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1. Ileab 1 321244 0CBOEHHSI JUCIHUAILINHBI

chopMUpOBATh IEPBUYHBIE 3HAHUS 00 OCHOBAX JEIIONPOU3BOACTBA U JOKYMEHTOO0OpOTa B
[enb TOCYJIapCTBEHHBIX YUPEKICHUAX, B TOM YUCJIE O paboTe ¢ )xasio0amMu 1 00palieHusIMU
OCBOCHUS rpaxaaH, IpaBuiaXx HHOOPMHUPOBAHUS HACETICHHS O AEITEIbHOCTH OPTaHOB

JUCITUTUIMHBI | TOCYTapCTBECHHOMN BJIACTH, Pa3BUTh HABBIKH PAOOTHI C OCHOBHBIMU BUIAaMH JIOKYMEHTOB B
JESTEIIbHOCTH COLMAIbHBIX PAOOTHHUKOB.

— IIO3HAaKOMMTb C CUCTEMON COBPEMEHHOT'O TOCYAAPCTBEHHOI'O PErYJIMPOBAHUS
JIEJIONIPOU3BOJICTBA;

— U3yYUTh OCOOCHHOCTH O(DOPMIICHUS Pa3IMIHBIX BHIOB JOKYMEHTOB JISIIOBOTO OOIICHHUS;
— BbIpabOTaTh MPAKTUYECKUE HABBIKH JIIs1 OhOPMIICHUS;

— OPTaHU3AIMOHHO - PACTIOPSAUTENIbHBIX JOKYMEHTOB U HAIUCAHUS IETIOBBIX MTHUCEM.

3amaun
JIUCLIUIUINHBI

2. Mecto pucuuniuHbl B cTpykrype OITOII

bnok 1 «/lucuuninnsl (MOAYIH)»

I[I/ICLII/IHJII/IHBI U MMPAKTUKH, 3HAHHUA U YMCHHUA 110 HpaBOBGIIeHI/IC
KOTOPBIM HEOOXOAMMBI Kak ""BXOJIHbIE" MpH Pycckuii s13bIK ¥ KyIbTypa peun
M3YUYEHUU JaHHOW TUCLIUILTAHBI Teopus ynpaBieHus

l'ocynapcTBeHHas 1 MyHHLIMTIAIBHAS CITy»k0a
JIoKyMeHTallMOHHOE 00ecreueHne rocyJapCTBEHHOM
U MyHUIMIAIbHOHN CITyXKOBI

Opranu3zanus rocy1apCTBEHHbIX NPEATIPUATUI
Opranuzanus 10KyMEHT0000pOTa Ha
rOCyJJapCTBEHHON U MYHUIIUMAIBHOMN CITy»K0e

Jucuunnunael, npaktuku, [ TA, 11 KOTOpBIX
W3y4YEeHHE JaHHOW JUCHUTIIMHBI HEOOXOAMMO KaK
MpEeIECTBYIOLIEE

3. TpeGoBanusi K pe3yJibTaTaM OCBOCHUSA TUCHHUILIMHBI

Komnerenuuu odyyariuerocsi, popMmupyembie B pe3yJibTaTe 0CBOCHUS IUCHUIINHBI.
Crenenb c(h)OpMHUPOBAHHOCTH KOMIIETEHIHIA

Komnerenmmm/ [Inanupyemslie pe3ysbTaThl

3VB o0yueHus Kpurepun onennsanus dOC

OIIK3 crmocoOHOCTHIO MPOEKTUPOBATH OPTaHU3AIIMOHHBIC CTPYKTYPHBI, Y4aCTBOBAThH B pa3padOTKe CTpaTeruit
yIIpaBJI€HUS YeJIOBEUECKUMH pPeCypcamMy OpraHU3aluid, IIaHUPOBATh U OCYIIECTBIISITH MEPOIIPUATHS,
pacupeacIAThL U ACJTICTUPOBATH ITOJTHOMOYHUS C YHETOM JIMYHOM OTBETCTBEHHOCTH 3a OCYHICCTBJIACMBIC

MEPOIPUATHS
3Hatb OCHOBHBIE NPMHIMIIEI OPTAHHU3ALMH | CTYEHT JTOJKEH 3HATh: OCHOBHBIE Tecr
JEJIONPOU3BOJCTBA U IIPUHLIMAIIBI OPraHU3alnn
JOKYMEHTOO0O0pOTa B OpraHax JEJIONPOU3BOICTBA U
roCyJapCTBEHHON U JTOKyMEHTO000pOTa B OpraHax
MYHULANIAJIBHON BIACTH, CTPATErMH | TOCYJaPCTBEHHON U MYHMIIMIIAIBHON
YIPAaBIEHUS Y€I0BEUECKUMU BJIACTH, CTPATETUH YIIPABJICHUS

pecypcaMu OpraHu3aluii, OCHOBBl | UEJIOBEYECKUMHU PECYpPCaMU
MIPOCKTUPOBAHUS OPraHU3AIMOHHBIX | OpraHU3aIi, OCHOBBI

CTPYKTYP, METOJIUKY MIPOCKTUPOBAHUS OPTaHU3AIIMOHHBIX
pacrpeaesneHus MoJIHOMOYUH C CTPYKTYP, METOJIUKY pacipeieseHus
Y4E€TOM JIMYHOU OTBETCTBEHHOCTU. | IOJHOMOYHUH C YUYETOM JIMYHOMN
OTBETCTBEHHOCTH.




Ywmetb HCIIOJIB30BATh M COCTABJISTh CTYJEHT JI0JKEH YMETh: Brinonnenue
HOPMAaTHBHbIE U TIPABOBBIC UCIIOJIB30BATh U COCTABIIATH pedepara
JTOKYMEHTBI, OTHOCSIIIHECS K HOPMATHBHEIE M IIPABOBBIE
Oymymieit mpodeccuoHaIbHOM JIOKYMEHTBI, OTHOCSIIIIHECS K Oy TyIIe
JIEATEILHOCTH; OPUEHTUPOBATECA B | IPO(ECCUOHANBHOM IeATENLHOCTH;
BHUJIAaX JOKYMEHTOB; 0(pOPMIIATE OPUEHTHPOBATLCA B BHIAX
OpraHM3aluOHHO- JTOKYMEHTOB; 0(hOpPMIIATE
PaCIOPAIUTENBHBIE JOKYMEHTHL; OpPraHU3alMOHHO-PACTIOPAIUTETLHBIE
IPOEKTHPOBATh OPraHU3ALMOHHBIE | JOKYMEHTHL; IIPOEKTUPOBATE
CTPYKTYpBI, pa3pabaThIBaTh OpraHU3alHOHHBIE CTPYKTYPEL
CTPATETUM YIPABJICHUS pa3pabaThIBaTh CTPATETHH
YENIOBEYECKUMH PECYPCAMU YIIPABJICHUS YEJIOBEYECKUMH
OpraHu3alMii, IIaHUPOBATh U pecypcaMu OpraHu3aLMmii,
OCYILECTBJIATH MEPOIIPUATHS, IUIAHUPOBATh U OCYLIECTBIIATH
PAaCIIPENENATh U IEJIErNPOBATh MEPOIIPUSATHS, PACTIPENEIATE 1
MOJHOMOYHS C YYETOM JIMYHOM JIENETUPOBATH TIOJHOMOYHMS C Y4ETOM
OTBETCTBEHHOCTH. JIMYHON OTBETCTBEHHOCTH.

Bnanerts [IpesenTanms

CTPATETUAMM YIIPaBICHUS
YEJI0BEYECKMMH PECYpcaMu
OpraHM3alyii, HaBbIKAMU
IJIAHUPOBAHUA U PACIIPEICIICHUS
IIOJITHOMOYHH C YYETOM JINYHOU
OTBETCTBEHHOCTH, HH(OpMaLuen
IIPOEKTUPOBAHMSI OPraHU3aLNOHHBIX

CTPYKTYP.

CTYICHT JOJDKCH BJIAJICTh:
CTPATETUsAMHM YIIPaBICHUS
4eJI0BEYECKUMH pecypcaMu
OpraHu3alyii, HaBbIKaMU
IJIJAHUPOBAHUSA U PACIIPEICIICHUS
ITOJITHOMOYHH C YYETOM JINYHOU
OTBETCTBEHHOCTH, HH(OpMaIeH
IIPOCKTUPOBAHUS OPraHU3ALMOHHBIX

CTPYKTYP.

I1K26 BnaneHneM HaBblkaMu cOopa, 00pabOTKH HHGOPMALMK U y4acTHsl B UHOPMATHU3ALIUU 1€ TEIbHOCTH
COOTBETCTBYIOIIMX OPraHOB BJIACTU M OpPraHU3aLul

3Hatb 0Cc06eHHOCTH 0(OPMIICHHUS CTYZEHT JI0JDKEH 3HaTh: ocobenHocTH | 1 CT
AJIEKTPOHHBIX JOKYMCHTOB,; oopMIICHHUS ITEKTPOHHBIX
crocoObl Morcka u 00paboTKH JIOKYMEHTOB; CIIOCOOBI OUCKa U
HE0O0X0UMOM HHPOPMAITIH B 00paboTKH HEOOXO0TUMOM
UHTCPHETE; UH(POPMAIIUU B HHTEPHETE;
COIIMAJIbHBIC CTAHIAPTHI, COIIHAJIbHBIC CTAHIAPTHI,
HaIpaBJICHHBIX Ha KAYECTBO KU3HU; | HAPABJICHHBIX HA KAYeCTBO KH3HH,
POJIH TOCYIaPCTBEHHOTO, POJIH TOCYIapCTBEHHOTO,
PETHOHATBHOTO MYHHIIUIIAIBHOTO | PETHOHAIIBHOTO MYyHHUIIUTIAIEHOTO
yIpaBJICHUS] B SKOHOMHUKE yIpaBJICHUS] B S)KOHOMHUKE
TOPOJICKOTO XO34ICTBA. TOPOJCKOTO X0351CTBA.
YMeth COCTaBJIATh, YUHTHIBATh, XPAHUTh, | CTYJEHT JOJKEH YMETh: COCTABIISTH, BB&)HOHHGHHG
pedepata

3aIlIMIIATh U TIepeJaBaTh
CITy’K€OHYIO IOKYMEHTAIIHIO,
WCTIOJIh30BATh HAYYHO-
TEXHUYECKYI0 HH(pOpMaIuio,
o0OpabaTteiBaTh HHPOPMALIHIO U
y4acTBOBAaTh B MH(OpMaTH3AINU
NEeSITETbHOCTH COOTBETCTBYOIIINX
OPraHOB BJIACTH M OPTaHU3AIUH.

YUUTBIBATDH, XPAHUTD,

3aIUIIATh U TIepeaBaTh CIyKeOHYIO
AOKYMCHTAIUI0, UCTI0JIb30BATh
HAYYHO-TEXHHUYECKYIO0 HH(POPMAIIHIO,
oOpabaTsiBaTh HHGOPMAITUIO U
y4acTBOBaTh B HH(POPMATH3ALUU
ACATCIIbHOCTU COOTBCTCTBYIOIIUX
OpraHOB BJIACTH U OPTaHMU3ALUN.




Branets HaBbIKaMH cO60pa, 06paboTKH CTYJIEHT J0JKEH BJIAJETh: HABBIKAMU Tpesenrarus
uHpOpPMALIUU U YYaCTHS B cbopa, 06paboTK UH(pOPMAIHH U
nH(pOpMAaTHU3ALNHU JESITENbHOCTH y4acTHsi B ”HOpMaTH3aluu
COOTBETCTBYIOIIUX OPTaHOB BJIACTU | ACSITEILHOCTU COOTBETCTBYIOIINX
Y OpraHM3allvii, HABBIKAMU TIOMCKA, | OPTaHOB BIACTH U OpTaHHU3AIHi,
WHTEPIPETAINY U IPUMEHEHHUS HA | HABBIKAMU TIOMCKA, UHTEPIIPETALUN U
MIpaKTUKE HOPM U MpaBuJ, MIPUMEHEHHUS Ha MPAKTUKE HOPM U
PETyIHMPYIOMIUX AETONPOU3BOJICTBO | IPABUII, PETYIUPYIOLIUX
B PO JEJI0NPOU3BOACTBO B PD
4. CTpyKTypa M coep:KaHue TUCHUTLIHHBI
TemaTnueckuii JIaH JMCUUILINHBI
JIutepa- | ®opmupyemslie
Ne| Ha3zBanue TeMbI Conepxanue
Typa | KOMIIETEHIIUU
1. | OcHOBBI 3HaueHUE TOKyMEHTALUU B yIIPABICHUYECKON 9.1.1, OIIK3 3Hatb
OpraHu3aluu JEATEIIbHOCTH. 9.2.1, OIIK3 YmeTh
JEJIONPOU3BOJICTBA | MECTO M pOJIb JEIONPOU3BO/ICTBA B YIIPABICHHH. 9.1.2, OIIK3 Bnanets
I'OCTso1 u HOpMATHUBBL. 9.1.3, [1K26 3nath
9.2.2, T11IK26 Ymetn
9.2.3, I1K26 Bnanets
9.2.4,
9.14
2. | llonarus [HonsTus «uHbOpMaLIUA» U «TOKYMEHT). 9.1.1, OIIK3 3HaTh
«uHpopMmaMs» U | JJokyMeHTHpOBaHUs YIIpaBleHUECKOH fesrenabHocTH. | 9.2.1, OIIK3 Ymers
«JIOKyMEHT». @YHKIMH JOKYMEHTA. 9.1.2, OIIK3 Brnaners
OyHKIU 3HaveHue u3ydeHus PyHKIIUN JOKYMEHTA. 9.1.3, I1K26 3nath
JIOKYMEHTOB 9.2.2, [IK26 Ymetb
9.2.3, 11K26 Bnanets
9.2.4
3. | PekBU3UTHI DopMyJISIp COBPEMEHHOTO YIPABIECHYECKOTO 9.1.1, OIIK3 3nHath
CTPYKTypa JIOKYMEHTA. 9.2.1, OIIK3 Ymern
JOKyMEHTa [TonsiTue o pexBU3UTE. 9.1.2, OIIK3 Bmaners
CocTaB peKBU3UTOB, UX PACIOJIOKEHUE. 9.1.3, [IK26 3HaTh
TpeGoBanwust K 0HOPMIICHUIO PEKBU3UTOB. 9.2.2, [IK26 Ymetb
[TonsiTne «O6MaHK TOKYMEHTa. 9.2.3, I1IK26 Bnanets
Buppl 651aHKOB U OPSIIOK PaCIIONOXKEHUsS! peKBU3UTOB | 9.2.4
B Oy1aHKe (YTJIOBOE U LIEHTPOBAHHOE).
CocTaB peKBU3UTOB, Ha3HAYEHUE, OCOOEHHOCTH
0o OpMIICHHUS Pa3IMYHBIX BUIOB OJIAHKOB.
OcoOenHocTy padoTHI ¢ OJaHKaMu ¢ repOoBO
CHMBOJIMKOM.
®opmaTsl OyMaXKHbIX JOKyMEHTOB.
TpeGoBaHMsI K U3TOTOBIIEHUIO JOKYMEHTOB.
Tekct JOKyMeHTa, ero CTPYKTypa U TpeOOBaHMSA K
COCTaBJICHUIO.




®opMupoBaHue [IpaBuna popMupoBaHUs pa3nUYHBIX KaTErOpuit 9.1.1, OIIK3 3Hatb
nexn. IloaroroBka JIOKYMEHTOB B JI€TIa. 9.2.1, OIIK3 YmMmeTh
JIeJ1 K XpPaHEHUIO OTBETCTBEHHOCThH 33 COXPAHHOCTh IOKYMEHTOB. 9.1.2, OIIK3 Bmagets
[ToHsATHE «3KCIIEPTU3a LIEHHOCTU JOKYMEHTOBY. 9.1.3, [1IK26 3HaTh
[Tonsitne «oopmieHue aenay. 9.2.2, I1K26 Ymetb
OcHoBHbIE TpeOOBaHUS, TIPEIBIBISIEMBIC K 9.2.3, [IK26 Bnanets
0(hOpPMIICHHUIO JIETT. 9.2.4
[TonHoe 1 yacTUYHOE OpOpMIICHHE eIl
IloammBka gen.
CocraBreHre 3aBepUTENIbHOMN HAIMUCH, BHYTPEHHEN
OTIHCH.
OdopmieHre 00JI0KKH J1ena.
[TpaBuiia nepenauu e Ha XpaHEHHE B apXUB.
Texuuueckue [ToHATHE «OPTTEXHUKAY. 9.1.1, OIIK3 3Hath
CPEACTBA, KomnbrorepHbie cpecTBa MOATOTOBKU JOKYMEHTOB. 9.2.1, OIIK3 Ymern
HCIOJIb3yEMBIE B OcCHOBHBIE BU/IbI OPTAaHU3AIMOHHON TEXHUKH. 9.1.2, OIIK3 Bmaners
Jenonpou3BoicTBe | MI3roToBieHre, KOMMPOBAaHUE U TUPAKUPOBAHUE 9.1.3, [1K26 3nath
JIOKYMEHTOB. 9.2.2, [IK26 Y™metb
CpenctBa 00pabOTKH JOKYMEHTOB. 9.2.3, [IK26 Brnanets
[IpaBuna 6e30macHoOl pabOThI ¢ OPIrTEXHUKOM. 9.2.4
Opranuzanus Opranuzanus paboThl C MOCTYHAIOIUMHU 9.1.1, OIIK3 3Hatb
JOKYMEHTO000pOTa | («BXOASIIUMI») U OTHPABISEMBIMH («HCXOAsmumMm») | 9.2.1, OIIK3 Ymetb
JIOKYMEHTaMH. 9.1.2, OIIK3 Bimanets
[IpaBuna opranu3zanuu paboThl C BHYTPEHHUMHU 9.1.3, [1IK26 3HaTh
JIOKYMEHTaMH. 9.2.2, TIK26 Ymerts
Peructpanus 10KyMEeHTOB - COCTaBHAs 4acTh 9.2.3, I1IK26 Bnanets
TEXHOJIOTUH OPTaHU3aLUU pabOTHI C JOKYMEHTaMHU. 9.2.4
enn 1 ocCHOBHBIE MPUHIUIIBI PETUCTPALIUN
JIOKYMEHTOB.
@®opMBI perucTpanuu JOKYMEHTOB U MOPSIOK UX
3aIOJIHEHUS.
KypuanbHast popma perucrparvm.
PeructpanimoHHO-KOHTPOJIbHAS KapTOUKa.
JloxkymenTanmoHHo | HopMaTuBHBIE aKThI, pETyJIHPYIOLIIUE BOIPOCHI 9.1.1, OIIK3 3HaTh
e obecrieueHne KaJIPOBOM CITy>KOBI Ha TIPEIITPUATHH. 9.2.1, OIIK3 YMeth
yIIpaBJICHUSA BuyTpeHHUe 0KanbHbIE HOPMAaTUBHBIE aKkThl; IpaBuia | 9.1.2, OIIK3 Brnaners
TEPCOHAIIOM BHYTPEHHETO TPYAOBOr0 PacCHopsaKa; KOJUIEKTUBHBIN | 9.1.3, [IK26 3naTh
JIOTOBOD. 9.2.2, TIK26 Ymets
O3HakomieHHE paOOTHUKOB C JIOKAJIbHBIMU 9.2.3, [IK26 Bnanets
HOPMATHUBHBIMHU aKTaMH. 9.2.4

[ToHsiTHE IEpCOHATBHBIX TAHHBIX PAOOTHHUKOB, UX
oOpaboTka.

JIOKYMEHTBI, TOITBEP K IAIOIINE TPYIOBYIO
NEeSITEIIbHOCTh PAOOTHUKOB.

TpynoBoii 1orosop.

Bunei, popma, conepkanue.

TpynoBast KHMKKa.




CoBpeMeHHOE 3aKoHOIAaTENBbHOE PETYIUpOBaHuE Aenonpon3BoacTea |9.1.1, OIIK3 3uatb
rocynapctBeHHoe | EI'CJ] u ocHOBHBIE €€ HaIrpaBiICHUSI. 9.2.1, OIIK3 YmeTn
JEeNoNnpou3BoACTBa | HopMaTUBHO-METOAMYECKOE PETYIUPOBAHUE 9.1.2, OIIK3 Brnaners
JIETIONPOMN3BOICTBA [ 0OCY1apCTBEHHBIE CTAHIAPTHI, 9.1.3, [TIK26 3nath
WX pOJIb M 3HAYCHHE (CTaHmapTu3amus) Turmosas 9.2.2, [1K26 YmeTs
MHCTPYKLHS O AETONPOU3BOJICTBY (heaepaibHbIX 9.2.3, [1IK26 Bnanets
OpraHax MCIOJIHUTEIbHON BIACTH. 9.2.4
[TpaBuna no nenonpou3BOACTBY (eaepanbHbIX
OpraHax MUCIOJIHUTEIbHON BIACTH.
MeTtoauyeckue pekoMeHAaluu o pazpaboTke
MHCTPYKLHUH MO EJI0NPOU3BOJICTBY (eaepanbHbIX
OpraHax MCIOJIHUTEIbHON BIACTH.
YHUQUIMPOBAaHHBIE CUCTEMBI TOKYMEHTALIUH.
HopmatuBHbIE TOKYMEHTHI IO TPYAY U OXpaHe U
TpyAa.
Cucrematuzanus u | [lonsiTue «<HOMEHKIATypa Ae», BUJIbl HOMEHKIaTypsl | 9.1.1, OIIK3 3HaTh
XpaHEHHe nell. 9.2.1, OIIK3 VMmeTtn
YIIPABJICHYECKUX TpeboBanust, NpeabIBIsSEMBbIE K COCTABICHHIO 9.1.2, OIIK3 Brnaners
JIOKYMEHTOB HOMEHKJIATyPhI €. 9.1.3, [1K26 3naTh
®opMHpOBaHUE J€1 B OPraHU3aLUH. 9.2.2, [IK26 Ymetn
TpeGoBanwus K GOPMUPOBAHUIO JIEII. 9.2.3, [IK26 Bnanets
DKcnepTu3a EHHOCTH JOKYMEHTOB. 9.2.4
TpeboBanust, npeabaBIsSieMble K OpraHU3aluy U
IPOBEJCHUIO SKCIEPTU3bI [IEHHOCTH I0OKYyMEHTOB.

Pacnpeneneﬂne 6IOIDKQT3 BPEMEHHU IO BUAaAM 3aHSATHI C yueroMm (l)OpMI)I Oﬁy‘leHI/lﬂ

®opma o0yueHHs: 0O4HAsA, 3 ceMeCcTp

AyautopHble ydeOHbIe 3aHATHS
KonrakTHas CamMocrosTenbpHas
Ne pa6oTa 3aHATHUS JIEKIIMOHHOTO | JabopaTopHBIE MPAKTUYECKUE pa6ora
THIIA paboTsl 3aHATHL
1. 3 2 0 1 7
2. 3 2 0 1 7
3. 4 2 0 2 7
4. 4 2 0 2 7
5. 4 2 0 2 8
6. 4 2 0 2 8
7. 4 2 0 2 8
8. 4 2 0 2 8
9. 4 2 0 2 8
[IpomexxyTouHas arrecrauus
2 0 0 0 4
Koncynpranuu
0 0 0 0 0
Hroro 36 18 0 16 72
®opma 00ydyeHHs: 0YHO-32049HAs, 4 ceMeCcTp
AyauTopHbIC YU4EOHBIC 3aHATHUS
No KonraktHasg CamocrosTenbpHas
2 paGota 3aHATHS JICKIIMOHHOTO | J1abopaTOpHBIC MPaKTUIECKUE paGota
THTIA paboThI 3aHATHUS




1 3 2 0 1 6
2 3 2 0 1 6
3 4 2 0 2 8
4 4 2 0 2 8
5 4 2 0 2 8
6 4 2 0 2 8
7 4 2 0 2 8
8 4 2 0 2 8
9 4 2 0 2 8
[IpomexxyTouHnas arrecrauus
2 0 0 0 4
Koncynpranuu
0 0 0 0 0
Uroro 36 18 0 16 72
®opma 00yueHHs: 3209HAA, 3 CeMeCTp
AyauTopHBIC YU4EOHBIC 3aHATHUS
Ne Konrakritas 3aHSATHS JICKIIMOHHOTO | J1abopaTOpHBIC MPaKTUIECKUE CamocTosTe b a3
padora THTIA paboThI 3aHATHUS padora
1. 1 0.5 0 0.5 10
2. 0.5 0 0 0.5 10
3. 0.5 0.5 0 0 10
4, 1 0.5 0 0.5 10
5. 1 0.5 0 0.5 10
6. 1 0.5 0 0.5 11
7. 1 0.5 0 0.5 11
8. 1 0.5 0 0.5 11
9. 1 0.5 0 0.5 11
[IpomexxyTouHas aTTecTanus
2 0 0 0 4
Koncynpranuun

0 0 0 0 0
Uroro 10 4 0 4 98

5. MCTOHI/I'—ICCK]{IC YKazaHud AJad oﬁyqammnxm 10 OCBOCHHMIO TMCIIUIIJINHBI

B npornecce ocBoeHUs AUCHUILIMHBI CTYAEHTY HEOOXOIMMO OCETUTh BCE BHJIbI 3aHATHUIH, IPEIYCMOTPEHHBIE
paboueil mporpaMMoil AUCHUILIMHBI M BBITOJIHUTH KOHTPOJIbHBIE 3aJaHuUs, peAaraeMble MpernoaaBaTeieM
IUIsL YCIIEITHOTO OCBOEHHSI TUCUUIUIMHEL Taxoke clieayeT n3ydnuTh pabouyto MporpaMMy JUCHUIUIMHEL, B
KOTOPOM ONpEeJEeNIeHbI LIEJHU U 3a/1a4il TUCHUIUIMHBI, KOMIIETEHIIUN 00yy4atonierocs, popmupyemslie B
pe3ybTaTe OCBOCHUS AUCHUILIMHBI U IIAHUPYEMbIE pe3yJIbTaThl 00ydeHus. PaccMoTpeTs cofepaxanne TeM
JMCLUIUIMHBL, B3aUMOCBSI3b TEM JIEKLIMH U IPAKTUYECKUX 3aHATUN; OI0JKET BPEMEHH 110 BUJIaM 3aHITUH;
OLICHOYHBIE CPEJCTBA Ul TEKYILEH U IPOMEKYTOYHON aTTECTAllUN; KPUTEPUU UTOTOBOM OLICHKU PE3YJIbTATOB
OCBOCHHS AUCUUTUINHBL. O3HAKOMUTHCS ¢ METOANYECKIMHU MaTepHajlaMy, IPOTrPaMMHO-UH(POPMAIIMOHHBIM U
MaTepUaIbHO TEXHUYECKUM 00€CIIeYeHNEM TUCIIUITIINHBI.

Pabora Ha nexuun

HGKHI/IOHHBIC 3aHATHA BKIIIOYAIOT U3JI0KCHUC, O6CY}KI[GHI/IC " pa3bsACHCHUC OCHOBHBIX HaHpaBHeHI/Iﬁ n



BOIPOCOB M3Y4aeMOM JUCLUIUIMHBL, 3HAaHHE KOTOPBIX HEOOXOAMMO B XO/I€ PeaTM3allii BCEX OCTAIbHBIX
BUJIOB 3aHATHH U B CAMOCTOSITEIILHOM paboTe CTyeHTOB. Ha JIeKIusAX CTYJEHTHI MTOJy4YatoT caMble
HE00XOIMMBIE 3HAHUS 10 W3ydaeMoil pobieme. HerpeMeHHBIM yCI0BUEM JUTS TITyOOKOTO ¥ IPOYHOTO
YCBOEHHUSI y4eOHOT0 MaTepHasa sBISETCSl yMEHUE CTYACHTOB COCPEIOTOUEHHO CIIyIIaTh JEKIUHU, AKTUBHO,
TBOPYECKH BOCIIPUHMMATh M3J1araeMble cBeieHUs. BHUMaTenpHOe CltylaHue JIeKIUH Ipeanoiaraer
MHTEHCUBHYIO YMCTBEHHYIO JI€ATENBHOCTD CTYAeHTa. KpaTkue 3anucy JIeKIUi, KOHCIIEKTUPOBAHUE UX
IIOMOTaeT yCBOUTh MaTepuan. KoHCIeKT SBIeTCs MOJIe3HbIM TOIA, KOTAA 3allUCaH0 CAMOE CYLIECTBEHHOE,
OCHOBHOE€. 3aMuch JEKIUH PEKOMEHIYETCSl BECTH 110 BO3MOKHOCTH COOCTBEHHBIMHU (POPMYITUPOBKAMH.
XKenaTenpHo 3alUCh OCYIIECTBIIATH HA OAHOM CTpaHUIE, a CIEAYIOIIYI0 OCTABIIATh ISl TPOPAOOTKH y4eOHOro
MaTepuaja cCaMOCTOATEIbHO B JOMAIIHUX ycI0BUAX. KOHCIEKT Jiydle noapas3iensaTh Ha MyHKTHI,
naparpadgsl, co0Ir0/1ast KpacHyto CTpoky. [IpuHIMIHanbHBIE MecTa, ONpeaencHus, GOpMyIIbl CIeayeT
COIPOBOXAATh 3aMeuaHusIMU. PaboTast HaJy KOHCIEKTOM JIEKIMI, BCETAa CIEAYET UCIIOIb30BaTh HE TOJIBKO
OCHOBHYIO JINTEPATYpy, HO U Ty JIUTEPATYpPY, KOTOPYIO TOMOJIHUTEIBHO PEKOMEH I0BAI JIEKTOP.

HpaKTI/I‘IeCKI/Ie 3aHATHUA

[ToaroToBKY K MPakKTUUECKOMY 3aHITHUIO CIEAYET HAUMHATh C O3HAKOMJIEHUS C JIEKIMOHHBIM MaTEpUAIIOM, C
M3YYCHHUS IJIaHa MPaKTUIeCKUX 3aHATUN. OTNpeaeNnuBIIUCE C MPOOIEeMOH, clieyeT 00paTUuThes K
pEKOMEHIyEMOM JTuTepaType. BiaaeHrne NOHATUHHBIM annapaToM U3y4aeMoro Kypca sBisieTcs
HEO0OXOIMMBIM, IIOATOMY TOTOBSICh K TTPAKTUYECKUM 3aHATHUSAM, CTYACHTY CJIEAyeT aKTUBHO MOJIh30BaThCSI
CIIPaBOYHOM JIMTEPATYPOM: SHUUKIONEIUSIMHU, CIOBApSIMH U JIp. B X011 mpoBeieHNs NPaKTUUECKUX 3aHATHH,
MaTrepual, U3j1araéMbli Ha JICKIUAX, 3aKPEIUISeTCs, PACIIUPAETCS U JOTOJHAETCS MPU MOATOTOBKE
coo0meHu, pedepaToB, BEIMIOJTHEHUN TECTOBEIX paboT. CTEIeHb OCBOCHUS KaXKIOW TEMBI OTPEICIISIeTCS
IpernojaBaTesieM B X0 00CYyX/I€HUS OTBETOB CTYJIEHTOB.

CamocTosTenbHas paboTa

CryneHT B poriecce 00ydeHus JOJKEH HE TOJIBKO OCBOUTH yUE€OHYIO ITporpaMmy, HO U IPHOOPECTH HABBIKU
caMoCTOATeNbHOM paboTel. CaMocToATeIbHAS paboTa CTYJCHTOB UTPAET BaXKHYIO POJIb B BOCIIUTAHUHU
CO3HATEJBHOTO OTHOLIEHHUS CAMUX CTYACHTOB K OBJIAJICHUIO TEOPETUUECKUMU U IPAKTUYECKUMU 3HAHUSIMU,
MIPUBUTHH UM MIPUBBIYKY K HANIPABIIEHHOMY MHTEIUICKTyanbHOMY Tpyay. CamocrosTenbHas paboTa
MIPOBOJIUTCS C LIETBIO YIUIYOJICHHs 3HAHUN 110 TUCIUIUIMHE. MaTtepuai, 3aKOHCIIEKTHPOBAHHBIN Ha JICKITUSX,
HEO0OXOIUMO PETYIISIPHO JOTOIHSITH CBEICHUSIMU U3 JINTEPATYPHBIX HCTOUHUKOB, IPEJCTABICHHBIX B paboueit
nporpamme. M3ydenue nurepaTypsl CIeAyeT HAYMHATh C OCBOEHUSI COOTBETCTBYIOIIMX Pa3/esIOB IUCIUILIIMHbI
B y4eOHHMKaX, 3aTeM 03HAKOMUTHCS ¢ MOHOTPA(HSIMU HITU CTAThSIMH T10 TOH TEeMaTHUKE, KOTOPYIO H3ydaeT
CTYJEHT, U TIOCJIE 3TOT0 — C OPOILIIOpaMH U CTaThsIMU, COACPKAILMMU MaTepua, Al yriayOieHHoe
MIpeJICTaBJICHHUE O T€X WM MHBIX aCTeKTaxX paccMaTpuBaeMoi mpobieMsl. g paciimpenus 3HaHUH 1o
TUCIHILTAHE CTYACHTY HEOOXOAMMO UCTIONIb30BaTh MIHTEpHET-peCypChl U CHICIIHATU3UPOBAHHbBIE 0a3bl
JAHHBIX: IPOBOJAUTH IMOUCK B PA3JIMYHBIX CUCTEMAX M UCIIOJIb30BaTh MATEPHAIIBI CAUTOB, PEKOMEHI0BAHHBIX
MPENoJaBaTeIeM Ha JEKIIMOHHBIX 3aHATHUSX.

TloaroroBka K ceccuu

OCHOBHBIMH OPHUEHTHUPAMU TIPH TOJITOTOBKE K MMPOMEKYTOUHON aTTECTAIIMHU IO TUCIUILIAHE SBIISFOTCS
KOHCIEKT JISKIIMI U IepeueHb peKoMeHAyeMoil mutepatypsl. [Ipu moAroToBke K ceccuu CTYIEHTY CIeIyeT
TaK OpraHu30BaTh Y4eOHYIO paboTy, 4TOOKI epe MEePBHIM JHEM Hayalla CECCUH ObLTH CIAaHbI U 3alUIICHBI
BCE IpakTHueckue padboTsel. OCHOBHOE B MOATOTOBKE K CECCUM — 3TO MIOBTOPEHUE BCET0 MaTepuaa Kypca, 1o
KOTOPOMY HEOOXOMMO MPOUTH arTecTanuio. [Ipyu moaAroroBke K ceccuu cieayeT Becb 00beM paboThl
pacnpeenaTb paBHOMEPHO MO THSAM, OTBEICHHBIM I MOATOTOBKU, KOHTPOJIUPOBATH KAXKIBIN JCHD
BBITIOTHEHUS paOOTHI.

6. ®OHABI OLICHOYHBIX CPEJICTB AJIA TEKYLero KOHTPOJIA yCIeBaeMOCTH,
NMPOMEKYTOYHOM ATTECTAUNM U CAMOKOHTPOJISA 110 MTOraM OCBOCHMS JUCHMILIHHbBI

TexHoa0rUs OllCHUBAHUS KOMIIETCHIINH (I)OHI[aMI/I OIICHOYHBIX CPCACTB:

(dbopMHpOBaHKE KPUTEPHUEB OLIEHUBAHHS KOMIIETEHIIHIA;

o3HakomiieHue ooydaronuxcsi B MOC ¢ KpuTepusiMHi OLIEHUBAHHSI KOHKPETHBIX TUIIOB OIICHOYHBIX
CPEACTB;

OLICHMBAHNE KOMIIETEHIIMNA CTYJIEHTOB C TOMOUIbIO OLIEHOYHBIX CPEJICTB;

myonukarus pe3ynbratoB ocBoeHus OITOII B mmunom kabunere B DOC oOydarormierocs;



Tect nis popmupoBanus «3Hatb» komnerenuun OIIK3
Bompoc Nel .
Jlenonpon3BoACcTBO — 3TO:

Bapuanmbl omeemoes.

1. mpaBuabHOE 0POPMIIEHHE JOKYMEHTOB
2. opraHu3anus 10KyMEHTO000pOTa B YUPEXKICHUH
3. COBOKYIHOCTb JOKYMEHTOB, OTPAXKAIOIIUX YIIPABICHUYECKYIO AEATEIbHOCTD YUPEKICHUS
4. COBOKYNHOCTb pa0OT MO TOKYMEHTHPOBAHHIO AEATEILHOCTH YIIPABICHUS U IO OpraHU3aluu T0KyMEHTOB
B YUPEXKICHUU
Bompoc Ne2 .

Kakum cBOWCTBOM MOXHO 0XapaKTEpHU30BaTh HATMYKE Y JOKYMEHTa HEOTHEMIIEMBIX ClIaraeMbIx, 0e3
KOTOPBIX OH CYIIECTBOBATh HE MOXKET:
Bapuanmer omeemos:

1. BelecTBEHHOCTb
2. arpuOyTUBHOCTH
3. CTPYKTYpPHOCTH
4. BepHOro BapuaHTa OTBETA HET

Bompoc Ne3 .

JlaiiTe onpeneneHne TOKyMeHTa:

Bapuanmbl omeemoes.

1. MartepuanbHBIA 00BEKT ¢ HHPOpMaLUei, 3apUKCHPOBaHHON CO3JaHHBIM YEIIOBEKOM CIIOCOOOM, /IS €€
nepeaayy BO BPEMEHH U IPOCTPAHCTBE

2. COBOKYITHOCTh PEKBU3UTOB O(HUIIMAIHHOTO MUChMA

3. cTaHIapTHOE PACIOJIOKEHHE MaTepHrala

4. Tekct

Bonpoc Ne4 .

Jlata noKkyMeHTa oopMIIIETCs CeLyIOIUM 00pa3oMm:

Bapuanmbl omeemoes.

1. 1 ¢espansa 1997
2. 1 despans 97 r.
3. 01.02.97 r.

4. 01.02.97

Bompoc Ne5 .
Kak 1omKHO TPOUCXOIUTh JIEIEHUE JOKYMEHTOB:
BapuaHmbl omeenoes.

1. Ha poabl, OABUABI, TOAPObI, PA3HOBUIHOCTH
2. Ha POJbl, BUbI, TOJBHU/IbI, Pa3HOBUIHOCTH

3. Ha BUJBI, MOJBU/IbI, PA3HOBUIHOCTH, POJIbI

4. Ha noABUABL, TOAPO/IbI, PA3HOBUIHOCTH

KpnTepnu OIICHKH BbINNIOJTHCHUSA 3aJaHUA

Onenka Kpurepuu onienuBanus

HeynosnersoputensHo | ot 0% m0 30% mpaBUIBLHBIX OTBETOB U3 OOIIIETO YKCIIa TECTOBBIX 3aaHUN

Y 10BAETBOPUTEITHHO oT 31% 10 50% npaBUIBHBIX OTBETOB M3 OOIIEr0 YMCIa TECTOBBIX 3aaHUI

Xoporro oT 51% 1o 80% mpaBUIHHBIX OTBETOB M3 OOIIEr0 YMCIa TECTOBBIX 3aaHUI




OTan4HO ot 81% mo 100% mpaBUILHBIX OTBETOB U3 OOIIETO YKCIa TECTOBBIX 3aJaHUN

e A i e

9.
10.
11.
12.
13.

Beinosinenue pedepara nist popmupoBanusi «Ymers» komnerennuu OITK3

AHanu3 CTpyKTYpHl ¥ (QyHKIHI Ci1yK0BI JeTONPON3BOACTBA HA IPUMEPE KOHKPETHOTO YUPEKACHUS
ABTOMaTH3aIMs T0KyMEHTO000pOTa HA MIPEANPUSITHH

JIOKyMeHTOOOOpOT B OpraHax BHYTPEHHUX el U TPeOOBaHUS, IPEIBIBISIEMbIE K HEMY
JIeTorpOn3BOICTBO U PEXKHUM CEKPETHOCTH

Yuuduxkanus nenonpousBojctea u JJOY

AHanu3 CBOMCTB TOKyMEHTA

CpaBHHTENBHBIN aHATN3 OYMa)KHOTO U SJICKTPOHHOTO IOKYMEHTO00O0pOoTa

Opranu3zaius ¥ TEXHOJIOTUHU JOKYMEHTAIIMOHHOTO 00eCTIeYeHHs! YIIPABJICHUS B CUCTEME
MCKBCAOMCTBCHHOI'O 3JICKTPOHHOTI'O B33PIMOI[CI>1CTBHH

['ocynapcTBeHHas Ciry:k0a U TeOpHrsi OFOPOKPATHH: MOJIEIIH, HOBBIE BESTHUS M TTOIXO/IbI
l'ocynapctBeHHast ciy»k0a U KaapoBas MOJIUTHKA

KOMHBIOTepHBIC I/IH(l)OpMaLII/IOHHBIC TCXHOJIOTUU JOKYMCHTAIIMOHHOI'O oOecrieueHus YHOPpaBJICHUA
Pa3zpaboTka nmporpaMmmMbl 00pabOTKH 3JIEKTPOHHOM MOYTHI

Opranuzaius paboTel ¢ KOHPHUIEHITUATBHON HHPOpMAITHEH

KpnTepml OIICHKH BbINNIOJTHCHUSA 3aJaHUA

Onenka Kpurepuu onennBanus

OOyyJaromuiicss He pacKpblUT MaTepra IO TEME 3aIaHUs WIH MaTEPHUA PACKPBIT
MOBEPXHOCTHO, U3JIaraeMbIil MaTepual He CUCTEMAaTU3HUPOBaH, BHIBOIbI

Hey,Z[OBJICTBOpI/ITeJILHO HCAOCTATOYHO apryMCHTHUPOBAHBI, O6yanOH_II/II\/JICSI HEC BBICKa3bIBaJI CBOCTO MHCHUA,

HE MPOSIBUJI CITOCOOHOCTH K aHAITN3Y, UMEIOTCS CMBICIIOBBIC M PEUEBhIC OITUOKH B
pedepare

O6y‘laIOHlI/II>'IC$I ACMOHCTPUPYCT JIOTUIHOCTDb U NOKA3ATCIIbHOCTD U3JIOKCHUS
Marcpuraia 1o TEMC 3aaHusd, HO JOITYCKACT OTACIIbHBIC HCTOYHOCTHU ITPU

VY I0BIETBOPUTEIBLHO | MCIIOJIB30BAHUHU KITFOUEBBIX MOHATHI. OOyUaromuics He TPOIeMOHCTPUPOBAIT

CIOCOOHOCTH K HAYYHOMY aHAU3y, He BBICKA3bIBAI B paboTe CBOET0 MHEHHUS,
JIOTTYCTHUJT OIIIUOKH B JIOTHYECKOM OOOCHOBaHUU CBOETO OTBETA

Pedepat Hanmmcan rpaMOTHBIM HAYYHBIM SI3BIKOM, UMEET YETKYIO CTPYKTYPY U
JIOTHKY U3J10KEHUs, TOUKa 3peHHs o0yuarolierocsi 000CHOBaHa, B padote

Xopoio ..
P IIPUCYTCTBYIOT CCBUIKM Ha HayYHbIE HCTOUYHUKH, MHEHHS U3BECTHBIX YUEHBIX B
JTAaHHOW 00JacTH
Pedepar Hanrcan rpaMOTHBIM Hay4HBIM SI3bIKOM, UMEET YETKYIO CTPYKTYpY U
JIOTHKY U3J10KEHUs, TOUKA 3peHHs 00yuaromierocss 000CHOBaHa, MpH pa3padoTke
OTnnyHO pedepaTa uCONB30BaHO HE MEHEE 5-8 HayYHBIX HICTOUHUKOB. B pabote

BBIJIBUT'AIOTCA HOBBIC MJICH U TPAKTOBKH, ACMOHCTPHUPYCTCA CIOCOOHOCTD
06yqaromer 0Cs aHAJIM3UPOBATh MATCpUAJl, BbIpAXKaCTCd €ro0 MHCHUC 10 HpO6J’ICMC

IIpesenTanus ans popmupoBanus «Biaagers» komnerennuu OITK3

IIpesenTanuu "OcHOBBI Aen0NpOU3BOACTBA"

PN

JlelicTByI0IIMe HOPMATHBHbIE JOKYMEHTHI, PETJIaMEHTHPYIOLINE NesITeIbHOCTh i1y k061 JIOY.
WHcTpykuus 1o 1ei10npon3BoCTBY, €€ Ha3HaueHUe, OPSA0K pa3paboTKU U YTBEPKICHUSI.

[ToHATHS «TOKYMEHTOOO0POT», «00BEM JOKYMEHTO000poTa». OCHOBHBIE TpeOOBaHUS K OpraHU3aIIH
JTOKYMEHTO000pOTa B OpraHax rocy1apcTBEHHOT0 M MyHHIIUIIAIIBHOTO yIIPaBICHUS

[Tpuem u peructparusi JOKyMEHTOB. POPMBI pETUCTPALIHH.

Opranuzanust ”HGOPMAITMOHHO-IIOUCKOBON CHCTEMBI IO JOKYMEHTaM OpraHHU3allyu.
[IpenBaputenbHOE pacCMOTpEHHE TOKYMEHTOB. HanpasieHue Ha HCTIOJIHEHNE.

Opranuzanus KOHTPOJIS UCIIOJHEHUS YIIPaBICHYECKUX TOKYMEHTOB.

@opMHUpOBaHUE U XPAHEHUE JIEII.




9. Homenknarypa aein.
10. OrmpaBka JOKYMEHTOB.
11. CoBepieHCTBOBaHHE TOKYMEHTALIMOHHOTO oOecrieueHus ynpasieHus. CpelicTBa MEXaHU3aluU U
aBTOMaTH3alllU YIIPABJIEHUYECKOTO TPYAa.
12. TloaroroBka JOKYMEHTOB K CAay€ B apXUB. DKCIIEPTHU3a LIEHHOCTH JOKYMEHTOB.

KpnTepml OICHKH BBINMOJHCHHUSA 3alaHUSA

OneHka Kputepuun onenuBanus

B npesenTanmu He pacKphITO coaepKaHNe MPEACTABISIEMOM TEMbl; UMEIOTCS
dakTHueckue (conaepxareabHblie), opporpaduueckrue U CTUINCTHYECKUE OINOKH.
HeynosnerBopurensHo | He mpencraBneH nepedeHb HCTOYHUKOB. L[BeToBBIE, MIPU(TOBBIE peIICHHS,
pacnojI0oXeHHE TEKCTOB U CXEM HE COOTBETCTBYIOT TPEOOBAHUIM pean3aliiu
MPUHIUIA HATJSITHOCTH B 00Y4EeHUHT

[Ipe3enTtanus BKItOUaeT MeHee § CllaiiJIoB OCHOBHOM yacTu. B mpe3eHTanuu He
MTOJTHOCTBIO PACKPBITO COJEPIKAHKE MPECTABIIEMON TEMBI, HEUYETKO OTpeecHa
CTPYKTypa Ipe3eHTallu1, UMEIOTCS cofiepKaTelbHble, opdorpaduyeckue u
CTHJIMCTUYECKHE OIMOKH (60see Tpex), MPeACcTaBlieH MepeYeHbh HCTOUHUKOB.
I{BeToBsIe, MPUGTOBBIEC PEIICHHUS, PACIIONOKEHUE TEKCTOB U CXEM COOTBETCTBYIOT
TpeOOBaHUSAM peanu3alu MPUHIUIA HATJSITHOCTH B O0yUYeHUH

y,[[OBJ'IeTBopI/ITC.HBHO

[Ipe3enTanus BriIro4aeT MeHee 12 cnaiiioB OCHOBHOM yacTu. B mpe3eHTanum He
MOJTHOCTBIO PACKPBITO COAEPIKaHUE MPENICTABIIIEMON TEMBI, YETKO OIpe/esieHa
CTPYKTYpa NPE3CHTAIMN, HIMCIOTCSI He3HAYUTEIIBHBIE CO/ICPIKATEIIbHBIC,

Xopoto opdorpaduvecke u CTUIMCTUIECKUE OIHOKY (HE Oosiee Tpex), MpeacTaBlIeH
nepedeHb UCTOYHUKOB. [[BeTOBBIC, MIPHU(TOBBIC PEIICHNUS, PACIIOIOKECHNAE TEKCTOB
U CXEM B ITOJTHOW Mepe COOTBETCTBYIOT TPECOOBAHHSM pPeai3alliy MPUHITUITA
HATJISITHOCTH B 00y4eHUHN

[IpesenTanus BKiIro4aeT He MeHee 12 cinaiiloB OCHOBHOM yacTu. B nmpesenTanuu
MOJHOCTBIO U ITyOOKO PAaCKPBITO COAEPKAHUE MPEACTABISIEMOM TEMBI, YETKO
oIpejiesieHa CTPYKTypa Mpe3eHTaluH, OTCYTCTBYIOT (pakTHdecKue

OTtnnyHO (comepkaTenpHbIe), OphorpadudecKkre U CTUIMCTUIECKHE OIHOKH, TPEICTaBICH
nepevYeHb UCTOYHUKOB. L{BeToBbIe, HIPU(TOBBIE PELICHHS], PACIIOIOKEHUE TEKCTOB
U CXEM COOTBETCTBYIOT TPEOOBaHUSAM pealn3aliy MPUHIIMIIA HATJISTHOCTH B
oOy4eHnn

Tect nas popmupoBanus «3Hatb» komnerenunu I[K26

Bompoc Nel . HazoBute 13 npeacTaBieHHbIX BApUAaHTOB OTBETA IPYIIITY BEPOSTHOCTHBIX peLIeHH B cepe
JOKYMEHTAIIMOHHOTO 00ECTIEYeHU YIIPaBJIECHUS, IPUHATHIX B YCIOBHIX:

Tun omeema: MHOTHE U3 MHOTUX
Bapuanmer omeemos:

1. KOHKypeHUuH;

2. pucka;

3. yBeIM4YEHUs IPOU3BOJICTBA;
4. HeomnpenerIeHHOCTH;

5. BCe BapuaHTHI OTBETA.

Bonpoc Ne2 . HazoBute u3 npeacTaBIeHHbIX BAPUAHTOB OTBETA OCHOBHBIE IPU3HAKY HAYYHOMU
000CHOBAaHHOCTH yNPAaBIEHUYECKUX PELIECHUH B cpepe JOKyMEHTAIIMOHHOTO 00ecTieyeHHs! YIIPaBICHUS:

Tun omeema: MHOTHE U3 MHOTHX
Bapuanmer omeemos:

1. wmcmonp30BaHUE MOECIIEH, pacueTOB B IpoIiecce 000CHOBaHMS POPMHUPYEMBIX YITPABICHYSCKUX PEIICHUN
B chepe TOKyMEHTAITMOHHOTO O0ECTIeYeHUs YIIPABIICHHUS;



2. OTBETCTBEHHOCTH COTPYAHHUKOB CY6BCKT3 (bHHaHCOBO — XO3SIHCTBEHHOM ACATCIIBHOCTH 3a UCIIOJTHCHUC

yIpaBIECHYECKHUX PEUICHUH B chepe JOKYMEHTAIIMOHHOTO 00EeCTICUeHUS YIIPaBICHHUS,

3. cpoku (GOopMHUPOBAHUS YIIPABICHUECCKUX pElICHUH B chepe JOKYMEHTAITMOHHOTO 00SCTICUCHUS
yTpaBICHUS;

4. metoasl GOPMHUPOBAHMSI YIIPABICHYCCKUX PEIICHUH B chepe JOKYMEHTAITMOHHOTO O0eCTICUeHUs
YIpaBIICHUS;

5. CpOKH pcain3aluu yIpaBJICHYCCKUX peI_HCHI/Iﬁ B C(I)epe JOKYMCHTAllUOHHOT O obecnieueHUs YHpaBJICHUA,

6. BCe BapuaHTHI OTBETA.
Bompoc Ne3 .

) IpEACTAaBJICHHBIX BAPUAHTOB OTBETA NEPCUNCIIUTEC OCHOBHBIC LICJIN U3YUYCHHUA JCIOIPOU3BOACTBA:

BapuaHmbl omeenoes.

1. ompenenuts poib ciyx6 10Y;

2. ToKa3aTh 3HaUCHHE PaOOTHI C JOKYMEHTAaMH B KH3HH OOIIECTBA;

3. OBJIaJileHHE OCHOBAMU IPABUIIBHOTO 0(OPMIICHHS TOKYMEHTOB M HaJJIeXKalled opraHu3anuei
JIOKYyMEHTO000pOTa;

4. TpUBHUTH HEOOXOIUMBIC HABBIKU B pabOTe C JeTIaMu, 3aKOHUYECHHBIMHE JIEJIOTIPOU3BOACTBOM.

Bonpoc Ne4 . VI3 npencTaBieHHbIX BApHAHTOB OTBETA IEPEUUCIUTE OCHOBHBIE OJIOKU JOKIIafa:

Bapuanmer omeemoas:

1. ocHOBHas 4aCTh; BHIBOJBI (PEKOMEHAAIINHN);

2. BCTYIUICHHUE; BBIBOJABI (PEKOMEHIAINN);

3. BCTYIUIEHHME; OCHOBHAs 4YacTb;

4. BCTyIJIEHHE; OCHOBHAS YaCTh; BBIBOJBI (PEKOMEHIAIIHH).

BOHpOC Ne5 . U3 MMPEACTAaBJIICHHBIX BAPUAHTOB OTBCTA nanTe MOSICHCHHUEC, KAK BBIITIAAUT PCKBU3UT «BU3a
O3HaAKOMIJICHUSA :
Bapuaﬂmbl omeemoe.

1. cexperaps 1/ ©.1.0. 00.00.00;

2. 1opuct 1/m 00.00.00;

3. cekperapp @.1.0. n/m 00.00.00;

4. c mpukazom ozHakomieH: Ji/m 00.00.00.

KpnTepml OI€HKH BBINMOJIHCHHUSA 3aJaHUA

Onenka Kpurepun oniennBanus

HeynosnerBopurensno | ot 0% 1o 30% mpaBUIIBHBIX OTBETOB U3 OOIIETO YHCIIA TECTOBBIX 3aaHHMA

Y 10BIIETBOPUTEIIHHO ot 31% 1o 50% npaBUIBHBIX OTBETOB U3 OOIIET0 YKCIa TECTOBBIX 3aaHHA
Xopotio oT 51% 1o 80% npaBUIBHBIX OTBETOB U3 OOIIETr0O YKCIAa TECTOBBIX 3aJaHHA
OTanyHO ot 81% mo 100% mpaBUILHBIX OTBETOB U3 OOIIETO YKCIa TECTOBBIX 3aJaHUN

Beinosinenue pedepara nist popmuposanus «Ymers» komnerennun I1K26
WNudopmanronHoe odbecrieueHre yrnpaBieHUs
KommnbrotepHbie HH)OpMAIIHOHHBIE TEXHOJIOTUHU IOKYMEHTAIIMOHHOTO 00eCIIeUeHUs YIIPaBICHUS
Pa3zpaboTka nporpaMmmMbl 00pabOTKH 3JIEKTPOHHOM MOYTHI
Opranu3zanus paboTsl ¢ KOHpUIEHIUAIBHON HHPOpMaIei
Uctopus nenonpounssoactsa u [JOY B Poccun
Kanposoe ne10npon3BoicTBO
Pacnpenenennas pensioHHas 6a3a JaHHBIX OOIECTBEHHOM OpraHu3aluu

PazpaboTka KOpropaTUBHBIX HHPOPMALIMOHHBIX CHCTEM



HenonpousBoacto u [1IK
Opranu3zaiius ¥ TEXHOJIOTHS JOKYMEHTAIIMOHHOTO 00eCcTieueHusI Ha KOHKPETHOM MPEATNPUSTUI

Cucremsnl SJICKTPOHHOT'O ,Z[OKyMCHTOO60p0Ta. ITaker IMPUKJIAAHBIX [TPOTrpaMM Documentum

KpnTepml OIICHKH BbINNIOJTHCHUSA 3aJaHUA

Onenka Kpurepuu onennBanus

OOyyJaromuiicss He pacKpblUT MaTepra IO TEME 3aIaHUs WIH MaTEPHUA PACKPBIT
MOBEPXHOCTHO, U3JIaraéMbIil MaTepual He CUCTEMAaTU3HUPOBaH, BHIBOIbI
HeynoBineTBOpUTENHHO | HEIOCTATOYHO apTyMEHTUPOBAHBI, 00YYAIOIIHIICS HE BHICKA3bIBAI CBOETO MHEHUS,
HE TIPOSIBUJI CIIOCOOHOCTH K aHAJIM3Y, UMEIOTCSI CMBICJIOBBIE U PEUEBBIC OIMMOKH B

pedepare

OOyyaromuiicss JTEMOHCTPUPYET JTOTUIHOCTh U TOKA3aTEIbHOCTh U3JT0KEHHS
Marepuaia 1o TeMe 3aJlaHusl, HO JOIMYCKAET OTAC/IbHbIE HETOYHOCTH MIPH

VY IOBIETBOPUTEIBHO | MCIIOJIB30BAHUHU KITFOUEBBIX MOHATHI. OOyUaromuics He TPOIeMOHCTPUPOBAIT
CIIOCOOHOCTH K HAYYHOMY aHAlU3y, He BBICKA3bIBAI B paboTe CBOEGT0 MHEHHUS,
JIOTTYCTHJT OIIIUOKH B JIOTHYECKOM OOOCHOBaHUU CBOETO OTBETA

Pedepat Hanmmcan rpaMOTHBIM HAYYHBIM SI3BIKOM, UMEET YETKYIO CTPYKTYPY U
JIOTUKY M3JI0KCHHMSI, TOUKA 3peHus o0ydaromerocss 000CHOBaHa, B paboTte
HpI/ICYTCTByIOT CCBIJIKHM Ha Hay‘-IHI:Ie HUCTOYHHUKH, MHCHHUSA U3BCCTHBIX y‘-IéHBIX B
JaHHOI 00JIacTH

Xopoio

Pedepar Hanrcan rpaMOTHBIM Hay4HBIM SI3bIKOM, UMEET YETKYIO CTPYKTYpY U
JIOTHKY U3J10KEHUs, TOUKA 3peHHs 00yuaromierocss 000CHOBaHa, MpH pa3padoTke
OTnnuHO pedepaTa uCONIB30BaHO HE MEHEE 5-8 HayYHBIX HCTOUHUKOB. B pabote
BBIJIBUT'AIOTCSl HOBBIE UEH U TPAKTOBKH, IEMOHCTPUPYETCS CIOCOOHOCTh
00yyYaroIerocsi aHaJIM3upoBaTh MaTepHa, BEIPAXKAETCS €r0 MHEHHE 0 Ipolieme

IIpe3entanus nuas popmupoBanus «Baagers» komnerennun ITK26
Opranu3aiiys 3JIeKTPOHHOTO JOKYMEHTO000pOTa B OpraHU3aIIHH.
Hcnonb30BaHue NIEKTPOHHON MOYTHI IJIsi OPTraHU3AIMH AIEKTPOHHOTO JOKYMEHTO000pOTA.
CucreMbl aBTOMATH3AIMH JOKyMEHTOO00pOTa OpraHU3aIiu.
Poxp nemonponsBoacTBa B yIpaBI€HUN ITEPCOHAIOM.
ConeprxaHne U 3HAYCHHE JIETIOMPOU3BOJICTBA.
l'ocynapcTBeHHBIN CTaHAAPT MO JOKYMEHTUPOBAHUIO.
JIoOKyMeHTaIMOHHOE 00ecTieueHUE YIpaBICHUS.
Opranu3almoOHHO — PACIOPSAUTENbHBIE JOKYMEHTHI.
Hcnonuenue TpeboBaHUi N0 JEIOTPOU3BOACTBY.
Konnekuuu 1okymMeHTOB.
S3BIK U CTUJIb JOKYMEHTOB.

OpFaHI/IBaHI/IOHHI)IC AOKYMCHTEIL.

KpuTepnu OICHKH BBINMOJHCHHUSA 3aJaHUSA

OneHka Kputepuu onenuBanust




HeynosneTBopurenbHO

B npe3enTanuu He packpbITO COJAEPKAHUE MPEICTABIAEMON TEMbI; UMEIOTCS
(bakTudeckue (comepkarenbhbie), ophorpaduueckie U CTHINCTUYECKUE OITHOKH.
He npencrasnen nepeueHs HICTOYHUKOB. L[BeTOBBIE, IpHU(TOBBIC pelICHUS,
pAacIoyio’KeHNE TEKCTOB M CXEM HE COOTBETCTBYIOT TPEOOBAHHSM peaH3aluu
MIPUHIINIIA HATJISAHOCTU B O0y4eHUN

VY 10BIETBOPUTEIBHO

[Ipe3eHTanus BKIOYAaET MEHEE § ClIailJloB OCHOBHOM YacTu. B mpe3eHTaiuu He
MOJIHOCTBIO PACKPBITO COAEPKAHKE MPEACTABIIEMON TEMBbI, HEUYETKO ONpe/ieeHa
CTPYKTYypa Ipe3eHTalu1, UMEIOTCS coiepKaTelbHble, opdorpapuieckue u
CTHIIMCTHYECKHUE OomUOKH (OoJiee TpeX), MpeICTaBICH MepeYeHh HCTOYHHUKOB.
L{BeTOBBIC, IPU(PTOBBIC PELICHNUS, PACTIOIOKEHNE TEKCTOB U CXEM COOTBETCTBYIOT
Tpe6OBaHI/I$IM peanmaunu HpI/IHHI/IHa HarJiiITHOCTHU B 06y‘-ICHI/II/I

Xoporo

[Ipe3enTanus BkiItoyaeT MeHee 12 cailioB OCHOBHOM YacTu. B nmpe3eHTanuu He
MTOJIHOCTBIO PACKPBITO COAEPKAHKE MPECTABIAEMON TEMBI, YETKO ONpeIeeHa
CTPYKTYpa Ipe3eHTAIllM1, UMEIOTCSI He3HAYUTENIbHBIEC COICpKATEIbHBIC,
opdorpaduveckre u CTUIHNCTHYECKUE OMUOKH (HE OoJiee TpeX), MpeICTaBIeH
nepeueHb UCTOYHUKOB. [[BeTOBBIC, IPU(TOBBIEC PEIIeHNs, PACTIONIOKEHNE TEKCTOB
Y CXEM B TIOJIHOM MEpe COOTBETCTBYIOT TPEOOBAHUSIM peaslu3alluy IPUHITUIIA
HaIISITHOCTH B 00y4YEHUHN

OTJINYHO

[Ipe3enTanus BkiItoyaeT He MeHee 12 ciaiiioB OCHOBHOM YacTu. B mpe3enrtaiuu
MOJTHOCTBIO U TITyOOKO PACKPBITO COACPKAHUE MPEACTABIIEMON TEMBI, YETKO
OIIpeJieNieHa CTPYKTypa MPe3eHTANH, OTCYTCTBYIOT (pakTHdIecKue
(comepxatenbHbie), opdorpaduveckie U CTUINCTUIECKUE OIIHOKH, TPEeICTaBICH
nepevYeHb UCTOYHUKOB. L{BeTOBBIEC, MIPHU(TOBBIE PEICHHS, PACTIOIOKEHHE TEKCTOB
U CXEM COOTBETCTBYIOT TPEOOBaHUAM pealU3alliy MPUHIIUIIA HATJISTHOCTH B
o0ydeHuun

BOl'lpOCbI JISA MPOBEACHUS l'[pOMG)KyTO‘IHOﬁ aTTeCTAalluM 110 UTOIraM O0CBOCHUSA TUCHUIIJINHBI

Tema 1. Ocnosbl opeanuzayuu 0e1onpou3800cmea

1. Ponb TOKyMEHTallMu B YIPaBICHYECKON AEATEIbHOCTH.
2. MecTo 1enonpou3BoACTBa B YIIPABICHUU.

3. T'OCTpsr.
4. HopmaTuBbl.

Tema 2. Ilonamus «ungopmayusy u «0oxymenmy. OYHKyuu 00OKyMenmos

5. llonsatue «uubOpMAaIUDY».

6. [ToHsATHE «IOKYMEHTY.

7. JJOKyMEHTHPOBAHUS yIIPABICHYECKON AEATEIbHOCTH.
8. OcHOBHBIE (YHKIIMH TOKYMEHTA.

Tema 3. Pexeuzumvl u cmpykmypa 0OKymMeHma

9. ®opMmyssip COBPEMEHHOI'O YIIPABICHUECKOTO JOKYMEHTA.

10. IloHsATHE pEKBU3NTA, COCTaB PEKBU3UTOB, X PACIOJIOKEHUE.

11. TpeboBanust K OOPMIICHUIO PEKBU3HUTOB.

12. «bnaHk JOKyMEHTa».

13. Bunpl 671aHKOB M IOPSIZIOK PACTIONOKEHHSI PEKBU3UTOB B OJlaHKE (YTJIOBOE M IICHTPOBAHHOE).
14. CoctaB peKBU3UTOB, HA3HAYEHHE, 0COOCHHOCTH O(OPMIICHHS Pa3TUYHBIX BUIOB OJaHKOB.
15. OcobGennocTr paboThl ¢ 6IaHKaMH ¢ TepOOBOI CUMBOJIMKOIA.

16. ®opmaTbl OyMa)KHBIX TOKYMEHTOB.

17. TpeGoBaHuUs K U3TOTOBJICHUIO JOKYMEHTOB.

18. TekcT MOKyMeHTa, €r0 CTPYKTYypa.

19. TpeGoBaHMsI K COCTABJIICHHIO JOKYMEHTA.

Tema 4. Dopmuposanue oen. Iloocomoeka den K XpaHeHuro

20. ®opmupoBaHUs pa3INYHbIX KATETOPUH JTOKYMEHTOB B JI€NA.




21. OTBETCTBEHHOCTb 32 COXPAHHOCThH JOKYMEHTOB.

22. DKcnepTH3a LIEHHOCTH IOKYMEHTOB.

23. TpeboBanus, npeabsaBiIsieMble K OPOPMICHUIO JIE.

24. TlonHOE M YacTUYHOE OpOpMIICHHUE JeT.

25. [lopmmBka aen.

26. CocTaBlieHUE 3aBEPUTEILHON HAAMUCH, BHYTPEHHEH OMUCH.
27. OdopmieHne 00I0KKH Jena.

28. Ilepenaua nen Ha XpaHEHHUE B apXUB.

Tema 5. Texnuueckue cpedcmaa, ucnoiv3yemule 8 0e10npouU3B00CHEe

29. KoMnbroTepHbI€ CpeACcTBa NOATOTOBKU JOKYMEHTOB.

30. Buabl opranu3aliMOHHON TEXHUKH.

31. U3roToBiieHne, KOMMMPOBAHNE U TUPAXKUPOBAHNUE JTOKYMEHTOB.
32. CpencrBa 00pabOTKH TOKYMEHTOB.

33. IlpaBumna 6e3omacHON pabOTHI C OPTTEXHUKOM.

Tema 6. Opeanuzayus 0OKymeHmoobopoma

34. Opranm3ais paboThI C MOCTYNAIOMUMHU («BXOISAITAMI» ) M OTIPABISAEMBIMU («ACXOISIIIUMID))
JOKYMEHTaMH.

35. PaboTa ¢ BHyTpEHHUMH JIOKYMEHTAMH.

36. Peructpauus qokyMeHTOB. Llenu 1 OCHOBHBIE IPUHLIUIIBI PETUCTPALIMUA JOKYMEHTOB.

37. ®opMBI perucTpaIui JOKyMEHTOB U OPSIOK UX 3aMOJTHEHUSI.

38. PerucTpanimoHHO-KOHTPOJIbHASA KaPTOUKa.

Tema 7. Jlokymenmayuonuoe obecneyenue ynpasieHus nepcoHaiom

39. HopmaTuBHBIE aKThl, PETIIAMEHTUPYIONINE pabOTy KaAPOBOM CIYKObI Ha MPEATNPUSTHH.
40. BuyTpeHHue T0KaIbHbIE HOPMATUBHBIE AKThI, OTHOCSIIIHECS K YIPABICHUS IIEPCOHATIOM.
41. O3HakoMyeHUE PAOOTHUKOB C JIOKATHHBIMH HOPMAaTHBHBIMU aKTaMH.

42. IloHATHE IEPCOHABHBIX JaHHBIX PAOOTHUKOB, KX 00paboTKa.

43. IoKyMEHTBI, TOATBEPKIAIOMINE TPYIOBYIO NEATEILHOCTh pAOOTHUKOB.

44. Tpynosoii norosop. Bumsl, popma, comeprkanue.

45. TpynoBasi KHUXKKA.

Tema 8. Cospemennoe eocyoapcmaeeHHoe 0e0npoU3B00Cmea

46. OCcHOBHBIE HAITPaBJICHUS 3aKOHOIATEIHLHOTO peryIupoBanus aenomnpousBoactsa EI'C/I.

47. HopMaTUBHO-METOINYECKOE PETYIUPOBAHUE JIETONPOU3BOJICTBA.

48. 'ocygapcTBeHHBIE CTaHIAPTHI, X POJIb M 3HAUCHHUE (CTaHIapTU3ALINS).

49. TumnoBast UHCTPYKIIUS 10 ACIIONMPOU3BOACTBY (peiepaabHbIX OpraHax UCIOJIHUTEILHOMN BIACTH.
50. [enonpoun3BoAcTBO (peepanbHbIX OpraHax UCIIOJIHUTEIbHON BIACTH.

51. Meroanyeckue peKOMEHAIH 110 pa3pad0TKe HHCTPYKLUUN 1O JEIONPOU3BOACTBY (efepaabHbIX
opraHax MCIOJHUTEIbHOU BIIACTH.

52. YauunupoBaHHbIE CUCTEMBI TOKYMEHTAIIUH.

53. HopmatuBHBIE TOKYMEHTHI IO TPYly M OXpaHe U TPYyAa.

Tema 9. Cucmemamu3zayus u XxpaneHue ynpasieH4eCKUx OOKyMeHmos

54. HomeHnknaTypa Jiei, BUJIbl HOMEHKJIATyPbl Je7.

55. TpeGoBaHus, NpeabsIBIsIEMbIE K COCTABICHUIO HOMEHKIIATYPHI L.

56. ®opMupoBaHue Aes B opranu3anuu. TpedoBanus K GOpMHUPOBAHUIO JIC]I.

57. DkcnepTHU3a LIECHHOCTH TOKYMEHTOB.

58. TpeboBaHus, NpeabsIBIsIEMbIE K OPraHU3ALMK U TPOBEACHUIO SKCIIEPTU3bI IIEHHOCTH IOKYMEHTOB.

YPpoBHM 1 KpUTEPHUHU UTOTOBOI OLIEHKH Pe3y/IbTATOB OCBOEHUS AU CUMIIIMHBI

Kpurepuu onieHuBaHus Hrorosas oneHka




Hesnanue 3Ha4NTEIBbHOM YaCTHU IPOrPAMMHOIO HeynosnerBopurensno/He3auteHo
Vposenp1. Marepuala, HeyMEHHUE JJaKe C IIOMOIIIBIO
Henocrarouns | "PEMOARBATEIL chopMyIUpOBATh MIPABUIbHBIE
OTBETHI Ha 3a/1aBAEMbIE BOIIPOCHI, HEBBITIOJIHEHHUE
MPAKTUYECKUX 3aJaHUN
3HaHUEe TOJIBKO OCHOBHOTO MaTepHaa, I0MyCTUMbl | Y TOBIETBOPUTEIHHO/3aUTEHO
VpoBets 2. HETOYHOCTH B OTBETE Ha BOMPOCHI, HAPYIIEHHE
BasoBLii JIOTHYECKOU TIOCIIEIOBATEIIEHOCTH B H3JI0KEHUH
MPOrpaMMHOT0 MaTepuaa, 3aTpyJHEHHsI IPU
peIIeHNH TPAKTUYECKUX 3a/1a4
TBepable 3HaHUA IPOrPAMMHOI0 MaTepHUaa, Xopo1o/3auTeHo
JIOITyCTUMBIE HECYIIECTBEHHBIC HETOYHOCTH TIPH
VYposens 3. OTBETE Ha BOMPOCHI, HAPYIICHUE JIOTUYECKOM
[ToBbIIEHHBIH | TOCIIEAOBATENFHOCTH B U3JIOKEHUH IPOTPAMMHOTO
MaTepuaa, 3aTpyIHEHUS IPU PelIeHUU
MPAKTHYECKUX 3a7a4
I'myGokoe ocBoeHHE MPOrpaMMHOI0 MaTepHara, OTnu4HO/3a4TEHO
Vposens 4. JIOTHYECKH CTPOHHOE €T0 U3JI0KECHNE, YMEHHE
. | CBSI3aTh TEOPHIO C BOBMOXKHOCTBIO €€ IPUMEHEHUS
IIponBuHyTHII
Ha MPaKTHKe, CBOOOTHOE PElICHUE 3a/1a4 U
000CHOBaHNE MIPUHSITOIO PELICHUS
7. PecypcHoe obecnieueHue JUCHUIINHbBI
JlneH3noHHOE 1. Microsoft Windows (JHIIEeH3MOHHOE MPOTPaMMHOE 00ECTIICUEeHHUE)
IIPOrpaMMHO- 2. Microsoft Office (nueH3MOHHOE MMPOTPaAMMHOE 00ECTICUCHNE)
MH()OPMAIMOHHOE 3. Google Chrome (cBOOOIHO-pacIpOCTpaHIEMOE MPOTPaMMHOE 00eCTIeueHNE)
obecneveHue 4. Bbpaysep CnyTHUK (cCBOOOAHO-pacIIpoCTpaHsieMoe MPOrpaMMHOe o0ecTieyeHne
OTEYECTBEHHOTO TIPOU3BO/ICTA)
5. Kaspersky Endpoint Security (TuIieH3MOHHOE POrPaMMHOE 00ECTICUCHHE)
6. «Antumiarunar.BY3» (IUIeH3MOHHOE MPOrpaMMHOE 00eCTICUeHNE)
CoBpeMeHHBIC 1. KoHcynbTaHT+ (JMIIEH3MOHHOE TPOrpaMMHOE 00ecrieueHre OTEeYECTBEHHOTO
HpO(beCCI/IOHaJILHbIe HpOI/ISBOIlCTBa)
0asbl TaHHBIX 2. http://www.garant.ru (pecypchl OTKPBITOIO JJOCTYTIa)
Wudpopmannonssie | 1. https://elibrary.ru - Hayunas snekrponnas 6ubnuoreka eLIBRARY.RU (pecypcbt
CIIPaBOYHBIC OTKPBITOT'O JJOCTYyTIA)
CUCTEMBI 2. https://www.rsl.ru - Poccuiickas ['ocynapcrsennast bubnuoreka (pecypcbl
OTKPBITOT'O JJOCTYTIA)
3. https:/link.springer.com - MexxayHapoaHas pedeparnBHas 0a3a JaHHBIX HAyYHBIX
n3nanuii Springerlink (pecypcbl OTKPBITOTO JOCTYIIA)
4. https://zbmath.org - Mexxaynapoanas pedeparuBHas 0aza JaHHBIX HAyYHBIX
uznanuii zbMATH (pecypcbl OTKpBITOrO AOCTYTIA)
WuTepuer-pecypesl | 1. http://window.edu.ru - Uadopmanronnas cucrema "EnquHoe OKHO IOCTYyIIA K
o0pazoBaTelbHBIM pecypcam”
2. https://openedu.ru - «HanmonaneHas miaatgopma OTKPHITOIO 00pa30BaHMSD)
(pecypchl OTKPBITOTO JOCTYTIA)
3. http://www.rasl.ru/
4. http://www.top-personal.ru/officeworks.html



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

MarepuanbHo- VY4eOHbIe ayAUTOPUH [T IPOBEICHUS:
TCXHUYICCKOC 3aHATHUH JICKITMOHHOTO THITA, 00CCTICUCHHBIC HA0OpaMU JIEMOHCTPAIIMOHHOTO
obecrieueHne 000pyOBaHUs U Y4eOHO-HATIISIHBIX TOCOOMH, 00€CTIeYMBAIONINX TEMATHUECKHE
HIITIOCTpalru, 3aHATHI CCMUHAPCKOIr'0 TUIla, rPYIIOBEIX U HHAWBUAYAJIbHBIX
KOHCYJIBTaI_II/II‘/JI, TCKYLICTO KOHTPOJIA U HpOMC)I(YTO‘IHOﬁ aTTeCcTanuu, IIOMCIICHUA
JUISL CAMOCTOSITEIbHON pabOThI, OCHAILIEHHBIE KOMIIBIOTEPHOU TEXHUKOM C
BO3MOKHOCTBIO MOAKIIOUEHHUs K ceTH "MHTepHEeT" 1 00ecTieueHreM 10CTyma B
SJICKTPOHHYTO I/IH(pOpMaI_II/IOHHO-O6pa3OBaTeJ'ILHy'IO cpeay opraHuianmu,
TIOMEIICHUS IJIsl XpaHEHHSI U IPOPHIAKTHUECKOTO 00CITy)KHUBaHUS y4eOHOTO
000pyIOBaHUs.
8. YueOHO-MeTOANYECKHE MATEPHAJIBI
Koxn-Bo Anpec
Ton B Bun
Ne ABTOD Ha3zBanue WznarenscTBO Bun uznanus 3JIEKTPOHHOTO
M3JIaHUs 6ubnmo- JocTymna
pecypca
TeKe
1 2 3 4 5 6 7 8 9
9.1 OcHOBHas JIUTEpaTypa
9.1.1 | Bpecknna H.B. OCHOBBI Ceepo-Kaskasckuit | 2014 yueOHOe - http://www. o
JIEJIONPOU3BOJICTBA (enepanbHbII nocobue iprbookshop.ru | noruny
YHHBEPCUTET /63228.html u
apoJIro
9.1.2 | PeibakoB A.E. OCHOBBI PecnyOnukanckuit 2016 Y4eOHUK - http://www. o
JIeNIONIPON3BOICTBA HHCTUTYT iprbookshop.ru | noruny
podeCcCHOHATBHOTO /67690.html "
o0pa3oBaHUs NapoJIo
(PUTIO)
9.1.3 | Ky3pmuna 1.B. Jlenompou3BoACTBO MockoBckuit 2017 yueOHoe - http://www. no
TyMaHUTapHbII nocobue iprbookshop.ru | noruny
YHHBEPCUTET /74718.html u
apoJIro
9.1.4 | Cemrxo N.A. OCHOBBI CexkBoiis 2018 y4uebHOe - http://www. o
Anrtyxosa JLLA. JIENIONIPON3BOICTBA nocobue iprbookshop.ru | noruny
/92992.html u
HapOIIIo
9.2 JlononHuUTEIbHAS TUTEPATYPa
9.2.1 | Homog C.JI. Jlenonpon3BoACTBO 1 COJIOH-ITPECC 2017 y4eOHO- - http://www. o
CeKpeTapckas paboTa Ha METOANYECKOE iprbookshop.ru | noruny
IePCOHATIHLHOM noco6ue /90403 .html "
KOMITBIOTEPE HapOIIIo
9.2.2 | decaros M.C. Jlenonpouns3BoAcTBO 1 Omckas akaeMus 2017 yuebHoe - http://www. o
Bacuibuenko [I.A. | pexxum cexpeTHOCTH B MB/I Poccun nocob6ue iprbookshop.ru | noruny
ITonpasko A.C. OpraHax BHyTPEHHUX JIJl /72851 .html u
Hunuus B.A. MapoIko
9.2.3 | Kynses H.H. Kon¢unennuansHoe Jloroc 2016 y4eOHHK - http://www. 1o
Hémymxua A.C. JIETOTIPOM3BOACTBO U iprbookshop.ru | noruny
dabpuunos AT 3aLUIICHHBIN /66416.html u
Konnpamesa T.B. | anexTpoHHBIi apoJIo
JOKyMEHTO000pOT
9.2.4 | Mupromkuna 10.B. | lenonpon3BoncTso u Cesepo-Kaskasckuit | 2016 MIPAKTUKYM - http://www. o
JOKyMEHTAallMOHHOE (denepanbHbII iprbookshop.ru | noruny
obecrieueHme YHUBEPCUTET /66028.html u
TOCy/apCTBEHHOM U MapoJro
MYHHULHUNAIBHO CITy>KObI

9. Oco0eHHOCTH OpraHu3anuu 00pPa30BaTeIbHOI AeATeJbHOCTH

JJIA JIMI ¢ OrpAaHUYCHHBIMHA BO3MOKHOCTAMM 3/10POBbS

B M®IOA co3pnanbl cieniMaibHble YCIOBHS Ul OTYYEeHHUs BBICIIET0 00pa30BaHus 10 00pa30oBaTeIbHbIM
porpaMMaM 00y4aroIUMUCS ¢ OTPaHUYEHHBIMU BO3MOKHOCTAMU 3710poBbs (OB3).

Jliig nepeMeleHusl THBAJIMJOB U JIUI] ¢ OTPaHUYEHHBIMHU BO3MOXKHOCTAMU 3710poBbsi B MDIOA coznansl



http://www.iprbookshop.ru/63228.html
http://www.iprbookshop.ru/67690.html
http://www.iprbookshop.ru/74718.html
http://www.iprbookshop.ru/92992.html
http://www.iprbookshop.ru/90403.html
http://www.iprbookshop.ru/72851.html
http://www.iprbookshop.ru/66416.html
http://www.iprbookshop.ru/66028.html

CIICHUAJIBHBIC YCIIOBHA IJIA 6eCHp€HHTCTBeHHOFO A0CTYyIIa B y‘le6HBI€ MMOMCIICHUA U APYTUC TIOMCIICHUA, 4
TAaKXKC UX HpC6LIBaHI/I${ B YKAa3aHHBIX MOMCHICHUAX C YUCTOM 0cOo0eHHOCTEH HCI/IXO(bI/ISI/I‘-IeCKOFO Pa3sBUTHA,
HHIAWBHUIYAJIbHBIX BO3MOXKHOCTEM 1 COCTOSIHUS 3O0POBbA TaAKUX o6yan0H1ch;1.

[Tpu nony4yenun oOpazoBaHus 00yUYaAIOIIMMCS C OTPAHUYCHHBIMHA BO3MOXKHOCTSIMH 3/I0POBbSI ITPH
HEOOXOAMMOCTH MPETOCTABIISIIOTCS OECIIATHO CIIeUAIbHBIE YUeOHUKH U y4eOHbIE TTOCOOHsI, WHasl yaeOHas
nutepatypa. Takxke uMeeTcss BO3SMOKHOCTh IIPEIOCTABICHHUS YCIYT aCCUCTEHTA, OKa3bIBAIOIIETO
00y4aroIuMCs C OTPaHUYCHHBIMU BO3MOXKHOCTSMH 3/I0POBbsI HEOOXOUMYIO TEXHUYECKYIO ITOMOIIb, B TOM
9HCIIe YCIYT CYPAONEPEBOTIUKOB U TU(DIOCYPIOTIEPEBOTINKOB.

[TonyuyeHrne TOCTYITHOTO M KAYECTBEHHOTO BBICIIIETO 00pa30BaHuUs JINIIAMH C OTPaHUYCHHBIMHU
BO3MOXXHOCTSIMHU 3J0POBbSA oOecrieueHo IMyTEM CO3aaHNA B YHUBCPCUTCTC KOMILJICKCA HGO6XOJII/IMI)IX YCJ'IOBI/Iﬁ
00ydJeHUsI TSl TaHHOM KaTeropuu odydaromuxcs. MHpopMaIus o CrienuaabHbIX YCIOBHSIX, CO3aHHBIX IS
00y4YaroIuXxcs ¢ OrpaHMYECHHBIMH BO3MOKHOCTSIMH 3/I0POBbBS, pa3MellieHa Ha CaliTe YHUBEPCUTETA
(http://www.mfua.ru/sveden/objects/#objects).

Jlia 00yuenus nHBanuaoB u inl ¢ OB3, nMeronux HapyueHsl OOPHO-ABUTaTEIbLHOrO anmapara
o0ecreunBaroTCsl U COBEPIIEHCTBYIOTCSI MAaTEPHAIbHO-TEXHIUUECKHUE YCIOBUS OECIPENSITCTBEHHOIO IOCTYTIa B
y4eOHbIe TOMELEHUs, CTOJIOBYIO, TyaJlIeTHbIE, IpPyre IOMEIEHUs, YCIOBHS UX TPEeObIBAHUS B YKa3aHHBIX
MOMENICHUAX (HaJM4Ke MaHyCOB, IOPYYHEH, paCIIMPEHHBIX IBEPHBIX IPOEMOB H Ip.).

Jlnig agantanuy K BOCIPUATHIO 00yYaromUMUCcs WHBaIuAaMu U uiamu ¢ OB3 ¢ HapyIIeHHBIM CITyXOM
CIPAaBOYHOT0, y4eOHOTO MaTepuaa, MpeayCMOTPEHHOTO 00pa30BaTeIbHOM MPOrpaMMOii TIO BEIOPAaHHBIM
HAIpPaBJIEHUSAM MOJTOTOBKH, 00ECIIEUNBAIOTCS CIEAYIOUINE YCIOBHUS:

JUI Ty4IIed OpUEHTAlH B Ay AUTOPUH, TPUMEHSIOTCSI CUTHAJIbI, OMIOBEIAIOLINE O Hayajie U KOHLE 3aHATUS
(cOBO «3BOHOK» MUIIETCS HA I0CKE);

BHUMAaHHE CJIA0OCIBIIIAIIET0 00YYaroIerocs MPUBIIEKASTCS MEAAroroM )KeCToM (Ha TUIeHo KIIaaeTcs pyka,
OCYIIECTBIISIETCS] HEPE3KOE MOXJIONbIBAaHUE);

pasroBapuBasi ¢ 00y4arolIUMCsl, IeJaror CMOTPUT Ha HETO, TOBOPUT SICHO, KOPOTKUMH MPEATIOKEHUSIMH,
oOecrieurBasi BO3MOKHOCTB YTEHHS 10 Ty0aM.

Kommnencarus 3aTpy1HEHHI pe4eBOTO U MHTEIUICKTYATbHOTO Pa3BUTHsI CJIA00CIIBITIAIINX WHBAMOB U JIUIL C
OB3 npoBoauTCs 3a CUET:

® WCIIOJIb30BAHUS CXEM, JHarpaMM, PUCYHKOB, KOMIILIOTEPHBIX MTPE3CHTALIMH ¢ THIIEPCChIIKAMH,
KOMMGHTI/IPYIOH_[I/IMI/I OTACIIBHBIC KOMIIOHCHTHI I/I306pa)KeHI/IH;

® peryJspHOTO MPUMEHEHUS YIPaKHEHUN Ha TpaUIeCcKOe BIICTICHUE CYIIECTBEHHBIX IPU3HAKOB
MIPEIMETOB | SIBJICHHIA;

® oOecriedeHHsI BO3MOXXHOCTH JJIsE 00YYarOIIErocs MoJMyYUTh aIPECHYI0 KOHCYJIBTAIIUIO MO YJICKTPOHHOM
MOYTE 10 Mepe HEOOXOIUMOCTH.

Jlist amanTanuy K BOCIPUATUIO HHBaUAaMu 1 jtuiamu ¢ OB3 ¢ HapymeHusIMH 3peHHsT CLIPaBOYHOTO,
y4e0OHOTr0, TPOCBETUTENILCKOT0 MaTepuaa, MpeaycMOTpEeHHOro o0pa3oBaTenbHoil nporpammoit MOIOA mo
BBEIOpAHHOM CIIEIUATBHOCTH, 00€CIICYMBAIOTCS CIICAYIOIINE YCIOBHS:

BeZIeTCs ajanTanus opuuanbHOro caifita B cetu IHTEpHET ¢ yueToM 0coObIX TOTPEOHOCTEH HHBAIUAOB TI0
3pEHUI0, 00ECTICYNBACTCS HATUYHME KPYITHOIIPU(PTOBOM CIPAaBOYHON MH(POPMALIMH O PACTIMCAHUH YUECOHBIX
3aHATHH;

B HavaJie yueOHOT0 Tojla 00yJaronuecss HeCKOJIBKO pa3 mpoBoasTes 1Mo 3aannio MOKOA st 3anoMuHaHus
MECTOPACHOJI0KEHUSI KAOMHETOB, TOMEIICHH, KOTOPBIMU OHH OyIyT MOJIb30BAThCS,;

Me/1aror, €ro co0eceTHNKU, MPUCYTCTBYIOLINE MPECTABISAIOTCS 00YYaIOIMMCs, KaXK/IbIi pa3 Ha3bIBACTCS
TOT, K KOMY TIeIaror o0pamaercs;

JEHCTBHUSL, KECTHI, IEPEMEIICHUS MTearora KOpOTKO U ICHO KOMMEHTUPYIOTCS,;

nedaTHast ”HOpMAaIHs MPEJOCTABIISACTCS KPYITHBIM HIPUPTOM (0T 18 MyHKTOB), TOTAJILHO 03BYYUBACTCS;
obecnieunBaeTcs HeOOXOUMBIN YPOBEHb OCBEIIEHHOCTH TTOMEIICHHI;

MIPEIOCTABIIAETCS BO3MOKHOCTh MCII0JIb30BAaTh KOMIIBIOTEPHI BO BpEMsI 3aHATUI U MTPABO 3aMHCU
00BsSICHEHUS Ha TUKTO(OH (T10 JKEIaHUIO 00YJarOIIEToCs ).

dopma npoBeieHUs TEKYIIEH U IPOMEXYTOUYHOM aTTecTanuu i odydaromuxcs ¢ OB3 onpenensercs
IpernoaaBaTesieM B COOTBETCTBHH C yU4eOHBIM I1aHoM. [Ipu HeoOxoaumocT oOyuaromemycst ¢ OB3 ¢ yuerom
€ro MHAMBHYaJbHBIX ICUXO(PU3MUECKUX 0COOEHHOCTEH aeTcsi BO3MOKHOCTD IPONTH MIPOMEKYTOUHYIO
aTTECTAllMIO YCTHO, MUCbMEHHO Ha OyMare, MICbMEHHO Ha KOMIIbIOTEepe, B (hopMe TECTUPOBAHUS U T.I1., THOO



IpeaoCTaBIIACTCSA JOIIOJIHUTCIBHOC BPEMA AJIA ITIOATOTOBKH OTBETA.

I'ox Havana moaroTOBKM CTYAEHTOB - 2020



