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1. HEJIX OCBOEHUSA JUCHUTIINHBI

11

Lenbto u3ydyeHus AUCUUILIUHBL "JIOKyMEHTalMOHHOE oOecIeueHue ynpasieHus" sBisercs GopMupoBanue y Oyaymux
CTIEeNMANNCTOB TEOPETHIECKNX 3HAHUH M IPAKTHIECKUX YMEHHH U HABBIKOB B 001acTH JIOKyMETaI[MOHHOTO obecedeHns
YIIPaBJI€HUs, HEOOXOAUMBIX B IPO(ECCHOHATBHON e TEIbHOCTH.

2. MECTO JUCHMILTUHBI B CTPYKTYPE OBPA3OBATEJILHOW TPOTPAMMBI

Huxn (pazgen) OOIT:

|OH

2.1

TpeGoBanus K NpeABAPHUTEJbHOMN NOAT0TOBKe 00y4al0Ierocs:

2.11

po¢heCCHOHANBHON AEATEIILHOCTH)

WudopmarrioHHbIe TEXHOIOTHH B TPO(ECCHOHANBHOM AESTENbHOCTH (ATaNTUBHEIE HHYOPMAIIMOHHBIE TEXHOIOTHH B

2.1.2

HCI/IXOJ’IOFI/I5{06HI€HI/I$I

2.2

Ill/lCIII/ll'lJ'II/ll-lLl H MMPAKTUKH, VI KOTOPbIX OCBOCHUE JAHHOM U CIUTITHHBI (MOZ[y.]'lil) HEeo0XO0UMO KaK npeiaumecTByroiiee:

221

Byxranrepckuii yyer

222

®duHaHCHI, ACHEKHOE 00paLIeHHE U KPEIHUT

3. TPEBOBAHUS K PE3YJIBTATAM OCBOEHUSA U CIHUIIJINHBI

3.1 3uarh

OK-4: D¢pdexTBHO B3aIMOA€iicTBOBATH U Pa00TaTh B KOJLUIEKTHBE U KOMaH]Ie.
- IICMX0JIOTHYECKHEe OCHOBBI 1eSITeJIbHOCTH KOJLIEKTHBA, IICHX0JI0THYecKHEe 0COOEHHOCTH JIUYHOCTH

OK-5: OcyniecTBJISTH YCTHYIO U MICbMEHHYI0 KOMMYHHKAI[UIO HA TocyAapcTBeHHOM si3bike Poccuiickoii @enepanuu ¢ yuetom

0COOCHHOCTEI CONAIBLHOIO H KYJIbTYPHOT0 KOHTEKCTA
- 0CO0EHHOCTH COIIMATBLHOTO0 H KYJbTYPHOI0 KOHTEKCTa
OK-9: Ilosb30BaThCs NPodeccHOHAILHON T0KYMeHTanuell Ha rocy1apcTBeHHOM H MHOCTPAHHOM fI3bIKAX.
- MPaBHJIa MOCTPOEHHUS NMPOCTHIX U CI0KHBIX MPEII0KeHHI Ha MPodeccHOHATbHbIE TeMbI

3.2 Ymerh

OK-4: aq)q)eKTl/IBHO B3al/IM0,Jlel7ICTBOBaTL " paﬁOTaTb B KOJUVICKTUBC H KOMaH/JAEC.- ICUXO0JIOI'HYECCKHUE OCHOBBI T€ATC/IbBHOCTH

KOJVICKTUBA, IICUXO0JOTHYCCKHUE 0C00EHHOCTH JTUYHOCTH

OK-5: OcynmiecTBJISTh YCTHYIO H NMCbMEHHYI0 KOMMYHHKAIIMIO HA FTOCYAapCTBeHHOM si3bike Poccuiickoii @enepannu ¢ yueToM

0co0eHHOCTel COUATBHOTO0 U KYJbTYPHOI0 KOHTEKCTA
- 0COOEHHOCTH CONMAIBHOI0 H KYJbTYPHOI'0 KOHTEKCTA
OK-9: [Toab30BaThCs NpoeccHOHATLHOM TOKYMEeHTal[Hell HA rocyAapcTBEHHOM U HHOCTPAHHOM SI3bIKAX.
- IPaBWJIa MOCTPOEHHUS MPOCTHIX H CJOKHBIX NPEI0KeHNH HAa NpodeccHOHATIbHBIE TeMbI

3.3 Baaaern

OK-4: DpdexTBHO B3aMO/IelicTBOBATH U PA00TATH B KOJIIEKTHBE H KOMaH/e.
- ICHXO0JIOTMYEeCKHE OCHOBBI 1eSITe/IbHOCTH KOJLUIEKTUBA, ICHX0JI0THYeCKHEe 0COOEHHOCTH JIMYHOCTH

OK-5: OcyniecTBJISTh YCTHYIO M MMCbMEHHYI0 KOMMYHHKAIIMIO HA FOCYAapCTBeHHOM si3bike Poccuiickoii @enepannu ¢ yueTom

0CcO0eHHOCTell COIMATBHOIO0 U KYJIbTYPHOI0 KOHTEKCTA
- 0CO0CHHOCTH CONHMAJIBHOIO H KyJIbTYPHOI0 KOHTEKCTa
OK-9: [Toab30BaThCs MPO(heccHOHATBLHON JOKYMEeHTAI[Hel HA rOCyIapCTBEHHOM U HHOCTPAHHOM SI3bIKAX.
- IPaBWJIa NOCTPOEHMS MPOCTHIX U CJIO0KHBIX NMPeI0KeHUH Ha MpodeccHoHalbLHbIE TeMbI

4. CTPYKTYPA U COJEPKAHUE JTUCITUIIJIMHBI (MOYJIS)

Kon Cemectp / Komneren- Mpumeua
HaumenoBaHue pa3iesioB U TeM /BUA 3aHATHUSI/ Yacos JlutepaTtypa
3aHATHS Kype 197011 HHe

Pa3nen 1. OcHOBBI JOKYMEHTHPOBAHHUS
ynpaBJeHYecKoi JesiTeJbHOCTH

1.1 JIOKYMEHTHpPOBAaHUE YIIPaBIEHUYECKON AEATEIbHOCTH. 4 4 OK 04. OK 05. | JI1.1 J11.2J12.1 J12.2
/J1ex/ OK 09. 2192 33

1.2 CucreMa OpraHu3allMOHHO— PacTOpSAAUTENLHOM 4 4 OK 04. OK 05. | JI1.1 JI1.2J12.1 J12.2
ngokymenranuu (OPMT) /Jlex/ OK 09. 2132 33

1.3 Cocrasienue u 0hopMIICHHE OpraHU3aIlMOHHO— 4 4 OK 04. OK 05. | JI1.1 J11.2J12.1 J12.2
pacropsIIUTeNEHOM qokyMeHTauu. CocTaBieHne OK 09. D152 33
o01ero O1aHKa OPraHU3aLMU C YTIOBBIM U
MPOJIOJEHBIM BapUaHTaMu pacronoxenust /I1p/

1.4 Cocrasnenue 1 0popMIIeHUE yUETHOH MOJTUTHKE 4 4 OK 04. OK 05. | JI1.1 JI1.2J12.1 J12.2
opranuszanun* /ITp/ OK 09. 21 92 93

1.5 CocraBienue pabo4ero IiaHa C4eTOB 4 2 OK 04. OK 05. | JI1.1 JI1.2J12.1 J12.2
OyxranTtepckoro y4era opranuzanuu™ /TIp/ OK 09. 019233

1.6 JoroBopHo—TipaBoBas nokymenranus /I1p/ 4 4 OK 04. OK 05. | JI1.1 JI1.2J12.1 J12.2

OK 09. 213233




1.7 ITpoBepka MpaBHIILHOCTH COCTABICHUS M OPOPMIICHHUS 4 2 OK 04. OK 05. | JI1.1 J11.2J12.1 J12.2
Jorosopa crpaxosanus. [IpoBepka NpaBUIBHOCTH OK 09. 213233
CoCTaBIeHHS U 0(OPMIIEHNS KPEAUTHOTO JOTOBOPA.
Cocrasnenue u opopmienue gosepentHoctu /IIp/

1.8 JloxyMeHTHpOBaHUE PabOThI ¢ epcoHanoM /JIex/ 4 4 OK 04. OK 05. | JI1.1 JI1.2J12.1 JI2.2
OK 09. 21922 323

19 Cocrasienue u 0o(hopMIICHHE 3asBJICHUS O MPHEME Ha 4 2 OK 04. OK 05. | JI1.1 J11.2J12.1 J12.2
pabory. CocraBneHue ABTooHorpaduu, pesrome. OK 09. 01092 33

Hcnonk3oBanue mabdaoHoB pestome. CocTaBlieHUE U
odopMIIeHHE TPYAOBBIX 10T0BOPOB. /IIp/

Paznen 2. Opranu3zanus cucTeMsbl
JOKYMEHTALHOHHOI0 00ecreYeHusl.

2.1 IpereH3noHHO—UCKOBasNOKyMeHTaLus /JIex/ 4 4 OK 04. OK 05. | JI1.1 JI1.2J12.1 J12.2
OK 09. 3132 33
Paznen 3. Opranusanusi A0KyMeHT0000poTA.
3.1 Opranun3zaiys paboThl ¢ JoKyMeHTamu /JIex/ 4 4 OK 04. OK 05. | JI1.1 J11.2J12.1 J12.2
OK 09. 0132 33
3.2 Juddepenuuponannsiii 3auet /3auéTCON/ 4 2 OK 04. OK 05. | JI1.1 JI1.2J12.1 J12.2
OK 09. 313233

5. ®OHJ OHEHOYHBIX CPEJICTB

5.1. ®oH OLIEHOYHBIX CPEACTB JIsl MPOBeAeHHUSs MPOMEKYTOUHOM aTTeCTALMHU

TIpomexxyTouHas aTTecTanus MPoBOUTCSA B popMe muddepeHIpoBaHHOTo 3a4eTta. [lepeueHb BOMPOCOB:
1. OcHosnble orsTHs JIOY.

2. IIpuHIMIIEL AETONPOU3BOCTBA.

3. HopmatuBHO-1IpaBoBas 6a3a JI0Y.

4. Ilonstre nokymenTa. Knaccuukarum 10KyMEHTOB 110 Pa3IMIHBIM MPU3HAKAM.

5. O6xacts npumenerns ['OCT P. 6.30-2003 r «YHu¢puupoBaHHas CHCTEMa OpTraHU3aOHHO-PACTIOPSAUTEIBHBIX TOKYMEHTOB. TpeOoBaHus K
0(opMITEHHIO TOKYMEHTOB.

6. Portb TOKyMEHTAIIMOHHOTO 00ECIeYeH s YIIPaBICHHS B COBPEMEHHOM OpraHU3aIiH.

7. CrannmapTuzanus 1 yHUQHKAIHS JOKyMEHTOB.

8. dyHKIUM JOKYMEHTOB.

9. IloHsATHE «PEKBU3UT JOKYMEHTA», BUIIBI PEKBU3UTOB: 00s3aTeIIbHBIC, JOMOIHUTEIbHEIE.

10. brank noxymeHTa. Bunbl G1aHKOB, UX XapaKTepPHUCTHKA.

11. TpebGoBaHMs K H3TOTOBICHUIO, YUETY U XPAHEHUIO TePOOBBIX OJIAHKOB.

12. Ocobennoctu odopminenus nokymenTta «llonoxxenuey. [loHsATHE, PEKBU3HUTHL

13. Pa3MemieHne peKBU3UTOB Ha OJIaHKaX TOKYMEHTOB.

14. TlonsaTne goroBopa (KOHTpakTa). Bumel 1oroBopoB, 0cOGEHHOCTH 0(POPMIICHUS.

15. HazHnauyenue, cocTaB 1 0COOCHHOCTH O(OPMIICHUS] OPraHU3AIMOHHEIX JOKYMEHTOB.

16. Haznauenue, cocTaB 1 0COOEHHOCTH 0(OPMIICHUSI PACTIOPSITUTENBHBIX JOKYMEHTOB.

17. HaznaueHue, cOCTaB 1 0COOGHHOCTH 0(hopMIIeHUs] HHYOPMAIIMOHHO-CIPAaBOYHBIX JOKYMEHTOB.

18. Ocobennoctu oopmienus nokymenta «lIpukas». [loHsTHE, pEKBU3HUTHI, KJIaCCH(HUKAIHS TIPHKA30B.
19. Haznauenne, 0coO€HHOCTH O(OPMIICHHUS TOKYMEHTa «Y CTaBy.

20. OcoberHOCTH 0QOPMIEHUS JOKYMEHTa «AKT». [IoHATHE, PEKBU3UTHI, BUIBI aKTOB.

21. Ocobennoctr odopmiteHus qokymeHTa «IIpotokomny. [ToHATHE, pEKBU3UTHI, BUIBI IPOTOKOJIA.

22. BeneHue 1eNI0BO# MEPENHCKH ¢ 3apyOeKHBIMHU KoppecnoHaeHTaMi. OcoOeHHOCTH 0OPMIICHUS.

23. HazHaueHue ¥ criocoObI COCTaBIICHHS JOBEPSHHOCTH. Buibl JOBepeHHOCTEIH.

24. loxnagHble ¥ 00BSICHUTENbHBIE 3aIIICKU: Ha3HAUeHHUE, CO/Iep)KaHNe, COCTaB PEKBU3HUTOB.

25. TpeboBaHusI, IPEABIBISIEMBIE K COCTABICHHUIO TEKCTA TOKYMEHTA, YHH(HUKAIUS TeKcTa, popMa U3JI0KEHHs, IPABHUIIa COCTABICHHSI.
26. CripaBku: BUJIbI, 0HOpMIICHHE.

27. CoctaBienue u opopmieHne qokymMeHTa « TemepoHorpammay.

28. CocraBienue U 0(OpMICHUE TPETCH3HUML.

29. OueHKa 3HAYUMOCTH IOKYMEHTA H CPOKH XPaHEHHS.

30. OcobeHHOCTH TepeIadH el B BEIOMCTBEHHBII apXUB.

31. OcobenHocTH cocTaBiieHus U opopmiieHus gokymeHTa «Tenerpammay.

32. [IpuHIMITBI, KPUTEPUH LICHHOCTH AJOKYMEHTOB OpraHU3alui. DKCIepTH3a IEHHOCTH OymMmar.

33. Komnetotepuzanus JJOY. DneKTpOHHBIH JOKYMEHT.

34. McnonHeHne 10KyMEHTOB.

35. KoHTpoIIb HCIIOMHEHUS IOKYMEHTOB.

36. OopmireHne qoxkymeHTa «3asiBieHue». [IoHATHE, PEKBU3HTHL.

37. XpaHeHue TOKYMEHTOB B OIIEPATHBHOM AESTENFHOCTH U UX TIOATOTOBKA K UTUTEIBHOMY XPaHEHHIO.
38. Cucremaruzanust JoKyMeHTOB. OCHOBHBIE IPUHIUITE YHOPSIOYSHNS U XPAaHEHHS JOKYMEHTOB.

39. JIBukeHre BHYTPEHHUX TOKYMEHTOB MPEANPHUSITHS.

40. DTansl IBM)KEHHUS BXOAAIIMUX JOKYMEHTOB.

41. DTamnbl ABMXEHHS UCXOISIIUX TOKYMEHTOB.

42. Homenkunarypa aen. Hasnauenue, opsiok cocTaBieHus U opopmiIeHHe: TpeOOBaHHS K COCPIKAHUIO.
43. I'pynnupoBka 10kyMeHTOB B fena. OdopmieHre aena.

44. TlepBoHavanbHasi 00pabOTKa JOKYMEHTOB B YUPEIKICHUH.

45. Opranmzanust paboTH ¢ JOKyMEHTaMH, 00paboTKa, perucTpamys 1 KOHTPOJIb HCTIOTHEHUS JOKyMEHTOB.
46. Opranuzanus JOKyMEeHTO000pOTa Ha IPEIPHATHH, yIeT JOKYMEHTOB.




47. PaccMOTpeHHe T0OKyMEHTOB pyKoBouTeNneM. VIHIUBUAyanbHbIE U THIIOBbIE CPOKH PACCMOTPEHHUS.
48. lormxHocTHBIE MHCTPYKIMK. Ha3HaueHue, nopsaoK yTBepXaeHus, 0COOEHHOCTH 0(QOpMIICHHUS.
49. IopsAoK yHHUYTOKEHHUS TOKYMEHTOB C UCTEKIIMM CPOKOM XpaHEHUsI.
50. CocTaB 1OKYMEHTOB, 00€CIEUMBAIOLINX JOKYMEHTHPOBAaHHE PAOOTHI ¢ KaJApaMHu.
51. PaboTa ¢ koHGHUIEHINATBHBIME JOKyMeHTaMH. [IpuMepHbIi epedeHs CBeeHHH COCTAaBIAIOMNX KOMMEPUECKYIO TalHy.
52. CocraBnieHue 1 0popMIIeHIE HCKOBBIX 3asBICHHUH.
53. CiyxebHoe 1 fenoBoe muceMo. [Tonstie, TpeboBanus k odopmienuo. PasnoBuaHOCTH.
54. Pa6oTa ¢ oOpanieHHsIMH TpaxJaH, e 0COOEHHOCTH.
55. Hopsinox opopmieHus oOparieHuid TpaXkiaH B apXUB OPraHU3ALUH.
56. J1oroBop KyIuiu-IpoJaku.
57. SI3bIK ¥ CTUIIb AETIOBOM MEPEMMUCKH.
58. [lenoBas mepenucka B opraHu3aui. Pa3HOBUIHOCTH MUCEM.
Kpumepuu oyenusanus:
5 6ayuToB BBICTABIAETCS CTYACHTaM 3a IIOJHBIH 1 IIPAaBUJIBHBII OTBET Ha BCE BOIIPOCHI OHMIIeTa C JIOTHYECKUM 000CHOBaHHUEM apryMEHTOB, B OTBETE HET
OIIHOOK.
4 Gana BBICTAaBIAETCS CTYAEHTaM, €CIIH BOIPOCH! OMIIeTa PacKPHITHI ITOJHOCTHI0, 0OOCHOBAHHMS JIOKa3aTeIbCTBA HEOCTATOYHBI, IPH 3TOM JOMYIICHBI
JIBe-TPH HECYIECTBEHHBIE OIINOKH, UCIIPaBICHHBIE IO TPeOOBAHHIO IIPETIOIaBaTelsI.
3 Gayia CTaBUTCS CTYICHTAM 3a MPaBUIIbHBIA OTBET Ha BOMPOCHI OWIIeTa, IPH 3TOM IOMYIIEHO OoJjiee OJHOI OMMOKU MO M3I0XKEHUI0 (DAKTOB WITH
Gosiee IBYX-TPEX HEJOUETOB B OTBETE.
2 Oama CTaBUTCA CTYICHTaM, €CIIM JIOMYLIEHbI CYLIECTBEHHbIC OLIMOKY, TOKa3aBILKe, 4TO 00ydatouics He 00nanaer o0sM3aTeNbHBIMA YMECHUSAMH
110 JaHHOM TeMe B IOJIHOM Mepe.

5.2. ®oH OLIEHOYHBIX CpEeACTB Ui MPOBEACHUS TeKYLIEro KOHTPOJIsA

IIpencranen B Ilpunosxenun 1 x paboueit nmporpamMme JUCHUIUINHBL

6. YHEBHO-METOANYECKOE U THOPOPMAIIMOHHOE OBECHEYEHUE JUCHUIIIMHBI (MOAY JIST)

6.1. PexomenayemasiiutepaTtypa

6.1.1. OcHoBHasIIMTEpaTypa

ABTODBI, COCTaBUTENHN 3arnaBue H3patenscTBO, IO Konny-Bo

JI1.1  |Kysueros, 1. H. JIOKyMeHTAITHOHHOE 00ecTIeueH e Mockaa : https://urait.ru/bcode/490168 -
yipasieHus. JlIokyMeHT0000pOT U WsnarensctBolOpaiiT, | HeorpaHuueHHBINH TOCTYIT 11
JICTIOTIPOU3BOJICTBO: YUCOHUK U MpakTukyM [2022 3aperHCTPUPOBAHHBIX
JUISL CPEIHETO MPO(ecCHOHAIBHOTO MOJIB30BaTeNeH

JI1.2  |doponuma, JI. A. JIOKyMeHTaITMOHHOE 00ecTIeueH e Mockga : https://urait.ru/bcode/492618 -
YIIpaBJIeHHS : | yIeOHUK U TpakTukyM it |M3aatenbctBolOpait, | HeorpaHHMYESHHBIH JOCTYI LIS
cpenHero npodeccroHanbHOro oopasoBanus (2022 3aperuCTPUPOBAHHBIX

6.1.2. lonoiHATETbHASIJIATEPATYPA

ABTOpBI, COCTaBUTEIH 3arnaBue W3narenscTBO, IO Konnu-Bo

JI2.1 |Muxeesa E. B. Iporpamma paszsutus JJOY: teoperuueckue |Mocksa, bepiuH: http://biblioclub.ru / -
Y TIpaKTHYECKKe TIOAXO0bI K ee paspaborke: |[upekr- Menuna, 2022 | HeorpaHWYEeHHBIH TOCTYIT IS
MIPAKTUYECKOE PYKOBOACTBO 3apErUCTPUPOBAHHBIX

JI2.2 |lysanosa H. H. JlokyMeHTallnOHHOE O0ecIieueHUEe Mocksa: FOpaiit, 2022 | https://urait.ru/bcode/489985 -
yIpaBIeHHs: yUEOHUK U MPAKTUKYM AJIs HEOTPAHHUCHHBIH OCTYII Js
CIIo 3aperuCTPUPOBAHHBIX

T0JIb30BaTeNel

6.2. Ilepeuens pecypcoB HHGOPMALTHOHHO-TeJIeKOMMYHHKAIIHOHHOM ceTH ""UnHTepHeT"

31 Nudopmanumonnas cucrema «EnuHoe 0KHO 10cTyIa KOOpa3oBaTENbHBIM PeCypcam»

22  |Dnexrponnas 6ubmmoreka BOOK.ru [Dnexrponnsii pecypc]/ DBC BOOK.ru. Pexxum mocryma: http://www.book.ru/.

33  |[HaumonaneHsiii nugposoii pecypc «PYKOHT» [Onekrponnslii pecypc]. Pexxumpocryna: http://rucont.ru

6.3. [lepeyeHbpOorpaMmMHoOroodecneyeHust

6.3.1|1.Onepaumonnas cucrema. RedOS 7.3

6.3.2|2.0¢ucHsbrii makerLibreOffice

6.3.3|3.bpayzep Chromium

6.4 IlepeuyenbnHGpOPMALHOHHBIXCITPABOYHBIXCHCTEM

6.4.1|{11CC «Koncynbrantllmtoc»

6.4.2|1ICC «I"apanT»

7. MATEPUAJIBHO-TEXHUYECKOE OGECIHEYHEHHME JUCITUIIJIMHBI (MO Y JIsI)

7.1|TTomernenus U1 IPOBEICHUS BCEX BUIOB pad0T, MPEAYCMOTPEHHBIX YIEOHBIM IIJIAHOM, YKOMILIEKTOBaHBI HEOOXO0IUMOH
CIICIINATM3UPOBAHHON yaeOHOH MeOeNbI0 U TEXHHIECKUMH CPEACTBAMU O0yICHHSL.

8. METOAUYECKHUE YKA3AHUA JJISA OBYYAIOIINXCA IO OCBOEHUIO JUCHUTIJIMHBI (MOY JIST)

MCTO,HI/I‘{GCKI/IC YKa3aHud 10 OCBOCHUIO AUCHUIIIMHBI IPEACTABJICHBI B HpI/IHO)KeHI/II/I 2K pa6oqel71 nporpaMmme
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IMpuioxenue 1

®OH/J OINEHOYHbIX CPEJACTB

OI1.04 /loxkyMeHTalIMOHHOE 00ecneyeHue yIPaBJIeHus

1. Onucanue mnoka3zarejeili W KpPUTepHEB OIEHUBAHUSI KOMIIETEHIHII HAa Pa3jiMYHBIX JTamax ux
(¢popMupoBaHus, ONUCAHUE IKAJ OLeHUBAHUSA
1.1 IlokazaTeny U KpUTEPHUN OTICHUBAHUS KOMITCTEHITHH:

Tpyda

CTUMYJIMPOBAHUA u

MOTHBAILUK TPyAa

YV, ITokazarenu Kputepuu onieHuBanus Cpencrsa
COCTaBJIAIOIIHUECKOMIICTCHIIUIO OLICHHUBAHU OLICHUBaHMSI
OK-04: D¢ dexkTHBHO B3aUMO/1eilicTBOBATh U Pa00TaTh B KOJUIEKTHBE H KOMAaH/Ie.
3HaTh: CdopmupoBaBmmecst YpoBeHb suanmii | T (1-30)
- IICHXOJIOTMYECKUE OCHOBHI | CHCTEMATHUYeCKHe 3HAHHUA | ICHXOJIOIMYECKUX ocnos | A (1-30)
JEeSTEIbHOCTH KOJIJICKTUBA, | ICUXOJIOTHYECKUX OCHOB | IeTEIbHOCTH  KOJUICKTHBA,
MICUXOJIOTHYECKHUE NESATEIBHOCTH  KOJUJICKTHUBA, | ICUXOJIOTMYECKUX
0COOCHHOCTH JINYHOCTHU MICUXOJOTHYECKUX 0COOEHHOCTEH TNYHOCTH
0COOCHHOCTEH JINIHOCTHU
YMmern: CdopmupoBaBmmecs YpoBenn ymenus | 113 (1-9)
- OpraHu30BbIBaTb  Pa0OTy | CHCTeMATHYECKHEe YMEHHs | OpraHHU30BbIBATh paboty
KOJUICKTHUBA U KOMaH/IbI OpraHU30BBIBATH paboTy | KOJIJIEKTUBA U KOMaH/Ibl
KOJUIEKTHBA U KOMaHbl
Baanern: CdopmupoBaBmmecs YpoBeHnb paanenus | I3 (1-9)
- METOJaMU HEMaTepHalbHOIO | CHCTeMAaTHUYeCKHe BJIaJeHUs | METOaMH  HEMaTepHUAIbHOTO
CTUMYJIMPOBAHUS U MOTHUBAIIUU | METOJAMU HEMAaTEPHAIBHOTO | CTUMYIHUPOBAHUS u

MOTHUBALUU Tpyaa

OK-5: OcymiecTBJIAATh YCTHYI0 M IMCbMEHHY) KOMMYHUKALUIO HA TOCYIAaPCTBEHHOM si3bIKe Poccuiickoi
®enepanuu ¢ y4¢TOM 0CO0CHHOCTEH CONMATBHOIO U KYJIbTYPHOIO KOHTEKCTa

YCTHOM ¥ MMCbMEHHOMN PEYBI0

3HaTh: CdopmupoBasummecst YpoBenb snanus | T (1-30)
- 0COOEGHHOCTH COIMAIBPHOTO M | CHCTeMaTH4YecKHe  3HaHus | ocodeHHocteit cormansraoro u | A (1-30)
KYJIbTYPHOTO KOHTEKCTa 0COOEHHOCTEH COIMANBHOTO U | KYIBTYPHOTO KOHTEKCTA

KYJIbTYPHOTO KOHTEKCTA
Ymers: CdopmupoBaBmmecs YpoBenb ymenusi rpamotso | II3 (1-9)
- TPaMOTHO WM3Jararb CBOM | CHCTeMATHUYeCKHe YMEHHUd | M3JlaraTb CBOM MBICIM H
MBICIIH " oQOpMIIATh | TPAMOTHO ~ M3JaraTb  CBOU | OQOPMIIATE JTOKYMEHTHI IO
JIOKYMEHTBI 10 | MBICTIH i opopMIIsATh | TpoecCHOHaTBEHON TeMaTHKe
npo(hecCHOHANBFHOM TEeMaTUKe | TIOKYMEHTHI 10 | HA TOCYJAapCTBEHHOM S3BIKE,
Ha TOCYJapCTBEHHOM sI3bIKe, | MpOo(heCcCHOHATBHON TeMAaTUKE | MPOSIBIISATh TOJEPAHTHOCTH B
MPOSIBIISATE TOJIEPAHTHOCTH B | HA TOCYAApCTBEHHOM f3BIKE, | paboyeM KOJIIIEKTUBE
paboueM KOJIICKTHBE MPOSIBJISATH TOJIEPAHTHOCTH B

paboyeM KOJUIEKTHBE
Baapern: CdopmupoBasmmecs YpoBenn Biagenus | 113 (1-9)
- TPaMOTHO TIOCTAaBJICHHOW | cucTeMaTHYeCKHe BJaJieHHsl | TPAMOTHO MMOCTABJIEHHOM
YCTHOM U MMCbMEHHOM peYbl0 | TPaMOTHO IIOCTaBJICHHOM | YCTHOW M MUCbMEHHOM PEYbIO

OK-9: IToab3oBaThes MpogeccHOHATbHOI JOKYMEHTAIeld HAa TOCyIapCTBEHHOM M HHOCTPAHHOM

po(heCcCHOHATBLHBIE TEMBI

podeccnoHaNbHbBIE TEMBI

A3BIKAX
3HaTh: CdopmupoBaBmmecst YpoBeHb 3HAHUH T (1-30)
- IpaBUJIA TIOCTPOEHUSI cCHCTeMaTHYecKHe sHaHus[npasua nocrpoerus npocteix ul A (1-30)
TIIPOCTBIX U CIOMKHBIX [PABHIT TIOCTPOEHUS IPOCTHIX H|CIOXKHBIX — TIPEUIOKEHNH  Ha)
TIpeUI0KEHHI Ha CJIOXKHBIX  TIPEUIOKEHHH  HaPO(PECCHOHABHBIE TEMBI




Ymers: CdopmupoBaBuinecs YpoBeHb yMeHUs IOHUMATh 3 (1-9)
- IOHUMATh OOIIMH CMBICI CUCTEeMATHYeCKHe YMeHHUA|OOUUI CMBICIT YETKO
YETKO NMPOU3HECEHHBIX [MOHMMATh OOIIMI CMBICI YETKO[IPOU3HECEHHBIX
BBICKA3bIBAHUI HA U3BECTHBIC [IPOM3HECEHHBIX BHICKA3bIBAHUH|BHICKA3BIBAHUI HA U3BECTHBIC
TeMbl (IpodecCHOHaNbHBIE U [Ha U3BECTHBIC TeMBITeMBI (ITpodeccroHalbHbIE U
OBITOBBIC), IOHUMATh TEKCTHl  [(TIpOeCCHOHATbHBIC H|OBITOBBIC), IOHUMAThH TEKCTHI
Ha 0a30BbIC OBITOBBIC), TOHMMATh TEKCTHI HajHA 0A30BbIC
npodecCuOHATbHBIC TEMBI 0a3oBbie  MpodeccuoHanbHbIEMPodecCHOHAIBHBIE TEMBI
TeMBI
Baanern: CdopmupoBaBmmecs YpoBeHB BiIageHnsA 13 (1-9)
- MHMCHMOM Ha 3HAKOMBIC WIJIU |[CHCTEeMATHYECKHE BJIAJeHHS|IMCHMOM Ha 3HAKOMBIE WU
MHTEPECYIOIINE [MMUCbMOM Ha 3HAKOMBIC WIIHMHTEPECYIONINE
npoeccuoHaNbHBIE TEMBI MHTEpECYIOIIHEe npodeccuoHanbHbIE TEMBI
podeccHoHATLHBIC TEMBI

113 — npaxmuuecxue 3adanus, T — mecmosvie 3a0anus, /] - 00k1aodb

2 TunoBble KOHTPOJbHbIE 3aJaHUS UM MHbIEe MaTepHAaJbl, He00X0AUMbIe A5l OLEHKHU 3HAHUH, YMeHMi, HABBIKOB
U (WJIM) ONbITA /1eITeIbHOCTH, XapaKTePU3yIOIUX 3Tanbl (POPMHUPOBAHMS KOMIETEHIWH B Mpolecce OCBOCHHS
o0pa3oBaTe/IbHOM NPOrpPaMMbl

IIpakTHYecKHe 3aaHUSA:
3ananue Ne 1.

1. Odopmurs 3asBieHue Kaccupa 3aBoga «CBeT» ¢ Mpoch0OH MpPEeAOCTaBUTh YUCHHUECKUH OTITYCK C
06.03.20 1o 18.03.20  mpomomKUTENLHOCTHIO 13 KaneHaapHBIX THEH Ha OCHOBAHUU CTIPABKHU — BBI30Ba Ne 5655
ot 01.03.20 . ®.1.0O. xaccupa lBanoBa Upuna IlerpoBHa.

2. OdopMuUTh IPHKA3 MO JIMIHOMY COCTaBY Ha OCHOBE MaHHbBIX 3aaanus Ne 1. [Tpuka3 Ne 65k ot 05.03.20
«O mpenocTaBICHUH YYCHHUECKOro OTIyckay kaccupy 3aBoga W.II. Meanosnoit ¢ 06.03.20 mo 18.03.20
MPOAOJKUATENBHOCTEIO 13 KaJeHIapHbIX THEH Ha OCHOBaHMM clpaBKH-BeI3oBa Ne 5655 or 01.03.20 m
3agBneHuss kaccupa .II. MBanoBHoil. I[lpocTaBuTh BH3y coOrjacoBaHUS HaudalbHHKa oTnaena KaapoB O.A.
CepreeBoii 1 OTMETKY 00 03HAKOMJICHHUH C MPpUKa3oM VIBaHOBOM.

3. Odopmure Ilpuka3 o pexume pabOTbl KOHKPETHOM OpraHM3aluH. YKa3zaThb pPEXHUM paOoThI
OpraHu3alluy, IePePhIBa, BEIXOIHBIC THH U JPYTUe PEKBU3UTHI JJOKYMEHTA.

3amanue Ne2.

1. Odopmuts opuumanbHbBIi YriaoBoi ONaHK KOHKPETHOM OpraHM3allM. YKa3aTb PEKBU3UTHL: OMOIeMy
KOMIIaHUM, HAaMMEHOBaHHE opranusanuu «Bosbk», aapec: 346506 Pocrosckoit obnactu, r.lllaxrtel, yi. CanoBas
opuc Ne 6, ten. 8(863)-35-777-66-66, dakc: 35-777-66-66, e-mail: voyage@.ru, OKIIO 55110077, OI'PH
8631270472136, MHH/KIIII 5890992745/782544016.

2. Odopmuth ouIHATHHBIN TPOJIOTHHBIN OJJAHK KOHKPETHOM OpraHu3anuu. YKa3aTrh peKBU3UTH: DMOJIEMyY
KOMITAaHWH, HanMEeHOBaHUe opranm3anuu «Comasimikoy, aapec: 344006 PoctoBekoii obmactu, T.PoctoB-Ha-/{ony,
ya. 1-as Jluams, n.5 xopmyc 3, Ten. 8(863)-223-34-05-12, e-mail: solnechko@.ru, OKIIO , OI'PH

, UHH/KIIIT /
3aganue Ne3
1. Hcnonb3ys mabaoHbl, 00pa3ibl KPEAUTHOTO JIOTOBOPA COCTABUTH KPEIUTHBIN JOTOBOP.

3aemmuk OOO «Beprukanb», Kpenurop AO «Co6epbank», cymma kpenuta 1200000 py0., mpoueHTHast CTaBKa
23,5%, cpok IpeocTaBIeHus KpeauTa 3 roja.

2. CocTaBUTh AOBCPCHHOCTDb Ha BblJa1y JOKYMCHTOB, YKAXKUTC MACIIOPTHLIC NAHHBIC, TPAKAAHCTBO,
MECTO XKHUTEJIBCTBA CTOPOH, JaTy COCTABJICHUA U CPOK JOBEPEHHOCTHU.


mailto:voyage@.ru

3ananue Ned

1. CocTaBBTECTPYKTYPYKOHTPAKTA(IOTOBOPA). Y KAXKUTE,KAKHECYCIOBHS KOHTPAKTa MOTYT OBITh N3MCHCHBI B
XO0JI¢ UCTIOJTHEHHSI KOHTPAKTa, U I3MCHEHHE KaKUX YCIOBUIl 3alIpelieHO 3aKOHOIATEIbCTBOM 03aKYITKaX.
2. Kakwue pUCKHU MOTYT BO3HUKATh npu 3aKYIIKEe u npu
WCIIOJTHEHUMKOHTPAKTAy3aKa3uNKanyy4aCTHUKA3aKyMKH(TTOCTABIINKA, UCTIOIHUTEN s, oapsiarka). [ Ipogymatiteme
PBL,KOTOPBICHEOOXOJUMOTIPEIIPUHSATD JIISTIPETOTBPAICHUSIITHXPUCKOB.

3. Hamumure anropuT™ HCIONHEHUS KOHTPAKTa, MCIONB3YS HOPMBIIEHCTBYIOMETOPOCCHIICKOTO
3aKOHO/IaTENbCTRA.
4, HazoBuTe, xakoii opraH ynoaHOMOYEH Ha BeJeHHE KOHTPAKTOB.COCTaBhTE KPATKUU aITOPHUTM

BEJICHHUS peecTpa KOHTPAKTOB C YKa3aHUEMCPOKOBHUCTOPOH,0TBETCTBEHHBIX3aTCHITHUHBICACHCTBHSI.
3aganue Nes.

1. CocraBUTh 3asBJICHUE O IpHEME Ha paboTy.

HcnonanTs He0OX0aMMBbIe BU3HI Ha 3as1BJICHUHU. Hal0XKUTh Pe30IIOLUIO PYKOBOAMUTEIS MPEINPUSITHS Ha 3asiBICHHE.

2. CoctaBuTh npodhecCHOHAIEHOE pe3ioMe MEHEDKEepa 0 IMPOTayKaM.

3. CocTaBuTh MPHUKa3 O 3aYUCIIEHUU Ha pabOTy B COOTBETCTBYIOIIEE IMOAPA3/EIICHUE, C OMPEACICHHOTO
qucia, ¢ ONpeaACICHHBIM HUCIBITATCIBHBIM CPOKOM, C YCTAHOBJICHUEM YPOBHSA OIUIATHI TPpyAa COIJIACHO JIMYHOMY
3asIBIIEHUIO, BU3aM U PE3OIIIOINU Ha HEM U TPYAOBOMY JOTOBODY.

4. CocTaBUTh XapaKTePUCTUKY paOOTHUKA.

3aganue Ne6.

1. CocraBpTe HWHQOPMANMOHHOE MHUCHMO O TPOJAKE UYACTHBIM W TOCYJAPCTBEHHBIM MPEANPHITHAIM
HCpCOHaHBHHX KOMHLIOTepOB 110 I[OFOBOpHOP'I CTOUMOCTH U O BO3MOXHOCTH HpI/IHI/IMaTB 3aKa3bl HA COCTABJICHHUC
Mporpamm.

2. CocTaBbT€ NHCHMO-TIPUTIIAIIEHNE OPTaHU3AIMOHHOTO KOMHUTeTa «BepTonmeHTp» ¢ mpemioKeHneM
MMOCETUTh MEXAYHAPOJHYIO CIEIUANH3UPOBAHHYIO BBICTABKY «OKOHOMHS MAaTePHANBHBIX H  TOIUIMBHO-
SHCpFCTI/I‘-ICCKI/IX peCprOB B CTpOI/ITCH])CTBC n HpOMI)IIHHCHHOCTI/I)). BI)ICTaBKa HpOXOI[I/IT B IIaBHUJIBOHC
BBICTABOYHOI'O KOMILIEKCca B TI. PocToBe - Ha - JIoHY.

3. CocraBuTh OIarofgapcTBEHHOE MUCHMO 3a IUIOAOTBOPHOE COTPYAHWYECTBO W BKJIAJ B pa3BHTHE
OpraHU3aINH.

3aganme Ne7

1. CocTaBbTe MPETEH3UIO O HE BHIMOJIHEHUH 0053aTENBCTB B BU/IE IOPUINIECKUX YCIYT.
Horosop Ne 66-16 (nanee — JloroBop) Ha OKa3aHWE HOPUAWYECKUX YCIyr (IIPeIMETOM JOroBOpa - IMOJyUYCHUE
JlnueH3un Ha AEATENBHOCTh B 00J1ACTH MOXKApHOH Oe30macHOCTH, JuleH3upyeMoi I naBabiM Ypasneanem MUC
Poccun 1o BRIOpaHHBIM BUAM JAEATEIBHOCTH COMNIAcHO Kiaccupukaropy u npunoxenus Nel k Jlorosopy). Ot

ceHts10ps 202 r. YKaxkuTe CTOMMOCTh yCiyr mo JloroBopy cocraBuia ( TBHICSY)
pyOneii. Ha ocHoBanmu m. 5.2.1.m0r0BOpa ObUIa TpOM3BENCHA OIUIaTa B BUJAE aBaHca (YKaXHTE CyMMYy aBaHca
( TBICSY) pYyOJIeH, 4TO OATBEPIKIAETCS TUIATEKHBIM MopydeHrneM Ne 54 ot . .20 T.

Cormacio m. 5.2.2. JloroBopa OBUTO HCIOJHEHO MOpydYeHHWE 00 yIUiaTe TOCIHOIUIMHBEI B pa3Mepe
( ) pybneii B 'maBHoe ynpasnenne MUC Poccun, uro noaTBepkaaeTcs miiaTexHbIM nopydenuem Ne 71
oT . .20 T.
VYkaxuTe, 4TO BCe 3ampamiBaeMble JOKyMEHTHI ObLIH IPEACTaBICHBI B IIOJIHOM 00bEME U BOBPEMHI.

2. CocraBbTe PEeTEH3HUIO IPY OOHAPYKEHNUH B TOBApE HEIOCTATKOB, YUUTHIBAsI YTO MPOLLIO He Oojiee
15 nue#t co aus nokymnku. ToBap mpuoOpereH B OOO «DyHTHK» HA CyMMYy 25 ThIC. pyOieid. YKakuTe KaKuMH
ctarbsiMu O3 «O 3amuTe mMpas MOTPeOHUTENEH» BB PyKOBOJICTBYETECH, IPH COCTABICHUH ITPETEH3UH.

3aganue Ne 8

1.0dopMuTh )XypHaI y4eTra BXOJSIIUX JJOKYMEHTOB Jiist Bareld opranu3zanuu:
HoMep nokyMmeHTa 171/-3; cpok ucnonnenus 27.12 202 ; ucnonautens Ceprees; nata gokymenrta 18.12.202
ucxonsmmid Ne 1-2/82; aBrop-ornpaButens OO0 «3Dpa»; KpaTkoe colepaHue (3aroJOBOK) JaTa MOCTYIUICHHS
nokymenTa 21.12.202 o cokpamennu noctaBok THT 22.12.202  ; moanuce ncnonaurens Ceprees.
2.0opMHTh KypHATl ydeTa HCXOIAImMX JOKyMmMeHTOB: Ne m/m 152 153;ucnonamrens Pa3uH; kpatkoe
cojepkanue nara gokymeHta 21.12.202 o mpenoruiate mo koHTpakTy Ne 88/117 22.12.202 ; anmpecat (komy)
00O «IIunot»; Ne nena 4-7.



Kpurtepun oueHuBanus:

- 5 0asIoB BBICTABIISIETCS, €CIIM NPaBUIIbHBIE OTBETHI AaHbI Ha §5-100% mpakTuyeckux 3aJaHuit

- 4 Oansa BBICTaBISIETCS CTYACHTY, €CIIH MTPABIIIbHBIE OTBETHI JaHBI Ha 65-84% MpakTHYECKUX 3aJaHHA

- 3 Oayia BBICTaBJISIETCS CTYACHTY, €CIIH MPaBIIIbHBIE OTBETHI JaHbI Ha 50-64% mpakTHUeCKuX 3aJaHHi

- 2 Gasnta BBICTaBISIETCS CTYICHTY, €CJIM MPaBUJIbHBIE OTBETHI AaHbl Ha MeHee 50% MpakTUYeCKuX 3aJaHni.

TecToBbIC 3a7aHUA:

1. JloxymeHTHpOBaHHE — 3TO:

a) MpUJaHNe IOPUANICCKON CHITBI IPUHATOMY YIPABICHYECKOMY PEIICHHIO C TIOMOMIBIO JOKYMEHTOB;

0) 3amuch B COOTBETCTBUU C 3aKOHOAATEIILCTBOM;

B) CO3JlaHME JOKYMEHTOB, T.C. 3allUCh IO YCTAHOBIECHHBHIM (QOpMaM HEOOXOTUMOH Al yHpaBICHUS
nHpOpPMALIUH.

2. JlokyMeHTanmOHHOE 00ecTIeueHHe yIPaBICHHUS — 3TO:

a) oTpacib IesTeIbHOCTH, 00ECIICUNBAIOIIAs JOKYMEHTHPOBAHHUE U OPTaHU3AIUI0 paObOTHI ¢ OQHUIMATEHBIMH
JOKYMEHTaMH;

0) npueM 1 00paboTKa TOKYMEHTOB, HEOOXOJUMBIX JJIS IPHHATHS YIPABICHYSCKUX PEIICHUH 1 peaTn3anun
ynpaBieHUECKUX PYHKIIHUIA;

B) 3aliCh IO YCTAaHOBIEHHBIM (hopMaM HH(MOPMAIUH, HEOOXOIUMOW IO peau3aIliyl YIPaBICHIECKIX
peuieHui.

3. Omnpenenenue TEpMUHA «JOKYMEHT:

a) 3aQuKCHpPOBaHHAs Ha MAaTEpUAIBHOM HocuTele HH(pOpMalWs C PEKBHU3UTAMHM, MO3BOJISIOLIMMH €€
WACHTHU(QULIUPOBATS;

0) CpPeaCTBO 3aKpeTIEHUs Pa3IMYHBIM CIIOCOOOM Ha CIEHATFHOM MaTepHalbHOM HOCHUTENE HHpOpMAaIiH 00
YTPaBICHUECKUX PEIICHUSIX;

B) MaTepUaJIbHBIN OOBEKT ¢ 3ameyarieHHon nH(opMarmei.

4. CornacHo TtpebOoBanusiM, yctaHoBieHHbIM B ['OCT P 6.30-2003, xaxmoe mnpennpusitTie oO0s3aHO
MPUMEHSIT:

a) oOmuit OaHK, OJIaHK MpHUKa3a, OJTAHKW KOHKPETHBIX BUAOB JOKYMEHTOB;

0) OnaHK MpeanpusTHs, OTaHK MHChMA, OJIAHKK KOHKPETHBIX JOJKHOCTHBIX JTHIL,

B) OiaHK mrchMa, oOmIni OaHK, OTaHKW KOHKPETHBIX BUIOB JIOKYMEHTOB.

5. ®opmysip-obpasen; OpraHu3aOHHO-PACIOPSIINTEILHOIO JOKYMEHTA MPEICTABIISIET COOOH:

a) MakeT OJlaHKa JIOKYMEHTA, MOJITOTOBJIIEHHOTO K M3JIAaHUIO THITOTPadCKUM CIIOCOO0M;

0) obpaszery OaHKa TOKYMEHTA,

B) CXEMY PAcIIONI0KEeHUS PEKBU3UTOB OPraHU3aIIMOHHO-PACTIOPSAUTEIHHOTO JOKYMEHTA;

r) oOpa3er] KOHKPETHOTO BH/Ia OpTraHU3allMOHHO-PAaCIOPSAUTEIHHOTO JOKYMEHTA.

6. B kakoM BapuaHTe OTBETa NPABHILHO Ha3BaHbI PEKBU3UTHI 0OILEro OaHKa:

a) HAMMEHOBAaHKE OPTaHU3allnH, SMOJIeMa OpraHU3al|K WM TOBAPHBIHA 3HAK, HANMEHOBaHHUE BH/IA JIOKYMEHTA,
OI'PH, MHH/KIIII, 3aroioBoK K TEKCTY, ajapecar;

0) HaUMEHOBaHUE OPraHM3aIMH, MECTO JUIS BUJA JOKYMEHTA, JlaTa, PerHCTPAIllMOHHBIH HOMEp JOKYMEHTa,
MECTO COCTaBJICHUS,;

B) HAWMEHOBaHWE opraHusanmuu, koj opranmzanmu, OI'PH, WHH/KIIII, cnpaBouHbsie naHHBIE OO0
OpTaHM3allly, J]aTa, perUCTPAIIMOHHBIA HOMED, CChIIKA HA PETUCTPAIIMOHHBIA HOMEDP | JIaTy JJOKYMEHTA.

7. Hymepanus cTpaHHL JOKyMEHTa IPOU3BOAMUTCS:

a) [0 UEHTPY HIKHETO TOJIS;

0) B MpaBOM HIKHEM YTITy IOKyMEHTA;

B) 110 LIEHTPY BEPXHErO MOJIS;

T') B IPAaBOM BEPXHEM YTIIy JIOKyMEHTA.

8. PexBU3UT JOKyMEHTa — 3TO:

a) upMeHHbIH OsaHK;

0) OCHOBHAs 9aCcTh TOKYMEHTA;



B) €ro OTHENbHAS YacTh.
9. Kakue crioco0b1 ohopMIICHUS JaThl B IOKYMEHTAX SBJISIOTCS MPABUIBHBIMU?

a) 05.02.07. ) 5 gespans 2007 r.
6) 05.02.2007 . e) 07.02.05
B) 05 despamnsa 2007 T. K) 05 despamst 2007

r) 2007.02.05

10. OGs13aTeTPHOMY YTBEPKACHUIO TIOJIIEKAT:
a) TMPUKa3bl;

0) cityxeOHBIC 3aITUCKU;

B) KOHTPAKTHI,

T') IITaTHOE pacIUCaHUE;

1) TapaHTUIHbIEC THCHMA.

11. ABTOpOM ciry’ke0HOTO TChMa SBIISIETCS:

a) JOJDKHOCTHOE JIMLIO, TIOANHUCABIIEE JOKYMEHT;

0) UCTIOTHUTENb, COCTABUBIINH TOKYMEHT;

B) OpraHHU3aLMs, OT UMEHU KOTOPOH OTIIPABIISETCS IIHCHMO.

12. Ha xakoM ciy»eOHOM MHChME MPOCTABIISIETCS CChIJIKA Ha HOMEP U aTy JOKyMEHTa:
a) TapaHTUIHOM;

0) COPOBOAUTETHHOM;

B) OTBETHOM;

T') HIUPKYISPHOM;

1) Ha BCEX MMHCHMax.

13. Yro siBsIeTCS 1aTOM IIPOTOKOJIA:
a) mara IOAINHICaHHS,

0) nara 3acefaHus;

B) JaTa perucTpaiuy.

14. OT™MeTKa 0 KOHTPOJIE IPOCTABIACTCA Ha JOKYMEHTE:
a) Ha BEPXHEM I10JI€ B TIPaBOM YTIIy;

0) Ha HIKHEM I0JIe B IPABOM YTITY;

B) Ha JIEBOM II0JI€;

T') IPOM3BOJIBHO.

15. PexBusut «IloAnucey Ha JOKYMEHTAX, MOMUCHIBAEMBIX JBYMS TOJHKHOCTHBIMH JIMIIAMH OJTHOTO YPOBHS,
odopmitsieTcs:

a) B JIBa psAZia HA OJHOM YPOBHE;

0) oJ1Ha TIOATMHCH MO IPYTOM;

B) MO OJIHO¥ MOJIMIUCH B TBOWHOM KOJHUYECTBE 3K3EMILISIPOB JOKYMEHTA.

16. B pe3ynbraTe pacCMOTPEHHS PYKOBOJAMUTENIEM BXOJISIIETO JOKYMEHTA HA HEM MOSIBIISCTCS:
a) TOJINCK;

0) pe3oJrorus;

B) BHU3a.

17. Pe3omronus mpoCTaBIIsIeTCS:

a) B IPAaBOM BEPXHEM YTIIY;

0) Ha MOJISIX TOKYMEHTa;

B) Ha JIFOOOM CBOOOIHOM MeCTe JIOKYMEHTa, KpoMe TIOJIeH;
r) mox pexBusnToM «lloamuce.

18. Kakoii peKBU3UT HEe BXOJUT B POPMYJIISIp MIPUKa3a IO OCHOBHOM JICATEILHOCTH:
a) Ha3BaHWE OPTaHM3ALINY;

0) BUJ] IOKyMEHTAa;

B) MECTO M3IaHUS,;

T) azpecar;

1) 3ar0JIOBOK K TEKCTY.



19.  JIoKyMeHTOOOOpOT yUpeKJCHHUS pealn3yeTcs B BUAE TOKYMEHTOIIOTOKOB!
a) BHEIITHHUE, BHYTPCHHHC;

0) odunranbHbIE, TUYHBIE;

B) HH(QOpPMANNOHHbIE, PACTIOPSIUTEIIBHEIC;

T') TI0 OCHOBHOH JIESITEIBHOCTH, TI0 INYHOMY COCTaBY;

1) BXOASLINE, HCXOASIIIE, BHYTPECHHHUE.

20. Kakuie 10KyMEHTHI SIBISTFOTCS PACTIOPSIIUTSITLHBIMH:

a) JOJDKHOCTHASI HHCTPYKIIHS, PHKA3, peICHNE, YKa3aHUe, YIPESIUTEIbHbINA JOTOBOP (KOHTPAKT);
0) npuKas, peleHne, ykazaHue, IoCTaHOBJICHUE, PACTIOPSDKEHHE;

B) pelIeHne, JoroBop (KOHTPAKT), yKa3aHHe, IPUKas3, IPOTOKOJ, PaCTIOpsHKEHHE.

21. Kakue JOKyMEHTHI SIBIITFOTCSI OPTaHU3alMOHHBIMU:

a) ycTaB, MOJIOKECHUE, MHCTPYKIHUS, CTPYKTYpa | IITaTHAS YUCIICHHOCTb, IITATHOE PACTIHCAHKE, PABUJIA;
0) ycraB, IOJOXEHHE, IPOTOKOJI, TOCTAHOBJIEHHE, TIPaBUJja, ITATHOE paclrcaHne, JOroBop (KOHTPAKT);
B) YCTaB, MOJIOXKCHHUE, HHCTPYKIIUS, IITATHOE paCITUCaHUE, PABUIIA, TIPUKA3, TOTOBOP (KOHTPAKT).

22. Bxogsamuii JOKyMEHT MPOXOANT CIIEAYIOIINE dTabl 00paOOTKH:

a) COCTaBJICHHE MPOEKTa — cCOINIacoBaHWE — OGOpPMIIEHHE — MOJNUCAHUE — PETHCTpallUsi — HUCIOJHEHHE —
HAaIpaBJIeHUE B JIEII0;

0) mpueM — mepBHYHAs 00pabOTKa — TMPEIBAPHUTEIBHOE PACCMOTPEHHE — PAaCCMOTPEHHE PYKOBOAWUTENEM —
UCIIOJIHEHHE — HaIllpaBJICHUE B JIETI0;

B) COCTaBJIEHHE IIPOEKTa — COIJacoBaHME — O(OPMIICHHE — IOJIHMCAHUE — PETUCTpAlMs — UCIOIHEHHE —
OTIpAaBIICHHUE;

r) TpHeM — TIepBUYHAs 0O0paboTKa — TpPeIBAPHTEIBLHOE PACCMOTPEHHE — PETUCTpalHs — pPacCMOTPEHHE
PYKOBOJUTENIEM — UCIIOJTHEHHE — HAIIPaBJIEHUE B JIETI0;

1) oopMIIEHHE JTOKYMEHTOB — ITOIHCAHNE — PETHCTPALUs — COTJIACOBAHUE — YTBEPKACHHE — OTIPABKA.

23. Ucxoaammii JOKyMEHT MPOXOIUT CIEAYIONINE 3Tarbl 00paboTKHU:

a) COCTaBJICHHE MPOEKTa — cOINIacoBaHUWE — OGOpPMIIEHHE — MOJNUCAHUE — PETHCTpallisi — HUCIOJHEHHE —
HaIpaBJeHUE B JIEIIO;

0) mpueM — TmepBOHAYaJIbHAs 00pabOTKa — MpEABAPUTENEHOE PACCMOTPEHHE — PACCMOTPEHUE PYKOBOAMTEIEM —
UCIIOJIHEHHE — HAIIPaBJICHUE B JIETI0;

B) COCTaBJICHUE IIPOEKTA — COTJIaCOBaHHE — O(OPMIICHHE — ITOIMCAHNE — PETHCTPAIIUS — UCTIOTHEHUE — OTIPABKa;

r) o(OopMIIEHHE TOKYMEHTa — TIOAITMCAaHIEe — PETUCTPALHS — COTJIACOBAHNE — YTBEPKJICHNE — OTIPaBKa.

24, BHYTpeHHHUI JOKYMEHT MPOXOIUT CIICIYIOIINE 3Tabl 00paboTKu:

a) COCTaBIiEeHHE IPOEKTa — COTJIACOBaHHME — O(OpPMIIEHHE — TIOANHMCAHUE — PETHCTpalus — HWCIOJNHEHHE —
HaIpaBJieHUE B JIEJNIO;

0) mpreM — nepBOHaYaIbHAs 00padOTKa — MPEJABAPUTEIEHOE PACCMOTPEHUE — PACCMOTPEHUE PYKOBOAUTENEM —
WCTIONTHEHHE — HAIIPaBIIEHUE B JIEJIO;

B) COCTaBJICHHE TIPOEKTa — COTJIACOBaHHE — O(OPMIICHUE — TIOIITICAHNE — PETUCTPAIIHS — OTIIPABKA;

T) mpueM — IMepBOHAYalbHAas 00paboTka — TMpeABapUTEIHLHOE PACCMOTPEHHUE — PETHCTPAIlUsS — PACCMOTPEHHUE
PYKOBOAMTEIEM — HCIIOIHEHUE — HAIPaBJICHHE B JIETIO;

1) opopMIIEHHE TOKYMEHTa — MOIITUCAHIE — PETUCTPAIIUS — COTIIACOBAHKE — YTBEPKACHHUE — OTIIPABKA.

25. OcHOBaHME U3JIaHUS TIPHKa3a 10 OCHOBHOM JIESITEIIbHOCTH COIEPIKHUTCS:
a) B 3aroJIOBKE;

0) B KOHCTaTUPYIOIICH YacTH TEKCTa,

B) B IPUJIaraeMbIX JOKYMEHTAaX;

T') B pacropsIuTeNIbHOM YacTH TEKCTa MPHUKa3a.

26. OcHOBaHME W3JIaHUS TIPHKa3a 00 YBOJILHEHHN COTPYIHUKA (DUPMBI COJICPIKUTCSL:
a) B 3aroJIOBKE;

0) B KOHCTaTUPYIOLIEH YacTH MpHUKa3a;

B) B mo3unuu TekcTa «OCHOBaHUEY;

T') B IpUJIaraeMbIX JOKYMEHTaX;

1) B pacOPAJUTEIbHOM YaCTH TEKCTa IPUKa3a.

27. Cpoku XpaHEHHsI TOKYMEHTOB MOTYT yCTaHABJIMBATh:
a) pyKOBOAWTENb OpraHU3allliu;



0) 3aBeIYIONIHNIA BEIOMCTBEHHBIM apXUBOM;
B) HaYaJIBHUK CIIyk0b1 JIOY;
T') SKCIIEPTHO-TTPOBEPOYHBIC KOMUCCHUHU apXUBHBIX YUPEIKICHHIA.

28. Homenkmnarypa aen — 3To:

a) CIIMCOK CTPYKTYPHBIX MOApa3AeieHuil Gupmsi;

0) criicok Jen QUPMEBI ¢ YKa3aHUEM CPOKOB XPaHECHHUS;
B) CIIHCOK JI€J, TIePEAaBaCMbIX B apXHUB.

29. HomeHkmaTypa Jesl OpraHu3aluy MoUICKHUT IePEyTBEPIKICHHUIO!

a) Ka)XIpIi TOJT;

0) pa3 B 1Ba TOfa;

B) pa3 B TpH roja;

T') pa3 B IATH JIET (B Clly4ae, eclii CTPYKTypa ¥ (PYHKIUHU OpraHu3alii KOPEHHBIM 00pa3oM HEe NU3MEHSIIHCH).

30. Kakum u3 nepedyrcieHHbIX HOPMATUBHBIX aKTOB PYKOBOJACTBYeTCs cinyxba JOY?
a) IOrOBOPOM

0)IIOCTaHOBJICHHEM

B)3aKJTIOUCHUEM

T)[IOJIOKECHUEM

I/IHCprKIIHH 110 BBINMOJIHCHHUIO.

[Ipy BBIOTHEHNH TECTOBBIX 3aJaHWN OOYYAIOIIMKCS JOJDKEH BBHIOPATh OAMH WM HECKOJIBKO BEPHBIX OTBETOB U3
MPEJIOKCHHBIX BAPHAHTOB.

Kputepuu onenuBanus:

- OLIEHKA 5 («OTJINYHO») BBICTABIISACTCS, €CIIM IIPaBUIIbHBIE OTBETHI NaHbl Ha 85-100% Bompocos

- OLIEHKA 4 («XOPOLI0») BBICTABISIETCS CTYIEHTY, €CJIU NIPaBUIIbHbBIE OTBETHI AaHbI Ha 65-84% Bompocos
- OlIeHKa 3 («yIOBJIETBOPUTEIHHOY) BHICTABIIAETCS CTYICHTY, €CIIU MIpaBUIbHbIE OTBETHI AaHbl Ha 50-64% BompocoB

- OLICHKA 2 («HEYIOBIICTBOPUTEIBHOY») BBICTABIISIETCS] CTYIEHTY, €CIM MPaBUJIbHBIC OTBETHI JaHbl Ha MeHee 50%
BOIIPOCOB.

Tembl 1oKIa10B

1.3HaveHue nenonpon3BoJICTBa B IPo(ecCHOHABHOM NesITeTbHOCTH
2. DBOIOIUS PA3IMYHBIX BUOB JOKYMEHTOB.
3. Bwuasl u ohopmiieHHE OPraHU3aLUOHHBIX JOKYMEHTOB.
Bunsl 1 oopmMiIeHHE paciopsIUTENbHBIX JOKYMEHTOB
5. Bwuasl u opopmiienne HHPOPMATOHHO-CITPABOYHBIX JOKYMEHTOB.
6. Bwuabl u opopmiieHHE TUYHBIX TOKYMEHTOB.
7. 3HaueHHue CcIy>KEOHBIX MTUCEM B YIPABICHYECKOU NESTETFHOCTH.
8.  OcobeHHOCTH COCTaBIICHHUS TEKCTOB CIIY>KEOHBIX ITHCEM.
9. DkcriepTH3a IEHHOCTH JTIOKYMEHTOB.
10. 3nHaueHHE KOMITBIOTEPH3AINN JOKYMEHTO000pOTa AJIst paboThI Ci1yxk0b1 JJOY
11. Ilenu u3yuyeHHs M 3aJa4u Kypca AEJONPOU3BOJCTBA, ONPEIEICHUE JeIOPON3BOICTBA.
12. Ponb JOKyMEHTAIMOHHOTO O0ECIIeYeHUsI B YIIPABIICHUH.
13. HopmaTtuBHO-IpaBOBOE 0OECIieUeHUE IEATEILHOCTH CITYKO JIeTOIPOU3BOICTBA.
14. Crpykrypa u cofepx’aHue HHCTPYKIIHH IO JEIONPONU3BOICTBY Ha MPEAIPUITHI
15. Oco0eHHOCTH JOKYMEHTOB 10 JTUYHOMY COCTaBY
16. Texnonorust 0OpabOTKN BHYTPEHHUX U UCXOASIIMX JTOKYMEHTOB.
17. Perucrtpanus TOKyMEHTOB M KOHTPOJIb UCTIOHEHHSI JIOKYMEHTOB.
18. Homenknatypa znen Ha npeanpusTuu, GopMupoBanue u ohopmiIeHHE AET.
19. TloaroroBka JOKyMEHTOB Ha apXMBHOE XpaHEHUE.
20. Opranu3zanys 1 0COOCHHOCTH MPUEMA MTOCETUTENICH PYKOBOIUTEIIEM.
21. Tlopsimok paOOTHI C MUCEMEHHBIMHU OOpAIICHUSMH TPaXKIaH.



22. Hcropus pa3BUTHS JOKYMEHTA: OT JAPSBHOCTH JIO HAIIUX JHEH.

23. IlpaBoBoe 3Ha4YeHUE KauecTBa OHOPMIICHHS JOKYMEHTOB.

24. Owmubku B paboTe CIIy>KOBI IEIONPOU3BOACTBA U MX 3HAYCHUE B HAIICH JKU3HU.

25. HudopManroHHO-CIIPaBOYHbIE IOKYMEHTBI, X Ha3HAYEHUE U POIIb B YIIPABICHUN

26. IlepeueHb OCHOBHBIX BUI0B HH(POPMALMOHHO-CIIPABOYHBIX IOKYMEHTOB.

27. Oomwme TpedboBaHus K 0GOPMIICHHIO HHPOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB

28. OOmias xapakTepUCTHKa IOKYMEHTA, CTPYKTypa TEKCTa, MOPSIOK pa3paboTKu H OPOPMIICHHS PEKBU3UTOB aKTa.
29. OOmias xapaKTepHCTHKA ITPOTOKOJIA, CTPYKTypa TEKCTa, OPSIIOK pa3paboTKH

30. Ocobennoctr 0POPMICHHUS PEKBU3UTOB IIPOTOKOJIA

Kpurepum oneHkmu:
OLIEHKA 5 (KOTJIMYHO»):
- HaJIM4YKe YE€TKOTO IIJIaHa JOKIAa;
- PacKpbITHE B JOKJIAJIE CYTH MTPOOIIEMBIL,
- CaMOCTOSITENNFHOCTD B TO00pe (haKTHYIECKOTo MaTepraia U aHATUTHYECKOTO OTHOIICHHUS K HEMY;
- CBOOOIHOE M3JI0KCHHUE MaTepralla M YSTKUE OTBETHI Ha MMOCTABJICHHBIC BOITPOCHIL.
oneHKa 4 («Xopomio»):
- YMEHHE U3JI0KUTH CKATO OCHOBHBIE TIOJIOKESHHS JOKIIAa;
- pacKpbITHE B JJOKJIJIEe CYyTH MPOOIJIEMBIL;
- CaMOCTOSITEIILHOCTD B OJ00PE (DaKTUYESCKOT0 MaTepraia U aHATUTHYECKOTO OTHOIICHHUS K HEMY;
- cBOOOTHOE M3II0’KEHUE MaTepraia U OTBETHI Ha TIOCTABICHHBIE BOPOCH C HECYIIECTBEHHBIMHU, HO OBICTPO
I/ICHpaBHCHHbIMI/I JOKJIaJYUKOM OIHI/I6K3MI/I.
oleHKA 3 (KYI0BJIETBOPUTEIBLHO»):
- cofepXaTeIbHOe BBICTYIUICHHE, HO JOKIJIAAUWK 3aTPYTHSIICS CXKATO W3JIOKUTH OCHOBHBIE TMOJIOKEHUS
JIOKJIaa;
- I[CMOHCTpaHI/ISI O6y‘-IaIOIlII/IMI/ICSI HEOAOCTATOYHO IIOJIHBIX 3HaHPII71 Imo TEME€ JAOKiIazaa, OTCyTCTBI/IC
apryMeHTAIlNH;
- HE CTPYKTYPHPOBAHHOE M3I0KEHHUE MaTepualia J0KJaia, Py OTBETE Ha BOTIPOCHI IOTYCKAET OIIHOKH.

3. MeToauuecKkue MaTepHuaJabl, ONPEACIAIIMEC TPOUECAYPLI OCHUBAHUSA 3HaHHﬁ, yMeHHﬁ, HAaBbIKOB "
(I/IJ'II/I) ONbITA N€ATCJIBbHOCTH, XaPAKTCPU3YIOIINX ITAllbI (l)OpMHpOBaHI/Iﬂ KOMIIeTeHIIMii

[Iponenypa oneHMBaHUs 3HAHUH, YMEHHUH, HABBIKOB U (MJIM) OINbITA JESTEIBHOCTH, XapaKTEPU3YIOIUX STaIlbl
(hopMHpOBaHUS KOMIIETEHIIMH COCTOUT U3 TEKYIEr0 KOHTPOJISL.
Tekymmii KOHTPOJIb YCIIEBAEMOCTH IIPOBOJUTCS C HCIOIB30BaHUEM OLICHOYHBIX CPEICTB, PEICTaBIEHHBIX
B M. 2 J[aHHOIO NPHIIOXKEHHs. Pe3ympTaThl TEKyIIEro KOHTPOIS MJOBOAATCA [0 CBEIACHMS CTYACHTOB JO
MPOMEXXYTOYHOW aTTeCTallMd M YYUTHIBAIOTCS MpPH OLEHUBAHWM 3HAHWW, yMEHHMH, HABBIKOB M (WJIM) OIbBITA
JESATEIbHOCTH.



IMpuioxenue 2
METOAUYECKHUE YKA3AHUS JJ151 OBYUYAROIIUXCA MO OCBOEHUIO JUCHUITJIIMHBI
OI1.04 /loxkyMeHTalIMOHHOE 00ecrieyeHue YIpaBJIeHUus

MeToandeckne yKa3aHUSl JUIsL CTYJEHTOB II0 OCBOCHHIO IUCIMIUIMHBI JlOKyMEHTalMOHHOE oOecreueHue
YIpaBIeHHs ABIISIOTCS 9acThI0 pabouelt mMporpaMMbl TUCITUILTHHBI (TIPHIIOKEHNEM K pabodei mporpaMme).

Pabouas mporpamma AuCHUIUIMHEL J{oKyMeHTanImOHHOE 0OecIieYeHre yIPaBICHUsI YTBEPKAAETCS JUPEKTOPOM
KoJJIe[Ka AJ1s1 U3ydeHUs] AUCHUIUIMHBEL. OnpeaessieT ey U 3aJaud AUCIHUIUIMHBL, (OPMHPYEMBIE B XOJ€ €€ W3yUeHHs
KOMIIETEHIINY U UX KOMITOHEHTBI, COJIEpIKaHne N3ydaeMOoro MaTepualia, BUIBI 3aHATHH U 00beM BBIACISIEMOr0 Y4eOHOTO
BpEMEHH, a TakXKe MOPANOK HW3yUEHUS W TPEerojaBaHus y4eOHOW NWUCHUIUIMHBI JlOKyMEeHTannoHHOEe oOecIedeHne
YIPaBICHHUS.

s camocTosiTenbHOM y4eOHOH paboThl CTYACHTa BAXKHOE 3HAYCHUE UMEIOT pasnenbl «CTpyKTypa U cofepiKaHue
TUCTIMILTNHBI (MOIYIIS)» U « Y de0HO-MeToAmIecKoe M HHPOpMAIOHHOE 00ecIIedeHre TUCITUILTHHBI (MOTy sl )». B mepBom
YKa3bIBAIOTCS pas3fielibl U TEMbl W3y4aeMOW AWCHUIUIMHBI, a TaKKE BHUJABI 3aHATUH W IUTAHUPYEMBIH 00beM (B
aKaJIeMHUYECKUX 4Yacax), BO BTOPOM — pEKOMEHAyeMas JuTepaTypa W TepeueHb pecypcoB HH(GOPMAIXOHHO-
TeJeKOMMYyHHUKaonHo cetu "WnTepHer". Paboras ¢ paboueil mporpaMMoil JUCHMILINHBI, HEOOXOIUMO OOpaTHTh
BHHMMAaHUE Ha CIEIYIOIIee:

— HEKOTOpble pasfenbl wid TeMbl aucuuitinabl OI1.04 JlokyMeHTallMOHHOE OOCCICUCHUE YIPaBICHUS HE
pa3bmparoTcsl Ha JIGKIHAX, a BBIHOCATCS HA CAMOCTOSATENBHOE M3ydeHHE 10 PEKOMEHAyeMOW y4eOHOW iHuTeparype u
y4e0HO-METOMIECKUM Pa3padoTKaM;

— COACPKAaHUEC TEM, BbBIHECCHHBIX Ha CAMOCTOATCIIbHOC M3Yy4YCHUC, B O65[3aT€J'II)HOM MMOPAAKE BXOOUT COCTaBHOM
YaCTbIO B TEMbBI TCKYIICTO U MPOMCEKYTOYHOT'O KOHTPOJIA,

Js TOATOTOBKM K TEKyIIeMy KOHTPOIIO CTYACHTHI MOTYT BOCIOJB30BaThCS OIICHOYHBIMH CPEICTBAMH,
npencraBieHHbIME B [lpunokennn 1 k paboueid mporpamme aucuuminabl OI1.04 JlokymeHTanmoHHOEe oOecrieueHre
YIIPaBJICHHUSL.

1. Onucanne nocjieq0BaTEILHOCTH AefiCTBHIA CTyAeHTa

[Mpuctynas x M3y4eHHIO AUCHUILIMHBI HEOOXOAMMO B MEPBYIO OYepelb O3HAKOMHUTBCS COAEpKaHHEM padoyei
nporpammel auctmiummHbl OI1.04  JlokymMeHTannoHHOe obOecriedeHrne ympaBlieHus, Tae B pazaene «CTpykTypa u
coiep>KaHue AUCLUILIMHBL (MOLYJIs)» IPUBEACHO 00ILee pacpeesieHue YacoB ay JUTOPHBIX 3aHSITHI U CaMOCTOATEIIEHON
pabotsl mo Temam puctmiuabl OI1.04 JJokymMeHTanoHHOe oOecrieyeHre yIpaBIeH!s U BUIAM 3aHSTHIA.

3aJ0roM yCrenrHoro OCBOCHUS AUCIHUILIHHEI JJOKyMeHTallOHHOE 00ecTieueH e YIIPaBIIeHHS SIBIISIETCS TOCEIICHUE
JIEKLMOHHBIX 3aHATHH 1 BHIIIOJHEHNE MPAKTUUYECKUX 3alaHHUH, TaK KaK MPOITYCK OJTHOTO, 8 TeM 00Jiee HECKOJBbKHUX 3aHATHH
MO’KET OCJIOHHUTH OCBOCHHUE Pa3JIENIOB Kypca.

Jlexiuu ¥UMEIOT ENbI0 JaTh CHCTEMATH3MPOBAHHBIE OCHOBBI HAyUHBIX 3HAHHUM MO COAEP)KAHUIO JUCUUIUINHBI
OIL.06 [lokymeHTanMOHHOE o0OecrieueHHe ympasieHus. [lpn u3ydeHMM M HPOpPadOTKE TEOPETHYECKOro MaTepuala
HEeO00XOIUMO:

— TOBTOPUTH 3aKOHCTIIEKTHPOBAHHBIM Ha JEKIMOHHOM 3aHATHM MaTepual W JOMOJHUTh €ro C Y4YeToM
PEKOMEHIOBAaHHOM 110 JAHHOM TEME JINTEPaTyphl;

— IIPU CaMOCTOATEIBHOM U3YyUYEHUH TEOPETUUECKON TEMBI MOATOTOBUTH KOHCIEKT, UCIIONb3Ysl PEKOMEHIOBAHHBIE
B paboyeli mporpaMmme AUCIUILINHEI TUTEPATypPHBIE HCTOYHUKH H DIIEKTPOHHBIE 00pa30BaTebHBIC PECYPCHI;

— OTBETHUThH Ha KOHTPOJIbHBIE BOIIPOCHI IO TEME.

[IpakTyeckue 3amaHus MPOBOISATCS C LIENbIO YIIIyONEeHUs] M 3aKpelyIeHUs! 3HAHWH, MOJyYeHHBIX Ha JIEKLIUSX, B
MPOIIECcCe CaMOCTOATENBHOM paboThl ¢ yueOHOM TUTepaTypo.

B xoze mpakTrueckoro 3ajaHus 00yYarolIrecs: BBIIONHSIIOT OJHO MPAKTUYECKOE 3aJaHue I0J] PYKOBOJCTBOM
IpernoaBarens B COOTBETCTBUH C U3y4aeMbIM COJiep)KaHUEeM y4eOHOro MaTepuaa.

Brimonnenne o0y4aommmMes IpakTHYECKUX 3a1aHIH TPOBOAMUTCS C LENbIO:

- CHCTEMAaTH3aIN{ U 3aKPETUIEHUS TOTYIEHHBIX TEOPETUIECKIX 3HAHUIN U MPAKTHYECKUX YMEHH;

- YIUIyOJIGHHUS TEOPETHUECKUX 3HAHUHA B COOTBETCTBUU C 3aJaHHOU TEMO;

- (hopMUpOBaHUS YMEHUH IPUMEHSTh TEOPETUUECKUE 3HAHUS [IPH PELICHNUH ITOCTaBICHHBIX BOIIPOCOB;

- pa3BUTHS OOIINX KOMITETEHINH y 00yJaromuxcs;

- pa3BUTHUS TBOPUECKON HHUIIMATHBBI, CAMOCTOATEIHHOCTH, OTBETCTBEHHOCTH W OPTraHU30BaHHOCTH.

Brinonnenne o0y4aronMucs NPakKTUYECKUX 3aJaHUH HAaIIPaBJICHO Ha!

- 00001IeHNe, CHCTEMATH3alIMIO, YIITyOJIeHNe, 3aKPEIJICHUE MTOTYISHHBIX TEOPETHUECKUX 3HAHNH 110 KOHKPETHBIM
temam nucturmuHbl OI1.04 JlokyMeHTanroHHOEe 00eCIIeUeHIE YITPABICHIS,;

- ¢opMHupOBaHHE YMEHHH NPHUMEHATH IIOJyYCHHBIE 3HAaHUS Ha MPaKTHKe, peaju3alui0 eIUHCTBA
VHTEIIEKTYaIbHON U MPAKTHUECKOH IEATENBHOCTH;

- BBIpa0OTKYy TpW PpEIICHUH TIOCTABICHHBIX 33aJad TaKUX MPO(EeCCHOHATbHO 3HAYMMBIX KadecTB, Kak
CaMOCTOSITEITFHOCTh, OTBETCTBEHHOCTh, TOYHOCTh, TBOPUYECKAsi MHUIINATHBA.

[Ipu moaroToBke K MPaKTHYECKOMY 3aJaHUI0 HEOOXOAMMO M3YYUTh MJIM MMOBTOPUTH JIEKIMOHHBIH MaTepHal 10



COOTBETCTBYIOIIEH TEME.

2. CamocTrosnTeabHasi padoTa CTy/leHTa

CamocrosrensHas paboTa - 3TO BHI y4eOHOH AEATENbHOCTH, NMPEJHA3HAYCHHBIN Uil NPHOOpETeHUS 3HAHUM,
HaBBIKOB U YMEHHMH B 00beME M3yd4aeMON IUCLUIUIMHBI JIOKyMEHTallMOHHOE OOecleYeHHE YIIPABIECHUS COTJIACHO
tpeboBanusiMm  OI'OC cpemnero mnpodeccrHoHambHOTO 00pa3oBaHMs, KOTOPBIM  BBIIOJHACTCS OOYYaIOLIMMUCS
WHIWBUAYAIBHO U MIPENoNaraeT akTUBHYIO POJIb CTYJIEHTa B €€ OCYILIECTBICHUU U KOHTPOJIE.

IlemmncaMocTOATETEHONPAOOTHI:

= CHUCTCMATHU3alMs U 3aKPCIVICHUC MOJYYCHHBIX TCOPETUICCKUX 3HAHUH U IMPAKTUYICCKUX yMCHI/Iﬁ CTYACHTOB;,
= yI‘J'IY6J'ICHI/Ie " paClIMPCHUC TCOPETUICCKUX 3HaHPII>i;

- (dopMmupoBaHNEe YMEHHIl WCIIONB30BaTh HOPMATHBHYIO, IIPAaBOBYIO, CIIPABOYHYIO JOKYMEHTAIHIO U
CHETMaTBHYIO JTUTEPATypy;

= PasBUTHEC IIO3HABATCJIBHBIX CIIOCOOHOCTEHl W aKTUBHOCTH CTYACHTOB: TBOp‘ICCKOﬁ NHUIIUATHUBEI,
CaMOCTOATEIIbPHOCTH, OTBETCTBCHHOCTH 1 OPIraHU30BAHHOCTH,

- (dopMHpOBaHHE CAMOCTOATEILHOCTH MBIIIICHHUS, CIOCOOHOCTEH K CaMOPa3BUTHIO, CAMOCOBEPIICHCTBOBAHUIO
W caMopeai3aliy;

= BOCIIMTAaHHC CaMOCTOATCIBHOCTH, KaK IMYHOCTHOT'O Ka4CCTBA 6yz[y1uero CrICouaiucra,

-  Pa3BUTHCHCCIICIOBATCILCKUXYMEHHI.
CamocTosTenbHass pabora crymeHTa 1o ydeOHoM aumcuuiuimae OI1.04 JlokyMeHTallMOHHOE OOeCIeUCHHE
YIpaBJICHUSI BBIMTOTHICTCS:

- CaMOCTOSITEIBHO BHE PACIUCaHUs YICOHBIX 3aHSATHIA;
- C HCHOJb30BAaHHEM COBPEMEHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHH;

- MapajuleIhbHO U BO B3aMMOJCHUCTBUU C ayIUTOPHBIMU 3aHATHSIML.

Borpocsr, He pacCMOTpEHHBIE HA JIEKIUAX U MPAKTHUECKUX 3aIaHUH, TOJDKHBI OBITh U3yYEHBI CTYJIEHTaMU B XO7Ie
CaMOCTOSITeNbHOM pPaboThl. KOHTpomb caMocTosiTenbHONW paboTBl CTYIACHTOB HaJ Y4eOHOH mporpamMMol Kypca
OCYIIECTBIISIETCS B XOJI€ 3aHATHI METOZOM orpoca. B xojie caMocTosITenbHOM paboThl KaXK bl CTYACHT 00513aH MPOYUTATh
OCHOBHYI0O W [IOTIOJIHUTENBHYIO JIUTEPATypy MO HW3y4aeMOW TeMe, JOTOTHHUTH KOHCIEKTHI JIEKIUH HEIOCTAIOIINM
MaTepraioM. BwImuckamMn W3 pPEKOMEHJOBAaHHBIX IEPBOMCTOYHUKOB. BBIIENNTh HETMOHSATHBIE TEPMHUHBI, HAWTH WX
3HaYeHHE B SHIMKIIONEINYECKUX CIIOBApIX.

3. Pexomenaanuu no padore ¢ JJUTEPATYPOH U HCTOUYHUKAMH

Paboty ¢ nuTeparypoil ciiefyeT HauMHATh C aHajdu3a paboyell MPOrpaMMbl AMCIMIUIUHBI JOKYMEHTAIHOHHOE
obecrieueHue yrpaBiieH s, COJICPIKAILCH CITUCOK OCHOBHOM ¥ JIOTIOJIHUTENILHO JINTEPATYPBhI.

B cnyyae BO3HWKHOBEHUS 3aTPyJHCHHN B MOHMMAHWM yd4eOHOTO Marepualia CIEAyeT OOpPATUThCS K JPYTHM
HCTOYHHUKAM, TJIe U3JI0KEHUE MOXKET OKa3aThCs 00JIee TOCTYMHBIM.

Pabora ¢ nmuTepaTypoii He TOJIBKO T0JIe3Ha KaK CPeJCTBO Ooee riry0oKoro u3ydeHus 0ol nuciuminasl OI1.04
JIOKyMEHTAIMOHHOE 00eCieueHIe YIPABICHUS, HO U SIBJISCTCS HEOTHEMIIEMOM YacThi0 MPO(HECCHOHATBHOM AEATEILHOCTH
Oy/ayIero BBIMTYCKHUKA.



