MHWHOBPHAYKH POCCHUHU
denepanbHOe rocy1apCTBeHHOE OIOKETHOE 00pa3oBaTelbHOE YUPEKICHNE BBICIICTO 06pazoBaHus
«BocTouHo-CHOMpCKMit TOCY1apCTBEHHBIH YHHBEPCHTET TEXHOJIOTHH M yIPABICHUL

TexHONOrM4YecKkui KomnemK

COI'JTACOBAHO: VTBEPXIALO:
3am. ﬂHpeKTppa 7o YMP TK BCI'YVTY upextop TK BCI'YTY
_ == B.B. Iloiijonosa __C.H.Caxaposcxuii

b 2018r.

PABOYAS ITPOI'PAMMA

muermrasl OT1.13. «JloKyMeHTalHOHHOE O0eCIIeYeHHE YIIPABIICHHUS»
no cnemmransaoctd 40.02.01 «IIpaBo u opraHu3alys COIMANBHOIO 0OECICUCHHS)

VYnau-Yo»
2018

AOKYMEHT NOANWUCAH
OMNEKTPOHHOM NOAMUCHIO




Pabouas nporpamma y4eOHOH IMCHMIUIMHBL  «[OKYMEHTaIHOHHOE obecrieyeHHe YNPABIEHHAN
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Boctouno-Cubupckuii rocy1apCTBEHHbIM YHUBEPCUTET TEXHOJIOTUI U YIIpaBJICHUS
TexHOIOrnYeCcKUN KOJUIEIHK

Pabouas nporpamma nucuuminabel OI1.13. «/lokyMeHTanimoHHOE 0OecredeHre yIpaBICHUsD 110
cnerranbHocTr 40.02.01 «I[IpaBo 1 opraHu3aIys CONUATHLHOTO 00CCIICUCHHS.

AHHOTaNUsA
1. Mecmo oucyunnunbsl 6 yueoHo-60cnumamebHOM npoyecce
VYueOHass IUCHMIUIMHA «J{OKyMEHTAIlMOHHOE OOECIICYCHHUE YIPABJICHUS» OTHOCHUTCS K LHUKITY
obmenpodeccruonanpHbIX auciuiumH yaeoHoro miana [IIICC3 cnenunansHocT CITO 40.02.01 «IIpaBo
U OpPraHu3alusl CONUAIBHOTO O0ECIICYCHUs», pealn3yeTcs Ha 2-M roay oOyueHus (3 cemecTp) OYHOTO
oOydeHHUs U Ha 2-M TOAY 3a04HOT0 00y4YeHUs Ha 0a3e OCHOBHOTO 001ero oopazoBanus u Ha 1-m roxgy (1
ceMecTp) U Ha 1-M rogy 3a04HOTO 00y4eHHS Ha 6a3e cpeHero ooIero oopa3oBaHusl.

2. llenu u3zyuenus u nnanupyemople pe3yibmansl 0C60EHUA OUCUUNTUHDL
B pesynbrare 0OCBOCHUS AUCIUILTUHBI Y 00YYarOIMUXCs JOKHBI OBITh C(HOPMUPOBAHBI CIIETYIOIINE
komnereniuu: OK 1, OK 2, OK 3, OK 4, OK 5, OK §, OK 9, IIK 1.1, IIK 1.2, TIK 1.3, IIK 1.4, IIK 1.6.
B xoze n3ydeHus: AUCIUIUIMHBI 00yYaroIuecs TOJKHBI PUOOPECTH COOTBETCTBYIOIINE 3HAHUS U
ymenus, npenycmorperasie @I'OC CIIO:
yMeThb:
- 0(hOopMIISATH OPraHU3aLMOHHO-PACTIOPSAUTENBHBIE JOKYMEHTHI B COOTBETCTBUH C ICHCTBYIOLIMM
I'OCTowm;
- OCYHIECTBIISITH 00Pa0OTKY BXOMSIINX, BHYTPEHHUX U UCXOSIINX JOKYMEHTOB, KOHTPOJIb 32 UX
UCTIOTHEHUEM;
- 0hopMIIATH JOKYMEHTHI JUIsl TIEpeJadll B apXHUB OPTaHU3aLUH;
3HATH:
- TIOHSTHE JOKYMEHTa, €r0 CBOMCTBA, CIOCOOBI IOKYMEHTHPOBAHMUS,
- TIpaBHJIa COCTABJICHUS M 0(OPMIICHUS OpPTraHU3AIMOHHO-PACTIOPSIUTEIBHBIX JOKYMEHTOB;
- CHCTEMY U TMIIOBYIO TEXHOJIOTHIO TJOKYMEHTAllMOHHOTO obecnieueHus ynpasienus (JJ0Y);
- 0COOEHHOCTH AENONPOU3BOICTBA IO OOpALIEHUSIM IPaKJaH U KOH(PUIEHIIUAIBHOTO
JIeNIOTIPOU3BOICTBA.
- 3. Cmpykmypa u cooepircanue OucCyunIuHbl
- Cmpyxkmypa oucyuniunvl. na Oaze 0CHO8HO20/cpedHe20 0bue2o 0opa306ans.

Buo yuebnoii pabomuwi O6vém uacoe | Obvem uacos
(ounas) (3aounasn)

MaxkcumaibHasi yueOHasi Harpy3Ka 96/70 96/70

O0s3arenbHas ayqUTOpHas yueOHasi Harpy3kKa (BCero) 64/48 8/8

B TOM YHUCIJIE:

MPAKTUYECKHE 3aHATHS 32/16 4/4

CamocTosTenbHas pabota o0yuaronierocs (BCero) 32/22 88/62

B TOM YHCIIE!

Koncynpranuu - -

[TpomexxyTouHas aTrectarus J[3/KP J13/113

Cooeporcanue  Oucyuniunvl. opraHuzanus pabOThl € JOKYMEHTaMH, JIOKYMEHTHPOBaHHE
yIIpaBJIEHYECKOI 1EeATETLHOCTH.

4. Cnucok aemopoe padoueii RpoZpammol.
[TerpoBa A.A., npenogaBatens Kad. Punocodust, ucropus u kynpryposorus BCI'YTY.



1. MACIIOPT PABOYEM [TPOT'PAMMBI JAUCHUAIIJINHBI
OI1.13. /lokyMeHTAIIHOHHOE o0ecnedeHne ynpaBJeHus

1.1. O6racms npumenenus npozpammot
Pabouast mporpamMma NUCHHUIUIMHBI SIBJISICTCS YaCThIO MPOTPAMMbl MOATOTOBKH CHEIHATHCTOB
cpennero 3BeHa (IITICC3) B coorBercTBUU ¢ PI'OC no cnenuanproctr 40.02.01 IIpaBo u opranu3anus
couuanbHOro odecneueHust ot 28 utomst 2014 1. Ne 827.

1.2. Mecmo yueonoii oucyuniunst 6 CmMpyKmype 0CHOBHOIL 00pa308amenbHOU NPOZPAMMDBL:
Huctmmumaa  OIL.13.  «/lokymMeHTanMoOHHOE OOeCTieUeHUe YIPABICHUS» OTHOCUTCS K ITUKITY
obmenpodecCuoOHAIBHBIX TUCHUILINH ydeOHoro 1uiada crenuanbHocTd 40.02.01 «IlpaBo u opranu3anus
COIMAIIBHOTO 00€CTICUCHUSI.

1.3. l{enu uzyuenus u naanupyemole pe3yibmamol 0C60€HUA OUCUUNTUHBL

B xoJ1e n3yueHus: AUCUMILIMHBI 00y4arOUMNCS JOKEH YMETh:

- 0(hOopMIISTH OPraHU3aLMOHHO-PACTIOPSAUTENBHBIE JOKYMEHTHI B COOTBETCTBUH C ICHCTBYIOLIMM
I'OCTowm;

- OCYHIECTBIISITH 00PaOOTKY BXOMSIINX, BHYTPEHHUX U UCXOISIINX JOKYMEHTOB, KOHTPOJIb 32 HX
UCTIOTHEHUEM;

- 0ohopMIIATH JOKYMEHTHI JUIsl TIEpeJadll B apXHUB OPTaHU3aLUH;

3HATB!

- TIOHSTHE JOKYMEHTa, €r0 CBOMCTBA, CIOCOOBI IOKYMEHTHPOBAHMUS,

- TIpaBHJIa COCTABJICHUS M 0(OPMIICHUS OPTraHU3AIMOHHO-PACTIOPSIUTEIBHBIX JOKYMEHTOB;

- CHCTEMY U THIIOBYIO TEXHOJOTHIO TIOKYMEHTAIIMOHHOT 0 obecnieduenus ynpasieHus (JJOY);

- 0COOEHHOCTH JICJIOTPOM3BO/ICTBA IO OOPALICHUSAM TPAKIAH U KOH(PHUICHIINATBHOTO
JIeNIOTIPOU3BOICTBA.

B pesynpraTe OCBOCHHMS JUCHMIUIMHBI y OOydaromuxcsi (OPMHPYIOTCS  CIEAYIOIIHE

npodecCHOHATbHbIC KOMIETEHIUH

Kon IIpodeccuona/ibHble KOMIIETEHIIUH
K 1.1. OcymecTBiaTh Npo(hecCHOHATBbHOE TOJKOBAaHWE HOPMATHMBHBIX IPABOBBIX AKTOB JIJIS
] peanu3alyy npas rpax/JiaH B cepe NeHCHOHHOTO 00ecleuYeHus U COLMAIbHOM 3alliThI
K 1.2, OcymecTBiaTh MpUEM TpaxkJaH IO BOINPOCAaM IIEHCHOHHOTO oOOecrneueHuss u

COILINAJILHOM 3aIIUTHI

PaccmarpuBath makeT JOKYMEHTOB JUIsl Ha3HAUYE€HMs TIEHCUM, TTOCOOM, KOMITCHCAIIHH,
IIK 1.3. JIpPYTrUX BBIIUIAT, & TaK)X€ MEpP COLMAIbHOM IOIAEPKKUA OTIAEIbHBIM KaTEeropusiM
rpakJaH, HYKIAIOIMMCS B COMAJIBHOM 3aIlATe

Ocy1iecTBnATh yCTaHOBJECHUE (Ha3HAu€HHUeE, Iepepacyer, MepeBOi), MHIACKCAUI0 U
IIK 1.4. KOPPEKTUPOBKY IEHCUMN, Ha3HAYEHHE MOCOOMI, KOMIIEHCAIUN U JPYrUX COIMaJIbHBIX
BBIIJIAT, UCTIOJIB3YSl HH(POPMAITMOHHO-KOMIIBIOTEPHBIE TEXHOJIOTUU

KoHcynpTHpOBaTh TpaxkaaH W HPEACTABUTENECH IOPUAMYECKHX JHI[ IO BOIPOCAM

[IK 1.6. .
IIEHCHOHHOT'O 00CCIICUCHHS U COIMaJIbHOM 3aIllIMThI

OcBoeHue AUCHUIIJIMHEBI HAITPABJICHO HA (I)OpMI/IpOBaHI/Ie 1 pa3BUTHC 06H_[I/IX KOMIICTEHITUI:

Kog O0mme KOMIeTeHIUH

OK 1 [lonumarh CyImIHOCTH M COIMAJBbHYIO 3HAYMMOCTh CBOeil Oyaymiei mnpodeccuu,
IIPOSIBJISATh K HEW YCTOWYUBBIN UHTEPEC

OK 2 Opranu3oBbIBaTh COOCTBEHHYIO JIEATEIBHOCTh, BHIOUPATh TUIIOBBIE METOBI U CIIOCOOBI
BBINOJIHEHUS TPO(EeCCHOHANIBHBIX 3a/1a4, OLIEHUBATh UX 3((EKTUBHOCTh M KAYECTBO

OK 3 [IpyHuMaTth penieHrs B CTaHJAPTHBIX M HECTAHJAPTHBIX CUTYAlUSIX M HECTH 3a HHX
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OTBETCTBEHHOCTbH

OK 4 OcymecTBiaTh TOWCK W UCHONb30BaHWE HHQPOpPMAIMKM, HEOOXOOUMOW st
3¢ (}HEeKTUBHOTO BBINMOJIHEHUS MPOPECCHOHANBHBIX 3a7ad, Mpo(ecCHOHATBHOTO U
JIMYHOCTHOT'O PA3BUTHS

OK 5 Hcnons3oBath nH(GOPMaIMOHHO-KOMMYHUKAIIHOHHBIE TEXHOJIOTHH B
pohecCHOHALHOM e TEIbHOCTH

OK 8 CaMoCTOSATENbHO OMPEAeATh 33aJa4l MPOPECCUOHANIBHOIO U JIMYHOCTHOTO Pa3BUTHUSA,
3aHMMATHCS CaMO0Opa30BaHNEM, OCO3HAHHO IJIAHWUPOBATH MOBHIICHNE KBATU(UKAIIUN

OK 9 OpueHTUPOBATHCS B YCIOBUIX MTOCTOSTHHOTO M3MEHEHHUS MPABOBOM Oa3bl

2. CTPYKTYPA M COJAEP)KAHUE YUYEBHOM JJUCHOUILJINHBI

2.1 Pacnpeodenenue yueoHo20 epemenu OUCUUNIUHDL

CognepkaHre paszena BBITOTHEHO B Buae Beimucku w3 YII. B Ttabmume 1 mnpencraBieHa
uHpOpMaLUs N0 Kaxa0i Gopme oOydeHUs O pacmpeesieHHH O0Ie TPyI0eMKOCTH O0y4YeHHUs B dacax
10 ceMecTpam, BHJIOB U 00beMOB yueOHOH paboTsl B yacax (nekuuu (JI)), mpakruueckue 3anarus (I1p), o

pacupenenenuu Gopm CPC

— CaMOCTOSATENbHOW paboThl CTydeHTOB, a Takxke ¢opm [IA —

IPOMEKYTOYHOM aTTECTAIMU CTYJCHTOB N0 aucimiuinbe (nuddepenumpoBannbiii 3aueT ([3)):

Tabnuna 1 — Pacripenenenue yueOHOro BpeMeHU AUCIUTIITMHBI

Ha 0a3ze cpegnero/ocHOBHOTO 0011€T0 00pa30BaHUS

dopma Cemectp PACITPEJEJIEHUE
o0y4eHus U €ro MakcumaibHas B ToM uncne DopMm DopMm
IPONOJDKH | Harpyska (4ac) Ha aynuTopHbie 3ausTHS (Yac) Ha CPC CPC IA -
TEJIBHOCTD Bcero B ToM uncie (qac) aTTeCT
(Hen.) (qac) JI (gac) Ip (gac) anus
1 2 3 4 5 6 7 8 9
OYHas I rom, 1 70/96 48/64 32/32 16/32 22/32 us3 KP/113
cemecTp/
2rox, 3
CeMecTp
16 Hen.
3a04Has 1 roxn/ 70 8 4 4 62 3 KP/13
2 rox




2.2 Temamuueckuii naan u cooeprcanue y4eoHou OUCUUNTUHBL

Tabmuma 2.
Yued| HammeHnoBanue Coaepsxanue y4eOHOro MaTepuaJia, JadopaTopHble H MPaKTHYeCKHe PadoThI, O0bem O6bem | YposeHb
HBIi | Ppa31esioB M TeM camMocTosiTeJIbHAsi paGoTa 00y4alouImMxcst 4acoB YacoB | OCBOeHHs
roa, OoYyHas 3aounast
ce- (popma dopma
MecTp
1 2 3 6
o Paznen 1. [lokymeHTHpOBaHME yIIPABJIeHYECKOM eATEJIbHOCTH 43 2
§ Tema 1.1. Cooepacanue yueonozo mamepuana: 4 1 1
= Conepskanne n Pa3zBute M COBPEMEHHOE COCTOSHUE TEPMHUHOJIOTHM OCHOBHBIX IIOHSTHUH.
it OCHOBHEIE [lonsTue «TOKYMEHTAlMOHHOE obecrnieueHue YIOPABICHUS». [TonsTus
= 3amaun «TOKyMCHTHPOBAHHE»,  «IOKYMEHT»,  «JIOKYMCHTHpPOBaHHAas  HWHMOPMALIHSIY.
= COBpEMEHHOr0 JlokyMeHT kak HocuTenb uHbopMmanuu. OcHOBHBIE TpeOOBaHHA K HH(POpPMAIUH:
=
Z | moxkymenramuon | l0CTOBEPHOCTD, OOBEKTUBHOCTb,  IOpUAMYECKAs  CHJIA,  CBOEBPEMEHHOCTb.
S HOI'0 Opuanueckas cuna  pokymentra. @ynkuuu — gokymeHTta.  Kmaccuduxanms
=
© obecmedennsi JOKYMEHTOB. YHH(HUKAIUs W CTaHAAPTU3AIUS YIPABICHYCCKUX JOKYMEHTOB.
= yIpaBJIennst YHuunupoBaHHble CUCTEMBbl JOKYMEHTAllMHU. YTpPaBlIEeHUE TOKyMEHTalUeH Kak
& . .
& omHa w3 (QyHKOMiA ymnpaBieHWs. B3aWMMOCBSI3p W B3aMMOOOYCIIOBICHHOCTH
S MH(OPMALIMOHHO-IOKYMEHTAI[MOHHOTO 00ecleyeHns U MaclITaboB JesTeNbHOCTH,
v o o
It OpPraHM3aIlMOHHOW  CTPYKTYphI, 3amad © (YHKIUH ammapata  yrIpaBleHUS.
= Opranu3zanuonHoe noctpoenue cinyxObl JJOY. 3anaun n ¢ynkuun cnyx6sr J10VY.
g DopMbI OpraHU3aIH JIeTONPON3BOCTBA B OpraHU3aIluH (Ha MPEAIPUITUN).
2 IMpakTHYeCKHE 3aHATHSI 2
i< CamocmosamenvHaa paboma odyuaoujuxca: 2 6
:[ 1 | IIpopaboTka npoiiieHHOTO MaTepuaa 1 3
=]
& 2 | Tloaroroeka pedepatoB 1 3
3 | Bouraua 3amanuii uis JoMarigeit MPAKTHUYECKOU paboThI (3/0)
Tema 1.2. Cooepitcanue yuebno2o mamepuana: 1,2




HopMmatusHo-
npaBoBas 0a3a

3akoHOAaTeNbHAs U HOPMAaTUBHO-METOAMYecKass 0a3a TOKYMEHTAlMOHHOIO
obecnieueHus ynpasieHus. [lefictByromee 3akoHoaarensctso PO. T'CIIOY.

Tunosast UHCTPYKIMS O JAONPOU3BOACTBY B MUHUCTEPCTBAX U BEIOMCTBAX
P®. XapakTepucTKka OCHOBHBIX I'OCYJApCTBEHHBIX M HAIL[MOHAJIBHBIX CTaHIAPTOB,
YCTaHABIIMBAIOIIUX TpeOOBaHUS K OGOPMIICHHIO YIPABIEHYECKUX JOKYMEHTOB.
Oobmepoccuiickue KIacCU(PUKATOPHl  TEXHUKO-DKOHOMHUYECKOW M COI[HAIBHOMN
uHdopManuu u Ipyrue HOPMAaTHUBHO-METONYECKHE JOKYMEHTBI,
perIaMeHTHPYIOIINE AEI0NPOU3BOJCTBO.

IlpakTHyeckue 3aHIATHS 2
Camocmosamenvhas paboma odyuaOuiuUxXcs: 2 6
1| M3yuyenne HOPMATUBHO-TIPABOBBIX AKTOB, PEIIAMEHTHPYIOIINX JEATEIBHOCTD B 2
cdepe 10V.
Tema 1.3. Cooeporcanue yuebnozo mamepuana: 4 1
Og%‘gshffeil;n“ﬂﬂa I'OCT P 6.30-2003. dopmarel Oymaru. Popmynsip nokymeHta. CocTtaB u
ynpaB/IeHYeCKHX | HA3HAYCHHE PEKBU3UTOB JOKYMEHTOB. BapuaHTBl pacnonoXeHUs DPEKBU3MTOB Ha
AOKYMEHTOB OnaHKax: yrioBod u mpoaonbHbId. [IpaBuna opopmiieHrs peKBU3UTOB TOKYMEHTOB.
TpeboBanust k OnaHkamM JOKyMEHTOB. TpeOoBaHMsSI K W3rOTOBIICHUIO, YYETy U
XPaHCHHIO TePOOBBIX OJIAHKOB.
Crpykrypa Tekcra. JIOKyMEHTBI IPOCThIC U cIIoXKHBIe. O0ImMe TpeOOBaHUS K TEKCTY
JOKYMEHTA: KPaTKOCTb, YETKOCTh, SICHOCTb U3JI0KEHHUS.
CnyxeOHbIE OTMETKM Ha JOKYMEHTaX, WX Ha3HAUY€HHWE U PAacCIoJIOKCHHE B
nokymente. CiayxeOHble OTMETKH O MOCTYIUICHUH JTOKYMEHTOB, 00 HCIIONHUTENE, O
KOHTpOJIe, 00 NCIIOJTHEHUH IOKYMEHTAa U HalpaBJICHUH €ro B JIEIO.
IpakTHYeCKHE 3aHATHSI 2 2
Camocmosamenvnasn padboma o0yuarOwuxcs: 2 6
1 | Mzyanrs TOCT P 6.30-2003. 2
Tema 1.4. Cooepoicanue yuednozo mamepuana: 4
opraHCnP;caTlfpl:loimo- Ha3nauenne u cocTtaB OpraHM3allMOHHO-PACHOPAIUTENIBLHON JTOKYMEHTAlUH.
pacnopsiguTeab- | OpraHu3anMoOHHBIE JOKYMEHTBI NMPEANPUATHA M OPraHM3alMi: YCTaB, IOJIOKEHHE,
HOi WHCTPYKLIMK, TIpaBuia, periameHT. llopsaok wux odQopmieHHs, OCOOCHHOCTH
AOKYMEHTAIlUN
COJIepKaHusl.
PacniopsiautenbHble  JOKYMEHTBI:  MOCTAHOBJIEHUE, TPHUKA3, pacHopsKEHUe,
peuienue, ykazanue. OcOOEHHOCTH HX cocTaBiieHuss u odopmienus. [lpouenypa
W3/IaHMS PACTIOPSAUTENbHBIX JOKYMEHTOB.
2

IIpakTHYecKue 3aHATHS




Camocmosamenvnasn paboma odyuarowuxcs: 2 8
1 | TIpopaGorka npoiineHHOr0 MaTepuaa 1 4
2 | CocraBuTh: IPHKA3 110 OCHOBHOII STEILHOCTH, MIPUKA3 [0 INYHOMY COCTABY. 1 4
Tema 1.5. Cooepicanue yuebnozo mamepuana: 2 1 2
CI%I;(;;S;’:{&O_ Hasnauenue u coctaB cripaBOYHO-UH(DOPMAIIMOHHONM U CIPAaBOYHO-aHATUTHICCKON
nHpopmamuon- | fokymentauuu. CocrtaBnenrne U 0QOpPMIIEHHE  CHPaBOYHO-MH(OPMAIMOHHBIX
cn 1;‘:;13110_ (IpOTOKOJBI, JOKIAJAHbIE U OOBSICHUTENIbHBIC 3aIUCKH, NMPEUIOKEHUS, 3asBICHUS,
aHAa JII;ITH.{eCROﬁ MMCbMa) IOKYMEHTOB.
JAOKYMEHTaLMU CocraBienne u o(OpMIICHHE CIPABOYHO-aHAIUTUYCCKUX JIOKYMEHTOB (aKT,
CIpaBKa, CBOJIKA, OT3bIB, CIIMCOK I€PEUEHB).
IIpakTHyecKue 3aHATHS 2
Camocmoamenvnan paboma odyuaOuuxcs: 2 8
1 | Ipopa6oTka npoiinenHoro MaTepnana 1 2
2 | CocTaBHTB: aKT, IPOTOKOJL. 1 2
KoHcHeKxT neKimii mo pasaeny (3/0) 4
Paznen 2. Opranusauusi padoThl ¢ JIOKYMEHTAMM. 24 2
Tema 2.1. Cooeporcanue yuedbnozo mamepuana: 4 1 1,2
Opraﬂmauﬁuﬂ [Tonstue «IOKYMEHTOO000pOT. O6mmue PUHLUIIBI OpraHu3aluu
HOKyMelT{; 0000po noKyMeHTooOopoTa. CpelcTBa JOCTaBKH M OTIPABKHA JNOKYMEHTOB. CTpyKTypa W
o0miasi XapaKTepUCTHKAa OCHOBHBIX JOKYMEHTOMOTOKOB. [lopsimok oOpaboTku
JNOKyMeHTOB. OpraHuzanus mnpuema, NepBUYHON 00pabOTKU, HOCTaBKU U OTIPABKHU
JOKYMEHTOB. Y4eT 00beMa JOKYMEHTO0000poTa.
DNEeKTPOHHBIN IOKYMEHTOOOOPOT U OCHOBHBIE TPEOOBAHMSI K €TI0 OpTraHU3aIlNH.
Hanpasnenust coBepIiieHCTBOBaHUS JOKYMEHTOOOOPOTA U MYTH €r0 COKPAIICHHUS.
WHeTpykunsg 1mo Jenonpou3BOACTBY (paboTe € JOKYMEHTaMH) — HHCTPYMEHT
3aKpEIUICHUS €AMHOI0 MOPSAJIKA TEXHOJIOTUYECKUX ONEPALU ¢ JOKYMEHTaMU.
Opranmzanus pabOThl C JIOKYMEHTAaMHU C YYETOM HEOOXOAMMOCTH 3alllUThI
nH(OpMAallUK: HECAaHKIMOHHUPOBAHHOE KOIMUPOBaHWE, HETJacHOe O3HAKOMIICHUE,
YHUYTOXKEHHUE JIOKYMEHTOB, MOPSAOK JOCTymna K jaenaMm. BzammonencTBre Ciryx ObI
JTIOKYMEHTAI[MOHHOTO 00eCTIeUeHus YIPaBJICHHsI CO CIIYyK00i1 0€30MacHOCTH.
IIpakTHyeckne 3aHATHUS 1
Camocmosmenvnas paboma 00yuanOuiuxcs: 4 8
1 [ IlpopaboTka mpoiIeHHOTO MaTepuaa 2 4
2 | IlogroroBka pedepaToB 2 4
Tema 2.2. Cooeporcanue yuedbnozo mamepuana: 4 12




Perncrpanus
JOKYMEHTOB U
KOHTPOJIb 32 UX
HCIOJTHEHHEM

[lonsiTue «peructpauusi AOKYMEHTOB». TpaaullMOHHBIE 3a/la4dl PETUCTPALUU
JOKYMEHTOB. Perucrpanmsi Kak TEXHOJOTHUYECKasl OIepamusi CO3JaHus Oa3bl
JTaHHBIX O JOKYMEHTaX.

3HaueHue (QYHKIMM KOHTPOJS WCIOTHCHUS JOKYMEHTOB B JIEATEIHHOCTH
anmapata ynpasiieHus. OTBETCTBEHHOCTbh CIEIUAINCTAa 32 HCIIOJIHEHUE
JIOKYMEHTA.

3amaun cay>KO0bl JOKYMEHTAIMOHHOTO OOEeCIeueHHusl yIpaBieHHUs B 00JIacTH
KOHTpOJISI 332 CpPOKAMHM UCIOJHEHHUS JOKYMEHTOB. (CHOBHBIC MPUHIIUIIBI
opraHu3ainuu KoHTpoJisi. Kareropuu AOKyMEHTOB, MOJJIEKAIIUX KOHTPOIIIO.
Cpoku HCIONHEHHUS JOKYMEHTOB. ABTOMATH3WPOBAHHBIE CHUCTEMBbI KOHTPOJIS
WCIIOTHEHUS JOKYMEHTOB.

AHanu3 JaHHBIX 00 MCHOJHEHMH JOKYMEHTOB, HCIIOJb30BaHHE €ro
pe3yIbTaTOB B JACSITEIILHOCTH arlliapaTa yrpaBJIeHUs.

IlpakTnyeckne 3aHATHSA

Camocmosamenvnas paboma 00yuaOuuxcs:

1

IIpopaboTKa MPOHIEHHOI0 MaTepHaia

2

IToaroroBka M 3ammra peepaToB

= NINY)

AlB[oo(No
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Tema 2.3. Cooeporcanue yuedbnozo mamepuana: 2 1,2
Ogrzz‘lfll:gﬁ;;“” Homenknarypa aen Kak HMHCTPYMEHT OOECIEYeHHs COXPAHHOCTH JIOKYMEHTOB.
HOEyMeHTOB Buapl HOMeHKIIaTyp e, uX Ha3HavyeHHe. PoJib HOMEHKJIATYpHI JIeJl B 00eCreueHUur
CUCTeMAaTH3allK JOKYMEHTOB u (hopMupoBaHuH Jeil. TpeboBaHUs K COCTABICHUIO U
BEJICHUIO HOMEHKIATypbl Jeil npu paboTe ¢ JoKymMeHTamu. ['pynmupoBka
WCIIOJIHEHHBIX JOKYMEHTOB B jena. OOmme TpeOoBanusi K (HOPMHUPOBAHHUIO JEI.
[IpuHIMIIBI cHUCTEMaTU3allMd JIOKYMEHTOB BHYTpHW Jeid. ['pynmnupoBka B jena
OT/EJIbHBIX KaTErOPUil JOKYMEHTOB.
Opranm3anys CrnpaBOYHOM pPaOOTHI MO MCIOJHEHHBIM JOoKymMeHTaM. JlocTym k
nokyMeHTaM u wuHpopMmanuu. [lopsgok BbIAAYM JTOKYMEHTOB BO BPEMEHHOE
nonp3oBaHue. llpaBuia W CpoOKM XpaHEHUS JIOKYMEHTOB B  CTPYKTYPHBIX
MOJpa3ICICHUX.
Opranuzanus 3KCIepTU3bl LIEHHOCTH JOKYMEHTOB B OpraHU3alMH. Y CTaHOBJIEHUE
CPOKOB XpPaHEHHS JOKYMEHTOB. Y CJIOBUSI YHUUTOKEHUS [IOKYMEHTOB.
OcHoBHbIe TpeOoBaHus K odopmiieHHto nei. [lomHoe nim yactuaHoe opopmiieHUe
JIe] B 3aBUCHUMOCTHM OT CpOKOB XpaHeHud. [logmmumBka nen, Hymepamnus JIMCTOB.
3aBepuTebHas Haanuch. BuyTtpenusas onuck. OdopmiieHne OOJOXKKH e
IMOCTOSIHHOTO U BPEMEHHOTO XPaHEHUS.
CocraieHus ONKCH Ael U riepeaada Jies B apxuB. OTBETCTBEHHOCTh OpraHU3aluil
3a COXpPAaHHOCTb JOKYMEHTOB.
IIpakTHYeCKHe 3aHATHS 1
Camocmosamenvnan padboma 00yuanOuiuxcs: 4 12
1 [ IlpopaboTka mpoiIeHHOTO MaTepHaa 2 2
2 [ IlogroroBka pedeparon 2 4
KoncnekT aexmuu no pasneny (3/0) 4
3amuTa JoOMamHed KOHTPOJILHOM padoTHI (3/0) 4
dopma koHTpOJIsi — ITOoroBasi KOHTpPoOJbHasA paboTa 1
Bcero: 70 70
TeopeTnueckoro o0y4eHus 32 4
IpakTH4yecKux 3aHATHI 16 4
CamocTosiTeIbHOUH PadoThI 20 62

Jnist XapaKTepUCTUKU YPOBHSI OCBOCHHS y4eOHOT0 MaTepualla HCIIOJIb3YIOTCS CIeyIoIue 0003HaYeHHUS:
1. — 03HaKOMUTENBHBIN (y3HaBaHUE paHEe U3yYEHHBIX OOBEKTOB, CBOICTB);
2. — penpoAyKTHBHBIH (BBINOJIHEHUE NEATEILHOCTH M0 00pa3ily, HHCTPYKIIMH WIH MO PyKOBOJICTBOM)

3. — IPOAYKTHBHBIH (TUTAHUPOBAHKE U CAMOCTOSITEIIHLHOE BBHITIOJTHEHUE ICATEILHOCTH, PEIIEHHE IPOOIEMHBIX 3a/1a4)
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3. CAMOCTOSATEJBHASA PABOTA OBYUYAIOIIUXCSA

CamocrositesibHass padora cryaeHToB (CPC) — »T0 mianupyemas ydyeOHass W HaydHas
paborta, BbIIOJHAEMAas 10 3aJaHUI0 TMPENoJaBareiii IMOJ €ro METOJUYECKMM U HayYHbIM
PYKOBOJICTBOM.

CPC 1o naHHOW JUCHUILUIMHE BKIIIOYAECT:

- TOATrOTOBKY K ayJAMTOPHBIM 3aHITHUSIM (MpOpabOoTKa MpPOIICHHOTO yueOHOro MaTepuala 1o
KOHCIIEKTaM, PEKOMEHJIOBAaHHOM IMpernojaBaTesieM Yy4eOHOM M HAydyHOM JIMTepaType; H3y4YeHHUE
y4eOHOro MaTepuaa, IePeHECEHHOTO ¢ ayMTOPHBIX 3aHIATHI HAa CAMOCTOATEIbHYIO TPOPAOOTKY)

- TOATOTOBKA K MPAKTHYECKUM 3aHSITHUSIM,

- BBIIOJIHEHHE WHAMBHUAYAIbHBIX CaMOCTOSITENIBHBIX TBOPYECKUX pabOT U 3aJaHuit
(BBIMOIHEHUE MTPAKTHYESCKUX JOMAIIHUX 3aJ[aHni, Hankucanue pedeparos).

Pacnipenenenue OwomxeTa BpeMeHH Ha BbinoidHeHUe mHAuBUAyalbHbIX CPC mpencraBieHo B
tabmuie 3.

Tabmuua 3 — Yuebno-meronuueckas (TexHonorunyeckas) kapra CPC

Howmep pazmenaun | ®/O Kon m HaumeHoBaHune O6wem | Cpoku | Peko- dopma
TEMBI TUCIUILUTHHBI WHAWBUAYaIBHOTO MPOEKTa — yacoB | BbIN- | MeHny | KoHTpoist CPC
3aganust unu Buga CPC Ha HUA eMbIe
CPC YMM
1 2 3 4 5 6 7
Texkymmii
o mpopaboTKa TeOPETUICSCKOTO 10 [1,2,3, | KOHTpOIb,
P.1.,P.2; MaTepuana; 6,7] HUTOTOBBIN
KOHTPOJIb;
P.1.: Tema 14, BBIIIOJIHEHNE JOMAIIHUX [1-5] Texymui
Tema 1.5. MPaKTUYECKUX 3aJaHUil; 4 KOHTPOIIb;
[1-7] [Ty6nuynas
P.1.,P.2. MOJITOTOBKA ¥ 3amuTa pedepara 6 2 Heql. 3alIuTa
Texymmit
mpopaboTKa TeOPETUIECKOTO 38 [1,2,3, | KOHTpOI®,
P.1,P2; 3 Marepuaa; 6,7] HUTOTOBBIH
KOHTPOITb,
P.1,P.2. BBITIOJTHEHHE JOMAIIHEN 6 [1-5] Texymuit
KOHTPOJIBHOH paboTHI; KOHTPOITb,
P.1.,P.2; NOJrOTOBKA U 3amuTa pedepara 8 2Hen. | [1-7] [Ty6nuunas
3amuTa
KJI - xOHCHEKT JIEKIUH IO TEMAaTUKE 10 2Hen. |[1,2,3, | 3amuTa JeKIUU
P.1,P.2. paszenoB (OyMaKHBI HOCHTEIIb, 6,7]
TIpe3eHTalNs)
OO0mme 3aTpaThl BpeMeHH CTYyIeHTOM 1o BeceMm Bugam CPC o 3
CPC: moaroToBKa K JEKIINOHHBIM U MTPAKTUIECKUM 3aHITHIM 10 38
CPC: BBINIOJTHEHUE TPAKTHUECKUX 3alaHUI 4
CPC: BbInosHEHNE TOMAIIHEH KOHTPOJIBHOM paboThI 6
CPC: BhINOJIHEHUE UHAMBUIYyJIbHBIX 3a1aHui (pedhepaToB) 6 8
CPC: xoHCTIEKT JeKIHi - 10
Hroro: 20 62
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4. YYEBHO-METOINYECKOE 1 THOOPMAIIMOHHOE OBECIIEYEHHE
JUCIHUIIVIMHBI (ITO BUJAM YYEBHOU PABOTBI 1 ®OPMAM KOHTPOJIA)

Tabmuna 4 — VYueOHO-MeTOgMUYECKOEe oOOecredeHne TUCHMILIMHBI «/loOKyMeHTalmoHHOe

o0ecrieueHne yrpaBICHU»

Kon un Y4yeOHO-MEeTOANYECKUN MaTepHall Koimn-Bo
HauMeHOBaHHE | NeNe HanmeHnoBanue 9K3.
CHELUAIbHOCTH

40.02.01 OcHoBHas iuTEpaTypa

«IIpaBo u 1 Kysnenos 1.H. JlokymeHTannoHHOE 00ecrieueHue ypaBieHus U 10
OpraHM3anus JEJONPOU3BOACTBO: y4el. Uit GakanaBpoB 1o 3koH. crerl. /M.H.
COLMATBHOTO Kysnenos. - M.: FOpaiir, 2012. - 576 c.
obecreyenusy | 2 Jlapuonosa T.M. JIokyMeHTalIMOHHOE 0OECIICUEHNE YIIPABICHHS 5

nepconanom: yued. nocooue / T. M. Jlapuonosa, JI. A. Pymbiauna. -
M.: ®opywm, 2012. - 416 c.

JlonosHUTEIbHAS JTUTEpPaTypa

3 Poroxun M.1O. [lokyMeHTallMOHHOE 00SCIICUCHUE YIIPABICHHUS: 3
yue0.- npakt. nocodue / M.IO. Poroxus. - M.: [IpocnekT, 2009. -
383 c.

4 Opunosckuii FO.11., Ky3nenos [J.JI. KagpoBoe nenonpou3BoacTBO 3

(mpaBoBbIe ocHOBEI). [IpakTHdeckoe mocodue /o pex.
FO.I1.Opnosckoro. — M.: FOpunnaeckas ¢pupma «KorTpakT», 2009.-
239 c.

5 yp-Tpyxanosuyu JI.B. KagpoBsie mprkassl: cOCTaBIeHUE 110 2
yau¢umupoBaHHeM Gopmam: [Ipakrudeckoe mocobue - 2-e U3,
niepepad. - ("bubdmmoreka xxyprana "Kanpsr npennpusitus” — Bei.4)
— M.: U3natensctBo @unnpecc, 2008 — 174 c.

6 [Tonosuy E.A. JlokyMeHTaIllMOHHOE O0CSCIICUeHUE ITPABICHUS 9BC
nepcoHasioM: Yueb.nmocodue. — Openoypr, 2014, — 112c. «PykoHT»

Ilepuoguveckue N31aHUA

~

Kypnan «Kanposoe geiao»

8 Kypnan «/lenonpon3BoacTBO»

5. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUME JUCHUIIJINHBI

B tabnune S5 mpeacraBieHsl 00IIEYHUBEPCUTETCKUE PECYPCHI M PECYpChl KOJUIEIKA, KOTOPhIE
JIOJKHBI OBITH MCIIOJIb30BAHBI JUIsl TOJTHOLEHHOTO U3Y4YEeHHUs JUCLIUIUINHBL.

Tabmuma 5 — CBenenus 00 OCHAIIEHHOCTH 00pa30BaTEIBLHOrO MPOIiecca CHEeHaTu3UPOBAHHBIM
U 1aOOpaTOpPHBIM 000PYAOBaHUEM

Hcnonp3yembie crienuaIn3upoBaHHbIC [lepeueHnb 00OPY0BaHUS U CUCTEM [Tpumeuanmne
ayTUTOPHH U JTA0OPaTOPHH
Ne HanmenoBanmne NoNe HanmenoBanue Koa.
n/n
1 JlekumonHas ayguTopus Crnenmanu3upoBaHHAs
Mebenb (yueOHast),
HaOop
JIEMOHCTPAIIMOHHOTO
00opyIoBaHUS
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http://lib.esstu.ru/cgi-bin/irbis64r_91/cgiirbis_64.exe?Z21ID=&I21DBN=BOOKS&P21DBN=BOOKS&S21STN=1&S21REF=3&S21FMT=fullwebr&C21COM=S&S21CNR=20&S21P01=0&S21P02=1&S21P03=A=&S21STR=%D0%9A%D1%83%D0%B7%D0%BD%D0%B5%D1%86%D0%BE%D0%B2,%20%D0%98%D0%B3%D0%BE%D1%80%D1%8C%20%D0%9D%D0%B8%D0%BA%D0%BE%D0%BB%D0%B0%D0%B5%D0%B2%D0%B8%D1%87
http://lib.esstu.ru/cgi-bin/irbis64r_12/cgiirbis_64.exe?LNG=&Z21ID=&I21DBN=BOOK&P21DBN=BOOK&S21STN=1&S21REF=3&S21FMT=fullwebr&C21COM=S&S21CNR=20&S21P01=0&S21P02=1&S21P03=A=&S21STR=%D0%9B%D0%B0%D1%80%D0%B8%D0%BE%D0%BD%D0%BE%D0%B2%D0%B0,%20%D0%A2%D0%B0%D1%82%D1%8C%D1%8F%D0%BD%D0%B0%20%D0%9C%D0%B8%D1%85%D0%B0%D0%B9%D0%BB%D0%BE%D0%B2%D0%BD%D0%B0
http://lib.esstu.ru/cgi-bin/irbis64r_91/cgiirbis_64.exe?Z21ID=&I21DBN=BOOKS&P21DBN=BOOKS&S21STN=1&S21REF=1&S21FMT=fullwebr&C21COM=S&S21CNR=20&S21P01=0&S21P02=1&S21P03=A=&S21STR=%D0%A0%D0%BE%D0%B3%D0%BE%D0%B6%D0%B8%D0%BD,%20%D0%9C%D0%B8%D1%85%D0%B0%D0%B8%D0%BB%20%D0%AE%D1%80%D1%8C%D0%B5%D0%B2%D0%B8%D1%87
http://www.iqlib.ru/publishers/publisher/0842891FF2404F979D25EEDD472E36F6

6. KOHTPOJIb U OIIEHKA PE3YJIBTATOB OCBOEHUS YUEBHOM
JUCHUIIJIMHBI
Tabnuia 6. @opMbl 1 METOBI KOHTPOJIS PE3YIBTATOB O0YUEHHUS.

PesyabTaTnl 00yyeHus
(ocBOCHHBIC YMEHHs1, YCBOCHHbIC 3HAHHUS

@opMbI U METOAbI KOHTPOJISI U OLIEHKHU
pe3yJbTaToB 00y4eHus

B pe3ysabTare 0cBOeHUS TUCHUTLIHHBI
00y4arouuiics 10/I5KeH yMeTh:

oOpMIIATH OpraHU3AIMOHHO-PACTIOPSTUTEIILHBIC
JIOKYMEHTBI B COOTBETCTBHUH C JICHCTBYIOITUM
I'OCTowm;

OCYIIECTBJIATH 00pabOTKYy BXOJAIINX,
BHYTPCHHUX U UCXOOAIINX JOKYMCHTOB,
KOHTPOJIb 32 X UCITOJTHCHUEM;

o(hopMIIATH TOKYMEHTHI JUIs IEpeayy B apXUB
OpraHu3aIlNH;

B pe3ysabTare ocBOeHUS TUCHUTLIHHBI
o0yvyaruuiics 10J17KeH 3HATh:

MOHATHE IOKYMEHTA, €r0 CBOMCTBA, CIIOCOOBI
JOKYMEHTUPOBAHUS;

MpaBHJIa COCTABJICHUS M 0(OPMIICHUS
OpraHU3aAIMOHHO-PACTIOPSATUTETHHBIX
nokymMeHTOB (najnee - OPJ1);

CUCTEMY U TUIIOBYIO TEXHOJIOTHIO
JOKYMEHTAI[MOHHOTO O0EeCTIeUeHUs yIIPaBICHUS
(manee - 10Y);

0COOEHHOCTH JICJIONPOU3BOJICTBA IO OOpAIICHUSM
rpax/aaH U KOH(QUICHIUAIBLHOTO
JIEIIOTIPON3BO/ICTBA;

[IpakTrueckue 3aHATUS

Y CTHBIN OTBET

[IpoBepka qomanmHux 3agaHui
3amuTa pedepatoB
CamocrosTenpHas paboTa 1o
WHIUBUTYAJIbHBIM 32/IaHUSIM
KontponbHas pabora
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MHWHOBPHAYKU POCCUA
denepanbHOE rocy1apcTBEHHOE O10JKETHOE 00pa30BaTENIbHOE YUPEXKIEHUE BBICILIEr0 00pa3oBaHUs
«BocTtouno-Cubupckuii rocy1apCTBEHHBI YHUBEPCUTET TEXHOJIOTUN U YIIPABICHUS»

TexHOTOrMYECKUHA KOJUIEIK

®OH/I OLIEHOYHBIX CPEJICTB

mucuumuiniel OI1.13. «/lokymMeHTanmonHoe o0ecrieyeHue yrpaBaeHUs» 10
cnenuanbHocT 40.02.01 «IIpaBo 1 opranu3anus COUUaIbHOIO 00ECIICUEHUS

Vnag-Ym
2018
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Conepxxanue

[TacriopT oHIa OIIEHOYHBIX CPEICTB
3amanust K KOHTPOJIBHBIM paboTaM, pedepaTamM U UTOTOBOTO KOHTPOJIS C

KPpUTCPUAMU OLICHUBAHUWA
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1. HACHOPT ®OHJAA OHEHOYHbBIX CPEACTB
1.1. TemaTrnuyeckasi CTPYKTypa KOHTPOJIbHO-U3MEPUTEIbHBIX MAaTEePHAIOB

Jns mpoBeneHUs BXOAHOTO M TEKYILIEro KOHTPOJIA, a TakKe B Ipollecce MPOMEKYTOUHOM

arrecrauuu npenoaaBaTciiceM HCITIOJIb3YHOTCA KOHTPOJbHO-U3MCPUTCIIbHBIC MaTcpurallbl,
HAaNMMCHOBAHUC TCMATHK KOTOPLIX MPCACTABJICHLI B Ta6JII/II_[e 1.

Ta6muma 1 - Temarnueckas ctpykrypa KUM.

No HaumenoBanue paszjena AUCITUIIIUHBI HaunmeHoBaHME TeMEBI

1 | Pa3gen 1. JlIoKkyMeHTHpOBaHUE 3aIuTa pedeparon
praBnqueCKoﬁ JEATCIbHOCTH KOHCIIEKT JICKIIUH

2 | Pasgen 2. Opranuzarus paGoTsI ¢ 3aluTa TOMAITHUX MPaKTUIECKUX padoT
JIOKYMEHTaMU

B mponecce arreCraguu OLCHUBAKOTCA PE3YyJIbTAThI O6y‘IeHI/Iﬂ Ha YpPOBHAX: 3HAHU,

IMOHUMaHus, IPUMCHCHHUS.

B mponecce KOHTPOJIA OLCHUBAIOTCS PE3YJIbTAThL O6y‘{eHH${ Ha YpOBHAX: 3HAHUA, IOHUMAHU,

YMEHUS, IPUMEHEHUS.

B MpoueCCce 3allUThbl IIPAKTUHYCCKHUX pa60T n CPC OLICHUBAKOTCA PE3YyJIbTAThI O6y‘~ICHI/I$I Ha

YPOBHAX: 3HAHUSA, IPUMCHCHUS.

Oa.

HpI/I MOBTOPHOM IIPEAOCTABICHUU UHAUBUAYAJIBHOI'O 3alaHUA HWTOTOBBIM 0ajIia CHHKaeTcs Ha 1

Hrtorosas arrecrauus npoxoauT B YCTHOﬁ (I)opMe C 3a4YCTOM PpPE3YJIbTATOB BbIIIOJIHCHHUA

VHIUBUIYAIbHBIX 3aJaHU U KOHCIIEKTOB JICKIUH.

TpeboBanust k ycTHOM caaue qudGepeHIMpOBaHHOTO 3a4eTa:

1. nonHOTa U CONEPKATENBHOCTh PACKPBITHS BOIIPOCA;

2. TOYHOCTb U3JIOKEHHUSI HOPMATUBHOIO MaTepHuaa;

3. JIOTUYHOCTH U TOCIIE0BATEILHOCTD H3JI0KEHUS,

4. mpaBUIbHOE YHOTpeOJIeHHEe KaTerOpUHOro anmnapara.

Kpurepuu oneHku:

B nporiecce KOHTpOIISI OLIEHUBAIOTCS pPe3yJIbTaThl 00yYeHHs Ha YPOBHSX: 3HAHUS, TOHUMaHMUS,

YMEHUS, IPUMEHEHUS.

B mponecce 3ammrtel npaktudeckux padbor u CPC oueHuBaroTcs pe3yiabTaTbl 0OydeHHs Ha

YPOBHAX: 3HAHUSA, IPUMCHCHUS.

1.2 Kputepuu olleHKH HA MPOMEKYTOYHOI M HTOTOBOI aTTeCTAlMHU

OneHuBaHue 3HAaHUM, YMEHUI U HABBIKOB IMPOU3BOIUTCS MO IIKAJE:
OTJINYHO, XOPOLIO, YIOBIETBOPUTEIBHO, HEYIOBIETBOPUTEIILHO.

Tabnuua 2. Kpurepuu oleHku.

Orenka Ycnosusa

OtnnuHO OOyuaromuiics ~ TOJHO  M3/laraeT  M3y4YeHHbI  Marepuai,
0oOHapyXHMBaeT MOHUMaHUE MaTepuana, MOXEeT 000CHOBAaTh CBOM CYXKIECHUS,
IPUMEHATh CBOM 3HAaHUSA HA IPAKTHKE, NPUBOAWUTH IPHUMEPHI, H3JIaract
COOTBETCTBYIOILYIO IPOIEAYPY MOCIIEI0BATENHHO U MPABUIIBHO.

Xoporo OOyuaromuiics  JTaeT  OTBET,  YAOBJETBOPSIOMIMH  TeM  Ke
TpeOOBaHUSAM, YTO U OLIEHKA «5», HO JomycKkaeT 1-3 ommuOKH, KOTOpble caM
K€ HCIpaBisieT, W 1-2 Hegouera B IOCIENOBATEIBbHOCTH HU3JIOKEHUS
COOTBETCTBYIOLIEH MPOLETYPHI.
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Y 10BIETBOPUTENBHO OOyuaromumiicss OOHApy>KMBAaeT 3HAHWE M TOHUMAaHHWE OCHOBHBIX
NOJIOKEHUH, HO H3JIaraeT MaTepuan HEMOJHO, JOIYyCKaeT (haKTH4YecKue
HETOYHOCTH, HE YyMeeT O0O0OCHOBaTb CBOM CYXACHHUS U IPUBECTH
HE00X0IMMbIe IPUMEPBI, U3J1araeT MaTeprall HeloCIe10BaTeIbHO.

HeynosnersopurensHo OOyuatomumiicss ~ oOHapy)XMBaeT  He3HaHHE  OOJNbIIeH  YacTu

COOTBETCTBYIOIIIETO ~ Marepuaia, JOoIyckaeT (akTUYecKue  OIINUOKH,
0eCcropsJOYHO M3JIaraeT MaTeprall.

Kpurtepuu onenuBanus pedepara:

1. CootBercTBHE pedepaTa TEME.

2. I'myOuHa 1 MOJHOTA PACKPBITUS TEMBI.

3. JloruyHOCTb, CBA3HOCTh M3JI0KEHHS MaTepHaa.

4.  SI3pIKOBas MPaBUIIbHOCTh, TPAMOTHOCTD HAITMCAHUSL.

5. CtpyKTypHas ynops104€HHOCTb (HaJIH4ne BBECHUS, OCHOBHOM YacTH, 3aKIIOYCHHUS,
UX ONTUMAJIbHOE COOTHOIICHHE).

6. Odopmienne (HaTu4yue TUIaHa, CIIUCKA JIMTEPATYPHI).

[Tpu oneHMBaHUM pE3yNbTATH BXOJHOIO KOHTPOJISI HE YUUTBHIBAKOTCS, KaK OLICHKA, 4 pACCMATPUBAIOTCS
KaK II0Ka3aTellb Iporpecca 3HaHUM U yMEHUH CTYICHTA.

Temsl pedepartos:

1. Dtansl pa3BUTHS ACIONPOU3BOACTBA B Poccum.

2. HopmaTtuBHO-TIpaBoBasi 6a3a COBPEMEHHOTO JICJIONPOU3BOJICTBA.
3. JIOKyMEHT U ero IopuanyecKas cuia.

4. Bwuabl TOKYMEHTOB, UX KJIacCU(PUKALIMSL.

o

6
7.
8.
9

3anauu, QyHKIUH U CTPYKTYpa CIY>KObI TOKYMEHTAllMOHHOI'O 00ecIeYeHus YIpaBIeHHUS.
YHuUKanMa ¥ CTaHAapTU3ALKUS TOKYMEHTOB.

SI3BIK U CTUJIb YIPABIEHYECKHX JOKYMEHTOB.

Cucrema opraHu3allMOHHO-PacoOPSIAUTEIbHON JOKYMEHTAIMH.

Haznauenue 1 coctaB OpraHn3alliOHHO-IIPABOBOM JOKYMEHTALIUH.

10. Cocrasnenue u opopmiieHHe HHPOPMATMOHHO-CIIPABOYHBIX TOKYMEHTOB (TIPOTOKOI,
JIOKJIa/IHas 3amKcKa, OObSICHUTENIbHAS 3alMCKa, IPeASIoKEHHE, 3asBICHUE).

11. Tlpuka3sl MO OCHOBHOM JNESITEIBHOCTH U MPUKA3bI 110 TUYHOMY COCTaBY.

12. OO6ume mpaBuia BeJCHUS TPYIAOBBIX KHIKEK.

13. OdopmiieHne TOKYMEHTOB IIPH NpHeMe Ha padoTy.

14. OdopmiieHne JOKYMEHTOB MU MEPEBOIE U PACTOPKEHUH TPYAOBOTO JOrOBOPA.

15. JIuunoe neno paboTHUKA.

16. JlomKHOCTHAst MHCTPYKLHUSA, ee (QYHKIIMU U CO/IepIKaHUe.

17. JlokyMeHTHpOBaHHE MPEIOCTABICHHS OTITYCKOB U KOMaHIUPOBOK.

18. JloroBopHO-TipaBOBast JOKYMEHTAIHSI.

19. IIpereH3MOHHO-UCKOBAS JOKYMEHTAITHSI.

20. TpeGoBaHwus, MpenbsIBIIEMbIe K 0POPMIICHHIO U COACPKAHNIO (PUHAHCOBO-PACYETHBIX

JAOKYMCHTOB.

21. Pabota ¢ oOpalIeHusIMA TPaXIaH.

22. 3anmTa nepcoHaIbHBIX JaHHBIX PAOOTHUKOB.

23. Opraamu3amys JOKyMEeHTO000pOTa B OPraHU3aIlHH.
24. CocraBrneHUE HOMEHKIIATYPHI JeT.

25. ®opMHpOBaHUE U XpaHEHUE JICI.
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10.
11.

12.
13.
14.
15.
16.
17.
18.
19.

20.
21.
22.
23.
24,
25.
26.

217.

28.
29.

30.
31.

32.
33.

34.
35.

BOI’IpOCbl Umo206020 KORmMpOJia

CyIIHOCTb U CTPYKTYpa JOKYMEHTAIIMOHHOTO 00ECTICUeHHs YIIPaBICHUSI.

Ponp pokymeHTanMOHHOro oOOEecCneueHUs YIpPABJIEHUsI B JESATEIBHOCTH OpraHMU3aluil U
roCy/IapCTBEHHBIX OPTaHOB.

HanpaBnenuss rocynapcTBEHHOTO peryJlMpOBaHHs JIOKYMEHTAI[HOHHOTO oOecreueHus
yIpaBJIEHUS: COCTaB U 00I1ast XapaKTePUCTHKA.

Buap! 10KyMEHTAIIMOHHOTO 00ECTIeYeHHs YIIPABICHHS: COCTaB M 001Iast XapaKTepUCTHKA.
CocTaB U Ha3HAYECHHUE 3aKOHOAATEILHBIX akTOB Poccuiickoit denepanuu, peryaupyronmx
JOKYMEHTAIMOHHOE 00ECTICYCHHE yIPaBICHHS.

CoctaB ¥ Ha3HaYeHHME HOPMATUBHBIX TIPABOBBIX AaKTOB (elepalibHbIX OpPraHoB
UCTIOJTHUTENIHOW BIACTH, PETYIUPYIOIUX JOKYMEHTAIMOHHOE 00ECTIEYeHNE YIIPABICHHUSL.
CocTtaB ¥ Ha3HAUYE€HUE TOCYAAPCTBEHHBIX (HALMOHAJIBHBIX) CTaHAAPTOB, PErYIHPYIOMINX
JOKYMEHTAIMOHHOE 00ECTICYeHHE YIIPABICHHS.

Haznauenne u o0mias xapakTepuCcTUKa TOCYJapCTBEHHOH CHCTEMbI TOKYMEHTAllMOHHOIO
oOecrnieueHus ynpaBIcHUS.

Ponp yHudukanum v craHgapTU3alMd JOKYMEHTOB B COBPEMEHHOM JOKYMEHTAIlMOHHOM
o0ecrieueHny yrpaBIeHHUsL.

CocraB 1 Ha3HaueHUE YHU(DUIIUPOBAHHBIX CUCTEM JIOKYMEHTALIUH.

CoctaB u Ha3HaueHHE OOIIEPOCCHICKHUX KIACCU(PUKATOPOB TEXHHUKO-IKOHOMHYECKOH W
COLIMANIbHOM MH(OPMALINH.

OcHOBHbIE IOHATHS U TEPMUHOJIOTHS JOKYMEHTAMOHHOIO 00eCIeYeH s yIIpaBICHUS.
CyIIHOCTh, OCHOBHBIE aCTEKThI U CBOMCTBA YIPABIECHUYECKOTO JOKYMEHTA KAK CUCTEMBI.
Knaccudukarus ynpaBieHYeCKHX JOKYMEHTOB.

O6mue TpeboBaHMs K TOKYMEHTUPOBAHUIO YITPABICHUYECKOM J1eATEIbHOCTH.

OO6mme mpaBuiia 0OpMIICHHUS TOKYMEHTOB.

OO61mas xapakTepucTHKa TpeOOBaHUN K TEKCTaM YIIPABICHYECKUX IOKYMEHTOB.

CocraB 1 00111as1 XapaKTepUCTHKA PEKBU3UTOB YIIPABJIEHYECKOIO JOKYMEHTA.
OcoOenHoct oQoOpMIIEHHST TEKCTOB YIPABICHYECKUX JOKYMEHTOB B aHKETHOH,
TpadapeTHOI 1 TabIU4YHOHN popMe.

HazHnaueHue u cocraB OpraHu3alliOHHO-TIPABOBBIX JOKYMEHTOB.

Ha3nauenue u coctaB pacopsAUTENbHBIX JOKYMEHTOB.

Ha3znauenue u coctaB HH(OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

Ha3nauenue u coctaB TOKyMEHTOB 110 JUYHOMY COCTaBY.

CocraB, pacnosnoXeHne peKBU3UTOB U CTPYKTYpa TEKCTa MOJIOKEHHs 00 OpraHu3aIum.
Cocras, pacnojoKeHUe PEeKBU3UTOB U CTPYKTYpa TEKCTa JOKHOCTHOW HHCTPYKLIHH.
CocraB, pacnoysioKeHHe PEKBU3UTOB M CTPYKTypa TEKCTa IpHUKa3a [0 OCHOBHOMY BHIY
JeSITEIbHOCTH OpraHu3aluu.

Cocras, pacnoJyio;)KeHNEe PEKBU3UTOB U CTPYKTYypa TEKCTa PELICHMsI KOJUIETUAIIBHOTO OpraHa
yIpaBiIeHUS.

CocraB, pacnosokKeHne peKBU3UTOB U CTPYKTYpa TEKCTa IJIaHa pabOThl OpraHU3aLuH.
CocraB, pacronoXeHHe pPEKBU3UTOB M CTPYKTypa TeKCTa JOKJIaJHOH, CiyXeOHOHl u
OOBSICHUTEJIBHOM 3aITUCOK.

Buel nuceM 1 0cOOEHHOCTH UX MOATOTOBKHU M 0(OPMIIEHHUS.

CocraB, pacrnosoKeHHE PpPEKBHU3UTOB U CTPYKTypa TEKCTa TPYAOBOIO JOroBopa
(xoHTpakKTa).

Cocras, pacrnoy0K€HUE PEKBU3UTOB U CTPYKTYpa TEKCTA PE3IOME.

3amaun, QYHKIUU W THUIIOBBIE CTPYKTYpBI CIIYKObI JOKYMEHTAIMOHHOIO OOecreyeHus
yIIpaBJICHUSL.

[enb 1 3aaun ynpaBiaeHus: JOKyMEHTallMeH opraHu3aim.

[TpuHIMIBI OpraHU3anuu J0KyMEHT0000poTa.
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36.
37.
38.

39.
40.

[Topsimok IBY>KEHUS JOKYMEHTOB B OpPTaHHU3aIlMH U OCHOBHBIC ATAIbl IOKYMEHTO000pOTA.
Opranu3anust KOHTPOJISI UCTIOJTHEHUSI TOKYMEHTOB.
OrnepaTuBHOE XpaHEHUE JOKYMEHTOB, DKCIIEPTH3a UX IIEHHOCTH U MOJTOTOBKAa K caade B

apXHUB.

OcobeHHoCTH OpraHu3anuu pa6OTBI C KOH(l)I/II[CHI_II/IaJ'II)HI)IMI/I JOKYMCHTAaMM.
COBpeMeHHHe I/IH(i)OpMaI_[I/IOHHBIe TCXHOJIOTMKX B HJOKYMCHTAIIlMOHHOM obecreucHnn

yIpaBIeHUSI.
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denepalibHOE TOCYIAPCTBEHHOE OI0KETHOE 00PAa30BaATEIHLHOE YUPEIKIESHUE BBICIIETO 00pa30BaHUS
«BocTouno-CubupcKkuii rocyJapCTBEHHBIN YHUBEPCUTET TEXHOJIOTHI U YITPABICHUS)
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1. Buowt camocmoamenvhoii pabomaol

CamocrosiTenpHas paboTa 00yJaromuXcs o JaHHOW JUCIUIUINHE BKITFOUACT:

- U3y4YCHHE TEOPETHYEeCKOro Marepuana (mpopaboTka yd4eOHOro MaTepHajia M0 KOHCIIEKTam
JCKIWA; W3y4YeHHUE YYeOHOH W CIEIHMaIbHON JIMTEpaTyphl, PEKOMEHJIOBAHHON IMperoiaBaTelieM,
U3y4eHHE JIOTIOJIHUTEIFHOTO Y4eOHOro MaTepuaja B paMKax BHEAyJUTOPHOM CaMOCTOSITENbHOU
paboThl; M3yYeHHEe HOPMATHUBHO-ITPABOBOI 0a3bl);

- MOJATOTOBKY K TPAKTHYECKUM 3aHATHSIM (BBIMOJIHEHHE IOMAIIHUX 3a/JaHUi, MOATOTOBKA
OTBETOB Ha KOHTPOJIbHBIC BOIIPOCHI);

- BBINIOJHEHHE WHIMBHyaJIbHBIX 33JaHUH (BBIOJHEHHUE MPAKTHYECKUX TOMAIIHUX 3aaHuH,
MOATOTOBKA U 3aInTa pedepara)

Jns oOyvaromuxcs 3a04HON (OpMBI 00Y4EHUS! TPEAYCMOTPEHO COCTaBJICHUE KOHCIEKTa IO
TEMaM Pa3J/iejoB JUCIUTUINHBIL.

JlesarenbHOCTh OOyYaroIIerocs: BBINOJHEHWE WHIMBUIYAJIbHBIX 3aJaHUN, IOATOTOBKA K
KOHTPOJIbHBIM paboTaM, H3ydeHHEe YYeOHOW U CIenualibHOW paldoThl, HM3y4YeHHE HOPMATHUBHO-
IPaBOBBIX AKTOB, MOATOTOBKA K MPAKTUYECKUM 3aHATHUSAM, COCTABJICHHE OIOPHOTO KOHCIEKTa (Ha
OyMa)XHOM HOCHTEJIE); 3allliTa MHAWBUIyadbHOTO 3a1aHus (pedeparta).

YpoBeHb KOMIIETEHIIMH, COPMHUPOBAHHBIX B PE3YJIbTATE BBITOJHEHHS PAaOOT, OCBAaHBAEMBIX
CaMOCTOSITEIILHO, OLICHUBAKOTCS MTPEIOIaBaTeIeM MPH TEKYILIEM U UTOTOBOM KOHTPOJIE.

Paboma c numepamypnvimu ucmounuxamu (1umepamypHulit 0630p)

[lepBblit STan AEATENTBHOCTH CTY/IEHTA - MIOMCK COOTBETCTBYIOIINX MCTOYHUKOB MH(OPMAIUH T10
u3ydyaemMoil Teme. OCHOBHbIE MCTOUHUKHU: KHWIM, METOAMYECKHE MOCOOUs U pa3pabOTKH, CTaTbU B
HAYYHBIX M HAYYHO-METOJIMYECKUX XXypHalax, COOPHHKAX HAYYHBIX M HAYYHO-METOJUYECKHX PadoT,
Marepuaibl KoH(epeHIui, BeO-cTpaHulsl B VIHTepHEeTe, HOpMaTUBHBIE JOKYMEHTHI. [loMck KHMI 1O
UHTEpECyIoNeld MmpobiieMe OOBIYHO HAYMHAIOT CO  CIPAaBOYHO-OMONMOrpaduyueckoro otaena u
CHCTEeMaTHUYEeCKOro Karauora OM0IMoTeKu.

[Tocne Toro, kak codpana uH(GopMaIHs 00 OCHOBHBIX HCTOUYHUKAX 110 TEME, MOKHO TEPEXOIUTh
K UX u3ydenuto. [Ipu nepBoHauasbHOM 3HAKOMCTBE C KHUTOH I0JIE€3HO CHavaua BHUMATEIbHO U3YYUTh
AHHOTAIIMIO, OIVIaBJIEHHE, BBEACHHUE, 3aKIIIOYEHUE, CIIMCOK JUTepaTypsl. CIHMCOK JUTEpaTyphbl JOKEH
OBITH JJOCTATOYHO IOJHBIM M XapaKTepU30BaTh OCBEAOMIIEHHOCTh CTYJEHTa B M3y4aeMoW mpolseme.
KonnuecTtBo wncCnonb3yeMbIX HCTOYHHUKOB XapaKTEpPU3yeT OO0bEM NpOJENaHHOW CTYAEHTOM paloThl,
MIO3TOMY CITYKHT BaXKHBIM KPUTEPHEM JUISI €€ OLIEHKH.

Baxneimeid 3amadeil npu pabore C JUTEpAaTypHbBIMM HCTOYHHKAMHM HYKHO OOpaTUTh
BHUMAaHNE HA U3yYCHHE OCHOBHBIX MOHSATHM, HayYHBIX M NMPAKTHUECKUX MPOOJIeM U3ydyaeMOH TeMbl,
pa3HBIX TOYEK 3pEHHUS Ha HEEe, OCHOBHBIX TEOPETHUECKUX M OSMIUPUYECKUX TIOAXOJIOB K €€
uccnenoBanuio. HeoOXoauMo MpoBeCcTH aHaliu3, CpaBHEHHME, TPYNIUPOBKY, CUCTEMAaTH3alMI0 U
000011eHe COOpaHHBIX MaTEpHUaJIOB, U HE OFPAaHUYUBATHCS MPOCTON KOMIWISLMEH TpaJuIlMOHHBIX
y4eOHBIX 3HAHUM WM TEOPETUYECKUX PACCYKIEHUM M3 HaydHBIX TpyAoB. PaboTa He 10KHAa HOCUTH
PENpPOLYKTUBHBIN XapaKTep.

[Tpexne yeM nenaTh BBIUCKU WJIM KOHCIIEKTUPOBATh UCTOYHMK, HEOOXOIUMO 3a(pUKCHUPOBATH
ToyHOe OubnMorpaduyeckoe ero onucaHue. IOT0 NOTpeOyercs BaM Ipd  OQOPMIIEHHM CHHCKa
JAUTEpaTyphl. BBIMHUCKN M KOHCHEKTH! paboT 1iesecoo0pa3Ho JenaTh Ha OTIENbHBIX JUCTaX, TaK KakK 3TO
CO3JacT OIpEAETIEeHHbIE YyN00CTBAa B KJIACCH(UKAIMM MaTEpUAIOB Ha 3aBEPUIAIONIEM 3Tale Ipu
HalMCaHUM TEKCTa paboThl, MO3BOJHUT ObICTpee KIACCU(PHUIMPOBATH HCTOYHMKH MO COJCPKAHUIO
uH(bOopMaIuu.

Paboma ¢ nopmamuenvimu akmamu

JIaHHBINA BHJI CAaMOCTOSTENBHOM paboOTHl MpearnonaraeT LeleHanpaBIeHHYI0 padoTy CTyleHTa
[0 Pa3BUTHIO YMEHHUM paboTaTh C HOPMAaTUBHBIMH aKTaMU U MOJYYEHUIO HEOOXOUMBIX 3HAHUI.
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B kauectBe ymeHHi pabOThl C HOPMAaTMBHO — IMPaBOBBIMU aKTaMHU MOXXHO BBIJICIHUTH
CJIEAYIOIINE: YMEHHE J1aBaTh OOIIYI0 XapaKTEPUCTHKY HOPMAaTHBHO — IPABOBOMY aKTy (PEKBU3HTHI,
CTPYKTYpa, peryjiupyeMble OTHOIIECHHUS, CyOBEKThI, MOHATHUS, TPUBEICHHBIE B KAUECTBE HOPMATHUBHBIX
U [p.); YMEHHE OINpeAeisiTh MECTO HOPMaTMBHO — IIPpaBOBOIO akTa — B CHCTEME IIpaBa
(cucremaTH3anusi); yMEHHE YUTAaTh HOPMATHUBHO — MPABOBOM aKT M W3BJIEKATh W3 HEro TpeOyemble
[IPABOBbIE 3HAHUS; YMEHHE AHAIM3MPOBATh COJECPKAHUE TEKCTa HOPMATUBHOIO akKTa, KOTOpOe
BKJIIOUYAET B ce0sl: yMEHHUE OOBIACHATH CMBICI IOPUINYECKON HOPMBI, 1aBaTh €€ KOMMEHTAapUii; yMEHUE
BBISIBJISITH CYLIHOCTHBIE NPU3HAKHU IOPUANYECKUX MOHSITHH, COAEpPMKAILIMXCS B TEKCTE HOPMAaTUBHOIO
aKTa; yMEHHME U3BJIEKaTb M 0000IIaTh 3HAHHUA W3 HECKOJbKHX HOPMATHBHBIX AaKTOB; YMEHHUE
MCIIOJIb30BaTh BBIAEPKKU U3 TEKCTa aKTa IPU OTBETE JJIsl MIUIFOCTPALMU TEOPETUUYECKUX IOJI0KEHUM;
YMEHHUE HCIIOIb30BaTh TEKCT HOPMATUBHOIO akTa JJIsl apryMEHTAalHUH CBOEM NO3WLIHMH;, yYMEHHE
UCII0JIb30BaTh HOPMATUBHO — MPABOBBIE AKThI IPU PELICHUH FOPUIUUYECKUX CUTYalul (3a1ay4).

PaGota ¢ HOpMaTUBHBIMU aKTaMU MPEIIOIaraeT COOII0ACHNUE CIEYIOIIEro aIropuTMa:

1. BHumarenbHO IpounTaiTe Ha3BaHHUE pa3Jieiia, INIaBbl, CTAThU.

2. BauMmarenbHO mpoyMTalTe TEKCT HOPMATUBHOTO akTa W IOCTapalTech IOHATH
coepKaHuEe HOPM ITpaBa.

3. Onpenenure riaBHOE MOHATUE U MOHITHS, KOTOPBIE SIBJSIOTCS €ro MPU3HAKaMHU.

4, BpinumunTe HEM3BECTHBIE TOHATHS U JAUTE UM OIPEACICHUSA.

Koncnexmupoesanue

KoncnektupoBanue, mnpeacrapisier co00l CUCTEMaTU3UPOBAHHYIO, JIOTHUECKH CBA3HYIO (hopMy
3allCH, BKIIOYAIOIYHO BBIIMUCKHU, TC3UCHI, JOIOJHCHHBIC MBICISIMU WM KOMMCHTApHUAMH CTYJACHTA. B
KOHCIIEKT MOTYT BOWTH TaK)X€ OTIENIbHbIE YaCTU TEKCTa, LUTHPYEMbIE TOCIOBHO, (DAaKThI, IPUMEPHI,
cxembl. KOHCIEKT MOKET OBITh TCKCTyaJIbHBIM U CBO6OI[HI)IM. B TCKCTYAJIbHBIX KOHCIICKTax
JOMUHHPYIOT LIMTAThl aBTOPA, BHITUCHIBAIOTCS BBIBOJIBL, JAIOIIUE SIPKYIO U METKYIO (POPMYTUPOBKY TOTO
WJIN UHOTO ITOJIOXKCHUS. CBO6OI[HI)I€ 7K€ KOHCIICKThI COCTaBJIIIOTCA B BUJIC CI/ICTeMaTI/ISI/IpOBaHHOﬁ 3alliucu
MOJIOKEHUH U3ydaeMoi MPOOIEMBbI CIIOBAMU KOHCIIEKTHPYIOIIETO.

KoHCIEeKT NeKumii T0JKEH UMETh CIIEYIOUIYIO CTPYKTYPY:

- OCHOBHBIE MTOHATHUS U UX OINPEICIICHHUS;

- 0COOEHHOCTH OOBEKTOB U MX XapaKTEPUCTUKH;

- 3anaud (mpoOieMbl) TEOPETUUECKOTO M/MIIM MPAKTHUUECKOT0 W3y4YeHUs] OOBEKTOB, MyTH UX
COBCpIHGHCTBOBaHI/Iﬂ;

- METOJbl, CPEACTBAa M CIOCOOBI MX TEOPETHYECKOIO W/WIM MPAaKTUYECKOTO HM3Y4YeHUS U
COBEPIICHCTBOBAHUS.

Pexomenoayuu no nanucanuio u ogpopmaenuio pegpepama

Pedepat moxer ObITH Ipe/ICTaBICH B PYKOIIMCHOM HJTM TIEUaTHOM BapUaHTE.

O6mmit 06sem pedepara 10-12 cTpanuil MaTMHOMUCHOTO TEKCTA.

Pedepar nmeer cienyrolyro CTpykTypy:

- TUTYJIbHBIN JIUCT;

- OIJIaBIICHUE;

- BBEJICHWC,

- OCHOBHas 4acTh (pa3OuTas Ha IJIaBbl);

- 3aKJIIOYEHHUE;

- CIHCOK JTUTEPaTypHI;

- TIPUJIOKEHUS (€CITH €CTh).

BBogHas yacTh JOKHA BKIIIOYATH B CEO:

- KpaTKoe 000CHOBAaHME aKTYaJIbHOCTH TeMBI pedepara;

- MOCTAHOBKY IeNeid u (QOopMHUpOBaHUE 3aqad, KOTOpble TpeOyeTcs pemuTh IS
BBITIOJTHCHHS [IETIH;

- KpaTkuit 0030p ¥ aHAK3 TUTEPATyPhl U TPOUUX UCTOYHHUKOB HHPOPMAIIHH.
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BBonnast yacte coctaBisier He 6omnee 1-2 cTpanuil.

OcHoBHas yacTh pedepara CTpyKTypHUPYETCs 1O IJ1aBaM, KOJIMYECTBO M Ha3BaHUE KOTOPBIX
onpezenstoTrcs aBTopoM. I[lonbop e€ nommkeH ObITh HaAmpaBiieH Ha PAacCMOTPEHUE U PACKPBITHE
OCHOBHBIX TIOJIOKEHHH BBIOpaHHON TeMbl. JKemaTenbHO KpoMme COJAep:KaHUs, BBIOPAHHOTO U3
pa3HbIX HCTOYHUKOB, BKIIIOUUTH COOCTBEHHOE MHEHHE, CAaMOCTOATEIbHbIE BBIBOJABI aBTOpA
pedepara.

3akirounTesabHas 4acTh pedepara COCTOUT U3 MOJBEICHUS UTOTOB BHIIOJHEHHON pabOThI,
KPaTKOT'0 U YETKOTO M3JIOKEHHS BBIBOJOB, YKa3bIBAETCS, YTO HOBOTO JIMYHO JUIs c€0sl aBTOP BBIHEC
u3 pabotsl Haj pedeparom. OObeM 3akiToueHUs — 1-2 CTpaHUIIBI

Crincoxk nutepatypsl K pedepary opopmisieTcst B aipaBUTHON MOCIEAOBATEIHLHOCTH, B HETO
BHOCHUTCS BECh IlepeYeHb H3YUEHHBIX B Ipollecce HamucaHus pedepata crartedd, yueOHHKOB,
CIPAaBOYHHUKOB, SHIMKIONEIUH. B Hem yka3pIBaloTCs: (aMHIUM aBTOpa, WHHUIIMAIBI, HAa3BaHHE
paboThl, MECTO U3JaHUs, Ha3BaHHUE U3/1aTeNbCTBA, TOJ] U3AAHUS.

[Tocne crnucka aUTEpaTypbl MOTYT OBITH IOMELICHBI PA3IUYHbIC MPHIOKEHHS (TaOIUIIbI,
rpaduku, auarpaMMmel, WuTrocTpauuu u np.) Kaxgoe npunoxkenue Hymepyercs u oopmiisiercs ¢
HOBOTO JIUCTA.

TexcT pedepaTa 1omKeH Jierko ynTaThes. Pekomenayemsie pazmeps! mpudra 12 — 14 (ogun
no Bcemy Tekcty). llpudt myqme BeiOupars npsimoir. KypcuB u >KMpHBINH MIPpUGPT UCTIOIB30BATH
JUTSI BBIZICTICHUSI.

B Ttekcre He pnomyckaercs COKpalleHWE Ha3BaHWK, HAMMEHOBAHMU (32 HMCKIIIOUYCHHEM
o0LIenpUHATHIX aO0peBUATYD).

TurynpHBIE JUCT OQOpPMIISETCS CIEAYIONMM 00pa3oM: B IEHTPE — Ha3BaHHE TEMBI
pedepara, B MpaBOM BEpXHEM YIIy — Ha3BaHUWE yueOHOro 3aBEICHHs, HIKE TEMbI CIpaBa —
(dbamuus, UMs1, OTYECTBO yUaIIerocs, TPYIIa, BHU3Y — FTOPOJ U TO/1 HAITHCAHUSI.
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