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1. Ileaab u 3a71a4u OCBOEHHUSI AUCHHIJIUHBI

HCJ’IB (bOpMI/IpOBaHI/Ie CUCTCMHBIX OCHOB TCOPETUYCCKOI'O U MPAKTUYCCKOI'0 3HAHUA B obnactu
OCBOCHU AOKYMCHTAIIUOHHOI'O obOecrieueHus YHOpaBJICHUA B COONNAJIbHO-3KOHOMHUYCCKUX CUCTEMAX
AUCHUILUIMHBI [ pa3HOI'O0 YPOBHA.

(GbOopMHPOBAHUE CUCTEMBI TEOPETHUECKUX U METOAO0JIOTMUYECKUX 3HAHUN OCHOB
JOKYMEHTUPOBaHUs HHPOPMAIIUHU C YIETOM KOMIIETEHTHOCTHOI'O IIOJIX0/1a,;

(hopMHPOBAHUE CUCTEMBI TEOPETHUECKUX U METOA0JIOTMUECKUX 3HAaHUHN pa3paboTKu
JOKYMEHTaIuH, 00ecreynBaroleil pealu3aliio ypaBiIeHUeCKUX PEeLIeHHIH;

3anaun (dbopmMHpoBaHKE NPEACTABICHNIN O IPUHIIMIIAX, IPABUIAX U TEXHOJIOTHUSIX

JTMCLHUIUIMHBI | JOKYMEHTALlMOHHOTO 00ecrieueHus yIpaBJIeHHUS;

npuoOpereHne 00y4aronMMHCs 3HaHUH U YMEHUIM IPUMEHEHHS TIPaBUJI IOKYMEHTHPOBAHUS
MH(pOpPMaLIMU IPU COCTaBICHUH JOKYMEHTOB Pa3jIMYHbIX CUCTEM JIOKYMEHTALIUU U UX aHAJIN3a,
OCBOEHHE HABBIKOB MPOEKTUPOBAHUS YHUPHULIMPOBAHHBIX (POPM JOKYMEHTOB, CUCTEM
JOKYMEHTAIUH U UHPOPMALMOHHO-JOKYMEHTALMOHHONW CUCTEMBI YUPEKACHUS B LIETIOM.

2. Mecto nucuumiannbl B cTpykrype OITOII

Nudpopmartuka

Hcropust 53KOHOMUYECKUX YYEHUN
IIpaBoBeneHue

Pycckuil s3bIK U KyJIbTypa peuu

JIMCUUIUIMHBL ¥ IPAKTHKH, 3HAHUS U YMEHHUS IO
KOTOPBIM HEOOXOMMBI KakK "'BXOJHbIC" TIPU U3yUYECHUU
JAHHOM TUCLUIUINHBI

Jucuununsl, npaktiky, [ A, 1i1s KoTopbix VrpaBneHue 3aTpaTamMu npeanpusaTus (opranu3ain)
U3y4eHHUe JaHHOM TUCIMIUIMHBI HEOOXOIMMO KaK VYrpaBieHuecKuil aHau3
IPEJIIECTBYIOLIEE

3. TpeGoBanus Kk pe3yabTaTaM OCBOCHHUSA AW CIHHUIIIHHbBI

Komnerenuun odyyarwiuerocs, gopmupyembie B pe3yJibTaTe 0CBOCHUS AU CHUIINHBI.
Crenenb c(h)OpMHPOBAHHOCTH KOMIIETCHIMI

Kommerennun/

3VB [Tnanupyemble pe3yabTaThl 00yUYeHUs Kpurepun oniennBanus DOC

[TK5 criocoOHOCThIO aHAIM3UPOBATH U HHTEPIIPETUPOBATH (PUHAHCOBYIO, OyXTalITEPCKYIO U HHYIO
MH(GOPMALMIO, COJEPIKAILYIOCA B OTYETHOCTH IPEAIPUITUN Pa3INUHbIX (POPM COOCTBEHHOCTH,
OpraHu3aluii, BEAOMCTB U T.J. U UCII0JIb30BaTh MOIYyUYEHHbIE CBEJECHUS JUIsl IPUHSTHS yTIPaBIEHYECKUX

peLeHni
3HaTh OCHOBHBIC METOHBI, CIOCOOBI 1 CTy}ICHT JOOJIKCH 3HATh. OCHOBHBIC Tect
Cp€acTBa MOJIYUYCHUA, XPaHCHU, METO/BI, CIIOCOOEI U CpeacTBa
nepepaboTku (pUHAHCOBOM, IIOJIyYCHHUS, XPAHEHUS,

OyxraiaTtepckoil 1 uHOHM uHdopmanuy; | nepepaboTku PUHAHCOBOM,
OyXrajaTepckoi U UHOM

CYILITHOCTh, 0COOCHHOCTH U KPUTEPUU
uH(pOpMaIuy;

OyXraJITepCKOro yIpaBiIeHYECKOTO
y4era; CYLIHOCTb, OCOOEHHOCTH U
KpUTEPUHU OYXTaJaTepCKOro

l'[pO6J'I€MLI, pcmacMbIC 6yXFaJ'IT€paMI/I-
YHOPaBJICHYCCKOTO Y4CTa,

AHAJIMTUKAMH B IIPOLIECCC

(dbopMupoBanus UHGOPMaLINH, po0JieMbl, peraeMble
II0JIE3HOM JIsl IPUHATUSA OyxrajiTepaMu-aHaIUTUKAMH B
YIpPaBJIE€HYECKUX PELIECHUH; npoiecce (HopMUpPOBaHUS

nHGOPMAITIH, TTOJIE3HOM JIJIst
NPUHSTUS YIPABJIEHYECKUX
pELICHU;

OCHOBHBIE CUCTEMBI YIIPABIECHUYECKOTIO
yuera.

OCHOBHBIE CHUCTEMBI
YIPaBJIEHYECKOI0 yUeTa.




YMeTb UCIIOJIb30BaTh TEOPETUYECKHE 3HaHUsA, | CTYIEHT JOIKEH YMETh: Beinonnerye
HAyYHO-METOJHYECKHE MOIXO/IbI 1 HCIIOJIb30BATh TCOPETHYECKHE pedepara
HOPMAaTUBHO-IIPABOBBIE IOKYMEHTBI, | 3HAHMS, HAYYHO-METOUUECKUE
PETJIaMEHTUPYIOIINE YIPABICHUE TIOXO/Ibl H HOPMATHBHO-TIPABOBBIE
3aTpaTtamu, JUIsl IPUHSATHS JIOKyMEHTBI, PErJIAMEHTUDPYIOIIHE
YIPABJIEHYECKUX PEILEHHH; YIPaBJIEHUE 3aTPaTaMH, IS
aHAIM3UPOBATh M MHTepHpeTupopary | HPHHATIE YIIPaBICHICCKIX
GuHAHCOBYIO, OYXTalITEPCKYIO U PelLICHUH,

YHYIO UH(POPMALIUIO, CBA3AHHYIO C aHAJIM3UPOBATD U

3aTpaTamu, COAEPKALLYIOC B MHTEPIPETUPOBATH PMHAHCOBYIO,

OTYETHOCTH NPEANPHATHI PasINyHbIX | OyXIalTepCKyIOo U HHYIO

¢dbopM coOCTBEHHOCTH; UH(POPMALIUIO, CBSI3aHHYIO C

HCTIOJIB30BATh MOJTyYeHHbIE cBelenns | SaTPAaTaMu, CONCPIKAIYIOCT B

0 3aTPATAX IV PUHATHS OTYETHOCTH MPEATPHATHI

VIIpABIICHYECKHX PEIICHHU; pas3In4HbIX (POPM COOCTBEHHOCTH;

peliaTh Ha PUMepPe KOHKPETHBIX HCHOJB30BATD MOITYHCHHBIC

CUTYAIIUii TIPOOJIEMBI OLIEHKH CBEJICHH! O 3aTPATAX /LISl IIPHHSITH

3} (HEeKTUBHOCTH MPOU3BOICTBA U YIpPaBICHICCKHIX PCIICHHH,

cObITa HOBBIX M3/IENHH, paboT, yCiyr, | pemaTh Ha MPUMEPE KOHKPETHBIX

YIPaBJICHNs 3aTPaTaMHi C IOMOIIBIO | CHTyaIuii IpoGIeMbI OLICHKH

Pa3IMYHOrO BHIA CMET M CUCTEM 3} PEKTUBHOCTH IPOU3BOICTBA U

010 UKETUPOBAHHUS, cOBITa HOBBIX M3/IEJIUH, paboT,
YCIIYT, YIIPABJIEHHS 3aTPATAMH C
IIOMOIL[bIO PA3IUYHOTO BHIA CMET U
CHCTEM OIOJKETUPOBAHMUSI;

Bnanets [IpesenTanus

HaBbIKaMU IMOATOTOBKH JOKYMCHTOB,
CBA3aHHBIX C YIIPABJICHUYCCKHUM
YUCTOM, UCIIOJIb3YCMBIX
PYKOBOJACTBOM OpraHu3aIu,

OCHOBHBIMH KOHIIETILUSIMU
BHYTPEHHEN OTYETHOCTH U €€
B3aMMOCBSI3U C OyXTraJITepCcKO
(buHAHCOBOIT) OTYETHOCTHIO;

HaBbIKAMHU NPUHATHS 000CHOBaHHBIX
YIIPaBJICHYECKUX PEIIEHNH Ha OCHOBE
JAHHBIX YIIPABICHYECKOIO y4erTa.

CryneHT JOJKEH BIA/ICTh:
HAaBBIKAMH ITOJITOTOBKHU
JIOKYMEHTOB, CBSI3aHHBIX C
yOpaBIeHYECKUM

Y4€TOM, UCIIOJIB3yCMbIX
PYKOBOJCTBOM OpraHu3aluu,

OCHOBHBIMH KOHIICIIIUSMH
BHYTPEHHEH OTYETHOCTH U €€
B3aUMOCBSI3U € OyXraiaTepcKoi
(buHAHCOBOIT) OTYETHOCTHIO;

HaBbIKaMU MPUHSTHSI 000CHOBAHHBIX
YIPaBICHYECKUX PELICHUN Ha
OCHOB€ JAHHBIX YIIPaBIECHYECKOIO
ydera.

[TK22 ciocoOHOCThIO MPUMEHSTH HOPMBI, PETYIUPYIOL]

B 00JacTu CTpElXOBOI\/’I, 0aHKOBCKOI ACATCIIBHOCTH, Y4€Ta U KOHTPOJIA

i(§ 6IO,H)KCTHBIG, HaJIOT'OBBIC, BAJIIOTHBIC OTHOIICHHA

3HaTh

HaWMEHOBAaHUS U 00IIIee co/iepKaHne
OCHOBHBIX HOPMATHUBHO — IIPABOBBIX
aKTOB, PETYIHPYIOMNX (HUHAHCOBYIO
JeSITeNIbHOCTh, B TOM YHUCIIE
O¥O/KETHBIC, HAJIOTOBBIC, BAJTFOTHBIC
OTHOIIICHUS |

CTyneHT JOJKEH 3HATh:
HAaMMEHOBaHUS U 00IIee
CoJIep’KaHre OCHOBHBIX
HOPMATUBHO — MPAaBOBBIX aKTOB,
PETyIHPYIOMHX (PUHAHCOBYIO
IEATEILHOCTD, B TOM YHCIIE
OIOPKETHBIE, HAJIOI'OBEIE,
BAJIIOTHBIE OTHOIIECHUS |

Tect




YMeTb IPOBOJUTH KOMIUIEKCHBIN MOKCK U CTyIeHT J0JIKEH YMETh: Beinonnerye
CHCTEMATU3AIUI0 HOPMATHBHO- [POBOJIMTH KOMILIEKCHBIH mouck | Pedepara
IpaBoBoOi MH(pOPMALWH; CHCTEMATH3AIUI0 HOPMATUBHO-
UCIIOJIb30BaTh [IPABOBYIO MPaBOBOH HH(OPMALH,
uH(OpMAaIMIO TIpK paccMoTperun | HCHOIL30BATE HPABOBYIO
AHATM3E OTHOIICHHH, Bo3HMKatoupx B | MH(OPMALIHIO TIPH PACCMOTPEHAH 1
(DMHAHCOBOI JIESTENHHOCTH, AHAIM3C OTHOUICHHH, BOSHHKAIOLIX
0COGEHHO B GIODKETHBIX, B (DMHAHCOBOM JEATENBHOCTH,
HAJIOTOBBIX, BATIOTHBIX OTHOMIeHWsX; | OCOOCHHO B OIOIUKCTHBIX,
HAJIOTOBBIX, BAIIOTHBIX
OTHOILIEHUSAX;
Bnanets [Ipe3enTanus

HaBbIKaMU aHaJIM3a HOPMATUBHO-
IIpaBoBOM MHGOPMALIUU U €€
MIPUMEHEHHUS B OI0/KETHBIX,
HAJIOTOBbIX, BaJIOTHBIX OTHOLLIEHUSAX.

CTyneHT 10JIKEH BlaleTh.
HaBbIKaMU aHaJIM3a HOPMaTHUBHO-
IPaBOBOM MHPOPMAIUH U €€
HNpUMEHEHHS B OI0JIKETHBIX,
HaJIOTOBBIX, BATIOTHBIX
OTHOIICHHUSX.

ITK20 cniocoGHOCTBIO BECTH pabOTy MO HAIOTOBOMY IUIAHUPOBAHHUIO B COCTAaBE OIOJKETOB OO KETHON
cucreMsl Poccuiickon @enepannn

3natb TEOPETUKO-METOANYECKHE OCHOBBI CTyAeHT A0JIKEeH 3HaTh! Tect
OpraHM3alMy, OCYUIECTBIICHUS U TEOPETHUKO-METOJUUECKHNE OCHOBBI
JOKYMEHTAIlMOHHOTO O(pOpMIICHUS OpraHu3aliy, OCYIIECTBICHUS U
HAJIOTOBOI'O TUIAHUPOBAHHUS JOXOA0B | TOKYMEHTALIMOHHOTO O(OPMIICHUS
010/15KeTOB OIOJKETHON CUCTEMBbI HAJIOrOBOT'O TUIAHUPOBAHUS
P®; cucremy xareropuii, JI0X0JI0B OIOKETOB OIO/IKETHOMN
[I0Ka3aTesei, METO0B U cucreMbl PO; cucreMy kareropuu,
MHCTPYMEHTOB, 00€CIIeYMBAIOIINX I0Ka3aTesel, MeTo10B U
(YHKIMOHUPOBAHUE CHCTEMBI MHCTPYMEHTOB, 00eCreUrBarOIINX
HAJIOTOBOI'O TNIAHUPOBAHUS; (YHKLMOHUPOBAHUE CUCTEMbI
OpPUEHTHUPBI COBPEMEHHOIO HAJIOTOBOT'O IJIAaHUPOBAHMS;

HAJIOrOBOI'0 TUIAHUPOBAHUS. - OPHEHTHPHI COBPEMEHHOTO
HAJIOTOBOT'O IJJAHUPOBAHMS.

YMets JIOKYMEHTAIIMOHHOE 0()OPMIIATE CTY/IEHT JIOJKEH YMETH: Beinonnenne
pacueTsl IUIAHOBBIX TIOKa3aTeel ¢ JOKYMEHTAIMOHHOE 0(OPMIIAT pedepara
yu€TOM crietupuKy IIAHUPOBAHUS pacyeTsl IJIaHOBBIX MOKa3aTelel ¢
Pa3HOBUHOCTEH HAJIOTOBBIX JOXOAOB | y4€TOM CHelU(UKU MTaHUPOBAHUS
U IPONOPLUM UX pacrpeneaeHus Pa3HOBUIHOCTEN HAJIOTOBBIX
Mex1y OrojKeTaMu OI0KETHON JI0XOZI0B Y PONIOPLIHANA UX
cucremsl PO. pacnpeneseHus MeXy

OromxeTaMu OIO/IKETHON CUCTEMBI
PO.
Bnanets [IpesenTanus

HaBBIKAMHN I[OKYMeHTI/IpOBaHI/If{
OCYIIECTBIICHUS pacYETOB MO
HAJIOTOBOMY IJIAHUPOBAHUIO TOXOJIOB
OI0KETOB OI0MKETHON cucTeMEI PD.

CryneHT JOJKEH BIA/ICTh:
HABBIKAMU JIOKYMEHTHPOBAHHUS
OCYIIECTBIICHUS pacYETOB IO
HAJIOTOBOMY TTAHHPOBAHHIO
JI0XO0I0B OIO/IPKETOB OO KETHOM
cuctemsl PO,




CtpykTypa ¥ cogep:KaHue TUCHUTINHBI

TemMarnyecKkuii MJIaH JUCHUILIHHBI

HasBanue teMbl

Coneprxanue

Jlurepa-
Typa

dopmupyemble
KOMIIETCHIINH

Pons
JOKYMEHTUPOBaHUS
YIIPABJIEHYECKOU
NeSITENIbHOCTH B
pa3BUTUU
o01ecTBa

[TonsTue nokymenta. [lepBblie coxpaHuBIIHECS
JIOKYMEHTBI B UCTOPUH YEJIOBEUECTBA.

Mmuoroo6pasue GopM COBpEeMEHHON JOKYMEHTAIIHH.
JlokyMeHTupOoBaHre HHPOPMAIUH.
JlokyMeHTHupOBaHuE onepaluil ¢ JOKyMEHTaMu 1
IIPOLIECCOB YIIPABJIEHUS JOKYMEHTaMH.

[TonsiTve 1 cocTaB HOPMAaTUBHO-METOAMYECKOMN 0a3bl
JOKYMEHTHUPOBAHHUS YIIPABIEHUYECKON JAESITEIBHOCTH.
3akoHoaTenbcTBO PD B 001acTH TOKYMEHTHPOBAHUS
YIPAaBJICHYECKOU

JESATEIBHOCTH.

I'paxxnanckuii konekc P®, Tpynosoii kogekc PO,
VYronosHb kKogeke P o nokymeHrax,
COIPOBOKAAIOIINX TPAKTAHCKUE U TPYIOBbIE
OTHOIIEHHUS, O IPAaBOHAPYIICHUSX B
JOKYMEHTUPOBAHUU YNPABICHUECKOHN 1€ATEIbHOCTH.
HopmatuHzble paBoBbie akThl PO o cranaapTusanuy,
nH(popmaiuu 1 nHGOpPMaATH3ALNUU, TOCYIAPCTBEHHON 1
KOMMEPUECKOH TallHax, apXUBax U apXUBHOM JEIIE,
CBSI3M U [TIOYTOBOMW CBS3U U JIP.

KyMynsaTuBHBIN (HAKOMUTEIBHBIN) TOTOK
JIOKYMEHTALUH - «OyMa)XHbIil OyM», €ro NpUYrHbI U
OCHOBHBIE ITyTH €0 COKpAILEHUSI.

[TonuTHKa ynpaBieHus: JOKyMEHTaMH.

Crparterus ynpasieHHs JOKyMEHTaMU B OpraHU3aliHy.
VYHudukauus u cTaHaapTU3aLus J0KyMEHTUPOBAHHUS.
Jlenonpon3BoACTBO U apXUBHOE JEII0.

Cucrema cranapToB 1o nHGOpMaLuy,
OMOIMOTEYHOMY U U3/1aTEIbCKOMY JIETTY.

8.1.1,
8.2.1,

8.1.2,
8.1.3

ITK5 3narn
ITK5 Ymetn
T1K5 Baanets
I1K22 3uats
I1K22 Ymetn
T[1K22 Bnanetsb

OOu1ue nmpaBuia
odopmiieHus
JOKyMEHTOB

[TonsiTre u coctaB pekBU3UTOB. TpeOoBaHuUs K
oopMIIEHHIO PEKBU3UTOB.

[Nocynapctennsrii repd PD; repd cyonekra PD;
sMOJieMa OpraHu3alyy WK TOBAPHBIN 3HAK (3HAK
00CITy)KMBaHUsI); KOJ OpPraHU3alii; OCHOBHOM
roCyJapCcTBeHHbIH peructpaionnsii Homep (OI'PH)
IOpUAMYECKOTO JIMIA; UACHTH()UKAIIMOHHBIA HOMEP
HaJIOTOIUIATEIbIIMKA/KOI NPUYMHBI IIOCTAHOBKHU Ha
yuet; kox popmel fokymenTa (OKYJ1); HaumeHoBaHue
OpraHHM3alyH; CIPAaBOYHBIC JaHHBIC 00 OpraHu3allHy,;
HaMMEHOBAHUE BH/IA JJOKYMEHTA; JIaTa JOKyMECHTA,
PETrUCTPAIMOHHBII HOMEP JTIOKYMEHTA; CChIJIKA Ha
PETHCTPAIIMOHHBIA HOMEp U ATy JOKYMEHTa; MECTO
COCTABJICHUS WJIM U3/IaHHs JOKYMEHTa; TP
OrpaHMYCHUS TOCTYIIA K JOKYMEHTY; ajapecar; Tpud
YTBEPIKACHHS JJOKYMEHTA; PE30JIIOIIHS; 3aT0JIOBOK K
TEKCTY; OTMETKA O KOHTPOJIC; TEKCT IOKYMCHTA;
OTMETKa O HaJIMYMH NPUIIOKESHUS; TIOAMUCH; TP
COTJIACOBAHUS IOKYMEHTA; BU3bI COTVIACOBAHMUS
JIOKyMEHTa; OTTHCK [IeYaTh; OTMETKA O 3aBEPCHUU

8.1.1,
8.2.1,

8.1.2,
8.1.3

I1K5 3Hath
IIK5 Ymerts
I1K5 Bnagers
I1K22 3uats
I[1IK22 YmMmetn
[1K22 Bnagers
I1K20 3uatn
I1IK20 Ymetn
I1K20 Biazgers




KOIIUM;, OTMETKA 00 UCIIOJHUTENIE; OTMETKA 00
VCIIOJIHEHUH JIOKYMEHTA U HallpaBJICHUU €r0 B JIEJI0;
OTMETKA O MOCTYIUICHUH JOKYMEHTA B OPraHU3aLUIO;
UACHTU(DUKATOP SJIEKTPOHHOU KOIUU JOKYMEHTA.

Ocobennoctu
SA3bIKA U CTUIIA
CITyKeOHBIX
JIOKYMEHTOB

Od¢ununanbHO-1€I0BON CTHIIb — PYHKIIMOHAJIbHAS
Pa3HOBHIHOCTH SI3bIKA B Chepe YIpaBICHUS.

OO6u1me TpeOOBaHUS K S3bIKY U CTUIIIO U3JIOKECHUS
JIOKyMEHTA: TIOJIHOTa (MUHUMAJIbHASL IOCTATOYHOCTB)
UH(POPMAIINHU, CMBICTIOBAs TOYHOCTD U3JIOKECHHS,
JaKOHU3M

(GopMyIIMPOBOK, OJIHO3HAYHOCTH TOJIKOBAHMS,
HeUTpasbHas SKCIIPECCUBHAs OKpacKa, TeMaTH4ecKast
OTPaHUYEHHOCTh B MPUMEHEHHUH SI3BIKOBBIX CPEJICTB U
zp.

Jlexcuka JOKYMEHTOB: HACHIILIEHHOCTh TEPMUHAMH;
cOOJII0ZIEHHE HOPM COYETAEMOCTH CJIOB, TEHJICHIUS K
yHH(UKAIUN CIIOBOCOYETAHNH B TUTIOBBIX CUTYaIIHsX,
UCIIONIb30BaHME PEUYEBBIX KiHUIIe ((hpa3eosoru3MoB).
Opdorpadus: npuMeHEeHHE TPOIMCHBIX OYKB B
reorpapMuecKux Ha3BaHUSIX, HAUMEHOBAHUSAX
OpraHu3alyii, UMEHax cOOCTBEHHBIX.

['pammaTHKa: onpesaeneHue pojaa, yucia, Tumna
CKJIOHEHHMs, COIJIacoBaHus ciioB. CHHTaKCHUC U
MYHKTYalusi: TOPSIOK CJIOB, COTJIACOBAHHE
MOJIJIEKAIIET0 U CKa3yeMOoro, Ipu4yacTHbIE U
JieeTprUYacTHbIe 000POTHI.

CnoBooOpazoBanue. YorpebieHrne 3aMMCTBOBAHHBIX
CJIOB, YUCITUTEIbHBIX, COKpPAIIEHUH.

VYnorpebiieHue cI0B B OJHOTUITHBIX HaIeKHbIX
dopmax.

OrpanuyeHHOe ynoTpeOyieHHe IJ1arojioB B IMYHOM
dopme.

VYcTrpaneHne omnOOK U pellieHue SI3bIKOBBIX MPodIemM
npu 0o(pOpMIIEHUHU TOKYMEHTOB.

8.1.1,
8.2.1,

8.1.2,
8.1.3

ITK5 3narn
ITK5 YMmetn
T1K5 Baanetsb
I1K22 3uats
I1K22 YmMmetn
T1K22 Baanetsb

Cucrema
yIIpaBiIeHUsA
JTIOKyMEHTaMH

ITomnTnka yYpaBJIC€HUA JOKYMCHTAMU OpFaHI/I?:aIII/II/I:
HEOOXOAMMOCTh U MPEUMYIIECTBA, PEryJIUpPYHOIIast
cpe/ia ¥ OTBETCTBEHHOCTb.

[MpuHIMOB pa3pabOTKU MPOrPaMM yIpaBICHHS
JIOKYMEHTaMH.

OOmmue XxapaKTepUCTUKN JOKYMEHTHBIX CHCTEM.
[IpoekTupoBanue 1 BHEIPEHHE JOKYMEHTHBIX CUCTEM:
JIOKYMEHTUPOBAHHE OIEPALNH; 3allIUTa MATEPUATbHBIX
HOCHTENeH HH(POPMALUH; JOCTYII, IOMCK U
HCIIOJIb30BAHUC, XpaHCHHUEC U YHUUTOXCHUC
JIOKYMEHTOB.

Meto1010THsl TPOSKTUPOBAHKS U BHEPEHHUS
JOKYMCHTHBIX CHUCTCM. MpEaABApPUTCIILHOC
o0cneoBaHuUe; aHAIHU3 JEJIOBOH AEATEILHOCTH,
orpezieTieHne TpeOOBaHHUH K IOKYMEHTaM; OLIEHKa
CYILECTBYIOIINX CUCTEM; ONPEAEICHHE CTPATEer it
cobuoieHust TpeOoBaHUM

K JIOKYMEHTaM; IIPOEKTUPOBAHUE JOKYMEHTHOU
CUCTEMBI, BHCAPCHUC I[OKYMeHTHOI\/’I CHUCTEMBI.
[pekpamieHne mpuMeHEHUs] JOKYMEHTHBIX CHCTEM.
[Tpouecchl ynpaBiaeHHsi JOKYMEHTAMU U KOHTPOJIb;

8.1.1,
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ITK5 3narn
ITK5 Ymetn
I1K5 Bnagers
I1K22 3uatn
I1K22 Ymetn
T[1K22 Bnanetsb
T1K20 Bnanets
ITK20 Ymeth
I1K20 3uatn




OTpesiesIieHuE CPOKOB XPaHEHUSI JOKYMEHTOB,;
BKJIIOUEHUE JIOKYMEHTOB B CUCTEMY; PETUCTPALINS;
KJaccu(uKalys, XpaHeHle u oOpalieHue ¢
JIOKyMEHTaMH; IOCTYI K JOKyMeHTaM (CBOOOIHBIH 1
OTpaHUYCHHBIN);

KOHTPOJIb IBUKEHMSI M UCII0JIb30BAHUS JOKYMEHTOB
(KOHTPOJIb TEHCTBHIA, KOHTPOJIb MECTOIOIOKCHHMS
JOKyMEHTa); 0TOOp U mepeaya JOKyMEHTOB Ha
HOCIIEAYIOLEe XPAaHEHUE U YHUUYTOXKEHHE.
JIoKyMeHTUpOBaHKE IPOLIECCOB YIPABICHUS
JIOKYMEHTaMH.

MOHUTOPHHT U ayIHT.

Jonrocpounas nporpamma o0y4yeHHs IepcoHaa
OpraHu3alyy B 00JaCTH YIIPABICHUS JOKYMEHTAMHU.
[Tpumenenue oOyyaromuX UHCTPYKIIUH.

ITopsnox
JBAKEHUS
JOKYMEHTOB B
OpraHu3alnx

[Tonatue 10KyMeHTO000OpPOTA M €r0 OCHOBHBIE JTAIlbI.
Bxopnsmue, BHyTpeHHHE U HCXOSIINE TOKYMEHTHI
UX JOKYyMEHTOOOOPOT.

DKcnenuuuoHHas 00paboTka TOKYMEHTOB,
HOCTYTAIOUIMX B OPraHU3aLIHUIO.

[IpenBapuTesbHOE PACCMOTPEHHE TOKYMEHTOB B
ciyx6e JIOY.

Opranu3anus J0CTaBKH JOKYMEHTA.

Perucrpanus n nHAEKCauUs JOKyMEHTOB.
JIOKyMEHTBI, IOJUIeXKAIIIEe PETUCTPAIIHH.

Wnpexc nokymeHra.

PerucrpannonHsie KypHaIbl B KAPTOUKH.
HcnonHeHne 10KyMEHTOB: CPOKU M KauecTBO.

Otansl ¥ TEXHOJIOTUS KOHTPOJIS UCHIOTHEHUS
JOKYMEHTOB.

CocTtaB JOKyMEHTOB, MOJyIEkKAIUX 0053aTEIIbHOMY
KOHTPOJIFO MCITOJTHEHHS.

O6paboTKa UCIIOJIHEHHBIX JOKYMEHTOB.

AHayu3, METO/Ibl yueTa U COKpAIIEeHUs
JIOKYMEHTO000poTa.

[TpuHIMIBI OpraHU3aMy JOKYMEHTO000pOTa.
Opranu3anys paluoHaIbHOTO JIBHM)KEHUS JT0KYMEHTOB:
TEXHOJIOTUYECKasl CXeMa JIBUKCHHUS JOKYMEHTOB.
JIOKyMEHTONIOTOKH.

OObeKkTUBHBIE U CYOBEKTUBHBIE (DAKTOPHI, BIMSIOIINE
Ha 00bEM JJOKyMEHTOO0O0pOTA.

AHanu3 u cokpaieHre o0bemMa JOKyMeHT0000poTa Ha
pa3HBIX €ro Tamnax.

Co3znanne nH(GOPMaIMOHHO-TTOUCKOBOW CUCTEMBI
OPEANPUATHSI U IPUMEHEHUE KIIaCCU(PHUKATOPOB,
KaTaJIOTOB, CIIPAaBOYHUKOB M CIIOBapeH.

Opranuzanys HHPOPMALMOHHO-CITPABOYHOMN paboThI.
YcTHas U muckMeHHast (GOPMBI TIPEACTABICHUS
uH(GOpMallMK: CIIPaBKa, CBOJHAs Ta0JIMIIA, BHIITUCKHU U3
IpHKa3a, IPOTOKOJIA, PEIIEHUs U APYTHX JTOKYMEHTOB.
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I[1IK22 Ymetn
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CucremaTtuzanus u
XpaHeHue
JIOKYMEHTOB B
OpraHu3alyH.
ITopsnox
oOpareHus ¢
KOH(HICHIMATIbHbI
MU JOKYMEHTaMH1

Howmenknarypa nen. OcHOBHbIE TpeOOBaHUS K
HOMEHKJIaType Aell.

Oransl pa3paboTKU HOMEHKIIATyphI 1€ ONpeieiIeHHE
Kpyra JOKyMEHTOB JUIsl BKJIIOUEHUS B HOMEHKIATYpy
JIEJ1, COCTABJICHUE 3aTr0JIOBKOB JI€J1, PACIIONIOKEHHE
3aroJI0BKOB JIEJI B HOMEHKIIATYpe, YCTAaHOBIICHUE
CPOKOB XpaHEHU JI€]1, UHAEKCalus Aeil.
DKcnepTr3a HEHHOCTH JOKYMEHTA: 0TOOp U rnepenaya
JIeJ Ha MOCIIEeAYIOIIee XPaHEHUE WIM YHUUYTOKEHNE.
Kpurepun onieHKH 1OKyMEHTOB.

[Tpouenypa u JOKyMEHTUPOBAHUE YHUYTOKEHUS
JIOKYMEHTOB.

Opranuzanys TEKyIIEro XpaHeHus: JOKYMEHTOB, €ro
LEJIU U 3a7a4H.

dopmupoBaHue Jien: o0mme TpedoBaHus.
I'pynnupoBka B fies1a OTAENBHBIX KATErOpUi
JIOKYMEHTOB.

[Iponenypa xpaHeHus: TOKyMEHTOB U TpeOOBaHUSA K
HEH.

DnekTpoHHas (popma CUCTEMATHU3AINH U XPaHEHUS
JIOKYMEHTOB.

[Tonsitue, nenu, 3agauu U npoueaypa ohopMICHHU
JIEJT JOJITOBPEMEHHOIO ¥ TIOCTOSIHHOT'O XPaHEHUS.
BuyTpenHss onucs ne.

Onuce 10KyMEHTOB B 3JIEKTPOHHOM BHJIE.

3HavyeHue HH(POPMAITMOHHON OE€30IaCHOCTH.

M cTOYHMKY M KaHAJIBI pacIIpOCTPAHECHMS LIEHHOU
uHbOopMaluu.

[lepeunu cBeneHMi, KOTOPBIE MOTYT U HE MOTYT
COCTaBJIATh TallHYy OPTaHHU3aLUU.

I'pud orpannuenus nocryna K KOH(GUICHINATBHBIM
JIOKYMEHTaM: IIPUCBOEHUE U CHATHE Tpuda ¢
JOKYMEHTa; opopmiieHne Tpuda.

OcHOBHbIE HaNpPaBJICHUS 3AIIUTHI LICHHON
uH(bOpMallMK: IpaBoOBas, OpraHU3alOHHA,

TEXHUYCCKAs U IIPOrpaMMHO-MAaTCMAaTUUICCKas 3alluTa.

Oco0blit opsI0K paboThI IepcoHaa ¢
KOH(HICHIINATBHBIMHA IOKYMEHTAMHU.
O06paboTKa MOCTYNMUBIIMX U OTIPABISIEMBIX
KOH(HICHIIMATbHBIX JOKYMEHTOB.

VYyer u XpaHeHue /ie1 ¢ KOH(UIEHIIMATbHBIMU
JIOKYMEHTaMHU
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ApxuBHOE ApXuB: IOHATHE, 3HAUEHUE U QYHKUIUU. APXUBHBIN 8.1.1, I1K5 3Hatb

XpaHeHue (boHJ KaK 4acTh JOKYMEHTAJIbHOTO (OHAA. 8.2.1, IIK5 Ymets

JIOKYMEHTOB Apxusnsbiit hona Poccuiickoit denepanuu. [1KS5 Bnanets
CrtpykTypa ¥ 3a1a41 TOCyJapCTBEHHON apXUBHON 8.1.2, [1K22 3naTh
ciyx0b1 Poccuu. 8.1.3 [1IK22 Ymeth
HerocynapctBennast yactb apXxuBHOTO (DOH/IA CTPAHBI. [1K22 BianeTts

[opsinok nepeaayu ey B apXHBBHI.

[lepenaua 3aKOHYEHHBIX /€ B apXUB OPraHU3alMU.
Cocrasn YYETHBIX JOKYMCHTOB apXHBa.

JlokyMeHTBI 00111er0 U 000CO0IEHHOTO XpaHEHHUS.
B3anmoneicTBre rocy1JapCTBEHHBIX apPXUBOB C
KOMMCPYCCKUMU OpraHu3aliusiMu.

XpaHeHUEe U UCTIOJIb30BaHUE JOKYMEHTOB apXHBOB.
O06opyaoBaHue apXUBOXPAHUIIUIII.

[Ipo6embl paloOHaNIBHOTO UCHOIB30BAHUS
MOMEIIEHUS U y100CTBa ONEPaTUBHOTIO
HCIIOJIB30BaAHUSA JOKYMCHTOB.

Pucku xpaHeHust JOKyMEHTOB. 3alMTa MOMEILEHUH OT
IPUPOJIHBIX U TEXHOTEHHBIX (PaKTOPOB, OT IOCTYIIA
IMOCTOPOHHUX JIUII.

@DopMBbI UCTIOIB30BAHUS JOKYMEHTOB B
TOCYJapCTBCHHBIX U BEAOMCTBCHHBIX apXHUBaXx.
ApXUBHBIE CIIPaBKH, apXUBHBIE KOIUU JOKYMEHTOB,
BBINKCKU U3 apXUBHBIX JOKYMEHTOB.

VYcnoBusa U3bATHA AOKYMCHTOB M3 apXHBOB.

Pacnpenesnenue 0101:xeTa BpeMeHH 10 BHAaM 3aHATHH ¢ y4eTOM (pOPMBI 00ydeHH s

AyautopHble ydeOHbIe 3aHATH
Kounraktnas CamocTrosTenpHas
paGora 3aHATUA naboparopHbie MIPAaKTUYECKUE pabota
NQ JICKITMOHHOI'O THUIIA pa6OTbI 3aHATHUA
OYHas OHHO- 3a04YHasd | OYHasA OHHO- 3a04YHas | OUHast OHHO- 3a04YHasd | OYHasA OHHO- 3a049Has | OYHas OHHO- 3a049YHast
3a04YHas 3a049YHas 3a04YHas 3a049YHas 3a04YHas
1. 8 3 2 4 1 1 0 0 0 4 2 1 10 12 12
2. 8 3 2 4 1 1 0 0 0 4 2 1 10 12 14
3. 4 4 2 2 2 1 0 0 0 2 2 1 10 12 14
4. 4 4 2 2 2 1 0 0 0 2 2 1 10 12 14
5. 4 4 2 2 2 1 0 0 0 2 2 1 10 12 14
6. 4 4 1.5 2 2 0.5 0 0 0 2 2 1 11 11 14
7. 4 4 0.5 2 2 0.5 0 0 0 2 2 0 11 11 14
[IpomexxyTouHas arrecTauus
4 4 4 0 0 0 0 0 0 0 0 0 32 32 32
Hroro | 40 30 16 18 12 6 0 0 0 18 14 6 104 | 114 | 128

5. MCTOI[H‘-ICCKI/IC YRKa3zaHud 1Jd Oﬁy‘-lalO]III/IXCH IO OCBOCHHMIO JTUCIIUITIJINH bI

B nmnpoumecce o0cBOeHMS JUCHMIUIMHBI CTYACHTY HEOOXOAMMO TIIOCETUTh BCE BH/bI 3aHATHUI,
IIpelyCMOTpPEHHbIE pabouell mporpaMMol JUCUUIUIMHBI U BBIIOJIHUTH KOHTPOJIbHBIE 3aJlaHus, IpeaaracMble
npernojiaBaTeNieM JUlsl YCHEIIHOIO0 OCBOCHMS JUCLMIUIMHBL. Takxke cleayeT HU3y4uTh pabouyro Mporpammy
JUCUMIUIMHBL, B KOTOPOW OIpeAeNieHbl LeNM W 3aJauyd JUCLUMUIUIMHBL, KOMIIETEHLUMH oOydarouierocs,
¢dbopmupyeMble B pe3yibTaTe OCBOEHUS IUCLUUILIMHBI M IUIAHUpPYEMbIe pe3yibTaTbl oOydeHus. PaccmoTpersb
COJIEpKaHKNE TEM JUCLUIUIMHBI; B3aUMOCBS3b TEM JIEKLIMH U MPAKTHYECKUX 3aHATHI; 0I0/1>KET BpeMEHH 10 BUIaM
3aHATUH; OLICHOYHBIE CPEACTBA Ul TEKyLIEH M INPOMEXKYTOYHOM aTTECTALlMM; KPUTEPUU UTOTOBOM OLICHKHU
pe3yJIbTaTOB  OCBOEHHUS JUCUMIUIMHBL. (O3HAKOMHUTBCS C METOJMYECKUMHU MaTephaliaMH, HpPOTrpaMMHO-
MH()OPMALMOHHBIM U MaTEPUAIBHO TEXHUYECKUM 00eCIeYeHUEM AUCIUILIUHBIL.



PaOora Ha nexkmun

JlekoHHBIE 3aHATHS BKJIIOYAIOT W3JIOKEHHE, OOCYXKICHUE W Pa3bsICHEHHE OCHOBHBIX HANPABJICHUN U
BOIIPOCOB M3y4YaeMOW JUCIHILIUHBI, 3HAHUE KOTOPBIX HEOOXOAMMO B XOJ€ pEalU3allMi BCEX OCTAIbHBIX BHJIOB
3aHATUI U B CAMOCTOSITEIFHOM paboTe cTyAeHTOB. Ha JeKIMsIX CTyIeHThI OJIyYaroT caMble HEOOXOIUMbIE 3HAHUS
o u3yudaemoit mpodbneme. HempeMeHHBIM ycioBHEM 1Sl TITyOOKOTO U MPOYHOT'O YCBOCHHs Y4€OHOrO MaTepuana
SIBJISICTCSl YMEHHUE CTYJIEHTOB COCPEAOTOYEHHO CITYIIATh JIEKITUH, aKTHBHO, TBOPYECKH BOCIIPUHUMATD U3JIaracMbIe
cBelleHUs. BHUMaTenbHOE cllyliaHue JEKIH MpenoiaraeT UHTEHCUBHYIO0 YMCTBEHHYIO I€SITEIbHOCTD CTYICHTA.
Kpartkue 3amucu jexiuii, KOHCIIEKTHPOBAHUE MX IMOMOTAET YCBOUTH MaTepual. KOHCIEKT SBIsETCS MOJIE3HBIM
TOr'/1a, KOT'/Ia 3allMCaHO CaMOe CYIIECTBEHHOE, OCHOBHOE. 3alKCh JICKIUI PEKOMEHAYETCS BECTU 110 BO3MOKHOCTH
cOOCTBEHHBIMH (POPMYJTHPOBKAMHU.

KenatenpHO 3amuch OCYNIECTBISATH HAa OJHOM CTpaHMIIE, a CIEAYIOIIYI0 OCTaBISATh AL MPOPadOTKU
y4eOHOr0 MaTepHalia caMOCTOATEIFHO B JIOMAlTHUX yCJIOBUSX. KOHCHIEKT mydine moapas3ieniarTh Ha ITyHKTHI,
naparpadsl, cobOmoas KpacHyr CTpoky. [IpuHIUMNHManeHble MeCTa, ompeaeneHus, (GOopMynibl CcIeayeT
COMPOBOXKATh 3aMeyaHusMHU. PaboTas Haj KOHCIEKTOM JIGKIIMM, BCET/a CJeayeT HCIOJb30BaTh HE TOJIBKO
OCHOBHYIO JINTEPATYPY, HO U Ty JIUTEPATYPy, KOTOPYIO JOMOIHUTEIBHO PEKOMEHI0BAJ JIEKTOP.

[IpakTrueckue 3aHATUS

[ToaroToBKy K NpakTUYECKOMY 3aHATHUIO CJIEAYET HAUMHATH C O3HAKOMIIEHUS C JIEKIIMOHHBIM MaTepHaJioM, C
W3y4YeHUS TIaHa MPAKTHYECKUX 3aHATHIH. OnpeeuBIINCh ¢ TPOOIEMOH, CIeyeT 0OpaTUThCS K PEKOMEHIyeMOi
nuTeparype. Bragenue moHITHHHBIM anmapaToM U3y4aeMoro Kypca SBISIETCS HeOOXOAMMBIM, TIO9TOMY TOTOBSICh
K TpPaKTUYECKUM 3aHATUSAM, CTYJEHTY CJEIYeT aKTUBHO TIIOJIb30BaThCsl  CIIPABOYHOM JIMTEpATypOM:
SHIMKJIOTICAMSIMHA, CJIOBapsiMU U 1Ip. B Xome mpoBeneHus MPaKTUYECKUX 3aHITHN, MaTepuall, W3JaracéMbli Ha
TCKIUAX, 3aKPETUISeTCs, PaCUIMPAETCS U JOTOIHSAETCA MPHU MOATOTOBKE COOOIIeHHH, pedepaToB, BBHIIOIHEHUN
TeCTOBBIX paboT. CTeneHb OCBOSHMSI KaXKJAOW TEMBI OIpEaessieTcsl MpernojaBareiieM B XoAe OOCYXICHHS
OTBETOB CTY/JICHTOB.

CamocTosTenbHas pabora

CryaeHT B mpoinecce oOydeHHUs JOJKEH HE TOJIBKO OCBOUTH Y4EOHYIO MPOrpaMMy, HO U MPHOOPECTH
HaBBIKM CAMOCTOSATEIbHON paboThl. CaMOCTOSITeNIbHAST paboTa CTYJIEHTOB UTPAET BAXKHYIO POJIb B BOCITUTAHUU
CO3HATEJIBHOTO OTHOILIEHUSA CaMHMX CTYJEHTOB K OBJAJCHUIO TEOPETUYECKUMU M NPAKTUUYECKUMH 3HAHUSMH,
MIPUBUTHUM MM TIPHBBIYKH K HAIPaBIIEHHOMY MHTEIUIEKTyalbHOMY Tpyay. CaMocTosiTebHasi paboTa IPOBOJAUTCS C
LeNbl0 yIIIyONeHHs 3HaHWM MO JUCHMIUIMHE. Marepualn, 3aKOHCHEKTUPOBAHHBIM Ha JIEKIUSX, HEOOXOIUMO
PETYISIPHO JTOTOJIHATHh CBEJICHUSMH W3 JIMTEPATYPHBIX MCTOYHUKOB, TPEJICTABICHHBIX B paboueil mporpamme.
W3ydenne nutepatypsl cleayeT HAYMHATH C OCBOCHUS COOTBETCTBYIOIIMX PA3esiOB AUCIUILIMHEI B y4eOHUKAX,
3aTeM 03HAKOMHTHCSI C MOHOTPAa(DUSIMU WM CTAThSIMU 10 TOM TEMATHKE, KOTOPYIO U3y4YaeT CTYACHT, U MOCJIE 3TOTO
— ¢ OpolopamMu U CTaThsIMH, COJEPKAIIMMU MaTepuall, JalIIUN YIIIyOlIeHHOE MPEICTaBICHHE O TeX WM HHBIX
acmeKkTax paccMmaTrpuBaemMoil mpoOnembl. st pacmMpeHus 3HAHUM TIO JUCIHHUIUIMHE CTYIEHTY HEO0O0XO0IMMO
UCTIONB30BaTh MHTEpHET-pecypchl U CHENUMANIM3MPOBAaHHbIE 0a3bl JAHHBIX. MPOBOAMTH MOUCK B Pa3IMYHBIX
CHCTEMAax M MCIOJIb30BaTh MaTepPHUaJIbl CAiTOB, PEKOMEHIOBAHHBIX MPEIOaBaTEIeM Ha JICKIIMOHHBIX 3aHSATHSIX.

[ToaroroBka k ceccuu

OCHOBHBIMH OPHUEHTHPAMH MPH MOATOTOBKE K MPOMEKYTOYHOU aTTECTAIMH IO JUCITUIUIMHE SIBIISIOTCS
KOHCIIEKT JICKIIUI U MepeyeHb PEKOMEHIyeMOoU auTeparypsl. [Ipu moAroToBKe K CECCUU CTYJIEHTY CIEIYET TaK
OpraHu30BaTh Y4eOHYIO paloTy, YTOOBI Mepel MEPBHIM JHEM Haudaja CECCMU OBLIM CHAAHBI U 3AIUINEHBI BCE
npakTudeckre paboTel. OCHOBHOE B MOATOTOBKE K CECCHU — 3TO MOBTOPEHUE BCEr0 Marepuaia Kypca, Io
KOTOPOMY HEOOXOJMMO TPOWUTH arTecTanuio. [Ipm MOArOTOBKE K CECCHU CIIEAyeT BECh 00BEM pabOoThI
pacrpeaenaTb paBHOMEPHO IO IHAM, OTBEAEHHBIM ISl IOJrOTOBKH, KOHTPOJUPOBATh KK/l I€Hb BBITIOJHEHUS
padoTHI.

6. ®OHABI OLIEHOYHBIX CPEACTB JJIs TEKYIIero KOHTPOJIsS YCIIeBAeMOCTH,

l'[pOMe)KyTO‘-IHOﬁ aTTeCTallud U CAMOKOHTPOJIA I10 HTOIraM OCBOCHHUA TUCIUIIJIMHBI
TexHonorust OUEHUBAHUS KOMIETEHUUH (OHIAMU OLIEHOYHBIX CPENCTB. (OPMUPOBAHHE KpPUTEPUEB
OLICHUBAHUs KOMIICTCHIUN,;

H o3HakomiieHue oOyuatouxca B OUOC ¢ kpuTepusiMU OLICHHBAHUS KOHKPETHBIX THUIIOB OLIEHOYHBIX
CPEACTB,;
. OLICHUBAHHUE KOMIIETEHIIUI CTY/IEHTOB C MOMOUIbIO OLEHOYHBIX CPEJICTB MPOrpaMMBbl IPAKTUKHU - 3aIIUTa

OTYeTa o MpakTUke B popme cobeceoBaHus,
. nyonukarus pe3ynbratoB ocBoeHus OITOII B imunom kabunere B OMOC olyuaromierocs,



Tect nast popmupoBanusi «3HaTh» Komnerenuun [MK5
Bompoc Nel. TIpaBuna u opraHu3anuio JOKYMEHTAlMOHHOTO O0ECIIeUeHHUs YIIPaBICHUs Ha MIPEANPUSITUN
YCTaHABJIMBAET:
Bapuanmur omeemog:

1. IlpaBusa BHyTpEHHETO pacnopsaka
2. Nuctpyxuus mo JI0Y
3. Ycras npennpustus

Bompoc Ne2.

Habop pexBu3uToB 0(hUManbHOr0 NUCbMEHHOTO JOKYMEHTA, PACIIOIOKEHHBIX B ONpeeIeHHOM
MIOCJIEIOBATEIbHOCTH, Ha3bIBACTCS:

BapuaHmbl omeemoe:.

1. gopmynsipoM fOKyMeHTa
2. OJIaHKOM JIOKYMEHTA
3. JOKyMEHTOM

BOHpOC Ne3. CpOKOBHﬁ KOHTPOJIb UCIIOJTHCHUS JOKYMCHTA OCYIICCTBIISICTCS.

BapuaHmbl omeemose.

1. pykoBoauTeseM opraHu3aluu
2. cmyx06oit IOY
3. HCIIOJHUTEJIEM ITOPYUYCHHS

Bompoc Ne4.
AyTeHTupHKaLUS — 3TO

BapuaHmbl omeemoe.

1. cnocoOHOCTH NOATBEPAUTH JIUYHOCTH OJIB30BATEIS

2. TIpeIOCTaBJICHUE JIOCTYTA K ONPEISIIEHHBIM JIAHHBIM WITM OTIEPALIUSIM, IIPU YCIIOBUH, UTO ITOJIb30BATEh
TOT, 3a KOro OH ceO0s BbLIaeT

3. MeXaHM3M pa3rpaHHyeHus 10CTyMa K JaHHBIM U (DYHKIUSIM CUCTEMBbI

4. TIOWCK U UCCIIeIOBaHNE MaTeMaTHYECKUX METOJI0B NpeoOpa3oBaHus HHPOPMAIUH

Bomnpoc No5.

brank, copepkamuii 0OAMHAKOBBIN HAOOP PEKBU3UTOB JJIsI BCEX BUIOB JOKYMEHTOB — 3TO ...

BapuaHmbl omeemoe:.

1. enuubli OMaHK
2. OnaHK mrchMa
3. o0mmii GraHk
4. OnaHK KOHKPETHOT'O TOKYMEHTa

Bompoc Ne6.
I'maBHOE MpaBWIIO OpraHU3alru JOKyMEHT0000poTa — 3TO ...

Bapuaumbl omeemoes.

1. crepeoTurnHbple MapLIPyThl IBUKEHUSI CBOMCTBEHHbIE BXOSIIUM JOKYMEHTaM C HAaUMEHBILINMU 3aTpaTaMu
BPEMEHHU

2. omepaTHBHOE NMPOXOKIECHUE JOKYMEHTA 110 HanboJiee KOPOTKOMY H MPSMOMY MapIIpyTy ¢ HAUMEHBITMH
3aTparaMy BpEMEHH

3. cTaOWIBbHBIN MapmpyT ABMKEHHS, KOTOPBIA 3aBUCHT OT COCTaBa M COJIEPKAHUS JOKYMEHTOB U OT
MIPUHATON B OpraHU3alUK TEXHOJIOTHUH padoT ¢ JOKYMEHTaMH1

Bompoc Ne7.
birank nokymeHTta — 310

BapuaHmbl omeemose:.



1. nucr Oymaru ¢ 3apaHee BOCIPOM3BEACHHBIMU PEKBU3UTAMH, COACPIKALTUMU MOCTOSHHYIO HHPOPMALIUIO
00 opraHu3zaluy — aBTOpe JOKyMEHTa

2. JIUCT OyMaru ¢ 3apaHee BOCIIPOM3BEACHHBIMU PEKBU3UTAMH, COJICPKANTUMH MIEPEMECHHYIO HHPOPMAITUIO

00 opraHu3zanuy — aBTOpe JOKyMEHTa

rocyapcTBeHHas Oymara, o0si3aTebHast Ui IPUMEHEHHs B OpraHU3aLiuu

4, aucrt 6YMaFI/I C 3apaHeC BOCIIPOU3BCACHHBIMH PCKBU3UTAMM, COACPKAUMU MMOCTOAHHYIO U IICPCMEHHY O
nH(popMalrio 00 OpraHu3aly — aBTOPE JOKYMEHTa

w

Bonpoc Ne8.
B o0Bbeme 10KyMeHTO000pOTa CelyeT YUUTHIBATh

Bapuaumbl omeemoes.

1. Bce BXopsIKe U UCXOSIINE TOKYMEHTHI 32 OIIPEICTICHHbIN IEpruo/l BPEMEHU

2. BCe BHYTPEHHME JOKYMEHTBI U BCE KOIMU 3a ONpPE/IeICHHBINA Nepro]l BpEMEHH

3. BCe BXOJSIME U UCXOAIINE JOKYMEHTHI 3a ONPEe/IeNICHHbII IepHoa BpeMEHHU

4. Bce BXOJSULIUE, UCXOSIINE U BHYTPEHHHE TOKYMEHTHI, @ TAK)KE BCE KOMMU 3a OIPeIeICHHbIN Nepuo
BPEMEHHU

Bonpoc Ne9.

JlenerupoBanue IpaB A0CTyNa HEOOXOIUMO ...

BapuaHmbl omeemose:.

1. nns mpemocTaBieHUs MpaB KOHTPOJIEpa COTPYIHUKAM OOSI3aHHBIM CIIETUTH 32 IEHCTBUSIMU
MOIB30BaTENIEH CUCTEMBI

2. NI7s OpraHu3alliyé T0CTYyMa K TOKyMEHTaM Ui OTJEI0B OpraHU3alii, KOJUIEKTHBA COTPYAHUKOB,
paboTarIMIMX HAJl OTACIBHBIM IPOEKTOM

3. B cllyyae OTCYTCTBHSI COTPYIHHKA OTBETCTBEHHOTO 32 pa0OTy HaJ JOKYMEHTOM U HEOOXOAMMOCTBIO €€
MPOJIOJKEHHUE B €r0 OTCYTCTBHUE

Bompoc Nel0.

I'pymnmsl qocTyna HeOOXOAUMBEI ...

Bapuaumbl omeemoes.

1. JJI OpFaHI/ISaIII/II/I I[OCTyr[a K )IOK}’MGHTaM JJIs1 OTACIIOB OpFaHI/I3aIII/II/I, KOJUICKTHUBA COTPYJIHI/IKOB,
paboTaromux HajJ OTACITBHBIM TPOCKTOM

2. 7S MpeaoCTaBIeHUs MPaB KOHTPOJIEpa COTPYIHUKAM O0SI3aHHBIM CIIETUTh 32 IEHCTBUSIMU
M0JIb30BaTEIEH CHCTEMBI

3. B cllyyae OTCYTCTBHSI COTPYIHHKA OTBETCTBEHHOTO 32 pa0OTy HaJ JOKYMEHTOM U HEOOXOAMMOCTBIO €€
MPOJIOJKEHUE B €0 OTCYTCTBHE

Bonpoc Nell. ITo cnoco0y JOKyMEHTHPOBaHUs pa3inyaroT JOKYMEHTHI:

BapuaHmbl omeemoe:.

1. tpadapernsie
2. PYKOIIMCHBIEC MIMCEMEHHBIC
3. (popmanr30oBaHHbIE

Bompoc Nel2.
JIoKyMeHTO000pOT — 3TO ...
BapuaHmbl omeemoae:

1. mpouecc noanucaHus U nepeaadn JOKyMEHTa B OpraHU3alluu

2. BUKCHHUE IOKYMEHTOB B OPTaHM3AIMU OT PYKOBOIUTEIS K HCTIOHUTEISIM

3. CIOXHBIN TEXHOJIOIMYECKH MPOIecc, KOTOPbIi BKIIOYALT BCE ONEpaluu 1o IpueMy, nepeaaue,
COCTaBJICHUIO, COTJIACOBAHHIO, O(OPMIICHHIO, YIOCTOBEPEHHIO U OTIIPABKE JTOKYMEHTOB

4. TEXHOJIOTMYECKUH MPOLIECC apXUBHOI'O XPaHEHUS JOKYMEHTOB

Bompoc Nel3. Kakue pekBU3UTBI OTHOCATCS K FOPUAMYSCKHA 3HATUMBIM?

BapuaHmbl omeemoe.



1. nara, perucTpalOHHbII HOMEP JOKyMEHTa
2. 3aroJOBOK K TEKCTY, OTMETKa 00 HCIIOTHHUTENE
3. pe3omrolus, OTMETKA O HAJIMYMH TIPUIIOKEHUI

Bonpoc Nel4. JIns yero npoBoAUTCS YHU(DHUKALHUSA JOKYMEHTOB?

Bapuaumbl omeemoes.

1. 1t TOKYMEHTUPOBAHUS YIIPABICHUYECKOM 1EITEIbHOCTH;
2. 7S opraHu3anuu paboThl C JOKyMEHTaMHU,
3. I CHIKCHHS KOJIMYECTBA IIPUMEHSICMBIX JOKYMEHTOB, CHIDKEHUS TPYJOSMKOCTH UX 00pabOTKH.

Bompoc Nel5. PacnionosxeHne peKBU3UTOB Ha OJIaHKe JOKYMEHTa OlpeaesieTcs:

Bapuanmer omeemos:
1. cocraBuTENIEM JOKYMEHTA,

2. TIpaBWIAMH YHU(DUKAIIMU JOKYMECHTOB,
3. TOCYIIapCTBCHHBIM CTaHIAPTOM.

Bomnpoc Nel6.

Kakoe u3 cneayrommx NOHATHI IPEACTABIISIET IPOU3BOAUTENBHBI SJKOHOMUYECKHUI pecypc:

BapuaHmbl omeemose:.

1. JleHeXHBIH KanmuTal

2. cpeacTBa MPOU3BOJICTBA
3. TporeHT

4. npubbUH

5. HOTpPeOUTEIHCKUE TOBAPHI

Bompoc Nel7.

Kakoe u3 cneayromux NOHATHI IPEACTABISIET IPOU3BOAUTENBHBI SJKOHOMUYECKHUI pecypc:

BapuaHmbl omeemoe.

1. JleHeXHBIH KanmuTal

2. CpeJCcTBa IMIPOU3BOJICTBA
3. TporeHT

4. npubbUH

5. MOTpPeOUTETBCKUE TOBAPHI

Bonpoc Nel8. PexBu3uT nOKyMeHTa — 3TO:

BapuaHmbl omeemoe.

1. tannapTHLIA IUCT OyMaru, Ha KOTOPOM OTOOpa)keHa MOCTOsIHHAs UHPOPMAaLUs U OTBEIECHO
OIIPEAEIEHHOE MECTO AJIsl TIEPEMEHHOU

2. COBOKYIHOCTH PacIOJIOKECHHBIX B OMPEICICHHON MOCIIEIOBATEILHOCTH 3aITUCEH, TIPUCYIITHX
OTpe/ieIEHHbIM BUJIaM JOKYMEHTOB

3. 00s13aTeNbHBIN 2JIEMEHT O(QUITMATFHOTO JOKYMEHTA

Bompoc Nel9. PexBusut «HanmeHoBaHHEe BUA TOKYMEHTa»!

Bapuaumbl omeemoes.

1. no3BoJsieT CyIuTh O Ha3HAYEHUE JOKYMEHTA, ONPEAEIIsIeT COCTaB PEKBU3UTOB U CTPYKTYPY TEKCTa
2. TI03BOJISIET CYAMThH O Ha3BaHUU OPraHU3ALMK — aBTOPA JIOKYMEHTa
3. mpumaeT coaepiKaHUI0 JTOKYMEHTa HOPMATUBHBIN MM IPABOBOW XapaKTep

Bonpoc Ne20. PeructpanmoHHbiii HOMEp JOKYMEHTa — 3TO:

Bapuanmer omeemos:
1. nara ero moAmnuUcaHus WM yTBEPKACHUS;
2. yCJIOBHOE 0003HAYCHHE JOKYMEHTA, IO KOTOPHIM OH BBEJICH B HH(DOPMAIIMOHHO-TIOMCKOBYIO CHCTEMY
OpraHu3allnH;
3. OTMeTKa Ui aBTOMaTHYECKOro MOUCKA JOKYMEHTa (MOXKET BKIFOYATh UM TUCKA, TUPEKTOPHH U (aiina,
COJICPIKAIIEro JAaHHbIH JOKYMEHT).



KpuTepnu OICHKH BBINNOJIHCHUSA 3aJaHUA

Onenka Kpurepuu onenrnBanus

Heynosnersopurensno | ot 0% g0 30% mpaBHIIBHBIX OTBETOB M3 OOIIETO YHCIIa TECTOBBIX 3aaHHMA

VY 10BIETBOPUTETHHO ot 31% 1o 50% npaBUIBHBIX OTBETOB M3 OOIIETO YKCIIA TECTOBBIX 33 aHHMA
Xopor1io ot 51% 1o 80% mpaBUIBHBIX OTBETOB M3 OOIIETO YKCIIA TECTOBBIX 33 aHHMA
OTnuaHO ot 81% o 100% mpaBHIIBHBIX OTBETOB M3 OOIIETO YHCIIa TECTOBBIX 3aaHHMA

BoinosiHeHue pedepara 11 popMupoBanus «YMers» komnerenuuu IIK5S

Pedepars! "JlokyMeHTHpOBaHUE YIPABICHUYECKOU NEATEILHOCTH  J{0JDKHOCTHAS HHCTPYKITHS.

[IpaBusa BHyTpeHHET0 TPYIOBOIO pacnopsika opranuzaun OdopmieHne npoTokosa

JIOKYMEHTBI, IIpeIbsABIsEMbIE IPU 3aKII0YEHUN TPYA0BOro gorosopa. OdopmiieHue Tpya0Boro 10roBopa
Odopmiienre NOKIaaHOM, CITy>KeOHON U 00BSICHUTEIIBHON 3aITUCOK.

JlokyMeHTupOBaHueE Ipolecca npuema Ha padoTy.

Odopmienne yuetHsix (nanbix) KapTouek (¢. Ne T-2, ¢. Ne T-2I'C)

Odopmienue u TOpPSAAOK BEIEHUS TPYAOBbIX KHUKEK: IPUEM, IIEpEeBO/I, yBOJIbHEHHE. JIOKyMEHTUpOBaHUE
IIpOLIECCa YBOJIBHEHUH.

WHcTpyKuus 10 T0KyMEHTHUPOBAHUIO YIIPABJIEHYECKOU AEATEIBHOCTH.

KpnTepml OLICHKHU BBINIOJTHCHUA 3a/JaHUSA

Onenka Kpurepun onenrnBanus

OOyuaromuiicst He pacKpbUl MaTepUal 1Mo TeMe 3a/IaHus WK MaTepHall paCKpPhIT
MOBEPXHOCTHO, U3JIaraeMblil MaTepuall He CUCTEeMAaTU3UPOBAaH, BHIBOIBI
HeynoBneTBOpUTENBHO | HEIOCTaTOYHO apryMEHTHPOBAHBI, 00YYAIOIINICS HE BBICKAa3bIBAI CBOETO MHEHHH,
HE TIPOSBUJI CIIOCOOHOCTD K aHAJIN3y, UMEIOTCS CMBICIIOBBIC I PEUCBBIC OINOKHY B
pedepare

OO0y4armuiics AEMOHCTPUPYET JOTUYHOCTH M JIOKa3aTEIHbHOCTh M3JI0KEHUS
MaTepuaia 1o TeMe 3aJIaHusl, HO JOIyCKAeT OTACIbHbIC HETOUHOCTH TIPH

Y IOBIETBOPUTEIIBHO | MCIIOMB30BAHUM KIFOUYEBBIX MOHATHI. OOydaromuiics He MPOIeMOHCTPUPOBAT
CIIOCOOHOCTH K HAYYHOMY aHaJIM3y, HE BHICKa3bIBal B pabOTE CBOETO MHEHUH,
JOITYCTHJI OINMOKH B JIOTHYECKOM O0OCHOBAaHUY CBOETO OTBETA

Pedepat Hanvcan rpaMOTHBIM HAYYHBIM SI3BIKOM, UMEET YETKYIO CTPYKTYPY U
JIOTUKY U3JI0KEHUS, TOUKa 3peHus o0ydaroiierocsi 000CHOBaHa, B paboTe
HpI/ICYTCTBYIOT CCBIJIKHM Ha Hay‘IHI)IG NCTOYHUKH, MHCHHUA NU3BCCTHBIX y‘-IéHI)IX B
JIaHHO# oOyacTu

Xopomo

PedepaT Hanucan rpaMOTHBIM HaY4YHBIM SI3bIKOM, UMEET YETKYIO CTPYKTYPY U
JIOTHKY M3JI0KEHHMsI, TOUKa 3peHus: oOydaroiierocs 000CHOBaHa, Ipu pa3zpadoTke
OTnuaHO pedepara UCIoIBL30BaHO HE MEeHee 5-8 HaydHBIX HCTOYHUKOB. B padote
BBIZIBUT'AIOTCS HOBBIC UJACU U TPAKTOBKH, ACMOHCTPHUPYCTCA CIIOCOOHOCTD
o0yyaroIerocsi aHaJIM3upoBaTh MaTepHall, BEIpaXKaeTcsi ero MHEHHUE 1o podieme

IIpe3enTanus ans popmupoBanus «Biaagers» komnerenuun IK5S
Tembl mpe3eHTanuit
Hcnonnenue TpeOoBaHUN N0 AETIONPOU3BOJICTBY XpaHEHHE JOKYMEHTOB
Konnexnnn 10KkyMeHTOB SI3BIK U CTHIIb TOKYMEHTOB
OpraHu3aluoHHbIE JOKYMEHTBI
OpraHu3alnOHHO-PACTIOPAIUTENbHBIE TOKyMEeHTbl OpraHusaius ciiy>kObl JeIONpPOU3BOACTBA B Kajapax
JIOKyMeHTallMOHHOEe 00eCIeYeHNUe YIPpaBICHHs



KpnTepml OLICHKHU BBITNIOJTHCHUA 3a/JaHUSA

OueHka

Kpurepuu orieHuBaHus

HeynosnersopurensHo

B npeseHTanuu He pacKpbITO COAEP KAHUE IIPEICTABIISIEMON TEMBI; UMEIOTCS
(paxTudeckue (comepkareabHbie), opporpapuyeckue U CTUINCTHYSCKHAE OIINOKH.
He npencraBnen nepedens HCTOUHUKOB. L[BeTOBbIE, IPU(TOBBIE pELICHNUS,
pacIoJIOKEHUE TEKCTOB U CXEM HE COOTBETCTBYIOT TPEOOBAaHUAM pealln3aliuu
MPUHLIMIIA HATJISITHOCTU B O0yUEHUU

Y 10BIIETBOPUTEIIHHO

[Ipe3enTanms BKIItOYaeT MeHee 8 ciiaiiZloB OCHOBHOM yacTh. B mpeseHTanum He
IIOJIHOCTBIO PACKPBITO COACPKAHUE MTPEACTABIAEMON TEMBI, HEYETKO ONpEACIICHA
CTPYKTypa Ipe3eHTALUN, UMEIOTCS CoJepKaTesbHbIe, opdorpaduyeckue u
cTIIHCTHYeCKHE ommOku (OoJiee Tpex), NpeICTaBlIeH NepeueHb HCTOYHHKOB.
L[BeToBbI€, MIPU(PTOBBIEC PELICHUS, PACHIOTIOKEHNE TEKCTOB U CXEM
COOTBETCTBYIOT TPEOOBAaHUSAM pealln3alliy IPUHIUIA HATJISAHOCTH B 00yYeHUN

Xopomo

[Ipe3enTanms BitoyaeT MeHee 12 ciaifioB OCHOBHOW 4acT. B mpe3eHTanmm He
IIOJIHOCTBIO PACKPBITO COACPKAHUE NIPEACTABIAEMOM TEMBI, YETKO OIIPEIEIICHA
CTPYKTYypa IIPE3EHTALNN, UMEIOTCSI HE3HAYUTEIIbHBIE COACP/KATEIbHBIE,
opdorpaduyeckue u cTuucTHYeCKre omuoOku (He Oolee Tpex), NpeacTaBiIeH
nepevyeHb UICTOUHUKOB. L[BeTOBbIE, MIPU(TOBBIEC PELICHUS, PACHIOIOKEHNE TEKCTOB
U CXEM B IIOJTHOM Mepe COOTBETCTBYIOT TPEOOBAHUAM peaan3aluy IPUHIIMIIA
HarJIsJHOCTU B 00y4YEeHUU

OTIIMYHO

[Ipe3enTanus BKitoyaeT He MeHee 12 craiiioB OCHOBHOI yacTu. B mpe3enTanuu
MOJIHOCTBIO U IIYOOKO PAaCKpBITO COJAEpKaHUE MPEACTABIAEMOI TEMBbI, YETKO
olpeJieNieHa CTPYKTypa MPE3eHTALNU, OTCYTCTBYIOT (paKTHYECKHE
(coneprkaTenbHble), opporpapuyeckue U CTHIMCTHYSCKHE OUIMOKH, IPEICTaBICH
nepevyeHb UICTOUHUKOB. L[BeToBbIE, MIPU(TOBBIEC PELICHUS, PACHIOIOKEHNE TEKCTOB
U CXE€M COOTBETCTBYIOT TPEOOBAaHUAM pean3aluy MPUHIUIA HATJISITHOCTH B
o0y4yeHun

Tect njst popmupoBanust «3HaTh» KomnereHuuu [MK22

Bonpoc Nel. PexkBu3ut «3arojioBok K TEKCTY»:

BapuaHmbl omeemoe:.

1 OTpa)KacT KpATKOC COACPIKAHUEC NOKYMCHTA
2. TO3BOJISET CYAUTH O Ha3HAYCHUU JOKYMCHTA, OMPCACIISACT COCTAB PCKBU3HUTOB U CTPYKTYPY TCKCTA

3. HCO6XO)II/IM JJIA OHepaTHBHOf/’I CBs3HM C TCM, KTO COCTaBUJI JOKYMCHT

Bompoc No2.

JIOKyMEHTONOTOK — 3TO ...

BapuaHmbl omeemoe.

1 ABHUKCHUC TAHHBIX B OIIPCACICHHOM HAIIPABJICHUN

2. ABHUKCHUC NOKYMCHTOB B PA3HBIX HAIIPABJICHUAX, KOTOPOC IMOCTOAHHO MCHACTCA

3. OpPraHM30BaHHOC ABHIKCHUEC NJOKYMCHTOB M3 OpraHU3allli B PA3HBIX HAIIPABJICHUAX

4. CIIOXMBILIEECS WIHA OpTraHU30BaHHOC B IIpCALCIIax HH(I)OpMaHHOHHOﬁ CUCTCMBI IBMKCHUEC JaHHBIX B
ONpCACIICHHOM HAIIPAaBJICHUH, ITPU YCIIOBHUHU, YTO Y 3TUX JAHHBIX O6I_I_II/II71 HCTOYHUK U O6II_II/II>'I IPUEMHHUK

Bomnpoc Ne3.

Ha 6a3e npoaykra LotusNotes dupmer LotusDevelopmentCorporation paspaborana cuctema

BapuaHmbl omeemoe.

1. «OfficeMedia»
2. «Effect Office»
3. «bocc-Pedepent»
4. «Optima Workflows




Bompoc Ne4.

OOmenpuHTass METOAUKA MOICUeTa IOKyMEHTO000pOTa MPeAyCMaTPUBAET BHIpAKEHUE €T0 00beMa
IpOoOBI0, B UUCTUTENE KOTOPOU YKA3bIBAETCSI KOJUYECTRO ...

BapuaHmbl omeemoe:.

1 KOIIUI, a B 3HAMEHATeJIe — KOJIMYECTBO BCEX AOKYMCHTOB OpraHU3allun

2. NOAJIMHHUKOB, 4 B 3HAMCHATCJIC — KOJIMYCCTBO BCCX JOKYMCHTOB OpraHHU3aliun
3. IIOAJTMHHHUKOB, a B 3HAMCHATCJIC — KOJIMYCCTBO KOITHI

4, KOIuii, a B 3HaMEHaTeJIe — KOJIMYECTBO IIOAJIMHHUKOB

BOHpOC Nob, I[ena C UCITOJIHCHHBIMU NOKYMCHTAMH ITOCTOAHHOI'O U BPpEMCHHOI'O (CBBII_HC 10 J'ICT) CpOKa
XpaHCHUA MTOJICKAT IICpeaavC U3 CTPYKTYPHOI'O NOAPA3ACICHUA B apXHUB OpraHru3allin (HpI/I €ro HaJ'II/ILII/II/I):

Bapuaumbl omeemoe.

1. Tlo McTEeYCHUH IIATH JIET UX XPAaHSHHS B CTPYKTYPHOM IOIpa3ICTICHUH
2. Ilo ucreyeHnu Tpex JgeT

3. Ilo mcreyeHUM IBYX JIET

4. Tlo ucreyeHur OAHOTO roja

5. Tlocne okoHYaHMS KaJeHAAPHOTO roja

6. ITo ycMOTpEeHHIO CTPYKTYPHOTO IOAPA3ICIICHUS

Bonpoc Ne6. OGs3aHHOCTH 4YiIeHa SKCIIEPTHOW KOMUCCHU TIPEATIPHSITHS:

BapuaHmbl omeemoe:.

1 MMPOBEPATHL COXPAHHOCTb JOKYMCHTOB B IIOAPA3ACIICHUAX
2. OLCHUBATH CTCIICHb CCKPETHOCTU NOKYMCHTOB

3. IMPOBEPATH MPABUIIBHOCTb COCTABJICHUA JOKYMCHTOB

4, MMPOBOAUTDH DKCIICPTHU3Y HEHHOCTU JOKYMCHTOB

5. KOHTPOJHUPOBATH UCITIOJIHCHHUEC JOKYMCHTOB

Bomnpoc Ne7. B nuceme, opopmiaeHHOM Ha O51aHKe (UPMBI, HEIOIYCTUMO HMCIIOJIb30BATh U3JI0KEHUE OT

BapuaHmbl omeemoe:.

1. 1 muua, en. uncna
2. 3 1. en. dyncia
3. 3 1. MH. uncia
4, 1 1. MH.4ncIa

Bompoc Ne8.

Cotpynnuk ciyx0s1 JJOY D0BOIUT A0 HCHONHUTENEH COAEPKAHNSA COOTBETCTBYIOIIETO PACTIOPSHKEHHS B
dopwme:
O3HAaKOMIJICHUS C TECKCTOM IIpHKa3a U MMPOCTABJICHUCM ITOAIINCH KO3HAKOMIICH»

Tun omeema:. MHoTHE U3 MHOTUX
Bapuanmer omeemos:

1. ycTHO mpm BcTpede nepenaTh CoepKaHUue PaCIopsHKEHUS
2. odopMIIeHUs BBITUCKU U3 IPHKa3a

3. M3TOTOBJICHUS JIMILIHEH KONMHU MpUKa3a

4. W3TrOTOBJICHUS KOIHMH JJIS JITIHOTO JIeTia

Bompoc Ne9. BHyTpeHHMIA TOKYMEHT IMTPOXOIUT CISAYIONINE 3TAITBI 00paOOTKH:

BapuaHmbl omeemoe:.

1. cocraBneHHe NPOEKTa — COrIacoBaHUe — OPOPMIICHHE — MOIMUCAHNE — PETUCTPALUs — UCTIOJIHEHUE —
HAaIpaBJICHUE B JIEJIO0

2. TIpHeM — NepBOHaYajbHas 00paboTKa — MPeIBapUTEILHOE PACCMOTPEHUE — PACCMOTPEHUE

PYKOBOJUTENIEM — UCIIOJIHEHUE — HAIIPABJICHUE B JEJI0

COCTaBJIEHHUE MTPOEKTa — COrJIacOBaHUE — 0(OPMIIEHUE — IMOANMCAHUE — PETUCTPALMS — OTIpaBKa

4. mpueM — nepBoHayagbHas 00paboTKa — MpeBapUTEIHLHOE PACCMOTPEHNE — PETUCTPALIUS —
paccMOTpEHHE PYKOBOIUTEIEM — UCIIOJHEHUE — HAIIPABJIEHUE B IEJI0

w



5. oopmiieHHE TOKYMEHTA — IMOAMUCAHNE — PETUCTPALUs — COTJIACOBAHUE — YTBEPIKICHUE — OTHpPABKa
Bompoc Nel0. [lena u3 apxuBa OpraHu3aliy BbIIAIOTCS paOOTHUKAM CTPYKTYPHBIX HOJpa3IeIeHUH TaHHOK
OpraHu3aliy Ha CPOK:

Bapuanmul omeemos:

1. we 6onee 10 nueit
2. He Oosiee 21 nHs
3. He 6ouee 30 nHel

BOHpOC Nell. «HepequM» B ACJIOIIPOU3BOJACTBC HA3BIBACTCA NOKYMCHT, conep;xaumﬁ cen s

Bapuaumbl omeemoes.

1. 06001meHHbIE CBEICHUS TIO OJTHOMY BOTIPOCY

2. CHCTEMAaTH3MPOBAHHOE NEPEUHCIICHUE TIPEIMETOB, JIUI, 00BEKTOB WM PabOT, COCTABICHHBIX B IEJISIX
pacnpocTpaHeHUs] Ha HUX ONPeAeTICHHBIX HOPM WM TPeOOBaHUN

3. TepeyuclieHue JIUI], IPEMETOB, 00BEKTOB B OMPEACICHHOM MOPSIIKE, COCTABJICHHBIN B LIEJSIX
WH(POPMHUPOBAHHUSI WIIU PETUCTPALIUU

BOHpOC Nel2. HpOBepKa HaJIMIWA 1 COCTOSIHUA ACJI B apXUBC (I/ICK.]'IIOLIaSI Ilpe3B]£>I‘laI\/'IH]£>I€ MpoucCmeCcTBus,
CMCHY 3aBCAYIOIICTO apXUBOM U T.l'[.) IIPOXOJUT C NCPHUOJIUIYHOCTBIO:
Bapuaﬂmbz omeemoes.

1. Ia paza BTox
2. Opus pa3 B 3roga
3. OpauH pa3 B Sier

Bonpoc Nel3. IToaroroBka Kk apXMBHOMY XPaHEHUIO MIEPEMTUCKH MPEANPUATHS TIPOUCXOANUT CIEAYIONIHM
obOpazom:
BapuaHmbl omeemoes.

1. mepemnucka xpanutcs oT 1 roga mo 5 ner, 3aTeM nepeaaeTcsB apXuB
2. TIepenucKa XpaHUTCs OT 3 0 5 JIeT ¥ Ha apXUBHOE XPaHCHHE HE Tepe1acTCs
3. mepemnucka XpaHUTCs OT 3 10 5 1eT, 3aTeM nepenaeTcs B apXuB

Bompoc Neld. DkcniepTrsa 1IeHHOCTH TOKYMEHTOB — 3TO ...
Bapuanmer omeemos:

1. BoccTaHOBIICHHE INCPBOHAYAJIbHBIX CBOMCTB U BHEIIITHUX INPHU3HAKOB apXHUBHOI'O NOKYMCHTA

2. OT60p JAOKYMCHTOB Ha IOCYJAApCTBCHHOC XPAHCHUC WJIIM YCTAHOBJICHHUEC CPOKOB UX XpPAHCHUA HAa OCHOBC
HPUHATBIX KPUTEPUEB
3. obecneuenue (I)H?»HKO'XHMH“ICCKOI‘;I COXpPAaHHOCTHU JOKYMCHTOB U UXYYCT

BOHpOC Nel5. Korz{a YHIPaBJICHYCCKOC JiefcTBHE npeanojara€t KOHKpETHOrO UCIIOJIHUTECIIA, TO ITYHKTBL
paCHOpHHHTeHLHOﬁ 4acTH IIpHKa3a JOJLKHBI HAUYUHAThCSI.
Bapuaumbl omeemoes.

1. c ykazanus hamMWINK U UHUIMATIOB UCTIOJTHUTEIIS,
2. C yKa3aHus NOPYYeHUs,
3. ¢ ykazaHWs JOKHOCTH U (haMWINH C HHHUITHATIAMH UCTIOTHUTEIIS

Bormpoc Nel6. 3aroyioBok k TEKCTy CIIy)KEOHOT'O MMUChMa MOXKET OTCYTCTBOBAThH €CIIH TEKCT ...

Bapuaumbl omeemoes.

1. cocraBieH 1o OTHOMY BOIIPOCY

2. OTpa)kaeT pellleHNe HECKOJIIBKUX BOIIPOCOB
3. odopmien Ha Oymare popmara A4

4. ocdopmieH Ha Oymare popmaTta AS

Bomnpoc Nel7. [IpoTrokon —3T0:

Bapuaumbl omeemoes.

1. muCBEMEHHOE COTJIaIlIeHUE CTOPOH, OMPEIEIIAIONIee YCIOBHUS KaKUX-THO0 OTHOIICHHIA;
2. JIOKyMEHT, TOATBEPKIAFOIIHHI (PaKThl, COOBITHS, ICHCTBUS,



3. JIOKYMEHT, CoJiep>Kallluii ONUCaHne MPOU3BOJACTBEHHON JEATEIbHOCTH OpraHU3aIHY,;
4. noxyMeHT, pUKCUpYyIOIMHA X0 00CYK/I€HUs BOIIPOCOB U MPHUHATUS pEIIeHUN Ha COOpaHHH, 3aceJaHUHU.

Bompoc Nel8. I[TpoTokosisl HyMepyOTCsl OPSAAKOBBIMH HOMEPaMHU:

Bapuaumbl omeemoes.

1. B mpezenax BCEro BpeMEHH CYIIECTBOBAHMS OpTraHHU3aINH;
2. B Ipejenax KaJleHJapHOTO roja;
3. B Ipefenax MsTH JIeT.

Bompoc Nel9. JlokyMeHTbI, cocTaBlsieMble KOMUCCHUEH, MTOAMUCHIBAIOTCS:

Bapuaumbl omeemoes.

1. pykoBoauTeneM opraHu3alyy,

2. mpejcenaTesieM KOMUCCHU;

3. mpexcenaTesieM U WICHAMHKOMUCCHH;

4. mpencenaTeneM KOMHUCCHU U CEKPETapeM.
Bompoc Ne20.

OCHOBHBIMU BUJaMH CPOKOBOI'O KOHTPOJIA ABJISIOTCA ...

Bapuanmer omeemos:

1. KOHTpOJIb MO CYIIECTBY PELIEHUS BOIPOCa

2. py4YHOH M aBTOMATH3UPOBAHHBIN KOHTPOJIb

3. TeKyIIuH, mpeaynpeauTeIbHbINA U UTOTOBBIHA

4. exXeHeJeNbHbIH, eXKeMEeCIYHbIN U eKEeKBapTaIbHbIN
Bompoc Ne21.

Ilogx ... KOHTPOJICM TIOHUMAKOT TOATOTOBKY CBEJICHUI O AOKYMCHTAaxX, CPOK UCIIOJTHCHUA KOTOPBIX UCTCKACT
CECTOoaH.

BapuaHmbl omeemoe:.

1. Texymum

2. (puHAHCOBBIM

3. mpenynpeauTenbHbIM
4, UTOTOBBIM

KpuTepnu OICHKH BBINNOJIHCHUSA 3aJaHUA

Onenka Kputepuu onenruBanus

Heynosnersopurensao | ot 0% g0 30% mpaBHIIBHBIX OTBETOB M3 OOIIETO YHCIIA TECTOBBIX 3aaHHMA

VY 10BIETBOPUTETHHO ot 31% 1o 50% npaBUIIBHBIX OTBETOB M3 OOIIETO YKCIIA TECTOBBIX 33 aHHMA
Xopor1io ot 51% 10 80% mpaBUIBHBIX OTBETOB M3 OOIIETO YKCIIA TECTOBBIX 33 aHHMA
OTnuaHO ot 81% o 100% mpaBHIIBHBIX OTBETOB M3 OOIIETO YHCIIa TECTOBBIX 3aaHHMA

BoinosiHeHue pedepara 115 popMupoBaHus «YMeTh» komneTeHuun ITK22

Hctopus nenmonpounsBojactsa B Poccun

I'ocynapcTBeHHOE peryaupoBaHie JOKYMEHTAIMOHHOTO 00eCIeUeHHs yIpaBIeHUs.

Bunpl TOKyMEHTOB 1 MX KiacCUpUKAIM. YHADHUKAIMS U CTaHAaPTH3ALUs YIIPABICHYECKAX TOKYMEHTOB.
OO6uue TpeboBaHMs K 0(OPMIICHUIO TOKYMEHTOB.

[TonsaTne o O6maHKax JOKyMEHTOB. BHIbl OJIaHKOB OpraHM3allMOHHO-PACTIOPSTUTEIHHON JTOKYMEHTAIINH.
TpeboBaHMsI K U3TOTOBICHHIO, YUETY U XPAHEHHUIO IepOOBBIX OJIAHKOB.

Homenknarypa, popmupoBanue u xpanenue jaein. IlpaBuna odopmiienus peksusutoB 16, 19, 20, 22.
OdopmiieHre B JOKyMEHTaX HAlMCAHUS YUCEIL.

XapaKkTepuCTUKa OPraHW3alMOHHO - PACTIPEACIUTEIbHON JOKyMEHTAlMA €€ O(OPMIICHHH M TOPSIOK
paboTHI ¢ HEl.

Ha3znadenue, CTpyKTypa ¥ OPSIIOK BeICHHS YCTaBa IOPUIMUECKOTO JIUIIA



KpnTepml OLICHKHU BBINIOJTHCHUA 3a/JaHUSA

Onenka Kpurepuu onennBanus

OOyuatomuiics He pacKpbUl MaTepHa 10 TeME 3a/1aHus WM MaTepUa pacKphIT
IIOBEPXHOCTHO, U3JIaraéMblil MaTepuall He CUCTEMATU3UPOBaH, BbIBObI
HeynoBneTBOpHUTENBHO | HEIOCTATOYHO apryMEHTUPOBAHBI, 00YYarOIUICs HE BBICKA3bIBaJl CBOETO MHEHM,
HE MPOSIBUJ CIIOCOOHOCTD K aHAJIU3Y, UMEIOTCS CMBICIIOBBIE U pEUEBbIC OIIMOKH B
pedepare

OO0y4armuiicss AEMOHCTPUPYET JOTUYHOCTH M JIOKA3aTEIHbHOCTh M3JI0KEHHUS
MaTepuaa 1o TeMe 3aJlaHusl, HO JOIyCKAeT OTAEIbHbIE HETOYHOCTU IIPH

Y 10BIIETBOPUTEIILHO MCIIOJIb30BAaHUU KJIHOUEBBIX MOHATHI. OOyyaromuiics He MPoIeMOHCTPUPOBAI
CIIOCOOHOCTH K HAyYHOMY aHaJIu3y, HE BbICKa3bIBaJl B pabOTE CBOETO MHEHUH,
JIOITYCTUJT OIIMOKH B JJOTMYECKOM 00OOCHOBAaHHUHU CBOETO OTBETA

Pedepat Hanmcan rpaMOTHBIM HAYYHBIM SI3BIKOM, UMEET YETKYIO CTPYKTYPY U
JIOTUKY U3JI0KEHUS, TOUKa 3peHus o0ydaroiierocsi 000CHOBaHa, B paboTe
MPUCYTCTBYIOT CCHUIKU HA HAyYHbIE HICTOYHUKH, MHEHUS U3BECTHBIX YUEHBIX B
aHHOH o0yacTH

Xoporo

Pedepat Hanucan rpaMOTHBIM HaYYHBIM SI3bIKOM, UMEET YETKYIO CTPYKTYPY U
JIOTUKY M3JIOKEHHsI, TOUKa 3peHust oOydaroiierocs 000CHOBaHa, pu pa3padoTke
OTnu4HO pedepara UCOIB30BAHO HE MeHEe 5-8 HayYHBIX HICTOYHHKOB. B pabote
BBIJIBUTAIOTCSI HOBBIC UJICH U TPAKTOBKH, IEMOHCTPUPYETCS CIIOCOOHOCTh
00yyJaromerocsi aHaJIM3upPOBATh MaTEPHall, BRIPAXKAETCsl €r0 MHEHHE TI0 TIpodiIeme

IIpe3enTanus Ansa popmupoBanus «Biaagers» komnerenuun ITK22
[Ipesentanuu "Jlenonpon3BOACTBO B YIIPaBICHYECKOHN MeATeIbHOCTH  [locTaHOBKA 1€TOMPOU3BOJICTBA B
OpraHu3aIyu
OCHOBBI I€TTOTIPOM3BOJICTBA M TPEOOBAHUS K €T0 BEACHHUIO
JIOKyMeHTallMOHHOEe 00ecIeYeHNne YIpaBIeHHs
Jlenonpon3BOICTBO U JOKYMEHTOO00POT
[TonsATHE, 0COOEHHOCTU U OpraHU3aLus KOH(PUICHINAIBHOTO JIeIOIPOU3BOICTBA

KpuTepnu OICHKH BBINNOJIHCHUSA 3aJaHUA

Onenka Kpurepun onennBanus

B npesenTanuu He pacKpbITO COAEPKAHUE MIPEJICTABISIEMON TEMbI; UMEIOTCS
(akTudeckue (comepkaresbHbie), opporpadudeckue U CTHIUCTHYCCKUAE OIIUOKH.
HeynosnerBopurensHo | He npeacrasiien nepeuens uCTOYHUKOB. L{BeToBBIE, MIpH(TOBBIE pelIeHus,
pacIoJIOKEHUE TEKCTOB U CXEM HE COOTBETCTBYIOT TPEOOBAaHUAM pealln3aliu
NPUHIIMIA HATJSTHOCTU B O0Y4YEeHUHU

[Ipe3enranus BiItoyaeT MeHee 8 ciaiioB OCHOBHOM yacTH. B npeszenTanuu He
IIOJIHOCTBIO PACKPBITO COAEPIKAHUE NPEACTABIAEMON TEMBI, HEYETKO OIpeeIcHa
CTPYKTYpa IPE3CeHTALMU, UMEIOTCS coiepKaTebHble, opdorpaduieckue u
cTIIHCTHYeCcKHe ommOku (OoJee Tpex), NpeICTaBICH NepeueHb HCTOYHHKOB.
[{BeToBBIE, HIPUPTOBBIE PELICHUS, PACIIOIOKEHUE TEKCTOB U CXEM
COOTBETCTBYIOT TP€OOBAaHUSAM pealln3alliy IPUHIUIA HATJISAHOCTH B O0yYeHUN

Y 10BIIE€TBOPUTEIIHLHO

[Ipe3enTanms BitoyaeT MeHee 12 ciaifioB OCHOBHOW 4acT. B mpe3eHTanmu He
IIOJIHOCTBIO PACKPBITO COACPKAHUE NPEACTABIAEMOM TEMBI, YETKO OIIPEIEIICHA
CTPYKTYypa IIPE3EHTALUU, UMEIOTCS HE3HAYUTEIIbHBIE COACPIKATEIIBHBIC,

Xopomo opdorpaduyeckue u cTuucTHYECKre omuoOku (He Ooiee Tpex), NpeacTaBiIeH
nepevyeHb UICTOUHUKOB. L[BeTOBbIE, MIPU(TOBBIEC PELICHUS, PACHIOI0KEHUE TEKCTOB
U CXEM B IIOJIHOM MEpe COOTBETCTBYIOT TPEOOBAHUIM peanu3aliy MPUHIIHUIIA
HarJsJHOCTU B 00y4YEeHUHU




[Ipe3enTanus BkItoYaeT He MeHee 12 cnaiiioB OCHOBHOM yacTu. B npe3enTanmu
MOJTHOCTBIO M TMTYOOKO PACKPBITO COJEPIKAHUE MPEACTABIIEMOI TEMBbI, YETKO
ompezieNieHa CTPYKTypa MPe3eHTaIlud, OTCYTCTBYIOT (haKTUIECKUE

OTan4Ho (comepxarenbHbie), opdhorpaduueckue U CTUINCTHYECKUE OMIMOKH, TPEICTaBICH
nepevYeHb HCTOYHUKOB. L[BeTOBBIC, IpHU(TOBBIC PEIICHMS, PACTIONOKEHNE TEKCTOB
M CXEM COOTBETCTBYIOT TPEOOBAHUSM peaTM3alliy MIPUHIUIIA HATJISITHOCTH B
o0y4eHuu

Tect nist popmupoBanus «3uaTh» komnerenuun K20
Bompoc Nel.
I"apanTHitHOE MHCBMO — 3TO:!

BapuaHmbl omeemoe:.

1. mokyMeHT, cooOIIaomuil 0 MPUONUKEHNHN, YCKOPEHUH, HICTEYSHUH CPOKA UCIIOJIHEHUS! KaKoro-1100
JIeHCTBHS

2. TOKYMEHT, B KOTOPOM TapaHTUPYETCsl OIUIaTa BHIMOIHEHHOW pabOThl WM IPEOCTABICHUE Yero-In00
(pab®oThI, MOMEIIICHHUS U T.]1.)

3. JIOKyMEHT, MOATBEP K TAONINI TOTydeHHEe [ICHHOCTEH

Bompoc Ne2.

KakuM cBOMCTBOM MOKHO OXapaKTCPU30BaATh HATMUKUC Y JOKYMCHTA HCOTHbEMJICMBIX ClIaraCMbIX, oe3 KOTOPBIX
OH CYIIIECTBOBATh HE MOXKET?

Bapuanmur omeemos:

1. BemIecTBEHHOCTE,
2. aTpuOYTHBHOCTb;

Bormpoc Ne3.
[IpuBenenue yero-nubdo K eAMHON cucteme, Gopme, eIMHO00PA3HIO ... ....
Bapuanmur omeemos:

1. yuudukanus,
2. CTaHIAPTU3AIUS

Bompoc Ne4.
JaiiTe onpenenenue GpopmMysipa-oopasia:
Bapuanmur omeemos:

1 COBOKYITHOCTb PCKBU3UTOB ACJIOBOTO ITUCbMaA

2. COBOKYIIHOCTBH PacCIIOJIOKCHHBIX B OHpeHeHCHHOﬁ MOCJICA0BATCIIbHOCTU PCKBU3SUTOB, IIPUCYIIUX BCEM
AOKYMCHTaM onpeneneHHOﬁ CHUCTCMbI JIOKYMCHTAIN

3. COBOKYIIHOCTb PCKBU3UTOB IIPUKA3a

Bomnpoc Neb5.

Z[aTa JOKYMCHTa — 3TO.

Bapuaumbl omeemoes.

1. mara ero moAnUcaHus, MPUHATHS
2. Jara ero MOJAINWCAHUS, TIPUHATHUS, YTBEPIKICHUS, COCTABIICHUS, TaTa COOBITHS
3. 1ara coObITHS

Bormpoc Ne6.

Kakas ¢pyHKIMS OTHOCUTCS K OOIMM (YHKIUSAM TOKYMEHTA:

Bapuaumbl omeemoes.

1. npaBoBas;
2. uH(opMaIoHHas;

Bomnpoc Ne7.

Ha3zoBute pekBU3UT, HE BXOIAIIUN B HOPMYJISIp pELICHUS



BapuaHmbl omeemoe.

1. 3aroyioBok
2. CChUIKA Ha MHJIEKC U JaTy BXOASIIETO JOKyMEHTa
3. moamuce

Bompoc Ne8.

JIOKyMEHT, 3aKpeIUIsIOIIUI TOJKHOCTHOM U YUCICHHBIA COCTaB MPEeANPUATHS C yKazaHueM (oHa
3apa0OTHOM IIaThl — 3TO:

BapuaHmbl omeemoe.

1. noJDKHOCTHAst MHCTPYKIUS
2. TMOJIO)KEHUE
3. IITaTHOE pacrucaHue

Bompoc Ne9.

Ecnu Bam HeO6XO,[[I/IMO NPpEaABABUTDL IPETCH3UU napTHépy, BEI cocTaBute

Bapuaumbl omeemoes.

1. uHpopManMOHHOE MUCEMO
2. THCHMO-TIPETEH3HIO
3. JI0TOBOPHOE TIHCEMO

Bompoc NelO0.

VYKaxuTe OTINYUTEIBHOE CBOMCTBO JOKYMEHTA!

BapuaHmbl omeemose:.

1. KOmMIHOCTS;
2. IOpUIWYecKas CUia;

3. TOYHOCTb.

Bompoc Nell.

WNHpekc nokyMeHTa — 310

BapuaHmbl omeemoe:.

1. mopsAaKoBBIIf HOMEP PErUCTpaLU
2. nudposoe, OyKBeHHOE WM KOMOMHUPOBAaHHOE 0003HAYCHUE IOKYMEHTA, YKa3bIBAIOIIEEe MECTO €T
COCTAaBJICHHA U XPAHCHUA

Bompoc Nel2.

Hazosure AOKYMCHT, HEC BKJIIOUECHHBIN B Ipy1miy BXOAAIIHUX U UCXOOAIIUX JOKYMCHTOB B IIPpHUKa3ax

BapuaHmbl omeemoe:.

1. ormucku
2. axT
3. rpaMoThI

Bompoc Nel3.

HazoBurte HOKYMCHT, HC BXOISIIUN B TpyHairy pactuopAauTCIbHBIX JTOKYMCHTOB

Bapuaumbl omeemoes.

1 crpykTypa u mraTHas YMCICHHOCTD
2. yKa3aHHe
3. MOCTaHOBJICHUE

Bomnpoc Nel4.

H}/)KHO JIK 3aBCPATH ME€YATbIO OPraHU3alun IIPUKa3bl pYKOBOI[I/ITeJ'I}I?

Bapuaumbl omeemoes.

1. Na.
2. Her



Bompoc Nel5.
Kak 10mKHO MPOUCXOIUTh JIeIeHUE IOKYMEHTOB:

Bapuaumbl omeemoes.

1. wa poabl, MOABUIBI, TOAPObLI, PA3HOBUIHOCTH;
2. Ha pOABI, BUAbI, IOJBUIbI, PA3HOBUIHOCTH;
3. Ha BUJIBI, IOABU/IBI, PA3HOBUIHOCTH, POIBI;

Bompoc Nel6.
JIOKyMEeHT, coieprkaluii MHPOpMaLUIo, He IPEJHA3HAYCHHYO IS IIUPOKOr0 PACIPOCTPaHEHUS:

BapuaHmbl omeemoe:.

1. HeomyOIMKOBaHHBII;
2. HemyOJIMKyEeMBbIif;
3. HemepuOIUICCKU.

Bomnpoc Nel7.

Ecimu Bam HGO6XO}II/IMO IMPUTIACUTDh OpraHrU3alrI0O WJIW JOJDKHOCTHOC JIMIIO HAa COBCIIAHUE, BCTPEUY, Brr
COCTaBHUTC

Bapuaumbl omeemoes.

1. nmceMo-npUranieHue
2. CONPOBOJUTEIHHOE IMUCEMO
3. MHMCHbMO-TIOATBEPKIACHUE

Bomnpoc Nel8.

Ecmn pacniopAAnuTECIIbHAA 9aCTh TCKCTA HAYUHACTCA CJI0OBAMU “npenﬂaralo”, TO 3TO
BapuaHmbl omeemose.

1. mpuxa3
2. pacropspKeHHE
3. yKa3zaHue

Bompoc Nel9.

HazoBute pasaei, He BXOJSIIUN B TEKCT yCTaBa

Bapuaumbl omeemoes.

1. DOIHKHOCTHBIE 00SI3aHHOCTH
2. o0LIME TIOJIOKEHUS
3. OpraHu3alMoOHHOE €TUHCTBO

Bomnpoc Ne20.

HC?ITCHI)HOCTB arrapara yrnpaBJICHUs, OXBaTbIBArOIIass BOIIPOCEI JOKYMCHTUPOBAHWA U OPraHu3alun pa6OTBI C
JOKYMEHTAMH — 3TO.

Bapuaumbl omeemoes.

1. noKyMeHTalMOHHOE OOeCIeYeHNE yIpaBICHHs
2. CTaHIapTHU3ALMS
3. cucTema JOKyMEHTaIluu

Bompoc Ne21.

Ecnu Bam HCO6XO,[[I/IMO COCTaBUTH ITKMCBMO, I/IH(bOpMI/Ip}/'IOIJ_Iee aZipecarta O HallpaBJICHUU K HEMY
MMPUCBIIIAEMBIX JOKYMCHTOB, BEI cocTaBute

BapuaHmbl omeemoe.

1. compoBoaMTENBHOE MUCHMO
2. TMCHMO-YBEJIOMJICHUE



KpnTepml OLICHKHU BBINIOJTHCHUA 3a/JaHUSA

Onenka Kpurepuu onenuBanus

Heynosnersopurensno | ot 0% g0 30% mpaBHIIBHBIX OTBETOB M3 OOIIETO YHCIIa TECTOBBIX 3aJaHHMA

Y 10BIETBOPUTETHHO ot 31% 1o 50% npaBUIBHBIX OTBETOB M3 OOIIETO YKCIIAa TECTOBBIX 33 aHHMA
Xopor1io ot 51% 10 80% mpaBUIIBHBIX OTBETOB M3 OOIIETO YKCIIA TECTOBBIX 33 aHHMA
OTnu4HO ot 81% o 100% mpaBHIIBHBIX OTBETOB M3 OOIIETO YHCIIa TECTOBBIX 3aaHHM

BoinosHenue pedepara 118 popMmupoBanus «YMers» komnerennuu K20

OCHOBHBIE TPYIIIBI IOKYMEHTOB.

HopMaTtuBHbIE TOKYMEHTHI TOCYJapCTBEHHBIX OpraHoB. OpraHn3aluOHHbIE TOKYMEHTBI IPEAIPUATH.

JIOJDKHOCTHBIE MHCTPYKIMHU. PacnopsaurenbHple NOKyMEHTHI Ipeanpuatvs. [Ipuka3pl 1Mo OCHOBHOM
NEATEIbHOCTH.

Pacniopsxenus, pemenus. MupopMalinoHHO-CIIpaBOYHbIE TOKYMEHTBHI.

ITpoTokounsl, monHast U Kpatkas popma ux opopmienus. AKTbl. CiyeOHble 1 00bICHUTEIbHbIE 3AIIUCKH.

CnpaBku. Ciry>keOHBIE TOBEPEHHOCTH.

[Tucema, nx KiaaccupuKanys, CTpyKTypa, CTaHJapTHbIE (Ppa3bl U BEIPAKEHUS.

HopwMmbl odunmnanbHO-1€10BOT0 CTHIISA CIYKEOHBIX JOKYMEHTOB. [lenoBoe MHCbMO MEKIYHapOIHOTO
oOpa3sia.

®akcel, TenedoHorpaMmsl. JJoroBopa, KOHTPAKTHI.

CoBpeMeHHbIe CIIOCOObI U TEXHUKA CO3JJaHUS JJOKYMEHTOB.

KpnTepml OLICHKHU BBINIOJTHCHUA 3a/JaHUSA

Onenka Kpurepuu onenuBanus

OOyuaromuiics He pacKpbUl MaTepHa 10 TeME 3a/1aHus UM MaTepUa pacKphIT
IIOBEPXHOCTHO, U3JIaraéMblil MaTepuall He CUCTEMATU3UPOBaH, BbIBObI
HeynoBneTBOpHUTENBHO | HEIOCTaTOYHO apryMEHTUPOBAHBI, 00YYarOIUICS HE BBICKA3bIBaJl CBOETO MHEHM,
HE MPOSIBUJ CIIOCOOHOCTD K aHAJIU3Y, UMEIOTCS CMBICIIOBBIE U pEUEBbIE OIIMOKH B
pedepare

OO0y4armuiicss JAEMOHCTPUPYET JOTUYHOCTH M JIOKAa3aTEIHbHOCTh M3JI0KEHHUS
MaTepuaia 1o TeMe 3aJlaHusl, HO JOIyCKAeT OTAEIbHbIE HETOYHOCTU IIPU

Y 10BIIETBOPUTEIILHO MCIIOJIb30BaHUU KJIHOUEBBIX MOHATHI. OOydaromuiicss He MPOIEMOHCTPUPOBAI
CIIOCOOHOCTH K HAyYHOMY aHaJIu3y, HE BbICKa3bIBaJl B pabOTE CBOETO MHEHUH,
JIOITYCTUJI OIIMOKH B JJOTMYECKOM 00OOCHOBAaHUHU CBOETO OTBETA

Pedepat Hanvcan rpaMOTHBIM HAYYHBIM SI3BIKOM, UMEET YETKYIO CTPYKTYPY U
JIOTUKY U3JI0KEHUS, TOUKa 3peHus o0ydaroiierocsi 000CHOBaHa, B paboTe
MPUCYTCTBYIOT CCHUIKU HA HAyYHbIE HICTOYHUKH, MHEHUS U3BECTHBIX YUEHBIX B
aHHOH o0yacTH

Xoporo

Pedepat Hanucan rpaMOTHBIM HAYYHBIM SI3bIKOM, UMEET YETKYIO CTPYKTYPY U
JIOTUKY M3JIOKEHHsI, TOUKa 3peHust oOydaroiierocs 000CHOBaHa, pu pa3padoTke
OTnuaHO pedepara UCOIB30BAaHO HE MeHEe 5-8 HayYHBIX HICTOYHHKOB. B pabote
BBIJIBUTAIOTCSI HOBBIC UJICH U TPAKTOBKH, IEMOHCTPHPYETCS CIIOCOOHOCTH
00yyJaromerocsi aHaJIM3uPOBATh MaTEPHall, BRIPAXKAETCsl €Tr0 MHEHHE TI0 TIpodiIeme

IIpe3enTanus aias popmupoBanus «Biaagers» komnerenuun IK20

YHI/I(bI/IKaIII/Ifl " CTaHaapTU3alusd yIpaBJICHYCCKUX TOKYMCHTOB.

HopmartuBHO-MeToMueckass 6a3a JOKYMEHTHPOBAHUS YIPABICHYECKOM AEATENbHOCTH U OpraHU3alUH
paboThI ¢ JOKYMEHTaMH.

[lpaBuna  odopmieHHus  ymnpaBieHYeCKHX  (OpraHU3allMOHHO-PACHOPSIUTENBHBIX)  JOKYMEHTOB.
CocraBieHne 10KyMeHTOB. TpeOoBaHUS K TEKCTY JOKYMEHTA.

IlonroroBka OKyMEHTOB Ha KOMIIBIOTEPE.

OOb1epoccuiickuil KJ1acCU(PUKATOP YIPaBICHUECKON T0KyMEHTALUN



KpnTepml OLICHKHU BBINIOJTHCHUA 3a/JaHUSA

Onenka Kpurepuu onennBanus

B npeseHTanuu He pacKpbITO COAEPIKAHUE IIPEICTABIISIEMON TEMBI; UMEIOTCS
¢axTudeckue (comepkarenabHbie), opporpapuyeckue U CTUINCTHYSCKHAE OINOKH.
HeynosnerBopurensno | He npeacraien nepeyeHb HCTOUHUKOB. L[BeToBBIE, IPU(TOBBIE peLICHMS,
pAacIoyIoKeHNE TEKCTOB U CXEM HE COOTBETCTBYIOT TPEOOBAHUIM peaan3aluu
MPUHLIMIIA HATJISITHOCTU B O0yUEHUU

[Ipe3enTanms BKIIoOYaeT MeHee 8 ciiaiiZloB OCHOBHOM yacTh. B mpeseHTanum He
IIOJIHOCTBIO PACKPBITO COACPKAHUE MTPEACTABIAEMOM TEMBI, HEYETKO ONpEACIICHa
CTPYKTypa IPE3eHTALUN, UMEIOTCS CoJepKaTesbHbIe, opdorpaduyeckue u
cTIHCTHYeCKHE omoOku (0osee Tpex), MpeICTaBICH epeueHb HCTOUHHKOB.
L[BeToBbI€, MIPU(PTOBBIEC PELICHUS, PACHIOTIOKEHNE TEKCTOB U CXEM
COOTBETCTBYIOT TPEOOBAHMSIM peaTM3aliK MPUHIIMIIA HATJSAHOCTA B O0yUYeHUN

YnoBieTs OPHUTCIIBHO

[Ipe3enTanus BkatoyaeT MeHee 12 cnaiiioB OCHOBHOI uacTu. B mpesenTanuu He
MOJTHOCTBIO PACKPBITO COAEPKAHUE MPEACTABIAEMOM TEMBI, YETKO ONpeIeIeHa
CTPYKTYypa INpe3CcHTalu, UMCIOTCA HEC3HAYUTCIIBHBIC COACPIKATCIIBHBIC,

Xopoto opdorpaduyeckre U CTUINCTHUECKUE OMIMOKHU (He OoJiee Tpex), MpeaCcTaBlIeH
nepeyeHb UICTOYHUKOB. [{BeToBBIE, IpU(TOBBIE PELIEHUS, PACIIONI0KEHNE TEKCTOB
U CXEM B TIOJTHOM MepE COOTBETCTBYIOT TPEOOBAHUIM peaiu3alliy MPUHIIHUIA
HATJISITHOCTH B 00y4YeHUHU

[Ipe3enTanus BKitoyaeT He MeHee 12 craiiioB OCHOBHOI yacTh. B mpe3enTanuu
MOJIHOCTBIO U IIYOOKO PAaCKPBITO COJEpKaHUE MPEACTABIAEMOI TEMBbI, YETKO
orpejiesieHa CTPYKTypa NPe3eHTalu, OTCYTCTBYIOT (haKTUYECKUE

OT1inyHO (coneprkaTenbHble), opporpapuyeckue U CTHIMCTHYSCKHE OUIHOKH, IPEICTaBICH
nepevyeHb UICTOUHUKOB. L[BeToBbIE, MIPU(TOBBIE PELICHUS, PACHIOIOKEHNE TEKCTOB
U CXEM COOTBETCTBYIOT TPeOOBAHUSAM peaTU3aluy MPUHIIMIIA HATJISTHOCTH B
o0y4yeHun

Bonpocel 1J151 mpoBeieHUsI POMEKYTOUHOI ATTECTANMHU M0 HTOraM OCBOEHHSI TUCIUTIIHHBI
Tema 1. Ponb 00KyMeHmupo8anus ynpagienieckou 0esimeibHOCmU 8 passumuu oouecmea

1 ITonstue noxkymeHra. IlepBble cOXpaHUBIIMECS TOKYMEHTHI B ICTOPUH YEJIOBEYECTBA.

2. MHuoroo6pa3ue popm COBpeMEHHOM TOKYMEHTALIUU.

3. JIoOKyMeHTUpOBaHHE UH(POPMALHH.

4. JIOKyMEHTUPOBAaHUE Ollepaluii ¢ JOKyMEHTaMU U IPOLECCOB YIPABJICHUS JOKYMEHTAMH.

5. [lonatne M cocTaB HOPMAaTHUBHO-METOAWYECKOM 0a3bl JOKYMEHTHPOBAHHUS YIpPaBICHUYECKOU
NEeATEILHOCTH. 3aKOHOAATeIbcTBO PD B 001acTH JOKYMEHTHPOBAHMSI YIIPABICHUECKOM

6. NEATEIILHOCTH.

7. I'paxxnanckuii xonekc P®, Tpynoont koxexkc P®, VYronosueli koxekc P® o nokymeHTax,

COIIPOBOXKIAOIUX TIPAXKIAHCKME M TPYNOBBIE OTHOIICHHWS, O IPAaBOHAPYLICHUAX B JOKYMEHTUPOBAHUHU
YIIPaBJICHYECKOMN NEATEIbHOCTH.

8. HopmatuBHble npaBoBble akThl P® o crangaptuzanmu, UHPOpMaUuMud U HH(GOPMATH3ALMH,
roCyJ1apCTBEHHOM M KOMMEPYECKOM TallHaX, apXWBaxX U apXWBHOM JI€JI€, CBS3H U IIOYTOBOU CBSI3U U JP.

0. KymynstuBHbIA (HaKOUTENBHBIM) MOTOK JOKYMEHTALUUH - «OyMaKHbI Oym», €ro NpHYMHBI H
OCHOBHBIE ITyTH €r0 COKPALICHHUS.

10. ITonutrka ynpaBieHus! JOKyMEHTaMHU.

11. Crparerus yrpaBieHusl JOKyMEHTaMU BOpraHU3alyu.

12. VYHubukays u cTaHgapTU3aus J0KyMEHTUPOBAHUS.

13. Jlenonpous3BoACTBO U apXHUBHOE JIETIO.

14. Cucrema cTaHAapTOB MO UHPOPMALIUH,

15. OMOIMOTECYHOMY U U3JIATEIHCKOMY JIETY.

Tema 2. Obwue npasuna ogpopmienus OOKyMeHmMos

16. [Tonsitue 1 coctaB pekBU3UTOB. TpeboBanMs K 0POPMIICHUIO PEKBU3UTOB.

17. I'ocynapcTBennslii repd P®; repd cyobekra P®; smbnema opraHu3aiiy wiv TOBAPHBIN 3HaK (3HaK



oOCiyXMBaHUsI); KOJA OpraHM3allid; OCHOBHOHM TOCYIapCTBEHHBIH peructpaunonHsiii Homep (OI'PH)
IOPUMYECKOTO JINIA; UACHTH(PUKAIMOHHBI HOMEP HaJIOTOIUIATeIbIMKA/KO IPHYUHBI TOCTAHOBKU HA YUET; KOJI
dopmel nokymenta (OKY/l); HauMeHOBaHKE OpraHU3aly; CIIPABOYHBIC JTaHHBIE 00 OpraHH3alMy; HAHMEHOBAHUE
BHJIa JOKYMEHTA,; J1aTa JOKYMEHTA; pErUCTPALMOHHBI HOMEP JOKYMEHTA,; CChUIKA HAa PErUCTPALIMOHHBIN HOMED U
JaTy JOKYMEHTAa, MECTO COCTAaBJICHUS WM M3JaHUs JOKYMEHTa, Ipud OrpaHHYeHUs AOCTyHa K JOKYMEHTY;
azgpecaT; Ipud YTBEp>KIACHUS MOKYMEHTA, PE30JIIOLMs; 3aroJIoBOK K TEKCTY; OTMETKa O KOHTpOJIE; TEKCT
JOKYMEHTa, OTMETKAa O HAIMYMM HPUIOKEHUS; MOJANUCH, TPU( COrnacoBaHMsl TOKYMEHTA; BH3bI COIJIACOBAHMSI
Z[OKYMGHTa; OTTHUCK II€4YaTu, OTMETKA O 3aBCPCHUHN KOIIMH, OTMETKA 00 HCIIOJIHUTEJIC, OTMETKA 00 MCHOJIHEHHUH OOKYMCHTa
W HaAIIpaBJICHUU €ro B JeI0; OTMETKA O MNOCTYIUICHUH JOKYMCHTA B OpFaHI/I3aLII/IIO; I/I,ZleHTI/I(i)I/IKaTOP 3H6KTp0HHOfI KOITMH
JIOKYMEHTA.
Tema 3. Ocobennocmu A3bIKA U CMUTISL CAYHCEOHBIX OOKYMEHMO8

18. OdunmanbHO-1€10BOM CTUIIb — (DYHKIIMOHATbHAsI Pa3HOBUHOCTD SI3bIKA B C(hepe yIpaBICHHUS.

19. OOue TpeOOBaHMs K S3bIKY W CTHIKO HW3JIOKCHHS JOKYMEHTa: TIOJHOTA (MHUHUMAJIbHAS
JIOCTaTOYHOCTbH) MH(OPMAIIMH, CMBICTIOBAs TOYHOCTh M3JIOKECHUS, JTAKOHU3M

20. (OopMyIIHPOBOK, OJTHO3HAYHOCTD TOJIKOBAHMSI, HEMTpaibHas IKCIIPECCUBHAS OKpAcKa, TeMaTH4ecKas
OTrPaHUYEHHOCTD B IIPUMEHEHHH S3BIKOBBIX CPEICTB U AP.

21. Jlexcuka JOKYMEHTOB: HACBIIIEHHOCTh TEPMHHAMHU; COOJIIOJIEHHME HOPM COYETAEMOCTH CIIOB,

TEHICHIUS K YHU(HUKAIMKH CIIOBOCOYETAHWH B THIIOBBIX CHUTYAIMSX, HCIONb30BAHUE PEYEBBIX KIIHIIE
(bpaseonorusmos).

22. Opdorpadus: npumMeHeHHE MPOMUCHBIX OYKB B reorpaMueckux Ha3BaHMAX, HAWMEHOBAHHUSX
OpraHu3aIii, IMEHaX COOCTBEHHBIX.

23. I'pammatuka: ompezieneHue poja, Yucia, THIA CKIOHEHHUs, corjacoBaHus cioB. CHHTaKcuc U
MYHKTYaIyisl: TOPSJOK CJIOB, COTJIACOBAHWE TIOJUICKANIETO W CKa3yeMoro, NPHYACTHBIE W JICCTIPHYACTHEIC
000pOTHI.

24, CnoBooOpazoBanue. YnorpediieHne 3aMMCTBOBAHHBIX CJIOB, YUCIUTENbHBIX, COKpPAILCHUH.

25. VYnorpebiieHre cI0B B OAHOTUITHBIX MAJIEKHBIX (hopMax.

26. OrpaHndeHHOE YITOTpeOJICHNE TI1arojioB B JIMYHOH (opMme.

21. YcrpaneHne omOoK U pelieHue S3bIKOBBIX IPo0OieM Ipu 0(OPMIIEHUH JOKYMEHTOB.

Tema 4. Cucmema ynpasneruss 00KyMeHmMamu

28. [lonutuka ynpaBiaeHHs JOKYMEHTaMH OpraHM3allHU. HEOOXOIMMOCTb U  IPEUMYILIECTBA,
peryaupyromas cpefa u OTBETCTBEHHOCTb.

29. [TpuHuuMns! pa3paboTKKU NPOrpaMM YIpaBIEHUS JOKYMEHTaMU.

30. OO0mue XapakTepUCTUKNA JOKYMEHTHBIX CHCTEM.

3L [IpoexTHpoBaHUe U BHEIPEHHE AOKYMEHTHBIX CHCTEM: JIOKYMEHTHPOBAHUE OIEpalui; 3aImra
MaTepHalbHBIX HOCHUTENeH WH(OpMauK; MOCTYI, MOWCK M WCIONb30BAaHUE; XpAaHCHWE W YHUYTOXKEHUE
JOKYMEHTOB.

32. MeTomoIoTHS  TPOCKTHPOBAHUS W BHEIPEHUS JOKYMEHTHBIX CHCTEM. NpeIBapUTEIILHOES

oOcnenoBaHue; aHAIM3 JICNIOBOW JIEATENBHOCTH; OIpejaelieHne TpeOoBaHUM K JOKyMEHTaM; OIleHKa
CYILECTBYIOIINX CUCTEM; ONpPEeIeHUE CTpaTeruil codto1eHHs TpeOoBaHU

33. K JOKyMEHTaM; IIPOEKTUPOBAHNUE JOKYMEHTHOW CUCTEMBI; BHEAPEHUE JJOKYMEHTHOU CUCTEMBI.
34. [IpexpaiieHue NpuMeHEeHNs TOKyMEHTHBIX CHUCTEM.
35. IIpoueccsl ynpasiaeHus: JOKyMEHTAMU U KOHTPOJIb; OIIPEAEIEHUE CPOKOB XPAaHEHUs IOKYMEHTOB,

BKJIFOYEHHE JTOKYMEHTOB B CHUCTEMY, PErMCTpanus; Kiaccu(uKanus; XpaHeHHe W oOpalieHHe ¢ JIOKyMEHTaMH;
JOCTYI K IOKyMeHTaM (CBOOO/IHBII 1 OrPaHUYCHHBII);

36. KOHTPOJIb  JIBIDKCHHST M HCIOJBb30BaHUS JIOKYMEHTOB (KOHTPOJIb JICHCTBU, KOHTPOJb
MECTOIIOJI0KEHHUS JJOKYMEHTa); 0TOOP U mepeada J0KyMEHTOB Ha IOCIEAYIONIee XPaHCHUE U YHUUTOKEHHE.

37. JIOKyMEHTHUpPOBaHHE MTPOIECCOB YIPABICHUS JOKYMEHTaMHU.

38. MOHUTOPHHT U ayUT.

39. JlonrocpoyHass mnporpaMma OOy4eHHs IIepCOHala OpraHu3alud B O0JIACTH  yIIPaBJIECHUS
JOKYMEHTaMH.

40. [TpumeHeHne 00y4arOIUX UHCTPYKIHH.

Tema 5. Ilopsook 0sudiceHuss OOKYMEHMO8 8 OPeAHU3AYUU

41. [ToHsATHE TOKYMEHTOOOOPOTA U €r0 OCHOBHBIE 3TAIlbI.

42. Bxopsimue, BHyTpeHHHE U HCXOSIINE TOKYMEHTHI H UX JOKyMEHTOOOOPOT.

43. OkcneauuoHHas 00paboTKa JOKYMEHTOB, IIOCTYHAIOIIUX B OPraHU3aIHIo.

44, [IpenBapuTesbHOE pacCMOTpPEHHUE TOKYMEHTOB B ciayx0e J10VY.

45, Opranuzanyst J0CTaBKH JOKYMEHTA.

46. Perucrpanus u nHAEKCANS JOKYMEHTOB.



47. JIOKyMEHTBI, NOJIeKAINE PETUCTPALIUU.

48. WNHunekc noxkymeHra.

49, PerucrpanmoHHbie )KypHaJIbl U KAPTOUKH.

50. Hcnonaenne TOKyMEHTOB: CPOKH 1 KQueCTBO.

ol OTansl U TEXHOJIOTHSI KOHTPOJISL UCTIOJIHEHHS IOKYMEHTOB.

52. CocTtaB JOKYMEHTOB, MOJUIEKAIUX 0053aT€IbHOMY KOHTPOJIIO UCIIOTHEHHUS.

53. O0paboTKa UCHOJIHEHHBIX JOKYMEHTOB.

4. AHam3, METOIBI YU€Ta ¥ COKPAIICHHUS IOKYMEHTO000pOTa.

55. [TpuHIMIBI OpraHU3aluKl JOKYMEHTO000pOTa.

56. Opranmsanysi paroHAIFHOTO JIBMKCHUS JOKYMEHTOB. TEXHOJOTHYECKAsh CXeMa JBIDKEHHS
JOKYMEHTOB.

o7, JIOKyMEHTOIIOTOKH.

58. OOBEeKTUBHBIE U CYOBEKTUBHBIE (PAaKTOPBI, BIMAIOIINE HA 00BEM TOKyMEHTO000pOTa.

59. AnHanus u cokpaleHue oobema JOKyMEHTO000pOTa Ha Pa3HbIX €ro dTanax.

60. Co3nanue nH(HOPMAIIMOHHO-TIOMCKOBON CUCTEMBI IPEANPHUATHS U IPUMEHEHHE KJIACCU(PHUKATOPOB,
KaTaJIOTOB, CIIPAaBOYHUKOB H CIIOBapei.

61. Opranuzanyst ”HGOPMALIMOHHO-CIIPABOYHOM PabOTHI.

62. YcTHas u nucbMeHHast (POpMBbI TPEACTaBICHUS HHPOPMAIIMU: CIIPABKa, CBO/IHAs TAOJIMIIA, BBIIUCKU

13 MPHKa3a, IPOTOKOJIA, PEIICHHUS U APYTHX JOKYMEHTOB.

Tema 6. Cucmemamuszayus u XpaHeHue OOKYMeHmos8 8 opeanusayuu. Ilopsdox obpawenus c
KOHMUOEHYUAIbHBIMU OOKYMEHMAaMU

63. Homenknarypa gen. OcHOBHBIE TpeOOBaHUS K HOMEHKIIATYpE AeIl.

64. Otanbl pa3padOTKM HOMEHKIATYpBl TSN OIpeAeNieHHEe Kpyra ITOKYMEHTOB JUIsl BKIIFOUCHHS B
HOMEHKJIATypy JeJl, COCTaBIIEHHUE 3aroJiOBKOB [IeJl, PACIOJOKEHHWE 3arojiOBKOB Jel B HOMEHKIATYpe,
YCTaHOBJICHUE CPOKOB XpaHEHUS JeJI, HHACKCAIHS SIS

65. OkcnepTu3a IEHHOCTH JOKYMEHTa: OTOOp M Iepefaya Jeil Ha MOCHeylollee XpaHeHHe Win
YHHUYTOXCHHUE.

66. Kpurepun onieHKH 1OKyMEHTOB.

67. [Ipouenypa 1 TOKyMEHTHPOBaHUE YHUUTOKEHHS JJOKYMEHTOB.

68. Opranuzanyst TEKyIero XpaHeHust JOKYMEHTOB, €ro eJId U 33/1a4u.

69. dopmupoBaHue J1ei. 001Hre TpeOOBaHNS.

70. I'pynmnupoBka B 1e71a OTAEIbHBIX KaTEropuil TOKYMEHTOB.

71, [Iponenypa xpaHeHHs JOKYMEHTOB U TpeOOBaHUs K HEH.

72. DnexkTpoHHas popMa CUCTEeMaTH3alMU U XPAHEHHs JOKyMEHTOB.

73. [lonsaTne, memu, 3agaun W mporeaypa O(GOPMIICHHS €]l JOJITOBPEMEHHOTO M TIOCTOSHHOTO
XpaHEHMSI.

74, BryTpeHnHss onuce nel.

75. Onuch JOKYMEHTOB B 3JIEKTPOHHOM BH/IE.

76. 3HaueHne HHPOPMAITMOHHON 0€30TaCHOCTH.

7. VICTOYHMKHM U KaHaJIbl pacCIpOCTPaHEHUs LIEHHOM MH(OPMALIIH.

78. [lepeunu cBeneHui, KOTOPBIE MOT'YT M HE MOTYT COCTaBJIATh TaliHY OpraHU3aliH.

79. I'pud orpannyenus noctyna K KOH(PHUICHIHATbHBIM JTIOKYMEHTaM: IPUCBOCHHUE U CHATHE rpuda c
JOKyMeHTa; oopmiieHHne rpuda.

80. OcHOBHbIE HaNpaBJIeHUs 3aLUTHI IEHHONW MH(OPMALIUK: TPaBOBast, OpraHU3aLMOHHAS, TEXHHUUECKas
Y TIPOrPaMMHO-MaTeMaTHIeCKast 3alHTa.

81. OcoOblit mops10K paboThI epcoHana ¢ KOH(PUICHINATbHBIMUA TOKYMEHTAMHU.

82. O0paboTKa MOCTYNHBIINX U OTIIPABIISIEMBIX KOHPUICHIIMATEHBIX JOKYMEHTOB.

83. VYder u XpaHeHHe e ¢ KOH(UAeHINATbHBIMU T0KYMEHTaMH

Tema 1. ApxusHoe xpanerue 0OKYMeHMO8

84. ADpXHUB: IOHATHUE, 3HAUCHUE U (PyHKUIUH. ApXUBHBIN (POH]T KaK 4acTh JOKYMEHTAIbHOTO (poHIa.

85. Apxusnbiii houn Poccuiickoit @eneparumn.

86. CTpykTypa 1 3a[1au TOCYIapCTBEHHOM apXUBHOH ci1y>k0b1 Poccuu.

87. HerocynapcTBeHHas yacTh apXuBHOTO (POH/IA CTPAHBI.

88. [Topsinok nepeaayuu A€ B apXUBBL.

89. [lepenaya 3aKOHYEHHBIX J1€J B ApPXHUB OPTaHU3AIHH.

90. CocTaB y4eTHbIX JOKyMEHTOB apXHBa.

oL JIOKyMeHTBI 00111er0 1 000CO0JIEHHOTO XpaHEeHUSI.



92. BzauMmoneiictBue r OCYJApCTBCHHBIX apXHUBOB ¢ KOMMCPYCCKUMHA OpraHU3aAIlUsIMU.

9s. XpaHEeHHE U UCTIOJIb30BaHKE IOKYMEHTOB apXuBOB. O00py1I0BaHNE apXUBOXPAHMIIUIIL.

94, [Ipobnembl  palMOHATIBHOTO  HUCIOJB30BAaHMA IOMELIEHMA M yao0cTBa  ONEpaTHBHOIO
UCIOJIb30BaHUS JJOKYMEHTOB.

95. Pucku xpaHeHus: JOKYMEHTOB. 3alliyTa MOMEIIEHUH OT MPUPOAHBIX U TEXHOI'€HHBIX (DaKTOPOB, OT
JOCTyTa NOCTOPOHHUX JIHILI.

96. @DopMBI UCTIONIB30BaHUsA JOKYMEHTOB B TOCYJapCTBEHHBIX U BEOMCTBEHHBIX apXUBaX.

97. ApXVBHBIE CIIPABKH, apXUBHbIE KOIIUU IOKYMEHTOB, BBIIIMCKH U3 apXUBHBIX JOKYMEHTOB.

98. VYcnoBus n3bATHS JOKYMEHTOB U3 ApXHUBOB.

YPOBHI/I N KpUTEpUHA HTOTOBOH OLIEHKH pe3yJabTaTOB OCBOCHUSA THCHUIIIMHDBI

KpI/ITepI/II/I OLICHHNBAaHUA Hroropas omeHka

He3nanue 3HaunTEIBHON YaCTH IPOTPAMMHOTO HeynosnerBopurensno/He3auteHno
MaTepHaia, HeyMEHHUE JJaXKe ¢ TOMOLIBbIO
npenogasaTesis cOpMyJIUpPOBaTh PaBUIIbHbBIE
OTBETHI HA 3a/1aBa€MbIE€ BOIIPOCHI, HEBBIITOJIHEHUE
[IPAKTUYECKUX 3aJaHUI

Yposennl.
HenocraTounsbri

3HaHUE TOJIBKO OCHOBHOTO MaTepHala, JOMyCTUMbI | Y IOBJIETBOPUTEIEHO/3a4TEHO
HETOYHOCTHU B OTBETE HA BOIPOCHI, HAPYILIEHUE
JIOTUYECKON MOCIIEA0BATEIBLHOCTH B U3JI0KEHUH
[IPOrPaMMHOI0 MaTepuana, 3aTpyIHeHUs IPU
pElIeHNH IPAKTUYECKUX 3a7a4

YpoBeHs 2.
bazosBrrit

TBepable 3HaHMS MPOrPaMMHOIO MaTepHara, Xopou1o/3auTeHo
JIONYCTUMbIE HECYLIECTBEHHbIE HETOYHOCTH pU
VYposens 3. OTBETE Ha BOINPOCHI, HAPYILIEHUE JIOTUYECKOI
[ToBbIlIEHHBIN | IOCIEOBATENIBHOCTU B M3JI0KEHUH IIPOIPAMMHOIO
MaTepuaia, 3aTpyIHEHUS IIPU PELLICHUN
IIPAKTUYECKUX 3a]a4

I'my6okoe ocBO€HHE MPOrpaMMHOI0 MaTepHana, OtnryHO/3a4TEHO

JIOTHYECKU CTPOHHOE €ro U3JI0KEHHE, YMEHUE
VYposens 4.

. | CBA3aTh TEOPHIO C BO3MOKHOCTHIO €€ IPUMEHEHUS

[IponBuHYTHIN

Ha MPaKTHKe, CBOOOIHOE pelIeHHe 33134 ’

000CHOBaHHE IPUHATOTO PELICHUS

/. PecypcHoe o0ecnieyeHue TUCHHUIINHBI
JluneH3noHHOE 1. Microsoft Windows
POrpaMMHO- 2. Microsoft Office
UMH(POPMALOHHOE 3. Google Chrome
obecrieueHune 4. Kaspersky Endpoint Security
5. «Antumnaruar.BY3»

CoBpeMeHHbIE 1. Koncynbrant+
npodeccuonanbhbie | 2, http://wWww.garant.ru (pecypchl OTKpBITOTO JOCTYIIA)

0a3bl JaHHBIX

Nupopmarmonnsie | 1. https:/elibrary.ru - Hayunas snexrponnas 6ubnuoreka eLIBRARY.RU (pecypcbr

CIIpaBOYHBIC OTKPBITOTO JOCTYyIa)

CHCTEMBI 2. https://www.rsl.ru - Poccuiickas 'ocynapcTBennast bubnuoreka (pecypcebl
OTKPBITOTO JOCTYyIa)

3. https://link.springer.com - MexayHapoaHas pedepaTiBHas 0a3za TaHHBIX HAYYHBIX
mw3nanuii Springerlink (pecypcbl OTKpBITOroO J0CTYIIA)

4. https://zbmath.org - Mexxaynapoanas pedepatuBHas 6a3a JaHHBIX HAyYHBIX
mwnannii ZDOMATH (pecypchl OTKpBITOTrO 10CTyTIA)



http://www.garant.ru
https://elibrary.ru
https://www.rsl.ru
https://link.springer.com
https://zbmath.org

NHuTepreT-pecypcesl

1. http://window.edu.ru - Uudopmanmonnas cucrema "EnnHoe 0OKHO J0CTyma K
oOpa3oBaTesbHBIM pecypcam”

2. https://openedu.ru - «<HanmonansHas rmiarpopMa OTKPHITOro 00pa30BaHHsI»
(pecypchl OTKPBITOTO JOCTYTIA)

3. http://sbiblio.com/biblio/

4. https://cyberleninka.ru/about

MarepuanbHo-
TEXHUYECKOE
obecrieyeHue

Jleknum:

VYyeOHas aynuropus,

2.7 YueOHas ayIUTOPHUS JUTS IIPOBEICHUS 3aHATHH JICKIIMOHHOTO THIIA, 3aHATHI
CEMUHAPCKOT0 TUIIA, TPYIIOBBIX U UHIUBUTYTBHBIX KOHCYJIBTAIMM, TEKYIIIETO
KOHTPOJISL U IPOMEXKYTOUYHON aTTeCTalluu

70 mocagouHBIX MECTa, pabodyee MECTO MPernoiaBaTelis, OCHAIEHHbIE Y4eOHOH
Ayautopust ocHallleHHas: 000pyA0BaHHUEM U TEXHUYECKHUMH CPEACTBAMH O0YUCHHUS:
- KOMIUIEKTHI Y4eOHOU MeOenH,

- IEMOHCTPAIlMOHHOE 000PYO0BAHUE — IPOEKTOP U KOMIIBIOTED

- y4eOHO-HaTJISTHbIe TTOCOOHS

Crucok I1O Ha HOyTOYyKAaX:

Microsoft Windows (Cy6nunen3uonnsiii jorosop NeTr000153268 ot 12-04-2017
Microsoft Imagine Premium Renewed Subscription 3 year),

Microsoft Office(Cyosmuensuonnsiii gorosop NeTr000235407 ot 16-03-2018),
Google Chrome (Co6oano pacnpoctpansemoe I10),

Kaspersky Endpoint Security(ctannaprasiii Russian Edition 1000-1499 Node 2 year
Education Renewal License ot 20-09-2018 n0 21-11-2020)

bpaysep Cnytauk (CBo6oaHO pacnpoctpansiemoe [10)

IpakTuyeckue 3ausaTust (CeMHUHAPHI):

2.4 YuebHas ayAUTOpUs JUIS IPOBEICHUS 3aHATUH JICKIIMOHHOTO THIIA, 3aHATUI
CEMUHAPCKOT0 TUIIA, TPYIIOBBIX U UHIUBUTYTBHBIX KOHCYJIBTAIHMM, TEKYIIIETO
KOHTPOJISL U IPOMEXKYTOUYHON aTTeCTallun

32 moca0uHBIX MECT,

Aynautopus ocHallleHHasi 000pyI0BaHUEM U TEXHUUECKUMHU CPEICTBaMU OOyUEHUS:
- KOMIUICKTHI y4eOHOU MeOenH,

- IGMOHCTPALlMOHHOE 000pPYy10BaHHE — IPOEKTOP U KOMIIBIOTEPHI,

- knacc [1K, 00beIMHEHHBIX B JIOKAJIBHYIO CETh, C BBIXOOM Ha 3i.noptan MOIOA
Crnucok [10 Ha HOyTOYKaX:

Microsoft Windows (Cy6nunensuonnsiii jorosop NeTr000153268 ot 12-04-2017
Microsoft Imagine Premium Renewed Subscription 3 year),

Microsoft Office(Cy6muuen3uonnsiit goropop NeTr000235407 ot 16-03-2018),
Google Chrome (Co6oano pacnpoctpansemoe I10),

Kaspersky Endpoint Security(crangaptasrit Russian Edition 1000-1499 Node 2 year
Education Renewal License ot 20-09-2018 no 21-11-2020).
NudopmanmonHo-crpaBouHas cucrema «KoHcynbrant — mwitoc» (orosop 06
uHPOPMAMOHHON moaaepkke oT 27 aekabps 2013 roma)

bpaysep Cnytauk (CBo6oaHO pacnpoctpansiemoe [10)

I'pynnoBble 1 MHAUBUAYATbHbIE KOHCYJIbTAIUM, TEKYIIHII KOHTPOJIb:

2.6 YuebHas ayauTopus Ui IPOBEICHUS 3aHATUH JICKIIMOHHOTO TUIIA, 3aHATUI
CEMUHAPCKOT0 TUIIA, TPYIIIOBBIX U UHIUBUIYATBHBIX KOHCYJIBTAIHMM, TEKYIIETO
KOHTPOJISL U IPOMEXKYTOYHON aTTeCTallun

26 mocagoYHBIX MECT,

Aynutopus ocHallleHHasi 000pyI0BaHUEM U TEXHUUECKUMHU CPEICTBaMU O0yUEHUS:
- KOMIUIEKTHI y4eOHOU MeOenH,

- IGMOHCTPALlMOHHOE 000PYy10BaHHE — IPOEKTOP U KOMIIBIOTEPHI,

- knacc [1K, 00beIMHEHHBIX B JIOKAJIBHYIO CETh, C BBIXOJOM Ha 3i.noptain MOIOA
Crnucok 10 Ha HOyTOYKaX:

Microsoft Windows (Cy6aunen3nonssiii qoroop NeTr000153268 ot 12-04-2017



http://window.edu.ru
https://openedu.ru
http://sbiblio.com/biblio/
https://cyberleninka.ru/about

Microsoft Imagine Premium Renewed Subscription 3 year),
Microsoft Office(Cyoumuensuonnsiii gorosop NeTr000235407 ot 16-03-2018),
Google Chrome (Co6oano pacnpocrtpansemoe 110),
Kaspersky Endpoint Security(ctannaprasiii Russian Edition 1000-1499 Node 2 year
Education Renewal License ot 20-09-2018 no 21-11-2020).
HNudopmanmonno-crnpaBoynas cucrema «Koncynbrant — mitoc» (Jlorosop 00
UHPOPMALMOHHOW moepkke oT 27 nekadbps 2013 rona)
Bpaysep Cnyrauk (CBoboano pactpoctpansiemoe [10)
[Ipome:xyTOUHASI aTTECTALMSA
2.7 YueOHas ayIUTOPHUS JUTS IPOBEICHUS 3aHATHH JICKIIMOHHOTO THIIA, 3aHATHI
CEMUHAPCKOT0 TUIA, TPYNIOBBIX U UHAUBUAYATbHBIX KOHCYJIBTAIIUHN, TEKYIIETO
KOHTPOJISI U TIPOMEKYTOYHOH aTTeCTaIluu
70 mocaoYHBIX MECTa,
Ayautopus ocHalleHHas 000pyIOBAaHUEM M TEXHHUECKUMHU CPEICTBAMU OOyUEHUS:
- KOMIUIEKThI y4eOHOI MebenH,
- ISMOHCTPAIIMOHHOE 000PYI0BaHHE — IIPOCKTOP M KOMITHIOTEP
- yueOHO-HarJIsJHbIE TOCOOUS
Crucok 1O Ha HOyTOYyKAaX:

Microsoft Windows (Cy6nuniensuonnsiii toroop NeTr000153268 ot 12-04-2017
Microsoft Imagine Premium Renewed Subscription 3 year),
Microsoft Office(Cyosmuensuonnsiii gorosop NeTr000235407 ot 16-03-2018),
Google Chrome (Co6oano pacrnpoctpansemoe 110),
Kaspersky Endpoint Security(ctannaprasiii Russian Edition 1000-1499 Node 2 year
Education Renewal License ot 20-09-2018 no 21-11-2020)

Bbpaysep Cnytauk (CBob6oaHOo pactpoctpansiemoe [10)

8. YueOHoO-MeTOANYeCKHE MATePHAJIbI

Kon-Bo Anpec
Ne ABTOp HasBanue W3natenscTBO Ton Bun ° 9JIEKTPOHHOTO Bun
n3naHus | m3ganus | Oubmauo- JoCTyma
pecypca
Teke
1 2 3 4 5 6 7 8 9
8.1 OcHoBHas aUTEpaTypa
8.1.1 | Kaypman JokymentupoBa | OMckuii rocyjapcTBeHHBII 2014 yaebHoe | - http://www. o
H.IO. HHE HHCTUTYT cepBuca, OMcKuit nocobue iprbookshop.ru | moruny
YIPaBICHYECKON | TOCYIapCTBEHHBIN TEXHUYECKUH /26681.html u
JeATeTbHOCTH YHUBEPCUTET HapoJIIo
8.1.2 | Ky3HnernoBa Joxymentupoa | Jamkos u K, Ait [Iu Op Meaua 2017 yueOHOE | - http://www. 1o
n.B. HUE mocobue iprbookshop.ru | morumy
XavaTpsia yIpaBICHYCCKOM /59274 .html "
T.A. IEATEIILHOCTH TapoJIto
8.1.3 | Adonromkuna | lokymentupoBa | benroponckuit 2017 yaebHoe | - http://www. o
O.N. HHE roCyIapCTBEHHBIN nocobue iprbookshop.ru | moruny
YIPaBICHYECKON | TEXHOJIOIMYECKUN YHUBEPCUTET /80510.html u
NeATCILHOCTH um. B.I'. lllyxoBa, 9bC ACB [apoJIto
8.2 JlononHUTENbHAS TUTEPATYPa
8.2.1 | [Ipuxoxpko JokymentupoBa | Cankr-IleTepOyprekmii 2013 yaebHoe | - http://www. o
A.H. HHE roCyIapCTBEHHBIN nocobue iprbookshop.ru | moruny
YIPaBICHYECKON | apXUTEKTYPHO-CTPOUTEIbHBIN 126872.html u
JIeSITeTbHOCTH yausepcutet, ObC ACB hETI

9.0co0eHHOCTH OpraHu3aUuu 00Pa30BaTEIbLHOM 1eSITEJIbHOCTH JIsl JHIL C
OTPAaHUYEHHBIMH BO3MOKHOCTSIMH 310POBbSI

B M®IOA co3nanbl cienyasibHble YCIOBHS I OJIYYeHUs BbICIIEro 00pa3oBaHus M0 00pa3oBaTeIbHbIM
nporpaMmmamM 00y4aroIIUMUCS ¢ OTPAHUUCHHBIMU BO3MOKHOCTSIMU 310poBbs (OB3).

JUia iepeMenieHysi MHBAIMIOB U JIUL C OTPAaHUYEHHBIMUA BO3MOKHOCTSIMU 310poBbs B MDPIOA co3naHsl
CHelHaJIbHbIE YCIOBUS JUIsl OECIPENATCTBEHHOrO JJOCTYyA B yueOHbIE TIOMEIIEHUS U IPYTHe NOMEILLEHHS, a TaKXKe



UX TpeObIBaHUS B YKa3aHHBIX IIOMELICHUAX C YYETOM OCOOEHHOCTeH NCHXO(U3UYEeCKOro pa3BUTHS,
MHAUBUIYAJIbHBIX BO3MOXHOCTEN U COCTOSIHUS 3/I0POBbSl TAKUX 00YYaIOLIUXCS.

[Ipu nomydyeHun o0Opa3oBaHUs OOYYAIOIIUMCS C OTPAaHMYCHHBIMM BO3MOXHOCTSIMHM 37I0POBbS IpU
HEO0OXOUMOCTH TPEJOCTABISAIOTCA OECIUIaTHO crieluaibHble Y4eOHUKH U ydyeOHble mocoOus, MHas ydeOHas
auteparypa. Takxke uMeeTcs BO3SMOXKHOCTb IIPEJOCTABICHUS YCIIYyT aCCUCTEHTa, OKA3bIBAIOIEr0 00YYaroIUMCs C
OrpaHUYEHHBIMU BO3MOXKHOCTSIMH 370POBbsi HEOOXOJIMMYI0 TEXHHYECKYIO IOMOIb, B TOM YHCJIE YCIyT
CYPZIOTIEPEBOUUKOB U TU(IIOCYPIOTIEPEBOAUNKOB.

[losiyyeHrne MAOCTYNHOTO M KayeCTBEHHOI'O BBICIIEr0 00pa3oBaHUs JIMLIAMU C OTPaHUYEHHBIMU
BO3MOKHOCTSIMH 3]I0pOBbsI 00€CIEUeHO IyTeM CO3/IaHHUsl B YHHBEPCUTETE KOMIUIEKCAa HEOOXOAMMBIX YCIIOBHMA
oOyudeHusi sl JaHHOM Karteropuu oOywaromuxcs. MHpopmanusg o crneuuanbHbIX YCIOBUSIX, CO3JAaHHBIX JUIS
o0yyaroImuxcs ¢ OrpPaHHYEHHBIMH BO3MOXHOCTSMHU 3]I0pOBbs, pa3MElLeHa Ha CcalTe YHUBEpCUTETa
(http://www.mfua.ru/sveden/objects/#objects).

Jns oOyuenuss uHBanuaoB U jun ¢ OB3, uMerommx HapylmieHHs ONOPHO-IBUTATENBHOrO ammapara
o0ecreunBaroTCsl U COBEPIICHCTBYIOTCS MaTepUaIbHO-TEXHUYECKUE YCIOBHS OECHpPENnsITCTBEHHOIO JOCTYyINa B
yueOHble MOMEIICHHUS, CTOJIOBYIO, TyaJIeTHBIC, JPyrue IMOMELICHHs, YCIOBHUS HX HpeObIBaHUS B yKa3aHHbBIX
NOMEIIeHUsAX (HaJTu4YKe MaHayCOB, MOPYYHEH, PaCIIMPEHHBIX ABEPHBIX IPOSMOB U JIp.).

Jlnst ajanTanuy K BOCHPUATHIO 0OydaromMMUCS MHBaIUIaMH U Juiamu ¢ OB3 ¢ HapyleHHBIM CIyXoM
CIPaBOYHOI'O, Y4eOHOro MaTepuasa, MNPEeayCMOTPEHHOro 00pa30BaTENbHOW MPOrpaMMoON IO BbIOPaHHBIM
HaIpPaBJICHUSM MOJTOTOBKU, 00ECIICUUBAIOTCS CIEAYIOLIUE YCIOBHUS:

. JUIS JTydllleld OpUEHTALMU B AyAUTOPUM, INPUMEHSIOTCS CUTHAJBI, ONOBEIIAIOIIME O HAaydaje U KOHIE
3aHATHA (CJIOBO «3BOHOK» ITHIIETCS Ha JIOCKE);

. BHUMaHHE cI1a00CIbIIIANIETo 00yYaroIerocs MpUBIeKaeTCs MearoroM >KeCToM (Ha Iiedo KIajeTcs pyka,
OCYIICCTBIISICTCS HEPE3KOE MOXJIONBIBAHUE);

. pasroBapuBasi ¢ 00y4aroIuMCsl, IeJaror CMOTPUT Ha HEro, TOBOPUT SICHO, KOPOTKUMH HPEJIOKEHHUSIMH,
o0ecrnieunBasi BO3MOXHOCTb YTEHHUS 110 Ty0aMm.

KomneHcanus 3aTpyJHEHUI pe4eBOro U UHTEIUIEKTYaIbHOIO Pa3BUTHUS CIa00CBIIIAIINX UHBATUIOB U JIUI]
¢ OB3 npoBoautcs 3a cyeT:

° UCIIONIb30BaHMUsA CXEM, JWarpaMmM, pPHCYHKOB, KOMIBIOTEPHBIX IIPE3EHTAllM C TUIEPCCHUIKAMHU,
KOMMEHTHUPYIOLIMMH OT/AENIbHbIE KOMIIOHEHTHI N300pakeHNU;

. peryjisipHOTO NPUMEHEHUs YHpPaXXHEHUH Ha rpaduyecKkoe BBIJCICHUE CYIIECTBEHHBIX IPU3HAKOB
IIPEAMETOB U SIBJICHUM;

. obecreyeHnss BO3MOKHOCTU JUIsl 00yYaroIierocs: MojydyuTh aJpeCHY0 KOHCYJIbTALUIO MO 3JIEKTPOHHOM
MOYTE 10 Mepe HEOOXOTUMOCTH.

JUid apanranuy K BOCHPHUATHIO MHBanuzaMu U jauuaMu ¢ OB3 ¢ HapylleHHAMH 3peHMsI CIIPaBOYHOIO,
y4eOHOTr0, TPOCBETUTEIHLCKOTO MaTepuaia, MpeaycCMOTpPEHHOro obOpaszoBarenbHOW mporpammoir MOIOA mo
BbIOpPAHHOM CHEMAIbHOCTH, 00ECTIEUMBAIOTCS CIIECAYIOUINE YCIOBHUS:

° BeJIeTCs afanTtauus opuuuanbHOro caiira B cetu MHTEpHET ¢ yueToM 0coObIX MOTpeOHOCTENH UHBAIUIO0B
10 3pEHUI0, o0ecreuynBaeTcs HaIuyue KpyMHOUIPU(PTOBOM cCrpaBOUHOW MH(MOpPMAIMKU O paCIUCAHUM YUEOHBIX
3aHSTUH;

J B Hauase y4eOHOTo roja 00y4aromuecs HeCKOIbKO pa3 mpoBoAsTes 1o 3aannto MOIOA s 3anomMuHanus
MECTOPACIIOJIOKECHHST KaOMHETOB, TTIOMEIICHHU, KOTOPHIMUA OHU OYIyT MOJIB30BaTHCS,

o MeJaror, ero co0eceHNKHU, MPUCYTCTBYIOLIUE MPEACTABISIIOTCS 00YUYaIOUMCS, KaX/IbIi pa3 Ha3bIBaeTCA
TOT, K KOMY TIeIaror o0pamaercs;

] JEHCTBHUSL, KECTHI, IEPEMEIICHHS MeJ]arora KOPOTKO U SICHO KOMMEHTHPYIOTCS,

] neyaTHasi HHGOPMAIUsI PEIOCTABIAETCS KPYMHbIM mpupToM (0T 18 MyHKTOB), TOTAJBHO 03BYYHBACTCS,
o®ecreunBaeTcs He0OXOIUMBI YPOBEHb OCBEIIEHHOCTH MOMEIIECHU;

L HpeHOCTaBJ'IerTCSI BO3MOXHOCTb HMCIIOJIB30BAaTh KOMHBIOTepBI BO BperI 33H$[TPII>1 n npaBo 3alInucu

00BbsiCHeHHUS Ha TUKTO(QOH (I10 KETaHUI0 00YYaIOIIETr0oCs).

dopma npoBefieHHs TeKyILeH U IpOMEeXYTOUHOM arrectanuu g odydaromuxcs ¢ OB3 onpenensercs
Iperno/iaBaTesieM B COOTBETCTBUH € yueOHbIM Iu1aHoM. [Ipu HeoOxoaumoctu obydaromemycs ¢ OB3 ¢ yueTom ero
WH/IMBUAYAIBHBIX TICUXO(PU3NIECKAX OCOOCHHOCTEH TaeTCsS BO3MOKHOCTD MTPONTH POMEKYTOUHYIO aTTECTAIHIO
YCTHO, MIUCBMEHHO Ha OyMare, MMCbMEHHO Ha KOMIIbIOTEpE, B (hOpME TECTUPOBAHUS U T.I1., TMOO MPEAOCTABIACTCS

JOOITOJIHUTECIBbHOC BperI JIA IIOATOTOBKH OTBCTA.
I'ox Havana Mo roTOBKH CTyAeHTOB - 2018
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