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1. lean u 3agaun AUCHUATIHMHBI
1.1 Henp qucuuruivHel — GopMUpOBaHUE KOMIIETEHIIHIA:
ITK-7 CiocoOHOCTB peaan30BbIBaTh OPraHU3aAIMOHHO-YIIPABICHYCCKHIE MTPOIIETYPBI

1.2 Tumel 3aga4 npoQecCHOHANBHOU NeATeNbHOCTH, K KOTOPBIM TOTOBSTCS OOydYaroluecsi B paMKax

OCBOCHHUA NJUCHUIIIIUHBI:

- MPaBONPUMEHUTENbHBIH

1.3 JIucuurniauHa OpHEHTHPOBAaHA HA MOATOTOBKY OOydYaromuxcs K MpodeCCHOHAIBLHON JesSTEIhHOCTH B
chepe: 09 HOpucnpynenmust (B cdepax: pa3pabOTKH W peaju3alMi IPABOBBIX HOPM; 0OECTICUCHUS
3aKOHHOCTHU U MPaBOMOPSIKA; OKa3aHUs MPAaBOBOM MOMOIIM (PU3NUECKUM U IOPUIUUECKUM JIUIAM )

1.4 B pe3ynbrare 0CBOCHHSI TUCIUILUIUHBI Y 00YYaromMUXCsl TOJKHBI ObITH CHOPMUPOBAHBI:

O0001IeHHBIC TPYIOBBIE

KO,I[ 1 HAUMCHOBAHUC

(yHKUMY / TPYAOBBIC komriereHiu @I'OC BO,
(hyHKIMY / TPYOBBIC HIIH HEOOXOAMMOH IS .
WuankaTopbl JOCTHXKEHHSI KOMIIETEHIHHA
npodeccroHaIbHbIE (hopMHupOBaHUS TPYAOBOTO
JeicTBYsl (IPU HATMYUHT WK IpoecCHOHATBHOTO
npodcranaapra) nefcTBUS
[TIK-7 Cioco6HOCTh [IpuHKMMaeT yrpaBlieHYECKHE pEIIeHUs, oQopMiIsis X B
peann30BHIBATH IOPUANYECKON JOKYMEHTAUN

OpraHHU3aIMOHHO-YTIPaBICH
YeCKre TpOoIIe Ty bl

1.5 CormacoBanue MCKIUCHTUIITIMHAPHBIX CBs3eH JAWUCIMIIINH, OGCCHG‘-II/IBEIIOH_II/IX OCBOCHHC KOMHGTGHHHﬁ:

ITK-7 CiocoGHOCTB peaan30BbIBaTh OPraHNU3AIMOHHO-YIIPABICHYECKHIE MPOIIETYPBI

Ne HaumenoBanue ®dopma oOyyeHus
/ JHMCLHILINH, Ounas  |OuHO-3204H
ONPEACIAIOIINX (cemectp) ast
MEXIUCIUIUIMHAPHBIE (cemectp)
CBI3H 41518458
1 | AAMMHHCTpaTUBHBIE +
IpOLEAY P
2 |TocymapcTBeHHas u + +
MYHUILUIAJIbHAS
ciyx0a
3 |N3buparenpHOE TPaBO + +
4 |UcTopus poccuiickoro + +
KOHCTHTYLIMOHAINA3MA
5 | KOHTpOIBHO-HAA30PpH + +
0€ IIPOU3BOACTBO
6 |I[IpaBonpUMEHUTENBH + +
as MpaKTHKa

2. Mecto nucuuninHbl B cTpykrype OIl 6akanaBpuara:

JucuunnuHa «Jlenonpou3BoiCTBO B TOCYJAapCTBEHHBIX OpraHax» OTHOCHUTCA K 4YacTH, (hopMUpyeMoii
y4JaCTHUKaMH 00pa30BaTebHBIX OTHOIICHUH, ydeOHoro turana OIl mo nanpasnenuro noarorosku 40.03.01

- FOpucnpyneniusi.

JucnunnuHa «/[enonpon3BoAacTBO B TOCYAAPCTBEHHBIX OpraHax» U3y4aeTcs B 5 CEMECTpE.

3.00beM u conepxaHue TUCUUILIUHBI




3.1.00beM QUCLMILIUHEL;

Bun yueGHOM paboThI

Ounas

(Bcero yacos)

OuHo-3a04Hag
(Bcero yacos)

O0mas Tpy10éMKOCTb JMCIHUIITHHBI 72 72
KonTaktHas pabora 32 24
Jlexnuu (Jlekiun) 16 12
[Tpaktuueckue (IIpakr. pab.) 16 12
CamocrosrenbHas padota (CP) 40 48

3auer

3.2.ConepxaHue Kypca:

Ne HasBanue Bun yue6HO# paboThl, yac. | @OpMBI TEKYIIETO
TEMBbI pa31[ena/ TEMBI Jleknun Hp aKT. CP KOHTPOJIA
pao.
0 |0-3] 0 |0-3] 0 |03
5 cemecTp

1 [TonsiTne n VYeTHbIl onipoc
IIpaBOBast ) 1|2 1 6 | 6
periaMeHTanus
JIeJI0TIPOU3BOJICTBA.

2 JlokyMeHTHpOBaHUE CobecenoBaHue;
yIpaBICHYECKOM 2 1 2 1 6 | 6 Pedepar
NESITeIbHOCTH.

3 Cocrasienue u CobecenoBaHnue;
oopmienue >la212121616 Pemenue 3amau
OT/ICTIbHBIX BUIOB
JIOKYMEHTOB.

4 Opranuzanus YCTHBIN 0IpOC;
paboThI ¢ slalalolels TectupoBanue
JTOKyMEHTaMH.

5 Tekyiee xpaHenue YeTHBIM onpoc
JIOKYMEHTOB. 2 2 2 2 6 6
Homenxkiarypa nei.

6 IlonroroBka nein x VYeTHbIl onpoc
apXUBHOMY 21212124 8
XPaHEHHUIO.

7 Opranuzanus YCTHBIH 0IpOC;
paboThI ¢ TectupoBanue
JOKYMEHTHPOBAHHO |, | 5 | 5 | 5 | ¢ | g
it uaopmarmeit
OrpaHUYEHHOTO
JocTyma.

Tema 1. IlonsiTue 1 npaBoBas periameHTanus aejgonpounssoacrsa. (IK-7)
Jlexknus.
JIOKyMEHTOBEZICHHE - Hay4Has JUCLUUIUIMHA, KOTOpas M3y4aeT B HCTOPUYECKOM pa3BUTHH:

1)

3aKOHOMEPHOCTH 00pa30BaHUs JOKYMEHTOB; 2) CIIOCOOBI MX CO3MaHMS; 3) CTAHOBICHUE U PA3BUTHE CUCTEM

AOKYMCHTAUH, CKJIAABIBAOIIHNCCA B PA3JIMYHBIX OTPACIIAX YeJIOBEUECKOMU ACATCIIBHOCTM.



Jlenonpou3BOICTBO OMpeeNsieTcss Kak "oTpaciib AesITeNbHOCTH, 00ecleunBaroIas JOKYMEHTHPOBAHUE U
OpraHu3aIMio pabdoThl ¢ JOKyMEHTaMH'", T.€. BECh NPOLECC C MOMEHTA CO3[aHUS JOKYMEHTa U 0 €ro
YHUYTOXKCHUS WIM IE€peJadd Ha XpaHCHUE B apxXuB. BaxHelmen 3agaded JOKyMEHTOBEICHHs Ha
COBPEMEHHOM JTarle ABJseTCS TeOpeTHIecKoe 000CHOBAaHHE MPOLECCOB JOKYMEHTAMOHHOTO 00eCIeYeHHS
yrnpaBieHus. OTO mpenMeT JokyMeHToBeneHue. Cama ke opraHM3anus JOKyMEHTHBIX paloT: co3aaHue,
U3TOTOBJIEHUE, NPHUEM, PACIpPEAEIECHUE, PETUCTpALMsl JOKYMEHTOB, KOHTPOJb HCIIOJIHEHHUS, CIPAaBOYHAs
paboTa, BOpOoCH! KJIaCCH(PHUKALNU JOKYMEHTOB, MOPSIOK MPOBEIECHUS HKCIIEPTU3BI LIEHHOCTH, XPAaHEHUS U
UCIIOJB30BaHUS  JOKYMEHTOB -  IIpeaIMeT  jAenonpou3BoiacTBa. IlapamnensHo ¢ TepMUHOM
"nenonpon3BoacTBO" B 90-¢ rosibl HCHOIB3YETCSI TEPMUH " TOKyMEHTAIIMOHHOE O0ecreueHne ynpasieHus" u
"uH(POPMALMOHHO-IOKYMEHTAIIMOHHOE o0ecniedyeHue ynpasineHus". IlosBieHne 3TUX TEPMUHOB CBSA3aHO C
BHE/IPEHUEM KOMIIBIOTEPHBIX CHUCTEM B YIpaBIEHHE M C TeM, YTO MOMHMO TPAJAULMOHHOM paboThHI ¢
JOKYMEHTaMH OCYIIECTBIsETCS M MHPOpPMALIMOHHOE 0OecIieueHne yrnpasieHus, paboTa ¢ 6a3aMu JTaHHBIX.
Cuctema OpraHM3allMOHHO-PACTIOPAAUTEIBHON JOKYMEHTAllMM MPEACTABISACT s JAPYIMX CHCTEM
IIPaBOBYI0 OCHOBY, IIO3TOMY TaK Ba)XHO M HEOOXOAMMO ObIJIO NPOBECTH YHHU(UKALUIO 3TOW CHUCTEMBI
JOKyMEHTAIHH.

VYHU(UKaLMs JOKyMEHTOB IPEANoaraeT:

. YCTaHOBIICHHNE HOMEHKJIATYPHl JIEHCTBYIOIIMX B paMKaX CHCTEMbl YHHU(DUIIUPOBAHHBIX (QOpM
JTOKYMEHTOB;

*  pa3paboTKy €AMHOW MOJeNu (CXEMBbI) MOCTPOCHHS IOKYMEHTOB CHCTEMBI C HCIIOJIh30BaHUEM, Kak
npaBuiio, popmyssipa-oopasia;

* pa3paboTKy CTPYKTYp IOKYMEHTOB;

¢® CO34aHuC O6H.[I/IX CUHTAaKCUYCCKHUX IMpaBUJI MIOCTPOCHUA JOKYMCHTOB.

Pesynbrarom pa®oThl MO yHH(UKAIUM ¥ CTaHOAPTH3AIMKA JOKYMEHTOB MOTYT OBITh KaK CTaHIApTHI Ha
OT/ICIbHBIC JJOKYMEHTHI (HalpuMep, OTYET O HayYHO-UCCIIENOBATEIbCKON paboTe) WM Ha OTJEeNIbHBIC BHIBI
MPOAYKIIMK (HAmpUMep, OOJIOKKa el JUIMTEIbHBIX CPOKOB XpPaHEHHWs), TaK M Ha YHH(PUIIUPOBAHHBIC
CHCTEMBI JJOKyMEHTAIIHH.

Yauduruposannas cucrema gokymentaruu (Y CJl) - 910 cuctemMa JOKYMEHTAIMH, CO37[aHHAs TI0 €MHBIM
MpaBWJIaM U TpeOOBaHUAM, coAeprKaliasi HHPOopMaIHio, HEOOXOAUMYIO ISl YIIPABJICHUS B OINpeAeIeHHON
chepe aesTeTHLHOCTH.

IIpakTH4eckoe 3aHATHE.
1. OCHOBHBIE HCTOPUYECKHKE ATAIBI PA3BUTHS ACJIONPOU3BOCTBA B Poccun
2. Ilpenmer, 3aauu, CTPYKTypa JUCLUILINHBI

3. Knaccudukanus 3akoHONATENbHBIX, HOPMATHBHBIX, METOAWYECKUX MAaTEepUAOB, KACaIOIIUXCS
JOKYMEHTHPOBAHUS U OpraHU3aluu paboThl ¢ JOKYMEHTaMHU.

4. TOCTer nHa pokyMmeHTammio. OOmepoccuiickue KiacCU(DUKATOPhl TEXHUKO-JKOHOMHUYECKOH U
couuanbHOU nHpopManuu. ['ocynapcTBeHHas cuctemMa JOKyMEHTAMOHHOTO 00eCieYeHus! YIIpaBJIeHHUS.

3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.
IHoaroroBbTe pa3BepHyThIE OTBETHI HA BONPOCHI:
1. [IpaBoBOE M HOPMATUBHO-METOJUIECKOE PETYTUPOBAHUE JEIONPON3BOICTRA.
2. JlokanbHbIE aKThl OpTraHU3AINH, PEITIAMEHTUPYIOIINE JIEJIOMPOU3BOACTBO.
3. Opranu3zanus ciry>k0bl 1eJTOTPOU3BOICTRA.
4. N3yueHue coaeprKaHus JIOKaJIbHBIX AKTOB OPTaHU3aLMH, PENIAMEHTUPYIOLINX AEIONPOU3BOJICTBO.
5. N3yuenue comeprkaHus JIOKAJIbHBIX aKTOB OPTaHU3aIIUN, PETIIAMEHTHPYIONIUX IeTOTPOHU3BOJICTBO.

Tema 2. /lokymMmeHTHpOBaHUE ynpaBJjeH4eckoil nestejibHocTH. (ITK-7)
Jlekumus.
JIOKyMEHT — MaTepualibHbI HOCUTENb C 3a()MKCUPOBAaHHON Ha HEM B JIF0O0H (popme mHbopManueit B Bue
TEKCTa, 3ByKO3aIlNCH, U300paKeHUs U (UJIM) UX COYETaHUs, KOTOPBIA UMEET PEKBU3UTHI, TIO3BOJISIOLINE €TO
uAeHTU(PUIMPOBATh, W TpEIHA3HAYeH Js [epelaud BO BpPEMEHH U B TPOCTPAHCTBE B LEISIX
00IIECTBEHHOTO CTOIb30BAHUS U XPAHEHUS



CoumanbHas TpUposa JOKYMEHTa CaMblM TECHBIM 00pa3oM cBsi3aHa ¢ (yHKUUSAMH AokymeHTa. Ilox
dbysknuei (ot mar. "functio" - UCHONHEHHE) TOKYMEHTa MOHMMAETCS BHYTPEHHE NPUCYIIEE €My IEIeBOe
Ha3HAYeHHE, COLMAIBHO BBIpaOOTaHHBIN croco0 ero ymnorpebnenus. MHaue roBops, PyHKIMH TOKYMEHTa
IpeIONpeeNeHbl ero 00IIeCTBEHHO-PAKTUYECKUMU IIeNISIMU M 33aJa4yaMHM, SBISIOTCS MPOU3BOAHBIMH OT
HUX.

OyHKIIMM JTOKYMEHTAa HENOCPEICTBEHHO CBs3aHbl C (QYHKUIUSAMH HH(OpMAIMU, KOTOPbIE JIOKYMEHT
IpUHUMaeT Ha cels mocie (Qukcauuu 3ToM MH(pOpMALMKM Ha MaTepuanbHOM Hocutene. Ilockombky
colasibHasi HHGOpPMaLUs OPUEHTUPOBAHA HA YIOBJIETBOPEHHUE PA3IMUYHBIX YEJIOBEUYECKUX NMOTpeOHOCTEH,
T.€. MHOTO()YHKIIMOHAJIbHA, IOCTOJIBKY U IOKYMEHT TaKXe MOIH(YHKIOHAJICH.

CoBOKYNMHOCTh (DYHKIMH SIBISIETCS CPEACTBOM JOCTMXKEHHUS LEIM W peaju3alMy 3ajad, Uil pelIeHUs
KOTOPBIX JIOKYMEHT TIpenHa3HadeH. DYHKIMU OKa3bIBAIOT HEMOCPEACTBEHHOE BIHMSHUE HA BUJBI,
Pa3HOBUIHOCTH, CTPYKTYPY AOKYMEHTOB. 3HaHUE (YHKIHUH SBIsSETCS HEOOXOIMMOM MPEANOCHUIKON IS
KJaccu(UKauy JOKYMEHTOB U JajbHEHIIero 6oee riryooKoro ux u3y4eHus.

Paznuunble QpyHKIIMM JOKYMEHTa TECHO B3aMMOCBS3aHBI M MEPEIICTEHBl MEXKAY COOOM, MOITOMY M3YUYEeHUE
HUX BO3MOXHO TOJIBKO C IIOMOIIBIO OGH.IGHay‘{HOI‘O METoda aGCTpaFI/IPOBaHI/IH, T.C. MBICJICHHOI'O
pasrpaHMYCHHS U BPEMEHHOT'O BBIICTICHUS KaKUX-THOO0 OTAENbHBIX (DyHKITHA.
IIpakTnyeckoe 3ansATHE.
1. JIokymMeHT u ero (pyHKIIUH.
2. CriocoObl JOKYMEHTHPOBaHUs. 3HAYEHNE JOKYMEHTOB ISl IPUHSITHS YIIPABIECHYSCKUX PEIICHUI.
3. OpranHu3anoHHO-PAaCHOPSAUTENBHBIC, CIPAaBOYHO-UH(POPMAIIMOHHBIE U CIIPaBOYHO-aHAIUTHYECKUE
HAOKYMCHTBI.
4. Turnomnorust ciy>keOHbIX JOKyMEHTOB
5. O0mue TpeboBaHUS K TEKCTY JOKYMEHTA.
6. CocTaB peKBU3UTOB JOKYMEHTOB.
7. OcoOeHHOCTH S3bIKa, CTUJISL U pEAAKTHPOBaHUS O(QULIUATBHBIX IOKYyMEHTOB.
3ananus AJ51 CAMOCTOSITEILHOI padoThI.
1. [ToHsTHS «cUCTEMA JOKYMEHTAUN» U «yHU(DUIIUPOBAHHAS CHCTEMa JOKYMEHTAIIMM.
2. YHu(UUIMpOBaHHbIE CUCTEMbI JOKYMEHTALUH, ICHCTBYIONINE B HACTOSIIEE BPEMS.
3. @yHKIMOHAIbHBIE, OTPACIEBbIE U BEOMCTBEHHbIE CUCTEMbI JOKYMEHTAIIUU, UX B3aUMOCBSI3b.

Tema 3. CocraBiienne u oopmiieHHe OTAeJIbHBIX BUI0B 10KyMeHTOB. (I1K-7)

Jlekumus.
PacrniopsimuTenbHble TOKYMEHTBI
B coorBercTBUUN ¢ OOIIEPOCCUUCKUM KITACCU(PUKATOPOM YIIPABICHYECKONU JOKYMEHTAITHH.
['pynna pacnopsauTenbHBIX JOKYMEHTOB BKJIIOYAET: MOCTAHOBIICHHUS, PEIIECHUS, MPUKA3bl, PACIIOPSIKEHUSI.
Kaxaplii BUA pacropsIuTeNbHOTO JOKYMEHTa IMpelHa3Ha4eH /i JOKyMEHTHPOBAaHHUS JEATEeIbHOCTH
YUPEKACHUA M OPTraHU3alMid pa3HbIX ypOBHEH YINPABICHUS WJIM BIACTHU, NPEANPHUATUN, OpraHu3alul
HEroCylIapCTBEHHBIX  OpPTraHM3allMOHHO-MIPAaBOBBIX  (opMm.  BbiOOp  KOHKpeTHOro  BHUga  JAJs
JOKYMEHTHPOBAHUS PACTIOPSIAUTEIHHON NESTEIBHOCTH 3aBUCUT OT CTaTyca U KOMIIETEHIIUHU JOKHOCTHOTO
JUIa, OT MOPSJIKa MPUHSITHS YIPABICHUYECKOTO pelIeHNs (€IMHOHAYAIbHO WIH KOJUIETHAIIBHO).
IlepBBlii pYKOBOAMTENb H3JAET NPHUKA3bl M JAET yKa3aHUsA. 3aMECTUTEIM AUPEKTOpa, PYyKOBOIUTEIH
KPYIHBIX CTPYKTYPHBIX IIOIPA3AEICHUN U3AAI0T PACIIOPSKEHUS, YKa3aHHUS.
[Topsimok paccMoOTpeHHsi BOIpoca Ha OCHOBE IPHUHIMIA KOJJIETHAJIbHOCTH MPEayCMaTpPUBAET W3/IaHHE
TAKHUX JOKYMCHTOB, KaK ITOCTAHOBJICHUSA U PCUICHUS.
HOIIFOTOBKa pacnopsAgUTCIbHBIX HOKYMCHTOB MOXCT 6LITI> nmopydycHa OAHOMY WX HCCKOJIbKUM
UCTIOJIHUTEISIM (JIOJDKHOCTHBIM JIMIIaM, CTPYKTYPHBIM TMoOfpaszieneHusMm). s pa3paboTKH CIOXKHBIX H
OTBETCTBEHHBIX PACIOPAIUTEIBHBIX TOKYMEHTOB IpPAKTUKYETCS CO37aHue pabouyux Tpymn, KOMHCCHUH,
NIPUBJICYCHNUE IIUPOKOTO KPyra CIELUATMCTOB M3 YHUCIA MPAKTUKOB M ydeHbIX. OCHOBHOE TpeOoBaHHE K
HUCIIOJIHUTCIIIM — A0CTaTO4YHasds KOMIICTCHTHOCTBD, BBICOKHH HpO(i)eCCI/IOHaJII/BM, FJIyGOKI/IC 3HaAHUA I10
YIpaBJIEHYECKO Mpobieme.
[ToaroroBka pacnopsiAUTEIbHBIX TOKYMEHTOB CKJIAJIBIBACTCS U3 CIEAYIOUINX ITAIOB:
* cOOp JaHHBIX MO YNPaBICHYECKOMY BOIIPOCY;



* COCTaBJICHHE MPOEKTA PACIOPSAUTENHHOTO JOKYMEHTA;
* COIIacCOBaHME MPOEKTa PaCHOPAIUTEILHOTO JOKYMEHTA;
* MOANMCAHUE JOKYMEHTA.
IIpakTnyeckoe 3ansATHE.
1. CocraBnenue u opopMIICHHUE 3asBICHHUS, TOKIATHOW, OOBICHUTEILHOM 3aUCKH.
2. CocraBnenue u opOopMJICHUE PA3TMYHBIX BHIOB CIIPABOK.
3. CocraBnenue u oopmMIIEHHE aKTOB.
4. CocraBnenue u opopMIICHHE TMPOTOKOJIOB.
5. CocraBnenue u opopMIIEHHE ITPHUKA3a.
6. CocraBienue v oopmIIeHHE JTOKYMEHTOB 110 JIMYHOMY COCTaBYy.
3agaHus AJ51 CAMOCTOSITEILHOI padoThI.
IMoaroroBbTe pa3BepHyThIe OTBETHI HA BONPOCHI:
1. [TonmubIe 1 KpaTkue GOPMBI TIPOTOKOIIOB.

2. CucremMa TJIaHOBOM [TOKYMEHTAallUW. BHIbl MIAHOBBIX JOKYMEHTOB: IUIaH, IMEPCIEKTHUBHBIN IJIaH,
nmporpaMma, rpaduk, cxema, reHepaibHas cxema. denepaibHble, OTpaciIeBble, TEPPUTOPHAIIbHBIE MIaHbI U
MIPOrPaMMBlI.

3. Cucrema OTYETHOM JOKYMEHTAllMM: TOCYJApPCTBEHHAs CTAaTUCTHUYECKas OTUYETHOCTb, BEAOMCTBEHHAs
OTYETHOCTh, BHYTPUYUPEIKICHUYECKAs OTYETHOCTh. Pa3paboTka yHUPUIIUPOBAHHBIX (OPM OTUETHOM
JIOKyMEHTAII1H.

4. Cpoku npencTaBiIeHUs] OTYETHOCTH.

5. KagpoBast fokymeHTanus (1o JIMYHOMY COCTaBYy) — TPYAOBbIE KOHTPAKTHI, IPUKA3bI [10 TUYHOMY COCTAaBY,
TPYAOBBIE KHUXKKHU.

6. VYuHudunupoBaHHble (OPMBI TIEPBUYHOW YYETHOH JOKYMEHTAIlMM 1O TPyAy U €ro oruiare.
KonduneHmanpHOCTh JOKYMEHTOB IO IMYHOMY COCTABY.

7. OcobenHoctu odopmieHUsT pe3ome, 3asBICHUM, aHKeT, aBrobuorpaduii. CocTaB JIUYHOTO JeIna
paboTHHUKA.

Tema 4. Opranuzanus padoThbl ¢ JOKYyMEHTAMM.

(ITK-7)
Jlekuus.
Opranusanys padoThl C TOKYMEHTaMH — 3TO CO3/IaHHE ONTHUMAJLHBIX YCIOBHH JJIsi BCEX BUIOB PabOT C
JOKYMEHTaMU C MOMEHTa MX CO3JaHWs WM MOJy4YeHUs A0 YHUUYTOKEHHS WM TEepeAadyd Ha apXHWBHOE
xpaneHre. K Takum paboram MOXXHO OTHECTH: TPHUEM M PETUCTPAIHIO, PACCMOTPEHHUE TOKYMEHTOB
PYKOBOJIUTEIISIMHU, TOPAIOK IPOXOXKIEHUS JOKYMEHTOB B OpraHM3allid, WX HCIOIHEHUE, KOHTPOJb
WCIIOJIHeHHSI, JOPMUPOBAHUE JIEJT, IOJATOTOBKY M Iepeaavy /e B apXHUB.

JIBIDKEHHE TOKYMEHTOB B OpraHW3alldl C MOMEHTa WX CO3[aHUS WIH TOJNYyYSHHsS [0 3aBEpUICHUS
WCTIOJTHEHHUS WJIH OTIIPABKHA 00pa3yeT JOKYMEHTOOOOPOT.

PaGora ¢ mokymMeHTaMu MpeanpUsITHS BHIIVISIAUT B BUE TEXHOJIOTHUECKOM 1IETTOUKH OTNepaluii:

MIPHEM BXOSIIUX TOKYMEHTOB; IPEABAPUTEITIHHOE PACCMOTPEHHUE (pa3MeTKa) CEKpeTapeM;

perucrpanus 10KyMEeHTOB; 10KJIa/ PYKOBOAUTEIIO O MOJyYEeHHBIX JOKYMEHTAaX;

MIPUHSTHIE PELICHUs] PYKOBOIUTEIEM; HAIIPaBICHUE TOKYMEHTOB Ha UCIIOJHEHUE;

KOHTPOJIb HWCIOJHEHHs] JIOKyMEHTOB; HCIOJHEHHE JIOKyMEHTOB; (OpMUpOBaHHE AOKYMEHTOB B JI€JO;
UCIOJIb30BaHUE IOKYMEHTOB B CIIPaBOYHO-MH(OPMAIIMOHHOM padoTe;

OTlpe/ieJIeHNEe CPOKOB XpaHEHHs JIOKyMEHTOB — Iiepefadya B apXHB, JajbHeiliee HCIOIb30BaHUE,
YHUUYTOKEHUE IOKYMEHTOB.

CreneHb COBEpUICHCTBA TEXHOJOTHYECKOM CHUCTEMBI pabOThl C JOKYMEHTaMH  OIpenesseTcs
ONEpPaTUBHOCTHIO TEPEMEIICHNUsS U HCIOJHEHUS JOKYMEHTOB U 3¢ (EeKTUBHOCTHIO 00ecTedeHUs
PYKOBOJICTBA MPEANPHUATHS TOKyMEHTUPOBAHHOM HH(OpMaLIUK.

B moxyMeHTaIlmoHHOM 00€CTICYeHUH MPEATIPUATHS BBIACISICTCS TPU TPYIIIBI JOKYMEHTOB:
BHYTPEHHUE JOKYMEHTbI; OCTyHAIONIHNE (BXOAAIIUE) TOKYMEHTHI;



OTIIpaBJsieMble (UCXOISIINE) TIOKYMEHTHI.
CymiecTByeT HECKOIBKO (HOPM PETUCTPALIUU JOKYMEHTOB:

LEHTpanu3oBaHHas (HaumbOonbimas 53(QeKTuBHOCTL JOCTHraeTcs MpH LEHTPAIU30BAaHHON CcHCTEMe
perucTpanuu (Bce perucTpaldioHHbIe CUCTEMBI B OJJHOM MECTE MM OHUM PabOTHUKOM);

JCLIEHTPAIN30BaHHasl (PErucTpanus JOKyMEHTOB B MECTaX MX CO3/1aHUS WM UCHOIHEHUS (CTPYKTYPHBIX
MOJPA3AETICHUIX );

cMelaHHas (OfHa YacTh JOKYMEHTOB PETHUCTPUPYETCS IEHTPAIM30BAHHO, Apyras ACLEHTPaIn30BaHO (B
CTPYKTYPHBIX MOJPA3ICIICHUSIX).
IIpakTH4Yeckoe 3aHATHE.
1. JIokyMeHTOOOOPOT U €ro Pa3BUTHE
2. OCHOBHBIE IIPaBUJIa OPTaHU3AIMHN JOKYMEHTO000pOTa B OpraHu3auy (YUpexI1eHUH).
3. Cxema JBMKEHHSI U TEXHOJIOTHUS 00pabOTKU JOKYMEHTOB.
4. Peructpanus JOKyMEHTOB.
5. Yder o6bema pokyMmeHTtoobopora. MHpopmanmonHo-cripaBovHast paboTa U KOHTPOJb 32 UCIIOJHCHHEM
JIOKYMEHTOB.
6. BommonHenue paboT 1Mo KOHTPOJIO 32 UCIIOJHEHUEM JOKYMEHTOB.
7. BeinonHeHnne MHPOPMAITIOHHO-CIIPABOYHOI paboTHI.
3ajaHus 1J151 CAMOCTOSITEIbHOM PadoThlI.
[ToaroroBbTe pa3BepHyTHIE OTBETHI HA BOIPOCHI
1. Beimonaenue padoT mo 06paboTKe BXOASANINX TOKYMEHTOB.
2. Beimonnenue padoT mo 00paboTKe UCXOASIIUX JOKYMEHTOB.
3. BemmonHenue paboT 1o perucTpaiuy BXOIAIINX JOKYMEHTOB.
4. BeimonHeHne padoT MO perucTpalnuy UCXOAAIIUX U BHYTPEHHUX JOKYMEHTOB.
5. Beimonaenune pabot 1o yuery oobema IOKyMeHTO00O0poTa.

Tema 5. Texymee xpanenue 1okymeHToB. Homenkiarypa gei. (ITK-7)

Jlekumus.
Opranu3zanus HTHPOPMAILIMOHHO-CITPABOYHON pabOThI ¢ MUCIIOJIHEHHBIMH JOKYMEHTaMH HEBO3MOXKHA 0e3 uX
MpaBUJIBHON cucTteMaru3anui. OCHOBOW CHUCTEMAaTH3alUN TOKYMEHTOB B JIEJIONPOU3BOICTBE SABIISETCS UX
MpaBWIbHAsA KJacCUUKALUS AJIs pa3MeIlleHUsI B COOTBETCTBYIOLIHUE JIeNa.
Jlenno — 3TO JOKYMEHT MM COBOKYIIHOCTh JOKYMEHTOB, OTHOCSIIIMXCSI K OJHOMY BOIPOCY WM y4YacTKy
JeSITeTbHOCTH, TOMEIIEHHBIX 0J] OTHY OOJIOXKKY.
ITopsanoxk pacrpeneneHus JOKYMEHTOB B JIENa ONPEAEIIsAeTCs HOMEHKIIATYpOu Aedl.
Homenkmarypa nen — CHCTEMaTM3MpPOBAaHHBIA IE€PEUYECHb HAMMEHOBAaHUM J€J, 3aBOJMMBIX B
JIeJIONPOU3BO/ICTBE OPraHU3AINH, C YKa3aHUEM CPOKOB UX XPaHEHHs, TI0 yCTAHOBJIEHHOHN dopMe.
TpeboBanusi Kk coiep>kaHUI0 U OPOPMIIEHHMIO HOMEHKJIATYphl Jen cofepkarcsi B OCHOBHBIX IpaBMiIax
paboThl apXHBOB OpraHu3alnuu, TUIOBOW MHCTPYKIMH MO JAEJIONPOU3BOACTBY B (elepajbHbIX OpraHax
WCIIOJTHUTENbHOM BIacTH. ITO OOBSICHIETCS OTPOMHOM 3HAUMMOCTBIO 3TOTO JOKYMEHTA Ui ACSITEIbHOCTH
opranmuzanuu. OOsS3aTeNbHOCTh COCTABJICHHS HOMEHKIATYpHl Jied NpeaycMoTpeHa Takxke [IpaBuiamu
JeJIONPON3BOICTBA (eiepaibHbIX OPTaHOB UCIIOIHUTEIBHOMN BIIACTH.
Howmenkuatypa e’ — JOKYMEHT MHOTOLIEIEBOro Ha3HaueHus. PaccMoTpuM ee OCHOBHBIE (DYHKIIHU.
* Homenknarypa zen siBiseTcss OCHOBOM AJIs1 pa3MEILEHUs ¥ IOMCKA JOKYMEHTOB I10 MalKaM.
* HomeHknarypa nen 3akpervisieT MHACKCAUIO0 TOKYMEHTOB U JIE].
* HomeHkuaTypa 11 ycTaHaBIMBaeT CPOKH XPaHEHHUsI IOKYMEHTOB U SBJISIETCS TIOCOOMEM IO TPOBEICHHIO
IIEPBOIO ATara HKCIEPTU3bI LIEHHOCTH.
* Homenkarypa fiesn — y4eTHBIH JOKyMEHT JUIs Jiesl BpeMeHHoro (10 10 neT) XxpaHeHusl.
* HomeHkmarypa z1e;1 — OCHOBA JJISI COCTABJICHHSI OMUCEH JIeJT TOCTOSTHHOTO U BpeMeHHOTO (cBbiie 10 yer)
XpaHEHHUS U IO JIMYHOMY COCTaBYy M aKTOB Ha YHUYTOXKEHHE /€] OPraHHU3alUd C HUCTEKIIMMH CPOKaAMHU
XpaHEHMS.
Pa3znuyarorcs Tpu BHa HOMEHKJIATyp €J: TUIIOBas, IPUMEpPHAs M MHAMBHyallbHAs HOMEHKJIATYphl AEi
KOHKPETHOM OpraHu3aluu.



TunoBas HOMEHKJIATypa J€J1 yCTaHaBJIMBAaET COCTAB JI€Jl, 3aBOJUMBIX B JEJIONPOU3BOJACTBE OAHOTHIIHBIX
OpraHM3aluii, U ABJISIETCSI HOPMAaTUBHBIM JOKYMEHTOM.
IIpumepHass HOMEHKJIATypa JeJl yCTaHABIMBAET MPUMEPHBIN COCTaB €N, 3aBOAUMBIX B JIEJIONPOU3BO/ICTBE
OpraHM3alyii, Ha KOTOpbIE OHAa PacIpPOCTPAHAETCS, C YKa3aHUEM X MHJIEKCOB, 1 HOCUT PEKOMEH1aTEIbHBIN
Xapakrep.
TunoBas wu mnpuMepHas HOMEHKJIATYpbl Jel pa3pabaTbIBalOTCS CIOyXkOaMH JTOKYMEHTALMOHHOTO
o0ecriedeHus yrpaBlIeHUs] OpraHu3alui, UMEIOIUX MOJBEIOMCTBEHHYIO CETh YUpeKIeHUNH. OHU ABISAIOTCS
METOIMYECKMMH TOCOOMSMH UM  HUCHOJNB3YIOTCS OpPraHM3alUsMH A COCTABICHHMS KOHKPETHBIX
HOMEHKJIaTyp Jel. B HOMEHKnarypy Aesl OpraHu3aldy U3 TUIIOBOW WJIM NMPUMEPHONM HOMEHKJIATYPHI JEI
HEPEHOCST 3aroj0BKH J1e], KOHKPETU3UPOBaHHbIE C yueToM ee crenupuku. Cpoku XpaHEHUs] NepeHOCATC s
B MH/MBUAYaJIbHYI0 HOMEHKJIATypy 0€3 U3MEHEHHH.
WupvBuyanbHass HOMEHKJATypa Jell  COCTaBISIeTCS COTPYIHUKAMH  CIIY>KObI JOKYMEHTAIlMOHHOTO
o0ecreyeHns: OpraHu3aly C IPUBJICYCHUEM PYKOBOJACTBA CTPYKTYPHBIX MojpasenecHuil. PykoBoaurenu
3HAIOT O MEpPCHEKTUBAX Pa3BUTHS OpraHU3alMd, 4TO IO3BOJISET IPENYCMOTPETh COCTAaB JOKYMEHTOB,
KOTOPBIE MOTYT MOSIBUTHCS B OyTyIIIeM.

IIpakTH4eckoe 3aHATHE.
. Homenknarypa nein.
. Bunbl HOMeHKIaTyp €.
. TpeGoBaHuUs K COCTABIEHUIO HOMEHKJIATYPBI.
. 3aroJ0BKH U UX COCTaBJICHUE B HOMEHKJIAType AEI.
. IlopsAoK cocTaBineHUs U yTBEPKIACHUS HOMEHKIIATYPBI JEI.
. TpeGoBaHus K 3aMOIHEHUIO POPMBI HOMEHKJIATYpHhI JCII.

~N N L kW N =

. YCTaHOBJICHHE CPOKOB XPaHEHUS JE.
3anaHus AJ151 CAMOCTOSITEILHOI padoThI.
IloaroroBbTe pasBepHyThie OTBETHI HA BOINIPOCHI.
1. CocraBneHre HOMEHKIATYPBI JEII.
2. ITonroroBka JOKyMEHTOB K MEpeaaye UX Ha apXMBHOE XpaHEHHE.
3. [loaroroBka TOKyMEHTOB K YHUYTOKEHHUIO.
4. TIpotokouel. [TomHas n kpaTkas GopmbI.
5. AKTbl. BUIBI aKTOB.
6. JlokianHbie 3anMcKy. BHeNTHE U BHYTPEHHUE JTOKJIAIHBIE 3aITUCKHU.
7. JlenoBeie muckMa, Gakcel. Buasl mucem.

Tema 6. IlonroroBka nes k apxuBaomy xpanenuro. (ITK-7)
Jlexknus.

3aKOHUYEHHBIE JEJIOMPOU3BOICTBOM JI€ja MOCTOSHHOTO U BpeMeHHOro (cBbliiie 10 neT) XpaHeHus HaXoasATCs
B TedueHue 1-3 meT mo Mecty ux (OpPMHpPOBAHHUsA, a 3aTeM TMOAJIEKAT Iepelrade Ha XpaHEHHWE B apXUB
opranuzainuu. Ilepen nepenaveid B apxuB Jiena JOIDKHBI ObITh JOO(POPMIICHBI M OMHMCAHBI B CHEIMAIbHBIX
y4eTHBIX (hopMax (CHATOUYHBIX OMHUCSIX) B COOTBETCTBUHM C TpeOoBaHusMu DenepalibHOTO ApXHUBHOTO
areHTCTBA.

Jlena BpemeHHOTO cpoka xpaHeHus (1o 10 neT), Kak IpaBuUiIo, B apXUB OPraHU3ALMK IPUHUMAIOTCS TOIBKO
[0 Pa3pelICHUI0 PYKOBOAMUTENSA opraHmsauuu. Ho naxke B 3TOM ciayyae ¢ HUMU HE IPOBOJUTCS Takas
00paboTKa, KOTOPYIO OCYLIECTBIISIOT C JeJIaMU MMOCTOSIHHOTO U BPEMEHHOTO CPOKa XPAaHEHMS: OHH MOTYT
XpaHUTbCS B TeEX TalKaX, B KOTOPBIX OCYHIECTBISUIOCH (pOpMUpOBaHME; JOKYMEHTHI B Jele He
[IEPECUCTEMATU3UPYIOTCS; JIUCThl HE HYMEPYIOTCS; JIMCT-3aBEPUTENIb HE COCTABIIAETCA. YUET Takux Ael
OCYILIECTBIIACTCS TI0 HOMEHKJIAType /1], HOBbIE YUeTHbIE ()OPMBI HE COCTABIISIOTCS.

Jlena mocTosHHOTO U BpeMeHHoro (cBbiiie 10 jeT) XpaHeHusl, a Takke KOHPHUIEHIUATIbHbBIE U 110 TUYHOMY
COCTaBy MOAJIEKAT MOTHOMY O0(DOPMIICHHIO, KOTOPOE MPEIyCMaTPUBAET CIIEIYIOIINE TAIlb.
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1. TIlepecucremaruzamusi JOKyMEHTOB B jeie. JIOKyMeHTBI B Jefie MOAIIMBAIOTCS B MPSIMOM
XPOHOJIOTUYECKOM MOpsiAKe (IO JaTaM MOCTYIUICHHS U MOPSAAKOBBIM HOMEpaM) TakUM 00pa3oM, YTOOBI
NEPBbI JOKYMEHT ObLI B Ha4ajie Jieya; U3 JOKYMEHTOB M3BJIEKAIOTCS BCE METAJUIMYECKUE CKPEIIeHUus (BO
n30eKaHue PIKaBUNHBI).

2. Hymepanus nuctoB znena. B nensx coXpaHHOCTH M 3aKpEIUICHUs NOPSAKA PacIONOKEHHUS T0KyMEHTOB,
BKJIIOUEHHBIX B €710, OHU HYMEPYIOTCSI B pa3BEPHYTOM BHJI€ apaOCKUMH IH(pamMu BaJIOBOM HyMepauueil B
BEPXHEM YIUTy YepHBIM TpadUTOBBIM KapaHIAIIOM WiIH HyMeparopoMm. Dortorpadun, 4epTexu, quarpaMMbl
U Jpyrue WUIIOCTpUpPyEeMble JOKYMEHTHI, MPECTABIAIOMNE OO0 CaMOCTOATENbHBINA JTUCT, HyMEpPYIOTCS
Ha 000pOTHOI CTOPOHE B JIEBOM BepxHeM yriny. [loammuTeie B 170 KOHBEPTHI C BIOKECHUSMHU HYMEPYIOTCS
CIIEAYIOMIMM 00pa30M: CHauaaa HyMepyeTcs KOHBEPT, a 3aTeM O4epeIHbIM HOMEPOM — KaXKI0e BiIokeHHne. B
cilyyae OOHapyXeHHUsi OOJBIIOr0 YKCIa OMMOOK B HyMepalMM MPOU3BOIUTCS MX NepeHymeparus. [Ipu
9TOM CTapble HOMEpa 3a4ePKUBAOTCS ONHON HAKIIOHHOM YEPTOU U PSAZOM CTaBUTCS HOBBIM HOMED.

3. CocraBneHre B HEOOXOAMMBIX CIy4yasiX BHYTPEHHEH OINKCH JOKYMEHTOB Jeja. BHyTpeHHssI omuch
JOJDKHA OBITH B JleNlaX, COAepkKalluX 0co00 IEHHYIO M JIMYHYIO JOKYMEHTALUIO, a TAaKXkKe B CYIEOHBIX U
CIIEJICTBEHHBIX JI€JaX, B JIEJIaX O MPUCYKICHUN YUYEHBIX CTENIEHEN U YUEHBIX 3BaHUI, B J€JIaX Ha aBTOPCKUE
CBHJIETEJILCTBA M NAaTEHTHbIE N300peTeHus U Ap. BHyTpeHHMe onricu HEOOXOAMMBI TaK)Xe, €CIIH 3ar0J0BKH
JIEJ1 HE pacKpBIBAIOT KOHKPETHOE COZIEp KaHNUE TIOKyMEHTOB, Hanpumep «IIpukasbl qupekropa o 0CHOBHOM
nesTenbHOCTHY. PopMa BHYTPEHHEH ONUCH, MOPSAOK €€ COCTABIEHUS PEnIaMEeHTUPYIOTCS OCHOBHBIMU
npaBUjIaMu paboOThl apXMBOB OpraHu3auuii. Bo BHyTpeHHEW OMHUCH COAEp)KATCs CBEACHUS O Jarax H
PETUCTPALIMOHHBIX HOMEpPax JOKYMEHTOB, MX 3arojoBKaX, KOJIMYECTBE JIMCTOB KaKJOrO JOKYMEHTa C
yKa3aHHEM JIMCTOB Jieia. BHyTpeHHss1 ONUCH B IeJie UTPAET POJIb OIABIECHUS, CIIOCOOCTBYET 00€CIECUYCHHIO
COXPaHHOCTH JIOKyMEHTOB. JIMCTBI BHYTPEHHEN ONUCH HYMEPYIOTCSl OTAEIBHO OT JOKYMEHTOB Ji€ja, B €€
KOHIIE COCTaBJIIETCS MTOTOBasi 3alKCh, COAEprKallas WHPOPMALMIO O KOJMYECTBE BKIIIOYCHHBIX B HEE
JOKYMEHTOB JI€JIa U KOJIMYECTBE JIMCTOB CaMOW BHYTPEHHEHN OIUCH.

4. CocraBreHue 3aBepUTEIbHON HaamucH jaena. OHa COCTaBISIETCS MO YCTaHOBIGHHOW (hopme Ha JTr00yIo
€IMHUIly AapXMBHOTO XpaHEHHs M HeoOxoauma Il (QUKCAlMM OCOOEHHOCTEH HyMmepaluu, ydera
KOJIMYECTBA JINCTOB JIeJla M BHYTPEHHEH OMUCH, 0cOOEHHOCTEeW (OopMHUpOBaHUS Jena (HaJu4ue JHCTOB C
HAKJICCHHBIMU JJOKYMEHTaMH, KOHBEPTOB C BIOXKEHUSMHU, WILTIOCTPALMl U 1p.). 3amnpeniaercsi COCTaBIATh
3aBEpUTENIbHYIO HAAMKUCh Ha 000POTE JOKYMEHTOB U CaMOi 00JI0XKKe Jiena.

Bce mocnenyronue u3MeHEHUs: B COCTaBe M COCTOSIHMM Jefia (TOBpEeXIEHHUS, 3aMEeHa MOMJMHHUKOB Ha
KOIIMH, CBEICHUS O MPOBEPKE HAIMYUS U COCTOSHHUHM JieIa, OTMETKM O BblIaue Jelia A UCIOJIb30BaHUS U
Ip.) OTPaXKAIOTCS B 3aBEPUTEIILHOIN HAITUCH.

5. BHeceHue HEOOXOAMMBIX YTOYHEHUH B PEKBH3UTHI OONOXKKM Jeia. YTOYHSIOTCS HaMMEHOBAaHUE
OpraHM3ali U €€ HEMOCPEACTBEHHAs NMOJYMHEHHOCTh Ha MEPUOJ CO3/1aHUs JOKYMEHTOB, BKIIOUEHHBIX B
JIeJ10, 3aTOJIOBOK JeJia (TOMa, YacTH), KpaiiHue 1aThl JOKYMEHTOB JIeJ1a, KOJIMYECTBO JIUCTOB B JIEIIE.

6. IlogmmBka wnnm mnepervier aena. [JOKyMEHTBI MOCTOSIHHOTO CPOKAa XPaHEHUs, COCTABIIAIOIIME JEIIO,
MOJIIITMBAIOTCSL HA YETHIPE MPOKOJIA B TBEPAYIO OOJIOKKY, TpeOoBaHHs K KoTopoil ompeaenensl ['OCT
17914-72 «OONOXKM A€l JUIMTEIbHBIX CPOKOB XpaHEHWs. THUIbI, Pa3HOBHIHOCTH, TEXHHYECKHE
TpeboBanus». Ecnu y opranuzanuu ecTb BO3MOKHOCTb, OHa MOXET OCYIIECTBUTH MeperieT aena. Bee ato
OCYIIECTBIIIETCA TakuM 00pa3oM, 4TOObI OOECHEYUTh BO3MOXKHOCTH CBOOOIHOTO UYTEHHUS TEKCTa BCEX
JIOKYMEHTOB, J1aT, BU3 U PE30JIFOI[UI HA HUX.

Oco00 11eHHbIe TOKYMEHTBI XPAaHATCS B 3aKPBITHIX TBEP/AbIX MaNKax ¢ TPEMs KJIallaHaMHU C 3aBS3KaMU WIH B
KapTOHHBIX (QyTaspax (kopoOkax). Kak mpaBuio, BapuaHT yHaKOBKH JOKYMEHTOB, TMOCTYHAIOMIMX Ha
XpaHEeHHe, ONpeessieTcs TeM HOCUTENEM, Ha KOTOPOM OHHU CO3JaHbl. sl TOKYMEHTOB, OOpPMIISIEMBIX Ha
Oymare cTaHgapTHBIX (opMaroB (Tak OQOPMIISIOTCS B OOJBIIMHCTBE CIIy4aeB JOKYMEHTHI IIOCTOSHHOTO U
BpeMeHHoro (cBbime 10 jet) XpaHeHus), — 3To TBepask KapTOHHAast 00JI0KKa WM 0co0ast marnka.
CobmroneHne yCTaHOBIICHHBIX TIPABHI 00PaOOTKH J1e] UMEET IENbIO:

- 00ecreyuTh COXPAaHHOCTh JOKYMEHTOB, NIEPEeIaBaEMbIX Ha XpPAHEHUE;

NOATOTOBUTH TOJIHOCTBIO Jefla K apXMBHOMY XpaHEHHUIO, TaK KaK apXuB HE JODKEH 3aHUMATbCs
oopmiieHnEM J1eIT; apXUB TOJIBKO JOMHCHIBAET Ha OOJIOXKKE JIe1a apXUBHBIN MHUD.

IIpakTH4eckoe 3aHATHE.
1. DkcnepTr3a HEHHOCTH JOKYMEHTOB.
2. IlogroroBka TOKyMEHTOB K Mepeaaye B apXuUB.
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3. CocraBieHue onucei

4. ITopsigok nepenadyn TOKYMEHTOB Ha XpaHEHUE B apXUB

5. BeimonHeHne paboT 1Mo MPOBEACHUIO IKCIIEPTU3BI U 0(hOPMIICHHUIO €€ Pe3yIIbTaTOB.
3ajanus 1J151 CAMOCTOSITEJIbHOM PadoThlI.

IloaroroBbTe pa3BepHyThHIE OTBETHI HA BONPOCHI.

. OCHOBHBIE ATaMbI MOATOTOBKA [ K apXUBHOMY XPaHEHHUIO.

. IIpouienypa sxcnepTrssl IEHHOCTU JOKYMEHTOB.

. Opopmnenue nei.

. Odbopmnenue onucu nem.

. CocraBieHue aKTa O BBIICICHUU /1]l K YHUUTOXKEHHUIO.

AN N kW -

. OcobeHHOCTH TIepeiauu /1 B apXUB.

Tema 7. Opranu3anus padoThbl ¢ JOKYMEHTHPOBAHHOI HHGOpManeil OrPpAHNYEHHOI0 10CTYy A,
(IIK-7)
Jlekumus.
Jro0Oas opranmzanms (yu4pexaeHHe) He 3aBUCUMO OT (hOpMBI COOCTBEHHOCTH M OpTraHU3aIIMOHHO-TIPABOBOM
dbopMBbl sIBIIeTCA BIAAENblEM JIOKYMEHTHPOBAaHHOW HHGOpManuu M JO0JDKHA NPUHUMAaTh MEphl MO ee
OXpaHe B COOTBETCTBHHM C 3aKOHOAATENICTBOM Poccuiickoit deneparumu.
OrpannyeHue J0CTyna K JOKYMEHTHPOBAHHOM MH(OPMAIMHK - 3TO 3allUTa CIIy>KEOHOM MM KOMMEpPYECKOM
JOKYMEHTHUPOBAaHHOM HMH(OpMAIMM OT HEMPaBOMEPHOrO OOpaIIeHHs, KOTOPOE MOXET HAaHECTH YIIepo
opranuzanyu (y4pexIeHHI0) - COOCTBEHHHKAM, BIIaJeIIbIaM, TOIb30BaTEIIsIM.
[Ipu opranuzanumu paboOThl C JTOKyMEHTaMHU OTPAaHHYEHHOTO JOCTYNa HEOOXOIUMO PYKOBOJICTBOBATHCA
CJIEYIOIMMU HOPMATUBHBIMU aKTaMHu:
3akoH Poccuiickoit @eneparuu ot 21 uronsg 1993 roma Ne 5485-1 «O rocynapcTBeHHOM TaliHE)
3axon Poccuiickoit @eneparu ot 20 depans 1995 rona Ne 24-d3 "O6 unpopmanuu, nHGopMaTu3auuu 1
3amure nHpopmarm”
Vka3 [lpesunenta Poccuiickoit ¢enepanuu ot 6 mapra 1997 roma Ne 186 "OO yTBepkKIeHHM NEpEUHS
CBeJIeHHH KOH(UACHIMAIBHOTO Xapakrepa"
Vka3 Ilpesunenra Poccuiickoit @enepanuu ot 24 guBaps 1998 roma Ne 64 "O nepeuHe cBenaeHuid,
OTHECEHHBIX K FOCYIapCTBEHHON TaliHe"
[Tocranosnenue IlpaBurensctBa Poccuiickort ®demepammu 5 gexadps 1991 roma Ne 35 "O mnepeune
CBE/ICHUH, KOTOPBIE HE MOT'YT COCTABJIATh KOMMEPUECKYIO TaliHy"
[Tocranosnenune IlpaButensctBa Poccuiickoit ®demepammu ot 4 ceHtsops 1995 roma Ne 870 "OO6
yTBep)kAeHUM IIpaBui OTHECEHHWS CBEINEHMM, COCTaBISAIOLIMX TOCYIApPCTBEHHYIO TailHy, K pa3In4HbIM
CTENEHSIM CEeKpPETHOCTH".
JlokymeHTHpOBaHHAass HH(pOpMaIUs (JOKYMEHTBI) C OTPAaHUYCHHBIM JOCTYIIOM B COOTBETCTBUU C 1.2 CT.10
®enepanpHoro 3akoHa "OO0 wHboOpmaruu, WHOPMATHU3AIMK W 3aIKUTe HHPOPMAUU' 10 YCIOBUSIM
MIPABOBOT'0 peXHUMa MoJipa3AessieTcs Ha 1Ba BUa:
uH(pOpMaLus, OTHECEHHAs! K TOCYIapCTBEHHON TaiHe;
nHpopmarus KoHPUACHITHATbHAS.
Opranuzanust paboTsl C JOKYMEHTaMH, KOTOPbIE OTHECEHBI K TOCYAapCTBEHHON TalHBI.
[Topsimok oTHECEHHS] JOKYMEHTOB K TOCYIApCTBEHHOW TaillHE OCYHIECTBIISIETCS B COOTBETCTBUHU C 3aKOHOM
Poccuiickoit @enepanmu ot 21 wuronsg 1993 . Ne 5485-1 "O rocymapcTBeHHO# TaliHe", B KOTOpPOM
YCTaHOBJIEHBI TPU CTENEHU CEKPETHOCTH:
* 0c000M BaXKHOCTH,
* COBEPILIEHHO CEKPETHO;
* CEKPETHO.
[lopsamox oOTHeceHHs] JOKYMEHTOB K pPAa3IMYHBIM CTENEHSM CEKPETHOCTH perlaMeHTHpYyeTcs
[TocranoBnenuem IlpaButenscTBa Poccmiickori ®eneparun ot 4 centsiops 1995 . Ne 870 "OO6
YTBEPKIACHUM MpPaBWJI OTHECEHMS CBEICHMI, COCTABISAIOIIMX TOCYJAapCTBEHHYIO TaifHy, K pa3jIM4HbIM
CTEIEHSIM CEKPETHOCTH'".
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Vkazom [Ipesunenta Poccuiickoit ®@eneparn ot 30 HOsOps 1995 . Ne 1203 "OO6 yTBep»KA€HUU MEPEUHS
CBEJICHH, OTHECEHHBIX K TOCYapCTBEHHOM TaiiHe" OBbLI yTBEp)KIEH IepeyeHb, KOTOPHIH BKIIOYHI B ceOs
HaVMEHOBAaHMs TOCYNApCTBEHHBIX OPraHOB, HAJEJICHHBIX IIOJIHOMOYMSAMH II0 PACIPOCTPAHEHUIO 3THUX
CBEJICHUU.

[Tox rocynapcTBeHHON TaifHOM MOHUMAIOTCS 3alUIAEMble TOCYAaPCTBOM CBEICHHUS - B BOCHHOM 001acTH, B
00/laCTM SKOHOMHUKH, HAyKM W TEXHHKH, B OOJAacTH BHEUIHEH MOJUTUKM W 3KOHOMHKH, B 001acTH
pa3BenbIBATEIbHOM, KOHTPPA3BEAbIBATECILHON U ONIEPATUBHO- PO3BICKHON EATEIbHOCTH, PACIIPOCTPAHCHUE
KOTOPBIX MOXET HaHecTH yuiepd 6e3onacHocTu Poccuiickoii @eneparui.

K rocynapctBeHHOIi TaiiHe MOXKET ObITh OTHECEH BEeChMa IIMPOKHUI KPYT CBECHUMN, KacaroIuXcs Bcex cdep
00I1IeCTBEHHOH M TrOCy1apCTBEHHOH Ku3HU. [IpH pemeHnn Bonpoca 00 OTHECEHUH TeX MM MHBIX CBEICHHN
K TOCYJapCTBEHHOH TailHe, NOJKHOCTHBIE JIMLA, HAJEJIEHHbIE TAaKUM IPAaBOM, JOJKHBI YUUTHIBaThb, UTO
OIIpENIETICHHBIE CBEJICHUSI HE MOTYT SIBIISIThCSI TOCYAAapCTBEHHON TaiiHON. B crarbe 7 3akona Poccuiickoit
@Denepannn "O rocyrapcTBEHHOM TaliHe" yKa3bIBalOTCS CBEACHMSI, KOTOPbIE HE MOUIEKAT 3aCEKPEUNBAHUIO:
* 0 Ype3BbIUANHBIX MPOUCHIECTBUAX U KaTacTpodax, yrposkaromux 0e30MacHOCTH U 30POBbIO TPaKJIaH, U
UX MOCJECTBUSAX;
* 0 CTUXMUHBIX OEICTBUAX U UX O(QUIMATBHBIX IPOrHO3aX U MOCIEICTBHAX;
* 0 COCTOSIHMM 3KOJIOT'MH, 3[JpaBOOXPAHEHUs, CAHUTAPUH, AeMorpaguu, o0pa3oBaHus, KYJIbTypbl, CEIbCKOTO
XO341CTBA U COCTOSIHUH ITPECTYITHOCTH;
* O IPUBUWJIETHUAX, KOMIICHCALUAX U JIBIOTaX, MPEIOCTaBIEMbIX TOCYqapCTBOM;
* 0 (pakTax HapyIlIEHUs MpaB U CBOOO]] YEIIOBEKA,
* 0 pa3Mepe 30JI0TOTO 3aIaca U TOCYIapCTBEHHBIX BAIIOTHBIX PE3€pPBax;
* 0 COCTOSIHMHM 3/10pOBbs BBICIINX JOJKHOCTHBIX Jul Poccuy;
* 0 (paKTax HapyIIEHUs 3aKOHHOCTHU FOCYyAAPCTBEHHBIMU OPraHaMM U MX JOJIKHOCTHBIMU JIUIIAMH.
OpraHu3annoHHbIe, TOKYMEHTALMOHHBIE M WH(OPMALMOHHBIE TEXHOJOTHU MO paboTe CO CBEACHMSAMH,
OTHOCSIIIMMHUCS K TOCYJapCTBEHHOH TaliHe n3ioxkeHsl B 3akoHe Poccuiickoit ®eneparuu ot 21 nrons 1993
roga Ne 5485-1 "O rocynmapctBenHoi Ttaiine". B coorBerctBuu ¢ IlocranoBinenuem IlpaButenbcTBa
Poccuiickoit ®@enepanuu ot 28 okTsa6ps 1995r Ne 1050 "O6 yrBepxnaeHun MHCTPYKIMH O TOpSIKE
JocTyla JOJDKHOCTHBIX JIMI[ M TpaxnaaH Poccuiickoit denepanuy K TOCylapCTBEHHOM TailiHe" IOIycCK
rpaXkJiaH K roCy1apCTBEHHO! TaifHe OCYIECTBIAETCS B 10OPOBOIBLHOM MOPSIKE U MIPEAyCMaTPUBACT:

IpUHATHE Ha ceOs 00s3aTenbCTB NEpeA TOCyAapCTBOM IO HEPACIpPOCTPAHEHUIO [OBEPEHHBIX WM
CBEJICHUH, COCTABJIAIOIINX FOCYAAPCTBEHHYIO TallHY; COINIACHE HAa YaCTUYHBIC BPEMECHHBIEC OTPAaHUYEHUS UX
MpaB B COOTBETCTBUU ¢ 3akOHOM "O rocynapCcTBeHHOU TaliHe";

IIMCbMEHHOE COIJIaCME Ha IPOBEACHHE B OTHOLUIEHUWM WX IIOJIHOMOYHBIMH OpraHaMu IPOBEPOUYHBIX
MEpOIPHUATHH;

O3HAaKOMJICHHE C HOpMaMH 3akoHozarenbcTBa Poccuiickor denepanuu 0 TocyqapCTBEHHOW TalHe,
IIpelyCMaTPUBAIOIIMMH OTBETCTBEHHOCTD 3a €r0 HApPYILEHUE;
* IPUHATHE COOTBETCTBYIOIIETO PEIICHHS PYKOBOAMTEIEM OpraHU3alMy O JOIMycke 0(hopMIIIeMOro Jula K
rOCyJapCTBEHHOM TailHE.
B3aumMHble 00s3aTenbeTBa AAMUHUCTPALIME OPTaHU3AUH U 0(OPMIISIEMOT0 JIMLA OTPAXKAIOTCS B TPYAOBOM
noroBope (koHTpakte). [IpuumHBl OTKa3za paOOTHUKY B JIONMYCKEe K TOCYAapCTBEHHOM TailHe yKa3aHbl B
cratbe 22 3akoHa Poccuiickoit ®enepanuu "O rocynapcTBeHHOM TaliHe".
Pemienne 06 oTka3e B AONMyCKe K TOCYJapCTBEHHOH TailHE NMPUHHUMAETCsl PyKOBOAMTEIEM OpraHM3alliu B
VWHIVBUAYAJIBHOM IOPSAAKE C YYETOM PE3YJIBTaTOB IIPOBEPOYHBIX MEPONPUATUH. | paXknaHNH MMeEeT IpaBo
00’kaJ10BaTh 3TO PEIIEHUE B BHIIIECTOSIIY0 OPraHU3alHIO WIH B CY[I.
[IpaBuna paboOTBl JOKYMEHTaMM, OTHECEHHBIMH K TOCYIApCTBEHHOM TaiiHe, B YUYPESKICHUAX H
OpraHM3alMsIX ONpPENEseTCs CIEeUUaNIbHBIMU MUHCTPYKLIMSAMH U IOJIOKEHUSIMU, KOTOPbIE UMEIOT OJHY U3
CTEIIEHEN CEKPETHOCTH.

IIpakTnyeckoe 3ansATHE.

1. Opranuzanust paboThl C JOKYMEHTaMH, KOTOPbIE OTHECEHBI K TOCYAapCTBEHHON TaifHe.
2. HopmaruBHas periaMeHTalus MopsiKka OTHECEHUS IOKYMEHTOB K TOCYAapCTBEHHOW TailHE.
3. Opranu3zanust paboThl C JOKYMEHTaMH, COACPKAIUMH KOH(PUICHINATbHYI0 HH(OpMAIIHIO.
4. IlpaBa noctyna Kk KOH(pUIEHINATBHBIM JOKYMEHTAM OpraHU3alHH.
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3ananus 1J151 CAMOCTOSITEILHOI padoThI.
IMoaroroBbTe pa3BepHyThIe OTBETHI HA BONPOCHI:
1. Opranuzanust paboThl C TOKYMEHTaMH, KOTOPbIE OTHOCATCS K TOCYJapCTBCHHOM TaiiHe.
2. Opranuzanuus paboTsl ¢ JOKyMEHTaMHU, COAepKaIUMU KOH(PHUIEHIUATbHYIO0 HH(OPMAIHUIO.
3. IlpaBa noctyna Kk KOH(QUICHIUATBHBIM JJOKYMEHTAaM OpraHU3alHH.
4. IIpuem u peructpanusi KOHQUACHIUATIBHBIX TOKYMEHTOB.
5. Ileyats, pa3MHOKEHUE U PACCHIIKA KOH(PUICHIIMATBHBIX JOKYMEHTOB.
6. ['pynnupoBKa UCIIOTHSAEMBIX JOKYMEHTOB B JI€JIa.
7. Uctionb30BaHME JOKYMEHTOB, /1€ U u3nanuil. CHATHe ¢ aen rpuda orpaHudeHus 10CTyna.

4. Konrpoab 3HaHMI 00y4alOLINXCS M THIIOBbIE OLICHOYHbIE CPEICTBA
4.1. Pactipenenenue 0auioB:

5 cemecTp
* mocemnraemocts — 10 GammoB
*  TEKyIHUHd KOHTPOJIbL — 70 OamioB
*  KOHTPOJIBHBIEC Cpe3bl — 2 cpe3a mo 10 6amioB KaKabIi
* mpeMuanbHbIE OauThl — 20 6aIoB

Pacrnipenenenre 6aJiioB 10 3aaHMSIM:

No  [HaszBanue tembl | DopMbl Max. MeTtoauka mpoBeICHUS 3aHATUS U OLICHKU
Te | /BHJ y4eOHOH |TEKyIEro | KoJI-BO
MBI paboThI KOHTpoJist | 0asuioB

/ cpe3sl




IlTonsatue n
npaBoBast
peramMeHTanus
JIEJOMPOU3BOJIC
TBA.

YCcTHEIN
orpoc

10

VYeTHBIE OMpocC MOKET NPUMEHATHCS B Pa3iMyHBIX  (QopMax:
(poHTaNbHBIN, WHAWBUAYaAIbHBIA, KOMOMHUpPOBaHHBIH. OCHOBHBIE
Ka4yecTBa yCTHOTO OTBETA MOJJIEXKAILETO OLEHKE:

- IPaBWJIBHOCTH OTBETA 110 COAEP)KAHUIO;

- IOJTHOTA W TITyOMHA OTBETA;

- CO3HATEIBHOCTh OTBETA;

- JIOTHKa U3JI0KEHUSI MaTepuaa;

- palMOHANBHOCThH HCIIOJB30BaHHBIX MIPUEMOB U CIOCOOOB peIICHUS
MOCTaBJICHHON y4eOHOH 3a/1auu;

- CBOEBPEMEHHOCTh M 3(PPEKTHBHOCTb HCHONb30BaHMS HATJISIHBIX
MOCOOMH M TEXHUUECKUX CPEACTB IPU OTBETE;

- HCIIOJIb30BaHME JTOTIOJIHUTEIBHOTO MaTepuana;

-  palMOHAIBHOCTh HCIOJNB30BAHHUA BpPEMEHH, OTBEJEHHOTO Ha
3aJlaHueE.

10-8 0ammoB — CTYOEHT yMEET COMOCTaBUTH MOJIYYECHHYIO IIpH
MOATOTOBKE K MPAKTHUYECKOMY 3aHATHIO MH(POPMALUIO, CPAaBHUBATH
pasHble TOYKH 3pEHHs Ha aHAIM3UPYEMYIO MpOOJeMy, YMETh UYETKO
(opMynHpoOBaTh CBOM BOIPOCH M OTBEUaTh Ha 3a/JaBacMblec EMy
BOIPOCHI, BECTH JAHUCKYCCHIO C HCIIOJB30BaHUEM CIIEHUATBHON
TEPMHUHOJIOTHU.

7-6 GanIoB- CTYICHT yMEET MPUMEHSTH MOTYYCHHYIO [IPHU MOATOTOBKE
K MIPaKTUYECKOMY 3aHATHIO HHPOPMAIIHIO, OTBEYATh HA OOIBIINHCTBO
BOIIPOCOB,  BECTH JUCKYCCHIO C HCIOJIB30BAHUEM CIENHaIbHON
TEPMHUHOJIOTUN

4-3 6ayIoB — CTYACHT BJaJeeT TEOPETHUECKUM MaTepHajoM MO TeMe
MPaKTUYECKOTO 3aHATHSA, HWHOTAA 3aTpyiHsAETCS IIpU OTBETE Ha
BOMPOCHI, HE yMeeT CQOPMYIMPOBaTh CBOIO TOYKY 3pEHHUS Ha
o0cyxmaeMyto pooiemy.

2 Oamia — cTygeHT cnabo OpHEHTHUPYETCS B TEOPETHYECKOM
MaTepuane, He 3HaKOM C 3aKOHOJAaTelIbCTBOM, HE MOKET OTBETHTH Ha
OOJIBIIIMHCTBO U3 MOCTABJICHHBIX BOIPOCOB.

1 ©anm —CTyAeHT He MOXKET CaMOCTOSITEIbHO OTBETUTH Ha BOIPOCHI
MIperoaBaTeis, HO OTBEYAET Ha HaBOJALINE BOIIPOCHI 1O TEME.

Ecnu ctyneHt He BnazeeT mpoOieMaTHKOW MPakTHYECKOTO 3aHsTHS,
HE MOXET OTBeYaTb Ha BOINPOCH], 3a4UTHIBAET OTBET IO
Hale4aTaHHOMY TEKCTY — OTBET OaJylaMH HE OLICHUBACTCH.

15



JlokymeHTHpOBa
HHE
yIpaBIIEHIECKO
i
JeSITeTbHOCTH.

Cobeceno
BaHUE

CobecenoBanue npeAIoaracT OpraHu3aluio Oecebl MpenogaBaTesis
CO CTYAEHTaMH IO BOTIPOCaM MPAaKTUUECKOTO 3aHATHSA C LENbIo Oosee
OOCTOSITENBHOTO BBISIBICHUS WX 3HAHHWH 10 ONPEACICHHOMY Pa3ieny,
Teme, mpodieMe U T.II. Bce WieHsl Ipymmbsl MOTYT y4acTBOBaTh B
o0CyXJeHnu, n00aBisATh HH(OpMaNWio, AUCKYTUPOBAaTh, 3a/JaBaTb
BOIIPOCHI U T.1{

OcCHOBHBIE KauecTBa YCTHOTO OTBETA MOAJICKAIIETO OLICHKE!

- IPaBUWJIBHOCTH OTBETA IO COACPIKaHUIO;

- IOJTHOTA W TITyOMHA OTBETA;

- CO3HATENBFHOCTh OTBETA;

- JIOTHKa U3JI0KEHUSI MaTepuaa;

- palMOHANBHOCThH HCIIOJIB30BaHHBIX MIPUEMOB U CIOCOOOB peIICHUS
MOCTaBJICHHOW y4eOHOH 3a/1auu;

- CBOEBPEMEHHOCTh M 3(PPEKTHBHOCTb HCIHONb30BaHMS HATJISIHBIX
MOCOOMH M TEXHUUECKUX CPEACTB IPU OTBETE;

- MCTIOJIBb30BaHKE JIOTOHUTEIBHOTO MaTepuana;

- pauMOHATBHOCTH UCIONB30BAHUS BPEMEHH, OTBEIACHHOIO Ha
3aJaHue.

5 OaIoB — CTYIEHT YMEET COINOCTAaBUTh MOMYyYCHHYIO TIpH
MOATOTOBKE K MPAKTHUYECKOMY 3aHATHIO MH(POPMALUIO, CPaBHUBATH
pasHble TOYKH 3pEHHs Ha aHAIM3UPYEMYIO MPOOJeMYy, YMETh UYETKO
(opMynHpoBaTh CBOM BOIPOCH M OTBEUaTb Ha 3a/JaBacMblec EMy
BONPOCHI, BECTH MAHMCKYCCHUIO C HCIOJNb30BaHUEM CIICUATbHON
TEPMUHOJIOTHH.

4 Ganna - CTyAEHT yMeeT MPUMEHSATh TOIYyYEeHHYIO [IPH MOATOTOBKE K
MPaKTUIECKOMY 3aHSATHIO MHQOPMAIMIO, OTBEYaTh Ha OOJBIIMHCTBO
BONPOCOB, BECTU JUCKYCCHIO C HCIOJBb30BAaHHEM CIICHUATBbHON
TEPMUHOJIOTUHT

3 Oamya — CTYIEHT BiaJeeT TEOPETHYECKUM MAaTepUalIOM IO TeMe
MPaKTUYECKOTO 3aHATUS, WHOTAA 3aTPyAHSETCSl IMpH OTBETE Ha
BONPOCHI, HE YMeeT CQOPMYIMPOBaTh CBOIO TOYKY 3pEHHUS Ha
o0cyxmaeMyto pooiemy.

2 Oamia — cTygeHT cnabo OpPHEHTHUPYETCS B TEOPETHYECKOM
Marepuaie, He 3HaKOM C 3aKOHOJATeIbCTBOM, HE MOXKET OTBETUTh Ha
OOJIBIIIMHCTBO U3 MOCTABJICHHBIX BOIIPOCOB.

1 Gayn — CTyAEHT HE MOXKET CAMOCTOSITEIFHO OTBETUTH HA BOIIPOCHI
npernoaaBaTessi, HO OTBEYACT Ha HABOJIIUE BOIPOCHI 1O TEME.

Ecnu ctyneHt He BnazeeT mpoOieMaTHKOW MPakTHYECKOTO 3aHSTHS,
HE MOXET OTBeYaTb Ha BOINPOCHI, 3a4YUTHIBAET OTBET 110
Hale4aTaHHOMY TEKCTY — OTBET OaJylaMH HE OLICHUBACTCH.
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Pegepar

10

VYcTHOE BBHICTYNJIGHHWE aBTOpa MO pesyabraraM Jokiana/pedepara
COCPEJOTOYEHO Ha MNPUHIWIHNAIBHBIX BOMpOCaX, TaKUX Kak:
aKTyaJIbHOCTh TEMBI HCCIICIOBAHUS; METOAOJNIOTHUECKUH amnmapar u
OCHOBHBIE HAy4YHBIC MOIXOAbl (LIKOJBI), 3aHUMABIIHUECS PEIICHHEM
BOIIPOCOB; HOBM3Ha  PabOTHI u OCHOBHBIE BBIBOJIBI,
chopMyIHpPOBaHHBIE B XO€ U3yUEHHS MaTepuaa.

WnpuBuayaneHasl 3aliMTa IMPEAONaraeT PacKphITHE JHYHOCTHOTO
acriekTa aBTopa JAokinana/pedepara B xone pabOThl Hal TEMOM.
Heo6xomumo o00ocHOBaTe BHIOOpP TEMBI M NPHBECTH COOCTBEHHBIE
METOIBl W CHOocoObl paboThl Haa MpoOJIEeMOW, BHIHECEHHOH B
3ariaBue. [IpuBeleHB OpUTMHANBHBIE HAXOIKH, COOCTBEHHBIE
CY)KOCHMs, HWHTEpecHble (akThl W HIEH, IOJYYCHHBIE B XOJC
pa3paboTku Matepuana. B mokmage OomkHAa OBITH  OTpakeHa
JUYHOCTHAs 3HAYMMOCTh TMPOACTaHHOW pabOTBl W  HAMEYEHBI
MEPCIEKTUBEI MPOIOKEHHS MCCIIeIOBAHUSL. BozmoxHBI
Mpe3eHTaINH, Pa3AaTOUYHBIH MaTeprall, CIalasl U T.1.

10 - 9 GanymoB — CTYOEHT TPaMOTHO BBICTPaMBaeT JIOTHKY CBOETO
JOKJIaza o MarepuaiaM pedepara, pacKpbIBaeT TeMy HUCCIIe0BaHUs,
ONUpAsCh HA PE3YyIbTaThl TEOPETHYECKHMX W  SMIUPUYECCKUX
WCCIICIOBAaHUN COBPEMEHHOW HAyKHd U 3aKOHOJATENILCTBA B cdepe
MPaBOBBIX OTHOWICHWH TOCIEOHHUX 3-5 JeT, JeMOHCTPHPYET
OpUTHMHANbHBIE HAXONKA B PpEHICHWH NpOOJEMBI, HaMedeHBI
MEPCHEKTUBBl  UCCIENOBAaHUS, MPOJEMOHCTPHPOBAHBI  XOPOILIUE
OpaTopcKhe  CIOCOOHOCTH,  BBICTYIUICHHE  CONPOBOXKAAETCS
Mpe3eHTaleld IMOMYYCHHBIX pPEe3yJbTaroB. [paMOTHBIE OTBETHI Ha
JOTIOJTHUTENILHBIE BOMPOCHI.

8 - 7 0amnoB - CTYAEGHT TPaMOTHO BBICTPaMBaeT JIOTHKY CBOETO
JOKJIaza o MarepuainaM pedepara, pacKpbIBaeT TeMy HUCCIIeJOBaHUs,
ONUPAsCh Ha PE3yJbTaThl TEOPETHYECKUX WM SMIHUPUICCKUX
WCCIICIOBAHUN TOCIEOHUX S5 JIeT, JAEMOHCTPUPYET OTACIbHBIE
OpUTMHANbHBIE HAaXOAKH B PEIICHUH MPOOJEMbI, MEPCIEKTUBBI
HCCIIEIOBAHUS HaMEYCHBI OT/AEIbHBIMU LITPUXaMH,
MPOIEMOHCTPUPOBAHEl ~ XOPOIIME  OpaTOpCKUE  CHOCOOHOCTH,
BBICTYIUICHHE  COINPOBOXKIACTCA  MPE3EHTAUMed  MOJyYeHHBIX
pesynbratoB.  [laHbl ~ TpaMOTHBIE  OTBETHl HA  OTHENbHBIC
JOTIOJTHUTENIbHBIE BOITPOCHI

6 - 5 OamoB - JIOTMKAa BBICTYIUIGHHS B OTHCNBHBIX MecCTax
HapylmaeTcs, TeMa HCCICAOBaHHUs PpAacKpbIBACTCS, OMUPAsSCh Ha
pe3ysbTaThl TEOPETUYECKUX HCCIEJOBAaHUI COBPEMEHHOH HayKH
nocnenHux 10 JeT, OTCYyTCTBYIOT OPUTHHAIILHBIE HAXOJKH B PEIICHUH
npoOieMbl, TMEPCHEKTUBBI HCCIEAOBAaHUA HAMEUYEHBl ITYHKTHPHO,
MPONEMOHCTPUPOBAHBl ~ CpPEIHHUE  OpPATOPCKUE  CIOCOOHOCTH,
BBICTYIUICHHE  COINPOBOXKIACTCA  MpE3eHTAUMed  MOJyYeHHBIX
PE3yJIbTaTOB, OTBETHI HA BOIPOCH! TPEOYIOT YTOUHCHHS.

4 - 3 Ganna — IpencTaBiCHHbBIC PE3yJbTAaThl B Macce CBOCH He HOBBI,
OTBET MPEACTABISIET COOOH MPOCTOE 3aYUTHIBAHUE TEKCTA, OTACIbHBIE
OTBETHI Ha JIOTIOJIHUTEIILHBIE BOMPOCHI TPEOYIOT YTOUHEHHUS

2 - 1 Gamn - mpeAcTaBIEHHBIE PE3YyNbTaThl B Macce CBOCH HE HOBHI,
OTBET MPEACTABISET COOOH MPOCTOE 3aYMTHIBAHUE TEKCTA, CTYICHT HE
MOXET J1aTh OTBETHI Ha JONOJTHUTENbHBIE BOIPOCHI.
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CobecenoBanue npeAIoaracT OpraHu3aluio Oecebl MpenogaBaTesis
CO CTYAEHTaMH IO BOTIPOCaM MPAaKTUUECKOTO 3aHATHSA C LENbIo Oosee
OOCTOSITENBHOTO BBISIBICHUS WX 3HAHHWH 10 ONPEACICHHOMY Pa3ieny,
Teme, mpodieMe U T.II. Bce WieHsl Ipymmbsl MOTYT y4acTBOBaTh B
o0CyXJeHnu, n00aBisATh HH(OpMaNWio, AUCKYTUPOBAaTh, 3a/JaBaTb
BOIIPOCHI U T.1{

OcCHOBHBIE KauecTBa YCTHOTO OTBETA MOAJICKAIIETO OLICHKE!

- IPaBUWJIBHOCTH OTBETA IO COACPIKaHUIO;

- IOJTHOTA W TITyOMHA OTBETA;

- CO3HATENBFHOCTh OTBETA;

- JIOTHKa U3JI0KEHUSI MaTepuaa;

- palMOHANBHOCThH HCIIOJIB30BaHHBIX MIPUEMOB U CIOCOOOB peIICHUS
MOCTaBJICHHOW y4eOHOH 3a/1auu;

- CBOEBPEMEHHOCTh M 3(PPEKTHBHOCTb HCIHONb30BaHMS HATJISIHBIX
MOCOOMH M TEXHUUECKUX CPEACTB IPU OTBETE;

- MCTIOJIBb30BaHKE JIOTOHUTEIBHOTO MaTepuana;

- pauMOHATBHOCTH UCIONB30BAHUS BPEMEHH, OTBEIACHHOIO Ha
3aJaHue.

10-8 0ammoB — CTYOGHT yMEET COMOCTaBUTh MOJIYYEHHYIO IIpH
MOATOTOBKE K MPAKTHUYECKOMY 3aHATHIO MH(POPMALUIO, CPaBHUBATH
pasHble TOYKH 3pEHHs Ha aHAIM3UPYEMYIO MPOOJeMYy, YMETh UYETKO
(opMynHpoBaTh CBOM BOIPOCH M OTBEUaTb Ha 3a/JaBacMblec EMy
BONPOCHI, BECTH MAHMCKYCCHUIO C HCIOJNb30BaHUEM CIICUATbHON
TEPMUHOJIOTHH.

7-5 0amnoB - CTYOGHT yMeeT MNPHUMEHATh IONYyYEeHHYI0 MpH
MOATOTOBKE K MPAKTUYECKOMY 3aHSATHIO WH(POPMAIUIO, OTBEYaTh Ha
OOJIBIIMHCTBO BOMPOCOB, BECTH ITUCKYCCHIO C HCIIOJIb30BaHUEM
CHeLUAIbHON TEPMHUHOJIOTHU

4-3 GayIoB — CTYIACHT BJaJeeT TEOPETHUECKUM MaTepHajoM MO TeMe
MPaKTUYECKOTO 3aHATUS, WHOTAA 3aTPyAHSETCSl IMpH OTBETE Ha
BONPOCHI, HE YMeeT CQOPMYIMPOBaTh CBOIO TOYKY 3pEHHUS Ha
o0cyxmaeMyto pooiemy.

2 Oamia — cTygeHT cnabo OpPHEHTHUPYETCS B TEOPETHYECKOM
Marepuaie, He 3HaKOM C 3aKOHOJATeIbCTBOM, HE MOXKET OTBETUTh Ha
OOJIBIIIMHCTBO U3 MOCTABJICHHBIX BOIIPOCOB.

1 Gayn — CTyAEHT HE MOXKET CAMOCTOSITEIFHO OTBETUTH HA BOIIPOCHI
npernoaaBaTessi, HO OTBEYACT Ha HABOJIIUE BOIPOCHI 1O TEME.

Ecnu ctyneHt He BnazeeT mpoOieMaTHKOW MPakTHYECKOTO 3aHSTHS,
HE MOXET OTBeYaTb Ha BOINPOCHI, 3a4YUTHIBAET OTBET 110
Hale4aTaHHOMY TEKCTY — OTBET OaJylaMH HE OLICHUBACTCH.

Pemenne
3ama4

CTyneHTsl B paMKaX CaMOCTOSITEIbHON pabOThI B MaJIbIX rpymmax (5
Ye.)

pemaoT 3a7aqu, TO €CTh pa3pemaloT NpoOIeMHbIe CUTYalluu C SIBHO
3aJJaHHBIMU TEISIMA Ha OCHOBE TEOPETHYECKUX 3HAHWUA W 3HAHUSA
3aKOHO/ATENbCTBA.

4 Ganna CTaBUTCS, €CIIH BCE MOCTABIEHHBIC 33/Ia49M PEIICHBI BEPHO.
ApryMeHTalusi OCHOBaHA Ha 3HAHUM 3aKOHO/ATENIbCTBA U MPAKTUKU
€ro MPUMEHEHHSI.

3 Oamna CTaBUTCS, €CJIM 3aJadd pPEIICHBl BEPHO, HO HMEIOTCS
MpoOJIeMBI ¢ apryMeHTaluel, CBI3aHHbIe C OTCYTCTBHEM 3HAHHUN I10
MpaKTHKEe TPUMEHEHUS 3aKOHOAATENbCTBA, PEIICHUS TPABOBBIX
KOJUJIU3HH.

2 Gamna craBsaTcs, ecnu pemeHo 50 u MeHee % TpeACTaBIEHHBIX
3aad.

1 Gamn craBuTCA, ecnd UMEIOTCS OomMOKK B pemiernu 6omnee 50 %
MIpEICTABICHHBIX 3a/ad.

Banipl HAYUCHAIOTCS KQXKIOMY YJIeHY TPYIIIBL.
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Opranuzanus
paboTsI €
JOKyMEHTaMH.

YCcTHEIN
orpoc

VYeTHBIE OMpocC MOKET NPUMEHATHCS B Pa3iMyHBIX  (QopMax:
(poHTaNbHBIN, WHAWBUAYaAIbHBIA, KOMOMHUpPOBaHHBIH. OCHOBHBIE
Ka4yecTBa yCTHOTO OTBETA MOJJIEXKAILETO OLEHKE:

- IPaBWJIBHOCTH OTBETA 110 COAEP)KAHUIO;

- IOJTHOTA W TITyOMHA OTBETA;

- CO3HATEIBHOCTh OTBETA;

- JIOTHKa U3JI0KEHUSI MaTepuaa;

- palMOHANBHOCThH HCIIOJB30BaHHBIX MIPUEMOB U CIOCOOOB peIICHUS
MOCTaBJICHHON y4eOHOH 3a/1auu;

- CBOEBPEMEHHOCTh M 3(PPEKTHBHOCTb HCHONb30BaHMS HATJISIHBIX
MOCOOMH M TEXHUUECKUX CPEACTB IPU OTBETE;

- HCIIOJIb30BaHME JTOTIOJIHUTEIBHOTO MaTepuana;

-  palMOHAIBHOCTh HCIOJNB30BAHHUA BpPEMEHH, OTBEJEHHOTO Ha
3aJlaHueE.

5 OaIoB — CTYIEHT YMEET COINOCTAaBUTh MOMYyYCHHYIO TIpH
MOATOTOBKE K MPAKTHUYECKOMY 3aHATHIO MH(POPMALUIO, CPAaBHUBATH
pasHble TOYKH 3pEHHs Ha aHAIM3UPYEMYIO MpOOJeMy, YMETh UYETKO
(opMynHpoOBaTh CBOM BOIPOCH M OTBEUaTh Ha 3a/JaBacMblec EMy
BOIPOCHI, BECTH JAHUCKYCCHIO C HCIIOJB30BaHUEM CIIEHUATBHON
TEPMHUHOJIOTHU.

4 Ganna - CTyAEHT yMeeT MPUMEHSATh TOIYyYEHHYIO [IPH MOATOTOBKE K
MPaKTUYECKOMY 3aHSATHIO MHQOPMAIMIO, OTBEYaTh Ha OOJBIIMHCTBO
BOIIPOCOB,  BECTH JUCKYCCHIO C HCIOJIB30BAHUEM CIENHaIbHON
TEPMHUHOJIOTUN

3 Oamya — CTYIEHT BiaJeeT TEOPETHYECKUM MAaTepUalOM IO TeMe
MPaKTUYECKOTO 3aHATHSA, HWHOTAA 3aTpyiHsAETCS IIpU OTBETE Ha
BOMPOCHI, HE yMeeT CQOPMYIMPOBaTh CBOIO TOYKY 3pEHHUS Ha
o0cyxmaeMyto pooiemy.

2 Oamia — cTygeHT cnabo OpHEHTHUPYETCS B TEOPETHYECKOM
MaTepuane, He 3HaKOM C 3aKOHOJAaTelIbCTBOM, HE MOKET OTBETHTH Ha
OOJIBIIIMHCTBO U3 MOCTABJICHHBIX BOIPOCOB.

1 Gayn — CTyAEHT HE MOXKET CaAMOCTOSITEIbHO OTBETUTHh HA BOIIPOCHI
MIperoaBaTeis, HO OTBEYAET Ha HaBOJALINE BOIIPOCHI 1O TEME.

Ecnu ctyneHt He BnazeeT mpoOieMaTHKOW MPakTHYECKOTO 3aHsTHS,
HE MOXET OTBeYaTb Ha BOINPOCH], 3a4UTHIBAET OTBET IO
Hale4aTaHHOMY TEKCTY — OTBET OaJylaMH HE OLICHUBACTCH.

TecTupon

aHue(KOoH

TPOJIBLHBI
i cpe3)

10

Tect coctout u3 15 BOmpocos.

10 - 7 6ayioB — CTyAEHT IpaBWiIbHO oTBedaeT Ha 75-100% Bompocos
B TECTE

6 - 3 Gayta — cTy#eHT mpaBWIbHO oTBedaeT Ha 50-74% BompocoB B
TecTe

2 - 1 Gannm — CTyOeHT MpaBWJIBHO OTBedaeT Ha 25-50% BompocoB B
TECTe.

Menee 25% npaBUIBHBIX OTBETOB 0a/lIOB HE AAET.
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Texyiee
XpaHeHue
JIOKYMEHTOB.
Homenxnarypa
Jell.

YCcTHEIN
orpoc

10

VYeTHBIE OMpocC MOKET NPUMEHATHCS B Pa3iMyHBIX  (QopMax:
(poHTaNbHBIN, WHAWBUAYaAIbHBIA, KOMOMHUpPOBaHHBIH. OCHOBHBIE
Ka4yecTBa yCTHOTO OTBETA MOJJIEXKAILETO OLEHKE:

- IPaBWJIBHOCTH OTBETA 110 COAEP)KAHUIO;

- IOJTHOTA W TITyOMHA OTBETA;

- CO3HATEIBHOCTh OTBETA;

- JIOTHKa U3JI0KEHUSI MaTepuaa;

- palMOHANBHOCThH HCIIOJB30BaHHBIX MIPUEMOB U CIOCOOOB peIICHUS
MOCTaBJICHHON y4eOHOH 3a/1auu;

- CBOEBPEMEHHOCTh M 3(PPEKTHBHOCTb HCHONb30BaHMS HATJISIHBIX
MOCOOMH M TEXHUUECKUX CPEACTB IPU OTBETE;

- HCIIOJIb30BaHME JTOTIOJIHUTEIBHOTO MaTepuana;

-  palMOHAIBHOCTh HCIOJNB30BAHHUA BpPEMEHH, OTBEJEHHOTO Ha
3aJlaHueE.

10-8 0ammoB — CTYOEHT yMEET COMOCTaBUTH MOJIYYECHHYIO IIpH
MOATOTOBKE K MPAKTHUYECKOMY 3aHATHIO MH(POPMALUIO, CPAaBHUBATH
pasHble TOYKH 3pEHHs Ha aHAIM3UPYEMYIO MpOOJeMy, YMETh UYETKO
(opMynHpoOBaTh CBOM BOIPOCH M OTBEUaTh Ha 3a/JaBacMblec EMy
BOIPOCHI, BECTH JAHUCKYCCHIO C HCIIOJB30BaHUEM CIIEHUATBHON
TEPMHUHOJIOTHU.

7-6 GanIoB- CTYICHT yMEET MPUMEHSTH MOTYYCHHYIO [IPHU MOATOTOBKE
K MIPaKTUYECKOMY 3aHATHIO HHPOPMAIIHIO, OTBEYATh HA OOIBIINHCTBO
BOIIPOCOB,  BECTH JUCKYCCHIO C HCIOJIB30BAHUEM CIENHaIbHON
TEPMHUHOJIOTUN

4-3 6ayIoB — CTYACHT BJaJeeT TEOPETHUECKUM MaTepHajoM MO TeMe
MPaKTUYECKOTO 3aHATHSA, HWHOTAA 3aTpyiHsAETCS IIpU OTBETE Ha
BOMPOCHI, HE yMeeT CQOPMYIMPOBaTh CBOIO TOYKY 3pEHHUS Ha
o0cyxmaeMyto pooiemy.

2 Oamia — cTygeHT cnabo OpHEHTHUPYETCS B TEOPETHYECKOM
MaTepuane, He 3HaKOM C 3aKOHOJAaTelIbCTBOM, HE MOKET OTBETHTH Ha
OOJIBIIIMHCTBO U3 MOCTABJICHHBIX BOIPOCOB.

1 ©anm —CTyAeHT He MOXKET CaMOCTOSITEIbHO OTBETUTH Ha BOIPOCHI
MIperoaBaTeis, HO OTBEYAET Ha HaBOJALINE BOIIPOCHI 1O TEME.

Ecnu ctyneHt He BnazeeT mpoOieMaTHKOW MPakTHYECKOTO 3aHsTHS,
HE MOXET OTBeYaTb Ha BOINPOCH], 3a4UTHIBAET OTBET IO
Hale4aTaHHOMY TEKCTY — OTBET OaJylaMH HE OLICHUBACTCH.
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ITogroroBka nen
K apXUBHOMY
XPaHEHHUIO.

YCcTHEIN
orpoc

10

VYeTHBIE OMpocC MOKET NPUMEHATHCS B Pa3iMyHBIX  (QopMax:
(poHTaNbHBIN, WHAWBUAYaAIbHBIA, KOMOMHUpPOBaHHBIH. OCHOBHBIE
Ka4yecTBa yCTHOTO OTBETA MOJJIEXKAILETO OLEHKE:

- IPaBWJIBHOCTH OTBETA 110 COAEP)KAHUIO;

- IOJTHOTA W TITyOMHA OTBETA;

- CO3HATEIBHOCTh OTBETA;

- JIOTHKa U3JI0KEHUSI MaTepuaa;

- palMOHANBHOCThH HCIIOJB30BaHHBIX MIPUEMOB U CIOCOOOB peIICHUS
MOCTaBJICHHON y4eOHOH 3a/1auu;

- CBOEBPEMEHHOCTh M 3(PPEKTHBHOCTb HCHONb30BaHMS HATJISIHBIX
MOCOOMH M TEXHUUECKUX CPEACTB IPU OTBETE;

- HCIIOJIb30BaHME JTOTIOJIHUTEIBHOTO MaTepuana;

-  palMOHAIBHOCTh HCIOJNB30BAHHUA BpPEMEHH, OTBEJEHHOTO Ha
3aJlaHueE.

10-8 0ammoB — CTYOEHT yMEET COMOCTaBUTH MOJIYYECHHYIO IIpH
MOATOTOBKE K MPAKTHUYECKOMY 3aHATHIO MH(POPMALUIO, CPAaBHUBATH
pasHble TOYKH 3pEHHs Ha aHAIM3UPYEMYIO MpOOJeMy, YMETh UYETKO
(opMynHpoOBaTh CBOM BOIPOCH M OTBEUaTh Ha 3a/JaBacMblec EMy
BOIPOCHI, BECTH JAHUCKYCCHIO C HCIIOJB30BaHUEM CIIEHUATBHON
TEPMHUHOJIOTHU.

7-6 GanIoB- CTYICHT yMEET MPUMEHSTH MOTYYCHHYIO [IPHU MOATOTOBKE
K MIPaKTUYECKOMY 3aHATHIO HHPOPMAIIHIO, OTBEYATh HA OOIBIINHCTBO
BOIIPOCOB,  BECTH JUCKYCCHIO C HCIOJIB30BAHUEM CIENHaIbHON
TEPMHUHOJIOTUN

4-3 6ayIoB — CTYACHT BJaJeeT TEOPETHUECKUM MaTepHajoM MO TeMe
MPaKTUYECKOTO 3aHATHSA, HWHOTAA 3aTpyiHsAETCS IIpU OTBETE Ha
BOMPOCHI, HE yMeeT CQOPMYIMPOBaTh CBOIO TOYKY 3pEHHUS Ha
o0cyxmaeMyto pooiemy.

2 Oamia — cTygeHT cnabo OpHEHTHUPYETCS B TEOPETHYECKOM
MaTepuane, He 3HaKOM C 3aKOHOJAaTelIbCTBOM, HE MOKET OTBETHTH Ha
OOJIBIIIMHCTBO U3 MOCTABJICHHBIX BOIPOCOB.

1 ©anm —CTyAeHT He MOXKET CaMOCTOSITEIbHO OTBETUTH Ha BOIPOCHI
MIperoaBaTeis, HO OTBEYAET Ha HaBOJALINE BOIIPOCHI 1O TEME.

Ecnu ctyneHt He BnazeeT mpoOieMaTHKOW MPakTHYECKOTO 3aHsTHS,
HE MOXET OTBeYaTb Ha BOINPOCH], 3a4UTHIBAET OTBET IO
Hale4aTaHHOMY TEKCTY — OTBET OaJylaMH HE OLICHUBACTCH.
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7. | Opranmzanus | YCTHBII 5 VYeTHBIE OMpocC MOKET NPUMEHATHCS B Pa3iMyHBIX  (QopMax:
paboTsI € orpoc (poHTaNbHBIN, WHAWBUAYaAIbHBIA, KOMOMHUpPOBaHHBIH. OCHOBHBIE
JOKyMEHTHPOBa Ka4yecTBa yCTHOTO OTBETA MOJJIEXKAILETO OLEHKE:
HHOU - IPaBWJIBHOCTH OTBETA IO COACP KaHUIO;
uHpOopMaen - IOJTHOTA W TITyOMHA OTBETA;
OTPaHHUYEHHOTO - CO3HATENBFHOCTh OTBETA;
JocTyma. - JIOTHKa U3JI0KEHUSI MaTepuaa;
- palMOHANBHOCThH HCIIOJB30BaHHBIX MIPUEMOB U CIOCOOOB peIICHUS
MOCTaBJICHHON y4eOHOH 3a/1auu;
- CBOEBPEMEHHOCTh M 3(PPEKTHBHOCTb HCHONb30BaHMS HATJISIHBIX
MOCOOMH M TEXHUUECKUX CPEACTB IPU OTBETE;
- MCTIOJIb30BaHKE JIOTIOHUTEIBHOTO MaTepuana;
- PpanuMOHANBHOCTH UCIONB30BAHUS BPEMEHH, OTBEACHHOIO Ha
3aJjaHue.
5 OaIoB — CTYIEHT YMEET COINOCTAaBUTh MOMYyYCHHYIO TIpH
MOATOTOBKE K MPAKTHUYECKOMY 3aHATHIO MH(POPMALUIO, CPAaBHUBATH
pasHble TOYKH 3pEHHs Ha aHAIM3UPYEMYIO MpOOJeMy, YMETh UYETKO
(opMynHpoOBaTh CBOM BOIPOCH M OTBEUaTh Ha 3a/JaBacMblec EMy
BONPOCHI, BECTH MAHMCKYCCHIO C HCIONb30BaHUEM CIICUaTbHON
TEPMUHOJIOTHH.
4 Ganna - CTyAEHT yMeeT MPUMEHSATh TOIYyYEHHYIO [IPH MOATOTOBKE K
MPaKTUYECKOMY 3aHSATHIO MHQOPMAIMIO, OTBEYaTh Ha OOJBIIMHCTBO
BOIIPOCOB,  BECTH JUCKYCCHIO C HCIOJIB30BAHUEM CIENHaIbHON
TEPMUHOJIOTUHT
3 Oamya — CTYIEHT BiaJeeT TEOPETHYECKUM MAaTepUalOM IO TeMe
MPaKTUYECKOTO 3aHATHS, WHOTAA 3aTPyAHSETCSl IMpH OTBETE Ha
BOMPOCHI, HE yMeeT CQOPMYIMPOBaTh CBOIO TOYKY 3pEHHUS Ha
o0cyxmaeMyto pooiemy.
2 Oamia — cTygeHT cnabo OpHEHTHUPYETCS B TEOPETHYECKOM
Marepuaie, He 3HaKOM C 3aKOHOJATeIbCTBOM, HE MOXKET OTBETUTH Ha
OOJIBIIIMHCTBO U3 MOCTABJICHHBIX BOIPOCOB.
1 ©anm —CTyAeHT He MOXKET CaMOCTOSITEIbHO OTBETUTH Ha BOIPOCHI
npernoaaBaTesisi, HO OTBEYACT Ha HABOJSIIUE BOIPOCHI 1O TEME.
Ecnu ctyneHt He BnazeeT mpoOieMaTHKOW MPakTHYECKOTO 3aHsTHS,
HE MOXET OTBeYaTb Ha BOINPOCHI, 3a4YUTHIBAET OTBET 110
Hale4aTaHHOMY TEKCTY — OTBET OaJylaMH HE OLICHUBACTCH.
TecTupon 10 Tect cocTouT U3 15 Bonpocos.
aHne(KoH 10 - 7 6ayioB — CTyAEHT IpaBWiIbHO oTBedaeT Ha 75-100% Bompocos
TPOJIbHBI B TECTE
i cpe3) 6 - 3 Gayta — cTy#eHT mpaBWIbHO oTBedaeT Ha 50-74% BompocoB B
TecTe
2 - 1 Gannm — CTyOeHT MpaBWJIBHO OTBedaeT Ha 25-50% BompocoB B
TecTe.
Menee 25% mpaBWIBHBIX OTBETOB 0AJUIOB HE JACT.
8. IToceuiaemocts 10 10 6amnoB — crynent nocetun ee 100% 3anaTuii.
7-9 6anna — cTyzmeHT nocetus He MmeHee 80% 3aHATHIL.
5-7 6anna — cTyeHT nocetun He menee 50% 3aHATuHil.
1-4 Ganna — CTyIeHT moceTHI He MeHee 25% 3aHaTuil.
Ecnu ctynmenT nmocetun meHee 25% 3aHATHIA, OaJUTBI HE HAUMCIISIOTCS.
9. IIpemMuansHbIe OaITHI 20 JloToTHUTEIbHBIE TPEMHUATBHBIC OAJITBI MOTYT OBITh HAYHMCIICHEI:
- MOJIHOCTBIO MOATOTOBJIEHHAs K IyOJMKAallMM CTaThs 110 TEMAaTUKE B
paMKax TUCUUIUIMHBL — 5 GaJuIoB;
- BBICTYIUICHHE C JOKJIaJOM Ha KOH(EpEeHIMH [0 TeMaTHKe
M3y9aeMOU TUCIUTIINHEI — 5 0aJlIoB;
- IyONuKalys CTaThH [0 TEMATHKE U3y4aeMOU JUCHUILINHBI — 5.
10. |nnuBHayansHBIE 3a0aHUA, 50 Brimmonnenne pedeparoB (10 OamnoB); aHHOTauMs CTaThbH IO

C TMIOMOILBIO0 KOTOPBIX
MOXHO HaOpaTb
JOTIOJTHUTENIbHBIE OalTbI

TeMaTuKe IUCHMIUIMHBL (5 0ayioB); 0030p 3aKOHONATENbCTBA II0
TeMaTHKe AUCUUIUTHHEI (15 GamoB); 0030p CyeOHOHN MPaKTHKHU IO
TeMaTuKe JUCUUIUIMHB (20 6as1oB).




23

| 11. | HUroro 3a cemectp 100

HToroBast oueHka 1o 3a4ety BeicTaBisgercs B 100-0auibHOM 1IKane U B TPaJIUIIMOHHON YeThIPEeXOaIbHOM
mkane. IlepeBog 100-OamipHONW  PEeHTHHTOBOM  OLEHKM IO JAMCUUIUIMHE B TPAaTUIMOHHYIO
YeThIpeX0auIbHYIO0 OCYIIECTBISIETCS CIEAYIOUIMM 00pa3oM:

100-6annpHas cuctema Tpagunuonnas cucrema

50 - 100 6aiuioB 3aureHo

0 - 49 Gaiu10B He 3aureno

4.2 TunoBsle OLICHOYHBIE CPEACTBA TEKYILIETO KOHTPOJIS
Pedepar

Tema 2. JlIokyMEHTHpPOBaHHE YIIPABIECHUYECKON N€ATEIbHOCTH.
1. T'ocymapcTBeHHas cucTeMa JOKYMEHTAIUU.
2. OcOOEHHOCTH JOKYMEHTHPOBAHUS ICATEIbHOCTH KOJIETUAIBHBIX OPTaHOB.
3. PazHoBHHOCTH MH(OPMAIIMOHHO-CIIPABOYHBIX TOKYMEHTOB, UX COCTABJIEHHE U 0()OPMIICHHE.
4. Oprann3anOHHO-IIPABOBHIE I0KYMEHTHI.
5. PacniopsautenbHble TOKYMEHTBI: IOPSAJOK UX COCTABICHUS U O(hOPMIIEHUS.

Pelnenue 3anau

Tema 3. CocraBnenue u oopMIIeHHE OT/ICTBHBIX BUIOB JJOKYMEHTOB.
3amaua 1.

Ha MockoBckoM KOoMOHMHAaTe 10 MPOU3BOACTBY MY3bIKAIbHBIX HWHCTPYMEHTOB U Melenu
(rocymapcTBeHHOE MpEeaNpUsTHE), KOTOPBIA BXoAUT B KoHIlepH 1o pa3paboTke M MPOU3BOACTBY MPOTYKIIUU
My3bIKalibHON  mpombinieHHOCTH (POCMY3IIPOM), neiictByer IlomokeHne O TpeMHpPOBaHUU
PYKOBOIMTEINCH IIE€XOB, OTAEIOB U clyk0, yrBepkaeHHoe 05.01.2003 Ne 27. 12 ampenst Tekymiero roga
nupexTop kombuHara B.M.JIapnoHOB mopy4rs1 HAYaJIPHUKY OTAENa TpyJda W 3apaOOTHOU IiaTel MapKoBy
H.I". paccuuTarh pazmep npeMuu pyKOBOAUTENISIM OTJIENOB, IIEXOB U CIy»KO KOMOMHATa 1o uToram paboTsl
3a TIepBbIN KBapTan K 15 ampens, a maBHOMYy Oyxranrepy komOunara TpommHoi C.I. — opranuszoBarb
BBIIUIATy IpeMuu K 20 anpesst TeKyIero roaa.

Havanpauk mimanoBo-3koHOMHUecKkoro otaena MarseeBa C.H. u rimaBHsiii Oyxranrep Tpomuna C.I.
3aBU3UPOBAJIM MPOEKT MPUKa3a JTUPEKTOpa KOMOUHATA.

CocTaBbTe JOKYMEHT, O KOTOPOM HUJET pedb B 3aj1aue.
3amaua 2.

A.H.lIunos, npencenarenb PocCHIICKOTO areHTCTBa MEXyHAPOJHOIO COTPYIHUYECTBA U PA3BUTHS
(rocymapctBeHHass opranuzamnus 1pu [lpaBurensctBe P®d), 24  deBpans Tekymero roga NOPYYHI
CTPYKTYPHBIM OJIPA3/ICJICHUSIM areHTCTBAa COBMECTHO ¢ mpeactaBuressimu ['ockomumyiectBa Poccuu k 10
ampess TOATOTOBUTH MPOEKT MPOrpaMMbl MPHUBICYEHHUS WHOCTPAHHBIX WHBECTUIMH K Mpoleccy
aKLIMOHUPOBAHMSI TOCYJapCTBEHHBIX Mpennpustuii. [lopyuenue 6bU10 JaHO BO MCTIOIIHEHUE TTOCTAHOBICHHUS
[IpaButensctBa PD or 24 deBpans tekymero roga Ne 246 I[maBHOMY yHpaBICHHIO OTPACIEBBIX
MHBECTUILMOHHBIX MpOrpaMM, [J1aBHOMY OOTOBOPHO-IIPAaBOBOMY YIIpaBlIEHHIO U [J1aBHOMY yHpaBiIeHHIO
CTpaTeruu U MHBecTUpoBaHuUs. [IpoekT mpukasza mpeaceaarenst areHTCTBA ObLI 3aBU3UPOBAH €T0 MEPBHIM
3amectuteneM J[.H.®emopoBeiIM U  HadyadbHUKOM [JIaBHOTO  JOrOBOPHO-IIPABOBOIO  YIIPABIICHUS
N.B.1nbuabiM. KoHTpOh 32 HCTIOTHEHUEM MprKa3a Obl1 Bo3oxeH Ha J[.H.Denopora.

CocTaBbTe IOKYMEHT, O KOTOPOM HJICT pedb B 3aJ1aue.
3amaua 3.



Hupexrop OO0 «Meuray [TomskoB B.M. 10 okTa0ps TeKymiero rofa u3aai NpuKa3 O MPOBEICHUN
MHBEHTapH3alMil TOBAPHO-MaTepUaIbHBIX LIEHHOCTEN Ha ckiaje npeanpusatus. OH Ha3HAuUMI KOMHCCHIO
II0J IIPEJCENaTeNbCTBOM KOMMepueckoro aupekropa 3onorapeBa E.J. . B coctaB koMuccuu BOILIU
r1aBHbIA Oyxranarep Bomonuna E.H. u 6yxrantep MBanosa B.C. . B mpukase ObU10 MOpy4eHO MPEICTABUTh
Ha YTBEPXKJCHUE JOKYMEHTHI CKJIAJICKOTO ydeTa (10 COCTOSHHIO Ha | OKTAOps) M OT4YEeTHl 00 OcTaTrKax
TOBapHO-MAaTEPUATHLHBIX IIECHHOCTEH (10 cocTostHuIo Ha 10 OKTS0ps) K 15 OKTAOpSL.

[TpoekT mpukasa ObUT 3aBU3UPOBAH YKOHOMUCTOM mpeanpusatuss Mutunoit O.A.
CocraBbTe TIOKYMEHT, O KOTOPOM UJIET PeUb B 3a/1a4e.
3anaua 4.

C nenplo MpUBICYEHHS CPEICTB sl 00eCTIeueHUs] IPOU3BOACTBEHHOM JAEATEIbHOCTH T€HEPATbHBIN
mupekrop OO0 «Texnuka» (T.Kypck) CokxonoB O.I. 20 ceHTsOpsi Tekyliero roga HW3aal MPUKa3 O
CO3/laHUM KOMMEpPUECKOIO OT[ela B COCTaBe 3 IITATHBIX E€AMHMIL: KOMMEpPYECKOro aupekropa — 1,
BeylIero crenuanucta — 1, cnenuanucta — 1. I'maBHomy Oyxrantepy npeanpusitus [opsueBy 1A. O6bu10
MIOPYYEHO IPEJCTaBUTh Ha YTBEPXKACHHE HOBOE IITATHOE pACIHCAaHUE MpEeanpusaTHs Ha 4 KBapral
Tekymero rona K 1 oxta0ps. Kommepueckomy nupekropy UruarbeBy T.H., KOTOpbIi 3aBH3MpOBa MPOEKT
IIpHUKa3a, MPEINUCAHO 3aKOHUUTh KOMIUIEKTOBAHME OTAENa KaJpaMH C BBICIIMM 3KOHOMUYECKUM
obpazoBanueM K 10 okTs0ps.

CocraBbTe TIOKYMEHT, O KOTOPOM UJIET PeUb B 3a/1a4e.
3amgaua 5.

Hupexrop OOO «Kousepcust» TpopumoB O.FO. 7 ampens Tekymiero roma u3gan Hpukaz o0
yTBepkIeHNH [lojokeHus: 0 MOopsiIKe pacueToB 3a OKa3aHWE MH(POPMAIMOHHBIX yCIyT. FOpuCKOHCYIbTY
1o (pruHaHCOBO-X035HCTBEeHHBIM BoipocamM Mopo3oBy B.II. u cekperapro-pedepenty [sarunesoit E.A. 6bu10
nopyueHo K 10 ampens pa3paboTarh THUIOBbIE (OPMBI OTOBOPOB 00 OKAa3aHWUU PA3NIUYHBIX BHUJOB
MH(POPMALMOHHBIX YCIYT W CTPOr0 KOHTPOJIMPOBaTh MX MPUMEHEHHE B ACATEIBHOCTH MPEANPHUATHS.
OTBETCTBEHHOCTh 32 M3TOTOBJICHHE, YYET M COXPAaHHOCTh OJAHKOB JIOTOBOPOB BO3JIOXKEHA Ha JlAruieBy
E.A., KoTOpasi BMeCTe C FOPUCKOHCYJIBTOM 3aBU3HPOBAJIAa MPOEKT MPHKAa3a.

CocraBbTe IOKyMEHT, O KOTOPOM HUJIET pedb B 3aj1aue.
CobecenoBanne

Tema 2. JlIokyMEHTHpPOBaHHE YIIPABIECHUYECKON 1€ATEIbHOCTH.
1. JIokyMeHT u ero (pyHKIIHH.
2. CriocoObl IOKyMEHTHPOBaHUS. 3HAYCHUE IOKYMEHTOB JUIsl IPUHATHUS YIIPABICHUECKUX PEIICHUM.

3. OpraHu3aluoOHHO-PACIOPAIUTENbHbIE, CIPAaBOYHO-MHPOPMALIMOHHBIE M CIPaBOYHO-aHAIUTUYECKUE
JIOKYMEHTBHI.

4. Tumonorus CiryeOHBIX TOKYMEHTOB

5. O0ume TpeGoBaHUS K TEKCTY JTOKyMEHTA.

6. CocTaB pEKBU3UTOB JOKYMEHTOB.

7. OcoOeHHOCTH SI3bIKA, CTUIIS U PEAAKTUPOBAHMS OPHUIIMATIBHBIX JOKYMEHTOB.

Tema 3. CocraBnenue u opopMIICeHHE OTIEIBHBIX BUI0B JIOKYMEHTOB.
. CocraBnenue u opopmiIeHHE 3asBICHUS, JOKIATHON, OOBSICHUTEILHOMN 3aITUCKH.
. CocraBnenue u oopMIIeHHE PA3TUYHBIX BUJIOB CIIPABOK.
. CocraBnenue u opopMIICHHE AKTOB.
. CocraBnenue u opopMiIeHHE TPOTOKOJIOB.
. CocraBnienne 1 opopMIIeHHE IPUKa3a.

AN N kW N =

. CocraBnenue u oopmiIeHHE JTOKYMEHTOB IO JIUYHOMY COCTaBY.

TecrupoBanue
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Tewma 4. Opranuzaius pabOThI ¢ TOKyMEHTaMHU.

1.YT0 Takoe Aen10npou3BOCTBO?

1) 0OpaboTKa TaHHBIX;

2) nepechlIKa MUCEM;

3) cepa nesTenbHOCTH, CBA3aHHAS C 00PaObOTKOM TOKYMEHTOB;
4) cexpeTapckoe Jeno;

5) cpeacTBO KOMMYHHUKAIUH.

2.YT0 MOXKHO OTHECTH K CPEJICTBAM JOKYMEHTUPOBaHMUS?

1) BuneocpencTna;

2) MarHUTHBIE CPEJICTBA;

3) npocTele opyaus (py4yKH, KapaHJalIn);

4) MexaHUYEeCKHE U DJIEKTPOMEXaHNUYECKUE; KOMIIBIOTEPHASI TEXHUKA,
5) BepHBI OTBETHI 3 U 4.

3.Kakue Hocutenu undopmaru Bam n3BecTHbI?
1) OGyMakHbIC ¥ MAaTHUTHBIE;

2) MJIEHOYHBIE;

3) JeHTOYHBIE,

4) rpaduueckue.

4.YT0 Takoe JOKYMEHT?

1) uadopmarnmus;

2) HECKOJIBKO JIUCTOB Oymary;

3) mpuKasbl U CIY)KEOHBIC 3aMKICKU;

4) peueBast HHGOpMAIHS;

5) 3admkcupoBaHHAs HA MaTEPHAIIBHOM HOCUTENIE HHPOPMAIIUS ¢ PEKBU3UTAMHM JIJIs1 UACHTU(UKAITIH.

5.HazoBute cnenuduueckne GyHKIIUNA JOKyMEHTA.
1) ynpaBieHueckasi; mpaBoBasi;

2) GyHKIMS UCTOPUIECKOTO UCTOTHHKA;

3) BepHbI OTBETHI | 1 2;

4) uapopManoOHHAas;

5) coumanbpHasl.

Tema 7. Opranuzanus paboTsl ¢ JOKYMEHTHUPOBAaHHON HH(OpMAIHEel OrpaHUuYEeHHOTO 10CTYyIA.
1.CKonbKO CTaauii BKIIIOYAET NPOLEAYpa U3TAHUS PACTOPSIAUTENBHBIX IOKYMEHTOB?
1) 6;
2)7;
3)3;
4) 5;
5) 2.

2.Kaky1o ympaBiasieMOCTh OOBEKTOB PEaIH3YIOT PACIOPSIUTEIbHBIC TOKYMEHTHI?
1) mo ropu3oHTANH;

2) Mo IUaroHaju;

3) 1o BepTHUKANH,

4) no uepapxuu;



5) no ceTke.

3.Kakue ki1toueBbI€ CI0BA COAECPKUT MPOTOKOI?
1) mpuka3biBaro, TOCTAHOBJISIO;

2) ciyIiany, BEICTYTIHIIN, TOCTAaHOBUJIH;

3) mpomy;

4) BBIACHUTB, pa300paTbCs;

5) yTBepKaao.

4.B kaKkoMm cirydae CJIeyeT UCIIOIh30BaTh HH(GOPMAIIMOHHBIH OOMEH ¢ MTOMOIIBIO TEPETTHCKU?
1) npu ucripaBHOl paboTe MOYTHI;

2) B m0OOM cityvae;

3) ecnu ectb goctyn K E-mail;

4) xorja 3aTpyIHEH WM HEBO3MOXKEH MHOHM crioco0 0OMeHa MHEHUSIMU;

5) npu HecTabUIBHOU paboTe TenedoHa.

5.Kakoii JOKyMeHT COIepKHUT MpockOy paboTHUKA?
1) 3asBneHUE;

2) IpeICTaBICHHUE;

3) mosnoxeHwue;

4) nHCTpYKLUS;

5) ycras.

YcrHbIi onpoc

Tewma 1. [TonsiTue u npaBoBas peryiaMeHTalUs IEJIONPOU3BOJICTBA.
1. OcHOBHBIE UCTOPUUYECKHE dTAIbl Pa3BUTHUS AEIONPOU3BOJCTBA B Poccun
2. [Ipeamer, 3agauu, CTPYKTypa ATUCIUTIIIUHBI
3. Knaccn(bm(auml 3aKOHOAAaTCJ/IIbHbBIX, HOpMaTI/IBHI:IX, METOANYCCKUX MaTepI/IaJIOB, KaCaruimuxcs
,Z[OKYMGHTI/IPOBB.HI/ISI )41 OpFaHI/IBaI_[I/II/I pa60T1>1 C I[OKYMGHTaMI/I.

4. TOCTer Ha pnokymeHTauuio. OOmepoccuiickue Kiaccu(UKaTopbl TEXHHUKO-SKOHOMUYECKOH U
coupanbHoi nHpopManuu. [ocynapcTBeHHas cucTeMa JOKyMEHTAIIMOHHOTO 00ecIieueH sl yIpaBIeHuUsI.

Tema 4. Opranusanust paOoThl ¢ JOKyMEHTaMH.

1. JIokyMeHTOOOOPOT U €ro Pa3BUTHE

2. OcHOBHBIE IIPaBUJIa OPTaHU3AIUHN JOKYMEHTO000pOTa B OpraHu3auy (YUpex1eHUH).
3. Cxema IBUKEHUS U TEXHOJIOIHsI 00pabOTKH JOKYMEHTOB.

4. Peructpanus JOKyMEHTOB.

5. Yder o6bema pokymeHntoobopora. MHpopmarmonHo-cripaBovHasi paboTa U KOHTPOJb 32 HUCIIOJHCHHEM
JTOKYMEHTOB.

6. Bemmonnenne paboT o KOHTPOITIO 32 HCTIOJIHEHUEM JJOKYMEHTOB.
7. BeinonHeHne MHPOPMAITMOHHO-CIIPABOYHOI paboTHI.

Tema 5. Tekymee xpanenue nokymeHToB. HomeHkiarypa ne.
1. Homenkimarypa aen.
2. Buapl HOMEHKIIATYp Aell.
3. TpeGoBaHUs K COCTABICHUIO HOMEHKJIATYPHI.
4. 3aro0BKU ¥ X COCTABJIEHUE B HOMEHKJIAType JEll.
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5. Iopsitok cocTaBlieHUs U YTBEPKIACHUS HOMEHKIIATYPhI JIEI.
6. TpeOoBaHUs K 3aMOJTHEHUIO ()OPMBI HOMEHKJIATYPBI JCII.
7. YCTaHOBJICHUE CPOKOB XPaHEHHUs JIE]1.

Tema 6. [loaroroBka Aes K apXMBHOMY XPaHEHHUIO.
. DKCIepTH3a [IEHHOCTH IOKYMEHTOB.
. [TogroroBka TOKYMEHTOB K II€peadye B apXUB.
. CocraBnenue onucen
. [lopsaiok nepenaym JOKyMEHTOB Ha XPAaHEHHE B apXUB

hn B W N =

. BommonHenue paboT 1o npoBeACHUIO SKCIIEPTU3bl U 0(OPMIICHHIO €€ Pe3yIbTaToB.

Tema 7. Opranuzarust paboThI ¢ JOKyMEHTHPOBaHHON WH(OpMAITHE OrpaHUYCHHOTO JOCTYTIA.
. Opranuzanus paboThl C JOKYMEHTaMH, KOTOPbIE OTHECEHBI K TOCYAapCTBEHHON TailHe.
. HopmaruBHas pernamMeHTanus nopsaKa OTHECEHHUS JOKYMEHTOB K TOCY/IapCTBEHHOH TaiHe.
. Opranuzanus paboThl C TOKYMEHTaMH, COAEPKAIUMH KOH(PpUICHINATbHYIO HH(POPMAIIHIO.

B W N —

. I[IpaBa noctyna Kk KOH(pUIEHIIMAIBHBIM TOKyMEHTaM OpraHU3aliu.
4.3 IIpomexxyTouHast aTTeCTaIMs 110 AUCIUIUIMHE MPOBOIUTCS B opMe 3adeTa

Tunosblie Bonpocsl 3auera (IIK-7)

1. Cucrema OTUETHOW MOKYMEHTALIUU: TOCYIApPCTBEHHAsl CTaTUCTUYECKAs OTYETHOCTb, BEIOMCTBEHHAas
OTYETHOCTh, BHYTPUYUPEKACHUYECKass OTYETHOCThb. Pa3paboTka yHU(PHUIMPOBAHHBIX (HOPM OTUETHOM
JOKYMEHTALUH.

2. Cpoku npencTaBiIeHUs] OTYETHOCTH.

3. KagpoBas gokymeHTanus (1o JUYHOMY COCTaBy) — TPYAOBbIE KOHTPAKTBI, IPHUKa3bl 110 JUYHOMY COCTABY,
TPYZOBbIE KHMKKH.

4. YauduuupoBaHHble (HOpMBI NEPBUYHON YUETHON JOKYMEHTAIMU IO TPYAY H €ro OIUiaTe.
KoH(uaeHmanbHOCTh JOKYMEHTOB 110 TMYHOMY COCTABY.

5. OcobenHoctu oopMIICHUS pe3toMe, 3asBICHUH, aHKeT, aBToornorpaduii. CocTaB IMYHOTO Jera
paboTHHUKA.

6. CocraBnenne u 0popMIICHUE 3asBICHUS, TOKIATHON, OOBSICHUTEILHOM 3aICKH.
7. CocTaBieHue u opopmMIICHHE pa3IMUHBIX BUIOB CIIPABOK.

8. CocraBieHnue 1 0popMIICHHE aKTOB.

9. CoctaBnenue u opopmiIeHHE TPOTOKOJIOB.

10. CocraBnenue u opopmiIeHHE MpUKa3a.

11. CocraBnenue u opopMIeHUE JOKYMEHTOB IO INYHOMY COCTaBY.

12. JlTokyMeHT0060pOT U ero pa3putue. OCHOBHBIE MTPABUJIA OPTraHU3ALUHU TOKYMEHTOO0O0POTa B
OpraHu3anuu (y4pekJIeHUN).

13. Cxema ABMKEHHSI U TEXHOJIOTUSI 00paOOTKU TOKYMEHTOB.

14. Peructparus JOKyMEHTOB. Y4eT 00beMa JOKyMEHTO000poTa.

15. UnpopmannoHHO-cIipaBodHasi paboTa U KOHTPOJIb 32 HCIIOJTHEHUEM IOKYMEHTOB.

Tunosble 3axanus s 3a4era (IIK-7)
3agaHus HE PETyCMOTPEHBI.

4.4. llIkana oueHMBaHUS TPOMEKYTOUHOM aTTECTALMKI

JleckpunTopsl (YpOBHH) — OCHOBHBIC TIPU3HAKH OCBOCHHUS (ITOKA3aTeIu

Ornenka Komnerenuu
TOCTHKEHHMSI pe3ynbTaTa)




I1K-7 3HaeT mpaBwia  OQOPMIICHHS  YIPABICHYECKUX  PEILCHHIH,
TpeOOBaHUs, TMpEIbsBIsAEMbIE K IOPUIMYECKONH JIOKYMEHTAlWU.
Bitaneer HaBbIKaMM COCTABIICHUS FOPUANYECKUX JTOKYMEHTOB.

«3a4TEHOY
(50 - 100 6amoB)

[IK-7 He obnamaer B nocrarounom oobeme nH(OpMAIUEH MO U3I0KEHUIO

«HE 3a4TCHO» YOpPaBIEHUYECKUX pelIeHuH T1pu  O(OpPMIICHHH IOPUAMYECKOM

(0 - 49 6annos) nokyMeHTai. OTCYyTCTBYIOT HABBIKM COCTABJICHHS FOPHINYCCKUX
JTOKYMEHTOB.

5. MeTonnueckue ykazaHusi AJisl 00y4a0IIUXCS 110 OCBOCHUIO M CHUILIHHBI (MOLYJIS)

5.1 MeTtoandeckue yka3aHus 110 OPTaHU3AIMN CaAMOCTOSTEIBHOM PabO0ThI 00YUYaIOIINXCSI:

[Ipuctynas K W3y4eHWIO TUCIUIUIMHBI, B MEPBYIO Odepelb OOydaromuMcsi HEOOXOAMMO O3HAKOMHUTBCS
cofepx)aHueM paboueii mporpammbl nuctuiumHbl (PITJ]), xotopas ompezaenser coaepxaHue, oObem, a
TaKKe TMOPSAIOK U3YUCHHsSI U MTPETIOaBaHus yIeOHOM TUCIUILINHEL, €€ pa3/iena, YacTu.

JlJ1g caMOCTOSITENIbHOM paboThl BaXKHOE 3HaY€HHE UMEIOT paszesbl «O0beM U colepikaHnue AUCHUTIIMHBD),
«YuyebHO-MeToInYecKkoe U MHPOPMALIMOHHOE oOecrieueHre AUCHUILIMHBD U «MaTepruaabHO-TEXHUYECKOe
obOecrieueHrne AWCIUIUIMHBI, TPOrpaMMHOE oOecredueHrne, mpodeccuoHadbHble 0a3bl JaHHBIX H
MH(OPMAIIMOHHBIE CIIPABOYHBIE CUCTEMBI».

B pazmene «O0beM u copepkaHHe AMCHUIUIMHBDY YKa3bIBAIOTCS BCE pas3leibl M TEMbl H3ydaeMoi
JTUCLMIUTMHBL, @ TAK)KE BUJIbI 3aHATHI U TUTAHUPYEMBI 00BEM B aKaJIeMUYECKHX Yacax.

B pasgene «YdeOHo-meTomuueckoe U HH(POpMalLMOHHOE oOecledueHrne AMCHUIUIMHBDY — yKa3aHa
peKoMeHayeMasi OCHOBHAs U IONOJIHUTENbHAS JINTEpaTypa.

B paznmene «MarepuanbHO-TeXHUYECKOE OOeCIeueHue TUCIUIUIMHBL, TMPOrpaMMHOE oOecreueHue,
npodeccuoHanbHble 0a3bl JTaHHBIX W WH(GOPMAIMOHHBIE CIPAaBOYHBIE CHCTEMBD» COACPKHUTCS IEepeueHb
npodeccuoHanbHbIX 0a3 JaHHBIX U MHPOPMALIMOHHBIX CIIPABOYHBIX CHCTEM, HEOOXOIUMBIX AJIi OCBOCHHUS
JTUCIUIUTAHBL.

5.2 PexomeHnanuu o0y4aronmMcs o padore ¢ TEOpeTUYeCKUMU MaTepraiaMy Mo TUCIUIUINHE

[Tpu u3yuennu u npopaboTKe TEOPETUIECKOTO MaTrepraia HeoOX0IuMO:

- IPOCMOTPETH €I1I€ pa3 npe3eHTaruo Jekuuu B cucteMe MOODLe, moBTOpUTh 3aKOHCIIEKTUPOBAHHBIN HA
JIEKIIMOHHOM 3aHSATUM MarepuaJl M JONOJHHUTh €ro C Y4YEeTOM PEKOMEHJIOBAHHOM JOMOJIHUTEIbHOU
JIUTEPaTypBhl;

- IIPY CAMOCTOATEILHOM U3YYEHHH TEOPETUYECKONW TEMBI CAENaTh KOHCIIEKT, UCII0JIb3Yysl PEKOMEH/I0BAaHHbIE
B PIT/] ucrounuku, npoeccuoHanbHbie 0a3bl JAHHBIX U HHPOPMALIMOHHBIE CIIPABOYHbBIE CUCTEMBI:

- OTBETUTH HA BOIIPOCHI JJIsi CAMOCTOSATENILHOW pabOTHI, IO TeMeE MpecTaBIeHHbIe B myHKTe 3.2 PI1/I.

- TIPH MIOAATOTOBKE K TEKYILIEMY KOHTPOJIIO UCIIOIb30BaTh MaTepuaibl (poHna oueHouHbix cpeacts (POC).
5.3 Pexomennamuu 1o pabote ¢ Hay4HOU U yueOHOM uTepaTypoit

PaGota ¢ OCHOBHOW M JOTOJHUTEIBHOW JIUTEPATYpPOH SIBISICTCS TJIaBHOM (OPMOH CaMOCTOSTEIBHOU
paboThl U HeoOXoAMMa MPU TMOATOTOBKE K YCTHOMY OMNPOCY Ha CEMUHApCKUX 3aHATHAX, K Jebaram,
TECTUPOBaHHUIO, dK3aMeHy. OHa BKIIOYAaeT NMPOpabOTKy JIEKIIMOHHOTO Marepuaja U PEKOMEHIOBAaHHBIX
HMCTOYHUKOB U JINTEPATYPHI 10 TEMATUKE JICKLIUN.

Koncnekr nekuuu 1oimkeH coaepxarb pedepaTuBHyI0 3alIMCh OCHOBHBIX BOIIPOCOB JIEKIIMH, B TOM YHCIIE C
onopori Ha paszMemieHHblie B cucteMe MOODLe mpe3eHTany, OCHOBHBIX MCTOYHUKOB W JIUTEPATYpPbI IO
TeMaM, BBIBOJIbI MO KaKIOMY Bompocy. KoHCIEeKT MoxkeT ObITh BBHIMOJHEH B paMKaX pacleyaTKd BbLAAYH
MIPE3CHTAIMI JIEKIINI WKW B OTAEIBbHOW TeTpamu mo mpeamery. OH JOKEH OBITh aKKypaTHBIM, XOPOIIO
YUTAeMbIM, HE COJIEP’KaTh HE OTHOCALIYIOCS K TeMe HH(OPMALIMIO UIH PUCYHKH.

KoHcniekTbl HayyHOW nUTEparypbl MPH CaMOCTOSATENbHOM IMOATOTOBKE K 3aHATHUAM JOJKHBI CONEPIKaTh
OTBEThl HAa Kbl TMOCTaBIECHHBIH B TEME BOIPOC, MMETh CCBUIKY Ha MCTOYHUK HHQOpPMALUU C
00s13aTeNIbHBIM yKa3aHUEM aBTOpa, Ha3BaHUS U Trofla M3JaHMsl HMCIOJIb3yeMOIl Hay4yHOH JHUTeparyphl.
Koncriekt MoOXeT ObITh OMOPHBIM (COIEp)KaTh JIMIIL OCHOBHBIE KIIIOUEBBIE IO3MIIMK), HO TPU 3TOM
MO3BOJIIOIIMM JaTh TIOJNHBIA OTBET IO BOMPOCY, MOXET ObITh NOAPOOHBIM. OOBEM KOHCIEKTa
OTIPENIETISICTCS CAMHUM CTYICHTOM.

B nporiecce paGoThl ¢ OCHOBHOM M JIONIOJHUTENBHOM JTUTEPATypOl CTYACHT MOXKET:
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- JenaTh 3allUCH MO XOMy YTEHHS B BHJIE MPOCTOTO WJIM Pa3BEPHYTOrO IIaHa (co3qaBaTh INEPEUYCHb
OCHOBHBIX BOIIPOCOB, PACCMOTPEHHBIX B UCTOUHHKE);
- COCTaBJATHh TE3UCHl (IUTHPOBaHHE HAWMOOIEe BAXKHBIX MECT CTaTbd WM MOHOTpaduu, KOPOTKOE
M3II0KEHHE OCHOBHBIX MBICJICH aBTOpA);
- TOTOBUTH aHHOTAIMH (KpaTKoe 0000I1eHe OCHOBHBIX BOIIPOCOB PadOTHI);
- cO3/1aBaTh KOHCIIEKTHI (pa3BEepHYThIE TE3HUCHI).
5.4. PexoMeHaIMy 10 IOATOTOBKE K OTAEIBHBIM 3a/IaHUSIM TEKYIETO KOHTPOJIS
CobecenoBanue MpennojaraeT OpraHu3aluio Oecelnpl MpernoAaBareist co CTyJEHTaMH [0 BOIpOcam
MPAKTHYECKOTO 3aHATUS C LEJbl0 Oojiee OOCTOATEIHHOTO BBISBICHHUS UX 3HAHUN MO OINpeneIeHHOMY
pasgeny, TeMme, mpobieme U T.I. Bce wieHbl Ipynmbl MOTYT Y4acTBOBaTh B OOCYXKIEHUU, J00aBIATH
nH(pOpMaIUIO, TUCKYTUPOBATh, 3a/1aBaTh BOIIPOCHI U T.1.
YCTHBIA OMpOC MOXET TMPUMEHATHCS B pas3audHbIX (Qopmax: (QpoHTAIbHBIN, WHIWBUIYAIBHBIN,
KOMOMHUPOBaHHBIA. OCHOBHBIE KaUY€CTBA YCTHOTO OTBETA MOJIJIEKAIIETO OI[CHKE:
- IPaBUJILHOCTH OTBETA IO COJIEPIKAHUIO;
- IOJIHOTA U TITyOWHA OTBETA;
- CO3HATENIbHOCTh OTBETA;
- IOTUKa U3JI0KECHUS MaTepuaa;
- pPalMOHAJILHOCTD UCIIOJIb30BAaHHBIX PUEMOB U CTIOCOOOB PEIlIeHUs TOCTABIEHHONW yueOHO! 3a/1auu;
- CBOEBPEMEHHOCTh M 3((PEKTUBHOCTH MCIIOIB30BAHUS HATNISIHBIX MMOCOOMI M TEXHUYECKUX CPEICTB IPH
OTBETE;
- HCTIOJIb30BaHMUE JIOMOTHUTEIILHOTO MaTeprarna;
- palMOHAJIBLHOCTD HUCIIOB30BAaHUSI BPEMEHU, OTBEJICHHOTO Ha 3a/IaHue.
VYCTHBIM OIIPOC MOXKET CONPOBOXKAATHCS IMPE3CHTALUEH, KOTOpas IMOATOTaBIMBACTCA IO OAHOMY U3
BOIPOCOB MPAKTHYECKOTO 3aHATHUS. [IpH BRICTYIUIEHHH ¢ Mpe3eHTanueld HeoOXoauMo odpamarb BHUIMaHUE
Ha TaKWe MOMEHTHI KaK:
- colep)KaHUE TPE3CHTALMU: aKTyaJlbHOCTh TEMbI, IOJIHOTA €€ PACKPBITHSA, CMBICIOBOE COMAEp)KaHUE,
COOTBETCTBHE 3asBJICHHOM TEMbI COJIEPKaHNIO0, COOTBETCTBHE METOAUYECKUM TPEeOOBAHUAM (LIETTU. CCHUIKU
Ha PECYpChl. COOTBETCTBHUE COICpPKaHUS U JIMTEPATyphl), MpaKTUUeCcKas HaNpaBIeHHOCTb, COOTBETCTBUE
cofiepaHusl 3asBICHHON QopMe, aleKBaTHOCTh MCIOIb30BAHUSI TEXHUYECKUX CPEACTB YUeOHBIM 3ajlauam,
MOCJIEZIOBATENBHOCTD U JIOTUYHOCTh MPE3EHTYEMOT0 MaTepuara;
- odopMiieHHE TMpe3eHTAlMU: 00bheM (OMTHUMATbHOE KOJWYECTBO), AW3alH (YATAEMOCTh, HAJIMYHE U
COOTBETCTBHE TpaUKd U aHUMAIMH, 3ByKOBo€ OQOpMIIeHHE, CTPYKTypUpOBaHHE UHOpMAINH,
COOTBETCTBHE 3asBICHHBIM TpPEOOBAaHUSAM), OPUTHHAIBHOCTH O(OPMIIEHUS, SCTETHKA, HCIOJIb30BaHUE
BO3MOXKHOCTH MPOTPAMMHOM CpPeibl, COOTBETCTBHE CTaHIAapTaM o(pOpMIICHUS;
- TMYHOCTHBIE KaueCTBa: OPATOPCKUE CIIOCOOHOCTH. COOMIOIEHUE pErIaMeHTa, SMOIIMOHAIBHOCTh, YMEHUE
OTBETUTH Ha BOIIPOCHI, CUCTEMaTU3UpOBaHHbIE, INTyOOKKE U MOJTHbIE 3HAHUS 110 BCEM pa3jiesaM MporpaMMmbl:
- coepXaHWe BBICTYIUICHHUS: JIOTUYHOCTh H3JI0KEHHUS Marepualia, pacKpbITUE TEMBbI, JIOCTYIHOCTh
uznoxkeHus, d3PpdextuBHOoCcTh npuMeHeHus cpeacts HWKT, cmocoObl u  yciaoBHsS JIOCTHXKEHHUSA
PEe3yIBTaTUBHOCTH W 3(P(EKTUBHOCTH U1l BBIMIOJHEHHS 3a/1a4d CBOeH MpOo(eCCHOHAIBHONW WM Y4eOHOU
NeSITeIbHOCTH, JJ0Ka3aTeJIbHOCTh MPUHUMAEMbIX PEIICHUM, YMEHHE apryMEHTHPOBATh CBOM 3aKIIIOYCHUS,
BBIBO/IbI.

6. YueOHO-MeTOoANYecKOe U HHPOPMALIMOHHOE 00ecnieYeHue TUCIHIINHBI

6.1 OcHOBHas nuTEpaTypa:

1. ITaBnoBckas O. 0. [IpaBoBoe oOecreyeHre KaapoOBOTO ICIONPOM3BOACTBA : y‘{}C6HOC nmocooue g
By30B. - Mocksa: FOpaiit, 2021. - 213 c. - Tekcr : anexrponnsii // DbC «tOPAUT» [caiit]. - URL:
https://urait.ru/bcode/476289

2. IllyeamoBa H. H. Opranmzaiuss ¥ TEXHOJOTHS TOKYMEHTAI[MOHHOTO OOECIEUeHHUs YIpaBICHUS

Y4eOHUK U MPaKTUKYM AJI BY30B. - Mep. U jaom; 2-¢ u3ld.. - Mocksa: FOpaiit, 2021. - 265 c. - Tekcr :
anektponnblil // ObC «FOPAUTY [caiir]. - URL: https://urait.ru/bcode/469831



6.2 JlononHUTENbHAS JIUTEPATYpA!

1. UBanoBa A. lO. Pycckuii s13bIK B J1€710BOM JOKYMEHTAIMH : YUEOHUK M MPAKTUKYM JUTsI BY30B. - MEp. U
nom; 2-e u3l.. - Mocksa: FOpaiit, 2021. - 187 c. - Tekct : anexrponusiii // 9bC «KOPAUTY [caiit]. - URL:
https://urait.ru/bcode/469725

2. Konpimikuna T. b., Llyctuna W. B. JlenoBble KOMMYHUKAIIUU, TOKYMEHTOOOOPOT U JIEIOMPOU3BOACTBO :
Y4eOHoe mocobue s BY30B. - HCIp. W jom; 2-¢ u3i. - Mocksa: IOpaiit, 2020. - 163 c. - Teker :
anextpoHHbIi // DBC «KOPAUTY [caiir]. - URL: https://urait.ru/bcode/452463

3. KysmenoB WM. H. JlokymeHTanmoHHoe oOecrneueHne yrpaBieHus. JIOKyMeHTooOOpoT U
JIETOTIPOU3BOICTBO : YUEOHUK U MIPAKTUKYM JIJISl BY30B. - Iep. u A0Ir;, 3-¢ u3M.. - Mocksa: FOpaiiT, 2021. -
461 c. - Tekct : anexkrponHsIit // IBC «FOPAUT) [caiit]. - URL: https://urait.ru/bcode/468462

4. lllysanosa H. H., IBanoBa A. FO. OcHOBBI A€TONPOU3BOJACTBA. SI3BIK CIIy’)KEOHOTO JOKYMEHTA : YUeOHUK
U TIPAaKTUKYM IS BY30B. - IIep. U Aom; 2-¢ u3l.. - Mocksa: FOpaiit, 2022. - 428 c. - Tekct : 3neKTpoHHbIH //
OBC «lOPAUT» [caiiT]. - URL: https://urait.ru/bcode/487706

6.3 VlHble UCTOYHUKMU:
1. bubnuoreka Hay4HOU 1 y4eOHOM suTepaTypsl - http://sbiblio.com
2. 'ymanuTtapHas snexkTpoHHas oubmuoreka - http://www.lib.ua-ru.net/katalog/41.html

3. HayuyHo-mpakTHUeCKUN IOPUAUICCKUNA KypHaT «AKTyalbHbIE MPOOJIeMbl poccuiickoro mpasa» - URL:
http://www.nbpublish.com/apmag/view page 231.html -
http://www.nbpublish.com/apmag/view page 231.html

4. ITopran "I'ymanutapHoe oOpazoBanue” - http://www.humanities.edu.ru/

5. Caiit "Poccuiickas razera" - https://rg.ru/

6. CroBapu M SHIMKIIOTIEIUU OH-JIalH - http://dic.academic.ru

7. ®enepanbHbIii HaydyHO-TIpakTHUeCKui xypHan «tOpuct» - http://lawinfo.ru/catalog/magazines/jurist/
8. IOpuanueckas oubnanorexa «tOpuctJlud» - http://www.juristlib.ru/

7. MaTepuaibHO-TeXHHYECKOe o0ecnedeHue M CHUILIMHBI, IPOrPpaMMHOe odecrieveHne,
npodeccuoHaIbHbIe 0a3bI JAHHBIX U HHPOPMAIIMOHHBIE CTIPABOYHbIE CHCTEMbI

I[J'DI MMPOBCACHUA 3aHATUM TI0 JUCHUITINHEC HGOGXO,Z[I/IMO CJICAYIOIICC MAaTCpUAJIbHO-TCXHUYCCKOC
obOecrieucHue: y‘-Ie6HI>Ie AyaIuTOpruu JId TIPOBCACHUA 3aHATHI JICKIUOHHOI'O W CCMHUHAPCKOT0 THIIA,
IpynmnoBbIX W HWHIAWBHUAYAJbHBIX KOHCYHLTaLII/If/’I, TCKYLICTO KOHTPOJA H HpOMe)KYTOqHOﬁ arrecranuu,
IIOMCIICHUA 1A CaMOCTOSITEIIHbHOM pa6OTI:I.

VY4eOHble ayTUTOPUN U MIOMELICHHUS JJIS1 CAMOCTOSTEIbHON pabOThl YKOMIUIEKTOBAHBI CHICIIMATIM3UPOBAHHOM
MeOeNbI0 U TEXHUYECKUMHU CPEACTBAMHU 00yUeHHUsI, CITy>KalllMMU JJIsl TIPeACTaBIeHUs yueOHoM nHpopManuu
OO0JIBIIION ayTUTOPHH.

[TomereHust 111 CaMOCTOSITEIbHON pabOThl YKOMITJIEKTOBAHBI KOMIIBIOTEPHOW TEXHUKOW C BO3MOXKHOCTBIO
MOAKITFOYEHHUS K ceTn "UnTepuer” u obecrieueHreM JloCTyna B ANEKTPOHHYIO
MH(pOPMAITMOHHO-00pa30BaTEILHYIO CPeNy YHUBEPCUTETA.

Jlnst mpoBeieHusl 3aHATHI JICKIIMOHHOTO THIIAa UCTIONB3YIOTCS HA0OPBI IEMOHCTPAILIMOHHOTO 000PY/I0BaHuS,
o0ecreYnBarole TEMaTHYECKHE WILTIOCTPAIH (TIPOEKTOP, HOYTOYK, SKpaH/ MHTEPaKTUBHAS JOCKA).

JlumeH3noHHOE U CBOOOHO pacIpOCTpaHsIeMOe IPOrpaMMHOE 00eCTICYeHHE:

Kaspersky Endpoint Security ans OusHeca - Cranmaptasiii Russian Edition. 1500-2499 Node 1 year
Educational Renewal Licence

Onepanuonnas cucrema Microsoft Windows 10

Adobe Reader XI (11.0.08) - Russian Adobe Systems Incorporated 10.11.2014 187,00 MB 11.0.08
7-Zip 9.20

Microsoft Office [Ipodeccuonanbusiii moc 2007

[Ipodeccuonanpubie 6a3bl JaHHBIX U MH(POPMAITMOHHBIC CITIPABOYHBIE CUCTEMBI:
1. Hayunas snekrponnas 6ubianoreka eLIBRARY.ru. — URL: https://elibrary.ru
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2. [Ipesunentckas 6udnmmoreka umenu b.H. Enprinna. — URL: https://www.prlib.ru
3. Poccuiickas rocynapctBerHas oubnmoreka. — URL: https://www.rsl.ru
4. CripaBounas npasoBasi cucrema "Koncynsrant mitoc”. — URL: http://www.consultant.ru
5. Dnekrponnas o6udmuorexka POOU. — URL: https://www.rtbr.ru/rffi/ru/library

6. DIEKTPOHHBIIN Karajor DyHIaMEeHTaIbHON OnOIMOTEeKN TI'V. - URL:
http://biblio.tsutmb.ru/elektronnyij-katalog

7. FOpaiit: anexTponHO-OnbOnHoTeunas cucrema. — URL: https://urait.ru

JIeKTPOHHasi HH(POPMALIMOHHO-00pa30BaTe/IbHAsA Cpeaa
https://auth.tsutmb.ru/authorize?response type=code&client id=moodle&state=xyz

B3aumoneiicTBue mnpemnomaBaTenss M CTy[JEHTa B Ipolecce OOy4eHHUs OCYLIECTBISETCS MOCPEICTBOM
MYJIBTUMEUMHBIX, THIIEPTEKCTOBBIX, CETEBBIX, TEICKOMMYHHUKAIIMOHHBIX TEXHOJOTHUH, HUCHOJIb3YEMBIX B
ANIEKTPOHHOH MH(OPMAIIMOHHO-00Pa30BATEILHON CPEie YHUBEPCUTETA.



