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Pabouass mporpamma aucuuminHel «OCHOBBI JOKYMEHTHUPOBAHHUS YIIPaBICHUECKOMN
JESITEIILHOCTHY COCTaBJICHA B COOTBETCTBUHU C TPEOOBAHMSIMHU:

- @epgepalbHOrO0  TOCYIAapCTBEHHOTO  00pa3oBaTeNbHOTO  CTAaHJapTa  BBICIIETO
oOpazoBanusi 1o HampasieHuto noarorosku  40.03.01  IOpucnpynenuus  (ypoBeHb
OakanaBpuara), yTBepKAeHHOTo mpukazoM Munoopruayku Poccun ot 13.08. 2020 Ne 1011;

- Ilpukaza MunoOpnayku Poccum «OO0 yrBepknenun llopsinka opraHuzanuu u
OCYIIIECTBIICHUSI 00pa30BaTeNIbHOM AESITEIbHOCTU M0 00pa30BaTEeIbHBIM MPOTrPAMMAaM BBICIIETO
oOpa3zoBaHusi — IporpaMMaM OakajlaBpuaTa, [porpamMmaM CHEUAJINTETa, IporpaMMam
Maructparypbi» oT 06.04.2021 Ne 245;

- yuyeOnoro mmana I'OY BO «Komu pecnyOnukaHckas akaieMusi TOCYJapCTBEHHOMH
CITyObI U ynpasieHus» 1mo HanpasiaeHuto 40.03.01 IOpucnpynenius (ypoBeHb OakajiaBpuara)
HarnpasieHHOCTh (npoduis) «HOpucnpyneHuus»;

- KpanuduxanmonHoro cnpaBoYHHKa IOJDKHOCTEH PYKOBOJIUTENEH, CIEUUATNCTOB H
JIpYTUX Clly>KaluX, yreepxaeHHoro Ilocranosnennem Muntpyna Poccun ot 21.08.1998 Ne 37.

- CnpaBoyHMKa KBadU(UKAIMOHHBIX TPeOOBAaHUI K CIENMATbHOCTSAM, HalpaBICHUSIM
NOJArOTOBKM, 3HAHUSAM M YMEHHUSAM, KOTOpbIE HEOOXOIMMBI JUIsl 3aMEIICHUs JOJIKHOCTEH
rOCYy/IapCTBEHHOW TpPa)JIaHCKOW CIYyKObl € ydeToM o0O0JacTH ¥ BHJa NpodecCHOHATBHOU
CIIy’)KeOHOH JIeATENIbHOCTH TOCYJApCTBEHHBIX TPAXKIAHCKUX CIYKALIMX», YTBEPKICHHOTO
Muntpynom Poccun.

© Komu pecmyOnrkaHcKast akaeMust
rOCYJIapCTBEHHOM CITyKObI
u ynpasiienus, 2021
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1. Hesan 1 3a7a4n y4eOHOM TUCHUIIIHHBI

1.1. Ilenwb uzyuenus yueoHoil OucCyuUnIUHbL

Lenpto ocBoeHus aucHUILIUHBI «OCHOBBI JOKYMEHTHUPOBAHUS  YIPaBICHUYECKOM
NESTENIbHOCTH»  SABIIAETCA TMOATOTOBKAa OOydalomuxcss K Oyaymieidl mpodeccuoHanbHOM
JIeATETLHOCTH HAa OCHOBE M3YYEHHS BUJOB YIPABICHYECKUX JOKYMEHTOB U OCHOBHBIX IMPaBUJI
OpraHHU3aIH BCEX ITAMOB PA0OTHI C HUMHU.

1.2. 3a0auu yueonoit oucyuniunol

3amayaMu  OCBOCHHS JUCHUIUIMHBI «OCHOBBI JOKYMEHTHUPOBAHHS YIPaBICHUECKOU
JESITebHOCTH» SIBJISTIOTCS:

— M3YYHUTh OCHOBHBIC HOPMATHBHBIC NPAaBOBBIC aKThl M METOJAMYECKHE IOKYMCHTHI B
00JacTH TOKYMEHTHPOBAHUS YIIPABICHUCCKOHN JIEITeIbHOCTH;

— M3YYHUTh OCHOBHBIC BUJIbI M (DYHKIIMH YIIPABJICHYECKOMH TOKYMEHTAIINY;

— Cq)OpMHpOBaTI) IMPAKTHUYCCKUC HABBIKKW IMOATIOTOBKH PA3HBIX BHUAOB YIPABJICHYCCKHUX
JIOKYMCHTOB;

— U3YYUTh OCHOBHBIC ITPpaBUJIa OpraHru3al BCEX 3TAIIOB pa60TI>I C JOKYMCHTAaMH.

1.3. Buowt komnemenuyuit, hopmupyemole 6 pe3yiomame 0C60€HUA OUCUUNTUHDL

Nzyuenune quctumnianabl «OCHOBBI TOKYMEHTUPOBAHUS YIPABICHUECKON NEATEIbHOCTH»
HaIpaBlIeHO Ha (POPMUPOBAHUE CIETYIOIINX KOMIETCHIIUNA:

1) npodeccrnonanbHbIE:

—IIK-1: cmocobeH npaBuiIbHO YCTaHABIUBAThH IOPUAMYECKYIO OCHOBY JIeNa

1.4. Mecmo oucyunaunst ¢ cmpykmype o0pa3o8amenvHoll npoZPaAmMMbl:
HuctunnuHa «Buabl ynpaBieHYeCKUX JTOKYMEHTOBY» OTHOCHTCS K 4acTd, (OpMHUPYEMOit
ydacTHUKaMU 00pa30BaTeNbHBIX OTHOIICHUH MporpaMMbl biioka 1 «J{ucuunmuasl (MOTyTN)».

2. TpeOoBaHus K pe3yJibTATaAM OCBOEHMUSI
Y4eOHOM TMCUMILINHBI

2.1. MWMzyuenme gucuuiuiiHbl «OCHOBBI  JOKYMEHTHUPOBAaHHUS  YIPABIECHYECKOU
JeSITEIbHOCTH HaIpaBJIeHO Ha (pOpMHpPOBAHHUE CIEAYIOIIMX KOMIETEHIMH M MHAUKATOPOB MX
JOCTH>KEHUH, 3asBJICHHBIX B 00pa30BaTeIbHOM porpaMme:

1) mpodeccruoHaIbHbIE:

HanmenoBa ®opmupyemble Kox n HaumeHnoBanue Coaepixanue
HHE HHANKATOPA HHANKATOPA
Kareropuun KOMIICTEHIHH (KOL, TOCTHKeHU AOCTHKEHUIA
(rpynmbi) HAHMEHOBAHHE KOMIIETEHI[H A KOMIIETEHIMH
KOMIIETEHIN
i KOMIIETEHI[UH)
[Tpumenenue | I1IK-1. CiocoGen [IK-1-U IIpaBunsHO [IK-1-1-3 3HaTh
MPaBOBBIX MPAaBUWIBHO YCTAHABJIMBATh | ONPEAEIAECT HOPMY CTaiuu rnporecca
HOPM FOPUINYECKYIO OCHOBY MYHHUIIUIIAIBHOTO YCTaHOBJICHUSA
Jena T1paBa, MoJIEKALYIO FOPUJANYECKOW OCHOBBI
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MIPUMEHEHHIO JIJIS nena

pasperieHus [K-1-1-VY-1 YMers

KOHKPETHOU HAXOJUTh HOPMY TIpaBa,

FOPUIANYECKON MOJIEXKATY O

CUTYyalluu MIPUMEHEHHIO
[K-1-1-V-2 YmMmerhb
OCYILIECTBIISTh
MIPOBEPKY
MPAaBWJIBHOCTH  TEKCTa
aKkTa, B KOTOPOM
3aKperieHa HOpMa
npasa
[IK-1-U-VY-3 YMmerb
OCYIIECTBIISITh
MIPOBEPKY JEHCTBUS BO
BpEMEHHU, B
MPOCTPAHCTBE U 1O
Kpyry JIMIl  HOPMBI
rpasa.
[IK-1-U-VY-4 Ymern
VSCHATh  COJCPIKAHUSA
HOPMBI IIpaBa.

2.2. BaHHaHI/IPOBaHHHC PE3yIbTAaThI O6y‘leHH${ I10 JUCHUITIIMHE «OCHOBBI
AOKYMCHTHPOBAHUSA ynpaBnquecxoﬁ ACATCIIBHOCTH »:

JlomKeH 3HaTh:

— OCHOBBI pa3pabOTKU U BHEAPEHUS YIIPABICHYECKON TOKYMEHTAIINN;

— OCHOBHBEIC HOpMaTI/IBHBIe HpaBOBI)IC AKTbl U MCTOANUYCCKUEC )IOKYMCHTI)I B 06J'IaCTI/I
JTOKYMEHTHUPOBAHHUS YIIPABIECHUYECKON AESITENFHOCTH;

— OCHOBHBIE BU/IbI U (DYHKIIUHU YIIPABICHYECKON TOKyMEHTAlUN;

— mpaBuiia 0hOpMIIEHUS YITPABICHYECKUX IOKYMEHTOB;

— 3Tamnbl TOKYMEHTOO00POTa;

— MYTH ONTUMHU3AIHUU JJOKYMEHTO000pOTA.

JloJKeH yMeTs:

— pa3pabaTbIBaTh U BHEAPATH YIPABICHUYECKYIO JOKYMEHTAIIHIO;

— MCII0JIb30BaTh MIPaBUJIa COCTABJICHUS M 0(OPMIIEHUS] KOHKPETHBIX BU/I0B IOKYMEHTOB;
— pealn30BBIBATH OT/IE€IbHBIE ATAIBI TOKYMEHTO000POTA.

3. O0bém yueOHOH TUCHHUIIINHBI
OuHnas ¢popma 00yueHusn

Bujabl yueonoii paorhi Pacnpenesienune yue0HoOro
BpeMeHH
Konmaxmmnas paooma 54,25
AynuropHble 3aHATHS (BCETO): 54
Jlexyuu 22
llpakxmuueckue 3ansamus 32
Jlabopamopnvie 3anamus
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[TpomexyTouHas aTTecTalus 0,25
Koncynemayus neped sx3amenom
Ox3amen

3auem 0,25
Pyxoeoocmeo kypcosoii pabomoii

Camocmoamenvnasa paboma 53,75

Camocmosmenvras paboma 6 meyeHue cemecmpa 49,75
Hanucanue xypcosoii pabomol

Iloozomoska Kk npomedxcymouHot ammecmayuu 4

Bup Texyuiei arrecranuu

KOHTpOJIbHAs paboTa

Oowasa mpyooémkocmes OUCUUNTUHDBL:

qacwol

108

3ayémuvie eOUHUYbL

3aounas popma o0yueHus

Buab1 yueOHoii padoThI

Pacnpeneﬂeﬂne yqeﬁﬂoro

BpeMeHU
Konmaxkmmnasn paboma 18,25
AynuropHble 3aHATHS (BCETO): 18

Jlexyuu 6
llpakxmuueckue 3anamus 12
Jlabopamopnvie 3anamus
[TpomexyTouHas aTTecTanus 0,25
Koucynomayus nepeo sxzamernom
Ox3zamen
3auem 0,25
Pyxosodcmeo kypcosoii pabomoii
Camocmosamenvnas paboma 89,75
Camocmosmenvras paboma 8 meyeHue cemecmpa 85,75
Hanucanue xypcosoii pabomot
Iloozomoska k npomedxcymounol ammecmayuu 4

Bup Texymen arrecranuu

KOHTpOJIbHAs paboTa

Oowan mpyooémkocmop OUCYUNIAUHDBL:

yacwol

108

3ayémubvie eOUHUYbL

Ou4Ho-3a04Has popma 00yueHHs

Buabl yuedHoii padoThI

Pacnpenesienne yueOHoro

BpeMeHH

Konmaxkmmnasn paboma 42,25

AynutopHble 3aHATHS (BCETO): 42
Jlexyuu 16




Ilpakmuueckue 3anamus 26
Jlabopamopnvie 3anamus
[TpomexyTouHas aTTecTanus 0,25
Kouncynomayus nepeo sxzamernom
Ox3zamen
3auem 0,25
Koumponvnas paboma
Pyxosoocmeo kypcosoii pabomoii
Camocmoamensnan paboma 65,75
Camocmosmenvhas paboma 8 meyeHue cemecmpa 61,75
Iloocomoska KoHmpobHOU pabomul
Hanucanue xypcosotii pabomot
Iloozomoska k npomedxcymounol ammecmayuu 4
Bun Texyieit arrectanun KOHTpOJIbHAs paboTa
Oobuwan mpyooémkocmep OUCUUNTUHBL:
uacol 108
3ayémmuvie eOUHUYbL 3

4. Copep:kanue TeM y4eOHOM JMCUMILINHBI

HaumenoBaHue TeMbl
yueOHOH THCHMILINHBI

Conep:xkanue TeMbl

Tema 1. HopmarusHble
IPaBOBbIE M METOJUYECKUE
OCHOBBI
JIOKYMEHTAIUOHHOTO
oOecrnieyeHusl yrpaBiIeHus
(TIIK-1)

[TonsATHS «HOpPMATUBHBIA TPaBOBOM akT», Kiaccupukanus wu
CUCTEMAa  HOPMAaTMBHBIX  NPaBOBbIX  akToB,  CBONCTBO
IOPUAMYECKON CHJIbI HOPMAaTUBHOIO IpaBoBOro akra, IIpaBoBoe
peryiaupoBaHue paboTel ¢ uH(popmaruel, Permamenranus
JIEJIONPOU3BOJCTBA B  OpraHax BJIAacTd M YOpaBleHUS,
Metoauueckoe obecrieueHue JIEJI0ITPOU3BOJICTBA B
roCy/1apCTBEHHBIX OpraHu3aIusIx, [IpaBoBbie OCHOBBI
UCMOJIb30BaHUS  O(PUUMAIBHBIX CHMBOJOB B  JOKYMEHTax,
[IpaBoBbIE OCHOBBI CO3[IaHUSI DJIEKTPOHHBIX JOKYMEHTOB H
paboTbl ¢ HUMH, [IpaBoBBIE OCHOBBI apXUBHOrO jAena, [IpaBoBble
OCHOBBI paboThl ¢ oOpalleHusIMU TpaxjaH, [IpaBoBble OCHOBBI
paboThI C TOKyMEHTaMH COJIEPKAIMMHU TOCYJapCTBEHHYIO TaliHYy,
[IpaBoBoe  peryiaupoBaHue  paboOTBl € JOKYMEHTaMH,
COJIEpKalllUMK  CBEACHMS  KOHQUACHLMAIBHOIO  XapakTepa,
[IpaBoBbIE OCHOBBI HCIIOJIb30BAaHHUS O(MUIIMATBHBIX S3BIKOB B
pabote ¢ mokyMeHTamu, HanuoHanabHBIE CTaHIAPTHI B 00JACTH
JIeNonpon3BoicTBa, HopMaTuBHbIE MpaBOBBIE aKThl PecmyOmauku
Komu B 06mactu paboThl € TOKYyMEHTAMHU.

Tema 2. CucteMbl
JIOKYMEHTAIlUU U BU]IbI
JIOKYMEHTOB

(ITIK-1)

OcHoBHbIE TEpMUHBI U onpezenenus, Kinaccuduxanms
JIOKyMEHTOB, CucTeMa OpraHu3aliOHHO-IIPAaBOBOI
JnokymeHTanuu, Cucrema pacropsiAMTEeNIbHON JOKYMEHTALUH,
Cucrema nHGOpPMaIIMOHHO-CIIPABOYHOM JoKyMeHTaluu, Cucrema
MJIAHOBOM IOKyMeHTanuu, CrucremMa OTYETHOM JOKYMEHTAIIHH,
Cucrema yueTHOl AOKyMeHTanuu, CucremMa JOroBOpHOI
JIOKYMEHTaIHH.

Tema 3. OOnMe NPUHIUIIBI

OGH_II/IG MPUHIUIIBI OpraHru3allvui ACJIOITPONU3BOJACTBA, O6H_II/IC
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OpraHu3aIu
JIETIONPOU3BOJICTBA U
JIOKYMEHTHUPOBaHUS
YIIPABJICHYECKOU
nestensHOCTH (ITK-1)

MPUHIIMITBI OPTaHU3ALUN JOKYMEHTO000pOTa, O0IIHNE TPUHIIUITBI
JIOKYMEHTHUPOBaHUSI.

Tema 4. OOmre npasuiIa
MOJrOTOBKH U 0(hOPMIICHUS
nokymeHToB (ITK-1)

I'OCT P 7.0.97 — 2016. [IpaBuna opopmiieHUS OTAETBHBIX
PEKBH3HUTOB JOKYMEHTOB.

Tema 5. IIpaBuiia
HOJATOTOBKU U 0(hOPMIICHUS
KOHKPETHBIX BHJIOB
nokymeHToB (ITK-1)

[TpaBuia moaAroToBKHU U 0(hOPMIIEHUSI OPraHU3ALMOHHO-IIPABOBBIX
JOKYMEHTOB, PacropsIUTeIbHbIX JOKYMEHTOB, HH(OPMAIIMOHHO-
CIIPAaBOYHBIX JOKYMEHTOB.

Tema 6. Opranuzanust
JIOKyMEHTO000pOoTa
(TIK-1)

OO61mas xapakTepuCTHKa T0KyMEHTONOTOKOB. [IpaBuiia paboTsl ¢
BXOJIAIIUMHE TOKyMEeHTaMu, [IpaBuiia paboThl ¢ UCXOISIIIMHE
nokyMmeHTamu, [IpaBuia paGoThl ¢ BHYTPEHHUMU JTOKYMEHTAMH,
[IpaBuna TeKymero XxpaHeHus TOKYMEHTOB U TIEpe/iauu ux B
apXUB U Ha YHUUTOXKEHUE.

Tema 7. JlokasbHbIE
HOPMAaTHBHBIC aKThI B
o0Oactu
JTOKYMEHTAIMOHHOTO
oOecrnieueHusl yrpaBieHUs
(ITK-1)

WHCTpYKITUS TIO IETONTPOU3BOICTBY, [1o0oskeHre 0 CTPYKTYPHOM
nozpaszenenuu, Tabenb u anb0oM PopM T0KYMEHTOB, Tpaduk
JOKyMeHT000opoTa, HoMeHKkaTypa /e, WHbIE JIOKAIbHBIE aKTHI.
OnTumuszanus J0KyMEeHT0000poTa U cxeM (yHKIIMOHATBHBIX
B3aMMOCBSI3CH MEXKITY T0Ipa3AelICHUIMU

5. Y4eoHo-MmeToanueckoe 1 nHPpOpMALMOHHOE 0O0ecnieyeHue YueOHOM U CUMILTHHBI

5.1. Ocnosnaa numepamypa:

1. Ky3nenos,

C.JI. CoBpeMeHHbIE

TEXHOJIOTNH JAOKYMCHTAIIMOHHOT' O oOecrneueHus

ynpasienus : y4e6. mocodue / C. JI. Kysnenos ; mox pen. T.B. Kysnenosoit. - Mocksa :
Uz narennckuii mom MBOMU, 2010. - 231 c.

2. Hlupoxosa, E.W. Opranuzamuss M TEXHOJOTHS JOKYMEHTALMOHHOTO OOecreueHHs
ynpasieHus : yue0.- meroa. nocodue / E. U. lupokosa ; Komu pecrnyOnukaHckast akaj. Troc.
ciyxObl 1 ynpasneHus . - CoikteiBKap : U3n-so KPAI'CuY, 2012. - 140 c.

5.2. /lononnumenvuas numepamypa:

1. ApacnanoBa, B.A. JlokymeHTanmoHHOe oOecHeUYeHHEe VIpaBIeHHS: Yy4el.-MpakxT.
rmocodue / B.A. Apacnanosna. - Mocksa: Hupext-Menua, 2013 // -
URL: http://biblioclub.ru/index.php?page=book&id=137706.

2. I'punbepr, A.C. JlokymeHTtanuoHHoe oOecniedenue ympasienuss / A.C. ['punGepr,
H.H. I'op6aués, O.A. Myxamermuna. — Mocksa : FOuutu-/lana, 2015. — 391 c. : Tabmn., rpad.,
ui., CXEMBI — Pexum JIOCTyTIA: o MIOJITHUCKE. —
URL: http://biblioclub.ru/index.php?page=book&id=115031.

3. Poroxun, M.IO. [lenompousBonactBo: kypc neknuii / M.IO. Poroxun. — Mocksa ;
bepmun : dupekr-Meaua, 2014. — 229 c. : nn. — Pexum Jocryna: mo NOJIUCKE. —
URL: http://biblioclub.ru/index.php?page=book&id=253702

4. Poroxun, M.IO. lokymenTanmonnoe obecrneuenue ympasienus / M.FO. Poroxun. —
Mocksa ; bepnun : [upekr-Menua, 2014. — 398 c. : wi1. — PexxuM nocTtyna: 1no nopamnucke. —
URL: http://biblioclub.ru/index.php?page=book&id=253705.
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5.3. Ilpogheccuonanvnvie 6azpl OaHHBIX, UHPOPMAYUOHHO-CRPABOYHBIE U NOUCKOBbLIE
cucmemol:

1. CmpaBouno-nipaBoBas cucrema «KoncynbranT [Lmrocy.
2. DneKTpOHHO-OMOIMOTeUHasl CUCTEMa «Y HUBEpCUTETCKask OMOIMOTEeKa OHJIAHH.

5.5. Pecypcel ungpopmayuonno-menekommynukayuonnou cemu «Mumepnemy:
1. Caiit Beepoccuiickoro HayuyHO-HCCIIE10BaTENbCKOTO HHCTUTYTA IOKYMEHTOBEICHUS U
apxuBHoOro aena http://www.vniidad.ru/

5.6. Hopmamuenuvie npasosvie akmul U Memooudeckue 00OKyMeHmbl:

Tpynosoii konexc Poccuiickoit @enepanuu ot 30.12.2001 Ne 197-03;

I'paxxnanckuii kogekce Poccuiickoit @eaepannn (dyacth nepsast) ot 30.11.1994 No 51-D3;

I'paxxnanckuii kogexc Poccuiickoit @enepannu (yacth Bropas) ot 26.01.1996 Ne 14-D3;

®enepanbHblil KOHCTUTYLIMOHHBIN 3aK0H OT 25.12.2000 Ne 2-®K3 «O I'ocynapcTBeHHOM
repoe Poccuiickoii @enepanumy;

®enepanbhblil 3akoH 0T 27 .07.2006 Ne 149-03 «O6 undpopmanuu, HHPOPMAITMOHHBIX
TEXHOJIOTUSIX U O 3aIIUTe HHOOPMAIINY;

®denepanpublit 3ak0H OT 06.04.2011 Ne 63-D3 «O06 31EKTPOHHON MTOATIHCHY;

O®enepanpubiii 3akoH 0T 22.10. 2004 Ne 125-d3 «O6 apxuBHOM jene B Poccuiickoit
®enepanun;

@enepanbubnii 3akoH 0T 02.05.2006 Ne 59-@3 «O mopsinke paccMOTpeHHsI 0OpaieHuit
rpaxnaan Poccuiickoit denepannmn;

®enepanbhblil 3akoH 0T 27.07.2006 Ne 152-®3 (pexn. ot 31.12.2017) «O nepcoHalIbHbBIX
TAHHBIX»;

®enepanpublit 3ak0H 0T 29.07.2004 Ne 98-D3 (pen. ot 18.04.2018) «O xomMepueckoit
TarHe»,

®enepanbublit 3akoH 0T 01.06.2005 Ne 53-D3 «O rocynapcTBeHHOM si3bike Poccuiickoit
Denepauun;

3akoH P® o1 25.10.1991 Ne 1807-1 «O s3p1kax HaponoB Poccuiickoit @enepanun»;

3akoH P® ot 21.07.1993 Ne 5485-1 (pen. ot 29.07.2018) «O rocynapcTBeHHOM TaiiHEe»;

[TocranoBnenue [IpaButenbctBa PO ot 15.06. 2009 Ne 477 «O0 yrBepxaenuu [Ipasun
JIeJIOTIPOU3BO/ICTBA B (he/iepaIbHBIX OpraHax UCIOIHUTEIbHON BIACTHY;

Metoauyeckie pekOMEHAAUU M0 pa3padOTKe MHCTPYKLIMH IO JEJIONPOU3BOJCTBY B
(denepanbHBIX OpraHax HMCHOJHMUTENbHOM BiacTH yTB. [Ipuka3zom PocapxuBa ot 23.12.2009 Ne
76;

ITpuka3 Pocapxusa ot 11.04.2018 Ne 44 «O6 ytBepxkaenun [IpumepHoil HHCTpYKIIMU 1O
JIEJIONPOU3BOJICTBY B TOCYIaPCTBEHHBIX OPraHU3aLUAX;

ITocranosnenue IlpaButensctBa Poccuiickoit ®eneparuu ot 27.12.1995 Ne 1268 «O06
YIOPSA0YEHUH U3TOTOBIICHUS, UCTIOJIB30BAaHUS, XPAaHEHHS] U YHUUTOXKEHUSI eyaTeil 1 OJaHKOB C
Bocmpou3BenaeHueM ['ocynapctBenHoro repda Poccuiickoii @eneparum»;

[Toctanosnenue IlpaButensctBa PD ot 22.09.2009 Ne 754 (pen. ot 17.10.2017) «O6
yrBepkaeHNH [To0XKeHns 0 cucTeMe MeXBEOMCTBEHHOT'O AJIEKTPOHHOTO JOKYMEHTO000pOTaY;

[Ipukaz MunkynasTypsl Poccum ot 25.08.2010 Ne 558 (pex. or 16.02.2016) «O6
yTBep>kaeHUH [lepedyHs TUIOBBIX YMPaBICHUECKUX APXUBHBIX JOKYMEHTOB, 00pa3ymoluxcs B
IpoLecce NIeATENbHOCTH TOCYIApPCTBEHHBIX OPraHOB, OPTraHOB MECTHOTO CaMOYMpaBIEHUS U
OpraHM3aluil, ¢ yKa3aHUEM CPOKOB XpPaHEHUS»;

[Ipuka3 Munkynbetypsl Poccun ot 31.03.2015 Ne 526 «O6 yTBepX ACHUMU TpaBUII
OpraHM3alMy XPaHEHUs, KOMIUIEKTOBAHHUS, Y4€Ta U MCIIOJIb30BaHUS JOKYMEHTOB ApPXHUBHOIO
¢donna Poccuiickoit denepannu U Ipyrux apXUBHBIX TOKYMEHTOB B OpraHax rocyAapCTBEHHOU
BJIACTH, OpPraHaX MECTHOI'O CaMOYIPABJICHUS U OPraHU3ALUAX »;
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Va3 IIpesunenta PO ot 30.11.1995 Ne 1203 (pen. ot 03.09.2018) «OO6 yTBepkaeHUN
Ilepeuns cBeneHU, OTHECEHHBIX K TOCYJaPCTBEHHON TaliHE »;

[TocranoBnenne IlpaBurensctBa PD ot 06.02.2010 Ne 63 (pen. ot 29.12.2016) «O6
yTBepxkAeHUH MHCTpyKIMu 0 mopslke Aomycka AOKHOCTHBIX JIMII M TpaxaaH Poccuiickoii
®denepalny K rOCyJapCTBEHHON TaliHE»;

[Tocranosnenue IlpaButensctBa PD ot 23.07.2005 Ne 443 (pen. ot 18.03.2016) «O6
yrBepxkaeHnn [IpaBun pa3paOOTKM TepeuHs CBEIEHUH, OTHECEHHBIX K TOCYIapCTBEHHOU
TarHe»,

[Tocranosnenue IlpaButensctBa PD ot 04.09.1995 Ne 870 (pen. ot 18.03.2016) «O06
yrBepxkaeHun [IpaBui OTHeceHUs CBEACHMI, COCTaBJISIOUIMX TOCYIAapCTBEHHYIO TailHy, K
Pa3JIMYHBIM CTEIIEHSAM CEKPETHOCTH»;

[TocranoBnenue IlpaButrensctBa PD ot 01.11.2012 Ne 1119 «O6 yTBepKaeHUH
TpeOOBaHUI K 3alllUT€ IEPCOHANBHBIX JaHHBIX HpU HX 00paboTke B HMH(OPMAIMOHHBIX
CUCTEMaX NEPCOHAIBHBIX JaHHBIX»;

IlocranoBnenue IlpaBurensctBa P® ot 15.09.2008 Ne 687 «OO6 yrBepxkACHUU
[Tonoxxenuss 00 OCOOEHHOCTSIX OOpaOOTKHM MEPCOHANBHBIX JAHHBIX, OCYIIECTBIIEMON 0e3
MCIIOJIb30BaHUs CPEJICTB aBTOMATU3ALIUN»;

[TocranoBnenue IlpaBurensctBa P® ot 03.11.1994 Ne 1233 (pen. ot 18.03.2016) «O6
yrBepxkaeHnn [lomoxxeHns o mopsake oOpamieHus co ciry)keOHoi nHpopMaIeld OorpaHuIeHHOTO
pacrpocTpaHeHus B eiepalibHbIX OpraHax HCIOJIHUTEILHON BIIACTH, YIIOJIHOMOUYEHHOM OpraHe
yIpaBjeHUS UCIOJIb30BaHUEM AaTOMHOM 3HEPrUM U YHOJHOMOYEHHOM OpraHe Mo KOCMHUYECKOU
JESITEIIbHOCTH;

I'OCT P 7.0.8-2013. Haumonansusiii ctanaapt Poccuiickoit ®enepauuun. Cucrema
CTaHAapTOB MO HH(OpManuu, OUOIUOTEUHOMY M M3JaTeNbCKOMY Nely. JlenonpousBoJCTBO U
apxuBHoe nieno. Tepmunsl u omnpenenenust (yrB. IIpukazom Poccrangapra ot 17.10.2013 Ne
1185-cr);

I'OCT P 7.0.97-2016. Cucrema craHmapToB 1o HHpOpPMAaIUH, OHOIMOTEYHOMY U
u3garenbckoMy Jeny. OpraHu3allMOHHO-paclopsauTeNnbHas JOoKyMeHTauus. TpeGoBaHus K
odopmiienuro 10kyMeHToB (yTB. [Ipukazom Poccranmapra ot 08.12.2016 Ne 2004-cT);

3akon PecnyOnuku Komm ot 06.06.1994 Ne XII-20/1 «O T'ocymapcTBeHHOM Tepbe
Pecniyonuku Komuy;

ITocranosnenue IlpaButensctBa PecriyOnuku Komu ot 11 despans 2015 roga Ne 58 «O6
YTBEPKACHUM TUNOBOM HMHCTPYKIMM 10 JIEJIONpPOU3BOJACTBY B OpraHax B CHCTEME
UCTIOIHUTENbHON BiacTu PecriyOmuku Komuy;

[TocranoBnenue IlpaButensctBa Pecnybomuku Komm ot 20.09.2011 Ne 396 «O6
OpraHu3alMi MEXBEJIOMCTBEHHOW CHUCTEMbI 3JIEKTPOHHOI'O JOKYMEHTOOOOpOTa» (BMecTe ¢
[TonosxeHrneM 0 MEXBEAOMCTBEHHOH crcTEME 3JIEKTPOHHOTO JOKYMEHTO000pOTA).

6. CpencrBa o0ecrieueHust OCBOCHMA Y4eOHOM 1M CIMIIIMHBI
B yueOnom mpomecce mnpu peanuzanuu  yuyeOHOH  aucuuIuiiHbl  «OCHOBBI

JOKYMCHTHPOBAHUSA ynpaBHqueCKOﬁ ACATCIIBHOCTH» UCIIOJB3YHOTCA CICAYIOIHUE NPOrpaMMHBIC
cpenacTBa:

Hugppopmayuonnwvie Ilepeuens npozpammmnozo obecnevenus u UHPOPMaAyUOHHBIX
mexnonozuu CHPABOUHBIX cUCEM

OducHbrit maket ans padotsl ¢ | Microsoft Office Professional
JOKYMEHTaMH LibreOffice

HNudopmannonHo-crpaBounbie | CipaBouHo-npaBoBas cuctema "Koncymnbrant [Imoc"

CUCTEMBI CnpaBouHo-npaBoBas cucrema "['apant”
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DIeKTPOHHO-ONOINOTEUHBIE OBbC «YHuBepcuteTckast OMOIMOTeKa OHJIAHH

CUCTEMBI Hayunas snexktponHas Oubnuorexa (www.e-library.ru)

HarmonanwsHas anekrponnas ounodmuoreka (https://H36.pd)

:‘)J'IGKTpOHHaSI rmodyra BHCKTpOHHaﬂ I1o4yTa B JOMCHC krags.ru

CpencrtBa i opranu3anuu | CepBUCH BeO- M BUICOKOH(EPEHIICBSA3H, B TOM YHUCIIE
BeOMHapoB, TeiemoctoB u | BigBlueButton

KOH(epeHIIHIA

ComnpoBok/IeHHE OCBOCHHUS TUCIMILIMHBI 00YYarOIIMMCS BO3MOXHO C HCIOJIb30BAHUEM
AIIEKTPOHHON HH(pOpMaIMOHHO-00pazoBaTenbHOi cpeasl OY BO KPAI'CuY, B TOM uucie
obOpasoBarenbHOr0 noptasia Ha ocHoBe Moodle (https://moodle.krags.ru).

7. MaTepunaibHO-TeXHH4YECKOe o0ecrieyeHue
OCBOCHUS Y4eOHOM TN CHUIIIHHBI

[Ipu npoBeneHun y4eOHBIX 3aHIATUH MO JUCHUIUIMHE «OCHOBBI JOKYMEHTHPOBAHUS
yIpaBJICHUYECKON JAESTEIbHOCTU» 3aJ€iCTBOBaHAa MaTepuaibHO-TexHHueckas 6aza ['OY BO
KPAI'CuY, B cocTtaB KOTOpPOM BXOJAT CJCAYIOIIUE CPEACTBA M PECYPCHl MJisi OpraHu3alluu
CaMOCTOSITENIbHOM 1 COBMECTHON pabOThI 00yUaIoIuXCs ¢ MpenoaBaTeneM:

— CIeUUAIbHBIC TMOMEUICHUS I pealu3alydy JAHHOW TUCHUIUIMHBI TIPEICTABISIOT
coOoif ydeOHbIE ayTUTOPUM JJIsl HPOBEAEHUS 3aHATUH JIEKIMOHHOTO THIMA, 3aHATUR
CEMHMHAPCKOTO THUIMA, TPYNIOBBIX W MHIMBUAYAJIbHBIX KOHCYJIbTALUN, TEKYIIEro KOHTPOJS U
IPOMEKYTOUHOW aTTeCTalluy, a TaKXKe IOMEIIEHUs JUIsl CaMOCTOATENBbHOM paboThl U
MOMEIIEHUS JIUII XPAaHCHUS U MPOQPIIAKTHYECKOTO OOCIY>KMBAaHUS y4eOHOro 00OpyHIOBaHUS.
CrienuanpHble MOMELIEHHUS YKOMIUIEKTOBAaHbI CIICUATU3UPOBAHHON MeOEIbI0 U TEXHUYECKUMU
cpeacTBaMu OOydY€HHUs, CIIyKallUMU Ui TpeAcTaBiIeHUs y4dyeOHOW HuH(popMaluu OOJbIION
ayauTopuu, HabopaMH JEMOHCTPALlMOHHOTO OOOpYJOBaHUS W Yy4eOHO-HAIIATHBIX MOCOOHIA,
00eCTIeYNBAIOIINX TEMATHYECKHIE NILTIOCTPAIIHH;

— TIOMEIIEHHE JUIsI CaMOCTOSITEIbHON paboThl 00yYarOIMXCsl OCHAIIEHO KOMIbIOTEpHON
TEXHUKOH C BO3MOKHOCTBIO TIOAKIIOUEHHsS K cetn «MHTepHEeT» M obecriedeHneM A0oCTymna B
AIIEKTPOHHYIO HHPOPMALIMOHHO-00pa30BaTENbHYIO Cpelly OpraHU3alny;

— KOMITBIOTEPHBIE KJIACCHI, OCHAIIICHHBIE COBPEMEHHBIMH ITEPCOHAILHBIMU KOMITBIOTEPAMH,
paoTaromMMM ~ TOJ ~ YOpaBICHHWEM  ONEpalMoHHBIX  cucteM  Microsoft  Windows,
00BbEeTMHEHHBIMH B JIOKATBHYIO CETh M UMEIOIIUMH BBIX0A B VIHTEpHET;

— Oubnuoreka  AkaneMHM, KHIWKHBIH  (OHJI  KOTOpPOH  COJAEpXKHUT  Hay4yHO-
HCCIIEIOBATEIIBCKYIO JIUTEPATYPY, HAyYHbBIE )KYPHAIBI M TPY/ABl HAYYHBIX KOH(PEPEHIINH, a TaKKe
YHUTaJbHBIN 3all;

— cepBepHOE 000pyI0BaHUE, BKIIIOYAIOIIEE, B TOM YHCIIE, HECKOJIBKO cepBepoB cepuu IBM
System X, a Takke BUpTyaJibHbIE cepBepa, paboTaloIMe IMOJA YIPaBICHHUEM OINEPalMOHHBIX
cucteMm Calculate Linux, Bkitouennoii B Peectp Poccuiickoro I10;

— CeTeBOe KOMMYTAllMOHHOE 00O0pyJoBaHue, oOecreunBalomiee paboTy JOKaIbHOM CeTH,
npeaocTaBieHne JocTymna k cetu MHTepHeT ¢ 00miel ckopocThio moaktoueHus 100 Mout/cek, a
Takxe paboty GecripoBogHOro cermenta cetd Wi-Fi B momenieHusax AxkaiemMun;

— UHTEpaKTUBHbIE HHPOpPMaLIMOHHBIE KHOCKU «HOY;

— NporpaMMHbIE U alNapaTHBIE CPECTBA I IPOBEACHUS BUICOKOH()EPEHIICBA3H.

Kpome Ttoro, B oOpa3oBaTellbHOM Mpolecce OO0YYarOIIMMHUCS MIMPOKO HCHOJB3YIOTCS
CJIEAYIOIINE HIIEKTPOHHBIE PECYPCHI:

— ceTb Internet (ckopocTs moakmroueHust — 100 MouT/cex);

— caiir https://www krags.ru/;

— ©OecnpoBoanas cetb Wi-Fi.
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KonkpeTHble moOMemIeHUs JUisl OpraHu3aluu OO0y4deHHs 1o AucHUILINHE «OCHOBBI
JOKYMEHTHUPOBAHHUS YIPABIEHYECKOW NEATEIbHOCTUY» OIPEAESIOTCS pacHuCcaHheM Y4eOHBIX
3aHATHA W TPOMEXKyTOuHOU arrectanuu. OOOpymoOBaHWE ¥ TEXHHYECKOE OCHAIICHUE
ayIUTOPHH, MPEJICTABIICHO B TTACIIOpTE COOTBETCTBYIONMX KabuHeToB 'OY BO KPAI'CnV.

PA3SJIEJ II. METOAUYECKHUE MATEPUAJIbBI

BaxuelmmM ycaoBHeM yCHEITHOTO OCBOSHHS MaTepurala sSBJsIeTCs TNIaHOMEepHasi paboTa
oOydarolierocss B TEUEHHUE BCEro Iepuojga u3ydeHus auciuiuivibl.  OOyuaromemycs
HEOOXOUMO  O3HAKOMHTBCS CO  CIEAyIoIeld yd4eOHO-METOAMYECKONH JTOKyMEHTaIlueH:
OpOrpaMMOil  JHUCHUUIUIMHBL, Y4eOHMKOM M y4eOHBIMH TOCOOMSIMM 1O  JUCIMILIUHE;
AJIEKTPOHHBIMU PECypcaMu MO JUCUUIUIMHE; METOJUYECKUMHU U OLEHOYHBIMU MaTepuaiaMH I10
JUCLHUILIINHE.

Y4eOHbIN mpolecc MpH peaau3aliy JUCHUTUIMHB OCHOBBIBACTCS HAa HMCIOJIH30BAHUHU
TPaJAULMOHHBIX, HTHHOBAIIMOHHBIX U HHPOPMAIIMOHHBIX 00Pa30BaTENbHBIX TEXHOJIOTUH.

TpagunuoHHble 00pa30BaTENIbHbIE TEXHOJIOTMM IPEICTABICHbI JIeKYUAMU U 3AHAMUAMU
CEMHUHAPCKOro TUNa (MPaKTUYECKUE 3aHSITHS).

WHHoBanMoHHbIE 00pa30oBaTeIbHbIE TEXHOJOIMHM MCIONb3YIOTCS B BHUJIE ILIMPOKOIO
MPUMEHEHUS aKTUBHBIX U MHTEPAKTUBHBIX (OpM MpoOBeneHHUs 3aHATHH. AyauTopHas pabora
oOy4aromuxcsi NpeaycCMaTpUBAET JIEKIUU-NPE3CHTAllMU, aHaJIU3 IPAaKTUYECKUX CHUTYyalUii,
MOATOTOBKY IOKYMEHTOB.

HNupopmaninonHsle 00pa30BaTE/IbHbIE TEXHOJOTHMHM DPEATU3YIOTCSI IyTEM AaKTUBU3ALUU
CaMOCTOSITENbHOM paboThl 00yJarOIIUXCS B MHPOPMAIIMOHHOM 00pa3oBaTeIbHON Cpee.

Bce ayautopHble 3aHATHS MpEClIeyOT LeTb 00eCreYeHHs] BBICOKOTO TEOPETHUECKOTO
YPOBHS ¥ IPAaKTUYECKOM HaIlPaBI€HHOCTH 00Y4YEHHUS.

Iloozomoeka K 1eKyUOHHbIM 3AHAMUAM

B xozxe nexuuii npenogaBarens U3jiaraeT U pa3bsCHIET OCHOBHBIE M HauOOJIEe CII0KHbBIE
MOHATHUS TEMBI, @ TAK)KE CBSA3aHHbIE C HEH TEOpPETHYECKHE M NMPAKTHUECKUue MpoOJIeMBbl, JaeT
PEKOMEHIALUU IO MOJATOTOBKE K 3aHATHUSAM CEMHHApPCKOI0 THIA U CaMOCTOSITeNIbHOU padoTe. B
XOJIe JIEKLIMOHHBIX 3aHATHI oO0ydaromemycsi cieIyeT BeCTH KOHCIEKTUPOBaHHE Y4eOHOro
MaTepuaia.

C penpio oOecreyeHHs YCHEIIHOTO OCBOEHHs TUCHMIUIMHBI OOydYaroUMics JOJKEeH
TOTOBUTHCS K Jiekuu. [Ipu aTom HeoOxo1uMo:

- BHUMATEJIbHO [TPOYUTATh MaTepHaJl IPEABITYILIEHN JIEKINH;

- O3HAKOMMTBHCA C Y4E€OHBIM MaTepHaJioM JIEKIIMU [0 PEKOMEHIOBAHHOMY Y4EOHUKY
U/ y4eOHOMY 1TOCcoOHU10;

- YSICHUTh MECTO M3y4aeMOU TeMbI B CBOEH MpoeCCHOHATbHON MOITOTOBKE;

- 3amUcaTh BO3MOXKHBIE BOIIPOCHI, KOTOpbIE OOYYalOLIUIiCS NpeArnoyiaraeT 3aaaTh
IpernoaaBaTesio.

Iloozomoeka K 3aHAMUAM CEMUHAPCKO20 MUNA

DTOT BUJ CAMOCTOATEILHON PabOThl COCTOUT M3 HECKOJIBKHUX ATAIOB:

1) moBTOpEeHUE M3yuyeHHOro MaTepuaia. J{jas 3TOro MCHoib3yITCS KOHCIEKTHI JIEKIIUH,
PEKOMEHI0BaHHAs! OCHOBHAS U JIOTIOJIHUTEIbHAS JINTEPATYPA;

2) yrayOiienue 3HaHMM MO Teme. J[Is 3TOro peKoMeHayeTcs BBINHCATh BO3HUKIIHE
BOIIPOCHI, UCTIOJIb3YEMbIE€ TEPMUHBI;

3) MOAroTOBKa JOKJIAJOB IO TeMaM, MpeAsaraeMbIM IpernojaBareieM, WM aHalIu3
MPAKTUYECKUX CUTYAIUi U Jp.

IIpn moAroTOBKE K 3aHATUSM CEMHHAPCKOTO THUIIA PEKOMEHIYETCS C LENbIO MOBBIIIECHUS
ux 3¢ pexTUBHOCTH:
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— YZAETATh BHUMaHHE pa300py TEOPETUYECKUX BOIIPOCOB, OOCYX/IaEMbIX Ha JICKLIUSX;

— yIeNATh BHMMAaHHE KPAaTKOMY IOBTOPEHHIO TEOPETHUYECKOro MaTepuasa, KOTOPBIH
MCIIOJIb3YETCSI TP BBIIOJIHEHUN IPAKTUUECKUX 3aaHU;

— BBIIOJIHATH BHEAYAUTOPHYIO CAMOCTOATEIbHYIO paboTYy;

— CTaBUTh NPOOJEMHBIE BOMIPOCH], IO BO3MOXXHOCTH HCIOJb30BAaTh MPUMEPHI C
IPAaKTUYECKUM COJEPKAHUEM;

— BKJIKOYATbCS B MCIOJb3YEMbIE NPU MPOBEACHUM NPAKTUUECKHUX 3aHATHI aKTUBHbBIC U
UHTEPaKTUBHbIC METO/bl O0YUYEHHUS.

[Ipu pazbope mpuMepoB B ayAUTOPHUH WIM JOMa MEIEecO00pasHO KaXAbIM MX HHUX
000CHOBBIBAaTh TEMH WJIM UHBIMU TEOPETUYECKUMH MOJI0XKEHUSAMHU.

AKTHBHOCTb Ha 3aHATHSAX CEMUHAPCKOIO TUIIA OLEHUBAETCS 110 CIEIYIOIUM KPUTEPUIM:

— OTBETHI Ha BONPOCHI, IIPeIaraeMple IpenoaBaTesieM;

— YYacTH€ B TUCKYCCHSIX;

— BBIIIOJHEHHE IPOEKTHBIX M UHBIX 3a/laHuil;

Opzanuszayus camocmoamenvHoil padbomoi

CamocrosarenbHas pabora oOyyaromIMXcsl IMpeICTaBiseT COO0H mpolecc akTHUBHOTO,
LIEJICHAIIPaBJIEHHOTO NPUOOPETEHUs MMHU HOBBIX 3HAHUM, yMEHUH O0e€3 HemocpeICTBEHHOTrO
y4acTHs IperoiaBaTesis, XapakTepU3yIOIIMUNHCs NpeAMETHON HanpaBlIeHHOCTBIO, 3()(PEeKTUBHBIM
KOHTPOJIEM U OLIEHKOW Pe3yNIbTaTOB JACSATEIHHOCTH 00yUYaromerocs.

3aauaMy caMOCTOATENbHOM paboThI SIBISIOTCS:

— CHCTEMaTu3alMs U 3aKpeIUIEHWE MOJYYEHHbIX TEOPETHYECKHX 3HAaHUM U
NPAaKTUYECKUX YMEHHUI U HaBBIKOB 00OYYaIOLINXCS;

—  yriyOJieHue U pacllupeHUe TEOPETUUECKUX 3HAHUIA;

— (QopMupoBaHue  yMEHUH  HCHOJB30BaTh  HOPMAaTUBHYIO M  CIPAaBOYHYIO
JIOKYMEHTAIMIO, CIIELIMATIbHYIO JIUTEPATypy;

— pa3BUTHE  I[I03HABATEJbHBIX  CHOCOOHOCTEH,  AKTUBHOCTH  OOydYaroLIuXxcs,
OTBETCTBEHHOCTH U OPraHU30BaHHOCTH;

— (opMupoBaHHE CaMOCTOSTEIBHOCTH  MBIIUICHUS, TBOPYECKOM HHUIMATUBBI,
CIIOCOOHOCTEH K cCaMOpa3BUTHUIO, CAMOCOBEPIICHCTBOBAHUIO M CaMOpeaIU3aliy;

—  pa3BUTHE UCCIEN0BATEIBCKUX YMEHUN U HABBIKOB.

[Ipy wm3ydeHUM IUCUUIUIMHBI OpraHHU3alisl CaMOCTOSTENIbHON paboThl 00ydarommxcs
npezcTaBisieT coOO0N eIMHCTBO TPeX B3aMMOCBSI3aHHBIX (OpM:

1) BHeayiuTOpHas caMoCTosITeNlbHas padoTa;

2) ayaudTopHas ~ caMoOCTOsTeNbHas  pa0oTa, KOTOpas  OCYIIECTBIISETCS  MOJ
HEINOCPEJICTBEHHBIM PYKOBOJICTBOM IPENOJIaBaTeNsl MPU MPOBEACHUM MPAKTUYECKUX 3aHATUN U
BO BpEMs UYTCHMUSI JICKLINN;

3) TBOpUecKasi, B TOM YHCJI€ HAyYHO-HCCIIe0BaTeNbCKas padoTa.

Ilepen BbIMOMHEHHEM OOYYaIOUIMMUCA BHEAYTUTOPHON CaMOCTOSTENBHOW paboThI
IpernoaaBaTesib MOKET /1aBaTh Pa3bsICHEHMS 110 BBIMOJIHEHUIO 33/1aHUs, KOTOPbIE BKIIIOYAIOT:

— LIeJb U COACPKAHNE 3a1aHUs;

— CPOKH BBITIOJIHEHUS;

— OPHUEHTHUPOBOYHBIA 00BEM PaOOTHI;

— OCHOBHBIE TPEOOBAaHHUS K pe3yJibTaTaM pabOThl U KPUTEPUU OLICHKHU;

— BO3MOYKHBIE TUITMYHbIE OIIUOKH MTPH BBITOJIHEHHH.

KoHTponb pe3ynbTaToB BHEAYAUTOPHON CaMOCTOSITENHHOM pPaOOTHI OOYyJaroNIuXCs
MOYKET MPOXOAUTH B MMCbMEHHOM, YCTHOM MIJIM CMEIIaHHOH (opme.

WNnorpa mpenopaBatens JUisi TEMaTHMYECKUX 3aHATHUSX CEMUHAPCKOrO0 THUIA IMOPYyYaeT
o0yyaromuMcsl MOJATOTOBUTH JoKiaA. IIpum MmoAroToBke AOKiana, MOJIB3YACh pa3IMYHBIMU
UCTOYHUKaMU (y4eOHOM U creuuaibHOW JUTEpaTypodl, B TOM 4HCIE MOHOrpapusimu,
TUcCcepTallMsIMM U CTaThsIMM, HMH(QOPMALMOHHBIMA  HCTOYHHUKAMH,  CTaTUCTHYECKOM
uH(popMaliel, HOpMaTUBHBIMH IIPABOBBIMHU aKTaMH U T.JI.), HEOOXOAUMO MOJIHOCTbIO PACKPHITh
TEMY, MOCJIE0BATEILHO U3JI0KUTh UCTOPHIO BOIPOCA, UMEIOIIUECS TOUKU 3PEHHSI, COOCTBEHHBIE
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BbIBOZIbI. HeoOxomumo m3beraTh HENMpOBEpPEHHOW WH(pOpMAalMH, OroBApHBATH JIETUTUMHOCTD
UCTOYHUKOB. OO0s3aTeIbHBIM SBJISIETCS COMPOBOXKICHUE JOKIJIaa 3JIEKTPOHHOM Ipe3eHTalueH,
caenaHHoi B pegaktope Power Point. DnekTpoHHast mpe3eHTANus BKIIIOYAST: TUTYIbHBIA CITal]]
¢ yKazaHueM TeMsl j1okiaaa, @.M.0. oOyuaroierocsi; OCHOBHBIE MOJIOKEHHSI TOKIa/1a, BBIBOIBI U
3aKJIFOYUTEIIBHBIN CIIaiij] CO CTIMCKOM MCTOYHUKOB U OnarogapHocThio (8—10 cnaiinos). Chaiinsl
MOTyT OBITH IPOHYMepoBaHbl. L[BeToBOI (poH cinaiioB mogdupaercs Tak, YTOObI HA HEM XOPOIIIO
Obl1 BUzEH TekcT. Ciymias JOKIaabl M BBICTYIUIEHMSI HA 3aHSATUM CEMUHApCKOro TUIA WJIU
PEIUIMKHU B XOJ€ AUCKYCCUH, O0y4aroUIMMCcsl Ba)KHO HE TOJIbKO yBa)kKaTb MHEHHE cOoOeceqHHKa,
HO W HCIIOJIb30BaTh HABBIKM aKTUBHOTO WJIH Pe(ICKCHBHOTO ClyllaHus (He nepeduBath, naBast
BO3MOXXHOCTh ~ TOJIHOCTBIO  BBICKa3aTh CBOIO TOYKY 3pEHHs, HEMOHSATOE YTOYHSTH,
nepedopMyIHpys BbICKa3aHHOE U T.I1.).

Iloozomoexa k npomexcymounoii ammecmayuu

BunoM npomexyTo4HOW aTrTecTalyy M0 JaHHOM NMCLMIUIMHE SBJISETCSA clada 3adera.
[Ipy mpoBeneHUH  MPOMEKYTOUHOM  aTTECTAllMM  BBISICHSAETCS  YCBOGHHE  OCHOBHBIX
TEOPETUYECKUX W MPUKIATHBIX BOIPOCOB IPOrpaMMbl U YMEHHE IMPUMEHATH IOJyUYEHHBIE
3HAHUSA K PEHICHHIO MpakTU4yeckux 3amad. [Ipm moAroToBke K 3adeTy ydeOHBIH Marepual
PEKOMEHAYETCS MOBTOPSTH 10 Y4eOHOMY M3/IaHUIO, PEKOMEHIOBAHHOMY B KaueCTBE OCHOBHOM
JUTEPaATyphl, U KOHCIEKTY. 3a4eT MPOBOJUTCS B HA3HAYCHHBIN JI€Hb, 10 OKOHYAHUU H3YyUCHHUS
JucuUIuinHbl. Ilociae KOHTPONBHOIO MEpONpUATUS IPENOoJaBaTeNlb YYUTHIBAET AKTHUBHOCTH
paboTel OOydHaromerocsi Ha ayAWTOPHBIX 3aHATHSAX, KAa4eCTBO CAMOCTOSITEIbHON paboThI,
pe3yJbTaThl TEKYIIEH aTTeCTallMM, IOCEIAEMOCTh U BBICTABIISIET UTOIOBYIO OLICHKY.

H3yuenue Oucyuniunsl ¢ UCHONBL30BAHUEM OUCHIAHUUOHHBLIX 00pPA308aAMENbHBIX
MExXHONI02UlL

[Ipy w3ydyeHMM AUCHMIUIUHBI C HCIOJIb30BAHUEM JHMCTAHIIMOHHBIX 00pa30BaTEeNbHBIX
TEXHOJIOTUII HEOOXOAMMO JOIOJIHUTENBHO PYKOBOACTBOBATHCS JIOKAJIbHBIMH HOPMAaTHUBHBIMU
aktamu ['OY BO KPAI'CuV, pernamMmeHTHPYIOIIMMH OpraHU3alrio 00pa3oBaTeIbHOro mpoiecca
C MCIOJIb30BAaHUEM JTUCTAHIIMOHHBIX 00pa30BaTEIbHbIX TEXHOJIOTUH.

PA3JIEJI I1I. OHEHOYHBIE MATEPUAJIBI

8. KoHTpoJibHO-u3MepHuTe/IbHbIe MaTepuajibl, He00X0AMMBbIe ISl IPOBEPKHU
copMHPOBAHHOCTH MHAUKATOPOB I0CTHKEHUSI KOMIIeTEHINH (3HAHMI, YMEHUI U
HABBbIKOB)

8.1. 3a0anusa ona npogedenus mexyuieco KOHmMpPOJiA
Texkyuuii KOHTPOJIb BOBMOXKEH B IBYX (hOpMax: TECTOBOM WUJIM BBIOJIHEHUS
IIPAKTUYECKOTO 3aJaHUsl.

IIpumep mecmoeozo 3adanusn

1. KakuM HOpPMATHBHBIM IIPABOBBIM AKTOM DPETJIAMEHTHPYIOTCS OCHOBHBIE IIpaBUIIa
JIeNTOTIPOU3BOICTBA IS (pesiepaibHBIX OPraHOB UCIIOIHUTENBHOM BIacTu?

A) TumoBas HHCTPYKUMS 10 JEJONPOU3BOACTBY B  (elepalbHbIX OpPraHoB
VCIIOJIHUTEJIbHON BJIACTH.

b) TunoBoi#l pernamMeHT JENIONPOU3BOJCTBA B (peepaqbHBIX OPraHOB HCIOJIHUTEIHHON
BIIACTH.

B) IIpaBuia genonpoun3BoAcTBa B (peiepaqbHbIX OPraHOB UCIOJHUTEIBHOM BJIACTH.

I') ITonoxeHue o 1e10NPOU3BOICTBE B (peiepaibHbIX OPraHOB UCTIOJIHUTENIBHOM BIACTH.

2. UTto noHuMaeTcs 1noj AeI0nporu3BOACTBOM?
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A) JledarenbHOCTb, LeEJNEHANPABICHHO oOecreynBaomas (yHKIMU  YHPaBICHUS
JIOKYMEHTaMHU.

b) JestensHOCTh, OOECIIEUMBAOIIAsl pPEAM3alUI0 SIUHON MOJUTHKU U CTAaHAAPTOB TI0
OTHOUICHUIO K JIOKYMEHTaJIbHOMY (DOHIy OpraHU3aLIUH.

B) J[estenpHOocTh, oOOecmeuyuBaromas — JIOKyMEHTHPOBAHHE, JOKYMEHTOOOOPOT,
ONEPATUBHOE XPAaHEHUE U MCHOJb30BAHUE TOKYMEHTOB.

3. Kakue u3 nepeynciieHHbIX BUAOB JOKYMEHTOB, OTHOCSATCSI CUCTEME OpPTraHU3allMOHHO-
MPaBOBOI TOKYMEHTaMK? (HECKOJIBKO BEPHBIX BAPUAHTOB)

A) llltatHOE pacnurcaHue

b) [locTanoBnenue.

B) JomkHOCTHAs HHCTPYKITUH.

I') ITpoToko.

) Ipuxkas.

4. B Kakylo cuCTeMy AOKYMEHTAI[MH BXOJST JOKYMEHTHI, B KOTOPBIX (pukcupyroTcs
yIpaBJIEHYECKHUE PEIICHHUS IO OPTaHNU3aMOHHBIM, aIMHHUCTPATUBHBIM M KaJIPOBBIX BOIIpocam?

A) Cucrema opraHu3alOHHO-IIPABOBOM JOKYMEHTAIHH.

b) Cucrema pacnopsauTesIbHON TOKYMEHTALIUH.

B) Cucrema nH(OpMamOHHO-CIIPABOYHON TOKYMEHTAIIHH.

5. OT 4ero 3aBHCHUT COCTAaB PEKBU3UTOB, BKIIFOUAEMBIX B OJIaHK JOKyMEHTa?

A) Ot BUJa JOKYMEHTA.

B) Or cnocoba pacrmonoxeHuss peKBU3UTOB B OyiaHKe (MPOJOJIBHBIM WM YIIOBON
CI0CO0BbI)

B) Ot opranuzannoHHo-11paBoBoi (hOpMbI OpraHU3alUU — aBTOPA JOKYMEHTA.

Ilpumep npakmuueckozo 3a0anus

CocraBpTe ¥ O(QOpMHUTE TpUKa3 IO OCHOBHOM JEATENbHOCTH, U  Jpyrue
pacnopsauTeNbHbIE JOKYMEHThI, HEOOXOIMMBbIE B JAHHOW YIIPaBICHUECKON CUTYallUu:

Ha MockoBckoM KOMOMHATe MO MPOM3BOJICTBY MY3bIKAIbHBIX HHCTPYMEHTOB U MeOenu
(rocyaapcTBEHHOE IpeanpusTHe), KOTOphlid BXxoauT B KoHllepH 1o pa3paboTke U MpOU3BOJCTBY
OPOAYKIMH My3blKadbHOM mpomblinuieHHocTH (POCMY3IIPOM), nelictByer Ilonoxxenue o
IIPEMHUPOBAHUH PYKOBOJUTENEH 1IEX0B, OTAENIOB U ciyk0, yrBepkaeHHoe 05.01.2003 Ne 27.

12 ampenst Tekyliero rojaa aupexktop komouHata B.M.JIapoHOB MOpydns HayalbHUKY
oTzena Tpynaa u 3apabotHoil matel MapkoBy H.I'. paccuntars pazmep npemMuu pyKOBOAUTEISIM
OTJIEJIOB, IIEXOB U CIyX 0 KoMOMHaTa mo uroram paOoThl 3a MEpBbIM KBapTan K 15 ampens, a
raBHoMy Oyxrantepy komOunara Tpommuoit C.I'. — opranu3oBarh BblIIaTy npemuu k 20
anpess TEKYILEro roja.

HavanpHuk mmanoBo-3xoHOMHUYeckoro otaena MareeeBa C.H. u rnmaBHBIN Oyxranrep
Tpomuna C.I'. 3aBU3MpOBaNM MPOEKT NMPHKa3a AUPEKTOpa KOMOMHATA.

8.2. Bonpocwt 014 noo2omosKu K 3auemy
1. [IpaBoBoe  perymupoBaHue  pabOTBl €  YIOPaBICHYECKUMH  JOKYMEHTaMH,
COJIEpKAIIIMHU.
2. TIpaBoBbIE OCHOBHI HCIIOIH30BAHUS O(QUIIMATHHBIX SI3IKOB B pab0OTE ¢ TOKYMEHTaMH,
3. HamuonanpHbIE CTaHIAPTHI B 00JIACTH JIETIOMPOU3BOJICTBA.
4. HopmaTtuBHbIe TmpaBoBblie akThl PecnyOmmku Komm B obmactu  paboThl ¢
JIOKYMEHTaMHU.
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5. Knaccudukanus 10KyMEeHTOB.

6. Cucrema OpraHu3alMOHHO-TIPABOBON JOKYMEHTAIIUH.

7. Cucrema pacopsaUTEIbHON TOKYMEHTALUU.

8. Cucrema nHGOPMAIMOHHO-CIIPABOYHOMN JTOKYMEHTAIIHH.

9. Cucrema njaaHOBOM JOKYMEHTALIUH.

10. Cucrema OTYETHOM JOKYMEHTAIIMU U YYETHOW JTOKYMEHTALINH.

11. Cucrtema 10roBOpHOI JOKYMEHTAIIUH.

12. OO1ue npuHIUIBI OpraHU3aIUuH J1€I0IPOU3BOJICTBA.

13. OOmue NpUHIKITEI OPraHU3AIUH JOKYMEHTO000pOTa.

14. OOmue NpUHIKIBI JOKYMEHTHPOBAHHMS.

15. IlpaBuna  odopmieHHs  OTAEIBHBIX  PEKBU3UTOB  JOKYMEHTOB  (Trep0O
(I'ocynapctBennbiii Tep6 Poccuiickoii @enepanuu, repd cyowrekra Poccuiickoit deneparuu,
rep0 (repambIUYecKuii 3HaK) MYHUIIUTIAIILHOTO 00pa30BaHus); SMOJIeMa; TOBapHBIM 3HAK (3HAK
00CITy)KMBaHUA)).

16. IlpaBuna oQopMiIeHHsT OTHENbHBIX PEKBU3UTOB JOKYMEHTOB (HaMMEHOBAaHUE
OpraHM3aliyl — aBTOpa JOKYMEHTa; HauMEHOBaHHE CTPYKTYPHOIO MOJpa3felieHuss — aBTOpa
JIOKYMEHTa; HAUMEHOBAaHUE JOHKHOCTH JIMIA — aBTOpA JOKYMEHTA).

17. TlpaBuna odopmieHUsT OTACIbHBIX PEKBU3UTOB JOKYMEHTOB (CIPaBOYHBIC JaHHBIC
00 opraHusaiyy; HAMMEHOBAaHUE BU/1a JOKYMEHTA).

18. IlpaBuna odopMieHUS OTAETBHBIX PEKBHU3UTOB JTOKYMEHTOB (llaTa OKYMEHTa;
pEerucTpaliOHHbI HOMEp JOKYMEHTA; CChbUIKA Ha PETrMCTPAllMOHHBIA HOMEp M JaTy
MOCTYMHBIIETO JOKYMEHTA).

19. TlpaBuna ohopMIIeHUS OTACIBHBIX PEKBU3UTOB JOKYMEHTOB (MECTO COCTaBIICHUS
(u3manust) JOKyMEHTa; rpud OrpaHUYEHHs IOCTyIa K JOKYMEHTY; aJpecar).

20. IpaBuna odopmieHHsS OTIACIBHBIX PEKBU3UTOB JOKYMEHTOB (TpH(] YTBEpPKICHHS
JIOKYMEHTA; 3ar0JIOBOK K TEKCTY).

21. IlpaBuna opopMiIeHHUS OTAEIbHBIX PEKBU3UTOB JOKYMEHTOB (TEKCT IOKYMEHTA).

22. llpaBuna oQopmieHHs OTAETbHBIX PEKBU3MTOB JOKYMEHTOB (OTMETKa O
INPWIOKEHUU; TpU( COTIacOBaHUS TOKYMEHTA).

23. IlpaBuna odgopmieHHs] OTIENbHBIX PEKBU3UTOB JOKYMEHTOB (BM3a; IOJINUCH;
OTMETKa 00 3JIEKTPOHHON MOJIHUCH).

24. TlpaBuna opopMiIeHUS OTAENbHBIX PEKBHU3UTOB JIOKYMEHTOB (I€yaTh, OTMETKa 00
HCIIOJTHUTEJIE; OTMETKA O 3aBEPEHUH KOIIUN).

25. IlpaBuna odopmieHHs OTAETbHBIX PEKBU3MTOB JOKYMEHTOB (OTMETKa O
NOCTYIUIEHUN JOKYMEHTA; PpEe30JIoLus; OTMETKa O KOHTpOJIe; OTMETKa O HalpaBlIEeHUU
JIOKYMEHTA B JI€JIO0).

26. IlpaBuna noAroToBKU M 0(OPMIICHHS MPUKA30B, PACTIOPSIKEHUH.

27. IlpaBuna moAroToBKH U 0(popMIIeHHS IPOTOKOJIA 3ace/laHus (COBEIIAHNA).

28. IlpaBuia moaroToBKU U OhOpMIICHUS aKTa.

29. IlpaBuna moAroToBKH U 0pOpMIIEHHS AETOBOT0 MUChMAa.

30. OO6mias xapakTepucTHUKa TOKYMEHTOMOTOKOB.

31. IIpaBumna paGoThI ¢ BXOASIIUMH JOKYMEHTAMHU.

32. IlpaBuna paGoThI C UCXOIAIIMMHU JOKYMEHTAMHU.

33. IIpaBumna paGoTbI ¢ BHYyTPEHHUMH JIOKYMEHTAMHU.

34. IlpaBuna TEKyIIEro XpaHEHUs TOKYMEHTOB.

35. IlpaBuna nepenauu JOKYMEHTOB B apXUB U HA YHUUTOXKECHHUE.

36. MHCcTpyKuMs 1O AETONPOU3BOICTBY.

37. IlonoxeHue o0 CTPyKTYpHOM NOAPA3IEICHHH.

38. TabGenpb u anbOoM GopM TOKYMEHTOB, TpaduK JOKYMEHTOO0O0pOTA.

39. Homenknarypa nen.

40. Ilytn onTUMHM3alMU JOKYMEHTOOOOpOTa U cXeM (DYHKIHOHAJIBbHBIX B3aUMOCBS3EH
MEXY MOAPa3AEICHUSIMU
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8.3. Bapuanm 3a0anuii 011 npoeedeHUsr RPOMENHCYMOYHO20 KOHMPOJIA

[TpomexyTouHas aTTecTanus IPOBOJUTCS B YCTHOU (opMme.
B xaxzapiii OuseT BXoauT 2 Bompoca:
— nepevlil BONPOC — TEOPETUICCKUN — U3 CIIHCKA BOTIPOCOB;
— 8MOpoll 0NPOC — MPAKTUYECKHUI — pelIeHre Kelca UITH MPaKTUYECKOTro 3aJaHusl.

Keiicnl

1. B opran MyHUIUMIAIBLHOTO XWIHMIIHOTO KOHTPOJIS (Jajnee — opraH KOHTPOJIf)
IOCTYNMJIa KOJUIEKTUBHAsE >kanoba JKWIBLIOB MHOTIOKBAPTHPHOIO JoMa Ha Oe3neiicTBue
YIPABJIAIONICH KOMIIAHUH 110 OTHOIIECHHIO K 0053aHHOCTH OCYIIECTBISTH COACPKAaHUE M PEMOHT
o0miero wuMyiiecTBa. BrpaBe 1M opraH KOHTPOJIS HPOBECTH BHEIIAHOBYIO IPOBEPKY
YIPaBJISIOLIEH KOMIIaHUM, €CIIH ’Kaj00a HE MOJIMCAHA, & YKa3aHbl TOJIBKO PEKBU3UTHI KUJIbLIOB!
®.1.0., anpec, Tenedon?

2. B MeCTHYIO0 aJIMMHUCTpALMIO MOCEJIEHUs (Ha UMS IJ1aBbl MECTHOM aJIMUHUCTpPALIUHN)
HOCTyNuiIa >kajoba OT TpakAaHWHA Ha HEMCIIOJHEHHE JOJDKHOCTHBIMU JIMIIAMU MECTHOH
aJIMUHHUCTpAMK O0SI3aHHOCTEN MO JIMKBUIALMU CTUXMWHOM CBAJKU CTPOUTENIBHOTO MYCOpa,
pacIoyio’)KeHHOM Bo3jie ero jaoma. [J1aBa MECTHOM aJAMMHHUCTpAalMM, MOJYYMB YyKa3aHHYIO
xanoOy, HalpaBUJI €€ Ui PACCMOTPEHHUS] HAYaJbHUKY KOHTPOJIBHOTO JeTiapTaMeHTa MECTHOU
aaMuHucTpanuu. OIHAKO B YCTAHOBJIEHHBIM 3aKOHOM CpPOK jkajgo0a He Oblila paccMOTpeHa,
OTBET Ha Hee 3asBUTENI0 HE HampaBieH. Hecer M rjaBa MeECTHOW aIMUHUCTpPALUU
OTBETCTBEHHOCTb 3a YKa3aHHO€ Oe3/lelCTBHE, NPUTOM, YTO B IOJHOMOYMS IJIaBbl MECTHOU
aJMUHHUCTPAMKM (COTJACHO KOHTPAKTY) BXOJUT KOHTPOJIb 33 HCIIOJIHEHHEM IOPYYEHUH €ro
O {YUHEHHBIMU?

3aganusa

1. CocraBbTe 1 0hopMHUTE CITYKEOHBIE TUCHMA!

JlenapTaMeHT MNOANEPKKH M Pa3BUTUA MAJIOr0 NPEANPUHAMATEIBCTBA IUCBMOM 34
MOJMKUCKHI0 3aM. JAUpEKTopa Jaenapramenta CBepukoBa A.B. yBermomusl pyKoBOICTBO JETCKOTO
caga Ne 1586 o TOM, 4TO B CBSI3U C Pa3BUTHEM MPEANPUHUMATENILCTBA 3/IaHUE JETCKOTO cajia
JOJIKHO OBITH TIepeaHo AJI1 TEXHUYECKUX HYXK]I JernapTaMeHTa.

Ucnonaurenem BacuibeBoil 1o mopydyeHuto qupekropa naerckoro cama Ne 1586 HOro-
3amagHOro OKPY>KHOTO yIpaBiieHHs: oOpa3zoBaHUs T.MOCKBBI, PacloiOKEHHOTO Ha MPOCIEKTe
Muuypunckom, aoMm 22 r.MOCKBBI, OBIJIO COCTaBJICHO MUCHMO, aJPECOBAHHOE OTIEIy IHUCEM
Mbpuu MockBsl o aapecy: r.MockBa, yi. TBepckas, 13, B KOTOpoM AUPEKTOP IETCKOTO cana Ne
1586 O.A. AGpamoBa mpocwiia pa3o0paTrhCcsi B JaHHOM BOMPOCE, MOTHUBUPYS TE€M, 4YTO B
HA3BaHHOM pailoHe JETCKHUX CaJ0B OCTAJIOCh Majl0 W HE Bce JAETH MOTYT MocemaTh NETCKUe
JIOTIIKOJIbHBIE yupexaeHus. [[nceMo ObLIO OTBETOM Ha MOTYyYEHHBIN JOKYMEHT OT JlemapTaMeHt.

2. CoctaBbTe U OQOPMUTE MPOTOKOJIBI, HEOOXOIUMBIE B CIEAYIOIIEH yIpaBlIeHYEeCKOM
CUTYallUH:

Hupexnus OO0 «Actpes» (Cankt-IletepOypr) 12.08.200 1. mpoBeso cBoe o4epesHoe
3acenanue, Ha kotopoMm mnpucyrctBoBain BocrpskoB C.T., Crymues ILJI., Jlebenes U.M.,
Amnronos I1.JI., lllentynosa B.I"., Tumodeer A.A., Ctynosa M.U.

Ha 3acenanun oGcyxaanoch JiBa Bompoca: 0 Xoje pekiamMHoi kammanuu B 111 kBaprane
200 r. ¥ 0 mepexoje Ha HOBYIO CHCTEMY BBIIIJIATHI TPEMUATIbHBIX.

ITo mepBOoMy BoIpoOCy ClylIalu COOOILIEHHE HadaJbHUKA OTieNa pekiambl BocTpsikoBa
C.T., TekcT coolmieHnns KoToporo ObL1 Tiepeaan cekperapio 3acenanus H.JI.benosoii. I1o aTtomy
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e BOIIPOCY BBICTYNHJI (PMHAHCOBBIN qupekTop TumodeeB A.A., KOTOPBIA 0100pHIT yBETHUCHHE
pacxo10B Ha HapyxHyto pekinamy B LI kBaprane 200 1. Ha 5%.

ITo BrOopomMy Bompocy crenan coobmenue CtynoB M.M. U TEKCT COOOIIEHUS TaKXKe
nepenan cekperapto. Ilo manHomy ke Bompocy BeicTynwin AntoHoB I1.JI., HauanbHUK OTAENa
Kaapos, u Jlebenes .M., nupextop no npoxaaxam. [1epBolii 0700puiI HOBYIO CHCTEMY BBITIATHI
MPEeMHUATBHBIX M PEKOMEHJOBAJl MOJArOTOBUTH HeoOxomumble aokymeHThl kK 01.09.200 r.
Bropoi#i mpemioxuin nopaboTaTh HOBYIO CHCTEMY BBITUIATHI MPEMHAIBHBIX W PEKOMEHIOBAI
IIPOBECTH TOJIOCOBAHME IO JAHHOMY BOIPOCY Ha 00111eM coOpaHuH TPYAOBOTO KOJUIEKTHBA.

B urore 3acenanusi ObUTM MPHUHATHI crieAyromue pemenus: 1. Omxodputs padoty otaena
pexiambl B Il kBaprane 200 r. 2. [IpoBectu obuiee coOpaHue TPYyAOBOrO KOJJIEKTHBA IO
BOIIPOCY O TIE€peXOoJ€ Ha HOBYK CHCTEMY BbIIUIaThl mHpemuanbHbix 15.08.200 .
OTBETCTBEHHBIM 3a TIOJATOTOBKY cOOpaHus Obliia Ha3HaueHa 3aB. KaHuensipuei [llentyHnosa B.I'.

Cobpanue Ben npenceaarens O.A.PymsHiies.

3. CocraBbTe U OPOPMHUTE AKT:

Komuccus mon mpencenaTensCTBOM HauadbHUKA TEXHUYECKOM rpymmbl A.A.BojoBoro u
yieHoB Komuccun bopucosa M.IO., HauanbHUKa aIMUHHCTPATUBHO-XO3SIICTBEHHOTO OT/ENa,
CwmupnoBa JLII., Oyxranrepa, u Pomanosoii UK., opuc-menemkepa, 3AO «JleoHTus» Ha
OCHOBaHWHW JOKJIagHOW 3amucku oduc-menemkepa M. K.Pomanosoit 11.07.200  r. mpoBena
MPOBEPKY TEXHUUYECKOTO OCHAIIECHUS TMPUEMHOM TEeHEepPaJbHOrO JUPEeKTOpa U TMpU3Hala
HETOJIHBIMU IS OKCIUTyaTallid KONMUPOBAJIbHBIA ammapar Xerox 345(1 mir.), mmpexaep
(uaB.HOMep 367, 1 mT.), dakc 47823 (1 wr.). [lpusHanHas HENPUTOAHOM ISl SKCILTyaTalluu
TEeXHWKa OblIa TepepaHa Ha ckian npennpustus. [lo ycraHoBieHHOMY (akTy Kommuccus
COoCTaBUia aKT IMpHeMa-liepenayd oOprrexHukd B 3 9k3. (1-1 9K3. — HavyaJIbHUKY
aJIMMHHMCTPATUBHO-XO035IICTBEHHOIO OTJEINa, 2-i — IJIaBHOMY Oyxrairepy, 3-il — B geno 23-02),
KOTOPBI ObLIT YTBEpsKIeH reHepanbHbIM nupektopom [1.U.CrenanoBbiM.

4. CoctaBbTe CXeMy JOJKHOCTHOM WHCTPYKIIMHM, TNPAaBUIBHO pa3MECTUB B HeH
cienyromre 6a30BbIe Pa3Ieibl:

1) ¢pyHKUIMM.

2) MOKHOCTHBIC 00S3aHHOCTH.

3) o01Me NOIOKEHHUS.

4) OTBETCTBEHHOCTb.

5) B3aMMOOTHOIIIEHUS WU CBSI3U O TOJKHOCTH.

6) mpasa.

JlomonHUTE cXeMy pas3feliaMu, KOTOpPbIE, 10 BallleMy MHEHHUIO, MOTYT €Ill€ COJEP>KaThCs

B NHCTPYKLUH.
B kaxnoM paszesne B HECKOIbKUX MPEMIOKEHUAX ONPEACIIUTE €0 COACPIKAHUE.

5. CoctaBbTe cXeMy, COJEPKAIIYIO MOCIEA0BATEIbHOCTh PACIOI0KEHNS JOKYMEHTOB B
JTUYIHOM JIeJie paOOTHHUKA:

1) aBTOOHOrpadus.

2) K MpuKa3 o npueme Ha padoTy.

3) JAMYHBIN JUCTOK 10 YYETY KaJpOB.

4) xomnwus macrnopTa.

5) KoM JOKYMEHTOB 00 00pa30BaHUM COTPYIHHKA.

6) BHYTpEHHSS ONKCh JTOKYMEHTOB Jieja.

7) 3asBIEHME COTPYAHUKA O IIpUEMe Ha PaboTy.

8) IOKYMEHTBI, CBA3aHHBIE C IEPEBOIOM.

9) 3asiBJI€HUE COTPYIHUKA 00 YBOJIbHEHUH.
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6. CocTtaBbTE CXEMy, COJEpKAIlYI0 MNPABUIBHYIO MOCJIEI0BATEILHOCTh ONEpaluil ¢
BXOJILIMMH TOKYMEHTaMU:

1) cocraBneHue MpoeKTa JOKYMEHTA;

2) BCKpPBITHE KOHBEPTOB M IIPOBEPKA BJIOKECHUI;

3) peructpainus 10KyMEHTOB;

4) npoBepKa MPaBUIBHOCTH aIPECOBAHUS;

5) coryiacoBaHue NMPOEKTa JOKYMEHTA;

6) paccMOTpeHHEe JOKYMEHTOB PYKOBOJIHUTENEM (PE30IIIOIHs);

7) noanucaHue pyKOBOJIUTEIEM;

8) moJIIMBKa IOKYMEHTA B JIEJIO;

9) npenBapuTeIbHOE PACCMOTPEHHE (COPTHUPOBKA);

10) mpoBepka npaBUILHOCTH O()OPMIICHHS TOKYMEHTA,

11) nepenaya JOKYMEHTOB PyKOBOJIUTEIIIO;

12) 3anojgHeHHe perucTpaliMOHHON KapTOUYKH;

13) nepenaya JOKYMEHTOB UCIIOJIHUTEIIO;

14) oTnpaBka JOKYMEHTOB;

15) ucnonHeHue T0KYMEHTOB;

16) mpocTtaBiieHne perucTPAMOHHOTO UHAEKCA Ha JOKYMEHTE;

17) KOHTPOJIb UCTIOJTHEHUSI IOKYMEHTA;

18) ompeneneHue CpPOKOB XpaHEHUsI JOKYMEHTOB;

19) npocraBiieHuEe OTMETKHU O MOCTYIUIEHUH.

7. Pa3paboraiiTe cXxeMy-MapIIpyT paclopsIUTEILHOTO JOKYMEHTA B OpraHU3aI|H.

8. Ilpemnoxxkute CHUCTEMY MEPOINPHUATHI IO COBEPIICHCTBOBAHHMIO JOKYMEHTOOOOPOTA,
KOTOpBIe OyIyT mpuemieMbl ais Jro0oi opranu3anuu. Kak sra cuctema OyneT 3aBHCETh OT
pa3mepa opranuzanuu’?

8.4. Temamuka Kypcoevix padvom
W3ydeHre AUCIMILTUHBI HE TIPe/oaraeT HamrcaHue KypcoBoil paboThI.

9. KpnTepml BBICTABJICHUS OLICHOK IO pE3yjabTaTaM U3YUYCHUA TUCHUIIJINHBI

OcBoeHre 00y4aronmMMcst Kaxa0i yueOHOW TUCIUIUIMHBI B CEMECTpE, HE3aBUCUMO OT €&
obmeit TpynoémkoctH, oneHuBaercs mno 100-OayutbHONM mIKane, KOTopas 3aTeM IpH
IIPOMEKYTOUHOM KOHTpOJie B (OpMe 3K3aMeHa MNEePEeBOJUTCS B TPAAULMOHHYIO 4-OallIbHYIO
OLIEHKY («OTJIMYHO», «XOPOILIOY», «yJOBJIETBOPUTEIBHOY», «HEYAOBIETBOPUTEIBHO»), a MpHU
KOHTpoJie B (hopme 3auéTa — B 2-0aJUTbHYIO («3aUTEHO» WIH «He3auTeHoy). Jlannas 100-6amibpHas

IKajga MpU HEOOXOIUMOCTH COOTHOcuTcsa ¢ EBpomeiickoil cucTeMoil mepeBoja M HaKOIUICHHS
kpenutoB (ECTS).

Coomnowenue 2-, 4- u 100-6a11vHOU WKAL OYEHUBAHUSL OCBOEHUSL
ooyuawumucs yueonou oucyuniutul co wikanrou ECTS

Ounenka
N . Cymma 0asjioB Ouenka
o 4-0aJabLHOI 3auér I'panauus
10 JUCIHUILINHE ECTS
mKaJse
5 (OTJIMYHO) 90 — 100 A OtanyHO
4 (xoporio) 3auTeHo 85 -89 B OdeHpb XOpoIIIo
75 -84 C Xopo1o
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3 70 -74 VY 10BIE€TBOPUTEIIHHO
(ynoBneTBOopUTEN 65 —69
BHO) 60 — 64 [TocpencTBeHHO
2 He Huxe 60 HeynosnersopuresnbHo
(Hey1OBIETBOPUT 3a4TEHO
€JIbHO)
Kpumepuu oyenox ECTS

«OTIHYHO» — TEOPETHUUECKOE COAEPKAHUE JUCLUUILIMHBI OCBOEHO IOJIHOCTBIO,
06e3 mpobesnoB, HEOOXOAMMbIE MPAKTUYECKUE HABBIKM PAabOTBI C OCBOEHHBIM
MaTepuaioM c(HOpMUpPOBaHBI, BCE MPEAYCMOTPEHHBIE MPOrpamMMoOil 00ydeHus
yueOHbIe 3aJjaHUs BBIIOJHEHbI, KA4eCTBO MX BBIMOJIHEHUS OLIEHEHO YHUCIIOM
6aJu10B, OJIN3KHM K MAaKCUMAJIbHOMY

«O4eHb XOpOWIO» — TEOPETHYECKOE COINEPKAHME IUCLUILUIMHBI OCBOEHO
MOJIHOCThIO, 0€3 mpo0esioB, HEOOXOIUMblE NMPAKTUYECKHE HABBIKM PabOThI ¢
OCBOCHHBIM MaTEpHAIOM B OCHOBHOM C(OPMHPOBAHBI, BCE MPEIYCMOTPEHHBIE
nporpaMMoil oOyueHus: yueOHbIe 3aJlaHHsl BBINOJIHEHbI, KAU€CTBO BBIIOJHEHMS
OOJIBIIMHCTBA U3 HUX OLICHEHO YHUCIOM OayljioB, OJM3KMM K MaKCHMalbHOMY,
OJTHAKO €CTh HECKOJIbKO HE3HAYUTENBHBIX ONIMOOK

«Xopomo» — TEOPEeTUUECKOE COJIEPKAHUE TUCIUIUIMHBI OCBOEHO IOJIHOCTHIO,
6e3 mpoOenoB, HEKOTOPHIE MPAKTUYECKUE HABBIKU pPAOOTHI C OCBOEHHBIM
MarepuajioM  cHOPMHUPOBAHBI  HEAOCTATOYHO, BCE  MPETYCMOTPEHHBIE
porpaMMoil 00ydeHusl yueOHbIE 3a[JaHUSl BBIIOJIHEHbI, KAYECTBO BBITIOJHEHUS
HU OJHOTO M3 HUX HE OLIEHEHO MUHUMAJIbHBIM YUCJIOM 0aJlJIOB, HEKOTOPHIE BUJIBI
3aJlaHU} BBITOJIHEHBI C OIUOKaMU

«Y10BJIETBOPUTEIBHO» — TEOPETUYECKOE COJEPKAaHUE AUCLUIUIMHBI OCBOCHO
YaCTUYHO, HO MpOoOesbl He HOCAT CYIIECTBEHHOI'O XapakTepa, HeoO0XOAUMBbIe
MPaKTUYECKHE HaBBIKM pabOThl C OCBOCHHBIM MAaTepuaioM B OCHOBHOM
c(OpMHPOBAHBI, OOJIBIIMHCTBO MPEIYCMOTPEHHBIX MpOrpaMMoi 0O0ydeHus
y4eOHBIX 3aJaHUN BBINOJIHEHO, HEKOTOpblE€ M3 BBINOJHEHHBIX 3aJaHUH,
BO3MOYKHO, COJIEp)KaT OMIMOKU

«IlocpeacTBeHHO» — TEOPETHUECKOE COJACpPKAHUE AUCIHUIUIMHBL OCBOEHO
YaCTUYHO, HEKOTOpPbIE IPAKTHUYECKUE HABBIKM pPabOThl HE CPOPMHUPOBAHBI,
MHOTHE TMPEIyCMOTPEHHBIE MPOrpaMMOi OOydeHHsl ydeOHble 3aJaHusi He
BBINOJIHEHBI, JINOO Ka4yeCTBO BBIOJHEHUS HEKOTOPBIX M3 HUX OLIEHEHO YHMCIIOM
0aJ10B, OJIM3KUM K MUHUMAJILHOMY

«HeynoBJIeTBOPHUTEIBLHO» — TEOPETUYECKOE COACPIKAHUE JIUCLUILIMHBI HE
OCBOEHO, HEOOXOJUMbIE MPAKTUUECKNE HABBIKK PabOTHl HE C(HOPMUPOBAHBI, BCE
BBINOJIHEHHBIE yueOHbIE 3aJaHUsl CO/EpKaT IpyOble OMIMOKHU, JOMOJHUTENbHAS
camocTosITeNIbHas paboTa HaJl MaTepuaioM JUCLUUILIMHBI HE TIPUBEET K KaKOMY-
71100 3HAYMMOMY MOBBIIIIEHUIO KQ4eCTBA BHITIOJIHEHUS YUEOHBIX 3a/IlaHUH

OneHuBaHue pe3ynbTaToB OOyYeHHs M0 JAUCLUUIUIMHE OCYIIeCTBIseTcss B (dopMme
TEKYIIEro U MPOMEKYTOYHOU KOHTPOJIA. TEeKyIUi KOHTPOJIb B CEMECTPE MPOBOJUTCS C LENbIO
o0OecrieyeHHsT CBOEBPEMEHHOM OOpaTHOM CBs3W, C LEIbI0 AKTUBU3AMHU CaMOCTOSITEIILHOMN

00y4aromuxcs. O6bexToM IIPOMEXKYTOUHOTO KOHTPOJISI SABIIAIOTCS

KOHKPETH3UPOBAaHHBIE Pe3yJbTaThl 00yueHUs (yueOHbIe JOCTHXKEHUS) IO TUCIUIINHE.

Cmpyxkmypa umo2o8ou oyeHKu 00y4aruuxcs

Kpumepuu Uu nokazamejlu OyeHUusarusl pesyibmanoe 06yquUﬂ
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[Toka3zaTenu
Ne Kputepun oneHrnBanus
(otenka B Gaymax)
1 PaboTa Ha ayTUTOPHBIX 3aHATUIX 20
2 ITocemaemocthb 5
3 CamocrosiTenpHas padoTta 15
4 Texkyuias arrecrauus 20
Hroro 60
5 IIpomeKyTOUYHASI ATTECTAHA 40
Bcero 100

Kpumepuu u noxazamenu oyenusanus pe3yiomamos 00yueHus
6 PAMKAX ayOUmMoOpHbIX 3AHAMUL

Ne Kpurepuu onenuBanus [Tokazarenu (o1eHka B
/i Oaax)
1 ITonroTroBKa M BBICTYIUIEHUE C IOKJIA/10M 10 4 OamioB
2 AKTHBHOE y4acTHe B 00CY)KJIEHUU AOKIIaaa 2 Oamta
3 BolnonHenue npakTHyecKoro 3a1anus (aHajIn3 1o 3 Gaios
IPAaKTUYECKUX CUTYalUil, COCTaBICHUE
IOPUAMYECKUX JIOKYMEHTOB U JIp.)
Bcero 20

Kpumepuu u noxazamenu oyenusanus pe3yiomamos 00yueHus: 8 pamKkax nocewaemocmu
00yUaOWUMC AYOUMOPHBIX 3AHAMUL

Kpurepun onienuBanus [Tokaszarenn
(onienka B Ganax)
100% nocenieHne ayIMTOPHBIX 3aHATUN 5
100% mnocemeHne ayauTopHbIX 3aHATU. HeGombinoe 4

KOJMYCCTBO ITPOITYCKOB I10 yBa)KI/ITGJ'II)HOI\/JI IMPUYINHEC

J1o 30% nponyieHHbIX 3aHATHN

Jlo 50% mponymeHHbIX 3aHATHN

Jlo 70% mporyIieHHbIX 3aHsITHI

O N |[W

70% u 6osiee NPOMyIIEHHBIX 3aHATUI

Kpumepuu u noxazamenu oyenusanus pe3yiomamos 00y4eHus
8 PAMKAX CAMOCMOAMENbHOU pabomuvl 00y4arOWUXCs

Kputepuu onieHuBaHus [Tokazaremnu (oleHKa B
Oayuiax)
Bce 3amanus B pamkax caMOCTOSITENIbHON pabOThI BBIMOTHEHBI. 15-12 6annos

[Tpu sTOM HCHONB30BaHAa HOpMAaTHBHAs MpaBoBas 0aza, yueOHas
auTeparypa, HayuyHble paboTel. B ciywasx, rae Tpebyercs,
BBICKAa3aHO COOCTBEHHOE MHEHHE IO TPOOJIEMHBIM aCIEeKTaM
TeMbl. OTBeTHl Ha 3aJaHusi O(OPMIIEHBI B COOTBETCTBHU C
TpeOOBAHUSIMHU.

Bce 3amanus B pamMkax caMOCTOSITENbHON pabOThI BBHIMOTHEHBI. 11-9 6autoB
OnHaKO MMEIOTCS HE3HAUYMTENbHBIE OIMUMOKA WIN COOCTBEHHOE
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BUJCHUE 1O MPOOJEMHBIM acleKTaM TeMbl HEJI0CTaTOYHO
apryMEHTHUPOBAHHO.

3aaHns B paMKax CaMOCTOSATEIbHOW paOOThl BBIMOIHEHBI HIIN 8—5 GamioB
BeinonHeHbI 80% 3ajaHuii, HO B OTBETaX Ha HUX HMMEIOTCI
cepbE3Hble OUIMOKH, OTCYTCTBYET COOCTBEHHOE MHEHHE IIO
POOJIEMHBIM aCEKTaM TEMBI.

3ajaHus B pPaMKax CaMOCTOSITEIbHOM pabOThl HE BBIIOJIHEHBI 0 6amnoB
WIA BBIIOJIHEHO ¢ TpyObIMH oOmHOKaMHu, TpPeOYIOIUMU
CYILIECTBEHHOH 10pabOTKU

Kpumepuu u noxazamenu oyenuganus pe3yibmamos 00yueHus
8 PAMKaX meKyujel ammecmayu 8 YCmHou/nUcb MeHHOU

Kputepuu onenuBanust [Tokazarenu

(oreHka B Oaniax)

3ajaHue IOJIHOCTbIO  BBIIOJHEHO, MPaBUWJIBHO IPUMEHEHbI 20-17
TEOPETUUYECKUE TOJIOKEHUS AUCHUIUIMHBL. OTMeuaeTcs: 4€TKOCTh

u CTPYKTYPUPOBAHHOCTD HU3JI0KCHHS, OPUTHMHAIIBHOCTh

MBIIIJICHUS

3ajaHue TMOJTHOCTHIO BBIMOJIHEHO, MPU MOATOTOBKE MPUMEHEHBI 16-13

TCOPECTUYCCKHEC ITOJIOKCHU A JAUCHUIIIIMHBI, HOTpC6OBaBH_II/IC
YTOYHCHUA NI HC3HAYUTCIbHOI'O UCIIPABJICHUA

3aaHye  BBINOJHEHO, HO TEOPETHYECKas  COCTaBJIsAOIIas 12-5
Hy)KJaetcs B qopabotke. Ha BOmpockl 1Mo 3a/laHU0 OBLTU JTaHBI
HEYETKHE WIIH YaCTUYHO OIIMOOYHEIE OTBETHI

3amaHue HE BBINOJHEHO WM TPH OTBETE CJENaHbl TpyOble 0
OIIMOKHU, JEMOHCTPUPYIOIINE OTCYTCTBHUE TEOPETHYECKOW Oazbl
3HAHUHN 00yYarOIIETOCs

Kpumepuu Uu nokazamejlu OyeHuearusl pesyibmanoe 06)/1461-11/!}2
6 pAMKAX NPOMENCYMOUHO20 KORMPOJIA

ITpomexyTOuHBIi KOHTPOJIb B (JOpME 3adeTa UMEET LeNIbI0 MPOBEPKY U OLICHKY 3HaAHWUH

00y4aromuxcs Mo TEOPUH U MPUMEHEHHUIO MTOJYY€HHBIX 3HAHUN U YMEHUH.

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

KpI/ITCpI/II/I OLICHUBAHUWA ITokazarenu

(ouenka B 6aax)

IIPOJEMOHCTPUPOBAHO JOCTaTOYHOE 3HAHME Marepuaa, 3HaHUE 40-15
OCHOBHBIX TEOPETHYECKHUX TMOHATUN, YMEHHE OPHEHTUPOBATHCS B
HOPMATHBHO-TIPAaBOBOM  0a3e;  OCTAaTOYHO  IOCJIEIO0BATENBHO,
rPaMOTHO M  JIOTMYECKH  CTPOMHO  M3JIOKEH  MaTepuan,
POJIEMOHCTPUPOBAHO YMEHHUE JIeNIaTh JIOCTaTOYHO OOOCHOBAHHBIE

21




BBIBOJIBI IO  M3JlaraéMOMy  MaTepualy; ¢  HEKOTOPbIMHU
HETOYHOCTSIMH BBIIOJIHEHO MPAKTUUECKOE 3a/IaHHE

POIEMOHCTPUPOBAHO HE3HAHHE 3HAYUTEITBHOM 4acTu
[NporpaMMHOro Matcpuajia, HCBJIAACHUC HOHATUHHBIM arnmaparom
JTUCIUTUTMHBI, HEYMEHHUE CTPOWTH OTBET B COOTBETCTBHH CO
CTPYKTYPO# M3JaraeMoro BOIPOCA; CICIaHO MHOTO CYHIECTBEHHBIX
OmMMOOK TP H3JIOKEHUH Y4eOHOro MaTepuayia; BBISIBICHO
HCYMCHHC ACJIaTh BBIBO/LI 110 U3JIaraCMOMYy MaTCpHrally, BBIIIOJIHUTH
NPaKTUYECKOE 3a/IaHue

140
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