


1. MACIIOPT PABOYEM ITPOT' PAMMBI YYEBHON JUCIHUATLINHBI
«/{loKyMeHTALlHOHHOe o0ecrevyeHHe YIPABJICHHS»

1.1. ObaacTb npuMeHeHHus pabdoyeil NporpaMmbl

Pabouass nmporpamma  yueOHOW  AMCLUMIUIMHBI  SIBJSIETCS.  YacTbO  OCHOBHOM
npodecCUOHATBPHON 00pa3oBaTeNibHOM mporpammbl B cooTBeTcTBUU ¢ PI'OC no cneunaabHOCTH
CIIO 40.02.04 IOpucnpynenuws, kamuduxanus KOpuct. Onbit padoTe! HEe TpeOyeTcs.

1.2. Mecto y4eOHOII AUCHHMINIMHBI B CTPYKType OCHOBHOH mpodeccHoHAJIbLHOH
o0pa3oBaTeIbHOH MPOrpaMMbl: AUCLUIUIMHA BXOAUT B  NPO(ECCHOHANBHBIA  IHKJI
o01menpogecCHOHANTBHON TUCITUIUINHBL,

1.3. Hesan u 3aaa4n y4eOHOH JHCUHUIIIMHBI — TPEGOBAHMSA K Pe3yJIbTATAM OCBOEHHS
y4eOHOH QM CUHIIHHBI:

Lens:

- copMHPOBaTh ILIEJIOCTHOE NPEACTABIEHUE O TEHIEHLUAX U 3aKOHOMEPHOCTSIX
Pa3BUTHUSI COBPEMEHHOIO TOKYMEHTALIMOHHOTO 00ECTIeUeHHs YIPABJICHUs OpraHu3aryeil.

3anauu:

- copmupoBaTh yMeHHMs B OQOPMIIEHHH [OKYMEHTALlMd B COOTBETCTBUH C
HOPMaTHBHOM 06a30i1, NCTIONB3Ysl HHYOPMALIMOHHBIE TEXHOJOTHU M CPEACTBA OPTTEXHHUKH;

- UCIOJIBb30BaTh YHU(PUIMPOBAHHBIE CHCTEMBI IOKY MEHTALIH;

- OCYLIECTBIISITh XPAHEHHUE, TTOUCK JOKYMEHTOB.

B pesynbrare ocBOeHMs yueOHON TUCHUIUINHBI O0yYArOIUICS TOIKEH

yMeThb:

- opOpMIIATh NOKYMEHTALMIO B COOTBETCTBHM C HOPMATHUBHOW 0a3o0if, B TOM 4uCIe C
UCIIOJIb30BaHNEM MH()OPMALIMOHHBIX TEXHOJIOTHUIL;

- OCBaMBATh TEXHOJIOTUH aBTOMATU3UPOBAHHON 00pabOTKM NOKYMEHTALHH,

- UCTIONIB30BaTh YHU(pHLMPOBaHHBIE (HOPMBI TOKYMEHTOB;

- OCYIIECTBJIATh XpaHEHUE U MOUCK TOKYMEHTOB;

- UCNONb30BaTb  TENEKOMMYHHKALIMOHHBbIE  TEXHOJOTMM B BJIEKTPOHHOM
IOKYMEHTOO00POTE;

3HATB:

- IOHSATHE, LIeJIH, 3a7a41 U MPUHIUIIBI 1EJTONPON3BOJCTBA;

- OCHOBHbI€ TIOHSITHS IOKYMEHTALMOHHOTO 00ECTIeueHHs YIPaBICHHS,

- CHCTEMbI JOKYMEHTALIMOHHOTO 00ECIeUeH s YIPaBICHHS,

- Kaccu(puKamoo JOKYMEHTOB,

- TpeOOBaHUSA K COCTABJIEHUIO U OOPMIICHUIO TOKYMEHTOB,;

- OpTraHU3aLHI0 TOKYMEHT0000poTa:

- mpuema, o0pabOTKy, PErUCTPALIUIO, KOHTPOJb, XPAaHEHUE JOKYMEHTOB, HOMEHKIIATYPY
aed.

O6ume komnerenuun (OK):

OK 1. IloHumaTe CymIHOCTh M COLMAJBbHYK 3HAUYMMOCTb CBOeil Oyayeit mpodeccum,
NPOSIBJISATE K HEM yCTOWYMBBIN UHTEPEC

OK 2. Opranu3oBbIBaTb COOCTBEHHYIO AEATENBHOCTh, ONPENEIATh METOAbI U CHOCOOBI
BBITIOJIHEHUS MPO(ECCHOHATBHBIX 3a/1a4, OLEHUBATh UX 3()(HEKTUBHOCTD 1 KaYECTBO.

OK 3. Pemarp npoOyembl, OLIEHUBATh PUCKU M NMPUHUMATDH PEIISHHUs B HECTAHIAPTHBIX
CUTyaLUAX

OK 4. OcymecTBiaTh NOUCK, aHAJIU3 U OLEHKY HH(POPMALUH, HEOOXOAMMOH st
IIOCTAHOBKM M peIleHHs NpOpEeCcCCHOHANBHBIX 3a1ad, NpO(ecCHOHAIBHOTO M JIMYHOCTHOIO
pa3BUTHS

OK 5. Hcnonp3oBath HMH(GOPMALMOHHO-KOMMYHHMKALMOHHBIE  TEXHOJOTUU IS
COBEpLICHCTBOBaHMS NPOHECCUOHAIBHON AESTETbHOCTH

OK 6. Paborarb B kouiekTMBE W KOMaHzae, >(pQekTuBHO 0OWATBCS C KOJUIETaMH,
PYKOBOZCTBOM, MOTPEOUTENSIMH.



OK 7. bparb Ha ce0si OTBETCTBEHHOCTb 3a pabOTy WIEHOB KOMaHIbI (TIOMYMHEHHBIX ),
pe3yJIbTAT BBINOJIHEHUs 3aJaHuUs.

OK 8 CamocTrosTenbHO ONpenenarb 3agadyd MpopecCHOHAIBHOIO W JIMYHOCTHOTO
pasBUTHS, 3aHUMaTbCd  CamMoOOpa3OBaHMEM, OCO3HAHHO  IJIAHUPOBATb  IOBBILIEHHE
KBaJN(P UKL,

OK 9. BrITh TOTOBBIM K CMEHE TEXHOJIOTHH B MPOPECCUOHATBHON 1eATENbHOCTH

ITpodeccronanpubie komnerenun (I1K):

IIK 1.1. O6pabaTbiBaTh NepBUUHBIE OyXTanTePCKUE JOKYMEHTBI.

IIK 1.2. PaspabarbiBaTh M COIJIACOBBIBATH C PYKOBOJACTBOM OpraHusanmu pabouuii
IUIaH CYeTOB OyXTajTepPCKOro y4era OpraHu3aliH.

IIK 1.3. IlpoBOoguTh y4eT HEHEKHBIX CPEACTB, O(QOPMIIATH AEHEXKHbIE U KACCOBBIE
JOKYMEHTBI.

IIK 14 ®opmupoBate Oyxraiarepckue TNPOBOAKM IO y4UeTy  HMYILIECTBa
OpraHu3aluy Ha OCHOBE pabOoYero IjiaHa CueToB OyXrajiTepcKoro ydera

IIK 2.1. ®opmuposath Oyxraiarepckue MPOBOAKU IO Y4eTy HCTOYHHKOB HMYIIECTBA
OpraHu3aluy Ha OCHOBE pabouero IlaHa CYeTOB OyXIajTepCKOro yJera.

IIK 22 BpmonHAT MNOPYYE€HHUs PYKOBOACTBA B COCTaB€ KOMHCCHM IO
WHBEHTapU3aLM1 UMYLIECTBA B MECTAX €r0 XPaHEHUsI.

IIK 2.2. IlpoBoguTh NMOATOTOBKY K WHBEHTAPU3ALMU U MPOBEPKY AEHCTBUTENBHOIO
COOTBETCTBUSI (DAKTUUECKUX TAHHBIX MHBEHTAPU3ALMH JAHHBIM y4eTa.

I[IK 23. Ortpaxarb B OyXrajaTepcKux TMPOBOAKAX 3a4eT M CIHCAHHE HEIOCTa4yH
LIEHHOCTEH (peryaupoBaTh HHBEHTAPU3ALMOHHBIE PA3HHLIbI) I10 Pe3yJIbTaTaM HHBEHTAPHU3ALIUH.

IIK 24. IlpoBoauTh mnpoLEAypbl WHBEHTApU3alMU (UHAHCOBBIX 00S3aTENBCTB
OpraHM3aLuu

IIK 3.1. ®opmupoBate OyXxraaTepckue NPOBOAKU IO HAYHCICHHIO W MEPEUUCICHUIO

HaJIOTOB 1 COOPOB B OIOKETHI PA3JINYHBIX YPOBHEIN.

IIK 3.2. OdopmusaTh IIaTeKHble AOKYMEHTHI ISl MEPEUYUCIIEHHs HAJOroB M cOOpPOB
B OIOKET, KOHTPOJIMPOBATh UX MPOXOKIEHHE TI0 PACYETHO-KACCOBBIM OAHKOBCKUM OIIEPALIUSIM.

IIK 3.3. ®opmupoBaTh OyXraarepckue MPOBOAKHM MO HAYUCICHHIO U IMEPEUHCIIECHHIO
CTPaxOBbIX B3HOCOB BO BHEOHOIXKETHBIE (POHIIBI.

IIK 3.4. OdopmisaTh NiaTeXHble NOKYMEHTHl Ha MEPEYHCICHUE CTPAXOBBIX B3HOCOB
BO BHEOMO/KeTHbIE (OHIBI, KOHTPOJMPOBATH HX MNPOXOXKICHHE IO PAaCYETHO-KACCOBBIM
0aHKOBCKMM OIepanusim

I[IK 4.1. OtpaxaTh HapacTalOIIUM HTOTOM Ha cYerax OyXrajTrepckoro yuera
UMYIIECTBEHHOE ¥ (MHAHCOBOE TMOJIOXKEHHE OpPTraHU3alM{, OIPEAeTATbh  Pe3yJIbTaThl
XO03AMCTBEHHO! E€ATEIbHOCTH 32 OTUYETHBIN MEPHUO.

IIK 42. CocraBmite (GopMbl OyXraaTepckoil OTYETHOCTH B YCTaHOBIIEHHbIC
3aKOHOJIATEILCTBOM CPOKH.

IIK 4.3. CocraBnsiTh HaJOrOBblE AEKJApallMU IO HajoramM u cbopam B OOIKeT,
HaJIOTOBBIE Neknapanun 1o EnuHomy coumanpHOoMy Hanory (manee - ECH) u  dopmsr
CTaTUCTUYECKON OTYETHOCTU B YCTAHOBJICHHBIE 3aKOHOATENbCTBOM CPOKU.

I[IK 4.4. IlpoBomuTh KOHTpPOIb M aHanmu3 wuHpopMamuum o0 UMyIIECTBE U
(pMHAHCOBOM TOJIOKEHUN OPTaHU3ALMH, €€ IIaTeXKeCIIOCOOHOCTH U TOXOJHOCTH

IIK 5.1. Opranu3oBbIBaTh HaJOTOBBIN yUeT.

IIK 5.2. PaspabaTbiBaTh M 3aMOJHATH MEPBUYHBIC YYETHBIE TOKYMEHTBHI M PErHCTPBI
HAJIOTOBOI'O y4eTa.

IIK 53. IlpoBoguth oOmpeneieHHe HAJOrOBOM 0as3bl Uil pacuera HAJOroB M
cOOpoB, 00s3aTENBHBIX IS YIIJIATHL

IIK 5.4. IlpuMeHATh HAJOTOBbIE JBIOTHI B MCHOJB3YEMOIl CHCTEMe HaIOrooOI0KEHHs
IIPU UCUUCJIEHUH BEJIMYUHBI HAJTOTOB U COOPOB, 00513aTEIbHBIX IS YILIATHI.

IIK 5.5. IIpoBOAUTH HANOrOBOE INITAHUPOBAHUE AESATEIbHOCTH OpraHu3aluu



1.4. PexomeHayemoe KOJIMYECTBO YACOB HA OCBOEHHE NMPOrPAMMbI JUCHHUIIIMHBI:
MakcumanpHast yueOHast Harpy3ka oOydaromerocst 52 vaca, B TOM YHCIE:
- oOs13aTenbHAs ayIUTOpHAs yueOHas Harpys3ka 32 4acos,

- camocTosiTenbHas paborta obyqaromerocs: 16 4acos.

2. CTPYKTYPA U IPUMEPHOE COJAEP)KAHUE YYEBHOM

TACIUTLINHEI

2.1. O0bem yueOHO# AHMCUMIIJIMHBI H BUABI Y4e0HO0# padoThl

HTroro no
HTroro no
. AHCLHIIHHE
Bun yuyeOHo# HArpy3ku AHCLHIIHHE
3a049HAS
o4Has popma

dopma
MakcumaJjibHasi yueOHasi HATPY3Ka 32 52
Oo0si3aTenbHAasi ayauMTOpHAasi ydyeOHasi HArpyska — 6 3

BCero:
B ToM unce:
JIEKLIUU 4 20
JabopaTopHbIie PaboThI -
MPAKTUYECKUE 3aHATHUSA 2 12
KOHTPOJIbHBIE PaOOTHI -
KYPCOBBIE pabOThI
CamocrosiTesibHast paGora oOyuawomerocss — 46
BCEro: 16
B TOM 4HCJIe:
MOATOTOBKA AOKJIAA0B M COOOIIEHHH
MOJATrOTOBKA pedepaton
HUrorosass arrecranusa B (opme: 3a4eTra BO 2
(bop Hud. 3auer Hud. 3auer

cemecTpe













3. YCJIOBUSA PEAJIM3ALIMHU TPOI'PAMMBI ANCHUTIJINHBI
3.1. Tpe6oBaHHsA K MMHUMAJIBHOMY MATEPHAJIBLHO-TEXHHYECKOMY 00ecrneyeHHI0

Peanuzaumss mporpamMmbl  TUCUUIUTHHBL  TpeOyer Hanuums ydeOHOro kaOuHeTa
«J1oKyMeHTalMOHHOE 00ecTieueHne ypaBIeHUs Y,

ObopynoBanne yueOHOro kabMHeTa: OCaJOYHbIe MECTa MO KOJIMYECTBY OOYYarOIIMUXCs,
paboyee MecTO mpenoAaBaTeNs, KOMIUIGKT y4eOHbIX mocoOMil 1O  AMCLUILIMHE
«JlokyMeHTalMOHHOe ~ O0ecrieueHne YIpaBICHUs», HAMAAHbIE TMOCOOUS:  pa3maTOYHbIM
Marepual.

Texnuueckue  cpeacta  OOy4YeHMs.  KOMIBIOTEP,  MyJbTUMEOHA  KOMILIEKC
NPE3EHTALOHHOTO MaTepuana.

3.2. UugopmannonHoe odecneyeHue 00yueHus

OCHOBHbIE UCTOYHUKH:

1. bacakoB, M.U. JlokymeHTainoHHOe oOecmnedyenue yrpasiueHus: (lenonpousBoacTso) :
yueOHHUK (I CTYAEHTOB O0pa30BaTENbHBIX YUYPEXKIEHUI cpemHero npodecCHOHATbHOTO
obpasosanusi) / M.U. Bacakos. — 2-e u3z., ucn. U non. — Pocros-w//] : ®enunkc, 2013. — 352
c. . mn. — (Cpennee mpodeccruoHanibHOEe O0pa3oBaHHe). - [DJEKTPOHHBIH pecypc]. —
URL: //biblioclub.ru/index.php?page=book&id=271490

2. IlepcuanoB, B.B. Cucrembl 3J€KTPOHHOTO ENOMPOU3BOACTBA. yueOHOe mocobue /
B.B. Ilepcuanos. — M.: bepnun: Jupexkr-Menua, 2016. — 215 c¢.: wn., Tabn. [DneKTpOHHBII
pecypc].

3. TI'punbepr, A.C. [lokymeHTanrionHoe odecrieueHue ynpasieHus : yueOnuk / A.C. I'punbepr,
H.H. I'op6aués, O.A. Myxameriminaa. — M. . FOuutu-ana, 2015. — 391 c. : tabn., rpad.,
wi, cxempl — bubmmorp.: ¢ 382-383. - [DnexTpoHHbIl  pecypc]. —
URL: //biblioclub.ru/index. php?page=book&id=115031

4. Jemun, FO.M. JlenonpounsBoactso. JIOKyMeHTAIlIMOHHBIN MEHEKMEHT | yueOHoe mocobue /
IO.M. [lemun. — M. ; Bepnun : [lupekr-Menua, 2014, — 205 ¢. : Tabin., cxem.- [ DIEKTPOHHBDII
pecypc]. — URL: //biblioclub.ru/index.php?page=book&id=253657

JIONOTHUTEIbHbIE UCTOYHUKU!

1. Apacnanosa, B.A. JlokyMeHTaMOHHOE OOecreueHne ynpaBieHust | yueOHO-TIPaKTHYECKOe
nocobue / B.A. Apacnanoa. — M. : Jlupekt-Menua, 2013. — 240 c¢. - [DAeKTpOHHBII
pecypc]. — URL: //biblioclub.ru/index.php?page=book&id=137706

Poroxun, M.IO. Opranmsanus nenonpousBoxctsa npennpusitus: (Ha ocHose ['OCT P6.30-
2003) : yueOHO-mipakTHueckoe nocobue / M 0. Poroxxun. — M. ; Bepaun : upexr-Menua,
2014. - 209 C. ; WL - [DnexTpoHHbIH pecypc]. -
URL: //biblioclub.ru/index.php?page=book&id=253709

L

4. KOHTPOJIb M OIIEHKA PE3VJIBTATOB OCBOEHUSI YUEBHOI
TUCHUTLINHEI

Kontponnb u omeHka pe3yJbTaTOB OCBOEHUS JAUCLUIUIMHBI  OCYLIECTBISIETCS
npenojaBaTesieM B TPOLECCe MPOBENEHUS MPAKTUYECKUX 3aHATHI U JabopaTopHbIX padoT,
TECTHPOBAHUS, & TAK)KE BBIMOJHEHHUS] OOYYaIOIUMHCS HHIUBUIYATbHBIX 3aJaHUM, MPOEKTOB,
HUCCIIEIOBAHUM.



PesyabTaTbl 00y4yeHus
(ocBOeHHBIE YMEHHSsI, yCBOCHHbIE 3HAHHUSI)

®opMbl M MeTOAbI
KOHTPOJIA H OLIEHKH
pe3yJIbTATOB 00y4eHHUs

Ymerh

- oOpMIISITh JOKYMEHTAIIUI0 B COOTBETCTBUH
c HopMaTI/IBHo%)I p6a301?1, anionbsy;[ nH(POPMaLIOHHbBIE TpaxTiriecioe
TEXHOJIOTUU U CPEICTBA OPITEXHUKH 3ananme

- UCIIOJIb30BaTh YHU(PHUIIMPOBAHHBIE CHUCTEMBI [IpakTuueckoe
JOKYMEHTALMU 3a7aHUe

- OCYIIECTBJISITh XpPaHEHHE, TOUCK JOKYMEHTOB [IpakTuueckoe

3aHSITHE

- HCIOJIB30BATh TEJIEKOMMYHHUKALIUOHHBIE [IpakTuueckoe
TEXHOJIOTUH B DJIEKTPOHHOM JTIOKYMEHTO000pOTE 3aHATHE

3narTn

- OCHOBHBIE TIOHATUS JOKYMEHTALMOHHOTO

obecnieueHns: ynpaBIeHHsL;

TecToBoe 3anaHue

- OCHOBHBIC 3aKOHOAATEJIbHBIC 1 HOPMATUBHBIC

akTbl B OONACTH JOKYMEHTALOHHOIO O0ecrevYeHus TecroBoe 3ananue
yIIpaBJICHMS,

- LeJH, 3ama4n u TP MHLHITBI IpakTiyeckoe
JTOKYMEHTALFIOHHOTO 00eCTeueH s YIIPABIICHUS; 3ajaHue

- CHCTEMbI TOKYMEHTAL[MOHHOTO O00eCreYeHus Pewienue 3aaady,
yIIpaBJIeHHS; CaMOCTOSITeNIbHbIE PaOOTHI,

IpPE3eHTALHS

- TpeOOBaHMs K COCTABJICHUIO U O()OPMIICHHIO ITpakTuueckoe
JTOKYMEHTOB, 3ajaHue

- o0mue mpaBwia OpraHu3alu paboThl € ITpakTuueckoe
IOKYMEHTaMH; 3ajaHue

- COBpEMEHHbIe UH(OPMALIMOHHbIE TpaxTraeckoe
TEXHOJIOTHMH CO3JaHMSl JOKYMEHTOB M aBTOMATU3ALMU
JIOKYMEHTO000pPOTa; SARATHE

- OpraHu3anuo  paboThl €  BJIEKTPOHHBIMH IpakTHyeckoe
JIOKYMEHTaMH; 3aHSITHE

- BUIbl  OPITEXHHKH W  CHOCOOBI €@ CocraBnenne  cxew,
HCIONB30BaHUS B JIOKYMEHTALMOHHOM  obecriedeHunu | TabuLL, BBINIOJIHEHHUE
yIpaBJICHUs pedepartos, npe3eHTaLus

@opMBI U METOBI KOHTPOJIS M OLIEHKH PE3yJIbTATOB OOYYEHUs MO3BOJISIIOT MPOBEPUTDH Y

00y4arIuXCcsl pa3BUTHE OOIIMX KOMIETEHIMI 1 00ECTIeYNBAIOIINX UX YMEHHUH.

PesyabTaThl ®opmbl
OcHoBHbIE MOKa3aTeTH
(ocBOeHHBIE odmue MeTOoAbl KOHTPOJISI
OLIEHKH pe3yJbTaTa
KOMIIETEeHI[HH) U OLIeHKH
Hurepnpera
usi €3yJIbTaTOB
OK 1. ITonumatp - CrniocoOHOCTB k|- pesy
HaOFOIeHUs 3a
CYLIHOCTb u COLMAJIbHYIO | OpTaHU3allMM W TUIAHUPOBAHUIO
o o o JesITEIbHOCTBIO
3HAYMMOCTb CBOEH Oyayueil | caMOCTOSITENbHBIX 3aHATUN 1| o6yuaromerocs B
npodeccuy, NPOSBIATb K HeH | nomaiuHei paboThl NPU  U3YYEHHU Y
. . MPOLIECCe OCBOEHUS
YCTOWYMBBINA UHTEPEC npodeCCHOHATBHOTO MOMYJIS. .
o0OpaszoBaTeNbHOM
IPOrPaMMBbI




OK 2. Opranu3oBbIBaTh
COOCTBEHHYIO IesTeIbHOCTb,
OTpeNeNATb METOAbl peLICHUs
npodecCUOHAIBHBIX 3anad,
OLIEHHBaTh UX 3(PeKTHBHOCTD U
Ka4eCTBO.

- BBIOOpP W TNpPHMEHEHHUEe
METOIOB M CHOCOOOB  pelIeHus
npodeccHoHaNbHBIX 3a1ad B 00JacTu
pa3paboTku TIPUHSITHS
yIPaBIEHYECKIX peureHuit u
yIpaBJICHUs] TOPTOBOH OpTaHU3aLUeH;

oueHka d(p¢dexkTuBHOCTH WU
Ka4eCTBa BBIOJHEHUSI

Hurepnpera
UUsi  Pe3yJIbTaTOB
HaOJ 0 IeHUsT 3a
IEATENbHOCTHIO
oOyvaromierocsi B
IPOLIECCe OCBOEHHS
00pazoBaTeNbHOM
POrPaMMBbl

OK 3. Pematb
npoOsieMbl, OLIEHWBATh PHUCKH U
MPUHUMATD pereHus B
HECTaH/APTHBIX CUTYyalHAX.

- Hcnonb3oBanue 3HaHUS
CHJIbHBIX ~ CTOPOH, HMHTEPECOB |
Ka4ecTB,  KOTOpble  HEOOXOIHUMO
pa3BMBATL y YJIEHOB KOMAHJbI, MJIs
OTpeneNieHus] MEPCOHANBHBIX 33134 B
00IIeKOMaHTHOM padoTe.

OK 4. OcymecTBiiaTh
NOMCK, AaHalu3 W  OLEHKY
uHpOpMaLIH, HEOOXOIUMOMN IS
HOCTAHOBKH u perlueHus
npodeccHOHATbHBIX 3anad,
npodecCHOHATBHOTO u
JIMYHOCTHOTO Pa3BHUTHSI.

- CnocoOHOCTB K
OpraHM3aldd W [JJAHUPOBAHHIO
CaMOCTOSITENIbHBIX 3aHATUH u
aoMainHed paboThl TPU  HM3YYEHUH
npodecCHOHAIBHOTO MOYJIS.

OK 5. MHcnons3oBaTth
nH(pOpMaLTMOHHO-
KOMMYHHKAIIMOHHbIE
TEXHOJIOTUH
COBEPLICHCTBOBAHHS
npodecCuoHaIbHON
HESTeIbHOCTH

AJiA

- D¢ pexTrBHBIH
BO3MO>KHOCTEMN
npodeCcCHOHATBbHBIX
OCBOEHUH MOIYJIS

MTOUCK
pa3sBUTHUSA
HaBBIKOB  IPH

OK 6. Paborarp B
KOJUTEKTHBE u KOMaH/IE,
3P EKTUBHO 00IaThCs c
KOJLIETaMH, PYKOBOZICTBOM,
NOTPEOUTEIISIMH.

- [TonoxurenbHast
OLIEHKa BKJIaJja YIEHOB KOMaHIbl B
00IIeKOMaHIHYIO PadoTy.

- Ilepenaua
uHpOpMaLUY, UIEH U OMbITA UYJIeHAM
KOMAH/IbL.

Hurepnpera
UUsi  Pe3yJIbTaTOB
HaOJTrI0 IeHUsT 3a
IEeATENbHOCTHIO
00y4aro IUXCsl B
NPOLIECCE  TEJIOBBIX

_ ®opMUpOBaHNE U MMHUTAI[HOHHBIX
TMOHUMAaHUS YJIeHAMU KomaHAbl | 1P, TPYIIIOBOH
JIMIHOMN U KOJLTEKTUBHOI | PAOOTBI npu
OTBETCTBEHHOCTH. BBINTOJTHCHNH
_ PerymsipHoe MPAKTUYECKHX
npencraBieHne  obpaTHOil  cBsizu | PAOOT.
YyjleHaM KOMaH/Ibl.
JeMoHcTparus HABBIKOB
JIEJIOBOTO OOIEeHMUs
OK 7. Bbparp Ha cebs - I'pamoTHast mocraHoBka Hurepnpera
OTBETCTBEHHOCTb 32  padoTy | meneii. st pe3ynbTaToB
YJICHOB KOMaH/bI — TouHoe YCTaHOBJICHUE HaOIIO e HUST 3a
(MOMYMHEHHBIX ), Pe3yNbTAT | kpuTepueB  ycrexa U OLEHKH | AEATEJbHOCTHIO
BBIITOJIHCHUA 3a1aHUA. NeSATEJIbHOCTH. o6yqa}omnxc;1 B
_ Tubkas amanTamus | TPOLECCEe  MENOBBIX
Leseld K U3MEHSIFOLIMMCS yCJIOBUSIM. H  UMHTalMOHHBIX
—~ Obecneuenue urp, TPYIIIOBOH
paboThI npu
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BBITIOJIHCHUSA MTOCTABJICHHBIX 3aJa4.

BBITTOJTHCHHUH

- JleMoHCTpauus MPAKTUYECKUX
CIIOCOOHOCTH ~ KOHTPONMpOBaTth U | paboT
KOPPEKTUPOBATh pabOTy KOJJIEKTHBA.

- JemoHcTpauus
CaAMOCTOSATENILHOCTH B MPUHSTUH
OTBETCTBEHHBIX PEIICHUH.

JleMoHcTparus
OTBETCTBEHHOCTH 3a NPUHATHE
pewieHuit Ha ceOst, eciu HEOOXOTUMO
IPOJIBUHYThH AEJIO BIEPEN.

OK 8. CamocrosTenbHO - OddexTuBHbIT  MONCK OxcnepTHoe
OTpeneNaTh 3a/la4M | BO3MOXKHOCTEI pasBuTus | HaOmoaeHue u
npodeCcCHOHaNTbHOTO U | npo)eCCUOHANIBHBIX ~ HABBIKOB  IMpPH | OLICHKA
JMYHOCTHOTO PasBUTHUS, | OCBOCHUU MOMYJISL. IeATeNIbHOCTH
3aHUMATBCSI CaMOOOpa3OBaHHUEM, oOydyaromerocst B
OCO3HAHHO IUIAHUPOBATH nporecce
NOBBILIEHUE KBATH()UKALIH. CaMOCTOSITEIbHON

paboThI.
OxcnepTHas
OLIEHKA
BBITTOJIHEHHOMN
aomaurHen paboTsl

OK 9. Britb roTOBBIM K - Pazpaborka, HHTepripera
CMCHC TEXHOJIOTUH B perJlﬂprIﬁ aHaJu3 u | OUA PE3yJIbTAaTOB
npodeCCUOHATBHOMN COBEPLIEHCTBOBAHHE riaHa | HaOJoqeHust 3a
ACATCJIPHOCTU JIMYHOCTHOT'O PAa3BUTHA U MOBBIMICHUSA | ACATCIBHOCTBIO

oOywaroiierocsi B
nporecce OCBOSHMs
o0pazoBaTeNbHOM
POrpaMMBbl

@®opmMbl U METOIBI KOHTPOJISI M OLEHKU PEe3yJbTaTOB OOy4YeHMs MOJDKHBI TO3BOJISITH
NPOBEPSITL Y OOYYAIOIIMXCS HE TOJBKO CHOPMHUPOBAHHOCTH KOMIIETEHLUH, HO M pa3BUTHE
po¢eCCUOHATBHBIX KOMIIETEHIIHIA.

Pe3yabTaTnl
®opMbl  H
(ocBoeHHBbIE OcHoBHbBIE noKa3aTean
MEeTOAbI KOHTPOJIA
npodgeccHoOHAIbHbIE OLIEHKH pe3yJibTaTa
U OLIEHKH
KOMIIETEHIIHH)
1 2 3
K 1.1. JeMoHCTpauus Brimonnenu
OOGpabaTpiBaTh  MEPBUYHBIC | CAMOCTOSITEIbBHOCTH B MPHUHSATHHU | €  MPAKTHYECKUX
Oyxrantepckue TOKyMEHThI OTBETCTBEHHBIX PELICHUI 3amaHui
BxonHnoit
K 1.2, 8
KOHTPOJIB!
PazpabarbiBarh u
TECTUPOBAHHUE.
COTJIACOBBIBATH c yMeHue 00OCHOBBIBATH Texyrmuit
PYKOBOJCTBOM OpraHH3alMH | PALLMOHAIBHOCTD UCTIOJIb30BAHUS y
. KOHTPOJIb B hopme:
paboumii IUIAH  CYETOB | BBIOPAHHBIX MPHUEMOB U MPOrPaMM .
DKcnepTHOM
OyXrantepckoro yuera
OLIEHKH
OpraHu3aLnuU
BBINOJIHEHHBIX
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AOMaLIHUX pador;

K 1.3. Ilposoguth
y4eT JEeHEXHBbIX CPEICTB,
opopMIATL  EHEXKHBIE |
KaCCOBBI€ IOKYMEHTBI

yMeHHe COBEpLICHCTBOBATD
CYIIECTBYIOIE  METOAUKH  OLEHKH
KPEAUTOCIIOCOOHOCTH B 3aBHCHUMOCTH
OT 0COOEHHOCTEH KIIMeHTa (3aéMINUKa

Bxonnoii
KOHTPOJIb:
TECTHPOBAHUE.

Texymun
KOHTpPOJb B popme:

OxcnepTHOH
OLIEHKU
BBINOJIHEHHBIX
AOMaLIHUX pador;

Bxonnoii
K 1.4 KOHTPOJIb!
o TECTUPOBAHUE.
DopMupoBaTh o
- yMeHHe  OOOCHOBBIBATH Texyuuit
Oyxrantepckue MIPOBOIKHU
PaLMOHAIBHOCTD UCIIOJIb30BaHMsl | KOHTPOJIb B hopMme:
no  yuery UMYILECTBa o
BBIOPaHHBIX MPHEMOB U MPOrPaMM, DKcnepTHOM
OpraHU3aLun Ha OCHOBE
OLIEHKH
pabouero  mjaHa  CUETOB
BBIMTOJTHEHHBIX
OyXrajaTrepckoro y4yera
JOMAIIHUX padoT;
BxonHoii
KOHTPOJIb!
TECTUPOBAHHUE.
- yMeHHe  OOOCHOBBIBATH .
Texymuii
PaLMOHAIBHOCTD UCIIOJIE30BAHUSI
, KOHTPOJIb B hopme:
BBIOPAHHBIX MPHEMOB U MPOrPaMM, 3
- KCII
- yMeHue IPUMEHSATh .
epTHOI OLIEHKH
CYIIECTBYIOIIME  METOIAMKH  OLIEHKH
, BBIIIOJIHEHHBIX
KPEeIUTOCIOCOOHOCTH;
erHe IOMAIIHUX padorT;
K 2.1. Y - samm
COBEpLICHCTBOBATD CYILECTBYIOIIHE
dopmupoBaTh Thl  MPAKTHYECKUX
METOIUKHN OLIEHKH ¥
Oyxrantepckue TIPOBOAKH 3aHATHUH,
KPEIUTOCMOCOOHOCTH B 3aBUCUMOCTH
no  yuery UCTOYHHKOB . .. , - KOHT
OT 0COOEHHOCTE KITNEHTa (3aéMIIHKA);
UMYIIECTBa OPraHU3alUKM Ha N oHDeneTeHIe pONBHBIX PaboOT Mo
OCHOBe  pabodero  mjaHa ATEKECHOCO0 gcn (usHecKoro TeMaMm.
IIATEXKECTT HOCTH U3HYECKOT' .
CUETOB OyXrajarepckoro . PyGesxubrii
JIMLIA,;
y4era. ’ KOHTPOJIb!
- orpezneneHue
. UHTEPIIpeTaLys
JMKBUIHOCTH 3a€MIINKA,
. | pesyabraToB
p— HK ~
OHeHKa FIGTOBOM | yaGmonennii  3a
AKTHBHOCTH 3aEMINNKA, eATEIbHOCTBIO
POBEPK KauecTB
POBCpka a e% a " | crynenta B
TATOYHOCTH HeYeH st N
AOCTATOHHOC obecrete npoLecce poNeBOH
BO3BPATHOCTHU KpPEIUTA -
Hrorossiii
KOHTPOJIb 3a4€T
K 2.2. BbmonsATh yMeHUue COBEPIICHCTBOBATh ITpakTudeck
NOpYYeHHsT PYKOBOACTBA B | CYLIECTBYIOLIME METOOUKU  OLICHKHU | M€ 3aHSTHS

COCTaBeC KOMHCCHH 110

KPEIUTOCIOCOOHOCTH B 3aBUCHMOCTH
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WHBEHTapHU3alul UMYIIECTBa
B MECTaX €ro XpaHeHUsl.
[IpoBoaute

MOJITOTOBKY K
WHBEHTapHU3aLUH 51
MPOBEPKY JAEHCTBUTEIHHOTO
COOTBETCTBUSL  (PAKTUYECKUX
IaHHBIX WHBEHTapU3aLIH
JAHHBIM y4eTa

OT 0COOEHHOCTEH KITHeHTa (3aéMINUKa

K 2.3. Otpaxatp B yMeHUue COBEPIICHCTBOBATh ITpakTudeck
OyXrajatepCckux  MPOBOJAKAX | CYIIECTBYIOIIME  METOAMKH  OLIEHKH | W€ 3aHSATHS
3a4eT U CIIUCAHUE HEAOCTauH | KPEAUTOCIIOCOOHOCTH B 3aBUCHUMOCTH
LIEHHOCTeH  (peryiampoBaTh | OT OCOOCHHOCTEN KiIMeHTa (3aéMIKa
MHBEHTapHU3aLlMOHHbIE
pa3HMIBI) MO pe3yibTaTam
MHBEHTapU3aLUU

K 2.4. IlpoBoguthb — yMeHUE NPUMEHSATH IIpaxkTuueck
npouenypbl MHBEHTAPU3ALMU | CYMIECTBYIOIIME  METONMKHM  OLEHKH | M€ 3aHATHS
(uHAHCOBBIX  00S3aTENBCTB | KPEAUTOCTIOCOOHOCTH;

OpraHu3aLuu.

K 3.1. ITpakTuyeck
DopMupoBaTh Y€ 3aHATHS
Oyxranrepckue IPOBOAKHU - yMeHne OCYILIECTBIIATh
o HAYUCJIEHUIO U | omepanuy C JIOJTOBBIMHU  LIEHHBIMU
HEepPEeYNCICHUI0 HaJIoroB U | Oymaramu
cbopoB B OrOIIKETBI
pPa3IMYHbIX YPOBHEN

K 3.2. Odopmusrs IIpaxTuueck
IUIATE)XKHbIE JAOKYMEHTBI IS ue 3aHATUS
NepevrCIeHuss HaJOroB U
cbopos B Oromxer, - ymenue  pabortaTh ¢
KOHTPOJIMPOBATH UX | IJIATEKHBIMU JTOKYMEHTaMHU
NPOXOXKIEHHE IO PacYeTHO-

KaCCOBBIM 0GaHKOBCKHM
orepauusim

K 3.3. - ®opmupoBate Oyxrajrepckue ITpakTudeck
OcylecTsaATe ONnepaluu C | IPOBOAKM MO  HAYHCICHUIO M | U€ 3aHATHS
BEKCEJIIMU. MEePEUYMCIEHUI0 CTPAaXOBbIX B3HOCOB BO

BHEOIOI)KETHBIE (POH IBI

K 3.4. Odopmusrs Camocrosite
IJIATE)XKHbIE JTOKYMEHTBl Ha JbHAsI padbora,
nepevrcieHne  CTPaxOBbIX ~ sHasue  BuAOB  H  (opm TECTHPOBaHUE
B3HOCOB BO BHEGIOIKETHbIE | o Pk Oymar

- yMeHUe OCYLIECTBIIATh
(OHIBI, KOHTPOJIHPOBATH HMX
IPOXOKIEHHE O PACYETHO- MOCPETHUUYECKUE ONEPaluU C LEHHBIMU
Oymaramu
KaCCOBBIM 0aHKOBCKHM
orepauusim

K 4.1. Ortpaxarb - yMeHHE OLEHUBaTb u Bxonnoii
HApacTAOLMM HUTOIOM Ha | aHAJM3UPOBATh JUHAMMKY PE3YJIbTATOB | KOHTPOJIb!
cuerax OyXranrepckoro | Xo3sHCTBEHHOM NEATEebHOCTH | TECTUPOBAHUE.

ydyeTa HUMYLIECTBEHHOE U

OpTaHU3aLIH
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¢duHaHCOBOE MOJIOJKEHUE - BBISIBJISITh dbaxTopkl,
OpPraHU3alWK,  OMPENeNATb | MOBIUSIBIINE HA ATY TUHAMUKY
pe3yJIbTaTbl  XO35IMCTBEHHOM
NEATEbHOCTA 32 OTYETHBIN
nepuo
K 4.2. CocraBusiarb N BxonHnoit
o - 3HaTh (OPMBI OyXTranTepCKOi
(bopmbI Oyxrantepckoi KOHTPOJIB!
OTYETHOCTH
OTYETHOCTHU B TECTUPOBAHHUE.
-yMEHHE COCTaBISITH  (HOPMBI
yCTAHOBJICHHbBIE .
OyXranTepcKoil OTYETHOCTU
3aKOHOAATEILCTBOM CPOKH.

K 4.3. CocraBisatb BxonHnoit
HAJIOTOBBbIE JIEKJIapaluu 110 KOHTPOJIb!
Hajioram u coopam B OFOJTKET, TECTHPOBAHUE.
HaJIOTOBBbIE JAEKJAapaluu IO
Enunomy COLIUAJIbHOMY - yMeHHe COCTaBJIATD
Hamory (manee - ECH) w | HanoroBble aekiapanuu
(bopmbI CTaTUCTHYECKOU
OTYETHOCTHU B
YCTaHOBJICHHbBIE
3aKOHOIATEILCTBOM CPOKH.

K 4.4. IIposoguts — Bpmonnare  pabory  mo Bxonnoii
KOHTPOJIb u aHajM3 | aHamM3y uHpopMauuu 00 HMYyLIecTBE | KOHTPOJIb:
nHbopMalu 00 HMYINECTBE | OpraHU3aLUH TECTUPOBAHUE.
U (PUHAHCOBOM MOJIOKEHUH — OreHuBaTh duHanCcOBOE
OpraHu3anuy, €€ | cocTossHME Opra”Hu3anuu
IIATEXKECTIOCOOHOCTH u - OLieHUBaTD
AOXOTHOCTH. IUIATEeXKECIOCOOHOCTh M AOXOJHOCTD

OpraHHU3aLUH.

MK 5.1. — ®opmupoBath BxonHoit
OpFaHI/ISOBbIBaTb HaJIOTOBBIi 6yxra_]'[Tepc1(1/1e NPOBOAKH o | KOHTPOJIb:
yuer. HePEeYNCICHNIO HAJIOTOB TECTUPOBAHHUE.

K 5.2. Camocrosite
PazpabarbiBaTh U 3amosHATH JIbHAsT padora,

— YwmeHue pabotaThb Cc
NepBUYHbBIE yUETHBIE TECTUPOBAHUE
JOKYMEHTAaMH U PErUCTPUPOBATH UX
OOKYMEHTBI M PETrUCTPBI
HAJIOTOBOTO y4eTa

K 5.3. IlpoBoguth Bxonnoii
orpezneneHue HaJIOTOBOM — VYmeHue pabotatp ¢ | KOHTPOJIB:
0a3bl 1y pacuera HAJOroOB | HAJOrOBOH  0a30if,  pPacCUUTBHIBATH | TECTUPOBAHUE.
U cOOpoB, 00A3aTENBHBIX IJIS | HAJIOTH 1 COOPBI
YILIAThI

IIK 5.4. Ilpumenars Camocrosite
HaJIOTOBBIE JITOTBI B JIbHAS pabora,
UCIIONIB3yeMOH cucreme — Ywmenue padotarb B CHCTEME | TECTHPOBAHHE
HaJIOTOO0JIOKEHUS IPU | HAIOTOOOJIOKEHHUS, UCUHUCIIATD
UCUUCJICHUU BEJINYMHBI | BEJIMUHUHBI HAJIOTOB U COOPOB
HaJIOTOB u cOopos,
00s13aTeIbHBIX JUIS YILIATHI

MK S5.5. Ilposoauth BxonHnoit

- YMenue COCTAaBJISITh
HAJIOrOBOE  IIJIAHUPOBAHUE . KOHTPOJIb!
HaJIOTOBBIN KaJIeHIaph
AEATeNIbHOCTH OPTraHU3aLUH. TECTUPOBAHHUE.
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6. ®OHJI OLIEHOYHBIX CPEJICTB JIJ14 [TPOBEJIEHUA ITPOMEXY TOYHOM
ATTECTAIIMU OB YYUAIOIIUXCA 110 JUCHUITIIMHE
6.1. ITacnopT (poHAA OLIEHOUHBIX CPEACTB MO AMCLHUIJIHHE

KoHnTponupyembie paszaensl Kon KOHTPOJINPYEMO HalMeH
(Tembl) OMCLUILIMHBI | KOMIIETeHIMH (MJN e€ 4acTH) / 1 ee | OBaHue
/1 | (pe3ysbTaThl O pa3nienam) (bOpMyIHPOBKA — HO JHCENAHUIO OLIEHOYHOT'O
cpencTsa
[lonsaTne noxymeHTa, BUIbI OK-1,8,9 IIpaxtn
JOKYMEHTOB, (POpPMBI TOKyMEHTa IIK-1.1,,1.2. 4EeCKoe
3a7jaHNe
Camocr
osATeNbHAs
pabora
JIOKyMEHTBI o OK-2,8 IIpaktu
HaIlPaBJICHUIO,  TOKYMEHTBbI  I10 IK-1.1,,1.2. 4EeCKoe
HAa3HAYEHHUIO, 110 OOCTOATENBCTBAM, 3a7jaHNe
O CIy4aro Camoct
osATeNbHAs
pabota

2003.

6.2. TunoBble KOHTPOJIbHBIE 3aAaHUSI HJIH HHbIE MATePHAJIbI
6.2.1. TunoBble KOHTPOJBbHBbIE BONPOCHI AJs1 MOANOTOBKH K AH(.3a4eTy MNpH
NPOBEACHUH MPOMEKYTOYHOH ATTECTALMH MO AUCLHUILIHHE
1. [Ipenmer, conepskanue u 3agauu J0VY.

NNk WD

MecTo 1 poJib JOKYMEHTOB B YIIPAaBJIEHHH HA COBPEMEHHOM STalle.
Knaccudukanms 10KyMeHTOB.

Henonpounssoactso B JpesHeli Pycu.

IIpukasnoe nenonpounssoactso XV- XVII BB.

Konnexckoe ne1onponsBoacTBo.

Munucrepckoe aenonpounspoactso XIX-nauana XX BB.

8. Hcropus ynpasineHus u 1ea0npou3BoacTsa B XX BB.
9. CocraB HOpMaTUBHO-MeTOAMUECKOM 0a3bl JJOVY.
10.Cranpaprusanms u yaupukanus cucrems! 10V,
11.00wwepoccuiickue kmaccuPuKaTopbl JOKYMEHTALHH.
12.T'ocynapcTBeHHast CUCTEMA JOKYMEHTALMOHHOTO O0ECTIeUeH s YIIPaBIICHUSI.
13 brnaHku 1OKYMEHTOB M TPEOOBAHUS K HUM.
14.Ctpykrypa nokymenra. TpeGosanus k odpopmienuto nokymentoB no 'OCT P 6.30-

15.Cucrema opraHu3aliMOHHON TOKYMEHTALUH.

16.Cucrema paciopsiiuTeNIbHON JOKYMEHTALIH.
17.Cucrema nHGOPMALIMOHHO-CIIPABOYHOHN TOKYMEHTALIUH.
18.Cnyxe0Hast nepenucka Ha NPEaIpPUSITHH.

19./lenoBasi peyb U ee rpaMMaTH4YeCK1e OCOOEHHOCTH.
20.JIornueckoe nNoCTpOeHNEe NOKYMEHTOB.

21 IloHATHE N NPUHLUIIBI OPTaHU3ALUN JOKYMEHTOOOO0POTA.
22 ITpoxoskaeHue U NOpsAOK UCTIOIHEHUs BXOAAILINX JOKYMEHTOB.
23 IIpoxoxxaeHne NCXOAINX U BHYTPEHHUX JOKYMEHTOB.
24 Pabora ¢ KOHpUIEHINATBHBIMH JOKYMEHTAMH.

25 Pabora ¢ nmuceMaMu U OOpaIEHU MU MPaKIaH.

26.CocTaBiieHre HOMEHKJIATyPhI JIe.

27 ®@opmupoBanue u opopmieHne fen.
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U HAaBbIKOB, CTYACHT HE€ MOXCT MNPUMCHUTH TCOPHUKD B HOBOM

CHUTYALUH;
— IIPOJIEMOHCTPHPOBAHO YCBOSHUE OCHOBHOI JINTEPATYPBL.

Heynosnersopu — He PacKpPbITO OCHOBHOE COJIep KaHHue yueOHOro MaTepuala;

TEJIbHO — OOHapy)XeHO HE3HAHWE WM HEMOHMMaHue OOJbLIeH, WIN

HauboJIee BayKHOM YaCTH yqe6Horo MaTepHaJia,

HECKOJIbBKHUX HaBOASALIUX BOIIPOCOB
- HC C(I)OpMI/IpOBaHbI KOMIICTCHI NN, YMCHUS U HABBIKU.
- OTKA3 OT OTBETA UJIM OTCYTCTBHUC OTBCTA

— AONYLICHBI OmuOKU B OonpeacJICHNN HOHSITPIP'I, npu
HUCIOJIb30OBAHUU TCPMHUHOJIOTMHU, KOTOPBIC HE HUCIPABJICHBI II0CJIC

6.2.2 IlpumepHas TemaTuka pedeparon

Amnkera, Tabnuua, IpUMepHbIE TOKYMEHTbI

I'CHOY. Iloustue, uenp

WnnuBunyanbHble TOKYMEHTbI, TUTIOBBIE TOKYMEHTBI, Tpad)apeTHbIe JOKYMEHTBI
WUndopmanmst. Bunbt u Gpyskumn

Knaccudukanus nenoBoii TOKyMEeHTaluu

Konwust, NOATMHANK, TPOEKT, TyOINKaT, BBITICKA

7. OO0uue QyHKINH JOKYyMEHTa

8 IIpoxoxneHne ucxopasiuen U BXOAsIel JOKyMeHTauu

9.Pazmepsl nosieli ciykeOHbIX TOKyMeHTOB. Hymepanus crpanun

S el e

10. CoxkpalneHue CJIoB U CJIOBOCOYETAHUN B TEKCTE
11.  Cneunduueckue GyHKIH TOKYMEHTA

12, CnocoObl HanMcaHus AaT B JOKYMEHTaX

13.  CpencrTB HOKyMEHTUPOBAHHUS

14. TunuuHble OIIUOKK B TOKYMEHTAX

15.  KOpuandeckas cuna, peKBH3UT, popMyJIsp
16.  SI3bIk ciy’KeOHBIX JOKYMEHTOB

Pedepar — kparkas 3anuch uAeH, COAEPKALIUXCS B OJHOM WU HECKOJIbKUX
HCTOYHHKAX, KOTOpash TpeOyeT yMeHHs COMOCTABJIATh W AaHAJU3UPOBATb PA3JIMYHbIE TOYKH
spenusi. Pedepar — omHa u3 (GopM HHTEpHpeTaldd HCXOTHOIO TEKCTa MM HECKOJBKUX
ucrtouHukoB. [losTomy pedepar, B OTIMYME OT KOHCIEKTA, SIBJISIETCS HOBBIM, aBTOPCKHM
TekcToM. HOBH3HA B HaHHOM Cllydae MOApa3yMeBaeT HOBOE H3JIOXKEHHE, CHCTeMAaTH3ALUIO
MarepHaa, 0cOOyI0 aBTOPCKYIO TO3ULUIO MPU COMOCTABICHHH PA3JIMUHBIX TOYEK 3PEHHSL.

PedpepupoBanne mnpenmonaraer M3JIOXKEHHWE KAKOro-muOO BOIpPOCa HAa  OCHOBE
kiaccupukanny, 0000IIeH s, aHaIM3a U CHHTE3a OJJHOTO MJIM HECKOJIBKUX UCTOUHUKOB.

Crpykrypa pedepara:

1) TUTYNBHBIA JTUCT;

2) nnas paboThI ¢ YKa3aHUEM CTPAHUL] K&KIOTo BOIIPOCA, MOABONpoca (MyHKTa),

3) BBeOeHUE;

4) TEeKCTOBOE H3JIOKEHHE MaTepHaia, pa3duToe Ha BOMPOCHI U MOABOIMPOCH! (ITYHKTBI,
HOAIYHKTbI) C HEOOXOIUMBIMH CCbUIKAMH HA UCTOYHHKH, UCTIOIb30BAHHBIE ABTOPOM;

5) 3akroueHwue;

6) CIMCOK UCITOJIBb30BAHHOI JIUTEPATY B,

7) NPHUIOXKEHUs, KOTOPbIE COCTOAT M3 TabJuL, auarpamm, rpa(ukoB, PHCYHKOB, CXE€M
(Heobs3aresbHaAs YacThb pedepara).

[TpunoxxeHust pacnoaraloTcsi MOCIEA0BATENbHO, COMJIACHO 3arojIOBKaM, OTPaKArOLIUM
UX COIepIKaHue.
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Kpurepuu ouenku pedeparon

OtanvHo BBIMIOJIHEHBI BCE TPEOOBAaHUS K HAITMCAHUIO U 3AIIUTE
pedepara: obOo3HaueHa mnpobnemMa u 0OOCHOBaHA eé
aKTyaJlbHOCTh, CHENaH KPAaTKUH aHaju3 pasIMYHbIX TOYEK
3pEHHs Ha PACCMATPUBAEMYIO TIPOOJIEMY U JIOTHYHO M3JI0KEHA
cOOCTBEHHAsT MO3MLKS, CHOPMYJIUPOBAHBI BBIBOABLL, TEMa
packpbiTa TMOJIHOCTBIO, BbIAEPKaH O0BEM, COOMIOAEHBI
TpeboBaHus K BHeUIHEMY O(OPMIICHHIO, IaHbI MPaBUJIbHbIE
OTBETHI Ha JIOTIOJHHUTENbHBIE BOPOCHI.

Xopowmo OCHOBHbIE TpeOoBaHUs K pedepaTy M ero 3amure
BBIMIOJIHEHBl, HO TMpPU OTOM JOMYLIEHbl Hemo4yérel. B
YACTHOCTH, UMEIOTCS HETOYHOCTH B HU3JIOKEHUH MaTepuala,
OTCYTCTBYET JIOTHUECKAs IOCJIEA0BATENbHOCTb B CYXKIEHUSX;
He BblAepkaH O00BEM pedepaTa, HMEIOTCS YHOYLIEHHUS B
oopmiieHUH; Ha OOMOJHUTENbHbIE BOMPOCHI MPH 3aLIUTE
JIAHBI HETTOJIHBIE OTBETHI.

YnoBJeTBOPUTEIHLHO UMEIOTCSI CYLIIECTBEHHbIE OTCTYILIEHUS! OT TpeOOBaHMA
K pedepupoBaHuio. B dYacTHOCTH: TeMa OCBelleHAa JHUIIb
YACTHYHO, AOMYyIIEHb! (paKTHUIECKUe OMMOKH B COAEPIKAHUU
pedepara namu npu OoTBETE HAa JOMOJIHUTENbHbBIE BOIPOCHI, BO
BpeMsl 3aIIIUThI OTCYTCTBYET BBIBOJ.

HeynoBsierBopureibHo Tema pedepara He packpbita, OOHApPYKUBAETCS
CYIIECTBEHHOE HEMOHUMaHHe MPOOIeMBI.

6.2.2. TecToBble 3a7aHusl K AUCHUILINHE
1. {loKyMeHT — 3T0:

1. 3aduxcupoBaHHass Ha MaTepUANbHOM HOCUTeNde HHGPOpPMALUS C PEKBH3UTAMH,
MO3BOJISIIOLIIMMH €€ UASHTH(PHUIIUPOBATS.

2. Hocutenp wuHpOpMaLUH, HCIONB3yeMOW B LENAX PeryJHpOBaHMS COLIMAIBHBIX
OTHOLICHMH.

3. Uudpopmanus, 3adpukcrupoBaHHas JHOOBIM CIOCOOOM Ha JIFOOOM HOCHUTEIIE.

2. [TonTMHHUK JOKYMEHTAa — 3TO:

1. IlepBrlii UM €AMHCTBEHHBIN 3K3€MIUAP JOKYMEHTA.

2. DK3eMIUIsAp JOKYMEHTA, C KOTOPOI'O CHATA KOTIHUS.

3. IOpuauyeckasi cuia JOKyMeHTa — 3TO:

1. OcobennocTy BHEUIHEro OQOPMIICHHUS TOKYMEHTA.

2. CBUIETENbCTBO HAMYNS B TIOKYMEHTE ITOJIOKEHUH HOPMATUBHOT'O XapakTepa.

3. CiocoOHOCTh TOKYMEHTA MOPOXKIATh ONPEeNICHHbIE PABOBbIE MOCIESCTBHS.

4. Umeer M IOPHANYECKYI0 CHJIY AOKYMEHT, MOJYYeHHbIH MO (PAKCHMHJIbHOH
cesi3u?

1. Ha.

2. Jla, IO COTJIAIIEHUIO CTOPOH MH(POPMALIMOHHOTO OOMEHa.

3. Her.

S. Kaxoii M3 mnepe4yHCJIeHHbIX PEKBH3MTOB He OTHOCHTCS K PeKBH3MTAM
yaocroBepenusi?

1. T'pud yrBepkaeHus.

2. Ilevarts.

3. OTMeTKa O 3aBEPEHUN KOTIHH.

4. Busa cornacoBaHusl.

5. Iloanuce.

6. B xaxoii moc/1e10BaTeNILHOCTH IOJIKHBI ObITh PACIOJIO’KEHbI HAHMEHOBAHHUSI B
0J1aHKe nmucbMa puanana opranusanuu?

17



. OTKpBITOE aKLIIHOHEPHOE 00IECTBO.

. (OAO «CubHnedtb»).

. @unuan B ropone XaHTel-MaHCHIICKE.
. «Hedrsanas xkomnanus “Cubued s’ ».

. MecTo cocraBieHust WiIN U3IaHKs JOKYMEHTA.
. 3aroJIOBOK K TEKCTY.

. HanmeHoBaHne OpraHu3aiiy.

. ToBapHbIit 3HaK (3HAK OOCITYKHBaHUS).

. HanmeHnoBaHue BUaa JOKyMeHTA.

. Anpecar.

. CnipaBo4HbIe JaHHBIE 00 OpraHU3ALIUH.

N OB W=k W=

. Kakue pexkBH3HTBI BKJIIOYAIOTCA B OJIAHK MUCbMA?

8. Ha kakom IK3EMILIAPE A€JI0BOro muCbmMa, MNOAroTOBJI€EHHOM /JsA OTIPaBKH

ajpecary mo no4re, NPOCTABJSIIOTCA BH3bI?

1. Ha nonnuHHMKE, OTIPABIIEMOM aapecary.
. Ha xonun, nomemaemMoil B 1€10 OpraHu3aLyi.
. Kaxo# pexBusur opopmiien HenpaBHIbHO?
. HaumenoBaHue opranusanuu-aBTopa.

. JlaTa noKyMeHTa.

. PerucrpaninoHHelii HOMep TOKyMEHTA.

. 3aroJIoBOK K TEKCTY.
Hexommepueckoe

2
9
1
2. CnpaBoYHbIe JaHHBIE 00 OpraHU3ALIUH.
3
4
5

«NJIbANA
HUcnonaHurenpHOMY TUPEKTOPY

Poccuiicko-1mBeinapckoro
3aropoanoe 1., 5, Mocksa, 118365
COBMECTHOTO TIPEATIPUSITHS

Ten. (495) 245-18-01; daxc (495) 245-30-00

& Trade Ltd.»

OI'PH 1127776500001,

MHH/KIIT 0112220000/011777000
Cunoposy

Bonoxkonamckoe 1., 10,

215080

IMPOPECCHUOHAJIbHBIX

NapTHEPCTBO
PUSJITEPOB»

«Russian Trust

r-uy I'IL

Mockaa,

10. Kakoii BapuaHT 0(popMJIeHHS CIPABOYHBIX JAHHBIX 00 OPraHU3alHU U KOA0B B

O01aHKe OpraHusanvu sBJACTCH NPaBUJIbHDbI

1. OO1mecTBO ¢ OrpaHMYEHHON

OTBETCTBEHHOCTBIO
«ABTOKAP»

117312, Mockaa, yin. @epcmana, a. 5/1

Ten. 721-33-33; daxc 721-19-00;

e-mail: avto@avto.ru

OT'PH 1127776500001,

WHH/KIIII 0112220000/011777000

Ne

Ha Ne

2. OO1mecTBO ¢ OrpaHIMYEHHOI
OTBETCTBEHHOCTBIO

«ABTOKAP»

VY. ®depcmana, 1. 5/1, Mocksa, 117312

Ten. (495) 721-33-33; daxkc (495) 721-
19-00;

e-mail: avto@avto.ru

OKIIO 2356447,
1127776500001,

MHH/KIIIT 0112220000/011777000

OI'PH
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oT No

Ha Ne oT

11. Yto gos:KkeH cAenaTh pAGOTHUK OPraHM3ALUH, BUSHPYIOLIHMI JOKYMEHT, eCJIH OH
He COIVIACEH C ero coaepxanuem?

1. OTka3arbCs OT BUSUPOBAHUS JOKYMEHTA.

2. 3aBU3MPOBATh TOKYMEHT, BbIPA3UB CBOE MHEHHUE.

12. Kakoi BApHAHT 3aroJioBKa K MHCbMY Bbl CYHTAETE NPABUJIbHBIM?

1. O noroBope NOCTaBKHU.

2. O HeBBINOJIHEHUH 1OroBopa nocrasku oT 12.08.2005 Ne 45/67.

3. O HEBBINOJHEHUHU AOTOBOPA.

13. Kak pojxHa ObITh 0()OpMIIEHA MOANHCH, €CJAH 3aMECTHUTEJb PYKOBOAHTEJs
OPraHu3aliH HMMeeT NMPaB0 MNOAMUCHLIBATH JOKYMEHTbl BMECTO PYKOBOAMTEJsl B ciaydae
€ro BpeMeHHOro OTCyTcTBUs?

1. I'enepanbHbIii IToamnuce JLU. CapukoB qupexTop
2. 3aM. reHepajbHOIO AUPEKTOpa O.I1. Pemusos IToanuce
3. U.0. renepanpHOrO IToanuce O.I1. Pemu3oB nupexropa

14. Kak posxkHa ObITb 0()OpPMJIEHA MOANHCH B MHCbME, €CJIH KOMMepPYeCKHH
aupextop ¢pupmel (H.A. CrapkoB) HaX0aUTCSI B OTIYCKE, 4 HCIIOJTHEHHE ero 00s1I3aHHOCTeH
NPHKA30M BO3JIOJKEHO HA 3aMecTUTe sl komMMepueckoro qupexkropa (E./{. Taéaxosa)?

1. KomMepueckuil IUpeKTop Monmucy  E.JI. Tabakos

2. E.J. TabakoB 3aM. KOMMEPYECKOTO AUPEKTOPA IToanuce

3. E.J. Tabakos H.0. KOMMepUeCKOrO TUPEKTOPa IToanuce

15. Hy’kHo /i1 3aBepsATb MNeYAThI0 OPTraHU3ALHH NPHKA3bl PYKOBOAUTEIs?
1. Ha.

2. Her.

16. Kakoe nucbMo 3aBepsieTcsi me4aTbio?

1. 'apanTHitHOE MUCHMO.

2. Kommepueckoe npeajioKeHue.

3. ITucemo-npoceda.

17. Kakoii BapuaHt o(QoOpMJIeHHSI Pe30JIOLHH PYKOBOIUTENs] SIBJISIETCS
NpaBHJIbHBbIM?

1. Kpasuosy M.IL 2. Kpasuosy M.IL
IIpomwy mnOArOTOBUTHL 3aKIOYEHHE IIpowry paccMOTpeTs.
K 18.04.2007. Iloanucek pykoBonurens
Iloanuck pykoBonurens 10.04.2007
10.04.2007

18. Kakoii BapuaHt od¢opMiIeHHST OTMETKH O HAJHYHH TPHJIOKEHUS B
CONPOBOJAUTEILHOM IHCbMe SIBJISIETCSI NMPABHJIbHBIM?

1. Ilpunoxenue: ynoMsHytoe Ha 3 J1. B 1 3K3.

2. Ilpunoxenue: no TekCTy Ha 3 1. B 1 5K3.

3. Ilpunoxenue: Ha 3 1. B 1 5K3.

19. /lozkeH /M HMCHOOJHHUTENb, TMOANOTOBHBIIMII TEeKCT NHCbMA, BH3HPOBAThH
AOKYMeHT?

1. Ha.
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2. Her.

20. Kakue HOPMbI NPUMEHAITCA Aas pacdera YHCJCHHOCTH
AeJIONPOU3BOACTBEHHOI0 nepcoHaaa?

1. Hop™me! BeIpaOoOTKH.

2. Hopmb! BpeMeHU.

3. HopMsI ynpaBiisseMOCTH.

4. HopMmpl 00CITyKMBaHUSI.

21. Kakoii Bapuant (GopMyJHPOBKH NYHKTA PACHOPSIAUTENBHOH 4YacTH NMpHKA3a
SIBJIsIETCH NPABUJIbHBIM?

1. 'maBHOMy OyXrantepy MOArOTOBUTH U MPEACTABUTDH HA YTBEPXKIAEHUE CMETY PacXOoB
Ha KOMaHAUPOBKU
B 2007 r. B cpok no 20.01.2007.

2. T'naBnomy Oyxramrepy JmutpueBy ILJI. moarotoBurb W MNpeACTaBUTb Ha
YTBEPXKACHUE CMETY pacxonoB Ha koMaHaupoBku B 2007 r. B cpok a0 20.01.2007.

3. 'nmaBaomy Oyxrantepy OOO «Arar» [1.JI. JIMuTpreBy MOATOTOBUTD U MPEACTABUTH Ha
yTBepkAeHHe B cpok gpo  20.01.2007 cmery  pacxomoB  Ha  KOMaHAMPOBKH
B 2007 r.

4. Ilopyunuth rmaBHOMy Oyxranrepy JmurpueBy I1.JI. moaroroBuTh M mpeactaBUTh Ha
yTBepkAeHne B cpok gpo  20.01.2007 cmery  pacxomoB  Ha  KOMaHAMPOBKH
B 2007 r.

22. IokyMeHT0000poT — 3TO:

1. Ilepenaya TOKyMeHTa U3 OQHON MHCTAHLIUU B APYTYIO B POLIECCE €0 PACCMOTPEHHUSI.

2. JIBukeHue JOKYMEHTOB B OpraHM3alMy ¢ MOMEHTA UX CO3JaHUs MU MOJyYeHUs 10
3aBEPLIEHUS UCTIOJHEHMs] MU OTIIPABKU.

3. IBiokeHHe KOMILIEKCa JOKYMEHTOB B MpoLEecce BhIPAOOTKU, MPUHITUS U UCIIOJTHEHHS
peLIeHNUI.

23. slBasiercsi JHM 3aJa4Ya  COBEPLIEHCTBOBAHHS (POpM M MeTOA0B PpPadoThl C
AOKyMeHTaMH 3ajaueii cay:x0b1 JOY?

1. Ha.

2. Her.

24. Kaxoii 10KyMeHT OTHOCHTCSI K HeperucrpupyemMbim?

1. IIucemo-3amnpoc.

2. Xanoba rpaskaaHuHa.

3. ComnpoBOAUTENLHOE MUCHMO.

4. PexnaMHO€E MUCBMO.

25. Jlomxken Jsm paGoTHUK cayxk0b1 JIOY, ocymecTBasiiomuii KOHTPOJIbL 3a
HCMOJIHEHHEM JA0KYMEHTOB, HAMOMHUHATH HCIOJHHUTENSAM O MPHOJHIKEHHH CPOKOB
HCIOJIHEHH S HAXOASIIHXCS Y HUX J0KYMEHTOB?

1. Ha.

2. Her.

6.2.3. IlpakTHYecKue 32 aHUS:

Bompocsr: 1. Uto Takoe 1OKyMeHTalMOHHOE o0ecreueHue ypaBieHus ?

2. O6wekt u npenmet JOY?

3. 3apaun 10V

4. Kakue (hopMbl OpraHu3aLiy AeJIONPON3BOICTBA Bbl 3HaeTe?

5. YUro Taxkoe uHpopmarus?

6. TpeboBanus, npenbsiBIsieMble K HHOOpMALIUU.

7. Uto Takoe TOKyMEHT?

8. CBolicTBa TOKyMEHTA.

9. ®yHKIMH TOKYMEHTA.

10. Knaccuduxanus 10KyMeHTOB?

20



Bpewmst Ha BbinonHeHus: 30 MUHYT 3a NPaBUIIBHBIN OTBET Ha BOMPOCHI BBICTABISIETCS
NOJIOKUTENbHASL OlleHKa — 5 Oamn. 3a He MpaBUJIbHBI OTBET HA BOIPOCHI BBICTABIIAETCS
OTpHUILaTeNbHAs OLeHKa — 0 OayIoB.

IIpakTHyeckas padora

Tema: «CopepkaHue ¥ OCHOBHBIE 3aJadd COBPEMEHHOIO OKYMEHTAaLUOHHOIO
obecrieueHns yrpaBiIeHUs.

Ienb: 3aKkpenuTh NPENCTaBICHUE O COAEPKAHMM U OCHOBHBIX 3a/a4ax COBPEMEHHOIO
TOKYMEHTALMOHHOTO 00eCTIeYeHusl yIpaBIeHHS.

3amaHue. U3y4uTh OCHOBHBIe mnoyoxeHus: PenepanbHoro 3akoHa "OO0 uHpopmauuy,
MH(POPMALIMOHHBIX TEXHOJIOTUAX U O 3aiure nHpopmanuu" ot 27.07.2006 r.

Marepuais! u 00opynoBaHue:

1. KomnbroTepsr,

2. Cucrema KoHCcynbTaHT+;

3.Terpaab ¢ KOHCIIEKTOM.

Xoxn BbIMONHEHUS pabOThI:

1. O3HakomuThbCs ¢ PenepanbHbIM 3aKOHOM.

2. B Terpanu BbIIMCATh OCHOBHBIE MOHATUS DenepanbHOro 3aKOHa.

Bpems Ha BemoaHeHue: 1 wac 3a mpaBWIIBHOE BBINOJHEHHE PaOOThHI BBICTABISIETCS S
OamnoB. 3a HeBbIMONHEHHE PabOThI BhIcTaBIsIeTCst 0 OaIoB.

JomaiHue 3agaHusl

3amanne Ne 1 IIucbMEHHO OTBETHTH Ha BOIIPOC. MECTO M POJb JOKYMEHTOB B
yIpaBJIeHUH HA COBpeMEHHOM otame. Bpems Ha BeimonmHeHue: 15 MuHyT. 3a mnpaBHIIbHOE
BBINIOJIHEHUE paloThl BbICTaBisieTcss 5 OayuoB. 3a HeBbIMONHEHHE paboThl BbICTaByseTcs O
Gannos.

3aganne Ne 2 IloxroroBurbcs K YCTHOMY ONpPOCY IIyTeM H3Y4YeHMs Marepuaia
KOHCIIEKTa M HCTOYHUKOB JUTEeparypbl. Bpems Ha BbmmonHeHue: 15 muHyT. 3a npaBuiibHOE
BBINIOJIHEHUE paloThl BbICTaBisiercss 5 OayuioB. 3a HEBbIMONHEHHE paboThl BbICTaBysieTcs O
Ganos.

Bonpocei: 1. OcHoBHBIE 3Tambl pa3BUTHUA AenonpousBoacTsa B Poccum: npukasHoe
TEeNONPOU3BOACTBO, KOJIEXKCKOE AENONPON3BOACTBO, MUHUCTEPCKOE EJIONPOU3BOICTBO.

2. McTopust nenonpous3BOACTBA B FOJbl COBETCKON BJIACTH — OCHOBHBIE 3Talbl PA3BUTHS.
OpraHu3zaliMOHHOE U HOpMAaTUBHOE oOecniedenue aenonpouspoactsa 8 CCCP. 27

3. CoBpeMeHHOE COCTOsSIHME OpraHu3anuy padoT B OpraHax roCyAapCTBEHHOH BJIACTH U
MECTHOT'O CaMOYTIpaBJIeHUs 1O pa3BUTUIO U coBepuieHcTBOBaHMIO IOV, 4. Tlogroroska xaapos
IJIsl  IeJIONPOU3BOACTBEHHBIX Cy’k0. Bpems Bbmmonuenwsa: 30 wmuHYT. 3a mnpaBUiIbHOE
BBIMIOJIHEHUE PaOOTHI BBICTABIISIETCS S5 OAJLIOB.

3a HeBbINONHEHHE padoThI BbICTaBisieTcs: O OaioBs.

IIpakTHueckas paGora

Tema: Mcropus pa3Butus aenonpousBoactsa B Poccun.

Temb! noknana u3 yueOHMKa

1. Ucropus pazsutus aenonpousBonactsa B Poccuy,

2. Jlenonpou3BOACTBO B JOPEBOMOLMOHHON Poccuy;

3. CoBeTckuii mepuos pa3BUTHS EJIONPOU3BOICTBA.

4. Bpemss Ha BbINOJHEHHE: | 4ac 3a mNpaBHIIPHOE BBINOJHEHHE PAabOTHI U 3AIUTY
BBICTABJISIETCsT 5 OayuioB. 3a HeBbINONHEHHE padoThl BbICTaBisieTcs: O Oaios.

JoMaiHue 3a1aHusl
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3ananue 1. ITonroroBUTHCS K yCTHOMY ONPOCY, MyTEM U3Y4YEeHMs MaTepHrala KOHCIIEKTa U
UCTOYHUKOB JuTepatrypbl. Bpemst Ha BbinonHenue: 30 MuHyT. 3a IMpaBHJIBHOE BBINOJIHEHUE
paboTe! BeicTaBisieTcst S OaynoB. 3a HeBbImosHeHUe padoThl BbicTaBisercs 0 Oamnos. Tema 3.
HopmarusHo-meToanyeckas 6a3a TOKYMEHTALIMOHHOTO 00eCeueH s YIpaBIeHUsI

IpakTuueckas padora Tema: HopmaruHo-meToamueckas 6aza JJOY.

Hens: M3yuenue penepanpHbix 3akoHOB, [ OCToB.

3aganue: M3yuynTh HOPMATHBHO-NIPABOBYIO 0a3ly MOKYMEHTALMOHHOTO oO0ecredeHws
YIIPABJIEHUS BKJIIOUYAOLIYIO:

3akonsl P@: ®enepanbhblii 3akoH «O0 nHPpopMaru, THOOPMALMOHHBIX TEXHOJIOTUAX U
o 3amure uHpopManumy ot 27 urossa 2006 r. Ne 149-03; denepanbubiii 3akoH Poccuiickoit
Denepaunn «O TexHUUECKOM peryaupoBaHum» ot 27 nexadps 2002 r. Ne 184-®3; 3akon
Poccuiickoit @enepanun «O rocyaapcrseHHoi Taiine» oT 21 utons 1993 r. Ne 5485-1. I'OCTrr
P®: TOCT P 6.30-2003 «VHu(UUUPOBAHHBIE CUCTEMbI JOKYMEHTALUHU. YHU(PUIMPOBAHHAS
CHCTEMa OpraHM3aLMOHHO-PACTIOPSAUTENBHON NoKyMeHTauuu. TpeGoBaHust K OQPOPMIICHHUIO
nokymeHToBY, OCT 6.10.5-87 «YHuduuupoBaHHbele CHCTEMbI JOKyMeHTanuu. TpeGoBaHHs K
noctpoernto Gopmysipa-odpasua»; FOCT P 51141-98. «/lenonpousBOACTBO U apXHUBHOE JEIO.
Tepmune! 1 onpenenerus» [lepeyeHb THIOBBIX YIPABIEHYECKUX JOKYMEHTOB, 00Pa3yIOIIUXCS B
NeATeJbHOCTH OPraHu3aliii, ¢ yKa3aHueM CpoKoB XpaHeHus (yTB. Pocapxusom 6 okTsiOpst 2000
r.) (c u3ameHenusimu ot 27 oktsa0ps 2003 r.)

Marepuansl u 060pyIOBaHUE:

1. KoMnbroteper,

2. Cucrema KoHcybTaHT

3. Terpaab ¢ KOHCIIEKTOM.

Xon BemosHeHuss pabotbr. 28 1. O3HAKOMHUTBCS € TEKCTOM KaKIOrO U3
BbILIeniepeuncieHHblx 3akoHOB U I'OCToB. 2. Beimucath B TeTpajb OCHOBHBIE MOJOXKEHHS
kaxnoro u3 3akoHoB U 'OCTos. Bpems Ha BbimosHeHue: | yac. 3a MpaBUJIbHOE BBINOJHEHHUE
paboTe! BeICTaBIsAETCS S OaJUIOB. 32 HEBBINONHEHNE PadOThI BeICTaBisieTcst O OanioB

6.3. MeToanyeckue MaTepHaJbl, ONpeAeasOnHe NPOLEeAYPb] OLlEHHBAHUS 3HAHUM,
YMEHHH, NPAKTHYECKOr0 ONbITA, XAPAKTEPH3YIOLIHe 3Tanbl (JOPMHPOBAHUS KOMIIETEHUHH

MeTtoauyeckue yKazaHHs 10 NOATOTOBKe K AH(.3a4eTy

Haunbonee oTBETCTBEHHBIM STAaoOM B OOyUEHHH CTYIEHTOB SIBJIETCA HK3aMEHAIL[MOHHAsS
ceccusi. Ha Hell CTyZeHTbI OTUMTBIBAIOTCS O BBINOJHEHHM Y4eOHOW mporpaMmel, 00 ypoBHE U
o0beMe TOJNY4eHHBIX 3HAHUH. DJTO TOCYHapCTBEHHAs OTYETHOCTb CTYAEHTOB 3a IEPUON
o0y4eHusi, 3a u3y4yeHue y4eOHON NTUCLUIUINHBI, 332 BeCh BY30BCKHI Kypc. IloaToMy Tak Benuka
UX OTBETCTBEHHOCTb 3a YCIIELIHYIO CHady 5K3aMeHalMOHHON ceccun. Ha ceccum CTyneHTBI
CHIAIOT HK3aMEHbI WM 3a4eThl. 3a4€Thl MOTYT IMPOBOANTHCA ¢ AU depeHpoBaHHON OTMETKON
wn 0e3 Hee, C 3aI1ChI0 «3a4TEHO» B 3a4€THON KHIDKKE. JK3aMeH Kak BhIcIIasi hopMa KOHTPOJIS
3HAHUH CTYAEHTOB OLICHUBAETCS 1O MATHOANIBHON CHCTEME.

3aJ0roM  yCHEIIHOM  cAadd  BCEX  OK3aMEHOB  SIBJIIOTCS  CHUCTEMAaTHYECKUe,
noOpocoBecTHBIE 3aHATHs CcTyneHTa. OJHAKO 3TO He MCKIIoYaeT HeOOXOMUMOCTH CIIELHaIbHOM
paboThl mepen ceccuell W B MepUOA cradu dk3ameHoB. Crienmduyeckoil 3amadell CTyAeHTa B
HepUO] SK3aMEHALIMOHHOH CECCHM SIBJIAIOTCS MOBTOPEHUE, 0000LIeHNe U CUCTEMATH3aLUsl BCETO
Marepuala, KOTOpbIil U3y4eH B TeUEHHE rofa.

Haunnath nmoBTOpEHHE PEKOMEHIyeTCs 3a MecAL-IoNTopa A0 Haudana ceccuu. Ilpexne
YeM NPUCTYNUTh K HEMY, HEOOXOAUMO yCTAaHOBHUTD, KaKue yueOHble TUCIIMIUIUHBI BBIHOCSITCS HA
CECCHIO U, €CJIM BO3MOKHO, KaJICHAPHbBIE CPOKHU KaXKIOr0 SK3aMeHa UM 3a4eTa.

VCTaHOBUB BBIHOCHMBIE HAa CECCHIO AMCLUUIUIMHBL, HeoOXoaumMo oOecreunTb cebs
nporpaMmamu. B 0CHOBY moBTOpeHHs HOJKHA OBITh MOJIOKEHA TOJNBKO nporpamma. He cienyer
HOBTOPATH HU 1O OHMJIeTaM, HU IO KOHTPOJIbHBIM BorpocaMm. IloBropenne no Ouneram HapyiiaeT
CHCTEMY 3HAaHUH M BEJEeT K MEXaHUYeCKOMY 3ay4MBaHUIO, K "HaTackuBaHuio". IToBTopeHue no
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Pa3IMYHOrO PoAa KOHTPOJBHBIM BOMPOCAM IPUBOIUT K MPOMyCKaM U mpodenaM B 3HAHUSX U K
HeopabOoTKe MHOTIAa BECbMa BAKHBIX PA3EJIOB IIPOTrPAMMBI.

IToBTOpEHMUE - poLIeCC MHAUBUAYAJIBHBIN, KaXIbIi CTYJIEHT ITOBTOPSET TO, YTO JJIsI HETO
TPYIHO, HEICHO, 3a0bITO. [loaTOMY, Mpexnae 4eM MPUCTYNHUTh K IMOBTOPEHHIO, PEKOMEHIYETCs
CHayaja BHHMMATEJIbHO MOCMOTpPETh NPOrpaMMy Kypca, YCTAHOBUTb Haubojee TpyIHbIE,
HalMeHee YCBOEHHbIE pa3/eNibl U BBIITUCATh UX HA OTNEJIbHOM JIUCTE.

B mpounecce mnoBTOpeHMs AHANM3UPYIOTCA M CUCTEMATH3UPYIOTCA BCE 3HAHUS,
HAKOIUIEHHbIE TPU M3YYEHHM NPOTrPAMMHOIO MaTepuana. JaHHble y4eOHHMKA, 3alHCH JISKLHH,
KOHCIIEKTBI IPOYNTAHHBIX KHUT, 3aMETKH, CAeJIaHHbIE BO BPEMsI KOHCYJIbTALUI WM CEMHHAPOB,
u ap. Hu B xoem ciiydae Henb3si OrpaHUYMBATBCS TOJIBKO OJHUM KOHCIIEKTOM, a TeM Oouee,
Yy)KUMH 3aIHCSMH. BCSKOro popa 3amMcu M KOHCIEKTHI - BeLIM CyryO0O WHIMBUIYyaJbHBIE,
HOHSITHBIE TOJBKO aBTOPY. | 'OTOBSCH MO 4y>KUM 3aIHCAM, JIETKO MOJKHO BITACTh B OYE€Hb IpyOble
32051y KIEHUYS.

Camo moBTOpeHHEe PEKOMEHAYETCsl BECTH 10 TeMaM IPOrpaMMbl M 1O IJIaBaM y4eOHUKa.
3akoHuuB paboTy Haj TeMoH (ryaBoil), HEOOXOIMMO OTBETUTh HAa BOMPOCHl Y4eOHMKA HIIH
BBITTOJIHUTD 33JIaHKsA, & CAMOE JIy4lliee - BOCIPOU3BECTH BECh MaTepHall.

KoHcynbranmy, KOTOpble NPOBOAATCS Uil CTYIEHTOB B IEPHOA 5K3aMEHALMOHHOM
ceccuH, HeOOXOANMO UCIIONBb30BATh IS YINIYOJIeHHsI 3HAHUM, [ BOCTIOJHEHHS POOENIOB U ISt
paspelleHuss BCeX BO3HMKIIMX TpyAHOCTeH. be3  TmaTenpHOro  caMOCTOATENBHOTO
NpoAyMbIBaHUsS MaTepuaia Oecema C KOHCYJIbTAHTOM HEU30eKHO OyneT HOCHTb «OOIIuiiy,
MOBEPXHOCTHBIN XapaKkTep U He MPUHECET HY>KHOI'O Pe3ybTaTa.

Ectb menblii psn NprUHLUUIOB («CEKPETOBY), KOTOPBIMH CIIENYET PYKOBOACTBOBATHCS MPH
MOATOTOBKE K 3K3aMEHaM.

IepBblii - MOATOTOBBTE CBOE pabouee MECTO, i€ BCEe AOJDKHO CIOCOOCTBOBATH YCIEXY:
TUIINHA, PACTIOJNIOKeHNE YUeOHBIX MTOCOOUH, CTPOruii MOPSAOK.

Bropoit - csaapre ymoOHee 3a CTOJ, MOJNIOKUTE Tepen CoOOH YHCTble JIUCThI OyMarw,
crpaBa - TeTpagu M yueOHUKH. BcrioMHuTE BCE, YTO 3HaeTe MO AAHHOW TeMe, U 3alHLINTE 3TO B
BUJIE TUIAHA MJIM TE3UCOB HA YHMCTBIX JiMcTax Oymaru ciesa. [IoTomM mpoBepbTe MpaBHIBHOCTS,
NOJIHOTY U TOCJIENOBATEIbHOCTh 3HAHUK MO TeTpaisM U ydeOHukaM. Beimummre TO, 4TO HE
CyMeJNM BCIIOMHMTb, Ha IPAaBOM CTOPOHE JIMCTOB M TaM K€ 3alHIIUTE BOIPOCHI, KOTOpbIE
cleAyeT 3a/1aTh MPEenoAaBaTeNo Ha KOHCynbTauuu. He ocraBisiiTe HU OHOrO HEACHOTO MECTa B
CBOMX 3HAHMSAX.

Tperuii - paGoraiite no cBoeMy IulaHy. BaBoem pekOMeHIyeTcst TOTOBUTBLCS TOJIBKO ISt
B3aUMONPOBEPKH MJIM KOHCYJIBTAIlMHU, KOTJ]a B 3TOM BO3HHMKAET HEOOXOIMMOCTb.

UeTBepThlii - MOATOTABINBAS OTBET IO JIIOOOH TeMe, BBIACINTE OCHOBHBIE MBICIIH B BU/IE
TE3UCOB U MondepuTe K HUM B KauecTBE JOKA3aTeNbCTBA IaBHbIe (akThl U mudpel. Bam orser
IOJDKEH ObITh KPATKUM, COAEPIKATEIbHBIM, KOHLIEHTPUPOBAHHBIM.

[TaThIit - MOMUMO NOBTOPEHUs! TEOpUN HE 3a0yIbTe MOATOTOBHTH MPAKTUYECKYIO YacCTb,
4yT0Obl CBOOOJHO M yMEJO MOKa3aThb HABBIKM PabOTBI C TEKCTAaMM, KapTaMH, Pa3InYHbIMU
NOCOOMSIMH, PELICHUs 3aa4 U T. 1.

Ilecroii - yctaHOBUTE YeTKHi pUTM paboThl U pexxuM aHA. PasymHO 4epenyiiTe Tpya u
OTABIX, MUTAHNE, HOPMAJIbHBIN COH U MPeObIBAHNE HA CBEKEM BO3IyXeE.

CenbMOIl - TOJKOBO MCHOJB3YHTE KOHCYJIbTaLMU nIpernofasarens. Ilpuxoaure Ha HuX,
NPOAYKTUBHO 1MopadoTaB JOMa U € 3arOTOBJIEHHBIMH KOHKPETHBIMH BOIPOCAMHM, & HE MPOCTO
NOCJyIIaTh, O YeM OyAyT CHpaIIuBaTh APyrue.

Bocbmoii - GofiTech mmapraiky - OHa BaM He IPpUOaBUT 3HAHHI.

JleBATHIN - HE OMYyCKaiTe KaK U3JIULIHEN CAaMOYBEPEHHOCTH, TaK U HETOOLICHKH CBOUX
cnocoOHocTell M 3HaHMi. B OCHOBE yBEpEeHHOCTH JieKaT TBepAble 3HaHus. MHavye Moxker
MOJIYYUTbCS TaK, YTO BaM JJOCTAHETCS TOT €UHCTBEHHBINH BOMPOC, KOTOPBIN Bbl HE TOBTOPHIIH.

HecsaTelii - He 3a0pIBaiiTe CBA3BIBATD CBOM 3HAHUSA MO JIIOOOMY MpeaMeTy ¢
COBPEMEHHOCTBIO, C JKU3HBIO, C IPOM3BOJICTBOM, C ITPAKTUKOM.
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OnuHHAIUATBIA - KOrJa Ha 5K3aMeHe Bbl MOJyYHTe CBOW OWIIET, CIIOKOWHO CSIIbTE 3a
cron, obmymaiite BoOmpoc, HaOpocaiiTe IUlaH OTBeTa, MOXOWAMTE K NpubOpam, KapTam,
MOAyMaTe, KaK TEOPETHYECKH OOBSCHHUTDH MPOAENaHHbIN onbiT. He BOMHYHTECH, €CIM YTO-TO
3a0bUTH.

IIpy MOATOTOBKE K 3aHATHUSIM HEOOXOOMMO e€Ile pa3 MPOBEPUTh ceOsi Ha MpemMer
YCBOEHHsSI OCHOBHBIX KATErOPHIA U KIIFOUEBBIX MOHSITHI Kypca.

7. UHBIE CBEJJEHUA U (MJIN) MATEPUAJIBI
7.1 IlepeueHb 00pa30BaTEJbHBIX TEXHOJOTHH, HCIOJAb3YEMbIX MPH OCYLIECTBJICHHH
00pa30BaTeIbLHOIO NpPoLECca Mo AUCHHUIIHHE

B npouecce ocBoeHHMs AMCLMIUIMHBI MCHOJB3YIOTCS Clenyromue o0pa3oBaTebHbIC
TE€XHOJIOTUU:

1. CrangapTHbie MeTOAbI 00y4eHHsI:

® JIeKLUY,

® [PAKTUYECKHE 3aHATHS, HAa KOTOPBIX OOCYXTAIOTCS OCHOBHbBIE MpPOOJEMB,
OCBEIIEHHBIE B JIEKLHSIX U CPOPMYIHPOBAHHBIE B TOMALIHUX 33aHUSX;

® [UCbMEHHBIE WU YCTHBIE pabOThI;

e KOHCYJbTAalLMU MPENnoiaBaTeNei;

e camocTosTenbHas paboTa CTYyJEHTOB, B KOTOPYIO BXOIUT OCBOEHHE TEOPETUYECKOrO
MaTepuanga, TMOATOTOBKA K MPAKTUYECKUM 3aHSATHSM, BBIIOJIHEHHWE YKA3aHHBIX BBIIIE
IICbMEHHBIX/YCTHBIX 3aJaHUH, padoTa ¢ TuTepaTypoil.

e 00CyXIeHHe IOATOTOBICHHBIX CTYIEHTaMH HCCE;

e 00cyxneHue pe3yabTaToB paboThl CTYACHYECKUX UCCIEA0BATEIbCKUX TPYIIIL.

2. Metoabl o0y4eHHs1 ¢ MPUMEHeHHEM HHTEPAKTHBHBIX (popM 00pa3oBaTeJbHBIX
TeXHOJIOTHIl:

® HHTEPaKTUBHBIE JIEKIINY,;

e 00CyXIeHHe IOATOTOBICHHBIX CTYIEHTAMH HCCE;

® pOJIeBbIE UTDBI,

® IPYNIOBBIE AUCKYCCUU U MyOJIMYHbBIE BHICTYILICHUS.

CoBpeMeHHbIIT MOnXxoa K OOy4YEeHHIO JOJKEH OPUEHTHPOBATh HA BHECEHHE B INPOLIECC
OoOy4eHus: HOBHM3HBL, OOYCIIOBJIEHHOW OCOOEHHOCTSIMM JAWHAMUKH Pa3BUTUS JKU3HH U
IEATeNbHOCTH, CIEeUH(PUKON pa3MuHBIX TEXHOJOTMH OOyueHHs M MOTPEOHOCTSMH JINUHOCTH,
oOmmecTBa M TrOCyAapCTBa B BbIPaOOTKE y OOy4YaeMbIX COLIMAJBbHO TIOJE3HBIX 3HAHUH,
yOexxneHud, 4YepT M KadecTB XapakTepa, OTHOWIeHWIT U ombita mnoBeaeHHs. (OCHOBHBIE
METOAMYECKHE HWHHOBALMM CBA3aHbI CErOJHA C IPUMEHEHMEM MHTEPAKTUBHBIX METOJOB
oOyuenusi. MHTepakTHBHOE OOy4eHHE — 5TO, MpPEXAe BCEro, IUAIOrOBOE OOydeHHe, B XOne
KOTOPOTO OCYLIECTBIISIETCS B3aUMOAEWCTBHE Ipernoaasatenst u obyuaromerocs. OcobeHHOCTH
5TOrO B3aUMOAEHCTBUS COCTOST B NpeObIBaHUU CyOBEKTOB 0Opa30BaHMs B OJHOM CMBICIOBOM
IPOCTPAHCTBE, COBMECTHOM MOTPYK€HHMH B MNPOOJEeMHOE TOoNe pelmaeMoil 3ajgadu, T. e.
BKJIIOUEHHE B EAMHOE TBOPYECKOE MPOCTPAHCTBO, COIJIACOBAHHOCTH B BBHIOOpE CPEACTB U
METONIOB peanu3anuu peureHus 3agadn. CyTb HHTEPAKTUBHOTO OOyUeHHsI COCTOHMT B TOM, YTO
yueOHBIIl TpOLecC OpPraHM30BaH TakuM O0Opa3oM, YTO MPAKTUYECKH BCE OOYyYaroLInecs
OKa3bIBAIOTCS BOBJICUEHHBIMU B MPOLIECC NO3HAHUS, OHM HUMEIOT BO3MOXKHOCTb MOHHMATh U
pedaekTupoBaTh MO MOBOAY TOrO, YTO OHU 3HAIOT M AyMaroT. COBMeCTHasl NesITeIbHOCTb
o0y4Jaromuxcs B MpOLecce MO3HAHMS, OCBOCHHUSI Y4eOHOro MarepHajia O3HA4YaeT, YTO KaXKIbld
BHOCHUT CBOH OCOOBIM WMHAWBUAYAJbHBIA BKJAN, MAET OOMEH 3HAHWSMHM, HIESIMH, CIIOCOOaMU
neaTenbHOCTH. MHTepakTuBHOE oOyueHrne oOecreynBaeT B3aMMOIIOHUMAHKE, B3aHMMOJEHCTBHE,
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BSaI/IMOO6OFaU.IeHI/Ie. I/IHTepaKTI/IBHbIe METOAbI HEC 3aMCHAKOT JICKIHUOHHBIC 3aHATHSA, HO

CHOCO6CTBYIOT JyqamieMy YyCBOCHHUIO JICKIHMOHHOI'O MaTtepualia
(I)OpMI/Ip}IIOT MHCHUs, OTHOIICHWA, HABBIKHW ITIOBCACHUA.

CocraButenu (PazpaboTunku):

O.1.0., yueHas cTelleHb, 3BaHUE, JOJLDKHOCTD

O.1.0., yueHas cTelleHb, 3BaHUE, JOJLDKHOCTD

Hu, YTO 0COOEHHO Ba’>XHO,
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