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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.

I/I3yquHe JAUCLHMITIIMHBI HGO6XOI[I/IMO AJI yCIICIIHOI'0 OCBOCHUS CIICAYIOIINX AHUCHUITINH:
MEeXHUKO-dKOHOMUYECKOe 000CHO8aHUe npoeKmoe.

3 ®OPMUPYEMBIE KOMIIETEHIUU U INTAHUPYEMBIE PE3YJIbTATbI

OBYYEHUA

Yuusepcansubie (YK) komnerenuuu

Kon u HaumeHoOBaHUe

KOMIIeTeHIUH
YK-4 Criocoben
OCYIIECTBIISATh
TIEIIOBYIO
KOMMYHHUKAIIIIO B
YCTHOM U MMUCbMEHHOMN
dopmax Ha
rOCyIapCTBEHHOM
a3bIke Poccuiickon
denepaunu U
MHOCTPaHHOM(BIX )
A3bIKe(ax)

Koa u HauMeHOBaHMe HHAUKATOPA JOCTUKCHUS KOMIIETCHIUH

3-YK-4 3HaTh: NpUHLHUIIBI IOCTPOEHUS YCTHOI'O U TUCbMEHHOIO
BBICKA3bIBaHUS HA PyCCKOM U MHOCTPAaHHOM $3bIKax; IPaBUiIa U
3aKOHOMEPHOCTH J€JI0BOM YCTHOW U MMCbMEHHONW KOMMYHUKaIUU
V-YK-4 YMeTh: NpUMEHATh Ha PAKTUKE JEJIOBYI0 KOMMYHUKALIUIO B
YCTHOM M MMCbMEHHOMN (popMax, METO/Ibl U HABBIKHU JEJI0BOI0 OOLEHUS
Ha PYCCKOM U MHOCTPAHHOM SI3bIKaX; METOJAUKON COCTaBIICHUS CYXKICHUS
B MEXJINYHOCTHOM JIEJIOBOM OOIIIEHHUH HA PYCCKOM U MHOCTPAaHHOM
A3BIKaX

B-YK-4 Bnaners: HaBpIkaMu YTEHHS U TIEPEBO/Ia TEKCTOB Ha
MHOCTPAHHOM $SI3bIKE B MPO(ECCHOHATLHOM OOIIEHUH; HaBbIKAMU
JIEJIOBBIX KOMMYHUKAIIMHA B YCTHON M MUCbMEHHOM (pOopMe Ha pPyCCKOM U
MHOCTPAHHBIX A3bIKAX; METOAUKON COCTABIICHUS CYXKICHUS B
MEXJIMYHOCTHOM JIEJIOBOM OOIIIEHHUH HA PYCCKOM U HHOCTPAHHOM SI3bIKAX

4 BOCIIMTATEJIbHBINA MOTEHIIUAJ JUCITATIIMHBI

HCJ'H/I " 3aJJa4i BOCIIUTAaHUA, BOCHIUTATEIIHLHBIN IIOTCHIMAJI AUCILIUIIIINH

Hanpasnenus/uenn | 3agayu BOCHUTaHUS (KOM) BocnuraTenbHblil NOTEHIMAT JUCHUTIIVH
BOCIIUTAHHUS

[TpodeccuonansHoe = B14 dopmupoBanue (opMHUpOBaHNE HABBIKOB CUCTEMHOT'O

U TPYZIOBOE ri1y0OKOT0 MOHUMaHUs BUJICHUS POJIM U 3HAYMMOCTH BBIOpaHHOM
BOCIIUTaHHE COLIMAJILHON posin podeccuu,  Mpodeccur B COLUATBHO-?PKOHOMHYECKUX

MMO3UTHUBHOM U aKTUBHOMU
YCTaHOBKHU Ha LIEHHOCTHU
M30paHHOM CIIEIUATbHOCTH,
OTBETCTBEHHOI'O OTHOILEHUS K
npodecCuoOHATBHON
NEeSITeIbHOCTH, TPYLY

OTHOIICHHSIX Yepe3 KOHTEKCTHOE
oOyueHue




5 CTPYKTYPA U COJEP)KAHUE YUYEFHOM JJUCIUTLJIMHBI

5.1 CTpykTypa yueOHOH TUCHHUIINHBI

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

Paznen Bunbt yaeOHON 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 ) 20
AOKYMEHTALUMN
Tema 1 CoctaB peKBU3NUTOB U 5 2 i 4 P1
TpaBuyIa uX 0pOPMIICHUS
Tema 2 CocrtaB u ohopmireHHE
OpTaHU3aIMOHHO-
pacnopsaIuTeIbHON
JNOKyMEHTaluu 5 2 i 4
(opraHu3anMoOHHO-TIPABOBAS; I1P 2-4
pacnopsiauTeNnsHasl,
CIPaBOYHO-
nH(GOPMAITMOHHAS)
Tema 3 CocraB u opopmieHue
JIOTOBOPHO-TIPaBOBOM 2 2 - 4 P 5
JOKYMEHTalHus
Tema 4 CocraB u opopmieHwe
JOKYMEHTOB TIO 1 1 i 4
BHEIIHEAKOHOMHUYECKOU P 6
JeSITeNbHOCTH
Tema 5 CocraB u opopmuenue
PETEH3UOHHO-UCKOBOM 1 1 - 4 P 7
JOKYMEHTalluu
2 Pazpnen
«JoxyMeHT0000pOT Ha 2 - 8
npeAnpUsITHI
Tema 6 J{okyMeHTOOOOPOT Ha 5 2 i 8
MIPEITPUATHN I1P 8-9
3 Paznen «Odopmiienune
yueoHbIx padot mo CTO - 16 8
HTHW»
Tema 7 OcHOBHBIE ITpaBHIIA
odopmitenus yacreit ) ) 16 8 P 1-4
TEKCTOBBIX Y4eOHBIX paboT 1Mo
CTO HTH
Hroro 10 10 16 36

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. [1oTMHHUK, KOTHS, BUIBI KOTIHH,
nyOnuKar,
BBITTHCKA.
OcHOBHBIE BU/Ibl YIPABICHYECKUX JOKYMEHTOB.
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- | Ha3znaueHue u npaBuiia ohopMIICHUSI OCHOBHBIX YIIPABICHYECKUX JOKYMEHTOB
JI8
JI9 JIoKyMeHTOOOO0POT Ha PEATPUATHH.
[TonsiTue, BUIBI, 3HaAYCHHE, TOTOKU JOKYMEHTOO0O0pOTA.

5.2.2 IlpakTH4yecKkue 3aHSITHS U J1a0OpPaTOPHbIE PA0OTHI

Meponpusrue mno

TeMa nmpakTUYECKOro 3aHATHS TEKYIIEMY KOHTPOJIIO
3HAHUH
TectupoBanue o Teme «CoctaB U mpaBuiia 0oHopMICHUS IIpl

PEKBU3UTOB YIIPABJICHUYCCKHUX JOKYMCHTOB).

CocraBnenue, odopmienne OPJl (aBrobuorpadus, IIp2 —IIp4
3asiBJIEHUE, XapaKTEepPUCTUKA U T.J.)

TectupoBanue no teme «CocrtaB u nmpasuia ohoOpMICHUS [Ip5 —Ip7
OpraHU3alMOHHO-PACTIOPSAUTENBHON TOKYMEHTALIUN

TectupoBanne mno Teme  «JlOKyMEHTOOOOPOT Ha ITp8, I1p9
MPEATPHUATHIY

OcHoBHble NTpaBuiIa 0OPMIICHUS YacTEeH TEKCTOBBIX yUEOHBIX JIP 1-4

pabdor no CTO HTHU




5.2.3 CamocTosiTeibHAasi pa6oTa 00y4aroMXCs

CamocrosrenbHas paboTa CTyleHTa 10 Y4eOHOM JUCUMIUIMHE periaMeHTHPYEeTCs
«[Tonmoxxenrem 00 opraHu3aIK CaMOCTOATENBbHON padoThl ctyaenToB B HTU HUSY MUDN».
CopneprxaHue caMOCTOATENBbHOM pabOThI CTYJCHTOB!

Ne Bupl caMocTOsATENbHOM PabOTHI

1 [ToBTOpEHME MpOIiIEHHOrO0 MaTepuasa, U3ydeHue
JIOTIOJTHUTEIBHOTO MaTepuasia Mo TeMam 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 odpazoBarenbHoro nporecca B HTU HUAY MUDN».
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 TCXHOJIOTHH.

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 MOJX0/1a MPelycMaTpUBaeT MIUPOKOE UCIOIb30BAHUE B yUeOHOM
IpoIecce aKTHUBHBIX U MHTEPAKTHBHBIX ()OPM MPOBEICHHS 3aHATUH, MMPEINOIAralonX aKTHBHYIO
00paTHYIO CBS3b MEX/Y IIPEINOIaBaTeIeM U CTYACHTaMH.

B mpomecce wm3ydeHHs IUCHUIUIMHBI HMCIOJNB3YIOTCS WHTEPAaKTUBHBIE (OPMBI OOydeHHUS MpH
MIPOBEACHUH MPAKTUYECCKUX 3aHATHUMN.

7 ®OHJ OHEHOYHbBIX CPEACTB

@OHA OLEHOYHBIX CPEJICTB IO JUCHMIUIMHE O00ecrednBaeT MpPOBEPKY OCBOCHMS
IUTAHUPYEMBIX pPE3yJbTaToB oOOyueHUs (KOMIETEHIMM W WX HWHIAUKATOPOB) TOCPEICTBOM
MEPONPHUATHH PYOEKHOT0 U MPOMEKYTOUHOTO KOHTPOJIS IO AUCLUTIIUHE.

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

- BBIIIOJIHEHUE KOHTPOJIBHBIX TECTOB (MPOBEPKA YPOBHS TEOPETHUECKOTO YCBOEHUS
pa3zienoB Kypca);

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

- BBINOJIHEHHE J1a00paTOpHBIX paboT (IMpoBepka MPAKTUUYECKUX HABBIKOB CTYJEHTa IO
odopmMIteHHIO 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 MaKCHUMaJIbHOrO Oaiia BKIIOYMTENbHO. MTOromas arrectanus Mo JUCIMILIMHE
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. OpraHu3anusi ¥ TEXHOJIOTHS TOKYMEHTAIIMOHHOTO 00eCIIeUeHUS
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 miaTdopma FOpaiit [caiir].
— 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 : M3znarensctBo FOpaidt, 2022. — 461 ¢. — (Bricmiee
obpazoBanue). — ISBN 978-5-534-04275-7. — Texkct : 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

HanmeHoBaHue pecypca 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. JlocTym CTYAEHTOB MAJisi CaMOCTOSITENIBHON MOJATrOTOBKH
OCYIIECTBJISIETCS 4Yepe3 KOMIBIOTEPhl OUOIMOTEKHM W KOMIIbIOTEpHBIX KiaccoB HTU HUAY
MUOU.

MarepuanbHO-TeXHUYECKOE 00ecTIeueHrne ayIUNTOPHBIX 3aHATHH:

1) KOMILJIEKT 3JICKTPOHHBIX MPE3CHTAIMI/CIIAiI0B,
2) ayIUTOpHUS, OCHAILCHHAas MPE3EHTAlMOHHOW TEXHUKON (MpOEKTOp, O3KpaH,
KOMIIBIOTED),

3) KOMIIBIOTEPHBIN KJIACC IS POBE/ICHHS JTA00OPATOPHBIX padoT.

10 YYEBHO-METOJJUYECKHE PEKOMEHJIALIAH JUISI CTYJIEHTOB U
IPENOJABATEJIEN

BBoaHas gacTth

Ilens maHHOW MUCHUIIMHBI — JOaTh YYallUMCS KJIIOYEBBIE TPEICTaBICHUS 00 OCHOBax
JTOKYMEHTAITMOHHOTO O0ECTIeYeHUs YIPABICHUYECKOU IeATeTbHOCTH.

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 BHITIOTHEHHH CAMOCTOSITEIBHBIX PaboT.

W3ydyenne y4eOHOW AMCHUIUIMHBI BKJIIOYAET: TMIOJIyYCHHE 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 wYacTh Kypca oO0ecreyuBaeT IMOJydYeHHEe HEOOXOJUMbIX 3HAHUH;
MPAKTUYECKHE 3aHATHUS TOCBSIICHBI PEHICHUI0 KOHKPETHBIX Y4eOHBIX 33134, Ha JabOpaTOPHBIX
paboTax 3aKpeIuUIIOTCS MOJYYEHHbIE 3HAaHUS M yMEHHUS TOCPEACTBOM  HCIOJIb30BaHHUS
KOMIIBIOTEPHBIX CPEACTB OOPMIICHHS TOKYMEHTALIH.

Mertoanyeckue ykazaHHs K JEKLHSIM, IPAKTUYECKUM 3aHATHIM U JJaOOPaTOPHBIM paboTaMm.

[IpenogaBarenssiM Ha KaXIOM JIEKIMM PEKOMEHIYETCS O4YEHb KpaTKO IOBTOPATH
IIPOMJCHHBIA MaTepHaj NpeaplIyuX JeKuuid. [Ipu 3ToM cienyeT oCTaHaBIMBATHCA HA CIOKHBIX
JUIS MIOHUMAaHMSI CTYIEHTaMU KJIFOUYEBBIX 3JIEMEHTAX AUCLUIIINHBIL.

CryneHnraMm nepes TeKylleH jekuueil (3apaHee) peKOMEHIYeTcsl OYEHb KpaTKO MOBTOPATH
MPOMJEHHBIA MaTepHrall NPeabIAYINX JeKIui. [Ipu 3TOM cienyer cocpeaoTOUUTh CBOE BHUMAHUE
HAa CJIOXKHBIX JUIsl IOHUMaHUsI KIIFOUEBbIX 3JIEMEHTAX JUCLHUIUIMHBIL.

OCHOBHOW yNOp Ha H3y4aeMbIX JIEKIMAX HEOOXOIUMO JejlaTb MMEHHO Ha MOHMMaHue
IIPEJICTAaBICHHOIO MaTepuajlla U Ha YMEHHUE €ro HCIIOJIb30BaTh IPU BBIIOJHEHUU INPAKTUYECKUX
KOHTPOJIbHBIX PadoT.

W3ydyeHne TeKyllero Marepuanga PeKOMEHIYETCs IPOBOAWUTH, ONMPAACh Ha CIELYIOLINE
nocobwus [1, 2].

B paMkax JIUCHMIUIMHBI HOPEIyCMOTPEHO IPOBEIEHUE MPAKTUYECKUX 3aHATHH U
nabopaTopHBIX paboT, HA KOTOPBIX YdYaIluecs AOJDKHBI, MCHOJb3Ys MPEICTABICHHBIN Ha JICKIUSIX
MaTepua, 3aKpernuTh 3HaHUs 110 n3y4aeMol nucuuiuivHe. [IpakTuka nokasana, 4To cienyeT ObITh
TOTOBBIM 3apaHee K Pa3JIMYHbIM [IpUEMaM BOBJICUEHHS CTYACHTOB B TBOPUYECKHII POLIECC OCBOCHHUS
y4eOHOro MaTepuaa.
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INPHUJIO’KEHHUE A.

OIIEHOYHBIE MATEPHAJIBI ®OHJIA OIIEHOYHbLIX CPEJICTB

Bomnpocsl k 3a4éTy

0 Haiite onpenenenue tepmuna "nokymeHT" 1o I'ocynapctsennomy cranaapty. [lepeunciaure
CHOCOObI TOKYMEHTHPOBAHUS U BUIbI MaT€PHAIIbHBIX HOCUTENEH HHPOPMAILIUH.

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

O Haiite moustue "0mank" noxkymenTa. [lepeunciure Buabl 6mankos o I'OCT P 6.30-2003 u
0COOCHHOCTH UX U3TOTOBJICHHSL.

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
npaBmiia ux opopmienus. [lepeuncnure CKOIbKO MONOKEHHU Ta0YyIATOPA UCIIONB3YETCS MTPU
oopMIICHUN PEKBU3HTOB?

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

O B yem ocHOBHOE paznnuue 0JaHKa C YTIOBBIM U MPOAOIBHBIM PACIIOIOKEHUEM OCHOBHBIX
pexkBu3UTOB? Uem Mpo0ibHBIN BapUAHT PACIIONOKEHHS PEKBU3UTOB 3ar0JIOBOYHOMN YacTH OJaHKa
OTJIMYAETCS OT YriIoBOro?

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

O Uto npeacTasisioT co00i KOl OpraHU3aIii U Kol GOPMBI 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 BHJ1a JOKYMEHTA, IPUBOIMMOE B OJIaHKE KOHKPETHOTO BUAA
JOKyMEHTa?

O Kakwue crioco6s1 opopmienust peksusuta 11 "Jlata nokymenTa" Bl 3Haere?

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

O B xakom ciy4ae Ha G1aHKe JJOJKEH MPUCYTCTBOBATh peKBU3UT 14 "MecTo cocTaBieHus Win
W3IaHus TOKyMeHTa'"?

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

O Kakumu cnioco6amu odopmisiercs opopmiste pekBu3uT 16 "I'pud yrepxxaeHus
JToKyMeHTta'"?

O Kakumu cioco6amu MoxkeT opopmisiThest pekBu3uT 17 "Pesomrorms"?

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

JOKyMeHTa" B 3aBUCUMOCTHU OT BUJA JOKYMEHTa?

[] Koraa oTMeTKy 0 HAJIMUMU PUIIOKEHUS MOXKHO 0hOPMIISITH IO KpaTkoit popme?
[IpuBegure npumep.

[] Kax opopmisercs peksusut 22 "[loamuce", eciam JOKYMEHT MOAUCHIBAETCS
PYKOBOAMUTENAMHU JIBYX opranuzauuii? [Ipusenure npumep.
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0 Kax opopmisercs peksusur 23 "I'pud cormacoBanus nokymenrta'?
O I'me npocrasisieTcst pekBU3UT 26 "OTMeTKa 0 3aBepeHUH Konuu'" 1 Kak oHa odopmirsercs?

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 1oKyMeHTax mpocTaBiseTcs peKBU3UT 29 "OTMeTKa 0 MOCTYIUIEHUH IOKYMEHTA B
opranusanuio"? HazoBurte cocTaBHbIE YaCTH 3TOTO PEKBU3UTA.

l I'ne pasmemaercs pexkpusut 30 "HMaeHTH(UKATOP JIEKTPOHHON KOITUU JOKYMEHTa", U
MOYEeMY OH MOJKET MPOCTABIISITHCS HA KaXKOM JIUCTE JOKyMEHTa?

l Hatite nonstue "yaudukanuu" u "crangapTu3anuu’ yrpaBieHYECKUX JOKYMEHTOB.
Pacckaxxute 06 yHu(punmpoBaHHbIX (popMax JOKyMEHTOB.

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

O Knaccudukanus opraHiu3alMOHHO-pacOpsIMTENbHBIX JOKYMEHTOB. Pacckaxure 00
OCOOCHHOCTSIX MX COCTaBJICHHUS U O(OPMIICHUSL.

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

O [lepeuncnurte BUIBI pacoOpsIAUTEIBHBIX 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.

O CocTaB 10KyMEHTOB, BXOJSIIUX B CUCTEMY JIOKYMEHTALMH 10 TUYHOMY COCTAaBY.
[lepeunciure 0COOEHHOCTH UX COCTABIICHUS U O(DOPMIICHHS.

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

O Pacckaxxute 06 ocobeHHOCTSIX 0QOopMIIeHUS YHUPHUIIMPOBAHHBIX, TUTIOBBIX, IPUMEPHBIX
($hopM 10rOBOPOB.

0 [Tepeuncnure BuabI JOBepeHHOCTEN. Pacckaxute 00 0COOEHHOCTSAX MX COCTABICHHS U
oopMIIeHHU .

O [Tepeuncnure KnaccupUKAIMIO JOKYMEHTOB M0 BHEIIHEAKOHOMUYECKOHN 1A TEIbHOCTH.
VYHudunupoBanHbie GOpMbI JOKYMEHTAIIMH 110 BHEITHEAKOHOMUYECKOU e TEIIbHOCTH.

O [lepeuncaure Buabl KOMMEpUYECKHX MHceM. Pacckaxure 06 0COOEHHOCTAX X COCTABICHHS
u opopmiieHus. TunoBbie POpMbI KOMMEPUECKUX MTHCEM.

O Pacckaxute 06 0COOEHHOCTAX COCTaBICHHS KOHTPAKTOB, KaK JOKYMEHTaX, O(pOpMIISIOMINX
BHEIIIHETOPTOBBIE cIeNKH. [lepeuncianTe pa3aenbl KOHTPAKTOB.

[ HCpC‘-II/ICJ'II/ITe AOKYMCHTHI, BXOOAIIUC B COCTAB HpeTCHSI/IOHHO-HCKOBOﬁ 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) «Jlenonpou3BoOACTBOY - 3TO:
a) CUCTEM XPaHEHUS JIOKyMEHTOB;
0) cocTaBiieHUE TOKYMEHTOB;
B) IOKyMEHTHPOBAHUE H OPTaHU3aIUs pAOOTHI C JOKYMEHTaMHU.

3) B kakoMm citydae npaBuiIbHO 0POPMIIEH PEKBUBUT «Apecary:

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 obpazom odopmisieTcss peKBH3UT «AzpecaT» B CiIydae, €CIU JOKYMEHT aJlpecyeTcs
KOHKPETHOMY JI0JDKHOCTHOMY Jinity? [IpuBenute mpumep.

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

7) Ilpu agpecoBaHun 4acTHOMY (PU3UYCCKOMY JIMILY MHUIHAIIBI YKAa3bIBAIOT:
a) nepen haMuinei;

0) mocie GpaMuInu.

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

a) Pextop Twenos [1.M. ITimenos

0) dupexrop mkomsr Ne 432 Cnuyvina Crurpiaa @ 1.

B) [ maBHbIN OyxranTep 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 mkonst Ne 87

Sk ALA. Kmypxuna O.I1.

9) B kakom ciywae mnpaBuinbHO odopmiieH pekBu3uT «llognmuce» (BO BpeMs OTCYTCTBHS
PYKOBOJMTENS JOKYMEHT TOJAMHCHIBACTCS  3aMECTUTENIEM, HCIIOJHSIOMMM  00SI3aHHOCTH
PYKOBOIUTENS):
a) 3a Jlupexropa A.N. Cugopos
(nmoanucek ero 3ama [lerposa)

0) dupekrtop A.N. Cunopos

(moamuce ero 3ama [letposa)

B) N.O. nupekTopa O.M. Iletpos

(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 ynoMunanocs o npuiokeHuu:
a) [Ipunoxenue: 1. [Tonoxenue 006 YpaBieHUN PETHOHAIBLHOTO KPEIUTOBAHUS
Ha 5 11. B | 2K3.
2. [IpaBuia noAroTOBKH U 0(hOPMIICHUS TOKYyMEHTOB
VYnpaBieHus: perioHaJIbHOIO KPeIMTOBAaHUS 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. [Tonoxenne 06 YnpaBieHUN perHOHAILHOTO KPEIUTOBAHUS
Ha 5 11. B | 2K3.
2. [IpaBuia moAroTOBKH U 0(hOPMIICHUS TOKYMEHTOB
VYnpaBieHus: perHoHaJIbHOIO KPeIUTOBAaHUS Ha 7 JI. B 2 9K3.
0) [Ipuinoxxenue: 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 paborel wuHcTuTyra Ha 2004-2005 yueOHBIH TOA YTBEp)KIAETCS pElICHHEM
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/IEH Pemenuem nenarorudyeckoro cosetra 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 pekBu3nuTa «I pud cormacoBanus»
15) KakoBsl cocTaBHbI€ 4acTu pekBu3nuTa «Busza cornacoBanus»? [lepeunciure

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

a) COI'JTACOBAHO 6) PykoBouTeNb 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 mpaBHIIbHO 0(popmileH peKBU3UT «OTMETKA O 3aBEPEHUN KOTTHI:

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. 3uHueHko

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

24) B kakoM ciTydae COCTABIISIFOT 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 «HanmeHoBaHUE BUIA JOKYMEHTa» OGOPMIISIOT:
a) MPONUCHBIMH OyKBaMU;
0) CTpOYHBIMU OYKBaMH;
B) IepBast - MponucHas OyKBa, OCIEIYIOINE — CTPOYHEIE.

26) 3aueM B IOKYMEHTAaxX BBIICIISAIOT CIIYKEOHbBIE MOJIS?

27) Omnpenenurte, MPaBWIBHO JHM YyKa3aHbl pa3Mepbl MOJIEH CIYKEOHBIX JOKyMEHTOB. [lpu
BBISIBIICHUH OINMOKH HAITUIIUTE B TPABOM YacTH TaOJIMIIbI TPABHIILHBIN 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 110 OKOHYaHHUIO YCBOCHHMSI TUCIUIUIMHBI IPOBOJUTCS B popMe 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 TCOPCTUYCCKOr0 MaATepuaja W AKTHBHOTO Y4YaCTHA B

co0ecel0BaHUH;

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

16



