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1 I[EJIX OCBOEHU A YYEBHOM TUCIATIINHBI

[lenpto ocBoeHHs Y4eOHOW IMCHMIUIMHBI SIBISIOTCS: cOpMUpOBaTH Yy CiymiaTeneit
IPEJCTaBICHUE O POJIM JOKYMEHTHPOBAHUS B YIPABIEHUYECKON JIEATEIBHOCTH; PACKPHITh CYTh €r0o
OCHOBHBIX (hOpM U MeTO/10B 3PPEKTHUBHOTO yIpPaBICHUS, CHOPMHUPOBATH MPAKTUYECKHE HABBIKH I10
opopmiieHHI0 yueObHOoro Marepuaia B coorserctsuu ¢ CTO HTU HUAY MUODUN.

2 MECTO YUYEBHOM JUCIUILIMHBI B CTPYKTYPE OOII BO

B coorBerctBum ¢ OOpa3zoBaTenbHOM IPOrpaMMoOil MOATOTOBKM OakallaBpOB 110
Hanpasienuto noaroroBkd 09.03.01 Mudopmatuka W BBUMCIUTENbHAS TeXHUKa (mpoduiab —

"ABTOMaTU3UPOBAHHBIE CHUCTEMbI 00paOOTKM HMH(GOpPMALUK M YyIpaBicHUs") IaHHas ydeOHas

JUCIUILTAHA OTHOCHTCS K 001enpo(heCCHOHATEHOMY MOJTYJTI0 0a30BOW YaCTH.

3 ®OPMUPYEMBIE KOMIIETEHLUU U INTAHUPYEMBIE PE3YJIbTATbBI

OBYYEHUA

VYuusepcanpshbie (YK) komnerenum

Koa v nanmenoBanue

Koa n HauMeHoOBaHUe HHAUKATOPA JTOCTHKEHHUSI KOMIIETEHIIHU

KOMIIETeHIH U
YK-4 Cnocoben 3-YK-4 3naTh: NIpUHUUIIBI IOCTPOCHUS YCTHOTO U TUCBMEHHOTO
OCYIIECTBIISITh BBICKA3bIBAHUS HAa PYCCKOM M MHOCTPAHHOM SI3bIKaX; MpaBUiia U
JIEIIOBYIO 3aKOHOMEPHOCTH JI€JI0BOM YCTHOW U MUChbMEHHONH KOMMYHUKAIIUU

KOMMYHUKAIUIO B
YCTHOM ¥ MUCbMEHHOMN
dopmax Ha
roCy/1apCTBEHHOM
a3bike Poccuiickon
denepaunu U
MHOCTPaHHOM(BIX)
A3bIKe(ax)

V-VYK-4 VYMmeTh: NpuMEHATh Ha MPAKTUKE JIEJIOBYI0 KOMMYHHUKAIIUIO B
YCTHOW U MUCbMEHHOHN (opMax, METOAbI U HaBBIKH JIEIOBOIO OOILEHUS
Ha PYCCKOM M MHOCTPAHHOM SI3bIKaX; METOJAMKON COCTABIICHUS CYXKICHUS
B MEXJIMYHOCTHOM JI€JIOBOM OOLIIEHUU Ha PYCCKOM U MHOCTPAHHOM
S3BIKAX

B-YK-4 Bnaners: HaBbIKaMH UTEHUS U NIEPEBOJIa TEKCTOB HA
MHOCTPAHHOM $I3bIKE B ITPO(hecCHOHATIEHOM OOIIEHNH; HaBbIKaMU
JIeTTOBBIX KOMMYHHKAIIMH B YCTHON M MHCBMEHHOM hopMe Ha pycCKOM U
MHOCTPAHHBIX SA3bIKAX; METOAUKON COCTABIICHUS CYXKICHUS B
MEXJIMYHOCTHOM JIEJIOBOM OOILIIEHUH Ha PYCCKOM U MHOCTPAaHHOM SI3bIKax

4 BOCIIMTATEJIbHBINA MOTEHIUAJ JUCHUATLIIMHBI

HGJ'[I/I " 3aJJa4i BOCIIUTAHUA, BOCHUTATEIbHBIN IIoTCHIaJl JUCIUITIINH

Hanpasnenus/uenn | 3agayu BoCIUTaHUS (KOM) BocnuraTenbHbli NOTEHIMAT JUCHUTIIVH
BOCIIUTAHHUS

ITpodeccuonansHoe = B14 ®dopmupoBanue (opMHUpOBaHNE HABBIKOB CUCTEMHOT'O

U TPYZIOBOE rJ1y0OKOTro MOHUMaHUs BUJICHUS POJIM U 3HAYMMOCTH BBIOpaHHOM
BOCIIUTaHHE COLIMAJIBHOW posiu podeccuu,  Mpodeccur B COLMATbHO-IPKOHOMHYECKUX

MMO3UTHUBHON U aKTUBHOMU
YCTaHOBKHU Ha IEHHOCTHU
M30paHHOM CIIEIUATBLHOCTH,
OTBETCTBEHHOT'O OTHOILEHUS K
npodecCuoHATBHON
NEeSITEIbHOCTH, TPYLY

OTHOIICHHSX Yepe3 KOHTEKCTHOE
oOyueHue




5 CTPYKTYPA U COJEP)KAHUE YUYEBHOM JJUCIUATLIMHBI

5.1 CTpykTypa yueOHOH TUCHHUIINHBI

OO01mmast Tpy10€MKOCTh TUCIUTUINHBI COCTaBISIeT 3 3a4eTHBIX equHuIl, 108 yaca.

Paznen Bunb! yae6HON AesITETFHOCTH, BKITIOYAs Dopmbl
yueOHOW AUCHUIIIHHBL CaMOCTOSITETIbHYIO paboTy CTYJCHTOB U TEKYLIETO
TPYAOEMKOCTH (B Yacax) KOHTpOJIA
JICKIIUN MpaKTu- na60pa- CaMOCTO- ycneBaeMOCTI/I
YCCKHUC TOPHBIC ATCIIbHAasA
paboTh! paboTsl pabota
1 Pazpnes «Cucrembl 8 ) 50
AOKYMEHTALUMN
Tema 1 CoctaB peKBU3NUTOB U 5 2 i 10 P1
TpaBuyIa uX 0pOPMIICHUS
Tema 2 CocrtaB u ohopmireHHE
OpTaHU3aIMOHHO-
pacnopsaIuTeIbHON
JNOKyMEHTaluu 5 2 i 10
(opraHu3anMoOHHO-TIPABOBAS; I1P 2-4
pacnopsiauTeNnsHasl,
CIPaBOYHO-
nH(GOPMAITMOHHAS)
Tema 3 CocraB u opopmieHue
JIOTOBOPHO-TIPaBOBOM 2 2 - 10 P 5
JOKYMEHTalHus
Tema 4 CocraB u opopmieHwe
JOKYMEHTOB TIO 1 1 i 10
BHEIIHEAKOHOMHUYECKOU P 6
JeSITeNbHOCTH
Tema 5 CocraB u opopmuenue
MIPETEeH3MOHHO-CKOBOMN 1 1 - 10 P 7
JOKYMEHTalluu
2 Pazpnen
«/loxkymeHnTo060poT Ha 2 - 12
npeAnpUsITHI
Tema 6 JlokymMeHTOOOOPOT Ha 5 2 i 12
MIPEITPUATHN I1P 8-9
3 Paznen «Odopmiienune
yueoHbIX padot mo CTO - 16 10
HI'TH-2-2007»
Tema 7 OcHOBHBIE ITpaBHIIA
odopmitenus yacreit ) ) 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:xaHue y4eOHOM U CHUTITHHBI

5.2.1 JlekunoHHBIE 3aHATUA

w TeMbl TEKIIMOHHBIX 3aHATHI
=
2
=
J1 BBopgnas.
[TonsiTHE TOKYMEHT, cUCTEMa TIOKYMEHTAlLlUH, BUIbI CUCTEM JJOKYMEHTALINH.
Bune! u knaccudukanus 10kyMeHTOB. [ToATMHHUK, KON, BUIBI KOTTHIA,
nyOnuKar,
BBITTHCKA.
OcHOBHBIE BU/Ibl YIPABICHUYECKUX TOKYMEHTOB.
J12 bnank, Buasl 6;1aHkoB. PekBusut. CriocoObI pactosioKeHUsI PEKBU3UTOB. THIIOBOM
(hopMyIsp-oOpaser] TOKyMEHTA.
JI3- | CocraB pexBu3uTOB U npaBuia ux opopmienus mo ['OCT P 6.30-2003.
JIS
JI6- | Ha3znauenue u npaBuia ohopMIICHUSI OCHOBHBIX YIIPABICHYECKUX TOKYMEHTOB
JI8
JI9 JIoKyMeHTOOOO0POT Ha PEATPUATHH.
[TonsiTue, BUIBI, 3HaAYCHHE, TOTOKU JOKYMEHTOO0O0pOTA.

5.2.2 IlpakTH4yecKkue 3aHSITHS U J1a0OpaTOPHbIE PA0OTHI

Konuuectso Meponpusrue 1o
4acoB Tema npakTUYECKOro 3aHATUS TEKYILEMY KOHTPOJIIO
3HaHUI
TectupoBanue no Teme «CocrtaB u nmpasuia oHhopMICHUs IIpl
1 yac. PEKBU3HUTOB YIIPABICHYECKUX JTOKYMEHTOBY.
CocraBnenue, odopmienne OPJl  (aBToOuorpadus, [Ip2 —IIp4
7 yac. 3asiBJIEHUE, XapaKTEepPUCTUKA U T.J.)
TectupoBanue no Teme «CocrtaB u nmpasuia oHopMICHUs IIp5 —IIp7
1 yac. OpraHU3alMOHHO-PACTIOPSAUTENBHON TOKYMEHTALIUN))
TectupoBanne mno Teme  «JlOKyMEHTOOOOPOT I1p8, I1p9
1 gac. NPEAIPUATHIY
16 gac. OcHoBHbIe NIpaBuiIa 0OPMIICHUS YacTell TEKCTOBBIX YUeOHBIX JIP 1-4

pabot no CTO HI'TU-2-2007




5.2.3 CamocTosiTeibHAasi pa6oTa 00y4aroMXCs

CamocrostenbHas pabora CTyleHTa 10 Y4eOHOM JAUCHUIUIMHE periaMeHTHPYeTCs
«[Tomoxxenrem 00 OpraHu3aIMK CaMOCTOATENIbHON paboThl ctyaentoB B HTU HUAY MUDW».
CopneprxaHue caMOCTOATENBbHOM pabOThI CTYJCHTOB!

Ne Bupl caMocTOsATENbHOM PabOTHI

1 [ToBTOpEHME MpOIiIEHHOrO0 MaTepuasa, U3ydeHue
JIOTIOJTHUTEILHOTO MaTepHalia 1o TemMam JICKIIUU

2 IToaroroBka K J1abopaTopHBIM paboTam

6 OBPA3OBATEJIBHBIE TEXHOJIOI'MHU

PGKOMGHI[aI_[I/II/I JIIISL npenoaaBaTeisd 110 HUCIIO0JIB30BaHHUIO I/IH(I)OpMaLII/IOHHO-

o0pa3oBaTeNbHBIX TEXHOJOrMM conepxarcia B «llojoxeHun o0 opraHuM3alMOHHBIX (opmax u
TeXHoJorusx oopazonarenbHoro npouecca B8 HTU HUAY MUOU».
IIpu peanuzanuu NOpPOrpaMMbl JUCLMIUIMHBI HCHOJB3YIOTCS pa3jinyHble 00pa3oBaTelbHbIC
TEXHOJIOTUU. AYAWTOpPHBIE 3aHATHS NPOBOAATCA B (OpMe JEKUUH, MNPAKTUYECKUX 3aHITHUH,
na0opaTOpHbIX pPaboOT. [ KOHTpOJS YCBOEHHUS CTyAEHTaMM DAa3/eloB JAHHOW IMCLUIUINHBI
IMPUMCHATIOTCA TECTOBBIC TCXHOJIOTUH.

Jlig noBBILIEHMS YPOBHS 3HAaHUN CTYIEHTOB B TEYEHHME CEMECTpa OPraHU3yHTCs

KOHCYJIbTallil, BO BPEMA KOTOPLIX:

- IPOBOJIUTCS 0OBACHEHNE HETTOHATHBIX JJIs1 CTYJICHTOB Pa3/IeJIOB TEOPETHUECKOTO Kypca;

- IPUHAMAIOTCS 3aI0JKEHHOCTHU U T.J.

Peann3anus KOMIETEHTHOCTHOTO MOJX0/a MPeAyCMaTPUBAET LIMPOKOE UCIIOIb30BAHNE B YUEOHOM
IpoIecce aKTHUBHBIX U MHTEPAKTHBHBIX ()OPM MPOBEICHHS 3aHATUH, MMPEINOIAralonX aKTHBHYIO
00paTHYIO CBS3b MEX/Y IIPEINOIaBaTeIeM U CTYACHTaMH.

B mpomecce wm3ydeHWs IUCHMIUIMHBI MCIIOJNB3YIOTCS WHTEPAKTHBHBIE (HOpMBI OOydeHHsS Mpu
MIPOBEACHUH MPAKTUYECCKUX 3aHATHUMN.

7 ®OHJ OHEHOYHbBIX CPEACTB

@OHA OLEHOYHBIX CPEJICTB IO JUCHMIUIMHE O00ecrednBaeT MpPOBEPKY OCBOCHMS
IUTAHUPYEMBIX pPE3yJbTaToB oOOyueHUs (KOMIETEHIMM W WX HWHIAUKATOPOB) TOCPEICTBOM
MEPONPUATHI PYOEHKHOT0 M MPOMEXYTOUHOTO KOHTPOJIS O JUCLUIUINHE.

B nensx nossimeHust 3pPEKTUBHOCTU Mpoliecca 00y4eHUs CTYAEHTOB U CTUMYJIUPOBAHUS
UX CaMOCTOSTENIbHOW paboOThl B TEUEHHE CEMECTpa HCIHOJb3YETCS CHCTEeMa KOHTPOJS TeKyIleH
YCIIEBAEMOCTH, BKJIFOYAOLIAs:

- BBIMOJIHEHUE KOHTPOJIBHBIX TECTOB (IPOBEPKA YPOBHS TEOPETHUECKOTO YCBOEHUS
pa3zienoB Kypca);

- BBIIIOJTHEHHE MPAKTHUECKUX paboT Mo 0(OPMIIEHUIO OPraHU3allMOHHO-PACcTIOPIUTEIbHON
JOKYMEHTALUN

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

OneHouHble MaTepHaibl U3 (GOHIA OIIEHOUHBIX cpelcTB npenctasieHs B [IPUJIOXXEHUU A.



CBs13b MKy (GOPMHUPYEMBIMH KOMIICTCHIUSAMHA H (OpPMaMH KOHTPOJIS WX OCBOCHUS
MpeJICTaBJICHA B Ta0IUIe

éjgn HaunmenoBanue ATtTtecTanus MakcumanbHbIN Oast
1 | CocraB u npaBuia 0QpOpMICHHS IIpl
PEKBU3HUTOB yIPABICHUECKUX 5
JIOKYMEHTOB
2 Cocrasnenue, obhopmiienue OPJ] ITp2 — I1p4 15
3 | CocraB u npaBuia ohopMICHUS [Tp5 — p7
OpraHH3aLHOHHO- 15
pacmopsiAuTeILHON
JIOKYMEHTaIlu!
4 | IokyMEHTOOOOpOT Ha [p8, I1p9 10
OpeIpUsITHH
5 OcHoBHBIE TTpaBuiIa 0POPMIICHUS JIP 1-4
YacTel TEKCTOBBIX yueOHBIX padoT 15
o CTO HI'TU-2-2007
6 3auer TectoBoe 3aganue 40
Komnerenmus HNuaukaTopsl Texyiuit KOHTPOJIb U aTTECTAIHs pa3/IeioB
OCBOCHUS (popma, Hemes)
YK-4 3-VK-4 [Ipl — 2 Hen
V-VK-4 [Ip2 —IIp4 — 3 Hen
B-YK-4 [Ip5 —IIp7 —4 ven
[Ip8, IIp9 - 5 Hen
JIP 1-4 — 6-10 e

CpencTBa TeKyllero KOHTPOJIsI M HPOMEKYTOUYHOM aTTecTallid [0 JUCLUIUIMHE
npeactasiersl B @OC. [kana kaxa0ro KOHTPOJIBHOTO MEPONPHUATHS JISKUT B mpeaenax ot 0 1o
YCTAHOBJICHHOTO MaKCHUMaJIbHOIO Oanja BKIOYMTENbHO. MToromas arrecraius MO JUCLMILIMHE
oueHuBaercs no 100-0annpHONM IIKale W MpeAcTaBiIseT co0oi cymMMmMy OayuioB, 3apabOTaHHBIX
CTY/IGHTOM TP BBINIOJHEHUU KOHTPOJIBHBIX MeponpusThid. [loaydenHble Oanibl mepeBoasTCs B 5-
OaJTbHYIO CHCTEMY IO CIIeIyIOUIeH IIKae:

Cymma Onenka
Onenka 1o 5 OanbpHOM MIKae 3auer 0aJuIoB 10 (ECTS) I'pagauus
JMCLUIUIMHE
5 (OTIMYHO) 90-100 A OTimaHO
85-89 B OyeHb XOpo1Io
4 (xoporto) 75-84 C Xoporio
3aurero 70-74 D Y 10BAETBOPUTETHHO
3 (y1OBIETBOPHUTEIIHHO) 65-69
60-64 E [TocpeacTBeHHO
He Hunxe 60 F HeynosierBopurenbHo
2 (HEeyIOBIIETBOPUTEIIBHO)
3aYTEHO




8 VYYEBHO-METOJINYECKOE 1 UTHOPOPMAIIMOHHOE OBECHEYEHUE YYEBHOM
TACIATITAHBI

8.1 IlepeueHb JaUTEPATYPHI, HEOOXOTUMOIH IJIs OCBOECHHS THCIHIIJIUHBI

1. Hoponwmna, JI. A. Opranuzanusi ¥ TEXHOJIOTHS JTOKYMEHTAllMOHHOTO 00eCIIeYCHUS
yIpaBJICHHS ;| Y4EOHUK U TTpakTUKyM s By30B / JI. A. loponuna, B. C. UputnkoBa. —
Mocksa : M3narensctBo FOpaiit, 2022. — 233 c. — (Bricmiee o6pa3oBanmne). — ISBN 978-
5-534-04568-0. — Tekct : anekTpoHHbIH // O6pa3oBaTenbHas mwiaTdopma KOpaitt [caiit].
— URL: https://urait.ru/bcode/489555

2. Kysnenos, U. H. JlokyMeHTanmonHoe obecrieueHre ymnpasiieHus. [JokymMeHTo000pOT 1
JIeTIOTIPOM3BOACTBO : YUeOHUK U MpakTUKyM ais By3oB / M. H. Ky3nenos. — 3-e u3n.,
nepepad. u gorn. — Mockga : MznarensctBo FOpaiit, 2022. — 461 ¢. — (Bricmiee
obpazoBanue). — ISBN 978-5-534-04275-7. — Texct : anekrponnsiii // O6pa3oBaTenpHas
wiatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/488697

8.2 Ilepeuyenb pecypcoB HHPOPMANMOHHO-KOMMYHUKANMOHHON ceTn «UHTepHETY,
HEeO0XO0AUMBIX J/1JIsl OCBOEHHS M CHUILITHHBI

HanmeHoBanue pecypea DIIeKTPOHHBIN aJpec pecypcea
1) Opunmansueiii caiit HTU HUSY MUDOU http:// nti.mephi.ru
2) OBC FOPAUT https://urait.ru/

9 MATEPAAJIBHO-TEXHUYECKOE OBECIIEYEHUE YYEFHOM JUCIHUAILIMHBI

YueOHast AUCHUITIMHA oOecreyeHa y4eOHO-MEeTOAMYECKO TOKyMEeHTalluel U MaTepualaMu.
E€ conmepxanme mpeAcTaBICHO B JIOKAJHHOW CETH Y4eOHOTO 3aBEACHUS M HAXOIHUTCS B PEXKUME
CBOOOJHOTO JOCTymNa s CTyAeHTOB. JlocTyn CTYAGHTOB MJii CaMOCTOSITENbHON MOJATOTOBKU
OCYIIIECTBIISICTCS Yepe3 KOMITBIOTEpPhl OMOMMOTEKH M KOMIbIOTEpHBIX KimaccoB HTU HUAY
MUDN.

MarepuanbHO-TeXHUYECKOE 00ecTIeueHrne ayIUNTOPHBIX 3aHATHH:

1) KOMILJIEKT 3JICKTPOHHBIX MPE3CHTAIMI/CIIAiI0B,
2) ayITUTOpHUS, OCHAILEHHAas NPE3eHTAllMOHHOM TEXHUKOH (IpOEKTop, IKpaH,
KOMIIBIOTED),

3) KOMIBIOTEPHBIN KJacc Ui IPOBEIEHUs 1a00paTOPHBIX padoT.

10 YYEBHO-METOJJUYECKHE PEKOMEHJIALIAH JUISI CTYJIEHTOB U
IPENOJABATEJIEN

BBoaHas gacTth

Ilens maHHOW MUCHUIIMHBI — JaTh YYallUMCS KJIIOYEBBIE TPEICTaBICHUs 00 OCHOBax
JTOKYMEHTAITMOHHOTO O0ECTIeYeHUs YIPaBICHUYECKOU IeATeTLHOCTH.

OCHOBHOH ymop Ha JEKIHIX HEOOX0IUMO JeIaTh Ha TOHMMaHUE W3JIaraeMoro MaTrepuaia u
YMEHHUS €r0 HCIOJB30BAHUS TPHU IMOATOTOBKE /I CHAaYd 3a4eTa, K MPAKTUYCCKUM 3aHATHSIM,
1abopaTOpHBIM pabOTaM U TIPU BHITIOJTHEHHH CAMOCTOSITEIBHBIX PaboT.

W3ydyeHne y4eOHOW AMCHUIUIMHBI BKJIIOYAET: TMIOJYYCHHE TMPAKTUYECKHMX HABBIKOB
odopmIleHHUs yIIpaBICHUECKON TOKYMEHTAIINH.



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

Jns ocBoeHUs y4eOHOM AMCIMIUIMHBI CHEIHATBHBIX OOpa30BaTENbHBIX TEXHOJOTHH HE
TpeOyercs. JlekumoHHass yacTh Kypca oOecreduBaeT IOJIyYeHHE HEOOXOMUMBIX 3HAHMM;
MPAKTUYECKHE 3aHATHUS TOCBSIICHBI PEHICHUI0 KOHKPETHBIX Y4eOHBIX 33134, Ha JabOpaTOPHBIX
paboTax 3aKpeIuUIIOTCS MOJYYEHHbIE 3HAaHUS M yMEHHUS TOCPEACTBOM  HCIOJIb30BaHHUS
KOMIIBIOTEPHBIX CPEACTB O(OPMIICHHS TOKYMEHTALIUH.

MeTtoauueckre yKa3aHus K JEKIUAM, TPAKTUYECKUM 3aHITUIM U J1a00paTOpHBIM paboTam.

[IpenonaBarenaM Ha KaXIOW JIEKUMM PEKOMEHAYETCS OY€Hb KpaTKO IOBTOPATH
MPOMICHHBI MaTepuan npeapaymux jdekuui. [Ipu aTom ciexyer ocTaHaBIMBATHCS Ha CIOMKHBIX
JUTsl TOHUMAaHUS CTYJIEHTAMU KJIFOYEBBIX 3JI€MEHTaX JTUCHUILIAHEIL.

CrynenTaMm mnepen TeKyllel JieKIuel (3apaHee) peKOMEHAYETCS OYE€Hb KPAaTKO MOBTOPSTh
MPOMJEHHBIA MaTepHrall NPeabIAYINX JeKIui. [Ipu 3TOM cienyer cocpeaoTOUUTh CBOE BHUMAHUE
Ha CJIOKHBIX JIJISl TOHUMAaHUS KIIFOUEBBIX 3JIEMEHTAX JUCIUTIINHBL.

OcCHOBHOM yHOp Ha H3Yy4aeMbIX JIEKIUSAX HEOOXOAMMO JellaTh MMEHHO Ha IMOHHMMAaHUE
MIPEACTABICHHOI0 MaTepuana U Ha YMEHHE €ro HMCIOJIb30BaTh IPU BBINOJIHEHUU IPAKTUYECKUX
KOHTPOJBbHBIX padoT.

N3yueHnue Tekyliero Marepuana pPeKOMEHIYETCsl MPOBOAMTH, OMHUPAsICh HA CIEAYIOLIUE
nocobwus [1, 2].

B pamkax aMCHMIUIMHBI TPETyCMOTPEHO TMPOBEACHUE MPAKTHUECKUX 3aHITHH U
mabopaTOPHBIX padoOT, HA KOTOPBIX Yy4YalIuecs JAODKHBI, UCTIONB3Ys MPEICTABICHHBIN Ha JICKIUIX
Marepua, 3aKpenuTh 3HAHUS 10 U3y4daeMou nucuuriuHe. [IpakTika mokasana, 4To ciaeayeT ObITh
TOTOBBIM 3apaHee K pa3IM4YHbIM [IPUEMaM BOBJIEUEHHUS CTYAEHTOB B TBOPUECKUH ITPOLIECC OCBOEHUS
y4yeOHOro MaTepuana.
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INPHUJIO’KEHHUE A.

OIIEHOYHBIE MATEPHAJIBI ®OHJIA OIIEHOYHbLIX CPEJICTB

Bomnpocsl k 3a4éTy

0 Haiite onpenenenue repmMuna "gokymeHT" o I'ocynapctBenHoMy cranaapry. llepeuncoure
CHOCOObI TOKYMEHTHPOBAHUS U BUJIbI MaTEPHAIIbHBIX HOCUTENEeH HH(OpPMALIUU.

0 Haiire monstue "dopmynsp nokymenta". [lepeuncnure ocobeHHoCTH (HOPMYIISIpOB
JOKYMEHTOB, MOJIY4€HHBIX Pa3IMUYHBIMU CIIOCOOaMH IOKYMEHTUPOBAHHS.

O Haiite monstue "0mank" noxkymenTa. [lepeuncaure Buapl 6:1ankoB o 'OCT P 6.30-2003 u
0COOCHHOCTH UX U3TOTOBJICHHS.

0 st ohopMIIeHHS KaKUX BHJIOB JOKYMEHTOB HCIOJIb3YyeTCs 00mmmii Orank? Yem oTnngaercs
001t Os1aHK OT OJraHka mucbMa?

O Hatite monsitue "pexkBusut" nokymenra. [lepeuncnure BUabl pEKBU3UTOB U OCHOBHBIE
npaBmia ux opopmienus. [lepeuncnure CKONBKO MONOKEHUN TaOYISITOPA UCIIONIBb3YETCs MpU
oopMIICHUN PEKBU3HTOB?

0 Kakue pekBU3UTHI JOKYMEHTA SIBISIOTCS 00s13aTeNbHBIMU? UTO XapaKTepu3yroT
JOTIONTHUTENbHBIE peKBU3UTHI OPJ1?

O B yem ocHoBHOE paznnuue OJaHKa C YIJIOBBIM U IPOAOIBHBIM PACTIONOXKEHHUEM OCHOBHBIX
pekBH3UTOB? YeM pO0IbHBINM BAPHAHT PACIIOIOKEHHS PEKBU3UTOB 3ar0JIOBOYHOM JacTH OJIaHKa
OTJIMYAETCS OT YriIoBOro?

0 Kakue opranuzanuy UMEIOT MpaBo M300pakaTh Ha OJaHKaX CBOMX JJOKYMEHTOB
I'ocynapcrennsiii repd PD?

O Uto npeacTasisioT co00i KoJI OpraHu3aiii U Ko (GopMbl TOKYMEHTa, UCIIOJIb3yeMble Ha
6nankax OPJ1? Yto o3nauarot ab6pesuarypst OI'PH, MHH, KIII1. Kem onu BbinaroTes.

O [Tepeuncnure snemenTsl pekBusnuta 08 "HanMmeHnoBanue opranuzanuu’. Yemy n10omKHO
COOTBETCTBOBATh HAMMEHOBAHHE BH/Ia JOKYMEHTA, IPUBOAUMOE B OJJaHKE KOHKPETHOI'O BUJA
JOKyMEHTa?

O Kakwue crioco6s1 opopmienust peksusuta 11 "Jlata noxkymenra" Bel 3Haere?

0 Yewm pexkBusuT 12 "PeructpaninoHHbIil HOMEp JOKYMEHTA" OTJIMYAeTCsl OT peKBU3UTa 13
"CcbulKa Ha perucTpallMOHHBIA HOMEp U 1aTy JOKyMeHTa'"?

O B xakom ciydae Ha Gi1aHKe JJOJKEH MPUCYTCTBOBATh PeKBU3UT 14 "MecTo cocTaBleHHs UK
W3IaHus TOKyMeHTa'"?

0 Kakum 06pazoM HYKHO 0hOpMISTh peKBU3UT 15 "Anpecat", eciiv JOKYMEHT aipecyercs
¢bu3znyecKoMy JHILY U FOPUIUIECKOMY JIUILY?

O Kakumu cioco6amu odopmiasiercss opopmisits pekBu3uT 16 "I'pud yreepxxaeHus
JToKyMeHTta'"?

O Kakumu cioco6amu Moxket opopmisThest pekBu3uT 17 "Pesomronms”?

[] Kaxkue cymectBytoT ocobeHHoCcTH 0hopmiieHHs pekBru3uTa 18 "3aroJoBok K TEKCTYy

JOKyMeHTa" B 3aBUCUMOCTHU OT BUJA JOKYMEHTa?

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

[] Kax opopmisercs peksusut 22 "[loamuce", eciam JOKYMEHT MOTUCHIBAETCS
PYKOBOAMUTENAMHU JIBYX opranuzauuii? [Ipusenure npumep.
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0 Kax opopmisercs peksusur 23 "I'pud cormacoBanus nokymenrta'?
O I'ne npocTapinsieTcst pekBU3UT 26 "OTMeTKa 0 3aBEpeHNH KoUK U KaK oHa odopmiisercs?

O SBnsercs mu pexkBu3uT 27 "OTMeTKa 00 McTIOHUTENE" 00s3aTEIBbHBIM U T/IC OH
MIPOCTABJISIETCS], YEM OH MOKET JOTOIHSATHCS?

l UYrto BXoauT B cocTaB pekBu3nTa 28 "OTMETKa 00 UCIIOJIHEHUH IOKYMEHTA U HaIllpaBJICHUN
€ro B z1e10"?

l Ha xakux nokymeHTax mpoctaBisiercs peKBU3HUT 29 "OTMeTKa 0 MOCTYIUICHUU TOKYMEHTA B
opranusanuio"? HazoBurte cocTaBHbIE YaCTH 3TOTO PEKBU3UTA.

l I'ne pasmemaercs pexkpusut 30 "HMaeHTH(UKATOP JIEKTPOHHON KOITUU JOKYMEHTa", U
MOYEeMY OH MOJKET MPOCTABIISITHCS HA KAXKIOM JINCTE JTOKyMEHTa?

l Hatite nonstue "yaudukanuu" u "cTaHgapTU3anyu’ yrpaBieHYECKUX JOKYMEHTOB.
Pacckaxxute 06 yHu(punmpoBaHHbIX (popMax JOKyMEHTOB.

O Jaiite monsitue "cucrteMsl JokyMeHTanuu'". [lepeuncnure BUIbl TOKYMEHTOB, BXOSIINX B
COCTaB OPraHU3aAIMOHHO-PACTIOPSIUTEIHLHON IOKYMEHTAIIAH.

O Knaccudukanus opraHu3alMoOHHO-pacOpsIMTENbHBIX JOKYMEHTOB. Pacckaxure 00
OCOOCHHOCTSIX MX COCTaBJICHHUS U O(OPMIICHUSL.

O [lepeuncnure BUIbI OpraHU3AUOHHBIX JOKYMEHTOB. Ha30BUTE 0COOEHHOCTH HX
cocTaBJICHUS B 0(OPMIICHHS JTOKYMECHTOB.

O [lepeuncnure BUIBI pacOPSAUTEIBHBIX TOKYMEHTOB. Ha3oBUTE 0COOEHHOCTH UX
cocTaBJIeHUS B 0(OPMIICHHS JIOKYMECHTOB.

l Hepe‘lI/ICHI/ITe BUbI CHpaBOLIHO-I/IH(bOpMaLII/IOHHHX HOKYMCHTOB. Ha3zoBure ocodbennoctu
HUX COCTaBJICHHUA U 0(1)OpMJIeHI/I$I JOKYMCHTOB.

0 CocraB JIOKYMEHTOB, BXOJSIIUX B CUCTEMY JOKYMEHTAIUH 10 TUYHOMY COCTaBY.
[Tepeuncnure 0COOCHHOCTH X COCTABIICHUS M O(DOPMIICHUS.

O [lepeuncante BUABI TOTOBOPHO-TIPABOBOM JOKyMeHTaluu. Pacckaxure 06 0COOEHHOCTAX
UX COCTaBJICHUS U OPOPMIICHUS.

O Pacckaxxute 06 oco0eHHOCTSIX 0QOpMIICHUS YHUPUITUPOBAHHBIX, TUTIOBBIX, TPUMEPHBIX
($hopM 10rOBOPOB.

0 [Tepeuncnure Buab JOBepeHHOCTEN. Pacckaxute 06 0COOEHHOCTSAX MX COCTaBICHHS U
oopMIIeHHU .

O [Tepeuncnure KnaccupUKAIMIO JOKYMEHTOB M0 BHEIIHEAKOHOMUYECKOHN 1A TEIbHOCTH.
VYHu¢unupoBanHbie GOpMbI JOKYMEHTAIIMH 10 BHEIIHEIKOHOMHUYECKOH J1eATEIbHOCTH.

O [lepeuncaure Buabl KOMMepUYeCKHX MHUceM. Pacckaxure 00 0COOEHHOCTAX UX COCTABICHUS
u opopmiieHus. TunoBbie POpMbI KOMMEPUECKUX MTHCEM.

O Pacckaxxute 06 0cOOEHHOCTSIX COCTABJIEHUS KOHTPAKTOB, KaK JIOKyMEHTaxX, 0(OPMIISIOLINX
BHEUIHETOProBele cenku. [lepeunciure pa3aenbl KOHTPaKTOB.

[ HCpC‘-II/ICJ'II/ITe AOKYMCHTHI, BXOOAIIUC B COCTAB HpCTeH3I/IOHHO-HCKOBOI>'I JAOKYMCHTAIIUU.

OuneHoYHBbIE CPeICTBA /IS TEKYIIero KOHTPOJIA

Tect «PeKkBU3UTHI»

1) PekBU3UT nOKyMEHTa — 3TO:
a) €ro OTJEJIbHBIN DIIEMEHT;
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0) yacTh CITy)KEOHOTO TTUChMa;
B) pupMeHHBIH Os1aHK.

2) «/lenonpousBoacTBo» - 310:
a) CUCTEM XPaHEHUs I0KyMEHTOB;
0) cocTaBiieHUE TOKYMEHTOB;
B) IOKyMEHTHPOBAHUE U OPraHU3aLUs pabOThI C JOKYMEHTaMHU.

3) B kakoM citydae npaBuiIbHO OQOPMIIEH PEKBU3HUT «AIpecaTy:

a) upexropy OOO «/IuzaitH-A» 0) dupexropy HILJI

B.A. Jlarynunoit PycakoBy Bany ®egopoBuuy
B) 301265, Tynbckas 0061., r) E.W. XKyxk

rro Jlunku, Kupeesckuii p-H, yi. YUypuHna, 1.14, k8.1,

yn. CagoBas, 1. 5, kB. 12 r. HoBoypaibck,

O6pasnosy O.I1. CeepmiioBckas 0071., 624130

4) Kakum obOpa3zom odopmisieTcss peKBH3HT «AJpecar» B CiIydae, €ClIM JOKYMEHT aapecyercs
¢uznueckomy suny? Ilpusenure npumep.

5) Kakum obpa3zom odopmisieTcss peKBH3UT «AzpecaT» B CiIydae, €CIM JOKYMEHT aJlpecyeTcs
KOHKPETHOMY J0JDKHOCTHOMY Jinity? [IpuBenure mpumep.

6) Kakum oOpasom odopmisieTcsi peKBU3HUT «Ajpecar» B Cllydae, €ClId JTOKYMEHT aapecyeTcs
opranu3zanuu B nesnom? Ilpusenure npumep.

7) Ilpu agpecoBaHun 4acTHOMY (PU3UYCCKOMY JIMITY HHUIIUAIIBI YKA3bIBAIOT:
a) nepen haMuinei;
0) mocie GpamMuIuu.

8) B xakoM ciyuae npaBuiibHO 0popmMieH pekBU3UT «lloamucey:

a) Pextop Twenos [1.M. ITimenos

0) dupekrtop mrkossr Ne 432 Cnuywvina Crmneraa @.1.

B) ['maBHBIN Oyxranrep Bepeexuna Bepeskuna C.A.
Hupexrop MI'Y Boponos Boponos I1.B.

r) dAupexTop mkossl Ne 45 HOONUCH IO0.I'. lemunoB
Hupekrop mkonst Ne 56 nOONUCh M.U. PoibkuHa

1) Jupextop mkoist Ne 31 Hupextop mkonsr Ne 87

SAmuk AA. Kmypkuna O.I1.

9) B kakom ciywae mnpaBuinbHO odopmiieH pekBu3uT «llognmuce» (BO BpeMs OTCYTCTBHS
PYKOBOJMTENS JOKYMEHT TIOJAMHUCHIBACTCS  3aMECTUTENIEM, HCIIOJHSIOMMUM  OOS3aHHOCTH
PYKOBOIUTENS):
a) 3a Jlupexropa A.N. Cunopos
(nmoanucek ero 3ama [lerposa)

0) dupekrtop A.N. Cunopos

(moamuce ero 3ama [letposa)

B) N.O. nupekTopa O.M. IletpoB

(IMYHAS OJMUCH 3aMECTUTENS IUPEKTOPA)
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10) B xakom ciy4ae mpaBMIbHO 0popMIIeH peKBU3UT «OTMETKA O HATWYMH MPUIIOKEHUS», €CIIU B
TEKCTe conpoBoAuTenbHOro nuckMa HE ynomMunanocs o npuiioxeHuu:
a) [Tpunoxenue: 1. ITonoxenne 06 YnpaBieHUN perHOHAILHOTO KPEIUTOBAHUS
Ha 5 11. B | 2K3.
2. [IpaBuia noAroTOBKH U 0(hOPMIICHUS TOKYyMEHTOB
VYnpaBieHus: perioHaJIbHOIO KPeIUTOBAaHUS Ha 7 J1. B 2 9K3.
0) [Ipuioxxenue: Ha 6 1. B 1 3k3.

11) B xakom ciyyae npaBHWIbHO 0(hOPMIIEH PEKBU3UT «OTMETKA O HAIMYUU MIPUIIOKECHUS», €CIH B
TEKCTE COMPOBOAUTEIBHOTO MUChMa YIIOMUHAJIOCH O MIPUIIOKEHUU:
a) [Ipunoxenue: 1. ITonoxenne 06 YnpaBieHUN perHOHAILHOTO KPETUTOBAHUS
Ha 5 11. B | 2K3.
2. [IpaBuia moAroTOBKH U 0(hOPMIICHUS TOKYMEHTOB
VYnpaBieHus: peruoHaJIbHOIO KPpeIMTOBAaHUA Ha 7 J1. B 2 9K3.
0) [Ipuiioxxenue: Ha 6 1. B 1 3k3.

12) C kako# 1enbIo Ha CITY’)KeOHOM MHUChME YKa3bIBAOT (paMUIIHIO U TeneOH UCIIOIHUTEIS:
a) JUIs OTIEPATUBHOMN CBSI3U C UCIIOJHUTEIEM;
0) U1t IpUAAHUS TOKYMEHTY FOPUANYECKON CHUJITBI.

13) Ilman pabotsl wuHcTHTyTa Ha 2004-2005 y4eOHBI TOI YTBEP)KAACTCS pEIICHUEM
MeJarornyeckoro cosera. B kakom cimyyae mpaBuiibHO oopmiieH pekBU3UT «I'pud yTBepkIeHus
JIOKYMEHTAa:

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

6) YTBEPX/EH Pemenuem nenarorudeckoro cosera ot 12.08.2004 Ne 14;

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

r) YTBEPX/IEH Pewmenuem nenaroruueckoro cosera ot 12.08.2004 r. Ne 14.

14) Ilepeuncnute cocTaBHbIe YacTu pekBu3uTa «I'pud cormacoBaHus»
15) KakoBbl cocTaBHbIe 4acTu pekBu3nuTa «Busza cornacoBanus»? [lepeunciure

16) PexBusut «I'pud cormacoBanus» ohopmIIsIeTCs CIEIYIONUM 00pa3oM:

a) COI'JTACOBAHO 6) PykoBouTenps 10pUIMUECKOTO OTAeNa
Pexrop ®uHaHCcOBOM akageMuu Cemeniox A.B. CeMeHIOK
nipu [IpaButensctBe Poccuiickoin @enepaunn 31.07.2004
Opnosg C.B. Opnos
31.07.2004

17) PexBusut «Busa cormacoBanus oQOpMIISIOT CIEAYIOMINM 00pa3oMm:

a) COI'JTJACOBAHO 0) PykoBouTenb I0pUIUIECKOTO OT/IeTa
PexTop ®UHAHCOBOM aKaJeMHU Cemenrok  A.B. CeMeHIOK
npu [IpaBurensctee Poccuiickoit @enepannu 31.07.2004
Opnosg C.B. Opnos
31.07.2004

18) C moMoIIpto Kakoro pekBu3uTa ohopMIIsIeTCsl BHEITHEE COTIIACOBAHNE JJOKYMEHTA!
a) BU3a COTJIACOBaHMSI,;
0) rpu¢ cormacoBaHus.

19) C noMo1ipi0 Kakoro pekBu3uTa ohopmIIsIeTcs: COrliacoBaHUE TOKYMEHTA BHYTPU OpTaHU3aIUH:
a) BU3a COTJIaCOBaHMSI,;
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0) rpud cormacoBaHUSI.

20) B xakoM citydae nmpaBmIIbHO 0popmileH peKBU3UT «OTMETKa O 3aBEPEHHUH KOITUU:

a) Bepno:
Nucnekrop Otnena kaapos

0) Bepno
HNucnexrop Otaena kaapos

B) Bepno
HNucnekrop Otnena kaapos
25.12.2004 r.

r) Bepno
Nucnekrop Otnena kaapos
25.12.2004

1) Bepno
HNucnexkrop Otaena kaapos
25.12.2004

21) Onpegenure, B KAKOM BapUaHTE MPaBUIILHO IIOCTABJIEHA II€YaTh B IPUBEIEHHBIX IPUMEpax:

a)\l D Hsanos O.K. UBanos

Sunyenxo

Sunuenko

Sunuenko

Sunyenxo

unyenxo

0) dupex aHog O.K. UBanos
B) Jlupexrop O.K. lBanosB

r) AupexTop Heana K. BanoB

) JII/Ip Heanos O.K. lBanoB

22) Kakue peKBU3UTHI paclolaraloTcsl B IPaBOM BEPXHEM YTy TOKYMEHTA:

a) HAMMEHOBaHME OpraHU3alNH;
0) rpud yTBEpKICHNUS,

B) JlaTa JOKYMEHTA;

') OTMETKa 00 HCIIOIHUTETIE;

J1) MECTO COCTaBIICHHS JOKYMEHTA.

23) K Bugam OJ1aHKOB OTHOCSITCS:
a) 6JaHK cITy>)keOHOTO MHUCHhMa;
0) 6;1aHK KOHKPETHOTO BHJIA IOKYMEHTA;
B) 00Imnii OJIaHK;
r) OJIaHK CTPYKTYPHOTO MOAPA3/ICICHNUS;
1) TOHDKHOCTHOM OJIaHK;

M.JI. 3uHueHKo

M.JI. 3unueHko

M.JI. 3unueHkKo

M.JI. 3u"uyeHko

3unuenko M.JI.
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€) BCE BBIIIETIEPEUHCICHHBIC BUIBI.

24) B kakoM ciTydae COCTABIISIOT CITUCOK-PACCHUIKY?
a) eclii yKa3bIBaeTcs 0ojiee 0JTHOTO a/Ipecara;
0) ecnu yKaspIBaeTcs 0osiee YeThIpeX aJpecaros;
B) €CJIM yKa3bIBaeTcs OoJiee MATH aJipecaTos;
T') €CJIM yKa3blBaeTcs 6osee IBYX aJpecaToB.

25) PexBusut «HanmeHoBaHuUE BUIA JOKYMEHTa» 0(OPMIISIOT:
a) MPONUCHBIMH OyKBaMU;
0) CTpOYHBIMU OYKBaMH;
B) IepBast - MponucHas OyKBa, OCIEIYIOINE — CTPOYHEIE.

26) 3aueM B IOKYMEHTAaxX BBIICIISAIOT CIIYKEOHbBIE MOJIS?

27) Omnpenenurte, MPaBWIBHO M YyKa3aHbl pa3Mepbl IOJICH CIYyKEOHBIX JOKyMeHTOB. I[lpu
BBISIBIICHUH OINMOKH HAIIMIIUTE B IPABOI YacTH TaOJIUIIbI TPABUIIBHBIN BAPHAHT OTBETA.

Pa3zmeps! monen, Mmm [IpaBuiIbHBIN OTBET

JleBoe — 25

ITpaBoe — 20

Bepxnee — 20

Huxnee - 20

28) CymiecTByeT ClieIyrolee KOJTMIeCTBO PEKBU3UTOB:
a) 29;
0) 30;
B) 31.

HTOroBbIii KOHTPOJIb 10 OKOHYaHHUIO YCBOCHUSI TUCIUIUIMHBI IPOBOJIUTCS B opMe 3a4éTa.
6.3 Kpurepuu 1715 oaydeHUs! TOMYCKa K 3a4€Ty:
e rioceleHue He MeHee 85% JIEKIIMOHHBIX U IPAKTUYECKUX 3aHATHH;
® YCHEIIHOE BBIIOJIHEHNE PAKTUYECKUX 3a/1aHUN U TECTA;

¢ CaAMOCTOATCIIBHOC H3YUYCHUC TCOPCTHYCCKOIr0 Marepuaja W AKTUBHOIO Yy4YaCTHA B

co0ecel0BaHUH;

e eciu cymma 6amioB no gucruminHe 60 u 6onee;
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