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1. IlepeyeHpb NJIAHUPYEMBIX Pe3yJ1bTATOB 00y4eHHS N0 JUCHUIINHE, COOTHECEHHBIX €
IUIAHMPYEMbIMH Pe3yJIbTATAMM OCBOEHHUS MPOrPaAMMbI

1. Huctmmuinaa  b1.B.JIB.2.1  «JlokymeHTOBeneHHEe» OOECIeunBaeT OBIIAJCHHE
CJICAYIOIUMHU KOMIICTCHIIUAMM:
Kon
Kon HaunmenoBanue HanMmeHoBaHue 3Tamna 0CBOCHHUS
JTana OCBOCHMS
KOMIIETEHIIHH Komnerenumu KOMIIETEHI[UN
KOMITETEHI[HH
CrocoOHOCTh TPaMOTHOTO
M3JI0KEHUST CBOMX MBICIIEH B
YCTHOH HW THUChbMEHHOH (opwme;
CIIOCOOHOCTE OCYIIECTBIISATD
. HEO0OXO0UMOCTh OTpeIeIeHUs
JIEIIOBYI0 KOMMYHHUKAITUIO B YCTHON -
YK-4 n  nuceMeHHod — Qopmax  Ha | YK-4.2.2 ! y
KOMMYHHKAIIMW; 3HAHUE IPaBHI
rOCyIapCTBCHHOM (p1X) u Ny
MOCTPOCHHS YCTHOM i
HWHOCTPAHHOM (BIX) SI3BIKAX .
MUCBMEHHOW  peYH, TIPaBHI
PEYeBOTO ITUKETA
CIocOoOHOCTh cobpaTh u OcBoeHue TEXHOJIOTUU
MIPOaHATU3UPOBATH HCXOIHBIE JIOKYMCHTHAPOBAHHUS
aHHEIE, HEOOXOAMMBIE IUTS nHpOpManu Kak MeToaa cbopa
pacuera YKOHOMHYECKHX i M aHAJIM3a MCXOIHBIX JaHHBIX
TIK-1 COLMAITBHO-3KOHOMHYECKHX TIK-1.2.4
MoKazaTesiel, XapakTepU3YIOIIHNX
IeSITEILHOCTD XO3STCTBYOIITNX
CyOBEKTOB

1.1. B pe3ynbrare

c(hopMUPOBaHBI:

OCBOCHHA JUCHUITIINHBI y CTYACHTOB JOJIZKHBI OBITh

OTO/TO
(npu HANMUYUU
npodcranaapra)

Kox sranma
OCBOCHUSA
KOMIIETEHIIUN

PesynbraTel 00yueHus

YK-4.2.2

/leMOHCTpanusl 3HAHUI OCHOBHBIX TEOPETUYECKUX IOJIOKEHUI B
[1I0JIHOM O0BEME:

3HATH MEXAHU3MBI YCTHOW M MUCbMEHHOU

[peur; OCHOBHbIE HOPMBI W MpaBHId COBPEMEHHOIO PYCCKOTO
|s3bIKa; OCHOBHBIE HOPMBI M MOJENH JIEIOBOH KOMMYHHKAI[UH B
yCTHOM ¥ MHUCHbMEHHOM BHJIE

[YMeHust MpUMEHATh 3HaHUS Ha PAKTUKE B MIOJTHOU Mepe:

YMETh BBICHyIIATh coOecelHMKAa W TOANEpXKaTh IHAJOT;
[pean30BaTh KOHCTPYKTHMBHBIM NHUAJIOT B YCTHOM W NMHCHbMEHHOMH
(hopMe; TpUMEHATh OCHOBHBIE MEXaHU3MBI YCTHOM M MHCHMEHHON
[peun B 0OIIEHNH; TPUMEHATH HOPMBI PYCCKOTO A3BIKa; IPUMEHSTH
HOPMBI PYCCKOTO $I3bIKA B pPaMKax CIIOKUBIIUXCS MOAETCH
KOMMYHHKAIINH; Ha TPO(ecCHOHAIFHOM YPOBHE PEaTH30BBIBATH
MUCBMEHHYI0 M YCTHYI0O KOMMYHHKAIMIO TpU OpraHu3aluy]
TOKYMEHTAITMOHHOTO 00CCIICYCHUS YIIPABICHHS

CBOOO/IHOE BJaJiIcHHEC HABHIKAMH aHAIHM3a W CHCTECMATU3AIllUH B
BEIOpaHHOM cdepe:

BlIaJeTh HABbIKAMU IPUMEHEHUS MEXaHHW3MOB YCTHOH W
[MMCBMEHHON peyu;

CIIOCOOHOCTBIO K peueBomy B3aUMOJICHCTBUIO u
B3aMOIMOHMMAHHIO; HABBIKAMH

rpaMOTHOM  yCTHOM ¥  THUCBMEHHOM peuyd B  IPOIECCE
eI TeTbHOCTH;

0a30BBIMH  HAaBBIKAMH  yTOTPEOJICHUS PYCCKOTO SI3BIKA  JIA
OpraHu3aIi KOMMYHHUKAIMHA B YCTHOM M MUCBMEHHOM BHJIE

B cooTBeTCTBHH C
TPYIOBBIMU (QYHKITUSIMHU
0000IIeHHON TPY10BOIT

IK-1.2.4

/leMoHCTpalusi 3HaHUW OCHOBHBIX TEOPETHYECKHUX IOJOKEHUU B
[T0JIHOM OO0BEME:
/leMOHCTpalusi 3HAHWUM OCHOBHBIX TEXHOJOTHH UM METOJHK




(bynkun «O6padboTka NOKyMeHTHpOBaHUST WMHPOpMAIMK, HEOOXOAMMOW JuIsi pacyuera

CTATUCTUYECKUX TAHHBIX» PKOHOMHUYECKUX M  COLMAJbHO-DKOHOMHUYECKHX IIOKa3aTelsel,

[IpodeccronamsHOTO XapaKTepU3yIOMUX ACITENbHOCTD X03SHCTBYIOMNX CYOBEKTOB

crangapTa «CTaTHCTHK» [YMeHust MpUMEHATh 3HaHUS Ha PAKTUKE B MOJTHOU Mepe:

(YtBepxkaeH Ilpukazom [YMenue IIPUMEHSITh 3HAHUS 0  JOKYMEHTHPOBaHUIO

MunTtpyzna Poccun ot MHpOpPMany, HEOOXOOMMOH IS pacueTa HSKOHOMHYECKHX H

08.09.2015 N 605H) COMANbHO-O)KOHOMHYECKHUX  TIOKa3aTellel, XapaKTepH3yIOIIHX|
TesITeIPHOCTD XO3SHCTBYIOMNX CYOBEKTOB Ha MPAKTHKE B ITOJHON
Mepe

CBOOOIHOE BIIaJICHHE HABBIKAMHU aHAIM3a M CHUCTEMaTH3alUH B
BEIOpaHHOM cdepe:

CBoOOHOE BIIaJICHUE HaBBIKAMHU JIOKyMEHTHPOBaHUS]
MH(pOPMALIMY, HEOOXOMUMOHN [UIS pacueTa HSKOHOMHYECKHX H
COLMAIEHO-)KOHOMHUYECKIX  TIOKa3aTeliel, XapaKTepU3yHOIUX
esITeTPHOCTD XO3SHCTBYIONINX CYOBEKTOB

2. O0beM U MeCTO JUCHUILIMHBI
B CTPYKTYpe aJanTUPOBAHHOM 00pa30BaTe/IbHOI MPOrpamMMbl

VYuebnas nucuummHa b1.B.JIB.2.1 «JlokymeHTOBeneHne» TPUHAJICKAT K OJIOKY
BapHaTUBHAs 4acTb, AUCHUIUIMHBI IO BBIOOpPY. B COOTBETCTBUU C yueOHBIM IJIAHOM, IO OYHOM
dbopme 00ydeHHs TUCIIMIUTMHA OCBAMBAETCS BO 2 CEMECTpE, 10 3a04HOM (hopme oOydeHus — Ha 4
Kypce, o011ast TpyI0€MKOCTh AUCHUIUIMHBI B 3a4eTHBIX efuHuiax cocrasiusier 2 3E (72 vaca).

3HaHMS W HaBBIKU, MOJy4yaeMble CTYACHTaMU B pe3yJbTaTe H3yUEHUS TUCIUILIMHBI,
HEOOXOUMBI JIsE pabOTHI C TOKYMEHTAMH Ha TIPEANPUITHIX U BEACHUS JICIIOBOU MEPETIICKU.

JlJig yCHenHoro oBjaieHus AUCHUIIIMHON CTY/IEHTY HEOOXO0JMMO HCIOIb30BaTh 3HAHUS
U HAaBBIKH, MOJIYYCHHBIE UM TIPH U3Y4EHUHU Takod muciuruivHbl, kak b1.b.6 Kynbprypa peun u
JIEJIOBOE OOIIIEHNE.

3HaHUs, TOTYYCHHBIE B X0JI€ U3YUCHHUSI JUCIUILTHHBI «J[OKyMEHTOBEIEHUE)» MOTYT OBITh
MOJIE3HBI TIPU M3YYCHHHM TaKUX MPOPECCHOHANBHBIX nuciuiuinH, kak b1.b.18 Menemkment u
b1.5.32 ®uHaHCOBLIA MEHEHKMEHT.

[Io ouHoit Qopme 00ydeHHS KOIMYECTBO aKaJEMHUYECKHX YacOB, BbIJACIECHHBIX Ha
KOHTAaKTHYI0O paboTy C mpernojaBateneM (MO BHJIAM Yy4ueOHbIX 3aHATHH) — 36 9YacoB W Ha
CaMOCTOSITENIbHYIO0 padoTy oOydaronuxcst — 36 4acos.

[To 3aounHoit (hopme OOyuyeHHs] KOJUYECTBO AaKaJEMHUYECKHUX YacOB, BBIACICHHBIX Ha
KOHTaKTHYIO paboTy ¢ mpenonaBaTesnieM (1o BuaaM ydeOHbIX 3aHsTHi) — 10 dYacoB, Ha
CaMOCTOSTENbHYIO paboTy oOydaronmxcs — 58 4acoB, Ha KOHTPOJIb — 4 yaca.

dopma MpoOMeKyTOUHON aTTeCTallui B COOTBETCTBUH C YU€OHBIM IUIAHOM — 3auerT.



3. Conep:kaHue M CTPYKTYpa AN CUMIIJIMHbBI

O0beM TMCHUILINHBI, Yac. ®opma
KonTakTHas pa6ora TEKYylIero
ol0yyamommuxces ¢ KOHTPOJS
Ne n/n HaumeHoBaHUE TeM npenoaaBartejeM ycneaemoc
- (pa3neJioB) Bcero 10 BUJAaM Y4eOHBIX 3aHATHH Cp TH,
NMPOMEXKYTO
J JIP 3 KCP YHOI
aTTecTaluu
Ounasn ¢hopma odyuenusn
2 cemecmp
JlokymeHTOBeIcHUE Kak
00acTh 3HAHUI o
Tema 1 3aKOHOMEPHOCTSX  CO3JaHus 8 2 - 2 4 O
JIOKyMeHTOB. [IpoGneMsr pocta
JIOKyMEHTO0000poTa
rcaoy. YCOP/.
Tema 2 Yuanouxanus, Gopmaanzanys, 7 2 - 1 4 O
CTaHJapTH3aIMs JOKYMEHTa
Tewma 3 Opranuzanus ciayx0os1 JIOY 7 2 - 1 4 (6)
Tema 4 Dopmynsap COBPEMEHHOI'O 16 4 ) 4 8 0.C3
YIIPaBJIEHYECKOT0 IOKYMEHTA
Tema 5 TexHomoruu perucTpauuu u
KOHTPOJISI HCTIOTHEHUS 8 2 - 2 4 (0)
JTOKYMEHTOB
Tema 6 Opranuzanus paboTHI c
JNYHBIMU oOpameHusIMn 3 ) ) ) 4 o
TpaXgaH B OpPTaHBl BIACTH U
YHpaBICHUS
Tema 7 Opranuzamus  ciayxooit JIOY
TEKYIIEro XpaHeHHs
JIOKYMEHTOB. Ioctpoenue 8 2 - 2 4 O
HOMEHKJIATYpPHI Ael1. APXHBHOE
XpaHeHHE JIOKYMEHTOB
Tema 8 JIunrBucTuueckue
0COOEHHOCTH TeKcTa 10 2 - 4 4 O,T
JIOKyMEHTa
[TpomexyTouHas aTTecTauus - 3a4er
Bcero: 72 18 18 36 23E
3aounan popma odyuenusn
4 kypc
JlokyMeHTOBeIeHnE KakK
obxacTh 3HaHUH 0
Tema 1 3aKOHOMEPHOCTSX  CO3JaHus 8 - 1 7 T
JIOKyMeHTOB. [IpoGneMsr pocta
JIOKyMEHT0000poTa
rcaoy. YCOP/.
Tema 2 Yunoukauus, hopmaanzanys, 8 1 - 7 T
CTaHAapTH3alHs JOKYMEHTa
Tema 3 Opranusanus cinyx0s1 10Y 8 1 - 7 O
Tema 4 Dopmynap COBPEMEHHOI'O 14 1 > 9 3
YHPaBIEHYECKOTO IOKYMEHTa
Tema 5 TexHONOTUU perucTpanud Hu
KOHTPOJISI HCTIOTHEHUS 9 - 1 7 (0)
JTOKYMEHTOB
Tema 6 Opranuzanus paboTHI c
JUYHBIMU oOpameHusIMu 3 i 1 7 o
TpaXgaH B OpPTaHBl BIACTH U
YHpaBICHUS
Tema 7 Opranuzamus  ciayxooi JIOY 8 1 - 7 C3




O0beM TMCHUILINHBI, Yac. ®opma
KonTakTHas pa6ora TEKylIero
o0yyarommnxcs ¢ KOHTPOJIs
Ne n/n HanMeHoBaHune TeM npenojaaBaTejemM ycneBaemMoc
(pa3neJioB) Bceero M0 BUJAAM y4eOHBIX 3aHATHH CP TH,
NMPOMEXKYTO
J JIP 3 KCP YHOM
aTTecTalun
TEKYLIETO XpaHEHUs
JIOKYMEHTOB. IMoctpoenue
HOMEHKJIATYpHI Jiell. ApXUBHOE
XpaHEHUE TOKYMEHTOB
Tema 8 JIuHrBHCTHYECKHE
0COOEHHOCTH TeKcTa 9 - 1 7 O,T
JIOKyMEHTa
[TpoMexxyTouHas aTTecTanus 4 3a4€T
Bcero: 72 4 6 58 4
Ipumeuanue: 4 — ¢opmol mexkyweeo koumpoas ycneeaemocmu: onpoc (0O),

mecmuposanue (T), cumyayuonnas 3adaua (C3)

ConepxaHue IUCUMILIHHBI

Tema 1. JlokymMeHTOBeJeHNE KaK 00/1aCTh 3HAHMI O 3aKOHOMEPHOCTSX CO3AaHMS
n0KyMeHTOB. [Ipo0JieMbl pocTa JOKYMEeHT0000pOTa

[Monstus «mokymeHT™ u <«uHopmanus». TpaHchopMaiusi TOHATUS <«TOKYMEHT.
CootHomieHHe TOHATHH «WHGOpPMALUSA» U «IOKYMEHT». 3HaueHue uHPopMaluuu B
YKOHOMUYECKUX, COIMAIBHBIX U TOJUTHYECKUX TMPOIeccax, s MPHUHATUS YIPABICHUYESCKHX
pelieHni. DBOJIONUS TEPMHUHA «IOKYMEHT». [loHATHE «IOKYyMEHT» B HaYYHBIX JUCIMILTAHAX:
npaBe, HWCTOYHUKOBEICHHUH, apXWBOBEICHHH, WH(MOpPMATUKE, IOKYMEHTAIUCTUKE U p.
IIpaBoBOii, ynpaBiIeHYECKU U MUCTOPUUECKUN ACTIEKTHI B ONPENEICHUU HOKyMEHTa. BiusHue
pa3BUTHUS HAYKH M TEXHUKUA HAa PACIIMPEHUE IMOHATHUS «IOKyMEHT». OrmpenencHUe MOHATUI
«TOKYMEHT»,  «JIOKYMEHTHUpOBaHHas  HWH(pOpMaLUsA»,  «IJIEKTPOHHBI  JTIOKYMEHT» B
3aKOHOJATENLCTBE U JOKYMEHTOBeIeHNU. DYHKIMN JOKYMEHTa. 3HAYCHUE U3YYCHHS ()YHKIIHIA
JOKYMEHTa JJIs MPaKTUKU JIeI0Npon3BoacTBa. [loaudyHKkioHaabHOCTh JokyMeHTa. DyHKInn
obmme wu crnenuanbHbie (cnenuduueckue). CocraB ¢yHkU. PasnuyHple moaxXoabl K
kBannukanmu GyHkuuid. OyHKIUN TOCTOSHHBIE U ONlepaTUBHbIE. BBl JOKYMEHTOB

Tenneniuu pa3BuTHs JOKyMeHTOOOOpoTa. I[lonstne “mHpOpMannoHHOTO Oaprepa’.
[TpoGnemMbl, MOpoOXKIaeMble POCTOM JTOKyMeHTooOOpoTa. [IpuumHBl pocTa TOKYMEHTOOOOpOTA.
OObeKTUBHBIE MPHUYUHBI pOCTa JOKyMEeHT0o0O0opoTa CyOBEKTHBHBIE NPUYMHBI POCTa
ToKyMeHT0000poTa. CriocoObI peryIMpoBaHus TOKYMEHTO000pOTa.

Tema 2. I'CAOY. YCOPH. Yuudukauus, dopmaausaums, CTAHAAPTHU3ALUSA
AOKYMEHTa

Ucrtopus cozmanus EI'CH. Beenenne 'COVY - rapanTus onTHUManbHOCTH PabOTHI C
JOKYMEHTaMH B OpraHu3alui. Y HU(QUIIMPOBAHHAS CHCTEMa OPraHU3aI[OHO-PACTIOPSAUTENbHOM
JeATeTLHOCTH. YHUUKAIMSA TeKCTa TOKyMeHTa. Tpu crocoba yHupuKanuu Tekcra: Tpadaper,
anketa, Tabmuua. TpeboBanus k Tpadapery. TpeboBanus k ankere. TpeOoBaHus K TaOuuIe.
®opmanuzanus UHGopMauu B cucteme ynpasienusa. CTangapTuzanus JOKYMEHTa.

Tema 3. Opranuszanus cay:xon1 JJOY
Cnyx0a TOKyMEHTAIIMOHHOTO O0ecTieueHus yrpaBieHus B opranu3anun. Llens co3manus
cayx0ber JIOY. 3amaun cinyx6s1 JJOY. ®Oyakmum cioyx6sr  JJOY. Tumer cayx6 OV B



pa3IMYHBIX OpraHM3alusaxX. Pacder koinyecTBa CiayXallux M COTPYIHUKOB ¢ kareropueit MOII
B ciyx0e JIOY miis pa3nuyHbIX KaTerOpHuii OpraHu3aIii.

Tema 4. @opmyJisip COBPEMEHHOT0 YIIPABJEHYECKOI0 JOKYMEHTAa

[onsarue «pexBusnuT». [locTosiHHBIE M TepeMeHHbIe PeKBU3UTHL. [loHsaTHE «hopmyIsp
nokyMmeHTa». OcoOeHHOCTH (opMyssipa JTOKYMEHTOB, MOJyYE€HHBbIE Pa3IUYHBIMU CHOCOOaMHU
JOKYMEHTHPOBAaHUS (TEKCTOBBIMH, MAIIUHHBIMH, KHHO-, (OTO-, (OHO-, TEXHUYECKUMH).
NunuBunyanbHeld U TUNOBOM (opmyisip mokyMmeHTa. Dopmynsip-oOpaser, €ro 3aaadd B
yHU(UKaIuu TpeOOBaHMH K pPEKBU3UTAM JIOKYMEHTa M HUX PAacIoJIOKEHHI0. Bompockl
JOKYMEHTUPOBAHHUSA, COCTaBJIEHUS U OQOPMIICHHS JIOKYMEHTOB B 3aKOHOJATENbHBIX U
HOPMATUBHBIX aKTax. bmank pgokymeHnta. Buasl OmankoB. CocrtaB OnaHka, MOPSAAOK
pacmoIoXKeHUs] peKBU3UTOB B OyiaHke. biaHKK ¢ YITIOBBIM M IIEHTPOBAaHHBIM PACIIONOKEHHEM
pexBusuToB. [IpaBuia KoHCTpyHpoBaHus OinaHKa. braHku ¢ m300pakeHHEM TOCyAapCTBEHHOTO
repba u repba cyObekTa deaeparum.

Tema S. TexHOJIOIMH PEerucTPaAlM U KOHTPOJISA HCIIOJHEHHUS JOKYMEHTOB

Henn wu 3amaun co3gaHusl KaHIENSAPUU B OpraHu3anuu. Jlemonpous3BOICTBEHHBIE
orepalnuu, Mpou3BOAMMBIE B KaHlensapuu. [lepBuunas ob6paboTka qokyMmeHTa. Perucrpanus u
WHJEKCHUpoBaHue JokymeHTa. I[loBropHass oOpaboTka mokymeHTta. CrpaBodHasi paboTa IO
JNOKyMeHTaM. Tekyiiee XpaHEHHE JIOKYMEHTOB. PexxuM pa®oThl KaHUENspUM Ha MpHUMEpe
TaMOXeHHOTO  oprana. Cnenuduka  00paOOTKM  TPABUTEIHCTBEHHOH W CPOYHOM
KOPPECIIOHICHINH.

Henun peructpauuu JOKYMEHTOB B opraHuzanuu. CocCTaBisIONUe MPOLETypHI
peructparuu. Iloctpoenne HWIIC mo poxkymentam. Tpu tuma UIIC. Kpurepum BbiOopa
ontumanibHOM UIIC nokymenToB opranuzanuu. COCTaBISIIOIIAE KOHTPOJISI HUCIOJTHEHHS
nokyMmeHTa. Cuctema KOHTpOJISI HMCIHOJHEHUS JNOKyMEHTAa. KOHTpOJIb CpPOKOB HCIIOIHEHUS
nokymeHnTa. KoHTponb kauecTBa UCHOTHEHHUS OoKyMmeHTa. KoOHTposibHas rpynma Kak 4acTh
ciyx0561 JIOY. OyHKIINN KOHTPOJIBHOM TPYIIIIHI.

Tema 6. Opranusanus padéoTbl ¢ JUYHBIMHM OOpPALECHHUSIMH T'Pa’KIaH B OPraHbI
BJIACTH M YNIPaBJIEHUSI

Hcrtopusi pa3paboTKH 3aKOHOAATETHLHO-HOPMATUBHOW 0a3bl Mo paboTe ¢ JIMYHBIMU
oOpallleHUsIMU TpakJaH B pa3fuyHble WHCTAHIMH. [IpueMHas mo au4HbIM Bompocam. JInyHbie
oOpaileHusi TpaKIaH B WHCTAHIUU - CHelUUIecKue JTOKyMeHTooOpa3zoBaHUs. OcoOeHHOCTH
JIETIOTIPON3BOJICTBEHHOM 00paObOTKHM JTMYHBIX OOpAIIeHU TpakKIaH B MHCTAHIIMH. TpeOoBaHMs K
paboTe ¢ TUUHBIMU OOpalleHUsIMU TpaxkaaH. Turbl TUYHBIX oOpamieHuil. Jlnunsle oOpameHus
rpakJaH B OpraHbl BJacTH U YHpPaBIeHUS Kak (akTop 0OpaTHOM CBA3M MEXy YIpaBIsiouieil u
YIIPABIISIEMOM CUCTEMaMU.

Tema 7. Opranamsanus cayxb6oii JIOY Texkymero XxpaHeHusi JAOKYMEHTOB.
ITocTpoeHne HOMEHKJIATYPBI AeJl. ADXHBHOE XPAHEHHE JOKYMEHTOB

CucteMHOe XpaHEHHE TOKYMEHTOB - 00s3aTeIbHOe TpeOOBaHNE PallMOHAIBLHON pabOThI €
JOKYMEHTaMHU B opraHuzauuu. Jleao - mNepBUYHBIM JOKYMEHTHBIM KomIuiekc. [lpu3Haku
3aBeieHus Jen. TexHoyorus co3JaHus HOMEHKIATYphbl 1l B opraHu3anuu. HoMeHKnaTypsl
TUIIOBBIE, IPUMEPHBIE U KOHKpeTHbIE. Benenne HomeHknarypsl aen. CTpyKTypa HOMEHKIATypbl
nen. HomeHkiatypa aen - TOKyMeHT, 00€CTICUHBAIOIIHNIA PAllHOHATBHBINA JOKYMEHTOOO0POT.

NudpopmanoHHblE TMOTOKH, HWH(MOPMALMOHHBIE MAacCHUBBI. 3aKOHbl HAKOIUICHUS
uHpopmanuu B oOmecTBe. 3akoH Mardes Mo OTHOIICHHIO K HAKOIUICHWIO HH(OpMAanu B
couunyme. @oHx - cucTeMaTU3UPOBAHHBIA MaccuB. THNBI MHPOPMALMOHHBIX MACCUBOB: APXUB,
My3ei, Oubnmoreka. MIX cXo/CcTBa U pa3muyus.



BenoMcTBeHHBIH apXuB B OpraHu3aiy - THPOpMaMoHHbIN (o, OpraHu3aiys apxusa
B YUPEKICHUU. TeXHOJIOTHs CIMCaHUsl OTPaO0TaHHBIX JOKYMEHTOB Ha apXMBHOE XpaHEHHE WIIH
Ha YHUYTOXXEHHE. DKCHepTH3a LEHHOCTH JOKyMeHTa. HekoTopble OCOOEHHOCTH apXHUBHOTO
XpaHeHHUs. JOKyMeHTOB. CrpaBOYHO-MH(OpPMALMOHHAs paboTa apxuBa. ApXHBHas CIIPaBKa,
apxuBHast Konus U T.1. KyapTypHO-TIpocBeTHTENbCKAs paboTa apXHBa.

Tema 8. JInHrBucTHYECKHE 0COOEHHOCTH TEKCTA JOKYMEHTA.

OcobenHocTr OQUITUATBLHO-IETIOBOTO CTHJIA. JIEKCMYECKHEe OCOOCHHOCTH JOKYMEHTA,
CHUHTAKCHUYCCKUC OC06CHHOCTI/I I[OKYMGHTa. KyJILTypa peqH B I[OKYMCHT€I HUCIIOJIB30BAHUEC
PaCIICTUICHHBIX ~ CKa3yeMbIX, HECKJIOHSIEMBIX CYIICCTBUTEIBHBIX, KOCBEHHBIX MaJeKei
KOJIMYCCTBCHHBIX YUCIUTCIbHBIX U T.II. TI/IHI/I‘-IHBIC OH_II/IGKI/I B TEKCTax [[OKYMCHTOB. CHOCO6BI
W3JIOKEHUSI MaTepuana B okyMmeHTax. OCHOBHBIE TPEOOBaHUS K TEKCTY JOKYMEHTa -TOYHOCTbD,
SICHOCTb, JAKOHU3M (hOPMYIIUPOBOK.

JlokazarenbcTBO B JOoKymMeHTe. Cxema JToka3aTenbCTBa. 1peOOBaHMS K JOKA3aTeIbCTBY.
Jlornueckue OWMOKM B JIOKa3aTeNbCTBaX. PeJakTHpOBaHWE apryMEHTAaTHBHBIX TEKCTOB.
Onpenenenne B nokymeHnte. Cxema ompenaeneHus. TpeboBanus K ompeneneHuto. Jlornueckue
omMOKH B omnpeseneHusax. PenaktupoBanue onpeneneHuil. Jtamnbl pelakTUPOBaHUS JOKYMEHTA.
Hcrnonp30BaHne KOPPEKTYPHBIX 3HAKOB MPU PEAAKTUPOBAHUHN JOKYMEHTOB.

Ha  camocrostensHyro  paboty  cryaentoB 1o  jaucnurummae  b1.B.JIB.2.1
«JlOKYMEHTOBEIEHNE) BBIHOCATCS CIEAYIOIINE TEMBI:
Ne Ounas 3aouHas
Tema Bonpocsl, BeiHocuMbie Ha CPC
n/n ¢opma dopma
1 2 3 4 5
1 | JokyMmeHTOBeaEHUE KaK
obnactb  sHammit 0 Pasputue nemompousBoactBa B Poccun. CrocoOb
3aKOHOMEPHOCTSX 5 0 T
Coamammn zOKyMeHToB, | CNTHMH3ALIE POCTA JOKYMEHTO000pOTa.
[Tpobaembl pocta
JIOKyMEHTO000pOTa
2 | ICnoy. YCOPL. Tpu cmocoba yHudUKauu Tekcra: Tpadaper,
yinguranus, ankera, Tabmuma. TpebGoammst K  Tpadaper
(dhopmanm3zarus, ’ . p papapery. (0] T
CTAHAAPTH3ALHS TpeboBanus k ankete. TpeboBaHus K TabIUIIE.
JIOKYMEHTA
3 | Opranmzamus cinyx0sl | Bugsl u ¢pyakumn ciyx6 IOV B opranmzanusx o
J0Y O
4 | ®opmyns
PMYIAP OcoOcHHOCTH  O(QOPMIICHHS  OTHCJBHBIX  BHUJIOB
COBPEMEHHOI0 C3
JTOKYMEHTOB 0, C3
YIPaBICHYECKOTO
JIOKyMEHTa
Tekymee XpaHeHHE MOKYMEHTOB. Pexum paboTHI
5 TexHonoruu ym P AOKY p
KaHIEISIPUA Ha TpHMEpe TaMOXXEHHOTo OpraHa.
perucTpanuu u .
Criermndrka 00pabOTKH CPOIHON KOPPECIIOHICHIINH. (0] O
KOHTPOJISI UCIIOJHECHUS
JTOKYMEHTOB
6 | Opranmsaums paGotst ¢ | JIMUHBIC OOpamienns rpaxjgaH B HWHCTAHUMK -
JTUYHBIMA cnenuduyeckue JIOKYMEHTOOOPa30BaHMUsL.
o0palleHuAMH TpaxaaH | OcoOEHHOCTH JAEIONPOM3BOACTBEHHON 06paboTKH O 0
B Opramel BIACTH H | npuyppix 0OpalieHUil rpakJaH B UHCTAHIINY.
yIpaBIICHUS
7 | Opranuzanus ciayx)00i
J10Y TEKYIIETO
XpaHeHnus JOKyMmeHToB. | Jl€no, HOMeHKIaTypa aen. BeneHne HOMEHKIATypEI
IMoctpoenue nen. CTpyKTypa HOMEHKJIATypBI JCII. 0O C3
HOMEHKJIATYPBI eI
ApXuUBHOE  XpaHCHHE
JTOKYMEHTOB




8 S3BIKOBEIE (HOPMYITBI OHUITHATHEHO-IEIOBOTO CTHIIS.
JIuHrBucTHyeckue
Tunuaaple rpaMMaTHYeCKie KOHCTPYKITUHI
0COOEHHOCTH TEKCTa O, T O.T
- b
JIOKYMeHTa 0oHUIHATEHO-IETIOBOTO CTHIIA

MarepuaJibl TEKYIIEr0 KOHTPOJISl YCIEBAeMOCTH 00y4al0IMXcs U (DOH/I OLeHOYHBIX
CPeACTB MO JIMCUMILIUHE

4.1. ®opMbl M MeETOAbI TEKYLIEI0 KOHTPOJISI YCIEeBAEMOCTH M IPOMEKYTOYHOM
aTTecTaluu.

4.1.1. B xome peamuzauun aucuumivasl  bl1.B.JIB.2.1  «/lokymeHTOBeneHUE»
I/ICHOHLByIOTCSI CHGILYIOH_II/IC (bOpMBI n METOAbI TCKYH_ICFO KOHTpOJIH yCHeBaeMOCTI/I
00yJaronumxcs:

MeTtoabl TEKyIero KOHTpPoJasd

Ne ni/m HaumeHoBaHue TeM (pa3iesioB)
ycneBaeMoOCTH

JlokyMeHTOBeIcHHE Kak 00JacTh 3HAHUM O 3aKOHOMEPHOCTSIX

Tema 1 VYcrHbli onpoc
co37aHus TOKYMEHTOB. [IpobieMbl pocTa JOKyMEeHTO000pOoTa
rcaoy. YCOPU. Yauduxanus OpMaTA3aIIs .

Tema 2 A A urarms, bop T YceTHbIN ompoc
CTaHJapTH3aIMs JOKYMEHTA

Tema 3 Opranuzanus ciysx0s1 IOY YcTHblii onpoc

YcTHBIN onpoc, CUTYallMOHHbIE
Tema 4 DopMyIISIp COBPEMEHHOTO YIIPaBICHICCKOTO TOKYMEHTA sanas

TexHomoruu perucrpanuu u KOHTPOJIA HCIIOJIHCHUA

Tema 5 VYeTHbll onpoc
JIOKYMEHTOB
Opranuzanust paboTbl C JIMYHBIMH OOpaICHUSAMH TpakaaH B .

Tema 6 P A p patl P VYerHbl onpoc
OpraHbl BIACTH U yNIPABICHHUS
Opranmzanus ciayx06oit IOV Tekyiero XxpaHeHHs! JOKYMEHTOB.

Tema 7 ITocTpoeHne HOMEHKIATypbl Jel. ApXUBHOE XpaHEHHE VYcerHslii onpoc
JIOKYMEHTOB

Tema 8 JIuHTBHUCTHYECKHE 0COOCHHOCTH TEKCTa JOKYMEHTa YcTHBIHM 0npoc, TECTUPOBAHUE

4.1.2. TlpomexxyTouHasi aTTecTalMs MPOBOAMTCS B (opMe 3aueTa METOIOM YCTHOTO
ompoca 1Mo NePevHIo MPUMEPHBIX BOMPOCOB M3 11.4.3.

K cnade 3auera 1no AMCHUIUIMHE JOIYCKAIOTCS CTYAEHTHI, NOJIyYMBIINE HE MeHbIle 60
OalioB mpu TekymieW arrectanuu. lIpW MOATOTOBKE K 3a4eTy CTYAEHT BHHUMATEIHHO
IPOCMAaTPHUBAET BOMPOCH], NPEAYCMOTpEHHBbIE pabouell mporpaMMoil, U 3HAKOMHUTbCA C
PEKOMEH/IOBAaHHOW OCHOBHOM JuTepaTypoil. OCHOBOW ISl Claud 3aueTa CTYJECHTOM SIBIISETCS
M3y4eHHE KOHCIEKTOB OO30pHBIX JIEKIUH, MPOCIYIIaHHbIX B T€UEHUE ceMecTpa, HHGopManus,
NOJIy4YEeHHAs! B pe3yJbTaTe CaMOCTOATENBHOM pabOThl, M MPAKTUYECKHE HABBIKH, OCBOCHHBIE MTPH
PELIEHUHN CUTYallMOHHBIX 33/a4 B TEUEHUE CEMECTpA.

[Tpu HEOOXOIMMOCTH TPEAYCMaTPUBACTCS YBEIMUCHUE BPEMEHH Ha MOJTOTOBKY K 3a4ETYy,
a TaKXke IMPeAOoCTABISIETCS TOMOJHUTEIRHOE BpeMsl I MOJATOTOBKM OTBETa Ha 3auére.
[Iponienypa mpoBeneHUs] MPOMEKYTOYHOM arTecTaluy A OOyJaromuXcsi ¢ OrpaHUYCHHBIMH
BO3MOXKHOCTSIMH  37I0OPOBbSi U OOYYalOIIMXCS HWHBAJIMJIOB YCTAaHABIMBAETCA C Yy4ETOM
UH/IMBUAYAIBHBIX TICUXO(QHU3NUECKUX OcoOeHHOCTeH. IIpoMexyTouHass arrecTanus MOXKET
IIPOBOJAUTHCS B HECKOJIBKO JTAIlOB.

4.2. MarepuaJjibl TeKyLIero KOHTPOJISA YCIIeBAeMOCTH.

Tema 1. JlokymMeHTOBeJeHNE KaK 00/1aCTh 3HAHMI O 3aKOHOMEPHOCTSX CO3AaHMS
n0KyMeHTOB. [Ipo0JieMbl pocTa JOKYMEeHT0000pOTA

Bonpocel ycTHOro onpoca:

1. UcTopus pazBuTus nenonpousBoctsa B Poccun.

2. CoBpeMeHHbIE TEHACHIIUN Pa3BUTHSI JOKYMEHTOO0O0pOTA.

3. OOBEKTHBHBIC M CYOBEKTHBHBIC TPUUYMHBI POCTA JJOKYMEHTOOOOpOTA.

4. CriocoObl COKpalieHus JOKYMEHTO000pOTa B OpraHU3aliH.




Tema 2. T'CAOY. YCOP/IA. Yuuduxkanusi, ¢dopMaim3anus, CTAHAAPTH3ALUS
AOKYMEHTAa

Bonpocel 1J1s ycTHOro onpoca:

1. Conepxanue noHATUH “yHUpUKaMs’, ’cTaHaapTU3anus”’, ~’popmanuzaus’.

2. Yaudukanus TekcTa JOKyMEHTa: aHKeTa, Tpadaper, Tadnuia.

3. Tpadaper kak cmocod yHu(pHUKAIUK TEKCTa JOKYMEHTA

4. Anketa Kak crocod yHU(UKALUU TeKCTa TOKyMEHTa

5. Tabnwuia kak cmocod yHu(HuKauu TeKCTa TOKyMEHTa

Tema 3. Opranuszanus cay:xon1 JJOY

Bonpocel 11 ycTHOro onpoca:

1. Cinyx6a TOKyMEHTAallMOHHOTO 0OecTieyeH s YIIPaBJIeHUsI B OpraHU3auu
2. lenp u 3anaun cozganus ciyxxost JJOY

3. ®yaknum cnyxos JJOY

4. Tunsl cnyx0 JIOY B pa3auuHbIX OpraHU3alusix

Tema 4. ®opmyJisip COBPEMEHHOTI'0 YIIPABJIEHYECKOI0 JOKYMEHTA
Bonpocsl a5 yeTHOro onpoca:

1. OcHOBHBIE BH/IbI OPTaHU3ALMOHHO-PACTIOPSIUTENBHBIX JOKYMEHTOB.
2. [Tpukasbl: BUIbl, PEKBU3UTHBIN COCTAB

3. I[IpoTokosl

4. CopaBku

4. City>)xeOHBbIE U O0BSCHUTEIBHBIE 3aTTUCKU

CuTryanuoHHbIE 321241
CTyaeHTbl CaMOCTOSITEIPHO TOTOBST JOKYMEHTBI, HCIIOJIb3YEMbI€ B YIIPaBICHUYECKOM
npaktuke. [1oIroToBIeHHbIE JOKYMEHTBHI OOCYKIAlOTCs B Tpymie. Pe3ynbTaThl: moiydyeHHe
HOBBIX 3HaHHfI, COBepH_IeHCTBOBaHI/Ie KOMMyHI/IKaTI/IBHbIX HaBBIKOB, paBBI/ITI/Ie HAaBBIKOB BCICHUS
COCTAaBJICHUS I[OKyMeHTOB.

TEMA: ITIPUKA3
CoctaButh u OGOpPMHTH TMPHKA3bl IO OCHOBHOHM JEATENFHOCTH, HEOOXOAWUMBIE B YyKa3aHHBIX
YIPaBICHYECKUX CUTYaIUSX.

Cumyayun 1. Komnerus PAO «['aznmpom» moctanoBieHreM Ne 12 ot 27 sHBaps Tekymero roga «O
JMKBUJALMN TIOCIEACTBUH aBapuM Ha rasomposope B I. Cypryre» NOpydmia I10JIBEIOMCTBEHHBIM
NPEATPUATHSIM, 0OCITY>KUBAIOLINM Ta30TPOBOJ «MHup», MPOBECTH MPOBEPKY SKCILTYaTAlIHOHHBIX paboT H
YCTaHOBHUTH MPUYMHEI aBAPHH.

I'eHepanbHBIN AUPEKTOp TOCYAapCTBEHHOTO Mpeanpusatus «Opraneproras» (. Cypryr) Bacunses B.C.
28 sHBaps TEKyIero roxa m3aai mpuka3 Ne 18, B koTopoM HazHauw ¢ 29 stHBaps 10 3 (GeBpaist mpoBecTH
MPOBEPKY JKCIUTyaTallMy y4yacTKa raszonpoBoaa. OH MOpYy4YMJ KOMHCCHMHM BBISIBUTH TPUYMHBI aBapUU H
pa3paboTaTh NpPEUIOKEHHS 10 MX JUKBUAAIMH. Pe3ynbTaThl paboThl KOMHCCHH O(OPMHTH B akTe K 4
dhespa.

B cocraB xomuccum Bouutn TiaBHbIA uHkeHep Jlenko M.H. (mpencesatens kommuccuu), CTapiimid
Mactep yuactka CumakoB A.Il. u umxenep-texnonor VeanoB JIL.U. [lpoekT mpukasza ObLT 3aBH3UPOBAaH
HayaJIbHUKOM OT/IeJIa OXPaHbI TPpya U TeXHUKH Oe3onacHocTH JIyraHoBbiM C.O.

Cumyayusa 2. Tlo nmnany pabotel Ha Tekymmi roa Jemaprament oOpasoBanusi [IpaButensctBa MOCKBBI
JIOJDKEH TIPOBECTH 3aHATHSI 1O MOBBIMICHHUIO KBATM(HKALMN KypaTOPOB MYHUIIUIATIGHBIX IIKOJIBHBIX OKPYTOB
Ha TeMy: «[IpoOiieMsl yripaBiieHus! yUpexIeHUSIMU 00pa30BaHUs B YCIOBUSIX PHIHOYHOM SKOHOMUKID.



JenapraMeHT MOPYYHI MOAYMHEHHOMY eMy MOCKOBCKOMY WHCTHUTYTY TMOBBIIICHHS KBATU(QHUKAIIMN
pabotarkoB o6pazoBanus (MUIIKPO) oprann3oBaTh Takoe 00yUeHHE.

TEMA: TIPOTOKOJI
CoctaButh ¥  OGOPMHTH  TPOTOKOJNBI, HEOOXOMUMBIE B  CIECOYIONIMX YIPABICHUSCKUX
CUTYaIHsX:

Cumyayusa 1. 15 ceHTsaOps TEKyIIero y4e0HOro rofa COCTOSIIACh CTyACHUYECKAs HaydHas KOH(pEPEHITHS
(bakynpTeTa YHpaBicHUs, HA KOTOPOW NMPHCYTCTBOBAIM MPEIOAABATEIN W ACIIUPAHTHI PaKyabTeTa (BCEro
85 uenosek). Ilporokon Bena wmHcmekTop yueOHoit wactu CemenoBa T.C. Koudepenuus Obina
MOCBSIIIEHa TTPOOIeMaM U3yUYeHHs TEKCTOBOTO JJOKYMEHTHPOBaHMs. JIOKIIaa Ha 3Ty TeMy Clienaa CTyJeHTKa
3 xypca gaeBHoro oTneneHus CemenoBa E.K. 3agaBanucy BOmpockl 0 BpeMeHH MOSBICHUS TMChbMEHHOCTH
Y U3BECTHBIX TIEPBBIX PYKOTIUCHBIX JIOKYMEHTAX.

B ob6cyxmeHnn mokiana MpUHSIIN y9acTHe Tpoe ydacTHHKOB koH(pepenmmu. Ilerpos JI.K., cTyment 4
Kypca JHEBHOTO OTHENICHWs, BBICKA3all COMHEHHE, MOXHO JIH HCTOPHIO IMHUCHMEHHOCTH HAYHMHATH C
JIOHA4YepTaIbHOTO crocoba mepemaun wuHpopMarmu? Bropeim BeicTymun acnupanT Kys3emun JLB.,
OTMETHBIINI YETKOCTh M3JI0KEHHSI MaTepraa JOKIaJ9UKOM, TOYHOE ONpe/IeNIeHHe UM HCTOPHYECKHNX PaMOK
Ka)XIIOTO JTama pa3BUTHA NHChbMEHHOCTH. OH TOMYEepKHYN aKTyallbHOCTh H3YYeHHS OCOOEHHOCTEH
MPUMEHEHHST TMUKTOrpa)Uueckoro TNHChMa B COBPEMEHHBIX YCIOBMSX TIiepefaud wuH(popMarmu. B
BeicTyruicann Akumoa [.C., crymeHta 3 Kypca JHEBHOTO OTICNCHHS, OBUIO TOAYCPKHYTO 3HAUCHUC
HU3YUYEHUS APEBHEUIIINX JOKYMEHTOB, B TIEPBYIO OUepe/ib TOKYMEHTOB JpeBHei Pycu.

Ha xondepenimm ObU1o caenano Tarke ocoboe cooOLIeHHne acmupaHTa Kaeapbl JOKYMEHTOBEICHUS
CumopoBa A.K. o cocraBe pykommceir Kympanckoi oOmuHbL B cooOmieHnn ObUTO yAEICHO BHUMAaHUC
ycTaBy OOIIMHBI - JOKYMEHTY O CTPYKTYpPE, COLIMATIbHOM CTPOE, UACOIOTHIECKHUX MPEJCTABICHHUIX U 00
OpraHU3aIH YIIPABICHUSL.

Beut 3amaH BOIpOC, Kak MOTIIM COYETAThCS JIEMOKPATHYECKUE TPUHIIMITEI OPraHWU3aIMy OOIIUHEI
(meMokparuueckas Iporeaypa n30paHus TOHKHOCTHBIX JIUI]) CO CTPOTUM JUCIUTUTMHAPHBIM YCTABOM. .

Wrorn auckyccun 6pTn moaBeneHs! [Ipencenatenem - 3aMecTUTENEM JIeKaHa 10 HAYYHOH paboTe
Bsnogoit JI.LW. Ona roBopuiia 0 3HaYCHUU U3YYCHUS UCTOPUM MUCHbMEHHOCTH JJIsl IOHUMAHUS POJIH
JIOKYMEHTa U OOIIECTBCHHOW J>XH3HH, O HEOOXOAMMOCTH OpraHU3allid U TPOBEICHUS IMOJTO0HBIX
koH(pepeHIui cunamu Beex kadeap dakynprera.

brimo permeno oqoOpuTh HAYIHBIN MOKIAT M OTMETHTh €T0 BRICOKUU HAYYHBIH YPOBEHB, IPOCUTH
JIeKaHAT BKJIFOYUTh TEKCT JOKJIaja U COOOIIEeHUs U COOPHUK HAyYHBIX TPYIOB (PaKyIbTeTa, IOPYIUTh
npejceaaTento KOHQEepeHIMN COo3JaTh IMOCTOSHHBIM OPTKOMHTET HO OpraHW3alid U TPOBEJCHHIO
HAayJIHBIX CTYJICHUCCKUX KOH(GEpeHIHA K 1 OKTIOps TEKyIIero roaa.

Cumyayus 2. 22 Hos0ps TeKyllero TrojJa COCTOSJIOCh YETBEPTOE 3aceJaHHe IIPaBIICHUS
aKIMOHEPHOTO 001IecTBa «DHEepromamicuopt». OOCyKIaanuch BOIPOCH 0 TTOCTAaBKE 3a pyOek TypOuH,
KEJIE3HOJOPOKHOTO 000pPYyNOBaHUS, IMOABUKHOTO COCTaBa W 00 OpraHM3alMd BTOPOTO BBIMTYCKa
akmmii. C cooOlIeHneM 00 SKCIOPTE BBICTYNMUJ TPEACENATeNh MPABIICHUS - TeHEPaIbHBIA JAUPEKTOP
[Totamor 1.0O. On mepeunciani 3aKI0UeHHBIE 00IIIeCTBOM KOHTPAKTH Ha MIOCTaBKy TypOuH B Kanany u
YKEJIEe3HOI0OPOKHOTO 000PYAOBAHMS U MOABIXKHOTO COCTaBa B cTpaHbl JlaTnHckoi Amepukn. HazBan
TaK)Xe¢ KOHTPAKThl Ha IMOCTAaBKY OOOpymOBaHUS Ui 3JeKTpocTraHiud B Mekcuke, ['penuu,
Aprentrre. OOIIECTBO 3aKOHYMJIO MOHTaX TypOWH aecsATH OJIOKOB »ieKTpocTaHmuu W Kwurae,
Y9acTBOBAJO B CTPOUTENHCTBE TyHHeNs o Jla-Manmiem (IOCTaBiIsio METAITIOKOHCTPYKIMH). UneHbI
MPaBJICHUS 3a/Ialli BOIMPOCHI, BEIACPKUBAIOT JIM POCCHUHCKHE TOBAphl KOHKYPEHIIUIO HA MHPOBOM
PBIHKE, €CTh JIM IPOOJIEMBI B TIOI0OPE KaPOB CICIIUATUCTOB.

B otBere Ha mepBBIH BOmpOC TMpeacemaTedb MpaBICHUS TMOTYEPKHYJ, UYTO TSKEI0e
000pyJIOBaHUE  TOJNB3YEeTCS  YCTOWYMBHEIM ~ CIIPOCOM 332  pyOEXKOM, B  MPUHIUIE  OHO
KOHKYPEHTOCIIOCOOHO Ia MHPOBOM pBIHKE, TMpaBia, B HEKOTOPBIX CIIy4asx HYKJIAeTCS B
YCOBEPILIEHCTBOBAHUIS.

O mpobremMe KaJIpoB mpeaceaaTeNb MPaBIeHUs CKa3all, 9YTO COTPYAHUKHU OOIIECTBA UMEIOT OIIBIT
paboThl B MPOMBINICHHOCTH ¥ BO BHEIIHEH TOPrOBJIC M, KaK MPaBWIO, UMEIOT JBa 0Opa30BaHHS -
TEXHUYECKOE H BBICIICE KOMMEPUYECKOE.

I[To BTOpOMY BONpOCY MHOBECTKHM IHS (HUHAHCOBBIH aupekTop obmecTtBa Hukomaes I1.H.
BBICTYIIUJI C COOOIIEHHWEM 00 OpraHU3alud BTOPOTO BbIMycka akiuu OH OTMETHII, YTO KaXIIbId



aKIMOHEp 3aMHTEPECOBaH B TOM, YTOOBl BIOXEHHBIE ACHBI'M NPUHOCWIH TpHObUTH [loaToMy
OONBIIMHCTBO CYUTAET, YTO CPEACTBA I[eecO000pa3HO BIOXHUTH B Pa3BHTHE AKIMOHEPHOTO
o0IIecTBa, a UMEHHO B BBINIYCK aKI[UH.

Cumyayus 3. 20 Mas TeKyllero roja Ha 3aceJaHMd MECTHOTO KOMHTEeTa mpodcoro3
MunHCTEpCTBa CONMATLHON 3amUTE PO 00CyXIanmuch BOIPOCH OpraHU3AIliN OTIPABKU JASTCH Ha
OT/BIX ¥ BBIJICIICHUS CAHATOPHBIX MTyTEBOK COTPYIHUKAM MUHHCTEPCTBA.

brina 3acmymrana uHpopManus npeacenarens Mmectkoma [lnayruna I1.C. o Tom, 9T0 B Hroje merei
BBIBe3yT B IlogMockoBHBIN Jareps beikoBo B omHy cMeHy. COOp M OTHpaBKa JeTell Ha3HAuYeHHI Ha 6
utonst B 10 4acoB y IIaBHOTO BXOJla B 3JIaHWE MUHUCTEPCTBA. BeICcTynuBIMi wieH MecTkoma CHIOPOB
K.C. npemioxuit BeIICIUTh BEIOMCTBEHHBIC aBTOOYCHI, & HE 3aKa3bIBaTh UX B aBTOMAPKE.

O pacnpejieseHUU yTeBOK B caHaropuii «bepe3oBas polia» cienal cOOONMIEeHHE YJIEH MECTKOMA,
npejcenaTeb KOMUCCUU MO collcTpaxoBanuio ['nuceeB H.M.. KOTOpBI cka3an, 4To B CaHATOPUU
«OpOHHUPOBAHBI MUHHCTEPCTBOM 24 MECTa, YTO IMO3BOJUT YAOBICTBOPHTH MPOCHOBI BCEX HYXKJAIOUIUXCS
COTPYJHHUKOB, HAIMCABIIINX
3asBIICHUS.

MecTKOM peIIua BBIJICIUTh NYTEBKM B CAHATOPUM BCEM HYXKJAIOIIUMCSA B JICUCHHH
COTpYOHUKAM MHUHHUCTEPCTBA, HANHMCABIINM 3asBJIEHUS, a TaKKe MOPYYHI 3aMECTHUTEII0 MECTKOMa
KproukoByllO.cocTaBuTh CHHUCKH JeTed mo oTpsimaml() WiOHS W OpPraHW30BaTh HCIIOIB30BAaHUE
BEJIOMCTBCHHBIX aBTOOYCOB.

[IpoTokon 3acemanusa Bena ka3znaued HMzorosa B.C., Ha 3acegaHuum NPUCYTCTBOBAIU BCE
giersl MecTkoma - [Tmayrun I1.C., Cugopos K.C., Pactopryesa 1.C., Auapeesa M.K., Kproukos I1.0.

Cumyayusa 4. ®uznueckue nuna 3anecoB EBrenmii Anekcanaposud, Munakos bopuc bopucosny,
3anecoBa Banentuna Eroporna, IlleBapama Hwukomaii HukutoBnma m bornanoB Huxomnait MBanoBwud
CO3Mai  KOHCYJNBTaTHBHO-TIOCpeNHHYEcKoe mpennpuarne «MUI» ¢ ropuaumgeckuM craTycom
TOBApHUIIECTBA C OTPAHUYEHHON OTBETCTBEHHOCTHIO. [Ipennpusarue 3apeructpupoBaHo JIeHUHIpaaCcKUM
¢unuanoMm MOCKOBCKOH perHcTpallMOHHONW HamaTsl 7 ampeis TeKyllero roga mo aapecy: Mocksa,
yin. CmonsHas, 1. 17, kop. L.

10 anpens Ha 3aceJaHUM NMPABJIEHUS, COCTOSILETO UX YUPEAUTENEH, pacCMaTpUBAIIUCH BOIPOCHI
00 YTBEpXIEHHUH IUIaHa pPa3BEPTHIBAHUS NEATEIBLHOCTH NPEINPHUITHS Ha TEKYIIHA IO U O Ha3HAYCHUU
3amecoBa E.A. Ha mOMKHOCTH aupekTopa. HasHaueHme AMPEKTOpa COCTOSIIOCH CIWHOTIIACHO IO
npeaioxeHuo b.b.

3aneco E.A. cyen HeoOXOOUMBIM HauyaTh JEATEIBHOCTb NPENNPUSATHS C OKa3aHUs
KOMMEpYEeCKHX M MH(GOPMAIMOHHO-MOCPETHUIECKUX YCIYT IO JOTOBOpaM C IPOM3BOACTBEHHBIMHU
(bupMaMu 1 TIpeACTaBUIT MTOAPOOHBIH TIIaH.

Unen mpanenuss leBapaun H.H. Beickazanm MHeHHE O HEOOXOIMMOCTH BKIIOUHMTH B IUIaH
COBMECTHYIO ACATENBHOCTD C TYPUCTHUECKUMH pupMamMu T. MOCKBBI.

[IpaBneHre pemmnio IaH YTBEPIUTh U 3aCIyIIaTh OTYET O €T0 BBHIMONHEHUH |1 OoKkTa0ps. [IpoToxon
3acefaHus npasiaeHus noanucantud Munakos b.b. un 3aneco3aB.E.

Cumyayua 5. 8 WOIA TEKyImEro ToAa 3aMECTHTENb TeHEPATbHOTO ITUPEKTOpa X03pacdeTHOTO
oobemuuenns «lleHTp Hay4IHO-TEXHHYECKHX CBs3€» POCCHHCKOW TOPTOBO-TIPOMBINIICHHOW IanaThl
AxormoB P.C. ipoBen coBelanue pykoBOIUTENEH OTeaoB U ciryx0 (13 yemoBek) 00 OCHOBaHUH HOBBIX
MIPEICTaBUTENHCTB HHOPUPM B I. MOCKBe.

On nepeuncnun HazBaHus 10 ¢upM, BBHIPA3HBIIMX JKeJaHHE OTKPHITH CBOU INPEACTABUTEIHCTBA, U
Ha3BaJ YCIOBHUS 3aKJIIOYEHUS JOTOBOPOB - MPEAOCTABICHHUE KUIbS COTPYAHHKAM W MOMEIICHHUH MOA
TOPrOBBIE 3aJibl U OQUCHL. Peamu3anus 3THUX YCIOBHHA CACPKUBACTCS W3-32 OTCYTCTBHS CBOOOJHBIX
roMenieHnit B LleHTpe MexayHapomHO ToproBiau Ha KpacHompecHeHCKO# HabepeKHOM.

Ha Bompoc, kakue 00s3aTensCTBa JOIDKHO B3ATh Ha ce0s o0beauHenne, AxkoroB P.C. oTBeTwmi, uto
OHO MOXET PEUIUTh BOMPOCH MPOCKTUPOBAHUS, OPraHU3AlMH PEMOHTHO-PECTaBPAIlMOHHEIX PaboT H
HOBOTO cTpouTenbcTBa. LleHTpanbHbId aJMUHUCTPATUBHBIA OKpPYTr T'. MOCKBBI BBIJICIHMII HEXWUIIbIE
MOMEIICHUSI U yYacTOK 3€MJH ISl CTPOUTEIHCTBA OOBEKTOB CEPBHCHOTO OOCIYXHBAHUS H
MPEJICTAaBUTEIILCTBA HHOPHUPM.

Ha comemraanu ObUTO pENICHO HAYaTh MOATOTOBKY K 3aKIIFOUEHUIO JIOTOBOPOB ¢ MHO(upMamu ¢ 1
CeHTSIOpsl TeKymiero roga (OTBETCTBEHHBIM - HAYallbHUK JOTOBOPHO-TPaBOBOTO oTAeida CHMOHOB
E.C), a x 15 utonst Bcem otenaM U ciyx0aMm o0ObeIMHEHUS pa3padboTaTh U MPEACTABUTh IUIAHBI U



HEOOXOIUMYI0O CMETHO-(MHAHCOBYIO JOKYMEHTALMI0 HA PEKOHCTPYKIHIO, CTPOHUTENBCTBO H
9KCIUTyaTalMIO 3aHUH U TOMEIIECHHUH C IPUBJICYEHHEM HHOCTPAHHBIX H POCCHICKUX HHBECTOPOB.

CoBemianye  NPOTOKOJIHPOBAJIOCH  CEKpEeTapeM  3aMECTHTENs TeHepajJbHOrO0  JAUPeKTopa
Tumodeesoit H.H.

Cumyauyua 6. Ha BTopom 3acemanmnu CoBeTa aupekTopoB CeBepo-BocTOYHOTO aKIMOHEPHOTO
kommepueckoro 6anka (CBAK-bank, r. Maranan, yn. [Iponerapckas, n. 25) 10 uroHs Tekymiero roga
o0cykmanach cTpaTerusi pa3BUTHs OaHKa BO BTOpoM moiyronmu. [IpeacemarenbcTBOBall Mpe3nIeHT
CBAK-banka f6mokoB C.C., mpucyrctBoBaB wieHsl CoBera ['omwapor ILL.H., ®umator C.IL.,
Jle6enen A.T'., XmeneBckuii 1.C.

Somoxor C.C. mpencTaBuin NPOSKT OOBCAUHEHHS TOJOBHOTO OaHKa M BCEX €ro (puinaioB B
EANHYI0 OPraHU3aIMOHHYI0 CHCTEMY, O0ECIIEUYeHHYI0 MOJIEMHON KOMITBIOTEPHOH CEThI0 M MOUTHBIMH
CpeICTBaMH CBSI3M, BKJIIOYasg CIOyTHUKOBYI. Enmnas wuHQOpManmuoHHAsh CHUCTeMa YCKOPHT
OCyILECTBICHHE BceX OaHKOBCKUX omepanuii. O0pa3yercs MOIIHBIH 0AaHKOBCKHN KOHUEPH, KOTOPBIN
MOXXET B3ATh Ha ce0i MHBECTHPOBAHHWE NPOMBINIJIEHHOCTH W HAYYHBIX IMPOEKTOB HE TOJBKO B
peruonax Ceepo-Bocrtoka, HO 1 B L{eHTpanbHOMi Poccun.

Bune-npesunent Oanka ['onuapoB II.H. cooOmmn, uro OankoBckas cuctema CBAK
yCTaHaBIMBAaeT KOHTaKT ¢ Owpkamu. [lpm yuactum ctpykryp CBAK-banka HemaBHO co3/IaHa
MexnyHnapomnHass OuWp)ka HE3aBUCHMOW HayKH, OPraHW3aTOPOM KOTOPOM BBICTYNIJI OIWH U3
yupenuteneit 6anka - JIura He3aBUCHMBIX YUCHBIX.

Hdupexrop puinana 6anka B r. XabapoBcke Muuypos H.II. roBopui o He0OOX0AMMOCTH y4acTUS
B Pa3BUTHUU KOMMEPYECKUX CTPYKTYp - MPEANPHUATHNA HOBBIX (opM coOCTBEHHOCTH W (DOHIOB, B
COCTaB yupeAHUTeNIed KOTOPBIX UMEET Npaiic BXOAUTH OaHK.

CoBeT JUPEKTOPOB PEIINI OPraHU30BaTh Pa3pabOTKy KOHIENIUHU CO31aHusI OaHKOBCKOI'O KOHIIEpHA
CBAK-banka (otBeTcTBeHHBIN - ipe3uaeHT S1610koB C.C.) k 1 aBrycra TeKymicro roja.
[IpoTokon 3acemanus Bena cexkperapb CoBeTa TUpeKTOPOB (110 JoJDKHOCTH) bada HoBa M.

Cumyayusa 7. 16 Mapta TEKyIIEro rojia COCTOSIIOCh BTOPOE 3acElaHue TPABJICHUS TOBAPHIIECTBA C
OTPaHUYECHHOW OTBETCTBEHHOCTHIO MaJIOro MpeanpusaTus «MedTay, TOCBSIIEHHOE YTBEPKICHHIO pa3mMepa
(honma 3apabOTHOM IIATHI ISl COCTABIICHUS IITATHOTO PACIIMCAHUS IPEIIPUITHS HA BTOPOU KBapTall.

I'napubiii Oyxrantep npennpustus CmupHoBa H.B. 3aunTtana mpoexT mITaTHOrO pacnucaHUs
1 000CHOBaIa MPOIEHT yBeaudeHUs (HOHIA 3apabOTHON IIIATHI.

Unen mpasnenus AntoHoB ['.C. Brickazascs 3a yBennueHnue (oHpaa 3apaboTHOH 1uaTel Ha 25% u
COOTBETCTBYIOIIIEE YBEIMUCHUE CTABOK JOKHOCTHBIX OKJIAJIOB.

Hupexrop mpeampusitus 3oinotapeB E.M. paccka3an o IutaHax W HamlpaBleHUSX NPpUOBIIH B (HOHI
Pa3BHUTHS NPEANPUITHI U BO3MOXHOCTH YBEJIMYHUTH (DOHJ 3apabOTHOH miaThl ToIbKO Ha 20%.

[IpaBienne pemmio yBenuuuTh (HOHI 3apa0dOTHOM IIaThl BO BTOPOM KBapTaje TEKYIEro roja Ha
20% v mOpYYUTH TUPEKTOPY YTBEPIAUTH IITATHOE PACITUCAHUEC TIPEATPHUSITUS.

Pemrenne ObUTO IPUHATO €MUHOTIIACHO BCeMHU WwieHaMmu npasiieans (3omotapeB E.M., Aaronos I'.C.,
Cenesnes W.I1., Sxosnes I1.T. u [Nankua M.M.).

[IpoTroxon mnoamucan mpencenarteneM npaBieHus 3omortapeBbiM E.M. u cekperapem (1o
noinkHOCcTH) Mutnnoit O. T

Cumyayusn 8. 23 OKTAOps TEKYIETO TOJla COCTOSIIOCh OYEPEHOE BOCHMOE 3ace/laHie KOMHCCUU
npu [IpaButenbcTBe MOCKBBI 1O KYJIBTYpe, HCKYCCTBY H OXpaHE HCTOPHUYECKOTO HACNEIHS O CyAb0e
MEMOPHAIBHBIX COOPY)KEHHI 3ITOXU TOTAIUTAPU3MA, PACIIOIOKECHHBIX B IIEHTPE MOCKBBI.

B cocTaBe koMuccHu Ha MOCTOSTHHON OCHOBE paboTaroT 25 4enoBeK, MpeIceaaTesieM sIBISCTCS
akagemuk Heznamos 3.B., cexperapem - npodeccop Cokomnos B.A.

Ha 3acemanmm mnpucytcTBoBaNM 21 UiIeH KOMHCCHH, a TakKe IPHUIIIANICHHBIE -3aMECTHTENh
HadaJIbHUKA TOCYAaPCTBCHHON MHCIICKIIUY OXPAaHBI TaAMSTHUKOB

TEMA: CIIPABKA
Cumyayusa 1. Jlns TpoBepKH BBHINOJTHEHWS IulaHa oOecnedyeHuss PoOCCHIICKOrO — areHTcTBa

MEKIYHAPOIHOTO COTPYAHUYECTBA W Pa3BUTHsSI KOHTOPCKOW MeOellbl0 W 000py/0BaHHMEM HadalbHUK
I'maBHOTO ympaBneHws MaTepuaibHO-TexHHYeckoe obecneueHus Cepermn B.I'. mopyumin riaBHOMY



Oyxrantepy ymnpapieHus Mapkosy Il JI. mpencTaBuTh CBeACHWS, JUIA KaKWX YIPABICHUN arcHTCTBA H
KaKue BHJIBI KOMIUIEKTOB MeOei 1 000pymoBaHMsI OBLTH 3aKyTIICHBI B | TI0JTY) OJTHH TEKYIIIETO Toja
HeoOxoqumMo ykazaTh Takke KOJMYECTBO KOMIUIEKTOB, HX CTOMMOCTH (B pyOJsiX M BajioTe),
MECTO YCTaHOBKH (HOMeEpa CITy>KEOHBIX TOMEIICHUH)
CaeneHus OBIIH MTPEICTABIICHBI 3 MO TEKYIIIETO Toa

Cumyayua 2. ]JIn91 TOArOTOBKM TOJOBOTO OT4YETa 3aMeCTUTeNh pyKoBomuTens J[lemapramenra
MIPOMBINIICHHOCTH M TOTpeOuTenhckoro  phiHKa [IpaButenmsctBa MockBel babwn W.C. mopyuwmn
BBIYMCIIUTENILHOMY [EHTpY (HadanbHUK UeHTpa - [lomoB JLM.) MOATOTOBHUTH CHpaBKy O HAJIMYMU U
MOTPeOHOCTH JeTIApTaAMEHTAa B BEIYUCITUTEIILHON TEXHUKE.

On moTpeboBal MPECTaBUTh JaHHbIE O (akTHdeckoM Hammuuu B Bl mammn exumoi ceprm DBM,
MaJIBIX BBIYMCIMTEIBHBIX MAaIlIWH, TEPCOHANBHBIX KOMITLIOTEPOB B CTPYKTYPHBIX TIOJPa3JelcHUSIX
JenapTaMeHTa, a TakKe O KOJUYECTBE BUIACOTCPMUHAIIOB W aBTOMATH3HPOBAHHBIX paboumx MecT
COTPYIHUKOB, CBA3aHHBIX ¢ BL] IMHUSMU CBA3HU.

BIl nomken ObUT TakKe MPEICTABUTh CBEICHUS O MOTPpeOHOCTH ammapata [J1aBka B IpHOOpeTeHUH
HOBBIX WM 3aMeHe ycTapeBmmx OBM Bcex THIIOB, a Takke HMOTPEOHOCTh B MPUOOPETCHHUH MarHUTHBIX
JIMCKOB, 6apa0aHOB 1 BHICOMATEPHANIOB JIJIsl 000PYIOBAHHS HOBBIX aBTOMATH3MPOBAHHBIX pAa0OIHX MECT

CBeneHus TOJDKHBI OBITH MPEICTABICHBI K 25 mexadps TEKyIero roa.

Cumyayusa 3. Kanuenspus Yupasienus nenamu [IpaButensctBa MockBel (HaganpHUK - Ocun I1.B.)
oOpaTuicst B KOHTOPY ONTOBOM Toproiu Ne 6 JlenapraMeHTa MPOMBIIUIEHHOCTH B MTOTPEOUTETBCKOTO
pPBIHKa C TPOCHOOW MOATOTOBHUTH CIPABKY O HAJIMYMU B KOHTOpE IJISl MPOAAXKU MO OE3HATMUYHOMY
pacdeTy cpefcTB OPI TeXHUKH, KOHTOPCKOI MeOelTl 1 000pyA0BaHUSL.

B crnpaBke HEOOXOAMMO COOOUUTH MapKHA M KOJIMYECTBO MHUINYIIUX MAIIWH, MUKPOKAJIbKYJISTOPOB,
YepTeKHOT0 000pyAOBaHUS, KOHTOPCKOH MeOelu, KalopudepoB, KaHIEIIPCKUX TPUHAIICKHOCTEH.

VYnpapnstoumii koutopoir Ne 6 demopo C.M. NOAroTOBWI M TNpeACTaBHI B OOLIMHA OTHEN BCIO
HUH(OPMALIKIO [T0 COCTOSIHUIO Ha 1 CEHTAOPS TEKYIIEro roja.

Cumyayus 4. Yupasnenue nenaMu MUHUCTEPCTBa TOIUIMBA U 3HepreTuku PO (Ynpasnsomuil qenamu -
Hcaes B.H.) mampaBmino B HUM «Kaydyk», MOTIAHSIONIMIACS MHHHUCTEPCTBY, IHCHMO C TIPOCKOOI
COOOIUTL CBENEHUS O COCTaBe W 00BEeME JOKYMEHTOOOOpOTa WHCTUTYTa 3a Tpomenmuid rox. [l
Ppa3paboTKy eMHOM CHCTEMBI JOKYMEHTAlIMOHHOTO 00ecriedeH s YIIPABJICHUS! B MUHHUCTEPCTBE TPEOOBATIOCH
TMPE/ICTaBUTH 110 COCTOSHUIO Ha | STHBaps TEKYIIIEro ro/ia CIeAYIONIYIO HHPOPMAIIHIO:

001t 00beM TOKYMEHTO000pOTa 3a TojI (TIOTydaeMble, OTIIPABISIEMbIC M BHYTPSCHHUE TOKYMEHTHI);

KOJIMYECTBO TOKYMEHTOB, OCTYIMBIINX U3 MUHUCTEPCTBA, B TOM YHCIIE TEX, Ha KOTOpBIE TpeOoBaICcsa
OTBET WJIM TIOATOTOBKA KAKMX-THO0 IPYrUX JOKYMEHTOB;

KOJIMYECTBO JTOKYMEHTOB, MOCTYIMUBIINX U3 APYTUX YUPEKICHUN U TPEANPHUATHI OTPACIH, B TOM
YHcIie TeX, Ha KOTOPbIE TPpeOOBaJICs OTBET;

KOJIMYECTBO JIOKYMEHTOB, IMOCTYIMUBIINX M3 APYTHUX YUPEKACHUN U OpraHM3aIWii, a TOM YKCIIC
TpeOOBaBIINX OTBETA,

KOJIMIECTBO TPEITIOKEHHUH, 3asBICHUH K Kajlo0 TpakIaH;
KOJIMYECTBO WHHIIMATHBHBIX OTHPABISIEMBIX JIOKYMCHTOB, KOJIHYECTBO W THPaX OCHOBHBIX BHJIOB
BHYTPEHHHX JIOKYMEHTOB (TIPUKa3bl, yKa3aHWs, WHCTPYKIINH, CIIPABKH, JOKIJIAJHBIE 3aITUCKH, TIPOTOKOJEI,
aKTBI).

[To nopydenuro pykoBoactBa HUUW Takas crpaBka ObUla MOJTrOTOBIICHA KaHICTSIPHEH MHCTUTYTA U
OTIpaBlicHa B MUHHUCTEPCTBO 3a MOANMCHIO 3amecTurens aupektopa Jlebenesa W.B. 10 stHBaps Tekyrero
roza.

Cumyayusa 5. Otnen pacnpefeneHus MOJOIBIX CHEIUAIMCTOB YTPaBICHUS KaIpoB MUHHUCTEpPCTBa
¢unancoB P® (mawampuHuk otmena - bopomoit E.M.) 3ampocun ®DUHAHCOBYIO aKaAeMHIO TIpU
[IpaBurensctBe P® moarotoButh WHPOPMALMIO O BBHIMOTHEHHH JIOTOBOPOB C MUHHCTEPCTBAMH,
BEJIOMCTBaMHU, TPESIPUATHSIMHI U OPraHU3AIUSIMUA O TIOATOTOBKE MOJIO/IBIX CIICIIHAIIMCTOB 32 IMOCICIHHE JIBa
roja.

MunuctepctBo  Opocwao K 10 CeHTAOps TEKyllero roja MpeACTaBUTh HMH(OPMALHIO,
(UKCUPYIOIYIO:



o0111ee KOJIMIEeCTBO JOTOBOPOB;
o0Imee KOJMMYECTBO BBIIYCKHUKOB, B TOM YHCJI€ TIO CIHENUAIBHOCTSM U CIICIHATA3aIIsIM;
KOJIMUYECTBO BBHIMMYCKHUKOB, HAMIPABIIIEMBIX Ha Pa0OTy IO paclpeAeiicHHI0, B TOM YHCIIE B TIOPSIIKE
BBITIOJTHEHUSI IOTOBOPOB.
* Jlo yka3aHMIO pEKTOpa aKaJeMUH CIpaBKa OblLTa MOATOTOBIEHAa M OTIIpaBlIeHa B MUHHCTEPCTBO
(hMHAHCOB 32 TIOJIITMUCHIO Hava IbHHUKA yrpaBieHus kaapoB Cemunaoit K.B.

Cumyayus 6. YaeOHO-MeTOAMUIECKOE ympaBieHne ['ocymapcTBeHHOro komurera PO mo oOpa3oBaHmIO
3armpocwio y MOCKOBCKOTO aBHAIIMOHHO-TEXHOJIOTHYECKOTO YHHBEPCHTETAa CBEICHHS O HAIWYAU H
3 PEKTUBHOCTH HCIOIB30BAHMUS CPEICTB BHIYUCITUTENbHOM TEXHUKH.

B muceMe yrpaBiieHre MPOCKIIO COOOIIUTE K 25 UFOHS TEKYILETo Tojia;

KOJIMYECTBO CIEMAbHBIX AUCIUICHHBIX KIIACCOB;

KOJIM4ecTBO yueOHbIX APMOoB;

KOJIMYECTBO YacOB MAILIMHHOTO BpPEeMEHH, Ucmonb3oBaHHOrO mist nposeaeHuss HUCKP, B Tom yncne
CTYJICHTaMU;

KOJMYECTBO YaCOB MAITMHHOTO BPEMEHH, UCIIOJIF30BAHHOTO B Y4eOHOM TPOIIECCE;

KOJIMYECTBO MIKOJIbHUKOB W ywammxcs IITY, oOywarommuxcst ocHOBaM HH(OpMAaTUKH Ha Oase
BBIYMCITUTENHFHON TEXHUKH BY3a.

Ho yxa3zaHuro pexTopa yHUBEpCHUTETa CIIPaBKa O HAJMYNH U UCTIONH30BAaHUHU CPEJICTB BBIYMCIUTEIHHON
TEXHUKH B TIPOIUIOM y4eOHOM Tofy Oblla MOATOTOBICHA M OTMpAaBieHa 3a MOANKMCHIO MPOPEKTOpa
YHUBEPCUTETA N0 HAYYHOU pabote mpodeccopa Macnosa H.IL

TEMA: 1OKJIIAIHAS 3ATIMCKA

CocTtaBuTh U 0GOPMHUTEL MOKJIATHBIC 3aIHUCKH, HEOOXOMUMEIC B CICAYIONIUX YIIPABICHICCKUX
CUTYaIusIX:

Cumyayusn 1. 20 UIOHS TEKyIIero roja 3aMECTUTEJb HadaJlbHUKA MPOU3BOJCTBEHHOTO
oObenuHeHNsT «MOCKOBCKas ropojcKkas TeiedoHHas ceTb» (MOAUMHICTCS MUHHUCTEPCTBY CBsI3u PD)
Hy6os I1.U. oOpatuics k HadanbHUKY CIEIMAIEHOTO yIPaBICHUS TEICPOHHON CBS3M MHUHHUCTEPCTBA
AxcenoBy I'.C. ¢ mpeaioxkeHUEM BBIICIHUTh NMPSAMbBIC NMPOBOJAa M Ha3HAYHUTHL Tele(OoHHBIE HOMEpa
HOBBIM a0OHEHTaM I10 JIOTOBOPAM.

Anpeca abonenTos: yi. Uexona, 1. 7 (KPOCC ATC - 295) u nep Cusues Bpaxkek, 1. 3 (KPOCC
ATC - 294),

Boienenne mpsMBIX TPOBOJOB HEOOXOIWMO JUIsl BKJIOYECHHS a0OHEHTOB B CETh JIAHHBIX
«Mudoren» ¢ 1 wurong Tekymero rojaa. IIpoexkThl IOrOBOPOB C aOOHEHTaMM IOATOTOBJICHBI H
COTJIaCOBaHBI ¢ | TaBHBIM IJIAHOBO-(UHAHCOBEIM yITpaBiieHHneM MuHHCTEpCTBa CBsizu PO,

Hoknannas 3anmucka 3apeructpupoBaHa 3a Ne 34 u B JeHb NOANUCAHUS U OTIpaBICHA B
MUHHUCTEPCTBO.

Cumyayusn 2. Ounuanel Mex0aHKOBCKOro oO0benuHeHus «TopOaHK», paclojOXKEHHBIC B
MockBe u MOCKOBCKOH o00yacTv, 3aJepKHUBAIOT IPEIACTABICHHE €XEMECSIIHBIX OTUYETHBIX
OyXTaJlTepCKUX JOKYMCHTOB.; WUIM MPEICTABIISIO UX C OT03aHueM Ha 4-5 guelt. Ilo aTol mpuumnHe
CBOJHBIC MECSYHBIE OTYCTHl O0BEAWHECHUE HampabiseT B lleHTpanpHbiii Oank P® Takxke ¢
HapylIeHHEeM yCTaHOBIIEHHBIX CPOKOB.

OunancoBerii aupektop «Topbanka» Jlomapes H.H. 12 wumioms Ttexymiero rojga B IOKJIATHOM
3aMUCKe MPEeMNIoKUI mpe3uieHTy 0anka ®emopoy M.O u3nate mpuka3o0 YCTaAaHOBICHHH €IHMHOTO
CpOKa MPEJICTABICHUS OTYETHBIX OYXTaITEPCKUX TOKYMEHTOB (28 4Mclia KaxIoro Mecsla) U O
BO3JIOKCHHUH TTEPCOHANBHONW OTBETCTBEHHOCTH 3a COOJIIOJICHHE 3TOTO CPOKa Ha TUPEKTOPOB (HHITHATIOB

Cumyayun 3. B MOCKOBCKOM HHCTHTYTE TMOBBILICHUS KBaMM(pHUKAUUH PaOOTHUKOB OOpa30BaHUs
[TpaBurensctBa MOCKBBI  CO3/aHBI TTOCTOSHHO —JIGHCTBYIOIIME KYypChl ITOBBIMICHUS KBaIH(UKAIUU
KypaTopoB MYHHUIIMIAIBHBIX INKOJBHBIX OKpYroB. Kypcel paboramm Ha NpHHIMIIE CaMOOKYTIAeMOCTH,
OZIHAKO B TEKyLIEM Y4YeOHOM TONy Uil MPOJOJDKEHUS] MX JAESTENbHOCTH HEOOXOAWMO JOMOJIHUTEIBHOE
¢uHaHCHpOBaHUE U3 OI0mXKeTa I. MOCKBBI.



Pextop wuHcTHTYTa, npodeccop Amoco B.B. obpatmiacs k pykoBoaurtenro JlemapTameHra
obpazoBanust Kozmnoit JI.H. ¢ mpocr6oit Beigemuts 10 MIH.pyO. U1 TOKBApTATLHOTO (hDMHAHCHPOBAHMS
JIEATETIHHOCTH KYPCOB B TEKYIIIEM YYCOHOM TOTy.

Cumyayua 4. I'naBupii Oyxrairep MOCKOBCKOTO KOMOWHATa I10 IIPOU3BOJICTBY MY3BIKATHHBIX
WHCTPYMEHTOB M MeOermn AHoxwHa JLH. 9 OKTS0ps Tekyimero roia mpoBejia ONEPaTHBHYIO IPOBEPKY
COCTOSTHUS y4eTa TOBAPHO-MaTePUATBHBIX ICHHOCTEH Ha CKJIa/IC JISTKOBOCILTAMEHSIFOIIIIXCS JKUIKOCTEH.

Efo ycTaHOBJI€HO, UTO IPUXOTHBIE U PACXOTHBIE TOKYMEHTHI HA CKJIA/Ie BeyTCsl HEOPEXKHO U CAAIOTCA B
OyXTaJITepHIO C OIO3IaHNEM Ha 5-6 THEH.

[pu npoBepke GakTHIECKOro HATMYKS MATEPHAIOB TI0 24 HAUMEHOBAHMSIM ObLIa YCTAHOBJICHA HEJ0CTa4ya
50 xr xnes [1IBA, 25 kr maka me6enpHoro 1 10 1. anetoHa. CocTaBiieHa BEIOMOCTh OCTATKOB PAaCXOHBIX
MaTepHaIoB Ha 2 JTUCTaX B 2 DK3EMILIIpax.

PesynbTaThl onepatuBHON mposepku 10 OKTSIOps Tekymiero rojga ObUTH OGOPMIICHBI B JOKJIAJTHOMN
3amKCKe, KOTOpas ¢ OJHUM SK3eMIUIIPOM BEIOMOCTH ObLIa HAIpaBjeHAa JUPEKTOPY KomOuHaTta JlaproHOBY
B.M.

Cumyayus 5. 3amectutens pykoBoautens [lemapramenTta BHemHuX cBsizeid IIpaBurennctBa MOCKBEI
Cypor II.C. cooOmmin mepBOMy 3aMECTHUTEIIO TPEeMbepa MPABUTEIHCTBA M0 KOMIUIEKCY COIHMAIBLHOMN
3ammTel Kopo6oBy B.A., uTo 15 CeHTAOps TeKyIero roja AemapTaMeHT MPOBEN MEPETOBOPhI ¢ hUpMOit
«Mepk» (benprusi) 00 accopTHMEHTE M pacueTHBIX IIeHaX Ha (apMaleBTHYECKYIO0 NPOAYKIIHIO,
npeyiaraeMyro Jjisl peanuzanysi B MOCKBE 10 COIMAIbHO HU3KHM LICHAM.

I1.C. CypoB npemnoxuin ONpenennTh, Kakue MyHHUIIMIIAIbHBIE allTeKd MOTYT CTaTh 0Oa30BBIMHU IS
peanuzanuu TOBapoB GUPMBI «MepK», U pa3pelInTh UM 3aKJIIOUYHTh MPSIMBIE JJOTOBOPHI O TTOCTaBKax
manbix naptuit (0,5 T) apmaneBradeckoil npoayKuuu ¢ 1 siHBapst CAEAYIOLIETro To/a.

Joxmamnas 3armicka 3a JI'2 24 O6pnia otnparieHa B IlpaButensctBo MOCKBEI 16 CEHTSIOPST TEKYIIIETO
roja.

Cumyayusn 6.B ynpaBieHuun KaapoB AKaJeMHUHM BHEIHEH TOProBauM MUHHCTEPCTBA
BHEITHUX SKOHOMHYECKHUX CBs3eil PD 0CBOOOMMIOCH MECTO MHCIIEKTOpA IO TIEPCOHAITY.

HavanpHuk ympaBnenuss VYBapoB JLII. XomaralicTByeT o0 mepeBoje CHeLHanNHCTa YydeOHO-
Mmetoandeckoro oraena CadonoBoir A.Il., okoHuuBIIEll B mpouuioM roxy (axyibTeT YHpaBICHUS
Poccuiickoro rocynapcTBEHHOIO T'YMaHHUTapHOI'O YHHUBEpCUTETa (CHELHAIU3ALUS - «YyIpaBICHHUE
MePCOHAIIOM»), Ha paboTy 1Mo cuernuaibHOCTH ¢ 10 ceHTIOps TEKyIIero roaa.

Hoxnaxnas 3anucka Ha uMms npopekropa akanemun [letposa WU.K. Obina cocraBnena 4 ceHtsops,
B TOT XK€ JIeHb 3aBU3MPOBaHA HAa4YaJbHUKOM yueOHO-MeTonuueckoro otraena Epoxuneim B.C. u 5
CEHTAOps IpeJcTaBleHa Ha PaCCMOTPEHUE

Cumyayun 7. B axuMoHEpHOH! CTpaxoBOW KOMHAHUU «ACKOM» MPOBEACH aHaIU3 Honbdopa M
PaccTaHOBKY KaJpOB PYKOBOAUTEJNIEH C BBICIIUM CIIELIMAIbHBIM 00pa30BaHUEM.

B. TexymeM rony B MCHOIHUTENBHON AMPEKIUU KOMIAHUU TOJBKO 7 HaYaJIbHHUKOB OTIEIIOB
U CEKTOpPOB M3 16 mMenn BBICIIEe SKOHOMHYECKOe M (uHAHCOBOe oOpazoBaHue. B ¢unnamax u
OTHEJICHUAX KOMHIAaHUU 52% HOIDKHOCTEH PYKOBOIUTENEH 3aMEIeHbl CIELHUAIMCTaMH C BBICIIUM
CIELUAILHBIM 00Pa30BaHUEM.

HauvanpHuk ymnpasienus kaapoB KonHoHoB A.M. 15 ampens Tekymero roga MNpeaioKHI
npe3uaeHTy «Ackom» Y3moBy B.C. 3akio4nuTh JOTOBOPHI ¢ Poccmiickoit akagemMueit yrpaBieHUs
O €XEroJHOW LeJIeBOM IUIATHOM IOAIOTOBKE 2 CHELHAIUCTOB IO CIELHAIBHOCTH «IJKOHOMHUCT-
MEHEIDKEp CTPaxoOBOrO Jiela» M O TMOBBIIICHUH KBaJW(DPHUKALMU CIEIUATUCTOB C BBICIIUM
00pa3oBaHNEM MO CIEHUANH3AINN «(QUHAHCH U YUET B CTPAXOBOM JIEJIC».

Cumyayusn 8. I'ocynapcrBeHHbili KomMuTeT P® mo o0pa3oBaHUI0 SBISETCS MOCTOSHHOW 0a30i
MPOXOXICHUS MPOU3BOACTBEHHOW TMpPAKTUKUA CTyJAeHTOB 4 Kypca (akyiapTera yHpaBICHUS
Poccuiickoro rocyjapcTBEHHOTO TYMaHUTAPHOTO YHUBEPCUTETA.

20 mas HaYaIBLHUK OTHAENIa MEXKIYHapoOdHBIX cBszedt By3oB llomomapeB I'.C. obpatmics x
ynpasisironiemy KoctionoBy HO.A., opranusyromemy padoTy cTyJaeHTOB B ['ockomurere, ¢ mpoch0oi
HalpaBUTh B OTACH 3 CTYACHTOB JJIS MOATOTOBKH JOKYMEHTOB K Clladye B IICHTPAJbHBIA apXUB U
pa3pabOTKH PEKOMEHIAIMH 10 YTOYHEHHIO HOMEHKIIATYPBI el OT/Iela Ha CIECIYIONUI ToI.



[Ipom3BonCcTBeHHAsT MpakTHKa B oTnene Iuanupyercss ¢ 1 mo 20 wmrons, a ¢ 21 mo 17 wmioHs - B
VYrpaBieHur BHEIIHMX CHOIIEHHH MMHHCTEPCTBA HAYKW W TeXHHYECKOW momutuku PD, uto obecreunt
BBHITMOJIHCHHE pPa0OT IO BCEM pas3feliaM M TeMaM MporpaMmbl MPakTHUKA. OTBETCTBEHHBIM 32
MPOXOXKJICHUE CTYACHTAMU MPOU3BOJICTBCHHON MPAKTHKU B OT/AENE OYy/IeT Ha3HAYCH TTIaBHBIN CHECIIUATICT
10 MEXIYHAPOJAHBIM CBs3sM By30B JlaBpymmH T.A.

Cumyayus 9. KoMMepdeckuii TUPEKTOP TOPrOBOr0 aKIMOHEPHOTO oOmecTBa N4Toproeeii qoM
«Bect» 10 HOAOps TeKymmero roja HampaBWJI 3aMECTUTEIO TpeAcenaTeNs MPaBJIeHUs - TeHepaTbHOMY
nupektopy McaeBy JI.A. mokiafHyO 3alECKy O HAlpaBICHHH B KOMAaHAWPOBKY BEIYIIErO CIELHAJIFICTa
koMmMepueckoro otaena JlementoeBa T.H. u sxcniepra Hedenona C.C.

B r. Cankrt-lIletepOypre ¢ 12 mo 14 HOAOps cOCTOMTCS MEXIYyHAPOAHBIM MYNIHOH ayKIHMOH
«Pycckuii Mex», B KOTOPOM CIIEIIMATUCTaM TOPTOBOTO jAoMa «BecT» HEoOXOAMMO MPHHATH YYaCTHE C
LEJbI0 W3y4YeHHs] KOHBIOHKTYPHI CIIpoca Ha .MeXoBble m3nenus. Bemymemy crnenmanuct ementseBy T.H.
1esIecooOpasHo Takke 0QOPMHUTE JOBEPEHHOCTh Ha yYacTHE B TOPrax U 3aK/II0UYeHUEe KOHTPAKTOB.

Cumyayua 10. CoBMECTHOE POCCHICKO-IIBEICKOE MpeAnpusaTre «BHUTTEp», 3aperucTpUpoBaHHOE B T.
Mockse, TOCTPOUIIO COOCTBEHHYIO TOCTHHHILY I IPHEMa MHOCTPAHHBIX MapTHEPOB B mocenke [ ommipiae
OnmuHIoBCKOTO paifoHa MocKOBCKoW 00acTh. ['ocTHHHIIA HE ABISETCSA IOPUIAMICCKHM JHUIOM U HE
MMEeeT CaMOCTOSITEIFHOTO PacueTHOTO cyeta. Jlo ee OTKPBITHS peAnpuiaTue «BUTTep) MOKHO BCTaTh Ha
yueT B AIMUHHCTpalMu MOCKOBCKOW OO0JIACTH TO BHELIHEIKOHOMUUYecKol nearenbHoct (BAMO) u
COOOIINTB O KOAAX, IPUCBOCHHBIX PEINIPHUATHIO OpraHaMH CTaHAAPTH3aLHH B MOMEHT PETUCTPALHH.

20 HOAOpsS TeKymero roja TeHepalbHBIN aupekTop mnpeanpusatus DwrunmoB C.A. HampaBuil
JOKJamHyo 3anucky Ne 8, B koTopoii nuHpopmupyeT, uTo «Bumep» Ha TeppuTopurt MOCKOBCKOH 00macTi
NpeArnoaracT OCyHIeCTBISATh CICAYIOIINE BUABI ASSTENLHOCTU: TOCTHHIUYHBIE YCIyrH - 91620, pexnama -
84300, TpaHCTIOPTHO-3KCIICAUITHOHHBIE yeiuyru - 51500, posamunas topromimst - 71211, obmectBeHHOE
muranue-71331.

Komer mo O6miepoccuiickomy Kinaccupukartopy otpaciedi HapomHoro xossiictBa (OKOHX) Opun
NPUCBOCHBI B MOMEHT peructpaiuu npeanpuatas 16.09.90, ceupetenscto Ne 22-322-46/02-0376.

TEMA: OBBACHUTEJIBHASA 3AIINCKA

Cumyayusa 1. B ynpasieHne noTpeOUTEIHCKOTO phIHKa BOCTOYHOTO aIMMHUCTPATHBHOT'O OKpyTa T.
MockBsl TOCTymuia >kajo0a OT KWIBIIOB MYyHHIMIAJIbHOrO OKpyra «llepoBo» Ha OTCyTCTBHE H
LEeHTpalibHOM YHHBepcame MukpopaiioHa (TOO «Puray) MOJI0YHBIX IPOTYKTOB.

Haganpauk ympasienuss Knmumenko B @. morpeboBan ot I'eHepalbHOTO AMPEKTOpa MarasuHa
CysopoBa I1.B. mpezncrtaBuTh OOBSICHUTECIHHYIO 3aIUCKy O MPUYMHAX HECOONIOACHHS 00s3aTEIBHOTO
ACCOPTUMEHTHOIO MHHHUMYyMa TOBapOB, YTBEPKICHHOTO B MpedeKType B HOAOpe MpOLUIOro roja B
npoliecce NpuBaTU3aLuy Mara3uHa

10 saBaps Tekymero roga Cysopos 11.13. cooOmmt, 9To yTBEPKIACHHBIA aCCOPTUMEHTHBIN MUHUMYM B
MarasuHe CTpOro coONIOAAeTCsl, MOJIOYHbIE MPOAYKTHI 3aBO3SITCS B YCTAHOBICHHOM KOJIMYECTBE CTPOTO IO
rpaduKy.

B Texymem romy MaraswH 3aKiIOUms JOroBOp ¢ OCTaHKMHCKMM MOJIOYHBIM KOMOHMHATOM 00
YBEJIMYEHUH TIOCTABOK, YTO TMO3BOJUT € 15 stHBaps oOecnednTh TOPTrOBIIO MOJOYHBIMH MPOIYKTaMH B
TEUEHUE BCETO paboyero JHs.

CekpeTaph TUPEKTOpA 3apeTHCTPUPOBATA OOBSICHUTEIBHYIO 3amuCcKy moa Ne 2 W OTIpaBWiIa €€ B
npedeKTypy.

Tema S. TexHOIOIMH PEerucTPALH U KOHTPOJISA HCIIOJHEHHUSA JOKYMEHTOB

Bonpocs! 1151 yCTHOTO onpoca:

1. IlepBuunas 06paboTKa T0KyMeHTa. Perucrparus 1 HHAEKCUPOBAHUE TIOKYMEHTA.

2. llenm peructpauyd JIOKYMEHTOB B opraHuzanuu. CocTaBisioNIMe MpOIEaypbl
peructparu. Iloctpoenne HWIIC mo poxkymentam. Tpu tuma UIIC. Kpurepum BbiOopa
ontuManbHON UIIC 1OKyMEHTOB OpraHu3alui.

3. CocraBisouiye KOHTPOJIS UCIIOJIIHEHUs JOKyMeHTa. CucTeMa KOHTPOJS MCIOJHEHUS
NOKyMeHTa. KOHTpOJIb CPOKOB MCIIOJIHEHUS JOKYMEHTA.



Tema 6. Opranmsauus padoThbl ¢ JUYHBIMH OOpallleHUSIMH TI'Pa)KAaH B OPraHbl

BJIACTH U YNIPABJICHUS
Bomnpocsl 1u1s yCTHOro onpoca:

1. Uctopusi pa3paboOTKH 3aKOHOAATEIbHO-HOPMATUBHOW 0a3bl Mo paboTe C JTUYHBIMHU

O6paH_[€HI/ISIMI/I TpaxXJiaH B PA3JIMYHbIC UHCTAHIIUH.

2. JInunbie oOpaieHus rpak/iaH B UHCTAHIINM - CTIen(rKa JOKYMEHTOOOPa30BaHUS.

3. TpeboBanus k paboTe C TUUHBIMU OOPAIICHUSMH TPAXKIAH.
4. Turpl TUYHBIX OOpAIICHUH.

Tema 7. Opranmsaous cayx0oi JOY Tekymero xpaHeHMsl [OKYMEHTOB.

IlocTpoeHne HOMEHKJIATYPHI J1ejl. ApXUBHOE XpaHeHHe T0KYMEHTOB
Bomnpocsl 11st yCTHOTO onpoca:

ITonsarue ”neno”. Ilpu3Haky 3aBeICHAS IS,

TexHONOoTHs CO3/]aHNsl HOMEHKIIATYPhI B OpraHU3aIlvy.

Brenpenne HOMEHKIATYPHI €.

AHanu3 KOHKPETHOW HOMEHKJIATYPHI JIeH - CAMOCTOSTEIbHAS padoTa.

OcobenHocTH 0(hOPMIICHHS APXUBHOTO JIEIIa.
OyHKIUK apX¥Ba B OPraHU3aIHH.
Ocob6erHoCTH PabOTHI ¢ ApXUBHOM HHpOpMAaITHEH

PN R LD =

Tema 8. JInHrBuCcTHYECKHE 0COOEHHOCTH TEKCTA JOKYMEHTA.
Bonpocsl a5 yeTHOro onpoca:
1. OcobeHHOCTH OQHUITHATEHO-AEI0BOIO CTHIIA.

TexHoJIOTHsI CrICaHusI JOKYMCHTOB B apXHB. 9KCHepTI/I33 LIEHHOCTU JOKYMCHTOB.

2. KyﬂLTypa peuru B AOKYMCHTC: HMCIOJIb30BAHUEC PACHICIUICHHBIX CKAa3yCMbIX, HCCKJIIOHACMBIX

CYHIECTBUTCIIbHBIX, KOCBCHHBIX MaaeKeH KOJTMICCTBEHHBIX YNCIUTEIBHBIX 1 T.II.

3. Tunnuabie OMMOKH B TEKCTaX JOKyMEHTOB. CIIOCOOBI M3JI0’KEHUS MaTepraia B JOKyMEHTaX.
4. OcHOBHBIE TPEOOBaHUS K TEKCTY JIOKYMEHTA - TOYHOCTh, ICHOCTh, JAKOHU3M (DOPMYIHPOBOK.

Bonpocs! 1J1s1 TeCTUPOBAHUS:

1. /les1onpon3BOICTBO U JOKYMEHTAIIMOHHOE 00ecnevueHue ynpaBJIeHusl:
a) pa3aMYaroTCs 00JIACTSIMU HCIIOJIb30BaHUS;

0) UICHTUYHBIC TIOHSATHS;

B) Pa3IMYarOTCs BUIAMHM OICPallHii;

T') pa3JIMYaroTCs IO BHJIAM OpPraHu3alui, B KOTOPBIX UCIIOIb3YOTCS.

2. TokyMeHT ompeeisieTcsl KaK:

a) HOCHUTEIh MHGOPMAIINH B CHCTEME YIIPABIICHHUS,

0) nHpopMauss Ha MaTEpPHATBLHOM HOCHTEIEC C PEKBHU3UTAMH, TO3BOJISOIIUMHU
UACHTU(DUIIUPOBATH;

B) KaueCTBEHHAs XapaKTePUCTUKA YIIpaBIeHICCKOW HH(opMaIvy;

T) CBEJCHHMS, OATBEPKAAONUE (PaKT OObEKTUBHOM JEHCTBUTEIHLHOCTH.

3. Yun cekpeTapsi, apXuBapuyca, CTpyKTypa KaHIeJAPHH NOSIBUJIUCH B IEPHOT:
a) MPHUKA3HOTO JETOPOM3BO/ICTBA;

0) KOJUIEKCKOTO JCTIONPOU3BOICTBA;

B) MUHHCTEPCKOTO JETONPONU3BOJICTRA;

T') COBETCKOTO JIEJOIMPOM3BOICTBA

4. Ilpuka3Hoe gejonpou3BoacTso B Poccun
a) 16-18 Beka;
0)15 —16 Beka;

cC



B) 15 —17 Beka,;
r)19-20 Beka.

5. Kosnexckoe nesonpousBoactso B Poccuu
a) 19 Bek;
0) 18 Bek;
B) 17 Bek;
r) 16 Bek.

6. CBUTKOBOE CTOJIOLIOBOE [1€J10NIPOU3BOACTBO C(POPMHUPOBAIOCH B IEPUO:
a) MPUKA3HOTO JIEIOMPON3BOJICTBA;

0) KOJIJIS)KCKOTO JICTIOTIPON3BOICTRA;

B) MHHHCTEPCKOTO JCIOMPOU3BO/ICTRA,

T') UCTIOJTHUTEILHOTO JCIOMPOU3BO/ICTRA.

7. JokyMeHTO0000pOT onpeaessieTcsl Kak:

a) COBOKYIHOCTH B3aUMOYBSI3aHHBIX MPOIIETyp, 00ECIeYHBAIONINX BUKEHUE JTOKYMEHTOB B
YVUpEeKICHUM;

0) UUPKYISIHUA JTOKYMEHTOB OpraHH3aliH;

B) JIOKYMEHTHI OpraHU3aI[iK, HaXOSIIUECS B IBUKCHUU;

T') TOKYMEHTOOOMEH OpTaHHU3aIliy C BHEITHEH HH(POPMAITMOHHON CpeIoi, 00eCTIeUnBAIOITH ee
s pexTHBHOE PYHKIIMOHUPOBAHHE.

8. TeHaeHIIMU POCTAa JOKYMEHTO000POTA SABJISIOTCA:
a) MO3UTHUBHBIM SIBICHHEM COBPEMEHHOCTH;

0) HETATHBHBIM SIBJICHUEM COBPEMEHHOCTH;

B) HETATHBHBIM SIBICHHEM Pa3BUTHUS I[MBUIIH3AIINY;

T') IO3UTUBHBIM SIBICHHEM Pa3BUTHUS [IUBHUIH3AIINY.

9.0cHOBHBIE IPHYHMHBI POCTA JOKYMEHTO000POTA SIBJIAIOTCS:
a) pallMOHANbHbIE, HPPALIMOHAJIbHBI,

0) peryaupyemsbie, HepETyIHpyeMbIC;

B) OOBEKTHUBHBIMH U CYOBEKTHBHBIMU;

I') HeraTUBHbIE, TIO3UTHBHBIE.

10. O0beKTHBHBIE IPHYHUHBI POCTA JOKYMEHT0000poTa
a) OpMHUPYIOTCS MO BOJIE U KEJTaHUIO JTIOJIEH;

0) GopmMupYIOTCS TOMUMO BOJIH M JKEJIAHUS JTIOCH;

B) (hOpMUPYIOTCS IO BOJIE TOCCTPYKTYD;

r) (GOPMHUPYIOTCS MO BOJIE TOCCTPYKTYP M KEITAHUIO JTIOACH.

11. Cy0beKkTHBHbBIE MPUYMHBI POCTa JOKYMEHT0000pOTA

a) dopmupyroTcs 6arogaps aIMUHUCTPATUBHBIM ICHCTBUSAM JFOZCH;
0) dopmupyroTcs 1Mo Bosie CyOBEKTOB TOCYAapCTBa;

B) (OPMHPYIOTCS IO BOJIE CYOBEKTOB YIIPABIICHUS;

r) (hopMHUPYIOTCS U3-32 HETIPABOMEPHBIX JICHCTBHIA JFOICH.

12. OnTuMu3anus J0KYMEHTO000pOTa B OPraHU3ally MPU3BaHa
a) 3aMEeJINTD U COKPATHTh TIOKYMEHTOO00POT;

0) COKpaTuTh JOKYMEHTO000POT;

B) YCKOPUTDH JJOKYMEHTOOOOPOT;

T') COKPaTUTh U YCKOPUTH JOKYMEHTOOOOPOT.

13. MeToa npeABapUTEIbHOT0 PACCMOTPEHHUSI JIOKYMEHTOB NPUMEHseTcs B OTHOLIECHUH
a) BXOJISLIETO JOKYMEHTOIIOTOKA;
0) BHYTpEHHETO JOKYMEHTOIIOTOKA;



B) HCXOJISIIETO JOKYMEHTOIOTOKA;
) M1000T0 JOKYMEHTOIIOTOKA.

14. PadoTta ¢ koH(puIeHIHATBHON HHpOpMaNHeldl BKIOYAeT B ce0s:

a) TeXHHYECKHUE acmekThl ooecrneyenus KU,

0) TeXHUYECKHE U HOPMATHBHO-TIPABOBEIE acTIeKThI oOecieueHmst KU

B) OpraHu3aluoHHbIe acneKThl obecneuenus KU;

') TEXHUYECKUE, OPraHU3alMOHHbIE H HOPMAaTHBHO-ITPABOBBIC actieKThl ooecnieueHus KU.

15. ABTOMATH3HPOBAHHBII JOKYMEHTO000POT NPU3BaH HA COBPEMEHHOM JTame:

a) MOJTHOCTBIO 3aMEHHUTH OYMaXKHBIH;

0) mpoayoIupoBaTh OyMaXKHBIA;

B) pa3AenuTh ¢ OyMa)kKHBIM TOKYMEHTOIIOTOKH (BXOSIIIE, HCXOSIIIE, BHYTPEHHNUE)

T) pa3enuTh ¢ OyMaKHBIM HHPOPMALUOHHBIE TOTOKH (4acTh JOKYMEHTOB - JJIEKTPOHHBIE, YacTh -
OyMa’KHEIE)

16. OnTuMHU3anKs JOKYMEHTO0000POTa B OPraHU3alluM, B IEPBYI0 OUepedb, iBjseTca (PyHKIHe:
a) pyKOBOIHTENS OpraHU3allii;

0) cimyx051 JIOY;

B) BCEX COTPYJIHUKOB OpraHU3aIlVH;

T') PYKOBOAMTENCH CTPYKTYPHBIX IMOAPA3IICICHUM.

17. Cayxoa 1OY, B uaeasie, NOI4MHACTCS:
a) HaMIpsIMYIO PyKOBOJUTEITIO;

0) 3aMECTUTEINIO PYKOBOIHUTEIIS;

B) Ha4YaJIbHUKY OT/I€JIa KaJIPOB;

T') HAYAIBHUKY I0PUIMYECKON CITYKOBI.

18. YCOP/ siBasieTcsi:

a) yIpaBJieHUEM CUCTEMON OPraHU3allMOHHON JIeSTeILHOCTH;

0) yCOBEpPIIICHCTBOBAHUEM OPTraHU3alMOHHON JIEATSIILHOCTH;

B) YHU(HUITUPOBAHHON CHCTEMOU TOKYMEHTOB;

T') YHUBEPCAIHHOW CHCTEMOM OpTaHU3aIMOHHO-PACTIOPSANTEILHON TOKYMEHTAITHH.

19. I'CJ0Y - sTo:

a) rpaKJIaHCKasi CUCTeMa JOKYMEHTAIIMOHHOTO 00SCIICUECHUS YIIPaBICHHUS,

0) reHepasibHas CUCTeMa JJOKyMEHTAI[MOHHOTO 00CCIICUCHHS YIIPABJICHHUS;

B) TOCYJJapCTBEHHAs CUCTEMa JIOKYMEHTAIIMIOHHOTO 00ECIICUeHUS YITPABIICHUS;

') FOCYIapCTBEHHO-MYHHMIIUIIAIbHAS CUCTEMA JOKYMEHTAIIMOHHOTO 00ECIICUCHHUS YIIPaBICHHS.

20. Tpu ciocoda yHuguKanum TeKCTa JOKYMeHTAa:
a) Tpadaper, aHkera, TabIUIIA;

0) cxema, rpaduk, KapTa;

B) oneporpamma, ans00M Gopm, MapmpyTrorpamma,
r) Tpadapert, aHkeTa, Tadnuia, rpaduk.

21. PexkBU3MTOM Ha3bIBAETCS:

a) DIIEMEHT JIOKYMEHTA;

0) nHpOPMAITMOHHBIN IEMEHT JOKYMCHTA,

B) HOCHTEJb UH(OpMaIyu;

') BCIOMOTaTelbHOE CPeACTBO 0popMIIeHHE JOKYMEHTA.

22. HocureassMu HH(POPMALUHU ABJISIOTCS:

a) Oymara, IJIacTHK;

0) Oymara, TUIACTHK, BUIEO, AYANO - JICHTHI;

B) JTF000M MaTepHAIBHBIN 00BEKT, HA KOTOPOM HaHeCceHa WH(OPMAITHS;
T') Nanupyc, nepraMeHT, Oymara, miacTuK.



23. Benymas 3aiaya KaHIeJISIPUUA:

a) OpPraHu30BaTh U MOJUICPKUBATH JOKYMEHTOOOOPOT B OpraHHU3AIIMHU 10 SAHHBIM IIPaBUIIaM;
0) mpoBepATH paboTy C TOKyMEHTaMH B OpraHHW3alliK U HAaKa3bIBaTh 32 HAPYIICHUS;
B) PEKOMEHJIOBATh PYKOBOJUTEIIO CIIOCOOBI OpTaHU3aINH TOKYMEHTOO00POTa;

F) MAalIMHOIIMCHBIC U OKCIIEIUITHUOHHBIC OII€PpAl C JOKYMCHTAMMU.

24. TexHOJIOTHA PErUCcTPALMU JOKYMEHTOB ObIBAIOT:

a) IICHTPaJTN30BaHHEIE;

0) LeHTpaIM30BaHHKIC U JICLICHTPATH30BAHHBIC,

B) JICICHTPAIN30BaHHbBIC;

T') EHTPaJIM30BaHHbIE, ACIICHTPATN30BAHHBIC, CMEIIAaHHBIE.

25.TexH0JI0THSI KOHTPOJISI MCIIOJTHEHHSI JOKYMEHTOB MpPeaIoJiaraer:
a) KOHTPOJIb Ka4eCTBa UCIIONHEHMS;

0) KOHTPOJIb Ka4eCTBa U CPOKOB MCIIOTHCHHUS;

B) KOHTPOJIb CO3/IaHUsI U OTHPABKU JOKYMEHTA aJipecary;

') KOHTPOJIb Pa3peleHus BOIPOCOB, OTPAKEHHBIX B JOKYMEHTE.

26. OnpenesieHUue MOHATHS «IEJI0M»:
a) marka ¢ JIOKyMeHTaMu;
0) TOKYMEHTBI, OTHOCSIITHECS K OJHOU TIpodeme;

B) MEPBUYHBII JOKYMEHTHBIH KOMIUIEKC, CIPYIITHUPOBAHHBIH 110 KAKOMY-TTHOO0 MPHU3HAKY;
T') IEPBUYHBIH JOKYMEHTHBIA KOMILJIEKC, CTPYINUPOBAHHBIA M0 UASHTHYHBIM PEKBU3UTAM TOKYMEHTA.

27. HomeHKJIaTYypa aeia:

a) TOKYMEHT, B KOTOPOM IIEPEUUCIICHBI TJIABHBIC JIe)Ia OPraHu3alliy;

0) JDOKYMEHT, B KOTOPOM IEPEUHCIICHBI BCE JIeJia OPTaHU3allly;

B) MPUMEPHBIN CIHCOK e, HEOOXOINMBIX K 3aBEJICHUIO B OpPTaHU3aIUH;
T') IOKyMEHTBI, OTHOCSIIIIUECS K OJHOH mpodieme.

28. ApxuBHOe XpaHeHHe TOKYMEHTOB He00X01UMO:

a) JUIsl IOBTOPHOTO MCTIOJIb30BaHHS JJOKYMEHTOB;

0) JUIS OTYETHOCTH TEPE]T BHIMIECTOSAIIMMH OPTaHU3aIUSIMU;
B) Ha CITy4ail POMaXH JOKyMEHTA B OPTaHH3AIINY;

T') Ha cIy4ail ynpasJHEeHUs] OpraHnu3aIuH.

29. SI3BIK JOKYMEHTOB OTJIHYAET:

a) 00pa3HOCTh M pa3HOOOpa3ne SI3BIKOBBIX CPEIICTB;

0) TOYHOCTB U CY)XKEHHE IUana3oHa sS3bIKOBBIX CPENICTB;
B) HCIIOJIb30BaHUE MPOPECCHOHATN3ZMOB;

T') ACTIOJIb30BaHNE TUAIEKTU3MOB.

30. Opranu3anuoHHasi TPyNna J0KyMeHTOB.

a) ycTas, II0JIOKEHUE, IPaBUIIA, MHCTPYKLMSA, IPUKa3;

0) ycTaB, IOJIOKEHHE, TUTAH, MHCTPYKIIHS;

B) yCTaB, OTYET, MPaBUJIa, HHCTPYKLUS;

T') ycTaB, MOJIOKEHUE, TPAaBUIIA, HHCTPYKLINS, pETIaMeHT.

31. PacniopsiauTeJbHASA TPYNIA JOKYMEHTOB.

a) MOCTaHOBJICHHUE, PACTIOPSHKCHUE, PEILICHNE, TPHUKA3, YKa3aHHUE,

0) yka3, IOCTaHOBJICHHE, PACTIOPSDKEHUE, PUKA3, YKa3aHUE

B) YKa3, IOCTaHOBJICHNE, PACTIOPsUKEHHUE, pelIeHUe, TPUKa3, yKa3aHue
T') yKa3, IOCTaHOBJIEHHUE, PACIIOPSHKEHUE, PELICHUE, TTPUKa3.

32. CnpaBouyHO-mH(OPMAINIMOHHAS TPYNIA TOKYMEHTOB.
a) TOKJIaTHAs 3aIKCKa, aKT, IPOTOKOJI;



0) moroBop, CITyKeOHas 3arricKa, HHCTPYKITHUS;
B) CIIpaBKa, yKa3aHue, 3asBIICHUE;
T) TenerpaMma, TeaeoHOTpaMMa, yKa3zaHue.

33. [IpaBuiia opopmieHnsi peKBU3UTOB, oTpaxkeHHbie B TOCT P 6.30 -2003.
a) HOCAT 00sI13aTeNbHBIA XapaKTep;

0) HOCSIT peKOMEHIaTeIbHBIN XapaKkTep;

B) HOCSIT IUPCKTUBHBIN XapakTep;

T') HOCAT PEKOMEHIATEIIEHO-00513aTEIHHBIA XapaKTep;

34. Opranmzanus ciayx00ii JIOY Tekymero xpaHeHust AOKYMEeHTOB.
a) OHO OCYILECTBJISICTCS B OTHOILIEHUH UCIIOJIHEHHBIX TOKYMEHTOB

0) OHO OCYILIECTBISIETCS B OTHOILIEHHH HEUCIIOJTHEHHBIX JOKYMEHTOB

B) OHO OCYLIECTBJISIETCS] B OTHOLLIEHHUHU TOKYMEHTOB Ha KOHTPOJIE

I') OHO OCYILECTBJICTCSA B OTHOIIEHHH IPOCPOUECHHBIX JJOKYMEHTOB

35. Ilpuka3s - OCHOBHOI pacnopsANTebHbINA JOKYMEHT B Opranusanuu. Buasl npukasos:
a) [0 JIMYHOMY COCTaBY, OIIEPATUBHOM 1€ TEIbHOCTH;

0) 110 TMYHOMY COCTaBY, XO3SHCTBEHHOM NEITEITLHOCTH;

B) KaJIpOBBIE, 110 TEKYIEH AEATEILHOCTH;

T') TI0 IMYHOMY COCTaBY, OCHOBHOM AEATEILHOCTH;

36. TexcT akTa COCTOMT HU3:

a) 000CHOBBIBAIOIEH, KOHCTATUPYIOIIEH, PEKOMEHTYIOLIECH YacTH;
0) BBOHOH, (PaKTHUUECKOH, pEKOMEHIYIOIIECH YacTH;

B) BBOJTHOM, KOHCTATHPYIOIIEH, HTOTOBOM YaCTH;

T') BBOJHOH, KOHCTaTUPYIOIIEH, pEKOMEHTYIOIIEH YacTH;

37. JokJaaHas U CJIyKeOHAs 3aNMHCKH:

a) B 3HAYUTEIILHOW CTENCHH UACHTUYHBI 110 O(DOPMIICHHUIO U COJIEPIKAHUIO;
0) MPOTUBOMOCTABIICHBI 1O O(OPMIICHHUIO U COACPKAHUIO;

B) 10 0(OPMIICHHIO COBIQJIAIOT, IO COJEPKAHUIO MPOTHBOMOCTABIICHBI;

T') WICHTUYHBI 110 COJICPIKAHUIO, PA3ITHIAIOTCS 110 OPOPMIICHHUIO;

38. TpeboBanust kK 0(pOPMIECHHIO 00BSICHUTETbHON 3aMTUCKHU:
a) COCTABJISIETCSI OT TIEPBOTO JIAIA

0) cocTaBISAETCS OT TPETHETO JINIIA;

B) COCTABJISICTCS OT TPYIIITHI JIHII;

T') COCTABIISICTCS OT HAPYIIIUTEIS UCIUILIIHEL.

39. TpedoBaHus K 0(pOPMJICHUIO IPOTOKOJIA:

a) 9acTH TEKCTa: BBOHAS (CIIYIIAHN - BRICTYIIIH-PEIIHIIN ), OCHOBHAS;

0) JyacTH TEKCTa: MOBECTKA AHS, OCHOBHAS (CITYIIATH-BBICTYITHIH-PEIIIHIIN);
B) YaCTH TEKCTa: BBOJIHAS, IIOBECTKA JIHS, CBEACHUS O IIPUCYTCTBYIOIINX;

T') 9aCTH TEKCTa: BBOJHAS, OCHOBHAS (CITYIIAIH-BBICTYITHITH-PEIITIIIN).

40. TpedoBanus k 0OpMJICHHIO 10TOBOPA:

a) 00s13aTeTbHOE KOJTMYECTBO YYACTHUKOB CTOPOH — J1BA;

0) 00s13aTeTEHOE KOJIMYECTBO DK3EMITISIPOB — JIBA;

B) 00s13aTeNbHOE YKa3aHUe OTCHUIOK K 3akoHaM P@;

r) 00s13aTennbHOE 0OPMIICHHE PEKBU3UTHOTO MUHIMYMa JOTOBOPA;

Kuawun k Tectam: 10, 20, 30, 48, 50, 6a, 7a, 80, 98, 100, 11r, 12r, 13a, 14r, 151, 160,
176, 18r, 198, 20a, 216, 228, 23a, 24r, 250, 268, 278, 28a, 290, 30r, 31a, 32a, 330, 34a, 35r, 36r,
37a, 38a, 39r, 40r.



HIxaJja oneHUBaAHUA

YcrHblii onpoc

YpoBeHb 3HaHWW, YMEHUW W HABBIKOB OOYyYaIOMIETOCs TPH YCTHOM OTBETE BO
BpeMs TPOBEJCHMS TEKYIIEro KOHTpOJs ompenensercs Oamtamu B auamnazonHe 0-100 %.
Kpurepusmu oneHHBaHMs TPU IPOBEJCHNUH YCTHOTO OMPOCa SIBIISETCS JEMOHCTPAINS OCHOBHBIX
TEOPETUYECKHX TIIOJIOKEHUH, B pPaMKax OCBAaWBAaEMOW KOMIIETCHLIUH, yMEHHE MPUMEHSThH
NOJyYeHHbIE 3HAHWA Ha MPAKTUKE, OBJIAJICHHE HABBIKAMHM AaHAJIM3a W CHCTEMaTH3alUH
uH(pOpMaLKU B 00J1aCTH JOKYMEHTAIIHOHHOTO O0ECTICUECHHUS YIIPABICHHS.

[lpn oueHWBaHMHM PE3yABTATOB YCTHOTO OIpOCA HCIIONB3YETCs CIleayromas IIKaua
OLICHOK:

100% - 90% | Yuammiics HEMOHCTPHpPYET COBEpIICHHOE 3HAHWE MEXAaHW3MOB YCTHOW M NHCHMEHHOH peuw;
OCHOBHBIX HOPM W TPaBWI COBPEMEHHOTO DPYCCKOTO $3bIKa; OCHOBHBIX HOPM M MOJEICH
JIOKYMEHTHPOBAHUI, YMEET HMPUMCHSATH OCHOBHBIC MEXaHU3MBl YCTHOM M IMUCHMECHHOW PEYM B
OOIIICHWY; TPHUMEHATh HOPMBI PYCCKOT'O S3bIKa B paMKax CJIOXHBIIUXCS  MOJEICH
KOMMYHUKAIIMHA;, Ha MPOPECCHOHAIEHOM YPOBHE pEalM30BBIBATH NHCHMEHHYIO W YCTHYIO
KOMMYHUKAIIMIO TP OPTaHU3aIMH JOKYMCHTAI[MOHHOTO OOECHCUCHUs YIPABICHUS, BJaJeeT
HABBIKAMU MPUMCHCHUS MEXAHU3MOB YCTHOW M MUCHMEHHOW PEUYH; CIIOCOOHOCTBIO K PEUYCBOMY
B3aMMOJICHCTBUIO U B3aMMOTIOHMMAHUIO; HABBIKAMHU TPaMOTHOM YCTHOM M NMHCHbMEHHON peyu B
poriecce JOKyMEHTHPOBAHHUS M JOKYMEHTAIIOHHOTO 00eCIIeYeHNs YIpaBICHNUS.

89% - 75% Yyammiicss JeMOHCTpPUPYET 3HaHHE OOJNBIIeH YacTH MEXaHW3MOB YCTHOW M NMHCBMEHHOM pedw;
OCHOBHBIX HOPM M TIpaBHJ COBPEMEHHOTO PYCCKOTO sI3bIKa; OCHOBHBIX HOPM H MoJeie
JIOKYMEHTHPOBAHUS; YMEET MPUMEHSTh OCHOBHBIE MEXaHM3Mbl YCTHOW M MHUCbMEHHOW pedYd B
OOIEHUH; MPUMEHSATh HOPMBI PYCCKOTO s3bIKa B paMKaX CJIOXHUBIIUXCS —Moejen
KOMMYHHUKAIMK; Ha MPO(ECCHOHAILHOM YpPOBHE peaji30BbIBaTh MHUCbMEHHYIO W YCTHYIO
KOMMYHUKAIIWIO TPH OPraHU3aliuu JOKYMEHTAIIMOHHOTO 00ECIIeUeHHsI YIPABICHUS B OTACIbHBIX
chepax mpodeccHOHANEHOW IEATCTBPHOCTH, BIAJCCT HABBHIKAMH IPUMCHECHUS MCEXaHH3MOB
YCTHOW W TNHCHPMCHHON  peYd; CIOCOOHOCTBIO K  PCUCBOMY  B3aMMOJCUCTBHIO W
B3aMMOIIOHIMAHUIO; HAaBBIKAMU TPAMOTHOW YCTHOW W WHCBMEHHOHW pe4Yd B MpoIecce
JIOKYMEHTHPOBAHU U JIOKYMEHTAIIMOHHOTO 00ECIICUCHUS YIIPABICHUS.

74% - 60% VYyamuiicss AeMOHCTPUPYET OOCTaTOUYHOE 3HAHME MEXAaHU3MOB YCTHOM M NHCHMEHHOW peuH;
OCHOBHBIX HOPM W NPaBWJI COBPEMEHHOTO PYCCKOTO $3bIKa; OCHOBHBIX HOPM M MOJEJCH
JIOKYMEHTHPOBAHUS; YMEET MPUMEHSITh OCHOBHBIE MEXaHHM3Mbl YCTHOW M MUCbMEHHOW peyYd B
OOIIIEHHH; HOPMBI PYCCKOTO SI3bIKa B paMKaX CJIOXKHUBIIUXCS MOJejeld KOMMYHHKAI[HH; Ha
npodeCCHOHANFHOM YPOBHE pPEaln30BbIBATh MHCHMEHHYIO U YCTHYIO KOMMYHHKAIMIO IPU
OpraHM3ali  JOKYMEHTAIlMOHHOTO OO0eCHedYeHusi yNpaBJeHUs] B  OTHACNBHBIX  cdepax
npoeCCHOHANBHON esATeIbHOCTH, YaCTUYHO BIIAJIEET HABBIKAMH MPHUMEHEHHUS MEXaHH3MOB
YCTHOW W THChMEHHOW pe4YH; CIOCOOHOCTHIO K  pPEUCBOMY  B3aWMOJICHCTBHIO U
B3aMMOINOHMMAHUIO; HABBIKAMU TIPAMOTHOW YCTHOW W MHUCBMEHHOHM pe4Yd B MpPOIEcce
JIOKYMEHTHPOBAHUS U JOKYMEHTAIIMOHHOTO 00ECIICUCHUS YIIPABJICHUSI.

MmeHee 60%  |Yvammiics IEeMOHCTPUPYET OTCYTCTBHE 3HAHUs OOJNBINEH YacTH MEXaHU3MOB YCTHOU H
MMUCHbMEHHOW PEYr; OCHOBHBIX HOPM H TIPABUJI COBPEMEHHOTO PYCCKOTO SI3bIKa; OCHOBHBIX HOPM
U MOJeNeil JMOKYMCHTHPOBAHHS, HE YMEET HPHUMEHITH OCHOBHBIC MEXAaHHM3MBI YCTHOH H
MUCBMEHHOW pEYd B OOINCHUM, HOPMBI PYCCKOTO SI3bIKa B paMKaX CIIOKUBIIMXCS MOICICH
KOMMYHUKAIIMKA; Ha MPOPECCHOHAIBHOM YPOBHE pEalM30BBIBATH NHCBMCHHYIO W YCTHYIO
KOMMYHHUKAIIMIO TIPH OPraHU3aluy JOKYMEHTAI[MOHHOTO 00ECIICUeHNUs YIPABICHHS B OT/IEJIbHBIX
chepax mnpodeccHOHATLHON AESATETLHOCTH, HE BJIaJEeT HaBBIKAMH TPAaMOTHOH YCTHOH U
MUCbMEHHOW pe4M B MpOLEcce NOKYMEHTHPOBAHHUS M JOKYMEHTAI[MOHHOTO oOOecreueHus
YIpaBIeHUsI.

TecTtupoBanue
VYpoBeHb 3HAHWH, YMEHMH W HaBBIKOB OOYYaroIIErocss NpU YCTHOM OTBETE BO
BpeMsl IPOBEJIEHUS TEKYIIEro KOHTpousis ompexaensiercs Oamnamu B nuamnazoHe 0-100 %.
Kpurepuiem oneHuBaHus IpU NPOBEACHUM TECTUPOBAHUS, SBIAETCS KOJIMYECTBO BEPHBIX
OTBETOB, KOTOpBIE Jan CTYyJAEHT Ha Bompochkl Tecta. [Ipu pacuere komuuecTBa OaIOB,
MOJYYEHHBIX CTYIEHTOM IO UTOr'aM TeCTUPOBAHMSI, UCTIONB3YyeTCs Cieayomas popmya:




BZEXIOO%,
(0]

rae b — komu4ecTBO 0AMTOB, OMYYEHHBIX CTYJACHTOM IO UTOTaM TECTHPOBAHMSI,
B — KOJIMYCCTBO BepHBIX OTBCTOB, JaHHBIX CTyI[eHTOM Ha BOHpOCBI TECTA,
O — o0111ee KOJTMYIECTBO BOMPOCOB B TECTE.

Pa300p cuTyaniMOHHBIX 32124

Pemienne cuTyallMOHHBIX 3a/1a4 OCYIIECTBIISETCS C LENbIO MPOBEPKH YPOBHS HABBIKOB
(BMaieHnii) CTyICHTA 10 PEIICHUIO IPAKTUIECKON CUTYallMOHHOM 3a1a4yH.

CryneHty oObsBIsIeTCS yCIOBHE 331a4H, PELICHHE KOTOPOI OH M3JIaraeT yCTHO.

O} PexTUBHBIM HMHTEPAKTUBHBIM CIIOCOOOM pelIeHHs 3a7ad SBISETCS COMOCTaBICHUS
Pe3yIaBTATOB pa3pelIeHHUs OJTHOTO 33aJaHHs ABYMs M 00Jiee MaIbIMH IPYNIIaMU 00YYarOIUXCS.

3amaun, TpeOyronMe W3yYeHUs] 3HAYUTEIBHOTO o0beMa MaTepuaia, HEOO0XO0IUMO
OTHOCHUTH Ha CAMOCTOSITEIIbHYIO paboTy CTYJIEHTOB, C HETIPEMEHHBIM pa300pOM pe3yabTaToOB BO
BpeMs IPAKTHUYECKUX 3aHATHA. B TaHHOM cilydae perieHne CUTYallMOHHBIX 3a/1ady ¢ TIyOOKUM
000CHOBaHMEM JIOJDKHO MPEACTABIATHCS Ha MPOBEPKY B MUCbMEHHOM BH/JIE.

[Ipn oueHke pemieHust 3a7ad aHAIM3UPYETCS MOHHMAaHUE CTYJEHTOM KOHKPETHOM
CUTYalluH, CIIOCOOHOCTh OOOCHOBAaHHUSI BBIOPAHHOM TOYKM 3peHHs, TIIyOMHa MpopabOTKH
MaTepuaia, akTUBHOCTh MPE3eHTAlNK MaTepuasa.

[Ipu onleHMBaHUU Pe3yabTAaTOB pa3d0pa CUTyallUid U CUTYAIlMOHHBIX 3a/1a4 UCTOIb3YeTCs
CJIeIyIOIas IKajga OLEHOK:

100% -90% |OTBeT Ha BOMPOC 3ajJayd JaH MpaBWIbHBIA. OOBICHEHHE XOda €€ peIICHUs
moIpoOHOE, MOCIIEe0BATENILHOE, TPAMOTHOE, C TEOPETUICCKIMH 000CHOBaHUSIMU
(B T.4. W3 JIEKIIMOHHOTO Kypca), C TPaBUIBHBIM M CBOOOIHBIM BIIaJICHHEM
TepMI/IHOHOFI/Ief/’I; OTBCTHI Ha JOMIOJIHUTCIBHBIC BOIMPOCHI BEPHBIC, YCTKHUC. B Xoae
Npe3CHTAllMM MaTepuana WIM WHCICHUPOBKH TPAKTHYECKOW CHUTYaIHH
MPOSIBJICHBI aKTUBHOCTh M HAaBBIKH 3()(hEeKTHBHONW KOMMYHHKAIIUH.

89%-75% |OTBeT Ha BONPOC 3a7a4d JaH NpaBWIbHBIA. OOBSICHEHHWE XOJa €€ PEIICHHUS
HOIIPOGHOC, HO HCAOCTATOYHO JIOTHUYHOC, C CAMHNYHBIMU OLHI/IGKaMI/I B ACTAIAX,
HEKOTOPHIMH 3aTPYAHCHHSIMH B TEOPETHYECKOM OOOCHOBaHMHM (B T.4. W3
JICKIHUOHHOI'O MaTepHaHa), OTBCTHI HA AOOIIOJHUTCIBHBIC BOHpOCBI BeprIe, HO
HEJIOCTaTOYHO YeTKHe. B Xoje Mpe3eHTaluu Marepuana WM HHCICHUPOBKH
HpaKTH‘-IeCKOfI CI/ITyaL[I/II/I HpOﬂBHeHBI JocTaTouyHass AaKTHUBHOCThP W HABBIKH
KOMMYHHUKAIUH.

74%-60% |OTBeT Ha BOMNPOC 3aJaud JaH NpaBWIbHBIN. OOBSCHCHHE XOAa €€ PEIICHUs
HEJIOCTATOYHO  IIOJIHOE, HENOCIENOBATENbHOE, C  OIIMOKaMH,  CJIa0bIM
TEOPETUYECKMM OOOCHOBaHHWEM (B T.4. JIGKIIMOHHBIM MaTepHajoM), CO
3HAYMTEIbHBIMHM 3aTPYJHEHUSIMH W OMIHMOKAMH, OTBETHI Ha JOMOJHHTEIbHBIE
BOMPOCHI HEJJOCTATOYHO YETKUE, C OIIMOKAMH B JeTalsx. B Xoje mpe3eHTaruu
MaTepuaia HIH WHCIEHHPOBKHA MPAKTUYECKOH CHUTyallud CJ1a00 MPOSBIECHBI
AKTUBHOCTh M HABBIKM KOMMYHHKAIIHH.

meree 60%  |OTBeT Ha BONPOC 3a7a4d JaH HENMpaBWIbHBIH. OOBSICHEHHE XOJla €€ PeIICHUs
JaHO HETOJHOe, HEeMoCieaoBaTeNbHoe, C TpyObIMH  omuOkamu, 0e3
TEOPETHYECKOTO OOOCHOBaHHS (B T.4. JICKIIMOHHBIM MAaTE€pUajiOM), OTBETHI Ha
AONOJHHUTCIBHBIC  BOIIPOCHI HCIIPABUJIBHBIC WM  OTCYTCTBYIOT. B Xoae
Npe3CHTAllMM MaTepuaia WIM WHCICHUPOBKH TPAKTHUYECKOW CHUTYaIHH
OTCYTCTBYIOT aKTUBHOCTH U HABBIKM KOMMYHUKAIIWH.

Marepuansl TEKyLIEro KOHTPOJII YCIIEBa€MOCTH IPENOCTaBISAIOTCS B (popmax,
aIalITHPOBAHHBIX K KOHKPETHBIM OTPAaHWYCHUSIM  3I0POBbS M BOCHPUATHS HWH(OpMAIIUH
o0yJarommxcsi:




JUISL JIUI] C HAPYUICHUSIMU 3pEHHsS: B [I€YaTHOH (opMe yBEIUYEHHBIM Ipu(TOM, B hopme
AJIEKTPOHHOTO JJOKYMEHTa, B popme ayauodaiina, B meyaTHOUW GopMme Ha si3bIke bpaiisi.

JUTSL JIUI] C HapYIIEHUSIMU CJIyXa: B me4atHoil popme, B (hopMe 3IeKTPOHHOTO TI0KYMEHTA.

A Al ¢ HapYHICHUAMHA OIIOPHO-ABUIaTCIBHOIO ariIiapara: B

(dbopMe IEKTPOHHOTO TOKYMEHTA, B popme aynuodaiina.

nevyatHou ¢opme, B

[Tpu mpoBeneHUM MPOLEAYPHI OLIEHUBAHUS PE3YJAbTaTOB OOyUCHHsS MHBAJIUAOB M JIUI C
OTpaHUYEHHBIMH BO3MOKHOCTSIMHU 3/10POBbsI MPEAYCMATPUBAETCS UCIIOJIb30BAHNE TEXHHUUECKHX
CpCaAcCTB, H€O6XOI[I/IMBIX UM B CBAA3HM C UX HMHAWBUAYAJIbHBIMU OCOGCHHOCTHMI/I. OTH cpeacrea
MoryT ObITh TpepoctaBieHpl BUY PAHXul'C wim MOryT HCIONB30BaThCsi COOCTBEHHBIC
TEXHUYECKHUE CPEJICTBA.
HpI/I H€06XOI[I/IMOCTI/I HWHBaJIWJaM U JingaM € OTpaHNUYCHHBIMH BO3MOXHOCTAMU 310POBbA

MPEAOCTABIACTCA NJOIMMOJTHUTEIBHOC BPEMSA IJI IIOATOTOBKH OTBETA HA BBIITOJITHCHUE SaHaHHﬁ.

4.3. OnleHOYHbBIE CPeACTBA ISl IPOMEKYTOYHOM aTTecTaunu

Ko
Kon HanmeHoBanue 8 HanMeHoBaHue 3Tana
ITana 0CBOEHUS
KOMIIeTeHI[HH Komnerennun OCBOEHUSI KOMTIETEHIINH
KOMIIETeHI[HH
CnocobHoCTh rpaMOTHOTO
W3JI0KEHUSI CBOMX MEICICH B
YCTHOW W THCHBMEHHOH (Qopme;
CIOCOOHOCTH OCYIIECTBIISATH
o HEOOXOMMUMOCTh  OTIPE/ICICHUS
JIEJIOBYI0O KOMMYHHUKAITUIO B YCTHON LeNM  YCTHOH ¥  IHCHMEHHO
VK-4 U  TnuchMeHHoW — ¢opmax Ha | YK-4.2.2 y
KOMMYHHKAIIUW; 3HAHUE IPaBHII
rOCyIapCTBEHHOM (pIX) u N
TIOCTPOCHHS YCTHOM u
MHOCTPAaHHOM (BIX) SI3BIKAX N
MUCBMEHHOH  pedd,  IpaBmiI
pedueBoro ITUKETa
CIocOOHOCTh cobpath u OcBoeHue TEXHOJIOTUU
MIPOaHATU3UPOBATH HCXOJIHBIC JIOKYMCHTHAPOBAHHUSI
JTAaHHEIC, HEOOXOTUMBIC JUTS HHPOpPMAUU Kak MeTojma cOopa
pacueTa 9KOHOMHYECKUX u Y aHAJIN3a UCXOJHBIX TAHHBIX
TIK-1 COIMAJIbHO-?)KOHOMUYECKHUX T1IK-1.2.4
MoKa3aTejiel, XapakTepU3YIOIINX
JIeSITETTFHOCTD XO3STHCTBYFOIITUX
CyOBEKTOB
Jran ocsoenus | Iloka3aresib OlleHUBaHUA Kpurepunii Pexomenayemsle
KOMIIeTCHIM U OLCHUBAHUS cpeactBa (MeToabl)
OIleHUBAHUS
YK-4.2.2 3HaTh MEXaHU3Mbl YCTHOM U IMCbMEHHOM HemoncTpanus 3agwer B (opme
CriocobHOCTB pedn;  OCHOBHBIE  HOPMBI ¥  TIpaBWIA | 3HAHWH OCHOBHBIX | YCTHOTO OIlpoca
TPaMOTHOTO COBPEMEHHOTO PYCCKOTO $53bIKa; OCHOBHBIE | TEOPETHUYECKHX
W3JIOKCHHUS CBOWX | HOPMBI W MOJENH [EIOBOW KOMMYHHKAIMH B | TIOJOXKEHHI B
MBICJICH B YCTHOHW U | YCTHOM M MHICBMEHHOM BUJIC MIOJTHOM 00BeMe
MMUCHbMEHHOM YMETh BBICIYIIATh COOCCETHUKA M MONICPKATh | YMEHHUE
tdhopwme; JTIAJIOT; PEeaTn30BaTh KOHCTPYKTHUBHBIA IHAIOT | TIPUMCHSTH
HE00X0IUMOCTh B YCTHOW WM NHCHMCHHOW (OpME; MPUMEHATH | 3HAHUS Ha
ONpeNIeNIEHUs. L€ | OCHOBHBIC MEXaHU3MBbl YCTHOM M IHCBMEHHOM | MPAKTHKE B
YCTHOM U | peud B OOIICHUH; MPUMEHSATh HOPMBI PYCCKOTO | TIOJTHOM Mepe
MMMCHMEHHOM SI3bIKA; TIPUMCHSATh HOPMBI PYCCKOTO SI3bIKA B




KOMMYHHKAIIHH; pamkax CIIOUBIINXCS Mojenei

3HaHNE MpaBUI | KOMMYHHUKAITUH, HA TTIPO(heCCHOHANEHOM YPOBHE

MOCTPOCHHS YCTHOW | pean30BHIBATG  MMHUCHBMEHHYI0 H  YCTHYIO

" MUCHMEHHON | KOMMYHHKAIIHIO npu OpraHU3aIH

peun, MPaBWI | TOKYMEHTAIIMOHHOTO 00ECTICUeHNS YIIPABICHHS

pedueBoro ITHKETa BJaJeTh HAaBBIKAMH NpPHUMEHEHHs MexaHn3MoB | CBoOomHOE
YCTHOM ¥ TUCEMEHHOMW peyy; BIIaJICHUE
CIOCOOHOCTBIO K PEUEBOMY B3aMMOJICHCTBHIO M | HaBBIKAMH
B3aMMOIIOHMMAHHIO; HABBIKAMH aHanmu3a u
TPaMOTHOW YyCTHOM M THUCBMEHHOW peyd B | cHUCTeMaTU3aluu
npoliecce e TeIbHOCTH; B BBIOpaHHOU
0a30BBIMHM HaBBIKAMM YNOTpeOJIeHHs1 pycckoro | chepe
SI3bIKA JUI1  OPTaHU3allUM KOMMYHHKAIUH B
YCTHOM U TUCbMEHHOM BHUJIE

IIK-1.2.4 JemoHcTpanysi 3HaHU OCHOBHBIX TEXHOJIOTHH | JleMoHcTparus 3auet B hopme

OcBoenue U METOAWK JOKyMEHTHPOBAaHWS WH(OpPMAlWH, | 3HAHUH OCHOBHBIX | YCTHOTO OIlpoca

TEXHOJIOTHH HEOOXOIUMOHN UISI pacdyeTa SKOHOMHUYECKHX M | TEOPETHUECKHX

JOKYMEHTHPOBAHHS | COIMAIbHO-IKOHOMHYECKHUX ToKa3aTeseH, | TMOJIOKEeHUH B

HHPOPMALINH KaK XapaKTepU3yIOIIUX JIESITETTFHOCTD | TTOJTHOM 00BeMe

MeToaa cbopa u XO3STCTBYIOIINX CyOBEKTOB

aHallu3a UCXOIHBIX | YMeHue TIPUMEHSTh 3HaHUA 1o | YMeHus

JTAaHHBIX. JIOKyMEHTHPOBAHUIO UHpOPMALUY, | TPUMEHSTh
HEOOXOMUMOM JUIsl pacdyera SKOHOMUYECKUX W | 3HAHUS Ha
COLIMAJIEHO-D)KOHOMHUYECKHX MoKazaTtese, | MpakTHKe B
XapaKTEePU3YIOLINX JIeSITENbHOCTh | MOTHOM Mepe

XO3SIMCTBYIOIUX CYOBCKTOB Ha MPAKTHKE B
MIOJIHOM Mepe

CBobognoe BJIaJICHUE HaBbikamu | CBoOogHOE

JIOKyMEHTHUPOBaHUS nHpOpMaLnH, | BIaICHHE

HEOOXOMUMON ISl pacyeTa SKOHOMHYECKUX W | HaBBIKAMH

COLMAIBHO-DKOHOMHYECKUX rokKasaTesell, | ananusa u

XapaKTePU3YIOIIUX JIEATENLHOCTE | CHCTEMATU3ALMHI

XO3SUCTBYIOINUX CYOBEKTOB B BBEIOpaHHOM
cthepe

[Tpu mpoBeneHUM MPOLEAYPHI OLIEHUBAHUS PE3YJAbTATOB OOyUCHHsSI MHBAJIUAOB M JIUI[ C
OTPaHUYECHHBIMHA BO3MOKHOCTSIMH 3/I0POBBSI TIPEAYCMATPUBACTCSI MCIIOIb30BAaHHE TEXHUYECKUX
CPEACTB, HEOOXOJUMBIX UM B CBSI3M C UX WHAMBUIYAIBHBIMH OCOOCHHOCTSAMHU. DTH CpEICTBa
MOTYT OBITh TIPEJOCTABICHBI MM MOTYT MCITOJIb30BATHCSI COOCTBEHHBIE TEXHUUYECKUE CPEICTBA;

[Tpu He0OXOAMMOCTH MHBANIKIAM H JIUIIAM C OTPAaHMYEHHBIMH BO3MOKHOCTSIMH 370POBBS
NPEI0CTABIISIETCS TOTIOIHUTENILHOE BPEMsI JJIsl TIOATOTOBKH OTBETA Ha BBHIITOJHEHUE 33/ 1aHUH.

WHCTpyKIIMsS TO TOPSAKY TMPOBEACHUS TPOIEAYPhl OICHUBAaHUS TIPEJIOCTABISETCS B
noctynHoi ¢opme (YyCTHO, B MUCBMEHHOH (opMe, B MUCBMEHHOH (opme Ha si3bike bpaiins,
YCTHO C MCIIOJIb30BaHUEM YCIIYT CYPIIOTIEPEBOTIHKA).

JocTtynHast ¢popma Mpe1oCTaBIeHHs 3a/1aHUil OLIEHOYHBIX CPEJCTB: B MEUaTHOU dopme, B
nevyatHol ¢opMe yBenmuueHHbIM mpUPTOM, B TiedatHOM (opme mpudTom bpaiinsa, B dopme
AIIEKTPOHHOTO JIOKYMEHTA, 3aJlaHHsI 3aUUTHIBAIOTCA ACCUCTEHTOM, 33/IaHUS MPEIOCTABISIIOTCS C
UCTIOJIB30BaHUEM CYPJIOTIEPEBO/IA).

HoctynHast popMa MpeaocTaBiIeHUs] OTBETOB Ha 33/aHusl (MIMCbMEHHO Ha Oymare, Habop
OTBETOB Ha KOMITBIOTEPE, MMCHBMEHHO Ha si3bIKe bpaiiiisi, ¢ NCIOIb30BaHUEM YCIYT aCCHCTEHTA,
YCTHO).

[Tpu HEOOXOAMMOCTH TSI OOYYAFOIINXCS C OTPAHUYCHHBIMU BO3MOXKHOCTSIMU 3JI0OPOBbBS U
MHBAJIMI0B MPOLIEYPa OLIEHUBAHMS PE3YIBTaTOB 00YUEHHUS IO AUCHUIUINHE MOXKET ITPOBOJUTHCS
B HECKOJIBKO JTAIlOB.

[TpoBeneHue mporenypsl OIICHUBAHKS PE3YIILTaTOB 00YYCHHU ST MHBAIUIOB H JIHII C

OTPaHUYEHHBIMU BO3MOXKHOCTSIMU 30POBbS JOMYCKAETCSI C UCIIOJIb30BAHUEM JUCTAHIIMOHHBIX
00pa30BaTeIbHBIX TEXHOIOTHIA.
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Bompockhl k 3a4eTy

Hcropus pa3Butus aenonpousBoictea B Poccun

IIpob6meMbI pocTa TOKyMEHTOO00pOTa

Crioco0bl pauMoHaNIN3aUH JOKyMEHTO000pOTA.

rCaoy. YCOP/. Yuudukanus, hopmanuzanus, CTaHIAPTU3ALMS JOKYMEHTa

OpranuzaimoHHas TpyIa J0KyMEeHTOB.

RN

PacniopsauTensHas rpymma JOKyMEHTOB.
CrpaBoyHO-MH(pOPMAIIMOHHAS TPYIIIa JOKYMEHTOB.

[IpaBuna opopmiieHUS TOKYMEHTOB. PEKBU3UTHBII COCTaB IOKYMEHTA.
Opraamzarus ciyx0s1 JJOY

9. TexHOIOTUM PETUCTPALUH JOKYMEHTOB.

10. TexHonoruu KOHTPOJIS UCMIOTHEHUS TOKYMEHTOB

11. Opranuzanus ciayx6oi JIOY Texymero xpaHeHUs JOKYMEHTOB.
12. ApXuBHOE XpaHEHHE JOKYMEHTOB

13. OdopmneHue pe3yabTaToOB KOHTPOJIS 32 TPYIOBOM M HCIIOJHUTEILCKOM TUCITUILTHHOM.
14. OcoGeHHOCTH TeKCTa TOKyMEHTa

15. CriocoOsl yHU(DHUKAITIHN TEKCTa TOKYMEHTA

16. Ilpuka3 - OCHOBHOM pacopaIUTENbHBIA JOKYMEHT B OpraHU3aluN
17. KagpoBbie mpuKa3bl

18. TpeboBaHus K PEKBU3UTHOMY COCTaBY JTOKYMEHTA

19. CocraBneHnne KOpnopaTUBHBIX CTaHIAPTOB

20. TpeboBanus kK 0HOpMIICHHIO OPTaHU3ALMOHHBIX TOKYMEHTOB (MHCTPYKLHS, IPAaBUIIA U T.II.).
21. TpeGoBanus K OPOPMIICHHUIO aKTa.

22. TpeboBanus Kk 0pOpMIICHHIO IPUKA3a.

23. TpeboBanus kK 0HOPMIICHHIO PACTIOPSHKEHUSL.

24. TpeGoBanus K 0pOPMIICHHUIO TeIe()OHOIPAMMEL.

25. TpeboBanus Kk 0pOpMIICHHUIO TUTAHA.

26. TpeboBanus kK 0HOPMIICHHIO OTUETA.

27. TpebGoBanus K O(OPMIICHHUIO 3asBICHHUS

28. TpeboBaHus K OPOPMIICHHUIO TOKIAIHOM (CITy:KeOHOM) 3aIMCKH.
29. TpeboBanus K 0OpMIIEHHIO TPOTOKOJIA

30. TpeOoBanus K 0pOPMIICHHIO OTOBOPA

31. CyxebHas mepernucka

32. HomeHnkmarypa men

33. OdopmieHHe TAMOKCHHON OTYETHOCTH

MIxana oneHuBaAHUSA

YpoBeHb 3HAHWW, YMEHHM W HABBIKOB OOYYaIONIETOCs MPH YCTHOM OTBETE BO BpPEMS
MPOMEKYTOUHON aTTECTallMd OMNpEAeNseTCs  OLEHKaAaMU  «3aYTE€HO» WM «HE 3a4TEHOM.
Kputepusmu oneHuBaHUS Ha 3a4eTe SIBISETCA JIEMOHCTpAIMsl OCHOBHBIX TEOPETHYECKHX
HOHOX(GHHﬁ, B paMKax ocBaMBaeMoOU KOMIICTCHIIMHU, YMCHUC ITPUMCHATDH MMOJTYYCHHBIC 3HAHUS HaA
NpaKkTHKEe, OBIAJCHHE HaBbIKAMU aHaJIW3a M CHUCTEMaTH3aluuu HHPopMaluu B o0nacTu
JIOKYMEHTAIMOHHOTO 00eCIIeUeHUsI TAMOKEHHOU JIeATEITbHOCTH.

Jna mucuuiuiviH, (OpMOMl HMTOTOBOTO OTYETa KOTOPBIX SIBISETCA 3a4eT, NPUHSTHI
CJIEAYIOIE COOTBETCTBUSA:

60% - 100% - «3auTeHO»;

Menee 60% - «He 3a4TEeHOY.

Y cTaHOBIIEHBI CIIEIYIOIINE KPUTEPUH OIICHOK:

100% - 90%

JleMoHCTparsi 3HaHHWHA OCHOBHBIX TEOPETHUYECKUX IOJIOKEHUH B IOJIHOM oObeMe. YMEHHe
MIPUMEHATh 3HAHWS Ha MpaKTHKe B MOJMHON Mepe. CBOOOAHOE BiajieHHE HABBIKAMH aHAIN3a |
CHCTeMaTH3aIliK B BRIOpaHHOH cdepe.

89% - 75%

JemoHcTpanuss OoJbIlieli YacTH 3HAHWA OCHOBHBIX TCOPETUYECKUX IIOJIOKEHUH. YMeHue
MIPUMEHSTh 3HAHUs Ha MpakTUKe, AOMyCKas MpU 3TOM HE3HAYUTeNIbHbIe HETOUHOCTH. Bianenue
OCHOBHBIMH HaBBIKAMH aHAJIN3a M CUCTEMATH3allUU B BRIOpaHHOI cdepe.




74% - 60%  |JleMOHCTpalusi JOCTaTOUHBIX 3HAHUN OCHOBHBIX TEOPETHYECKHX IIOJIOKEHUH. YMeHue
NPUMEHATh 3HAaHUS Ha NpPAKTHKe, JOMyCKas NpU 3TOM OWMOKHM. Brasenwe oTnenbHBIMU
HaBbIKaMU aHAJIM3a U CUCTEMATH3AIMK B BEIOpaHHOM chepe.

menee 60%  [JlemMoHcTpanms OTCYTCTBUSI 3HAaHMH OCHOBHBIX TEOPETHUECKHX MojoxeHWid. He ymeer
IpUMEHATh 3HAHMWS Ha MpakTuke. He Bnajgeer HaBbIKAaMH aHaIW3a M CHCTEMaTU3allud B
BEIOpaHHO cdepe.

4.4. MeToanueckne MaTepuaJbl

IIponienypa oneHuMBaHUS 3HAHWUN, YMEHUH, HAaBBIKOB M (WJIM) ONbITa AEATENbHOCTH,
XapaKTepU3YIOIUX dTanbl (GOpMUPOBAHUS KOMIETEHIUH, OCYIIECTBISIOTCS B COOTBETCTBUHU C
[TonoxeHueM o TeKyIeM KOHTPOJIE YCIEBAEMOCTH M IMPOMEXKYTOUHOMN aTTeCTallud CTYACHTOB B
®I'bOY BO PAHXul'C u Pernamentom o 6amuibHO-peHTHHTOBON cucteme B Bonrorpagckom
WHCTUTYTE yrpaBieHus - punuaie PAHXul C.




5. MeToauyeckne yKazaHus il 00y4AOUIUXCS 110 OCBOCHHIO JUCIHUNIMHBI

PexomMenganuu mo NJIAHUPOBAHUIO U OPraHU3allMi BPEMEHH, H606X0)11/IM01"0 Ha M3y4YCeHHUue
AUCHHUIIIMHBI

CTpykTypa BpeMeHH, He00X0AMMOr0 Ha U3y4YeHue AUCHUILIMHBI

dopma U3yueHUs TUCLUIUIMHbI Bpewms, 3aTpaunBaeMoe Ha U3y4eHUE
JHUCIIUTUINHEL, %o
N3ydeHne nuteparypsl, pPEKOMEHIOBAaHHOHN B 40
y4aeOHOH TTporpamme
Pa30op nmpakTuueckux ynpaxHeHUH u 40
CUTYallUOHHBIX IPUMEPOB
N3yueHne TeM, BHIHOCUMBIX Ha 20
CaMOCTOSITEJIbHOE PACCMOTPEHUE
Hroro 100

PexomeHnaanmu no noAroToBKe K NpPakTH4eCcKOMY (CEeMHHAPCKOMY) 3aHATHIO

[IpakTuyeckoe (CEeMHMHApPCKOE) 3aHATHE - OJHA M3 OCHOBHBIX ()OPM OpraHHU3aluu
ydeOHOro Tmpolecca, MPEACTaBsAomas Cco00l KOJJIEKTUBHOE OOCYXKICHHE CTYy/ICHTaMH
TEOPETUYECKUX U MPAKTUYECKUX BOIPOCOB, PEUICHHE MPAKTUYECKHUX 3a7ay MO PYKOBOJICTBOM
npenoaasatesnsi. OCHOBHOM LI€IbIO MPAKTUYECKOTO (CEMUHAPCKOT0) 3aHATHS SBISETCS MPOBEpKa
[IyOMHBI IOHUMAaHUS CTYJIGHTOM H3y4aeMOW TeMbI, Y4eOHOTO MaTepuanga U yMEHUS U3II0XKHUTh
€ro CoJiep’KaHue SICHbIM U YETKUM S3bIKOM, pa3BUTHE CaMOCTOSITEIbHOTO MBILIUICHUS U
TBOPUYECKON aKTHMBHOCTM Yy CTyAeHTa. Ha mpakTuueckux (CEMHHAPCKUX) 3aHATHSIX
IpernoaraeTcd paccMaTpuBaTh HauOoliee Ba)KHBIE, CYIIECTBEHHBIE, CIIOKHbBIE BOMPOCHI
KOTOpBIE, HAauboJee TPYAHO YCBAUBAIOTCS CTyACHTaMU. [Ipr 3TOM TOTOBUTHCS K MPAKTUUECKOMY
(ceMHHapCKOMY) 3aHSTHIO BCErJa HYXHO 3apaHee. [loarotoBka K MPaKTHYECKOMY
(ceMHUHapCKOMY) 3aHSTHIO BKIIIOUAET B ce0sl ClIeayroIIee:

- o0s3aTeNbHOE O3HAKOMIIEHHE C TUIAHOM 3aHATHUS, B KOTOPOM COJEpP’KaTcsi OCHOBHBIE
BOIIPOCHI, BBIHOCHMBIE Ha 00CYXICHHE;

- W3Yy4YeHHE KOHCIEKTOB JIEKLHH, COOTBETCTBYIOLIUX pa3lesioB y4eOHUKaA, y4eOHOro
ocoOws, COIepKaHUS PEKOMEHIOBAHHBIX HOPMATHUBHBIX MPABOBBIX aKTOB;

- paboTa ¢ OCHOBHBIMH TEPMHUHAMH (PEKOMEHTYETCSl UX BBIYYHTH);

- W3ydYeHHUE JOIOJHUTEIHHOW IUTEpaTyphl IO TEME 3aHATUSA, Jeias MPU OTOM
HEO0OXOUMBIE BBIITUCKHU, KOTOPBIE TIOHAIO0STCS TIPH 0OCYKIEHUH HA CEMUHAPE;

- (popmynupoBaHHe CBOET0 MHEHHs 1O KaXKJIOMy BOIIPOCY W apryMEHTHPOBAHHOE €ro
000CHOBaHUE;

- 3alUCh BO3HHKIIUX BO BPEMS CaMOCTOSITENILHOM paboThl ¢ y4eOHMKaMU W HAYyYHOH
JUTEepaTyphl BOIPOCOB, YTOOBI 3aT€M Ha CEMHHAPE MOJYYUTh Ha HUX OTBETHI;

- oOpareHre 3a KOHCYJIbTalluel K IpenojaBaTesio.

[TpakTrueckue (ceMHUHAPCKUE) 3aHATHS BKJIIFOYAIOT B CEOSl BRICTYIUICHHS IO KaKOH-IHO0
CJIIO)KHOM WJIM 0CO00 aKTyalbHOW mpobieme, pacCMOTpeHHE U OOCYKIACHHE NPaKTHUYECKUX
cutyauui. Ha mnpakThyeckoM (CEeMHUHApCKOM) 3aHATUU CTYJIEHT TPOSBISET CBOE 3HAaHUE
npeaMeTa, KOppeKTUpyeT uHGMOpManuio, TOTYy4eHHYI0O B TMpolecce JEKIUOHHBIX U
BHEAYJIMTOPHBIX 3aHATUN, GOPMHUPYET OINpeeNieHHbIH 00pa3 B I1a3ax MpernojaBaTelis, oJydaeT
HABBIKM YCTHOW PEUU U KYJIbTYPhI TUCKYCCUH, HABBIKH MTPAKTUYECKOTO PEIICHUS 3a7ad.

PexoMenganuu mo N3YYCHHUIO METOANYECCKUX MaTCPHAJTIOB




Meroanueckue Marepuaibl MO JUCHUIUIMHE TO3BOJISIIOT CTYACHTY ONTHMAJIbHBIM
00pa3oM OpraHu30BaTh MPOIECC U3YUCHHS JAaHHOW TUCIUIUIMHBL. MeToInYecKne MaTepruabl Mo
JTUCITUIUIMHE TPU3BAHBI MMOMOYb CTYJEHTY IMOHSTh CHEIU(PUKY H3ydaeMOro marepuana, a B
KOHEYHOM HWTOT€ — MAaKCUMaJbHO TIOJHO M KAauyeCTBEHHO €ro OCBOWTH. B mepByro odepens
CTYJIEHT JIOJDKEH OCO3HAaTh MpEAHA3HAUYEHHWE METOJUYECKUX MaTepUalioB: CTPYKTYpY, LEIU U
3amaun. J[Js 3TOro OH 3HAKOMHTCS C MpeaMOyJiol, OrJIaBJICHHEM METOJMYECKHX MaTepHasoB,
rOBOpsS MHA4e, OCYLIECTBISET IMEPBHUYHOE 3HAKOMCTBO C HUM. B pasjene, MOCBSIIEHHOM
METOJAMYECKUM PEKOMEHAANMAM 10 U3YYCHHUIO JUCIUIUIMHBI, TPUBOJATCS COBETHI 10
TUTAHUPOBAHUIO U OPTaHHU3AIMH HEOOXOAMMOTO ISl H3y4eHUS JUCIHUILTMHBI BpEMEHU, OIMCAHNE
MOCJICIOBATEILHOCTH  JACHCTBUUA  cTyAeHTa  («CLIEHapuld  W3YyYCHHUsS]  JAUCIUTUTHHBI),
pPEKOMEHIANUU TI0 padoTe C IIUTEPATYPOM, COBETHI MO MOATOTOBKE K 3a4eTy M Pa3bICHEHUS IO
MOBOIY PabOTHI C TECTOBOM CHUCTEMOM Kypca W HaJl JOMAITHUMH 3aJaHusIMU. B 11emom maHHbIe
METOJUYECKIE PEKOMEHIAINH CIOCOOHBI OOJETYWTh HM3yYeHUE CTYACHTAMH JUCHUIUIMHBI U
MOMOYb YCHENIHO CAaTh 3a4eT. B pasmerne, coaepkamieM ydyeOHO-METOIUYECKUE MaTepHhaIbl
JTUCLUILUIUHBI, COACp)KAaHWE NPAKTUYECKUX 3aHATUA MO JUCUUIUIMHE, CJIOBaph OCHOBHBIX
TEPMHUHOB JUCITUTIIIUHBI.

PexomeHpaumm no caMocCTosITeJIbHOM padoTe CTYyIeHTOB

HeorpeMiieMBIM 3J1€MEHTOM y‘-IGGHOFO nponecca ABJIACTCA CaMOCTOATCIIbHAA pa60Ta
crtynenta. Ilpu camocrosiTenbHONM paboTe JOCTHraercsi KOHKPETHOE YCBOEGHHE Y4eOHOro
MaTepuaia, pPa3BUBAIOTCS TEOPETUYECKUE CIIOCOOHOCTH, CTOJb BAaXKHBIC /I COBPEMEHHOM
MOJIMOTOBKU CIEeNUaIUCTOB. DOpMBI CaMOCTOSTENFHOM pPabOTHI CTYJAEHTOB IO TUCIUILIMHE:
HanMcaHNe KOHCIIEKTOB, MMOATOTOBKA OTBETOB K BOIPOCAM, UCCIIEIOBATENbCKast paboTa.

3amaHus JUIsl CaMOCTOSITENIbHON paOOThl BKIIIOYAIOT B C€0sl KOMIUIEKC aHAIUTUYECKUX
3aJaHUii BBINOJIHEHHE, KOTOPBIX, MpEAINojiaraeT TIIATEJIbHOE W3yuYeHHEe HAyYHOH M y4eOHOM
JUTEepaTyphl, MNEPUOAMYECKMX HW3JIaHUM, a TakKe 3aKOHOJATEeNIbHBIX U HOPMATHBHBIX
JOKYMEHTOB TMpeJularaeMelx B 1.6.4 «YueOHas JuTepaTypa M pecypchl HWH(POPMAIMOHHO-
TEJIEKOMMYHUKAIIUOHHOM ceTu "UnaTepner", y4e0HO-METOIUUECKOE obecrieueHue
CaMOCTOSITENILHOM paboThl OOydaromuXcsl MO JUCIHILTAHEY». 3aJaHus MPEIOCTABISIFOTCS Ha
IIPOBEPKY B I€YaTHOM BHUJIE.

Pexomengauum no padore ¢ Jureparypoii

[Ipy m3ydyenun kypca ydeOHON AMCIUIUIMHBI 0cO00€ BHUMAHHE CIIEIyeT OOpaTHUTh Ha
PEKOMEHIYEMYIO OCHOBHYIO U JOIIOJHUTEIBHYIO TUTEPATYPY.

BaXHBIM 37IEMEHTOM ITOJATOTOBKH K CEMHHAPY SIBJISIETCS TITyOOKOE M3ydeHHEe OCHOBHOW U
I[OHOHHHTCHBHOﬁ JIMTCPATYPBhI, peKOMCHHOBaHHOﬁ MO0 TEMC 3aHATHUSA, a TAKIKEC ICPBOUCTOYHUKOB.
[Tpu 3TOM 10JIE3HO MMPOYUTAHHYIO JIUTEPATYPY 3aKOHCTIEKTHPOBaTh. KOHCIEKT TOJIKEH 0TBEYaTh
TpEM TpC6OBaHI/ISIM: 6BITB COACPIKATCIIbHBIM, II0 BO3MOXHOCTHU KpPATKUM W MPABUIIBHO
0(OpMIICHHBIM.

CopepkaTenbHBIM €T0 CIeAYEeT CYUTATh B TOM CIy4yae, €CJIM OH TNepeacT BCe OCHOBHBIC
MBICTH aBTOPOB B IIEJIOCTHOM BHJE. V3JIOXKHUTh TEKCT KpaTKO — 93TO 3HAYUT TMepenarthb
COACPKaHUEC KHUTH, CTAaTbU B 3HAYUTEIILHOU MEpEC CBOUMHU CJIOBAMMU. HpI/I 9TOM CJICAYCT
NPUICPKUBATHCS MPABHJIA - 3alMCHIBATH MBICTH aBTOpa pabOTHI JIMIIL MOCIE TOTO, KaK OHA
XOpOoIUIO MoHsATa. B TakoM ciydae mocTaBieHHas 1enb OyaeT JocTUrHyTa. LluTupoBaTh aBTOpOB
H3y4aeMbIX padoT (C 00s3aTeIbHON CCHUIKOM Ha MCTOYHMK) CIICYEeT B T€X CIIydasxX, €CIu Hajao
3aMMChIBaTh OYEHBb BAXKHOE OIPEICTICHUE UITH MOJIOXKEHHE, 0000IIA0NUii BBIBO/.

Baxno u BHemnHee opopMiieHHe KOHCIIEKTa. B ero Hauane Hao yka3aTh TEMy CEMHHApA,
JAaTy HallMCaHus, Ha3BaHUA JIMTCPATYPHBIX HCTOYHUKOB, KOTOPLIC 6yZ[YT 3aKOHCIICKTUPOBAHBI.
['myGokast camocTosTenbHas padoTa HaJl HUMH OOECTICUHT YCIIEITHOE YCBOSHNE N3ydaeMOi
JUCHUITIINHBI.



OnHuM W3 BaXHEHIIMX CPEACTB CEPHhE3HOTO  OBJIAJCHUA TEOpUEH  sBIsIeTCS
KOHCHeKmupoeanue nepeoucnoyHuKos.

JInst cocTaBiieHHs KOHCIIEKTa PEKOMEH/yeTCsl CHavYasIa MpOYUTaTh paboTy LEIUKOM, YTOOBI
YSICHUTB €€ OOIIHI CMBICI U coiepkanue. [Ipr 3ToM MOKHO c/iefiaTh IOMETKH O €€ CTPYKType, 00
OCHOBHBIX TIOJIOKEHHUSX, BBIBOJIAX, HAJO0 CTAaparbCsi OTIUYaTh B TEKCT€ OCHOBHOE OT
BTOPOCTEINEHHOT0, BHIBOJIBI OT apIYMEHTOB U J0Ka3aTeNIbCTB. Ecin ecTh HENMOHATHBIE CIIOBA, HAZ0
B DHIUKJIONEMYECKOM CIIOBape HAHUTH, YTO 3TO CIOBO 00O3HAUaeT. 3aKOHYMB YTeHHe (maparpada,
[JIaBbl, CTaThU) HAA0 33JaTh cebe BOMpPOCHl Takoro ponaa: B uem riaBHas mbiciab? KakoBsl
OCHOBHBIE 3BEHbsl JOKa3zarenbcTBa ee? UYUTo BbITEKaeT U3 yTBepxkaeHuM asropa? Kak st0
COTJIaCYeTCsl C TEM, UTO YK€ 3HAeTe O MPOUUTAHHOM M3 IPYTHX UCTOYHUKOB?

SICHOCTb M OTYETIUBOCTh BOCIPHUATUS TEKCTa 3aBHCUT  OT MHOTOTO:  OT
COCpPEIOTOYEHHOCTH CTY/IEHTa, OT TEXHUKH UTEHHUs, OT HACTOWYMBOCTH, OT SPKOCTHU
BOOOpaXeHUs!, OT TEXHUKU (PUKCHPOBAHUS MPOYUTAHHOTO, HAKOHEII, OT 3PYAMLINU — OOIIeH U B
KOHKPETHO paccMaTpuBaeMoi mpoodiieme.

Pe3ynpTaTom nepBOHaYaIbHOTO YTEHUS JOJDKEH OBITh MPOCTON MIAH meKcma u yemroe
npeocmaenenue 0 HEACHBIX Mecmax, OTMEUYEHHbIX B KHure. [locie mnpeaBapuTenbHOTO
03HAKOMJIEHHUS, [P NIOBTOPHOM YTEHHUH CIEAYET 6bl0€UNb OCHOGHbIE MBICIU A6MOPA U UX
pa3BUTHE B MPOU3BEACHUU, OOPATUTh BHUMaHHE HAa OOOCHOBaHHE OTIEIBHBIX MOJIOKEHUH, Ha
MeToAbl W (OpMBI JOKa3aTenbcTBA, HauOonee spkue NpuMepbl. B xoxe 3Toil paboThI
OKOHYATEJIbHO OTOMpaeTcs MaTepuai Ul 3alucu U OIpenesseTcsl €€ BUI: HJIaH, me3Uchl,
Koncnekm.

[Iman 3TO KpaTKuid, MOCJIEIOBATENbHBIN MMEPEUYCHh OCHOBHBIX MBICIICH aBTOpa. 3alUCh
IPOYNUTAHHOTO B BUJIE TE3MCOB — 3HAUUT BBIABHUTH U 3aMUCATh ONOPHBIE MBICIH TeKCTa. Pa3Huna
MEXy IJIAaHOM W Te3ucaMH 3aKjlodaeTcs B CIEIYIOIIeM: B IJIaHE MBIC/Ib Ha3bIBaeTCs (CTaBb
BCETJa BOMPOC: O 4YeM TOBOpPUTCS?), B Te3ucax — (opMyiaHpyercss — (4TO UMEHHO 00 3TOM
roBopuTcsa?). 3amuch OIMOPHBIX MBICIEH TEKCTa BaKHA, HO TIOJIHOTO TMPEACTABICHHUS O
POYNTAHHOM Ha OCHOBAaHHMHM IOJOOHOM 3alycy HE COCTaBUIIb. BaXHO OCMBICIHUTDH, KaK aBTOP
JIOKa3bIBa€T CBOIO MBICHIb, KaK YOEXJaeT B HMCTHMHHOCTH CBOUX BBIBOAOB. TaK BO3HHKAET
KOHcrieKT. Dopma 3amucu, Kak Mbl yXKe OTMETHJIM, YCIOXKHSETCS B 3aBUCHMOCTH OT IIeJiel
paboTHI: TUTaH — O YeM?; Te3UChI — 0 4YeM? YTO UMEHHO?; KOHCIIEKT — 0 4eM? 4TO UMEHHO? Kak?

KoHcmiekT 3TO KpaTkoe TIOcCieoBaTeNIbHOe H3NIoKeHHe cojaepkanus. OCHOBY ero
COCTaBJSieT IUJIaH, TE3UChl U BBIMUCKUA. HemocTaTku KOHCIEKTUPOBAHUS: MHOTOCIIOBHE,
IIUTUPOBAHUE HE OCHOBHBIX, @ CBA3YIOIIMX MBICICH, CTPEMJICHHE COXPAHUThH CTHIUCTUYECKYIO
CBSI3aHHOCTH TEKCTa B yIIEpO €ro JIOTH4ecKoil cTpoitHocTH. [IprucTynaTh K KOHCIIEKTHPOBAHHUIO
HEOOXO/MMO TOTJa, KOTJa CIIOKWIMCh HABBIKM COCTABJICHMS 3allUCH B BHJE Pa3BEPHYTOTrO
MOJAPOOHOTO IIJIaHa.

dopma 3anucH MpU KOHCIEKTUPOBAHUU TpeOdyeT 0coOOro BHUMAHUS: BaXKHO, YTOOBI
COOCTBEHHBIEC YTBEPKICHHS, Pa3MbIIUICHUS HAJ MPOUYUTAHHBIM, YETKO OTACISINCH MPHU 3alHCH.
PazymHee BBIHOCHUTH CBOM TIOMETKH Ha LIMPOKHE IOJIS, 3alHMChIBATh Ha HUX JOMOJHHUTEIbHbIE
CIIPaBOYHbBIE JJAHHBIE, TOMOTAIOLINE YCBOCHUIO TEKCTA (AaTa COOBITUS, YIIOMSIHYTOTO aBTOpaMu;
CBEJICHUS O JIMIE, HA3BaHHOM B KHUTE; TOYHOE CojiepKaHue TepMuHa). Ecnu koHCnekTupyercs
TEKCT BHYIIUTEIHHOTO 00beMa, HE0OXOIUMO YKa3bIBaTh CTPAHMIIBI KHUTH, KOTOPHIE OXBATHIBACT
Ta WM WHAS YaCTh KOHCIEKTA.

s ynoGcTBa MOJIb30BAHMS CBOMMH 3allMCSAMU Ba)KHO O3arjlaBUTh KPYITHBIE YacTH
KOHCIIEKTa, MOTYEpPKUBas 3azo10éku. CienyeT MOMHUTh O Ha3HAUYEHUM KPACHOM CTpOKH,
CTPEMHUTHCSA K 4YeTKOM rpaduke 3amuceid - ycTymamu, KoJOHKamH. M3naraTh riaBHbIE MBICIH
aBTOpa M HX CHUCTEMYy apryMEHTOB - HEOOXOJUMO TMPEUMYIIECTBEHHO CBOMMH CIIOBaMH,
nepepabarbiBas TakuM 00pa3oM HHGPOPMAIMIO,— TaK MPOXOAWT YSCHEHHE €€ CYTH. MBICIb,
(pasbl, MOHATHIE B KOHTEKCTE, MOTYT IprolOpecTu Hosiee mpocTpaHHOE U3JI0KeHHue B 3amucu. Ho
TEKCT OpUTHMHAJIa CBEPTHIBACTCSA, U CTYACHT, OTpabaThiBasi JIOTMYECKOE MBIIUICHUE, YYUTHCA
BBIJICJIATh TJIaBHOE M 000011aTh OJHOTHUIIHBIE CYXJAEHUs, onHOponHble (aktbl. Kpome Toro,
Jienas 3anucy CBOMMHU clioBaMH, 0000111asi, CTYACHT YUYUTCS TUCbMEHHOU peyHu.



3HaHue 00IIel CTPaTeruy YTEHUs, TEXHUKH COCTABJICHHE IJIaHa M TE3UCOB OMpPENeisIeT ’
TEXHOJIOTUIO KOHCTIEKTUPOBAHUS

e BHUMAaTEeNbHO YHUTATh TEKCT, MOIYTHO OTMEYas HEMOHSATHBIE MeECTa, HE3HAKOMbIC
TEPMUHBI U TIOHATUS. Botnucame na noaa 31aueHve OTMEUCHHBIX MTOHSATHUH.

e [Ilpu mepBOM UYTEeHHH TEKCTAa HEOOXOIUMO COCTAaBUTh €r0 HPOCHION NaH,
MOCIIeI0BATENbHBIN TIepeYeHh OCHOBHBIX MBICIICH aBTOpA.

e [Ipu NMOBTOPHOM YTEHHWU TEKCTa BBLACIATH CUCHEMY O0O0KA3AmMenabcme OCHOBHBIX
MOJIOKEHUH PabOThI aBTOpA.

e 3aKIIOYUTENBHBIA dTam paboThl C TEKCTOM COCTOMT B OCMBICICHHH paHee
OTMEUYEHHBIX MECT U UX KPAaTKOU MOCIIEIOBATENBHOMN 3aIIUCH.

e [Ipu KOHCHEKTUPOBAHUU HYKHO CTPEMUTHCS GbIPA3UMbL MbICAL ABMOPA CEOUMU
cnoeamu, STo TIOMOTaeT 0oJiee TTyOOKOMY YCBOSHHUIO TEKCTa.

e B pamkax paboThl Haa TIEPBOMCTOUYHHKOM BAXKECH YMEIBI omoéop uyumam.
HeobxommMo y9uThIBaTh, HACKOJIBKO SIPKO, OPUTHHAIBHO, CKAaTO M3JI0XKeHa MBICHb. L{luTupoBarth
HEOOXOIUMO Te CYXJCHHSI, Ha KOTOpbIE€ BIOCJIEICTBUM BO3MOXKHA CChIIKA KaK HA aBTOPUTETHOE
U3TI0’)KEHHE MHEHHSI, BEIBOJIA TIO TOMY WJIH HUHOMY BOTIPOCY.

KoHncnexktrpoBats 11emecoo0pa3Ho He Ha OTAEILHOM JIMCTE, a B 00IIel TeTpaau Ha OJTHON
cTpanuie jucta. OOOpPOTHAas CTOpPOHA JHCTa MOXET OBITh HCIOJB30BaHA JJISI JIOTIOJHEHUIHA,
HEOOXO/JMMOCTh KOTOpPBIX BBIICHUTCS B JAajibHelmeM. [Ipy KOHCHEKTHMpPOBAaHWHU JIUTEPATyphl
CIIEyeT OCTaBUTh IIUPOKUE TOJIS, YTOOBI 3aMucaTh Ha HUX IUIaH KOHcrekTa. [lons Moryt ObITh
HCIIOJIb30BaHbl TAKXKE JUIS 3aMCH CBOMX 3aMEUYaHMi, TOMOIIHEHHH, BoripocoB. [Ipu BeicTyIIIeHUN
HA CEMHUHApe CTYIEHT MOXET IIOJIb30BaThCsl CBOMM KOHCIIEKTOM JUIS  ITUTHPOBAHUS
MEpBOMCTOYHUKA. Bce yuacTHUKM 3aHATHS BHUMATENBHO CIYIIAIOT BBICTYIUICHUS TOBapHUILEH MO
TpyIIe, OTMEUYAlOT CIOPHBIE WM OIIMOOYHBIE TIOJNIOKEHUS B HHUX, BHOCST TOINPABKH,
MIPEJICTABIISIOT CBOM PEIICHUS U O0OCHOBaHUS 00CYKIAEMBIX TIPOOIIEM.

B koHIIe ceMuHapa, KOr/ia MpernojaBaTeNb 3aHATHS TOIBOJAUT UTOTH, CTYJAEHTHI C y4ETOM
pEeKOMEHIallMii MpenojiaBareisl U BBICTYIUIEHUH COKYPCHHMKOB, IOTOJIHSIIOT WM HCIPABISIOT
CBOM KOHCIIEKTHI.



6. YueOHas 1uTepatypa u pecypcbl HHGOPMAIHOHHO-TEJIEKOMMYHHUKALIMOHHOM CeTH
"UHTepHeT", yueOHO-MeTOAUYECKOE 00ecedeHrne CaMOCTOSITeIbHOI padoThI
o0y4aromuxcs Mo IUCHUIIHHE

6.1. OcHoBHas auTeparTypa.

1. I'punbepr A.C. JIokyMEHTaIlMOHHOE OOCCIICUCHHE yIpaBicHUs [DIEKTPOHHBIA pecypc]: y4eOHUK.—
ONeKTpoH.  TekcToBble  mamaple. — TOHUTU  JAHA. — 2012. PexuMm  mocryma:
http://www.iprbookshop.ru/10497.— 3BC «IPRbooks», o maporo.

2. Kyzuenor U.H. [lenonpou3Boactso [DJACKTPOHHBIN pecypc]: yueOHO-clipaBoyHOE mocobue. - M.:
HamkoB u K. — 2014, Pexxum pocrymna: http://www.iprbookshop.ru/586 — 3ari1. ¢ akpaHa.

3. Ky3nenoB U.H. [lokymeHnTanmoHHoe oOecreueHue yrnpaBieHHs U AEJONPOU3BOACTBA: YUSOHHMK IS
OakanaBpoB. - M.: Uzn-Bo IOpaiit; U/] FOpaiit. — 2012.

6.2. lonostHMTEIBLHAS JIUTEPATYpPA.

1. I'saeBa U.B. JlenomponsBoacTBo [DIeKTpOHHBIA pecypc]: chpaBouyHMK.— MuHck: TerpaCuctemc,

Terpanut. Pexxum noctyna: http://www.iprbookshop.ru/28072.— 3BC «IPRbooks».

2. Hemymmua O.H. Kaapomoe nemonpoun3BojactBo. Bomrorpan: m3a-Bo Bomrorpaackoro dwumuana
®I'bOY BIIO PAHXuI'C, 2014, 128 c.

3. Kynses H.H. lokymenToBeaeHue [ DIEKTPOHHBIN pecypc]: yueOHUK— DIEKTPOH. TEKCTOBBIE

nmaubie. — M.: Jloroc. — 2012. Pexxum mocryna: http://www.iprbookshop.ru/9082.— 3BC «IPRbooks»,

0 TTapOJIII0

4. MenaseneBa O.B. OcHOBBI JOKYMEHTAIIMOHHOTO OOECIICUCHUS yIPaBICHUS [ DIEKTPOHHBINA pecypc]:

y4geOHOe TIocoOme.— DJIEKTPOH. TEKCTOBBIC AaHHBIC. - KpacHomap: KOKHBIN MHCTUTYT MEHEIKMEHTA. —

2011. Pexxum poctyma: http://www.iprbookshop.ru/9565.— DBC «IPRbooksy, mo mapoiito.

6.3. YueOHO-MeTOqUYECKOE 0OOecliedeHue CaMOCTOATEbHOH padoThl.

1. 3axapoBa JlokyMmMeHTaMOHHOEe oOOecIieUeHNEe yIpaBIIeHUS [DNEeKTPOHHBIN pecype]| : ydeOHO-
npakTuaeckoe nocodoue. M.: EBpasuiickuii OTKpBITHIA HH-T. 2012

2. KonduaeHuuansHoe JEMONPOM3BOJICTBO M 3AIIMIICHHBIH  3JMEKTPOHHBIH  JOKYMEHTOOOOPOT
[Dnexrponnsiii pecype]: yueonuk/ H.H. Kynsier [u ap.].— DiexTpoH. TeKkcToBbie nanubie.— M.: Jloroc,
2013.— 452 ¢.— http://www.iprbookshop.ru/586

6.4. HopmaTuBHbIE IPABOBbIE JOKYMEHTHI.

1. TOCT P6.30-2003. «YuuduuupoBaHHas CHCTEMa OPraHHU3alMOHHO-PACIOPSIUTEIHLHON
JoKyMeHTanuu. TpeGoBaHHuA K 0DOPMIICHHIO JOKYMEHTOBY». YTBEp)KIEH U BBEJCH B ACHCTBHE
¢ 01.07.2003 mocranomienuem loctammapra P® or 03.03.2003 Ne 65-ct. - M.: U3a-Bo
cranmaptos, 2003

2. KsanuduxauroHHBIN CIPAaBOYHUK AOJDKHOCTEH ciyxammx. — M., 2001.

3. Jlemompou3BoacTBO U apxuBHOE neo. Tepmuas! 1 onpeaenenus. [OCT P51141-98. - M., 1998.

1. OcHoBHBIE ITpaBUiIa pabOTH TocymapcTBeHHBIX apxuBoB CCCP. — M., 1984.

2. OcHOBHbIE TpaBuiia pabOTHI BEAOMCTBEHHBIX apXHBOB. — M., 1986.

3. CnoBapb COBPEMEHHON apXUBHOW TEPMUHOJIOTUN COLUATUCTHUECKUX CcTpaH. - M., 1982, 1988.
6.5. UnTepHeT-pecypChl, CIPABOYHbIE CHCTEMBI.

1. www.management.com.ua - IHTepHeT nopTtai JJisl yIpaBJieHIEB.

2. www.garant.ru — ['apaHr.

3. www.consultant.ru - Koncynpraat-Iliroc.

4. dic.academic.ru/searchall.php - CnioBapu u SHIHUKIIONIEIHH.

5. glossary.ru - Ciy>x0a TeMaTH9ECKUX TOJKOBBIX CJIOBapEeH.

6. WWWw.zipsites.ru - BuoimoTeka SKOHOMHUYECKOHW U yIIPaBICHYECKOM JINTEPaTyPHI.

7. www.sf—online.ru — lenoBoii xxypHai «Cekper GUupMbD».



7. MaTepunanbHO-TeXHH4YecKasi 0a3a, HTHPOPMALMOHHbIE TEXHOJIOTMH, IPOrPaMMHOe
o0ecrieyenue 1 UHGOPMALMOHHbIE CIIPABOYHbIE CHCTEMbI

MarepuanbHO-TEXHHUECKOE 00ECTICYCHNE TUCIUIUTNHBI BKJIFOUAET B CeOs:

- JICKIIUOHHBIC ayIUTOPHHU, OGOpyI[OBaHHBIe BUACOMMPOCKIIMOHHBIM OGOpyZ[OBaHI/ICM JJIA
Npe3eHTAIH, CPEACTBAMH 3BYKOBOCIIPOU3BEICHHS, SKPAHOM;

- IOMCIICHUA OJId NPOBCACHUA CCMUHAPCKUX U IMPAKTHUYCCKUX 3aHHTHfI, O60py2[OBaHHBIe
yaeOHOH MeOenblo;

I[I/ICI_[I/IHJII/IHa JOJI’)KHa GBITB nogacpiKkaHa COOTBCTCTBYIOIIMMHU  JIMIICH3MOHHBIMHA
POTPaMMHBIMH TIPOTYKTaMH.

[TporpamMmMHBIe cpecTBa obecrieueHus y4eOHOTO mpoliecca JOMKHBI BKIIOYATh:

- IPOTpaMMBbI IPE3EHTAIIMOHHON rpaduKu;

- TEKCTOBBIC PEIAKTOPBHI.

By3 obecneunBaeT kaxa0oro o0ydaromerocss pabo4nuM MECTOM B KOMITBIOTEPHOM KJlacce
B COOTBETCTBUU C 06’I>CMOM HU3Yy4aCMbIX JUCHUIIINH, O6€CHC‘-II/IBaeT BBIXOJ B CETh I/IHTepHCT.

ObecrieunBaeTCsi BO3SMOKHOCTh OECIPEIATCTBEHHOTO TOCTYTAa 00yJaronXcst MHBATHIOB

B ayJINTOPUH, TYaJICTHBIC U IPyrHe IOMEIICHHUS, a TAKXKE WX MPEObIBaHUS B YKa3aHHBIX
MOMEIICHUX (HaJTMYMe TTaHyCOB, OPYYHEH, pACIIMPEHHBIX IBEPHBIX IPOEMOB, TUPTOB, TIPU
OTCYTCTBUH JU(PTOB ayJUTOPHUS PACIIOTATaeTCs Ha MIEPBOM 3Ta)Ke, HATMYHE CIICIUATBHBIX
Kpeces U IPYyTuX MPUCTIOCOOICHH ).

Y4eOHble ayIUTOPHH AJII BCEX BHIOB KOHTAKTHOW M CAMOCTOSITEILHON paboThI, HaydHASI
OMOIMOTeKa W WHBIE TIOMEIICHUS JJIsi OOY4YEeHHS OCHAIEHBI CIEIHaTbHBIM O0OpYIOBaHUEM W
yu4eOHBIMH MECTaMH C TEXHHUYECKUMH CpPEICTBAMH OOy4deHHs] i OOydarommxcs ¢
OTpaHMYEHHBIMU BO3MOXKHOCTSIMH 370POBbsl M OOy4aloOlUXCS WHBAJIUAOB C Pa3HBIMHU BHJIAMU
OTpaHUYECHUN 310POBbS:

- C HapYIICHUSMHU 3PEHUSL:

[Tpuntep bpaiins braille embosser everest-dv4

DJIEKTPOHHBIN py4yHOU BusieoyBeneuntesib CAHDJ]

- C HAPYIICHUSMH CITyXa:

cpenctBa OecripoBoHOM nepenaun 3Byka (FM-cucremsr);

aKyCTUYECKHI YCUIIUTENh U KOJIOHKHY;

tudodnemmieepsl, paTHOKIACCHI.

- C HAPYIICHUSMH OTIOPHO-JBUTATEIHLHOTO aIapara;

NepeIBUKHbIC, PEryjlupyemMble 3proHOMUYECKHE MHapThl C HMCTOYHUKOM MHUTAHUS IS
WHINBUIYAIbHBIX TEXHUYECKUX CPEJICTB;

KOMITbIOTEpHAs TEXHUKA CO CHEIHaIbHBIM MPOTPaMMHBIM 00€CIICUEHUEM;

aJIETEpPHATUBHBIE YCTPOWCTBA BBOAA MH(OpPMALINH;

JPYTUX TEXHUYECKUX CPEACTB MpueMa-nepenayn yueOHoil uHopMaluu B JOCTYIHBIX
dbopmax JJis CTYNEHTOB C HAPYIICHUSIMH OTIOPHO-IBUTATEIBHOTO arapara.

Hoctyn k mHOpMAITMOHHBIM W OuOIMOTpaduueckuM pecypcam B cetu MuTepHeT 1M1
Ka)X/I0r0 OOYy4YaroIerocs WHBAJIWAa WIH OOydYarolerocsi C OrpPaHUYCHHBIMH BO3MOXKHOCTSMU
3I0POBBSI OOEcTeyeH MPeJOCTaBICHUEM €My HEe MEHee 4eM OJHOro y4eOHOro, METOAMYECKOTO
MEYaTHOTO W/WIM DIEKTPOHHOTO W3JaHUS 10 aJanTalliOHHOW JTUCIHUIUIMHE (BKIIOYast
AIIEKTPOHHBIE 0a3bl MEPUOANUECKHUX U3/IaHul), B popMax, aAalTHPOBAHHBIX K OTPAHUYEHUSIM UX
3I0POBBSI U BOCTIPUSATHUS HHPOPMAIIHIH:

Jliis oOyyarouiuxcs ¢ HapylmeHUsIMU 3pEHHUS:

e B revaTHON (hopMe YBETUICHHBIM MIPUPTOM;
¢ B (hopMe PIIEKTPOHHOTO IOKYMEHTA;
¢ B popme ayauodaiina;
e B nieyatHO (opme mpudTom bpaitns.
J1y1st 0Oy4aronuxcs ¢ HapymeHUsIMH CITyXa:



e B rievaTHou hopme;
B (hopMe AIIEKTPOHHOTO TIOKYMEHTA;
B (opme aymmodaiina.
Jliia oOyyaronuxcsi ¢ HapyuIeHUsIMU OMOPHO-/IBUTaTeIbHOrO anmnapara:
B Mle4aTHoOu (hopme;
B (hopMe PIIEKTPOHHOTO IOKYMEHTA;
B (hopme ayauoaiina.
ConepkaHue aganTalMOHHOW JUCHIUIUIMHBI Pa3MENICHO Ha caiTe WH(POPMAIIMOHHO-
KoMMYyHUKarmoHHou cetn MaTepHeT: Cebuika: http://vigr.ranepa.ru/sveden/education/ ...

Wudopmanmonnsie cpeiactBa oOydeHHs, aJalTUPOBAHHBIE K OTPAHUYCHUSIM 310POBBS
00yUarOIINXCS:

AJIEKTPOHHBIE y4eOHUKH, y4eOHble (MIBMBI MO TEMAaTHKE IWCIMIUIMHBL, IPE3CHTAIH,
WHTEPAKTHBHbIC y4eOHbIE U HarJISAHBIE TIOCOOMWS, TEXHUYECKUE CPEICTBA IPEIbSIBICHHS
uHpopMauy (MyJIbTUMEAUNHBIN KOMITJIEKC) U KOHTPOJIS 3HAHUMN (TECTOBBIE CUCTEMBI).

OBC «Aiibyke», MubopmanmonHo-npaBoBbie 0a3bl gaHHBIX («KoHcymbpranT Ilmrocy,
«I"apanT»).

MynbTUMETMIHBIA KOMILJIEKC B JIEKIIAOHHON ayIUTOPHH.
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