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Pabouas mporpamma 1O JIUCHMIUIMHE «/lenompou3BOACTBO B IOPUIAMYECKON
NEeSATENIbHOCTH»  MOATOTOBJIEHA B COOTBETCTBUUM C  TpeOoBaHusimMu  DenepanbHOTro
rOCYIapCTBEHHOTO 00pa30BaTENbHOTO CTAHJAPTa BBHICIIETO OOpa30BaHUsS IO CHEIHATLHOCTH
40.05.04 «CynebHass ® TIPOKYpOpCKas ACATENbHOCTHY, crnenuanu3anun «CyneOHas
NESTEILHOCTDY, YTBEPKIACHHOTO MPUKa30M MUHHUCTEPCTBA HAYKH U BBICIIETO OOpa30BaHUS OT
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[lenpto oOcBoeHUS Y4eOHOW IUCIUTUTHHBI

1. lean u 32124 JTUCHHUILTHHBI

«/lenonpon3BoaCTBO B IOPUAMYECKOU

NEeSATENIbHOCTH» sIBisieTcsl (opMHpOBaHHE Yy OOYYaroIIMXCS CHCTEMHOTO MPEACTABIECHUS O
JOKYMEHTaX, O(OopMIsieMbIX B TIpolLlecCe HOPMOTBOPYECTBA M B IPABONPUMEHUTEIBHOU
NEeSTENIbHOCTH, MpaBMWiIax uX opopmieHus, (GOpMUPOBAHHE HABBIKOB pabOTHI C JOKYMEHTaMHU B
OpraHax TOCyJapCTBEHHOH BJIACTM M OpraHaXx MECTHOI'O CaMOYIPAaBJIEHUS, B XO3AHCTBYIOIIMX

cyOBeKTax.

321,[[3.‘-11/1 JAUCLHITIINHBI ((HGJIOHpOI/ISBOI[CTBO B IOpH,Z[H‘-IGCKOﬁ ACATCIIbBHOCTHU»— ITOJTYUCHUC
TECOPCTUUCCKUX 3H3HPII>1, YMCHHﬁ, HAaBBIKOB W MPAKTUYCCKOI'o OIIbITa IJid PEHICHUA 3aaad

npodhecCHoHATBLHOM

ACATCIBbHOCTH

IIPaBOIIPUMEHUTENBHOTO,

[IPaBOOXPAHUTEIIBHOTO U

OpPraHU3alMOHHO-YIIPABJIEHYECKOTO TUIA, B YaCTHOCTH:

— un3ydeHue OOy4arolMMHUCS HOPMATHBHOM MNpPaBOBOW M HOPMATHBHO-METOAMYECKON
OCHOBBI FOPUINYECKOTO JEIONPOU3BO/ICTBA;

— O3HAKOMJIEHHE C OCHOBHBIMM CHCTEMaMHU M BUAAMHU JOKyMEHTALUH, 0popMIIIEMBbIE B
IIPOLIECCE HOPMOTBOPUYECTBA U B IPAaBONPUMEHUTEIBHON 1€ATENbHOCTH;

— U3y4eHue TpeOoBaHUN K 0(POPMIICHUIO PEKBU3UTOB JOKYMEHTOB;

— U3y4yeHue TpeOOBaHMI K OpraHU3aIMU PabOTHI C TOKYMEHTaMH (JIOKyMEHTO000pOTY).

2. MecTo TUCHHUILINHBI B CTPYKTYype 00pa3oBaTe/ibHOH IPOrPaMMBbI

VYyeOHast qUCIUIUTNHA «/[eTonmpoOnu3BOICTBO B IOPUANYECKON NEATEIHHOCTH)» BKIIOYCHA B
obsi3arenpHy0 yacth (b1.5.39) ydebnoro mmana mo cnenumanbHOcTH 40.05.04 CyneOnas u
MPOKYPOPCKas AEATEIbHOCTD, CIICIIHATN3AINS — CyIeOHas 1eITeTbHOCTb.

HaumenoBanue HaumeHnoBanue qucumnimH,
Hupnexc . HanmenoBanue 1uciummigH, Juis KOTOPBIX COAEpIKaHUE
yueOHoU Ha KOTOPBIE OIMPAETCS COJEPIKAHUE N
o yueOHOH AUCIUITIIMHEI SBIISIETCS. 6a30BBIM
JICLUTITAHBI y4eOHON TUCUUIUINHBI

b1.6.39 | HdenonpousBoactBo | Jloruka Juist IopucToB I'paxnanckuit npouecc

B I0pUIUYECKOH CynoycTpoicTBO U YronoBHBI npoLecce

JIeSITeNIbHOCTH [IPaBOOXPAHUTEIbHBIE OpraHbl ApOutpaxHbIii mporecc

AIIMUHHCTPaTUBHOE CYIOMPOU3BO/ICTBO
HcnonHuTtensHOE TPOU3BOICTBO

Tpetelickoe pa3dupaTensCTBO

IOpunnueckas TexHuka

[pakTryeckre OCHOBBI FOPHIMIECKOH NEeSTeIbHOCTH
CyneOHasi CTaTHCTHKA

JloKyMeHTaIbHO-TIPaBOBOE OOeCIIeueHNe
TpakIAHCKOTO ITporecca

3. O0mme TpeGOBaHMS K YPOBHIO OCBOCHUS TUCHHUILINHBI

3.1. [lepeyeHb MUIAHUPYEMBIX Pe3YJbTATOB 00YUEHUSI M0 TUCHHUILINHE, COOTHECEHHBIX €
IUIAHMPYEeMbIMH Pe3yJ1bTATAMM 0CBOEHHUSI 00pa30BaTe/JbHOMH NPOrpaMMbl

Kon u IlepeyeHb 31EMEHTOB KOMIIETEHIINT Texnonorun Cpenctsa u

HauMeHoBaHue | HaumeHoBaHue MHIMKaTOpa (dbopmupoBaHus TEXHOJIOTUU
KOHTPOJIMPYEMO |  JTOCTHKEHUS] KOMIIETEHIIIH KOMIIETEHIUU OLIEHKH

i KOMIECTEHIIUU
OIIK-7. IA.1 3naeT nopsAaoK BHaeT: MOpAIOK pa3paboTKHy, BaHATHA TEKIUOHHOTO Y cTHBII onpoc
Crocoben [pa3paboOTKN HOPMATUBHEIX 0COOCHHOCTH TIOATOTOBKHU H THIIa, IKonTpONEHEIE
y4acTBOBAaTh B [IPABOBBIX aKTOB M OCOOCHHOCTH [PETMCTPALUK JJOKYMEHTOB, KOHTPOJIA [3aHATHS CEMUHAPCKOTO  BajlaHus
[MOATOTOBKE [MOATOTOBKH FOPUIMIECKUX X MCIIOJHEHHSI THIa, TecrupoBanue
[POEKTOB ITOKyMEHTOB 'Ymeet: ompenenste ocobenroctn  [CamocTosTenbHas paboTa Bayer
npaBoBbIx aktoB /1.2 YMeeT ocyniecTBIsITh [IOArOTOBKH ONPEASICHHOTO BUA
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Konun
HanMMEHOBAaHHUE
KOHTPOJIUPYEMO
W KOMIETEHIIUH

HawnmenoBanne UHAUKAaTopa
JOCTUKCHHUA KOMIICTCHIIUN

HepequL OJICMCHTOB KOMIIETCHIIUN

TexHonmorun
(hopmupoBaHUsL
KOMITETCHIIUU

Cpenctsa u
TEXHOJIOTHH
OIICHKH

1 UHBIX

[MOATOTOBKY CIIPABOYHBIX U

[MoKyMeHTa, co00pa3ysch ¢ MPaBoOBOH

IOPUIMYECKUX  AHAJMTHYECKUX MAaTEpHANIOB IJIS CUTyalMen
ITOKyMEHTOB [pa3paboTKu HOPMATUBHBIX IBiameeT: HaBBIKaMH UCIIOJIb30BAHUS

[IPaBOBLIX AKTOB M IIOATOTOBKHM [KOHKPETHBIX HOPMATHBHBIX ITPABOBBIX

MHBIX I0pPUIUIECKHAX 1 HOPMAaTHBHO-METOJHIECKIX aKTOB

ITOKyMEHTOB; mpu paboTe ¢ JOKyMEHTaIUCH.

INJ1.3 Biageer HaBbIKaMu

AHAIM3a U pa3pabdoTKH

HOPMAaTHBHBIX IPABOBBIX aKTOB,

A TaKkXKe HOATOTOBKH MHBIX

FOPUIMYECKUX JOKYMEHTOB;
K-9 - IM.13HaeT: Ga30BbIC BHaeT: OCHOBHBIEC BUJIbI U BaHsTHUA JEKIIMOHHOIO Y cTHBII onpoc
CIIOCOOHOCTBIO  [FpaMMaTHYECKUe KOHCTPYKIMY, [Pa3sHOBHIAHOCTH JOKyMeHTOB B P®;  [ruma, IKoHTpOJIEHBIE
MpaBHIEHO U XxapaKTepHBIC ISl IOPUANIECKHUX [TOPSIOK ITOJIrOTOBKHU YIIPABICHIECKOH3AHATUS CEMUHAPCKOTO  BaJaHHs
[IOJIHO OTPaKaTh [[EKCTOB; OCHOBHYIO MOKyMEHTAINHN; TPeOOBaHUS K THIIa, [TecTupoBanue
[PE3YJIBTAThI mpodeccHoOHaNbHYIO l0OpPMIIEHUIO PEKBU3UTOB CamocTosTenbHas paboTa [3auer
podecCHOHANBHTEPMHUHOJIOTHIO TI0 [TOKYMEHTOB; COCTaB 00sI3aTENbHBIX

Ol IeATEIbHOCTH
B IOPUANYECKON
1 HHOM
IMOKYMEHTaLUU

FOpUCTIPYCHIIMH, TIPABUIIA
odopmIIeHHSs pe3ynbTaTOB U
MHOM NOKYMEHTAallUH, CBSI3aHHOMN
c mpoheccCHOHATBEHOMN

ITesI TeTbHOCTBHIO;

INJ1.2'Y MmeeT UCII0JIb30BaTh
0a30BbIE rpaMMaTHYECKUE
KOHCTPYKIUH, XapaKTepHbIC s
FOPUINYECKUX TEKCTOB;
OCHOBHYIO IIPO(ECCHOHAIBHYIO
[TEPMUHOJIOTHIO T10
FOPUCTIPYJCHIINH, TIPaBUIIA
oopmIIeHHSs pe3ynbTaTOB U
MHOM NOKYMEHTAlLlUH, CBSI3aHHOMN
c mpodeccnoHaIbHON

e TeTbHOCTHIO;

INJ1.3BaageeT HaBbIKAMU
mpuMeHeHHs 6a30BBIX
rpaMMaTHIECKUX KOHCTPYKIIHH,
XapaKTePHBIX I IOPUIUIECKIX
[TEKCTOB; OCHOBHOI
mpogeccHoHaTbHON
[TEPMUHOJIOTUEN 11O
FOPUCIIPYACHIIMH, TIPABUIAMU
odopmIIeHHSs pe3ynbTaTOB U
MHOW NOKYMEHTALMH, CBA3aHHOMN
c mpoheccCHOHATBLHOMN

HCATCIBHOCTBIO,

[PEKBU3UTOB VISl ONPEJICICHHBIX BUIOB
ITOKYMEHTOB; OCHOBHbIE IPUHIIMIIbI
loprann3anuy 3pQexTHBHOTO
IMOKYMEHTO000pOTa; IOPAI0K
[PETHCTpAIN TOKyMEHTOB, KOHTPOJIS
X MCIOJIHEHUS

'YMeeT: 0OpMIIITh JOKYMEHTHI B
ICOOTBETCTBUU C TPEOOBAHUAMHU
BaKOHOZATENLCTBA; ONPEACTIAThH
cnenupuKy NOArOTOBKH
lonpeIeIeHHOTO BU1a JOKYMEHTa,
lco00pasysch ¢ IENIOBOI cCUTYyalnel;
MCIIOJIb30BATh CIIPABOYHO-
MHPOPMAIIIOHHBIE JOKYMEHTHI KaK
IOCHOBY U1 HOJATOTOBKH
TIPaBIEHYECKON TOKYMEHTAIIHH.

IBi1ageeT: HaBBIKaMHU JI€JIOBOM
[MepernucKu; yMEHUSIMU ITOATOTOBKU
lOpraHu3alMOHHO-PaCHOPSAUTEIBHON
1 CrIpaBOYHO-MH()OPMAITUOHHOM
ITOKYMEHTAllUU U €€ UCIIOJIb30BaHUS B
[yIpaBJICHYECKOM AEATEIbHOCTH;
[HaBBIKAMH HCIIOJIb30BaHHUS
[KOHKPETHBIX HOPMAaTHUBHBIX IIPABOBBIX
1 HOpPMaTUBHO-METOIMYECKUX aKTOB
mpu paboTe ¢ TOKYMEHTAIIUCH.

3.2. CooTBeTCcTBHE YPOBHEI 0CBOCHUS KOMIIETEHIIUM IJIAHNPYEMBIM pe3yJbTaTam
00yueHUs1 M KPUTEPUSIM UX OLlEHUBAHUS

Oransl GopMUPOBAHUS KOMIIETCHIIUN TIO TIEPHOaM 00yICHUS

HavanbHelii 3Tan GopMUpOBaHUS KOMIIETSHITUH OCYIIECTBIISICTCS B IEPUO]T OCBOCHUSI yUeOHOM
JUCITUILTAHBI M XapaKTepU3yeTcsl OCBOEHHEM yU4e0HOTro MaTepraa

bazoBelii sTan (bOpMPIpOBaHI/I}I KOMIICTCHIINHA (bOpMI/IpyCTCﬂ 110 OKOHYAaHWHU U3YUCHUS NUCHUITIIINHBL

3aKITFOUUTENBHBIN ATan (JOPMUPOBAHUS KOMIICTCHITUI HAITPABIICH Ha 3aKPEIUICHUE OIPEICICHHBIX
KOMIETEHIIUM B IEPUOJT MPOXOKJAEHUS NPaKTUK, [ TA
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YpoBeHb OCBOCHHS KOMIIETEHIIMM TMpEACTaBlieH B TaOMUIle H ONpenensercs B
3aBHCUMOCTH OT KPUTEpHS OLIEHWBAHUS PE3yJIbTaTOB OO0Y4YEHHUS U AEMOHCTPUPYET YCIEUTHOCTh
OCBOCHHS] KOMITETECHIIUH.

YpoBHU CPOPMHUPOBAHHOCTH KOMIIETEHIUM

IoBblIIeHHBIN YPOBEHD

Bba3oBelii ypoBeHBb

IToporoBslil ypoBeHb

HepnonycTtumslil ypoBeHb

Komnerennus
copMupoBaHa.
JemoHcTpupyercs
BBICOKHH YpPOBEHb
CaMOCTOSATEIBHOCTH,
BBICOKAs  aJalTHUBHOCTh
MPaKTHIECKOTO HABBIKA.

Komnerennus
copMupoBaHa.
JemoHcTpupyercs
JOCTATOYHBIN YPOBEHb
CaMOCTOSATEIIBHOCTH
YCTOHYHUBOTO
MPaKTHIECKOTO HABBIKA.

Komnerenmus
chopmupoBaHa.
JemoHcTpupyercs
HEJIOCTaTOYHbIH  YpPOBEHb
CaMOCTOSATETbHOCTH
MPAaKTHYECKOTO HABbIKA.

Kommereniusa ne
chopMHUpOBaHa.

YpoBeHb
CaMOCTOSTEILHOCTH
MPAKTUIECKOTO HaBbIKA HE
JEMOHCTPUPYETCS.
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Kon u
HauMEHOBaHHE
KOMITETeHIUH

[Tnanupyemsbie pe3ynbTaThl
00y4eHus 1o 3JIeMeHTaM
KOMITETEHIIU I

Jleckpunropsl

2 Gamna
«HEYIOBIETBOPUTEILHOY
«HE 3aUTEHO»

2 bamna
«HEYIOBJICTBOPHUTEIIHLHOY»
«HE 3aYTEHO»

2 Oamna
«HEYIOBIETBOPUTEILHOY
«HE 3aYTEHO»

2 Gamna
«HEYIOBICTBOPUTEIHLHOY
«HE 3aUTEHO»

OINK-7. Ciocoben
[yIaCTBOBATH B
[MOJrOTOBKE
[POEKTOB MMPABOBBIX
lAKTOB ¥ MHBIX
FOPHIMYECKUX
ITOKYMEHTOB

BHaTh: MOPSIIOK pa3paboTKy,
0COOEHHOCTH IIOJIOTOBKH U
pErucTpalyy 10KyMEHTOB, KOHTPOJIS
X UCIIOJHEHUS

He 3HaeT mopsiiok pa3paboTKH,
0COOEHHOCTH IIOJIOTOBKH U
[perucTpaniy JOKYMEHTOB, KOHTPOJIS
MX UCIIOJHEHUS

(C1abo OpHEHTHPYETCS B TIOPSIKE
pa3paboTKH, 0COOCHHOCTSIX
[MOATOTOBKH M PErHCTPALlUK
ITOKYMCHTOB, KOHTPOJIE UX
MCIIOJTHEHUSI

Y cBOMII TOPSIOK pa3paboTKy,
0COOCHHOCTH IIOATOTOBKH H
perucTparuy J0KyMEHTOB,
KOHTPOJISL MX UCHIOJIHECHUS

[Toxa3biBaeT BHICOKUI YPOBEHb
BHAHHI TIOpsIKa pa3pabOTKH,
0cCOOCHHOCTEH MOArOTOBKH U
[pETHCTPAK JOKYMEHTOB, KOHTPOJIS
X MCTIOJTHEHUS

[YMeTh: ompenensiTb 0COOEHHOCTH
[OATOTOBKH ONPEJIEICHHOr0 BUIa
ITOKyMeHTa, coo0pa3ysch ¢ PaBOBOL
cUTyanuei

IHe criocoben onpenemnsts
0COOEHHOCTH MTOATOTOBKU
OTIpEeIeICHHOT0 BU/Ia JOKYMEHTA,
c000pa3ysiCh ¢ MPaBOBOM CUTYyaIHeH

McnbIThIBaET 3aTpyAHCHUS B
oIpesielIeHud 0COOeHHOCTe!
[IOJrOTOBKH OIPENEICHHOTO BUAA
IMOKyMeHTa, coo0pa3ysich C MPaBOBOI
cutyauuei

ICriocoOeH ompenensiTh 0COOCHHOCTH
[MOJITOTOBKH OTIPEICIICHHOTO BU/Ia
ITOKyMEeHTa, cO00pa3ysch ¢
[paBoOBO cuTyanuei

(Crioco0OeH BBICTYIIaTh KOHCYJIBTaHTOM
B BOIIPOCAX ONPEECIICHUS
0COOEHHOCTEH TTOITOTOBKU
OIIpEICICHHOTO BU/la IOKYMEHTa,
cooOpasysick ¢ IPaBoBO#i cUTyanuen

BJs1ageTh: HaBBIKAMU HCTIOJI30BaHUS
KOHKPETHBIX HOPMAaTHBHBIX IIPABOBBIX
1 HOpPMATUBHO-METOJUYECKUX aKTOB
MpH paboTe ¢ JOKyMEHTalueH.

He BrajsieeT HaBBIKAMH HCTIOTb30BAHHS
KOHKPETHBIX HOPMAaTHBHBIX IIPABOBBIX
1 HOPMATUBHO-METOIUYECKUX AKTOB
mpu paboTe ¢ JOKyMEHTaIHeH.

|Cabo BilazieeT HaBbIKAMH
MCIIOJIb30BaHUS KOHKPETHBIX
HOPMATHUBHBIX [IPABOBBIX
[HOPMATHBHO-METOIMIECKHX AKTOB
mpu paboTe C JOKYMEHTAIIHCH.

BiiageeT HaBBIKAMHU HUCIIOJIb30BAHUS
KOHKPETHBIX HOPMAaTUBHBIX
[paBOBbIX 1 HOPMaTHUBHO-
METOINYCCKIX aKTOB IPH paboTe ¢
ITOKYMEHTaLueH.

BianeeT Ha BBICOKOM ypOBHE
HaBBIKAMH HCIOJIb30BAHUS
KOHKPETHBIX HOPMATUBHBIX IPABOBBIX
1 HOpPMATUBHO-METOJUYECKUX aKTOB
pH paboTe ¢ JOKYMEHTalUeH.

YpoBeHb CHOPMUPOBAHHOCTH KOMITETECHIIHN

Henonycrumprit

[Toporossrit

Bazossrit

IToBbIICHHBII

IMK-9 -
CIIOCOOHOCTBIO
[PaBHJIEHO U TIOJTHO
0TpakaTb
pe3yJbTaThl
mpodeccHoHanbHOI
IMeATEILHOCTH B
FOpPUAUYECKON U
MHOM JIOKYMEHTAIN!

BHATB: OCHOBHBIC BUJIBI U
[Pa3HOBHHOCTU JOKYMEHTOB B PD;
MOPSIOK MOATOTOBKH yHPaBIEHUECKOi
ITOKYMEHTAIUU; TpeOOBaHUs K
oopMIIEHHIO PEKBH3UTOB
ITOKYMEHTOB; COCTaB 0053aTENIbHBIX
[PEKBU3HUTOB JUISl OIPEIETICHHBIX BUIOB
ITOKYMEHTOB; OCHOBHbIE TIPHHIIUIIBI
oprann3anuu 3¢ exTHBHOTO
ITOKYMEHTO000pOTa; OPSIIOK
[PEruCTpaIy JOKyMEHTOB, KOHTPOJIS
X MCTIOTHEHHS

IHe 3HaeT ocHOBHBIE BHBI 1
[Pa3HOBUIHOCTH JOKYMEHTOB B PD;
MOPSIOK MOATOTOBKH YHPaBIEHUECKO
ITOKyMEHTAINN; TPeOOBaHUS K
oopMIIEHHIO PEKBH3UTOB
ITOKyMEHTOB; COCTaB 00s3aTEIbHBIX
[PEKBU3UTOB AT OIIPE/ICIICHHBIX BUIOB
ITOKyMEHTOB; OCHOBHBIEC TIPHHIIHITBI
oprann3anuu 3¢ exTHBHOTO
IMOKyMEHTO000pOTa; HOPSTOK
[pETHCTpaLiK TOKYMEHTOB, KOHTPOJIS
X MCTIOTHEHHS

(C1abo opueHTHpyeTCcs: B OCHOBHBIX
BUIBI ¥ PA3HOBHJHOCTSIX JOKYyMEHTOB
B P®; nopsiake moaroToBKu
[YIIpaBJI€HYECKON JIOKYMEHTALIH;
TpeboBaHMAX K 0OPMIICHHUIO
[PEKBU3UTOB JIOKYMEHTOB; COCTaBe
00s13aTEIILHBIX PEKBH3UTOB JUIS
OTIPEIEICHHBIX BUIOB JOKYMEHTOB;
(OCHOBHBIX IIPUHIUIIAX OPTaHU3AUN
b dexTHBHOTO JOKYMEHTOO00POTA;
[OPS/IKE PErHCTPALIMK JOKYMEHTOB,
KOHTPOJIE X HCIIOJHCHUS

'Y CBOMJI OCHOBHBIE BHJIBI
[Pa3HOBHUIHOCTH JIOKyMEHTOB B P®D;
MOPSIIOK MOJATOTOBKHU
[yTIpaBICHYECKON JOKYMEHTAIHH;
TpeboBaHus K 0(OPMIICHUIO
[PEKBU3UTOB JOKYMEHTOB; COCTaB
00s13aTEITPHBIX PEKBU3UTOB IS
OTIpEICICHHBIX BUIOB IOKYMCHTOB;
(OCHOBHBIC TIPHHITUITEI OpTaHU3aIUN
b dexTHBHOTO TOKYMEHTO000POTA;
MOPSIIOK PETUCTPALINH JOKYMEHTOB,
KOHTPOJIS UX UCIIOJTHEHHS

[Toxa3biBaeT BHICOKUI YPOBEHb
BHAHUH OCHOBHBIX BHJIOB H
[Pa3HOBUHOCTEMN TOKYMEHTOB B PD;
MOpPSIKA MOATOTOBKU YIIPaBIEHUECKOM
ITOKYMEHTAIUHU; TpeOOBaHUH K
oopMIIEHHIO PEKBH3UTOB
ITOKYMEHTOB; COCTaBa 00s3aTEIILHBIX
[PEKBU3HUTOB JUISl OIPEIETICHHBIX BUIOB
ITOKYMEHTOB; OCHOBHBIX IIPUHIUIIOB
oprann3anuu 3¢ exTHBHOTO
ITOKYMEHTO000pOTa; MopsIIKa
[PErucTpaIyu JOKyMEHTOB, KOHTPOJIS
X MCTIOTHEHHS

[YMeTh: 0pOpMIIATE TOKyMEHTHI B
COOTBETCTBUH C TPEOOBAHUSIMHA
BaKOHOJATEIbCTBA; OIPEACIIATh
CrIerM UKy TOrOTOBKI
OTIPEIEICHHOTO BU/IA JOKYMEHTA,
coo0pasysich C AENOBO CUTYyaLUeH;
MCIIOTb30BaTh CIIPABOYHO-
MH(POPMALIMOHHBIE IOKYMEHTBI KaK

(OCHOBY JJis IIOATOTOBKHU

IHe criocobeH opopMIISTh TOKYMEHTBI
B COOTBETCTBHH C TPEOOBAHUIMHU
BaKOHO/ATEIILCTBA; ONPEACIISTH

criet UKy MOArOTOBKH
OTIpEIeICHHOT 0 BU/Ia JOKYMEHTAa,
cooOpasysich ¢ IenoBoil curyauueii;
MCITI0Ib30BATH CIIPABOYHO-
MH(OPMaIMOHHbIC TOKYMEHTHI Kak
OCHOBY JUIs TOATOTOBKH

VcribITBIBAaET 3aTPYAHECHUS B
loopMIIEHIN TOKYMEHTOB B
COOTBETCTBUH C TPEOOBAHHUIMH
BaKOHOAATENILCTBA; OIPEACICHUN
cnenuUKN MOATOTOBKH
OTIPEAEIEHHOT 0 BU/Ia JOKYMEHTA,
cooOpasysch ¢ 1eJI0BOI cuTyanuei;
MCTIONIb30BAHUHU CIIPABOYHO-
mH(OpMaIMOHHBIE JOKYMEHTHI KaK

CriocobeH 0hopMIIATh TOKYMCHTHI B
COOTBETCTBHHU C TPEOOBAHUAMHU
BaKOHOJATENIbCTBA; ONPEACIIATh
criel UKy MOATOTOBKH
OTIPEICIICHHOT O BU/Ia JOKYMEHTAa,
coo0pasysich C AENOBO CUTyaLUeH;
MCITIOJIb30BATh CIIPABOYHO-
MH(OPMAIMOHHbIC TOKYMEHTBI Kak

CriocoOeH Ha BBICOKOM YpOBHE
0opMIATE TOKYMEHTHI B
COOTBETCTBUH C TPEOOBAHUSIMHA
BaKOHOATEIbCTBA; ONPENEIITH
crieln UKy MOArOTOBKH
OTIPEEICHHOTO BU/IA JOKYMEHTA,
coo0pasysich C AENOBO CUTyaLUeH;
MCII0Tb30BaTh CIIPABOYHO-

(OCHOBY JJis IIOATOTOBKHU

HHq)OpMaHHOHHLIe JOKYMCHTBI KaK
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Koo u [Inaanpyemble pe3ynbTaThl
HalMEHOBaHHUE 00y4eHus 1o 3JIeMeHTaM
KOMITETEHITHHA KOMIIETeHIINN

Jleckpunropsl

2 Gamna
«HEYIOBIETBOPUTEILHOY
«HE 3aUTEHO»

2 bamna
«HEYIOBJICTBOPHUTEIIHLHOY»
«HE 3aYTEHO»

2 Oamna
«HEYIOBIETBOPUTEILHOY
«HE 3aYTEHO»

2 Gamna
«HEYIOBICTBOPUTEIHLHOY
«HE 3aUTEHO»

[YIIPaBICHYECKOH JOKYMEHTALUH.

[YIpaBICHYECKOH JOKYMEHTALUH.

IOCHOBBI 1JI ITOATOTOBKH
HpaBHeH‘IeCKOﬁ JOKYMCHTallUn

[YIIPaBICHYECKOH JOKYMEHTALUH.

OCHOBY IJIs IIOATOTOBKHU
HpaBHeH‘{eCKOﬁ JOKYMCHTAIlUU.

IBiiageTh: HaBBIKAMU JEIOBOM
MEepenUCKH; YMEHUSIMH HOATOTOBKH
OpraHN3alMOHHO-PACTIOPAAUTEIBHOM
1 CIIpaBOYHO-MH(MOPMAITHOHHOM
ITOKYMCHTAINH U €€ HCIIOJIb30BaHHS B
[yIIPaBICHYCCKOW ACATEIBHOCTH;
HABBIKAMH HCIIOJIb30BAHHUS
KOHKPETHBIX HOPMATUBHBIX MPABOBBIX
1 HOpPMaTUBHO-METOJUYECKUX aKTOB
mpu paboTe ¢ JOKyMEeHTaIHeH.

He BnageeT HaBbIKaMM JI€JIOBOM
MEepenyCKH; YMEHUSIMH HOATOTOBKH
OpraHN3allOHHO-PACTIOPAAUTEIBHOM
M CTIpaBOYHO-UH()OPMAIMOHHON
ITOKYMEHTAIlUH U €€ UCIIOIB30BaHUS B
[VIIpaBICHYECKOI eI TEIIEHOCTH;
[HaBBIKAMH HCITOJIb30BAHUS
KOHKPETHBIX HOPMATUBHBIX MPABOBBIX
1 HOpPMaTUBHO-METOJMYECKUX aKTOB
mpu paboTe ¢ JOKyMEeHTaIHeH.

(Cnabo BiajieeT HABBIKAMU JIEJIOBOM
[EePENnCKU; YMEHUSMHU MOATOTOBKH
OpraHU3alMOHHO-PACTIOPAANTEIBHOIT
1 cIIpaBOYHO-HH(OPMAIIMOHHOIT
IMOKYMEHTAINN U €€ HCIO0JIb30BAHHS B
[YTIpaBIICHYECKOH e TeIbHOCTH;
HaBBIKAMH HCIOIB30BAHUS
[KOHKPETHBIX HOPMaTUBHBIX IIPaBOBBIX
1 HOPMAaTHBHO-METOJMYECKUX aKTOB
pu paboTe ¢ JOKyMEHTaLUEH.

BiageeT HaBbIKaMHU JIETIOBOM
MEepenrCKH; YMEHUSIMH HOATOTOBKH
OpraHN3aluOHHO-
[pacTiops.IMTEeNILHON U CIIPaBOYHO-
MHQOPMAIIMOHHOW JOKYMEHTAIIMH 1
lee HCIOJIb30BAHMS B
[YIIpaBJICHYECKON AESTEIbHOCTH;
HaBBIKAMH MCIIOJIb30BaHUS
KOHKPETHBIX HOPMAaTUBHBIX
[PaBOBBIX 1 HOPMAaTHBHO-
METOMYECKHX aKTOB IIPH paboTe ¢
ITOKYMEHTalueH.

BianeeT Ha BBICOKOM ypOBHE
HaBBIKAMH JEJIOBOM MEPENUCKH;
[YMEHUSIMU TTOTOTOBKU
OpTraHN3alMOHHO-PACTIOPSITUTEIILHON
1 CIIpaBOYHO-MH(OPMAIIHOHHOI
ITOKYMEHTAIU! U €€ HCIIOJIL30BaHMS B
yIIPaBJICHIECKOH e TeIbHOCTH;
HaBBIKAMH HCIOJIb30BaHUS
KOHKPETHBIX HOPMAaTHBHBIX IIPABOBBIX
M HOPMaTUBHO-METOJUYIECKHX aKTOB
mpu paboTe ¢ JOKyMEeHTaIHeH.

YpoBeHb ChOPMUPOBAHHOCTH KOMITETECHIHN

Henonycrumplit

[Toporossiit

Bbazossrit

IloBbIIICHHBII
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3.3. Komnerenuuu odyuyawuerocs, popmupyembie B pe3yJibTarTe
OCBOEHUS THCHHUILINHBI

Kon u conepxanue
KOMIICTCHITHIA

NuauxaTtopbl 1OCTUXKEHUS KOMIETEHLUH

[Inanupyemble pe3ynbTaTbl OCBOCHHUS
JUCLUILIUHBINO JIEMEHTaM KOMIIETCHIUH

OIIK-7. Ciocoben
[y4acTBOBATH B
[IOrOTOBKE
MPOEKTOB
[IPaBOBBIX AKTOB H
MHBIX

M.1 3Haer mnopsmOK pPa3pabOTKH HOPMATHBHBIX

OIIK-7 31 3HaThb -opsiI0K pa3paboTky,
0COOEHHOCTH MOATOTOBKH U PETMCTPALUK
JIOKYMEHTOB, KOHTPOJISl MX HUCIIOJIHEHHS

MpaBOBBIX AaKTOB M OCOOEHHOCTH TOATOTOBKY
FOPUANYECKUX IOKYMEHTOB
na.2 Ymeer OCYILIECTBIIATh IOATOTOBKY|

CIIpPAaBOYHBIX W AHAJIUTHYCCKHUX MaTepuajoB I
pa3pa60TKH HOPMATUBHBIX IPAaBOBBIX AaKTOB M|

OIIK-7 Y1 YMeTb - onpeJesaTh
0COOCHHOCTHITOITOTOBKY OIIPEIEICHHOTO BUA
JIOKyMEHTa, C000pa3ysch ¢ IPaBOBOH cHUTyaluen

MOATOTOBKH MHBIX HOPUANYICCKUX JOKYMCHTOB;

OIIK-7 B1 Baajaersb -HaBbIKAMH HCIIOJIb30BaHUS

[FOPUIUICCKUX I/II[.3 BnaneeT HaBbIKAMHU aHaJIM3a U paSpaGOTKH KOHKPETHBIX HOPMAaTHUBHBIX IIPABOBBIX U HOPMATHUBHO-

MOKYMEHTOB [HOPMATHUBHBIX ITPABOBBIX AKTOB, 4 TAKXKE IMOATOTOBKH METOAMYECKUX AKTOB npu pa60Te C ﬂOKyMeHTaL[I/Iei'I.
MHBIX OPUANYECKUX NJOKYMEHTOB

[K-9 - M /1.13HaeT: 6Ga30BbIe TpaMMaTHYECKUE IIK-9 31 3uaTh - OCHOBHBIE BUABI U PA3HOBUIHOCTH

ICIIOCOOHOCTEIO0 IKOHCTPYKIINH, XapaKTECPHBIC NJId OPUAUYCCKUX JOKYMCHTOB B Pq),

MPaBHIGHO U
[OJTHO OTpaXkaTh
[pe3yIBTaTEI
mpodeccuoHanbHOM,
e TETbHOCTH B
FOPUAMUYECKON U
MHOM
[MOKyMEHTAaIN

TEKCTOB; OCHOBHYIO PO()ECCHOHANBHYIO
TEPMUHOJIOTHIO 10 IOPUCIIPYIEHIINH, IPaBHIIa
oopmIIeHHS pe3yIIBTaTOB U HHON JOKyMEHTALHH,
CBSI3aHHOM ¢ MPO(eCCHOHANBHOH ESITEIbHOCTBIO;
IMJ1.2Y MeeT UCIIOJIb30BaTh 0a30BbIC
rpaMMaTHIeCKHE KOHCTPYKIIUH, XapaKTepHbIE IS
FOPUANYECKUX TEKCTOB; OCHOBHYIO
MpohecCHOHANBHYIO TEPMUHOJIOTHIO T10

IIK-9 32 3uaTthb - NOpsI0K NOATOTOBKU
YIIpaBJIeHYECKON IOKyMEHTAIUH;

IK-9 33 3nats - TpeGoBanHust K 0OPMIICHAIO
PEKBU3UTOB JIOKYMEHTOB, COCTaB 0053aTEIBbHBIX
PEKBU3UTOB JJIsI ONIPECIICHHBIX BHJOB JOKYMEHTOB;
IIK-9 34 3aTh OCHOBHbIC IPUHIUIIBI OPTraHU3ALNH
3¢ peKTHBHOTO JOKYMEHTOOO0POTA, MOPSIIOK
pETHCTpaliy JOKYMEHTOB, KOHTPOJISI X MCIIOJHEHHS

IOPUCTIPYICHIUY, IPaBHIa OOPMIICHUS
[Pe3yIbTaTOB ¥ MHOM JOKYMEHTAIIUH, CBSI3aHHOM C
MpodecCHOHANBHOH AeSTENEHOCTHIO;

M /1.3Baageer HaBBIKAMH IPUMEHEHHS 0a30BBIX
rpaMMaTHIECKUX KOHCTPYKIUH, XapaKTEPHBIX AT
FOPUANYECKUX TEKCTOB; OCHOBHOM
mpodeccHOHANBHOI TEPMUHOIOTHEH 110
IOPUCTIPYICHIUH, IPaBUIaMH 0(OPMIICHHS

IK-9 Y1 Ymets - 0pOpMIISITE JOKYMEHTHI B
COOTBETCTBHH C TPeOOBAHUIMH 3aKOHOAATENBCTBA,;
OK-9 VY2¥merp - ompenenits crneuupuxy
MOATOTOBKH  OINpEAENICHHOr0 BHAA JOKYMEHTa,
coo0pa3ysch ¢ JAENOBOH CHUTyallel,iCIoIb30BaTh

CIpPaBOYHO-UH(DOPMAIIMOHHBIE ~ JOKYMEHTBI  Kak
OCHOBY I MOJATOTOBKU  YNPABIEHYECKOH
JIOKYMEHTALUU.

[pe3yIbTaTOB U MHOM JOKYMEHTAllUH, CBSI3aHHOU C
MpoQecCHOHATTBHO eI TEIILHOCTHIO

IIK-9 B1 Baapaerp - HaBbIKaMu J€JI0BOM MEPENHUCKH;
IIK-9 B2 Baaaerpb -yMEeHUSIMU OJIOTOBKH
OpTraHU3aIMOHHO-PACTIOPAIUTEIFHON U CIIPABOYHO-
MHPOPMAIIIOHHOM JOKyMEHTAINH U €
WCIIOJIb30BAHUS B YIIPABICHYECKOH NEATENFHOCTH;
IIK-9 B3 Biaaersb - HaBbIKAMH HCIIOJb30BaHHS
KOHKPETHBIX HOPMATHUBHBIX IIPAaBOBBIX U
HOPMAaTHBHO-METOJMICCKUX aKTOB IIPH paboTe ¢
JIOKyMEHTalMEeH.
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4. O0béM yueOHOI JUCUMIITIMHBI

4.1. Ounas ¢popma o0y4eHust

Bunbl yueOHOH paboThI 00yJaronmxcs
(B yacax), B TOM 4HCIIe =
= §
o
= =)
QB 2
Ne v zZ 3 A 2 DopMbl
y DTarbl OCBOCHUS AUCLUILIAHBI, TEMbI B (hopMe KOHTAKTHOH 55 o s P
n/n paGoThI R g KOHTPOJIS
m @ < =
s 2
z 3
S ~
3J]IT ‘ 3CT ‘ JIIT ‘ KP CP
O0BeM IHUCIUIUTHHBI B Yacax: 72
'bEM JUCHUIUINHEI B 3a4€THBIX SAMHHIAX:
06 2
Cemectp2
1 OCHOBHBIE TEPMHUHBI ¥ MOHATHUS. CHCTEMBI 5 4 VYerHslit onpoc
| mOKyMeHTaluu TectupoBanue
5 [IpaBoBast 0OCHOBa IOPUIUUECKOTO 5 5 4 VYerHsli onpoc
) Jienonpoun3BosacTea B PO TectupoBanue
CocraB 1 opopmiIeHHE PEKBU3UTOB, VYcrHbli onpoc
3 obecneYrBarONINX I0PUANIECKYIO CHITY, ’ 4 4
’ 3HAUYMMOCTbH JOKYMEHTOB B
JIETIONPOU3BOACTBE OITK-7
OdopmiieHne U COCTaBICHUE TTK-9 YcTHBIi onpoc
4. OpraHu3alMOHHO-PACIOPAAUTENBHBIX 2 6 6 TecrupoBanue
JIOKyMEHTOB
5 OdopmileHne U COCTaBICHHE 8 6 VYcrHbli onpoc
nH(OpPMAIMOHHO-CIPABOYHBIX JOKYMEHTOB KonTpornsHsIe 3a1anmst
6 OCHOBBI KaJIpOBOTO JAEIONPOU3BOJICTBA 6 4 VYerHsli onpoc
KonrpornbHsle 3anaHus
OCHOBHBIE IPUHIUIIBI OPTaHU3ALUH VYerHsli onpoc
7. JIOKyMeHTooOopoTa. Perucrpanus, y4er, - 2 4 KontponbHsbie 3aanuyst
XpaHCeHUE Jel
Bcero: 8 28 32
72
IMpomerxyTouHast arTecTarnus (B 4acax): 3auer 4

5.Conepxkanue TMCUUIJIMHBI M0 TEMaM

Tema 1. OcHOBHBIE TEPMHUHBI M MOHATUA. CHCTEMBI JOKYMEHTAIUU

DOBOJIIOLMST  TEPMHUHA  <JIEJOMPOU3BOACTBO». lloHATHS  «OpuaMYecKass  CUJiay,
«IOpUANYECKAs 3HAYUMOCTh TOKYMEHTa». [IoHATHE «(TOKYMEHT» U «HOPUAUYECKUN JTOKYMEHT.
[loHATHS «TOKYMEHTAIMOHHOE O0ecliedeHne yrpaBlIeHUs» U «MH(OpMaIMOHHOE obecreueHune
yIpaBiIeHU»: 3HaUeHHE, B3aUMOCBsI3b. CHcTeMbl JOKyMeHTaluu. TpeboBaHus, MpeabsBsieMble
K TEKCTaM JOKYMEHTOB.

Tema 2. IlpaBoBasi 0CHOBA IOPUAMYECKOIO 1€JI0NPOU3BOACTBA B PD

3HaueHue ['ocyapCTBEHHBIX CTaHAApTOB MJs FOPUIMYECKOTO JEIONPOM3BOACTBA.
BenoMmcTBeHHbIE HOpPMAaTHBHBIE AaKThl B IOPUAMYECKOM JienornpousBojcTBe. [Ipobiemsl
JIOKQJIbHOTO PErJIaMEHTUPOBAHUS FOPUANUECKOTO IETIONPOU3BOICTBA.

Tema 3. CocraB u odopmMiieHHe PEKBHU3MTOB, 00eCHeYMBAKIIUX PHIHYECKYIO
CHJIY, 3HAYMMOCTh I0KYMEHTOB B J1eJIONPOU3BOJCTBE

KonnuecTBeHHBII M KaYe€CTBEHHBIM COCTaB PEKBU3UTOB JOKYMEHTOB. ['pymiibl
PEKBU3UTOB, HeoOXoauMmble uid 3((EKTUBHONW OpraHM3aluu JOKyMeHTooOopoTa. branku
JIOKYMEHTOB YUPEXKIACHUH, OpraHu3aIyil, IpeanpusaTuii (00muii, KOHKPETHOTO BUIA JOKYMEHTA,
IPOJIOJIbHBINA, YIJIOBOH, cHeuuanbHbi W npyrue). Dopmynsap nokymeHTa. TpeOoBanus K
0(QOPMIICHHIO PEKBU3UTOB JOKYMEHTOB.
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Tema 4. OdopmiieHue u cocTaB/ieHHEe OPraHU3AMUOHHO-PACTOPSIAUTEIbLHBIX
AOKYMEHTOB

TpeboBanus k opopmieHuto Ycrapo u [lonoxkennit opraam3anuid. [Iprkas mo ocHOBHO#M
JeATEIbHOCTH. BhINUCKa U3 IpHKa3a 110 OCHOBHOM EATEIBHOCTU. PacropsukeHus, NopsaoK Ux
odpopmienus. Odpopmnenue [locranosnennii u Pemennii.

Tema 5. Opopmienne u cocraBjieHHe HHPOPMALMOHHO-CIIPABOYHBIX I0KYMEHTOB

CnyxeOHble TMChbMa, BUIBI THceM. OcCOOEHHOCTH OGOPMIICHHS] COTPOBOAUTEIHHBIX
IUCceM, NHCEeM-TIpUTTIAleHNH, WHQOPMALMOHHBIX M peKIaMHBIX muceM. OcoOeHHOCTH
OoQOpMIICHUS MHUCEM-U3BEUICHUM, NUCEM-TIOATBEPKACHUNA, TUCEM-HAIOMUHAHUA W THCEM-
IIPETCH3UMN.

Oco0eHHOCTH JTOKYMEHTHPOBAHHS JESTeIbHOCTH KOJUIETHAIBHBIX OpraHoB. [IpoTokot.
CrpykTypa Tekcra mnporokoja. @DopMbel MOJHOrO M KpaTKOro mpoTokona. TpeGoBanus K
0(OPMIICHHIO PEKBU3UTOB ITPOTOKOJIA.

CropaBka. PasznoBumHocTH cnpaBok. OcoOeHHOCTH OQOpMIICHHS CIpPaBOK: C MecTa
paboThl, 0O HAIMYUK MaTEPHAIOB Ha CKJIajue, O MPOJCIaHHOW padore. AKT. PazHoBHIHOCTH
akToB. OOpa3Ibl aKTOB € YITIOBBIM H MTPOOIBHBIM PACIIONIOKEHUEM PEKBU3UTOB.

Ocobennoctu odopmieHus 3aspieHuit. CryxeOHas, JOKJIagHas M OOBSICHUTEIbHAS
3aMMCKHU.

Tema 6. OCHOBBI KAIPOBOIO [1€J10NPOU3BOACTBA

CrpykTypa M IITaTHas YHUCJIEHHOCTb, IUTATHOE pacHUCaHHME, IPUKa3 O BHECEHUHU
W3MeHeHuW B ImmTarHoe pacnucanue. OdopmIIeHHEe TPYIAOBBIX TOTOBOPOB. JIOKYMEHTHI IO
JUYHOMY COCTaBY: aBTOOHOrpadusi, XapakTepUCTUKa, 3asBieHue u ap. [lopsanok opopmieHus
MPUKA30B MO JIMYHOMY cocTaBy. DOpMyIHpPOBKM IMPHUKA30B IMOJIUYHOMY cocTaBy. TpymoBas
KHIKKa: odopmiieHre U BenaeHue. OOpas3ubl GOpMyIUPOBOK 3amucedl B TPYHOBYIO KHHXKKY.
Jluctok mo ywery KaapoB, pe3iome, aHKeTa. llopSgoK KOMaHIUPOBAHUS COTPYIHUKOB.
OdopmiieHne JOKYMEHTALUU 110 KOMaHAUPOBAHUIO.

Tema 7. OcHOBHbIE NPUHIHUNBI OPraHU3ANUM JOKYMeHTOoOopoTa. Perumcrpanus,
y4eT, XpaHeHue e

Cucrematuzanus J0KyMeHTOB. HoMmeHkiaTypa Jen, HOpSIOK €€ COIJIacoBaHWs U
yTBEpXkAcHUs. Tunosas, NpUMepHas, HHANBUyaJIbHAs U CBOJHAs HOMEHKJATYyphl fei. IIpoekr
HOMEHKJIATypbl Jen. Perucrpanusi JOKYMEHTOB, (OPMBI PErvMCTPAllMOHHBIX >KYPHAJOB U
Kaprouek. llepeueHb MOKYMEHTOB, HE MOJIEKAUIMX peructpanuu. llopsaaok odopmieHus
MHCTPYKUMHU MO JEJOMPOU3BOJCTBY opranuzauuu. OOpaboTka MOCTYMaIOIUX JTOKYMEHTOB.
OO6paboTka OTHpaBIIEMBbIX JOKYMEHTOB. JIOKanbHas periiaMeHTanusi JOKyMEHT0000poTa.
ABTOMaTH3MPOBAHHAS JIEKTPOHHAS pOopMa perucTpanuu J0KyMEHTOB.

Jleno, MopsIOK €ro 3aBelEHMs B JIEJONPOU3BOJACTBE opranuzanuu. DopMupoBaHHUE U
XpaHEeHue /e B Tekyuieil pabore. DopmupoBaHue e U MOATOTOBKA 1€ K Caue B apXUB.
CamocrosrenbHas padoTta

KommaecTBo
Iigi::f) HanmMenoBanue/conepxanue padot Jacos
(01]0)
Tema 1 | OcHOBHBIE TepMHUHBI 1 OHATHS. CUCTEMbI JOKYMEHTAIIUH
IToBTOpEHNE MaTepUAIOB IO KOHCIIEKTaM JICKITHH. [I0Ar0TOBKA K YCTHOMY OITPOCY. 4
Tema 2 | IlpaBoBasi 0CHOBa WPHIAYECKOTO IEJIONPON3BOIACTBA B PD 4

HOBTOpeHI/Ie MAaTCpHaJIOB IO KOHCIICKTAaM JICKIIHUU. HOZ[FOTOBK& K YCTHOMY OIIPOCY.

Tema 3 | Cocras n opopMiIeHHe PeKBH3UTOB, 00eCeYNBAIOIINX IOPHIANIECKYIO CHITY,
3HAYMMOCTh JOKYMEHTOB B J1¢J10IPOU3BO/ICTBE 4
IToBTOpEHUE MaTepUaJIOB N0 KOHCIEKTaM JieKuu. [1oAroToBKa K yCTHOMY OIpocy.

Tema 4 | OdopmieHue u cocTaB/ieHHEe OPraHU3ANUOHHO-PACTIOPATUTEIbHBIX IOKYMEHTOB
[ToaroToBKa K HATMCAHUIO KOHTPOJFHBIX 3aJaHUN (M3y9eHUE CTPYKTYPHI, POPM U CpEICTB 6
W3JI0KeHUS MaTepHaa) 1o TeMe MpaKTHIecKoro 3aHATHs. [loaroToBka K yCTHOMY OIIPOCy:
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Komnuuectso
Iigi:glp HaumenoBanune/conepxanue padoT dacos
010]0)
[IOBTOPEHUE MATEPUAJIOB 10 KOHCIIEKTaM JIEKLIUH
Tema 5 | Odopmiaenne u cocTaBjieHne HHPOPMATHOHHO-CIPABOYHBIX TOKYMEHTOB
M3yuenue marepuaia ¥ NOArOTOBKA K YCTHOMY onpocy. IToaroroBka Kk HanucaHuio 6
KOHTPOJIbHBIX 3aJIaHUN
Tema 6 | OcHOBBI KaJPOBOIO /IEJONMPON3BOACTBA 4
TlonroroBka kK yctHomy omnpocy. [ToAroToBka Kk HAaMMCaHWIO KOHTPOJIBHBIX 3aaHUHI
Tema 7 | OcHOBHbIE NPUHIUIIBI OPraHU3ALMM JOKYMEHT0000poTa. Perucrpanus, y4er,
4

XpaHeHue aeJ.

Tlonroroska k yctHomy ompocy. [ToarotoBka k HaMMCaHWIO KOHTPOJIBHBIX 3aJaHUM.
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6. OueHouyHble MaTepuabl 1Jis1 IPOBEAeHUS MPOMEKYTOYHOM ATTECTAIlMM M TeKYILero KOHTPOJIsl yCleBaeMOCTH 10 IMCHHUILINHE

6.1. [TacmopT OLIEHOYHBIX MATEPHUAJIOB /IJIsl IPOBEEHUS TEKYIIEero KOHTPOJISl YCIeBAeMOCTH M NMPOMEKYTOYHOM aTTecTaluu

KonTponupyemas HanmeHoBaHUE
HaumeHnoBanune Tun Bun .
KOMIIETCHITHS OILIEHOYHOTO IMoka3zarenu hopMUPOBaHUS KOMITCTEHIIUH
TeMbI KOHTpOJISI | KOHTPOJIS
cpencTsa
Tema 1. OcHOBHBIE TEPMUHBI Tekyui | ycrHbif; [YerHsli onpoc |[[IK-9 31 3HaTh - OCHOBHBIE BUABI U Pa3HOBUIHOCTH JOKYMEHTOB B P®D;
1 moHATUS. CHUCTEMBI nucbMeHHbIH|TectupoBanue [[IK-9 32 3HaTh - MOPAI0K MOATOTOBKY YIPaBICHYECKOH TOKYMEHTALUH;
ITOKyMEHTaluu IMK-9 34 3naTh OCHOBHBIE IPUHLUIBI OpraHu3aiy 3 HEeKTUBHOTO JOKYMEHTO000pOTa, HOPSAAOK PErUCTPALIMU
ITOKyMEHTOB, KOHTPOJIsl MX UCIIOJTHEHUS
Tema 2. IIpaBoBast ocHOBa TeKymui [muceMenHbIH| Y ctHbI onpocOIIK-7 31 3HaTh nopsamok pa3paboTku, 0COOEHHOCTH ITTOATOTOBKH U PETUCTPAIMU JOKYMEHTOB, KOHTPOJIS X
FOPUIUYECKOTO TectupoBanue FICIIONTHEHHS
InestonpounsBoacTea B PO IIK-9 31 3HaTh - OCHOBHBIE BU/bI U Pa3HOBUJAHOCTH JOKYMEHTOB B PD;
IMK-9 33 3nats - TpeGoBaHUS K ODOPMIICHHIO PEKBU3UTOB JOKYMEHTOB, COCTaB 00S3aTeIbHBIX PEKBH3HTOB JUIS
OTIpEIENeHHBIX BUJOB JOKYMEHTOB
OIIK-7 ¥1 YMeTb - 0popMIISTh JOKYMEHTHI B COOTBETCTBUH C TPEOOBAHUIMH 3aKOHOIATEIbCTBA
Tema 3. CoctaB u OITK-7. Criocoben Tekymi [muceMeHHBIH[Y cTHbIH onpoc [(OIIK-7 31 3HaTh NOPAI0K perucTpayuu J0KYMEHTOB, KOHTPOJIS UX UCTIOIHEHUS
0(bopMIIEHHE PEKBU3UTOB,  [y4acTBOBATH B IMK-9 33 3nats - TpeGoBaHUS K ODOPMIICHHIO PEKBU3UTOB JOKYMEHTOB, COCTaB 00S3aTeIbHBIX PEKBH3UTOB JUIS
oOecrieanBaromuxX [OJITOTOBKE TIPOEKTOB OIIpEIeICHHBIX BHJOB JOKYMEHTOB
FOPUANYECKYIO CUILY, [PaBOBBIX aKTOB H MK-9 ¥1 Ymets - 0pOpMIISITh JOKYMEHTHI B COOTBETCTBUH C TPEOOBAaHHMIMH 3aKOHOIATEIBCTBA
BHAUYUMOCTb JJOKYMEHTOB B [MHBIX IOPUAUYECKUX OIIK-7 B1 BiiageTh HaBBIKAMH HCIIOJIb30BAHHUS KOHKPETHBIX HOPMATHBHBIX MPABOBBIX U HOPMATHBHO-METOIMUECKIX
ITeTTONPON3BOACTBE ITOKYMEHTOB AKTOB IIpU paboTe C JOKYMEHTAIHeH.
Tema 4. Tekyuid | yerHbeif; [Yerasii onpoc [OIIK-7 31 3HaTh NOPAOOK PErHCTPAlMU JOKYMEHTOB, KOHTPOJIS UX UCTIOJHEHUS;
OdopmiteHue 1 COCTaBICHNE nucbMeHHbIH| TectupoBarue  [[IK-9 32 3naTh - NOPAAOK NOArOTOBKY YIPABICHYECKON JOKyMEHTALUY;
OpraHM3alMOHHO- IMK-9 - cnocoOHOCTEIO IMK-9 33 3natsh - TpeGoBaHUS K ODOPMIICHHIO PEKBU3UTOB JOKYMEHTOB, COCTaB 00s3aTEIbHBIX PEKBH3UTOB JUIS
[pPacIopsANTENBHBIX MpPaBHIEHO M TIOJTHO OIIpPEIEICHHBIX BHJOB JOKYMEHTOB
ITOKYMEHTOB OTpaXkaTh Pe3yJIbTAThI OIIK-7 Y1 YMeTb - onpeensaTb He0OXOAUMOCTh IMOATOTOBKH OIPEEICHHOTO BUAA JOKYMEHTa, cO00pa3ysch ¢ MPaBoOBOU
MpoQecCHOHATTBHON cuTyanueit
NEATEILHOCTH B MK-9 ¥1 YMmeTb - 0hOopMISTh JOKYMEHTHI B COOTBETCTBUH C TPEOOBAHMSAMHU 3aKOHOJATENIBCTBA;
FOPUIMYCCKOM 1 HHOM MK-9 Y2¥VMerb - ompenensath crneiuHKy I[IOArOTOBKM OIPEACICHHOr0 BHAa JOKYMEHTa, COO0pa3ysch C IEIOBOM
MIOKYMEHTALIIH CHTyalyel, MCIONb30BaTh CHPaBOYHO-MH(OPMAIOHHBIE JOKYMEHTHl KaK OCHOBY MJISI ITOJTOTOBKH YIPaBICHYECKOH
[TOKyMEHTaINH
OIIK-7 B1 Bagers -HaBbIKaMH UCIIOJIb30BAHUS KOHKPETHBIX HOPMATUBHBIX IIPABOBBIX U HOPMAaTUBHO-METOAUYECKUX
AKTOB IIpU paboTe C JOKYMEHTaIHeH;
IIK-9 B2 BiageTb -yMeHUSAMH [TOATOTOBKU OPraHU3al[HIOHHO-PACHOPSIIUTENBHON M CIPAaBOYHO-UH(POPMALIIOHHOM
ITOKYMEHTAIIMN U €€ MCIIO0JIb30BAaHUS B YIPABICHUYECKOH IeATeTbHOCTH
IMK-9 B3 Biaaersb - HaBbIKAMH UCIIOIb30BAHHUS KOHKPETHBIX HOPMATHBHBIX MPABOBBIX U HOPMATUBHO-METOTHIECKHX
AKTOB Ipu paboTe C JOKYMEHTaIHeH.
Tema 5. Odopmiienne u Tekymui | yctHeii  |YcrHbli onpoc [OIIK-7 31 3HaTh - nopsgok pa3paboTky, 0COOEHHOCTH TOJTOTOBKY U PETHCTPAIMHN JIOKYMEHTOB, KOHTPOJISI UX

COCTaBIICHUE
MH(pOpPMAIIOHHO-

Konrpomshaeie

3aJaHus

ICIIOJIHCHUS;
IMK-9 33 3nats - TpeGoBaHUs K 0QOPMIICHHIO PEKBU3UTOB JOKYMEHTOB, COCTaB 00s3aTeJIbHBIX PEKBH3HTOB JUIS
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HaumeHnoBanune
TEMBI

Kontponupyemas
KOMIIETCHITHS

Tun
KOHTPOJIA

Bug
KOHTPOJIA

HaunmeHnoBanue
OIIEHOYHOTO
cpencTBa

IMoka3zarenu hopMUPOBaHUS KOMITCTEHIIUH

CIIPaBOYHBIX JTOKYMEHTOB

Tema 6. OCHOBBI KaApOBOIO
IMeI0npon3BOICTBA

Tema 7. OCHOBHEIC
MPUHIAITEL OPTaHU3aIUN
IMOKYyMEHTO000pOTA.
IPeructpanusi, yuer,
XpaHeHue Jen

IBce TeMbI TUCHUTUTHHBI

ONPEACIICHHBIX BUAOB JTOKYMEHTOB

OIIK-7 Y1 YMmeTs - onpeensiT He0OX0AUMOCTh MOATOTOBKH OIIPE/ICICHHOT0 BU/Ia JOKYMEHTa, cO00pa3ysich C MPaBOBOM
cutyanuein

K-9 ¥1 ¥YmeTb - 0hopMISTh JOKYMEHTHI B COOTBETCTBUH C TPEOOBAHHSIMHU 3aKOHOJATEIBCTBA

(OIIK-7 B1 Buaers -HaBbIKaMu UCIOJIb30BAHUS KOHKPETHBIX HOPMAaTUBHBIX IIPABOBBIX U HOPMATUBHO-METOANYECKUX
AKTOB TIpH paboTe ¢ JOKyMEHTAaIUeH;

IIK-9 B1 Baiaaers - HaBbIKaMu J€7I0BOM MEPENUCKH;

IK-9 B2 BiageTh yMEHUsIMUA HOATOTOBKH OPTaHU3ALUOHHO-PACTIOPSAAUTEIBHOM U CIIPaBOYHO-MH(POPMALIIOHHOMN
ITOKYMEHTAIMN U €€ HCIIO0JIb30BAaHUS B YIPABICHYECKOH NEeATETbHOCTH.

IMK-9 B3 Biaaersb - HaBbIKAMH UCIIOIb30BAHHUS KOHKPETHBIX HOPMATHBHBIX MPABOBBIX U HOPMATHBHO-METOHIECKHX
AKTOB Ipu paboTe C TOKYMEHTaIHeH.

TEeKYIIUH

VTt

'Y cTHBII onpoc
Konrpomshaeie
3aJaHHs

OIIK-7 31 3HaTh - NOpsAOK pa3paboOTKH, 0COOCHHOCTH IIOJTrOTOBKH U PETHCTPAINHN JJOKYMEHTOB, KOHTPOJISI UX
MCTIOTTHEHNS;

IK-9 32 3uaTh - NOPsI0K NOATOTOBKH YIIPABICHYECKON JOKYMEHTALUH;

IMK-9 33 3nats - TpeGoOBaHUS K ODOPMIICHHIO PEKBU3UTOB JOKYMEHTOB, COCTaB 00s3aTeILHBIX PEKBH3UTOB JUIS
OTIpEIENeHHBIX BUJOB JOKYMEHTOB

MK-9 ¥1 ¥YMmeTb - 0hOopMISTh JOKYMEHTHI B COOTBETCTBUH C TPEOOBAaHHSAMHU 3aKOHOJATEIBCTBA;

MK-9 Y2¥VMerb - ompenensats crnetu(uKy IIOArOTOBKM OIPEACICHHOr0 BHAa JOKYMEHTa, cOO0pa3ysch C IEIOBOM
CHTyalyel, MCIONb30BaTh CHPaBOYHO-MH(OPMAIOHHBIE JOKYMEHTHl KaK OCHOBY MJISI ITOJTOTOBKH YIPaBIEHYECKOH
[TOKyMEHTaINH

(OIIK-7 B1 BageTh HaBbIKaMU HCHOIb30BAaHHS KOHKPETHBIX HOPMATUBHBIX IIPABOBBIX U HOPMAaTUBHO-METOIUYECKUX
AKTOB IpH paboTe ¢ JOKyMEHTAaIUeH;

IIK-9 B1 BiiageThb - HaBbIKaMU J1€JI0BOI IEPENHCKY;

IK-9 B2 BiageTh yMEHUsIMUA HOATOTOBKH OPTaHU3ALUOHHO-PACTIOPSANTENBHOM U CIIPaBOYHO-MH(POPMALIIOHHOM
ITOKYMEHTAIINN U €€ MCIIO0JIb30BAaHUS B YIPABICHUYECKOH IeATeTbHOCTH

IMK-9 B3 Biaaersb - HaBbIKAMH UCIIOIb30BAHHUS KOHKPETHBIX HOPMATHBHBIX MPABOBBIX U HOPMAaTUBHO-METOTHIECKHX
[AKTOB TIpH paboTe ¢ JTOKyMCHTalUeH.

TEeKYIIHUH

VTt

'Y cTHBII onpoc
Konrpomshaeie
3a/IaHus

OIIK-7 31 3naTh nops0K pa3paboTKH, 0OCOOEHHOCTH ITOATOTOBKH U PETHCTPAIMU JOKYMEHTOB, KOHTPOJIS X
MCTIOTTHEHNS;

IMK-9 34 3naTh OCHOBHBIE MPUHLUIBI OpraHu3aniy 3)(HEeKTUBHOTO JOKYMEHTO000pOTa, HOPSAAOK PErUCTPaLIMU
ITOKYMEHTOB, KOHTPOJIsl MX UCIIOJTHEHUS

MK-9 ¥1 YmeTb - 0hopMIATh JOKYMEHTHI B COOTBETCTBUH C TPEOOBAHHSIMHU 3aKOHOJATEIBCTBA;

MK-9 Y2¥YMmers - onpeaensiTh crienu(puKy HOATOTOBKH ONPEIeICHHOTI0 BUIa JOKYMEHTa, CO00pa3ysch C ACIOBOM
CHTyalHeH, HCII0JIb30BaTh CIPAaBOYHO-HH(POPMALOHHBIE JOKYMEHTHI KaK OCHOBY JJIsI HOATOTOBKH YIIPaBIEHIECKOH
[TOKyMEHTAIHH.

(OIIK-7 B1 Bnagerh HaBbIKaMU HCHOIb30BAaHHS KOHKPETHBIX HOPMATUBHBIX IIPABOBBIX U HOPMAaTUBHO-METOJUYECKUX
AKTOB IIpU paboTe C JOKYMEHTAIHeH.

TIPOMEXKY-
TOYHBIN

YCTHBIN

3auer

OIIK-7 31 3naTh NOPAOOK Pa3pabOTKH, 0COOEHHOCTU IMOJATOTOBKH U PETHUCTPALUH JOKYMEHTOB, KOHTPOJIS X
MCHOJIHEHNUS
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Konrpomupyemas HanMeHoBaHue
HaumeHnoBanune pOJHpY Tun Bug
KOMIIETEHIIHS OIIEHOYHOTO
TEMBI KOHTPOJISL | KOHTPOJIA
cpencTBa

IMoka3zarenu hopMUPOBaHUS KOMITCTEHIIUH

IIK-9 31 3HaTh - OCHOBHBIE BUABI U Pa3HOBUIHOCTH JOKYMEHTOB B P®D;

IIK-9 32 3HaTh - TOPAIOK NOATOTOBKU YIPABICHUYECKON TOKYMEHTAIUH;

IMK-9 33 3nathb - TpeboBanust K 0GOPMIICHUIO PEKBU3UTOB JOKYMEHTOB, COCTaB 00s3aTeIbHBIX PEKBH3UTOB IS
OTIPEIENEHHBIX BUIOB JOKYMEHTOB;

IMK-9 34 3naTh OCHOBHBIC NPUHIUITEI OPraHM3AHHN (P GEKTUBHOTO JOKyMEHTO000pOTA, TIOPSIIOK PETUCTPAUI
ITOKyMEHTOB, KOHTPOJISL MX UCIIOJTHEHUS

OIIK-7 Y1 YMeTs - onpenensTb He0OX0ANMOCTh MOATOTOBKH ONIPE/ICNICHHOTO BU/IAa JOKYMEHTa, cO00pasysICh C PaBOBOM
cuTyanueit

MK-9 ¥1 YMmeTb - 0hOopMISTh JOKYMEHTHI B COOTBETCTBUH C TPEOOBAHHSAMHU 3aKOHOJATENIBCTBA;

MK-9 Y2¥YMmeTs - onpeaensaTh criennpuKy NOATOTOBKH OIMPEISICHHOTO BUIA JOKYMEHTa, cO00pa3ysich ¢ JeI0BOil
CUTYalMeii, HCTI0NB30BATh CIIPABOYHO-HH(OPMALHOHHbIE JOKYMEHTBI KaK OCHOBY JUISl IOJATOTOBKH yHPaBICHYECKON
ITOKyMEHTALHH.

(OIIK-7 B1 Buagers HaBbIKAMU HUCIOJIb30BAHUS KOHKPETHBIX HOPMATUBHBIX IPABOBBIX U HOPMATHUBHO-METOAUYECKHX
AKTOB IIpU paboTe C JOKYMEHTAIHEH.

IIK-9 B1 Baiaaers - HaBbIKaMu J€J10BOM MEPENICKH;

IK-9 B2 BiageTh yMEHUsIMUA HOATOTOBKH OPraHU3ALUOHHO-PACTIOPSAAUTENBHOM U CIIPaBOYHO-MH(POPMALIIOHHOMN
[TOKYMEHTALIMK U €€ HCIIOIb30BAaHMS B YIIPABICHUYECKON IS TEIbHOCTH;

IIK-9 B3 BiageThb - HaBbIKAMU MCIIOIb30BAaHHUSA KOHKPETHBIX HOPMATHBHBIX IPABOBBIX 1 HOPMATUBHO-METOIUUECKUX

AKTOB IIpU paboTe C JOKyMEHTALUCH.
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6.2. Onucanue noka3arejeil 1 KpUTepreB OLEHNBAHUA KOMIIETEHIUI HA Pa3JIMYHbIX

ITanax ux (l)OpMHpOBaHI/Iﬂ, OIIHCAaHME HIKAJ OIICHUBAaHUSA

K cpenctBam onieHMBaHUS KOMIIETCHIIMN Ha pa3IMYHBIX dTamax uX (GOPMHPOBAHUS NpPU
W3YYCHUH JHUCLUIUIMHBI OTHOCATCA: YCTHBIM ONpPOC, KOHTPOJIBHBIE 3aJaHusi, TECTUPOBAaHUE U

3a4CT.

Kputepuu onenvuBanus:

- IIOJIHOTA OTBCTOB,

- CTETICHh OCO3HAHHOCTH, TOHUMAHUS U3yUYE€HHOTO;

- SAI3BIKOBOC O(bOpMJIeHI/Ie OTBE€TAa — YCTKOCTh U HpaBI/IHBHOCTB petm;
- CTENEHb CaMOCTOITEILHOCTH BEIITOJIHEHHUS IEHCTBHA;

- OCO3HAHHOCTHB BBIITOJIHCHU S I[eﬁCTBHH;

- BBINIOJIHCHHE JCHCTBUN B HE3HAKOMOU CHUTYyalluu (BBITTOJTHEHUE 3a/IaHW TBOPUYECKOTO

YPOBHS);

- Kp€aTUBHOCTb, KOMMYHUKATUBHOCTb, KOMIICTCHTHOCTD.

[IIxana oneHMBaHUS ¥ OMMCAHUE MMOKa3aTeNeH OIEHUBAHUS JISl YCTHOI'O OIpoca ¢

OTIpeieIeHueM YpOBHEH C(OPMUPOBAHHOCTH

banphas mkana OmnmcaHne nokasaTeieii OIcHUBaHUS YpoBeHb
OLICHUBAHHUS c(OPMHPOBAHHOCT
Y KOMITETCHIIUN
- OTBEThl Ha TMIOCTaBJICHHbIE IIPENOJAaBaTEIeM BOMIPOCHI H3JIAaraioTcs JIOTHYHO,
MOCIIEA0BATEIbHO U HE TPEOYIOT HOMOIHUTENBHBIX OSCHEHUI;
- TIOJIHOCTBIO PACKPBIBAETCS CYTh MOCTABJICHHOI'O BOIIPOCA; AEIAIOTCSI 0OOCHOBAHHBIE
«OTJIHIHOY BBIBOJBL, TOBBIIICHHBIH
- JIEMOHCTPHPYIOTCS TIyOOKHME 3HAHUS M CBOOOJHOE BIAJICHHE TEOPETHICCKUM
MaTepuaioM;
- MaTepuaj U3JIaraeTcsi TpaMOTHBIM SI3bIKOM, TOYHO MCIIOJIb3YETCSI TEPMHHOJIOTUS
- OTBEThl Ha IIOCTAaBJCHHBIE BONPOCHI H3JIATalOTCS CHUCTEMAaTH3HMPOBAHO U
IOCJIeI0BATEIbHO,
- yu4eOHBI MaTepual U3jIaraeTcs yBepeHHO, HO HEe B MOJHOM 00BEME PacKpPBIBAIOTCS
TPUYHUHHO-CIIEJICTBEHHBIE CBS3H;
- JIEMOHCTPUPYETCsSl YMEHHUE aHAJU3UPOBaTh MaTepuail, OJHAKO HE BCE BBIBOJIBI HOCST .
«xopoio» apryMeHTUPOBaHHBIN U JJOKa3aTeIbHBIN XapaKkTep; Gasoxili
- JIONMYCKaeT HETOYHOCTH IPH OCBEIIEHHHM OCHOBHOI'O COJEp)KaHHs OTBeTa, HO
UCTIpaBisieT UX 0e3 HaBOASAIIMX BONPOCOB MPEIOAaBaTENs;
- Ha BOIPOCHI JaeT TOYHbIE U 0OOCHOBAHHBIC OTBETHI C HEOOIBIIUMH OMPABKAMU
IpenoaaBaTens
- IOITyCKAIOTCA HapyIIEHUs B OTBETAaX Ha BOIPOCHI IPENOAaBaTels;
- HE TIOJIHOCTBIO PACKPBIBAIOTCS IPHYMHHO-CIICACTBEHHBIC CBA3H;
«YIOBIICTBOPUT | - JEMOHCTPUPYIOTCS MOBEPXHOCTHBIC 3HAHHS NMPONHAEHHOTO MaTepuala; UCIIBITHIBAET Toporossii
€IILHO» 3aTpyJHEHUS C BBIBOJAMU;
- TpU HEIOCTAaTOYHOM 3HAHUU TEOPETHYECKOro MaTepuana JeMOHCTPUPYETCS
c(OPMHPOBAHHOCTh MPAKTUYCCKUX HABBIKOB M YMCHHI
- OTBEYAET HEIMOCIICOBATEIBHO U COMBUHBO;
- MIPU U3JI0KEHUM NPOWAEHHOr0 MaTepHaja HeT JOTMYEeCKOW CHCTeMaTH3alud U He
PacKpbIBAOTCS IPUUYUHHO-CIIECTBEHHBIE CBA3H; .
«HEYIOBJIETBOP | - HE MOXKET CIeJaTh BEIBOJBI 10 H3YYCHHOMY MaTepHay; HEAOTYCTHMBIH
HUTCIBHOY - JIEMOHCTPHUPYET MOJHOEC HE3HAHHE TEOPETUYECKOr0 MaTepHaia; JOIyCcKaeT rpyobie E)Iz:(;hc/)[g;;; HIHA HE

OIINOKHU B OIIPEACICHUAX U TEPMUHAX]
- JOITyCKaeT rpy6LIe OINOKHU IpU OTBETaX Ha MOCTABJICHHBIC BOIIPOCHI UJIK BOBCE HE
OTBCYACT HA HUX
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[ITxana oueHMBaHKS U OMMCAHUE MOKA3aTEIEH OLEHUBAHUS AJISI KOHTPOJIbHbBIX

3aJlaHMid, C OTIpe/IeTICHHEM YPOBHEH c(hOPMUPOBAHHOCTH

Banpnas mkana OmnucaHue MoKa3aTenaci OlCHUBAHUS YpoBeHb
OLICHUBAHUS c(hOpMUPOBAHHOCTH
KOMIICTCHI[UN
COTJIUYHOY - 3aJaHue BBIIOJHEHO NPAaBWIBHO M B TOJHOM oObeMe, coryiacHO | [TOBBIIICHHBIN
NPEABABIAEMBIM TPEOOBAHUAM;
- CACJIaHBbI aprMeHTI/IpOBaHHbIC BBIBOJBI,
- HPOSABJICH TBOp‘IeCKHﬁ noaxoa W ACEMOHCTpalus palnOHaJIbHBIX CHOC060B
KOHerTHOﬁ HOCTaBJIeHHOﬁ 3aJa4u,
- CaAMOCTOSATCIBHO U TIIOCIICAOBATCIIBHO AAa€T OTBETHI HaA JOOIIOJIHUTCIBHBIC
BOIIPOCHI.
«XOpOIIO» - 3aJaHue BBIIOJHEHO MPAaBWIBHO M B TIOJHOM 00BbeMe, COMIACHO | 0a30BBIN
NPEABABIAEMBIM TPEOOBAHUAM;
- caenaHbl c1abo apryMeHTHPOBAHHBIE BHIBOBI;
- IOKa3aHbl 3HAHUS B Hpenenax H3y‘laeM0ﬁ JUCIHHMITIIINHBI,
- JOIYIICHbI HCAOYCTHI.
((yHOBHeTBOpHT - 3aJaHHuC BBIIIOJHCHO HE B IIOJHOM 061>eMe, COIJIaCHO HpPEABABISICMbIM HOpOFOBLIﬁ
eIILHOY TpeOOBaHUAM;
- CACJIaHbI HEC JOCTATOYHO aprMeHTHpOBaHHLIC M ITOJIHBIC BBIBO/JbI,
- Hapyu.[eHa JIOTHKA BBIINIOJIHCHUS 3aJaHHU,
- IOKa3aHbl HEC JOCTAaTOYHbIC 3HAHUA H3yqaeM0171 JUCLHIIINHBI
- IOIyIIEHB! eIMHUYHBIE CYIIECTBEHHBIE OIINOKH.
«HEYJIOBJIETBOP | - 3a[aHKe He BHIMOIHEHO, HEJIOTy CTUMBIN
UTEIBHO» - BBIIOIIHCHO HE BEPHO, (KoMmeTeHIns HEe
- JOIIYHICHHBIC HEIIOCPCACTBCHHBIC OH.IPI6KPI C HeHOCpCHCTBCHHOﬁ IIOMOIIBIO OCBoeHa)
npenogaBaTeid.

[ITxana oueHMBaHKS U OMIMCAHUE MOKA3aTEIEH OLUCHUBAHUS Il 3a4€Ta, C ONPEACICHUEM

YpOBHEH cPOPMUPOBAHHOCTH

bunapnas Onucanue noka3aTeaei OLleHUBaHUS YpoBeHb
IKaja c(OpPMHUPOBAHHOCTH

OLICHUBAHHUS KOMIETEHIUU
«3a4TCHO» - B TIOJTHOM 00beMe H3JIaraeT y4eOHbIi MaTepua; IMoBbImIeHHBIH

- JIOIyCKaeT HEeCYIIECTBEHHbIE ONIMOKM M HCIPABIIET MX CaMOCTOSTENBHO MM IOCIe

yKa3aHWs Ha HUX IIPENOaaBaTeieM;

- TpH U3JI0XKEHUH MPONISHHBIX pa3JelioB MOAYEPKHBAET CYIIECTBEHHBIE IPH3HAKH

H3y4EeHHOTO TPEMeTa;

- BBIIENACT NPHYUHHO-CICICTBEHHBIC CBS3M; (GOPMYIMpYeT BbIBOABI M 0000mIaer

MaTepua.
«HE - HE MOXKET BBIIEUTH CYIIECTBEHHbIE IPU3HAKH H3YYCHHOTO MIPEIMETa; Henonyctumerit
3a4TEHOY - 3aTpyAHSETCS NP BBIIBICHUH NPHYMHHO-CICICTBEHHBIX CBs3ed M (hopMynmpoBke | (KOMIETCHIHS HE

BBEIBOJIOB; OCBOEHA)

- TIPH OTBETAaX Ha BOIPOCHI NPENOJABATENs JOIycKaeT IpyOble OMIMOKHM WM BOBCE HE

OTBEYaeT Ha HUX;

- IEMOHCTPUPYET MOJIHOE HE3HAHKE MTPOHIEHHOT0 MaTepHaa.

[IIxana orieHMBaHUA U ONMCAHUE MMOKA3aTEIEN OLIEHUBAHUS AJIf TECTOBBIX 3aJJaHUH C

OTIpeNieIeHueM YPOBHEH C(hOPMUPOBAHHOCTH

BanpHas mikana Onucanue noka3aTeacii OICHUBAHUS YpoBeHb
OLICHUBAHHUS c(hOpMHPOBAHHOCTH
KOMITCTCHIINH
«OTJIHIHOY OTBET IIOKA3bIBACT IIIyOOKOE W CHCTEMaTHYECKOE 3HAHHE BCEro mporpamMMHOro | IToBbIIeHHBIH

MaTepHana U CTPyKTypbl KOHKPETHOTO BOMPOCa. A TaKKe OCHOBHOTO COAEPKaHUS U
JIUTEPaTypOH.
BIaJIeHHE
HAyYHBIM SI3BIKOM HTEPMMHONIOTHEI
COOTBETCTBYIOIIEH HAay4yHOH 00sacTH. 3HAaHHE OCHOBHOH JINTEPATyphl M 3HAKOMCTBO

HOBAlMil JIGKIMOHHOTO Kypca MO CPAaBHEHUIO C
OOyuaromuiics  JEeMOHCTPUPYET  OTYETIMBOE U

KOHHeHTyaHLHO-HOHﬂTHﬁHHM anrapaTom,

yueOHOH
CBOOOIHOE
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C JIONOJHUTENBHO PEKOMEHIOBAaHHOM JIMTEpaTypou. JIOrMyecku KOpPpEeKTHOE u
yOeIuTeNIbHOE H3TI0KEHHE OTBETOB.

«XOpOo1Io»

3HAQHHE Y3JIOBBIX MPOOJIEeM IPOrpaMMbl U OCHOBHOTO COJEpP)KaHUS JICKIMOHHOTO | 0a30BBIH
Kypca; yMEHHE I0Jb30BaThCsl KOHIENTYalbHO-IIOHATUIHBIM alllapaToM B IPOLEcce
aHaM3a OCHOBHBIX IPOOJIEM B paMKaxX NaHHOW TEMBI; 3HAaHHE BaXKHEHIINX paboT w3
CMHCKAa PEKOMEHJIOBaHHOI NHTepaTyphl. B Iie10M jornueckn KOPpeKTHOE, HO HE
BCET/Ia TOYHOE U apTyMEHTHPOBAHHOE M3JI0)KEHHE OTBETA.

«yIOBIETBOPHTE | 3HAaHHE OCHOBHBIX W BAXHEWIIMX pa3lenoB Hporpammsl, ¢parmenrapusie, | [Toporossiit

JIBHO»

MIOBEPXHOCTHBIC 3HAaHMS MAaTEpUalOB IIPOIPaMMbl U COJCPIKAHHS JICKIIMOHHOI'O
Kypca; 3aTpy[JHEHUS C HCIIOJIb30BAHUEM HAy4YHO-NIOHATUHHOIO ammapara H
TEPMHHOJIOTHH Y9eOHOI MUCIMIUIMHBL, HEMOIHOe 3HAKOMCTBO C PEKOMEHJOBaHHOI
JIUTEpaTypoll; 4YacTH4YHbIE 3aTPyJHEHUs C BBIIOJHEHUEM MPEAYCMOTPEHHBIX
MporpaMMoOil 3aJaHui; CTPEMIICHHE JIOTMYECKH ONpPEAENEHHO M MOCIENO0BATENbHO
U3JI0KHUTh OTBET.

«HEYOBIETBOPU | HE3HAaHHE, MO0 OTPHIBOYHOE MPEACTABICHNE O JAHHO MpobiieMe B paMKax y4eOHO- | HEOMyCTHMBIiH

TECJIBHO»

MPOrPaMMHOIO MaTepHana; HEyMEHHE MWCIONb30BaTh MOHATHHHBIM anmapar; | (KOMIETEHIHs He
OTCYTCTBHUE JIOTHYECKOI CBS3U B OTBETE. OCBOEHA)

6.3. [lepeyeHb OLIEHOYHBIX CPEACTB JJIA TEKYLIEr0o KOHTPOJISl YCIIeBAeMOCTH

wo =

4.

6.3.1. IlpuMepHBIii NepedeHb BONPOCOB /IJIsl YCTHOT0 ONMpoca

[ToHsITHE «/1€TOTTPOU3ZBOACTBO.

[TonsaTus «xopuauyeckas cuiay, «IOpuIudecKas 3HaYUMMOCTb IOKYMEHTa»

[ToHsTHE «TOKYMEHT» U «IOPUIUYECKUN «TOKYMEHT.

[ToHsATHS «IOKYMEHTAIMOHHOE OOECTeUeHHEe YIPaBICHUS» U «HHPOPMAIMOHHOE

o0ecrnieyeHne yrnpaBIeHU»

3.
6.
7.
8.
9.
10.
11.
12.
13.

Cucrembl TOKyMEHTALIUH.

Pa3BuTHe TEpPMUHOIOTHYECKOTO anmapaTa JAeIONpON3BOICTBRA.

3HaveHue ['ocynapcTBEHHBIX CTaHAAPTOB JJIS FOPUANYECKOTO IETIOMPOU3BOJICTBA.
[TpoGiiemMbl TOKATBHOTO PEraMEHTHPOBAHHS I0PUANIECKOTO AETOIPOU3BOICTBA.
3apyOeKHBIN OIBIT IPABOBOW 00ECIIEYCHHOCTH IOPHINYECKOTO JICIOIPOU3BO/ICTBA.
[IpaBoBas perimameHTamys MEKTPOHHOTO TOKYMEHT0000pOTa.

KonnyecTBeHHBIN 1 KaUeCTBEHHBIN COCTaB PEKBU3UTOB JOKYMEHTOB.

TpebGoBanus K 0OPMIICHHUIO PEKBU3UTOB IMPOTOKOJIA.

I'pynmel  pekBU3UTOB,  HeoOXoaumble i 3(PQPEKTHBHOH  OpraHu3anuu

JIOKYMEHTO000POTA.

14.

PexkBU3UTBI Kak CpeACTBO OOECIEUEHUsl IOPUIMYECKOM CHJIBI M IOPUAMYECKON

SHAYUMOCTUAOKYMCHTA.

15.
16.
17.
18.

Baxxnoctb PCKBU3UTOB JJIsI CO3AaHUA CAUHOTO I/IH(bOpMaI_[I/IOHHOFO MMPpOCTPAHCTBA.
OdopmieHue 6J1aHKOB OpraHU3aIINAH.

Iloustue IMPaBOBLIX TOKYMCHTOB.

PacriopsimuTensHbie TOKYMEHTBI: IOCTAaHOBIICHHUE, TIPUKAa3, pacCIOPsDKEHUE, pElICHUE

— MOPAI0K 0(OPMIICHUS U BBEACHUS B ICHCTBHE.

19.
20.
21.
22.
23.
24.
25.
26.
27.
28.

CocraBnenue 1 0OpMIICHHUE CITY>KEOHBIX ITHCEM.
Odopmnenus akTa.

OdopmieHust TPOTOKOIIOB.

Bunpl 3asBienHmit, ux oopMieHHe.

OdopmieHunst TPOTOKOIOB.

O06paboTka BXOIAIIMX U UCXOAALINX JTOKYMEHTOB.
®dopmupoBanue U 0hOpPMIICHUE JEN.

XpaHeHue, iepeaya 1 yHHUTOKEHUE JIeTT.
[TonroroBka JOKYMEHTOB K Tepejaue B apXuB.
JlokanbHas perjJaMeHTanus JOKyMEeHT000opoTa.
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29. TexHuYecKue CpeACTBA YNPABICHUS B OPTaHU3AlUN JOKYMEHTOO0O0pOTA.
30. OnepaTMBHOE XpaHEHUE TOKYMEHTOB.
31. Tlopamok mpoxXOoxKAEHUS BXOISIINX U UCXOIAIINX JOKYMEHTOB

6.3.2. IlpuMepHbIe KOHTPOJIbHbIE 3aJaHUSA

3ananme 1. CocTaBUTh CIEAYIOINAE BUIBI I€JIOBBIX MMUCEM:

- nH(GOPMAIIMOHHOE MHUCHMO;

- MICHMO-TIPOCKOA;

- IACbMO-TIPEAYIIPEXKICHUE;

JIy1si TOATOTOBKM TTHUCEM BBIOpATh OpraHU3aIuio (-u), ONMPeNeuTh €€ OpraHu3aIllMOHHO-
npaBoByto (opmy, ropuauueckuit anpec, ®DUO pykosoaurens, OI'PH, OKIIO, MTHH/KIIII

3aganue 2

1. CocTaBuTh Clieayromye BUABl OPTaHU3AIMOHHO-PACTIOPSIIUTEIHHBIX TOKYMEHTOB:

- MpUKa3 O MpUeMe Ha padoTy;

- IpHKa3 00 YBOJIbHEHUHY;

- IPUKa3 O MPEMUPOBAHUN;

- MPUKa3 O B3BICKAHUW;

- MpUKa3 00 OTITyCKe.

Jlis  TOATOTOBKM  TMPHUKAa30B  BBIOpATh  OpraHu3anuio  (-v), ONPENCIUTh ¢
OpraHU3aIlMOHHO-TIPaBOBYIO GopMmy, topuaumdeckuii aapec, ®UO pykoBOAWTENS, KIIOUEBBIC
TOJKHOCTH U TOAPAa3ICICHUS OpraHU3aIliu.

3aganue 3

1. CocTaBuTh ciieqyomue BUbl aKkTOB:

- aKT pEBU3HH;

- aKT CIIUCAHUS;

- aKT Iepeayl MaTepraioB U 000py10BaHUS;

- aKT cauu pador;

- aKT pPEBU3HH;

- aKT YHUYTOKCHHUS.

JInsi  TMOATOTOBKM — TNPUKA30B  BBIOpaTh  OpraHu3anuio (-M), ONpPENeTuTh  €e
OpraHu3allMOHHO-NIPAaBOBYIO (opMy, ropuanudeckuii aapec, @O pykoBoAHTENs, KIHOUYEBbIC
TOJIKHOCTH U TTOAPAa3/IeiIeHUs] OpraHU3al1u.

3ananne 4

1. CocTaBuUTh CAEAYIOINE BUIbI TOKYMEHTOB:

- CIIPaBKYy O MeCTe paboThI;

- TOKJIaJIHYIO 3aIHCKY;

- CIIY’)KeOHYIO 3aITUCKY;

- 3asIBJICHUE O TpUeMe Ha paldoTy;

- 3asBJICHHE 00 YBOJBHEHUU 10 COOCTBEHHOMY >KEJIaHHIO.

JIisi  MOATOTOBKM  JIOKYMEHTOB  BBIOpaTh  OpraHm3anuio (-M), ONpeneiuTh ee
OpraHu3allMOHHO-NIPAaBOBYIO GopMy, ropuandeckuii aapec, ®MO pykoBoAHTENs, KIIOYEBbIC
TOJIKHOCTH U TTOAPAa3/IelIeHUs] OpraHU3aliu.

3ananme 5

1. 3apeructpupoBarh B XypHajle WJIM Ha KOMIBIOTEPE TOKYMEHTHI, TOJTOTOBICHHbIE B
3agadusx 1-4.

3aganue 6

CocraBUTh NMpUKa3 O CO3JAHUM SKCHEPTHOW KOMHUCCHM Il TMPOBEACHHS SKCIEPTU3bI
LEHHOCTU JOKYMEHTOB OpraHU3alliu.
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Jls MOATOTOBKM NPHUKA30B BHIOpPAaTh OpraHMU3allvIo, ONPEAEIUTh €€ OpraHU3allMOHHO-
npaBoBylo (opmy, topunuueckuir anpec, @O pykoBoauTeNns, KIIOYEBbIE IODKHOCTH H
NOJpa3iCIICHUs] OPraHU3aLiH.

6.3.1. IlpuMepHbIe KOHTPOJIbHbIE 3aJaHUSA

1. lokymeHT — 3T0:

A) ITuceMeHHOE CBHIETENLCTBO, JOKA3aTEIbCTBO;

b) CocraBneHHbli B MOpAJKE, NMPELYCMOTPEHHOM 3aKOHOM, aKT, YJOCTOBEPSIOIIMM
opuaudeckuid GpakT (poXKaeHue, BCTYIUICHHE B OpaK) WU MPEACTABIISIIONTNIN MTPaBoO Ha YTO-THOO
(mMIUIOM, 3aBEIIaHKCE);

B) 3adukcupoBaHHas Ha MaTepHAIbHOM HOCHTENlEe HHPOpMAIUS C PEKBU3UTAMHU,
MO3BOJIIOIIMMU €€ HICHTU(UITNPOBATS.

2. le1onpou3BoOaACTBO — 3TO:

A) Ortpacnp AedaTenbHOCTH, obecredrBaronias IOKYMEHTUPOBAHHE U OpPraHMU3aldIo
paboThl ¢ opUITMATBEHBIMY IOKYMEHTAMH,

b) Benenue kaHIENAPCKUX J€N, COBOKYIMHOCTh pabdOT MO JOKYMEHTHPOBAHUIO
NEeSATENIbHOCTH YUPEXKICHUS U IO OpraHU3alui T0KYMEHTOB B HEM;

B) CoBokynmHOCTh pPabOT MO TOKYMEHTHPOBAHUIO YIPABICHUECKOW JEATEIbHOCTU
YUpEXKJIEHUH U 10 OpraHu3aiuy padboThl ¢ JOKYMEHTaMH B 3TUX YUPEXKICHUSAX.

3. JaToii npuka3oB, nuceM, (paKkCcoB, CIPABOK, SIBJISIETCH:

A) Jlata coObITHSI, KOTOPOE B HEM 3a()UKCUPOBAHO;

b) Jlara moanucanus.

4. Eciiu cipaBKa HOCUT (PMHAHCOBBII XapakTep, TO NMOANUCHIBAIOT ee:

A) PykoBoauTenb;

b) PykoBoauTens u Oyxranrep;

B) Byxranrep.

5. Pe3o/1101u10 Ha C1yKeOHOM MUCbMe MOKHO NMUCATH:

A) Ilo Tekcry;

b) Ha oTnensHOM nucTe Oymaru;

B) Ha cB0OOTHOM OT TEKCTE MecTe.

6. Kakoe ciry:ke0HOe MUCbMO HMeEeT OTMETKY 0 HAJIMYMH NPUIT0KEHUS

A) 3ampoc;

b) Undopmannonnoe;

B) ConpoBoaurenbHOE;

I') Bce ciyxeOHbBIC THCHMA.

7. KT0 noanucebiBaeT NpoToKoa?

A) PykoBoauTenb OpraHu3aiuy,

b) Ilpencenarens codpanus;

B) [Ipencenarens u cekperapb coopanus.

8. JIokyMeHTBI 0 TUYHOMY COCTABY XPAHSATCS:

A) 10 ner;

b) 50 ner;

B) 75 ner;

I') [TocTostHHO.

9. bi1aHK I0KyMEHTa — 3T0:

A) CranpapTHbliif TUCT OyMaru ¢ BOCIPOM3BEACHHOM Ha HEM MOCTOSIHHOM MH(OpMaIuei
JIOKYMEHTa U MECTOM, OTBEJCHHOM JJIs1 IEPEMEHHO;

b) benblil nuct Oymard ¢ 4acTHYHO HaleYaTaHHBIM TEKCTOM M NpoOesiaMH, KOTOpBIE
3aMoOJTHAIOTCS aKTyaJIbHOW WH(pOpMaluel (HarpuMep, aHKETHBIA OJ1aHK);
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B) Jluct Oymaru ¢ HameyaTaHHBIM Ha3BaHUEM YUPEKICHHS, IPEANPHUATHS, OpraHu3aIiN
WIN C YaCTUYHO HAIeyaTaHHBIM TEKCTOM, IPEAHA3HAYCHHBIM JJIsi COCTABICHUS JOKYMEHTOB IO
ompenenaeHHoi Gpopme;

I') HaGop pekBU3HUTOB, WACHTU(PHUUMPYIOUIMX aBTOpa O(UIMAIBHOTO MHCHbMEHHOTO
JOKYMEHTA.

XN R =

9.
10.
11.

6.4. [lepeyeHb OLIEHOYHBIX CPEACTB JJIS POMEKYTOYHOM aTTeCcTAllUU

IIpumepHbIii epevYeHb BONMPOCOB K 3a4eTy
OcHOBHBIE 3TaIbl pa3BUTHSI IEI0IPOU3BOACTBA B Poccun
HopMmaTuBHO-MeTOIMYECKOE PETYIUPOBAHKE JEIOMPOU3BOICTBA
Iloustue n BUJbI JOKYMCHTOB.
JIoKyMeHTOOOO0POT U JOKYMEHTOIOTOKH.
Opranuzanus J0KyMEHTOOO0POTa B COBPEMEHHBIX OPTaHU3aIHIX.
Perucrpanusi 1TOKyMEHTOB COBPEMEHHBIX OpPraHU3AIUH.
Hogeiimme nHpopManoHHbIe TEXHOJIOTUH B JIEIONPOU3BO/ICTBE.
CtpyKTypa U colep:kaHue JOKYMEHTa.
CTpyKTypa U XapakKTepUCTUKA TOKYMEHTOIOTOKOB.
Oranbl NPOXOXKJIEHUS TOKYMEHTOB B OpraHU3aI1H.
TexHonorust 00padOTKM MOCTYMAIIUX (BXOISAIINX ), OTHPABISAEMBIX (MCXOMISIINX) U

BHYTPEHHUX TOKYMEHTOB.

12.
13.
14.
15.
16.
17.
18.

[Nonsarue nndopmarun, nHPOpMaLKs KaK 00BEKT MPABOBBIX OTHOIICHUH.

[IpaBoBas nH(pOpPMALUS U €€ CTPYKTYpa.

3aKOHOATEIHCTBO 00 MH(OPMAIIMH, IPABOBOE PErYINPOBAHUE JIEIIONPOU3BO/ICTBA.
TpeOoBaHMs K TEKCTY JJOKYMEHTA.

Oransl NOATOTOBKU JOKYMEHTOB.

OCcoOCHHOCTH SI3bIKA U CTHJIS CITY)KEOHBIX JOKYMEHTOB.

[lepeynn NOKYMEHTOB C THIIOBBIMH CPOKAMH XpaHEHHs. 3HaueHHe IepeuHell u

IMOPAAOK UX ITPUMCHCHHA B ACJIOIMPOMU3BOJACTBE.

19. Dramnbl pabOThl HCIIOIHUTENS C TOKyMEHTOM. TpeGoBaHus K 06paboTKe MCXOAALIINX
JIOKYMEHTOB.

20. OpraHu3almOHHO-PACIOPAAUTENIBHBIE JOKYMEHTBL: MOHSITHE, COCTaB, IOPUANYECKAS
cua.

21. OcHoBHbIe TpeOOBaHUS K O(POPMIICHUIO PACTIOPSAAUTEIBHBIX JOKYMEHTOB.

22. lloHsiTHe M HA3HAYEHUE OPTraHU3AIMOHHBIX IOKYMEHTOB.

23. NupopMaiioHHO-CIIpaBOYHBIE IOKYMEHTBI: OIIpeIeIeHUE, BUIbI, (PYHKITUH.

24. CiyxeOHbIC THCbMA

25. Crpykrypa, coliepKaHue U BUABI IPOTOKOJIOB.

26. Ilonsatue u knaccudukanus TOKYMEHTOB IO JINYHOMY COCTaBY.

27. YuudunupoBanHsle (HOpMbI MEPBUYHON YYETHOM JOKYMEHTAIMH IO TPYAy U €ro
OILIaTe.

28. Oco0eHHOCTH JOKYMEHTUPOBAHUS TPYIOBBIX OTHOLICHUH.

29. OdopmieHue me1 TOCTOSHHOTO, JOJITOBPEMEHHOTO XpPaHCHUS M 10 JUYHOMY
COCTaBy

30. Peructpamus u yueT 10KyMeHTOB. CHUCTEMBI 3JIEKTPOHHOTO TOKYMEHTO000pOTA.

31. ®opmuposanue nen. Homenknarypa aei.

32. IlpuHUMIBI ¥ TTPAaBUJIA PETUCTPALIMU U UHIECKCUPOBAHUS JOKYMEHTOB.

33. OpraHuszanust pEerucTpaly JOKYMEHTOB M TIOMCKa HWH(POpPMAalUU B YCIOBHUAX

MPUMEHEHHUS HOBEHIINX MHPOPMAIIMOHHBIX TEXHOJIOTUH.

34.

OcHOBHBIC TpGGOBaHI/IH K IOATOTOBKE ICJI U IEpeaain Ha apXUBHOC XPAHCHUC
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35. Opranu3zanus

JIOKYMEHTOO00OpOTa B

UH(POPMALIMOHHBIX TEXHOJIOTUH.
36. Ilopsimok odopmieHHs, COTIacCOBaHMS, YTBEPXKIACHUS W BHEAPEHUS HOMEHKIIATYD

YCIOBUSIX ~ MPUMEHEHHUS  HOBEWIIUX

JACII.
37. OcHoBHBIE TIpaBUIa POPMUPOBAHUS JIE.
38. XpaHeHue 10KyMEHTOB B CTPYKTYPHBIX ITOAPA3IEIECHUSX.
39. Tlopsamok caauu el B apXHUB CTPYKTYPHBIMU MOAPA3ICTCHUSIMU YUPEIKICHUS.
IToxasarenn
OreHuBaeMas
¢dopmupoBanusi | HanmeHoBanue TeMbl IlepeueHb BOIPOCOB K 3aueTy
KOMIIETEHIIMS .
KOMIETeHINH
T1IK-9 31 Tema 1. OcHOBHEIE 1. OcHoBHBIE 3Tambl pa3BUTHS JEI0NPOU3BOICTBA B Poccuu
I1K-9 32 [TEPMMHBI U TIOHATHSL. 2. HopmaTuBHO-METOAMYECKOE PErYINPOBAHUE JEIONPOU3BOICTBA
T1IK-9 34 Cuctemsl nokymentanuy| 3. [loHATHE U BUIBI TOKYMEHTOB.
4. J1oKkyMeHTOOOOPOT U TOKYMEHTOIIOTOKH.
5. Opranuzanus JIOKYMEHTO000pOTa B COBPEMEHHBIX
OpraHu3anusx.
6. Perucrpamnus 1OKyMEHTOB COBPEMECHHBIX OpraHHU3AIHHA.
7. Hoseilmue HH(OPMAIIOHHBIE TEXHOJIOTHU B
JIEJIONIPOU3BO/ICTBE.
8. Crpykrypa u coepxKaHUE JOKYMEHTA.
9. CrpykTypa 1 XapaKTepHuCTHKa JOKYMEHTOIIOTOKOB.
10. Drambl MpoX0KAEHUS JOKYMEHTOB B OpraHU3allH.
11. TexHosorus 00paboTku MOCTYHAIOIINX (BXOIAILINX),
OTHPABISIEMBIX (MCXOISIINX) M BHYTPEHHUX JIOKYMEHTOB.
OIK-7 OIIK-7 31 [Tema 2. ITpaBoBas 12. Ilonstre wuH(opManuu, MHGOpPMANUS Kak OOBEKT IIPABOBBIX
- I1K-9 31 OCHOBA IOPUJUYECKOTO | OTHOLICHUI.
Criocoben
I1K-9 33 imetonponsBoxcTea B PO| 13. IlpaBoBast mHpOpMAUs U ee CTPYKTypa.
y1acTBOBathb B OIIK-7 V1 14. 3akoHomareasCcTBO 00 HMH(GOPMALMH, IIPABOBOEC PEryIUPOBAHKE
P p perynmp
[1OArOTOBKE JETIONPOU3BOACTBA.
[IpociTon OIIK-7 31 Tema 3. CocTaB u 15. TpeGoBaHUS K TEKCTY JOKYMEHTA.
[PaBOBBIX AKTOB
[1K-9 33 lodopmieHne 16. Dranbl MOATOTOBKH JOKYMEHTOB.
M MHBIX
[IK-9 V1 [PEKBU3UTOB, 17. OcobeHHOCTH S3bIKa U CTHJIIS CIIY)KEOHBIX TOKYMEHTOB.
FOPUANYECKUX
OKVMEHTO OIIK-7 B1 loGecnie rBaronMx 18. IlepeuHn JOKYMEHTOB C THIIOBBIMM CpPOKAMHU XpPaHCHUS.
IOKYMEHTOB FOPUIUYECKYIO CUILY, 3HaueHHWEe  TepedyHe W HOPSJOK WX ~ IPUMEHEHHs B
BHAYMMOCTb JOKYMEHTOB| JIEJIONIPOU3BOJICTBE.
ITK-9 B I€JIOIPOU3BOACTBE 19. Dranbl paboTel UCHONHUTENS C JOKyMeHTOM. TpeGoBaHus K
00paboTKe UCXOIAIINX JOKYMEHTOB.
CTIOCOOHOCTBIO
OIIK-7 31 Tema 4. Opopmiierne u | 20. OpraHu3alIOHHO-PACIIOPSIIUTEIbHBIE JOKYMEHTBI: IIOHATHE,
MPaBHIGHO U
[1IK-9 32 cocTaBneHue COCTaB, IOPUANYECKAS CUIIA.
[OJTHO OTpaXkaTh
C3VIILTATEI I1K-9 33 lOpraHu3aloOHHO- 21. OcHoBHBIE TpeOOBaHUS K O(GOPMICHHIO PACIIOPSIUTEIBHBIX
pesy. OIIK-7 V1 [pPacIIoOpsIAUTENIBHBIX JIOKYMEHTOB.
mpodeccuoHanby
o IIK-9 V1 ITOKYMEHTOB 22. IloHsATHe U Ha3HAYCHKUE OPraHU3alMOHHBIX JOKYMEHTOB.
Ol IesITeNIbHOCTH
b fopuHueckol | L) Y2
- OIK-7 BI
ITOKyMeHTalUu [K-9 B2
M OIIK-7 31 Tema 5. Odopmienne u | 23. MupopMaunoHHO-CIIPaBOYHbIE  JOKYMEHTBI:  OMpeEJeieHHe,
T1IK-9 33 lcocTaBlIeHHE BHIBI, QYHKIIUH.
OIIK-7 V1 MHPOPMAIIOHHO- 24. CnyxeOHbIC IHChMa
IIK-9 V1 CIIPaBOYHBIX 25. CrpykTypa, coepKaHUE U BUJbI IPOTOKOJIOB.
OIIK-7 B1 [TOKYMEHTOB
I1K-9 B1
I1K-9 B2
OIIK-7 31 Tema 6. OcHOBBI 26. IlonsaTue u KIaccuUKas JOKYMEHTOB 110 INYHOMY COCTaBY.
[1IK-9 32 KaZIpOBOTO 27. Yau¢puuupoBaHHbIe (dbopmsl NepBUYHON YUETHOH
IIK-9 33 IMeI0NpPON3BOACTBA JOKYMEHTAIUU 110 TPYy U €ro OoIuiare.
I[IK-9 V1 28. OcoOeHHOCTH TOKYMEHTHPOBAHHS TPYAOBBIX OTHOIICHUH.
I1IK-9 V2 29. OopmieHne el MOCTOSHHOTO, JOJITOBPEMEHHOTO XPAHCHUS U
OIIK-7 B1 110 JITYHOMY COCTaBy
I1K-9 B1
I1K-9 B2
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OIIK-7 31
I1K-9 34
I[IK-9 V1
I1IK-9 V2
OIIK-7 B1

Tema 7. OCHOBHBIC
MPHUHIIMITBI OPTaHH3AIUH
IMOKYyMEHTOO00pOTA.
IPeructpanus, yder,
XpaHEHUE e

30. Peructpauuss u y4der AOKYMEHTOB. CHCTEMBI 3JEKTPOHHOTO
JOKYMEHTO000pOTa.

31. ®opmuposanue aen. Homenknarypa nei.

32. [IpyHOMIBI W TpaBWiIa PETHCTPALM W HHIEKCHPOBaHUS
JIOKyMEHTOB.

33. Opranusanys perucTpaniy JOKyMEHTOB H MOUCKa HH(OPMAIINI
B YCIOBMAX  NPUMEHEHHMs  HOBeHmMX  MHGPOPMALMOHHBIX
TEXHOJIOTHH.

34. OcHoBHble TpeOOBaHMSA K IOATOTOBKE JA€N Ul Iepeladyd Ha
apXUBHOE XpPaHEHHE

35. Opranusanus JOKyMEHTOOOOpOTa B YCIOBHSIX IPUMEHEHUS
HOBEHIINX MH(POPMAIMOHHBIX TEXHOJIOTHH.

36. Ilopsimok ~ opopmiIeHHs, COTTACOBAaHUS, YTBEPXKACHHS U
BHEJ[PEHUS] HOMEHKJIATYP eIl

37. OcHOBHBIE IIpaBHIa GOPMHUPOBAHUS AEI.

38. XpaHeHue J0KyMEHTOB B CTPYKTYPHBIX NOpa3AeNICHUSIX.

39. Tlopsinok caadyu en B apXUB CTPYKTYPHBIMHU MOAPa3IeIeHHIMH
YUpPEKACHHUSI.
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7. YueOHO-MeTOANYECKOE 00ecredeHne TUCIHILITHHEI
7.1. OcHOBHas JqUTEpaTypa

1. Uypunos, A. HO. IOpunnyeckoe Ienonpou3BOACTBO : ydeOHOe mocobue s
By30B / A. 1O. UypunoB. — 3-e uzn., ucrp. u gon. — Mocksa : U3mgarensctBo IO0paiit, 2022, —
285 ¢. — (Bricmiee o6pazoBanne). — ISBN 978-5-534-15540-2. — TekcT : 3IEKTPOHHBIN //
O6pazoBarenpHas maatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/508104 (mara
obpammenus: 28.02.2022).

2. [TaBmoBckas, O. FO. IlpaBoBoe obecrmedeHrne KaapoOBOTO METOMPOU3BOJICTBA :
yuebHoe nocobue ais By30B / O. HO. ITaBnoBckas. — Mocksa : M3garenscTBo FOpaiit, 2022. —
213 c. — (Beicmee o6pazoBanue). — ISBN 978-5-534-11565-9. — TekcT : 37€KTpOHHBIN //
Oo6pazoBarenpHas mnatdopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/495918 (mara
obpammenus: 28.02.2022).

3. Ky3nenos, WM. H. JlokymeHTanmonHoe  oOecrieueHrue  yIpaBJICHUS.
JIOKyMEHTOOOOPOT U JIETONPOU3BOJICTBO : YUEOHUK U MpakTUKyM Juig By3oB / M. H. Ky3nenos.
— 3-e m31., iepepad. u mon. — Mocksa : M3natensctBo IOpaiit, 2022. — 461 c. — (Briciiee
obpazoBanue). — ISBN 978-5-534-04275-7. — Texkct : anekTpoHHBIH // OOpa3zoBarenbHas

miatdopma IOpaiitr [caiit]. — URL: https://urait.ru/bcode/488697 (mara oOpareHus:
28.02.2022).
4. [Ipodeccnonanbable HaBBIKK OpUCTa : yueOHUK 11 By30B / E. H. Jlo6poxoTtoBa

[u np.] ; mox obuieii penakiueit E. H. JlobpoxoroBoii. — Mocksa : U3narensctBo FOpaiit, 2022.
— 326 ¢. — (Bricmiee o6pazoBanme). — ISBN 978-5-534-03333-5. — TekcT : 27IeKTpOHHBIH //
Oo6pazoBarenpHast mnatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/507834 (nmata
obparmenus: 28.02.2022).

7.2. lonoJTHUTEIbHAS JIUTEpaTypa

1. MeTtonuyeckue ykazaHus MO MOATOTOBKE OOYUYaOIIMXCS K 3aHITHSIM CEMHUHApPCKOIrO
tuna / cocrasutenu.: JI. M. lynuy, E. I1. Kopuesckas.- Cankr-Ilerepoypr: AHO BO «CHOA»,
2021.- 20c.

2. Meroanyeckue yka3zaHHs 10 CAMOCTOSITEIbHON paboTe 00ydaronuxcsi / COCTaBUTEINH. ;
. B. Ymaros, E. I1. Kopuesckas.- Cankt-IletepOypr: AHO BO «CHOA», 2021.- 40c.
AnmuHucTpaTop cyza : xypHai. — 2021-2022 rr.

ApOUTpaXHBIN U TpaXIaHCKUM mTporiecc : )xypHa. — 2010-2022 rr.
Bomnpockl 3koHOMMKH U 1TpaBa : )xypHai. — 2016-2017 rr.
DKOHOMHKA U yIpasiieHue : )xypHai. —2016-2017 rr.

VYronosusli npornecc : xypHail. — 2010-2022 rr.

8. I'pozosa, O. C. [lemompousBocTBo : yuedHOe mocodue st By30B / O. C. ['pozoBa. —
Mocksa : UznatensctBo FOpaiit, 2022. — 124 ¢. — (Bsicmiee o6pa3oBanne). — ISBN 978-5-
534-06787-3. — Tekct : anexkTpoHHbIH // O6pa3oBarenbHas maatdopma FOpaiit [caiiT]. — URL:
https://urait.ru/bcode/492786 (nara obpamenus: 28.02.2022).

9. lllyBamoBa, H. H. OcHoBBI aemonpou3BoAcCTBa. SI3bIK CIy’)KEOHOTO JTOKYMEHTa :
yueOHUK U mpaktukyMm amis By3oB / H. H. lyBanosa, A. FO. MBaHoBa ; moa o0mieid penakmuein
H. H. lllyBanoBoii. — 3-e u3a., mepepad. u non. — Mocksa : U3narensctBo FOpaiit, 2022. —
384 c. — (Bwicmiee obpazoBanue). — ISBN 978-5-534-15217-3. — TekcT : 3MeKTpOHHBIN //
O6pazoBarenpHas maatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/487943 (mara
obpammenus: 28.02.2022).

10. IllyBanoBa, H. H. Opranuzanyss M TEXHOJOTHS JOKYMEHTAIlMOHHOTO
oOecrieyeHus yrnpaBieHus : yu4eOHUK U mpakTukym uist By3os / H. H. lllyBanoBa. — 2-e u3f.,
nepepad. m mon. — MockBa : M3parenbctBo IOpaibit, 2022. — 265 c¢. — (Bwicuiee
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obpazoBanmue). — ISBN 978-5-534-12358-6. — Texkcr : anextponHblid // OOpa3zoBarenbHas

mwiarpopma HOpaiit [caitit]. — URL: https://urait.ru/bcode/489984 (mara oOpameHus:
28.02.2022).

11. Poccuiickoe rocynapcTBoBefeHUE : KypHAI. - TeKcT : 3neKTp0HHHﬁ. — Pexum
JOCTyna: JUISt 3apEeruCTpUp. MOJIb30BaTENEH. URL:
https://www.elibrary.ru/contents.asp?1d=44082937 (nara obpamenus: 28.02. 2022)

12. KypHanm aJIMUHUCTPAaTHBHOTO CYAONPOM3BOACTBA : KypHald. - Tekcr
JJIEKTPOHHBIA. — Pexum  pmoctyma: Juis  3apeructpup. nosb3oBarenei. -  URL:
https://www .elibrary.ru/contents.asp?titleid=58135 (nara ob6pamenus: 28.02.2022).

13. VYrosioBHas HOCTULUA : KypHAIL - TEeKCT : 3JeKTpOHHBIA. — PexuM nocryna: uis

3apeructpup. nonb3oBatenei. - URL: https://www.elibrary.ru/contents.asp?1d=43031781 (mara
obpammenus: 28.02.2022).

14. CyneOHast BJIacTh M YTOJIOBHBIM TIpoliecC : KypHaid. - TEKCT : AJIEKTPOHHBIA. —
Pexum JNOCTYyIIA: U1 3apPETUCTPHUP. II0JIB30BAaTENCH. - URL:
https://www .elibrary.ru/contents.asp?titleid=48911 (mara ob6pamenus: 28.02.2022).

7.3. HopmMaTuBHO-NIPABOBbIEe MaTEePHUAJIbI

1. Poccuiickas @enepauuns. 3akonbl. Konctutyuus Poccuiickoit deneparuu : [nipuHsTa
BCEHAPOJIHBIM TosiocoBaHueM 12 nexabps 1993 roxma] : TekcT B neicTBYyrOImIEH penakiuu. —
Texcr: snextpoHHBd //  OduIuanbHBIi  HWHTEPHET-TIOPTAT  MPABOBOM  WH(OpMAIUU:
rocy/lapcTBEHHas cUcTeMa MpaBoBoil mHpopmanuu : [caiiT]. — URL: http://pravo.gov.ru/ (aara
obparmenus: 28.02.2022)

2. Poccniickas @enepauus. 3akoHbl. ['pakJaHCKUH  IPOLECCYaJbHBIM  KOJEKC
Poccutickoit ®eneparnuu : Oenepanbubiii 3ak0oH N 138-D3 ot 14 Hos06pst 2002 roga : TEKCT B
NecTByOmEeH penakiui. — TeKCT: 3eKTpoHHbIH // OduiuanbHplii HHTEPHET-IOPTAI MTPABOBOM
uH(popManuu: TrocyJapCcTBEHHas cuUcTeMa TmpaBoBoil wuHpopmaruu : [caiit]. — URL:
http://pravo.gov.ru/ (nara obpamenus: 28.02.2022)

3. Poccuiickas  @enpepanms. 3akonel. 00 wHbOpMmaruu, WHOOPMAITMOHHBIX
TEXHOJIOTUSX U 0 3ammrte nHpopmanuu :Denepanbubiii 3akoH Ne 149-D3 ot 27 urons 2006 roga:
TEKCT B JEHCTBYIOMICH pemakmuu.— TeKCT: 31eKTpoHHbIH // OdulManbHBIE WHTEPHET-TIOpTa
paBoBOW MH(OPMAIMK: TOCYJapCTBeHHAs cucTeMa nmpaBoBoi mH(opmanuu : [caiit]. — URL:
http://pravo.gov.ru/ (mara oopamenus: 28.02.2022)

4. Poccuiickas ®enepanusa. 3akonbsl. O cranmaptuzauuu B Poccuiickoit ®denepaunu
®enepanbHblii 3akoH Ne 162-D3 ot 29 utonsa 2015: TekcT B neicTByrome pepakuuu.— Tekcr:
ANeKTpOHHBIN // OduumanbHelii UHTEPHET-TIOPTAN MPAaBOBOM HH(OPMAIIMU: TOCYJapCTBEHHAsS
cucreMa mpaBoBoil mH(popmaruu : [caiit]. — URL: http://pravo.gov.ru/ (mata oOparieHwus:
28.02.2022)

5. Poccutickas ®enepanus. 3akonbl. O0 3aeKTpoHHON TToanHcH : DenepanbHbIi 3aK0H
Ne 63-®3 ot 06 anpens 2011 roxa: TekeT B ASWCTBYOMIEH peqakiu. — TeKCT: 3IeKTPOHHBIN //
OdunmanpHBI HHTEPHET-TIOPTAJ MMPABOBON MH(OPMAIIUN: TOCYIAPCTBEHHAS] CUCTEMA MPABOBOM
uHpopmanuu : [caiit]. — URL: http://pravo.gov.ru/ (nara o6pamenus: 28.02.2022)

6. Poccuiickas @enepanus. 3akonbl. O0 00s3aTETHFHOM IK3EMILIAPE TOKYMEHTOB (pe.
or 03.07.2016): ®enepanpubiii 3akoH Ne 77-®3 ot 29 pekabps 1994 roma: Tekct B
JEHCTBYIOMIEH pelakiuu. — TeKCT: AIeKTPOHHBIN // OPUInaabHbIii HHTEPHET-TIOPTAT TPABOBOM
uHpOpMaLlMU: TOCyIapCTBEHHass cHcTeMa IpaBoBoM wuHGopmauuu : [caiit]. — URL:
http://pravo.gov.ru/ (mara oopamenus: 28.02.2022)

7. Poccuiickas @enepauus. 3akoHbl. O rocygapcTBEHHOM s3blke Poccuiickoit
®enepanun : Denepanbhbiid 3akoH Ne 53-D3 ot 1 urons 2005 roma: TEKCT B AEUCTBYIOIIEH
penakuuu.— TekcT: 37ekTpoHHbIi // OdunuansHelii HHTEPHET-OPTA MPaBOBO MH(POPMALIUU:
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rocyJapcTBEHHas cucTema NpaBoBod mHpopmammu : [caiiT]. — URL: http://pravo.gov.ru/ (mara
obpammenus: 28.02.2022)

8. Poccuiickas denepanus. 3akonbl. O rocynapcTBeHHON TaiiHe: DenepalibHbIN 3aKOH
Ne 5485-1 ot 21 utons 1993 ronma: TekcT B NEUCTBYIOIMICH peAakuu.— TEKCT: SIEKTPOHHBIN //
OdunmanpHBI HHTEPHET-TIOPTAJ MPABOBON MH(OPMAIIUN: TOCYIAPCTBEHHAS] CUCTEMA MPABOBOM
uHpopmanuu : [caiit]. — URL: http://pravo.gov.ru/ (nara o6pamenus: 28.02.2022)

9. TOCT P 7.0.8-2013. Cucrema cranmapToB 1o HHMOpMaIuu, OHMOIUOTECUHOMY H
U3JIaTeNbCKOMY Jeny. JlenonpousBoacTBonapxuBHoeaeNn0. TepMuHbIHonpenenenus = System of
standards on information, librarianship and publishing.
Recordsmanagementandorganizationofarchives. Termsanddifinitions : HanMOHANBHBIN CTaHIAPT
Poccutickoit @enepanuu : n3ganue opuIMagIbHOE | YTBEPXKACH U BBEJEH B AciicTBue [Ipukazom
®denepallbHOTO areHTCTBA MO TEXHUYECKOMY PETyTUPOBAHUI0O U METPOJOTUU OT 17 OKTAOps
2013 1. N 1185-ct : BBemen B3amex I'OCT P 51141-98 : mara BBemenuss 2014-03-01 /
paspaboran  DenepandbHbIM  OIOKETHBIM  yupexaeHueM  «Bcepoccuiickuii  Hay4yHO-
WCCJICIOBATENIbCKUN  MHCTUTYT JIOKYMEHTOBEIECHHS u apxuBHoro nena» (BHUMIAJL)
®enepanbHOr0 apXMBHOIO areHTCTBA. BHeceH TeXHMYECKMM KOMHMTETOM IO CTaHIAPTU3ALHUHU
TK 191 «Hay4Ho-Texuudeckas uHdopmalys, OMOIHOTEUHOE M U3AATEIIbCKOE JeN0» — TeKCT:
ANEKTPOHHBIN //  OQUUMaIbHBI  WHTEPHET-NOPTad  CHPABOYHOW TPAaBOBOM  CHUCTEMBI
Koncynerantllntoc: [caiit]. — URL: http://www.consultant.ru/ (mara oopamenus: 28.02.2022)

10. TOCT P 7.0.100-2018. Cwucrema cranaapToB 1o nHpopmanuu, 6uGINOTeYHOMY U
u3marenbckomy  gaeny.buOmmorpaduueckas — 3anuck.  buOnmorpadguyeckoe — ONUCaHHE.
OO6mueTpeOoBaHUSUTIPABUIIACOCTABICHHS = Systemofstandardsoninformation,
librarianshipandpublishing. Bibliographicrecord. Bibliographicdescription.
Generalrequirementsandrules: HanmoHanbHbINM cTranmapT Poccuiickoit ®enepanuu : u3naHue
obunMaTbHOE : YTBEpP)KJACH W BBeAeH B nelictBue [lpukazom denepanbHOTO areHTCTBA IO
TEXHUYECKOMY peryiaupoBaHuio ¥ merposnoruud ot 03 nmexadbps 2018 r. Ne 1050-ct : BBeneH
BriepBeie : gnata BBeaeHus 2019-07-01 / paspaboran dDenepanbHbIM TOCYIaPCTBEHHBIM
yHUTapHbIM mpeanpusitueM «MHpopmannonnoe tenerpagnoe arentctBo Poccum (MTAP-
TACC)» ¢umman «Poccuiickas KHWwkKHas mnanaray, OeneparbHbIM TOCYIapCTBEHHBIM
Oro/keTHbIM  yupexxaeHueM «Poccuiickas rocynapcTBeHHas Oubnmnoreka», deaepanbHbIM
roCy/IapCTBEHHBIM OIOJKETHBIM yupekaeHueM «Poccuiickas HauuoHallbHas OUOIHOTEKa.
Buecen Texnuueckum komuteroM 1o cra”aaptusamuu TK 191  «HayuyHo-TexHHMueckas
nHpopmarys, OuOIMOTEYHOE U M3JATEIBCKOE JEeN0» — TeKCT: ANeKTpoHHbIN // OduimanbHbIA
MHTEPHET-NIOPTAJICIIPaBOYHON MpaBoBOoil cuctembl KoncynbsranTtllmtoc: [caiir]. — URL:
http://www.consultant.ru/ (mata o6pamenus: 28.02.2022)

11. TOCT P 7.0.97-2016. Cuctema cTanmapToB 1o MHGOpManuu, OUOIMOTEYHOMY U

U371aTeIIHCKOMY Teny. OpraHu3anrnoHHO-PACTIOPTUTEITBHAS JTOKYMEHTAITHSL.
TpebGoBaHUSIKOPOPMICHHIOTOKYMEHTOB = Systemofstandardsoninformation,
librarianshipandpublishing. Organizationalandadministrativedocumentation.

Requirementsforpresentationofdocuments : HarmonanbHblil crangapt Poccuiickoit @enepanuu :
n3nanne opuIMaIbHOE | YTBEPXKIEH U BBejieH B nerictBue [Ipukazom denepanbHOro areHTCTBA
[0 TEXHUYECKOMY PEryJupoBaHHIO U MeTpojoruu oT 8 aekadps 2016 r. N 2004-ct (pen. ot
14.05.2018) : BBemen BmepBbie : gata BBeaeHus 2018-07-01 / paspaboran DenepalibHBIM
OIO/KETHBIM  yupexnaeHueM  «Bcepoccuiickuii  HayyHO-MCCIENOBATEIbCKUH ~ MHCTUTYT
TOKyMeHTOBeZieHus u apxuBHoro nena» (BHUUIAJL) denepanbHOro apXWBHOTO areHTCTBA.
Buecen Texnuueckum komuteroM 1o cra”aaptusamuu TK 191  «HaywyHo-TexHHMueckas
nHpopmarys, OUOIMOTEUHOE U M3JATEIBCKOE JEeN0» — TeKCT: ANeKTpoHHbIN // OdurmanbHbIA
MHTEPHET-NIOpTA]l CIpaBOYHOM mpaBoBoil cucreMmbl KoncynpranTllmioc: [caiit]. — URL:
http://www.consultant.ru/ (maTa o6pamenus: 28.02.2022)

7.4. MeToan4yeckune yKazaHus 1Js1 00y4arOUXCANO OCBOEHUIO TUCHMILIHHBI
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B npomecce wu3ydeHHMs ~— JMCHMIUIMHBIOOyYAlOIIMECs  JIOJDKHBI — BOCHPHUHUMATD,
OCMBICIIMBATh U YIIyOJIATh TOJy4aeMyl0 HHGOpPMALMIO, pEellaTh IpPaKTUYECKUEe 3a]add,
OBJIa/1eBaTh NMPO(PECCHOHATBHO HEOOXOMMBIMH HAaBBIKAMHU.

Ha nexnuoHHBIX 3aHATUSAX PEKOMEHIYeTCs B KpaTKo (opme (puKcHpoBaTh OCHOBHBIE
NOJIOXKEeHUS, (HOpMYITHPOBKH. JlenaTh MOMETKM, KaKOH MaTepuan BbI3BIBA€T TPYIHOCTH, T.C.
OTMETHUTBH BOIIPOCHI, TEPMHUHBI KOTOPBIE CIEAYET CAMOCTOATEIBHO M3YyYUTh IO PEKOMEHIYEMOU
JUTEpaType.

OOyuaronyecss JODKHBI CaMOCTOSITEIbHO H3YYHUTh HOPMAaTHBHO-IIPABOBBIE AKTBHI C
Y4€TOM BCEX UX U3MEHEHUM U JOMOJHEHUH 110 BCEM TEMaM Kypca.

IIpy w3ydeHuum nMTEpaTypsl BCerga ciaeayeT HMETb B BUAY W3MEHCHHUS B
3aKoHoaTenbcTBe. [loaTOMY Marepuall, u3naraéMblil B KHUTAaX U CTaThsX, CIELYET COOTHOCUTD C
TUMU U3MEHEHUSMHU.

[Tpu mOATOTOBKE K 3aHATHIO CEMUHAPCKOTO THUIA 00yJaloUIMMCcs HE00X0AUMO U3YUUTh:

- 3a7aHue (TU1aH) Ha 3aHATHC,

- KOHCIIEKT JICKITHH;

- PEKOMEH/I0BaHHYIO y4eOHYI0 U HaAY4HYIO JIUTEpaTypy;

B mporecce moAroToBKM K CEeMHHApY 00yJaromuecs TOHKHBI OTpaboTaTh BEBIHOCUMBIE Ha
00CyX/1eHue BOIIPOCHI, TOATOTOBUTH JOKJIA/Ibl, COOOIIEHNUS, YKa3aHHBIE B IJIAHE 3aHATHUS.

CamocrosTenbHas paboTa 00y4aromerocs BKIIOYaeT CIeAyIonlee:

- CamocCTOATEeIbHOE M3Y4Y€HUE, KOHCIEKTUPOBAHME, aHAIU3 Yy4eOHO-METOAMYECKOH U
HAyyHOW  JIMTEpATypbl, MEPUOAMYECKUX  HAYYHBIX M3JaHHUM, HOPMAaTUBHO-NPABOBBIX
JIOKYMEHTOB;

- MnauBuayanbHYI0 TBOPYECKYIO PalbOTy IO OCMBICICHHIO COOpaHHON WH(popMmanuy,
IIPOBE/ICHUIO CPABHUTEJIHOIO aHajau3a M OOOOILEHUI0 MaTepUalloB, MOJIYYEHHBIX M3 Pa3HbIX
UCTOYHUKOB; TIOATOTOBKA KOHTPOJIBHOM padoThI,

- IlogroToBka k cpade 3a4era, MpeAINIONIararollas UHTETPALAI0 U CHCTEMAaTU3alUI0 BCEH
COBOKYITHOCTH ITOJIYYE€HHBIX 10 TUCIUIUIMHE 3HAHUH.

VcKIrounTeNbHO  Ba)XHO  TNPHUAEPKUBATBCS B CAMOCTOSTEIBHOM paboTe  Takux
IPUHLIMIIOB, KaK CHUCTEMHOCTb M IOCIENOBATEIbHOCTh. CHUCTEMHOCTh 3aHSTHH NpPEAIojaraet
paBHOMEpHOE, II0 BO3MOXHOCTH, pacmpeneneHue oObemMa pabdoTbl B TEUEHHE BCETO
IPEIYCMOTPEHHOTO y4eOHBIM TUIAHOM CPOKa OBJIaJICHHs JaHHON TUCHUIUIMHOM, YTO MO3BOJISET
n30exaTh AeUIUTa BPEMEHHU, EPErpy30K, CIEIIKH, CPIBOB, HEKAYECTBEHHBIX PE3yJIbTaTOB B
3aBepLIAOIINM IEPUOJ] U3yUEHUS JUCLIUIIIINHBI.

B mponecce n3ydeHuss TUCHUILUIMHBI BaKHO IMOCTOSHHO IONOJHATh U PAaCUIMPATH CBOH
3HaHuA. M3ydeHHe PEKOMEHIOBAaHHOM JIUTEPaTyphl SBISETCS BaXXHOM COCTABHOM YacCThIO
BOCIIPUATHSA U YCBOCHMS HOBBIX 3HaHMU. [Ipy 3TOM, IOMMMO OCHOBHOM JMTEpATYpHl, MOJIE3HO
NIOJIb30BAThCS CIOBAPSAMHU, SHUMKIONEANsIMUA. Kakaplit oOy4daronuiics JOKeH ObITh aKTUBHBIM
noJsib30BateseM TiobanbHoi TernekomMmyHukanunoHHon cetd INTERNET, koropast mpemaraer
HEOrpaHUYEHHBIN 00beM HH(OPMAITUH 110 BCEM pa3/iesiaM HayuHBIX 3HAHUH.

7.5. Y4eOHO-MeTOAMYECKOE 00ecIiedeHHe CaMOCTOSATEIbHOM padoThl 00yYalOIMXCs 10
AUCHUTIJIMHE

1. MeTtoauyeckne yka3aHus IO MOATOTOBKE OOYYAIOIIMXCS K 3aHATHSAM CEMHUHApCKOTO
tuna / cocrasutenu.: JI. M. lynuy, E. I1. Kopuesckas.- Cankr-Ilerepoypr: AHO BO «CHOA»,
2021.—20c.

2. Meroanyeckue yKa3zaHHs 10 CAMOCTOSITETIbHON paboTe 00ydaronuxcsi / COCTaBUTEINH. ;
. B. Ymaros, E. I1. Kopuesckas.- Cankt-IletepOypr: AHO BO «CHOA», 2021.— 40c.
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8. Ilepeuenn pecypcoB HH(POPMANUOHHO-TEJIEKOMMYHUKAIIMOHHON CeTH «KMHTEPHET»,
HEO0XO0AUMBIX [IJIS OCBOCHUSI JUCIUIJIMHBI

1. OPAMT : smekrpoHHO-OMOnHOTeuHas cucrema [caiit]. - URL: https:/biblio-
online.ru/ (mata oOpamenus: 28.02.2022). — Pexxum mocTyma: Juisi aBTOPHU3. TOJIb30BATEICH. —
TekceT: DIeKTPOHHBIN.

2. Koncynerantllntoc : copaBouHas mnpaBoBass cucrtema [caut]. —  URL:
http://consultant.ru/ (nata obpamenus: 28.02.2022) — TekcT: 2IEKTPOHHBIH.
3. eLIBRARY.RU : mHaywynas onexktpoHHass OuOmmoreka : [cait]. — URL:

https://elibrary.ru/ (mata oOpamenus: 28.02.2022) — Pexum mgoctyma: s 3aperUCTpPHUp.
nosib3oBaTenen. — TeKCT: 3JIeKTPOHHBII.

4. Moodle : snektpoHHOE oOpazoBanue : [caiiT]. - URL: http://student.jurac.ru/ (mara
obpamenus: 28.02.2022) — Pexwum goctyna: mis  aBTOpH3. TMojb3oBareneil. — Tekcr:
JJIEKTPOHHBIN

5. OdunuanbHbIi HHTEPHET-TIOPTAT IPABOBOM MHQOPMAIIUN: TOCYAAPCTBEHHAS CHCTEMa
npaBoBoi uHpopMaruu : [caiit]. — URL: http://pravo.gov.ru/ (mata obpamenus: 28.02.2022) —
TeKCT: AEeKTPOHHBIN.

6. bubnuorexka nuccepraumid: snekTpoHHas Oubmmoreka PI'B  [caiitr]. — URL:
http://diss.rsl.ru/ (mata oOpamenwus: 28.02.2022) — TekcT: 31eKTPOHHBIN.

7. KubepJlenunka : Hay4Hasi 3JIeKTpOHHast OMOIMOTEKa OTKPBITOTO JOCTyma : [calT]. —
URL.: https://cyberleninka.ru/ (mara oopamenus: 28.02.2022) — TeKCT: 2IEKTPOHHBIH.

8. Ilpesunentckas 6ubmmoreka [caidT]. — URL: https://www.prlib.ru/ (nata obpamenus:
28.02.2022) — TekcT: 2MEeKTPOHHBIH.

9. Poccmiickass rTocynmapcTBeHHass OuOnmoreka : odwunuaneHbii  caiit. — URL:
https://www.rsl.ru/ (nata obpamenus: 28.02.2022) — TekcT: 3IeKTPOHHBIM.
10.  Poccuiickast HanoHanbHast Onbnmoreka : [caiit]. — Pexxum nocryma: www. URL:

http://www.nlr.ru/ (mata o6pamenus: 28.02.2022) — TekcT: IEKTPOHHBIMN.

9. Ilepeuyennb (cocTtaB) HHGPOPMANMOHHBIX TEXHOJIOTH, TULEH3UOHHOTO U CBOOOIHO
pacnpocTpaHsieMoro NporpaMMHOro odecrne4eHnsi, B TOM YHCJIe 0Te4eCTBEHHOT 0
NMPOU3BO/JCTBA, HCIOJIb3YeMOIr0 PH OCYIIeCTBJIEHHH 00Pa30BaTeJLHOI0 Mpolecca 1o
AMCUMILINHE

K  uHDOpMALIMOHHBIM  TEXHOJOTHSM,  HCIOIB3YyeMBIM  MPH  OCYIIECTBICHHUH
00pa3oBaTeNLHOTO MpoIiecca 10 AUCIUILTUHE, OTHOCSTCS:

— WH(POPMAIIMOHHBIE PECYPChI, JOCTYIl K KOTOPHIM OCYIIECTBISIETCS IMOCPEICTBOM
NIEPCOHATBHBIX KOMITBIOTEPOB;

—  MYJbTUMEIUNHBIC  TPE3CHTAIUH, BUICO-JICKIIMH, JEMOHCTpPAIllUs  KOTOPBIX
OCYIIECTBIISIETCSIIOCPEACTBOM MPOCKTOPOB M MHTEPAKTHBHBIX JOCOK;

—CpelCcTBa KOMMYHHKAIIMH (DJEKTPOHHAs I[I0YTa, TEMAaTHYeCKhe CooO0IIecTBa B
COLMATBHBIX CETSX, MOJYJIbHAs 00BbEKTHO-OPUEHTHPOBAaHHAS TUHAMUYECKass oOyJaromas cpeia
U T.IL.).

JInisi IONb30BaHUSL AJIEKTPOHHBIMU PecypcaMyd U OQOPMIICHHSI TEKCTOBBIX JTOKYMEHTOB
UCTIONB3YETCS JTUIIEH3UOHHOE TporpaMMHoe obOecrieueHune: MicrosoftWindows 7 Professional,
MicrosoftWindowsProfessional 10, MicrosoftOffice 2010 RussianAcademicOPEN,
ESETNOD32 AntivirusBusinessEditionfor 60 users, B TOM 4YHCIE€ OTE€UYECTBEHHOIO
npousBozcTBa CIIC Koncynprantllmroc, Dr.WebEnterpriseSecuritySuite.

Jlyis oNbh30BaHMS DIIEKTPOHHBIMHU pecypcaMu U O(OPMIICHHS TEKCTOBBIX JOKYMEHTOB
UCIIONIB3YeTCsl CBOOOJHO pacrpocTpansemMoe mporpammHoe obecreuenue: OSLinuxUbuntu,
LibreOffice, AdobeAcrobatReader, MozillaFirefox, Moodle, B TOM umcClie OTE€UECTBEHHOIO
npousBoAcTBa SAnaekc.bpaysep.
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10. MaTepuanbHO-TeXHH4YeCKoe o0ecnieyeHne (000pyA0BaHHMe M TEXHUYECKHE CPEICTBA
00y4eHmusi), He00X0aUMOe JIJISl OCYIIeCTBJIEHUS 00Pa30BaTeJIbHOI0 MPOLEcca Mo
AUCHUIINHE

1. YueOHas aymutopusi IS TPOBEIACHHS 3aHSATUH JICKIMOHHOTO THIIA, 3aHITHA
CEMHHApPCKOT0 THIA, TPYIIOBBIX M WHAUBHAYAJIbHBIX KOHCYIbTALUWA, IJS MPOBEICHUS
TEKYILEro KOHTPOJISI U MPOMEKYTOYHOM aTTeCTALUH.

ObopynoBaHre U CHENUATU3UPOBaHHAs MeOENb: CTOJBI, MOCAJO0YHbIE MECTa, JI0CKa
(MemoBasi), pabouee MeCTO mpernoaaBarens, kadeapa.

TexHnuueckue cpeactBa oOydeHHs: KOMIBIOTEp, JOCKAa HMHTEPAKTUBHAS C MPOEKTOPOM,
BbIXOA B ceTh «VHTepHET» U o0ecrmeueHue 0CTyma K OJIEKTPOHHOW HH(DOPMAIIMOHHO-
o0OpasoBaTeNnbHOU cpeie AKaIeMUU.

2. YyeOHas ayIuTOpHs AJIs IPOBEICHUS 3aHATHI CEeMUHAPCKOTO THIIA.

O6opynoBaHnve U cCleUUaIM3UpOBaHHAs MeOelb: CTOJIbI, II0CAaJOYHBIE MECTa,
MOCaI0YHbIC MECTa 32 KOMIIBIOTEPHBIMU CTOJIaMH, pabodee MECTO IpernoaaBaTels.

TexHuueckue cpeicTBa 00ydeHHs: HUHTEPAKTUBHAS OCKA, MYJIbTUMEIUITHBIA TPOEKTOD,
NEPCOHANBHBI  KOMITBIOTEp, MOHOOJOKHM, TMOJAKIIOYEeHHbIe K cetu «MHTepHeT» U
o0ecreunBaroIue J0CTYI K AJIEKTPOHHON HH(POPMAITMOHHO-00pa30BaTEIbHON cpefie AKaIeMUH.

3. Ilomemienue i CaMOCTOSATEIbHOM pabOThl 00yUYarOIIHUXCSL.

ObopynoBaHue U CHENUATU3UPOBAaHHAS MeOENb: CTOJBI, MOCAJOYHbIE MECTa, JI0CKa
(MemoBasi), pabodee MECTO MpernoJaBaTels.

Texaudeckue cpeAcTBa OOy4YEHUSA: MYJIbTUMEIUWHBIA TMPOEKTOP, NEPCOHATLHBIE
KOMIIBIOTEPHI, MOJKIIOUYEHHBIX K ceTH «HTepHeT» 1 00ecneunBaroMX TOCTYI K JIEKTPOHHON
nH(pOpMaAITMOHHO-00pa30BaTENHHON cpefie AKaIeMUH.

11. Opranusanusi 00y4yeHUs1 HHBAJIUIA0B U JIUI ¢ OTPAHUYECHHBIMMBO3MOKHOCTSMHU
310POBbS

Aynutopust s IPOBEICHUS y4eOHBIX 3aHATUN C O0OydYaIOMUMUCS C OTPaHUYCHHBIMH
BO3MOXXHOCTSIMU 37I0POBbsI 1 HHBAJIUAOB PACIIONAracTCsl Ha IEPBOM ITaXKe.

Axkanemueir oOecrieueH HWHIWBUAYAJIbHBIA HEOTPAaHUYEHHBIH JOCTYH K 3JEKTPOHHO-
oubimoteyHoir cucreme IOpailT, i€ WMEIOTCS BEpPCHM YYEOHOW JHUTEpaTyphl I JIMI] C
HApYIICHUSMH 3pPCHHUS, a TaKXkKe K DIEKTPOHHON HWH(POPMAIMOHHO-00pa30BaTEIbHONU Ccpele
Moodle.

DNEeKTPOHHO-0MOIMOTEYHAs CHCTeMa U AJIEKTPOHHAst THPOPMaLMOHHO-00pa30BaTeIbHAS
cpena 00ecreuynBarTCsl BO3MOKHOCTBIO JTIOCTYIA OOYYaroIerocsi u3 000 TOYKH, B KOTOPOM
UMEETCsl JIOCTYNl K WH(POPMAIMOHHO-TEIIEKOMMYHUKAIIMOHHOW cetn «VMHTepHeT», Kak Ha
TEPPUTOPUU OpPTaHU3ALIMU, TaK U BHE €€.

B cootBerctBuM c JlOrOBOpOM Ha METOAWYECKOE COMPOBOXKICHHE Mexay CaHKT-
[TerepOyprckoil opunuyueckor akagemuend u ['ocygapcTBeHHON OMONMMOTEKOW IS CIETBIX U
CITA0OBUISIINX, TSI OOYUYCHHS JIUI] C OTPAHUYCHHBIMU BO3MOKHOCTSIMH 37I0POBbSI IPUMEHSIOTCS
crienMagbHble YYeOHUKH U yaeOHbIe TocoOus — smallsp.ru/orgs/biblioteka—dlya-slepih.

B akagemun mpoBeAeHBI MHCTPYKTaXH C MPO(eccopCKO-MpernoaaBaTeIbCKUM COCTaBOM
M0 OKa3aHWIO MOMOINKM HWHBaMHAAM | jymnaMm ¢ OB3 B mporecce peanmsanuu 00pa3oBaTeIbHON
NeSITETbHOCTH.

Axkanemueit obOecrieyeHa JOCTYIMHOCTb OOBEKTOB M MPEAOCTaBISIEMBIX YCIYT IJis
WHBAJIHJIOB U JIUI] C OTPaHUYCHHBIMU BO3MOKHOCTSIMH 3/I0POBBSL.

[Ipu HeoOxoauMocTu paboyasi mporpaMma JUCIUIUIMHBI MOKET OBITh aJanTUPOBaHA IS
obOecrieueHHuss 00pa30BATENBLHOTO MpOIlecCa WHBAJIMAOB H JIAI C OrPAaHUYCHHBIMU
BO3MOXXHOCTSIMU 3JI0POBbsl, B TOM 4HCJE ISl OOy4eHHs] C MPUMEHEHUEM JHCTaHI[MOHHBIX
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o0pa3zoBaTenbHBIX TeXHOJoTui. Jlms sToro Tpedyercs 3asBieHue oOydaromerocs (ero
3aKOHHOTO TIPEJICTABUTEIIS) U 3aKITIOYCHHE MICUX0JI0T0-MEANKO-TIEarOTMYECKON KOMHUCCHUHU.
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JIMCT yyeTa u3MeHeHu il

HwxHuit KooHTHTYN pabodeit mporpaMMbl JUCHMILIMHBI COIEPKHUT yYKa3aHUsS Ha HOMED
u fgaty Bepcuu nokymenta (Hanpumep, Bepeust 1.0 ot 12.2020 1.).

AxTyanuzanus (HEMOCPEICTBEHHOE BHECEHHE HM3MEHEHMI) TekcTa (4acTH TEKCTa) Ha
0001 u3 cTpanull pabodel MporpaMMbl JTUCHUIUIMHBI OCYIIECTBISIETCS IMyTeM 3aMeHbl Bcel
cTpaHulibl. COOTBETCTBEHHO M3MEHSETCS HOMEP U JlJaTa BEPCUU COOTBETCTBYIOLIEN CTPAHUIIBL.

Nudopmanusi 0 BHECEHMM W3MEHEHHUH (3aMEHE JMCTOB) BHOCUTCSA B Tabmuiry ydera
n3MeHeHun. Jlata nocuenHe BepCuy XapakTepus3yeT COBPEMEHHOCTb BCErO JOKYMEHTA.

Brimyck HOBOW pefakiuyM AOKYMEHTa B3aMEH MPEAbIAYIIEH OCYIIECTBISIETCA MPHU
HaKOIUIeHUU u3MeHeHui 6omee 20 % ot o6beMa 00IIIero coaepKaHusl TOKYMEHTA.

Tabuauna yyera u3MeHeHU

Crp. Hara

BEPCUU

No u mara nokymeHTa,

MIOCJIETHEN | PErIaMEHTUPYIOLLIETO0 BHECEHUE

N3MEHEHUHN

Hara
BHECEHHUS
N3MEHEHUHN

OTBETCTBEHHBII
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