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1. AHHOTALMA K TUCHMILJINHE

PaGouas mporpamma nucuurminHbl «OCHOBBI JOKYMEHTOOOOPOTa B TAMOXEHHBIX OpPTraHax»
coctaBiieHa B cootBeTcTBUU ¢ TpeboBanusmu ®I'OC BO mno namparnenuto noarotoBku 38.05.02
TamosxkeHHoe /1eno (ypoBEHb CIEUUATUTETA), YTBEPKIECHHOIO NMPUKa30M MUHUCTEPCTBA HAYKU U
BhIciiero oopazoBanus PO ot 25.11.2020 r. Ne 1453.

PaGouas mporpamma coiepKUT 00s3aTeNbHBIC TSI H3yUEHUS! TEMbI IO TUCIUTUTHHE «OCHOBBI
JOKYMEHTOO0OpOTa B TaMOXKEHHBIX OpraHax». J{MCUMIUIMHA JaeT LEeOCTHOE NpeacTaBieHue 00
OCHOBHBIX IIPHUHIIMIIAX BEICHUS JOKYMEHTOO0OPOTa B TAMOXKCHHBIX OpraHax.

MecTo AUCHUIIMHBI B CTPYKTYpe OCHOBHOI mNpogeccMOHAIBLHOI 00pa3oBaTeIbHOM
NPOrpamMMbl

Hacrosimass nucuuruinHa BKIIFOUYEHA B 00s3aTENIbHYIO YacTh biokal y4eOHBIX TUIaHOB IO
HarpasiieHut0 moaroroBku 38.05.02 TamoskeHHOE A€o0 (YPOBEHB CIICIIMAIUTETA).

JlucuumiuHa u3ydaercs Ha 4 Kypce, B 8 cemectpe i 09HON (GopMbI 00yUYeHHs, Ha 5 Kypce B
9 cemecTpe — 111 3a04HOM (HOpMbI 00yUeHUs1, PopMa KOHTPOJIS — 3aUET.

Heab n3yyeHus IMCUUIIUHDBI:
M3YYCHHE OCHOB JJOKYMEHTOO0OpPOTa B TAMOKEHHOM JIEIIe.

3agauu:

e popMUpOBaHUE TIPEACTABICHUN O TMPUMEHEHHH TaMOXEHHBIX MPOLEIyp, B3UMaHUU
TaMOKEHHBIX IUIATEXKEH U OCYIIIECTBICHUH TAMOKEHHOTO KOHTPOJIS;

® OBJIaJICHUE HAaBBIKAMH BEJICHHUS PEECTPOB JIUII, OCYIIECTBISIOUINX JESATEILHOCTh B cdepe
TaMOXXEHHOTO Jieja, BEACHHUS PEeCTpOB OaHKOB, MHBIX KPEIUTHBIX OPraHW3alluid M CTPaXOBBIX
opraHu3anuii, OaHKOBCKME TapaHTUU U JIOTOBOPHI CTPAxOBAaHHS KOTOPBIX HIPUHUMAIOTCA
TaMO>KEHHBIMH OpraHaMU B KadecTBe 00eCleYeH sl YIIaThl TAMOKCHHBIX II1aTekKel;

e bopmupoBaHre TpPENCTaBICHUNA OO0 OCHOBHBIX HANpPABICHHUSX JIOKYMEHTUPOBAHHUS
YIIPaBJICHYECKON JEATEIIbHOCTH TAMOXKEHHBIX OPTraHOB;

® OBJIAJICHUE HABBIKAMH COCTABJICHHS MPOUECCYalbHbIX JOKYMEHTOB M COBEPIICHUS
HEOOXOUMBIX MPOIIECCyabHBIX NEHCTBUHN MPH BHISBICHUH aJIMUHUCTPATUBHBIX MPaBOHAPYIICHUN
Y TIPECTYIUICHUH B cpepe TaMOKEHHOTO JIeNia;

® [10JTyYeHHEe 3HAaHUN 00 0COOEHHOCTAX OPOPMIICHUS OTIETBHBIX BHUIOB IOKYMEHTOB;

® OBJIQJICHUE HABBIKAMU TMPUMEHEHHUS HMHQPOPMAIMOHHBIX CHUCTEM, HH(POPMAIIMOHHBIX
TEXHOJOTHH, MPOrpaMMHO-TEXHUYECKHX CPEJCTB 3allUThl MH(QOpPMAMK B TaMOXXEHHOM JIElie;
aHalv3a U BEJCHHUS TAMOKEHHOW CTAaTHUCTUKH BHEIIHEH TOPTOBJIM W CHEUHUATBHOM TaMOXEHHOU
CTaTUCTHKH;

® [0JIyYEHUE TPEACTABICHUN O MOPSAAKE MPOBEICHUSA IKCIEPTU3bl LIEHHOCTU JOKYMEHTOB B
TaMOKEHHOM OpraHe.

Komnerenuuu odyyarmerocsi, popMupyemMbie B pe3y/ibTaTe 0CBOCHHS AUCHUIINHBI:

OIIK-2 — CnocobeH ocymecTBIsATh cOOp, OOpabOTKy, aHaiM3 HaHHBIX JUIS PpEIICHUs
npoeCCHOHATBHBIX 3a/1a4, HPOPMHUPOBAHUS OPTaHOB TOCYAapCTBEHHOW BIACTH M OOIIECTBa Ha
OCHOBE MH(OPMALMOHHON M Ombmuorpaduveckoil KylabTypbl ¢ MPUMEHEHHEM HH(POPMAlMOHHO-
KOMMYHHUKAIIIOHHBIX TEXHOJIOTMA M C YYeTOM OCHOBHBIX TpeOOBaHWH WH(HOPMAIIMOHHOM
0C30IMaCHOCTH;

IIK-1 - CnocobGeH opranm3oBaTh pabOTy CYOBEKTOB BHEIIHEIKOHOMHUYECKOU NESATEIbHOCTH
10 MIPOBE/ICHUIO TAMOKEHHBIX OTepallHii;



2. [lepeyeHb MJIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHHsl, COOTHECEHHBIX € MJIAHUPYEMbIMH
pe3yJbTaTaMM 0CBOEHHSI OCHOBHOM NMPodeccHoHAILHON 00pa30BaTe/IbHOM MPOrpaMMBblI

[lpomecc w3y4eHWs AMCHUIUIMHBI HAmpaBleH Ha  (OPMUPOBAHHWE  KOMIICTCHIUH,
npenycmorpeHbix @I'OC BO mno HanpasneHuto noarotoBku 38.05.02 TamoxeHHOe €m0
(YpOBEHB CIlelIUaIuTETA).

Kox xomnerenuun | Pe3yiabTarhl 0ocBOeHMSA NHaukaTopbl 10CTHKEHUS DopmMbl
OIIOII (conep:xanne KOMIeTeHIU I o0pa3oBaTeJIbHOM
KOMIIeTeHIIUii) JIesITeJIbHOCTH,
crnoco0CTByIOIHE
¢dopmupoBanuio u
Pa3BUTHIO
KOMIEeTEeHINH
OIIK-2 Crocoben ocymectBisth | OITK-2.2 Konrakrtnas pabora:
cOop, o0paboTky, ananu3 | Mcmone3dyer wMeroabl  aHanm3a | Jlekiuu
MAHHBIX I pelIeHUs | JaHHBIX TUTS pemenus | [Ipaktnueckue
npo¢eCcCHOHANBHBIX npodecCHOHATBLHBIX 3ajay, | 3aHATHS
3a1a4, HMH(OOPMUPOBAHUS | UHPOPMHUPOBAHHS opranoB | CaMocTosITeNbHAS
OpraHoB rOCyIapCTBEHHOH  BiacTh U | pabora
TOCYapCTBeHHOH BJacTh | oOIIecTBa c MIPUMEHEHUEM
u oOmiecTBa Ha OCHOBE | MH(POPMAIIMOHHO-
WH(POPMAITIOHHON M | KOMMYHUKAIIMOHHBIX TEXHOJOTHI
oubnmorpaduyeckont Y C Y4ETOM OCHOBHBIX TPeOOBaHH
KYJIBTYPBI ¢ | nHpOpMaLMOHHON 0€30MacHOCTH
IMPUMCHCHUCM
WH(POPMAITMOHHO-
KOMMYHUKAIIUOHHBIX
TEXHOJIOTMM U C YYETOM
OCHOBHBIX  TpeOOBaHUI
WH(POPMAITMOHHOM
0e30IMacHOCTH;
1IK-1 Criocoben MK-1.2
opranu3oBaTh paboTy | Ompenenser cOOTBETCTBHE
CyOBEKTOB MIPEICTAaBICHHBIX TAMOKEHHBIX
BHEITHEIKOHOMHYECKOM | JOKYMEHTOB U MPaBMIbHOCTD X
JIEATETBHOCTH 1o | ohopmIteHUs
MIPOBEAEHUIO
TaMOYKEHHBIX Olepaluii

3. O0beM [MCHMILIMHBI B 3a4eTHBIX €IMHHLIAX C YKa3aHHeM KoOJIN4YecTBa
aKaJeMHMYeCKMX 4YacOB, BbIJCJCHHBIX HAa KOHTAKTHYI0 padoTry o0y4aloummuxcsa ¢
npenojasareemM (110 BUJAM 3aHATHII) 1 HA CAMOCTOATEJIbHYIO padoTy 00y4aromuxcst

OO6m1ast TpyA0€MKOCTh TUCIUIUIMHBI COCTABIISIET 3 3aU€THBIC €TMHUITBI.

3.1 O0béM quCHUNIMHBI 10 BUAAM Y4eOHBIX 3aHATHH (B Yacax)

ouHas ¢popma o0yueHHs 3aouHas popma
O0BLEM TUCHHITNHEI 0o0ydeHms
OO6wias Tpy10eMKOCTb AUCIUIUTMHBI 108
KonraktHas pabora o0ydaromuxcs ¢ nmpernogaBareiem 56 14
(Bcero)
AynutopHas paboTa (Bcero): 56 14




B TOM YHCJIC:

Bun npomexxyTouHo# arTecTaninn  00ydaromerocs

Jlekiiun 24 4

CEeMHHApBI, TIPAKTHYECKHE 3aHITUS 32 10

nabopaTopHBIE pabOTHI

Bueayaurophas padota (Bcero):

B TOM YHCIIE:

CamocrosTenbHas pabota o0yyarommxcs (Bcero) 52 90

KonTpons 4
3a4er 3a4er

4. Conep:kaHue TUCHUILVIMHBI, CTPYKTYPHPOBaHHOE 10 TeMaM (pa3jejiaM) ¢ yKazaHueM
OTBEJIE€HHOI0 HA HUX KOJMYECTBA aKaJeMUYeCKUX YaCOB U BU/I0B YUeOHBIX 3aHATHI

4.1 Pazgeqpl JMCUMIVIMHBI W TPYAOEMKOCTb 10 BHAAM Y4YeOHbIX 3aHATH (B

AKAACMHUYICCKHUX qacax)

AJist 04HO# (popMbI 00yUeHH S

. Bua ouenounoro
Bunbt yueOHoM paboThl, BKIIIOUAs CAMOCTOSTENLHYO cpencrBa
padoTy 00yHYAOIIMXCS U TPYTOSMKOCTH (B Yacax) p
TeKyllero
E S £ | KOHTPOJIst
U3 Hux =& = 55§ yenesaemocrn,
® .,
ayJIUTOPHbIE 5 :;‘ g gé NPOMeKYTOUHOM
= 8
3AHATHS S g = 3z 4 arrecrawm
S 32 (no cemecmpam)
=9
P 3 =3
Nen/m a3/1esibl U TeMbI g 2 g
JUCHMIITHHBI 5 g =
&) 2| E
Bceero s = _
(=} g A
= s =
1ERE
& = g =
-5) > = E
= =z = o
5| 2%
z | &
2 =
=
OCHOBHBIC TIOHATHUS U
TEPMHHOJIOTHSA B
JIOKYMEHTAI[IOHHOM
1 obecnieueHnn 8 20 10 8 Ompoc
yIpaBIeHUS
JIEeATEIbHOCTBIO
TaMOXEHHBIX OPTaHOB
JoxymeHTupoBaHue
MIPOU3BOICTBEHHOU
2 P 8 | 20 8 12 Jlokan
JIeATEIbHOCTH
TaMOXEHHBIX OPTaHOB
Opranm3anus
p ! 3amnura
JIOKyMEHT0000pOoTa ebepaTHBHOTO
3 | (ynpasnenue 8 | 22 6 10 pedep
0030pa
JIOKyMEHTaMH) B .
KoHnTponbHsIii cpe3
TaMOXEHHBIX OpraHax




4 OKcnepTu3a LEHHOCTH
JIOKYMEHTOB 8 24 4 4 12 Ompoc
Cpenctsa
OpraHU3allMOHHON
S| rexmmR, 8| 22 | 8 4 10 Jloknan
UCTIOJIb3YEMOH B
pabore ¢
JIOKyMEHTaMH
6 3auér Bomnpocsl, Tect
HTOT'O 108 | 24 32 52
JJIs1 3204HOM opMBbI 00yUeHHUSA
Bunpl yueOHOIT paboOTHI, BKIIOUast Bua oneHouHoro
CaMOCTOSTENIFHYIO Pa00Ty 00YYAOIIUXCS U cpeacrsa
TPYJIOEMKOCTbH (B Hacax) TeKyLIEero
: 8 g o = KOHTPO.JISA
W3 Hux S § = 52§ ycnesaemoctn,
ayIMTOpPHbIE 5 a‘ 2.€ S & npomexyTouHoii
3aHATHS S g E jgé aTTecTaluu
o S 82 (no cemecmpam)
Nen/n Pa3nennbl 1 TeMBbI § S -
JUCHUILIMHBI E g =
O | Beero = | &
(=] =il
= S =
E| S i
7 = | & E
= Z| £3
=| B2
2
2=
=
OCHOBHBIE TTOHATHS U
TEPMHUHOJIOTHS B
JOKYMEHTAIIHOHHOM
1 obecrnieueHn 9 20 4 20 Omnpoc
yIIpaBIeHUS
JeSITEBHOCTBIO
TaMOKEHHBIX OpPraHOB
JlokyMeHTHpOBaHME
2 IIPOU3BOJCTBEHHON 9 20 4 20 Toxnaz
JeSITETbHOCTH
TaMOKEHHBIX OpPraHOB
Opranunszanus 3ammura
JOKyMEHT0000poTa pedeparuBHOTO
3| (ynpasnenue 9 | 20 2 18 0630pa
JOKYMEHTaMH) B KonTponbHsIit
TaMOXEHHBIX OpraHax cpes
4 DKcrnepTH3a eHHOCTH 9 20 ) 12 Onpoc
JOKYMEHTOB
CpenctBa
OpraHu3alMOHHON
S | TOXHAKH, 9 | 20 2 20 Jlokan
HCTIONB3YEMOH B
pabore c
JIOKYMEHTaMH




KonTtposnb 8

6 3agér Bomnpocsl, Tect

UTOro 108 | 4 10 90

4.2. Coaep:xanue TUCUMILIMHBI, CTPYKTYPUPOBAHHOE 110 pa3aejiaM

Tema 1. OcHOBHbIE NMOHATHS U TEPMHHOJIOTHS B JIOKYMEHTALMOHHOM O0ecredeHUuu

ynpasJjenus (JLOY) neATebHOCTBIO TAMOKEHHBIX OPTIaHOB.
Cooepoicanue n1eKyuoHHo020 Kypca

Ponp W 3HavueHWe AUCHUIUIMHBI B NPOQPECCHOHATBHON MOATOTOBKE CIEHUAINCTA TI0
TaMOKEHHOMY Jeny. TamMo)XeHHOe JeTONpPOU3BOACTBO KaK OTPAKEHHWE CUCTEMbl M TEXHOJIOTHH
yIpaBJICHUS JESITEIBHOCTBIO TaMOXKEHHBIX OpraHoB. MHdopManmoHHBIE TpoIecchl — OCHOBa
mpouecca pa3paboTKM M peanu3anuu ynpasieHueckoro pemenus (YP). HeobxoaumocTs
nokymeHTtupoBanusi YP. JIOKyMeHT Kak HMCTOYHHUK W HOCUTENlb WHpOpMauuu. JIBrxeHue
JOKYMEHTUPYEeMOil nHGOpMAIUU B CHCTEMax YMpaBJICHHS U €€ XapaKTepUCTHKA B 3aBUCUMOCTH OT
ypoBHs 00paboTki. HopMaTnBHO-METOMYECKUE TOKYMEHTHI 110 JICIOTPOU3BOJCTBY H apXUBHOMY
JIeNly: a) 3aKOHOJATeNbCTBO; 0) CTaHAapThl (MEXIYHAapOIHBIE M HAIIMOHAIBHBIE), B TOM YHCIIE
KJIACCU(UKATOPbl TEXHUKO-DKOHOMUYECKOW U COLMAIBbHOM HMH(OpMalMM; B) METOAMYECKas U
ydeOHas TuTepaTypa; UX aHajdu3 U Xapakrtepuctuka. [lonsarue — tepmun — nedpununus. OCHOBHBIE
TEPMUHBI ¥ ONPEACTCHUS: «IOKYMEHT», «O(DUIUATBHBIA TOKYMEHT», «CITy>KEOHBIH IOKYMEHT),
«JIOKyMEHTUPOBAHHEY, «ropugudecKas cuia JIOKYMEHTa, «JIeJIOTIPOU3BOJICTBOY,
«JIOKyMEHTallMOHHOe  obOecrieuenne ynpasieHus (LAOVY)», «ynpaBiaeHue JOKyMEHTamu»,
«unopmanmonnas  cuctema (UC)», «uHopmanmoHHoe  obecrneueHHE  YNpaBICHUS,
«H(OPMAIIMOHHBIT MEHEKMEHT», <«AJeKTpoHHO-IM(ppoBas noamuck (DLID)», «3meKkTpoHHBIH
nokyMeHT (D1)», «3MeKTpOHHOE COOOIIEHUE» U JIP.

Cooeporcanue npakmudeckux 3aHAmuil

1. TamokeHHOE JeNONPOU3BOACTBO KaK OTPAKEHUE CUCTEMbI U TEXHOJIOTHH YIIPABIICHUS.

2. NndopmanroHHbIe IPOLECCH — OCHOBA MPoLiecca pa3padOTKHU U pean3allii peleHusl.

3. JIOKyMEeHT KaK MCTOUYHUK M HOCUTENb HHPOPMALINH.

Tema 2. /lokyMeHTHPOBAaHHE NPOU3BOACTBEHHOM 1eATEIbHOCTH TAMOKEHHBIX OPIaHOB
Cooepoicanue 1eKYUOHHO20 Kypca

ITpaBoBOEe oOecneueHue npouecca J0KyMEHTUpOBaHUA. [JIOKYMEHT Kak CleACTBHE COOBITHS.
OcHoBaHUsI A7 CO3/IaHUSI JOKYMEHTOB B OpraHM3alliy. 3aBUCUMOCTb BHUJIa U COCTaBa U3JaBa€MBbIX
JOKYMEHTOB OT KOMIIETEHIIMM WM IIOJHOMOYMM OpraHM3alli{, IMOPsJKa pa3pelieHHs BOIPOCOB,
Kpyra pelaemMblx BOINpocoB U Japyrux (axtopoB. HopmatuBhbie npaBoBble akTel OTC (I'TK)
Poccun, pernameHTHpYIOIIME TOPSIOK MOATOTOBKU U O()OPMIIEHUS! TOKYMEHTOB, UCIOIb3yEMBIX B
NEeSTeIbHOCTH  TaMOXKEHHBIX ~OpraHoB, UX Kiaccupukanus, xapakrepuctuka. Cucremsl
JOKYMEHTAIlUM, MCIIOJb3yeMble B JIEATEIbHOCTH TaMOXXEHHBIX OpraHoB. YHU(pUKauus u
CTaHJapTU3alMUs JOKYMEHTOB M HH(pOpMAUMM — OAHO U3 TIJaBHbIX HampasieHuii B JIOVY.
JIOKYMEHTUPOBAaHUE YIIPABJICHUYECKON JEATEIBHOCTH TaMOYKEHHBIX OpraHOB. YIIpaBJICHUYECKHE
JOKyMEHTHl Kak TuchMeHHas ¢opma YP, wux Bumel, ximaccudukamus. OOmeEepoCCHiCKuin
knaccuukarop ynpasiendeckoit nokymenrtanun (OKY/[) OK 011-93. TpeOGoBanus u mpaBuia
o(opMIIeHHS HEKOTOPBIX yNPaBICHUYECKUX JOKYMEHTOB: JOTOBOP, KOHTPAKT, JOBEPEHHOCTh U JP.
OcobenHoctu  opopMIIeHHs] JOKYMEHTOB, HCIIOJIB3YEMBIX B MEXIYHAapOAHOH NpakTUKe
BHEIIIHEOKOHOMUYECKOU JesTenpbHOoCcTH. KoMmmepueckas (memoBasi) mepemnucka. MexayHapoaHbIe
CTaHJapThl, UCIIOJIb3YEMBIE ITPH MOATOTOBKE U O(POPMICHUN KOMMEPUYECKON MEPEUCKH.

Cooeporcanue npaxmudeckux 3aHAmuil

1. OcHoBaHMs 151 CO3/1aHUS JOKYMEHTOB B OpraHU3al1u.

2. 3aBUCHUMOCTb BHJa U COCTaBa U3/1aBaA€MbIX JOKYMEHTOB OT IOJHOMOYMI OpraHU3aIiy.

3. CucreMsl JOKyMEHTaLlUHU, UCIIOIb3yEMBIE B I€ATEIbHOCTH TAMOXXEHHBIX OPTaHOB.




Tema 3. Oprasamsanuss JOKyMeHT0000poTa (ympaBjeHHe JAOKyMeHTaMH) B
TAMOKEHHBbIX OPraHax
Cooepatcanue 1eKYuoOHHO20 Kypca
Opranuzanus JOKyMEHTOOOOpoTa (ympaBiieHHE JOKYMEHTaMM) B TaMOXXEHHBIX OpraHax.
JIOKyMeHTOOOOpOT B TaMOXXEHHOM OpraHe: cojiepkaHue (JOKYMEHTOIOTOKH), 3Tallbl, CPEICTBA
MozenupoBaHusi. OOBEKTUBHbIE U CYOBEKTHBHBbIE (AKTOphl pPOCTa JOKYMEHTOOOOpOTa B
TaMOXEHHBIX opraHax. OCHOBHbIE IPUHLUIIBI PALMOHAIM3AINN JOKYMEHTO000pOTa B TAMOKEHHOM
oprane. JlokymeHTanbHble  WHpOpMarmoHHo-ouckoBele  cucteMbl  (JAUIIC).  Tlonsarue
«uapopmanmonHo-ouckoBas cuctema» (MIIC). Kmaccupukammss HIIC (moxymeHTanbHBIC,
dakTorpaduyeckue; TpaJUIMOHHbIE, 3JIEKTPOHHBIE). Perucrpaiiys JOKyMEHTOB — OCHOBA CO3/IaHUs
JUTIC. OcobeHHocTH opraHu3anuu paboThl ¢ HEKOTOPHIMH BHJAMHU JOKYMEHTOB. OCOOCHHOCTH
OpraHu3aliy JeJIONPOU3BOACTBA MO PaboTe ¢ YCTHBIMHU U MHCbMEHHBIMHU OOpallleHUsAMU TpaXk/IaH.
PaccmoTpenne mo cymiectBy, TpeOoBaHMs, MpeabsBIseMble K pemeHuto. llpuem rpaxaaH.
Nudopmaruzamus B chepe JOY. CosepmiencroBanue JIOY - omHa W3 NPEANOCHUIOK CO3TaHUS
(MozmepHM3anun) KoprnopatuBHOU nHGopMarmonHoi cucremsl (KMC) B TamoxeHHOM oprase.
Cooepoicanue npakmudeckux 3aHamuil
1. JJoxymMeHTOOOOPOT B TAMOKEHHOM OpTaHe: COJep KaHue (IOKYMEHTOIIOTOKH ).
2. OObEeKTUBHBIE U CYyOBEKTUBHBIE (PAKTOPBI POCTa TOKYMEHTOOOOPOTA.
3. OcHOBHbIE IPUHLIMIIBI PAIIUOHATIN3ALUY TOKYMEHTO000POTa B TAMOKEHHOM OpIaHe.

Tema 4. JxcniepTH3a HEHHOCTH JOKYMEHTOB
Cooepoicanue 1eKyuoHHO20 Kypca
Homenknarypa nen, ee BUIBI, pojib M HAa3HAYCHHUE B ACATEIBHOCTH OpPraHU3AIlMH, CXeMa
noctpoeHus. TpeOoBaHus, TpenbsBIsSEeMble K 3aroyioBkam nen. llpu3Haku 3aBeleHus maed.
Knaccuukanmonnsie equauiel. Cpoku XxpaHeHus Jei. [lepednu JOKyMEHTOB ¢ yKa3aHHEM CPOKOB
UX XpaHEHUs: BH[bI, Ha3HAYCHUE, MOPAIOK HCHONb30BaHusA. OCHOBHBIE TpaBmia (HOPMHUPOBAHHUS
nen. Cucremaruzanusi JOKYMEHTOB BHYTpH fena. IIopsIok MpoBeACHUs SKCIEPTU3bl IEHHOCTH
JIOKYMEHTOB B TaMOXXEHHOM oprane. ApxuBHbli hona Poccuiickoii dexepanuu, ero poipb B jaene
COXPAaHHOCTH KYJIbTYPHOTO W HAyYHOTO HACIEIUs CTPAHBI U COCTaB. BHUIIbI apXUBOB, HUMEIOIINXCS B
TaMOXXEHHBIX OpraHax, X 3aJa4d ¥ (QyHKIMH, cocTaB apXMBHBIX (OHJIOB. [loHATHE «apxuBa» ¢
toukn 3peHuss UT. [lpuHOUOBI, KpUTEpUH W OTambl AKCIEPTH3BI LEHHOCTH JIOKYMEHTOB
TaMOXXEHHBIX OpraHoB, B ToM uucie J/I. [lopsanok nepenaun e B apXuB TaMOXXEHHOTO OpraHa.
OcoOeHHOCTH TIepelaud B apXUB TAMOXKEHHOTO OpraHa TAMOKEHHBIX JICKJIapalluii U JOKYMEHTOB K
HUM, €7 00 aIMUHUCTPATUBHBIX MPaBOHAPYILIEHUX, JUUHBIX Jiel U Ap. BeleMmka, usbsatue 1en u3
apX#WBa TaAMOXEHHOTO OpraHa.
Cooeporcanue npaxmudeckux 3aHAmMul
1. Cucremartu3zamus JTOKyMEHTOB BHYTpPH JeTa.
2. Ilopsiok npoBeieHNs SKCIEPTU3bI LIEHHOCTH JOKYMEHTOB B TAMOKEHHOM OpTraHe.
3. ApxusHbiil ponp Poccuiickoit denepanuu, ero poisb.

Tema 5. CpeacrBa OpraHm3alMOHHOW TeXHHMKH, HCHOJb3yeMble Mpu padote ¢
AOKYMEHTaMHU
Cooeporcanue n1eKyuoHHo020 Kypca
Knaccugukaius cpeacTB OprTeXHUKH M UX OCHOBHBIE XapakTepucTuku. CpencTBa Maioi
OPITEXHUKH Kak »JJIEMEHT KYyJIbTYphl YIpaBieHueckoro Ttpyna. Kiaccubukauus cpencts
OPITEXHUKH U HMX OCHOBHBIE XapaKTEepUCTHKH. OCOOCHHOCTH HWCHOJIb30BAHUS HIIEKTPOHHOM,
TenerpadHO, TeneTamHoOW, (HaKCUMUIBLHON CBs3H. [lOAMMHHOCTD TepeaaBaeMbIX CpeICTBAMU
9JIEKTPOHHOM, TesnerpadHoi, TeneTaunHon, (akCUMUIBHON CBS3M JOKYMEHTOB, IpaBHJa HX
MOATOTOBKU U MPOLEAYpa Nepeiadn/mprueMa B TaMOKEHHBIX OpraHax.
Cooeporcanue npaxmudeckux 3aHAMuU
1. CpencrtBa Manoil OPrTreXHUKHU KaK 3JIEMEHT KyJIbTYpPbl YIIPABICHUECKOTO TPy Aa.
2. Knaccugukaius cpeicTB OprTeXHUKU U UX OCHOBHBIE XapaKTEPUCTHKHU.
3. Oco0eHHOCTH UCIIOJIb30BaHUS AJIEKTPOHHOM, Telerpa@HoO, TeleTalllTHON CBS3H.



5. IlepeyeHb Yy4eOHO-METOAUYECKOr0 oOecmeYeHUs] JJISA CAMOCTOSTENbHOH PadoThI
o0y4Jaromuxcs Mo JHCHUIIHHE

CamocrosrenbHas  pabora  oOydarommxcst npud  H3ydyeHMH  Kypca  «OCHOBBI
JOKYMEHTOO0OpOTa B TaMOXEHHBIX OpraHax» Ipeirojaraer, B IMEpBYI ouepeab, padoTy ¢
OCHOBHOH M JIOTIOTHUTEIBHOM JInTepaTypoil. Pesynbratamu 3Toi pabOThI CTAHOBSTCS BBHICTYIUICHUS
Ha NMPaKTHYECKUX 3aHATHSX, y4acTHE B 00CYKACHUU.

MeTtoanka caMOCTOATENbHOM paboThl MPEIBAPUTEIBHO PA3bSICHICTCS MpPEnoaBaTeieM U B
MOCTIEIYIOIEM MOXET YTOUHATHCS C Y4YETOM HHIMBUAYAJIBHBIX OCOOEHHOCTEH OoO0ydaromuxcs.
Bpewmst 1 MecTo caMOCTOSTENbHON PabOThI BEIOMPAIOTCS 00YYAIOIIUMHUCS [0 CBOEMY YCMOTPEHHIO C
Y4€TOM PEKOMEHAALNN MTPEnoJaBaTels.

CamocrosTenpHyl0 padoTy Hal AUCUMIUIMHOW CIIeJyeT HauumHaTh C HM3y4eHus paboueii
IporpaMMbl JTUCHMIIMHBL «OCHOBBI JOKYMEHTOOOOpPOTa B TaMOXEHHBIX OpraHax», KOTOpas
COZICP)KUT OCHOBHBIE TpeOOBaHUS K 3HAHUSAM, YMEHHUSM M HaBbIKaM oOy4aeMbix. OO0s3aTeNbHO
ClleqyeT BCIOMHHUTb PEKOMEHJALMH IPENONAaBaTelsl, JAHHBIE B XOJI€ YCTAaHOBOYHBIX 3aHATHH.
3areM — OpuUCTynaTb K HM3YYEHHIO OTAEJBHBIX pa3JeloB M TEM B IMOPSAKE, IMPELyCMOTPEHHOM
MPOTrPaMMOil.

[TosryunB npencraBieHre 00 OCHOBHOM COJIEP’KaHUU pa3fiena, TEMbl, HEOOXOIUMO U3YUHUTh
MaTepHall ¢ IOMOIIBIO YUeOHHUKOB, YKa3aHHBIX B pa3zese 7 nporpammsl. LlenecooOpa3Ho coCTaBUTh
KpaTKUH KOHCHIEKT WM CXEMY, OTOOpaKaloIlyl0 CMBICI U CBS3M OCHOBHBIX HOHSTUH JaHHOIO
paszerna U BKIIIOUYEHHBIX B HETO T€M. 3aTeM, KaK I0Ka3bIBAET OIIBIT, IIOJE3HO U3YUUTh BBIICPKKU U3
IIEPBOUCTOYHUKOB. [Ipu kenaHuM MOKHO COCTaBUTh MX KpaTKuil KoHCHEeKT. O0sA3aTenbHO CleayeT
3alMChIBaTh BO3HUKIIME BOIIPOCHI, HA KOTOPBIE HE YAAJIOCh OTBETUTh CAMOCTOATEIBHO.

HaunmMeHoBaHuUe TeMbl Bonpocsl, DopMbl YuebHo- DopmMa KOHTPOJIS
BbIHECEHHbIE HA | CAMOCTOAITEIbHOI | MeToAnYecKoe
CaMOCTOSITeJIbHOE padoTsI ol0ecneyenne
H3y4eHue
Tema 1. OcHOBHBIE 1.TamoxeHHOE Pa6ora B JIuteparypa
TIOHSITHS U JEJOTPON3BOJICTBO | OmbOImoTeke, TeMme, paboTa ¢
TEPMHUHOJIOTHUS B KaK OTpa)KeHue Biutrogast ObC. WHTEPHET-
JIOKYMEHTAIIHOHHOM CUCTEMBI H [Toaroroska MCTOYHUKAMHU
obecrnieueHnu TEXHOJIOTHA JOKJIaza-
yIpaBIeHUS YHpaBIEHHUSL. MIpe3eHTalllH.
JESTENBHOCTHIO 2.MudopmannoHHBI
TaMOKEHHBIX OPTraHOB | € IIPOLECCHI —
’ OC}?OBa mporiecca Ortpoc

pa3paboTKu u

peanuzanuu

pelIeHusl.

3.JlokyMeHT Kak

HCTOYHUK U

HOCHTEIh

WHPOPMAIIUH.
Tewma 2. 1.OcHoBanus 11 PaGora B Jlutepatypa k
JlokyMeHTHpOoBaHNE CO3/1aHus oubimorexe, Teme, paboTa ¢
MIPOU3BOACTBEHHOM JIOKYMEHTOB B Brtoyas ObC. HWHTEPHET-
JEeSTeNbHOCTH OpTraHM3aIINY. [ToaroroBka HUCTOYHUKAMH
TaMOXXEHHBIX OPraHoB | 2.3aBUCUMOCTD JOKJIaia-

BUJA U COCTaBa Mpe3eHTallun

W3J1aBa€MbIX Jloxmaz

JIOKYMEHTOB OT

MIOJTHOMOYHH

OpraHu3alty.

3.Cuctemsl

JOKYMEHTAIIHH,

HCIIOJIb3YEMBIE B
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JCATCIIBHOCTHU

TaMO>KEHHBIX
OpTaHoB.
Tewma 3. Opraamzanus | 1.Jlokymerroobopor | Pabota B Jlutepatypa k
JIOKYMEHT0000pOTa B TAMOXKEHHOM OuOIHOTEKE, TeMe, paboTa ¢
(ympaBnenue oprase: cojiepkanue | Bkiatouas ObC. MHTEPHET-
JOKYMEHTaMH) B (moxymenrtonoroku). | [Tomroroka HCTOYHUKAMHU
TaMOXXEHHBIX oprafax | 2.00beKTHUBHBIC U JIOKJIa1a- Jamura
CyObEeKTUBHBIE Mpe3eHTalH.
(baKTopB! pocTa pedepaTUBHOTO
o030pa
JIOKYMEHT0000pOTA. N
3 OCHOBHBIC KountponbHsrit
MPUHLUIIBL pes
palnMoHaIU3aLnuu
JIOKYMEHT0000pOTa
B TAMO>KEHHOM
OpTaHe.
Tema 4 DkcnepTuza 1.Cucremarmzanuss | Pabora B JIuteparypa
LEHHOCTH IOKYMEHTOB | JTOKYMEHTOB BHYTpH | OnOnHoTeke, Teme, paboTa ¢
nena. Bkitoyas ObC. WHTEpPHET-
2.Ilopsimok IToaroroeka HMCTOYHHUKAMU
MIPOBEICHUS JOKJaa-
9KCIEPTH3HI Ipe3eHTAINH.
LIEHHOCTH Ompoc
JOKYMEHTOB B
TaMOKEHHOM
oprase.
3. ApxuBHBII QOHT
Poccuiickoi
®enepanuu, €ro
pOJIb.
Tema 5. Cpencrsa 1.Cpencrsa manoi Pabora B JIuteparypa
OpTaHU3aIMOHHON OPTTEXHUKH KaKk oubimorexe, Teme, paboTa ¢
TEXHUKH, 3JIeMEHT KyJIbTypsl | Bkitouas ObC. MHTEpHET-
UCTIONb3YEMOH B yIPaBJIEHYECKOTO [TonroroBka HUCTOYHUKAMH
pabote ¢ JOKyMEHTaMH | Tpy/a. JOKJaia-
2. Knaccudukanus MIpe3eHTaIUH.
CPEACTB OPITEXHUKH Joknan

M UX OCHOBHBIE
XapaKTEPUCTHUKHU.
3.OcobeHHOCTH
HCIIOIB30BaHUs
3JIEKTPOHHOH,
tenerpadHoi,
TEIETAUITHON CBS3M.

6. Tumosble KOHTPOJIbHBIC 3aJaHuUdA WJIHM HHBIC MaTepHaJIbl, HCOﬁXO}lI/IMLIe IJIsA

npoueaypsbl

OLECHUBAHMS 3HAHMHA, yYMEHMiH, HABBIKOB M (MJHM) ONbITA [AeATeJbHOCTH,

XapaKkTepu3yumux 3Tanbl (JOPMHUPOBAHUS KOMIIETEHIUI B Mpouecce OCBOCHUSI OCHOBHOM
npodgeccuoHAIbHOI 00pa30BaTeIbHON MPOrpaMMbl

6.1.1. 3aganus 115l YCTHOTO ONPOCA, JOKJIAA0B U TECTUPOBAHUS

IIpuMepHBbIE TEMBbI 10KI2/10B

Tema 2. JIOKyMEHTUPOBaHUE MPOU3BOIACTBEHHOM IESITEILHOCTA TAMOKEHHBIX OPTaHOB

11




1. Cucrema  ynpaBi€HUECKOM  JOKyMEHTaluu:  cocTaB  (BUIbI), Ha3HAUYCHUE,
KJIacCU(pUKAIIHS.

2. Pomp um 3HaueHHe KIACCU(PHUKATOPOB TEXHHUKO-IKOHOMHUYECKOW U  COIMAIBHOMN
uHdpopMalud B JOKYMEHTAlMOHHOM  OO€CleYeHMHM  yIpaBieHHs.  XapaKTepHUCTHKa
knaccupukaropo TOU, uCronb3yeMbIX B IEATEIBHOCTH TAMOKEHHBIX OPTaHOB.

3. VYHuduuupoBaHHas cucCTeMa OPraHU3ALMOHHO-PACHIOPSIUTEILHON JTOKYMEHTAIINU.
Xapaxkrepuctuka. Cepa npumenenus. CoctaB JOKyMEHTOB.

4. VYuaudunupoBaHHas CHUCTEMa OPraHU3alMOHHO-PACTIOPSAUTEIBHOW JOKYMEHTAIUU.
CocraB pexBu3uToB. TpeOoBaHus K OJIaHKaM JOKYMEHTOB.

5. OcHOBHBIE TMpaBuUja MOJATOTOBKM HOPMATHUBHBIX TPABOBBIX aKTOB (penepanbHbIX
OpraHOB UCHOJIHUTENbHOHN BiacTH. [Ipu3Haku HOPMATUBHOCTH B PACHOPSIUTEIbHBIX JOKYMEHTaX.
Bunbl HOpPMAaTHBHBIX MPAaBOBBIX aKTOB, KOTOpbIe MOTYT U3[aBaTh (QelepalibHble OpraHbl
HCIOJIHUTEIbHOM BJIACTH.

Tema 5. CpenctBa opraHu3alMOHHON TEXHUKH, UCIIOJIb3yEMOH B padOTe ¢ TIOKYMEHTaMH

1. OcoOeHHOCTH CTHIISI U3JIOKEHHSI OQUIIMATBHBIX JOKYMEHTOB.

2. [JenoBas  mepenmcka. Kiaccudpuxamms.  [lpaBunma  odopmienuss  (odepra,
NPETEH3HOHHOE, FAPAHTUITHOE, PEKIIAMHOE MTHCHMO).

3. KoMNO3HIIMOHHOE MOCTPOCHUE PEKBU3UTA «TEKCT» JICIIOBOTO MTUCHMA.

4. OcHOBHbIC 32/1au¥ U (PYHKIUH CTPYKTYPHBIX MOJpa3/IC/ICHUNl TaMOXKCHHBIX OpPIaHOB,
MUMCIOLIMX OTHOIICHUE K OPraHU3aluu JOKYMEHTO000POTa.

5. ®opmbl  OpraHuM3alMd  JACIONPOHM3BOJACTBA,  HCIOJB3YeMble B  JCATCIBHOCTH
TaMOXCHHBIX OpTaHOB.

3aganus ajasa YCTHOI'O o1mpoca

Tema 1. OcHOBHBIE MOHSATHUS U TEPMHUHOJNOTHS B JOKYMEHTAI[MOHHOM OOECIeUeHUU
YIIPaBJICHUS JEATEIIBHOCTHIO TAMOKEHHBIX OPraHOB
[lonsiTHE «IOKYMEHT».
[TonsiTHE «HOCHUTENb TOKYMEHTUPOBAHHOM HH(DOPMAITUNY.
[TonsiTHe «M300pa3UTENbHBIN TOKYMEHT.
[TonsTre «rpadudeckuil TOKyMEHT».
[TonsiTHe «ay1MOBU3yaJIbHBIN JOKYMEHT).
[TonsiTHE «KUHOJOKYMEHT», «(HOTOIOKYMEHT.
[ToHsiTHE «TEKCTOBOM JOKYMEHT.
[ToHsITHE «TUCBMEHHBIN JOKYMEHT).
. [loHsATHE «PYKONUCHBINA JOKYMEHT.
10. TloHsATHE «MAIIMHOMUCHBIN TOKYMEHT.
11. TloHsTHE «IOKYMEHT Ha MAIITUHHOM HOCHUTEIIEY.
12. TloHsTHE «JIOKYMEHT JHYHOTO MTPOUCXOMKICHU.
13. TlonstTHe «0OpUIHATBHBIA JOKYMEHT.
14. TlonsTHe «Ccmy>XKeOHBIN JOKYMEHT).
15. TlonsTHe «topuanyuecKas cuia JOKYMEHTay.

DO N U R W

Tema 4. DxcriepTu3a HIEHHOCTU JOKYMEHTOB

[ToHsiTHE «TTOAJTMHHBIN JOKYMEHT.

[TonsiTHE «ONTMHHUK (OUIIUATBHOTO) TOKYMEHTaY.
[TonsaTHe «ayOIMKAT JOKYMEHTAY.

[ToHsITHE «KOIIUSI JOKYMEHTAY.

[TonsiTHe «3aBepeHHAast KONUS TOKYMEHTa.

[ToHsTHE «AOKYMEHTHPOBAHUE.

[TonsiTne «cucTemMa TOKyMEHTALII.

[TonsTne «yHudurpoBaHHas CUCTEMA TOKYMEHTAIIUI.

PN R L=
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9.  TlonsTHe «BUA MUCHbMEHHOTO TOKYMEHTA.
10. TloHsTHE «PEKBU3HUT JOKYMEHTAY.

11. TlousTHe «POpPMYIIp TOKYMEHTa».

12. TlonsTtue «popMynspoOpaszer JOKyMEHTa.
13. IlonsTHE «OIaHK JOKYMEHTa.

14. TlonsTtue «zueno», «GOpMHUPOBAHUE JEI.
15. TloHsiTHe: KHOMEHKJIATYpa 1.

IIpumepHbIe TeMbl pedepaToB

1. JlenonmpousBoJCTBO — KaK OTPaKEHUE CUCTEMBI U TEXHOJIOTUM ylpaBieHus. OCHOBHbIE
3Talbl pa3BUTHUSA AeN0pon3BoAcTBa B Poccun. Pocculickas moziens Ae10npon3BOACTBA.

2. JIOKyMeHT - KakK CpEJCTBO yIpaBieHHs M oOpaTHOU cBs3u. CBOHCTBA JOKYMEHTa U
coobuieHusi. OyHKINUU JOKyMEHTA.

3. HOpuanyeckas cuiia OyMa)KHOTO U 3JIEKTPOHHOTO JOKYMEHTOB.

4. YuudumupoBanasie cucrembl gokymeHTaruu (YCJ): cocra, HazHauenme. YCJI,
HCIOJIb3YEMBIE B JIESITEIbHOCTH TAMOKEHHBIX OPI'aHOB.

5. Cucrema  ympaBJIGHYECKOW  JOKyMEHTAllMM:  COCTaB  (BUABI), Ha3HAYCHUE,

KJIacCU(pUKaLUs.
6. Ponmp u 3HaueHHe KIACCU(HUKATOPOB TEXHUKO-DKOHOMHYECKOHM ¥  COLMAJIBHOM
nHpOopMaUN B JIOKYMEHTAIlUOHHOM obecrieueHnn YIIPaBJICHUS. XapakTepucThka

kiaccupukaropos TOU, ucnonp3yeMbIX B 1€ATEIBHOCTH TAMOKEHHBIX OPI'aHOB.

7. VYHupUUUpOBaHHAs CHUCTEMa OPTraHU3AMOHHO-PACTIOPSAUTEIBHON TOKYMEHTALIWH.
Xapakrepuctuka. Cpepa npumenenusi. CoctaB JOKYMEHTOB.

8. VYHuduumpoBaHHas cucTeMa OPraHU3ALMOHHO-PACHIOPSAUTENBHON JTOKYMEHTALUH.
CocraB pekBu3uTOB. TpeGoBaHus K 6J1aHKaM JOKYMEHTOB.

9. OcHOBHBIE TMpaBHJa TOATOTOBKM HOPMATHUBHBIX TIPABOBBIX aKTOB (enepasbHbIX
OpPraHOB HCHOJHUTENbHOM BiracTu. [Ipu3Haku HOPMAaTUBHOCTH B PACHOPSAAUTENbHBIX JOKYMEHTAX.
Buasl HOpMAaTHMBHBIX TIPAaBOBBIX aKTOB, KOTOpbIE MOTYT H3/aBaTh (erepanbHbie OpraHbl
UCIIOJHUTENIbHOM BIAcTH.

10. OcobeHHOCTH CTUIIS U3JTI0KEHUS O(PUIINATBHBIX IOKYMEHTOB.

11. HdenoBas  mepenmcka.  Kiaccuduxaums.  I[lpasunma  odopmienus  (odepra,
MIPETEH3MOHHOE, FapaHTUIHOE, PEKJIIAaMHOE MMHCHMO).

12. KoMno3uIMoHHOE MOCTPOEHNE PEKBU3HUTA «TEKCT» JI€JI0BOIO UChMa.

13. OcHOBHbIE 33/1a4u M (QYHKIMH CTPYKTYPHBIX MOAPA3/IE€ICHUI TaMO>XEHHBIX OpPraHOB,
MMEIOIINX OTHOIIEHHE K OPraHU3aluu IOKyMEHT0000poTa.

14. ®opmbl  oOpraHM3alMM  JEJIONPOM3BOJACTBA,  HUCIOJb3yE€MbIE B  JEATEIbHOCTU
TaMOKEHHBIX OPI'aHOB.

15. OcHOBHBIE 3Tanbl JOKYMEHTOOOOpPOTa B TaMOKEHHOM OpPraHe M MX XapaKTepUCTHKa
(TpeCoBaHUs K OpraHu3aIum).

16. llenp, METOABI UCCIIETOBAHUS OPTaHU3AMH JOKYMEHTOO0OpOTa B TAMOKEHHOM OpraHe.
UT, ucnonb3yemsle A UCCIEOBAHUS TOKYMEHTO000pOTA.

17. OcobeHHOCTH OpraHu3aIuy PabOTHI TP MCTIOIB30BAHUH TEIETAUITHON, (DAKCUMUITBEHOMN
CBSI3M U JIEKTPOHHOM IOYTBHI.

18. OcobGeHHOCTH OpraHM3aliy AIEKTPOHHOIO JOKYMEHTO000pOTa B TAMOKEHHOM OpraHe.

19. IpunuunuansHas cxema padotsr ANUIIC.

20. Ponp, 3HAUYeHWE W IPUHLUIIBI PETHCTPAlMA  JOKYMEHTOB B  OpraHH3aluu
nenonpoussoactBa. KIIC «YKWUI-2»: wucrtopus co3naHusi, HazHaueHue, (QyHKIHMOHAIbHBIE
BO3MOXXHOCTH, ITyTH MOJEPHU3ALINH.

TecToBbIC 3a1aHUA

1. PexBusut "Bu3sa coriiacoBanus" pacrosiaraercs:
B HIKHEH 4yacTh 000POTHOM CTOPOHBI JOKYMEHTA UM Ha OTACTHLHOM JIUCTE
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Ha JIMIIEBOM CTOPOHE HIDKE MOANKCH MU B HUXKHEH 4acTH 000POTHOM CTOPOHBI
JOKYMEHTaHa JINLIEBOM CTOPOHE B IIPaBOM BEPXHEM YIUIy WJIA Ha OTICIBHOM JIUCTE

2. PexBusur «I'pud cormacoBanus» ohopmiseTcs pU COTIACOBAHHH C:
OT/IEJIOM KaJ[pOB

IOPUIMYCCKUM OT/ICIIOM

po(CcOI03HOM OpraHu3amnuen

3. Kakoe ki1t04eBoe cJI0BO HE yoTpedisieTcs B JOKyMeHTe Pacriopsikenue:
OBA3BIBAIO

[TPUKA3BIBAIO

[MPEJIATATO

4. B nokymenTe AKT B pekBu3uTe «Iloanucey yka3bIBaroTCs:
npejceaTesb U WieHbl KOMUCCUU

npejceaaresab U CeKpeTapb

JIOJKHOCTH TpEeJICeiaTelsl U ceKpeTaps

5. I'me B TOKyMEHTax TaMOKEHHBIX OPIaHOB YKa3bIBA€TCsI HOMEDP CTPAHHUIIBIL:
B [IPaBOM HUKHEM YTy
B [IPAaBOM BEPXHEM YIILy
B LICHTPE BEPXHETO MOJIA

6. JlokyMeHTO00O0pOT — 3TO:

COBOKYIIHOCTb BHYTPCHHHX WU BHCHIHHUX JOKYMCHTOIIOTOKOB OpTraHHU3alllu,

JIBM)KEHUE TOKYMEHTOB C MOMEHTA IOCTYIUICHUS 10 MOMEHTA MX MCIIOJTHCHHUS,
ABVOKCHUC JOKYMCHTOB C MOMCHTA UCIIOJIHCHUA 1O MOMCHTA UX IMOCTYIUICHUA B JPYT'YIO
OpraHu3aIuIo,

Habop OU3HEC-TIPOIIEaYP

7. JIBUKEeHNE JOKYMEHTOB B TAMOKEHHOM OpraHe OTPayKaer:

CTPYKTYpY TAMOKEHHOI'O OpraHa,

(GYHKIIMOHAIBHOE paclpeiesieHue 00513aHHOCTEW MEX/1y COTPYAHHUKAMU TaMOXEHHOTO
oprasa,

MapIIpPyThl JOKYMEHTOIIOTOKOB,

CTPYKTYpPY TaMOKEHHOT'O OpraHa U pacnpezeneHue o0s3aHHoCTel

8. B TamokeHHBIX OpraHax npuMeHsiercs popma opraHu3alnu JeI0IpOr3BOJICTBA:
[IEHTPaIN30BaHHas,

JIeIIEeHTPaIN30BaHHasl,

uepapxudeckas,

(byHKLIHMOHATBbHAS,

CMeIlaHHast

9. Ilo ropuauyecKkoi cuie TOKYMEHTHI TOAPA3AEIAIOTCS
BHYTpPEHHHUE,

MOJJTHHHEIE,

ounmanbHeIe,

IOJIJIOKHBIE

10. bnask - »to:

CTaHIlapTHLIﬁ JINCT 6yMaFI/I, Ha KOTOpPOM BOCIIPOU3BOAUTCA HH(bOpMElI.IPIﬂ 00 OopraHu3alnmn-

aBTOpE,



CTaHI[apTHBII\/'I JIUCT 6yMaI‘I/I C MMOCTOAHHBIMHA U ICPCMCHHBIMU PCKBU3UTAMU,
JIOKYMEHT, COJIepKaIllUi MMOCTOSTHHYIO HH(OpMaIuio 00 aBTope,

CTaHI[apTHBII\/'I JIUCT 6YMaFI/I, Ha KOTOPOM BOCIIPOHU3BOAATCA IOCTOAHHBIC PCKBU3UTLIL
OpraHu3aIuh-aBTopa

11. K o0mmmM GyHKIUAM TOKYMEHTa OTHOCSTCS:
KOMMYHUKATUBHAs,

yIpaBiieHYecKasl,

npaBoBasi,

uH(pOopMalOHHAs

12. JIoKyMeHT, aJjpeCOBaHHBII HaYaIbHUKY TAMOKCHHOTO OpraHa U HHPOPMUPYIOLTUH €ro
0 CJIOKUBIIEICS CUTYAIINH, COAEPKAIUN BBIBOABI U IPEJIOKEHHUS aBTOPA, HA3bIBACTCS:
CITY>KeOHOM CTIpaBKOH,

CITy)eOHOH 3aITUCKOM,

JIOKJIaJHOM 3aIIUCKOM,

OOBSICHUTEIIBHON 3aIMHCKOM

13. B ocHOBe yHU(DHUKAIIMHA JOKYMEHTOB JICKUT:
TEKCT,

rpaduyeckas MoJIeb MOCTPOCHUS,
coJiep:KaHue JOKYMEHTa,

Ha3HA4YCHHE JIOKYMEHTa

14. YaudumupoBaHHas cucTeMa JOKyMEHTAIlMH U TPEOOBaHMS K 0(OPMIICHHUIO IOKYMEHTOB
3aKpeIUICHA B CTaHapTe:

I'OCT 6.10.5-87,

I'OCT P 6.30-2003,

I'OCT P 51511-2002,

I'OCT P 51141-98

15. Ynpasnenue nokymentamu B opranuszanuu B coorserctsuu ¢ 'OCT P MCO 15489-1
BKJIIOYAET B ce0sl:

pa3paboTKy MOJUTHKH (PETJIAMEHTOB) U CTAHJAPTOB U PacHpeeIeHNe OTBETCTBEHHOCTH U
IMOJTHOMOYMIA,

pa3paboTKy U pacIpoCTpaHEeHUE MPOLEAYDP U PYKOBOASIIMX YKa3aHUNA U HMHTETPALIUIO
yIOpaBJIeHUs JOKYMEHTaMH B JIEJIOBbIE CUCTEMBI U MTPOLIECCHI

IIPEIOCTABIIEHUE YCIIYT, CBSI3aHHBIX C YIIPABIECHUEM JTIOKYMEHTAMH U UX UCIIOJIB30BAHUEM;
pa3paboTKy, BHEIPEHHE U aIMUHUCTPUPOBAHUE CTIELIUATU3UPOBAHHBIX CUCTEM IS
YIPaBJIEHUS JOKYMEHTaMH

6.2. OueHoyHble MaTepHaJbl [JIS1 INPOBEJACHHUS IPOMEKYTOYHON aTTecTalluM
o0yyaromuxcs o JucHuInHe «OCHOBBI JOKYMEHTO000POTAa B TAMOKEHHBIX OPraHax»

TunoBbie BOIIPOCHI K 3a4€TYy

1. Tepmunocucrema AMCUUIUIMHBL. OCHOBHBIE HOHATHS («HH(DOPMAIUL), «ITOKYMEHT»,
«JIOKyMEHTUPOBAHHE», «JIEJONPOU3BOJICTBO», «IOKYMEHTAIMOHHOE OOecleyeHue YMIpaBICHUS,
«uH(pOpMAIIOHHOE 00ecTIeYeHne YIPABICHU» U Ap.). DBOIOLUS OHATHH.

2. HWndopmamus u ee cpoiicTBa. BiusHue mHbopManuum Ha KayecTBO MNMPUHUMAEMBIX
ynpaBiieHYecKUX pemeHnii. MTHpopmanmonnas KyabTypa, €e THIIBI.

3. WudopmanmoHHBII MEHEIKMEHT Ha COBpPeMEHHOM »HTamne. JlOKyMEHTaIllMoOHHOE
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o0ecrieyeHre yrpaBiaeHHUs KaKk yacTh HHPOPMALIMOHHOTO MEHEKMEHTA.

4. OcHoBHble mosoxkeHust  PepepanpHoro 3akoHa PD  «O6  umHpOpManmw,
MH(POPMAIIMOHHBIX TEXHOJIOTUSAX M O 3aliuTe MH(OpMAIMN», €ro pojb U 3HAYCHHE B CHCTEME
POCCUICKOT0 3aKOHOAATEIHCTBA.

5. HWudopmannoHHble pecypchl - Kak 3KOHOMHYEcKas KaTteropus. [IpaBoBoil pexum
nH(pOpMaLMOHHBIX pecypcoB. MH(DopMannoHHbIe pecypchl TAMOKEHHBIX OPraHOB U JOCTYI K HUM.

6. HMudopmannoHHble POIECCHl — OCHOBA pa3pabOTKU U peau3alliy yIpaBIeHIECKOTO
pelieHus. YTpaBieHUECKOe pelleHHe Kak Mpolecc U Kak siBieHue. Dopmbl ympaBlieHYECKUX
peLieHui.

7.  Jlenompou3BOJACTBO — KaK OTPa)KEHUE CUCTEMBI U TEXHOJOTUH yrnpaBieHus. OCHOBHbIE
JTalnbl pa3BUTHUSA JenonponusBoacTBa B Poccun. Poceuiickast Mozienb Je0npor3BOICTBaA.

8. JIOKyMEHT - KaK Cpe[CTBO yIpaBJIeHHS U oOpaTHOW cBs3u. CBOMCTBa JIOKYMEHTa M
coobmeHusi. OyHKIIUU JOKYMEHTA.

9. IOpunuyeckas cuna OyMa>KHOTO U 3JIEKTPOHHOTO JIOKYMEHTOB.

10. YauduuupoBanusie cuctembl nokymeHtamuu (YCJ): cocraB, naznauenue. YC/I,
HCIIOJIb3YEMBIE B JESITEIbHOCTH TAMOKEHHBIX OPTaHOB.

11. Cuctema  ympaBlI€HYECKOM  JOKyMEHTAallMM:  cocTaB  (BUAbI), Ha3HA4YCHHUE,
KJIacCU(pUKAIIHS.

12. Ponp W 3HaueHHE KIACCU(PUKATOPOB TEXHUKO-IKOHOMUYECKOM U COLMAIBHOU
uHpopMaud B JIOKYMEHTAllUOHHOM  OOECIIEYeHHH  YIpaBJICHUA.  XapaKTepUCTUKA
kiaccupukaropoB TOU, ucnonb3yeMbIX B I€STEIBHOCTH TaMOXKEHHBIX OPTaHOB.

13. YuuduuupoBaHHas cHcCTeMa OpPraHU3alMOHHO-PACIIOPAIUTEILHON JOKYMEHTAIIUH.
Xapakrepucruka. Chepa npumenenusi. CoctaB JOKyMEHTOB.

14. YuuduuupoBaHHas CcHCTeMa OpPraHU3alMOHHO-PACIOPAIUTEILHON JOKYMEHTAIIUH.
CocraB pexkBu3UTOB. TpeboBaHMs K OJIaHKaM JOKYMEHTOB.

15. OcHOBHBIE TpaBUiia MOJATOTOBKM HOPMATUBHBIX IIPABOBBIX aKTOB (enepalibHbIX
OpPraHOB UCIHOJHUTENbHOMN BiacTH. [Ipu3HaKy HOPMATUBHOCTH B PaCHOPSAUTENbHBIX JOKYMEHTAX.
Bunbl HOpPMAaTHBHBIX TPAaBOBBIX aKTOB, KOTOpbIE MOTYT WH3JaBaTh (enepalbHble OpraHbl
HCTOJIHUTEIbHOMN BJIACTH.

16. OcoOGEeHHOCTH CTHIIS U3JI0KEHUS O(QUIIMATIBHBIX TOKYMEHTOB.

17. HdenoBas  mepenucka. Knaccuduxamusa.  [lpaBunma  odopmienus  (odepra,
IIPETEH3UOHHOE, FapaHTUIHOE, PEKJIIAMHOE ITHCHMO).

18. Komno3uinoHHOE NOCTPOEHNE PEKBU3NUTA «TEKCT» JI€JI0BOI0 MUChMA.

19. OcHoBHBIE 337auu M (PYHKUUH CTPYKTYPHBIX MOJpPa3/leICHUN TaMOXKEHHBIX OpPraHOB,
MMEIOIUX OTHOLIEHHE K OpraHUu3aluu JOKYMEHTO000pOTa.

20. ®opmbl  OpraHM3alUu  JAEJIONPOM3BOJACTBA,  HUCIOJB3YyE€MbIE B  JAEATEIBHOCTU
TaMO>KEHHBIX OPTaHOB.

21. OcHOBHbIE 3Tambl JOKYMEHTOOOOpPOTa B TaMOXXEHHOM OpraHe M UX XapaKTepUCTHKa
(TpeboBaHus K OpraHu3alun).

22. Uenb, METOABI HCCIEIOBAHNS OPTaHU3ALUHU JOKYMEHTOO00pOTa B TAMOKEHHOM OpraHe.
UT, ucnonb3yemsbie J1s1 UCCIIEIOBAHUS TOKYMEHTOO00POTA.

23. Oco0eHHOCTH OpraHM3aluu PadOThl IPU UCIOIb30BAHUH TEJIETAUTHOMN, (PaKCUMUIBHON
CBSI3M U AJIEKTPOHHOMN MOYTHI.

24. OcoOeHHOCTH OpraHU3aALUH JIEKTPOHHOTO JOKYMEHTOO00POTa B TAMOXXEHHOM OpraHe.

25. IlpunuunuanbHas cxema padotsr JJUTIC.

26. Ponp, 3HadeHMe M NPUHLUIOBl PETUCTPAllMM  JTOKYMEHTOB B  OpraHu3aluu
nenonpouspoactBa. KIIC «YKUI-2»: wucropus co3naHusi, Ha3HaueHHe, (YHKIUOHAJIbHBIE
BO3MO>XHOCTH, ITyTH MOJEPHU3ALINN.

27. OObeKTUBHBIE U CYOBEKTUBHBIE (PAKTOPHI pOCTa JOKYMEHTOOOO0POTA.

28. OcoOeHHOCTH oOpraHu3anuu padoThl B TaMOXXEHHBIX OpraHax ¢ JOKyMEHTaMH,
MMEIOIIMMH CBeJIeHUs: orpannyeHHoro pacmpoctpanenus (JICII), a Takke KOMMEPYECKYIO WM
roCyJapCTBEHHYIO TaiiHy. Kputepun oTHeceHHst HHPOPMALIUU K KaTETOPUH «CITYKEOHOM».

29. OcobeHHOCTH OpraHMU3aly paboThl B TAMOXKEHHBIX OpraHax ¢ oOpalleHusIMHU Ipax/IaH.
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[Ipouenypa oOxaioBaHUSI peEIICHUM, AecTBUN (O€3ACHCTBHS) TAaMOXKCHHBIX OPraHoB W UX
JOJKHOCTHBIX JIUI.

30. TocymapcTBeHHBIN apxuBHBIN (HOHA (Ha3HaUeHHUE, cOCTaB). OTIHUUS «TPATUIIOHHOTO)
U «3JIEKTPOHHOT0» apXUBOB.

31. BenomcTBeHHBIE apXuBbl (B TAaMOXXEHHBIX OpraHax): BH[bl, COCTaB JOKYMEHTOB,
¢dbynkuuu. McnonaHeHue 3anpocoB cOUanbHOTO xapakrepa. « CrenuanbHblii» apXuB B TAMOKEHHOM
Oprase.

32. llenp, oTambl, NOPUHLMIBI W KPUTEPUH OKCIEPTU3bl ILIEHHOCTH JOKYMEHTOB B
taMokeHHOM oprane. [TomHomouus u opranuzanus padotst DK, LK, DIIK, LIDIIK.

33. Ponb u 3HaueHHWE HOMEHKJIATYpHl JeJI B OpraHU3alUy JAeJIONpPOU3BOACTBA B
TaMOKEHHOM opraHe. Buibl HoMeHknaTyp nen. [IpaBuna noaroToBku.

34. Meronmonorusi MPOEKTUPOBAHUS U BHEAPEHHUS CHCTEM YIPABIECHUS JOKYMEHTaMU
(CY ) B opranuzanuu Ha COBPEMEHHOM JTarle.

35. TOCT P UCO 15489-1: ucropus co3ganus 1 KpaTkas XapaKTepUCTHKA.

36. Pomp m MecTO panMOHAIBFHOTO JOKYMEHTOOOOpOTa MPH CO3JaHMK WH(POPMALMOHHOM
6a3bl  koprnopatuBHOW uHGMopmarmonHoi cuctembl (KMC). CoctaB wuHpOpManuoHHON Oa3bi:
BHEMAIIIMHHASI U BHYTPUMAIIHHHAS.

37. Knaccudukanuss ©u  XapakTepucTuku  nporpammuHoro  obecredyenuss  (I10),
HCIOJIb3YEMOT0 B IIPOLIECCE aBTOMATU3ALMH JIEIOIPOU3BO/ICTBA B COBPEMEHHBIX YCIOBUSX.

38. B03MOXXHOCTH HCIIOJIb30BaHUsI CUCTEM YyIpaBieHus noTtokoM pabor (Workflow) B
IIpOLIECCE aBTOMATU3aLUU JAEJIONPOU3BO/ICTBA.

39. APMpmI (KIIC), no3Bosstolie aBTOMaTU3HPOBATh AEIOMPOU3BOICTBEHHBIEC ONEpalliy B
TaMO>KEHHBIX OpraHax.

40. DnexTpoHHOE COOOIIEHNE: OINpeAeNeHre, MpaBuia TMOATOTOBKH, O(QOPMIICHUS W
OTIIPaBKU. DTUKA IEKTPOHHON NEPENHUCKHU.

41. Ipouenypa wucnons3oBanus u npusHanus OLIL. VYaocrosepsromue HIEHTPH B
TaMO>KE€HHBIX opraHax. Caepxusatoniue paxtopsl ucnonas3oBanus JLII B Poccuu.

42. QenepanbHas  1eneBas  Oporpamma  «OnektpoHHas — Poccusi».  IIpobnemsr
B3aMMOJICHCTBHS (peepabHBIX OpPraHOB WCIIOJHUTENFHOW BJIACTH B TPOIECCE CO3JMaHHUS H
HCIOJIb30BAHUS MEKBEJOMCTBEHHOT'O JIEKTPOHHOIO JOKYMEHTO000pOTA.

43. OcHoBHble HopMmaTuBHO-mpaBoBble akThl @OTC (I'TK) Poccum B  obmactu
JOKYMEHTAIMOHHO-MH(POPMAIIIOHHOTO 00€CTeYeH sl yHpaBlIeHUs JESTEIbHOCTHIO TaMOXKEHHBIX
OpraHoB (kinaccuuKkarus, XapakTepUCTHKN).

HUTorosnlii Tect

1. ®opmynsip-oOpazell ¢ KaKUM pacrloI0KEHUEM PEKBU3UTOB HE UCIIONB3YETCS JUIsS
oopmieHHs JOKYMEHTOB B TAMOXKEHHBIX OpraHax:

C IIPOJIOJIBHBIM

C BEPTUKAJIBHBIM

C YIJIOBBIM

2. Kakoii peKBU3UT OTCYTCTBYET Ha 00IIeM OJIaHKe TaMO>KEHHOTO OpraHa:
rep6 PO

HaNMEHOBAHHE TAMOKEHHOTO OpTraHa

HalMEHOBAaHUE BU/IA JIOKyMEHTa

3. Kaxkoi PCKBU3UT OTCYTCTBYCT Ha OJIaHKE MMChMa TAMOKEHHOI'O opraHa:
MECTO COCTABJICHUEC WJIN U3AaHHUA JOKYMCHTA

CIIpaBOYHBIC JaHHBIC 00 opraHuzanvuu

CCBhIJIKA Ha pel"I/ICTpaI_[I/IOHHHﬁ HOMCEP M J1aTy JOKYMCHTA

4. Ha xakoii Borpoc He oTBeuaeT (OpMyTUPOBKA TEKCTa B peKBU3UTE "3aroj0OBOK K
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TEKCTy":
yero?

0 KOM?
KOoMy?

5. B 3aronoBo4HOl yacTh JOKYMCEHTA C YIJIOBBIM PACIIOJIOKECHUEM PEKBHU3UTOB CTPOKH HE

CJIeTyeT BEIPABHHUBATH:
O LIEHTPY

10 IPaBOMY Kparo

0 JIEBOMY Kparo

6. B Texcre npukasza B 00111eM ciIy4yae NPUCYTCTBYIOT:
KOHCTaTUPYIOIIas 1 0popMIISIONIas YacTh
o(opMIISIIOIIas YacTh U PaclopsIUTEIbHAS YaCTh;
pacnopsiAuTeNbHas U KOHCTaTUPYIOLIas 4acTh

7. Kakol peKBH3UT Ha TOKYMEHTaX TaMOKECHHBIX OPIaHOB HE TaTUPYETCS:
3aroJIOBOK K TEKCTY

BH3a COTJIACOBAHUS

PE30IIIOLMS

8. Ha xaxom nokymente He oopmiisercs pekBusut "['pud yTBepxkaeHus":
WHCTPYKIHUS

MpUKa3

npaBuia

9. VkaxuTe BapuaHT HENPaBUILHOIO HanucaHus peksusuTa "Jlara":
7 ssuBaps 2014r

2014-03-08

07.01.2014r

10. PexBusur "Bu3a o3HakomiieHHs" pacrosaraercs:
Ha 00OpPOTHOI CTOpOHE

Ha JIMLIEBON CTOPOHE

B JIEBOM BEPXHEM YTy

11. PexBusut "Bu3a cornacoBanus" pacrionaraercs:

B HUKHEH 4yacTh 000POTHOM CTOPOHBI JOKYMEHTA UM Ha OTAEIHHOM JIHCTE

Ha JIMIIEBOM CTOPOHE HIKE MOIMUCH WM B HIDKHEW 4acTH 000POTHON CTOPOHBI
JIOKyYMEHTaHa JIMIEBOM CTOPOHE B MPABOM BEPXHEM YTIy WJIA HA OTAEIIBHOM JIKCTE

12. PexBusut «I'pud cornacoBanus» opopMisieTcst IPU COTJIACOBAHHH C:
OTJIEIIOM KaJpOB

IOPUMYECKUM OT/IEIIOM

po()COFO3HON OpraHu3aIrei

13. Kakoe ki1r04eBO€ CJIOBO HE YIOTpebseTcs B ToKyMeHTe Pacopsikenue:
OBA3BbIBAIO

[TPMKA3BIBAIO

[TPEIJIAT'AYO

14. B noxymenTe AKT B pexkBusute «lloanucey ykaspiBarorcs:
npejceaareab U YieHbl KOMUCCHH
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npejcenareab U CEKpeTaph
JIOJDKHOCTH TIPEJICeaTeNs M CEKpeTaps

15. I'te B TOKyMEHTaX TAMOKEHHBIX OPTAaHOB YKA3bIBAETCSI HOMEP CTPAHULIBIL:
B [IPAaBOM HUKHEM YTy

B [IPaBOM BEPXHEM YLy

B LIGHTPE BEPXHETO MOJIs

16. JlokyMeHTOO00pOT — 3TO:

COBOKYITHOCTh BHYTPEHHUX U BHEIIHUX JOKYMEHTOIIOTOKOB OpPTaHU3aIlHH,

JBUKEHHUE TOKYMEHTOB C MOMEHTA IMOCTYIICHUS 10 MOMEHTA MX UCTIOJTHEHUS,
JBU)KEHUE TOKYMEHTOB C MOMEHTA MCIIOJIHEHHSI 0 MOMEHTA UX MOCTYIUICHHSI B JIPYTYIO
OpraHu3aIuIo,

Habop OM3HEC-TIPOIIEAYP

17. IBr>keHrEe TOKYMEHTOB B TAMOKEHHOM OpPraHe OTPaXKaerT:

CTPYKTYPY TaMO>KEHHOT'O OpraHa,

byHKIIMOHATIBHOE paclpeeNieHre 00513aHHOCTEeH MEXTy COTPYIHUKAMU TaMOXEHHOTO
oprasa,

MapUIpyThl JOKYMEHTOOTOKOB,

CTPYKTYPY TaMOKEHHOT'O OpTaHa U pacmpeeneHne o0s3anHoCTei

18. B TaMOXEeHHBIX OpraHax nmpuMeHsiercs (popma opraHu3aIuu JIeI0NMPOU3BOJICTBA!
LEHTpaIn30BaHHasl,

JeLEHTpaIu30BaHHasl,

uepapxuueckas,

(GyHKIMOHATbHAS,

CMellIaHHas

19. Ilo ropuanuecKoil cuIe TOKyMEHTHI IOAPA3AEIAIOTCS
BHYTpPEHHHUE,

MOJIJIMHHBIE,

oQuIaIbHbIE,

MIOJIJIOJKHBIE

20. bnaHk - 3T0:

CTaHJapTHBIN JIUCT OyMaru, Ha KOTOPOM BOCIPOU3BOAUTCS HH(pOpMaIHs 00 opraHu3aluu-
aBTOpE,

CTaHﬂapTHBIﬁ JINCT 6YMaFI/I C ITOCTOAHHBIMHA U HepeMCHHBIMI/I peKBI/ISI/ITaMI/I,

JOKYMEHT, COJIEp KaIlIHii MOCTOSIHHYIO HH(POpMAIIIO 00 aBTOpeE,

CTaHﬂapTHBIﬁ JINCT 6YMaFI/I, Ha KOTOpOM BOCHpOH?:BOI[fITCSI IIOCTOSAHHBIC peKBI/I3I/ITI>I
OpraHu3alu-aBToOpa

21. K obumm pyHKIUSAM JOKYMEHTa OTHOCSTCS:
KOMMYHHKaTHBHas,

yIpaBiieHYeCKas,

paBoBasi,

UH(pOPMaLMOHHAS

22. JIoKyMeHT, aJipeCOBaHHbII HaYaJIbHUKY TAMO>KEHHOT'O OpraHa U HH(POPMHUPYIOIIUI ero
0 CIOKHUBIIIEHCS CUTyalluu, Conepmamﬂﬁ BBIBOJIbI U MPEAJIOKCHUSA aBTOPa, HA3bIBACTCA:
CITy>K€OHOH CIIpaBKO,

CITY>Ke€OHOM 3aMUCKOMH,
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JOKJIaJHOM 3aIIHCKOM,
00BSACHUTENLHON 3aIIMCKOMN

23. B ocHoBe yHUUKAIIMN TOKYMEHTOB JIC)KHT:
TEKCT,

rpaduyeckas Mojieib MOCTPOSHUS,
coJiep’KaHue JOKYMEHTAa,

Ha3Ha4YeHHE JOKyMEHTa

24. YauduuupoBaHHas cucTeMa JOKyMEHTAIUH U TpeOoBaHUs K 0POPMIICHUIO TOKYMEHTOB
3aKperJieHa B cTaHjapre:

I'OCT 6.10.5-87,

I'OCT P 6.30-2003,

I'OCT P 51511-2002,

I'OCT P 51141-98

25. YupaBnenue 1okymeHTaMu B opranuszanuu B coorserctBuu ¢ 'OCT P UCO 15489-1
BKJIIOYAET B ce0sl:

pa3paboTKy MOJIUTHUKH (PETIIaMEHTOB) M CTAaHAAPTOB U pacpe/ielieHne OTBETCTBEHHOCTH U
MMOJTHOMOYMH;

pa3paboOTKy M pacpOCTpaHEHHUE MPOLETYpP U PYKOBOIALINX YKA3aHUNH U UHTErPaLlUIo
YIPAaBIEHUS JOKYMEHTAMHU B JIEJIOBBIE CUCTEMBI U IIPOLIECCHI

IIPEJIOCTABIIEHUE YCIYT, CBSI3aHHBIX C YIIPABJIECHUEM JIOKYMEHTAMU U UX UCIIOJIb30BAHUEM;
pa3paboTKy, BHEAPEHHUE U aIMUHUCTPUPOBAHUE CHICIIUATU3UPOBAHHBIX CUCTEM JIJIS
yIpaBiIeHUs JOKYMEHTaMH

26. ®enepanbHble OpraHbl FOCY1apCTBEHHON UCIIOTHUTENBHOM BIIACTH U3AAI0T CIEAYIOLINE
BUJIbl HOPMAaTUBHBIX [TPABOBBIX AKTOB (BBIOEpPHUTE IPYIIITY):

IIPUKA3bl, paCHOPSHKEHUS, TOCTAHOBJICHUS, HUPKYJISIPHbIE IMCbMA, OPraHU3aIlIOHHbIE
IMCbMa, HHCTPYKIINH;

MPUKA3bl, YKA3aHUS, UPKYJISIPHbIE MMCbMA, PACTIOPSKEHUS, IIPaBUiIa, UHCTPYKIINH;
pacnopspKeHHs, TPaBUIIa, MHCTPYKIUH, IOCTAHOBJICHU S, IPUKA3bI, [IOJOXKECHUS?

27. PazMepsl 10JIEN B TOKYMEHTE:

Bepxuee 20mm; 20 mm; 15mm; 10 mm; 20 M.
Hwmxnuee 20mMm; 20 mm; 15 mm; 10Mm; 20 M.
[TpaBoe 35mMm; 15 mm; 25 mm; 20 Mm; 10 mm.
JleBoe 20mmMm; 30 mm; 10 mm; 05 mm; 20 M.

28. JIoKyMEHTONOTOKH, 00pa3yIoife JOKyMEHTO000POT:
BHYTpEHHUE

UCXOZSIINE

BXOJISIIINE

CpPOYHBIE

HECPOYHBIE

29. Cpoxu UCTIOTHEHUS JOKYMEHTOB:
10 nueit

14 nuen

5 nHew

7 nHen

2 oA



30. Cpoku xpaHeHus Ae:
no 10 net

IIOCTOSIHHO

ceeire 10 ner

6.2.1. Onucanue nmokasarejied u KPUTEPUEB OLICHUBAHUSA KOMHeTeHHHﬁ, OIMUCaHHue
IIKAaJI OCHUBAHUA
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Ne i/

HaumMmeHnoBaHue
OIIEHOYHOI'0
cpeacTBa

Kparkasi xapakTepucTuka
OIIEHOYHOTO CPeICTBA

IIkana u KpUTEpUHU OLIEHKH,
0aJsn

Kpurepun
OLlEHUBAHMS
KOMIEeTeHIIHHU

Ompoc

Coop nmepBHYHOI
UH(POPMAITUH T10 BBIICHCHHIO
YPOBHS YCBOCHUS
MPONEHHOTO MaTepraa

«3a4TeHO) - eCIIN
00y4aroUuics IEMOHCTPUPYET
3HAaHWE MaTepualia 1o paseny,
OCHOBAHHBIE HA 3HAKOMCTBE C
00s13aTeIpHON TUTEPATypOr U
COBPEMEHHBIMU

Ty ONUKAIUSIME; TaeT
JIOTUYHBIE,
apryMEHTUPOBAaHHBIC OTBETHI HA
ITOCTABJICHHBIE BOIIPOCHI,
Tax:ke oIeHKa «3auTeHO»
CTaBUTCSI, €CJIM 00YYaIOITUMCSI
JIOTTYIICHBI HE3HAYNTEIILHBIC
HETOYHOCTH B OTBETAX,
KOTOpBIC OH UCIIPABIISIET MIyTEM
HABOJIAIIMX BOIPOCOB CO
CTOPOHEI MpeToaBaTers.

«He 3auTeno» - nmMeroTcs
CYLIECTBEHHBIE IPOOEIIHI B
3HAaHWU OCHOBHOI'O MaTepualia
TI0 pa3fely, a TaKkKe AOMyIEeHBI
MIPUHIUATTHAIBHEIE OIUOKH TPU
W3JI0)KEHUH MaTepuaa.

OIIK-2.2,
[IK-1.2

Joxnan-
Mpe3eHTAINS

[Ty6in4HOE BHICTYIUICHHUE TIO
HPE/ICTABICHHUIO MOTYyYSHHBIX
pe3yJbTaTOB B IPOrpamMme
Microsoft PowerPoint

«5» — MoKJaa BBITIOJIHEH B
COOTBETCTBUH C 3aIBICHHON
TEMOM, MPE3EHTalIMS JIETKO
ypTaeMa M sSiCHa I
[TOHWMAHUS, TPAMOTHOE
HCIIOIb30BaHUE
TE€PMMHOJIOTHUHU, CBOOOTHOE
M3TI0’KEHUE PACCMATPUBAEMBIX
po0JIeM, TOKIaTINK
MIPaBUIILHO OTBETHII HA BCE
BOIIPOCHI B XOJ€ JUCKYCCHUH,

«4» — HEKOPPEKTHOE
odopmIIEHUE MPE3CHTALINH,
TPaMOTHOE UCTIOJIh30BaHUE
TEPMHHOJIOTHH, B OCHOBHOM
CBOOOIHOE U3JIOKEHUE
paccMaTpuBaeMbIX MPOOIIEM,
JIOKJIaJYUK YaCTUYHO
IIPaBUIIEHO OTBETHII Ha BCE
BOIIPOCHI B XO€ TUCKYCCHH,

«3» — OTCYTCTBHE TIPE3CHTAIINH,
JIOKJIAJYUK MCIBITHIBAI
3aTpyaHEHUS IIPU
BI)ICTyHJ'IeHI/II/I " OTBETC HA
BOIIPOCHI B XOJI€ AUCKYCCHU;

«2» - TOKJIaAYUK HE PaCKPhLI
TEMY

OIK-2.2,
TK-1.2

Pedeparupabrii
0030p

PedepaTuBHsIii 0030p,
OXBaTHIBAECT HECKOJIBKO
NEPBUYHBIX JOKYMEHTOB, 1aET
COITOCTaBJICHUE PA3HBIX TOUEK
3peHHs 10 KOHKPETHOMY

«OTIMYIHOY» - pepepaTHBHBIN
0030p CONEPIKUT TOTHYIO
nHOPMALIHUIO T10
MPEJICTABIISIEMON TEME,
OCHOBAHHYIO Ha 00513aTeIIbHBIX

OIK-2.2,
TK-1.2
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BOIIPOCY.

JUTEPATypPHBIX HCTOUHHKAX U
COBPEMEHHBIX ITyOJINKALHSIX;

«XOpOIIIOY - IPEICTABICHHASL
TeMa pacKpbITa, OTHAKO
pedepaTtuBHBIi 0030p
COJICP>KUT HETIOIHYIO
nH(pOPMAITHIO TT0
MIPECTaBISIEMOH TeMeE;
«YOBJIETBOPHUTEIILHOY -
oOyJaromuiics
JIEMOHCTPHPYET
MMOBEPXHOCTHBIE 3HAHUS T10
BBIOpPAaHHOU TEME, IMEET
3aTpyJHEHUS C
HCTOb30BaHUEM HAay4HO-
MOHSATUIHOTO amnmapara u
TEPMHHOJIOTUH Kypca;

«HEYIOBICTBOPUTEIIEHOY -
pedepatuBHBIi 0030p HE
ITOATOTOBJICH JINOO UMEET
CYIIECTBEHHBIE TIPOOEITBI IO
MPEJACTABICHHOW TEMAaTHKE,
OCHOBAaH Ha HEJJOCTOBEPHOU
nH(pOopManuH, BHICTYNAIOIIIM
JIOIYILIEHBI TPUHLIUITAAIbHBIE
OIMOKY TPHU U3II0KCHUN
Marepuaia

TectupoBanue

TecTupoBaHue MOXHO
MPOBOJUTH B opMe:

. KOMIIBIOTEPHOTO
TECTHPOBAHMUSL, T.C.
KOMITBIOTEP POU3BOJIBHO
BBIOMpAET BOTIPOCHI U3 0a3bI
JAHHBIX TI0 CTETICHN
CIIO’KHOCTH;

. MTUCbMEHHBIX
OTBETOB, T.€. IPET0IaBaTeb
3a/1aeT BOIIPOC U J]aeT
HECKOJIbKO BapUaHTOB OTBETA,
a CTyZIEHT Ha OTIEJIbHOM
JMCTE 3aIMCHIBAET HOMEpA
BOIIPOCOB U HOMEpa
COOTBETCTBYIOIINX OTBETOB

«OTIMYIHOY - TIPOLICHT
MPaBUIBHBIX OTBETOB §0-
100%;

«XOPOIIOY - MPOLIECHT
MIPaBUIIBHBIX OTBETOB 65-
79,9%;

«yIIOBJIETBOPHUTEIHHOY -
MPOLICHT TPAaBUIIEHBIX OTBETOB
50-64,9%;

«HEYIOBIECTBOPUTEIILHOY -
MPOLICHT TPAaBUIIEHBIX OTBETOB
menee 50%.

OIIK-2.2,
[IK-1.2
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6.2.2. MeTonnueckne MaTepHalibl, ONpeeJsIIOIIMe NMPouelypPbl OLCHUBAHHUA 3HAHMIA,
YMeHH, HABBIKOB M (MJIM) ONbITA AeSITeJIbHOCTH, XapAKTEPU3YOIIMX 3Tanbl GOPMHUPOBAHUS
KOMIIeTEeHIIMIi B Mpolecce OCBOECHHSI OCHOBHOH MNpo(eccMOHAIBLHOI 00pa3oBaTeJbHOM
NPOrpamMmbl

No ®opma xouTposs/ | Ilpouenypa onennBanus | llkana u KpuTepun oneHKH, 6aJ1J1
KO/bI
OLIEHHBAEMBbIX
KOMIIeTeHI M i
1. 3auér [TpaBUILHOCTE OTBETOB HA | «3aYTEHO» — €CIIM O0yUYaIOIIUIACS
OIIK-2.2, BCE  BONPOCHI  (BEPHOC, | 1eMOHCTPHPYET 3HAHKME MATepUaa Mo
TK-1.2 HCTKOE M NIOCTATOUHO | pa3neny, OCHOBAHHBIE HA 3HAKOMCTBE C
rybokoe  M3NONKEHUE | jyrenarypoii; 1aeT JOTHYHBIE,
?T;{ » NOHATHH, (paKTOB M ApryMCHTHPOBAHHBIC OTBCTHI HA
JL);

IIOCTaBJIEHHBIE BOIIPOCHI; 00YYArOIIUMCS
JTAKOHMMHOCTH OTBETA: JOMYIICHB HE3HAYMTEIbHBIC HETOYHOCTH
Hammawe — mpaxtiueckux | B OTBETAX, KOTOPLIC OH HCIPABIISET
HABBIKOB M0 jUCIMIUIHHe | JIYTEM HABOJSAIIMX BOIPOCOB CO CTOPOHEI
(pemenne  3amauy  wim | IpEIIogaBaTeId.

3a/1aHui); «HE  3aUTE€HO» — €CId  HMMEIOTCA
OpuenrupoBanue B | CYIIECTBCHHBbIE TpOOENIbl B 3HAHHH
y4eOHOH, ~ HAy4HOW W | OCHOBHOIO MaTepvana [0 pasjely, a
CHCNMAIBHOM IMTEPATYPE; | ragoke JIOMYIIEHBl  TPUHIUITAATBHBIC

Coueranne TOJHOTHI H

Jloruka Y| ommOKy npy U310)KEHUM MaTEPUAIA.
apryMEeHTHPOBAaHHOCTh
H3JI0KCHUS,
I'pamotHOE
KOMMEHTHPOBaHHE,
MIpUBEICHUE MIPUMEPOB,
AQHAJIOTU;
KynpTypa oTBeTa.
1. TecrtupoBanue (Ha | [lonHoTa 3HaHUH | «OTIMYHO» - HNPOLEHT MPAaBUIBHBIX OTBETOB
IK3aMeHe) — TEOPETUUECKOTO 80-100%;
OIlK-2.2, KOHTPOJIUPYEMOT'O «XOpOUIO» - MPOLIEHT NPABHIIBHBIX OTBETOB
IIK-1.2 marepuana. KomuuectBo | 65-79,9%;
MPaBUIILHBIX OTBETOB «YIIOBJIETBOPUTEIIHHOY - MIPOTICHT
MPaBUIBHBIX 0TBETOB 50-64,9%;
«HEYIOBJIECTBOPUTEIHHOY - MIPOIIEHT

MIPaBHJIBHBIX OTBETOB MeHee 50%.

6.3. Meroanyeckue MaTepHaJibl, ONpeAe/silOIIMe NMPOUEeAYPbl OLECHUBAHMS 3HAHWM,
YMeHHI, HABBIKOB U (WJIN) ONbITA AeATEJIbHOCTH, XapaKTePU3YIOIIUX 3Tanbl GopMUpPOBaAHUS
KOMIIeTeHIIMH

C nenbro ONpeneneHusT YPOBHS OBJIAJACHUSA KOMIIETCHIMSAMM, 3aKpEIUICHHBIMU 3a
JUCLMIUIMHOM, B 3aJlaHHBbIE NPENOAABATENIEM CPOKH IPOBOAMUTCSA TEKYUIUHA U IPOMENKYTOUHBIN
KOHTPOJIb 3HaHWH, YMEHUN M HAaBBIKOB Ka)J0ro oOydaromierocs. Bce BHIBI TEKyIIero KOHTPOJIS
OCYILIECTBJISAIOTCA Ha MPAKTUYECKUX 3aHATUAX. VICKIIOUEHHE COCTABISET YCTHBIN ONPOC, KOTOPBIN
MOYKET MPOBOAUTHCS B HAYalle WM KOHIE JEKIHU B TeueHue 15-20 MHUH. ¢ LEJbI0 3aKperieHus
3HAHWW TEPMHUHOJIOTMHU IO AUCHMIUIMHE. [Ipu olleHKE KOMIIETEHUMI NMPUHUMAETCS BO BHUMAaHUE
dbopmupoBanue MPOPECCHOHATPHOTO MHUPOBO33PEHUSI, OMPEIEICHHOTO YPOBHS BKIIOUYEHHOCTH B
3aHTHS, pe(IICKCHBHBIC HABBIKH, BIAJCHUE N3Y4aeMbIM MAaTEPUAIIOM.

[Iponienypa onieHHBaHUSI KOMITIETCHIIMI 00y4JarOIIMXCs OCHOBAaHA Ha CIIETYIONIUX CTaH apTax:

1. IleproAYHOCTH MPOBEACHUS OLICHKHU.
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2. MHOrocTyneH4aTrocTh: OIeHKa (KaK IMperojaBaTesieM, TaKk U 00y4YarolUMUCS TPYMIIbI) U
CaMOOLIEHKa O00y4arolerocs, OO0CYXJIEHHE pe3yJbTaTOB M KOMIUIEKC Mep II0 YCTPaHEHHIO
HEJ0CTaTKOB.

3. EnuHCTBO MCHONB3yeMOW TEXHOJOIMU JUIsl BCEX OOYYarOLIUXCS, BBINOJIHEHUE YCIOBHH
COIIOCTaBUMOCTH PE3YJIbTaTOB OLICHUBAHUSI.

4. CobnroeHue 1nocie10BaTeIbHOCTH IPOBEACHUS OLIEHKH.

Texymas arrectanusi odyuawmmxes. Tekymas arrectanus 00ydaromMXcs M0 TUCIHUILIHHE
«OCHOBBI  JIOKyMEHTOOOOpOTa B TAaMOXXEHHBIX OpraHax» IpPOBOJUTCS B COOTBETCTBUU C
nokanbHbIMU HOpMaTHBHBIME akTaMd OAHO BO «MIICVY» u siBnseTcst 00s13aTeIbHOM.

Texymas arrectauuss no aucuuiiMHe «OCHOBBI JOKYMEHTOOOOPOTa B TaMOXEHHBIX
opraHax» IpoOBOAUTCS B (opme ompoca MU KOHTPOJBHBIX MEPONPUSATHH MO OICHUBAHHIO
(bakTHUeCKUX pe3ysbTaToB OOyueHHs oOO0ydaroIluxcs M OCYLIECTBISETCA IIpernojaBaTesieM
JUCLUIUINHBI.

OOBeKTamMM OLICHUBAHUS BBICTYIAOT:

1. ydeOHast JMCUUIUIMHA (AKTHBHOCTh HA 3aHSTHUSAX, CBOCBPEMEHHOCTH BBIIOJHECHUS
Pa3IMYHBIX BUJIOB 33/IaHUH, IOCEIIAEMOCTh BCEX BUIOB 3aHITHUI MO aTTECTyEeMOM TUCHHILINHE);

2. CTENCHb YCBOCHHSI TCOPETHUCCKHUX 3HAHHI B KQUECTBE «KIIFOUCH aHATH3ay;

3. YPOBCHb OBJIAJICHHS MNPAKTUYECKHMMH YMEHHSIMH M HaBBIKAMH [0 BCEM BHIAM
y4eOHOIl paboThI;

4. pe3yNbTaThl CaMOCTOSATENIBHOW Pa0OThl (M3y4YEeHHE KHHUI M3 CIHCKAa OCHOBHOW M

JIOTIOJIHUTEIBHOMN JIUTEPATYPBh).

AKTUBHOCTh OOy4Yarolerocs Ha 3aHATUSAX OLIEHUBAETCS HAa OCHOBE BBINNOJHEHHbBIX
oOyuaromumMcs paboT U 3a7aHuid, IPeTyCMOTPEHHBIX JaHHOM paboueil mporpaMMoi TUCITUILTHHBL.

Kpome TOro, oneHuBaHue oOydYarolerocs IMPOBOAUTCS Ha TEKYIIEM KOHTpOJIE IO
muciuminHe. OLeHnBaHne o0y4yaroUlerocsi Ha KOHTPOJIBHOM HeJleNne MPOBOAUTCS IpernojaBaTesieM
HE3aBUCHMO OT HAJIMYUs WIN OTCYTCTBUS 00ydarouerocs (1o yBaKUTEJIbHON MM HEYBa)XKUTEJIbHON
npuurHe) Ha 3aHATHM. OlleHKa HOCUT KOMIUIEKCHBI XapakTep M YYMUTHIBACT JIOCTHIKEHUS
00yyaroIerocs o OCHOBHbIM KOMIIOHEHTaM y4eOHOro Ipolecca 3a TEKyIIUNA Iepuo/.

OneHuBaHue 00y4aroUerocsi HOCUT KOMIUIEKCHBIM XapakTep U YUUTHIBAET JOCTUKECHUS
o0yyaromerocsi 1Mo OCHOBHBIM KOMIIOHEHTaM Y4eOHOro Ipolecca 3a TeKyIIUMH Mepuoa ¢
BBICTABJIEHUEM OLIEHOK B BEZJOMOCTH.

IIpoMesxkyTouHasi arTectanms odyyawmmuxcs. [Ipomexxyrounas arrecranus o0yJyaromuxcs
no aucuuiuiiHe «OCHOBBI JOKYMEHTOOOOpPOTa B TaMOXXEHHBIX OpraHax» IPOBOJAMUTCA B
COOTBETCTBUM C JIOKadbHbIMH HOopMmaTuBHBIMEH akTamu OAHO BO «MIICY» wu sBusercs
00513aTEIIbHOM.

[TpomexyTouHas arrecTanus Mo JUCHUILIMHE «OCHOBBI TOKYyMEHTOOO0OPOTa B TAMOXEHHBIX
OpraHax» IMPOBOJUTCS B COOTBETCTBUU C YUEOHBIM IUIAHOM B 8-M CEMECTpe Al OYHOU (PopMmbI
o0yuyeHHs U B 9-M ceMmecTpe Ul 3a04HOM (hopMbl 00y4yeHMs B BHJE 3au€Ta B MEPUOJ 3aUETHO-
9K3aMEHALIMOHHOW CECCHH B COOTBETCTBUHU C TPaUKOM MPOBEACHHUS.

OOyuaromiyecs: T0MyCKalOTCs K 3a4€Ty MO JTUCHMIUIMHE B CIydae BBITOJHEHHUS UM y4eOHOro
IUIaHa TI0 JWCUMIUIMHE: BBINOJIHEHHUS BCEX 3aJaHUMl W MEpOINpHUSITHH, NpeayCMOTPEHHBIX
IIPOrpaMMOM TUCIUIUIMHBI.

OreHka 3HaHUN OOYYArOIIETOCS Ha 3a4eTe OMPENENseTCS €ro y4eOHBIMU JOCTHKEHUSMH B
CEMECTPOBBIN NIEPUO U PE3YJIbTaTaMH TEKYLIETO KOHTPOJIS 3HAHNUI U BBIIIOJIHEHUEM UM 33JaHUH.

3HaHMUS yYMEHHMs, HaBbIKM OOydalollerocs Ha 3adyeTe OLEHUBAIOTCA KaK: «3auTE€HO», «HE
3aUTEHOY.

OCHOBO# NJ1s1 OTIPEIEICHHS OLIEHKHU CITY>)KHT YPOBEHBb YCBOSHHUS 00YyYarONIMMHUCS MaTepuaa,
MPEeyCMOTPEHHOT0 JaHHOM paboueil mporpaMMoin.
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7. IlepevyeHb OCHOBHOM W JONMOJHHUTEJHHOH y4eOHOMH JUTepaTypbl, HEOOXOAMMOM 1JIsI
OCBOCHMS JUCIHIIIMHBI

HOpMaTHBHLIe MMpPpaBOBbLIC AKTbI

1.TOCT P 7.0.97-2016. Haumonaneubiii crangapt Poccuiickoit ®enepanuu. Cucrema
CTaHJIapTOB MO HUH(OpMaLUU, OMOIMOTEYHOMY W U3JaTelIbCcKOMY neny. OpraHu3aluoHHO-
pacriopsiguTenbHas JAOKyMeHTanus. TpeOoBanus K OG(OPMIICHHIO JTOKYMEHTOB (YTB.
[Ipukazom Poccrangapra ot 08.12.2016 Ne 2004-ct) (pea. ot 14.05.2018) // DnexTpoHHBIN
(oHI MPaBOBHIX U HOPMATHBHO-TEXHHUUYECKUX JOKyMEHTOB — https://docs.cntd.ru.

2.IIpukaz ®TC Poccun ot 09.07.2014 Ne 1331 «O6 yTBepx)aeHUU THUITOBON MHCTPYKIMH I10
JIEIIONPOU3BOJICTBY U padoTe apxXwBa B TaMOXEHHBIX opranax Poccuiickoit denepanun» //
DOneKTpoHHBIM  (OHI  MPAaBOBBIX U HOPMATHUBHO-TEXHHUYECKUX  JOKYMEHTOB  —
https://docs.cntd.ru.

a) OCHOBHAasl y4eOHas JuTeparypa:

1. Muxeenko, O. B. OcHOBBI JOKYMEHTOOOOpPOTa B TaMOKEHHBIX opraHax. [IpakTukym:

yuebHoe mocobue ans By3oB / O. B. Muxeenko, H. B. I'mymak, O. B. I'mymak. — Cankr-
[TerepOypr: UuTepmenus, 2021. — 168 c. — ISBN 978-5-4383-0173-8. — TekcT: 31€KTpOHHBIN //
DNEeKTPOHHO-ONMOIMOTeYHAS cucrema IPR BOOKS: [caiiT]. — URL:

https://www.iprbookshop.ru/85762.html

0) 10MOTHUTEIbHAS yYeOHasl JIuTepaTypa:

1. Jly3suna, T. B. OcHOBBI TOKyMEHTOOOOpOTa B TaMOKE€HHBIX opraHax B 2 4. Yactp 2:
yuebHoe mocobue st By3oB / T. B. Jlyzuna, C. C. PemerHukoBa. — Mocksa: M3natenbcTBoO
Opaiir, 2020. — 261 c. — (Bsicmiee o6pazoBanue). — ISBN 978-5-534-02589-7. — Tekcr:
anexkTpoHHbIH // DBC FOpaiit [caiit].

2. Jly3una T.B. OcHOBBI JOKYMEHTOOOOPOTa B TAMOKEHHBIX OopraHax B 2 4. Yacte 1: yueOHOE
nocobue st By3oB / T.B. Jlysuna, C.C, PemernukoBa. — Mocksa: U3narensctBo FOpaiit, 2021 —
291 c. — (Bricmiee o6pazoBanue). — ISBN 978-5-534-02588-0.

8. MeToandyecKkue YKazaHus 1J1s1 Oﬁy‘lﬂ]OI[lI/IXCH M0 OCBOCHHIO JUCIHUIIJINHBI

Bl/l}] ACATCIIBHOCTH MeTozmqecmle YKazaHus 110 OpraHusanuu JeATCJIbHOCTH CTYAECHTA

Jlexuus Hanmcanmne koHCmekTa JEKLUUil: KpaTKO, CXEMaTHYHO, ITOCIIEI0BATEIbHO
(UKCUpOBAaTE  OCHOBHBIE  TIOJIOKEHMSA, BBIBOIBI, (OPMYJIUPOBKH,
0000IIeH s, TIOMeYaTh Ba)KHBIE MBICIH, BBIACTATH KIIOUEBBIE CIIOBA,
TepMUHbI. [IpoBepka TEpMHUHOB, MOHATHHA C IOMOILBIO SHIMKIIONEANH,
CJIOBapell, CHPAaBOYHHKOB C BBINUCHIBAHMEM TOJKOBAHUM B TETPalb.
OO003HauUTh BOMPOCHI, TEPMHUHBI, MaTepHall, KOTOPHIA BBI3BIBAET
TPYAHOCTH, TOMETHUTh U TONBITATHCS HAWTH OTBET B PEKOMEHIyEeMOM
murepatype. Ecmm caMmocrosiTenbHO He ynmaercss pazoOparbcsi B
MaTtepuaie, HeoOXoauMo copMyITUpOBaTH  BONpPOC W 3a/aTh
MIpernoAaBaTes0 Ha KOHCYIbTAllNY, Ha TPAKTHYECKOM 3aHATHH.

[IpakTideckue 3aHATUSA [IpopaboTka paboueil mporpammsl, yaenss oco0oe BHUMaHHE LENIM U
3aJlayaM, CTPYKType U COJEp’KaHUI0 TUCHMILIMHBI. KoHcIekTnpoBaHue
MCTOYHUKOB. PaboTa ¢ KOHCMEKTOM JEeKIWi, MOATOTOBKAa OTBETOB K
KOHTPOJIBHBIM BOTIPOCAaM, MPOCMOTP PEKOMEHAYEeMOW JUTepaTyphl,
pabora c tekcroM. IlpocmymmBanue ayano- W BHIEO3alMUCEd IO
3aJaHHOM TeMe, peUIeHHEe pacdeTHO-TpapuyecKux 3aJaHui, peLIeHue
3aJ1a4 10 alTOPUTMY H JIp.

WNunuBunyanbHble 3HAKOMCTBO C OCHOBHOM M JOMNOJHUTENBbHOW JIMTEPATYpOM, BKIIOYAs
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3aIaHns

CIIPaBOYHBIE W3/aHUs, 3apyOeXHble HCTOYHHUKH, KOHCIIEKT OCHOBHBIX
MIOJIOKEHUH, TEPMUHOB, CBEICHH, TPEOYIOIIUXCS NI 3allOMHHAHUS U
ABIISIOUINXCS OCHOBOIIOJNIATAIOIIMMU B 3TOoM  Teme. CocTaBieHne
AHHOTAIMH K MPOYNUTAHHBIM JIUTEPATYPHBIM HCTOUYHUKAM H JIP.

CamocTosTenbpHas
pabota

CamocrosiTensHass paboTa TPOBOAMTCS C ILENbIO: CHCTEMAaTH3aluu |
3aKpeIJIeHUs TONYyUYEHHBIX TEOPETHMUYECKUX 3HAaHUM M MPaKTHUYECKUX
yMeHuH oOydJaromuxcsi; yriyOJeHHs W pacUIMPeHus TEOPETUUECKUX
3HAaHUH CTYAEHTOB; (POPMHUPOBAHMSI YMEHUH UCIIONb30BaTh HOPMATUBHYIO,
MPaBOBYIO, CIPAaBOYHYIO JOKYMEHTALUIO, YUCOHYI0 M CIELHAaJIbHYIO
JUTEPATypy; Pa3BUTHUs II03HABATENIBHBIX CIOCOOHOCTEH M AKTUBHOCTH

Oo0yYaromuxcsi:  TBOPYECKOW  HMHUIMATHBBI,  CaMOCTOSITCIBHOCTH,
OTBETCTBEHHOCTH, OpPTraHU30BaHHOCTH; (dopmupoBaHue
CaMOCTOSITETIBHOCTH ~ MBIIIJICHUS, CIIOCOOHOCTEH K  CaMOpPa3BUTHIO,
COBEPIIICHCTBOBAHUIO u CaMOOpTaHHU3AaIINH; (dhopmupoBaHuUs

npoeCCHOHANBHBIX ~ KOMIICTCHIIMH;  Pa3BUTUIO  HCCIIEJOBATEIBCKUX
ymeHuil oOyuaromuxcs. QOpMBI U BHIBI CAMOCTOSITENBHOW DPabOTHI:
YTEHUE OCHOBHOW W JOTIOJHHUTEILHOW JIMTEPATYPhl — CaMOCTOSTEIHLHOES
W3ydeHHe MaTepHaia Mo PEeKOMEHIYyEeMbIM JIMTEPATYPHBIM HCTOYHUKAM;
pabota ¢ OHOJIMOTCYHBIM KATaJIOrOM, CaMOCTOSTEIbHBIA MOA00P
HEOOXOIUMOU JITepaTyphl; padboTa CO CIOBApEM, CIIPABOYHHKOM; MOUCK
HeoOXomuMol uHpoOpManuu B ceTH VIHTEpHET; KOHCIEKTUPOBAHUE
HCTOYHUKOB; pedepupoBaHHE HCTOYHWUKOB;, COCTABJICHUE AaHHOTALMH K
MPOYUTAHHBIM JINTEPATYPHBIM HMCTOYHHKAM; COCTABJICHHE DPELEH3UH W
OT3bIBOB Ha MPOYMTAHHBIN MaTepHal; COCTaBlcHHE 0030pa MyOIHKanuii
MO0 TEMe; COCTaBJICHHE M pa3pabOTKa TEPMHUHOJIOTMYECKOTO CIIOBaps;
COCTaBIICHHE XPOHOJOIMYECKON TaONHIbI, cocTaBieHHe OuOmuorpaduu
(bubnmorpaduueckoil KapTOTeKH); MOJATOTOBKA K Pa3lUYHBIM (opMam
TEKyImel W MPOMEKYTOYHOH arTecTalu (K TECTUPOBAHHIO, 3a4eTy,
9K3aMeHy); BBITIOJIHEHHE JOMAIITHUX KOHTPOJIbHBIX pabor;
CaMOCTOSITEIIbHOE BHIMIOJIHEHHUE TIPAKTHUECKHUX 3a/IaHUH PErPOAYKTHBHOTO
TUna (OTBETHl HA BOMPOCHI, TECThI; BHIMOJHCHUE TBOPUCCKUX 3aJaHUi).
TexHoMOrMsT OpraHU3allild CaMOCTOATEIBHONH pPabOThl O0y4YarONIUXCs
BKJIIOYAET  MCIOJIb30BaHWE  HMH(POPMAIMOHHBIX W MaTepHalbHO-
TEXHUYECKUX PECYPCOB 00PA30BATEIBHOTO YUPESKICHUSA: OHOIMOTEKY C
YUTANBHBIM  3aJI0M,  YKOMIUICKTOBAaHHY0O B  COOTBETCTBHH  C
CYLISCTBYIOIUMH HOpPMaMH; Y4eOHO-METOJUYECKYI0 0a3y Yy4eOHBIX
KaOMHETOB, JIAOOPATOPHIA U 3aJia KOJAM(DUKAIIUK;, KOMITBIOTEPHBIC KIACCHI C
BO3MOXHOCTBIO PabOTBl B ceTH WHTepHeT; ayautopuu (KJIACChl) s
KOHCYJIbTAIIHOHHOM JIESTEIbHOCTH; y4eOHYI0 M y4eOHO-METOAMYECKYIO
JTUTEpaTypy,  pa3paboTaHHYl0O C  Y4eTOM  YBEJIMYEHHUS  JIOJHU
CaMOCTOSITEJIBHOM ~ pabOThl  CTY/JICGHTOB, M  HWHBIC METOANYCCKHE
MaTepuanbl. [lepen BBIOTHEHHWEM OOYYAIOMIMMHUCS —BHEAYUTOPHON
CaMOCTOSITEIbHON PabOTHI MPeno/jaBaTeib MPOBOAUT KOHCYJILTHPOBAHUE
MO BBIMOJHECHUIO 33JaHUs, KOTOPBIA BKJIIOYAET IEeNb 3aJaHus, €ro
COJICpYKaHUs, CPOKH BBITIONIHEHUSI, OPHEHTHPOBOYHBIA 00BEM padoTEHI,
OCHOBHBIE TpeOOBaHMsI K pe3ylbTaraM paOOThl, KPUTEPHH OLEHKH. Bo
BpeMsl BBITIOJHEHUS] O0yYaroIUMICS BHEAYJUTOPHOW CaMOCTOSATEIHLHON
paboThl M TIpH HEOOXOIMMOCTH MpEIo/AaBaTeib MOXKET IPOBOJHUTH
WH/IMBUIyallbHBIE ¥ TPYNIOBBIE KOHCYIbTalu. CaMocTosTeNbHas paboTa
MOJKET OCYIIECTBISITHCS MHANBUAYAILHO HIIH TPYIIIAMU 00yYaIoNIuXCs B
3aBHCHUMOCTH OT LIeJH, 00beMa, KOHKPETHONH TEMAaTHKU CaMOCTOATEILHON
paboThl, YPOBHS CIIOKHOCTH, YPOBHSI yMeHHil oOyuaromuxcs. Konrponb
CaMOCTOSITEIIbHOM PadOTHI IPETyCMaTPHUBACT:

® COOTHECEHHE COJIEpKaHUsI KOHTPOJISI C NENsIMH OOy4eHUs,

00BEKTUBHOCTH KOHTPOJIS;
®  BaJHMJHOCTb KOHTPOJS (COOTBETCTBHE MPEABSIBISIEMBIX 3a7aHUi
TOMY, YTO MPEAIIOIAraeTCs IPOBEPHTH);
e udpdepeHINAINI0 KOHTPOIbHO-U3MEPHUTEIbHBIX MATEPUAJIOB.
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DopMBI KOHTPOJISI CAMOCTOSITEITEHON paOOTHI:

® TIPOCMOTP W TIPOBEpPKA BBHIMOIHEHHS CAMOCTOSTENHFHOU pabOoThHI
MpEIoiaBaTeeM;

® OpraHu3alys CaMOIIPOBEPKH,

®  B3aMMOINPOBEPKH BBITOJIHEHHOTO 3a/IaHUs B TPYIIIE; 00CYXKICHUE
Pe3yNIbTaTOB BHITIOTHEHHOM pabOTHI Ha 3aHITHU;

® [IPOBEICHHE MUCHMEHHOIO OIPOCa;

® TIPOBEACHUE YCTHOTO ONpPOCa;

® OpraHu3anvs W TPOBEACHUE WHIUBUAYAILHOTO cOOECeIOBaHUS,
OpraHM3alys ¥ IPOBeIeHNE COOECEOBaHNUS C TPYIITION;

®  3amMMTa OTYETOB O MPOAEIAHHOM padoTe.

Ormpoc

Ompoc — 3TO CPEACTBO KOHTPOJI, OPraHM30BAaHHOE KaK CIEIHalIbHAS
Oecema mpemogaBareis € OOyYalOMUMCS HA TEMbI, CBSI3aHHBIE C
M3y4aeMoil NWCIUIUIMHOW, W pPACCUYMTAHHOE HA BBIABICHHE 00beMa
3HAHWH 10 OmIpeIeNieHHOMY pa3ienly, TeMme, TmpodiemMe © T.IL
[IpoGiemMaTuka, BBIHOCHMMAas Ha ONPOC OIpPEACICHAa B 3aJaHUAX IS
CaMOCTOSITETTFHON PabOThI 00YJAFOIIETrocs, a TAKKE MOXKET OTPEAEIISATHCS
mperojaBarejeM, BEAyIIMM CEMHHApcKue 3aHATHS. Bo  Bpems
MPOBEJCHUS Ompoca OOYYarOIIMHCSA JIOJDKEH YMETh OOCYIUTh C
MPenoaBaTeaeM COOTBETCTBYIONIYIO MPOOIEMAaTHKY Ha YPOBHE JUAJIOTa.

PedepatuBHbIit 0030p

CrnoBo «pedepar» B TepeBoje C JIATHHCKOTO s3bika (refero) oznawaer
«JIOKIIa/IbIBalO», «cooOriato». Pedepar — 93T0 KpaTkoe H3IOXKECHUE
colep)KaHUsI ~ TEPBUYHOTO  JIOKYMEHTA. Pedepat-0030p, W
pedepaTuBHBIA 0030p, OXBATHIBAET HECKOJNBKO MEPBUYHBIX JIOKYMECHTOB,
JIAeT COMOCTABJICHUE PA3HBIX TOYCK 3PCHHS MO0 KOHKPETHOMY BOMPOCY.
Obmme TpeboBanus K pedepaTHBHOMY 0030py: HH(OOPMATHBHOCTE,
MOJIHOTA M3JI0KEHUsI, OOBEKTUBHOCTb, HEHCKAKECHHOE (DUKCHPOBAHHUE
BCEX TIOJIOKCHHH TEPBHYHOTO TEKCTa; KOPPEKTHOCTh B  OIICHKE
Matepuaia. B pedeparuBHOM 0030pe oOydaroniyecs JIeMOHCTPHUPYIOT
YMCHHUE pa6OTaTI) C HNEpUOANYCCKMMU H3OAHUAMHU U DJICKTPOHHBIMH
pecypcamu, KOTOpbIE SBJISIOTCS UCTOYHUKAMH aKTyalbHON WH(OpMAaIu
o MpoOIeMaM H3y4aeMON TUCIUITIHHBIL.
Pedepuporanue mnpencraBiser coOOM HMHTEIICKTYadbHBIA TBOPUYECCKHI
MPOIIeCC, BKIIOYAIOIINNA OCMBICJICHUE TEKCTa, aHATMTHKO-CHHTETHUECKOE
npeoOpa3oBanre HWHGOPMAIIMK W CO3JaHHE HOBOTO TEKCTa. 3aaauu
pedeparuBHOro 0030pa Kak (opMbl pabOThI O0YYArOIIErOCs COCTOST B
Pa3BUTUU U 3aKPCIUICHUU CIICAYIONIUX HABBIKOB!
®  OCYIICCTBICHHE CAMOCTOSITEILHOTO IMOUCKA CTATUCTHYECKOTO M
AHATUTHYECKOTO ~ MaTepualia Mo  mpoblieMaM  U3ydaeMoi

JIUCIUTUTNHBI;

e 0000mIeHHEe MAaTepHajoOB CHENHATHU3UPOBAHHBIX MEPUOTUIECKIX
WU3JIaHUH;

e (opMyJIMpoBaHUE apryMEeHTUPOBAHHBIX BBIBOJIOB o

pedepupyeMbiM MaTepHanam;
® YETKOE M NMPOCTOE U3JI0KEHHUE MBICIIEH 110 MOBOY MPOYUTAHHOTO.
BreimonHeHne pedepaTUBHBIX CIPaBOK (0030pOB) PACHIMPUT KPYTro30p
oOyuaromerocss B BRIOpaHHON TeMe, MO3BOJMT OoJiee TOJNHO IMOJI00paTh
MaTepHuai K Oyayuield BBITYCKHON KBadu(UKaMoHHOH padote. Temarnka
pedepaTuBHBIX 0030pOB NEPUOAMUYECKH IIEPECMATPUBACTCS C YUETOM
aKTyaJIbHOCTH M MPAKTHYECKOW 3HAYMMOCTH HCCIIEIYEMBIX MPOOIeM IS
SKOHOMUKH cTpaHbl. [Ipu BEIOOpe TeMbl pedepaTHBHOTO 0030pa CiemyeT
MIPOKOHCYJBTHPOBATbCS C BEAYIIUM JUCHMIUIMHY IpENofaBaTeleM.
OOyuaronuiicsi MOXKET MPEIOKHUTh JJIsl pedepaTuBHOrO 0030pa CBOIO
TeMy, TpeaBapuTENbHO 000CHOBAB CBOW BbIOOp. [Ipm ompeneneHun TemMbl
pedeparuBHOro 00630pa HEOOXOANMO UCXOAUTH U3 BO3MOKHOCTH cOOpaTth
HEOOXOIMMBIN 1T ee  HamucaHWs KOHKPETHBIM  MaTepuan B
neproanyeckoit meuyatu. PedeparuBHBI 0030p Ha BBIOPAHHYIO TEMY
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BBITTOJIHSIETCS, KaK TIPABUIIO, 110 TIEPUOJMUESCKIM H3IAHUSIM 32 TIOCIICTHHE
1-2 roma, a TaKKe C KCIIOJB30BAaHUEM AaHAJTUTHYCCKOW WH(pOpMAIIVIH,
nmyOJMKyeMOH Ha CIelHaIM3HpOBaHHBIX MHTEPHET-caiiTax. B cTpykType
pedepatuBHOTO 0030pa BBIJCNSAIOTCS TPH OCHOBHBIX KOMIIOHCHTA!
oubnmorpaduueckoe onucaHue, COOCTBEHHO pedepaTHBHBIA TEKCT,
CTIpaBOYHEIH ammapaT. B cBs3u ¢ 3TUM TpeOGOBaHHUEM MOKHO MPEIJIOKUT
CJICAYIOIINH TJIaH OMUCAHUS KAXKJOTO HCTOYHHKA:

e Bce cBemenus 00 aBtope (P.M.O., MecTto pabOTHI, AOHKHOCTB,

yueHasl CTEeTICHb);

e [IOJHOC HAa3BaHWE CTAThU WM MaTepHuaa,
CTPYKTypa CTaThbH WJIM Marepuayia (U3 KakhxX 4YacTed COCTOMT,
KpaTKHi KOHCIIEKT 10 KaXXIOMY pa3zaeiy);
npobiema (1 ee akTyalbHOCTh), PACCMOTPEHHAS B CTATHE;
KaKoe pelieHne NpoosIeMbl IpejiaracT aBTop;
MIPOTHO3UPYEMBbIE aBTOPOM PE3YJIbTATHI,
BBIXOJHBIE  JaHHbIE  HCTOYHUKA  (MEPUOJMYECKOE  HIIH
HENepHOANYECKOe H3JaHhe, TOJ, MeCSl, MEeCTO U3/IaHus,
KOJIMYECTBO CTPAHHIL; SJICKTPOHHBIN ajpec).

®  OTHOIICHHE CTY/ICHTA K MPEIJI0KEHUIO aBTOPA.
OObeM omucaHMs OJIHOTO MCTOYHMKA cOCTaBisieT 1-2 crpanunbel. B
3aKJIFOYUTENFHON YacTn 0030pa cTyneHT maet pestome (0,5—1 crpannma),
B KOTOPOM TPHUBOJHUT OCHOBHBIC MOJIOKCHHS MO KAXKJIOMY HCTOYHUKY U
COTIOCTABIISIET pPa3HbIE TOYKH 3PEHUsl [0 OIpenensieMol MpobdiemMe.
TpeboBanue mo odopmieHHIO pedepaTUBHOrO 0030pa - MOIYTOPHBIN
MEKCTPOUHBIA HHTepBaI, mpudT Times New Roman, pazmep — 14.

TectupoBanue

KoHTpons B BHAE TECTOB MOXKET HCIIOIB30BATHCS IOCIE H3YUYECHUS
KaXI0l TeMbl Kypca. WTOrosoe TeCcTMpOBaHHE MOXHO IIPOBOAMTH B
thopme:
® KOMIBIOTEPHOTO TECTUPOBAHHUS, T.€. KOMIBIOTEP MPOU3BOJIHHO
BbIOMpAET BONPOCH U3 0a3bl JAHHBIX 110 CTETIEHH CI0KHOCTH;
® [HMCHMEHHBIX OTBETOB, T.€. MPENOJABATENb 3a/1a€T BONPOC U AAET
HECKOJIbKO BapHUaHTOB OTBETa, a OOYYAIOUIHMICS HAa OTAEIHHOM
JUCTE  3aluChIBAET  HOMEpa  BOMPOCOB M HOMepa
COOTBETCTBYIOIIUX OTBETOB.
Hnst nocTikeHus OOJNbINEH JTOCTOBEPHOCTH PE3yJIbTATOB TECTUPOBAHUS
CJIEIyeT CTPOUTH TEKCT TaK, 4TOOBI y oOydaromuxcs Obuto He Oojiee 40 —
50 cekyHn uisi OTBeTa Ha OAMH Bompoc. MTOroBwld TecT IOJIKEH
BKJIIOYaTh HE MeHee 60 BONPOCOB MO BCeMy KypCy. 3HAUMT, UTOTOBOE
TeCTUpoBaHHWE 3aiiMer menoe  3aHsaTHe. OlEHKa  Pe3yNbTaToB
TECTHPOBAHMS MOXET POBOANUTHCS JBYMS CIIOCOOaMU:
1) mo 5-GannbHOW cHCTEMe, KOrJa OTBETHl CTYJEHTOB OLICHHUBAIOTCS
CIeIyIomuM 00pazoM:
- «oTauHOY» — 0osiee 80% OTBETOB MPaBUIIBHEIC,
- «xopouio» — 6onee 65% O0TBETOB NPaBUIILHBIE;
- «YZOBJIETBOPHUTEIBHO» — Ooiiee 50% OTBETOB MpaBUIIbHEIE.
OOyuaromuecsi, KOTOpble NpPaBHIBHO OTBEeTWIM MeHee udeM Ha 70%
BONPOCOB, JIOJDKHBI B IOCHEAyIOIeM Tepecaarb Tect. Ilpu stom
HE00XO0IMMO TPOKOHTPOIMPOBATH, YTOOBI BApUAHT TecTa ObLI JPYTOM;
2) 1o cucTeMe 3aueT-He3adeT, KOraa JAJs 3a4eTa 10 JaHHOW AMCIHILIINHE
JIOCTaTOYHO MPaBHIBHO OTBETUTH Oosiee ueM Ha 70% BOIIPOCOB.

IloaroroBka k 3a4éty

[Ipu noaroroBke K 3a4€Ty HEOOXOJMMO OPUEHTHUPOBATHCS HAa KOHCIIEKTHI
JIEKLIMH, PEKOMEHAYEMYI0 JIuTepaTypy U Ap. OCHOBHOE B MOATOTOBKE K
caade 3au€ta MO AWCUMIUIMHE — 3TO TOBTOPEHHE BCETO MaTepualia
JUCLUIUIMHBL, 10 KOTOPOMY HE00X0IMMO caBaTh 3au€T. [Ipu moaroroske
K caade 3auéra oOydarommiicsi Becb 00beM paboThl TOJKEH paclpeelisiTh
pPaBHOMEpPHO 1O JHSIM, OTBEIACHHBIM IS TOATOTOBKM K 3a4€Ty,
KOHTPOJIMPOBATh KAKIBI JCHb BBHIMOJIHEHHWE HAaMEYEHHOW pPaboOThI.

29




IToaroToBka k 3a4€Ty BKITIOYACT B CEOSI TPH dTara;
® caMoOCTOATEeNbHAs paboTa B TEUEHUE CEMECTPA;
® HEMOCPEICTBEHHAs MOJATOTOBKA B THH, MPEIIIECTBYIOMINE 3a4ETY
10 TEMaM Kypca;
® TIOArOTOBKa K OTBETY Ha 3aJaHus, COJIepXkaluecs B Ouerax
(Tectax) 3auéra.
Jna ycremHOW crmaum 3a4é€ra MO AMCHUIUIMHE OOYYaromIvecs JOJDKHBI
NPUHUMATH BO BHUMAHUE, YTO:
e BCE OCHOBHBIE BONpPOCH, YKa3aHHbIE B paboueil mporpamme,
HYKHO 3HaTh, IOHUMATh UX CMBICI U YMETh €0 Pa3bsICHUTD;

®  yKa3aHHbBIC B pabouei porpaMme (hopmupyembIe
npodecCHOHANbHBIE KOMICTCHIIMHM B  pe3yJbTaTe OCBOCHHUS
JUCTIATUTAHBI JIOJDKHBI OBITH MPOIEMOHCTPHPOBAHBI
o0yJaronmmcs;

® CEMHHApCKHE 3aHATHS CIOCOOCTBYIOT TMOJy4eHHIo Ooiee
BBICOKOTO YPOBHS 3HAaHWM M, KaK CIEICTBHE, Ooyiee BBICOKOU
OLICHKE Ha 3a4€Te;

® TOTOBHUTHCS K 3a4€Ty HEOOXOAMMO HAYMHATH C MIEPBOM JIEKIIHU U
MIEPBOTO CEMHUHApA.

9. Onucanue MaTepuaIbHO-TEXHHYECKOH 0a3bl, HEOOXOAMMON /sl OCYLIeCTBJICHUSA
00pa3oBaTeIbLHOIO Npolecca Mo TUCHUILINHE

Jnst ocymiecTBiieHHs  00pa3oBaTEBbHOrO  Mmporecca 1o  AUCHUIUIMHE  «OCHOBBI
JOKYMEHTOO0OpOTa B TAaMOXKEHHBIX OpraHax» HEOOXOJUMO HCIHOJIB30BAHUE  CIEIYIOLIHX
IOMEIIECHUN

1. Kabuner Ne 307, ocHamIeHHBIH KOMIBbIOTEpaMH ¢ y4eOHbIMU nporpammamu Anbra Codr,
MyJbTUMEUITHOE 000pyI0BaHUE.

2. Kabunet Ne 405, ocHaleHHbIH 1a00paTOpHBIM 000pY0BaHUEM, HATTISIHBIMH ITOCOOUSIMH,
IUTAKaTaMd ¥ MakKeTaMu IPOJOBOJBCTBEHHBIX M HENPOJOBOJIILCTBEHHBIX TOBApOB (IO 3asiBKE
YCTaHABJIMBAETCS MOOMIIBHBIA KOMIUIEKT: HOYTOYK, IPOEKTOP, SKPaH).

3. Kabuner Ne 304 ucnonp3yercs 11 CaMOCTOATEIbHOM pabOThI 00yHaroIXCsl ¢ BBIXOZOM B
cetb MIHTEpHET.

10. Ilepeyenb MHGPOPMALMOHHBIX TEXHOJIOTHIi, MCIOJIb3YyeMbIX NPH OCYLIECTBJICHUU
o0pa3oBaTeIbHOIO0 MpoHecca MO0 AUCHHUIVIMHE, B TOM YHCJIEe KOMILUICKT JIMIEH3HOHHOIO
NPOrpaMMHOro0  olecreveHusi, IJIEKTPOHHO-OUOJMOTeYHbIe CHCTEMbI, COBpPEMEHHbIE
npogeccnonanbHbIe 0a3bl JAHHBIX M HHPOPMALMOHHBIE CIIPABOYHBIC CHCTEMbI

OOyuaromuecss o0ecrieyeHsl JOCTYNOM K 3JEKTPOHHON HMH(OpMaroHHO-00pa30BaTebHON
cpene YHuBepcuTeTa U3 J000HM TOYKH, B KOTOPOW MMeeTcs AOCTyI K cetu «MHTepHeT», Kak Ha

TEPpUTOPUHN OPraHU3allUH, TAK U BHEC €C.

10.1 JIuneH3MOHHOE MPOrPAMMHOE O0ecIeYeHue:

1. Omneparnmonnas cucrema Microsoft Windows XP Professional Russian — OEM-
JIUTCH3WH (TIOCTABJISTFOTCS B COCTaBE TOTOBOTO KOMITBIOTEPA);
2. OmepanmonHas cuctema Microsoft Windows 7 Professional — OEM-nunensuun

(TTOCTaBIISIFOTCSL B COCTaBE TOTOBOT'O KOMITHIOTEPA);

3. Ilporpammubiii maker Microsoft Office 2007 — nunensus Ne 45829385 or
26.08.2009;

4. TIporpammusrii naker Microsoft Office 2010 Professional — nuuenzus Ne 48234688
ot 16.03.2011;

5. IIporpammuslii maketr Microsoft Office 2010 Professional — nuuensust Ne 49261732
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or 04.11.2011;

6. KommekcHas cuctema antuBupycHou 3amutel Dr'WEB Entrprise Suite — numens3us
Ne 126408928;

7. 1C: byxrantepus 8 y4deOHas Bepcus — JUIEH3UMOHHBIN noroBop Ne 01/200213 ot
20.02.2013;

8. IIporpammusiii komruieke IBM SPSS Statistic BASE — nurien3nonHsbIi goroBop Ne
20130218-1 ot 12.03.2013;

9. Ilporpammubiii aket LibreOffice — cBoGomnas nunensust Lesser General Public
License

10. Kopnioparusnas miardgopma Microsoft Teams. [Iponpuerapras quiieH3usl.

10.2. D1eKTPOHHO-0MOINOTEYHAS CHUCTEMA:

OnexrponHas bubnuoreynas cucrema (BC): http://www.iprbookshop.ru/
O6pazoBarenpHas mwiatrdpopma KOPAUT: https://urait.ru

10.3. CoBpemeHnHble npodeccuoHaIbHbIE 0a3bl TaHHbBIX:

1. OdunmanpHbIii HHTEPHET-IOPTAN 0a3bl JAHHBIX MPaBOBOH  HHMOPMAIIUH
http://pravo.gov.ru

2. Topran «HPOPMAITHOHHO-KOMMYHHKAIIMOHHBIC TEXHOJIOTHU B 0Opa30BaHUM»
http://www.ict.edu.ru

3. Hayunas snextponHas 6ubnuoreka http://www.elibrary.ru/
4. HamumonanbHas 37eKTpoHHAsA 6ubimmoreka http://www.nns.ru/
5. DmnextpoHHBIe  pecypchl  Poccuiickoli =~ rocyaapcTBEHHOH — OHOIMOTEKH

http://www.rsl.ru/ru/root3489/all

6. Web of Science Core Collection — mnonuTemaTnueckas pedepaTuBHO-
oubnmorpaduueckas u HaykomeTpudeckas (OmbOamomerpudeckas) 0aza JaHHBIX
— http://webofscience.com

7. IlOJHOTEKCTOBBIM apXMB BEIYIIMX 3aIIaIHBIX HAYYHBIX KYPHAJIOB HA POCCUICKON
wiar¢popme HanumoHambHOrO  3JE€KTPOHHO-WH(GOPMALIMOHHOTO  KOHCOpLUYMa
(HOUKOHR) http://neicon.ru

8. Odunmansubiit caiit denepanbHoil TamokeHHOW ciayxkObl Poccum — https:
//customs.gov.ru/

10.4. UndopmanuoHHble CIPABOYHBbIE CHCTEMBI:

WNupopmannonHo-mpasosast cucrtema « KoHcynbTanT+»

WNudopmannonHo-crpaBoyHas cucrema «LexPro»

3. Tlopran ®denepanbHBIX TOCYIaPCTBEHHBIX 00pa30BaTEIbHbBIX CTAHIAPTOB BBICIIIETO
obpazoBanus http://fgosvo.ru

4. www.garant.ru UladopmarmonHo-npaBoBas cucrema ['apant

N —

11. OcoGeHHOCTH peanu3auuM JUCHUMIUIMHBI 1 UHBAJIUAOB U JHI C OTPAHMYEHHBIMU
BO3MOKHOCTSIMM 310POBbS

s oOecneueHus oOpa3oBaHUS MHBAJIUIOB U OOydyaroUUMXcs C OrpaHUYCHHBIMU
BO3MOKHOCTSIMM ~ 3/I0pOBbSl 10 JIMYHOMY 3asBJICHMIO OOydaromierocs paspadaTbiBaeTcs
aJlanTHpOBaHHAas o00pa3oBaTelbHAs IpOrpamMMma, WHIUBUAYaJIbHBIA yUeOHBIH IUIAaH C Y4ETOM
0c00EHHOCTEeH MX NCUXO()U3MYECKOTO Pa3BUTHS U COCTOSIHUS 3710POBBSI, B YACTHOCTH NPUMEHSIETCS
I/IH)II/IBI/I)IyaJ'H)HBII\/II nmoaxoa K OCBOCHHIO JUCHUINNIMHBI, WHAWBUAYAJIBHBIC 3adaHUA: pe(bepaTH,
MUCbMEHHBIE pabOThl M, HAO00OPOT, TOJBKO YCTHBIE OTBETHI M JUAJIOTH, HWHIUBUAyaJIbHBIC
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https://urait.ru/
http://pravo.gov.ru/
http://www.ict.edu.ru/
http://www.elibrary.ru/
http://www.nns.ru/
http://www.rsl.ru/ru/root3489/all
http://webofscience.com/
http://neicon.ru/
https://customs.gov.ru/
https://customs.gov.ru/
http://fgosvo.ru/
http://www.garant.ru/

KOHCYJIbTalluH, HCIIOJIBb30BaHHUEC ,Z[I/IKTO(i)OHa n  Apyrux  3alrcCbiBarOmiux  CpCACTB  JIA
BOCIIPOU3BEACHH JICKIITMOHHOI'O U CEMUHAPCKOI'0 MaT€purasia.

B nensax obGecnieuenus o0ydaromuxcss MHBAJIMIOB U JIUI] ¢ OTPAaHUYEHHBIMUA BO3MOXKHOCTSMU
3I0pOBbsI OMONIMOTEKa KOMILUIEKTYET (POHI OCHOBHOH y4eOHOH JMTEpaTypoid, aJalTHUPOBAHHOU K
OTPaHUYEHUI0 MX 370pPOBbs, INPEAOCTABISAET BO3MOXXHOCTb YJAJIEHHOIO HCIOJIb30BAHUS
AJIEKTPOHHBIX 00pPa30BaTENIbHBIX PECYpPCOB, JIOCTyN K KOTOphiM opranu3zoBan B OAHO BO
«MIICY». B O6ubnuoTtexe MpoBOASITCS WHIWBUIyAIbHBIC KOHCYJIbTAIMU JJISI JAHHON KaTerOpHUH
I10JIb30BATENEH, OKa3bIBAETCSl IIOMOIb B PETUCTPALMU U UCIOJIb30BAHUM CETEBBIX U JIOKAJIBHBIX
IEKTPOHHBIX 00pa30BaTEIbHBIX PECYpPCOB, INPEAOCTABIAIOTCS MecTa B UUTAJIBHOM 3alle,
00OpyJIOBaHHBIE MPOrpaMMaM{ HEBU3YaJIbHOTO  JIOCTyNa K HWHQOpPMALUH, 3KPAaHHBIMU
YBEJIIMYUTEISIMUA U TEXHUUECKUMH CPEICTBAMH YCHJIEHHS OCTaTO4HOro 3peHus: Microsoft Windows
7, LleHTp cHeuuanbHBIX BO3MOXHOCTEW, OkpaHHas dnyma; MicrosoftWindows 7, Llentp
CHeIUaIbHbIX BO3MOXKHOCTEH, DKpaHHBIH auktop; MicrosoftWindows 7, LleHTp crenuamibHBIX
BO3MOXKHOCTEHM, DKpaHHas KJlaBuaTypa; 3kpanHas ayna OneLoupe; pedeBoii cunteszarop «I'omoc».
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12. JIuct perncTpanuu usMeHeHuit

Ne PekBu3uTHI TOKyMEeHTa 00 Jlata BBeeHMS
ConeprxaHne N3MCHEHHS
n/m YTBEPKACHUN U3MEHCHHSI M3MEHEHUS
1. | YtBepxxnena pemeHneM YdeHoro coBera Ha | [Ipotokon 3acemanmst Yuenoro | 01.09.2023

OCHOBaHWUM denepanabHOro roCy1apCTBEHHOTO
00pa3oBaTeIbHOTO CTaHIApTa BBICIIEr0 00pa30BaHUs
[I0 HAIpPaBJICHUIO NOArOTOBKU 38.05.02 TamoxxeHHOE
geno  (ypoBeHb  CIENHAIUTETa),  YTBEPKIECHHOIO
MpuKa3oM MuHUCTEPCTBA HAyKM H©  BBICLIETO
oOpaszoBanus PO or 25.11. 2020 r. Ne 1453,

coBera o1 25.09.2023 r.
[Ipotokon Ne 2
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