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PaBouas nporpamma cocrasnena Ha ocose ®I'OC BO 1o HanpasieHHIo NoAroTOBKH (CreLHaIbHOCTH)
45.03.01 ®unonorus, yreepxaeHHoro npukasom MOuH P® ot 09.02.2016 Ne 91.
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JIueT perncTpanuy H3MeHeHHI H 10N0JIHeHUA

Jara.

Toamuce
Ne i/ Pasnen Kparkoe conepxanue Ne mporokoia ;:-IB
i [POrPaMMBbl M3MEHEHHs1/I0IIOTHEHH S 3aceaHusl - qlen. oit
Kadenpsl P
12 m 8 Axryanuzanus yuye6Ho- 02.10.2019
METOIMYECKOTO U 4 o~
MHPOPMALIHOHHOTO 00eCTIeUeHHS [Ipotokon a,,/«:l]
JIACLUAILIHHEL
2. .9 AxTyanu3anus MaTepHalbHO- 02.10.2019
TEXHUYECKOTO obecrieueHus %/ |
JHCITUTUTHHEL TTporoxon Ng /M
3. m 8 Axryanuzanus yyebHo- 31.08.2020
METOHIECKOTO U / A
HHPOPMAITMOHHOTO 0GECIIeYeHHUS] TTporoxon X: /1,04/‘:7
JIACTIATUIAHBL
4. m 9 AKTyanu3anus MarepuaibHo- 31.08.2020 ¢
TEXHHIECKOTO obecreveHust q/é 7
JUCIMITTHEBL [Tporokon Ne




1 esin ocBOCHUSA TMCHUIIMHBI (MOIYJIs1)

Henssmu ocBoenust Aucuumuinnbl (mony.as) b1.B.08 «@unonozuueckana Kynomypa
HOPMAMUBHBIX MEKCM06) ABJISIeTCS :

OBJIa/IeHUE 00y4JaroUIMMHUCs 0a30BBIMU HAaBBIKAMHU CO3JaHHS HA OCHOBE CTaHAAPTHBIX

METOAMK U JCHCTBYIOUIMX HOPMATHBOB PA3JIMYHBIX THUIIOB TEKCTOB; BIIAJCHUE 0a30BBHIMH
HaBBIKAMH  J10pabOTKM W 00paboTKM  (Hampumep, KOPPEKTypa, peIakTHPOBAHHE,
KOMMEHTUPOBAHHE, pPEIaKTHPOBAaHUE, WH(MOPMAIIMOHHO-CIIOBAPHOE OIMCAHKUE) pa3IMYHBIX
TUIIOB TEKCTOB);

BOOpPY)KEHHE OOYyYaloUIMXCsl CIEIHaTbHBIMH 3HAaHWSAMH M HaBbIKAaMH B 00JIacTH
JeTOTIPOU3BOICTBA, C YUYETOM JICHCTBYIOIIMX 3aKOHOAATEIbHBIX 1 HOPMATUBHO-METOIUIECKUX
aKTOB;

GopmupoBaHHe 3HAHWM CTAHAAPTOB YHUQPHUIIMPOBAHHON CHUCTEMBl OPTraHU3AI[MOHHO-
pacropsIUTeIbHON JOKYMEHTAIUH.

2 MecTo TUCHUITUHBI (MOAYJIs1) B CTPYKTYpe 00pa30BaTe/ibHOM MPOrpaMMbl MOAT0TOBKH
0akajaBpa.

Hucuumnuna b1.B.08 «®unonoruyeckas KylnbTypa HOPMATHUBHBIX TEKCTOB» OTHOCUTCS K
TUCHUIIIMHAM BapuatuBHOW vactu b1.B. oGmieoOpa3oBarensHoit nporpammel. Kypc mpusan
BOOPYXKUTh  OOYyYarOIIMXCs  CIEUUaIbHBIMA  3HAaHMSIMHM M HaBbIKAMH B 00JIacTH
JIEJIONPOU3BO/ICTBA, C YYETOM JEHCTBYIOIMX 3aKOHOJATEIbHBIX M HOPMAaTUBHO-METOAMYECKUX
aKTOB. 3HAHUSA, YMEHHUs, BIIAJEHUSA, MOJY4YEHHble NpU H3ydyeHUH aucuuiuiuHel b1.B.08
«®Punonoruyeckasl KylabTypa HOPMATHUBHBIX TEKCTOB», TaK)Ke€ HEOOXOAMMBI MJs H3YyYEHHS
IPYTUX  TEOPETHYECKHX,  (UIOJOTHYECKUX  JUCHMIUIMH. 3HAKOMCTBO C  OOJIaCThIO
JIEIONIPON3BOJICTBA — paboTa ¢ pacrnopsauTenbHo mgokymeHTaruedt (PJ]), HopmaTUBHBIMU
JOKYMEHTaMH - TOMOXKeT Oyaymmm ¢uioigoraM B HpopEeCCHOHATBHON JEATENIbHOCTU: B
OpraHU3alMOHHON padoTe PYKOBOJIUTENS, ceKpeTapsi-pedepeHTa u Jip. MpodheccHii, CBA3aHHBIX C
MH(OPMALIMOHHO-IOKYMEHTAIIUOHHBIM ~ OOECIIeYeHUEM  YIPaBJICHYECKON  J1eATEIbHOCTH.
Odunonoruyeckas KyapTypa B paboTe ¢ HOPMATUBHBIMU TEKCTaMU — ATO HEOThEeMIIeMasi 4acTh
KyJIbTYpbl JEJONPOM3BOACTBa, KyIbTyphl ympasieHus. Kypc «®Dumonornueckas KyiabTypa
HOPMATHUBHBIX TEKCTOB» BKJIIOUEH B YyueOHbIM IuiaH HampasieHus 45.03.01 dunonorus.
[Tpoduns «Dunonorudeckoe odecreueHre mpoheccuoHaIbHbIX KOMMYHUKAIUWy. uctunmuna
ONUpPAETCsl Ha 3HAHMS, MOJYyYCHHbIE OOYYAIOIIUMHUCS MPU W3YUYEHUH AUCHUIUIMH 10 aHAJIU3y
TekcTa: «DUITONOTUYECKU aHAIM3 TEKCTay, «JIuteparypHas KpUTHKAa W PEIaKTUPOBAHUEN,
«JIuteparypHoe MmacrepctBo», «Komnaparusuctuka», «CeMHOTHKa», «MHpPOBO33pEHUECKHE
aCleKThl PYCCKOM JIUTEpaTyphbl», a Take MNpopmIbHBIX npeameroB: «Co3naHue Hu
penaktupoBanue MuTepHer-koHTeHTa», «IIpodeccrnonanbHo-em0Basi KOMMYHUKAIMS: TEOPUS U
MIpaKTUKay, «/{pamaTyprus Tekcray.

3 KomneTeHun ody4uaromnierocsi, popmMupyembie B pe3yabTaTe OCBOCHHS THCIUATLIHHBI
(MonyJis1) M IVIAHMPYeMble pe3yJbTaThbl 00y4eHust

B pesynbrare ocBoenuss aucuurummebl (Moayns) b1.B.08 «®Dunomormueckas KyabTypa
HOPMATUBHBIX TEKCTOBY 00YUYaIONIUIACS JOKEH 001a/1aTh CICYIOIUMA KOMIETCHITHSIMHU:



CTpyKTYpHBII 3JIEMEHT
KOMIIETEHIINH

[Tnanupyemble pe3yabTaTbl 00ydeHHs

IIK-8 : BnageHnem 6a30BbiMu HaBbIKaMM CO34,aHUA HA OCHOBE CTaHAAPTHBIX METOAMK U
DeCTBYIOWMUX HOPMATUBOB Pa3/INUHbIX TUNOB TEKCTOB

3HaTh

O(bI/IHI/IaJ'IBHBIe HNCTOYHUKH OHY6J'II/IKOB3HI/I$I AKTYyaJIbHBIX

HOPMATHBHBIX IPABOBHIX aKTOB P®;
YPOBHHM HOpMaTUBHO-MeToanueckoi 6assl (JIOY u MOY);

MIPUHITUIIBI MACHTH(UKAIIMA HOPMATUBHOMN CpeIbl

JOKYMCHTHPOBAHUS B OpTaHU3AlIUAX

CTaHAapThl YHHQ)HHHPOBaHHOIZ CUCTCMBI OPraHMU3alluOHHO

pacropsAUTEIbHON TOKYMEHTALINH;

YmMmern

HaXOJUThb aKTYaJIbHBIC PCAAKIINN H€06X0[[I/IMI)IX
HOPMATUBHBLIX IIPABOBLIX dKTOB B I/IH(bOpMaI_II/IOHHO'
IIpaBOBLIX I/IHTepHeT-HOpTaHaX ((KOHCYJ'IBTaHT»,

«["apanT» u ap.;

BBISIBJISATh B TEKCTE HOPMAaTUBHBIX JJOKYMEHTOB CBEJICHMS,
Kacaroluecs: TpeOOBaHUN K TOKYMEHTHPOBAHUIO
JESATEIIBHOCTH OpraHu3aluy;

CO31aBaThb Ha OCHOBC CTaHAApTHBIX MCTOIHUK
I[Gf/iCTB}GOHII/IX HOPMAaTUBOB PA3JIMYHBIC TUIIBI TCKCTOB,

Bnagetb

MOHSTUMHBIM anmapaToM : yHU(UKAIMS, CTaHIapTU3aLus,
CTaHJapT, UH(pOpMAIHs, JTOKYMEHT, Tpadaper,
JIOKYMEHTOO0O0POT, perucTpalysi, HOMEHKIaTypa JIel;

BIaACTh 0a30BBIMH HAaBBIKAMH CO3aaHusd Ha OCHOBC
CTaHJAPTHBIX METOJAUK U JleﬁCTBYIOHIPIX HOPMAaTuBOB

Pa3JIMYHBIX TUIIOB TECKCTOB,

IIK-9: BnageHueM 0a30BbIMH HABBIKAMH J0pPa00TKM W 00pa0doTKH (HANpHMep, KOPPEKTypa,
peAaKTHpPOBaHWEe, KOMMEHTHPOBAaHME, PeIaKTUPOBaHNe, MHGOPMAIMOHHO-CJIOBAPHOE ONTUCAHUE)

PA3JINIHBLIX TUIIOB TEKCTOB




3HaTh

MPUHIUITB CHCTEMATU3AIUH U KJIacCU(UKAIIUHA JOKYMEHTOB,
KOMILJIEKCOB JOKYMEHTOB, CUCTEM JIOKYMEHTAIUH;
Ha3HAYCHUE HOMCHKIIATYPbI JIeJI OPTaHU3alluH; TUITOBOK
Ha0Op CHCTEM JTIOKYMEHTAIIUH JIF000H OpraHn3aIlni;

MeTOoabl 0OPMIICHUS U 00paOOTKH JOKYMEHTOB;

YMerb II0JIB30BaThC HOMEHKIIATYPOU €)1 OPraHU3aluu;
KOPPEKTUPOBATh, PEAAKTUPOBATh, KOMMEHTUPOBATh
pa3IMYHbIC TUITBI TEKCTOB, CO371aBaTh HH(POPMAIIMOHHO-
CJIOBApHOE OMHUCAHMUE;

Bnaners MPaKTUYECKUMHU HaBbIKaMHU TOJIb30BaHUSI OOIIEPOCCUNCKIMU

1 BCAOMCTBCHHBIMU IICPECYHAMU THUIIOBBIX JOKYMCHTOB;

0a30BbIMH HaBBIKAaMHU JOpPabOTKH M 00pabOTKH
Pa3IUYHBIX TUIIOB TEKCTOB.

4 CTpyKTYypa U coiepKaHue TUCUUILTUHBI (MO1YJIs1)

OO0wmasi Tpy10eMKOCTb JMCUMILINHBI cocTaBiasier 3 eaunun 108 gacos:

- KOHTaKTHas padora 31 akaj. yacos

— ayIuTOpHAas padoTra — 28 akaj. yaca; — BHeayAMTOpHasi padora —

3 akap. yac;

— camocTosiTeIbHas padora — 41,3 akaj. yaca;

—KOHTPOJIb — IK3ameH 35,7 u.
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1.1.Tema 2 2 ITonroroska OpoHTaNBHBIN [1K-
nesitebHOCTH. CITocoOb! pedepara JICKIIHH K-
JIOKYMEHTHPOBAHUS, 938

pPE3yibTaThl, U
OTBETCTBCHHOCTL»




1.2.Tema «Tunosoit 1 3 |IloaroroBka ITpoBepka [1K-
COCTaB CUCTEM KOHCIIEKTa CTaTbU. |pedepara, ornpoc |83y
JOKYMEHTALNH, Ha MPaKTUYECKOM
O— 5 3aHATUH. [1K-9-
. 3YB
JOKYMEHTAIbHBIN  (POHI
OpraHu3aIN
1.3. Tema «Homenknarypa 1 3 |[loaroroBka miana |I[IpoBepka miana |/1K- 8-
A (S2) 0 TEMBI. TEMBI, 3
(bpOHTATBHBII
5 K-
JIUI-OTPOC Ha
t-otp 938
JICKIIHH,
Urtoro no pasgeny 14 | 4 2 8 IIncemenHas
pabora
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2.Pazoen «Ocnognoii

cocmae HoOpmMamueHo-

npagoevix

O0OKYMEeHm 08,

pecnamenmupyrouiux

oesamenbHoCmb

Op2anu3ayuu)

2.1. Tema [Togroroska koHcnekra, |[IpoBepka koHcnekTa, |[1K
«YHaubukanus u pedepara npoBepka pedepata 3
CTaHJapTU3aLUs —

Aap I K.
OCHOBHBIC 931
HaIpaBlICHUS
COBEPILIEHCTBOBAHUS
JTIOKYMEHTAIUW»

2.2. Tema 2 KoncnektupoBanue KoncnektupoBanue [1K-
«["ocynapcTBeHHas HAy4YHOH JIUTEPATYPbl U |HAYYHOU JIUTEPATYPHI U |83)
CUCTEMA KPUTHKOAHATTUTHYECKOTO| KpUTHKOAHATTUTHYECKOE
MK
crannaptusauun PO. BBICTYIUICHHUS T10 BBICTYIUICHHUE TIO w
CrammapTer. O6mHe MaTepuaiaM KOHCIEKTa. |MaTepraiam
IToaroroska KoHcrekTa. [Iposepka
TpeOOBaHUS K
VHIMBUYaJIbHBIX WHIUBUTYAJIbHBIX
MOCTPOEHHUIO, . .
3aJaHNH. 3amannii. AHanus
U3JI0KEHUIO,
y4acTHsi B IUCKYCCHH.
0hOpMIICHHUIO,
COJIEPKAHUIO U
o6o3nauennio» [[OCT
P 1.52002
UTtoro no pasaeny 12 2 [MucemenHas pabora
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3.Pazoen« Ynuguyuposannoi e
cucmemul OOKyMeHmayuu
3.1 Tema 2 IToaroroska Ananus MK-
«YHu(UIUPOBAHHBIE CUCTEMBI BBICTYIUICHUS. B | BHICTYIUICHHS |83V
JOKYMEHTAIuH. YHU(PHUIUPOBAHHAS AUCKyccrn B INCKyCCHH K-
cucreMa 3yB
OpTraHU3aIMOHHOPACTIOPATUTEIBHON
JIOKYMEHTAIUN
3.2 Tema 2 2 [ToaroroBka [Tposepxka I1K-
«OpraHu3amoOHHOPACIOPAIUTEIbHAS KOHCIIEKTA, KOHCIIEKTA, 83V
JOKYMCHTAaI M. Tpe6OBaHI/I$I K pe(l)epaTa HpoBepKa
oopmirennro gokymentos». OCT P e(hepata [1K-
6.30- 2003 pegepara, 3yB
OTIpOC Ha
MPAKTHIECKOM
3aHITHH.
Ilucvmennasn

paboma
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Hroro no pasneny 14 | 4 2
4.Pazoen
«Op2anuzayuonnoie
OOKYMEHmbl: yCHagbl,
nON0MCEHUSA, UHCMPYKUUL)
4.1 Tema: «YcraB Kak 2 IToaroroska IIposepka
00s3aTeNbHBIN KOHCIIEKTAa, KOHCIIEKTa,

. K-
Y4pEIUTEIbHBIN JOKYMEHT pedepara IIPOBEPKA .
TIPH CO3JTaHUH pedepara, onpoc
HETroCyJapCTBEHHBIX Ha IPAKTUYECKOM | [JK-9-
KOMMEPUYECKUX 3aHATHH. 3YB

OpraHu3aIui: TOopsI0K
cocTaBleHUs, 0)OPMIICHUS U
coaepkanus ycrasa. 4.1
I'paxxnanckoro kogexkca POy




4.2Tema «llonoxenuns — 1 2 |[loxroroska IIpoBepka
HOPMAaTHUBHLIC aKThI. HHIUBUAYAJIbHBIX |KOHCIICKTA,
o MK-8-
Yypexnenus- 3alaHuH IIPOBEPKA B
pa3paboTUnKI» pedepara, onpoc
Ce Ca yc ot KO
Mme MO e pyM
cm AyauTtopHas CT Ba rr 1€
p |KOHTaKTHas paboTa| os eM ypTe
(B yacax) Te o oc g HI
JIb TH 15051
op Bl on
Ha u
M Kogy,
ge| nagzy | nOp | A KoqpaT
1 pik eH
K| 6opg| ax | pa Buel Te HToMmT€ "
. 0exCT T
Pasaen rewa MM | paty| TH f;’ CaMOCTOATETHHOM Kyi,qemeclu
T 1 paboThI yr
3a | (B or oyHH
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TH az 174
q R
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ax
Ha IPaKTHYECKOM
3aHSTHH.
4.3Tema «Ilonoxenue o [ToaroroBka [IpoBepka KOHCHIEKTA,
CTPYKTYpHOM KOHCIIEKTA, IpoBepka pedepara,
NOApa3AeiICHUN pedepara OIpoc Ha s
: CTPYKTypa TEKCTa» MIPaKTUYECKOM 83yB
3aHSTHH.
[K-9-
3yB
4.4 Tema «TpebGoBanus 1 2 ITonroroBka [IpoBepka koHcnekTa, |[1K-
K COCTaBJICHUIO u KOHCIICKTa, npoBepka pedepara, 83yB
0(pOPMIICHUIO pedepara orpoc Ha
JIOKYMEHTOB. Cruinp IIPAKTHYECKOM [1K-9-
3yB
CITy’KeOHBIX RAHSTHIL
JIOKYMEHTOB»




4.5 Tema [ToaroroBka IIpoBepka koHcmiekTa, |[1K-
«YHUDUIIUPOBAHHBII MHJMBUYANBHBIX | ipoBepKa pedepara 83yB
TEKCT YIIPABJICHYCCKOIO 3aJaHun
JIOKyMEHTa 1K-9-
(Tpadaper, ankera, 3yB
Ta0IHIIA)»
Hroro no pasxeny 15| 4 2 9 [MucemenHas pabora
5.Pazoen «Ilpaska
MEKCm o8 00KYMEeHm 6.
Ce Ca yC cr KO
me MO e py™
cm AyanTtopHas CT Ba xr 1€
p |KOHTaKTHas paboTa| os eM ypTe
B Yacax
( ) TE o ©O° 4 HI
JIb TH 13474
op bl 971
Ha u
M Kogy,
ae| Jagg | mp | 4 KoqpaT
T HromTe A en
ki | 6o aK a
I HA 16) Buppst Te POEsCT U 5
Passien rewa Wi Py | TH | 99 eavocTosTeNbHOM | Ky C
T. « q Ta JisgyT all
paboThI 01
3a | (B oyHH
er
HI | aK 5 HO
™ | af %4
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ac
ax
5.1 Tema 6 IToaroroBka KoHncnexktuposanue
«KoppekTypHble 3HaKH — VHIMBHyalbHbIX | HAYYHOH JIUTEPATypBI U
N TIK-
cucTeMa YCIIOBHBIX 3a/1aHUiI KpPUTHKOAHAIMTIHICCKOC 9
. BBICTYIUICHHE T .
0003HavYCHHI pu CTYIIICHHE 1O
Marepuaiam 3VB
npaBKe
koHcmekTa. [IpoBepka
TCKCTa» WHIUBUIyalbHbIX
3aIaHni. [1K-8-

3yB




Hroro no pasaeny 14 6 (8 [MucemenHas padora.

Utoro no aucumnaune |108|14 14 41,3 IIpoMe:kyTOUHBII
KOHTPOJIb 35,7 4.

(3K3ameH)

BHKP-3

5 O0pa3oBaTesbHbIe H MHPOPMAIHOHHbIE TEXHOJIOTHHU

B mpouecc O6y‘leHI/I$I JIA q)OpMI/IPOBaHI/IH KOMIIETCHIIMM Ha 3aSABJICHHOM YPOBHE HCHOJB3YHOTCA
Pa3INIHbBIC O6pa3OBaT€JII>HI)IC u I/IH(l)OpMaLII/IOHHI)IG TCXHOJIOTMM B HPOLECCC OpraHu3alnuun
y‘le6H0-H03HaBaTeHBHOﬁ, HaquO'HCCHeHOBaTeHLCKOﬁ, Ila.CTI/I‘IHO'l'IOI/ICKOBOI‘/'I.,. perOI[YKTI/IBHOI‘/'I,
TBOp‘leCKOI‘/'I ACATCIIbBHOCTH CTYACHTOB.

OOyyeHne HayMHAETCA C MPUMEHEHUS TEXHOJOTUU Yenenondzanisi, B YaCTHOCTH, OObSICHSIETCS,
9TO BBITYCKHUKM JAHHOT'O HAIMPABJICHHS MOTYT B Mpolecce Oymymiei paboTel oOecreunBaTh
JOKYMEHTUPOBAHHWE HE TOJIBKO YIPABICHYECKOW JESATENbHOCTH, HO M OCHOBHBIX BHJIOB
JEeSATEIIbHOCTH, CUCTEMAaTU3HPOBATh JOKYMEHTAIBHBIA (OHJ opraHm3anuid. [10cKoiIbKy naHHas
npodeccuoHanpHas 3ajaya CHEIMAIMCTAMU Ha MECTaxX pelIaeTcs C MOMOUIBIO0 NOUCKO8020 U
HAY4YHO-UCCNIe008aMENbCKO20 Memood, TO JTaHHAsi TEXHOJIOTUS HCHOJIb3yeTcs U A O0ydyeHHs
ctyneHTtoB. CryneHTaM TIpeaJiaraeTcsi Modeib JTOKYMEHTAIBHOTO (OHAA Ha TpUMepe
JOKYMEHTaNbHbIX (OHAOB opranuzanuid. [lo 3agaHHBIM mapameTpam CTYIEHTHI JIOJKHBI
CIIPOCKTUPOBATh  JIOKYMEHTAJIbHBIA  (DOHJ  OpraHM3amuM, WCXOJsi W3  OCOOCHHOCTEH
OpraHMU3aIMOHHO-TIPABOBOM (OPMBI OpraHU3alliH, CHEHU(PUKHA € HOPMATUBHO-METOAMYECKON
0a3bl, TpaIUIUK JOKYMEHTHUPOBAHUS IEITEIILHOCTH OpraHu3aiuii BeiopanHoit OP®.

[TonckoBoii MeToj oOcCylIlecTBIseTCS C NpuUMeHeHueM VHrepHeTa, paboTOil ¢ MpPaBOBBIM
nopranoM «Koncynbrant Ilmtocy, «lapanT», opuumanbHbIM cailtoM @enepalbHON CIIyKObI
roCylapCTBEHHON CTaTUCTUKHU U JP.

Pe3ynbpTaThl CBOMX MOMCKOB CTYAEHTHl O(GOPMISIOT B BHIEC pedepaTa MO TEME H3Yy4aeMoOro
paszena JUCLMILIMHBL, IPECTABISIOT PE3yIbTaThl B UHMEPAKMUGHOU (hopme — NOKIIAa/la TI0 TEME
pedepara, COCTaBIAIOT KOHCHEKT JOKJIaga B BHAE OCHOBHBIX TE€3HCOB, KOTOpBIE JAIOTCS IOJ
3alUCh CTYJEHTaM IPYIIIbIL.

Pegepamusnas paboma mo3Bonser Oojee YrayOIeHHO H3Y4YUTh MPOOIEMY HCCIETOBAHUS,
paclipuTh MOHMMaHHE U 00JIacTh CBOMX 3HaHHM. DT0 (opma camocCTOSATENbHON paboThl,
(dopmupyrOLIas HABBIKKA K CAMOCTOATEIHHOMY ITOUCKY HOBBIX 3HAaHHUH M U3JI0KEHHE MaTepHaa C
OTMOpPOM Ha NEPBOMCTOYHUK BKJIIOYAET B ce0s1 peepupoBaHusi MOHOTpaduil U cTaTel B HAYUHBIX
U HaAy4YHO-TIDAKTHUECKUX  KypHajax. PedepaT, mnpeincrtaBiseMblii Ha TNPOBEPKY, IOJKEH
OTBEYATh MPEABSBISIEMBIM TPEOOBAHUSM.

JUie  KOHTpOJS PENPONYKTUBHOM JEATEIBHOCTU CTYINEHTOB MCIIONB3YETCS HUCbMEHHA
npogepounas paboma.



TexHonorueld MOHUTOpPUHIA PE3yJbTaTOB 00pa30BaTENbHOMN AESITEILHOCTH B IEJIOM SIBIISIETCS
9K3AMEH.

6 YueOHO-MeTOANYeCcKOe o0ecTieYeHrne CAMOCTOATEILHOH PadoThl 00y4arouXxcst

1.Pazoen «Ilonamue o 00KymMeHmMupo8anuu 0eameibHOCmuy OpeaHu3ayuii».
ITo pazneny npegycMmoTpena 1 mpoBepouHasi TUCbMEHHas paboTa.

1. Tpebosanus k cocmasnenuio u oghopmienuo OOKymenma.
1.1 Jlaime onpedenenue nOHAMUSL «UHDOPMAYULY.

1.2 Jlavime onpedenenue nOHAMUSL «OOKYMEHNY.

1.34Ymo maxoe cucmema 0OKyMeHMAayuu.

Lenv 3a0anus: nposepumsv cmenens cghopmupogannocmu komnemenyuid I1K-8 u INIK-9 na navanvrom
VpO8He UzyueHust OUCYUNTUHDL..

2.Pazden «OcHogHOU cocmas HOPMAMUBHO-NPABOBLIX OOKYMEHMO8, peclaMeHmupyouux
0esImenbHOCMb OP2aAHUZAYUUY

[To pazneny npenycmoTpena 1 mpoBepouHas TUCbMEHHas paboTa.

1. yHM(Z)uKab;uﬂ u cmam)apmwauuﬂ KAK OCHOBHble HanpaejleHUsl CO6epuLleHcmeo6arusl

OOKYMEHMUPOBAHUS.
1.1 Jlatime onpedenenue nousamus «yHuguxayuuy.

1.2, daiime onpedenenue nouamus « CMaHoapmu3ayuiLy.

1.3Ananuz poccuiickoeo cmandapma « Tpebosanus k ogpopmnenuto ookymenmosy. I OCT P 6.30-

2003.

3.Pazoen « Yuuguyuposanmnvi e cucmemvl 0OKyMeHMayuu»

[To pazneny npenycMoTpeHa 1 mpoBepouHas TUCbMEHHas paboTa.

Lenv 3a0anus: nposepums cmenens chopmuposannocmu komnemenyuitl I1K-8 u ITK-9.

1.Tema «Opranu3almOHHO-pacOpAIUTEIbHAS JOKYMeHTanus. TpeOoBanus K 0GOPMICHUIO
nokymentoB». TOCT P 6.30- 2003

1.1 Jlarime onpedenenue NOHAMUS «OPSAHUZAYUOHHO-PACTOPAOUMENbHASE OOKYMEHMAYULY.
1.2 Jlatime onpedeneniue NoHAMUSA «MEKCM».

1.3. Tpebosarnus k mexcmy 0OKymeHma.



4.Pazoen «Opeanuzayuonusie 0OKyMeHmbl: YCMaewl, nonoxcenuss, uncmpykyuuy 1o

pazneny npeaycMoTpeHa | mpoBepouHas TUCbMEHHas paboTa.

Lenv 3a0anus: nposepums cmenens cpopmuposannocmu komnemenyutl IIK-8 u ITK-9.
1.1 Jlavime onpedenenue nOHAMUSL KHOPMAMUBHBLI MEKCHLY.

1.2 Jlatime onpedenenue NOHAMUA «YCMABY.

1.3, daiime onpedenenue nOHAMUSL «NOJIOHCEHUEY.

1.4. Jlaiime onpedenenue NOHAMUA KUHCIPYKUUUY.

1.5.Tpebosanus x cmpykmype mexcma ooxymenma «llonooicenuen.

5. Pazoen «llpagéka mexkcmog 0OKYMEHMO8».

[To pazneny npenycmoTpena 1 mpoBepouHasi TUCbMEHHas paboTa.

Lenv 3a0anus: nposepumsv cmenens cghopmupogannocmu komnemenyui I1K-8 u ITK-9.

1.1 Jlaiime onpedenenue nousmus KoppexmypHbie 3HAKUY».

1.2 Kakue ycnognvie 00603HaueHUs: He0OX00UMO UCHONb308AMb,eCIU HEOOX00UM: a)0 NOMEHAMb MEeCIAMU
coceonue OyKebl, 6)nocmasums mupe, 6CMasumMb C060 Uil HeCKOIbKO CLO8.

1.5. Tpebosanus k mexcmy doxymenma. Kaxumu yugppamu (apabcxumu unu pumckumu( ciedyem
HYMepo8ams 4acmu CIOHCHBIX, OOALUUX HO 00bEMY OOKYMEHMO8?

Tpumeprvie memvl UHOUBUOYATBHBIX 3A0AHULL

1.HOpMaTI/IBHO'MCTO,I[I/ILICCKI/Ie JAOKYMCHTBI, PCrIIaMCHTUPYIOIINC o@opMneHHe Ppa3JIMYHBIX
BUJI0OB JOKYMCHTOB.

2.0cobeHHOCTH cocTaBlieHUus U ohopMiIeHHS ycTaBa - yupeauteabHoro nokymenta AO. Cocras
nH(pOpMaIIUY yCcTaBa.

3.CocTaB BHYTPEHHUX OPraHU3alMOHHBIX JTOKYMEHTOB AQ, UX pojb B JEATEIbHOCTH ammapara
YIIPABIICHHUS.

4.Tlopsinok pa3pabOTKH TMOJIOKEHUH 00 opraHax ympaBiieHHs, UX COIJIACOBAHHUE, MOJIHCAHUE,
YTBEpKICHHE.

5.JlokyMeHTUpOBaHUE  pacmopsiAUTENbHOM  JearenbHOCTH. (CocTaB  pacnopsauTENbHBIX
JIOKYMEHTOB.

6. TpeOoBaHMsT K COCTaBICHHIO W OQGOPMIICHHIO MPHUKA30B II0 OCHOBHOW JESATEIBHOCTH |
au4yHoMy coctaBy AO.

7.1IpaBuiia cucTeMaTU3aluy JOKYMEHTOB MPH UX TEKYIIEM XPaHEHUU.

8.HomeHkmarypa 1en KOMMEPYECKOTO TNPEeNNpusTHA: KiIacCH(HUKAIMOHHAS CXEeMa, COCTaB
uHpopmanuu, TpeOboBaHUs K 0(pOPMIICHHUIO.



9.ITopsiiok XpaHeHUs TOKYMEHTAIUN aKIIMOHEPHOTO 00IIeCTBa.

Temvt pechepamos

1.

2.

[IpaBoBoe perynupoBaHue yrpaBiIeHUECKOT 0 Ipolecca.

[Tonstue o 'ocynapcTBeHHOM cucTeMe TIOKYMEHTAIMOHHOTO 00ecIiedeH sl yIpaBICHUSI.

3. JlokyMeHTupoOBaHue aeareabHocTu. CrocoObl JOKYMEHTHPOBAHUS, PE3YJIbTaThl, U
OTBETCTBEHHOCTb.
HopmaTtuBHo-MeTonnueckue JIOKYMEHTHI, peraaMeHTHpYIoIINe odopmiieHue

pa3IM4YHbIX BUJOB TOKYMEHTOB.
[IpaBoBOIi aKT KaK JOKYMEHT, COJIEpKaINii MTOA3aKOHHOE O(PHUIINATBHOE PEIICHHE.

Bunel  npaBoBBIX aKTOB (HOpMaTHUBHBIE U HEHOPMATUBHBIE) 6.

Konctutynus PO (4.3, cr.15) 0 HOpMaTUBHO-TIPABOBBIX aKTaX.

7.

8.

10.

11.

12.

13.

14.

15.

16.

17.

HepBI/I‘IHHe IIpaBOBLIC AKTHI.
BTOpI/I‘lHHe IIpaBOBLIC AKTHI.

I[OKYMGHTI/IPOBB.HI/IG paCHOpHﬂHTCHBHOﬁ ACATCIIBHOCTH. CocraB pacnnopsAauTCIbHBIX

AOKYMCHTOB.

PacniopsiauTenbHble JOKYMEHTBI KaK IPABOBOM aKT : FOPUINYECKHAN aACIIEKT.
BenoMcTBeHHbIE HOPMAaTUBHBIE aKTh (aKThI, 3aTparuBarolle Mpasa, CBOOOIbI, 3aKOHHbBIE
uHTEepechl rpaxkaad Pd).

CocraBneHue IpoeKTa pacropsANTEIIBHOIO JOKYMEHTA.

Cranuu pa3paOOTKH IPOEKTa PacOPAAUTEIBHOTIO TOKYMEHTA.

OcobeHHOCTH COCTaBIIEHUS U OQPOPMIICHHS PACTIOPSAUTENBHOIO TOKYMEHTA:
KOHCTaTHPYIOIIas 4acTh.

OcobeHHOCTH cOCTaBIIEHUS U OPOPMIIEHHS PACTIOPSAUTENBHOTO JOKYMEHTA!
pacropsinTeNbHAs YacTh.

CornacoBaHue TEKCTA PACIOPSAAUTENBHOTO JOKYMEHTa, O()OPMIIEHNE U MTOIIUCAHNUE.

CocraB u cozepkaHue JOKYMEHTOB, HEOOXOJMMBIX IJIsl TOCY/IapCTBEHHON PErHCTpaluu

AO.



18.  OcobenHoctu cocTaBieHus U 0pOpPMIICHUS yCTaBa - yUpEIUTEIbHOTro oKkyMmeHTa AO.

CocrtaB uH(pOpMAIUH YCTaBa.

19.  Ocobennoctyu CTUISI HOPMATUBHOTO TEKCTA.

20.  IIpaBka pykomnwucel C MOMOIIBIO KOPPEKTYPHBIX 3HAKOB.

21.  OcoOeHHOCTH pPeJaKTHPOBAHUS HOPMATUBHOTO TEKCTA.

22.  OcobOennoctu nenenus tekcra nokymenra mo ['OCTy. TpebGoanus k odopmiieHUIO

ao63aneB B Tekcte (PO u CILA, BenukoObpuranusi).
23.  CocrapieHue TOKYMEHTOB C IPUMEHEHHEM TpadapeTHBIX TEKCTOB.

24.  VHUQUIMPOBAHHBIA TEKCT YIIPABICHYECKOTO TOKyMeHTa (Tpadaper, aHkera, Tabauia).

25. [IpaBuna cucremaTu3aluy JOKYMEHTOB MPHU UX TEKylleM xpaHeHuu. 26. Homenkmnarypa
Je: KIacCU(pHUKAIMOHHAS CXEMa, COCTaB uHpOpManuu, TPeOOBAHUSA K
o OpMIICHHUIO.

TpeboeaHus K ochopmaeHuro pecpepama

Cmpykmypa peghepama: TUTYAbHbIW NUCT; OrNaBAeHWe; BBEAEHME, OCHOBHAA YacTb, C pasfdesieHnem
Ha NYHKTbI (C 3arnaBUAMM), 3aKOYEHME, CTIMCOK UTEPaTYPbI, MPUNOKeHMe (He o6a3aTesnbHO).

Obvem pedepaTa — He MeHee 15 cTp. (C 3akAOYeHMEM — OO CNUCKa AuTepaTtypbl). Pabota
BbinosiHAeTcA 14 wpudtom uyepes 1,5 vHTepBana). Ons BblaeNeHUs CNOB M 3arnaBUin MCNO/b30BaATb
pasniMyHble WpndThbI.

LjumuposaHue ocyLLecTBASETCA N0 NPaBMAaM, U3N0KeHHbIM B CUCTEME CTaHAAPTOB:

1.FOCT P 7.0.5 — 2008. Cuctema cTaHAapToOB Mo MHbopmaunmn, 6UBANOTEUHOMY U U34aTENbCKOMY AeNy.
Bubnumorpaduyeckas ccoinka. Obwme TpeboBaHMA M NpaBMIa COCTaBAEHMUA.

2.I0CT 3 7.1 -2003. Cuctema ctaHAApToOB Mo MHPopMaLmn, 6MBAMOTEYHOMY U U3AATENbCKOMY Aeny.
Bubnunorpaduyeckas 3anucb. bubnmorpaduyeckoe onucaHue. Ob6wme TpeboBaHMA W NpaBuna
COCTaB/EHUS.

3.IOCT 3 7.82 -2001 Cucrema ctaHAapToB nNo uHbopmauunm, bubanoteyHomy u mM3gaTenbCKoOMy geny.
Bubnunorpadpuueckas 3anucb. bubauorpaduyeckoe onucaHMe INEKTPOHHbIX pecypcoB. Obwme
TpeboBaHMA M NPaBMUAA COCTaBNEHUSA.

Mo yKkasaHHbIM CMCTEMAM CTaHAAPTOB CTYAEHTY HEOBXOOMMO BbISCHUTL, Kak 0QOPMASIOTCSA CCbINIKK:
3ameKcmosas bubauozpaguveckas ccobliKd, NOOCMPOYHAS KOMIAEKCHAA CCblaAKA, 8HYMPUMEKCMOB8as
b6ubnuoepahuyecKan CColiKa, CCbIAKA HA 3EKMPOHHbLIE PECYPCbI.

7 OneHo4YHbIe CPeACTBA 1JIsl POBEACeHHUS IPOMEKYTOYHOM aTTecTaluu



A) NnhaHnpyemble pe3ynbTaTbl 06yUeHUA U OL,EHOUHbIE CPeaCTBa MPOMENKYTOUHOM aTTecTayum

CTPYKTYPHbIV 31IemMeHT
KomneTeHuun

MnaHvMpyemble pesyabTaTbl 0byyeHUn

OueHoYHble cpeacTsa

IIK-8: BnageHnem 6a30BbiMu HaBbiIKaMu CO34aHUA HA OCHOBE CTaHAAPTHLIX METOAMUK M
DelCTBYIOWMUX HOPMATUBOB PA3/INUHbIX TUNOB TEKCTOB

3Hameb

ogpuyuanvHvie UCOYHUKU
ONnyOIUKOBAHUSA AKMYATbHBIX
HOPpMAMUBHbLIX NPABOBLIX AKMOE
P®; yposnu
HOPMAMUBHOMEMOOUYECKOU OA3bl
(AOY u UOY); npunyunwvl
uoeHmughuxayuu HOpMamuHoU
cpeodvl OOKYMEHMUPOBAHUSL 8
Op2aHU3AYUSX, CIMAHOAPbL
VHUDUYUPOBAHHOU cucmembl
OpP2aHU3AYUOHHOPACNOPAOUMENbHOU

0OKyMeHmayuu,

Teopemuueckue onpocwt K
IK3aMeny

1.IlpaBoBo€ peryiaupoBaHue
YIPaBIEHUYECKOI O IIpoLecca.
2.Ilonsitue o ['ocynapcTBeHHOM
CUCTEME JJOKYMEHTAllMOHHOTO
oOecrieueHus yrnpaBiIeHUsl.
3.JlokyMeHTHUpOBaHUE
nesTesbHOCTH. CriocoOBl
JIOKYMEHTUPOBAHUS, PE3YJIbTaTBhI,
U OTBETCTBEHHOCTb.

4. HopMaTUBHO-METOANYECKUE
JIOKYMEHTBI, perJIaMeHTUPYIOIINe
o opMIICHHE PA3IMYHBIX BUIOB
JIOKYMEHTOB.

5.IIpaBoBOM aKT Kak JOKYMEHT,
COJIEprKalIi MOA3aKOHHOE
ounmansHoe peuieHre. Bupl
IPaBOBBIX aKTOB (HOPMaTHBHBIE U
HeHopMaTHuBHbIE) 6. KoHcTuTyIms
P® (4.3, cr.15) 0 HOpMaTUBHO-
MPABOBBIX aKTaX.

7. IIepBruHBIE TPaBOBBIE
aKThI.

8. Bropuunsle npaBoBbIe
akThl. 9. JlokyMeHTUpOBaHNE
pacnopsiAuTENbHON
nestenpHocTH. CocTaB
pacropsIUTeIbHbIX JOKYMEHTOB.
10. PacniopsiautenpHble
JIOKYMEHTBI KaK IPaBOBOM aKT :
IOPUANYECKUN aCIEKT.




11. BenoMcTBeHHBIE HOPMATHUBHBIE
aKThI (aKThl, 3aTparuBaoIlye Ipasa,
CBOOO/TbI, 3aKOHHBIE HHTEPECHI IPAXKAAH
PD).

12.  CocraBneHue npoexTa
pacopsANTETLHOTO JOKYMEHTA.

13.  Cranum pa3pa®oTKH IpOeKTa
pacopsAUTEITLHOTO TOKYMEHTA.

14. Oco0eHHOCTH COCTaBIICHUS U
oopmIIeHUsT PACTIOPSIIUTEIHHOTO
JTOKYMEHTA: KOHCTAaTHPYIOIIas 4yacTh. 15.
Oco0eHHOCTH COCTaBICHUS U
oopmIleHUs PaCcTIOPSIIUTEIBHOTO
JOKYMEHTA: paclopsIuTe/IbHAs YacTh.
16. CormnacoBanue TekcTa
pacropsanTeIHHOTO

JNOKyMeHTa, opOopMIIEHHE U
MOJMKCAHUE.

17.CoctaB u cojiep)KaHue
JOKYyMEHTOB,  HEOOXOJHMMBIX  JUIS
rocynapcTBeHHou peructpauuu AO.
18.0cobeHHoCcTH  COCTaBlIEHUS U
odopMIICHHS ycTaBa -
YIPETUTENTHHOTO JTOKYMEHTa
AO.CoctaB unpopmaiuu ycrana.
19.0coGeHHOCTH CTHIIE HOPMATUBHOTO
TeKCTa.

20. IlpaBka pykomucend C IOMOIIBIO
KOPPEKTYPHBIX 3HAKOB.

21.0cobenHoctu pENaKTUPOBAHUS
HOPMaTHBHOT'O TEKCTa.
22.  Oco0eHHOCTH JIeTIeHUs TeKCTa

nokymenTta o 'OCTy. Tpe6oBanus k
odopmiieHuro ab3ares B Tekcte (PD u
CIIA, BenukoOpuranus).

23. CocraBiieHHEe JOKYMEHTOB C
MpUMEHEHHEM TpadapeTHBIX TEKCTOB.
24. YHu(uImpoBaHHbIA TEKCT
yIpaBIeHYECKOTO JOKYMEHTa (Tpadaper,
aHKeTa, TaOJIuIa).

25.I1paBuna cHUCTeMaTu3aIuu
JIOKYMEHTOB TPU UX TEKYIIEM XPaHECHUU.
26.Homenknarypa nen:
KJIacCU(UKAIMOHHAS CXeMa, COCTaB
nHpopmanuu, TpeboBaHUS K
0(hOpPMIICHHUIO.




Tecm

Buiopamov 0oun omeem

1.0Onpenenute, B KAKOM JOKYMEHTE
JTAETCsI OIPEIeICHNE TTOHSITHS
«HOPMATHBHO-TIPABOBOM aKT»: «IIpaBUIIa
MOBEJICHUS, PACTIPOCTPAHSIONINECS HA
HEOIpeeNICHHBIN KPYT JIUL, U3/1aHHBIE







Ha OCHOBAHWH | BO UcnoaHeHune D3
(dbenepanbHOrO 3aKOHOIATENIBCTRA),
00s3aTeNnbHbIe IS UCIIOJIHEHUSI OpraHaMu
rocyJ1IapCTBEHHOM BJIaCTHU, MECTHOTO
CaMOYIPaBJIEHUs, UX JOHKHOCTHBIMU
JTUIAMH, FOPUANYECKUMU JIUIIAMU U

rpakJ1anaMmmu»?

A) B Tunosom perinamenre
B3aUMOJICHCTBHS (peliepalbHbIX OPraHOB
WCIIOJIHUTEJIbHOU BJIACTH,
YTBEPKICHHOM ITOCTaHOBJICHHUEM
[IpaBurenscrBa PO ot

19 suBaps 2005 r.;

b) 8 Kommepueckom norosope
(KOHTpaKTE).

B) B mpaBOBbIX aKTax, AEHCTBYIOIIUX Ha
ypoBHE CcyOBekToB P® —  Kkpaes,
oOnacteif, TOPOJIOB  pPECHyOIMKAaHCKOTO
3HAYEHUS MockBbI u CaHkTt-
[letepOypra, aBTOHOMHBIX oOnacTeld u
OKpPYTOB, a TakKe€ UX TEPPUTOPUATIBLHBIX
o0pa3oBaHMIA.

2. O0BsACHHTE, TTI0YEMY TIepe] U3JaHuEM
pacnopsIUTENLHOTIO JOKYMEHTA BaXKHO
M3YYUTh 3aKOHO/IATEIbHBIE AKThI U
pEIICHUS TPaBUTENHCTBA,
BEJIOMCTBEHHbIE HOPMATUBHBIEC AKTHI 110
JTAHHOMY ¥ aHAJIOTHYHBIM BOIIPOCAM?

A) NznaBaemblil pactiopsiAMTEIIbHBIN
JIOKYMEHT HE JI0J>KEH MPOTUBOPEUUTD
YCTaHOBJIEHHBIM HOpMaM. Bce rpaBoBbie
aKThI IOJHDKHBI CTPOTO COOTBETCTBOBATH
3aKOHY, HE COAEPKaTh MOJOKEHUH,
MMPOTUBOPEYAITUX 3AKOHOAATEIbHBIM
aKTam.

b) 3akoHomaTenbHbIC aKThHI U PEIICHUS
MPaBUTEIHCTBA, BEJOMCTBEHHbIE
HOPMAaTHBHBIE aKThI 10 JAHHOMY U
aHAJIOTMYHBIM BOIIPOCAM MOXKHO
MCII0JIb30BaTh B KAUE€CTBE OCHOBBI - KaK
TEKCT C YHU(DHUIIMPOBAHHON TTOCTOSTHHOM
uH(popMalren U NpomycKkaMu Jis
3aroJTHEHUs TTIepeEMEHHON HpOpMaITHEH.




B) 3akoHogaTenbHbIe aKThI U PEIICHUS
IIPaBUTEIILCTBA, BEJIOMCTBEHHBIE
HOPMATHUBHBIE AaKThl II0 JAHHOMY U
AQHAJIOTMYHBIM  BOIIpOCaM  CJIEAYeT
U3Y4YUTh, A 3aT€M OTMEHUTD KaK







ycTapeBUIHe.

3.Kto oOs3arenbHO BKIIOYAETCS

B pabouyio rpymiy (KOMHUCCHUIO)

110 BBIPAOOTKE MPOEKTa CIIOKHOTO
pacropsaUTENbHOTO TOKyMEeHTa?

A) yueHble, KBaTU(HUIMPOBAHHBIC
CIELUAJIUCTBI u3 qucia
IPAaKTUYECKUX PAOOTHHUKOB;

b) Bce 3amectutenu pykoBouTeNs
OpraHu3aluy;

B) Bce unensl pabouelt  rpynmbl
NPEIBIAYIIEro MPOeKTa.

4, HazoBute nepBuyHbIE IPaBOBbIE
aKTBI.
A) 3akoH, yKas,

IIOCTaHOBJICHUE, PACIIOPsKEHHUE,
pelieHue, npukas.

b) Ilonosxxenus, npaBuiia, MHCTPYKIINH

B) Pernamenr, ykazaHue, pyKOBOJICTBO,
pa3bsCHEHUS, pPEeKOMEHIaINH,
nporpamma, MOPSIJIOK, CTaHJapT,
MpelCcKypaHT, KJIacCU(PUKATOP.

5. Ha3oBute BropryHbIE IPaBOBBIE
AKTBHI.

A) TlonoxxeHus, mpaBuiia, UHCTPYKIHH.
PernamenT, yka3zaHue, pPYKOBOJCTBO,
pa3bsACHEHMS, pPEKOMEH a1,
mporpaMma,  MOPSJIOK,  CTaHAaprT,
npercKypaHT, KiaccupukaTop.

b) 3aKoH, yKa3,
MTOCTAHOBJICHHE, PACTIOPSIKEHUE,
pelieHue, mpuKas.

B) AkThl, JeHcCTByMOIIHE TOJBKO Ha

ypoBHE CcyOBekTOB PD —  Kkpaes,
oOnacTelt, TOpOJOB PECIyOJIUKAHCKOTO
3HAYECHUSA MocCKBBI u CaHKT-

[TeTrepOypra, aBTOHOMHBIX oOOnacTed u




OKpYI'OB, a TaKXe€ UX TEPPUTOPUATBHBIX
oOpa3oBaHUiA.

6. Ecnu TekcT moAroToBieH Ha
OCHOBAHMH TE€KCTOB JPYTUX OpraHU3alMil
WJTU TIPEJIIIECTBYIOIUX JOKYMEHTOB
JIAaHHOW OpraHu3alui, To...

A) B TEKCTE JOKYMEHTa YKa3bIBAIOT UX




PEKBU3UTHI: HaNMEHOBAaHHE
JIOKYMEHTA, HAaUMEHOBaHUE
OpraHu3ali — aBTOpa JOKYMEHTa,
JaTy JOKYMEHTA, PerucTpalMOHHBINA
HOMEp JOKYMEHTa, 3arojloBOK K
TEKCTY;

b) cneayer wu3MeHUTH ATkl
MPEIIeCTBYIOIUX JOKYMEHTOB;

B)  pekBu3uTHl  JOKYMEHTOB
JIpyrux OpraHu3anui HE
YKa3bIBaTh.

7.Kak npaBHIIBHO IIPOBECTH
coznacoganue?

A) CornacoBaHue pacrnops,IuTeIbHOTO
JIOKYMEHTa HEOOXOIMMO IPOBOIUTH C
3aMHTEPECOBAHHBIMH YUPEKICHUIMU
(BHeIIHEE coryiacoBaHue, opopmisieMoe
rpudOoM COTIIACOBAaHHMS), a TAKIKE CO
CTPYKTYPHBIMHU MOAPA3ACICHUIMU WU
JOJIKHOCTHBIMU JIMIIAMH, KOTOPBIX OH
(oxymeHT) KacaeTcs (BHyTpEHHEe
coryiacoBanue, ohopMisieMoe BU3aMH
COTJIaCOBaHUA);

B) coryiacoBaHHE MPOBOAUTCS TMOCIE
MO CAHUS JTOKyMEHTa
pykoBoautenem; B) B MHcTpykuuu no
JIEIIONPOU3BOJICTBY COIJIaCOBaHHE HeE
oroBapHBaeTcs, 03TOMY OHO
TIPOBOJTUTCS TTPOU3BOJILHO.




Ymemo

HAXo0umv — AKMyaibHbie
peoakyuu - HeoOX0OUMbIX

HOPMAMUBHLIX ~ NPABOBHIX
akmos 8
UHPOPMAYUOHHONPABOBHIX
Humepnemnopmanax
«Koncynomanmpy,
«apanmy u op.;
BbIAGNIAML 68  MeKcme
HOPpMAMUBHbIX

OOKYMEHMO8 c8e0eHUsl,
Kacaowuecss mpebosanuil
K OOKYMEeHMUPOBAHUIO
oessmenvbHOCmu
opeanuzayuu;, co30a8ams
Ha OCHOBe

8. B KakoM HCTOUYHHKE W3JI0KEHEI
TpeOoBaHUS K O(OPMIICHHUIO TPOCKTOB

YKa30B [Ipe3naenrta PO,
HOPMATHUBHBIX  NPABOBBIX aKTOB
benepanbHbIX OpraHoB

WCIIOJTHUTEJIbHON BJIACTU?

a) Meroanueckue pEeKOMEHJALUU IO
pa3paboTke UHCTPYKLUHI 10
JIEIONPOU3BOJCTBY B  (pemepabHbIX
opraHax HCIOJHUTEIbHOM  BIJIACTH,
yrBepkeHHbIX [Ipukazom Pocapxusa
oT

23 nexabps 2009 r. Ne 76.;

b) Koncturymus

Poccuiickoit denepariumu.

B) [TocTanoBieHHE KOJUICTHU
MuHucTepcTBa COLMAIBHOTO
obecneuenuss PCOCP ot 26 utons 1980
r. "O cocTossHUU
CIIPaBOYHOKO U (DUKAITMOHHOM pabOTHI B
opraHax COLHUaJIbLHOTO 00eCTIeueHUs
PCOCP"y.




CMAHOAPMHBIX  MUNDbL
Memooux
oelcmeyoumux
HOpMamueos
PpaziuyHvle

meKkcmoes,

9. Bribepute Hambosiee TOYHOE
OTIpeNIeICHNE TOHATHS «IOKYMEHT)

U3 TIPEIOKEHHBIX

a) «IOKyMEHTHpOBaHHas MH(OpMaIHs
(mokyMeHT) — 3a)UKCUpOBaHHAs Ha
MaTepHaIbHOM HOCUTele HH(opMaIus ¢
PEKBU3UTAMH, TIO3BOJISIFOIIUMHE €€
UJICHTU(PHUIIUPOBATH;

b)  «iokymenT-  umHpOpMaunus ~ Ha
OyMaXHOM HOCHUTEJIEY;

B) «mokyment — mrobas mHpOpmanus B
AIIEKTPOHHOM BHUJIEY.

10. Kaxkwue cJI0Ba B
MPEII0KEHHBIX (dbparmenTax
JIOJKEH 3aMEHUTh PeakTop?

a) «azpecoBaTb B  aJpec; CIEIyeT
OTMETUTH CIIEIyIOLIee; Mall Mecsl, IATh
4eJI0BEeK JIeTell, maMATHBIA cyBeHUpP»; b)
«5. KoHTpOJIb UCTIOJTHEHUS BO3JI0KUThH HA
HavyaJbHUKA CITyKObI Oe3omacHocTy U. A.
KouerkoBay.

B) «2.3aBenyroniemy Xx03s1HCTBEHHON
yacTeio A. B. BoitoToBoii o0ecrieunTs
MIEPEBO3KY OPI'TEeXHUKH B
aJIMUHHUCTPAaTHBHOE  3JIaHUE  JIO
15.05.2013.».

11.B kakOM UCTOYHHKE ONpPEIETIEH
MOPSII0OK MCIOJIb30BaHUS S3bIKOB B
oduiManbHoi nepenucke?

a) Crarbsa 17 3akona Poccuiickoii
®enepanun «O sA3bIKaX HAPOJIOB
Poccutickoit ®eneparuny; b)
DOnekTpoHHas 6a3a NaHHBIX,
MO/ICPKUBAFOIIIAST TIOTHOTEKCTOBBII
Ha0Op 3aKOHO/IATEILHBIX HOPMATHUBHBIX
aKTOB;

B) Bonb1moii sSHIMKIOTIETUYECKUN
CJIOBaphb.

12.0¢opmMuTte mnpaBUIBHO ATy B
OpraHU3alMOHHO-PACIOPAIUTEILHOM
JOKYMEHTE, TMPEACTAaBICHHOM  JUIs




aBTOMAaTH3MPOBAHHOM 00paboTku. B
KaKOM Clly4ae JaTa [OCTaBJICHa BEPHO?
a) 03.04.2017

b) 3 anpens 2017 1.




B) 3.04.17

Bnademso

NOHAMUUHBIM
annapamom :
VHUpurayus,
cmanoapmu3ayus,
cmaunoapm,
uHgopmayus,
00KyMeHm,
mpagapem,
0oKymenmoobopom,
peaucmpayusi,
HOMEHKAamypa oei;
enaoemsv 6A306bIMU
HABLIKAMU CO30AHUS
HA OCHOBe
CMAaHOapmMHvIX
MeMOOUK U
oelcmeyouux
HOPMAmueos
PABIUYHBIX MUNOS
meKcmos;

1.Hanucats scce Ha Temy: «Kak u
4eM /KeM 00ecrieqnBaeTcs
IOpUANYECKas CUJIa HOPMAaTUBHOTO
JIOKYMEHTa U B KAKUX CITydasx
HOPMATUBHBIN TOKYMEHT
YTpaYrBaeT FOPUTUICCKYIO CHUITY?»
1. 1.Ccovinka Ha onpedeneHnblil
OOKYMeHm 00513amenbHa.

2. 3amanue. [[MCEMEHHO OTBETUTH

Ha poOJIeMHBIN Borpoc B o0beme 10
npeiokeHuit: «duronorunyeckast
KYJIBTYpa CO3JaHMsI TEKCTa
HOPMATHUBHOTO IOKYMECHTA.

2.1. Vkazamv Ooxymenm, xomopuvlil 831m
07151 aHanu3a.

3.3a0anue. Jlaiite HanboIeE MOJTHOE,
HUCUYCPIBIBAIOIICC U TOYHOC ITOHATUC

«cmaHdapmus*auuﬂ».

1. JlaiiTe onpeneneHue NoHATUs
«Cragmapruzarun» o FOCTy P 1.0-92.
2. CpaBHuTe onpenencHue
crangaptuzauuu B [OCTe P 1.0-92. C
omnpezaeneHueM B boiapmom
SHIMKJIONENYECKOM CIIOBapeE:
«CrangapTusanus — 3TO IpoLeCC
YCTaHOBJICHHS U IPUMEHEHUS
CTaH/apTOB, O]l KOTOPHIMU TOHUMAETCS
«obpaserr, 3 TaJioH, MOJIETTb,
MIPUHUMAEMBbIE 32 UCXOJIHbIE JUIsS
COTIOCTABJICHUS C HUMU MOJO0HBIX
00BEKTOBY.

3.Kakue XapaKTEPUCTUKU
«CTaHAAPTU3ALUN» B MOCIEAHEM
OTIpeIeTIeHUH BBl ObI TOTIOIHUIN?




IIK-9 : BinagenneM 0a30BbIMH HABBIKAMH JAOPA0OTKH M 00padoTKH (HANpPUMepP, KOPPEKTYypa,
peAaKTHpPOBaHHEe, KOMMEHTHPOBaAHUE, PeJAKTHPOBaHUE, HH(POPMALMOHHO-CJI0BAPHOE ONMCAHUE)
Pa3JIUYHBIX TUNOB TEKCTOB




3HaTb

NPUHYUNBL
cucmemamuzayuu u
Kraccuguxayuu
O0OKYMEHmMO8,
KOMNIEKCO8
OOKYMEHMO8, cucmem
0OKyMeHmayuu,
Ha3HaueHue
HOMEHKIamypwl Oeil
opeanuzayuu;
Munosou Habop
cucmem
OJoKymenmayuu 1000u
opeanuzayuu;
Memoovl 0popmaeHus
u obpabomxu
O0OKYMEHmMO8;

1.Kakue sTanbl NOArOTOBKM NPeALecTBYOT
COCTaBJ/IEHUIO NPOEKTa PaAcnopsaAnNTENbHOIO
OOKyMeHTa?

a) cbop n n3yyeHune
MHPOPMALMOHHOCNPABOYHbIX LLOKYMEHTOB:
OTYETOB, CNPABOK, AOKNAAHbIX,
06DBACHUTENbHbIX 3aMUCOK, aKTOB,
cnyxebHoM NnepenmncKku;

B) o6s3aTeIbHan OTMeHa NpeALLecTBYHOLMX
pacnopsaaMTeNbHbIX LOKYMEHTOB;

B) oTMeHa npaBoOBbIX aKTOB, AEMCTBYOLWMX B
npegenax oTpac/au.

2.B KaKOM JOKYMEHTe pekomeHayeTcA
nponucaTtb NocaeaoBaTebHOCTb paboT Hag,
NPOEKTOM AOKYMeHTa 1 TpeboBaHus,
cobntoaeHne KoTopblx obecneynsaeT
IOPUAMYECKYIO NOJIHOLLEHHOCTb AOKYMEHTa?
a) B MHCTPYKLMM NO AenonpounssoacTsy; b)
B aKTe MeXBeJOMCTBEHHOrO XapaKTepa;

B) B BEAOMCTBEHHOM HOPMaTUBHOM aKTe.

3.BepHo nun cnepgytouee yteeprKaeHme:
«naBHOe ycnoBue KayecTBa AOKYMEHTa —
[,0CTAaTOYHAA KOMMETEHTHOCTb /1L, ero
rOTOBALLUX»?

a) BepHo. Yem Bbllle ypoBeHb
COCTaBNAEMOro AOKYMEHTa, TeM Bbllle
TpeboBaHMA, NpeabABASEMbIE K €70
coCTaBuTENAM;

B) HeBepHo. CekpeTapb Nt060ro ypoBHSA
cnocobeH co3aaTb 4OKYMEHT BbICOKOTO
YPOBHSA;

B) HeBepHo. [IOKYMEHT BbICOKOIO YPOBHS
cnocobeH coCTaBUTb PALOBON YENOBEK,
obpaTtmsLuMCb K IHTepHeT-pecypcy.

4.B yem npossnsetca Gunonornyeckas
KyAbTypa Npu COCTaBAEHUN HOPMATUBHOTO
TeKcTa?

a) MpodeccroHannsm, 06NN KyNbTYPHbIN
YpOBeHb cocTaBuUTeNs, rybuHa sHaHusA
BOMNPOCa, YMEHWE N3/1araTb MbIC/N;

B) TOYHOCTb B MCNO/Ib30BAHWM PEKBU3UTOB
OOKYMEHTa;

B) 3HaHMe maKkcmanbHoro Habopa
PEKBU3UTOB LOKYMEHTA.

5. YKakute Heobxoanmble eUCTBUS B
a/iIrOpUTMe COCTaB/IeHUSA NPOEKTa




AOKYMeEHTA:







a) CbopmynunpoBaTb Ha YEePHOBUKE
OCHOBHbIE NOJIOXKEHUA KOHKPETHOIO
peleHus; NPOAOIKUTL PeAaKTUPOBaAHUE U
YTOUYHEHWE YacTel B MopsAAKe COracoBaHus;
chopmynMpoBaTb 3arosI0BOK, YKasaTb
BO3MOMHble CPOKWN UCNOSHEHUA U
KOHTPOAMPYIOLLME MHCTAHLMUK;

B) Ucnonb3oBaTb TpadaperT: TeKCT €
YHUOMLMPOBAHHOM NOCTOAHHOM
nHbopmaumen n nponyckamu gas
3aMNo/IHEHNA NepeMeHHOo MHOPMaLUEN.
B) CNOKHbIN TEKCT, n3naratowmini HeCKONbKO
CaMOCTOATE/IbHbIX BOMPOCOB, CBOAUTCA
NPOCTOMY BapUaHTy — K 04HOMY BONpPOCY
(ana ynobcrBa peleHma npobaemsl o
NomeLLeHNUN TaKOro AOKYMEHTa B AeN0).

6.BepHo nn yTBEpXKAEHME: «3aroN0BOK
OOKYMEHTa BcerAa HaumHaeTca ¢ npegsora
«0...», TaK KaK OTBeYaeT Ha BONpPOChI «O
KOM?», KO YeM?»»?

a) HesepHo. Hanpumep, B npukKasax,
M34aHHbIX BO UCMOJIHEHWE, BBOAHAA YacTb
TEKCTa pacnopaanTeNbHOTO A4OKYMEHTA
HauyMHaeTca cnoBamm «Bo MCMONHEHMe...»,
«Ha ocHoBaHuW...», «B cooTBeTCcTBUM C...» B)
BepHo. 3aronoBOK AOKYMeHTa Bceraa
HauuTaeTca ¢ «0...»,TaKk KaK oTBeYaeT Ha
BOMPOCHI €O KOM?», €O YEM?»

B) BepHo. 3aronoBoK AOKyYMeHTa Bceraa
HaunHaeTtca ¢ «O...»,0TBeYaeT Ha BOMpPOCHI
«O KOM?», KO Yem?», TaK KaK B 3TUX
BOMPOCax 3By4YMT TemMa, 06A3aTenbHas npu
cocTaBneHumn noboro TeKkcTa.

7. B KaKOM HOPMaTMBHOM A0KYMEHTE bHbin
onpegaenieH NopAAoK HyMepaLuun pasaenos
C/IOXKHOTO AOKYMeHTa (C pasgenamm,
noAapasaenamu, NyHKTamu, NognyHKTamm)?

A)TOCT P 1.5-2002, n.4.2,4.3.

5) Kommepueckuit 1oroBop (KOHTpakT) B)
[lepeueHb TUMOBBIX YIPaBIECHYECKUX
apXUBHBIX JOKYMEHTOB, 00pa3yromuXcs
B IIPOLIECCE JIEATENBHOCTH
roCy/1IapCTBEHHBIX OPTraHOB, OPTraHOB
MECTHOT'O CaMOYIIPaBJICHUS U
OpraHu3aluii, ¢ ykazaHueM CpOKOB
xpaHeHnus. [Ipunoxenue k npukasy
MunucrepcTBa KyasTypbl Poccuiickon
®enepaunu ot 25 aBrycra 2010 r. Ne




558.







YmeTb

NOIb306AMbCA
HOMEHKIamypou 0ei
opeanuzayuiL,
KOPpeKmuposams,
peoaxmuposams,
KOMMEHMUposamo
PAa3IUYHbLE MUNbL
MeKcmos, co30a8amb
UHMOpMayUOHHOCI08APHOE
onucanue;

8.CTpyKTypa 1 coaepraHue 3Tmx
HOPMaTMBHbIX TEKCTOB onpeaenserca
yypexaeHnamm-paspabotuynkamm. O Kakux
[OKYMeHTax MaeT peyb?

A) YcTaBbl, NONOXKEHUS;
B) CnpaBKa, pesontouus;
B) apyroe.

9.0npeaennTe BUA AOKYMEHTA, C TOUKK
3peHna NPUHATUA peLleHui, No npoueaype
n3gaHua (cTagmam) pacnopsanTesbHbIX
AOKYMeHTOB: 1)u3yyeHune cytu
ynpaBAeHYeCcKoro Bonpoca,
MHULMUPOBAHNE SOKYMEHT];

2)cbop 1 aHanu3 MHPopmaLMm No BOMPOCY;
3)nogrotoBka NpoeKTa pacnopaanTeNbHOro
OOKYMEHTa;

4)cornacoBaHue Uan obeyKaeHne Ha
3acefaHnM KONNEerMaibHOro opraHa
NpoeKTa pPacnopsAAnTeIbHOro AOKYMEHTa;
5)BHeceHue npoekTa P/l Ha paccmoTpeHue
PYKOBOACTBA;

6)NpUHATUE peLlleHuns - nognucaHme
peleHus;

7)perucTpaumn AOKYMeEHTa;

8)aoBeaeHue pacnopaanTesibHOro
OOKYMEHTa A0 UCMNOoNHUTENEN.

A) 3TO JOKYMEHT Ha OCHOBE eNHOJIMYHOIO
NPUHATUA pelleHnii (NpuKas, peweHue,
yKasaHue);

B) 9To LOKYMEHT Ha OCHOBEe
KONNEernanbHOCTU NPUHATUA peLleHni

B ) 310 ntobble pacnopaguTesbHble
OOKyMmeHTbI (PL).

10. K Kakomy cyLiecTBuTeNbHOMY
MOXHO OTHEeCTU Hanbosee ynoTpebasemble
B 4,€/10BOW peyn rnaronbl gecmu,
20mosumMe, 30KPbIBAMb, OMKPbLIBAMb,
fnepeHocuMs, nNpu2aauwame Ha ...
nposodume, ycmpausams?

A) CoBellaHue;
b) BakaHcus;
B) Apxus.

11. Kak 0obutbcsa ACHOCTU N3N0XKEeHUA
CoAepXKaHUA B TEKCTE JOKYMEHTa?




A) ToYHOCTb Bblpa*Kaemoro cmbicia, NPAMON
NnopsaoK C/IOB B NPeA/iorKeHumn (ckasyemoe —
3a NoA/exallmm, onpeaeneHume- nepeq,
onpeaensieMbim CIOBOM; MPU CMbIC/IOBOM
aKLUEeHTe Ha AelCTBUM UCNO/b3yeTcs
0bpaTHbIN NOPsAOK CNoB).

B) MpeumyLiecTBeHHO BBOAMUTb
COKpallleHHble C/10Ba W C/IOBOCOYETAHUSA, YTO
YMEHbLUT 06bEM TEKCTA AOKYMEHTA U
YCKOPUT BocnpuaTne nHdopmaLuu;

B) TekcT AoKymeHTa HeobXxoAMMO AeNUTb Ha
ab3albl, Kaxkabln ab3au, oTAenATb oT
npeablayLero ABOMHbIM MHTEPBA/IOM.

12. B yem cOCTOMT 3HaYeHMe OTMETKM Z(3eT)
B Ha4a/ie CTPOKU?

a) KoppeKTypHbIt 3HaK Z 03Ha4yaeT : HayaTb
TEKCT ¢ ab3auHoro oTcTyna.

B) KoppeKTypHbIit 3HaK Z 03HayaerT:
nepeyYepkHyTb ocTaBLleecs nycroe nose; B)
3To OTMETKA ANA eANHOIMYHOTO NPUHATUA
peLeHu.




Bnagetb

NPAKMUYECKUMU
HABLIKAMU
NOJIb3068AHUS
00WepoCCutickuMy u
6€00MCMBEHHbIMU
nepeuHsIMU MUNOBbIX
O0OKYMEHMO8;
0A308bIMU HABLIKAMU
oopabomku u
obpabomku
PA3TUYHBIX MUNOS
MeKCcmoes.

1. 3adaHue. HanucaTtb 3cce Ha Temy:
«O Ppunonormyeckomn KynbType co3gaHma
HOPMATUBHBbIX TEKCTOBY. [Tpumepbl
obA3aTenbHbI.

2. 3adaHue. HanucaTtb 3cce Ha Temy:
«[na yero Heobxoanma
locypapcTBeHHAsA cuctema
CTaHZapTM3aumm?» Mpumepol
obA3aTeNbHbI.

3.3adaHue.

1. NaiiTe onpegeneHne NoHATUA
«CraHgapTtusaumnm» no NOCTy P 1.0-92. 2.
3adaHue. CpaBHUTe onpegeneHne
cTaHgaptmsaumm B FOCTe P 1.0-92. C
onpeaeneHnem B bonbwom
3HUMKAONEeANYECKOM CN0Bape:
«CTaHgapTM3auma — aTo npouecc
YCTQHOBNEHUA N MPUMEHEHUA CTAHAAPTOB,
noA KOTOpPbIMM NOHMMAETcA «obpasel,
3TaJIOH, MOAENb, NPUHUMAEMDbIE 33
NCXOAHble ANA COMOCTABNEHMA C HUMM
noaobHbix 06bekToB». Kakne
XapaKTEPUCTUKN «CTAaHAAPTU3ALNM»
nponyLLeHbl B NocieaHeEM onpeaeneHmnn?

b) Ilopsinok npoBeaeHnst NPOME:KYTOUYHOM ATTECTALMH, TOKAa3aTeJIH M KPUTEPHH

OLICHUBAHUA

IIpoMexyTouHas arrecTanus M0 AUCUUIUIMHE « Duiono2uveckas Kyaomypa HOpMamueHblx
mexkcmoe» BKIIOYAET TEOPETHYECKHE BOIPOCHI, IO3BOJAIOIIME OLEHUTH YPOBEHb YCBOEHUS
o0Oy4arolMMuUCs 3HaHUM, U MPAKTUUYECKHUE 3a/laHusl, BBIABISIONINE CTENEHb C(HOPMUPOBAHHOCTH
YMEHUH U BIaJIeHUH, TpOBOAUTCA B (hopMe IK3aMeHa.

DK3aMeH MO JTaHHOW JUCIUIUIMHE MPOBOAMUTCS B YCTHOM (opMmMe Mo 3K3aMEHAIIMOHHBIM
OouneraM, KaXAbli M3 KOTOPBHIX BKIIOYAET 2 TEOPETHUECKUX BOMPOCA U OIHO IMPAKTHUECKOE

3amanue. Ilokazamenu u Kpumepuu ouernueanusi IK3amena:

—Ha oyenky «omauuno» (5 6ann0e) — oOyuaOWUIICs OEMOHCIMPUPYem blCOKUL YPOBEHb
cpopmuposanHocmu  KoMnemeHyuti, 8CeCMopoHHee, cucmemamuyeckoe u 2ryooxKoe 3HAHUe
YyuebOHo20 mamepuai;, c80000HO BbINOJHAEM NPAKMUYecKue 3a0aHus, c80000HO onepupyem

SHAHUAMU, YMEHRUAMU, NPUMEHAEM UX 6 CUMYAYUSX NOBLIUEHHOU CLONCHOCHIU.




OOyvaromuiics JIEMOHCTPUPYET CIEeNHUadbHbIE 3HAHUS W HAaBBIKU B  00JIaCTH
JIEJIONPOU3BOJICTBA, C YYETOM JEHCTBYIOIIMX 3aKOHOJATEIbHBIX U HOPMAaTHBHO-METOAUYECKUX
aKTOB; 3HAET CTAHJIAPTHl YHU(PHUIMPOBAHHOW CHUCTEMBbI OPraHU3ALMOHHO-PACHIOPSAUTEIBHON
JOKYMEHTAIMH; BiajeeT 0a30BbIMM HaBBbIKAMU CO3JAaHMSI Ha OCHOBE CTAHJAPTHBIX METOJUK U
JNCHCTBYIONUX HOPMATUBOB pPAa3JUYHBIX THIIOB TEKCTOB;, BIafeeT 0a30BBIMU HABBIKAMH
nopaboTku u 00paboTKu (Hampumep, KOPPEeKTypa, peNaKTHUpPOBaHHE, KOMMEHTHPOBAHHUE,
peaakTHpoBaHUE, HH(HOPMALIMOHHO-CIOBAPHOE OMKUCAHKE) PA3TUYHBIX TUIIOB TEKCTOB);

—Ha oyenky «xopowto» (4 6anna) — odbyyarowulicss 0eMoHCcmpupyem cpeOHUll YpOoB8eHb
cghopmuposanHocmu KOMnemeHYuil: OCHOBHble 3HAHUSA, YMEHUS OCB0€Hbl, HO O0ONYCKAIOMCA
He3HauumenbHbvle OWUOKY, HEeMOYHOCMU, 3aMpPYOHEHUs NpU AHATUMUYECKUX ONepayusx,
nepexoce 3SHaHull U YMeHUll Ha Ho8ble, HeCMaHOApMmHubvle CUMYayuu.

OOyuaronmiicss I€MOHCTPUPYET CIEUUAIbHbIE 3HAHWS W HAaBBIKK B  OOJIACTH
JEeTONPOU3BOICTBA, C YYETOM JECHCTBYIOIIMX 3aKOHOJATENbHBIX U HOPMAaTHBHO-METOAMYECKUX
aKTOB; 3HAET CTAHIAPTHl YHU(DUIMPOBAHHON CHCTEMBI OPTraHMU3ALUOHHO-PACTIOPSIUTEIHHON
JOKYMEHTAIMH; BafeeT 0a30BHIMH HABBIKAMU CO3JAaHHSI HA OCHOBE CTAaHJAPTHBIX METOAMK U
JEUCTBYIOIIMX HOPMATHBOB pAa3JIMYHBIX THUIOB TEKCTOB; BIaJeeT Oa30BBHIMH HaBBIKAMHU
nopaboTku U 00paboTKM (Hampumep, KOpPpeKTypa, peJaKTUPOBAHHWE, KOMMEHTHUpPOBaHUE,
peIaKTHpOBaHKE, HHPOPMAIIMOHHO-CIIOBAPHOE ONMCAHNE) PA3IMYHBIX THIIOB TEKCTOB);

—HAa OYEHKY «y0oeiemeopumenvnoy (3 oanna) — o0yuarOWuiicsi O0eMOHCMpuUpyem
NOPO20GbLL YPOBEHb CEHOPMUPOBAHHOCIIU KOMNEMEHYULL. 68 X00e KOHMPOLbHbIX MEPONPUSMULL
O0NYCKAIOMCsi OUUOKY, NPOAGIAEMCS OMCYMCMEUe OMOeNbHbIX 3HAHUL, YMEeHUl, HABbIKOS,
00YUAIOWUTICS UCNBIMbIBACM 3HAYUMETbHbIE 3AMPYOHEHUS NPU ONEePUPOSAHUU 3HAHUAMU U
VMEHUSIMU NPU UX NePEHOCe HA HOBble CUMYAYUU.

OOyyaromuiicss AEMOHCTPUPYET 3HAHMSI OCHOB M HAaBBIKM B OOJIACTH JEIOMPOU3BOCTBA, C
Y4E€TOM JICUCTBYIOIMINX 3aKOHOIATEIbHBIX 1 HOPMAaTUBHO-METOJUYECKUX aKTOB; 3HAET OCHOBHBIC
CTaHapThl YHU(DUIIMPOBAHHON CHCTEMBI OPTraHU3alMOHHO-PACTIOPSAUTEIHHON JOKYMEHTAIINH,
BIajieeT 0a30BHIMH HaBbIKAMU CO3[aHUSI HA OCHOBE CTaHJAPTHBIX METOIUK M JEHCTBYIOLIUX
HOPMAaTUBOB PA3IMYHBIX TUTIOB TEKCTOB; BlIaJieeT 0A30BbLIMH HABBIKAMH JIOPAOOTKH U 00pabOTKH
(Hanpumep, KOPPEKTypa, peIaKkTUpOBaHUE, KOMMEHTHPOBaHUE, peIaKTUpOBaHUE,
MH(OPMAIIMOHHO-CIIOBAPHOE OMKCAHKE) PA3WYHBIX THUIIOB TEKCTOB). Brageer TexHHUKaMu U
HaBBIKAMH O(GOPMIICHUS OPTaHU3AIMOHHO-PACTIOPSAUTEIBHBIX JOKYMEHTOB - COCTaBIIsET
JIOKYMEHTBI C HEKOTOPBIMU 3aMEYaHUSIMHU.

—HAa OYeHKY «Heyooeiemeopumenvuoy (2 6ania) — oOyuarowuiics OemMOHCmpupyem
3Hanus He bonee 20% meopemuuecko2o mMamepuand, OONYCKaem CyuwecmeeHHvie OuuUOKU, He
MOJICEmM NOKA3aMb UHMELLEKMYAlbHble HAGbIKU PeuleHUsi NPOCMbIX 3a0ad.

—Ha OYeHKy «Heyoosiemeopumenvhoy (1 dann) — odbyuarowulics He Moxcem NOKA3AMb

3HAHUA HA YpoeHe 800”p0u36€a€HM}1 U 00BACHEeHUs. qubopmauuu, He Mmooiicem nokKkasaniv
UHMENNIEKMYA/IbHbLE HABLIKU PEULEHUS NPOCNblX 3a0ad.



8 YueOHo-MeTOAMYeCKOEe U MH(POPMAITMOHHOE o0ecTeyeHne TUCIUILTHHBI (MO1YJIA)
a) OcHoBHAas JUTEpPaTypa:

1. Anoxmna, C. A. COOpHMK KOHTPOJIbHBIX 3aJaHHH IO JOKYMEHTHOW JMHTBUCTHKE :
npaktukyM / C. A. Anoxuna ; MI'TY. - Marautoropck : MI'TY, 2016. - 1 31eKTpOH. ONT. TUCK
(CD-ROM). - 3arin. c TUTYIL. 9KpaHa. - URL.:
https://magtu.informsystema.ru/uploader/fileUpload?name=2361.pdf&show=dcatalogues/1/1130
008/2361.pdf&view=true (mara oOpamenus: 30.08.2020). - MakpooOsekr. - Tekcr
AJIEKTPOHHBIN. - CBeneHust 1ocTymHbl Takke Ha CD-ROM.

2. Anoxuna, C. A. Ilyukryanus B aeimoBoM Tekcte . mpakTukym / C. A.
Anoxuna ; MI'TY. - Maruautoropck : MI'TY, 2017. - 1 anekrpon. ont. auck (CD-
ROM). - 3ari. c TUTYIL. JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3179.pdf&show=dcatalogu
es/1/1136602/3179.pdf&view=true (mara obpamenus: 31.08.2020). - MakpoOoOBEKT. -
Texcrt : anexTpoHHbIH. - CBeenus noctynusl Takxke Ha CD-ROM.

0) lonoiHUTE IbHAS JINTEPaTypa:

1. Anoxwmna, C. A. KypcoBas paboTa 1o JOKyMEHTOBEICHUIO, apXHBOBEICHUIO,
OpraHM3alliii ¥ TEXHOJIOTUHU JIOKYMEHTAllMOHHOTO OO0ecleyeHusl YIpaBiIeHus : Yy4eOHO-
Meroaudeckoe mocobue / C. A. Anoxmua, A. K. Makaposa, 1. B. Camapokosa ; MI'TY. -
Maruutoropck : MI'TY, 2016. - 1 anekrpon. ont. auck (CD-ROM). - 3ari. ¢ TUTYyIL. 3KpaHa. -
URL.:
https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/1/1130
337/2535.pdf&view=true (mara oOpamenus: 30.08.2020). - Makpooobekt. - Tekcr
ANIEKTPOHHBIN. - CBeneHus goctymnHbl Takke Ha CD-ROM.

B) MeToguyeckue yKa3aHus:

Angnpeesa, C. JI. JlokymeHTHpOBaHUE JEATEIHLHOCTH HETOCYAAPCTBEHHBIX OpTaHU3AIIH:
yuebHo-MeToauueckoe nocodue / C. JI. Anapeea; MI'TY. - Marautoropck: MI'TY, 2018. - 1
anmektpoH. ont. guck (CD-ROM). - 3arm. ¢ tutyn. o9kpana. -  URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3591.pdf&show=dcatalogues/1/1515
260/3591.pdf&view=true (mata oOpamtenus: 04.10.2019). - MakpooOobekr. - TekcT
aneKTpoHHBIH. - ISBN 978-5-9967-1157-4. - Cenenus nocrynssl Takxke Ha CD-ROM.

HepesckoBa, E. H. HopmatuBHOCTP yCTHOM M muCbMEHHOW peud. IIpaktukym mno

pycckomy si3bIky : mpaktukyM / E. H. JlepeBckoBa, E. I1. CokonoBa ; MI'TY. - MaraHutoropck :
MI'TY, 2019. - 1 snmekrpon. ont. auck (CD-ROM). - 3arm. ¢ tutyn. skpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3808.pdf&show=dcatalogues/1/1529
975/3808.pdf&view=true  (mara obpamenus: 30.08.2020). - Makpooobekr. - Tekcr
ANIEKTPOHHBIN. - CBeieHus goctynHbl Takxke Ha CD-ROM.

Menbauk, M. A. Otuka npodeccnoHansHOro o0mIeHus : pabouas terpanb / M. A. MenbHUK
; MI'TVY. - Marauroropck : MI'TY, 2015. - 1 anekrpon. ont. auck (CD-ROM). - 3arn. ¢ tutyi.
JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=1472.pdf&show=dcatalogues/1/11239
97/1472.pdf&view=true (mara oopamenus: 30.08.2020). - MakpooOBbeKT. - TEKCT : AIEKTPOHHBIN.
- Crepnenus noctymsbl Takxke Ha CD-ROM.

r) [Iporpammuoe odecnieuenue u MHTEpHET-pecypehI:



https://magtu.informsystema.ru/uploader/fileUpload?name=2361.pdf&show=dcatalogues/1/1130008/2361.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=2361.pdf&show=dcatalogues/1/1130008/2361.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3179.pdf&show=dcatalogues/1/1136602/3179.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3179.pdf&show=dcatalogues/1/1136602/3179.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/1/1130337/2535.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/1/1130337/2535.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3591.pdf&show=dcatalogues/1/1515260/3591.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3591.pdf&show=dcatalogues/1/1515260/3591.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3808.pdf&show=dcatalogues/1/1529975/3808.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3808.pdf&show=dcatalogues/1/1529975/3808.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=1472.pdf&show=dcatalogues/1/1123997/1472.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=1472.pdf&show=dcatalogues/1/1123997/1472.pdf&view=true

IIporpamMmmHoe o0ecnieueHune

Haumenosan No norosopa Cpok neicTBUs JIUIEH3UU
ue [10

MS N-1227-18 ot

Windows 7 08.10.2018 11.10.2021

Professional(

MS  Office Ne 135 or 6eccpodHo

2007 17.09.2007

7Zip cBOOOTHO 0eccpouHO

FAR cBOOOIHO OECCPOYHO

IIpodeccnonanbubie 0a3bl JAHHBIX W HMH(OPMAIMOHHBbIE CIPABOYHBbIE

HasBanue kypca CchbllIKa

Harmmonanpuasa nH()OpPMAITMOHHO-
aHaJIMTUYECKasl cucTeMa — POCCUNCKUIA
HHIEKC HAy4YHOT'O IIUTHPOBAHHUS

https://elibrary.ru/project risc.asp

OnekTpoHHas 0aza IEPUOAUYECKUX https://dlib.eastview.com/
u3nanuii  East  View  Information

IMTouckoBas cucrema Axagemus Google https://scholar.google.ru/

(Google Scholar)

Nudopmanmonnas cucrema - EgumHoe http://window.edu.ru/

OKHO JIOCTyIa K HMH()OPMAIFOHHBIM

Poccutickas l'ocynapcTBenHas https://www.rsl.ru/ru/4readers/catalo
oubnmoreka. Karanoru ques/

DJIEKTPOHHBIE PECypPChl OMOIHOTEKH http://magtu.ru:8085/marcweb2/Def
MI'TVY um. I'.1. HocoBa ault.asp

YHuBepcurerckas — MHPOpPMAIMOHHAS https://uisrussia.msu.ru

cuctema POCCHUSA

MexayHapoaHass HAayKOMETPHYECKas
pedepatiBHas ¥ MOJHOTEKCTOBas Oa3a
JAHHBIX HaydHblX w3ganuii «Web of

http://webofscience.com

MexnaynaponHass  pedepatuBHas —u http://scopus.com
IOJJHOTEKCTOBAs  cOpaBo4yHas  0Oasa

9 MaTepuajibHO-TeXHUYECKOe ol0ecnedeHne JUCHUNINHBI (MOAYJIs1)
MartepuaabHO-TEXHHUUYECKOE 00eCTIeYeHIE TUCITUTUTMHBI BKITIOYAET:

VY4ueOHble ayIUTOpHM IS Jlocka, MyIpTUMEIMWHBIE CPEICTBA XpaHEHMUS,
MIPOBEJICHUS 3aHATUHN JIEKIIMOHHOTO | Mepefayn | MpeacTaBiIeHuss HHPOpMaIuu.
TUIA

Y4eOHble ayauTopuu  JJid Jlocka, MyIbTUMEIUHHBINA TPOEKTOP, JKpaH
IIPOBEJICHUS IPAKTUYECKUX
3aHATUH, IPYIIIOBBIX u
WHIVBUAYAIBHBIX  KOHCYJIbTAIH,
TEKYIIETo KOHTPOJIS u
ITPOMEXKYTOYHOM aTTecTaluu

[Tomenmenus JUTS [lepconanbuble komnbpoTepsl ¢ nmakerom MS Office,
CaMOCTOSITEIILHOU paboThl | BBIXOAOM B MHTEpHET M C JOCTYNOM B 3JIEKTPOHHYIO
00yJaroImXxcst WH(POPMAITMOHHO-00Pa30BaATENHHYIO CPEly YHUBEPCUTETA



https://elibrary.ru/project_risc.asp
https://dlib.eastview.com/
https://scholar.google.ru/
http://window.edu.ru/
https://www.rsl.ru/ru/4readers/catalogues/
https://www.rsl.ru/ru/4readers/catalogues/
http://magtu.ru:8085/marcweb2/Default.asp
http://magtu.ru:8085/marcweb2/Default.asp
https://uisrussia.msu.ru/
http://webofscience.com/
http://scopus.com/

[Tomemenne i XpaHeHHUS H Cremytaxkn  ans  XpaHeHHS — y4eOHO-HarJIsaHBIX
pOPUIAKTUIECKOTO nocoOuil 1 yueOHO-METOIMUECKON TOKYMEHTAIUH.
o0cTy>)KUBaHUS y4eOHOTO
o0opymoBaHus




