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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  OpraHU3alOHHO-
paclopsAMTENbHON JIOKYMEHTALlUM, TPUMEHSEMONW ammapaToM yIpaBICHUS
aBUANPEIIPUATHS [IPU pealnu3alii UM yIIPaBICHUECKUX (QYHKIIHI.

3amagamu OCBOCHMS JUCLUIUTHHBI «/loxymeHT0000pOT U
JEIOMPOU3BOCTBOY SABIISIFOTCS:

— (opmupoBaHHE COLMATHHO-TMYHOCTHBIX KadecTB, CHOCOOCTBYIOIINX
YKPEIUIEHUI0 HPABCTBEHHOCTH, PAa3BUTHIO OOLIEKYJBTYPHBIX MOTPEOHOCTEH,
TBOPYECKHUX CHOCOOHOCTEH, COIMAIbHOM ajanTaluy, CHOCOOHOCTH K JUAJIOTy,
HAaCTOMYHMBOCTH B JOCTHKEHHH LIEIH, PA3BUTHUIO JIUAEPCKUX KAUECTB;

—  W3y4yeHUWE M  HUCIOJIHEHHWE  TpeOOBaHMW IO  OpraHu3aluu
JOKYMEHTUPOBAHHUS JAESITEIbHOCTH aBUANPEINPUITHS W OpraHu3aluud padoT ¢
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.

JuciuninHa o0ecrneynBaeT MOATrOTOBKY BBIMYCKHUKA K OpraHU3allMOHHO-
YIPaBIECHYECKOU NESITENBHOCTH.

2.MecTO AUCHUTITHHBI B ctpykrype OITIOII BO

HucuunnuHa «J{okyMeHTO000pOT U J1€JI0MPOU3BOJACTBO», B COOTBETCTBUU C
y4eOHBIM TJIaHOM HampasieHus: moarotToBku 162001«Dxcrmyaranus BO3yIIHBIX
CYJOB M OpraHu3anusi BO3IAYUIHOTO JBIKEHUS», crenuann3anus «OpraHuzanus
pPauOTEXHUYECKOTO o0ecrnieueHus M0JIETOB BO3YLIHBIX CYJIOBY,
OTHOCHTCS K BapuaTUBHOM yacTh 0j10ka C2 «/[uciumimHby.

HucuunnuHa «JloKyMeHTOOOOpOT M JEeIONpPOM3BOJCTBO» Oa3upyeTcs: Ha
pesynbrarax oOy4eHHs, MOJYyYEHHBIX MPU HU3YYCHUH TUCHUIUIMHBI «Bo3myriHbie
MIEPEBO3KHU M aBHALIMOHHBIE PAOOTHI.

HucummnuHa  «JloKkyMeHTOOOOpOT W JETONMPOHM3BOJACTBO»  SIBISIETCA
oOecreynBae Il HANMCaHUs BBITYCKHOM KBAJIM(PUKALUOHHON paboOTHI.
JucuumnHea uzyvaercs 8§ ceMectpe.

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

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



Ilepeuens u KO

[lepeyens mIaHUPyEMBbIX Pe3yJIbTaTOB 00YUEHUS

KOMIIETCHITUHN 10 JTUCIUILIINHE
CrocoOHOCTh M TOTOBHOCTH | 3HATh:
pazpabarbiBaTh — COBpEMEHHbIE TpeOOBaHMS K COCTABJICHHUIO U
MIPOU3BOJICTBEHHO- 0hOopMIICHHUIO MIPOU3BOJICTBEHHO-TEXHUYECKOM
TEXHUYECKYIO JTIOKYMEHTAIIUH;

nokymenTaruio (ITK-86).

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

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

— BBISBJIATb OCHOBHBIE HEJJOCTATKU O 0opmIie-
HUIO IPOU3BOJICTBEHHO-TEXHUYECKOM
JOKYMEHTAIIH;

— (popMyIUPOBATH BHISIBICHHBIE OPTaHU3alMOHHBIC
poOJIeMBI;

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

Bnaners:

— CTIOCOOHOCTHIO MMOATOTOBUTH U OPOPMHUTH BCE
BU/IbI TPOU3BOJCTBEHHO-TEXHUYECKOM
JOKYMEHTAIUH, a TAKXKE JTOKYMEHTBI IO TUUHOMY
COCTaBY;

— HaBbIKaMH pPa0OTBI C KOMIBIOTEPOM  Kak
CPEJCTBOM yIpaBiieHUs1 HHGOpMaIueil.

4. O0beM IMCUMILUIMHBI M BUABI y4e0HO0Il padoThl

OOmrast TPyAOEMKOCTh JWCIHMIUIMHBI COCTABISICT 3 3aYETHBIX CIUHUIIBI,

108 akagemMuuyecKkux 4daca.

CemecTtp
HaumenoBanue Bceero
JacoB 8

OO6mmas Tpy10eMKOCTb JUCIUILIUHBI 108 108
KonTakTHas padora: 30,5 30,5

JIEKIITUHA 14 14

MIPAKTUYECKUE 3aHSITUS 14 14

CEeMHHAaPbI - R




Cemectp
HaumenoBanue Bcero
4acoB 8
nabopaTtopHbie PabOThI - -
caMoCTOsTelIbHAs paboTa CTy/IeHTa 44 44
KypcoBoli npoekr - -
[IpoMexyTouHas aTTecTalus: 36 36
KOHTaKTHas paboTa 2,5 2,5
caMOCTOsITeNIbHas paboTa Mo MOATOTOBKH K dK3aMEHY 33,5 33,5

5. Coaep:xanue IUCHUIINHBI

5.1CooTHeceHHs1 TeM IMCUMILIMHBI M (P)OPMHPYEMbIX KOMIIETEH M
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Tema 1. OpranuszannroHHO- BK
pacnopsiAuTeIbHbIE JOKYMEHThI 10 + H3’ an,
cornacHo TpedoBanusim ['OCT P. CP (’: YO
6.30-2003.
Tema 2. Pabora pykoBomutensi c 8 + 1113 JA,
JIOKYMEHTaMU YO
Tema 3. HJ’IaHI/Ip(zBaHI/Ie U OpraHu- I3, | Vo,
3aiMst  mTabHOM  paboThl B 8 +
CPC Jn
aBUANPEITPHUITHSIX
Tema 4. Oprannszanus TOKYMEHTH-
YO,
pOBaHMS U JIETOMPOU3BOJICTBA HA 14 + JL I i
npeanpusitusx ['A !
Tema 5. JIOKyMEHTalMOHHOE 113, | YO,
o0ecrnieueHre yrnpaBJeHUs B 10 +
CPC Jn
aBUANPEITPUITHSIX
Tema 6. CoBpeMeHHbIE TpeOOBaHUS LIS, |,
K COCTaBJeHUI0O U odopmieHuto | 14 +
CPC YO
CITyKEOHBIX JOKYMEHTOB




KoMmmerenmnuu
2
TeMbl TUCIUIIIINHEBI 8 % 5
= oo =
5 2 = 2
) S 5 O
@ = = et
= ) S O
&) o0 n Qo )
O i o = an)
=) o 2 x =X
= = S W ©
= o = g
o o (D)
~ @ =
o
Tema 7. CucreMatuszanus 1.113 VO
JOKYMEHTOB, HOMEHKJIaTypa A€ IJIs 8 + éP C ’ T :F
ux GOPMUPOBAHUS U XPaHEHUS ’
Bcero no nucuuminze 12 +
ITpomMexxyTouHast aTTecTanus 36 C)
Hroro mo gucruiuimae 108

JI — nexmus, [13 — nmpaktuyeckoe 3ansatue, CPC — caMmocrositenbHas pabora
cryaenta, BK — BxogHou koHTpons, [ —noknan, T-rectupoBanue, YO — yCTHBIN
Omnpoc, D — AK3aMEH

5.2 Tembl AMCHUIINHBI U BUABI 3aHATHI

Ne HanmenoBanue Temel nlm | kol c luplepe Bcero
TEMBI JUCIUIINHBI 4acoB
1 |Opra#uzaiioHHO-pactopsaan- | 2 2 8 12

TEJIbHBIE TOKYMEHTHI COTJIACHO
tpedoBanusm 'OCT P. 6.30-

2003.

2 |Pabota pykoBOaUTENS C 2 | 2 4 8
JOKYMEHTaMu

3 |[InmanupoBanue u opraHuzanus| 2 2 8 12
mrabHOM paboTHI B
aBUANIPEIIPUITUIX

4  |Opranuzauusi JOKyYMEHTHUpOBa-| 2 2 8 12

HUAS W JIeJIONPOU3BOJCTBA HA
npeanpustusax ['A

5 |HoxymeHTanmoHHoe oOecreye-| 2 2 8 12
HUE yIPaBJICHUS B
aBUATIPEATPUITHSIX




Ne Haumenosanue TeMbl Bce
J1| O3 | Ko | ¢ |Jp|cpc| ¢
TEMBI JTACIIATUIVHBI 4acoB

6 |CoBpemeHnnble TpeOoBaHus k| 2 | 2 8 12
COCTaBJICHUIO U O(POPMIICHUIO
CIIyKE€OHBIX JOKYMEHTOB

7 Cucremaru3zanus JOKyMEHTOB, 2 2 4 8
HOMEHKJIATypa Je JIs UX
(bOpMHPOBaHUS U XPAHCHHSI
HNTOoro mo QuCHUILIAHE 14 | 14 44 12

5.3 Conep:kaHue IMCUUIIMHBI

Tema 1. Opranu3anuoOHHO-PACHOPSAAUTEIbHBIE JOKYMEHTbI COIVIACHO
TpedoBanusm I'OCT P. 6.30-2003.

Bunsl  OpraHuM3allMOHHO-PACHOPSIIUTENBHBIX  JOKYMEHTOB.  IPHKAa3Hbl,
yKa3aHusl, UHCTPYKLUHH, TOJIOKEHUS, AKThlI, 3asBICHUS, JOKJIAJIHBIC 3alKCKH,
OOBSCHUTENbHBIE 3allUCKHU, IITaTHOE pacnucanve. IlpaBuia BHYTPEHHErO
pacnopsanka. [Ipunuumnel noctpoenus u opopmiienust OP/I.

Tema 2. Padora pykoBoauTes ¢ JOKYMEHTAMM.

Ponb noxymenTa B Tpyae pykoBoautena. Crnenuduka Tpyna pyKOBOIUTEIS.
OCHOBHBIE HaIlpaBJE€HUsI O COBEPIICHCTBOBAHUIO PAOOTHI PYKOBOJIUTENS C
JOKYMEHTaMHu. 3ajada pPYKOBOAMTENS [0 COBEPLICHCTBOBAHUIO pabOThl C
JIOKyMEHTaMHU.

Tema 3. IlnanupoBanume u opraHu3anus mMTA0HOW padoTHl B
aBHANIpeANPUATHAX.

[ImanupoBaHue OpraHU3alMOHHBIX Meponpustuil. [lmanupoBanue 3amau
PYKOBOAMTENSS U €ro JUYHOM paboTbl. DakTophl, BIMSIOINIMNE HA KayecTBO
ynpasieHus. HHdpopmanmonHoe oOecniedenue ympasineHus. OpraHuzauus Hu
MIPOBEICHUE CITY>KEOHBIX COBEILIAHMI.

Tema 4. Opranmszanusi JOKYMEHTHPOBAHHMSI U [eJONPOU3BOJACTBA HA
npexnpusitusax I'A.

OCHOBHbIE TIOHSATUS W  OINpPEACIICHHUS. Opranuzanuonasie  (HOpMbI
nenornpou3BoAcTBa. [IpoOieMbl JOKYMEHTALIMOHHOTO 00ECIICUeHUs YIIPaBICHUS B
OpraHu3alyU JeJONPOU3BOICTBA.

Tema 5. [lokyMeHTaUMOHHOe  o0ecle4yeHHe  YNPaBJIEHUS B
aBHANIpeANPUATHAX.

JlokymeHnTsl M ux kiaccupukanua. Kraccupukauus TOKyMEHTOB II0
COJICP>KaHUIO, HAaWMMEHOBAHHIO, CIOCOOY H3TOTOBJIEHUIO, CTENEHH CIIOXKHOCTH,
MECTy COCTaBJEHHUS, CpPOKaM MCIOJHEHUsA, IO MPOUCXOXKICHUIO, CTENEHU



IJIaCHOCTH, IOPUAMYECKON cuile, MO0 Ha3HaueHuto. Ponb 1enonpou3BOJCTBA B
YIPABJICHUYECKOU IEATEIbHOCTH.

Tema 6. CoBpeMeHHbIe TPeOOBAHUSI K COCTABJICHHMIO M 0(OPMIICHUIO
CJIY:KeOHBIX JOKYMEHTOB.

[IpaBuna noaroroBku u odopmiieHus TOKyMeHTOB. CocTaB pPEKBU3UTOB U
nops/IoK ux pacrnosnoxenusi. OOmue TpeboBaHMs K MOJATOTOBKE U 0(OPMIICHUIO
CIIyKEOHBIX JIOKYMEHTOB.

Tema 7. Cucremarusanusi JOKYMEHTOB, HOMEHKJIATYpPa AeJ IJA HX
(GopMupoBaHUA U XPAHEHHUS.

[eam popmupoBaHrsS HOMEHKIATYPHI Aeil. TpeboBanus K GOpMHUPOBAHUIO
HOMEHKIATyphI Aei. [Topsaok moAroTOBKM JOKYMEHTOB K apXHUBHOMY XPaHEHUIO

5.4 IlpakTHyecKue 3aHATHUS

Howmep TemaTrka MpakTUYECKUX 3aHITUI Tpyno-
TEMBI €MKOCTb
JACLUILIAHBI (gackr)
1 [IpakTueckoe 3anstue Nel. IToAroToBUTH NpUKa3bl 2
110 OCHOBHOM JI€SITEJIbHOCTH U IO JIMYHOMY COCTaBY
[Ipaktuueckoe 3anarue Ne 2. PazpaboTtaTh
2 MOJIOKEHUS U JIOJIKHOCTHBIE MHCTPYKIIUU CITY>KOBbI 2
JETTONPONU3BOJCTBA
[Tpaktuueckoe 3ansatue Ne 3. Pazpaborath
3 MOJIOKEHUS O IMITaOHOM paboTe U mpaBuiIa 9
oopMIICHUS CITYKEOHBIX JOKYMEHTOB B
MOJPA3IECICHUAX U OT/IEJIAX ABUAKOMITAHUU
[Ipaktuueckoe 3anstue Ne 4. Pazpaborath
4 OCHOBHBIE OPTraHNU3aMOHHO PACTIOPSAIUTEIBHBIC 2

JIOKYMEHTBI CITY>KObl OpraHU3aluy IPOU3BOICTBA
[JIABHOT'O OIlepaTopa ajporopra

[IpakTueckoe 3ansatue Ne 5. [IpoBectu ananus
5 paboThI ¢ TOKYMEHTaMU B MOJIpa3IeICHUIX 2
TJIABHOT'O OIepaTopa a’dporopra

[Ipaktuueckoe 3anstre Ne 6. Pazpaborats cuctemy
6 OpraHu3allvs XpPaHEHUS] U KOHTPOJISI UCIIOJTHEHUS 2
CJIy’KEOHBIX JJOKYMEHTOB aBHANPEIITPHUITHUS

[IpakTueckoe 3ansitue Ne 7. Oprannu3oBarhb

7 MOJATOTOBKY JIOKYMEHTOB ISl Iepelaun Ha 2
XpaHEHUE B ApXUB
HToro mo nucuuIinHe 14

5.5 JlabopaTopHBIil IPAKTUKYM

JIabopaTopHbIil MPAaKTUKYM Y4E€OHBIM IJIAHOM HE IIPETyCMOTPEH



5.6 CamocrosiTesibHas padora

Howmep
TEMBI
JVCHUTUIAHBI

Buasl camocTosTenbHOM pabOThI

Tpyno-
EeMKOCTb
(dacel)

1. ITouck, ananu3 uHGopMaluu U MpopadoTKa
y4eOHOro Matepuaina 1o teme: «OpraHn3aiuoHHO-
pacropsIUTEIbHBIE IOKYMEHTBI COTJIACHO
tpeboBanmsim ['OCT P. 6.30-2003», pabdoTa ¢
pEeKOMeHTyeMol JiuTeparypoii [2, 4,5].

2. IloaroToBka JIOKJI/I0B.

3. IloaroTroBka K yCTHOMY OTIPOCY.

1.ITouck, ananu3 uHOpMAaIUK U IPopadboTKa
yueOHoro Marepuaia no teme «Padota
PYKOBOJUTENS C JOKYMEHTaMM», paboTa ¢
PEKOMEHTyeMOi1 IuTepaTypoii [3, 4,6].
2.IToaroroska JOKJIaI0B.

3.IToaroToBKa K YCTHOMY OIPOCY.

1.Ilouck, ananu3 uHpopmayu u npopadboTKa
yuebHoro Marepuana mno teme: «[lnanupoBanue u
OpraHu3anus mWradHoi paboThl B
aBUANPEANPUATHIX», padoTa ¢ peKOMEHAyeMOH
nutepatypoii [4, 5,6].

2.IlonroroBKa JOKIJI0B.

3.IloaroroBka K yCTHOMY OIPOCY.

1.Ilouck, anamu3 wuHbOpMAUA | MpopadbOTKa
yuebHOTO Marepuaiga 1o Teme: «OpraHu3anus
JOKYMEHTUPOBAaHWS H  JCIONPOM3BOJACTBA Ha
npeanpusatuax ['A», pabora ¢ pekoMeHAyeMoi
nuteparypoii [1,3, 4].

2.IToaroroska qJOKJIagOB.

3.IToaroToBKa K YCTHOMY OIPOCY.

1.Tlouck, ananus nadopmaluu U TpopadoTKa
y4eOHOro MaTepuasa o TeMe:
«/loxymeHnTanmonHoe oOecredeHrne ynpapieHUs B
aBUATIPEITPUATHIX», paboTa ¢ pEeKOMEHTyEMOM
nutepatypoii [1, 2, 4,8]

2.IToaroroBka qOKIa/I0B.
3.IloaroToBka K yCTHOMY OIpPOCY.

1.ITouck, ananu3 uHGOpMAaIHU U IPOPaOOTKa
yuebHOTo Matepuaia mo teme: «CoBpeMEeHHbIE
TpeOOBAHMSI K COCTABIIEHUIO U O(POPMIIEHHIO
CITY’K€OHBIX JOKYMEHTOBY, paboTa ¢

peKOMeH TyeMol iuTeparypoii [2, 4, 5].




Howmep Buasl camocTosTenbHOM pabOThI Tpyno-

TEMBI €MKOCTh
JTUCIUILTUHBI (dacwl)
2.IToaroroBka K yCTHOMY OIpOCY.
3.IloaroroBka IOKJIaJ0B.
1.ITouck, ananus napopmarmu u mpopadboTKa
yaeOHoro Marepuaia 1o teme: «CucTeMaTu3arms
JIOKYMEHTOB, HOMEHKJIATypa I I UX
dbopMUpOBaHMS U XpaHEHUS», pabOTa C PEKOMEHTY-
eMol yimrtepatypoi [1, 3, 5].
2.IloaroroBka qOKIa/10B.
3.IToaroroBka K yCTHOMY OIpOCY.
4 IloarotroBka K JECITUMUHYTHOMY TECTY
HNTOro mo QucCHUILINHE 44

5.7 KypcoBble IpoeKThbI
KypcoBble mpoekThl yueOHBIM IJIAHOM HE MPETYyCMOTPEHBI.

6.YueOHO-MeTOAMYECKOE " uHpOpMaALIMOHHOE o0ecneueHmne
TUCHUNITIHHBI

a) OCHOBHAs JUTEparypa:

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.: u3g-Bo Dkxcemo, 2014. —224 ¢. —ISBN: 978-5-699-71239-7. KommuecTBo
sK3eMIUIsIpoB 10.

2.CtentokoB, M. B. JlokymenTsl. [lesonpousBoacrBo [Tekcr]. —8-¢ 3.,
nepepad, u qom.: yuebroe mocodbue / M.B. CtentokoB. — 8-¢, mepepaboTanHoe u
nononHenHoe. — M.: Kuaura cepsuc, 2003. —160 c. — ISBN 5-94909-040-3.
KonmuaecTBo sx3emiuisgpon 112.

3.Anapeena, B.U. leronpousBoacrBo. [Tekct]. Ilpaktrueckoe mocobue.
—10-e u3n., nepepad, u non. —M.: Ympasienue nepconanom, 2005. — 200 ¢. —
ISBN: 5-95630-027-2. KonuuecTBo sK3eMILIsIpoB 15.

4 KyszuenoB . H. Jleionpou3BoacTBO: Y4eOHO-CIIPaBOYHOE MOCOOHe.
[Tekct]. — 2-e m3x., nepepad, u gon. — M.: M3aaTeabcko-ToproBasi KOpropamus
«lamkoB m K», 2006. — 520 c. — ISBN 5-94798-847-X KoanuecTBo
AK3EMILISIPOB 27.

5.KpacuenkoB, A.M., Typybap, O.A. /JJlokyMeHTallHOHHOE OOecneveHue
ynpasJenusi. YueOnoe nocobue. [Tekct]. — CII6.: T'YT'A, 2008. KoauuectBo
sk3eMIusipoB 170.

0) IoMOTHUTEIbHAS JIUTEepaTypa:

6.Kynpsie, B.A. Opranuzanusi pa6oTsl ¢ JoKymeHTamMu [Tekct]. —
M.: Uudpa-M, 2004. — 592 c. — ISBN 5-16-000494-791.02.25 017. KonuuecTBo
sx3emiusipoB 10.



/. Aunpees, C.B. KagpoBoe nenonpoussoacrso. Ilpakrtuyeckoe nmocoodoue.
[Texct]. — M.: Aunbda-Ilpecc, 2004. — 512 c. — ISBN:5-94280-040-5.
KonnuecTBo 3K3eMILISIpOB 5.

B) IepeyYeHb pPecypcoB HH(POPMAIMOHHO-TEIEKOMMYHUKAIIMOHHON CETH

«HTEpHETY:

8. Aviation Explorer [Onekrponnsiii pecypc]. — Pexum gocryma: http://

http://www. aviation explorer.ru

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

Ne | HaumenoBanue | HaummenoBanue | OcHameHHOCTb [Iepeuens
/1 | JAUCIHILTAHBI CHeIIMATbHBIX CTICTIHATEHBIX JMIICH3UOHHOTO
TIOMETIEHUH U TIOMETICHUH U IPOrPaMMHOTO
MOMEIICHUM JIJIsl | TIOMEIEHUMN ISt oOecrieueHusl.
CaMOCTOATENb- | CAMOCTOSITEIbHOU PexBu3uTHI
HOM paboThI paboTHI MOATBEPKIAIOIIETO
JOKYMEHTa
1 Hokymento- | Kommbrorepusiii | KommbroTep B Microsoft
00opoT u KJ1acc KOMITJICKTE Windows 7
JICTOTIPOU3BOI- | Ay TUTOPHUS (cucremusrii 610k | Professional
CTBO Ne456 +KK mMouuTOp Microsoft
LG 19 Windows Office
Kommnberotepnsiit | W1952TE) — 13 | Professional Plus
KJ1acc IIT. 2007
ayIUTOpUs WNudopmanmon- | Acrobat
No458 HBII KHOCK Professional 9
Kommsrorep B Windows
JlexumonHas KOMILJIEKTE International
ayTUTOPUS RAMEC STORM | Kaspersky Anti-
No481 Custom W- Virus Suite s
13 mr. WKS u FS
Mynerumenmii- | Konsi- SWOT
HBII IPOEKTOP ANALYSIS,
Acer X1261 P Konsi -
[TpunTep FOREXSAL
HL2140R
Brother
Okpan
Hoyt6yk Benq
Joybook R42
15,4
MynbTrmennii-
HBIU IIPOEKTOP
Mitsubisi
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Ne | HaumenoBauue | HammenoBanue | OcHaIleHHOCTH [Iepeuenn
I/T1 | JUCIUAILIAHBI crenuagbHBIX crnenuaabHbBIX JIMIICH3UOHHOT'O
MMOMEIIICHUN 1 IIOMEIIICHUIN 1 MIPOrPAMMHOTO

IIOMEIICHUHN 1 | MOMEIICHUN JJI obecrieueHus.
CaMOCTOSITEIIb- | CAMOCTOSITCILHOM PexBHU3UTHI
HOM pabOThI paboThI MOJTBEPKAAIOIIIETO
JTIOKYMEHTa
XD490U, skpan

8. O0pa3oBare/jibHbIe H HH(POPMALMOHHBIE TEXHOJIOTUH

B mpouecce npenomaBaHus  JUCHUIUIMHBL  «JlOKYMEHTOOOOpPOT W
JIEJIONPOU3BOACTBO» HCHOJIB3YIOTCS KJIACCUYECKUE W HWHTEPAKTUBHBIE METOMbI
oOyueHuss B ¢opMe JCKIUNA, TPAKTUYSCKUX 3aHATHHA, BXOJAHOW KOHTPOJb U
CaMOCTOATENbHON pabOTHI CTYIEHTA.

B  pamkax u3ydeHHMs ~ AMCHUIUIMHBI  HUCIHOJB3YIOTCA  CIEAYIOIIHE
o0paszoBaTeIbHbIE TEXHOJIOTHH.

TpanuuuoHHas JEKLUUS COCTaBISIET OCHOBY TEOPETHYECKOr0 OOYyYEeHHs B
paMKax AUCIUIUIMHBI «J{0KyMEHTOOOOpOT U AEIONPOU3BOICTBO» U HAIIPABJICHA Ha
CUCTEMATU3UPOBAHHOE U3JI0KEHUE HAKOIUICHHBIX U aKTYaJIbHBIX HAYYHBIX 3HAHUU.
Jlekus mpegHa3HavueHa MJI1 PACKPBITUS COCTOSHUS U nepcnekTuB pa3putus CBT
B COBPEMEHHBIX yCIOBUSX. Ha JIleKuMM KOHLIEHTpHpPYETCS BHHUMAaHUE
oOy4Jaronuxcss Ha HanOoJiee CIOKHBIX M Y3JIOBBIX BOMPOCAX, CTUMYIUPYETCS UX
aKTHBHAas MO3HABATENbHAS JEATEIbHOCTD.

BenymuM MeTonoM B JIEKIIMM BBICTYNAET YCTHOE M3JIOKEHHE Y4eOHOTO
MaTepuraiia, KOTOPBIMA COMPOBOXKIAAETCA OJHOBPEMEHHOM JTEMOHCTPALMEN CIANIOB,
co3gaHHbIx B cpexe MS Power Point, mpu HeE0OXOAMMOCTH MPHUBICKAIOTCS
OTKpbIThie VHTEpHET-pecypCchl, a TakXKe JAEMOHCTPAllMOHHBbIE W HAarJIsAIHO-
WJUTIOCTPALIMOHHBIE MaTePUAIbI.

[IpakTuueckne 3aHATHS 1O  JUCHUIUIMHE  «JlOKyMeHTooOOpOoT W
JIEJIONPOU3BOACTBO» TMPOBOASATCS B COOTBETCTBUUM C Y4YEOHO-TEMATUYECKUM
IJJAHOM N0 OTAEIbHBIM Tpynmnam. Llenb MNpakTUYEeCKUX 3aHATHM — 3aKpEnuTh
TEOPETUUYECKHE 3HAHMSI, TIOJyYCHHbIE 00YUYaIOMUMHUCS Ha JISKIUAX U B Pe3yJIbTaTe
CaMOCTOATEJIBHOTO M3YYEHMSI COOTBETCTBYIOLIMX pa3JIeJOB PEKOMEHyEMOM
JUTEPATYPHI, a TAKKE MPUOOPECTH MPAKTUIECKUE HABBIKHU M0 IOKYMEHTUPOBAHUIO
YIOPaBIECHYECKOU NESITENbHOCTH HA BO3AYLIHOM TPAHCIIOPTE.

BxomHOW KOHTpOJIb MpEeIHAa3HAYEH JJIsl BBISIBICHUS YPOBHS YCBOEHUS
KOMIETEHIIMH O00y4aronuxcs, HEOOXOIUMBIX Iepel H3YyYEeHHEM AUCUUILINHBL.
BxoaHolt KOHTpPOJb OCYIIECTBISAETCS IO BOMpPOCaM, Ha KOTOPBIX Oa3zupyercs
yyTaemas AUCLUIIIAHA.

KoHTpoJsibHbIE BONPOCH! JIJIsl MPOBEAEHUSI BXOAHOTO KOHTPOJISE OCTATOYHBIX
3HaHMM 10 00€CIeYNBAIOIINM IUCUUIIIIMHAM TPUBEACHBI B 11.9.4.

CamocrosiTenbHasi padoTa CTyJEHTa SIBJSETCS COCTaBHOW YacThiO Y4eOHOMU
paboThl U MpeNCTaBIIsIET COOON MIAaHUPYEMYIO PabOTy CTYJIEHTOB, BBIMOJIHAEMYIO
o 3aJaHUI0 W TPU METOJWYECKOM PYKOBOJCTBE IMpernojaBareis, HO 0e3 ero
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HEMOCPEACTBEHHOTO ydacTus. (OCHOBHOW WENbIO CaMOCTOATEIbHOW pPaOOThHI
CTYJI€HTa SIBJIA€TCS (POPMUPOBAHME HABBIKA CAMOCTOSITEIBLHOTO MPUOOPETEHHUS
3HAHMM 1O HEKOTOPHIM BOMPOCAM TEOPETHUECKOro Kypca, 3akperuieHHe W
yrayOJieHrue MOJIyYeHHBIX 3HAHUM, caMOCTOATeNbHAs paboTa C MepUoAUYECKUMU
W3JIaHUSAMH U HAyYHOH JIMTEpaTypoil, B TOM YUCJIE HaXOASIIUMUCS B INIO0ATBHBIX
KOMITBIOTEPHBIX ceTsiX. CamocTodTeNbHas padoTa Mojpa3yMeBaeT MOATOTOBKY K
JEKIIMOHHBIM U TPAKTUYECKUM 3aHSATUSAM, a TakKe BBINOJHEHUE Y4eOHBIX
3aJaHuil, B TOM 4YHCIC W WHIUBUAYAIbHBIX, IMOJY4aeMbIX CTYACHTOM Y
MPENOIaBATENS MOCIE KaXI0T0 3aHITHS.

3amaHusi, BBIHOCUMBICE HA CaMOCTOSITENBHYIO paboTy, BBIOJHAIOTCS
CTyZAeHTaMH B (hOpMax: KOHCIIEKTa; MOMCKA U COCTABICHUS 0030pOB JINTEPATYPHI;
BBITIOJTHEHHSI TIEPEBOJIOB C HMHOCTPAHHBIX SI3BIKOB; HAMUCAHHUS AHATUTHYECKUX
JIOKJIaJIOB; TIOJTOTOBKHU JOKIAJ0B B (OpME MpEe3eHTAIMi; BBHIMOJIHEHHE y4eOHO-
UCCJIEIOBATENLCKUX paldoT; pelieHus KeilcoB. Pe3ynbTaThl caMOCTOSTENIbHOMN
paboThl cTyAeHTa 0QOPMIIIOTCS KaK B TETPAJsiX, TaK U B DJICKTPOHHOM BHUJIE, B
toM uucie B pemaktopaxMSWord, Excel, PowerPoint, a Taxke Ha mucrax
dopmara A4. KoHTponb 3a BBINOJTHEHHUEM 3aJaHUN, BBIHOCHUMBIX Ha
CaMOCTOSITENIbHYIO paboOTy, OCYIIECTBISET MpenojaBareib. [eKyIIHil KOHTPOJb
OCYILIECTBISIETCS B  XOAE€ TMPOBEPKM U  aHaiM3a OTICJIbHBIX  BHJIOB
CaMOCTOSITENIbHBIX pa0OT, BBIIIOJHEHHBIX CTY/JI€HTaMU BO BHEAYJIUTOPHOE BpEMS.
[TpoMeKyTOUHBIN KOHTPOJIb MPOBOJUTCS B BUJE JOKIAN0B PE3yIbTaTOB PEIICHUS
pabouell rpynmoid KeWcOB W  BBICTYIUIEHMH Ha  Hay4YHO-TIPAKTHYECKOU
KOH(EPEHIIUU CTYICHTOB, aCTUPAHTOB U MOJIOJIBIX YUEHBIX, TOCBSIIEHHON MaMsTH
aBuakoHcTpykTopa M.M. Cukopckoro, a Takke myOJIHMKaluid T€3UCOB B COOPHHKE
aTo  KoHpepeHuuu.  [IpomexxyTouHas  arrecTtanmuss 1O  JUCHUIUIMHE
«J1oKkyMeHTO000pOT 1 ACTOMPOU3BOACTBO» MPOBOIUTCS BUIE IK3aMEHA.

Taxum oOpa3om, B mpo1iecce OCBOEHUS AUCUUILIUHBI «J{0OKyMEHTOOOOPOT U
JEJI0TPOU3BOACTBOY mMUpOKO  mpumensitorcs | T-meroasl:  ydeOHBIE
MyJIbTHMEIMHHBIC MaTepralibl ¢ ucmoib3oBanueM Microsoft Office (PowerPoint),
COJIEpIKaIlle TUIEPCCHUIKM, HEOOXOAUMble IJIs Mepexoja K IPOU3BOJIbHBIM
MoKa3aM, YKa3aHHbIM CllaiilaM B TIPE3EHTAIluH, K Pa3IMYHbIM TEKCTaM, (purypam,
tabnuiiam, TpadukaM W pUCYHKaM B TpPE3CHTAIMU, JOoKymMeHTaM Microsoft
OfficeWord, mucram Microsoft OfficeExcel, noxanpuapiM wunm HWHTEpHET-
pecypcaMm, a Takke K COOOIIEHUSIM AJIEKTPOHHOM MO4YThl. [laHHBIE MaTepuabl
MO3BOJIAIOT C(HOPMHUPOBATH Y CTYACHTOB CHUCTEMY 3HAHUI, YMEHHUI U HaBBIKOB IO
METOJMKE ¥ TEXHOJOTHUH WCIONb30BaHusd HHTEpHET-pecypcoB B mpoiiecce
oOyueHusl; aKTUBU3UPOBATh HAa MIPAKTHUECKUX 3AHATHUSIX JCSITEILHOCTh CTY/IEHTOB
nyTeM paboThl B TBOPUYECKHMX TOATPYMIAX IO BBIMOJHEHUIO 3aJaHuil C
ucnonb3zoBanueM Microsoft Office; obecnieunTh MPOAYKTUBHBIA M TBOPYECKUU
YPOBEHb JIEATETLHOCTH MPU BHITIOJIHCHUH 33/ TaHHM.

Koncynbranuu siBisitoTcss 0MHON U3 (OpPM PYKOBOJCTBA CaMOCTOSITEIIHHOU
paboTOl CTYIEHTOB M OKa3aHWsS MM IOMOIIM B TIyOOKOM M BCECTOPOHHEM
OCBOEHUH JUCHUIUIMHBI «J{OKyMEHTOOOOpOT M [eJOonpou3BoJCTBO». Bo Bpems
KOHCYJIbTAllUM TMpernojaBaTesib paboTaeT CcoO CTyJIEHTaMH, KOTOpble TOTOBST
JOKJaAbl [l BBICTYIUICHHMSI Ha TPAKTHUYECKUX 3aHATHSIX ¥ Ha HAy4dHO-
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MPAKTUYECKON KOH(MEpEeHIMU, a TakkKe CO CTYIEHTaMH, CaMOCTOATEIHHO
pemaromMu B pabouux rpynmnax kedcel. IlpemongaBarens pa3bsCHAET U
00CyXX/1aeT CO CTyJACHTaMH TEOPETUYECKUE BOMPOCHI, KOTOPHIE HEOOXOIUMO
PacKphITh B JIOKJIAJaX, a TakKe PEKOMEHIOBaHHBIM paHee OubOIuorpaduyeckuii
CIIUCOK, MpaBwiia ero opopMIIeHUs, a Takxke O(QOpMIIEHHUS IOKIAI0B, TE3UCOB,
npe3eHTanui. IlpenonaBarens OOBICHSIET CTyJAEHTAM NPAKTUYECKUE aACIEKThI
(GyHKIMOHUPOBAHUSI COBPEMEHHBIX OpraHU3alMi, HAMPaBIISs UX K ONTUMAIbHOMY
pelieHno kelcoB. Bo BpeMsi KOHCyNbTalluM MPENOJABATENb MOXKET OTBETUTH
CTYJICHTaM Ha MHTEPECYIOIINE UX BOMPOCHI 110 TEOPUU MEHETKMEHTA, YTOUHUTh U
emie pa3 OOBSICHUTH MPONACHHBIM HA JIEKITMOHHBIX M TPAKTUUYCCKUX 3aAHATHIX
Matepuan. KoHCynbTauuyu NpoBOJSTCS PETYSIPHO HE MEHEE IBYX pa3 B HEJENIO B
yachl CBOOOJHBIC OT y4EOHBIX 3aHATHH W HOCSAT B OCHOBHOM HWHIWBHUyaJIbHBIN
XapakTep.

9. ®oHA OLEHOYHBIX CPEACTB /Jsl NMPOBEdEeHUS] TEKYILIero KOHTPOJs
YCIIEBAEMOCTH M TNPOMEXKYTOYHOM AaTTeCTAMH [0 HTOraM OCBOCHUS
TUCHUNITIHHBI

OneHouHble  CcpeAcTBAa  JUIL  TEKYIIErO  KOHTPOJIL — YCIIEBAEMOCTH,
MIPOMEKYTOUHOM aTTeCTallMM 10 WTOraM OCBOCHHS JUCIHMIUIMHBI M Y4eOHO-
METOMYECKOE O0ECreYeHNEe CaMOCTOSTEIbHON padOThl CTYyJEHTOB BKIIOYAIOT B
ce0si: YCTHBIE ONPOCHI, JOKJIA]Ibl, KOMIIBIOTEPHBIE TECTHI.

YpoBeHb M KayecTBO 3HAHWM CTYAEHTOB OLICHMBAIOTCA IO PE3YJIbTaTaMm
TEKYLIErO0 KOHTPOJI YCHEBAEMOCTHM M NPOMEKYTOYHOM AaTTeCTallud [0 UTOraM
OCBOEHHSI IUCLIUIUIMHBI B BUJE IK3aMEHA B BOCBMOM CEMECTPE

Texymuii KOHTPOJIb YCIIEBAEMOCTH CTYJEHTOB BKJIIOUAET YCTHBIE OIMPOCHI,
JIOKJIaJIbl, KOMIIBIOTEPHBIE TECThl U 3aJaHUsl, BbIJABAEMbIE HA CAMOCTOSITEIbHYIO
paboTy MO TeMaM JUCITUTUTHHBI.

Yemuwiii onpoc mpoBOAUTCS Ha MPAKTUUECKOM 3aHATUU B TEUEHUE HE Oosee
10 MUHYT C LETBIO KOHTPOJISL YCBOEHUSI TEOPETUUECKOTO MaTepraa, u3J1aracMoro
Ha Jekuuu. [lepedeHb BOMPOCOB OMpeesieTcs YPOBHEM MOJITOTOBKU Y4eOHOM
TPYIIIBI, @ TAKXKE WHIUBUTYAIbHBIMA OCOOCHHOCTSIMU CTYICHTOB.

[IpuMepHbIli MepeuyeHb KOHTPOJIBHBIX BOIMPOCOB JIJIsi MPOBEICHUS YCTHOTO
omnpoca npuseaeH B 11.9.6.1.

Jlokna0 — TPOAYKT  CaMOCTOATENBHOM  paboThl  oOydaromierocs,
NPEACTABIAIONIMN  cOOOM  MyONMYHOE BBICTYIUIGHHME IO  IPEACTABICHUIO
MOJIYYEHHBIX PE3YJIbTATOB PEUICHUS ONpPEIEIEHHON Yy4yeOHO-NPaKTUUYECKOW WU
y4eOHO-UCCIIeIOBATEIILCKON TeMBbI. JIOKIaabl CTYJEHTOB 3aHUMAIOT He OoJibiie 10
MUHYT ¥ MOTYT NIPOBOJAUTHCS B opMe npe3eHTtanuii B cpeae Power Point.
[IpuMepHbIi TTepeyeHb TeM JIs TOKJIa0B MPEJACTaBIIEH B 1. 9.6.2.

Komnvromepnuoiii mecm — 3T0 cucteMa 3afaHuil crienuduaeckoir Ghopmsl,
MO3BOJISIONIAS W3MEPUTHh YPOBEHb PAa3BUTHUSI KOMIETCHIIUN OO0ydYaroImxcs,
COBOKYIIHOCTb WX NPEACTABICHUW, 3HAHWM, YMEHUW U IPAKTUYECKOTO OIIbITA.
Conep:kaHue TeCTOB JIJIsl TEKYILETO KOHTPOJIs B 1. 9.6.3
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KomnproTepHBI TECT MPOBOAUTCSA IO TEMaM B COOTBETCTBMM C JAHHOMU
IPOrpaMMoOil U MpeAHa3HAuEH I IPOBEPKU 00YUarOIIMXCsl HA IPEIMET OCBOCHUS
MaTepHuaa MpeablIyIien JEKIUH.

Koumponw ewvinonnenusi 3a0anus, BBIAABAEMOIO Ha CaMOCTOATEIbHYIO
paboTy, NPOBOAUTCS C LENbI0 CBOEBPEMEHHOI'O BBISIBICHUS IUIOXO YCBOEHHOIO
MaTepyaia JUCLHUIUIMHBL JUI1 HOCIEAYIOIIEH KOPPEKTUPOBKH WIM OPraHU3aluu
o0s13aTenbHON KOHCysbTaluuu. [IpoBepka BBIAAHHOTO 3aJaHUSl MPOU3BOIUTCS HE
pexe 4eM OJIMH pa3 B JBE HENEIIN.

Ilpomedsicymounas ammecmayusi 1O WTOraM OCBOCHHUS JIMCLUILIIMHBI
IIPOBOAMTCS B BUJE DK3aMEHA B 8 CEMECTPE.

[IprMepHBII TEpEeYEeHb BONPOCOB JUIA IPOBEICHUS ITPOMEKYTOUYHOU
aTTecTallMy B BUJE 3K3aMeHa B 1. 9.6.4

Meronnka ¢GopMUpPOBaHUS PE3yJIbTUPYIONICH OIEHKH B 00s3aTeIhHOM
NOPSJIKE YUUTHIBAET aKTUBHOCTH CTYZEHTOB Ha 3aHATHSX, ITOCEIIAEMOCTD 3aHATHUH,
OLIEHKH 3a MPaKTUYECKHE paOOThI, BHIIOJHEHUE CAMOCTOSATENbHBIX 3a/laHUH.

9.1 baaabHo-peilitunroBas cucremMa (bBPC) oneHky TeKylero KOHTpPOJIst
yClneBaeMoCTH, 3HAHUM U MIPOMEKYTOYHOMN ATTECTAIIMUA CTYAEHTOB

OO0mast TPyIO0EMKOCTh JUCIUIUIMHBI COCTABISCT 3 3aYeTHBHIC CAUHHIIBI,
108 akagemMuuyeckux 4daca.
Bun npomeskyTogHOr0o KOHTPOJIS — 9Kk3aMeHa (8cemectp).

KonuuectBo OasnioB Cpok
Tema/Bun yueOHBIX 3aHATUI KOHTPOJIA
(OLICHOYHBIX 3aJ]aHu), (mopsiako
MO3BOJIAIOLIUX CTYACHTY Munu- Makcu- BBIN [Ipume
POJEMOHCTPUPOBATH JOCTUTHYTHIM | MaJlbHOE MajbHOE HOMED YaHue
YpOBEHb C(HOPMUPOBAHHOCTU 3HAUYCHHUE | 3HAUCHUE | HEIENH C
KOMIICTECHIIN Hayaja
ceMecTpa)
Konmaxkmmuuwle 6uovt 3anamuii
AyJIUTOPHBIE 3aHATUS
Jlexmus 1 4 6 1
Jleknus 2 3 6 1
[Tpaktruueckoe 3anstue 1 4 6 2
Jlexumsa 3 3 6 2
[TpakTruyeckoe 3ansTre 2 4 6 3
Jlexuus 4 4 6 4
[TpakTruueckoe 3ansrue 3 3 5 5
Jlexuus 5 4 6 6
[TpakTueckoe 3ansitue 4 4 3) 7
Jlexuus 6 4 6 8
[IpakTryeckoe 3aHgaTue 5 4 6 9
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KonuuectBo 6asnioB Cpoxk
Tema/Buj yueOHBIX 3aHITHI KOHTPOJIS
(OLICHOYHBIX 3aJIaHUM ), (mopsiko
IIO3BOJIAIOIINUX CTYACHTY Munu- Maxkcu- BBIU [Ipume
POJEMOHCTPUPOBATH JOCTUTHYTHIM | MaJlbHOE MaJIbHOE HOMEP YaHUe
ypOBEeHb C(HOPMUPOBAHHOCTHU 3HAQYCHUE | 3HAYCHUE | HEIEIU C
KOMITETCHIINI Havaja
CEMEeCTpa)
Jlexmmst 7 4 6 10
CamocrosTenbHas pabora
CTYJI€HTa
Hroro no o6s13aTeIbHbIM BHAAM 45 70
3aHATHI
3aueT ¢ OEHKOI 15 30
HToro mo 1ucumIuinHe 60 100
IlepeBoa 0a1s10B BPC B oLleHKY 110 «aKaJeMHYeCKOW» IIKaJIe
KoanyectBo 60a10B no bPC Onenka (1o «aKkageMmu4ecKoi» mKaJe)
90 u Gosee 5 — «OTIMYHOY
75+89 4 — «xopo1Io»
60+74 3 — «YJIOBJIETBOPUTEIHHOY
MeHee 60 2 — «HEYJIOBJIETBOPUTEIHHOY

9.2 MeTOI[l/I‘IeCKI/Ie PEKOMEHIAUA 10 MPOBCACHHUI0O MNMPOUECAYPbI

OLlEHUBAHUA 3HAHMIA, yMeHUi " HABBLIKOB " (am) ONBITA
aesITeJIbHOCTH, XapaKTepU3yIIUX ATANbI ¢popmupoBanus
KOMIIEeTeHI M

[Tocemnienne NEKIMOHHOTO 3aHATUS O0yYaronuMcs olleHHBaeTcs B 1 Oani.
Benenune nekmuonHoro koHcmekta — 0,1 ©OamioB. AKTHBHOE ydYacThe B
00CYXXJIEHUH TUCKYCCHOHHBIX BOITPOCOB B X0/1¢ JeKiuu — a0 0,4 6aios.

ITocemenne MpakTUYECKOTO 3aHATHS oleHuBaercs B 1 Oamra. Benenue
KOHCTIEKTa Ha mpaktrnaeckoM 3ausatun — 0,1. Jokman — qo 0,6 Gamra. Yuactue B
YCTHOM OIIpoce W 00CYyXaAeHuu nokiana — jno 0,2 6aa. Ydactue B pabodmx
rpynmnax, pelamplux Keic-3agauy — 1o 1 Oamna. YcnemHoe pelieHue Kewnc-
3amaun — A0 0,3 Gamna. [loknan ¢ mpe3eHTaruei pemeHus: keiic-3amauu — ao 0,2
OaIJIoB.

B npouecce mpenomaBaHusi  AUCHUIUIMHBL  «J[oOKyMeHTHpoBaHUE U
JIEJIONPOU3BOACTBOY JUIA TEKYyIIEeW aTTecTallid OOYy4aroluuXcsl HCIOJIb3YIOTCS
cienyromue GopMbl OLICHUBAHUS 3HAHUN, YMEHUW U HABBIKOB:

—WHJMBUyaJIbHBIA UJIM TPYIIIOBOM YCTHBIN OITPOC;

—pacyeTHbIC 3a/IaHus;

—T€CT;

—aHaJu3 JIEJI0BbIX CUTYalIN;
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—[pe3eHTaly  (MHAMBUAYAIBHOIO WM  TPYNIOBOTO  IMPEACTABICHUS
BBINOJIHEHHOTO 3aJJaHUs, 10KJIa/I0B);

—3aIUThI BHIIOJHEHHBIX 331aHUH.

ITo uroram ocBOEHUS AMCLUMUIUIMHBI IPOBOAUTCS MPOMEXKYTOUYHASI aTTECTALINSA
oOy4aroruxcs B hopMe dK3aMeHa.

Ha nepBom 3aHsATMM mpenojaBaTesb AOBOAUT A0 CBEICHUS O0OydarolUXCs
rpaguK TEKYIIEro KOHTPOJSI OCBOCHMsI AMCLMUIUIMHBI U KPUTEPUH OLIEHKU 3HAHWUN
IIPHU TEKYLIEM KOHTPOJIE YCIIEBAEMOCTH, a TAKXKE CPOKU U YCIIOBHUS IPOMEKYTOUHOM
WUTOTOBOM aTTECTALUH.

Peamuzanmio  HempeppIBHOTO  KOHTPOJSA ~ 3HAHUM,  IIPENOJABATElb
OCYILECTBIISIET 32 CUYET YACOB, MPEAYCMOTPEHHBIX HOPMaMHU BPEMEHH Ha IIPOBEPKY
Pa3’IMYHOIO PO/ MMCbMEHHBIX padOT, IPOBEAEHUE KOHCYJIbTAUHI U TIp.

[TokazarensiMu, XapaKTepU3yIOLMMHU TEKYIIYIO Y4eOHYI0 padOTy CTYIEHTOB,
SBJISIFOTCSI:

— AKTUBHOCTb IOCEIICHUS 3aHATUI U pabOThl HA 3aHATHUIX;

— OILIGHKa pEe3yJbTaTOB YCTHOIO ompoca (MHIMBUAYQJIBHOTO WU
IpyMIoBOro);

—  BBICTYIUICHUS C JOKJIaJ]JaMH U C pe3yJbTaTaMU BBIIIOJHEHHBIX 33JaHUH, B
TOM 4Hcie B (hopMe Npe3eHTaLHA;

—  OLICHKA 3alIUTHI BHIIOJHEHHBIX 3aJJaHUN;

—  OLEHKAa IPOXOXJACHUS TECTA.

Cpoku NIpOMEXKYTOUHON arTecTallii OIpPeNeNsioTcs Tpad@UKoM ydeOHOro
npouecca. Ilo gucummimHe  «/{OKyMEHTOOOOPOT U AEIONPOU3BOACTBOY
MPEyCMOTPEH SK3aMEH.

DK3aMeH MNpoBOAWUTCA B (QopMe YCTHOrO OTBETa Ha 2 Bompoca U3
npuBeacHHOTO HIbke repeuns (9.6.4) u pemenns 3anaun (9.6.5).

9.3 Tembl KypCOBBIX POEKTOB MO JUCIUIJINHE
Hamnucanne KypcoBBIX TPOESKTOB YUEOHBIM IIJIAHOM HE MPEyCMOTPEHO.

9.4 KoHTpOJIbHbIE BONPOCHI AJIs1 TNPOBeJeHHUS] BXOJAHOI0 KOHTPOJIA
OCTATOYHBIX 3HAHUH MO 00eCIeYNBAIOIINM TUCHUIINHAM

HucnunirHa « Bo3ayuiHelie nepeBo3Ky U aBUallMOHHBIE PaOOTHI)

1. [loHsiTHE BO3IYIIHOW MEPEBO3KH, COTJIACHO PYKOBOMSILIHUM JIOKYMEHTaM
I'A.

2. [loHsATHE aBUALIMOHHBIX Pa0OT, COTJIACHO PYKOBOASIIMM HoKyMeHTaMm ["A.

3. @akTOphl BHEIIHEW cpeibl, BIUSIONIME HAa KAaYECTBO MPEJOCTABICHHUS
YCIIYT 110 BO3AYLIHOM NIEPEBO3KE.

9.5 Onucanmne nmokazartejeil U KpUTEpHeB OLEHUBAHUS KOMIIETEHIHIA
Ha pPa3IMYHbIX dTanax ux ¢GopmMupoBaHus, ONMCAHUE HIKAJ OLCHUBAHUSA
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Kpurtepun

JTarnsl
dbopmupoBaHUs
KOMIIETEHITUH

IToka3aTenu OILICHUBAHMUSA
KOMIIETEHIIUI

CriocoOHOCTh UM TOTOBHOCTH p8,3pa6aTLIBaTI) IMPONU3BOACTBCHHO-TCXHUYCCKYIO

noxkymenTaiuio (ITK-86).

3Haer:
— COBpPEMEHHBIE TpPeOOBaHUs K
COCTaBIICHUIO U O(OPMIICHUIO

IlepeunciiieT OCHOBHBIE
TpeOOBaHUS K COCTABICHUIO
1 0(pOPMIICHUTO

MIPOU3BOJICTBEHHO- MPOU3BOJICTBEHHO-
TEXHUYECKON JOKYMEHTALINH; 1 sram TEXHUYECKOM
— (YHKIIMM U OCOOEHHOCTHU (bOpMHpOBaHH JIOKYMEHTAIIUH.
OpTraHu3allMOHHO- OnuceIBa€T OCHOBHBIC
pacnpeaeauTeIbHbIX u MIPUHIIMIIBI U 3TaIlb
MIPaBOBBIX JIOKYMEHTOB o opMIIeHUS
(Ycras, ITonoxxenue 0 KOH(HUISHIIHATBHBIX
CTPYKTYPHOM TOApa3/ICJICHUH, JIOKYMEHTOB.
[lItaTtHOE pacnucasue, OTtnuyaeT OCHOBHEBIC
JIOJDKHOCTHAsT ~ MHCTPYKILMS, (GyHKIUMU 1 0COOEHHOCTH
pacropsiIoK JHS U Jp.); OpraHU3aIlMOHHO-
— TEXHOJIOTHIO 3aIIUTHI pacrpeaeuTeIbHbIX U
KOH(UICHIIMATBHBIX MIPABOBBIX JOKYMEHTOB.
JIOKYMEHTOB oT 2 3tan OOBbscHSET U
HECAHKIIMOHUPOBAHHOTO dbopMHUPOBaHHS | 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
Ty s— COBEPIICHCTBOBAHUIO pabOT

C TOKyMEHTaMH
OpraHU3alluu.
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Kpurtepun DTansl ITokazarenu OLICHUBAHUSA
dbopMHUpOBaHKsS | KOMIIETEHITUI
KOMIIETEHITUH
Bnaneer: AHanu3upyeT NOATOTOBKY U
— CITOCOOHOCTBIO MOJATOTOBUTH odopmiIeHHE
1 0(pOPMHUTH BCE BUJIBI | sran MPOU3BOJICTBEHHO-
MIPOU3BOJICTBEHHO- TEXHUYECKOI
. dbopmupoBaHus
TEXHUYECKOUN TOKYMEHTAIINH, JIOKYMEHTAIUH, a TAaKXKe
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
MIPOU3BOJICTBEHHO-
TEXHUYECKOU
JIOKYMEHTAIUEH.

XapaKTepUCTUKH IITKAJbI OICHUBAHMS TIPUBEICHBI HUXKE.

1. MakcumanibHOE€ KOJUYECTBO OaioB 3a dk3amMeH — 30. MuHuMaabHOE
(3a4eTHOE) KOJNYECTBO OaIOB («3dK3aMeH cAaH») —15 OaioB.

2. [lpu nabope menee 15 OamioB — HK3aMEeH HE CHaH 10 MPHUYUHE
HEJIOCTaTOYHOTO YPOBHSI 3HAHUM.

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

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

5. OTBeTHI Ha BONPOCHI OMJIETa OLICHUBAIOTCS CICAYIOITUM 00pa3oM:

- [ 6ann: OTCYTCTBUE MPOAEMOHCTPUPOBAHHBIX 3HAHUI U KOMIIETEHIUN

B paMKax 00pa3oBaTebHOrO CTaHJapTa (HET OTBETa Ha BOMPOC) WM OTKa3

OT OTBETAa;

— 2 banna: HET  YIOBJIETBOPUTEIBLHOIO OTBETa Ha  BOIPOC,
JeMOHCTpalusi (pparMeHTapHBIX 3HAHUNM B paMKax 00pa30BaTeIbHOTO CTaHAApTa,
HE3HAHUE JIEKIIMOHHOTO MaTepuala;

— 3 Oanna: HET YIOBIETBOPHTEIHHOTO OTBETa Ha BOIMPOC, MHOTO
HaBOJIAIIUX BOIPOCOB, OTCYTCTBHE OTBETOB MO OCHOBHBIM IOJIOKEHUSIM BOIPOCA,
HE3HaHHE JIEKIIMOHHOTO MaTepuaa;

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

— 5 0annos: OTBET YAOBJIETBOPUTEIIbHBIM, JOCTATOUYHBIC 3HAHUS B
oO0beMe yueOHOM TMpOoTrpaMMbl, OPHUEHTUPOBAHHBIE HA BOCHPOU3BEIICHUE;
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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 JEMOHCTPUPYET MOTHBIE
¥ CHCTEMAaTH3UPOBAHHbBIC 3HAHUS B 00BEME YIeOHOM MPOTrPaMMBEI;

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

TpeOOBaIUCH HaBOJSAIINE BOIIPOCHI, CTYJEHT JEMOHCTPUPYET
CHCTEeMAaTHU3UpPOBaHHbBIC, TTTyOOKHE U TIOJHBIC 3HAHUS MO BCEM pasjieiaM yuyeOHOH
IPOrpamMMBl;

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

— 9 6annog: CUCTEMAaTH3UPOBAaHHBIC, TIYOOKHE M TIOJHBIC 3HAHHUS I10
BCEM pazjellaM y4eOHOM IpOorpaMMbl, CTYACHT JIEMOHCTPUPYET CIOCOOHOCTH
CaMOCTOSITEJTbHO M TBOPYECKH pEIIaTh CIIOXHBIE MPOOJIEMbI B HECTaHIAPTHOM
CUTyalli1 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
MIPOTPAMMBI, & TAK)KE TI0 OCHOBHBIM BOTIPOCAM, BBIXOASIIINM 3a €€ TIPE/ISIbI.

6. Perenue 3a1aun OoreHUBACTCS TaK:

— 10 6annos: 3amanue BoimoiaHeHo Ha 91-100 %, pemenwe 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 BbONHEHO Ha 86-90 %, pemeHue W OTBET
aKKypaTHO O(OpMIIEHBI, BBIBOJIBI OOOCHOBaHBI, JaHAa TPABWIbHAS U TIOJTHAS
WHTEPIIPETAlAS BBIBOJIOB, CTYACHT apTryMEHTHPOBAHHO 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 MHTEPIPETAIMs BBIBOJIOB, CTYJICHT JacT NPAaBHJIbHBIC, HO HE IOJIHBIC
OTBETHI Ha BOIPOCHI TPEIOJaBaTENsA, MCHBITHIBACT HEKOTOPBIC 3aTPYJAHCHHUS B
UHTCPIPETALMN TTOJyYEHHBIX BBIBOJIOB;

— 7 6annos: 3amanue BbmogHeHo Ha 74-80 %, Xox pemieHHs
NPAaBWJIbHBIM, 3HAYMTENBHBIC MOTPEIIHOCTA B O(GOPMIICHHH; MPaBUIIbHAS, HO HE
MOJIHAS MHTEPIPETAIs BBIBOJOB, CTYJICHT JacT INPaBHJIbHBIC, HO HE IOJIHBIC
OTBETHI Ha BOIPOCHI MPEIOJIABATEIsI, UCIIBITHIBACT OIPEICICHHBIC 3aTPYTHCHUS B
WHTEPIPETAINN TTOJTyYEHHBIX BBIBOJIOB,

— 6 Oannog: 3amaHue BBHITIOJHEHO Ha 66-75 %, MOIXO0M K PEIICHUIO
NIPABWIBHBIN, €CTh OMUOKH, OPOPMIICHHE ¢ HE3HAYMTEIHLHBIMU TOTPEITHOCTSIMH,
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HEIOJHAS MHTEPIpETAllds BbIBOJIOB, HE BCE OTBETHI HA BOMPOCHI MPENoJgaBaTelis
MpaBWIbHbBIC, HE CIIOCOOEH MHTEPIIPETUPOBATH MOJYyUCHHBIE BBIBOJIBI;

— 5 6annos: 3anaHue BBINOJHEHO Ha 60-65 %, moaxoa K pelieHUuro
MPaBWIbHBIM, €CTh OIMIMOKH, 3HAYHUTENIbHBIC MOTPEIIHOCTH MpU O0DOPMIICHUU, HE
MOJIHAs MHTEpIIpeTaldsl BBIBOJAOB, HE BCE OTBETHI Ha BOIPOCHI MpErojiaBaTesis
MpaBWIbHBIC, HE CIIOCOOCH HHTEPIIPETUPOBATH MOTYUYCHHBIC BBIBOJIBI;

— 4 banna: 3amaHve BBIMOJHEHO Ha 55-59 %, moaxon K pelieHUuro
MPaBUJIBHBIA, €CTh OIMMOKH, 3HAYUTEIbHBIC MOTPEIIHOCTH Mpu 0GOPMIICHUHU, HE
MOJIHAasi MHTEpIIpETalldsl BBIBOJAOB, HE BCE OTBETHl HAa BOIMPOCHI MPEMNOIaBaTElIs
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
IpenoaaBaTers;

— 2 banna: 3ananue BbImosHeHO Ha 20-40 %, perieHue COASPKUT
rpyObie OIMOKH, HEaKKypaTHOe o(opMiieHre padoThl, BEIBOJBI OTCYTCTBYIOT; HE
MOXET MMPOKOMMEHTHPOBATH X0 PEIICHUS 3a7a4H, TacT HEIPaBUIbHBIC OTBETHI Ha
BOIIPOCHI MPETIO/IaBaTEIIS;

— 1 bann: 3amaHue BBIIOJIHEHO He MeHee 4yeM Ha 20 %, perieHue
COJICP)KUT TpyOble OMMOKH, CTYJAEHT HE MOXKET IPOKOMMEHTHPOBATh XOJI
pelieHus 3aa4m, He Cloco0eH cPpopMyTUPOBATH BHIBOJIBI IO padoTe.

9.6 Tunosblie KOHTPOJbHBLIC 3adaHusdA JdA IIPOBCIACHHUSA TEKYIIEIo
KOHTPOJIsA u HpOMe)l(yTO‘IHOﬁ arrecranmmn o HTroram 0CBOCHMA
ANCIHUIIJINHBI

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

1. Yro BKiIIOUYACT B ceOSI IOHATHE «ICIOMPOU3BOICTBOY.

2. C yeM CBsI3aHO TOSIBICHUE MOHATUS «IJOKYMEHTAIlMOHHOE 00ecreyeHune
YIPaBICHUSD.

3. Kakue cmocoObl JOKYMEHTHpPOBaHUs (3amedariieHus WHPOpMalliu) Bam
U3BECTHBI.

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

5. Kakue sTansl Npouuio pa3BUTHE OTEYECTBEHHOTO JEIONPOU3BOICTBA.

6. B ueM 0cOOEHHOCTH MPUKA3HOTO JEIOMPOU3BOACTBA.

7. B ueM 0coOeHHOCTH KOJUIekKCKoro neionpounspozacTea (X VIII B.).

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

9. B uem 0cOOEHHOCTH OpraHU3aINH JIETONPON3BOACTBA B XIX B.

10.Kakumu yTsIMU 1IJIO PETYJIMPOBAHUE JEIONPOU3BOACTBA B IEPBBIE TOJIBI
COBETCKOM BJIACTH.

11.Kakue TpeboBaHUs K TOKYMEHTaM U3JI0KEHBI B 3aKOHOIATEIILHBIX aKTax.

20



12.Kakre Bompochl pabOThl € JOKYMEHTAMH pETJIaMEHTUPYIOTCS 3a-
KOHO/IaTeJIbHBIMU aKTaMH.

13.Kakoii dopmaT Oymarm peKOMEeHAOBaH 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 ueM mnpeumylecTBa COCTABICHHS W O(DOPMIIEHHS JOKYMEHTOB Ha
KOMITBIOTEDE.

19. Kakne nporpaMMbl MOTYT HCTIOJIB30BATHCS IIPU MOATOTOBKE JOKYMEHTOB
Ha KOMITBIOTEPE.

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

21. Kak caenatb TEKCT IOKYMEHTa MOHSATHBIM U YOCIUTEIbHBIM.

22. Kakoe 3Haue€HHE UMEET MOPAOK CIIOB B CIIYKEOHBIX JOKYMEHTAaX.

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 M YKaXHUTE OCO-
OCHHOCTH UX COCTaBJIEHUA U O(OPMIICHUS.

9.6.2 IlpuMepHblii IepeyeHb TeM IS T0KJIAT0B

1. OpranuzaimoHHO-PACTIOPSAIUTEIbHBIC TOKYMEHTHI aBUATIPEATIPUSITHUSA.

2.0opMBl W METOABI PabOTBI PYKOBOAWUTENS C JOKYMEHTaMHd B
aBUANPEANPUSITUH.

3. [InanupoBanue paboTHI CIIy>KOa AETONPOU3BOJICTBA.

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

5.HopmaTuBHBIE JOKYMEHTHI 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 GyHKIMH SKCTICPTHBIX KOMHCCHIA.

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

9.6.3 ConeprxaHue TeCTOB AJIsl TEKYIIEr0 KOHTPOJIA

1.J1en10onpon3BOACTBO» — I3TO... * 1) cHUCTeMa XpaHEHHUS JOKYMEHTOB;2)
OTpacib JeATEILHOCTH, OOECreYnBaromas JOKYMEHTUPOBAHUE WU OPraHU3aIUIo
paboThI ¢ OUIMATTEHBIMU JOKYMEHTaMH; 3) COCTaBJICHUE JIOKYMEHTOB.
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2.YKaKATe TEPMHH, WMEIONMNA TaKOW JK€ CMBICI, Kak W TEPMUH
«JICNIOMPOU3BOACTBOY»: 1) JOKyMEHTHUpOBaHHas WHQOpManus; 2) CHUCTeMa
JOKyMEHTaluu; 3) JOKyMEHTAIlMOHHOE oOOecledeHue  ympaBieHus;, 4)
JIOKyMEHTUPOBaHHUE.

3.K xakoMy TOKYMEHTY OTHOCHUTCS CIIEIYIOIIasi XapaKTepUCTUKA «SBIIACTCS
OCHOBHBIM  HOPMAaTHUBHO-METOJIMYECKUM  JOKYMEHTOM, ONpPEACNSAIOMUM |
YCTaHABJIMBAIOIIUM €IUHBIN MOPSAOK COCTaBIEHUs, OPOPMIICHUSI JOKYMEHTOB U
paboOThl ¢ HMMHU B OpraHM3alUU»: |) HHCTPYKIUS IO JEIONPOU3BOJICTBY; 2)
HOMEHKJIaTypa Jen; 3) periaaMeHT paOoThl.

4.00s3aTebHO M JOJKHA OBITh MHCTPYKIUS TO JETONPOU3BOJICTBY B
KKIOM yUPEKICHUH, opraHu3anuu: 1) na; 2) Her.

5.IloueMy HMHCTpPYKIUSI IO AETONPOU3BOJCTBY KOHKPETHOM OpraHHU3aliu
BCET/Ia MHAUBHIyalbHAa: 1) Tak KaKk OHa B KKIOW OpraHM3aluu pa3padaThIBacTCs
pasHBIMU JIIOJbMH;, 2) IOTOMY, YTO B pa3HbIX OPraHMU3ALHUAX [O-Pa3HOMY
Ha3bIBAETCS CIy>kK0a JIeTOMpPOM3BOJICTBA; 3) MOTOMY, YTO OHA YUYWUTHIBAET BCE
0COOEHHOCTH, KaK COCTaBa JOKYMEHTOB, TaK U TEXHOJIOTUU UX 00paOOTKH.

6.Uto 0ObIYHO fgaeTcsi B TOPWIOKEHUSX K  MHCTPYKIHMH 110
JETONpPON3BOACTBY: 1) 00pa3ubl JOKYMEHTOB, ()OPMBI JOKYMEHTOB, Pa3lIMYHbBIC
CIIMCKM WM TMepeuHu; 2) oOpasibl MOJIKHCeld pyKoOBoauTeNeH, (GopMyspbl
JIOKYMEHTOB, CIIUCKH JOKHOCTHBIX JIUIl, UMEIOLIUX MPABO MOAMUCH JOKYMEHTOB.

7.HazoBuTe BUIBI MHCHBMEHHBIX TOKYMEHTOB, KOTOPHIE BXOIAT B COCTaB
YHUPUIIUPOBAHHOM CUCTEMBI OpraHU3aIMOHHO-PACTIOPSANTETFHON
JOKyMEHTauu: 1) opraHW3alMOHHBIC, PACTIOPSIUTENLHBIC, WH(POPMAIMOHHO-
CIpPaBOYHBIC JIOKYMEHTBI M JOKYMEHTHI TI0 TpPYAOBBIM OTHOLICHHUSAM; 2)
OpraHM3allMOHHBIC,  PACHOPSAUTEIbHBIE W WH(GOPMAIMOHHO-CIPABOYHBIC
JOKYMEHTBHI; 3) OpraHU3aIMOHHBIC U PACTIOPSAUTEIBHBIC JOKYMEHTHI.

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

9.Kakoit 'OCT pernameHTHUpyeT MpaBuiia pasMenleHus U o(opmiIeHHs
PEKBU3UTOB OPraHU3AIMOHHO-pacoOpAaUTENbHBIX JokyMeHTOB: 1) TOCT 6.37-98;
3) TOCTP 6.30-97; 4) 'OCTP 6.30-2003.

10.Ha xakme nokymeHtbl pacnpoctpansercs ['OCTP 6.30-2003: 1) na
yIPaBJICHYCCKHE M HSKOHOMHYECKHE JOKYMEHTBI; 2) Ha BCE JOKYMCHTHI,
COMPOBOXAAMOIINE JIEATEIHHOCTh JIOOOW OpraHu3allid, YYPEeKICHUS WM
npeanpusitusi; 3) Ha opranuzanuoHHO-pacniopsauteiababie 1okyMeHThl (OPJ]),
OTHOcsALMECs K yHupuuupoBanHoii cucreme OP/I.

11.BoccTaHoBUTE MPOMYIIEHHOE CI0BO: «PEKBU3UT — 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 KOHKPETHBIH HAOOp HEOOXOJUMBIX PEKBU3UTOB Ha
JIoKyMeHTe: 1) oT crioco0a MoAroToBKH JTOKYMEHTa, BEIOpaHHOro popmaTa Oymaru
Y TEXHOJIOTHH pabOThI C TJOKYMEHTAMH, IPUHATOW B OPraHU3aAIUK; 2) OT PEIICHHS
aBTOpa JIOKyMEHTa ¥ OT KBaIM(UKAIMU UCIIOJIHUTENS; 3) OT BHJA JOKYMEHTA,
ATana ero MoJroTOBKU U pabOThl C HUM.

15.CkonpKO BapHaHTOB OJIAHKOB YCTAaHOBJIEHO B 3aBHCHMOCTH OT cIrioco0a
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 H JUIS (pakcoB; 2) OJIAaHK IS PACIOPSIUTEIBHBIX JOKYMEHTOB, 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 COOTBETCTBHM C ycTaBOM (IIOJIOKCHHEM 00
opraHuszaiu); 2) B COOTBETCTBHUH C IMPHKA30M PYKOBOIMTENS, 3aKPCILISIOIIMM
OIpeeICHHBINA CII0c00 M300pakeHHst HMOJIEMBbI; 3) B COOTBETCTBHH C JINLICH3UEH,
BBIJIJAHHOW Ha TOT WJIM MHOM BUJ IEATEIbHOCTH OPraHU3aIlUH.

18.Korma Ha JOKyMEHTaX NPHUBOJAT COKpAIlEHHOE HAaMMEHOBaHUE
opranm3anuu: 1) KOTJa OHO 3aKpPEIUICHO B YYPCAUTCIBHBIX JIOKYMEHTAX
OpraHu3aIyy; 2) KOoraa NPUKa30oM PYKOBOJUTEINS Pa3pelieHo ero UCIOIb30BaHNUE;
3) korga JTOKYMEHT OOJIBIIOW, M HEO0OXOJUMO CIKOHOMHUTH MECTO Ha IIOJIC
JIOKyMEHTA.

19.Kakue cBeneHHs MPUBOJAT B CIPABOYHBIX JAHHBIX 00 OopraHm3anuu: 1)
MOYTOBBIA ajpec, HoMmep TeneoHa W JApyrue CBEASHUS TIO0 YCMOTPEHHIO
opranm3anuu; 2) ¢opmMa COOCTBEHHOCTH, Ha3BaHUC OJDKHOCTH U (haMUIIHS
PYKOBOJIUTENISI, HAMMEHOBAHUE BBIIIECTOSIIEH OpraHU3allvu.

20.Beibepute TpaBWIbHBIA BapuaHT OG(OPMIICHHSI 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 JTFOOOM HOKyMeHTe: 1) HeT; 2) na.

22 .Kakoii MOMEHT MOXKET CUMTAThCsl OCHOBHOM JIaTOM JJOKyMeHTa: 1) Bceraa
— 9TO JIaTa MOIMUCAHMS TJOKYMEHTa; 2) 3TO J1aTa YTBEPKICHHUS WUJIM COTJIACOBAHHMS
JOKYMEHTa; 3) 3TO MOXET OBbITh JaTa MOJIMUCaHUs, YTBEPKIACHHUS JOKYMEHTA I
JaTta COOBITHS, 3a()UKCUPOBAHHOTO B HEM.

23.Bribepute mpaBUiIbHBIN criocod ohopMIleHHs NaThl MpPU PErucTpaluu
nuchMa wim npukasa: 1) 14.12.2010; 2) 14.12.10; 3) 14.12.2010 .

24 PerucTpaioHHbI HOMEpP JOKYMEHTa — 9TO... (BBIOEpPHUTE MPABUIHHBIN
BapMaHT MPOJOJDKEHHUS OmpenesieHus): 1) MOpsSAKOBBIA HOMEp JOKyMEHTa B
OpraHu3alu-mojyyarene; 2) ero ycioBHoe mudpoBoe (MHOrAa OYKBEHHO-
udpoBoe) 0003HAYCHHME, MPOCTABISEMOE NPU PETUCTpaIvu; 3) MOPSIKOBBIM
HOMED TOKYMEHTA B OpraHU3AINH-OTIIPaBUTEIE.
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25.B  kakux  ciayyasx = HcCmoib3yercs — pekBu3uT  «CcbUlka  Ha
PETUCTPAIIMOHHBIA HOMEp M JIaTy JOKyMeHTa»: 1) Korja JTOKYMEHT TOTOBHTCS 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
JOKYMEHT (HOPMATHUBHBIN aKT, MMOJIOKCHHUE, HHCTPYKITHUIO).

26.Korna odopmisercss pekBU3HT «MECTO COCTaBIICHUS WIH W3JaHS
JOKyMeHTa»: 1) Bcerja, Ha KaXJIOM JOKYMEHTE; 2) BO BCEX CiydYasx, KOria
JOKYMEHTBI OTHPABJSIFOTCS U3 OpraHW3aluu; 3) B TEX CIIydasx, €CJIH 3aTPYAHEHO
OTNpe/IeTICHNe MECTa COCTABIICHUS WIM W3JaHUA JOKYMEHTa MO PEKBU3UTAM
«HanmenoBanue opranuzanum» uian « CipaBo4HbIE TaHHBIE 00 OpraHU3aIuN».

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

28.I'ne  yka3pIBalOTCS  WHUIMANBI TPH  JAPECOBAHMHM  JIOKYMCHTA
JOJDKHOCTHOMY JuIly: 1) mepen hamunueii; 2) mocie dhamMuinm.

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

30.K muceMy MpuKIIaabIBaeTCs MOJI0XKEHNE 0 KpenuTtoBanuu. Kak opopmurth
OTMETKY O HaJM4YMH TPWIOKEHHS, €CIIM OHO Ha3BaHO B TEKCTEe NHcbMa: 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
BU3UPYIOIIETO JOKYMEHT W JaTy TWOJNHWCaHus; 3) TOAMHUCh W JOJDKHOCTB
BU3HPYIOIIETO JOKYMEHT, pacIIu(ppOBKY MOIMUCH U JaTy MOAMUCAHUSI.

32.Ecnu MOKyMEHT MOJTOTOBJICH Ha OJIaHKe OpraHHW3allii, HY>KHO JIU MPH
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 10KHOCTE B pekBu3uTe «lloanucey 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 ucrosnHuTene: 1) damunuio, uMs u
OTYECTBO HCIOJHHUTENSA TIOJHOCThIO; 2) HOMep TeiehOoHAa HCIHOTHUTENA; 3)
WHUIHAIBI 1 (DaMUTTNIO UCTIOTHUTENS JOKYMEHTa, U HOMEp ero TenedoHa.

36.C kakoil 1Lenpl0 Ha CIYy)XKeOHOM MHUChbME YKa3bIBAlOT WHUIMAJIBI,
bamunto u Tenedon ucrnomHuTeNs: 1) 11 OMepaTUBHOMN CBSA3U C MCIOJIHUTEIIEM;
2) s IPUIAHUS TOKYMEHTY FOPUINYECKOM CHITBI.

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

38.Kakum oOpazoM jenalOT OTMETKY O KOHTpOJi€ 3a UCIOJIHEHUEM
nokyMeHTa: 1) 0003HavaroT OykBoi «», c10BOM wiy mtamnom «McrnomHeHo»; 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 M HAIPaBJICHHH €ro B Jeiao»: 1) WCHoJHUTENnb, pabdOoTaBIIUN ¢
JOKYMEHTOM, WJIM PYKOBOJHUTEIb €ro CTPYKTYPHOTO IOApA3JCICHUS, 2)
pykoBoauTels Ciryx0b1 JIOY; 3) pykoBoAHUTEh 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) jeBoe =25
MM, BepxHee =10 MM, mpaBoe =10 mm, HikHee =10 mm; 3) aeBoe =20 MM, BepXxHEe
=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 «Ipuda coriiacoBanusy ¢
noipkHocTHRIM - JturioMm: 1) «COI'JIACOBAHO» [Iupektop OAO  «[lumot»
[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» IHognmuce B.B. ITetpos 08.04.2010.

9.6.4 IlpuMmepHblii mnepeyeHb BOMPOCOB /IS  MPOMEKYTOUYHOI
arrecrauuu B (popme IK3aMeHa

1.YTo BKJIFOYAET B ce0s MOHATHE «JIETOMPOU3BOJICTBOY.

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

3.Kakue cmocoObl JOKYMEHTHpOBaHUS (3amedatiieHusi nHpopmaiuu) Bam
U3BECTHBI.

4.Yto Takoe «CUCTEMa JOKYMEHTAIMM» U «YHU(DHUIIMpPOBAHHAS CHUCTEMa
JTOKYMEHTAIUN».

5.Kakue sTansl npouwio pa3BUTHE OTEUYECTBEHHOIO JEI0NPOU3BOCTBA.

6.B 1ueM 0COOEHHOCTH MPUKA3HOTO AEIONPOU3BOICTBRA.

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

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

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

10.Kakumu myTsIMH LIJTO PETYIUPOBAHUE JETONPOU3BOACTBA B IEPBBIE TOMBI
COBETCKOM BJIACTH.

11.Kakue TpeboBaHUs K TOKYMEHTAM U3JI0KEHBI B 3aKOHOIATEIILHBIX aKTaX.

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

13.Kakoit dopmar Oymarum pexoMeHI0BaH s O(POPMIICHHUS CIYKEOHBIX
JIOKYMEHTOB.
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14.Ha3zoBuTe OCHOBHBIE BUAbI OJAHKOB, MPUMEHSEMBIEC B YUPEKICHUAX.

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 mnpeumyiiecTBa cOCTaBlieHUST U OQOpPMIICHUS JOKYMEHTOB Ha
KOMIIBIOTEPE.

19.Kakue nporpaMmbl MOTYT UCIIOJIb30BaThCSA MPHU MOATOTOBKE JOKYMEHTOB
Ha KOMIIBIOTEDPE.

20.Kakue npeumyImiecTBa 1aeT KOMIBIOTEP B OPOPMICHUH TEKCTA.

21.Ha3zoBuTte pyHKINN JOKYMEHTA M UX XapaKTEPUCTHUKA.

22 Kakoe 3Ha4eHHEe UMEET MOPSIO0K CIOB B CIY>KEOHBIX IOKyMEHTAX.

23.Kakue TpeOOBaHUA MNPEABSIBISIOTCS K KOMIIO3UIUU  CITY>KEOHBIX
JIOKYMEHTOB.

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

25.Ha3zoBuTte BuABI pPACHOPAAUTENBHBIX JIOKYMEHTOB M YKaXXHUTE€ OCO-
OCHHOCTH UX COCTaBJICHUS U OPOPMIICHHUS.

26.B yem ocoOeHHOCTH cOCTaBIIEHUS U O(DOPMIIEHUS 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 COCTABICHUI0 U O(POPMIIECHHUIO
OOBSCHUTENBHBIX 3aHCOK.

30.Kakue TpeOoBaHUS NPEABABISAIOTCS K COCTABICHHIO U O(POPMIIECHUIO
CIIyKeOHbIX nceM. KakoBbl pa3HOBUHOCTH IMHCEM.

31.VkaxxuTe THUMNOBBIE OpPraHU3alMOHHBIE CTPYKTYpPhl CIY>KObl Jeno-
IIPOU3BOJICTBA.

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

33.Kakue OCHOBHbIE (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 ciyxbOe Je-
nonpousBoacTea. KakoBa ctpykrypa tekcra [lonoxenusl.

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

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

39.YT0 Takoe CpOKOBBII KOHTPOJIb U TEXHOJIOTHS €r0 BEICHUSI.

40.YTo Takoe TEeKylUid, MPEayIPEAUTENBHBIN U UTOTOBBIA KOHTPOJIb.

41.Kakue ¢Gopmbl KOHTpOJII 3a CpPOKaMH WCIIOJHEHUS JOKYMEHTOB
IPUMEHSIOTCS B I€JIONPOU3BOJICTBE.

42.Yt0 Takoe HOMEHKJIATypa JeJl U KaKOBBI 00IIHe TPeOOBaHUS K HEH.

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

45.YT10 moHMMAaeTCs MOJ SKCIEePTU30M HEHHOCTH TOKYMEHTOB U OCHOBHBIE
KPUTEPHH OLICHKH.

46.YT0 BXOAMT B 331a4 U (QYHKIIMH SKCIEPTHBIX KOMUCCHIA.

47.Y10 BXOAMUT B KOMIUIEKC paboT 1o o(OpMIICHHUIO AeN U KaK oopmisieTcs
aKT Ha YHUYTO)KEHUE IOKYMEHTOB.

48.Kak opopmIsitoTcst iesia BpEMEHHOTO0, IIOCTOSHHOTO U JIOJITOBPEMEHHOTO
CPOKOB CpOKa XpaHEHHUSI.

49. KakoB opsI0K COCTaBICHUS, OPOPMIICHUS OTIMCEH 1 OOJIOKKH JE.

50. KakoB nopsiiok nepenayu Aei B apXyB.

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

1.ITogroroBuTh mNpuKaz 00 YBOJBHEHWHM 32 HAPYIIEHHE TPYAOBOU
TUCHMIUIMHBI padoTHUKA 0a361 DPTOC.

2.Hanucath OCHOBHBIE pa3zeibl, (QYHKIUU U 3aJa4d TOJOXKEHUA 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 MPOTOKOJI KOMHCCHHM IO PACCIEIOBAHUIO aBUALMOHHOTO
MPOUCIIECTBHUS.

6.CoCcTaBUTh HMHCTPYKLUUIO OOCITYXUBAaHHS PATUOTEXHUUYECKUX CPEJICTB
MOCAJIKH.

7.CoCTaBUTh JTOJDKHOCTHYIO HMHCTPYKIIMIO HadallbHUKAa OO0BEKTa O0a3bl
SPTOC.

8.CocTaBUTh TPOTOKOJ pacCleOBaHUS TMPUYUHBI OTKaza pPabOThI
PAIUOTEXHUYECKUX CPEACTB MOCAIKH.

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

10.IToaroToBUTH NMpHKa3 o moompeHun JuaHoro coctara 6a3sl IPTOC ko
JHto Panmo.

10. MeTonnyeckne peKOMEHIAIUM [JIs1 O0OYYAIOIIMXCSl MO OCBOEHHIO
AUCHUTITHMHBI

N3ydenne aucuurinHbl — «JIOKyMEHTOOOOPOT U JICJIONPOU3BOJICTBOY
OOyYarOIIMMHUCSI OPraHu3yeTcsl B BUJAC JICKIUNA, NPAKTUYECKUX B3aHITHH U
CaMOCTOATENBHON paboThl. [IpoMOIKUTETFHOCTh U3YUEHUST NUCITUTUTHHBI — OJTUH
CeMEeCTp. YpPOBEHb U KA4eCTBO 3HAHWK OOYyYaromIuXcsi OIICHUBAIOTCS IO
pe3yJibTaTaM TEKYIIETO KOHTPOJIS YCIIEBAEMOCTH M IMPOMEXKYTOYHOM aTTECTALlUU
10 UTOTaM OCBOCHUS IUCLMIUIMHBI B BUJE 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 AUCIUIUIMHBI, €€ MECTOM B CHUCTEME HayK M CBA3SMU C APYTHUMH
JTUCHUTUIMHAMU;

— KpaTKoe, HO, TI0 CYIIECTBY, M3JI0XKEHHE KOMILJIEKCA OCHOBHBIX HAyUHBIX
MOHSATHUH, TIOJX0I0B, METO/IOB, IPUHIIMIIOB TAHHOMN JUCIIMIUIAHEI;

— KpaTKoe M3JI0KEHHE HauOoJiee CYIIECTBEHHBIX IMOJIOKCHUH, PACKPBITHE
OCOOCHHO CJIOKHBIX, aKTyaJbHBIX BOIPOCOB, OCBEIIEHUE JHCKYCCHOHHBIX
po0em;

— OIpEACIICHUE TEPCIeKTUBHBIX HAMPaBICHUN TadbHEHIIETO pPa3BUTHS
HAy4YHOT'O 3HaHUS B JAHHOW 00JIaCTH COIMATIbHO-3KOHOMUYECKOH eI TeIbHOCTH.

Jlekuiuu MOTHUBUPYIOT OOYYAIOMIETOCS HA CaMOCTOATENBHBIM TOUCK W
U3Y4YCHUE HAYYHOUW U CHEIUaIbHON JTUTEPATYPhl U APYTUX UCTOYHUKOB IO TE€MaM
JTUCHUTUIMHBI, OPUEHTUPYIOT Ha BBISIBIICHUE, (POPMYJIHMPOBAHUE U HCCIIETOBAHUE
HamOoJiee AaKTyaJbHBIX BOMPOCOB M TMpOOJEeM, HAa KOMIUIEKCHBIA aHalIu3
COLIMAJIbHO-DPKOHOMHYECKHUX SIBICHUH U MPOIECCOB, HA aKTUBU3AIIMIO TBOPUYECKOTO
Hayayia B U3y4YCHUU JUCIUTLITUHBI.

B xone m3ydeHus TUCHHUIUIAHEI «/[0KyMEHTOOOOPOT M JETOTPOU3BOICTBOY
MPOBOJSATCA KaK TPATUIMOHHBIC JIGKIMH, B XOJ€ KOTOPBIX MCIOIB3YIOTCS
NPEUMYIIECTBEHHO  Pa3bsCHEHHWE, WJUIIOCTpAIusl, OMHCAHHWEe, TMPHUBEACHHE
IPUMEPOB, TaK U MPOOJIEMHBIC, XapaKTEPU3YIOUIUECS BCECTOPOHHUM aHAIIU30M
SIBJICHWI, HAYYHBIM TTOMCKOM UCTHHBI. [IpoOiieMHast IeKIHs onmMpaeTcs Ha JIOTUKY
MOCIIEIOBATEIbHO MOJICTUPYEMBIX MPOOJIEMHBIX CHUTYallMid IMyTeM TOCTAaHOBKH
MPOOJIEMHBIX BOMPOCOB WJIM TPEAbSIBICHHUS MPOOJIeMHbIX 3amad. [IpoGremuas
CUTyalllsl — 3TO CJIOKHAs, MPOTUBOpEYHMBAasi OOCTAaHOBKA, CO3/1aBaeMasi IyTeM
MOCTAaHOBKM  MPOOJIEMHBIX  BOMPOCOB  (BBOAHBIX), TpeOyromasi aKTUBHOMN
MO3HABATENILHON JIEATeIbHOCTH OOYyYaloIUXCs IS €€ NPaBWIbHOW OIICHKU U
paszpemienusi. [IpoOnemHBIII  BOmpoc COAEpPKUT B cede  HUATEKTUYECKOe
MPOTUBOPEYHE U TpeOyeT Il pasperieHUuss He BOCIPOU3BEACHHS HU3BECTHBIX
3HAHWM, a pa3MBIIIJICHUS, CPABHEHUS, TIOMCKA, TPUOOPETEHUSI HOBBIX 3HAHUN WM
MIPUMEHEHUS TTOJTYICHHBIX paHEe.

3HauuMbIM  ()AaKTOPOM  MOJHOLIEHHOW W  IUIOJOTBOPHOM  paboThI
oOydaromerocss Ha JIEKIMW  SBJIAETCA  KyJdbTypa BEIEHUS  KOHCIEKTa.
[IpuHIIMTIHATFHO HEBEPHBIM, HO TOJYYMBIIMM B HAIle BPEeMsS JOCTaTOYHO
IIMPOKOE PACTIPOCTPAHEHHE, SIBISICTCS OTHOIICHHWE K JISKIIMHU KaK K «JIUKTaHTY,
KOTOPBI OOyYaromuiics MOKET aKKypaTHO M JOCIOBHO 3amucarh. Crmymias
JICKIIUIO, HEOOXOAMMO HAyYHUTHCS BBIACHATh W (DUKCUPOBATH €€ KIFOUEBBIC
MOMEHTHI, 3alliChiBasg WX OOJiee YETKO M BBUICISIS KaKMM-JHMOO CIocoOoM U3
OO0IIero TeKcTa.

[lone3Ho NpPUMEHATH Kakyo-IM00 YIOOHYI0 CHCTEMY COKpalleHHd |
YCIIOBHBIX 0003HA4YeHHWI (M3 HM3BECTHBIX WU BBIPAOOTAHHBIX CAMOCTOSTEIHHO).
[IpumeHneHnne Takoil CHUCTEMBbI TTIOMOXKET 3HAYUTENHHO YCKOPUTH MPOIIECC 3amHCH
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aexiuu. KOHCHEKT JeKIUU MPearnouYTUTENIbHO MUcaTh B OAHOW TETpajau, a HE Ha
OTIEJIbHBIX JMCTKaX, KOTOpbIE IOTOM MOTYT 3aTepsThbes. Takxke s 3amucu
TEKCTa JIEKIMM MOXKHO BOCIIOJB30BaTbCsl HOYTOYKOM, WM  IUJIQHILIETOM.
PekoMenayeTcss B KOHCIEKTE JIEKIIMM OCTaBISATH CBOOOJHBIE MECTa, WJIM MOJI,
HaIpuMep JJs TOro, 4ToObl ObUIAa BO3MOXHOCTH 3allUCH  HEOOXOAMMOMN
uH(popMaluu Npu paboTe HaJ MaTeprallaMu JIEKIH.

[Ipy BeneHMM KOHCHIEKTa JIEKUMU HEOOXOAUMO YETKO (DPUKCHpPOBATh
pyOpHKaIio MaTepuaia — pasrpaHMueHUE pas3zesioB, TEM, BOIIPOCOB, maparpados
u T.1m. OO0s3arenbHO ClEeayeT JeiaTh CHEelUaJbHbIE TOMETKH, HalpuMep, B
cllydasix, KOTrJla Kakoe-Tu00 OmpeneieHne, TMOJO0KEHHE, BBIBOJI OCTaJHCh
HESICHBIMU, COMHUTEIbHBIMU. BBIBaeT, 4TO MaTepua HE yCIenu 3amucaTh. Toraa
Tak)Ke€ HEOOXOJUMO CJIeNaTh COOTBETCTBYIOIIME TMOMETKA B TEKCTE, YTOOBI HE
3a0BITh, B JAJIbHEHIIIEM, BOCTIOJTHUTDH 3Ty HH()OPMALIHIO.

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

[IpakTHueckue  3aHATUS 1O  JUCHUIUIMHE  «JlOKyMEHTOOOOpOT U
JEJIONPOU3BOACTBOY TPOBOAATCA B COOTBETCTBUM C Yy4e€OHO-TEMaTHYECKUM
IUIAHOM 10 OTAENbHBIM TIpynnam. llenb NpakTHUecKux 3aHsATHH — 3aKpenuTh
TEOPETUYECKHE 3HAHWA, MOJY4YCHHBIE CTYJCHTaMU Ha JICKIUSAX W B PE3yJIbTaTe
CaMOCTOSITENIFHOTO HW3YYE€HHUSI COOTBETCTBYIOIIHUX pPAa3JEiOB PEKOMEHIYEeMO
JUTEpaTyphl, a TakKe MPHOOPECTH HaYaIbHBIC MPAKTUYECKUE YMEHUS U HaBBIKH,
ONMCAHHBIE B II. 3.

Tembl NPAaKTUYECKUX 3aHATUN 3apaHee COOOIIAIOTCS 00yyaromuMmces s
TOTO, YTOOBI OHU MMEIH BO3MOXHOCTH TOJITOTOBUTHCS U TPopadoTaTh
COOTBETCTBYIOIIME TEOPETUUYECKUE BOMNPOCHl IUCUUIUIMHBIL. B Hauane kaxmaoro
IPAKTUYECKOTO 3aHATHS MPENoJaBaTeslb KPaTKO AOBOAUT 0 OO0y4arOUIMXCs LEib
U 3a/la4Ml 3aHATUS U OOpallaeT BHUMaHuE OOYyYaroIIMXCsl HAa HauboJjiee CIOXKHbIE
BOIPOCHI, OTHOCSIIIHECS K U3y4aeMO TeMe.

B pamkax mpakTHUecKOro 3aHsATusi oOyyarouiuecs: 0O0CyXAaroT JOKJIaIbl U
JMCKYCCUOHHBIE BOIIPOCHI, PEIIAIOT 3a/a4yd M KEHMChl CaMOCTOSITENIbHO WM TpU
NOMOUIM TMpernojaBaTelisd, a TakkKe BBIIOJHAIOT TecThl. llpenonaBarens, Kak
NPaBUJIO, BBICTYMAE€T B POJIM KOHCYJIbTAHTAa MPH PEHICHHHM 3a7ad U KeEHCOB,
OCYIIECTBISIET KOHTPOIb TMOTYYEHHBIX 00YUYaIOITUMICS PE3yIbTaTOB.

Ha ycmoTpenune npenogaBatens (WM MO KeJTaHUI0 00Yy4YaroIIerocs) K J0CKe
BO BpeMs MPAKTHUYECKOTO 3aHSATHUA MOXET OBITh MPUIJIAIIEH O0y4arolmuics s
OOBSICHEHHsI pelIeHHs 3aJadu, Keica, JOoKJIaaa Mo BompocaMm TeMbl. [lo mToram
MPAKTHYECKOTO 3aHATHS MPENOJaBaTEh MOXET BBICTABIATH B KYpPHAJI TPYIIIIHL,
MOJTy4YE€HHBIE 00Y4aIOIIUMHUCS OaJLIbI.

OtcyTrcTBUE OOydaroImMXCsl Ha 3aHATHSAX WM MX HEAKTHBHOE y4yacTHE Ha
HUX MOXET ObITh KOMIICHCHPOBAaHO  CaMOCTOSITENIbHBIM  BBITIOJIHEHUEM
JIOTIOJIHUTEIBHBIX 3aJlaHUN U TPEICTaBICHUEM MX Ha MPOBEPKY MPENOJaBaTENIo C
BBICTABJICHUEM OAJIJIOB.

B coBpemMeHHBIX YCIOBUSX Mepea 00y4arolMMUCS CTOMT BaXkHas 3ajgava —
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HAy4YuThCs paboTaTh ¢ MaccuBaMu HH(popmanuu. OOydaromuMcs HEOOXOIUMO
pa3BuBaTh B ceOe CIOCOOHOCTh W MOTPEOHOCTh MCIOJIB30BATh JOCTYITHBIE
MH(OPMAIMOHHBIE BO3MOXKHOCTH W PECYPCHI JJIsi MOMCKA HOBOI'O 3HAHUSA U €r0
pacnpoctpaneHus. OOyyaromuMcsT HEOOXOJUMO HAYYUThCS YINPaBIATH CBOEH
UCCJIEI0BATENLCKONW M TTO3HABATENLHOMN JIEATEIbHOCTRIO B CUCTEME «UH(pOpMAaIs
— 3HaHue — uHpopMauus». [Ipexae Bcero, /sl TOCTHXKEHHS dTOHM 1IeJid, B BYy3€
OpraHu3yeTcsi  caMmocTosiTeJbHass pabora  oOyuwaromuxcs. Kpome  Toro,
COBpEMEHHOE OOydeHHe (CTaHmapThl, Y4YeOHBIC TUIAHBI) TMIPEANOJaraer, duTo
CYILLECTBEHHYIO YaCTh BPEMEHU B OCBOCHUM Y4E€OHON JUCHUIUIMHBI O0yUYarOIIHICs
IPOBOAUT CAaMOCTOSITENbHO. [IpUHATO cUMTaTh, YTO TakoW MeTox OOydeHHus
JOJDKEH  CIOCOOCTBOBaTh ~ TBOPYECKOMY  OBJIQJEHUIO  OOy4aron[uMucs
CHEIMATbHBIMUA 3HAHUSAMU U HABBIKAMHU.

Llenpto caMOCTOSATENFHON pabOThl OO0YYAIOMIMXCS MPH M3YyYEHUH Y4eOHOM
JUCHUTUINHBL  «J[OKYyMEHTOOOOPOT U JIENOMPOU3BOJICTBO» SBJISETCS BbIPAOOTKA
UMHU HaBBIKOB pa0OThl ¢ HOPMATHBHO-IIPABOBBIMU aKTaMH, HAYYHOH W y4yeOHOMH
JUTEpaTypo, JAPYrMMU HUCTOYHMKAMHU, MaTe€pUaJlaMd HSKOHOMUYECKOM U
YIPaBICHYECKOW MPAKTUKH, a TAKXKE PA3BUTHE y OOYyYaroIIMXCS YCTOMUMBBIX
CIIOCOOHOCTEM K CAaMOCTOSITEIBHOMY M3Y4YEHHI0O M OOpabOTKe MOIy4eHHOH
uHpopmaIuu.

B npomecce camocrosTenbHOM  paOOTHl  OOydaromMiics — JIOJKEH
BOCIIPUHUMATh, OCMBICIMBATh U YIIIYOJISATh MOJy4aeMyr HH(POPMALHIO, peuiaTh
IPaKTUYECKUE 3a7aul, AHAIM3UPOBATH CHUTYyallMd, MOATOTABIMBATH JOKJIAJBbl,
BBINIOJIHATH JIOMAallHUE 3aJlaHus, OBJAJE€BaTh NMPO(PECCHOHATBHO HEOOXOIUMbIMU
HaBbikaMu. CaMocTosiTenibHas paboTa oOydarolierocsi BeCbhMa MHOTrooOpasHa U
coziepkaresibHa. OHa BKIIIOYAET CIAEAYIOIINE BUAbI 3aHITHIA:

—  CaMOCTOSITENbHBIM MOAOOp, H3yYEeHHE, KOHCIEKTUPOBAHHUE, AHAIIN3
y4eOHO-METO/IMYECKOM M HAyyHOM JHUTepaTypbl, MNEPUOJUUYECKMX HAYUYHbIX
U3JlaHUi, HOPMAaTUBHO-IIPABOBBIX JOKYMEHTOB, CTAaTUCTHYECKOM HH(pOpMaluy,
Y4ETHO-O0TYETHON MH(POPMAIINH, COACPIKAIICICS B JOKYMEHTaX OpraHU3aIlHii;

— UWHAMBUAYyaJlbHas TBOpYecKas padoTa MO OCMBICICHHUIO COOpaHHOU
uHpOpMallMU, TMPOBEICHUI0 CPABHUTEIBHOTO aHajliM3a M CHUHTE3a MaTepuasos,
MOJyYEHHBIX U3 Pa3HbIX UCTOYHUKOB, HHTEPIIPETALlMK UH()OPMALINU, BHITIOJHEHUE
JIOMaIlTHUX 3aJIaHuM;

— 3aBepUIAIOUIMI 3Tall CaMOCTOSITENIbHOW pabOThl — MOATOTOBKA K cllaye
3ayera, OJK3aMeHa MO0 JUCUMIUIMHE, MPEeaNoJyiararomias HHTErpalue |
CUCTEMATU3ALIMI0 BCEX IMOJYYEHHBIX MpPU M3YYCHUH YYEOHOW JMCLUILIUHBI
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 CIEAYIOIIMMH €€ BUIAMHM, Pa3IEICHHBIMU 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 |
uHGOPMAITMOHHON TeIEKOMMYHHKAITMOHHOM ceTn MHTepHeT u 1p.;

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

—paboTa ¢ KOHCIIEKTOM JIeKIIU (00paboTKa TEKCTa);

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

— COCTAaBJICHHE IJIAaHA U TE3UCOB OTBETA;

—COCTaBJICHHE albOOMOB, TAOJHI], CXEM IJis CHCTeMaTH3alud Y4eOHOro
MaTtepuania;

—U3y4eHHE HOPMATUBHBIX MaTEpPUAJIOB;

— OTBETHI Ha KOHTPOJIbHBIE BOTIPOCHI;

—aHalluTU4YecKass 00paboTKa TEKCTa;

—TIOJIF0OTOBKA TE3UCOB COOOIIEHUH K BBICTYIUICHUIO Ha TMPAKTHYECKOM
3aHSITHH,

—IOATOTOBKA TEMAaTUYECKUX KPOCCBOPOB H JIp.;

—paboTa ¢ KOMIBIOTEPHBIMHU IPOTrPaMMaMU;

—TOJIFOTOBKA K CAAay4e 3a4eTa, SK3aMeHa U JIp.;

B) i (OpMUPOBAHUS YMEHHUIN 1 HABBIKOB:

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

— pellieHre BapUaTUBHBIX 3a/1a4 U yIIPAKHEHUH;

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

—TIPOEKTHPOBAHWE U MOJICTMPOBAHME PAa3HbIX BHJIOB M KOMIIOHEHTOB
npoecCHOHaNBbHOM eI TEIbHOCTH;

T) 71 CaMOIIPOBEPKHU:

—OJAITOTOBKA MH(OPMALIMIOHHOTO COOOIIEHMUS;

— HanucaHue KOHCIIEKTa MePBOUCTOUYHUKA, PEIICH3UH, AHHOTAIUH;

—COCTaBJICHHE OIOPHOTO0 KOHCHEKTAa, TJI0CCapusi, CBOJHOM TaOMHUIBI TIO
TE€ME, TECTOB U 3TAJIOHOB OTBETOB K HUM,;

— COCTABJICHHE U PEIICHUE CUTYallMOHHBIX 33]1ay;

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

— CO3J]aHME MaTEPUATIOB IIPE3ECHTALUI U JIp.

CrnenoBaHue TPUHIMIIAM CHCTEMATHUYHOCTH U TIOCJIENOBAaTEIHLHOCTH B
CaMOCTOSITENIbHOM paboTe COCTaBiIsieT HEOOXOJUMOE YCIOBUE €€ YCIEIIHOIo
BbIMOJIHEHU. CHCTEeMAaTHYHOCTh 3aHATHN TPENrojaraeT paBHOMEpPHOE, TI0
BO3MOXXHOCTH B COOTBETCTBUM ¢ 1L 5.2, 54 wu 5.6 wnHacrosmein PIIJ,
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pacnpeneneHue oobemMa pabOThl B TEUCHHE BCETO MPEITYCMOTPEHHOTO YYCOHBIM
IJJAHOM CpOKa OBJAJCHMS JaHHOW JUCHUIUIMHOW. TakolW MOAaXoJd MO3BOJIAET
n30exaTh JepUIMTa BPEMEHH, IMEPErpy30K, CICIIKHM W T.II. B 3aBEpIIAONIUN
nepuo HW3ydeHHs JucHMIUIMHBL  [lociienoBaTenbHOCT,  pabOThI  O3HAYaET
MIPEEMCTBEHHOCTh U JIOTMKY B OBJIQJICHUU 3HAHUSIMHU IO AUCUUIUIMHE. J[aHHBIN
MIPUHIIAI U3HAYAIBHO 3QJI0KEH B YUYEOHOM IUIaHE TIPHU OMPEICTICHUN 04YEePETHOCTH
WM3YyYCHUS AUCHUIUIMH. AHAJOTHMYHBIM TMOAXO0J] MPUMEHSIETCS IPU OINPENCICHUN
MOCJIETIOBATENLHOCTH B U3YYEHUH TEM JUCLUIIINHBL.

B mpouecce  u3yueHus — AMCHUIUIMHBI  «JlokymMeHTOOOOpOT U
JIEIIOMTPOU3BOJACTBO» BaXHO MOCTOSHHO IMOMOJHIATh U PACIIUPATH CBOU 3HAHMS.
W3y4yenne peKOMEHIOBAHHOW JUTEpaTyphl W JPYTUX HCTOYHUKOB HHGOpPMAIIH
ABJISICTCS BAXXHOM COCTABHOM YaCThI0 BOCHPHUATHS M YCBOCHUS HOBBIX 3HAaHUM.
Kpome Toro, HeoOXOOMMO OTMETHTh, HYTO, B OIPEIACICHHOM CMBICIE,
Ka4eCTBEHHBII ypOBEHb BCEM CaMOCTOSTEIBHOM paboThl  OOydYaromerocs
OIPEICIISACTCS YPOBHEM CAMOKOHTPOJIS.

Tekylmuii KOHTPOJIb 3HAHUW CTYJAEHTOB OCYIIECTBISIETCA B CIEAYIOIIUX
dbopmax:

— TI0 UTOraM pabOoThI HA MPAKTUYECKUX 3aHATHSIX;

— WTOTH TECTUPOBAHUS;

— TI0 UTOTaM BBITTOJTHEHUE CAaMOCTOSITEIILHON pabOTHI.

B MeTonuke mpenojiaBaHus JUCHUIUIMHBI YUYUTHIBAIOTCS (popMa oOyueHwus,
CIEUAIBHOCTD U CHIEIUANIU3alus CTYJAECHTOB CIEAYIOIUM 00pa3oM:

—  BKJIFOYEHHE COOTBETCTBYIOIINX TEM B COJICPIKAHUE TUCIUILIINHBI,

— B KypC€ YUYUTBIBAETCS MOJATOTOBKA, MOJYYEHHAs! CTyJICHTaMH B PaMKax
JIMCITATIIIMHBI «Bo3nyuinbie MEPEBO3KHU u aBUAIIMOHHBIC paboThD.
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Paboyas mnporpaMma IUCHMIUIMHBEI paspaGoTaHa B COOTBETCTBHH C
tpeboBanusamu  ®I'OC BIIO mno crmemmansHoctn 162001  «Dkcmmyaranus
BO3/IyIIHBIX Cy/IOB ¥ OPTaHU3aIMX BO3AYIIHOTO JBM)KEHHUS.

IIporpamma paccMOTpeHa M yTBepxKAeHa Ha 3acemaHuu Kadempsl Ne 20
«MenemxmenTay 25 ssuBaps 2018 roga, mporokoi Ne 4.
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