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Pa6ouas mporpamma quctuminHbl «OCHOBBI TOKYMEHTUPOBAHUSI YITPABICHYECKOM Jies-
TETHHOCTU» COCTABIIEHA B COOTBETCTBHH C TPEOOBAHUSIMHU:

- ®OepepanbHOrO TOCYIAPCTBEHHOIO 00pa30BaTEIbHOrO CTaHAApTa BBICHIET0 0OpazoBa-
HUA 10 HampasiieHuto noarotoBku 38.03.04 ['ocymapcTBeHHOE M MYHHUIIMTIAIBHOE YIIpaBICHUE
(vposenv bakanaspuama), yrBep:KIeHHOTO IprkazoM MunoopHayku Poccum ot 13.08.2020 r.
Ne 1016;

- Ilpukaza MunoOpHayku Poccum «O06 yrBepxkaeHuu Ilopsaka opraHuzamud U 0OCy-
IIECTBJICHUSI 00pa30BaTEIbHON JNEATEIBHOCTH MO0 00pa30BaTeNbHBIM MIPOTrPaMMaM BBICIIETO 00-
pa3oBaHUs — MporpaMMaM OakanaBpuaTa, mporpaMmam cClieluainuTeTa, IporpaMmaM Marucrpa-
Typbl» 0T 06.04.2021 Ne 245;

- yueOHoro miana ['OY BO «Komu pecrnyOnukaHcKas akajeMus TOCYAapCTBEHHOU
CIyXObl ¥ yrpaBieHus» mno Hanpasienuto 38.03.04 ['ocymapcTBeHHOE M MYHUIIMIAIBHOE
ynpasieHue (ypoBeHb Oakanaepuama) HarpaBiaeHHOCTh (Tpodmib) «I"ocyaapcTBEHHOE U MyHH-
LUIATBHOE YIIPABICHUEY.

© Komu pecmyOnrkaHcKas akaeMust
roCyIapCTBEHHOM CITyKObI
" ynpasienus, 2022



1. Hesn 1 3aga4n y4eOHOM TUCHUTINHBI

1.1. I{enw uzyuenus yueonoii oucyuniunbl

[enpto ocBoCHMS MUCHHUIUTUHBI «OCHOBBI JOKYMEHTHPOBAHUS YIIPABICHYCCKOU Jes-
TEJILHOCTW SIBIISICTCS TIOJITOTOBKA 00Y4YaIONIMXCs K OyayIei mpodecCHOHANBHOM eI TeTbHOCTH
HA OCHOBE M3Y4YCHHS BHJIOB YIIPABICHUECKUX TOKYMEHTOB M OCHOBHBIX IMPABWJI OpraHU3alluU
BCEX ATAIOB pabOTHI C HUMH.

1.2. 3a0auu yuebnot Oucyununsl

3amayaMu OCBOCHHS TUCIUILTHHBI «OCHOBBI JOKYMEHTUPOBAHUS YIIPABICHYCCKOH Jesi-
TCIBbHOCTW)» ABJISAKOTCA:

— M3YYUTh OCHOBHBIC HOPMATHUBHBIC TMPABOBHIC aKThl U METOJNYECKHUE JIOKYMEHTHI B 00-
JJaCTU JOKYMCHTHPOBAHUSA ynpaBHeHHGCKOfI JACATCIIBHOCTH,

— M3YYHUTh OCHOBHBIC BUJIbI U (PYHKIIUH YIIPABJICHYECKOHN IOKYMEHTAIINY;

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

— U3Y4YUTh OCHOBHBIC ITpaBUJIa OpraHru3alun BCEX 3TAIIOB pa60TI>I C JOKYMCHTaMH.

1.3. Buowst komnemenuyuii, popmupyemeole é pezyiomame 0C60eHUA OUCUUNTUHDL

Nzyuenne mucuurumabl «OCHOBBI TOKYMEHTHPOBAHHUS YIPABICHUECKOW IS TEIBHOCTHY
HaIpaBlieHO Ha (POPMUPOBAHUE CIIETYIOIINX KOMICTEHIIUA:

1) obmmenpodeccronatbHbIE:

— OIIK-5. Cnoco6eH ucnonp30Bath B Ipo(heCCHOHATBHON JIeATeIbHOCTH HH(OPMAaIIMOH-
HO-KOMMYHHKAIIHOHHBIE TEXHOJIOTUH, TOCYJapPCTBEHHBIE U MYHUIUITAJIbHBIE HH()OPMAIIHOHHBIE
CUCTEMBI; MPUMEHSATh TEXHOJOTUHU 3JIEKTPOHHOTO MPABUTENILCTBA M IMPEIOCTABICHUSI TOCYyaap-
CTBEHHBIX (MYHUIIUMIAIBHBIX) YCIIYT.

1.4. Mecmo oucyunaunst 6 cmpykmype 00pazo6amenbHoil RPOZPAMMBbL:
JucuuruimHa «Buniel yrpaBieHYeCKUX JOKYMEHTOBY» OTHOCHTCS K YacTH, popMHUpyeMOn
y4acTHUKaMU 00pa30BaTeNbHbIX OTHOIIEHUH IporpaMMebl biioka 1 «/{ucuumanHs! (MOLYIIN)».

2. TpeOoBaHus K pe3yJibTATaM OCBOEHMUSI
Y4eOHOH TMCUMILINHBI

2.1. U3yuenne aucuumuinabl «OCHOBBI JOKYMEHTHPOBAHUSI YIIPABICHYECKOMN JEATEIbHO-
CTH» HAIlpaBJIEHO Ha (pOPMHUPOBAHUE CIEAYIOIIUX KOMIIETEHIIMM M MHAMKATOPOB MX JIOCTHIKE-
HHUI, 3asBJICHHBIX B 00Pa30BaTeIbHOM MIpOrpaMmme:

1) ob6menpodeccnoHaNbHbIE:

®opmupyembie Kon v HaumeHoOBaHUe HH/IU- Coaepxkanue MHANKATOPA 10CTH-
KOMIIeTeHI[UM (KOs, KaTopa A0CTHKEHUI KomIle- JKeHHMI KOMIIeTeHInI
HauMEHOBAaHHE KOM- TeHI U
TIETEHITNH )

OIIK-5. Cniocoben OIIK-5. U-1. Ucnonp3yeT un- OIIK-5.1.1-1. 3-1. 3naer coBpe-
HCIIOJIb30BaTh B IpO- | (hOpMallMOHHO- MEeHHble HH(GOPMAIMOHHBIE TEXHO-
(deccuoHanbHOM 1es- | KOMMYHHUKAlIMOHHbIE TEXHOJIO- | JIOTHH, BKJIIOUast TEXHOJIOTHH
TeIbHOCTH UHpOpMa- | T'Hii, a Takxke rocyaapctBeHHsle | BlockChain u Big Data, Bo3moxHoO-
LIMOHHO- Y MyHHUIIMIIATbHbIE HHGOpPMALM- | CTH HX MCIIOJB30BaHMs MPH peau-
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KOMMYHUKAIIOHHBIE
TEXHOJIOTHH, TOCY-
JApPCTBEHHBIE U MY-
HUIUTIATBHBIC WH-
dbopMamoHHbIE CH-
CTEMBI; IPUMECHSITh
TEXHOJIOTHH dJIeK-
TPOHHOTO MPABUTEb-
CTBa U MpeAocTaBJe-
HUS TOCYJapCTBEH-
HBIX (MyHHUIUTIATb-
HBIX) YCIIYT.

OHHBIE CHUCTEMBI B TIpodeccro-
HaJTbHOU JAESITeTLHOCTH TIPU pe-
anu3anuy MyoJIuYHbIX (yHKITUI
(B TOM umcCIe, MpeaoCTaBICHUN
rOCy/1apCTBEHHBIX MJIU MYHUIU-
MaJbHBIX YCIIYT).

3aIUy MyOJTMYHBIX (PYHKITUH.
OIIK-5.1.1-1. V-2. VMeer npume-
HSTh MTHPOPMAITMOHHBIC TEXHOJIOTUU
B TpOQecCHOHATBHON JesSTeNbHO-
CTH, BUJHUT UX B3aUMOCBS3b H TEP-
CIIEKTUBHI HCIIOTb30BAHMS.
OIIK-5.1.1-1. B-3. Bnageer HaBEI-
KaMH UCTIOJIb30BAaHUSI COBPEMEHHBIX
WHQPOPMAIIMOHHBIX TEXHOJIOTHHA B
npoecCHOHAILHON  IeATEeITbHOCTH,
BKJIFOYas CrocoObl cbopa, o6padoT-
KM, XpaHeHHs] WH(OpMAlUU U yda-
cTusi B MH(OpMaTH3aIMH JICSATEIb-
HOCTH COOTBETCTBYIOIIMX OPraHOB
BJIACTH C COOJIIOJICHHEM TPEOOBaHUI
MH(POPMALIMOHHOM 0€30MaCHOCTH

2.2. 3arutaHupOBaHHbBIE PE3YNIbTAaThl 00Y4YeHHUs MO qucuuIiUinHe «OCHOBBI JOKYMEHTHPO-

BaHUs yIPaBICHUECKOMN 1eATEeIbHOCTH»:
JloyKeH 3HaTh:

— OCHOBBI pa3pa60TKH U BHCAPCHUA ynpaBHqueCKOﬁ JAOKYMCHTalUU,
— OCHOBHBIC HOPMATHUBHBIC IIPABOBLIC AKTHI 1 METOJUYCCKHUEC JOKYMCHTLI B obOnactu AOKYy-

MCHTHPOBAHUA ynpaBnqueCKOﬁ ACATCIIBHOCTH,

— OCHOBHBIE BUBI M (DYHKITUH YIIPABIEHYECKOH TOKYMEHTAIINH;
— npaBwiia 0hOPMIICHHUS YIPABICHUECKUX JJOKYMEHTOB;

— 3Tanbl J0KyMEHTO000pOTa;
— IIYTH ONTUMH3ALUHN JOKYMEHTO000pOTA.
JloJkeH ymeTs:

— p33pa6aTBIBaTB W BHCAPATH YIPABJICHYCCKYIO JOKYMCHTAILIUIO,
— HUCIIOJIB30BaTh IIpaBUjia COCTABJICHUA U O(i)OpMJICHI/ISI KOHKPCTHBIX BUIOB JOKYMCHTOB,
— pCAIM30BBIBATD OTACIBHBIC 3TAlIbI I[OKYMeHTOO60p0Ta.

3. O0bém yueOHOH TUCHHMILINHBI

Ounasi popma o0yueHus

BHIb1 yueGHoii paGoThi Pacnpenesienne yueGHoro
BpeMeHU
Konmaxmmnas paboma 54,25
AynuropHble 3aHATHS (BCETO): o4
Jlexyuu 22
Ipaxmuuecxue 3anamus 32
Jlabopamopnule 3anamus
[TpomexyTouHas arTecTanus 0,25
Koncynemayus nepeo sxzamenom
Oxzamen
3auem 0,25
Pyxosoocmeo kypcosoii pabomoii
Camocmoamenvnas paboma 53,75
Camocmosamenvras paboma 6 meyeHue cemecmpa 49,75
Hanucanue xypcosoii pabomot
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TIloocomoska k npomeofcymoqnoﬁ ammecmayuu

4

Bun Texyiuen arrecranuu

KOHTpOJIbHast paboTa

Oowas mpyooémkocmes OUCUUNTUHDBL:

qacwol

108

3ayémuvie eOUHUYbL

OuHo-3a04Has popma 00yUeHHs

BHab1 yueGHoii paGoThi Pacnpenesienue yue6Horo
BpeMeHH
Konmaxmmnas paboma 42,25
AynutopHble 3aHATHS (BCETO): 42
Jlexyuu 16
Ilpakmuueckue 3auamus 26
Jlabopamopnule 3ansmus
[TpomexxyTouHasi aTTecTanus 0,25
Koncynemayus neped sxzamenom
IKzamen
3auem 0,25
Konmponvnasn paboma
Pyxosoocmeo kypcosoil pabomoii
Camocmosamenvnasa paboma 65,75
Camocmosmenvras paboma 6 meyeHue cemecmpa 61,75
Tloocomoska kKoHmMpoaLHOU pabomoi
Hanucanue xypcosoii pabomot
Iloocomoeka Kk npomedHcymouHol ammecmayuu 4
Bup Texyiueii arrecranuu KOHTpOJIbHAs paboTa
Oowan mpyooémkocmep OUCYUNIAUHDBL:
yacwl 108
3auémHvie eOUHUYbL 3

4. Conep:xxanue TeM y4eOHOMN M CIHUIIIHHBI

HaumeHoBaHue TeMbl
yueOHOH TUCIHHIIMHBI

Conep:xanue TeMbl

Tema 1. HopmarusHble
IIPaBOBBIE M METOAMYECKUE
OCHOBBI  JJOKyMEHTAallMOH-
HOTO OOECTIeYeHHs YIpaB-
JeHUS

(OIIK-5)

[ToHsATHS «HOpPMATUBHBIN MpaBoBOi akT», Kinaccudukauus u cu-
cTeMa HOPMATHUBHBIX IPABOBBIX aKTOB, CBOICTBO IOPUAMYECKON
CHJIBI HOPMaTHUBHOTI'O MPaBOBOro akTa, IIpaBoBoe perynupoBaHue
pabotel ¢ wHpoOpMalei, PermamenTamnus aem0nponu3BOACTBA B
opraHax BJIacTW W yHIpaBjeHus, Meroauueckoe obecrieueHue Je-
JIOTIPOU3BOJICTBA B TOCYJIaPCTBEHHBIX OpraHu3anusx, [IpaBoBbie
OCHOBBI HCIIOJIb30BaHUs O(PHUIIMATBHBIX CUMBOJIOB B JJOKYMEHTaX,
[TpaBoBbIE OCHOBBI CO3/1aHUS ANEKTPOHHBIX JTOKYMEHTOB U pabo-
Tl C HUMHU, [IpaBoBBIE OCHOBBI apXUBHOTIO Jiena, [IpaBoBbIe OCHO-
BbI palbOTHI ¢ 0OpalieHusIMH rpaxkjaH, [IpaBoBbie OCHOBBI pabOThHI
C JOKYMEHTaMH COZAEpKalllMMU rOCyJapCTBEHHYIO Taliny, IIpaBo-
BOE PEryJMpoBaHUe pabOThI C TOKYMEHTAMHU, COJAEPKAIIUMHU CBE-
JIeHUs KOH(UISHIMAIBHOro XapakTtepa, IIpaBoBble OCHOBBHI HcC-
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MOJIb30BaHUS O(UIIMATIBHBIX S3BIKOB B pab0OTe C JOKYMEHTaMHU,
HarmmonansHbie cTaHAapThl B 00NacTU AENONpon3BoAcTBa, Hop-
MaTUBHBIE TIpaBoBble akThl Pecriybnuku Komu B o0nactu paboThl
C TOKYMEHTaMH.

Tema 2. CucteMbl JOKY-
MEHTAIMH U BUJIBI IOKY-
menTtoB (OITK-5)

OcHOBHBIE TepMUHBI U onpeneneHus, Kimaccudukanus 10KyMeH-
ToB, CHucTemMa OpraHu3alMOHHO-NIPABOBOM AoKyMmeHTanuu, Cu-
cTeMa pacTlopsAIuTeIbHON JoKkyMeHTanuu, Cuctema uHbopmaIu-
OHHO-CIIPAaBOYHOM JOKyMeHTanuu, CucreMa IjiaHOBOM JOKYyMEH-
tanuu, CucremMa OTYETHON IoOKyMeHTauuu, CucteMa y4eTHOU J0-
KyMeHTanuu, CucteMa JOroBOPHOM JOKYMEHTAIIUH.

Tema 3. OO1IMEe TPUHITUTIBI
OpraHU3aIy JeITOIPOU3-
BOJICTBA U JJOKYMEHTHPOBa-
HUS YIIPABJICHYECKOU Jesl-
tenpHocTH (OITK-5)

OOmue NPUHIMUIBI OpPTraHW3alliy JCJIONPOU3BOJCTBA, OOIIHE
MPUHIIAITEI OPTraHU3aluu TOKYMEHTOO000pOTa, OOIIUE MPUHITUITHI
JIOKYMEHTUPOBAHUSI.

Tema 4. OOmue npasuia
HOJTOTOBKH U O(OPMIICHHUS
nokymenToB (OITK-5)

I'OCT P 7.0.97 — 2016. IlpaBuna oopMiaeHHsT OTACIBHBIX PEK-
BU3UTOB JIOKYMEHTOB.

Tewma 5. IIpaBuna nmoaro-
TOBKHU M OPOPMIICHHUS KOH-

KPETHBIX BHIOB JIOKYMCH-
toB (OI1K-5)

HpaBHna IIOATrOTOBKH U O(bOpMJ'ICHI/IH OpraHru3aliluMOHHO-IIPABOBBIX
JOKYMCHTOB, paCliopAauTCIIbHbIX JOKYMCHTOB, I/IH(bOpMaIII/IOHHO-
CIIPpaBOYHBIX JOKYMCHTOB.

Tema 6. Opranuzanus 10-
kymenToobopota (OITK-5)

OO01ast xapakTepucTHKa JOKyMeHTonoTokoB. [IpaBuia pabotsl ¢
BXOJILIMMU IOKyMeHTaMu, [IpaBuia paboTel ¢ HCXOAAMMUMHU J0-
KymeHTamu, [IpaBuina paboTbl ¢ BHyTPEHHUMH IOKyMEHTaMH,
IIpaBuna TeKyIero XxpaHeH!us TOKYMEHTOB U IIEpelauu ux B ap-
XMB Y Ha YHUUYTOKEHHUE.

Tema 7. JlokanbHbIE HOP-
MAaTUBHEIE aKTHI B 00JIaCTH
JIOKYMEHTAIIMOHHOTO 00ec-
MIEUYCHUS YIIPABICHHUS
(OIIK-5)

WHCTpYKITUS TI0 ISTONTPOU3BOICTBY, [1ooskeHre 0 CTpYKTYpHOM
nonpaszenenuu, Tabenb u anb0oM GopM T0KYMEHTOB, Tpaduk
JOKyMeHT000opoTa, HoMeHKkaTypa /e, WHbIE JIOKAIbHBIEC aKTHI.
OnTtumuszanus J0KyMEeHT0000poTa U cxeM (yHKIIMOHATBHBIX
B3aMMOCBSI3CH MEXIY T0Ipa3AelICHUIMU

5. YuebHo-MeToanueckoe U nH(POpMALMOHHOE 00ecnieueHre YUeOHOMH THCHMILTHHBI

5.1. Ocnosnan numepamypa:

1. Kyznenos, C.JI. CoBpeMeHHbIE TEXHOJIOIUU JOKYMEHTAIlMOHHOTO OOecledyeHus: yrpas-
nenus : yue6. nmocodbue / C. JI. Ky3nenos ; nmox pen. T.B. Ky3nernonoii. - Mocksa : M3natens-
ckuit om MOU, 2010. - 231 c.

2. Hupokosa, E.1. Opranu3armus ¥ TEXHOJIOTHs JOKYMCHTAIIHOHHOTO O0SCIICUCHUS YIIPaB-
nenus : yue0.- meton. nocodue / E. W. lllupokosa ; Komu pecrybnukanckas akaj. roc. CiIyXObl
u ynpasieHus . - CoiktbiBKap : M3n-80 KPAI'CnY, 2012. - 140 c.

5.2. /lononnumenvnan aumepamypa:
1. ApacmanoBa, B.A. JlokyMeHTanlMOHHOE OO€CTIEUCHUE YIPaBJICHUS: y4eO.-TIPaKT. MOCO-

Oue /

B.A. ApacnaHnosa. —

Mocksa: Hupext-Menua, 2013 // -

URL: http://biblioclub.ru/index.php?page=hook&id=137706.

2. I'punbepr, A.C. JloxymeHtanuoHHoe oOecnedenue ympasinenus / A.C. ['punGepr,
H.H. T'op6aués, O.A. MyxamerimnHa. — Mocksa : IOnutn-/lana, 2015. — 391 c. : tabn., rpad.,



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

WiL., CXEMBbI — Pexum JOCTyTIa: o TIOJIMUCKE. —
URL: http://biblioclub.ru/index.php?page=book&id=115031.

3. Poroxwun, M.IO. [lenonpousBoactso: kypc neknuii / M.}O. Poroxxun. — Mocksa ; bep-
mun : [Jwupexkr-Menua, 2014. — 229 c. : un. — PexuMm JocTyma: 1O TNOJMUCKE. —
URL: http://biblioclub.ru/index.php?page=book&id=253702

4. Poroxun, M.IO. JlokymeHTanmonHoe obecrieuenue ymnpasienus / M.FO. Poroxwn. —
Mocksa ; bepnun : Qupekr-Menua, 2014. — 398 c. : wi. — PexxuM noctyna: 1o noamnucke. —
URL: http://biblioclub.ru/index.php?page=book&id=253705.

5.3. Ilpogpeccuonanvuvie 6azvt 0aHHbIX, UHPOPMAUUOHHO-CRPABOUHBIE U NOUCKOBDIE
cucmemul:

1. CnpaBouHno-npaBoBas cucreMa «Koncynbrant ITnrocy.
2. DIEKTPOHHO-OMOIMOTEYHAs cCHCTeMa «Y HUBEPCHUTETCKasl OMOJIMOTEKA OHJIAHY.

5.5. Pecypcol ungpopmayuonno-menekommynuxayuonnou cemu «Mumepnemy:
1. Caiit Beepoccuiickoro HayuyHO-HCCIIE10BAaTENBCKOTO HHCTUTYTA IOKYMEHTOBEIEHUS U
apxuBHOro jena http://www.vniidad.ru/

5.6. Hopmamuensle npasosvle aKkmol u MemoouyecKue 00OKymMeHmol:

TpynoBoii konexc Poccuiickoit deneparmm ot 30.12.2001 Ne 197-D3;

I'paxnanckuii kogexe Poccuiickoit @enepanuu (dactsb nepsasi) oT 30.11.1994 No 51-@3;

I'paxxnanckuii koaexc Poccuiickoit @enepannu (yacth Bropasi) oT 26.01.1996 Ne 14-D3;

®denepalbHbII KOHCTUTYIHOHHBIN 3ak0oH 0T 25.12.2000 Ne 2-DK3 «O I'ocynapcTBeHHOM
repoe Poccuiickoii @eneparumy;

®enepanbhblil 3akoH 0T 27 .07.2006 Ne 149-03 «O6 undopmaiuu, HHPOPMAITMOHHBIX
TEXHOJIOTUSIX U O 3aIIUTE HH)OPMAIHNY;

®denepanbublii 3akoH 0T 06.04.2011 Ne 63-D3 «O06 31EKTPOHHON MOATIHCHY;

®denepanbHblil 3akoH oT 22.10. 2004 Ne 125-D3 «O6 apxuBHOM nese B Poccuiickoit De-
Jepalun;

®enepanbubnii 3akoH oT 02.05.2006 Ne 59-@3 «O mopsinke paccMOTpeHHsI 0OpamieHuit
rpaxnaan Poccuiickon denepannny;

®enepanbHbIii 3akoH 0T 27.07.2006 Ne 152-D3 (pex. ot 31.12.2017) «O mepcoHaIbHBIX
TAHHBIX;

®denepanbHbIil 3akoH 0T 29.07.2004 Ne 98-D3 (pen. ot 18.04.2018) «O koMmMepuecko
TalHe»;

®enepanbabnii 3akoH 0T 01.06.2005 Ne 53-D3 «O rocymapcTBeHHOM si3bIKe Poccuiickoit
Denepaununy;

3akoH P® ot 25.10.1991 Ne 1807-1 «O si3pikax HaponoB Poccuiickoit dexepannny;

3akoH P® ot 21.07.1993 Ne 5485-1 (pexn. ot 29.07.2018) «O rocynapcTBeHHOM TalfHE;

[Tocranosnenune IlpaButensctBa P® ot 15.06. 2009 Ne 477 «O6 yrBepxaenuu [Ipasun
JIEIIONPOU3BOJICTBA B (peiepalIbHbIX OpraHax UCTIOTHUTEILHOUN BIACTH;

Metoanyeckre peKOMEHIAINH 0 pa3paboTKe HHCTPYKIUI IO IEIONPON3BOJICTBY B (e-
JIepalIbHBIX OpraHax MCIOJHUTeNbHOU BinacT yTB. [Ipuka3zom Pocapxusa ot 23.12.2009 Ne 76;

[Tpuka3 Pocapxusa ot 11.04.2018 Ne 44 «O06 yrBepxnenuu [IprumepHoil HHCTPYKIIMH 1O
JIeNTOTIPOU3BOICTBY B TOCYJAPCTBEHHBIX OPraHU3AIUAX»;

[Tocranosienne IIpaButenscTtBa Poccuiickoit ®enepanuu ot 27.12.1995 Ne 1268 «O06
YIOPSA0YCHUH HU3TOTOBIICHUS, UCTIONB30BAHUS, XPAaHSHHS M YHUUTOKECHHSI TIeuaTeil 1 OJaHKOB C
Bocnpou3BeneHueM ['ocynapctsenHoro repda Poccuiickoit @enepanumn,

[TocranoBnenne [IpaButensctBa PD ot 22.09.2009 Ne 754 (pen. ot 17.10.2017) «O6
yTBepkaeHIH [10J10KeHNs 0 CUCTeMe MEKBEIOMCTBEHHOTO AJIEKTPOHHOTO JOKYMEHTO000POTaY;


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
http://www.vniidad.ru/

ITpuka3 MunkynsTypsl Poccun ot 25.08.2010 Ne 558 (pen. ot 16.02.2016) «O6 yrBep-
xneHuu [lepeuHs: TUIIOBBIX YIPABIEHYECKUX apXUBHBIX JOKYMEHTOB, 00pa3yIoIIUXCs B MPoLiec-
ce JIeATENbHOCTH IOCYAAPCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIIPaBJIEHUs U OpraHu3a-
UH, C yKa3aHUEM CPOKOB XpaHEHUS»;

[Tpuka3z MunkynsTypsl Poccun ot 31.03.2015 Ne 526 «OO0 yTBepkIeHUH TpaBUI Opra-
HU3ALUU XPaHEHUsI, KOMIUIEKTOBAHUS, Y4eTa U MCIOJIb30BaHUS JOKYMEHTOB ApXHUBHOTrO (hoHMIA
Poccniickoit @enepanuy U Ipyrux apXuBHBIX JTOKYMEHTOB B OpraHax roCyJIapCTBEHHOM BIIACTH,
OpraHax MECTHOT'O CaMOYIPABIICHUSI U OPTaHU3ALIUIX »;

Vka3 IIpe3uaenra PO ot 30.11.1995 Ne 1203 (pen. ot 03.09.2018) «OO6 yrBep)KACHUH
Ilepeuns cBeneHU, OTHECEHHBIX K TOCY/IapCTBEHHON TaillHEY;

[TocranoBnenne IlpaBurensctBa PD ot 06.02.2010 Ne 63 (pen. ot 29.12.2016) «O06
yTBepKAeHUH MHCTPYKIIMK O MOPSIJIKE TOMYyCKa TOJKHOCTHBIX JUI] U rpaxaan Poccuiickoit de-
JIepallliy K TOCYyJJapCTBEHHOM TallHEY;

[Toctanosnenue IlpaButensctBa PD ot 23.07.2005 Ne 443 (pen. ot 18.03.2016) «O6
yrBepkaeHnn [IpaBun pa3paOOTKM TepeuHs CBEIEHUH, OTHECEHHBIX K TOCYAapCTBEHHOU
TalHEY;

[Toctanosnenue IlpaButensctBa P ot 04.09.1995 Ne 870 (pen. ot 18.03.2016) «O6
yrBepxkaAeHuH [IpaBusl oTHECeHMs CBEICHHM, COCTABISIIONIMX TOCYAapCTBEHHYIO TalHY, K pas-
JMYHBIM CTETICHSIM CEKPETHOCTUY;

[TocranoBnenue [IpaBurenscrBa PO ot 01.11.2012 Ne 1119 «O6 yrBepkaenuun TpedoBa-
HUH K 3aIIMTE TIEPCOHAIBHBIX TAaHHBIX MPH UX 00paboTKe B MHPOPMAITMOHHBIX CHCTEMAX MepCo-
HAJIbHBIX JAHHBIX);

[Tocranosnenue IIpaButenscrBa PO ot 15.09.2008 Ne 687 «O6 yrBepxaenun [lomoxe-
HUSL 00 0COOCHHOCTSX 00paOOTKM MEPCOHATIBHBIX JaHHBIX, OCYILIECTBISEMON 0€3 MCIOIb30Ba-
HUS CPEJICTB aBTOMATU3ALIUN;

[TocranoBnenue IlpaBurensctBa P® ot 03.11.1994 Ne 1233 (pen. ot 18.03.2016) «O6
yrBepkaeHnH [lomoxxeHns o mopsake oOpamieHus co Ciry>ke0Hoi nHpopMalmeir orpaHIYeHHOTO
pacnpocTpaHeHHs B eiepalibHbIX OpraHax HCIOJIHUTEILHON BIIACTH, YIIOJIHOMOUYEHHOM OpraHe
yIpaBjIeHUs UCIOJIb30BaHUEM ATOMHOM 3HEPIMM U YIOJIHOMOYEHHOM OpraHe 10 KOCMHYECKON
JESTEIIbHOCTHY,

I'OCT P 7.0.8-2013. HanmonanbHsbli crangapt Poccuiickoit @enepanuu. Cucrema craH-
JapToB MO MH(pOpMaIK, OMOIUOTEYHOMY M M3/aTeNIbCKOMY Jeny. Jlemonpou3BOACTBO U ap-
xuBHOE s1e0. Tepmunbl u onpeaenenus (ytB. [Ipukasom Poccranmapra ot 17.10.2013 Ne 1185-
CcT);

I'OCT P 7.0.97-2016. Cucrema cTtaHAapTOB MO WH(POPMAIUU, OMOIHMOTEYHOMY M U3/a-
TesbckoMy Jeny. OpraHu3alMoHHO-pacopsAAUTeNbHAs JoOKyMeHTanuus. TpeboBaHus K opopM-
nenuto nokymMeHToB (yTB. [Ipukasom Poccranmapra ot 08.12.2016 Ne 2004-cT);

3akon Pecnybnuku Komu ot 06.06.1994 Ne XI1-20/1 «O I'ocynapctBenHoMm repde Pec-
nyonuku KoMy,

ITocranosnenue IlpaButensctBa PecriyOnuku Komu ot 11 despans 2015 roga Ne 58 «O6
YTBEPKACHUM TUIIOBON MHCTPYKIUU IO AEJIONPOU3BOICTBY B OpraHax B CHUCTEME UCIOJHUTEIb-
Hoii Bnactu Pecyonuku Kommy,

[Tocranosnenwne [IpaButenscrBa Pecyommku Komu ot 20.09.2011 Ne 396 «O6 opranu-
3alliU MEXBEJOMCTBEHHON CHUCTEMBI 3JIEKTPOHHOTO JOKYMEHT0000poTa» (BMecte ¢ IlonoxeHu-
€M 0 MEKBEJIOMCTBEHHOM CHCTEME HJICKTPOHHOTO IOKYMEHTO000POTa).

6. CpencrBa obecrnieueHHsi 0CBOCHHS YUeOHOH TMCIUTLINHBI

B yueOHOM mporiecce mpu peanuzanuu ydeOHON AucuurianHbl «OCHOBBI TOKYMEHTHPO-
BaHMsl YIIPABICHYECKOMN AESATEIBHOCTI) UCIOJIB3YIOTCS CIIEYIOINE TPOrPaMMHBIE CPEJICTBA:

‘ Hngpopmayuonnvie mexnono- | Ilepeuens npozpammnozo obecneuenusn u uHhopmayuonnvix




2uu CRPAGOUHBIX CUCHIEM

Oduchrit maket aist padotsl ¢ | Microsoft Office Professional

JIOKYMCHTaMHU LibreOffice

Nudopmanmonno-cnpaBounsie | CripaBouHo-mpaBoBas cucrema "KoncymnbsranT [lnroc"
CHCTEMBI CnpaBouHo-nipaBoBas cuctema "["apant"
DNEeKTPOHHO-OMOJINOTEUHBIE OBC «YHuBepcuteTckast OMOIMOTEKa OHIIAHH
CHCTEMBI Hay4nas snekrponnas oudnauoreka (Www.e-library.ru)

HarmonanwsHas anekrponHas oubmuoreka (https://H36.pd)

DNeKTpOHHas MouTa DeKTpoHHAs 1mo4Ta B JoMeHe Krags.ru

CpenctBa s opranusanud | CepBUCH BeO- U BUIACOKOH(DEPEHIICBSI3H, B TOM YKCIIE
BeOMHapoB, TeiemoctoB u | BigBlueButton
KOH(epeHIIHIA

ConpoBokIeHUE OCBOCHUS JUCUUIUIMHBI 00YYarOIIUMCS BO3MOXKHO C MCIOJIB30BaHUEM
ANIeKTpOHHON HH(pOopMamoHHO0-00pa3zoBatenbHOl cpenbl [OY BO KPAI'CuY, B Tom gncie 00-
pa3oBaTenbHOro noptaina Ha ocHoBe Moodle (https://moodle.krags.ru).

7. MaTepuajibHO-TEXHUYECKOE o0ecrneyeHmne
OCBOEHUS Y4eOHOM THCUUIIITHHbBI

[Ipn mpoBenenun y4eOHBIX 3aHATUNA MO gUcHUIUIMHE «OCHOBBI JOKYMEHTHPOBAHUS
yIpaBICHUYECKON JAEsITeNbHOCTH» 3aJeiCTBOBaHAa MaTepuaibHO-TexHuuyeckas 6aza ['OY BO
KPAI'CuY, B cocTaB KOTOPOH BXOJAT CIEIYIOIINUE CPEJICTBA U PECYPCHI AJIs OpraHU3alluu Camo-
CTOATEIHHON U COBMECTHOM pabOThI 00YYAIOIINXCS C MPEMO0/IaBaTEIeM:

— CIleUUaTbHbIC MOMEIICHUS AJIsl pealu3aly JaHHOW IUCHUIUIMHBI MPEICTaBIsIOT CO-
00i1 yueOHbIC ayIUTOPUU IJIsl IPOBECHUS 3aHATUM JICKIIMOHHOTO THUIIA, 3aHATUNA CEMUHAPCKOTO
TUIIA, TPYIMIOBBIX U UHIUBUAYATbHBIX KOHCYJIbTALMMA, TEKYIIEr0 KOHTPOJS U MPOMEKYTOUHON
aTTECTaIlMH, a TaK)Ke TTOMEIECHUSI JJIS CAMOCTOATEIbHON pabOoThI U MOMEIIEHUS ISl XPaHSHUS U
npoUIAKTHYECKOTO OO0CIyXUBaHHs y4eOHOro obOopynoBanus. CrHenuanbHble MOMEIECHUS
YKOMIUIEKTOBaHbl CHEUATM3UPOBAHHON MeEOEeIbl0 M TEXHUYECKMMHU CpEeACTBAMHU OOYyuYeHUs,
CIIy)KalllMMHU 7Sl TIpeJCTaBlIeHus yuyeOHOW MHpopMauu OONBIION ayIuTOpUHU, HabopaMu Je-
MOHCTPAIIMOHHOTO 000PY/I0BaHUS U Y4€OHO-HATJISIHBIX TTOCOOUH, 00€CTIeunBaIOIINX TeMaTH4e-
CKH€ WLTIOCTPAIINH;

— NOMEILEHUE JJIi CaMOCTOSITENbHON padOThl 0OydYaroIIUXCsl OCHAIIEHO KOMITbIOTEPHOMU
TEXHUKOW C BO3MOXKHOCTHIO MOAKIIOUEHHUs K ceTH «MHTepHeT» M obecrneueHueM JOoCTyma B
AIIEKTPOHHYIO HH(OPMALIMOHHO-00pa30BaTENIbHYIO CPEy OpraHU3aluy;

— KOMIIBIOTEPHBIE KIJIACChI, OCHAIIICHHBIE COBPEMEHHBIMU MTEPCOHATBHBIMU KOMIIBIOTEPAMH,
paboTaronMMu 1o yrpaBlieHHeM orepanuoHHbIXx cucteM Microsoft Windows, oObeuHEeHHBI-
MU B JIOKaJbHYIO CETh U IMEIOIIUMHU BbIXOJ B IHTEpHET;

— Oubnmoreka  AKaJleMuHu, KHIWKHBIM  (OHA  KOTOPOH  COAEPKHUT  HAy4dHO-
HCCIIEIOBATENBCKYIO JTUTEPATYPy, HAYUHBIE KYPHAIbl U TPYAbl HAYYHBIX KOH(EPEHIINI, a TaKKe
YHUTaJbHEIN 3all;

— cepBepHOE 000pyI0BaHUE, BKIIFOYAIOIIEE, B TOM YHCIIE, HECKOJIBKO cepBepoB cepun IBM
System X, a Takke BUPTyaJIbHBIE CepBEpa, paboTalOIIUE MO YIIPABICHHEM OMEPAIMOHHBIX CH-
creMm Calculate Linux, Bkitouennoit B Peectp Poccuiickoro I10;

— CeTeBOe KOMMYTAIlMOHHOE 00O0pyJoBaHuE, o0OecreynBaromee paboTy JIOKaJbHOW CeTH,
npeaocTaBieHne qocTymna k cetu MHTepHeT ¢ 00miel ckopocThio noakatoueHus 100 MouTt/cek, a
Takke paboty OecripoBogHOrO cermenTta ceT Wi-Fi B moMeneHusx AkaieMuu;

— UHTEpaKTUBHbIE UHPOpPMaIMOHHBIE KHOCKU «HpOY;

— IMpoTrpaMMHbIE U anmapaTHbIEe CPEJCTBA IS MPOBEACHUS BUICOKOH(PEPEHIICBS3H.
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http://www.e-library.ru/

Kpome TOro, B 0Opa3zoBaTeiabHOM IMpolecce OO0yYaroIMMHUCS LIMPOKO HCHOIb3YIOTCS
CJICAYIONIHE AIIEKTPOHHBIE PECYPCHI:

— cetb Internet (ckopocTs noakitoyenus — 100 Mout/cex);

— caiir https://www.krags.ru/;

— oOecmpoBoaHas cetb Wi-Fi.

KoHkpeTHble TOMEIIEHUs IJIsl OpraHu3anuyd o0ydeHus 1o auciurinae « OCHOBBI JIOKY-
MEHTHPOBAHUS YIPABICHUYECKON JEATEIEHOCTUY» OMPEACISIOTCS paclucaHueM Y4eOHBIX 3aHsi-
TUH ¥ TPOMEXKYTOYHOW arrectanuu. OOOpYyJAOBaHUE M TEXHHUYECKOE OCHAICHHE ayIUTOPHH,
MPEICTABIICHO B MacrnopTe cooTBeTcTBYIOMUX KabuneroB 'OY BO KPAI'CuY.

PA3SJIEJI II. METOAUYECKHUE MATEPHUAJIbBI

BaxuelmmM ycaoBHeM YCHEITHOTO OCBOSHHS MaTepuraa sSBJsIeTCs TNIaHOMEepHasi paboTa
o0yyaroIerocsi B Te4€HUE BCEro Mepuoja N3ydeHus TUCHMILIMHBL. OOydaromiemycs Heo0Xoau-
MO O3HAaKOMHTBCS CO CIEAYIOIEH yueOHO-METOMUECKON TOKyMEHTAlUel: TporpaMMoil IucIu-
IUIMHBL; Y4eOHUKOM M y4eOHBIMHU MOCOOUSAMM IO JUCLMILIMHE; 3JEKTPOHHBIMHU PECypcaMu I10
JUCLHUIIIIMHE; METOANYECKUMU U OLICHOYHBIMU MaTEPHAIAMH 110 AUCLUIUIMHE.

VY4eOHbIH mpoliecc NMpH peanu3aliy JUCLUIUIMHBI OCHOBBIBAETCS Ha MCIIOJIb30BAHUM
TpaJMLIHOHHBIX, NHHOBAILIMOHHBIX U UH(POPMALIMOHHBIX 00Pa30BaTEIbHbIX TEXHOJIOTUH.

TpaaunnoHHble 00pa3oBaTeIbHbIE TEXHOJOTUM NPEACTABICHbI JeKYUAMU U 3AHAMUAMU
CEMHUHAPCKOro TUMA (MIPAKTUUECKUE 3aHSATHSA).

VHHOBanmoHHble 00pa3oBaTeIbHble TEXHOJIOIMH UCIOJIB3YIOTCS B BUJE LIUPOKOTO MpPH-
MEHEHHUSI aKTUBHBIX U MHTEPAKTHBHBIX (JOPM MPOBEICHUS 3aHATHIA. AyTUTOpHAs paboTa 00yda-
IOLUXCA [TPENyCMaTpUBaET JIEKIIMU-NIPE3CHTAMH, aHAIN3 IIPAKTUYECKUX CUTYalUi, IOATOTOBKY
JIOKYMEHTOB.

HNudopmannonHsie 00pa3zoBaTeibHble TEXHOJIOIMH PEATM3YIOTCS IMyTeM aKTHUBU3ALMU
CaMOCTOSTENIbHON paboThl 00yyaromuxcsi B ”HGOPMALMOHHOM 00pa3oBaTenbHOI cpele.

Bce ayauropHble 3aHATUS MPECIEYIOT LI€JIb 00ECIEYEHUsI BBICOKOTO TEOPETHUYECKOIO
YPOBHSI U IPAKTUYECKOM HAIIPaBIEHHOCTU O0YUYEHHUSI.

Iloozomoexa K 1eKYUOHHbBIM 3AHAMUAM

B xone nexuuii npenojaBarens U31araeT U pa3bsCHIAET OCHOBHBIE U HauboJee CI0XKHbIE
MOHSTHSI TEMBI, & TAK)KE CBSI3aHHBIE C HEH TEOPETUUYECKUE U NMPAKTUUECKUE MTPOOJIEMBI, TaeT pe-
KOMEHJJallMM 10 TMOATOTOBKE K 3aHATHUSM CEMHUHApCKOTO TUIIA U CaMOCTOSITeNIbHON pabote. B
X0Jle JIEKIIMOHHBIX 3aHATUI 00ydaroleMycst ciie[yeT BECTH KOHCIIEKTUPOBaHUE y4eOHOIro MarTe-
puaa.

C uenpio obecriedeHtsl YCIEeIHOT0 OCBOEGHHUS JUCIIUIUIMHBI 00yYaromuiics T0JIKeH TOTo-
BUTHCS K JIeKIUH. [Ipu 3TOM Heo6X0auMo:

- BHUMATEJIBHO MPOYUTATh MAaTEPHUAI IPEABIAYIIEH JIEKIINH;

- 03HAKOMMTBHCS C Y4€OHBIM MaTepHajoM JIEKIHU MO PEKOMEHIOBAaHHOMY Y4YeOHUKY
u/niau yaueGHOMY I0COOUI0;

- YSICHUTh MECTO U3y4aeMoi TeMbI B CBOEH MpoecCHOHATbHON MOATOTOBKE;

- 3amMcaTh BO3MOKHBIE BOIPOCHI, KOTOPbIE 00YYaIOUIUIICs MpeanonaraeT 3a/1aTh npemno-
JlaBaTeIo.

Iloozomoeka K 3anaAmMuAM CEMURAPCKO20 MUNA

OTOT BUJI CAMOCTOSATENIEHOM PabOThl COCTOUT U3 HECKOJIBKHX 3TAIOB:

1) moBTOpeHne U3y4eHHOro marepuana. Jljis 3Toro MCrosb3yloTcs KOHCIEKTHI JIEKIIHUH,
PEKOMEHIOBaHHAs1 OCHOBHAs U JOIOJHUTENbHAS JIUTEPATYPA;

2) yriybneHue 3HaHUU 1o TeMe. JlJig 3TOro peKOMEH]IyeTcs BBINHUCATh BO3HHKIIHME BO-
IIPOCHI, UCIIOJIb3YEMbIE TEPMUHBI;

3) moAroToBKa JAOKJIAJ0B IO TeMaM, MpeaaraéMbIM IpernoaaBaTeseM, Wik aHaau3 Mpak-
TUYECKUX CUTYALUH U JIp.
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IIpn MoAroToBKE K 3aHATUSM CEMHHAPCKOTO THUIIA PEKOMEHAYETCS C LENbI0 MOBBIIICHUS
ux 3G HEeKTUBHOCTH:

— YZAETATh BHUMaHHE pa300py TEOPETUUECKUX BOIPOCOB, 0OCYXK/IAEMBbIX Ha JICKLIUSX;

— YJIENsATh BHUMAaHUE KPATKOMY MOBTOPEHHUIO TEOPETUUYECKOr0 MaTepHalia, KOTOPbIA HC-
MI0JIb3YETCS IPU BBINOJIHEHUH TPAKTUUECKUX 3aaHMIi;

— BBINOJIHATH BHEAYIUTOPHYIO CAMOCTOSITENIbHYIO paboTy;

— CTaBUTh NPOOJIEMHBIE BOIPOCHI, 10 BO3MOKHOCTH HCIOJIB30BATH IPUMEPHI C MPAKTH-
YECKHUM COJEPIKAHHUEM;

— BKJIKOYATbCA B MCIOJb3YyEMbIE NPU MPOBEACHUM NPAKTUUYECKHUX 3aHATHI aKTUBHbBIC U
MHTEPAKTUBHBIE METObI O0yUEHUS.

[Tpu pa3bope mpuMepoB B ayJTUTOPUU WIIM JIOMa IEIeco00pa3HO KaxIbli uX HUX 000C-
HOBBIBaTb TEMU WU UHBIMU TEOPETUUYECKUMU MOJIOKEHUSIMH.

AKTHBHOCTb Ha 3aHATHSAX CEMUHAPCKOTO TUIIA OLIEHUBAETCS 10 CIEAYIOIINUM KPUTEPUSIM:

— OTBEThI HAa BOIIPOCHI, IIPEJIaraéMble MPEroaaBaTeIeM;

— YYacTH€ B IUCKYCCHSIX;

— BBIIIOJIHEHUE MPOEKTHBIX U UHBIX 33JJaHUM;

Opzanuzayus camocmoamenvHoil padomul

CamocrosiTenbHas pabota oOydaromuxcsi MpecTaBiIsgeT cOO0H MpolecC aKTUBHOTO, Iie-
JICHANpPaBJICHHOIO IPUOOPETEHUSI MU HOBBIX 3HAHUH, yMEHUI 0€3 HENOCPECTBEHHOIO y4acTus
MpenoaaBaTess, XapaKTepU3yOIUNHCs TPeIMETHONW HaIMPaBIEHHOCTHIO, 3()()EKTUBHBIM KOHTPO-
JIEM U OLICHKOM pe3yJIbTaTOB JIEATEIbHOCTH 00y4aroerocs.

3amauaMu caMOCTOSTEIbHON PabOThI SBISIOTCS:

—  CHCTEMaTu3allis U 3aKPEIUICHUE IMOJIyYEHHBIX TEOPETUUYECKUX 3HAHUW U MpaKTuye-
CKHUX YMEHUH M HaBBIKOB 00yUYaIOIINXCS;

—  ymiyOJieHue U paclIupeHHe TEOPETUUECKUX 3HAHU;

— ¢opMupOBaHHE YMEHHI HCMIOJIb30BaTh HOPMATHUBHYIO M CHPABOYHYIO JOKYMEHTa-
LU0, CIIELIMATIbHYIO JIUTEPATYPY;

—  pa3BUTHE MO3HABATEJbHBIX CIOCOOHOCTEH, aKTUBHOCTH OOYYaOIINXCS, OTBETCTBEH-
HOCTU U OPIaHHW30BAHHOCTH;

—  ¢dopMHUpOBaHUE CAMOCTOATEILHOCTH MBIILICHUS, TBOPUYECKON MHHUIIMATUBBI, CIIOCO0-
HOCTEH K CaMOpa3BUTHIO, CAMOCOBEPIIEHCTBOBAHUIO U cCaMOpealln3alliig;

—  pa3BUTHE UCCIIEN0BATENBCKUX YMEHUN U HABBIKOB.

[Ipy m3ydeHUH IUCUUIUIMHBI OpraHU3alisl CaMOCTOSTENIbHON paboThl 00ydarommxcs
npezcTaBisieT cOOOH eIMHCTBO TPeX B3aMMOCBSI3aHHBIX (HOpM:

1) BHeayiuTOpHas caMoCTOsITeNbHAs padoTa;

2) ayauTopHas caMOCTOSITelIbHas paboTa, KOTOpas OCYILECTBIISETCS IOJ Hernocpea-
CTBEHHBIM PYKOBOJICTBOM IIpPEIOJIaBaTENsl IPU MPOBEACHUH MPAKTUUYECKUX 3aHATHI U BO BpeMs
YTCHHS JCKIUIA;

3) TBOpUecKasi, B TOM YHCJI€ HAyYHO-HCCIIe0BaTeIbCKas padoTa.

Ilepen BbImosiHEeHHEM OOYYarOIIMMUCS BHEAYAUTOPHOW CaMOCTOSITEIbHOM pabOTHI Ipe-
[0/1aBaTellb MOXKET JJaBaTh Pa3bsICHEHUS MO BBHIIOJHEHUIO 3aJaHKsl, KOTOPbIE BKIIIOYAIOT:

— LIeJb U COACPKAHNE 3a1aHuUs;

— CPOKH BBITIOJIHEHUS;

— OPHUEHTHPOBOUYHBIA 00BEM PabOTHI;

— OCHOBHBIE TPeOOBaHHUS K pe3yJibTaTaM pabOThl U KPUTEPUU OLICHKHU;

— BO3MOYKHBIE TUITUYHbIE OIIUOKH MPH BHITTOJTHEHUH.

KoHTponb pe3ynpTaToB BHEAYTUTOPHON CaMOCTOSITEIHHOM pabOThl OOYYAIOIIUXCS MO-
KET MPOXOAUTH B MUCbMEHHOM, YCTHOW MIJIM CMEIIaHHOH (Gopme.

WNuorpa mpenopaBatens Uisi TEMATUYECKUX 3aHATHUAX CEMHUHAPCKOrO THUIIA IMOpydYaeT
o0yJaromuMcsl MOATOTOBUTh JOKIaA. IIpu moAroroBke nokiana, MOJIb3YsICh PAa3TUYHBIMU HC-
TOYHHKaMH (Y4eOHOM U crienuanbHON JTUTepaTypoid, B TOM YuciIe MOHOTpadUusIMH, TruccepTanu-
MU M CTaThIMHU, UH(GOPMAIIMOHHBIMH MCTOYHHKAMH, CTATHCTUYECKOH MH(popManuel, HopMma-
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TUBHBIMHU TIPaBOBBIMH aKTaMU U T.J.), HEOOXOAMMO MOJHOCTBIO PACKPBITH TEMY, MOCIEAOBa-
TEJIbHO U3JIOKUTh UCTOPUIO BOMPOCA, UMEIOIINECs TOUKH 3peHus, COOCTBEHHBIE BHIBOABI. Heoob-
XOIMMO H30eraTh HEMpPOBEPEHHON WH(GOpPMAIMU, OrOBAPUBATH JIETUTUMHOCTH HCTOYHHUKOB.
OO0s3aTeNbHBIM ABIIETCS CONPOBOXKIEHUE JOKJIAAa IJIEKTPOHHON Mpe3eHTaluel, CIeNaHHoi B
penaktope Power Point. DnekTpoHHas Mpe3eHTaIHs BKIIIOYAST: TUTYIBHBIN CIIAl] ¢ yKa3aHUEM
TeMmbl nokiaaa, @.M.0. oOyuaroierocsi; OCHOBHbIE MOJIOKEHHUS JIOKJIa/a, BHIBOJIBI U 3aKIIOYH-
TEJBHBIN CHaij] cO CIIMCKOM MCTOYHHMKOB M OyiarogapHocThio (8—10 cmaitno). Cnaitasl Moryt
ObITh TpOHYMepoBaHbl. [[BeToBOM (DOH cnaitoB nmogdupaeTcs Tak, YTOObI HA HEM XOPOIIO OBLI
BUJIeH TeKCT. Cyias TOKIa bl U BRICTYIUICHUS HA 3aHSATUU CEMUHAPCKOTO THIA WM PEITUKUA B
X0Jle AUCKYCCUU, 00YYaIOIIMMCsI BaXKHO HE TOJIBKO YBa)kKaTh MHEHUE COOECEeIHHKA, HO U UCIIOJIb-
30BaTh HABBIKHA aKTUBHOTO W PE(IICKCUBHOTO CIyIIaHus (He mepeduBaTh, 1aBas BO3MOKHOCTh
MOJIHOCTBIO BBICKA3aTh CBOIO TOUKY 3PEHHUS, HETIOHSATOE YTOUHATH, nepedopMyIupys BbICKa3aH-
HOE U T.IL.).

Iloozomoexa k npomexcymounoii ammecmayuu

Bugom mpomexyTouHOW aTTecTalru MO JAHHOW JHCIUIUIMHE SIBISETCS cladya 3adeTa.
[Ipu mpoBeaeHUM MPOMEKYTOYHOW aTTECTAIlMHM BBIACHSETCS YCBOCHHE OCHOBHBIX TEOpETHYE-
CKHX Y MPUKIIAJIHBIX BOIMPOCOB MPOTPAMMBbI U YMEHHUE MMPUMEHSTH MOJIYUCHHBIC 3HAHUS K pellle-
HUIO MPaKTUYeCKUX 3aaa4. [Ipu moArotoBke kK 3aueTy y4eOHBbII MaTepuan peKoMeHAyeTcs Io-
BTOPSATH MO0 y4eOHOMY M3AaHHIO, PEKOMEHIOBAHHOMY B Ka4ECTBE OCHOBHOM JIMTEpATyphl, U KOH-
CIEKTY. 3a4eT MPOBOJUTCS B HA3HAYCHHBIN JE€Hb, 10 OKOHYaHUH M3y4eHUs AucuuIinHbl. [locne
KOHTPOJIBHOT'O MEPOIPHSITHSI TIPEI0IaBaTe b YIUTHIBAET aKTUBHOCTH Pa0OTHI 00 yJaromerocs Ha
ayJTUTOPHBIX 3aHATHIX, KAYECTBO CAMOCTOSITEIbHON pabOThl, pe3yIbTaThl TEKYIIEeH aTTecTalluy,
MOCEIIAEMOCTb U BBICTABIISIET UTOTOBYIO OIICHKY.

H3yuenue oucyuniunsl ¢ UCNONb308AHUEM OUCHIAHUUOHHBIX 00PA306AMEIbHBIX H1EX-
Hono2uu

[Ipy w3ydyeHMM AUCUMIUIUHBI C HKCIOJIb30BAaHHEM AMCTAHLIMOHHBIX 00pa30BaTENIbHBIX
TEXHOJIOTHIT HEO0OXOJAMMO OTMOJHUTEIFHO PYKOBOJCTBOBATHCS JIOKAIBHBIMA HOPMATHBHBIMU
aktamu ['OY BO KPAI'CuV, pernaMeHTHUPYIOIIMMH OpraHu3aliio 00pa3oBaTeIbHOIO Mpolecca
C UCIOJIb30BAaHUEM JUCTAHIIMOHHBIX 00Pa30BATEIbHBIX TEXHOJIOTHI.

PA3JEJI I1l. OHEHOYHBIE MATEPUAJIbBI

8. KoHTpo/ibHO-N3MepHuTeIbHbIE MATEPHAJIbl, He00X0AMMbIE 1JI51 NPOBepKHU chopMupo-
BAHHOCTH MHIUKATOPOB JOCTHKEHUsI KOMNETeHIHil (3HAHUIA, YMEHUIl M1 HABBIKOB)

8.1. 3a0anua ona npogedenus mexKyu,eco KOHmpo.a
Texymmmii KOHTPOJIHL BO3MOKEH B IBYX (pOpPMax: TECTOBOM HITU BBIIOJHEHHUS MPAKTUIECKO-
ro 3aJIaHHUS.
Ilpumep mecmoesozo 3a0anusn

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

A) TunoBast UHCTPYKLIUS 110 AETIONPOU3BOCTBY B (pe/iepanbHbIX OPraHOB UCHOTHUTEb-
HOM BJIACTH.

b) TunoBoii periaaMeHT JeNONpPOU3BOACTBA B (peepalbHbIX OPraHOB HCIOJHUTEIHHON
BJIACTH.

B) IlpaBuiia nenonpon3BoicTBa B (peiepanbHbIX OPraHOB UCTIOJIHUTENIBHOM BIACTH.

I') [TonosxeHune o neonpou3BOJCTBE B (peiepalibHbIX OPraHOB UCIIOJIHUTENBHOMN BIACTH.

2. Yto moHMMAaeTCs Mo/ ACJIONPOU3BOIACTBOM?

A) I[e}ITeJ'IBHOCTB, HECJICHAIIPABJICHHO 06CCHCHI/IB8.}OH_[3.${ (I)yHKI_II/II/I YIIpaBJICHUA JOKYMCH-
TaMH.
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b) JlesarenpHOCTh, OOEcieunBaromas peann3auio IUMHON MOJMUTUKA U CTaHIAPTOB TIO
OTHOUICHUIO K IOKYMEHTaJIbHOMY (POHTy OpraHU3aLUH.

B) lesrensHOCTD, 0OOeceunBaroias JOKYMEHTUPOBAHHE, TOKYMEHTOOOOPOT, OIepaTuB-
HOE XpaHEHHUE U UCI0JIb30BAaHUE JOKYMEHTOB.

3. Kakue u3 nepeynciieHHbIX BUAOB JOKYMEHTOB, OTHOCSITCSI CUCTEME OpPraHU3aliOHHO-
MPaBOBOI TOKYMEHTAIMK? (HECKOJIBKO BEPHBIX BAPUAHTOB)

A) llltaTHOE pacnurcaHue

b) [locTanoBnenue.

B) JomxHOCTHAs HHCTPYKITUH.

I') IIpoToko.

) Ipuxkas.

4. B xakylo cucreMy AOKYMEHTAIlMH BXOJSAT JOKYMEHTBI, B KOTOPBIX (PUKCHUPYIOTCS
YIPaBICHYECKUE PEIICHHUS 110 OPraHU3alMOHHbBIM, aIMUHUCTPATUBHBIM U KaJIpOBBIX BOIIpocaM?

A) Cucrema opraHu3allMOHHO-TIPABOBOM JOKYMEHTAITUH.

b) Cucrema pacnopsauTesbHON TOKYMEHTALIUH.

B) Cucrema nndpopMamoHHO-CIIPaBOYHON TOKYMEHTAIIMH.

5. OT 4ero 3aBUCUT COCTaB PEKBU3UTOB, BKIIOUYAEMbIX B OJIaHK JOKyMEHTa?

A) Ot BuJ1a TOKYMEHTA.

b) Ot cnoco0a pacroiokeHus: peKBU3UTOB B OJ1aHKe (MPOOJIbHBIN WIIM YTII0BOH crioco-
Obl)

B) Ot opranu3zanmoHHo-11paBoBoi ()OpMBbI OpraHU3aLMK — ABTOPA JTOKYMEHTA.

Ilpumep npakmuuecxkozo 3a0anus

CocraBbTe U 0POpPMHUTE NMPHKA3 IO OCHOBHOHN NEATEIBbHOCTH, U JIPYTHE PACHOPSAUTEINb-
HBIE JIOKYMEHTHI, HEOOXOJMMBIE B TAHHOH YIPaBICHYECKON CHTYallUu:

Ha MockoBckoM KOMOMHATe IO MPOM3BOJCTBY MY3bIKAIbHBIX HHCTPYMEHTOB U MeOenu
(rocygapcTBEHHOE IPEANpUITHE), KOTOPBIM BXOAUT B KoHIlepH 1o pa3paboTKe U MPOU3BOJCTBY
OPOAYKIMH My3bIKaJdbHOM mpombinuieHHocTH (POCMYVY3IIPOM), nelictByer Ilomoxenue o
IPEMHUPOBAHUM PYKOBOJUTENEH 1IEX0B, OTAENIOB U cyk0, yrBepkaeHHoe 05.01.2003 Ne 27.

12 ampenst Tekyliero rojaa aupekrop komouHata B.M.JIapoHOB MOpy4Ms HayalbHUKY
oTzena Tpynaa u 3apaboTtHoi ruiatel MapkoBy H.I'. paccuntars pazmep npemMuu pyKOBOJUTEISIM
OTJIEJIOB, IIEXOB U CIyX 0 KoMOMHaTa Mo uroram paOoThl 3a MEpBbIM KBapTan K 15 ampens, a
riaBHOMY Oyxrantepy komOunara TpommuHoit C.I'. — opranusoBars BbluIaTy npemuu k 20 an-
pelis TEKYILEro roja.

HavanpHuk mmanoBo-sxkoHOMHuueckoro otaena Marseea C.H. u rnmaBHbBIA Oyxrairep
Tpomuna C.I'. 3aBU3MpOBaNM MPOEKT NMPHKa3a AUPEKTOpa KOMOMHATA.

8.2. Bonpocwl 011 no02omoeKu K 3auemy

1. IIpaBoBbIE OCHOBBI HCIIOJIB30BaHMSI OPUIIMATBHBIX S3bIKOB B Pa0OTE ¢ JOKYMEHTaMH,
2. HanmonanbHbIe CTaHIAPTHI B 00JIACTH AETOMPOU3BO/ICTBA.
3. Hopmarusnble npaBoBbie akThl PecniyOianku Komu B 001actu paboThl ¢ JOKyMeHTa-
MHU.
Knaccugukarus 10KyMeHTOB.
Cucrema OpraHu3allMOHHO-TIPABOBON TOKYMEHTALUN.
Cucrema pacnopsIuTeNIbHON TOKYMEHTALIUN.
Cucrema nHGOPMAIIMOHHO-CIIPABOYHOM TOKYMEHTALIUH.
CucremMa 11aHOBOM TOKyMEHTALUU.
Cucrema OTYETHOM JOKYMEHTAIIMH U YYETHOU JOKYMEHTAINH.

©ooN R
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10. Cucrtema 10roBOpHOU JOKYMEHTAIIHH.

11. OOmwme NPUHIUIIBI OpTraHU3AIMH JISTOMPOU3BOJICTBA.

12. OO6ume mpUHIUIIBI OPTaHU3AIMH JOKYMEHTO000POTA.

13. OO0mume NpUHIUIIBI JOKYMEHTHUPOBAHUS.

14. TlpaBuna ohopMIIeHHUSI OTIENBHBIX PEKBU3UTOB JOKyMeHTOB (repd (I'ocymapctBen-
HbIi Tep0 Poccuiickoit @eneparuu, repd cyobekta Poccuiickoit denepanun, repod (repaibande-
CKHIi 3HAaK) MyHHIIMITAILHOTO 00pa3oBaHusl); YMOJIeMa; TOBAPHBIN 3HAK (3HAK OOCITYKUBAHHUS)).

15. IIpaBuna odopmiieHUs OTIAENbHBIX PEKBU3UTOB JOKYMEHTOB (HAMMEHOBAaHUE Opra-
HU3AIMM — aBTOPA JIOKyMEHTa,; HAMMEHOBAHHE CTPYKTYPHOI'O MOApA3IeNeHHs] — aBTopa IOKY-
MEHTa; HAMMEHOBaHUE JIOJDKHOCTH JIMIA — aBTOpa IOKYMEHTA).

16. IlpaBuna odopmieHHs OTACTBHBIX PEKBU3UTOB JOKYMEHTOB (CIIPABOYHBIC TaHHBIC
00 opraHusaiyy; HaMMEHOBAaHUE BU/IAa JJOKYMEHTA).

17. TlpaBuna opopmIICHHS OTACTBHBIX PEKBU3UTOB JJOKYMEHTOB (JjaTa JOKYMEHTA; Peru-
CTpallMOHHBIA HOMEp JOKYMEHTA; CChLJIKAa HA PETUCTPALMOHHBIA HOMEp U AAaTy MOCTYMHUBIIETO
JIOKYMEHTA).

18. IIpaBuna odopmieHUsS OTIEIbHBIX PEKBU3UTOB JOKYMEHTOB (MECTO COCTaBICHHS
(M3maHus) JOKYMEHTA; Tpu( OrpaHUYCHHUS JOCTYIA K JOKYMEHTY; aJpecar).

19. IIpaBuna odopmieHHs] OTAETBHBIX PEKBHU3UTOB JOKYMEHTOB (TpU] YTBEP>KICHUS
JIOKYMEHTA; 3ar0JIOBOK K TEKCTY).

20. IIpaBuna odopMieHHS OTACIbHBIX PEKBU3ZUTOB JOKYMEHTOB (TEKCT JOKYMEHTA).

21. TlpaBuna odopmieHHs OTAETHHBIX PEKBU3HTOB JOKYMEHTOB (OTMETKA O MPHIIONKE-
HUU; TpUG COrIaCOBAHUS IOKYMEHTA).

22. TlpaBuna ohopMIIeHHUS OTJACIBHBIX PEKBU3UTOB JOKYMEHTOB (BH3; MOIIHKCEH; OTMET-
Ka 00 3JIEKTPOHHOM IOJIITUCH ).

23. IlpaBuna odopmiieHUSI OTACIBHBIX PEKBU3HTOB JIOKYMEHTOB (Ile4aTh; OTMETKa 00
HCIIOJTHUTEIIE; OTMETKA O 3aBEPEHUH KOIIUH).

24. TlpaBuna oopMIICHUS! OTIEIBHBIX PEKBU3UTOB JOKYMEHTOB (OTMETKA O IOCTYILIE-
HUU JIOKYMEHTA; PE30JIIOLIHSI; OTMETKA O KOHTPOJIE; OTMETKA O HalpaBlIeHUH TIOKYMEHTa B JEJI0).

25. IlpaBuna moAroToBKH U 0POPMIICHHUS TPUKA30B, PACTIOPSDKEHHH.

26. IlpaBuia moaAroToBKU U opopMIICHUS ITPOTOKOJIA 3aceqaHus (COBEIIaHMS).

27. TlpaBuna moaAroTOBKH U 0POPMIICHHS aKTa.

28. IlpaBuia moAroToBKH U 0(popMIIEHHS AETOBOTO MUChMA.

29. OO0mas xapaKTepuCTHUKa JTOKyMEHTOITOTOKOB.

30. IIpaBumna paboOThI ¢ BXOISIIMMH JOKYMEHTAMHU.

31. TlpaBuna pabOTHI ¢ UCXOASIIMMH JOKYMEHTAMH.

32. IIpaBuna paGoThl ¢ BHYyTPEHHUMH JTIOKYMEHTAMHU.

33. IIpaBuna Texymiero XxpaHeHus TOKyMEHTOB.

34. TlpaBuna nepenauu JOKyMEHTOB B apXUB M HAa YHUUTOXKECHHE.

35. UHCcTpyKIMs 1o Jenonponu3BOCTBY.

36. IlomokeHue 0 CTPYKTYPHOM MOAPA3/ICICHHUH.

37. Tabenp u ambOOM GOPM TOKYMEHTOB, rpaduK JOKYMEHTOOO0POTA.

38. Homenknatypa nen.

39. I[lytn onmTMMHU3anK JTOKyMEHTOOOOpOTa M cXeM (PYHKIIMOHAIBHBIX B3aWMOCBS3EH
MEXy TIOpa3/IeIeHUSIMU

8.3. Bapuanm 3a0anuii 0nsa npogedenHus nPOMedCymouHo20 KOHmMpPo.is
[IpomexyTouHas aTTecTalus MPOBOJUTCS B YCTHOU (opMe.

B kax/p1ii Omiet BXoauT 2 BOmpoca:

— nepevlil 0NPoc — TEOPETUUECKUIN — U3 CIIMCKA BOTIPOCOB;

— 8mMOpOll 60NPOC — MPAKTUUECKUIN — pelIeHUE Kelica WM MPAKTUYECKOT0 3a/1aHMUsl.

Keiicol
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1. B opran MyHMIIMNIaJBHOTO JKUJIMIIHOTO KOHTPOJIA (Aajee — opraH KOHTPOJIsI) MOCTY-
MUjIa KOJJIEKTUBHAS Kanoba >KUIIBI0B MHOTOKBAPTHPHOTO JOMa Ha Oe3/IeHCTBUE yIpaBIsSIoUIeit
KOMITAHUH 110 OTHOIICHHUIO K OOSI3aHHOCTH OCYIIECTBISATH COJIEPKAHUE M PEMOHT OOLIET0o UMYy-
niecTBa. BripaBe 1M OpraH KOHTPOJISI POBECTU BHEIIAHOBYIO IIPOBEPKY YIPABIISIIOLIEH KOMIIa-
HUH, €CIIM jKaio0a He MOAINUCAHA, a YKa3aHbl TOIBKO peKBU3UTHI kuibloB: @.M.0., agpec, Te-
nedon?

2. B MecTHYI0 agMHHHMCTPALMIO MOCeNeHHs (Ha MM TJIaBbl MECTHOW aJMUHHCTPALIUN)
MOCTYMHIIA jkajo0a OT rpakJaHNHa Ha HEHUCIIOJIHEHUE JTOJDKHOCTHBIMU JIMIIAMU MECTHOW aJIMH-
HUCTpAalUK 00S3aHHOCTEH MO JIMKBUAALMU CTUXUUHON CBAJIKU CTPOUTEILHOTO MYyCOpa, pacio-
JIO)KEHHOM BO3JI€ ero goma. ['aBa MECTHOW aJIMUHUCTpPALMHU, MOJIYYHMB yKa3aHHYIO Kallooy,
HaAIpaBWJI €€ JUIsl PacCCMOTPEHMsI HauyaJbHUKY KOHTPOJIBHOIO JIeapTaMEHTa MECTHOW aJIMUHMU-
ctpauuu. OAHAKO B YCTAaHOBJICHHBIN 3aKOHOM CPOK >KanoOa He Oblila pacCMOTpPEHa, OTBET Ha Hee
3asiBUTEIII0 HE HampasiieH. HeceT yin riaBa MECTHON aJIMMHUCTPALIMM OTBETCTBEHHOCThH 3a YKa-
3aHHOE Oe3zeicTBHEe, MPUTOM, YTO B MOJHOMOYHS TJIaBbl MECTHOW aIMUHUCTPALUU (COTIACHO
KOHTPAKTY) BXOAUT KOHTPOJIb 3a UCIIOJIHEHUEM IIOPYUYEHUH €ro OAYNHEHHBIMU?

3aganusn

1. CoctaBbTe u oopMuUTE CIy>KeOHBIEC TUChMA:

JlemapTaMeHT MOJACPKKH U Pa3BUTHUSL MaJIOTO MPEANPUHUMATENILCTBA MMCHMOM 32 TIO-
MUCBIO 3aM. AUpEKTOpa AenapTamenta CBepukoBa A.B. yBegoMuI pyKOBOJACTBO JIETCKOTO cajia
Ne 1586 o0 ToM, 4TO B CBSI3M C pa3BUTHEM NPEANPUHUMATENBCTBA 3/1aHUE JETCKOTO cajia JOJIKHO
OBITH TIEpEIaHO I TEXHUYECKUX HYXK]I AeTapTaMeHTa.

Ucnonautenem BacuibeBoil 1o nmopy4yeHuto qupekropa naerckoro caaa Ne 1586 IOro-
3amagHoro OKpY>KHOTO yIpaBiieHHss 0Opa3zoBaHusl T.MOCKBBI, PacloiIOKEHHOTO Ha MPOCHEKTE
MuuaypuHckoM, 10M 22 T.MOCKBBI, OBUIO COCTAaBJIEHO MHUCHMO, aAPECOBAHHOE OTIEINY IHCEM
Mbpuu MockBsl o aapecy: r.MockBa, yin. TBepckas, 13, B KoTopoM AupeKTOp neTckoro caga No
1586 O.A. AGpamoBa npocuia pa3oopaTbcsi B JAHHOM BOIPOCE, MOTUBHUPYS TEM, YTO B Ha3BaH-
HOM pailoHe JETCKUX CaJioB OCTAJIOCh MAJO U HE BCE JETH MOTYT MOCEHIaTh AETCKHE JOIIKOIb-
HbIe yupexaeHus. [IncbMo ObIII0 OTBETOM Ha IMOYYEHHBIN TOKYMEHT OT [lemapTaMeHT.

2. CocraBpTe U 0(OPMHUTE TPOTOKOJIBI, HEOOXOIUMBIE B CIEIYIOUIEH YIpaBIeHYECKON
CUTYallUN:

Hupexnus OO0 «Actpes» (Caukt-IletepOypr) 12.08.200 1. mpoBeso cBoe ouepeaHoe
3acefanue, Ha kotopoM npucyrcrBoBanu BoctpsikoB C.T., Crynunes I1.[1., JleGene U.M., An-
tonoB IL.JI., [llentynosa B.I'., Tumodeer A.A., Ctynosa M.U.

Ha 3acenanun o6cyxaanoch JjBa Bompoca: o0 Xoje pekiamMHoil kamnanuu B 111 kBaprane
200 1. ¥ 0 mepexo/ie Ha HOBYIO CUCTEMY BBIILIATHI IPEMUATbHBIX.

ITo mepBoMy BoIpoCy CiylIaqu cOOOLIEHHE HavyajdbHHMKa OTAeNa pekiambl BocTpsikoBa
C.T., TekcT cooOmieHus KoToporo ObU1 nepeaan cekperapio 3acenanus H.JI[.benosoii. I1o aTtomy
e BOIIPOCY BBICTYNMJI (PMHAHCOBBIN qupekTop Tumodeen A.A., KOTOpPBI 0100pHIT yBETHUEHHE
pacxojioB Ha HapykHyIo pekiamy B 111 kBaprane 200 1. Ha 5%.

ITo BTOpOoMy Bompocy caenan coobuienne CtynoB M.M. u TekcT cooOIieHus Takxke me-
penan cekperapro. Ilo manHOMYy ke Bompocy BeicTynuian AnToHoB [L.JI., HauanpHUK OTHENa
kazapos, u Jlebenes .M., nupextop no npoxaaxam. [1epBblif 000puiI HOBYIO CUCTEMY BBIIIATHI
NPEMHUATBHBIX M PEKOMEHJOBaJ MOJArOTOBUTH HeoOxoaumble nokyMmeHThl kK 01.09.200 .
Bropoii mpemnoxun nopaboTaTh HOBYIO CHUCTEMY BBIIUIATHI IMPEMHUAIBHBIX M PEKOMEHI0BA
IIPOBECTH TOJIOCOBAHME IO JAaHHOMY BOMPOCY Ha 00111eM coOpaHUH TPYAOBOTO KOJUIEKTHBA.

B utore 3acenanust Obutn NpUHATHI cheayromue pemenus: 1. Ono6pute pabdoty otaena
pexnambl B 111 kBaprane 200 r. 2. [IpoBectu obuiee coOpaHue TpyA0BOTO KOJUIEKTHBA 1O BO-
MpPOCY O MEPEXO0e Ha HOBYIO CUCTEMY BBIILIATH MpeMualibHbIX 15.08.200  r. OTBETCTBEHHBIM
3a MOJArOTOBKY cOOpaHus Obljia Ha3HaueHa 3aB. kKaHuespuei [llentynosa B.I'.

CoOpanue Ben npeacenarens O.A.PymsHies.
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3. CoctaBbTe ¥ 0OPOPMUTE AKT:

Komuccuss moa npencenaTebCTBOM HadaJIbHUKA TeXHUYECKOHM rpynmbl A.A.BonoBoro u
yieHoB komuccun bopucoBa M.IO., HauanbHUKAa aAMUHUCTPATUBHO-XO35MCTBEHHOIO0 OT/ENa,
Cwmupnosa JLIL., 6yxranrepa, u PomanoBoii UK., opuc-menemxepa, 3A0 «JleonTus» Ha ocHO-
BaHUU JOKJIaAHOM 3anucku opuc-menemxepa M. K.Pomanosoit 11.07.200  r. nmposena npoBep-
Ky TEXHMUYECKOTO OCHAILEHUS IPUEMHON I'€HEPATBLHOr0 AUPEKTOPA U IPU3HATIA HETOJHBIMU IS
SKCIUTyaTallid KOMUPOBaJIbHBINA ammapar Xerox 345(1 mrt.), mpenep (uuB.HOMep 367, 1 mT.),
dakc 47823 (1 mrt.). [IpuzHanHas HEIPUTOAHOM I SKCIUTyaTallud TEXHUKA ObLIa IepeIana Ha
cknaa npeanpusatus. Ilo ycraHoBieHHOMY (akTy KOMHCCHS COCTaBHIIa akT IpHUeMa-Tiepenadu
OprTeXHUKU B 3 3K3. (1-1 3K3. — HAYaIbHUKY aIMUHUCTPATUBHO-X034MCTBEHHOI 0 OTAENa, 2-1 —
IJIaBHOMY Oyxranrepy, 3-i — B feno 23-02), KoTopblii ObLI YTBEPKICH I'eHEePAITbHBIM TUPEKTO-
pom I1.1.CrenanoBbim.

4. CocraBbTe CXeMy JOKHOCTHOW MHCTPYKIIMH, MTPABIIIBHO Pa3MECTHB B HEH CIIAyIO-
e 0a30BbIC Pa3/ICIIbI:

1) dynkumm.

2) IOJDKHOCTHBIE OOSI3aHHOCTH.

3) oOiue MmoI0KEeHuUS.

4) OTBETCTBEHHOCTb.

5) B3aMMOOTHOIICHUS WU CBSI3H 110 JTOKHOCTH.

6) npasa.

JlomoytHATE cXeMy pas3zeiiaMd, KOTOpPbIE, [0 BAallleMy MHEHHUIO, MOTYT €IIIe COJIEPKAThCS
B UHCTPYKIIUH.

B kaxxmom paszernie B HECKOJIBKUX MPEITIOKEHUSIX OMPEICIIUTh €ro COJepKaHue.

5. CocraBbTe cxeMy, COJEPIKAIIYIO MOCIEI0BATEILHOCTh PACIIONI0KEHUS JOKYMEHTOB B
JUYHOM JieJie padOTHHKA!

1) aBroOMoTrpadus.

2) K MmpHKa3 o mpueme Ha pabory.

3) JMUYHBIN JIUCTOK IO y4ETy KapOB.

4) KomHs Mmacropra.

5) xomuu JOKyMEHTOB 00 00pa30BaHUU COTPYIHUKA.

6) BHYTpEHHSS ONUCH JOKYMEHTOB JIeJIa.

7) 3asiBICHHUE COTPYAHHUKA O PHEMe Ha padoTy.

8) IOKYyMEHTBI, CBSI3aHHBIE C TIEPEBOOM.

9) 3asiBIICHHE COTPYAHUKA 00 YBOJILHCHHUH.

6. CocTaBbTe CXeMy, COJCPIKAIIYIO0 MPABHIBHYIO MTOCICI0BATEIBHOCTh ONEpPAIUil ¢ BXO-
JSIIAMUA TOKyMEHTAMU:

1) cocraBneHHe MPOCKTA JOKYMEHTA;

2) BCKPBITHE KOHBEPTOB U MPOBEPKA BIIOKCHUIA;

3) perucrpanus J0KyMEHTOB;

4) mpoBepKa NpaBUILHOCTH aJIpeCOBaHMS;

5) cornacoBaHue MPOEKTa TOKYMEHTA,

6) paccMoTpeHUe JOKYMEHTOB PYKOBOAMUTENEM (PE30ITIOIHS);

7) moamnucaHue pyKOBOIUTEIIEM,

8) moammMBKa JOKyMEHTA B JIETI0;

9) npenBapuTEIbHOE PACCMOTPEHUE (COPTUPOBKA);

10) mpoBepka MpaBHILHOCTH OOPMIICHHUS TIOKYMEHTA,

11) mepenaya JOKYMEHTOB PYKOBOIHUTEIIO;

12) 3amosHeHHE PETUCTPALMOHHON KapTOUKH,;
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13) mepenaya JOKYMEHTOB HCIOJIHUTEIIO;

14) ormpaBKa JOKYMCHTOB,;

15) ucnonHeHWe JOKyMEHTOB,

16) mpocTaBieHHE PErUCTPAMOHHOTO HHIEKCA HA TOKYMEHTE;
17) KOHTPOJIb HCIIOJHCHHUS JOKYMEHTA,;

18) onpeneneHue CPOKOB XPaHEHHUS JTOKYMEHTOB;

19) mpocTaBieHUE OTMETKH O MOCTYIUICHHU.

7. PazpaboraiiTe cxeMy-MapuipyT pacropsiAUTEIHHOTO JOKYMEHTAa B OPTaHH3AIHH.

8. IlpemnoxuTe CUCTEMY MEPONPHUSTHIA MO COBEPIICHCTBOBAHUIO JOKYMEHTOOOOPOTA,
KOTOpBIe OyIyT mpuemiieMbl ajisi 0ol opranuzanuu. Kak sra cuctema OyneT 3aBHCETh OT
pasMepa opraHuzaiuu’?

9. KpnTeplm BBICTABJICHUS OLCHOK IO pe3yabTaTaM U3YUYCHUA JUCHUIIJIHHDbI

OcBoenne 00ydJaromuMces Kax10i yaeOHON JAUCIMIUIMHBI B CEMECTPE, HE3aBUCHMO OT €&
o0riel TpyaoéMKocTH, oteHuBaeTcs mo 100-0aibHOM 1IKaie, KoTopas 3aTeM MPHU MPOMEXYTOU-
HOM KOHTpOJI€ B (popMe SK3aMeHa MEPEBOANTCS B TPAIUIMOHHYIO 4-0aTbHYIO OIICHKY («OTIHY-
HOY, «XOPOIIO», «yIOBIETBOPUTEIHHOY, «HEYIOBIECTBOPUTEIBLHOY), a IPU KOHTpoJe B (hopMme 3a-
yéra — B 2-0JTBHYIO («3a4TEHO» WIIH «He3adTeHo»). Jlannas 100-0amipHas mKaia npu HeoO0Xo-
JTUMOCTH COOTHOCHUTCA ¢ EBporielickoii cucteMoii epeBosa u HakoruieHus kpeautos (ECTS).

Coomnowenue 2-, 4- u 100-6an1bHOU WKA OUCHUBAHUSL OCBOECHUSL
obyyarowumucs yueonou oucyuniunot co wxaiou ECTS

Ounenka
N . Cymma 0aniioB Ounenka
1o 4-0ajabHOI 3auér I'papauus
MO TUCIUTLTHHE ECTS
HIKaJe
5 (OTIMYHO) 90 - 100 A OTan4HO
4 (xopo1o) 85 -89 B OueHb X0pOIIOo
75-84 C Xopo1io
3auTeHo
70— 74 Y 10BNIE€TBOPUTENHHO
3 (ynoBneTBOpH- 65 69 D
TEIBHO) 60 — 64 E ITocpeacTBeHHO
2 (Hey10BJIETBO- He Huxe 60 F HeynosnersoputensHo
PHUTEIIBHO) 3a4TEHO
Kpumepuu oyenox ECTS

«OTINYHO» — TEOPETUYECKOE COJAEepIKaHNE TUCHUIUIMHBI OCBOECHO IMOJHOCTEIO,
6e3 mpobenoB, HEOOXOIMMbIE MPAKTUUECKUE HABBIKM pabOThl ¢ OCBOCHHBIM Ma-
5 A | Tepuanom chOpPMHUPOBAHBI, BCE MPEIYCMOTPEHHBIE MPOTPAMMON OOyJYEeHHUS
y4ueOHbI€ 3a/laHHs] BHIIIOJHEHBI, KAYECTBO UX BBIOJHEHMS OLIEHEHO YMCIIOM Oaj-
JIOB, OJIM3KUM K MAaKCUMaJIbHOMY

«O4YeHb X0POLIO» — TEOPETHUECKOE CO/IEPKAaHUE JAUCIUILIMHBI OCBOEHO IMOJTHO-
CThbIO, 0e3 mpoOesoB, HeOOXOIMMbIE MPAKTUUYECKUE HABBIKM PabOThl C OCBOEH-
4 g | HPIM MAarepuaioM B OCHOBHOM c(OpMHpOBaHbI, BCE MPENYCMOTPEHHBIE IMPO-
rpaMMoii 0OydeHUs ydeOHbIe 3aJaHWsl BBIIOJHEHBI, KAa4eCTBO BBITOJIHEHHUS
OOJIBIIMHCTBA U3 HUX OIIEHEHO YHUCIOM OayljIoB, OJM3KMM K MaKCHUMalbHOMY,
OJTHAKO €CTh HECKOJIbKO HE3HAYHTEIBHBIX ONIHOOK
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«XO0pommoy — TEOPETHYECKOE COJICPIKAHUE TUCIIUILUIMHBI OCBOCHO ITOJIHOCTHIO,
0e3 mpo0eoB, HEKOTOPhIE MPAKTHUUECKHUE HABBIKA Pa0OThI C OCBOCHHBIM MaTe-
puasioM chOpMHpPOBaHBI HEJIOCTATOYHO, BCE MPEIYCMOTPEHHBIC MPOrpaMMOin
oOyueHusi yueOHbIE 3aJaHMs BBITOJHECHBI, KAUECTBO BBITIOJHEHUS HU OJHOTO U3
HUX HE OIICHCHO MUHUMAJIbHBIM YHCIIOM 0a/IOB, HEKOTOPBIC BUBI 3aJIaHUIH BbI-
IIOJIHEHEI ¢ OIINOKaMH

«Y10BJIETBOPUTEIbHO» — TEOPETHYECKOE COJEP)KAHHWE NUCIMIUIMHBI OCBOCHO
YaCTUYHO, HO TPOOENbl HE HOCAT CYIIECTBEHHOTO XapaKTepa, HEOOXOJIMMBIE
MPAaKTUYECKHE HABBIKK pabOTHI ¢ OCBOCHHBIM MaTe€pHajIoM B OCHOBHOM C(HOpMU-
POBaHbI, OOJBITMHCTBO MPETYCMOTPEHHBIX MPOTpaMMON 00ydeHUsl Y4eOHBIX 3a-
JTAaHWUW BBITIOJIHEHO, HEKOTOPHIC M3 BBIMOJHEHHBIX 3aJaHUi, BO3MOXXHO, COJIEp-
’KaT OLIMOKHU

«IlocpeacTBeHHO» — TEOPETUYECKOE COAEPKAHWE IUCLUILIMHBI OCBOCHO Ya-
CTHYHO, HEKOTOPbIE MPAKTUYECKHE HABBIKU pabOTHl HEe chOpMUPOBAHBI, MHOTHE
MPelyCMOTPEHHbIE MPOrpaMMoil oOyueHus yueOHble 3aJaHUS HE BBIIIOJHEHBI,
1100 Ka4eCTBO BBITIOJIHEHHUSI HEKOTOPBIX U3 HUX OIL[EHEHO YMCIIOM 0asuioB, Oim3-
KM K MUHUMAJIbBHOMY

«HeynoB/1eTBOPUTEJIBLHO» — TEOPETUUYECKOE COJCPKAHUE AMCLUUIUIMHBI HE
OCBOEHO, HEO0XO0/IMMbIE MPAKTUYECKNE HABBIKU PabOThl HE C(HOPMHUPOBAHBI, BCE
BBITIOJIHEHHBIC Y4eOHbIE 3aJaHusl COACpKaT IpyObie OMMOKH, JOMOTHUTEIbHAS
caMmocTosiTeNIbHast paboTa HajJ MaTepUaJIOM JUCLUIUIMHBL HE IPUBEAET K KaKOMY-
1100 3HAYMMOMY TOBBIIIIEHUIO KAYeCTBA BHITIOJTHEHUS YICOHBIX 3a/IaHUH

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

ro ¥ IPOMEXYTOYHOU KOHTpouId. TeKymuili KOHTpOJIb B CEMECTpEe MPOBOJIUTCS C LIEbI0 oOecte-
YCHUSI CBOEBPEMEHHON OOpaTHOM CBS3H, C IICJIbI0 aKTUBHU3ALMU CaMOCTOSATEIBHON paboThl 00Y-
qarormmxcsa. OObEKTOM MPOMEKYTOYHOTO KOHTPOJIS SIBJISIFOTCSI KOHKPETU3UPOBAHHBIE PE3yIbTa-
ThI 00y4yeHus (yueOHbIe JOCTHKEHHUS) IO TUCITUTINHE.

Cmpykmypa umo2080u oyeHKu 00y4aroumuxcs
Kpumepuu u noxazamenu oyenusanus pe3ynbmamos 00yuerus

[Tokazarenu
Ne Kputepuu onieHnBanus
(oueHka B bayax)
1 PaboTa Ha ayAUTOPHBIX 3aHATUAX 20
2 [Tocemaemocthb 5
3 CamocTtosTenpHas padora 15
4 Tekymas arrecranus 20
Hroro 60
5 IIpomexyTOYHASI ATTECTALMSA 40
Bcero 100
Kpumepuu u noxazamenu oyenusanus pe3yiomamos 00yueHus
8 PAMKAX ayOUMOPHBIX 3AHAMULL
No Kputepuu onieHnBanus [Tokazarenu (omenka B 6ai-
n/n Jax)
1 [TonroTroBKa M BBICTYIUICHUE C TOKIAI0M 1o 4 6annos
2 AKTUBHOE y4acTue B 00CYXJICHUU JOKJIa1a 2 Oamna
3 BrinonHenue mpakTHYecKOro 3aaHus (aHAINU3 MPaK- 10 3 GamnoB
TUYECKUX CUTYaIlUi, COCTABJICHHUE FOPUTUICCKHX JI0-
KYMEHTOB U Jp.)
Bcero 20
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Kpumepuu u noxazamenu oyenusanus pe3yiomamos 00y4eHus 8 pamkax nocewaemocmu ooy-
YAIOWUMCSL AYOUMOPHBIX 3AHAMUL

Kputepuu onenuBanus [Tokazarenu
(onenka B Gayax)
100% nocenieHne ayauTOPHBIX 3aHATHI 5
100% mocemieHne ayuTOpHBIX 3aHsTHi. HebompIoe Komu- 4

YECTBO MPOITYCKOB I10 YBaH(HTeHBHOﬁ IIPpUYNHEC

Jlo 30% mporyiieHHbIX 3aHITHI

Jo 50% nponynieHHbIX 3aHATHI

Jlo 70% nporynieHHbIX 3aHATHI

OFRrINW

70% u 6osee IPOMyIIEHHBIX 3aHATUI

Kpumepuu u noxazamenu oyenusanus pe3yiomamos o0yueHus
8 PAMKAX CAMOCMOSMENbHOU pabomvl 00y4arOuuxcs

Kpurepuu onenuBanus ITokazarenu (o1ieHKa B
Oayuiax)
Bce 3amanus B pamkax caMOCTOSITENIbHOM pabOThl BBIMOIHEHBI. 15-12 Gamnos

[Tpu 3TOM HcnoOab30BaHA HOPMATHBHAsI IIpaBoBas 0a3a, yueOHas
JauTepaTypa, HayuHble paboTel. B ciydasx, rae Tpebyercs, BbI-
CKa3aHO COOCTBEHHOE MHEHHE IO NMPOOJIIEMHBIM aCIIEKTaM TEMBI.
OTBetbl Ha 3a7aHuss 0(OPMIICHBI B COOTBETCTBHH C TPEOOBAHMSI-
MHU.

Bce 3amanus B pamkax caMOCTOSITENIbHOM pabOThl BBIMOIHEHBI. 11-9 6amnoB
OpHako UMEIOTCS HEe3HAYMTEIbHbIE OUIMOKHU MIM COOCTBEHHOE
BUJICHUE 110 MPOOJIEMHBIM acleKTaM TE€Mbl HEOCTAaTOYHO apry-
MEHTHPOBAHHO.

3ajanus B paMKax CaMOCTOSATENIbHOW paOOThl BBIMOJIHEHBI WIIN 8-5 6ammoB
BbINOJHEHBI 80% 3a7aHuii, HO B OTBETaX Ha HUX UMEIOTCS Cephb-
€3HbIC OIMOKH, OTCYTCTBYET COOCTBEHHOE MHEHHE TI0 MPOOIIeM-
HBIM aCMEKTaM TEMBI.

3amaHus B paMKax CaMOCTOSITEIbHONW paOOThl HE BBHITOJTHEHBI 0 6ammoB
WIM BBITIOJTHEHO C TPpyOBIMH OIIMOKamMH, TPEeOYIOIIMMH CyIIe-
CTBEHHOW OpabOTKU

Kpumepuu u noxazamenu oyenusanus pe3yiomamog o0yueHus
8 PAMKax meKkywjeu ammecmayu 8 YCmHo/nUcbMenHOU

Kpurepun oneHnBanus [Tokaszarenu

(ouenka B Ganax)

3aaHue TOJHOCTHIO BBIMOJIHEHO, MTPaBUJIBHO IPUMEHEHBI Teope- 20-17
TUYECKHE TMOJIOKEHHUS] AMCUUIUIMHBL. OTMeuaeTcs 4YETKOCTh H
CTPYKTYPHUPOBAHHOCTDH U3JIOKCHHUA, OPUTHHAJIBHOCTHh MBIIIIJICHU A

3aI[aHI/Ie MOJIHOCTBIO BBITIIOJIHCHO, MPU MOATOTOBKC IPUMCHCHBI 16-13
TCOPCTUUCCKHUEC ITOJOKCHUA JUCHUIIIINHEI, l'IOTpe6OBaBHII/Ie yYTO4-
HCHUS NI HC3HAYUTCIILHOI'O UCIIPABJICHUSA

3amanre BBIOJTHEHO, HO TEOPETHUYECKAas COCTABIISAIONIAS HYXa- 12-5
eTcs B 1opaboTke. Ha Bompock! 1o 3a1aHuto OBIIIN 1aHbl HEUETKUE
NI 9aCTUYHO OH_II/I60‘—IHI)IG OTBCTEI

3aaHue He BBIOJHEHO WM IPU OTBETE CJIeNaHbl TpyOble Omuo- 0
KU, IEMOHCTPUPYIOLIHE OTCYTCTBUE TEOPETUUYECKOM 0a3bl 3HAaHUN
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| obyuaromerocs |

Kpumepuu u noxazamenu oyenusanus pe3yiomamog 00y4eHus
8 PAMKAX NPOMEINCYMOYHO20 KOHMPOIs
IIpomexyTOUHBI KOHTPOJb B (JOpME 3adeTa UMEET LIEJIbI0 IPOBEPKY U OLICHKY 3HaHWUH
00y4aromuxcs o TEOPUH U IPUMEHEHHUIO MOTYYEHHbBIX 3HAHUNW U YMEHUH.

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

Kputepuu onennBanus [Tokazarenu

(omenka B Gaax)

MIPOJIEMOHCTPUPOBAHO JIOCTATOUYHOE 3HAHWE MaTepHalla, 3HaHUE OC- 40-15
HOBHBIX TEOPETUYECKUX IIOHATUH, YMEHHE OPHEHTHPOBATHCS B
HOPMAaTHUBHO-TIPAaBOBOW 0a3e; JAOCTAaTOYHO MOCIEAO0BaTENbHO, Tpa-
MOTHO U JIOTUYECKU CTPOMHO M3JIOKEH MaTepHall; MpOJEMOHCTPHU-
pPOBAHO YMEHHE JeNIaTh JOCTATOYHO 0OOCHOBAaHHBIEC BBIBOBI MO H3-
JaraéMoMy Marepually; ¢ HEKOTOPbIMU HETOUYHOCTSMHU BBIIIOJIHEHO
MIPAKTUYECKOE 3a/1aHHe

IIPOJEMOHCTPUPOBAHO HE3HAHUE 3HAYUTENIBHOM YacTu Mporpamm- 14-0
HOTO MaTepuaja, HeBJaJeHHE MOHITUIHBIM alapaToM JUCIUILIN-
HBI, HEYMEHHE CTPOUTH OTBET B COOTBETCTBHH CO CTPYKTYpPOH H3I1a-
raeMoro BOIIPOCa; C/IEJIaHO MHOTO CYIIECTBEHHBIX OIIMOOK IpH U3-
JIOKEHUU Yy9eOHOTO MaTepualia; BBISIBICHO HEYMEHHE JIeaTh BHIBO-
JIbl 110 M3JIaraéMOMY MaTepHaily, BBITOJHHUTH MPAKTUYECKOE 3aja-
HUE
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