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1. IOACHUTEJIBHASA 3AIINCKA

1.1 [ucuuminHa «JlOKyMEHTAaMOHHOE OOecreYeHne COLMAJIbHOW padOTh» OTHOCHTCS K MOIYJIO 4acTw,
(dbopmupyeMoii  yyacTHUKamMHu O0Opa30BaTelbHBIX OTHOIICHWH, brmoka 1  «/IMCIUILUTUHBI/MOIYIH» OCHOBHOM
npodeccroHanbHON 00pa3oBaTeNbHONM NporpaMMbl 10 HanpasieHuto moArotoBku 39.03.02 «ConmanbHast paboTay
(ypoBeHb oOpa3zoBaHus OakanaBp). JJMCHUILIMHA SBISETCS AUCIMUIUIMHOM 1O BEIOODY.
1.2 O0wmas TpyRoeMKOCTb UCLMIUIMHEI cocTaBisier 3 3.e., 108 vac.
1.3 Uzydenwe aucuuruimHbl «JloKyMeHTalMOHHOE OOecleueHne COLMaIbHOM paboThD) OCHOBAaHO Ha 3HAHUSX,
YMEHHSIX M HaBBIKaX, MTOJYYEHHBIX PU U3YYEHUH OOYUYarOIMMUCS CICAYIOIUX AUCIMIUINH: « AIIMUHUCTPUPOBAHUE B
coluaibHOl paborey», «/H(pOpManNOHHBIE TEXHOJIOTHMH B COLMAIBLHON padore», «OCHOBBI 00pabOTKM M aHain3a
conuaibHol MHpopmanum», «[IpaBoBoe obecnedenue colmanbHON padoTh, «ColManbHas 3allUTa M COLMAIbHOE
oOcimy)XnBaHWE CeMeH | JeTei», NpU MPOBEICHUHM CIEAYIOMMX MPAKTHK: «IIPOM3BOJACTBEHHAS IPAKTHKA
(TexHONOrMYECKas)».
1.4 JIucuunnuba «J/lokymMeHTauMoHHOE OOeClieYeHne COLHMaNbHONH padoTh» (OpMUpPYeT 3HAHUS, YMEHUS U
KOMITIETEHIIMH, HEOOXOIMMBIE JUIsi OCBOCHHS CICAYIOIMUX TUCIUILINH: «OCHOBBI yIIpaBiIeHHUs B COLMANILHOM padoTe»,
«IOATOTOBKA K Cade M chaya roCylapCTBEHHOIo JK3ameHa», «ConuanbHas paboTa C 3aMEIIAIOIIMMU CEMBSIMM»,
«ConpnanpHas paboTta ¢ ceMbsMH, BOCIHUTBIBAIOIIMMH JeTei-UHBAINA0B U Aereir ¢ OB3y», «moaroroBka K npoueaype
3alIMTBl M 3allUTa BBITYCKHOW KBaJM(UKAUMOHHON paboTbl», JUIS NPOBEACHHS CIEHYIOMIMX HPAKTHK:
«ITPOM3BOJICTBEHHAS MTPAKTHKA (IIPEAIUILIOMHAS)».
1.5 Lenpb u3yueHus: AUCUUIUIUHBI:

CdopmupoBarh y CTYJICHTOB NEpBUYHbIE 3HaHHMsS 00 OCHOBaX EJONPOW3BOACTBA W JOKYMEHTOOOOpoTa B
COLIMAJIBHBIX CIY’)K0aX, pa3BUTb HABBIKM Pa0OTHl C OCHOBHBIMHM BHIAMH JOKYMEHTOB B JICSITEILHOCTH COTPYAHHKA
COLIMAJIBHON CITY>KOBI.

1.6 3a1aun JUCLMUILIMHBI:

1) CdopmupoBaTh 3HaHUS O JIOKYMCHTAIHOHHOM OOCCIICUCHHM YIIPABICHUS B COIMANBHBIX CIIYK0ax; O
COBPEMEHHOW OpraHU3aIuy JOKYMEHTO000pOTA.

2) CdopmupoBath yMEHHS IO JEIIONPOU3BOIACTBY M JOKYMEHTOOOOPOTY s 3(p(eKTUBHOro ympaBieHUsS
MPOIIECCAMU COIMATIBHOM 3alIUTHI U O0CITYKHBAHUS TPaXKIaH.

3) ®opmupoOBaHKE CIIOCOOHOCTH K BEICHHIO HEOOXOAMMOW JTOKYMECHTAIIMH M OPraHU3aluu JOKYMEHTO000pOTa B
MOJpPAa3IEICHUAX OPTraHnu3aluid, PpeaJu3yoluX MEePhl COLIMAIBLHONW  3alllUThI TPaXKIaH.
1.7 TlepevyeHp TIIAHUPYEMBIX PE3YJABTATOB OOYUYCHHS MO MUCHUIUIMHE (MOAYIIO), COOTHECECHHBIX C IUIAHHPYCMBIMH
pe3yibTaTaMu OCBOCHUS 00pa30BaTeIbHOM MPOrPaMMEI:

Ne

u/n Kon u HanmeHoBanne komnereHnun mo ®rroC

KO)I W HANMECHOBAHHMEC MHAUKATOPA TOCTHKCHHUS KOMIECTCHIIUN

[

TIK-5 cocobGen k IJIaHUPOBAHWIO, KOHTPOJIIO U OpraHu3alun pa6OTLI C IEpCOHAJIOM, pCaIn3yrOouM
JACATCIBHOCTD IIO COHI/IaJILHOﬁ 3allUTe IrpaxKaaH

TTIK.5.1 3HaeT OCHOBBI COIMAIBHOTO YITPABIEHUS, COITUOIOTHH U TICUXOJIOTHH YIIPABICHUS, TUTHOCTH H
TPYTITEL; KOHQIMKTOIOTHH W METHAINN; TEXHOJIIOTHH YIIPABICHHUS IEPCOHAIOM, OPTaHH3AINN
KOHCTPYKTHBHOTO B3aMMOJEHCTBHS, MPO(HEeCCHOHAITBHOTO W IMYHOCTHOTO POCTA CHEIHAJINCTa,
peanu3yIonero AeATeNFHOCTD 110 COIMAIbHOM 3alIiTe TPaXKAaH

T1K.5.2 YMmeeT mnaHupoBaTh, KOHTPOIHPOBAThH, OPTaHU30BBIBATH, KOOPAHMHUPOBATH M PETYIUPOBATH paboTy
C TIEPCOHAJIOM, PEATN3YIONINM JCSTEIBHOCTD M0 COIHATBFHON 3aIIUTe TPaKJaH

I1K.5.3 Brnageer HaBbikamu 3(h(hEKTUBHOTO YIIPABIIECHUS IIEPCOHATIOM, PEaTH3yIOIIUM JAeITeILHOCTD 10
COIMAJILHOM 3aIUTe TPaXKaaH

2|YK-4 criocoOeH ocyniecTBIsATh AEIOBYI0 KOMMYHUKAIMIO B YCTHOM M MMCbMEHHON opMax Ha
rocyaapcTBeHHOM si3bike Poccuiickoit denepannu 1 MHOCTpaHHOM(BIX) sI3bIKe(ax)

YK.4.1 3HaeT NIpHHIUIBI TIOCTPOCHUS YCTHOTO W MUCEMEHHOTO BBICKA3hIBAHMS HAa PYCCKOM M HHOCTPAHHOM
S3BIKaX; MPaBUIIa M 3aKOHOMEPHOCTH JEJI0BOH YCTHON M MMUCHbMEHHON KOMMYHHKAITUHI

VK.4.2 YMmeeT ucnonb30BaTh pa3indHbie (YOPMBI, BUIbI YCTHON W MICbMEHHOW KOMMYHHKAIIMH HA PYCCKOM
1 MHOCTpaHHOM(BIX) sI3bIKe(ax); UCIIONB30BaTh sl KoMMyHuKanuu cpeactsa UKT; odopmisars
MUCHMEHHYIO JOKYMEHTAIIMIO B SJIEKTPOHHOM BHJE B COOTBETCTBHH C JICHCTBYIONTMMH HOPMaMH,
MIpaBWIAMH U CTaHIApTaMH

VK.4.3 Bnageer HOpMaMu JeJIOBO KOMMYHHUKAITUH B YCTHOH M MUCbMEHHOM (hopMax Ha PyCCKOM U
WHOCTPaHHOM(BIX) sSI3bIKE(aX)

Ne | Kox m HamMeHOBaHHe HHIMKATOpPA

Oo0pa3oBaTebHbIE Pe3yJbTaThl 10 JHCIHUILJINHE
n/n AOCTHKEHHs] KOMIIeTeHIHH




TIK.5.1 3HaeT OCHOBBI COLIMAILHOIO
YIpaBJICHUSI, COLUOTIOTUU U
TICUXOJIOTUH YIIPABICHUSL, IUMIHOCTH U
TPYMITbE, KOHQIUKTOJIOTUN U MEUALINY;
TEXHOJIOTHHU YIIPABJICHUS IIEPCOHAIIOM,
OpraHu3alfy KOHCTPYKTUBHOTO
B3aUMOJICHUCTBUSL, IPOPECCUOHATBHOTO
U JINYHOCTHOTO POCTa CIICIUAIUCTA,
PeANH3YIOIIETO ACITEIBHOCTD IO
COLIMAIEHOM 3aIlIUTE FPaXKIaH

3.1 3Haer ucTopHIO AENONPOU3BOACTBA, HOPMBI U NIPaBUIIA
COCTaBJICHUS, BEJICHNUS, ABHKEHHS M XPAaHEHHMSI JIOKyMEHTOB

IIK.5.2 YMmeet nmiiaHUpOBaTh,
KOHTPOJINPOBAaTh, OPraHM30BbIBATh,
KOOPJIMHUPOBATh M PETYIHPOBATh
paboTy ¢ IepcoHaIoM, peaTu3y LM
JIeSITeNILHOCTD 110 COLMANILHOM 3aInTe
rpaxxaan

V.1 Ymeer cTpouTh NpodeCCHOHABHYIO ACATEIEHOCTh B
COOCTBETCTBHH C HOPMaMH JICIIONPOU3BOICTBA

IIK.5.3 Brnaneet HaBBIKAMU

3¢ GEKTHBHOTO YIIPABICHUS
MEPCOHAIOM, PEaTH3YIOIIUM
JIEATEILHOCTD 10 COLIMAILHOM 3alluTe
rpakaaH

B.1 Brnageer HaBbIKaMU 110 OpraHu3anuy paboTHI epcoHaa
COLMATIBHON CITY>KOBI C IOKyMEHTaMHU; YIIPABJICHUS IPOLIECCOM
JIEJIONPOU3BOCTBA AJIS IOBBILICHUS KA4€CTBA OKA3bIBAEMBIX YCIIYT,
paboTHI OpraHU3aLMH.

VYK.4.1 3HaeT npUHIUINEI TOCTPOCHUS
YCTHOTO ¥ MUCHbMEHHOTO BBICKa3bIBAaHUS
Ha PYCCKOM U MHOCTPAHHOM fI3bIKaX;
MpaBUIa U 3aKOHOMEPHOCTH JEJI0BOM
YCTHOM U MUCbMEHHOW KOMMYHHKALIUU

3.2 3HaeT npaBmiIa COCTABICHHS, OPPMIICHUS IOKyMEHTOB, BEACHHS
JIEJI0BOM TOKYMEHTAIIH

VK.4.2 Ymeer ucnosib30Barhb
pasiuyHbie GOpPMBI, BUBI YCTHOH U
MUCbMEHHOW KOMMYHHKAIIMH Ha
PYCCKOM M MHOCTPaHHOM(BIX)
si3bIKe(ax); UCIIONIB30BATh JIJIst
komMmyHukanuu cpenctsa UKT;
0QOpPMIISITh THCEMEHHYIO
JIOKYMEHTAIUIO B JIEKTPOHHOM BUJIE B
COOTBETCTBUH C JCHCTBYIOIINMHU
HOpPMaMH, MIPABUIAMHU U CTaHJAPTaMH

V.2 Ymeer 0(1)OpMJ'I$ITI) MACbMCHHYIO TOKYMCHTAUIO B 3JICKTPOHHOM
BUAC B COOTBCTCTBUU C HeﬁCTByIOMHMH HOpMaMHu, MpaBujIaMu U
CcTaHaapTaMu.

VK.4.3 Bnaneer HopMaMu 1€10BOI
KOMMYHUKaIUH B YCTHOU U
MHCbMEHHOH popMax Ha pycCKOM U
MHOCTPaHHOM(BIX) sI3bIKE(aX)

B.2 Brnageer HopMaMu J1e10BOM KOMMYHHKAIMH B c(hepe cOLNaTbHOM
3aIIUTHI U 00CITY>KUBaHUS TPAX/IaH, JJOKyMEHTO000pOTa BHYTPH
YUPEkKEHUS U Ha YPOBHE MEXKBEAOCTBEHHOIO B3aUMOECTBUSL.




2. TPYIOEMKOCTD JACIUILIMHEI (MOAYJIST) U BUJIOB 3AHSITHI 1TO JUCIATIINHE

MOAVJIIO)
Buapl yuedHoii pa6oTnl,
BKJII0YAsi CAMOCTOSITEJIbHYIO
padoTy CTYIeHTOB 1 HToro
HaumenoBaHue pa3jeia JMCUUNIUHBI (TEMbI)
TPYA0EMKOCTh 4acoB
(B yacax)
JI I13 CPC
HToro no pucuuninxe 8 10 86 104
IlepBhIii neprHox KOHTPOIA
| /lokymenmayuonnoe obecneuenue ynpasieHueckoii 0esmenbHoCmu 4 6 50 60
8 YUpescoeHuAX COYUANbHOU 3auUnblL
JlokyMeHTannoHHoe o0ecrieueHne yrnpasieHIecKoi ) 6 2
JeSATeIILHOCTH
HcTopus aenonpous3BoacTBa 2 6 8
Crangapruzanus ¥ yHU(UKanus B 1€JI0IPOU3BOICTBE 2 6 8
Jlenonpon3BoACTBO B COLMATIBLHON CITy)0e 2 6 8
JIOKYMEHT 1 cr1ocoOBI JIOKYMEHTHPOBAHUS 2 6 8
HomeHnknarypa nen, ee, poib U 3HaUCHUE JUIsl OpraHU3aluu 6 6
XpaHEHHs ¥ [OUCKA JJOKYMEHTOB COLMAIbHONW paboThI
PernamMeHTHI 1O 1€JI0ITPOU3BO/ICTBY 6 6
3aKOHO/IATENBCTBO, PENIAMEHTHPYIOLIEE OPraHU3alnio paboThl ) )
JIOKyMEHTaMH
[IpaBoBoii cTaryc 3J1EKTPOHHBIX JJOKYMEHTOB, 32KOHOJATEIbLHOE
Y HOPMaTUBHOE PETYJIMPOBaHUE UCIIOIB30BAHMUS JJIEKTPOHHBIX 6 6
JIOKyMEHTOB. DJIEKTPOHHBIC JOKYMEHTBI ¥ 0a3bl JaHHBIX B COLUAIBHON
chepe
| /lenonpouzeoocmeo 6 deamenvHOCMU CREYUATIUCIA COUUATbHOTL 4 4 36 44
caycovt
Jlenonpon3BoACTBO B JCATEILHOCTH COTPYAHUKA COLMATBHON ) 6 2
CITyXKOBI.
Benenne HeoOxoanMMOI JOKyMEHTAIMU U OpraHU3aLus
JOKyMEHTOO00OpOTa B MOJPA3AEICHUSIX OpraHU3alMid, peau3yONX 2 6 8
MepBbI COLMAIBHOM 3aIIUThl TPaXkIaH
JIoKyMEHTBI, HEOOXOIMMBIE JJIsl OKa3aHHS COLMAIBHBIX YCIIyT ) 6 2
rpakaaHaM, 0OpaTHBIIMMCS B COLIMANIBHBIE CITYKOBI M yUPEKACHHS
ABTOMaTH3anus MIPOLECCOB IOKyMEHTAIIMOHHOTO 00eCTIeueHns ) 6 8
B COLIMANIBHBIX CITY)K0ax
JlokyMeHTannoHHoe o0ecrieueHne OIeKy U TIOIeYnTEIbCTBA 6 6
JlokyMeHTannoHHoe o0ecreueHne mporecca CouaIbHOro 6 6
COIPOBOX/ICHHSI CEMBH
Wroro no Buaam yueOHOH paboThI 8 10 86 104
Dopma npomesrcymounol ammecmayuu
3ager 4
Hroro 3a IlepBblii nepuos KOHTPOJIS 108




3. COAEP KAHUE JUCHUIIJIMHBI MOAVYJIA), CTPYKTYPUPOBAHHOE 110 TEMAM

(PA3IEJIAM) C YKASAHUEM OTBEJEHHOI'O HA HUX KOJIMYECTBA
AKAJIEMUYECKHUX YACOB M BUJIOB YUEBHBIX 3AHATHIA

3.1 Jlekuun

HaumenoBaHnue pa3neja JTMCHUILTAHBI (MOAYJIs1)/
TeMa u cofep:KaHue

TpynoeMKocTh
(K0,1-BO 4acoB)

1. /lokymenmayuonnoe odecneyenue ynpasieHuecKkoil 0esamenbHOCmU 6 yupercoeHusx
COYUANbHOU 3auiUmbl

4

Dopmupyemvie Komnemenyuu, 06pazoeamenvHbvle Pe3yibmManmol:
[K-5: 3.1 (IIK.5.1)
YK-4:3.2 (YK.4.1), V.2 (YK 4.2), B.2 (YK.4.3)

1.1. JlokyMeHTaIlmOHHOE 0OecIieueHUE YIIPaBICHICCKON AeITeTbHOCTH
ITman mexnun:
1. lokymMeHTanmmoHHOE 0OeceueHrne Kak OCHOBA yIPaBICHYECKON AeSITETLHOCTH.
2. JlIokyMeHTanoHHOE 0becIieueHrne paboThl COITMATEHOM CITyKObI.
3. JloyMEeHTOBEICHUE U IEIOTIPOU3BOICTBO.
4. 1enorpou3BOACTBO KaK OTPacih 3HAHUS M MIPAKTUIECKON IEATEIFHOCTH.
5.CynIHOCTh 1eIOIPOU3BOICTRA.
Y4ebHO-MeTOomUIeCcKas muTeparypa: 1, 3, 4
IIpodeccronanpabie 6a3bl JAHHBIX U HHPOPMAIIMOHHBIE CIIPABOYHBIC CUCTEMBI: 2, 3, 4

1.2. Wctopus nenonpou3BoacTBa
IInan nexuuu:
1. JlopeBosroinoHHOE JeTI0IPON3BOACTBO: (POPMHUPOBAHUE CHCTEMBI JAEIONPOU3BIICTBA.
2. JIopeBOIIOLIMOHHOE JIENI0NPONU3BOCTBO!
2.1 npuxa3Hoe AEN0NpPOU3BOACTBO;
2.2 KOJUIEKKOE ACTONPOU3BOJCTBO;
2.3 UCTIOJIHUTEIBHOE JAeIONPOU3BOJCTBO.
3. CoBeTckoe AE€I0NPOU3BOACTBO:
3.1 ynopsaoueHue JOKyMEHTUPOBaHuUs U apxuBHoro aena, EI'C/I.
3.2 popMupoBaHUE OCHOB COBPEMEHHOTO JICIIONPOUB30/ICTBA .
4. CoBpeMEHHOE JICJIONPOU3BOJICTBO:
4.1 0coOEHHOCTH CTaHAAPTH3ALUH U YHUDHUKALIH;
4.2. aBTOMaTH3aLMs AEJIONPOU3BOICTBA.

YuyebHo-MeTouecKas JIuTeparypa;: 2
[Ipodeccronanbhble 0a3bl JaHHBIX U MH(POPMALMOHHbIE CIIPABOYHBIE CUCTEMBI: 2, 3, 4

2. /lenonpou3eo0cmeo 6 0eamenbHoCmu CREYUAIUCIA COUUATLHOU CTIYIHCObL

Dopmupyemvle KomnemeHyuu, 00pPasosamesibHyle Pe3yIbMamol:
IK-5: 3.1 (IIK.5.1), V.1 (IIK.5.2), B.1 (IIK.5.3)

2.1. Benenune HeoOXOAMMOW JOKYMEHTALMH M OPTaHU3AIMs JOKYMEHTOO0OpOTa B
MOAPA3ICICHUAX OPTraHU3AIMA, PCANTU3YIOIUX MEPhI COLUAILHON 3AIUTHl TPaXIaH
ITman mexnun:

1. Conep:kaHue OCHOBHBIX JOKYMEHTOB B ICATEIFHOCTH CIICIIHAIIIICTA TI0 COIIHATIBHOM
pabore.

2. TpeboBaHus1, MpeabsBIsieMbIe K OPOPMIICHUIO TOKYMEHTOB.

3. Opranuzanys paboThl ¢ oOpameHusIMy Tpakaan. Orepariu 1o mpueMy, perucTpalu,
KOHTPOJTIO MICTIONTHEHNS, TPHHATHIO PEIICHIH 10 00paIIeHusIM IrpaXkIaH KaK 9acTh
YIpaBIIEHIECKOTO TOKyMeHTo0OopoTa. TpeboBaHMs K CpOKaM MOATOTOBKH OTBETOB Ha
oOparenus rpaxknan. TpeOoBaHUS K COMEPKaHUIO OTBETHBIX JTOKyMeHTOB. O0o0IeHHe,
aHaJIN3 ¥ NCIIONB30BaHKE TaHHBIX O padoTe ¢ 00paIIeHNsIMH TPakIaH B anmapare
YIpaBIICHUS.

4. ®opMuUpOBaHUE W XpaHEHUE TIPETTOKESHIM, 3asIBICHHUH, XKaI00 rpaXkKaaH..

5. TlpuMeHeHue MEeKTPOHHBIX TEXHOJIOTHA IS IIOATOTOBKH OTBETOB M OPTaHU3AIINH
MHGOPMAITMOHHO-CITPABOYHOH CITYKOBI

B YUPESKIEHUIX C OOJBITUM 00BEMOM TPEIOKEHIH,

3asBJICHUH, JKajl00 TpakIaH.

YuebHo-MeTomUUecKas muTeparypa: 1, 2, 3, 4




2.2.

JloKkyMeHTBI, HeOOXOIMMBIE TSI OKa3aHUs COIHANBHBIX YCIyT TpakaaHaM, 0OpaTUBIINMCS B
COLMANIBHBIC CITYKOBI M YIPESIKICHUS

ITman mexnun:

1. JlokyMeHTanMOHHOE 00eCIIeueHre COMAIbHOTO OOCTY)KHBaHHUS U 3aIUTHI ceMel U TeTei
B TOCYJapCTBEHHBIX YUPEIKACHUSIX.

2. O6pamieHust rpakagaf, IpaBmiia padoTel U opopMITEHUS.

3. 3agBieHne rpaxJaHuHa, COOP JOKYMEHTOB, SBIISIOIINXCS OCHOBAaHHEM IS YCTAHOBIICHHS
craryca, popMHpOBaHUE JIMYHBIX 1] TPAXKIAH, BEACHUE KHUT Y4€Ta, OTYETHON
JOKYMEHTAIMH ¥ T PepeHINPOBAHHOTO yUETa YHCICHHOCTH JIBTOTHBIX KaTeTOPHI
TpaxIaH.

4. uquBuaIbHAS TIpOrpaMMa COITHAIBHOTO CONPOBOXKACHUS CEMbH WK pebeHka (cT. 16 Ne
442-®3): 1enb )KOKIIMEHTa, TPeOOBaHHS K ODPMIICHUIO. M pEaTH3aITiN ).
Y4eOHo-MeToIuIecKas IuTeparypa: 2

IIpodeccronanpabie 6a3bl JaHHBIX U HHPOPMAITMOHHBIE CTIPAaBOYHBIE CUCTEMEI: 1, 2

3.2 IlpakTHYecKue

HaumenoBanue pa3neja JTMCHUILTAHBI (MOAYJIs1)/

Tema u coaepkanue

TpynoeMKocTh
(K0,1-BO 4acoB)

1. /lokymenmayuonnoe odecneyenue ynpagieHuecKkoil 0eamenbHOCmU 6 yupercoeHusx
COYUAbHOU 3aUiUmbL

6

Dopmupyemvie Komnemenyuu, 06pazoeamenvHbvle pe3yibmManmol:
[K-5: 3.1 (ITK.5.1)
YK-4:3.2 (YK.4.1), V2 (YK4.2), B.2 (YK.4.3)

I.1.

Crangaptuzanus ¥ yHU(UKanus B JeTIONPON3BOACTBE

Bomnpocs! s o6cyxneHust:

1. Yaudukanus u cranaapTi3anus Kak 0e3yCcIIOBbIHbIC IIPUHIIMITBI 1CJIONPOU3BOJICTBA.
2. T'ocynapcTBeHHbIE CTaHAPTHI IO AEIOIPOU3BOACTBY

TocynapcrBeHHas cucreMa JOKyMEHTaIlMOHHOTO o0ecrieueHus ynpasiaeHus. OCHOBHbIC
nonoxenus. Oouye TpeboBaHMs K IOKYMEHTaM U CIy>K0aM JOKyMEHTallMOHHOTO
obecreuenus — ['CIIOY.

- TurmoBasi HHCTPYKILMS 110 JEJIOIPOU3BOACTBY B (he/iepalibHbIX OpraHax MCIIOIHUTEIBLHOM
BJIACTH.

-TOCT P 6.30-2003 YC/. YaudunupoBaHHas cucteMa
OpraHHU3aIMOHHO-PACTIOPSIUTEIBHON TOKyMeHTaluu. TpedoBanus K opopmIIeHUIO
JIOKYMEHTOB.

-T'OCT P 7.0.97-2016. HanmonaneHslit cranaapt Poccuiickoit @enepanuu. Cucrema
CTaHAapTOB 110 HH(OPMALMH, OMOIMOTEYHOMY M U3/1aTEIILCKOMY JEIY.
OpraHu3aloHHO-pacIopsANTEIbHAS JOKyMeHTanus. TpedoBanus k opopmieHHIO
nokymeHToB" (yTB. [Ipukasom Poccranmapra ot 08.12.2016 N 2004-ct) (pen. ot
14.05.2018). 3menenwus, HoBoBBeneHus ganHoro [OCTa.

YuebHo-MeTonnueckas quteparypa: 1, 2, 3, 4

[Ipodeccronanbhble 0a3bl TaHHBIX U HHPOPMALMOHHbIE CIIPABOYHBIE CUCTEMBI: |

1.2.

Jlenonpon3BoACTBO B COMATBHOM CITyKOe

Bomnpocs! s o6cyxneHust:

1. Tpe©oBaHwus1, MpeAbsIBIsieMble K 0POPMIICHHIO IOKyMEHTOB.

2. Opranuzanyst foKkyMeHToobopora. ITopsinok paboTsl ¢

BXOASALINMHU, UCXOASAIINMH, BHYTPEHHIUMH TOKyMeHTaMH. [1opsiok paboThl ¢ 3JIEKTPOHHBIMU
JoxymeHTaMu. ITopsiiok KOHTPOIIS UCTIONHEHUS JOKYMEHTOB.

3. llenTpanu3oBaHHast, CMEIIAaHHAs U JICLIEHTPAIM30BaHHAast CHCTEMBI PaOOTHI C
JIOKyMEHTaMH B OPraHU3aLUsIX COLBALINTHI.

4. OCHOBHBIE TOKYMEHTOIIOTOKH OPraHOB COL3AILUTHI.

5. OcobeHHOCTH pabOTHI C BXOASIINMHU, HCXOASIINMH

Y BHYTPEHHMMH JJOKYMEHTaM{ B OPTaHU3ALMSIX COL3AIINTHIL.

YuebHo-MeTonnueckas quteparypa: 1, 2, 3, 4

[Ipodeccronanbhbie 0a3bl JaHHBIX U HHPOPMALMOHHBIE CIIPABOYHBIE CUCTEMBI: 1, 2, 3




1.3. JIoKyMeHT u ciocoOBI JOKyMEHTHPOBAHH

Bormpoch! amst o6CcyxkaeHust:

1.0cHoBHBIe HOpMaTuBHEIE TOKyMeHTBI: [OCT P 7.0.97-2016. «HanmoHanpHBIN cTaHIAPT
Poccwuiickoit ®enepanuu. Cucrema CTaHAApTOB 1O HH(GOPMAITUH, OUOIHMOTEUHOMY H
M3aTEITECKOMY JIEITy.

2. Opranu3alroOHHO-PACTIOPSTUTEIbHAS

JIokyMeHTarus. TpeboBaHus K 0(OPMIICHUIO

JIOKYMEHTOB» U MeTOANYEeCKHe PEeKOMEHIAINH IO

npumenennto [OCT P 7.0.97-2016 «Cucrema

CTaHAapTOB 110 HH(POPMAITUH, OUOIHOTEUHOMY H

M3aTEITECKOMY JIEITy.

3. Opranu3anroOHHO-PACTIOPSIUTENbHAS JOKyMeHTanus. TpeboBaHus K 0)OpPMIICHHIO
JOKYMEHTOB: 0 OJJaHKaX JOKYMEHTOB, 0()OPMIICHHN PEKBU3UTOB JOKYMEHTOB, O(OPMIICHUH
OTAETHHBIX BU/IOB IOKYMEHTOB U COCTAaBE JOKYMEHTOB.

4. IToHsATHE «PEKBU3UTY, «(POPMYISIP JOKYMEHTAY.

5. Pons Gnanka B cTpykType AokymMeHTa. CoctaB OiaHKa, MOPSIOK PACIONOKESHHS
PEKBU3UTOB B OnaHKe. YHU(DUKAIW JOKyMEHTa KaK OJHO M3 HAIPaBICHUH ero
COBEPILICHCTBOBAHUSI.

PexBH3HTEI, peryaupyemMble TOCyIapCTBEHHBIM

cTargapToM. HopMaTHBHBIE JOKYMEHTEHI 110 pa3pabd0TKe MHCTPYKIHIL IO JeTOPON3BOICTRY B
(hemepanbHBIX OpTaHaX MCIIOJHUTEIBHON BIACTH U PEKBU3UTHI, PETYITHPYEMEbIe
3aKkoHoAarenscTBOM Poccuiickoit deneparum.

6.TpeOoBaHUS K TEKCTY pa3IMYHBIX BUAOB YIIPABICHIECKHIX TOKYMEHTOB.

7. NahopMaIimoHHO-CIIPaBOYHbBIE TOKYMEHTHI B

conmansHOM chepe. TpeboBaHUS K OPOPMIICHHUIO U

COIepIKaHMIo.

YyebHo-MeTomuUecKas mureparypa: 1, 2, 3, 4

2. [lenonpou3eo0cmeo é 0eamenbHOCmu CHeYUAIUCHA COUUATLHOU CTIYHCObL

Dopmupyembie Komnemenyuu, 06pazoeamenvHbvle Pe3yibmanmol:
[IK-5: 3.1 (IIK.5.1), V.1 (IIK.5.2), B.1 (ITK.5.3)

2.1.

Jlemonpon3BOACTBO B AESITEIBHOCTH COTPYAHHUKA COIIMATIBHOM CITYy>KOBI.

Bormpocs! amst o6CcyxaeHust:

1. IesSaTenbHOCTD CIIEIUAINCTA TI0 COIMAILHOM paboTe U ee TOKyMEHTAIMOHHOE
obecriedeHne.

2. OCHOBHBIE BUBI JOKYMEHTOB, C KOTOPHIMH PaboTaeT CIEIHAIMCT 110 COMaIbHON padorTe.
3. CenMajucT OT/IeNa ONEKH U OMEYUTEIhCTBA: TOKYMEHTAIIMOHHOE 00ecieueHIe
JeSITeTHbHOCTH: BUABI TOKYMEHTOB, C KOTOPHIMH paboTaeT CIEeHUaInCT, TpeOOBaHUS K

o pMIICHHIO, ABIKCHHE TOKYMEHTOB.

4. JIokyMeHTaITMOHHOE oOecTiedeHre paboThl CTIeHaINCTa OTKEIa CEMbU U Ha3HAYCHIS
IIETCKUX IOCOOHIA.

Y4ebHO-MeToIUIecKas muTeparypa: 1, 2, 3

2.2.

ABTOMAaTH3aIHA IPOIECCOB JOKYMEHTAIIMOHHOTO 00ECTIICYCHNS B COIMAIBHBIX CITyx)0ax
®dopma NpoBeeHUS - 3alIUTa JOKIAI0B.

TemaTuka 10KIa10B U IJIaH BBICTYTIJICHUS:

1) Ha3HadeHue; 2) QyHKIUOHAI, IPSUMYIIECTBA U BO3MOXXHOCTH; 3) TPYAHOCTH B
WCIOJIb30BAHUH.

Nudopmanmonnas cucrema (MC) «CormansHoe 00CiTy>)KMBaHHE HACSIICHUS;

NC «COHy;

NC «AnpecHas coupaabHasi IOMOLIbY;

HC "PernoHanbHOE COLMAIBHOE 3aKOHOJATEILCTBO",

MC "Ha3HnadeHue U BbITLIaTa OCOOMA",;

NC "[JaHHBIC CTATUCTUYCCKON OTYETHOCTH 10 IEHCHOHHOMY 00€CIICUCHHIO,
MEIMKO-COLIUATIBHOM SKCIIEPTU3bl U COLUANBHON 3aIUThI HaceIeHus "

HC "lanHble cTaTUCTUYECKOM OTYETHOCTH IO CEMBSIM U JI€TSAM, OKa3aBILIMMCS B TPYAHON
>KU3HEHHOM cuTyauuu';

HC "Yyer BeTepaHoB U yuacTHUKOB Benukoit OTeuecTBEHHON BOWHEL",

NC "NudopMaioHHBIH KOMILIEKC OI0pO MEIMKO-COIHAIbHON SKCIIEPTH3bI"

Penekcus "Ponb HHPOPMAIIMOHHBIX CHCTEM B MOBBIIICHUH Y3P(PEKTUBHOCTH COILMATBHOTO
00CITy>)KUBAHUS TPAXKIAH, H3MECHEHH TPOIIECCa NEATCIBHOCTH CICIIMATIKNCTA 110 COLIMATBHOM
pabote"

HpO(i)CCCI/IOHaHI)HI)IG 0a3bl JaHHBIX U I/IH(i)OpMaHI/IOHHLIe CIIPaBOYHbIC CUCTCMBI: 2, 3




3.3CPC

HaumenoBanue pa3neja JTMCHUILTHHBI (MOAYJIs1)/

Tema 1J11 cCAaMOCTOATETBHOIO N3yYCHUHA

TpynoeMKocTh
(K0,1-BO 4acoB)

1. /lokymenmayuonnoe odecneyenue ynpasieHuecKkoil 0eamenbHOCmU 6 yupercoeHusx

COUUAIbHOTL 3aUiUmMbl 50
Dopmupyemvie Komnemenyuu, 06pazoeamenvHbvle Pe3yibmManmsl:
[K-5: 3.1 (ITK.5.1)
YK-4:3.2 (YK.4.1), V2 (YK 4.2), B.2 (YK4.3)
1.1. JlokyMeHTaIlMOHHOE 0OecIIeUeHUE YIIPABICHICCKON AeITeTbHOCTH 6
3aoanue 0na camocmoamenbHoO20 6bINOIHEHUA CHYOEHMOM:
1. TectupoBanue no pazaery 1.
2. Harmummre 3cce Ha Temy" OcoOEHHOCTH JEIOTPON3BOJICTBA B pa00OTE COITUATBHBIX
ciyx0".
3. TepMUHOIOTMYECKHUIA TUKTAHT
Y4ebHO-MeTomUIecKas muTeparypa: 1, 3, 4
1.2. Wcropus nenonpou3BoacTBa 6

3adanue onn camocmosamenbHozo 6bINOIHEHUSL CHIYOCHIMOM:

1. IToaroToBUTH HOKIAA K MPAKTHUECKOMY 3aHATHIO Ha TeMy "VcTopus menonpounsBoacTea’
(Temaruka JOKJIaJI0B B TUTAHE 3aHATHA).

2. TectupoBanue 1o pazgeny 1.

3. Hammummre 3cce Hatemy "Kak coBeTCkoe JeONMpPON3BOICTBO OTpakaeTcs Ha
COBpEMEHHOM?

Y4eOHo-MeToIuIecKas IuTeparypa: 2
IIpodeccronanpabie 6a3bl JaHHBIX U HHPOPMAITMOHHBIE CTIPAaBOYHBIE CUCTEMEI: 1, 2




1.3. Crapgaprusanus 1 yHU(QHUKAIHS B ICIOIPOU3BOICTBE
3aoanue 0na camocmoamenbHo20 6bINOIHEHUA CHIYOEHMOM:



1) Hanmmmmmte acce Ha TeMy "3adeM B enonpousBoacTse HeooxoauMd cranaapte?” (Tema
"Cranmaptrsanus 1 yHU(QUKAIHS JeT0TpOr3BOICTBRA" ).

2) Bemomnaute npaxkaenue mo 'OCTY Ha cooTHeCEHHE TEPMHHOB U OTIPE/IEIICHUH.
OITPEJIEJIEHUA

1. OTpacib nesaTenbHOCTH, 00ECTICIMBAIONIAS JOKYMEHTHPOBAHUE U OPTAHNU3AINIO PaOOTHI
¢ 0UIMaTBHBIMHA JOKYMEHTAMU

2. JIOKyMEHT, CO3IaHHbIA IOPUANIECKIM WIH (PH3UISCKUM JTUIIOM, O(pOPMIICHHBIN U
YIOCTOBEPEHHBIN B YCTAHOBICHHOM TOPSIIKE

3. ®dusnveckoe WK IOPUITIECKOE JIUII0, CO3IABIIEE TOKYMEHT

4. 3adukcupoBaHHAsl Ha MaTePUAIEHOM HOCHUTENE MHPOPMAIIHS C PEKBU3UTAMH,
MO3BOJIAIONINMH €€ WACHTUPHINPOBATH

5. PyKONUCHBIN WM MAalIMHOTIMCHBIN IOKYMEHT, TEKCT KOTOPOTO MEPENHCaH C YePHOBOTO
JIOKYMEHTA WJIM HamucaH 0e3 TIOMapoK U MCIIPaBICHAN

6. JIOKyMeHT, TOTHOCTHIO BOCIIPOU3BOISAIINI HH(POPMAITHIO ITOJUTMHHOTO JOKYMEHTA U BCE
€ro BHEIIHUE NMPU3HAKH WK YaCTh UX, HE UMEIOIINH IOPHINIECKON CHIIBI

7. TloBTOpHBII 3K3EMILISIP MOIJTMHHUKA TOKYMEHTA, HUMEIOLTUH IOPUIUIECKYIO CUTY

8. M300pa3uTeNbHbIN TOKYMEHT, B KOTOPOM H300paKeHHEe 00BEKTa TOTYICHO
MOCPENICTBOM JIMHUH, IITPUXOB, CBETOTCHH

9. JIoKyMeHT, cofepKainuii n300pa3uTeNIbHYIO U 3BYKOBYIO HH(MOPMAITHIO

10. TexcTOBO# TOKYMEHT, HH(POPMAIIHS KOTOPOTO 3aUKCHUPOBAHA JTIOOBIM THIIOM TTHChMa
11. CBolicTBO OQHUITHATBHOTO TIOKYMEHTa, COO0IIaeMoe eMy JCHCTBYIOIINM
3aKOHOIATETHCTBOM, KOMITETEHITEH U3/IaBIICTO €T0 OpraHa W YCTAHOBICHHBIM ITOPSAKOM
odopmteHUS

12. TlepBblit HITM €MUHUYHBIN SK3eMIUISAP OQUITHATBHOTO TIOKYMEHTA

13. 3anmce nHbOPMALINHN HA Pa3IMYHBIX HOCUTEISAX M0 yCTaHOBICHHBIM IIpaBHIaM

14. Cuctema JOKyYMEHTAITMH, CO3/TaHHAs TI0 €AMHBIM MPaBUiIaM U TPEOOBAHHSIM,
coneprkanias nHHOpMaIUio, HEOOXOMUMYIO JIJISl YIIPABIICHHUS B ONIPENEICHHOMN cdepe
JeSITeTHbHOCTH

15. Bug nmuCEMEHHOTO TIOKYMEHTa, B KOTOPOM (PUKCHPYIOT PEUICHNE aIMIHUCTPATHBHBIX U
OpraHU3aIMOHHBIX BOIIPOCOB, a TAKXKE BOIIPOCOB YIPABICHU, B3aNMOICHCTBHS,
00eCTIeYeHNS B PETYINPOBAHNS ICATEIFHOCTH OPTaHOB BIACTH, YIPESKICHUH,
MIPEANPUATHIA, OpraHU3aI|i, UX MOpa3eICHII 1 TOJKHOCTHBIX JIUIT

16. O6s13aTenbHbIH 21eMeHT oGopMIIeHUS OQUITHATHHOTO TOKYMEHTa

17. Hem3mensiemast 4aCTh PEKBU3HUTA JOKYMEHTA, COMEpIKaIiascs B OJlaHKe JJOKyMEHTA,
HaHOCUMAs IIPH €T0 M3TOTOBJICHUN

18. U3menHsiemast 9aCTh PEKBH3UTA JOKyMEHTa, BHOCHMas B OJJaHK JOKyMEHTA IIPH €T0
3aMOJTHEHNHT

19. Habop pekBU3HUTOB O(QUITMATHHOTO ITHMCBMEHHOTO TOKYMEHTA, PACTIONOKESHHBIX B
OTIpeIeIIEHHO ITOCIIeI0BATEIIEHOCTH

20. Monenb MoCTpOeHUs JOKYMEHTA, YCTaHABIMBAIOIIAs 001acTh IPUMEHEHUS, OPMATHI,
pa3Mepsl mosei, TpeGOBaHMS K MOCTPOSHUIO KOHCTPYKIIMOHHOH CETKH F OCHOBHBIE
PEKBU3UTHI

21. Habop PEKBU3HUTOB, HACHTH(PHUIMPYIOMUX aBTOpa OQUIIHATHHOTO TTMCBMEHHOTO
JIOKyMEHTa

22. COBOKYIHOCTh PEKBU3UTOB, YCTAHOBIICHHBIX B COOTBETCTBUH C PEIIAEMBIMHU B TAHHOM
cdepe IeATeNFHOCTH 3a1a4aMH U PACIIOJIOKECHHBIX B OTIPEICIIEHHOM MTOPSAKE Ha HOCHTEINE
nH(OpMAITIH

23. TlpocTaBieHrne HEOOXOAUMBIX PEKBU3UTOB, YCTAHOBJICHHBIX MTPaBUIIaAMHU
JIOKYMEHTHUPOBAHHUS

24. PeKBU3HT JOKYMEHTA, MIPEICTABISIOMNN CO00i COOCTBEHHOPYUYHYIO POCTIHCH
MOJTHOMOYHOTO JTOJDKHOCTHOTO JIUIIA

25. PexBH3UT OUIIIATFHOTO JOKYMEHTA, BEIPAXKAIOIINN COTIIaCHe YUPEKACHUS HITH €T0
opraHa, He SIBJISTIOIIETOCS aBTOPOM JOKYMEHTA, C €TO COlEepKaHHEM

26. PexBU3UT OPUIMATEHOTO JOKYMEHTA, TPUIAIONINH HOPMAaTUBHBINA WIIH TTPABOBOM
XapakTep ero CoaepKaHuIo

27. PeKBU3HUT JOKYMEHTA, BEIPAYKAIOIIHMIA COTIIACHE WITH HECOTTIacHe JOHKHOCTHOTO JIUIIA C
cofepkaHNEeM JOKyMEHTa

28. PeKkBH3HT, COCTOSIIHNIT N3 HAITUCH Ha JOKYMEHTE, CACITaHHON JOJKHOCTHBIM JIUIIOM 1
cofieprKaIieil IPUHATOE UM PEIICHHE

29. Uudopmanws, 3apuKcHpOBaHHAS JTFOOBIM THIIOM ITHChMa WITH JTFO00H CHCTEMOM
3BYKO3aIIHCH, 3aKJIFOYAIONIas B ce0e BCIO MIIM OCHOBHYIO YacTh PEYeBOM MHPOPMAIHH
JIOKyMEHTa

TEPMUHBI:

JIOKYMEHTAIIMOHHOE 00eCIICUeHNE YIIPaBICHUS

opUIHaTEHBINH JOKYMEHT

aBTOp AOKyMEHTa

JIOKYMEHT; TOKYMEHTHPOBaHHAS HH(OpMAanus

0eoBOM JOKYMEHT

KOITHS TOKYMEHTa
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1.4. [lemompon3BOICTBO B COIMATIBHOM CITy)KOe
3aoanue 0na camocmoamenbHo20 6bINOIHEHUA CHIYOEHMOM:

1. Hanmummre 3cce Ha Temy" OcoOEHHOCTH JEIOTPON3BOICTBA B pad0OTE COITMATBHBIX
ciyx0".

2. [TonrotoBbTE MOPTHOIUO MO IETOMPOU3BOICTBY:

paznen 1: GopMmbl, BUIbI TOKYMEHTOB, CTaHAAPTHI 0(OPMIICHUSI, IBHKEHHE IOKYMEHTOB B
YUPEKICHUH COLHATIbHON cepbr;

paszzaen 2: 00pasibl KaKI0To BUAA TOKYMEHTA,;

paszaen 3: peKOMEHIAIUH 110 0()OPMIICHHIO: WHINBUIYaTbHON IPOTPaMMBI, CITY>KeOHOH
3aIMCKH, aKTa 00CIeJOBaHNUS JKIITHIIHBIX YCIOBHIA.

Y4eOHo-MeToIuIecKas IuTeparypa: 2
IIpodeccronanpabie 6a3bl JaHHBIX U HHPOPMAITMOHHBIE CTIPAaBOYHBIE CUCTEMEI: 1, 2

1.5. JlokyMeHT u ciocoOBl JOKyMEHTHPOBAHHS
3aoanue 0na camocmoamenbHo20 6bINOIHEHUA CHYOEHMOM:
1. BemmonauTe 3amanue Ha cTp.8 yaedHoro mocobuus "[IpakTHKM IO CPEMEHHOMY
JIOKYMEHTOBEIICHUIO".
2. [TonroToBETECH MO UCTOHUKY NeS (JIONOTHUTENBHAS INTEPATYPa) K
TEPMHHOJIOTHYECKOMY TUKTaHTY 10 TeMe "JIOKyMEHT U CTIOCOOBI JOKYMEHTHPOBAHUS" .
3. KonrpomnpsHas pabora mo pazueny 1.
4. HazoBuTe OCHOBHBIE dTaIbl padOTHI ¢ JOKYMEHTaMHu, KoTopbie BbiienstoTcess B ET'CJ]
(Ennnas rocymapctBeHHas cuctema aenonpounssoactsa), 'CIHOY (TocynapcTBeHHas
CUCTEeMa JOKYMEHTAIIMOHHOTO 00SCTICUCHNUS YIIPABICHHU).
OdopMuTe 3TN CBEICHUS B BUJE CXCMBI.
Y4eOHo-MeTouIecKas IuTeparypa: 2
IIpodeccronanpabie 6a3bl JaHHBIX U HHPOPMAITMOHHBIE CTIPAaBOYHBIE CUCTEMBI: |

1.6. HomeHnkiarypa 1€, ee, poib U 3HaYE€HUE AJIs1 OPraHU3aLUN XPAaHEHHS U [TOMCKa
JOKYMEHTOB COIIMAJIbHOM PabOTEI
3adanue 0na camocmoamenbHozo GbINOIHEHUA CHIYOCHINOM:
1.IToaroToBbTE Mpe3eHTALNIO IO HOMEHKIIATYpe Jell.
1.1. HomeHkaTypa Jien Kak CCTeMa XpaHEeHUs JOKYMEHTOB B OpraHU3alHH.
1.2.TunoBas u npuMepHas HOMEHKJIATypa Jel.
1.3. OdopmiicHrE U COCTABJICHUE.
1.4. CtpykTypa HOMEHKIIATYphl AEI.
1.5. Ponb HOMEHKJIATYpBI A€ B JEIONPOU3BOJCTBE.

2. CocraButbs HoMeHknarypy aen IOYpITIIY B coorBeTcTBHU C «MeToAnYEeCKUMU
YKa3aHUsIMU 110 IPUMEHEHUIO TPUMEPHOI HOMEHKIIATYPHI JIeJ1 BBICILIETO YU4eOHOTo
3aBEIICHUNY.

3. Konponbnas padora o Teme "Homenknarypa ngein..":
1. Yto Takoe HOMEHKIIATypa J1en?

2. JInst yero npenHa3HaueHa HOMEHKJIATypa Aen?

3. Yrto ucmonb3yercs B KaUeCTBe pa3aesioB?

4. Kak pacrnonaraiorcst JOKMEHTBI B KaXJI0OM paszzaene?
5. Kak onpezensiercst cpok xpaHeHus nena?

6.Kem noamnuceIBaeTCsi HOMEHKIATYpa Aen?

YuebHo-MeTouecKas JIuTeparypa;: 2
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1.7.

PermaMeHTHI O 1€JIOTTPOU3BOACTBY

3aoanue 0na camocmoamenbHozo GbINOIHEHUA CHIYOCHINOM:

1. 3aganue.

Wzyuure pernamMeHT Ne0npon3Bo/ICTBA B KOHKPETHON COLMalbHOM cityx0Oe. brankn xakux
JIOKYMEHTOB UCIIOJNIb3YI0T COTpyAHUKU? Kakue 1OKyMEHTHI COCTABISAIOT CAMOCTOSTETIIBHO,
He UCTOJb3ys O1aHKH U GopMyssipsl. [IoroToBETE OTYET O CIEAYIONMM ITYKHKTaM:

1.1. TOKyMEHTBI, C KOTOPBIMH PA0OTAET CIELHAINCT COLHAIBHON CITy>KOBbI;

1.2. xyaccuguKanys Ha3BaHHbBIX JOKYMEHTOB;

1.3. mepeueHpb JOKYMEHTOB, O)PMIIIEMBIX B 3JIEKTPOHHOM BapHaHTE;

1.4. U1 KaKMX JOKYMEHTOB CYILECTBYIOT ()OPMYIISIPEI M OHH 3aIOJIHSIOTCS B PYKOIIMCHOM
BUJIE.

2. HazoBuTe OCHOBHBIE 3TaIbl pabOThI C JOKyMEHTaMH, KoTopble Beiaenstorcs B ET'C]
(Enunast rocynapcTBeHHas cuctema genonpoussoactsa), 'CAOY (T'ocynapcrBennas
crcTeMa JIOKyMEHTAIIMOHHOTO 00eCIICYeHUS! YIIPABICHHS).

OdopmuTe 5TH CBEICHUS B BHJIE CXEMBL.

3. BBl Kak pyKOBOAUTEINb YUPEXKICHHUS COLUAIBHON 3aILUTHI PEIIIN IPOBECTU KOHTPOIb
odopmienust nokymeHToB. Kakue craniapTsl Bbl OyeTe UCIIONb30BaTh B Ka4eCTBA
HopMmaruBa? Kak ocymiecBuTh KOHTPOJIL O(OPMIICHHS IOKyMEHTOB crienuanuctamMu? Kakue
KOPPEKTUPYIOIINE IeHCTBUSI MOXHO MCIIOJIb30BaTh, YTOOBI yCOBEPLICHCTBOBATH IPOLIECC
CO3JaHHs JOKYMEHTOB.

YuyebHo-MeTouuecKas JIuTeparypa;: 2
[Ipodeccronanbhble 0a3bl TaHHBIX U HHPOPMALMOHHbIE CIIPABOYHBIE CUCTEMBI: |

1.8.

3aKOHOJATENIBCTBO, PENIAMCHTUPYIOIEE OPraHU3aIUi0 paO0OThl JOKYMEHTAMH

3aoanue 014 camocmoaAmenbHOZ0 6bINOIHEHUA CHIYOCHNIOM:

CozpnaiiTe MyaTUMEINIHHYIO TIPE3EHTAINIO Ha TeMY "'3aKOHOATEIBCTRO,
penTaMeHTUPYIOIIEe OpraHU3aII0 pabOThI ¢ JOKYMEHTaMH'"', 0OCBETHUB BOTIPOCHI:

1. CtpykTypa 3akoHOAATEIbHOM 1 HOpMaTuBHOH 6a3bl JIOY: Konctutymus P®,
Koncrurynmonnsie 3akonsl, @enepanbabie 3akoHbl, akThl [Ipe3unenta PO, nocranoBieHus
[IpaBurenscTBa PO, Be1oMCTBEHHBIE aKTHI, 3aTPArHBAIOLIIE BOIPOCH ACIOMPON3BOACTBA.
2. HopmaruBHO-MeTonmndeckue akThl o JIOY: HHCTPYKINH, TpaBuiia, IEPEIHH
JIOKYMEHTOB CO CPOKaMH XpaHeHUs U ap. VX 3HaueHue A1 TOCTaHOBKH JIEJIOTPON3BOICTBA
B KOHKPETHOU OpraHu3allyH.

3. Bompock! 1enonpon3BoaCcTBa U T0CTyIa K HHpOopMaIie B Kojaekcax Poccuitckoit
denepannu.

4. CoBpeMeHHasi HOPMaTUBHO-METOAMYECKass 6a3a JIeTONPOU3BOACTBA 00
nHPOPMAIIMOHHBIX TexHOOTHsAX. DenepanpHast meneBas nporpamma «MHpopMamonHoe
obmecTro. 2011-2020 rr.». @enepanbHbie 3aKk0HBI: «O0 HHPOpMaIH, HHHOPMAITTOHHBIX
TEXHOJIOTHAX U 3aIuTe HHPopManum», «O mepcoHaIbHBIX TaHHBIX», «O0 3JEeKTPOHHON
g poBoit moanucu, «O06 apxuBHOM nese B Poccuiickoit deneparumny, «O
rocyaapcTBeHHOM si3bike Poccutickort @enepamum» u ap. (Cm. 1m.3.4 Ciucok HOPMATUBHBIX
MIPaBOBBIX JOKYMEHTOR).

5. Hanmonansable cTanmapTsl U ctanaaptsl UCO o momuTHKe yIpaBIeHUS TOKYMEHTaMH.
YuebHo-MeTomUUecKas muTeparypa: 1, 2, 3, 4

IIpodeccronanpabie 6a3bl JaHHBIX U HHPOPMAITMOHHBIE CTIPAaBOYHBIC CUCTEMBI: |

1.9.

IIpaBoBoii cTaTyC MEKTPOHHBIX JOKYMEHTOB, 3aKOHOATEIEHOE N HOPMAaTHBHOE
perynupoBaHHe UCTIONB30BAHMUS IEKTPOHHBIX JOKYMEHTOB. DJIEKTPOHHBIC JOKYMEHTHI U
0a3bl JaHHBIX B COIMAILHOM cepe

3aoanue 0na camocmoamenbHo20 6bINOIHEHUA CHYOEHMOM:

ITonroToBeTe coobmenne Ha Temy" [IpaBoBoOii cTaTyc AIEKTPOHHOTO JOKyMeHTa"

1. TpaguuMOHHOE TTOHATHE SJIEKTPOHHOTO IOKyMEHTA.

2. AHanu3 CyleCTBYIOICH MOHATHIHON 0a3bl B chepe MEKTPOHHOTO B3aUMOACHCTBHUS.
2.1 TloHATHE «INEKTPOHHBIN TOKYMEHTY.

2.2 TloHATHE «IK3EMITIPY, CITOJUTMHHHUKY, KOS, KIOPUAMIECKAs CHIIay IEKTPOHHOTO
JIOKYMEHTA.

3. IIpaBoBoi#i cTaTyC AIIEKTPOHHOTO JOKYMEHTA.

2. Ilpunymaiite 3 3a1a4u, B KOTOPHIX BO3HUKAET CUTYALMsI N3-32 JIEKTPOHHOTO JIOKYMEHTA.
3. Hammummre 3cce Ha Temy "TIpoGiieMbl 31eKTpOHHOTO TOKyMEeHTooOopoTa"

Y4ebHo-MeTomUUecKas muteparypa: 1, 2, 3, 4
IIpodeccronanpabie 6a3bl JAHHBIX U HHPOPMAITMOHHBIE CTIPAaBOYHBIE CUCTEMEI: 1, 2

2. /lenonpou3eo0cmeo é 0eamenbHOCmu CHeYUAIUCHA COUUATILHOU CTIYHCObL

36
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Dopmupyemvie Komnemenyuu, 06pazoeamenvHbvle Pe3yibmManmsl:
[IK-5: 3.1 (IIK.5.1), V.1 (IIK.5.2), B.1 (ITK.5.3)

2.1. J1enonpou3BOACTBO B ACATEIFHOCTH COTPYIHIKA COIUAIBHON CITYKOBI.
3aoanue 0na camocmoamenbHo20 6bINOIHEHUA CHIYOEHMOM:
1. IToarotoBbTE MOPTHOIUO CHEIUATHCTA TIO PabOTe C CEMbEH ¢ JCTHMH.
2. IloAroToBBTE TOKYMEHTAIMOHHOE TIOPT(OIHIO CIICIIHAICTA IO ONIEKe U TONEYHTEIHCTRY.
3. [Ipoananu3upyiite momoxkeHus 3akoHa 442 "O6 0CHOBaX COIUAILHOTO OOCTYKUBAHHS
rpaxnaad B PO", BRIHIINTE TOIOKEHNS, Ka9alONIHecs JOKyMEHTaIlMOHHOTO 00eCTIeHY s
COLMAIEHOTO 00CTYKUBaHUS I'PakIaH.
4. CocTaBbTe TEPMUHOIOTUIECKHUNA CIIOBAPH MMOHATHH IO JEIOTIPOU3BOCTBY
4.1 B oTIENIe ONEKH U MOTICYUTENECBA YIPABICHHUS COIMATBHON 3alUTHl HACETICHHUS;
4.2 B oTHENE CEMBH M Ha3HAYEHHS OETCKUX ITOCOOMIA.
Y4eOHo-MeToIuIecKas IuTeparypa: 2
IIpodeccronanpabie 6a3bl JaHHBIX U HHPOPMAITMOHHBIE CTIPAaBOYHBIE CUCTEMEI: 1, 2

2.2. Benmenme HEoOXOAMMOW JOKyMEHTAIMM U OPTaHMU3ALHs TOKYMEHTO000OpOoTa B
MOAPA3ACICHUSIX OPTaHU3ALUH, PECATH3YIOIMX Mephl COLMAIBHOM 3alINUThl IPakKAaH
3aoanue 0na camocmoamensvHozo GbINOIHEHUA CHIYOCHINOM:

1. BeimonmH#UTE KOHTPOJIBHYIO padoT 1o Teme "BeneHne HeoOX0auMON TOKYMCHTAIUH U
opraHuzanus J0KyMeHToobopora"

1.1. Ha30BUTE OCHOBHBIE PEKBU3UTHI JOKYMEHTOB.

1.2. OxapakrepusyiTe paclolokKEeHUE OCHOBHBIX PEKBU3UTOB JOKYMEHTA.
1.3.KakuM HOpMaTHBHBIM JOKYMEHTOM PErYJIHPYETCs MPAaBUIBHOCTD 0(OPMIICHHS
JIOKYMEHTOB?

1.4.Yem 060CcHOBaHA HEOOXOAUMOCTb NPUMEHEHUS €ANHOM cUcTeMbl 0popMIICHUS
JIOKYMEHTOB?

1.5.Kakue peKBU3UTHI 00€CIIEYNBAIOT IOPUINYECKYIO CHITy JOKyMEeHTa?

1.6.KakumM 00pa3oM U KeM ITPOBOIUTCS YTBEPIKACHHUE IOKyMEHTOB?

1.7.[i51s uero npoBOAUTCS NPOLEAYPA COINIACOBAHUS JOKYMEHTa?

1.8. B yem 3axutouarorcsi Tpe0OBaHUS K yHU(HUKALMN TOKYyMEHTOB?

2. Pa3paboraiiTe HOMEHKIIATYpy A€M YIPaBICHNs cOlMabHOM 3amnThl HaceneHus (Y C3H).
3. Pemmmre keiic-3aady 1o BEACHUIO JOKYMEHTAIUH.

YuebHo-MeTouuecKas ureparypa: 2, 5

[Ipodeccronanbhbie 6a3bl JaHHBIX U HHPOPMALMOHHBIE CIIPABOYHBIE CUCTEMBIL: 1, 2
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2.3.

JlokyMeHTBI, HeOOXOIUMBIE TSI OKa3aHUS COIMMABHBIX YCIYT IpakIaHaM, 00OpaTHBIIHMCS
B COI[MANIBHBIC CITYKOBI M YIPEKACHUSI

3aoanue 0na camocmoamenbHo20 6bINOIHEHUA CHYOEHMOM:

1.KontponbsHas padora o Teme "JIoKyMeHTBI, HEOOXOIUMBIC JJIsT OKa3aHUs COITUATBHBIX
yeryr"

1.1. IlepedncnuTh JOKyMEHTAINIO, HEOOXOAUMYIO JUIS IPEIOCTABICHNS COLMAIBHBIX YCIyT
1 COIMAJILHOTO COTIPOBOX/ICHHS, B COOTBETCTBHHU C TPEOOBAHMSIMH K OTYETHOCTH B
OyMa)KHOM U 3JIEKTPOHHOM BHJe. UTO Takoe 3asBicHue (00pamieHue) rpaxaannHa,
MHINBUAYaIbHAS IPOTPaMMa COIIMAIBHOTO COTIPOBOXKICHHS?

1.2. Ha3oBHTE TOKYMEHTHI, KOTOPBIE IOJKEH MPEIOCTaBUTh KIIMCHT, TIONABIINI B TPYAHYIO
JKU3HEHHYIO CHTyanus (KJIMSHT Ha BBIOOD).

1.3. KakoBbl TpeOOBaHUS K OTYETHOCTH CIICIIUAIMCTA IO COIMALHOM padoTe, MopsAAKY U
CpOKaM ee TPeA0CTaBICHHUSI?

1.4. Korma crienualivcT mo conuaabHON padoTe peanusyeT Ha3BaHHbIC (DyHKITHH:

- OCYIIECTBIIIET IEPBUYHYIO MIPOBEPKY U aHAJH3 TOKYMEHTOB, CBHIETEIHCTBYIOIIIX O
npobneMax TpakaaH, OOpaTUBIINXCS 32 ITOyYCHHEM COIHATIBHBIX YCIYT U Mep
COIMATILHOM MOAIEPKKY;

- BBIABIISIET HEJOCTAOIYIO HHPOpMAHIO U (W) HHPOPMAIIHIO, TPEOYIONTY IO
JIOTIOJTHUTENEHON TIPOBEPKH;

- OCYIIECTBISAET cOOp M 00pabOTKy MOTIOTHUTEIHLHONH HHPOPMAIIHH, CBUACTEILCTBYIONICH O
npobneMax TpakIaHnHA, 00PaTHBIIETOCS 3a TIPEIOCTABICHNEM COIMAIBHBIX YCIyT HIIH
Mep COLIMAIBHOU MOAJIEPIKKH.

5. Pemure 3amaqy.

B KOMIUTEKCHBIH EHTP COIMATBFHOTO 00CTY)KUBAaHHUS HACETICHHS OOPATHIICS MOKHIION
OIMHOKUIT yenmoBek. EMy cTano TpyIHO BBITOTHATH JOMAIIHAE JIe1a, CAMOM cedst
00CITy>KUBaTh. DTO 00CTOATEIHCTBO YXYAIIACT YCIOBHS €T0 )KU3HEACATEIIEHOCTH.

C KakuMH TOKyMEHTaMH OyneT paboTaTh CIICIUAIKCT IIEHTPa, 9TOOBI IIOMOYb MOKUIIOMY
genoBeky? B kako#t ¢popme OymyT odhopMIsSIThes TOKyMeHTHI? KakuMu OKyMeHTaMH
pernmamenTupyetcs popma 3aspiennsn’? Kakie Me:xBeTOMCTBEHHBIE 3aIIPOCHI TIOCHIIACT
crieruanict? KakoBbI cpoku ohOpMIICHYSI M JBHYKCHUS KaXI0T0 ToKyMeHTa? B kakoi
(hopme poucxoauT HHPOPMUPOBAHHUE 3AIBUTEIIS O MPU3HAHUH/ HE IPU3HAHUH €T0
Hyxnatomumcs? Kakyro pois B A€TOMPOM3BOACTBE UIPACT AEKTPOHHBIH
JIOKYMEHTO000pOT?

Y4eOHo-MeToIuIecKas IuTeparypa: 2

IIpodeccronanpubie 6a3bl JaHHBIX U HHPOPMAITMOHHBIE CTIPAaBOYHBIE CUCTEMEI: 1, 2, 3

2.4.

ABTOMAaTH3aIMA IPOIECCOB JOKYMEHTAIIMOHHOTO 00ECIICYCHNUS B COIIMAIBHBIX CITyx)0ax
3aoanue 0na camocmoamenbHoO20 6bINOIHEHUA CHYOEHMOM:

Bribepute onHy 3 HH(GOPMAIIMOHHBIX CHCTEM U IMIOITOTOBBTE COOOIICHHUE 110 IUIaHy: 1)
Ha3HavycHue; 2) QyHKIMOHAN, IPEUMYIIIECTBA K BO3SMOXKHOCTH; 3) TPYJHOCTH B
WCIOJIb30BAHUH.

«ConuansHoe 00CITy)KUBAHUE HACCIICHUS;

«COHy;

«AgnpecHas couuanbHas MOMOIIbY;

"PernonanbpHO€E cOLMaIbHOE 3aKOHOAATENBCTBO"

"Ha3naueHue ¥ BhIIIIaTa MOCOOMIA";

" JlaHHBIC CTATHCTUYECKOW OTYCTHOCTH IO ICHCHOHHOMY O0CCIICYCHHUIO,
MEIMKO-COLIUATIBHOM SKCIIEPTU3bl U COLUANBHON 3aIUThI HaceIeHus "

"JlaHHBIE CTATUCTUYECKON OTUETHOCTH MO CEMbSM U AETSAM, OKAa3aBIIMMCS B TPYIHOM
>KU3HEHHOM cuTyauuu';

"Yyer BeTepaHoB U y4yacTHUKOB Bennkoit OTeuecTBeHHOI BOWHBI";
"NHdopMaIioHHbIH KOMIUIEKC OI0PO MEINKO-COLUaIbHOM SKCIIepTU3bI"

YuebHo-MeToMuecKas uTeparypa: 1
[Ipodeccronanbhble 6a3bl JaHHBIX U HHPOPMALMOHHBIE CIIPABOYHBIE CUCTEMBI: 2
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2.5.

JlokymMeHTanMoOHHOE 0OecneyeHre ONEKH U MOMIEYUTEIHCTBA

3aoanue 0na camocmoamenbHo20 6bINOIHEHUA CHIYOEHMOM:

IToaroroBETEe JOKyMEHTAIIMOHHOE MOPT(OIHO CIENHAINCTA IO CONUANIBHON paboTe
Paznen 1. [lepeuncaure cranaapTel 0POPMIICHUS TOKYMECHTAIIMH, ICTOBBIX Oymar,
3aMpoCoOB, B TOM YHCJE B AIEKTPOHHOM BHJIE, IPAaBUJIa UX XPAHEHUS.

Pasnen 2. [IpencraBpre ci1yXeOHBIC JOKYMEHTHI aHATUTUYECKOTO, ICIOBOTO U
CIPaBOYHO-UH(GOPMAITUOHHOTO XapaKTepa, UCIIONb3yEeMbIe CIICIIUATUCTOM IO COLUATEHON
paote, HA30BUTE UX LIEJIEBOE HA3HAUEHUE.

Paznen 3. CocraBbTe IPOEKTHl PACTIOPSIUTENBHBIX JOKYMEHTOB, IPABOBBIX AKTOB.

- [TonroroBka mpaBOBBIX aKTOB, MPEYCMOTPEHHBIX (heIepaTbHBIMU U PErHOHATBHBIMH
HOPMAaTHBHBIMHU TIPABOBBIMH aKTaMH, CBSI3aHHBIX ¢ 00CCIICUCHUEM U 3aIUTOH MpaB
pebeHka.

- [loaroroBka 3ampocos.

- CocraBieHue JI0TOBOpOB B chepe yCTpoHCTBa peOeHKa.

BEJICHUE JJOKYMEHTAIIMH, COCTABIIEHUE 3aPOCOB B Pa3IMyuHbIe OpraHbl UCIIOTHUTEILHON
BJIACTH, OPTaHU3ALIUH.

- [loaroroBka npoexTa akTa 0 Ha3HAYEHUH ONEKYHA WM MOTIEUUTENS

- [TonroroBka K 3aKJIFOYCHHIO IPOCKTA JOTOBOPA 00 OCYIICCTBICHUN ONICKHU HIIH
MOMEYUTENHCTBA (JJOTOBOPa O MIPUEMHOMN CeMbe, MaTPOHATHOM BOCITUTAHHH).
YueOHO-MeToanYeCcKast aureparypa: 2, 3

Ipodeccronanpubie 0a3bl JAHHBIX U UHPOPMAIIMOHHBIC CIIPABOYHBIC CUCTEMBL: 1, 2

2.6.

JIoKyMEHTaIIMOHHOE 00ECIICYCHHUE MPOLIECCa COIUATBHOTO COMPOBOXKICHUS CEMBH
3adanue 013 camocmoAmenbHO20 6bINOIHEHUSA CHIYOCHIMOM:

ITonroToBbTe MOPTHOINO CIICUATICTA IO PaboTe ¢ CEMbEH ¢ TEThMH.

Paznmen 1. PernmameHnTsl BeneHUs: JOKYMEHTAUN. BeeHrne TOKyMEHTAUU U CITy)KeOHOM
MIEPENICKH B COOTBETCTBHHU C TPEOOBAHMSIMH K OTIETHOCTH, KaUeCTBY €€ TPEI0CTaBICHHUS.
Paznmen 2. Cranmaptsl ohopMIICHHS JOKYMEHTAIMH, ASTOBBIX OyMar, 3alipoCcoB, B TOM
YHCIIe, B SJICKTPOHHOM BHJIE, TPABHJII X XPAaHCHHUS.

Paznmen 3. JlokyMeHTAIUsl M OTYETHOCTD MO XapaKTEPUCTHKAM Pa3HBIX THIIOB CEMEH.
Paznen 4. CocTaBiieHue COIUANIBHOTO IMACIIOPTa CEMBH C JEThMH.

Pazgen 5. CocraBnenue mpoeKTOB HEOOXOANMBIX TOKYMEHTOB (aKTbI, OTYETHI, KAPTOTEKH,
0aHKU TaHHBIX, IPOTOKOJIEI H T.J.)TI0 paboTe ¢ CeMbel, ee COPOBOKICHUS 1 3aITOJIHEHUE
uX.

Paznmen 6. OpopmiieHue TOKyMEHTOB, HEOOXOAMMBIX JUTsl OKa3aHUS Pa3HBIX BUIOB TIOMOIIN
CEMBSIM U JICTSIM.

Pazgen 7. CocraBieHue oT4eTa 0 HTOTaM BEITIOTHEHHS ACATEIEHOCTH.

Paznmen 8. OdopmireHne TOKyMEHTOB ISl IPEICTABICHUS NHTEPECOB JCeTeH B Cyne,
TIOJIMIINH, JPYTHX OPTaHU3aLUIX.

IIpodeccronanpabie 6a3bl JaHHBIX U HHPOPMAITMOHHBIE CTIPAaBOYHBIE CUCTEMEI: 1, 2
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4. YYEBHO-METOAUYECKOE U UH®OPMAIIMOHHOE OBECIIEYEHUE JUCIUIIJINHBI

4.1.

YueOHo-MeTOINYECKAS JTUTEPATYPa

Ne
1/

bubmorpadudeckoe onvcanue (aBTop, 3ariiaBue, BUI U3IaHUS, MECTO,
W3/1aTeNbCTBO, TOJ U3/IAHMUS, KOJINYECTBO CTPAHHIL)

Ccoinka Ha uctouyHuk B OBC

OcHoBHas auTEparypa

BbacakoB M.U. JlokymeHTanlnOHHOE oOecnieueHne ynpapiaeHus (/lemonpon3BoncTBo)
[DnexTponnbIii pecypc]: yaeoHuk/ bacakoB M..— DIIeKTPOH. TEKCTOBBIC
nanabsie.— PocroB-Ha-Jlony: ®ennkce, 2013.— 351 c.

Pexxum noctyma:
http://www.iprbookshop.ru/
58924 . html.— 3BC
«IPRbooks»

Cemrko M. A. OCHOBBI I€TONPOU3BOACTBA [ DIEKTPOHHBIN pecypc]: yueOHoe
nocobue/ Cemxo U.A., AntyxoBa JI.A.— DIeKTpOH. TEKCTOBBIC TaHHBIC.—
CraBpomonb: Cexsoits, 2018.— 119 c.

Pexxum nocrymna:
http://www.iprbookshop.ru/
92992 . html.— 3BC
«IPRbooks»

JlonoiHuTEILHAS TUTEPATypa

JIoKkyMeHTaIMoOHHOE 00eCIIedeHHE YIPaBICHUS [ DIEKTPOHHBIN pecypc]: yaeOHUK
JUISL CTYJICHTOB BY30B, 00y4alOIUXCsI 110 HAPABICHUSIM « JKOHOMUKA» U
«MenemkMeH™, crienranbHoCTIM «HbopMarnkay, «lokyMeHTOBeIeHNE 1
JIOKyMEHTAIIMOHHOE 00ecIeueHne YIPaBICHUs», « ABTOMATU3AIIUS U YIIPaBIeHUE/
A.C. T'punbepr [u ap.].— DIEKTPOH. TEKCTOBBIE TaHHbIe.— MOCKBa:
IOHUTU-TAHA, 2017.— 391 c.

Pexxum nocrymna:
http://www.iprbookshop.ru/
71213.html.— 3BC
«IPRbooks»

FOnuna JI.H. JIokyMeHTaIMOHHOE 00eCTIeYeHHE YIPaBICHUSCKON NesITEIbHOCTH
[DnexTponHsIii pecypc]: yaeoHoe mocobue/ FOnuna JI.H.— DieKTpoH. TeKCTOBbIE
nanabsie.— HoBocnbupck: HoBocubupckuit

TOCyIapCTBEHHBIN TeXHUIeCKUi yHuBepcureT, 2011.— 54 c.— Pexum nocryma:

Pexxum nocrymna:
http://www.iprbookshop.ru/
45087.html.— DBC
«IPRbooks».

bazasmyrkas JI.M. [IpakTukyM 1o COBPEMEHHOMY JOKYMEHTOBEICHUIO ;| yUeOHOE
nmocobue s cTyaeHToB By30B / JI.M. bazasnyikas. — Yensiounck: M3n-so 3A0
«bubnmoreka A. Mumepa» - 2020. — 44 c.

Pexxum nocrymna:
http://elib.cspu.ru/xmlui/han
dle/123456789/8479

4.2. CoBpeMeHHbIe podecCHOHAIbHBIE 0a3bI JAHHBIX M HHPOPMAIHOHHBIE CIPABOYHbIE CHCTEMBI,
HCIO0JIb3yeMble MPH 0CYIeCTBICHHH 00Pa30BaTeILHOI0 MPOIEcca Mo JUCHHILTHHE

Ne
1/

HanmeHnoBanue 0a3bl TaHHBIX

Cchllka Ha pecypc

—

CrpaBouHast mpaBoBast cucreMa KoHcymbTaHT TTioc

[\

baza manubix Hayunoii anekrponnoit onomuoreku eLIBRARY.RU

https://elibrary.ru/defaultx.a
Sp

[O8)

EnnHoe okHO JocTyna K 00pa3oBarebHbIM pecypcam

http://window.edu.ru

I

SHIEKC—DHIUKIIOIEANH U CIOBapH

http://slovari.yandex.ru

16




5. ®OHJI OEHOYHbBIX CPEACTB VIS IPOBEJEHUA TEKYIIEI'O KOHTPOJISA U

MMPOMEKYTOYHOM ATTECTAIIMHA OBYYATOIAXCS O JUCHMUILIMHE (MOIYJIIO)

5.1. Onncanne noka3areseil 1 KpUTepHeB OLCHNBAHNUS KOMIIeTCHIMI

Kon xomnerennuu mo ®I'OC

3
£ =
25
£ =
Texyuuil KOHTpOIb ;‘ %

[}
g &

2,

Kon obpasoBarenbHOro pesynbrara =
JTUCHUIIIHHBI % S IE o 2 >§ % .

E E E g ° E)E ; Q é )a I 5 g

‘g = S EEHE R E E sE 5 1 < <

o = = 3 K H < 3 S =k <C- — o =9 & =

S 2 S E S yo & S =P g o Q = = 5

o ® T ESHZE|EIEREEJ e |2 | & 2| D

S 5|2 EEdEE| EIEEERE (S| E |2

= E H & » E 4 = I =

S = o ESda gl 2 |27 E 4 S )

5 < 1~ b & o & o = = E d s -

= = 7 q3 = = B A > =

= < O b d = ™

= o 2 ~ F @]
IIK-5

3.1 (IIK.5.1) + + + | + | + + | + + | + + +

V.1 (ITK.5.2) + + + T

B.1 (IIK.5.3) + T +

YK-4

3.2 (VKA4.1) + + + | + | + + | + + | + + | + +

V.2 (YK4.2) + + + + T +

B.2 (YK.4.3) + + +

5.2. TunoBble KOHTPOJbHBIC 33JaHUSI WJIH MHBbIC MaTepHaJbl, He00XOQHMBbIe /UISl OLCHKH 3HAHMIl, YMECHHI,

HABBIKOB U (WJIH) ONBITA AeSITETbHOCTH, XapaKTEePU3YIOIIUX ITANbl GOPpMUPOBAHUS KOMIETEHIIHIi.

5.2.1. Tekymuii KOHTPOJIb.

Tunossie 3aganus K paszaeny "J[oKyMeHTaIMOHHOE 00eCIIeUeHHE YIPaBICHISCKON eITEIbHOCTH B YUPEKICHHUIX
COLIMAJIbHOM 3aIIMUTEI'":
1. lokjan/coo0ieHue

ITonroToBUTH AOKJIAA K MPAKTHIESCKOMY 3aHATHIO Ha TeMy "VcTopus nenonpon3BocacTBa" (TeMaTHKa TOKIaI0B B
UIaHE TPAKTUYECKOTO 3aHSTHS).

ITonroToBeTe coobmenne Ha TeMmy" [IpaBoBoOi cTaTyc AIEKTPOHHOTO JOKyMeHTa"
1. TpaguuMOHHOE TTOHATHE SJIEKTPOHHOTO IOKyMEHTA.
2. AHanu3 CylIeCTBYIONICH MOHATHIHON 0a3bl B chepe MIEKTPOHHOTO B3aUMOACHCTBHS.
2.1 TloHATHE «ANEKTPOHHBIN TOKYMEHTY.
2.2 TloHATHE «IK3EMITIIPY, CITOINTHHHHAKY, KKOTIHSD», KIOPUANYCCKAsI CHIIAy IEKTPOHHOTO JTOKYMEHTA.
3. [IpaBoBoi#i cTaTyc AIIEKTPOHHOTO JOKYMEHTA.
KomnmaecTso 6amos: 5
2. 3apaHus K JeKIHH
CocraButs HOMeHKIaTypy nen FOYpI'TTIY B cooTBeTCTBHH ¢ «MeTOIUIEeCKUMH YKa3aHUSIMHU 110 TPUMEHEHHUTO
MPUMEPHONW HOMEHKIIATYpHI A€ BBICIIETO yUeOHOTO 3aBEICHIY.
KomnmaecTso 6amos: 5
3. 3apaua
[Ipunymaiite 3 3agaun, B KOTOPBIX BO3HUKAET CUTYAIHS N3-3a IEKTPOHHOTO JOKYMEHTA.
KomnmaecTso 6ammos: 6
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4. KontpoabHas padoTa no pasaeiy/Teme
KonTtponbHast pabora 1o pazaeny 1.
1. TepMUHOIOTHUECKUI TUKTAHT.
1. Otpacinb nesaTenbHOCTH, 00eCIIeUNBaIOIIAsl JOKYMEHTHPOBAaHNE U OpPraHU3aluio padoThl ¢ OUINATBHBIMA
JIOKYMEHTaMH...
2. JIOKyMEHT, CO3JJaHHBIH IOPHIMYECKUM WA (PU3UIECKUM JIMLIOM, O(OPMIICHHBIH U yIOCTOBEPEHHBIH B
YCTaHOBJICHHOM HOPSIZIKE...
3. dusnyeckoe WIK IOPUIUUECKOE JTUII0, CO3/aBIIee JOKYMEHT. .
4. 3adukcupoBaHHast Ha MaTepHaIbLHOM HOCHTENE MH(OPMAIHS C PEKBU3UTaMH, O3BOJISIIOLIMMH €€
UICHTU(HULIUPOBATE...
5. PexBH3UT NOKYMEHTa, BBIPAXKAIOLIUI COrNacyue UM HECOorIacue JOKHOCTHOTO JIMIA C COAEPKaHUEM JTOKYMEHTA. ..
6. V3ameHsiemast yacTh pEeKBH3HTA JJOKYMEHTa, BHOCHMAs B OJIaHK JIOKyMEHTa IIPH €ro 3all0JHEHHH. ...
7. IpocraBneHne HEOOXOAMMBIX PEKBU3UTOB, YCTAHOBJICHHBIX ITPaBUIIAMH JIOKYMEHTHPOBAHMUL. ..
8. PexBHU3HT IOKyMEHTa, IPEACTABIAIOMINN CO00H COOCTBEHHOPYYHYIO POCITUCH TIOTHOMOYHOTO JIOJPKHOCTHOTO
JHna...
9. JIOKyMEHT, OJIHOCTBIO BOCIIPOM3BOISIINKA MH(OOPMALIMIO TIOJUIMHHOTO JIOKYMEHTa M BCE €r0 BHEIIHUE NPU3HAKN
WX 4acCTb UX, HE UMEIOIUH IOPUINIECKON CHUIIBI
10. Cucrema JOKyMEHTAIIMH, CO3aHHAs 110 EANHBIM NpaBHIaM M TpeOOBaHMM, coaepiKalias HHHOPMALHIO,
HEoOXOMMYIO ISl YIIPaBJICHUsI B ONpeielieHHON cepe nesTenbHOCTH
11. OO6s3arenbHblHi 5eMeHT 0(opMIIeHHS 0O(QUIIMAIBEHOTO JOKYMEHTA
12. HensmeHsiemast yacTh peKBH3UTa JOKYMEHTa, cojiepkaluasics B OJlaHKe IOKyMEHTa, HAHOCHMast IIPH €ro
U3TOTOBICHUU
2. JlaiiTe onpenesieHue MOHSATUSIM:
JIOKyMEHT-
JeIIo -
JIOKYMEHTOBE/ICHUE -
JIETIONPOU3BOJCTBO -
YHUUKALYS AETOIPOU3BOICTBA -
PEKBU3UT -
JIOKyMEHTO000POT -
HOMEHKJIaTypa Jen - \
3. Pacnipenenure 1aHHBIC IOKYMEHTBI Ha TPYIIIBI: 3aKOH, IPHUKa3, 00bICHUTENbHAS, CIIPABKa, paclopshKeHUe, I0TOBOD
00 YBOJIEHEHUH, aKT 00CII€I0BaHMS )KUIIOTO IIOMEILCHHUS, PACTIOPSDKEHHE, JIOKIIaAHas, YCTaB, yKa3, Ciy)keOHas
3aIKCcKa, 3asBJICHHE O ITpUeMe Ha paboTy, COLMAaIbHBIN TacIOpT CEMbH, KOJIEKC, IIOCTaHOBJICHHE,
4. MTPOAOJIKU OPA3BI.
Bbnanku 10KkyMeHTOB OBIBAIOT... . OHU OTIIMYAIOTCS ..... KaKplil O1aHK MOXKHO 0XapaKTepH30BaTh Tak... .
5. Kak Ha3bIBaeTCs 3TOT EPEUYCHb?
WNupexkc nena 3aronoBok aena Kon-Bo gen (TomoB, yacteil) Cpok XpaHEHUs Jiena (ToMa, YaCTH) U HOMEpP CTaThbH 110
nepeunto [Ipumeuanus
01-03 VYcras ¢pupmer  Ilocr., ct. 37
01-04 TlonmoxeHus o cTpyKTypHbIX noxapasaenenusx  Iloct, ct. 38

3. KonponsHas pabora o Teme "Homenknarypa gein..":
1. Yto Takoe HOMEHKIIATypa Jen?
2. JInst yero npenHa3HaueHa HOMEHKJIATypa Aen?
3. Yrto ucnosnb3yercs B KaUeCTBe pa3aesioB?
4. Kak pacrnonaraiorcst JOKMEHTBI B KaXJIOM paszzaene?
5. Kak onpezensiercst cpok xpaHeHus nena?
6.Kem noamnuceiBaeTcsi HOMEHKIIATYpa Aen?
KonmuecTBo Oamnos: 5

5. MyabTuMeauiiHAS TPe3eHTAlMSA
IIpe3enTanusi 10 HOMEHKJIATYpE Jell.
1. HomeHkIaTypa 11 Kak cucTeMa XpaHeHHUsl JOKYMEHTOB B OpTaHU3alIlu.
2. TunoBas u mpuMepHasi HOMEHKJIaTypa Aedl.
3. OdopmMiIcHHE U COCTABICHUE.
4. CTtpyKTypa HOMEHKJIATyphl Ae.
5. Ponb HOMEHKIATYpPHI [l B ACTONPOU3BOJICTBE.
KonmuecTBo Oamnos: 5
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6. lopTdoauo
[opTdomnmo mo aeIompON3BOACTBY:
Pazgen 1: ommcars popMBL, BUABI JOKYMEHTOB, CTAHAAPTEI OOPMIICHNUS, IBIKEHIE JOKYMEHTOB B YIPSKICHUT
CONMANTLHOM cheprr;
paszen 2: mpencTaBuTh 00pa3Ilbl KaXKIOTO BUIA JOKYMEHTA,
paszen 3: coCTaBUTh PEKOMEHAALNH 110 0(OPMIICHHIO: MHIUBUIYaJIBHOI MPOrpaMMEI, CITy>KeOHOW 3aIMCKH, aKTa
00cIIe10BaHAS YKUIHIIHBIX YCIOBUH.
KomnmaecTso 6ammos: 7
7. CuTyalluoOHHbIE 321241
3ananue. M3ydynre periaMeHT IeONMPON3BOICTBA B KOHKPETHON COMAIbHOM CITy)kOe. braHku kakux TOKyMEHTOB
WCTIONIB3YIOT COTpYyAHUKN? Kakue JOKyMeHTHI COCTABISIOT CAMOCTOSATETIIFHO, HE HCIONB3YSI OJIAaHKH U (OPMYIISIPHL.
[ToroToBBETE OTYET IO CIAETYIONINM ITyKHKTAM:
1. ZOKyMEHTEHI, C KOTOPBIMHU pabOTaeT CIICIUAIUCT COHATEHON CITYKOBI;
2. knaccupuKaIys Ha3BaHHBIX IOKyMEHTOB;
3. mepedeHp JOKyMEHTOB, O(PMIIIEMBIX B JJIEKTPOHHOM BapHaHTE;
4. 11 KaKuX JOKYMEHTOB CYIIECTBYIOT (DOPMYJISIPEI M OHU 3aIIOHSIIOTCSA B PYKOIIMCHOM BHJIE.

3anmanue o Teme "PeriaMeHThI JeOPON3BOACTRA"
BrI KaK pyKOBOIUTEH YUPEKACHUS COIMATHHON 3alIUTHI PEIIHIIHN IPOBECTH KOHTPOIb 0(OPMIICHHS JOKYMEHTOB.
Kakwne cranmapTsl BBl OyzeTe UCTIONB30BaTh B KauecTBa HopMaTuBa? Kak ocyniecBUTh KOHTPOIh 0OPMIICHUS
JIOKYMEHTOB criennanmctamMn’? Kakume KoppekTHpyIonme AeHCTBHSI MOXKHO HCIIOIh30BaTh, YTOOBI YCOBEPIICHCTBOBATD
MIPOIIECC CO3TAHUS TOKYMEHTOB.
KomnmaecTso 6amos: 5

8. Cxema/rpad-cxema
HazoBure ocHOBHBIE ATambl PadOTHI ¢ JOKyMeHTaMHu, kKotopbie BeienstoTcss B EI'CJ] (Enunas rocymapcTBeHHas
cuctema nenonpoussonctsa), [CAOY (TocynapcTBeHHas crucTeMa JOKyMEHTAIMOHHOTO 00ECTICUSHMSI YIIPABICHHMS ).
OdopMuTe 3TN CBEICHUS B BUE CXCMBI.
KomnmaecTso 6amnos: 5

9. TepMUHOIOTHYECKHT CI0BAPh/TJIOCCAPHUIA
TepMUHONOTHYECKHI TUKTAHT.
1. OTpacib nesaTenbHOCTH, 00ECTICYMBAIONIAs JOKYMEHTHPOBAHUE U OPTAHNU3AINIO pabOTHI ¢ O(QUIIHATHHBIMU
JIOKYMEHTaMH
2. JIOKyMEHT, CO3IaHHbIA IOPUANYECKAM WIH (PU3UISCKUM JTUIIOM, O(DOPMIICHHBIN M YIOCTOBEPEHHBIH B
YCTaHOBJICHHOM TIOPSIIIKE
3. ®dusnveckoe WK IOPUIMIECKOE JIUII0, CO3IABIIEE TOKYMEHT
4. 3adukcupoBaHHAsI HA MAaTePUAITLHOM HOCUTENIE MHPOPMAIIHS ¢ PEKBU3UTAMH, TIO3BOJISTFOIIIUMY €€
uACHTH()UIINPOBATH
5. PexBHU3HUT HOKyMEHTa, BRIPAXKAIOIINI COTJIaCHe MIIN HECOTIaCHe JOJDKHOCTHOTO JIMIA C COACpP)KaHNEeM JOKyMEHTa
6. V3meHsemas 9acTh peKBU3NTA JOKYMEHTA, BHOCHMAs B OJIaHK JTOKYMEHTA IPH €T0 3aIl0JTHEHUN
7. IlpocraBieHue HEOOXOIUMBIX PEKBH3UTOB, yCTAHOBICHHBIX ITPABUIAMH JTOKYMEHTHPOBAHHS
8. PexBHM3HT TOKYMEHTAa, IPECTABISAIOMNI cO00H COOCTBEHHOPYYHYIO POCIUCH MOTHOMOYHOTO TOJDKHOCTHOTO JINIIA
KomnmuecTso 6ammos: 4
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10. Tect
1. CoBOKYITHOCTb PabOT 110 JOKYMEHTUPOBAHUIO IESITEINbHOCTH YUPEKACHHS U [0 OPTaHU3alMU JOKYMEHTOB B HEM —
3T0:
1) 0OBEKT NEeTONPOU3BOICTBA;
2) nenompon3BOJICTRO;
3) co3maHue CUCTEMBI IOKyMEHTAITUH;
4) enquHas rocyJapCTBEHHAS CHCTEMa JIOKyMEHTAINH.
2. COBOKYITHOCTH B3aUMOCBSI3aHHBIX JIOKYMEHTOB, IPUMEHIEMBIX B ONPEACIEHHON chepe NesTeIbHOCTH, — 3TO:
1) cucrema JOKyMEHTAIIHH;
2) 00BEKT IETOMPOU3BOICTBA;
3) mpeaMeT enonpOru3BOICTBA;
4) enquHas rocyJapCTBEHHAS CHCTEMa JIOKyMEHTAIHH.
3. JlokyMeHTalMOHHOEe 00ecIieueHre YIIPaBICHUS — 3TO:
1) nesTenbHOCTS arapara yrnpasieHH s, OXBaThIBAOIIAsl BOIPOCHI JOKYMEHTHPOBAHUS U OPraHU3alUK PAOOThI C
JIOKyMEHTaMH B MIPOLIECCE OCYIIECTBICHHS UM YIPaBICHYSCKUX DYHKIIHA;
2) npaBUIBLHO OQOPMIICHHBIE JOKYMEHTBI, OTPAXKAIOLINE BECh CIIEKTP YIPABICHYECKOH IS TeIbHOCTH IPEAIPUSTHS;
3) opraHmzanus JOKyMEHTO000pOTa B YUPEKICHUH;
4) KOMIUIEKC OCHOBHbIX TTOJIOKEHHH, ONPEACISIONINX U PEIIAMEHTHPYIOIIUX OPraHU3aLUI0 JOKYMEHTHPYEMbIX
MPOLIECCOB HA MPEAIPUSITHH.
4. Cornacao 'OCT menomnpou3BOJACTBO — ITO:
1) odopmieHne JOKYMEHTOB, ONIPEACISIONINX BECh CIIEKTP YIPABICHYSCKON IeSITEIbHOCTH TPEIIIPHSTHSL,
2) mpaBHIBHOCTH O(GOPMIICHHS JOKYMEHTOB, OMPEICIISIONINX BECh CIIEKTP YIPABICHYECKON NI TeIbHOCTH
NpeNNpPUSITHS;
3) COBOKYIHOCTH paboT M0 JOKYMEHTHPOBAHUIO JESTEIbHOCTH YUPEKICHHUS U 110 OPraHU3aIK JOKYMEHTOB B HEM;
4) Hajexalas opraHu3anus JOKyMEHTO000poTa B YUPEKICHUU B COOTBETCTBHHU C TPEOOBAHUSIMH TOCT.
5. CrangapTu3aius — 3To:
1) cBepka nokymeHTOB yupexaeHus ¢ Tpedoanus [OCT;
2) mpoLEeCcC yCTAHOBICHUS U MIPUMEHEHHS PaBHJI C LIENbIO YIOPSIOUSHHUS eI TEIbHOCTH B JIEJIONPOU3BOJICTBE;
3) cBepka MOKYMEHTOB YUPEKICHHS ¢ (PAKTHIECKUM HATMIUEM COOTBETCTBYIOIINX MaTepraIbHBIX OJar;
4) KOMIUIEKC TOJIOKEHHH, OTIPEACISIONINX OPTaHNU3aIMIO JOKYMEHTOB Ha MPEANPHUSITHH.
6. Cucrema TOKyMEHTAITUH, CO3aHHAs TT0 €MHBIM IPaBUIaM H TPeOOBaHMIM, — 3TO:
1) yaudunmupoBaHHas CUCTEMa JOKYMEHTAIIHH;
2) EI'CJ;
3) TOCT;
4) 00BEKT JETOTPOU3BOCTBA.
7. KoMILIeKec OCHOBHBIX MMOJOKEHUH, OMPEACISIONIMX 1 PENIAMEHTHPYIOIMX OPraHU3alUI0 TPOLIECCOB Ha
HpEeNNpUsITHH, — 3TO:
1) ECCH: Equnol ToCyIapcTBEHHOM CHCTEMBI JSIOTIPOU3BOICTRA
2) TOCT;
3) 00BEKT IETOMPON3BOICTBA;
4) yauunmpoBaHHas CHCTEMa TOKyMEHTAITHH.
8. Crucrema TOKyMEHTAIUH! — 3TO:
1) COBOKYIMHOCTb B3aMMOCBSI3aHHBIX JOKYMEHTOB, IPUMEHIEMBIX B OIPe/elICHHON chepe NesITebHOCTH;
2) COBOKYIHOCTB BCEX JOKYMEHTOB, oTBeHaromux TpedoBanusm ['OCT;
3) COBOKYMHOCTB BCEX TOKYMEHTOB, co3ianHas B coorBeTcTBuu ¢ EI'CJI;
4) odopmiieHHE TOKYMEHTOB 10 €IUHBIM MTPABHIIAM.
9. UTo HeNb3s1 OTHECTH K cepe ASTONMPOn3BOACTBA?
1) odopmieHure cekperapeM NMpuKasa o MprueMe Ha paboTy COTPYIHUKA;
2) odopmiieHHE cekpeTapeM Io MPoCchOe HadaIbHHUKA MO3APaBUTEIIBLHOM TeJerpaMMBbl JIJISl €T0 MaTepH;
3) odopmiieHHE cekpeTapeM Mo MPOChOe HadaIbHUKA CTYKEOHOW 3aIMMCKH B BBIIECTOSIIYI0 HHCTAHIINIO,
4) odopmiIeHHE CEKPEeTapeEM MPOTOKOIA COBEIAHHUS PyKOBOIUTENICH OTACIIOB.

Komnuectso 6amios: 10
11. Dcce

Hammummre scce Ha Temy "3aueM B genonpon3BoAcTBe HeoOxoaumbl ctanaaptel?" (Tema "CrangapTuzanus u
YHUPUKAIUS TeT0MPOnU3BoaACTBa").

Harmmummre scce Hatemy "Kak coBeTckoe JIETONPOU3BOICTBO OTPaXKaeTCs Ha COBpeMeHHOM?"

Hammummre scce Ha Temy "TIpoOieMbl 3JeKTPOHHOTO JOKyMEeHTOoO0opoTa".
KomnmaecTso 6amos: 5
TumoBsIe 3amaHus K pa3aerny "J{emonpon3BoiCcTBO B NESTEIPHOCTH CIEIHAINCTA COIMAIbHOM CITyKOBI":
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1. Jokaaa/coodmenune
CooOmienne Ha TeMy " ABTOMAaTH3aIUs IETIONPOU3BOACTBA"
Bri6epute onHy 13 HTHPOPMAIIMOHHBIX CHCTEM M ITOATOTOBETE COOOIICHHE 110 TUIaHy: 1) HazHadeHwue; 2) GyHKIIHOHAT,
MIPENMYIIIECTBA H BO3MOKHOCTH; 3) TPYAHOCTH B UCIIOIE30BAHUH.
«ConmansHOE 00CTY)KUBaHUE HACEIICHHS;
«COHy;
«AnpecHas conraibHas TIOMOIIIBY;
"PernoHaabHOE COLMAIBLHOE 3aKOHOATEILCTBO";
"Ha3snaueHue 1 BbIILIaTa Mocoomin”;
"JlaHHBIEC CTATHCTUYECKONH OTIETHOCTH 110 IEHCHOHHOMY 00€CIIEYeHHI0, MEIIKO-CONAIBHON AKCTIEPTU3BI U
COLMAJILHOM 3aIIMThI HAaceaeHus";
" JlaHHBIE CTATUCTUIECKON OTIETHOCTH IO CEMbSIM U JACTSAM, OKa3aBIIMMCS B TPYIHOM KU3HEHHOW CUTyaIlu'";
"Y4eT BeTepaHOB U Y4aCTHUKOB Bennkoit OTeuecTBeHHOI BOWHBI";
"NHpOpManOHHBIN KOMIUIEKC OFOPO METUKO-COIIMATLHOM AKCTIEPTU3bI"
KonmngecTBo 6anios: 5
2. 3agaua
[Ipoanamu3upyiite momoxenus 3akoHa Ne442 "OO 0CHOBaX CONMAIBHOTO O0CTY)KHBaHUs rpaxkaad B PO", BeimuimTe
MOJIOKCHHUSI, KQYarOIUECs TOKYMEHTAIIMOHHOTO 00CCIICUCHUS COILIMATBHOTO 00CITY>)KUBAHUS TPAXKIAH.

Pemmre 3amauy o Teme "JIoKkyMeHTBI, HCOOXOIUMBIE [T OKa3aHUs COIHAIBHBIX yCIyT"

B KOMIUTEKCHBIHN LIEHTP COIUATBFHOTO 00CTY)KUBAHHS HACCIICHHS 00PaTHIICS MOXKIIION OAMHOKHIA YeoBeK. EMy cTaio
TPYIHO BBITIOJHATH JIOMAIIIHUE JIE)Ia, CAMOMY ce0sl 00CITyKHBATh. ITO OOCTOSTENBCTBO YXY/IIACT YCIOBHUS €T0
JKM3HEIEITCIIbHOCTH.

C KakuMU JOKYMEHTaMH# OyeT paboTaTh CIICIUAIIKCT IICHTPA, YTOOBI IIOMOYb IIOKUWIOMY 4YelioBeky? B kakoit ¢opme
OyayT opopMIITECS TOKyMeHTHI? KakuMu okyMeHTaMu pernaMeHTrpyeTcs Gpopma 3aseienus? Kakue
MEKBEIOMCTBEHHEIC 3alIPOCHI NOChUIaeT crenuanucT? KakoBel cpoku 0(OpMIICHHS U TBMIKEHUS KaXKIOTO JOKyMEHTA?
B kakoii hopme niporcxoaut HHGOPMUPOBAHUE 3asIBUTEIS O IPU3HAHNHY / HE IPU3HAHKHM ero Hyxaarommmcs? Kakyro
POJb B ICTIOMPOU3BOCTBE UTPACT AEKTPOHHBIN JOKYMEHTOO000POT?

Konunuecrso 6amios: 7
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3. Keiic-3apauu
Keiic-3anauya o reme "BeneHne HeoOX0qMMOH TIOKyMEHTAI[MK M OpraHu3alus JoKyMeHToobopoTa"
CocraBsre IpuKa3 ot Jmia npeacenareins Komurera counansHoil nonuTukn AgMuHucTpauu ropona ExarepunOypra
JleBunoii E. B. 00 yrBepsxnenun Ilopsinka 3akiarouenus coraimenns Komurera ¢ opraHuzanisiMu, Ha9uCIISIOIUMA
IUIaTy 3a XKUIbE U KOMMYHAaJIbHBIE YCIIyTH.
OcHOBaHU K U3aHUIO NIpHKa3a:
I'masusbiii cienmanucet KomuTera connanbHOM NOMUTHKY A MUHKHCTpauny ropoaa EkarepunOypra Kosnos A. A. B
COOTBETCTBHU C AOJDKHOCTHOM MHCTpyKume (ITpukas nmpeacenarens Komurera conpansHoi
nonutuky ot 05.11.2012 Ne 47/41/07) ucnonHsieT 0053aHHOCTH 110 TIPEOCTABICHUIO OTACIBHBIM KaTerOpHsiM
rpaxJaH KOMIIEHCAILUIl pacX0J0B Ha OIIATy XUJIOTO MOMELICHUS ¥ KOMMYHANbHBIX yCIyT. Crenuanict
OCYILECTBIISIET MOATOTOBKY comamieHuil Mmexxay Komurerom
Y OpraHU3aLysIMU, HAYHUCIISIOIMMH TIIaTy 3a HWIbe M KOMMYHJIbHBIE YCIIyTH (B COOTBETCTBUH ¢ OOIaCTHBIM
3akoHOM 0T 19.11.2008
Ne 105-03 «O HazneneHnH OpraHOB MECTHOTO CaMOYTIPABICHHUS MyHHLUIIAIBEHBIX 00pa30BaHuil, pacIoIOKEHHBIX Ha
Teppuropun CBepII0BCKO
o0JacTH, TocyapCTBEHHBIM HOJIHOMOoYreM CBepIUIOBCKOI 00J1acTH 110
HPEAO0CTaBICHUIO OTAEIbHBIM KaTETOPUAM I'paskAaH KOMIIEHCAIMH PacXO0B Ha OILIATY SKUJIOTO MOMEIEHUsS U
KOMMYHAJIBHBIX YCIIYT»).
IIpu mpoBepke TOKYMEHTOB, IPENOCTABISEMbIX OPraHU3aLUsIMU JUI 3aKIIFOUCHHS COIVIALIEHUS O COTPYAHUYECTBE,
ObL1a BeIsABIIEHa cutyarus criopa Mexxay 3A0 YK «Akapemudecknity 1 OO0 YK
«Bam 1oM» B OTHOLIEHUU MHOTOKBAPTUPHOTO 10Ma, PACIIOIOAKEHHOTO
no anpecy: Bunbrensma ne ['ennnHa, 1. 37, 4To BIEKIIO 32 COOO0i BHICTABIEHHE JIBOWHBIX KBUTAHIIMH.
B coorBerctBun ¢ Pacniopsbxkenuem [nassl EkarepunOypra
ot 24.12.2007 Ne 458-p (pex. ot 04.10.2011) «O co3panuu Komurera connanbHON NOMUTUKU A IMUHUCTPALIUH
ropozna ExarepunOypra»
Komurer He 00nagaeT MoJIHOMOYHSIMHE IO ONPENEIICHUIO JIETUTUMHON
OpraHU3alMK, HAYUCIIAIOUIEH IUIaTy 3a KUIUIHO-KOMMYHAJIbHBIE YCIYTH B OTHOLLIEHUU ONPEAEICHHOTO SKUIO0TO
Jnoma. Kpome Toro, 0TCyTCTBYIOT MHCTPYKIMU U UHBIE JIOKAJIBHBIE JOKYMEHTBI, KOTOPbIE MOINIU
OBl perIaMeHTHPOBATh COTPYAHUKAM OIpeJIe/ICHHBIC aJITOPUTMBI ICHCTBUI, HallpaBJICHHBIC HA pa3pelcHue
CJIOXKUBILIEICS CIOPHOM CUTyalluu, YTO MOIJIO MOBJIEYb HAPYILIEHHUE IIPaB 1 3aKOHHBIX HHTEPECOB OTAEIBHBIX
KaTeropuil rpaxaaH.

IIpennucanus:

1. HampaButs cBeficHus 00 yTBepkacHUU [lopsiika 3aKII0ueHUs

cornamenuii KomureTa ¢ opraHu3anusamMu, HAYUCISIFOIUMHE TUIATy 3a

JKHUIIbE U KOMMYHAIIBHBIC YCIIYTH, B JlemapTaMeHT roCcyJapCTBEHHOIO

JKUITUIIHOTO ¥ CTPOUTENBHOTO Ha30pa CBEpAIOBCKOM 00nIacTy.

2. KoHTpoIb 32 HCIIOJTHEHUEM TIPUKa3a BO3JIOKHUTE HA CIICIUAINACTA

oTzena MpaBoBoro odecneueHus Komurera conuanbHOM MOIUTUKY A IMUHHUCTpaIuu ropoaa ExarepunOypra
Boronenosy A. A.

KonuyecTtBo 6anios: 5
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4. KonTpoJbHas padoTa no pasaeiy/Teme
1. KonTponbHas pabora no reme "Benenne HeoOXoquMo TOKyMEHTAIMK M OpraHu3alys JoKyMeHToobopora"
1.1. Ha3oBUTE OCHOBHBIE PEKBU3UTHI JOKYMEHTOB.
1.2. OxapakrepusyiTe paclolokKEeHUE OCHOBHBIX PEKBU3UTOB JOKYMEHTA.
1.3.KakuM HOpMaTHBHBIM JOKyMEHTOM PETYIHPYETCS MPABUIILHOCTD O(YOPMIICHUS JOKYMEHTOB?
1.4.Yem 060cHOBaHA HEOOXOAUMOCTD NPUMEHEHUS €ANHOI cUCTEeMbI 0pOPMIICHUS JOKYMEHTOB?
1.5.Kakue peKBU3UTHI 00€CIIEYNBAIOT IOPUINYECKYIO CHITYy JJOKyMEeHTa?
1.6.KakumM 00pa3oM U KeM ITPOBOIUTCS YTBEPIKACHHUE IOKyMEHTOB?
1.7.[i51s yero npoBOAUTCS MPOLEAYPA COINIACOBAHUS JOKYMEHTa?
1.8. B yem 3axitouarorcsi TpeOOBaHUS K yHU(HUKALMN TOKYyMEHTOB?

KonTponbHast pabora o teme "J{oKyMeHTbI, HEOOXOIMMBIE JUIs OKAa3aHHs COLMAIBHBIX YCIyT"
1. IlepeyncnuTh JOKyMEHTAIUIO, HEOOXOAUMYIO IS IIPEIOCTABICHUS COLMANBHBIX YCIYT U COI[HATBHOTO
COIIPOBOXJICHMSI, B COOTBETCTBUU C TPSOOBAHHUSIMHU K OTYCTHOCTH B OyMa)KHOM U JIEKTPOHHOM Buje. UTo Takoe
3asiBlicHHE (0OpallleHre) MpaXXIaHHHA, WHANBUIYAIbHAS MPOrPaMMa COIHAIBHOTO COMPOBOXKICHUS?
2. Ha3oBuTe NOKYMEHTBI, KOTOPHIC JOJKCH TPEIOCTABUTH KIIUCHT , MOMABIIHNIA B TPYIHYO XKU3HCHHYIO CUTYalUs
(xyHeHT Ha BBIOOD).
3. KakoBsl TpeOOBaHHS K OTYCTHOCTH CIICIHAIUCTA TI0 COLMANILHOMN paboTe, MOPSAIKY U CPOKaM €€ TPEIOCTaBICHNUS?
4. Korja crienuaiucT 1o coluaibHON paboTe peann3yeT Ha3BaHHbIC (PyHKIIMN:
- OCYIIECTBIISICT IIEPBUYHYIO IPOBEPKY U aHAJTH3 JOKYMEHTOB, CBHCTEIBCTBYIOLINX O MPOOJIEMaxX rpax/IaH,
00paTHBIIUXCS 32 MOTYYCHUEM COMUATBHBIX YCIIYT U MEP COLUAIBLHON TOIICPIKKH;
- BBISBIIICT HEJOCTAMOIIYI0 HHPOPMAIHIO U (HiK) HH(pOpMaIHIo, TPEOYIOIIYI0 JONOTHUTEIFHON POBEPKH;
- oCylIecTBIsIeT cOOp 1 00pabOTKy JOMOTHUTEIHFHON HH()OPMALIMH, CBUACTEILCTBYIOIICH O MPOOIeMax rpaxIaHIHa,
00paTHBILETrOCs 32 MPEIOCTABICHUEM COIMATIBHBIX YCIIYT WK MEP COLIMATIBHOM MOIICPIKKH.
KonmuecTBo 0amnos: 5

5. MyabTuMeIuiiHAS TPe3eHTAlMSA
CozpnaiiTe MyaTHMEIMHHYIO TIPE3CHTAINIO Ha TeMy "'3aKOHOIATEILCTBO, PETIAMEHTHPYIOIIEE OPTaHNU3aINI0 PabOTHI C
JIOKyMEHTaMu'", OCBETHB BOITPOCHI:
1. CtpykTrypa 3akoHOAATEIbHOM 1 HOpMaTuBHOH 6a3bl JIOY: Konctutymus P®, KoHcTuTyimonHble 3aKOHBI,
®denepanbHbie 3akoHbl, akThl [Ipe3nnenta PO, mocranosnenus [IpaBurensctBa PO, BeqOMCTBEHHBIC aKThI,
3aTparuBaloIIe BOIIPOCH AETIOMPON3BOACTBA.
2. HopmatuBHO-MeTOmaeckne akTsl mo JJOY: HHCTPYKINH, TIpaBHiIa, IEPEYHH TOKYMEHTOB CO CPOKAMH XPAaHEHUS U
np. VIx 3Ha9eHMe I TOCTAaHOBKH AEJIOMPOM3BOACTBA B KOHKPETHOW OpTraHU3aIHH.
3. Bompock! 1enonpon3BoICcTBa U T0CTyIa K HHGopMaryn B kogekcax Poccuiickoit deaeparum.
4. CoBpeMeHHass HOPMaTUBHO-METOAMYECKas Oa3a AeIONPOU3BOACTBa 00 HHPOPMAITMOHHBIX TEXHOJIOTHSX.
®denepanbHas 1eneBas nmporpamma «Madopmarmonnoe oomectso. 2011-2020 rr.y. denepanbable 3akoHbL: «O0
nHpopMaIuy, THHOPMAITMOHHBIX TEXHOJOTHUAX U 3alTuTe nHpopMaIun», «O MepcoHaNbHBIX JaHHBIX», «O0
JNEeKTPOHHOH IHdpoBoii moanucH, «O6 apxuBHOM neie B Poccuiickoit @eneparumy, «O TOCYyIapcTBEHHOM SI3BIKE
Poccwuiickoit ®enepanun» u ap. (Cm. 1m.3.4 Ciucok HOPMaTHBHBIX PABOBBIX IOKYMEHTOB).
5. Hanmonansable cTanmaptsl U ctanaaptsl UCO o momuTHKe yIpaBIeHUS TOKYMEHTaMH.

Konnuecrso 6amios: 5
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6. lopTdoauo
[ToaroroBETE JOKyMEHTAIMOHHOE MOPT(OIHO CIIeNHANINCTa [0 CONNAIBHON paboTe
Paznen 1. [Tepeuncanre cranaapTel 0OPMIICHHUS TOKYMEHTAIINH, ICIOBBIX OyMar, 3alipoCOB, B TOM YHCIIE B
SIIEKTPOHHOM BHJIE, IPABIIIA X XPAHCHHSL.
Paznen 2. [IpencraBeTe ciry>keOHBIE JOKYMEHTHI aHAIATHYECKOTO, IETIOBOTO M CIIPaBOYHO-HH()OPMATMOHHOTO
XapakTepa, UCTIONb3yeMBbIe CTICITHATUCTOM TI0 COITMATFHOM paoTe, HA30BUTE WX IeJICBOC Ha3HAYCHUE.
Pazgen 3. CocraBbTe IPOEKTHI PAaCHOPSIIUTEIBHBIX JOKYMEHTOB, ITPABOBBIX AKTOB.
- [ToaroroBka mpaBOBBIX aKTOB, MPEAYCMOTPEHHBIX (heAepaTbHBIMH U PerHOHATHHBIMA HOPMAaTHBHBIMU TIPABOBBIMH
aKTaMH, CBS3aHHBIX C 00ECTICYCHHEM U 3aIUTON MpaB peOcHKA.
- [ToaroToBka 3ampocos.
- CocraBneHue 10roBOpOB B cepe ycTporcTBa peOeHKa.
BEICHHE TOKYMEHTAIINH, COCTABJICHHUE 3aIIPOCOB B Pa3IMIHbBIC OPTaHbl UCTIONTHUTEIHHOM BIaCTH, OpPraHU3aIlHH.
- [ToaroroBka mpoexTa akTa 0 Ha3HAUCHUH OIIEKyHa FITH TTOTICIUTEIS
- [ToaroroBka K 3aKJIIOYCHHIO IPOEKTA JOTOBOPA 00 OCYIICCTBICHUN ONEKH WM MOMIEYUTEIHCTBA (JOTOBOPA O
MIPUEMHOH ceMbe, TaTPOHATHOM BOCIIMTaHHN).

ITonroToBbTe MOPTHOINO CIICUATICTA IO PaboTe ¢ CEMbEH ¢ TEThMH.
Paznmen 1. PermamenTsl BeeHUsT JOKYMEHTAIMN. BejeHne JOKyMEHTAIMA U CITy>)KeOHOH TIePENUCKA B COOTBETCTBHH C
TpeOOBaHUAMH K OTIETHOCTH, KaUeCTBY €€ IPET0CTABIICHHUSI.
Paznmen 2. Cranmaptbl ohopMIICHHS JOKYMEHTAIINH, JSIOBBIX OyMar, 3alipoCcoB, B TOM YHCIIE, B 3JICKTPOHHOM BHUJIE,
MIPaBUII UX XPaHEHUS.
Paznmen 3. JlokyMeHTAIUsl M OTYETHOCTD MO XapaKTEPUCTHKAM Pa3HBIX THIIOB CEMEH.
Paznen 4. CocTaBiieHue COIUANTBHOTO IMACIIOPTa CEMBH C JIEThMH.
Pazgen 5. CocraBienue mpoeKTOB HEOOXOANMBIX TOKYMEHTOB (aKThI, OTYETHI, KAPTOTEKH, OAHKH TAaHHBIX, IIPOTOKOJIEI
1 T.JI.) TI0 paboTe C CeMbEH, €€ COMPOBOXKICHHUS U 3aTIOJTHEHHUE UX.
Paznen 6. OpopmiteHne TOKyMEHTOB, HEOOXOIMUMBIX JIUISl OKa3aHUS PA3HBIX BHUIOB IIOMOIIN CEMBSIM U JIETSIM.
Pazgen 7. CocraBieHue oT4eTa o HTOTaM BEITIOHEHHS ACATEIEHOCTH.
Paznen 8. Odopmirenne OKyMEHTOB IS IPEICTABICHUS HHTEPECOB JETEH B Cy/e, MOMUINAN, IPYTUX OPTaHU3aIIHIX.
KomnmuecTso 6ammos: 10
7. TepMUHONOTHYECKHT CJI0Baphb/TJIOCCAPUIA
CocTaBbTe TEPMUHOIOTHIESCKHN CIIOBAPh MOHATHH IO JETIOMPOU3BOCTBY:
- B OT/EJIE OIEKH U MOMCUYUTEIHCBA YIIPABICHNS COITMATBFHOMN 3aIUTHl HACEICHUS,
- B OTZEJIC CEMBbH W Ha3HAYEHUH JETCKUX ITOCOOHH.

Konnuecrso 6amios: 7

5.2.2. IIpoMe:kyTOUHASI ATTECTAIUSI

IIpoMesxyTouHasi aTTECTALsI IPOBOJUTCS B COOTBETCTBUH C [l0JIOKEHHEM O TEKYIIEM KOHTPOJE W IPOMEKYTOYHOM
arrecranuu B ®T'BOY BO «lOYpI TTIV».

IlepBblii mepuoOx KOHTPOJISA

1. 3auer

Bomnpockr k 3agerty:
1. JIoKyMEHT 1 €ro MECTO B CHCTEME YIIpaBJICHHUSI.
2. OcHOBHBIE ()aKTOPBI, OTIPENCIISAIONINE CETOMHS PAIIMOHAIBHYIO OPTaHU3AIHIO
MHPOPMAITOHHO-TOKYMEHTAIIHIOHHOTO O0CITYy)KUBaHHSA YIIPABICHYECKOH NS TeTHHOCTH.
3. HopMaTHBHO-METOINYECKHE aKThI, PETJIaMEHTHPYIOIIHNE CO3aHne H 0POpPMIIEHHE TOKYMEHTOB.
4. lokyMeHTOBeIeHHE KaK HaydHAas AUCIUILTHHA U €€ CBS3b C APYTHUMH HAyYHBIMH JHCIUATUTHHAMU.

5. [onstue «uHpopManuss». TpeboBanus, npeabsBisieMbie kK nHGopMaruu. Muadopmanus cBobomHOTO 1
OTPaHUYEHHOTO JOCTYIIA.

6. [ToHsATHE «TOKyMEHT», €ro pa3BuTHE. CBSI3b HHPOPMAIINU U TOKYMEHTA.

7. OyHKIIMU TOKYMEHTA.

8. Pa3BuTHe crioco00B JOKyMEHTHPOBAHUS U MX IIPIMEHEHHE B HACTOSIIIEE BpEeMsI.

9. Ipu3Haku JOKyMEHTa 1 00IIast KIIaCCU(PUKAIUS JOKYMEHTOB 110 HUM.

10. ®opmynsip JOKyMEHTa | €ro pa3Butue B 16-19 BB.

11. Yaudukanus 1 cTaHgapTU3anns JOKYMEHTOB, €€ Pa3BUTHE BO BTOPOU MOJOBHHE X X BEKa.

12. TloaroToBKa K COCTaBICHHIO TOKyMEeHTOB. Dopmyisip-o0paser coBpeMeHHoro qokymenTa Y C OPI.

13. TpeboBanus K KOHCTPYHPOBAHUIO OJIaHKOB. Brbl OnankoB. braHku nmpeanpusaTHii pa3muaHbIX GOopM
COOCTBEHHOCTH.

14. PexBH3HUT «HAaNMEHOBAaHUE OPTaHMU3AINH — aBTOPa JOKYMEHTay», TPeOOBaHHS K HEMY.

15. PexkBU3HT «cIpaBOYHBIC JaHHBIE 00 OpraHU3aIlul — aBTOPE JOKYMEHTA», €r0 COCTAB.

16. PexBU3HT «azpecary, ero 3HaueHUe U COBPEMEHHbIE TPeOOBaHUS K 0()OPMIICHHIO.
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17. latel B nokymente. TpeboBaHus K BX 0pOpPMIIEHHIO; JaTa KaK COCTaBHAs YacTh IPYTHX PEKBU3UTOB.

18. PEeKBU3HT «perucTpaIliOHHBIA HOMEP TOKyMEHTay, €ro 3HaueHHe.

19. PexBU3HT «CCHUIKA HA PETUCTPAIMOHHBIN HOMED U IaTy JOKyMeHTa». Korma u rie oH nmpocTaBiseTcs?

20. ITopsmok cormacoBaHUs JOKYMEHTOB M 0(OPMIICHHS BHYTPEHHETO M BHEIITHETO COTYIAaCOBAHMS.

21. [opsaok yTBEpKACHUS TOKYMEHTOB, BUIBI YTBEPKIACHUS.

22. Tlopsaok MOATUCAHMS TOKYMEHTOB.

23. OTTHCK ITeYaTH KaK PeKBU3UT JOKyMEHTa. Bupl ieuareid, 3 Ha3HaueHUe U MpuMeHeHne. TpeboBaHus K
MIPOCTABJICHHIO OTTHCKA TIeYaTH.

24. O6o3HaueHne BUIA JOKYMEHTA.

25. OTMeTKH Ha JOKYMEHTE, UX 3HaYeHHE U 0(hopMIICHHE.

26. Pezomons, ee 3HaUeHHE. TpeOoBaHMS, MPEIBIBISIEMBIE K PE30JTFOIHH.

27. PekBU3UT «OTMETKA 00 HMCIIOJIHUTEIIEY, €€ 3HAYEHHUE.

28. PeKBU3HTEHI, IPUAAIONINE TOKYMEHTY IOPUANYECKYIO CHITY, TPEOOBaHUS K HUM.

29. Vauduranus TeKCTa JOKyMEHTA.

30. CrtocoOBI TIpeIcTaBICHNsT YHH(DUIIMPOBAHHBIX TEKCTOB (AaHKETHI, TAOMHUIIBI, Tpa(apeTHbIE TEKCTHI).

31. Obuue TpeObOBaHUS K TEKCTY TOKyMEHTA.

32. CueHapuii TOJATOTOBKY U IBIKESHUS TOKYMEHTA.

33. DeMeHTHI TEKCTA: 3ar0JIOBOK, MPUIIOKEHUS, TPEOOBAHUS K HUM.

34, JIMHTBUCTHYECKHE OCOOCHHOCTH TEKCTOB CITY>KEOHBIX JOKYMEHTOB.

35. [lonaTne «cucremMa JOKyMEHTAINN, Pa3BUTHE CUCTEM.

36. [loHsATHE «YHUPHUITMPOBAHHBIE CHCTEMBI TOKYMEHTAITHI.

37. Tabens u arb0OM YHU(DUIMPOBAHHBIX (JOPM TOKYMEHTOB OpraHU3aIluH Kak (opMa YHUPUKAITUN TOKYMEHTOB H
COBEPILECHCTBOBAHMUS pabOTHI ¢ HIMHU.

38. Ha3nauenwue, onpenenenue u coctas Y COPJI.

39. KoMrutekc opraHu3aiiOHHO-TIPAaBOBBIX JOKYMEHTOB, €r0 COCTaB. BHABI yUpeqUTENbHBIX JOKYMEHTOB U MX
sHagenne i 1OV, npaBuia cocTaBieHus U 0popMIIeHUS.

40. Opranu3anoHHbIC JOKYMEHTHI, OTPaKaloIIie CTPYKTYPY OpPTraHU3aLNH, € ITATHBII COCTaB, OPTaHU3AIHIO
paboTeI KoTekTHBa. [IpaBmiia Ux cocTaBiIeHns M OPOPMIICHNS.

41. PacriopsanTensHBIE TOKYMEHTHI, H31aBacMbIe Ha OCHOBE KOJUIETHAILHOCTH MIPUHATHS pemeHnii. TpeOoBaHMS K X
COCTaBJICHUIO, O(OPMIICHHIO, XPAHCHHIO.

42. PacriopsanTeNnbHBIE TOKYMEHTHI, M3/1aBacéMble Ha OCHOBE €IMHOINIHOTO MPUHATHS PELICHHH PYKOBOTUTEIEM
opranm3aruu. TpeOoBaHUsS K UX COCTABICHHUIO, 0popMIIeHHTO, POPMHUPOBAHHIO, XPAHEHHIO.

43. MadopMaIimoHHO-CITPAaBOYHbBIE TOKYMEHTHI, UX BU/BI M HazHaueHUe. Ciry>keOHbIe TUChbMa, TpeOOBAHUS K HUM.
44, Pa3HOBUIHOCTH OOBSICHUTENBHBIX U JOKJIAJIHBIX 3aIMCOK, TPEOOBaHUS, MpeabsBsieMble K HUM. Ciry)keOHbIe
3aITUCKH.

45. TenerpamMmbl U TeneOHOTpaMMBI, 00JIACTh UX MPUMEHEHHs, TPeOOBaHHUS K COCTABICHUIO U 0(DOPMIICHHIO.
46. CripaBkH, UX Pa3HOBHIHOCTH. TpeOOBaHUs, MPEABSIBISEMBIC K CIIPABKaM.

47. JIoKkyMEeHTHUPOBAaHUE IEATETHLHOCTH KOJUIETHANBHBIX OpraHoB. [IpoToko, ero pa3HOBHIHOCTH, TOPSIIOK
COCTaBJICHUs, 00pabOTKH U 0POpMITCHHS.

48. AxT, ero BuIIbI M HazHaueHUe. [TopsIok cocTaBIeHUs 1 OOPMIICHHSI.

49. TTonATHE «KOMIUIEKC JOKYMEHTOBY. [IepBUYHBIE KOMIUIEKCHI TEKCTOBBIX TOKYMEHTOB. CIIOKHBIE KOMITICKCHI
JIOKYMEHTOB.

50. [ToHATHS «IIEHHOCTH JOKYMEHTa», «3KCIEePTH3a IEHHOCTI». BOZHUKHOBEHNE U pa3BUTHE SKCIIEPTU3EL. [IpuHIHITEL
1 KPUTEPUH SKCTIEPTHU3HI IEHHOCTH JOKYMEHTOB.

51. JIoKyMEHTHI U CBEICHUS, HEOOXOAUMBIE JITsl PUHSATHSI PEIICHHUs O IpU3HaHUK (00 OTKa3e B MPU3HAHUH )
rpakIaHWHA HY>KJAIOIIAMCS B COITHAIEHOM 00CTY)KHBaHHUH.

52. IokyMeHTHI, HeOOXOIUMBIE JUTS IPEAO0CTABICHHS COMUANBHBIX YCIYT U COMUAIBHOTO COIPOBOXKICHUS, B
COOTBETCTBHH C TPEOOBAHUSAMH K OTYETHOCTH B OyMa)KHOM H SJIEKTPOHHOM BHUJIE.

53. TpeboBaHMS K OTYETHOCTH CHEIHAIHCTA TI0 COIMATBHON paboTe, MOPSIKY U CPOKAM €€ IIPEIOCTaBICHHS.

5.3. IlpuMepHbIe KPUTEPUH OLIEHUBAHMS OTBETA CTYIEHTOB Ha JK3aMeHe (3aueTe):

OT1meTka Kpurepuu oueHuBanus

- ZIaeTCsl KOMIUIEKCHAs OLICHKA MPE/UIOKESHHOMN CUTyalln

- IGMOHCTPHPYIOTCS ITyOOKHE 3HAHUSI TEOPETUIECKOI0 MaTepraia i yMEeHUe UxX
"OrmaHo" MIPUMEHSITD

- IOCJIEI0BATEIbHOE, TPABUIILHOE BHIMOJIHEHHE BCEX 3aJaHuil

- yMeHne 000CHOBAHHO M3J1araTb CBOM MBICITH, J€IaTh HEOOXOMMbIC BHIBOJIBI
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"Xopomio"

- TaeTcs KOMIUICKCHAS OICHKA MPEIIOKEHHON CUTYaINH

- IEMOHCTPHPYIOTCS TIIyOOKHE 3HAHUS TEOPETHUECKOTO MaTeprata i YMEHUE UX
MIPUMEHSTH

- TOCIIEIOBATENIFHOE, IPABIIIFHOE BHIIIOTHEHUE BCEX 3aIaHUHA

- BO3MO)KHBI €IMHUYHBIC OMIHOKH, HCTIPABIISIEMBIE CAMUAM CTYIEHTOM TOCTIe 3aMEJaHMs
IperoaaBaTesns

- yMeHue 000CHOBaHHO M3JIaraTh CBOW MBICIIH, [EJIaTh HEOOXOAMMBIC BEIBOJIBI

"VYnoBIETBOPUTEILHO"
("3a4yreHo")

- 3aTPYHEHUS C KOMIUIEKCHOM OILEHKOM MPEeI0KEHHON CUTYaIluu

- HETIOJTHOE TEOpEeTHIEeCcKoe 000CHOBAHNE, TPEOyIOIIee HaBOISAIINX BOIIPOCOB
IperoaaBaTess

- BEITIOJTHEHHE 3aaHU [TPH MOACKA3Ke IMPerogaBaTesst

- 3aTpyAHEHUS B (HOPMYITHPOBKE BEIBOIOB

"HeynoBneTrBopuTeabHO"
("He 3auTeHo"

- HETIpaBWJIbHAS OIICHKA IPEIIOKEHHON CUTyann
- OTCYTCTBHE TEOPETUIECKOTO 0OOCHOBAHUS BHITIOTHEHHS 3aaHUH
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6. METOJIMYECKHE YKA3ZAHUS VIS OBYYATOINXCSI IO OCBOEHUIO
TACIHUATIIVHBI

1. Jleknun

Jlexuus - onHa M3 OCHOBHBIX (POPM OpraHM3alUK y4eOHOTO Ipolecca, MPEeACTaBIAomas co00l yCTHOE, MOHOJIIOTHYECKOE, CHCTEMAaTHYEeCKoe,
MOCJIeOBATENIbHOE H3I0XKEHHE IperoiapaTesieM yu4eOHOro MaTeprana ¢ JeMOHCTpanueil ciainoB i ¢puibMoB. Pabora oOywarommxcs Ha JIEKIHU
BKJIFOYACT B CeOS: COCTABICHME WM CJICKCHHE 3a IUIAHOM YTCHMS JICKIMHM, HAlHCAHWE KOHCIIEKTa JICKIMH, MIONOJIHEHHE KOHCICKTa
PEKOMEHIOBaHHOM JIUTEPATyPOil.

TpebGoBaHUs K KOHCIEKTY JIEKIUH: KPAaTKOCTh, CXeMaTHYHOCTb, NOCIICAOBATENbHAs (PUKCAIMSA OCHOBHBIX MOJOXKEHHH, BHIBOIOB, ()OPMYINPOBOK,
0000mennil. B KOHCIIEKTe Hy»KHO IIOMEYaTh BajKHbIE MBICIH, BBIACIATH KIIIOUEBHIE ClI0Ba, TepMuHEL [locmemyromias pabora Han MaTepHaIoM
JIEKLX NpPeyCMaTpHBAeT NPOBEPKY TEPMUHOB, OHATUH C MOMOLIBIO SHIMKIIONEIUH], CI0Bapeii, CIIPaBOYHUKOB C BBIIHMCHIBAHUEM TOJIKOBaHUM B
TeTpaab. B koHCIEKTe HyXKHO 0003HAYUTH BOIPOCHL, TEPMUHEL, MATEPHAI, KOTOPBIH BBI3BIBACT TPYAHOCTHU, IOMETUTD U HONBITATHCS HAWTH OTBET B
pekomeHayeMolt sTeparype. Eciu caMocTosiTensHO HE yhaercs pa3oOpaThcs B MaTepualie, HEoOXOIUMO C(OpPMYIHpPOBaTh BOIPOC U 33a1aTh
MIPENOaBaTeI0 Ha KOHCYIBTALUN, Ha NPAKTUYECKOM 3aHATUH.

2. lIpakTH4eckue

IpakTuyeckue (CEMMHApPCKHE 3aHATHA) HPEACTABISAIOT COOOH JETaNU3alMI0 JEKIHOHHOTO TEOPETHYECKOro Marepuaia, HMPOBOMATCS B LEJAX
3aKpeIUIeHHs Kypca U OXBaThIBAIOT BCE OCHOBHBIC Pa3/eibL.

OcHoBHOI (h)OpMOIT IPOBEJICHNS MPAKTHYECKUX 3aHATHIl M CEMUHAPOB SBISIETCS 00CYXkIeHNEe HanOoee MPOOIEMHBIX U CIOXKHBIX BOIMPOCOB 10
OTZCIBHBIM TeMaM, a TAKXKe PEIICHHE 3aad U pa30op MPUMEPOB U CUTyalllil B ayTUTOPHBIX yCIOBHUSIX.

Ilpy moaroToBKE K NMPaKTHYECKOMY 3aHATHIO HEOOXOAMMO, O3HAKOMHUTBCS C €ro INIAHOM; U3Yy4YHTh COOTBETCTBYIOIINE KOHCIIEKTHI JEKIHUH, TIIaBbI
Yy4eOHUKOB U METOAUYECKUX MOCOOHH, pa3o0paTh IPUMEPHI, 03HAKOMUTHCS C HOMOIHUTEIEHOH IUTEpaTypoi (CIIpaBOYHUKAMH, SHIUKIONEAUSIMH,
cioBapsiMu). K HanOoee BaXXHBIM 1 CIIOXXHBIM BOIPOCAM TEMbI PEKOMEH/IYETCsl COCTABIISTh KOHCIIEKTHI 0TBETOB. ClieyeT TOTOBUTH BCE BOMPOCHI
COOTBETCTBYIOIIETO 3aHATHSA: HEOOXOQMMO yMETh JaBaTh ONPECICHHS OCHOBHBIM IIOHSTHUSIM, 3HATh OCHOBHBIC HOJOXKCHHS TCOPHH, IIPABHIA U
(hopMyIIBI, IPEITOKEHHBIE IS 3AIIOMHHAHMS K KaXK0i TeMe.

B xoze mpakTuuecKoro 3aHATHS HAIO AaBaTh KOHKPETHBIC, YETKHE OTBETHI II0 CYIIECTBY BOIIPOCOB, JOBOAUTH KAXIYIO 3afady 0 OKOHUATEIbHOTO
PpelIeHHUS, ISMOHCTPHPOBATh TIOHMMAaHHE POBEIICHHBIX PACYETOB (aHAIM30B, CUTYallHil), B Cllydae 3aTpyAHCHHMIT 00pamarbcst K MpernoaaBaTelo.

3. 3auer

HCJ'H) 3a4e€Ta — MPOBEPKa U OLCHKA YPOBHS IIOIYYCHHBIX CTYAEHTOM CIEHHUAJIBHBIX 3HAHUH 10 yqe6H0171 JUCHUINIMHE U COOTBETCTBYIOIIUX UM
yMCHI/Iﬁ 1 HABBIKOB, a TAK)XC YMEHHUSA JIOTUYCCKU MBICIUTDH, apryMEHTHPOBATH mﬁpaﬂﬂy}o Hay4HYIO INO3ULHIO0, pearupoBaTb Ha AONOJHUTCIIBHBIC
BOIIPOCHI, OPUCHTUPOBATHCS B MACCUBE I/IHd)OpMaLII/II/I.

IToaroroBka 3a4CTy HAYMHACTCA C NEPBOTO 3aHATHA MO AUCUHUIUIMHE, Ha KOTOPOM 06yqa101unec;{ Toixy4JaroT HpeZ[BapI/ITeHLHBIﬁ NEepeUCHb
BOIIPOCOB K 3aqéTy " CITUCOK peKOMeHHyCMOﬁ JIMTEPATYPhI, UX CTABAT B U3BECTHOCTH OTHOCUTCIIbHO KPUTCPUCB BBICTABJICHUA 3auéTa u Cl'[eI_II/ICbI/IKe
TeKyILICﬁ M UTOroBo# arrecraunu. C caMoro Havasia skeJiaTesIbHO TUTAHOMEPHO OCBauMBaTh MaTe€puall, pyKOBOACTBYACH IEPEIYHEM BOIPOCOB K 3a4ECTYy
n CIIHCKOM peKOMeHHyCMOﬁ JIMTEPATyphbl, a TaKKe HyTéM CaMOCTOSATECIIbHOI'O KOHCIICKTUPOBAHHUSA MaTepUaioB 3aHATUN U PE3YyIBTATOB
CaMOCTOATEJIbHOI'O U3yUYCHUA y‘{eGHLIX BOIIPOCOB.

ITo pe3ynpTaTaM CcAa4u 3a4€Ta BBICTABIISICTCSA OLEHKA «3a4YTCHO» WUIIHN «HE 3aUYTCHO».

4. Jloxnan/cooduienune

Jloknan — pa3BepHyTO€ YCTHOE (BO3MOMKEGH IHCHMEHHBIH BapUaHT) COOONIGHHE IO ONpPENCNICHHOH TeMe, CACNaHHOe ITyOIMYHO, B KOTOPOM
o6obmaercs nHPOPMALMSA U3 OIHOTO HIIM HECKOJIIBKUX HCTOYHHKOB, IIPEJICTABIISIETCS M 000CHOBBIBACTCS OTHOIICHHE K OITMCHIBAEMON TEME.
OCHOBHEIE JTaIbl HOATOTOBKY AOKIAfa:

1. yeTko cHhOpMyYIHPOBATH TEMY;

2. M3yYUTH U IIOROOPATh JIUTEPATYPY, PEKOMEHIYEMYIO 10 TEME, BBIIEINB TPU UCTOYHKKA OGrOmiorpadudeckoil nHpopMarmu:

— TEpBUYHBIC (CTaThH, JUCCEPTALU, MOHOTPAHH H T. [1.);

— BTOpUuHEIE (OubmHOrpadus, pedepaTHBHEIC XKypHAIbI, CHTHAIbHAS HH(GOPMAIXS, IIaHEL, Tpad-CXeMbl, IpeMETHbIC YKa3aTeld U T. 11.);

— TpeTH4HbIe (0030pBI, KOMIMISTHBHBIC PAOOTHI, CIIPABOYHBIC KHUTH U T. 11.);

3. Hamucarp IUIaH, KOTOPBIi OJTHOCTBIO COINIACYETCst C BEIOPAHHOM TEMO# M JIOTHYHO PAaCKPBIBACT €¢;

4. HammcaTb JOKJIaJ, coOIoaas CleayoNne TpeOOBaHNUS:

—  CTPyKTypa JOKJIaja O/DKHA BKIIFOYATh KpAaTKOe BBEJCHHE, OOOCHOBBIBAIOIICE AKTYaJdbHOCTH MPOOJIEMBI; OCHOBHOH TEKCT; 3aKJIIOYCHUE C
KPaTKHMH BBIBOJIAMH 10 HCCIIEyeMOH MmpobiieMe; CIIUCOK HCIIONb30BAHHOI JINTEPaTyphl;

— B COICPXAHMH NOKIafa OOIHUe IOIOKEHHS HAaJ0 MOJKPENUTh U HOSCHUTH KOHKPETHBIMU IPHMEPAMH; HE IEePeCcKa3bIBaTh OTEIbHbIC ITIABBI
ydeOHMKa MM Y4eOHOro MocoOHs, a H3JI0KHTh COOCTBEHHBIC COOOPaXKCHMS IO CYIIECTBY pacCMaTpPUBAEMbIX BOIPOCOB, BHECTH CBOM
IPEIOKCHHS;

5. ohopMHUTb pabOTy B COOTBETCTBHH C TPEOOBAHHAMH.

5. KonrposabHasi padoTa nmo paszesy/Teme

KontponbHas paboTa BBIIONHAETCS C LEIbI0 IPOBEPKU 3HAHUII M YMEHHUII, IOIyYCHHBIX CTYAEHTOM B XOJI€ JTEKIMOHHBIX U MPAKTUYCCKUX 3aHATUH
U CaMOCTOATENIBHOTO M3Y4eHHs AUCHMIUINHBL. Hammcanne KOHTPOIBbHONH pabOThI MPU3BAHO YCTAHOBUTH CTEHEHb YCBOCHMS CTYICHTAMH Y4eOHOTO
Marepuana pa3fena/TeMbl ¥ (JOPMUPOBAHUS COOTBETCTBYIONIHX KOMIIETCHIIUH.

IToaroToBKy K KOHTpOJIBHOH padoTe clieflyeT HauMHATh C IOBTOPEHHS COOTBETCTBYIOLIETO paszeliia ydeOHHKA, Y4eOHBIX MOCOOMi MO JaHHOMY
paszeny/TeMe U KOHCIIEKTOB JICKIIHH.

KoHnTpospHast paboTa BBINOIHACTCS CTYJCHTOM B CPOK, YCTAHOBJICHHBIH MPENoaBaTeIeM B MUCbMEHHOM (TI€4aTHOM HIIM PYKOITHCHOM) BHJE.

Ipu odopmiaeHHH KOHTPOIBHOH pabOTHI CIELyeT NPUACPKUBAThCS PEKOMEHIAIHM, IPEACTABICHHBIX B JOKyMeHTe «PermamMeHT odopmieHHs
ITHCBMEHHBIX PaboT».

6. CuTyauMoHHbIE 3a1a4u

CI/ITyaI_IPIOHHaﬂ 3a1a4a OpeacTaBiIsI€T coboit 3aJaHue, KOTOPOE€ BKIIIOYAC€T B cebst XapaKTEPUCTUKY CUTyalluu U3 KOTOpOfI HYXHO BBIﬁTH, U
TIPEIIOKUTE €€ UCIIPABUTh; OXapPaKTECPHU30BaTh YCIOBHSA, B KOTOPBIX MOXKET BOSHUKHYTH Ta UM HUHASA CUTYyallUd U NPEIIOKUTH HaWTH BBIXOZ U3 HEC
U T.J.

HpI/I BBIITOJTHCHUH cm‘yauuonﬂoﬁ 3aga4u HeO6X0£lI/IMO co6moz[a"n> CJICAYIOIINE YKa3aHUs:

1. BaumareasHo MIPOYUTATh TEKCT HpeZ[HO)KeHHOfI 3a1a4y 1 BOIIPOCHI K HCH.

2. Bce BOMNPOCHI JIOTUYHO CBsA3aHBbI C camoi l'[pe,ElJ'IO}KCHHOfI 3az[a'-lei/'1, IO3TOMY H€06X0£[HMO pa60TaTI> C KaXXbIM U3 BOIIPOCOB OTACIBHO.

3. BOHpOCLI K 3a1a4€ PACIIOIOKEHBI IO MEPE YyCIIOKHEHUS, ITIOOTOMY JKEJIATCIIbHO pa6OTaTI) C HUMH B TOM ITOPSAAKE, B KOTOPOM OHH IMTOCTaBJICHBI.

7. Tect
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Tect 3T0 cucTeMa CTaHAAPTU3MPOBAHHBIX BONPOCOB (3a7aHuMil), NMO3BOJAIONIMX ABTOMATHU3HPOBATh HPOLEAYPY M3MEPEHHS YPOBHS 3HaHMH H
yMmeHui oOydaromuxcs. TecTsl MOT'YT OBITH ayTUTOPHBIME M BHEAYJUTOPHBIMH. [IperofaBaTens JOBOMUT IO CBEACHUS CTYAEHTOB HH(GOPMAIHIO O
HIPOBEJICHUH TeCTa, ero hopme, a TaKxKe 0 paszelie (TeMe) JUCIHUILUIMHbL, BRIHOCUMOH Ha TeCTUPOBaHUE.

ITpu caMOCTOATENBHON MMOATOTOBKE K TECTUPOBAHHUIO CTYCHTY HEOOXOIHMO:

—  mpopaboTaTh MH()OPMALMOHHBIN MaTepuan Mo AUCHMILIMHE. [IpOKOHCYIBTHPOBAaThCS C IMpENoJaBaTelieM II0 BOIPOCY BHIOOpa y4eOHOM
JIHTEePaTypEL;

— BBISICHUTB BCE YCJIOBHS TECTUPOBaHMA 3apaHee. HeoOX0AMMO 3HaTh, CKOJIIBKO TECTOB BaM OyJET NMPEIIOKEHO, CKOJIBKO BPEMEHH OTBOAUTCS Ha
TECTHPOBAHHE, KAKOBA CHCTEMA OLICHKH Pe3yIbTaToB U T.1.

— paboTast ¢ TecTaMH, BHUMATEJILHO M JI0 KOHIA MPOYECTh BONPOC M MpeAiaraeMble BapUaHThl OTBETOB; BBIOPATh MPABHIIbHBIC (MX MOXET OBITh
HECKOIIbKO); Ha OTACIBHOM JHCTKE OTBETOB BEIMHCAaTh LU(py Bompoca X OyKBBI, COOTBETCTBYIOIIME INPAaBHIGHBIM OTBETaM. B ciydae
KOMITBIOTEPHOTO TECTHPOBAHHS yKa3aTh OTBET B COOTBETCTBYIOIIEM T0JI€ (TOJISX);

— B IIpOLIECCE PEIICHUS JKeNIaTeNbHO MPHMEHSATh HECKONBKO MOIXOA0B B PEIICHHH 3aJaHUs. DTO IO3BOIIET MAKCUMAIBHO THOKO ONEPHPOBATh
METO/IaMH PEILEHHs, HAX0s KaX bl pa3 ONTUMAaJIbHBII BApUAHT.

— PpeILIMTH B IEPBYIO OYepelb 3a1aHNUs, HE BEI3BIBAIOIINE TPYAHOCTEH, K TPYAHOMY BOIIPOCY BEPHYThCS B KOHIIE.

— OCTaBHTb BPeMs JUIs IIPOBEPKU OTBETOB, YTOOBI H30EXkKaTh MEXaHUUECKHX OIIHOOK.

8. Dcce

Occe - 3TO NpPO3aM¥ECcKOE COYMHEHHE HEOOJBIIOro oObeMa M CBOOOIHON KOMIIO3HMIMH, BBIPAXAIOIlee WHAWUBUIYalbHBIC BICYATICHUS H
co00paXkeHUsI IO KOHKPETHOMY IIOBOAY MIIM BOIIPOCY M 3aBEAOMO HE NPETEeHIyIoIee Ha ONPEIENIONIYI0 HIN HCUCPIBIBAIOILYI0 TPAKTOBKY
HpeaMeTa.

CtpykTypa dcce ompeneinsercs MpeIbsABIsIEMbIMH K HEMy TpeOOBaHMSAMH:  MBICIM aBTOpa dcce IO MpoOieMe M3naraiorcs B (opMe KpaTKuX
TE3MCOB; MBICIIb JIOJDKHA OBITh MOJKPEIUICHA JJOKA3aTeIbCTBAMH - II03TOMY 3a TE3MCOM CIEAYIOT apryMeHThl . [Ipu HamucaHuu 3cce BaXKHO TaKkKe
YYUTHIBATH CIEAYIOIINE MOMEHTEL:

Berynenne n 3akiioueHHe JOIDKHBI (DOKYCHpPOBaTh BHUMaHHME Ha Hpobieme (BO BCTYIUICHHH OHA CTABUTCS, B 3aKIIOYCHHU - PE3FOMUPYETCS
MHEHHE aBTOpa).

Heo0OxonuMo BeifeneHne ab3aleB, KPACHBIX CTPOK, YCTAHOBJICHUE JIOTHYECKOH CBsI3M a03alieB: TaK JJOCTHIaeTCs LEITOCTHOCTh PabOTHI.

CTunp W3IO0XKEHHS: 3CCEe MPHCYIIH SMOLHOHAIBHOCTB, DKCIIPECCUBHOCTD, XYAOXKECTBEHHOCTb. JIOKHEIH 3(dekT obecrneunBaloT KOPOTKHE,
HPOCTHIC, PA3HOOOPa3HBIC 110 MHTOHALMHU MPEIOKEHNUS, YMEIOE UCIIOIb30BaHUE "caMOro COBPEMEHHOI0" 3HaKa MPENUHAHHS - THPE.

Ortamnbl HAITHCAHUS ACCe:

1. Hamucarb BCTyruieHne (2—3 MpeyIokKeH s, KOTOPbIE CITyKaT JUIs TOCIeAyoIel (OpMYIUPOBKH MPOOIEMBI).

2. cdhopmynupoBath IpobiaeMy, KOTopasi JODKHA OBITh BasKHA HE TOIBKO JUISI aBTOPA, HO U IS APYTHX;

3. jaTh KOMMEHTapHH K pobieme;

4. chopMynHpoBaTh aBTOPCKOE MHEHHE U IIPHBECTH apIyMEHTAIHIO;

5. HammcaTh 3aKIoueHHE (BBIBOJ, 0000IIEHNE CKa3aHHOTO).

ITpu odopmueHnn 3cce caemyeT IPUAEPKUBATHECS PEKOMEH AN, IPEICTaBICHHBIX B TOKyMeHTe «PermaMenT ohopMiIeHHs MICEMEHHBIX padoT.

9. HopTdoauo

IMoptdonmo — nmogbopka JOKyMEHTOB, JEMOHCTPHPYIOLIAst BO3SMOKHOCTH M IOCTHXKEHUS, HOTy4YEHHbIE CTYJICHTOM B TIpoIiecce 00ydeHHs.

Tpu ocHOBHEIE THIIA TOPTHOIHO:

1. IopTdonano 1oKkyMeHTOB — MOpT(ensb CepTHPUINPOBAHHBIX (TOKYMEHTHPOBAHHBIX) HHANBUIYaIbHBIX 00Pa30BaTEIbHBIX JOCTHKCHUH.

2. Iloprdonmo paboT — cobpaHue pa3IHIHBIX TBOPUECKUX, IPOEKTHBIX, HCCIESI0BATEILCKUX PA0OT yJalIerocs, a Takxke OMUCAaHUEe OCHOBHBIX (opM
U HampaBlICHUI ero y4eOHOH M TBOPYECKOH aKTHBHOCTH: YYacTHE B HAyYHBIX KOH(EpPEHLHAX, KOHKYPCaX, Y4EOHBIX Jarepsx, MPOXOKACHHE
Pa3IHYHOrO pojia IPAKTHK, CHIOPTUBHBIX H XyHOXKECTBCHHBIX JOCTIDKECHHI U Ip.

3. Iloprdonuo OT3BIBOB — BKIIFOYAET OLEHKY OOYdYaroIIMMCSl CBOMX JOCTIDKCHHH, NPOJCTAaHHBIH MM aHalIM3 Pa3iIMYHBIX BUJIOB Y4eOHOH H
BHEYJEOHOH IeATeTbHOCTH H € Pe3yldbTaToB, Pe3ioMe, IUIaHUPOBAaHHE OyAyIIHX oOpa3oBaTENbHBIX JTAllOB, a TAKKE OT3BIBBI, NPEACTABICHHBIC
HPENoaBaTelsIMU, BO3MOXKHO, COKyPCHUKAMH, PyKOBOANTEIISIMU MPAKTHK OT CTOPOHHHUX OpPraHHU3alHil U T.1

10. TepMuHOJIOTHYECKHH CJI0OBAPH/TJIOCCAPUIA

TepMHHOJIOTHYECKUH CIIOBaph/IIOCCApHil — TEKCT CIPABOYHOTO XapakTepa, B KOTOPOM IIPEJCTABIICHBI B al(aBUTHOM HOPSIKE M Pa3bsSCHEHBI
3HAYEHHUS CIEIUAIBHBIX CIOB, IOHATHH, TEPMHHOB, HCIOIb3yeMbIX B KaKOH-THO0 001aCTH 3HAHHUH, 0 KaKOH-TH00 TeMe (Ipobieme).
CocraBieHHe TePMUHOIOTUYECKOTO CIIOBAps MO TEMeE, pa3zieldy AUCUUIUIMHBI IPUBOAUT K 00pa30BaHHIO YIOPSIOYCHHOIO MHOXECTBA 0a30BBIX M
nepuepuitHBIX MOHATUH B hopMe andaBUTHOTO WIH TEMATHIECKOTO CIOBAps, 4TO 00eCeunBaeT CTYACHTyY CBOOOIY BEIOOpA PallHOHAIBHEIX Iy TeH
OCBOCHHS HH(OPMAIMH 1 OJHOBPEMEHHO OTKPHIBAET BO3MOXHOCTH PETyJIHPOBATh TPYJOEMKOCTh O3HABATEIBHOI PabOTHI.
Ortansl paboTH! HaJl TEPMHHOIOTUUSCKUAM CIIOBAPEM:
1. BHUMaTEJIHO MPOYUTATH PabOTY;
2. ompenenuTh HAHOOJIEE YaCTO BCTPEUAIOIIHECs TEPMHHEI;
3. COCTaBHUTbH CIIMCOK TEPMHHOB, OOBEIMHEHHBIX 00IIEH TEMATHKO;
4. pacIoOIOXKUTH TEPMUHEI B a()aBUTHOM IIOPSIIKE;
5. COCTaBUTH CTAaThHU [NIOCCAPHU:
J1aTh TOYHYIO (POPMYIHPOBKY TePMHHA B UIMEHUTEIHHOM IaJIeKe;
— 00BEMHO PAaCKpPBITh CMBICI JIAHHOTO TEPMHHA.

11. Cxema/rpag-cxema

Cxema — Tpaduueckoe IpeICTaBlICHHE ONpEIeIeHUs, aHalu3a WIH METOJA PEIICHUs 3aJadd, B KOTOPOM HCIOIB3yIOTCS CHMBOIBI IS
0TOOpaXKEHHS JaHHBIX.
I'pad-cxema — rpadudyeckoe H300paXKeHHE IOTUUCCKUX CBS3€il MEXTy OCHOBHBIMH CyOBEKTAMH TEKCTa (OTHOIICHHH MEXIY YCIOBHO

BBIICJICHHBIMU KOHCTAHTaMH).

JIis BBIMONTHEHUS 3a1aHUsT HA COCTABIICHUE CXEMBI/Tpad)-CXeMbl HEOOXOIUMO:

1. BeIIenauTh OCHOBHBIE TOHATHSA, U3yUYEHHBIE B JAaHHOM pas3jielie (0 JaHHOU Teme).

2. OnpenenuTh, KaK MOHSATHS CBA3aHBI MEXAY COOOI.

3. Iloka3arb, KaK CBsI3aHBI MEXIy COOOH OTAE/IbHBIC OIIOKH MOHSTH.

4. IlpuBecTH IpEMEpPHI B3aUMOCBS3CH IOHATHI B COOTBETCTBUH C CO3IAHHOM rpad-CXeMOH.

12. Keiic-3apaun
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Keiic — 9T0 onucanue KOHKPETHOI CHTyallHt, OTPaKalolel KaKy0-I100 MPaKTHYECKYIO MPpoOIeMy, aHAJIH3 U MIOUCK PELICHHs KOTOPO IO3BOJISET
pa3BUBaTh y 00yYarOUIMXCS CaMOCTOSATEIBLHOCTh MBILUICHHUS, CTIOCOOHOCTh BBHICITYIIMBATh M YYUTHIBATh aJBTCPHATHBHYIO TOUKY 3PCHUS, a TAKXKe
apryMEHTHPOBAHO OTCTaUBATh COOCTBEHHYIO MO3ULIUIO.

PexomeHmanmu mo padbote ¢ Kelcom:

1. CHauana HeOOXOIMMO MPOYHTATh BCIO HMEIOLIYIOCS HH(POPMALIUIO, YTOOBI COCTABUTH LICIIOCTHOE MPEACTABICHHE O CUTYAlMH; HE CIIEAYeT cpasy
aHAIIM3UPOBATH ATy UH(POPMAIHIO, JKENATEIBHO JHIIb BBACIUTD B HEH JAHHbBIC, TTOKA3aBLUIMECS BAXKHBIMH.

2. TpebyeTcsi oxapaKTepH30BaTh CHTYALHIO, ONPEICIHMTh €€ CYLIIHOCTh M OTMETHTh BTOPOCTCIICHHBIC DJIEMEHTBI, a TaKkKe CHOPMYIHPOBATH
OCHOBHYIO TIpOOJeMy M TNpOONEMbl, €l MOJUYUHEHHbIC. BakHO OICHUTH Bce (DAKThI, Kacarolluecs OCHOBHOH mpoOnembl (He Bce (hakThl,
H3JI0)KCHHBIC B CUTYALMU, MOTYT OBITh IIPSIMO CBSI3aHBI C HEM), M MOMBITAThCS YCTAHOBUTH B3aUMOCBSI3b MEXK/Y IIPHBEICHHBIMHU JaHHBIMH.

3. Cnenyer copMyaupoBaTh KPUTEPHUI ISl POBEPKH MPABHMIBHOCTU MPEIJIOKEHHOTO PEIICHUS, MONBITAThCS HAWTH aJIbTEPHATHBHBIC CIIOCOOBI
pEeLICHHUS, €CIU TaKUe CYIIECTBYIOT, M ONPEICIUTh BapHAHT, HAanOoJIee yIOBICTBOPSIONIHII BEIOPAHHOMY KPUTEPHIO.

4. B 3aki0ueHnH He00X0AUMO pa3paboTaTh MepeucHb MPAKTUUECKUX MEPOTIPUATHH 10 Pean3aliy MPEAI0KEeHHOTO PEIICHHS.

S. Jlnst mpe3eHTalMy penieHns Keiica HeoOX0MMO BH3YyalH3upOBaTh pellieHue (B BUE JICKTPOHHOU MPE3eHTAlNH, H300paKEHHUs Ha JOCKE U TIp.),
a Takke 0()OPMUTH MTUCHMEHHBIH OTYET 1O KEHCy.

13. 3amaua

3amaun MO3BOJSIOT OLIGHMBAaTh M JHATHOCTUPOBATh 3HaHME (DaKTHYECKOro marepuana (0a3oBbIC MOHATHUS, aNTOPUTMBI, (akThl) M YMEHHE
MPaBUIIBHO UCHOJIb30BATh CHCLHAIBHBIC TEPMHHBI U MOHSATHS, y3HABaHHE OOBEKTOB U3YyUYCHHS B PAMKAX ONPEICICHHOrO pa3ziena AUCLHUILUTHHBL;
YMEHUsI CHHTE3HPOBATh, aHAIN3UPOBaTh, 0000maTh (DAKTHMYECKUIl U TEOPETHYECKUN Marepuan ¢ (OpMyIHPOBAHUEM KOHKPETHBIX BBIBOJIOB,
YCTaHOBJICHHEM NPHYUHHO-CIICICTBEHHBIX CBS3CH.

AJNTOpUTM pellIeHHUs 3a1a4:

1.BHMMaTenpHO IpOYHTAlTE YCIOBHE 3a1aHUS U YSCHHTE OCHOBHOMN BOIIPOC, NPEICTABETE MPOLIECCHI U ABICHHS, ONTMCAHHbBIC B YCIOBHUH.
2.ITOBTOpHO MPOYTHTE YCIOBHE IS TOTO, YTOOBI YETKO MPEICTaBUTh OCHOBHOI BONPOC, MPOOJEMy, LIENb PEIICHUS, 3aJaHHbIC BEJIHMYHHBI,
OMHUPAsICh Ha KOTOPHIE MOYKHO BECTHU MOKCK PELICHHUSL.

3.IIpousBeaAnTe KPaTKyIO 3alHCh YCIOBUS 3aIaHUsL.

4.Ecnu HeoOX0IMMO, COCTaBbTE TaOIHILY, CXEMY, PUCYHOK HITH YEPTEXK.

5.YcTaHOBUTE CBSI3b MEXKy UCKOMBIMH BEJTMYMHAMHU M JaHHBIMU; ONPEACIUTE METO] PELICHHS 3a/1aHHs1, COCTABBTE TUIAH PEIICHHUSI.

6.BbInosHuTE MIaH peleHns, 000CHOBBIBas KaXI0€ JeHCTBHUE.

7.I1IpoBepbTe NPaBUIBHOCTH PELICHHS 3aIaHHUSI.

8.IIpon3BeuTe OLIEHKY PEAbHOCTH MOTYyYCHHOTO PEILCHHS.

9.3anummre OTBET.

14. MyabTuMeauiiHAs pe3eHTalus

MynsTuMeuitHAs IPE3SHTAIHS — CII0CO0 MPeICTaBIeHNs HH(POPMANUH Ha 3aIlaHHYIO TeMy ¢ IIOMOIIbI0 KOMIIBIOTEPHBIX IIPOTPaMM, COUECTAIOMIUH
B cebe IMHAMUKY, 3BYK U H300paXKCHHE.

JIns co3maHus KOMITBIOTEPHBIX IIPE3eHTaldi HCIIONB3YIOTCs crienuanbHble mporpaMmel: PowerPoint, Adobe Flash CS5, Adobe Flash Builder,
Buneodaiin.

IMpesenTamnus — 9T0 HaOOP MOCIENOBATENFHO CMEHSIOMUX APYT APyra CTPaHHUIl — CIAHIOB, HA KaXKOM U3 KOTOPBIX MOXKHO Pa3MECTHTD JIIOOBIC
TEKCT, PUCYHKH, CXEMBI, BUJCO - ayluo (parMeHThl, aHuMauuio, 3D — rpacduky, dororpaduro, UCIONB3yst MPH 3TOM Pa3IUYHBIC SIEMEHTHI
odopmieHus.

MynbTuMenniiHas GpopMma Npe3eHTAlUK IO3BONSET MPEACTaBUTh MaTepuai KaKk CHCTEMY OINOPHBIX 00pa3oB, HAIONHEHHBIX HCUEPIIBIBAIOIICH
CTPYKTYpUPOBAaHHOH HH(pOpPMaNUell B aITOPHTMHUIECKOM HOPSIIIKE.

OTarsl MOATOTOBKU MYJIBTHMEAUHHON NPE3CHTAINH!

1. CrpyKTypu3zanus MaTepHana o TeMe;

2. CocraBlieHHE CLICHAPUS PeallH3alliH;

3. Pa3pabotka au3aiiHa Ipe3eHTaluH;

4. IloaroroBka Meaua (parMeHTOB (TEKCTHI, HILTIOCTPALIHH, BUEO, 3aITUCh ayHO(pParMEeHTOB);

5. IloaroToBKa My3bIKaIbHOTO CONPOBOXKICHUS (IIPH HEOOXOAUMOCTH);

6. Tecr-npoBepKa rOTOBOM NMPE3EHTALMH.

15. 3aganus K JeKIUN

3a;[amm K JICKIIUU HCHOJB3YIOTCA IUISI KOHTPOJIS 3HaHHI7[ 06yqa}01unxcs{ TI0 TCOPETUICCKOMY MaTepuary, H3JI0’)KECHHOMY Ha JICKIUAX.

3az[aﬂpm MOT'yT NOAPA3ACIIATECA Ha HECKOJIBKO I'PYIIIL:

1. 3a/1aHUs Ha UWILUTIOCTPALUIO TCOPETUICCKOTO MaTepuaia. OHI/I BBIABJIAIOT Ka4€CTBO NIOHUMAaHUs CTYACHTaAMU TCOPUH;

2. 3ajaHus Ha BHIIOJHEHUE 3a7a4 M NPHMEPOB 10 00pasily, pa3oOpaHHOMY B ayqUTOPHH. [JIsl cCaMOCTOSATEIBHOTO BBITOIHEHUS TPeOyeTcs, 4TOObI
CTYACHT OBJIaZC]I pACCMOTPEHHBIMHU HA JICKIIUU METOAAMU PCIICHUS

3. 3amaHuWs, COAEpPXKALME JJIEMEHTHI TBOPYECTBA, KOTOpPBIE TPEOYIOT OT CTYICHTa NpeoOpa3oBaHUM, PEKOHCTPYKLMH, 000OmeHuid. s ux
BBIIIOJIHCHUSA H606XOI[I/IMO IIPUBJICKATh PAHEC HpHOGpCTeHHHf/‘I OIIBIT, YCTAaHABIINBATh BHYTPUIIPEAMETHBIC U MEKIIPEAMETHBIC CBA3H, HpI/I06peCTI/I
JONOJHUTEJIbHBIC 3HAHUA CAaMOCTOATCIBHO WU NPUMEHUTD UCCIIEA0BATCIILCKUE YMCHUS

4. MOXKET MNPUMEHATBHCA BblAadya HWHIAWBUAYAJIBHBIX HWIH OIICPEIKAIOUIUX BaﬂaHI/Iﬁ Ha pa3J’IH‘IHLIﬁ CpOK, onpenenﬂeMmﬁ nmpernoaaBareyiieM, €
TIOCJICAYIOLIUM NPEACTABICHUEM UX U1 IPOBEPKHU B yKaSaHHI:Iﬁ CpOK.
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7. MEPEYEHBb OBPA3OBATEJBHBIX TEXHOJOT Ui

1. Kelic-texHonoruu

2. TexHoNOTHS «ITOPTHOTHUON»
3. PazBuBaromiee oOyueHue
4. TIpobGemHOE O0Oy4eHHE
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8. OIIMCAHUE MATEPHUAJIbHO-TEXHUYECKOM BA3BI

1. KOMITBIOTEPHBIN KJIacC — ayTUTOPHS ISl CAMOCTOSTEIILHONU PabOThI
2. yueOHas ayIUTOPHS VIS JIEKIMOHHBIX 3aHATHH
3. yueOHas ayIUTOPHS ISl CEMUHAPCKHX, IPAKTHYECKHUX 3aHATHI
4. JIuneH3noHHOE TPOTpaMMHOE 00eCIIeueHHeE:
- Onepauunonnas cucrema Windows 10
- Microsoft Office Professional Plus
- AaTuBHUpycHoe nporpamMmHoe obecrnieueHne Kaspersky Endpoint Security muist 6usneca - Cranmapthblii Russian
Edition
- CripaBoyHast mpaBoBast cucreMa KoHcynsraHT mioc
- 7-zip
- Adobe Acrobat Reader DC
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