®enepanbHOe rocyIapcTBeHHOE 0I0KeTHOE 00pa3oBaTe/IbHOe
YYpe:KIeHHe BbICIIEro 00pa3oBaHus
«POCCHUVICKASI AKAJTEMUSI HAPOJTHOI'O XO3SMCTBA U
T'OCYIAPCTBEHHOM CJIYKEbI
ITPU MPE3UJIEHTE POCCUMCKOM ®EEPAITVN»

WHCTUTYT TOCYIaPCTBEHHON CIIYKOBI M YIIPABICHUS

Kag]zegma 33[226€)KHOF0 PETUMOHOBCACHUA U MCKJIIYHAPOAHOI'O COTPYAHUYICCTBA

YTBEPXJIEHA

penieHueM kadenpsl 3apyOoeKHOTO
PETHOHOBEICHUS 1 MEXKTYHAPOIHOTO
COTPYIHUYECTBA

[TpoTokon ot «05» centsiOpst 2016 . Ne 1

PABOYAS ITPOI'PAMMA JUCIIUIIJIMHBI

b1.5.26 «/lokymeHTamonHoe 00ecnieueHIe U AIOMPOU3BOICTBO B TOCYAaPCTBEHHOM U
MYHHUITUTIQTBHOM YTIPABICHUI

(uHOeKc, HauMeHO8aHUe OUCYUNTUHDL, 8 COOMBEMCMBUU C YUeOHbIM NIAHOM)

JIOJrMY

(kpamxkoe naumeHoganue OUCYUNTUHDL)

38.03.04 I'ocymapcTBeHHOE U MYHHUITUNIATIHHOE YIIpaBICHUE

(K00, HauMeHOBaHUe HANPABIeHUst ROO20MOBKU)

[TonuTuka 1 npaBo (poccuiicko-hpaHiry3ckas nporpamma ¢ yriryOJIeHHbIM U3ydeHHEM
WHOCTPAHHOTO SI3bIKA)

(Hanpasnennocms (npoguv))

OakanaBp

(keanugurayus)

o4yHasd

(popma obyuenus)

I'on Hat6opa - 2017

Mockaa, 2016 T.



ABTOp(BI)—COCTABUTEJIb(H):

JlotieHT, KaHaUAAT MEeJarornIecKuX Hayk, MOIeHT, moreHT JI.I.Anapeena

3aBenywomuii kageapoii

3aBenyommii  Kadgeapoil  3apyOEKHOTO  PETHOHOBEACHHMSI W MEXIYHApOIHOTO
COTPYIHUYECTBA, JOKTOP coluonornueckux Hayk Komiesa B.B.



3

COJIEPYKAHUE

1. [lepeueHb MIIAHUPYEMBIX PE3YIBTATOB OOYUEHUS MO TUCITUILINHE, COOTHECEHHBIX C

IUTAHUPYEMBIMH PE3YJAbTaTaMU OCBOCHHUS 00P30BATEIBHON MPOTPAMMBL......eeeueieiieeereeeeirreennneess 4
2. O6beM u MecTo AUCHUTITHHBI B CTPYKTYPE OIT BO....o.oiiiiiiiiiiiiieceeeeee e 5
3. Coaep>KaHUE U CTPYKTYPA JUCIIUTITHHDBL. .....c.uvveeeurreernreeennreeensseesnneeessseessseessssessseessseessssnsseeessns 5

4. Marepuabl TEKYIIETO KOHTPOJIS yCIIEBAEMOCTH 00ydJarommxcsi U (hOH OIIEHOYHBIX CPEICTB
MIPOMEKYTOUYHON QTTECTALNN IO JTUCIIMIIIHHE ..c.uveeuteenireanteetteeneeentteesseesseesaeeesaseenseesseeeseesneeeenanne 6

5. Meroauueckue ykazaHus [yl 00y4arOIUXCsl 10 OCBOCHUIO JUCLHUIUIAHBL. .......couverueeeneeennneens 16

6. YueOHas urepaTtypa U pecypchl HHPOPMAITMOHHO-TEJICKOMMYHHUKAIITMOHHON CETH
"NuTepHer", BKIItOYas epevyeHb yueOHO-METOAMYECKOro 00ecedeHus Uisi CaMOCTOSATEIbHON

PabOTHI OOYUATOIIIIIXCS TIO JHCIIHTIITITHE. ... .eevvveenveeeereesseeasreeseeesseeseessseeseessseenseessseenssesssssseesssseeens 18
6.1. OCHOBHAS JIHITCPATYPA. . veeeuereeenereeeereeasreessreesseeensseeesssesassseeessseessssessssesssssessssseesssssssseeesss 18
6.2.  JIOTIOTHUTEITBHAS JIUTEPATYPA. . vveeeeuerreeeaurreeeeserreesansseeessnsseeessssssseesesssseesssssseesenssseeees 18
6.3. Y4eOHO-METOUIECKOE 00CCIICYCHHE CAMOCTOSATETBEHON PAOOTHL......cccuveeeeevrveeeeeeeiraennnn. 18
6.4. HOpPMAaTHUBHBIC MIPABOBBIE TOKYMEHTBL. ... ..veeeutreerireerireesureessteesseeesneeesssnnsneeesssnnnnneeess 19
LTI 7 0261 0) (S5 i 010 0101 5 SO PSPPI 20
6.0. VTHBIC HCTOUHIK. .......vveeeuvieeririeenieeeeiteeeieeesuteesteeessseeesnseeassseesnsseesssessnsseesnsseesnseessnnnsseeesns 20

7. MarepuasibHO-TexHHUECKast 0a3a, UHPOPMAIIMOHHBIE TEXHOJIOTHH, IPOIPAMMHOE
obecrnieueHre M HHPOPMAITMOHHBIC CIIPABOTHBIE CHCTEMBL........c.veervreeereerereereenreeseeessneeennsseeennnns 20



4

1. IlepeyeHb MJIAHHPYEMBIX Pe3yJILTATOB 00y4eHMS M0 JUCHUIUINHE, COOTHECEHHBIX C
TUIAHMPYEMBIMH pe3yJIbTaTAMM 0CBOCHHS 00P30BaTeIbHOI MPOrpaMMbl

1.1 JucuummHa b1.5.26 JlokyMeHTalIMOHHOE 00ECIIEUeHUE U JETIONMPOU3BOACTBO B TOCYIAPCTBEHHOM
U MYHHIMIIAIBHOM yIpaBieHHd OOECIICUMBACT OBJIAJCHHE CICAYIOIIMMH KOMIICTCHIMSIMU C

Y4YCTOM STalla:

TEXHOJIOTUHA U C YYETOM
OCHOBHBIX TpeOOBaHUI
nH(pOpMaAITMOHHOM
0e301acHOCTH

Kon HanmenoBanme Kon HaunmeHoBanme JTana
KOMIETEHIIMH | KOMIIETEHIINU JTamna OCBOEHHSI | OCBOCHHUSI KOMIIETEHIINH
KOMIICTECHITHH

OIIK-6 Cnocobnocts  pemats | OIIK-6.3 CrniocoO6HOCTD MPUMEHSITD
CTaHJApTHBIE  3a/a4u OCHOBBI MH()OPMAIIMIOHHON U
npodeccHoHaTbHON 6ubimorpaduieckoit
JeSTeNbHOCTH Ha KyJIbTYpbl, MH()OPMaIMOHHO-
OCHOBE KOMMYHUKAIIHOHHBIX
nH(OpMaAITMOHHOM u TEXHOJOTUM ISl pelIeHUus
o6ubmorpagpuieckoit 3aja4  MpoecCHOHANIbHOM
KYJIbTYpPbI c NESITeNbHOCTH
PUMEHEHHUEM
nH(}OpMaITMOHHO-
KOMMYHUKAIIHOHHBIX

1.2 B pe3ynbTare 0CBOCHHSI JUCIUIUIMHBI Y CTYICHTOB JOJKHBI ObITh C(HOPMUPOBAHBI:

OTO/TD Kon Jramna Pe3ynpTatel 00yueHus

(pu HANMUYUU OCBOCHHUS

npodcrangapra)/ KOMIIETEHITUH

TPY/AOBBIE WIH

npodecCHOHATBHBI

€ nelcTBUA

CO3/1aBaTh U OIIK-6.3 Ha ypOBHE 3HAHUU: ONpeNeNaTh HH(OPMALUOHHO-

AKTYyaJIN3UpPOBaTh KOMMYHUKAI[IOHHBIE ~ TEXHOJIOTHH,  TpeOOoBaHMS

H(OPMALOHHBIE nH(popMaIMOHHONW U OMOIMOTpadUIECKON KyIbTYpPhI

0a3bl JaHHBIX IS 1 uHQOPMALMOHHOW 0€30MacCHOCTH TPHU PELICHUN

[IPUHSTHS 33124 Ipo(eCcCHOHAIBHOM NeATeIbHOCTH

YIIPaBICHUCCKHX Ha ypOBHE YMEHMH: OCYLIECTBIATH 3(PPEKTUBHBIH

perenuit BBIOOp MH(GOPMAITMOHHO-KOMMYHUKAIIMOHHBIX|
TEXHOJIOTHH TPHU PEIIeHUH 3a]1a4 NpodeccruoHaIbHON
JESITEIbBHOCTH
Ha YpPOBHE HAaBBIKOB: YYHMTHIBATH TpPEOOBAHUS
nHOpMaAITMOHHONW U OMOIMOTpadUIECKON KYIbTYPHI
¥ MH(POPMALMOHHON 0€30MacHOCTH TPU PEIICHUH
3a]1a4 IpoheCcCHOHAIBHOM I TENbHOCTH




2. O0beM 1 MecTO AUCHUILIUHBI B cTpyKType OII BO

O0beM TUCHHUILIHHEI

O6mas tpynoemkocts b1.5.26 JlokymeHTarimonHoe oOecreueHre 1 JeIOMpON3BOICTBO B
rOCyJapCTBEHHOM U MYHHUIIMTNIAJILHOM YIIPABIECHUH COCTABIAET 3 3au€THbIC eaquHullbl, 108 yacos.
KomuyecTBo akageMHUeCKMX 4YacoOB, BBIJCICHHBIX HA KOHTaKTHYI paboTy
MIPENOIaBaTENIEM COCTABIAET 54 yaca: JEKUNOHHBIE 3aHATHS — 18 4yacoB, MPaKTUYECKUE 3aHITHUS
— 36 yacoB. CamocTosiTenbHast pabota cocraniser 18 yacos.

Mecro aucuuniunsl B crpykrype OIl BO

Jucuumnmaa B1.6.26

ILOKYMCHTaLII/IOHHOC obecrieueHne n

ACIONPOU3BOACTBO B

roCyJIapCTBEHHOM M MYHHIIUITATBHOM yIIpaBJIeHHH ITPEAYCMOTPEHA Ha 2 Kypce B 3 cEMeCTpeE.

Jucuumnuaa B1.6.26

ILOKYMCHTaLII/IOHHOC obecrieueHne n

ACIOPOU3BOACTBO B

rOCYJapCTBEHHOM M MYHHIMIIATFHOM yIpaBieHun BXOIUT B biiok 1 «lucuurnianasl (MOAYIIN)»

B copepxatenbHOM IulaHE AMCLUUIUIMHA ONUPAETCS HA MPEAbLAYIIMNA TUCHMIUIMHBI
b1.b.11 Undopmarmonnsie Texnomoruu (1,2 cemectpax).
dopma NPOMEKYTOUHOW aTTECTallUd B COOTBETCTBUU C Y4YEOHBIM IUIAHOM IO OYHOM
dhopme o0ydueHust — sk3aMeH (3 cemecTp).

3. Copep:xaHne M CTPYKTYpPa AMCIHUIITHHBI

Ounasa ¢hopma odyuenusn

Ne i/ HaunMmeHnoBaHue Tem O0beM TMCUUIIHHBI, YAaC. dopma TeKyumero
(pasaenos), Bcero | KonrakrHas padora odyyarommxcss | CP KOHTPOJISA
¢ mpemoaaBarTejieM ycrmeBaeMocTu™*,
10 BUAAM y4eOHBbIX 3aHATHI MPOMEKYTOYHOH
arrecramuu”***
J JIP n3/ |KCP
Pazmen | JlenmompousBoacTBo 54 9 18 9 | O;P,KP
1
Pazgen | JlokymMeHTOOGOpOT 54 9 18 9 |O,P,T
2
ITpomexyTouHas arTecTanus 36 D
Beero: | 108 [ 18 | | 36 [36 18

Ipumeuanue:

** — dhopmul mexywezo rommpons ycnesaemocmu: onpoc (O, mecmuposanue (T), pepepam (P),
xkowmpoavHas paboma (KP)
*AX - hopmel npomesrcymounoli ammecmayuu: dxk3amer (3).

Paznen 1 [lesionpousBoacTso

Conep:kanue QM CHUTIINHbBI

JlokyMEeHTaIMOHHOE 00ecIIeueHre 1 JeIONPOM3BOACTBO KaK ydeOHast U HaydHasl AUCLMILIMHA: IPeIMET U
00BEKT HAYYHOTO WCCIIEZOBaHMs, OCHOBHBIE »Tambl pa3Butus JOY; B3ammocssazp JHOY ¢ apyrumu
HayKaMH.

HopmatuBHO-MeTOmMueckass 0a3a [elIONpOW3BOACTBA; BuUABI NOKYMEHTOB M HX KIACCH(UKAIMSA:
CYIIHOCTh TIOHSTHS «JOKYMEHT», COOTHOIICHUE MOHATUH "IOKYMEHT", «coobuienue», "undopmanus" u
"MaTepuanbHbIi HOCHUTEND'; KIIMA W BHIBI JOKYMEHTAa; BH[bI KJIacCH(PHUKAIWK JTOKYMEHTOB: IO
OTPa)XaeMbIM B HUX BHJAM JESITEIBHOCTH, 10 HAMMEHOBAHUAM, 110 CIIOCO0y puKcanuy HHGOpMAaLUH, 110
MECTy COCTaBJICHHS, 110 CTETIEHN CIOXKHOCTH, MO CTENEHH TTIACHOCTH, TI0 IOPHINYECKOI CHJle, IO CPOKaM
WCTIOJHEHHUS, [0 CTaJusAM MOJATOTOBKH, IO MPOUCXOXKIEHHUIO, IO CPOKAM XpaHEHHs , I10 CTETIEHU
00513aTeNFHOCTH , TIO CTENICHN YHU(PHUKALIUH, TI0 XapaKTepy COAEpKaHuUsI.

MexayHapoaasle TpeOOBaHHS K O(OPMIICHHIO AOKYMEHTOB: TpeOoBaHUS K ONaHKy, K O(opMieHHUIo
PEKBH3UTOB.


http://cde.osu.ru/demoversion/course123/3_1.html#class3
http://cde.osu.ru/demoversion/course123/3_1.html#class2
http://cde.osu.ru/demoversion/course123/3_1.html#class2
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Oco0eHHOCTH COCTaBIICHHSI OTAEIBHBIX BUJOB JOKYMEHTOB: OPTaHN3allHOHHO-TIPABOBBIX,
pacnopsaUTENbHBIX 1 HHPOPMATHOHHO-CIPABOYHBIX

Paznen 2 lokymeHTO060pPOT

Opranunzanusi paboThl ¢ JOKYMEHTaMH: HOHATHE «IOKyMEHTOOOOPOT», €0 aHajJu3 U OCHOBHBIC 3Tallbl,
MpHeM U TiepBUYHAs 00paboTKa JOKYMEHTOB, paclpe/esieHrne OCTYIUBIINX TOKYMEHTOB, KOHTPOJb 3a
WCTIOJIHEHHEM JOKYMEHTOB, HH()OPMAIMOHHO-CIIPaBOYHAs paboTa, OTIPaBKa JOKYMEHTOB.

O/l u apxuBHOE XpaHEHHE JOKYMEHTOB; HOMEHKIIATypa Je

JIoOKyMEHTallMOHHOE CONPOBOXKAECHHNE COBELIaHUI U BCTped

4. MaTtepuaJibl TEKYLIEro KOHTPOJISA yCIeBAeMOCTH 00yYAOIUXcs U (POHI OLEHOYHBIX
CPe/ACTB MPOMEKYTOYHOM aTTeCTAIMY MO AUCHUIIHHE

4.1. ®opMbI 1 METOBI TEKYIIIETO KOHTPOJISI YCTIEBAEMOCTH U IIPOMEKYTOYHON aTTECTAIUU.
4.1.1. B xome peanuszanuu JgucuMIUIMHBL B1.5.26 JlokymeHTannoHHOe OOEClCUYeHHEe U

JIEJIONPOU3BOJICTBO B TOCYNaPCTBEHHOM U MYHUILMIIAJIBLHOM YIPABICHUU HUCIOIB3YIOTCS CIEAYIOILINE
MECTOJbI TEKYIIETO KOHTPOJIA YCIIEBAEMOCTH o6yqa}0mnxc;1 .

Tema n/wnu pazmen Metoapl TEKYIIETO KOHTPOJIA
YCIIEBAEMOCTH
Paznen 1 Jlenmonpon3BoacTBO ornpoc; pedepat, KOHTpoIbHas paboTa
Paznen 2 JIoKyMeHT0000pOT omnpoc; pedepart, TECTUPOBAHKE

4.1.2. DK3aMeH NPOBOAMTCS C MPUMEHEHHUEM CIIEIYIOIINX METONOB (CPEACTB): B YCTHOU (hopme
II0 BOIIPOCAM.
4.2. Marepuaibl TEKYILETO KOHTPOJISl yCIIEBAEMOCTH.

[IpenonaBarens OLIGHWBACT YpPOBEHb MOATOTOBIEHHOCTH OOYYarOIUXCS K 3aHATUIO IO
CJIEYIOIIUM NOKa3aTesAM:

- YCTHBIE OTBETHI Ha BOIPOCHI IIPETIOAABATEINS 110 TEME 3aHATHSA,

- BBICTYIIJIEHHUE C JJOKJIaJJaMH,

- yyacTHe B 00CYXJI€HUH JOKJIaJI0B,

- KOJIMYECTBO MPaBUWIIbHBIX OTBETOB MPU TECTUPOBAHUH.

Kputepun oneHnBanus qokiaja:

- CTETIEHb YCBOCHMS MIOHATHM U KaTETOpUH 110 TEME;

- yMeHUe paboTaTh C JOKYMEHTAIbHBIMU U JIUTEPATyPHBIMU UCTOUYHUKAMU;

- TPAMOTHOCTb U3JIOKEHHSI MaTepuara;

- CaMOCTOSITEIbHOCTb pabO0Thl, HAJIMYME COOCTBEHHOW 00OCHOBAHHOM MO3UIIHH.

Onenka 3HaHWN, YMEHWH, HABBIKOB MPOBOIMTCS HAa OCHOBE OayIbHO-PEHTHHIOBOM
cucrembl 70% u3 100% (70 6amnoB u3 100) - BkIaa mo pe3yabTaraM MOCEIIAEMOCTH 3aHSTH,
AKTUBHOCTH Ha 3aHATHUAX, BBICTYIUICHUS C JIOKJIaJaMH, y4yacTHUs B OOCYXKIEHHUSAX JOKJIAIOB
ApYrux oOy4aroluxcsi, OTBETOB Ha BOIPOCHI MPENoAaBaTessl B XOI€ 3aHATHS, O pe3ylbTaTaM
MIPOXOKACHUS TECTUPOBAHUSI.

Heranuzanust OanjoB M KPUTEPUM OLEHKH TEKYIIErOo KOHTPOJIi YCIIEBAeMOCTH
yTBEp)KJIaeTcs Ha 3aceJaHuU Kadeapbl.
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Bonpocwvl memul 0111 noozcomosku k onpocam (Ouckyccusam) (memwvt 00K1A008):

Paznen 1 [le1onpousBoacTeo

1. I[OKYMCHTI/IpOBaHI/Ie praBJ’IeH‘IGCKOﬁ JCATCIIBHOCTHU. OCHOBHBIC ITOHATHSA, TUIIOJOI'HA
HOKYMCHTOB, 06H_II/IC Tpe6OBaHI/I$I K X COCTaBJICHUIO U O(I)OpMJ'IeHI/IIO.

2. COBpeMeHHOG TOCYHJAapCTBCHHOC PETYIUPOBAHUC ACIOIMPOU3BOJACTBA: HOPMATHBHO-
METOANYCCKAA 6333; TOCYAAapCTBCHHBIC CTAHAApPTbl Ha OOKYMCHTBI W HUX  XaPAKTCPHUCTHUKA,
rocygapCTB€HHasd CHCTEMa JOKYMCHTalMOHHOI'O obOecreueHUs YripaBJI€CHUA — e€ 1eIb M OCHOBHBIC
TIOJIOXKCHU .

3. braHkM 1OKYMEHTOB: NOHATHE; BUIBI; (POPMAThI; U3TOTOBJICHHUE; Pa3MELICHUE PEKBU3UTOB Ha
MoJie  YIJIOBOTO W TMPOJOJibHOTO mTammnoB (reposr, smoOmemsr, OKIIO, OI'PH, MHH/KIIK, OKVY/,
HauMMCHOBAHHWE OpraHu3alvy, CIpPaBOYHBIC JaHHBIC, peI‘I/ICTpaHI/IOHHHﬁ HOMEpP, [ara, CCbUIKa Ha
pErUCTPaLMOHHBIA HOMEP U 1aTy JOKYMEHTa); TpeOOBaHUS K YUETY, HCTIOJIb30BAHUIO H XPAHEHUIO.

4. Odopmienue u pasmeniecHue pexkBu3ntoB OPJ] B 3aronoBoYHON YacTH JOKYMEHTA: BHI
JOKYMEHTa; MECTO COCTaBICHMsI, aapecaT, Tpud yTBEPXKICHUS; 3arojOBOK; PE30JIOIUS; OTMETKAa O
KOHTpOIIE.

5. TpecOoBaHHMS K COCTaBJICHUIO TEKCTOB YIIPABJICHYECKHUX JOKYMEHTOB: OCOOCHHOCTHU
O(pHIMATBHOTO JCIOBOTO CTWIIS, YIMOTPEOJICHHE NPONHMCHBIX M CTPOYHBIX OYKB, COKpallleHHE CIIOB,
YHUQUIMPOBAHHBIC TEKCTHI;, CBSA3HBIC; TEKCThI B BUJAC AHKET, TAOJNUIl WIM COCIMHEHHS STHX (OpM;
oopMIICHHE TTPUITOKCHHH.

6. Odopmiienne u pasmenieHue pexBuznutoB OPJ] Ha crmyxeOHOM TONe JOKYMEHTA: MOIUCH;
rpud cornacoBaHUs; BU3a COIVIACOBAHMS; II€YaTh; 3aBEPEHUE KOIIMH;, OTMETKA 00 MCIIOJIHUTENE; OTMETKA
00 WCTONHEHWH JOKYMEHTa W HAlpaBIEHHH €ro B JENI0; OTMETKa O MOCTYIUIEHHH [OKyMEHTa B
OpTaHM3aLHUIO0; UICHTU(PHUKATOP AIEKTPOHHOU KOIIHH.

7. VYcraB opranmsanmu u [lomoxxenne 00 opraHM3anvu: TOHATHE; TpaBoBas ¢opma;
coziepKaHue; paBria OQPOPMIICHUS YTBEPIKICHHUS; CPOKU XPaHEHHS.

8. [Tonmoxxenne o CTPYKTYpHOM TOApa3esieHHH: MOHATHE; MpaBoBas (opMma; COIEpKaHIE;
MOPAZIOK COCTABJICHUS U O(POPMIICHHSI; CPOKH XpaHEHHSI, BHECEHUE M3MEHEHUHN U JIOMOTHCHH.

9. JlomkHOCTHAS WHCTPYKIMS: MTOHATHE; MTPaBoBas popmMa; coepikaHue; MOPSA0K COCTaBICHUS
1 0(OpPMIICHHUS; CPOKH XPAHEHUsI, BHECEHHE N3MEHEHHUH 1 JIOTIOJTHEHHH.

10. PaCHOpHIII/ITeJIBHI)IC JOKYMCHTBI B CHCTEMC YIIPABJICHUA: TMOHATUC, BUABI W HA3HAYCHHEC,
opAa0K pa3pa60TKH B YCJIOBHUAX €ANMHOJINYHOTO IMIPUHATUA peIHeHI/Iﬁ 1 B YCJIOBUAX KOJUICTHAJIBHOCTH.

10. [locranoBnenwe: BUA [OKyMEHTa; mpaBoBas (opMa W Ha3HAueHWE; OpraHbl €ero
MPUHUMAIOIIME; IOPUINYECKOE OCHOBAaHUE; PEKBU3UTHI MOCTAHOBJIEHMS, MpaBHia WX COCTABICHHA U
otopmieHusI.

12. Pemenue: BUI JOKYMEHTA M HAa3HAYEHUE; KEM IIPUHUMAETCSA; OCHOBAHUE ISl NPUHATUS
peleHnii; TpeboBaHus K TEKCTY U 0(OPMIICHUIO; KOHTPOJIb UCTIOJIHEHHSI.

13. IIpuka3: BuJ AOKYMEHTA; KTO M3JAET W LENb W3JaHUs; PETYIUPYEMBIE BOIPOCHI IO
OpPraHM3allHOHHOW M OCHOBHOW MAEATENbHOCTH; COCTaB PEKBU3UTOB M MpaBWiIa UX OQOPMIICHUS;
MOJArOTOBKA M 0(OPMIICHHE BBITUCKH; KOHTPOJIb MUCIIOJTHEHHS.

14. PacriopspkeHne: TOHATHE; TOPSAIAOK COCTaBleHUS W OGOPMIICHHUS; OTIMYUTENIbHbIC
0COOEHHOCTH; BBHIITUCKA U3 PACTIOPSIKCHUSI:

15. YkazaHue: TNOHATHE JOKYMEHTAa; LEJb U3JaHus; TMOPAAOK COCTaBJICHUS U
odopmieHus; TpeOOBaHUS K TEKCTY; PACCHUIKA YKA3aHUM.



16. JlokymeHTHpOBaHHEe pPabOTBl C IMEPCOHAJIOM: TMEPCOHANbHBIC JAHHBIE M WX
JOKYMEHTHPOBaHHUE; XapaKTEPUCTHKA KOMIUICKCOB KaJIPOBOM JIOKYMEHTAIINH.

17. [Mopsnox u npaBuiia opOpMIICHUS TOKYMEHTOB TIPH IIpHeMe Ha pabory.

18. [MoaroroBka U ohopmieHHE MPUKA30B IO JITYHOMY COCTaBY: OCHOBaHHWE; TPeOOBaHHS K
TEKCTY; TIPHKAa3 MPOCTON M CBOAHBIN; BU3bI 03HAKOMIICHHS; PErUCTpalus; opopmiieHue.

19. TpeboBanust K OPOPMIICHUIO JTOKYMEHTOB IPH YBOJIBHEHHH PaOOTHUKA IPE.-TPUSTHS,
OpTaHH3aluH, yUPEKICHHS.

20. JIoKyMeHTHpOBaHUE JBIKCHUS KaJpoB: (OPMHPOBAaHHE W XpaHEHHE IJUYHBIX JIeJT;
MEepeBO Ha JPYrylo padoTy; MpeAcTaBICHHE OTIIYCKOB; O(GOpPMIIEHHE MOOMIPEHUH AUCHUIUTMHAPHBIX
B3bICKaHUI; 0popMIIEHHE KOMaHIUPOBOK; U3MEHEHHE (PaMUIINH, HIMEHH, OTYECTBA.

21. WudopmanmoHHO-CIpaBOYHbIE AJOKYMEHTHI: MOHITHE, BHIbI, XapaKTCPUCTUKA KaKIOTO
BHJIA.

22. [IpoTokon: moOHATHE; BHUABI NPOTOKONA; MpaBHia OQOPMIICHHUS; TOATOTOBKA U
o(opMiieHre BHIIMCKH U3 MPOTOKOIIA.

23. AKT: TIOHSITHE; BUABI aKTOB, OCOOCHHOCTH COJACPKaHHS pPa3HBIX BUAOB; MpaBUIa
oopmenus u GopMUpPOBaHUS B JeIa.

24. CryxeOHasi 3amicKa: BUJIbI CIY)KEOHBIX 3alUCOK, UX MOHATHUS; XapaKTEPUCTHKA Ka)XIOTO
BUJa; IPaBUjIa COCTABICHUS M OPOPMIICHHSI.

25. JlenoBoe MHUCHMO: TMOHATHE M (YHKUUHM; PAa3HOBUAHOCTU [EJIOBOTO MHUCHMa; oOmIas
CTPYKTYypa; crieuQuKa JeT0BOTO CTHIIS; STUKET B JEJIOBOI MepenucKke; 0COOCHHOCTH 0QOpMIICHHSI.

Paznen 2 JlokymMeHT0060POT

1. Opranmzammst paboTel ¢ OOpamieHUSIMH TpaKJdaH: 3aKOHOMATEITHFHO-HOPMATUBHBIC AaKTHI;
knaccupukanus oOpalleHNH; eJONPOU3BOACTBO 10 OOpaIleHHMsIM Tpak[JaH; OpraHU3aIHs
nprema; opranusanus paboTsl ¢ 00OpalIeHUsIME ISy TaToB.

2. OpraHuzanysi JOKYMEHTOOOOpOTa B ammapare YIpaBleHHS: MOHSATHE «IOKYMEHTOO0OpOT» H
pa3BuTHE ero HOPMaTHBHO-METOANYECKON periaaMeHTaluy; XapaKTepUCTHKa
JOKYMEHTOO0O0pOTA; 3TAlbl ABMXECHHUS U MOPSAOK 00paOOTKH TOKYMEHTOB.

3. HHbopmannoHHO-TIOMCKOBasE CcHCTeMa MO  JOKYMEHTaM  OpraHW3aliH:  perucTpanus
JOKYMEHTOB; OpTraHu3alus HHPOPMAIHOHHO-CIIPABOYHOH PadOTHI.

4, KOHTpOJ]I) 3a CpOKaMHU HMCHOJHCHUA NOKYMCHTOB: LCJIU U 3aJa4l KOHTPOJIA; CPOKH MCIIOJIHCHUA
AOKYMCHTOB; YPOBHU KOHTPOJIA; BBI60p JOKYMCHTOB JJid IMOCTAHOBKHM HAa KOHTPOJIb; IMPOBCpPKa
X0[4a UCHIOJHCHUA; CHATUC NOKYMCHTOB C KOHTPOJIA; aHAJIN3 HCTIOJTHUTEIICKON JAUCIUITIIINHBI.

5. CI/ICTeMaTI/I3aLII/IH u obecreueHue COXpAaHHOCTU OOKYMCHTOB: OpraHuv3anus XpaHCHUSA
AOKYMCHTOB; HOMCHKIJIATypa ACJ; COCTABJICHUC 3aroJIOBKOB; (I)OpMI/IpOBaHI/Ie p1(SA1 8 O(i)OpMJ'IeHI/Ie
06HO)KI(I/I; YCTaHOBJICHHUE CPOKOB XpaHCHUSA,; SKCIEPTH3a HEHHOCTU JOKYMCHTOB.

IlepeuyeHn TeM pedeparToB IO Kypcy
1. CoBpemMeHHbIE crIOCOOBI JOKYMEHTUPOBAHHUS M XpaHEHUS! HH(OPMAIHH.
2. Crangaptsl UCO u ux ucnonsizoBanue B cucreme [0V PO.

3. MupoBoii OonbIT yHH(PHUKALINK TOKYMEHTOB.
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HCTOpI/Iﬂ IMOSABJICHHA YU COBCPHICHCTBOBAHUA OCHOBHBLIX PEKBU3UTOB JOKYMCHTA.
IIepBble pEKBU3UTHI B TOKYMEHTAX.

OcobenHocTr 0opMIIEHHUS OTAETBHBIX PEKBU3NTOB B PO 1 3a pydexom.

TexcT JOKyMeHTa Kak OCHOBHOW pekBU3UT. OcoOeHHOCTH O(pHUIINATBHO-IEI0BOTO CTHIIS.
Bupl mucem u 0COOEHHOCTH BEJICHUS JICIOBOM MEPETUCKH.

OcobeHHOCTH BeIeHHsI JAETOBOHN Mepenuck B Poccun u Ipyrux cTpaHax Mupa.
OTuKeTHBIE POPMYIIBI U OCOOCHHOCTH UX O(POPMIICHHSL.

AKCHOMBI JICJIOBOTO TUChbMa: KY/JbTypa JIEJI0OBOr0 OOIICHHS U O(QUIIHATBHOMN ITEPEIUCKH.

IIpuMepHbIe BAPHAHTHI TECTOB MO JUCIHUIIHHE
1. Ilognucanue gBasgeTcs:
a.CriocoboM coriacoBaHus JOKYMEHTa
0. CriocoOOM BBIpaKEHHUSI OTBETCTBEHHOCTH 3a COJICPIKAHUE JOKYMEHTA
B.CriocoOOM yTBEpIKIICHHUS TOKyMEHTa
r.Ctoco0oM 03HAKOMIIEHHS C COJIepKaHUEM JOKYMEHTa

1. EMMHCTBEHHBIM CIIOCOOOM YIOCTOBEPEHUS JOKYMEHTA

2. 3aroioBOK K TEKCTY IMPOTOKOJIA JIOJDKEH (POPMYIHPOBATHCA B ...
a.BUHUTEJIBHOM Tajiexe (Koro, 4ro?)

0.1aTeIbHOM Majiexe (KoMy, uemy?)

B.IIPETIOKHOM Majiexe (0 aeM?)

T.pOTUTEIIEHOM Taieke (KOro, 4ero?)

3. PexBusur “Buza” ucnonb3yercs

a.llpu BHyTpeHHEM COITIacCOBaHUM JOKYMEHTA

0.[1pu cornacoBaHuu TOKyMEHTA C BHEIIHEH OpraHu3aIueit
B.J1711 GMHAHCOBBIX B 0COO0 OTBETCTBEHHBIX JOKYMEHTOB

r.Bo Bcex ciydasx

4. Yxa3zaHus M0 UCIOJTHCHHIO JOKYMCHTA COACPIKATCS B PCKBU3UTC (pCKB€3I/ITaX). ..
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a.pe30IIoLuUsL
0.TeKCT JTOKyMEHTa
B.Tpu( yTBEPKICHHUS
I.3ar0JIOBOK K TEKCTY

J.H1 B KAKOM

5. 3aronoBok k Tekcty [Tonoxenus (IIpaBui) gomkeH UMeTb GOPMYITUPOBKY B ...
1 .BUHUTEEHOM Majiexe (KOro, 94To?)

2.maTeIbHOM Taieke (KoMy, 4emMy?)

3.peaIoKHOM Mmajiexe (o aem?)

4 . IMCHUTEITLHOM Iajiexke (KTO, 9T0?)

6. CornlacoBaHue ObIBaeT:

a.BHYTpeHHUM M BHEITHUM

6.[lomHBIM U KpaTKUM

B.CIIOXKHBIM U TIPOCTBIM

r.C pyKOBOAUTENEM YUPEXKICHUS U C PyKOBOIAUTEIIEM ITOpa3/IeIICHUS

Z[.C BBIIICCTOAIINMHU PYKOBOAUTCIIAMHA WU OpraHU3allvusaIMU

7. Jary ” 9 mas 2000 roga” B TOKyMEHTaX CJIEyeT IPOCTABIATh KaK ...
a.09.05.2015

0.9 mas 20151

B.09/05/15

r.09-05-15

8. PexBu3uThl “OMbOnema npennpuatus’” U “HaumeHoBaHHMe MpenpuaTus” pacloIaraoTcs
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a.B BepxHeW yacTH JIMCTa — CIEBA B YIUIy WU B LIEHTPE
0.B BepxHeii yacTu JucTa
B.B 11eHTpe BepxHero mnoss

r.B mpaBom BepxHeM yrity

o JApyr non npyrom

9. I'pudp yTBEpKACHUS — STO PEKBU3UT ...

a.O(i)I/I]_II/IaIILHOFO OOKYMCHTA, Bmpancafoumf/i COTJIaCuC YUYPCIKACHUA WM €TI0 OpraHa, HE ABJIAIOMICTOCA
ABTOPOM JOKYMECHTA, C €ro COACPIKaHNEM

0.0puIUATEHOTO JOKYMEHTA, CBHETEIbCTBYIOMINN 00 0cO00M XapakTepe nHpopmanuy,
OTrPaHUYUBAIOIIMN KPYT [IOJIB30BATENEH TOKYMEHTA

B.0(pUIIAaTTbHOTO JOKYMEHTA, MPHUIAIOIINI HOPMAaTHBHBIN HITH IPABOBOM XapaKTep ero coaep KaHHUIo

I JOKYMCHTa, HpClICTaBHSIIOIHI/Iﬁ co0Ooii CO6CTB€HHOpy‘IHYIO IMOAITUCH ITOJTHOMOYHOT'O JOJIKHOCTHOTI'O JIUI

10. B npuoskeHnu K pacropsiAUTeIbHOMY TOKYMEHTY Ha IIEPBOM €TO0 JIUCTE B IPABOM BEPXHEM YIIIy
MULIYT:

a.“Ilpunoxxenue”
0.“Ilpuioxkenune” ¢ ykazaHHEM HaMMEHOBAHUS pacToOpsSAUTEIEHOTO TOKYMEHTa

B.“IIpunoxenne” ¢ ykazaHHEM HAaUMEHOBAaHUS pacOpsIIUTENIbHOTO JOKYMEHTA, €ro AaThl U
PETUCTPALIMOHHOTO HOMEpa

11. Kparkoe u3nokeHne CMBICIIa JOKYMEHTa COJEPKUTCS B PEKBU3UTE ...
a.pe3oITIonys

0.TeKCT TOKyMEHTa

B.OTMETKA O KOHTPOJIC

I.3aroJIOBOK K TCKCTY

12. IpaBunbHOE oopMIleHHE AaTHl B JOKYMEHTE:

a.B [ momyromuu 2015 1.
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0.8 mepBoM nonyroauu 2015 .
B.B I mom. 2015 1.

r.B iepBoMm mioit. 2015 1.

13. Iloamucek oTaeaseTcss OT TEKCTA. ..
a.MHTEPBAJIOM
0.2 naTEepBaNaMH

B.3 HHTepBaJIaMH

14. ITeyaTs Ha TOKYMEHTE IPOCTABIISIETCS HA ...
a.TIOJMKCH U JOJDKHOCTH TOAMUCABIIETO
0.pexsusute “YTBEPX/IAIO”

B.KOIIUAX JOKYMCHTA

r.pexBusute “/lata”

JIJIMYHOHN MOITMCH JOJDKHOCTHOTO JTHIA

15. AnpecatoB B OTHOM JOKYMEHTE MOXKET OBITb ...
a.TOJIBKO OJTHH

0.He Oonee Tpex

B.HE OoJiee yeThIpex

I.CKOJIBKO HEOOXOINMO

16. IlpaBunbHas nomycTuMas HyMepanus pa3aesioB, MOIpasesioB, IIYHKTOB U IOANYHKTOB JOKYMEHTA ...
a.l, I, I
6.1,2,3

B.a,0,B
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17. IIpu cocTaBieHUU OTMETKH O MPHIIOKEHUH K TEKCTY CIIY>KEOHOTO IMMChMa He YKa3bIBAeTCs
KOJINYECTBO JIUCTOB, €CIIU. ..

a.IpujiaraeMblii JOKYMEHT Ha OHOM JIMCTE
0.1mpuaraeMblii TOKYMEHT CITUIITKOM OOBEMHBIN
B.IIPHJIAraeMbIM TOKYMEHT Ha OJTHOM JIUCTE ¢ 000POTOM

I.IPUIOKEHUE COPOLIIOPOBAHO

18. Cioco0 mpeaBapUTeIbHOTO PACCMOTPEHUS M OLICHKH MTPOEKTa JJOKYMEHTA peaiu3yeTcs B popme:
a.BusupoBanus joKymeHTa

6.Pe3omonny Ha TOKyMeHTe

B.I'puda cormacopanms

r.OTMETKH O KOHTpPOJIE

Z[.OTMCTKI/I 00 MCIOIHUTEIIE

19. OT™meTky 00 HCIIOTHUTENE TOKYMEHTA MTPABUIIBHO PACTIOIOXKHUTH B ...
a.JIeBOM HIDKHEM YTITy JIUIIEBON MM 00OPOTHOI CTOPOHBI IIEPBOTO JIUCTA JOKYMEHTA
0.1paBoM HIKHEM YTy JIMLEBOM MIIM 000POTHON CTOPOHBI IOCIIETHETO JIMCTA JOKYMEHTA

B.JICBOM HUKHEM YTy HHHGBOﬁ nin O60pOTHOfI CTOPOHBI MOCJICAHETO JIUCTA JOKYMCHTA

20. YcinoBHOE 0003HAUYEHUE JOKYMEHTA, IPUCBAaUBACMOE €My TIPU PErHUCTPAIliK, HAa3bIBACTCA ...
a.PeructpalliOHHbBINA HHIEKC

0.IlopsaxoBEIit HOMEP

B.YUeTHBII HHOEKC

r.PeructpauuoHHbIi HOMED

21. Hymeparus cTpaHull JOKYMEHTa IPOU3BOIUTCS:
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a.110 [EHTPY HUYKHETO MOJIS
0.110 LIEHTPY BEPXHETO TOJIs
B.B TIPABOM BEPXHEM YTy JOKYMEHTA

I'.B IpaBOM HWXHEM YTIIYy JOKYMCHTA

22. PexBuszuta “Ha3Banue Buma JOKyMeHTa HET
a.Bo BHyTpEeHHUX TOKYMEHTax

0.Bo BHemHUX HOKyMeHTaX

B.B mucemax, daxcax, TexerpamMmax

r.B HCKOTOPBIX JOKYMEHTax

23. AnpecHble TaHHBIE TPEATIPUATHS YKa3bIBAIOT
a.B 1ro0bIx

0.Bo BHemHuX

B.B mucemax, daxcax, TexerpamMmax

r.I'ne aTo HEOOXOANMO

KonTposibHbie paGoThl (IPAKTHYECKUE 3aJaHUS)

PASPABOTATDH JOKYMEHT

B 3amanmsax ompenenéH Bompoc, M0 KOTOPOMY HEOOXOJMMO TPHUHSTH YIPABICHYECKOE
pelieHre. YKazaH BHJ JJOKyMEHTa W MyTH peuieHus Bompoca. HeoOxomumo pa3paboTath TEKCT
paclopsIUTEIbHOTO JIOKYMEHTA, COCTOSIIIMA W3 BBOJHOM MW PACHOPSOUTEIbHOW 4YacTH,
o OpMHTH €T0 Ha COOTBETCTBYIOIIEM OJlaHKE C yKa3zaHHEM JaThl U HoMepa. OOpMUTH PEKBUUT
«Bwuza cornacoBanusi», a npu HeodxoaumocTu U «I'pu¢ cormacoBanusy». [lomnucars TOKyMEHT.
OOpatuTh BHUMaHHE — €CTh JU K JOKYMEHTY MPHJIOKEHHUS, €CIU €CTh, TO OPOPMHUTH HUX
COOTBETCTBYIOLIUM 00pa3oM.

K mpenioxeHHbIM BapuaHTaM pelIeH s BOIIPOca MOXKHO J100aBUTH CBOH.

Ilocmanoenenue 2nagvl 2opooa Ceemnozopcka

B nokymente oTtmMeTuTh, uTO Hactymaer H-si romoBmIMHAa OCBOOOXAEHHS TOpojaa OT
HEMENKO-(DalIMCTCKUX 3aXBaTYMKOB, YTO HEOOXOIMMO (OPMHUPOBATH T'€POUKO-TIATPHOTHUYECKOE
CO3HAaHUE MOJIOEXKHU, TOPJAOCTh 3a TEPOUUYECKOE NPOLUIOE CBOUX COTpa)KJaH, 3aKperuieHue
3HAHUI UCTOPUH. YCTAaHOBUTH BPEMs MPOBEACHUS (DeCTUBAIIST HCTOPUKO-TIATPUOTHIECKON MeCHU
«CongaTckuii KOHBEPT» CPENM YYAIIUXCS CPEOHUX IIKOJ, YYPEXKACHHM TONOJHUTEIBHOTO U
HayaJIbHOIO MPOQPECCHOHATIBLHOTO O0pa30BaHUS TOpPoJa. YTBEPAUTH IMOJOXKEHHE O TOPOJCKOM
dectuBane, coctaB JKIOPH, OPTKOMHUTET, CMETy pacxofoB. [lopyuuTs: oTmeny mo nenam
MOJIOAEKH — OPraHU3alHI0 W TMPOBEJCHUE TAaHHOTO (PECTUBANIS; YIPABICHHIO YKOHOMHYECKOTO
pa3BUTHSA TOpojia — ero (MHAHCUPOBAHNE HA OCHOBAHUHU YTBEPKAEHHON CMETHI.



15

KoHTponmupyer BbINIOIHEHHE NOCTAHOBIEHHUS 3aM. IVIaBbl, TOTOBUT IPOEKT HadaJIbHUK
yhOpaBieHUs: 00pa30oBaHUs, COINIACOBBIBAIOT C HAYAJIbHUKOM (DMHAHCOBOTIO YIPABIEHUS U
3aBEYIOIIHUM OTIEJIOM I10 JI€JIaM MOJIOAEKHU.

Ciy:xkeOHO€ TUCHMO

[TucpbMO cOCTaBUTh Ha COOTBETCTBYIOLIEM OJaHKE OpraHu3aluu, o(pOpMUTH PEKBU3UTHI
«Jlara moxymeHTa», «Cchllika Ha JaTy U HOMEP JTOKYMEHTa» (MpU HEOOXOIUMOCTH), «Aapecary,
«[Tonnucey», «®aMuiIns UCTIOTHUTEIS.

Jlisg TekcTta MCMONIb30BaTh MPEUIOKEHHBIM MaTepuall, M3J0XKUB €ro B IMpaBUIbHOU
MOCJIEIOBATEIbHOCTU M YCTAHOBJIEHHON HOPMAaTUBHBIMU JOKYMEHTaMH (hopMe.

l'apanTHiiHoe MUCHMO

[IpousBoncTBenHoe oObeauHeHne «CTpoHTeXUHPOPMATHKa» OTIPABISAET TapaHTUITHOE
MMCHMO B aJjpec yueOHO-METOIMUYECKOro LIEHTpa TIOKyMEeHTOBeIeH!s U ynpasieHus (Mocksa, 2-
it Cmonenckuii nepeynok 1/4, crp.l) ¢ mpocb0oi BKIIOYHTH B YMCJIO YYaCTHUKOB CEMHUHapa
«/lenonpousBoACcTBO U apXuB», KOTOPBIA COCTOMTCS C ....... M0 ........ , COTPYIHHKOB
IIPENIPUATHS: 3aMECTUTEN HadaJbHUKA OTIeNa JeionpoussBoicTsa Apxunoy M.b., raBHoro
cnenuanucTa Toro xe oraena bopucory K.M.

[anee oHu yBepsroT pykoBoAcTBO YMII He3aMenIUTENBHO OIUIATUTH CTOMMOCTD
00y4eHHUs 110 NPEAbIBICHUIO UMHU CU€Ta-PaKTypbl

ITucsMo-noaATBEpKICHH e

[Tpesunenty 6anka «Omera-lOpon» Yunbamy @. J[oHCY-BTOpOMY, 3CKBaipy MPHUIILIO
MOATBEP)KJCHUE OT IMEPBOr0 BHIIE-NIPE3UJICHTa KOMIAHUM «HTEepHAIIHI OONIUHT cocaeTi
Puuapna II. XsmumnroHa, kaBanmepa opaeHa bpuTaHCKONM uMIIEpUHM, TA€ OH HMMEET YeCTb
MOATBEPAUTh JTOCTOYTUMOMY C3PY HaMEpEeHHE PYKOBOJACTBA CBOEH KOMIAHMM NPUOBITH Ha
MIEPETOBOPHI 10 BOMNPOCY KPEIUTOBAHHUS MPOEKTa CTPOUTENIHCTBA JIeJI0BOro leHTtpa «busnec-
cutu-XXI» B paHee cornmacoBaHHble CpokH. lIpemiaraeT NpUHIATH CBOM yBEPEHHs B BECbMa U
BECbMa BBICOKOM K HeMy noureHuu. C MHChbMOM OH OTHPABJISIET CIHMCOK COCTaBa Jelieralui,
YIIOJTHOMOYEHHOM IPECTABIIATH KOMIIAHUIO HA IIEPETOBOPAX U MPOEKT IPOrPaMMBbI IIEPETOBOPOB
(TonbKO agpecaTy, KOHPHUACHIINAIBHO).

3aKaH4YMBAETCS MUCbMO YBEPEHHUEM YPE3BBIYAIHOIO TIOYTEHUS.

4.3. OueHoYHbIE CPENICTBA JJISI MPOMEKYTOUHOM aTTECTAIlUH.

4.3.1. ®opmupyemble KOMIETSHIIUH C YKa3aHHEM 3TaloB X (pOpMUPOBaHHS B MpoOIECCe
ocBOeHMsI 00pa3oBaTenbHOI nporpamMmMsbl. [lokazaTenu n KpUTepun OLIEHUBAHMS KOMIIETEHIMH C
Y4eTOM 3Tana ux GopMHUpOBAHUS

Kon HaumenoBanue Kon HaumenoBanue 3Tamna
KOMIIETEHIIMH | KOMIIETCHIINU JTamna OCBOCHHSI | OCBOCHHUSI KOMIIETECHIIHH
KOMIETEHIUH
OIIK-6 Cnocobnocts  pemats | OITK-6.3 CrniocoOHOCTh IPUMEHATH
CTaHJApTHbIE  3a/lauu OCHOBBI MH()OPMAIIMOHHON U
npodeccHoHaTEHON oubmorpaduveckoit
JesTeNbHOCTH Ha KyJIbTYpbl, MH(OpMaIMOHHO-
OCHOBE KOMMYHUKAI[HOHHBIX
MHPOPMALIMOHHOW U TEXHOJIOTMH JJI  pelieHus
oubmorpaduveckoit 3ajad  MpodecCHOHATBHOM
KYJbTYpbI c JESTeNbHOCTH
IpUMEHEHUEM
nH(})OpPMaITMOHHO-
KOMMYHUKAIIHOHHBIX
TEXHOJIOTHH U C y4eTOM
OCHOBHBIX TpeOOBaHUI
nH()OpMAITMOHHOM
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| | 6esomacnocTn | |
JTan 0CBOEHUs Ioka3arte/ib OLleHNBAHUSA Kpurepuii oneHuBanus
KOMIETeHII
OI1K-6.3 Omnpenenser OcymiecTBiser 3 PEeKTUBHBIH
C110cOOHOCTB MPUMEHATHIH()OPMAIIIOHHO- BBIOOp MH(POPMALIMOHHO-
OCHOBBI MH(OPMAIIMOHHON HUKOMMYHHMKAIITHOHHBIC KOMMYHHUKAIITUOHHBIX  TE€XHOJIOTHU
bubmorpaduiecKoit TEXHOJIOTUH,  TpeOoBaHUS| IpH pelieHun 3aj1au
YIBTYpPBI, MH()OPMAIMOHHOMH(POPMAIHOHHON Y| mpodeccuoHaNbHOM 1€ATEIbHOCTH
OMMYHHUKAIITMOHHBIX oudorpaduiecKkoi YuuteiBaeT TpeOOBaHUS
TEXHOJIOTHI  JUIS  PELICHUSKYITBTYPhI Y| nHGOPMAITMOHHOMN u
Bagad  1podecCHOHATbHOMMH(pOPMAILIMOHHOM OoubmuorpauuecKkoil KyJlnbTypbl |
1eSITEIbHOCTH €30I1aCHOCTHU npy| “HPOpMAIMOHHON  Ge301acHOCTU
eIIeHUN 3asay [IpH pelieHnn 3a1a4
podeccroHanbHON npodeccuOHANbHON AeATeIbHOCTU
€S TEIbHOCTH

4.3.2 TunoBble OLICHOYHBIE CPENICTBA

1.

IIpuMepHbIe BONIPOCHI K IK3aMEHY
JIOKyMEHTUPOBAHUE  YMPABICHYCCKOW  JESITENBHOCTH: OCHOBHBIC TOHSTHS, THIIOJOTHS
JOKYMEHTOB, 001IHe TpeOOBaHMS K MX COCTABICHUIO H 0POPMIICHHUIO.

COBpeMCHHOQ TOCyAapCTBEHHOC peryiamnpoBaHue ACJIOMPOU3BOACTBA: HOPMATUBHO-
MCTOOHYCCKAasA 63.33.; roCyIapCTB€HHBIC CTaHAApTbl Ha MJOKYMEHTBI M HX XapaKTECPHUCTUKA,
rocygapCTB€HHass CUCTEMA JOKYMEHTAIIMOHHOI'O obecneueHUs YHOpaBJICHUA — e€ memp u

OCHOBHBIC ITOJIOKCHHS.

brmanku JOKYMCHTOB: IIOHATHUC, BHUBI; (1)OpMaTBI; H3TOTOBJICHUC, Pa3sMCIICHUC PCKBHU3WUTOB Ha
oJie YIJIOBOTO M MPOJ0JIbHOTO mTamioB (reposl, amoiembr, OKI1O, OI'PH, MHH/KIIK, OKVY/],
HaWMMCHOBAHHEC OpraHu3alnu, CIipaBOYHbIC NTAaHHBIC, pCFHCTpaHHOHHBIﬁ HOMCP, Hara, CChbLIIKAa Ha
PETUCTPALIMOHHBI HOMEp W Jary JOKYMEHTa), TpeOOBaHUS K Y4YETy, HCIOJb30BAHUIO H
XPaHCHHUIO.

Odopmiienne u pasmenienne pekBu3utoB OPJ] B 3aroloBOYHON 4YacTW JOKYMEHTA: BHI
JOKYMEHTa; MECTO COCTaBIICHHSI;, afipecaT; TpUd yTBEPKIEHUS; 3aroJ0BOK; PE3OIIOIHS; OTMETKa
0 KOHTpOJIE.

TpeOoBaHusi K COCTaBJICHHIO TEKCTOB  YNPAaBICHYSCKUX JOKYMEHTOB: OCOOCHHOCTU
O(GHIHATBEHOTO JEIIOBOTO CTUIIS; YHOTpPeOJIeHHE MPONHMCHBIX M CTPOYHBIX OYKB, COKpaIlCHHE
CJIOB, yHI/I(bI/IHI/IpOBaHHI)Ie TCKCTBI, CBA3HBIC, TCKCTHI B BUIC aHKCT, Ta6_HI/III WIN COCANHCHUA DTUX
¢dopm; oopmIiteHNE TIPUITOKEHNH.

Odopmiienne u pazMenienre pekBu3utoB OPJl Ha ciry:keOHOM 1oJie TOKYMEHTA: MOJIHChH; TpUd
COIVIACOBAHMSA; BM3a COIVIACOBAHUS; II€4aTh; 3aBEPEHUE KONUH;, OTMETKa 00 HCIIOIHUTENE;
OTMCETKa 06 HCIIOJIHCHUM OOKYMCHTAa M HaAIIpaBJICHUU €ro B ACJI0; OTMETKAa O NOCTYIUICHHUU
JOKYMEHTa B OPTraHU3aLUI0; HICHTU(PHUKATOP SIIEKTPOHHON KOMHH.

YcraB opranuzanuu U [lonoxenue 06 opraHu3alu: MOHSTHE; NMpaBoBas Gopma; colepKaHue;
npaBuiia 0oQOPMIICHHS YTBEPKICHHS; CPOKH XpaHEHHUSI.

[NonoxeHne o CTPYKTYpHOM TOZpa3JIClicHUH: TIOHATUE; MTPaBoBasi (opMa; CoACpKaHUE; TIOPSIIOK
cocTaBIeHHS U 0(DOPMIICHHS; CPOKH XPaHCHHS, BHECEHUE U3MECHEHUH U JTONIOJHCHUH.

JloIpKHOCTHAsI MHCTPYKLUS: TIOHSTHE; MpaBoBas (opMa; cCoAepiKaHHe; MOPSAOK COCTABICHUS U
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oopMIICHHSI; CPOKH XPaHCHUSI, BHCCCHUE U3MCHEHUI U JIOTIOJIHCHUIA,

PaCHOpHIlI/ITeJII)HLIe JOKYMCHTEBI B CUCTEMC YIIPABJICHUA: IIOHATUEC, BUABI U HA3HAYCHUC, TTOPAI0K
p33p36OTKI/I B YCJIOBUAX €AUMHOJINYHOTO MPUHATUA pCHIeHI/If/'I 1 B YCJIOBUAX KOJUJICTHAJIBHOCTH.

[MocranoBneHne: BUA JOKYMEHTa; MpaBoBas GopMa M Ha3HAYCHHWE, OPraHbl €ro MPUHUMAIOIINCE;
IOPUINYECKOEe OCHOBAHKE; PEKBU3HUTHI TOCTAHOBJICHHUS, IPABUIIA MX COCTABICHHUS U OQOPMIICHHS.

Pemenune: BHI JOKyMEHTa M HA3HAYCHUE; KEM IIPUHUMAETCS; OCHOBAaHUE MJI IPHUHITHS
peleHnii; TpeboBaHus K TEKCTY U 0(OPMIICHUIO; KOHTPOJIb UCTIOJIHEHHSI.

IIpuka3: BuA [OOKYMEHTa; KTO M3Ja€T W UEIb HU3JaHMs; PETYIUPYEMbIE BONPOCHI IO
OpPTraHMU3alMOHHONW U OCHOBHOM JI€SITENbHOCTH; COCTAB PEKBU3UTOB U

npaBuia ux opopMIIeHUS; MOATOTOBKA H 0()OPMIICHHE BBHITTUCKH; KOHTPOJIb
HCIIOJIHEHUSL.

PacnopsixeHrie: MOHATHE; TOPAIOK COCTABIICHUSI U OGOPMIICHHS; OTIMYUTEIbHBIE OCOOCHHOCTH;
BBITIUCKA U3 PACTIOPSIKCHUS:

VYka3zaHue: NMOHATHE NOKYMEHTA; LEeJIb WM3JaHUA; IMOPSIOK COCTaBICHUS U O(OpMIICHMUS;
TpeOOBaHMS K TEKCTY; PACChIIKA YKa3aHUH.

JlokymeHTHpOBaHHE pabOTHI C TEPCOHAIIOM: TEPCOHAIBHBIE NaHHBIE M MX TOKYMEHTHPOBaHUE;
XapaKTePUCTUKA KOMITIEKCOB KaAPOBOH TOKYMECHTAIIHH.

[Nopsinok n mpaBuia ohopMIIEHHUS TOKYMEHTOB TIpH IIpreMe Ha padorTy.

[MonroroBka u odopMieHHEe PUKA30B MO JTUYHOMY COCTaBY: OCHOBaHUE; TpeOOBaHUS K TEKCTY;
MIPHUKa3 MIPOCTOMN M CBOJHBII; BU3bI O3HAKOMIICHUS; PETUCTpaLns; opopMIeHHe.

TpeOoBanuss Kk OQOPMIEHHIO [OOKYMEHTOB NP YBOJBHEHHM Pa0OTHHMKA Mpel-pHUATHS,
OpTaHU3aLuH, yUPEKICHHS.

JlokyMeHTHpOBaHHE JBIDKEHUS KaapoB: (GOPMUPOBAHHE W XpaHEHHWE JIMYHBIX [IEIT; IMePEeBOJ Ha
Ipyrylo paboTy, TpencTaBlIeHHE OTIYCKOB; O(OpMICHHE TOOMPEHUA IUCIUILTHHAPHBIX
B3BICKaHMI1; 0(hopMIIeHHE KOMAaHIUPOBOK; H3MEHEHNE (PaMUINH, IMEHHU, OTYECTBA.

HudopmamonHO-crIpaBOYHBIE JOKYMEHTHI: TIOHSATHE, BUJIBI, XapaKTEPUCTHKA Ka)KAOTO BUA.

HpOTOKOJ’I: MOHATHEC; BHUAbI NPOTOKOJIA; ITpaBUJIA O(l)OpMHeHI/IH; noAroToBKka M O(l)OpMJ'IeHI/IC
BBIITMCKHU U3 IIPOTOKOJIA.

AKT: IOHSATHE; BUJBI AKTOB; OCOOCHHOCTH COACPKaHUS Pa3HbIX BUAOB; MpaBuia o(hopMIICHUS U
dhopmupoBaHUs B neja.

CrnyxeOHasl 3almuCcKa: BUIBI CITY>)KEOHBIX 3aIACOK, X TOHATHUS; XapaKTepUCTUKA KaXIOTO BHIIA;
MpaBHIIa COCTABIICHUS U O(DOPMIICHHS.

JlenoBoe MHUCHbMO: MOHATHE M (QYHKIMH; PA3HOBUIAHOCTH JIEIOBOTO MHUChMA; O0MIasi CTPYKTYpa;
crienu(uKa TeJTOBOTO CTHIIS, STUKET B ICJIOBOM MEPEIHICKE; 0COOCHHOCTH OOpMIICHHUS.

Opranuzanusi pabOTbl ¢ OOpalieHHsAMH TpPaKJAaH: 3aKOHOJATEeIbHO-HOPMATHUBHEBIE AaKThI;
KiraccuuKkanys oOpaleHnui; IeTONPOU3BOACTBO IO OOpaIeHUSAM TpakKIaH; OpTaHHU3AIM
MpreMa; OpraHu3aIus padoThl ¢ 0OpaIIeHUsIMH ICTTYTaToB.

OpraHu3zanusi IOKyMEHTOO0OpOTa B ammapare YIpaBlICHHs: MOHATHE «IOKyMEHTOOOOPOT» H
pa3BuTHE ero HOPMaTHBHO-METOANYCCKOU periaMeHTallny; XapaKTEepPUCTHUKA
JIOKYMEHTO000pOTa; 3TAIlbl IBUKCHUS U TIOPSAI0K 00pa0OTKU JOKYMEHTOB.

WndopmammonHo-monckoBass  cucteMa IO  JOKYMEHTaM  OpraHU3allid:  PETUCTPaIus
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JOKYMEHTOB; OpTaHu3alusd HHPOPMATHOHHO-CIIPABOYHOMH PaOOTHI.

31. KonTpomas 3a cpoKaMy MCTIOTHEHHUS JOKYMEHTOB: IIEJIM U 3a/1a9d KOHTPOJIS; CPOKH HCIIOTHEHUS
JIOKYMEHTOB; YPOBHH KOHTPOJISI, BBIOOpP JIOKYMEHTOB JIJIsi MOCTAHOBKM HAa KOHTPOJIb; MPOBEPKa
XO0J1a UCTIOJTHEHHUS, CHATHE JIOKYMEHTOB C KOHTPOJIS; aHAIHM3 UCTIOTHUTEIBCKON TUCITUTUINHEL.

32. Cucremaruzanusi W oOeclieYeHHE COXPAHHOCTH JOKYMEHTOB: OpraHM3alusl XpaHEHHs
JOKYMEHTOB; HOMEHKJIaTypa Jej; COCTaBICHUE 3arojloBKOB; (JOpMHpOBaHHUE e, o(opmieHUe
00JIOKKH; YCTaHOBJIEHHE CPOKOB XPaHEHHMsI; IKCIEPTH3a [IEHHOCTH JIOKYMEHTOB.

[Ixana oueHNBaHUS.

OueHka 3HaHWW, YMEHU, HABBHIKOB IPOBOJUTCS Ha OCHOBE OalIbHO-PEHTHHTOBOM
cucrembl: 30% u3 100% (win 30 6amwioB u3 100) - BKiIag B UTOrOBYIO OLICHKY IO pe3yibTaTaM
IIPOMEKYTOYHOU aTTECTALIUH.

[Ipu oneHuBanuM OoTBeTa OOYYAIOLIErOCs B XO/A€ MPOMEXYTOYHOM aTTecTalud MOXKHO
ONUPAThCA Ha CIEAYIOLINE KPUTEPUH:

basnel

Kpurepuii onieHKH

26-30

OOyyaromuiicss TOKa3bIBa€T BBICOKMH  ypOBEHb  KOMIIETCHTHOCTH, 3HAHUS
OpOrpaMMHOTO  Marepuana, Y4eOHOW, TMepHOAMYEecKO U  MOHOrpaduuecKon
JUTEPATYPbl, 3aKOHOJIATENIBCTBA U MPAKTUKYU €r0 IPUMEHEHUS, PACKPBIBAET HE TOJIBKO
OCHOBHBIE MOHSTHS, HO M aHAJIM3UPYET UX C TOUKHU 3PEHUS PA3INYHBIX aBTOPOB.
OOyyvaromuiics MOKa3bIBaCT HE TOJIBKO BRICOKUN YPOBEHb TCOPETHUCCKUX 3HAHUM, HO
U BUOUT  MEKIUCUMIUIMHApHBIE  CBsi3u.  IIpodeccroHansHO,  TpaMOTHO,
IIOCJIEI0BATENBHO, XOPOUIUM SI3bIKOM YETKO M3JIaraeT Marepual, apryMEHTHPOBAHHO
dopMymupyeT BBIBOJBI. 3HAE€T B paMKax TpeOOBaHM K HANpaBJICHHIO W MPOQUiio
MOJITOTOBKM 3aKOHO/ATeIbHO-HOPMATUBHYIO U TpakTudeckyio 6a3zy. Ha Bompocsl
OTBEYAET KPAaTKO, ApI'YMEHTHUPOBAHO, YBEPEHHO, IO CYLLIECTBRY.

16-25

OOyuaromuiicss TMOKa3blBae€T JIOCTATOYHBIM YpOBEHb KOMIIETEHTHOCTH, 3HAHUSA
MaTepUaJIOB 3aHATUHN, yUeOHOW M METOIUYECKON JIMTEpaTypbl, 3aKOHOJIATEIbCTBA U
NPAaKTUKU €ro NMPUMEHEHHs. YBEPEHHO U HPO(EeCCHOHAIBHO, I'PAMOTHBIM S3BIKOM,
SCHO, YETKO U IOHATHO H3JIaraeT COCTOSHUE U CYTh BOIIpPOCa. 3Ha€T HOPMATUBHO-
3aKOHOJATENbHYI0 M  IPAaKTUYEeCKyl0 0a3y, HO TIpU OTBETE JIOMyCKaeT
HECYIECTBEHHbIE NorpemHocTi. O0yJaromuiics NoKa3bIBaeT JOCTATOUHBIH YPOBEHb
npogecCUOHANBHBIX 3HaHUH, CBOOOJHO ONEpUPYET HMOHATHUAMM, METOJAMH OLIEHKU
IPUHATUS PEUICHUH, HMMEEeT IPEACTABICHHE: O MEKIUCLUIIMHAPDHBIX CBA3SX,
YBSI3BIBACT 3HAHMS, IIOJIyYCHHBIC IIPM WM3YYCHMM pPa3IM4YHBIX JUCLHIIINH, YMEET
AQHAJU3UPOBATh IPAKTUYECKUE CUTYALlMH, HO JOIIYCKAET HEKOTOPbIE IOTPEIIHOCTH.
OTBeT NOCTpOEH JIOTUYHO, MaTepUaj MU3JIaracTcs XOPOIUHUM S3bIKOM, IIPHUBIIEKAETCS
UH(QOPMATHBHBI W WUIIOCTPUPOBAHHBIM Marepuan, HO IPH OTBETE JOIYCKAaeT
HEKOTOpBIE MOTPEIHOCTH. BOPOCHI HE BBI3BIBAIOT CYIIECTBEHHBIX 3aTPYAHEHUM.

OOyuaromuiicss MOKa3bIBaeT JOCTATOYHBIE 3HAHMS MAaTEpUAJIOB 3aHATHI, HO NpuU
OTBETE OTCYTCTBYET JOJDKHAS CBSI3b MEXIY aHAIM30M, apryMEHTAINeH 1 BHIBOAAMH.
Ha mocTaBneHHble WieHAMH KOMHCCHH BOIPOCHI OTBEYAET HEYBEPEHHO, JIOITYCKAaeT
norpemrHocTH. OOyJalouuiicsl BaJeeT NPAKTUYECKUMH HaBBIKAMH, IPHBIEKAET
WITIOCTPATUBHBIA Marepuan, HO YyBCTBYeT ce0s HEyBEepeHHO TMpH aHaln3e
MEKIUCIMIUIMHAPHBIX CBsi3eil. B oTBeTe He Bcerga NpPHCYTCTBYET JIOTHKA,
apryMEHTBhl TPHUBIEKAIOTCS HEIOCTaTOYHO Beckue. Ha mocTaBieHHBIE BOMPOCHI
3aTPYIHSIETCS C OTBETaMH, IOKA3bIBACT HEJIOCTATOYHO IITyOOKHE 3HAHUSI.

0-5

OOyuaromuiicss MOKa3bIBAaeT clladble 3HAHMS MaTepualioB 3aHATUH, ydeOHOMU
JHUTEPaTyphl, 3aKOHOAATEIbCTBA W NPAKTHKH €ro MPUMEHEHUs, HU3KHH YpPOBEHBb
KOMIIETEHTHOCTH, HEYBEPEHHOE H3JIOKeHHe Bompoca. OOyuaromuiics MOKa3bIBaeT
crnalblii  ypoBeHb NpOQecCHOHATBHBIX 3HAHWH, 3aTPYAHSCTCS TPH  aHaJH3e
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MPAKTHYCCKUX CI/ITyaLII/IP'I. He moxer MMPUBCCTHU TPUMEPHLI U3 pCaHLHOI\/'I IMMPAKTHUKHU.
HCYBepeHHO " JIOTUYCCKH HEIIOCICAOBATCIIbHO H3JIara€t Marcpuall. HeraBI/IJ'H)HO
OTBCYACT HA BOIMMPOCHI WX 3aTPYAHACTCS C OTBCTOM.

[IIkana nepeBoa U3 MHOTOOATLHOW CUCTEMBI B TPAJAUIIMOHHYIO:

- o0yuarolieMycsi BBICTABIISIETCS] OLIEHKA «HEYIOBJIETBOPUTEIBHO» €clu 00yJaromuiics
Habpan menee 50 Gamos,

- OIIGHKAa «YJOBJIETBOPUTEIHHO» BBICTABISIETCSI MPH YCIOBUHU, €CIM OOydaroluiics
Habpain ot 50 1o 65 Gaos;

- OLICHKA «XOPOIII0» BBICTABJISIETCS MPHU YCIOBHH, €CIM oOydaromuiics Habpan oT 66 1o
75 Gamnos;

- OIICHKa «OTJIMYHO» BBICTABJISIETCS MIPHU YCIOBUU, €CIU oOyuaroluiicss Habpai ot 76 1o
100 6amnos.

100 GanyoB BBICTaBISETCS MPHU YCIOBUH BBINIOJHEHHS] BCEX TPEOOBaHUM, a Takxke MpH
00s13aTeIbHOM ~ TPOSIBICHMM TBOPYECKOTO OTHOIIEHHWS K TPEAMETY, YMEHHUU HaXOIUTh
OpUTHHAJIbHBIE, HE COJEp)KallUecss B y4eOHMKaX OTBEThl, YMEHUHU pabOTaTh C HMCTOYHHUKAMH,
KOTOpBIE COJEpXkKarcs JAONOJHUTEIBHON JIuTeparype K Kypcy, YMEHUU COEIMHATH 3HAHUS,
MOJTy4YEHHBIE B JAHHOM KypCe CO 3HAHUSAMHU JAPYTUX JTUCHUIUINH.

4.4. Meronuueckue MaTeprabl

VYcTHBIN onpoc SBISETCS OJAHUM W3 OCHOBHBIX CIHOCOOOB NMPOBEPKH YCBOCHHS 3HAHUI
oOydaromumucs. Pa3BepHYTBIH OTBET CTyAEHTa JOJDKEH IMPEJCTaBIsATh COOON CBA3HOE,
JIOTMYECKU IOCIIEI0BATENIBHOE COOOIEHNE HA ONPEAEICHHYIO TEMY, IIOKa3blBaTh €r0 yMEHUE
IIPUMEHATH ONPEICIICHUs, MpaBuUila B KOHKPETHBIX ciay4asX. OCHOBHBIE KPUTEPUU OLIEHKH
YCTHOTO OTBETA: MPABMIBHOCTh OTBETA IO COAEPKAHMIO; MOJHOTA M I'TyOMHA OTBETA; JIOTHKA
U3JI0KEHMS MaTepuasa (YYUThIBAETCSl YMEHUE CTPOUTH LIETOCTHBIH, MOCIE10BaTEIbHBIN paccKas,
IPaMOTHO TIOJIb30BaThCsl CHEIHAIBHON TEPMHUHOJIOTHEN); HCIOJB30BAaHUE JOMOJIHUTEIBHOTO
MaTepuaa.

5. Meroauueckue yKkazaHus Ui 00y4AIOLIUXCH MO0 OCBOEHUIO U CHUILTUHBI

Memoouueckue ykasanusi no camocmosmenbHou N0020MOBKe K 3AHAMUAM JTeKYUOHHOZ2O0,
NPAKMUYecKo2o (CeMUnapcKo2o) muna:

[loaroroBka K 3aHATHSAM JOJDKHA HOCUTH CUCTEMATMYECKUM Xapakrep. JTO IMO3BOJIUT
o0ydaroliemMycs B II0JIHOM 00beMe BBIIIOJIHUTE Bce TpeOoBaHUs npenoaaBaress. OOydaromumcst
pEKOMEHAYEeTCsl M3ydaThb KaK OCHOBHYIO, TaK U JONOJHUTEIbHYIO JIMTEPATYpy, a TaKkKe
3HAaKOMUTbCA ¢ VIHTepHeT-UCTOUHMKaMM (CHMCOK HpUBEAEH B paboueil mporpamme 1o
JTUCIUTUINHE).

Bomnpocs! 11151 caMOCTOATENBbHOM TOATOTOBKH (CaMOIIPOBEPKH):

Oransl pazsutus J10Y

B3anmocssa3p JJOY ¢ qpyrumu Haykamu.

HopmaruBHo-MeToauueckas 6a3a Aeaonponu3BOICTBa

MexayHapoanbsle TpeOoBaHHA K O(OPMIIEHUIO JOKYMEHTOB: TpeOOBaHHS K OJaHKY, K
o(hopMIIEHHIO PEKBU3UTOB

5 DU/ u apxuBHOE XpaHEHUE JOKYMEHTOB

AW N —

Memoouueckue ykazanus no no02omoske 00xk1aod

ITogroroBka oOy4aromuxcss K OMNPOCY MPEANONaraeT W3ydeHHE B COOTBETCTBHUHU
TEMaTUKON JUCLUUIUIMHBI OCHOBHOM/ JJOMOJHUTENBHOM JIUTEpaTypbl, HOPMAaTUBHBIX JOKYMEHTOB,
HMHTEPHET-PECyPCOB.

OO6yuaromuiicsi TOTOBUT OKJIAJ B (pOopMe YCTHOTO COOOILEHHS 10 TeME TUCIUILIHHBI.

IIpennaraercs ciemyromas CTpyKTypa JOKIaga:



20

1. BeenecHue:

— YKa3bIBAaETCS TEMa U LIeJb JOKJIa/Ia;

— o0o3HauaeTcs mpobiIeMHOe ToJie, TEeMaTUYECKUEe pa3aesbl JOKIaa.

2. OCHOBHOE co/iepaHue JOKJIaa:

— TOCIIEI0BATENLHO PACKPBIBAIOTCS TEMATUUECKHUE Pa3AeIbl JOKIA .

3. 3akirodyeHue:

— MPUBOJATCS OCHOBHBIE PE3YABTATH U CY)KJIEHHUS aBTOpA IO MOBOIY ITyTeH BO3MOXKHOTO
pelIeHNs PACCMOTPEHHO MPo0IeMbI, KOTOPbIE MOTYT ObITH O(POPMIIEHBI B BUJIE PEKOMEH AL,

Memoouueckue ykazanus no no020moeke K mecmuposanuio:

IIpy moAroTOBKE K TECTUPOBAHUIO CIELYET YYUTBIBATH, UTO TECT IIPOBEPSET HE TOJIBKO 3HAHHE
MOHSATUH, KaTeropuii, COOBITHI, SBICHWUN, YMEHHs BBIICIATH, AHAIMW3UPOBATH W 0000IIATH
HauOoJiee CYIIECTBCHHbIE CBSI3M, NMPHU3HAKM M TNPUHLMIBI Pa3HbIX SIBIEHUH M IPOLECCOB.
[ToaToMy mpu MOArOTOBKE K TECTY HE CIEAYET MPOCTO 3ay4YHBaTh, HEOOXOAUMO MOHSATH JIOTUKY
U3JI0KEHHOT0 Marepuana. DTOMYy HEMajo CIIOCOOCTBYET COCTaBJICHHE Pa3BEpHYTOroO IUIAHA,
Tabyul, cXxeM. bBoJblIyl0 MOMOIIb OKa3blBalOT HHTEPHET-TPEHAKEPhI, IO3BOJISIOLINE, BO-
NEPBbIX, 3aKPENUTh 3HAHMS, BO-BTOPBIX, MPHOOPECTH COOTBETCTBYIOLIME IICUXOIOTHYECKUE
HABbIKU CAaMOPETYJISIUU U CAMOKOHTPOJIS.

TecTupoBaHue uMeeT pa 0COOEHHOCTEH, 3HaHUE KOTOPBIX ITOMOTaeT YCIEIIHO BHIIOIHUTH TECT.
MoxHO JaTh CleayloIlde METOAMYECKHE PEKOMEHJALMU: CJeIyeT BHUMATEIbHO W3Y4YHUTh
CTPYKTYpYy T€CTa, OLEHUTh 00bEM BPEMEHH, BBIIEISIEMOro Ha JaHHBIM TECT, YBUAETb, KAKOTO
THUIIA 3a/I1aHUsl B HEM COJIEpKaTCsl; OTBEYaTh Ha T€ BOMPOCHI, B IPABUIBHOCTH PELIECHUS KOTOPBIX
HET COMHEHMI, [I0Ka HE OCTAaHABJIMBAsICh HAa TEX, KOTOPbIE MOTYT BbI3BAaThb JOJITUE Pa3lyMbs;
OYEeHb BaYKHO BCETJa BHUMATEIbHO YMUTATh 33JlaHUS 10 KOHLA, HE MbITAsICh MOHITH YCIOBUS «IIO
IIEPBBIM CIIOBAM).

Memoouueckue pexomenoayuu no Hanucanuio peghpepama.

Pedepar sBisgercs caMOCTOATENBbHOM mpakTHUeckod paboroir oOywaromuxcs. OH
MIPU3BaH OIPEICIIUTh CTEIIEHb OCBOCHMS CTYAEHTOM 3HAaHUN M HABBIKOB, MOJIYYEHHBIX UM B
IIPOLIECCE U3YUEHUS TUCLIUIUINHBI.

Texcr paboThl MOMKEH OBITh HamucaH B HaydHoM ctuiie. OgopmileHHnEe TeKCTa TaKKe
JIOJDKHO OBITH BBINOJHEHO I'pamMoTHO. Crenyer u30eraTh MyCThIX MPOCTPAHCTB U, TeM Ooee,
cTpanull. Ha Bce TaGnuIpl, pUCYHKU U IMAarpaMMBbl JIEIAal0TCs CChUIKH B TEKCTE.

Pabora Bemonusiercs B ¢opmare A4. Ulpupt — TimesNewRoman. OcHOBHOW TekcT
pabotsl HaOupaercs 14-m mpudpToMm uepe3 1,5 uHTepBana, BhIpaBHUBAHUE IO UIMPUHE,
MEXOYKBEHHbI HHTepBan «OObIUHBI», KpacHas cTpoka 1,25 cM. ABTOMaTHUYeCKH
paccraBisitoTcst nepeHockl. [lons: Bepxuee 2,0 cm, HmkHee 2,0 cM, jeBoe 3 cM, mpaBoe 1 cwm.
[IpomexxyTkn Mexay al3anaMu OTCYTCTBYIOT. BBeneHue, I71aBbl, 3aKIIOYEHHE, CIIMCOK
JUTEpaTypbl U MPUIOKEHUS (HOPMATUPYIOTCS KaK 3arojOBKM MEPBOIO YPOBHS M HAUYMHAIOTCS
KaXbli C HOBOM cTpaHuLbl. [loapasaesnsl riaB ¢ HOBOM CTpaHUIbl HE HAUMHAKOTCS.

CHOCckM JienaloTcsi BHM3Y CTpaHMIbl. TabmuIl M PUCYHKH HYMEPYIOTCS OTIENbHO.
Howmep BkitouaeT HoMep IJIaBbl 1 HOMEP PUCYHKA/TaOMUIIbI B TAHHOH TIJIaBe.

Crpanunbl paboThl JOKHBI ObITH HpoOHYMepoBaHbl. Hymepanuss HaumHaeTcs co
CTpaHMIIbI C OTJIaBIIEHUEM, Ha KOTOPOW cTaBUTCS Iudpa «2» u aanee — 1o nopsaky. OkoHuaHue
HyMepaluy NPUXOAUTCA HA IOCJIEIHUN JUCT cHHcka jureparypbl. Homep craBUTCS BHU3Y
cTpaHulpl cripaBa. Ha cTpaHunax ¢ NpujIoKeHUsIMU HOMEPA HE CTaBSTCS, U B OIVIABJICHUE OHU HE
BbIHOCSTCS. B oraBieHun ykas3blBaeTCsl TOIBKO HOMED MEPBOTO JIMCTA NEPBOIO MPUIIOKEHHUSL.
Oo6wem pedepara 7-15 crp.
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6. YueOHas uTepaTrypa U pecypchbl HH(POPMAIMOHHO-TETEKOMMYHUKAIIMOHHOI ceTn "UHTepHeT",
BKJIIOYASl NlepedeHb Y4eOHO-MeTOANYeCcKOro odecnedeHns 1JIsi CAMOCTOATEIHLHONH padoThI
00y4YaIoIMXCH MO AUCIHUIITHHE

6.1. OcHoBHas UTEpaTypa

1. [enonpousBOoACTBO : 00pa3Ibl, JOKYMEHThI, OPIraHU3aLUs U TEXHOJOTHs paboThI : C yUeTOM
Hoeoro [TOCT P 6.30-2003 "VHudunupoBaHHbIE  CHUCTEMBl  JOKYMCHTAITUH.
YHupunupoBanHas  CHUCTeMa  OPraHU3alMOHHO-PACIOPATUTENIBHON  JOKYMEHTAIIUU.
TpeboBanus k opopmienuro gokymeHToB"./ nmox pen.: M.K. KopneeBa, B.A. Kyapsesa - 3-e
u3aHue, nepepadoTaHHoe U gonojgHeHHoe. - M. : IIpocnekr, 2011. - 479 c.

2. Ky3nenor M.H. JlenoBoe muchmo : yueOHO-cripaBouHoe rmocooue. - M. : Jlamkos u K, 2012

—288c.
3. Mengenesa O.B. OcCHOBBI JOKYMEHTAallMOHHOTO OOECIIEUEHUS yINpaBiIEHUs. 2-€ U3,
[DnexTpoHHBI pecype] : yueOHOoe mocobue / O.B. MeaBeneBa. — DIEKTPOH. TEKCTOBBIE

nannbie. — KpacHogap: HOXHBIM MHCTUTYT MeHekMeHTa, 2012, — 175 ¢. — 2227-8397.
— Pexxum noctyna: http://www.iprbookshop.ru/9566.html

6.2.  JlomoiHUTeJBLHAs JIUTEPaTypa

1. beikoBa T.A. O Hexoropbix mpobmemax cdepsl ympaBieHHs IOKyMeHTamu B Poccuiickoit
Oenepannu // Bectauk PITY. Cepusi: JlokymeHToBeneHHe W apxuBoBeAeHue. MHdopmaruka.
SamuTa uHGopMalu U MHGOpMaIMoHHas Oe3onacHocTh. 2014, Ne 2 (124). C. 40-45. - DBBC
elibrary http://elibrary.ru/item.asp?id=21653208

2. JHenompousBonctso / mox pen.: M.K. Kopueesa, B.A. Kynpsiera - M. : Ilpocnekr, 2011. -
479 c.

3. JloxkymeHToBeneHue. Y4eOHHMK W TPAKTUKyM JUIsl akaJeMudeckoro OakanaBpuara /
Hoponuna JILA. - OtB. pen. - M.: MUzmarensctBo IOpaiit, 2015. - 3bC "HOpait"
http://www.biblio-online.ru/thematic/?id=urait.content. 3 AED6A08-1A40-4245-9965-

A93821931223 &type=c_pub

4. KyznenoB M.H. JlokymMeHTanmmoHHOE oOecleYeHue YIpaBiIeHUS. JTOKYMEHTOOOOpPOT U
JIEJIONPOU3BO/ICTBO 2-€ W31., MEep. U JOMN. YUEeOHUK U MPAKTUKYM JUIsl IMPHUKIATHOTO
OakanaBpuara - M.: M3patensctBo IOpaiit, 2015. - OBC "HOpaiit" http:/www.biblio-
online.ru/thematic/?id=urait.content. IEB1230C-A9AA-4919-8E51-
C4B5CC0728D9&type=c_pub

5. Iysamoa H.H. OcHOBBI 1€7I0MIPON3BOJCTBA. SI3BIK CIY)KEOHOTO JOKyMEHTa. YUeOHUK H
NPaKTUKYM JUIsl akajemuueckoro OaxanaBpuata / lllyBanmosa H.H., MBanoBa A.1IO. - M.:
WznarensctBo FOpaiit, 2015. - DBC "HOpaiit" http://www.biblio-online.ru/thematic/?
id=urait.content.96E0629C-73A9-4B12-9BCD-40C5A62EC89E&type=c_pub

6. Paspmopoxubiii, A. A. JIoOKyMEHTHpOBaHHE YIPABIECHYECKOM MEATENbHOCTU : YydeOHOe
nocobue : gomymeHo CoBerom YMO By30B Poccum... mo cnenuanbHOCTH "MEHEHKMEHT
opranuzauuu". - M. : UHOPA-M, 2011. - 302 c.

7. Jaffar Alalwan and Manoj Thomas An Ontology-based Approach to Assessing Records
Management Systems // e-Service Journal. Vol. 8, No. 3 (Summer 2012), pp. 24-41 - ObC
Jstor http://www jstor.org.ezproxy.ranepa.ru:3561/stable/10.2979/eservicej.8.3.24

6.3. YueOHO-MeTOOMYECKOE OOecIiedeHre CaMOCTOSITeIbHOI padoThI
1. Aranos, B. C. ConuajibHO-IICUXOIOTMYECKUE JETEPMUHAHTBl KPEaTUBHOW KOMIIETEHTHOCTH
CTyAEHTOB : MoHOTrpadus / Aramos, Banepuit Cepreesuy, JlaBnerosa, Paga Yenosna. - M. :
MakxkeeB Urops BsiuecnaBosuuy, 2016. - 163 c.


http://www.jstor.org.ezproxy.ranepa.ru:3561/stable/10.2979/eservicej.8.3.24
http://www.biblio-online.ru/thematic/?id=urait.content.96E0629C-73A9-4B12-9BCD-40C5A62EC89E&type=c_pub
http://www.biblio-online.ru/thematic/?id=urait.content.96E0629C-73A9-4B12-9BCD-40C5A62EC89E&type=c_pub
http://www.biblio-online.ru/thematic/?id=urait.content.1EB1230C-A9AA-4919-8E51-C4B5CC0728D9&type=c_pub
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http://www.biblio-online.ru/thematic/?id=urait.content.3AED6A08-1A40-4245-9965-A93821931223&type=c_pub
http://www.biblio-online.ru/thematic/?id=urait.content.3AED6A08-1A40-4245-9965-A93821931223&type=c_pub
http://elibrary.ru/item.asp?id=21653208
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2. Moznenb NO3MLIUMOHHOTO OOYYEHHUS CTYACHTOB [DJEKTPOHHBIA pecypc]: TeopeTHueckue
OCHOBBI M Meronudeckue pexomenmaruu/ M.b. usa [m ap.].— DIEKTpOH. TEKCTOBBIE
naHHble.— M.: MocKkoBckuil ropoJCKOM menarormueckuil yausepcurer, 2012.— 152 c.—
Pexxum nmoctyma: http://www.iprbookshop.ru.ezproxy.ranepa.ru:3561/27375.html.— 3bC
«IPRbooks»

3. OOpa3zoBarenbHble THHOBALMU U MPAKTUKU Kapbepbl : COOPHUK METOINYECKUX MATEPUajIOB U
crareit / PAHXul'C npu [Ipe3unente PO. - M. : [leno, 2015. - 192 c.

4. llcuxonoruss ajantauMd W couuaibHas cpena. CoBpeMeHHbIE IOAXOAbl, MPOOJIEMBbI,
nepcnekTuBbl [nexTpoHHbli pecypce]/ JLI. Aukas [u ap.].— DneKTpoH. TEKCTOBbIE JaHHBIE.
— M.: Ilep Co, 2007 — 624 c— Pexum JocTyna:
http://www.iprbookshop.ru.ezproxy.ranepa.ru:3561/743 1.html.— 3BC «IPRbooks»

5. ConuanbHO-TICUXOJIOTUYECKUE AaCTEeKThl (OPMHPOBAHUSA KYJIBTYPHl CaMOOOyUYarOIIeHcst
opranuzanuu / A. 5. Hukonaes [u ap.] // Bonpocsl ncuxomnoruu. - 2014. - Ne 6. - C. 44-52.

6.4. HopmaTtnBHBIe IPaBOBbIE JOKYMEHTHI

®enepanbhblii 3akoH oT 27 utonst 2006 . N 149—®D3 «O06 unpopmarmu, nHGOpMAITHOHHBIX
TEXHOJIOTHSIX U O 3alUTe UH(DOpMALIUN»

®enepanbHblii 3ak0H OT 26 nexadps 1995 Ne 208—D3 «O06 akuuOHEpHBIX 00IIEecTBax» (B pel.
ot 27 utong 2006 Ne 146—®3) // C3 PO. 2006. Ne 19. Cr. 805.

®enepanbHbiii 3akoH OT 10 saBaps 2002 1. Ne [—®D3 «O06 s3nexkTpoHHOM TUPPOBOM ToamHCHY //
C3 P®. 2002. Ne 2. Cr. 127.

®enepanbuslii 3akoH PO ot 6 ampenst 2011 1. N 63—®D3  «O0 »>1eKTpoHHOM noamucu» (¢ u3M.
Ha 1 wromst 2011).

®enepanbhblii 3akoH PO ot 2 mas 2006 . N 59—®3 «O mnopsake paccMOTpeHus: oOparieHuit
rpaxaan POy (pemakius neiicts ¢ 1 saBaps 2011 r.).

®enepanbbiil 3akoH PO ot 1 utonst 2005 r. N 53—®d3 «O rocynapctBeHHOM si3bike Poccuiickoit
denepanum.

®enepanbhblii 3ak0H PO ot 22 okts16ps 2004 1. N 125—D3 «O6 apxusHOM aene B Poccuiickoit
®denepanun» (¢ u3m. Ha 27 uronst 2010 1.)

®enepanbHblil 3akoH PO ot 29 utons 2004 1. N 98—D3 «O kommepueckol TaitHe» (C U3M. Ha
11 mromns 2011).

IMucemo PocapxuBa ot 2 mapra 2006 roma Ne2/407—K «O6 HupopManmoHHO—CIPaBOYHOM
cucteme apxuHoiut otpaciu (MCCAO)»

[Toctanosnenune denepanbHON KOMUCCHU MO PHIHKY LEeHHBIX Oymar ot 16 utomst 2003 romga Ne03
—33/mc «O6 yrtBepkaeHuu IlomokeHUsT O TMOPSAKE M CPOKAX XpaHEHHUS TOKYMEHTOB
AKIIMOHEPHBIX OOIIECTBY

ITucemo PocapxuBa ot 7 ampens 2003 roma Ne6/464—x «O TPHCBOCHUH TEMaTHUYECKOMY
koMIuiekTy «MHpopmanmonHo—cnpaBoyHas cuctema apxuHoil otpaciu (MCCAO)» craryca
«ounmanpHON 0a3bl JaHHBIX DeaepaabHON apXUBHON CITy)ObI Poccum.

[Tocranosnenne Muntpyna Poccun ot 26 mapta 2002 roma Ne23 «OO yTBep:kKIeHHH HOPM
BpEMEHH Ha paboThl O JOKYMEHTAlMOHHOMY OOECIEYEHHIO YMPABICHUYECKHX CTPYKTYp
(benepaabHBIX OPraHOB MCIIOTHUTEIBHOM BIACTI.

[IpaBmia okazaHus ycCiayr MOYTOBOM CBs3M, YTBEpKIAEHHBbIE MocTaHoBiIeHHeM [IpaBurenbcTBa
Poccuiickoit ®enepanuu ot 15 anpens 2005 r. Ne 221.

[lepeuenn TUIOBBIX  YIPABIEHYECKUX JTOKYMEHTOB, OOpa3yloIUXcs B JESATEIbHOCTH
OpraHu3aluii, ¢ ykazaHueMm cpokoB xpaHeHus. — M.: Pocapxus, BHUNJIA/L, 2010.

[IpaBuiia okazanus ycnyr TenerpadHoi cBs3U, yTBepkAEHHbIE ocTaHoBiIeHneM [IpaButenscTBa
Poccuiickoit ®enepanuu ot 15 anpens 2005 r. Ne 222.

I'OCT P 6.30—2003 «YHudunupoBaHHBIE CHUCTEMBI JOKYMECHTAIIMU. YHU(PUIIMPOBAHHAS
crCcTeMa OpPraHM3alMOHHO—PACIOPAIUTEIbHON MOoKyMeHTauu. TpeGoBaHus K 0GOpPMICHHIO
TOoKyMeHTOB». — M.: U3np—Bo cranmaptos, 2003.
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17. Oprann3zalmOHHO—pacnopsaIuTeabHas  JOKyMeHTauusi.  TpeboBaHuss K  0(hOPMIICHHIO
nokyMeHTOB: Metoauueckue pexomenaauuu no BHenapenuto 'OCT P 6.30—2003. Pocapxus;
BHUMUJAL, — M.: 2003. — 90 c.

18. TTOCT P 53898 — 2010 Cucremsl 3J€KTpOHHOIO J10KyMEHTO000poTa. B3anmoneiictBue cuctem
yIpaBJieHUs] JOKyMeHTaMu. TpeOoBaHUs K 3JIEKTPOHHOMY COOOIIECHUSI.

19. Yaudukanus TEKCTOB YIPABIEHYECKUX JOKYMEHTOB. Meroauueckue pekomeHpauuu. — M.:
I'maBapxus CCCP, 1982.

6.5. UnTepHeT-pecypcesl
1. LenTtpanbhas 6ubnuoTexa 0Opa3oBaTeNbHbIX pecypcoB. Pexxum nocryna: http:/www.edulib.ru/
2. Copanblit KaTajior 3JIEKTPOHHBIX OuOIMOTEK. Pexum JoCTymna:
http://www.lib.msu.ru/journal/Unilib/main.htm

bazbr nanaeix MHUOH. Pesxxum noctyna: http://www.inion.ru/product/db.htm

4. bubaunorexka 00pazoBaTENbHOrO MHOpTaya «IKOHOMHUKA, COLMOJIOTHS, MEHEKMEHT.
Pexxum noctyma: http://ecsocman.edu.ru/

5. bubnuoteka ¢enepanbHoro noprana «Poccuiickoe oOpasoBanue». Pexxum nocryna:
http://www.edu.ru/

6. bubnuoreka yuyeOHOW M Hay4yHOH JUTEpaTypbl PYCCKOTO T'YMAaHUTApHOI'O HMHTEPHET
yHuBepcuteTa. Pexxum nocryna: http:/www.i-u.ru/biblio/default.aspx

[99)

6.6. Uubie HCTOYHUKH

1. bopucoBa E.I. SI3bik 0OOIIECTBEHHO-TIOJIUTUYECKON KOMMYHHUKAIMKM [ DJIEKTPOHHBIN
pecypc]: yueOHOe mocobue A MarucTparypsl Mo crenuaibHOCTH «Pexiiama u CBs3U ¢
obmectBeHHocThio»/ E.I.  bBopucoBa— DnekTpoH. TEKCTOBBIE JaHHBIe.— M.:
MockoBckuii TopoAckoil mnemarorndeckuid yHusepcuteT, 2012.— 168 c.— Pexum
noctyna: http://www.iprbookshop.ru/26673.html.— 3BC «IPRbooks»

2. Kennemu I'. IleperoBopsl. IlomHblli Kypc : mepeBopa ¢ aHrimiickoro - M. : AnbnuHa
[Ta6mumeps, 2011. — 388 c.

3. Tlcuxomnorus u 3THKa AeI0BOro oOmieHus. YueOHUK U npakTukyM / JlaBpunenko B.H. -
OtB. pen., Yepnbimona JI.U. - OTB. pea. - M.: UznarensctBo IOpaiit , 2014. - ObC
"FOpait" [http://www.biblio-online.ru/thematic/?id=urait.content.F3167513-83D0-
463D-BFFB-BC6AE4BD8C2D&type=c_pub

7. MaTepuajibHO-TeXHHYecKasi 0a3a, UHPOPMALMOHHbIE TEXHOJIOTHHU, IPOrPaMMHOE
odecreyenne 1 HHGPOPMALNMOHHBbIE CIIPABOYHbIE CHCTEMBI

JInst TpoBENCHHs 3aHATHH 10 JUCHUIUIMHE HEOOXOIMMO CIEIyoliee MaTepHallbHO-
TEXHMYECKOE oOOecTieueHue: ydueOHbIe aymUTOPHH sl MPOBEACHUS 3aHATUN JIEKIIMOHHOTO U
CEMHHAPCKOTO THIIA, TPYIIOBBIX M WHAWBUIYAIBHBIX KOHCYJBTAIIUH, TEKYIIETO KOHTPOJS |
MIPOMEKYTOYHON aTTeCTaIliH, TIOMEIICHUS I CAMOCTOSTEILHON pabOTHI.

[TIporpammuoe obGecrieuenue: Microsoft Windows 10 LTSB 1607, Microsoft Office
Professional 2016.

Nudopmarmonnsie crnpaBounble cucteMbl: Haydynas Oumbmmoreka PAHXul'C. URL:
http://lib.ranepa.ru/; Hayunas AIIEKTPOHHAS 6ubnmoreka eLibrary.ru. URL:
http://elibrary.ru/defaultx.asp; Hammonanenast anektponHas Oubmmoreka. URL: www.nns.ru;
Poccwuiickas rocymapcrBennas OubOmmoreka. URL: www.rsl.ru; Poccuiickas HanmoHanmbHas
oumbmuoreka. URL: www.nnirru; Onextponnas  OubGmuorexka  Grebennikon.  URL:
http://grebennikon.ru/; DnexTpoHHO-OMONMMOTEUHas cucrtema MW3narenbctBa «Jlamp». URL:
http://e.lanbook.com; Dnekrponno-6ubmnoreunas cucrema FOPAMT. URL: http://www.biblio-
online.ru/.
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