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BBOJIHASA YACTb

1.HeassMu oCBOeHHUSI Y4eOHOI JUCUUIINHBI

«Opranu3zanusi J1eTONPOU3BOJICTBA B JOIIKOJIBHOM YUPEKIACHUW» SIBISIOTCS
BOOPY)KEHUE  CTYJIEHTOB  3HAHUSIMU O  [pollecce  JIOKYMEHTUPOBAHUS
yIpPaBJICHYECKON NEeSTeIbHOCTH, dbopmupoBaHue npodeccroHanbHbIX
KOMITIETEHIIUM B 00JIACTH COCTaBIEHUS U OPOPMIICHUS JJOKYMEHTOB.

2. Mecto y4eOHOH qucuniuinabl B cTpykrype OIIOII By3a:

2.1. Jlucumrummna «OpraHuzanusi JeJIONPOU3BOJACTBA B JIOIIKOJIBHOM
YUPESKICHUN» OTHOCUTCS K BapratuBHOM yactu bioka 1. (b1.B.JIB.8.1).

2.2. Jlns w3ydeHus JaHHOM y4eOHOM AMCUUILIMHBI HEOOXOAUMBI
clenyromue mnpeamecTsyomue aucuummael:  «llegaroruka», «Opranuzanus
JIOIIKOJILHOTO 00pa30BaHUsD.

2.3. llepeuenp mocneAyOmMX Y4YeOHBIX TUCHUIUIMH, IS KOTOPBIX
HEOOXOAMMBbl 3HAaHUA, YMEHHUS M HaBBIKH, (OpPMHUpYEMbIE [1aHHOM Y4YeOHOMU
JVCHHATUIMHOW  IPOU3BOJACTBEHHAS ITPAKTUKA, HanMcanue BKP.

2.4. llepeueHb IUIAaHUPYEMBIX pE3yJbTaTOB OOyUEHHUS IO AMCLHUILIMHE,
COOTHECEHHBIX C IIAHUPYEMBIMU pe3yapTaTaMl  OCBOEHHMSI  OCHOBHOM
npodeccuoHanbHOM 00pa30BaTENbHOM MPOTrPaMMBbI.

N3ydeHue naHHOW yuyeOHOM AMCHMIUIMHBI HAIpaBlIeHO Ha (popMuUpoOBaHUE Y
obydatomux  o6mekyabTypHbix — OK (o6menpodeccuonansubix — OIIK) u
npodeccuonanpubix (I1K) komnerenimii:



Ne | Homep | Conepxanne [epeueHb IAHUPYEMBIX PE3YJIbTATOB O0YUCHUS MO AUCIUITITMHE
Ne | /uHzjek | KOMIETeHIMH B pesynabTare u3ydeHus yueOHOM JUCHUIUIMHBI 00YUYarOIIHECs TOJIKHBI:
o/ | ¢ (v ee yacTu)
KoMIie 3HaTh VYMeThb Brnaners (HaBbIkaMu)
TEHLU
u
1. OIIK - | I'otoBHOCTh K | KoHCTHTYIIHIO PD, AHaTM3UPOBATH, Hasrixkamu
4 npodeccuonan | 3akoHsl PO, pemenns | oneHuBaTh U MHCTPYKTHPOBATh
bHOM IIpaButensctBa PO u MPUMEHSITh 1e1aroroB B
NEeSTeHOCTH | IPYTHe HOPMATHBHBIE M | CYIIECTBYIOIINE rporecce
B MPaBOBBIE TOKYMEHTHI, | 3aKOHOAATEIILHBIE U BBITIOJTHEHHUS paOOTEHIL.
COOTBETCTBHU | METOJUYECKHUE HOPMAaTUBHBIE aKTHI B YMenusmu u
c PEKOMEHIAITNH 110 MearoruaecKoi HaBBIKaMHU 1o
HOPMAaTHUBHO- BOIpOCaM JeSITeIBHOCTH. OpraHu3aluu
MPaBOBBIMHU JOUIKOJIBHOTO [IpoekTupoBats u nporecca
aktamu cepsl | 0OpazoBaHMUSL. TUTaHUPOBATh JIEIIONPON3BOJICTBA B
o00pazoBaHUS Hcropuro cTtaHOBICHHS | 00pa30BaTeILHO- A0V, 1o
JOKYMEHTAIIHOHHOTO BOCITUTATENBHYIO odopmIieHnI0
oOecrieyeHust paboTy B IOIIKOJIBHOM | JOKYMEHTOB.
YIpaBIeHUS, o0pa3oBaTebHOM
TpeOoBaHUsI YUPEXKICHUN
rOCYJapCTBEHHBIX PazBuBaTh
CTaH/IapTOB Mo | CrocoOHOCTH
o opMIIEHUIO MIPUMEHSATH
JOKYMEHTAIHN MOJy4YeHHbIC 3HAHUS U
yMEHHsIT B TIPaKTHKE
yHIpaBIeHUs
00pa3oBaHUEM.

2. I[1IK-6 | 'oroBHOCTH @®opMBI U METOIBI Hcnonr3oBath Hasbikamu paGoThI ¢
K OCYIIECTBICHUS COBpEMEHHEIE OpraHU3aIMOHHO-
B3auMoeiicT | B3AHMOICHCTBHS WH(POPMAIMOHHEIE pacropsauTeIbHON
BHIO C A0V c AJIEKTPOHHBIC PECYPCHl | TOKYMCHTAITHEH.
Y4ACTHUKAMH Pa3HOOOpa3HBIMU 21 OCYIIECTBICHHUS HaBbikamu paboTsI ¢

KyJIbTYPHO- B3aMMO/ICHCTBHS Pa3IMYHBIMH BUIAMHA
oOpazoBaresnb

MIPOCBETUTENECKUMH MEXY Y4ACTHUKAMHU HCTOYHHUKOB
HOro YUPEKICHUSIMH. 00pazoBaTenbHOTO MOJTY4EHUS
npomgecca. Crioco0#!I morydeHust mporiecca, WHPOPMAIIH 110

HHPOPMAIHIH O OpraHu30BaTh BOIIPOCaM

COBPEMEHHBIX JIOKYMEHT0000pOT 1 JIOUIKOJIEHOTO

TEH/ICHIUAX B o0mactu | paboTy ¢ o0Opa3oBaHusI.

MEHE/DKMEHTa JIOKyMEHTaMH.

o0pazoBaHwus, OxapakTepu30BaTh U

CpeJIICTBa XpaHEHUS 1 COCTaBHTh

MTOKCKA JIOKyMEHTOB HOMEHKIIATypy Jell.

B pesynbsrare ocBoenust OIIOII 6akanaBprara 00ydaronuics J0KEH OBIAIETh
CIEYIOIIUMHU pe3yabTaTaMH 00YYEeHHUs 110 AUCIUTUIHHE:

-COCTaBJIATh

3HaTh TOCYJApCTBEHHBIE CTAHAAPTBI TIO0 JOKYMEHTHPOBAHHUIO:  PEKBU3HTHI,
TpeboBaHus K 61aHKam, GopMyJsipam;
XapaKTepU30BaTh OCHOBHBIC BHIBI JTOKYMEHTOB: CIIPaBKH, AaKThl, IPOTOKOJIBI,

IIPUKa3bl U Jp.;
YMETh 0XapaKTepU30BaTh U COCTABUTH HOMEHKJIATYPY JI€;
OpraHu30BaTh JOKYMEHTOOOOPOT U pabOTy € TIOKyMEHTAMH;

OCHOBHBIC JOKYMCHTEI.



2.5 Kapra koMneTeHIHi TUCHUNIHMHBI

KAPTA KOMOETEHIAI JUCUUILINHBI

HAUMEHOBAHMUWE JUCIHUIIVIMHBI

Opranu3anysi 1eJONPOU3BOACTBA B JIOIIKOJIBLHOM YUpPeKIeHUH

I_Ie.]'[l/l U3YyYCHUHA JTUCHUILJINHBI:

BOOPY)KEHUE CTYACHTOB 3HAHUSIMU O TIPOILIECCE JOKYMEHTHPOBAHUS YIPABICHYECKOM JEATEIbHOCTH,
dbopmupoBanre npodhecCHOHATBHBIX KOMIETEHIINN B 001aCTH COCTaBICHUS M 0()OPMIICHUS TOKYMEHTOB.

B mpoiiecce ocBOeHUS JaHHON TUCHUTUIHHBI CTYACHT (POPMHUPYET U IEMOHCTPUPYET CIEAYIOIINE

Oo6menpodeccuoHaIbHbIE KOMIIETEHIIHMU

KOMNETEHIUU IepedeHs KOMIOHEHTOB Texnosiornu |Popma OLEHOYHOI'O YpoBHU 0CBOCHUSA
(popmupoBanus cpeacTsa KOMIIeTEeHINH
MHAEKC ®OPMYJINPOBKA
OIIK - 4 l'oTOBHOCTB K 3ramov: Koncrutynuio PO, 3akonsl PO, [Jleknus, ceMUHApBHl  [TECTUPOBAHHE
podeccnoHaIbHON pewenus Ilpasutensctea PO u apyrue
e TeTLHOCTH B HOPMAaTHBHBIE U TIPABOBBIE IOKYMEHTBI,
COOTBETCTBHU C MCTOAUYCCKUC PCKOMCHAAIINHU I10
HOPMAaTHBHO- IIPAaBOBBIMU [BOIIPOCAM JIOIIKOIHHOTO 00pa30BaHusl. [Topozoebiii
aKTamMu cepbl Hcropuro CTaHOBJIEHHS] Branenue cuctemoit 3HaHHA O
00pazoBaHUs NTOKYMEHTAIIMOHHOTO obecrieueHus cthepe o0pa3oBaHus,
yIIpaBICHHS. CYITHOCTH, COJAEPKaHUU H
TpeboBanus roCyIapCTBEHHBIX| CTPYKTYpE HOMCHKJIATYpPbI JICJT
CTaH/IapTOB 1o o(hopMIIeHUIO JIOILIKOJBHOTO YUPEKICHUSA
JTOKYMCHTAIHU.

Ymems: Ananusupoatb, OLICHUBATh U
MPUMEHSTh CYIIECTBYIOIINE
3aKOHOJIaTEbHBIC 1 HOPMATUBHBIE aKThHI B
MeAarorn4eckoi 1esTEeNbHOCTH.
[IpoekTupoBaTh U MIAHUPOBATH
00pa30BaTeNFHO-BOCIIUTATENLHYIO paboTy
B JIOIITIKOJIHHOM 00pa30BaTeIbHOM
YaIpexIeHUN
Pa3BuBaThH CIOCOOHOCTH IPUMEHATH
MOJTy9YeHHBIC 3HAHUS 1 YMEHUS B
MPaKTUKE YIpaBIeHUs] 00pa3oBaHHUEM.
\Bradems: HaBbIkaMy HHCTPYKTHPOBATh
[earoroB B MPOIIECCE BHITIOTHEHHS

I logvluierHoll

3HaHHE TIOKYMEHTAI[HOHHOTO
oOecriedeHus! yrpaBieHus,
CHCTEMBI pabOTHI
pyxoBoaurens JOVY c
HOPMAaTHBHBIMH JIOKYMEHTaMHU




paboTHI.

'YMEHUSMH ¥ HAaBBIKAMH [0 OPTraHH3aIluH
rporecca nenonpoussoactea B IOV, mo
0 OpPMIICHUIO JTOKYMEHTOB.

IIpodeccuoHabHbIe KOMIIETEHIIUN:

KOMITETEH LMK Tepeyes KOMIOHEHTOB Texnosornu |Popma OLEHOYHOTO YPpoBHHU 0CBOEHUS
(popmupoBanus cpeacTsa KOMIIETEHIMU
HAEKC | @OPMYJIMPOBKA
TIK - 6 [ToTroBHOCTH K 3name: Dopmbl u metoablJlekinu, ceMUHapHhI [3a4erT. [ lopozosbiii
BSaHMOHeﬁCTBHIO C OCYIICCTBIICHUA B3aHMOICHCTBHS CO6GC€I[OBaHI/Ie 3HaHUe COACPpIKaHUA OCHOBHBIX
yT-IaCTHI/IKaMI/I ,Z[Oy C paSHOO6p213HI>IMI/I KYJBbTYPHO- HOPMATHUBHbBIX JOKYMEHTOB,
06pa3oBaTeILHOrO MPOCBETHTENLCKAMH  YIPEHKICHUAMH, € 00 CTIEMBAOTITIX
npouecca. ceMBbeil. Crioco6b1 IOy YeHUS] METOIMUIECKOE PYKOBOLCTBO
nH(pOpMaIUN 0 COBPEMEHHBIX| 00pa3oBaTeIbHBIM MPOIIECCOM B
TEHJICHIUSX B 00JacTH MEHEIKMEHTa TOIIKOJIBHOM YUPEXKICHUN
00pa3oBaHus, CPENCTBA XPAaHCHHUS U
[OMCKA JOKYMEHTOB. TToebliuenibiii
Ymems: Hcnonb3oBaTb  COBPEMEHHBIE SHanue A HCIOIBb30BAHME
MH(QOPMAIMOHHBIE 3JEKTPOHHBIE PECYPCHI 3AKOHOIATEIbHBIX -
UIE  OCYILECTBJICHHUS  B3aUMOJICHCTBUS HOPMATHBHBIX JIOKYMEHTOB B
MEXly yYaCTHHKaMH O0pa30BaTeIbHOTO, opraHusaLun
riporeccea, eITONPON3BOACTBA B
OpraHu30BaTh  JOKYMEHTOOOOpOT  H OIITKOTBHOM yUpesKIeHHN.
paboTy € IOKYMEHTaMH. VMeHune OpraHu30BaTh
OxapakTepru30BaTh u COCTaBUTH JIOKYMEHTOOGOPOT M paboTy ¢
HOMEHKJIATYPY eI IOKYMEHTaMH.
\Braoemy: HaBeikamu ~ pabotel ¢
OpraHN3alMOHHO-PACTIOPSINTEIHHOM
JIOKYMEHTAIIUEH.
HaBbikamu  paboTBl € pa3IMuHBIMY]
BUJIaMU WUCTOYHHKOB MOy YCHUSI
MH(pOpMAIMK TI0 BOIPOCaM JIOITKOJIBHOTO
00Opa3oBaHUsl.




OcHoBHAA YaCThH

1. OBBEM YYEBHOW JACIHAILIUHBI

U BUJIbI YYEBHOM PABOTHI

Bun yue6HOM paboThI Bcero Cemectp
4acoB No 8 Ne
94acoB

1. KonrtakTHas paboTta 00y4aromuxcs ¢ 28 28
npenojaBaresemM (1Mo BujaaM y4eOHbIX 3aHATHI) (BCETO)
B Tom yucne:
Jlextmu (JI) 14 14
[Tpaxktrueckue 3ausatus (I113), Cemunapsi (C) 14 14
2. CamocTosiTesbHast paboTa CTyIeHTa (BCEero) 44 44
B Tom uucne
CPC 6 cemecmpe: 44 44
Hpyrue Bunel CPC:
W3yuenne snmreparypsl 8 8
BrIimonaenne nHINBUAYaTbHOTO IIPAKTHYECKOTO 8 8
3aJ1aHuUs
[ToaroroBka K MPaKTUYECKUM 3aHITHIM 8 8
IToaroroBska k cobece10BaHUIO 8 8
[ToaroToBKa K TECTHPOBAHUIO 8 8
[TonroroBka K 3a4eTy 4 4
CPC ¢ nepuoo ceccuu
[TonroroBka K dK3aMeHY
Bun nmpoMexyTouHOM
aTTeCcTalluu

3a4eT (3) 3 3
NUTOI'O: O6mas Yacos 72 72
TPYIOEMKOCTh

3a4. efl. 2 2




2. COJIEP)KAHUE YYEBHOI TUCHUTIIMHBI

2.1.Coneprxanue pasiesoB y4eOHOM TUCIUILTAHBI

<
§ § HaumenoBanue paszaena C
g 3 5 yaeGHOM HCIAIUTHHBI oJIEp>KaHuE pa3ielia B IUIAKTHYECKUX
5 glp (MOys) eJMHHUIIaX
© -~
2 3 4

1 IIpenmer  yuebnoro  kypca | OCHOBHBIC ITOHATHS Kypca (OIpeaeICHHs ).
«Opranmsanus [lepuonpr B pa3BuUTUH JEIONPOU3BOJCTBA B
JIeTIONPOU3BO/ICTBA B | pcropuu Pocenn.

JOHIKOJIBHOM YYPCIKACHUN

2 JoxymeHTamoHHoOe Jlenonpou3BoACTBO: TOHATHS, LEib, 3aJayH.

obecrieueHne ynpaBieHUs CraHOBJICHHE JOKYMEHTAIIMOHHOTO O0CCIICUCHUS
ynpaBieHus. Cuctema pabOThl PYKOBOIUTENS
JIOY ¢ HOpMaTUBHBIMU JJOKYMEHTaMHU.

3 Homenkmnarypa nmoxkymeHToB | HopMaTuBHBIE JOKYMEHTBHI 10 OOECIICUCHHIO
JOIIKOJIBHOI'O JIENOTIPOU3BOICTBA B JIOY. OyHKIMHU
00pa30BaTeIbHOTO HOMEHKJIaTypbl. OCHOBHBIE TPYIIIBI TOKYMEHTOB,
YUpexKIACHUS BXOASAMMX B  HoMeHknatypy gnen  JOVY.

TpeboBanust kK 0HOPMIICHUIO HOMEHKIIATYPHI JEII.

4 OcoOeHHoCTH MOATOTOBKU U | ['pynmbl JOKyMEHTOB. PEeKBU3UTHI JOKYMEHTOB U

odopmIIeHUS TOKYMEHTOB npaBwia ux oopmirenus. [Ipasuna odopmireHus
OTAEJBHBIX JIOKYMEHTOB.

5 Opranuzanus JIOKyMEHTO0O0POT KakK byHKIMA
JIOKYMEHTOO00pOTa KOMMYHUKaUH. JIOKYMEHTONOTOK: BXOJSIIHM,
Opraauzanus XPAaHEHMs | UCXOMSIINNA, BHYTPEHHHMI. 3ajauu perucrpanuu
JIOKYMEHTOB. JOKYMCHTOB. HpOFpaMMHOG obecrneueHue

JIETIONIPOU3BO/ICTBA. CpenctBa nepenayu
nHpopMaLnu.
Opranuzanus XpaHEHHUsI JIOKYMEHTOB.

OkcnepTusa LEHHOCTH J0KyMeHToB. Cpenacrsa
XPaHEHUs U MOUCKA JOKYMEHTOB.




2.2. Pazgenpl y4eOHOW IUCHUIIIMHBI, BUIBI YYCOHOM JESITEIBHOCTH U (HOPMBI

KOHTPOJIS
= = Buip1 yaeOHOM JeATENHOCTH, MDOopMBI TEKYIIIETO
Z § Z. % HaumenoBanwue pasuena BKJIIOYAsi CAMOCTOSITENIbHYIO KOHTPOJIS
3 8| y4eOHOM AUCIUIIIUHBI paboTy CTyneHTOB (B 4acax) yCIIeBaEMOCTH (I10
JI | JIP [ II3/C | CPC | Beero | MeAC/M cemectpa)
1 2 3 4 5 6 7 8 9
8 1 Ipenmer y4yeGHOrO Kypca | 2 2 8 12 2 Hedens:
«Opranusanus cobeceoBanne
TIEIOTIPON3BOICTBA B
JOIIKOJIBHOM
YUPEKICHUN»
8 2 JIOKyMEHTaI[HIOHHOE 2 2 8 12 4  meoens:
obecrnieueHue co0ecenoBaHue
YIIpaBJICHUS
8 3 Homenknarypa 2 2 8 12 6 Hedens:
JIOKYMEHTOB co0eceoBaHuE
JOUIKOJIBHOTO
00pa3oBaTEeILHOTO
YUPEKICHUS
4 OcoGenHoctu 4 4 8 16 10 weoens:
[IOJITOTOBKH u WHIMBUIyaIbHOE
8 odopmMIIeHUS MIPAKTUYECKOE
JIOKYMEHTOB 3aJaHne
5 Opranu3zanus 4 4 8 16 14 neoens:
JTOKYMEHTO000poTa
8 Opranu3zanus XpaHeHHs TECTUPOBAHUE
JTIOKYMEHTOB.
ITonroroBka K 3auery 4 4
HNTOI'O 3a cemectp 14 14 44 72 3a4er

2.3. JlabopaTOpHBIH NPAKTHKYM

HE MPEAYCMOTPEH

2.4. IlpumepHas TeMaTHKA KypPCOBBIX padoT
He npenycMmorpensl




3. CAMOCTOATEJIBHAS PABOTA CTYJAEHTA

3.1. Buan1 CPC

Ne Ne HaumenoBanue pasjaeina Buasr CPC Bcero
ceme | pasaen y4eOHO# THCHUIIIHHBI 4acoB
cTpa | a
8 1 IIpenmer yueOHOTO Kypca | - IOATOTOBKA K co0ece10BaHUIO 2
((OpFaHI/ISaHI/IH ACIOMPOU3BOACTBA B | - I/IqueHI/Ie OCHOBHOFI
AOIIKOJBbHOM YUPCKIACHUI. JII/ITepaTypBI 2
-- IOATOTOBKA K IPAaKTUYECKUM 4
3aHSATHSIM.
8 2 JIoKkyMeHTaIlMOHHOE Oo0ecreueHre
yIIPaBICHUS - IOATOTOBKA K MPAKTUYECKUM 2
3aHSATHSIM.
- W3Yy4YE€HHE OCHOBHOM 2
JTUTEPaTyphI
- IOJITOTOBKA K CO0ECEI0BAHUIO 2
-- IOATOTOBKA K TECTUPOBAHUIO 2
8 3 Homenknarypa JIOKYMEHTOB | - IOJTOTOBKA K MPaKTUYECKUM 2
JIOIITKOJIBHOTO  00pa30BaTEIbHOTO | 3aHATHAM
YUpEXKICHUS - U3y4eHHE OCHOBHOM 2
JTUTEPATYPHI
- IOATOTOBKA K cOOECEI0BAHUIO 2
- OATOTOBKA K TECTUPOBAHUIO 2
8 4 OCOOCHHOCTH  IIOATOTOBKM M | - MOJATOTOBKA K BBITOJTHEHHUIO
odopmIleHUs JOKYMEHTOB WHAWBHUIYaJILHOTO MTPAKTHUYECKOTO
3aJaHus, 4
- U3y4YEHHE OCHOBHOM 2
JTUTEPATYPHI
- IOAATOTOBKA K TECTUPOBAHUIO 2
8 5 Opranuzanus 10KyMeHTo000poTa
Opranu3zanus XpaHEHUs | - TIOJTOTOBKA K COOECEeT0BAHUIO 2
JOKYMEHTOB. - IOATOTOBKA K BBIITOJIHCHHIO
WHIMBHUTYAJTLHOTO MTPAKTHIECKOTO
3aJaHus, 4
- MOATOTOBKA K TECTUPOBAHUIO 2
ITonroroBka K 3auery 4
Hroro B cemecTpe 44




3.2. I'padux padoThI cTyI€HTA

Cemectp Ne 8

®opma YcioBHOE

OLICHOYHOI'0 0003HaYeH Homep Henenu

cpencrBa* He

9 | 10 |11 | 12 13 14

WMHIWBUYaIbHOC +
MPAKTHYECKOE NII3
3agaHue
TecTupoBanue

P TCn
MUCbMEHHOE
CoGecenoanne  (Ch




3.3. IlepedyeHb Y4eOHO-METOAHYECKOTO oOOecleYeHUs IS CaAMOCTOATEIbHOM
padoThl 00y4YAKOIIMXCH MO0 AUCHUIJINHE.

Ilepeuenv codcmeennvix mamepuanos (memooudeckue pazpadomku Kagheopwt),
KOomopbule nomozarom 00yuarouiemycsa Op2anu3o6ams CamoCmoAmenabHoe Uu3yueHue mem
(6onpocos) oucyunaunsl:

3.3.1. KPATKHIA TEPMUHOJIOIT'MYECKH CJIOBAPH

Aemomamuzupoganuas —UHPOpMayuoHHas cucmema — WHOOPMAlMOHHAS CHCTEMAa,
peanmzyemasi ¢ UCTIOIIb30BAHUEM CPEJICTB BRIYHCIUTEIFHON TEXHUKH U CBSI3H.

Aemop 0oxymenma — OpTaHU3aLUs WU JIIO, CO3/aBilee JOKYMEHT. JJOKyMEeHT MOXeT ObITh
COCTaBJIEH HECKOJIbKMMH aBTOpPaMH.

Aopecam — NUIO WK OPTaHU3AIUST — TOJTy9aTelb JOKYMEHTA.

Aodpecosanue Ooxkymenma — YyKa3aHUE TOJydaTesss IOKYMEHTa IIyTeM MPOCTaBICHHS
PEKBU3HTA «aJpecaT» B IPAaBOM BEPXHEM YTy JIUCTA.

Axm — HOKYMEHT, COCTaBJICHHBIN HECKOJIbKHMHU JUIIAMH W TIOATBEPKAAIONINH KOHKPETHBIE
(haKTBI WK TEHCTBHUS.

Ankema — NOKYMEHT, COJiepXKallliii BOIIPOCHI 110 OIPEIeIEHHON TeMe U OTBETHI HA HUX.

AHHOmayus — KpatKasi XapaKTepUCTHKA COJIEP)KaHUS KHUTH, OTYETa, CTAThH, TOKYMEHTA.

brank doxymenma — CTaHOAPTHBIA JTHCT OyMaru ¢ BOCIIPOW3BEICHHON Ha HEM IOCTOSHHOM
uHQOpMaIUel JOKyMEHTa U MECTOM, OTBEJCHHBIM JIISI IEPEMEHHOM.

Byxearmepckue doxymenmsl — INOKYMEHTBI, HEOOXOMUMEBIE Uil BEIEHHS OyXrajaTepcKOro
ydera, SBIAIOIIAECS NHUCBMEHHBIM [[OKa3aTebCTBOM COBEPIICHUsS (DMHAHCOBBIX, XO3SMHCTBEHHBIX
ONEepALH.

Beoomocms — mniepeueHb (CMHUCOK) KAKMX-TUOO JAHHBIX, PACIOJIOKEHHBIX B ONPEACICHHOM
TOPSIIKE.

Buza ookxymenma — moanvcek AOHKHOCTHOTO JIMIA HAa TOKYMEHTE, O3HAYAIOMIasi COTIIacue ¢
€ro CoJIepKaHHEeM.

Brewmuii 0okymenm — JOKYMEHT, OTIpPABICHHBIA APYTMM OpraHM3alysIM (JMIam) HWIN
MOTyYeHHBIN OT HUX (MCXOISTINIA UITH BXOSIIIHA).
Buympenusa onuce — y4YeTHBIH NOKYMEHT, KOTOPBIM COAEPKUT CIHCOK JOKYMEHTOB,

BOILIE/IINX B /IO C YKa3aHHEM IMOPSAKOBOTO HOMEpa, Ha3BaHU (3arojioBKa), AaThl M HOMEpa JICTa
zena.

Brympennuii doxymenm — IOKYMEHT, CO3JIaHHBIM YUPEKICHUEM M NpeAHA3HAUYEHHBIN IS
BHYTPEHHETO MOJIb30BaAHUSI.

Bxooswuii  0okymenm — JOKYMEHT, TIOCTYIIUBIIMK B YYpEXKIEHHE OT CTOPOHHEMH
OpraHu3alHy.

Buinucka uz doxymenma — 3aBepeHHas KOIUS YacTH JIOKYMEHTA.

I'C/[OY— T'ocynapcTBeHHas CHCTEMa TOKYMEHTAITMOHHOTO 00eCIIeUeHUs yIIPaBICHUSL.

/Jleno — COBOKYNHOCTb AOKYMEHTOB (MJIM JOKYMEHT), C(OPMHUPOBAHHBIX MO KaKOMY-JIHOO
NpU3HaKy (BUIaM JIOKYMEHTOB, BOIIPOCaM, KOPPECTIOHIEHTaM H T.JI.) U TIOMENICHHBIX B O0JIOXKY.

Jenonpouzeo0cmeo — JEATENBHOCTb, OXBaTHIBAIONIAS COCTAaBICHHE JOKYMEHTOB U
OpraHu3alMIo PaboThl C HUMH.

Llosepennocms — NOKYMEHT O NPENOCTaBICHUM NpaBa JOBEPEHHOMY JIMIy Ha COBEpIICHHE
KaKUX-THOO JEHCTBUH OT JIHIIa TOBEPUTEIIA.

Jloeosop (kowmpaxm) — NOKYMEHT, (DMKCUPYIOIIUIA COIJIAIICHHE CTOPOH 00 YCTaHOBJICHUU
KaKHX-TM0O OTHOLICHUH U YCIOBUH UX PErYIHPOBAHUS.

Joxnaouas 3anucka — JOKYMEHT, aJpeCOBaHHBIN PYKOBOJCTBY, COJAEPKAIIMN HAIOKEHHE
KaKoT0-THOO BOIIPOCA C BHIBOJIAMH U MPEIOKEHUSIMUA COCTABUTEIISI.

Loxymenmayuonnoe obecneuenue ynpagnenus (J10OY) — nporecc Iponu3BOACTBa, EpEeAadn U
nepepadoTKH TOKYMEHTUPOBaHHON MH(OpMaIy, HEOOXOAUMOH /71l yIIPaBIeHHUS YUPEKICHUEM.

Joxymenmayuss — ohopMIICHHAS TIO €IMHBIM ITPABUIIaM COBOKYITHOCTH JJOKYMEHTOB.

Loxymenmupoganue ynpasnenyeckou oOesamenbHocmu — Tpolecchl 3anuch ((puKcanuu) u
odopmMIIeHHNs Ha Pa3IMYHBIX HOCUTEISIX HH(OPMALIKMH 110 YCTAHOBJICHHBIM IPaBUIIaM.

Jloxymenmuposannas ungopmayusi (0okymenm) — 3aUKCUPOBaHHAS Ha MaTepUaIbLHOM
HOcHUTele NHPOPMAITUS C ONPEICIICHHBIMU PEKBU3UTAMH, ITO3BOJISIFOIUMH €€ UACHTH(QHUIIUPOBATS.



Loxymenmoobopom — IBI)KEHUE AOKYMEHTOB B YUPEXKAECHUM C MOMEHTa CO3JaHMs HIU
HOJIY4€HUs 10 OTIIPABKU WM MepeJaud UX Ha XpaHEHHUE.

Loxymenmuvl nocmoannozo xpamwenuss — IOKYMEHTBI, KOTOPBIM YCTaHOBJIEHO OeccpodHOe
(BeuHOE) XpaHEHHE.

Llybnuxam — xonus opUIMAIBHOTO JOKYMEHTA, UMEIOLIasl OPUINUECKYIO CHITY IIOJUIMHHUKA.

EI'C/] — Enunas rocyapcTBEHHAs CHCTEMA JIEITOMPON3BOICTBA.

JKanoba — mUCbMEHHOE WM YCTHOE oOpalieHue (U3NYEeCKUX WK IOPUANYECKHUX JIHI B
roCyJapCTBEHHBIEC WM OOLIECTBEHHBIC OPIaHbI 110 MOBOLY HApPYLIEHUS MIPAaB M OXPAHIEMbIX 3aKOHOM
HUHTEPECOB.

Kypnan yuema OOKymMeHmo — I KypHal, COCTAaBJICHHBIA TIO ONpeAeJeHHOH QopMe H
coJep KalInii CBeIeHHS O JOKYMEHTaX M OMepalusiX C HUMH.

3azon060k 0ena — KpaTkoe 0003HAUEHHE CBEICHHI O COCTABE W COAEP)KaHWHU JTOKYMEHTOB,
HaXOJSINXCA B JIETIE.

3aconogounas uacme O0oKymenma — COBOKYITHOCTb PEKBHU3WTOB: 5MOJeMa OpraHU3alluy,
HalMEHOBAaHUE OpraHW3alluM, CIPaBOYHbIE JaHHbIE OO0 OpraHu3allu, HauMEHOBaHHE BHIA
JOKyMEHTa, JjaTa JIOKYMEHTa, PEerUCTPALlMOHHBIH HOMEp IOKYMEHTA, CChUIKA Ha PETUCTPAllMOHHBIN
HOMED U JIaTy TOKYMEHTA, 3ar0JI0BOK K TEKCTY.

3asaenenue — NOKYMEHT, COAEPIKAIINI IPOCHOY MK IPEATIOKEHUE.

Hnoexcayus 0oxymenmog — NPUCBOCHUE AOKYMEHTaM IOPSJKOBBIX HOMEPOB M YCIOBHBIX
0003HaYeHUH TIPH PETHUCTPALIUH.

Hugpopmayus — cBeneHus o nuiax, npeamerax, Gpakrax, COOBITHSX, SBICHUSIX U Mpoleccax
HE3aBUCHUMO OT (OPMBI UX IIPEACTABIICHUS.

Hugpopmayuonnas cucmema — OpraHu3allIOHHO YIOPSIOYEHHAS] COBOKYITHOCTh JJOKYMEHTOB
(MaccuBOB JOKYMEHTOB) U HH()OPMAIIMOHHBIX TEXHOJIOTHH.

Hcxooawuii 0okymenm — NOKYMEHT, CO3JJaHHBIN B JaHHOM YUYPEKICHWH M OTIIPABICHHBIH
azipecarty, KOIUsI KOTOPOr'o, Kak MPaBUIIO, OCTAETCs B JEIIE.

Kapma-3amecmumens — NOKyMEHT, TIOMELIaEMBIH Ha MECTO BBIAAHHOTO Jela U COJep KaIlui
CBEJICHUS O TOM, KOMY U KOT/Ia OHO BBIJIAHO.

Kommepueckuti axm — JOKYMEHT O HapywmeHHsAX (Hemocrade, I[OpYe, XMWILICHHH),
JOMYUICHHBIX TPH TPAHCIIOPTHPOBKE Tpy30B. Kommepueckuil akT CHyKHT MOJydaTedio rpy3a
OCHOBAaHHUEM [T MPEIbSBICHUS TPETEH3UU O BO3MEICHHN YOBITKOB CTOPOHE, JOMYCTHBILIECH MOpUy
rpysa.

Konmpazenm — onHa U3 CTOPOH KOHTPAKTa, 1OTOBOPA.

Konmpaxm — cm. 002080p.

Jluunas xapmouxa — JIOKYMEHT, COCTaBJIsIEeMbId Ha paOOTHUKA M COIEpXAallhid KpaTKue
CBe/IeHUs 0 HeM (00pa3oBaHue, CTaX, CEMEHHOE MOJIOXKEHHUE, TPY10Bas AEATEIHOCTD U T.1.).

Jluunoe Oeno — COBOKYIIHOCTh JIOKYMEHTOB, COJIEPKAIlUX CBEACHHS O PaOOTHHUKE, €ro
0o0pa3oBaHHH, TPYAOBOU JAEATEILHOCTH, CEMEHHOM MOJIOKEHUH.

Haxnaonas — nOKyMEHT, COJEp KAl CBEIEHHS O TPYy3€ M TapaHTHSAX €ro JOCTaBKH.

HOM@HKJZCZmypa oen — CI/ICTeMaTI/ISI/IpOBaHHHﬁ CIIMCOK [A€JI, KYPHAJIOB M KapTOTCK,
3aBOJIUMBIX Ha NPCANPUATUN C YKa3aHUEM CPOKOB UX XpaHCHMUA.
Hopmamueublﬁ ()OKyMeHm — JAOKYMCHT, H3I[aHHLIﬁ YIOOJIHOMOYCHHBIM Ha TO OPraHOM H

YCTaHABJIMBAOLIMNA HOPMBI, MPaBHIa IOCTOSHHOTO HJIM BPEMEHHOTO JICHCTBHS, PAaCCUMTAHHBIC Ha
o0s3aTeabHOe IPUMEHEHHE.

Opeanuzayuonno-pacnopsioumensuvie O0okymeumor (OPJl) — HOOKyMEHTBI, B KOTOPBIX
(GUKCHUPYIOTCS  BONPOCHI  YIPABIICHMS, B3aWMOACUCTBUS, OOECIEYeHHS W  PEryJHpOBaHHS
JeSITeIbHOCTH OPraHoOB BIACTH W YIpaBICHUS, YUYPEXKICHHH, NPEINpUSTHHA, OpraHu3alluil, UX
MOAPA3IEICHUN U TOJPKHOCTHBIX JIUILL.

Opeanuzayusi pabomsi ¢ 0OKyMeHmamy — o0eclieueHNe ABIKEHHUS JOKYMEHTOB B ammapare
yIIpaBIieHNs], UX UCIIOIB30BAHUE U XPaHECHHE.

Opueunan 0okymenma — NEPBbIiA, TTOTHHHBIA K3eMIUTP IOKYMEHTA.

Ommemka o0 nocmynieHuu OOKyMeHma — OTMETKa, MpOCTaBisieMass Ha HIDKHEM IIOJe
BXOJSILIETO JOKYMEHTA, COCTOSIIAs U3 MOPSAKOBOTO HOMEPA U JaThl MOCTYIUICHHS.

O¢uyuanvuwviii 0okymenm — JIOKYMEHT, CO3JaHHBIA VUPEKICHUEM WIN JOKHOCTHBIM
JIMIIOM B COOTBETCTBHU C YCTAHOBJICHHBIMH IPABHIIAMHU.



Ilevamv (B NIENOTIPOW3BOJICTBE) — DIJIEMEHT YJIOCTOBEPCHHUS TOJUIMHHOCTH TOJITHCH
JIOJDKHOCTHOTO JIMIIA HA JIOKYMEHTaX, MPeyCMOTPEHHBIX HOPMATUBHBIMH aKTaMH, yIOCTOBEPSIFOIIUX
mpasa Juil, (PUKCUPYIONUX (haKThI, CBA3aHHBIX C (PMHAHCOBBIMU CPEICTBAMHU.

THoonunnux 0oKyMenma — TEPBBIA WIH SAUHCTBEHHBIA YK3EMIUISIP JOKYMCHTA.,

Hoonunusiti 0okymenm — NIOKYMEHT, WHQOpPManus B KOTOPOM, a Takke aara, HOMep,
MOJIIKACH U IPYTUE PEKBU3UTHI COOTBETCTBYIOT JIEHCTBUTEITLHOCTH.

THoonucv 0okymenma — BOKHEUITUH PEKBU3UT TOKYMEHTA, MPHUIAIOIINIA €My IOPHIUICCKYIO
CUITy ¥ COCTOSIIUI U3 HANMEHOBaHUS JIOJDKHOCTH, JIMYHOM TIOMUCH U e paciiuppOBKH (MHUIHATIOB
1 (aMUIIMN) JTUIA, TTOIHCABIIEr0 JOKYMEHT.

IIpaso noonucu — NOTHOMOYHE JOJHKHOCTHOTO JIMIA HA MOAMUCAHNE JOKYMEHTOB.

Ilpuxasz — npaBoOBOM aKT, U37aBaCMbIi PyKOBOJUTEIIEM B LIEISIX PEUICHHUSI TPOU3BOICTBCHHBIX
3ajad.

Ilpoexm Ooxymenma — TPENBAPUTEIbHBINA, HEMOMIUCAHHBIA BapuUaHT JOKyMEHTAa,
MpeTHA3HAYCHHBIN JIT PACCMOTPEHHUS.

Ilpomoxon — NOKYMEHT, (PUKCHUPYIOIUI X0l 0OCYKJICHHS BOTIPOCOB M MPHHATHS PEIICHUN
Ha cOOpaHUsX, COBCIAHMSAX, 3aCEIaHHUAX KOJIETHATLHBIX OPTaHOB.

Pacnopsioicenue — npaBoBOW aKT, M31aBaCMBbI [T PEIICHUS ONIEPATUBHBIX BOITPOCOB.

Pecucmpayusi 0okymenmos — 3anmich OCHOBHBIX CBEJICHHH O JOKYMEHTE B JKypHaie (Ha
KapTOYKe) WM B MaMITH TEPCOHAILHOTO KOMITBIOTEpa C MOCJICAYIONIMM TMPOCTaBICHHEM Ha
JOKYMCHTC HOMEpA U AaThl pEruCTpaluu.

Pexsuzum O0oxymenma — OTIOENbHBIN dJIEMEHT AOKyMEHTa (axpec, MOAMUCH, PE30IONU U
T.I.).

Pexnamayus — NMUCBMO TI0 TIOBOAY OOHApYKEHHBIX Je(PEKTOB, HEAOCTATKOB B IMOJYYCHHOM
MPOAYKIMY WU BBITIOIHEHHOH pabore.

Pewenue — NOKYMEHT, TPUHUMAEMbBIH KOJJICTHATHHBIM OpPraHOM B IENAX PENICHUS
MPOU3BOJICTBEHHBIX 337124, BOIPOCOB.
Cnyoicoa Oenonpou3eoocmea — CEKpeTapuaT, KaHLESIPUs, YIpPaBICHHE JeiaMH, OOIIHi

OTJIeN, OTAeNl NOKYMECHTAIlHOHHOTO OOEcTedeHUs] W Opyrue MoApasfelieHHs, OCHOBHON (yHKuIMen
KOTOPBIX SIBIISIETCS PaboTa ¢ JOKyMEHTaMHU.

Cnyoicebubiti 0OKyMeHm — JOKYMEHT C HEOOXOMUMBIMU DPEKBU3UTAMHM, CO3JIaHHBIA WM
TIOJYYeHHBIH yupexaeHueM (ero Tmojpas3jieieHueM, paOOTHUKOM) B CBS3H C OCYIIECTBICHHEM
CITy’keOHBIX (P)YHKIIMU U TIOJTHOMOYHH.

Coenacosanue O0okymenma — OOCYKAEHHE, OILEHKA INPOEKTa JOKYMEHTa JOJDKHOCTHBIMHU
JUIAMU, YUPEKICHUSIMU.

Cnpasxa — JIOKYMEHT, COJAEpKAaIlMil ONHMCaHWE W/WIM TOATBEPXKACHHE TEX HIM HHBIX
(hakTOB, COOBITHIA.

Ymeepocoenue ooxkymenma — 3allONHEHHE DPEKBU3MTA «TPH(} yTBEpKICHHUS HOKYMEHTa»

JOJDKHOCTHBIM JIMIIOM, KaK MPaBHUIIO, PyKOBOJIUTEIIEM.

Daxcumune — 1) BOCIPOU3BEACHUE TEXHUUESCKUMHU CPEJCTBAMY KOTIMU OPUTHHANA TIONHUCH;

2) xiuIe, evYaTka, Imo3BoJISIoNIas MHOTOKPATHO BOCIIPOM3BOIUTD MOJIIKUCH HAa JOKYMEHTAX.

@aiin — COBOKYIHOCTh JaHHBIX, 3alTUCAHHBIX Ha MAITUHHOM HOCHTEIE TIOJ ONpe/IeIeHHBIM
HUMCHEM.

Qusuueckoe 1uyo — TPOKIAHUH, ABISIOUIUICS YIACTHUKOM IPaXIaHCKUX MPABOOTHOIICHUH.

Dopmuposanue Oen — TPYNIHPOBKA JOKYMEHTOB IO JielaM B COOTBETCTBUH C
HOMEHKJIATYPOH M UX YMOPSIOUEHUE BHYTPH JIena.

Oxcnepmuas komuccus (OK) — xomuccns, cocrosmas u3 KBTH(QUIMPOBaHHBIX PAOOTHUKOB,
CO3JIaHHAsl JUIsI TIPOBEJCHUSI €XKETOJHOTO OTOOpa JIOKYMEHTOB Ui NANbHEHIero XpaHeHUs Hu
BBIICJICHHSI K YHHUTOXKCHHIO.

FOpuouueckoe nuyo — NPENNIPUATHE WK OpraHU3allvsl, BRICTYMAMOINIAs B KAYECTBE HOCUTEIS
mpaB 1 003aHHOCTEH.

IOpuouueckasn cuna ooxymenma — CBOMCTBO TOKyMEHTA OBITH IMOJIMHHBIM JJOKa3aTEIHLCTBOM
(hakToB, cOOBITHH, NeiicTBUA. JJOKYMEHT UMEET IOPUIUYECKYIO CHITY TIPY HAIMYUY ATl U TTOJITUCH, a
B HEOOXOAMMBIX CIydYasX IedaTH, rpuda YTBEpXKICHUs, HOTAPHAILHOTO YIOCTOBEPECHUS W HMHBIX
PEKBU3HMTORB OIPEIEICHHBIX COOTBETCTBYIOIIIMMH HOPMATUBHBIMH aKTaMHU.



4. ONEHOYHBIE CPEACTBA JId KOHTPOJIA YCIIEBAEMOCTH H
PE3YJIBTATOB OCBOEHUS YUEFHOM JUCIUILINHBI

4.1. Buapl KOHTPOJIA U aTTeCTalluu, (l)OprI OLHCHOYHBLIX CPEACTB

(CM. hoHJ OLICHOYHBIX CPEJICTB)

4.2. PeiiTHHTOBasi CMCTeMA OI[eHKH 3HAHUH 00y4alomMXcs M0 y4eOHoii JUCIUIINHE.

PetiTunroBas cmcrema B yHI/IBepCI/ITeTe HE UCIIOJIB3YETC.

5. YYHEBHO-METOJUYECKOE H HTHOOPMALIMOHHOE OBECIIEYEHUE

YYEBHOM JUCLUILIUHBI

5.1. OcHoBHas uTEpaTypa

/o

ABTOp(BI), HANMEHOBAaHUE, MECTO M3TAHUS U
U3J1aTENIbCTBO, 01

Hcnosnb3y
eTcsl Ipu
N3y4ECHUU
pazzenoB

Cemectp

KonnuectBo
AK3EMIUISIPOB

B
onobmmnore
Ke

Ha
Kadeape

Bonobyesa, JI. M. Jlenonpou3BoACTBO B
JOIIKOIBHOM ~ 00pa30BaTeIbHOM  YUPEKICHUHU
[DnexTpoHHEIH pecypc] : yueOHOoe mocodue / JI.
M. BonoOyeBa. - Mocksa : [Ipomereit, 2013. -
70 c. - Pexxum JOCTYyTIa:
http://biblioclub.ru/index.php?page=book&id=2

11710 (mara obpamenus: 15.08.2018).

9bC

Ky3nenos, . H. JloxyMeHTanumoHHoe
obecrnieueHne ymnpapieHus. JJokyMeHTO000pOT U
JIEJIONPOU3BOJACTBO [DIJIEKTPOHHBIN pecypc]
y4eOHMK ¥ TIPAaKTUKyM JJisi TMPHUKIATHOTO
6axanaspuata / . H. Ky3nenos. - 3-e usna., nep.
u jpom. - M. : FOpaiit, 2018. - 461 c. — Pexum
JIOCTYyTIA: https://biblio-
online.ru/book/dokumentacionnoe-
obespechenie-upravleniya-dokumentooborot-i-
deloproizvodstvo-412578 (mata  oOpaineHus:
15.08.2018).

1-5

OBC

VYrpaBineHue — JOMIKOJBHBIM  00pa3oBaHUEM
[DneKTpoHHBIH pecypc] : yueOHUK U MPAKTUKYM
JUIsl akajgeMmuuyeckoro OaxamasBpuata / M. N.
boiitoBa [u ap.] ; mom pen. H. A.
Bunorpanosoii, H. B. MukigeBoir. - M. :
Opant, 2018. - 394 c. — Pexum nocryna:
https://biblio-online.ru/book/upravlenie-
doshkolnym-obrazovaniem-412985
obpamenus: 15.08.2018).

(mara

1-5

9bC

5.2. lonoiHUTEILHAS JIUTEPATYpPa



http://biblioclub.ru/index.php?page=book_red&id=211710
http://biblioclub.ru/index.php?page=book_red&id=211710
https://biblio-online.ru/book/upravlenie-doshkolnym-obrazovaniem-412985
https://biblio-online.ru/book/upravlenie-doshkolnym-obrazovaniem-412985

No
/o

ABTOp(bI), HAUMEHOBAHUE, MECTO U3JaHUS U
U3JIaTENIbCTBO, 0T

Hcnonb3y
eTcs Ipu
W3y4YCHUU
pazzenoB

Cemectp

KonnuectBo
OK3EMILIIPOB

B
ounbnmore
Ke

Ha
Kadeape

baraytauHosa, C. D. Opranuzanus
METOIUYEeCKOW  paboThl B JOUIKOJIBHOM
00pa3oBaTeIbHOM YUPEXKACHUHN [ DIIEKTPOHHBIN
pecypce] : yueOHo-MeToanueckuii komruieke / C.
@. barayrnunosa, K. B. Kopuuiosa. - 2-e u3z.,
crep. - Mocksa : @nunTa, 2015. - 75 c. - Pexum
J0CTyma:
http://biblioclub.ru/index.php?page=book&id=4
82094 (nara obpamenus: 15.08.2018).

1-5

ObC

barayrnunoBa, C. ®. YnpaBieHue JOMIKOJIbHBIM
oOpazoBaHueM [DIEKTPOHHBIM  pecypc]
yueOHO-METOINYECKU I KOMILIEKC / C.
@. barayrnunosa, JI. H. Cannukosa. - 3-e u3n.,
crep. - MockBa : ®aunra, 2015. - 124 c. -
Pexum JOCTyTIA:
http://biblioclub.ru/index.php?page=book_red&i
d=482097 (nata obpamenus: 15.08.2018).

1-5

OBbC

I'po3oga, 0. C. Jlenonpon3BocTBo
[DnexTpoHHBIN pecypc] : yueOHOe mocolue st
akagemuueckoro 6akanaspuata / O. C. ['po3osa.
- M. : KOpaiir, 2018. - 124 c. — Pexxum gocryna:
https://biblio-online.ru/book/deloproizvodstvo-
416948 (nara obpamenus: 15.08.2018).

1-5

OBbC

KupcanoBa, M. B. Kypc nenompousBoacrsa:
JOKYMEHTAITMOHHOE OOEeCTeueHHe YIpaBJICHUS
[Tekct] : yuebHOE mocobue / M. B. Kupcanosa,
0. M. AkceHoB. - 6-¢ W3a., UCHp. W JOI. -
Mocksa; HoBocubupck : NHOPA-M:
Cubupckoe cornamenue, 2008. - 367 c.

19

Kyrymesa, T. B. [enonpoussoactso [Tekcr] :
yuebHoe nocodbue / T. B. Kyrymesa. - Poctos-
Ha-Jlony : ®enukc, 2007. - 256 c.

19

PoroxwuHs, M. 1O. JloKyMeHTallMOHHOE
obOecrieueHre  ympaBJIeHUS [DI1eKTpOHHBII
pecypc] : mpaktuueckoe rmocobue / M.
IO. Poroxun. - Mocksa ; bepnun : Jlupekt-
Menua, 2014. - 398 c. : ui. - Pexxum gocryna:
http://biblioclub.ru/index.php?page=book&id=2
53705 (nara obpamrenus: 15.08.2018).

1-5

ObC

CrnpaBOYHUK  PYKOBOJUTENS  JIONIKOJIBHOTO
yupexnenusi [Tekcr]| : [HayuHbli KypHan]| /
yupeautens : OO0 K®I «Axktnon». — Mocksa,
2016 - .— Exemec. — ISSN 1813-3673.

1-5

VYrpaBieHne JOLIKOIBHBIM 00pa3oBaTebHBIM
yupexaenuem [Tekcrt] : HaydHO-TIpaKTHUECKUI
KypHan / yupemutens : OOO «TBopueckuit
Lleatp Chepa». — 2002 - . — Mocksa, 2016 -

1-5

MAPC



http://biblioclub.ru/index.php?page=book&id=482094
http://biblioclub.ru/index.php?page=book&id=482094
https://biblio-online.ru/book/deloproizvodstvo-416948
https://biblio-online.ru/book/deloproizvodstvo-416948
http://biblioclub.ru/index.php?page=book_red&id=253705
http://biblioclub.ru/index.php?page=book_red&id=253705

— 10 pa3 B ron. — ISSN 2220-1483.

UymuueBa, P. M. VYmnpasieHue IOLIKOJBHBIM
obpazoBanuem [Tekct] : yueOHOe mocobOue st
CTYJICHTOB YUPEKICHUIN BBICIIIETO
negarorudeckoro  obpaszosanmst /P, M.
Uymuuena, H. A. Ilnaroxuna. - M. : Akanemus,
2011. - 400 c.

1-5 8 19 -

10.

[ysanosa, H. H. OcHOBBI J€101pON3BOJACTBA.
SI3BIK Ciy)eOHOTO JOKYMEHTa [DIeKTPOHHBIN
pecypc] : y4yeOHMK ¥  TNPAKTHKYM  JUIS
akajeMuueckoro OakamaBpumara / H. H.
HlyBanosa, A. FO. MBanosa ; mog o6m. pexa. H.

H. Ilysanosoii. - M. : IOpaiir, 2018. - 375 c. — | +° 8 OBC -

Pexum JOCTYyIIa: https://biblio-
online.ru/book/osnovy-deloproizvodstva-yazyk-
sluzhebnogo-dokumenta-413325 (mata

obpamenus: 15.08.2018).

5.3. ba3sl JaAHHbIX, I/IH(l)OpMaIII/IOHHO-Cl'lpaBO‘lHI)Ie U NNIOUCKOBBIC
CHUCTEMBbI:

1. Polpred.com O630p CMU [DaekTpoHublii pecypc] : cailT. — JlocTym
MOCJI€ PETUCTPAIIMU U3 JIF0O0N TOUKH, UMeroIIel noctyn Kk MuTepHeTy. — Pexum
noctyna: http://polpred.com (nara oopamenus: 15.08.2018).

2. Hayunas 6u6mmoreka PI'Y umenu C. A. Ecennna [DIeKTpOHHBIH
pecype] : cait. — Pexxum mocrtyma: http://library.rsu.edu.ru, ceobonHsiii (ata
oOpamenus: 15.08.2018).

3. VYuuepcuterckass oubauoreka ONLINE [DnekTpoHHBbIil pecypc] :
ANIEKTpOHHAas OubamoTeka. — JIoCTyI K MOJHBIM TEKCTaM IO mapoJito. — Pexum
nocryma: http://biblioclub.ru/ (nara oopamenus: 15.08.2018).

4, Onektponnbli  katasior HBb PI'Y wumenm C. A. Ecenuna
[DnekTpoHHBIN pecypc| : 0a3a JAaHHBIX COACPKUT CBEACHHUS O BCEX BHUIAX
autepatypsl, noctynatromux B ¢doua Hb PI'Y umenu C.A. Ecenuna. — Psi3anb,
[1990 - ]. — Pexxum moctyma: http://library.rsu.edu.ru/marc, ceodoanbIi (1ara
obparmienus: 15.08.2018).

S. FOpaiit [DnexTpoHHBIN pecypc| : 2JIeKTpoHHas OubIMOTEeKa. —
JIoCTyIl K TOJHBIM TEKCTaM 10 mapoJro. — Pexxum moctyma: https://www.biblio-
online.ru (mara oopamenus: 15.08.2018).

5.4. Ilepevyennb pecypcoB HHGOPMANMOHHO-TEJIEKOMMYHHMKAITUOHHOM
cetu «UHTEepHET» (Has1ee — ceTh «UHTEPHET»), HEOOXOAMMBIX /1JI1 OCBOEHUS
AUCUUIINHBI:

1. eLIBRARY.RU [DnektponHsblii pecypc] : Hay4dHas 3JIEKTPOHHAs
oubimoreka. — Pexum mocryma: http://elibrary.ru/defaultx.asp, cBoGomHBbII
(mara obpamienus: 15.08.2018).

2. Koncynprantllmtoc [DnexTpoHHbIN pecypc] : opuIManbHbIA CaMT.
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http://library.rsu.edu.ru/
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— Pexxum poctyma: http://www.consultant.ru/, ceoGoxHbIil (1ata oOpareHus:
15.08.2018).

3. Pecypcrl 00pazoBanmst [ DJIEKTPOHHBIN pecypc] : mopTai
UHOOPMAITMOHHON MTOIICPKKH CITSIIUATUCTOB JOIITKOJIBHOTO 00pa30BaHusl. -
Pexxum nocrtyna: http://www.resobr.ru, cBo001HBIH (1aTa OOpaIeHus:
15.08.2018).

6. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE YYEFHON

JUCHUITJIMHBI
6.1. TpeGoBaHus K ayTUTOPHUAM IJIsl IPOBEICHHS 3aHATHI:

HeoOxoauMbl cTaHgapTHO OOOpYAOBAaHHBIE AyIUTOPHU JJS TMPOBEACHUS TPAKTHUECKUX
3aHATUHN, KaK B TPAJIUIMOHHOMN, TaK U B HHTEPAKTUBHOUN (hopMe — HOYTOYK, IPOEKTOpP, SKpaH
WJIM KOMIIBIOTEPHBIN KJ1acc.

6.2. TpeboBaHus kK 00OPYIOBaHHIO PAOOYMX MECT MPEMOAABATENS K O0yUYaIOIIHUXCS:

Heo0x0auMbl HOYTOYKH HJTH KOMITBIOTEPHBIN Ki1acc. B KOMIIBIOTEPHOM KJIaCCe JOJDKHBI ObITh
ycranoBieHsl cpenactBa MS Offise: World, Power Point.

6.3. TpeGoBaHus K cIelIHAJTH3UPOBAHHOMY 000PYA0BAHMIO: OTCYTCTBYIOT

7. ObPA3OBATEJIBHBIE TEXHOJIOT'MMA

O0beM ayIUTOPHBIX 3aHATUN BCETO 4acoB, B T.4. JI yacos, JIP 4acoB,
[M3(C)  wacoB % - akTUBHBIX U UHTEPAKTUBHBIX 3aHATHUN OT 00bEMa ayJTUTOPHBIX
3aHATUH
OcobeHHoCTH
HaumenoBanue BI/I,Z[LI MPOBCACHUA aKTUBHBIX U
Ne . DopMBbI IPOBEAECHUS aKTUBHBIX N
Ne pasznena yaeOHo ayauTop- . WHTEPAKTUBHBIX 3aHATUN
cemMe 1 MHTCPAKTHUBHBIX 3aHATUN (B
Heaeun IUCHUILINHEBI HBIX (MHOMBHUYaTbHEIC/B
cTpa . qacax)
(Momyst) 3aHATHN MaJIbIX
rpyInnax/rpynioBkie)
5
1 2 3 4 7
(hopMBbI 4ackl
1. JI
2. JIP
3. I3 /C
4, JI
5. JIP
I13|C
HUTOI'O 3a
ceMecTp
1 JI



http://www.consultant.ru/

2. JIP
3. I13/C
4, J
5. JIP
I13/C
HUTOTI'O 3a
ceMecTp
UTOIo

8. MeToanueckue yKazaHus 1Jis1 00y4aoIMXCcsl M0 OCBOCHHU IO AU CHUILIMHBI

Bup yuyeonbix
3aHATHH

Opraﬂmaunﬂ ACATCIbHOCTH CTYICHTA

Jlexnmsa

Hanucanue koHcnekTa JeKIUi: KpaTKo, CXeMAaTUYHO, MOCIEe10BAaTEIbHO
(UKCUPOBaTH OCHOBHBIE MOJIOXKEHUS, BHIBOJIbI, (POPMYINPOBKH, 000OIIEHUS;
MIOMEYaTh BaKHBIE MBICIIH, BBIACIATH KIIOUYEBBIE CI0BA, TepMUHBI. [IpoBepka
TEPMHMHOB, IOHATHI C IIOMOILBIO SHIUKIIONEAUH, CJI0BAPEH, CIPAaBOUHUKOB C
BBIMICBHIBAHUEM TOJIKOBaHUH B TeTpaib. OO03HAUUTH BONPOCHI, TEPMUHBIL,
MaTepuai, KOTOPbI BbI3BIBAET TPYIHOCTH, TIOMETUTD U MONBITATHCS HAUTH
OTBET B pEKOMEHyeMol tureparype. Eciin caMoCcTosATeNbHO HE yaeTcs
pa3o0paThcsi B MaTepualie, He00X0JMMO chOpMyIUPOBaTH BOIIPOC U 331aTh
IpernoaaBaTesNio Ha KOHCYJIbTAllUY, HA TPAKTUYECKOM 3aHSITHH.

IIpakTHueckue

3aHATUA

[IpopaboTka pabodeit mporpaMMbl JUCIUTIINHBI, YAEISAS 0C000€ BHUMaHUE
LEJISIM U 33J1a4aM, CTPYKTYPE U COACP>KaHUIO AUCIIUIUIMHBIL.
KoHncnektupoBanue nCTOYHUKOB. PaboTa ¢ KOHCIIEKTOM JICKITUNA, TTOATOTOBKA
OTBETOB K KOHTPOJIbHBIM BOITPOCAM, TPOCMOTP PEKOMEHAYEMOMN JTUTEPATYPHI.

KoHTtponbHas
paboTa/uHIMB

3HAKOMCTBO C OCHOBHOM U JIONOJHUTENILHOM JINTEPAaTypOl, BKIItOUast
CIIPaBOYHBIC U3/IaHUs], KOHCIIEKT OCHOBHBIX I0JIOKEHHM, TEPMUHOB, CBEJICHUN,




HyalbHBIC TPEOYIOMMXCS JJIS 3aIIOMUHAHUS U SIBJISTFONITUXCSI OCHOBOIIOJIATAIOIIMMHU B 3TON
3aIaHUs TEME.

IToaroroBka x HpI/I IMOATOTOBKC K 3a4Y€CTy HCO6XOI[I/IMO OPHUCHTHUPOBATHECA HAa KOHCIICKTBI

JIEKIIUM, PEKOMEHIYyEMYIO JINTEPATypy U Jp.
3auery Huu, p AyEMY. paTypy u 1p

9. IlepeyeHb MHPOPMAIMOHHBIX TEXHOJIOTHIi, HCIIOJb3YeMbIX MPU OCYLIECTBJICHUN
00pa3oBaTe/ILHOIO NMPOIECcCa MO JMCUUILINHE, BKJKYAs NepedyeHb NPOrpaMMHOro
olecrieyeHusi U MHGOPMAIHMOHHBIX CIPABOYHBIX CHCTEM.

-IPUMEHEHHUE CPEJCTB MyJIbTUMeIMA (IIPE3EHTAIHIT) B 00pa30BaTeILHOM IPOLIECCe.
Opranu3anus B3auMOJCHCTBUS ¢ 00yJarOIUMHUCS, KOHCYJIbTUPOBAHKUE HX MTOCPEICTBOM
ANEKTPOHHOMU MOYTHI.

Ucnonp3oBanue caiita PI'Y umenu C.A. EcennHa i opraHusanuy caMOoCTOSATEIbHON
paboThI CTYIEHTOB.

10.Tpe6oBanusi K NPOrpaMMHOMY ofecnedyeHHI0 ydeOHOro mnpouecca AHTUBHUPYC
Kaspersky Endpoint Security (morosop Ne14/03/2018-014201 30/03/2018r.);
Oducnoe npunoxenue Libre Office (cBo6oaHo pacnpoctpansemoe [10);
ApxuBatop 7-zip (cBo60oHO pactpoctpansiemoe [10);

Bbpaysep uzobpaxenuit Fast Stone ImageViewer (cBoOOAHO pacnpocTpaHsiemMoe
1O);

PDF punep Foxit Reader (cBo6oHO pacmipoctpansiemoe [10);

Menua npourpsiBatenb VLC mediaplayer (cBo6oano pacnipoctpansiemoe [10);
3anuck nuckoB Image Burn (cBoOogHO pacnpoctpansemoe 110);

DJVU 6pay3zep DjVuBrowser Plug-in (cBobomno pacmnpoctpansiemoe [10);




[Ipunoxenue 1.

DoH/1 OLIEHOYHBIX CPEACTB /ISl MPOBeIEHUS NMPOMEKYTOYHOM
arrecTaluu 00y4YarIIMXCH M0 AUCIUIIINHE

Ilacnopm ¢ghonoa oyenounwvix cpedcmes no oucyuniuHe
0151 NPOMENCYMOUHO20 KOHMPOJISL YCNesaemocmu

Ne KonTposmpyembie pa3aeibl Kox konTposmpyemoii HaumenoBanue
n/n (TeMBbI) THUCHUNIHHBI KOMIIETeHIIUN WIH eé OLICHOYHOI0
(pe3yabTaThl IO pa3aesaam) 4acTu cpeacrsa
1 [Ipeamer  yueGHoro  kypca | [IK6 OIIK4 3a4eT
«Opranuzanus
JIEJIONPOU3BO/ICTBA B
JIOIIKOJIBHOM YUPEKICHUI.
2 JIoKyMeHTaIlMOHHOE [1K6, OIIK4 3a4eT
o0ecrnieueHre yrnpaBieHUs
3 Homenxiarypa nokymenToB | I[1K6, OITK4 3a4er
JIOIIKOJIBHOTO
00pa30BaTENbHOTO YUPEKACHUS
4 OcobOennoctu moarorosku u | OIIK4, IIK 6 3a4eT
odopMIIeHUST TOKYMEHTOB
5 Opraauzanus [IK6 OIIK4 3a4eT
JIOKyMEHTO000poTa
Opraauzanus XpaHeHus

JIOKYMEHTOB.




TPEBOBAHUSA K PE3YJIbTATAM OBYUEHHUSA 110 YYEBHOU JUCHUILIAHBI

Wnnexc
KOMIIETE
HITUA

Coneprxanue
KOMIIETEHIINHT

BHCMCHTBIKOMHGTeHHHH

HNunexc snementa

[1K-6

T'oToBHOCTE K
B3aHMOJCHCTBHIO C
Y4aCTHUKaMHU
00pa3zoBaTeIbLHOTO
rnpouecca.

3HaTh

1 ®dopMBI ¥ METOIBI OCYIIECTBIICHUS
B3aUMO/JIEUCTBUSA

JIOY ¢ pa3zHooOpa3HBIMH KYIbTYPHO-
MPOCBETUTEILCKUMU YUPEKICHUSIMHU, C
ceMben

I1K6 31

2 Crioco0bl ToTyYeHus! HHPOPMAIHHU O
COBPEMEHHBIX TEHJICHIUSIX B 0071aCTH
MEHEJKMEHTa 00pa30BaHMI.

[1IK6 32

3 cpencTBa XpaHEHHs M TIOUCKA JTOKYMEHTOB

IIK 6 33

YmeTh

1 Wcnonb30Bath COBpEMEHHbIE
UH(POPMALMOHHBIE JJIEKTPOHHBIE PECYPCHI
VIS OCYIIECTBIIEHMUS B3aMMOJIEHCTBUS MEKLY
y4aCTHUKaMU 00pa30BaTeILHOrO IMPOLECCa.

[IK6 V1

2 OpraHu30BatTh JOKYMEHTOO0OPOT U paboTy
C TIOKYMEHTaMH.

[IK6Y2

3 Oxapakrepu30BaTh U COCTABUTD
HOMEHKJIATYPY JIeJL.

IIK6Y3

Bnaners

1 HaBbikamu paGOThI C pa3THYHBIME BUIAMA
WCTOYHHKOB TIOJTy4eHUs] HHPOPMAIIH IO
BOIIPOCAM JOLIKOJIBHOTO 00pa30BaHUsL.

[IK6B1

2 HaBbikamu pabOTHI ¢ OPraHM3aluOHHO-
pacnopsiANTENIbHONW JJOKYMEHTAIIUEH.

[IK6B2

OIIK -

I'oTOBHOCTE K
npoeccnoHaIbHON
JIEATENLHOCTH B
COOTBETCTBUU C
HOPMaTHUBHO-
MIPaBOBBIMHU aKTaMH
cdepbl 00pa3oBaHus

3HATh

1 Hcropwuro craHOBIIEHHS
JOKYMEHTAIIMOHHOT0 00eCIeUeHUs
yIIpaBJIEHHSL.

OI1K4 31

2 Koucrutyuto PO, 3akonsl PO, penienust
IIpaBuTenscTBa PO u 1pyrue HOpMaTUBHbIE
Y IIPaBOBBIE JOKYMEHTBI, METOJIUYECKHE
PEKOMEHJIAIUU 10 BOIIPOCAM JOLIKOJIBHOIO
00pazoBaHws

OIIK4 32

3. TpeboBanus rOCYIapCTBEHHBIX
CTaHJAapTOB 1O 0OPMIICHHIO JOKYMEHTALUU

OIIK4 33

VYmMmers

1Pa3BI/IBaTB CIIOCOOHOCTH MIPUMCHATDH

OIlK4 V1




MOJTy4YeHHBIC 3HAHUS U YMCHHS B IPAKTHKE
yIpaBJIeHUs] 00pa30BaHHEM.

2 AHaJ'II/I3I/Ip0BaTB, OLICHUBATL U ITPUMCHSTDH
CYHIICCTBYIOINEC 3aKOHOJATCIIbHBIC 1
HOPMAaTHUBHBIC aKThbI B e JaroruaecKom
JACATCIIBHOCTH.

OIIK4 V2

3 [IpoeKTHpOBAaTh U IIAHMUPOBATH
00pa30BaTeIbHO-BOCTINTATENHHYIO PadOTy B
JIOUIKOJIEHOM 00pa30BaTeIbHOM YUPEXKICHUU

OIIK4 Y3

Bnaners

1 Hassikamu HUHCTPYKTHUPOBATH NI€AAroroB B
IMPOLCCCC BBINTOJIHCHUA pa6OTLI.

OIIK4 Bl

2 VMeHWSAMM M HaBBIKAMH 10 OpPraHH3aLUH
npolecca genonpoussojictsa B JIOY

OIIK4 B2

3 Hagbikamu 110 0)OPMICHHIO TOKYMEHTOB.

OIIK4 B3




KOMIUIEKT OLIEHOYHBIX CPEJICTB JIJ151 ITIPOMEXYTOUYHOM

ATTECTALIMU (3auer)
Ne ConeprxaHue OlIEHOYHOTO CPEICTBA Nunexc oneHnBaeMoi
KOMIIETEHIIUH U €€
AIIEMEHTOB
1 Onpenenure ocHOBHbIEC MOHATUS Kypca «Opranuzamnus | [IK6 31 32Y3 OIIK4 V1
nenorpou3BojictBa B IOV ».
(ompeneneHus).
2 [lepeuncnure HopMaTUBHO-NIpaBoOBble aKThl, KoTopble | OITK4 3231 V3 IIK6B1
HE0oOXOIMMO YYHTHIBaTh B paboTe C JOKYMEHTaMHu
JIOV.
3 [Ipoananuzupyiite HoMeHKiIatypy nen nomkonbHoro | OIK4 33 V1 [IK6Y2
00pa30BaTeNbHOTO YUPEKIACHHUS.
4 Crpynnupyiite JIOKYMEHTHI, BXOJSIINE B | [IK6Y2 B2OIIK4 33
HOMeHKarypy znen JOVY.
5 OcHoBHble  pekBU3UTHI, Bxoasmme B  coctaB | OIIK4 33 T1IK6 V1 B2
OpraHMU3aIOHHO-PACTIOPSANTEILHOM JTOKYMEHTAIIH.
6 TpeboBanus k 0(hOPMIICHIUIO HOMEHKIIATYPHI JCII. OI1K4 33 V1 IIK6Y2
7 O600muTe ocHOBHBIE TpeboBanusa k mnoarotoke | OI1K4 33 V2 B2 I1IK6B1
MIpHUKa3a.
8 Omnpenenure TpedboBanus k opopmiieHuto auunbix nen | OI1IK4 33 V2 T1IK6B1
U KapTOYeK.
9 Onpenenure TpeboBanus K BeaeHuto Tpyaosbix | OIIK4 33 B2IIK6B1
KHIKEK.
10 | OGocHyliTe TOHATHE «TOKYMEHTOOOOPOT. OIlK4 ¥V1 V2 TIK 6 33
11 | Onpenenure TpeboBanuss k pabore c¢ Bxoasmumu | OIIK4 V1 V2IIK 6 33
JIOKYMEHTaMHU. OIIK4 B2
12 | Onpenenute TpeboBanus k padore ¢ wucxoasummu | OIIK4 V1 V2IIK 6 33
JIOKYMEHTaMHU. OIIK4 B2
13 | Onpenenure TpeOoBanus k pabore ¢ BHyrpeHHUMH | [1IK 6 33 Y2 Y30OIIK4 B3
JIOKYyMEHTaMH.
14 | Ompenenute ocobeHHocTH opraHu3zauuu xpanenus | OIIK4 311IK 6 33 Y2V3
JIOKYMEHTOB.
15 Ucropuueckue MEePUOIbI cranoBiienust | OI1K4 3231 V3 [1IK6BI1
nenonpousBojcTsa B Poccun.
16 Cucrema  pabotel  pykoBomutens  JIOY ¢ | OIIK4 31 B2IIK6Y2B2
HOPMATHUBHBIMH JIOKYMEHTaMHU.
17 | [Ipoanammsupyiite ob6s3atensHyro  nokymentanuio | OITIK4 31 B2ITK6Y?2




BOCHHTaTeHeﬁ, CIICMHUAJIMCTOB, CTAPIICTO BOCIIUTATEIIA.

18 | TpeboBanus MIPEABSIBISIFOTCS Kk  paspabotke: | OI1K4 33 Y2 IIK6B1
JOJKHOCTHOM MHCTPYKIIUHU; KOHTPAKTY; aKTy.

19 | CnyanupyiitTe MOATrOTOBKY Jelia K IIepeiadye B apXuB OI1K4 3111K 6 33 Y2V3

20 | Ilporpammuoe  obOecmneuenne  nernomnpousBojcTsa. | OIIK4 Y1B3 I1IK6B3
Cpencra niepenayn “HGOpPMAIIHH.

21 | UI13: COCTABJICHUE XapaKTEPUCTUKH c | OIIK4 33 IIK6Y2 OIIK4 B2
UCIOJIb30BAaHNEM HEOOXOAUMBIX PEKBU3HUTOB.

22 | UII3:  cocraBnenue  mpukaza 1o  ocHoBHOU | OIIK4 33 B2 [IK6Y2 B2

JEATSILHOCTH

23 | UII3: cocraBneHne nprkKasa no JMYHOMY COCTaBY OIIK4 33 B2 [IK6Y2 B2

24 | UII3: cocTaBiieHHE XapaKTEPUCTUKH OI1K4 33 TIK6Y?2 OIIK4 B2
25 | UII3: cocraBieHue MPOTOKOJIA OI1K4 33 TTIK6Y2 OITK4 B2

ITOKA3ZATEJIN 1 KPUTEPUU OIITEHMBAHUS KOMITETEHITUIA
(IIxansl o1ieHUBAHUS )

Pe3ynpTaThl BBINOJIHEHHS OOy4aronIMMCs 3aJaHuil Ha 3a4eTe OLIEHUBAIOTCS IO
HIKAJIE «3a4TEHO» - «HE 3a4TE€HO». B OCHOBE OLECHMBAHUA JIEKAT KPUTEPUH
MIOPOrOBOr0 M TOBBILIEHHOTO YpPOBHA XapaKTEPUCTUK KOMIETEHUUH WU UX
COCTABJISIIOUIMX YacTed, (POPMHUPYEMBIX Ha YYEOHBIX 3aHATUAX MO JAUCLMILINHE
«Opranuzanus  penonpousBojgctea B JOV». (Tabmuna 2.5 paboueit
POrpaMMbl TUCUUTUINHBI).

«3a4YTEeHO» — OLEHKA COOTBETCTBYET IIOBBILIEHHOMY YPOBHIO H
BBICTABIIIETCS OOy4aroleMycs, €cClii OH TJyOOKO M NPOYHO YCBOMII
IPOTrPaMMHBIM MaTepual, WCYEPIBIBAIOIIE, IOCIEAOBATEIBHO, YETKO €ro
u3Jjaraer, CBOOOJHO CIIPABJISETCS C MPAKTUYECKUMU 3aJaHUsIMHU U IPYTUMU
BUJIaMHA NPUMEHEHUS 3HAHWW, NPUYEM HE 3aTpPyJIHSAETCS C OTBETOM IIPH
BUJIOM3MEHEHUH 33JlaHHl, BJIAaJEeT PA3HOCTOPOHHUMHU IpPUEMAMH U
HABBIKAMM BBIITOJIHEHUS IPAKTUYECKUX 3a/aY;

- OLIEHKa COOTBETCTBYET NOBBIIIEHHOMY YPOBHIO M BBICTaBIIECTCS
oOyuarolemycs, €clii OH TBEPJO 3HAET MaTepuall, IPaMOTHO U MO CYLIECTBY
M3JIaraeT €ro, He JOMyCKas CyIIECTBEHHBIX HETOYHOCTEW B OTBETE HAa BOIPOC
WJIM BBITIOJIHEHUH 33JIaHUM, BiIaJIeeT HEOOXOAMMBIMU HABBIKAMU U MPUEMaMU
BBITIOJTHEHUS IPAKTUYECKUX BOIIPOCOB U 3a/1ad;

«He 3auTeH0» - OLIEHKA BBICTABISETCSA 00yUYaOIIEMYCs, KOTOPBINA HE
JOCTUTAET IIOPOrOBOIO0  ypOBHSA, HE 3HAET 3HAYMUTEJIBHOM YacTu
IPOTrPaMMHOT0 MaTepuana, JOMyCKaeT CYUIECTBEHHbIE  OIIMOKH,
HEYBEPEHHO, C OOJBIIMMH 3aTPYAHEHUSIMH BBIIIOJHAET MPaKTHUYECKHUE
3aJ1aHHUs.




