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Pa6ouas mporpamma quctuminHbl «OCHOBBI JOKYMEHTUPOBAHUSI YIIPABIEHYECKON Jies-
TETHHOCTU» COCTABIIEHA B COOTBETCTBHUH C TPEOOBAHUSMHU:

- ®OepepanbHOrO TOCYIAPCTBEHHOIO 00pa30BaTEIbHOrO CTaHAApTa BBICHIET0 0OpazoBa-
Hug 1o HanpasiieHuto noaroroBku 40.03.01 KOpucnpynenuus (ypoBeHb OakaiiaBpuara), yTBEp-
JKIEHHOTO TTprKa3zoM Munooprayku Poccun ot 13.08. 2020 Ne 1011,

- Ilpukaza Munobpaayku Poccum «O06 yrtBepxnaenuu Ilopsiaka opraHum3anuu U OCy-
HIECTBJICHUSI 00Pa30BaTEIbHON JESTEILHOCTH MO 00pa30BaTEIbHBIM MPOrpaMMaM BbICIIETO 00-
pa3oBaHMs — IIporpaMMaM OakanaBpuaTa, IporpaMmamM CIIEHUAINTETa, IporpaMmmaM Marucrpa-
Typs» 0T 06.04.2021 Ne 245;

- yuyebnoro mmana I'OY BO «Komu pecnyOnukaHckas akaieMusi TOCyJapCTBEHHOM
CITyOBI U yrnpaBieHus» 1mo HampasiaeHuio 40.03.01 FOpucnpynenius (ypoBeHb OakajiaBpuara)
HarpasieHHOCTh (npoduis) «HOpucnpyneHuus»;

- KBanu¢ukanoHHOro cripaBoYHHUKa JOJKHOCTEH PyKOBOJUTENEH, CIICUAINCTOB U APY-
rUX ciyXamux, yreepxkaeHHoro Ilocranosiennem Muntpyaa Poccun ot 21.08.1998 Ne 37.

- CnpaBoyHMKa KBaTU(HUKAIMOHHBIX TPeOOBAaHUI K CHELMAIBLHOCTAM, HAIpaBICHUSM
MOJATrOTOBKH, 3HAHUSIM U YMEHHUSM, KOTOpble HEOOXOIMMBI Il 3aMEUICHUsI TOJHDKHOCTEH rocy-
JAPCTBEHHOM I'pa)KAAHCKOW CITY:KOBI C y4eTOM 00JIaCTH U BUAA MpodeCCHOHATBHON CITy:KeOHOU
JESTEIBHOCTH FOCY/IapCTBEHHBIX IPAKIAHCKUX CIIYKallluX», YTBEep:KIeHHOro MunTtpyaom Poc-
CHUHU.

© Komu pecmyOnrkaHcKas akaeMust
roCyIapCTBEHHOM CITyKObI
U ynpasienus, 2022
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1. Hesan 1 3aga4n y4eOHOM TUCHUIIINHBI

1.1. I{enw uzyuenus yueonoii oucyuniunvl

[enpro ocBOCHMSI AUCHHMILTUHBI «OCHOBBI JOKYMEHTHPOBAHUS YIPABICHYESCKOW es-
TEJILHOCTW SIBIISICTCS MOJITOTOBKA 00Y4YaIONIMXCs K Oyayiei mpodecCHOHANBHOM e TeTbHOCTH
HA OCHOBE HM3Y4YCHHS BHJIOB YIPABICHUECKUX JTOKYMEHTOB M OCHOBHBIX MPABHJ OPTaHU3AIHNU
BCEX ATAIOB pabOTHI C HUMH.

1.2. 3a0auu yueoHot Oucyuniunsl

3amauaMu OCBOCHUS TUCIUILIHHBI «OCHOBBI JOKYMEHTUPOBAHUS YIIPABICHYCCKOH Jesi-
TCIBbHOCTW)» ABJISIFOTCA:

— M3YYUTh OCHOBHBIC HOPMATHUBHBIC TMPABOBHIC aKThl U METOJNYECKHUE JIOKYMEHTHI B 00-
JIaCTU JOKYMCHTHPOBAHUSA praBﬂqueCKoﬁ JACATCIIBHOCTH,

— M3YYHUTh OCHOBHBIC BUJIBI M (DYHKIIUH YIIPABJICHYECKOH TOKYMEHTAIINY;

— Cq)OpMHpOBaTB IMMPAKTHUYCCKUC HABBIKKW IMOATOTOBKH PAa3HBIX BHUAOB YIPABJICHYCCKHUX
JIOKYMCHTOB;

— U3YYUTh OCHOBHBIC ITpaBUJIa OpraHru3al BCEX 3TAIIOB pa60TI>I C IOKYMCHTaMHM.

1.3. Buowvt komnemenyuii, hopmupyemole 6 pe3yibmane 0C60eHUA OUCUUNTIUHBL

N3ydenne qucuuminHel «OCHOBBI TIOKYMEHTHUPOBAHUS YIPABIEHYECKOW JNEATEIbHOCTH
HAIPaBJICHO Ha (HOPMUPOBAHHE CICAYIOLIMX KOMIICTCHIIUIL:

1) npoeccronanbubie:

— IK-1: ciocoOeH paBUIbHO YCTaHABIMBAT IOPUINUECKYIO OCHOBY Jielia

1.4. Mecmo oucuyunnunst 6 cmpykmype o0pazoeamenvHoi RPOZPAMMBbL:
JucumrumHa «Buel yrpaBieHYeCKUX JOKYMEHTOBY» OTHOCHTCS K YacTH, pOpMHUpYEeMOH
y4acTHUKaMu 00pa30oBaTeNbHbIX OTHOIICHUN MporpaMMebl biioka 1 «J{ucuurnanHbl (MOLYIIN)».

2. TpeOoBaHus K pe3yJibTATAM OCBOEHMUS
Y4eOHOH TMCUMILINHBI

2.1. Uzyuenne qucuumnHbl «OCHOBBI JOKYMEHTHPOBAHUS YIIPABICHYECKOH JIeSTEIbHO-
CTH» HaNpaBJICHO Ha (OPMUPOBAHUE CICIYIOUIMX KOMIICTCHIIMHA W WHIUKATOPOB MX JIOCTHKE-
HHUI, 3asIBIICHHBIX B 00pa30BaTeILHON MPOrpaMMe:

1) npodeccroHabHbIE:

Haumeno- ®opmupyembIe Koa n naumenoBanue | Coaep:kanue MHIMKA-

BaHue KaTe- HHIMKATOPA J0CTH- TOPA JOCTHKEHH I
ropun kommereHumm (Koz, JKEHHI KOMIIeTeHIHii KOMIIeTeH i
(rpynmsbi)
KOMITeTEH- HaNMeHOBaHHe KoMIle-
ik TEeHIHH)
[Tpumenenue | I1IK-1. CnocoGen npa- [1K-1-U IIpaBunbsHO [IK-1-U-3 3uath cra-
IPaBOBBIX BUWJIBHO YCTaHABJIMBATh orpesieNigeT HOPMY My- | AMM TIpoliecca ycTa-
HOPM IOPHINYECKYIO OCHOBY JIe- | HUIMIAIBHOTO MpaBa, | HOBJICHUS  IOpPHIUYE-
aa MIOJUIeXKAIYIO TPUMe- | CKOIl OCHOBBI Jienia
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HEHUIO Ul paspelie-
HUsI KOHKPETHOU FOpHU-
JUYECKON CUTyaluu

I[IK-1-U-V-1 VYMerhb
HAXOJUTh HOPMY TIpaBa,
MOJJICKAIIYI0  TIPUMeE-
HEHUIO

I[IK-1-U-Y-2 VYMeThb
OCYIIECTBIISITH TIPOBEP-
Ky TNPaBUJIBHOCTH TEK-
CTa akTta, B KOTOPOM
3aKpericHa HOpMa
npaBa

[IK-1-1-VY-3 VYmMeThb
OCYIIECTBIISITH TIPOBEP-
Ky JCHCTBHS BO BpeMe-
HU, B TIPOCTPAHCTBE U
10 KPYry JIMII HOPMBI
mpasa.

I[IK-1-U-Y-4 YMmeTh
VSCHATh  COJEPIKAHUS
HOPMBI ITpaBa.

2.2. 3amiaHUpPOBAHHBIC PE3yJIbTaThl OOYUYCHUS IO TUCIUTUIHHE
BaHUs yIPABICHUYECKOHN IEATEITHHOCTH:

JIOJDKEH 3HaTh:

«OCHOBBI JOKyMEHTHUPO-

— OCHOBBI pa3paOOTKU ¥ BHEIPEHUS YIIPABIECHYECKON TOKYMEHTALIUN;
— OCHOBHbIE HOPMATHBHBIE IIPABOBBIE AKThl 1 METOUYECKUE TOKYMEHTHI B 00JIaCTH JOKY-

MEHTHPOBAHUS YIIPaBIEHYECKOH 1€ TENbHOCTH;
— OCHOBHBI€ BUIbI M (DYHKIIUM YIIPaBJIEHYECKOM TOKYMEHTALUY;
— mpaBwia 0QOPMIICHHUS YIIPABICHUECKUX JJOKYMEHTOB;
— 3Tanbl JOKyMEHT0000pOTa;
— IYTU ONTUMHU3ALUU JOKYMEHTO00O0pOTA.

JloikeH ymeTs:
— pa3palaTbIBaTh U BHEAPATH YIPABIECHUYECKYIO TOKYMEHTAIIHIO;

— HUCIIOJIB30BAaTh IpaBujia COCTABJICHUA U O(bOpMJ'ICHI/Ifl KOHKPCTHBIX BUJI0OB IOKYMCHTOB;,

— PpCaAIN30BbIBATb OTACIBHBIC 3TAlIbI I[OKYMeHTOO60p0Ta.

3. O0béM yueOHOH JUCHHIIINHBI
Ounasn gopma o0yueHus

B! yuebHoii pa6oThi Pacnpenenienue yueOHOro
BpeMeHH
Konumaxkmmuan paboma 54,25
AynutopHbl€ 3aHATHS (BCETO): 54
Jlexyuu 22
Ilpakmuueckue 3anamus 32
Jlabopamopnule 3anamus
[TpomexyTouHas aTTecTanus 0,25
Koncynemayus nepeo sxzamenom
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Dxzamen

3auem 0,25
Pyxosoodcmeo kypcosoii pabomoii
Camocmosamenshnas paboma 53,75
Camocmosmenvras paboma 6 meyeHue cemecmpa 49,75
Hanucanue xypcosoii pabomot
Ilooecomoska k npomedxcymouHot ammecmayuu 4

Bun Texyiuei arrecranuu

KOHTpOJIbHas paboTa

Oouwas mpyooémkocms OUCUUNTUHDBL:

qacwol

108

3ayémuvie eOUHUYbL

3aounas popma oOyueHnust

Buabl yueOHoii padoThI

Pacnpenesienue yueOHOro

BpeMeHH
Konumaxkmmnan paboma 18,25
AynuropHble 3aHATHS (BCETO): 18
Jlexyuu 6
llpakxmuueckue 3anamus 12
Jlabopamopnvie 3anamus
[TpomexyTouHas arTecTanus 0,25
Kouncynomayus nepeo sxszamernom
Oxzamen
3auem 0,25
Pyxosodcmeo kypcosoii pabomoii
Camocmoamenvnas paboma 89,75
Camocmosmenvras paboma 8 meyeHue cemecmpa 85,75
Hanucanue xypcosoii pabomot
Iloocomoeka Kk npomescymouHol ammecmayuu 4

Bup Tekyiei arrectauuu

KOHTpOJbHast paboTa

Oowan mpyooémkocmep OUCYUNIAUHDBL:

qacwel

108

3auémHvie eOUHUYbL

Ou4Ho-3a04Has popma 00yueHHsA

Buabl yuedHoii padoThI

Pacnpenesienne yueOHoro

BpeMeHH
Konumaxkmmnan paboma 42,25
AynutopHbl€ 3aHATHS (BCETO): 42
Jlexyuu 16
Ilpakmuueckue 3anamus 26

Jlabopamopnule 3anamus
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[IpomMexxyTouHas arrecrauus

0,25

Kouncynemayus nepeo sxzamenom

Ox3zamen
3auem 0,25
Koumponvnas paboma
Pyxoeoocmeo kypcosoii pabomoii
Camocmoamenvnan paboma 65,75
Camocmosmenvras paboma 6 meyeHue cemecmpa 61,75
Iloocomosxa konmponvHol pabomoi
Hanucanue xypcosoii pabomot
Iloozomoska k npomedxcymounol ammecmayuu 4

Bup Texymei arrecranuu

KOHTpOJIbHAsI paboTa

Oouwan mpyooémkocmep OUCUUNTUHDBL:

108

yacwel

3ayémubvie eOUHUYbL 3

4. Copep:kanue TeM y4eOHOM JMCUMILINHBI

HaumenoBaHue TeMbl
yueOHOH TUCHHUILIMHBI

Conep:xkanue TeMbl

Tema 1. HopmaruBHble
MPaBOBBIE M METOJIUYECKUE
OCHOBBI  JJOKYMEHTAaI[MOH-
HOTO OOECTICUCHUSI YIIpaB-
JeHUs
(MK-1)

[ToHsATHS «HOpPMATUBHBIN MpaBoBOi akT», Kiaccudukauus u cu-
CcTeMa HOPMATHUBHBIX IIPABOBBIX aKTOB, CBONCTBO IOpUAMYECKON
CHJIBI HOPMaTHUBHOI'O MPaBOBOro akTa, IIpaBoBoe perynupoBaHue
paboTel ¢ wHpOpMaImel, PerimamMeHTanus JeIONPOU3BOJICTBA B
opraHax BJacTU W yHpaBjeHus, Meronuueckoe obecrieueHue Je-
JIOTIPOU3BOJICTBA B T'OCYJIaPCTBEHHBIX OpraHu3auusx, [IpaBoBbie
OCHOBBI HCIIOJIb30BaHUs O(PUIMATBHBIX CUMBOJIOB B JJOKYMEHTaX,
[TpaBoBbIE OCHOBBI CO3/1aHUS ANEKTPOHHBIX JTOKYMEHTOB U pado-
Tl ¢ HUMH, [[paBoBBIE OCHOBBI apXUBHOTIO Jena, [IpaBoBbIe OCHO-
BbI pa0bOTHI ¢ 0OpalieHusIMHU rpaxkjaaH, [IpaBoBbie OCHOBBI pabOThI
C JOKYMEHTaMH COAEpKalllMU rOCyJapCTBEHHYIO TaiiHy, IIpaBo-
BOE PEryJIMpoBaHUE pabOThI C TIOKYMEHTAMHU, COJAEPKAIIUMHU CBE-
JIeHUs KOH(UIEHIMAIBHOro XapakTepa, IIpaBoBble OCHOBBHI HcC-
M0JIb30BAaHUS O(UIIMATIBHBIX S3BIKOB B pabOTe C JOKYMEHTaMH,
HanmonaneHble cTaHAapThl B 00JacTu jAeiaonpou3BojacTBa, Hop-
MaTHBHBIE TIpaBoBble akThl Pecriyonuku Komu B o0nactu paboThl
C IOKYMEHTaMH.

Tewma 2. Cuctemsl 10Ky-
MEHTAallUH U BUJIBI IOKY-
MEHTOB

(ITK-1)

OcHOBHbIE TEpMHUHBI U onpeneneHus, Kinaccudukaius nokymeH-
TOB, CHicTeMa OpraHM3alMOHHO-IPaBOBOM JOKyMeHTanuu, Cu-
cTeMa pacrlopsAaIuTeIbHON TokyMeHTauu, Cuctema nHbopmaIu-
OHHO-CIIPAaBOYHOM JToKyMeHTaluu, Cucrema miaHoBOM JOKYMEH-
tauu, CucrteMa OT4ETHOM JOKyMeHTanuu, CucremMa y4eTHOU J10-
KyMeHTaluu, CucteMa JOroBOPHOM JOKYMEHTAIUH.

Tema 3. OOmIMe TPUHITUTIBI
OpTaHHU3aIUH J1eJIONPOU3-
BOJICTBA U JIOKYMEHTHPOBA-
HUS yIIPaBICHUYECKOM Jies-
tenpHOCTH ([TK-1)

OO6mre MPUHIKAITBI OpPTaHU3AINH IeTOTIPOU3BOICTBA, OOIIIHE
MPUHIIMITBEI OPTaHU3alUN JOKYMEHTO000pOTa, OOIINE TPUHIIUITHI
JIOKYMEHTHPOBAHUSI.




Tewma 4. OGmue npaBuia I'OCT P 7.0.97 — 2016. IIpaBuna odopmiieHUs OTACITBHBIX PEK-
MOJATOTOBKU U OPOPMIICHUSI | BU3UTOB JOKYMEHTOB.
nokymentoB (ITK-1)

Tewma 5. [IpaBuia noaro- [TpaBuia moaAroTOBKH U 0O(hOPMIICHHUSI OPTaHU3ALMOHHO-TIPABOBBIX
TOBKHU U OOPMJICHUS KOH- | JOKYMEHTOB, PACHOPSAAUTENbHBIX JOKYMEHTOB, HH(POPMALIMOHHO-
KPETHBIX BUJIOB IOKyMEH- | CIIPABOYHBIX JOKYMEHTOB.

toB (ITK-1)

Tema 6. Opranuzanus 10- | OOmIas xapakTepucTHKa JOKYMEHTOOTOKOB. [IpaBuita paboTsl ¢
KyMEHT0000pOoTa BXOJSIIIUMH JoKyMeHTaMu, [IpaBuiia paboThbl ¢ HCXOASLMMHU J0-
(IMK-1) KymeHTamH, [IpaBusna paboTbl ¢ BHyTPEHHUMH JIOKYMEHTAMH,

[TpaBuiia TeKyIIero XxpaHeHus: JOKYMEHTOB U MEpelauu UX B ap-
XUB U HA YHUUYTOXXCHHE.

Tema 7. JlokanbHbI€ HOP- HNucTpykIusa no aenonpou3BoacTBy, [looxkeHne o CTpyKTypHOM
MaTHBHBIE aKThI B 001acTH | ofpasaenennn, Tadens u ans60M GpopM JOKYMEHTOB, rpaduk
JIOKYMEHTAIMOHHOTO 00ec- | TIOKyMeHToo0opoTa, HomeHkarypa fei1, MHble JTOKaJIbHbIE aKThI.
NIEYEHHUS YIIPABICHUS OnTtuMuzanus J0KyMeHT0000poTa M cXeM (DYHKIIMOHATBHBIX
(ITK-1) B3aMMOCBS3€H MEXIy NoIpa3aeeHusIMU

5. Y4ebHo-MeToaMYecKOe M HH(POPMALMOHHOE 00ecieueHrue YUeOHOH TUCHMILTHHBI

5.1. Ocnosnaa numepamypa:
1. Kyzuenos, C.JI. CoBpeMeHHBIE TEXHOJIOTHUU JOKYMEHTAIIMOHHOTO OOECIeUeHUs YIpaB-

nenus : y4e6. mocoome / C. JI. Ky3nenos ; mox pen. T.B. Ky3nenosoii. - Mocksa : U3narens-
ckuii om MOU, 2010. - 231 c.

2. Hupokosa, E.1. Opranu3armus ¥ TEXHOJIOTHS JTJOKyMEHTAIIMOHHOTO 00CCIICUSHUS yIpaB-
nenus : yue0.- meroa. mocobue / E. Y. llupokosa ; Komu pecrydbnukaHnckast akaa. roc. CIyKObI
u ynpasieHus . - CoiktbiBKap : M31-80 KPAI'CuY, 2012. - 140 c.

5.2. /lononnumenvnan numepamypa:

1. ApacnanoBa, B.A. JlokymMeHTallMOHHOE OOecreueHne ympaBieHHs: y4eO.-pakT. Moco-
oue / B.A. ApacnaHosa. — Mockaa: [upexr-Menua, 2013 /! -
URL.: http://biblioclub.ru/index.php?page=book&id=137706.

2. TI'punbepr, A.C. JloxymenranuoHHoe oOecneuenue ympasienus / A.C. ['punbepr,
H.H. TI'op6aués, O.A. Myxamermmnaa. — Mocksa : FOuutu-/lana, 2015. — 391 c. : tabn., rpad.,
WL, CXEMBI - Pexxum JIOCTyTIA: o TIOJITTUCKE. -
URL: http://biblioclub.ru/index.php?page=book&id=115031.

3. Poroxwun, M.IO. [lenonpousBoactro: kypc jnekmnuii / M.}O. Poroxxun. — Mocksa ; bep-
muH : [Jwupexkr-Menua, 2014. — 229 c. : un. — PexuMm JocTyna: 0o TOJMNUCKE. —
URL.: http://biblioclub.ru/index.php?page=book&id=253702

4. Poroxun, M.IO. JlokymeHTanuonHoe obecrneuenue ympasienus / M.FO. Poroxun. —
Mocksa ; bepnun : [qupekr-Menua, 2014. — 398 c. : wi1. — PexxuM noctyna: 1o noamnucke. —
URL: http://biblioclub.ru/index.php?page=book&id=253705.

5.3. Ilpogheccuonanvnvie 6azvt OaHHBIX, UHPOPMAUUOHHO-CRPABOUHBIE U NOUCKOBbIE
cucmemol:

1. CnpaBouno-npaBoBas cucrema «Koncynbrant [Tnrocy.
2. DIeKTpOHHO-OMOIMOTEeUHasl cUcTeMa «Y HUBEPCUTETCKasi OMOIMOTeKa OHIANH.



http://biblioclub.ru/index.php?page=book&id=137706
http://biblioclub.ru/index.php?page=book&id=115031
http://biblioclub.ru/index.php?page=book&id=253702
http://biblioclub.ru/index.php?page=book&id=253705

5.5. Pecypcol ungpopmayuonno-meneKoOMMyHuKayuonnou cemu «Mumepnuemy:
1. Caiit Becepoccuiickoro Hay4HO-MCCIEA0BATEIbCKOTO MHCTUTYTA IOKYMEHTOBEICHUS U
apxuBHOTrO jaena http://www.vniidad.ru/

5.6. Hopmamuensvie npasoevie akmovl u Memoouyeckue 00KymMeHmupl:

Tpynosoii konekc Poccuiickoit @eaepanun ot 30.12.2001 Ne 197-D3;

I'paxxnanckuii kogexc Poccuiickoit @enepannu (yactsb nepsasi) ot 30.11.1994 Ne 51-03;

I'paxxnanckwuii kogekc Poccuiickoit @eaepanmu (yacth Bropasi) oT 26.01.1996 Ne 14-D3;

denepanbHbIii KOHCTUTYIMOHHBIH 3ak0H OT 25.12.2000 Ne 2-®DK3 «O I'ocynapcTBeHHOM
repbe Poccutickoit deneparuny;,

®enepanbublii 3akoH oT 27 .07.2006 Ne 149-03 «O06 unpopmanmu, HHPOPMALUOHHBIX
TEXHOJIOTHSX U O 3alUTe UHPOPMAIHH;

®enepanbubiii 3akoH 0T 06.04.2011 Ne 63-D3 «O0 37€KTPOHHOM MOTUCHY;

®denepanbublii 3akoH 0T 22.10. 2004 Ne 125-03 «O6 apxuBHOM aene B Poccuiickoit dDe-
Jeparm;

®enepanpubiit 3akoH oT 02.05.2006 Ne 59-D3 «O mopsimke paccMOTpeHUs oOparieHui
rpaxaad Poccutickoit @enepanun;

®enepanbhblil 3akoH 0T 27.07.2006 Ne 152-03 (pen. ot 31.12.2017) «O nepcoHalbHBIX
JTAHHBIX;

@OenepanbHblil 3akoH 0T 29.07.2004 No 98-D3 (pex. ot 18.04.2018) «O xommepueckon
TalHEY;

®enepanbubiil 3akoH o1 01.06.2005 Ne 53-D3 «O rocymapcTBeHHOM si3bike Poccuiickoit
denepaununy;

3akoH PO ot 25.10.1991 Ne 1807-1 «O s3pikax HapoaoB Poccuiickoit denepanuny,

3akoH P® ot 21.07.1993 Ne 5485-1 (pen. ot 29.07.2018) «O rocymapcTBEHHOHN TaliHE;

[TocranoBnenue [IpaButensctBa PO ot 15.06. 2009 Ne 477 «O06 yrBepxaenuu [IpaBun
JIeTTOTIPOU3BOICTBA B (heIepaIbHBIX OpraHaX UCIOIHUTEIBHOM BIACTIY;

MeTtoauyeckue peKOMEHIAINH 10 pa3pad0TKe HHCTPYKIIMH 1O IeJI0MPOU3BOICTBY B (e-
JIepaIbHBIX OpraHax MCIOJHUTENbHON BinacT yTB. [Ipuka3zom Pocapxusa ot 23.12.2009 Ne 76;

[Tpukas Pocapxusa ot 11.04.2018 Ne 44 «O06 yrBepxxnenuu [IpumepHOit HHCTPYKIMH 11O
JIeTTOTIPOU3BOICTBY B TOCYJAPCTBEHHBIX OPTaHU3AIUIX»;

ITocranosnenue IlpaButensctBa Poccuiickoit @eneparuun ot 27.12.1995 Ne 1268 «O06
YIOPSI0YCHUH H3TOTOBJICHUS, UCTIONB30BAHUS, XPAaHCHHS M YHUUITOXKCHHSI TICUaTeil M OJTaHKOB C
Bocmpou3BeaeHueM [ 'ocygapctBenHoro repba Poccuiickoii @eneparumy,

[Toctanosnenue IlpaButensctBa PO ot 22.09.2009 Ne 754 (pen. ot 17.10.2017) «O6
yrBepxkaeHun [lonoxeHus o cucreMe MeXBEIOMCTBEHHOTO SJIEKTPOHHOTO JOKYMEHTO000pOTay;

[Tpuka3z MunkynsTypbl Poccuu ot 25.08.2010 Ne 558 (pen. ot 16.02.2016) «O6 yTBep-
xkaeHuu [lepedns TUTIOBBIX YIPABICHYECKUX apXUBHBIX JOKYMEHTOB, 00pa3yIOIIMXCs B MPOIIeC-
ce JeSITeIbHOCTH TOCYAaPCTBEHHBIX OPraHOB, OPTaHOB MECTHOT'O CAMOYIPABJICHHUS M OpraHU3a-
[IUH, C YKa3aHUEM CPOKOB XpaHEHUS»;

[Tpuka3z MunkyneTypsl Poccun ot 31.03.2015 Ne 526 «OO0 yTBepkIeHHH TIpaBUI Opra-
HU3AlUU XpPaHEeHUsI, KOMIUIEKTOBAaHUS, Y4eTa 1 MCIOJIb30BaHUs JOKYMEHTOB ApXHUBHOTO (hOoHIA
Poccniickoit @enepanny U Ipyrux apXUBHBIX JTOKYMEHTOB B OpraHax roCyJ1apCTBEHHOM BIIACTH,
OpraHax MECTHOTO CaMOYIPABIEHUS U OPTaHU3ALIUIX »;

Vka3 IIpesunenta PO ot 30.11.1995 Ne 1203 (pen. ot 03.09.2018) «OO0 yTBepKAeHUH
IlepeuHs cBeeHUI, OTHECEHHBIX K TOCYIapCTBEHHOW TalHEY;

[Toctanosnenue IIpaBurensctBa PD ot 06.02.2010 Ne 63 (pen. ot 29.12.2016) «O6
yTBepkACHUH MHCTPYKIIMH O MOPSIKE TOMYyCKa TOJKHOCTHBIX JUI] U TpaxnaH Poccuiickoit de-
JIepalliy K TOCYJTapCTBEHHOW TallHE»;

[TocranoBnenne [IpaButenbctBa PD ot 23.07.2005 Ne 443 (pen. ot 18.03.2016) «O6
yrBepxkaAeHun llpaBun pa3paboTKu NepeyHs CBEIACHHMM, OTHECEHHBIX K TIOCYIapCTBEHHOU
TaiiHeY;


http://www.vniidad.ru/

[TocranoBnenne [IpaButenbctBa PO ot 04.09.1995 Ne 870 (pen. ot 18.03.2016) «O06
yrBepxkaAeHuH [IpaBusl oTHECEHMs CBEIEHHM, COCTaBISIIOIIMX TOCYAapCTBEHHYIO TalHY, K pa3-
JMYHBIM CTETICHSIM CEKPETHOCTHY;

[Toctanosnenue [IpaBurenscTtBa PO ot 01.11.2012 Ne 1119 «O6 yrBepkaeHun TpedoBa-
HUH K 3aIIMTE MePCOHAIBHBIX TaHHBIX MPH UX 00paboTKe B MHPOPMAIIMOHHBIX CUCTEMAxX Mepco-
HAJIbHBIX JTAHHBIX);

[TocranoBnenne [IpaButensctBa PO ot 15.09.2008 Ne 687 «O6 yrBepxkaenuu Ilomoxe-
HUSL 00 0COOCHHOCTSX 00pabOTKM MEPCOHATIBHBIX JaHHBIX, OCYILECTBISEMON 0€3 MCIOJIb30Ba-
HUS CPEJICTB aBTOMATU3ALIUN;

[Tocranosnenue [IpaBurensctBa P® ot 03.11.1994 Ne 1233 (pen. ot 18.03.2016) «O6
yrBepxkaeHnH [TomoxxeHus o mopsake oOpamieHus co Ciry:ke0Hoi nadopmMareir orpaHuYeHHOTO
pacnpocTpaHeHHs B eiepalibHbIX OpraHax HCIOJIHUTEIbHON BJIACTH, YIIOJIHOMOUYEHHOM OpraHe
yIpaBJIEHUS MCIIOJIb30BAaHUEM aTOMHOM SHEPTHH U YIMOJTHOMOUYEHHOM OpraHe M0 KOCMHYECKOU
JESITEIIbHOCTHY;

I'OCT P 7.0.8-2013. HanmonansHblii crangapt Poccuiickoit @enepanuu. Cucrema craH-
IapToB 1Mo uH(OpMaluy, OUOIMOTEYHOMY U U3JaTelIbCKOMY Jeny. Jlemonpou3BOACTBO U ap-
xuBHOE s1e10. Tepmunnl u onpeaenenus (ytB. Ilpukasom Poccranmapra ot 17.10.2013 Ne 1185-
CcT);

I'OCT P 7.0.97-2016. Cucrema cranaapToB 1o MHGOpPMAIUU, OMOIMOTEYHOMY M U3/a-
TenbcKoMy feny. OpraHuzalioHHO-paclopsiAuTenbHas JoKkyMeHTanus. TpeboBanus K odopm-
nenuto okymMeHToB (yTB. Ilpukasom Poccranmapra ot 08.12.2016 Ne 2004-cT);

3akoH PecniyOnuku Komu ot 06.06.1994 Ne X11-20/1 «O TI'ocynapctBennom repoe Pec-
nyonuku Komuy,

[TocranoBnenue [IpaButenbcrBa Pecriybnuku Komu ot 11 despans 2015 roga Ne 58 «O6
YTBEP)KJICHUH TUIIOBOM MHCTPYKLIUU IO JICIOTPOU3BOJCTBY B OpPraHax B CUCTEME HUCIIOJTHHUTEIb-
Hoii BacTu Pecyonuku Kommy,

[TocranoBnenne [IpaButenscTa Pecniyommku Komu ot 20.09.2011 Ne 396 «O6 opranu-
3alliM MEKBEJOMCTBEHHOM CHUCTEMBI 3JIEKTPOHHOTO JOKyMeHTooOopoTa» (BmecTe ¢ [lonoxenu-
€M O MEKBEJIOMCTBEHHOM CHCTEME DJICKTPOHHOTO IOKYMEHTO000POTa).

6. CpencrBa obecrieyeHHs 0CBOCHHS Y4eOHOI JMCIUTIIMHBI

B yueGHOM mporiecce mpu peanu3anui yaeOHOH AUCHUILTUHBI «OCHOBBI IOKYMEHTHPO-
BaHUs yIPaBICHUECKOH JEATEIbHOCTU UCIIONB3YIOTCS CIEAYIOLINE IPOrpaMMHbIE CPEJICTBA!

Hn¢opmauuonnbte mexHon0- Hepeueub RpPOCPAMMHOZO obecneuenus u unqbopmauuounbtx

euu CHPABOUHBIX cucmem
OducHsrii maket st padotsl ¢ | Microsoft Office Professional
JIOKYMEHTaMH LibreOffice

HNndpopmannonno-cnpasounsie | CripaBouHo-npaBoBas cucrema "Koncynbrant [Tnroc"

CUCTEMBI CrnpaBouHo-nipaBoBas cucrema "'apant"

DIeKTPOHHO-OMOINOTEUHBIE OBbC «YHuBepcuteTckast OMOIMOTeKa OHJIAHH

CHCTEMBI Hayunas snektponnas Oudnanoreka (Www.e-library.ru)

HarmonanwsHnas anekrponnas 6ubnuoreka (https://H36.pd)

DJIEKTpOHHAs 110YTa DneKkTpoHHas mouTa B joMeHe Krags.ru

CpenctBa misi opranuzanuu | CepBHUCH BeO- M BUACOKOH(PEPEHIICBS3H, B TOM YHUCIIE
BeOMHapoB, TenemoctoB u | BigBlueButton
KOH(pepeHInn



http://www.e-library.ru/

ComnpoBoXkIeHHE OCBOCHUS TUCIHIUIHHBI 00YYaIOIIUMCS BO3MOXKHO C HCIOJIh30BaHUEM
AIIEKTPOHHOHN MH(pOopMaoHHO-00pa3oBarenabHOl cpeasl [OY BO KPAI'CuY, B Tom uncie 06-
pa3oBaTenbHOT0 opTana Ha ocHoBe Moodle (https://moodle.krags.ru).

7. MaTepuajibHO-TEXHUYECKOE o0ecrneyeHmne
OCBOEHUS Y4eOHOM IMCIUIITTHHBI

[Ipu npoBeneHun y4eOHBIX 3aHATUA MO gUcHUIUIMHE «OCHOBBI JOKYMEHTHPOBAHUS
YIPaBJICHUYECKOW NEATEIbHOCTHY» 3aJeiCTBOBaHA MaTepualibHO-TeXHHUYeckas 0Oaza ['OY BO
KPAI'CuY, B coctaB KOTOpPOM BXOJAT CIAEAYIOIIUE CPEACTBA U PECYPCHI IS OPraHU3alluyd CaMo-
CTOSATEIHFHOU U COBMECTHOM pabOThI 00YJAIOIINXCS C MPETO0/IaBATEIICM:

— CIlelUalbHbIE TTOMEIICHUS AJIsl pealnu3aliy JaHHOW IUCHUIUIMHBI MPEICTaBIsIoT COo-
00i1 yueOHbIC ayIUTOPUU JUJISl IPOBECHUS 3aHATUM JICKIIMOHHOTO THUIIA, 3aHATUNA CEMUHAPCKOTO
THUIIA, TPYIIOBBIX U UHIUBUAYAIbHBIX KOHCYJIbTALMMA, TEKYIIEr0 KOHTPOJS U MPOMEKYTOUHON
aTTECTaIlMH, a TaK)Ke TTOMEIECHUSI JJISI CAMOCTOATEIbHON pabOThI U MOMEIIEHUS ISl XPaHSHUS U
npoUIaKTHYECKOro OO0CIyXuBaHus y4eOHOro obOopynoBanus. CrenuanbHbIE MOMEIECHUS
YKOMIUICKTOBaHbI CIEIUAM3UPOBAHHON MEOeIbl0 M TEXHHYSCKUMHU CPEACTBAMH OOYYCHUS,
CIIy)KaIllMMU JJIsl TpeJCTaBlIeHus yuyeOHOW MHopManuu OOJBIION ayIuTOpUHU, HabopaMu Je-
MOHCTPAIIMOHHOT'O 000PY/I0BaHMS U Y4€OHO-HATIISIHBIX TTOCOOUH, 00€CTIeUnBAIOIINX TeMaTHYe-
CKH€ WTIOCTPAIINH;

— TIOMEIIEHUE ISl CAaMOCTOSITETIbHON PabOThl OOYYAIOMIMXCSI OCHAIIEHO KOMITBIOTEPHOMN
TEXHUKOW C BO3MOXKHOCTBIO MOAKIIOUEHUs K ceTu «MHTepHeT» M obecrneueHueM JOoCTyma B
AIIEKTPOHHYIO HHPOPMALMOHHO-00pa30BaTENBHYIO CPEly OpraHu3allny;

— KOMIIBIOTEPHBIE KJIACChI, OCHAIIICHHBIE COBPEMEHHBIMU MTEPCOHATBHBIMU KOMIIBIOTEPAMH,
paboTaIONIMMH TIOJT YIIPABICHUEM OIEPAMOHHBIX cucTteM Microsoft Windows, oO0beqHEHHBI-
MU B JIOKaJIbHYIO CETh U HMEIOIIUMHU BbIX0J B IHTEpHET;

— Oubmmoreka  AKaneMHH, KHIKHBIH  (OHI  KOTOPOH  COJOEPKHT  HAy4dHO-
HCCJIEIOBATENBCKYIO JTUTEPATYPy, HAYUHBIC KYPHAIBI U TPY/Abl HAYYHBIX KOH(EPEHIINI, a TaKKe
YUTATbHBIN 3aJT;

— cepBepHOE 000pyI0BaHNUE, BKIIIOYAOIIEe, B TOM YHCIIEe, HECKOIBKO cepBepoB cepun IBM
System X, a Taxke BUpPTyaJIbHbIE cepBeEpa, paboTaroLIUE M0 YIPABICHUEM ONEPALMOHHBIX CH-
ctem Calculate Linux, Bkirouennoit B Peectp Poccuiickoro I10;

— CETeBOE KOMMYTAIIMOHHOE 000pyI0oBaHWE, 00ecleynBaroliee padoTy JIOKAIbHONU CETH,
MpelocTaBlIeHue N0CTyMa K ceTu MHTepHeT ¢ o01ieit ckopocThio moakatodenust 100 Mout/cek, a
TaKke padoty 6ecpoBoHOTO cerMeHTa cetu Wi-Fi B moMeneHusx AkajieMuu;

— UHTEpaKTUBHbBIE HHPOpPMAIIMOHHBIE KHOCKH «HOY;

— IPOrpaMMHBIE U allllapaTHbIE CPEJCTBA IS MPOBEECHUS BUICOKOH(PEPEHIICBSI3H.

Kpome TOro, B oOpa3zoBaTeiabHOM IMpolecce O0yJaroIMMHCS LIMPOKO HCHOIb3YIOTCS
CJIEIYIOIINE AJIEKTPOHHBIE PECYPCHI:

— ceTb Internet (ckopocth noaxarouenus — 100 Mout/cek);

— caift https://www .krags.ru/;

— OecrpoBonaHas ceth Wi-Fi.

KonkpeTHble TOMENIeHUs UIsi OpraHu3aluu 00ydeHus 1Mo aucuurinae «OCHOBBI JIOKY-
MEHTHUPOBAHUS YIPABICHUECKON NEATEIbHOCTUY» OMPENEISIFOTCS paclucaHueM Y4eOHBIX 3aHs-
TAH ¥ TPOMEXKYTOUYHOU arrtectaruu. OO0OpymoBaHHE W TEXHMYECKOE OCHAICHUE ayJIUTOPHH,
MPEJICTaBJICHO B MacmopTe cooTBeTCTRYOMMX kabuHetoB 'OY BO KPAI'CuV.
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PA3SJEJ Il. METOAUYECKHUE MATEPHAJIbBI

BaxuelmmM ycaoBueM yCHEIHOTO OCBOSHHS MaTepuraa sSBJsIeTCs TNIaHOMEepHasi paboTa
o0yyaroIerocsi B Te4€HUE BCEro Mepuoja N3ydeHus TUCHMILIMHBL. OOydaromiemycst Heo0Xoau-
MO O3HAaKOMHTBCS CO CIEAYIOIEeH yueOHO-METOJMUECKON TOKyMEHTAalUel: TporpaMMoil ucIu-
IUIMHBL; Y4€OHUKOM M y4eOHBIMHU MOCOOUSMM IO JUCLMILIMHE; 3JEKTPOHHBIMHU PECypcaMu I10
JUCLUIUIMHE; METOJUYECKUMHU U OLICHOYHBIMU MaTeprallaMy 110 JUCLUILINHE.

VYuebHbIil npouecc Nmpu peaau3aldy AUCLHUIUIMHBL OCHOBBIBAETCS Ha MCIIOJIb30BAaHUU
TPaIUIIMOHHBIX, THHOBAIIMOHHBIX U HH()OPMAIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHHA.

TpaaunnonHele 00pa3oBaTeIbHbIE TEXHOJOTUHM NPEACTABICHbI JeKYUAMU U 3AHAMUAMU
CEMHUHAPCKOro TUMA (MIPAaKTUYECKUE 3aHATHUSA).

MHHOBanmoHHble 00pa30BaTeIbHbIe TEXHOIOIMH MCIIOJIB3YIOTCS B BUJE LIUPOKOTO MpPH-
MEHEHHUSI aKTUBHBIX U MHTEPAKTHBHBIX (POPM MPOBEICHUS 3aHATHIA. AyTUTOpHAas paboTa o0yda-
IOLIMXCS TTPelyCMaTpUBaET JIEKIUU-TIPE3CHTALIUH, aHAJIU3 IPAKTUYECKUX CUTYalUH, TOATOTOBKY
JIOKYMEHTOB.

HNudopmannonHbie 00pa3oBaTeibHbIE TEXHOJOIMU PEATM3YIOTCS IyTeM aKTHUBU3ALMU
CaMOCTOSITEIILHON padOThI 00YJAOIIUXCSl B MHPOPMAITMOHHON 00pa30BaTeIbHOM cpelie.

Bce aynutopHble 3aHATUS HPECIENYIOT Lellb 00eCHeueHHs] BBICOKOI'O TEOPETHYECKOrO
YPOBHS U TIPAKTUYECKOI HAIIPAaBICHHOCTH O0YYCHUSI.

Iloozomoexa K NeKYUOHHBIM 3AHAMUAM

B xozxe nexuuii npenogaBarenp U3jiaraeT U pa3bsCHIET OCHOBHBIE U HAauOOJIEE CII0KHbBIE
HOHATHUS TEMBI, a TAK)XKE CBSI3aHHbIC C HEHM TEOpEeTUUECKUe U MpakTHYeCKue MpoOIeMsbl, 1aeT pe-
KOMEHJIAIIMH TI0 TIOATOTOBKE K 3aHATHUSM CEMHUHAPCKOTO THIA W CaMOCTOSTENIbHOW padote. B
XO/I€ JIGKLIMOHHBIX 3aHATUI 00ydaromemMycs cieyeT BeCTH KOHCIIEKTHPOBaHHE y4eOHOro MaTe-
puana.

C nenbro obecnieueHus yCHeIHOro OCBOSHHsI TUCIMITIMHBI 00y4aroLuiics JOIKEH ToTo-
BUThCSA K JeKuuu. [Ipu 3ToM HEOOX0AMMO:

- BHUMATEJIbHO IPOYUTATh MaTepHall MpeAbIAyLeH K,

- O3HAKOMUTBHCA C Y4E€OHBIM MaTepHaJOM JIEKIIMU [0 PEKOMEHIOBAHHOMY Y4EOHUKY
U/ yaeGHOMY OCOOHUI0;

- YSICHUTh MECTO M3y4aeMOU TeMbI B CBOEH MpoeCCHOHATbHON MOITOTOBKE;

- 3amucaTh BO3MOXHBIE BONPOCHI, KOTOPbIe 00yYaroIUiics MpenoaraeT 3aaTh npemno-
JIaBaTellto.

Iloozomoeka K 3aHAMUAM CEMUHAPCKO20 MUNaA

DTOT BHUJI CAMOCTOSITENILHON pabOThl COCTOUT U3 HECKOJIBKHX 3TAIOB:

1) moBTOpEeHUE M3y4yEeHHOro MaTepuaina. J{jas 3TOro MCHoNb3yIOTCS KOHCIEKTHI JIEKLIUH,
PEKOMEH/I0BaHHasi OCHOBHAs U JIONOJHUTEIbHAS JIUTEPATYpa;

2) yrayOnenue 3HaHMH 1o Teme. i1 3TOro peKOMEeHAyeTcs BBIIUCATh BO3HUKIINE BO-
IPOCHI, UCIIOJIb3YEMbIE€ TEPMUHBI;

3) mOJAroTOBKA JTOKJIAJO0B 110 TEMaM, IIpelaraéMbIM MPernoAaBaTesieM, WK aHaJIN3 Mpak-
TUYECKUX CUTYyalUH U Jp.

IIpn MoAroToBKE K 3aHATUSAM CEMHHAPCKOTO THUIIA PEKOMEHIYETCS C LENbI0 MOBBIIICHUS
ux 3¢ pexTUBHOCTH:

— YZAEJATh BHUMaHHE pa300py TEOPETUUECKUX BOIIPOCOB, 0OCYX/IaEMbIX Ha JIEKLIUSX;

— YIeNnaTh BHUMaHHE KPaTKOMY MOBTOPEHUIO TEOPETUYECKOT0 MaTepuasa, KOTOpPbIi Hc-
MI0JIB3YETCS MPU BBINOJIHEHUH TPAKTUYECKUX 3aaHMI;

— BBINOJIHSTH BHEAYIUTOPHYIO CAMOCTOSITENIbHYIO paboTy;

— CTaBUTh NPOOJIEMHBIE BOIPOCHI, 10 BO3MOXKHOCTH MCIOJIb30BATh MPUMEPHI C MPAKTH-
YECKUM COJIEpIKAHUEM;

— BKJIKOYATbCA B MCIOJb3YEMBIE NPU MPOBEACHUM NPAKTUYECKHUX 3aHATHI aKTHBHBIE W
MHTEPAaKTUBHbBIE METObI O0OyUEHUSI.
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[Tpu pa3bope mpuMepoB B ayTUTOPUU WIIM JIOMa L€JIeco00pa3Ho KaxIblii uX HUX 000C-
HOBBIBaTh TEMH WM UHBIMU TEOPETHUECKUMHU MOJIOKCHUSIMH.

AKTHBHOCTb Ha 3aHATUSAX CEMUHAPCKOTO TUIIA OLIEHUBAETCS 10 CIEAYIOINUM KPUTEPUSIM:

— OTBETHI Ha BONPOCHI, IIPe/laraeMple IpenoaBaTesieM;

— YYacTH€ B TUCKYCCHSIX;

— BBINIOJHEHHE IPOEKTHBIX M UHBIX 3a/laHUI;

Opzanuszayus camocmoamenvHoi padomoi

CamocrodrenbHas pabora o0ydaromuxcs MpeacTaBiaseT co00H Mpolecc aKkTUBHOIO, Iie-
JICHAIIPABICHHOTO MPUOOPETEHNUS MU HOBBIX 3HAHWI, yMEHHI 03 HeTOCPEACTBEHHOTO y4acTus
IpernoJiaBaTess, XapakTepU3YOIIMNACS IPeAMETHOW HalpaBIeHHOCThIO, 3()()EKTUBHBIM KOHTPO-
JIEM U OLICHKOM pe3yJIbTaTOB JIEATEIBHOCTH 00y4aronerocs.

3agayaMu CaMOCTOSITEIbHON paOOThI SBIISIFOTCSA:

—  CHCTEMaTHu3allMs U 3aKPEIUICHUE IOJIyUEHHBIX TEOPETUUYECKUX 3HAHUW U IpaKTUde-
CKUX YMEHUH M HAaBBIKOB 00YyYaroInXCs;

—  ymIyOJieHuE U paclIupeHUe TEOPETUUECKUX 3HAHUI;

— (opMupoBaHHE YMEHMH HCIOJIb30BaTh HOPMATUBHYIO M CIIPAaBOYHYIO JOKYMEHTa-
LIUIO0, CIIELIMATIbHYIO JIUTEPATYpPY;

—  pa3BUTHE NO3HABATEJIbHBIX CIIOCOOHOCTEH, aKTUBHOCTH OOYUarOIIUXCsl, OTBETCTBEH-
HOCTU U OPIaHHW30BAHHOCTH;

— (opMupoBaHHE CAMOCTOSTEILHOCTH MBILUIEHHS, TBOPYECKONH MHUIMATUBBI, CIIOCOO-
HOCTEH K CaMOpa3BUTHIO, CAMOCOBEPIIIEHCTBOBAHUIO U CaMOpealn3allly;

—  pa3BUTHE UCCIIEOBATEIbCKUX YMEHUI U HAaBBIKOB.

[Ipy wm3ydeHUU IUCUUIUIMHBI OpPraHU3alMsl CaMOCTOSITEIbHOM paboThl 00ydarommxcs
npezcTaBisieT COOON eIMHCTBO TPeX B3aUMOCBSI3aHHbIX (HOpM:

1) BHeayiuTOpHas caMoCTOsITeNIbHAsA padoTa;

2) ayauTopHas caMOCTOSITelIbHas pPaboTa, KOTOpas OCYILECTBIISETCS IOJ Herocpea-
CTBEHHBIM PYKOBOJICTBOM IIpEIOJIaBaTeNsl IPU MPOBEACHUM MTPAKTUUYECKUX 3aHATHI U BO BpEMs
YTCHHS JCKIUIA;

3) TBOpUeCKas, B TOM YHCJIE HAYYHO-HCCIIEA0BaTeIbCKas padoTa.

Ilepen BbImosHEHHEM O0YYarOIMMUCS BHEAYAUTOPHOW CAMOCTOSITEIbHOW pabOThI Ipe-
10/1aBaTellb MOXKET JJaBaTh Pa3bsICHEHUS MO BBHIIOJHEHUIO 3aJaHKsl, KOTOPbIE BKIIIOYAIOT:

— LIeJb U COACPKAHNE 3a1aHuUs;

— CPOKH BBIIIOJIHEHUS;

— OPHUEHTHPOBOUYHBIA 00BEM PabOTHI;

— OCHOBHBIE TPEOOBaHHUSA K pe3yJibTaTaM pabOThl U KPUTEPUU OLICHKHU;

— BO3MOYKHBIE TUITMYHbIE OIIMOKH ITPH BHITOJIHEHUH.

KonTtponb pe3ynbTaToB BHEAYJUTOPHON CaMOCTOSITENHHOM pabOThl OOYYAIOIIUXCS MO-
KeT MPOXOANUTh B MUCbMEHHOM, YCTHOW MIIM CMEIIaHHOH (opme.

WNuorpa mpenopaBarens JUisl TEMATHUYECKUX 3aHATUSAX CEMHUHAPCKOrO THUIIA IOpydYaeT
o0yyaromuMcsi MOATrOTOBUTH JoKhajA. Ilpu moaroroBke noknana, MOab3ysSCh Pa3lIU4YHBIMU HC-
TOYHUKaMHU (Y4eOHOM U crienuanbHON JTUTEpaTypoid, B TOM YKCie MOHOTpadUsIMHU, TUccepTalu-
MU M CTaThbIMHU, UH(GOPMAIIMOHHBIMH MCTOYHHUKAMH, CTATHMCTUYECKOH MHpopManuei, HopMma-
TUBHBIMHM TPAaBOBBIMHM aKTaMU U T.J.), HEOOXOAMMO MOJIHOCTBIO PAacKpbITh TEMY, MOCIEA0Ba-
TEJIBHO M3JI0KUTh UCTOPUIO BOIIPOCA, UMEIOLIMECS TOUKU 3peHusi, COOCTBEHHbIE BbIBOBI. Heoo-
XOIUMO H30eraTh HENpOBEPEHHON HHGOpPMAaIUU, OroBapUBaTH JETUTUMHOCTh HCTOYHHKOB.
OO0s3aTenbHBIM SBISIETCS CONPOBOXKJCHHUE JIOKJIaa 3JEKTPOHHOM Mpe3eHTallel, ceaHHON B
penaktope Power Point. DnexkTpoHHas mpe3eHTaIMs BKIIOYACT: TUTYJIbHBIN CIIali]l C YKa3aHUEM
Tembl Joknana, @.M.0. obyyaromerocsi; OCHOBHbIE MOJOXKEHHUS TOKJIAAa, BHIBOJBI U 3aKIIIOYU-
TeNbHBIN CIalil CO CMMCKOM MCTOYHUKOB M OyarogapHocTbio (8—10 cmaiinos). Cnaiiasl MOTYyT
ObITH MpOHYMepoBaHbl. L{BeToBOI (poH cnaiioB moadupaercs Tak, 4ToObl HA HEM XOPOLIO ObLI
BuJIeH TekcT. Citymias JOoKIaabl U BBICTYIJIEHUS HA 3aHATUU CEMHUHAPCKOI0 TUIA WK PEIIMKU B
X0/JIe TUCKYCCUH, 00yUYaIOIIMMCSl BXKHO HE TOJIBKO yBaXKaThb MHEHHE coOeceTHUKa, HO M UCTIOJb-
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30BaTh HABBIKUA aKTUBHOTO WK PE(ICKCUBHOTO CITyIIaHUs (He mepeOnBaTh, 1aBas BO3MOKHOCTh
MOJIHOCTBIO BBICKA3aTh CBOIO TOUKY 3PEHHUS, HETIOHSATOE YTOUHATH, epedopMyIupys BbICKa3aH-
HOE U T.IL.).

Iloozomoexa Kk npomesxcymounoii ammecmayuu

Bugom mpomexyTouHON aTTecTalru MO JAHHOW NHCIUIUIMHE SBISETCS cladya 3adeTa.
IIpyn mpoBeaeHUM MPOMEKYTOUHOM ATTECTALIMM BBISICHSAETCS YCBOCHHE OCHOBHBIX TEOpETHYE-
CKHMX W MPUKJIATHBIX BOMPOCOB MPOTPaMMBbl U YMEHHE MPUMEHSTH MOJYUCHHbIC 3HAHUS K pellle-
HUIO MMpaKTUYecKuX 3aaad. [Ipu moAroroBke k 3aueTy y4eOHbI mMaTepuan peKoMeHAyeTcs Io-
BTOPATH M0 YIeOHOMY M3/IaHUI0, PEKOMEHIOBAHHOMY B KaY€CTBE OCHOBHOW JTIUTEPATYPHI, U KOH-
CIIEKTY. 3a4eT MPOBOJAUTCS B HA3HAYEHHBIN JI€Hb, 10 OKOHYAaHUU W3y4YeHUs TucuuIuuHel. [locme
KOHTPOJIBHOTO MEPOIPHSTHSI TPEI0IaBaTeh YYUTHIBAET aKTUBHOCTH pa0OTHI 00ydaromerocs: Ha
ayJIUTOPHBIX 3aHATHIX, KAUECTBO CAMOCTOSTEIbHON pabOThl, pe3y/bTaThl TEKYIIEH aTTecTalu,
MOCEIIAEMOCTb U BBICTABIISIET UTOTOBYIO OIICHKY.

H3yuenue oucyuniunsl ¢ UCNOIb308aHUEM OUCHIAHYUOHHBIX 00PA306AMETbHBIX MeX-
Hol02UTL

[Ipy w3ydyeHMM IUCHMIUIUHBI C HCIOJIb30BAaHHEM JIUCTAHIIMOHHBIX 00pa30BaTENbHBIX
TEXHOJIOTHIT HEO0OXOJAMMO OTMOJHUTEIHLHO PYKOBOJCTBOBATHCS JIOKAIBHBIMA HOPMATHBHBIMU
aktamu ['OY BO KPAI'CuV, pernaMeHTHUPYIOIIMME OpraHU3alnio 00pa3oBaTeIbHOIO Mpolecca
C UCIOJIb30BAaHUEM JUCTAHIIMOHHBIX 00Pa30BATEIbHBIX TEXHOJIOTHIA.

PA3JEJI I1l. OHEHOYHBIE MATEPUAJIbBI

8. KoHTpoJ/IbHO-N3MepHuTeIbHbIE MATEPHAJIbl, He00X0AMMBbIE /151 NPOBePKHU chopMupo-
BAHHOCTH MHAMKATOPOB IOCTHKEHUS KOMIICTEHINH (3HAHNI, yMEHHII 1 HABBIKOB)

8.1. 3a0anusa ona nposedenusn mexKyuiezo KOHMpPOIA
Texymuii KOHTPOJIb BO3MOXKEH B IBYX (hOpMax: TECTOBOM HIIU BBIIIOJHEHUS MPAKTUYECKO-
T'O 3aJaHUS.

Ilpumep mecmoesozo 3a0anusn

1. KakumM HOpMAaTUBHBIM IPABOBBIM AKTOM DPETVIAMEHTHUPYIOTCSI OCHOBHBIE IpaBUiIA Jie-
JIOTIPOU3BOJICTBA LTS (DeZiepalIbHBIX OPTaHOB UCTIOTHUTELHOW BIACTH?

A) TunoBast UHCTPYKLIUS 110 AETIONPOU3BOACTBY B (peiepabHbIX OPraHOB UCIOIHUTENb-
HOM BJIACTH.

b) TunoBoil perizaMeHT JeNONpPOU3BOACTBA B (peepalbHbIX OPraHOB HCIIOJHUTEIbHON
BJIACTH.

B) IlpaBuiia nenonpon3BoicTBa B (peiepanbHbIX OPraHOB UCIIOJIHUTEIBHON BIACTH.

I') [lonoxeHue o neonpou3BO/CTBE B (peiepalibHbIX OPraHOB UCIIOJIHUTEIBHOMN BIIACTH.

2. Yto noHuMaeTcs 1noJ 1e10nporu3BOJICTBOM?

A) JlesTenbHOCTS, 1eNIeHaNpaBIeHHO o0ecrneunBaromas (PyHKIIMK YIIpaBIeHUs JOKYMEH-
TaMH.

b) JesarenbHOoCTh, OOeceunBaroOIasl peaqnu3aluio eIUHON MOJUTHKH U CTaHAApPTOB I10
OTHOUICHUIO K IOKYMEHTaJIbHOMY (POH]Ty OpraHU3aLUH.

B) lesrensHOCTb, 0OecnieunBaroiias JOKYMEHTUPOBaHHE, TOKYMEHTOOOOPOT, ONepaThB-
HO€ XpaHEHHUE U UCII0Ib30BaHHE JOKYMEHTOB.

3. Kakue u3 NEPCUYUCIICHHBIX BUJ0B JOKYMCHTOB, OTHOCATCSA CUCTEMC OpPraHU3allMOHHO-
HpaBOBOﬁ ,Z[OKYMCHTaI_[I/II/I? (HCCKOJ'IBKO BCPHBIX BapI/IaHTOB)
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A) lratHOe pacnucaHue

b) [TocTanoBnenwue.

B) lomxHOCTHAsI HHCTPYKLIMH.
I') [IpoTokou.

) Ilpuxkas.

4. B Kakyl CHUCTeMYy JOKYMEHTAIlMH BXOJAT JOKYMEHTBI, B KOTOPBIX (PUKCHPYIOTCS
yIpaBiIeHUYECKHE PEIICHUS 10 OPraHU3alMOHHBIM, aIMUHUCTPATUBHBIM U KaJIPOBBIX BoIpocam?

A) Cuctema OpraHnu3allMOHHO-TIPABOBOM TOKYMEHTAIUU.

b) Cucrema paciopsauTenbHOM TOKYMEHTAIUH.

B) Cucrema nH(popMarmoHHO-CIIPaBOYHON JOKYMEHTAIHH.

5. OT 4ero 3aBUCUT COCTaB PEKBU3UTOB, BKIIOUYAEMBIX B OJIaHK JOKyMEHTAa?

A) Ot BUIa TOKYMEHTA.

B) Ot ciocoba pacnonioskeHus: peKBU3UTOB B OJaHKE (ITPOJOIBHBIN MIIA YTIIOBOM CIIOCO-
ObI)

B) Ot opranuzannoHHo-1IpaBoBOM ()OPMbI OpraHU3alUU — aBTOPA JOKYMEHTA.

Ilpumep npaxmuueckozo 3a0anus

CocraBbTe 1 0POpPMHUTE MPHUKA3 IO OCHOBHOH NEATEIBHOCTH, U IPYTHE PACIOPSAUTENb-
HbI€ IOKYMEHTBI, HEOOXOJMMbIE B JTAHHOH YIpPaBICHYECKON CUTYallUu:

Ha MockoBckoM KOMOMHATE 10 MPOU3BOACTBY MY3bIKaJIbHBIX HHCTPYMEHTOB U MeOenn
(rocynapcTBeHHOE MpeanpusiTie), KOTOpbii BXxoauT B KoHLepH Mo pa3paboTKe U MPOU3BOACTBY
OPOAYKUMHM My3bIKanbHON mpoMblnieHHOCTH (POCMY3IIPOM), nelictByer Ilonoxenue o
MIPEMHUPOBAHUH PYKOBOJUTENEH 1IEX0B, OTACIOB U cIyK0, yTBepkaeHHoe 05.01.2003 Ne 27.

12 anmpenst Tekymiero roxa aupexkTop komounata B.M.JIaproHOB MOpYyYHI HAaYaIbHUKY
oThena Tpyzaa u 3apaboTHoit miaatel MapkoBy H.I'. paccunrtats pasmep npeMuu pyKoBOJIUTEISIM
OTJIEJIOB, IIEXOB U CIyX0 KoMOWHaTa Mo mroram paOoThI 3a MEpBBIM KBapTai K 15 ampens, a
riiaBHOMy Oyxranrepy komOuHata Tpomunoi C.I'. — opraHn3oBaTh BbIILIATY npemuu Kk 20 am-
pest TEKYIIEero roja.

HauanbHuk muiaHoBo-skoHoMHYeckoro otaena MarseeBa C.H. u rmaBHbI Oyxrantep
Tpommna C.I'. 3aBU3npoBaIN NpOEKT MpUKa3a TUpeKTopa KoMOUHaTa.

8.2. Bonpocwl 014 no0zomoeku K 3auemy

. IIpaBoBoe perynupoBanne paboThl C YIPaBJIEHYECKUMHU JOKYMEHTAMH.

[TpaBoBBIE OCHOBBI HCIIOJIB30BaHMSI OPUIIMATBHBIX S3bIKOB B Pa0OTE ¢ JOKYMEHTaMH,
HanponaneHbIe CTaHIAPTH B 00JIACTH JETONPOU3BOICTBA.

HopmartusHablie npaBoBblie akThl PecriyOnuku Komu B o6macti paboThl ¢ JOKyMEHTa-

Eall el

MH.

Knaccugukarus 10KyMeHTOB.

CucremMa opranu3aliMOHHO-IIPaBOBON JOKYMEHTAIIUH.
Cucrema pacnopsIuTENIbHON TOKYMEHTALINN.

Cucrema nHGOpPMaIIMOHHO-CIIPABOYHOM TOKYMEHTALIUH.
Cucrema 11aHOBOM TOKYMEHTAIIHH.

10. Cucrema OTYETHOM JOKYMEHTAITUU M YI€THOMW JOKYMEHTAITHH.
11. Cucrema A0roBOpHON JOKYMEHTAIIHH.

12. OOue MpUHIUTIBI OPTaHU3AIMH ASTOPON3BOICTBA.
13. OO0ure mpUHLIMIBI OPraHU3aAMH JOKYMEHTO000pOTa.
14. OOGmue NpUHIMIBI JOKYMEHTHPOBAHUSI.
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15. IlpaBuna oopMiIeHUSI OTIENBHBIX PEKBU3UTOB JOKyMeHTOB (repd (I'ocymapcTen-
HbIi Tep0 Poccuiickoit @eneparuu, repd cyobpekta Poccuiickoit depepanun, repod (repaibande-
CKUH 3HAK) MyHUIIUTIAILHOTO 00pa3oBaHusl); sMOIeMa; TOBAPHBIH 3HAK (3HAK OOCITY>KUBAHMUS)).

16. IIpaBuna oopmiieHUS OTIAENbHBIX PEKBU3UTOB JOKYMEHTOB (HaUMEHOBAaHUE Opra-
HU3AIMM — aBTOPA JIOKyMEHTa,; HAMMEHOBAHHE CTPYKTYpPHOI'O MOApA3eNeHHsI — aBTopa IOKY-
MEHTa; HAMMEHOBaHUE JIOJDKHOCTH JIMIA — aBTOpa JIOKYMEHTA).

17. IlpaBuna odopmieHHs OTACTbHBIX PEKBHU3UTOB JOKYMEHTOB (CIIPaBOYHBIC JTaHHBIC
00 opraHusaiyy; HaMMEHOBaHUE BUIa JOKYMEHTA).

18. IlpaBuna opopmiieHHS OTACIBHBIX PEKBU3UTOB JOKYMEHTOB (JJaTa JOKYMEHTA; Peru-
CTPallMOHHBIA HOMEp JOKYMEHTA; CChLJIKAa Ha PErHCTPALIMOHHBIA HOMEP U JaTy MOCTYIHBILIETO
JIOKYMEHTA).

19. IlpaBuna odopmieHHs] OTIEIbHBIX PEKBU3UTOB JIOKYMEHTOB (MECTO COCTaBJICHHS
(M31aHus) JOKYMEHTA; Tpu( OrpaHUYEeHHUs JOCTYIA K JOKYMEHTY; aJpecar).

20. IlpaBuna odopmieHUsT OTAEIBHBIX PEKBU3UTOB IOKYMEHTOB (Irpud yTBEPKICHUS
JOKYMEHTA; 3ar0JIOBOK K TEKCTY).

21. IlpaBuna opopmieHUs OTAEITBHBIX PEKBU3UTOB JOKYMEHTOB (TEKCT JOKYMEHTA).

22. TlpaBuna odopmieHHs OTAETHHBIX PEKBU3UTOB JOKYMEHTOB (OTMETKA O MPHIIONKE-
HUU; TpUG COrIacCOBaHUS IOKYMEHTA).

23. TlpaBuna oopMiIeHHUST OTACIBHBIX PEKBU3UTOB JOKYMEHTOB (BH3a; MOJIHCH; OTMET-
Ka 00 3JIEKTPOHHOM IOJIITUCH ).

24. TlpaBuna odopmMiIeHUS OTACIBHBIX PEKBHU3UTOB JIOKYMEHTOB (TI€4aTh, OTMETKa 00
HCIIOJTHUTEIIE; OTMETKA O 3aBEPEHUH KOIIUH ).

25. TlpaBuna ohopmieHUS! OTIAECIBHBIX PEKBU3UTOB JOKYMEHTOB (OTMETKA O IOCTYILIE-
HUU JIOKYMEHTa; PE30JIIOLIHSI; OTMETKA O KOHTPOJIE; OTMETKA O HAIIPABICHUU JOKYMEHTA B JIEJI0).

26. IIpaBuna moaAroToBKH U 0POPMIICHHS TPUKA30B, PACTIOPSKEHHIH.

27. IlpaBuia moaAroToBKU U 0pOpMIICHUS ITPOTOKOJIA 3aceaHus (COBEIIaHMS).

28. IlpaBuia moAroTOBKH U 0POPMIICHHS aKTa.

29. IlpaBuia noAroTOBKH M 0(OPMIICHHS J1€JI0BOr0 MUChMA.

30. OOmias xapakTepUCTUKA JOKYMEHTOIIOTOKOB.

31. IIpaBuna paboThI ¢ BXOISIIMMH JOKYMEHTAMHU.

32. TlpaBuna pabOTHI ¢ UCXOASIIMMH JOKYMEHTaMH.

33. IIpaBuna paGoThl ¢ BHYyTPEHHUMH JTIOKYMEHTAMHU.

34. TlpaBuna Tekymero XpaHeHus IOKyMEHTOB.

35. IIpaBuna nepenaun JOKyMEHTOB B apXUB M HAa YHUUTOXKECHHE.

36. WHCTpyKIMSs MO AeTONPON3BOICTBY.

37. TlonoxxeHue 0 CTPYKTYPHOM MOAPA3/ICICHHUH.

38. Tabexnp u ambOOM GOPM TOKYMEHTOB, rpaduK JOKYMEHTOOOO0POTA.

39. Homenknatypa nem.

40. Tlytu onTHMH3aIMU AOKYMEHTO00OpOTa M cXeM (YHKIMOHAIBHBIX B3aUMOCBS3EH
MEXy Opa3/IeIeHUSIMU

8.3. Bapuanm 3adanuii 013 npoeedeHus RPOMeENCYMoUH020 KOHMPONs

[TpomMexxyTouHast aTTecTalus MPOBOJUTCS B YCTHOU (hopMme.
B kaxpIii OMITeT BXOIUT 2 BOTIPOCa:
— nepevlil 6ONPOC — TEOPETUUECKUIN — U3 CIUCKA BOIIPOCOB;
— 8MOpoU 60Npoc — MPAKTUUECKUN — PEIICHUE Keilca UM MPAKTUYECKOrO 3a/ITaHHS.

Keiicbl

1. B opran MyHMIIMNIaJbHOTO KWJIMIIHOTO KOHTPOJS (Aajiee — opraH KOHTPOJISI) MOCTY-
IWIa KOJJICKTHUBHAS JKano0a KUJIbIOB MHOIOKBAPTUPHOT'O JloMa Ha Oe3/ieificTBUe yrnpaBiisiomeit
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KOMIIAHUM 110 OTHOIIEHHUIO K 00S3aHHOCTH OCYIIECTBIISITh COAECPKAHUE U PEMOHT OOIIETro uMYy-
niecTBa. BripaBe M OpraH KOHTPOJISI MPOBECTU BHEIJIAHOBYIO IIPOBEPKY YIPABIISIIOLIEH KOMIIA-
HUH, €CIIM jKaio0a He MOAINUCAHA, a YKa3aHbl TOIBKO peKBU3UTHI mibloB: @.M.0., agpec, Te-
nedon?

2. B MeCTHYIO aJIMHHHUCTPAIIMIO MOCEJICHUs (Ha UMS TJIaBbl MECTHOW aJIMUHUCTPAIINN)
MOCTYMHIIA jkajo0a OT rpakJaHrHa HA HEUCIIOJIHEHUE JTOJKHOCTHBIMU JIMIIAMUA MECTHOW aJIMHU-
HUCTpAlUK 00SI3aHHOCTEH MO JIMKBUAALMU CTUXUUHON CBAJIKU CTPOUTEILHOTO MYyCOpa, pacio-
JIO)KEHHOW BO3JI€ ero noma. [aBa MECTHOW aJIMUHUCTpALMM, MOJTYYHB YKA3aHHYIO Kanooy,
HaIpaBui €€ JUIsl paCCMOTPEHUSI HAYaJIbHUKY KOHTPOJBHOIO JEMApTaMEHTAa MECTHOW aJAMUHU-
ctpauuu. OHAKO B YCTAaHOBJICHHBIN 3aKOHOM CPOK >KanoOa He Oblila pacCMOTpPEHa, OTBET Ha Hee
3asBUTENI0 HE HampasjieH. HeceT i rnmaBa MECTHOM aJIMMHUCTPALIMM OTBETCTBEHHOCTH 3a yKa-
3aHHOE Oe3zeicTBHEe, MPUTOM, YTO B MOJHOMOYHS TJIaBBI MECTHOW aJMUHUCTpPALUU (COTIACHO
KOHTPAKTY) BXOJUT KOHTPOJIb 32 UCTIOJHEHUEM OPYUYCHHUI €ro OJYMHEHHBIMU?

3aganus

1. CocraBbTe 1 0ohopMuTeE CITy)KEOHBIE MMHCHMA!

JlemapTaMeHT MOAJEPKKH U Pa3BUTHS MAJIOTr0 MPeAIpUHUMATENbCTBA MMCHMOM 32 MO/I-
IUCBIO 3aM. AUpeKTopa aenaprameHTta CBepukoBa A.B. yBegoMuia pykoBOJACTBO JIETCKOIO cajia
Ne 1586 0 TOM, 4TO B CBSI3M C pa3BUTHEM MPEANPUHUMATENHCTBA 3/1aHNE JETCKOTO CcaJia JOJKHO
OBITH MEepeaHo JIJIsl TEXHUUYECKUX HYX]I JIeTapTaMeHTa.

Hcnonnurenem BacunbeBoil 1o nopyuyeHuro qupekropa naerckoro caga Ne 1586 HOro-
3anaJHOrO0 OKPY)KHOTO YIIpaBlieHUs 00pa3oBaHUs I'.MOCKBBI, paclojI0K€HHOTO0 Ha MPOCIEKTE
MuuypunckoM, 1oM 22 1.MOCKBBI, OBUIO COCTAaBIIEHO MUCHMO, aPECOBAHHOE OTIENIy IHCEM
Mbpuu Mockssl 1o agpecy: r.MockBa, yin.TBepckas, 13, B KOTOpoM JuUpeKTop AeTckoro caga Ne
1586 O.A. AGpamoBa npocuiia pa3o0paThCs B JaHHOM BOIPOCE, MOTUBHUPYS TEM, UTO B Ha3BaH-
HOM paiiOHEe JIETCKUX CaJ0B OCTAJIOCh MAJIO U HE BCE JACTH MOTYT IMOCEUIATh JIETCKUE JTOIIKOIb-
HbIE yupexaeHus. [IucbMo ObUIO OTBETOM Ha MOJIYYEHHBIH TOKYMEHT OT JlemapTamMeHT.

2. CocraBbTe U 0(OPMUTE IPOTOKOJIbI, HEOOXOIUMBIE B CIEAYIOUIEH yrnpaBiIeHYeCKOH
CUTYaIIHH:

Hupexius OOO «Actpes» (Cankr-IlerepOypr) 12.08.200  r. mpoBesio cBoe ouepeHoe
3aceianne, Ha kKoTopoMm mpucyrcrBoBasiu BoctpskoB C.T., Ctynues I1.[1., Jlebenes .M., An-
toHoB I1.JI., Hlentynosa B.I"., Tumogeen A.A., Crynosa M.U.

Ha 3acemanun o6cy»xaanock aBa Bompoca: 0 xoje pekiamHor kammnanuu B 11 kBaprane
200 r. u 0 mepexojie Ha HOBYIO CUCTEMY BBIIJIATHI IPEMUATIbHBIX.

[To mepBoMy Bompocy ciymiaiu cooOllleHne HadajlbHHUKa OTJeNa pekjambl BocTpsikoBa
C.T., TekcT coob1IeHUs KOTOporo ObuI nepenan cekpetapro 3acenanus H./l.benosoii. ITo stomy
K€ BOMPOCY BBICTYNUI (puHAHCOBBIN qupekTop TumodeeB A.A., KOTOPBIN 0100pui yBETMUEHNE
pacxozoB Ha HapyxHYyto pexiamy B Il kBaprane 200 r. Ha 5%.

[To BTOpOMY Bompocy caenan coobuienne CtynoB M.U. u TekcT cooOIIeHNs Takxke Ie-
penan cekperapto. [lo maHHomy sxe Bompocy BblcTynuian AHToHOB [1.JI., HauanbHMK OTxENa
KaJpoB, u Jlebenes M.M., aupekrop no npojaxam. [IepBbliil 0100puiI HOBYIO CUCTEMY BBIIJIATHI
NPEMHAIBHBIX W PEKOMEHIOBAI TMOJATrOTOBUTH HeoOXxoaumble nokymeHTHl k 01.09.200 r.
Bropoit npemnoxun gopaboTath HOBYIO CHCTEMY BBIILJIAThl IMPEMUATIBHBIX M PEKOMEHI0BAJ
IPOBECTHU TOJIOCOBAHUE M0 JAHHOMY BOIIPOCY Ha 00IeM cOOpaHUU TPYIOBOT'O KOJJICKTHBA.

B urtore 3acenanus ObuiM MPUHATHI cienytonme pemenns: 1. OqoOputk paboTy oTnena
pexsamsl B 111 kBaptane 200 r. 2. IIpoBectu obuiee cobpaHue TpyJOBOTO KOJIJIEKTHBA 110 BO-
MPOCy O MEPEX0/Ie Ha HOBYIO CUCTEMY BBIILIATHI TpeMuaIbHBIX 15.08.200 1. OTBETCTBEHHBIM
3a MOJrOTOBKY coOpaHusl Oblila Ha3HaueHa 3aB. kaHuessipuei LllentyHnosa B.I'.

Co6panwue Ben npenaceaatens O.A.PymsHIes.

16



3. CocraBbTe U OPOPMHUTE AKT:

Komuccus mop nmpeacenarenbCTBOM HadallbHUKA TEXHUYECKOU rpynmbl A.A.BonoBoro u
ywieHoB komuccuu bopucosa M.IO., HauanbHUKa aIMUHUCTPATUBHO-XO35IMCTBEHHOIO OT/ENa,
Cwmupnaosa JLII., 6yxranrepa, u PomanoBoii 1.K., opuc-menemkepa, 3A0 «JleoHTHS» HA OCHO-
BaHUU JIOKJIaJHOM 3amucku opuc-meremkepa M. K.Pomanosoit 11.07.200  r. mpoBena mpoBep-
Ky TEXHUYECKOI'0 OCHAILEHUS IPUEMHOM F€HEPATILHOIO AUPEKTOpA U IPU3HAIA HErOAHBIMU IS
JKCIUTyaTallid KOMUPOBabHbIN ammapatr Xerox 345(1 mr.), mpeaep (uaB.HOMEp 367, 1 miT.),
dakc 47823 (1 mt.). [IpusHaHHas HEPUTOIHOM IS SKCIUTyaTalliy TEXHUKA Oblila mepeaHa Ha
cknaja npeanpusatus. Ilo ycTaHOBICHHOMY (aKTy KOMHCCHSI COCTaBHJIA aKT IpHUeMa-Tiepenadn
OprrexHUKd B 3 3K3. (1-1 3K3. — HAYANBHUKY aIMUHUCTPATUBHO-XO3SMCTBEHHOTO OT/ACNA, 2-i —
rJlaBHOMY Oyxranrepy, 3-if — B geno 23-02), KOTOpblil ObLT YTBEP)KICH T'€HEPATbHBIM JTUPEKTO-
pom I[1.1.CtenanoBbIM.

4. CocTaBbTe CXEMY TODKHOCTHOM MHCTPYKIIMH, MPABUIBHO Pa3MECTHB B HEW CIIEIYIO-
e 6a30BbIC pa3/Iebl:

1) dyHKIHH.

2) OJDKHOCTHBIC 00SI3aHHOCTH.

3) obImue moIoKEeHuUs.

4) OTBETCTBCHHOCTb.

5) B3aMMOOTHOIIICHHS MU CBSA3HU 110 TOJKHOCTH.

6) npasa.

JlononHHUTE cXeMy pasjieliaMH, KOTOPbIE, 10 BallleMy MHEHHUIO, MOTYT €IIe COJCPKAThCs
B MHCTPYKIIUH.

B kaxiom pasjiesne B HECKOJIBKUX MPEIUIOKECHUSIX ONPENICIUTD €0 COJICPIKAHHE.

5. CocraBpTe cXeMy, COJEPIKAIIYIO MOCIEI0BATEILHOCTD PACIONIOKEHHS JOKYMEHTOB B
JTUYHOM JIeJie pabOTHHUKA:

1) aBroOmorpadus.

2) K mpHKa3 o mpueme Ha pabory.

3) JIMYHBIN JTUCTOK 110 YYETY KaJIpOB.

4) xormus macropra.

5) KomMu JOKYMEHTOB 00 00pa30BaHUU COTPYIHUKA.

6) BHYTpPCHHSS OIKCh JIOKYMECHTOB JIeIa.

7) 3asiBIICHHE COTPYIHHKA O ITpUEMe Ha padoTy.

8) IOKYMEHTBI, CBS3aHHBIC C TIEPEBOJIOM.

9) 3asiBiIeHHE COTPYIHHUKA 00 YBOJIBHEHHUH.

6. CocTaBbTe CXeMy, COAEPIKALIYIO IMPABUIBHYIO M1OCIEI0BATEILHOCTh ONepalfii ¢ BXO-
JSIIAMU TOKyMEHTAMHU:

1) cocraBieHne MpoeKTa JOKyMEHTa;

2) BCKPBITHE KOHBEPTOB U MPOBEPKA BIOKEHHI;

3) perucTpanus JOKyMEHTOB;

4) mpoBepKa MPaBUILHOCTH aJIPeCOBAHMUS;

5) cormacoBaHue NpOEKTa TOKYMEHTa,

6) paccMoTpeHHe TOKYMEHTOB PYKOBOAMTEIEM (PE30ITIOIH);

7) moAmMcaHue pyKOBOIUTEIIEM;

8) moammMBKa JOKyMEHTA B JIEJI0;

9) npenBapuTeIbHOE PACCMOTPEHUE (COPTUPOBKA);

10) mpoBepka MpaBHILHOCTH 0GOPMIICHHUS TOKYMEHTA,

11) mepenaya JOKyMEHTOB PYKOBOHTEIIO;

12) 3amosiHeHHE PETUCTPAMOHHON KaPTOUKH;

13) mepenaya JOKYMEHTOB HCIOJHUTEIIIO;
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14) ormpaBka JOKYMEHTOB;

15) ucnonHeHUe JOKYMEHTOB,;

16) mpocraBieHHE PErUCTPAIIMOHHOTO HH/ICKCA Ha IOKYMEHTE;
17) KOHTPOJIb UCTIOJIHEHHUS IOKYMEHTA,

18) ompezeneHre CPOKOB XpaHEHHsI JOKYMEHTOB,;

19) mpocTaBieHHE OTMETKH O MOCTYILUICHHH.

7. PazpaboraiiTe cxeMy-MapupyT pacrlopsiAUTEILHOTO JOKYMEHTAa B OpraHU3aIliH.

8. Ilpemnoxure cHCTEMYy MEPOIPHATHH IO COBEPIICHCTBOBAHUIO JIOKYMEHTOO0OpOTA,
KOTOpBIC OyIyT MpUEeMIIEMBI JJisi Jr00oW opraHu3anuu. Kak sra cucrema Oyaer 3aBUCETh OT
pa3mepa opraHu3amnun’?

8.4. Temamuxa Kypcoevix paoom
W3y4eHne MUCIHUILTAHBI HE TIPEIoaraeT HalicaHue KypcoBOi paOboThI.

9. KpnTeplm BBICTABJICHUA OLCHOK I10 pe3yJibTaTaM U3YYCHUSA TUCHUIIINHBI

OcBoenue 00y4arOIMMCs KaKI0H yu4eOHOM MUCIMIUIMHBI B CEMECTpe, HE3aBUCUMO OT €€
obmmeit TpynoémkocTH, orernBaercs mo 100-0amibHOM mIKaie, KOTopasi 3aTeM IMpU MPOMEKYTOY-
HOM KOHTpoJie B (hopMe SK3aMeHa MEePEBOIUTCA B TPAAULIMOHHYIO 4-0aTbHYIO OLIEHKY («OTJINY-
HO», «XOPOIIO», «YIOBICTBOPUTEIHLHO», «HEYJOBICTBOPUTEILHOY), a IIPU KOHTPOJE B (hopMe 3a-
yéra — B 2-0aJUTbHYIO («3auTEHO» WK «He3auTeHoy). JlanHas 100-0aymibHas 1mikana npu HeoOXxo-
JTUMOCTH COOTHOCUTCs ¢ EBpomneiickoii cuctemoit nepeBosa u HakorwieHus: kpenutos (ECTS).

Coomnowenue 2-, 4- u 100-6an1bHOU WKA OUEHUBAHUSL OCBOECHUSL
obyuawumucs yueonou oucyuniutnwvl co wkanou ECTS

Ouenka
. . Cymma 0aniioB Ouenka
1o 4-0aabHOI 3auér I'pananusn
1O JUCHUIIMHE ECTS
mKaJje
5 (OTIMYHO) 90 — 100 A OTnu4HO
4 (xopot1o) 85 -89 B OuyeHb X0po1Io
75-84 C Xoporo
3auTeHo
70 -74 VY 10BIETBOPUTETBHO
3 (ynoBieTBopH- 65 69 D
TENBHO) 60 — 64 E ITocpencTBeHHO
2 (Hey10BJIETBO- He Huxe 60 F HeynosnersopurensHo
PUTEINBLHO) 3a4TEHO
Kpumepuu oyenox ECTS

«OTJIHYHO» — TEOPETUUECKOE COAEP KAHUE AUCLUIUIMHBI OCBOEHO IOJHOCTBIO,
6e3 mpoOenoB, HEOOXOIUMbIE MPAKTUUECKUE HABBIKM PAaOOTHI C OCBOEHHBIM Ma-
5 A | TepuanoM cQOpPMHUpPOBaHbI, BCE MPEAYCMOTPEHHBIE MpPOrpaMMoil 00ydeHus
y4ueOHbI€ 3a/1aHHs] BHIIIOJHEHBI, KAYECTBO UX BBIOJHEHHS OL[EHEHO YMCIIOM Oaj-
JIOB, OJIM3KUM K MAaKCUMAJIbHOMY
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«OYeHb XOPOIIO» — TEOPETUUECKOE COJICPIKAHHE AUCIUILTHHBI OCBOCHO IOJHO-
CThI0, 06€3 mpobesoB, HeOOXOAMMbIE MPAKTUYECKUE HABBIKM PabOTHI C OCBOCH-
HBIM MAaTepHaloOM B OCHOBHOM C(OPMHPOBAHBI, BCE NPEIyCMOTPEHHBIE IPO-
rpaMMoili OOyueHHsi y4eOHbIC 3aJaHWsl BBIOJHEHBI, KAa4eCTBO BBINOIHCHUS
OONBIIMHCTBA M3 HUX OLICHCHO YHCIOM OaJUIOB, OJNHM3KHM K MaKCHMAalbHOMY,
OJIHAKO €CTh HECKOJIbKO HE3HAYUTEIBHBIX OIIUOOK

«XO0poIoy — TEOPETHYECKOE COJCPKaHUE JUCIMILTHHBI OCBOCHO IOJHOCTBIO,
0e3 mpo0eIoB, HEKOTOPhIC MPAKTHUECKHUE HABBIKA Pa0OTHI C OCBOCHHBIM MaTe-
puamoM cOpMHUPOBaHBI HEIOCTATOYHO, BCE MPEIYCMOTPEHHBIC MPOTrPAMMOM
o0y4yeHHs yueOHbIC 3aJ]aHHsl BBIMOJIHEHBI, KAYECTBO BBIMOJHECHHS HU OJHOTO W3
HUX HE OIICHEHO MHUHUMAJIbHBIM YHCIIOM 0aJlJIOB, HEKOTOPBIC BHJIbI 33/IaHUI BbI-
TIOJIHEHBI C OIIMOKaMU

«Y10BJIETBOPUTEIbHO» — TEOPETHYECKOE COJEPIKaHHWE NUCIMIUIMHBI OCBOCHO
YaCTUYHO, HO TPOOENbl HE HOCAT CYIIECTBEHHOTO XapakTepa, HEOOXOIMMbIC
MPaKTUYECKHE HABBIKH pabOTHl ¢ OCBOCHHBIM MaTE€pHajIoM B OCHOBHOM C(HOpPMHU-
POBaHbI, OOJBITMHCTBO MPEIYCMOTPEHHBIX MPOTPaMMON 00yUdeHUsl Y4eOHBIX 3a-
JAHWUW BBITIOJIHEHO, HEKOTOPBIC M3 BBIMOJHEHHBIX 3aJaHUi, BO3MOXKHO, COJIEp-
’KaT OLINOKHU

«IlocpencTBeHHO» — TEOPETUYECKOE COACPKAHME IUCLUILIMHBI OCBOCHO Ya-
CTHYHO, HEKOTOPHIE MPAKTUYECKHE HABBIKU paboTHl HEe chopMUPOBAHBI, MHOTHE
IIPEJyCMOTPEHHBIE MporpaMMoi oOyueHHsl yueOHble 3aJJaHHus HE BbIIOJIHEHBI,
1100 Ka4eCTBO BBITIOJIHEHHUSI HEKOTOPBIX U3 HUX OIEHEHO YMCIIOM 0aslioB, OIu3-
KMM K MUHUMAJIBHOMY

«Hey0B/1eTBOPUTEJIBHO» — TEOPETUUYECKOE COJCPKAHUE AMCLUUIUIMHBI HE
OCBOEHO, HEO0XO0AMMbIE MPAKTUYECKNE HABBIKU PabOThl HE C(HOPMHUPOBAHBI, BCE
BBIIIOJIHEHHBIE Y4eOHBIE 3aJaHUs COJAEpKaT IpyOble OLIMOKHU, TOMOJIHUTEIbHAs
caMmocTosiITeNIbHast paboTa HaJ MaTepUaIOM JTUCLMIUIMHBI HE IPUBEAET K KaKOMYy-
1100 3HAYMMOMY TOBBIIIIEHUIO KAYeCTBA BHITIOJTHEHHUS YIEOHBIX 3a/IaHUH

OI_IGHI/IBaHI/Ie pPEe3yJIbTaTOB O6yquI/I${ M0 JUCHUIIIIMHE OCYIICCTBIISICTCS B (1)0pMe TCKYyLIC-

ro ¥ IPOMEXYTOYHOU KOHTpoJId. TeKymuii KOHTpOJIb B CEMECTPE MPOBOIUTCS C 11eJiblo olecne-
YEeHUs! CBOEBPEMEHHON 0OpaTHO CBSA3M, C 1I€JIbI0 aKTUBU3ALUU CaMOCTOATENbHOI paboThl 00Y-
qaromuxcsa. OOBEKTOM MPOMEKYTOYHOTO KOHTPOJIS SIBIISIFOTCSI KOHKPETU3MPOBAaHHBIE PE3yIIbTa-
Tl 00yueHHs (ydeOHbIe JOCTUKEHMS) IO AUCLUIIIIHE.

Cmpykmypa umo2080u oyeHKu 00y4arouuxcs

Kpumepuu Uu nokasamejlu OYeHUBAHUusl pes3yibmamnmoes 06ylleHuﬂ

ITokazarenu
Ne Kpurepun onenuBanus
(onenka B Ganax)

1 Pabota Ha ayTUTOPHBIX 3aHATHUSIX 20
2 ITocemaeMocTh 5
3 CamocrosiTenbHas pabora 15
4 Texymas arrecranus 20

HTroro 60
5 | [IpomMe:xkyTouHasi aTTecTALUSA 40

Bcero 100

Kpumepuu U nokazameijlu OYeHUBarHusl pesyibmamoes Oéyquuﬂ

8 PAMKAX AYOUMOPHBIX 3AHAMULL
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No Kpurepuu oneHuBanus [TokazaTenu (oreHka B 6ai-

n/m Jax)

1 [ToAroToBKAa U BEICTYILICHUE C JIOKJIAJI0M 10 4 6asoB
2 AKTHUBHOE y4yacTue B 00CYKJCHUU JOKJIana 2 bamia

3 BrInoHeHHE NPaKTUYECKOTo 33/1aHusl (aHAIN3 TIPaK- 10 3 Oamios

TUYECKUX CUTYyallUi, COCTABICHHUE FOPUIUICCKIX J10-
KYMEHTOB U JIp.)
Bcero 20

Kpumepuu u noxazamenu oyenusanus pe3yiomamos 00yueHus 8 pamkax nocewaemocmu ooy-
YAIOUWUMCSL AYOUMOPHBIX 3aHAMUL

Kputepuu onenuBanus [Tokazarenu
(onenka B Gaymax)
100% nocenieHne ayauTOPHBIX 3aHATHI 5
100% mocemienne ayauTopHbIX 3ansatuil. Hebompioe xonu- 4

YCCTBO IPOITYCKOB 11O YBa)KHTeHLHOﬁ IIPpUYIKUHC

Jlo 30% mporyIieHHbIX 3aHITHI

Jo 50% nponynieHHbIX 3aHATHI

o 70% mporyIieHHbIX 3aHATHI

O, INW

70% u Gosiee MPOMYIEHHBIX 3aHATHI

Kpumepuu u noxazamenu oyenusanus pe3yiomamos 00yueHus
8 PAMKAX CAMOCMOAMENbHOU pabombsl 00yYAOUWUXCS

Kpurepuu onenuBanus [Tokazarenu (olieHKa B
Oayiax)
Bce 3amanus B pamkax caMOCTOSITENIbHON paOOThl BBIMOJIHEHBHI. 15-12 6annos

[Tpu 3TOM Hcnoab30BaHAa HOPMATHBHasI MIpaBoBas 0a3a, yueOHas
JauTepaTypa, HayuyHble paboTel. B ciydasx, rae Tpebyercs, BbI-
CKa3aHO COOCTBEHHOE MHEHHE IO NMPOOJIEMHBIM aCIEKTaM TEMBI.
OtBeThl Ha 3a7jaHUsI 0OPMIIEHBI B COOTBETCTBUM C TpeOOBaHU -
MH.

Bce 3amanus B pamkax caMOCTOSITENIbHON paOOThl BBIMOIHEHBHI. 11-9 6amnoB
OpHako UMEIOTCS HEe3HAYMTEIbHbIE OMIMOKU MIM COOCTBEHHOE
BUJICHHE 110 MPOOJIEMHBIM acleKkTaM T€Mbl HEIOCTaTOYHO apry-
MEHTHUPOBAHHO.

3amaHns B paMKax CaMOCTOSATENIbHOW paOOThl BBIMOJIHEHBI WU 8-5 6amtoB
BhInosiHeHb! 80% 3a1aHuil, HO B OTBETaX Ha HUX UMEIOTCS Cepb-
€3HbIe OLIMOKHU, OTCYTCTBYET COOCTBEHHOE MHEHHUE IO MPoOIeM-
HBIM aCIIeKTaM TEMBI.

3amaHus B paMKax CaMOCTOSITETIbHOH paOOThl HE BBHITIOJTHEHBI 0 6amtoB
WIH BBITIOJTHEHO C TpyObIMU OIIMOKamMu, TpeOYOIIUMHU CyIe-
CTBEHHOW OpabOTKH

Kpumepuu u noxazamenu oyenuganus pe3ynbmamos 00yueHus
8 PAMKax meKyujer ammecmayu 8 YCmHo/nUcCb MeHHOU
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Kputepuu oneHnBanus [TokazaTenu

(orrenka B Oayiax)

3alaHue TOJHOCTHIO BBIIIOJHEHO, IIPAaBIWIIBHO IPUMEHEHBI TEOpe- 20-17
THYECKHE TIIOJIOKECHUS AUCHUILIMHBL. OTMedaeTcss 4YETKOCTh |
CTPYKTYPUPOBAHHOCTD U3JI0KEHUS, OPUTHHAIBHOCTD MBIIUIEHUS

3a,I[aHI/Ie IMOJIHOCTBIO BBIIIOJIHEHO, IPHU MOATOTOBKE IIPUMCHCHEBI 16-13
TCOPCTUUCCKHUC TTOJIOKCHUA NUCHUIIINHBI, HOTpe6OBaBLHI/IC yYTO4-
HCHUS NI HC3HAYUTCIIBbHOI'O UCIIPaBJICHUA

3ajaHue BBINOIHEHO, HO TEOPETHUYECKas COCTABIISAIONIAs HYX7a- 12-5
eTcs B jopadorke. Ha Bompock! 1o 3a1aHuio ObLUTH TaHBI HEUETKHUE
NN YaCTU4YHO OH_II/I60‘IHBIC OTBCThI

3ajaHue He BBIIOJHEHO WM IPU OTBETE ClieNaHbl TpyOble Omuo- 0
K{, TEMOHCTPUPYIOIIME OTCYTCTBUE TEOPETUYECKOW 0a3bl 3HAHUMA
obOyyJaromerocs

Kpumepuu u nokasameju OyeHUBAHUA pe3ylbmamoes O6yll€Hl/lﬂ
6 pamMKax nPpomMedsNCymo4noc0 KOHmpOoJisi

[TpoMexyTouHbIIl KOHTPOJIb B (hOpME 3aueTa UMEET LIeJbI0 MPOBEPKY U OICHKY 3HAHHIA

00y4aromuxcs o TEOPUH U MPUMEHEHHUIO MTOJIyYE€HHbIX 3HAHUN U YMEHUM.

Kpumepuu u noxazamenu oyenxu pe3yiomamos 3auema
8 YCMHOU/NUCbMEHHOU hopme

Kpurepun onienuBanus ITokaszarenu

(ouenka B Ganax)

IIPOJIEMOHCTPUPOBAHO JIOCTATOYHOE 3HAHHE MaTepuaia, 3HaHue oc- 40-15
HOBHBIX TEOPETHYECKUX MOHATUH, YMEHHE OpPHUEHTHPOBATHCA B
HOPMaTHBHO-TIPAaBOBOH 0a3e; J0CTATOYHO IOCIIEA0BATENBHO, Ipa-
MOTHO M JIOTUYECKH CTPOMHO M3JI0KEH MaTepHaj; MpOoAEMOHCTPH-
POBaHO yMEHHE JieJIaTh JOCTaTOYHO OOOCHOBAHHBIE BBIBOABI MO M3-
JaraeMoMy Marepuaiy; ¢ HEKOTOPHIMH HETOYHOCTSIMHU BBITTOJIHEHO
HPaKTHYECKOE 3aJaHNe

MNPOACMOHCTPHUPOBAHO HC3HAHUC 3HAYUTEIBHON YacTH nporpamMm- 14-0
HOro Marcpuajia, HCBJIAACHUC MMOHATUMHBIM amnmnaparoM JUCHUITIN-
Hbl, HCYMCHUC CTPOUTH OTBCT B COOTBCTCTBHUU CO CTPYKTypOﬁ H3Jjia-
racMoro BOIIpocCa; CACIaHO MHOT'O CYHICCTBCHHBIX OIINOOK IIpu Hu3-
JJOXKCHHUH yqeGHoro MaTepHrajia, BbISABJICHO HCYMCHUC NCJIATh BBIBO-
Abl 110 HU3JIaraCMOMY MaTepualy, BBIIIOJIHUTL IPAKTUYCCKOC 3aa-
HUC
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