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1. IACIIOPT PABOYEWM ITPOI'PAMMbBI YUEBEHOU JTUCIIUTLIIAHBI
JloKyMeHTallnOHHOe o0ecneYeHne yIPaBJIeHUsI

1.1. ObsacTe npuMeHeHus1 padoyeii NPOrpaMmbl

PaGouass mporpamma yueOHONM AMCUMILIMHBI SIBISETCS 4acTbI0 OCHOBHOHM MpodeccHOHAIbHOMN
obpaszoBarenbHOU nporpamMmbl B cooTBeTcTBUU ¢ PI'OC 1o cnermansaoctu CITO 21.02.05 3emensHO-
MMYILECTBEHHbIE OTHOIICHHUS.

12. Mecro y4eOHOWH JMCUMIUIMHBI B CTPYKTYpe OCHOBHOH TmipodecCHOHAIbHOM
o0pa3oBaTeIbHOW MPOrPaMMblL:

«JlokyMeHTaIIMOHHOE obecrieueHne yIIpaBIICHUS» - ydeOHast JTHMCIUITIMHA
o0menpoeccuOHaIBHOTO IUKIIA, 00s13aTeIbHON YacTh 00pa30BaTEIbHONM MPOTPaMMBI.

1.3. Hesmn u 32724 y4eOHOI JUCHUILUIMHBI — TPeOOBAHMS K Pe3yJbTaTaM OCBOEHHUS YUeOHOMH
AUCUMILIUHBI:

B pe3ynbrate ocBoeHUS y4eOHON AUCHUIIIMHBI 00y4YaIOUIUIICS T0JKEH YMETh:

— 0ohOopMIIATh JOKYMEHTAIIMI0O B COOTBETCTBHM C HOPMATHBHOM 0a30i, HCIONB3Ys
MH()OPMAMOHHBIC TEXHOJIOTUH;

— OCYIIECTBJIATh aBTOMATH3AIUI0 00pabOTKH JOKYMEHTOB;

— yHUPUIUPOBATH CUCTEMBI TOKYMEHTAIINH;

— OCYUIECTBJIATh XpaHEHUE U MOUCK JOKYMEHTOB;

— OCYUIECTBJIATH aBTOMATH3aIMI0 00pabOTKU JOKYMEHTOB;

— HCIIOJIb30BaTh TEJIEKOMMYHHUKAIIMOHHBIE TEXHOJIIOTUU B AJIEKTPOHHOM JOKYMEHTO0OO0pOTE.

B pe3ynbTare ocBoeHMs y4eOHOM TUCIUILTHHBI 00yJatOUIMICS TOTKEH 3HATh:

— TIOHSATHE, LEINH, 33a4H U IPUHIHIIEI ATOIPOU3BOJICTBA;

— OCHOBHBIC ITOHATHUS JOKYMEHTALMOHHOTO 00ECIIEYCHUS YIIPaBIICHHS;

— CHCTEMBI JOKYMEHTAIMOHHOTO 00ECTICUeHH Sl YIIPaBICHUS;

— KJaccu(UKalKio T0KyMEHTOB;

— TpeOOoBaHUA K COCTABICHUIO 1 O(POPMIICHUIO TOKYMEHTOB;

— OpraHu3aluio JOKYMEHTOO00OpoTa: MmpHueMm, 00paboTKy, perucrpanuio, KOHTPOJIb, XpaHEHHE
JOKYMEHTOB, HOMEHKJIATypy Jell.

1.4. ®opmupyemble KOMNIETEHINH

OK 1. IloHuMath CyIIHOCTb M COLIMANIBHYIO 3HAYUMOCTh CBOEH OyyIiel mpodeccuu, IposiBIIsATh
K HEW YCTOMYMBBIN NHTEpEC

OK 2. Ananu3upoBaTh COLMATbHO-3KOHOMUYECKHE U TOJUTHYECKUE MPOOJIEMBl U MPOLECCHI,
HCIOJIb30BaTh METO/Ibl F'YMaHUTAPHO-COLMOJIOTUYECKUX HAYK B PA3IMUHBIX BUJAX MpodeccnoHalIbHOM
U COLIMAJIbHOU JESATEIbHOCTH

OK 3. Opranu3oBbiBaTh CBOIO COOCTBEHHYIO JESTEIBHOCTH, OMPEACNATh METOJBI U CIIOCOOBI
BBINOJIHEHUS TPO(ECCHOHANIBHBIX 3a/1a4, OLIEHUBATh UX Y(PPEKTUBHOCTh U KAYECTBO

OK 4. Pewmats mnpoOiemMbl, OLIEHHBATh PUCKM M NPUHUMATh pEHIEHHs B HECTaHIAPTHBIX
CUTYaLUAX

OK 5. OcymiecTBiIsITh MOMCK, aHATU3 U OIEHKY HHGOpPMAIH, HEOOXOAMMOM ISl TOCTAHOBKH U
peteHust mpohecCUOHANBHBIX 3a/1a4, TPO(PECCHOHATBHOTO U JIMYHOCTHOTO PAa3BUTHUS

OK 6. PaboTaTh B KOJJIEKTHBE U KOMaHJIe, 00ecTeuynBaTh €€ CrioueHne, 3pGeKTUBHO 00LIaThCs
C KOJUIEraMH, pyKOBOJICTBOM, IOTPEOUTEISIMU

OK 7. CamocTosiTensHO OMpenemsaTh 3aaadu MpodeCcCHOHATHHOTO U JIMYHOCTHOTO Pa3BUTHSA,
3aHUMAaTbCsA CaMO00pa30BaHNEM, OCO3HAHHO IJIAHUPOBATH MOBBIIIEHHE KBATHU(PHUKAIIN

OK 8. BbITh TOTOBBIM K CMEHE TEXHOJOTUH B IPOGECCHOHATBHON eI TENbHOCTH



OK 9. VYBaxuTenbHO W OEPEKHO OTHOCHTHCS K HCTOPUUYCCKOMY HACICIUIO U KYJIbTYPHBIM
TPagUIUsM, TOJIEPAHTHO BOCIIPUHUMATH COLUATIBHBIE U KYJIbTYPHBIE TPAAUIIUU

OK 10. Co6mronath npaBuiia TEXHUKU 0€30MaCHOCTH, HECTU OTBETCTBEHHOCTDH 332 OPraHU3AIIMIO
MEpONPUATHIA TT0 oOecrieueHHIo 0€30MacHOCTH TpyAa

IIK 1.1. CocTaBisaTh 3eMeNbHBIN OaTaHC palioHa

I[IK 1.2. TloaroraBnuBaTh JAOKYMEHTALMIO, HEOOXOAUMYIO I NPHUHATUS YIPaBICHYECKUX
peuIeHui o 3KCIUTyaTalluy U Pa3BUTHIO TEPPUTOPHIL

I[NIK 1.3. T'0oTOBUTH MpEMIOKEHUS IO ONPEACICHUIO HSKOHOMHYECKOW A(PPEKTUBHOCTH
WCII0JIB30BAaHUSI IMEKOLIETOCsl HEBUKUMOI0 UMYIIECTBA

IIK 1.4. YuacTBOBaThb B IPOEKTHUPOBAaHUM U aHAJIU3E COLMAIBHO-3KOHOMHYECKOI'O PpPa3BUTHS
TEpPUTOPUU

IIK 1.5. OcyuiecTBiATh MOHUTOPUHT 3€MEIb TEPPUTOPUN

[1IK 2.1. BeINOJHATH KOMIUIEKC KaJJaCTPOBBIX MPOLIEAYP

[IK 2.2. OnpenensiTe KalaCTPOBYIO CTOUMOCTD 3€MEJIb

[1K 2.3. BbINOJIHATH KaJaCTPOBYIO ChEMKY

1K 2.4. OcymiecTBasITh KaJaCTPOBBIM U TEXHUUECKUI yUeT 0ObEKTOB HEABMKMMOCTH

[IK 2.5. ®opMupoBath KaaacTpoBOe Je0.

I[IK 3.1. BemomHATe pabOTBI MO KapTOrpado-Teoe3ndeckoMy OO0ECIeUeHUI0 TEPPUTOPHUH,
CO03/1aBaTh rpayuuecKue MaTepuabl

[IK 3.2. Hcnonb30BaTh rOCyIapCTBEHHbIEC I'€0IC3UUECKUE CETH M WHBIE CETH I MPOU3BOACTBA
KapTorpado-reoae3ndeckux padbot

1K 3.3. Hcnonbp30BaTh B NPaKTUUYECKOM 1€ATEIbHOCTH N'€OMH(POPMAIIMOHHBIE CUCTEMBI

[IK 3.4. OnpenensiTe KOOPAUHATHI TPAHULL 3€MEJbHBIX YYACTKOB U BBIYUCIIATH UX IUIOMIAIN

[1K 3.5. BeINOAHATH NOBEPKY U FOCTUPOBKY I'€0JIE3UYECKUX TPUOOPOB U HHCTPYMEHTOB

IIK 4.1. OcymectBisate cOop u 00pabOTKy HEOOXOAMMON M AOCTATOYHOW HHGpOpManuu 00
00BEKTE OLIEHKU M aHAJIOTUYHBIX 00BEKTAX

[1K 4.2. ITpou3BoaUTh pacyeThl Mo OIEHKE 00BEKTa OIEHKHU Ha OCHOBE MPUMEHHUMBIX MOJIXO0J0B U
METOJIOB OLIEHKH

IIK 4.3. O6061mare pe3yabTaThl, TOTy4YE€HHbIC MOJXO0/IaMH, U J1aBaTh 00OCHOBAHHOE 3aKIIOUYCHHE
00 UTOTOBOM BEIIMYMHE CTOMMOCTH OOBEKTA OIICHKH

IIK 4.4. PaccuuTblBaTh CMETHYKO CTOMMOCTb 3JaHUN MU COOPY)KEHHMH B COOTBETCTBHH C
JEHCTBYIONMMH HOPMATHBAMU U TPUMEHSIEMBIMUA METOMKAMU

[IK 4.5. KnaccuduuupoBaTh 34aHUS U COOPYKEHHS B COOTBETCTBUHU C PUHSITON TUITOJIOTHEH

[1IK 4.6. OpopMIIATh OLIEHOUHYIO JOKYMEHTAIMIO B COOTBETCTBUU C TPEOOBAHUAMU HOPMATHUBHBIX
aKTOB, PETYIHUPYIOIIUX MPABOOTHOIIEHUS B 3TOM 00JIaCTH



2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JUCIUILIAHBI

2.1. O6beM y4eOHOI TMCHUNJIMHBI M BH/IbI Y4eOHOI padoThl

Bupa yueOHoii padoThl

O0BeM YacoB MO OYHOM
dopme 00yueHus

MaxkcumasnbHasi yueOHasi Harpy3ka (Bcero) 64
Oo0s13aTebHAs ayIMTOPHAsA yueOHAas Harpy3ka (Bcero) 40
B TOM YHCIIE:
TEOPETHUECKOE 00yUeHHe 16
MPAKTUYECKHUE 3aHSATUS 24
CamocrosiTeJibHasi pa6oTa o0yuarierocsi (Bcero) 24
dopma NpOMEKYTOUHOU aTTecTaluu - 1udpepeHupoBaHHbIHA 3a4eT.
2.2. TemaTuyeckui NJIaH y4eOHOH THCUMILTHHBI
«/lokyMeHTalluOHHOe 00ecneyeHHe YIIPaBJIEHUD)
O0bem YpoBenn
) . 4yacoB OCBOEHHUS
Ha3Banmue pa3gesioB / Tem y4eOHOH .
pai y Buj yueOHoii padoThl Ounan
AUCUMILTUHBI
dopma
00yueHusn
1 2 3 4
Pa3znen 1. Teopernueckue 0CHOBBI 1€JI0NIPOM3BOICTBA 6
Teoperuueckoe obyueHue 2
Tema 1.1. PazButue IIpakTnueckue 3aHsTHS - 5
JeToNpon3BoAcTBa B Poccuu CamocrosrenbHas padora 1
00yJaronmxcst
Teopetuueckoe obydeHue 2
Tema 1.2. CoBpemeHHas P ya
[TpakTuyeckue 3aHATHS -
periaMeHTanus ¥ OpraHu3anus 2
CamocrosrenbHas pabora
CITY>KOBI 1
00yJaronmxcs
Pa3nea 2. JlokyMeHTHPOBaHHE YIIPABJCHYECKOM 13
JAeATeTbHOCTH
Teopernueckoe o6yueHue 2
Tema 2.1. Knaccudukanus P 1
[TpakTrueckue 3aHITHs 2
JOKYMEHTOB. PEeKBU3UTHI 2
CamocrosiTenpHas pabora
JTOKYMEHTOB 2
o0OyJarouuxcs
Teopernueckoe oOyueHue 2
Tema 2.2. O0uue TpeboBaHus K [IpakTruecKue 3aHATHs - 2
TEKCTy JOKYMEHTa CamocrosrenbHas pabora 1
00yJaronmxcst
Teopernueckoe o0yueHue -
Tema 2.3. OcoGeHHOCTH S3bIKA U 4 71
[IpakTrueckue 3aHATHS 2
CTUIIS OUIHATIBHBIX JJOKYMEHTOB 2
CamocrosiTenpHas pabora
o0yJaromuxcs
Paznen 3. IlpaBuiia ogpopmiieHnsi OCHOBHBIX BH10B 18
JIOKYMEHTOB
Teopernueckoe oOyueHue 2
Tema 3.1. OdopmiieHne nMpuKka3on [IpakTuueckue 3aHATHS 2 3
CamocrosiTenbHas paboTa 2




00yJaromuxCcst

Teopernueckoe oOydeHHE 2
Tema 3.2. Odopminenue [IpakTryeckue 3aHATHS 2
pacIropsHDKEHUM, aKTOB U IIPOTOKOJIO0B | CaMocTosTenbHas pabora 5
00yJarmuxcs
Teopernueckoe 00ydeHue -
Tema 3.3. Odopmienue P —
[IpakTueckue 3aHATHS 4
MH(OPMALIMOHHO-CITPABOYHBIX
CamocrosiTenbHas padbora
JIOKYMEHTOB 2
00yJaronmxcst
Pa3nen 4. Opranu3amusi 10KyMeHT0000poTAa 17
Teoperuueckoe obydyeHue -
Tema 4.1. JlokymeHTOOOOPOT, IIpakTrueckue 3aHsATUs 2
JOKYMEHTOIIOTOK CamocrosiTenbHas paboTa 1
00yJarmuxcs
Teopernueckoe 00yueHue -
[IpakTrueckue 3aHITHs 2
Tema 4.2. Peructpanus 10OKyMEHTOB
CamocrosiTenbHas paboTa 5
00yJaronmxcs
Teoperuueckoe o0ydeHue -
Tema 4.3. KoHTpoIIb UCTIOTHEHUS [TpakTuueckue 3aHATHS 2
JTOKYMEHTOB CamocrosiTenbHas paboTa 2
00yJaronmxcst
Teopernueckoe o0yueHue -
Tema 4.4. CucremaTtuzanus u [IpakTrueckue 3aHATUS 4
XpaHeHUe IOKYMEHTOB CamocrosrenbHas pabora 5
00yJaronmxcs
Paszgea 5. Komnbrorepusanus 1eJ101Mpou3BoOACTBA 6
Tema 5.1. Cpencrsa co3nanus, Teopernueckoe oOyueHue 2
KOIMUPOBAHUS, PA3MHOXKECHHUS [IpakTHyeckue 3aHsATUS -
JTOKYMEHTOB H TIepeaad CamocrosTenpHas padora 5
uHbopMau o0yyaromuxcs
Teopernueckoe o6yueHue 2
Tema 5.2. ABromarusanus [IpakTruecKue 3aHATHs -
MIPOLIECCOB JIEIOMPOU3BOICTBA CamocTosiTenbHas paboTa
00yJaronmxcst
Pa3nes 6. Opranusanus padoThl ceKperaps-pedepenTa 4
Teopernueckoe obyueHue -
Tema 6.1. OcoOeHHOCTH, OCHOBHEIE P Y1
[TpakTrueckue 3aHITHs 2
HaIpaBIIEHUs U Ka4eCTBa CEKpeTaps-
CamocrosiTenbHas paboTa
pedepenTa 2
o0yJarouuxcs
JuddepeHupoBaHHBIN 3a4eT -
Hroro 64




2.3. Marpuua ¢popMupyemMbIX 001IIUX ¥ NPO(PecCHOHATBHBIX KOMIIETEHIMI B Npouecce N3y4eHus JUCHUILINHBI
«JlokymMeHTaMOHHOE o0ecreyeHne ynpaBJieHUs»

OO01me KOMIETEHIINT

[IpodeccrnonanbHbie KOMIIETEHIIUU

Paznenbi / Tembl S Y N [ P [P (. U, [N P P [V, [ P P O [ N [ (- B I
y4eOHOM IMCLUIIIAHEL ;';‘;’;;Z;’;g:;’\—'\—i\—iriririm'c\im'm'c\im'm'ododm'v'v'v'q—'v'v'
O|9 0|5 oo oo EEEEEEEEEE e e EEE
Paznen 1. Teopernyeckue OCHOBBI AETOMPOU3BOICTBA
Tema 1.1. S I I O S B I I I + +
Tema 1.2. I I A B I I A + + +
Paznen 2. JlokyMmeHTHpOBaHUE yIPABICHYECKON EATEIbHOCTH
Tema 2.1. I I A B I I A + + + +
Tema 2.2. S I I A B I I B + + [+ |+ + + |+
Tema 2.3. I I A B I I A + |+ + + + |+
Paznen 3. TlpaBuia ohopmiieHHs] OCHOBHBIX BUOB JIOKYMEHTOB
Tema 3.1. I S I A B I I A + + + +
Tema 3.2. I S I A B I I A + + + + +
Tema 3.3. e I A S B B A B S + + + +
Paznen 4. Opranuzanus JOKyMeHT0000poTa
Tema 4.1. S I I A B I I B + + + + +
Tema 4.2. I S I A B I I A + + + + +
Tema 4.3. S I I A B I I B + + + |+
Tema 4.4. S I I A B I I B + + + +
Paznen 5. Komnbrorepusanus AeI0MPOU3BOICTBA
Tema 5.1. S I I S B I I A + + + + [+ |+ +
Tema 5.2. I I A B I B A + |+ + + |+ + |+ +
Paznen 6. Opranusanus padoThl cekpeTaps-pedepeHTta
Tema 6.1. [+ L[l e[l [ [ [+l [ [+ [ L | [+ [ [ [+]+] |




2.4. Conepskanue pa3iesioB / TeM y4eOHOM U CHUNINHBI /

Pasznea 1. «TeopeTrnyeckue 0CHOBBI /1€JI0NIPOU3BOACTBA»

Tema 1.1. «Pa3Burtue nesonpounssoacrsea B Poccun»

Conep:xanue y4eOHOro MarTepuaja: JACJIONPOU3BOACTBO B APEBHEPYCCKOM TOCYIapCTBE.
Hemonpou3BoAacTBo B mepuosa (eomanbHON paznpoOneHHOocTH. [IpukasHOe HeIonpou3BOJCTBO.
Komnexckoe enonpou3BoaCTBO. MuHucTepckoe em0npon3BOACTBO. Jlemonponu3BOACTBO B
coBeTcKyIo 31oxy. CoBpeMeHHOE JeIO0MPOU3BOICTBO.

CamocrosiTesibHas padora: paboTa ¢ IEpBOUCTOUHUKAMH, COCTABIICHIE OMTOPHOTO KOHCIIEKTa

@opMbI TEKYLIET0 KOHTPOJIA MO0 TeMe: YCTHBII Orpoc

Bomnipocskl 11 MOATOTOBKH K TeKYIlel aTTecTaAllMU M0 TeMe:

OcHOBHBIE U3MEHEHHUS B ICIIONPOU3BOICTBE JAPEBHEPYCCKOIO rOCYIapCTBa.
OcHoBHbIE U3MEHEHHS B JIEJIOMPOU3BOJICTBE B IIepro (peoaanbHOM pa3apobIeHHOCTH.
OcHOBHBIE U3MEHEHHS B IPUKA3HOM JI€JIONPOU3BOJICTBE.

OCHOBHBIE U3MEHEHHS B KOJUIEKCKOM JEJIOIPOU3BOICTBE.

OcHOBHBIE U3MEHEHHUS B JIJIONPOU3BOACTBE B COBETCKYIO SIIOXY U COBPEMEHHOM.

ko E

Tema 1.2. «CoBpeMeHHasi perjiaMeHTAIUSI M OPraHU3alHs CIYKObD»

Coaep:kaHue y4yeOHOro MaTepuasa. TEPMHUHOJIOTHS JIEJIONPOU3BOJCTBA. HopmartuBHbIE
JIOKYMEHTHI 110 00€CTIEUEHHUIO IeTTOMPOU3BOJICTBA.

CamocrosiTeJibHasi pab0oTa: COCTaBJIICHHE OMTOPHOT'O KOHCTICKTA

@opMbI TEKYLIET0 KOHTPOJIA MO0 TeMe: YCTHBII OIpoc

Bonpoch! 1J1s1 NOATOTOBKY K TeKyIIeil aTTecTAllMU 110 TeMe:

1.  Tlousatue nenompou3BOJICTBRA.

2 OCHOBHBIE IPHUHIIMIIBI JETOMPOU3BOICTRA.

3. HopmaruBHas 6a3a ynpaBieHHs JOKYMEHTAIHEH

4 3amaun U QYHKIIUU CITY>KOBI IEIIONPOU3BOICTBA.

Pa3nen 2. «JlokyMeHTHpPOBaHUE YIIPABJIeHYECKOM NeATeJIbHOCTH»

Tema 2.1. «Knaccupuxanusi 10KyMeHTOB. PeKBU3UTHI JOKYMEHTOB»

Coaep:xkaHue yueOHOro MaTepuaa: kiaccupukaius J0KyMEeHTOB. PEKBU3UTHI TOKYMEHTOB.

IIpakTuyeckoe 3aHaTHE: 0QOPMIICHUE OTICIHHBIX PEKBH3UTOB, O(pOpMIICHUE PEKBH3UTOB Ha
ONaHKax JTOKYMEHTOB

CamocrosiTesibHas paboTa: COCTaBJIICHHE OMTOPHOTO KOHCTIEKTA

@opMbI TEKYLIEr0 KOHTPOJIS M0 TeMe: YCTHBIM OIpOC, KOHTPOJIbHAs paboTa 0 PEKBU3UTAM

Bonpoch! /151 MOATOTOBKYU K TEKYIIeil aTTeCTAllMU 10 TeMe:

1. Bunbr 61aHKOB TOKYMEHTOB.

2. KaxoBsl TpeboBaHMs K OPOPMIICHHIO PEKBU3UTOB.

3. brnanku AoOKyMeHTOB, Ha3HadeHHe W TpeOoBaHUs K Onankam. OOmue ONaHKH, ONaHKH
MMUCEM ¥ KOHKPETHOTO BU/Ia JOKYMEHTOB.

4. CocraB o00s3aTeNbHBIX M JIOTIOJHHUTENBHBIX PEKBU3UTOB JIOKYMEHTa, TMpaBuUia HX
oopmIteHUsI, 0COOCHHOCTH UCITOJTHEHHUSI.

Tema 2.2. «O01mme TpedGOBAHNUS K TEKCTY JOKYMEHTa)

Copep:xanue y4eOHOro MaTepHuaJia: TEXHOJIOTUS MOATOTOBKU TeKCTa JOKyMeHTa. TpeOoBaHus,
MIPEABSBISAEMBIE K TEKCTY JJOKYMEHTA.

CamocrosiTesibHast padoTa: COCTaBIEHUE ONTOPHOTO KOHCIIEKTA

@opMbI TEKYLIEI0 KOHTPOJIA M0 TeMe: YCTHBII OIpocC

Bonpocs! 111 NOATOTOBKH K TEKYLIEH ATTeCTAllUH 110 TeMe:

1. KaxkoBsl 001ue Tpe6oBaHUs K TEKCTY TOKyMeHTa?

2. HazoBute 3Tansl MoAroTOBKH JIOKYMEHTA.

3. CMBPBICIIOBBIE YaCTH JOKYMEHTA.



4. TpeboBaHMS K COCTaBICHUIO TAOIHII.

Tema 2.3. «Oc00eHHOCTH SI3BIKA M CTWIS O(PUIIHATBHBIX TOKYMEHTOB)

Coaep:xkaHue y4ye0HOro MaTepwaja. TUNUYHBIE OMMMOKH B JICNOBBIX JOKYMEHTAX.
OcoOeHHOCTH HamucaHUs MPONUCHBIX OYKB B HAa3BaHUAX, HCIOJB3YEMBIX B JEJIOBBIX JOKYMEHTaX.
Hcnonb3oBanue abOpeBHATyp M COKpAIlEHHH B CIYKEOHBIX JTOKYMEHTaX. YUeT TpaMMaTHUECKUX
MIPaBWJI B CITYKEOHBIX TOKYMEHTaX.

IIpakTHyeckoe 3aHATHE. COCTaBICHHE TEKCTa JOKyMEHTa B OQHUIMAIbHOM CTWIE, C
MCIOJIb30BAHNEM U3YUEHHBIX MPABUII

CamocTosiTeIbHAsi padoTa: OArOTOBKA JOKJIaa

®opMbI TEKYLIEr0 KOHTPOJIS N0 TeMe: KOHTPoJIbHAas paboTa

Bonpoch! U151 MOATOTOBKYU K TeKYIIeil aTTecTAllMU 10 TeMe:

1. Oco0GeHHOCTH s3BIKA U CTHJIS CITY>KEOHBIX TOKYMEHTOB?

2. llpakThueckoe NPUMEHEHHWE 3HAHWA O TEPMHHAX, YHNOTPEOISIEMBbIX TPH COCTABJICHUU
CIIy>ke0HOT0 TIOKyMeHTa?

3. Topsnok ynorpebiaeHus cokparieHuii u abOpeBuatyp B cay eOHBIX TOKyMEHTax?

4, Jlekcuueckue omMOKH (MIPUBECTH ITPUMEPHI).

5. I'pammarnueckue ommOKu (IIPUBECTH PUMEDBI).

Pa3nea 3. «IIpaBuia opopmiieHNsI OCHOBHBIX BH/I0B IOKYMEHTOB)

Tema 3.1. «OdopMiIeHre IPUKA30OB»

Conep:xanue yueOHOro MaTepuasa. MOHATHE NPHUKA3a, OCHOBHBIC PEKBU3UTHL. OCOOEHHOCTH
odopmiienus. [Ipuka3bl Mo 0ocCHOBHOI JesTenbHOCTU. [IprKa3bl Mo INYHOMY COCTaBy

IIpakTuyeckoe 3ansiTHe: ohopMIICHUE TTPUKA30B [0 OCHOBHOM JCSITEILHOCTH M MPUKA30B TIO
JTUYHOMY COCTaBY.

CamocrosiTesibHast padoTa: COCTaBICHHE OMOPHOIO KOHCIEKTA, COCTABJIEHUE NPUKA30B 000MX
BHUOB ¢ Hcoab3oBaHueM ceoux MO

@opMBbI TEeKYHIEro KOHTPOJS IO TeMe: aHAIW3 CUTYallHH, MPE3CHTAINS WHINBUIYAILHOTO
3a/laHus

Bonpoch! /151 MOATOTOBKYU K TeKYIIeil aTTecTAllMH 10 TeMe:

1. CocraBbTe mpuKa3s:

a) o mpueme Ha padoty opuctom NUeanosoi N.I1.

0) 00 yBOIbHEHNH paOOTHUKA B CBSA3H C JIUKBUIAIMEH MTPEATPUATHS

2. CocraBbTe IpHUKa3:

a) 00 yBOJIbHEHUH IO COOCTBEHHOMY >KETTaHUIO

0) 00 YBOJIbHEHUH TIEPEBOIOM B JIPYT'yIO0 OpraHU3AIIHIO.

B) B CBSI3U C HECOOTBETCTBHEM BBITIOIHAEMOUN paObOTHI MPEABABISIEMBIM TPEOOBaAHUSIM

Tema 3.2. «Opopmiaenne pacnopsizkeHH, AKTOB U NPOTOKOJIOB

Coaepixkanue yueOHOro MaTepuaJa:

1. PacnopsbkeHue, OCHOBHbIE peKBU3NUTHL. OcOOEHHOCTH 0(OpMIIEHUS.

2. AKXT, OCHOBHBIC PeKBU3HTHI. OCOOCHHOCTH O(OPMIICHHS.

3. IIportoko:n, ocHOBHbIE pekBU3UTHI. OcobeHHOCTH oopmiteHus. CoKpaleHHbIH MPOTOKOI U
MIPOTOKOJI KpaTKoi (popmbl

IIpakTHyeckoe 3ansiTHe: 0OpMIICHUE PACTIOPSIKEHUHN, aKTOB, IPOTOKOIA

CamocrosiTesibHasE padoTa: COCTaBICHHE ONOPHOTO KOHCIEKTa, COCTaBICHHE TOKYMEHTOB C
IIPETIOKEHHBIMU YCIOBUSAMU

@®opMbI TeKyLIero KOHTPOJS IO TeMe: aHAIW3 CUTYallUH, MPE3EeHTAlsl WHAUBUAYaJIbHOTO
3a/laHus
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Bomnpocsl 11 MOATOTOBKH K TeKYIlel aTTecTallMH M0 TeMe:

1. CocraBbre pacnopsbkenue Ne 23 ot 12.12.2014r. OAO «lIporpecc» 00 okazaHuu
TEXHUYECKON TOMOIIM B pa3paboTKe pabouux yeprexeil HacOCHOW cTaHIMH. Jlpyrue peKBU3HUTHI
YKaXXUTE CAMOCTOSTENBHO.

2. CocraBpte pacnopspkenue Ne 80 ot 02.04.2014r. mpowW3BOJCTBEHHOTO YIIPABJICHUS
[aCCaXUPCKUX IepeBo30k KupoBckoMy IpoM3BOACTBEHHOMY KoomepatuBy «BekTop» mo Bompocy
o0ecrieueHus 3anacHbIMH YacTsIMH Mapka aBToOycoB. Jlpyrue peKBU3HUTHI YKaKUTE CAMOCTOSATEIBHO.

Tema 3.3. «Opopmiienne HHPOPMAITMOHHO-CIIPABOYHBIX TOKYMEHTOB)

Copep:xaHue y4eOHOro MaTepuaja. Ha3HAuYCHHE M COCTaB HMH()OPMAIIMOHHO-CIPABOYHON
nokymentanuu. CocraBieHue U odopmileHHE CIPaBOYHO-MH(GOPMAIMOHHBIX  JOKYMEHTOB.
Hoknanueie 3anucku. [Ipemnoxenus. OObsicHuTenbHble 3anuckd. CiyxeOHble 3amucku. VHble
MH(OPMALIMOHHO-CIIPABOYHbBIE TOKYMEHTHI

IIpakTuyeckoe 3aHsTHe: O(GOpPMIIEHHE OKJIAJHOM 3aluCKd, OOBACHUTEIBHON 3alMCKH,
CIPaBKH, MPEAJIOKEHHUS, CIIY>KEOHOM 3amICKU

CamocrosiTesibHasE padoTa: COCTaBICHHE ONOPHOIO KOHCIEKTAa, COCTaBIEHHE JOKYMEHTOB C
MIPEIJIOKEHHBIMU YCIOBUSIMU

@opMBbI TeKyLIero KOHTPOJS IO TeMe: aHAIW3 CUTYallUH, MPE3CHTAlMs WHAUBUAYaJIbHOTO
3a/laHus

Bonpocs! 1J1s1 TOATOTOBKY K TeKylleil aTTecTalliu 110 TeMe:

1. CocraBbTe OOBSICHUTEIBHYIO 3aIIUCKY HadaJbHUKA OT/AENa PYKOBOAMUTEINIO MPEANPUATUS O
(hakTe HEBBITOIHEHHS PACHOPSDKEHUS O MOHTa)XXe OOOPYJOBAaHMS HA y4acTKe, IO MPHYMHE CIaboro
KOHTPOJISI CO CTOPOHBI TTABHOT'O MEXaHHKA.

2. CocrtaBpTe JOKJIQJHYIO 3alMCKy HayalbHUKAa IUIAHOBO-dKOHOMHYECKOTO  OTJelna
PYKOBOJUTENIO MpeanpusaTHs 00 obecriedeHuu OTAesa YeThIpbMs KoMibloTepamu. OcTalibHble
PEKBU3UTHI YKAKUTE CAMOCTOSITENIBHO.

Paznen 4. «Opranuzanusi 10KyMeHTO000pOTa»

Tema 4.1. «/lokyMeHT0000POT, TOKYMEHTONOTOK

Coaep:xanue y4yeOHOro MaTepuasa. IOHATHE JIOKYMEHTOOOOpPOTa, JOKYMEHTOIOTOKA.
TexHonornu oOpabOTKM MOCTyNaroed JOKyMeHTaluu. BayTpenHuii jokymeHToo60poT. O6paboTka
OTIIpaBJIsIEMON KOPPECTIOHICHINH.

IIpakTHyeckoe 3aHsITHE: OINpEEIEHUE TEXHOIOTUN 00pabOTKU JOKYMEHTAIlMM B KOHKPETHOU
CUTYalluu

CamocTosiTe1bHAsi padoTa: OJArOTOBKA J0KJIAI0B, COOOLIEHUH

®opMBbI TeKylIero KOHTPOJIS 10 TeMe: YCTHBII onpoc

Bonpocs! 1J1s1 NOATOTOBKY K TeKylIeill aTTecCTalliu 110 TeMe:

1. Jlate moHSATHE JOKYMEHTOOOOPOT?

2. JlaTb NOHATHE TOKYMEHTONOTOK?

3. Kakoit myTh npoxoaut 00padoTKa BXOISIINX, HCXOSIIINX, BHYTPEHHUX JOKYMEHTOB?

Tema 4.2. «Perucrpauusi J0KyMeHTOB)

Coaepkanue y4eOHOro MaTepHasa. perucTpalys IOKYMEHTOB U ee 3amauu. Dopmsl
perucrpanuu J0KyMeHToB. KoMIbloTepHbIe TEXHOIOTHH PETUCTPAlMA JOKYMEHTOB.

IIpakTnyeckoe 3aHsiTHE: OmpejaereHHe Haubosiee BOCTPEOOBAHHBIX  KOMIIBIOTEPHBIX
TEXHOJIOTUI perucTpaniu J0KyMEeHTOB

CamocTosiTe1bHAsi padoTa: OJArOTOBKA J0KJIAI0B, COOOLICHUN

@opMbI TEKYLIEI0 KOHTPOJIA MO TeMe: YCTHBII OIpoC

Bonpocs! 1J1s1 NOATOTOBKY K TeKylleil aTTecTalliu 10 TeMe:

1. JlaTh moHsATHE perucTpanuu.

2. HazoBute (hopMbI perucTpanuu J0KyMEHTOB.

3. Ilepeuncnure TEXHOIOTHUH PETUCTPAIMH JOKYMEHTOB.
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Tema 4.3. «KOHTpPO/Ib HCIIOJIHEHUS] JOKYMEHTOB»

Coaep:xkaHue y4eOHOr0 MaTepuasa: TMOHATHE U BUABl KOHTPOJS HCIIOJHEHUS JTOKYMEHTOB.
OCHOBHEBIE 3ala4yi KOHTPOJIA HCIIOJIHCHHUSA OOKYMCHTOB. CpOKI/I HCIIOJIHCHUA HOOKYMCHTOB. OTansl
KOHTPOJISI UCTIOIHEHUS JOKYMEHTOB

IIpakTnyeckoe 3aHsITHE: OIPEAEICHUE AITOPUTMA KOHTPOJS HCIOJHEHUS JOKYMEHTOB Ha
KOHKpPETHOM IpUMepe

CamocrosiTesibHast padoTa: cOCTaBIEHUE OITOPHOTO KOHCIIEKTA

@DopMbI TEKYLIET0 KOHTPOJISI IO TeMe: YCTHBIN Ompoc

Bonpocs! 1J1s1 IOATOTOBKY K TeKylleil aTTecTalliy 110 TeMe:

1. Ponb KOHTPOJIS UCTIOTHEHHS TOKYMEHTOB.

2. 3a;[aq1/1 KOHTPOJIA UCITOJITHCHHUA JOKYMCHTOB.

3. DTtanbl U YPOBHHU KOHTPOJISI HCTIOHEHUS JOKYMEHTOB.

Tema 4.4. «CucremaTusanusi 1 XpaHeHHe JOKYMEHTOB»

Conep:xanue y4eOHOr0 MaTepHMaJa. cUCTeMaTH3alMs JOKyMeHTOB. HomeHnkiarypa pein.
dopmuposanue aen. [lepenaya 10KyMEHTOB B apXHB, SKCIIEPTH3a LICHHOCTH IOKYMEHTOB.

IIpakTHYeckoe 3aHATHE: OIPEACIICHUE MOPSIAKA CHUCTEMAaTHU3allMK JOKYMEHTOB B JieJlaX U
MOATOTOBKA JOKYMEHTOB K apXUBHOMY XPaHEHHIO

CamocrosiTesibHast padoTa: cOCTaB/I€HUE OMTOPHOTO KOHCIIEKTa

@opMbI TEKYLIEr0 KOHTPOJIS 10 TeMe: YCTHBIN 0Ipoc, KOHTPOJIbHAs paboTa

Bomnpocsl 111 NOATOTOBKH K TEKYIIeld aTTeCTAIIUM 10 TeMe:

1. IlpunHiunsel GopMHUPOBAHUS JEIN.

2. Homenkiatypa Jien, UX BUIBI, TPEOOBAHUS K COCTABICHUIO U 0(POPMIICHHIO.

3. DOkcrepTH3a IIEHHOCTH IOKYMEHTOB: SKCIIEPTHBIE KOMUCCHUU: BUJIbI U UX (PYHKLIUU.

4. TIloaroroBka TOKYMEHTOB K apXHUBHOMY XPaHEHHUIO.

Paspen 5. «KomMnbrorepusanus 1eJJ0pOU3BOACTBA

Tema 5.1. «CpeacrBa co31aHusi, KONMPOBAHUS, PA3MHOKEHHsl JOKYMEHTOB U Iepegadyu
HHpopmanum»

Coaep:xanue y4eOHOro MaTepuasa: cpeicTBa co3faHus AokymeHToB. Mcnons3zoBanue 1K B
nenonpou3BojcTee. OCHOBHBIE TEXHOJIOIMH U CPEJCTBA KOMMPOBAHUS U PA3MHOXKEHUS JOKYMEHTOB.

CamocrosiTesibHast padoTa: cOCTaBIEHUE ONTOPHOTO KOHCIIEKTA

®opMbI TeKylIero KOHTPOJIS 10 TeMe: YCTHBIN onpoc

Bonpocs! 1J1s1 MOATOTOBKY K TeKylIeil aTTeCTalliH 110 TeMe:

1. OcHOBHBIE TEXHOJOTUN KOIMPOBAHUS U PA3MHOKEHUS JOKYMEHTOB.

2. CpexcTBa COCTaBIEHHS U U3TOTOBJICHUS JOKYMEHTOB.

3. Cpexcrsa onepaTUBHON MOMHUTpaduu.

4. CpexacrBa penpoayKIUH.

Tema 5.2. KABTOMAaTH3a1UsI IPOLIECCOB JEJIONPOU3BOICTBA»

Conep:xaHue y4eOHOr0 MaTepuasa. TOHATHE U IEJIM ABTOMATH3AIMH JEJIOMPOU3BO/ICTBA.
MesxnyHapoaHbie TpeOOBaHUS K CHCTEMaM aBTOMAaTU3allUU AeOMPOU3BOICTBA

CamocrosiTesqibHasi padoTa: COCTaBIECHUE OMTOPHOTO KOHCIIEKTa

@opMbI TEKYLIET0 KOHTPOJIA MO0 TeMe: YCTHBII Ompoc

Bonpocsl U1 MOATOTOBKH K TeKYyIleill aTTecTAlMH M0 TeMe:

1. OcHOBHBIE IPUHIIMIIBI AETONPOU3BOICTBA

2. TlpeumymecTBa aBTOMATH3AIMH JCIIOTPON3BOICTBA
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Pasznen 6. «Opranusanusi padboTbl cekperapsi-pedepeHra

Tema 6.1. «Oco0eHHOCTH, OCHOBHBIC HANIPABJICHUS U KayecTBa ceKpeTrapsi-pedgepeHTa

Coaep:xkaHue y4eOHOro mMarepHuaJia: 0COOEHHOCTH, OCHOBHbIC HANpaBJICHUS JEATEIBHOCTH U
KadyecTBa cekperaps pedepeHta. OpraHuzamus CeKperapeM IpueMa mnoceTuresnei. OpraHuzanus
CEKpeTapeM MeperoBOpOB U COBEIAHUI.

IIpakTHyeckoe 3ansiTHe. padboTa ¢ TOJKHOCTHON MHCTPYKIMEH cexpeTapsa-pedepenrta

CamocrosiTesibHasi paboTa: COCTaBIEHUE OMTOPHOTO KOHCIIEKTa

®opMBbI TeKylIero KOHTPOJIS 110 TeMe: YCTHBII onpoc

Bomnpocskl 11 MOATOTOBKH K TeKYIlel aTTecTalMu M0 TeMe:

1. Opranusanus u KyiabTypa pabo4ero Mecra ceKperapsi.

2. Pabota cekpeTapsi ¢ TOKYMEHTaMH.

3. JlenoBble U TMYHBIE KAUECTBA CEKPETAPSL.

MeTtoauyeckue ykazaHusi A1 00y4aroIuXcsl 10 OCBOCHUIO M CIUIIIHHBI

VYcnemHoe ocBoeHME Y4eOHOM IOUCLMIUIMHBI MPEAIojiaraeT akTUBHOE, TBOPUECKOE ydacTue
o0ydJaroIerocsi Ha BCEX OJTalax €€ OCBOCHHUS IIyTeM IIJJAHOMEPHOW, IIOBCEIHEBHOW pabOTHI.
OOyuaromuiics 00s3aH Mocewarbh JIEKIMU U IMPaKTHUYECKHE 3aHATUs, I0JIydyaTb KOHCYJIbTAllUU
MIPEToIaBaTeNs ¥ BBITIOIHATH CAMOCTOSITENIbHYIO PadoTy.

BeiObop MeTomoB M cpencTB 00ydeHHs, OOpa3oBaTEIbHBIX TEXHOJIOTHH OCYIIECTBIISETCS
IpernoiaBaTeNieM HMCXOAS M3 HEOOXOIUMOCTH JIOCTHKECHHS OOy4YalONIMMHUCS — IUTAHUPYEMBIX
pE3yJIbTaTOB OCBOCHMS JUCLUUIUIMHBIL, a TakXe C Y4€TOM WHIMBHUIYAJIBHBIX BO3MOXKHOCTEH
00yJaroImuXxcs U3 YUCiIa MHBAIUIOB U JIUI] C OTPaHNYEHHBIMU BO3MOKHOCTSIMU 3710POBBSI.

Opranu3anus y4eGHOro mpolecca IpeaycMaTpuBaeT MPUMEHEHHE HHHOBALMOHHBIX (opM
y4eOHBIX 3aHATHH, Pa3BUBAIOIIMX y OOYYAIONMXCS HABBIKM KOMAHIHOW pabOTHI, MEKIMYHOCTHON
KOMMYHHUKAIIMM, TPUHATHSA peIIeHUH, JuiepcKkue KayecTBa (BKJIIOYas, NpU HEO0OXOAMMOCTH,
[IPOBEJICHNE UHTEPAKTUBHBIX JIEKIIHH).

W3yuenne AUCHUIUIMHBI ClE€IyeT HAauMHATh C MPOpPabOTKMU HACTOALIeH pabodeil MporpaMmel,
METOAMYECKUX YKa3aHUH U pa3paboToK, yKa3aHHBIX B IMpOrpaMMe, 0co00oe BHUMaHUE yISIUTh HEIsM,
3aJla4aM, CTPYKTYpPE U COAEPKAHUIO AUCLUILINHBL.

I'1aBHOM 3aa4el Ka)k10M JIEKLUU SIBJIACTCS PACKPBITHUE CYLIIHOCTH TEMBI U aHAJIU3 €€ OCHOBHBIX
nonoxeHuid. ConepxaHue JIEKIUH onpeesnseTcst HacTosel pabodyel mporpaMMoi JUCIUIIIIMHEIL.

Jlekuuu — 3TO CHUCTEMaTHYECKO€ YCTHOE W3JIOkKeHHe ydeOHoro warepuana. Ha Hux
o0yyJaroIuiicsi MoTy4aeT OCHOBHOH 00beM HH(OpPMAlUU MO Kaxa0i KOHKpeTHOH Teme. Jlekiuu
OOBIYHO HOCAT MpOOJEMHBIM XapakTep W HaleleHbl Ha OCBelleHHe Haulosiee TPYIHBIX U
JMCKYCCHOHHBIX BOIPOCOB, KPOME TOIO OHHM CIOCOOCTBYIOT (DOPMHUPOBAHMIO y OOYyYarOMIMXCS
HaBBIKOB CAMOCTOSITEIILHOM pabOThI C HAYUYHOH JIUTEPATYPOH.

[Ipennonaraercs, 4ro oOydarouiyecs NPUXOAAT Ha JIEKIUH, IMPEABAPUTEIBHO MpOpadoTaB
COOTBETCTBYIOIIMN Yy4YeOHBI MaTepuall MO HCTOYHMKaM, pPEKOMEHAyeMbIM mporpamMmoil. Yacro
o0yJaroImuMcsl TPYyZIHO pa3o0paTbcs C JAUCKYCCHOHHBIMH BOINPOCAaMH, J1aThb OJHO3HAYHBIH OTBET.
[IpenonaBarenb, cpaBHHUBAs pas3IMYHbBIE TOYKHM 3PEHMsI, M3JIAracT CBOM B3IJIAJ M HAILEIMBAECT UX Ha
JaJbHENIINE WCCIEIOBAaHUA M IOUCK HAy4yHbIX perieHud. llocime Jekuuu >KenaTelbHO BEYEPOM
nepeyuTaTb M 3aKpeNHTh IMOJY4YeHHYI0 HUHpopManuio, Toraa 3(@EeKTUBHOCTh €€ YCBOEHUs
3HAYUTENbHO Bo3pacTaer. llpum paboTe ¢ KOHCIEKTOM JIEKIMM HEOOXOAMMO OTMETHTh MaTepuall,
KOTOPBIM BBI3BIBAECT 3aTPYJHEHHUS ISl IOHUMAHMS, ONBITaThCS HAUTH OTBETHI HA 3aTPYIHUTEIbHBIE
BOIPOCHI, UCHOJB3Ys IMpelaraeMyro JIUTepaTypy. Eciau caMocTosTeIbHO HE YAAJI0Ch pa3o0paThes B
MaTepuaie, chopMyIHpyiTe BOIIPOCH U 00paTUTECH 3a MOMOUIBIO K MPETOAaBaTelIIoO.

Ilenpl0 MpakTUYECKUX 3aHATHH SIBISETCS NPOBEPKAa YPOBHS MOHMMAHHS OOYYaIOUIMMHUCS
BOIIPOCOB, PAaCCMOTPEHHBIX Ha JIEKIUSAX M B y4eOHOW JMTEparype, CTENEHH M KayecTBa YCBOEHUS
Marepuaia; IpUMEHEHUE TEOPETUYECKUX 3HAHUHN B PEAIbHOM IPAKTUKE PELICHUS 3a/1a4; BOCIIOJIHEHUE
Mpo0esIoB B MPOWJIEHHOW TEOPETUYECKOW YacTH Kypca W OKa3aHHUsS IOMOIIM B €ro OCBOCHHH.
[IpakTHueckue 3aHATHS B PABHOM MEPE HAMPAaBIECHBl HA COBEPLICHCTBOBAHUE WHIUBUIYAIBHBIX
HABBIKOB PELIECHUS TEOPETHUECKUX W MPHUKIAIHBIX 3a/lad, BHIPAOOTKY HAaBBIKOB MHTEJUIEKTYalbHON
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paboThl, a Takke BeaeHusl AucKyccuid. KoHKpeTHbIe MpomopLuy pa3HbIX BUIOB pabOTHI B Ipymie, a
TaK>Ke CIIOCOOBI X OIICHKH OIPEIEISIOTCS MPeroiaBaTeieM, BeyIUM 3aHATHS.

Ha mpaxTudeckux 3aHATHSIX IO PYKOBOJCTBOM IpenojiaBareis oOydarouruecs: oOCYKIaroT
JTMCKYCCUOHHBIC BOIPOCHI, OTBEYAIOT HAa BOMPOCHI TECTOB, 3aKPEIUIsis NPUOOpPETCHHBIC 3HAHWS,
BBIIIOJIHSIIOT IPAKTUYECKHUE 3aJaHus M T.I. /{1 ycrmemHoro mpoBeIeHHs] MPAaKTUYECKOTO 3aHSTHS
o0yyJaromemMycs ClIeAyeT TIIATeIbHO MTOATOTOBUTHCS.

OcHoBHOM (QOpMOIi TOATOTOBKM OOYYAIOIIUXCS K MPAKTUYECKUM 3aHATUSIM  SIBIISIETCS
camMocTosiTelibHasE paboTta ¢ y4eOHO-METONWYSCKUMHU MaTepuajamMH, HAYYHOW JHUTEepaTypoil,
CTATUCTUYECKMMHU JTAHHBIMU U T.II.

N3y4nB KOHKPETHYIO TEMY, OOyYaIOUIUICS MOXKET ONPENeTUTh, HACKOJIBKO XOPOIIO OH B HEH
pazobpancsa. Ecnu kakue-TO MOMEHTHI OCTalMCh HEMOHSATHBIMHU, 1[€1€CO00pa3HO COCTaBUTh CIHUCOK
BOIIPOCOB U Ha 3aHATUU 3aJaTh UX MpenojaBarento. [I[paktnueckue 3aHATHs TPEAOCTABISAIOT CTYICHTY
BO3MOXXHOCTh TBOPYECKH PACKPBITHCS, MPOSBUTH WHUIMATHBY M Pa3BUTh HABBIKU IYOJIUYHOTO
BEJICHUS TUCKYCCUI B 00IIeHUs, CPOPMUPOBATH ONPEICTICHHBIC HABBIKM ¥ YMEHHUS H T.II.

CamocrosTenbHast paboTa CTYJEHTOB BKIIOUAeT B ceOs BBIMOIHEHHUE PA3IMYHOTO poja 3aJaHuil
(u3yueHue y4eOHOW W HAyYHOU JIMTEPATYpPhI, MATEPHUAJIOB JICKIMI, CUCTEMATHU3AIHI0 TPOYUTAHHOTO
MaTepuaia, MoAroTOBKY KOHTPOJBHON paboThl, pelieHue 3afayd U T.I.), KOTOPbIe OPUEHTUPOBAHbI Ha
Oonee TIIyOOKOE YCBOCHHE MaTrepuaja H3ydaeMoW AucHHMIUIMHBL — [lo Kaxkmoil Teme ydeOHOM
JUCHUILTMHBL MIPEenoJaBaTellb MpeagaraeT o0ydJaromuMcs IepedeHb 3aJaHuil Uil CaMOCTOSTEIbHON
paboter. CamocTosTenbHas padoTa 1Mo y4eOHOW TUCITUIUIMHE MOXKET OCYIICCTBISATHCS B PA3IMUHBIX
dbopMmax (Hampumep, MOArOTOBKA JIOKJIa/I0B; HATUCAaHUE pe(epaToB; IPYTHUE).

K BeImomHeHHIO 3amaHui I8 CAMOCTOSITEIBHOM pabOThl MPEABSIBISIOTCS — CIIEIYIOLINE
TpeOOoBaHUs: 3aJaHUS JOJDKHBI UCIOTHATHCS CAMOCTOSITENIBHO JUOO TPYNIOW M MPEICTaBISTHCS B
YCTaHOBJICHHBIN CPOK, & TAK)KE COOTBETCTBOBAThH YCTAHOBIICHHBIM TPEOOBAHUSM 10 0(OPMIICHHIO.

Kaxnyro Henemo pekoMeHAyeTcs OTBOJIUTH BpPEMs ISl IOBTOPEHUS MPOMIEHHOr0 MaTepuala,
MPOBEPSISi CBOM 3HAHUSI, YMEHUS U HaBBIKH 110 KOHTPOJIBHBIM BOIIPOCAM.

Pesynbratrom camocTosITeNbHON pabOThl JOJDKHO CTaTh (QOpMHUpOBaHHE Yy OOydaromerocs
ONPEACIICHHBIX 3HAHUI, YMEHUH, KOMIIETEHLIHA.

Cucrema OLIGHKM KadecTBa OCBOCHHUS y4eOHOW IUCIMIUIMHBI BKJIIOYAET TEKYIIUH KOHTPOJb
YCIIEBAEMOCTH, MPOMEKYTOUHYIO aTTECTALUIO.

Texymuit KOHTPOJIb YCIEBAEMOCTH OOECIIEYMBAET OICHHBAHHE XO/Ja OCBOEHUS IUCIMILTUHBI,
MPOMEXKYTOUHAsI aTTecTalusl OOydJaloImMXCs - OICHUBAHUE IPOMEXKYTOUYHBIX M OKOHYATEIHHBIX
pE3yNbTaTOB OOYUYEHHS 1O AUCIUILIIHHE.

[Ipu npoBemeHWH TPOMEKYTOUHOM aTTECTAIMM OOYYaIONIErocsl YYHTBIBAIOTCS PE3YJIbTAaThl
TEKyIel aTTeCTallMy B TEYEHUE CEMECTpa.

[Iponienypa olieHHBaHUS PE3yJIbTATOB OCBOCHHUS Y4€OHOW IUCIUILUIMHBI OCYIIECTBIISIETCS Ha
ocHOBe JeicTByromero [lojmoxkeHuss 00 oOpraHuM3alMu TEKYHIETO KOHTPOJS YCIEBAaeMOCTH U
MIPOMEXYTOUHOH arrecTanuu odyyaromumxcs Barl'V.

Jns mpuoOpereHus: TpeOyeMbIX 3HAaHUN, YMEHHH U BBICOKOH OLIGHKH M0 JUCIUIUIMHE
o0y4JaronmMcs He0OXOIMMO BBITIOTHATE BCE BUJIBI pa0OT CBOEBPEMEHHO B TE€UEHHE CEMECTpa.

3. YCJOBMUS PEAJIM3AIIAN YYEFHOM JUCHUTIJINHBI

3.1. Tpe6oBaHNA K MUHMMAJIbHOMY MAaTepHAJbHO-TEXHHYECKOMY 00ecIe4eHn 0

Peanuzarust yueOHOM TUCIUTIIMHBI TpeOyeT HAIMYKS ydeOHOTO KaOWHeTa JOKYMEHTAIIHOHHOTO
o0ecrieyeHus yrpaBaeHHs.

Ob6opynoBanne ydeOHOTO KaOWHETA!

— pabouune MecTa 00y4aromuxcs;

— pabouee MeCTO IpernoaaBaTes;

—  yueOHas TOCKa;

—  MYJIbTUMEIUNHBIN IIPOEKTOD;

—  DKpaH;

—  IEpCOHAJIbHBIN KOMIIBIOTED.
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[IporpammHuoe obecrieueHue:
— Windows Professional;
— Office Professional Plus.

3.2. UndopmanuonHoe odecrniedeHne 00yueHus

IlepeyeHb pexkoMeHayeMbIX Y4eOHbIX U3IaHUM, TOMOJHUTEIbHON JuTepaTtypbl, UnTepHeT-
pecypcoB.

OcHoBHas TUTepaTypa:

Pri6akoB, A.E. OcHOBBI 1eonpon3BOCTBa [ DNeKTpOHHBIN pecype]: yueOnuk / A.E. Pridakos. -
3-e u3 ., uctp. - Musnck: PUIIO, 2016. - 320 c.

Hoponuna, JI. A. JloKkyMeHTaIlMOHHOE OOECIIeYeHHE YIpaBICHUS: yYeOHUK U MPAKTUKYM JJIs
cpennero mnpodeccruonanbHoro oobpazosanus / JI. A. Jloponuna, B. C. HputukoBa. — Mocksa:
WznarensctBo FOpaiit, 2020. — 233 c. — (IIpodeccuonansuoe odbpazoBanue). — ISBN 978-5-534-
05783-6. — Texkct: anexkrponnsiii // DBC IOpaiit [caiit].

JlononHuTenpHAs IUTEPATYpA:

Kopnees, 1. K. JlokyMeHTallMOHHOE OOECIeUeHUE YIPABICHUA: YUEOHUK U MPAKTHUKYM [T
cpenHero npodeccuonansHoro oopazosanus / M. K. Kopuees, A. B. [Tmenko, B. A. Mamypres. — 2-
e u3a., nepepad. u gon. — Mocksa: U3narensctBo FOpaiit, 2020. — 384 c. — (IlpodeccuonansHoe
obpazopanue). — ISBN 978-5-534-05022-6. — Texkcr: anekrponsslii // DBC FOpaiir [caiir].

Ilepeyens pecypcoB HHGPOPMAIMOHHO-TEJIEKOMMYHUKANIMOHHOH ceTu «UHTepHeT»,
HEeO0OXOAUMBIX /1JI5l OCBOEHHUS TUCIHUILIUHBI

1. Pasmen odunuansHoro caita Bsarl'Y, coxaepxammii onucaHue oOpa3oBaTeIbHOMN
nporpamMmbl  [DnekTpoHHbId  pecypc]  /-Pexum  jmocryma:  https://www.vyatsu.ru/nash-
universitet/obrazovatelnaya-deyatel-nost/kolledzh/21-02-05-zemel-no-imuschestvennyie-
otnosheniya.html

2. llopran muctanuuonHoro oOydyenus Batl'Y [Dnexktponnsiii pecypc| /-Pexum pocryma: -
https://e.vyatsu.ru

3. JluunHpli kaOuHET cTyneHTa Ha odunuampbHOM caiite Barl'yY [DnektpoHHBIH pecype] /-
Pexxum noctyna: http://student.vyatsu.ru

IlepeyeHb JIEKTPOHHO-O0MOIHOTEYHBIX CHCTEM (pecypcoB) U 0a3 JaHHBIX sl
CaMOCTOSITEIbHON PadoThI

Hcnonb3yembie cTOpOHHHE 3IEKTpOHHBIe Onbmunoreynsie cucteMsl (DBC):

1. DOBC «Hayunas snexkrponnas oudiauoreka eLIBRARY» (http://elibrary.ru/defaultx.asp)
OBC «M3parenscrsa Jlaupy (http://e.lanbook.com/)
OBC «YHuBepcurerckas oubnuoreka online» (www.biblioclub.ru)
DBC «FOPAUT» (http://biblio-online.ru)
OBC «Axanemus» (http://www.academia-moscow.ru/elibrary/)

AN

Hepeqeﬂb l/lH(l)OpMalll/IOHHLIX TEXHO.]IOFI/Iﬁ, HUCII0JIB3YyEMBIX nmpu OCYyHIECTBJICHU U
06pa3OBaTe.TIbHOFO npouecca o IMCUHMIIJIMHE, BKRJIIOYas nepeqem, I[pOFpaMMHOFO 06ecneqe}mﬂ
1 MHGOPMAIHOHHBIX CIIPABOYHBIX CHCTEM

— Windows Professional;

— Office Professional Plus.
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4. KOHTPOJIb M OHEHKA PE3YJIbTATOB OCBOEHHUA YYEBHOM
JUCIIMIIVIMHBI B XOJAE HPOMEXKYTOYHOU ATTECTAIIMAU

Pe3ysbTaThl 00y4eHus @opMbI M MeTOIbI KOHTPOJIA AJs
OLIEHKH Pe3yJIbTATOB 00y4YeHusl
OcBoeHHbIE YMEHHS: HuddepeHuupoBanHblii  3aueT B

— 0oQOpMIIATH  JOKYMEHTALMIO B  COOTBETCTBHU ¢ | (POPME yCTHOrO onpoca
HOpDMAaTUBHOW  0a30if, UCIOJB3Yys HMHPOPMALUOHHbIC
TEXHOJIOTHH,

—  OCYILECTBIATH aBTOMATHU3ALIUIO 00paboTKH
JOKYMEHTOB;

—  yHH(UIUPOBATH CHCTEMBI JIOKYMEHTAIIHH;

—  OCYILECTBIISITh XPAHCHUE U IMOUCK JJOKYMECHTOB;

— HCHOJIb30BaTh TEJICKOMMYHHKAI[HOHHBIC TEXHOJIOTHU B
ANIEKTPOHHOM JIOKYMEHTO000pOTE

YcBoeHHbIe 3HAHKA:

— TIOHSTHE, 11U, 33]]a4l ¥ IIPUHIIMIIBI JACIONPOU3BOICTBA;
— OCHOBHBIE TOHSTHUS JOKYMEHTAllMOHHOTO OOecredeHus
YIPaBJICHHUS;

— CHCTEMBI JTOKYMEHTAIMOHHOTO obecreucHus
yIpaBICHUS;

— KJIaccu(UKAIHIO TOKYMEHTOB;

— TpeOOBaHUA K  COCTaBICHUIO M  O(QOPMIICHHUIO

JIOKYMEHTOB;
— OpraHu3alUIo0 JTIOKyMEHTOOO0OpOTa: MpHeM, 00paboTKy,
pEerucTpanuio, KOHTPOJIb, XpaHCHUEC JOKYMCHTOB,

HOMEHKJIATYpY JeN

16




[Tpunoxenue 1

®OH/JI OHEHOYHBIX CPEJACTB AJ HPOBEI[EHI/I}IUHPOME)KYTO‘{HOFI
ATTECTAIUU OBYYAIOHIUXCHA ITO YYEBHOU JUCHUIIVIMHE
«JlokyMeHTallHOHHOEe o0ecreyeHue yIpaBIeHUus»

1. OO0mme moJI0KEeHUA

@®opMbl M TpOLERYpPHl MPOMEKYTOUHOW aTTECTAllMM IO JUCHUIUIMHE pa3pabaThIBAIOTCS
NPENoAaBaTeNsIMH U JOBOZSATCS /10 CBEACHUS OOYdYalOIIMXCs B TEYCHHE IEPBBIX ABYX MECSALEB OT
Hayana oOyueHHs.

[TpoMeXyTOUHBIE ~ KOHTPOJb MO y4eOHOH JUCHUIUIMHE OCYIIECTBIseTcss B  (opme
Qg QepeHIIPOBaHHOTO 3a4eTa.

Bunpl 3ananunit mpoMeKyTOYHOM aTTECTAI[MN: YCTHBIA OTBET, IPAKTUYECKOE 3aJaHue.

2. Metoauyeckue MaTepuajbl, ONpele/siiolliie INpPouelypbl OLEHUBAHUSL Pe3yJIbTATOB
o0yueHust

2.1. lIpomesxkyTouHas arrecranus B ¢popme auddepeHuNpoOBAHHOIO 3a4eTa

eab npouenypsui:

[lenpro MPOMEKYTOUHOW aTTeCTallMM MO Y4eOHOW NUCHUIUIMHE SBISIETCS OLIGHKA YpPOBHS
YCBOEGHHSI OOY4YalOIIMMHUCA 3HAHUW M OCBOGHHMS YMEHMM B pe3yiabTaTe M3ydeHHUs YyueOHOM
JUCLUIIIUHBL.

Cy0beKkThbl, Ha KOTOpPbIe HANPABJIEHA NMPOIeAYypa:

[Ipouenypa oneHUBaHUS JOJDKHA OXBaThlBaTh BceX 0€3 HCKIIOYEHUS OO0y4aronmxcs,
OCBAMBAIOIIMX JUCLUIUIMHY. B ciywae, eciu oOydvaromuiics He MNpoxoaui mpoueaypy 0e3
YBaXXUTEJIbHBIX IPUYHH, TO OH CYUTAETCS UMEIOIIUM aKaJEeMUYECKYIO 3a/10JKEHHOCTb.

Ilepuon npoBeneHus npouexypbl:

[Iponienypa oueHuBaHUS NPOBOAUTCS MO OKOHYAHMM H3YYEHUs JUCLUUIUIMHBI B MEPUOL
IIPOMEXYTOUHOM aTTecTallii, B COOTBETCTBUU C KAJIEHJAPHBIM YUEOHBIM rpauKoM.

TpeGoBanus K NOMEIIEHUSIM MATEPHAJIbHO-TEXHHYECKHM CPeACTBAM /ISl NPOBeACHUS
Npoueayphbl:

TpeboBanust Kk KaOMHETY 751 IPOBEIEHUS MPOLEYPbl U HEOOXO0AUMOCTH CHEUAaTU3UPOBAHHBIX
MaTepUaIbHO-TEXHUUYECKUX CPEACTB ONPEIEISIFOTCS MPEnoiaBaTesieM, BEAYIUM TUCIUILIIUHY.

TpeOoBanus Kk KaApOBOMY 00ecCIe4EeHHUIO POBEACHUS MPOLEYPbI:

[Ipouenypy npoBOAMT MpenoaBaTelib, BEAYIINI TUCIUIUINHY.

TpebdoBanus k poHIY OLICHOYHBIX CPEACTB:

Jlo Havanma mpoBeJeHUs MPOIEAYphl MperojaBaresieM pa3padaThiBaeTcs (POHJ OLEHOYHBIX
CPEICTB JJIsl OLIEHKH 3HAaHUI U YMEHHH, KOTOPBIN BKIIFOUAET IPUMEPHBIE BOIIPOCHI U 3aJaHMUS.

Onucanue npoBegeHUs NPOLEYPbI:

Kaxnplii oOyuaromuiics JO0DKEH B Mepy HMEIOIIMXCS 3HAaHUH M YMEHHMH BBINOJIHUTH
MpeIJIOKEHHBIE 3aJJaHUs B YCTAHOBJIEHHOE ITPENo/jaBaTesieM BpeMsl.

IIxaJbl OLIEeHKH Pe3y/IbTATOB NMPOBEJICHUs NPOLeAYPbI:

Pesynbratel mpoBeneHus auddepeHIMpoBaHHOIO 3adyeTa OLEHUBAIOTCA IPENOo/IaBaTeIeM C
PUMEHEHHEM YeThIpeX0alIbHON IIKaJIbl B COOTBETCTBUH C KPUTEPUSIMHU OLIEHKH.

3. KoHTpoJIb U o11eHKa 00pa30BaTeJbHbIX Pe3yJabTaTOB

JUis  KOHTpOJsL M OIEHKM OOpa3oBaTelIbHBIX pe3yJibTaTOB MO Y4eOHOM OUCIUIUINHE
pa3pabaTbIBalOTCd KOHTPOJIbHO-U3MEPHUTENbHBIE MaTepualbl, KOTOpbIE IO3BOJSIOT OLIEHUTH BCE
MIpelyCMOTPEHHbIE paboyeil mporpaMMoil yMEHHUS U 3HAHUS.
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3.1. Iloka3aTeiu OLleHKH 00pa30BaTEeIbHBIX Pe3yJIbTATOB

Oopa3oBareibHbIE Pe3yJIbTaThl

(3HAHUsI, YMEHHS)

IToxazaTenn
OIIEHKH pe3yJibTara

MMOHATHUC, NOCJIW, 3aJa4du U IPUHIUIIBL q)OpMy.HI/IPOBaHI/Ie IIOHATHA, e, 3aJa4

ACJIONPON3BOACTBA,

MIPUHIHUIIOB JCJIOPOU3BOJACTBA

u

OCHOBHBIC IMIOHATHA OOKYMCHTALIMOHHOTO | IMECPCUUCIICHUC OCHOBHBIX MOHSITHH

obecnieyeHus YIIPaBJICHUS,

JOKYMEHTAIIMOHHOTI'O obecrieueHus YHPABJICHUA

CHUCTCMbI AOKYMCHTAIIMOHHOT'O | IOHUMAHHC CHUCTCMBI JOKYMCHTAlIUOHHOT' O

obecnieueHus YIIPaBJICHUS,

o0ecrnieueHus yrnpaBIeHUs

KJ'IaCCI/I(bI/IKaI_[I/IIO JOKYMCHTOB;,

CHUCTCMaTHU3alusia JOKYMEHTOB 10 OTACJIBbHBIM

IpHU3HAKAM
TpeboBaHuUs K COCTaBJICHHIO U | BOCIIPOM3BEACHUE TPEOOBAHUN K COCTABICHUIO U
oopMIICHHIO JIOKYMEHTOB,; 0(hOpMJICHHIO TOKYMEHTOB

OpraHM3alri0 JOKYMEHTOO00pOTa: MPHEM, | IPEACTaBICHHE 00 OpraHHU3aIuH
00paboTKy,  perucTpanuio, KOHTPOJb, | JOKYMEHTOO0OpOTA: npueme, o0OpaboTke,

XPAHCHUC NOKYMCHTOB, HOMCHKIIATYPY ACII | peruCcTpaiuu, KOHTPOJIC, XpPAaHCHUHU HOOKYMCHTOB,

HOMCHKJIATYPEC OCJI

opopMIIATH JOKYMEHTALUIO B | IOATOTOBKA JOKYMEHTOB B  COOTBETCTBUHU
COOTBETCTBUM C HOPMAaTHBHOM 0a30ii, | HOpMAaTUBHOW 0a30ii, MCHOIB3ysd HH(OPMAIIMOHHBIE
UCIIOJIB3Ys UH(POPMALIMOHHBIE | TEXHOJIOTUU

TEXHOJIOTUH;

(¢

OCYHICCTBJIATH aBTOMATU3AIHUIO 06pa6OTKI/I II0Ka3 aBTOMAaTU3allun O6pa6OTKI/I JAOKYMCHTOB

JIOKYMEHTOB;

y'HI/I(i)I/II_[I/IpOBaTL CUCTCMbI JOKYMCHTAIIMH, ITIOUCK MCTOJa YHI/I(I)I/IKaI_II/II/I

OCYIICCTBIIATDH XPaHCHUC u
JOKYMCHTOB;,

IOMCK | IMOKa3 croco0oB XpaHCHHUA U TIOMCKAa JOKYMCHTOB

HCIIOJIB30BAaTh TCIICKOMMYHHUKAIIMOHHBIC | IIOKA3 HCIIOJIBb30BaHHUA TCJICKOMMYHUKAITUOHHBIX

TEXHOJIOTHH B AJIEKTPOHHOM | TEXHOJIOTUH B 3JICKTPOHHOM JOKYMEHTOO0OpOTE

I[OKYMCHTOO6OPOTC

3.2. IlepeyeHb BONPOCOB /LIS KOHTPOJIsSI 3HAHHEBBIX 00pa30BaTeIbHbIX Pe3yJIbTATOB

IIpoBepsiemble 00pa3oBaTe/bHbIE
pe3yJbTaThbl (3HAHUSA)

IIpuMepHbIe BONPOCHI LIS KOHTPOJISI B COOTBETCTBHHU
C YPOBHEM OCBOEHHUS

MOHSITHE, IENIU, 33]]a41 U TPUHIUTIBI [TonsiTHE METONPOU3BOCTBRA.
JIEJIONTPOU3BO/ICTRA; [enw v 3aaum eIONTPOU3BOICTBA.
OcHOBHBIE MPUHIHUIIBI JEIOTPOU3BOACTBA.
OCHOBHEIE ITIOHSATHS JIoKyMeHT
JOKYMEHTAIMOHHOTO 00ecTieueHus Jlenonpon3BoACTBO
yIIpaBIICHUS; JlokyMeHTaIus
Yuudukanus
Crannaptuzanus

CHCTEMBI JOKYMEHTAI[HOHHOTO
oOecrnieueHus yrpaBiIeHUS;

[lonsTre cucTeMbl JOKYMEHTAUU

Cucrema opraHu3aliMOHHO-TIPaBOBON JOKYMEHTAIMN
Cucrema pacnopsIuTENILHON TOKYMEHTALUN

Cucrema cripaBo4HO-MH(POPMAIIMOHHOMN TOKYMEHTALIUU

Knaccn(bnxaumo JAOKYMCHTOB,

ORI ONDNERORONEIODE

JIOKYMEHTBI 110 IPOUCXOKICHHUIO.
JIOKYMEHTHI 110 c11oco0y TOKYMEHTUPOBAHHUS
JIOKYMEHTBI 110 CTENIEHU NOJTMHHOCTH
JIOKyMEHTBI 110 OTPAaHUYEHUIO JOCTYIIA
JIOKYMEHTOB 110 CIIOCO0Y M3JI0KEHHUS TEKCTa

18



TpeOOBaHUS K COCTABICHUIO U
0(hOPMIICHUIO TOKYMEHTOB;

1. Odopmnenue ynpasnenueckux gqokymentos ('OCT P
6.30-2003).

CocraBieHue ynpaBiaeHUECKUX JOKYMEHTOB.

TpeboBaHMsI K U3TOTOBJIEHUIO IOKYMEHTOB.

wn

OpraHu3aIuIo TOKyMEHTO00O0poTa:!
npueM, o0paboTKy, perucTpaIuto,
KOHTPOJIb, XpaHEHHUE JIOKYMECHTOB,
HOMEHKJIATYpY Jell

1. TlonsTHe HOKYMEHTO000POTA, €r0 HYHKIMH B

JIeTIONIPOHU3BOICTBE.

OCHOBHBIE TEXHOJOTHYECKHE OTEPALUU C TOKYMEHTAMHU.

3. OcHOBHBIE HAIIPABJICHUS COBEPIICHCTBOBAHUS
JIOKYMEHTO000POTA.

n

KomrmuiekcHbie BUbl KOHTPOJIS (AJ1s1 TPOBEPKU HECKOJIBKUX 3HAHU)

— TOHATHE, UeNH, 3aJa4d U
MIPUHIIMIIBI 1eJI0MPOU3BO/ICTRA;

— OCHOBHBIE TTOHSITHS
JOKYMEHTAITMOHHOTO  00ECIIeYCHUs
yIIpaBICHUS;

— CHCTEMBI  JOKYMEHTAI[MOHHOTO
o0ecrieueHUs yIpaBIICHHUS,

— KIaccu(UKAIUIO JJOKYMEHTOB;

— TpeOOBaHUS K COCTAaBJICHUIO U
0(hOpMIICHHIO TOKYMCHTOB;
OpraHu3alfio  JTOKYMEHTOO0OpOoTa:
npueM, o0pabOTKy, perucrpaiuio,
KOHTpPOJIb, XPAHCHHUE JIOKYMEHTOB,
HOMEHKJIATYpy Jel

IIpumepHBIi TECT
1. Bo3HuUKHOBeHUE KaKHX BHAOB  JOKYMEHTOB
NPOU30LLI0 B KOJLJIEHKCKOM J1eJ10MPOU3BOACTBE?
a) BKJIaJIHbIE TPaMOThI, YaCTHBIE MHChMa
0) Kynuue rpaMoThl, yKa3aHHbIE TPaMOThI
B) pariopThl, MPUKa3bl, TOHOLICHUS
I') TEJIErpaMMbl, T€JIEPOHOIPAMMBI
2. Kakue 10KyMeHTBI OTHOCATCS K PACHOPSIAUTEIbHbBIM
a) yKas, puKas, IOCTaHOBJICHUE
0) CMeThI, OITUCH
B) yCTaB, MOJIOKEHUE
T') IUYHOE JIEJI0, TPYI0Bask KHUKKA
3. [Ipuka3 — 3T0 NpaBoOBOii aKT, H31aBAaEMBIii...
a) pyKOBOJUTEJIEM OpraHU3aIlUH Ha MpaBax eJMHOHAYATUS
C 1IeJIbIO pa3pellieHUsl OCHOBHBIX BOIIPOCOB
0) BBICIIMMU OpraHaMU UCIIOJHUTEIBHOMN BIACTH
B) PYKOBOJIUTEJIEM OpraHU3alluy 0 BOIpOcam
MH(OPMALIMOHHO-METOJUIECKOTO XapaKTepa
I') COBEILIaTEIbHBIMU OPTaHaMU yIIPaBJICHUS
4. IlpumensiiorT ABe GOpMbI PerucTPALUM JOKYMEHTOB
a) LIEHTPAJIM30BaHHYIO U JIEHEHTPAIN30BaHHYIO
0) aBTOMaTUYECKYIO U PyYHYIO
B) JIJISl BXOJSIIMX M UCXOJSAIINX JOKYMEHTOB
I') KApTOUHYIO U )KYPHAJIbHYIO
5. Onpenenute, K KakuM BHUJAM JTIOKYMEHTOB OTHOCSTCS
IIPUBE/ICHHBIE OTPHIBKH.
Tekcer 1
OO111e MosoKeHHs
1) 3amectuTens OUpPEKTOpa IO YIPABJICHUIO IMEPCOHATIOM
OTHOCHUTCS K KATETOPUU PYKOBOAUTEIEH.
2) KBanuduxanuonnsie TpeOOoBaHUS: BBICLIIEE
npodeccuoHanbHOe O00pa3oBaHWEe U CTaX paboOTHl IO
CHEIHAIIbHOCTH Ha PYKOBOJSAIIUX U IPYTUX JTOJDKHOCTAX IO
yIpaBJIECHUIO IEPCOHAIIOM HE MEHee 5 JIeT.
3) 3amecTuTenp AMPEKTOpa MO YIPABIECHUIO MEPCOHATIOM
Ha3HayaeTcs Ha JIOJDKHOCTb M OCBOOOXKIaeTcsi OT
JOJDKHOCTH  NIPUKa30M JIUPEKTOpa IO IPEICTaBICHUIO
aTTECTAIlMOHHON KOMHUCCHUU.
Texcr 2
[TogTBepkmaem, uto orutata maptuu THIT Ne 8 Obura
npou3BeieHa Haleil pupMoit B 1eHb OCTYIUIEHHS TOBapa B
MockBy
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3.2.1. TlepedeHb 3a1aHMii 1JI51 KOHTPOJISI YMEHHUEBBIX 00pa30BaTeIbHbIX Pe3yJibTATOB

IIposepsiemble IIpumepHbIe NpaKTHYECKHE 3aJaHUA VISl KOHTPOJIA B
oOpa3oBaTe/ibHbIE COOTBETCTBHMH C YPOBHEM OCBOCHUS
pe3yJabTarhl (YMEHHUS)
oopmIIATh - CocraBbTe MpuUKa3bl MO JHUYHOMY COCTaBy O IpHEME Ha paboTy

JTOKYMCHTAIUIO B
COOTBETCTBHUH C
HOPMAaTUBHOH 0a30M,

uxoBy AnHy HuxonaeBny ¢ 15 urons 2013 roma Ha JOJIKHOCTH
IJIaBHOTO OyXrajartepa. Y CTaHOBUTh MCIIBITATENIbHBINA CPOK.
- CocraBpTe pacHopsDKEHME II0 CTPOMTEIBHOMY KOONEPATUBY

UCIIOJIB3YS «3amyck» O HEeMpaBWJIBHOM HCIIOIb30BAaHUHM CTPOUTENIBHBIX OTXO/O0B.
nH(pOPMAaLOHHbIE Bo BBOgHOW 4YacTH yKaXuTe, YTO IpPH IpOBEpkKe padoThl CKIiaaa
TEXHOJIOTUH; MUJIOMAaTEePUaIOB YCTAaHOBIEHBI (PAaKThl OTHYCKa B KOTEJIBbHYIO AJIs
C)KMTaHUS OTXOJOB MNHWJIOMAarepuasloB JUIMHOM cBbime 20 cMm. B
3aKJIIOUUTEIBHOM  YacTH  NPEUIOKHUTE  3aBEAYIOIIEMY  CKJIaJ0M
OpraHu30BaTh PadoTy MO PeaTH3aMH OTX0JI0B YACTHBIM JIMIAM.
OCYIIECTBIISATh 1. B kaxoit mporpamme MicrosoftOffice mmeercst aBromaTuyeckoe
aBTOMATH3AIIHIO BEJICHHE JXypHaa?

00pabOTKH JOKYMEHTOB;

1) Office Art

2) OfficeAssistent

3) Office Binder

4) Schedule+

5) Outlook

2. B kakoil TEXHOJIOTHH
ucnosb3yercs 361k SGML?
1) cpeacTBa MmoArOTOBKH 3JIEKTPOHHBIX TOKYMEHTOB

2) TEXHOJIOTHH 00pabOTKU M300paKeHUI TOKYMEHTOB

3) cuCTEeMBI ONITHYECKOTO PACIIO3HABAHHSI CHMBOJIOB

4) MOJIHOTEKCTOBBIE Oa3bl TaHHBIX

5) cucTemMbl aBTOMATH3AIMHU JCIOBBIX IPOIIETYP

3. Kakoii 3 nmaketoB umeet o0muii uHTepdeic?

1) TEeKCTOBBIC MPOLIECCOPHI

2) TaOJIMYHBIC TPOLIECCOPHI

3) MHTETPUPOBAHHBIC TAKETHI

4) SKCHEepPTHBIE CHCTEMBI

5) CASE- TexHoI0THH

4. Kakas omneparust B Word oTHOCHUTCA K oniepaiinu GopMaTUPOBaHUs?
1) ynanenue

2) BbIpaBHHUBAaHUE TEKCTA

3) mepemMernicHue

4) xonupoBaHue

5) BCe MEPEYNCIICHHBIC BHIIIE ONEepaIuu

5. HazoBute »sneMeHT QopmaTupoBaHus, KOTOPBIA 3aBepIIACTCS
HaxxkarueM kinaBum ENTER

1) crpanuna

2) pazmen

3) ab3arg

4) cuMBOIN

5) ero HeT B MepeyuHe

aBTOMATHU3AlMK  JTOKYMEHTOO0OpOTa

YHUPUIIUPOBATH
CHUCTEMBI
JIOKYMEHTAIIH;

Bri6epute noaxoasmuii MeTo1 YHU(DHUKAIIAN:
1.Bame mucbMO ¢ TPOCKOON YCTAaHOBUTH CHUCTEMY CUTHAIIM3AINH
MapKH... OJIYYE€HO U 3aperucTpupoBaHo 3a Ne
PaGoThl OyAyT BBIOJHEHBI MOCJE MEPEUYHCICHUs] Ha HAlll PacUeTHBIN
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CUET ... B ... OTJIeJIECHUH MOCKOBCKOTO KOMMEPYECKOTro OaHKa... pyo.
Curnanuzanust OyzieT yCTaHOBJIEHA B IByXHEJIEIbHBINA CPOK C MOMEHTA
IIOCTYIUIEHHUS JIEHET Ha Halll CYeT.

Kommepueckuit qupektop

2. AHKETA

1. ®damuinus

2. ms
3.0tuecTBO
4.]Jlata poxxaeHus
5.006pa3oBanue
6.Kaxas nedarenpHoCTh 11 Bac npennoututenbHee (HyKHOE
MTOAYEPKHYTB):

TBOPYECKAsl UCIIOJHUTENIbCKAs

OpraHu3aTOpPCKasi MOCPEAHUYECKas

apyras
3.

. Pacnipenenenue ToBapoobopora
Paitonnl
Ha roCyJIapCTBEHHYIO TOPTOBJIIO HA YACTHYIO TOPTOBIIIO

4. Ha ocnoBanuu IlocranoBnenuss CoBera wMuHuUCTpoB P®D ot
20.01.2009 Ne 14
NPHUKa3bIBal:

oCyIIecTBIATh XpaHeHue | - ChopMynupyiTe 3arojoBKH Ji€d, KOTOpBIE COJEp)KaT ClEAYoIue
U TIOUCK IOKYMEHTOB; JOKYMEHTBI:

1) noxkymeHTbl (IUIaHbI, CHUCKH, JOKJAJbl, XapaKTEPUCTUKU
9KCIOHATOB), COCTaBJISIEMbIE IO BONPOCY MPOBEACHUS TEMaTHUYECKUX
BBICTABOK;

2) nuceMa, HalpaBisieMble B apXUBHBIE YUPEKICHHUS, IO BOIPOCY
KOMIUIEKTOBaHUsI ~ApxuBHOTO (oHma PO HaydyHO-TEXHUYECKOM
JOKyMEHTaIen (1 OTBEThl Ha HUX);

3) mucbMa, B KOTOPBIX OOCYXKTAOTCA TPOOJEMBbI OpraHU3AIIN
CEMMHApOB M COBELIaHUM 1O BOIpOCaM JIOKYMEHTHPOBaHHS
YIpaBIE€HYECKON JEeSITEIbHOCTH (M OTBETHI HAa HUX).

- Jlns ynoOGcerBa pa®oThl KaXKablil cnenuaiuct, padoratoumii B OO0
«Cdepay, 3aBoauT cebe Manku, KyAa B TEUEHHE OIPEeIEHHOIO
neprojia BKIIAJbIBAET COOTBETCTBYIOLIME NOKyMeHThl. Ha o0moxkkax
3anuchiBaeTcs GaMUIUS U MHULUANIBI UCTIOIHUTENS, a TaKXKe Te WIIH
VHBIE HAIIPaBJIEHUS €r0 JAeATEIbHOCTH, HAlpUMED:

HBanos I1.P.

W3roTtoBnenune 1 ycTaHOBKa PEKJIaMHbBIX IIIUTOB

Takum o0pa3zoM, B Mamke HaKaIlUIMBAIOTCS pa3iIMuYHble JIOKYMEHTHI,
KacarolllMecss pEeIIeHUs JaHHOTO BOMpOca: NHUChbMa-TNPEeaJIOKEHUS,
MICbMa-peKJIaMallii, OTBETHBIE NMHCbMa PA3JINYHBIX OpraHu3aluil U
MpeANpHUATHI, TOrOBOpHL, akThl U Jp. Koraa 1oKyMeHTOB CTaHOBUTCS
CJIIMIIKOM MHOTO, 3aBOJUTCS BTOpasl Malnka ¢ aHaJOTUYHOM 3aIllMChI0 Ha
00J105kKe ¢ T00aBIeHNEM ee HOMEpa, HalpuMep:

Heanos I1.P.

N3roroBneHne U ycTaHOBKA PEKJIAMHBIX IIUTOB. No2

B xoHue roma mamku C JOKYMEHTaMHU IIEPENAIOTCS CEKPETApIO,
KOTOpBIM MoMeIaeT ux B oOmuMii mkad, B OTAENEHUS, TJ€ XPaHATCS
JOKYMEHTBI OINpEAENEHHBIX crnennanuctoB. CocraB M KOJIMYECTBO
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JOKYMEHTOB B Ka)KJIOH MMarKe HUKEM HE YUUTBIBAIOTCS.

Kak MoxHO oxapakTepu3oBaTh CHCTEMY (OPMHUPOBAHHUS JEl H
orepatuBHOro xpaHenuss AokymeHToB B OOO «Cdepa»? Kakum
00pa3oM OHa J0JKHA OBITh OPTaHM30BaHa, YTOOBI MOXKHO OBLIO JIETKO
HaXOJIUTh HYXHBIE JOKYMEHTBI M HCKIIOUYUTH BO3MOXKHOCTH WX

norepu?
HCII0JIb30BATh Ompenenure  MOCIAEAOBATEIIBHOCTh  ONEpalid € BXOJSLIUMHU,
TEJICKOMMYHUKALIMOHHBIC | UCXOAAIIUMH ¥  BHYTPEHHUMH JIOKYMEHTaMHU B  JJIEKTPOHHOM
TEXHOJIOTHH B JIOKYMEHTO000pOTE.
ANEKTPOHHOM 1. CocTaBieHue npoekTa JOKyMEHTa.
JOKYMEHTO0000pOTe 2. BckpbITHE KOHBEPTOB U ITPOBEPKA BIOKEHUH.

3. Peructpanusi JOKyMEHTOB.

4. TIpoBepka MpaBUILHOCTH aJPECOBAHMUSL.

5. CoryiacoBaHue NMpoeKTa JOKyMEHTA.

6. PaccmoTpenune JOKyMEHTOB pYKOBOJIUTENEM (PE30ITIOLIHS).

7. llonnucanue pyKOBOJIUTEIIEM.

8. [loammBKa JOKyMEHTa B JEJIO.

9. [IpenBaputenbHOE pacCMOTPEHHE (COPTUPOBKA).

10.ITpoBepka nmpaBWIbHOCTH O)OPMIICHHUS TOKYMEHTA.
11.Ilepenaya JOKYMEHTOB PyKOBOJUTEIIO.

12.3anonHeHnE PErUCTPAIMOHHON KapTOUKH.

13.Ilepenada JOKYMEHTOB HCIIOJHUTEINIO.

14.0TnpaBka 10KyMEHTOB.

15.McrionHenne 10KyMEHTOB.

16.IIpocTaBieHne perucTpallmOHHOTO UHIEKCa Ha IOKYMEHTE.
17.KoHTpOIIb UCTIOTTHEHUS TOKYMEHTA.

18.0npenenenne CpoKOB XpaHEHUS JOKYMEHTOB.
19.IIpocTaBiieHne OTMETKH O MOCTYILJICHUH.

KomnuiekcHble BUbl KOHTPOJIS (1)1 IPOBEPKU HECKOJIBKMX YMEHUMN)

opopMIIATH
JOKYMEHTAIHIO B
COOTBETCTBUU C
HOPMaTHUBHOMN 6a3oii,
UCTIOIb3Ys
nH(pOpMaLIOHHbIE
TEXHOJIOTUH;
OCYILIECTBIISITh XPAHEHUE
U TIOUCK JIOKyMEHTOB;

WCTIOJb30BATh
TEJIEeKOMMYHUKAIIMOHHBI
€ TEXHOJIOTUHU B
ANEKTPOHHOM
JIOKYMEHTO000pOTE

1. Ilo npeanaraemoit cutyauuu oopMuUTe CIPaBKY.

3amecTuTeNb FeHEpaIbHOro AUpeKTopa Poccuilckoro TpaHCIOPTHOTO
areHTcTBa «MexayHaponaHbele nepeBo3km» A.M. IlerpoB 23 Hos0ps
TEKYIIEro rojia MOPYYMUSI IJUPEKTOPY JenapTaMeHTa CHaOXeHUS |
cobita arentcta K.II. JIyuko u rnmaBHOMy Oyxrantepy A.C. Boponer
MOATOTOBUTH K 1 SIHBapsl CIEIYIOIIEro ro/la CBEACHUS O KOJIMYECTBE U
HOMEHKJIaType o]ucHOM Mebenu, NMpUOOPEeTEeHHOM Ui yHpaBieHUs
areHTCTBa B IEPBOM IOIYTOJAUH TEKYyIlero rojaa. B nmopyyenun takxke
yKa3bplBaJOCh Ha HEOOXOJMMOCTh JaTh CBEICHHUS B CIPaBKe O
CTOMMOCTH MeOeH, a TaKKe HoMepa MOMEIIeHUH areHTCTBa, I7ie Oblia
ycTaHOBJIeHa NpuoOpereHHas Mebenb. CrpaBKy NpencTaBUTh K 26
MapTa TEKYyILEro roja B BUAE TaOJINLIbI.

CropaBka OblIa mHOANKMCAaHA TUPEKTOPOM JemapTameHTa 25 Mapra
TEKYILEro roja.

Ha cnpaBke nmetorcs Bu3za A.C. Boponer u orMeTka 00 HCIOJHHUTENE
nopyuenusi Mmeremkepe H.P. Ycose. K cnpaBke mpuinokeHsl: cyer-
(bakTypa 1 OrOBOp MOCTaBKH MeOenu caloHoM «I'paHajga» Ha CKiaj
areHTCTBa.

ITo kakMM pPEKBU3UTAM MOXHO B OynylleM HalWTH JaHHBIN JTOKYMEHT.
I'me Oyner ocymiecTBISTHCS XpaHEHUE CIPABKHU. 3aperucTpUpynTe
CIPaBKY B KaU€CTBE UCXOMSIIErO JOKYMEHTA.

2. Hcronp3ys mpeiyIoKeHHY0 CUTYAIH0, 0(hOpPMHUTE TIPHUKa3.
Jupekrop OO0 «Crpena», 3apeructpupoBadHoro B r. Teepp, B.M.
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KomapoB 13 okTs0psi Tekymiero roja u3gail MpUKa3 O MPOBEICHUH
WHBEHTapHU3allMM TOBAPHO-MAaTEPHAIBHBIX LIEHHOCTEH Ha CKjIazue
OobmectBa. MHBeHTapHu3anys MPOBOAMIACH B CBSI3U C 3aKIIOYCHHEM
norosopa ¢ ¢pupmoil «Jloructuka» 0 MOJHONH PEKOHCTPYKIMM CKIIAAa
TrOTOBOM MPOIYKIMH. IUPEKTOp pacopsIuics O CO3JaHUU KOMUCCUU
nox npezacenaresnsersoM 3amecturens aupexropa HO.M. Tokapesa ¢
yuactueM riaBHoro Oyxrantepa T.®. BoponkuHOil M HadanbHUKA
xo3stiictBeHHoro otaena B.C. [Jlanwnosa. upexktop mopyumsn k 20
OKTSOps. TNPENCTaBUTb HA YTBEP)KICHUE OTYETBl O COCTOSHUU
ckimanackoro yvera (Ha 1 okTa0Opst), 00 ocTarkax TOBapHO-
MaTepualbHBIX IIEHHOCTEH (10 cocTostHuio Ha 10 OKTAOPS) U TOTOBOM
MPOAYKIHH (110 COCTOSIHUIO Ha 15 OKTAODSI).

[IpoekT nmpukasza ObLT 3aBU3HPOBAH KOMMEpUYECKHM IupekTopoM A.1O.
HuxonaeBsiM 1 topuctom O6miecta 1.P. PomanioBpsim.

[lo kakuM peKBU3UTAaM MOKHO B OyIyllleM HalTH JaHHBIM JOKYMEHT.
I'me Oyzmer oOCyIIECTBIIATBCS XpaHEHUE INpUKa3. 3aperucTpupyiire
MIPUKa3 B KAUYECTBE BXOSAIIETO JOKYMEHTA.

3. Hcnonb3ys curyanuio, ohopMuUTE MOTHBINA TPOTOKOI.

3A0 «I'pana» (Mocksa) 15 mapta 2005 r. mpoBeso 3acenanue Cosera
JUPEKTOPOB, Ha KOTOPOM IPUCYTCTBOBAIM cieayromue nuua: M.IL
[Tonos, .. UBanos, C.I'. Cunopos, M.B. YcrunoBa, M.A. Ceprees.
Ha 3acenanme BbHOCHICS BONpPOC 00 ONpPENEICHUHM PHIHOYHON
CTOMMOCTH pPa3MelLIaeMbIX OOLIECTBOM JONOJIHMUTENbHBIX akuuid. Ilo
naHHoMy Bompocy 3aciaymanu M.A. CepreeBa, KOTOPbIH HPeIOKII
OIPENIeJIUTh PHIHOYHYIO CTOMMOCTh pa3MellaeMbIX OOLIECTBOM aKLUN
B pasmepe 10 000 (mecartu Teicau) pyO. 3a akuMio. 3acenaHue
IIOCTAaHOBUJIO YTBepAUTh npemyiokeHne M.A. CepreeBa, Tak Kak IpHU
rojocoBaHuu «3A» OBLJIO OTJAHO MATh T'OJOCOB, IPOTr0JI0COBABIIMX
«[TPOTUB» u «BO3AEP)KABIINXCS» ne Obu10. Pemenue npunsto
eauHornacHo. 3acenanue Ben npexacenarens H.IL.  Ilankparos.
IIporokoin noarorosieH I1.1. IlerpoBeiM.

[To xakuM peKBU3UTAaM MOKHO B OyayIlleM HaWTH JaHHBIN JTOKYMEHT.
I'me OynmeTr ocymiecTBIATbCA XpaHEHHWE MPOTOKOJA. 3aperucTpupyiire
IIPOTOKOJI B KAYECTBE BHYTPEHHETO TOKYMEHTA.

3.2.2. Kpurtepuu oueHKH 00pa30BaTeIbHBIX Pe3yJbTATOB
1. Illkana OIeHKH YCTHBIX OTBETOB
KadecTBenHasi oieHKa
Kpurtepuu o0pa3oBaTebHbIX Pe3yJIbTATOB.

0aJ11 (0TMETKA)

BepOaJbLHBII aHAJOT

Tema packpbiTa B TOTHOM 00bEeMe, BHICKa3bIBAHUS
CBSI3HBIE W JIOTHYHBIC, MCIOJIb30BAHA HAy4HAsI
JIEKCHUKA, TPUBEACHBI IPUMEPBI, CACIAHBI BEIBOBI.
OTBeTHI Ha BOMPOCHI JaHBI B TTIOJITHOM 00bEME WITH
BOIPOCHI OTCYTCTBYIOT.

OTJIMYHO

Tema packppiTa He B TIIOJIHOM 00beMe,
BBICKA3bIBaHUSI B OCHOBHOM CBSI3HBIE€ U JIOTHYHBIE,
UCMOJIb30BaHA Hay4Has JIEKCHKA, IPUBEICHBI
MIPUMEPHI, CAEaHbl BHIBOJIBI.

OTBeThl Ha BONPOCHI CUTHAIU3UPYIOT O HAIUYHH
po0JIeMbl B TOHUMAHUH TEMBI.

XOpOLIO
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Tema packpbiTa HEAOCTATOYHO, BBICKA3bIBAHUA
HECBA3HBIC U HCIIOTUYHBIC.
Haqua;I JICKCHKAa HC HCII0JIb30BaHa, MPHUMEPLI HC

3 yIIOBJIETBOPUTEIHHO
MIPUBENICHBI, BHIBOJIBI OTCYTCTBYIOT.
OTBeTHl Ha BOIIPOCHI B 3HAYUTECIHLHONM CTEIICHU
3aBHCST OT MOMOIIM CO CTOPOHBI MPEIOoaBaTessl.
Tema He packpeita. Jloruka H37I0XKEHUS,
IpPUMEpBI, BBIBOJABI U OTBETHl Ha BOIPOCHI 2 HEYJIOBJIETBOPUTEIHHO

OTCYTCTBYIOT.

2. llIkana oLEHKU B COOTBETCTBUU C ATATOHOM

Kpurepun

KauecTBeHHas oneHka
00pa3oBaTeIbHbIX Pe3yJIbTATOB.

0aJ1 (0TMETKA)

BepOaJIbHBIH aHAJIOT

33,[[3‘{& peuicHa B COOTBETCTBUU C 3TAJIOHOM.

5 OTJIMYHO
B 3anaue nomyiieH ojuH - 1Ba He04YeTa U (MITH)
0JlHa olIMOKa 4 XOpOILIO
B 3agaue nomyiieHo HECKOJIBKO HEAOUYETOB U JBE
OIHUOKHU 3 YIOBJIETBOPUTEIHHO
B 3amaye nmomymieHO HECKOJIBKO HEIOYETOB H
Oernee IByX OMIMOOK 2 HEYIOBJIETBOPUTEIHHO
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