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1 IIEJTA OCBOEHMS YUYEBHOM JUCIUILINHBI

[lenpto ocBOeHMs Y4eOHOM MUCHHUIUIMHBI SIBISIOTCS: CHOPMUPOBATH Yy CIlylIaTeNeit
MMpeaACTAaBJICHUEC O POJIM JOKYMCHTHUPOBAHUA B praBHeH‘-IeCKOﬁ ACATCIIBHOCTH,; PACKPBITE CYTh €TO
OCHOBHBIX (hopM 1 MeTO/10B 3D (HEKTHBHOTO YIPaBiIcHHUs, CHOPMHUPOBATH MPAKTUUCCKUE HABBIKU T10
odopmitenuto yuebHoro marepuana B coorercteunr ¢ CTO HTU HUAY MUDU.

2 MECTO YUYEBHOU JJUCIUILJIMHBI B CTPYKTYPE OOII BO

B
Hanpasienuto noaroroBkd 09.03.01 Mudopmatuka W BBUMCIHTENbHAS TeXHUKa (mpoduiab —

cootBercTBUU ¢ (OOpa3oBaTeNbHONl MPOrpaMMOil MOATOTOBKM OakajlaBpoB IO

"ABTOMAaTU3UPOBAHHBIE CHUCTEMbI 00pabOTKM HH(OpMALUK | yrpaBieHus") IaHHas ydeOHas

JUCIUILTAHA OTHOCHTCS K 001enpoheCCHOHATFHOMY MOTYJTI0 0a30BOW YaCTH.
W3yueHne MUCHUILTUHBI HEOOXOAUMO ISl YCIICHIHOTO OCBOCHHS CIEAYIOIIUX JAUCIUTLINH:

MEXHUKO-3KOHOMUYeCcKoe

obocHosaHue npoeKmoe.

3 ®OPMUPYEMBIE KOMIIETEHLIHWU U INTAHUPYEMBIE PE3YJIbTATbBI

OBYYEHUA

Yuusepcanpsubie (YK) komnerenuuu

Kox v HanmenoBanue

KOMIIETeHIIH U
YK-4 Cnocoben
OCYIIECTBIISATh
JIEJIOBYIO
KOMMYHUKAITHIO B
YCTHOM U MUCBMEHHOMN
dopmax Ha
roCyJapCTBEHHOM
a3bIke Poccuiickon
denepauyu u
MHOCTPaHHOM(BIX)
A3bIKe(ax)

Koa n HauMeHoOBaHUe HHAUKATOPA JTOCTHKEHHUSI KOMIIETEHIIHU

3-YK-4 3naTh: NpUHIUIIBI IOCTPOCHUS YCTHOTO U TUCBMEHHOIO
BBICKA3bIBaHUS HA PYCCKOM U MHOCTPAHHOM $SI3bIKax; MpaBUiia U
3aKOHOMEPHOCTH JI€JI0BOM YCTHOW U MUCbMEHHON KOMMYHUKALIUH
V-VK-4 YMmeTh: NpuMeHATh Ha MPAKTHUKE JEIO0BYI0 KOMMYHHUKAIIUIO B
YCTHOW M MMCbMEHHOM (opMax, METOAbI M HaBBIKH JIEIOBOTO OOIEHUS
Ha PYCCKOM U MHOCTPAHHOM $I3bIKAaX; METOJUKOM COCTABIIEHUS CYKICHUS
B MEXJIMYHOCTHOM JIEJIOBOM OOILIIEHUH Ha PYCCKOM U MHOCTPAHHOM
sI3BIKaX

B-YK-4 Bnaners: HaBbIKaMH UTEHHS U IIEPEBOJIa TEKCTOB HA
MHOCTPAHHOM $I3bIKE B MTPO(ecCHOHATIEHOM OOIIEHNH; HaBbIKaMU
JIeJTOBBIX KOMMYHHKAIIMH B YCTHON M MHCbMEHHOH popMe Ha pycCKOM U
MHOCTPAHHBIX SI3bIKaX; METOJIUKON COCTABIICHUS CY)K/ICHUS B
MEXJIMYHOCTHOM JIEJIOBOM OOILIIEHUH Ha PYCCKOM U MHOCTPAaHHOM SI3bIKax

4 BOCIIMTATEJIbHBIA MOTEHIUAJ IUCIHUTLIIMHBI
[lenu u 3a1a4M BOCIIMTaHUS, BOCIIUTATENIbHBINA MOTCHIIMA JUCLIUILINH

Hampasnenus/menu  3amaum BocnuTaHus (KOM) BocnutarenbHblil NOTEHIIMAT AUCUUTLIAH
BOCITUTAHUS

[Ipodeccuonanpaoe = B14 ®opmupoBanue (hopmMupoBaHNE HABBIKOB CHCTEMHOTO

U TPYJOBOE rI1yOOKOTO MTOHUMaHUS BUJICHUS POJIA U 3HAYMMOCTHU BBIOPaHHOMN
BOCIIUTaHHE COIMAIBHON poJiu Tipodeccuu, = mpodeccuu B CONMMATBHO-DKOHOMHUYECKUX

MO3UTHBHON M aKTHBHOM
YCTAHOBKH Ha [IEHHOCTH
n30paHHON CHENHATbHOCTH,
OTBETCTBEHHOI'O OTHOIIIEHUS K
npodeccnoHabHOM
JEATEIIbHOCTH, TPYILY

OTHONICHUSX Yepe3 KOHTEKCTHOE
oOydeHue




5 CTPYKTYPA M COJAEP)KAHUE YYEBHOM JJUCHUILIAHBI

5.1 CTpykTypa yueOHOH THCHHIINHBI

OO01mmast Tpy10eMKOCTh TUCHUIUIHHBI COCTABISIeT 3 3a4eTHBIX equHuIl, 108 yaca.

Paznen Bunbt yaeOHON AeSITETFHOCTH, BKITIOYAs DopMbI
yueOHOW AUCHUIIIHHBL CaMOCTOSITETIbHYIO paboTy CTYJCHTOB U TEKYILEro
TPYAOEMKOCTH (B Yacax) KOHTpOJIA
JeKIUM | MpaKTH- nabopa- | caMoCTO- | YCIIEBa€MOCTH
YECKHNEC TOPHBIC ATCIIbHAA
paboTsl paboThI pabora
1 Pazpnes «Cucrembl 8 ) 50
AOKYMEHTALUMN
Tema 1 CoctaB peKBU3NUTOB U 5 2 i 10 P1
rpaBuiia MX opoOpMIICHUS
Tema 2 CocraB u opopmieHue
OpraHHU3alMOHHO-
pacnopsaIuTeIbHON
JNOKyMEHTaluu 5 2 i 10
(opraHu3anMoOHHO-TIPABOBAS; I1P 2-4
pacrnopsiiuTeNnbHas,
CIPaBOYHO-
nH(GOPMAITMOHHAS)
Tema 3 CocraB u opopmieHue
JIOTOBOPHO-TIPaBOBOM 2 2 - 10 P 5
JOKYMEHTalHus
Tema 4 CocraB u opopmieHue
JOKYMEHTOB TIO } 1 1 i 10
BHEIIHEAKOHOMHUYECKOU [P 6
JeSITENbHOCTH
Tema 5 CocrtaB u opopmieHue
MIPETEeH3MOHHO-CKOBOMN 1 1 - 10 P 7
JOKYMEHTalluu
2 Pazpnen
«/loxkymeHnTo060poT Ha 2 - 12
npeAnpUsITHI
Tema 6 J{okyMeHTOOOOPOT Ha 5 2 i 12
MIPEITPUATHN I1P 8-9
3 Paznen «Odopmiienune
yueoHbIX padot mo CTO - 16 10
HI'THU-2-2007»
Tema 7 OcHOBHBIE ITpaBHIIA
odopmITeHHS YacTei ) ) 16 10 P 1-4
TEKCTOBBIX Y4eOHBIX paboT 1Mo
CTO HI'TU-2-2007
Hroro 10 10 16 72

O6o3nauenus: [1P — npaktudeckas padora, JIP — maboparopHas paborta.




5.2 Conep:xanue y4eOHOM IUCHUIITHHBI

5.2.1 JlekunoHHBbIE 3aHATHA

o Tembl TEKIIMOHHBIX 3aHATHI
=
3
=
JI1 BBognas.
[ToHATHE TOKYMEHT, CUCTEMA IOKYMEHTALIUH, BHJIbI CUCTEM JIOKYMEHTAIIHUH.
Bunsl n kiaccuduxanusa 10kyMeHToB. [1o/UIMHHUK, KOUs, BUJIbl KOIHA,
nyOnuKar,
BBINHCKA.
OcHOBHbIE BUIbI YIIPaBICHYECKUX TOKYMEHTOB.
J12 bnank, Buas! 6mankoB. PexBusut. CriocoObl pacnoioKeHus: peKBU3UTOB. THUITOBOI
dbopMynsap-oOpaser T0KyMeHTa.
JI3- | CocraB pekBu3uTOB U npasmia ux opopmitenus mo 'OCT P 6.30-2003.
JI5
JI6- | Ha3znauenue u npaBuia opOpPMIICHHS OCHOBHBIX YIIPABICHYECKUX IOKYyMEHTOB
JI8
JI9 JIoKyMEeHTOOO0POT Ha NPEANPUATHH.
[lonsiTue, BUabL, 3HaYEHHE, TOTOKU JOKYMEHTOO0O0pOTA.

5.2.2 IlpakTHYecKue 3aHATHS U JadopaTopHbIe padoThl

KonnuectBo Mepornpusrue no
4acoB Tema npakTUYECKOTO 3aHATUS TEKYILEMY KOHTPOJIIO
3HAHUU
TectupoBanue no reme «Cocras 1 npasuiia 0hOpPMIICHUS IIpl
1 ygac. PEKBU3HUTOB YIPABICHUYECKUX TOKYMEHTOB.
CocraBnenue, odopmiuenue OPJl (aBroOuorpadus, [Ip2 —TIp4
7 Jac. 3asiBJICHUE, XapaKTEePUCTHUKA U T.J.)
TectupoBanue o Teme «CoctaB u mpaBuia 0hOPMIICHUS IIpS5 — 1Ip7
1 vac. OpraHU3alMOHHO-PACTIOPSAUTENBHON TOKYMEHTAIIUN
TectupoBanne mno TeMe  «JlOKyMEHTOOOOpPOT [p8, I1p9
1 yac. PEATPUSITHI
16 gac. OcHoBHbIE TIpaBuiIa 0OPMIICHUS YacTell TEKCTOBBIX YYeOHBIX JIP 1-4

pa6ot no CTO HI'THU-2-2007




5.2.3 CamocTosiTesibHAsA padoTa 00yYaroUXCs

CamocrosTenpHas paboTa CTyAeHTa MO0 Y4eOHOW JAUCHUILUIMHE perIaMEeHTHPYEeTCs
«ITonoxxenrem 00 opraHU3aIMK CAMOCTOSATEILHOW paboThl cTynenToB B HTY HUAY MUDN».
ConepxaHue caMOCTOSATENbHON PabOTHI CTYAEHTOB:

Ne Bunbl camocTosATensHON pabOThI KomngecTBo yacos
1 IToBTOpEHME MPONAEHHOIO MaTEpHUAIIa, U3YICHUE 36
JIOTIOJTHUTEILHOTO MaTepHalia 1o TeMaMm JICKITUN
3 [TonroroBka K 1a00paTopHBIM paboTam 36
HUTOI'O yacos 72

6 OBPA3OBATEJIBHBIE TEXHOJIOI'MHU

PGKOMGHI[aIlI/II/I JJIsL npenoaaBaTeisd 110 HCIIOJIB30BaHUIO I/IH(l)OpMaIII/IOHHO-

o0pa3oBaTeNbHBIX TEXHOJOTMM conepxarca B «llojoxeHun o0 opraHuM3alMOHHBIX (opmax u
TexHoJorusx oopazoarenbHoro npouecca B8 HTU HUAY MUONU».
IIpu peanuzanuu NOpPOrpaMMbl JUCHMILIMHBI HCHOJB3YIOTCS pa3jinyHble 00pa3oBaTelIbHbIC
TEXHOJIOTUU. AYIWTOpPHBIE 3aHATHS NPOBOAITCA B (opMme JeKUUH, NPaKTUYECKUX 3aHATHM,
na0opaTopHbIX pPaboOT. [ KOHTpOJS YCBOEHHUS CTyAEHTaMM DAa3/eloB JAHHOW JIMCLUIUIMHBI
IMPUMCHATIOTCA TECTOBBIC TCXHOJIOTUH.

Jlig noBBILIEHWS YPOBHSA 3HAaHUM CTYIEHTOB B TEYEHHME CEMECTpa OPraHU3yKTCS

KOHCYJIbTallul, BO BPEMA KOTOPBIX:

- IPOBOJUTCS 0OBACHEHNE HETTOHATHBIX JJIsl CTYICHTOB Pa3/IeJIoB TEOPETHUECKOTO Kypca;

- IPUHAMAIOTCS 3a/I0JKEHHOCTH U T.JI.

Peannzanus KOMIETEHTHOCTHOTO MOJXO0/1a MPeyCMaTpUBaET IUPOKOE UCIIOIb30BaHUE B yUeOHOM
MIPOLIECCE aKTUBHBIX U MHTEPAKTHUBHBIX (DOPM MpOBENEHHUS 3aHATHH, MPEANONaralouX aKTHBHYIO
00paTHYIO CBS3b MEX/Y MPEIOoJIaBaTeeM U CTYICHTaMH.

B mpouecce wu3ydeHHs IUCHUIUIMHBI HCIOJIB3YIOTCS HHTEPAKTUBHbIE (OpMBI OOy4YeHUS TpU
MIPOBEACHUH MPAKTUYECCKUX 3aHATHUMN.

7 ®OHJ OHEHOYHbBIX CPEACTB

@OoHA OLEHOYHBIX CPEJICTB MO JUCHHUIUIMHE o0ecreyuBaeT IpPOBEPKY OCBOEHUS
IUTAHUPYEMBIX pPE3yJIbTaToB oOOy4YeHUs (KOMIETEHIMM U HX HWHAUKATOPOB) IOCPEICTBOM
MEpPONPUATHIA PyOEKHOTO U MPOMEKYTOUHOTO KOHTPOJIS O JUCLUIUINHE.

B nensx nossimeHust 3PEKTUBHOCTU IMpoliecca 00y4eHUs CTYAEHTOB U CTUMYJIUPOBAHUS
UX CaMOCTOSATENIbHOM pPabOThl B TEUEHHE CEMECTpa HCIOJb3YETCS CHCTEMa KOHTPOJS TEeKyIleH
YCIIEBAEMOCTH, BKIIFOYAOLIAs:

- BBINOJIHEHUE KOHTPOJIBHBIX TECTOB (IPOBEpKa YPOBHS TEOPETUYECKOIO YCBOCHHUS
paszienoB Kypca);

- BBIIIOJTHEHHE MPAKTHUECKUX paboT Mo 0(OPMIICHHIO OPraHU3allMOHHO-PACTIOPIUTEIbHON
JNOKYMEHTAUN

- BBINOJIHEHHE J1a00paTOpHBIX paboT (MpoBepka MPAKTUUYECKUX HABBIKOB CTYJEHTa IO
odopMIIeHHIO TEKCTOBBIX Yactert cormmacao CTO HTU).

OneHouHble MaTepHaibl U3 GOHIA OLIEHOUHBIX cpelcTB npenctasieHs B [IPUJIOXXEHUU A.




Cs3p MexIy (HOPMUPYEMBIMH KOMIIETEHIMSIMA U (OpMaMU KOHTPOJIS HMX OCBOCHHS
MIpECTaBJICHA B TAOIUIIES

11\/?1 HaumenoBanue ATtrecranus MaxkcuManbHBIN OaT
1 CocraB u npaBuiia 0popMIICHHUS Ipl
PEKBU3UTOB yIIPaBICHUECKUX )
JIOKYMEHTOB
2 | CocraBnenue, opopmierue OPJ] [1p2 — Ip4 15
3 CocraB u npaBuiia 0pOpMIICHUS [Tp5 —IIp7
OpraHH3aLIOHHO- 15
pacnopsiAuTeIbHON
JIOKYMEHTAIu!
4 | JIokyMEHTOOOOpOT Ha [Ip8, I1p9 10
PEIIPUITHH
5 OcHOBHBIE MpaBuiIa 0POPMIICHUS JIP 14
YacTel TEKCTOBBIX yueOHBIX paboT 15
o CTO HI'TU-2-2007
6 | 3auer TecroBoe 3aanue 40
Komnerenmus Nupukaropel Tekymuii KOHTPOJIb U aTTECTalUs pa3aeioB
OCBOCHHSI (bopma, Henens)
VK-4 3-YK-4 [Ipl — 2 ven
Y-VK-4 [Ip2 —IIp4 — 3 Hen
B-VK-4 [Ip5 —Ip7 —4 uen
[Ip8, I1p9 - 5 Hexn
JIP 1-4 — 6-10 Hen

CpenctBa TeKyIIero KOHTPOJII M IPOMEXKYTOYHOM aTTecTaluu 0 JAUCLUIUIMHE
npencrasieHsl B @OC. [Ilkana kak10ro KOHTPOJIBHOTO MEPOIPUATHS JIEKHUT B npeaenax or 0 mo
YCTaHOBJIEHHOTO MaKCHMaJIbHOTO Oajula BKIIOYMTENbHO. MTOromasi aTTecranus MO AUCHUIUIMHE
ouenuBaercs no 100-0aniabHOM IIKajne M TMpeAcTaBiseT coO0Oi cymMMy OamioB, 3apaOOTaHHBIX
CTYJEHTOM NPHU BBINOJIHEHUH KOHTPOJIbHBIX Meponpustuil. [lomyueHHble Oauibl nepeBoasircs B 5-
0aJUIbHYIO CUCTEMY IO CIIeYIOIEeH MIKaie:

Cymma Onenka
Orrerka 1o 5 6anbHOI MIKalle 3auer 0aJlIoB 110 (ECTS) I'papanus
JUCITUTUTAHE
5 (0TIMYHO) 90-100 A OTiinyHO
85-89 B OueHp XOpoIIo
4 (xoporio) 3auTeno 75-84 C Xopo1io
70-74 D Y 10BIETBOPUTEIIBHO
3 (YIOBIIETBOPUTEIHHO) 65-69
60-64 E ITocpencTBeHHO
He Hwuxe 60 F HeynosnerBopurenbHoO
2 (HeyIOBIIETBOPUTEIIHHO)
3a4TEHO




8 YYEBHO-METOJUYECKOE U UHOPOPMALIMOHHOE OBECHEYEHUE YUYEBHOI1
TACHATITAHBI

8.1 IlepeueHb JaUTEPATYPHI, HEOOXOIUMOM /1JI OCBOEHHS TN CIUTIIHHBI

1. Jloponmna, JI. A. Opranuzanus ¥ TEXHOJIOTHS JOKYMEHTAIIHOHHOTO 00eCIIeueHuUs
yIIpaBJIeHU | YUeOHUK U MpakTUKyM uist By30B / JI. A. Jloponuna, B. C. UputukoBa. —
Mocksa : U3aarensctBo IOpaiit, 2022. — 233 ¢. — (Bsiciiee o6pa3zoBanue). — ISBN 978-
5-534-04568-0. — Texct : anexkTpoHHsIii / OOpa3oBarenpHas miatdopma FOpaiit [caiiT].
— URL.: https://urait.ru/bcode/489555

2. Kyznenos, U. H. JlokymeHTamonHoe obecredeHne yrnpapieHus. JJokyMeHTO000pOT U
JIEJIONPOU3BOICTBO : y4EOHUK U MpakTukyM ais By3oB / U. H. Ky3unenos. — 3-e usn.,
nepepad. u gon. — Mocksa : M3parensctBo HOpaiit, 2022. — 461 c. — (Brsicmiee
obpazoBanue). — ISBN 978-5-534-04275-7. — Texkcr : anextponHslii / O6pa3oBarenbHas
wiatdopma IOpaiir [caiit]. — URL: https://urait.ru/bcode/488697

8.2 Ilepeuyenbp pecypcoB HHPOPMANMOHHO-KOMMYHUKANIMOHHON ceTn «UHTepHETY,
HEe00X0AUMBIX /IJIS OCBOEHUSI TN CUMILJIMHbBI

HaumMenoBanue pecypca DIJIEKTPOHHBIN aJipec pecypca
1) Odunmansasiii caiit HTU HUSAY MUOU http:// nti.mephi.ru
2) OBC FOPAUT https://urait.ru/

9 MATEPHAJIBHO-TEXHUYECKOE OBECIIEYEHUE YYEFHOM JUCIATLIAHBI

VYuebHas qucuniuinHa odecreueHa yueOHO-METOJMUECKOM TOKYMEHTalue 1 MaTepraaaMu.
E€ coneprkaHue mpeicTaBiIeHO B JIOKAJbHOW CeTH y4eOHOro 3aBEJeHMsS M HAXOJUTCA B peXHUMeE
CBOOOJHOIrO JOCTyNHa Uil CTYAEHTOB. J[OCTyH CTyIEHTOB Sl CaMOCTOSITEIbHOM IOATOTOBKH
OCYILECTBISICTCA Yepe3 KOMIbIOTEpbl OMOIMOTEKM M KOMIbIOTepHbIX kiaccoB HTU HUAY
MU®DN.

MaTepI/IaJ'ILHO'TeXHI/I‘leCKOC obecneucHue AYJAUTOPHBIX 3aHATHH;

1) KOMIUIEKT 3JIEKTPOHHBIX Mpe3eHTalni/Cai10B,
2) ayaAMTOpUs, OCHAIllEHHas TMPEe3EeHTAlMOHHOM TEXHHUKOH (TPOEKTOp, 3KpaH,
KOMIIBIOTED),

3) KOMITBIOTEPHBIN KJIacc AJIs MpOBeIeHHs Ja00paTOPHBIX PadoT.

10 YYEBHO-METOJANYECKHUE PEKOMEHJALUU JJISI CTYJAEHTOB U
IPENIOJABATEJIEN

BBoaHas gacTth

Ilens maHHOW MUCHUIIMHBI — JaTh YYallUMCS KJIIOYEBBIE TPEICTaBICHUS 00 OCHOBax
JTOKYMEHTAIMOHHOTO O0ECTIEYeHUS yIPABICHUYECKON IeATETbHOCTH.

OCHOBHOH ymop Ha JEKIHIX HEOOX0IUMO JeIaTh Ha TOHMMaHUE W3JIaraeMoro MaTrepuaia u
YMEHHUSI €r0 MCIIOJIb30BaHUs MPU MOATOTOBKE [JIsI CAAYM 3a4eTa, K MPAKTUYECKUM 3aHSATHUAM,
1abopaToOpHBIM paboTaM U TIPU BHITIOTHEHHH CAMOCTOSTEIBHBIX PaboT.

W3ydyeHne y4eOHOW AMCHUIUIMHBI BKJIIOYAET: TMIOJYyYCHHE TMPAKTUYECKHX HABBIKOB
odopmIleHHUs yIIpaBICHUYECKON TOKYMEHTAIIUH.



http://nsti.ru/
https://urait.ru/bcode/490332/p.32-42

Jns ocBoeHUs y4eOHOHM AMCIMIUIMHBI CHEIHATBHBIX OOPa30BaTENbHBIX TEXHOJOTHH HE
TpeOyercs. JlekumoHHass wYacTh Kypca o0OecreunBaeT MOJyYeHHe HeOoOXOIUMbIX 3HAHUM;
MPAKTUYECKHE 3aHATHUSA TOCBSIICHBI PEHICHUIO KOHKPETHBIX Y4eOHBIX 33134, Ha JabOpaTOPHBIX
paboTax 3aKpeIuUIIOTCS MOJYYEHHBIE 3HAHUS M yMEHHUS TIOCPEACTBOM  HCIOJIb30BAHUS
KOMIIBIOTEPHBIX CPEACTB OOPMIICHHS TOKYMEHTALIH.

MeTtoauueckue yKa3aHus K JEKIUIM, TPAKTUYECKUM 3aHITUSIM U J1a00paTOpHBIM paboTam.

[IpenonaBarenssM Ha KaXIOW JIEKUMH PEKOMEHAYETCSI OYEHb KpAaTKO IOBTOPATH
MPOMICHHBI MaTepuan npeapaymux jdekuui. [Ipu sTom ciemyeT ocTaHaBIMBATHCA Ha CIOMKHBIX
JUTsl TOHUMAaHUS CTYJIEHTaMU KJIFOYEBBIX AJIEMEHTaX JUCUUILTUHBIL.

CrynenTam nepen TeKylIeH JieKIue (3apaHee) peKOMEHAYETCS OYE€Hb KPAaTKO MOBTOPSTh
MPOMJECHHBIA MaTepHall MPEabIAYINX JeKIui. [Ipu 3TOM cienyer cocpeaoTOUUTh CBOE BHUMAHUE
Ha CJIOKHBIX JIJISl TOHUMAaHUS KJIFOUEBBIX 3JIEMEHTAX JUCIUTIINHBL.

OCHOBHOM yHOp Ha H3Yy4aeMbIX JIEKIUSIX HEOOXOAMMO JellaTh MMEHHO Ha MOHHMMAaHUE
MIPEACTABICHHOI0 MaTepuaia U Ha yMEHHE €ro HMCIOJIb30BaTh IPU BBINOJHEHUU IPAKTUYECKUX
KOHTPOJBbHBIX padoT.

N3yueHnue Tekyliero mMarepuana pPeKOMEHIYeTCsl MPOBOAMTH, OMHUPAsICh HA CIEAYIOLIUE
nocobwus [1, 2].

B pamkax aMCHMIUIMHBI TNPETyCMOTPEHO TMPOBEACHUE MPAKTHUECKUX 3aHIATHH U
1abopaToOpHBIX padoOT, HA KOTOPBIX ydYalIuecs JODKHBI, UCTIONB3YS MPEICTAaBICHHBIN Ha JICKIUSIX
MaTepua, 3aKperuTh 3HAHUS 110 M3y4aeMol nucruiummae. [IpakTuka mokasana, 9To ClienyeT ObITh
TOTOBBIM 3apaHee K pa3IMYHbIM [IPUEMaM BOBJICUEHHUS CTYACHTOB B TBOPUECKUH MTPOLIECC OCBOEHUS
y4yeOHOro MaTepuana.
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INPHUJIOKEHUE A. OHEHOYHBIE MATEPHUAJIBI ®OHJA OHEHOYHBIX CPEACTB

Tect «PeKBU3UTED)

1) PekBU3uT 1OKyMEHTA — 3TO:
a) ero OTAEJbHBIN HJICMEHT;
0) 4acTh cy)eOHOro MUChMa;
B) (DMpMEHHBIN OJIaHK.

2) «Jlenonpou3BOACTBOY - ATO:
a) CUCTEM XpaHEHMsI JOKYMEHTOB;
0) cocTaBieHHEe JOKYMEHTOB;
B) IOKyMEHTHPOBAHUE U OPTaHU3aLUs pabOTHI C JOKYMEHTaMHU.

3) B xakom cirydae mpaBuIbHO 0(OPMIIEH PEKBU3HT «Aapecary:

a) Jupextopy OO0 «/luzaitn-A» 6) dAupexropy HILJI

B.A. Jlarynunoi PycakoBy MBany ®enopoBuuy
B) 301265, Tynbckas o6u1., r) E.W. Kyx

rto Jlunku, KupeeBckuii p-H, yi. YUypuHna, 1.14, k8.1,

yi. Cagosas, 1. 5, kB. 12 r. HoBoypaibck,

O6paszuoBy O.I1. CeepmiioBckas 0011., 624130

4) Kakum ob6pazoMm odopmiseTcss peKBU3UT «ApecaT» B ciydyae, €Ccld JOKYMEHT aJpecyercs
¢uznueckomy smiy? [lpuBenure npumep.

5) Kakum oOpazom odopmisieTcs peKBU3UT «AzapecaT» B Cilydae, €CIHM JOKYMEHT aJpecyercs
KOHKPETHOMY JOJDKHOCTHOMY nuily? IlpuBeaurte npumep.

6) Kakum oOpasom odopmiisieTcss peKBU3HUT «Ajpecar» B cllydae, €ClIM JAOKYMEHT aapecyercs
opranusanuu B uenom? [lpusenure npumep.

7) Ilpu agpecoBaHnr 4acCTHOMY (PM3UIECKOMY JIMILY HHUIHAIIBI YKAa3bIBAIOT:
a) nepex pamunuei;

0) mocie GpamMuInu.

8) B xakoM ciydae nmpaBmiibHO oopmiieH pekBu3uT «lloanucey:

a) Pexrop lTuenoe II.M. ITmenos

0) dupekTtop mrkonbr Ne 432 Cnuyvina Crunpina @ 1.

B) ['aBHBIN Oyxrantep Bepeexuna Bepeskuna C.A.
Hupextop MI'Y Boponos Boponos I1.B.

r) dupextop mkonsr Ne 45 nOONUCH I0.I". lemunoB
Hupekrop mkossl Ne 56 HOONUCD M.J. PriGkuna

1) Jupextop mkoist Ne 31 Hupexrop mkomnsl Ne 87

SAmuk AA. Kmypkuna O.I1.
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9) B xakom cnyuyae mnpaBwiIbHO odopmieH pekBu3uT «lloamuck» (BO BpeMs OTCYTCTBUS
PYKOBOIMUTENS  JOKYMEHT MOANUCHIBACTCS  3aMECTHTENEM, HCIOIHSIONIMM  O0S3aHHOCTH
PYKOBOJMTENSA):

a) 3a Jlupekropa A.N. Cunopon

(moxmucsk ero 3ama [etposa)
6) Hdupexrop A.N. CunopoB
(moxmucs ero 3ama [lerposa)
B) N.O. nupekTopa O.M. Iletpos

(JIM4HAs MOMKCH 3aMECTUTENS TUPEKTOPA)

10) B xakoMm ciydae npaBuiibHO oopmiteH pekBH3UT «OTMETKA 0 HAIWMYUU MPUIOKECHUS», €CIIA B
TEKCTe COonpoBoauTENbHOTO nchbmMa HE ynmomuHanocek o npuiiokeHuu:
a) [Tpunoxenue: 1. [lonoxenne 06 YnpaBieHUN perHOHAILHOTO KPEIUTOBAHUS
Ha 5 1. B | 3K3.
2. [IpaBuia moAroTOBKH U 0(hOPMIICHUS TOKyMEHTOB
VYrpaBiieHus: pETHOHATILHOTO KPEIUTOBAHUS Ha 7 J1. B 2 9K3.
0) [Ipuoxxenue: Ha 6 1. B 1 3k3.

11) B xakom cimydae nmpaBWIbHO 0()OPMIIEH PEKBU3UT «OTMETKA O HATWYHH TPHIIOKEHUS», €CITH B
TEKCTE COMPOBOAUTENBHOTO MUChMa YIIOMUHAJIOCH O MIPUIIOKEHUU:
a) [Ipunoxenue: 1. [Tonoxenue 00 YpaBieHUn peruoHaIbLHOTO KPEAUTOBAHUS
Ha 5 1. B | 3K3.
2. [IpaBuia moaroToBKH U 0hOPMIICHUS TOKYMEHTOB
VYnpaBieHus: perHoHaJIbHOIO KPeIUTOBAaHUS Ha 7 JI. B 2 3K3.
0) [Ipuoxxenue: Ha 6 1. B 1 3k3.

12) C kako# 1enbIo Ha CITY’)KeOHOM MHUChME YKa3bIBAOT (paMuiInio u TeneOH UCIIOIHUTEIS:
a) JUIs OTIEPATUBHOMN CBSI3U C UCIIOJIHUTEIEM;
0) [U1s IpUAAHUS JOKYMEHTY IOpUINYECKON CHIIBI.

13) Ilman pabotrel wuHcTUTyTa Ha 2004-2005 yueOHBIH TOA yTBEp)KIAeTCsd peEIIeHUEM
MeJarornyeckoro cosera. B kakom cimydyae mpaBuibHO oopmiieH pekBU3UT «Ipud yTBepkaeHus
JIOKYMEHTA:

a) YTBEPXJIAIO Pemenue negarorudeckoro copeta ot 12.08.2004 r. Ne 14;

6) YTBEPXEH Pemenuem nenarornueckoro cosera ot 12.08.2004 Ne 14;

B) YTBEPXJIEH Pemenne nenarornueckoro coera ot 112.08.2004 1. Ne 14;

r) YTBEPX/IEH Pemenuem nenarorudeckoro coseta oT 12.08.2004 r. Ne 14.

14) Ilepeuncnute cocTaBHble YacTu pekBu3nuTa «I'pud cormacoBanus»
15) KakoBbl cocTaBHbIe 4acTu pekBu3nuTa «Busa cornacoBanus»? [lepeunciure

16) PexBusut «I'pud cormacoBanms» ohopMIIIETCS CIECIYIONUM 00pa3oM:

a) COI'JTACOBAHO 0) PykoBomuTeNb FOPUINUECKOTO OT/ENa
PexTop ®uHaHCcOBOI1 akaieMuu Cemeniox  A.B. Cemeniok
nipu [IpaButensctBe Poccuiickoit @enepannn 31.07.2004
Opnosg C.B. Opnos
31.07.2004

17) PexBusut «Bu3za cormacoBanusy ohOpMIISIOT CIEIYIOIINM 00pa3oM:

a) COI'JTACOBAHO 6) PykoBouTenps 10pUIMYECKOTO OTAeNa
PexTop ®uHaHCOBOH akajgeMun Cemenwok  A.B. CeMeHIOK
npu [IpaBurensctBe Poccuiickoit @enepanuu 31.07.2004
Opnos C.B. Opnos
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31.07.2004

18) C moMoIipto Kakoro pekBu3uTa opopMiIsieTcsi BHEIIHEE COTIIACOBAaHNUE JOKYMEHTA!
a) BH3a COTJIaCOBaHUS;
0) rpud coraacoBaHUsI.

19) C noMo111bt0 Kakoro pekBU3uTa ohopmIIseTcs: CorliacoBaHUE TIOKYMEHTa BHYTPU OpraHU3aI1H:

a) BH3a COTJIaCOBaHUS;
0) rpud coraacoBaHUsI.

20) B xakoM ciryyae npaBuiIbHO ohopmiieH pekBU3HT «OTMETKA O 3aBEPEHHUH KOTTHI):
a) Bepno:
Nucnekrop Otnena kaapos Sunyenxo M.JI. 3uHueHko

6) Bepno
Wucnekrop Otaena kaapos 3unyenxo M.JI. 3uHueHko

B) Bepno
HNucnekrop Otnena kaapos Bunuenxo M.JI. 3uHuenko
25.12.2004 r.

r) Bepho
Nucnekrop Otnena kaapos Bunuenxo M.JI. 3uHYeHKO
25.12.2004

1) Bepno
Nucnekrop Otnena kaapos Bunuenxo 3unuenko M.JI.
25.12.2004

21) Onpegenure, B KAKOM BapUaHTE MPAaBUIIBLHO MTOCTABJIEHA IIeYaTh B IPUBEIEHHBIX IPUMEpax:

a)\l . Hsanos O.K. UBanos

0) dupekr BAHOB O.K. UBanoB

B) Jlupekrop Hesanos O.K. lBanosB

r) AupexTop Hesana K. NBanoB
1) Hdupel Usanos O.K. lBanoB

22) Kakue peKBU3UTHI paclojaratoTcsi B IpaBOM BEpXHEM YTy JOKYMEHTa:
a) HAaMMEHOBaHUE OPraHU3alINu;
0) rpud yTBEpKICHHUS;
B) JlaTa IOKyYMEHTa;
') OTMETKa 00 UCIIOJTHUTETIE;
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1) MECTO COCTABJICHUS JOKYMEHTA.

23) K Bugam G1aHKOB OTHOCSTCSI:
a) 6JaHK cI1y’)keOHOTO MHUChMa;
0) 6aHK KOHKPETHOTO BHJIA IOKYMEHTA;
B) 00U OJIaHK;
r) OJJaHK CTPYKTYPHOTO IOJIPa3/ICICHNUS;
1) TODKHOCTHOM OJIaHK;
€) BCE BBINICTICPEUYHUCIICHHBIC BUIBI.

24) B xakoM cily4ae COCTaBJISIOT CIIUCOK-PACCHUIKY?
a) eclii yKa3blBaeTcs 0ojiee 0JTHOro ajipecara;
0) ecnu ykasbpIBaeTcsi O0siee 4eThIpex aJipecaTos;
B) €CJIM yKa3bIBaeTcs 0oJiee MATH aJlpecaTos;
I') €CJIM yKa3blBaeTcs 00jee JBYX aJpecaToB.

25) PexBu3ut «HanmmeHOBaHME BUA TOKYMEHTa» 0(DOPMIISIOT:
a) MPOMUCHBIMHU OYKBaMU;
0) cTpOYHBIMU OyKBaMU;
B) MepBas - MPOMKCHasi OyKBa, MOCIEIYIOIINE — CTPOYHBIE.

26) 3ayeM B IOKyMEHTAaX BBIJICISIIOT CIy>KeOHbIE TOJIsA?

27) Omnpenenurte, MpaBWIbHO JHM YyKa3aHbl pa3Mepbl MOJNEH CIyKeOHBIX JOKyMeHTOB. [Ipu
BBISIBIICHUM OITMOKHW HAITUIITUTE B TIPABOM YaCTH TaOJIUIIBI TPABUIIBLHBIN BApUAHT OTBETA.

Pasmepsl nnoneit, Mm [IpaBHIIBHBIN OTBET

JleBoe — 25

ITpaBoe — 20

Bepxnee — 20

Hwuxaee - 20

28) Cy1iecTByeT clenyroliee KOITU4eCTBO PEKBHU3UTOB:
a) 29;
0) 30;
B) 31.

WToroBbIit KOHTPOJIb 10 OKOHYAHUIO YCBOCHUSI TUCIUIUIMHBI IPOBOIUTCS B (hopme 3auéTa.

6.3 Kpurepuu 17151 nOaydeHHsI TOMYCKa K 3aU€Ty:

noceneHue He MeHee 85% JEKIIMOHHBIX U MPAaKTUYECKUX 3aHATHI;

YCI€IIHOC BBIMMOJTHEHUEC IMTPAKTUICCKUX 3a)1aHm71 " TECTA,

CaMOCTOSITEJIbHOE H3Y4YEHHE TEOPETUYECKOrO0 MaTepuajga M aKTHUBHOIO y4yacTHs B
co0ece0BaHUN;

ecnu cymMMa 6auioB 1o aucturuimae 60 u Oonee;

Bonpocsl k 3auéry
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l [Haiite onpenenenue TepmuHa "nokymeHnt" o I'ocynapctBeHHOMY cTanaapTy. Ilepeuunciaure
CIIOCOOBI IOKYMEHTHPOBAHUS ¥ BUJIBI MAaTEPHAILHBIX HOCUTENICH HH(DOPMALIUH.

l Hatite nonstue "popmyisip nokymenta'. I[lepeunciure ocobeHHocTr HopmyspoB
JOKYMEHTOB, MOJIYYCHHBIX Pa3IMYHBIMH CIIOCOOAMH IOKYMEHTUPOBAHHUS.

O Hatite nonstue "6mank" nokymenra. [lepeunciure Buabl 6s1ankoB o 'OCT P 6.30-2003 u
0COOEHHOCTH UX U3rOTOBJICHUS.

[] Jiis opopMiIeHHs KaKUX BHOB JOKYMEHTOB MCITOJB3yeTCs 00muii 61ank? Yem oTimyaercs
0011 OJIaHK OT OJIaHKa rmucbMa?

l [aiite nmonstue "pexkBU3UT" TOKyMeHTa. [lepeuncnure BUabl peKBU3UTOB U OCHOBHBIEC
npaBwia ux opopmieHus. [lepedncinure CKOIBKO MOJOKECHUN TaOYIISITOPA UCIIOIB3YETCS TIPU
o(opMIIEHUN PEKBU3UTOB?

0 Kakue pekBH3UTHI JOKYMEHTA SBJISTFOTCS 00s13aTeIbHBIMU? UTO XapaKTepu3yoT
JOTIOJTHUTEIbHBIE PeKBU3UTHI OPJ]?

[ B uem ocHOBHOE pazyinuune OJIaHKa C YIIIOBBIM U MTPOIOJIBHBIM PACIIONIOKEHUEM OCHOBHBIX
pekBu3nUTOB? YeM MpoI0IbHbBIN BAPHAHT PACIIOIOKCHUS PEKBU3UTOB 3ar0JIOBOYHOMN YacTH OJlaHKa
OTJIMYAETCS OT YIJIOBOTO?

O Kakue opranuzamnuy uMeroT npaBo n300paxkaTb Ha OJIaHKaX CBOMX JOKYMEHTOB
I'ocynapcrennsiii repd PD?

0 Yro mpencTaBIsOT COOOH KOl OpraHu3aiiy U KoJi GOpMbI TOKYMEHTA, UCIIOJIb3yeMbIe Ha
omankax OPJ1? Yro o3nagarot ab6peuarypsr OI'PH, MHH, KIII1. Kem oHu BBIIaroTCS.

O [lepeuncnure snemenTsl pekBu3uta 08 "HaumenoBanue opranuzanuu'. Yemy J0KHO
COOTBETCTBOBATh HAMMEHOBAHUE BHIa JOKYMEHTA, MPUBOJAUMOE B OJJaHKE KOHKPETHOTO BUAA
JOKYMEHTa?

O Kakwue crioco6s1 opopminenust peksusuta 11 "Jlata nokymenra" Bel 3HaeTe?

0 Yewm pexkBusuT 12 "PeructpannoHHblil HOMEp JOKYMEHTA" OTJIMYAeTCsl OT peKBU3HTa 13
"CcbulKa Ha perucTpallMOHHBIA HOMEpP U 1aTy JOKyMeHTa"?

O B xakom ciydae Ha OaHKe JJOJKEH MPUCYTCTBOBATh PeKBU3UT 14 "MecTo cocTaBieHHs WK
W3IaHus TOKyMeHTa'"?

0 Kakum 06pazoM HYKHO 0hOpMIISTh peKBU3UT 15 "Aapecat", eciii JOKYMEHT aJipecyercs
¢bu3znyecKoMy JIHMILY U FOPUIUIECKOMY JIUILY?

O Kakumu cioco6amu odopmiasiercss opopMitsite pekBu3uT 16 "I'pud yrBepxxaeHus
nokymeHTa'"?

O Kakumu cioco6amu MoxkeT opopmisaThest pekBU3UT 17 "Pesomtorus"?

[] Kaxkue cymectBytoT ocoberHocTr oopmiieHns pekBu3uTa 18 "3arogoBok K TEKCTy
JOKyMeHTa" B 3aBUCUMOCTHU OT BUJA JOKYMeHTa?

[] Koraa oTMeTKy 0 HAIMUMU MPUITOKEHUS MOXKHO O(DOPMIIATE TIO KpaTKoit popme?
[IpuBegure npumep.

[] Kax opopmisercs pexsusut 22 "[loanuce", eciam TOKYMEHT MOUCHIBACTCS
PYKOBOIUTENAMU ABYX oprann3zauuii? [Ipusennure npumep.

O Kak odopmisiercs peksusut 23 "['pud cornmacoBanus qoxkymenTa'"?

O I'ne npocTasinsieTcst pekBU3UT 26 "OTMeTKa 0 3aBEpeHUH KOMUU" U KaK oHa odopmiisercs?
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0 Ansiercst mu pekBu3uT 27 "OTMeTKa 00 ucionHuTene" 00s3aTeNbHBIM U T/Ie OH
MIPOCTABJISIETCS, YEM OH MOXKET TOTIOTHATHCS?

O Uro BxoauT B cocTaB pekBu3uTa 28 "OTMeTKa 00 UCIIOJHEHUH JOKYMEHTA U HAIlPaBICHUH
ero B neno"?

0 Ha kakux gokymeHTtax mnpoctaBisieTcst peKBU3UT 29 "OTMeTKa 0 MOCTYIICHUH IOKYMEHTA B
opranu3anuio’? HazoBUTe cOCTaBHBIE YaCTH ATOTO PEKBU3UTA.

0 ['me pasmemaercs pekBusut 30 "M neHTH)UKATOP IEKTPOHHON KOMHUK JOKYMEHTA", U
MOYEMY OH MOYKET MPOCTABIATHCS HA KAXJIOM JIUCTE TOKyMeHTa?

0 Jaiite monsTue "yuudukanuu" u "cTaHaapTH3anuu" ypaBIeHISCKHX JOKYMEHTOB.
Pacckaxute 006 yHupuuupoBaHHbix (opMax JTOKyMEHTOB.

0 Jaiite nonsitue "cucreMsl jokyMeHtanun'". [lepednciure BUIbI JOKYMEHTOB, BXO/ISIIIHUX B
COCTaB OPraHU3aIMOHHO-PACHIOPSIUTENLHON TOKYMEHTAIUH.

0 Kinaccudukanus opranu3aiiioHHO-PaCIOPSAUTEIBHBIX TOKYMEHTOB. Pacckaxute 00
O0COOCHHOCTSIX UX COCTaBJICHUS U OPOPMIICHUSI.

0 [lepeunciute BUABI OpraHU3AIMOHHBIX IOKYMeHTOB. HazoBuTe 0cCOOCHHOCTH X
cocTaBieHHs U 0QOPMIICHHS TOKYMEHTOB.

0 [lepeunciute BUABI pacopsIUTEIBHBIX JOKyMEeHTOB. HazoBuTe 0cobeHHOCTH HX
cocTaBJeHHs U 0OPMIICHHS TIOKYMEHTOB.

0 [Tepeuncnute BUIBI CLIPAaBOYHO-UH(OPMAIMOHHBIX IOKYMEHTOB. Ha3zoBuTEe 0cOOEHHOCTH
UX COCTaBJICHUA U 0POpPMIICHUSI JOKYMEHTOB.

0 CocraB TOKYMEHTOB, BXOAIINX B CUCTEMY IOKYMEHTALIUH 10 JJUYHOMY COCTaBY.
[lepeuncnure 0COOEHHOCTH X COCTABIEHUS U OOPMIICHHUS.

0 [Tepeuncnute BUABI JOTOBOPHO-TIPABOBOM IOKyMeHTaluu. Pacckaxure 00 0COOEHHOCTSIX
WX COCTaBJICHUS U OPOPMIICHUSI.

O Pacckaxxute 06 0coO0eHHOCTSIX 0QOpMIIEHNS YHU(PUIIMPOBAHHBIX, TUIIOBBIX, IPUMEPHBIX
¢dhopM IOTOBOPOB.

O [Tepeuncnure BuaBI fOBEepeHHOCTEN. Pacckaxkute 00 0COOEHHOCTSIX UX COCTABJICHHS U
odopmiteHusl.

0 [lepeuncnure kiaccuPUKaIMO JOKYMEHTOB 10 BHEITHEAKOHOMUYECKOHN JCSTEIHHOCTH.

yHI/I(l)I/II_II/IPOBaHHLIe (I)OpMBI JOKYMCHTAIlUU I1O BHEIITHEAKOHOMHYECKOM JeSITeIbHOCTH.

O [lepeuncnure BuIbl KOMMEpUecKUX nuceM. Pacckaxute 06 0COOEHHOCTSX UX COCTABIICHUS
u opopmiienus. Tunosbie HOpMbI KOMMEPUECKUX MHCEM.

O Pacckaxute 06 0COOEHHOCTAX COCTaBIEHHSI KOHTPAKTOB, KaK JOKYMEHTaX, 0)OpMIISIOLINX
BHEIIIHETOProBble caenku. [lepeuncnure paszaensl KOHTPAKTOB.

l HepetmanTe AOKYMCEHTBI, BXOOAIIUE B COCTaB HpeTeHSHOHHO-HCKOBOﬁ JOKYMCHTAaIIUH.
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