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1. Ilesau ocBOeHUS AUCHUILINHbI

Llenb ocBOEHMSI TUCHUIUIMHBI «JlOKyMEHTOOOOPOT M JEIONPOU3BOICTBO»
ABIIAIOTCA (POPMUPOBAHUE y OYAYIIUX CHEIUAIUCTOB TEOPETHUUECKUX 3HAHUU U
IPAKTUYECKUX  HABBIKOB B oOjacth  O(OpMIIEHUS  OpraHHU3allOHHO-
paclopsAMTENbHON JIOKYMEHTAllMM, [PUMEHSEMON anmapaToM yIpaBICHUs
aBUANPEIIPUATHS [IPU pealnu3alii UM yIIPaBICHUECKUX (QYHKIIHI.

3amagamu OCBOCHMS JUCLUTUTHBI «/loxymeHT0000pOT U
JEIOMPOU3BOCTBOY ABIISIFOTCS:

— (opmupoBaHHE COLMATHHO-TMYHOCTHBIX KadecTB, CHOCOOCTBYIOIINX
YKPEIUICHUIO HPABCTBEHHOCTH, PAa3BUTHIO OOIIEKYJIbTYPHBIX TOTPEOHOCTEH,
TBOPYECKHUX CHOCOOHOCTEH, COIMAIbHOM ajanTaluy, CHOCOOHOCTH K JUAJIOTy,
HAaCTOMYMBOCTH B JOCTHKEHHH LIEIH, PAa3BUTHUIO JIUAEPCKUX KAYECTB;

—  W3y4yeHUWE M  HUCIOJIHEHHWE  TpeOOBaHMW IO  OpraHu3aluu
JOKYMEHTUPOBAHUS JAESITEIbHOCTH aBUAIPENNPHUATHS U OpraHu3aluu padboT ¢
JNOKyMEHTaMU;

— NPUMEHEHUE METOJOB paboThl C JIOKYMEHTaMHM, B COOTBETCTBUU C
TpeOOBaHUSAMU JEHCTBYIOIIMX 3aKOHOAATEIbHBIX U HOPMATUBHBIX aKTOB, B HOBBIX
YCIOBUSIX XO34MCTBOBAHUS, MO MOPSAKY COCTaBICHHUS U OPOPMIICHUS, OCHOBHBIX
OpraHU3allMOHHO-PACIIOPSIIUTEIBHBIX JOKYMEHTOB 1o YIPABJICHUIO
aBUAIIPOU3BOACTBOM.

JucnuninHa o0ecrneynBaeT MOATOTOBKY BBIMYCKHUKA K OpraHU3allMOHHO-
YIPaBIECHYECKOU NESITENBHOCTH.

2.MecTO AUCHUTITHHBI B ctpykrype OITIOII BO

Hucrumnaa «J{lokyMeHTO000pOT U JIETI0NPOU3BOACTBO», B COOTBETCTBUU C
y4eOHBIM TJIaHOM HampasieHus: moarotToBku 162001«Dxcrmyaranus BO3yIIHBIX
CYIOB U OpraHM3alvs BO3YIIHOTO IBIKEHUS», crienuanu3anus «Opranuzamus
pPauOTEXHUYECKOTO o0ecrnieueHus MOJIETOB BO3/TYIITHBIX CYyZIOBY,
OTHOCHTCS K BapuaTUBHOM yacTh 0j10ka C2 «/[uciumimHb.

Hucrumnaa «JlokyMeHTOO00pOT U JENOMPOU3BOACTBO» 0Oazupyercs Ha
pesynbrarax oOy4eHHs, MOJYyYEHHBIX MPU HU3YYCHUH TUCHUIUIMHBI «Bo3myriHbie
MIEPEBO3KHU M aBHALIMOHHBIE PAOOTHI.

HucummnuHa  «JloKkyMeHTOOOOpOT W JETONMPOHM3BOJACTBO»  SIBISIETCA
oOecreynBae Il HANMCaHUs BBITYCKHOM KBAJIM(PUKALUOHHON paboOTHI.
Jucuunnrnaa nzydaercst Ha 4 Kypce.

3.Komnerennuun oOyuawuierocsi, ¢(opmMupyemMble B pe3yJbTare
OCBOCHUSA TUCUMILIMHBI

ITpomece OCBOCHUS JUCIUATUTAHBI «JlokymeHTO000pOT u
JIeJIOTIPOU3BOICTBOY» HAIpaBJieH Ha (POPMUPOBAHUE CIICAYIOIIMX KOMIETECHIIH:



Ilepeuens u KO

[lepeyens mIaHUPyEMBbIX Pe3yJIbTaTOB 00YUEHUS

KOMIIETCHITUHN 10 TUCIUILINHE
CrocoOHOCTh M TOTOBHOCTH | 3HATh:
pazpabarbiBaTh — COBpEMEHHbIE TpeOOBaHHS K COCTABJICHUIO U
MIPOU3BOJICTBEHHO- 0hOopMIICHHUIO MIPOU3BOJICTBEHHO-TEXHUYECKOM
TEXHUYECKYIO JTIOKYMEHTAIIUH;

nokymenTaruio (ITK-86).

— (yHKIMM U OCOOEHHOCTH OPraHU3alUOHHO-
pacrlpeeIuTeNbHBIX U TPaBOBBIX JOKYMEHTOB
(Ycras, [Tonoxenue 0 CTPYKTYPHOM
MoJIpa3/ielieHuH, [taTHOE pacnucaHue,
JIOMKHOCTHAasT HMHCTPYKIUS, PAcHopsAIOK JOHA U
ap.);

— TEXHOJIOTHIO  3aIlMUThl  KOH(PHUIAECHUUAIbHBIX
JOKYMEHTOB OT HECAHKIIUOHHPOBAHHOT'O JIOCTYIIA.
YMeTs:

— BBISBJIATh OCHOBHBIE HEJJOCTATKU O 0opMmIie-
HUIO IPOU3BOJICTBEHHO-TEXHUYECKOM
JOKYMEHTAIIH;

— (popMyIUPOBATH BHISIBICHHBIE OPTaHU3alMOHHBIC
poOJIeMBI;

— 00ecreunTh PErUCTPAIIIO U KOHTPOJIb
WCTIOJTHEHUS CITY>KEOHBIX TOKYMEHTOB.

Bnaners:

— CTIOCOOHOCTHIO MMOATOTOBUTH U OPOPMHUTH BCE
BU/IbI TPOU3BOJCTBEHHO-TEXHUYECKOM
JOKYMEHTAIMH, a TAKXKE JTOKYMEHTBI 110 TUYHOMY
COCTaBY;

— HaBbIKaMH pPa0OTBI C KOMIBIOTEPOM  Kak
CPEJCTBOM yIpaBiieHUs1 HHGOpMaIueil.

4. O0beM IMCUMILUIMHBI M BUABI y4e0HOiIl padoThl

OOmrast TPyAOEMKOCTh JWCIMIUIMHBI COCTABISICT 3 3aYETHBIX CIUHUIIBI,

108 akagemuyeckux 4daca.




Kypc

Bcero
4acoB 4
OO61mast Tpy10eMKOCTb JTUCIUILIMHBI 108 108
KonrtakTHas pabdora: 6,5 6,5
JIEKIIUH 2 2
MPAKTUYECKUE 3aHSITHUS 2 2
CEMUHAPBI - -
JabopaTopHbIe PabOTHI - -
caMOCTOsITeJIbHAs padoTa CTyIeHTa 95 95
KypcoBoli npoekr - -
[TpoMexyTouHas aTTeCTalHs: 9 9
KOHTaKTHas paboTa 2,5 2,5
caMOoCTOsITelIbHAs paboTa Mo MOATOTOBKH K DK3aMEHY 6,5 6,5

5. Conep:xxanne QM CHUNIAHBI

5.1CooTHeceHus1 TeM IMCUMILIMHBI M (P)OPMHPYEMbIX KOMIIETEH M
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Tema 1. OpranuszannroHHoO- BK
pacnopsIuTeabHbIE TOKYMEHTHI 10 + H3’ U,
cornacHo TpedoBanusim ['OCT P. CP é YO
6.30-2003.
Tema 2. Pabora pykoBomutensi c 8 + 1.3 I,
JIOKYMEHTaMH ’ YO
Tema 3. [lnmanupoBaHnue U OpraHu-
3a1us mTaOHOU paboThI B 8 + H(’:ll;[ g ’ 32710’
aBHANPEATPUSI TUSIX o
Tema 4. Opranuszanus JTOKYMEHTH- vO
pOBaHMUS W JIEJIONMPOU3BOJICTBA HA 14 + JI, 1 I[Il,
npeanpustusax I'A
Tema 5. JIOKyMEHTalMOHHOE 10 + 1. 113 VO
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oOecrieueHre ynpaBJeHUs B CPC Jn
aBUANPEIIPUITUIX
Tema 6. CoBpeMeHHbIE TpeOOBaHUS 1113 T
K cocTaBjeHui0o u odopmienuto | 14 + o ’
CPC YO
CITyKEOHBIX JOKYMEHTOB
Tema 7. CucreMatu3anus 1.3 VO
JTOKyMEHTOB, HOMEHKJIaTypa fen aist | 31 + éP C ’ T :f
X GOPMUPOBAHUS U XPAHCHUS ’
Bcero o qucrummae 99 +
ITpomMexxyTouHas aTTecTanus 9 C)
Nroro no qucuumimze 108

JI — nekuus, [13 — npaktuyeckoe 3anstue, CPC — camocTodrensHas paboTa
crynenta, BK — BxonHol koHTpoib, 1 —noknan, T—rectupoBanne, YO — yCTHBIN
omnpoc, D — IK3aMEH

5.2 TeMbI AMCHUIIIMHBI M BUABI 3aHATHI

No HaumMenoBanue Tembl 1 lm kol c |laplcre Bcero
TEMBI JUCITUTITAHBI 4acoB
1 |OpranuzammonHo-pacnopsau- | 0,25 | 0,25 115 12

TeJIbHBIE TOKYMEHTHI COTJIACHO
tpeboBanusim ['OCT P. 6.30-
2003.

2 |Pabota pyKOBOJIUTES C 0,25 10,25 7,5 8
JIOKyMEHTaMH

3 |IImanupoBanue u opranuzamus| 0,25 | 0,25 11,5 12
mTabHOM paboThI B
aBUATIPEATPUITHSIX




Ne HaumenoBanue TeMbl Bcero
JI 13 | KIT | C |JIP |CPC
TEMBI JTACIIATUIVHBI 4acoB

4 |Opranuzanus 0,2510,25 115 12
JOKYMEHTUPOBA-HHUS U
JEJIOMPOU3BOACTBA Ha
npeanpusatuax ['A

5 |JlokymMeHTallMOHHOE 0,2510,25 115 12
oOecrieue-HUE YIPABJICHHUS B
aBUATIPEATPUITHSIIX

6 |CoBpemennnie TpebOoBanus k| 0,25 0,25 115 12
COCTABJICHHIO M O(QOPMIICHUIO
CITyKCOHBIX JOKYMECHTOB

/ Cucremarusanusa 05105 30 31
JIOKYMEHTOB, HOMEHKJIaTypa
nen s uX GopMUpoOBaHUs U
XpaHCHUS
HWrtoro no qucuuruinae 2 2 95 72

5.3 Conep:xkanue TUCHUTNTIHHBI

Tema 1. Oprann3anuoOHHO-PACHOPSAAUTEIbHBIE JOKYMEHTbI COIVIACHO
TpedoBanusim 'OCT P. 6.30-2003.

Buapl  opraHm3aliMOHHO-pAaCHOPSAUTENBHBIX  JOKYMEHTOB.  IPHUKA3bl,
yYKa3aHUs, UHCTPYKLMHU, ITOJIOKEHMs, AaKThl, 3asBJICHUSA, NOKIAIHBIC 3alMCKH,
OOBSICHUTENbHBIE 3allUCKM, INTAaTHOE pacnucanue. [lpaBuia BHYTpEHHETO
pacnopsanka. [Ipunuunel nocrpoenus u opopmienust OP /L.

Tema 2. Pabora pykoBoauTeisi ¢ JOKYMEHTAMM.

Ponb noxkymenTa B Tpyae pykoBoautensa. Cnenuduka Tpyna pyKOBOIUTEIS.
OCHOBHBIE HaIpaBlEHUsI O COBEPIICHCTBOBAHUIO PAOOThI PYKOBOJIUTENS C
JOKyMEHTaMHu. 3ajadya pPYKOBOJIWTENS IO COBEPLIEHCTBOBAHHUIO pabOTHI ¢
JOKYMEHTAMM.

Tema 3. IlianupoBaHume HW OpraHu3anusi mMTa0HO padoThl B
aBHANIpeANPUATHAX.

[ImanupoBaHue OpraHU3alMOHHBIX Meponpustuil. [lLmanupoBanue 3amau
PYKOBOAMTENSI MU €ro JUYHOM paboTbl. DakTophl, BIMSIONIME HA KayecTBO
ynpasieHus. Mudopmanumonnoe oOecnedenue ympasieHus. OpranHuzanust u
IPOBEJCHUE CIY>KEOHBIX COBELIAHHI.

Tema 4. Opranusanus JOKYMEHTHPOBAHMS M JeJONPOM3BOACTBA HA
npexnpusitusax I'A.



OCHOBHbIE TIOHSTUSI W  OMNPEACIICHHUS. Opranuzaiuorabie  (HOPMBI
Jeonpou3BocTBa. [IpobieMbl TOKYMEHTAIIMOHHOTO 00ECIICUeHUS YIIPaBICHUS B
OpraHu3alliy JIeJIONPON3BO/ICTBA.

Tema 5. JlokymMeHTanMOHHOe  o0ecrneyeHHe  YNPaBJIEHUSA B
aBHaNpeANPUSTHAX.

JlokymeHTel W ux kiaccudukamusa. Krnaccudukamuss TOKYMEHTOB IO
COJIEp)KaHMIO, HAaMMEHOBAHHUIO, CIIOCOOY H3TOTOBJIECHUIO, CTEICHHU CIIOKHOCTH,
MECTYy COCTaBJICHUSI, CpPOKAM HCIIOJHEHUSA, [0 MPOUCXOKICHHUIO, CTEIEHU
IJIACHOCTH, IOPUAWYECKON CWJE, MO Ha3HadyeHuto. Poib nenonpousBoacTBa B
YIPaBIECHYECKOU NESITENBHOCTH.

Tema 6. CoBpeMeHHbIe TPeOOBAHUSI K COCTABJEHHIO M 0(OPMIIEHUIO
CJIY’KeOHBIX JOKYMEHTOB.

[IpaBuna moarotoBku u odopmiieHus: To0KyMeHTOB. COCTaB PEKBH3UTOB H
MOPSAOK UX pacrojoxkeHus. OOmue TpedoBaHUs K MOATOTOBKE W O(POPMIICHHUIO
CITY’K€OHBIX JIOKYMEHTOB.

Tema 7. CucremaTu3anusi JOKyMEHTOB, HOMEHKJIATYpa aAeJ sl HX
(opmMupoBaHuS U XPaAHEHUS.

Lenu popMupoBaHuss HOMEHKIATYPHI jiel. TpeboBaHus K (hOPMUPOBAHUIO
HOMEHKJIATYpbI JieJ1. [IopsAI0K MTOArOTOBKU JOKYMEHTOB K apXUBHOMY XPaHECHUIO

5.4 IlpakTHyeckue 3aHATHUS

Howmep TeMarnka NpakKTUYECKUX 3aHATHN Tpyno-
TEMBI E€MKOCTh
JACIUTTAHBI (dacwl)

1 [Tpaktuueckoe 3ansaTue Nel. [ToaroToBUThH MpUKa3bl 0,25

110 OCHOBHOM JIESITEIbHOCTH U MO0 JJUYHOMY COCTaBY

[TpakTrueckoe 3anstue Ne 2. Paspaborath 0,25
2 MOJIOKEHUS ¥ IOJDKHOCTHBIE HHCTPYKIIMH CITY>KOBI

JICIIONPON3BOICTBA

[TpakTraeckoe 3austue Ne 3. Pa3paborath 0,25
3 MOJIOKEHUS O IITa0HOM paboTe U mpaBuia

oopMIICHUS CITYKECOHBIX JTOKYMEHTOB B

MO/Ipa3/ICTICHUSIX M OTJCIaX aBUAKOMITAHHUH

[TpakTrueckoe 3anstue Ne 4. PaspabortaTth 0,25
4 OCHOBHBIE OPTaHU3AIIMOHHO PACTIOPSAUTEIbHbBIE

JIOKYMEHTBI CITY>KObI OpTaHU3aIuU TTPOU3BOJICTBA

TJIABHOTO OTlepaTopa a’poropra

[Tpaktruueckoe 3anstre Ne 5. [IpoBectu ananu3 0,25
5 paboThI ¢ TIOKYMEHTaMU B MOJIpa3IeICHUSIX

TJIABHOTO OTepaTopa a’dponopra

[TpakTuueckoe 3ansitue Ne 6. PazpaboTtath cuctemy 0,25
6 OpraHu3alus XPaHSHUS U KOHTPOJIS UCTIOTHEHUS

CJ'IY)KC6HBIX JOKYMCHTOB aBHUAINIPCATIPUATUS




Howmep
TEMBI

IUCIHUAIIINHEI

TemaTnka NpaKTUYECKUX 3aHITUN

Tpyxo-
E€MKOCTb
(dacwl)

7

[Tpaktuueckoe 3anstre Ne 7. OpraHu3zoBath
MOJATOTOBKY JIOKYMEHTOB IS ITepejaun Ha
XpaHEHUE B ApXUB

0,5

Hroro o nucrmiuinae

5.5 JIabopaTopHBIA NPAKTHUKYM

JIabopaTOpHBI MPAKTUKYM YYEOHBIM IJTAHOM HE MPETyCMOTPEH

5.6 CamocrosiTesibHasi padoTa

Howmep
TEMBbI

JUCITHUITINHBI

Buasl camocTosTenbHOM pabOThI

Tpyno-
E€MKOCTh
(gackr)

1. Touck, ananu3 uHGOpMaIIUK U POPadOTKA
ydeOHOro Marepuaina 1o teme: «OpraHn3aluoHHO-
pactopsIuTeIbHBIC JOKYMEHTBI COTIIACHO
tpeboBanusim ['OCT P. 6.30-2003», paboTta ¢
pEeKOMeHTyeMoli JiuTeparypoii [2, 4,5].

2. ITonroroBka qJOK/IaI0B.

3. [ToaroToBKa K yCTHOMY OTIPOCY.

11,5

1.ITouck, ananu3 uHdopmauu U npopadboTka
yueOHoro Marepuana no teme «Padota
PYKOBOJUTES C JOKYMEHTaMM», paboTa ¢
pPEKOMEH TyeMol JIuTeparypoii |3, 4,5].
2.IloaroToBKa MOKJIA/I0B.

3.IloaroroBka K yCTHOMY OIIPOCY.

7,5

1.ITouck, ananu3 uHopmaluu u npopadboTka
yueOHoro marepuana no reme: «llnmanuposanue u
OopraHu3alus mTadHoi padoThl B
aBUANPEANPUATHSIX», pad0Ta C PEKOMEHTyeMO
nureparypoi [4, 5].

2.Iloaroroska JOKIaI0B.

3.IloaroroBka K yCTHOMY OITPOCY.

11,5

1.Ilouck, anamu3 wuHbOpMAMA | MpopabOTKa
yaeOHOro wMmarepuana 1o Teme: «OpraHuzarms
JOKYMEHTUPOBAHMSI U  JCJIONMPOU3BOACTBA  HA
npeanpusatusx ['A», pabora ¢ pekoOMEeHIyeMOit
nuteparypoii [ 1,3, 4].

2. IloaroroBka qOKIa10B.

3.IloaroroBka K yCTHOMY OINpPOCY.

11,5




Howmep
TEMBI
JVCHUTLIAHBI

Buasl camocTosTenbHOM pabOThI

Tpyno-
EeMKOCTb
(dacwl)

1.ITouck, ananu3 uHGOPMAIIHU U TPOPaOOTKa
y4eOHOro MaTepuasa o TeMe:
«JlokyMeHTalMOHHOE 00ecTIeYeHre YIIPaBICHHS B
aBUAIIPETPUATHIX», padoTa ¢ pEKOMEHTYEMOM
aurepatypoii [1, 2, 4,5]

2.IlonroroBKa JOKIJIAIOB.
3.IToaroroBka K yCTHOMY OIPOCY.

115

1.ITouck, ananu3 uHGOPMAIHN U POpadOTKa
yueOHoro Marepuaia no teme: « CoBpeMEeHHbIE
TpeOOBaHUSI K COCTABIICHUIO U O(DOPMIICHUIO
CITyKEOHBIX JOKYMEHTOBY, paboTa C
PEKOMEHTyEMOi1 uTepaTypoii [2, 4, 5].
2.IToaroroBka K yCTHOMY OIPOCY.
3.IloaroroBka IOKJIaJ0B.

11,5

1.ITouck, ananu3 uHGOpMaIMU U POpaOOTKa
yueOHOro Marepuana mno reme: «CucremaTus3anus
JOKYMEHTOB, HOMEHKJIATypa JIeJT JJIST KX
(opMHUpPOBaHUS U XpaHEHUS», padOTa ¢ PEKOMEHTY-
emoii yimrtepatypoii [1, 3, 5].

2.IlonroroBka JOKIJI0B.

3.IloaroToBka K yCTHOMY OIpPOCY.

4.1loaroToBKa K 1€CATUMUHYTHOMY TECTY

30

Hroro o nucrmminae

95

5.7 KypcoBble npoeKThbI

KypcoBsbie poeKkThl y4eOHbIM IIIaHOM HE MPEAYCMOTPEHBI.

6.YueOHO-MeTOAMYECKOE " uHpOpPMALIMOHHOE o0ecrneuyeHune

AUCIUILIHHDBI

a) OCHOBHAs JTUTEpaTypa:
1. TpynoBoii koaexc Poccuiickoii @egepanmu. ot 30.12.2001 N 197-03.
[Tpunst I'J] ®C PO 21.12.2001. HeictByromas pegakiusa ot 02.04.2014. [Tekcr].
—M.: u3n-so Dkcemo, 2014, —224 ¢. —ISBN: 978-5-699-71239-7. KonnuectBo

sK3eMIUIsIpoB 10.

2 KpacuenkoB, A.M., Typybap, O.A. JlokyMeHTALlMOHHOE olecrneyeHue
ynpasienusi. YueOnoe nocobue. [Tekct]. — CII6.: T'YT'A, 2008. KonuuectBo

sK3eMIuIsipoB 170.

0) MoTOTHUTENBHAS JIUTEpaTypa:




3.Kynpsies, B.A. Opranuzanusi padoTbl ¢ A0KyMeHTaMHu [TekcrT].

M.: Uadpa-M, 2004. — 592 c. — ISBN 5-16-000494-791.02.25 017. KonuuectBo

sk3eMIuIspoB 10.

4. Aunpees, C.B. KagpoBoe nenonponsBoactso. Illpakruyeckoe nocodue.
[Texct]. — M.: Aumnbda-Ilpecc, 2004. — 512 c. — ISBN:5-94280-040-5.
KonnuecTBo 3K3eMILISIpoB 5.

B) IIepedYeHb PECYpCcOB HHQPOPMAIMOHHO-TCICKOMMYHUKAIIMOHHON CETH

«MHTepHEeT:!

5. Aviation Explorer [Onekrponnsiii pecypc]. — Pexum mocryma: http://

http://www. aviation explorer.ru (mara oopamenus 17.07.2017)

7. MaTepI/IaJIbHO-TeXHI/I‘leCKOG o0ecreyeHue ANCIHUIIJINHBI

No | HaumenoBanue | HammeHnoBanue | OcCHalleHHOCTh [Iepeuenn
/T | JTUCUUTUTAHBI CIIEHAIBHBIX CIIEHAIIBHBIX JULEH3UOHHOTO
MOMEIIEHUN U MOMELIEHUN U POrpaMMHOTO
MOMELIEHUN JIJIs1 | TTOMELIEHUN JIJIst oOecrieueHusl.
CaMOCTOSITENb- | CAMOCTOSITEIbHOU PexBusuThI
HOM paboThHI paboThI MTOJTBEPKAAOIIETO
JIOKYMEHTa
1 Hokymento- | Kommbrorepsiii | Kommbrotep B Microsoft
00opoT u KJ1acc KOMITJICKTE Windows 7
JICIOTIPOU3BO- | Ay TUTOPHUS (cucremusrii 610k | Professional
CTBO Ned56 +XKK mouUTOp Microsoft
LG 19 Windows Office
Komnbrotepnsiii | W1952TE) — 13 | Professional Plus
KJ1acc HIT. 2007
ayTUTOPUS WNudopmanmon- | Acrobat
No458 HBII KHOCK Professional 9
Komnsrorep B Windows
JlexnonHas KOMITJICKTE International
ayIUTOPUS RAMEC STORM | Kaspersky Anti-
No481 Custom W- Virus Suite ms
13 m. WKS u FS
Mynerumennii- | Konsi- SWOT
HBII TTPOEKTOP ANALYSIS,
Acer X1261 P Konsi -
[Tpuntep FOREXSAL
HL2140R
Brother
OkpaH
Hoyt6yk Benq
Joybook R42
15,4

10




Ne | HaumenoBanue | HammenoBanue | OcHaIleHHOCTH [Iepeuenn
I/T1 | JUCIUAILIAHBI crenuagbHBIX crnenuaabHbBIX JIMIICH3UOHHOT'O
MMOMEIIICHUN 1 IIOMEIIICHUIN 1 MIPOTPAMMHOTO
IIOMEIICHUHN 1 | MOMEIICHUN JJI oOecIrieueHus.
CaMOCTOSITEIIb- | CAMOCTOSITEIILHOM PexBHU3UTHI
HOM pabOThI paboThI MOJTBEPKAAIOIIIETO
JIOKYMEHTa
MynbeTrmennii-
HBII IIPOEKTOP
Mitsubisi
XD490U, skpan

8. Oﬁpa3OBaTeJII)HbIe H I/IH(l)OpMa]_lI/IOHH])Ie TEXHOJOI'NIH

B mpouecce npenogaBaHus — JUCHUIUIMHBL  «JlOKYyMEHTOOOOpPOT H
JIEJIONPOU3BOACTBO» HCHOJIB3YIOTCS KJIACCUYECKHUE W HWHTEPAKTUBHBIE METOMbI
oOyueHuss B ¢opme JIEKUHM, MPaKTUYECKUX 3aHATHN, BXOJHOW KOHTPOJb U
CaMOCTOATENbHON pabOTHI CTYIEHTA.

B  pamkax u3ydeHHMs = AMCHUIUIMHBI  UCIHOJB3YIOTCA  CIEAYIOIIHE
o0pa3oBaTeIbHbIE TEXHOIOTHH.

TpagunuoHHas JEKIUS COCTaBISET OCHOBY TEOPETUYECKOrO0 OOYy4YEeHMs B
paMKax JTUCHUIUIMHBI «JJOKyMEHTOOOOPOT U IE€TONPOU3BOICTBO» U HAIpaBiieHa HA
CUCTEMATU3UPOBAHHOE U3JI0’KEHNE HAKOIIJIEHHBIX U aKTyaJbHBIX HAyYHBIX 3HAHUU.
Jlexums mpegHa3HayeHa JJI1 PACKPBITHS COCTOSIHUA U nepcrnekTus pazsutus CBT
B COBPEMEHHBIX YyClOBMAX. Ha JiekuMm  KOHLIEHTpUpYETCd  BHUMAaHHE
oOy4Jarommxcs Ha HauOoJIee CIOXKHBIX M Y3JOBBIX BOINPOCAX, CTUMYJIUPYETCA UX
aKTHBHAs MO3HABATEIbHAs JAEATEIBHOCTD.

Benymmm MeTogoM B JIEKIIMH BBICTYNAET YCTHOE M3JI0KEHUE YYEOHOro
MaTrepuraia, KOTOPbIMA COMPOBOXKIAAETCA OJJHOBPEMEHHOM IEMOHCTPALIMEN CIIAlIOB,
co3gaHHbIx B cpexe MS Power Point, mpu HE0OXOAMMOCTH TPHUBJICKAIOTCS
OTKpbIThie VHTEpHET-pecypCchl, a TakXKe JAEMOHCTPAllMOHHBbIE W HAarJIsAIHO-
WJUTFOCTPALIMOHHBIE MATEPUAJIBI.

[IpakTyeckne 3aHsATHsS MO  AucIUIUimHe  «JlokymeHTOOOOpOT WM
JIEJIONPOU3BOJACTBO» TMPOBOAATCA B COOTBETCTBMH C Yy4ye€OHO-TEMaTHYECKUM
IUIAHOM II0 OTAEJNBbHBIM TIpynnaMm. lLlenb nmpakTWYecKWX 3aHATHH — 3aKpENUTh
TEOPETUYECKHE 3HAHUS, NTOJyUYEHHbIE 00YUYaOUMMUCS Ha JEKLUHUAX U B pe3yibTare
CaMOCTOATEJIBHOTO M3YYEHMSI COOTBETCTBYIOLIMX pa3JE€OB PEKOMEHyEMOM
JUTEpaTyphl, a TAK)KE MPUOOPECTU NMPAKTUUECKUE HABBIKU MO JOKYMEHTHUPOBAHUIO
YIPABJICHYECKON JEATEILHOCTH Ha BO3AYIIIHOM TPAHCIIOPTE.

BxoaHol KOHTpOJb MpelHa3HauYe€H MJid BBISBICHUS YPOBHS YCBOCHMS
KOMIIETEHLIUH OOy4Yaromuxcsa, HEOOXOJUMBIX Nepell H3yYeHHEM JAUCIUIUIMHBIL.
BxoaHOW KOHTpOJIb OCYHIECTBISIETCS IO BOMpPOCAaM, HAa KOTOPBIX Oa3upyeTcs
yuTaemas JUCLUILINHA.

KoHTposibHBIE BOMPOCH! JIJIsl MPOBEACHUS BXOAHOTO KOHTPOJIS OCTATOYHBIX
3HaHUU 10 00ecneYNBAIOIIMM JUCIIUILIMHAM MPUBEIEHBI B 11.9.4.
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CamocTtosTenbHast paboTa CTyJEHTa SBISETCS COCTABHOM YacCThIO y4eOHOMH
paboThl U MpeNICTaBIsIET COOON MIaHUPYEMYIO pabOTy CTYJEHTOB, BBHIMOJIHSAEMYIO
M0 3a/laHUI0 W TPU METOJIMYECKOM PYKOBOJICTBE IMpernojaaBaTess, HO 0e3 ero
HEIMOCPE/ICTBEHHOT0 y4acThsi. OCHOBHOM 1IENbIO CAMOCTOSITEIBHOM paboOThI
CTyJIEHTa SIBJIAE€TCS (POPMHUPOBAHME HABBIKA CAMOCTOSATEIBLHOTO MPUOOPETEHUS
3HAHMM 1O HEKOTOPHIM BOMPOCAM TEOPETHUECKOro Kypca, 3akKperuieHHe WU
yrayOJieHrue MOJIyYeHHBIX 3HAHUM, caMOCTOATeNbHAs paboTa C MepUoAUYECKUMU
U3JIaHUSIMU U HAYYHOU JINTEPATypoM, B TOM YHCIIE HAXOIALIMMHUCS B TJI00ATBHBIX
KOMITBIOTEPHBIX CeTsX. CamocToATeNbHas padoTa MoApa3yMeBaeT MOATOTOBKY K
JICKIIMOHHBIM W TMPAKTUYECKUM 3aHSATUSM, a TaKXKe BBIIOJTHEHUE YUYEOHBIX
3aJlaHAld, B TOM YHUCJIE€ M MHAMBUAYAJIBHBIX, IOJIYYa€MbIX CTYIEHTOM Y
MPENOIaBATENS MTOCIE KaXI0T0 3aHITHS.

3amaHusi, BBIHOCUMBIE HA CaMOCTOSITENIbHYIO pPalOTy, BBIIOJHSIIOTCS
CTyJIeHTaMU B (hopmax: KOHCIIEKTA; TTOUCKA M COCTaBJIECHUSI 0030pPOB JIUTEPATYPHI;
BBITIOJIHEHUS MEPEBOJAOB C HHOCTPAHHBIX S3bIKOB; HAMMCAHUA AHATUTHYECKHUX
JIOKJIaJIOB; TIOJrOTOBKHM JOKJIAJ0B B (JOpME MpEe3eHTAlMi; BBINOJIHEHUE y4eOHO-
UCCIIEIOBATENbCKUX palboT; pelleHusi KeicoB. Pe3ynpTaThl caMOCTOATEIbHOU
paboThl cTyAeHTa 0hOPMIIAIOTCS KaK B TETPAJsiX, TAaK U B AJICKTPOHHOM BHUJE, B
toM uucie B pemaktopaxMSWord, Excel, PowerPoint, a Taxke Ha mucrax
dopmara A4. KoHTponb 3a BBINOJTHEHHUEM 3aJaHUN, BBIHOCHUMBIX Ha
CaMOCTOATENBbHYI0 Pad0Ty, OCYIIECTBISIET NpenojaBaresb. TeKylHuil KOHTPOJb
OCYLIECTBJISIETCSI B  XOA€ TNPOBEPKHM M  aHalIM3a  OTACJIbHBIX  BHUOB
CaMOCTOATENBHBIX Pa0OT, BBHIMOJIHEHHBIX CTYAEHTAMU BO BHEAYJUTOPHOE BPEMS.
[IpoMekyTOUHBIN KOHTPOJb MPOBOAMUTCS B BUJAE JOKJIAJ0B PE3YJIHTATOB PEIICHUS
paboueil rpynmoid KeMCOB W  BBICTYIUIEHUHM Ha  HAy4YHO-NIPAKTHYECKOU
KOH(epeHLIMU CTYyICHTOB, aCIUPAHTOB U MOJIO/IBIX YUEHBIX, TOCBAIICHHON NaMATH
aBuakoHcTpykTopa V.M. Cukopckoro, a Takke MmyOJMKaIUi TE3UCOB B COOPHHKE
3Tol  KOHpepeHuuu. IIpomexxyTouHas  arrectaqusi 1O  JUCUUIUIMHE
«J1okyMEeHTOO00pOT U AETONPOU3BOACTBO» MPOBOJUTCS BUIE IK3aMEHA.

Taxum oOpa3om, B mpoliecce OCBOEHUS AUCHUILIUHBI «J{0OKyMEHTOOOOPOT U
JEJI0TPOU3BOACTBOY mMUpOKO  mpumensitorcs | T-meroasl:  ydeOHbIE
MyJIbTHMEIMHHBIC MaTepUalibl ¢ ucmoib3oBanueM Microsoft Office (PowerPoint),
COJEpIKaIlle TUIEPCCHUIKM, HEOOXOAUMbIe IJsi IepexoJa K IPOU3BOJIbHBIM
MOKa3aM, YKa3aHHbIM ClaiilaM B MPE3eHTaluH, K pa3IMYHbIM TeKCTaM, (purypam,
TabnuiaMm, rpagukaM W pUCYHKaM B Mpe3eHTaluu, JoKymeHTaM Microsoft
OfficeWord, mucram Microsoft OfficeExcel, nokanpHbiM unm HWHTEpHET-
pecypcaMm, a Takke K COOOIIEHUSIM AJIEKTPOHHOU MO4YThl. JlaHHBIE MaTepuabl
MO3BOJISIOT C(HOPMUPOBATH Y CTYJEHTOB CUCTEMY 3HAHUM, YMEHUN U HABBIKOB IO
METOJMKE M TEXHOJIOTMM MCIOJdb30BaHus VMHTepHeT-pecypcoB B mpoliecce
OoOy4YeHHMsI; aKTUBU3UPOBATh HA MPAKTUUECKHUX 3aHITHUSIX JEATCIbHOCTh CTYJCHTOB
nyTeM paboThl B TBOPYECKUX TMOATPYMNNAaxX IO BBIMOTHCHUIO 3aJaHUA C
ucrnosbzoBanueM Microsoft Office; obecnieunTh MPOAYKTUBHBIA W TBOPYECKUI
YPOBEHB JEATEIIBHOCTH MPHU BBINOJHEHUH 33JaHUMN.

Koncynbranuu siBisitoTcss 0MHON U3 (OpM PYKOBOJCTBA CaMOCTOSITEIILHOM
paboTOl CTYIEHTOB W OKa3aHWA MM IOMOIIM B TIyOOKOM M BCECTOPOHHEM
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OCBOEHUH AUCHUIUIMHBI «J{OKyMEHTOOOOpOT M [eJOonpou3BoJCTBO». Bo Bpems
KOHCYJIbTAllUM IpenojaBaTesb paboTaeT CcoO CTYJIEHTaMH, KOTOpPbIE TOTOBST
JOKJIaApl ISl BBICTYIUIGHHS Ha TPAaKTHUYECKHUX 3aHATUSAX M Ha Hay4dHo-
OPAKTUYECKONM KOH(PEpEeHIMH, a TakkKe CO CTYIEHTaMH, CaMOCTOSITEIIBHO
pemaromMu B paboumx rpynmax Keicel. [lpemogaBaTens pa3bscHSIET W
O00CYXKIaeT €O CTyJIEHTaMH TEOPETUYECKHUE BOIPOCHL, KOTOpPbIE HEOOXOAUMO
PacKpbITh B JIOKJIA/lax, a TakKe PEKOMEHIOBAHHBIN paHee OuOIMOTrpaduUecKuil
CIIMCOK, IpaBWja €ro o(opMIIEHHUs, a TaKke O(OPMIECHHUS JIOKIAI0B, TE3HCOB,
npe3eHtauuid. IlpenonaBarenb OOBSCHSIET CTyAEHTAM NPAKTUYECKHUE aACIEKThI
(YHKIIMOHUPOBAHUS COBPEMEHHBIX OpraHU3allui, HAPAaBIsAA UX K ONTUMAJIbHOMY
pelIeHnI0 KelcoB. Bo BpeMsi KOHCynbTalluu MpENnoAaBaTelb MOXKET OTBETUTH
CTYJIEHTaM Ha MHTEPECYIOIINE UX BOMPOCHI IO TEOPUU MEHEIKMEHTA, YTOUHUTDH U
eme pa3 OOBSCHUTH MPONJCHHBIN Ha JIEKIMOHHBIX M TPAKTHUUYECKUX 3aHATHUSIX
matepuain. KoHcyabTanuu npoBoaaTcs perysipHO HE MEHEE JBYX pa3 B HEZEIIO B
qyachl CBOOOJHBIE OT y4€OHBIX 3aHATUH M HOCAT B OCHOBHOM HWHIMBHUAYaJIbHBIHI
XapakTep.

9. ®oHA OLEHOYHBIX CPEACTB /JJsl NMPOBEAEeHHS] TEKYIero KOHTPOJS
YCIIEBAE€MOCTH M TNPOMEXKYTOYHOM AaTTeCTAMH [0 HTOraM OCBOCHUS
TUCHUNITIHHBI

OneHouHble  cpeacTBa ISl TEKYMIETO  KOHTPOJNS  yCIIEBaeMOCTH,
IPOMEXKYTOUHOM aTTeCTallMi [0 WTOTaM OCBOEHUS IUCHUIUIMHBI W y4eOHO-
METOJIMYECKOE 00eCIeueHNEe CaMOCTOSITENFHOM pabdOThl CTYACHTOB BKIIIOYAIOT B
ceOs: YCTHBIE OMPOCHI, JOKJIA b, KOMIBIOTEPHBIE TECTHI.

YpoBeHb W KaueCTBO 3HAHWH CTYIEHTOB OLIGHWBAIOTCA IO pe3yibTaTaM
TEKYIIET0 KOHTPOJS YCHEBAEMOCTH W MPOMEXKYTOUYHOM aTTeCTallMd IO HUTOTaM
OCBOEHUS IUCLHUIUIMHBI B BUJE SK3aMEHa B BOCBMOM CEMECTpE

Texyuuii KOHTPOJIb YCIIEBAEMOCTH CTYJIEHTOB BKJIIOUAET YCTHBIE OIpPOCHI,
JTOKJIa/Ibl, KOMIIBIOTEPHBIE TECTHI M 3aJaHUs, BbIIABAEMbIC HA CAMOCTOATEIHHYIO
paboTy 1o TeMaM JAUCLHUILINHBI.

Yemuwiii onpoc mpoBoAUTCS Ha MPAKTUUECKOM 3aHATUHU B TEUEHUE HE Oosee
10 MUHYT C LI€JbI0 KOHTPOJIS YCBOCHUS TEOPETUYECKOTO MaTepuasa, u3jaaraeéMoro
Ha nekuuu. [lepedeHp BOMPOCOB OMpeAenseTcs YPOBHEM MOJITOTOBKU Y4eOHOM
TPYMIIB, a TAK)KE UHAUBHUIYaATbHBIMU OCOOCHHOCTSIMH CTYICHTOB.

[TpumepHBIii TepedeHb KOHTPOIBHBIX BOIPOCOB AJII MPOBEIEHUS YCTHOTO
omnpoca npusesaeH B 11.9.6.1.

Jloxnao — TPOAYKT  CaMOCTOSITEIbHOM  paboThl  OOydaromierocs,
NPEACTABIAIONIMN  cOOOM  MyONMYHOE BBICTYIUIGHHE IO  MPEACTABICHUIO
MOJyYEHHBIX PE3YyJbTAaTOB PEIICHHS OMpPEIEICHHON YYeOHO-TIPAKTHUECKON WIH
y4eOHO-UCCIIeI0BaTeNbCKON TeMbl. J[OKIaabl CTyI€HTOB 3aHUMAaIOT He Oosbiie 10
MUHYT U MOTYT IIPOBOAUTHCS B popme npeseHTanuii B cpeae Power Point.
[IpuMepHbIi TIepeyeHb TeM JJIs TOKJIa0B MPEJACTaBIIEH B 1. 9.6.2.

Komnvromepnuoiii mecm — 3T0 cucteMa 3afaHuil crienuduaeckoir (hopmsl,
MO3BOJIAIOIIAS HM3MEPUTh YPOBEHb pPAa3BUTUS KOMIIETEHLUMH OOyYarommxcs,
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COBOKYIHOCTh WX NPEACTABICHUN, 3HAHWM, YMEHUW U IPAKTUUYECKOTO OIIBbITA.
Copneprxanue TeCTOB ISl TEKYIIEro KOHTPOJIs B 1. 9.6.3

KoMIproTepHbIii TECT MPOBOJAUTCS MO TEMaM B COOTBETCTBUHU C JaHHOM
MIpOTrpaMMOM M IIPETHA3HAYUCH JJIs MPOBEPKU 00YUAIOIIMXCS Ha MPEIMET OCBOCHHS
MaTepuaia npeablayIeh JEeKIUU.

Komwmponv evinonnenuss 3aoanus, BBIJABAEMOTO Ha CaMOCTOSTEIIBHYIO
paboTy, MPOBOAMUTCS C IIEIBI0O CBOCBPEMEHHOI'O BBISBJICHHUS IIJIOXO YCBOSHHOIO
Marepuaiia JUCHUUIUIMHBI JJI MOCIEAYIOUEed KOPPEKTUPOBKU WM OpraHU3aluu
o0s3aTebHON KOHCYIbTAMU. [IpoBepka BBITAHHOTO 3aJaHUS TPOU3BOIUTCS HE
pexe 4eM OJIMH pa3 B JBE HEJIEIH.

llpomescymounass ammecmayuss TIO HWUTOTaM OCBOCHUS JIHCUUILIMHBI
IIPOBOJUTCS B BUJIE SK3aMEHA B § CEMECTpE.

IIpuMepHBII TNEpEeYEeHb BONPOCOB JUIA IPOBEICHUS ITPOMENKYTOUYHOU
aTTeCTaliy B BUJE dK3aMeHa B 11. 9.6.4

Mertoauka (GopMHUpOBaHUS PE3YIbTUPYIONIEH OICHKH B 00s3aTeIbHOM
MOPSJIKE YUYUTHIBAET AKTUBHOCTD CTYICHTOB Ha 3aHATUSX, ITIOCEIIAEMOCTh 3aHSTUM,
OIICHKHM 3a MPAKTHYECKHUE PaOOThI, BHIMOJHEHUE CAMOCTOSITEIBHBIX 3aJaHU.

9.1 baaabHo-peiitunroBas cucremMa (bPC) oueHky TeKylero KOHTpPOJIs
yCneBaeMoCTH, 3HAHUM U IPOMEKYTOYHOM ATTECTAIIMUA CTYAEHTOB

OOmass TPyJO0eMKOCTh JUCIMIUIMHBI COCTABJISCT 3 3a4YCTHBIC CWHHMIIBI,
108 akagemMuuyeckux 4daca.
By npomeskyTogHOr0o KOHTPOJIS — 9Kk3aMeHa (8cemectp).

KomuuectBo 6asioB Cpoxk
Tema/Bua yueOHBIX 3aHATUI KOHTPOJIS
(OLICHOYHBIX 3aJ]aHui), (mopsiako
MO3BOJIAIOLIUX CTYACHTY Munu- Makcu- BBIU [Ipume
POJEMOHCTPUPOBATH JOCTUTHYTHIM | MaJlbHOE | MallbHOE HOMED YaHue
yYpOBEHb CHOPMUPOBAHHOCTHU 3HAUYCHHUE | 3HAUCHUE | HEIENH C
KOMIIETCHIIUI Havala
CeMecTpa)
Konmaxkmmuuwie euowl 3anamuil
AyJIUTOPHBIE 3aHATUS
Jlexmus 1 4 6 1
Jleknus 2 3 6 1
[TpakTnueckoe 3ansitue 1 4 6 2
Jlexmus 3 3 6 2
[IpakTruueckoe 3ansTre 2 4 6 3
Jlexuus 4 4 6 4
[TpakTtrueckoe 3anstue 3 3 3) 3)
Jlexuus 5 4 6 6
[TpakTueckoe 3ansitue 4 4 3) 7
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KonuuectBo 6asnioB Cpoxk
Tema/Buj yueOHBIX 3aHITHI KOHTPOJIS
(OLICHOYHBIX 3aJIaHUM ), (mopsiko
IIO3BOJIAIOIINUX CTYACHTY Munu- Maxkcu- BBIU [Ipume
NPOJEMOHCTPUPOBATH JOCTUTHYTHIM | MaJlbHOE | MallbHOE HOMED yaHue
ypOBEeHb C(HOPMUPOBAHHOCTHU 3HAYCHHUE | 3HAYCHUEC | HEJIENH C
KOMITETCHIINI Havaja
CEMEeCTpa)
Jlexuus 6 4 6 8
[TpakTHyeckoe 3aHsATUE 5 4 6 9
Jlexknus 7 4 6 10
CamocrosiTenbHas pabora
CTYJI€HTa
Hroro no 00s13aTeJIbHBIM BHIAM 45 70
3aHATHH
3auer c oueHkoii 15 30
HToro mo nucumIinHe 60 100
IlepeBoa 0as10B BPC B o1leHKY 110 «aKaJeMHYeCKO» HIKaJie
KoaudecTBo 6a/m10B 1o bPC Ounenka (1Mo «aKkaJieMu4ecKoiD> mKaJe)
90 u Gosee 5 — «OTJIMYHOY
75+89 4 — «xopomuo»
60+74 3 — «yJIOBJICTBOPUTEIILHO
MeHee 60 2 — «HEYJIOBJIETBOPUTEIHHOY

9.2 MertoanuecKkue PpeKOMEHJAIMU MO0 TPOBEIEHUIO TMPOLEAYPbI

OLICHUBAHHUSA 3HAHMIA, YMEeHH I | HABBLIKOB | (n1m) onbITA
AesITeIbHOCTH, XapaKTepPU3yIINX ATANBbI ¢popmupoBanus
KOMIIEeTeHI M

[Tocenienre NEKIMOHHOTO 3aHATHS OOy4arouMMcs olleHMBaeTcs B 1 Oani.
Benenue neknuonHoro koHcrekta — 0,1 0OamioB. AKTHBHOE YyyacThe B
00CYXI€HUU TUCKYCCUOHHBIX BOMPOCOB B X07€ JieKiuu — 10 0,4 6aios.

[Tocelienne MpakTUYECKOTO 3aHATHS olleHUBaeTcs B 1 Oamta. Benenue
KOHCHEKTa Ha mpakTudeckoM 3ausatun — 0,1. Joknang — qo 0,6 Gamta. YuacTtue B
YCTHOM OIIpoce U 00CyXjaeHuu nokiana — jno 0,2 6ama. VYdactue B pabodmx
rpynmnax, pelamplux Keic-3agauy — no 1 Oamna. YcnemHoe pelieHHe Kewc-
3amaun — 10 0,3 6amna. [oxmnax ¢ mpeseHTanuen pemeHus keiic-3amauu — g0 0,2
OaIoB.

B npouecce mnpenomaBaHusi AUCHUIUIMHBL  «/[OKyMeHTHpOBaHUE U
JIETIOTIPOU3BOCTBOY JUIS TEKYyIIeH aTTecTallid OOyYaloUIUXCsl HCIOJIBb3YIOTCS
cienyrormue GopMbl OIICHUBAHUS 3HAHUN, YMEHUN U HABBIKOB:

—WHJMBUyaJIbHBIA UJIM TPYIIIOBOM YCTHBIN OITPOC;

—pacyeTHbIC 3aJIaHuUs,;

—TeCT;
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—aHAJIN3 JEJIOBBIX CUTYaIHM;

—Mpe3eHTaly  (MHAMBUAYAIBHOIO WM  TPYNIIOBOTO  MPEACTABICHUS
BBITIOJTHEHHOTO 3aJIaHus, T0KJIa/I0B);

—3allUTHI BBINOJIHEHHBIX 3aJaHUM.

ITo uroram oCBOEHUS JUCUHUILIMHBI IPOBOJUTCS MPOMEKYTOUHAS aTTECTALIHS
oOy4aroruxcs B hopMe dK3aMeHa.

Ha nepBom 3aHATHMM TpenojaBaTesib JTOBOAUT O CBEACHHS OOYYaIOUIUXCS
rpauK TEKyIIero KOHTPOJS OCBOCHHS AWCLMIUIMHBI U KPUTEPUHM OLIEHKH 3HAHWUUN
[P TEKYLIEM KOHTPOJIE YCIIEBAEMOCTH, a TAKXKE CPOKU U YCIIOBHUS MPOMEKYTOUHOM
WUTOTOBOM aTTECTALUH.

Peamuzanmio  HenmpepeIBHOTO ~ KOHTPOJSA ~ 3HAHUM,  IIPENOJABaTElb
OCYILIECTBIISIET 32 CUYET YACOB, MPEAYCMOTPEHHBIX HOPMAaMHU BPEMEHH Ha MPOBEPKY
Pa3IMYHOIO PO/ MMCbMEHHBIX padOT, NPOBEAEHUE KOHCYJIbTAUHI U TIp.

[TokazarensiMu, XapaKTepU3YIOUMMHU TEKYIIYI0 Y4eOHYI0 paboTy CTYAEHTOB,
SBIISIFOTCAL:

— AKTUBHOCTb IOCEIICHUS 3aHATUNA U pabOThl HA 3aHATHUIX;

— OILIGHKa pEe3yJbTaTOB YCTHOIO ompoca (MHIMBUAYAJIBHOTO WU
IpyNIoBOro);

—  BBICTYIUICHHUS C JOKJIAJaMH U C PE3yJIbTaTaMH BBIITOJIHEHHBIX 3aJaHU, B
TOM 4HcIe B (hOpMe Npe3eHTaLHA;

—  OLIEHKA 3alIUThl BBITIOJHEHHBIX 3a/1aHUN;

—  OLIEHKAa IPOXOXJACHUS TECTA.

Cpoku NIpOMEXKYTOUHON arTecTalii OIpPeNeNsioTcs TpadUKoM ydeOHOro
npouecca. Ilo gucummiumHe  «/{OKyMEHTOOOOPOT W AEIONPOU3BOACTBOY
MPEyCMOTPEH dK3aMEH.

DK3aMeH MNpoBOAUTCA B (QopMe YCTHOrO OTBETa Ha 2 Bompoca U3
npuBeeHHoro Huxe nepeuns (9.6.4) u pemenus 3amaun (9.6.5).

9.3 Tembl KypCOBBIX IPOEKTOB MO JUCIUNINHE
Hamnucanne KypcoBBIX TPOEKTOB YUYEOHBIM IJIAHOM HE MPETyCMOTPEHO.

9.4 KoHTpoOJibHbIC BONPOCHI AJIs1 TNPOBeJeHHUS] BXOAHOI0 KOHTPOJIS
OCTATOYHBIX 3HAHUH MO 00eCeYNBAIOIINM JTUCIHUILINHAM

Huctuninaa « Bo3ayniHbie nepeBo3Ku U aBUAllMOHHbIE PA0OTHD)

1. [loHsiTUE BO3IYIIHOW MEPEBO3KH, COTIACHO PYKOBOMSILIHUM JIOKYMEHTaM
I'A.

2. IloHsATHE aBUALIMOHHBIX Pa0OT, COTJIACHO PYKOBOASIIMM Jo0KyMeHTaMm ["A.

3. @akTopbl BHELIHEH cpeibl, BIMAIONIME HA KAyeCTBO MPEIOCTABIICHUS
YCIIYT 110 BO3AYLIHOM NIEPEBO3KE.

9.5 Onucanmne nmokazartejeil U KpUTEpHeB OLEHUBAHUS KOMIETEHIHIA
Ha pa3IMYHbIX dTanax ux ¢GopmMupoBaHus, ONUCAHHUE HIKAJ OLEHUBAHUSA
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Kpurtepun

JTarnsl
dbopmupoBaHUs
KOMIIETEHITUH

IToka3aTenu OILICHUBAHMUS
KOMIIETEHIIUI

CriocoOHOCTh UM TOTOBHOCTH p8,3pa6aTLIBaTI) IMPONU3BOACTBCHHO-TCXHUYCCKYIO

noxkymenTaiuio (ITK-86).

3Haer:
— COBpPEMEHHBIE TpPeOOBaHUs K
COCTaBJICHUIO U O()OPMIICHUIO

IlepeunciiieT OCHOBHBIE
TpeOOBaHUS K COCTABICHUIO
1 0(pOPMIICHUTO

MPOU3BOJICTBEHHO- MPOU3BOJICTBEHHO-
TEXHUYECKON JOKYMEHTALINH; 1 sram TEXHUYECKOM
— (YHKIIMM U OCOOEHHOCTHU (bOpMHpOBaHH JIOKYMEHTAIIUH.
OpTraHu3allMOHHO- OnuceIBa€T OCHOBHBIC
pacnpeaeuTEIbHbIX u MIPUHIIMIIBI U 3TaIlb
MIPaBOBBIX JIOKYMEHTOB o opMIIeHUS
(Ycras, ITonoxxenue 0 KOH(HUISHIIHATBHBIX
CTPYKTYPHOM TOApa3/ICJICHUH, JIOKYMEHTOB.
[lItaTtHOE pacnucasue, OTtnuyaeT OCHOBHEBIC
JIOJDKHOCTHAsT ~ MHCTPYKILMS, (GyHKIUU 1 0COOCHHOCTH
pacropsiIoK JHS U Jp.); OpraHU3aIlMOHHO-
— TEXHOJIOTHIO 3aIIUTHI pacrpeaeauTeIbHbIX U
KOH(UICHIIMATBHBIX MIPABOBBIX JOKYMEHTOB.
JIOKYMEHTOB oT 2 3tan OOBbscHSET U
HECAHKIIMOHUPOBAHHOTO dbopMHUpPOBaHKS | yCTaHABIMBAET OCHOBHBIC
JOCTyTIA. MIPUHIIMIIBI U 3TaIlbl
JIOKYMEHTAJIbHOTO
o opMIIeHUS
KOH(HISHIIHATBHBIX
JIOKYMEHTOB.
VYwMmeer: ITonroraBauBaeT
— BBISIBIISITH OCHOBHEIC HEJOCTATKH 110
HEJOCTATKHU MO 0()OPMIICHHUIO o(pOopMIIEHUIO
HpOHSBOI[CT]ECHHO- 1 yram npOI/BBOJ:[CT]EeHHo-
TEXHUYECKOU IOKYMEHTAIIUH; TEXHUYECKON
— (hopMynHpoOBaTh (popmupoBaH JIOKYMEHTAIUU.
BBISIBJICHHBIC JleMoHCTpHpYyET 3HAHUS
OpraHHU3allMOHHbBIE TTPOOJIEMBI; HOPMATUBHO MPaBOBBIX
— 00€CTICUUTh PETUCTPALHIO U JIOKYMEHTOB.
KOHTPOJIb UCITOJTHECHUS PazpabaTsiBaer
CITyKEOHBIX JOKYMEHTOB. 2 yram MEPOTPUATHS TIO
ey s— COBEPIICHCTBOBAHUIO pabOT

C TOKyMEHTaMH
OpraHU3alluu.
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Kpurtepun OTalbl ITokazarenu OLICHHUBaHUS
dbopMHUpOBaHKsS | KOMIIETEHITUI
KOMIIETEHITUH
Bnaneer: AHanu3upyeT NOATOTOBKY U
— CHOCOOHOCTHRIO TTOJITOTOBUTH odopmiIeHHE
1 0(pOPMHUTH BCE BUJIBI | sran MPOU3BOJICTBEHHO-
MIPOU3BOJICTBEHHO- TEXHAYCCKOM
. dbopmupoBaHus
TEXHUYECKOUN TOKYMEHTAIINH, JIOKYMEHTAIUH, a TAKXKe
a TaKXXe JIOKYMEHTHI 10 JIOKYMEHTBI 110 TUYHOMY
JUYHOMY COCTaBY; COCTaBYy.
— HaBBbIKAMU PabOTHI C Onpenensier
KOMIIBIOTEPOM KaK CPEICTBOM HEO0OXOIMMOCTh BHEJPCHUS
ynpaBieHus nHGOpMaIien. 2 ora HH(pOPMAITMOHHBIX
TEXHOJIOTUH B paboTe C
(dbopmupoBaHUs
MIPOM3BOJICTBEHHO-
TEXHUYECKOMN
JIOKYMEHTAIUEH.

XapaKTepUCTUKH IITKAJbI OICHUBAHMS TIPUBEICHBI HUXKE.

1. MakcumaibHOE KOJUYECTBO OaiioB 3a dk3amMeH — 30. MunHumanabHOe
(3a"eTHOE) KOJNYECTBO OaIOB («3dK3aMeH cAaH») —15 OaioB.

2. [lpu nabope menee 15 OamioB — dK3aMEeH HE CHaH IO MPUYUHE
HEJIOCTaTOYHOTO YPOBHSI 3HAHUM.

3. UtoroBasi olleHKa MPOMEXKYTOUYHOM aTTECTAllMd MO0 JUCIMIUIAHE
«/1okyMeHTOOOOPOT U JENONPOU3BOACTBO» MPEACTABISIET COO0K CyMMy OalioB,
MOJIYYEHHBIX CTYJIEHTOM B T€UEHHE Y4eOHOI0 MpoIiiecca.

4. DK3aMeHallMOHHAs OIICHKA BBICTABISIETCS KaK CyMMa HaOpaHHBIX OaJljIoB
3a OTBETHI Ha BOIIPOCHI OMJIETA U 3a PEIICHUE 3aJa4H.

5. OTBeTHI Ha BONPOCHI OMJIETa OLICHUBAIOTCS CICAYIOITUM 00pa3oM:

- [ 6ann: OTCYTCTBUE MPOAEMOHCTPUPOBAHHBIX 3HAHUI U KOMIIETEHIUH

B paMKax 00pa3oBaTebHOIO CTaHAapTa (HET OTBETa HAa BOIMPOC) UM OTKa3

OT OTBETAa;

— 2 banna: HET  YIOBJIETBOPUTEIBLHOIO OTBETa Ha  BOIPOC,
JIeMOHCTpalusi (parMeHTapHbIX 3HAHUW B paMKax 00pa30BaTeIbHOTO CTaHAapTa,
HE3HAHUE JIEKIIMOHHOTO MaTepuala;

— 3 Oanna: HET YIOBICTBOPHUTEIHHOTO OTBETa HA BONPOC, MHOTO
HaBOJIAIIUX BOIPOCOB, OTCYTCTBHE OTBETOB MO OCHOBHBIM IOJIOKEHUSIM BOIPOCA,
HE3HaHHE JIEKIIMOHHOTO MaTepuaa;

— 4 6anna: OTBET yIOBICTBOPUTEIBHBIN, OIICHUBAETCSI KAK MUHUMAJILHO
HEOOXOMMbIC 3HAHUS MO BOMPOCY, MPU 3TOM TOKA3aHO XOTS Obl MUHUMAIBLHOE
3HaHUE BCEX Pa3JIeJIOB BOMpOca B Mpejenax JICKIMOHHOro matepuana. [Ipu stom
CTYJICHTOM JE€MOHCTPUPYETCS JOCTaTOYHBIA O0BEM 3HAHUM B  paMKax
00pa3oBaTeILHOTO CTAH1ApPTa;

— 5 0annos: OTBET YAOBJICTBOPUTEIIHHBIM, JOCTATOUYHBIC 3HAHUS B
oO0beMe yueOHOM TMporpaMMbl, OPUEHTHPOBAHHBIE HA BOCIPOU3BEIICHHUE;
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WCIIOJIb30BAaHUE HAYyYHOW (TEXHMYECKOW) TEPMHUHOJOTUU, CTUIUCTHYCCKU
IpPaMOTHOE, JIOTUYECKH MPaBUIBHOE H3JI0KEHUE OTBETa Ha BOMIPOCHI, YMEHHE
JIeNIaTh BBIBO/IBI,

— 6 o6ani06: OTBET YIOBJICTBOPHUTCIBHBINA, CTYIEHT JIOCTaTOYHO
OPUEHTHPYETCS B OCHOBHBIX aCIIEKTax BOIPOCA, CTYACHT JIEMOHCTPUPYET IMOJTHBIC
¥ CHCTEMAaTH3UPOBAHHbBIC 3HAHUS B 00BEME YIeOHOM MPOTrPaMMBEI;

— 7 6annog. OTBET XOPOIIMK (IOCTATOYHOE 3HAHHUE MaTepHaia), HO

TpeOOBaIUCH HaBOJSAIINE BOIIPOCHI, CTYJIEHT JEMOHCTPUPYET
CHCTEMAaTHU3UpPOBaHHbBIC, TTTyOOKHE U TOJHBIC 3HAHUS MO BCEM pasjienaM y4eOHO
IPOrpamMMBl;

— 8 banno6: OTBET XOPOIIWH, OTBETOM JOCTATOYHO OXBAa4YCHBI BCE
pasziensl BOMPOCa, CAMHWYHBIE HABOJIINE BOIMPOCHI; CTYACHT JEMOHCTPUPYET
CIIOCOOHOCTh CaMOCTOSATENIFHO PENIaTh CIOXKHBIC MPOOJIEMBI B paMKax ydeOHOM
IIPOTPaMMBI;

— 9 6annog: CUCTEeMAaTH3UPOBAHHBIC, TNIYOOKHE M TIOJHBIC 3HAHHUS IO
BCEM pazjellaM y4eOHOM IpOorpaMMbl, CTYACHT JIEMOHCTPUPYET CIOCOOHOCTH
CaMOCTOSITEJTbHO M TBOPYECKH pEIIaTh CIIOXHBIE MPOOJIEMbI B HECTaHIAPTHOM
CUTyalli{ B paMKax yu4eOHOH IPOrpaMMBl;

— 10 6annos: oTBET Ha BOIPOC MOJHBINA, HE OBUIO HEOOXOAMMOCTH B
JIOTIOJTHUTEIILHBIX (HaBOAATITUX BOIIpOCax); CTYJCHT JTEMOHCTPHUPYET
CHUCTEMATU3UPOBAHHBIC, TTIyOOKHUE W TIOJTHBIC 3HAHUS IO BCEM pasfenaM ydeOHOM
IIPOTPAMMBI, & TAK)KE TTI0 OCHOBHBIM BOIIPOCAM, BBEIXOISIITNM 32 €€ TIPEICIbI.

6. Perenue 3a1aun OoreHUBACTCS TaK:

— 10 6annos: 3amanue BoimoiaHeHo Ha 91-100 %, pemerne W OTBET
aKKypaTHO O(OpPMIICHBI, BBIBOJBI OOOCHOBaHBI, JaHA NPABWIbHAS W TOJTHAS
UHTEPIIPETAIMS BBIBOJIOB, CTYJACHT apryMEHTHPOBAHHO OOOCHOBBIBAECT CBOIO
TOYKY 3pEHHS, YBEPCHHO U MPABUIIHLHO OTBEYAST HA BOIIPOCHI MPETIOIaBaTEs;

— 9 6annos: 3amanve BbioNHEHO Ha 86-90 %, pereHue W OTBET
aKKypaTHO O(OpMIIEHBI, BBIBOJIBI OOOCHOBaHBI, JaHAa TPABWIbHAS U TIOJTHAS
WHTEPIIPETAlAS BBIBOJIOB, CTYACHT apryMEHTHPOBAHHO OOOCHOBBIBACT CBOIO
TOYKY 3pEHHS, MPABIIIBHO OTBEYAET HAa BOIPOCHI MTPEIIOAaBATEIIS;

— 8 o6annos: 3amanue BbIMosHeHO Ha 81-85 %, Xxox permieHus
NIPABWJIbHBIN, HE3HAYUTEIbHBIC TIOTPEITHOCTH B 0()OPMIICHUH; MTPaBUIIbHAS, HO HE
MOJTHAS MHTEPIPETAIUs BBIBOJIOB, CTYJICHT JaeT IpPaBHIIbHbIC, HO HE IOJHBIC
OTBETHI Ha BOIPOCHI TPEIOJaBaTENsA, MCHBITHIBACT HEKOTOPBIC 3aTPYJAHCHHUS B
UHTEPIIPETALNN TOJyYESHHBIX BBIBOJIOB;

— 7 6annos: 3amanue BbmogHeHo Ha 74-80 %, Xox pemieHHs
NPAaBWJIbHBIM, 3HAYMTENBHBIC MOTPEIIHOCTA B O(GOPMIICHHH; MPaBUIIbHAS, HO HE
MOJIHAS MHTEPIPETAIs BBIBOJOB, CTYJACHT JAeT IPaBHIIbHBIC, HO HE IOJIHBIC
OTBETHI Ha BOIPOCHI MPEIOJIaBATEIsI, UCIIBITHIBACT OIPEICICHHBIC 3aTPYIHCHHS B
WHTEPIPETAINN TTOJTyYEHHBIX BBIBOJIOB,

— 6 Oannog: 3amaHue BBHITIOJHEHO Ha 66-75 %, MOIXO0M K PEIICHUIO
NIPABWIBHBIN, €CTh OMUOKH, OPOPMIICHHE ¢ HE3HAYMTEIHLHBIMUA TOTPEITHOCTSIMH,
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HETOJIHAS MHTEPIPETAllds BBIBOJIOB, HE BCE OTBETHI HAa BOIMPOCHI MPENOAaBaTENs
MpaBWIbHbBIC, HE CIIOCOOEH MHTEPIIPETUPOBATH MOJYyUCHHBIE BBIBOJIBI;

— 5 6annos: 3anaHue BBINOJHEHO Ha 60-65 %, moaxoa K pelieHUuro
MPaBWIbHBIA, €CTh ONIMOKH, 3HAYUTEJbHBIC MOTPEIIHOCTA NMpU O()OpMIICHUH, HE
MOJTHAs MHTEpIIpeTalldsi BBIBOJAOB, HE BCE OTBETHl Ha BOIPOCHI MpErojiaBaTess
MpaBWIbHBIC, HE CIIOCOOCH HHTEPIIPETUPOBATH MOTYUYCHHBIC BBIBOJIBI;

— 4 banna: 3amaHve BBIMOJHEHO Ha 55-59 %, moaxon K pelieHUuro
MPaBUJIBHBIA, €CTh OIMMOKH, 3HAYMTEIbHBIE TOTPEITHOCTH TpH O0()OPMIICHUH, HE
MOJIHAasi MHTEpIIpETalldsi BBIBOJAOB, HE BCE OTBETHl Ha BOIMPOCHI MpPErojiaBaTess
MpaBWIbHbBIC, HE CIIOCOOEH MHTEPIIPETUPOBATH MOTYUYCHHBIE BBIBOJIBL;

— 3 oOanna: 3agaHue BBINOJHEHO Ha 41-54 %, pemieHue COOEPKHUT
rpyobie  ommOKH, HeakKkypaTHoe odopmiieHne paboTbl, HeMpaBHIbHAs
WHTEPIpPETalus BBIBOJOB, CTYACHT JacT HEMPABWIbHBIC OTBETHI HA BOIPOCHI
npenoaaBaTers;

— 2 banna: 3ananue BbImosHeHO Ha 20-40 %, perieHue COASPKUT
rpyObie OIMOKH, HEaKKypaTHOe o(opMiieHre padoThl, BEIBOJBI OTCYTCTBYIOT; HE
MOXET MMPOKOMMEHTHPOBATh X0 PEIICHUS 3aa4H, TacT HEMPaBUJIbHBIC OTBETHI HA
BOIIPOCHI MPETIO/IaBaTEIIS;

— 1 6ann: 3amaHue BBIOJIHEHO He MeHee deM Ha 20 %, perieHue
COJICP)KUT TpyOble OMMOKH, CTYJAEHT HE MOXKET IPOKOMMEHTHPOBATh XOJI
pelieHus 3aa4m, He Cloco0eH cPpopMyTUPOBATH BHIBOJIBI IO padoTe.

9.6 Tunosblie KOHTPOJbHBLIC 3aJaHusA IJd IMPOBEIACHUA TEKYILIECIO
KOHTPOJIsA u HpOMe)l(yTO‘IHOﬁ arrecranmmn o HTroram 0CBOCHUA
ANCIHUIIJINHBI

9.6.1 IlpuMepHbIii NepevyeHb KOHTPOJIbHBIX BONMPOCOB /Jsl MPOBEAeHUA
YCTHOI'0 OIIpOCa

1. Yro BKiIIOUYACT B ceOSI IOHATHE «ICIOMPOU3BOICTBOY.

2. C yeM CBsI3aHO TOSIBJIICHUE MOHATUS «JOKYMEHTAallMOHHOE OOecreueHue
YIPaBICHUSD.

3. Kakue cmocoObl JOKYMEHTHpPOBaHUA (3amedatieHusi nHopmaimu) Bam
U3BECTHBI.

4. YUto Takoe «cucTemMa JOKYMEHTalluW» U «yHU(UIHMPOBAHHAA CHUCTEMA
JTOKYMEHTALUNY.

5. Kakue sTans! Npoiuio pa3BUTHE OTEYECTBEHHOTO AEIONPOU3BO/ICTBA.

6. B ueM 0cOOEHHOCTH MPUKA3HOTO JEIOMPOU3BOACTBA.

7. B ueM 0coOE€HHOCTH KOJIExKCKOro faeionpousBozacTsa (XVIII B.).

8.HazoBuTe OCHOBHBIE 3aKOHOJATENbHBIE AKThI, OMPEICIABLINE MOPSAIOK
cocTaByieHHs 1 0(hopMIIeHHsI TOKYMEHTOB B yupexaeHusx X VIII B.

9. B uem 0coO€HHOCTH OpraHU3AINH JIETONPON3BOACTBA B XIX B.

10.Kakumu myTsIMU LIJIO PETYJIMPOBAHUE JAEIONPOU3BOACTBA B MEPBHIE TOJIBI
COBETCKOM BJIACTH.

11.Kakue TpeboBaHUs K TOKYMEHTaM U3JI0KEHBI B 3aKOHOIATEIILHBIX aKTax.
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12.Kakre Bompochl pabOThl € JOKYMEHTAMH pETJIaMEHTUPYIOTCS 3a-
KOHO/IaTeJIbHBIMU aKTaMH.

13.Kakoii dopmaT Oymarm peKoOMEeHAOBaH JJs O(QOpMIICHUS CITY)KEOHBIX
JIOKYMEHTOB.

14. HazoBuUTE OCHOBHBIEC BUJIbI OJIAHKOB, IPUMEHSEMbIC B YUPEKICHUSIX.

15. Ykaxure sTansl MOArOTOBKU JOKYMEHTA.

16. Kakue oOuue TpeGoBaHus MPEABSIBISIIOTCS K TEKCTY TOKYMEHTA.

17. Kak opopmiisieTcs B TEKCTE CChIIKA HA IPYTOi JOKYMEHT.

18. B yem mpeumymiecTBa COCTaBiICHHS U OPOPMIICHHS TOKYMEHTOB Ha
KOMITBIOTEDE.

19. Kakne nporpaMMbl MOTYT HCHIOJIB30BATHCS IIPU MOATOTOBKE JOKYMEHTOB
Ha KOMITBIOTEPE.

20. Kakue mpenmyIiecTBa JaeT KOMIBIOTEP B 0(hOPMIICHHH TEKCTA.

21. Kak caenatb TEKCT IOKYMEHTa MOHSATHBIM U YOCIUTEIbHBIM.

22. Kakoe 3Ha4eHHE UMEET MOPSII0K CIOB B CIYKEOHBIX JOKYMEHTaX.

23. Kakue TpeOoBaHUS TPEABSBISAIOTCS K KOMIIO3UIIUUA CIY>KEOHBIX
JIOKYMEHTOB.

24. HazoBuTe BHIbl OPraHU3ALMOHHBIX JOKYMEHTOB M YKaXXUTE OCO-
OCHHOCTH UX COCTaBJICHUS U OPOPMIICHUSI.

25. HazoBuTe BHJBI PACMIOPSIUTENBHBIX JOKYMEHTOB U YKaXHTE OCO-
OCHHOCTH UX COCTaBJIEHUA U O(OPMIICHUS.

9.6.2 IlpuMepHblii IepeyeHb TeM IS T0KJIAT0B

1. OpranuzaimoHHO-PACTIOPSAIUTEIbHBIC TOKYMEHTHI aBUATIPEATIPUSITHUSA.

2.0opMbl W MeETOABI PAbOTBI PYKOBOOWUTENS C JOKyMEHTAaMH B
aBUANPEANPUSITUH.

3. [InanupoBanue paboThI CiIy>K0a AETONPOU3BOJICTBA.

4. KakoB JTOJDKHOCTHOM M YMCIICHHBIM COCTaB CIY>KOBI J€JI0MPOM3BOJICTBA,
KaK OH PaCCUMTHIBACTCA.

5.HopmaTuBHBIE JHOKYMEHTHI pPETJIaMEHTHUPYEMbIE IeSTEIbHOCTh CITYXKOBbI
JEJIONPOU3BOCTBA.

6.TpeboBanusi, mpeabsiBiasiempie K [lonmoxkenuto o  cioyxbe ne-
nonpousBoacTBa? KakoBa cTpykTypa tekcra [lonoxenus.

/.HomeHkJ1aTypa Jesl U KaKoBbI 0011I1e TpeOOBaHUS K HEl.

8.0kcrmepTr3a EHHOCTH JOKYMEHTOB U OCHOBHBIC KPUTEPUU OIICHKH.

9.3amaun 1 GyHKIMK SKCTIEPTHBIX KOMUCCHH.

10.Kommiiekc pabotr mo odopmiieHHIO Aen i Tepeadyd Ha apXUBHOE
XpaHEeHue.

9.6.3 ConeprxaHue TeCTOB AJIsl TEKYIIEr0 KOHTPOJIA

1.J1enonpon3BOACTBO» — I3TO... * 1) cHUCTeMa XpaHEHHUS JOKYMEHTOB;2)
OTpacib JeATEILHOCTH, OOECIeYMBaIONIas JOKYMEHTHUPOBAHUE M OPTaHU3AIHMIO
paboThI ¢ OUIIMATTEHBIMU JOKYMEHTaMH; 3) COCTaBICHUE IOKYMEHTOB.
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2.YKaKATe TEPMHH, WMEIONMNA TaKOW JK€ CMBICI, Kak W TEPMUH
«JICNIOMPOU3BOACTBOY»: 1) JOKyMEHTHUpOBaHHas WHQOpManus; 2) CHUCTeMa
JOKyMEHTaluu; 3) JOKyMCHTAllMOHHOe oOecredeHue  ympaBieHus; 4)
JIOKyMEHTUPOBaHHUE.

3.K xakoMy TOKYMEHTY OTHOCHUTCS CIIEyIOIIasi XapaKTepUCTUKA «SIBISETCS
OCHOBHBIM  HOPMAaTHUBHO-METOJIMYECKUM  JOKYMEHTOM, ONpPEACNSAIOMUM |
YCTaHABJIMBAIOIIUM €IUHBIN MOPSAOK COCTaBIEHUs, OPOPMIICHUSI JOKYMEHTOB U
paboOThl ¢ HMMHU B OpraHM3alWU»: |) HHCTPYKIUS IO JEIONPOU3BOJICTBY; 2)
HOMEHKJIaTypa Jen; 3) periaaMeHT paOoThl.

4.00s3aTeIbHO M JOJKHA OBITh MHCTPYKIUS TO JETONPOU3BOJICTBY B
KKIOM yUPEKISHUH, opranu3anuu: 1) na; 2) Her.

5.Jlouemy WHCTPYKHOHS TIO ACIONPOU3BOACTBY KOHKPETHOM OpTraHHW3aIldd
BCET/Ia MHIMBHIyallbHA: 1) Tak KaKk OHA B KaXJO0W OpraHMU3aIMH pa3padaThIBaeTCs
pasHBIMU JIIOJbMH;, 2) IOTOMY, YTO B pa3HbIX OPraHMU3ALHUAX [O-Pa3HOMY
Ha3bIBAETCS CIy>kK0a JIEeTOMpPOM3BOJICTBA; 3) MOTOMY, YTO OHA YUYWUTHIBAE€T BCE
0COOEHHOCTH, KaK COCTaBa JJOKYMEHTOB, TaK U TEXHOJOTUU UX 00pabOTKH.

6.Uto 0ObIYHO fgaeTcsi B TOPWIOKEHUSX K  MHCTPYKIHMH 110
JICTTONPOU3BOACTBY: 1) 00pa3ibl JOKYMEHTOB, (DOpPMbI JOKYMEHTOB, Pa3IUYHBIC
CIIMCKM WM TMepeuHu; 2) oOpasibl MOJIKHCeld pyKoOBoauTeNeH, (GopMyspbl
JIOKYMEHTOB, CIIUCKHU JOJIKHOCTHBIX JIUII, UMEIOIIUX MPaBO MOAMKUCH IOKYMEHTOB.

7.HazoBuTe BUIBI MHCHBMEHHBIX TOKYMEHTOB, KOTOPHIE BXOIAT B COCTaB
YHUPUIIUPOBAHHOM CHUCTEMBI OpraHU3aIMOHHO-PACTIOPSANTETFHON
JOKYMEHTAIuu: 1) opraHM3allOHHBIC, PACHOPAIUTEIbHBIC, HH()OPMAIIMOHHO-
CIpPaBOYHBIC JIOKYMEHTBI M JOKYMEHTHI TI0 TpPYAOBBIM OTHOLICHHUSAM; 2)
OpraHW3alMOHHBIC,  PACTIOPSAAUTENbHBIE HW  WHOOPMAIIMOHHO-CIIPABOYHBIC
JTOKYMEHTBI; 3) OpraHu3aliOHHBIC ¥ PaCIOPSAMTEIbHBIC JOKYMEHTHI.

8.3aueM TOKYMEHT HYXHO NPaBUIbHO 0()OPMIISITH: 1) 4TOOBI MOATOTOBHUTH K
COTJIACOBAaHHUIO; 2) YTOOBI TMOATOTOBUTH K Pa3MHOXKEHHIO; 3) 4YTOOBI TpPHUIATH
IOPUIMYECKYIO CHITY.

9.Kakoit 'OCT pernameHTHUpyeT MpaBuiia pasMenleHus U o(opmiIeHHs
PEKBU3UTOB OPTraHU3AIMOHHO-pacopAaAuTeNbHbIX JokyMeHTOB: 1) TOCT 6.37-98;
3) TOCTP 6.30-97; 4) T'OCTP 6.30-2003.

10.Ha xakme nokymeHtbl pacnpoctpansercs ['OCTP 6.30-2003: 1) na
yIpaBJICHYCCKME W OKOHOMHYECKHE JOKYMEHTHI; 2) Ha BCE JOKYMCHTHI,
COMPOBOXAAIOIINE JIEATEIBHOCTh JIIOOOW OpraHu3alliu, YUYPESKICHUS WIH
npeanpustus, 3) Ha opranusanmoHHO-pacnopsauTenbabie qokyMeHThl (OPJI),
OTHOcsALMECs K yHupuuupoBanHoii cucreme OP/I.

11.BoccTaHoBUTE MpOMYIIEHHOE CI0BO: «PEeKBU3UT — 3TO 00s3aTeNbHbIN
9JIeMEHT OQOpMJICHHS ... JOKyMeHTa»: 1) cayxeOHoro; 2) moboro; 3)
0o(HUIIHAIBHOTO.

12.CKOJBbKO PEKBHU3MTOB UCMOIB3YIOTCSA MPH O0QOPMIICHUU JOKYMEHTOB: 1)
31; 2) 30; 3) 29.

13.Yrto Ttakoe Gopmyisp A0KyMeHTa: 1) HaOOp PEeKBU3UTOB OGHUIIMATHLHOTO
MUCbMEHHOTO JIOKyMEHTA, PacoI0KEHHBIX B OTpeIeTICHHON
MOCJICIOBATEABHOCTH, 2) ONUCaHWE MOopsaKa O(QOPMIICHUS PEKBU3UTOB IS
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KOHKPETHOTO  BHJa JIOKyMeHTa; 3) (opMa KOHKPETHOTO JOKYMEHTA,
MOJArOTOBJIEHHAS B BUJIE TeKCTa Tpadapera.

14.0T yero 3aBUCUT KOHKPETHBIA HAO0Op HEOOXOJMMBIX PEKBU3UTOB Ha
JoKyMeHTe: 1) oT croco0a MoAroToBKH JTOKyMEHTa, BEIOpaHHOro opmaTa Oymaru
Y TEXHOJIOTHH pabOThI C TJOKYMEHTAMH, IPUHATOW B OPraHU3aAIUK; 2) OT PEIICHHS
aBTOpa JIOKyMEHTa ¥ OT KBaIM(UKAIMU UCIIOJIHUTENS; 3) OT BHJA JOKYMEHTA,
JTana ero MoJArOTOBKU M pabOThI C HUM.

15.CkoapKO BapHaHTOB OJIAHKOB YCTAaHOBJIEHO B 3aBUCHMOCTH OT cocoOa
pacIoyio>keHus peKBU3UTOB: 1) Ba; 2) ueThipe; 3) OJUH.

16.Kakue Tpu Buma OJIAHKOB YCTAHOBJICHBI [IJIs OpraHU3allid, €e
CTPYKTYPHOTO TIOJpa3JeieHUs W JOHKHOCTHOTO Juma: 1) OJaHK BHYTPECHHUH,
BHEITHUA ® JUIs (pakcoB; 2) OJAHK Il PACIOPSIUTEIBHBIX JTOKYMEHTOB, IS
ITUCEM U JUIS CHPaBOK; 3) oOmui OJI1aHK, OJaHK MAChMa, OJJAaHK KOHKPETHOTO BHJIA
JIOKYMEHTA.

17.B CcOOTBETCTBUM C KAKMMH JIOKYMEHTaMHU TIOMEIAI0T Ha OJaHKax
opraHuzanu ee¢ 3MOjeMy: 1) B COOTBETCTBMHM C ycTaBOM (IIOJIOKEHHEM 00
opraHuszaiyu); 2) B COOTBETCTBHHM C IPHUKA30M PYKOBOJMTEINS, 3aKPEILISOIIAM
OIpeeICHHBINA CII0c00 M300pakeHHst HMOJIEMBbI; 3) B COOTBETCTBHH C JINLICH3UEH,
BBIJIJAHHOW Ha TOT WJIM MHOM BUJ IEATEIbHOCTH OPraHU3aIlUH.

18.Korma Ha JOKyMEHTaX NPHUBOMAST COKpAIIEHHOE HAauMEHOBaHUE
opranm3anuu: 1) KOTrJa OHO 3aKpPEIUICHO B YUYPEIUTCIBHBIX JOKYMEHTaX
OpraHM3alMH; 2) KOTJa MPUKa30M PYKOBOJMUTES Pa3pelleHO ero UCIOIb30BaHuE,
3) korga JTOKYMEHT OOJIBIIOW, M HEO0OXOJUMO CIKOHOMHUTH MECTO Ha IIOJIC
JIOKyMEHTA.

19.Kakue cBeneHHs MPUBOJAT B CIPABOYHBIX JAHHBIX 00 OopraHu3anuu: 1)
MOYTOBBIN ajpec, HoMep TeiaedoHAa UM JAPYTHE CBEICHUS 110 YCMOTPEHHUIO
opranm3anuu; 2) ¢opma COOCTBEHHOCTH, HAa3BaHUC OJDKHOCTH U (haMUIIHS
PYKOBOJIUTENISI, HAMMEHOBAHUE BBIIIECTOSIIEH OpraHU3allvu.

20.Beibepute TpaBWIbHBIA BapuaHT OG(OPMIICHHS TOYTOBOTO ajapeca B
«CrpaBOUYHBIX JIaHHBIX 00 opra"uzanuu-asTope»: 1) OAO «Ilunor» ym.
3osoTtapeBckas, 3, obuc 112, r. Yiuesaosck, 212109; 2) OAO «Ilumxor» 212109, .
VYabsiHOBCK, yi1. 3om0TapeBckas, 3, opuc 112.

21. «JlaTta» - 00s3aTeNbHBIN PEKBU3HT B JFOOOM AOoKyMeHTe: 1) HeT; 2) na.

22 .Kakoii MOMEHT MOXKET CUMTAThCsl OCHOBHOW JaToW JOKyMeHTa: 1) Bcerna
— 9TO JlaTa MOAIMUCAHHS JJOKYMEHTA; 2) 3TO JlaTa YTBEPIKICHHUS WUJIH COTJIaCOBAHHUS
JOKYMEHTa; 3) 3TO MOXET OBbITh JaTa MOJIMUCaHUs, YTBEPKIACHHUS JOKYMEHTA I
naTta coOBbITHS, 3a()UKCUPOBAHHOTO B HEM.

23.Bribepute mpaBUiIbHBIN crioco® odopMIleHHs JaThl MPU PETUCTpaIIU
nuchMa wim npukasa: 1) 14.12.2010; 2) 14.12.10; 3) 14.12.2010 .

24 PerucTpaioHHbI HOMEpP JOKYMEHTa — 9TO... (BBIOEpPHUTE MPABUIHHBIN
BapMaHT MPOAOJDKEHHUS ONpenesieHus): 1) MOpsSAKOBBIA HOMEp JOKyMEHTa B
OpraHuzaliu-mojyyarene; 2) ero ycioBHoe mudpoBoe (MHOrAa OYKBEHHO-
udpoBoe) 0003HAYCHHME, MPOCTABISEMOE NPU PErUCTparu; 3) MOPSIKOBBIMA
HOMED TOKYMEHTA B OpraHU3AINH-OTIIPaBUTEIE.
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25.B  kakux cioydasx  wucmonb3yercsa — pekBu3uT  «Cchlika  Ha
PETUCTPAIMOHHBIA HOMEp M JIaTy JOKyMEHTa»: 1) Korja JOKYMEHT IOTOBHUTCS B
OTBET Ha KaKOW-TO 3aIlpoc, WU MOATOTABIMBAEMOE MMMCHMO SIBIISIETCS OTBETOM Ha
JPyroe MUChbMO; 2) KOT/Ia B TEKCTE JOKYMEHTA HY)KHO CJIEIaTh CChUIKY Ha JAPYrou
JIOKYMEHT (HOPMATHUBHBIN aKT, MMOJIOKEHHUE, HHCTPYKITHIO).

26.Korna odopmisercss pekBU3UT «MECTO COCTAaBJICHUS WM H3IAHHS
JTOKyMeHTa»: 1) Bcerja, Ha KaXJIOM JOKYMEHTE; 2) BO BCEX CiydYasx, KOTria
JOKYMEHTBI OTHPABJSIFOTCS U3 OpraHW3aluu; 3) B TEX CIIydasx, €CJIH 3aTPYAHEHO
OTNpe/IeTICHNe MEeCTa COCTABJICHUS WIM H3JaHHUS JIOKyMEHTa [0 PEKBU3UTaM
«HanMenoBanue opranuzanum» uii « CipaBoO4HbIE TaHHBIE 00 OpraHU3aIuN».

27.B KkakoM MecTe JOKYMEHTa pacroyiaraloT Tpud yTBEpKIACHUS
JOKyMeHTa: 1) 1o IEHTPY BEPXHETO MOJIsT; 2) B IIPaBOM BEPXHEM YTITy; 3) B JICBOM
BEPXHEM YTIIy.

28.I'ne  yka3pIBalOTCS  WHUIMANBl TPH  AJAPECOBAHWHM  JIOKYMEHTa
JOJDKHOCTHOMY JuIly: 1) mepen hamunueii; 2) mocie hamMuinm.

29.YTo moymkeH BKIIFOYATh PEKBU3UT «3aroJIOBOK K TEKCTY»: 1) aHHOTAIHIO;
2) KpaTKOe COJIep)KaHHe TIOKYMEHTa; 3) KpaTKOe Ha3BaHUE JOKYMCHTA.

30.K muceMy MpUKIIaIbIBAETCs TOJOXKEHUE 0 KpeauToBanuu. Kak opopmMuTh
OTMETKY O HaJM4YMH TPWUIOKEHHS, €CIM OHO Ha3BaHO B TEKCTe NHchMma: 1)
IpWIOKEHHE: Ha 5 1. B 2 9K3.; 2) npuioxenue: 1. [TonoxkeHne o KpeIMTOBaHUU Ha
5 . B 2 3K3.

31.Uto BrirouaeT B ce0s BH3a COIVIACOBAHHWS JTOKyMEHTa: 1) MOINHCH |
JOJDKHOCTh  BU3UPYIOMIETO JOKYMEHT, €ro HoMmep TenedoHa; 2) MOIIUCH
BU3HPYIOIIETO JOKYMEHT W JaTy TWOJNHCaHus; 3) TOAMHUCh W JOJDKHOCTB
BU3HPYIOIIETO JOKYMEHT, pacIIu(ppOBKY MOIMUCH U JaTy MOAMUCAHUSI.

32.Ecnu TOKyMEHT TOJTOTOBJICH Ha OJIaHKe OpraHW3allii, HY>KHO JH TPHU
0003HAYEHUN JOJDKHOCTH JIMIIA, TIOATMCABIIETO JOKYMEHT, YKa3bIBaTh Ha3BaHUE
opranuszaiuu: 1) 1a; 2) HeT.

33.B kakom ciydae mpu OQOpPMIICHHUH TOKyMEHTa JOJKHOCTh JIMIIA B
NOJNKCH HE YKa3biBaloT: 1) mpu odopmieHHH Ha oOmeM OyiaHke; 2) mpu
odopMIICHHH Ha OJIaHKE JTOJDKHOCTHOTO JIMIIA.

34.Kak odopmiisiercs 10KHOCTD B pekBu3uTe «lloamnuchy mpu noanucanuu
JOKYMEHTa, COCTAaBJICHHOTO KoMHccued: 1) yKa3pIBalOT HE JOJDKHOCTH JIMIL,
MOJINMCHIBAIOIIMX JOKYMEHT, a WX OOS3aHHOCTH B COCTaBE KOMHUCCHH, 2)
YKa3bIBAIOT JOJDKHOCTH JIUI] M KX MECTO PabOTHI.

35.Uto BKiIrOYaET B ceOs oTMeTKa 00 ucrosHuTene: 1) damunuio, uMs u
OTYECTBO HCIOJHHUTENS TOJIHOCTBIO; 2) HOMep TeiehOoHAa HCIHOTHUTENA; 3)
WHUIHAIBI 1 (DaMUTTNIO UCTIOTHUTENS JOKYMEHTa, U HOMEp ero TenedoHa.

36.C kakoil 1Lenpl0 Ha CIYy)XKeOHOM MHUChbME YKa3bIBAlOT WHUIMAJIBI,
bamuuto u TenedoH ucrmomHuTes: 1) s OnepaTUBHOMN CBSA3U C HCIOJIHUTEIIEM;
2) s IPUIAHUS TOKYMEHTY FOPUIUUECKOMN CHITBI.

37.Ecnu B pe30JIolMK YKa3aHO HECKOJIbKO MCIIOJHUTENEH, TO KTO OTBEYaeT
3a BBIOJHCHUE TOPYYCHHS PYKOBOAMTENs: 1) IHIO, YKa3aHHOE B CIIHCKE
UCIIOJIHUTENCH  TMEepBbIM;  2)  JIMIO, OINPEICIIEHHOE  COOTBETCTBYIOIIUM
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JIOTIOJTHUTEIPHBIM yYKa3aHUEM PYKOBOJIUTEIS; 3) JIUIIO, KOTOPOMY TIEpBOMY OyaeT
nepeaaH JOKyMEHT Ha UCTIOJIHEHHE.

38.Kakum oOpazoM jenalOT OTMETKY O KOHTpOJi€ 3a UCIOJIHEHUEM
nokyMeHTa: 1) o003HavaroT OykBoi «», ci1oBoM wiy mramnoM «kcrmoHeHoy; 2)
0003Ha4yaroT OykBoil «B», ciioBoM i mTammnoMm «BeimoiaHeHo»; 3) 0003HaYar0T
oykBoit «K», cioBom unu mramnom «KoHTPOIIbY.

39.Kto monmuceiBaeT M natupyer pekBU3UT «OTMeTKa 00 HCHOJHEHUU
JOKYMEHTa ¥ HaIlpaBJICHHH €ro B Jeio»: 1) ucmoiaHuTenh, padoTaBIIUN ¢
JOKYMEHTOM, WJIM PYKOBOJHUTEIb €ro CTPYKTYPHOTO IOApA3JCICHUS, 2)
pykoBoauTels ciryx0b1 JIOY; 3) pykoBoaHUTEIh OpraHU3aIiy.

40.BeiOepute MpaBUILHO yKa3aHHBIE MUHUMAJIBHO JOIYCTUMBIE Pa3MephI
NOJICH, KOTOpBIC YCTaHABIMBACT JUIA ynpaBieHueckux mokymeHToB ['OCT: 1)
aeBoe =20 MM, BepxHee =15 MM, npaBoe =10 MM, HmkHee =20 MM; 2) jJeBoe =25
MM, BepxHee =10 mm, mpaBoe =10 mm, HikHee =10 mm; 3) aeBoe =20 MM, BepXHEe
=10 mm, npaBoe =15 mm, HmkHee =20 MMm; 4) aeBoe =30 MM, BepxHee =20 MM,
npaBoe =10 MM, HIKHEe =20 MMm.

41.BwiGepuTte mpaBuiIbHBIN BapuaHT odopmiieHus «I'puda coriiacoBanusd ¢
noipkHocTHRIM - JturioMm: 1) «COI'JIACOBAHO» [Iupektop OAO  «Ilumot»
[Tognuce B.B. Iletpos 08.04.2010; 2) «CornacoBano» [qupexkrop OAO «IIunor»
[Togmucy B.B. Iletpo 08.04.2010; 3) COI'JTACOBAHO Hupextop OAO
«ITunmor» IHoamuce B.B. Iletpos 08.04.2010.

9.6.4 IlpuMmepHblii mnepeYeHb BOMPOCOB /I  MPOMEKYTOUYHOM
arrecrauuu B (popme IK3aMeHa

1.YTo BKJIFOYAET B ce0s MOHATHE «JIETOMPOU3BOJICTBOY.

2.C 4yeMm CBSI3aHO MOSIBJICHHUE MOHATHUS «IOKYMEHTAIlMOHHOE OOecreueHue
YIPaBICHUSD.

3.Kakue cmocoObl JOKYMEHTHUpPOBaHMS (3amedariieHus UH(opMmaluu) Bam
U3BECTHBI.

4.Yto Takoe «CcUCTeMa JOKYMEHTalluW» M «yHUDUIIMPOBAHHAS CHCTEMa
JTOKYMEHTAIUN».

5.Kakue sTansl npouwio pa3BUTHE OTEUYECTBEHHOIO JEI0NPOU3BOICTBA.

6.B 1ueM 0COOEHHOCTH MPUKA3HOTO AEIONPOU3BOICTBRA.

7.B yeM 0COOEHHOCTH KOJUIEKCKOTO JenonpousBoacTsa (XVIII B.).

8.Ha3oBuTe OCHOBHBIE 3aKOHOJATENIBHBIE AKTHI, ONPEACIABIIME MOPSIOK
coCTaBJIeHHs 1 0(hOpMIICHHSI TOKYMEHTOB B yupexaeHusx X VIII B.

9. B yeM 0COOCHHOCTH OpraHu3aluu Jaeaonpou3BoacTsa B XIX B.

10.Kakumu myTsIMH 1IJTO PETYIMPOBAHUE IETONPOU3BOICTBA B IIEPBBIE TOBI
COBETCKOM BJIACTH.

11.Kakue TpeboBaHUs K TOKYMEHTaM HU3JI0KEHBI B 3aKOHOIATEILHBIX aKTaX.

12.Kakue Bompockl pabOThl ¢ JOKyMEHTaMHU pErIaMEHTHPYIOTCS 3a-
KOHOJIaTE€IIbHBIMUA AKTAMH.

13.Kakoit dopmar Oymarum pexoMeHJ0BaH st O(QOpPMIICHHUS CITy>KEOHBIX
JIOKYMEHTOB.
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14.Ha3zoBuTe OCHOBHBIE BUABI OJAHKOB, MPUMEHSEMBIEC B YUPEKICHUSAX.

15.YkaxuTe sTarnsl HOATOTOBKHU TOKYMEHTA.

16.Kakue oO1ue TpeOoBaHUs MPEIBABISIOTCS K TEKCTY TOKYMEHTA.

17.Kak opopmiisieTcss B TEKCTE CChIJIKA HA APYTOd JOKYMEHT.

18.B ueM mpeumyiiectBa COCTaBleHUST W OQPOpPMIIECHUS JOKYMEHTOB Ha
KOMIIBIOTEPE.

19.Kakue nporpamMmbl MOTYT UCIIOIb30BAaThCS P MOATOTOBKE JOKYMEHTOB
Ha KOMIIBIOTEDPE.

20.Kakune mpeumyiiecTBa f1aeT KOMIIBIOTEP B 0(hOPMIICHUH TEKCTA.

21.Ha3zoBuTte pyHKINN JOKYMEHTA M UX XapaKTEPUCTHUKA.

22 Kakoe 3HaueHHe UMEET MOPSAO0K CIOB B CIY>KEOHBIX IOKyMEHTAX.

23.Kakue TpeOOBaHUSA MNPEIBABISIOTCS K KOMIIO3UIMU  CITY>KEOHBIX
JIOKYMEHTOB.

24.HazoBuTe BHUABl OPraHU3aLMOHHBIX JOKYMEHTOB M YKa)XUT€ OCO-
OCHHOCTH UX COCTaBJIECHUS U OPOPMIICHUS.

25.Ha3zoBute BuABI pPACHOPAAUTENBHBIX JIOKYMEHTOB H YKaXHUTE OCO-
OCHHOCTH UX COCTaBJICHUS U OPOPMIICHHUS.

26.B yem 0coOeHHOCTH cOCTaBIIEHUS U O(hOPMIIEHUS TIPOTOKOJIA.

27.B yeM 0cOOEHHOCTHU COCTaBJIEHUS U 0(OPMIICHHS aKTa.

28.Kakue TpeOOBaHUS NPEIBSABISIOTCS K COCTaBICHUIO U O(OPMIICHUIO
JOKJIAJIHBIX 3aIIACOK.

29.Kakue TpeOOBaHMS NPEIBSABISAIOTCS K COCTABICHUIO U O(POPMIIECHHUIO
OOBSCHUTETBHBIX 3AHCOK.

30.Kakue TpeOoBaHUS NPEABABISAIOTCS K COCTABICHHIO U O(POPMIIECHUIO
CIIykeOHbIX nceM. KakoBbl pa3HOBUIHOCTH IMHCEM.

31.YkaxuTe TUNOBBIE OPraHU3AIMOHHBIE CTPYKTYpPhl CIIYXKOBbI J1€J10-
IIPOU3BOJICTBA.

32.KaxoB®I 11€71 U 3371a4M CITY>KObI J€TTOMPOU3BO/ICTBA.

33.Kakue 0CHOBHbIE (DYHKIIMH BBITIOJIHAET CIIy:K0a JAeI0NpOU3BOICTBA.

34 KakoB JOMKHOCTHOM M YUCJIEHHBIA COCTaB CIY>KOBI JI€TOMPOU3BOJICTBA,
KAaK OH PacCUUTHIBAETCS.

35.KakuMyr  HOpMAaTWBHBIMH  JOKYMEHTAMH pEIVIAMEHTHPYETCS  Jies-
TEJIBHOCTH CITYKOBI IEJIONPOU3BOICTBA.

36.Kakue tpeboBanus mpeabsBiasiorcs K [lomoxkenuto o ciyxbe Je-
nonpousBoacTea. KakoBa ctpykrypa tekcra [lonoxenusl.

37.Yto 3akperuisieTcsi B JOHKHOCTHBIX MHCTPYKIUSAX PAOOTHHUKOB CITY>KObI
nenornpousBoacTBa? KakoBa cTpykTypa TEKCTa JOJKHOCTHOM MHCTPYKIIMH.

38.Kakoe MecTO 3aHMMAEeT KOHTPOJIb 3a HCIOJHEHHEM JOKYMEHTOB B
YIPaBJIECHYECKOUN NESITENBHOCTH.

39.Yt10 Takoe CPOKOBBIM KOHTPOJIb U TEXHOJIOTUS €TI0 BEACHUSI.

40.YTo Takoe TEeKylUid, MPEayIPEAUTENBHBIN U UTOTOBBIA KOHTPOJIb.

41.Kakue GopmMbl KOHTpOJIE 3a CpPOKAMH WCIOJHEHUS JOKYMEHTOB
IPUMEHSIOTCS B I€JIONPOU3BOJICTBE.

42.Yrto Takoe HOMEHKJIaTypa JIeJ U KaKOBbI 00111e TpeOOBaHuUs K HEH.

43.Ha3oBuTe BUABI HOMEHKJIATYP A€M U MOPSIOK UX COCTaBJICHUS.
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44 Kaxk onpenensitorcs CpOKU XpaHEHHUs €.

45.Y10 mOHMMAaeTCsl MO/ IKCIEPTU30M LIEHHOCTU JTOKYMEHTOB U OCHOBHBIE
KPUTEPUU OLIEHKH.

46.Yto BXOIUT B 3aJ1a4i U QYHKIIUHU SKCIIEPTHBIX KOMUCCHH.

47.Y1o BXOAUT B KOMILIEKC paboT 10 0(OpMIIEHHIO A€ U KaK ohopmiisieTcs
aKT Ha YHUYTO)KEHHUE JOKYMEHTOB.

48.Kak opopMIISIIOTCS Jiesia BpEMEHHOT0, IOCTOSIHHOTO U 10T OBPEMEHHOIO
CPOKOB CpPOKa XpaHEHHUS.

49. KakoB nopsiiok coctaBieHus, 0hopMiIeHUs onuceil U 00I0XKKH JIEI.

50. KakoB nopsiiok nepenayu Aei B apXyB.

9.6.5 IlpumepHbIii MepeyeHb 3a1a4 JJIsl IPOMEKYTOYHOI aTTecTalMu B
¢popme 3k3ameHna

1.ITogroroBuTh mNpukaz 00 YBOJbHEHMM 3a HapyIIEHHE TPYIOBOM
TUCHMIUIMHBI padoTHUKA 0a361 DPTOC.

2.HanucaTh OCHOBHBIE pa3jenbl, (QPYHKIUU U 3a7a4d IOJOXKEHHUS O
CTpyKTypHOM noapazaenenuu (6azsl IPTOC).

3.Hanucath OCHOBHBIE pa3nenbl, (QYHKIUU € 3a7a4d TOJIOKEHUS O
CTPYKTYpPHOM Mojpazaesienuu (CTpyktypsl Y BJI).

4.IToaroToBUTH aKT 00 OTKa3e pabdoThl PAAMOTEXHUUYECKUX CPEICTB
MOCAJIKH.

5.CocTaBUTh TPOTOKOA KOMHUCCHU MO pacCiIeAOBAHHIO aBHAIIMOHHOIO
MPOUCIIECTBHUS.

6.CoCcTaBUTh HMHCTPYKLUUIO OOCITYXUBAaHHS PATUOTEXHUUYECKUX CPEJICTB
MOCAJIKH.

7.CocTaBUTh JIOJDKHOCTHYIO HMHCTPYKIIMIO HadallbHUKAa OOBEKTa Oa3bl
SPTOC.

8.CocTaBUTh TPOTOKOJ pAaCCIENOBaHUS TMPUYUHBI OTKaza pabOThI
PAIMOTEXHUYECKUX CPEJICTB MOCAIKH.

9.CocTaBUTh aKT DJKCHEPTHOM OLEHKU Iepeladyd JeJl Ha apXUBHOE
XpaHEHHE.

10.IToaroToBUTH MpHKa3 o mooupeHun JuaHoro coctara 6a3sl IPTOC ko
JHto Panmo.

10. MeTonnyeckne peKOMEHIAIUM [JIs1 O0OYYAIOIIMXCSl MO OCBOEHHIO
AUCHUNIIHMHBI

N3ydenne aucuurinHbl — «JIOKyMEHTOOOOPOT U JICJIONPOU3BOJICTBOY
OOyYarOIIMMHUCSI OPraHu3yeTcsl B BUJAC JICKIUNA, NPAKTUYECKUX B3aHITHH U
CaMOCTOATENBHON paboThl. [IpoMOKUTETFHOCTD U3YUYEHUST AUCITUTUTMHBI — OJTUH
CeMEeCTp. YpPOBEHb UM KA4eCTBO 3HAHWM OOYyYaromIuXcsi OIICHUBAIOTCS IO
pe3yJibTaTaM TEKYIIETO KOHTPOJIS YCIIEBAEMOCTH M IMPOMEXKYTOYHOM aTTECTALlUU
10 UTOTaM OCBOCHUS IUCLMIUIMHBI B BUIE IK3aMEHA.
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Jlekiusi — OCHOBHasg (QopMa CHUCTEMAaTUYECKOTO, IOCIEI0BATEILHOTO
YCTHOTO M3JI0KEHUsI y4eOHOro marepuayna. YUYTeHHe JeKUUid, KaKk MpaBuUiIo,
OCYIIECTBIISIETCS HaubOoJee npodeccruoHaIbHO MOJITOTOBJICHHBIMU
npenojaBarensiMu yHuBepcuteta. OCHOBHBIMU 33/1a4aMU JICKIIUNA SBIISIFOTCS:

— O3HaKOMJIEHHE OOydYarommMxcs ¢ UEeNsIMHU, 3a7adaMH U CTPYKTYpOu
U3y4aeMoil JUCIUIUIMHBI, €€ MECTOM B CHUCTEME HAayK U CBSI3IMH C JPYTHMHU
JTUCHUTUIMHAMU;

— KpaTKoe, HO, MO CYIIECTBY, H3JI0XKEHHE KOMILJIEKCA OCHOBHBIX HAyUHBIX
MOHSATHUH, TIOJX0I0B, METO/IOB, IPUHIIMIIOB TAHHOMN JUCIIMIUIAHEI;

— KpaTKoe M3JI0KEHHE HauOoJiee CYIIECTBEHHBIX IOJO0XKEHHM, PAaCKPBITHE
OCOOCHHO CJIOKHBIX, aKTyaJbHBIX BOIPOCOB, OCBEIIEHUE JHCKYCCHOHHBIX
po0em;

— ONpEACIICHUE TEPCIeKTUBHBIX HAMpaBIeHUH adbHEHIET0 pPa3BUTHS
HAy4YHOT'O 3HaHUS B JAHHOW 00JIaCTH COIMATIbHO-3KOHOMUYECKOH eI TeIbHOCTH.

Jlekuiuu MOTHUBUPYIOT OOY4YalOIIETOCS HAa CaMOCTOSTEIbHBIM TOUCK H
U3YYCHUE HAYYHOUW U CHEIUaIbHOM JTUTEPATYPhl U APYTUX UCTOYHUKOB IO TEMaM
JTUCHUTUIMHBI, OPUEHTUPYIOT Ha BBISIBIICHUE, (POPMYJIHMPOBAHUE U HCCIIETOBAHUE
HamOoJiee AaKTyaJbHBIX BOMPOCOB M TMpOOJEeM, HAa KOMIUIEKCHBIA aHalIu3
COIIMAJIbHO-DPKOHOMHUYECKHUX SIBJICHUH U MPOIIECCOB, HA aKTUBU3AIMIO TBOPUYECKOTO
Hayayia B U3y4YCHUU JUCIUTLITUHBI.

B xone m3ydeHus TUCIUTIIUHBI «/[0KyMEHTOOOOPOT M JETOTPOU3BOICTBOY
MPOBOJSATCA KaK TPATUIMOHHBIC JIGKIMH, B XOJ€ KOTOPBIX MCIOIB3YIOTCS
NPEUMYIIECTBEHHO  Pa3bsCHEHHWE, WJUIIOCTpAIusl, OMHCAHHWEe, TMPHUBEACHHE
IPUMEPOB, TaK W TPOOJIEMHBIC, XapPaKTEPU3YIOIIUECS BCECTOPOHHUM aHAIM30M
SIBJICHU, HAYYHBIM TTOMCKOM HCTHHBI. [IpoOieMHast TEKIns OnmupaeTcs Ha JIOTUKY
MOCIIEIOBATEIbHO MOJICTUPYEMBIX MPOOJIEMHBIX CHUTYallMid IMyTeM TOCTAaHOBKH
MPOOJIEMHBIX BOMPOCOB WM MPEAbSIBICHUS MpoOJIeMHBIX 3anad. [IpoOiemHuas
CUTyalllsl — 3TO CJIOKHAs, MPOTUBOpEYHMBAasi OOCTAaHOBKA, CO3/1aBaeMasi IyTeM
MOCTAHOBKM  MPOOJIEMHBIX  BOMPOCOB  (BBOAHBIX), TpeOyromasi aKTUBHOMN
MO3HABATENILHON JIEATeIbHOCTH OOYyYaloIUXCs IS €€ NPaBWIbHOW OIICHKU U
paszpemenusi. [IpoOnemHBIM BOmpoc COAEPKUT B ce0e  TUATCKTUUYECKOE
MPOTUBOPEYHE U TpeOyeT Il pasperieHUuss He BOCIPOU3BEACHHS HU3BECTHBIX
3HAHWM, a pa3MBIILJICHUS, CPABHEHUS, TIOMCKA, TPUOOPETEHUSI HOBBIX 3HAHUN WM
MIPUMEHEHUS TTOJTYICHHBIX paHEe.

3HauuMbIM  ()AaKTOPOM  MOJHOLIEHHOW W  IUIOJOTBOPHOM  paboThI
oOydaromerocsi Ha JIEKIMW  SABIAETCA  KyJIbTypa BEACHUS  KOHCIEKTa.
[IpuHIIMTIHATFHO HEBEPHBIM, HO TMOJYYHMBIIMUM B HAIlIe BpPEeMs JOCTATOYHO
IIMPOKOE PACTIPOCTPAHECHHE, SIBISIETCS OTHOIICHHWE K JIKIIMH KaK K «JIUKTaHTY,
KOTOPBI OOyYaromuiics MOKET aKKypaTHO M JOCIOBHO 3amucarh. Crmymias
JICKIIUIO, HEOOXOAMMO HAyYHUTHCS BBIICIATh M (PUKCHPOBATH €€ KIIFOUEBBIC
MOMEHTHI, 3alliChiBasg WX OOJiee YETKO M BBUICHAS KAKUM-JTHMOO CIocoOoOM U3
OO0IIero TeKcTa.

[lone3Ho NpPUMEHATH Kakyo-IM00 YIOOHYI0 CHCTEMY COKpalleHHd |
YCIIOBHBIX 0003HA4YeHHWI (M3 HM3BECTHBIX WU BBIPAOOTAHHBIX CAMOCTOSTEIHHO).
[IpumeHneHne Takod CHCTEMBI TTOMOXKET 3HAYUTEIHHO YCKOPHTH MPOIECC 3aIUCH
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aexiuu. KOHCHEeKT JeKIUU MPearoUYTUTEIbHO MUCcaTh B OAHOM TETpaju, a HE Ha
OTIEJIbHBIX JMCTKaX, KOTOpbIE IOTOM MOTYT 3aTepsThbes. Takxke s 3amucu
TEKCTa JIEKIMM MOXXHO BOCIIOJIB30BaTbCsl HOYTOYKOM, WM  IUIQHIIETOM.
PekoMenayeTcss B KOHCIEKTE JIEKIIMM OCTaBISATH CBOOOJHBIE MECTa, WJIM MOJI,
HampuMep s TOro, 4ToObl ObUIAa BO3MOXHOCTH 3allUCH  HEOOXOAMMOM
uH(popMaluu Npu paboTe HaJ MaTeprallaMu JIEKIH.

[Ipy BeneHMM KOHCHIEKTa JIEKUMU HEOOXOAUMO YETKO (DPUKCHpPOBATh
pyOpHKaIio MaTepralia — pasrpaHMueHUE pa3zesioB, TEM, BOIIPOCOB, maparpados
u T.1. OO0s3aTenbHO ClIeAyeT JenaTh CIEHHATbHbIE MOMETKH, HalpuMep, B
cllydasix, KOTrJla Kakoe-Tu00 OmpeneieHne, TMOJO0KEHHE, BBIBOJI OCTaJHCh
HESICHBIMU, COMHUTEIbHBIMU. BBIBAeT, YTO MaTepuan He yCHelu 3amucaTh. Tormaa
Tak)Ke€ HEOOXOJUMO CJIeNaTh COOTBETCTBYIOIIME TMOMETKA B TEKCTE, YTOOBI HE
3a0BITh, B JAJIbHEHIIIEM, BOCTIOJTHUTD 3Ty HH(DOPMALIHIO.

KauecTBeHHO crenaHHBI KOHCHEKT JIEKIMM IMOMOXKET OO0y4arouumcs B
IPOLIECCE CaMOCTOSITENILHOM paboOThl, MOATOTOBKE K MPAKTUUYECKUM 3aHSATHSIM
(ceMuHapaMm), BBIIIOJIHEHUU JIOMAIllHUX 3aJlaHuM, NpU MOATOTOBKE K cjaaye
HK3aMEHa.

[IpakTHyeckue  3aHATHUS 1O  JUCHUIUIMHE  «JlOKyMEHTOOOOpOT U
JEJIONPOU3BOACTBOY TMPOBOAATCA B COOTBETCTBHUM C Yy4e€OHO-TEMaTHYECKUM
IUIAHOM 10 OTAENbHBIM TIpynnam. llenb NpakTHUecKux 3aHsATHH — 3aKpenuTh
TEOPETUYECKHE 3HAHWA, MOJY4YCHHBIE CTYJCHTaMU Ha JICKIUSAX W B PE3yJIbTaTe
CaMOCTOSITEIFHOTO HW3YYE€HHSI COOTBETCTBYIOIIHUX pPa3JeiOB PEKOMEHIYEeMO
JUTEpaTyphl, a TakKe MPHOOPECTH HaYaIbHBIC MPAKTUYECKUE YMEHUS U HaBBIKH,
ONMCAHHBIE B II. 3.

Tembl NPaKTUYECKUX 3aHATUN 3apaHee COOOIIAIOTCA O0yYaromUMCS IS
TOTO, YTOOBI OHU MMEIH BO3MOXHOCTH TOJITOTOBUTHCS M TMPOpaboTaTh
COOTBETCTBYIOIIME TEOPETUUYECKUE BOMNPOCHl IUCUUIUIMHBIL. B Hauane kaxmaoro
IPAKTUYECKOTO 3aHATHS MPENoJaBaTeslb KPaTKO AOBOAUT 0 OO0y4arOUIMXCs LEib
U 3a/la4Ml 3aHATUS U OOpallaeT BHUMaHuE OOyYaroIIMXCsi HAa HauboJjiee CIOXKHbIE
BOIPOCHI, OTHOCSILKECS K U3y4aeMOH TeME.

B pamkax mpakTHUecKOro 3aHsATusi oOyyarouiuecs: 0O0CyXAaroT JOKJIaIbl U
JMCKYCCUOHHBIE BOIIPOCHI, PEIIAIOT 3a/a4yd M KEHMChl CaMOCTOSITENIbHO WM TpU
NOMOIIM TMpernojaBaTelisi, a TaKKe BBIIOIHAIOT TecThl. llpenonaBarens, Kak
MPaBUJIO, BBICTYMA€T B POJM KOHCYJIbTaHTa TMpPH PEUICHHH 33aJad U KEHCoB,
OCYIIECTBISIET KOHTPOIb TMOTYYEHHBIX 00YUYaIOITUMICS PE3yIbTaTOB.

Ha ycmoTpenune npenogaBatens (WM MO KeJTaHUI0 00Yy4YaroIIerocs) K J0CKe
BO BpeMs MPAKTHUYECKOTO 3aHATHUS MOXKET OBbITh MpPUIJAIIeH OO0ydaroIIuiics aJis
OOBSICHEHHsI pelIeHHs 3aJadu, Keica, TOKiaaa mo BompocaM TeMmbl. [lo mToram
MPAKTHYECKOTO 3aHATHS MPENOJaBaTEh MOXET BBICTABIATH B KYpPHAJI TPYIIIIHL,
MOJTy4YE€HHBIE 00Y4aIOIIUMHUCS OaJLIbI.

OTtcyTrcTBUE OOydaromMXCsl Ha 3aHATHSX WM MX HEAKTHBHOE y4yacTHE Ha
HUX MOXET ObITh KOMIICHCHPOBAaHO  CaMOCTOSITENIbHBIM  BBITIOJIHEHUEM
JIOTIOJIHUTENBHBIX 3aJJaHUI U MPEJCTABICHUEM HX Ha MPOBEPKY MPENoaBaTelo C
BBICTABJICHUEM OAJIJIOB.

B coBpemMeHHBIX YCIOBUSX Mepea 00y4arolMMUCS CTOMT BaXkHas 3ajgava —
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HAy4YuThCs paboTaTh ¢ MaccuBaMu uHGpopmanuu. OOyyaroummcs HeoOXOAMMO
pa3BuBath B ce0e CIOCOOHOCTh W TOTPEOHOCTh MCIOJB30BaTh JIOCTYIHbBIE
MH(OPMAIMOHHBIE BO3MOXKHOCTH W PECYPCHI JJIsi MOMCKA HOBOI'O 3HAHUSA U €r0
pacnpoctpaneHus. OOyyaromuMcsT HEOOXOJUMO HAYYUThCS YINPaBIATH CBOEH
MCCJIEI0BATENLCKONW 1 MO3HABATENILHOM JIESITEIbBHOCTHIO B CUCTEME «HMH(opMaIus
— 3HaHue — uHpopMauus». [Ipexnae Bcero, /Uisl TOCTHXKEHHSI 9TOM 1I€JIM, B BY3€
OpraHu3yeTcsi  caMmocTosiTeJbHass pabora  oOyuwaromuxcs. Kpome  Toro,
COBpEMEHHOE OOydeHHe (CTaHmapThl, Y4YeOHBIC TUIAHBI) TMIPEANOJaraer, duTo
CYIIECTBEHHYIO YaCTh BPEMEHU B OCBOCHHH YUYCOHON MUCIUILTUHBI 00yYaroIHiics
IPOBOJAUT CaMOCTOSITENIbHO. [IpuUHATO cUMTaTh, 4TO TakoW MeTox OOydeHHus
JOJDKEH  CIOCOOCTBOBaTh ~ TBOPYECKOMY  OBJIQJEHUIO  OOy4aron[uMucs
CHEIMATbHBIMUA 3HAHUSAMU U HABBIKAMHU.

Llenpto camMOCTOSTENbHOM pabOThl O00yYalOUIMXCs MPU U3YyUYECHUU y4deOHOU
JUCHUTUINHBL  «J[OKYyMEHTOOOOPOT U JIENOMPOU3BOJICTBO» SBJISIETCS BbIPaOOTKa
UMHU HaBBIKOB pa0OThl ¢ HOPMATHBHO-IIPABOBBIMU aKTaMH, HAYYHOH W y4yeOHOMH
JUTEpaTypo, JAPYrMMU HUCTOYHMKAMHU, MaTe€pUaJlaMd HSKOHOMUYECKOM U
YIpPaBICHUYECKON MPAKTUKH, a TAKXKE pPa3BUTHE Yy OOYyYarOIIMXCS YCTOMUMBBIX
CIIOCOOHOCTEM K CAaMOCTOSITEIBHOMY M3YYEHHI0O M OOpabOTKE MOJIy4eHHOM
uHpopmaIuu.

B npomecce camocrosTenbHOM  paOOTHl  OOydaromMiics — JIOJKEH
BOCIIPUHUMATh, OCMBICIMBATh U YIIIYOJISATh MOJy4aeMyr HH(POPMALHIO, peuiaTh
IPaKTUYECKUE 3a7aud, AHAIM3UPOBATH CHUTyallMd, MOATOTaBIMBATH JOKJIAJbI,
BBINIOJIHATH JIOMAlIHUE 3aJlaHus, OBJaJAeBaTh NPO(ECCHOHATBLHO HEOOXOIUMBIMU
HaBbikaMu. CaMocTosiTenibHas paboTa oOydarolierocsi BeCbhMa MHOTrooOpasHa U
coziepkaresibHa. OHa BKIIIOYAET CIAEAYIOIINE BUAbI 3aHITHIA:

— CaMOCTOSITENbHBIA MOAOOP, H3yYEHHE, KOHCIEKTUPOBAHHUE, AHAJIN3
y4eOHO-METOJIMYECKOM M HAyYyHOW JIUTEpaTypbl, MNEPUOAMYECKUX HAyUHBIX
U3JlaHUi, HOPMAaTUBHO-IIPABOBBIX JOKYMEHTOB, CTAaTUCTHYECKOM HH(pOpMaluy,
Y4ETHO-O0TYETHON MH(POPMAIINH, COACPIKAIICICS B JOKYMEHTaX OpraHU3aIlHii;

— UWHAMBUAYyalbHas TBOpuYeckas padoTa MO OCMBICICHHIO COOpaHHOU
uH(bOpMalluU, TMPOBEICHUI0 CPABHUTEIBHOTO aHajiu3a M CHUHTE3a MaTepUalioB,
MOJyYEHHBIX U3 Pa3HbIX UCTOYHUKOB, HHTEPIIPETALlMK UH()OPMALINU, BHITIOJHEHUE
JIOMaIlTHUX 3aJIaHuM;

— 3aBepUIAIOUIMI 3Tall CaMOCTOSITENIbHOW pabOThl — MOATOTOBKA K cllaye
3ayera, OJK3aMeHa MO0 JUCUUIUIMHE, MPENoJyiararoiias WHTErpalue |
CUCTEMATU3ALMIO0 BCEX TMOJIYYEHHBIX MpPU M3YYCHUH YYEOHOW UCLMILIAHBI
3HAHUU.

[To «IlonoxkeHHI0 O CaMOCTOATENIBHOM padOTe CTYACHTOB YHHMBEPCUTETa»
CoJlep)KaHUE  BHEAYJAMTOPHOM  CAMOCTOSITENbHOW  pabOThl A  HU3y4YCHHUS
JUCHMIUIMHBL  «JIOKyMEHTOOOOpPOT U JEJNONPOU3BOACTBO»  MOXET  OBITh
PEKOMEHJI0OBAaHO B COOTBETCTBHM CO CIEAYIOIIMMHU €€ BHJIAMH, Pa3/IeJIECHHBIMU 110
LEJIEBOMY MTPU3HAKY:

a) JI7Isl OBJIAJICHUS 3HAHUSIMU:

—4yreHue  Tekcra  (yueOHUKa, TMEpPBOMCTOYHMKA,  JOIMOJHUTEIbHON
JUTEPATYPHI);
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— COCTABJICHHE IIJIAaHA TEKCTA;

—rpaduueckoe U300pakeHHE CTPYKTYPhI TEKCTA;

— KOHCTIEKTUPOBAHUE TEKCTA,

— BBITIUCKA U3 TEKCTA,;

—paboTa co cIoBapsIMHU U CIIPAaBOYHUKAMU;

— 03HAKOMJICHUE C HOPMATUBHBIMU JJOKYMEHTaMU;

—paboTta C  ONEKTPOHHBIMH  HMH(POPMAIMOHHBIMH  peCcypcamMu |
uHGOPMAIMOHHON TEIEKOMMYHHUKAIIMOHHOM cetu HTepHeT u nip.;

0) [U14 3aKpeTICHHs] U CUCTEMAaTH3aIUN 3HAHUIA:

—paboTa ¢ KOHCIIEKTOM JIeKITiU (00padoTKa TEKCTA);

—pabora Hajg y4eOHBIM MarepuaioM (y4eOHMKA, TIEPBOMCTOYHHKA,
JOTIOJTHUTENBHOU JTUTEPATYPHI);

— COCTAaBJICHHE IJIAaHA U TE3UCOB OTBETA;

—COCTaBJICHHE albOOMOB, TaOJNMI], CXEM J/JI1 CHUCTEMaTU3alUd Y4eOHOTro
MaTtepuania;

—U3y4eHHE HOPMATUBHBIX MaTepUaJIOB;

— OTBETHI Ha KOHTPOJIbHBIE BOTIPOCHI;

—aHalluTU4YecKass 00paboTKa TEKCTa;

—TIOJIF0OTOBKA TE3UCOB COOOIIEHUH K BBICTYIUICHUIO Ha TMPAKTHYECKOM
3aHSITHH,

—IOATOTOBKA TEMAaTUYECKUX KPOCCBOPOB H JIp.;

—paboTa ¢ KOMIBIOTEPHBIMHU IPOTrPaMMaMU;

—TOJITOTOBKA K CAaye 3a4eTa, SK3aMeHa U Jp.;

B) i (OpMUPOBAHUS YMEHHUIN 1 HABBIKOB:

— pellieHre 3a/1a4 ¥ YIpaxHEHUH 1o 00pasiry;

— pellieHre BapUaTUBHBIX 3a/1a4 U yIIPAKHEHUH;

—pelieHue CHUTYallMOHHBIX MPOU3BOACTBEHHBIX (MPO(HECCUOHAIBHBIX)
3ajay;

—TIPOEKTHPOBAHWE U MOJICTMPOBAHME PAa3HbIX BHJIOB M KOMIIOHEHTOB
npoecCHOHaNbHOM eI TeIbHOCTH;

T) 71 CaMOIIPOBEPKHU:

—OJAITOTOBKA MH(OPMALIMIOHHOTO COOOIIEHMUS;

— HanucaHue KOHCIIEKTa MePBOUCTOUYHUKA, PEIICH3UH, AHHOTAIUH;

—COCTaBJICHHE OIOPHOTO0 KOHCIEKTa, TJI0CCapHs, CBOJHOM TaOJHUIBI TIO
TE€ME, TECTOB U 3TAJIOHOB OTBETOB K HUM,;

— COCTABJICHHE U PEIICHUE CUTYAIlMOHHBIX 33]1a4;

—COCTaBJICHHE CXEM, WUIIOCTpaluid, TpauKoB, AuarpaMM IO TEeME H
OTBETOB K HUM;

— CO3J]aHME MaTEPUATIOB IIPE3ECHTALUI U JIp.

CrnenoBaHue TPUHIUIIAM CHCTEMATHYHOCTH U TOCJIEIOBATEIIBHOCTH B
CaMOCTOSITENIbHOM paboTe cOoCTaBiIsieT HEOOXOJUMOE YCIOBUE €€ YCIEIIHOTO
BbIMOJIHEHU. CHCTEeMAaTHYHOCTh 3aHATHN TPENrojaraeT paBHOMEpPHOE, TI0
BO3MOXXHOCTH B COOTBETCTBUM ¢ 1L 5.2, 54 wu 5.6 wnHacrosmeinn PIIJ,
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pacnpeneneHue oobemMa pabOThl B TEUCHHE BCETO MPEITYCMOTPEHHOTO YYEOHBIM
IJJAHOM CpOKa OBJIAJCHMUS JaHHOW JUCHUIUIMHOW. Takod mNOAXO0H MO3BOJISET
n30exaTh JepUIMTa BPEMEHH, IMEPErpy30K, CICIIKHM W T.II. B 3aBEpIIAONIUN
nepuo HW3ydeHHs JucHMIUIMHBL  [lociienoBaTenbHOCT,  pabOThI  O3HAYaET
MIPEEMCTBEHHOCTh U JIOTMKY B OBJIQJICHUW 3HAHUSAMU IO AUCUMUIUIMHE. JlaHHBIN
MIPUHIIAI U3HAYAIBHO 3QJI0KEH B YUYEOHOM IUIaHE TIPU OIPEICICHUN 04YePETHOCTH
WM3YyYCHUS AUCHUIUIMH. AHAJOTHMYHBIM TMOAXO0J] MPUMEHSIETCS IPU OINPENCICHUN
MOCJIETIOBATENLHOCTH B U3YYEHUH TEM JUCLUIIINHBL.

B  npouecce  u3ydeHus ~— OUCHUIUIMHBL  «JlOKyMEHTOOOOpPOT
JIEIIOMTPOU3BOJACTBO» BaXHO MOCTOSHHO IOMOJHATh U PACIIUPATh CBOU 3HAHMS.
W3y4yenne peKOMEHIOBAHHOW JUTEpaTyphl W JPYTUX HCTOYHUKOB HHGOpPMAIIH
ABJISICTCS BAXXHOM COCTABHOM YaCThI0 BOCHPHUATHS M YCBOCHUS HOBBIX 3HAaHUM.
Kpome Toro, HeoOXOOMMO OTMETHTh, UYTO, B OINPEACICHHOM CMBICIE,
Ka4eCTBEHHBII ypPOBEHb BCEH CaMOCTOSITEIBRHONH paboThl  oOydYaromerocs
OIPEICIISACTCS YPOBHEM CAMOKOHTPOJIS.

Tekylmuii KOHTPOJIb 3HAHUW CTYJAEHTOB OCYIIECTBISIETCA B CIEAYIOIIUX
dbopmax:

— TI0 UTOraM pabOoThI HA MPAKTUYECKUX 3aHATHSIX;

— WTOTH TECTUPOBAHUS;

— TI0 UTOTaM BBITTOJIHEHUE CAaMOCTOSITEILHOM pabOTHI.

B Metonuke mpenojaBaHus AUCHUILIMHBI YYUTHIBaIOTCA (hopma oOydeHus,
CIEUAIBHOCTD U CHIEIUANIU3alus CTYJAECHTOB CIEAYIOIUM 00pa3oM:

—  BKJIFOYEHHE COOTBETCTBYIOIINX TEM B COJICPIKAHUE TUCIUILIINHBI,

— B KypC€ YUYUTBHIBAETCS IMOJTOTOBKA, MOJYYCHHAasA CTYACHTAMHU B paMKax
JTVCUUIUINHBL « BO31y1lIHbIE TEPEBO3KH U aBUALIMOHHBIE PAOOTHI».
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PabGouass mnporpamMma OUCUMIUIMHBI pa3paboTaHa B COOTBETCTBUU C
tpeboBarnmsiMu  PI'OC BIIO mno cneumansHoctu 162001 «Dkcrutyaranus
BO3IYIIHBIX CYJOB M OPraHU3aliU BO3IYLIIHOTO ABMXKEHU.

[Iporpamma paccMOTpeHa W yTBepXKAeHa Ha 3acemaHud Kadempsr Ne 20
«MenemxmenTtay 14 saBaps 2017 roga, npotokost Ne 4.

PazpaboTruuk: ' .

K.T.H., JIOLIEHT S~ ':é'vm-l%) Poxko M.K.
3aBenyronuii kagenapoit Ne 20

JI.T.H., JOIIEHT ~~ Macnakos B.I1.

HporpaMMa corjiacoBaHa:

PykoBoautens OITOIT
A.T.H., C.H.C. /&{_j Kynpsxkos C.A.

[Tporpamma paccMoTpeHa U ofoOpeHa Ha 3aceJaHuu Y 4eOHO-METOAUYECKOTO
coBeta YHuBepcureta «15» despans 2017 roxa, mpotoxoi NeS.

[Iporpamma ¢ U3MEHEHUSMH H JONOTHEHUSIMH (B cooTBeTcTBUH ¢ IIprkaszom
or 14 wmrona 2017 r. Ne 301 «O6 yrBepxnenuu Ilopsiika opraHuzanuu Hu
OCyLIECTBIEHUSI  00pa3oBaTEeNBHON  AEATENBHOCTH 10  0Opa3oBaTeIbHBIM
nporpaMMaM BBICIIEro oOpazoBaHMs — IIporpamMmam OakajaBpuara, IporpaMmmam
CTelHaIuTeTa, MPOrpaMMaM MarkcTpaTypbl») pacCMOTpEeHa M CcorjlacoBaHa Ha
3acemaHun Y4eOHO-MeToauuecKoro copera YHuBepcutera «30» asrycra 2017
rojia, mpotokos Ne 10.
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