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1 IIEJTA OCBOEHMS YUYEBHOM JUCIUILINHBI

[lenpio ocBOeHMs Yy4eOHOM MUCHUIUIMHBI SIBISIOTCS: CPOPMUPOBATH Yy CIylIaTeNei
MPEJCTAaBICHUE O POJIM JTOKYMECHTHPOBAHHUS B YIIPABICHYCCKON JEATCILHOCTH; PACKPBITh CYTh €ro
OCHOBHBIX (hopM 1 MeTO/10B 3D (HEKTHBHOTO YIPaBiIcHHUs, CHOPMHUPOBATH MPAKTUUCCKUE HABBIKU T10
odopmitenuto yuebHoro marepuana B coorerctsuu ¢ CTO HTU HUAY MUDU.

2 MECTO YUYEBHOH JJUCIHUILJIMHBI B CTPYKTYPE OOII BO

B coorBerctBum ¢ OOpa3oBarenbHOM  MpPOrpaMMOM  TOATOTOBKM  OakalaBpOB
DNeKTponpuBOa U aBToMaThka 1o HampasiaeHuto 13.03.02 DnexTpodHepreTuka M AIEKTPOTEXHUKA,
JNaHHas ydeOHas AWCIMIUIMHA BKJIIOYEHA B 00s3aTENbHYI 4YacTh OOMICPOPECCHOHATBHOTO

MOIYJIS.

3 ®OPMUPYEMBIE KOMIIETEHIUU U INTAHUPYEMBIE PE3YJIbTATbBI

OBYYEHUA

VYuusepcansubie (YK) komnereniuu

Koa u HauMeHOBaHMe

Koa u HauMeHOBaHMe HHINKATOPpA JOCTUKCHUHA KOMIICTCHIIMHU

KOMIIeTeHIIUH
YK-4 Criocoben 3-YK-4 3HaTh: NpUHLHUIIBI IOCTPOEHUS YCTHOI'O U TUCbMEHHOI'O
OCYILECTBIISATh BBICKa3bIBaHUS HA PYCCKOM M MHOCTPAHHOM $I3bIKaX; IIpaBUiIa U
JIETIOBYIO 3aKOHOMEPHOCTH J€JI0BOM YCTHOW U MMCbMEHHOW KOMMYHHUKAIUU

KOMMYHHKAIIUIO B
YCTHOM U MUCbMEHHOMN
dopmax Ha
roCyJapCTBEHHOM
a3bIke Poccuiickon
denepaunu U
WHOCTPaHHOM(BIX)
A3bIKe(ax)

V-YK-4 YMeTh: NpUMEHATh Ha IPAKTUKE JEJIOBYH0 KOMMYHUKALIUIO B
YCTHOM M MMCbMEHHOMN (popMax, METO/Ibl U HABBIKH JI€JIOBOIO OOLICHUS
Ha PYCCKOM U MHOCTPAHHOM S3bIKaX; METOAUKON COCTaBIICHUS CYXKICHUS
B MEXJINYHOCTHOM JIEJIOBOM OOIIEHUH HA PYCCKOM U HHOCTPAHHOM
A3BIKaX

B-YK-4 Bnaners: HaBpIKaMu YTEHHS U TIEPEBOJIa TEKCTOB Ha
MHOCTPAHHOM SI3bIKE B TPO(ECCHOHATIEHOM OOIIEHUH; HaBbIKAaMH
JIEJIOBBIX KOMMYHUKAIIMHA B YCTHON M MUCbMEHHOM (pOpMe Ha pPyCCKOM U
MHOCTPAHHBIX A3bIKAX; METOAUKON COCTABJICHUSA CYKICHUS B
MEXJINYHOCTHOM JIEJIOBOM OOIIIEHHUH HA PYCCKOM U HHOCTPAHHOM SI3bIKAX

4 BOCIIMTATEJIbHBINA MOTEHIIUAJ JUCIATIIMHBI

I_ICJ'II/I 1 3aJa41 BOCIIMTAaHUA, BOCIIMTATEIbHBINA NOTEHIIUAN JUCIIUILINH

Hampasnenus/menu  3amaum BocuTaHus (KOM) BocnurarenbHblii NOTEHIMAT JUCIUTLIMH
BOCITUTAHUS

[Ipodeccuonansaoe = B14 ®opmupoBanue (hopmMupoBaHNE HABBIKOB CHCTEMHOTO

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

MO3UTHUBHON M aKTHBHOM
YCTAHOBKH Ha [IEHHOCTH
n30paHHON CHENHATbHOCTH,
OTBETCTBEHHOI'O OTHOIIICHMS K
npodeccnoHaTbHOMI
JEATEIIbHOCTH, TPYILY

OTHOIICHUSX Yepe3 KOHTEKCTHOE
oOydeHue




5 CTPYKTYPA M COJAEP)KAHUE YYEBHOM JJUCHUILIAHBI

5.1 CTpykTypa yueOHOH THCHHIINHBI

Pazpnen
y4eOHON JTUCIUTUIUHBI

Bunbt yaeOHON ASITETHHOCTH, BKITIOYAs
CaMOCTOSITETIbHYIO paboTy CTYJCHTOB U

TPYAOEMKOCTH (B Yacax)

JICKIINHA IIpaKTH-
YECKHNEC

paboTsI

nmabopa-
TOPHBIE
paboThI

CaMOCTO-
ATebHAs
pabora

Dopmbl
TEKYIIETro
KOHTPOJIA

yCIIEBA€MOCTH

1 Pa3nea «CucreMbl
TOKYMEHTAIHN

Tema 1 CoctaB peKBU3NUTOB U
paBujIa uX 0pOPMIICHUS

JIP1

Tema 2 CocraB u opopmieHwe
OpTaHU3aIMOHHO-
pacnopsIAUTEIbHON
JNOKYMEHTaluN
(opranu3anmoHHO-TIPABOBAS;
pacnopaauTeibHasd,
CIIPaBOYHO-
WHPOPMAILTHOHHAST)

JIP 2-4

Tema 3 CoctaB u opopmieHue
JOTOBOPHO-IPaBOBOM
JOKYMEHTAIIHS

JP 5

Tema 4 CocrtaB u opopmieHue
JOKYMCHTOB I10
BHEIITHEAKOHOMHYECKOM
JeSTEILHOCTH

JP 6

Tema 5 CocrtaB u opopmieHue
HPETEH3UOHHO-UCKOBOM
JIOKYMEHTAIAH

JP 7

2 Pa3nea
«JlokymMeHT000OpOT HA
npenpuITHI

Tema 6 JlokymMeHTOOOOPOT Ha
MIpePUITHH

JIP 8-9

3 Paznea «Odopmiienue
y4eOHbIX pador mo CTO

Tema 7 OcHOBHBIE ITpaBHIIA

o opMIICHUS JacTeH
TEKCTOBBIX Y4eOHBIX paboT 1Mo
CTO

12

36

JIP 10-14

Hroro

18

54

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




5.2 Conep:xanue y4eOHOM TN CHUTIITHHbBI

Mepornpusrue no
Tema npakTU4ecKoro 3aHsTHS TEKYIIEMY KOHTPOJIIO
3HaHUI
TectupoBanne mno Teme «CocrtaB W mpaBwia O(GOPMIICHHS PEKBU3UTOB IIpl
YIPaBIEHYECKUX JTOKYMEHTOB.
Cocrasiienue, odopmienue OPJl (aBTOOMOTpadus, 3asBJICHUE, [Ip2 —TIp4
XapaKTepUCTHKA U T.1.)
TectupoBanne mo teme «CocraB W mpaBuia oGopmIIEHUS OpraHU3AIMOHHO- IIpS — 1Ip7
pacnopsiANTEILHON JOKYMEHTAIIUN
TectupoBanue 1o Teme «/J0KyMeHTOOOOPOT HA IPEATPUATHI I1p8, I1p9
OcHoBHBIE TpaBHiIa 0GOPMIICHHS YacTe TEKCTOBBIX y4ueOHbIX padot mo CTO IIp 10-14
HI'TU-2-2007

CamocTosiTesibHasE padoTa 00yYaroIuXcst

CamocrosiTennpbHass paboTa CTyAeHTa IO YYeOHOW JAWCHUIUIMHE pPErIaMEeHTHPYEeTCs
«[Tonoxenrem 06 opraHu3aluu caMoOCTOSITeNbHON paboThl cTyaeHToB B HTU HUAY MU ».
CopeprkaHre caMoCTOSTEIbHON paOOThI CTY/ICHTOB!

Tembl camocTOATEIBLHOM PadOTHI

IToHsATHE TOKYMEHT, CUCTeMa JOKYMEHTALlUH, BU/Ibl CUCTEM JIOKYMEHTAILIUH.

Buns n knaccudukanus 1o0kymMeHToB. [1o/UIMHHUK, KOTUS, BUJIBI KOTIHA, TyOIHUKar,
BBIMHCKA.

OCHOBHBIE BU/IbI YIIPABICHYECKUX JTOKYMEHTOB.

bnank, Buasl OnaHkoB. PexBuzut. CrnocoObl pacrnoioXeHus peKBU3UTOB. THIOBOH (opMmyisp-
oOpas3elr IOKyMeHTa.

CocraB pekBU3UTOB U npaBuia ux opopmiienus no I'OCT P 6.30-2003.
Haznauenue u npaBuia opopMIIeHHS OCHOBHBIX YIIPABIEHYECKUX TOKYMEHTOB
JIoKyMeHTOOO0POT Ha NPEANPUATHH.

[TonsTHE, BUBI, 3HAUCHHE, TIOTOKH JJOKYMEHTOO00POTA.

Ne Bupl camocTosiTenbHON paboThI

1 [ToBTOpEHME MPOIIEHHOTO MaTepHana, U3ydeHne JOMOTHUTEIFHOTO MaTeprana mo TeMam
J1a00paTOPHBIX pabOT

2 ITonroroBka K 1a00paTOpHBIM paboTam

6 OBPA3OBATEJIBHBIE TEXHOJIOI'MHU

Pekomennmanuu  ans mpenojaBaTenss [0 MCHOJB30BAaHUIO  MH(OPMAIMOHHO-

oOpa3oBaTeNnbHbIX TeXHOJOrui coaepxkarcsi B «llomoxkeHnn o0 oOpraHuM3allMOHHBIX (GopMmMax u
TexHousorusix odpasosarensHoro nporecca B HTU HUAY MUDN».
[Ipn peanuzanuu nporpaMMmbl JUCHUIUIMHBI HCIOJIB3YIOTCS pa3inyHble 00pa3oBaTelbHbIE
TEXHOJIOTUU. AYIUTOPHBIE 3aHATUS TNPOBOAATCS B (QOpMe JEKUMH, NPaKTHUECKUX 3aHATHH,
nabopaTopHbIX paboT. [l KOHTpOJIS YCBOEHHS CTyJIEHTaMH pa3/ieloB JaHHOW TUCIUIIMHBI
IIPUMEHSIFOTCS] TECTOBBIE TEXHOIOTHH.

Jlns moBBILIEHHWS YpOBHS 3HAHUN CTYIEHTOB B TEYEHHME CEMECTpa OpraHu3yKTCS
KOHCYJIbTaIlH, BO BPEMsI KOTOPBIX:

- IPOBOJIUTCS 0OBACHEHNE HEMTOHITHBIX JJIs1 CTYJICHTOB Pa3/eJIoB TEOPETHUECKOTO Kypca;
- IPUHUMAIOTCS 33J0JDKEHHOCTH U T.JI.




Peanu3arusi KOMIIETEHTHOCTHOTO MOJIX0/a MIPEAYCMATPUBAET IMPOKOE UCIIONB30BaHNE B y4COHOM
MPOLIECCe aKTUBHBIX U MHTEPAKTUBHBIX (POPM MPOBEACHHUS 3aHITHIA, MPEAINoIaraloliuX aKTUBHYIO
00paTHYIO CBSI3b MEXKIY MPEIOAaBaTesieM U CTYICHTaMHU.

B mpouecce wu3ydeHHS IUCHUIUIMHBI HCIOJIB3YIOTCS HHTEPAKTUBHbIE (POpPMBI OOY4YEeHHs MpH
MPOBEACHUU MPAKTUUCCKUX 3aHATUM.

7 ®OH/JI OHEHOYHbIX CPEACTB

®DoH/J OIEHOYHBIX CPEACTB MO JUCIUIUIMHE OOCECIEYMBAET TPOBEPKY OCBOCHHS
IUTAHUPYEMBIX  PE3yJIbTaTOB OOydeHUs (KOMIETCHIMA W WX HWHIWUKATOPOB) TIOCPEICTBOM
MEPONPUITHI pyOESKHOTO U MTPOMEKYTOUHOT'O KOHTPOJIS TIO JTUCITUTIIIMHE.

B nensx nossimeHust 3PEKTUBHOCTH Mpoiiecca 00YICHHUS CTYJICHTOB U CTUMYIUPOBAHUS
WX CaMOCTOSATEILHON pPabOThl B TEUEHUE CEMECTpa MCIOJB3YeTCsS CHUCTeMa KOHTPOJISI TEKYIeH
YCIIEBAEMOCTH, BKJIFOYAIOILAS:

- BBINIOJIHEHUE KOHTPOJIBHBIX TECTOB (MPOBEpKA YPOBHS TEOPETUUYECKOTO YCBOCHUS
pa3zienoB Kypca);

- BBITIOJIHEHHE MTPAKTUYECKUX padOT 1o 0OPMIICHUIO OPTraHU3aIlMOHHO-PACTIOPSIUTEIbHON
JOKYMEHTalUH

- BBINIOJIHEHUE TA0OpaTOpHBIX pPaboT (MpoBepKa MPAKTUUYECKUX HABBIKOB CTYyJEHTa IO
odopmiteHnI0 TeKCTOBBIX YacTeit cornmacao CTO HTN).
OrneHovHbIC MaTepHabl U3 GOHJIa OIIEHOYHBIX cpeAcTB npeacrasiensl B [IPUJIOKEHNU A.

Cs3p MEKIy (QOPMUPYEMBIMH KOMIICTCHIUSIMUA W (OpPMaMU KOHTPOJIS WX OCBOCHUS
MpeACTaBJICHA B Ta0IUIIE

li\/rgn HanmenoBanue Arrecranus MaxkcumanbHbIH Oan
1 Cocras u npaBuia ohopMICHHUS Ipl
PEKBU3HUTOB YIPABICHYECKHX 5
JJOKYMEHTOB
2 | CocraBnenne, opopmiienue OPJ] ITp2 — Tp4 15
3 | CocraB u npaBuiia 0(opMIICHUS ITp5 — IIp7
OpraHU3alHOHHO- 15
pacropsauTeabHON
JOKYMEHTAIIUU
4 | lokyMeHTOO0OpOT Ha I1p8, ITp9 10
PEIIPUSTHH
5 | OcHoBHbIE NpaBuUia 0HOPMIICHUS ITp 10-14
yacTel TeKCTOBBIX Y4EOHBIX 15
pabot mo CTO HI'TU-2-2007
6 | 3auer TecroBoe 3aanue 40
Komnerenmus WNuaukaropsl Texymumii KOHTPOJb U aTTECTAIUS Pa3/IeNioB
OCBOCHUS (popma, Henenst)
YK-4 3-YK-4 IIpl — 2 Hen
V-YK-4 IIp2 —1Ip4 — 3 Hen
B-YK-4 [Ip5 — IIp7 —4 ven
[Ip8, IIp9 - 5 Hen
ITp 10-14 — 6-10 Hex

CpencTBa TEKyIIEro KOHTPOJISI M TPOMEKYTOUYHOW AaTTeCTAllMd MO JUCIUTUIAHE
npencrasieHsl B @OC. [lkana kax10ro KOHTPOJIBLHOTO MEPOIIPUATHS JIEKUT B npeaenax ot 0 mo
YCTAHOBJIEHHOT'O MaKCHUMaJIbHOro Oaiia BKIIOYMTENbHO. MTOromas arrecranus Mmo AMCLUUILIMHE
ouenuBaercs nmo 100-0amabHOM IIKajne M MPEACTaBiIsAET COOOH cymMMy OamioB, 3apabOTaHHBIX



CTY/IGHTOM TP BBITIOJHEHUH KOHTPOJIBHBIX MeponpusTiii. [loaydenHble Oanibl mepeBoasTCs B S-
OaJUIBHYIO CUCTEMY M0 CIIENYIOIEH MIKae:

Cymma Onenka
Onenka 1o 5 OanbHOM mIKane 3auer 0aJuIoB 110 (ECTS) I'papgauus
JUCIUILINHE
5 (OTJIMYHO) 90-100 A OTan4HO
85-89 B Od4eHb XOpoIIo
4 (xoporto) 75-84 C Xoporio
3aureno 70-74 D Y 10BIETBOPUTETHLHO
3 (y1OBIIETBOPUTEIBHO) 65-69
60-64 E [TocpencTBeHHO
2 He Hwxe 60 F HeynosnerBopurenbHO
(HEeYTOBIETBOPUTEIHHO)
3a4YTEHO

8 YUEBHO-METOJNYECKOE U UTH®OPMALIMOHHOE OBECHEYEHUE YYEBHOM
JUCHMUILIAHBI

8.1 IlepeyeHb aUTEPATYPHI, HEOOXOAUMOIH 1JIs1 OCBOCHHS M CIHIJIUHbI

1. Jloponuna, JI. A. Opranuzanusi ¥ TEXHOJIOTHS JOKYMEHTAIIMOHHOTO 00ECIICUCHHS
yIIpaBJIeHUs : yUeOHUK U NpakTuKyM i By3oB / JI. A. Jloponuna, B. C. UputukoBa. —
Mockaa : M3narensctBo FOpaiit, 2022. — 233 ¢. — (Bricmiee o6pa3oBanwne). — ISBN 978-
5-534-04568-0. — TexcT : anexTpoHHsIit / O6pazoBarenbHas miathopma FOpailt [caiiT].
— URL: https://urait.ru/bcode/489555

2. Kysnenos, U. H. JlokymeHTanuonHoe obecriedenue yrnpasieHus. JJokyMeHTo000poT U
JICIIONPOU3BOICTBO : YU4EOHHK U MpakTukyM st By3os / U. H. Ky3nenos. — 3-e usn.,
nepepad. u gon. — Mocksa : UznatensctBo FOpaiit, 2022. — 461 ¢. — (Bsiciiee
obpazoBanue). — ISBN 978-5-534-04275-7. — TexcT : anekrponHbIi // O6pazoBaTenbHas
iaropma FOpaiit [caiit]. — URL: https://urait.ru/bcode/488697

8.2 [Ilepeyenr pecypcoB HH(POPMALUOHHO-KOMMYHUKAUMOHHONH cetn «MHTepHeT»,
HE00XOAUMBIX /JIsl OCBOCHHS IMCUMILIHHBI

HaunmeHnoBaHue pecypca DJIeKTPOHHBIN aJipec pecypca
1) Odunmansasiii caiit HTU HUSAY MUDOU http:// nti.mephi.ru
2) OBC FOPAUT https://urait.ru/

9 MATEPHAJIBHO-TEXHUYECKOE OBECIIEYEHUE YYEFHOM JUCITATLTAHBI

VYyeOHas qucuuIinHa odecreuyeHa yueOHO-MEeTONUEeCKON JOKYMEHTAllel U MaTepruaIamMH.
E€ conepxaHue mpeicTaBiIeHO B JIOKAJHHOM CETH Y4eOHOIO 3aBEACHUS M HAXOIMUTCSA B PEXUME
CBOOOJHOIO JOCTyNHa il CTYAEHTOB. J[OCTYHm CTYyIEHTOB Al CAMOCTOSITENIHOW MOATOTOBKU
OCYILECTBISICTCA Yepe3 KOMIbIOTEphl OMOIMOTEKM M KOMIbIOTepHBIX kiaccoB HTU HUAY
MUOU.

MaTepI/IaHLHO-TCXHI/I‘-ICCKOC obecrneucHue AYJAUTOPHBIX 3aHATHUH:

1) KOMIUIEKT JIEKTPOHHBIX MTPE3CHTAIINI/CITaliI0B,
2) ayIUTOpHs, OCHAIIeHHAas MPE3ECHTAMOHHOM TEXHUKOW (MPOEKTOp, HIKpaH,
KOMIIBIOTED),

3) KOMIBIOTEPHBIHN KJIacc I IPOBEICHUS JTa0OPATOPHBIX padoT.



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

10 YYEBHO-METOANYECKHE PEKOMEHJAIINU UISI CTYJEHTOB U
ITPEITIOJABATEJIEU

BBoanas gacTtb

Ilens MaHHOW MUCHMUIUIMHBI — JaTh YYallUMCS KJIIOYEBBIC NPEICTaBICHHUs 00 OCHOBax
JOKYMEHTAIMOHHOTO 00ECIIEYCHUS YIPABICHUYECKOU eATeIbHOCTH.

OCHOBHOH ymop Ha JEKIHUAX HEOOXO0IUMO JeIaTh Ha TOHMMaHUE W3JIaraeMoro Marepuaia u
YMEHHUSI €r0 MCIOJIb30BaHUs IPU MOATOTOBKE ISl CAAYM 3a4eTa, K MPAKTUYECKUM 3aHSATHUAM,
1abopaTOpPHBIM pabOTaM U TIPU BBITIOJTHEHHH CAMOCTOSTEIBHBIX PaboT.

W3ydyeHne y4eOHOW JAMCHUIUIMHBI BKJIIOYACT: IMIOJIYYCHHE MPAKTUYECKHMX HABBIKOB
odopmIleHHUs yIIPaBICHUYECKON TOKYMEHTAIIUH.

Jlist ocBoeHUs y4eOHOW JMCIMILIUHBI CICIHATBHBIX 00pa30BATEIBHBIX TEXHOJOTUH HE
TpeOyercsa. JIeKnMOHHAas dYacTh Kypca OOECIeYMBACT TOJYyYeHHE HEOOXOIUMBIX 3HAHHM;
MPAKTUYECKHE 3aHATHS TOCBAIIECHBl PELICHUI0 KOHKPETHBIX Y4YeOHBIX 3ajjad, Ha J1aOOpaTOpHBIX
paboTax 3aKpeluisioTCs IMOJIyYeHHbIE 3HAHUS M YMEHHUS IOCPEACTBOM  HCIOJB30BaHUS
KOMITBIOTEPHBIX CPEACTB 0(OPMIICHHS IOKYMEHTALIUU.

MeTtoanueckue yka3zaHus K JSKIUSAM, TPAKTUYECKUM 3aHATHIM U JJa0OpaTOPHBIM paboTaMm.

IIpenonaBarenssM Ha KaXIOW JIEKUMH PEKOMEHAYETCS OYeHb KpaTKO IOBTOPATH
MPOMJECHHBIA MaTepual MpeabIAyIInuX JIEKuud. [Tpu 3TOM ciienyeT OCTaHaBIMBATHCSA HA CI0KHBIX
JUISl IOHUMAHUS CTYJ€HTaMU KJIFOYEBBIX 3J€MEHTaX JTUCLUUILIMHBI.

CryneHtaMm mepes TEKylIeH JeKIueil (3apaHee) peKOMEHIYeTCsl OYeHb KPaTKO MOBTOPATH
MPOMICHHBI MaTepHall IpeablayIuX Jekui. [lpu sTom cinegyer cocpeqoTOUYNTh CBOE BHUMAHUE
Ha CJIOKHBIX JIJISl HOHUMAaHUS KIIFOUEBBIX JJIEMEHTAX JUCIUIIINHBL.

OCHOBHOW yNOp Ha H3y4aeMBbIX JIEKIHMAX HEOOXOIUMO JelaTh MMEHHO Ha IOHHMaHHe
IIPEACTABICHHOIO MaTepuala U Ha yYMEHHME €ro MCIOJb30BaTh IPU BBINOJIHEHUH IPAKTUYECKUX
KOHTpPOJbHBIX padoT.

N3yuenue Tekylero mMarepuana pPeKOMEHIYeTCsl IMPOBOAMTH, ONMPASCh HA CIEAYIOLINE
noco6wus [1, 2].

B pamkax JUMCHMIUIMHBI TPEAYCMOTPEHO NPOBEICHHE NPAKTUYECKUX 3aHATUA U
mabopaTopHBIX paboOT, Ha KOTOPBIX ydYalluecs AOHKHBI, UCTONb3Ys MPEICTaBICHHBIN Ha JEKIUSIX
MaTepua, 3aKpenuTh 3HaHUS M0 W3y4aeMol nucruiuinHe. [IpakTuka mokaszana, u4To cienyeT ObITh
TOTOBBIM 3apaHee K Pa3JIMYHbIM IIpUEMaM BOBJICUEHHS CTYACHTOB B TBOPUYECKUI ITPOLIECC OCBOCHUS
yueOHOro Marepuarna.



IMPUJIOKEHUE A. OHEHOYHBIE MATEPUAJIBI ®OHJA OHEHOYHBIX CPEACTB
Bonpocsl k 3auéry

0 [Haiite onpenenenue repmMuna "gokymeHT" 1o I'ocynapctBenHoMy cranaapry. llepeuncnure
CHOCOOBI TOKYMEHTHPOBAHUS U BHUJIbI MAaTEPHAIIbHBIX HOCUTENEH HH(OpMAaLIUK.

0 Haiire monstue "dopmynsp nokymenta". [lepeuncnure ocobeHHoCTH HOPMYIISIpOB
JOKYMEHTOB, IOJIY4€HHBIX Pa3IMUYHBIMU CIIOCOOAMH IOKYMEHTUPOBAHHUS.

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

0 st obopMIIeHHS KaKUX BHIOB JOKYMEHTOB HCITOJIb3yeTCst oOmwii Omank? Uem oTimuaercst
001l OJ1aHK OT OJ1aHka nmucbMa?

O Haiite monsitue "pexkBusut" nokymenra. [lepeuncnnre BUaAbl pEeKBU3UTOB U OCHOBHBIE
npaBmia ux opopmienus. [lepeuncnure CKOIBKO MONOKEHUN TaOYISATOPA UCIIONIBb3YETCs MpU
oopMIIEHUN PEKBU3HUTOB?

0 Kakue pekBU3UTHI JOKYMEHTA SBISIOTCS 00s13aTeNbHBIMU? UTO XapaKkTepu3yroT
JOTIONTHUTENbHBIE peKBU3UTHI OPJ1?

O B yem ocHoBHOE paznuuue 0JaHKa C YIIOBBIM U IPOAOIBHBIM PACTIONOXKEHHUEM OCHOBHBIX
pekBu3UTOB? UeM Mpo0ibHbBIN BapUAHT PACIIOIO0KEHUS PEKBU3UTOB 3ar0JI0BOYHOM YacTu O1aHKa
OTJIMYAETCS OT YIIOBOro?

0 Kaxkue opranuzamnum ©MEIOT IpaBo U300pa)kaTh Ha OJIAaHKaX CBOMX JOKYMEHTOB
l'ocynapcrennsiit repd PD?

O Uto npeacTaristoT coO0ii KoJI OpraHu3aIii U Ko (POpMbI TOKYMEHTa, UCIIOJIb3yeMble Ha
6mankax OPJ1? Uto o3nauarot ab6pesuarypst OI'PH, MHH, KIII1. Kem onu BbinaroTcs.

O [Tepeuncnure s3nemenTsl pekBuznTa 08 "HanmenoBanue oprannzauuu”. Uemy 10KHO
COOTBETCTBOBATh HAMMEHOBAHUE BHJIA JIOKYMEHTA, IPUBOAUMOE B OJIaHKE KOHKPETHOI'O BHJ1a
JOKyMeHTa?

O Kakue cnoco6s! opopmienus peksusura 11 "Jlata nokymenTa" Bbl 3Haete?

O Uem pexBu3uT 12 "PerucrpaiioHHbIi HOMEp JOKyMeHTa" oTiIn4aercs oT pekBu3uTa 13
"CcbUlKa Ha PETUCTPALIMOHHBIA HOMEpP M 1aTy JOKyMeHTa'"?

O B kakom ciyuyae Ha GaHKe T0JKEH NPUCYTCTBOBATh peKBU3UT 14 "MecTo cocTaBieHus Win
W31aHUS TOKyMeHTa'"?

l Kakum 06pazom HykHO 0hopMIIsTh pekBU3UT 15 "Anpecat"”, ecu JOKYMEHT aipecyeTcst
¢bu3nUecKoMy JIMIY U FOPUIHUECKOMY JHILY?

O Kakumu ciocobamu opopmisiercst opopmitsate pekBu3uT 16 "I'pud yrBepxaeHus
nokymeHTa'"?

O Kakumu ciocobamu moxeT odopmisaTecst pekBu3uT 17 "Pesomtonus"?

0 Kakwue cymiecTByroT 0cOOeHHOCTH 0hopMIIeHHs pekBu3uTa 18 "3aromoBok K TEKCTY

JOKYMEHTa" B 3aBUCHUMOCTH OT BUJA JOKYMEHTA?

O Korza oTMeTKy 0 HaJTMYUU NPHIIOKEHHUS] MOKHO O(OPMIIATH 110 KpaTKoit hopme?
[IpuBennre mpumep.

0 Kax opopmnsgercs pexsusur 22 "lloamnuce", eciu JOKYMEHT IMOAINCHIBACTCS
s y
PYKOBOJIUTENSIMU JBYX opranu3auuii? [IpuBeaure mpumep.

O Kak opopmnsiercsa pexBusut 23 "I'pu¢ cormacoBanus 1okymeHra"?
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O I'ne npocrasinsieTcst pekBU3UT 26 "OTMeTKa 0 3aBEpEHUH KOMUHU" U KaK oHa odopmiisercs?

O SBnsercs mu pexkBu3uT 27 "OT™MeTKa 00 UCTIONMHUTENE" 00s3aTEIBHBIM U T/I€ OH
MIPOCTABJISIETCS], YEM OH MOKET JOTOIHSATHCS?

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

l Ha xakux nokymeHTax mpoctaBisercs peKBU3HT 29 "OTMeTKa 0 MOCTYIUICHUU TOKYMEHTA B
opranusanuio"? HazoBurte cocTaBHbBIE YaCTH 3TOTO PEKBU3UTA.

l I'ne pasmemaercs pexkBusut 30 "HMaeHTH(dUKATOP JIEKTPOHHON KOITUU JOKYMEHTa", 1
MOYEeMY OH MOJKET MPOCTABIISITHCS HA KAXKJOM JINCTE JOKyMeHTa?

l Hatite nonstue "yaudpuxanuu" u "cTangapTu3anyu’ yrpaBieHYECKUX JOKYMEHTOB.
Pacckaxxute 06 yHupunupoBaHHbIX (opMax JOKyMEHTOB.

0 Jaiite nonsitue "cucreMsl fokymeHTauuu'". [lepeuncnnre BUIbI JOKYMEHTOB, BXOASIIUX B
COCTaB OPraHU3aAIMOHHO-PACTIOPSAUTEIHHON TOKYMEHTAIUH.

O Knaccudukanus opraHu3aloOHHO-pPacOPsIAUTENBHBIX TOKYMEHTOB. Pacckaxure 00
OCOOCHHOCTSIX MX COCTaBJICHHUSA U O(OPMIICHUS.

O [lepeuncnure BUIbI OpraHU3AUOHHBIX JOKYMEHTOB. Ha30BUTEe 0COOEHHOCTH HX
cocTaBJICHUS B 0(OPMIICHHS TOKYMECHTOB.

O [lepeuncnurte BUIBI pacoOpsAUTEIBHBIX TOKYMEHTOB. Ha3oBUTE 0COOEHHOCTH UX
CoCTaBJICHUS B O(OPMIICHHS TOKYMECHTOB.

l Hepe‘lI/ICHI/ITC BUbI CHpaBO‘{HO-I/IHq)OpMaLII/IOHHBIX HOKYMCHTOB. HazoBure ocobennoctu
HUX COCTAaBJICHHUA U O(i)OpMJIeHI/Iﬂ JOKYMCHTOB.

O CocraB TOKYMEHTOB, BXOJSAIIUX B CUCTEMY JOKYMEHTALUHU 10 JIMYHOMY COCTaBY.
[Tepeunciure 0COOEHHOCTH WX COCTABIICHUS U O(DOPMIICHHS.

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

O Pacckaxxute 06 ocobeHHOCTSIX 0QopMIIeHUS YHU(PHUIIMPOBAHHBIX, TUTIOBBIX, IPUMEPHBIX
($hopM 10rOBOPOB.

0 [Tepeuncnure Buabl JOBepeHHOCTEN. Pacckaxute 06 0COOEHHOCTSAX MX COCTaBJICHHS U
oopMIIeHHU .

O [Tepeuncnure KnaccubUKaUIO JOKYMEHTOB MO BHEIIHEAKOHOMUYECKOHN 1A TEIbHOCTH.
VYHudunupoBanHbie GOpMbI JOKYMEHTAIIMH 10 BHEITHEAKOHOMUYECKOU JEATEIIbHOCTH.

O [lepeuncaure BUAbI KOMMEpUYECKHX MHceM. Pacckaxure 00 0COOEHHOCTAX UX COCTABICHUS
u opopmiienus. Tunosbie PopMbl KOMMEPUECKUX TTHCEM.

O Pacckaxxure 06 0COOEHHOCTSAX COCTAaBICHUS KOHTPAKTOB, KaK JOKYMEHTaX, 0()OpMIISIONIUX
BHEUIHETOProBele cAenku. [lepeuncnure pasaensl KOHTPAKTOB.

[ HCpC‘-II/ICJ'II/ITC AOKYMCHTHI, BXOAAIIUC B COCTAB HpeTeHBHOHHO-HCKOBOﬁ JAOKYMCHTAIIUU.

3agaHus A0 TEKyLero KOHTPOJIs

Tect «PekBU3UTHI

1) PexBU3UT 1OKyMEHTa — 3TO:
a) ero OTJEeIbHBIN JIEMEHT;
0) JacTh CITy)KEOHOTO TTUCHMA;
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B) upMeHHBIH OaHK.

2) «/lenonpousBoacTBo» - 310:
a) CUCTEM XpaHEHUs JT0KyMEHTOB;
0) cocTaBiieHUE IOKYMEHTOB;
B) IOKyMEHTHPOBAHUE U OPraHU3aLuUs paObOThI C JOKYMEHTaMHU.

3) B kakoM citydae npaBuiIbHO 0OPMIIEH PEKBUBUT «Apecary:

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

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

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

yi. CanoBas, 1. 5, kB. 12 r. HoBoypaiibck,

O6pasmosy O.I1. CeepmitoBckas 0071., 624130

4) Kakum obOpa3zom odopmisieTcss peKBH3HT «AJpecar» B Cilydae, €ClM JOKYMEHT aJpecyercs
¢uznueckomy suny? Ilpusenure npumep.

5) Kakum obpazom odopmisieTcss peKBU3UT «AzpecaT» B CiIydae, €ClId JOKYMEHT aJlpecyeTcs
KOHKPETHOMY JI0JDKHOCTHOMY Jinity? [IpuBenute mpumep.

6) Kakum oOpasom odopmisieTcsi peKBU3HT «Ajapecar» B Cilydae, €Cld JOKYMEHT aJpecyercs
opranuzainuu B nesnom? Ilpusenure npumep.

7) Ilpu agpecoBaHUM YaCTHOMY (PU3UYECKOMY JIUILY MHUIIAAJBI YKA3bIBAIOT:
a) mepen haMuinei;

6) nocie pammiIny.

8) B xakoM ciyuae npaBuiibHO opopmMieH pekBU3UT «lloamucey:

a) Pextop Twenos [1.M. ITienos

0) dupexrop mkomsr Ne 432 Cnuyvina Crurpiaa @ 1.

B) ['naBHBIN OyxranTep Bepesxkuna Bepeskuna C.A.
Hupextop MI'Y Boponos Boponos I1.B.

r) AupexTop mkossl Ne 45 HOONUCDH IO0.I'. lemunoB
Jupexrop mkomusl Ne 56 nOONUCH M.U. PoibkunHa

1) Jupextop mkoist Ne 31 Jupexrop mkomsl Ne 87

Sk ALA. Kmypkuna O.I1.

9) B xakom ciyyae mnpaBwiIbHO odopmieH pekBU3UT «lloamuck» (BO BpeMsl OTCYTCTBUS
PYKOBOJUTENS  JOKYMEHT IMOJANUCHIBACTCS  3aMECTHTENEM, HCIOJHSIOUIMM  O0S3aHHOCTH
PYKOBOJIUTEIS):

a) 3a Jlupexropa A.N. Cunopos

(moamuck ero 3ama [lerpoBa)

0) dupektop A.U. Cunopos

(moamucse ero 3ama [lerposa)

B) 11.0. qupekropa O.M. Ilerpos

(JIM4HAs MOJMKCH 3aMECTUTENS TUPEKTOPA)
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10) B xakoMm ciy4yae mpaBWIbHO OPOPMIICH PEKBU3UT «OTMETKA O HATMYUH IPUIOKECHUN», €CIIU B
TEKCTe conpoBoauTenbHOro nuckMa HE ynomunanock o npuioxeHuu:
a) [Tpunoxenue: 1. Ilonoxenne 06 YnpaBieHUN perHOHAILHOTO KPEIUTOBAHUS
Ha 5 11. B | 2K3.
2. [IpaBuia moAroTOBKH U 0(hOPMIICHUS TOKYMEHTOB
VYnpaBieHus: perHoHaJIbHOIO KPeIUTOBAaHUS Ha 7 J1. B 2 9K3.
0) [Ipuiioxxenue: Ha 6 1. B 1 3k3.

11) B xakom ciyuyae npaBuiIbHO 0(hOpMIIEH PeKBU3HUT «OTMETKA O HATMYUH MPUIOKEHUS, €CITU B
TEKCTE COMPOBOAUTENBHOTO MUChMa YIIOMUHAJIOCH O MIPUIIOKEHUU:
a) [Tpunoxenue: 1. [Tonoxenne 06 YnpaBieHUN perHOHAILHOTO KPEIUTOBAHUS
Ha 5 11. B | 2K3.
2. [IpaBuia noAroTOBKH U 0(hOPMIIEHUS TOKyMEHTOB
VYnpaBieHus: perHoHaJIbHOIO KPeIUTOBAaHUS Ha 7 JI. B 2 3K3.
0) [Ipunoxxenue: Ha 6 1. B 1 3k3.

12) C kako# 1enpIo Ha CITy’)KeOHOM IMHChME YKa3bIBAIOT (PaMUIHIO U TeNIe(OH UCTIONMHUTEIIS:
a) JUIs OTIEPATUBHOMN CBSI3U C UCIIOJHUTEIEM;
0) U1t IpUAaHUS TOKYMEHTY FOPUANYECKON CHUJITBI.

13) Ilman paborer wuHcTUTyTa Ha 2004-2005 yueOHBIH TOJ YTBEPKIACTCS pEIICHUEM
MeJarornyeckoro cosera. B kakom cinyyae mpaBuiibHO odopmiieH pekBU3UT «I'pud yTBepkaeHUs
JIOKYMEHTA:

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

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

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

r) YTBEPX/IEH Pemenuem nenarorudeckoro cosera ot 12.08.2004 r. Ne 14.

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

16) PexBusut «I'pud cormacoBanus» ohopMIISIETCS CIETYIOITUM 00pa3oM:

a) COI'JTACOBAHO 6) PykoBouTenps 10pUIMUECKOTO OTAeNna
Pexrop ®unaHcoBOM akaieMuu Cemeniox A.B. CeMeHIOK
nipu [IpaBurensctBe Poccuiickoit @enepauuu 31.07.2004
Opnosg C.B. Opnos
31.07.2004

17) PexBusut «Bu3a cormacoBanus» opOPMIISIOT CICIYIOITUM 00pa3oM:

a) COI'JTACOBAHO 0) PykoBouTenb I0pUIUIECKOTO OTIeTa
Pekrop ®uHaHCOBOI akageMuu Cemeniox  A.B. CeMeHIOK
npu [IpaBurensctBe Poccuiickoit @enepanuu 31.07.2004
Opnosg C.B. Opnos
31.07.2004

18) C moMoI1Ipt0 Kakoro pekBu3uTa ohopMIIsIeTCsl BHEIITHEE COTJIACOBAHUE JIOKYMEHTA!
a) BU3a COTJIACOBaHMSI,;
0) rpu¢ cormacoBaHus.

19) C moMoI111p10 Kakoro pekBu3uTa ohopMIIsIETCsl COrflacoBaHUE JOKYMEHTa BHYTPHU OpraHU3aLUH:
a) BU3a COTJIaCOBaHMSI,;
0) rpuc¢ cornmacoBaHusl.
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20) B xakoMm ciryuae npaBuiIbHO 0hopmiieH pekBU3HT «OTMETKA O 3aBEPEHUH KOTTHI):

a) Bepno:
Nucnekrop Otnena kaapos Sunyenxo

6) Bepno
Wucnekrop Otaena kaapos 3unyenxo

B) Bepno

HNucnekrop Otnena kaapos Sunuenko

25.12.2004 r.

r) Bepno
Nucnekrop Otnena kaapos Bunuenxo
25.12.2004

1) Bepno
Nucnekrop Otnena kaapos Bunuenxo
25.12.2004

21) Onpegenure, B KAKOM BapUaHTE MPaBUIILHO IIOCTABJIEHA IIEYaTh B IPUBEIEHHBIX IPUMEpaxX:

a)\l b Hsanos O.K. UBanos

0) dupekr BAHOB O.K. UBanoB

B) Jlupexrop Hesanos O.K. lBanosB

r) AupexTop Heana K. NBanoB
n) Jdupe; Hsanos O.K. Banosn

M.JI. 3uHueHko

M.JI. 3unuyeHko

M.JI. 3un4yeHKo

M.JI. 3unuyeHko

3unuenko M.JI.

22) Kakue peKBU3HUTHI pacloiaraloTcsi B IpaBOM BEPXHEM YTy JOKYMEHTa:

a) HAUMEHOBaHME OpraHU3aINH;
0) rpud yTBEpKICHNUS,

B) JlaTa JOKYMEHTA;

') OTMETKa 00 HCIIOIHUTETE;

1) MECTO COCTaBIICHHS JJOKYMEHTA.

23) K Bugam OJ1aHKOB OTHOCSITCS:
a) 6JaHK cITy>)keOHOTO MHUCHhMa;
0) 6;1aHK KOHKPETHOTO BHJIA IOKYMEHTA;
B) 00N OJTaHK;
T') OJTaHK CTPYKTYPHOTO MOAPA3/ICICHNUS;
1) TOJDKHOCTHOM OJIaHK;
€) BCE BBINICTICPEUHCIICHHBIC BUIBL.
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24) B xakoM ciTydae COCTABIISIIOT CITUCOK-PACCHUIKY?
a) eclii yKa3bIBaeTcs 0ojiee 0JTHOTO a/ipecara;
0) ecnu yKaspIBaeTcs 00siee YeThIpex aapecaros;
B) €CJIM yKa3bIBaeTcs OoJiee MATH aJipecaTos;
T') €CIIM YKa3bIBaeTcs Oosiee ABYX aJpecaroB.

25) PexBu3ut «HanmeHoBaHUE BUIA JOKYMEHTa» O(OPMIISIOT:
a) MPONUCHBIMH OyKBaMU;
0) CTpOYHBIMU OYKBaMHU;
B) IepBast - MponucHas OyKBa, HOCIEIYIOINE — CTPOYHEIE.

26) 3aueM B IOKYMEHTAaxX BBLICISAIOT CIIyKECOHbBIE MOJIS?

27) Ompenenute, TpaBUIBLHO JH YyKa3aHbl pa3sMepbl IMOJEH CIyKeOHbIX JOKyMEHTOB. Ilpu

BBLISIBJIEHUH OILMOKH HAIMIIIUTE B npaBoﬁ qaCTu Ta6J'II/II_[LI HpaBI/IJ'IBHHﬁ BapUaHT OTBCTA.

Pa3mepsl noneit, Mm [IpaBHUIIBHBIN OTBET

JleBoe — 25

ITpaBoe — 20

Bepxnee — 20

Huxnee - 20

28) CymiecTByeT ClIeyrolee KOJIMIYeCTBO PEKBU3UTOB:
a) 29;
0) 30;
B) 31.

HroroBsrii KOHTPOJIb IO OKOHYaHUIO YCBOCHUA JUCHUIIIIMHBI IIPOBOJAUTCA B (bopMe 3auéra.

6.3 Kpurepuu 1715 oaydeHUsI TOMYCKa K 3a4ETy:

® JIOCCIICHHUEC HE MCHCC 85% JICKOIUOHHBIX U MPAKTHYICCKUX BaHHTHﬁ;
¢ YCIICHIHOC BBIITOJIHCHHUEC NPAKTUYCCKUX 3aJlaHui U TCCTA,

® CaMOCTOSITEILHOEC M3yYeHHE TEOPETUYECKOT0 MaTepualla M aKTHBHOTO  Y4acTHs
cobeceJ0BaHNH;

e cciu cymma 6amioB o guctuminHe 60 u 0onee;

B
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