHW3aluu PaboThl C BXOASIINMH,
UCXOAAIIMMHA ¥ BHYTPEHHMMH JIOKYMEHTaMH, C OOpalleHusIMH rpaxnaH. Peructparus
JIOKyMEHTOB B opranu3aruu. OpraHu3aius KOHTPOJIS UCHOJHEHHS ToKyMeHTOB. CocTaBlIeHHE
HOMEHKJIATypsl Jen. [IoaroToBka JOKYMEHTOB K Ilepefaye Ha XpaHeHue B apxuB. DopMupoBaHue
nen. OdopmieHre Jenn. DKCIepTH3a IIEHHOCTH JIOKYMEHTOB. Ilepenada JTOKYMEHTOB B apXUB.
Oco0eHHOCTH apXHUBHOI'O XpaHEHUs JOKYMEHTOB BPEMEHHOTO U TIOCTOSIHHOT'O CPOKOB XpaHEHUSI.

Tema 9. CoBpeMeHHbIe HH(POPMALUOHHDbIE TEXHOJOTHH B J1eJIONPOU3BOICTBE

OcHoBHbIE 3Tanbl aBTOMAaTU3alMU JIEIONpon3BoAcTBa. HopMaruBHasi mpaBoBasi OCHOBA
SIEKTPOHHOTO  JIeNONpOM3BOACTBA.  CpaBHUTENbHAS ~ XapaKTEepUCTHKa  OyMaXHOTO U
AIIEKTPOHHOTO  JeNONpou3BojAcTBAa. OCHOBHbIE TPOOJEMBI Mepexofa K  AIEKTPOHHOMY
JIEJIONPOU3BO/ICTBY B TOCYIApCTBEHHOU city:kOe. Cucrema MeXBEIOMCTBEHHOIO 3JIEKTPOHHOTO
B3aumoyeiictBus (CMDB): HasHaueHue, GYHKIIUH, IEPCIIEKTUBBI PA3BUTHS.

BOHpOCBI JJIs1 CAMOCTOATEIBHOI0 U3yYEeHUS

1. Onpenenure HIOHSATHSA JIEJIONPOU3BOICTBO, JIIEKTPOHHOE JIEJIONIPOU3BOACTBO,
JIOKYMEHTHUPOBAHUE, TIOKyMEHT, PEKBU3UT, IOPUINYECKas CUIa IOKYMEHTa, OpraHu3anus padboTsl
c JIOKYMEHTaMH, JIOKYMEHTO000pOT, IEKTPOHHBIN JIOKYMEHTO000DOT, o0beM
JTIOKYMEHTO000poTa

2. Hazosure ycioBus, o0ecreunBaroye IpuInuecKyto Uity opuIralbHOrO T0KyMEHTa

3. HazoBute Buapl yHUDHUIMPOBAHHBIX CUCTEM JOKYMEHTAIIHMH

4. HazoBure cocraB yHUQUIMPOBAHHOW CHCTEMBl OpraHU3allMOHHO-PACHIOPSAUTEIILHON
JIOKyMEHTaIu1

5. Kakumu HOpMAaTUBHBIMH  JOKyMEHTaMM  YCTAHABIMBAETCS HOPSAOK  OPOpPMIICHUS
OpraHU3alMOHHO-PACIOPSAIUTENbHBIX JOKYMEHTOB? Kak OHM COOTHOCATCS MEX]y cOO0M?

6. Kakoe konnuecTBo pekBu3uTOB ycTanoBieHo ['OCTom?

7. KakuM 1paBOBbIM  aKTOM  YCTaHOBJEH TMOPSIOK  HUCIOJBb30BaHMS  HM300paKeHUS
T'ocynapctBenHoro rep6a Poccuiickoit deaepannu Ha 6aHKaxX oQUIIHATBHBIX JOKYMEHTOB?

8. Kakme opranm3anuum W JODKHOCTHBIE JIMIIa MMEIOT TIPaBO KCIIONB30BaTh Ha ONaHKax
JIOKYMEHTOB MHOTOIIBETHOE M300paxenue ['ocynapcrsenHoro repda Poccuiickoit ®enepanuun?

9. Ha Omankax KakhX OpraHM3alMi  HCHOJB3YeTCS  OTHOLBETHOE  HM300pa)keHue
T'ocynapctBennoro rep6a Poccuiickoit denepanun?

10. Kakue opraHu3amii MOTYT HCIIOJIB30BaTh Ha CBOMX OJIaHKaX HM300pakeHHE IEHTPaTbHON
¢burypsl 6e3 repanbaudeckoro muta 'ocynapcrsennoro repda Poccuiickoit ®enepanuu?

11. Ha3zoBuTe cocTaB peKBU3UTa «CIPABOYHbIE JaHHBIE 00 OpraHU3aIuN.

12. KakuM HOpMaTHBHBIM aKTOM YCTaHABIMBAETCS MOPAIOK 0(OPMIICHHS AaThl B OUIIMATBHBIX
JIOKyMeHTax?

13. Kak odopmirsiercs: gata ciioBecHO-UU(PPOBBIM criocodom?

14. B xakom nazexxe opopMIIsieTcs TOKHOCTD JIUIA, KOTOPOMY HaIlpaBJIseTCsl TOKYMEHT?

15. Kakoe Kolnu4ecTBO apecaToB MOXHO PaCIOIOKUTh HA JIUCTE JOKyMeHTa?

16. KakuM mpaBOBBEIM aKTOM YCTaHABJIHMBACTCS MOPSIOK O(OpPMIICHHS ajpecara B PEKBH3UTAX
ounmanbHOro J0KyMeHTa?

17.B kakoM mTOpsAKE pacrojlaraloTcsl 3J€MEHTHl ajJpeca B PEKBU3UTAX OQPUIIMAIBHOTO
JIOKyMeHTa?

18. Kak odopmitsiercst Tpud yTBepKIeHUS TOKyMeHTa?

19. Kak oopmisiercst Tpud coriacoBaHUs JOKyMeHTa?

20. Kak pacmmdpossiBaercs abopeBuarypa OKV/]?

21. Kak cienyer oOpMHUTh PEKBU3UT «IIOANHKCHY», €CIM Ha JIOKYMEHTE 3aroTOBJIEHA IOJIUCH
PYKOBOAMTENS TOAPA3IEICHNUS, a MOANKUCHIBAET JOKYMEHT €0 3aMECTUTENb?

22. C KakuM PEKBH3UTOM JIOJDKEH OBITh COIVIACOBAH 3arojIOBOK K TEKCTY?

23. Kakne >neMeHTHI BKITIOUaeT B ce0st peKBU3UT «OTMETKa 00 UCTIOTHUTEIE)?
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24. MoXHO 1 B HAMMEHOBaHWH (peepaibHOro opraHa BJIACTH MCIOJb30BaTh ab0OpeBUaTypy
P®?

25.  Kak oopMuTh 3arojgoBoK K TEKCTY, €CJIH OH COCTOUT U3 HECKOIBKUX CTPOK?

26. Kakoil 1oKkyMeHT He UMEET B CBOEH CTPYKType Ha3BaHUs BUJA IOKyMEHTa?

27.  Kaxkas nenoBas Oymara HaunHaeTcs ¢ MECTOMMEHUs 1-ro auna’?

28. B xakom peKBU3HTE TOKYMEHTA CHavyajla yKa3bIBaeTCs (haMHIIUS, 3aTeM WHUIHAIIBI?

29.  Hasoure ajpecara, HaMMEHOBAaHUE KOTOPOTO OCYIIECTBISETCS B HMMEHUTEIbHOM
HaJexKe.

30.  Ha3zoBure cityuau KosieOaHUi B HAITUCAHUU CTPOYHOM U IPONMCHOM OYKBBI B JOKYMEHTE.
31.  Kakue ¢pamuium 10MyCTUMO HE CKJIOHSTD B I€TIOBOM peyun?

32.  Kakue 3akimtounTenbHble GOPMYIIbI BEKIUBOCTH UCIOIb3YIOTCS B I€IOBOM MHUCHME?

33. IlpuBeaure mnpuMepsl CTUIMCTUYECKM HEONPABAAHHOW JIeKCUKH (ymoTpeOrneHue
KaHIIEJSIPUTA) B Pa3TrOBOPHOM peun.

34.  KakoBO OTHOIIECHHUE JICIIOBON peur K yIoTpeOIeHUI0 PoPeCcCHOHATLHON JIEKCHUKHU?

35.  KakoBo OTHOLIEHHUE JIeJI0BON pedr K yIOTPeOIEHUI0 HHOCTPAHHBIX CJIOB?

36.  KakoBo OTHOIIIEHHUE JIEIOBON peur K yIOTpeOICHUI0 CHHOHIMOB?

37.  Kakue Buabl COKpaLIeHUH UCIIOJIb3YIOTCA B SI3bIKE JOKYMEHTA?

38. ITlouwemy B pa3BEpHYTOM TMPEIJIOKCHHH TEKCTa JOKYMEHTa CcJlenyeT u30erarb
MECTOMMEHUI?

39. Kakue NMHIBHCTHYECKHE IPHUMEPHI JOKA3bIBAIOT HEOOXOIUMOCTh CYOOpIMHALIMU B
JIeJI0BOM nepenucke?

40. Kaxkue BuibI yCTOMYMBBIX CJIOBOCOYETAHUIN MUCIIONB3YIOTCS B SI3bIKE JJOKYMEHTA?

41.  KakoB MOpPSIOK CJIOB B JOKYMEHTHBIX TEKCTaX?

42.  Kakosa cnenuurka ynorpeOieHus 1eenpruyacTHOro 000poTa B TEKCTE JOKyMeHTa?

43, Urto Takoe “paciieniéHHble’” cKa3yeMble U UX MECTO B JIEJIOBOM TEKCTE?

44.  llouemy B TEKCTE JOKYMEHTA ClIeAyeT U30erarhb rnjaeoHazma’?

45.  Kak o6o3HadaeTcsi B JOKYMEHTE JOJDKHOCTBH, MPOQECCHsl WM 3BaHUE, OTHOCSIIHECS K
JKeHIHe?

46.  I'me HAXOAMTCS TOTUYECKHU yIapHOE CIOBO B MPEAJIOKEHUHN MUCbMEHHOTO TeKcTa?

47.  Ha3oBuTe OCHOBHBIE THIIBI CMBICIOBBIX U TPAMMATUYECKUX OIIMOOK, BCTPEUAIOIINXCS B
JIETIOBBIX TEKCTaX.

48.  KakoBa MeTOIMKa pelaKTUPOBAHHS TEKCTA JOKyMEHTa?

49. B 4eM 3aKJIIOYalOTCS OCHOBHBIE TPYAHOCTH MPABOMUCAHUS, KacaroIIuecs IeI0BOM peun?
50. [TpuBeauTe mpuMepbl HAPYIICHUSI PEYEBOr0 3TUKETA B ICJIOBOM MUCbMEHHOMN pEUu.

4.3. OneHOuHBIE CpenCTBa AJI MPOMEKYTOUHON aTTecTallun

4.3.1. IlepeueHb KOMIIETEHLIMH C yKa3aHUEM STaloB HUX (OPMUPOBaHMS B Ipolecce
OCBOEHHUsI oOpa3oBarenbHON Nporpammsl. [lokazarenyu u KpUTepUH OLICHUBAHUS KOMIETEHIUH C
Y4eTOM dTarna ux GopMHUpPOBAHUS

Kon HaumenoBanue Kon HaumenoBanue JTana
KOMIIECTCHIIN KOMIIECTCHIIN U JTaria OCBOCHHS | OCBOCHHUS KOMIICTCHIITHN
KOMIETEHIINH

JIK-1 3HaHueM TpaBoBbix U | JITK-1.3 Cnoco6HOCTh
OpraHU3aI[MOHHBIX aJIMUHUCTPUPOBATH
OCHOB MPOIIECCHI "
roCyJIapCTBEHHOMN JIOKYMEHTO000pOT
CIIy’)KObl, ~ TIPUHLIUIIOB YIIpaBIICHUS [IEpPCOHATIOM
¢dbopmMupoBaHUs roCy/1apCTBEHHOM u
KaJpoBOIO cocrasa MYHHUIMITATBHON CITyXKObI
rOCy1apCTBEHHOMN
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CITy OB, YMEHUEM

MPUMEHSTh TEXHOJIOTUU

yIIpaBJIECHUS

MIEPCOHAIOM

rOCyIapCTBEHHOU

CITYKOBI
DTan 0CBOCHUS [Toka3zarens Kputepuii onenuBanust
KOMIETEHIIUU OIICHUBAHUS

JIIK-1.3 — crtocoOHOCTH
aJIMUHUCTPUPOBAThH
IPOLIECCHI U
JIOKyMEHTO000pOT
yIpaBJIeHUs IEPCOHAIOM
rOCYJIlapCTBEHHON U
MYHUIUTIAIBHON CITyXOBI

Brnaneer 3HaHueM OCHOB
JOKYMEHTAI[HOHHOTO
o0ecrieueHHs yIpaBICHHs
IIEPCOHAJIOM
rOCYyIapCTBEHHOU U
MYHULIUNIAJILHOM CTYXKOBI.

Omnpenensier npouexypsl 1
JOKYMEHTAI[HOHHOE
CONPOBOXKACHUE YIIPABICHUS
IIEPCOHAIIOM
rOCYyIapCTBEHHOU U
MYHULIUIIAJIBHOM CITYXKOBI.

JIeMOHCTpHUpYeT 3HaHHE
OCHOB JJOKyMEHTAI[HOHHOTO
o0ecIieueHNs yIpaBICHHS
HEPCOHAJIOM
rOCYAapCTBEHHOM U
MYHHULIUIIAJIbHON CITYKOBI.

Omnpenenensl npoueaypsl U
JIOKYMEHTAI[MOHHOE
COTPOBOXK/ICHUE YIIPABICHUS
[IEPCOHAIOM
rOCyIapCTBEHHOU U
MYHUIUTIATIEHOM CITY>KOBI B
COOTBETCTBHUH C TpeOOBaHUS
3aKOHOJATEJIbCTBA.

4.3.2. TunoBble OLIEHOYHBIE CPEICTBA

IIpumepHBbIE TECTOBBIC 3a1aHUSA

1. TpeGoBanus kK 0(hOpMIIEHUIO OPraHU3ALMOHHO-PACTIOPSINTEILHON JOKYMEHTAIUN JJIs
BCEX OpraHu3allvii HE3aBUCHMO OT XapakTepa UX JAesITEIbHOCTH COIepKaTCs:
+ B ['OCT P 6.30—2003;
* B TUNIOBOM MHCTPYKIIMH 10 JAEJIONPOU3BOJCTBY B MUHUCTEPCTBAX U BEAOMCTBAX
Poccuiickoit ®enepanuu;
*B'OCT P 7.0.8—2013;
* B [IpaBunax nenonpousBoACTBa B (peiepalbHBIX OPraHax UCIOJIHUTEIbHON

BJIACTH.

2. HermpaBuisHOE opopmiteHne aatel «mepBoe Mast 2014 romax:

+ 01.05.2014,

e 1 mas 2014 rona;

+2014.05.01;

*0l mag 2014 1.

3.Ha OimaHkax Kakux JOKYMCHTOB HC YKa3bIBaCTCd HAMMCHOBAHNEC BU1d IlOKYMCHTa?

. MpUKasa;
. IMOCTaHOBJICHMS,

. MUCHMA;

. MIPOTOKOJIA.

4 .KrodeBoe CII0BO ITOCTAHOBICHUS MHIIETCS OT:
. MIEPBOTO JIUIIA €AUHCTBEHHOTO YHUCIIA;

. MIEPBOTO JINIIA MHO)KECTBEHHOTO YHCIIa;

. TPETHETO JUIAa €IUHCTBEHHOTO YMCIIa;
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. TPETHErO JIUIa MHOKECTBEHHOIO YUCIIA.
5. KakuM HOpMaTHBHBIM aKTOM CJIELYET PYKOBOJICTBOBAThCS KaIpOBOMY
paboTHUKY TP 0OPMIICHUH U 3alIOTHEHUH TPYIOBOU KHIKKU?

. BenomcTBeHHBIM HOPMAaTHUBHBIM aKTOM.

. [TocranoBnenuem IIpaBurenbcTBa Poccuiickoit denepanuu.
. NHCcTpyKIMen o aeaonpou3BOACTBY

. Nuctpykimeid Muntpyna Poccun.

6. 3anich 00 YBOJILHEHUH B TPYIOBON KHUKKE:
* HE HY)KJIAeTCs B yIOCTOBEPEHUU I1€YaThIO;
* YIOCTOBEPSIETCS NEYaThlo KaJAPOBOU CIIyXkOBI;
* YIOCTOBeEpsieTCs IedaTbio paboTonaress;
*  YAOCTOBEPSAETCS MOAIUCHIO TOJKHOCTHOTO JIMIA, CACIIABILIETO 3aIUCh.
7. KakuM HOpMAaTUBHBIM IIPAaBOBBIM aKTOM pPETYIUPYETCS MOPSIAOK PacCMOTPEHHS
oOpaleHui rpaXkJaH B OpraHu3aiu?
* PeraMeHTOM OpraHu3anuy.
* HHcrpykuuel 1o Ae10npOU3BOICTBY.
* 3aKOHOM O MOPSAKE PACCMOTPEHUs OOpALIEHUH TPaXKAaH.
8. IlnceMeHHOE OOpaleHne rpaxIaHuHa, TOCTYNUBIIEE B TOCYIapCTBEHHBIA OpraH, OpraH
MECTHOT'O CaMOYIIPAaBJICHUS WIN JOJKHOCTHOMY JIMILY, PACCMaTpUBAETCs B TCUEHUE:
* 30 nHel co JHS pEerucTpaluu;
* 30 gHell ¢ MOMEHTA NOCTYIUICHUS;
* 33 nHel ¢ 1aThl NOCTYIUICHHUS.
9. O6uwmit nopsaok o(opMIIEHUS OPraHU3aALUOHHO-PACHOPSAUTENBHBIX JOKYMEHTOB MU
COCTaB PEKBU3HUTOB JUIs BCEX OPTaHU3aLUI YCTAHOBIICH:
*  @enepanbHbIM 3aK0HOM «O0 MHpOpPMaIK, HHPOPMALIMOHHBIX TEXHOJIOTUSIX U O
3anuTe HHPOPMAIII;
*  BEIOMCTBEHHOH MHCTPYKLMEH 110 IEIOIPOU3BOACTBY OpPraHU3alllu;
« TOCT P 6.30—2003;
*  3aKOHOM O JOKYMEHTAIMOHHOM OO€CIeUeHUH YIPaBICHUS;
« TOCTP7.0.8—2013;
*  THUIOBOM MHCTPYKLHKEH 10 JIeIONPOU3BOACTBY B (he/iepabHbIX OpraHax
VCIIOJIHUTEJIBHON BIIACTH.
10. PexomeHnnaTenbHbIi XapakTep rocyJapCTBEHHBIX CTaHAAPTOB YCTAHOBIICH:
*  3akoHoM «O cTaHIapTH3ALUNY,
* nocraHoBieHueM lIpasurenscrea PO;
*  Toccranmaprom Poccuu;
*  3aKOHOM O TEXHHYECKOM PEryJIMpPOBAHUU.
11. IlepeueHb TUMOBBIX yNPaBIEHUYECKUX JOKYMEHTOB, 00OPa3yIOUINXCS B ACSITEIbHOCTH
OpraHM3aluil, ¢ yKa3aHUEM CPOKOB XPaHEHUS YTBEPKJICH:
*  PykoBoaurenem denepanpHoil apxuBHOH city:k0b1 Poccuu;
*  MuHuUCTPOM KYJIBTYpBI U MAaCCOBBIX KOMMYHUKaui Poccuiickoit denepanuy;
*  MuHUCTEPCTBOM 3/1paBOOXPAHEHUS U COLIMAIBHOIO pa3BUTHs Poccuiickoit
denepanuu;
« TOCTP7.0.8—2013.
12. PexBU3UTHI a/ipeca Ha TIOYTOBBIX OTIPABICHUAX U OJJAaHKAX IMOYTOBBIX MEPEBOIOB
MUIIYTCS B TOPSAKE, YCTAHOBICHHOM:
*  IIpaBunamu Aen0NpOU3BOJCTBA B (heiepabHBIX OpraHax HCIOIHUTEIbHOM
BJIACTH;
. ITocranoBnenuem IIpaBurensctBa Poccuiickon Penepanuu;
*  PermameHTOM OpraHu3anuu;
*  HMHcTpykumei 1o Ienonponu3BOACTBY OpraHU3alNN.
13. KonnuecTtBo pexkBu3uTOB, ycraHoBieHHbIX ['OCT, cocrapmnser:
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32,
29;
30;
26.

14. TTopsimok ucmoap30BaHus u3oopaxkenus I'ocynapcrserHoro repba Poccuiickoit
®denepanyn Ha O1aHKaX JOKYMEHTOB YCTAHOBJICH:

[Tonoxxennem o ['ocymapcTBenHom repoe Poccuiickoit denepanuu;
T'occrannaprom Poccuu;

®DenepalibHbIM KOHCTUTYIMOHHBIM 3akoHOM «O T'ocynapcTBeHHOM repOe
Poccuiickont @enepanuny;

pEriiaMeHTOM OpraHHU3alliH.

15. TocynapctBennsiii repd Poccuiickoit denepaiiuu B MHOTOIBETHOM BapHAHTE
MOMEIIAIOT Ha OJIAaHKaX JIOKYMEHTOB:

Anmvunuctpanuu [Ipesuaenta Poccuiickoit denepanmu;

Poccuiickoit akageMun HapOIHOTO XO35HUCTBA U TOCYAAPCTBEHHOM CITY)KOBI IPH
[Ipesunente Poccniickoit @enepanny;

TUTUIOMATUYECKUX MPEACTaBUTEIbCTB;

T'ocynapctBenHoi J{ymsl.

16. TocynapcrBennblit repo Poccuiickoii denepannu B OMHOIBETHOM BapUAHTE OMEIIAIOT
Ha OJIaHKaX JOKYMEHTOB:

®denepanbaoro Cobpanus Poccuiickoit deneparu;
MW/I Poccuu;

benepanbHbIX CyNOB;

Bricmero Apoutpaxuoro Cyna PO.

17. TocymapctBennslii rep0d Poccuiickoii ®enepanuu B OAHOLUBETHOM BapuaHTe 0e3
repajibInYeCcKOro MKUTA MOMENIAIOT Ha OJJaHKaX JOKYMEHTOB:

Pemenuii Bepxosnoro Cyna Poccuiickoit @enepanuu;

Opranuzanuii u yapexaenuii npu [Ipasurenscrse Poccuiickoit ®denepannu;
Cuetnoit nanarel Poccuiickoit @enepannu;

[lenTpobanka Poccum.

18. Jlenonpou3BoaCTBO — 3TO:

TO K€, YTO U JOKYMEHTOOOOPOT;

TO K€, YTO U TOKYMEHTaIlMOHHOE 00ecIieueHre yrpaBieHus,
TO K€, UTO 1 JOKYMCHTUPOBAHUC,

JEeSTENIbHOCTH 0 ()OPMUPOBAHHUIO TOKYMEHTOB B JIeNa.

19. JokyMeHTO000POT — 3TO:

BO3BpATHOC ABMIKCHUC NOKYMCHTA B ITPOLIECCEC €ro ABUKCHUA B OpTaHU3alluN,
TO K€, UTO 1 JOKYMCHTOIIOTOK;
ABWIKCHUC NOKYMCHTA B OpraHrU3alii ¢ MOMCEHTA €TI0 IMOAIINCaHuA N0

OTTIPABJICHUS;

ABWIKCHUC NOKYMCHTOB B OpTraHHU3allMi ¢ MOMCHTA UX CO3JaHUA WA ITOJTYUCHUA

A0 3aBCPIICHUA NUCITIOJTHECHUA UM OTIIPAaBJICHUA.
20. JlokyMeHT — 3TO:

nH(opMarus, 3aKperieHHas B MPOCTPAHCTBE U BPEMEHHU Ha JIUCTe Oymaru;
CBEJICHUS O COOBITHUSX, MPOIIECCAX, SIBICHUSAX, HE3aBUCUMO OT CIioco0a ux

MIpeJICTaBICHHUS;

uHopmarus, 3apuKcpoBaHHAs Ha OyMa)KHOM HOCHUTEIIE;
3apuKcHpoBaHHAsI HA MaTepUAIIbHOM HOCUTENE HH(OPMAIUS C pEKBU3UTAMH,

MO3BOJISIIOIIMMU €€ UIEHTH(PHUIIUPOBATb.
21. B cucremy opraHn3anOHHO-PacOPSIUTENbHON JOKYMEHTAUHA BXOIUT:

(duHaHCOBAsI JOKYMEHTAIHS;
OaHKOBCKasi JOKYMEHTAIIHS;
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. CIIPaBOYHO-MH(POPMALIMOHHAS TOKYMEHTALUS;

. OTYETHO-CTAaTUCTUYECKAs TOKYMEHTAIIHUS.
22. Opraau3anus padoThl ¢ TOKYMEHTAMHU BKJIFOUACT:
. JIOKYMEHTHUPOBAHUE;
. OpraHHU3aIHI0 JOKYMEHTOO00pOTa;
. cOop uHpOpMaIHH;
. OpraHu3aIuio paboyero Mecra.
23. O6BeM TOKyMEHTO000pOTa — ITO:
. KOJIMYECTBO BO3BPATHBIX ABM)KEHUHN JOKYMEHTA 3a I'OJI;
. 00BEM OTHOTO JIeJ1a, YMHOKCHHBIN Ha KOJTMYECTBO JIeT, 3aBE/ICHHBIX B
OpraHu3aliy B T€YCHUE TO/1a;
. KOJTMYECTBO JIOKYMEHTOB, TIOCTYIHBIIUX B OPTaHU3AIHUIO U CO3/IaHHBIX €I0 B
OTpe/IeTICHHBINA IEPUOT;
. MIPOM3BEICHUE TUIOMIAN OHOTO JIUCTA TIOKyMeHTa ¢opmara A4 Ha obiee

KOJIMYECTBO JIMCTOB.
24. PekBU3UT — ITO:

. TO e, 4TO U OJIaHK JOKYMEHTa;
. o0111ee KOJIMYECTBO CTPOK B JJIOKYMEHTE;
. 00s13aTeIbHbBIN 27IEMEHT JJOKYMEHTA;
° CTCIICHDb 3allIUThI JOKYMCHTA OT IMOAJACIIKH.
25. FOpuanueckast cuiia JOKyMeHTa 00ecIieunBaeTcs:
. HaJMm4YreM Ha OnaHke nzoopakenus [ocynapcrBenHoro repba Poccuu;
. KOMIIETEHIIMEeH N3aBILIEro €ro OpraHa;
. HAJIMYHEM Tprda YyTBEPKICHHS;
. HAJINYMEM OTMETKH 00 UCIIOJIHEHUH JJOKYMEHTA.

26. HaumeHnoBaHnue BUIa TOKYMEHTA, COCTABICHHOTO WM U3/IAaHHOTO OPraHU3alUeH, TOIAKHO
OBITH OIPEICIICHO:

. JIOJDKHOCTHOM MHCTPYKIIMEH;
. NOoJOXKEeHUEM 00 opraHu3aiuu (ycTaBom);
. IIPOTOKOJIOM;
. MHCTPYKLHUEN 10 JEIOIPON3BOICTBY.
27. B cipaBouHble JaHHbIE 00 OpraHU3aIK HE BKIIIOYAETCS:
. IOYTOBBIN aJIpeC;
. HOMep TesnedoHa;
. 0OaHKOBCKHI cyeT;
. HAaUMEHOBAHUE BBIILIECTOSAIIEH OpraHu3allu.
28. HenpaBuibHOe odopmiieHne Aatel «aesstoe Mas 2014 rogax:
. 9 mas 2014 rona
. 2014.05.09
. 09 mas 2014 r.
. 09.05.2014
29. Ilopsaok odopMiIeHHs JaThl B pEKBU3UTAX JIOKYMEHTA OIpeeseTcs:
. ITocranosnenuewm IIpaBurenscrBa Poccuiickont @enepanuu;
. I'OCT;
. Pacnopsixenuem IIpesunenra PO;
. WNHcTpyKuen no 1eaonponu3BOJACTBY.
30. JJomxHOCTB J111a, KOTOPOMY aIpECOBAaH JOKYMEHT, YKa3bIBaOT:
. B UMEHUTEJILHOM MaJIeKe;
. B JJaT€JIbHOM NaJIEXKE;
. B POAUTEIHLHOM MaJIeKeE.
31. JIOKyMEHT MOXET COIEPIKATh:
. OJIUH aJipecar;
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. JIBa aJpecara;
. He 0oJiee MATH aapecaToB;
. He 0oJiee YeThIpex a/ipecarosB.
32. DneMeHTHI TOYTOBOTO aJIpeca yKa3bIBAIOT B IOCIIEI0BATEIbHOCTH:
a)
* cTpaHa,
* o00mnacTh, Kpal, pecryoirka,
* HACEJICHHBIN ITYHKT,
* yaMLa, HOMEp J10Ma, HOMEp KBapTUPBI,
* HaMMEHOBAHHE a/Ipecara;

b)
* HauMMEHOBaHHE aJIpecara,
* HacCeJICHHBIN IYHKT,
* o0JsacTh, Kpaii, pecryonmnka,
*  yaMIa, HOMEp J10Ma, HOMEp KBapTUPBI,
* CcTpaHa;
c)
* HaMMEHOBAHHE a/Ipecara,
* yaMIa, HOMEp JI0Ma, HOMEp KBapTUPBI,
* HAaCeJICHHBIN MYHKT,
* o0nacTsk, Kpaii, pecryomnuka,
* cTpaHa.
33. [Ipu opopmieHnn rpuda yrBep>KIeHHs CII0BO YTBEP)KIaK0 UMEET CIeTyIOIUi B
. VYr1Bepxaaro;
. «Y TBEPKAAON;
. YTBEPXIAIO
. «YTBEPXIAIO».
34. Jlaroii mpuka3a siBISETCS:
. Jlata ero NOoANKCaHMS;
. JlaTa ero BCTYIUICHUS B CHITY;
. JlaTa ero PacChUIKY;
. JlaTa ero MOJXYYEeHHUS! CTPYKTYPHBIM TTOIPa3/IeIICHUEM.
35. AG6peBuarypa pexBuzuta OKVY]/ pacmudpoBsiBaeTcs, Kak:
. 0TpacJieBOl KoAU(PUKaTOp YHU(PUIMPOBAHHON JTOKYMEHTALINUN;
. oOmepoccuiickuil kiaccuukaTop yHU(pUIUPOBAaHHBIX JOKYMEHTOB;
. 001IepoCCUIICKU KiIacCU(PUKATOp yIpaBICHYECKON TOKYMEHTAIIH;
. oTpaciaeBoi KoIu(pUKaTOp yIpaBIeHYECKON TOKyMEHTALIUH.

36. Ecnu Ha AOKYMCHTC 3aroToBJICHA MOATIMCh HAYaJIbHHUKA IOAPA3ACIICHUSA, 4 MOAIINCBIBACT
JOKYMCHT €T0 3aMECTUTCJIb, TO CICAYCT:

® A0MCHUaraThb MpeajIor «3a» nepea JO0JPKHOCThIO HaYaJIbHUKA,

® HAITUCAaThb OT PYKHU MMPECIJIOT «3a» NCPea JOJLKHOCTBIO HaYaJIbHUKA,
® IMOCTAaBUTH KOCYIO UEPTY NEPEA JOJKHOCTBIO HAYaJIbHUKA,

M HCIIPABUTH U YKA34Th HACTOAIIYIO HOJIPKHOCTDb U (I)aMI/IJ'II/IIO Jm1a,

MOJMUCHIBAIOIIETO JOKYMEHT.
37. Ilpu odpopmienuu rpuda cormacoBaHHs CIOBO «COINIACOBAHOY» UMEET CIEIYIOIUHN B
. COITTACOBAHO

. CormacoBaHo
. «COT'JIACOBAHO»
. COI'JTACOBAHO:

38. IIpaBunbsHOE 0opmiteHHE pacudpPOBKH MOAMUCH B peKBU3UTE «Iloamucey:
. B. II. BaHOB;
. B. lBanOB;
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. HBanoB;

. HBanos B. I1.
39. 3aroyI0BOK K TEKCTY JIOJDKEH OBITh COIVIACOBAH:
. C HAMMEHOBAaHUEM BHJIa JOKYMEHTA,
. C HAaMMEHOBAaHWEM OPTraHU3aIlMy — aBTOPA JTOKYMCHTA;
. C JJaTOW IOKYMEHTA;
. C HAUMEHOBAHHEM BBIIIECTOSIICH OPraHU3aIUH.
40. Ot™MeTka 00 MCIOJIHMTEIIE TOKHA BKIIOYATh B CEOs:
. dbaMurio ¥ HoMep TeliepoHa UCTIOTHUTEIIS,
. (haMWIHIO ¥ MHUITUAIBI UCTIOTHUTEJIS;
. WHULAAIIBI B (PaMUITHIO UCTIOTHUTEIIS;
. WHUIUABI, (aMIIIUIO U HOMEP TeleOHa UCTIOTHUTEIIS.

41. Ilpu HampaBiIeHUHU MHCbMa JOHKHOCTHOMY JIUIY €T0 JOKHOCTh M (JaMHIIUS B PEKBU3HUTE
«AJlpecar» yKa3blBalOTCS:

: B POJUTEIBHOM I1AJIEKE;
. B IMEHUTEIILHOM IAJIEKE;
. B JIaTEJILHOM IaJICKE;
. B TBOPUTEJIBHOM IAJIEXKE.
42. PekBU3UT «3arojoBOK K TEKCTY» HE UCIOJIb3YeTCs:
. B [IpUKa3ax;
. B [I0CTAHOBJICHUSAX;
. B COIIPOBOAMTEIIBHBIX ITUCHMAX;
. B PACIOPSDKEHUSAX.

43. IlepeueHb 00s3aT€NbHBIX CBEACHUM O JIOKYMEHTaX, MCIONb3YEMBIX B CHUCTEMAax
JIEKTPOHHOI'0 JIOKYMEHTO000pOTa (pefiepaibHbIX OPraHOB UCIIOJHUTENILHON BIIACTH, ONPEIENIEH:

. TunoBoil UHCTPYKLIMEN MO EIONPOU3BOACTBY B (peiepabHbIX OpraHax
UCIIOJIHUTENIBHOM BIIACTH;

. ®enepalibHbIM 3aKOHOM «O TOKYyMEHTAllMOHHOM O0ECIIEUEHUH YIPABIEHYECKON
JESATEIIBHOCTH Y,

. [Tocranosnenuem [IpaButenbctBa Poccuiickoit denepanun «O06 yTBEepKIeHUN
ITpaBun nenonpou3BoAcTBa B (pefiepanbHbIX OpraHax UCIOIHUTEIbLHON BIACTHY;

. ITonoxxeHnem o cucreMe MeKBEJOMCTBEHHOTO 3JIEKTPOHHOTO
JIOKyMEHTO000pOTA.

44. Opranu3aTopoM MeXBEIOMCTBEHHOT'O 3JIEKTPOHHOTO JOKYMEHTOO00pOTa ABISETCS:

. ®denepanbHas ciry6a oxpansl Poccuiickoit ®enepanuuy;

. Anmunuctpauus [pesuaenra Poccuiickoit denepannu;

. Arnmnapar IIpaBurensctBa Poccuniickoit denepanuuy;

. I'maBHOE ynpaBieHue cnenuanbHbIX Tporpamm llpesnaenta Poccuiickoit
denepanun.

45. Ceprudukar Kiroda 71eKTPOHHON NU(PPOBOI MOAMUCH HE BKITIOYAET:

. perucTpaloHHbIH HOMEp cepTU(UKaTa KIltoua MOANNCH;

. CPOK JeicTBHS cepTUdUKaTa KJIto4ya MOANNUCH;

. CBEJICHHsI O BIIa/IeNblie CepTU(UKATa KIH0Ya MOIIICH;

. OTKPBITBIN KJIHOU AJIEKTPOHHOM LIM(pOBON MOAINCH;

. 3aKPBITHIA KITIOY 3JIEKTPOHHOM M(POBON NOANHUCH;

. CBe/IeHHs 00 yA0CTOBEPSAIOIIEM LIEHTPE, BbIIaBIIEM CepTU(HUKAT KITF0Ya MOANNUCH;

. CBeJIeHHsI 00 yCIIOBUS IPU3HAHUS IOPUIMUECKOTO 3HAYCHUS SJIEKTPOHHOTO

JIOKYMEHTA C JIEKTPOHHOU TU(PPOBOI OAMHUCHIO.
46. MeTagaHHbIle — 3TO:
. 00s13aTebHBI KOMIOHEHT PErUCTPAlMOHHOMN KapThl JOKYMEHTA;
. OJTHA M3 COCTABIISIONINX AIIEKTPOHHOHN U(PPOBOI MOITUCH;
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. uaeHTuuKarop HHGOPMAIIMOHHOTO pecypca, MO3BOISIIOIINNA YIIPABIATh UM,
OCYIIECTBIISATH MOUCK U XPAHECHHUE;

. JIAaHHBIE, OTIPEACIIAIONINE FOPUINUCCKYIO CHITY JIEKTPOHHOTO JIOKYMEHTA.
47. Kakoil TOKyMEHT HE UMEET B CBOEH CTPYKType Ha3BaHUS BUAA JOKYMEHTA?

. TPYIOBOH JOTOBOP;

. JIOKJIaJIHAs 3aIlKCKa;

. JIEJIOBOE ITHCHMO;

. pacnopsbKeHue.
48. Kakas nemnoBas Oymara HauMHAeTCsS ¢ MECTOUMEHHS 1-ro juma?

. IIpukas;

. 3asBIIeHHE;

. JI0OBEpEHHOCTS;

. Pesrome.

49. B kakoM peKBU3UTE JOKYMEHTA CHaJaa yKa3blBaeTcs (paMuims, 3aTeM HHUIIHAIBI?
. Pezomonus;

. Ilommnuce;
. Anpecar;
. Tekcr.
50. OTMeThTe agpecara, HAMMEHOBAHNE KOTOPOIO OCYLIECTBIIAETCS B UMEHUTEIBHOM IaJIEXKeE:
. (duznyecKoe JIMIO;
. JOJDKHOCTHOE JIULIO;
. OpraHu3anus;
. CTPYKTYPHOE ITOJPA3/AeICHUE OPraHNU3aLNH.
51. B xakoM U3 Ha3BaHWI JomylleHa OMMOKAa B KCIIOJIb30BAHUU IPONUCHON WM CTPOYHOU
OyKBBI?
. MockoBCKHH XUMAYECKUH JTUTICH;
. MocxkoBckas 1mkosia Ne 1307;
. MOCKOBCKH rOCY1apCTBEHHBIN NIEAATOTUYECKUI.
. YHUBEPCHUTET;
. TocynapctBennas Opyxeiinas manata MockoBckoro Kpemisi.
52. Kakast u3 npuBeieHHbIX (paMuIIuii He CKIIOHSAETCS?
. Konnonrait;
. Kapa-Myp3a;
y Kykypys;
. IIneBako.

53. BeiOepute mnpaBUIbHBIA BapHaHT 3aKIIOUUTENIBHON (OPMYNBl BEXIUBOCTU B JIEJOBOM
IIACBME:

. C yBaxeHueMm;

. Bcerna Barr;

. C yBaxxeHueMm;

. C BBICOYANIIINM TTOYTEHHUEM.
54. OtmetbTe ommboyHOE 0OPMIIEHHE JaThl:

. 2014.06.05.

. 11.02.14.

. 02 uronsa 2014 r.

. 15.10.2014
55. OTMeThTE, KaKOE CIOBOCOUYETAHUE COOTBETCTBYET S3bIKY IOKYMEHTA.

. 3aBOJIUTH YTOJIOBHOE JIETIO;

. BECTH KOHTPOJIb;

. BBIJIaTh KPEJIUT;

. BBIHECTH MOPHUIIAHUE.

56. CooTHECUTE MHOCTPAHHOE CJIOBO «MOHUTOPHHTY C MOAXOISAIINM PYCCKHM 3KBUBAJIICHTOM:
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. npeoOpa3oBaHue;

. MIPE/ICTABIICHUE;
. OTHCAaHHUE;
. HaOJI0/IEHUE.

57. C KakuM CJIOBOM HEJIb3s YIIOTPEOUTh YaCTHUILY He:
. HEsIBKa;
. HEUMEHHUE;
. HecoOJIIoeHHE;
. HENpU3HAHUE.

58. Kakoe u3 npuBeIEHHBIX CIIOB MOXHO YIIOTPEOIIATD B A3BIKE JOKYMEHTA:
. rpaxkJlaHKa;

. JTUPEKTPUCA;
. reHepabllia;
. acrupaHTKa.
59. OTMeTbTe HeynauHbIi BEIOOP (hOPMBbI MHOKECTBEHHOT'O YUCIIAa CYHIECTBUTEIBHOTO:
. PEKTOPBHI;
. npodeccopa;
. JIOTOBOPA;
. TUPEKTOPA.
60. OT™MeThTE CII0BO, KOTOPOE HATMCAHO MPABHIBHO:
. Oe3bIHUIINATUBHBIN;
. IIPEIVHCYIIBTHBIH;
. B3bIMATh;
. CBEPXBIHUIIMATUBHBIMN.
61. OTMeThTe CI0BO, B KOTOPOM JOMYIIIEHA OLITHOKA!
. KOHKYPEHTOCIOCOOHBIN;
. KOHKYPEHTHBI;
. KOHKYPEHTHOCIIOCOOHBII;
. KOHKYPHPOBATb.
62. OTMETBTE CIIOBO, B KOTOPOM JIOIYIIIEHA ONITHOKA:
. aTmensus;
. KOMITHJISIITHS;
. Yepkecus;
. TannuH.
63. OTMeThTe, B KAKOM COKpAIllEHUH JOMyIIeHa OIToOKa:
. acc.;
. MJTH.;
. BY3;
. IT.
64. OTmeThTe a00peBUATYpy MYKCKOTO poja:
. CHT;;
. TCXK;
. FOHECKO;
. MU/,
65. BriGepuTe mpaBUIbHBIN BaprHaHT 0(OPMIICHHUS JaThl B TEKCTE:
. ¢ 2010 mo 2014 ropa;
. B 2010/ 2014 rogax;
. ¢ 2010 o 2014 ronwr;
. ¢ 2010 mo 2014 rog.
66. OTMeThTE HEMPABMWIHBHO 00pa30BaHHYIO (JOPMY UYUCITUTEIHHOTO:
. OoJsee ceMucTa IBaIIaTH YYaCTHUKOB,
. C CEMBIOCTaMU JBAANATHIO yUaCTHUKAMH;
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® 0 CEMHUCTAX ABaAaTHh YYaCTHHUKAX,

. K CEMHCTaM JBaJIaTH YYaCTHUKAM.
67. Kakas u3 sS3bIKOBBIX (DOPMYJT HE COOTBETCTBYET CTPOro O(pUIIMATIBLHON MEPETHCKE:

. cTtaBUM Bac B u3BeCTHOCTB, 4TO...

. yOeAUTeIHHO MPOCUM PELIUTh BOIPOC...

. HE OTKaXXUTE HaM B JIFOOE3HOCTU U COOOIIUTE. ..

. npurianiaeM Bac npuHsTh ydacTtue...

68. Kakune u3 KIIt04eBbIX CJIOB COIIPOBOIUTEIIHLHOIO
IYCbMa aJpECOBaHbI B O/IBEIOMCTBEHHYIO OPTraHU3aLUIO:

. IIpencrasisiem Bawm...
. Hanpasnsiem Bawm...

. [Tocbmaem Bawm...

. Bricbinaem Bawm..

69. OT™MeThTE, KaKO€ CIIOBOCOYETAHNE MOXKHO MCIIOJIB30BaTh B SI3bIKE JOKYMEHTA:
. 3aJICHCTBOBATh COTPYIHUKA;

. 03BYUYUTh TOUKY 3PEHUS;
. yBSI3aTh BOIIPOC;
. BHECTH IIOIIPABKY.
70. B xakoM psly Bce cI0Ba COYETAIOTCS C IIaroJiaMy MPaBHIIBHO:
. HOBBICUTH (TpeOOBaHUs, YCIIEBAEMOCTb, [T0Ka3aTelNn);
. oKa3arh (MOJACPKKY, BHUMAHUE, BpEN);
. yAEHIEeBUTh (IPOAYKTHI, CEOECTOUMOCTD, TOBApHI);
. MPUHUMATH (K HUCIIOJIHEHUIO, K CBEICHUIO, PEILICHUE).

71. OT™METHTE, B KAKOM CIIOBOCOYETAHUU COMEPIKUTCS TPaMMaTHYEeCKast OITHOKa:
. 3aIJIaTUTh 32 IPOE3I;

. OIUIATUTB TI0 CUETY;
. VILUIaTUTh WTpad;
. YIUTAaTUTD 3a TIOKYTIKY.

72. OTMeTbTe IIIe0Ha3M, KOTOPBIH MOXKHO YIIOTPEOIsATh B J€I0BOI peun:
. KOHCEHCYC MHEHHI;

. COBMECTHAsl JOTOBOPEHHOCTB;
. TOPKECTBEHHAsI LIEPEMOHUS;
. UH(POPMAILTMOHHOE COOOIIEHNUE.
73. OT™MeTbhTe, KaKoil U3 MPOU3BOIHBIX MPEJIOTOB CIEAYET 3aMEHUTD:
. B cBsI31 ¢ IpeBapuTENBbHON JOTOBOPEHHOCTBIO. . .
. Ha ocHOBaHMHM BBIIECKA3aHHOTO. . .
. BBuny npeacrosmmx BIOOPOB. ..
. bnaronapst ykazaHHBIM OOCTOSITENILCTBAM. . .
74. B kakoM cloBe JONyIIEHa OINOKA B HAITMCAHUM OKOHYAHUS:
. ITo oxoH4YaHUU CpoOKa...
. ITo npenbpsBIEHUH TOKYMEHTA. . .
. ITo npustety B a3ponopr...
. ITo mpuesne B Mockay...
75. OT™MeThTE, KaKoe CJI0OBOCOUETAaHUE He YIOTpeOIsieTcs B 1eI0BOM peun:
. VCIIOJTHUTEIbCKAs BIacTh;
. MPEICTaBUTENIbCKIE PACXObI;
. KapJMHaJIbHBIN BOIPOC;
. KOMaHJAHPOBaHHBIN CHIEIIUATUCT.
76.0TMETBTE, B KAKOM INPEAIOKEHUH UCII0JIb30BaHA CTUIIMCTUYECKH HEONPaBJaHHasl JIEKCHKA.
. B omHOM HoMe co MHOM >KMBET M3BECTHBIN MOAT.
. ApOuTpaxHbIil cyl IpeKpalaeT J1eio0 3a IPUMUPEHUEM YYaCTHUKOB CIIOpa.
. B nanHEIT MOMEHT S TOTOBJIIOCH K DK3aMEHaM.
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. B mensx moaroToBku HOHOIIEH K BOGHHOH CITYKO€ B IITKOJIaX OPTaHU3YIOTCS
CIICI[UANIbHEBIC CEKITUU.
77. Kakoe u3 mpemioxeHUH O(UIMAIBHO-ICIOBON peuYd HE HYXKIAeTCs B CTHIIMCTHYCCKON
npaBke?

. B Hamiem Tpy10BOM KOJUIEKTHBE HAMETUIIMCH CEPhE3HbIE MOABIKKHI B paboTe.

. CrpowuTtenbHasi opraHu3alus He CMOIJIa B CPOK OCYIIECTBUTD JIOCTPOM
MPETPUITHSL.

. O} PeKkTUBHOCTH peKrMa SIKOHOMHH BO MHOTOM 3aBHCHUT OT TOTO, HACKOJIEKO
OTrpaHUYUBAIOTCS (DMHAHCOBBIE PACXO/IBI.

. B niepBbiii 1eHb KOH(DEPEHIINH BRICTYITHIA CEMEPO JCMyTaTOB, U3 HUX JIBOE
npodeccopoB.

78. HaiiguTe npeaioxkeHue ¢ IEKCUUeCKON OmnOKOi.

. JlabopaHTy ObLI MpeAOCTaBIIEH OTIYCK 0€3 COXpaHEHUSI COJIEPIKaHUS.

. B o0cyxnenun npoekta NpuHsII ydacTue 3aBeIyomuil kKapeapoil connoaorum.

. CTpouTensCTBO OCYHIECTBISLIIOCH MO/ TaTpOHAXKeM I'yOepHaropa.

. CornacHo pacnopsiKEHUIO pPyKOBOJCTBA CPOK MPEACTABIEHUS OTYETA UCTEKAET

NIEPBOTO JeKaops.
79. BriGepure rpaMMaTiyeCcKy BEPHBIA BapUAHT IPOU3HOLIEHUS JaThI.

. CTpouTenbCTBO ATOr0 OOBEKTA 3aIJIAHMPOBAHO HA JBYX THICSYU JAEBSITHIHN IO,
. K nymkuackomy 100M1€10 IBYX ThICSAY JIECATOrO rofia HaJlo HAUMHATh TOTOBUTHCS
y’Ke cenyac.
. B aByXThICSYHOM TOIy OBIIIO IPUHSATO MPABUIIBHOE PELICHHUE.
. JIByX ThICSIYa BOCKMOM TOfl 3aBEpIUIMIICS OMpeAeIEHHBIMH YCIIeXaMU B 9KOHOMUKE.
80. OT™MeThTe BepHOE yIOTpeOIeHHE AeePUIacTHOTO 000pOTa.
. PaccmotpeB dyHKIMOHATBHBIE XaPAKTEPUCTUKH CTPYKTYP MYHULIUIIATUTETA,
IIpeyIaraeTcs CleAyoLIee. . .
. CrnenaB paboTy, HEOOXOAMMO COOOIIUTH O PE3yNbTaTax.
. MBI 0ka3anuce B 3aTpyAHUTEILHOM MOJIOKEHHUH, BBIOIHSA Bamr 3akas.
. Brimonnss Bar 3aka3, Mbl omnany B 3aTpyAHUTEIBHOE MOJIOKEHUE.
81. Haiinute npennoxenue 6€3 rpaMMaTiyecKoi OINOKH.
. [maBa aAMUHUCTpAIMK paclpeAensieT U YIpaBIseT UMYIIIECTBOM U (PUHAHCAMH.
. Pedopma Benercs npu 01HOBPEMEHHOM COCYILIECTBOBAHUU CTAPBIX U HOBBIX
CTPYKTYp YIIpaBICHUS.
. CMUpHOBA — OMH U3 OMBITHEUIITUX PYKOBOAUTEIICH 00IaCTH.
. BoNbIIMHCTBO y4aCTHUKOB KOH(EPEHIIUU TOJI0COBAIIO MPOTHUB.
82. OTMeThTe NMpeIOKEeHHE, B KOTOPOM HE HApYIIIEH MOPSIIOK CIIOB.
. Ha Bropoii kBaptan 2008 roga He3aBeplIeHHBIH 00beM paboT MO U3TOTOBICHUIO
OTIBITHOTO 00pa3la NepeHOCUTCS Ha OCHOBAaHUU MHChMa 3aKa3uMKa.
. CrnoxuBmiasics cutyanus B Poccun npuBena k 00pa30BaHUIO0 HOBBIX
SKOHOMHYECKHX OTHOIIECHUH.
. JlesTenbHOCTh apOUTPaXKHOTO cyAa 00eCeyrBaeT anmapar apoUuTpaKHOTO CyAa.
. Jns onpenenenus ¢GoHAa OMIaThl B KOHIIE TOJIa YTOYHSIOTCS paClEHKU Ha
MIPOAYKLHUIO.

[IIkana OeHNBaHUS.

OneHka 3HaHMHA, yYMEHUH, HaBBIKOB IPOBOJUTCS Ha OCHOBE OaIbHO-PEUTHHTOBOU
cuctembl: 30% u3 100% (uwnu 30 6amtoB u3 100) - BkJIaJ B UTOTOBYIO OLIEHKY 10 pe3ylbTaTaM
IPOMEKYTOUHON aTTEeCTaIHH.

[Ipu omeHmBaHWM OTBeTa OOYYAIOMIETOCS B XOJ€ MPOMEKYTOUYHOW aTTECTAllMd MOXKHO
ONUPATHCS HA CIEAYIOUINE KPUTEPHUH:

‘ bamisl ‘ Kpurepuii onieHkn
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26-30

OOyuaronuiics  TOKa3bIBaeT BBICOKMH  YpPOBEHb KOMIIETEHTHOCTH, 3HAHHS
MPOrpaMMHOTO MaTepHayia, Yy4eOHOH, TEPUOIUYECKOH U MOHOTpapUIECKOM
JIATCPATYpPhI, 3aKOHOAATCIBCTBA MW IIPAKTUKHU €TI0 MNPUMCHCHHA, PACKPBIBACT HC
TOJIbKO OCHOBHbBIE MOHSATHSA, HO M aQHANU3UPYET UX C TOYKU 3PEHUS PA3IUYHBIX
aBTOpoB. OOyJarOMIMiicsS TOKA3bIBACT HE TOJHKO BBICOKUN YPOBEHb TEOPETUUYCCKUX
3HaHUW, HO U BUIUT MEXIUCUUIUTMHApHBIE cBs3u. [Ipodeccuonansno, rpamoTHO,
MOCJIEIOBATEIbHO, XOPOIIUM SI3bIKOM YETKO M3J1araeT Marepuai, apryMEeHTUPOBAHHO
dbopMynupyeT BBIBOJABL. 3HAET B paMKax TpPeOOBaHHI K HANpPaBIECHUIO U MPO(UITIO
MOJTOTOBKH 3aKOHOJATEIbHO-HOPMATUBHYIO M TMpakTU4ecKyro 0a3zy. Ha Bompochr
OTBEUaEeT KPAaTKO, apr'yMEHTUPOBAHO, YBEPEHHO, IO CYIIECTBY.

16-25

OOyyaromuiicsi IOKa3bIBa€T JIOCTATOYHBI YPOBEHb KOMIIETEHTHOCTH, 3HaHM
MaTepualioB 3aHATHH, y4eOHOH M METOAMYECKOH JTMTEPaTypbl, 3aKOHOAATEIBLCTBA U
NPaKTUKHA €r0 MPUMEHEHHs. YBEPEHHO M NMpOo(ecCHOHATBHO, TPAMOTHBIM S3BIKOM,
SICHO, YETKO W TIOHSITHO M3JIaraeT COCTOSIHUE M CYTh BOIIPOCA. 3HAeT HOPMATHBHO-
3aKOHOJATENbHYI0 ¥  TPAKTHYECKyl0 ©0a3y, HO TIpH OTBETE JOIyCKaeT
HECYILECTBEHHbIE NOrpemHocTu. O0yydarouuiics MoKa3blBaeT JOCTATOUHbIH YPOBEHb
npodeCCHOHATBLHBIX 3HAHHUM, CBOOOJHO ONEPUPYET MOHATHUSAMH, METOJaMHU OICHKH
OPUHATUSL PELICHUH, MMEEeT TNPEACTAaBICHUE: O MEKAUCIHUIUIMHAPHBIX CBSI3SX,
YBSI3BIBACT 3HAHMS, TOJIYyYEHHBIC NPH W3YYCHUH PA3IUYHBIX AUCHUIUINH, YMEEeT
aQHAJIM3MPOBATh MPAKTHYECKUE CHTYalUH, HO JOIMYCKAeT HEKOTOPBIC MOTPEIIHOCTH.
OTBeT MOCTPOEH JIOTHYHO, MaTepUall M3JIaraeTCsl XOPOIIUM SI3BIKOM, MPHBIICKACTCS
MH(GOPMATUBHBIA M WUIIOCTPUPOBAHHBIN MaTepual, HO TPH OTBETE IOIYCKaeT
HEKOTOPBIE MOTPENIHOCTH. BOIPOCH HE BBI3BIBAIOT CYIIECTBEHHBIX 3aTPYIHCHHH.

6-15

OOyuaronuiics MOKa3bIBae€T JOCTATOYHBbIE 3HAHUS MaTEpUANIOB 3aHATHHA, HO IPH
OTBETE OTCYTCTBYET JIOJIKHAS CBA3b MEK/y aHAIM30M, apryMEHTAllMEed U BBIBOJAAMM.
Ha nocraBiieHHBIE Yl€HaMM KOMUCCHM BOIPOCHI OTBEYAET HEYBEPEHHO, JIOIMYCKAET
norpemHocTd. OOyuaromuiics BiaJeeT NPAKTUYECKUMHU HaBBIKAMU, IPUBJIEKACT
WITIOCTPAaTUBHBIM MaTepuaj, HO 4YYyBCTBYeT ce0si HEYBEPEeHHO NpU aHalu3e
MEXIUCIUIUIMHAPHBIX CBsi3eld. B oTBeTe He Bceraa NPUCYTCTBYET JIOTHKA,
apryMEHTBhI IMPUBIICKAIOTCS HEIOCTATOYHO Beckue. Ha mocraBiieHHBIE BOIIPOCHI
3aTPyHSETCS] C OTBETAMU, IOKA3bIBAET HEAOCTATOYHO INIyOOKHUE 3HAHMUSL.

OOyuaromuiics moKa3plBaeT ciaOble 3HAHUS MaTepUajoB 3aHATHH, y4ueOHOM
JUTEpPaTyphl, 3aKOHOJATEIIbCTBA M NPAKTHUKU €ro NPHUMEHEHUs, HU3KUH ypOBEHb
KOMIIETEHTHOCTH, HEYBEpEHHOE H3J0kKeHue Bompoca. OOydarouiuiics Mmokas3blBaeT
cnalplif  ypOBEHb MNpPOQPECCHOHANbHBIX 3HAHUM, 3aTPyAHSETCd TMpU aHAJINU3E
IIPAKTUYECKUX cuTyauuid. He MokeT mpuBeECTH NpUMEpPHI U3 PEAIbHON IPAKTHKU.
HeyBepeHHO u jorvuecku HENOCIENOBATEIbHO M3JaraeT marepual. HempaBuiibHO
OTBEYAET HA BOIIPOCHI WJIU 3aTPYAHSETCS C OTBETOM.

[Ikana mepeBoia U3 MHOTOOAIIILHON CUCTEMBI B TPATUIIMOHHYIO:
- oOydJaromiemMycsi BBICTaBJISIETCS OIEHKA «HE 3a4TeHO», €CIM OOydJaroniuics Halpa

Menee 50 6aios,

- OIICHKA «3aYTE€HO» BBICTABJISIETCS MIPH YCIOBUH, €CiiM oOyuaromuiicsi Habpan ot 50 1o

100 6an1oB.

100 GannoB BBICTaBISIETCS MPHU YCIOBUU BBIMIOJIHEHUSI BCeX TpeOOBaHMI, a Takke Mpu

00s13aTCILHOM MMPOABJIICHUHW TBOPYCCKOIO OTHOIOCHHUA K MNOpCAMETY, YMCHHU HAXOIAWUTb
OpUTrHHaJIbHBIC, HE COACPKAIIUCCA B yqe6Hm<ax OTBETBI, YMCHHU pa60TaTI) C UCTOYHHKaMH,
KOTOPBIC COACPIKATCA ,[[OHOJIHI/ITCHLHOﬁ JIATCPATYpEC K KYpPCY, YMCHUU COCIUHATH 3HAHHA,
IMMOJIYYCHHBIC B JAHHOM KYPCE CO 3HAHUAMMU JAPYIUX OUCHHUILINH.

4.4. Metonuyeckne Marepuabl

YCTHBIN OmpocC ABJIACTCA OOJHUM M3 OCHOBHBIX CII0C000B IMPOBECPKU YCBOCHMUA 3HAHUHI
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oOydarommMucsi. Pa3BepHYTBI OTBET CTY[AEHTa JOJKEH TMPEACTaBIsATh CO0OH CBSI3HOE,
JJOTrM4YC€CKHU ITOCJICAOBATCIIBHOC COO6IJ.I€HI/IG Ha OIPCACICHHYIO TEMY, IMOKA3bIBATb €0 YMCHHUC
NPUMEHSTh ONpEJENIeHUs, MpaBUia B KOHKPETHBIX ciiydasix. OCHOBHBIE KpPUTEPUM OLICHKU
YCTHOTO OTBETA: MPAaBHJIBHOCTh OTBETA MO COAEP)KAHUIO; TMOJHOTA U ITyOMHA OTBETa; JIOTHMKA
U3IIOKEHHS MaTepuana (YUUThIBACTCSl YMEHUE CTPOUTH LIEIOCTHBIN, MOCIEI0BaTEeNbHBIN pacckas,
T'paMOTHO TIIOJIb30BATHCA CHCLII/IaJIBHOfI TepMHHOHOFHCfI); HCIIOJIB30BaHUEC AOIIOJHHUTCIIBHOIO
marepuaiia.

5. Meroauyeckue yKa3aHus 1Jsl 00y4al0IIUXCHA M0 OCBOEHHUIO TUCHMILIHHBI

Meroanyeckue YyKa3aHMsl 10 CAMOCTOATEJNbHOH TOATOTOBKM K 3aHATHIM
JIEKIIMOHHOT0, MPAKTHUYECKOIr0 (CEMUHAPCKOI0) THUIIA:

[TonroroBka K 3aHATUSM JOKHA HOCUTH CHUCTEMATHUYECKUW XapakTep. DTO MO3BOJIHUT
oOyJaronieMycs B TIOJTHOM 00beMe BBITIOJTHUTE BCe TpeOoBaHUs mpernoaaBaresis. OOydarmmumcs
PEKOMEHJIyeTCsl M3y4yaTh KAaK OCHOBHYIO, TaK M JOMOJHUTENIBbHYIO JIUTEPATypy, a TaKKe
3HAKOMUTbCS ¢ VHTepHET-UCTOYHWKAMHM (CIUCOK TMPUBEICH B paboyeil mporpamme 1o
TUCIUTLIIUHE).

CnucoK BOMPOCOB /I CAMOCTOSTEIBHOM MOATOTOBKH K OIPOCaM IO TeMaM IIPHUBE/ICH B
paboueit mporpamMme 1o JTUCHUILTAHE.

MeToanueckue yKa3aHus MO MOATOTOBKeE K ONMPOCY

[ToaroToBka K 3aHATUSAM JIOJDKHA HOCUTH CHUCTEMATUYECKUN XapakTep. DTO MO3BOJIHT
oOyJaroniemMycsi B IOJIHOM 00bEeMe BBIITOJIHUTH BCe TpeOoBaHUS mpernoaasares. OOydaronmmcs
pPEKOMEHAYeTCsl M3ydaThb KaK OCHOBHYIO, TaK W JOMOJHUTEIBHYIO IIUTEPaTypy, a TaKkKe
3HAKOMHUTHCSI C VIHTepHET-UCTOYHMKAMU (CIIUCOK TIPHBEIEH B pabodeld mporpamMme IO
JTUCITUTIIINHE).

[TonroroBka oOydarommMxcs K OMPOCY NPEANojaraeT H3ydeHHE B COOTBETCTBHH
TEMaTUKOM JUCIUILTUHBI OCHOBHOM/ JOMOIHUTENBHON TUTEPATyphl, HOPMAaTUBHBIX JOKYMEHTOB,
UHTEPHET-PECYpPCOB.

OOyuaromuiicss TOTOBUT JIOKJIa] B (hOpMe YCTHOTO COOOIICHHUS 110 TEME JUCIUILTHHBL.

[IpemnaraeTcs ciieayromas CTpyKTypa JTOKIaa;

1. Beenenue:

— YKa3bIBaeTCs TEMa U 11eJb JIOKJIa1a;

— o0o3HayaeTcs mpoOIeMHOE ToJe, TEMaTUYeCKre pas3iesbl JOKIaaa.

2. OCHOBHOE cofiepaHue JOKIaa:

— MOCTIEIOBATEIFHO PACKPBIBAIOTCS TEMATUYECKUE Pa3/iesbl JOKIIaa.

3. 3akitoueHue:

— MPUBOJATCS OCHOBHBIE PE3YNBTAThl U CY)KJIEHHUS aBTOpa MO MOBOAY MyTEH BO3ZMOKHOTO
pEIIeHHs PAaCCMOTPEHHOH MPOOIEMBI, KOTOPBIE MOTYT OBITH O(POPMIICHBI B BHJIE PEKOMCH/TAITUH.

Meroanyeckue yKa3aHHs 10 OATOTOBKE K TECTHPOBAHUIO

IIpy moAroToBKEe K TECTUPOBAHUIO CIEAYET YYUTBIBATh, YTO TECT IIPOBEPSET HE TOJILKO
3HaHWE TIOHATUM, KaTeropuil, COOBITUH, SBICHUN, YMEHHUS BBIACNATH, AHAIU3UPOBATH U
0000maTs Hambosee CyIIECTBEHHbIE CBSA3M, NPU3HAKM M MPUHIUIBI Pa3HBIX SIBICHUA U
npoueccoB. [loaToMy npu NOATOTOBKE K TECTy HE CIEAYET NPOCTO 3aydyuBaTb MaTepHall,
HEOOX0IMMO MOHATH €ro JIOTUKY. [1oAroToBKe criocoOCTBYeT cOCTaBlieHHE Pa3BepHYTOrO IJIaHa,
TabMuI, cXeM. boNblIyl0 MOMOIIL OKa3bIBAIOT HHTEPHET-TPEHAXXEPhl, IO3BOJIAIOIINE, BO-
NEPBbIX, 3aKPENUTh 3HAHMS, BO-BTOPBIX, MPHOOPECTH COOTBETCTBYIOLIUE IICHXOJOTHYECKUE
HAaBBIKM CAMOPETYIISILIUN U CAMOKOHTPOJIA.

TectupoBaHue wuMeeT P OCOOCHHOCTEW, 3HAHHWE KOTOPBIX IIOMOTaeT YCHEIIHO
BBIIIOJIHUTh TECT. MOXHO Jarh CHEAYIOIIHE METOAWYECKHE PEKOMEHJALUM: CIEAYeT
BHUMATEIIBHO U3YYUTh CTPYKTYpY T€CTa, OLIEHUTh 0OBEM BPEMEHH, BBLAEISEMOT0 Ha JAaHHBIN
TECT, YBHJETh, KAaKOrO THIA 3aJaHHsd B HEM COAEP)KATCsA; OTBEYaTb HA T€ BOIPOCHL, B
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MMPAaBUJIBHOCTHU PCHICHUA KOTOPBIX HET COMHeHHﬁ; OYC€Hb Ba’XHO BCEraa BHHUMATCIIBHO 4YHUTATh
3alaHuA 10 KOHIA, HC IBITASACh MMOHATH YCIIOBUSA «IIO IICPBBIM CJIOBAM, ).

Kparkue meTonnyeckue ykazaHusi 110 HAanMcaHuio pegepara

Pedepar sBisercss caMOCTOSATENBHOM MpaKTHYECKOW paboToi crymeHTa. OH Npu3BaH
OIPEACIUTh CTENEHb OCBOEHUS CTYJIEHTOM 3HAHWW M HABBIKOB, IOJIYYEHHBIX UM B IpOLECCE
U3y4yeHHUs JUCUMIUIMHBL. JlaHHBIM BHMJ paboThl MHAMBHAYaJleH M caMmocTosTeneH. He
JIOITYCKAETCS MPSIMOE 3aMMCTBOBAaHHE MATEpUAIOB M3 KAaKUX-THOO MCTOYHHKOB 0€3 CChUIOK Ha
HUX.

Texct paboThl MOMKEH OBITH HANKMCAH JUTEPATYPHBIM SI3BIKOM B HAYYHOM CTHIIE.
OdopmiieHre TEKCTa TakKe JOJDKHO OBITh BBINOJHEHO IpamoTHO. CieayeT m30erarb IMyCThIX
IIPOCTPaHCTB M, TeM Oosee, cTpaHull. Ha Bce TaOMMIBl, pUCYHKH M JUarpaMMbl J€1ar0TCS
CCBUIKH B TEKCTE.

Pabora oowemom ot 10 no 15 crp. Beimonusiercs B popmare A4. Lpudt — Times New
Roman, 11 3aroyioBKOB AomyckaeTcst ucroib3oBanue mpudra Arial. OCHOBHOM TeKCT pabOThI
Habupaercs 14-m mpudrom yepes 1,5 uHTEpBaNa, BRIpaBHUBAHUE 10 IIUPUHE, MEKOYKBEHHBIN
uHTepBasl «OObIYHBIN», KpacHas cTpoka 1,25 cM. ABTOMAaTHYECKU PACCTaBISIOTCS MEPEHOCHI.
[Tonsi: Bepxuee 2,0 cm, HUxkHEe 2,0 cM, JieBoe 3 cM, npaBoe 1 cm. [IpoMexyTku Mex Iy ad3anamMu
OTCYTCTBYIOT. BBeneHue, 11aBbl, 3aKIIOYEHHME, CIHCOK JIMTEPaTypbl M  IMPHIOKECHUA
(dopMaTupyroTCs KaK 3ar0JIOBKH [IEPBOIO YPOBHS M HAUMHAIOTCS KaXKAbI C HOBOM CTpaHUIIBL.

CHOCKM J1enaroTcsi BHM3Y CTpaHMLbl. TaOmuipl M PUCYHKHM HYMEPYIOTCS OTAEIBHO.
Homep BrITIO4aeT HOMEp IIaBbl 1 HOMEP PUCYHKa/TaONHUIBI B JAHHOM TIIaBe.

Crpanunpl paboThl JOKHBI OBITH NpPOHYMepoBaHbl. Hymepaiuss HauMHaeTcst co
CTPAHHULIBI C OIVIABJIEHUEM, HA KOTOPOI cTaBUTCS LUppa «2» u nanee — no nopsaaky. OkoHuaHue
HyMepaluy MNPUXOJUTCA Ha MOCIEIHUI JUCT cnucka jauteparypbl. Homep cTaBUTCS BHM3Y
CTpaHuULbI cripaBa. Ha cTpanuiiax ¢ npuiokeHUs MU HOMepa He CTaBATCS, U B OIVIaBICHUE OHU HE
BBIHOCSITCS. B ortaBiieHMM yKka3bpIBaeTCsl TOJIBKO HOMEP MEPBOTO JINCTA IIEPBOTO NMPHIIOKEHHUS.

6. YueOHas1 1uTepaTypa u pecypcbl HHPOPMALMOHHO-TeIeKOMMYHUKALIMOHHOM ceTH
"UHTepHeT", BK/II0OYas NepeyeHb y4eOHO-MeTOAMYecKOro odecrnevyeHust AJas
CaMOCTOSITEIbHOM PadoThI 00y4aroIuXCs M0 JUCIUIIIHHE

6.1. OcHoBHas quTEpaTypa
1. [lysanoa H.H., MBanoBa A.IO. OcHOBBI Ael10NPOM3BOJCTBA. S3BIK CIIy’)KE€OHOTO
JIOKYMEHTa: y4eOHHK AJIsl akagemudeckoro Oakanaspuata /ans CIIO. —M,: FOpaiir, 2015,
2016.
2. yBamoBa H.H. Opranuzanuss ¥ TEXHONOTHS JOKYMEHTAI[MOHHOTO OOecleveHus
ynpaieHus. Y4eOHUK U MPaKTUKyM JUIsl akajeMudeckoro Oakanaspuara. — M.: FOpaiit,
2017.

6.2. lonostHUTEIBLHASI IUTEPATYPA

1. boitko D2.B. Kommbprorepuzanusi KaapoBOTO AeONpou3BoacTBa. —M.: VYmpasieHue
nepcoHainom, 2008.

2. Bmenmenckas JI.A., IlaBnosa JIL.I., KamaeBa E.}FO. Pycckmii S3bIK M KyIbTypa pedu:
yuebHoe nocobue. P —na/Jl, 2014.

3. Kysnernor M.H. JlokymeHTanmmoHHOE oOecIieueHre YIpaBIICHUS W JICIONPOU3BOICTBO:
yueOHuUK Juia 6akanaBpoB. —M.: FOpaiit, 2014.

4. KynbTypa ycTHOM M MMCbMEHHOM peuu nenoBoro yenoBeka: CripaBouHuK. [IpakTukym. —

M., 2007.

Memunos O. Office 2007. Mynsrumenniiasiii kype (+ CD-ROM).

6. Paznopoxnbiii A.A. JIOKyMEHTHpOBaHHME YIPABICHYECKOH MAEATENbHOCTH: y4ueOHOe
nocobue. [Jomymeno Cosetom YMO By30B Poccun. — M., 2007.

o
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http://www.ozon.ru/context/detail/id/4008581/

7. Paxmanun JI.B. CtrnncTrka Ae10BOM peun B peaKTHPOBAHUE CITY>KEOHBIX JTOKYMEHTOB:
yueOHoe mocobue. — M.: dnunra, Hayka, 2012.

8. Pozenrans JI.D. ChpaBOYHHMK HO PYCCKOMY S3BIKY: IpPaBOIMCAaHUE, MPOU3ZHEOLICHHE,
auteparypHoe penakrtuposanue./[].0.Pozenrans, E.B.J[xamxkakoBa, H.I1.KabanoBa. —
M.: Aitpuc-nipecc, 2013.

9. YyxosenkoB A.IO., flukoBas B.®. Jlenosas nepenucka. — M., 2004.

6.3. YueOHo-MeTOANYECKOE 00ecTiedeHHe CAMOCTOATEIbLHOH PadoThl

1. Aranos, B. C. . ConuaibHO-IICUXOJIOTUYECKUE AETEPMUHAHTHI KPEaTUBHON KOMIIETEHTHOCTH
CTyAEHTOB : MoHOTpadus / Aranos, Banepuii Cepreesuu, JlaBneroBa, Paga Yenosna. - M. :
Makee Uropes BsiuecnaBoBuy, 2016. - 163 c.

2. AdanaceeB M.IO. Hctopusi [DIeKTpOHHBIN pecypc]: METOIWYECKHUE PEKOMEHIAIMH IO
M3YYEHHIO Kypca U MOJATOTOBKE K CEMHHAPCKHUM 3aHATHAM. YueOHoe mocodue/ AdaHacheB
M.}O.— DOmnektpoH. TekctoBble AanHbie.— CII6.: MHCTUTYT cnienuanbHOM MEeNarorukd u
IICUXOJIOTHH, 2011.— 40 c— Pexum JIOCTYTIA:
http://www.iprbookshop.ru.ezproxy.ranepa.ru:3561/29973.html.— DBC «IPRbooks»

3. Bomomuna A.}O. Meronunyeckue peKOMEHAALMU MO TMOATOTOBKE M 3alllUTE BBIMYCKHOMN
KBTM(DUKAIIMOHHOW paboThl [DnekTponHbt pecypce]/ Bomomuna A.1O., Koctun U.B.—
DNEKTPOH. TEKCTOBble AaHHbIe.— M.: MOCKOBCKas rocyJapCTBEHHasl aKaJeMHUsi BOJHOTO
TpaHCIIOpTa, 2015.— 22 c— Pexum JocrTyna:
http://www.iprbookshop.ru.ezproxy.ranepa.ru:3561/46478.html.— 3BC «IPRbooks»

4. Kynbprypoisiorus [DIEeKTpOHHBIN pecypc|: METOJIMYECKUE PEKOMEHAINH JJIsl TOATOTOBKU K
ceMuHapckuM 3aHsaTusm/ M.A. AkumoBa [M 1p.].— DJEKTPOH. TEKCTOBBIC JaHHBIC.— M.:
MockoBCKUI TOCy1apCTBEHHbIN TeXHUYeCKul yHuBepcuteT umenu H.O. baymana, 2014.—
110 c.— Pexxum nocryna: http://www.iprbookshop.ru.ezproxy.ranepa.ru:3561/30884.html.—
9BC «IPRbooks»

5. Mogenb MO3UIMOHHOTO OOY4YeHHS CTYACHTOB [DJEKTPOHHBIA pecypc]: TeopeTuueckue
ocHOBBI M Metonuueckue pekomennauuu/ W.b. llusu [u ap.].— DNEKTPOH. TEKCTOBBIE
naHHble.— M.: MOCKOBCKHIl TopoJIcKOi menaroruueckuii ynusepcuter, 2012.— 152 ¢.—
Pexxum noctyma: http:// www.iprbookshop.ru.ezproxy.ranepa.ru:3561/27375.html.— DSBC
«IPRbooks»

6. HosukoB B.K. Meromuveckne peKOMEHIAIMM TIO0 TIOATOTOBKE M 3allUTE BBITYCKHON

KBAJTM(PUKAIMOHHON paboThl [OnekTtponHbld pecypc]/ Houko B.K.— D3nextpos.
TEKCTOBBIE JaHHble.— M.: MocKOBcKas rocy/iapcTBEHHasl akaJeMusi BOJHOTO TPaHCIIOPTa,
2015.— 34 C— Pexum JIOCTYyTIA:

http://www.iprbookshop.ru.ezproxy.ranepa.ru:3561/46479.html.— DBC «IPRbooks»
7. CouuanbHO-TICUXOJIOTMYECKHE acCMeKThl (POPMUPOBAaHUS KYJIbTYphl camMooOyvarolencs
opraam3anyu / A. 5. Hukoinaes [u np.] // Bonpocsr icuxomnoruu. - 2014. - Ne 6. - C. 44-52.

6.4. HopmaTuBHBIE MPABOBbIE JOKYMEHThI

1. Koucrurynus Poccuiickoit ®eneparuu, NpuHSATa HAa BCEHAPOJHOM TOJOCOBaHUHM 12
nexabps 1993 1. (¢ mompaBkamu ot 30 gexabpst 2008 r., ot 30 gexadbps 2008 r., ot 5 derpans
2014 1. m ot 21 nrons 2014 1.) [DnexTpoHHBIA pecypc]| Pexxum gocrymna: http://www.consultant.ru

2. T'paxmanckmii xogekc Poccuiickoit ®@enepanuu (dacth mepsasi) ot 30.11.1994r. NeS51-
@3 (pen. 23.05.2016r.) [DnexrponHbIi pecype] Pexxum noctyna: http://www.consultant.ru

3. Komekc Poccwuiickoit ®Penmepanmu 00 aIMHUHHCTPATHBHBIX IPABOHAPYIICHUSX OT
30.12.2001 N 195-®3 (pen. ot 05.12.2016) (¢ u3m. u mom., BcTyn. B cuiy ¢ 21.12.2016)
[DnextponnsIil pecypc] Pesxxum moctyma: http://www.consultant.ru

4.  Tpynosoii komekc Poccuiickoit ®Peneparuu ot 30.12.2001 N 197-®3 (pen. or
03.07.2016) (¢ w3m. u mom., BcTym. B cwiry ¢ 03.10.2016) [DnexkrpoHHBIH pecypc] Pexum
nocryna: http://www.consultant.ru
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5.  VYronoBuwii kopekc Poccuiickoit ®denmeparmu ot 13.06.1996 N 63-®3 (pen. ot
22.11.2016) [DnexTponnslit pecype| Pexxum noctyma: http://www.consultant.ru

6. ®enepanbHblii 3akoH OT 27 wmiona 2006 . Ne 149-®d3. «O6 wuHbOpManuu,
MH(POPMAITMOHHBIX TEXHOJOTHSIX M O 3aImuTe WHpopMauuu» [DIeKTPOHHBIH pecypc| Pexum
nocrtyma: http://www.consultant.ru

7. Crparerus pa3Butus uHpopMannoHHoro obmectBa B Poccuiickoit ®Denepanuu:
yrBepknena Ilpesumentom Poccuiickoit ®epepanuu 7 deBpans 2008 . Ne [Ip-212
[DnexkrponHbIil pecypc]. Joctyn u3 cnpas.-mipaBoBoii cuctembl «Koncynsrantllmocy

8. IlpaBuna pnenonmpousBoacTBa B (hefepaibHBIX OpraHax HCIOIHUTEIBHON BJIAaCTH,
yrBepxaeHHble [locTanoBienueM llpaBurensctBa Poccuiickoit denepauuu ot 15 urons 2009 r.
N 477 [DnexrpoHHbIid pecype| Pexxum gocryna: http://www.consultant.ru

9. O wMepax 1O COBEPUICHCTBOBAHUIO DHJIEKTPOHHOTO JOKYMEHTOOOOpOTa B OpraHax
roCylnapCTBEHHOW BiacTu, yrBepxkaeHHbIM [locranoBienue IlpaButenbctBa Poccuiickoi
®eneparun ot 6 centsiopsa 2012 . N 890 r. // Cobpanue 3akononarensctea PO. 2012. N 38. Cr.
5102

10. O mnpPUOPUTETHBIX HANPABICHHUSIX WCIONB30BAHUS W Pa3BUTHSI WHOOPMAIMOHHO-
KOMMYHHKAIIMOHHBIX TEXHOJOTHI B (eiepanbHbIX OpraHax HCIIOJHUTEIbHON BIACTH U OpTraHax
VIPaBICHUS TOCYIaPCTBEHHBIMA BHEOIOKETHBIMU (DOHIAMHM M O BHECEHWM HW3MCHCHUH B
Hekoropble akTel [IpaBurensctBa PO, yreepkaennsie [loctanosinenuem [IpaBurenscrBa PO ot
05.05.20161. Ne392 [Dnexrponnslii pecypc] Pexum nocrymna: http://www.consultant.ru

11. TOCT P 6.30-2003 «YuudpuiupoBaHHbIE CUCTEMBbI TOKyMEHTAIUU. YHUDHUIIUPOBAHHAS
cHUCTeMa OpraHU3alMOHHO-PACHOPSAUTENbHON  nokyMmMeHTaun» (yTB. IlocraHoBnennem
I'occrannapra PO ot 03.03.20031. Ne65-cT

12. TOCT P 7.0.8-2013. Hammonanbublii ctanmapT Poccuiickoii @enepamuu. Cucrema
CTaHAapToOB Mo HH(OpManuU, OUOIMOTEUHOMY U H3/aTENIbCKOMY Jeny. Jlemonpou3BOICTBO U
apxuBHoe aeno. TepmuHbl u onpenenenus» (yrB. Ilpuxasom Poccranpmapra or 17.10.2013 N
1185-cT)

13. TocymapcTBeHHas cucTeMa JOKYMEHTAIlMOHHOTO oOecnieuenus ymnpasieHus (I'CAOY).
OcHoBHble monoxkeHus. OOIMe TpeOOBaHUSA K JOKYMEHTaM U CIyX)0aM TOKYMEHTAI[MOHHOTO
obecnieuenus, yreepxkaennas [Ipukazom I'maBapxusa CCCP ot 25.05.1988 Ne 33. M., 1991.

6.5. UnTepHeT-pecypcbl

1. Odunmansusiii caiit [Ipesugenta PO www.kremlin.ru

2. Oduuunansueiii caiit Ilpeacenarenst IlpaBurensctBa Poccuiickoit denepanyu -
WWW.premier.ru

3. CnpaBouno-npaBoBas cuctema «Koncynprant [Lmroc» http://www.consultant.ru

4. CnpaBouno-npaBoBas cucrema «[TAPAHT» http://www.garant.ru

5. Karanor rocynapcTBeHHbIX cTaHaapToB http://www.gostbaza.ru

6. LleHTp KOMIETEHIMH MO BOTPOCaM JIOKYMEHTAIIMOHHOTO 00eCIIeYeHUs YIIPaBICHUS U
apxuBHOro jena http://www.edou.ru

7. Ilpumepsl opopMiIeHHS OpraHU3aLMOHHO-PACIIOPSIUTENbHBIX JOKYMEHTOB
http://www.edou.ru/enc/primeri.php

8. «DHIUKIONEeNUs ACTOMPON3BOICTBAY — DIIEKTPOHHOE U3AAHUE 110 TOKYMEHTAIIHOHHOMY
obecnieuenuto ynpasienus http://www.edou.ru/enc/vvedenie.php

9. IlpaBuna oopmiteHus OMOIMOTPaPUIESCKUX CCHUTOK U CITUCKOB
http://ntb.bstu.ru/content/science_help

10. OBC uzgarennctBa «kOpaitr» http://www.biblio-online.ru

7. MaTepuajibHO-TeXHUYeCKasA 0a3a, MHPOPMALMOHHbIE TEXHOJIOTMH, IPOTPAMMHOE
o0ecrnieyeHne U MHPOPMAIMOHHBIE CIIPABOYHbIE CHCTEMBI
Jns mpoBeneHUsl 3aHATHH 10 JAWCIHUIUIMHE HEOOXOJWMO CIEAYIoINee MarepuaibHO-
TEXHUUYECKOe oOecrieueHue: ydeOHbIe ayTuTOPUHU JUIS TPOBENCHUS 3aHITHHA JIEKIIMOHHOTO U
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consultantplus://offline/ref=7441202BC1F79AA63726F45DE54DBB77B34BF59166DC733C97AC0D8FVCw5G
http://www.consultant.ru/
http://www.kremlin.ru/
http://www.premier.ru/
http://www.consultant.ru/

CEeMUHAPCKOTO THIIA, IPYIIOBBIX W HMHAWBUAYAJIbHBIX KOHCYIBTAIMH, TEKYIIETO KOHTPOJS H
TPOMEKYTOYHOM aTTeCTAI[MH, TIOMEIIECHHS ISl CAMOCTOSTEIBHOM PabOTHI.

[Tporpammuoe obecneucame: Microsoft Windows 10 LTSB 1607, Microsoft Office
Professional 2016.

Nudopmarmonnsie crpaBounbie cuctembl: Haywunas Oumbmmoreka PAHXwul'C. URL:
http://lib.ranepa.ru/; Hayunas AIIEKTPOHHAS oubmmoTeka eLibrary.ru. URL:
http://elibrary.ru/defaultx.asp; HauuonanpHast smekrponHas OmOmmoreka. URL: www.nns.ru;
Poccuiickas rocymapcrBennas OubOmuoreka. URL: www.rsl.ru; Poccuiickas HanuoHadbHas
oubmoreka. URL: www.nnirru; Dnekrponnas  Ooumbmuoreka  Grebennikon. URL:
http://grebennikon.ru/; DnekrponHo-0ubmMoTeuHass cuctema M3marenbctBa «Jlamb». URL:
http://e.lanbook.com; DnexTponHo-6uGHoTeuHas cuctema FOPAUT. URL: http://www.biblio-
online.ru/
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