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ABTOp NMpOrpamMmsbi:
KaHanpgat uctopmyecknx Hayk, Ypaesa ipuHa BuKTopoBHa

Paboyas nporpammMa coctaeneHa B cootBeTcTBun ¢ ®rOC BO no HanpasneHuto nogrotosku 46.03.02 -
[okymeHTOBeieHMe 1 apxvBOBeAeHWe (YpoBeHb Gakanaspuara) (mpuvkas MwuHucTepcTBa 06pa3oBaHus U
HayKun P® oT «29» okTa6ps 2020 1. Ne 1343).

Paboyas nporpamma npuHATa Ha 3acefaHun Kagenpbl 61M6IMOTEYUHO-UH(OPMALMOHHBIX PeCcypcoB «16x»
noHa 2021 r. MNpoTtokon Ne 10

PaccMmoTpeHa 1 ofo6peHa Ha 3acefjaHny Y4yeHoro coeeta ®aky/bTeTa KynbTypbl U UCKYCCTB, MpoToKon ot
«05» ntona 2021 r. Ne 8.
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1. lean u 3agaun AUCHUATIHMHBI
1.1 Llenb ancumnnmHbl — hopMmpoBaHme KOMNETEHLMWIA:

MK-2 CnocobeH OCyWecTBNsTb 06paboTKy [JOKYMEHTOB Ha BCeX aTamax [JoKyMeHT0060poTa,
cucTemaTu3aLto, COCTaB/IeHNE HOMEHKNATYPbI AN, IKCMEPTU3Y LEEHHOCTU U XpaHeHWe JOKYMEHTOB

MK-6 CnocoGeH MpUHMMaTh yyacTve B pa3paboTKe ¥ BHEAPEHUW NOKaSibHbIX HOPMATMBHBLIX aKTOB MO
[OKYMeHTaLMOHHOMY 06ecrneyeHuio ynpaBieHus opraHmsaLeit

1.2 Tunbl 3aga4 MPO(eCCUOHANbHON AesATeNbHOCTW, K KOTOPbIM FOTOBATCS 06y4atoliMecs B pamKkax
OCBOEHUS ANCLUMNVHDI:

- OpraHu3alnoHHO-yNpaBIeHYeCKni
- TEXHO/IOrNYECKMIA

1.3 dvcumninHa OpueHTMPOBaHa Ha MOArOTOBKY 06YyYatoLMXCs K MpOoteccMoHanbHON AesTenbHOCTU B
cthepe: 07 AOMUHMCTPATMBHO-YNPaBNeHYecKas 1 othrcHas AesTenbHOCTb (B ciiepe OpraHM3aLyoHHOTO M
[OKYMEHTALMOHHOr0 06ecneyeHmns yrpasneHns OpraHm3aLmsmm)

1.4 B pe3ynbTaTe 0CBOEHUS AUCLMN/INHBI Y 06YUarOLLMXCA JOMKHbI ObITb CHOPMUPOBAHBI:

O606LLeHHbIe TPYAOBbIE Kog 1 HanmeHoBaHMe
(hyHKUWMK / TpyLOBbIE komneTeHumn ®roC BO,
(pyHKUmn / TpyROBbIE HEOOXOAMMOIA 15 VHAMKaTOpbI OCTMXKEHUA KOMMETEHLMI
npoeccuoHasbHble (hopMMPOBaHUA TPYLOBOIO
JeicTBMS (NpY HaMumn NN NPogheccnoHanbHOro
npogctaHgapTa) LencTBns
MK-2 CnocobeH OcylLLecTBAeT OpraHM3aLumio JOKyMeHToo60poTa, Nprem

OCYLLECTBNSTL 06paboTKy |1 NepBUYHYHO 06paboTKy, PerucTpauyuio, KOHTPO/b 3a
[OKYMEHTOB Ha BCEX 3Tarnax |MCMo/IHeHMEM, OTMPaBKY AOKYMEHTOB
[OKYMEHTO060pOTa,

cucTeMaTmsauumio,
COCTaB/IeHNe
HOMEHKNATypbl Aen,
3KCMEPTU3Y LLEHHOCTY 1
XpaHeHne JOKYMEHTOB

OCyLLECTBNSET  CUCTEMATU3AUMIO  [OKYMEHTOB U
(hopmmpoBaHMe [Aen, COCTaBnseT HOMEHKMaTypy fen,
BeAeT  MHAOPMALMOHHO-CMPaBoYHyl0  paboTy Mo
[OKYMEHTaM OpraHu3aLmm

MK-6 CnocobeH NpuHUMaTh |AHann3MpyeT AOKYMEHTaLMOHHOe obecrneyeHue
yyacTue B pa3paboTke U ynpaB/neHns opraHu3aumeit 1 paspabatbiBaeT NIOKa/bHbIE
BHEAPEHNM NIOKaTbHbIX HOpPMaTMBHblE aKTbl  (MHCTPYKLUW, MOMOXEHMS) MO
HOPMaTMBHbIX aKTOB M0 BOMpOCaM ynpaB/eHNs 4OKyMeHTaLyel
[OKYMeHTaLVIOHHOMY

obecneyeHunto ynpasneHns

opraHu3sauuen

1.5 CornacoBaH1e MeXANCLMMANHAPHBIX CBA3EH ANCLUMNMH, 06ECMeYNBAtOLLMX OCBOEHVE KOMMETEHLWIA:

MK-2 CnocobeH ocyuwecTBnsTb  00pabOTKy  [OKYMEHTOB Ha BCEX 3Tanax
AOKYMEHTOO60pOTa, CUCTEMATM3aLMI0, COCTaB/ieHWe HOMEHKNATypbl Aen, 3KCMepTu3y
LIEHHOCTW M XpaHeHWe JOKYMEHTOB

Ne HanmeHoBaHwue dopma
n/n ANCLMNIINH, 006yueH
OrnpegenstoLLmx nsa
MeXaucumnanHapHsle [ Oyxag
CBA3N (cemect

P)

516

1|ApxusoBefeHue + |+




2|denonpon3soacTeo +
no obpaLLeHNsM
rpaxzaH
3|denonpon3soacTeo +
no obpaLLeHnsm
rpaXaaH B opraHax
roCyf,apCTBEHHOA
BNacTu

4| oKyMeHTUpOBaHWe +
paboTbl No
obpatleHmsam
rpaxzaH
5|OpraHun3sauus pabotsl | +
C obpalLeHnAMK
rpaxziaH

6 [ TexHonoruyeckas + |+
rnpakTuka

MK-6 CnocobeH nNpuHMMaTb Yy4yacTe B pa3paboTKe ¥ BHEAPEHWU NIOKaNbHbIX
HOPMaTVBHbIX aKTOB MO A0KYMEHTaLMOHHOMY 06ECMeYeHUNI0 YrNpaBneHns opraHusaLyeit

Ne HanmeHoBaHwue dopma 06yyeHus
n/n ANCLMNIINH,
OrnpegenstoLLmx

(cemecTp)
MEXANCLMNIVHAPHbIE
CBA3U 3156|718

OyHas

[N

ApXunBoBeaeHue + [+

N

VHopmaumoHHoe 1 | +
apXMBHOE NpaBo

3|MpepannnomHas +
npakTuKa

4|MpoeKTrpoBaHue + | +
CUCTEM ynpas/eHuns
JOKYMeHTaumei

2. MecTo nucuuiuiaabl B cTpykrype OII 0akanaBpuara:

OuncumnnnHa «OpraHnsaums 1 TEXHONOIMSA JOKYMEHTaUMOHHOro 06ecrneyeHns yrnpaeieHus» OTHOCUTCS K
4acTu, (POPMUPYEMOIA y4aCTHMKaMM 06pa3oBaTe/ibHbIX OTHOLLEHWIA, yyYebHOro nnaHa Ol no HanpasieHnto
nogrotosku 46.03.02 - [lokyMeHTOBeeHMEe 1 apXMBOBEEHME.

OuncumnnnHa «OpraHu3auma 1 TeEXHONOMNS JOKYMEHTaLMOHHOIO 06ecneyveHns ynpasneHus» U3y4vaeTcs B
4, 5 cemecTpax.

3.00beM u conepxaHue TUCUUILIUHBI
3.1.06bem gucumnnutbl: 11 3.e.

OuHas: 11 3.e.
Bupg yuebHol paboTbl (Bceor:iz’::os)

OO0mas Tpyn0éMKOCTb 1M CHUILTTHHBI 396
KoHTakTHas paboTa 234
Nekunn (Jlekymn) 102
MpakTnyeckme (MpakT. pab.) 132
CamocTosTenbHas pabota (CP) 124
Kypcosas pabota 2




JK3aMeH
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3auet

3.2.CogepxxaHue Kypca:

No HassaHuve Bug yuebHol | Popmbl TEKYLLETO
TeMbl pasgena/Temsl paboThbl, Yac. KOHTpONA
Nek |lMpa| CP
LWK | KT.
pab.
O|O0|O
4 cemecTp
1 Mpepmer, PeLleHne
COAepXKaHue u NPaKTUYECKMX
3aflaum Kypca 2 | 10 | 8 |3agay (BbinonHeHue
«OpraHuzaums n NPaKTUYECKMX
TexHonoruv A4OY» 3afiaHuin)
2 VcTopus CemnHapckoe
[lenonpon3BoACTBa 3aHATHe;
B Poccum [McbMeHHas paboTa
6 |10 | 8
(MvcbmeHHas
CamMoCTOATe/IbHasA
paboTa)
3 HopmaTtnBHO-meTOA BbicTynneHue c
nuyeckas 6aza A0OY [IOKNafom
(KOHTpOnbHbIi
cpe3s); MNMucbmeHHas
41101 8 paboTa
(MvcbmeHHas
CamMOCTOATE/IbHasA
paboTa);
CemMuHapckoe
3aHATHe
4 OpraHusaumsa TecTnpoBaHue;
cnyxo6bl OY McbMeHHas paboTa
6 | 10 | 10 (MwvcbmeHHas
CamMoCTOATE/IbHasA
paboTa)
5 OpraHusaums MogrotoBka n
[IOKYMeHTO0b60poTa 3awmTa
npeseHTauuii
6 11010 (I'Io,quTOBK:il
3/IEKTPOHHOW
npeseHTauun);
MncbMeHHas paboTta
(TecTupoBaHue)
6 Peructpaums McbMeHHas paboTa
[IOKYMEHTOB (TecTpoBaHue);
6 | 10 | 10 BbicTynneHue c
LOKNafom
(KOHTpOnbHbIi
cpe3s)

5 cemecTp




7 MHhopmaLoHHO-C CemMuHapckoe

npaBoyHasa cuctema 3aHATUe;

8 (10 | 10
no JOKyMeHTam MncbMeHHas paboTta
opraHmsauun (TecTupoBaHue)

8 KoHTposb 3a MncbMeHHas paboTta
NCMONHEHNEM 8 18| 8 (TecTpoBaHue)
[LOKYMEHTOB

9 HomeHknatypa fen: [McbMeHHas paboTa
MeToAMKa s 11010 (MucbMeHHas
COCTaB/IEHMA U CamMoCTOATE/IbHasA
NPUMeHeHMs paboTa)

10 OpraHusaumsa BbicTynneHue c
TeKyLLero XxpaHeHus LOKNagom

10 |10 | 8 o
LOKYMEHTOB (KoHTpOnbHbIi
cpes)

11 MoaroToBka gen v TecTupoBaHue;
nopsaLoK nepegayn MncbmeHHas paboTta
[len B apxme g 10 | 10 | 10 (MvcbmeHHas
JanbHenwero CamMoCTOATe/IbHas
XpaHeHus paboTa)

12 ApxunBHoe [McbMeHHas paboTa
XpaHeHue s lsls (MucbMeHHas
LOKYMEHTOB 1 fen CamMoCTOATE/IbHasA

paboTa)

13 ONEeKTPOHHBIN [McbMeHHas paboTa
[lOKymeHTOO60OpOT | 10 | 8 | 8 (TecTupoBaHMe)
opraHusauumu

14 JloKanbHble BbiCcTynneHue ¢
CUCTEMBI LOKNafom

10| 8 | 8 o
[IOKyMeHTO060poTa (KOHTpO/bHbIi
cpe3s)

Tema 1. [Ipenmer, conepxxkanue u 3aga4u Kypca «Opranuzanus u texsosoruu 10Y» (ITK-6)
Jlekumus.
MpegMeT M 3aja4M  Kypca, ero MecTo B  06pa3oBaTeNbHOM  NporpaMMe  MOAFOTOBKM
CreunanncToB-L40KyMeHTOBe0B. ObLLve TpeboBaHNAMM K YPOBHIO MOATOTOBKM CMELMaINCTA, ero 3HaHUAM
1 YMEHWAM B 061acTu TexHonoruii J0Y.
[ OKyMeHTMpOBaHWe YNpaB/feHYeCcKon AeATeNbHOCTU U [LOKYMEeHTaLMOHHOe 06C/y)XMBaHUE Kak rfaBHas
obecrieumBarolas (YHKUWSA ynNpaBieHWs, BbIMOMHAEMas Kagpamu, WMeWwuMn npogeccroHaibHYyo
nogrotoBkKy. COOTHOLLEHVE MOHATUN «AOKYMEHTUPOBaHME», «[eN0npou3BOACTBO, «[OKYMEHTaLUMOHHOe
obecrieyeHvie ynpaeneHus». VICTOUHMKM AN U3ydeHUs Kypca. 3akoHofaTeslbHble akTbl U MaTepuasibl.
PykoBoAsLLMe JOKYMEHTbI MO CTaHAapTu3aumm. Knaccuhmkaropbl TEXHUKO-3KOHOMUYECKON 1 COLMabHOM
nHopmauun. Metogmnyeckne pekomeHgaumMm B 061acTu Aenonpou3BOACTBA M apXMBHOTO fena. EfuHas
rocyfjapCTBeHHas cucTeMa [OKYMEHTAUMOHHOro obecrieveHns ynpaeneHus. HayuyHasa un  y4yebHas
nutepartypa. lNepuoanyeckue n3gaHusa. IHTepHeT-pecypchbl.
IIpakTH4eckoe 3aHATHE.
Cemunap.
Bomnpocs! 1ast o0cyxneHus:
1. lenu u 3agaun kypca «Opranmuzanus U texHosnorus JJOVY» m ero mMecto B MOArOTOBKE CHEIUAIUACTA
JOKYMEHTOBE/IA.
2. TexHonornyeckas HanmpaBIeHHOCTb Kypca «Opranu3zanus u TexHosaorus JJ0OV».
3. Bompocsl JIOY Ha cTpanunax npogeccnoHaabHON MEPHOINKH.



4. [IpodeccronanbHbIE AEKTPOHHBIE pecypchl 1Mo Borpocam JJOY 1 BO3MOXXHOCTH UX UCMIOIB30BAHUS TIPU
MOATOTOBKE K 3aHSTHUSM.

3ananus 1J151 CAMOCTOSITEILHOI padoThI.

Coneprxanue 3a1aHus: Ha OCHOBE (POHIOB OMOIMOTEKN YHHBEPCUTETA M MOAMKMCHBIX KaTajaoroB Pocrnieuarn
COCTaBBTE CITUCOK MEPUOTNIYCCKHUX U3IaHui 110 Tipodiemam JIOV.

[Ipy caMOCTOSITENIBHOM  BBINIOJHEHUHM 3aJaHUSl CTYACHT JIOJDKEH BOCIOJb30BaThCs — aJIrOPUTMOM
TEMaTHYECKOro IMoucka WHGopMaly, yCcBOeHHbIM B Kypce «MHbopmanmonnas kyasrypa». OnHa u3
[JIaBHBIX 3a/la4, OOECHEeYMBAIOIIUX YCIEIIHOCTh MOKMCKa — MPaBWIbHOE BBIAEICHHE M (POpMyTUpOBKa
MepeyHs KIIOYEBbIX CIOB MOMCKOBOTO 3aIpoca.

I[Ipu pabore c¢ karamoramu Pocmedyatm BakHO OOpaTuTh BHHUMAaHHE Ha HalWYue B HUX
CIIPaBOYHO-TIOMCKOBOTO arapaTta M BOCIOJIB30BAaThCSA WM JUISI BBIABICHHSI TEPEYHS TEPUOIMUECKUX
W3JIaHUi 110 3a1anHoi TeMe. [Ipu paboTe ¢ kaTanoramu U KapToTeKaMu OMOTMOTEKH HaJ0 03HAKOMUTHCS CO
BCEM HMEIONIUMCSI B OHOIMOTEKE CIPaBOYHO-TIOMCKOBBIM ammaparoM U oco0oe BHUMAaHUE YACIHUTH
CHEIUATU3UPOBAHHBIM KApTOTEKaM TEPUOIUKH, HM3YYUTh HUX CTPYKTYPY M BBIIBUTH NPO(UIBLHBIE
MePUONYCCKIE U3AaHUS, OTPAKCHHBIC B HHX.

[Tpo6aeMbl TOKYMEHTALMOHHOTO OOECIEYeHUsI YTPABICHHUS HOCSIT MEXIUCIHUIUIMHAPHBIN XapakTep M
MOor yT OTpa)KaTLCH HC TOJIBKO B y3KOOTpaCJ'I€BI>IX CHeHI/IaHI/IBI/IpOBaHHBIX NU3JaHUAX. HOBTOMy, OHI/IpaHCB Ha
3aKOH paccesHus MH(OpMalMK, HEOOXOAMMO INPOAHAIM3UPOBATh KPYr H3MaHUM CMEXHOH TeMaTuKy,
CBA3AHHBIX C HpOGHeMaMI/I MCHCI’)KMCHTA, SKOHOMUKMU, praBJ'IeHI/IH HepCOHaHOM, KaIIpOBOfI JACATCIIbHOCTU,
apXHMBHOTO JIeJ1a, BHEAPEHUS HH(POPMAIIMOHHBIX TEXHOJIOTHIA U JIp., HA PEIMET OTPAXKEHUS B HUX MpoOsieM
JOV.

Brmmonnenune 3amanust odopmisiercss B Buie OuOmMorpaduyecKoro CIHCKa TEPUOAMYCCKUX H3IaHHI.
Cmmcok gemutcss Ha 2 pasmena: | - mepuommdeckwe usgaHus w3 QoHmoB Oubmmorexkm TIY, 2 —
MepUONYECKIUE U3IaHusl B Katajorax Pocmeuarn. BHyTpu pa3nenoB onvcanus U3MaHUA pacloyiaratoTcs B
andaBuTHOM Topsike. OmuUcaHus JOMKHBI BKII0YaTh HA3BaHUE U3/IaHMS, €T0 BUJI, IEPUOANYHOCTD BHIXO/A,
10 BO3MOXXHOCTH CBelleHHs 00 yupeaurtene u3fgaHus. CIUCOK JOJDKEH BKIIOYaTh HE MeHee 15 Ha3BaHUU
MEPUOANYECKUX U3TAHUM.

Tema 2. Uctopus nesonpoussoacrsa B Poccun (ITK-6)

Jlekuus.
[enonpons3sBoAcTBO nepvioja 006pa3oBaHUA W YKPErIeHUs PYCCKOro LeHTPaJIM30BaHHOIO rocyaapcTsa
(XV-XVII BB.) OCHOBHble pernamMeHTUpytoWMe 3akoHodaTeNlbHble aKTbl Mepuoja  MNPUKasHOro
fenonponssofcTea. LieHTpasibHble yupexzaeHus PYCcCKOro LleHTpasiM30BaHHOIO rocysapcrtsa (npukasbl) w
MeCTHble yupexzeHus (npukasHble u36bl). OpraHu3auns [OBUXKEHWA [OKYMeHTOB. Peructpaums
[IOKYMEHTOB N KOHTPO/Ib 32 UX UCMONIHEHNEM. TeKyLLee XpaHeHUe AOKYMEHTOB. TeXHOM0rna noaroToBKM
LOKYMeHTOB. OpraHu3aums XpaHeHns LOKyMeHTOB. Hanvuve crneuuanncTos no pabote ¢ LJOKYMeHTaMU.
[enonpon3BoacTBO B yupexaeHusx  Poccuidickod  mumnepum  XVIII B,  HopmaTuBHbIE  aKThl,
pernameHTUpYyoLLMe opraHu3aumnio paboTbl C JOKYMEHTamMu B MEPUOA, KOJINEXCKOro [enonpon3BoACTBa -
"leHepasibHbI  pernameHT" 1720 r., "Tabenb 0 paHrax" 1722 r., "YupexpeHus [ANA ynpasieHus
rybepHuein” 1775 r. Cuctema rocygapcteeHHoro ynpasneHus nepuoga XVII - XIX Be. OpraHusaums
[BWKEHWS JOKYMEHTOB 1 MOPALOK UX paccMOTpeHns. OCOBeHHOCTM permcTpaumm JOKYMEHTOB 1 KOHTPO/b
3a UX ucnonHeHvem. OpraHunsauns apxXmBHOro XpaHeHUsa LOKYMEHTOB. XpaHW/uLLe OKYMEHTOB, MOHATUE
"apxuB".
[enonponsBofcTBo yupexaeHuin Poccuiickoit nMnepumn XIX - XX BB. OCHOBHble pernameHTupytoLive
HOpMaTVBHbIE aKTbl Mepuoda WCMONHUTENbHOro AenonpomssofcTea: "MaHudgect” 1802 r., "OG6uiee
yupexzgeHve MuHucTepctB” 1811 1. Co3gaHue CUCTEMbl  [e/lonNpov3BOACTBA, COOTBETCTBYHOLLEN
eMHO/IMYHOMY TMOPAAKY MNPUHATUS PeLieHnid B ydpexaeHusax (MuHucTepcteax) Poccun. TMopsigok
PacCMOTPEHUS AOKYMEHTOB B MUHUCTepCTBaX. OCOBEHHOCTUN perncTpaumm LOKYMEHTOB M KOHTPO/b 3a UX
ncnonHeHveMm. OpraHuMsaums apxXvMBHOIO  XpaHeHuUa  [OKymMeHTOB. CTaHOB/NeHWE W pasBuUTUe
[eNoNpon3BOACTBa B COBETCKUX YupexxaeHusX. epBble AeKpPeTbl COBETCKOM BMacTV O pernaMeHTauum
OTAe/IbHbIX CTOPOH AOKYMEHTUPOBaHUA. Pa3BnTre Hay4yHOM opraHm3aumm ynpasneH4eckoro Tpyda B 1920-e
rr. Co3faHve Hay4HO-MUCCNeLoBaTeNbCKOro MHCTUTYTa TEXHUKM YNpaBieHns. XapakTepucTuka 1 3HadueHme
npoekTa "OB6LUMX NpaBu AOKYMEHTaLUMM 1N AOKYMEHTOO60poTa".



CosgaHve naBHoro apxusHoro yrnpaeneHuss CCCP u ero metogmyeckue paspaboTku. CosgaHuve u
BHeapeHve EOMHON rocyfapcTBeHHOM cucteMbl fenonpounssoactea (EFCA). CTpykTypa U OCHOBHble
nonoxenua EMCA. 3HayeHne EICA 4na opraHusaumMm  [enonpou3BOACTBa B YUPEXKAEHUAX U
opraHusaumnsx.

N3gaHne [OCToB Ha YynpaBneHYeckme [JOKyMeHTbl B 1970-80 rr. PaspaboTka W BHeapeHue
KacCU(hMKaToOpoB TEXHUKO-3KOHOMUYECKON N COUMaNIbHOW MH(opMaumn. Pa3BuTue TeOpeTUYECKUX W
NPUKNagHbIX WUCCNefoBaHW B  06MacTM  COBEPLUEHCTBOBAHUA  [OKYMEHTALMOHHONO 0b6ecrneyeHuns
ynpaeneHus. dopmuposBaHne KoHuenuun AOY. TlocypapcTBeHHasa cucTeMa [JOKYMEHTALMOHHOIOo
o6ecneyeHus ynpasnenus (FCAOY). Uenb, HasHaveHne FCAOY.

IIpakTH4eckoe 3aHATHE.
Cemunap.
Bomnpocs! a5 06cyxaeHus:
1. denonpoussoactBo B Poccun B IX-XV BB. (mpukazxoe).
2. Konnexckoe nenonpoussoactso X VII-XIX Bs.
3. MunucTepckoe n1enonpou3BoacTBo 101917 .
4. lenonpoun3BoacTBO B coBeTckuit mepuona 1917-1950 rr.
5. Pa3zButuHe 1e10npON3BO/ICTBA HA COBPEMEHHOM 3Tarle

3ananus AJ51 CAMOCTOSITEILHOI padoThI.
CocraBsre Tabnuiry «OCHOBHBIE 3Tarbl ASIOMPOU3BOACTBA B POCCHM M MX OTJIMYHUTENIbHBIE 0COOCHHOCTIY.
I/Isyqaﬂ HUCTOPUIO U OPraHU3alMi0 OTCUCCTBCHHOT'O ACIIOIMPOU3BOACTBA, CTYACHT HNOJIZKCH 3HATh, YTO OHA
JIENIUTCS Ha TPH MEpPHOAA: JOPEBOIIONMOHHBIN, BKITFOUAIONTNI MMPUKA3HOE JIEIOMPOU3BOACTBO, KOJIJIEKCKOE
JIEIONPOU3BOJICTBO, MUHHUCTEPCKOE JEIONMPOU3BOICTBO; COBETCKHUW, KOTOPBIA Takke pa3OuBaeTcs Ha
HECKOJIbKO XPOHOJIOTUYECKUX ITANIOB U COBPEMEHHBIH.
HpI/IHLII/IHI/IaHLHO BAXXHBIM JIA U3YUYCHUS TEMbI ABJISICTCA YCTKOC ONPCACIICHHUC XPOHOJIIOTMYCCKUX paMOK
HU3YyUCHUA UCTOPUHN ACIONPOU3BOACTBA KAKAOI'0 IICPpHUOaA.
HpI/I 3aIl10JIHECHUHN TaGHI/H_[BI BAXKHO YCTAHOBUTL, UTO OKa3bIBAJIO BJIMAHNUC HA CUCTEMY ACIIOIIPOU3BOJACTBA B
KaXIbIH TIEpUOJl, KAKUMHU 3aKOHO/IATEIHHBIMU aKTaMH OHA PEryJIMPOBAIaCh, KAKUE CTPYKTYPHBIS
NOApA3ACTICHHS U JIMIa OTBEYAIH 32 paboTy ¢ JOKyMEHTaMH, KaK PaclpeesuIuch 00 3aHHOCTH MEXTy
HUMH, COCTaB, MpaBuiia opopMIIeHUS TOKYMEHTOB, OpraHU3aluio padoTy ¢ HUMH (JIBUKEHUE TOKYMEHTOB B
YUPEKACHUSIX, TIOPSIIOK UX 00pabOTKH, XpaHeHH U T.1.). Kpome Toro, npu n3yuyeHUH TEMbl BaKHO YSACHUTD
OCO6€HHOCTI/I OopraHu3anvu ACIOMPONU3BOACTBA KAXKAOTO NCPpUoaAa U YMETh MIPOBCCTHU COIIOCTaBUTEIbLHBIN
aHaJIN3 OCHOBHBLIX JCJIONPOU3BOACTBCHHBIX onepaunﬁ, BBITITOJIHABIIHUXCA B PA3JIMYHBIC IICPUOABI,
HaIpUMep: MKy MepUOAaMH MPUKA3HOTO JIETOMPOU3BOACTBA U KOJUICKCKOTO, MEXKIY MIEPHOIaMU
KOJUIEIKCKOTO JICTIOTIPOU3BOJICTBA M MUHUCTEPCKOTO.

Tema 3. HopmaTuBHo-MeTonnueckas 6a3a J10Y (IIK-6)

Jlexknus.
OnpeneneHve MNOHATUA  "HOpPMaTMBHO-MeTOAM4YecKasd 6asa [JOY". HopmaTUMBHO-NpPaBOBbIE aKThI,
PernameHTUpyloLLMe  AOKYMEHTaUMOHHOe obecreveHne ynpaeneHWss Ha  (peaepanbHOM — YPOBHE:
3aKoHofaTe/lbHble aKTbl B C(epe [OKYMEeHTaUMW; YKasbl U pacropsXkeHuUs npesugeHta Poccuiickoi
defiepaunn; NOCTAHOBNEHMS U PacNopsHKeHMs NpaBuTenbCTBa Poccuiickon deaepalun; nNpaBoBble aKTbl
HOPMATMBHOTO W WHCTPYKTMBHOIO XapakTepa. [OCyAapCTBEHHblE W MeXAyHapoAHble CTaHAapTbl Ha
NOKyMeHTaumio.  O6Lepoccuiickue  KNacCuUKaTopbl  TEXHUKO-3KOHOMUYECKOW M COLMAbHOM
NH(opMaumn. BefoMCTBEHHblE HOPMATMBHbIE aKTbl. PernmoHajibHble HOPMAaTUBHO-MPABOBble aKThI.
VHCTPYKLMKN 1 MeTOANYECKME LOKYMEHTbI M0 Ae/0NPOV3BOACTBY NPEANPUATUIA N OpraHn3aLmi

IIpakTH4eckoe 3aHATHE.
3amanue 1.
1. Jlaiite ompenenenue denepansHoMy HHDOPMAMOHHOMY (OHIY TEXHUYECKUX PETNIaMEHTOB U
crannaptoB. Kakue 1okymeHTHI OH BKitodaet? B kakoit popme? Kem cozmaercs ¢ponn?
2. YcTaHOBHUTE, KaKu€ JOJKHOCTH CIIYXKAIIHUX, CBSI3aHHBIE C 1€JI0NPOU3BOACTBOM BKIItoueHb! B OKIIITP?
3. Vkaxwure 1o kinaccu(ukaTropy mpaBoBbIX aKTOB KOJ yCTaBa MyHUIIMIIATBHOTO 00pa30BaHusl.



4. Ilo OK®C (popm coOCTBEHHOCTH) ycTaHOBHUTE KO (hopMbl cOOCTBEHHOCTH [0CyIapCTBEHHOTO apXuBa
Tam6oBcKO# 0OacTH.

5. YcTaHOBUTE KOJ OPraHU3aI[IOHHO-TIPAaBOBOM (pOpMBI a) TOBapuIlecTBa COOCTBEHHUKOB XMk, 0) OAO,
B) OOO.

3ananue 2.

PazpaboraiiTe mepeueHb HOPMATUBHO-TIPABOBBIX akToB 1o JIOY HEOOXOmuMBIX [JIsi OpraHU3aIuHN
NESATETPHOCTH KaHUEISIPUU a) 00pa30BaTENbHOTO YUYPESXKACHHs, O) NPOMBIILICHHOTO MPEINPHUSITHS,
BKJTFOYAFOIIHMI YeThIpe OoKa:

- (enepanbHbIC 3aKOHBI,

- MEXXOTpPACIIeBble HOPMAaTUBHO-TIPABOBBIC AKTHI,

- OTpaciieBble HOPMATUBHO-IIPABOBBIE AKTHI,

- JIOKaJIbHbIE HOPMATHUBHO-TIPABOBHIC AKTHI.
3ananus AJ51 CAMOCTOSITEILHOI padoThI.

JlaiiTe MUCbMEHHYIO XapaKTepUCTHKY c(epbl MPUMEHEHHSI U OCHOBHBIX MOJIOKEHUH HALIMOHAIBHOTO
crangapta ['OCT P UCO 15 489-1-2007. CUBN/I. YnpaBiienre JOKyMEHTaMH.

[Ipyn caMoCTOATENHHOM BBINOJIHEHUU 3aJaHUsI CTYACHT JOJDKEH HMMETh MPEICTaBICHHE O pPa3IMYHBIX
YPOBHSAX TOCYIapCTBEHHOW perIaMEeHTallMd JOKYMEHTHUPOBAaHUS, 3HaTh OCHOBHbBIE  IOJIOKEHUS
@enepanbHoro 3akoHa «O TEXHHYECKOM PpErYIHPOBAHUMY», TPEACTABISIONIEIO IPABOBYIO OCHOBY
CTaHAapTh3aluy. BakHO y4YuTBIBaTh, YTO CTAHIAPTHI JAENSATCS HA TPU KAaTErOpUU: MEKIYHapOAHbIE,
HAI[MOHAJIbHBIE, CTAHAAPTHl OpPraHU3aIHil, - ¥ B 3aBUCUMOCTH OT 3TOT0 UMEIOT pa3Hylo chepy MPUMEHEHUS.
Mexy 3TUMHM KaTerOpHsIMH CYLIECTBYIOT B3aUMOCBSI3M M B3aMMO3aBUCHMOCTh. MexIyHapoHbIe
CTaHJapThl BHICTYIAIOT OCHOBOM ISl CO3/1aHUSl HALIMOHAJIBHBIX, TOATOMY IPU XapaKTEPUCTUKE YKa3aHHOTO
CTaHJapTa HaJ0 YCTAaHOBUTD, YTO MOCIYXKHIJIO €T0 OCHOBOM.

Boinomnnss 3agaHue HaJjo 00paTuTh BHUMaHUE Ha TO, YTO TOCY/IapCTBEHHbBIE CTAHIAPTHI SIBJISIIOTCS] OCHOBOM
COBPEMEHHOM MPaKTUKU JOKyMeHTHpoBaHMsI. OHU KJIAaCCUPHUIMPYIOTCS 10 OTAEIbHBIM HaIllPaBICHUSIM
peryaupoBaHus JOKYMEHTUPOBAHUS U JOKYMEHTAIIHIOHHOTO 00eCTIeYeHHUS.

Tema 4. Opranuzanus cayx0b1 JJOY (IIK-6)

Jlekumus.
CoBpemMeHHas TEXHONMOrMA W opraHu3aumst 4enonpousBoacTBa. OpraHM3aUMOHHble (DOpMbl PaboTbl C
[LOKyMeHTaMKn. TUMOBble OPraHn3aunoHHbIE CTPYKTYPbI CyKobl AOY. 3agauv n QyHKUMK cnyxobl JOY.
DYHKUMKN CTPYKTYPHbIX NoapasaeneHunin cny>xosl JOY. JomkKHOCTHOW MU YMCNEHHbIN cOCTaB Cyobl OY,
ero (oyHKUMOHanbHble 06513aHHOCTU. [lonoxeHne o cnyx6e AOY U [JO/MKHOCTHblE WHCTPYKUUK
COTPYAHUKOB. HopmaTmBHas pernameHTaums cnyxobl AOY. HopmupoBaHne AOKYMEHTALMOHHbIX paborT.
OpraHuzaumsi paboyero Mecta U ycnoBus Tpyda paboTHWKOB cnyx6 AOY: caHUTapHO-rUrMeHn4Yeckue
TpeboBaHus.

IIpakTnyeckoe 3ansATHE.
Cemunap.
Bomnpocsr mst o6cyxnenus.
1. Bunst cnyx6 1OV, ux cTpykrypa U QyHKIIHH.
2. JlokyMeHTBI, permaMeHTHpyomue co3aanue ciyxo J10Y.
3. UuCneHHOCTh U JOIDKHOCTHOM cocTaB ciysx0b1 JJOY. HopMupoBanue Tpyaa ee pabOTHUKOB.
4. OyHKIIMOHATIbHBIE 003aHHOCTH CEKpeTapsl PyKOBOAUTENS U 0pUC-MEHEKepa.
5. MHCTpyKIKA 110 AEJIONIPOU3BOACTBY Opranu3anuy. Ee conep:kanue u Ha3HauCHHE

3aganus 1J151 CAMOCTOSITEJIbHOM PadoThlI.
[IpoananuzupoBars «I[IpumepHoe nonoxenue o ciayxoe JOY», npemnaraemoe B I'C ZIOY, coctaButh Ha
ero ocHoBe «Ilonoxenue o cimyx0e JJOY» 111 KOHKpETHOI OpraHU3aluy.
IIpn wm3ydeHuM STOW TEMBI CTYAEHT JOJDKEH IOHATH, KaKylH BaXHYIO POJIb B IIPOLIECCE YIPABICHUS
opranuzanueil BoimonHseT cayx6a JIOY. OT TOro HacKoJbKO NMPOAYMAHHO OHA OPraHU30BaHA, 3aBHCUT
3 PEKTUBHOCTH YIPABICHUS B KOHKPETHON OpTraHU3aIHH.
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[Tpu mOATOTOBKE K BBIMOJHEHUIO 33JaHUS CeIyeT oOpaTuTh BHUMAaHUE HA TO, YTO B OCHOBE OPTaHU3ALUU
ciryk0b1 JIOY Kak CTpYKTYpHOTO MOApPA3ACIICHUs YUPESKICHUS JIekKAT BOIIPOCHI, CBI3aHHBIE C BEIOOPOM ee
HAaMMEHOBAHUs, ONpeneieHneM (YHKUMH, 3a7ad 3TOM CiIyKObI, JOJDKHOCTHOTO M YHCIEHHOTO COCTaBa,
KBaJM(HUKALIMOHHBIX TPeOOBaHMA, MpEenbsIBIAEMBIX K paboTHuKam ciyx0bl JJOY. YacTh 3THX BOMpPOCOB
pernamentupyercs B «Ilonoxenuu o ciyxoe JJOY».

CryneHTy BaXHO OOpaTuTh BHMMAaHHE Ha TO, YTO OPraHU3AIlMOHHBIC TOKYMEHTHI SIBIISIIOTCS IPAaBOBOM
OCHOBOH JnesitenbHOCTH opranmzanuu. «llomoxkenune o ciuyx6e JOY» ciuyxur 06a3oi co3maHus
palMOHANBHOTO  JJOKYMEHTAIMOHHOTO O00ECHeueHHs] OpraHu3aliK, I03TOMY OHO JIOJDKHO HUMETh
JOCTAaTOYHYIO CTENEHb KOHKPETHOCTH, YUYUTBIBaTh OCOOCHHOCTH OpraHU3aluy JAEJIONpPOM3BOJICTBA B
KOHKpeTHOH opranuzanuu. [lo cpaBHeHHIO ¢ «TUIOBBIM MOJIOKEHHEM...», OHO JOJDKHO BKIIIOUaTh Oolee
TOYHBIC W OJHO3HA4YHbIC (DOPMYIHUPOBKH, OMHUCAHHME TEX IMporeccoB M (pyHkumid ciyxob1 1OV, koTopbie
peasibHO BBITIOJIHSAIOTCS B 3TOM OpraHM3aluu, oTpaxars ¢opmy opranuzanuu ciayx0sl JIOY. Haubonee
CJIOKHBIM TIPH BBITMOJIHEHUM 33/1aHUS SBISETCS YCBOCHHE TPEOOBAaHMM K TEKCTY TAKHX JTOKYMEHTOB, Kak
MIOJIOKEHUS, MHCTPYKUMHU. TEeKCT HE MOIDKEH COAEp’KaTb IOBTOPOB, IMPOTUBOPEYMH, HEOIHO3HAUHBIX
nojoxeHuil. [Ipu BeImomHeHNN 3ajaHNs Ba)KHO Pa3BUTh HABBIKU pa3pabOTKU TaKOTO POja JOKYMEHTOB.
CTyzneHT JOKeH MOMHHUTB, 9TO «ciyxk0a JJOY» - 310 0000111eHHOE Ha3BaHKe, B peaJbHOU YIPaBIeHIECKON
NpakTuKe HaszBaHue ciayx0bl JJOY KOHKpeTusupyercs B 3aBUCHUMOCTH OT OpraHH3allMOHHO-TIPaBOBOM
¢dbopMbI Opranuszaimu, oobemMa ee J0KyMEHTO000pOoTa U JPYTrUX 0COOEHHOCTEH.

BrinonHenune 3agaHusi mpeanojaraeT CaMOCTOSATEIbHOE YCTAaHOBJIEHHE CTYIEHTOM IE€pEeYHs PEKBU3UTOB,
UCIIONB3YEMbIX JJIi JAHHOTO JOKYMEHTa, M HUX OQOpMIIEHHE B COOTBETCTBHM C TpeOOBaHUSIMHU
rOCyAapCTBEHHOTO CTaHAApTa.

«ITonoxxeHue. ..», COCTABICHHOE CTYJEHTOM JIOJDKHO COOTBETCTBOBATH TUIIOBOM CTPYKTYpE
OpPraHU3AIMOHHOTO JOKYMEHTA JIaHHOTO BHJIa ¥ BKJIIOUATh BCE YCTAHOBIICHHBIC /IS HETO Pa3/IeIibl.

Tema 5. Opranuzanus 1okymenroooopora (I1K-2)
Jlekumus.

MMoHATME " [OKYMeHTO060pOT", ero KO/MMYECTBEHHble U KayeCTBEHHble XapaKTepucTuku. Macwtab
LOKyMeHToo60poTa. CTpyKTypa 1 00Las xapakTepucTvKa LOKYMEHTOMNOTOKOB B opraHusauun. MoHATus
"BXOAALLMNIA AOKYMEHT", "MCXOAALLMIA AOKYMEHT", "BHYTPEHHWUIA AOKYMEHT".
TexHonormn 06paboTKM MOCTyNatoLMX [OOKYMEHTOB. [pvem M nepBuyHas 06paboTKa [OKYMEHTOB,
opraHu3auus  npoxXoXAeHUs 1 MOpPsSLOK  WCMOMHEHWUS  MOCTYNaloWMX  [AOKYMEHTOB. BHYTpeHHWi
[OKYMeHTO060poT.  lMpefBaputesibHOE  PacCMOTPeHWe  AOKYMeHTOB. [lepejada  [JOKYMEHTOB B
nogpasgenexHuns. OpraHuzaums OBWKEHUS [OKYMEHTOB Mexay nogpasgeneHusmn. KynbTypa paboTbl €
[NOKYMeHTaMM Ha paboumx mecTax. MopsgoK opraHusaymmn paboTbl ¢ OTNPaBISEMbIMUA JOKYMEHTaMU. Y4YeT
ob6bema 1 onTUMM3aLmMa JOKYMEHTO060pOTA.

IIpakTnyeckoe 3ansATHE.
1. Ha ocHOBe M3y4eHHs1 HHCTPYKLUH 10 JI€JTONPOU3BOACTBY KOHKPETHOM OpraHu3anuu pazpadoTainTe cxemy
MapHIpyTU3aLU1 BXOAIINX, UCXOAIIINX, BHYTPEHHUX JOKYMEHTOB B HEH.
2. Ha ocHOBe JaHHBIX U3 KYypHAJIOB PETUCTPALMM BXOASIINX, UCXOIALINX, BHYyTPEHHUX JOKYMEHTOB
COCTaBbTE CIPaBKy 00 00beMe JOKyMEHTO000pOTa 3a MECSILI, KBapTa, T/

3anaHus AJ51 CAMOCTOSITEILHOI padoThI.

N3yuuB onbIT OpraHu3aiuu AeJIONPOU3BOICTBA B KOHKPETHON OpraHU3aIlMH 110 MaTepHUaliaM BBIITYCKHBIX
KBaTM(UKAIIMOHHBIX padOT CTyACHTOB crienaibHOCTH «JlokymenToBenenue u JIOY», coctaBbTe
OTepOTrpaMMy JIBWIKEHHUS BXOSAIINX U UCXOASIINX JOKYMEHTOB OpTraHU3aIliH.

OCHOBy IJIA BBIIIOJIHCHUSA 3adaHUs COCTAaBJISAIOT 3HAHUA CTy,Z[CHTa 0 I[OKYMGHTOO6OPOTC KaK CJIOKHOM
TEXHOJIOTUYECKOM TMPOIIeCce, KOTOPBIM XapaKTepu3yeTcsi pas3IMuyHbIMU Mapamerpamu. B wyacTHOCTH,
OpsMyl0 M OOpaTHYIO CBS3b B YIPABICHUU OCYIIECTBIISIOT OIpPEACICHHbIE TOTOKUA JOKYMEHTOB.
CO6JIIOILCHI/I€ HpI/IHI_[I/IHOB )41 HpaBI/IJI OpFaHI/IBaI_[I/II/I Z[OKYMGHTOO60p0Ta IIO3BOJISICT AOCTHUYb TOYHOCTHU
HalpaBJIeHUs] JOKYMEHTOIIOTOKOB, COKpPAaTUTh BpeMs Ha o00pabOTKy JOKYMEHTOB M MpPUHSTHE
yIpaBIIEHYECKUX DPEUICHHH W B KOHEYHOM CYeTe BIMATH Ha 3(PQPEKTHBHOCTH ACATEIBHOCTH armapara
YIIpaBJICHUS.
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Texnonornueckas enovka IBUKEHUS U 00pabOTKM TOKYMEHTOB MPEACTABICHA PSIIOM TUIOBBIX (DYHKITHIA,
KOTOpBIE TPHU PEIICHUH KOHKPETHBIX 3a/lad MOTYT OBbITh JETaJIM3UPOBAaHBI 10 OTAEIBHBIX OIEpaIdil.
Crnenyer o0s3aTebHO YYHUTHIBATH TO, YTO MOPSAJOK pabOTHI C JOKYMEHTaMH, ONEpaluu Mo UX 00paboTKe
3aBUCAT OT BUOB JIOKYMEHTOB U OT WX NMPUHAAJICKHOCTU K ONPEACTICHHOMY JOKYMEHTONOTOKY. CTyaeHTY
BAXHO TIOMHUTbH, YTO CYIIECTBYIOT pa3jIMYHbIe METOJUYECKHE TOAXOAbl K MPOBEICHHUIO aHaIHM3a
JOKyMEHTOO00pOTa MO €ro KaueCTBEHHBIM M KOJIMYECTBEHHBIM mapamerpaM. OTHUM U3 HUX SIBISETCA
COCTaBJICHUE ONEPOrpaMM, IMO3BOJISIONINX IpapuuecKu H300pa3uTh MOCIEI0BATEILHOCTD MPOXOKACHUS U
TEXHOJIOTHIO 00pabOTKH pa3NUYHBIX TPYII JOKYMEHTOB. OTpaOarbiBasi HABBIKM COCTABICHHS CXEM
JBIDKEHHSI JJOKYMEHTOB, BXOJSIIMX B OIpPECIICHHBIE JTOKYMEHTOIOTOKH, CTYIEHT JOJDKEH HAy4HUThCS
OIIPENEIIATh 3a7a4l TAaKOro TpapuuecKoro aHajau3a, JieaTh Ha OCHOBE MOJTYYEHHBIX OMEPOTrPaMM BBIBOBI O
BO3MO)KHOCTSX PAl[MOHAIN3ALUU U COBEPILIEHCTBOBAHMS JOKYMEHTO000POTa KOHKPETHOTO MPEAIPUSITHSL.

CryneHT 10KeH pa3padboTars 2 orneporpaMMEl.

Tema 6. Perucrpanus nokymentosn (I1K-2)

Jleknus.
MoHATMe "perucTpauns [OKYMeHTa". Peructpauma OOKYMEHTOB KaK COCTaBHad 4acTb TexHO/0rnm
06paboTkM  [OKyMeHTOB. Llenn pernctpauuy LOKYMeHTOB. OCHOBHble MPUHUMNbI  permcrpaumn
LOKYMeHTOB. VHAekcaums AOKYMeHTOB. ®DOpMbl perucrpaumm AOKYMEHTOB M NOPALOK MX 3arofIHEHUS.
YKypHanbHasa opma permcrpaummn. PernctpaumoHHO-KOHTPOIbHaA KapTouka. KOMMbIOTEPHbIE TEXHOIOMNN
perucTpaumm LOKyMeHTOB. VIHhopMaLMOHHOe CoAepyKaHne perncTpaumoHHon 6a3bl JaHHbIX

IIpakTnyeckoe 3ansATHE.
HpOBe,Z[I/ITe PErucCTpario KOMIUUICKTa JOKYMCHTOB, ITOJIYYCHHOT'O OT IPCIOAaBaTCIIA, B X XYPHAJIC U B
PEruCTpalluOHHO-KOHTPOJIbHBIX KapTOYKaX. HpOCTaBbTe BCEC HGOGXO,Z[I/IMBIG OTMCTKHU U NHACKCHI HA
JTOKyYMEHTax

3aganus AJ151 CAMOCTOSITEJIbHOM PadoThlI.
Omnpenenure nepeyHy JaHHBIX JJIS 3aHECEHUS B PETHCTPALMOHHbIE (DOPMBI IPU PETHCTPALIUN BXOSIIUX,
HUCXOOAIIHNX U BHYTPCHHUX JOKYMCHTOB, pPCKOMCHAYCMbBIX PA3JIMYHBIMU TUIIOBBIMH U UHAWBUAYAJIbHBIMU
MHCTPYKLUSAMH I10 JEJIOIPOU3BOACTBY U IIPOBEIUTE UX CPABHUTEIILHBIN aHAJIN3.

[Ipu u3yyeHUH TUMOBBIX WHCTPYKLUUU CIEIyeT UCXOAUTh U3 TOTO, YTO PETUCTPALUsS JOKYMEHTOB - 3TO, C
OJTHOW CTOPOHBI, COCTaBHAsl YaCTh TEXHOJIOTUU 00pabOTKU TOKYMEHTOB, a C APYroi - HeOThbeMJieMasi 4acThb
MH(OPMAITMOHHO-TIONCKOBOM CHUCTEMBbl O JOKyMeHTaM npenanpusatusa. [losTromy nepedeHb NaHHBIX O
JOKYMEHTE, 3aHOCHMBIX B PETUCTPALMOHHYIO (OpPMY JOKEH MO3BOJATH HE TOJBKO HMICHTH(PHUIMPOBATH
KOHKPETHBIM JOKYMEHT, HO M OBICTPO OINpeAeNsATh €ro MECTOHAXOKJEHHE. OTOT IepeueHb MOXKET
BapbUPOBAThCS B 3aBUCHUMOCTH OT 00OBbeMa OKYMEHTOOOOpOTa OpraHM3allM, KOJMYecTBa U COCTaBa
JOKYMEHTOB, TpeOyIOIIMX ydeTa M KOHTPOJS 3a WX HUCIOJIHEHHEM, HaJM4Msl CPEICTB aBTOMAaTH3aluU
OTACNBbHBIX JIEJIONPOU3BOJCTBEHHBIX OMNEpaluil WM TMPOTPAMMHBIX MPOAYKTOB JUIsl KOMILIEKCHOM
aBTOMaTHU3allMi JIOKyMEHTOoO0OpoTa. BakHoe 3HaueHHe 0IpU 3TOM HUMEEeT NPUHLHUII palMOHAJILHOU
OpraHu3aly PEerucTparum.

[Tpu cpaBHEHUH NEepeYHEH TaHHBIX HY)KHO MCXOIUTH U3 TOTO, YTO COCTAB JAHHBIX O JOKYMEHTE HAIPSAMYIO
CBSI3aH C LEISAMH PETUCTPAMU M 3aBUCHT OT TOTO, K KAKOMY JOKYMEHTOIIOTOKY OTHOCHTCSI JTOKYMEHT:
BXOZISIIEMY, UCXO/SIIIIEMY WIH BHYTPEHHEMY.

Ocoboe 3HaueHHEe HMMEET TaKXe BHIOOp PEruCTpalMOHHON (OpMBI. 37€Ch Ba)XKHO HE TOJBKO 3HATh
COBPEMEHHBIEC BHJIbl PETUCTPALMOHHBIX ()OPM, HO U MMOHMMATh MPEUMYIIECTBA U HEAOCTAaTKU KaKIOW U3
HUX KaK OpU TPAAULUOHHOM, TaK ¥ IMPH aBTOMATU3UPOBAHHOM TEXHOIOTHH 00pab0TKH JOKYMEHTOB.
Pe3yneraTel paboThl peaCTaBIAIOTCS B (hopMe TaOIUIIBI 1 HTOTOBOTO KOMMEHTApHS CO CPABHUTEIBHBIM
aHaJHM30M.

Tema 7. UnopMannoHHO-cIPaBOYHAs cUcTeMa MO JokyMeHTam opranmn3anuu (I1K-2)
Jlexknus.
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Llenn co3paHns MH(OPMaLMOHHO-CMPaBOYHbIX CUCTEM B OpraHusauuu. Peructpaums AOKYMEHTOB Kak
OCHOBa A/19 JOPMMPOBaHNA MH(OPMALMOHHO-CNPaBOYHOIo MaccuBa. KnaccuukaumMoHHbIE CNPaBOYHUKN.
Buabl KapToTeK. KOHTPOMbHO-CNPaBOYHbIE 1 TeMaTUYecKmne (KoAM(MKALMNOHHbIE) KapTOTEKM, TEXHOMOIUS
opraHuzauun. TpyHUMMBLI CUCTEMATU3aLMM KapTOYeK B CMPaBOYHbIX KapToTekax. [Mopsagok nepegadu
CMpaBOYHbIX KAPTOTEK B apXMB OpraHm3auum

IIpakTH4Yeckoe 3aHATHE.
3amanus.
1. PaspaboraiiTe MakeT CIPaBOYHOM KapTOTEKH, IONOJIHUTE €€ KapTOYKaMH, 3allOJHEHHBIMH Ha
MIPEABIAYIIEM 3aHATUU IIPU PETUCTPALUU JOKYMEHTOB.
2. [Ipoananu3upyiTe CUTYalUIO U OTBETHTE HA BOIIPOCHI.

Jlng BeneHusi CpaBOYHOM paboThl B CEKpeTapuare pyKOBOAUTENS OpraHu3aluu chopMUpOBaHA OJIHA
pyuHas clipaBO4YHasl KapTOTeKa, COCTOsSIAs U3 TpeX OTAeNIeHuH (pyOpuK): Al BXOISIIMX, UCXOISAIIMX U
BHYTPEHHUX JIOKYMEHTOB. B oTmeneHusix mias BXOAAIIMX W HCXOMSIIMX JOKYMEHTOB KApTOUYKH
pacroyiararorcsi o, KOppECHOHAECHTaM M aJpecaraM COOTBETCTBEHHO. B oTaeleHMM M1 BHYTPEHHHUX
JOKYMEHTOB pyOpHKHU COOTBETCTBYIOT BHJIaM TIOKyMEHTOB. [Ipu 3HaunTenbHOM 00beMe T0KyMEHTO000pOoTa
MTOUCK HY>KHOM KapTOUYKH 3aTPyJHEH U 3aHUMAET MHOTO BPEMEHH.
HazoBure nmpuHIUNBI (OPMUPOBAHUS PYUHBIX CIPABOYHBIX KApPTOTEK, KOTOPHIE MOXXHO JOTOJHUTEIBHO
IIPUMEHUTD K CUCTEMATU3AlMM KAPTOUEK B JAHHOW CIIPAaBOYHOM CUCTEME.
OT yero 3aBUCHUT BBIOOP CXEMBI IIOCTPOSHHSI CITPABOYHON KapTOTEKHU?

3ajaHus AJ151 CAMOCTOSITEIbHOM PadoThlI.
N3y4ynB KOMIUIEKC TOKyMEHTALUN OJHOM U3 OPraHU3alUi 110 MaTepuaiaM BbIILy CKHBIX
KBaJM(HKALMOHHBIX padOT CTY/IEHTOB HANpaBICHHs MMOJATOTOBKH «J{OKyMEHTOBEIEHHE U apXHBOBEICHUEY,
chopMynHupyiTe 1 000CHYHTE IPEUIOKEHHUS TI0 OpraHU3aIUU PallMOHATLHON HH()OPMAIIMOHHO-TTIOMCKOBOM
CHCTEMBI, pa3paboTaliTe MakeT CIIPaBOYHON KapPTOTEKH JJIsl 3TOW OPraHU3aIMH C BBIJICICHHEM OCHOBHBIX
PYOpHK.
[Ipuctynas K BBIMOJHEHUIO 3a/laHUsl BAXHO OOpaTUTh BHUMAHUE HA TO, YTO KIFOUEBHIMH BOIPOCAMH
OpraHu3anu MHPOPMALMOHHO-CIPABOYHONH pabOTHl  SIBISIOTCS  BBHIOOP MPUHIUIIOB TOCTPOEHUS
uHpopmarmoHHo-mouckoBbix cuctem (MIIC) u mopsimox ucmonb3oBanus wHGOpManuu (0a3 MaHHBIX) O
JOKyMEHTaX B OIEPATUBHOM YHPABICHYECKOH NeATENbHOCTU. BBIOOP CXEMBI MOCTPOEHHS CIPABOYHBIX
KapTOTEK, UX KOJIMUYECTBO U BUJIbI 3aBUCAT OT BUAOBOIO COCTaBA JOKYMEHTOB OpraHU3alMM, UX KOJINYECTBA,
TUIOBBIX HMH(OPMAIIMOHHBIX 3allpOCOB PYKOBOACTBA M  CIEIHAIUCTOB OpraHu3aluu. Beiasuras
npemioxkenuss o opranuzauuu UIIC, ctygeHT AomkeH 0O0OCHOBaTh KOJMMYECTBO KAapTOTEK, MX BUJBI,
HEOOXOIMMOCTh MCIOJIb30BaHMs KaKUX-JIMOO KiIaccu(UKAaTOpoB MH(DOPMAIMH, TPUHIUIIBI, HCIIOIb3yeMbIe
IUId TIOCTPOEHHUS KAPTOTEKM W CUCTEMATU3allMM KapTodeK. MakeT KapTOTeKH JOJDKEH BKIIIOYaTh
pacrooXeHHbIe B 000CHOBAaHHOM JIOTHYECKOH MOCIIE0BaTEIbHOCTH KApTOUKH ¢ HAUMEHOBAHUSAMU PyOpHUK
KapTOTEKU M OMHMCAHUEM TOPSJIKA PACTIONIOKEHHS KapTOUCK BHYTPU KaXKI0U pyOpHKH.
B urore crynenToM momKHBI OBITH pa3zpaboTansl npemioxeHus no opranuzaiuu UIIC — 1-2 ctpaHutisl,
MaKeT KapTOTeKH, BKIItoyaronuii He MmeHnee 10 pyOopuk.

Tema 8. KoutpoJus 3a ucnonnenuem 1okymenToB (I1K-2)
Jlexknus.

Llenb KOHTPONs 3a WUCMONHEHWEeM [OKYMEHTOB. HanpaBneHusi KOHTPONbHON AesTenbHOCTU. OCHOBHble
3afjaun Cny6bl KOHTpoONs. Buabl M PoOpMbl KOHTPONS 3a CPOKamMK WCMOMHEHMS [AOKYMeHTOB. Bbibop
[OKYMEHTOB /17151 MOCTAHOBKMN Ha KOHTPO/b. TUMNOBbIE U MHAMBUAYANIbHbIE CPOKM UCMOMHEHNS IOKYMEHTOB.
MocTaHOBKA Ha KOHTPO/Mb. TEXHOMOrMS OpraHu3alMu CPOKOBOV KapTOTEKW. TEXHONMOrus TEeKyLLero
KOHTpons. CHSATMe AOKYMEHTOB C KOHTPOAS. TOroBblIi KOHTPO/b. AHANN3 UCMIONHUTENLCKO AUCLMM/INHBI

IIpakTH4eckoe 3aHATHE.
3amanue.
1. CocTaBbTe OJIOK-CXEMY OCHOBHBIX 3TAllOB KOHTPOJIS 32 CPOKAMH UCIIOTHEHUS IOKYMEHTOB.
2. 3aMo0JHUTE 5 KApTOUEK ISl CPOKOBOM KaPTOTEKH.
3. Pa3bepute 1€7I0BYIO CUTYAIMIO U YKAXKUTE, HACKOJIBKO MPAaBOMEPHBI ICHCTBUS YHACTHUKOB!
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Hcnonuurtens CumonoB E.C.. obpatuncs B cioyxOy OV c mpocsboil 0 mepeHoce cpoka HMCHOTHEHUS
JOKyMEHTa Ha Oojee mo3aHIo naty. OH MOTUBUPOBAJ 3TO KEJTAaHUEM IOJATOTOBHUTH OoJiee KaueCTBEHHBIN
JOKYMEHT, JUIsI 4ero eMy MOTpeOoBaioch coOparh OOlblIe JaHHBIX, YEM paHee IUIaHHUpoBaioch. Kpome
toro, CumonoB E.C. cocnaics Ha yCTHYIO JOTOBOPEHHOCTb C MAapTHEPOM 00 HM3MEHEHHH CpOKa
npenocrasienuss uHpopmanuu. Mucnekrop mo koHTponio ciayxosl JIOY BacunbseBa A.I. cormacuiachk
BHECTH M3MEHEHHUS B PETUCTPALMOHHO-KOHTPOJIBHYIO (JOPMY M YBEIHUYWIIA CPOK HMCIIOJHEHUS Ha 5 JHEH.
PykoBomurens cmyx0b1 JIOY, KoTOphIii OBUT TOCTaBIEH B W3BECTHOCTh, COMNIACHICS C TaKHUMH
MU3MEHEHUSIMHU.
4. 3anoyIHUTE CBOIKY UTOTOBOTO KOHTPOJISA, €CIIU B OTJIEJIE MAPKETUHTA 3a MECSAL] B CPOK UCIIOJIHEHO 17
JOKYMEHTOB, C OIIO3JaHUEM Ha JIBa JHS UCIOJIHEHO TPU AOKYMEHTA, /Ul 4 TOKyMEHTOB CPOK MCIIOTHEHMUS
HACTYTMAaET B CIEIYIOIIEM MECSILEe, PUUEM s IBYX U3 HUX OH OBUT IIPOJUICH.

3ajanus 1J151 CAMOCTOSITEJIbHOM PadoThlI.

CocTaBbTe CBOIKY HTOTOBOTO KOHTPOJISI HA OCHOBE YCJIOBHBIX JAHHBIX UCIIOJHEHUS JOKYMEHTOB B
OpraHu3aLNH.

Cseoenus 06 ucnonnenuu 0okymenmos 3a 1 keapman 2009 2. 6 OO0 «Muey:

3a tpu Mecsita B OOO ObUIO MOCTABICHO HA KOHTPOJIh 15 BXOASIIMX TOKYMEHTOB (7 W3 HUX MOCTYIHIH B
oTIen CHaOKeHMs, 4 B IJIAHOBBIM OTHEN, 4 B OT/AEN Mo paboTe ¢ moTpeduTensiMu) u 26 BHyTpeHHUX (6
HamnpaBjieHbl HAa HWCIOJHEHHE B OTAEN CHaOXeHHs, 9 B IJIAHOBBIM, OCTalbHBIE B OTAENT MO padboTe C
MOTPEOUTETISIMH).

K xoHmy 1 xBaprama B IJIaHOBOM OTJEN€ OCTAJINCh HAa HCIOJHEHUM B CBSA3M C NPOUICHHEM CpoOKa 3
JIOKyMeHTa. B oraene cHaOxeHMs elle HE HACTYyNMJI CPOK MCIONHEHMs Ul 2 JOKYMEHTOB, 4 ObLIM
BBINOJIHEHBI C 33JIepXKKOM 0e3 MpOJUIeHUs CpOKa, OCTaJbHBIC UCIOIHEHBI BOBpeMs. B oTnene nmo pabore ¢
NOTPEOUTENAMHI CPOK HE HACTYNWI 711 6 JOKYMEHTOB, [UI OJHOTO OH MpOAJIeH A0 15 ampens, ocTaabHble
UCIIOJITHEHBI BOBPEMSI.

IIpy BBINOIHEHMH 3aJaHUs HAJO SICHO MPEACTABIIATH, YTO KOHTPOJIb 3a CPOKAMU HMCIIOJIHEHUS TOKYMEHTOB
MPEACTABISIET COO0H TEXHOJOTUYECKHUI MPOIIECC, COCTOAIINN U3 psaa MOCIeI0BaTeIbHBIX AeicTBuid. Hamo
TaKXKe YSICHUTh Pa3HUILy MEXIy TEKyIIUM (TperynpeluTeNbHbIM) U UTOTOBBIM KOHTposieM. HyxHo deTko
IPEACTaBIATh, KaKM€ CTaTUCTUYECKHE JaHHbIE 00 HMCIOIHUTENSAX, JOKYMEHTaxX M JIp. HEOOXOAMMBI JUIs
BEJICHUS KaK TEKYILEro, Tak ¥ UTOTOBOTO KOHTPOJIS, B KAKOM BUJE OHHU MOTYT OBbITh IPEACTABICHbI U AJIS
pEIICHNs KaKMX KOHKPETHBIX 3aja4 JOJDKHBI NCIIOJIb30BaThCS.

CBozika UTOTOBOTO KOHTPOJISI COCTABIISIETCS PETYIISIPHO, C IEPUOJUYHOCTBIO ONPEAEIIAEMOM PyKOBOJACTBOM
opranuzanuu. OHa umeet popmy TabIMIIBIL, JONOTHIEMON KOMMEHTAPUSIMH U BBIBOJIAMH T10
NpeACTaBICHHBIM HU(PPOBBIM JaHHBIM. DopMa CBOKM HE YHHUPHULIUPYETCS, TOITOMY CTYIACHT MOXET
OIMUPATHCS HAa 00pasel, TaHHBIN B JEKIMH WA IPEACTAaBICHHBINA B y4EOHBIX MTOCOOUIX, MOXKET MPEIIOKUTh
cBoii BapuaHTt. [Tocne 3amonueHus TabaULbI K HEH 1aeTCsi KOMMEHTapuil ¢ BEIBOIAMU 00 HCTIOJTHUTEIbCKON
JUCLMIUIMHE B OPTaHU3ALNH.

Tema 9. HomenkJiatypa es1: MeToAuKA cocTaBjieHust 1 npuMeHenns (I1K-2)

Jlexknus.
lMoHATMe "HOoMeHKNaTypa fen". HasHayeHMe HOMeHKnatypbl fen. Buabl HOMeHKnatypbl gen (Tunosas,
npuMepHas, MHAMBUAYaIbHas), UX 0COGEHHOCTU, NOPSAAO0K NCNO/Mb30BaHWSA. TpeboBaHNs, NpesbsBNSeMble
K COCTaB/IEeHUIO HOMEHKNATYpPbI fen opraHn3aumn. HoMmeHKnaTtypa gen nogpasfeneHns u HoMeHknatypa fen
opraHusaunn. PernameHTauus TpeboBaHwil K COCTaB/IEHUIO HOMEHKNaTypbl aen B
HOPMaTVBHO-METOANYECKMX AOKYMeHTaX. YHuU(puMuupoBaHHasa ¢opma HoOMeHKnatypbl fen. [lpasuna
COCTaB/IeHMsA HOMeHKaTypbl fen. KnaccuipmkaumoHHas cxeMa HOMeHKIaTypbl. ®OpPMYNnMPOBKU 3aro/I0BKOB
fen. CnctemMaTmnsaumns 3arofioBKOB [len B HOMeHKaType. ICTOUHUKM onpedeneHns CPOKOB XpaHeHUs aen.
[MopsAfoK COCTaBNEHUA U YTBEPXKAEHMA HOMEHKNATYPbI AeN opraHn3aumu.

IIpakTH4eckoe 3aHATHE.
CocraBbTe OJIOK-CXEMY alNropuT™Ma pa3paboTKU HOMEHKIIATYPBI Je]l OpraHu3aliH.
Omnuiure MOCJICAOBATCIILHOCTD 3TAIIOB COCTABJICHHUA HOMCHKJIATYPBI ACJI MMOAPA3ACICHU .

3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.
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PazpaboraiiTe HOMEHKIATYpy A€ JUIsl HeOOJIBIION OpraHu3auy, 3aHUMAIOLIeHCs PeKIIaMHON
JesITeIbHOCTHIO, B KOTOPOH HET BHYTPEHHUX OTIEIIOB, a IPOU3BOICTBEHHbIE (DYHKIIMM 3aKpETICHBI 32
OT/ICTBHBIMH COTPYIHUKAMH.

OnHa Y3 OCHOBHBIX 3aJlau JaHHOW paOOThI — OCBOUTH OOIIHME MPUHIUIBI CUCTEMATU3AllMU TOKYMEHTOB U
MpaBWiia TPYNIUPOBKH B Jejla OTAEIbHBIX KaTeropuil JOKYMEHTOB, H3JIO)KEHHbIE B COBPEMEHHBIX
HOPMaTUBHO-METOANYECKHUX JOKyMeHTaX. [Ipu BbIoNHEHUH 3a/1aHusl HE0OX0IMMO 00paTUTh BHUMAaHHUE HA
TO, YTO HOMEHKJIaTypa JIeJl UMEET YHHU(PHUIIMPOBAHHYIO (HOpPMY, MIOPTOMY OHA JIOJDKHA OBITH OoopmileHa C
COOJIIOZICHMEM COOTBETCTBYIOUIMX TpPeOOBaHUM, M3TOXKEHHBIX B «OCHOBHBIX MpaBuUiax pabOThl apXHBOB
opranuzanuit». B HeGompIIMX OpraHu3anusax, He UMEIOIINX CTa0UIBHON CTPYKTYpPBI, B KAUECTBE Pa3ieiioB
HOMEHKJIaTYypbl MOTYT HCHOJb30BAThCS yMpaBieHUeCKUe (GYHKIMU WM HalpaBiIeHUsS JEATeIbHOCTU
OpraHM3allM W 3ajjadya CTyACHTa BbIOpaTh ONTHMAJbHBIM BapHaHT CTPYKTYpUpPOBaHUS pa3padarbiBaeMOin
HOMEHKJIATyphl aen. [lyig onpeneneHus coctaBa JOKyMEHTOB U MIEPEUHs [l B HOMEHKJIaType HeoOX0AUMO
BOCIIOJIb30BaTbCSl  MMEIOIIMMCS JIMYHBIM  OMNBITOM, a TaKXKe pa3nYHbIMU MEPEYHSIMH TUIIOBBIX
YOpPaBIEHYECKUX  JOKYMEHTOB, OOpa3yloluxcs B  JESTEIbHOCTH  OpraHM3alyii, NpUMEPHBIMU
HOMEHKJIaTypaMH JIeJ1 JUIsl pa3IM4HbIX TUIIOB OpraHU3alui.

CryneHT noipkeH pa3paborarb | HOMEHKIATypy

Tema 10. Opranusanusi Tekyuero xpanenusi 10kyMeHnTos (I1K-2)

Jlexknus.
MoHATHe "thopmupoBaHue gen”. OO6WwMe npUHUMNBLI popMupoBaHna fen. OCHOBHble TpeboBaHMs,
npegbsasnseMble K (QOPMMPOBAHWIO [en B TeKyLleM [efionpou3soactse. [lpasuna (HOpMUpoBaHUS
Pa3/IMYHbIX KaTeropuin JOKYMEHTOB B fJena. PopMupoBaHve [efl B OpraHusauuu, B ee CTPYKTYPHbIX
nogpasgeneHusax. OTBETCTBEHHOCTb 3a COXPaHHOCTb JOKYMEHTOB. Bbifaya [JOKYMEHTOB A/19 BPEMEHHOIO
NoMb30BaHNA NPU XPaHEHUN NX B CTPYKTYPHOM MNoApa3aeeHnn.

IIpakTH4eckoe 3aHATHE.
3amanue.
1. IlpoBenuTe Bce HEOOXOAUMBIE MIPOLIEAYPHI I 3aBEACHNUS Jieia B Hayasle KaJeHAapHOro roja.

2. CdopmupyiiTe B nmema Ha OCHOBE HMEIOIICHCS HOMEHKIATYphl KOMIUIEKT JokyMmeHToB OO0,
MIPEJICTaBICHHBIN MpenoaBaresem.
3. [Ipoananu3upyiiTe JEN0BYIO CUTYalUIO U YKAKUTE OIIMOKU B TEXHOJIOTUU JIEJIONPOU3BOJICTBA.
B ciyx6e JIOY opranuzanuu npu GOpMUPOBAHUM [T TPUIEPKUBAIOTCS MHEHHUS, YTO B OJTHO JIEJIO HEIb3s
noMemarb JOKYMCHTEI C pa3HbBIMU CPOKAMU XPAHCHUA. B cooTBeTcTBHU C 3TUM B OJHY HarKy MMOMCIIAar0T
Ppa3HbIC BUJbI TOKYMCHTOB C OAWHAKOBBIMU CPOKAMMH. qTO6bI OGHGI“II/ITB MOUCK HY’KHBIX HOKYMCHTOB, B
Marky MnoAmMWBAIOT KapTOHHBLIC PA3ACIMUTCIIN, Ha KOTOPBLIC 3aHOCAT HA3BAHUC BHUIOB U pa3HOBHHHOCTCﬁ
AOKYMCHTOB. OTH 7K€ Ha3BaHUI NEPCHOCAT Ha O6JIO)KKy Acja. Koma KOJIMYECTBO JIUCTOB B ACJIC AOCTHUTACT
300-350, 3aBOIAT €ro BTOPO TOM.
4. Opopmute JOKyMEHTAJIBHO BbIJAYy JOKYMEHTA U3 JieJia 10 3alpocy MPOKypaTyphl.

3agaHus AJ51 CAMOCTOSITEILHOI padoThI.
3aroNHUTe «JTUCT-3aMECTUTEINb» U «KapTy-3aMECTUTEIbY.

IIpuctymass K CaMOCTOSTEIIBHOMY M3yYEHHIO TEMbl U BBIIIOJIHEHHUIO 3aJaHUs HAJI0 YSACHUTH, 4YTO
UCTIOJIHEHHBIE JOKYMEHTHl U C(OPMHUPOBAHHBIC JleNla ONPEACICHHOE BpPEMsl XPAHATCS B CTPYKTYpPHBIX
MOApA3JEICHUAX W HCIONB3YIOTCA MUl HAaBEACHWS pa3iIu4HbIX chnpaBok. llostomy cCylectByror
oIpeaesieHHbIE CIOCO0Bl 00eCHeUeHHsT COXPAaHHOCTH JOKYMEHTOB, YCTaHOBJIEH CHELMaIbHBIN MOPSAIOK
BBIJIaYM JIOKYMEHTOB M3 3aKOHYEHHBIX (C(OPMHPOBAaHHBIX) Jei. Takke BaXXHO OOpaTUTh BHUMAaHHE Ha
ocoOble TpeOOBaHMA K XPAHEHUIO W TOPSAKY BBIIAYM HEKOTOPHIX BUAOB JOKYMEHTOB. CTymeHTY
HEOOXOIMMO YETKO MPEJCTABIATh, B KAKMX CIIy4asX MOXKET ObITh BbIIAH OTAEIbHBIN TOKYMEHT U3 JeNa, a B
KAaKUX BBIIAETCS IMOJTHOCTBIO JEJIO.

Htorom paboThI ABISIOTCA 2 JMCTA-3aMECTUTENS U 2 KapThl-3aMECTHTEI.

Tema 11. IloaroroBka ges1 M NOPSIAOK NepeAayu AeJ1 B apXuB A JajabHeiimero xpanenus (I1IK-2)
Jlexknus.
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lMoHATMe "akcnepTu3a LIEHHOCTW [OOKYMEHTOB". HOpMaTMBHO-METOAUYECKME M TEOPETUYECKME OCHOBbI
NPOBEAEHNA 3KCMEPTM3bl LEHHOCTU [OKYMeHTOB. TpeboBaHWs, NpeabsBisieMble K opraHusauum wu
MPOBEAEHNIO 3KCNEPTU3bl LEHHOCTU AO0KYMEHTOB. OCHOBHble (DYHKUUWM LleHTpasibHOW 3KCMepPTHOM
komuceun (LU3K) n akcnepTHbIX komuccuid (IK) opraHmzaummn. MonoxkeHne 06 3KCMEPTHOM KOMUCCUMW.
MpaBa 1 PYHKLMN KOMUCCUM, OpraHM3aLms 1 NopsaoK 4OKYMEHTUMPOBaHUSA ee paboTbl. DTarbl NPOBeeHNS
3KCMNePTU3bl LLEHHOCTU AOKYMEHTOB. OopmMieHre pe3ynbTaToB 3KCMepTU3bl LLEHHOCTU JOKYMEeHTOB. Onucu
[IOKyMeHTOB. MoHATKe "othopmneHmne aena". OCHOBHble TPpeboBaHMS, NPeAbABASEMble K OQOPMIEHUIO [en.
MonHoe odopmnenHve aen. Mogwweka gen. Hymepauus nuctoB gena. COCTaBNeHME 3aBepUTENbHOM
HagnucK, BHYTpPeHHel onucu. OdopmneHve 06n0KKK fena. Mepefada [fen Ha XpaHeHUe B apXuB.
BsavmogericTare cnyxobl AOY 1 apxvea opraHu3auun. AKTbl O Bble/IeHUN LOKYMEHTOB K YHUUTOXEHUIO
N CHATUIO C y4eTa

IIpakTnyeckoe 3ansATHE.
3aganus.
1. CocrtaBbTe OJIOK-CXEMY ATAloOB JIKCHEPTH3bI IMEHHOCTH IOKyMeHTOB. CocTaBbTe 0Opaser] MpOTOKOIa
3aceiaHuAa BKCHepTHOP'I KOMHCCHUH OpraHU3aIuu.
2. TlpoBenuTe CpaBHUTENBbHBIA aHAMU3 (DYHKIMA SKCIEPTHON KOMHUCCHM OpPTaHU3AIlMU M IICHTPATbHON
AKCHEPTHON KOMHUCCHH.
3. OdopmuTte aeno Ay nepeaady Ha apXUBHOE XpaHEHHE.

3anaHus AJ151 CAMOCTOSITEILHOI padoThI.
3amoJHUTE aKT O BBIACIICHHUU A€ K YHUYTOXCHUIO.
[TpucTymnas K BBIIOJHEHUIO 33aHUsI HEOOXOIMMO U3YUYUTh OCHOBHBIE TPEOOBAHUS K 3aBEPILIAIOIIEMY 3TaIy
paGOTBI C JOKYMCHTaMU B ACJIONMPOHU3BOACTBC — IMOATOTOBKE HUX K IEpCaaydc Ha ILEUIBHGfHHCG XpaHCHUC B
ApXUB OpraHu3an Wikl YHUYTOKCHUIO.
OcHoBHBIE TpeOOBaHUA K TOPSAAKY pPabOTBI ¢ JOKYMEHTaMH Ha JTOM JTale COACp)Karcs B
HOPMAaTHBHO-METONYECKUX JTOKYMEHTaX, pa3paOOTaHHBIX apXUBHBIMU opraHaMu. CTyIeHT OJDKEH
YCBOUTH, YTO JIeNa C JIOKyMEHTaMHU BpeMeHHBIX (10 10 J1eT) CpOKOB XpaHEHHsS MOTYT XPaHUTHCS B TEX
CTPYKTYPHBIX TIOJPA3ACIICHUSIX, TJ€ ObLIH CHOPMHUPOBAHBI, U 110 UCTCUCHUH CPOKA XPAHECHUS YHUUTOKATHCS
0e3 mepegaun B apxuB opraHm3anuu. [Ipm 3ToM HEOOXOAWMO 3HATH, YTO OPTraHHU3alUsg HMEET IPaBO
YHUYTOXATh A€JIa, BKIIFOYCHHBIC B aKT, TOJIBKO ITIOCJIE TOI'O, KaK SIIK YTBEPAUT ONHCH ACT IMMOCTOAHHOIO
CpOKa XpaHEHHUS.
AKT 0 BBIICIICHUH 1€ K YHUYTOXKCHUIO OPOPMIISIETCSI B COOTBETCTBUHU C TPEOOBAHUSIMU HOPMATHUBHBIX
noKyMeHTOB. ClieyeT 00s13aTeIbHO YUUTHIBATh TO, YTO aKT UMEET CBOM OCOOCHHOCTH B O()OPMIICHUH U
ynoctoBepeHuu. [103ToMy HY’KHO yMETh ONPEAEIATh COCTaB JOJKHOCTHBIX JIUII, MPUHUMAIOIINX Y4aCTHE B
COCTaBJICHWH, BUSUPOBAHHWH U COINIACOBAHUH 3TOI'0 JOKYMCHTA

Tema 12. ApxuBHOe XpaHeHue Jo0KyMeHTOB u jeJ (I1K-2)

Jlexknus.
[MoHATVME BEAOMCTBEHHOrO W rOCyLapCTBEHHOro apxmsBoB. OpraHu3auma BeAOMCTBEHHOIO XpaHeHus
[OOKYMEHTOB U 06ecrneyeHns MX COXpaHHOCTW. [MpaBa M (DYHKUMMU 3KCNEepPTHO-MPOBEPOYHON KOMUCCUN.
[MoaroToBKa M nepefada fen B apxuB opraHmsaumu. KomniektoBaHWe TroCyAapCTBEHHbIX apXMBOB.
TpeboBaHUA K OKYMeHTaM Npu nepejade Ha rocyfapcTBeHHOe XpaHeHve. OpraHu3auns XpaHeHus, yyerta
N KOHTPONA NMPW Bblgaye apXmMBHbIX JOKYMEHTOB BO BpeMeHHOe No/sb30BaHNe

IIpakTH4eckoe 3aHATHE.
3amanue.
Haiite kpaTtkyto xapakrepuctuky [ATO B nucsMeHHO# popme:
- JlaTa CO3aHMus,
- YUpEAUTENH,
- ICTOYHHMKHU KOMILUIEKTOBaHHSI,
- 00BeM JIOKyMEeHTaIBLHOTO (poHAA,
- COCTaB 3KCIIEPTHO-NIPOBEPOYHON KOMMCCHH,- YCIIOBHS BbIJAUM apXUBHBIX JTOKYMEHTOB BO BPEMEHHOE
II0JIb30BAHUE

3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.

16



17
OdopmMuTs 00paser] apXuBHOW CIIPABKHU.
JlanHOoe 3amaHMe TMpearoyaraeT OTpaOdOTKy HAaBBIKOB COCTABICHUS apXUBHBIX cIpaBok. Ilpm ero
BBIITOJTHEHUH CTYAEHT MO THIIOBOMY OOpasily apXWBHOW CIIPaBKH JOJDKEH CaMOCTOSTEIBHO O(GOpMHTH 2
apXWBHBIC CIIPABKH.
W3yuyas naHHYI0 TeMy BaXXHO YCBOHMTb, YTO BCE KOMMEPUYECKHE U TOCYAApCTBEHHBIE OpraHHU3allMy,
TOCY/IapCTBEHHBIC W BEJOMCTBEHHbIE apXHUBBI O0s3aHBI BbIAaBaTh MO 3alpocaM OpraHM3alui, OBIBIIMX
COTPYAHMKOB M OOpamIeHHsM TpaXJaH CIpPaBKH, KOMHWU M BBIIMCKM W3 apXuBa JIOKYMEHTOB O
MOATBEPXKIACHUH caMOro (pakTa u ctaxa paboTbl, 3apabOTHOMN TUIATHI, JOHKHOCTH U IPYTHUM BOIIPOCAM.
ApxuBHas cripaBka — o(pUIIHAIBHO 3aBEPEHHBIN JOKYMEHT, UMEIOIIUHI I0OPUINUECKYIO CHIIy U COAEpKaIMi
cooOuieHne (moaTBepxkaeHNe) 00 MMEIOIMXCS B apXHMBax JIOKYMEHTaxX, CBEACHHUSAX, OTHOCSIIUXCS K
IpeIMETy 3ampoca, ¢ 00s3aTeNbHBIM yKa3aHHEeM MOMCKOBBIX NaHHBIX (Ne omucu, Ne nema, Ne nmcros). K
o(hopMIIEHHIO apXMBHOW CIIPaBKH NPEABABISICTCA psijg TpeOOBaHMM, H3JIOKEHHBIX B HOPMATHBHBIX
JOKyMEHTaX MO OpraHu3aluy paboTbl apXUBOB.
ApXUBHBIE CIIPAaBKU COCTABIIAIOTCS Ha OUCHBIX OJaHKax ¢ 0003HAYCHUEM Ha3BaHUS «APXUBHAs CIIPABKAy.

ApXUBHBIE CIIPAaBKH COCTABIISIFOTCS TOJILKO Ha OCHOBE MOJIJTMHHUKOB WJIM 3aBEPEHHBIX KOMUM TOKyMEHTOB.
B cripaBke npuBoaATCS Ha3BaHUS JOKYMEHTOB, UX JIaThl M M3JIaraloTCsl CBEICHUS U3 ATHUX JOKYMEHTOB B
XPOHOJIOTHYECKOH MOCIe10BaTeIbHOCTH COOBITHI, a HE IOKYMEHTOB, B KOTOPBIX OHHM OCBELIAOTCS.
Boiaepxku u3 JOKYMEHTOB 3aKJIIOYAIOTCS B KaBbIUKH, Ha3BaHUS OpraHu3aluii, moapasaesieHuil py nNepBoM
YIOMUHAHUU MPUBOJATCS MOJTHOCTHIO. ApXHBHAs CIIPaBKa MOMUCHIBAETCS OTBETCTBEHHBIM 32 apXUB
COTPYIHUKOM U PyKOBOJUTEJIEM OpraHU3alluH U 3aBepseTcs MevaThio (Mpy HAIMYUU - TepOOBOI),K CIIpaBKe
IIpU HEOOXOIUMOCTH MPUIIAratOTCs KOMUU TOKYMEHTOB M BBIITUCKU U3 MOJUTMHHUKOB. [Ipu coctaBnenun
CIPaBKHU HAa HECKOJIbKHX JINCTAX JIOJIKEH 3aBEPAThCS KaXKIbIH €€ JIUCT.

Tema 13. DnekTpoHHBbINH J0KyMeHTO000pOT opranu3annu (ITK-6)

Jlexknus.
AsTomatuzauma OOY W TexHWYecKue CpeactBa OUCHOM AeATeNbHOCTWU. pobsriembl U MepCneKkTUBbI
asTomatmsaumm [OOY. TIOHATUA «3NEKTPOHHbLIA [OKYMEHT» W  «3/IEKTPOHHbIA [JOKYMEHTOO60POT».
ONEKTPOHHLIN [JOKYMEHTO060POT Kak Heobx0AMMoe YC/oBMe AeATeNIbHOCT COBPEMEHHON OpraHv3aumu.
HopmatvBHasi 6a3a paboTbl C 3M1EKTPOHHLIMW [OKYMEHTaMU. JNIEKTPOHHbLIA OUC. PYHKUMM CUCTEM
aBTOMaTM3aumn [enonpomn3BoACcTBA W 3MEKTPOHHOIO [OKYMeHToo60poTa. KoHBepcusi GyMaXKHbIX 1
3NEKTPOHHbIX [IOKYMEHTOB. ABTOMAaTN3MPOBaHHbIE CUCTEMbI ynpaBsneHuns LOKYMEHTaMMU.
ABTOMaTM3MPOBaHHbIE CUCTEMbI 3MIEKTPOHHOIO A0KymeHToo6opoTa (AC3M). Mpobnembl KadectBa U
ceptudmkaumm AC3.

IIpakTH4eckoe 3aHATHE.
1. ChopmupyiiTe cxeMy TUPEKTOPHH (€€ MaroK, Ha3BaHUH JOKYMEHTOB) JIJIsi OTIEPATUBHOTO XPAHCHUS
IEKTPOHHBIX JOKYMEHTOB HA OCHOBE HOMEHKJIATYpPHI JIE.
2. CocTaBbTe OneporpaMmy MpoLe ypbl HOATOTOBKH U CAAYU IEKTPOHHBIX JOKYMEHTOB B ApXUB
OpraHu3alNH.

3aganus AJ151 CAaMOCTOSITEIbHOM PadoThlI.
Ha ocHoBe u3yuenus 1eneBoit heaepaibHoi mporpaMMbl « AneKTpoHHast Poccus» onpenenuTs BeayIme
HarpaBJICHUs Pa3BUTH AIEKTPOHHOTO TOKYMEHTOO00POTA.
Pa3Butue cuctem 3MIEKTPOHHOTO IOKYMEHTOO00pOTa - O/IHA U3 aKTyalbHBIX 3a1a4 B cepe JOVY. Crynenty
HEOOX0IMMO Pa300paTbcs B TOM, KaKe MEphl U Ha KaKUX YPOBHSX YIPABICHUS MPEANPUHIUMAIOTCS IS
BHeApeHus COJl B IpakTUKy yIpaBiIeHUYECKOHN eATeIbHOCTH. [[03HAKOMUBIINCH C TEKCTOM LIEJIEBOI
nporpamMmmsal, CTYACHT JOJIZKCH OXAPAKTCPU30BATHL OCHOBHYIO IICJIb IPOTPAMMBI, YHAaCTHHUKOB €C pCaIn3aliuu,
CpOKH pcajin3dalnu, a 3aTCM BbIICJIUTh OIIMCAHHLIC B IIPOTrpaMMC OCHOBHBIC HAITPABJIICHHUA PA3BUTUA
ANIEKTPOHHOTO JOKYMEHTO000pOTa U OXKHUJaeMble pe3ysIbTaThl M0 KaXI0My HampasieHuto. [Ipu stom 3agaua
CTYJIEHTA - HE TIEpenucaTh TEKCT IPOrpaMMBl, a IPOaHAIN3UPOBATH €€ U CAMOCTOATEIbHO KPaTKO
chopMyTUpOBaTh IepeueHb HAIPABICHUH U 0XKUIAEMBIX PE3YyNIbTaToB M0 HUM. CTYIEHT TOJKEH TaKKe
HAYyYUTBCS YCTKO pa3rpaHUiInBaTh MMOHATHUA «3aJa4n», KHAIIPABICHUS), «KMCPOIIPUATHI.

Tema 14. JlokanabHble cucTeMbl JoKyMeHTo000poTa (I1K-6)
Jlexknus.



[JokymMeHTaunoHHoe obecneveHne B Oyxrantepuu. HopmaTtvBHble AOKyMeHTbl MUHWUCTepCTBA (PUHAHCOB
P® kak OCHOBa OpraHusauuMu AOoKyMeHToobopoTa B Oyxrantepun. [epBuYHbIE YYETHble AOKYMEHTbI.
YHU(UMUMPOBaHHasA cuUCTeMa (PMHAHCOBOW, YYETHOM W  OTYETHOWM OyXranTepckoin [OKYMeHTauuu.
OcobeHHOCTM 06paboTKM, y4veTa W XpaHEHWS MepPBUYHbLIX YYEeTHbIX OyXranTepCKMx [OKYMEHTOB.
TexHONOrMn BHECEHMSI U3MEHEHWA B [OKYMEHTbl. TexHomorum paboTbl C KajpoBOW [OKyMeHTauMe.
CoctaB [JOKyMeHTauuuM KagpoBOl Cnyx6bl. OCOBEHHOCTM O(OPMIEHNA  KafpOoBbIX [OKYMEHTOB.
3akoHopaTeNbHble aKTbl WM MHCTPYKTWBHbIE MaTepuasibl, PernaMeHTupytowme ogopmMieHne KajpoBoii
JOKYMeHTauun. [OKYMeHTMpOBaHMe OCHOBHbIX MPOLECCOB ABVDKEHMS KaapoB. Cneundguka paboTtbl ¢
TPYLOBbIMU KHXKKaMU. CUCTEMA yyeTa N XpaHeHUA KapoBblX LOKYMEHTOB. POPMUPOBaHME U XpaHeHue
JINYHBIX eN COTPYAHMKOB

IIpakTH4eckoe 3aHATHE.
1. OpopMUTh 1 3aperUCTPUPOBATH MIPUKA3HI O MPpUEME Ha padboTy, 00 YBOJIHHEHUH, BHECTH
COOTBETCTBYIOIINE 3aIIFCH B TPYIOBYIO KHUKKY.
2. ChopmupoBath JTHYHOE JEJI0 COTPYTHUKA

3anaHus AJ51 CAMOCTOSITEILHOI padoThI.
OdopMHTE KypHAI [T PETHCTPAIMY TPUKA30B 110 TUIHOMY COCTAaBY, CACATh 3aIllCh O perucTpamuy 1
NpUKa3a.
KazapoBoe n1enonpon3BoACTBO BBIICISETCS B CAMOCTOSITENIFHYIO CHCTEMY M 3aKPETUISETCsI, KaK MPaBHIIO, 32
oT/enoM KaapoB. [103ToOMy CTYIEHTY Ba)KHO YSCHHUTB, YTO PETUCTPAIMs KaJPOBBIX JOKYMEHTOB, B TOM
YHCIIe TPUKA30B OCYIIECTBISIETCSI OTACIBHO OT IPYTUX JOKYMEHTOB.
JIOKyMEHTBI IO KaIpOBOMY COCTABY SIBJISIIOTCSI COLMAIEHO 3HAUMMBIMU JIOKYyMEHTaMHU U TpeOyroT 0co00it
TIIATEIFHOCTU M aKKYPAaTHOCTHU NP 0(OPMIICHUH, YUETE U XPAHEHUH B TEUCHHE JJTUTEIFHOTO CPOKA.
OcHoOBHasl 4yacTh JOKYMEHTOB, O(hOPMIISIONIMX OTHOLICHHUS PAOOTHUKOB, BOIILJIA B COCTAB
YHU(DUIUPOBAHHOM CUCTEMBI IEPBUYHON YUETHOM JOKYMEHTAIIMH B pa3ielie yueTa TpyJda U €ro OIiaThl.

4. KoHTpO/Ib 3HAHUI 00yYAKOIIMXCS U THIIOBbIE OLIEHOYHbIE CPeACTBA
4.1. PacnpepaeneHve 6annos:

4 cemecTp
* nocewaemocTb — 10 6annos
e TeKyLWWin KOHTPOsb — 80 6annoB
*  KOHTPOJbHble Cpe3sbl — 2 cpe3a no 5 6a110B Kaxplin
* npemuasnbHble 6annbl — 20 6anios

PacnpeaeneHune 6ann1oB no 3afgaHusM:

Ne |HasBaHue TeMbl | POpPMBI Max. MeToaMKa NpoBeAeHNs 3aHATUA U OLLeHKMK
Te | /Bugy4ebHOM |TeKyllero | Komn-Bo
Mbl paboThbI KOHTpona | 6annos
/ cpesbl
1. Mpeamer, PeLueHwne 10 10 6annioB HaunCNAETCS CTyAEeHTaM, KOTOPbIe MPaBU/bHO BbIMOHUAN
COEPXKaHMe U [NpaKTuyec 3afaHve
3afaun Kypca |KuX 3agad 5-7 6a/110B — HEMONHOE BbINOMHEHWE 3aaHNs
«OpraHunzaums | (BbinosnHe 1-4 6anna — HeMno/HOe N HETOYHOE BbINOMHEHWE 3aaHNs
N TEXHOMOINN Hue
JOY» npakTnyec
KUX
3afaHuiA)
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Vctopus
[LeN1onpon3BoAC
TBa B Poccuun

CemuHapc
Koe
3aHATHe

10

CemyHapcKoe 3aHATue

10-7 6annoB — CTYAEHT YMeeT COMOCTaBWUTb MONYYEHHYIO Mpu
MOATOTOBKe K 3aHATUIO MH(OPMaLMIO, YeTKO (PopMy/nMpoBaTb CBOU
BOMPOCHI N 0TBEYaTb Ha 3aJaBaemble eMy BOMPOChI, BECTU ANCKYCCUIO
C MCMO/b30BaHWEM COBPEMEHHOW TEPMUHOMIOM N

6-4 6anna - CTyAeHT YMeeT NPUMEHATb NOMYYEHHYHO NPU MOAroTOBKe
K 3aHATUIO MH(opMauuio, 0TBeYaeT Ha OO/bLUMHCTBO BOMPOCOB,
NCNO/b3yeT COBPEMEHHYHO TEPMUHO/IONMIO, HO K AVCKYCCUMN HE TOTOB
3 6anna - CTyfeHT yMeeT NPUMEHATb NOTYHYEHHYHO NP NOATOTOBKe K
3aHATUIO MH(OPMaLMIO, 0TBEYaEeT Ha BOMPOCLI, HO TEPMUHOJOr e
BNafieeT HeOCTaTOuHO

2 6anna - CTy#eHT BflafleeT TEOPETUYECKUM MatepuasioMm Mo Teme
3aHATWA U OTBEYAET Ha BOMPOCHI

1 6ann — CTy#eHT BnajfieeT TEOPeTUYECKUM MaTepuasioM Mo Teme
3aHATWA, HO 3aTPYAHAETCA NPWU OTBETE Ha BOMPOCHI

Ecnu cTygeHT He BnajeeT npobnemMaTukon — 3aHATUS, He MOXET
OTBeYaTb Ha BONPOChI, 324MTbIBAET OTBET MO TEKCTY — OTBET 6annamu
He OLeHMBaeTCA

MucbMeHH
as pabota
(MuncemeH
Has
CaMoCTOAT
eflbHas
paborta)

5 6annos - paboTa BbINOHEHA U 0(hopM/ieHa 6e3ynpeyHo

4 Ganna- UMeKTCA He3HauyuTe/lbHble OLUMOKM B COAepXaHuu wu/unu
othopMneHUn paboTbl

3 6anna — paboTa BbINOMHEHa C OLwMbKaMu

2 6anna - paboTa BbINOMHEHA C OLWMOKaMM 1 0hopMieHa HeBPEXHO

1 6ann - pabota BbIMNO/AHEHA C CYLUECTBEHHLIMU OLUMOKaMKU 1
othopmeHa HeGpPeXHO
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HopmaTtunsHo-me
TOAMYECKaA
6aza 4OY

BeicTynu
eHHe ¢
HoKJIa10M
(KonTpoa
bHBIH
cpe3)(koH
TPOJILHBI
i cpe3)

YCTHOe BbICTYMNJIEHVME aBTopa MO pesynbTaraM fJokiaga/pedepara
COCPefoTOYEHO HAa  MPUHUMNMANBbHBIX  BOMPOCax, TakMX Kak:
aKTya/lbHOCTb TEMbl WMCCNeA0BaHWs; MeTOLOMIOMMYeCKWiA annapar u
OCHOBHbIE Hay4Hble NOAX0oAbl (LUKOMbI), 3aHVWMaBLLUMECH PeLleHVEM
BOMPOCOB; HOBM3Ha  paboThbl W OCHOBHble  BblBOAbI,
ChopMy/IMpoBaHHble B X0/ M3yUYeHUs matepuana.

NHavBmayanbHas 3awmrta npegnonaraet packpbiTWe SIMYHOCTHOrO
acnekra aeTopa [oKnaga/pedepata B Xofe paboTbl HaL TeMOMW.
Heo6xoanMo 060CHOBaTb BbIGOP TeMbl M MPUBECTU COOCTBEHHbIE
MeTof4bl W cnocobbl paboTbl Haj MPOOGMEMONR, BbIHECEHHON B
3arnasme. [puBefeHbl OPUTMHANbHbIE HAxXOAKW, COOCTBEHHbIE
CYX[EHUA, WHTepecHble (akTbl W WAeW, Mo/fyYeHHble B XOAe
pa3paboTkM Mmatepuana. B pgoknage [[o/MKHa OblTb  OTpakeHa
NIMYHOCTHAA 3HAYMMOCTb MpPOAenaHHoW paboTbl M HaMeyeHbl
MepcrneKTmBbI MPOAO/KEHNA “ccneaoBaHns. B03MOXHb!
npeseHTaumK, pa3gaToyHblii matepuan, cnaigbl u T.4.

5 6anfioB — CTYZleHT rpaMOTHO BbICTPavBaeT /IOTUKY CBOEro AoKnaja
no MartepuanaMm pedepara, packpbiBaeT Temy WCC/ef0BaHNS,
onuMpascb Ha pe3y/nbTarbl  TEOPETUYECKMX W IMMUPUYECKMX
nccnepoBaHUi nocnegHux 3-5 net, 4eMOHCTPUPYET OpUrMHasIbHble
HaXo4KNW B  peweHWn npobneMbl, HameuyeHbl  NepcrneKTuBbI
NCCNeaoBaHNs,  NPOLEMOHCTPMPOBaHblI  XOpOLUMe  OpaTopcKue
CMOCOGHOCTK,  BbICTYMN/IEHWE  COMPOBOXAAETCA  Mpe3eHTauuel
MOMYYeHHbIX Pe3y/bTaTtoB. [PaMOTHble OTBETbI Ha AOMONHUTE/NbHbIE
BOMPOChI

4 6anna - CTYOEHT rpamoTHO BbICTPauBaeT /IOrMKY CBOEro JoK/asa
no Marepuanam pedepara, packpbiBaeT Temy WCC/e0BaHUS,
ONMpascb Ha pe3yNbTaTbl TEOPETUYECKUX WM 3MMUPUYECKMX
NCCnefoBaHUM  MocnefHUX 5 netT, [LeMOHCTPUPYET OTAeNbHble
OpUTUHa/IbHbIE HAaxOAKW B pelleHun npobnembl, MepcrneKkTuBbI
nccnepoBaHNs HameueHbl OTA€e/bHbIMM LUTpUXamMK,
MPO4EMOHCTPMPOBAaHbl  XOpOLUMe  OpaToOpCKMe  CrNoCOGHOCTH,
BbICTYM/IEHNe  COMPOBOX[AETCA  Mpe3eHTauueid  MonyyeHHbIX
pesynbTatoB.  [laHbl  rpaMOTHble  OTBeTbl  Ha  OTAe/bHble
[0MNONHUTEIbHbIE BOMPOChI

3 6anna - 10rvKa BbICTYMNNEHNS B OTAE/IbHbIX MeCTax HapyLlaeTcs,
TeMa WCCNefoBaHWS PaCKpbIBaeTCs, ONupascb Ha pPe3y/NbTarhl
TeopeTUYeCKUX WccnefoBaHUin nocnegHux 10 net, OTCYTCTBYHOT
OpUTMHa/IbHblE HAaxOAKW B pelleHun npobnembl, MepcrneKkTuBbI
NCCNefoBaHNA  HameuyeHbl  MYHKTUPHO,  MPOAEMOHCTPUPOBaHBI
CpefHWe opaTopcKMe CrnoCO6HOCTH, BbLICTYMN/IEHUE COMPOBOXAAETCA
npe3eHTaumer MOMYYeHHbIX pe3ynbTaToB, OTBETbl Ha BOMPOChI
TpebyoT YTOUHEHNS.

2 6anna — npefcTaB/ieHHble pe3y/nbTarbl B Macce CBOEN He HOBbl,
OTBET NpeLCTaB/sfeT co60i NPOCTOe 3a4MThbIBaHUE TEKCTA, OTAE/bHbIE
OTBETbI Ha [OMOHUTE/bHbIE BOMPOCHI TPEBYIOT YTOUHEHUS

1 6ann - npefcTaBeHHble pe3ynbTaTbl B Macce CBOel He HOBbI, OTBET
npeAcTaBnseT Co60A MPOCTOE 3a4YWTbiBaHWE TEKCTa, CTYAEHT He
MOXET AaTb OTBETbI HA JONO/IHWTE/IbHbIE BOMPOCH!

MncbMeHH
as pabota
(MncbmeH
Has
CamMoCTOAT
eflbHast
paboTa)

5 6annoB - paboTa BbINO/HEHA U O(hopMIeHa 6e3ynpedHo

4 6anna- UMeKTCA He3HauuTe/bHble OLUMOKN B COAepXaHun mu/vnu
othopMaeHUN paboTbl

3 6anna — paboTa BbIMNO/HEHA C OLLUMOKaMK

2 6anna - paboTa BbINOMHEHA C OWIMGKaMK 1 0hopMsieHa HEBPEXHO

1 6ann - paboTa BbIMO/HEHA C CYLECTBEHHbIMW OLIMOKaMK W
ohopMmeHa HeBPEXXHO
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CemuHapc
Koe
3aHATHe

10

CemyHapcKoe 3aHATue

10-7 6annoB — CTYAEHT YMeeT COMOCTaBWUTb MONYYEHHYIO Mpu
MOATOTOBKe K 3aHATUIO MH(OPMaLMIO, YeTKO (PopMy/nMpoBaTb CBOU
BOMPOCHI N 0TBEYaTb Ha 3aJaBaemble eMy BOMPOChI, BECTU ANCKYCCUIO
C MCMO/b30BaHWEM COBPEMEHHOW TEPMUHOMIOM N

6-4 6anna - CTyAeHT YMeeT NPUMEHATb NOMYYEHHYHO NPU MOAroTOBKe
K 3aHATUIO MH(opMauuio, 0TBeYaeT Ha OO/bLUMHCTBO BOMPOCOB,
NCNO/b3yeT COBPEMEHHYHO TEPMUHO/IONMIO, HO K AVCKYCCUMN HE TOTOB
3 6anna - CTyfeHT yMeeT NPUMEHATb NOTYHYEHHYHO NP NOATOTOBKe K
3aHATUIO MH(OPMaLMIO, 0TBEYaEeT Ha BOMPOCLI, HO TEPMUHOJOr e
BNafieeT HeOCTaTOuHO

2 6anna - CTy#eHT BflafleeT TEOPETUYECKUM MatepuasioMm Mo Teme
3aHATWA U OTBEYAET Ha BOMPOCHI

1 6ann — CTy#eHT BnajfieeT TEOPeTUYECKUM MaTepuasioM Mo Teme
3aHATWA, HO 3aTPYAHAETCA NPWU OTBETE Ha BOMPOCHI

Ecnu cTygeHT He BnajeeT npobnemMaTukon — 3aHATUS, He MOXET
OTBeYaTb Ha BONPOChI, 324MTbIBAET OTBET MO TEKCTY — OTBET 6annamu
He OLeHMBaeTCA

OpraHusauus
cnyx6sl OY

Tectupos
aHvie

10

1 6ann HaumcnseTcs 3a Kaxaple 10% npaBusibHbIX OTBETOB

MncbMeHH
as pabota
(MncbmeH
Has
CamMoCTOAT
eflbHast
paboTa)

5 6annoB - paboTa BbINO/HEHA U O(hopMIeHa 6e3ynpeyHo

4 6anna- UMeKTCA He3HauuTe/bHble OLUMOKN B COAepXaHun m/vnu
otopMaeHUN paboTbl

3 6anna — paboTa BbIMNO/IHEHA C OLLUMOKaMK

2 6anna - paboTa BbINOMHEHA C OWIMGKaMK 1 0hopMmsieHa HEBPEXHO

1 6ann - paboTa BbIMO/HEHA C CYLLECTBEHHbIMW OLIMOKaMK W
oopMmieHa HEBPEXXHO
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OpraHusauus
[OKYMeHTO060p
oTta

Mogrotos
Ka un
3awnTa
npeseHTaL
i
(Mogrotos
Ka
3NEKTPOHH
on
npeseHTaL
nn)

Mpe3eHTauMsa MOAroTaBNMBAeTCA MO  OLHOMY W3  BOMPOCOB
MPaKkTUYECKOro 3aHATUA. [lpy  BbICTYM/IEHUM C  Mpe3eHTauuei
Heo6xo4MMO 06paLLaTb BHUMaHWE Ha TakMe MOMEHTbI Kak:

- codepXaHue npeseHTauMW: akTyasbHOCTb TeMbl, MOMHOTA ee
PacKpbITUSA, CMbIC/IOBOE COAEpPXaHue, COOTBETCTBME 3asB/IEHHOM
TeMbl COfEPXaHWI0, COOTBETCTBME METOAMYECKUM TpeboBaHWAM
(uenn. ccbiNKM  Ha  pecypcbl. COOTBETCTBME  COLEPXKAHUA U
NATepaTypbl),  MpakTU4Yeckas  Harpas/ieHHOCTb,  COOTBETCTBUE
cofepXaHus 3adBfieHHON (opme, aAeKBaTHOCTb WCMO/b30BaHNUSA
TEXHUYECKMX CPEeACTB Yy4yebHbIM 3ajavam, NOC/efoBaTe/lbHOCTb U
NOTMYHOCTb MPE3eHTYeMOro marepuana;

- othopmsieHne npeseHTauun: 06beM (ONTUMaIbHOE KO/IMYECTBO),
AM3aliH - (YMTaeMoCTb, HaMuMe U COOTBETCTBME rpaukm
aHMMaLmK, 3ByKOBOE O(hOpMJIEHMe, CTPYKTYPUpPOBaHMe UH(opMaLmm,
COOTBETCTBME  3aABNIEHHbIM  TpebOoBaHUAM),  OPUrMHaIbHOCTb
0(hOpMJIEHMA, ICTETUKA, LCMO/b30BaHNE BOSMOXHOCTMN MPOrpamMmMHOiA
Cpefbl, COOTBETCTBME CTaHAapTaM OpOpPMIIEHNS;

- JINYHOCTHbIE KayecTBa: OpaToOpCKUe Cnoco6HOCTU. CO6NtoAeHUe
pernameHTa, 3MOLMOHANLHOCTb, YMEHWe OTBETUTb Ha BOMPOCHI,
CUCTEMATM3NPOBaHHbIe, [NyOOKMe W MOMHbIE 3HAaHWS MO BCEM
pasfenam nporpaMmbi:

- CO/epXaHue BbICTYMN/IEHUA: JIOTUYHOCTb W3/I0XEHWUS MaTepuana,
packpbITUe TeMbl, [OCTYMHOCTb  W3/I0XKEHWS,  3(P(PEKTUBHOCTb
npuMeHeHns cpefcts WIKT, cnocobbl M YCNoBUA  AOCTUXKEHUS
pe3ynbTaTUBHOCTM U APMEKTUBHOCTA A1 BbIMO/IHEHMA 3aJa4y CBOel
NPOohecCMOHaIbHON U YyYebHOW LeATeNbHOCTH, A0Ka3aTe/lbHOCTb
NPUHAMAEMbIX  PELUEHWIA,  YMeHWe  aprymMeHTUpoBarb  CBOM
3aK/I04eHUs, BbIBOABI.

5 6annoB — npeseHTauus COOTBETCTBYeT Teme, CTPyKTypa W
0(hopMJieHMe OTBEYaET BbllLenepeyncieHHbIM TPeO0BaHUAM, CTYLEHT
CBOOOAHO  BnafeeT  marepuasioM,  LeMOHCTpUpYyeT  r1yboKue,
CUCTEMATM3NPOBaHHbIE 3HaHWA, CBOOGOAHO OTBEYaeT Ha BOMPOChI
1CNoNb3ys NPOQECCUOHANIbHYIO TEPMUHO/IOT IO

4 Ganna - npe3eHTaUus COOTBETCTBYET TeMe, CTPyKTypa W
O()opMSieHMe B OCHOBHOM  OTBEYaeT  BbILIENepPeYnCIeHHbIM
TpeboBaHMAM, CTYAEeHT BfafeeT nNpeACTaBNeHHbIM MaTepuasom,
OTBEeYaeT Ha 3alaHHbIe BOMPOChI

3 Ganna — B CTPYKType ¥ O(OPMJIEHUM Npe3eHTauun KMeroTCs
HefopaboTKW, Marepuan npeacTaBneH B Mpe3eHTauun  He
paLMoHa/IbHO, Mano WMOCTPATUBHOIO mMarepuana, CTyAeHT BrageeT
HENosIHOM MH(opMaumeli No Teme, 3aTPyAHAETCS C OTBeTaMM Ha
3a/laBaemble BOMpPOChI

2 6anna - B CTPYKType W O(OPMSIEHUM Npe3eHTauuy WMETCs
HefopaboTKKW, MaTepuan MnpeAcTaBeH Cr/IOWHbIM TEKCTOM, Maslo
WNNIOCTPATUBHOIO MaTepuana, CTyfeHT cnabo Bnajeet UHpopmaumein
no Teme, nNpU OTBETe WCMOMb3YeT 3arOTOB/IEHHbIA  TEKCT,
3aTpyLHAETCA C 0TBETaMU Ha 3a/laBaemble BOMPOChI

1 6ann - B CTPYKType W OKOPM/IEHUN MpPe3eHTauun UMerTCs
3HauMTe/bHble HefopaboTKM, MaTepuan MpescTas/ieH He Mo TeMe,
CM/IOWHBbIM TEKCTOM, Masio WMKOCTPATUBHOIO Marepuana, CTyAeHT
cnabo BnageeT MHGopmaumeri No Teme, MpW OTBETE WCMNOMb3yeT
3aroTOB/MEHHbIA TEKCT, HE MOXET OTBeyaTb Ha MOCTaB/ieHHble
[0MNONHUTEIbHbIE BOMPOChI
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MucbMeHH

as pabota

(TecTmpos
aHwue)

10

10-9 6annoB — CTyfeHT npaBuibHO OTBevaeT Ha 100% BONPOCOB B
Tecte

8-7 6annoB — CTyfeHT NpaBu/IbHO 0TBeYaeT Ha 74% BOMPOCOB B TecTe
6-5 6annoBs- CTyAeHT NpaBunIbLHO 0TBeYaeT Ha 50% BONPOCOB B TeCTe.
4-2 6anna- CTyfleHT NpaBW/IbHO OTBeYaeT Ha 25% BOMPOCOB B TECTE.

1 6ann — cTyAeHT NpaBuIbHO 0TBeYaeT Ha 10% BONPOCOB B TeCTe.
MeHee 10% npaBu/ibHbIX OTBETOB 6asifIoB He JaeT




Peructpaumsa [[nucbMeHH
LOKYMEHTOB  |ast paboTa
(TecTmpos
aHwue)

10

10-9 6annoB — CTyfeHT npaBuibHO OTBevaeT Ha 100% BONPOCOB B
Tecte

8-7 6annoB — CTyfeHT NpaBu/IbHO 0TBeYaeT Ha 74% BOMPOCOB B TecTe
6-5 6annoB- CTyAeHT NpaBunIbLHO 0TBeYaeT Ha 50% BONPOCOB B TeCTe.
4-2 6anna- CTyfleHT NpaBW/IbHO OTBeYaeT Ha 25% BOMPOCOB B TECTE.

1 6ann — cTyaeHT NpaBuIbHO 0TBeYaeT Ha 10% BONPOCOB B TECTe.
MeHee 10% npaBu/ibHbIX OTBETOB 6asifIoB He JaeT

BoicTyna
eHHe ¢
TOKJIa/10M
(KonTpoa
bHBIH
cpe3)(KoH
TPOJILHBI
i cpe3)

YCTHOe BbICTYyN/EHWE aBTopa MO pe3ynbTaTaM [oKnaga/pedepara
COCPeAoTO4EHO HA  MPUHUMNMANbHBIX  BOMpPOCax, TakKMX Kak:
aKTya/lbHOCTb TEMbl WMCCNeAoBaHWs; MeTOLOMOMMYECKNiA annapar 1
OCHOBHblE Hay4Hble NOAXOAbl (LUKOAbI), 3aHMMaBLLUMECH PeLLeHVEM
BOMPOCOB; HOBM3Ha  paboThbl 7 OCHOBHble BbIBOb!,
cthopMynMpoBaHHbIe B X0A€e M3yUHeHUs maTtepuana.

NHanBmayanbHas 3awmrta npegnosnaraet packpbiTve SIMYHOCTHOrO
acnekta aeTopa [OKnaga/pedepata B Xoge paboTbl Haf TeMOM.
HeobxoamMMo 060CHOBaTb BbIGOP TEMbl M MPMBECTU COGCTBEHHbIE
MeToAbl M Cnocobbl paboTbl Haj NpPO61eMON, BbIHECEHHOW B
3arnasve. [puBeAeHbl OpPUrMHANbHbIE HAaxOAKW, COOCTBEHHbIE
CYXAEHUSA, WHTepecHble (akTbl W unAew, MONyYeHHble B Xofe
pa3paboTkM MaTepuana. B foknage [omkHa ObiTb  OTpakeHa
NMYHOCTHAA 3HAYMMOCTb MPOAEnaHHol paboTbl M HaMeYeHbl
nepcneKkTmBbI MPOAO/MKEHNA “ccneaoBaHums. B03MOXHb!
npe3eHTaLmK, pasgaToyHbIi MaTepuas, cnangpl u T.4.

5 6annoB — CTyfeHT rpaMOTHO BbICTpavBaeT /IOTUKY CBOEro AoKNaja
no MaTepuanaMm pedepara, packpbiBaeT Temy WCCefoBaHNs,
onuMpasicb Ha pe3ynbTarbl  TEOPETUYECKMX W IMMIMPUYECKMX
nccnegoBaHniA nocnegHux 3-5 NeT, 4eMOHCTPUPYeT OpUrMHasIbHbIe
HaXO4KW B  peweHWn npobneMbl, HameuyeHbl  NepcrneKTuBbI
NCCNeaoBaHns,  NPOAEMOHCTPMPOBaHbI  XOpOoLUMe  OpaTopcKue
CMOCOBGHOCTK,  BLICTYMN/IEHWE  COMPOBOXAAETCH  Mpe3eHTauueit
NONYYeHHbIX Pe3yNbTaToB. [PaMOTHble OTBETbI HA AOMONHUTENbHbIE
BOMPOChI

4 6anna - CTYOEHT rpamoTHO BbICTpavBaeT /IOFMKY CBOEro JAoKnafa
no MaTepuanaMm pedepara, packpbiBaeT TeMy WCCNefoBaHus,
onMpasicb Ha pe3ynbTaTbl TEOPETUYECKUX WM IMMAMPUYECKMX
NCCneaoBaHW  MocnegHUX 5 neT, [LEMOHCTPUPYET OTAeNbHble
OpUTMHa/bHbIE HAaxXOAKW B pelleHur npobnembl, MepcreKkTuBbI
nccneoBaHns HameueHbl OTA€e/NbHbIMM LUTpUXamu,
NMPOAEMOHCTPMPOBaHbI  XOpOLUMEe  OpaTOpCKMe  CMOCOGHOCTH,
BbICTYM/IEHNE  COMPOBOXAAETCA  Mpe3eHTauueid  Mony4veHHbIX
pesynbTatoB.  [laHbl  rpaMOTHble  OTBETbl  Ha  OTAe/bHble
[OMNONHUTE/IbHbIE BOMPOCHI

3 6anna - 0rvKa BbICTYMNNEHUSA B OTAE/bHbIX MeCTax HapyLlaeTcs,
TeMa WCCNeAOBaHWS PacKpbIBaeTCs, ONupascb Ha pe3ynbTaThl
TeOpeTUYeCKNX WCCNeaoBaHnin nocnegHux 10 net, OTCYTCTBYHOT
OpUTMHa/bHbIE HAaxXOAKW B pelieHur npobnembl, MepcreKkTuBbl
NCCNeAoBaHNA  HameuyeHbl  MYHKTUPHO,  MPOAEMOHCTPUPOBaAHBI
CpefHWe opaTopcKMe CMoCOGHOCTW, BLICTYMN/IEHUE COMPOBOXAAETCA
npe3eHTaumeli MOMYYEHHbIX pe3ynbTaToB, OTBETbl Ha BOMPOChI
TpebytoT YTOUYHEHUS.

2 6anna — npeAcTaBneHHble pe3y/nbTarbl B Macce CBOEN He HOBbI,
OTBET NpeLCTaBNsfeT co60M NPOCTOe 3a4MThbIBaHWE TEKCTA, OTAE/bHbIE
OTBETbI Ha AOMO/HUTE/bHbIE BOMPOCHI TPEBYIOT YTOUHEHUS

1 6ann - npefAcTaBneHHble pe3ynbTaTbl B Macce CBOel He HOBbI, OTBET
npeAcTaBnseT Co60i MPOCTOe 3a4YWTbiBaHWE TEKCTa, CTYAEHT He
MOXET AaTb OTBETbI HA JONOHUTE/IbHbIE BONPOCHI

MocelaemocCTb

10

10 6annoB — cTygeHT nocetun Bce 100% 3aHATHN

MpemuanbHble Ganb

20

HanucaHve pechepara no TemMaruke Kypca
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9. |MHavBMAyancHble 3a4aHNA, 50 BbINO/IHEHWE 3alaHNIA NO Kypcy
C MOMOLLIbIO KOTOPbIX
MOXXHO Habpartb
[OMNONHUTEbHbIE Ba/bl
10. MToro 3a cemecTp 100
5 cemecTp
e nocewaemocTb — 10 6annos
e TeKyLLMiA KOHTPONb — 50 6annos
*  KOHTPOJbHble Cpe3bl — 2 cpe3a no 5 6a110B Kaxplin
* npemuabHble 6annbl — 20 6annos
* OTBeT Ha 3K3ameHe: He 6onee 30 6an108
PacnpezeneHune 6an1/108 No 33f4aHUAM:
Ne |Ha3saHune Tembl | DoOpMbI Max. MeTogunKa NpoBeAeHUA 3aHATUA U OLEHKN
Te | /BuWA y4yebHON |TeKyLlero | Kosf-BO
Mbl paboTbl KOHTpons | 6annos
/ cpesbl
1. |WHdopmaumoHH | CeMuHapc 10 CemyHapcKoe 3aHATue
0-CripaBoYyHas Koe 10-7 6annoB — CTYAEHT YMeeT COMOCTaBWUTb MONYYEHHYIO Mpu
cuctema no 3aHATHe MOATOTOBKE K 3aHATUIO MH(OPMaLMIO, YeTKO (PopMy/nMpoBaTb CBOU
LOKYMeHTam BOMPOCHI N 0TBEYaTb Ha 3aJaBaemble eMy BOMPOChI, BECTU ANCKYCCUIO
opraHm3sauum C MCMO/b30BaHWEM COBPEMEHHOW TEPMUHOOM N
6-4 6anna - CTyAeHT YMeeT NPUMEHATb NOYYEHHYHO NPU MOAroTOBKe
K 3aHATUIO MH(opMauuio, 0TBeYaeT Ha OO/bLUMHCTBO BOMPOCOB,
NCNO/b3yeT COBPEMEHHYHO TEPMUHO/IONUIO, HO K AVCKYCCUMN HE TOTOB
3 6anna - CTyAeHT yMeeT NPUMeHATb NOYHYEHHYHO NMPU NOATOTOBKe K
3aHATUI0 MH(OPMaLMIO, 0TBEYaET Ha BOMPOCLI, HO TEPMUHOJOT e
BNafieeT HeOCTaTOuHO
2 6anna - CTy#eHT BfafleeT TEOPETUYECKUM MaTtepuasioMm Mo Teme
3aHATMA U OTBEYAET Ha BOMPOCHI
1 6ann — CTy#eHT BnajfieeT TEOPeTUYECKUM MaTepuasioM Mo Teme
3aHATWSA, HO 3aTPYAHAETCA NPWU OTBETE Ha BOMPOCHI
Ecnu cTygeHT He BnageeT npobnemMaTukoW — 3aHATUS, He MOXET
OTBeYaTb Ha BOMPOChI, 3a4MTbIBAET OTBET MO TEKCTY — OTBET 6annamu
He OLeHMBaeTCA
MncbMeHH 5 5 6annoB — CTyfeHT npaBuibHO 0TBevaeT Ha 100% BONPOCOB B TeCTe
as pabota 4 6anna — CTyAeHT NpaBuIbHO 0TBEYaeT Ha 74% BONPOCOB B TeCTe
(TecTmpos 3 6anna- CTyfeHT NpaBnbHO O0TBeYaeT Ha 50% BOMPOCOB B TeCTe.
aHwue) 2 G6anna- CTyfeHT NpaBubHO O0TBeYaeT Ha 25% BOMPOCOB B TeCTe.
1 6ann — cTyaeHT NpaBunIbHO 0TBeYaeT Ha 10% BONPOCOB B TeCTe.
MeHee 10% npaBu/ibHbIX OTBETOB 6asifIoB He JaeT
2. KoHTponb 3a  |IM1CbMEHH 5 5 6a5110B — CTYAEHT NpaBuIbLHO 0TBeYaeT Ha 100% BOMPOCOB B TecTe
UCMONHEHVEM |as paboTa 4 G6anna — CTyAeHT NpaBuIbLHO OTBEYaeT Ha 74% BOMPOCOB B TeCTe
[OKYMEHTOB | (TeCcT1poB 3 6anina- CTyfieHT npasn/ibHO 0TBeYaeT Ha 50% BOMPOCOB B TECTE.
aHue) 2 6anina- CTyfieHT npasu/ibHO 0TBeYaeT Ha 25% BOMPOCOB B TECTE.
1 6ann — CTyfeHT npasunbHO oTBeYaeT Ha 10% BOMPOCOB B TECTE.
MeHee 10% npaBWbHbLIX OTBETOB 6an/oB He faeT
3. | HomeHknatypa |MncbMeHH 5 5 6annos - paboTa BbINOIHEHA U 0(hopM/ieHa 6e3ynpeyHo
Jen: meToguka |as pabota 4 Ganna- UMeKTCA He3HauyuTe/lbHble OLUMOKM B COAepXaHuu wu/unu
coctasneHus u | (MucbmeH othopmneHUn paboTbl
NpUMeHeHNs Hast 3 6anna — paboTa BbINOMHEHa C OLwMbKaMm
CamMoCTOAT 2 6anna - paboTa BbINOMHEHA C OLWMOKaMM 1 0hopMieHa HeBPEXHO
eflbHas 1 6ann - pabota BbIMNO/AHEHA C CYLUECTBEHHLIMU OLUMOKaMKU ©
paborta) othopmeHa HeGpPeXHo

24



OpraHusauus
TeKyLLero
XpaHeHus

LOKYMEHTOB

BeicTynu
eHHe ¢
HoKJIa10M
(KonTpoa
bHBIH
cpe3)(koH
TPOJILHBI
i cpe3)

YCTHOe BbICTYMNJIEHVME aBTopa MO pesynbTaraM fJokiaga/pedepara
COCPefoTOYEHO HAa  MPUHUMNMANBbHBIX  BOMPOCax, TakMX Kak:
aKTya/lbHOCTb TEMbl WMCCNeA0BaHWs; MeTOLOMIOMMYeCKWiA annapar u
OCHOBHbIE Hay4Hble NOAX0oAbl (LUKOMbI), 3aHVWMaBLLUMECH PeLleHVEM
BOMPOCOB; HOBM3Ha  paboThbl W OCHOBHble  BblBOAbI,
ChopMy/IMpoBaHHble B X0/ M3yUYeHUs matepuana.

NHavBmayanbHas 3awmrta npegnonaraet packpbiTWe SIMYHOCTHOrO
acnekra aeTopa [oKnaga/pedepata B Xofe paboTbl HaL TeMOMW.
Heo6xoanMo 060CHOBaTb BbIGOP TeMbl M MPUBECTU COOCTBEHHbIE
MeTof4bl W cnocobbl paboTbl Haj MPOOGMEMONR, BbIHECEHHON B
3arnasme. [puBefeHbl OPUTMHANbHbIE HAxXOAKW, COOCTBEHHbIE
CYX[EHUA, WHTepecHble (akTbl W WAeW, Mo/fyYeHHble B XOAe
pa3paboTkM Mmatepuana. B pgoknage [[o/MKHa OblTb  OTpakeHa
NIMYHOCTHAA 3HAYMMOCTb MpPOAenaHHoW paboTbl M HaMeyeHbl
MepcrneKTmBbI MPOAO/KEHNA “ccneaoBaHns. B03MOXHb!
npeseHTaumK, pa3gaToyHblii matepuan, cnaigbl u T.4.

5 6anfioB — CTYZleHT rpaMOTHO BbICTPavBaeT /IOTUKY CBOEro AoKnaja
no MartepuanaMm pedepara, packpbiBaeT Temy WCC/ef0BaHNS,
onuMpascb Ha pe3y/nbTarbl  TEOPETUYECKMX W IMMUPUYECKMX
nccnepoBaHUi nocnegHux 3-5 net, 4eMOHCTPUPYET OpUrMHasIbHble
HaXo4KNW B  peweHWn npobneMbl, HameuyeHbl  NepcrneKTuBbI
NCCNeaoBaHNs,  NPOLEMOHCTPMPOBaHblI  XOpOLUMe  OpaTopcKue
CMOCOGHOCTK,  BbICTYMN/IEHWE  COMPOBOXAAETCA  Mpe3eHTauuel
MOMYYeHHbIX Pe3y/bTaTtoB. [PaMOTHble OTBETbI Ha AOMONHUTE/NbHbIE
BOMPOChI

4 6anna - CTYOEHT rpamoTHO BbICTPauBaeT /IOrMKY CBOEro JoK/asa
no Marepuanam pedepara, packpbiBaeT Temy WCC/e0BaHUS,
ONMpascb Ha pe3yNbTaTbl TEOPETUYECKUX WM 3MMUPUYECKMX
NCCnefoBaHUM  MocnefHUX 5 netT, [LeMOHCTPUPYET OTAeNbHble
OpUTUHa/IbHbIE HAaxOAKW B pelleHun npobnembl, MepcrneKkTuBbI
nccnepoBaHNs HameueHbl OTA€e/bHbIMM LUTpUXamMK,
MPO4EMOHCTPMPOBAaHbl  XOpOLUMe  OpaToOpCKMe  CrNoCOGHOCTH,
BbICTYM/IEHNe  COMPOBOX[AETCA  Mpe3eHTauueid  MonyyeHHbIX
pesynbTatoB.  [laHbl  rpaMOTHble  OTBeTbl  Ha  OTAe/bHble
[0MNONHUTEIbHbIE BOMPOChI

3 6anna - 10rvKa BbICTYMNNEHNS B OTAE/IbHbIX MeCTax HapyLlaeTcs,
TeMa WCCNefoBaHWS PaCKpbIBaeTCs, ONupascb Ha pPe3y/NbTarhl
TeopeTUYeCKUX WccnefoBaHUin nocnegHux 10 net, OTCYTCTBYHOT
OpUTMHa/IbHblE HAaxOAKW B pelleHun npobnembl, MepcrneKkTuBbI
NCCNefoBaHNA  HameuyeHbl  MYHKTUPHO,  MPOAEMOHCTPUPOBaHBI
CpefHWe opaTopcKMe CrnoCO6HOCTH, BbLICTYMN/IEHUE COMPOBOXAAETCA
npe3eHTaumer MOMYYeHHbIX pe3ynbTaToB, OTBETbl Ha BOMPOChI
TpebyoT YTOUHEHNS.

2 6anna — npefcTaB/ieHHble pe3y/nbTarbl B Macce CBOEN He HOBbl,
OTBET NpeLCTaB/sfeT co60i NPOCTOe 3a4MThbIBaHUE TEKCTA, OTAE/bHbIE
OTBETbI Ha [OMOHUTE/bHbIE BOMPOCHI TPEBYIOT YTOUHEHUS

1 6ann - npefcTaBeHHble pe3ynbTaTbl B Macce CBOel He HOBbI, OTBET
npeAcTaBnseT Co60A MPOCTOE 3a4YWTbiBaHWE TEKCTa, CTYAEHT He
MOXET AaTb OTBETbI HA JONO/IHWTE/IbHbIE BOMPOCH!

MogroToBka gen
1 NopsaoK
nepefayn en B
apxuB an1s
JlanbHeLlero
XpaHeHus

Tectupos
aHvie

10

1 6ann HaumcnseTcs 3a Kaxable 10% npaBusibHbIX OTBETOB

MncbMeHH
as pabota
(MncbmeH
Has
CamMoCTOAT
eflbHast

paboTa)

5 6annoB - paboTa BbINO/HEHA U O(hopMIeHa 6e3ynpedHo

4 6anna- UMeKTCA He3HauuTe/bHble OLUMOKN B COAepXaHun m/vnu
otopMaeHUN paboTbl

3 6anna — paboTa BbIMNO/HEHA C OLLUMOKaMK

2 6anna - paboTa BbINOMHEHA C OWIMGKaMK 1 0hopMmsieHa HEBPEXHO

1 6ann - paboTa BbIMO/HEHA C CYLLECTBEHHbIMW OLIMOKaMK W
ohopMmeHa HeBPEXXHO
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ApXvBHOE MncbMeHH 5 6annos - paboTa BbINOHEHA U 0(hopM/ieHa 6e3ynpeyHo
XpaHeHwve as pabota 4 Ganna- UMeKTCA He3HauuTe/lbHble OLUMOKM B COAepXaHuu wu/unu
LoKymeHTOB 1 | (MncbMeH othopmneHnn paboTbl
aen Hast 3 6anna — paboTa BbINOMHEHa C OLWMbKaMu
CamMoCTOAT 2 6anna - paboTa BbINOMHEHA C OLWMOKaMM 1 0hopM/ieHa HeBPEXHO
eflbHas 1 6ann - pabota BbIMNO/HEHA C CYLUECTBEHHbIMU OLUMOKaMKU 1
paborta) othopmeHa HeGPeXHO
SNeKTPOHHBbIV  |MUCbMeHH 5 6asninoB — CTyAeHT NpasuibHO 0TBevaeT Ha 100% BONPOCOB B TecTe
AOKyMeHTO060p |as paboTa 4 G6anna — CTy[eHT NpaBUIbHO OTBEYaeT Ha 74% BOMPOCOB B TeCTe
OT opraHusauum | (TeCTMpOB 3 6anina- CTyfieHT npasu/ibHO 0TBeYaeT Ha 50% BOMPOCOB B TECTE.
aHue) 2 6anna- CTyfieHT npasu/ibHO 0TBeYaeT Ha 25% BOMPOCOB B TECTE.

1 6ann — CTyAeHT NpaBunIbLHO 0TBeYaeT Ha 10% BOMPOCOB B TeCTe.
MeHee 10% npaBubHbLIX OTBETOB 6an/oB He faeT
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YCTHOe BbICTYMNJIEHVME aBTopa MO pesynbTaraM fJokiaga/pedepara
COCPefoTOYEHO HAa  MPUHUMNMANBbHBIX  BOMPOCax, TakMX Kak:
aKTya/lbHOCTb TEMbl WMCCNeA0BaHWs; MeTOLOMIOMMYeCKWiA annapar u
OCHOBHbIE Hay4Hble NOAX0oAbl (LUKOMbI), 3aHVWMaBLLUMECH PeLleHVEM
BOMPOCOB; HOBM3Ha  paboThbl W OCHOBHble  BblBOAbI,
ChopMy/IMpoBaHHble B X0/ M3yUYeHUs matepuana.

NHavBmayanbHas 3awmrta npegnonaraet packpbiTWe SIMYHOCTHOrO
acnekra aeTopa [oKnaga/pedepata B Xofe paboTbl HaL TeMOMW.
Heo6xoanMo 060CHOBaTb BbIGOP TeMbl M MPUBECTU COOCTBEHHbIE
MeTof4bl W cnocobbl paboTbl Haj MPOOGMEMONR, BbIHECEHHON B
3arnasme. [puBefeHbl OPUTMHANbHbIE HAxXOAKW, COOCTBEHHbIE
CYX[EHUA, WHTepecHble (akTbl W WAeW, Mo/fyYeHHble B XOAe
pa3paboTkM Mmatepuana. B pgoknage [[o/MKHa OblTb  OTpakeHa
NIMYHOCTHAA 3HAYMMOCTb MpPOAenaHHoW paboTbl M HaMeyeHbl
MepcrneKTmBbI MPOAO/KEHNA “ccneaoBaHns. B03MOXHb!
npeseHTaumK, pa3gaToyHblii matepuan, cnaigbl u T.4.

5 6anfioB — CTYZleHT rpaMOTHO BbICTPavBaeT /IOTUKY CBOEro AoKnaja
no MartepuanaMm pedepara, packpbiBaeT Temy WCC/ef0BaHNS,
onuMpascb Ha pe3y/nbTarbl  TEOPETUYECKMX W IMMUPUYECKMX
nccnepoBaHUi nocnegHux 3-5 net, 4eMOHCTPUPYET OpUrMHasIbHble
HaXo4KNW B  peweHWn npobneMbl, HameuyeHbl  NepcrneKTuBbI
NCCNeaoBaHNs,  NPOLEMOHCTPMPOBaHblI  XOpOLUMe  OpaTopcKue
CMOCOGHOCTK,  BbICTYMN/IEHWE  COMPOBOXAAETCA  Mpe3eHTauuel
MOMYYeHHbIX Pe3y/bTaTtoB. [PaMOTHble OTBETbI Ha AOMONHUTE/NbHbIE
BOMPOChI

4 6anna - CTYOEHT rpamoTHO BbICTPauBaeT /IOrMKY CBOEro JoK/asa
no Marepuanam pedepara, packpbiBaeT Temy WCC/e0BaHUS,
ONMpascb Ha pe3yNbTaTbl TEOPETUYECKUX WM 3MMUPUYECKMX
NCCnefoBaHUM  MocnefHUX 5 netT, [LeMOHCTPUPYET OTAeNbHble
OpUTUHa/IbHbIE HAaxOAKW B pelleHun npobnembl, MepcrneKkTuBbI
nccnepoBaHNs HameueHbl OTA€e/bHbIMM LUTpUXamMK,
MPO4EMOHCTPMPOBAaHbl  XOpOLUMe  OpaToOpCKMe  CrNoCOGHOCTH,
BbICTYM/IEHNe  COMPOBOX[AETCA  Mpe3eHTauueid  MonyyeHHbIX
pesynbTatoB.  [laHbl  rpaMOTHble  OTBeTbl  Ha  OTAe/bHble
[0MNONHUTEIbHbIE BOMPOChI

3 6anna - 10rvKa BbICTYMNNEHNS B OTAE/IbHbIX MeCTax HapyLlaeTcs,
TeMa WCCNefoBaHWS PaCKpbIBaeTCs, ONupascb Ha pPe3y/NbTarhl
TeopeTUYeCKUX WccnefoBaHUin nocnegHux 10 net, OTCYTCTBYHOT
OpUTMHa/IbHblE HAaxOAKW B pelleHun npobnembl, MepcrneKkTuBbI
NCCNefoBaHNA  HameuyeHbl  MYHKTUPHO,  MPOAEMOHCTPUPOBaHBI
CpefHWe opaTopcKMe CrnoCO6HOCTH, BbLICTYMN/IEHUE COMPOBOXAAETCA
npe3eHTaumer MOMYYeHHbIX pe3ynbTaToB, OTBETbl Ha BOMPOChI
TpebyoT YTOUHEHNS.

2 6anna — npefcTaB/ieHHble pe3y/nbTarbl B Macce CBOEN He HOBbl,
OTBET NpeLCTaB/sfeT co60i NPOCTOe 3a4MThbIBaHUE TEKCTA, OTAE/bHbIE
OTBETbI Ha [OMOHUTE/bHbIE BOMPOCHI TPEBYIOT YTOUHEHUS

1 6ann - npefcTaBeHHble pe3ynbTaTbl B Macce CBOel He HOBbI, OTBET
npeAcTaBnseT Co60A MPOCTOE 3a4YWTbiBaHWE TEKCTa, CTYAEHT He
MOXET AaTb OTBETbI HA JONO/IHWTE/IbHbIE BOMPOCH!
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NokanbHble | BeicTyma
CUCTEMbI eHue ¢
[OKYMEHTO060p [1oKIa10M
oTa (KouTtpoa
bHBIH
cpe3)(koH
TPOJILHBI
i cpe3)
MocelaemocCTb

10

10 6annoB — cTygeHT nocetun Bce 100% 3aHATHN

10.

MpemuanbHble Ganb

20

HanucaHve pechepara no TemMaruke Kypca

11.

OTBET Ha 3K3aMeHe

30

10-17 6annoB — CTYAEHT pacKpblil OCHOBHblE BOMPOCHI W 3afaHus
6uneTa Ha OLEHKY «Y[OBNETBOPUTENbHO»

18-24 6annoB — CTYAEHT pacKpblil OCHOBHblE BOMPOCHI U 3afaHus
6uneTa Ha OLEHKY «XOPOLLO»,

25-30 6ann0B — CTYAEHT pacKpbla OCHOBHbIE BOMPOCHI W 3afaHus
6uneTa Ha OLEHKY «OT/IMYHOY.
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12. |HauBuayanbHble 3a4aHus, 50 BbINO/IHEHWE 3alaHNIA NO Kypcy
C MOMOLLIbIO KOTOPbIX
MOXXHO Habpartb
[OMNONHUTEbHbIE Ba/bl
13. WToro 3a cemecTtp 100

WToroBass oueHKa MO 93k3ameHy BbiCTaBnsietcd B 100-6annbHOW LWKane W B TPagULMOHHOM
yeTblpexbannbHo  wkane. [lepesog 100-6a//IbHOM  PEATUHIOBOM  OLUEHKM MO AUCUMMAVHE B
TPaAVLNOHHYIO YeTblpexbai/ibHy0 OCYLLECTBNAETCS CNeayoLmMM 06pa3om:

100-6annbHas cucTema TpagnunoHHaa cuctema
85 - 100 6annos OTnn4yHo
70 - 84 6annos XopoLuo
50 - 69 6annos Y[0BNeTBOPUTENLHO
MeHee 50 HeynoBneTBopuTENBHO

PacnipeaeneHune 6an110B No KypcoBoi pabore:
npeacTaB/ieHNe cofepKaTeNlbHOM YacTn — He 6onee 55 6annos,
oopmneHne 1 MHHOPMaLMOHHOE CONPOBOXAEHME — He 6onee 20 6annos,
3allmTa KypcoBoWi paboTbl — He 6onee 25 6annos.

PacnpegeneHue 6annoB no BiaaM y4e6Hol paboTbl U METOAMKA HAYMCIEH S GasIIOB:

Max.
Ne Buj yueOHoii padoThI KOJI-BO Metoauka HauMcJaeHus: 6aJ110B
0aJsi0B
1. [MpeacTaBneHue 55 41-55 6annoB — cofepxaHne paboTbl COOTBETCTBYET BblGPaHHOMY
cofep>Kare/lbHOM YacTu Hanpas/IeHWIO MOAroTOBKU/CNeuuasibHOCTM 1 TeMe paboTbl, paboTa

aKTyasibHa, BbIMO/IHEHA CAMOCTOATENIbHO, WMEET  TBOPYECKMA
XapakTep,  OT/IMYaeTCA  OMpPeAeneHHOM  HOBW3HOW;  NpOBeAeH
06CTOATENbHBIN aHa/IN3  CTEeMeHW TeopeTUYeCcKoro WCCnefoBaHns
npob6sieMbl, pas/INYHbIX MOAXOA0B K ee PeLUeHW0, NOKa3aHo 3HaHue
NH(OPMaLMOHHOM (NpU  HEO6XOAMMOCTM — HOPMAaTMBHON) 6asbl,
MCMONb30BaHbl aKTyaslbHble fjaHHble; NpobsieMa packpbiTa ryoeoko 1
BCECTOPOHHE,  MaTepuas  W3N0XKeH JIOTMYHO;  TeopeTUYecKue
MONOXEHNA  OPraHWYHO  COMPSDKEHbl  C  MPaKTUKOW,  faHbl
npakTUyecKne peKoMeHAaLuu, BbiTEKaoLLMe U3 aHann3a npobiemsl;
NpoBefeH  KOMIMYECTBEHHbIA  aHanM3  nNpobsiemMbl,  KOTOPbINA
MOATBEPXKAAeT  BbIBOAbI  aBTOpa, WMOCTPUPYET  aKTyabHYH
CUTyaumio, NprBefeHbl Tabnuupbl CpaBHeHU, rpadvku, auarpammbl,
(hopmynbl,  MOKasblBalOLWMe YMeHMe aBTopa  (hOpPMann30BaTb
pe3ynbTarbl UCCef0BaHUS;

21-40 GannoB — cogepXaHue paboTbl B LENOM COOTBETCTBYET
BbIGPaHHON TeMe, CTPYKTypa MiaHa /I0rM4Ha U NPOMOPLMUOHANbHE;
060CHOBaHMe aKTya/lbHOCTW TeMbl  MOAKPENSeTcs aHaIn3oMm
CTeMeHN TEOPEeTMYECKOro WCCMeAoBaHMs MNpobnemMbl; OCHOBHbIE
MOMOXeHUA PaboTbl PacKpPbITbl Ha [OCTAaTOMHOM TEOPETUYECKOM W
METOZLOMOTMYECKOM  YpOBHE, 6O/bluafd  YaCTb  TEOPETUYECKMX
MOMIOXKEHWUIA COMPSHKEHa C MPaKTUKON; NPaKTUYeCcKMe PeKoMeHLaLum
060CHOBaHbI; BbIBOAbI MO paboTe coAepXaTeNlbHbl WM B LEIOM
COOTBETCTBYIOT MOCTAB/IEHHbLIM 3aa4aMm;




1-20 6GannoB — wWMeeT MeCTO OnpefefieHHOe HeCOOTBETCTBME
cofepxaHns paboTbl 3asB/IEHHOW TeMe; uccnegyemas npobneva B
OCHOBHOM pacKpbITa, HO HEe OT/INYAEeTCA HOBU3HOW, TEOPETUYECKONA
rMy6uHON W  apryMeHTUPOBAHHOCTbLIO; BbIAB/IEHbI Hefo4eTbl B
METO/0/10rMYECKMNX XapaKTePUCTIKAX KypCOBOro UCCNeA0BaHNs; eCTb
HapyLLUeHWS IOTVKW U3/IOKEHUA MaTepuana, NnocTas/ieHHble 3ajauu
peLUeHbl He NOTHOCTBH; TeOPeTUYECKME NOMTOKEHMSA €1abo CBA3aHbI C
MPaKTUKOW, NpaKTUYeCKMe pPeKOMeHZAUMM HOCAT  (hopMasibHbIN
6e3a0Ka3aTeNbHbIN XapakTep

2. |OdgopmneHve n
NHOPMaLMOHHOE
COMPOBOXAEHVE

20

16-20 6annoB — LUMPOKO MpeAcTaBfieHa Oubnvorpadus no Teme
paboTbl, B TOM 4uCNne U 3apyOeXxHble WUCTOUHUKWU, MPUMOXKEHUS K
paboTe WAMKOCTPUPYIOT LOCTUXKEHWUS aBTOpa W MOAKPennsT ero
BblBOAbI,  OOpM/IeHVWEe  paboTbl  MOMIHOCTBKO  COOTBETCTBYET
TpeboBaHMAM, NPeLbAB/ISEMbIM K KYPCOBOMY WUCC/EL0BAHWIO;

8-15 6annoB — MPWIOXKEHUS, WUCNOMb3yeMble B WCCMELOBaHUM,
COCTaB/IeHbl TPaMOTHO, MPOCNEXMBAETCA CBA3b C MMONOXKEHNAMU
KypCcOBOW paboTbl; CMCOK MCMO/b30BAHHOW NMTepaTypbl COCTaB/IEH,
cnegys FOCTY, 1 B [OCTATOYHOM Mepe COOTBETCTBYET TeMe paboThl;
MMeKTCA  OTAeNIbHble  HETOYHOCTM B OPOPM/IEHUM  paboThbl
(oTCyTCTBYET 4aCTb CCbI/IOK Ha WCMO/b3yeMble WUCTOYHUKK, ECTb
OTfe/NlbHble CTUIMCTUYECKMNE, TPaMMaTUYECKMe 1 opdorpapuyeckmne
OLN6KN);

1-7 6annoB — B paboTe He MOMHOCTbLIO MCMOMb30BaHa HEO6Xo4MMas
AN18 PacKpbITUA TeMbl Hay4Has niMTepatypa, MH(POPMaLMOHHbIE 6a3bl
JaHHbIX, a TaKkxe marepuanbl UCCNeaoBaHuin; 6ubnmnorpaduyuecknii
CMMCOK O(hOpPM/IEH HEBEPHO; COAEPXKaHUe MPUNOXKEHWIA He OTpaxKaeT
peleHns  MOCTaBNeHHbIX 3agay  (OTCYTCTBYHOT  HeO6XOAMMble
NPUNOXEHNS);  UMEKTCA  MHOTOYMCNEHHbIE  HETOYHOCTU B
otopMaeHUN paboTbl

3. [3awmTa KypcoBoii paboTbl

25

19-25 6annoB — 3awmTa OT/IMYaETCA MOHOTOW PacKPbITUA TeMbl U
MPeacTaB/ieHNs MOJTyYeHHbIX Pe3y/bTaroB; CTYAEHT LeMOHCTpUpYeT
YBEPEHHOCTb U Y6eAuTEeNbHOCTb MaHepbl BbICTYMIEHUSA; CTUb U
rPamMOTHOCTb  peyyt  COOTBETCTBYIOT  Ky/bType MpeAcTaBneHus
pe3yNbTaToB Hay4YHOro WMCC/Eef0BaHNsA; OTBETbl Ha AOMOMIHUTE/bHbIE
BOMPOCHI XapaKTepu3yroTCs KPATKOCTbIO U apryMeHTYPOBAHHOCTbIO;

10-18 6annoB — CTPYKTypa W pernameHT BbICTYM/IEHUS B LE/IOM
CO6NIOfEHbI; 3almMTa CONPOBOXAAETCA rPaMMaTUYECKV NPaBUbHOW,
3MOLIMOHa/IbHOV PeYblO; CTYAEHT NOALEPXKMBAET XOPOLUWIA KOHTaKT C
ayauTopueid; 0TMeYaeTCs TBOPYECKMIA MOAXOL, B NOATOTOBKE 0ObEKTOB
HarNAAHOCTM Npe3eHTauuu; LOMNONHUTENbHbIE BOMPOCHI BbI3bIBAKOT
HEKOTOpbIe 3aTPYAHEHNS;

1-9 6annoB — CTyLEeHT LEeMOHCTPUPYET HEBLICOKOE Ka4eCTBO YCTHOIO
[0KNaja; AOCTYMHOCTb M 06pa3HOCTb MpeLCTaBeHWs NPoAenaHHo
paboTbl 1 NOMYYEHHbIX Pe3yNbTATOB BbI3bIBAET BOMNPOCHI; OTMEYaEeTCs
YaCTMYHOE HECOOTBETCTBME MPE3eHTALUM COAEPXKaHUKO KypCOBOrO
1ccnefoBaHNs; An3ainH BM3yaslbHON MHTepnpeTaLmMmn npeacTaBneHHOM
paboTbl 3aTPYAHSET ee BOCNpUATME

HUTOIO:

100

NToroBasi oLgHKa MO KypcoBoii paboTe BbicTaBnsieTcss B 100-6annbHON LWKane M B TPagULMOHHOI

l-IeTI::I[.')EX68J'U'II::HOI‘/JI LLKase.

MepeBog 100-6annbHO  PENTMHIOBOA OLEHKM MO  AUCUMININHE B

TPAAULIMOHHYIO YeTbIPex6an/ibHYH0 OCYLLECTBASETCS CMeAYHOLMM 06pa3oM:

100-6annbHasa cuctema

TpagnUMoHHas cucTema

85 - 100 6annos OTnYHO
70 - 84 6annos XopoLuo
50 - 69 6annos Y0BNETBOPUTENBHO
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MeHee 50 |HeynoenetsoputenbHo

4.2 TnoBble OLEHOYHbIE CPeACTBa TEKYLLETO KOHTPONA
Boictyniienue ¢ qoxiaaaom (KoHTposbHblii cpe3)
Tema 3. HopmaTnBHO-MeTOAMYecKas 6a3a JOY
1 KBanmhmkaunoHHble  TpeboBaHWS K COTPYAHMKaM CyXobl JOY.
2 HopmupoBaHve  Tpyda B [efoNpon3BOLCTBE.
3 Bugbl HOpM B [1€/10NPOU3BO/CTBE.
4 PacyeT  4MC/IEHHOro cocTasa cnyXobl JOY.

5. Bxogdawue 4OKYMEHTOMNOTOKMK

Tema 6. Pernctpauns JOKYMEHTOB

Tema 10. OpraHumsauns TeKyLLero XxpaHeHNs 4OKYMEHTOB

Tema 14. JToKa/ibHble CUCTEMbI JOKYMEHTOO60pOTA

IMucsmennas padora (IlmcbMeHHas caMocTOsATEeIbHAS padoTa)

Tema 2. cTopus genonponsBoAcTsa B Poccum
1. CocTtaBneHuve oneporpaMmbl ABUMKEHNA BXOAALLErOo AOKYMEHTa
2.CocTaB/nieHune oneporpaMMbl ABUXEHNA NCXOAALLET0 JOKYMEHTa
3. CocTtaBneHwve oneporpammbl ABUXeHUA BHYTPEHHETO JOKYMeHTa
4. Pa3paboTKa CXeMbl COriacoBaHus, BUMPOBaHWS, MOAMUCAHNS pas/inyHbIX BUAO0B LOKYMEHTOB
5. Pa3paboTka y4eTHbIX POpM LOKYMEHTOB

Tema 3. HopmaTnBHO-MeTOAMYecKasa 6a3a JOY

Tema 4. OpraHusauus cnyxoébl 40Y

Tema 9. HoMeHKnaTypa fjen: MeToAnKa COCTaBEHNS U NMPUMEHEHNS

Tema 11. MoaroToBka [Aen v NopsgoK nepefadn aen B apxve AN AabHEMLWero XpaHeHms

Tema 12. ApX1BHOE XpaHeHne JOKYMEHTOB W €N

IMucsmennas padora (TeCTUPOBAaHME)

Tema 5. OpraHu3aumsa 4OKyMeHToo60poTa



Tema 6. Peructpanus 10KyMEHTOB

Tema 7. MadopmaniioHHO-CIIpaBOYHAsI CHCTEMA T10 IOKYMEHTaM OpTraHU3aIluu

Tema 8. KoHTpOsIb 32 UCIONIHEHHEM JOKYMEHTOB

Tema 13. DneKTpOHHBIN JOKYMEHTOOOOPOT OpraHU3aluN

IoaroroBka u 3amuTa npe3enranuii (IloaroroBka 3/J1eKTPOHHOH NMpe3eHTALMH)

Tema 5. OpraHmn3aums JOKyMeHTo060poTa
1. PernameHTaums TpeboBaHUA K COCTaB/EHNIO HOMEHKNATYPbI A€/l B HOPMATUBHO-METOANYECKNX
[OKyMeHTax
2. INeKTPOHHBIN odmnc
3. ABTOMaTV3NPOBaHHbIE CUCTEMbI YNPaB/IEHNA LOKYMEHTaMM
4. KafipoBblil 3NEKTPOHHbI JOKYMEHTO060POT
5. ByxranTtepcKuii 3NeKTPOHHBIN JOKYMEHTO060POT

Pemenue npaktuyecknx 3aaa4d (BoinosiHeHne NpakTUYECKUX 3aaHUI)

Tema 1. [NpeameT, cogepxaHue 1 3afiaum Kypca «OpraHunsauuns n texdonorum JOY»
Cnocobbl JOKYMEHTUPOBaHUS
Perncrpaunsa JOKYMeHTOB (Ha KOHKPETHOM MprMepe opraHu3aLmm)
KOHTpOnb 3a MCMOHEHNEM JOKYMEHTOB (Ha KOHKPETHOM NMPUMepe OpraHunsaL,mn)
TexHonorun JOY B opraHusauunm
TexHonorum paboTbl C JOKYMEHTaMU B OpraHun3aumm

o s~ wNh e

CemuHapckoe 3aHsiTHE

Tema 2. VcTopua fenonpon3BoacTsa B Poccum
dopmMmupoBaHMe en B opraHmn3auunn, B ee CTPYKTYPHbIX NoapasfeneHumsax.
ANeKTPOHHBIN [OKYMEHTOO60POT B Cnyxo6e [OV.
leHepabHbI/ pernameHT: UCTOPUS 1 COBPEMEHHOE COCTOSHNE
[MonoXeHvie KaK BUA JOKYMeEHTa
Posb pethopm lMeTpa | B uctopun passuTinsa 4eonpom3BoLCTBa

SAE R A

Tema 3. HopmaTnBHO-MeTOAMYeCKas 6a3a JOY

Tema 7. VIH(hopMaLMOHHO-CNPaBoYHast CUCTeMA MO AOKYMEHTaM OpraHu3auum

TecrupoBanue
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Tema 4. OpraHunsauus cnyxoébl 40Y
1. Kakoi OKyMEHT pernamMeHTUpYeT AesTeNlbHOCTb CNy>obl JOY B opraHunsaumnm?
MpaBuna
Mpukas
MonoxeHwne
2. Kakve rpynnbl (oyHKLMIA BbINOMHAKOTCA cny>xbamn OY?
ynpas/ieHYecKue, NCMONHUTENIbCKME, NOCPeaHMNYeCcKue
TEXHUYECKME 1 yrpaB/eHYeckme
TEXHONOrNYecKme, opraHn3aLMoHHbIe, KOHTPO/bHbIE, METOAUYECKME
Hay4Hble, MHCNEKTOPCKME, PyKOBOAALLMe
3. Kakoil JOKyMeHT yCTaHaBNM1BaeT NOpPsLOK paboTbl C JOKYMEHTaMU B OpraHu3auum?
VIHCTPYKLMA MO JOKYMEHTALNOHHOMY 06eCrneyeHnto yrnpaBieHuns
[MonoxxeHue 0 paboTte C JOKYMEHTaMU
PernameHT paboTbl C JOKyMeHTaMm
4. K Kakoii kaTeropum coTpyaHUKOB OTHOCUTCS JOKYMEHTOBEA?
pyKoBOAMTENb CNYX6bI JOY
cneymanuct cnyxébl 40Y
TEXHUYECKUIA UCNOMHUTENb
5. Kakne HopMbl NPYMEHAIOTCA A/19 pacyeTa YMCIEHHOCTM AeN0npon3BOACTBEHHOIO NepcoHana?
Hopmbl BbIpaboTKM
Hopmbl BpemeHn
Hopmbl ynpasnsemocTu
Hopmbl 06¢ny>KnBaHus

Tema 11. MoaroToBKa Aen 1 NOpsAoK nepefayn Aen B apxve Ans AaNibHELWEro XpaHeH s

1. YKaxuTe ABe MHCTaHLMK, COrMacoBbIBatOLLIE HOMEHKNATYPY Aen OpraHu13aLmu, npy ycioBnm, 4To
AOKYMEHTbI MOCTYMatOT Ha XpaHeHWe B MyHULMMaNbHbIA apXmB?

PykoBoguTenb opraHusauum
JKCnepTHasa KOMUCCUA opraHm3aLum
MyHUUMNaNbHbIA apXuB

Cnyxb6a [OY opraHusauumu

2. BbibepuTe npaBuibHOE YTBEPXAEHME:

B KaXk0ii opraHu3aLmm fo/mkHa 6biTb CBOAHAs HOMEHK/ATYPa e/ ¥ HOMEHKNATYPbl AeN CTPYKTYPHbIX

noapasaeneHuni

B kaxgoii opraHmsaummn 4o/mkHa 6biTb CBOAHAA HOMEHKaTypa

B Kaxzol opraHmsauuy AO/MKHbI ObITb TO/IbKO HOMEHKIATYpPbI e/ CTPYKTYPHbIX MNoApasfeneHunii
3. BblbepuTe Tpu PYHKLMM, BbINOMHSAEMbIX HOMEHKATYPO Aen opraHm3aumu. ..

KOHTpPO/Ib MCNOMHEHUA LOKYMEHTOB

Yuet fen

CucTtemaTusaumna LOKYMeHTOB

IMoVCK JOKYMEHTOB

PacnpefeneHne JOKYMEHTOB MO CTPYKTYPHbIM MOAPa3aeeHNAM

4. Kakasi U3 HOMEHKNaTyp AeN YCTaHaBMBAET efiNHbI COCTaB [N U eAUHYI0 MHAEKCAUMIO AeNn B
KOHKPETHOI opraHusaLmm?

VHanBnayansHas HOMeHKnartypa fen

TunoBasa HOMeHKNaTypa gen

MpumepHas HOMeHKnaTypa fen

5. BK/1OYalOTCA 11 B HOMEHKNATYpY Aen neyvatHble n3gaHma?
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4.3 IIpomexxyTouHast aTTeCTAIMSA 110 AUCIUIUIMHE MPOBOIUTCS B JopMe 3adeTa, IK3aMeHa

Tunossbie Bonpocsl 3auera (IIK-2, ITK-6)
1. CocraB coBpeMEeHHOI HOpMaTUBHO-MeToauueckoi 6a3pl JJOY (o0mas xapakrepuctuka). PermamenTars
u yauduxanus J10Y.
2. OcHOBHBIE 3aKOHOAATENbHBIC aKThl PO B cdepe nHbhopMauu 1 TOKyMEHTAIHH.
3. Cucrema 'OCToB Ha JOKYMEHTALIMIO.
4. Obuepoccuiickre Ki1accu(puKaTopbl TEXHUKO-3KOHOMUYECKOH U COLMANbHOM HH(pOpMALIUH.
5. TunoBble HHCTPYKTUBHO-METOAMYECKHE MaTepuaiibl 1o JJOY.

Tunosble 3aganua ais 3adera (IK-2, ITK-6)
1 KBanmmKaunoHHble  TpeboBaHMS K COTPYAHMKaM cnyXobl JOY.
2 HopmupoBaHue  Tpyda B [e/0NpPOV3BOACTBE.
3 Buabl HOpM B [e/1I0NpON3BOLCTBE.
4 PacyeT  YMCNEHHOrO cocTasa cnyXobl AOY.

Tunosbie Bonpocskl 3k3amena (IIK-2, ITK-6)
1. Ilpukaznoe nenonpousBoactso Ha Pycu B XV — XVII BB.
2. CocTaB coBpeMeHHOI HOpMaTHUBHO-MeToandeckon 6a3pl JIOY (oOmas xapakTepuctuka). Permamenranms
u yaudukamus JJOV.
3. Buasl cnyx6 JIOY, ux cTpykrypa, 3a1a4u U QyHKITUH.

4. OpraHuzanus T0KyMEHTOO0OpOTa B YUPEKICHUU U MPOOJIEMBI €r0 COBEPIICHCTBOBaHUS (aHATIN3
CTPYKTYpBI, YYET U COKpaIleHHE JOKyMEHTO000pOTa).

5. Nudopmarmonno-nouckoBas cuctema J{OY, ee cocTaB U 3a7a4u, OpraHu3aIysi CpaBOYHbIX KapTOTEK,
UX BUJBI.

Tunosble 3aganusa 1s 3x3amena (IIK-2, I1K-6)
3ananue 1. [IpoBecTu cpaBHUTENBHBIN aHAIW3 OCHOBHBIX NIEPUOAOB pPa3BUTHUS JEIONPOU3BOACTBA B Poccun
3ananue 2. [IpoBecTu perucTpanyio BHyTPEHHETO JOKYMEHTA.
3ananue 3. IIpoBecTy perucTpanno HCXOAALIETO0 JOKYMEHTA.
3ananue 4. [IpoBecTH perucTpanuio BXOASIIEro JOKyMEHTa
3ananue 5. [IpeacTaBuTh cXeMy TEXHOJIOTUU PAOOTHI ¢ OOpAIICHUSIMH TPaXKIaH

Tunosbie TeMbl KypcoBbix pador (IIK-2, ITK-6)
JIOKyMEHTOOOOPOT KOMMEPUYECKON OpraHU3aIIiH.
Opranuzanust paboThl C JOKYMEHTaMU (Ha IpUMepe. ...)
TexHomornu paboTHI C TOKYMEHTAMH B ....(Ha MpUMEPE OpraHU3aIINHN )
Opranuzanus 3JeKTPOHHOTO JOKyMEHTO000poTa (Ha mpumepe ...)

Nk =

Homenkunarypa e akIimoHepHbIX 00ILIECTB.
4.4. llIkana oueHMBaHUS TPOMEKYTOUHOM aTTECTALMKI

3auer

[JeckpunTopsbl (YPOBHM) — OCHOBHbIE NMPU3HaKN 0CBOEHUSA (NoKasaTenu

OueHka KomneTeHymm
LOCTMXKEHUA pe3y/bTara)
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«3a4TEHO»
(50 - 100 6annos)

MK-2

Ha [0CTaTO4HOM YPOBHE OCYLLECTBASET AOKYMEHTOOG0POTA, NpUem
M NepBUYHYHD  06pabOTKy, perucTpauuio, KOHTPONIb  3a
CMOMHEHVEM, OTMPaBKY OKYMEHTOB

Ha [OCTaTo4HOM YpPOBHE  OCYLLECTBMSIET  CUCTEMATU3ALMIO
[OKYMEHTOB 1 (DOPMMPOBaHUE AN, COCTaBNSET HOMEHKNaTypy fen,
BeAeT WHAOPMALMOHHO-CNIPaBOYHY0 paboTy Mo  [OKYMEHTaMm
opraHu3auum

MNMK-6

Ha [pgocTaTouHOM YpOBHE — aHanM3vpyeT  [OKYMEHTaLMOHHOE
obecriedeHne  ynpaBfeHUs opraHu3auueli W paspabatbiBaeT
NOKa/lbHble HOPMATMBHbIE aKTbl (MHCTPYKLUMW, MOMOXEHUS) MO
BOMpocam

«HE 3a4YTEHO»
(0 - 49 6annoB)

MK-2

He ocyllecTBNsieT [OKYMeHTOo60poTa, MNpveM W MepBUYHYHO
06paboTKY, PerucTpaLmio, KOHTPONb 3a WCMOMHEHMEM, OTMpPaBKy
[OKYMEHTOB

He ocyuwecTBnseT cmcTemMarnsaumio JOKYMEHTOB U (JOPMMPOBaHME
nen, He COCTaBnsieT  HOMEHKNatypy fJen, He  BefeT
NH(OPMaLIMOHHO-CNPaBOYHYHO paboTy Mo AOKYMEHTaM OpraHm3aLum

MNMK-6

He aHanM3vpyeT [OKYMEHTaLMOHHOE 06ecrieyeHne YnpaBneHus
opraHu3auueii 1 He paspabaTbiBaeT SIOKa/IbHble HOPMATUBHBIE aKTbl
(VHCTPYKLWMK, NOMOXKEHWST) MO BONPOCcam

JK3aMeH

OueHka

KomneTeHymm

[JeckpynTopsbl (YPOBHM) — OCHOBHbIE NMPU3HaKN 0CBOEHUSA (NoKasaTenu
LOCTMXKEHUA pe3y/bTara)

«OT/INYHO»
(85 - 100 6annos)

MK-2

Ha BbICOKOM YPOBHE OCYLLECTBSET [OKYMEHTOO60pPOTa, NMpuemM K
MepBMYHYH0 06PaBOTKY, PErmMcTpaLmio, KOHTPO/b 3a WUCMOHEHVEM,
OTNPaBKY [JOKYMEHTOB

Ha BbICOKOM YpPOBHE OCYLLECTBNSET CUCTEMATM3ALMIO AOKYMEHTOB Y
(hopMmpoBaHue fAen, COCTaBnsieT HOMEHKNaTypy fef, BefdeT
NH(OPMaLIMOHHO-CNPaBOYHYHO paboTy Mo AOKYMEHTaM OpraHm3aLum

MNMK-6

Ha BbICOKOM YPOBHE aHaNnun3npyeT JOKYMeHTaLOHHOe 06ecrneyeHue
ynpaBfeHnsi  opraHusauueii U paspabaTbiBaeT  /IOKa/bHble
HOPMaTVBHble aKTbl (MHCTPYKLWK, NOMOXeEHS) MO BONpOCcam

«XOPOLLO»
(70 - 84 6anno.)

MK-2

Ha 10CTaTouHO BbICOKOM YPOBHE OCYLLECTBASET JOKYMEHTO060pOTa,
NMpMeM 1 MEepPBUYHYI0 06pabOoTKY, PErncTpaumio, KOHTPOIb 3a
CMOMHEHVEM, OTMPaBKY OKYMEHTOB

Ha [0CTaTO4HO BbLICOKOM YPOBHE OCYLLECTB/SET CUCTEMATU3ALMIO
[OKYMEHTOB 1 (DOpPMMpOBaHUE AN, COCTaBNSET HOMEHKNaTypy fen,
BeAeT WHAOPMaLMOHHO-CNPaBOYHY0 paboTy Mo  [OKYMEHTaMm
opraHu3auum

MNMK-6

Ha [0CTaToO4HO BLICOKOM YPOBHE aHaNM3UpyeT [OKYMEHTaLOHHOe
obecriedeHne  ynpaBneHUs opraHu3auueli W paspabatbiBaeT
NOKa/lbHble HOPMATMBHbIE aKTbl (MHCTPYKLMW, MOMOXEHUS) MO
BONpocam

«y[,0BNETBOPUTENLHO»
(50 - 69 6annos.)

MK-2

Ha gocTatouHOM YpoBHe OCYLLECTB/ISIET JOKYMEHTO060p0Ta, Nprem
M MepBUMYHYHO  06paboTKy,  perucTpauuio, KOHTPONb  3a
MCMONHEHNEM, OTNPABKY [I0KYMEHTOB

Ha poctatouHOM  ypOBHE  OCYLLECTB/ISET  CUCTEMaTM3auumio
[LOKYMEHTOB U (DOPMUPOBaHWE Aefl, COCTaB/AET HOMEHKaTypy fen,
BeeT WH(OPMaLMOHHO-CNPaBOYHYD paboTy Mo  AOKYMeHTam
opraHmsauun




MK-6 Ha [ocTato4HOM YpOBHe  aHa/mM3vpyeT  AOKYMEHTaLWOHHOe
obecrieyeHve  ynpaefieHWs opraHu3auueid K paspabatbiBaeT
NOKa/bHbIE HOPMAaTWBHbIE aKTbl (MHCTPYKLUMMW, MONOXKEHMS) MO

Bonpocam
MK-2 He ocyuwecTBnseT [OKYMeHTOOO0pOTa, MpUEM W MEPBUYHYIO
06paboTKy, perucTpauuio, KOHTPONb 3a WCMOMHEHWEM, OTMpPaBKY
[OKYMEHTOB
<Hey0BNIETEOPUTENbHO He ocyuecTBnsieT cuctemMarmu3aumio JOKYMEHTOB U (POPMUPOBaHME
(MeHee 50 6an7108) nen, He COCTaBnsieT  HOMEHKNaTypy Aen, He  BefeT
NHOPMaLMOHHO-CNPaBOYHYO PaboTy MO AOKYMEHTaM OpraHmM3auum
MNK-6 He aHanM3npyeT AOKYMEHTAUMOHHOE O06ecrneyeHne ynpasieHus

opraHusaumeii n He paspabarbiBaeT /I0Ka/lbHble HOPMATMBHbIE aKTbl
(MHCTPYKUMK, NOMOXKEHNSA) NO BOMpocam

5. MeTonnueckue ykazaHusi AJisl 00y4a0IIUXCS 10 OCBOCHUIO M CHUILIUHBI (MOLYJIS)

5.1 MeTtoandeckue yka3aHus IO OPTaHU3aAIlMN CaAMOCTOSTEIBHOM PabOThI 00YUYaIOIIUXCSI:

[Ipuctynas K W3y4eHUIO TUCIUIUIMHBI, B MEPBYIO Odepelb OOydaromuMcsi HEOOXOAMMO O3HAKOMHUTBCS
comepx)aHueM paboueii mporpammbl nuctuiumabl (PIT[]), xotopas ompexnenser copepxaHue, oObeMm, a
TaKKe MOPSAIOK U3YUCHHsI U MTPETIOaBaHus yIeOHOM TUCIUILINHEL, €€ pa3/iena, YacTu.

J71 caMOCTOSATENbHOM paboThl BayKHOE 3HaYEHHE UMEIOT pa3zeibl «O0beM U collepikaHue AUCIUTITMHBD),
«YuebHo-MeTonyeckoe U HHGOpMAIIMOHHOE 00ecrieyeHIe TUCIUIUIUHBD U «MaTepruaabHO-TEXHUYECKOe
obecrnieueHre JUCITUTUIMHBI, TpOrpaMMHOE o0ecreueHue, mpodecCHoHaIbHbIC Oa3bl TaHHBIX U
MH(OPMAIIMOHHBIE CIIPABOYHBIE CUCTEMBI».

B pazmene «O0bemM u copepkaHHe AMCHUIUIMHBD)Y YKA3bIBAIOTCS BCE pas3leibl U TEMbl H3ydaeMoi
JTUCLMIUTMHBL, @ TAK)KE BUJIbI 3aHATHI U TUTAHUPYEMBI 00BEM B aKaJIeMUYECKHUX Yacax.

B pasgene «YdeOHO-meTomumueckoe U HH(POpMalLMOHHOE oOecledyeHrne AMCHUIUIMHBDY — yKazaHa
pEKOMeH1yeMasi OCHOBHAsS U JOTIOJIHUTENbHAS JINTEpaTypa.

B paznmene «MarepuanbHO-TeXHUYECKOE OOeCIeueHue TUCIUIUIMHBL, TMPOrpaMMHOE oOecreueHue,
npodeccuoHanbHble 0a3bl JTaHHBIX U HWH(GOPMAIMOHHBIE CIPABOYHBIE CHCTEMBD» COACPKHUTCS IEepeueHb
npodeccruoHanbHbIX 0a3 JaHHBIX U MHPOPMALIMOHHBIX CIIPABOYHBIX CHCTEM, HEOOXOIUMBIX AJII OCBOCHUS
JUCLUTIINHBL.

5.2 PexomeHnanuu o0y4aronumMcs o padore ¢ TEOpeTUYeCKUMU MaTepraiaMy Mo TUCIUIUINHE

[Tpu u3ydeHnn 1 mpopabOTKe TEOPETUICCKOTO MaTepraia HeOOXOaUMO:

- IPOCMOTPETH €I1I€ pa3 Nnpe3eHTaruo Jekuuu B cucteMe MOODLe, moBTOpUTh 3aKOHCIIEKTUPOBAHHBIN HA
JIEKIIMOHHOM 3aHSATUM MarepuaJl M JONOJHHUTh €ro € Y4YEeTOM PEKOMEHJIOBAHHOM JOMOIHUTEIbHOU
JIUTEPaTypBhl;

- IPY CAMOCTOSITEIbHOM M3yUYE€HUU TEOPETUYECKOM TEMBbI CIENaTh KOHCIIEKT, UCIIOJIb3Ysl PEKOMEHIOBAHHbBIE
B PI1/] ucrounuku, npodeccuoHaIbHbIE 0a3bl JaHHBIX U HHPOPMAIIMOHHBIC CIIPABOYHBIC CHCTEMBI:

- OTBETUTH HA BOIIPOCHI JJIsi CAMOCTOSATENILHOW pabOTHI, 10 TeMe MpecTaBIeHHbIe B myHKTe 3.2 PI1/I.

- TP MOATOTOBKE K TEKYILIEMY KOHTPOJIIO UCIIOIb30BaTh MaTepuaibl (poHna oueHouHbix cpeacts (POC).
5.3 Pexomennamuu 1o paboTte ¢ Hay4HOU 1 yueOHOM IuTepaTypoit

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

Koncnekr nekuuu 1omkeH cofepxarb pedepaTuBHyI0 3alIMCh OCHOBHBIX BOIIPOCOB JIEKIIMH, B TOM YHCIIE C
onopori Ha pasMemnieHHblie B cucteMe MOODLe mpe3eHTany, OCHOBHBIX MCTOYHUKOB W JIUTEPATYPbI IO
TeMaM, BBIBOJIbI MO KaKIOMY Bompocy. KOHCIEKT MOXeT ObITh BBHIMOJIHEH B paMKaX pacleyaTKd BbLAAYH
MPE3CHTAIMI JIEKIMK WKW B OTAEIbHOW TeTpanu mo mpeamery. OH JOKEH OBITh aKKypaTHBIM, XOPOIIO
YUTAaeMbIM, HE COJIEP’KaTh HE OTHOCAIIYIOCS K TeMe HH(OPMALIMIO UIH PUCYHKH.




KoHcnieKkThl HayyHOW JHUTEparypbl NMPU CaMOCTOSATENBbHOM IOATOTOBKE K 3aHATHUAM JOJDKHBI COJEPIKaTh
OTBE€ThI Ha Ka)KI[BIﬁ IOCTaBJICHHBII B TEME BOIIPOC, HUMCTL CCBUIKY Ha HWCTOYHHUK I/IH(bOpMaI_[I/II/I C
00s13aTeNbHBIM YKa3aHUEM aBTOpAa, HAa3BaHMS W TOJa HW3AAHUS HUCIOJIb3YeMOH HaydyHOW JHMTEpaTyphl.
Koucmexkt moxer 6I>ITB OIMOPHBIM (COI[ep)KaTB JIUIIIb OCHOBHBIC KIIFOYEBLIC HOSI/II_II/II/I), HO TIpU 3TOM
MO3BOJISIIOIIMM  JIaTh TIOJIHBIA OTBET IO BOINPOCY, MOXET ObITh MOAPOOHBIM. OO0bEeM KOHCHEKTa
OMpeaAciACTCa CaMUM CTYACHTOM.

B nporecce paboThl ¢ OCHOBHOM W JOTIOTHUTEIIBHON JTUTEPATYPOH CTYICHT MOXKET:

- JCJIaTb 3alluCu IO XOAYy UYTCHUA B BHUAC MPOCTOr0 WJIMW PAa3BCPHYTOIO IJIaHA (COB,Z[aBaTI: MEpCUCHb
OCHOBHBLIX BOITPOCOB, PACCMOTPCHHLBIX B I/ICTOLIHI/IKG);

- COCTaBJATH TE3HUCHl (LMTHpOBaHHE HauOoJee BAKHBIX MECT CTaTbu MJIM MOHOTpaduu, KOpPOTKOE
U3JI0KEHHE OCHOBHBIX MBICJIEH aBTOpA);

- TOTOBUTH aHHOTAIMH (KpaTKoe 000011IeHe OCHOBHBIX BOIIPOCOB PabOTHI);
- CO3/1aBaTh KOHCIIEKTHI (Pa3BEPHYTHIC TE3UCHI).
5.4. PexoMeHaIMK 10 IOATOTOBKE K OTAEIBHBIM 3a/IaHUSIM TEKYIETO KOHTPOJIS

CobecenoBanue MpennojaraeT OpraHu3aluio Oecelnpl MpernoAaBareist cO CTyAEHTaMH [0 BOIpOcam
MPAKTHYECKOTO 3aHATUS C LIEJbI0 Oojiee OOCTOATEIHHOTO BBISBICHHUS UX 3HAHUN MO OINpeneIeHHOMY
paszgeny, TeMme, mpobieme U T.I. Bce wieHbl Ipynmbl MOTYT Y4acTBOBaTh B OOCYXKIEHUU, J00aBIATH
nH(pOpMaIUIO, TUCKYTUPOBATh, 3a/1aBaTh BOIIPOCHI U T.1.

YCTHBIE OMpOC MOXKET TPUMEHATHCS B pas3audHbIX (Qopmax: (QpoHTaIbHBIN, WHIWBUIYAIBHBIN,
KOMOMHUPOBaHHBIA. OCHOBHBIE KaUY€CTBA YCTHOTO OTBETA MOJIJIEKAIIETO OI[CHKE:

- IPaBUJILHOCTH OTBETA IO CO/IEPIKAHUIO;

- IOJIHOTA U TITyOWHA OTBETA;

- CO3HATENIbHOCTh OTBETA;

- IOTUKa U3JI0KECHUS MaTepuaa;

- PalMOHAJILHOCTh UCIIOJIb30BaHHBIX PUEMOB U CTIOCOOOB PEIlIeHUs TOCTABIEHHON yueOHO! 3a1auu;

- CBOEBPEMEHHOCTh U A((HEKTUBHOCTH UCIIOIB30BAHMS HATMISIHBIX MOCOOM U TEXHUYECKUX CPEACTB MPHU
OTBETE;

- HCTIOJIb30BaHMUE JIOMOTHUTEIILHOTO MaTepuarna;

- palMoOHAJIbLHOCTD HUCIIOIB30BAaHUSI BPEMEHU, OTBEJICHHOTO Ha 3a/1aHue.

YCTHBIM OIIPOC MOXKET CONPOBOXKAATHCS IMPE3ECHTALUEH, KOTOpas IMOATOTaBIMBACTCA IO OAHOMY U3
BOIPOCOB MPAKTUYECKOTO 3aHATH. [Ipy BBICTYIUICHHH C MPE3eHTalMell HeoOX0MuMOo oOpaIiaTe BHUMAaHHE
HA TaKWe MOMEHTHI KaK:

- colep)KaHUE TPE3CHTALMU: aKTyalbHOCTh TEMbI, MOJIHOTA €€ PACKPBITHSA, CMBICIOBOE COMAEp)KaHUE,
COOTBETCTBHE 3asBJICHHOM TEMbI COJIEP)KaHNIO0, COOTBETCTBHE METOAUYECKUM TPEeOOBAHUAM (LIETTU. CCHUIKU
Ha PECYpChl. COOTBETCTBHUE COACpPKAHUS U JIMTEPATyphl), MpaKTUUeCKas HaNpaBIeHHOCTb, COOTBETCTBUE
cofiepaHusl 3asBICHHON QopMe, aJleKBaTHOCTh UCIOIb30BAHUS TEXHUYECKUX CPEACTB YUeOHBIM 3ajlauaM,
MOCJIEZIOBATENBHOCTD U JIOTUYHOCTD MPE3EHTYEMOT0 MaTepuara;

- odopMiieHHE TMpe3eHTAlMU: O00bheM (ONMTHUMaTbHOE KOJWYECTBO), AW3alH (YUTAEMOCTh, HAJIMYHE U
COOTBETCTBHE TpaUKd U aHUMAIMH, 3ByKOBO€ OQOpMIIEHHE, CTPYKTypUpOBaHHE UHOpMAINH,
COOTBETCTBHE 3asBICHHBIM TpPEOOBAaHUSM), OPUTHHAIBHOCTH O(OPMIIEHUS, SCTETHKA, HCIIOJIb30BaHUE
BO3MOXKHOCTH MPOTPAMMHOM CpPeIbl, COOTBETCTBHE CTaHIAapTaM o(pOpMIICHUS;

- TMYHOCTHBIE KaueCTBa: OPATOPCKUE CIIOCOOHOCTH. COOMIOIEHUE PErIaMeHTa, SMOIIMOHATIBHOCTh, YMEHUE
OTBETUTH Ha BOIIPOCHI, CUCTEMaTU3UpPOBaHHbIE, INTyOOKKE U MOIHbIE 3HAHUS 110 BCEM pa3jiesaM MporpaMMmbl:
- coiep)aHWe BBICTYIUICHHUS: JIOTUYHOCTh H3JI0KEHHUS Marepualia, PacKpbITUE TEMBbI, JIOCTYIHOCTh
uznoxkenus, d3PpdextuBHoCcTh npuMeHeHus cpeacts HWKT, cmocoObl u  yciaoBHs —JIOCTHXKEHHUS
pPEe3yNBbTaTUBHOCTH W 3(P(EKTUBHOCTH U1l BBIMOJHEHHS 3a/1a4 CBOeH MpOo(eCCHOHAIBHONW WM Y4eOHOU
NeSITeNIbHOCTH, JI0Ka3aTeJIbHOCTh MPUHUMAEMbIX PEIICHUM, YMEHHE apryMEHTHPOBATh CBOM 3aKIIIOYCHMUS,
BBIBO/IB.

6. YueOHO-MeToAUYecKOe U MHPOPMALIMOHHOE 00ecnieYeHue TUCIHIINHBI

6.1 OcHoBHasa nnTepatypa:
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1. M'pososa O. C. [1enonpounsBoacTBo : yyebHOe nocobue. - Vowwkap-Ona: MOBOMKCKMI rocyAapCTBEHHbI
TEXHO/IOrNYecknin  yHmneepcuTeT, 2015. - 124 c¢. - TekCT : 3neKTPOHHbIA // IBC «YHUBepCUTETCKaS
6nbnunoTeka oHnanH» [caiT]. - URL: http://biblioclub.ru/index.php?page=book&id=439196

2. KysHeuoB W. H. [OoKymeHTauuoHHOe obecrneyeHne ynpasneHus.  [OKYMeHTOo6opoT U
[enonpon3BoOACTBO : YUebHMK 1 NPaKTUKYM ANs BY30B. - nep. 1 gon; 3-e nsg.. - Mockea: HOpaiit, 2020. -
461 c. - TeKCT : aneKTPOHHbIN // ABC «KOPAWT» [caiiT]. - URL: https://urait.ru/bcode/449769

3. Abynagse 4. I, BoinpsokknHa W. B., Macnosa B. M. [JoKymeHTaLuMOHHOe obecreveHne ynpas/ieHns
NepPCOHaIOM : YUebHMK 1 NPaKTUKYM 415 BY30B. - nep. v gon; 2-e u3g.. - Mocksa: FOpaiit, 2021. - 370 c. -
TeKcT : 3NeKTPOHHbIN // OBC «KOPAWT» [caiiT]. - URL: https://urait.ru/bcode/477699

6.2 [lononHuTenbHas nuTeparypa:

1. PoroxuH M. HO. [OKyMmeHTaLMOHHOe ob6ecrneyeHVe ynpaeneHWs : MpaKTUyeckoe mnocobue. -
Mocksa|bepnvH: AupekT-Meguna, 2014. - 398 c. - TeKkCT : 3neKTPOHHbIN // OBC «YHuBEpcUTETCKas
6mbnuoteka oHNaliH» [caiT]. - URL: http://biblioclub.ru/index.php?page=book&id=253705

2. PbibakoB, A. E. OCHOBbI Aenonpou3BoACTBa @ YUYebHUK. - 2022-08-04; OCHOBbI [eN10NpPOn3BOACTBA. -
MWUHCcK: Pecny61nKaHCKNMIn MHCTUTYT npogeccroHanbHoro obpasosanus (PUMO), 2016. - 320 c. - TekcT :
aNeKTPoHHbIN // IPR BOOKS [caiT]. - URL: http://www.iprbookshop.ru/67690.html

3. ApacnaHoBa, B. A. [lokyMeHTaUMOHHOe obGecrneyeHne ynpasnieHus : y4ebHO-MpaKTMyeckoe nocobue B
cxemax, Tabnmuax, obpasuax. - 2025-03-25; [oKyMeHTaUMOHHOe obecrneyeHne ynpasneHus. - Cypryr:
CypryTcKuii rocyaapCTBeHHbIN negarornyeckunii yHmsepeuteT, 2019. - 240 c. - TekCT : aN1eKTPOHHbIN // IPR
BOOKS [caiiT]. - URL: http://www.iprbookshop.ru/94291.html

4. YepHosa C. I. [IoKymMeHTaLMOHHOE 06ecreveHne yrnpasneHns : yyebHoe nocobue. - Hosocnbupck: VLL
«30n0Tol Konocx», 2014. - 106 c. - TeKCT : aNeKTPOHHbIN // IBC «YHMBEpCUTETCKas 6MbanoTeKa OHMalH»
[caiT]. - URL: http://biblioclub.ru/index.php?page=book&id=278155

7. MaTepuaJbHO-TeXHMYeCKoe o0ecnedeHHe TUCHUILVINHBI, IPOrpaMMHoOe o0ecredyeHue,
npogeccnoHanbHbIe 023bI JAHHBIX 1 HHPOPMALMOHHBbIE CIIPABOYHbIE CHCTEMbI

Jlng mnpoBeneHus 3aHATHM MO JUCHUIUIMHE HEOOXOIUMO ClIeAyIollee MaTepuaibHO-TEXHUYECKOe
oOecrieueHue: ydeOHble ayqUTOPUM [AJsl TMPOBENCHUS 3aHATHH JIEKIIMOHHOTO M CEMUHApCKOro THIIA,
TPYNIOBBIX W WHAMBHUIYaJbHBIX KOHCYJIbTALMM, TEKYLIETr0 KOHTPOJS M MPOMEKYTOUHOM aTTecTaluw,
MTOMEIIEHUS 111 CAMOCTOSITENIbHON paboThI.

VY4eOHble ayTUTOPUH U MTOMEILIEHUS AJIsi CAMOCTOSITENIbHOM pabOThl YKOMIUIEKTOBaHbI CHIEIMAIN3UPOBAHHON
MeOeNbI0 U TEXHUYECKUMH CPEJICTBAMU OOYyUCHHMS, CIIY>KAIIUMH JIJIs1 TIPEICTABICHHS yueOHOW nHbOpMauu
OOJIBITION ayTUTOPHH.

[TomerieHus 11 CaMOCTOSATENILHONW paOOTHl YKOMIUIEKTOBAHbI KOMITBIOTEPHON TEXHUKOH C BO3MOXKHOCTBIO
MTOAKITFOYEHHUS K CceTH "Unrepuet" u obecrnieueHneM JIOCTyIa B AIIEKTPOHHYO
MH(POPMALMOHHO-00pa30BaTEIbHYIO CPEAYy YHUBEPCUTETA.

Jlist mpoBeeHMs 3aHATHI JICKIIMOHHOTO THITA UCTIONB3YIOTCS HA0OPBI IEMOHCTPAIIHIOHHOTO 000PYIOBaHUS,
o0ecreunBaIIfe TeMaTHYECKUE WILTIOCTpalud (ITPOEKTOP, HOYTOYK, SKpaH/ MHTEPAKTUBHAS JIOCKA).

JluneH3noHHOE U CBOOOHO pacHpOCTpaHsIeMOe MPOrpaMMHOE 00ecTiedeHHE:

Kaspersky Endpoint Security mist 6usneca - Cranpaptasiii Russian Edition. 1500-2499 Node 1 year
Educational Renewal Licence

Microsoft Office [Ipodeccuonanbusiii moc 2007

Onepannonnas cucrema Microsoft Windows 10

ITpodeccronanbhpie 6a3bl JaHHBIX U UHPOPMAITMOHHBIE CIIPABOYHBIE CUCTEMBI:
1. Poccuiickas HarmoHanpHast ounbamoreka. — URL: http://nlr.ru
2. Poccuiickas rocynapctBenHas Oubnaunoreka. — URL: https://www.rsl.ru

3. KoncynbranT cryneHTa. l'ymaHuTapHble HAyKH: 3JIEKTpOHHO-OMOnmmoreuHass cuctema. — URL:
https://www.studentlibrary.ru

4. Tlpe3unentckas 6ubmmoreka umenn b.H. Enprinna. — URL: https://www.prlib.ru
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