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[Iporpamma cocrtaBieHa B cootBercTBuu ¢ TpedoBanusimu ®I'OC BO (Bepcus 3++)
II0 HAITPaBJICHUIO NMOATOTOBKH 46.03.02 JIOKyMEHTOBEIEHUE U ApXUBOBEICHUE.

ABTop-coctaButenb: 3anekuHa H. M., nekaH QakynbreTa JOKyMEHTAJIbHBIX KOMMY-
HUKalW{ U Typu3Ma, KaHAWJIaT eJarornueckux HaykK, JOLEHT.

PaGouast mporpamma nucuuriinHbl kKak coctaBHas 4acth OIIOIT Ha 3acenanuu coBeTa
(dakynpTeTa JOKYyMEHTAIBHBIX KOMMYHUKALUH U TypH3Ma PEKOMEHIOBaHAa K PaCCMOTPEHHIO
AKCIEPTHON KoMHCcue, mpoTokoa Ne 7 ot 17.04.2023.

Okcneptuza nposeneHa 15.05.2023, akr Ne 2023/10V 1.

PaGouast mporpamma nucuurminHbl kKak coctaBHas yacth OIIOIT yTBepkaeHa Ha 3ace-
JJaHUK YYeHOro coBeTa MHCTUTYTa MpoTokoa Ne 8 ot 29.05.2023.

Cpoxk nericTBusi pabodeil mporpaMMbl TUCHUTIIMHBI TIPOJJICH HA 3aceaHuu Y YeHOTO
COBETa I/IHCTI/ITYTaZ

YueOHblii roa Ne nporokoJia, naTa yreepaxaeHus

2024/25 [Tporokoa Nell ot 27.05.2024 r.

2025/26 [Tpotokoa Ne8 ot 26.05.2025

2026/27 ITporokos Ne 10 ot 25.05.2026

2027/28

1 69 IToaroToBka yIpaBiIeHUYECKHMX MTOKYMEHTOB : pabodas mporpamMMma JUCIIHATIIAHBI

nporpamma OakajaBpuaTta «JlOKyMEHTAlIMOHHOE OOCCICYCHHUE YMPABJICHUS» C MPUMEHE-
HUEM HUCIIOYUTEILHO JUCTAHIIMOHHBIX 00Pa30BaTEbHBIX TEXHOJIOTHHA IO HAIPaBIICHUIO
nonrotoBkd 46.03.02 JlokyMeHTOBEZICHHE U apXHBOBEeHHE, KBamupuKanus : Oakamasp /
aBT.-cocT. H. M. 3amekuna ; Yens0. roc. uH-T KyabTyphl. — Yemssbunck, 2023. — 37 c. —
(®I'OC BO Bepcust 3+). — Teker : HeMOCPeACTBEHHBIH.

Pabouas mporpamMMa IUCHMIUIMHBI BKJIIOYAET: MEPEUYCHb IJIAHUPYEMBIX PE3YJIBTATOB
0o0y4eHHUs] O JUCLUIUIMHE, COOTHECEHHBIX C IUIAHHUPYEMBIMH Ppe3ylbTaTaMH OCBOCHUS
00pa3oBaTeNbHON MPOrpaMMBbl; yKa3aHUe MecTa AUCHUILIHHBL B cTpykType OITOII; o6bem
JUCLUIUTUHBI B 3a4€THBIX CJUHUIAX C YKa3aHWEM KOJIMYECTBA aKaJeMUYECKHUX YacOB, BBI-
JIEJICHHBIX Ha KOHTAKTHYIO paboTy OOyJaroIIuXcs ¢ MpenoaasareneM (Mo BUAaM y4eOHBIX
3aHATHIM) M Ha CAMOCTOSTEIBHYIO padoTy OOydJaromMXcs; COIEp)KaHWe AUCIUILIAHEI,
CTPYKTYpHpOBaHHOE IO TeMaM (paszesiaM), C YKa3aHHeM OTBEJICHHOTO Ha HUX KOJMYEeCTBa
aKaJIeMUUYECKUX YaCcOB U BUIOB YUEOHBIX 3aHSATHUI; IepeueHb y1eOHO-MeTOAn4eCKoro odec-
HEYEHHUs Ul CaMOCTOSATENILHON paboThl 00ydaromMXcs 10 AUCLUIIINEE; (YOH[ OLIEHOYHBIX
CpENCTB ISl IPOBEACHUS TEKYIIETO KOHTPOJIS U MPOMEKYTOYHOU aTTeCTAIUU 00yUJarOInX -
Cs TI0 JUCLUILIMHE; TIepedeHb OCHOBHOM M OMOIHUTENFHON Y4eOHOH JauTeparypsl, HE0O -
XOOUMOH IJI1 OCBOEHMSI AMCLMILIMHBL, IIEPEYeHb PECYpPCOB MHPOPMAIIMOHHO-TEIEKOMMY -
HI/IK&HI/IOHHOﬁ CCTHU I/IHTepHeT, HeO6XO,Z[I/IMI)IX JJI1 OCBOCHHA AUCHHUINIMHBI, MCTOAUYCCKUC
yKa3aHus U1 OOy4aroIuXcsl 0 OCBOCHHUIO JIHCLUIUIMHBI, NepeueHb HH()OPMAalMOHHBIX
TEXHOJIOTUH, MCHOJNB3YEMbIX IPU OCYLIECTBICHUH O0pPa30BaTEIBLHOIO IMpOLEecca M0 IUC-
OUITIMHE, BKJIIOYasA NEPCUYCHBb MPOrpaMMHOTO O6eCHe‘IeHI/ISI; OIMUCaHNE MATCPHUAJIBHO-TEX -
HUYECKOH 0a3bl, HEOOXOAUMOMN AJIsl OCYIIECTBICHHsT 00pa30BaTeIbHOTO Mpolecca Mo Juc-
LUIIHHE.

© YenssOMHCKUI TOCYAaPCTBEHHBIH
WHCTUTYT KyJbTYpbl, 2023
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AHHOTALIUA

WNupekc u Ha3BaHMe aHC-
[UIUTMHBL TI0  y4eOHOMY
IJIaHY

b1.B.JIB.05.02 [ToaroToBka ynpaBieHUYECKUX TOKYMEHTOB.

Ileap AUCIUTUIMHBI

O0GecneunTh YCBOCHUE OCHOB MOJATOTOBKH OPTaHU3aIMOHHO-
paclopsAUTeIbHON JOKYMEHTAlMU AJI MPaKTHYECKOTO HC-
II0JIb30BAaHUS B ynpaBHqu€CKOﬁ NCATCIIBHOCTH.

3a;[aq14 JUCHUIIIIMHBI 34a-
KIIFOYaroTCs B:

— (opMHUpPOBaHUU 3HAHUI O CHCTEME OpTraHH3aI[MIOHHO-pac-
MOPSAAUTETbHON TOKYMEHTAINH;

— HU3Yy4YCHUHM  TCOPCTUUYCCKUX H©U  MCTOAUYCCKHUX OCHOB
IIOATOTOBKHU OpTraHHu3allMOHHO-P aCHOPH)II/ITeHI)HOfI
JOKYMCHTAIlUU,

— OCBOEHHUM IIPaBUJI COCTABJICHUS U OOPMIICHHS OpraHu3a-
LIMOHHO-PACIOPSAUTENIBHON TOKYMEHTALIUU.

[Inanupyembie pe3yibTa-
ThI OCBOCHUA

I1K-3, IIK-4.

O0mas TPYAOEMKOCTb | B 3aYETHBIX eAUHUIIAX — 6;
MUCIUAIIINHBI COCTABISIET | B aKaJeMUUECKHUX yacax — 216.
PazpaboTunku H. M. 3anekuna, M., nekan ¢akynbTeTa JOKYMEHTAIbHBIX

KOMMYHUKAIUN U Typu3Ma, KaHJAUIaT NeIarornueckux Hayk,
JIOLIEHT.




1. [IEPEYEHD IINIAHUPYEMBIX PE3YJLTATOB OBYUEHUS 11O JUCIHUILIIUHE,
COOTHECEHHBIX C INTAHUPYEMBIMMU PE3YJbTATAMU OCBOEHHUA
OBPA3OBATEJILHOM ITPOI'PAMMBI

B nporiecce ocBoeHust 0CHOBHOM MpodeccroHalbHOM 00pa30BaTeIbHON IPOTPAMMBI
(manee — OITOIT) oOy4aromuiicss JOMKEH OBIIAAETh CICAYIOMUMHI Pe3yIbTaTaMu 00yUYEHHS 110

JIMCUHUTIIMHE:
Tabéumna 1
ILnanupyembie Ilepedyenb NJIaHUPYEeMBIX pPe3yJIbTATOB oﬁyqum
PesyABbTATEI (MHAUKATOPBHI JOCTHKEHUS KOMIETEHIHIT)
OCBOEHH Kon JJICMEHTI 10 KOMIIeTeHIHH
OIOI WHJMKAT | KOMIETeH- B IETOM o AMCUUTIIMHE
opa Ui
TIK-3. I1K-3.1. 3HaTh 00Ie MPUHIHUIIBI T0- | 00Imue TIPUHITUTIBI
Cnocoben CTPOEHHUS  JIOKYMEHT- | IIOCTPOEHHUS
OCYILIECTBIATD HOU CHCTEMBI, CUCTEMBI | TOKyMEHTHOU
OpraHU3alMOHH yIpaBlIeHUs] JTOKYMEH- | CHCTEMBI, CHCTEMBI
o€, TaMmu, OpraHM3alluy | YIpaBJIeHUs
JIOKYMEHTAIHO CIIy’)kObl JOKYMEHTAIH- | JOKYMEHTAaMH,
HHOE u OHHOro  OOecreueHHs | OpraHu3aluu  CIIyKObl
UH(POPMALMOHH yTIpaBIICHUS JOKYMEHTAI[HOHHOTO
oe oOecrieyeHus
oOecnieueHue yIpaBJIeHUs
aesrenpnoctr | [1IK-3.2. | YMerh OCYWIECTBIATh  0a30- | OCYLIECTBIAThH
PYKOBOAMTEIIS BbIE TPOLIECCHI OpraHu- | 6a30BbIE MIPOIIECCHI
OpraHu3aIuu 3alMOHHOTO, JOKYMEH- | OPraHU3aIllMOHHOTO,
TAIIMOHHOTO U | JOKyMEHTAIIHOHHOTO H
MH(OPMAITMOHHOTO UH(GOPMAITMOHHOTO
o0ecrieyeHus: JiesiTelb- | oOecrnedeHus
HOCTH  PYKOBOJMTENS | NESATEILHOCTH
OpraHu3aIyu PYKOBOJIUTENS
OpraHu3aluu
[K-3.3. Buaners HaBBbIKaMU MH(OpMAIU- | HABBIKAMHU
OHHO-JIOKYMEHTAIIMOH- | MH()OPMAIIMOHHO-
HOTO o0ecrieyeHus | JOKyMEHTAI[HOH-HOTO
NEeSITeIbHOCTH  amma- | o0ecreYeHus
parta ympaBlieHUsl opra- | JesiTeIbHOCTU
HU3AIUN amnmapara  yrnpaBJICHHS
OpraHu3aIu
[TK-4. [IK-4.1. | 3unartp HOPMAaTHBHO-IIPa- HOPMAaTHBHO-IIPa-
Cnocoben BOBYIO 0a3y JOKyMEH- | BOByI0 0a3y JOKyMeH-
OpraHHU30BaTh U TUPOBAHUS JIEATENbHO- | THPOBAHUS JIE€ATEIBHO-
OCYIIECTBIIATh CTH OpraHu3aIuu CTH OpraHu3aIuu
noxkymentupos | [1K-4.2. | YmMets OCYIIECTBIISIT MPOIIECC | OCYIECTBISITH MPOIIECC
aHue JOKYMEHTUPOBAHHUS JIOKYMEHTUPOBaHUS
JeSTeNbHOCTU JEeSTeNIbHOCTA OpraHu- | JeSITeNbHOCTU
OpraHu3aluu 3a1uu OpraHu3aluu
[IK-4.3. | Bnagets HaBbIKAMHM  OPraHHU3a- | HABBIKAMHU
UH u aHanM3a | OpraHu3aIuu u
pe3yJIbTaTUBHOCTHU aHaM3a
npolecca JOKYMEHTHU- | pe3yJbTaTUBHOCTH
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pPOBaHUs AEATEIBHOCTH | Ipolecca

OpraHM3aLNN JIOKYMEHTUPOBaHUS
JEeSATENbHOCTU
OpraHu3aluu

BaTCJIIbHBIX OTHOIHGHI/II;'I, " ABJIACTCA HHCHHHHHHOﬁ 110 BI)I60py.

2. MECTO JUCHMILIUHBI B CTPYKTYPE OBPA30OBATEJILHOM ITPOI'PAMMBI

JlucuuiinHa BXOIUT B 4acTh Y4EOHOTO IIaHa, GOPMUPYEMYIO y9aCTHUKaMU 00pa3o-

JlucuuiuinHa JIOTMYECKH M COJepKAaTeIbHO-METOJUYECKH B3aMMOCBS3aHA C JHC-
mumMHamMu: «JlokyMeHToBeieHne, «PenakTupoBanue JOKyMEHTOBY.

OcBoeHue AMCHUIUIMHBI OyJIeT HEOOXOIUMO MpH u3yudeHuH aucuurind «Mupopma-
IIMOHHOE oO0ecreueHne yrpasieHus», «OpraHu3annoHHO-MH(OPMALMOHHOE OOecreyeHue
JeSITETILHOCTH PYKOBOJAUTEIISD; TPOXOKACHUN yU4eOHOM 03HAKOMHTEIBHOM MPAKTUKH, TIPOU3-
BOJICTBEHHOH TPEJINIUIOMHON TPAKTHKH; MOATOTOBKE K TOCYAApPCTBEHHOW WTOTOBOM at-
TECTalUU.

3. OBBEM JUCHUINJIUHDBI B 3AYETHBIX EJJMHULIAX C YKAZAHUEM
KOJIMYECTBA AKAJEMHUYECKHUX YACOB, BBIIEJIEHHBIX HA KOHTAKTHYIO
PABOTY OBYYAIOIIUXCA C NPENOJABATEJIEM (ITO BUJIAM YUEBHBIX
3AHSITUIT) 1 HA CAMOCTOSTEJIbHYIO PABOTY OBYYAIOIIUXCS

OOmast Tpy1OeMKOCTh JAWCHHUILUIMHBI B COOTBETCTBHU C YTBEPKICHHBIM yUeOHBIM
IJJAHOM COCTaBJIICT 7 3a4ETHBIX €AUHUL, 252 yaca

Taoaumna 2
Bcero yacos
3aounas gopma c
Bun y4yeOHo# paGoThI NpHMeHeHHeM HC
KJIIOYUTETbHO AU
CTAHIMOHHBIX TeX
HOJIOTH I
OO0mmas Tpy10eMKOCTh AUCITUTUINHBI TI0 YIeOHOMY 252
IJIaHy
— KonraktHas pabota (Bcero), B TOM YHUCIIE: 42
JICKIIUU 4
CeMHUHapBbI
MPaKTUYECKUE 3aHATUS 18
KOHCYJIBTAIIUS 8 PAMKAX NPOMENCYMOYHOU am- 2
mecmayuu (KoncllA)
nHas koHtaktHas padorta (MKP) ¢ pamxax 5
NPOMEIHCYMOUHOU ammecmayuy
KOHCYJbTaIuH (KOHC.) 12
KOHTPOJIb camocTosiTenbpHoi padoTsl (KCP) 4
— CamocrosTenpHas paboTta o0yJaromuxcs (BCero) 203
— IlpomexxyTodyHast aTTecTamusi OOyYaromIerocs —
KOHTPOJIB!
— 3a4eT , KOHTPOJIb 7




4. COAEPXKAHUE JUCHUNJINHBI, CTPYKTYPUPOBAHHOE MO TEMAM
(PA3JEJAM) C YKASAHUEM OTBEJIEHHOI'O HA HUX KOJIMYECTBA
AKAJIJEMUYECKHX YACOB M BUJIOB YYEBHBIX 3AHATHI

4.1. CTpyKTypa npenojgaBaHus JUCUUILIHHbI

Tabéanna 3
3aounas ¢opma o0yueHus: popma c
MpUMeHeHHEeM HCKJIIOYUTEIbHO TUCTAHIMOHHBIX TEXHOJIOT i
2 Buasbi yueoHoii padoThl, BKJIIOYas Dopma
E . CaMOCTOSITEJILHYH) padoTy MPOMEKYTOY-
= YAWIUXCS, U T MKOCTh HOW aTTecTalMH
HaumenoBanue g = 00yHAFOIIMXCsl, U TPYAOEMKOC 0 ecran
asieoB (Monyeii), Tew | & 3 (B akajieM. 4ac.) (mo cemecTpam)
pasi Y ’ o E KonrakrHasi pa6ora BT.4.C
2 ii pa-
= | 1ek. |cem. |mpakT.| koHc. [KCP c/p ROHTaKTH?H pa
0oToii
Pa3nen 1. Cucrema oprann3auMOHHO-NPABOBOIi TOKYMEHTAIIMU
Tema 1. CocraBienue u
odopMIICHHE YIPEITUTEITb- 35 2 3 - - | 30
HBIX JIOKYMEHTOB
Tema 2. CoctaBneHue u
oopMIleHHE TIOJIOKEHUH 32 - 2 - - | 30
U PErJIaMEHTOB
Tema 3. CoctaBnenue u
odopMIIeHHEe HHCTPYKTHB- 33 — 3 — — | 130
HOH TOKyMEHTaluu
8 - - - - - — KCP — 2 ygac.
Komnc. — 6 vac.
Hmozo ¢ 4 cem. 108 2 8 90 8
Pa3zpnen 2. CucrtemMa pacnopsiiuTe/JbHON JOKYMEHTALNH
Tema 4. IlpaBmra odopMm-
JIeHWs TpUKa3a, BBITUCKU 42 2 3 - - | 37
U3 MpHKas3a
Tema 5. IlpaBuna odopm-
P $op 40 3 — | -] 37
JICHHSL PAcCTIOPSKEHHS
Tema 6. IlpaBmra odopm-
JeHus  TpoTOoKoNa U 43 - 4 - - | 39
BBIMICKH U3 MMPOTOKOJIA
Koncynpt. [TA 2 - - 2 - -
KCP — 2 gac.
Konc. — 6 yac.
DKk3aMeH 4 cemecT 17 - - - - -
P VKP — 2 uac.
Kons. — 7 vac.
Hmozo 60 4cem. 144 2 10 2 113 17
Bcero mo aucuuinHe 252 18 203 25
Tadauua 4

4.1.1. Marpuiia KOMIETSHIINMA



MK-3
MK-4

HaunMmeHoBanue pa3aesioB (MoayJieii), Tem

Pa3nen 1. Cucrema opraHn3auMOHHO-NPABOBOI TOKYMEHTaAllNH

Tema 1. CoctaBnenue u oopMiIeHHE YUPEAUTENbHBIX JOKYMEHTOB + | +
Tema 2. CoctaBnenue u oopmiieHHE NOJI0KEHUH U PETIaMEHTOB + | +
Tewma 3. CoctaBiaeHue u 0hopMIICHHE HHCTPYKTHBHOM JOKYMECHTAIMH + | +
3agert 4 cem.

Pa3pen 2. Cucrema pacnopsiiuTe/IbHOM JOKYMEHTALNH

Tema 4. [IpaBuna opopmieHus MpuKasa, BBINMNCKHA U3 IPHKa3a

Tewma 5. [IpaBuna oopmieHust pacropsoKeHUs

Tewma 6. [IpaBuna odhopMIICHHS TPOTOKOJIA U BEITUCKH W3 MMPOTOKOJIA
Ok3ameH 5 ceM.

+ [+ [ +]+
+ [+ [ +]+

4.2. Conep:xaHue TUCHHUIIMHBI
Pazoen 1. Cucmema opzanu3ayuoHHO-NPAGOBOI OOKYMEHMAaAUUU

Tema 1. Cocmasnenue u oghopmnenue yupeoumenbHvlx OOKYMeHmMos. Y YpeIuTeIbHbIE
JIOKYMEHTBI B COCTaBE€ OPraHU3aIMOHHO-IIPABOBON JOKyMEHTAMU. DyHKIUH yupeIuTeTbHON
nokymeHTtanun. Knaccudukanust ydpeauTenbHbIX JOKYMEHTOB OpraHHM3alud. YUpeauTeb-
Hasl JJOKyYMEHTAIMsl Kak OCHOBA MPAaBOBOM JEATEILHOCTH OPraHU3ALMU: TOPSIOK pa3paboTKU
U YTBEPIK/ICHUSI.

VYcTaB Kak OCHOBHOM IpaBOBOW aKT OpraHU3allMM: CTPYKTypa U mpaBuiia opopmiie-
Hus. Buner ycraBoB. IloaroroBka tekcra ycraBa. PeKBH3WTHI, UCTIONB3yeMbIe HAa TUTYJIEHOM
JMCTE YCTaBa. Y CIOBUS 3aKIIOUEHHS YUPEIUTEIbHOTO JIOTOBOpa: COCTaB U CTpyKTypa. IIpaBu-
Ta odopmIleHHS YYPEIUTETHHOTO AOTOBOpa. (DYHKIMOHAIBHBIE OTIWYHS YYPEIUTEIHHOTO
JIOTOBOpPA U yCTaBa OpraHU3alMu.

Tema 2. Cocmasnenue u ogopmuerue nonodxcenuti u peeiamernmos. Knaccupukamms
OpPraHU3alMOHHBIX JOKYMEHTOB NpeanpusaThs. OyHKIUM OpraHU3alMOHHON TOKYMEHTALUU
npeanpusaTas. OpraHu3andoOHHAs AOKYMEHTAIMsi B CHCTEME OpTraHWU3allMOHHO-PACIIOPSIN-
TEJIbHOM JOKYMEHTAIMH: MOPAIO0K Pa3paObOTKU U yTBEPIKIACHHUS.

OcHoBHbIE TpaBWJIa CO3JaHMs MOJOXKEHUH M persiameHnToB: TpeboBanuss ['OCT P
7.0.97-2016. Odopmienue nuna U 000poTa JOKYMEHTa: MO, MWpU(TH, Hymepanus cTpa-
Hun. OOs3aTenbHble W (PaKyIbTaTUBHBIE PEKBU3UTHI COCTABHBIX YaCTeW TONOXKEHUH U
pernaMeHTOB. TexHuueckue TpeOOBaHUS K OGOPMIICHHIO OTAEIbHBIX pPeKBU3UTOB. [IpaBumia
COCTaBJICHUSI U COZEp)KaHUE MITaTHOrO pacrmucaHus. OCOOCHHOCTH BHECEHUS M3MEHEHHH B
IITaTHOE PAaCHMCAaHUE U €ro YTBEP KICHHE.

Tema 3. Cocmasnenue u ogopmaenue uncmpykmugnot ookymenmayuu. CTpyKTypa
MHCTPYKTUBHOM yNpaBiIeHUECKON JOKYMEHTAMHU: POJb U 3HAUEHUE B OPTaHU3ALUU JIEATENb-
HOCTH TOCYJAapCTBEHHOIO M KOMMepueckoro mnpeanpusatud. Kiaccupukanus U BUAbI
MHCTpYKUUH. TuIIOBBIE MHCTPYKUMH M creuuduKa HUX HCIOJIb30BAHUS IPHU IOATOTOBKE
MHCTPYKTUBHBIX JOKYMEHTOB OpraHus3anuu. VICIIOJHUTENN MHCTPYKTUBHOM JOKYMEHTALUU:
npodeccuoHalIbHbIE TPEOOBaHMUS.

OcHOBHBIE NpaBWiia cocTaBieHUs MHCTpyKuuil: Tpeboanus I'OCT P 7.0.97-2016.
Texuuuyeckue TpebOBaHUA K OPOPMIICHHIO O0S3aTENbHBIX U (aKyJIbTaTUBHBIX PEKBU3UTOB.
OTarnsl MOArOTOBKU MHCTPYKIMH. YHU(DUKALKSA U CTaHAAPTU3ALUS HHCTPYKLUI MTpeIIpUsTUsI
KaK OCHOBHbBIE HaIIpaBJICHUS COBEPILIEHCTBOBAHUS padOThI ¢ ToKyMeHTaMU.CTpyKTypa TeKCTa
JOJDKHOCTHOW U (DYHKIIMOHAJIBHOW MHCTPYKIMU: 001iee 1 0COOeHHOe, crieruduKa 1 npaBuiia
ee opopMIICHUSI.
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Pazoen 2. Cucmema pacnopaoumenbHoil 00OKyMeHmayuu

Tema 4. Ilpasuna oghopmnenus npuxasa, evinucku uz npukaza. CTpykTypa JTOKYMEH-
TOB PACTIOPSAUTEIILHOW CUCTEMBI YIPABICHUECKOW JOKYMEHTAIIMH: POJIb U 3HAYEHHE B Oopra-
HU3aLUU JEITeIbHOCTU TOCYJaPCTBEHHOTO M KOMMEPUYECKOI0 MPEINpHUITHs. XapaKTepUcTu-
Ka 9TafnoB MOJATOTOBKH PACIOPSIUTENBHBIX JOKYMEHTOB: HW3YUYEHHE YIPABJICHUECKOTO
BOIIPOCa, MOATOTOBKA MPOEKTa JTOKYMEHTA, €ro COrJIacoOBaHUe W Mojanucanue. VMcnoaHurenu
paciopsSANTEILHON JOKYMEHTAIMH MPEANPUATHS: TIPOPECCUOHATBHBIC TPSOOBAHMS.

[Tpuka3 kak OCHOBHOW BHJI IOKYMEHTALIUU B PACTIOPSIUTEIBHOMN JESTEIbHOCTH yupe-
xaeaust. Bunbl mpukasos. [Topsmok pa3padbotku, mpaBmia opopmiieHus npukasa. Crenuduka
o¢opMIIeHHS BBITUCKU U3 mpukasa. [locTaHOBIEHUS U yKa3aHUs: CTPYKTypa TEKCTa, OCHOB-
HbIC PEKBU3UTHI.

Tema 5. Ilpasuna ogopmnenus pacnopsadxcenus. 3Ha4€HUE U POJb PACIIOPSIKCHUS B
CUCTEME OpraHU3alMOHHO-PACHIOPSAIUTEILHON OKYMEHTAlUU: CHelu(pUKa, OCOOCHHOCTH
oopmienusi, ornuue ot npukasa. [lopsaok u nmocnegoBaTeabHOCTH pa3paboTki. OCHOBHBIC
BU/JIbI PACTIOPSKEHUH, MPaBUJIa UX COCTaBJICHHUS.

PacrniopsikeHne — npaBoBOil aKT B PEIIEHUH ONEPATUBHBIX BOIPOCOB, BUIbI PACIIOPSI-
xeHuil. IloHATHe pacmopshkeHHs: CTPYKTypa TEKCTa, OCHOBHbIE pekBU3MTHI. Crenunduka
COCTABJICHUSI PACTIOPSAUTENIBHON YacTH TeKcTa. PacnopspkeHus: 6€3 KOHCTaTHUPYIOIEeH 4acTu:
cnenuduka u ocobeHnoctu. [lopanok Hymepau pacnopsKeHH, Cpoku XpaHeHus. Tpedo-
BaHUs K OOPMIICHHIO paciopspkeHus. Penenne kak BU pacriopsaUTeIbHON TOKyMEHTAIINY,
MpaBUJia COCTABIICHUS.

Tema 6. Ilpasuna ogpopmienus npomokona u 6bINUCKY U3 npomoko.da. IIpoTokoa Kak
OpraHU3aI[MOHHO-PACTIOPSAUTEIbHBIA  JTOKYMEHT: BHIbl MPOTOKOJOB. XapaKTepUCTHKA,
CTpyKTypa U TpeOoBaHusi K odopmieHuto. [lopsaok M mocinenoBaTeIbHOCTh Pa3padOTKU.
OcHoBHbIE BUIBI MPOTOKOJOB M MpaBuiia UX coctaBiieHus. CTPyKTypa TEKCTa MPOTOKOJIA.
Ocobennoctu 0hopMIIeHUS! BBOJHONH M OCHOBHOW YaCTH MPOTOKOJIA.

XapakTepucTUKa 3TaloB MOJATOTOBKM PAa3IUYHBIX BHUOB IPOTOKOJIOB: H3yUEHUE
YIPaBJIEHYECKOrO0 BOIPOCA, IMOATOTOBKA MIPOEKTa JOKYMEHTA, €ro COrjacOBaHUE M MOANMCA-
Hue. CrnocoObl JOKYMEHTHPOBAHUSI MPOTOKOJOB. VCIMONMHUTENN MPOTOKOJIOB MPEANPHUSITHS:
npodeccuoHanbHble TpeOoBaHus. Poib M 3HaYeHHE BBIUCKU M3 MPOTOKOJA, OCOOCHHOCTH
COCTaBJICHHUSI.

5. IIEPEYEHb YYEBHO-METO/IAYECKOI'O OBECIIEYEHUS
JIJII CAMOCTOSTEJIBHOM PABOTBI OBYUAIOHUXCSA IO JUCHUILIMHE

5.1. O01mHe noJ10KeHus

CamocTtosaTenpHas paboTa 00yJaromuxcsi — 0coObli BUJ MMO3HABATEIHHON JIEATEIbHO-
CTH, B MPOIIECCE KOTOPOH MPOUCXOIUT (DOPMHUPOBAHUE ONTHMAILHOTO JJIS TAHHOTO WHIWNBH-
Jla CTUJISI TIOJTy4eHUsl, 00OpadOTKH U YCBOCHHS yUeOHOW MH(OpPMAIIMK HA OCHOBE MHTETpaIiH
€ro CyOBEKTHBHOTO OIBITA C KYJBTYPHBIMH 00pa3iiaMu.

CamocTtosTenpHas paboTa Mo JUCIUILTUHE OCYIIECTBISETCS BHEAYIUTOPHO:

— B KOHTAKTE€ C TPEIoIaBaTeieM: Ha KOHCYJIbTAIUAX M0 YYeOHBIM BOIPOCaM, B XOJIe
TBOPUYECKUX KOHTAKTOB, IPU JTUKBUIAINH 33/10JDKEHHOCTEH;

— 0e3 KOHTaKTa C MperojaBaTesieM: B ayIMTOPUU ISl WHIAUBHIYAIbHBIX 3aHSATHH, B
OoubnnoTeKe, 10Ma, B OOIIEKUTHH U Jp. MECTaX.
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BHeayauTopHasi camocrtosiTenbHas paboTa, MpexJe BCEro, BKIIOYACT IOBTOPECHUE
MaTepuaa, U3y4YeHHOTO B XOJI€ ayJUTOPHBIX 3aHATHI; pabOTy C OCHOBHOM W JIOTIOJHHUTEIb-
HOM JIUTepaTypOi U MHTEPHET-UCTOYHUKAMU; TIOATOTOBKY K CEMHHAPCKUM 3aHSTHUSIM; BBIIIOJ -
HEHUE 3aJJaHNi, BEBIHECCHHBIX MPEIOAaBaTeNIeM Ha CAaMOCTOSITEIbHOE H3Y4YEHHE.

Lenbto caMOCTOATENBbHOM PabOThl 00YUaIOIETOCs SBISETCS:

— (opMupoBaHUE IPUBEPIKSHHOCTH K OyayIei mpodeccum;

— CHCTeMaTH3allus, 3aKpeIuieHHe, yriiyOJieHHe U pacluIMpPeHUE TOYyYSHHBIX 3HAHHUN
YMEHUH, BJIaJICHUI;

— (dopMHUpOBaHHE YMEHHI MCIIOJIb30BaTh PA3IMYHbIC BUJbI U3/IaHHI (OQHUIIUATBHEIC,
Hay4YHbIE, CIPAaBOYHbIC, HH()OPMALMOHHBIE U 1Ip.);

— Ppa3BUTHE TO3HABATEJIBHBIX CIIOCOOHOCTEH W aKTUBHOCTH OOydYaromierocs (TBopye-
CKOM MHHUIIMATHUBbI, CAMOCTOATEIILHOCTH, OTBETCTBEHHOCTH U OPTaHU30BaHHOCTH);

— ($OopMHpPOBaHHE CaMOCTOSTEIHLHOCTH MBIIUICHHS, CIIOCOOHOCTEH K CaMOpPa3BUTHIO,
CaMOCOBEPILICHCTBOBAHHIO, CAMOPEAIH3alNHY;

— Ppa3BUTHE MCCIIEI0BATEIBCKOTO U TBOPYECKOTO MBIIIIJICHUS.

CamocrosTenbHas paboTa SBIsSETCS 0053aTEIBHON I KAXKA0T0 00yJaroIerocs, 1 ee
00BeM 10 KaXJOH AUCIHIUINHE OTpeesieTcs yueOHbIM IIIaHoM. MeToIKa ee opraHu3alum
3aBUCHT OT CTPYKTYPBI, XapaKTepa U 0COOCHHOCTEH M3y4aeMOil IUCIUIUINHBI, HHIMBUIYaIIb-
HBIX KQ4eCTB U YCJIIOBHU Y4eOHOH eITEIbHOCTH.

Jnst 5 pexkTHBHON OpraHU3aIy CaMOCTOSTENLHON pabOThl 00YYAFOLTHIACS JOJDKEH:

3HaAMb:

— cucreMy (OpM M METOJIOB OOYUYCHUSI B BY3€;

— OCHOBBI HAyYHOH OpraHu3aluy TPy/Ia;

— METOJIMKH CaMOCTOSITEIILHOM PaboThI;

— KPUTEPHH OLICHKU Ka4eCTBa BHIOJIHIEMOI CaMOCTOSTEIbHON PadoThI;

ymemsy:

—  TIPOBOJUTH MOUCK B PA3ITMYHBIX TOUCKOBBIX CUCTEMAX;

—  HCIOJIb30BaTh Pa3IMYHbIC BUIbI U3/AHUI,

—  TIPUMEHATh METOJMKH CaMOCTOSTENBHOW pabOTBl C YdYeToM OCOOCHHOCTEH

M3y4aeMOM JUCIUIUINHBL,

enaoemy:

— HaBBIKAMH TUTAHUPOBAHUS CAMOCTOSTEIILHON PabOThI;

—HaBBIKAMHU COOTHECEHUSI TUIAHUPYEMBIX IeNIeil M TONyYeHHBIX Pe3yJIbTaTOB B XOJe

CaMOCTOSITENIbHON PabOTHI;
— HaBBIKaMH MPOSKTHPOBAHMS U MOJICITUPOBAHUS PAa3HBIX BUJOB U KOMIIOHEHTOB IPO-
(heccuoHaIbHOU JACSITETLHOCTH.

Meroauka caMOCTOSTENbHOW pabOTHl TPEIBAPUTEIBHO PA3bACHIETCS Ipenoja-
BaTEJICM U B MOCICAYIOIIEM MOXXET YTOUYHSATHCS C YYETOM HMHAMBUAYAIbHBIX OCOOCHHOCTEH
oOyJarommxcs. Bpems u MecTo caMoCTOATENIbHOM pabOThl BHIOMPAIOTCST 00yYarOIMMUCS T10
CBOEMY YCMOTPEHHIO, HO C YY€TOM PEKOMEHJIAIMI MPETIOIaBaTelIs.

CamocTosTenbHy0 padoTy HaJl IUCIUIUIMHON CIeIyeT HaunHaTh C U3y4eHHs pabodeit
NpOrpaMMBbI TUCIUTUIMHBI, KOTOPAasi COJCPKUT OCHOBHBIC TPEOOBAHMS K 3HAHUSIM, YMEHHSIM U
BIaZicHusIM oOydaembix. OOs3aTenbHO CleIyeT MOMHHUTh PEKOMEHJIAIMH IpPEenojaBaTels,
JIAHHBIC B XOJIC YCTaHOBOYHOTO 3aHSTHUS, a 3aTeM — IMPHUCTYNAaTh K WU3YyYCHUIO OTACIBHBIX
pa3esioB U TE€M B MOPSIIIKE, TPEIYCMOTPEHHOM pabodeii MporpaMMoi TUCIUIUINHEI.

5.2. Y4yeOHO-MeTOAMYECKOE O0ecTIeYeHHe CAMOCTOSITEIbHOM padoThI

5.2.1. Cooepircanue camocmoamenvHou padbomot
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Tab6muna 5

HaumenoBanue Copep:xkanue ®opma
pa3iesioB, (MoayJieii) TeMbl | CaMOCTOSITEJIbHOW PadoThI KOHTPOJIsI

Pa3gen 1. Cucrema opraHu3aliuOHHO-NIPABOBO TI0KYMEHTALUN

CpaBHUTENBHBIN aHamn3

Tema 1. CocraBienue u [IpoBepka mpe3eHTaluM, BbI-
YUPEAUTENbHBIX JOKYMEHTOB .

odopMIIeHHE YIPEAUTETHHBIX . MOJTHEHHOW B TIpOTpamMme
IpeanpUsITUn pa3IMYHBIX )

JIOKYMEHTOB PowerPoint
(hopM COOCTBEHHOCTH

Tema 2. CocraBnenne u N [TpoBepka Tabmumsl € TO-

. CpaBHUTENbHBIN aHau3
oopMIICHHE TIOJNIOKEHHH U TOKYMEHTOB CIIE/TYIOIIUM aHaIN30M
pErIamMeHToB Y pE3yJIbTaTOB B Ay IUTOPUHI

Tema 3. CocraBienue u [IpoBepka 3agaHusi, BBIOJI-
OdopmieHre WHCTPYKIUU TIO

oopMIIeHHE HWHCTPYKTUBHOM HEHHOTO0 B NHUCBMEHHOU
OoXpaHe TpyJa
JIOKYMEHTAIIH bopme

Paznen 2. Cucrema pacnopsanuTeabHOH JOKYMEHTAIUH

Tema 4. IlpaBuiaa odopmiie- IIpoBepka 3agaHus, BBIIIOJ-
p (bop CocraBneHue TMPUKa30B | POBCP a i

HUS TIpUKa3a, BBIIHCKU W3 HEHHOTO B  IMCHbMEHHOM
BBINMCOK U3 IPUKA30B
TpHKa3a bopme

[IpoBepka 3agaHusi, BBIIOJI-
HEHHOTO B MMUCHMEHHOM

dhopme

Tema 5. IlpaBuna odopmie- | CocTaBiieHuE pa3IMYHBIX BU-
HUS pacCHOPSKEHUS JIOB pacropsKeHUN

Tema 6. IlpaBuna odopmie- | CocraBnenue pa3nuuHbIX BU- | [IpoBepka 3amaHus, BBINOJ-
HUS IPOTOKOJIA U BBITUCKU U3 | OB MPOTOKOJIOB, BHIMUCOK M3 | HEHHOTO B IHCbMEHHOMN
MPOTOKOJIA MIPOTOKOJIOB bopme

5.2.2. Memoouueckue yKkazanus no 6bln0JHEHUI0 CAMOCMOAMENbHOU PAdOmbl

CamocrosrenbHas pabota Ne 1
Tema: «CocraBjienne u ogopMiieHHEe YUpeINTeJIbHbIX JOKYMEHTOB)

Llenb pabomul — popMupoBaHUE MPAKTUIECKUX HABBIKOB aHAIM3a M OLIEHKH YUYpeIu-
TEIbHBIX TOKYMEHTOB MIPEITPUSITHS.

3adanue u mMemoouxa 8bINOAHEHUS

1. Mcnonb3ys NEKIMOHHBIM MaTepua, pecypcsl HTepHeT-caiiToB 1 myOiaukanuu oT-
pacneBol TMEPHOAWKH, W3YYUTh COCTaB U CTPYKTYPY YUPEIUTEIBHBIX JTOKYMEHTOB 3-X
OPEANPUATHIA Pa3IUYHBIX GOPM COOCTBEHHOCTH (110 BBIOODY).

2. [lpoananu3upoBaTh JAHHYIO MOJOOPKY YUPETUTEIBHBIX JOKYMEHTOB MPEAPHUITHS
B IIICBMEHHOM BH/JIE.

3. CocraBuTh mpe3eHTaIMi0 B mnporpamme PowerPoint Ha TeMy «YupeauTelbHBIX
JIOKYMEHTBI MPEJIIPUATHUS «..»: COCTaB U OCOOCHHOCTH».

CamocrosrenbHas padorta Ne 2
Tema: «CocrTaBienue u oopmiieHHe NOJT0KEHUH M Perj1aMeHTOB)

[lenv pabomul — 3aKpenuTh 3HAHUS 00 OCOOEHHOCTAX O(OPMIIEHUS PErJIaMEHTHUPY-
IOlIeH JOKYMEHTAIH MTPEIIPUATHS.

3adanue u Memoouxa 8bINOAHEHUS
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Ucnonwzys 'OCT P 7.0.97-2016 «Haumonanwsueiii ctangapt Poccuiickoit ®denepa-
un. CucreMa CTaHIapTOB 10 UHPOPMALIUHU, OMOIMOTEYHOMY M U3JaTelbckoMy aeny. Opra-
HU3ALMOHHO-PACIIOPAIUTENbHAS JOKyMeHTaIws. TpeOoBaHusi K 0OPMIICHHIO TOKYMEHTOBY,
JICKIIMOHHBIN Matepuan, MHTepHeT-uHGOpMaIuio, TaHHbIC yY4eOHBIX W3IaHUN M TeMaThye-
CKUX IMyOJIMKAIUN IEPUOANKH, 3aTIOJTHUTH IPUBEACHHYIO HIKE TaOIHUITY.

Pecnamenmupyrowas doxymenmayus npeonpusamus

IToso:xenue o TTono:xenne
ACIHIeKT aHAJIN3a CTPYKTYPHOM 0 BHJAX
noapasjiejleHnu | JeATeJbHOCTH

IToso:xenne IITaTHOE
0 mepcoHajie | pacmucaHue

Omnpenenenue
JIOKYMEHTa
Haznauenwe,
cnerm@uKa JTOKyMEHTa
PazpaboTunkwy,
0COOEHHOCTH pa3pa-
00TKH

OCHOBHBIE pa3aeibl
JTIOKYMEHTa
OCHOBHbIE PEKBU3HUTHI
JIOKYMEHTa

CamocrosrenbHas pabota Ne 3
Tema: «CocraBiienne u opopmiieHHe HHCTPYKTUBHOM JOKYMeHTALIMID)

[lenb pabomul — 3aKpENUTH 3HaHUSL 00 0OCOOEHHOCTSIX 0POPMIICHUSI UHCTPYKIIHH.

3aoanue u memoouxa 6blnOJIHEeHUs

OdopmuTe HHCTPYKIHIO IO OXpaHe Tpyaa s audrepa rpy3oBoro audpra OO0 «["a3-
npoM» T. BopoHex, pacnpenenvB NPUBEIEHHBIM HIKE TEKCT B THUIIOBBIE pPa3Zciibl
MHCTPYKLHUU.

[Tpu opopmieHnn peKBU3UTOB YKaXHTE, UTO HHCTPYKILHMIO O] HOMepoM 18 yTBepan
17 anpenst 2009 r. renepanbHbiil qupektop A. B. CemeHOB, MoANUcanu: pyKOBOJAUTENIb CITYXK-
ob1 oxpansl Tpyaa IlerpoB C.K, rnaBuslii unxkenep M.B. Turos, pykoBoauTens yyactka Bux-
pes C.IL

Wnctpykuus cornacosana 15 anpens 2009 r. ¢ npeacenareneM npogcoro3HOM opra-
Hm3anun [lonmoeim A. /1.

TexkeT HHCTPYKIMHU

Ha ocHoBanumM Hacrosmield WHCTPYKIIUU pa3padaThIBACTCS MHCTPYKIHS IO OXpaHe
Tpyna mis udrepa rpy30Boro JudTa ¢ y9eTOM YCIOBUN €r0 paboThl B KOHKPETHOW OpPTaHM -
3allUu.

Jludrepy HEOOX0MMMO COOJIOIATH IEWCTBYIOIIME B OpraHU3AIMK TPaBHIa BHYTPEH-
HETO TPYJA0BOTO pacropsiaka, rpaduk paboThl, pexKUM TPy/Ia U OTAbIXA.

Ha nudrepa rpy3oBoro nudra MOryT BO3A€HCTBOBAThH CIEIYIOIINE OMAcHbIE U BPE.-
HBIC TPOU3BOJICTBEHHBIC (DAKTOPHI: MOBBLIIMICHHOE 3HAYCHUE HANPSDKEHUS B AJICKTPUUECKOM
L[ENHU, OTCYTCTBUE E€CTECTBEHHOI'O CBETa, PACIOJIOKEHHE padouero mMecra Ha 3HAYUTENbHOM
BBICOTE OTHOCUTEJILHO MOBEPXHOCTHU 3eMIIH (I10J1A).

B cooTBeTcTBHM ¢ IEHCTBYIOMNM 3aKOHOJATEIHCTBOM JH(TEpa HE0OX0aAMMO obecrie-
YHUThH CIICIUATBHON 01K I0H, TPETyCMOTPEHHON THITOBEIMH OTPACIEBBIMH HOPMaMHU.
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Jludrep rpy3oBoro nudTa 10HKEH M3BEIIATh CBOETO HEMOCPEICTBEHHOTO PYKOBOIM-
TeJd O JII0OOM CUTyallud, YIpOKaroIel KHU3HU U 30POBbBIO JIIOAEH, O KaXK10M HECYACTHOM
cllydyae, MPOUCIIEAIEM Ha IPOU3BOJICTBE, 00 YXY/IIIEHUN COCTOSHHSI CBOETO 3/10pPOBbS, B TOM
quciIe O MPOSBICHUU IPU3HAKOB OCTPOro 3a00JIeBaHMUS.

JIudrepy, nMeromeMy KOHTAKT C MUIIEBBIMU MPOAYKTaAMH, CIEIYeT: OCTABIISATh BEPX-
HIOIO OJIeXKYy, 00YBb, TOJIOBHON YOOP, TMUYHBIE BEILM B rapepoOHOI; epe]] HadyaaoM padoThl
HA/IeBaTh YHCTYIO CIEIHAJIBHYIO (CAHUTAPHYIO) OJEXKIY, MEHATh €€ IO Mepe 3arps3HEHUs;
MBITh PYKH C MBLJIOM IIepej IIPUEMOM IUILM, MOC]e MOCEIEHHs TyajeTa U I0cie COIpH-
KOCHOBEHHSI C 3arpsi3HEHHBIMH IIPEeIMETaMU; He JIOITyCKaTh IPUEM MUIIH Ha pabodyeM MecTe.

3acTerHyTh OJIXKy Ha BCE IyTrOBMIbI, HE JOIYCKas CBUCAIOLIUX KOHILIOB OJEKIbI,
yOpatb BOJIOCHI TOJ TOJOBHOW yOop. He 3akanbiBaTh onexay OynaBKamu, WIOJKaMH, HE
JIepKaTh B KApMaHaX OCTPbIE U ObIOLIUECS MTPEIMETHI.

O3HaKOMHUTHCS C 3aMUCSAMH B KypHaJle IpUeMa-caun CMEH, BKIIOUUTH TJIABHBIN py-
OUJIBHMK, 3allepeTh ABEPh MALIMHHOIO IIOMEIIEHUS U MPOBEPUTH: HAIMUUE U TOCTaTOYHOCTb
OCBEIICHHOCTH IIaXThl, KAOMHBI, 3TAXKHBIX IJIOUIAIOK, HA KOTOPHIX OCTaHABJIMBAETCS KaOMHA
npu padore 1MdTa; TOUHOCTh OCTAHOBKU KaOMHBI Ha 3TaXkKax; UCIPABHOCTh JAEHCTBHSI KHOIIKU
"Cron", cBeToBoro curHana "3aHATO", 3ByKOBOM CHUTHAJIM3ALIMU, JIBYXCTOPOHHEH CBA3M U
CUTHAJIOB Ha JUCIETYEPCKUH MYJIbT; COCTOSHHE OrpakKICHMs IIaXThl U KaOWHBI; HaIU4yue
NpaBWI TOJB30BaHUSA JIU(TOM, TPEAYNPEAUTEIBHBIX W YKa3aTelIbHbIX HAANHCEH; HC-
IIPaBHOCTh 3aMKOB, 3alIUPAIOLINX JBEPU LIAXThl, U ABEPHBIX KOHTAKTOB (€CJIM BBIIOJIHEHUE
9TOH 0053aHHOCTH BO3JIOKEHO Ha JaudTepa). CaenaTs 3anuck B )KypHaAJIe MpHeMa-clauid CMEH
0 pe3yJbTarax MIPOBEAECHHON IIPOBEPKU U PACIIUCATHCS B IPUEME CMEHBI.

[Tpu 3aMedeHHBIX HEUCIIPABHOCTAX B paboTe audra ciemayeT ero 00eCTOUUTh (BBIKIIIO-
YUTh TJIABHBIA pYOWJIBHHK), BEIBECUTH IU1akaThl "JIudT He paboTaer" Ha BCeX IBEPSX MIAXTHI.
O060 Bcex OOHApy)XEHHBIX HENOJAIKaX W MPHUHATHIX Mepax COOOMIMTH PYKOBOACTBY MWIIH
AJIEKTPOMEXAHUKY U JI0 YCTpaHEHUs HeuclpaBHOCTeW JU(T He BKIo4ath. [lyck B paboty
mudTa mocie yCTpaHeHHs HEHCIIPABHOCTEH MPOU3BOAMTCS TOJIBKO C pa3pemieHusi paboTHUKA
(371eKTpOMEXaHUKa, MOHTEpA), YCTPAHUBILETO HEUCIIPABHOCTb.

JIudrepy HE0oOXOAMMO: MOCTOSHHO HAXOAMTHCS HAa OCHOBHOM MOTPY30YHOM 3Ta)Ke
WIN B KaOWHE Irpy30BOro JU(Ta U CIEAUTH 3a COOIIOACHUEM MPaBUJI MOJIb30BAHUS JTUPTOM;
HaNpaBJIATh KaOMHY JH(dTa K MECTy BBI30Ba; HE JIOMYCKaTh MEperpy3Ky judra, HepaBHiIh-
HYI0O YKJIaJIKy Tpy3a, OJHOBPEMEHHYIO TIEpEBO3KY TIpy30B M JIOAEH, KpoMe JIUI,
COIMPOBOXKAAIONINX TPY3; HE JAOMYCKATh MOCTOPOHHUX JIMII K YIPABICHUIO JTU(TOM; CICANTS,
4TOOBI JIFO/IM, COMPOBOXKIAIOIINE TPY3 B KaOUHE JU(TA C pa3ABHKHBIMU peIlIeTYaThIMU JIBE-
pAMH, HE TOIXOAWIHM K JBEPSAM U HE ACP)KaJINCh 32 HUX PYKAMHU; MPU OCTAHOBKE KaOWHBI
MEXIY 3TaXaMU HpeAylpexaaTh JOAEH, CONMPOBOXKIAIOIIMX I'Py3, O HEAOMYCTUMOCTH IO-
IBITOK CaMOCTOSITENIHOTO BBIXOJa M3 KaOWHBI; CBOCBPEMEHHO OTKJIIOYATh HEHCIIPABHBIN
JUQT U cOO0IIATh O OJIOMKE JIEKTPOMEXAHHKY.

JIudrepy He0OX0AUMO MPEKPATUTH MOIH30BAHUE JTU(PTOM B 0OECTOUUTH €TO B CIIydae
0oOHapy’KeHHsl CIEAYIOIINX HEUCIIPAaBHOCTEH: HEMCIIPABHOCTh AaBTOMATHYECKOI'0 3aTBOpa JIBE-
peii maxTel (ABeph MIAXThl OTKPBHIBACTCS MPU OTCYTCTBUH HA Ta)ke KaOMHBI); HEUCTIPAaBHOCTh
KOHTAaKTa JBepell MaxThl - KAOMHA MPUXOJUT B IBUKEHUE C OTKPBITON JBEPBIO LIAXTHI; HEHUC-
NPaBHOCTh KOHTAKTa JIBEPU KaOWHBI - KaOWHA MPHUXOIUT B JBIKCHHE HpPU ITycKe TUdTa C
OTKPBITOM JBEPHIO MPH HAJIMYUM B KaOWHE Ipy3a; 3aMEUYEHbI CIydyau CaMOIPOU3BOJIBHOIO
JIBIDKEHUS KaOWHBI, KaOMHAa BMECTO JBM)KCHHUS BBEpX HJET BHU3 M HA00OpOT; KabuHa
OCTaHABJIMBAETCS BBILLIE WM HMKE YPOBHS 3TaKHOW Iuromaaxku 6osnee yem Ha 50 mm, a y
T(TOB, 3arpyKaeMbIX MOCPEIACTBOM TEJIEKEK, - Ha 15 MM; He paboTaeT 3ByKOBasi CUTHAJIN3A -
1ysl Ha JIM(Te C NPOBOJHUKOM (IIPU HaXKaTUM HA 3BOHKOBBbIE KHOIIKM HA 3Ta)KaX CUTHAJIbHBIN
BBI30B HE TMOCTYIAET K MPOBOJHUKY); HE OCBEIIeHA KaOMHA MU 3arpy304YHbIE TUIOMIAJIKY TIe-
pell ABEepsIMU ILAXThl; Ieperopesia CUrHajlbHas Jlamna; kaObuHa (IIpy KHOIIOYHOM YITPABJICHUH)
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aBTOMATHYECKH HE OCTAHABIIMBACTCA HA TOM ATaXKE, HA KOTOPHINA Oblila HampaBiieHa; pa3ouTo
CTEKJIO B CMOTPOBBIX OKHAX JIBEpeH 1IaXThl WJIM NOBPEXICHO OIpa)<IeHUE 1IaXThl Ha BBICOTE,
JOCTYITHOW JIJIsl YeNIOBEeKa; MOBPEXKICHO OrpakJeHHe KaOWHBI; OTCYTCTBYIOT KPBIIIKA HA BBI-
3bIBHBIX U KHOIIOYHBIX amaparax, IMEeTcsl JOCTyIl K TOKOBEAYILUM 4YacTsIM 00OpYJOBaHUS;
HaJIMYUE MPU3HAKOB IUIOXOI'0 COCTOSIHUS 3JIEKTPUUECKON M30JISALUHN IPOBOJKU WIN 3JIEKTPU-
yeckod ammaparypsl jgudTa ("ObeT TOKOM" MpU MPUKOCHOBEHHUU K METAJUIMYECKHM YacCTsAM
mudTa, OUIyIIaeTCsl 3amax Tropsiiell HM30JIMK); TOSBICHHE HEOOBIYHOTO CTyKa, IIyMa,
CKpHIIa, HEUCIIPABHOCTH KHONKHU "cTON", PHIBKOB, TOJIYKOB BO BPEMs JBM)KEHUS KaOHMHBI,
oOpbIBa KaHaTa, BBIXOJa IPOTHBOBECA W3 HANPABISIOUIMX W JPYTHX HEHCIPABHOCTEH,
HPENATCTBYIONIMX HOPMAJIbHOM SKCIUTyaTaluy JUQTA.

Bo Bpems pabotbl nudra HEe NOMyCKaeTCs: OCTaBIATh BKIIOUEHHBIN audT 6e3 mpu-
cMoTpa (YXOOUTh ¢ paboyero Mecra); MPOU3BOAMUTH ITYCK ITyTEM HEIOCPEICTBEHHOIO BO3/1EH -
CTBHS Ha allllapathl, [MOJAIOIIME HANPSIKEHUE HA 3JIEKTPOJIBUraTElNb; BBIBOJUThH U3 JEHUCTBUS
IPEJOXPaHUTEIbHbIE U OJOKMPOBOYHBIE YCTPOWCTBA JU(PTA; MOJIb30BATHCA NEPEHOCHBIMU
JaMIiaMu Ha HampspkeHue Oomee 50 B; moaxmrouaTs K Ienu yrpaBieHHS JTH(TOM 3Iek-
TPOUMHCTPYMEHT, JIAMIIbl OCBEILEHHS U JIp.; MOCEIaTh HIAXTy JU(Ta, a TAKXKe CIIyCKaTbCs IO
KaHaTaM JH(]Ta; OCTABIATH HE3aNepTOl JBEPh MALIMHHOTO MOMEIICHHS; CITYCKAThCS B MPH-
SAMOK M BbUI€3aTh Ha KpbIIly KaOWHBI, XpPAHUTh Ha HEH WIM B NPUAMKEKAaKHE-INOO BEIlH;
OCTaBJIATH KaOUHY TU(Ta MO HArPY3KOH MMOCIe OKOHYAHHS PabOTHI.

ITpu ocraHoBKEe KaOWHBI Ipy30BOro JHU(Ta MEXIY ITa’KaMH BCIEACTBUE €r0 HEUC-
IIPABHOCTH BBI3BATh 3JIEKTPOMEXaHHUKa (MOHTEPA).

Ecnu B nporecce paboThl MPOU30ILIO 3arpsi3HEHUE 10J1a KaOUHBI JIU(Ta IPOIUTHIMU
JaKaMu, KpackaMH, MacjaaMH WU POCHIIaHHBIMU

IIpr BO3HMKHOBEHUH MOXAapa HEMEJIEHHO BbI3BaTh MOXKAPHYIO OXPaHy, COOOLIUTH
PYKOBOJICTBY OpraHU3alMi U MPUCTYIIUTh K TYLIEHUIO OTHSI UMEIOILUMUCS CPEJICTBAMHU.

[Tpyn HecyacTHOM ciy4yae HEMEUIEHHO NMPEKpaTUTh paboTy, OOpaTUTHCSA 3a MEIULM-
HCKOW MOMOIIIBIO, O TIPOUCHIE/IIIEM HECYACTHOM CIIy4ae COOOIIUTh PyKOBOJCTBY.

[TocTpanaBiiemMy npu TpaBMUPOBAaHUM, OTPABJICHUH M BHE3AIIHOM 3a00JI€BaHUU HEOO0-
XOAMMO OKa3aTh MEPBYIO (JOBpaueOHYI0) MOMOIIb U, IPU HEOOXOIUMOCTH, OPTraHU30BaTh €T
JIOCTaBKY B yUPEKACHUE 3paBOOXPAHEHUS.

[lo okoHuanum paboOTHl TUQTA CIAEAYET: OMYCTUTh KAaOMHY Ha YPOBEHb IUIOIIAIKU
TOT'O 3TaXka, ¢ KOTOPOI'O MIPOU3BOAUTCS yIpaBiieHHe JIU(PTOM; yOeqUThCs, YTO KaOMHa MycTas
U CBET B HEW BBIKJIIOUEH (€CJIM HET aBTOMATUYECKOTO BBIKJIKOYATENS); 3al€PETh 3aMOK IIaxXT-
HOM JBepH (€cJIn 3aMOK LIaXTHOH JIBEpH, HAIIPOTUB KOTOPOM OCTAHOBJICHA KaOMHA, HEABTOMa-
TUYECKUN U OTIUPACTCS PyUYKOH); BEIKIIOUUTH JIU(PT (BBOJHOE YCTPOHCTBO) M CBET B MAIIMH-
HOM IIOMEUIEHNHU; 00ECTOUYNUTh AUCIIETUEPCKUHN ITyJIbT; 3allepeTh MALIMHHOE ITIOMELEHHE, ClIe-
JaTh HEOOXOIUMBIE 3alKMCH B JKypHaJle IpUeMa- CIaud CMEH U CJaTh KJIIOYM B YCTAaHOBJICH -
HOM HOpSIZIKE.

BBIMBITE pyKH TEIUION BOJOU C MBIJIOM, 110 BO3MOYKHOCTH, IPUHATH ayul. MIHCTpyKIMs
o OXpaHe Tpyaa s rpy3uuka (yrB. Muntpyaom PO 13 mas 2004 r.).

CamocrostenpHas padora Ne 4
Tema «IlpaBuia odopMieHns MPUKA3a, BBIMUCKH U3 MPUKA32»

[lenv _pabomwvl — GOPpMHUPOBAHUE MPAKTUICCKUX HABBIKOB IMOJTOTOBKH PACIIOPSIU-
TEJBHBIX IOKYMEHTOB.
3adanue u Mmemoouxa 8blNOJAHEHUS

HCHOJ’II)3YH J'ICKL[I/IOHHBII\/'I MaT€purall, BEIIIOJTHUTC IIPUBCACHHBIC HUXKC 3aaHNsI.
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3apanme 1. CocraBbTe Ha YIJIOBOM OJIaHKE TPUIIATh CEABMOM MpUKa3 OT 28 OKTAOpA
2015 r. muauctpa A. B. Ko3moBckoil 0 mpoBeneHHH KOHKypca NMpodeCcCHOHAIBHOTO Ma-
cTepcTBa pabOTHUKOB JICTIONPOU3BOJICTBA. B pacopsaauTenbHON YacTH yKaXXHUTe, 4TO B MEpHU-
oxa ¢ 1 HosOps o 30 HosAOps 2015 1. cenyeTr mpoBecTH KOHKYPC MPo(EeCcCHOHATBLHOTO Ma-
CTEpCTBa pabOTHUKOB JEJIONPOU3BOACTBA, JJI IPOBEAEHHSI KOHKypca U MOJIBECHUS UTOTOB
CO3/1aTh KOMHUCCHIO B cocTaBe 11 yenoBek, yTBepIUTh MpUIaracMble YCIOBHs MPOBEICHUS
KOHKYpCa, MPeAyCMOTPEB MpeMHUH i moouipeHus nobeaureneid. KoHkypcHas komuccus
JOJKHA €KEHENIEIbHO MPOBOJUTH MPOBEPKY BHINOJHEHHS YCIOBUI KOHKypca M 00CyXIaTh
pe3yiabTaThl MPOBEPKU U UTOTM KOHKypca. B KOHcTaTtupyromiei 4acTu yKakKHTe, YTO IIEJb
MIPOBEJICHUSI KOHKYpCa 3aKII0YaeTcs B COBEPUICHCTBOBAHWM OpPraHM3AlMM JEJIOIPOU3BOI-
CTBa, YCUJICHUS] KOHTPOJISI UCIIOJHEHUS! JOKYMEHTOB U PacHpOCTPAaHEHUS INEPENOBbIX METO-
OB paboOThl C JOKYMEHTaMH B LIEHTPAJbHOM allapare MUHUCTEpCTBA oOpa3oBaHus Yens-
OuHCKOI 00MacTH.

3aganue 2. CocTaBbTe Ha YIJIOBOM OJIaHKE BBIMHCKY U3 JAEBIHOCTO BTOPOIO MpHUKa3a
ot 16 suBaps 2016 r. 3a moANKCHIO AUPEKTOpa MOCKOBCKOTO 3aBoAa B. C. YBaposa 1o 1. 2.,
KOTOPBIN IJ1acHT, 4TO IIaBHOMY Oyxrantepy 3aBoaa B. C. KocenkoBy k 01.09.2016 r. Hy>XHO
pa3paboTaTh yKazaHUe O MOPSIKE yueTa pe3yJbTaToB paObOTHI IIEXOB B COOTBETCTBUU C HOBOM
CUCTEMOH IUJIaHUPOBAHUS, IMPEIyCMOTPEB IOJYYCHHUE I€XaMU EKEAHEBHBIX W MECSUHBIX
CBOJIOK TO peanu3anuu u 1o npuodsumsiM. [Ipuka3 Ne 92 o coBeplieHCTBOBaHUU TIOKa3aTelen
paboThI 1IEXOB COCTaBJICH B IIENIAX JaTbHEHUIIEro COBEPIICHCTBOBAHUSI CUCTEMBbI MIJIAHOBBIX U
OTUETHBIX MOKa3aTeJIe 1eATebHOCTH OCHOBHBIX 1I€XOB 3aB0jia. Brinucky U3 mpukasa 3aBe-
pun uncnekrop B. K. Paznopckas 20 ssuaps 2016 r.

3ananme 3. Vcnons3ysa yaupunupoannyio Gopmy TS5, coctaBpTe qBaanaTh MEpBHIi
npuka3 ot 10 centsiops 2016 r. T. U. JobpeaunHoM, nupekropa MOY COII Ne 121 r. Yensi-
OMHCKa 0 TIEpPEeBOJIE HA IPYTYIO paboTy OubmroTekaps mkoiasl Xomiok Jlapucel Biaaaumupos-
Hbl. B pacnopsauTenbHON 4yacTH yKaXXUTe, YTO HAa OCHOBAaHUM COOCTBEHHOI'O 3asiBICHUS
XomMmmok JI. B. cienyer nepeBecTy Ha AOJKHOCTh PYKOBOJIUTENS IPYIIIBI IPOJIEHHOIO JHS €
5 cents0pst 2015 roga v yCTaHOBUTH OKJIQ/ COTJIACHO IITATHOMY PACIIHCAHUIO.

3ananne 4. CocTtaBbTe TOT KE caMblil mpuka3 (cM. 3aanue 1) Ha yraoBom OJaHKe
HEeyHU(UIIUPOBAHHOHN (HOPMBI.

3apanme 5. CocraBbTe Ha MPOJOJIBHOM OJIaHKE CEMHAALATHIA MpHuKa3 oT 18 mapra
2016 r. qupexTopa HHCTUTYTa MO MPOEKTUPOBAHUIO MeTaiuTyprudyeckux 3aBoaos U. T. 3oto-
Ba (OAO «['umpomes» 1. YenssOMHCK) 10 IMIHOMY COCTaBy, B KOTOpOM: Ha3HauuTh CuaopoBa
Buranus VBaHoBu4a, BpeMEHHO, Ha JOJKHOCTh MexaHHMKa mo mTaram «PabGouue mo 06-
CIy>KMBaHHIO HHCTUTYTa» co 1 anpens 2016 r. ¢ oxnamom 8 100 py6. B MecsiI] HA OCHOBAaHUU
sasBieHust B. M. Cunoposa; nepeBectn CosoBbeBy Jlroammry deqoToBHY, cTapiiero Jiabo-
paHTa MHCTUTYTA, HA JOJKHOCTh 3aBEAYIONIMM KaOMHETOM MHOCTPAHHBIX S3BIKOB € 28 MapTa
2016 . ¢ okmagom 10 500 py6. B mecsi Ha ocHoBaHuH 3asBieHus JI. . ConoBbeBOil; 0CBO-
6omuth BonkoBy AnrenuHy BnaaucnaBoBHY, 3aBEIYHOIIYI0 METOAMYECKHM KaOWHETOM, OT
3aHHMaeMoil JomkHocTH ¢ 1 anpenst 2016 1. Mo coOOCTBEHHOMY KEJIaHUIO B COOTBETCTBHH CO
cT. 31 K30T P® Ha ocHoBanuu 3asBineHus A. B. BonkoBoii; npenoctaButs lllapkoBoii Enene
AHaToJIBEBHE, CEKPETapIO OTACNA KaJApOB, oOuepeHOM oTimyck ¢ 25 maprta 2016 1. Ha 24 pabo-
YHUX THS HA OCHOBaHUM rpadukoB oTmyckoB U 3assieHus E. A. llapkosoii. [lpuka3 3aBu3u-
pOBaIM OTAEN KaJApPOB, IUIAHOBBIA OTAEIL.

3aganue 6. CocTaBbTe Ha MPOAOIHLHOM OJaHKE BBIMUCKY M3 MPEABLIYIIETO MpUKa3a
st Cunoposa B. 1.

CamocrostenbHas padota Ne 5
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Tema «IIpaBuia opopMiIeHUs PACIIOPAKEHUA»

Llenv pabomul — COPMHUPOBATH MPAKTHUECKUI HaBBIK O()OPMIICHUS PACTIOPSKEHHS.

3adanus u MemoouKa eblNOJIHEeHUS

I/ICHOJIB3YSI JIGKLII/IOHHBIP'I MaTcpurajl, BHIIMOJIHUTC IMTPUBCACHHBIC HUKC 3aJaHWs.

3apanme 1. CocTaBbTe Ha yIJI0OBOM OJIaHKE COPOK JIEBSITOE PACHOPSIKEHUE OT 7 MIOJS
2015 r. A. B. ®akena, nupekropa OO0 «JIumaitHuk» r. MypMaHcka O Ha3HaY€HUH OTBET-
CTBEHHBIX 32 aBTOTPAHCIIOPT U BBIITYCK HA JIMHUIO aBTOMOOWJIEH B TEXHUYECKH UCIPABHOM
cocTOsiHMH. B pacnopsiautenbHON 4acTH yKakKUTEe, YTO HEOOXOAUMO HAa3HAUUTh OTBETCTBEH-
HBIMH 32 00€CIIeYeHHEe UCTIPABHOTO TEXHUYECKOTO COCTOSHUSI aBTOTPAHCIIOPTHBIX CPEIICTB U
ux Oe3aBapHitHOW JKCIUTyaTaluu cienyromux padotHukoB: Bopomas K. E. 3a aBTromMoOuib
Volkswagen Passat Noe A 555 XE, Makcumymkuna M. B. 3a aBromo0uis Toyota Celica Ne X
002 HK; B ciyyae ciykeOHOW HEOOXOJUMOCTH TPEIOCTaBUTh IIPaBO YIPABICHUS
aBTOTPAHCIIOPTHBIMU CPEJICTBAMH CIICAYIOINIMM pabOTHHKAaM OTAena obecredenus: DOunnuny
I1. 1. aBTomoOmnsimu Volkswagen Passat Ne A 555 XE, Toyota Celica Ne X 002 HK, Ky3oBa-
Teix B. A. aBTromoOmiem Toyota Celica Ne X 002 HK. OTBeTCTBEeHHBIM 3a NPOBEICHHE
rOJJOBOIO0 TEXHUYECKOTO OCMOTpa AaBTOTPAHCIOPTA, BBIMYCK Ha JHMHHUIO TPAHCHOPTHBIX
CPEICTB B TEXHHUYECKM HCIIPABHOM COCTOSIHUM M perucrpaunuio asrorpaHcnopra OO0O
«JInmaiinuk» B opranax ['MIB/I/] HazHauuTk crienuanucra otaena obecneuenus Oununa I1.
J1., B ero oTcyTcTBHE crieraiucra otaena obecrneuenus Kysosateix B. A. Ilpusnate ytpa-
tuBIIUMHU cuity pacnopsbkeruss OO0 «JIumaitnuk» ot 29.12.2013 Ne 44 «O Ha3HaueHUH OT-
BETCTBEHHOT0 3a aBToMoOub Volkswagen Passat», ot 14.01.2014 Ne 2 «O npenocraBieHun
npaBsa ymnpasieHnus aBromoomieM Toyota Celicay. KoHTposb 3a UCOTHEHHEM pacloOpsHKEHUS
BO3JIOKUTH Ha HaYaJIbHUKA OT/eNa ooecieueHust Myxomopa b. I1.

B xoHcTaTupyroleil 4acTu yKaxxuTe, UYTO IeJIb pacHOpsKEHHs] COCTOUT B obecreye-
HUU COXPAHHOCTH, UCIIPABHOTO TEXHUYECKOT'O COCTOSIHUSI aBTOTPAHCHOPTHBIX CPEJICTB U MX
0e3aBapuHOMN IKCILTyaTaIiH.

3aganue 2. CocTaBbTe Ha NMPOJIOJILHOM OJIaHKE MATHAECAT JIEBATOE PACIIOPSIKEHUE OT
19 utons 2015 r. E. C. Bychiruna, aupexkropa MyHHUIMITATEHOTO 0OIIE00pa30BaTEIHHOTO
OIO/IPKETHOTO YUYpEKICHHsI OCHOBHas o0IlieoOpazoBaTenbHas Ikoja cena CanuHckoe My-
HUIMNAIBHOTO brarosemenckoro paiiona Pecrryonuku bamkoprocTan o cMeHe medyatu opra-
HU3aLUU.

B pacnopsautensHoil yactu ykaxure, uro nedate MOBY OOIII c. Canunckoe cta-
poro oOpasiia nmpu3HaTh HEACHCTBYIOIIEH U He momiexanie npumeneruto. C 19.06.2015 r.
MOBY OOIII c. CanuHCKOE MIPUMEHSTH Ie4aTh HOBOTO oOpasma. J[is 3aMeHbI meyaTu cTa-
poro obpasua HeoOXoauMO co3aaTh KOMHCCHIO B cocTaBe: Harumosa P. P., 3am. mupextopa
no YBP, npencenarens npopkoma lapuxosa M. /l., yauTens pyccKoro s3bIKa U JIUTEPATY-
pol Tropuna C. H. KoHTposb 3a UcIoIHEHHEM pacliopsKEeHUsT BO3JIOKUTh HAa HaYallbHUKA OT-
nena obecneuenust Myxomopa b. I1. 3am. nupexropa mo YBP yBegomuts MKV ynpasnenue
o0Opa3oBanus 0 cMeHe nedatu. KOHTposIb UCIIONHEHUS! pacOPSKEHHsI OCTaBUTh 32 AUPEKTO-
poM.

B xoncTaTupytromel yactu conututech Ha denepanbHbiii 3akoH «O0 oOpa3oBaHHH B
Poccuiickoit @enepanun» Ne 273-d3 or 29.12.2012 r., PeaepanbHblii KOHCTUTYLMOHHBII
3akoH «O rocymapctBeHHOM TepOe Poccuiickoit denepammm» Ne 2-OK3 ot 25.12.2000 r.,
®enepanbHblil 3aK0H «O HEKOMMepueckux opranuzanusax» Ne 7-@3 ot 12.01.1996 r.
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3aganue 3. CocTaBbTe Ha MPOJOJILHOM OJIAHKE JIBECTH BOCEMHAIATOE PACIIOPSIKE-
Hue ot 15 mapra 2013 r. JI. B. baOymkuHo#, npeaceaaTens 3aKOHOAATEILHOTO COOpaHUs
CaepmiioBckoit obmactu r. EkarepunOypra o npoBeieHHH MapIaMEeHTCKUX YPOKOB.

[Ipennoxuts B cBsi3u ¢ npazaHoBanuem 27 ampens 2013 r. J{las poccuiickoro map-
JaMeHTapu3Ma JienyTaTaM 3aKOHOJATEeIbHOrO COOpaHHs CBEPIOBCKOM 00IaCcTH MPOBECTH B
anpesne 2013 rona mapiaMeHTCKUE YPOKH B 00pa30OBaTENbHBIX YUPEKICHHUIX, PACIOIOKEH-
HBIX Ha Tepputopun CBepATIOBCKON 00JIACTH.

3aganue 4. CocraBpTe Ha YIJIIOBOM OJIaHKE JBAAIATH BOCKMOE pacropsikerue oT 10
okTsa0ps 2015 r. I'. . MansimeBoid, pexkropa FO)HOYpanbCKOro rocy1apcTBEHHOTO HHCTUTY -
Ta My3bIKH T. UensOuHcka 00 yCTaHOBJIEHUH JoIIaThl XpsikoBoii Haranbe AsekcanapoBHE.
B pacnopsanutenbHON YacTH yKakuTe, 4TO Ha ocHOBaHMM cT. 15 TpymoBoro koaekca Poc-
cuiickoit deneparmu XpsakoBoit H. A., nonenty kadenpsl XOpoBOrO AUPHKUPOBAHUS B CBA3H
C ydacTueM B pa3pabOTKe JOKYMEHTAIlUU IO JIHUIEH3UPOBAHUIO HOBBIX 00pa30BaTENbHBIX
HATNPaBIICHUH CIIeAyeT YCTAaHOBUTH JOIUIATY 32 pacIIUPEeHHBIH 00beM paboT B pazmepe 2000
py0. exemecsuno ¢ 1 oktsa6ps 2015 rona.

CamocrosTenbHas paborta Ne 6
Tema «IIpaBuia opopMiIeHHs MPOTOKOJIA U BHINMCKH U3 MPOTOKOJIA)

Llenv _pabomwvl — 3aKkpenuTh 3HAHHUS 00 OCOOEHHOCTSX O(GOPMIICHHUS MPOTOKOIA,
BBIITUCKH U3 TIPOTOKOJIA.

3adanue u Mmemoouxa 8blNOJAHEHUS

3ananme 1. Vcronb3ys yrioBoil 0J1aHK, OOPMHUTE MPOTOKOJ C YUETOM CJICIyIOIIEH
YIIPaBJICHYECKOW CUTYaLUU.

Hauanpauk BeicTaBouHOTO OTHEna AO «Curmay r. Yensouncka H. H. Tletpos 12 ne-
KaOpst mpoen mectHaanatoe 3a 2015 r. coBemanne CnenuaiucToB cBoero oraena. Ilpucyr-
ctBoBasiu 6 uenosek. [IpoTokon Bena u opopmiisia pegepeHT HauaIbHUKa OT/AeIa AHTOHOBA
H. 10.

[ToBecTka IHS BKJIIOYAJa JiBa Bompoca: 00 uTorax paboThl OTAesa M0 WH(OPMALIUOH -
HOM U pEKJIAMHOM JEATENIbHOCTH HA MEKIYHAPOJHBIX U CIIELUAIN3UPOBAHHBIX BBICTABKaX U
0 TIOJATOTOBKE PEKJIAMHOTO POJIMKa 1o HoBewie npoaykiuuu AO «Curmay.

Bypues A. M. pacckasan 00 ycnemHoi pekjiame, MOArOTOBICHHON OTAEIOM, COCTOS -
HUU MOJIFOTOBKK HOBOT'O PEKJIAaMHOTO posiuka, puHaHcoBbIX npodiemax. C. B. Kanyrun nox-
YepKHYJI HEOOXOJMMOCTh MPOJUICHHS JOTrOBopa C pekiamHoi ¢upmoii. A. M. Makees
chopMyIMpoBal MpesioKeHHe Mo peuieHuto ¢uHaHCOBbIX MpobiemM. Ilocne obcyxaenus
BOIIPOCA, COBEIIAHNE PELIMIIO MIPUHATH COOOIICHNE K CBEJeHNI0, 00paTtuThest B COBET qUpeK-
TOPOB C MPOCHOOIl O JOMOTHUTEIILHOM (PMHAHCUPOBAHUH.

ITIo BTOpOMY BoOmpOoCy BeIcTyman 3aB. cekropoM Konomnes P. U., koTopslil npencra-
BUJI OTYET, OTMETUJI YCIIEXH OT/IeJIa B YCIIEUTHOM MPEACTaBIeHUU (UPMBI Ha BBICTABKaX, YTO
CIIOCOOCTBOBAJIO MPOSIBJICHUIO MHTEpEca MOTEHIUAIBHBIX MAapTHEPOB K MPOIYKIHU (UPMBI,
HO OTMETHJI U PsiJl OPraHU3ALMOHHBIX HEAOCTAaTKOB — 3aMa3/[bIBAHNE CYBEHUPHON MPOAYKIIHH
¢ JoroturnoM (pupMmeI, TWIOXO BbIOpaHHOEe MecTo ans creHna. C. B. Kamyrun cormacumics c
3ameuanusimu P. . KonomieBa. B npennsix M. B. bapankun nipeiokuil BIpeab COCTABIATh
COIIACOBAHHBIA IUIaH OpraHM3allMOHHBIX Meponpusatui. C HuM cornacuics A. M. 3yes.
Cogernianue NMOCTaHOBWIJIO YTBEPAUTH OTYET, paboTy oThena 0oA00puTh, BOpPEIb FOTOBUTH
IIPEJICTAaBUTENIHCTBO HA BBICTABKAX II0 COIVIACOBAHHOMY IUIaHY OpPraHM3allMOHHBIX MEPOIIPHS-
TUH.
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3aganue 2. CocTaBbTe Ha YIIIOBOM OJIAHKE BBITUCKY U3 MPEABIAYIIETO MPOTOKOJIA IO
MIEPBOMY BOIIPOCY.

3apanme 3. Vcmoaw3ys npoaoibHbIN OnaHk, ohopMuTe aBaanath maThid 3a 2015 r.
MIPOTOKOJI 3ace/laHysl WICHOB coBeTa Beepoccuiickoro odmecTBa 0XpaHbl HaMSITHUKOB HCTO-
pun U KyabTypsl (r. MockBa), NpoLIEAIIero MSITHAALUATOTO CEHTAOpS IMoja Ipence-
narenbcTBoM A. H. Yasosa.

[IpucyrcrBoBanu 7 venoBek. [Iporokon Bena u opopmisiiza MaiiopoBa H. Y. B uncne
IIpUIIalleHHbIX npucyTcTBoBaiu B. B. CmupHoB, A. B. CemeHoB.

[ToBecTka JqHS BKIJIIOYaAja JBa BOIIPOCA: CO3[aHUE NMEPBUYHOM OpraHu3aly o0uiecTBa
OXpaHbI MAMATHUKOB UCTOPHUH M KYJIbTYPbI; BBIOOPHI TIPECEAATENS, 3aMECTUTEIS U CeKpeTa-
Pl IEpBUYHOM OpraHU3aI[uy 00IEeCTBAa OXPAHbI TAMSITHUKOB UCTOPUU U KYJIBTYPHI.

ITo nepBomy Bompocy Beictynan A. H YanoB, KOTOpbIi 03HAKOMUJT IPUCYTCTBYIOIINX
¢ yctaBoM Bceepoccuiickoro o0iiecTBa oxpaHbl HaMATHUKOB UCTOpUU U KyiabTyphl. JI. H. I'y-
CeB COOOIIMI O 3HAYCHUU MAaMATHUKOB UCTPUM U KyibTyphl. M. M. MuxaiinoB pacckasai o
Hessix U 3ajayax Beepoccuiickoro o0miecTBa 0XpaHbl HaMSITHUKOB UCTOPUH U KYJIbTYpbI, U B
YaCTHOCTH TEPBUYHON opranuzanuu. [locie oOCyxaeHUs BOIMpOca BCE MPUCYTCTBYIOIIHE
COIIACHUJIMCh C HEOOXOAMMOCTBIO CO3/1aTh IEPBUUHYIO OpraHu3aiuio Beepoccuiickoro odie-
CTBa OXpaHbl MAMSATHUKOB UCTOPUH U KYJIbTYPBhI, U B YACTHOCTH, IEPBUYHON OpraHU3aIUH.

[To Bropomy Bompocy H. H. MartBeeB npeioxun u3dpaTh npeiaceaaresaeM nepBUy-
Hoil opranmuszanuu B. H. Kopuna, 3amecturenem npencenarenst B. M. I'onoBanosa. Cekpera-
pem B. H. TuxonoBa. A. H. BacunseB u H. 1. MaiiopoB nognepxxanu npemioxenne H. H.
MatBeeBa. OOmuUM pelIieHHeM Bcex MPHUCYTCTBYOIUX mpemioxenue H. H. Marseesa
YTBEPAWIIH.

3ananne 4. CocTaBbTe Ha MPOJIOJIBHOM OJIaHKE BBIITUCKY M3 TIPEABIAYIIET0 MPOTOKOJIA
s B. H. Kopuna.

3ananme S. Mcnonb3ys yrioBoii 0:1aHk, opopMHUTE TOTHBIN U KPAaTKUN MPOTOKOJI, UC-
MOJIBb3YS CIEIYIONIYIO YIPABICHUYECKYIO CUTYAIIHIO.

B OAO «JIA-BAHK» (r. MockBa) cocTossIOCh O4epeIHOe TPUALIATH CEAbMOE 3ace/ia-
Hue Coseta aupektopoB oT 12.08.2015 r. nox npencenarensctBoM H. P. [laBbiioBa. [Ipucyt-
ctBoBau 4 yenoBeka. [Iporokon Bena u opopmisina Kpasmosa U. M.

Ha moBecTke Hs ciymiaiy JOKJIaJ HadalbHUKa KpeautHoro otnaena M. P. CemenoBa
0 BHepeHuu naptHepckoro npoekra ¢ OAO «M-OUPMAY.

M. P. CemeHOB B paMKax pa3BUTHsI B3aUMOBBITOJIHOTO COTPYAHUYECTBA C MIPEICTABHU-
TEJISIMU KPYITHOTO OM3HEca MpeJCTaBUI MapTHEPCKUi mpoekT cotpyaHuydectBa ¢ OAO «M-
OUPMAY. TlpoekT mpemycMaTpuBaeT pelieHrue MpoOJieMbl TeOUTOPCKOW 3aI0JKEHHOCTH,
Bo3HHKaromel y noctaBmukoB OAO «/IA-BAHK», u npeanaraer ciemyromniye BUIbI (PHUHAH -
CHUpPOBAHUS: Ha MEPHOJ] OTCPOUKH IJIaTeKa MO ACHCTBYIOLUIUM JOTOBOPAM MOCTaBKH; MOJIHOTO
LMKJIa MOKYNKU U TOCIENyIolled noctaBku ToBapa. IIpenmymiectBa ans mporpammsl Io-
CTaBIIMKOB: OBICTpOE MPUHATHE pelIeHUs, pruHaHcupoBaHue 6e3 3anora 10 95 % ot cymmbl
IIOCTaBOK.

I1. C. KopoBun noanepxan npoekt M. P. CemenoBa. H. II. BopoHoB yTounuin mnpe-
umyniectsa npoekra st OAO «JA-BAHK». E. M. Komkus BbIpa3uin cCOMHEHHE B HEOOXO-
JUMOCTH BHEIPEHHUS HOBBIX BHAOB (GuHaHCHUpoBaHUS. COBET TUPEKTOPOB IOCTAHOBUI
o100puTh BHeIpeHue napTaepckoro npoekra ¢ OAO «M-OUPMAy.

3ananme 6. Micrionb3yst Mpo0IbHbIN Oi1aHK, 0OpMUTE MOIHBIA U KPATKU IPOTOKOI,
UCTIONB3YS CIICTYIONINE JaHHbIC.
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B Poccuiickom nonuTexHUYeCKOM yHUBEpcuTeTe (I. MockBa) COCTOSIIOCH OYEpEaHOE
BTOpOE 3acelaHue Y4eHOro coBera yHupepcutera oT 26.02.2016 r. mox npeacenaTeabCTBOM
A. M. Iporosa. [IpucyrcTBoBasu 22 uenoseka. [Ipotokon Bena u odopmisuia Kornosa O. M.

Ha moBecTke nHs ciymrany IoKJaj mpopektopa mo yueonoit padore K. P. MypaBbeBa
00 opraHW3aluu B CTPYKTYpPE YHHBEPCUTETA Y4EOHO-HAYYHOTO POCCHUCKO-HEMEIIKOTO ICH-
Tpa, BeIcTyIuieHue npodeccopa M. T. Ilponuna o0 yTBep:KIEHUH IOJIOKEHUS O IEHTpE,
BEICTyIUICHHE TIpodeccopa A. M. AHOXMHA O HA3HAYCHUH JUPEKTOPA LIEHTPA.

MypasbeB K. P. Pacckazan o MHOTOJIETHHX CBSI3SIX YHHBEPCUTETA C BBICIIMMH y4eO-
HBIMU 3aBEJICHUSIMU M Hay4YHBIMH LIeHTpaMu ['epmanun. [{oyioxun pe3ynabTaThl COTpYIHUYE-
ctBa 3a 2014-2015 rr. ¢ ynuBepcuteramu ['epmanuu. [loguepkHyn 3HaYeHUE NAIbHEHIIETO
Pa3BUTHSL U YKPEIUICHWs] OTHOILICHUN C HAy4YHBIMU M Y4€OHBIMU CTpyKTypamu. OTIenbHO
OCTaHOBHWJICSI Ha I1€JIecO00pa3HOCTH CTYJEHYECKOro OOMEHa MEXIy YHUBEPCUTETOM H
repMaHCKUMHU Y4eOHBIMH 3aBeleHUsIMU. [Ipenoxkun co3nats yueOHO-HAy9IHBIH POCCUICKO-
HEMELIKUM IIEHTP KAaK CaMOCTOATENIbHOE CTPYKTYpPHOE MOApa3jesieHne yHuBepcuteTra. Ero
OCHOBHBIC (YHKIMU OYIYT CBSI3aHBI C KOOPJIWHAIIMEH COBMECTHOW HAy4HO-HCCIIENO0-
BATEJIbCKOU JIEATEIbBHOCTH U COBEPUICHCTBOBAHUEM METOJMKH IPEMNOJIaBAHUS CIIELUAIbHBIX
Hay4HBIX JUCUUIUIMH 10 PsALy HampaBieHui OakanaBpuara. Kpome Toro, ocodboe 3HaueHHE B
nepuon nepexoaa By3oB Poccuiickoit denepanuu Ha JByXypPOBHEBYIO ITOATOTOBKY CTY/IEHTOB
OyJeT UMEeTh OMBIT MOJrOTOBKH OaKaJIaBpOB M MATrUCTPOB IO aHAJIOTHYHBIM HAMPABICHHSIM.
MatBeeBa A. b. cipocuiia 0 TOM, KakOB MpeAroiaaraeMblii MOpsSA0K (GUHAHCUPOBAHUS Jes-
TenpHOCTH 1IeHTpa? MypaBbeB K. P. oTBeTHI, 4TO 32 CUE€T CHOHCOPCKOM MOJJIEPKKH HOBOTO
LEHTpa PAIOM aKIIMOHEPHBIX OOIIECTB U OJaroaaps HaJIU4MIO MOANKUCAHHOTO COTJIAIIEHHUs O
COTPYJHHYECTBE MEXK]Iy YHHUBEPCUTETOM M HCCIEIOBATEIbCKUMH LIEHTpaMu T. PocTok, T.
Mioccenbropd. Pemennem YyeHoro coBera mocTaHOBUIIU CO3aTh B CTPYKTYpPE YHHUBEPCUTE-
Ta yueOHO-HaY4YHbIH POCCUIICKO-HEMELKUN LIEHTP.

[Tponun M. T. o3HaKoMHII COOpaBIIUXCS C MPOESKTOM MOJOKEHUS O IIEHTPE, KOTOPOe
OMPEIEIUT CTATYC LEHTPA KaK CAMOCTOSITEIBHOTO CTPYKTYPHOIO MOAPA3/ACIICHUs] YHUBEPCHU -
TeTa, €ro OCHOBHBIE 3aJla4u U (YHKUIMU B 00JaCTU HAYYHBIX MCCIIEJOBAaHUN 1 00pa3oBaTelb-
HBIX TIPOrpaMM, TOPSAOK (UHAHCHUPOBAHMS M OTYCTHOCTH, & TAK)KE KOMIICTCHIIMU IIEHTPA B
obnactu pa3pabOTKH HOBBIX HANpaBlICHUI HAay4YHO-HCCIEI0BATENbCKOW U METOAMYECKON pa-
60Tel. COBET pelImI YTBEPAUTh MOJOKEHUE 00 Y4eOHO-HAYYHOM POCCHICKO-HEMEITKOM IIEH-
Tpe.

AHOxuH A. M. TpeyIORKII PYKOBOJCTBO IIEHTPOM MOPYYHUTH mpodeccopy [Iporuny
M. T., KOoTOpBIH OBLIT HTHUIIMATOPOM PACHIUPEHHUSI COTPYIHUYECTBA C BHICIIMMH YYEOHBIMHU 3a-
BeJleHUAMH ['epMaHUM W MPUHUMAJ JIEUCTBEHHOE yYacTHE B 3aKJIIOYEHUHU COTJIAIICHHS O
COTpYJIHHYECTBE. Pemmny Ha3HAUYUTh AUPEKTOPOM YUEOHO-HAYYHOT'O POCCUHCKO-HEMELKOIO
uenrpa [Ipounna M. T.

3apanme 7. Odopmure npuoxxkenre Ne 1 K MpOTOKONy 3acedaHusi YUYEHOro COBETa
Poccuiickoro moJUTEXHUYECKOTO YHHUBEPCUTETAa — SIBOYHBIA JIUCT YYAaCTHUKOB 3acelaHus
y4eHoro coBera B coctase 22 uenoBek: AnekceeBa H. P., Toprosuesa P. JI., ®ypuesa /. T.,
Aronkunoi M. H., Cemenosna II. P., bapanbko E. C., MypasseBa P. K., Komosa T. K., Kopo-
cteuieBa B. C., Jlomoraposoit U. H., UBonruna M. T., UBonrunoit C. A., Tyxmanosa b. O.,
®enoposa E. H., Akcenosa A. 1., [Ipeikunoii B. C., MaTtBeeeBoit A. b., AHoxuna A. M., Ile-
moruna M. A., [lponuna M. T., Mameikuna I1. JI., IpotoBa A. M.

5.2.3. llepeuens neuamnvix u 31eKMPOHHBIX 00PA306AMENLHBIX U UHPOPMAYUOHHBIX
Pecypcos HeodxX00UuUMbIX 0J151 CAMOCMOAMETbHOU PadOombl

Cwm. Paznen 7. IlepeueHb neyaTHBIX U 3JIEKTPOHHBIX 00pa30BaTeNbHBIX U HH(MOpMA-
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[IMOHHBIX PECYPCOB HEOOXOTUMBIX JIJIsSi OCBOCHUS TUCIUTUIHHBL.
https://sdo.chgik.ru — cucrema aucrannuonnoro ooyuenus YI'MK (aBToprzoBaHHBIM
JIOCTYTI)
http://fgosvo.ru/ — Tlopran ®enepanbHbIX TOCYAAPCTBEHHBIX OOpa30BaTEIbHBIX
CTaHJAPTOB BHICIIETO 0Opa30BAHUSI.
http://gramota.ru/ — CnpaBouyHO-UH(POPMAIITMOHHBIM MOpTan [pamMoTa.py — pyCCKHiA
SI3BIK TSI BCEX .

6. ®OHJT OLIEHOYHBIX CPEJCTB JJIsI IPOBEJEHHS TEKYIIETO KOHTPOJISI
YCHEBAEMOCTH M IIPOMEKYTOYHOM ATTECTALIMYA OBYYAIOIIMXCS MO JUCIHUATIINHE

6.1. IlepeueHb KOMIETEHINH ¢ YKa3aHUEM 3TanoB ux GopMUpoOBaHus B mpolecce
0CBOEeHNsI 00pa30BaTeJIbHOM MPOrPaMMBbI

Taoauua 6

IHacnopT ¢poHaa OLIEHOYHBIX CPEACTB JJIM TeKyleil GopMbl KOHTPOJIS

HaunmeHnoBa- IInanupyembie Konsl HaunmeHoBanue
HUe pe3yJbTaThl OCBOEHUS] | WHAHUKATOPO OIIEHOYHOT'0 CPe/ICTBA
Pasnenos o1olI1 B
(Mmony.ieii), AOCTUKCHUSA
TeMbl KOMIIeTeHIH
i
Pa3nea 1. CucremMa opraHn3anMoOHHO-NPABOBOI JOKYMEHTAINH
Tema 1. | IIK-3. Cnoco0en | ITK-3.1. — Ilpaktuyeckas pabora Ne 1.
CocraBieHue | OCYIIECTBIISATH Tema «CocrapieHue u
u  odopmie- | OpraHU3aIMOHHOE, K-3.2. odopmiieHue YUPEIUTENBHBIX
HUE YYpeAd- | JOKYMEHTAllUOHHOE U JOKYMEHTOBY»
TEBHBIX rH(OPMAITMOHHOE — CamocrosarenpHas pabora Ne 1.
JIOKyMEHTOB obecrieueHue TK-3.3. Tema «CocraBienue u odopmiie-
ACATECIbHOCTHU HUC YYPCOAUTCIBHBIX HOOKYMCH-
PYKOBOAMTES TOBY
OpTraHH3alHN
[K-4. Crocoben | ITK-4.1.
OpraHN30BaTh u | [IK-4.2.
OCYIIECTBIIATh MK-4.3.
JOKYMCHTHPOBAHHUE
JeSTeIbHOCTH
OpraHH3alHd
Tema 2. | Te xe Te xe — Ilpaktnueckas pabora Ne 2.
CocraBnenue Tema «CocraBnenue u
u  odopmie- opopmiieHHE ~ TOJNOXECHUH  H
HUE TIOJNOXKe- PETIaMEHTOBY
HAN u — CamocrosrensHas padora Ne 2.
pETIIaMEeHTOB Tema «CocraBieHue u odopmie-
HHE N0J0KEHUH U peraaMeHTOB
Tema 3. | Te xe Te xe — Ilpaktryeckas pabora Ne 3.
CocraBnenue Tema «CocraBnenne u
u  odopmie- odopmiieHue MHCTPYKTHUBHOM
HUE HWHCTPYK- JTOKYMEHTAIIHH)
TUBHOU — CamocrosrensHas padora Ne 3.
JIOKyMEHTa- Tema «Cocrapnenue "
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http://gramota.ru/
http://fgosvo.ru/

1A odopmiieHue WHCTPYKTHUBHON

JOKYMEHTALUN
Paznen 2. CucreMa pacnopsiiuTeIbHOH JOKYMEHTAUMHU

Tema 4. Ilpa- | Te xe Te xe — Ilpaktuyeckas pabora Ne 4.

Bmwia odopm- Tema «lIpaBmma odopmireHUs

JeHUsT  TIpH- MpPUKa3a, BEITHCKU U3 IPHKA3a

Kaza, BBIIUC- — CamocrosrtenbHas pabora Ne 4,

KW 13 TIPUKa3a Tema «llpaBuna odopmieHus
MIPHKa3a, BRIIICKHU U3 MMPUKA3a»

Tema 5. IIpa- | Te xe Te xe

BUIa 0QOpM- — Ilpaktuueckas pabora Ne 5.

JIEHUs pacrio- Tema «lIpaBmma odopmireHUs

PSOKEHHUS pacropspKeHUs»
— CamocrosaTensHast pabota Ne 5.
Tema «llpaBuna odopmieHus
pacmopspKeHUs

Tema 6. [Ipa- | Te xe Te xe — Ilpaktuyeckas pabota Ne 6.

BriIa 0popM- Tema «llpaBuna odopmienus

JICHHS TTPOTO- MPOTOKOJIa W BBINHCKH U3

KOJa U MIPOTOKOIa»

BBITIUCKH U3 — CamocrosrenbHas pabora Ne 6.

IIPOTOKOJIA Tema «llpaBuna odopmieHus
MPOTOKOJa W BBIIHCKH U3
MIPOTOKOIA»

Taoauna 7

IHacnopT ¢oHA2 OLEHOYHBIX CPEACTB I MPOMEKYTOYHOM aTTeCTALNH

HanmeHoBanue ILnanupyembie Koxabi HaunMmeHoBaHue OLIECHOYHOI'O
Pa3znenoB (Moay- | pe3yJabTarTbl OCBOE- | HHIAMKATOPO cpeacrsa
Jaen), Hus OIIOII B
TeMblI AOCTHKEHHS
KOMIIeTCHIH
i
Pa3nea 1. Cuctema oprann3alMOHHO-NPABOBOIi TOKYMEHTAIMHU
Tema 1. Cocrasne- | I1IK-3. Cnocoben | ITK-3.1. Bompocsi k 3auety (4 cemectp):
HHe U odopmie- | OCYIIECTBISATH — TeopeTudeckue Bompochkl Ne 1-
HUE YYpEOUTElb- | OPraHU3alMOHHOE, 4;
HBIX IOKyMEHTOB | TOKYMEHTAllUOHHOE U TK-3.2. —  TPaKTUKO-OPHEHTHPOBAHHOE
WHPOPMAaIIOHHOE 3aganue Ne 1
obecrniedyeHune
NESATEIbHOCTH TK-3.3.
PYKOBOAUTEIS
OpraHH3aluu
IK-4. Croco0en | ITK-4.1.
OpraHU30BaTh u
OI(:yHICCTBJ'ISITB TK-4.2.
JOKYMEHTHPOBaHHUE TIK-4.3.
JeSITENbHOCTH
OpraHu3alyu
Tema 2. Cocrasne- | Te xe Te xe Bompocsr k 3adery (4 cemectp):
HHE U odopmie- — TeopeTu4ecKue BOmpochl Ne 5-
HHUE TOJIOKEHUU U 8;
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peraamMeHToB

MPaKTUKO-OPUEHTUPOBAHHOE
3amanne Neo 2

Tema 3. Cocrasite-

Hue u odopmie-
HUE WHCTPYKTHUB-
HOH  JIOKyMEHTa-
197070

Te xe Te xe

Bompocsr k 3adery (4 cemectp):
— TeopeTudeckne BOmpockl Ne 9-
12;

MPaKTUKO-OPUEHTUPOBAHHOE
3aganne Neo 3

Pasnen 2. Cuctema pacn

OpﬂZ[I/ITe.TlBHOi/i JOKYMCHTAIUH

Te xe Te xe Bompocst  k  ax3ameny (5
Tema 4. IlpaBuna ceMecTp):
odopMIICHHUS TIpHU- — TeopeTudeckue Bompockl Ne 1-
Kaza, BBIIUCKUA W3 4;
IpuKasza —  [PaKTUKO-OPHUEHTHUPOBAHHOE
3ananue Ne 4
Te xe Te xe Bompocer  k  9k3ameny (5
Tema 5. IlpaBuna cemecTp):
— TeopeTudeckne Bompochkl Ne 5-
odopmienust pac- 2:
MIOPSKECHUS ’
—  TIPaKTUKO-OPUEHTHPOBAHHOE
3amanue Ne 5
Te xe Te xe Bompocer  k  akx3ameny (5

Tema 6. IlpaBuna

odopmiteHUS
MPOTOKOJIA "
BBIITUCKH u3
MIPOTOKOJIA

ceMecTp):
— TeopeTudeckue Bompochl Ne 9-
12;

[IPAKTUKO-OPHUEHTHPOBAHHOE
3amanue Ne 6

6.2. Onucanue noka3zarejed 1 KpUTepueB OLEHUBAHUS KOMIIETEHIIMA HA Pa3JIHYHbIX
Tanax ux (popmMupoBaHUs, ONMCAHNE KA OLIEHUBAHUSA

6.2.1. Ilokazamenu u Kpumepuu oUeHUBAHUA KOMNEMEHWUIL HA PATUYHBIX
Imanax ux gopmuposanusn

Taoauua 8

IMoka3zaTesu M KPpUTEPUH OLIEHUBAHMSI KOMIIeTEHIM i

Ilranupyemie IHoxka3zaTesnn
pe3yJIbTaThl
0CBOCHISE C(l)OpMHpOBaHH(\)'CTI/I Kputepuu oneHuBanus
OTIOII KOMIeTeHIU
- MOHUMAET cnenuduky | Obyvaromuiics ob6ragaer Heobxo-
JIOKYMEHTAI[MOHHOTO oO0ecreue- | JUMON CHCTeMON 3HAaHWH, JOCTHT
HUSl IeATEIbHOCTH PYKOBOJUTE- | OCO3HAHHOTO BJIAJIEHUS YMEHUSIMHU,
TSt HaBBIKAMU M Ccriocobamu mpodeccu-
K3 — MPUMEHSIET METObI MMOATOTOB- | OHANIBHOW  jgesrenbHocTU.  [le-
KH OpraHU3allMOHHO-PACIIOPSIU- | MOHCTPHPYET CIOCOOHOCTh aHAJIH-
TeNbHON JOKYMEHTAIINH; 3UpOBaTh, MPOBOAUTH CpPaBHEHHE U
— crnoco0eH HCIOoNIb30BaTh 3Ha- | 0OOOCHOBaHWE  BbIOOpa  METOOB
HUS, YMEHHUSI, BIAJCHUS B MPO- | pEIICHUS 3aJaHUil B TMPaKTHKO-
(heccHoHaTBHOU ACSITETLHOCTA. | OPHEHTUPOBAHHBIX CUTYAITUSX.
K-4 — IIOHMMAET ceuupuxky O6yqavuou1m7lc;1 ?6J13.I[8.CTU HEo0Xo-
MOJITOTOBKHA  OPTaHW3aIMOHHO- | IMMON CHCTEMOH 3HAHWH, JIOCTHT
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pacHoOpsSIUTEIbHON JOKYMEHTa-
1117

— ONPUMCHACT METOAbl NOKYMCH-
TUPOBAHUA JIEATEIBHOCTU Opra-
HHU3ALUU,

— Ccroco0eH HCHOJIb30BaTh 3HA-
HUA, YMCHUS, BJIAACHUA B IIPO-
(deccuoHaTBbHOMN 1A TEIBHOCTH.

OCO3HAHHOTO BIIAJICHUSI YMCHHSIMH,
HaBBIKAMHM U criocobamu mpodeccu-
OHAJILHOM JIeSITENIbHOCTH. He-
MOHCTPHUPYET CIOCOOHOCTh aHaJH-
3UpPOBaTh, MPOBOJIUTH CPAaBHEHUE U
obocHOBaHHE  BBIOOpPa  METOJOB
pemieHuss 3aJaHUld B IIPAKTHUKO-
OpUEHTUPOBAHHBIX CUTYAIIHSIX.

Taoauna 9

Jransl GopMUPOBAHUA KOMIICTCHIM I

HaumenoBanue 3Tana

XapakTepucTHKa 3Tana

DopMbI KOHTPOJISI

HavaneHelii (BxomHO#) sTan
(hopMupoBaHUs KOMIIE-
TEHIUHI

JImarHoCTHKa BXOJHBIX 3HAHHUI
B paMKax KOMIETEHIINI

YeTHBIH o1poc

Texymuit stan dhopmupoBa-
HUS KOMIIETEHIIUN

Brimonnaenne  oOyvaronumucs | AKTUBHAsI y4ueOHast
3aJlaHMld, HaIlPaBJIICHHBIX Ha | JICKUHUS; CEMUHAPBHI;
dbopMupOBaHHE KOMIETCHLUHU | IPAKTUYECKHE,  CaMo-
OcyH_IeCTBJIeHI/Ie BBISIBJICHUA | CTOATCIbHAA pa60Ta:
NPUYUH NPENATCTBYIOUINX | MMCbMEHHAas paboTta

s heKkTUBHOMY OCBOCHHIO

KOMIIETEHIINHI

[IpomexyTounblii (aTTecTa-
IIMOHHBIN) ATan HopMUpoBa-
HUS KOMIIETEHIIUN

OnenuBanue cHOpMHUPOBAHHO-
CTH KOMIICTCHIIMH 10 OT/eIb-
HOW YacTH AUCHUIUIUHBI WIIH
JVCIUIIIMHEL B TIETIOM

3auem, IK3amen:

— OTBETHI HAa TEOPETHUC-
CKHE BOTIPOCHI;

— BBINIOJIHEHHUE TIpaK-
TUKO-OPUEHTUPOBAHHBIX
3aJaHuN

6.2.2. Onucanue wikan oueHUGAHUA

Taoauua 10

6.2.2.1 Onncanue mkajasl OIIEHUBAHUI OTBETA HA 3a4eTe U DK3aMEHE

Kpurepum ouenku

OTaUYHO
Xopomio
Ya0BaeTBOPUTENHHO

HeynoBiieTBopuTe/ih-

HO

VYpoBeHb YCBOEHUS MaTepHralia, IpeayCMOTPEHHOTO POrpaMMoit

‘YMeHHeE BBIIOJIHATD 3a/1aHUs, IPELyCMOTPEHHBIE IPOrpaMMOin

YpoBeHb 3HAKOMCTBAa C OCHOBHOM JIMTEpaTypoH, NpeayCMOTPEHHOU

MPOTpaMMOit

YpoBEHb 3HAKOMCTBA € JOTIOIHUTEIBHOM JINTEpaTypou

ypOBGHB PACKpPLITUA MTPUIHUHHO-CIICACTBCHHBIX CBA3CH

YPpOBEHb PACKPBITUS MEXIUCIUILIMHAPHBIX CBA3EH

[Menarornveckas opueHTanus (KyJIbTypa peud, MaHepa OOILIeHNUs, YMEHIE
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UCIIOJIb30BaTh HATJISITHBIC OCOOMS, CIIOCOOHOCTh 3aMHTEPECOBATH AY/IH-
TOPHIO)

KavecTBo oTBeTa (ero o0Ias KOMITO3HIUS, JOTHYHOCTD, YOCKICHHOCTD,
o01ast PPyaUITHS)

OTBeTHl Ha BOMPOCHI: TOJHOTA, apTyMEHTHPOBAHHOCTh, yOE€XKIEHHOCTH,
YMEHHE HCIOJIb30BaTh OTBETHI HA BOIPOCH Al Oojiee MOJHOTO pac-
KPBITUS COJEpkKaHMsI BOIpoca

ZICJIOBI)IC 1 BOJICBBIC Ka4ycCTBa 06yqalomeroc;1: OTBCTCTBCHHOC OTHOIIC-
HHEC K pa60Te, CTPEMJICHUE K NOCTUKCHUIO BBICOKUX PE3YyJIbTATOB, TOTOB-

HOCTb K JUCKYCCHH, KOHTAKTHOCTb

Brimonnenne IMPAKTHYECKOI'0 3a1aHusA

Oo0mas oneHka

OnucaHne MKAaJbI OLIEHUBAHUSA Ipu TECTUPOBAHUU HA 0a3e TeCTOBBIX
MATCPHAJIOB MHCTHUTYTA

OneHKa 10 HOMUHAJLHOM LIKAJIE

% NMPpaBUWJIbHBIX OTBE€TOB, MOJYYCHHLIX HA TECTUPOBAHHUH

Otauuno / 3a4TeHo ot 81 10 100

Xopomuio / 3auTeHo ot 51 no 80

Y 1OBJIETBOPUTEIILHO / 3a4TEHO) ot 31 no 50
HeynosnerBopurensro / He 3auteno meHee 31

Taomauma 11

6.2.2.2. Onucanue mKaJbl OLeHUBAHUA
Ilpakmuueckoe (npakmuKo-opuenmupoeannoe) 3a0anue

KadecTBO BLIIOJIHSA-
Hus 3aaanus (%)

OneHka no HoMHu-
HAJBLHOH IIKAaJIe

XapaKTepUCTHKH 0TBETA 00Y4aIOLIETrocst

ot 81 mo 100

OTnrgHO (3a4TEHO)

OOyyJaromuiicsi CcaMOCTOATENbHO U MPaBHIBHO
pemmn y4eOHO-IpOoPeCCHOHANILHYIO 3a/lady, YBe-
PEHHO, JIOTHYHO, MOCJIEI0BATEIbHO U apryMEHTHU-
POBaHHO W3Jarajl CBOe pellieHHE, UCIONb3Ysl TPO-
(ecCHOHANBHYIO TEPMHHOJIOTHUIO.

ot 51 o 80

Xopo1io (3a4TeHO)

OOyuaromuiicst caMOCTOATEIFHO W B OCHOBHOM
NPaBWIBHO pewml  y4ueOHO-TpodecCHOHATbHYIO
3a7auy, yBEPEHHO, JIOTMYHO, IIOCJIEAOBATEIbHO U
apryMEHTUPOBAaHO H3Jlarajl CBOE pelleHue, Hc-
10J163ys Npo(ecCHOHATBHYI0 TEPMUHOJIOTHIO.

ot 31 no 50

Y IOBJICTBOPHUTENHEHO
(3auTeHo)

OOyyaromuiics B OCHOBHOM PEUIMJI Y4eOHO-TIPO-
dbeccroHanbHyI0 3a/1a4y, JOIYCTHI HECYIIECTBEH-
HbIe OIHMOKH, c1a00 apryMEHTUPOBAJl CBOE pelie-
HHE, ITyTasiCh B PO(eCCHOHAIBHBIX MOHATHSX.

ot 0 1o 30

HeynosnerBopurensHo
(He3aureHo)

OO0yyaromuiicss He pemt yaeOHo-TIpodeccro-
HAJIBHYIO 33129y .

6.3. TunoBbie KOHTPOJIbHBIE 32JAHUS WJIH MHbIE MaTEePHAJIbI, HEO0OX0AUMBbIE 151
OLICHKH 3HAHUH, YMEHMH, BJIAJleHH, XapaKTepU3yIIHUX 3Tanbl opMupoBaHus
KOMIIEeTeHIUii B mpoiecce 0CBOeHUs 00pa30BaTeIbHOI NMPOrpamMMbl

6.3.1. Mamepuanwl 0131 n0020mMo6KU K IK3AMEHY, 3aueny
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MarepuaJibl, He00X0AMMbIe IJIsl OLEHKH 3HAHU I
(mpuMepHbIe TeopeTHYECKUE BONPOCHI)
K 3a4eTy, IK3aMeHYy

K 3adety (IV cemectp ouHOiT hopMbl 0OYUCHUS)

Taoauma 12

Ne n Kon
i puMepHbIe (POPMYITUPOBKH BONPOCOB KOMITeTeH I
1. HaszHaueHue u cocTaB yupeauTeabHON JOKYMEHTAIIUH I1K-3, TIK-4
2. OTarbl NOATOTOBKH YIPEANTEILHON JOKYMEHTAITHH I1K-3, ITK-4
3. OdopmiieHue yctaBa I1K-3, I1K-4
4. IIpaBuna cocTaBieHusl yUpEeIUTEIbHOIO IOrOBOpa ITK-3, T1IK-4
5. HazHadyeHue u cocTaB OpraHu3aliOHHON JOKYMEHTALUU I1K-3, I1K-4
6. [TomoxxeHne o0 CTPYKTYpHOM TOApa3JelleHuH: CTPyKTypa, npaBuia odopmie- | 11K-3, T1IK-4
HUS
7. [TonoxeHue o BUJE NESATENbHOCTH: CTPYKTYpa, IpaBuiIa oopMireHusI I1K-3, I1K-4
8. [IpaBuia ohopmiieHHsI TOJIOKEHUS O IEPCOHATIE I1K-3, I1K-4
9. [TpaBua opopMIIeHHS HHCTPYKITHI I1K-3, ITK-4
10. | IIpaBuia oopMIIeHHS HHCTPYKITMH KOHKPETHOTO BHJIA ACSITCITEHOCTH I1K-3, TTIK-4
11. | OcobeHHOCTH COCTaBICHUSI HHCTPYKIIMHU IO JAEJIOPOU3BOJACTBY I1K-3, I1K-4
12. CocraBieHue TOJKHOCTHOM UHCTPYKITUU I1K-3, ITIK-4
K 3k3ameny (V cemecTp ouHOM GOpMBI 00yUEHU)
Ne I Kon
i puMepHbIe (P OPMYTHPOBKH BONMPOCOB KOMIIeTeHIHii
1. HasnaueHue U cocTaB pacnopsIUTENbHOU JOKYMEHTALUH I1K-3, I1K-4
2. [IpaBuna ohopmMieHHs MprKasa 1o JNYHOMY COCTaBYy I1K-3, TIK-4
3. ITpaBuma oopmiteHHS ITPHKa3a 0 OCHOBHOH JESITETEHOCTH I1K-3, TTIK-4
4. OcoOEHHOCTH COCTABIIEHHSI BRITMCKH M3 MPHKa3a I1K-3, I1K-4
5. [paBuia ohopmiieHHsI pacOpsKEHUS I1K-3, T1IK-4
6. OCOOCHHOCTH COCTABJICHHSI PEIICHUS I1K-3, TIK-4
7. IToaroroBka MOCTaHOBJIEHUS I1K-3, TTK-4
8. Crennduka moAroTOBKY YKa3aHUs I1K-3, T1IK-4
9. IIpoTOKOI B CTPYKTYpE paclopsiAuTEILHON JOKYMEHTAlUN I1K-3, I1IK-4
10. | IIpaBuia oopMIICHUS MOJTHOTO MPOTOKOJIA ITK-3, T1IK-4
11. | IlpaBmia oopmIIeHHS] KPaTKOTO IPOTOKOJIA I1K-3, T1IK-4
12. | Cnenmduka cOCTaBJICHHS BBIITMCKH U3 MPOTOKOJIA I1K-3, ITIK-4
Tadauna 13
MarepuaJibl, He00OX0AMMbIe IJIsl OLEHKH YMEHUI U BJIaJeHUil
(mpUMepHBbIe NPAKTHKO-OPHEHTHPOBAHHDIE 32JaHUA)

Ne TeMbl NIPUMeEPHBIX Kopn

n/n NMPaKTUKO-OPHEHTHPOBAHHBIX 3aIaHMi1 KOMIIeTEeHIN i
1. CocraBnenue u 0hopMIICHHE YIPEAUTETHHBIX JOKYMEHTOB I1K-3, I1K-4
2. CocraiieHue 1 0OpPMIICHHE MOJIOKECHUHN M PETIIAMEHTOB I1K-3, T1IK-4
3. CocraBnenue 1 0opMIICHHE HHCTPYKTHBHOW JOKYMEHTALIUH I1K-3, I[1K-4
4. [IpaBuna oopmieHns MpHKa3a, BRITUCKH U3 MPUKa3a [1K-3, T1IK-4
5. IIpaBuna opopmiIeHHS pacopsHKEHUS I1K-3, TTIK-4
6. IIpaBuna oopmieHHs MPOTOKOJIA W BRITUCKH U3 TIPOTOKOJIA I1K-3, I1IK-4
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6.3.2. Tembt u memoouuecKkue yKazanusa no no02omoeke pegepamoas,
Jcce u meopUecKux 3a0anuil no OUCUUNIUHe

Hanucanue pedeparoB (3cce, TBOPUECKUX 3aJaHUI) HE IPETyCMOTPEHO.

6.3.3. Memoouueckue yKkazanus no blnoJIHEHUI0 KyPCoeoil padomnwl
KypcoBas paboTa 1mo AUCHUIUIMHE YI€OHBIM ITAHOM HE MPEAYCMOTpPEHA.

6.3.4. Tunoewvie 3a0anus 011 nPoeedeHUss MEKYULe20 KOHMpPOis
¢opmuposanun komnemenyuii

6.3.4.1. [l.1anbl ceMMHAPCKUX 3AHATHH
MCI/ITHapCKI/IC 3aHATUA 110 JUCHUITIJINHE y‘-Ie6HLIM IIJIaHOM HC IMPEAYCMOTPCHBI.

6.3.4.2. 3agaHus 119 NPAKTHYECKUX 3aHATHI

[IpakTuueckoe 3anstue Ne 1
Tema: «CocTaBjieHue u opopmiieHHe YUpeauTeIbHbIX TOKYMEHTOB»

M@ﬂb QCI6OWIbl — OBJIaACTh HABBIKOM IMOATOTOBKHU YUYPCAUTCIBHBIX TOKYMCHTOB 6uo-

JIMOTEKH.
3aoanue u memoouxa 8blNOJAHEHU

Hcrionb3ys mpeioskeHHbIE IPOSKTHI YUPEIUTEIbHBIX JOKYMEHTOB (YCTaBa U yUpeIn-
TEJILHOTO JIOTOBOPA), a Takke onupasick Ha TpedoBanus [OCT P 7.0.97-2016:

1) HaiiTi omMOKK B 0pOPMIIEHUN JOKYMEHTOB;
2) OTpeAaKTUPOBATh TEKCT U UMEIOLIUECS] PEKBU3UTHI, BOCIIOJIHUTH HEAOCTAIOLINE;

3) obOpMHTH TOKYMEHTHI B COOTBETCTBHH C NMPABWJIAMU WX TIOJITOTOBKH;
4) mpencTaBUTh JOKYMEHTHI B DJIGKTPOHHOU (opMe.

ITpakTrueckoe 3ansatue Ne 2
Tema: «CocraBiieHue 1 opopMJIeHHE MOJT0KEHU U PerJIaMeHTOB)

Llenv _pabombi — 3akpenuTh 3HaHME O cHenuduke o(GOpMIIEHUS TMONOXKEHUH U

perIamMeHToB.
3adanue u mMemoouxa 8bINOAHEHUS

Hcnonp3ys npeasioskeHHbIE MperoiaBaTesieM o0pa3ibl OpraHU3allMOHHBIX JOKYMEH-
TOB (TIOJIOKEHHI U PETIIAMEHTOB), a Takxke onupasch Ha Tpeboanust [[OCT P 7.0.97-2016:

1) HaiiTu omMOKU B 0()OPMIIEHUH JOKYMEHTOB;
2) OTpeAaKTHUPOBATh TEKCT U UMEIOLINECS] PEKBU3UTHI, BOCTIOJIHUTH HEJOCTAIOIINE;

3) oopMUTH JOKYMEHTHI B COOTBETCTBUH C MPABUIAMHU UX TOJATOTOBKH;
4) nmpencTaBUTh JOKYMEHTBI B 2JIEKTPOHHOH (opMe.

[IpaxkTnueckoe 3anstue Ne 3
Tema: «CocrTaBienne u opopmiieHHe HHCTPYKTHUBHOM JOKYMEHTALUID)

gejlb QCI6OWIbl — OBJIaZACTb HABBIKOM NOATOTOBKHU PCTIAMCHTHPYIOIIUX JOKYMCHTOB

OUOJIMOTEKH.

28



3adanue u memoouxka 8blNOJAHEHUS

Ucnonp3ys 'OCT P 7.0.97-2016 «Haumonanwsueiii crangapt Poccuiickonn denepa-
uu. CrcreMa cTaHaapToB 1Mo uH(popMarwu, OUOITHOTEYHOMY U U3JaTenbckomy nery. Opra-
HU3AIMOHHO-PACTIOPSAIUTENbHAS JOKYMEHTaNus. TpeOoBaHus K 0POPMIICHUIO TOKYMEHTOBY,
JEKIMOHHBIN Matepuai, MHTepHeT-uHpOpMaIio, TaHHbIC YYeOHBIX M3JAHWA U TeMaTHUe-
CKHX ITyOJIMKAITU{ TIEPUOIMKH, 3aIIOJIHUTH MPUBEICHHYIO HIKE TAOJIHILY.

Hnempyxkmuenas 0okymenmayusi npeonpusmus

AcHeKT aHaaIu3a HNucTpyknus no JomxHocTHAS HNucTpykuus no
oXpaHe Tpyaa MHCTPYKIHS JeJIOMMPOU3BOJICTBY
Onpenenenue
Haznauenne,
cnenuuKa JOKyMEHTa
PazpaboTtunku,

0COOEHHOCTH pa3pabOTKH
OCHOBHEIE pa3IeibI
JIOKYMEHTa

OCHOBHBIC PEKBU3HTHI
JIOKYMEHTA

ITpakTnueckoe 3ansatue Ne 4
Tema: «IIpaBuiia opopMiIeHUs IPUKA3a, BHINUCKHA U3 PUKA32)

Llenv pabomer — GopMupoBaHUE MPAKTUYECKUX HABBIKOB O(POPMIICHHUS PEKBHU3UTOB
MPHKa3a ¥ BBIIMCKH U3 MIPUKA3a.

3adanue u mMemoouxa 8bINOAHEeHUS

1. Ucnionb3ys yriaoBoit 6iank, opopMUTh IPUKa3 Ha OCHOBE MPEAJIOKEHHOM Mpenoaa-
BaTeJIeM yIpaBIeHYECKONH HH(DOpMaIUH.

2. HWcnonp3yst mponoNibHBIA OJIaHK, HAa OCHOBE MPEUIOKEHHOW IperoiaBaTesieM
yIpaBiaeHYeCKON nHPOpMaIiK, 0HOPMUTE:

a) MpUKa3 110 JINYHOMY COCTaBY;

0) mpuKa3 0 OCHOBHOM JICSITEIIBHOCTH;

B) BBIIIUCKY U3 IIPUKa3a 110 JUYHOMY COCTaBY.

3. B npenyioxkeHHbIX 00pa3iax MpuKa3oB UCIPABUTH OIITHOKH.

3. CocTaBUTh CXEMY IOJATOTOBKHU PACIOPSAUTENBHOIO JOKYMEHTA B €AMHOIMYHON CH-
CTEME YIIPABJICHU.

4. CocTaBUTh CXEMY MOATOTOBKH PACIOPSAIUTEIILHOTO JOKYMEHTA B CUCTEME MHOTOY -
POBHEBO CUCTEMBI YIIPABICHHUS.

5. CdopmupoBaTh CpaBHUTEIBHYIO TaOJIMIly COCTABICHHUS PACHOPSIUTEIbHON
JIOKYMEHTAllMU B YCJIOBHAX €AMHOJIMYHON U MHOTOYPOBHEBOM CUCTEMAaX YIIPABJICHUS.

[IpakTrueckoe 3austue Ne 5
Tema «IIpaBuia opopMiIeHUA PACIIOPAKEHUA»

Llenv pabomwvr — HopMUpOBaHHE MPAKTUYECKHX HABBIKOB O(OPMIICHUS PEKBH3HTOB
pacropsKeHHUs.

3aoanue u memoouxa 8blNOAHEeHU
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1. VMcnionp3yst yrioBoit OyiaHK, 0hOPMHUTH pacloOpsDKEHUE HA OCHOBE MPEJIOKCHHOMN
npernojaBaTesieM yIpaBiIeHUeCKONH HHPOpMAIIIH.
2. B npeasioskeHHBIX 00pa3iax paciopsHKEHUH UCTIPABUTH OIIMOKH.
3. Ucnonb3yst npoAoabHbINA OlaHK, OPOPMUTH PACIOPSKEHUE M0 JTMYHOMY COCTaBy,
UCTIONB3YS PEAJIOKEHHYIO IIPenojaBaTesieM yrpaBlIeHYecKyo HHPOpMaIuio.
4. OTBEeTUTH Ha MIPUBEACHHBIC HIKE BOMPOCH B TUCHbMEHHOM BUJIE:
— TepevyHcIuTh 00s3aTeIbHbIe PEKBU3UTHI PACTIOPSKEHUS 110 TIMYHOMY COCTaBY;
— TEpPEeYUCIUTh 00s3aTeNbHbIC PEKBU3UTHI PACHOPSDKEHUS MO OpraHU3allMOHHOM
JESITENIbHOCTH;
— TepevyHcIuTh 00s3aTeIbHbIe PEKBU3UTHI PIIACTIOPSKEHUS [0 OCHOBHOM JIesTENb-
HOCTH.

[TpakTuueckoe 3ansatue Ne 6
Tema «IIpaBuia oopMiIeHHS NPOTOKO0/I1A M BLINMKCKH U3 MPOTOKO012»

Qeﬂb g2a60mbl — OBJIAZACTb HABBIKOM COCTABJICHHUS IMPOTOKOJIA U BBIIIMCKU U3 IIPOTOKO-
Ja.

3aoanue u memoouxka 6blnOJIHEeHUs

1. Ucnonb3yst yriaoBoil OyiaHK, OGOPMHUTH MPOTOKOJI Ha OCHOBE MPEIJI0KEHHON
IIpenoaaBaTesieM YIIpaBIeHUECKON CUTyaluH.
2. Ha yrioBom 6J1aHKE COCTaBUTh BBIITUCKY U3 MPEABIAYLIEr0 IPOTOKOJIA [0 IEPBOMY
BOIIPOCY.
3. B npenjoxeHHbIX 00pa3iax NpOTOKOIOB UCIIPABUTh OIIMOKH.
4. Vlcrionp3ys npo0JibHBINA OJIaHK, OPOPMUTH MOJHBIA U KPATKUI MPOTOKOJI, UCTIOJIb-
3ys IPEUI0KEHHYO MTPernoaBaTesieM yIpaBiIeHUECKYIO CUTYaLUIO.
5. OdopMUTh NPUIIOKEHUE K MPOTOKOIY — SIBOYHBIM JIMCT YYACTHUKOB 3aCEIaHUs B
cocraBe 22 yenoek. GO yuyacTHUKOB BbIOpaTh MPOU3BOJILHO.
6. OTBETUTH HA IPUBEIECHHBIE HUXKE BOIIPOCHI B IMCHbMEHHOM BUJIE:
— TepeYUCIuTh 00s3aTeNbHbIE PEKBU3UTHI IPOTOKOJIA,
— Ha3BaTh PEKBU3WTHI, TO3BOJIAIONIME OTHECTH MPOTOKON K HH(POPMAIIMOHHO-
CIIPaBOYHOM M pacCHOpsAIUTENIBHON TOKyMEHTALNN;
— MepeyucIuTh 00s3aTeNbHbIe PEKBU3UTHI BHIITUCKH U3 MTPOTOKOJIA.

6.3.4.3. Tembl ¥ 3a1aHUS 1J151 MEJIKOTPYNIIOBBIX/UHAMBHUAY AJbHBIX 3aHATHI

MenkorpymnnoBbie/ UHIUBUAYATbHBIC 3aHATHS MO TUCIUIUIMHE y4eOHBIM IUIAHOM HE
MIPEyCMOTPEHBI.

6.3.4.4. TunoBbie TeMbl U 32IaHUSI KOHTPOJILHBIX Pa0doT
(KOHTPOJILHOI0 YPOKA)

KonTponbHas paboTta B ydeOHOM mporiecce He UCIOIb3yeTCs.
6.3.4.5. TecToBbBIC 3aJaHUA
TecToBbIe 3aaHus BKIIOYCHBI B (JOH]] OIICHOYHBIX CPEACTB. VICIONB3yIOTCS TECTOBBIC

3alaHus B (bopMe BBI60p OJIHOI'0, ABYX H Oonee IMpaBUJIbHBIX OTBCTOB H3 IIPCIIIOKCHHBIX,
YCTaHOBJICHHUEC COOTBCTCTBUA (HOCHGI[OB&TCJIBHOCTI/I), KeMc-3aJaHus.
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6.4. MeToanueckue MaTepuaJibl, ONpee/sole NPouea1ypbl OlleHNBAHUS 3HAHUIA, yMe-
HUH U BJIAJICHUI, XaPAKTEPU3YIOIINX 3TANbI (POPMUPOBAHUS KOMIIETEHIIHI

1. HopmaTuBHO-MeTOIMYECKOE OOECIeUeHHE TEKYLIEro KOHTPOJSl yCIIEBa€MOCTH M
MIPOMEKYTOYHON aTTECTAlMK 00YYarOIINUXCS OCYIIECTBIIACTCS B COOTBETCTBUU C JIOKAIBHBIMU
aKTaMu By3a.

Konkpernsie GpopMbl U mpoueaypsl TEKYIIEro KOHTPOJIS YCIIEBAEMOCTH U IPOMEXKY-
TOYHOM aTTecTaluM 10 JHUCLUIUIMHE OTpakeHbl B 4 pasnene «CopepkaHue NUCLMILIMHBL,
CTPYKTYpUPOBAaHHOE 10 TeMaM (pas3ziesiaM) ¢ yKa3aHHEM OTBEIECHHOIO Ha HUX KOJUYECTBA
aKa/JIeMUYECKUX YacOB M BUJIOB YUEOHBIX 3aHATHI».

AHaiau3 1 MOHUTOPUHT ITPOMEXYTOUYHOM aTTECTallMM OTPakKeH B COOPHUKE CTaTUCTHU-
4ecKUX MarepuanoB: «MToru 3uMHen (JeTHel) 3a4eTHO-9K3aMEHAIIMOHHON CECCUM».

2. Jlng NOATOTOBKM K IPOMEXYTOUHOM aTTeCTallMM PEKOMEHIYETCS I0JIb30BaThCs
(OHZIOM OLIEHOYHBIX CPEJICTB:

— TIepeyeHb KOMIIETEHIIMH C yKa3aHMEM »3TanoB HMX (OpMUpOBaHHMS B Ipolecce
OCBOEHUS 00pa30BaTeNbHOM POrpaMmsl (cM. 1. 6.1);

— OIKCaHue IOKa3aTejaeil W KpUTEpPHEB OICHUBAHHS KOMIIETEHIIMM Ha pa3iHyYHbIX
sTanax ux GopMuUpoOBaHMsI, OTIMCAHKE KA OLEHUBAHUSA (CM. T1. 6.2);

— THUIOBBIE KOHTPOJIbHBIC 33J]aHUS WIM WHBIE MaTepHajbl, HEOOXOJUMBIE JUISI OL[CHKH
3HAaHUM, yMEHUH, BIAJACHUH, XapaKTEepU3YIOIIMUX d3Tanbl  (HOPMHUPOBAHUS
KOMITETECHIIMI B TIPOIIecCce OCBOCHUST 00pa30BaTeNbHON MpOorpaMmel (cM. 11. 6.3).

3. TpeboBaHMsI K MPOXOXKACHUIO IPOMEKYTOUHOM aTTecTalluu 3eueT, sk3ameH. O0y-
YaIOLUNCS JOJIKEH:

— MPUHUMATh y4acTHE B CEMHUHAPCKUX 3aHATHUSIX;
— CBOEBPEMEHHO U KaU€CTBEHHO BBINOJHATH IPAKTUYECKHE PAOOTHI;
— CBOEBPEMEHHO BBINOJIHATH CAMOCTOSATENBHBIE 3aJaHUS.

4. Bo BpeMs IpOMEKYTOYHON aTTECTALIN UCIIOJIB3YIOTCS:

— OmaHku OmIeTOB (YCTAaHOBIIGHHOT'O 00pasia);

— CIIMCOK TEOPETHYECKUX BOMPOCOB U 0a3za IMPaKTHKO-OPUEHTHUPOBAHHBIX 3aJaHUH,
BBIHOCHMBIX Ha 3a4€T, YK3aMEH;

— OIIACaHUE LKAl OLICHUBAHHS;

— TEeCTOBbIE 3aJaHNA U3 (POHA OLICHOUHBIX CPE/ICTB.

4. JInst ocy1ecTBICHHs IPOLELyp TEKYILEro KOHTPOJIS YCIIEBAEMOCTH U IIPOMEXKYTOU-
HOMW aTTeCTalllH [T MHBAJIHMJIOB U JIUI] C OTPAaHMYEHHBIMH BO3MOKHOCTSMU 3/I0POBbSI (POHIBI
OLIGHOYHBIX CPE/CTB aJalTUPOBAHbI 32 CYET MCIOJIb30BaHMA CIELUAIN3UPOBAHHOIO 000py-
JIOBaHMsI 111 MHKJIFO3UBHOTO 00yueHusa. dopMa IpoBeaeHUs TEKYyIEeH U UTOrOBOM aTTecTa-
LM JUISI CTYIE€HTOB-UHBAJIUI0B YCTAaHABIMBACTCS C YU€TOM MHAMBHYaJIbHBIX ICUXOPU3UYE-
CKUX 0coOeHHOCTeH (YCTHO, MUCbMEHHO Ha OyMare, MICbMEHHO Ha KOMIIbIOTEpE, B (hopme Te-
CTUpOBaHUSA U T. 1.). IIpn HEOOXOIUMOCTH CTYJIEHTY-UHBAIMY MPEIOCTABISIETCS JOIOIHU-
TEJIbHOE BpeMsI JUIsl IOATOTOBKHM OTBETA HA 3a4eTe, 3K3aMEHE.

7. IIEPEYEHDb MEYATHBIX U DJIEKTPOHHBIX OBPA3OBATEJBbHBIX U UH®OPMAIIMOHHBIX
PECYPCOB HEOBXOJAUMBIX JJIs1 OCBOEHUA JUCHUTIIUHBI

7.1. TleuaTHble ¥ (MJIK) 3JEKTPOHHBIE 00pa3oBaTeIbLHbIE pecypenl’

' OGecnieuenue 00yYarOIMXCS MHBATUIOB M JIUIl ¢ OTPAHMYEHHBIMA BO3MOXKHOCTSAMH 310POBbsl IEYATHBHIMU U
AJIEKTPOHHBIMH 00pa30BaTENIbHBIMU PECYpPCaMU OCYLIECTBISIETCS B (hOpMax, aalTUPOBAHHBIX K OIpPaHUYECHHSIM
UX 3JI0OPOBBS.
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1. ApacmanoBa, B. A. JlokymeHTaIlmoHHOE 0OCCIICUCHHE YIIPABICHUS : y4eOHOE TI0-
cobue / B. A. ApacnanoBa. — 3-e u3sn., nom. u nepepad. — Cypryrt : CypI'TIV, 2019.
— 239 ¢. — ISBN 978-5-93190-385-9. — TekcT : anmeKkTpoHHbIi // JIaHb : 31eK-
TpoHHO-OnbMMoTeunas cucrema. — URL: https://e.lanbook.com/book/151937 (nata
obpamenust: 31.05.2024). — Pexxum goctyna: i aBTOPHU3. MTOJIH30BATENICH.

2. Tlerymxko, H. E. JlokyMeHTaIIMOHHOE 0OECTIeYeHIE YIIPABICHUS : Y4eOHO-METOArYe-
ckoe nocobue / H. E. ITerymko. — Munck : BI'YKU, 2020. — 165 c. — ISBN 978-
985-522-230-0. — TekcT : aneKTpoHHbIH // JIaHb : 3IeKTpOHHO-ONOInOTEYHAs CH-
ctema. — URL: https://e.lanbook.com/book/176019 (nara ob6pamenus: 31.05.2024).
— Pexxum gocTyna: [uist aBTOpH3. MOJIb30BATENEH.

3. Ps6oga, C. B. JlokymeHTaIImoHHOE 00CCIICUCHHE YITPABICHYECKOM JACSITEIBHOCTH :
yueoHoe mocobue / C. B. Ps6oBa. — YabsHOBCK : YAl TV, 2021. — 340 c. — ISBN
978-5-9795-2106-0. — TekcT : 3neKTpOoHHBIH // JIaHb : 37EKTPOHHO-OMOINOTEYHAS
cucrema. — URL: https://e.lanbook.com/book/259769 (nata oOpamenus:
31.05.2024). — Pexxum nocTymna: ajis aBTOPHU3. TOJIb30BATENICH.

7.2. UndopmanuoHHbIEe pecypchl

7.2.1. Ilpogheccuonanvuvie 6azvt 0aHHbIX U UHPOPMAUUOHHBIE CHPABOUHBLE CUCHEMbL

Ba3bpl JaHHBIX:

— bubmmoreka mmccepranmii u  pedeparoB  Poccum. — Pexum  moctyma:
http://www.dslib.net;

— Epunoe okHO noctynma kK MH(OpPMAalMOHHBIM pecypcaM. — Pexum pocrymna:
http://window.edu.ru;

— «Kubepnenunka» Hayunass oanekrponHas Oubnuorexka. — Pexum gocryna:

https://cyberleninka.ru;

— Hayunas  osnekrponHas ~ OuOmmoreka  E-library.
https://elibrary.ru/defaultx.asp;

— HammonaneHas snekTpoHHast 6ubimoreka — Pexxum mocryna:http://xn--90ax2c¢.xn--
plai/;

—  DOBbC «Jlanb» — Pexxum noctyma:http://e.lanbook.com;

— OBC «Pykont» — Pexxum nocryna: http://rucont.ru.

Pexum JIoCTyIa:

I/IHq)OpMaIII/IOHHLIe CIIPaBOYHBIC CUCTEMBI:

— Tapanr,
— KoncynpranT+.

7.2.2. Pecypcot ungpopmayuonno-menekommyHukauyuonnou cemu Humepnem

— http://e.sekretariat.ru/ — caliT 3nmeKTpOHHOM Bepcuu xypHaia « CIIpaBOYHHUK CEKpeTaps
U o(uC-MEHEeKepay;

— http://www.delo-press.ru — caliT xypHana «Jlemonpou3BoOACTBO U JTOKYMEHTOOOOPOT
Ha MPEATPUATUNY,

—  http://www.funnycong.ru/ — Jlenonpou3BoaACTBO (CalT MaTEPHAIIOB);

— http://www.kadrovik-praktik.ru — caliT mMaTepuanoB Mo KaJapOBOMY AEIOMPOHU3BOJI-
CTBY;

—  http://www.profiz.ru/sr/ — caliT )xypHana «Cekperapb-pedepeHT»;
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—  http://www.sekretariat.ru/forum/forum1/topic781/messages — PRO-/emnonpon3soa-
ctBo u COJI (mopran miisa pykoBoautenei ciayx0 JIOY u cekpeTtapeil Bcex ypoBHEH);
—  http://www.sekretarskoe-delo.ru — caiit xypHana «CekpeTapckoe JAenoy;
— http://www.top-personal.ru/officeworks — caiiT >xypHana «Jlenonpou3BoaCcTBOY.
—  https://www.culture.ru/ — Kynerypa.P®. [Topran KyasTypHOTrO HacIeAUs, TPaTUIUI
HapoaoB Poccun

8. METOAMYECKHE YKA3AHMS 1151 OBYYATOIINXCS
10 OCBOEHMIO JIUCIHUATIINHBI

JUia nucuuiuivebl, usydaemoi ¢ npumeHenueMm JIOT, ucnonb3yercs MOAyJbHas
Mozenb. OHa mpefmnonaraeT pasjeneHue y4eOHOM AMCUUILIMHBI Ha MOAYJIU. Moayib — 3TO
JIOTHYECKH LEJIOCTHBIM, 3aBEPUICHHBIH (parMeHT y4eOHON IUCHMIUIMHBL. MOmynbHas CH-
CTeMa MpHU MOCTPOCHUHU yueOHOW JUCIMILIMHBI TO3BOJISIET BCEM YYacTHHKAM 00Opa3oBaTeib-
HOTO Tporiecca (00ydaeMoMy, MeAarory, aIMUHUCTPATOPY) NOCIEI0BATEIBHO OTCISKUBATh U
KOHTPOJIMPOBATh XOJ M3ydeHHs nucuuruinHel. [lnardpopma Moodle no3Bosnsier crnenars Ha-
CTPOWKY, NPH KOTOPOH OT OAHOTO MOAYJISA K APYrOMY MOAYJIO0 OOyUYarOIMIMKCS MOXKET Iepe-
XOJIUTh TOJBKO MPHU YCIOBHH, €CJIA OH MPOCITyLIaN JICKIUH, IPaBUILHO OTBETHJI HA TECTOBBIE
3a/laHys 110 UTOTaM €€ MPOCIIYIIMBAHUS, BBIIIOJHWI IPAKTUYECKUE 3aaHNs HA MTOJIOKUTENb-
HYI0 OIIEHKY. OJTa K€ HAcTpOilka HE MO3BOJIUT OOydyarouiemycs HepedTH Ha CleqyHOIIUn
CEeMEeCTp, €CJIM OH HE 3aBEpIIWI U3YYECHUE XOTS Obl OIHOM TeMe, B T. 4. HE MPOLIET UTOTOBOE
TECTUPOBAHUE, WIH MOIYUYNI HEYIOBIETBOPUTEIBHYIO OLICHKY.

KommiekcHoe n3ydeHue oO0y4yaromMMUCs JAUCHUILUIMHBI MPEAINOoJaraeT: OBJaJeHHE
MaTepuajgamMH JIEKIHUH, TIeYaTHBIMU U DJIEKTPOHHBIMU 00pa30BaTeIbHBIMU PECYpCaMH, yKa-
3aHHBIMU B pabodyell mporpaMme JUCHUIUIMHBL, TBOPUYECKYIO PabOTy OOy4aromuxcs B XOe
BBIIIOJIHEHMS MPAKTUYECKUX 3aJaHUM, a TaK)K€ CHUCTEMATHYECKOE BBIIIOJIHEHHE TECTOBBIX U
WHBIX 3aJaHAH TSI CAMOCTOSITEIBHON pabOThI 00YYarOIIIXCS.

B xone nexkuumii packpbIBarOTCS OCHOBHBIE BOIPOCHI B PaMKaX pacCMaTpUBAeMOU
TEMBI, JI€IAI0TCS AKIEHThl Ha HaubOoJiee CIOKHBIE M MHTEPECHBIC MOJOKEHUS H3y4aeMOro
MaTepuasa, KOTOpble JOJDKHBI OBbITh MPUHATHI OOYyYaroOUIMMKCS BO BHHMaHue. Bce yekuuu
COIIPOBOKAAIOTCS ClIaiiIaMu, MOATOTOBIEHHBIME B Tiporpamme PowerPoint.

[Tocne mpocnymmBaHus KaKI0W JEKIUU OO0YYarolMics TOJKEH OTBETHTbh HA TpU
TECTOBBIX 3a/1aHMs, COCTABIICHHBIX Ha OCHOBE €€ COJIECPKAHUS.

OCHOBHOH 11€71bI0 MTPAKTUYECKHUX 3aHATUH SIBIsIeTCS 0TpabOTKa MpodhecCHOHATBHBIX
YMEHUH U BJaJICHUH HaBbIKaMH. BBIOTHEHHbIE MPAKTHUECKUE 3aaHUs IPUKPEIUIATHCS 00y -
YarolUMUCA B JIMYHOM KabuHere Ha miuaTdopme Moodle u aBromMaruyecku MNPUXOAST HA
AIIEKTPOHHYIO TMOYTY mpenoaaBatens. [Ipu HeoOxonnocTu 00ydarouMes MOTYT OBITh Mpeni-
JIO’KEHbl MaTepUAJIbl JUIsl BBIIIOJIHEHUS MPAKTHYECKOro 3a/JaHMsl, HAllpUMEpP, OTYETHI, KOIHH
apXMBHBIX JOKYMEHTOB, HOPMATHBHBIE JOKYMEHTHI U T. 1. Bce 3amaHus Uil IPaKTUYECKUX
3aHATUN O3BYHYEHBI MpernojaBareieM (Leidb — OOBSCHUTh METOJUKY BBINONHEHUs). Ecnu y
00y4Yaromerocsi BO3HUKIU BOIIPOCHI MO BBHIIOJHEHUIO 33JJaHHs, OH MOXKET 3a/1aTh MX Ha (¢o-
pyme. DopyM MO3BOJISIET MPENOJABaTENI0 JaBaTh OOYYAIOIIMMCS JIOTOJHUTEIbHBIE pe-
KOMEHJALUU U pa3bscHeHud. [locie mpoBepku menaror BBICTABISET OLEHKY (MOXHO JaTh
KpaTKue KOMMEHTApUH) B TUYHOM KaOHHETe 00y4aroIierocs.

Jlyis BBITIOJTHEHUS 3aJJaHU CaMOCTOATEIBHONW paboThl B MUCBMEHHOW (opme 1o
TeMaM OOyyaroluecs, KpoMe peKOMEHAYEeMOil MeyaTHBIX U AJIEKTPOHHBIX 00pa30BaTEIbHBIX
PECYPCOB U MHTEPHET-PECYPCOB, JOJIKHBI UCIOIb30BaTh MyOJIMKALIMK 110 U3yYaeMOW TEME B
npodeccuIoHaNbHBIX MEPUOIUISCKUX U3AAHUIX (3aJaHUs AJI1 CAMOCTOSTEIbHON pabOThI CM.
B Paznene 5. [lepeueHs yueOHO-METOIMYECKOTO 00ECTICUCHHUS 11l CAMOCTOSTEIHFHON PabOThI
00y4Jaronuxcs Mo JUCIUTIINHE).
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[IpenycMoTpeHo mNpoBeeHWE HHIUBUAYATbHOW pabOThl (KOHCYJIbTaLUH) ¢ 00y-
YAIOIIUMHUCA B XOJ€ U3yUEHUS MaTepuasa JaHHON JUCLUIIIMHBIL.

Ha mnardopme Moodle, Ha ycMoTpeHue mpernoiaBarensi, MOTYyT OBITh pa3MEIICHBI
JIOTIOJIHUTENIbHBIE MaTepUallbl, HAIPUMEp, CI0Bapb TEPMUHOB, XpecToMaTHs (COOpHUK ¢par-
MEHTOB TE€KCTOB), WJUIFOCTPATUBHBIN, BUJIEOMAaTEPHAIl WIN CChIJIKU HA HUX U T. 1.

Bri6op MeTonoB 0oOyueHMs Uil MHBAIMJOB U JIMILl C OFPAaHUYEHHBIMH BO3MOXKHO-
CTSIMH 3JI0OPOBbSI OTIPE/ICIISIETCS C YIETOM 0COOCHHOCTEH BOCTIPUATHS UMHU Y4eOHON HHPOpMa-
UM, COZIEPKaHMsI 00yUEeHUs, METOAUYECKOTO U MaTepHalIbHO-TEXHUUECKOro obecnedeHus. B
00pa30BaTEILHOM MPOIECCE MCTIONIB3YIOTCS COIMAIbHO-AKTUBHBIE U pe(IeKCUBHbBIE METOIbI
00yuYeHMsI, TEXHOJOTHUH COLMOKYJIbTYPHOH peaOMIMTalMM C LEJNbI0 OKa3aHUs IOMOIIM B
YCTaHOBJICHHH TOJTHOIICHHBIX MEXJIMYHOCTHBIX OTHOIIEHUH C JPyruMU 00ydaroMUMuUCs, CO-
31aHUs KOM(POPTHOTO NICUXOJIOTHYECKOT0 KJIMMaTa B CTYAEHYECKOU TpyIIIe.

Taoauua 14

OIIeHO‘lHBIe CpeacTBa 1o IMCUHMIIVIMHE € YYE€TOM BH/1a KOHTPOJIA

HaumMmeHnoBaHue orne-
HOYHOI'0 CpeACTBA

Kpartkas xapakTtepucTuka
OLICHOYHOI'0 CPeACTBA

Buasbl KoHTpOJISA

ATTecTauus B pamMKax
TEKYIIET0 KOHTPOJIS

CpenctBo obecrieueHusi 0OpaTHOM CBSI3U B yueO-
HOM Tpoiiecce, (hopMa OIEHKH KauecTBa OCBOCHUS
00pa30BaTeNbHBIX MPOTPaMM, BBITIOJHEHUS y4eO-
HOTO TUIaHa U Tpaduka y4eOHOTo mporecca B Iie-
prox o0yueHHs CTYACHTOB

Texymmit
(arrecTarms)

[IpakTnueckas pabota

OLICHO‘{HOC CpE€aCTBO AJId 3aKPCIIJICHUSA TCOPCTHU-
YEeCKUX 3HAHUU H OTpa6OTKI/I BlI1aJCHHUA HaBBbI-
KaMHu H YMGHHP'I, CIIOCOOHOCTH IIPUMCHATL 3HaA-
HUA ITPU pCHICHWU KOHKPETHBIX 3aJia4

Texymuit (B pam-
Kax npaKTHye-
CKOTO  3aHATHS,
cam. paboThI)

DK3amMeH

@®opMbI OTYETHOCTH CTYJEHTA, OIpeAeisieMble
y4eOHBIM TUTAHOM.

OK3aMeH CITYXKHT JJIsl OLIEHKH pabOoThl CTYEHTA B
TEYCHHE CPOKa OOYUCHHUS M0 TUCIUTUIHHE (MOTY-
JI0) ¥ TPU3BaH BBISIBUTH YPOBEHb, IPOYHOCTH U
CHCTEeMaTHYHOCTh IOJYYEHHbIX UM TeOopeTHde-
CKHUX M TIPaKTUYECKUX 3HAHUH, NPHOOpETeHUS
HAaBBIKOB CAaMOCTOSITEJIFHOH pPabOThI, pa3BUTHUS
TBOPYECKOTO MBIIUICHUS, yMEHUE CUHTE3UPOBAThH
MOJYYECHHBIC 3HAHHS U IPUMEHSATH X B PEIICHUU
NpPaKTHYECKUX 33/1a4.

[IpomexyTOUHBII

Keitic-3amaua

[IpoGiemHoe 3amanue, B  KOTOpOM, O0y-
YAOIIEMYCsl TPEIJIaraloT OCMBICIUTD PEATbHYIO
npoQeCCHOHANBHO OPHEHTHPOBAHHYIO CHTya-
U0, HEOOXOAMMYIO JJISl PEUICHUs] JTaHHOH Mpo-
0JIEMBI B COOTBETCTBYIOIICH 00JIACTH.

ITpoMexyTOUHBIH
(B paMKax BBITION-
HEHUS MIPAKTUKO-
OPHEHTUPOBAHHBIX
3aaHMi)

Huckyccus OrneHOYHBIE CPEACTBa, MO3BOJIOMINE BKIIOYHTh | Tekymwmii (B pam-
oOyJaromuxcs B IPOIecc 0OCYKICHHS CIIOPHOTO | KaX ceMUHapa)
BOIIpOCa, MpOOJIEMBI U OLEHUTh HX YMEHHUE
apryMEHTHPOBATh COOCTBEHHYIO TOUKY 3PECHHUSL.

Tect Cucrema CTaHIApTU3UPOBAHHBIX 3alaHuil, 1mo3- | IIpomexyTo4HbIN

BOJIAIOIAs] aBTOMAaTH3UPOBATh MPOLEAYPY HU3Me-
pEHHUs YPOBHS 3HAHUH M YMEHHUI 00ydaromnerocs.

34




9. ONMUCAHUE MATEPUAJIbHO-TEXHUYECKOI'O OBECIIEYEHU S, HEOBXOJIUMOT'O ISl
OCYHIECTBJIEHUS OBPA3OBATEJIBHOI'O ITPOLECCA 110 JUCIUIIJIMHE

MarepuanbHO-TEXHHUECKOE OCHAIlEHHEe 00yUYEHHS C UCIOIb30BAHUEM HUCKIIOUHUTEINb-
HOo JIOT BriIrOUaeT cienyromue CoOCTaBIsOIIME:

— KaHaJIbl CBsI3U He Hivke 512 KOuTt/c Ha OAHOIrO MOJIB30BATEN,
HaxXOJsIIerocs B 3[JaHUM, Jig OpraHMU3allMM B3aUMOJCHCTBUS B pEXUME
BuneokoHnpepenuii, u 10 M6ut/c Ha 100 monb3oBaresneil, OAHOBPEMEHHO
noAKIroYeHHBIX K cucteme [{OT;

- cUcTeMa JUCTaHLIMOHHOro o0yueHus (rargopma Moodle);

- pabourie MecTa Me1aroros;

- JOTIOTHUTENIbHOE 00OopyaoBaHue (web-kamepa, HayITHHKH, KO-
JIOHKH);

- nporpammHoe obecnieuenne: Mirapolis Virtual Room, oduchbIit
HakeT Iporpamm.

dopmupoBaHrue MHPOPMAIIMOHHON CpeAbl OCYIIECTBISETCS C MOMOIIBI0 MPOrpaMM-
HOM CHUCTEMBI JUCTAHIIMOHHOTO OOYYEHHS, C MMOMOIIBI0 KOTOPOW CO3/1aeTCS M Pa3MeliaeTcs
WHTEPAaKTUBHBIA 00pa30BaTeIbHBIH KOHTEHT, (PUKCHUPYETCS pe3yJbTaThl M MPOLECC TMPo-
JBUKEHUSI 00YyYaroIlerocs, Co3atoTcsl YCIOBUS Ul B3aUMOJEHCTBHUS YYaCTHUKOB 00pazo-
BaTEJIbHOU AeATeNbHOCTHU ((POPYyMBI, YaThl U T. [1.).

[Ipu oOyuenun c npumeHenuem uckimountenabHo JOT oOyuarommmces A0MKHA HC-
MOJIb30BaThCs KOMIBIOTEPHAS TEXHHMKA, KOTOpas OTBEYAeT CIEAYIOIUM MHHUMAaIbHBIM
TpeOOBaHUSM:

— HaJIM4YKMe UHTEPHET-Opay3epa U MoJIKItoueHne K cetTu HTepHeT;

— IporpamMmHoe obecriedeHue i paboThl C UCIIOIb30BAaHUEM ayAH0-, BUJIEO-;

— HayIIHUKU W/UIM JUHAMUKHA, MUKpO(OH, web-kaMepa.

Kaxnprit oOygaromuiics B T€YEHUE BCETO Mepuoaa o0ydeHusi oOecrieueH WHIUBUIY -
QIIbHBIM HEOTPaHHYEHHBIM JOCTYIIOM K S3JEKTPOHHOM WHGOPMAIMOHHO-00pa30BaTeIbHON
cpele By3a u3 11000 TOYKH, B KOTOPOW UMEETCsl JOCTyH K MH(OPMALMOHHO-TEIEKOMMYHH -
KanuoHHo# cetu MutepHer (nanee — MurepHer), kak Ha Tepputopun YI'MK, Tak u BHe ee.

DnekTponHas nHopmarmoHHo-oopazoBaTenbHas cpena YI'MK obecneunBaer:

— JOCTyn K yd4eOHbIM T[JiaHaMm, pabo4yuM MporpaMmaM TUCIUILUIAH, padouyuM
mporpaMmaM MPaKTHK, SJICKTPOHHBIM YUYEOHBIM H3JAHUSM M AJICKTPOHHBIM 00pa30BaTENb-
HBIM pecypcam, yKa3aHHbIM B pa0O4YNX MporpaMMax JTUCHUILUIMH, IporpaMMaXx MPaKTHK;

— (opMupoBaHuE 3IEKTPOHHOTO MOPT(HOINO 00YHAIOMIETOCS, B TOM YHCIIE COXPaHE-
HHE ero paboT U OLIEHOK 3a 3TH paboThl, cozlepKalliee:

*  QOKYMeHmUpoB8auHvle UHOUBUOYATIbHBIE 00pazosameibHblie 00-
cmudiceHusi: CepTU(UKATHI, TUIUIOMBI, TPAMOTHI, JTOKYMEHTHI 00 y4acTUu B
rpaHTax, CepTH(UKATHI O MPOXOKIACHUU TECTUPOBAHUS U T. .,

*  uccredosamenvckue, NPoeKmuvle U meopueckue pabomol: myo-
JIMKAIUH, KypcOBbI€ pabOThI, MPOEKTHI, U T. 1.,

*  0mM3bIBbL U XAPAKMEPUCMUKU HA UCCTIe008amenbCKue, NPoeKkn-
Hble U meopueckue pabomsi: 01arolapCcTBEHHbIE MUCbMA U T.JI.

— ¢dukcamuio xoxa 00pa3OBATENLHOIO TMPOIECCa, PE3yIbTaTOB
IIPOMEXKYTOUHOM aTTeCTallUU U Pe3yIbTaTOB OCBOEHUS IIPOrpPaMMbl MarucTpa-
TYpBIL;

- MpoBeJicHNE YUeOHBIX 3aHATUH, MPOLIEAYp OLIEHKH Pe3yJbTaTOB
o0ydeHus1, peain3alus KOTOPbIX MPEeayCMOTPEHA ¢ MPUMEHEHUEM JUCTaHIU-
OHHBIX 00pPa30BATEIBHBIX TEXHOIOTHIA,
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- B3aUMOJICHICTBHE MEXJAy Y4YaCTHHKaMU 00pa30BaTEIbHOTO
nporecca, B TOM YHCJie CHHXPOHHOE U aCUHXPOHHOE B3aMMO/IEUCTBHUS MTOCPET-
cTBOoM cetu «MHTepHET».

QOYHKIIMOHUPOBAHUE AJIEKTPOHHON MH(OPMalMOHHO-00pa30BaTeNbHON cpeabl obec-
MIEUYNBACTCS COOTBETCTBYIOIUMH CPEICTBAMU MH(POPMALMOHHO-KOMMYHHUKAIIMOHHBIX TEXHO-
Joruil ¥ KBanM@UKaueil pabOTHUKOB, €€ HMCIONb3YIOIUX U MoAJepKUBatomuX. DyHKIM-
OHHPOBaHHE IEKTPOHHOH MH(pOpMalMOHHO-00pa3oBartenbHOM cpeasl B UMK cooTBeTcTBY-
eT 3aKoHoAaTenbCcTBY Poccuiickoit @enepanuu.

Cucrema nuctanumoHHo oOyuenuss UYIMK (aBTopu3oBaHHBIH jmocTym) —
https://sdo.chgik.ru.

JIuneH3noHHOe U CBOOOJHO paclpocTpaHsieMoe NporpaMMHoOe obecreueHue:
wiatdopma Moodle, Mirapolis Virtual Room.

JIucr usmMeHeHuid B pado4yro nporpaMmy AUCHMILTHHBI

B pa60qylo nporpamMmmy AUCHUIUIMHBI BHCCCHLBI CICAYIOININC U3MCHCHUSA U JOIIOJIHC-

HUSL:
N PexBU3UTHI N
Y4eOHblii Homep pasneana, Coaepxxanue U3MeHeHMI U
roja fpoToKO.1a nojapasaeJia TOMOJTHEeHU
Y4eHoro copera

2024/25 IMpotokonm Nell ot bes uzmenenui

27.05.2024 1.
2025/26 IMporokon Ne 8 or be3 usmenenui

26.05.2025
2026/27 [Tporokon Ne 10 ot | P.8,9 H3MeHeHbI

25.05.2026
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https://sdo.chgik.ru/

YyebOHoe u3anue

ABTOp-COCTaBUTEIb
Haranes MuxaitioBHa 3anekuHna

HOAI'OTOBKA YIIPABJIEHYECKHUX JOKYMEHTOB

PaGouyas nporpaMMa QM CHUNJIMHBI

nporpamMMma 0akaJjiappuara

«JlokymMeHTalMOHHOE o0ecriedeHHne YIPaBJIeHU D)
¢ MPUMeHEeHHEeM HCKJIIOYHUTEIbHO TUCTAHIIMOHHBIX
o0pa3oBaTe/IbHBIX TEXHOJIOT Wil
110 HATIPABJIEHUIO MOATOTOBKH
46.03.02 /loxkymeHTOBeleHHEe U apXUBOBe/ICHUE
KBaJIMpUKAIMS: OaKaaaBp

IlegaTaercsa B aBTOpCKOﬁ pe€aakunuunu

[lodnucano k neuamu
®opmam 60x84/16 O6wem 2,4 n. 2.
3aka3s Tupadc 100 3K3.

UYenssOuHCKUM TOCY1apCTBEHHBIA HHCTUTYT KYJIBTYPBI
454091, Yensbunck, yn. OpmxoHukuase, 36a

Otneuatano B Tunorpadun YI'MK. Puzorpad

37



	Аннотация
	1. Перечень планируемых результатов обучения по дисциплине, соотнесенных с планируемыми результатами освоения образовательной программы
	2. Место дисциплины в структуре образовательной программы
	3. Объем дисциплины в зачетных единицах с указанием количества академических часов, выделенных на контактную работу обучающихся с преподавателем (по видам учебных занятий) и на самостоятельную работу обучающихся
	4. Содержание дисциплины, структурированное по темам (разделам) с указанием отведенного на них количества академических часов и видов учебных занятий
	4.1. Структура преподавания дисциплины
	4.2. Содержание дисциплины

	5. Перечень учебно-методического обеспечения для самостоятельной работы обучающихся по дисциплине
	5.1. Общие положения
	5.2. Учебно-методическое обеспечение самостоятельной работы
	Тема: «Составление и оформление учредительных документов»
	Тема: «Составление и оформление положений и регламентов»


	6. Фонд оценочных средств для проведения текущего контроля успеваемости и промежуточной аттестации обучающихся по дисциплине
	6.1. Перечень компетенций с указанием этапов их формирования в процессе
	освоения образовательной программы
	6.2. Описание показателей и критериев оценивания компетенций на различных этапах их формирования, описание шкал оценивания
	6.3. Типовые контрольные задания или иные материалы, необходимые для
	оценки знаний, умений, владений, характеризующих этапы формирования
	компетенций в процессе освоения образовательной программы
	6.4. Методические материалы, определяющие процедуры оценивания знаний, умений и владений, характеризующих этапы формирования компетенций

	7. Перечень печатных и электронных образовательных и информационных ресурсов необходимых для освоения дисциплины
	7.1. Печатные и (или) электронные образовательные ресурсы
	7.2. Информационные ресурсы

	8. Методические указания для обучающихся по освоению дисциплины
	9. Описание материально-технического обеспечения, необходимого для
	осуществления образовательного процесса по дисциплине

		2026-07-17T10:56:33+0500
	Синецкий Сергей Борисович
	Подпись документа




