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1. IACIIOPT PABOYEM NPOT'PAMMBI YYEFHOU JUCITATLIAHBI
JlokyMeHTallHOHHOE o0ecneYyeHne yIIPaBJIeHUs

1.1. ObaacTs npuMeHeHus1 padoyel MPporpaMmbl

Pabouas mporpamma y4yeOHON AMCLUMIUIMHBI SBISETCA YacTbiO IPOrpaMMbl IOJTOTOBKH
cnenuanucToB cpenHero 3seHa B coorBeTcTBUM ¢ PI'OC no cneumansHocTu 40.02.01 IlpaBo u
OpraHu3alys COLMAIBHOIO 00eceyeHusl.

Pabouas mporpamma yuyeOHON TUCHMIUIMHBI MOKET OBITh MCIOJIBb30BaHA B JIOTIOJIHUTEILHOM
npodeCCHOHATBHOM 00pa30BaHMUHU, JUIsl MOJYYEHUs JAONOJHMUTENBHBIX KOMIIETCHLUH, yMEHUH Hu
3HaHUH, HEOOXOAUMBIX Ul 00ECIIeYeHUsI KOHKYPEHTOCIIOCOOHOCTH BBITYCKHUKA HA PhIHKE TPyJa H
IPOJOJDKEHUs 00pa30BaHus 110 CIIELUATIBHOCTH.

1.2. MecTo y4eOHOH JUCUMILIMHBI B CTPYKTYpPe NPOrpaMMbl MOATOTOBKH CIEIHAJIUCTOB
Cpe/IHero 3BeHa:

Huctmnmuaa  OIL13 JlokyMeHTalMOHHOE ~ OOeCIeYeHUE  YOpPaBJICHHUS  SBISICTCS
o01enpopecCHOHAIBHON JTUCITUTIIIMHOM

VYyeOnas aucuumiuHa OIL.13 JlokymeHTanmoHHOE oOecredyeHue yMpaBiIeHHUs OTHOCUTCA K
o01enpogecCuoOHAIbHBIM JUCIUTIIHHAM MTPOPECCHOHAIBHOTO [IUKIIA.

JucuunnuHa 6a3upyercs Ha 3HAHUSIX, TOTYYEHHBIX CTYACHTAMU MPH U3YYEHUU TUCIUILINH
«I'paxxganckoe npaBo», «MH(popMallnOHHBIE TEXHOJIOTUN B TPO(HECCUOHATIBLHOUN JEATEILHOCTH.

Ha nucnumnnube «JlokyMeHTalMOHHOE OOecliedeHHe YIpaBJICHUS» Oa3upyercss H3ydeHHe
po(hecCHOHATIBHOTO MOJYJISl, B YaCTHOCTU TaKOW TUCHUIUIMHBI Kak «Opranusanus padoTbl OpraHoB
U YUYPEXKACHUH COLMANBHOM 3aluThl HaceleHus, opraHoB llencuonnoro ¢ounga Poccuiickoii
Oenepanun ([IOP)y.

1.3. Heaun u 3amaum y4eOHOIl JMCHUILIMHBI - TPeOOBAHHUSI K pe3yJbTaTaM OCBOEHHS
Y4eOHOM IMCUMILINHBI:

Lens qUCIUTLIMHBL

Lenpto y4eOHOM AMCUMIUIMHBI SBISETCS HM3y4yeHUE BHJIOB OQUIMATBHBIX JOKYMEHTOB M
TpeOOBaHMUI K UX COCTABICHUIO U O()OPMIICHHIO

B pe3ynbpTaTe ocBoeHHS y4eOHOUM MUCIMIUIMHBI OO YJAIOIINICS JOKEH YMETh:

- 0(OpMIISITH OPTaHU3ALMOHHO-PACTIOPSIAUTENbHBIE TOKYMEHTHI B COOTBETCTBHUH C
neiicteyromuM 'OCTom (OK 3);

- OCYIIECTBIATH 00paOOTKY BXOISIINX, BHYTPEHHUX U HCXOAAIINX JOKYMEHTOB, KOHTPOJb 32
ux ucnosuenuem (OK 5, TIK 1.2, TTK 1.3);

- 0OpMIISTH TOKYMEHTHI AJIs iepenaun B apxuB opranuzaiuu (OK 5).

B pe3ynbrare ocBoeHuUs yueOHON AUCHUIIMHBI 00YJarOIUIiCs JOKEH 3HATh:

- IOHATHE IOKYMEHTAa, €ro CBOMCTBA, crioco0b! fokymeHTHpoBaHus (OK 8);

- IpaBUJIa COCTABJICHUS U 0(OPMIIEHUS] OPraHU3allMOHHO-PACTIOPSIUTENBHBIX JOKYMEHTOB
(manee OP1) (OK 9);

- CUCTEMY U THIIOBYIO TEXHOJIOTHIO JIOKYMEHTAIIMOHHOTO 00eCIieueH s YIpaBieHus (Jlanee
J10VY) (OK 2, OK 4);

- 0COOEHHOCTH JIEJIONPOU3BOJICTBA 110 0OpaIlleHUSIM IpakJaH U KOH(PHICHIIMAIHHOTO
nenonpoussoactsa (OK 1, TIK 1.1, IIK 1.4, TIK 1.6).

B pesynpTaTe OCBOEHHS AMCHUUIUIMHBI OOYyYaroUIMiicsi JOHKEH BiIaIeTh CIEAYIOUIUMHU
oburmu (OK) u npodeccuonansabiMu (I1K) kommereHusMu:

- OK 1 IloHuMaTh CyIIHOCTD U COLIMATIBHYIO 3HAUMMOCTh CBOEH OyayIiei npodeccuu,
IIPOSIBIIATH K HEH YCTOMYUBBIN UHTEPEC;

- OK 2 Opranu3oBbIBaTh COOCTBEHHYIO AESTEIbHOCTb, BHIOUPATh TUIIOBbIE METOIbI U
CHOCOOBI BBINOJIHEHUS TPO(EeCCHOHABHBIX 3a/1a4, OLIEHUBATh UX 3((EKTUBHOCTh U Ka4eCTBO;



- OK 3 IIpunumaTh pelieHus B CTAHAAPTHBIX U HECTAHAAPTHBIX CUTYalUsSIX U HECTHU 32 HUX
OTBETCTBEHHOCT;

- OK 4 OcymiecTBIsSTh MOUCK U UCIIOIh30BaHUe UH(DOPMALIUH, HEOOXOAMMOMN st
3¢ (peKTUBHOTO BBHITOTHEHHS MPOPECCUOHANBHBIX 3a/1a4, MPO(ecCHOHATBHOTO U THYHOCTHOTO
pa3BUTHS;

- OK 5 HMcnonb3oBaTh HHGOPMAITMOHHO-KOMMYHHUKAITMOHHBIC TEXHOJIOTHH B
po(hecCHOHATTLHOM e TEIbHOCTH,

- OK 8 CamMocTosTeIbHO ONpeAesaTh 3aJa4u MPo(hecCHOHATBFHOTO U TMYHOCTHOTO Pa3BUTHS,
3aHUMAaThCA caM000pa30BaHUEM, OCO3HAHHO IJIAHMPOBATH MOBBINICHHE KBATH(PHUKAIINHT;

- OK 9 OpueHTHpOBaThCS B YCIOBHUSIX MOCTOSSHHOTO U3MEHEHUS ITPABOBOM 0a3bl;

- [IK 1.1 OcymecTBisTh npodeccuoHanbHOe TOITKOBAaHHE HOPMATUBHBIX MPABOBBIX aKTOB IS
pea3anuy npas rpaxkiad B cepe NeHCHOHHOTO 00eCTIeYeHHs U COIIMANIbHOM 3allUThI;

- [IK 1.2 Ocy1iecTBasTh NpueM Ipaxk/iaH 1o BOIIPOcaM IEHCUOHHOTO 00eCIIeUeHMs U
COLIMAJILHOM 3alllUTHI;

- IIK 1.3 PaccmarpuBarh makeT JOKYMEHTOB JIJIsl HA3HAUCHUSI IEHCHM, TOCOOUi,
KOMIIEHCAIINH, IPYTUX BBIILJIAT, a TAKXKE MEP COLUATbHON MOIICPKKU OTACIbHBIM KaTETOPUSIM
rpa)xaaH, Hy>KJaloIMMCsl B COL[UAJIbHOM 3aIlIUTE;

- [IK 1.4 OcymiecTBasaTh yCTaHOBIIEHUE (Ha3HAUCHUE, TIEpEpacyeT, MEPEBO/T), MHIACKCAIIUIO U
KOPPEKTUPOBKY MEHCUH, Ha3HaUE€HUE MOCOOUH, KOMIIEHCALlUI U IPYIUX COLIMAJIBHBIX BBIILIAT,
UCIOJB3YS HHPOPMAIIMOHHO-KOMIIBIOTEPHBIE TEXHOJIOTUH;

- [IK 1.6 KoHcynpTupoBath rpax/aaH U OpeacTaBUTENeH IOPUANYECKUX JIUI] 10 BOIPOcam
MIEHCUOHHOTO 00ECTIeUeHUs U COIUAIBHOMN 3aIIUTHI;

1.4. KosimuecTBO 4aCOB HAa 0OCBOEHHME MPOTrPaMMbl Y4eOHOM IMCUMILIUHBI:
MaxkcuManbHON yueOHOU Harpy3ku oOyuarolerocsi 68 4acoB, B TOM YHCIIE:
00s13aTeNIbHON ayJJUTOPHOM Harpy3ku oOyuatouierocss 48 4acos;
CaMOCTOSITENTbHOW Harpy3ku oOydatomierocs: 20 4acos.



2. CTPYKTYPA U COAEPX KAHUE YUEBHOM JUCIIUILINHBI

2.1. O0beM yueOHOI JMCHMIIJIMHBI M BUABI Y4e0HOH padoThI

Bun yueOHo# padoThl O0bem yacon
4 cemecTp

MaxkcumanbHast yueOHast Harpy3ka (Bcero) 68

OO6s3arenbHast ayauTopHas yueOHast Harpy3ka 48

(Bcero)

B Tom umncne:

JIEKIIMOHHBIC 3aHSTHS 24

MPAKTUYCCKHUE 3aHATUS 24

JabopaTopHbBIC PAOOTHI

KOHTPOJIbHBIE pabOTHI

KypcoBas paboTa

CamocTosTenbHas pabota o0yyaronierocs (BCero) 20

Wrorosas arrecranus B popme 3a4er

2.2. TemaTu4eckuii IJIaH U coJiep:KaHue Y4eOHOH TUCHMILINHBI

HanmenoBanue pa3nenoB u
TeM

Coneprxkanue ydeOHOro MaTepuana,
nabopaTopHbie pabOThI U MPAKTUYCCKHUE 3aHSATHS,
camocTosiTeNIbHas paboTa 00yJaromuxcst

O0peM
4acoB

YpoBeHb
OCBOCHUS

2

4

4 cemectp

Pa3zpen 1

JoxkymeHTOBEICHME

Tema 1.1 Beenenue B
JTUCHUTUTUHY

Cooepoicanue yuebHoeo mamepuaia

Jlexyuonnvie 3anamus. ConepxaHue
JUCLUIUINHBIL, LEIH U 33JJa4H, ONIPEACIEHUE POJIN
B [IOJIFOTOBKE cnenuanucra. Hayunsie
IIPEJICTABJICHUS O TOKYMEHTALIHOHHOM
o0ecrieueHn! yrpaBJieHUs], UCTOPUS Pa3BUTHUS U
COBPEMEHHOE COCTOSIHHUE.

Ipakmuuecxue 3auamus. TpeOGoBaHUS K
0(OPMIICHHIO TOKYMEHTOB. bIaHKM TOKYMEHTOB.

Camocmosmenvuas paboma 06y4aouuxcsi.
CoBpeMeHHasl peryiaMeHTaIus
JIOKYMEHTAIMOHHOTO 00eCreueHrs ypaBIeHUs.

Tema 1.2 Buner u
KIaccupuKanus
JOKyMeHTOB. TpeboBaHus
K COCTaBJICHUIO U
0(OPMIIEHUIO IOKYMEHTOB

Cooeporcanue yuebno2o mamepuana

Jlexyuonnvie 3anamus. Buasl u knaccuduxanus
JIOKYMEHTOB. YHU(DHKAIWS U CTaHAApTU3AIIHS.
I'ocynapcTBeHHBIE CTaHIAPTHI HA
YHU(PUITUPOBAHHBIE CUCTEMBI JJOKYMEHTAIIHH.
TpeboBanus k opopmiIeHUIO OJIaHKOB U
PEKBU3UTOB.

Camocmosmenvras paboma 00y4arOuuxcs.
I'ocynapcTBeHHBIE CTaHAPTHI HA
YHUQPHUIIMPOBAHHBIE CUCTEMBI TOKYMEHTAIIUH.




Tema 1.3

Cooeporcanue yuebHo20 mamepuaid

Opranu3ainuoHHoO- Jlexyuonnvie sanamus. OCHOBHBIE TPYIIIbI OPTraHU3ALUOHHO-
pacropsuTe/IbHas pactopsIANTENbHBIX TOKYMEHTOB. XapaKTEPUCTUKA U COCTaB
NOKYyMCHTAIlMA OpraHMU3alMOHHO-PACIOPSAUTEIBHBIX TOKYMEHTOB (yCTaBa,
MOJIOKEHUS, UHCTPYKIUH, JTOHDKHOCTHOM MHCTPYKIIUH,
IIpaBWJI, IPUKa30B, PACHIOPSIKEHUM, yKa3aHUH U T.1.),
TpeOOBaHMS K UX OPOPMIICHUIO.
IIpakmuueckue 3anamus. CocTaBlIeHNE OPTraHU3aLNOHHBIX
JOKyMeHTOB. COCTaBJIEHUE PACHOPSAUTENbHBIX JOKYMEHTOB.
Camocmosmenvras paboma odoyuarouuxcs. PeKBUUTHI
OpPraHU3alMOHHO-PACTIOPS AUTEIBHBIX JOKYMEHTOB.
Tema 1.4 Cooeporcanue yuebHo20 mamepuaia
NudopmannonHo- Jlexyuonnvle 3anamus. XapakTEpUCTUKA U COCTAB
CIIpaBOYHasd MH(OPMALIMOHHO-CIIPABOYHBIX IOKYMEHTOB. COCTaBlIeHUE U
AOKYMEHTalUA oopmieHre OCHOBHBIX BUI0B HH(POPMAITMOHHO-CIIPABOYHBIX

JOKYMCHTOB.

Ipakmuueckue 3anamus. CocraBaeHre HTHPOPMALUOHHO-
CIpaBOYHBbIX TOKyMeHTOB. HacTs 1. CocraBinenue
MH(POPMAIMOHHO-CIIPABOYHBIX JTOKYMEHTOB. HacTp 2.

Camocmosmenvhas paboma obyuarouwuxcs. PeKBU3HTHI
MH(OPMALMOHHO-CITPABOYHBIX IOKYMEHTOB.

Tema 1.5 JlokymeHnTanus
0 JINYHOMY COCTaBY

Cooepotcanue yuebHo20 mamepuaid

Jlexyuonnvie 3ansamus. [1oHATHE IEPCOHATBHBIX TAHHBIX.
XapakTepucTuka KOMIUIEKCOB KaJIpOBOM JOKYMEHTAIIHH.
TexHonormueckas nenoyka npuemMa rpaxiad Ha padoTy.

Odopmienne KaIpoBbIX TOKYMEHTOB.

IIpaxmuueckue 3anamus. CoCTaBIeHNE TOKYMEHTOB II0
auuHoMy coctaBy. YacTb 1. CocTaBiieHre JOKYMEHTOB 110
JUYHOMY cocTaBy. HacTs 2.

CamocmosmenvHas paboma o06y4arouuxcs.
JIoKyMeHTUpOBaHUE TPYAOBBIX OTHOIICHUH.

Tema 1.6 JlenoBas
nepenucka

Cooepotcanue yuebHo2o mamepuaia

Jlexyuonnvie sanamus. OPopMieHne CITyKEOHBIX TTHCEM.
PaznoBumHOCTH City)keOHbIX THceM. OdopmiieHue nriceM B
3apyOeKHON MPaKTHKE.

Hpakmuuecmte sanuamus. CocTaBJICHUE CJ'IY)KG6HI>IX IIHUCEM.

Camocmosmenvnas paboma obyuarowuxcs. TpedoBaHUS
I'OCTa o opopmieHue cirykKeOHbIX THUCEM.

Pasznen 2

Opranu3anus 10KyMeHT0000poTa B YUpe:KIeHUHU

Tewma 2.1 Opranuzanus
JIOKyMEHTO000poTa

CoOeporcanue yuebno2o mamepuand

Jlexyuonnwle sanamus. TEXHOIOIMU TOKYMEHTAlMOHHOIO
oOecnieueHus ynpapiaeHus. TUITOBbIE TEXHOIOTHUU
nokyMeHToobopoTa. CTpykTypa 0a3 JaHHBIX
JOKYMEHTaIbHOTO (hoHAa opranu3anuu. JJokyMeHTONOTOKH.
TexHomnorus 00paboTkH JOKYMEHTOB. BHyTpeHHMIH
JOKyMeHTO000poT. [IpreM, paccMoTpeHue u perucrpanus
NOKyMEHTOB. DOpMBI perucTpauuu 10KyMeHTOB. Llenu u
YpOBHU KOHTPOJIsL. BEIOOP TOKYMEHTOB /11 IOCTAaHOBKU Ha
KOHTpOJb. Cpoku ucnonaHeHus. CHITHE ¢ KOHTPOJIS.

Ipakxmuueckue 3anamus. Opranuzanys JOKyMEHT0000poTa.

CamocmosmenvHnas paboma obyuarouuxcs. TeXHOIOTHS
paboThI ¢ BXOJSIIMMHE, UCXOSIIMMHA U BHYTPEHHUMU




JOKYMCHTAMMH.

Tema 2.2 CucremaTtusaius
JIOKYMEHTOB.
dopmMupoOBaHUE JEI

Cooepoicanue yuebnoeo mamepuand

Jlexyuonnvle 3anamus. CucreMaTu3anus JOKyMEHTOB.
[Tpunumns! GopMUpoOBaHUs A€, TPEOOBAaHUS 110 3a0JIHEHUIO.
DopMHUpOBaHUE JEIL.

IIpaxmuueckue 3anamus. opMupoBaHue Ied.

Camocmosmenvhas paboma obyuaiowuxcs. Homenkiaarypa
nein. TpeboBanus o 0(hOpPMIICHUIO.

Tema 2.3 [loaroroBka u
nepenaya el B apXuB.
XpaHeHHE TOKYMEHTOB

Cooepotcanue yuebHo20 mamepuaia

Jlexyuonnvle 3ansamus. BHyTpEHHsISI OIUCH, AKT O BBIJCJICHUN
JOKYMEHTOB K YHUYTOXXEHUIO U CHATHIO C y4yeTa. [loaroroska
JeJ1 111 JUIUTENbHOr0 XpaHeHus. ObecnieueHre COXpaHHOCTH
JIOKYMEHTOB. XpaHEHHE TOKYMEHTOB.

Ipaxmuueckue 3anamus. Xpanenue aen. CocraBieHue
BHYTpPEHHEH OIHCH, aKTa O BbIICTICHUH K YHUUYTOXKCHUIO U
CHSITHIO C YYeTa.

Camocmosmenvras paboma odoyuarouuxcs. Ilogrotopka
JIOKYMEHTOB K apXMBHOMY XPAaHEHMUIO.

Tema 2.4
Jlenonpon3BoACTBO 110
00palIeHusIM TpaKaaH

Cooepotcanue yuebHo20 mamepuaid

Jlexyuonnvie 3auamus. OCOOEHHOCTH JIEIOMPOU3BOICTBA 110
oOpaInieHusIM IpaKJIaH.

Ipakxmuueckue 3anamus. J|e1onpon3BOACTBO MO 0OpaLIeHUIM
TpaXKIaH.

Camocmosmenvras paboma ooyuarouwuxcs. JJoKyMeHTHI IO
oOparmenusiM rpaxkaad. [lopsiok neaonpon3BocTBa 1Mo
oOparieHus rpaKJaH B COOTBETCTBUH C TPEOOBAHUSIMHU
3aKoHoJaTeIbcTBa PO.

Tema 2.5
KondunenuuansHoe
JEJIONPOU3BOJCTBO

Cooepoicanue yuebno2o mamepuana

Jlexyuonnvie 3auamus. Pabora ¢ KoHQUACHIINATLHBIMU
JOKYMEHTaMHU. 3allnTa JOKYMEHTOB, COJIePIKAITUX
KOMMepuecKyto TaitHy. Opranu3zaiiys paboThl C TOKyMEHTaMH,
COJIep KaIIMMK KOH(DHIEHITHATbHBIC CBEICHUS. Y HUUTOKEHUE
JTIOKYMEHTOB.

Camocmosmenvras paboma obyuarowuxcs. 3anmra
nHpopManuu.

Tema 2.6 DnexTpoHHBII
JOKYMEHT U 3JIEKTPOHHBIN
JIOKYMEHTO000pOT

CoOeporcanue yuebno2o mamepuand

Jlexyuonnvle 3anamus. [1oHATHE «3TIEKTPOHHBIN TOKYMEHTY,
«OJEKTPOHHBIN TOKyMEHT0000pOoT». OpraHnusaius
AJIEKTPOHHOTO JOKYMEHTO000pOTA.

CamocmosmenvHas paboma o06y4arouuxcs.
ABTOMaTH3UPOBAHHBIE CUCTEMBI JIEIIONIPOU3BOICTBA.
Hcrnonb30BaHMe CIIPaBOYHO-TIPABOBBIX CHCTEM.

Bcero:

68

Jlis XapakTepUCTUKH YpPOBHS OCBOGHMSI y4eOHOrO MaTepuana HCHOJb3YIOTCS CIEAYIOLINe

0003HaUYEeHUS:

1. - o3HaKOMUTENbHBIN (y3HAaBaHUE HOBBIX O0OBEKTOB, CBOMCTB);
2. - peTIpOYKTUBHBIN (BBITIOJHEHUE AEATEIBHOCTH 110 00pa3ily, MHCTPYKLIUHU HITH 11O

PYKOBOJICTBOM);

3. - IPOJYKTUBHBIN (MJITAHUPOBAHUE U CAMOCTOSTENILHOE BINOJIHEHUE JESITeIbHOCTH,
pelieHne npobJIeMHBIX 3a7a4).




3. YCJIOBUS PEAJIM3ALIMU YYEFHOU JUCITATLIAHBI

3.1. Tpe6oBaHHMsA K MUHUMAJIBHOMY MAaTE€PHAJIBHO — TEXHHYECKOMY 00ecre4YeHn 0

JIabopaTopust HHGOPMAIMOHHBIX TEXHOJIOTHH B IPO()ECCHOHANBHON IS TEIbHOCTH

Komruiekr yueOHO-MeToauueckux nocobduid; 12 xommerotepoB: CPU-Intel 15-4690/MB-GA-
H97-HD3/RAM-SAMSUNG 2*2gb; mpoektop NEC V302X, »skpan HacteHuslii Lumien Master
Picture; ckanep Epson Perfection 2400 Photo

[Tomemenue st CAaMOCTOSITENILHOM pabOThI 00YJAIOIINXCS

Kommiekt yuebHo-MeTouueckux mocoomii; 12 xommerorepo: CPU-Intel i5-4690/MB-GA-
H97-HD3/RAM-SAMSUNG 2*2gb; npoekrop NEC V302X; oskpan HacteHHblii Lumien Master
Picture; ckanep Epson Perfection 2400 Photo

[IporpamMmMHoe obecrieueHue:

7-Zip (GNU LGPL)

Google Chrome (JIuniensnonnoe cornamenue Google)

Koncynprantllmoc (I'paxknaHcko-1ipaBoBoil 10roBop 00 MH(MOPMAIIMOHHON TOJJIEPKKE OT
01.01.2021 1.)

Kaspersky Endpoint Security ms 6usneca - Crannaptasiii Russian Edition. 500-999 Node 2
year Educational Renewal (npoanenue) (I'paxaancko-mpaBoBoi TOroBOp OIOKETHOTO YUPEKICHUS
Ne2020.526633 ot 23.11.2020 rozna)

Microsoft Windows 10 Professional (ITporpamma Microsoft Azure Dev Tools for Teaching
(Order Number: 1IM126433))

Microsoft Access (IIporpamma Microsoft Azure Dev Tools for Teaching (Order Number:
IM126433) )

Microsoft Office Standard 2019 Russian OLV NL Each Academic AP (CyOnuiieH3u0oHHbBII
noroBop Ne0221/15 nHa mepemady HEHMCKIIOYHTENBHBIX IPaB Ha HCIOJIB30BAHUE IPOTPAMMHBIX
npoayktoB ot 08.02.2021 roga)

1C: pennpusitue 8. KoMiuiekT A 00y4eHHs B BBICIIUX M CPEIHUX YYEOHBIX 3aBEJICHUSAX
pen.3 (Jlunensuonnslit forosop Ne2104 ot 01.06.2017 r.)

Adobe Acrobat Reader DC (O61mue ycimoBust HCIob30BaHus npoaykToB Adobe)

3.2. UndopmanuonHoe odecrneyenne o0yueHust
[lepeuenb pekoMeHAYEMBIX Y4YeOHBIX HU3JaHHI, MHTEPHET — PECypCcoB, IOMOJHUTEIHHOU
JTUTEPATYPHI.

OCHOBHBIE HICTOYHUKH:

1. Kysnenosa, U. B. JlokymeHTanimonHoe o0ecrieyeHre yrpasieHus : yueOHoe nmocodue s
CIIO / M. B. Ky3nenosa, I'. A. Xauatpsin. — 2-e uzg. — Caparos : [IpodoOpazoBanue,
Aii ITu Dp Menua, 2019. — 166 c. . https://www.iprbookshop.ru/80326.htmi

2. JloxymeHTanmoHHOe oOecnieueHune yrpasieHus. CocTaBieHHe U 0POPMIICHHE ACITOBBIX
JTOoKyMeHTOB : yueOHoe nmocodue anst CI1O / cocraBurenu E. U. bammakosa. — Capatos,
Mockga : [Ipodobpazosanue, At [lu Ap Meaua, 2021. — 144 c..
https://www.iprbookshop.ru/103343.html

3. Amnekceesa, T. B. JlokyMeHTanmmoHHOE obecnieueHue yrpasieHus : yaeonuk / T. B.
AnekceeBa, O. A. CtpaxoB. — Mocksa : YHuBepcutet «Cuneprus», 2020. — 132 c..
https://www.iprbookshop.ru/101344.html

4. Psb6osa, C. B. JlokymMeHTaIIMOHHOE 00eCTIeYeHrEe YIPABICHUECKON AeITeIbHOCTH :
yuebHoe nocodue / C. B. PsOoBa. — YbsHOBCK : YIIbSIHOBCKHI rOCY1apCTBEHHBIN
TeXHUYeCcKkui yHuBepcutet, 2021. — 341 c. . https://www.iprbookshop.ru/121268.html

JlomoTHUTEThbHBIE UICTOYHHUKH:
1. Apacnanosa, B. A. JlIokyMeHTaIIMOHHOE 00ECTICUeHNE YIIPABJICHUS : yueOHO-
MpakTHYecKoe mocobue B cxemax, Tadnuiax, oopasmax / B. A. ApacnanoBa. — 3-¢ U3J.



— Cypryt : CypryTckuii TOCyJapCTBEHHBIN Menarorunaeckuii yausepcutet, 2019. — 240
c. . https://www.iprbookshop.ru/94291.html

2. Tamumesa, H. B. JlokymeHTaninonHoe obecnieueHue ymnpasienus : yaeoOHuk / H. B.
INanuesa, JK. K. I'anmmeB. — Mocksa : M3narensckuii Jlom MUCuC, 2021. — 188 c. .
https://www.iprbookshop.ru/116986.html

3. Opranuzanus 1 TEXHOJOTHUS JOKYMEHTAIIMOHHOTO 00ecIIeYeH sl YIIpaBIeHuUS
xpectomatus / cocrasurenu I'. M. banmmkosa. — Cankrt-IletepOypr : CaHKT-
[TeTepOyprckuii rocyqapCTBEHHBIN YHUBEPCUTET MPOMBILIUICHHBIX TEXHOJIOTHIA U
nu3aiina, 2019. — 89 c. . https://www.iprbookshop.ru/102451.html

4. Kanommwuna, T. 0. JfokymeHTanmonnoe obecrneueHue padoThl ¢ IepcoHanoM B Iudpe u
Ha Oymare : yueOHoe mocobue / T. FO. Kanommna. — HoBocubupck : HoBocubupckuit
roCyJapCTBEHHBIN TeXHUUECKHI yHUBepcutet, 2022, — 124 c. .
https://www.iprbookshop.ru/126489.html

5. mutpuena, JI. . JlokyMeHTanmmOHHOE 00€eCcIIeueHUEe YIPaBJICHUYECKON IEATeIbHOCTH :
yuebHoe mocooue / JI. . Jimutpuena, 1. B. Py3zaeBa. — HoBocubupck : HoBocubupckuit
rocyJapCTBEHHBIN TeXHUUYecKni yauBepcuret, 2019. — 100 c..
https://www.iprbookshop.ru/98703.html

HNuTepHer-pecypcesl:
1. CIIC «KoncyastanT Ilmroc», URL: http://www.consultant.ru/
2. DnekrponHas oubnmoreunas cucrema «IPRbooks», URL: http://www.iprbookshop.ru



4. KOHTPOJIb ! OIIEHKA PE3YJBTATOB OCBOEHUA YYEFHOM JUCIIUILINHBI

Pe3yabTarsl 00yyeHusi (0CBOCHHbIE YMEHHUS, YCBOEHHbIE
3HAHMS)

@®opMbI U MeTO/IbI KOHTPOJISA U
OIIEHKH Pe3yJbTATOB 00y4eHH sl

0OpMIIATh OpraHU3aIIMOHHO-PACTIOPSAIUTEIbHBIC JOKYMEHTHI B | TecTupoBaHue, BBIIIOJTHEHHUE
cooTBeTcTBUH C jercTByommM ['OCTom MPAKTUYECKUX 3aJaHUI
OCYIIECTBISATH  OOpaOOTKY  BXOASAIIMX, BHYTpeHHuUX U | TectupoBaHue, BBIITOJIHEHHE
HCXOJISIINX JOKYMEHTOB, KOHTPOJIb 32 X UCIIOJTHCHHUEM MPAKTUYECKHUX 3aIaHUI
oOpMIIATH TOKYMEHTBI JUIsI IEPEIauul B apXUB OPraHU3AIHH TectupoBanue, BBIITOJIHEHHE

MPAKTUYICCKUX 3a,I[aHI/II>'I

MOHATHE JIOKYMEHTA, ero CBOWCTBa, Croco0b! | YCTHBIN OIIPOC, TECTUPOBAHHE
JIOKYMEHTUPOBaHUs
IpaBUja COCTaBICHUS M OQOPMIICHHS OpPraHMU3AaLMOHHO- | YCTHBIN OMPOC, TECTUPOBAHHE

pacropsiIUTENbHBIX TOKyMeHTOB (j1anmee OPJI)

CUCTEMY ¥ THIIOBYKD TEXHOJIOTHIO JOKYMEHTAI[MOHHOTO
obecneuenus ynpasienus (nanee J10Y)

YCTHBIN ONPOC, TECTUPOBAHUE

0COOEHHOCTH JACJIOIIPOU3BOACTBA IIO 06paH_[eHI/I$IM IrpaXaaH H
KOH(l)I/II[eHHI/IaJILHOFO ACJIOIPONU3BOACTBA

YCTHBIN OIPOC, TECTUPOBAHUE




Ilpunoscenue
DoH/I OLIEHOYHBIX MAaTEPHAJIOB (CPeICTB) MO AUCHHUIINHE
JIOKyMEHTAIIMOHHOE 00eCTIeYeHNE YIPABICHHS

1. OHeHO‘IHbIe MaTepuaJbl AJ NPOBCACHUS TEKYIICI0 KOHTPOJISA yCII€EBAEMOCTH

o IMCIOMIIJIMHE

Temel ycTHOTO Ompoca

1)

2)

3)

4)

5)

6)

7)

8)

9

10)
11)
12)
13)
14)
15)
16)
17)
18)
19)
20)
21)
22)
23)
24)
25)
26)
27)
28)
29)
30)
31)

Jla¥iTe onpeneneHue NOHATHS «JOKYMEHT.

[lepeuncnure oCHOBHbIE (DYHKIIMU JOKYMEHTOB.

[To KakuM pU3HAKAM MOXHO KJIacCU(PUIIMPOBATH JOKYMEHTHI?
Ha3zoBuTte 0OCHOBHBIE BUIbI IOKYMEHTOB.

Uro npencrasiseT coboil yHHUpHUKAIHS JOKYMEHTOB?

Yro Takoe cTaHIapTU3aLMs YIPABICHYECKUX JOKYMEHTOB?

HazoBure coctaB peKBU3UTOB JOKYMEHTOB.

Kakyumu ObIBaroT O1aHKW JOKYMEHTOB?

Kakue ¢opmatbl JTOKyMEHTOB BbI 3HaeTe?

Packpoiite npaBuia opopmieHus 1at.

Pacckaxkure npaBuia HyMepaluuy CTPAHHUILL.

Packpoiite npaBuia opopmieHus Gopmyi.

PackpoiiTe npaBuia oopmiieHUS TaOIUIL.

Packpoiite npaBuna opopmieHus LuppoBoil HHPOPMALIUH.

Jaiite nonsaTre nHGOpPMaLIUU.

JlaiiTe MOHATHE JOKYMEHTUPOBAHMSL.

[lepeunciure TpebGoBaHMS K HHPOPMALIHH.

[lepeuncnure ocHOBHbIE HH(OPMAIMOHHbBIE JOKYMEHTBI.

Onpenenute OCHOBHBIE PEKBU3UTHI MHPOPMALIMOHHBIX JTOKYMEHTOB.
[Tepeuncnure OCHOBHbIE CIIPABOYHBIE JOKYMEHTBI.

KakoBo 0CHOBHOE Ha3HaYEHHUE CIIPABOYHBIX JOKYMEHTOB?
OxapakTepu3yiTe NpaBuiia COCTaBICHHSI CIPABOYHBIX JTOKYMEHTOB?
UTO OTHOCHUTCS K IOKYMEHTaM [0 JTUYHOMY COCTaBy?

[Tepeuncnure OCHOBHBIE MTPaBUJIa COCTABJICHUS JOKYMEHTOB 10 TMYHOMY COCTaBY.
Kakue pa3HOBUIHOCTH CITy>K€OHBIX MHCEM BbI 3HaeTe?

Onwumute o0mme TpedoBaHMs K 0(OPMIIEHHUIO CITYKEOHBIX MHCEM.

Uro 3aKperuisieTcsi B yIpeAUTENbHBIX TOKYMEHTaX OpTraHu3aIin?
Kakue 10KyMeHTBI OTHOCATCS K PeryJIMpyOuM (OpraHu3alMOHHbIM)?
Kakue nomxHocTHBIE auIa (paOOTHUKM) TOJIKHBI CO3/1aBaTh JOKYMEHTHI?
Yro obecrieunBaeT AeI0NPOU3BOICTBO B OpraHU3aLUU?

Ha mpaxTuueckyro NesTeThbHOCTh KAaKHX JOJDKHOCTHBIX JIMI[ HE PAaCHpOCTPAHSETCS

yIlpaBJIeHUE TOKYMEHTaMu?

32)  Kakwue BOmpochl GUKCUPYIOTCS B PACHIOPSIUTEIBHBIX JOKYMEHTAX OpraHu3aIin’?

33)  Yro mpu3BaHa 00ECIIEUUTh CUCTEMA CITPABOYHON TOKYMEHTAIIUU?

34) Kakyro cHocoOHOCTh OTpakaeT TpeOOBaHHWE «HAACKHOCTH CHCTEMBI YIIPaBICHUS
JOKyMEHTaMu»?

35)  Yro gomwkHa obecreunBaTh JOKyMEHTHAs cucTeMa (MH(pOpMaIIMOHHAs cucTeMa)?

36)  Kakoit TOKyMEHT CUMTaeTCs TOCTOBEPHBIM?

37)  JlaiiTe MOHSATHE OPTaHU3AI[MOHHOTO JTOKYMEHTA.

38)  OxapaktepH3yiTe COCTaB OpPraHU3aIOHHON JOKYMEHTAIHH.

39) Ilepeuncnute OCHOBHBIE TPEOOBAHUS K OPOPMIICHHIO OPraHM3AIMOHHBIX JOKYMEHTOB.

40)  laiiTe moHsATHE yCTaBa.

41)  JlaiiTe MOHSTHE MOJOKEHHUS.

42)  JlaiiTe MOHSATHUE WHCTPYKIIHH.

43)  JlaiiTe moOHATHE JODKHOCTHOW MHCTPYKIIHH.

44)

I[aﬁTe MOHATHUC IITATHOI'O paClIUCaHUA.



45)  JlaiiTe MOHSTHE PACHOPSIIUTEIBHOTO JOKYMEHTA.

46)  Ilepeunciaure OCHOBHBIC (PYHKIIUH PACIIOPSIUTEIBHBIX JOKYMEHTOB.

47)  TlepeuwcautTe OCHOBHbIE TpeOOBaHHUS 1O OQPOPMICHHIO  PACIOPSIUTCIBHBIX
JIOKYMEHTOB.

48)  laiiTe MOHATHE ITPHUKa3a.

49)  JlaiiTe MOHATHE PACIIOPSIKEHUS.

50)  /laiiTe MOHSTHE yKa3aHUS.

51)  JlaiiTe MOHSTHE PEIICHUS.

TecThl

1) PexBu3uT 1OKyMEHTa — 3TO:
a) ero OTJEIbHBIN 2JIEMEHT
0) 4acTh CITy’K€OHOTO TTUChMa
B) pUpMEHHBIH OaHK
2) C noMoI1bI0 KaKOTO peKBU3UTA 0(OPMIIETCS BHELITHEE COINIACOBAHUE TOKyMeHTa?
a) BU3bI, COTJIaCOBaHUS
0) rpuda coriaacoBaHus
3) B kakoMm ciywyae mnpaBWIbHO OQOpPMIIEH peKBU3UT «OTMETKa O HAJIWYHUU
HPUIIOKEHU», €CITU B TEKCTE COMPOBOJUTEIBHOIO MUChMa HE YIIOMUHAJIOCH O IPUI0KEHUU?
a) [Ipunoxenue: 1. CnpaBka o coryiacoBaHUM NpoekTa Ha 4 1. B 1 3K3.
2. OT3bIB IO TPOEKTY HA 2 JI. B | 9K3.
0) Ilpunoxxenue: Ha 6 1. B 1 3K3.
4) Kak B JoKyMeHTe OTpa)xaeTcsi peKBU3UT «JaTa»?
a) pUMCKUMU P pamMu
0) apabckumu nEdpamMu
B) apaOckuMu udpamMu U CIIOBECHO-IU(POBBIM CITOCOOOM
5) B pekBusute «Aapecary MHULIHAAIbBI CTaBAT:
a) epen haMuiMel agpecara
0) nocne dpamunum agpecara
6) KeMm noamuceiBaroTCst JOKYMEHTBI, COCTABIISIEMbIE KOMHCCHEH?
a) pyKOBOJUTEJIEM OpraHU3aluu
0) npezacenareneM
B) MpejiceiaTesIeM U WieHaMH KOMUCCHU
I) pesceaaTeneM U ceKpeTapeM
7) Ha «kakoM cnykxeOHOM muChbMe HpocTaBisieTcs pekBU3UT «CcbUulka Ha
PETUCTPAIIMOHHBIA HOMEP M JIATy TOKYMEHTa»?
a) mpocb0ax
0) COITPOBOIUTEIHHBIX
B) MH(OPMAIIMOHHBIX
') OTBETax
8) B xakom ciydae npaBUIbHO 0O)OPMIIEH PEKBU3UT «ApecaT»?
a) Hupextopy mkossl Ne 269
Marseesoii Tamape IlerposHe
0) Hupexropy mxoisr Ne 269
T.I1.MatBeeBou
B) 129128, Mockaa, yn. PoctonnHckas, 7
Hupektopy mkomusl Ne 269
r-xe Marseesoit T.II.
9) K pacnopsauTenbHbIM JOKYMEHTaM OTHOCSTCS:
a) TPOTOKOJIBI
0) ycTaBbl
B) IIPUKa3bl
10)  [aroili mpoTOKOIIA SIBISIETCS



a) J1aTa MoAMnMcaHus MpoToKoja

0) maTta 3acemaHus

B) JlaTa PErUCTpaIMy IPOTOKOJIA

11)  HHdpopMaIrMOHHO-CIIPABOYHBIH JOKYMEHT, COCTABISCMbIH HECKOJIBKMMH JIMI[AMH,
MOITBEPKTAOIIUI YCTAaHOBIIEHHBIC (DaKThI, COOBITHUS WU ACHCTBUS

a) MPOTOKOJT

0) aKT

B) JIOKJIQJIHAS 3aITUCKa

12)  Kakas yacTh TeKcTa MpUKa3a SBISETCS 00s3aTeIbHON?

a) KOHCTaTUPYFOIIast

0) pacropsiiuTenpHas

13) B kakom ciyyae npaBuibHO odopmiieH pekBu3uT «[loamuck» B mpoTokosie?

a) Jupektop JInuHas noanuce M.B.JIapun

0) [Ipencenarens komuccuu JInyHas MOANMKUCH A.N.I1leTpoB
UseHbl KOMHCCUU JInuHas noanuce B.A.CMupHoBa

JInyHasg noamnuch N.K.MoxkeeBa

B) IIpencenarens JInunas noanuck A.N.Ilerpos
Cexkperapb JInunas noanuce O.H.Hukutuna

14)  Ilman pabGotrel mkoibl Ha 2009-2010 yueOHBI TOA YTBEPXKICH pEIICHUEM
IelarOrMYecKoro coBeTa. B kakom ciydae mpaBwibHO opopmiieH pekBU3UT «I'pu¢ yTBepxkaeHus
JTIOKyMEHTa»?
a) YTBEPXIAIO
Pemenne nemarornyeckoro cosera
ot 12.08.2009 r. Ne 14

0) YTBEPXIEH
Pemienuem negaroruueckoro coBera
ot 12.08.2009 Ne 14

B) YTBEPXIEH
Pemenne negarornyeckoro cosera
ot 12.08.2009 r. Ne 14

15)  Kakue pacropsiuTenbHbIe JOKYMEHThI U3/aI0TCSl HA OCHOBE €IMHOHAYATUS?

a) peuieHus

0) nmpuKa3bl

16) JlenmoBoe UHCHMO, HCIONB3yeMOE [UIsi  OTHPABKH  JOKYMEHTOB  (TIPOCKTOB
HOPMAaTUBHBIX MPAaBOBBIX aKTOB, JOTOBOPOB, KAaTajaoroB, MPOTOKOJIOB, aKTOB U JIp.), HE MMEIOLIUX
aJpeCcHON 4acTH, Ha3bIBAECTCS:

a) MUCHMO-TIOJITBEPKACHUE

0) nH(hOpPMaLIMOHHOE TUCHMO

B) COTMIPOBOUTEIHHOE MUCHMO

17)  TapaHTHIHBIM Ha3bIBaeTCS MUCbMO, KOTOPOE

a) COZIEPKUT 0053aTENILCTBO WM OATBEPKICHUE OIUIaThl paObOThl, CPOKOB TOCTABKH.

0) moxaTBEpXkJaeT NOJy4YeHHWE CBEACHUM, JOKYMEHTOB WM JAPYTUX MaTepuaioB, paHee
JIOCTUTHYTBIE JOTOBOPEHHOCTHU

B) COJEPKUT 3asBlieHHEe 00 OOHAPYKEHUU HECOOTBETCTBUS TOBApa MM YCIIYT TpeOOBaHUSIM,
3asBJICHHBIM B IOTOBOpE.

18)  [loxyMmeHT, aIpecOBaHHBIH BBIIECTOSLNIEMY PYKOBOAMTEIIO C  HM3JI0KECHUEM
KOHKPETHON MpoOJIeMbl UJIH MIOCTAaHOBKOW BOIIPOCA U COAEP KA BBIBOJBI U MTPEIOKEHUS

a) cykeOHas 3amucKa

0) cBOZIKa

B) JIOKJIaJIHAS 3aITUCKA.

19) B kakom ciyyae npaBuiIbHO odopmiieH pekBu3uT «[loanuck» Ha OJlaHKe JOKYMEHTa

a) Hupexrop OOO «Anpgaac» JIlnunasg noanuck A.A.bopucos

0) HupekTop JInunas noanuck A.A.bopucon

20) B kakux ciyyasx HCIOJb3yeTCs MUChbMO-HalIOMUHaHUE?



a) Kor1a HeoOX0IMMO COOOMIUTH 0 KAKOM-JIN00 (hakTe Uiau coOBITUI

0) Korjga He0OX0IUMO TTOATBEPIUTD MOTYyYEHUE JOKYMEHTOB WM MaTEPHAIIOB

B) KOT'Jla OpraHu3alus-mapTHEP HE BBITIOIHSET B3AThIC HA ceOs 0053aTeNbCTBA UITU MIPUHSATHIC
JIOrOB

[TonHbBINA MEepedYeHb TECTOBBIX BOIPOCOB IMPHUBEICH Ha HWH(POPMAIMOHHO-00PA30BaTEIHLHOM
noprajc 10 CCBIJIKEC
https://www.mivlgu.ru/iop/question/edit.php?courseid=1219&cat=30602%2C26592&gpage=0&cate
gory=21264%2C26592&qgbshowtext=0&gbshowtext=1&recurse=0&recurse=1&showhidden=0&sho
whidden=1

[IpakTHueckue 3an1aHus:

1. CocrtaButh BapuaHThl OJAHKOB MPHKAa3a C YIJIOBBIM M TPOJOJIBHBIM PACHOJIOKCHHEM
PEKBHU3UTOB Ul OpraHU3aluu.

2. IlpencraBbTe CTPYKTYpPY ycTaBa YNpaBJIeHUE COLMATBLHOM 3aIIUThI HACEICHUS.

3. CocraBbTe MOJIOKEHHUE O MOApa3AeIeHUN (OT/Aea COLUAIBHOM 3alUThl HACEIECHUS).

4. CocraBbTe JOJKHOCTHYIO UHCTPYKIUIO

5. CocTaBpTe LITATHOE pAaCIUCAHME OTHEJA COLUAILHOM 3aIUTHI HACEICHMUS

6. CocraButre npuka3 no YC3H Brnagumupckoil obimacth O BBEIEHUM WHCTPYKIHHU II0
JICJIOTIPOU3BOJICTBY B LENSAX COBEPLICHCTBOBaHMS pPAOOTHI C JIOKyMEHTaMHM M OO0ECIEYEeHUH HX
cOoXpaHHOCTH. B pacnopsautenbHol 4YacTu cieqyeT yTBepAUTbh WHCTPYKLHIO, YKaXXUTE CpPOK
BBEJICHUS €€ B JieiicTBUe (0TBETCTBEHHBIN — cekperapb Ky3nenos I1.B.)., o0skuTe Bce CTPYKTYpHBIE
noapasneneHuss u corpyaaukoB YC3H pykoBoacTBOBaThCsl MpaBWiiaMu pabOTHI C JOKYMEHTaMH,
3aKperuieHHbIMM B MHCTpykuuu (OTBETCTBEHHbIE — HauyalbHUKU mojpaszaeneHuit). I[lopyuute
3aBeyIONIe KaHIeIspueld 00ecleunTs THPAKUPOBaHWE VHCTPYKIIMH TO JIETONPOU3BOJICTBY U €€
nepejady B CTPYKTypHbIE IoapasiencHus. KOHTpoab 3a HMCIOIHEHMEM IpUKa3a BO3JIOKHUTH Ha
3aMECTUTENS TUPEKTOPA.

7. CoctaBbTe nmpukasz 06 urorax padotsl ¢ qokymentamu B 2015 r. Otaena mo opraHuzanuu
IIPEIOCTABIIEHUSl COLMAIBHOIO O0CTyKMBaHUS. B KOHCTaTupyrollell 4acTh yKakKMUTE€ Ha HHU3KYIO
TpeOOBATENIBHOCTh PYKOBOJAUTENEH TOApa3eNieHuii K KadecTBY IOATOTOBKM JOKYMEHTOB H
KOHTpOJISI 332 UX UCHOJIHEHHEM. B pacnopsiautenbHol yacTi oOpaTuTe BHUMAHUE PYKOBOJUTENEH Ha
NOBBIIIIEHNE TPeOOBATEIBHOCTH K Pa0OTHHKAM B 4YacTH paboThl ¢ JAokymeHTamu. [laiite 3amaHue
COTPYIHUKY, OTBEYAIOIIEMY 3a JEJIOMPOU3BOJICTBO, pa3padoTaTh Mepbl MO YIYUYIIEHHIO 3TOM
paboTHI.

8. CocraBbTe MpuKa3 00 yTBEPKIACHUH TOJIOKESHHS O 3aIlIUTe MePCOHATBHBIX JaHHBIX o ['KY
OC3H mno ropony Mypomy u Mypomckomy paiioHy. B KOHcTaTHpyromeW 4acTé YKaKUTE Ha
HEOOXOUMOCTb CO3JJaHUs ¥ YTBEPIKJIEHUS TAKOrO IOKYMEHTa B IIeJIAX 00eCIeYeHUs 3alUThI IPaB U
cBOOO/]I UeJIoOBEKa U TpakJaHUHA MPH 00pabOTKe ero MepcoHaIbHBIX JaHHBIX, B TOM YUCIIE 3aIIUTHI
IIpaB Ha HEMIPUKOCHOBEHHOCTb YaCTHOM >KM3HM, JINYHYIO M CEMEIHYIO TailHy, OpraHu3aluu eJMHOro
nopsiika 00pabOTKM TEpCOHATBHBIX JaHHBIX, HAa OCHOBaHMU TInaBel 14 TpynoBoro Kojaekca
Poccuiickoit @enepanuu, PenepanbHoro 3akona Poccuiickoit ®enepaunn ot 27 utons 2006 r. N
152-®3 «O mnepcoHalbHBIX JaHHBIX». B pacnopsaurenbHoil wactu yrBepaute Ilomoxenue,
Ha3Ha4ybT€ OTBETCTBEHHBIX 3a peanu3anuio TpeboBanuil [lonoxenus, opranuzanuio oOpabOTKH,
pacnpoCTpaHEHHs, MCIONb30BAaHUS M YHUYTOXKEHMSI TEPCOHANBHBIX JaHHbIX. KoHTponp 3a
MCIIOJTHEHUEM TNPUKa3a BO3JIOKUTE HAa KOHKPETHOTO COTPYIHUKA YUPEXKICHUS.

9. CocraBbTe mpuka3 JlemapramMeHTa COIMAIbHOW 3allMThl HaceleHHsl ropoja MOCKBBEI 00
YTBEPKACHUM MPUMEPHOI (QOpMBI JOroBOpa O NPENOCTAaBIEHUH CyOCHAMM U3 OIO/pKEeTa ropoja
MockBel. B kOHCTaTUPYIOIIEH YacTH CHEIAaNTEe CCBUIKY HAa JOKYMEHT, IOCIYKUBIIMKA IPUYUMHOU
n3nanus npukasa - [loctanoBnenue IIpaBurensctBa Mocksbl ot 5 ampens 2011 r. Ne 109-I1IT «O
npesocTaBlIeHNH cyOcuanit u3 Oropkera ropojia MOCKBBI I0PHIMUYECKUM JIMIAM, WHAWBUYAIbHBIM
MpeANPUHUMATEINIM, GU3UIECKUM JIMIIaM, a TaK)Ke TpaHTOB B hopMe cyOcuamii u3 OropKeTa roposia
MOCKBBI IOPUJIMYECKHUM JIMIIAM, MHIUBUAYAJIbHBIM HpPEANpPUHUMATEISIM, (QU3NYECKHM JHUIaM» U
[TocranoBnenue [IpaButenbctBa MockBbl oT 28 nexabpst 2011 r. Ne 656-I1I1 «O6 yTBepkaeHuu
[Topsinka mpenocTaBineHus cyocuauii u3 Orokera ropoga MOCKBbBI IOPUIUYECKUM JIMIIAM B IIEJISX



BO3MEILEHHSI 3aTPaT, CBSI3aHHBIX C OCYILECTBICHUEM JACATEIbHOCTH B chepe COLMANbHON 3alHThI
HacelleHus: ropojia MockBel». B pacnopsiinTenbHON 4acTu yTBepAUTe MpUMEPHYIO (hopMy J0roBopa,
BO3JIOKUTE KOHTPOJb 3a BBINOJIHEHMEM IIpHUKa3a BO3JIOKUTh Ha 3aMECTUTENIEH PYKOBOIUTEIS
JlenaprameHTa 110 HaNpaBICHUSIM JIEATEIbHOCTH.

10. CocraBbTe npoToKOI 3acenanus oduiectseHHoro Cosera npu JlenapraMeHTe couuanbHON
3alUThl HacesneHus MBaHOBCKoOW 0061acTi 00 U3MEHEHUHU EPUOAMYHOCTHU Psia COLUAIBHBIX BBIILIAT
B MBanoBckoii obmactu ¢ 01.10.2016.

B xauectBe BmIcTynarmero ykaxute M.A. KabGanoBa, HavampHuka JlemaprameHTa
COLMAJIbHOM 3alUThI HaceNneHust VIBaHOBCKOM 00J1acTH.

B pesynbrare o0cyxklIeHus OTMEYEHO, 4To ¢ 1 OKTAOps Tekyuiero roga B MBaHOBCKOM
00JacTy MIaHUPYETCS U3MEHUTH NEPUOJUYHOCTh MPEJOCTABICHUS psAla COLMANbHBIX BbILIAT. [Ipu
9TOM BCE COILMAJIbHBIE JIbIOTHI COXPAHAT B MOJHOM OOBEME, a CpencTBa OyayT MEepeuucCisiTbCs
rpakaHaM €XXEeKBapTaJIbHO B CyMM€ 3a Tpu Mecsna. COOTBETCTBYIOLUE 3aKOHBI OOCYKIAIOTCS B
WBanoBckoil obnactHoit Jlyme. Bee BhIIIaThI, MpeaocTaBiIsieMble )KUTEISIM PEeruoHa, COXpaHsTCs, a
M3MEHEHNE KOCHETCSI TOJIBKO EPUOAUYHOCTH IIEPEBOJIA IEHEKHBIX CPEACTB IPAKIAHAM.

['onocoBanue MPOBOAMIOCH OTKPBITHIM ITyTeM. Pe3ynbTathl mojacyera roiaocoB: «3a»
yen., «[IpotuBy  wen., «Bo3zmepxkanuchk»  4ell.

11. CocraBbTe pe3toMe Ha IOJDKHOCTD CIEIUANINCTA 0 COLMANbHOM paboTe ¢ HACEIIeHUEM.

12. CocraBbTe aBTOOHOTpaAUIO.

13. CocTaBbTe XapaKTEPUCTHUKY.

14. 3anoyiHUTE INYHYIO KApTOUKY.

15. CocraBbTe TPY10BOI AOTOBOP.

16. CocraButh nuchMo-OnarogapHoct MBanoBoit  Jlroamunel  IlaBioBHBI B ajpec
[Ipencenarenss koMuTeTa COIMANbHON 3amuThl Branumpckoit obnactu ['opmikoBa A.3. 3a uyTkoe
OTHOLIEHHE K MHBaJIMJaM KOJUIEKTHBA U AUPEKTOpa peadMIMTAalMOHHOIO 1ieHTpa «BecHay.

Oo6uiee pacnpeneseHne 6ajJI0B TEKYIIEr0 KOHTPOJISI IO BUAAM y4eOHBIX PadoT 1Jisl CTY/IeHTOB

Peittunr-kontpons 1 Tect, ycTHBIN ompoc, 1o 10
IIPAKTHYECKHE 3a1aHUs
PeliTuHr-KOHTpONIH 2 Tect, ycTHBIN ompoc, no 10
MIPAKTUYECKHE 3a/laHus
Peittunar-kouTposs 3 Tect, ycTHBIN ompoc, 1o 10
IIPAKTUYECKHE 3a1aHUs
Ilocemenwne 3aHATHI ITocemenne JeKIIMOHHEIX, o 10
CTYJEHTOM MPAKTUYECKUX 3aHATUHI
JlonoaHHUTEeNbHbIE OalIbl AKTHBHOCTB Ha NpakTudeckux | 1o 20
(6onycsl) 3aHATHUAX, KAYECTBO
BBITNIOJTHEHUS 3aJaHUN
BrinonHenune cemMecTpoBoro Brimonnenue ninana 10 20
IJIaHAa CaMOCTOSITEILHON CaMOCTOSITENIbHOM PabOTHI
paboThI

2. IIpomeskyTOUHASI ATTECTAIMS 10 IMCIUIIHHE
ITepeyenb BOPOCOB K 3K3aMeHY / 3a4eTy / 3a4eTy ¢ OLleHKOH.
Ilepeyenn npakTHYecKuX 3a1a4 / 3aJaHUl K IK3aMeHY / 3a4eTy / 3a4eTy ¢ OLeHKOil (mpu
HAJTHYMH)

TecToBBIC 3alaHuA 151 IIPOBCACHUSA 3a4ycTa PasSMCIICHBL Ha
https://www.mivlgu.ru/iop/question/edit.php?courseid=1219&cat=30602%2C26592&gpage=0&cate



gory=21264%2C26592&gbshowtext=0&gbshowtext=1&recurse=0&recurse=1&showhidden=0&sho

whidden=1

MeTtoauyeckue MaTepuabl, XapaKTepU3yOIIUX NPoLeIypPbl OLleHNBAHUS

HtoroBoit ¢GopmMoil KOHTPOJIS TMOJHOTH (OPMHUPOBAHUS KOMIICTCHIIMH Yy CTYICHTOB IIO
mucrumuinae siisiercs 3a4€r. @OC mpoMeKyTOYHOM aTTeCTallii COCTOMT M3 UTOTOBOTO 3aJlaHUs,
BKJTIOYAIOIIETO YCTHBIM BOTIPOC, TECT M MPAKTHUYECKOE 3aJlaHne. 3alaHue BKIIoYaeT | yCTHBIM BOTIPOC
u3 O1oka «3Hath», 10 BOMPOCOB TecTa, pa3ieICHHBIX Ha OJIOKU: 3HATH (8 BOIIPOCOB TECTA), YMETH (2
BOIIPOCA TeCTa) U | IMpaKTUYeCKoe 3a/laHke.

MaxkcuManbHOE KOJIMYECTBO OalIoB, KOTOPOE CTYACHT MOXKET MOJIy4UTh cocTaBiser 20

OaJLIoB.

MaxkcumanbHasi cymma 0asuioB, Habupaemast CTyIeHTOM 1o aucuuiinHe pasHa 100.

HEKOTOpbIE MPAKTUYECKIE HABBIKA
paboThI ¢ OCBOEHHBIM MaTEpUAIOM
c(OpMHPOBAHBI HEAOCTATOYHO, BCE
IIPEeyCMOTPEHHBIE IPOTPaMMOi
oOyueHus: yueOHbIe 3aaHus
BBINOJIHEHBI, KAYECTBO BBIMOJIHEHUS
HU OJIHOTO M3 HUX HE OIEHEHO
MUHUMAaJIbHBIM YHCIIOM 0aJlioB,
HEKOTOpbIe BUJIBI 33JaHUI
BBINOJIHEHBI C OIINOKaMU

Onenka | Onenka 1o uikaie ObocHoBanme Yposens
B cpopmuposannocmu
Oautax KomMnemenuyuii
bonee | «OtnuaHO» ConepkaHue Kypca OCBOCHO Buicokuit yposens
80 MTOJIHOCTBIO, 0€3 MpoOeoB,

HE00XOIMMBbIC TIPAKTUYCCKUE HABBIKU

paboThl C OCBOEHHBIM MaTEPUAIIOM

c(OpMHPOBAHBI, BCE

MPEAYCMOTPEHHBIC MPOrPaAMMOA

oOyueHus: yueOHbIE 3aJaHUS

BBINIOJTHCHBI, KAYECTBO UX

BBIIOJIHEHUS OI[CHEHO YHCIIOM

0aJ10B, OJIM3KUM K MAaKCUMAJIbHOMY
66-80 | «Xopormo» Conepxanne Kypca OCBOCHO Ilpoosunymotii

MOJIHOCTBIO, 0€3 MPoOesoB, ypoeens




50-65 | «Y1OBIETBOPHUTEIHHOY Coneprxanue Kypca OCBOEHO Ilopozoeuwiit yposens
YaCTUYHO, HO MTPOOETIBI HE HOCAT
CYIIECTBEHHOT'O XapakTepa,
HE00XO0AMMBIE TIPAKTUIECKNE HABBIKU
paboThI ¢ OCBOSHHBIM MaTEPUAJIOM B
OCHOBHOM C()OPMUPOBAHBI,
OOJIBIITMHCTBO MPEyCMOTPEHHBIX
porpamMmoii 00y4eHus: yaeOHbIX
3aJJaHHid BHIITOJIHEHO, HEKOTOPBIC M3
BBITTOJIHEHHBIX 33JJaHUI, BO3MOXKHO,
coJiepKaT OUTMOKH

Menee | «HeynosnerBopurenbHo» | CoaepikaHue Kypca HE OCBOEHO, Komnemenuyuu ne
50 HE00XO0/MMBbIE IPAKTUYECKNE HABBIKU | chopmuposanst
paboThI HE CHOPMHUPOBAHBI,
BBINOJIHEHHbIE YUeOHbIE 3a/1aHUS
CoJIepKaT rpyObIie OMMUOKH

3. 3agaHus B TecTOBOM (popMe 1O TUCHUILINHE

IIpumepsl 3anaHmii:

1 CnocoGHOCTh TOKYMEHTa MOBJIEYb 3a COOO0I MPABOBBIE MOCIEACTBUS — 3TO €TO...

- 1H(OPMATUBHOCTb

- IOCTOBEPHOCTh

- OpUIUYECKas 3HAUUMOCTb

- IOpUIMYECKasl CUIIa

2 B azapec VYmpaBieHus cOLMalbHOW 3allUMThl HACeNEHUs MOCTynuia jxanoba lBanoBa
['puropust BrnagumupoBuua Ha A€MCTBUS COTPYIHUKOB yrpaBieHus. CyTb kanoObl: 3asBUTENb
ABIISICTCSA OTLIOM HECOBEPLICHHOJIETHEN J0YEpU. 3asBUTEIb OOPATUIICS C 3asBJICHUEM O Ha3HAYCHHUU
€KEMECSIUHOro 1Mocodus Mo yxoay 3a pedeHkoM. OAHaKO 3asBUTENb NOJIYYMI OTKa3. 3asBUTEIIb
IIPOCUT OKa3aTb COJEWUCTBHUS B BOCCTAHOBJIEHUM €ro HapylieHHbIX mpas. Corpyanuxku Y3H,
paccMOTpeB kajlo0y B MOJIOKEHHbIE CPOKHU COCTABMIIM IMHUCHMO- IpaXXAaHUHY
WBanoBy ['puroputo Bnaaumuposudy (BcTaBbTe IPOIYLIEHHOE CI0BO).

Ilonupii MEPCUCHb TECTOBBIX Sa,[[aHI/Iﬁ C YKa3aHUCM IIPaBUJIbHBIX OTBETOB, PA3MCIICH B Oanke
BOIIPOCOB ~ Ha  MH(GOPMalMOHHO-00pa30BaTeIbHOM  MOpTaje€  MHCTUTYTa IO  CCBUIKE
https://www.mivlgu.ru/iop/question/edit.php?courseid=1219&category=30602%2C26592&qgbshowte
xt=0&qbshowtext=1&recurse=0&recurse=1&showhidden=0&showhidden=1

OLIGHKa PaCCUUTBIBACTCA KaK IMMPOUCHT IMPABUJIIBHO BBIITOJHECHHBIX TECTOBBIX 3a,HaHI/II71 n3 ux
o0mIero yuca.



