MMHUCTEPCTBO HAYKW 1 BEICIIIET'O OFPA30OBAHNSA
POCCHMMCKOM ®ETEPALIN
®EJTEPAJILHOE 'OCYJAPCTBEHHOE BIOIPKETHOE OBPA30BATEJILHOE
YUPEXXIEHUWE BBICIIIET'O OBPA30OBAHNS
«PSI3AHCKIM I'OCYIAPCTBEHHEBI YHUBEPCUTET UMEHM C.A. ECEHHA»

VTBepKaa
JIekaH (aKyIbTeTa
COLIHOJIOTHH H YIPaBICHHA
/7= ILE. KpHUHHCKHII
-
«30» aBrycta 2018 .

PABOYAS ITPOI'PAMMA JUCHUII/INHDbI

JOKYMEHTAIIMOHHOE OBECITEYUEHUE YIIPAB/JIEHUSA

YpoBeHb OCHOBHOM TIpodheccroHaIbHOM 06pa3oBaTe/TbHOM TPOrPaMMBI

Marucrparypa

Hamnpasnenuve noaroroBku 39.04.01 Conpmosiorust

HarnpaBsiieHHOCTB (Tipousib) mogrotoBKy Cornyoesiorus ynpaB/ieHust

dopma oOyueHUsT OUHAs

Cpoku ocBoenusi OIIOI1 HopmaTHBHBIH - 2 rofa

CDaKYJ'[bTET COLIMO0JIOTYH U yIIPpABJ/ICHUSA

Kadenpa  rocyaapCcTBeHHOro M  MYHHUIUNA/ILHOTO  yNnpaB/ieHUA H

MO/IMTHYECKHUX TeXHO/IOTHH

Pazanb, 2018



BBO/HASA YACTD

1. LEJIN OCBOEHUA  JUCHUIIJIVMHBI «JOKYMEHTAIIMOHHOE
OBECIIEUEHUE YITPABJIEHUW»

Llenssmu oCcBOeHMS AUCLIMIIIMHBI SIBIISFOTCS:

dopmupoBanue 001IenpodecCUOHAMBHBIX W TIPOQeCCUOHATBHBIX KOMITETEHLIUH B
cootBeTcTBUM C TpeboBaHusMu PI'OC BOro HariparieHuto roarotoBku 39.04.01 Corponorus;

dbopMupoBaHUe KOMIMETeHLMM KakK KOMILIEKCOB 3HaHWM, yMeHWW U BraZileHuid, B
COBOKYTTHOCTH 00ecreunBaromx 3¢ ¢GeKTHBHOe JOKYMEHTUPOBaHWe W OpPraHu3alii0 paboThl ¢
JOKyMeHTaMHU B IpoLiecce OCyLeCTB/IeHUs yrpaB/ieHueCKUX (PyHKIUI B OpraHu3aLjiy.

2. MECTO OUCHUITJIMHBI B CTPYKTYPE OIIOII BY3A

2.1. IuctmrvHa «/loKyMeHTal[oHHOe o0ecrieueHre yrpaB/eHus1» OTHOCUTCS K JUCLIMTUIMHAM
o Bbibopy broka 1.

2.2. [OucuprmHa 6asupyercsi Ha Kypcax OIIOIT  GakanaBpuara TIO  HarpaBJeHHIO
«Coumonorus»: «CoLuosorus yripasiaeHus» U « MeHepKMeHT».

2.3. TlepeueHb TOCEAYIOIIUX AWCHWIUIAH, [Ji1 KOTOPBIX HEOOXOAWUMBI 3HaHWS, YMEHHUS U
HaBbIKU, (JOPMUPYeEMbIe JaHHOU JUCLUITIMHOM:

* lccnenoBaHue CUCTEM yTIpaB/leHUs;

¢ JluarHocCTHKa MpodecCUOHaNbHbIX B3aUMO/EMCTBUI B YIIPAB/I€HUU.



24 HEPE'—IEHB IVIAHUPYEMBIX pe3y/IbTaT0B 06y‘—IEHI/IH 10 AUCIMII/INHE, COOTHECEHHBIX C IVIAHUPYEMbIMHU pe3y/IbTdTdAMHA 0CBOEHHUA OCHOBHOI

npodeccHoOHA/TBHO 00pa3oBaTe/IbHON MPOrPaMMbI

M3yyeHune aHHOW JUCLMIUIMHBI HarlpaBieHO Ha (opmupoBaHue y obyuarouux obmmenpodeccronambbix (OITK) u nmpodeccuonanbabix (1K)

KOMITeTeHIHi:
Homep/vnpex [TepeueHb MyIAHUPYEMBIX Pe3y/IbTaTOB 00yUeHHsI TI0 AUCLIUTINHE.
No P/MHA CogeprkaHue KOMIeTeHI[UN P Py pesy y ACH
C B pe3ysbrarte u3yueHus JUCLIUTITMHBI 00yUaroIuecs 10/DKHbI:
/1 (wnu ee yacTh)
KOMIETeHL[UU
3HaThb YMmeTb Bnagers
1 2 3 4 5 6
Lenu 5 3asauu | CocraBisTh TepmuHonorueii B cdepe
JIOKYMEHTAaL[IOHHOI'O OpraHu3allMOHHO-TIPABOBLIE HOY;
obecrieueHust yrpaB/ieHus | JOKYMeHTbI (monoxxeHwus,
(AOY) B opraHu3saiuy; VHCTPYKLMK); [IpueMaMy  HCII0/Ib30BaHUS
YHUGULMPOBAHHBIX  (opMm
Cucremsl JokymeHTaluu: | CocTaBasiTh ISt COCTaB/IeHUS
Crioco6HOCTRIO U
COTOBHOCTLIO OpraHu3alMOHHO-TIPABOBbIE | PacloOpsifUTeTbHbIe OpraHu3alMOHHO-
OKYMEHTHI; OKYMEeHTbl, U3/jlaBaeMbleé B | pacIopsAUTe/bHbIX
rpogecCcroHaIbHO AOKY ’ AOKYM ’ A P PAA
pacrnopsiiuTenbHble YCJIOBUSIX  €AUHOMYHOIO U | JOKYMEHTOB;
COCTaBJIATh ¥ 0(DOPMJISITh
JIOKYMEHTBHI; KOJIJIETUA/IbHOTO  TIPUHATUS
Hay4YHO-TeXHUYECKYO
rH(MOpPMaI[MOHHO- peleHus (npukassl, | Metogamu aHasvs3a
1. OIIK-3 JOKYMEeHTAalUI0, OTYeThl,
CIIPaBOYHbIE JOKYMEHTHI; pacCIropsyKeHusl, pelieHus); JIOKyMEHTOITOTOKOB B
Tpe/iCTaB/SITh pPe3y/bTaThl
OpraHu3aluy;
paboThI C yueToM
o [Monsitusi mokymeHtoobopoTa | CocTaBisiTh
ocobeHHOCTeM
o v JIOKYMEHTOIIOTOKa, | MH(GOPMAaI[MOHHO-
MOTEeHLMaIbHOW ayIUTOPUH.
rapameTpal aHa/ju3a | CrpaBOYHbIe JOKYMEHTHI;
JIOKyMEHTOITOTOKOB B
OpraHuv3aLuy; Knaccudunmposatsb
C/Ty>keOHYH0  IOKyMEHTAal[1Ho
B COOTBETCTBUU C
HOMEHKJ/IaTypOH Jen
OpraHu3aluy;
2. [TK-4 CriocoGHOCTBIO U TpebGoBaHus K O/1aHKaM; [TpumeHsITH TpebOBaHUS K TexHUUYeCKUMU IpUeMaMu
TOTOBHOCTBHIO 0 OpM/IeHUIO PEKBH3UTOB 3arnosiHeHusi hopmyrsipa-




npogeccruoHanbHO
COCTaBJIATh U 0(OPMJISITh
HayUHO-TeXHUUeCKYI0
JOKyMeHTaL[|0, HayYHbIe
OTUeTBI, TIPe/ICTAB/ISITh
pe3y/bTaThl
UCCrIe[loBaTe/IbCKOM paboThl €
yueToM 0CcoOeHHOCTe
MOTeHLMaIbHOMN ayIuTOPUU.

TpeboBanus K 0popMIeHHIO
nokymenTos no I'OCT P
6.30-2003
«YHUPULIMDOBaHHbIE
CUCTeMbI JJOKyMeHTaLUH.
YHugumpoBaHHas cucteMa
OpraHU3alMOHHO-
pacropsiiuTebHON
nokyMmeHTanuu. TpeboBaHust
K 0()OpM/IEHHIO

JIOKyMEHTOBY;
Llenb, 3ajaud U (QyHKUUU
cy>x6b1 1OY;

OTarbl TeXHOJIOTHYEe CKOU
ernoykn  obpaboTku U
JBIKEHUS JOKyMEHTOB B
OpraHu3aL{iy;

®opmel KOHTPOJIS 3a

HCIIOJIHEHUEM NOKYMEHTOB.

JIOKYMEHTOB T1pU pa3paboTke
TIPOEKTOB OpraHM3ariOHHO-
PacropsAUTEeTbHBIX
JOKyMEeHTOB.

CocCTaB/ATh JTIOKAJ/IbHbIE
HOPMATHBHBIE dKTBI O CJ'Iy>K6e
Aoy,

Opranu3oBars JBUKeHUe
JIOKyMEHTOB BHYTpHU
OpraHu3aLyy;

KoHnTtponuposars
VICTIOJIHeHHe [JOKyMEHTOB.

obpasia JoKyMeHTa.

Hopmarueamu opranusanuu
pabounx mect ciyx6s1 [JOY;

TexHUUECKUMU TIPHEMaMHU
TIepBUYHOM 00pabOTKM
BXOZSIINX JOKYMEHTOB;

Hagbikamu perucTpaygquun
AOKYMEHTOB;

[Tpuemamu 06paboTKU
WCIIOJTHEHHBIX U
OTTIPaBJ/IsIEMBIX JOKYMEHTOB.

2.5 KapTa KkoMneTeHIMd JUCIUTLIMHBI

KAPTA KOMIIETEHIIWI JUCIATIAHBI

HAVMMEHOBAHUE JUCLMITJINMHBI [JokymMeHTaLMOHHOe obecriedeHre yrpaB/IeHust

Lens

JACLIUTITUHBI

(hopmHpoBaHUe KOMIIETEHI[MM KaK KOMILJIEKCOB 3HAHWM, YMEeHUH U BJla/IeHU, B COBOKYITHOCTUA 00ecreunBaroinx 3 heKTUBHOe
JIOKyMEeHTHDOBaHHWe M OpraHu3alyio paboThl C JAOKyMEHTaMU B TIpollecce OCYIeCTBeHUs yIpaBjieHUecKuX (yHKIUN B
OpraHu3al|H.

B mipoliecce ocBoeHUs JaHHOW AUCIMIUIMHBI CTYAeHT OPMUPYET U JIeMOHCTPUPYET C/IeAYIolre

OOI1eKy/IbTypHbIe KOMIIETEeHLIWH:

KOMIIETEHLIN

HEPEQEHL KOMIIOHEHTOB

TexHonoruu
dhopMupoBaHusi

dopma 011eHOYHOTO
CpefcTBa

YpoBHU 0CBOEHUSA
KOMIETeHLIUU




NHOEKC POPMYIIMPOBKA
OIIK-3 Crioco6HOCTBIO U 3Harhb: TTOPOI'OBLIN
TOTOBHOCTBIO 31 DHemu wu 3azauu 3Harh:
npoeCcCroHaIbHO [IOKyMEHTALMOHHOIO - tesy v 3agauu [JOY;
COCTaBJISATh U obecrieueHust - CUCTeMbI JOKYMeHTaL1y;
oopmsiATh HayyHO- | ynpasienus (JOY) B - TIOHATHS
TeXHAYECKYH0 OpraHu3alyy; JOKyMeHToobopoTa 1%}
JOKyMeHTaLUIo, 32 Cucremsbl JOKYMEHTOTIOTOKa.
OTYeThl, IPe/ICTaB/IATL | JOKYMEHTAL||K:
pe3ysibTaThl paboThl C | OpraHU3aljMOHHO- YMeTb:
yueToM 0COOEHHOCTEH | IpaBOBbIe  JIOKYMEHTHI; - COCTaBJIAITb  OCHOBHbIE
MOTeHL[aTbHON pacropsiiurenbHble YCTHBIM onpoc Ha BU/Ibl PacCIoOpsiUTE/NbHBIX U
ayJUTOPUH. JOKYMEHTBI; ceMHHape MH(OPMaLMOHHO-
VH(OpMaLMOHHO- CMPaBOYHBIX JJOKYMEHTOB;
CrIpaBOYHbIe Jlexuumy, [TvceMeHHBIN OTUeT 110 | - K/1aCCU(HULIMPOBATh
JIOKYMEHTBI; CaMOCTOSITe/IbHast MpaKTUUe CKOMY C1y>KeOHYI0 [JOKYMeHTaL[1Io
33 [MousiTus | pabota, ceMUHAPCKUe U 3a/1aHUI0 B COOTBETCTBUU C
JOKyMeHToOOOpOoTa M | TpaKTUYecKue 3aHSTHs HOMEHKJI1aTypou Jen
JOKYMEHTOITOTOKa, [TopTdonro 1o Kypcy | opraHu3aLuy;
rapaMmeTpbl aHanusa
JIOKYMEHTOIIOTOKOB B 3auet Brajets:
OpraHu3aluy; - TepMUHO/OTHMel B cdepe
A0y;
YmMertsb:
Y1 CocraBisTh TIOBBIIIIEHHBIN
OpraHu3aLOHHO- 3HaTh:
1IpaBOBblE  TOKYMEHTHI - IapameTpbl  aHauu3a
(monoxxeHwus, JIOKYMEHTOITOTOKOB B
VHCTPYKLMN); OpraHu3aLuy;
¥2 CocraB/isTh
pacriopsijure/ibHble YMmeTts:
JOKYMEHTBI, - COCTaBJISITh
V3/laBaeMble B YCIOBUAX OpraHMU3aljMOHHO-TIPaBOBbIE
eIMHOJINYHOT O U JIOKYMEeHTbl  (T10/I0’KeHUs,
KOJUIETHa/IbHOTO VHCTPYKLIAHN);
TIPUHATHS pelleHust




(mpuKasbl,

pacriopsKeHus,
pelleHus);
Y3 CocraB/isATh
vH(bOpMal[MOHHO-
CrIpaBOYHbIE
JOKYMEHTBI;
Y4 KnaccuguiypoaTtb B )
cyKeOHYH0 DJIAJIETD.
- TIp¥emMaMH{ UCII0/Ib30BaHUs
AOKYMEHTALITIO B YHU(DULIMPOBaHHBIX  (opM
COOTBETCTBUU C
o IJ1s1 COCTaB/IeHUs
HOMEHKJ/IaTypOK Jen
) OpraHu3alaliuoOHHO-
OpraHu3aLuy;
pacropsiAuTebHbIX
BraeTs: JIOKYMEHTOB;
LHajcTh. . - MeToJ,aMU aHamsa
B1 TepmuHonorven B
cepe 10V ,E[OKYMEHTOHO.TOKOB B
B2 [Tpuemamu OPTaHH3aLHi;
VICTI0/1b30BaHUs
YHUGULMPOBAHHBIX
dopM [7s1 cocTaBeHUs
OpraHu3aLOHHO-
pacropsiAUTe/bHbIX
JIOKYMEHTOB;
B3 Metogamu aHanmusa
JOKYMEHTOIIOTOKOB B
OpraHu3aLuy;
ITK-4 Crioco6HOCTBIO U 3Harh: TIOPOI'OBBIN
TOTOBHOCTBIO 31 TpeboBaHus K 3Harb:
npodeCcCHOHATLHO OnaHKawm; - TpeboBaHus K O1aHKaM;
COCTaBJISITb U 32 TpeboBaHUs K - TpebGoBaHUs K
0OpMJIATH HAyYHO- | O(POPMJIEHUIO 0o(OpMJIeHUIO  ZIOKYMEHTOB
TeXHUYeCKYH0 JokymenTos 1o ['OCT P no I'OCT P 6.30-2003
JIOKYMEHTALHUIO, 6.30-2003 «YHU(ULIMDOBaHHbIE
Hay4Hble OTYEeTh], «YHu(pULMpOBaHHbIE CUCTEMBl  JOKYMEHTALUHU.




TIpe/|CTaB/ISTh
pe3y/bTaThl
HCC/ieJOBaTeTbCKOM
paboThI C yueTomM
ocobeHHOCTeH
TOTeHLaTbHOM
ayUTOPUU.

CUCTEeMBbI
JIOKyMeHTaL[|H.
YuudumpoBaHHas
cucrema
OpraHu3alMOHHO-
pacrnopsiiuTebHON
JOKyMeHTaL|1H.
TpeboBaHus K

o opmiieHNI0
JIOKYMEHTOB»;

33 Lens, 3agauu U

byHKIMY CyxO0b1 [JOY

34 DTarbl
TeXHOJIOTUYe CKOU
1[erouku 00paboTKu 1
JBYDKEHUS JOKYMEHTOB
B OpraHu3aLuy;

35 @opMBbI KOHTPOJIA 3a
VICTIO/THEHWEeM
JIOKYMEHTOB.

YMeTb:

Y1 IIpumeHaTH
TpeboBaHUS K

o opmiieHNI0
PEeKBH3UTOB
JIOKYMEHTOB Tp1
pa3paboTKe MPOEKTOB
OpraHM3alMOHHO-
PacIopsiAUTeIbHBIX
JIOKYMEHTOB.

Y2 CocTaB/sTh
JIOKaJ/IbHbIE
HOpPMAaTHBHbIE aKThl O
ctyxoe JOY;

Y3 Opranu3oBaTb

Jlekuuy,
CaMOoCTOsATe/IbHas
paboTa, ceMUHapCcKre U
TpaKTUYeCKHe 3aHsATHs

YcTHBIN ONIpOC Ha
ceMHHape

[TucbMeHHbIN OTYeT 110
MIpaKTUYeCKOMY
3a/laHUI0

[Toptdonuro no Kypcy

3auet

YHuduLmpoBaHHasi CUCTeMa
OpraHu3al[MOHHO-
pacropsiiuTeIbHON
JoKyMmeHTauuu. TpeboBaHMs
K o opm/ieHNI0
JIOKYMEHTOB»;

- Lenb, 33/laud ¥ (QyHKUUH
cyx6b1 IOY;

- STanbl TEXHOJIOTUYEeCKOU
L[erouKu  00paboTku U
[IBIDKEHUSI [IOKyMEHTOB B
opraHu3aLuy;

- dopmbl KOHTpOZA  3a
WICTIOJTHEHUEM [JOKYMEHTOB.
YMeTsb:

- TIpUMeHsITb TpebOBaHUS K
0(OpMJIEHHIO  PEKBU3UTOB
JIOKYMEHTOB npu
pa3paboTke TIPOEKTOB
OpraHU3al[MOHHO-
pacropsiiuTebHbIX
JTOKYMEHTOB.

Bnagets:

- TeXHUUeCKUMH TpUeMaMu
3aro/HeHUst dbopmynsipa-

obpa3lia IoKyMeHTa;
- HaBbIKAMU PErMCTpaLiU
JIOKyMEHTOB;

[TOBBIIIEHHBIN
YmeTn:
- COCTaBJIATH JIOKAJILHbIE

HOPMAaTHBHBIE aKThI O
cyxoe 10Y;




[BYDKEeHHe JOKYMEeHTOB
BHYTPM OpraHu3aliy;
Y4 KoHTposimpoBarb
VICTIOJIHEeHHe
JJOKyMEHTOB.

Bnagets:
B1 TexHuueckumu

TIpHeMaMH 3aroTHeHUsT
dopmyssipa-obpa3ia
JOKyMeHTa.

B2 Hopmarveamu
opraHu3aruu pabounx
MecT ctyx6e1 [JOY;
B3 Texnuueckumu
ripreMaMU NepBUYHOMN
00pabOTKH BXOASIIUX
JIOKYMEHTOB;

B4 Hasbikamu
perucTparyu
JIOKyMEHTOB;

B5 IIpuemamu
06paboTKu
VICTIO/IHEHHBIX U
OTTIPaBJIsIEMBIX
JIOKYMEHTOB.

- OPraHU30BaTh /IBIKEHHe
JOKyMEHTOB BHYTPH
OpraHM3aL{iy;

- KOHTPOJIMPOBATh
WCTIO/THEHHE JOKyMEeHTOB.

Bnapnets:
- HOpMaTHUBaMu

opraHu3aluy pabounx Mect
cyx6b1 [IOY;

- TEXHUUECKUMH TIpHeMaMu
repBUYHON 00pabOTKH
BXOJISAIINX JOKyMEHTOB,;

- ippemMamMu 006paboTKH
WCIIO/THEeHHBIX U
OTIIPAB/ISIEMbIX JOKYMEHTOB.




OCHOBHASA YACTDb

1. OBBEM JVCLUIIJIMHBI 1 BUbl YUEEHOM PABOTEI

3 Beero CemecTpsl
Bug yue6HOI paboThbI 4ACOB ql;bc (?B

1. KoHTakTHast paboTa 00y4aromuxcs 42 42
riperioziaBaresieM (110 BUjaM yueOHBIX 3aHSITUN)
BCEro:
B TOM uncrie:
Jleku (JI) 14 14
[Tpaktuueckue 3anstus (I13), cemunapsl (C) 28 28
JlabopartopHbie paboTsi (JIP) - -
CamocrosTenbHasi paboTa cTyzeHTa (Bcero) 66 66
B TOM uncrie
CPC 8 cemecmpe 58 58

. KII - -
Kypcogoti mpoekt (paboTa) KP - -
Hpyrue Bugsl CPC:
N3yyeHre U KOHCHEKTUPOBAHWE JIATEPATyphbl IO 12 12
JUCLIUIUIMHE
Pabora c 'OCTamu 9 9
PaboTa co cripaBOYHBIMU MaTepuaiaMu 6 6
PaboTa C 371eKTPOHHBIMU pecypcamMyd 00pasijoB
Jle/I0TIPOM3BOACTBEHHOM JOKyMeHTaLuu B 6 6
WHTtepHeTe
IToaroroBka K CeMUHAPCKUM 3aHATUAM 16 16
[ToaroroBka nopTdosro 1o Kypcy 9 9
CPC 8 nepuoo ceccuu 8 8
[Toaroroska K 3auety 3 3
Bu nmpomexxyTouHOM 3auer (3)
aTTecTaLyu 9K3ameH ()

4yacoB 108 108

NTOT'O: obiiast TpyA0eMKOCTh p—— 3 3




2. COAEPXXAHUE JUCIIUII/IMHBI
2.1. CopeprxaHue pasje/ioB JUCLHHUILIMHBI

emecTpalNe

pazzaenaNe

HaumeHoBaHue pasgena
JUCLIUTIIMHBL

CopeprkaHue pasfiesia B IU[JaKTUUeCKUX eJUHULIaX

Lenb u 3agaun [10Y. TpeGoBaHUs K
othopmieHur0 yTipaB/ieHUe CKUX
JIOKYMEHTOB.

[Monstre JOY. Mecto u 3Hauenue JJOY B cucteMe yrpaBrieHus. TepmuHbl B chepe
OOy (I'OCT P 7.0.8-2013 CUBU /. [denorpou3BOACTBO U apXHWBHOe Zeyio. TepMUHBI U
onpezenieHust).

Cnyxba JOY B opranusaiju / Ha npeanpustuu. Llens u 3amaum, ciayxoer JOY.
@opmupoBadue ciyxber [IOY (CTpyKTypa, YHMCI€HHOCTb, IITaTHOE pacIlMCaHue).
HestenbHOCTh Cyk0b1 [JOY (opraHusaiusi pabouyux MecT, HOPMHUDOBaHHe, TeKyllee
yrpassieHue). JIoKa/sibHbIe HOPMATHBHBIE aKThl 0 CiIy>k0e [IOY (mosoxkeHue 0 cCity»kbe
[OY, npukasel 0 co3ganud cayk0b1 10Y, 1oso)keHHs 0 CTPYKTYPHBIX TMO/[pa3/ie/ieHusX
ctyxob1 IOY).

bnaHku pokymeHTOB U TpeboBaHusi K HUM. CTpyKTypa JokymeHTa. OOmuii OaHK,
OmaHK [/ TIMiCbMa, O71aHK KOHKPETHOTO BH/ja JOKyMeHTa, KpOMe ITHChMa.

CTpyKTypa [OKyMeHTa. PekBU3UT KakK 00s3aTesibHBIA  371IeMeHT  JiroOoro
odurmanbHoro AokymeHta. ®opmysnsip gokymeHta. Dopmyssip-obpaser; Kak Mofesb
TIOCTPOEHUS JJOKYMeHTa,

TpeboBanusi k  odopmnenuto  gokymentoB 1o ['OCT P 6.30-2003
«YHU(ULMDOBaHHbIE ~ CUCTEMbl  JOKYMEHTalluM.  YHU(PULIMPOBaHHAas  CUCTeMa
OpraHM3aL[HOHHO-PACTIOPSIIUTENIbHOM  IOKyMeHTauyu. TpeboBaHusi K 0dopMIIeHHIO
JIOKYMEHTOBY.

CucreMbl JOKYMeHTaLU1

OpraHr3aLMOHHO-TIPaBOBble  [IOKYMEHThl Kak I[IpaBOBasi OCHOBA [iesiTeJIbHOCTH
opranusaumi. Ilponesypa Ux yTBep)KJeHHUs U COIVIaCOBaHUsl, CPOK JIeHCTBUS, CTPYKTypa
TeKkcTa, TpeboBaHUS K O(GOPM/IEHHIO. YCTaB, YUpeJUTelbHBIN J0OTOBOp, MOJIOXKeHHe 00
OpraHusalii, MoJIo)KeHue 0 CTPYKTYPHOM M0/ pa3/e/leHuH, I0JI0)KeHre 0 KOJlJlerHalbHOM
(coBeljaTesTbHOM OpraHe) OpraHM3aliyy, perylaMeHT, LITaTHOe paclycaHue, WHCTPYKLUS,
[O/DKHOCTHAs1 UHCTPYKLUS.

PacniopsijuTesibHble [JOKYMEHTbI Kak JOKyMeHTbl, KOTOpble (UKCUPYIOT pelleHust
a/IMMHUCTPAaTMBHBIX W OPraHM3al[MOHHBIX BOMNPOCOB [eATe/bHOCTH OpraHu3aluH,
peryiupyroT M KOOpAWHUPYIOT ee [esTeJbHOCTb, peasu3ylT YIIpaB/asieMOCTb IO
BepTUKanu. Kiaccudukauys pacnopsiiuTe/bHbIX [OKYMEHTOB C y4eTOM C(epbl MX
JeiictBus. OCHOBaHUSI il U3[@aHUsI PACIOpsiAUTENIbHOTO [IOKyMeHTa. [IBe TIpyIbL:
JIOKYMEeHTBbI, M3/laBaeMble B YC/IOBUSIX KOJUIETHAlbHOCTU (IIOCTAHOB/EHWS U pelleHUs);
JIOKYMEHTbI, M3/jaBaeMble B YCIOBUSIX €JUHOJMYHOIO TIPUHSTHUS pelleHUd (TIpUKasbl,




pacropspKeHus1, yKa3aHusl).

WHbopMal[MoHHO-CIIpaBOYHbIe  JOKYMEHTbI KaK [JOKYMEHThbI, WHULIUHAPYIOLHe
yrpaB/ieHuecKre pelleHusi. VX ciayxeOHasi posib 1O OTHOIIEHWIO K OpPraHU3alMOHHO-
MPaBOBBIM U pacropsiiuTesbHbIM AokyMeHTam. CocTaB HHGOpPMaI[MOHHO-CIIPAaBOYHBIX
JIOKYMEHTOB: [IOK/IafiHasi 3alkcKa, CIy>keOHasi 3amucka, OObsCHUTeNTbHAs 3arickKa,
Nipe/lJioyKeHre, Tpe/icTaBleHre, 3asiBjieHrde, BCe Pa3sHOBHUJHOCTH TepenucKH, MPOTOKOJ,
aKT, CIIpaBKa, 3aK/IF0UeHNe, OT3bIB, CBOJIKA, CITUCOK, TIepeyueHb.

OpraHu3anyst JOKyMeHToo60poTa

[ToHsATHS JOKyMEHTOOOOpOTa W I0KYMEHTONOTOKa. [TpueM u mepBuuHasi 06paboTka
MOCTYyMarwUMX B OpraHu3aluio J0KyMeHTOB. [lpeiBapuTesibHOE pacCMOTpeHHe
OKyMeHTOB ciaykboit [IOY. Peructpauusi AokymeHTOB. OpraHu3zaljusi JABWKeHUS
JIOKyMEHTOB BHYTPU OpraHu3allvu.

KoHTponb  uCMoONHeHUs AOKyMeHTOB. @OpMbl KOHTPO/IS 3a  UCIIO/IHEHHEM
nokymeHTOB. CPOKU UCIIO/THEHUSI JIOKyMeHTOB. MH(opMaIioHHO-cripaBoyHasi paboTa 1o
JIOKyMeHTaM opraHu3aruu. O6paboTKa UCIIOTHEHHBIX U OTIIPAB/ISIEMBIX JOKYMEHTOB.

Opranusanus xpaHeHus: JokymeHTOB. HoMmeHkatypa fesn. CocrasiieHUe 3arojioBKOB
Jlen. YcTaHOB/ieHHWe CPOKOB XpaHeHUsI fefl. TuroBble U BeJIOMCTBEHHbIE TIePeUHU
JIOKyMeHTOB W ux 3HaueHue. dopmupoBanue gen. OdopmiieHre OOIOXKKH JIe.
Odopmnenne fen. DKCrepTu3a LEHHOCTH JAOKYMEHTOB. JKCIepTHas KOMMCCHS
(LlenTpanbHas 3kcrepTHass komuccusi). CocTaBieHre U oopmieHHe apXUBHBIX OMMCeH
Jlemn.




2.2. Pazgenb! AMCLATIIMHEL, BUABI YUeOHOH eaTeTbHOCTH U (hOpMbI KOHTPOJIS

Ne cemectpa

Ne paspena

HaumenoBanue pa3snena
JUCLIUILIVHBI

Buibl yueOHOM [jesiTeTbHOCTH, BKJTFOUAst
CaMOCTOAATE/TbHYIO paboTy CTyAeHTOB (B Uacax)

JI JIP I13/C

CPC

BCero

DopMel
TeKyIL|ero
KOHTDOJISA

yCI1IeBaeMOCTH
(no Hedensim
cemecmpam)

Lenb u 3a0auu /JOY. TpebosaHus K ohopmaeHuro
ynpassneHueckux 0OKyMeHmos.

17

33

1-5 Hedena

YCTHBIM OTpPOC Ha
ceMHHape
MYMCbMEHHBIA OTYeT M0
NIpaKTU4YeCKOMY
3a/laHuio (2),

II

Cucmembl 0OKyMeHmayuu

22

36

6-10 Hedens

MUCbMEHHBIU OTYeT T10
TpaKTUYeCKOMY
3a/laHuIo (2),
MOJrOTOBKA MOpPT(OIo
1o Kypcy

I1I

OpeaHusayus 0oKymeHmoobopoma

19

31

11-14 HeOensn

MMCbMEHHBbIA OTUeT 10
TpaKTUYeCKOMY
3a/]aHUIo,
YCTHBIM OIpOC Ha
ceMUuHape,
MO/IrOTOBKA MOpT(OIo

T0 KypCy

ITodzomoeka K 3auemy

HTOI'O 3a cemecmp

14 - 28

66

108

nToro

66

108




|

2.3. JlabopaTopHbIii PaKTUKyM

JIABOPATOPHBIN ITPAKTUKYM He npe/iyCMOTpeH.
2.4. TIpumMepHasi TeMaTUKa KypCOBbIX paboT

KYPCOBBIE PABOTEHI He nipeaycMOTpeHsl.



3. CAMOCTOATEJIbBHAA PABOTA CTYAEHTA
3.1. Buasl CPC

o

=

Z
? % HaumeHnoBaHue pa3jesna Buanl CPC Bcero
S 5 JUCIUII/THHBI vacos
Lenb u 3agaun JOY. - VI3ydeHune ¥ KOHCTIEKTUPOBAHUE JIUTepPaTyphl Mo AucUuIivHe (14. x 4) 4
TpeboBaHus K - Pabora c 'OCT P 7.0.8-2013, P 6.30-2003 3
oopM/IeHHIO - Paborta co cripaBoYHbIMU MaTepraaaMu 2
yripaBjieHueCKUX - TToaroroBka K cemuHapy «Ciyxba 10Y»: 8
2 1 JOKYMEHTOB. MOWCK MH(OPMaLMK 110 Borpocam ceMrHapa (14.)
oT6op ¥ aHam3 UH(OpMaIMK TI0 BOTIpocaM ceMHUHapa (24.)
KOHCIEKTHPOBaHUe, COCTaB/IeHWe Te3MCOB T0 BOMpocaM ceMUHapa (2u4.)
MOJTrOTOBKA Te3KCOB TI0 OCHOBHBIM BOMpOCaM ceMHUHapa (34.)
Bcezo: 17
CucteMbl IOKyMeHTallUM | - MI3yueHue ¥ KOHCIIEKTHPOBaHKe JIUTepaTyphl 10 AucuIvHe (14. x 4) 4
- Pabota c 'OCT P 6.30-2003 3
- Pabora co cripaBouHbIMU MaTepuasaMu 2
- Paborta c anekTpoH.pecypcamu 00pa3LioB Jiesionpou3sB. AoK-1uu B ViHTepHeTe (1. X
4) 4
2 2
- [ToaroroBka noptdoauo mo Kypcy:
M3ydeHre U aHa/Iu3 yueOHoM nHbOpMal[|K [I/1s1 TIOATOTOBKY TIOpTdouo (2 u.) 9
cocTaBjieHHe 00pasI[oB J1e/I0NPOU3BOICTBEHHOM JoKyMeHTaluu (1 u. X 5)
odopmeHue noptdonuo (2 u.) 22
Bcezo:
Opranu3sanys - VI3yueHue 1 KOHCIIEKTHPOBaHKE JIUTePaTyphl M0 AUCLUIIIMHE (1u. X 4) 4
JOKyMeHTo0obopoTa - Pabora c 'OCT P 7.0.8-2013 3
- PaboTa co cripaBOUHBIMM MaTepHaaMH 2
- Pabota c 3/1eKTpOHHBIMH pecypcaMi 00pasLioB /1e/I0TPOU3B. JOK-IUK B VIHTepHeTe 2
) 3 - [ToaroroBka K cemuHapy «KOHTPO/Ib UCIIO/IHEHUS JOKYMEHTOBY:
MOWCK MH(OPMaLMK 110 Boripocam ceMrHapa (14.) 8
otbop 1 aHa/IM3 WHGOPMAI[|H 110 BOIpOCaM CceMHHapa (24.)
KOHCITEKTHPOBaHUe, COCTaB/IeHUe Te3MCOB I10 BOIIpoCcaM ceMuHapa (24.)
TO/IFOTOBKA Te3UCOB M0 OCHOBHBLIM BOIPOCAM ceMHHapa (34.)
Bcezo: 19
HNTOI'O & cemecmpe 58
Iloozomoska K 3auemy 8
NTOrO 66




3.3. IlepeueHpr y4e0HO-MeTOAHUYECKOr0 ofecmeuyeHHs] [JIA  CAMOCTOATETbHOH PaboThI
00yUJaroUIUXCSA M0 AUCIHIITHHE

CamocrosiTenibHasi paboTa, Hapsily C JeKUUsAMHA M TIPaKTUYeCKUMU 3aHSITUSMU, SIB/ISETCS
HEOTheMJIEMOM YaCThI0 M3yueHus Kypca «/oKyMeHTaloHHOe obecrieueHre yIpaB/ieH s ».

[puctynasi K W3y4YeHUIO [AWUCLUIUIMHBI, CTYeHTbl [O/DKHbI O3HAKOMHUTbCS C yueOHOM
MPOrPaMMO#, CITUCKOM peKOMEeH/[0BaHHOM JITepaTryphl, MOMYyYnTh B OMOMMOTEKe peKOMeH/I0BaHHbIE
yueOHUKU U yueOHO-MeToAMUYeCKHe TOocoOusi, 3aBeCTH TeTpaju MJisi KOHCIEeKTUPOBaHUS JIeKUUN U
3amucen 1o Kypcy.

B xome camocrosiTesibHOM paboTbl HEOOXOAMMO UW3yUUTb OCHOBHYHO JIUTepaTypy U
O3HAKOMUTBCS C [OTIOJIHATEIbHOM JIMTepaTypoy Mo Kypcy. bosbiioe 3HaueHne umeeT caMOCTOATE/IbHOE
n3yueHWe cripaBouHbIXx MatepuasioB, [OCT P 7.0.8-2013 u I'OCT P 6.30-2003, a takxke paboTa c
oOpasijamMy [1esI0npou3BOCTBEHHON JOKYMEHTAaluy, WMEIOMIMMHICS B PEKOMEH/IOBAHHBIX I0 KYpCy
OTKPBITBIX 3/IeKTPOHHBIX pecypcax. [Ipy MoAroToBke K ceMHMHAapCKUM 3aHsATusiM «Ciyxba JOY» u
«KoHTpO/b WCTONTHEeHUsT IOKYMEHTOB» HeOOXOAVMO HamnMcaThb Te3HWChI [y BBICTYIUIEHWH TI0 BCEM
yueOHBIM BOTIpOCaM, BBIHOCMMBIM Ha CeMHHapbl. [0TOBSCH K 0KIa[y WM cooOIleHHto, 00palarbes
1py He00XOJMMOCTH 33 METOIMUeCKOM TTOMOIIIBIO K TIPeTio/jaBaTelIio.

3HauuTeNbHYI0 YacTh BpPeMeHM Ha CaMOCTOSITeNbHYH0 paboTy Mo Kypcy cjieflyeT TOCBSATHTb
BBITIOJTHEHUIO CAMOCTOSITE/TBHOTO 3a/iaHust «CoCTaBIeHre pacropsiiuTe/TbHbIX JOKyMeHTOB». O6paTuTh
BHUMaHHe Ha coOmrofieHre TakuX TpeOOBaHWM K COJepKaHHIO0 PaCIOpsiAUTeNbHBIX JOKYMEHTOB, Kak
TOUHOCTh, /IOCTOBEDHOCTb OTPa)KeHHs Tpo0sieMbl, FOpUANYecKas 0e3yrpeyHOCTb, T'PAMOTHOCTb U
JIOTUYHOCTb M3/I0’KeHUs], MaKCHMaJlbHasi KPaTKOCTb IIPU COXPaHEeHWHU IIOJIHOThI COZlepyKaHusl, ICHOCTb
aprymeHTauuu. ObecreuynTs COOTBETCTBHE TIpH 0opmiieHnH JoKyMeHTOB BceM TpeboBanusim 'OCT P
6.30-2003.

IIpy mofrotoBke K 3aueTy IOBTOPSATH NPOMAEHHBIM Marepyaa B CTPOIOM COOTBETCTBUU C
yueOHOUM mporpaMmoi, TpUMepHbIM T[epeyHeM YyueOHBIX BOMPOCOB, BBIHOCSIMXCS HA 3adeT U
cofepXaluxcsa B JaHHOM nporpamme. Mcrosnb3oBaThb KOHCHEKTBI JIEKLMHM M JIATeparypy,
peKOMeH/IOBaHHYIO TiperofiaBatesieM. OOpatuTh 0coboe BHHMMaHMe Ha TeMbl yueOHBIX 3aHSTUH,
TIPOITYI[eHHBIX CTYAEHTOM TI0 Pa3HbIM NMpUUYMHaM. [1py HeoOX0AUMOCTH 00PaTUTHCS 3a KOHCY/IbTaLel
Y MeTOAUUYeCKOM MOMOLIBIO K IIpernozaBarestto.

B mporjecc ocBoeHuMs AMCIUTUIMHBI BBIIESIOT /[Ba BUZIA CAMOCTOSTE/IEHOM paboThI:

- ayZIUTOpHasl;

- BHeay/INTOpHasl.

AyoumopHas camocmosimenbHas paboma 1o JUCLIATIIMHE BBIMOHSAETCS Ha yueOHBIX 3aHSITUSX
T10J, HeroCpe/ICTBeHHBIM PYKOBOZCTBOM NIperofiaBaresisi M 10 ero 3a/laHulo.

BueayoumopHas camocmosimenbHasi paboma  BBINOJHSETCS  CTYZEHTOM 10  3a/laHUIo
TiperioziaBareyisi, HO 6e3 ero HermocpeCTBEHHOTO yUacTHsl.

CopiepkaHye BHeayJMTOPHOW CaMOCTOSITe/IbHOW paboThkl ompefieisieTcsi B COOTBETCTBUU C
peKOMeH/IyeMbIMY BH/JaMU 33/IaH|i COTiacHO paboyeli mporpaMMe y4eOHOM AUCLUITTHBL.

Bupgamu 3afiaHuii /17151 BHeayJUTOPHOM CaMOCTOSITeTbHOM PabOThI SIBISIFOTCS:

[JI1 OB/aJleHUsl 3HAHWSIMU: 4UTeHWe TeKcTa (y4yeOHMKA, [OTIO/HUTENBLHOW JTUTepaTyphl),
COCTaB/lleHHMe TUlaHAa TeKCTa, KOHCIeKTUPOBAHHWEe TeKCTa, BBIMMCKM M3  TeKCTa, Yy4eOHO-
ucciefoBarebCckasi pabora, WCMOMIb30BaHUE ay[vo- W BHe03anuceld, KOMITBIOTEDHOW TEXHUKA U
NHuteprera v Jp.

JUIs1 3aKperyIeHus] M CUCTeMaTH3aliy 3HaHWi: paboTa ¢ KOHCIIeKTOM JieKIii, 00paboTka TeKcTa,
noBTOpHasi paboTa Haj yueOHBIM MaTepuasnoM, (COCTaB/leHWe II7laHa, COCTapjeHWe Tabmuy [Jist
cucTeMarv3aluu yueOHOTO Marepuasia, OTBET Ha KOHTDOJIbHBIE BOIIPOCHI, 3arlojiHeHHe paboueit
TeTpajy, aHaJuTHYeckasi obpaboTKa TeKcTa), MOATOTOBKAa COOOIIeHUI/[OK/IaI0B K BBICTYIUIEHHIO Ha
ceMHuHape, U Jip.

J7151 QOPMUPOBAHUSI YMEHU: BbITIOJIHEHME MPaKTUYeCKHX 3a/laHui U T.[.



CamocTosiTenibHast paboTa MOXKeT OCYILeCTB/STHCS WHUBHU/YaTbHO WM TPYTIIaMH CTY/IeHTOB B
3aBUCHUMOCTH OT 1ieJid, 00beMa, KOHKPeTHON TeMaTUKH CaMOCTOSITe/TbHOM PaboThl, YPOBHS CJIOXKHOCTH,
YPOBHSI YMEHUU CTY[eHTOB.

KoHTposib  pe3ynbTaToB  BHeAyJIUTODHOM CaMOCTOSATeNbHOM paboThl  CTY/EHTOB MOXKET
OCYLIeCTBIATBCS B Tpefesax BpeMeHH, OTBeJEeHHOro Ha o0s3aresibHble yuyeOHbIE 3aHATHS 110
JUCLIMTUTMHE W BHeayJUTODHYI0 CaMOCTOSITeNIbHYyH0 pPabOTy CTyJeHTOB M0 JUCLIMIUIMHE, MOXKeT
MPOXO/IUTh B MMUCbMEHHOM, YCTHOWU/IU CMelllaHHOW (opMe.

[ns  onTUMM3aLUMK OpraHM3alldd U TIOBBbILLIEHWS KauecTBa OOyuyeHHsI TIO [JUCLUILIMHE
«JloKyMeHTaIlMOHHOe 0o0ecrieueHre yTpaB/lIeHUsI» CTy[eHTaM peKOMEeH/yeTCsl PYKOBO/CTBOBAThCSI
C/1efyOLKMMH METOAUYeCKUMU PeKOMeH/laliisIMY, UMEROIIIMMHUCS Ha O(PULIMaTbHOM caiTe:

1. Maprummba H.B. OnektpoHHbIN 00pa3oBarenbHbii pecypc «CamocTosiTesibHast paboTta
CTYZIeHTOB»: CBUJETeNbCTBO O peructpauyu pecypca Ne 20418 / MaptuiivHa H.B., Epemkuna O.B.;
Ps3. roc. yH-T M. C.A. Ecenuna. — [lata perucrparmu 21.10.2014. — O6vem 196 M6 (200704 KO6).

2. CrpaxoB B.B. ®opmbl opraHu3aiuu y4yeOHOro Tipoliecca B By3e [DeKTPOHHBIA pecypcl:
MeTO/l.peKOMeH/jaliiu /151 Moo, npenozasarened / B.B. Crpaxos, E.H. I'opoxosa, T.B. KpemeHernkas;
Pa3. roc. yH-T um. C.A. Ecenuna. — Ps3anb, 2012. — URL: http://www.rsu.edu.ru/wordpress/wp-

content/uploads/2015/04/formy organizacii uchebnogo processa.pdf/



http://www.rsu.edu.ru/wordpress/wp-content/uploads/2015/04/formy_organizacii_uchebnogo_processa.pdf/
http://www.rsu.edu.ru/wordpress/wp-content/uploads/2015/04/formy_organizacii_uchebnogo_processa.pdf/

4. OOEHOYHBIE CPEJACTBA /I KOHTPOJIA YCIIEBAEMOCTHU U
PE3YJ/IbTATOB OCBOEHUSA JUCILIUAII/IMHBI (cM. (poH/ OLIeHOUHBIX CPe/ICTB)

5. YYEBHO-METOJMYECKOE 1N HMNH®OPMAIIMOHHOE OBECIIEYEHUE

JUCIIUTIIVINHBI
5.1.0cHoBHas MTeparypa
Ncnons3ye KonmnuectBo
E Togu TCA % 3K3eMILISIPOB
= | HaumeHoBaHuHe ABTOp(bI) MeCTO rpu < B u
= u3/laHus W3y4YeHuU 3 | Gubnuor .
pasziesnoB eKe Kadeppe
eyt AC. |\ o Jlocmm o8
Topbaués H.H. , " P
1 obecrieueHve Iana, 2015. — 1-3 2 oubmoTeka
ynpaB/ieHUs: MyxameruHa 391 c. OHJIalH.
O.A.
yueOHUK
1.2. [lonosiHATe/IbHAS TMTepaTypa
Ncnons3 Komyectso
& Ton 1 yeTcst % 5K3eMIIISIPOB
= HavmeHoBaHue ABTOp(BI) MeCTO HBHP eHHH g B Ha
= W371aHNS yjl & | 6ubmor | Kadeap
eKe e
paszenoB
JoKymeHTaLMOHHOE B(;pl\fl;I’H' Hoctym 3 ObC
obecrieueHre ' YHUBepCcUTeTCKast
1 | ynpaBneHwus: Poroxxun M.IO. ﬁg;ﬁ;_ 1-3 2 6ubmoreka
MpaKTUYeCcKoe 2014, — 3’98 OHJIAMH.
noco6ue. c
[eyioBble JOKYMEHTbI M., bepnuH: Hoctyn u3 3bC
B IIprMepax 1 [upexT- YHuBepcUTeTCcKast
2 | obOpasiiax Poroxxun M.IO. Menua, 2 2 OoubmoTeka
2014. - 496 OHJIAMH.
C.
CoBpemeHHbIe
3 | TexHosoruu i KypHas 13 ) 1 i
J1eJI0TIPOX3BO/ICTBA U
JIOKyMeHT0060poTa
LenonpousBoaCcTBO U
4 | JoKymMeHTO0OOpOT Ha - JKypHasI 1-3 2 1 -
NIpeATpUSITUA

5.3. basnl JAaHHBIX, I/IHCI)OpMaL[I/IOHHO-CHpaBO‘-IHBIe 1 ITOMCKOBbI€ CHUCTEMBI:

e Akanemus Google — mouckoBasi cucTema, pa3paboTaHHast CrieldasbHO [Jisl CTY/AeHTOB, YUeHbIX
Y ucciefioBatesield, mpefiHa3HaueHa [J/1s1 TIOMCKa WHGOpMal[uu B OHJAMHOBBLIX aKaJeMuueCcKuX
JKypHasax u Marepuasax, MpouleJnx 3KCIepTHYIO OL|eHKY;



e bBubGmuorpadmueckre 6a3wbl paHHbix WMHKWOH 10 conuanbHBIM M TYMAaHWUTADHBIM _HayKam
BelyTcs ¢ Hauana 1980-x rr. O61uii o6bemM MaccMBOB cocTaBisieT 6onee 3,5 MiiH 3anuceil. B
0a3pl JAHHBIX BKJIIOUAIOTCS AaHHOTUPOBAaHHBIE OMUCAHWS KHUT W CTaTed W3 >KypHA/lIOB U
cbopHrKoB Ha 140 s3bikax, moctynuBiMx B dyHgameHTanbHyto 6ubmoreky MTHMOH. Tlouck
nH(pOpMaLIMK MOXXKHO TIPOBECTH B JIF000i1 6a3e AaHHBIX Oe3 pervcTparyu.

e HayuHas snekTpoHHas 6ubnuoreka «KubepJ/leHWHKa» - 3TO HayuHasi 3/IeKTpOHHasi OubmoTeka,
MOCTPOEHHasi Ha TMapajlifMe OTKPLITOM HayKWd, OCHOBHBIMM 3a/ladyaMd KOTODOW SIBJISI€TCS
TIOMY/ISIpU3aLisi HAyKW ¥ HAYYHOU ZesATe/TbHOCTH, OOIIeCTBeHHbI KOHTPOJIb KaueCTBa HayYHBIX
nyO/uKauii, pa3BUTHE MEeXAWUCLUIUIMHAPHBIX HWCC/Ie0BaHU, COBPEMEHHOTO WHCTUTYTa
Hay4YHOU peLieH3U! Y NOBbIIIeHHe LIUTUPYEeMOCTH POCCUNCKON HayKU.

e HayuHasd 9nektpoHHas 6ubnuoreka eLIBRARY.RU - 3To KpymnHeWIMd pOCCUMCKUN
MH(OPMALIMOHHO-aHATUTHUECKU TopTan B 00/aCcTH HAyKW, TEXHOJOTHUH, MeJULMHBI U
obpa3oBaHusl, cofiepKalljuii pedepaTbl U TIOMHbIE TEKCTbI Oosiee 22 M/IH HayuHBIX CTaTedl U
yO/TUKaIviA, B TOM YKC/Ie 371eKTpOHHBIe Bepcun 6osiee 3900 pOCCUACKUX HAyYHO-TEXHUYECKUX
JKypHasoB, U3 KOTOphIX 0omee 2800 yKypHa/IOB B OTKPLITOM /IOCTYIIE.

e EnvHplil 31eKTpoHHBIA Kartasor PI'B - copepkur GubOmuorpaduueckrie 3amcyd Ha BCe BUIbBI
JIOKYMEHTOB, BKJIIOYas CTaTb{, W3JaHHble Ha PYCCKOM M [PYrMX $3blKax Ha pa3/MYHbIX
HOCHUTe/ISIX U B pa3/InuHble XPOHOIOTUYeCKUe Iepruozbl.

¢ ludopmManroHHo-npaBoBas cucreMa «KoHCynbTaHT-I1m0C».

® DOBC «Yuusepcurerckag oubaroreka ONLINE».

1.3.TlepeueHb pecypcoB MH(GOPMALIMOHHO-TeIeKOMMYHHKAL[MOHHON ceTu «HTepHeT» (zanee —
cetb «/IHTEpHET»), HEOOXOUMBIX /151 0CBOEHUSI AUCLIUTUIMHBI (MOAY/IS):

1. ['OCT P 6.30-2003. YHuduLMpoBaHHble CUCTEMbI JOKyMEHTALMW. YHU(PULIMPOBaHHAs CHCTeMa
OpraHU3al[MOHHO-PACTIOPSIAUTE/IbHOM  OKyMeHTalu TpeOoBaHUST K OGMOPM/IEHUIO J/IOKYMEHTOB
[DnekTpoHHBIM pecypc]. — Pexxum pocrtyna: http://docs.cntd.ru/document/gost-r-6-30-2003. - [lata
obpamenust: 26.04.2016.

2. I'OCT P 7.0.8-2013 CUBU /. denonpor3BOACTBO U apXUBHOe feyio. TepMUHBI U Omnpeje/ieHust
[DnekTpoHHBIM pecypc]. — Pexum pgocrtyna: http:/docs.cntd.ru/document/1200108447. - [lara
obparenust: 26.04.2016.

3. OHLMK/IONeus [e/IONPOU3BOCTBa [DneKTpOoHHbIN pecypc] / LleHTp KoMIleTeH1[MM 0 BOMIpOCam
JOKyMeHTal[MOHHOrO  obecrieueHWs] yripaB/ieHMss UM apXUBHOTO Jiefla. — PeXXum  JocCTyra:
http://www.edou.ru/enc/vvedenie.php. - [lata obparenus: 26.04.2016.

4. Delo-ved.ru. Bce o genonpou3BogcTBe [D1eKTpoHHbIN pecypc]. — Pexkum goctymna:  http://delo-
ved.ru. - /lata obparrenus: 26.04.2016.

5. OO6pas3iipl U 1m1a6/I0HBI JOKYMEHTOB [DeKTpoHHbIN pecypc]. — Pexxum moctyma: http://working-
papers.ru. - [lara obparenus: 26.04.2016.

6. MATEPUAJ/IbHO-TEXHUYECKOE OBECIIEYEHUE JUCIIAITVIMHBI

6.1. TpeboBaHUs K ayAUTOPUSIM (TTOMELI[eHHsIM, MeCTaM) J/isl IPOBe/leHUsT 3aHSITHIA:

NIeKIIMOHHbIE ay[JUTOPWH, OCHAll[eHHble BU/EOTIPOEKI[MOHHBIM 000pyJOBaHUEM, Cpe/ICTBaMU
3BYKOBOCIIPDOM3BE/ZIEHUSI M SKPaHOM, 00Opy/i0BaHHbIe YyueOHOW Mebesblo; OMO/IMOTEKa, WMeroIast
yueOHbIe MecTa /Ijisl CTY[IeHTOB, OCHaIlleHHbIe KOMITbIOTEPHOM TEXHUKOM C JOCTYTIOM K 0a3aM JJaHHbIX U
ceT VIHTepHeT; KOMITbIOTEPHBIN KJ1aCC, MYJIbTUMEUNHBIN KyPC JIeKLUU.

6.2. TpeboBaHusi K 060pyOBaHUIO paboOUMX MeCT TIperojaBaresist U 00yYaroIXCs:

BusieoripoekTop, HOyTOYK, Ie€pPeHOCHOW 3KpaH. B KOMITBIOTEDHOM Kjacce [O/DKHBI OBITh
ycraHossieHbl cpesictBa MS Office __: Word, Excel, PowerPoint u fp.

6.3. TpeboBaHUs K CrieL{MaTM3UPOBaHHOMY 00O0PY/I0BaHUIO: OTCYTCTBYET.


http://working-papers.ru/
http://working-papers.ru/
http://delo-ved.ru/
http://delo-ved.ru/
http://www.edou.ru/enc/vvedenie.php
http://docs.cntd.ru/document/1200108447
http://docs.cntd.ru/document/gost-r-6-30-2003
http://biblioclub.ru/index.php?page=main_ub_red

7. OBPA3OBATEJ/IBHBIE TEXHOJIOI'YU (3anoausiemcss moabko 0151 cmavdapma PIoC

BIIO)

8. MeTopuueckue yKa3aHUA JI/is1 00yJaKOIIUXCA 10 OCBOEHHIO AN CIUII/THHBI

By yueOHbIX 3aHSATUM

OpFaHI/BaL[I/IH AeATeJIbHOCTU CTYAE€HTa

Jlekuyst

Hanvcanue KOHCIeKTa JIeKL[Mii: KpaTKO, CXeMaTW4HO, I10C/Iel0BaTebHO
(bUKCHpOBaTH OCHOBHBIE TI0JIOXKEHUSI, BBIBOZBI, POPMYIMPOBKH, 000011IeHuS;
ToMeuaTh Ba)KHbIe MBIC/IH, BbIZIe/IATh K/IHOUeBble C/I0Ba, TepMUHbI. KOHCIIEKT
JIeKIUU JTydllle TI0Apa3/esiTh Ha MYHKTHI, raparpadsbl, cobsofas KpacHyO
cTpoky. [IpuHLMNManbHBIE MecTa, OrpefesieHus, (OpMyabl U Jpyroe
C/IeZIyeT COTIPOBOXKJATh 3aMEeUaHHUSIMHM «Ba)KHO», «0CO00 Ba)XKHO», «XOPOIIIO
3alOMHUTH» W T.II. MOXHO fefaTb 3TO U C TIOMOIIBIO Pa3HOLBETHBIX
MapKepoB WK pydeK. O603HauuTh BOMIPOCHI, TEPMHUHBI, MaTepHasl, KOTOPbIH
BbI3bIBAaeT TPYJHOCTH, TIOMETUTb U TIOMbITAaTbCS HAWTH OTBeT B
pekomeHAyemMol uTeparype. Eciu  camocTosiTebHO He  yAaeTcs
pa3obparbcsi B Marepuase, He00X0AUMO C(hOPMYIUPOBATh BOTIPOC M 33/aTh
TIperiofiaBaTesito Ha KOHCY/IbTallMy, Ha PaKTUUeCKOM 3aHSITUU.

IIpakTrueckre 3aHATUS

(cemuHap)

[ToaroToBKa K KaXK[IOMy IMPaKTUUeCKOMY 3aHSITUIO JI0/DKHA HauyaTbCsl C
O3HAaKOMJ/IEHHSI C IIJIaHOM CEeMHHApCKOTO 3aHsTHsl, KOTOPbI OTpakaer
coZlep’kaHue TIpe/i/IoKeHHOW TeMbl. TIjaTesbHOe IpOAYMbIBaHWE WU
u3yyeHHe BOIPOCOB TIlaHA OCHOBBIBAeTCS Ha TMPOpaboTKe TeKyIIero
MarepHuasa JeKIUM, a 3aTeM H3ydyeHUsi 00si3aTenbHOW M [|OTIOJHUTETHHOM
JUTepaTypbl, pEeKOMEHJOBaHHYyl0 K JaHHOW TemMe. Ha ocHoBe
VH/MBU/Ya/lbHBIX TPEJIIOYTeHU CTY4eHTy MOXXHO CaMOCTOSITe/IbHO
BbIOpaTh TeMy [OK/aZa To TipoOsieMe CeMHWHapa M TI0 BO3MO)KHOCTH
NOZAFOTOBUThL TI0 HeMy Ipe3eHTaLMi0. Ec/u npefycMOTpeHO BbINIOHEHUe
MPaKTUYeCKOTO 3a/laHusl, TO €ero HeoOXOJWUMO BBINOJHUTE C YYeTOM
TIpeJ/I0’KeHHOW UHCTPYKLUU (YCTHO WM TUCbMEHHO).

I[Tpu MOATOTOBKM K CEMUHAPCKUM 3aHSATHSIM, HEOOXO0AMMO 00paTuTh ocoboe
BHMMaHMe Ha CaMOCTOsITe/IbHOEe H3yueHWe peKOMeHZ0BaHHOW yueOHO-
MeTOAMUEeCKOU (a TakKe HayYHOM M MOMY/SIPHOM) TUTepaTyphl.
KoHcriekTpoBaHMe  WCTOYHHMKOB. Pabora €  KOHCIIEKTOM  JIEKLHH,
TIOAIrOTOBKA OTBETOB K KOHTPOJIbHBIM BOIIPOCaM, IPOCMOTP PeKOMeHyeMOoit
nuTepatypbl, paboTa € TeKCTOM (yKas3aThb TeKCT M3 HCTOYHMKA M Jp.),
NpOC/TyLLIMBaHUe ay[iMo- U BU/ie03anyceii 1o 3a/laHHoW TeMe U [JIp.

HpaKTI/IquKI/Ie 3dHATHUA

(mpakTHueckasi pabora)

3anucatb TeMy M Le/b T[paKTUUYeckod paboThl, 3amnucaTb KOPOTKO
TipeJ/Io’KeHHble 3aZiaHusi. [Ipy BBIMOSHEHUM 3aJjaHuil TI0 COCTaBJEHUIO
JOKYMEHTOB HCITO/Ib30BaTh 00pasibl [JOKyMEHTOB, CITUCOK pEKBH3HUTOB,
KOHCTPYKLIMOHHbIE CETKH, JIEKLIUIO 0 cooTBeTCTBytoIIei TeMe u 'OCT P
6.30-2003 «YHu(ULIMPOBaHHbIE CUCTeMBI JOKyYMeHTaL[1H.
YuuduipoBaHHas cucTema OpraHM3alMOHHO-PacopsiAUTeTbHON
JOKyMeHTalu TpeboBaHus K 0)OPMIIEHHIO JOKYMEHTOB.

OdopmreHre JOKyMeHTOB NTPOM3BOAUTCS B peakTope MicrosoftWord c
coOmoieHreM BCeX OTCTYTIOB W MHTEPBA/IOB. Bce BBIMO/HEHHbIE 3a/laHUS
JO/DKHBI  OBITH pacrieyaTaHbl W TIpe[CTaBieHbl TIperofiaBaTesto st
TIPOBEPKHU.




IToaroroska K 3auety

[Tpu moArOTOBKE K 3aueTy HeoOXOAWMO OpPHMEeHTHPOBAThbCsl Ha KOHCITEKTHI
JIEKL[UM, peKOMeHJyeMylo JuTepatypy U Ap.[OTOBch K 3aueTy, CTyZeHT
MUKBUJVPYeT  WMelomyecs  Tipo0esbl B 3HaHWAX,  yIiyOsser,
CUCTEMaTU3UPYeT U yHOpsilourMBaeT CBOU 3HAHUS.

9. IlepeueHp WH(OPMAIMOHHBIX TEXHOJIOTHI, HCIO/Ib3yeMbIX TMPH OCYIeCTB/IeHUH
oOpa3oBare/IbHOrO MPOLecca Mo AUCIUIIHHE:
® yTeHHe JIEKIUH C UCII0/Ib30BaHKe CJIak/I-TIpe3eHTaluk, rpaduueckux oObeKTOB, CXeM, 00pa3iioB
Jle/I0NPOM3BOACTBEHHOM JOKyMeHTauuu (uepe3 VIHTepHeT);

® pacmpocTpaHeHHe

CAMOCTOATE/JIBHOI'O  3a/dHuf, €ro TIIpOBEPKA MW  KOHCY/IbTMPOBAHHE

MOCPEJCTBOM 3/IEKTPOHHOMW MOYTHI;
®  KOHCY/JBTUPOBaHKEe 00yUaroL[UXCS M0 IMOATOTOBKE K CEMUHAPCKUM 3aHSTUSM TI0CPEICTBOM

3/IeKTPOHHOM MOYTHI.

10. TpeGoBaHusA K MPOrpaMMHOMY 00ecriedeH!I0 y4eOHOro nmpouecca.

[TepeueHb MH(GOPMALIMOHHBIX TEXHOIOTHH (JTMLle

H3MOHHOE€ IMPpOrpaMMHO€e O6€CH€‘~I€HI/Ie,

HMH(OpMaI[MOHHO-CITPaBOUHbIE CUCTEMBI)

Hao6op I1O B KoMnbIOT

€PHBIX K/IaCCaX

Hassanue I10

Ne nuiieH3Un

OmneparuoHHas cuctema Windows Pro

noroBop NeTr000043844 ot 22.09.15r

AntuBupyc Kaspersky Endpoint Security

nmorosop Ne14/03/2018-0142 ot
30/03/2018r

OducHoe npunoxenue LibreOffice

cBoOOZIHO pacrpocTpaHseMoe 10

Apxusarop 7-zip

cBoOOzIHO pacrpocTpaHseMoe 10

Bpay3ep u3obpaxenuii FastStonelmageViewer

cBoOOHO pacrpocTpaHseMoe 10

PDF pugzep FoxitReader

cBoOOIHO pacmpocTpaHseMoe 10

Megua npourpsiBatens VLC media player

cBoOoHO pacrpocTpansieMoe 110

3anuce uckoB ImageBurn

cBoOozHO pacrpocTpaHsieMoe 10

DJVU 6pay3ep DjVu Browser Plug-in

cBoboHO pacmipocTpaHsiemoe 10

Hao6op I1O gns kadeapan

bHBIX HOYTOYKOB

AntuBupyc Kaspersky Endpoint Security

nmoroBop Nel14/03/2018-0142 ot
30/03/2018r

OducHoe npunoxkenue LibreOffice

cBoboHO pacripocTpaHseMoe 10

Apxusatop 7-zip

cBoOOZIHO pacrpocTpaHseMoe 10

Bpay3ep u3obpaxenuii FastStonelmageViewer

cBoOOzIHO pacrpocTpaHseMoe 110

PDF pupep FoxitReader

cBoOOIHO pacrpocTpanseMoe 10

Menua nipourpsiBatesib VLC media player

cBoOOzIHO pacmpocTpaHsemoe 110

3anuce uckoB ImageBurn

cBoOoHO pacrpocTpansieMoe 110

DJVU 6pay3ep DjVu Browser Plug-in

cBoOogHO pacrpoctpansemoe 110




11. UHBIE CBEJJEHUA




ITpunoxenue 1

@oH/1 OLIECHOYHBIX CPE/ICTB /I/Is1 MPOBeeHUsI MPOME)KYTOYHOM aTTecTaliy 00yJaroluxcs mno
AVCHMIUINHE (MOJYJIIO)

HacrlopT (1)0]-[}1[8 OLI€EHOYHBIX CPEACTB M0 JUCLUII/ITUHE (MO]I[yJIlO) AJIA IPOMEXYTOUYHOT0 KOHTPOJIA

yCIieBaeMoCTH

Ne n/nn KonTponupyemsle pa3je/bl Kop KoHTpO/IMpyeMou HaumeHoBaHue
JAUCLMILIVHBI (pe3y/bTaThl M0 KOMIeTeHLVH (U/IM eé | OLIeHOYHOI0 Cpe/CTBa
pa3sjenam) 4acTu)
1 Lenb u 3agaun J10Y. TpeboBaHMs K 3auer
ogopmIieHHI0 yrpaBieHueCKUX OIlK-3, [IK-4
JIOKYMEHTOB.
7 Cucremsl JOKyMeHTaLUU OIIK-3 3aueT
3 OpraHu3ainusi J0KyMeHToo0opoTa I1IK-4 3auet
TPEFOBAHUSA K PE3YJIBTATAM OBYUYEHUSA 11O AVCHUITIIMHE
Nupekc Copepxanue J/1eMeHTbI KOMIIeTeHIINH MNupaekc 3/1eMeHTa
KOMIIeTeHI] KOMIIeTeHLINH
UM
OIIK-3 CriocoGHOCTBIO U 3HaTh
TOTOBHOCTBIO 1 Lemm u 3agauu | OIIK3 31
ripoeccroHaibHO JOKyMEHTAI[MOHHOTO 0becrieueHust
COCTaB/ISITh U yIIpaB/IeHUst 4oy) B
o(opMIATh HayuHO- OpraHu3aluy;
TeXHUYEeCKYHO 2 Cucremsl JokymenTauuu: | OITK3 32
JIOKYMEHTAI[WIO0, OTYETHI, | OpraHU3al[MOHHO-TTPaBOBbIE
TIpeJCTaB/SATh JOKYMEHTBI;  pacropsiiuTebHble
pesynbTarbl paboTel C | IOKYMEHTEL; MH(OPMaLMOHHO-
y4eToM 0COOeHHOCTel | cripaBOuHBIE [JOKYMEHTBHI;
TNOTeHLUaTbHON 3 TlousTtus pokymeHtoo6opora u | OTTK3 33
ayJUTOPUU. JIOKYMEHTOIIOTOKa, rapameTpal
aHa/iM3a  [JOKYMEHTOIIOTOKOB B
OpraHu3anuy;
yMeTh
1 CocraBnars opranusalyMoHHO- | OIIK3 Y1
TIPABOBbIE IOKYMEHTHI (T10/I0’KEHUS,
WHCTPYKLMN);
2CocrtaBnsate  pacnopsautenbHbie | OITK3 Y2
JOKYMEHTBI, V3/jaBaemMble B
YCJIOBUSIX eIMHOJINYHOT O U
KOJI/IeruaabHOro TIPUHSATHUS
pelleHust (mpukassl,

PaCropsDKeHUs], pelleHus));




3 CocraBnare UHGOPMALMOHHO-
CrpaBOUHbIe JOKYMEHTHI;

OIIK3 ¥3

4 KnaccuduiypoBatb Cny>KeOHYIO
JOKYMEHTAI[MI0 B COOTBETCTBUU C
HOMEHKJIaTypPOU JieJ1 OpraHu3alivy;

OIIK3 Y4

BJIa/IeTh

1 TepmuHosiorueti B chepe 10Y;

OIIK3 B1

2 IlpuemaMu  UCIOJI30BaHUS
YHU(PULUPOBaHHbIX  (opMm s
COCTaB/IeHHUs OpraHu3al[MOHHO-
pacrnopsiiuTeNbHbIX JOKYMEHTOB;

OIIK3 B2

3 MeTtomamu aHanm3a
JIOKYMEHTOIIOTOKOB B OpraHU3aliuy;

OIIK3 B3

[1K-4

CriocoGHOCTBIO U
TOTOBHOCTBIO
ripoeccroHaibHO
COCTaBJ/IATh U
0o OpMJIATH Hay4HO-
TeXHUUECKYHO
JOKYMEHTAI[’I0, OTUETHI,
TIpe/ICTaB/IsATh
pe3ysbTaThl paboThI C
yueToMm ocobeHHOCTel
MOTeHLUaTbHOU
ayZIUTOPHUM.

3HAThb

1 TpeboBanwus K 61aHKaMm;

IT1K4 31

2 TpebGoBaHuss K OGOPMIEHHIO
nokymenToB 1o ['OCT P 6.30-2003
«YHUUIMPOBaHHBIE CUCTEMBI
JNOKyMeHTaluH. YHU(UIMpOBaHHAs
cucTeMa OpraHU3aL[MOHHO-
pacIiopsiiNTeTbHOM JOKyMEHTALHH.
TpeboBanuss K  0hOpMIIEHUIO
JIOKYMEHTOB»;

I1K4 32

3 Uenb, 3agauud U  QYHKLUU
cyx6n1 10Y;

I1K4 33

4 OTaribl TeXHOJIOTUUe CKOU
Lerouykr 00pabOTKU W [IBIDKEHUS
JIOKyMEeHTOB B OpraHU3allvu;

[1K4 34

5 ®opmbl KOHTPOJIS 3a
VICTIOJIHEHHEM [I0KYMEHTOB.

I1K4 35

yMeTb

1 Tlpumensite TpeboOBaHUSI K
odopmIieHHI0 PEKBH3UTOB
JOKYMEHTOB  TIpy  pa3paboTke
TIPOEKTOB OpraHu3al[MOHHO-
PACIOPSIIUTE/IbHBIX JOKYMEHTOB.

IIK4 ¥1

2 CocTaBigaTh JIOKaJ/IbHbIe
HODMAaTHBHbIE aKThl O CJIyKbe
I(ONE

[1K4 Y2

3 Opranu3oBarb JIBIKEeHUe
JOKYMEHTOB BHYTPH OpraHU3aLiuy;

I1IK4 Y3

4  KoHTpO/IIMpOBaTb UCIOJHEHUe
JOKYMEHTOB.

I[IK4 Y4

B/Ia/IeTh

1 TexHuueckuMu rnpueMamu
3arosiHeHus1  opMyssipa-obpasija
JIOKYMEHTa.

I1IK4 B1

2 HopmaruBamu  opraHuM3aLiiv
pabourx mect cayxob1 JOY;

I1K4 B2




3 TexHuueckumu npueMamu | ITK4 B3
TepBUUHON 006pabOTKH BXOASIIAX
JIOKyMEHTOB;

4 HaBbikamu peructpauuu | [IK4 B4
JIOKyMEHTOB;

5 [Tpremamu obpabotku | [TK4 B5
WCTIOJTHEHHBIX W OTIPaB/IsSieMbIX
JIOKYMEHTOB.

KOMIUIEKT OIIEHOYHBIX CPE/ICTB JIJISI TIPOMEXY TOYHOWM ATTECTAIIN

(BAYET)
Ne *Cojep)xaHue OLIEHOUHOI0 CpPeACTBa NHpaekc oneHBaeMoi
KOMIIeTeHLIH U ee
3/1eMEeHTOB

1 Lemn w 3amaum JoKyMeHTalMOHHOTO obecrieuenusi yripaBnenus | OITK3 31 Bl
(JOY) B opranusauuu

2 CuctemMa OpraHu3allMOHHO-TIPaBOBOM IOKYMeHTallUuu OIlK3 32 B1

3 Cucrema pacropsiiuTe/IbHON JOKYMEHTAaLUU OIIK3 32 B1

4 Cucrema MH(GOPMaIMOHHO-CITPAaBOYHOM JIOKYMeHTal[u1 OI1K3 32 B1

5 [ToHsATHS JOKYMeHTO000pOTa 1 JOKYMEHTONOTOKa OIIK3 33 B1

6 [TapameTpbl aHa/M3a JOKYMEHTOIIOTOKOB B OpraHu3aliiu OIIK3 33 B1 B3

7 Pa3paboTka TIPOEKTOB OpraHM3al[MOHHO-TIpaBOBbIX gokyMeHToB | OITK3 ¥1 B1 T1K4 Y1
(mono)keHusi, UHCTPYKLMK) Bl

8 Pa3paboTka TTPOeKTOB pacropsiAuTe/IbHBIX AOKYMEHTOB, u3zfaBaeMmbix | OITK3 Y2 B1 B2 I1K4
B YCIOBUAX €QUHOIMYHOIO TIPUHATUS  pelleHus  (rpukasel, | Y1 Bl
pacropsKeHus1)

9 Pa3paboTka MPOEKTOB pacropsIUTe/TbHBIX JOKYMEHTOB, u3faBaemMbix | OITK3 Y2 B1 B2 TIK4
B YCJIOBUSIX KOJIJIETMAIbHOTO MPUHSATHS pellieHus1 (pellieHusl) Y1Bl1

10 Pa3paboTka MpoeKToB MH(OPMAIJMOHHO-CITPABOYHBIX I0KYMEHTOB OIIK3 ¥3 B1 IIK4 Y1

Bl

11 Knaccudwukaiusi cimyxebHoit aokymeHTaiuu B cootBeTcTBuu c | OITK3 Y4 Bl
HOMEHKJ/IaTypOU JieJl OpraHr3aliu

12 bnaHku v Tpe6oBaHUS K HUM OIIK3 B1 [1K4 31

13 Crpykrypa fokymeHTa. @opmysisip-oOpaser] JOKyMeHTa OIIK3 B1 I1K4 32 B1

14 | TpeboBanusi K odopmnenuto gokymeHto nmo I'OCT P 6.30-2003: | OITK3 B1 I1K4 32
pPeKBU3UTHI 1-3

15 | TpeboBanuss kK odopmnenuto gokymeHtoe nmo I'OCT P 6.30-2003: | OITK3 B1 I1K4 32
pekBU3UTHI 4-10

16 | TpeboBanusi Kk odopmienuto gokymentoB 1o I'OCT P 6.30-2003: | OTIK3 B1 I1K4 32
pekBu3uThI 11-15

17 | TpeboBanuss Kk odopmienuto gokymeHtoB o I'OCT P 6.30-2003: | OTIK3 B1 I1K4 32
pekBu3uThI 16-19

18 | TpeboBanus k odopmiennto gokymeHToB 1o I'OCT P 6.30-2003: | OTIK3 B1 I1K4 32
peKBU3UTHI 20-22

19 | TpeboBanus k odopmiennto gokymeHtoB 1o 'OCT P 6.30-2003: | OTIK3 B1 I1K4 32
pPEeKBU3UTHI 23-25

20 | TpeboBanuss K odopmienuto gaokymeHtoB o 'OCT P 6.30-2003: | OITK3 B1 ITK4 32




peKBU3UTHI 26-30

21 Lenb, 3agaun U GyHKIMY c1yK0be1 [IOY OIIK3 B1 I1K4 33

22 JlokanbHBIE HOPMaTHBHBIE aKThI 0 CTy>K0e JOY OIIK3 B1 IIK4 32 VY1
y2

23 Opranu3arsi pabourx MecT cayxonl 10Y OIIK3 B1 [1K4 B2

24 | Opranusanus 06paboTKU U IBWKEHUS JOKYMEHTOB B OpraHU3ariuu OIIK3 B1 I1K4 34 ¥3 B3
B4

25 O06paboTKa UCITOTHEHHBIX U OTIPAB/ISIEMBIX JJOKYMEHTOB OIIK3 B1 I1K4 B4 B5

26 | KoHTposib UCTIO/IHEHUS IOKYMEHTOB OI1K3 B1 I1K4 35 Y4

TTOKA3ATEJI 1 KPUTEPUU OLIEHMBAHNA KOMIIETEHLINN
(IITka/ib1 OLleHUBAHUS)

B ocHoBe o1jeHMBaHUSI Jie)KaT KPUTEPUM TIOPOTOBOT'O U TOBBILLIEHHOTO YPOBHSI XapaKTePUCTUK
KOMITeTEHI[MM WM WX COCTaBJSIONMX yvacTeld, (OpMHUPYyeMbIX Ha yueOHBIX 3aHATHSX TI0 JaHHOU
JWCLIATIIVHE.

«3a4TeHO0» — OI[eHKa COOTBETCTBYET IOBBIIEHHOMY YPOBHIO M BBICTAB/ISIETCS 00ydaroieMycs,
eCJI OH T/TyDOKO M TTPOYHO YCBOMJT ITPOTPaMMHBIN MaTepHasl, UCUepPIIbIBaOIIle, MTOC/Ie0BaTe/TbHO, UETKO
M JIOTHYeCKH CTPOMHO €ro W3jaraeT, yMeeT TeCHO YBSI3bIBaTh TEOPHI0 C TIPAKTUKOM, CBOOOJHO
CTIpaBJisieTcsl C 3a/ladaMd, BOMpOCAaMM U JAPYyTMMH BUJAMU TIPUMeHeHUsl 3HaHWM, MpUuYeM He
3aTpyAHSIeTCSI C OTBeTOM TIPpM BU/OWM3MEHeHUM 3a/laHUi, UCIo/b3yeT B OTBeTe MaTepuas
MOHOTpaUuUecKol  JIuTepaTypbl, TIPaBUIBHO OOOCHOBBIBAeT TIPUHSATOE  pellleHWe,  BJafieeT
Pa3HOCTOPOHHMMU HaBbIKaMU M MIPYeMaMU BBITIOJTHEHUS TIPAKTUUYeCKUX 3a/1ad.

«3a4TEHO0» - OlLIEHKa COOTBETCTBYET IOBBIIIIEHHOMY YPOBHIO U BBICTABJISIETCS 00ydJaroiemycs,
€C/I1 OH TBEpPJO 3HaeT MaTepuasl, TPaMOTHO M IO CYLeCTBY U3/1araeT ero, He J0MycKasi CyllleCTBEeHHbIX
HETOYHOCTel B OTBeTe Ha BOMPOC W/IM BBITIOJTHEHWU 3a/laHWM, MPaBUIbHO MPUMeEHsIET TeopeThuuecKue
TI0JIO)KEHUS TIPDU peIllleHNM TPaKTHYeCKUX BOTIPOCOB UM 3ajjau, B/ajieeT HeOOXOJUMBIMU HaBbIKAMU U
rpyueMaMH UX BBITIOJTHEHUSI.

«3aUTEeHO0» - OIIeHKa COOTBETCTBYeT ITOPOrOBOMY YPOBHIO U BBICTaB/ISIeTCS] 00yUaroIieMycsi, eCu
OH MMeeT 3HAHUS TOJIbKO OCHOBHOTO Marepuasa, HO He YCBOW/I ero JeTasei, [0MyckaeT HeTOYHOCTH,
JIeMOHCTPUPYeT  HeJOCTaTOYHO  TIpaBU/bHble  (OPMYIMPOBKM,  HapylleHWUs  JIOTUYeCKOU
MOC/Ie[J0BaTe/lbHOCTH B HW3/IOKEHUM TPOTPAaMMHOIO MaTepuasa, WCIbITbIBAeT 3aTpyAHeHHs TpU
BBITIOJTHEHUU TIPAaKTHUUeCKUX PaboT.

«He 3aYTeHO»- OIIeHKA BBICTaB/seTCs O0yJarolemMycsi, KOTOPbI He [JOCTHUTaeT TIOPOrOBOTO
YPOBHSI, [IEMOHCTPUPYeT HerloHMMaHHe TMpo0/ieMbl, He 3HAaeT 3HAuMTebHONW uaCTH TPOrPaMMHOTO
Marepuasa, JOMyCKaeT CyIl[eCTBeHHbIe OIIMOKH, HEYBEPEHHO, C OO/BIIUMU 3aTPYIHEHUSIMU BBITIOTHSIET
MpaKTHUUecKre paboThl.
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