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ITosicHuTeIbLHAS 3aNIMCKA
Meroanyecke yKa3aHHs K BBIIIOJHEHUIO BHEAYAUTOPHOM CaMOCTOATEIbHON paboThl 00yUaromumxcs
no MJIK 01.01 «lokymeHTanMOHHOe 00ecnevyeHne AeATeJJbHOCTH OPraHM3alMu» MIPEJHA3HAYCHbI
U1t oOyuaromuxcs mo nmpodeccun 46.01.03 Jlemompon3BoauTenb
Ienp MeTOMYECKUX YKa3aHUN: OKa3aHUE MOMOIIM O0YYarolMMCS B BBINIOJIHEHUH CaMOCTOSTEIbHON
paboter MJIK 01.01 «/lokyMeHTanmoHHOe o0ecnieuyeHue JesiTeJIbHOCTH OPTraHUu3alum.
Hacrosiime mMeroanueckue yKa3aHHUs COJAEpKaT paboOThl, KOTOpbIE IMO3BOJAT OOYyYarolmMMCs
CaMOCTOSITEIBHO OBJIAZICTh (PyHJAaMEHTAIBHBIMU 3HAHHUSAMH, NPOPECCHOHATBHBIMU YMEHHSMU U
HaBBIKaMH JIEATEbHOCTU MO JUCLUUIUIMHE, ONBITOM TBOPUYECKON U MCCIIEI0BATENILCKON JIESTETbHOCTH
U HarpaBJeHbl Ha GOPMUPOBAHUE CICAYIOMUX YMEHHU I U 3HAHUM
poheccoHAIBHOTO MOYJISI IOJIKEH
HMETh NPAKTHYeCKHil ONbIT:
- TOKYMEHTAaIlHOHHOT'0 O0eCTIeueHH s ICATEIbHOCTH OpraHu3alliH;
yMeTh:
- IPUHUMATh, PETUCTPUPOBATDH, YUUTHIBATH IOCTYTAIOIINE JOKYMEHTHI;
- TPOBEPSATH NPABUIBHOCTH O(OPMIICHUS TOKYMEHTOB;
- BECTHU KapTOTEKY y4eTa MPOXO0XKIAECHUS TOKYMEHTAJIbHBIX MaTepUaoB;
3HaTh:
- OCHOBHBIE M0JIO’KEHUSI EMMHOM rocy1apcTBEHHOM CUCTEMBI JIENIONPOU3BOICTBA;
- BUJIBI, QyHKIIUH TOKYMEHTOB, TIPAaBHJIa UX COCTABJICHHS U O()OPMIICHUS;
- IOPSIIOK TOKYMEHTHUPOBaHUS MHPOPMALIMOHHO-CIIPABOYHBIX MAaTEPHAJIOB;
- IpaBUJIa JIETIOBOT'0 STHUKETA U JICJIOBOTO OOILCHHUSI.
B pesynbrare ocBoeHHMss yueOHOW JUCHMIUIMHBI OOYYalOMIMICA JOHKEH BIIAJICTh OOLIUMH
KOMIIeTeHIMSIMU:
OK 1. IToHuMaTh CYIIHOCTb U COILIMANBHYIO 3HAUMMOCTh Oyymiel nmpodeccuu, MposBIATh K Hel
YCTOMYMBBIA MHTEPEC.
OK 2. Opranu3oBsIBaTh COOCTBEHHYIO JESTEIBLHOCTb, UCXOJ U3 LIeNU U CIIOCOOOB €€ JOCTHIKECHHUS,
OIIPEJENIEHHBIX PYyKOBOJUTEIIEM.
OK 3. AnanusupoBaTh pabo4yr0 CUTYaINI0, OCYIIECTBIISTh TEKYIIUA U UTOTOBBIA KOHTPOJIb,
OLICHKY M KOPPEKIHIO COOCTBEHHOHN AESTENbHOCTH, HECTH OTBETCTBEHHOCTH 3a PE3yJbTaThl CBOEH
paboTHL.
OK 4. OcymiecTBiTh TOMCK HHPOPMAITUH, HEOOXOAUMOM TSt 3(P(PEKTUBHOTO BHITI OTHEHU S
npodeccuoHaNbHBIX 3a/1a4.
OK 5. Mcnionp3oBaTh HHPOPMAIITOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUH B ITPO(GeCCHOHATBHON
JESTEIIBHOCTH.
OK 6. PabGoraTs B koMaHze, 3pheKTUBHO 00IIaThCS € KOJUIEraMH, PYKOBOJICTBOM, KIIMEHTaMH.
OK 7. UcrionHsATh BOUHCKYIO 003aHHOCTh, B TOM M CJI€ C IPUMEHEHNEM MOJTYYEHHBIX
poQeCCHOHATIBHBIX 3HAHUH (151 FOHOIIEH ).
B pesynprare  ocBoeHUs ~ y4yeOHON  NUCHMIUIMHBI  OOydYalIIMics  JODKEH  BIAACTh
npogdeccuoHaTbHBIMH KOMIIETEHIIUSIMU
I[IK 1.1. [lpuHuMaTh U PErUCTPUPOBATH MOCTYMAIOIIYIO KOPPECIOHACHIIMIO, HANpaBJsATh €€ B
CTPYKTYPHBIE TOAPA3EIICHUs OpTraHNU3aLlNH.
I[IK 1.2. PaccmarpuBarh AOKYMEHThl M I€pelaBaTb HMX Ha HCHOJHEHHE C YYETOM PE30JIIOIUU
PYKOBOJUTENEH OpraHu3alnu.
IIK 1.3. OdopmisaTh perucTpaiioHHbIe KAPTOUKH U CO3JaBaTh OaHK TaHHBIX.
[IK 1.4. Bectu KapTOTEKy yueTa MpOX0KICHUS IOKY MEHTAIbHBIX MaTEPUAJIOB.
IIK 1.5. Ocy1ecTBiATh KOHTPOJIb 32 IPOXOKACHUEM JOKYMEHTOB.
[IK 1.6. OTnpaBisiTh UCIIOJIHEHHYIO JOKYMEHTAIMIO a/pecaTtaM ¢ IPUMEHEHUEM COBPEMEHHBIX BU 0B
OpraHu3allMOHHON TEXHUKHU.



IIK 1.7. CoctaBisate u 0QOPMIIATh CIy)KEOHBIE JOKYMEHTBI, MaTepuUalibl C HCIIOJb30BaHUEM
(hopMyIIIpPOB TOKYMEHTOB KOHKPETHBIX BHJIOB.

Kputepusimu oOIeHKH pe3yJbTaTOB BHEAYJUTOPHOM CaMOCTOATEIBHOM paboOThl 00y4arommxcs
SIBJISIFOTCS:

® ypPOBEHb OCBOEHUS YUEOHOTO MaTeprarna;

® YpPOBEHb YMEHHS UCIOJIb30BaTh TEOPETUUECKHUE 3HAHUS TP BBHIMOIHEHU U MPAKTHYECKUX 3a]1a4;

® YpOBEHb YMEHHSI aKTHBHO HCIIOJIB30BAaTh JJICKTPOHHBIE 00pa30BaTeIbHBIE PECYPCHI, HAXOAUTh
TpeOyronlytocss HHGOPMAIIUIO, U3yYaTh €€ U IPUMEHATh Ha MPAKTHKE;

e 000CHOBaHHOCTb M YETKOCTh U3JIOKEHUSI MaTEepHaa;

e odopmiieHHEe MaTepraia B COOTBETCTBUU C TPEOOBAHUSAMHU CTaH JapTa MPeIpUiTHS;

® YpPOBEHb YMEHHS OPHEHTUPOBATHCS B IIOTOKE MH()OpMAIUH, BBIJICNISATH TJIABHOE;

® YpOBEHb YMEHHUSI 4YeTKO c(hOpMYJIUpOBaTh MPOOJIEMY, HPEIIOKUB €€ pelleHue, KPUTUUYECKU
OLICHUTb PELIEHUE U €0 MOCIEICTBUS;

® YPOBEHb YMEHUS OIPEICIUTh, MPOAHAIU3UPOBATh ATBTEPHATHUBHBIE BO3MOXHOCTH, BapHaHThI
JIENCTBUM,

® YpOBEHb YMEHHUS CPOPMYITHPOBATH COOCTBEHHYIO IMO3UITNIO, OIEHKY ¥ apTyMEHTHPOBATH €.
Omnucanne CaMOCTOSTENILHOW pabOThl CONEPXKHT: TeMy, Ieau padoThl, 3aJaHUs, OCHOBHOU
TEOPETUUYECKU I MaTepual, arOPUTM BBITIOTHEHU S TUTIOBBIX 3aJJaHUM, IIOPSIOK BBITIOTHEHUS pabOoTHI,
(GbopMBI  KOHTpOJISI, TPeOOBAaHWUS K BBINIOJHEHUIO W OQOpPMICHUIO 3amaHuii. Jlisg momydeHus
JOTIOJHUTENBHON, Oojiee MoApoOHON HMH(pOpPMALMU MO M3yYaeMbIM BOIPOCAM, NMPUBEACHO y4eOHO-

METOIUYECKOe M HH(OPMALUOHHOE OOECIECUCHHUE.

CamocrosiTenbHble pabOTHl MPEACTaBJICHBI B

tabmuie 1.
Tabnuna 1 - I[lepedyeHb BUIOB CAaMOCTOSTEIIBHON PaObOTHI
Koabl
Homep HaumeHnoBanue A
Koa | ¢popmupye Cpoxu
" (copep:xanue) ®opma
. -BO MBIX Ne
HAaHMeHOBaHHe CaMoOCTOSITeJIbHOM KOHTPOJIsI
yac | KOMIIeTEeHI HeJeJIn)
TeMBI padoThbl o
uii
Tema CamocTosTeabHasi
1.1.Uctopus padora Ne 1. o
pa3BuTHS I[ToaroroBuTh OK 1-OK 7,
[IpoBepka OKOHYaH
CHCTEMBI COO0O0IIIEHNE TIO OJTHOMY IIK 1.1-1.7; .
3 CaMOCTOSTEIBLHOM 15878
rOCyJapCTBEHH | U3 3TANIOB Pa3BUTHS V1-V¥3; 31-
paboThl H3yUYeHHU
oro JIEJIONPOU3BOJICTBA B 34
sl TEMEL.
aejonpoussojac | Poccun.
TBa B Poccumn.
Tema CamocTosaTeabHasi OK 1-OK 7, ITo
1.2.Cucrema padora Ne 2. K 1.1-1.7; [IpoBepka OKOHYaH
aesqonpousBojac | [IucbMeHHO OTBETUTH HA 3 V1-V3; 31- | camocTosTensHOMI uu
TBA. BOIIPOCHI CAMOKOHTPOJIA 34 paboThI U3YUYEHU
mo paszaeny 1. sI TEMBI.
CamocrosTeJbHasa OK 1-OK 7, ITo
padora Ne 3. CoctaButh K 1.1-1.7; IIposepka OKOHYaH
TJI0CCapHii IO TeMe 3 | V1-Y3; 31- | camocTosTEeIHHOM 17041
paszena. 34 paboThI U3y4YEeHU
sl TCMEL.
Tema 2.1. CamocrosiTeibHast OK 1-OK 7, [IpoBepka ITo
OcHoBHBIE pa6ora Ne 4. CocTaBUTh 4 I[IK 1.1-1.7; | caMOCTOSTEIbHOI | OKOHYAH
NOHATHS IIPE3CHTAIIO Ha TEMY: V1-V¥3; 31- paboTHI 4051




nokymeHTHpPOB | «Kiaccudukarus 34 W3y4YEeHU
aHus JIOKYMEHTOBY. Sl TEMBI.
ynpaBJieHYeCK
oit
eI TeJIbHOCTH
Tema2.2. CamocrosaTeabHas OK 1-OK 7,
HopmatusHo- | padora Ne S. K 1.1-1.7;
ITo
npasoBasi 0a3a | [logroroButh V1-V3; 31-
JOKYMEHTHPOB | COOOIIEHUE 1O 3aJaHHOU 34 TIposepxa . OKOHYaH
s TeMe. 3 CaMOCTOSITEIbHON uu
paboTbl U3yYeHU
ynpaBJieHYeCK
oi S TEMBI.
eI TeJIbHOCTH.
Tema 2.3. CamocronaTeabHas OK 1-OK 7, ITo
Cucrembl padora Ne 6. CocTaBUTH K 1.1-1.7; IIpoBepka OKOHYaH
AOKYMEHTAIIMU | TJI0OCCapuii O TeMe 3 | YV1-¥3; 31- | camocTOsSTENHHOM uu
pazzena. 34 paboTsI W3YUYEHHU
s TEMBI.
CamocrosiTeJbHasl OK 1-OK 7, Ilo
pabora Ne 7. Pedepar o K 1.1-1.7; [IpoBepka OKOHYaH
3aJaHHOH TeMe. 10 | V1-¥3; 31- | camoCTOSTENbHOM U
34 paboThI U3Yy4YEHHU
S TEMBL.
Tema 3.1. CamMocTrosTeIbHaNA OK 1-OK 7,
Biaanku U | padora Ne 8. K 1.1-1.7;
coCTaB Pa3paborats 00pas3iibl V1-V¥3; 31- ITo
PEeKBU3UTOB odopmIIeHUS 34 IIpoBepka OKOHYaH
ylnpaBJjieH4eCK | PEKBU3HUTOB. 10 CaMOCTOATEITBLHOM uu
Ux paboThI U3Yy4YEeHH
JTOKYMEHTOB H Sl TEMBI.
NpaBMHJIa UX
opopMmiIeHus1
Tema 3.2. | CamocTosiTEILHASA OK 1-OK 7, Ilo
OcoOennocTun | pabora Ne 9. K 1.1-1.7; [IpoBepka OKOHYaH
opopMiIeHUs CocraBiieHue 3asiBICHU, 4 | V1-¥3;31- | caMmocTOsATENbHOM 15074
HauOoJ1ee CIIPABKH O CTAXKE 34 paboThl W3y4YEeHU
pacnpocTpane | paGOThI. S TEMBL.
HHBIX BHIOB [ CaMoCTOSAITEIbLHAA OK 1-OK 7, ITo
opranusauuoH | padora Ne 10. K 1.1-1.7; [IpoBepka OKOHYaH
HO- PaspaboTka Buia 2 V1-V3; 31- | camocTosarensHOM uu
pacnopsiiuTes | pacnopsAUTEIBHOIO 34 paboTsl W3y4YEeHU
bHBIX JIOKYMEHTA. S TEMBL.
JOKYMEHTOB. CamocTosaTeabHas OK 1-OK 7, ITo
padora Ne 11. K 1.1-1.7; [IpoBepka OKOHYaH
Pazpabotka obpasia 4 | V1-¥3; 31- | camocTosITeNbHON uu
OpraHU3alMOHHO- 34 paboTbl U3Yy4YEHU
MIPaABOBOT'O JIOKYMCHTA. sl TEMBI.
Tema 3.3. CamocrosiTeIbHasA OK 1-OK 7, [IpoBepka ITo
OcobennocTu | pabora Ne 12. 4 | IIK1.1-1.7; | caMmocTOSITENbHOM | OKOHYAH
ohopMmiIeHUA CocTaBJICHUE TaOIHIIbI V1-V3; 31- paboThI 3078




¢unancoBoii «Bu bl TOKYMEHTOB 110 34 W3y4YEeHU
AOKYMeHTauuu | GUHAHCOBO-PACUCTHBIM Sl TEMBI.
OPraHU3alMU. | oTeparusIM»
Tema 3.4. | CamocrosiTeIbHAS OK 1-OK 7,
OcobennocTn padora Ne 13. K 1.1-1.7; ITo
opopMmiieHUA CocraBlieHUE aKeTa V1-V3; 31- [IpoBepka OKOHYaH
AOKYMEHTOB 00pa310B HaKJIAAHBIX, 6 |34 CaMOCTOSITETbHON uu
N0 CHA0KeHHUIO | HApSAA0B, KOMMEPUYECKUX paboThI U3YUYEHHU
U cOBITY. aKTOB, IOTOBOPOB, Sl TEMBI.
HMCKOBOT'0 3asIBJICHHUSI.
CamocroaTeabHas OK 1-OK 7, ITo
padora Ne 14, K 1.1-1.7; [IpoBepka OKOHYaH
CocraBuTh rioccapuii mo 3 | YV1I-¥3; 31- | camocTosTENnbHOM 15074
TEeMe paszzena. 34 paboThI W3YUYEHHU
s TEMBI.
Tema 4.1. | CamocTosiTeIHLHANA OK 1-OK 7,
IIncemennasn padora Ne 15. Coznanue K 1.1-1.7; To
KOPPEeCNOH/eH | IPE3EHTAllUH HA TEMY: V1-V3; 31-
IIpoBepka OKOHYaH
nus. «BuU Bl MOYTOBBIX 34 .
. 4 CaMOCTOATEIbHOMN uu
OTTpaBIICHUM AJIst
. paboThI U3Yy4YCHH
MePECHUIKU MIChbMEHHOM
Sl TEMBI.
KOPPECTIOHACHITU T
OpraHu3aLsIMI»
Tema 4.2. | CamocTosiTeILHANA OK 1-OK 7, Io
Koppecnongen | padora Ne 16. OtripaBka K 1.1-1.7;
. i [TpoBepka OKOHYaH
usi, COOOIIEHUH C TTOMOIIBIO V1-V¥3; 31- .
o 2 CaMOCTOSATEIBHOM uu
nepeaaBaeMasi | SJIEKTPOHHOM I1OYTHI. 34
paboThI U3Yy4EeHHU
Mo  KaHajlam
S TEMBI.
CBSI3HU
Tema 4.3. | CamocTosiTeJbHASA OK 1-OK 7, o
Buabl u | padora Ne 17. K 1.1-1.7;
i [IpoBepka OKOHYAaH
pasHoBuaHocT | CocraBieHUE Makera V1-V3; 31- o
10 CaMOCTOSITEeITbHOM 17031
U CIayxKeOHbIX | 00pa3loB CIIyKEOHbIX U 34
paboThI H3yUYeHHU
U JAeJOBBIX | JICTOBBIX MMHCEM.
Sl TEMBI.
nuceMm.
Tema 4.4. | CamocTosiTebHAA OK 1-OK 7, Io
Opranuzanus padora Ne 18. [IK 1.1-1.7;
. . IIpoBepka OKOHYaH
MeponpusaTuii | CocTaBUTh MHCTPYKIIUIO V1-V3; 31- .
4 CaMOCTOSTETHLHOM uu
U NepenucKa B | 10 OpraHu3anuu u 34
paboThI U3Yy4YEeHH
AeJ0BBIX MPOBEJCHUIO
. Sl TEMBI.
KOMMYHHUKAIM | COBEUIAaHUM.
X CamocrosTeJbHasa OK 1-OK 7, ITo
padora Ne 19. K 1.1-1.7; IIpoBepka OKOHYaH
CocTaBUTh HHCTPYKITAIO 4 | V1-¥3; 31- | camocTosITeNbHOM 15074
10 OpraHu3aluu U 34 paboThI U3Yy4YEeHH
MIPOBEJICHUIO ITpUEMA. sl TEMBL.
CamocrosaTeabHas OK 1-OK 7, ITo
) ITpoBepka
padora Ne 20. K 1.1-1.7; . | oKOoHYaH
4 CaMOCTOSITEIbHOM
CocTaBUTh HHCTPYKIIUIO V1-¥3; 31- AGOTEL 15074
10 OpraHMu3alu 1 34 P H3YYCHH




MPOBEICHUIO S TEMBI.
MIPE3CHTAIUH.
CamocroaTeabHas OK 1-OK 7, ITo
padora Ne 21. K 1.1-1.7; [IpoBepka OKOHYaH
CocTaBuUTh rioccapuii mo 3 | V1-¥3; 31- | camocTOSTEHHOM uu
TeMe paszena. 34 paboThl H3yUYeHHU
s TEMBI.
Tema 5.2. | CamocTosiTebHAsA OK 1-OK 7, Ilo
IMoaroroBka padora Ne 22. Jlatpb K 1.1-1.7; [IpoBepka OKOHYaH
J1eJI0BOM IMMCHbMEHHBIC OTBETHI HA 2 V1-V¥3; 31- | camocTosATeIbHON U
KOPPECHOHIeH | BOIIPOCHI 34 paboThl W3y4YEeHU
111074 s S TEMBL.
3apy0e:KHBIX CamocronTebHasi OK 1-OK 7, ITo
MapTHEPOB. padora Ne 23. K 1.1-1.7; ITpoBepka OKOHYaH
CocTtaBuTh rioccapuii mo 3 | Y1I-¥3; 31- | camocTosTenbHOM 15074
TEeME pazjiena. 34 paboThI U3Yy4YEHHU
S TEMBL.
Tema 6.1. | CamocTosiTeIbHAN OK 1-OK 7, ITo
Opranmzanusa | padora Ne 24. Jate K 1.1-1.7; [IpoBepka OKOHYaH
JAEJIONPOU3BO/AC | MMCbMEHHBIE OTBETHI HA 9 V1-V3; 31- | camocTosArensHOMI uu
TBa H | BOIIPOCHI 34 paboTsI U3yUYeHU
JOKYMEHT0000 sl TEMBI.
pora B | CamocTosiTeIbHAS OK 1-OK 7,
opraHu3anuu. | padora Ne 25. M3yueHue K 1.1-1.7;
MOJIOKEHHS O CITyK0e V1-¥3; 31- o
JOKYMEHTaIlHOHHOT O 34
IIpoBepka OKOHYaH
oOecreyeHus .
6 CaMOCTOSITEITBHON 1704
yIpaBJIeHHUS,
paboThI U3Yy4YEeHH
WHCTPYKITUSA 1O
Sl TEMBI.
JIOKYMEHTAIIHOHHOMY
obecrieueHn1o
YIPABJICHHSL.
CamocrosiTeIbHasI OK 1-OK 7,
padora Ne 26. K 1.1-1.7;
CocTaBlIcHHE KOHCIIEKTA V1-V¥3; 31- o
10 TEME : 34
[TpoBepka OKOHYaH
«HopmupoBanue .
2 CaMOCTOSITETbHON uu
JIOKYMEHTAIIHOHHBIX
paboThI U3Yy4EeHHU
paboT cy>KObI
S TEMBI.
JOKYMEHTAIlHOHHOT'O
obecrieueHust
YOPaBJICHUSD)
CamocTosiTeILHAA OK 1-OK 7, ITo
padora Ne 27. K 1.1-1.7; [IpoBepka OKOHYaH
CocTaBUTb rj10ccapuii Mo 3 | V1-¥3; 31- | camocTosTenbHOM 15074
TEME pazjena. 34 paboTbl U3Yy4YEHU
sl TEMBI.
Tema 6.2. | CamocrosiTeIbHasA OK 1-OK 7, [IpoBepka ITo
Perncrpanus u | padora Ne 28. 10 | [IK 1.1-1.7; | camOCTOSITETbHON | OKOHYAH
KOHTPOJIb Pazpaborath mamsTku V1-V3; 31- paboThI 3078




HCIIOJTHEHUS pEerucTpanuu 1 KOHTPOJIS 34 U3Yy4YEeHH
JTOKYMEHTOB. W CITOJTHEHU S JOKYMEHTOB Sl TEMBI.
B 3aBUCUMOCTH OT
(dhopMEHI yuera.
CamocToaTeabHas OK 1-OK 7, Ilo
padota Ne 29, K 1.1-1.7; [IpoBepka OKOHYaH
CocraBuTh rioccapuii o 3 | V1-¥3; 31- | camocTosiTenbHOM uu
TEeMe pazzena. 34 paboThI U3Yy4YEHHU
sl TEMBI.
Tema 7.1. | CamocTosITEIHLHAN OK 1-OK 7, o
Opranuzanust | padora Ne 30. K 1.1-1.7;
i [TpoBepka OKOHYaH
padoTbI ¢ | CocTaBUTh IPE3EHTALINIO V1-¥3; 31- .
4 CaMOCTOSITETbHON uu
oOpamennssMu | o teme «Opranuzanus 34
rpa;kaaH a00TEI ¢ 00paIlleHUIMA paborsl H3yHcHHI
P ) p pait sl TEMBI.
TpaKIaH»
Tema 7.2. | CamocTosiTeIbHAS OK 1-OK 7,
JoxymenTupoB | padora Ne 31. K 1.1-1.7;
ITo
anue padotbl ¢ | CoollieHne Ha TeMy V1-V3; 31-
IIpoBepka OKOHYaH
NEePCOHAJIOM. «/lononHuTenpHbBIE 34 .
4 CaMOCTOSITEIbHON uu
JIOKYMEHTHI,
paboThI U3Yy4YEeHH
HE00XOIUMBIE MTPH
Sl TEMBI.
npueMe Ha padoTy
OTJICNBbHBIX Mpodeccuii»
Tema 7.3. | CamocTosiTeIbHAs OK 1-OK 7, ITo
Opranmzanus | padora Ne 32. K 1.1-1.7; [IpoBepka OKOHYaH
padoThsI ¢ | [IucbMEeHHO OTBETUTH Ha 10 | V1-¥3; 31- | camocTosTenbHON 15074
KOH(HIECHIHA | BOIIPOCHI. 34 paboThI U3YUYEHHU
JbHBIMH s TEMBL.
JoKkyMeHTamMu | CamMocTosATeabHAas OK 1-OK 7, ITo
padora Ne 33. K 1.1-1.7; [IpoBepka OKOHYaH
CocTaBUTh rj10ccapuii Mo 3 | V1-¥3; 31- | camocTosTenbHOM 15074
TEME pazzena. 34 paboThI U3Yy4YEHHU
Sl TEMBI.
Tema 8.1. | CamocTosiTeabHast OK 1-OK 7,
Oomue padota Ne 34, 11K 1.1-1.7;
MPUHIMIIBI [IncbMEHHO OTBETUTH Ha V1-V3; 31- ITo
(¢opmMupoBaHH | BOMPOCHI. 34 [IpoBepka OKOHYAaH
A ae, 4 CaMOCTOSTEILHOMN 0
CHCTEeMAaTH3aLl paboTsI W3YUYEHHU
sk H  yYer S TEMBI.
JTOKYMEHTOB
OpraHu3aIyu.
Tema 8.2. | CamocTosiTeIbHAN OK 1-OK 7,
Onenka padora Ne 35. [IK 1.1-1.7;
ITo
3HAYMMOCTH CocraBiieHHE V1-V3; 31-
IIpoBepka OKOHYaH
AOKYMEHTOB W | HHCTPYKIIUU 110 34 .
4 CaMOCTOATEIBHOM uu
onpejesieHne OpraHu3aIy U
paboThI H3yUYeHHU
CPOKOB MPOBEJCHUIO
Sl TEMBI.
XpaHeHus. 9KCIIEPTU3HI IEHHOCTH

JIOKYMEHTOB.




Tema 8.3. | CamocTosiTebHAA OK 1-OK 7, ITo
XpaneHune padora Ne 36. K 1.1-1.7; [IpoBepka OKOHYaH
nokyMeHToB H | CocTaBiieHHE TJIOCCapHs V1-¥3; 31- | camocTosITenbHON uu
aeJ. M0 TeMe pasjerna 34 paboThHI U3Yy4YEeHH
sl TEMBL.
Tema 9.1. | CamocTosiTeIbHAA OK 1-OK 7, o
Komnbrorepus! | padora Ne 37. K 1.1-1.7; Mposepka OKOHYAH
e cucrembl H | [IncbMeHHO OTBETHUTH Ha V1-V3; 31- POBED .
CaMOCTOSITEITBHON 17051
TEeXHOJIOTUH BOMPOCHI 34
paboThI U3Yy4YEeHU
CO31aHuUs
Sl TEMBI.
JOKYMEHTOB.
Tema 9.2. CamocTosiTeJbHasi OK 1-OK 7,
ABTOMATH3UPO | padoTa Ne 38. K 1.1-1.7;
ITo
BaHHbIE IInceMEeHHO OTBETUTH Ha V1-V3; 31-
[IpoBepka OKOHYaH
CHCTEMBbI BOMPOCHI 34 N
CaMOCTOSITETbHON uu
JOKYMEHTHPOB
paboThI U3Yy4YEHH
aHus
S TEMBI.
AeATeIbHOCTH
OpraHu3aIuii.
Tema 9.4. | CamocrosiTeJIbHAN OK 1-OK 7, ITo
IloaroroBka padora Ne 39. K 1.1-1.7; [IpoBepka OKOHYaH
Tabdauu. CocTaBuUTH ri0ccapuii Mo V1-¥3; 31- | camocTosITenbHON uu
TeMe pazjerna. 34 paboThI W3y4YEeHU
sl TEMBI.
CamocToaTeabHas OK 1-OK 7, Ilo
padora Ne 40. Pemenue K 1.1-1.7; [IpoBepka OKOHYaH
TECTOBBIX 3aJaHUH. V1-V¥3; 31- | camocTOsATEIBHOI U
34 paboThI H3yUYeHHU
S TEMBL.

CamocrosiTtesbHasi padora Ne 1

HaumenoBanue: [loarotoButh cOOOIEHNE MO OJHOMY M3 ATAllOB PAa3BUTHS ACIONPOU3BOJICTBA B
Poccun.

Leab paGoThI: OCYIIECTBUTH KOHTPOJIb O0YUYEHUS, MPOJIOJDKUTH CUCTEMATH3AIlUI0 3HAHUH, BBISIBUTH
YPOBEHb YCBOEHUSI MaTepraiia, ChOPMUPOBAHHOCTH YMEHUM U HABBIKOB

MarepuanbHO-TeXHHYECKOe ofecreyeHne: KOHCIEKThl JIEKIHI, KOMIBIOTEp, HAlMYue JOCTyIa B
HHTEPHET, TETPab, Py4Ka, METOAUYECKUE PEKOMEH AU

MeToanuyeckue peKoOMeHIaAIUHU:

Coo01ienune - 3To KpaTKoe U3JI0KEHUe, ITPHU 3TOM B EMKOH (popme, mepeaaroiiiee sICHYI0 U YETKYIO CYyTh
uHpopmannu. [lumercs B ¢opMe KpaTKoro JJOKiIaga M HE UMEET H3IHIIHUX XYH0KeCTBEHHBIX
000poTOB U cioBocovyeTaHuii. OCHOBHAs 3a7a4a COOOIICHUS JOHECTH ONpeAeTIeHHYI0 HH(OpMaIuio,
HE BBIXOJIS U3 PAMOK 33JJaHHOU TEMBI.

Odopmiienue cood1IeHUst

Hwukorpa nanHbli THI COYMHEHUS HE ObIBACT TPOMO3IKMM. B oT/iM4me OT KJIacCHUeCKUX COYNHECHUH,
TaKOM TEKCT He JI0MYCKAeT JUITMHHBIX COOOIIEHUH ¢ KPACUBBIMU, APKHUMH U TS TAMH.

Iumem npaBuwibHO. OPopmILsis cOOOIIEHNE, HYKHO IIOMHHUTB O CIIEAYIOIICM:

o MooicHo ucnonwv308ame 051 NPULONHCEHUSL PUCYHKU U CXeMbl, eCliu OHU OMHOCAMCA K meme;

e Bwidenume 2nagnyio ungopmayuio, u npocieoume, Y¥moosvl mekcm umen Yemryro memamuxy,

o He ucnonvsyiime mepmunos u ciog, Komopwvie 6am He NOHANHDYL.
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[Ipu 3TOM O4YEHb Ba)KHO XOPOILIO MU3YYUTh 33JIaHHYIO TEMY, IPOUYUTATh YUEOHYIO HJIM METOJUYECKYIO
JAUTEPATypy.

XKenatenpbHO WCHONB30BaTh Ui PabOTHI Cpa3dy HECKOIBKO MCTOYHHKOB - 3TO MO3BOJHUT CHENATh
COOOIIIEHUE TTOTHOIEHHBIM U TMOJTHBIM.

IHopsinok padoTbl

o U3yuenue memvi, no0OOp aumepamypuol;

o Twamenvhoe uzyueHue Mamepuanlos 0is moeo, Ymoobvl He 0elamsb NEeMEeHMAPHBIX OUUOOK

e Buwidenume camoe enagnoe, umo omHOCUMCA K 3A0AHHOU meMamuxe;

o Cocmasbme noodpooOHbllL NOIMANHBLL NAAH COOOWEHUS,

o Hanuwume no nyHKmam niana cam mexcm.

Ecin Tema coBepuieHHO HE3HAKOMa, TO, BO3MOXKHO, OyAET aKTyalbHBIM MPOKOHCYJIBTHPOBATHCA C
MpenoiaBaTeseM.

Ecniu morom mpuaercs 4uTaTh COOOILICHHE B ayAUTOPUM Yy JOCKH BCIYX, TO HYXHO XOPOIIO
MOJITOTOBUTHCA, M MOCTAPATHCS HE TMPOCTO MPOUYUTATH C JIUCTA, a TI0 MaMATH IepecKa3aTh OCHOBHYIO
CYTh TEKCTa, WCIIONB3ysl aKTUBHO Ui TOJYEPKHMBAHHS OCHOBHBIX JAHHBIX MM [U(p 3apaHee
BBINMCAHHBIC HA JIOCKY JIaHHBIC.

IInan coobmenus

[1nan coobmeHnst 00BIYHO AOCTATOYHO MPOCT B CUITY MPUPO/IBI TAHHOT'O TUIIA TEKCTA!

1. Bemynnenue, 20e pacckasviéaemcs 0CHOBHAS MblClb NO meMe;

2. OcHO6HOUl meKcm ¢ pasmblulieHuem Uil OQUYUATbHbIMU U3YYEeHHbIMU OAHHbIMU,

3. 3aknouumenvnan yacmo ¢ 6b1600aMuU NOCle HANUCAHUS PAOOMbL.

3aBepuienue

[To 3aBeprneHnn pabOTHI HAJ COOOIICHHEM HY)KHO €r0 IEepedHuTaTh, YTOOBI M30aBUTHCS OT JIMIIHUX
SMUTETOB, CIIOKHBIX CIIOBOCOYETAHUN M OOOpPOTOB. DTO KakK pa3 TOT CIIydYaid, KOTJ1a MOXXHO IHUCATh
KpaTKO U [0 CYTH, 03 JOMOTHUTEIBHBIX OMMMCAHUI U KPACUBBIX CJIOB.

3aganue:
B COOTBECTCTBHUU C MCTOANYCCKUMU peKOMeHI[aI_[I/ISIMI/I IIOATOTOBUTH COOGIJ_IGHI/IG 10 OI[HOMy N3 3TAallOB
pa3BUTHS IETOMPOU3BOCTBA B Poccun.

CamocrosiTeqibHasi padora Ne 2

HaumenoBanue: [IncbMEHHO OTBETUTH Ha BOIPOCHI CAMOKOHTPOJIS IO pazaeny 1.

Iesb paGoThI: OCYIIECTBUTH KOHTPOIb 00y YCHHS, TP OIOJDKUTH CUCTEMATH3AIIUIO 3HAHUH, BEIIBUTH Y POBEHD
YCBOCHHS MaTepraia, C(hopMHPOBAaHHOCTH yMEHHI M HABBIKOB

MarepuajJibHO-TEXHHYeCKOe oO0ecrevyeHue: KOHCIEKThl JIEKIUM, METOJNYECKHE PEKOMEHIAlUH,
TeTpajb, pyuKa

3ananmue:

[I1cpMEHHO OTBETUTH Ha BOIIPOCHI:

[laiiTe XapakTepUCTUKY OCHOBHBIX HCTOPUUYECKUX ITANOB Pa3BUTHA AEIONPOU3BOJICTBA B Poccun.
JlaiiTe XapakTepuCTUKY AEJIONPOn3BOACTBA B [IpeBHeii Pycu.

JlaliTe xapakTeprCTUKY MIPUKA3HOTO I€JIOMPOU3BOICTBA.

JlaiiTe XapakTEpUCTUKY KOJIJIEKCKOTO JEIONPOU3BOICTBA.

JlaiiTe xapakTeprCTUKY MUHHUCTEPCKOTO IEJIONPON3BOCTBA.

JlaiiTe XapakTepuCTUKY ACIOMPOU3BOICTBA B IEPBOM MOJIOBUHE XX B.

JlaliTe XapakTepUCTUKY AEIOIPOU3BOJICTBA BO BTOPOU IT0I0BUHE XX B.

UYro Takoe AeTONPON3BOJCTBO U KAaKOBBI BXKHEHIIINE €0 COCTABIISIONIE?

HazoBure nenu, 3a1a4n 1 OCHOBHBIE IPUHIIUIIBI COBPEMEHHOTO JIEJI0NPOU3BOICTBA.

10 OrnpenenuTe MECTO AETIONPOU3BOJCTBA B CTPYKTYPE YIIPABIEHUECKOIO TPYIa.

11. Ha3oBuTe OCHOBHbIE MIPUHIIUIIBI OPraHU3allUi COBPEMEHHOT 0 AEJIONPON3BO/ICTBA.

CoNooa~wWNE
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12. Oxapaktepu3yiiTe HOpMaTHBHO-IIPABOBYIO 0a3y COBPEMEHHOT O A0 POU3BO/ICTBA.

13. KakoBbI OCHOBHBIE 33/1a4H JOKyMEHTOBEICHU 517

14. TlepeuncauTe OCHOBHBIE HOPMATHBHO-METOJUYCCKHUE JOKYMEHTHI, KOTOPBIMH  CIIEAyeT
PYKOBOJICTBOBAThCS B 00J1aCTH JIeIONPOU3BOICTBA B Poccuiickoii @ enepannm.

CamocrosiTenbHas padora Ne 3

HaumenoBanue: CocTaBUTH IJI0CCApU IO TEME pasjiena.
Ieanb paGoThI: OCYIIECTBUTH KOHTPOJIb 00y YCHHS, TP OIOJDKUTh CUCTEMATU3AITHIO 3HAHUHN, BRISBUTH YPOBCHbB
YCBOCHHS MaTepuaia, C(hoOpMHUPOBAHHOCTH yMEHHI U HABBIKOB
MarepuanbHo-TeXHHYecKoe oOecneyenne: KoHcmekTol Jekuuit, [IK, goctym B wuHTepHer,
METOAMYECKHE PEKOMEH Iall U, TETPalb, pyUKa
Cnpasouno: T'noccapuii (nar. glossarium «coGpanue riocc») — CI0Baph Y3KOCIEUATU3UPOBAHHBIX
TEPMUHOB B KaKOW-THOO OTpaciu 3HAaHUW C TOJKOBAaHWEM, MHOTJA TMEPEBOJIOM Ha JIPYroi S3bIK,
KOMMEHTapHsIMH U TIPEMEPaMHU.
3aganue:
CocraBuTts rioccapuii mo reme «Vcropus pazsutus. CoBpeMeHHOE AeTI0npon3BoAcTBO.» (0T 20 10 40
CJIOB — TEPMHHOB)

CamocrosiTeibHasi padora Ne 4

HaumenoBanue: CoctaBuTh npe3eHTannio Ha TeMy «Kinaccupukanust TOKyMEHTOBY

Iles1b paGoTHI: OCYIIECTBUTH KOHTPOJIb 00y YEHHs, IPOJOJDKUTH CHCTEMATHU3AIMIO 3HAHUIA, BBIIBUTE Y POBEHB
YCBOCHHUS MaTepHaia, cpOPMHUPOBAHHOCTH Y MEHHI U HABBIKOB

MarepuanbHoO-TeXHMYECKOe o0ecneveHue: KoHcrekTol Jsekuui, I[IK, ngoctym B wuHTepHer,
METOJMYECKHE PEKOMEH Jalluu

CocraBHbIE YACTH NPE3eHTALUU

UroObl n100UTHCA KemaemMoro d¢d¢exra, HYXKHO YETKO IOHUMaTh, YTO M KOIJla TOBOPUTH,
1 nokasbiBaTh. Kitaccuueckas cTpykTypa Mpe3eHTalluu BBITJISINT TaK:

e TuTynpHBIN caiij (T€Ma, KOHTAKThI, HH(OPMAIIHS O BBICTYHAIOIIEM, O IPOJYKTE, YCIyre).

e Ornasnenue (pakynbTaTuBHO).

e Bsenenue (0 yem mpe3eHTanysl, L€, 3aJa4d. 3JaUHTEPECYITE CIyIIaTelNs, TOYeEMY €My HYXHO
TPaTUTh BpeMs Ha Ball JIOKJIa).

e OcHoBHas yacth (Bcs HeoOXxoaumas HHGOPMALUS: MOXKET COJEpkKaTh HECKOJBKO pa3/ieioB,
T10 KEJIAHUIO aBTOPA).

e 3aKJIIOYEHHE.

o Ilpunoxenue (110 KeIAHUIO).

e Cmnacu6o0 3a BHEMaHUeE (HE 3a0bIBaliTe MPO (PMHAIBHBIN CJIaii1 0J1aroJapHOCTH ).

[IpaBuia odpopmieHUS TPE3CHTALUU

e OdopmistiiTe Bce B omHOM CTHIIE. He CTOMT «mmepenpbhiruBaTh» C OAHOTO ()OHA Ha JAPYTOM.
Cremute 3a COYETaeMOCTBIO I[BETOB, (hOHA U MIPUPTOB.

o Heucnons3yiite cranmaptHbie mabnoHsl odopmieHus PowerPoint. Jlydme camocTosTensHO
nonoOpare manuTpy 1BeTroB. K mpumepy, Ha Piknik coOpansr Bce 0a3oBble 1BeTa, a Ha Color
Lovers MOXHO HaliTH KaK y»e T'OTOBBIE T0100PKU OTTEHKOB, TaK U COCTaBUTh UX CAMHUM.

e Kak mMoxHO MeHbIne cnoB. HUKTO He OyneT uuTaTh OrpOMHBIE TECTOBBIE OJIOKM Ha BECh CIIAIL.
Munumym — 25-30-i1 kerens, mpudt — untadbenbHbIA. V3MeHsiiTe mpudT A BBIIEICHUS ITUTAT
WA TpuMedaHuil. cnone3yiTe 3aronoBKu.

e bousble KapTUHOK

3ananue:

CocrtaBuTh npe3eHTanuio Ha remy «Kinaccupukanus TOKyMEHTOBY
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CamocrosiTtenbHas padora Ne 5
HaumenoBanue: [1oaroToBuTh COOOIIIEHUE 110 33JAHHON TEME
Leab paGoThI: OCYIIECTBUTL KOHTPOIb 00YUEHHSI, MPOJOIDKUTH CHCTEMATHU3AINI0 3HAHWH, BHIIBUTh YPOBEHbD
YCBOCHHUS MaTepHraia, CPOPMUPOBAHHOCTH yMEHHI M HABBIKOB
MarepuanbHO-TEXHMYECKOe o0ecmevyeHue: KoHcrekTol Jjekuui, [IK, pgoctym B UHTepHeET,
METOJIMYCCKUE PEKOMEH AU N
MeTtoauueckne peKoMeHIAlUu:
Coo0l1enue - 3To KpaTKoe U3JI0KEHUE, IPU TOM B EMKOI Gopme, nepearoniee ICHYI0 U YETKYIO CyTh
nHpopmanuu. Ilumercs B (opme KpaTkoro AOKJIaga M HE HMEET HM3IIHIMHUX XYJI0KECTBEHHBIX
000poTOB U cioBocoueTannii. OCHOBHAs 3a/1aua COOOIICHHS TOHECTH OMpPeNeIeHHYI0 HH(POPMAIIHIO,
HE BBIXO/JIS1 M3 PAMOK 33JJaHHOU TEMBI.
Odopmiienue cood1IeHUst
Huxorna nanHbplii THI COYMHEHUS HE OBIBA€T IPOMO3JIKUM. B oTinmyre oT KjJaccuuecKkuX COYNHEHHU,
TaKOH TEKCT HEe AOMYCKaeT JIUHHBIX COOOIIEHUN ¢ KPaCUBBIMU, IPKUMH YTTUTETAMH.
IMumem npaBuiabHo. OQopmiisisi cooOIIeHrEe, HYKHO TIOMHUTD O CIEAYIOLIEM:
e Moocno ucnonvszosamso 0151 NPUNONHCEHUS PUCYHKU U CXEMbL, eClU OHU OMHOCAMCA K meme;
e Bwidenume enasuyro ungopmayuio, u npocieoume, 4moovl mexkcm umen 4emryio memamuxy;
e He ucnonwsyiime mepmunos u ciog, Komopbwvie 8am He NOHAMHbL.
[Ipu 3TOM OYEHH BaKHO XOPOIIO U3YYUTh 33IaHHYIO TEMY, MMPOYUTATh YICOHYIO HJIM METOJUYECKYIO
JTATEPATypy.
XKenarenbHo HCMONIB30BaTh A PabOTHI Cpa3dy HECKOJIbKO HMCTOYHHKOB - 3TO MO3BOJMUT CIeNaTh
COOOIIIEHUE TTOJIHOLEHHBIM U TIOJTHBIM.
IHopsinox padoTsl
o U3yuenue memvi, n0060p rumepamypuol;
o Twamenvhoe uzyuenue mamepuanos 0 mo2o, 4moobwvl He 0enams INEMEHMAPHLIX OUUOOK,
e Buwioenume camoe enagrnoe, 4¥mo omHOCUMCA K 3a0aHHOU meMamuKe;
e Cocmasbme noOpoOHbLI NOIMANHBLU NAAH COOOUeHUsL,
e Hanuwwume no nynkmam niaua cam mexkcm.
Ecnmm Ttema coBepiieHHO HE3HAKOMa, TO, BO3MOXKHO, OYJET aKTyaJIbHBIM IMPOKOHCYJIBTHPOBATHECS C
IpernoaBaTesIeM.
Ecnu morom mpuaercs 4uMTaTh COOOIICHWE B ayJAUTOPUHM Yy JOCKH BCIYX, TO HYXHO XOPOIIO
MOATOTOBUTKCS, M TIOCTAPAThCS HE MPOCTO MPOYUTATH C JIUCTA, a TI0 TTAMATH IePEcKa3aTh OCHOBHYIO
CYyTh TEKCTa, WCIONB3ysl aKTHBHO U1 TMOMYEPKUBAHHUS OCHOBHBIX JaHHBIX WM HUPp 3apaHee
BBINIMCAHHBIC HA JIOCKY JIaHHbIC.
Ilnan coodmenus
[1nan coobmeHnst 00BIYHO AOCTATOYHO MPOCT B CHITY MPUPO/LI JAHHOTO THIA TEKCTA!
4. Bcmynaenue, 20e pacckasvl8aemcs OCHOSHAS MbIClb NO MeMe;
5. OcHo6HOUl meKcm ¢ pasmblulienueM Ul OQUYUATLHBIMU U3YYEeHHbIMU OQHHbIMU,
6. 3axnwuumenvhas wacms c 661800aMu NOCie HANUCAHUSL paOOMbL.
3aBepieHue
[To 3aBepmieHun pabOTHI HAJ COOOLIEHUEM HYXKHO €r0 MepeyuTaTh, UTOObI M30aBUTHCS OT JIMIITHUX
SMUTETOB, CIIOKHBIX CIIOBOCOYETaHHI W O00OPOTOB. DTO KaK pa3 TOT CIIydYaid, KOTJ1a MOKHO MHCATh
KpaTKO U 10 CYTH, 03 JOIMOTHUTEIBHBIX OITMCAHNH U KPACHBBIX CJIOB.

3aganue:
B COOTBCTCTBUU C MCTOOAUUYCCKHUMU peKOMeHILaLII/ISIMI/I IIOATrOTOBUTH COOGH.[CHI/IC 110 TEMC
«HopmartuBHO-1IpaBoBas 6aza JOKYMEHTUPOBAHU YIIPaBIIEHYECKOU JESATEIbHOCTI Y.

[TpoaomKUTEIBHOCTH COOOMICHUS 2-3 MUHYTHI.
CamocrosrensHas paborta Ne 6
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HaunmenoBanue: CocTaBUTh IJI0CCApUil 1O TEME pas3zea.

Hesab padoThI: OCYIMIECTBUTH KOHTPOJIb O0YUYEHUS, MPOJIOJDKUTH CUCTEMATHU3AINIO 3HAHUH, BHISBUTh
YPOBEHb YCBOCHHUS MaTepuaia, ChOPMUPOBAHHOCTH YMEHHH U HABBIKOB

MarepuaJjbHO-TeXHHYECKOe oOecmedeHue: TeTpaab, pydka, 1K, KOHCHeKThl JeKIuil, AOCTyNm B
WHTEPHET, METOJIMUECKNE PEKOMEHJAIIUN

Cnpasouno: T'noccapuii (nar. glossarium «coGpaHue riocc») — CI0BaAPh Y3KOCIEUATU3UPOBAHHBIX
TEPMHUHOB B KaKOW-THMOO OTpaciay 3HAaHUU C TOJKOBAaHMEM, MHOTJA IMEPEBOJAOM Ha APYroM S3bIK,
KOMMEHTapHsIMH U TIPEMEPaMHU.

3ananmue:

CocraButs riaoccapuii mo reMe «OCHOBBI JOKYMEHTAIIMOHHOTO 0OecrieueHus ynpasienus.» (ot 20 g0
40 c110B — TEPMUHOB)

CamocrositenbHas pabora No 7

HaumenoBanue: Pedepar mo 3aganHoi Teme.

Leab paGoThI: OCYIIECTBUTH KOHTPOJIb OOYUYEHUS, IPOJIOJDKUTH CUCTEMATH3AIlUI0 3HAHUH, BBISIBUTH
YPOBEHb YCBOCHUS MaTepuaia, COPMUPOBAHHOCTH YMEHUI U HABBIKOB

MarepuajbHo-TexHu4deckoe ooOecnedyenme: I[1K, TeopeTtmueckuil marepuan, JAOCTYIl B UHTEPHET,
METOAMYECKNE PEKOMEH Tallu 1

MeToauueckue peKOMeHIAIHU:

CM. METOJIMUYECKHE peKoMeHAauu 1o HanucaHuio pedepara [ BITOY PC(A) «JITT»

3aganue:

Hammcats pedepat 1o ofHO# U3 MPEIT0KEHHBIX TEM:

1. OcHOBHBIE TOHSTUS U TEPMUHOJIOTUS JOKYMEHTAIlMOHHOT'0 O0eCTIeueH sl yIIPaBICHUSI.

2. CylmHOCTh U OCHOBHOE Ha3HAUYCHHE TOKYMEHTAIIMOHHOT O 00ECTICUCHU S YIIPABICHUS.

3. 3akoHOJAaTEeTbHOE M HOPMATHBHO-TIPAaBOBOE PEryJMpOBaHUE JOKYMEHTAllHOHHOI'0 0oOecreyeHus
yIPaBJICHHUSL.

4. Uctopusi CTaHOBJICHUS U Pa3BUTHUS JOKYMEHTAI[MOHHOTO 00ECIICUeHU S yIIPABJICHHUSL.

5. Opranm3anus paboThI C TOKYMEHTAMH.

6. Peructpanus u yueT JOKyMEHTOB.

7. Opranu3zanus JeJI0NPOU3BO/ICTBA HAa MAJIBIX MPEITPUATHSIX.

8. BO3MOXHOCTH WCHONB30BAaHHUS COBPEMEHHOW OQUCHOW TEXHUKH Ui ONTHMH3AIHH
JOKYMEHTOOOOpOTa B OPraHHU3aI1U.

9. Cucrtembl JOKYMEHTALUH.

CamocrosiTeqibHasi padora Ne 8
HaumenoBanmue: Pazpaborats 00pasibl 0popMICHUS PEKBH3UTOB.
Leab padoThI: OCYIIECTBUTH KOHTPOIIL 00y YEeHHSI, TPOJIOJDKUTh CUCTEMATH3ALINI0 3HAHUH, BBISBUTH Y POBEHB
YCBOCHUS MaTepHana, chOPMUPOBAHHOCTH yMEHHIA M HABBIKOB
MarepuainbHO-TeXHHYeCKOe o0ecreuyenne: KoHCHeKkThl nekmui, I[IK, moctym B wuHTepHeT,
MCTOAUYCCKUC PCKOMCH Al
3aganue:
CocraButh 00pa3ubl odopmiieHus A0KymMeHTOB. OOpa3ubl cienath B OJHOM JOKyMeHTe Bopn,
Ka)XJIbIil N3 PEKBU3UTOB IIPEJACTABUTh HA OTACIBHON CTPAHUIIE.

CamocrosiTeibHast padora Ne 9
HaumenoBanue: CocTaBieHME 3asBICHUS, CIIPABKU O CTaXKE PaOOTHI.
Ieanb paGoThI: OCYIIECTBUTh KOHTPOJIb 00y YCHHS, TPOJIOJDKUTL CUCTeMAaTH3aINI0 3HAHHUH, BEISIBUTH Y POBEHB
YCBOCHHUS MaTepHraia, cpOPMHUPOBAHHOCTH YMEHUN  HABBIKOB
MarepuanbHo-TexHHYecKoe oOecneyenne: KoHcmekTol nekuui, IIK, moctym B uHTepHer,
METOAMYECKUE PEKOMEH TAIINU
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Saganue:
Wcnone3ys uHdopManuio u3 TeOpun
1. CocraBuTh 3asiBICHUE;
2. CrpaBky 0 cTake paObOTHI.
JlaHHBIE TPOU3BOIBHBIE.
CamocrosiTesqbHast padora Ne 10

HaumenoBanme: Pa3paboTka BuIa pacOPSAIUTENEHOTO IOKYMEHTA.
Heab padoThl: OCYIIECTBUTH KOHTPOIh 00YUEHUSI, TPOJIOJDKUTH CHCTEMATHU3AIMI0 3HAHUH, BBISIBUTH
YpOBEHb YCBOCHUS MaTepuaia, ChOPMUPOBAHHOCTH YMEHUM U HABBIKOB
MarepuanbHo-Texunueckoe odecneuenue: I[1K, teopermyeckuil marepuan, HOCTYNl B MHTEPHET,
METOAMYECKHE PEKOMEH Tallu 1
3aganmue:
Wcnone3yst uHdopManuio u3 Teopun, pa3padoTarh BU PACHOPSAUTEIBHOTO JOKYMEHTa Ha BEIOOP
CTYyJIEHTA.

CamocrosiTeqbHast padora Ne 11

HaumenoBanme: Pa3zpaboTka oOpasiia opraHiu3aioHHO-IIPaBOBOTO IOKyMEHTa
Hesab paGoThI: OCYIMIECTBUTH KOHTPOJIb O0YUYEHUS, MPOJIOJDKUTH CUCTEMATH3AINI0 3HAHUM, BHIIBUTH
YPOBEHb YCBOCHHUS MaTepuana, ChOPMUPOBAHHOCTH YMEHH I U HABBIKOB
MarepuajgbHo-TexHu4deckoe obOecnedenme: I[IK, nocTtynm B WMHTEpHET, TEOPETUUECKHUUN MaTepual,
METOAMYECKHE PEKOMEH TAllU 1
3ananmue:
Ucnonr3ya nndopmaiunio u3 Teopuu, paspadotaTb oOpaszen; opraHu3alioHHO-TIPABOBOTO TIOKyMEHTA
Ha BBIOOp CTyAEHTA.

CamocrosiTesibHasi padoTa Ne 12
HaumenoBanme: CocraBieHne Tabmuubl «Buasl TOKyMEHTOB 1O (DMHAHCOBO-PACUETHBIM
oreparusiM»
eab padoThl: OCYIIECTBUTH KOHTPOIb O0YUYEHUS, TPOIOJDKUTH CHCTEMATHU3aAIMI0 3HAHUH, BBISIBUTH
YPOBEHb YCBOCHUS MaTepuaia, ChOpMUPOBAHHOCTH YMEHUM U HABBHIKOB
MarepuanbHo-TeXHHYECKOe oO0ecnmeueHne: Teopernueckuit martepuain, IIK, moctym B mHTEpHeT,
METOAMYECKHE PEKOMEH TallU 1
3ananue:
CocTaBUTh TaOJIUITY BUAOB JIOKYMEHTOB IO (PMHAHCOBO-PACYCTHBIM OTIEpAllHsIM B JOKyMeHTe Bopjr.
He menee 10 qokyMeHTOB.

Ne HaumenoBanue Buna OKVY [ XapakTepucTuka OO0pa3sen 1okymMeHTa
n/m JOKyMEHTa ( mpu JOKyMEHTa
HAJNYUH)

B nanHbIe sTueiKH
NPUKPETUTH 00pa3Ibl
JIOKYMEHTOB

CamocrosTeqbHasi padora Ne 13
HaumenoBanme: CocraBieHue mnakera oOOpasllOB HAaKIaIHBIX, HapsSI0B, KOMMEpPYECKHUX aKTOB,
JIOTOBOPOB, HCKOBOT O 3asIBJICHUS
Heab padoThl: OCYIIECTBUTH KOHTPOJIh 00YUEHUSI, TPOJIOJDKATH CHCTEMATHU3AIMI0 3HAHUM, BBIIBUTH
YpOBEHb YCBOCHHS MaTepuaia, ChOpMUPOBAHHOCTH YMEHUH U HABBIKOB

15



MarepuajbHo-TexHu4eckoe obOecnevenue: [IK, noctyn B MHTEpHET, TEOPETUUECKUUN MaTepual,
METOAMYECKHE PEKOMEH TAllU 1

3ananue:

B manky coOparb o00pa3iibl HaKJIagHBIX, HApSAAOB, KOMMEPUYECKHX AaKTOB, JOTOBOPOB, HCKOBOTO
3asBleHUs (TI0 J1Ba 0Opasiia KaKIOoro BUJA JOKYMEHTOB), MAamKy 3aapXUBHUPOBATh U OTIPABUTH Ha
MIPOBEPKY.

CamocrosiTeqbHas pabora Ne 14

HaumenoBanue: CocTaBUTh TJIOCCApUH 110 TEME pa3ziena.

Leab paGoThI: OCYIMIECTBUTH KOHTPOJIb OOYUYEHUS, IPOJIOJDKUTH CUCTEMATH3AIlUI0 3HAHUH, BBISIBUTH
YpOBEHb YCBOCHUS MaTepuaia, cOpMUPOBAHHOCTH YMEHUM U HABBIKOB

MarepuanbHO-TeXHHYeCKOe olecnedeHHe: TeTpadb JUIsl CAMOCTOSATENBHBIX padoT, pyyka, JOCTYII B
UHTEPHET, TEOPETUUECKUI MaTepHal, METOTMYECKHUE PEKOMEH IAI[U U

Cnpasouno: T'noccapuii (nar. glossarium «coGpaHue TIocc») — CI0BAPh Y3KOCIELUAIU3UPOBAHHBIX
TEPMHUHOB B KaKOH-THOO OTpaciu 3HAHWNW C TOJIKOBAaHWEM, MHOTJA MEpPEeBOJOM Ha APYTrol S3bIK,
KOMMEHTAPUSIMHA ¥ TIPHMEPaMHU.

3aganue:

CocraButh rioccapuii mo teme «OCHOBHBIE BUBI YIPABICHYECKOW JOKYMEHTAIIUU M MpaBUIa UX
oopmiterus» (ot 20 10 40 ¢JI0B — TEPMHHOB)

CamocrosTeqbHast padora Ne 15
HaumenoBanue: Co3nanue nmpe3eHTalMM Ha TeMy: « BHJIbI TOYTOBBIX OTIpaBICHUN AJIS IEPECHLIKU
U CBbMEHHOM KOPPECTIOHICHIIMHY OPTaHU3aL UMK
Leab paGoThl: OCYIIECTBUTH KOHTPOJIb 00yUEHUS, TPOAOIDKUTH CHCTEMATU3ALMIO 3HAHUW, BBISBUTD
YPOBEHB YCBOCHHUS MaTepHaiia, cGOpMIUPOBAHHOCTH YMEHHH 1 HABBIKOB
MarepuajgbHo-TexHu4deckoe obOecnedenme: I[1K, nocTynm B MHTEpHET, TEOPETUUECKUU MaTepual,
METOIMYECKUE PEKOMEH Jallun
CocTaBHbIe YaCTH NPe3eHTALNT
UroObl n100UTBHCS kenmaemMoro 3¢d¢exra, HYXKHO YETKO ITOHHMMAaTh, 4YTO U KOIJla TOBOPUTH,
¥ ToKa3bIBaTh. Kimaccuueckas CTpyKTypa Mpe3eHTalluy BBITISIIUT TaK:
o TutynbHbl craiij (TeMa, KOHTAKThl, HHPOPMAIU O BBICTYNAIOLIEM, O IPOJAYKTE, YCIIYTe).
e Ornasnenue (pakyJIbTaTUBHO).
o Bgenenue (o uem mpe3eHTaUMs, LEIH, 3a7a4l. 3aUHTEPECYHTE CIyLIaTess, MOYeMy €My HY>KHO
TPaTUTh BpPEMs Ha Ball JIOKJIaJ).
e OcHoBHas 4yacth (Bcs HeoOXxoaumass HHQOpMAIUSA: MOXKET COAEP)KaTh HECKOJIBKO pa3lesioB,
110 JKEJIAHHUIO aBTOPA).
o 3aKiIr4YcHHUE.
o Ilpunoxenue (1o xeIaHUIO).
e Cnacubo 3a BHUMaHUe (He 3a0bIBaiiTe PO (UHAIBHBIN ciaiia 61ar oqapHOCTH ).
[IpaBuia odpopmieHHS IPE3CHTALUN
o OdopmisiiiTe Bce B ogHOM cTuie. He cTOUT «riepenpriruBarhy» ¢ 01HOro (oHa Ha apyrou. Creaure
3a COYEeTaeMOCTBIO IIBETOB, (poHa U mpu(TOB.
o He ucnone3yiite crangaptasle mabaonsl odopmieHus PowerPoint. Jlyume camocTosTensHO
nonoOpare manuTpy nBeroB. K mpumepy, Ha Piknik coOpansl Bce 0azoBbie 1BeTa, a Ha Color
LOVErs MOHO HalTH KaK y>K€ TOTOBBIE [T0OI00PKU OTTEHKOB, TAK U COCTaBUTh UX CAMHUM.
o Kak MoxxHO MeHbIIe cioB. HUKTO He OyAeT uuTaTb OrpOMHBIE TECTOBBIE OJIOKM Ha BECh ClAii.
Munumym — 25-30-i1 kerens, mpudrt — untadbenbHbIid. M3MeHsiiTe mpudT A BhIICICHUS UTAT
WK ipuMedaHuil. VIcrionp3ylTe 3arojioBKU.
o bomblie kKapTHHOK
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Saganue:
COCTaBI/ITB HpGSGHTaL[I/IIO Ha TeMyI «BI/II[LI IIOYTOBHBIX OTHpaBHeHI/Iﬁ JUIS Hepecmmcn HI/ICBMCHHOI\/'I
KOPPECTIOHACHITUH OPTaHU3aI[USIMI

CamocrosrensHas pabora Ne 16

HaumenoBanue: OTrnpaBka COOOIICHUH ¢ TTOMOIIBIO 3JIEKTPOHHON MOYTHI.
Heab paGoThI: OCYIIECTBUTH KOHTPOJIb O0YUYEHUS, MPOJIOJDKUTH CUCTEMATHU3AINIO 3HAHUH, BHISBUTH
YPOBEHb YCBOCHHUS MaTepuaia, ChOpMUPOBAHHOCTH YMEHHI U HABBIKOB
MarepuanbHo-TexHnuyeckoe odecneuenue: [1K, noctyn B UHTEpHET, METOMYECKHE PEKOMEH JAIlUU
3aganue:
OTnpaBuUTH MMCbMa Ha 3JICKTPOHHYIO mouty bookerlensk@inbox.ru:
1. c ormetkoi# "Baxnoe"
2. c yBeIOMJICHUEM
3. ¢ TEKCTOBBIM COOOIIIEHUEM.
CamocrostensHas padora Ne 17
HaumenoBanue: CocTaBieHue akeTa 00pa3IoB CITYKEOHBIX U JICTTOBBIX THCEM.
Heab padoTbl: OCYIIECTBUTH KOHTPOIb 00YUYEHUS, TPOJOJIKUTH CUCTEMATU3AIUIO 3HAHUM, BHISBUTh
YpOBEHb YCBOCHUS MaTeprana, cOpMUPOBAHHOCTH YMEHHUH U HABBIKOB
MarepuanbHo-TexHnueckoe ooecnedyeHue: [IK, KOHCIEKTH JeKIMil, JOCTYyl B HWHTEPHET,
METOMYECKIE PEKOMEH Jalluu
3aganue:
CocraBuTh MakeT OOpPa3LOB CIYy)KEOHBIX M JICJOBBIX NHCEM, O(QOPMHTH B COOTBETCTBUH C
TpeOoBaHUSIMU O(OPMIICHUS PEKBU3UTOB ISl I€JIOBOI KoppecnonaeHInu. KonruecTBo 00pasios ot 8
1o 12.
CamocrositenpHast padora Ne 18

HaumenoBanue: CoCTaBUTh MHCTPYKIIUIO [10 OPTaHU3ALUHU U TPOBEJICHUIO COBEILIAHUM.
Heab padoThl: OCYIMIECTBUTH KOHTPOJIb OOYUICHUS, TPOJIOJDKATh CUCTEMATH3AINIO 3HAHUMN, BBISIBUTH
YpOBEHb YCBOCHHS MaTepuana, ChOpMUPOBAHHOCTA YMEHU W U HABBIKOB
MarepuanbHo-TexHnueckoe ooOecnedyeHue: [IK, KoHCHekThl JeKknuii, JOCTYyml B HWHTEPHET,
METOJIMYECKHE PEKOMEH IAllUU
3aganmue:
CocTaBuTh MHCTPYKIHIO TIO OPTaHU3AIMU U MPOBEIeHUI0 coBemanuii. OpopmMuTh B COOTBETCTBHU C
TpeOOBaHUSIMHU K 0(hOPMIICHUIO PEKBU3UTOB IS TaH HOTO JIOKYMEHTA.

CamocrosrenbHas padora Ne 19

HaumenoBanme: CoCTaBUTh HHCTPYKIIUIO [10 OpraHU3alMU U IPOBEICHUIO IPUEMA.
Leab paGoThI: OCYNIECTBUTH KOHTPOIIb O0OYUYCHUS, IPOIOJKUTH CHCTEMATH3AIMIO 3HAHW , BHISIBUTH
YPOBEHb YCBOEHUS MaTepuaia, cGOpMUPOBAHHOCTH YMEHUM U HaBBIKOB
MarepuajgbHo-TexHu4deckoe ooOecnedenue: [IK, KoHCIEKThl JEKIUNA, JOCTYl B HWHTEPHET,
METOAMYECKHE PEKOMEH TAllU 1
3ananue:
CocTaBUTh MHCTPYKIHIO MO OpTaHHW3allMU U MpoBeneHUto npuema. OPopMHUTH B COOTBETCTBUH C
TpeOOBaHUSIMU K O(OPMIICHUIO PEKBU3UTOB JJIsl TAHHOTO TOKYMEHTA.

CamocrosrenpHas padora Ne 20

HaumenoBanue: CocTaBUTh MHCTPYKIIUIO [10 OPTaHU3ALUHU U IPOBEJICHUIO TPE3CHTAI[UH.
Heasb padoTbl: OCYLIECTBUTH KOHTPOJIb 00Y4YEHUS, IPOJIOJIKUTH CUCTEMATU3AIMIO 3HAHU, BBIIBUTH
YpOBEHb YCBOCHUS MaTepuaia, ChOPMUPOBAHHOCTH YMEHUM U HABBIKOB
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MarepuajibHO-TeXHHYECKOe oOecredyeHue: TeTpaab, pyudka, 1K, KOHCHEKThl JeKIui, AOCTyN B
WHTEPHET, METOANYECKHUE PEKOMEH JALIUHA
3ananmue:
CocTaBUTh HHCTPYKIIUIO IO OPTraHU3AINU U TPOBEACHUIO pe3eHTauu. OPopMHUTH B COOTBETCTBUH C
TpeOOBaHUSIMU K OPOPMIIEHUIO PEKBU3UTOB JJIsl IaHHOTO IOKYMEHTA.

CamocrositenbHast pabora Ne 21

HaumenoBanue: CocTaBUTH IJI0CCApU IO TEME pasjiena.
Heab padoThl: OCYIIECTBUTh KOHTPOJIH OOYUCHU S, TPOJOJDKATh CUCTEMATHU3AINIO 3HAHWH, BBISIBUTb
YPOBEHb YCBOCHHUSI MaTepuaia, cGopMUpPOBAaHHOCTH YMEHHI U HABBIKOB
MarepunanbHO-TeXHHYecKoe ofecmedeHHe: TeTpaib, pyuka, 1K, KOHCHEKTHI JIeKUUH, AOCTYIl B
MHTEPHET, METOANYECKHE PEKOMEHAAN T
Cnpagouno: T'noccapuii (yar. glossarium «coOpaHue rioccy») — CI0Baph Y3KOCIENUATM3UPOBAHHBIX
TEPMUHOB B KaKOH-TMOO OTpaciau 3HAHUN C TOJKOBAHMEM, MHOI/IA IEPEBOJIOM Ha JPYrod S3bIK,
KOMMEHTapHsIMH U IPUMEPAMU.
3aganmue:
CocraButh rinoccapuii no teme «CiyxeOHas u genoBas koppecnoHaeHuus» (ot 20 no 40 cinoB —
TEPMHUHOB)

CamocrosrensHas padora Ne 22

HaumenoBanmue: J/laTh MiucbMEHHBIC OTBETHI HA BOITPOCHI

Lesab paGoThI: OCYIIECTBUTH KOHTPOJIb O0YUYEHUS, MPOJIOJDKUTh CUCTEMATH3AIlUI0 3HAHUH, BBISIBUTH
YPOBEHB YCBOCHHUS MaTepHralia, cGOPMHUPOBAHHOCTH YMEHHI 1 HABBIKOB

MarepuanbHO-TeXHHYeCKOe olecnedyeHHe: TeTpaab, pyudka, 1K, KOHCHeKThl NeKuui, AOCTYN B
WHTEPHET, METOAUYECKHUE PEKOMEH Al

3aganue:

[TrceMEHHO OTBETHTE HAa BOTIPOCHI, UCITOJIB3YS TEOPETHUCCKUIN MaTEepHal.

1. KakoBsl paznuuusi B opopMIIEHHH PEKBU3UTOB B muckMe BHYTpU Poccuu corimacuo 'OCT P 7.0.97

—2016 1 B MeXIyHApOJHOM NUCHME coriacHo ctangapram MCO?

2. Kakue CymecTByIOT pPEKBU3HTBHI MEXIyHApOMHOTO muchMa? PacckaxxuTe o0 mpaBuiax HX

oopMIICHHUS U PACIIOIOKEHUS Ha OJIaHKE MUChMa.

3. B uem cocToaT OCHOBHBIE PEKOMEHIAIIUH IO COCTaBJICHUIO TEKCTOB MEXKIYHAPOIHBIX MHceM?
CamocrositenbHast pabora Ne 23

HaumenoBanue: CocTaBUTh IJI0OCCApUM IO TEME pasjiena.

Hesap padoThi: OCYLIECTBUTH KOHTPOJIb O0YUYEHUS, IPOJIOJDKUTH CHCTEMATH3allMI0 3HAaHUH, BBISIBUTh

YPOBEHb YCBOEHHUSI MaTepraiia, cGOpMUPOBAHHOCTH YMEHUM 1 HABBIKOB

MarepunanbHO-TeXHHYeCKOe ofecmedeHHe: TeTpanb, pyudka, 11K, xkoHcmekTsl Jiekuuil, AOCTyIl B

WHTEPHET, METOINYECKUE PEKOMEHJAl| MU

Cnpasouno: T'noccapuii (yar. glossarium «cobpaHue riocc») — CI0Baph Y3KOCHEIUATN3HPOBAHHBIX

TEPMHUHOB B KakOW-TMOO OTpaciy 3HAHMM C TOJKOBAHHWEM, MHOTJA MEPEBOJOM Ha JPYroM S3bIK,

KOMMEHTapHsIMU U IPUMEPAMHU.

3aganmue:

CocraBuTs rioccapuii no reMe «MexayHapoaHas nepenucka.» (ot 20 1o 40 c10B — TEPMUHOB)
CamocTosTenbHas padota Ne 24

HaumenoBanue: J[aTh NHCbMEHHBIE OTBETHI HA BOIIPOCHI
Heasb padoTbl: OCYLIECTBUTH KOHTPOJIb 00Y4YEHUS, IPOJIOJIKUTh CHCTEMATU3AIMI0 3HAHUH, BBIIBUTh
YpOBEHb YCBOCHHS MaTepuana, ChOpMUPOBAHHOCTH YMEH M U HABBIKOB
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MarepuajibHO-TeXHHYECKOe oOecredyeHue: TeTpaab, pyudka, 1K, KOHCHEKThl JeKIui, AOCTyN B
WHTEPHET, METOJIMUECKUE PEKOMEHJAIIUU
3ananmue:
[T1cbMEeHHO OTBETHTE Ha BOMPOCHI:

1. Yto Takoe TOKyMEHTO0O0pOT?
2. Kakue moToku JOKyMEHTOB 00pa3yloT JOKYyMEHTOO000POT?
3. KakoB BHJI0BO# COCTaB IOKYMEHTOB, 00Pa3yIOIINUX JOKYMEHTOOO0OPOT?
4. KakoBbI 3Tarbl IBMKCHUS JOKYMEHTOB B paMKax JIOKyMEHT0000poTa?

5. KakoB mopsiiok 00paboTKH MOCTyHaoIed KOpPECTOHACHITAM ?
6. 1111 yero He0OXOAUMO IPEIBAPUTEIHHOE PACCMOTPEHNE JOKYMEHTOB U KAaKOB €T0 MOPSA0K?
7. KakoB OpPsIIOK pacCMOTPEHHUSI JOKYMEHTOB PYKOBOAUTEIEM?
8. KakoB nopsiok nepenayu JOKYMEHTOB B CTPYKTYpPHBIE TTOpa3eieHus1?
9. KakoB mops1ok 00pab0OTKH OTIIPABIIIEMOH KOPPECTIOHICHITUY ?

10. Kak opranu3syercs paboTa MCIIOJHUTES C TOKYMEHTaMH ?

11. B kakux 1ensix BeAETCS MOACUYET YUCIIa MOJTYYEHHBIX U CO3IAHHBIX JOKYMEHTOB?

CamocrostenbHas padora Ne 25

HaumeHnoBanue: V3yueHne MONIOKEHHS O CIyk0e TOKYMEHTAalHOHHOTO OOecCTedeHus yIIp aBIeHHUS,

WHCTPYKLHUS I10 JOKYMEHTAIMOHHOMY 00€CIIEUEHHIO YITPaBICHHU .

Heab padoThl: OCYMIECTBUTH KOHTPOJIb 00yUEHUsI, TPOAODKUTH CHCTEMATH3AIMIO 3HAHUH, BBISIBUTH

YPOBEHB YCBOEHUS MaTepHaia, COPMHUPOBAHHOCTH YMEHUI U HAaBBIKOB

MarepunanbHO-TeXHHYeCKOe ofecmedeHHe: TeTpanb, pydka, 11K, KOHCHekThl Jiekuui, AOCTyI B

UHTEPHET, METOTMYECKHE PEKOMEHIAINH .

3ananmue:

1. M3yunte mnpuMepHOE NOJOXKEHUE O CIyK0e IOKYMEHTAlMOHHOTO OOECIEYeHHs YIpaBJICHUS,

COCTaBBTE CXEMY CTPYKTYPHI CITy>KOBI.

2. 3anummTe OCHOBHBIE TPEOOBAHNS IO JOKYMEHTAIMOHHOMY 00€CI €YCHHIO YIIPABIICHHSL.
CamocrosrenbHas pabora Ne 26

HaumenoBanme: CoctaBieHue KoHCHekTa mo Teme: «HopmupoBaHue NOKYMEHTAIHOHHBIX padoOT
CITY>OBbI TOKYMEHTAllHOHHOT'0 O0ECIIEUEHU ST YIIPABJICHUSD)

Heasb padoTbl: OCYIIECTBUTH KOHTPOJb 00YUYEHUS, TPOJOJIKUTH CUCTEMATU3AIUIO 3HAHUM, BBISIBUTD
YpOBEHb YCBOCHUS MaTepuaia, chOpMUPOBAHHOCTH YMEHUM U HABBIKOB

MarepuanbHo-TeXHHYecKoe o0ecmedeHHe: TeTpaib, pyuka, [IK, yuyeOHMK, HOCTYnl B MHTEpHET,
METOAMYECKHE PEKOMEH Tallu 1

MeToanyeckue peKOMeHIalH:

KoHcnekT - 3TO KpaTKoe MOCIeA0BaTeIbHOE U3JI0KEHUE COACPKAHUS CTaThU, KHUTH, JeKuuu. Ero
OCHOBY COCTaBJISIFOT ILJIaH TE3UCHI, BBIMUCKH, LHUTaThl. KOHCIEKT, B OTJIIMYHE OT TE3UCOB
BOCIIPOU3BOAT HE TOJILKO MBICIIM OPUTHMHAJIA, HO U CBS3b MEXIy HUMH. B KOHCIIEKTE OTpakaeTcs He
TOJIBKO TO, O Y€M TOBOPUTCS B pabOTE, HO M UTO YTBEPKAACTCA, U KaK JIOKa3bIBAETCSI.

B otnuune ot T€3MCOB M BBIMHMCOK, KOHCIEKTHI MPU 00s3aTeIbHON KPATKOCTU COJEpPKAT HE TOIBKO
OCHOBHBIE ITOJIOKEHUS U BEIBOJIBI, HO U (DaKThI, U JOKA3aTEIbCTBA, U PUMEPHI, U UILTIOCTPALIHH.
Tl KOHCIIEKTOB:

1. IInanoBBIi.

2. TexcTyanbHBIN.

3. CBOOOIHEIIA.

4, TemaTuyeckui.

Kparkas xapakTepucTrka TUIIOB KOHCIIEKTOB:

1. IlnaHoBBIH KOHCHEKT: SBJSSICH CXKaThiM, B (opMe IUIaHa, MEPECKa3oM MPOYUTAHHOTO, ITOT
KOHCIIEKT — OJIMH M3 HauboJyiee LIEHHBIX, TOMOTaeT JIyYllle YCBOUTh MaTepHall elle B MPOIECCe ero
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u3yueHus. OH y4uT [OCIEeI0BATENIbHO M YETKO M3JIaraTh CBOU MBICIIH, paboTaTh HaJ KHUT O, 000011as
coziepkanue ee B (popMynaMpoBKax IutaHa. Takoil KOHCHEKT KpaTOK, MPOCT U ICEH MO CBOeH (opme.
OT0 Jenmaer ero He3aMEHHMBIM I0COOMeM HpH OBICTPOH MOATrOTOBKE JOKJIAAa, BBICTYIUICHHSL
HenocraTok: mo mpoiiecTBUM BpPEMEHHM C MOMEHTA HAMMCaHUs TPYJHO BOCCTAaHOBUTH B MaMSTH
COJIEp’KaHNE UCTOYHHUKA.
2. TekcTyaJIbHbIH KOHCIIEKT — 3TO KOHCIIEKT, CO3JJaHHbIA B OCHOBHOM M3 OTPBIBKOB MOJINHHUKA —
UTaT. TO MPEKPACHBIM MCTOYHUK JOCIOBHBIX BBICKA3bIBAaHWN aBTOpA U MPUBOJUMBIX UM (DaKTOB.
TexkcTyanbHbI KOHCIEKT MCIIOJIB3YETCs JIUTENbHOE Bpems. Hemocrarok: He akTUBU3UPYET PE3KO
BHUMAaHUE U TIaMSTh.
3. CB00OIHBIII KOHCHEKT MPEJICTaBIseT COO0N coueTaHUEe BHIMUCOK, IIUTAT, MHOTAa TE3UCOB, YacTh
€ro TeKCTa MOXKET ObITh CHa0KeHa TTaHOM. DTO HanboJiee MOJTHOLCHHBIN BUJ] KOHCIIEKTA.
4. TeMaTH4YeCKHHl KOHCHEKT JaeT Oojee WJIM MEHEE HCUCPHBIBAIONIMI OTBET HA MOCTABJICHHBIN
Bornpoc Tembl. CocTaBlieHHE TEMAaTHUYECKOro KOHCIIEKTa yYUT paboTaTh HaJ TEMOU, BCECTOPOHHE
o0IyMbIBasl €€, aHAIM3UPYs pa3InuHble TOYKU 3pEHMS Ha OJMH U TOT K€ Bolpoc. Takum oOpazom,
3TOT KOHCIIEKT o0sieryaet paboTy HaJ TEMOW MpHU YCIOBUH HCIIOIb30BAHMUS HECKOIBKUX HCTOYHUKOB.
5. Koncnekr-cxema
Y7100HO mNONIB30BaThCSI CXEMATHMYHOM 3alUChl0 MPOYMTAaHHOrOo. COCTaBJIEHHE KOHCIIEKTOB-CXEM
CIIy’)KMT HE€ TOJBKO JJIsl 3allOMHHaHMUs Marepuaina. Takas paboTa CTaHOBHUTCS CPEICTBOM DPa3BUTHUSA
CIOCOOHOCTH BBIAEIATH CaMoO€ IJIaBHOE, CYIIECTBEHHOE B y4yeOHOM MaTepuaine, Kiaccu(uiupoBarb
UHpOpMALIHIO.
Haubonee pacrnpocTpaHEHHBIMH SBJISIOTCS CXEMBI THIA "TeHeasorudeckoe aepeBo’ u "maydok". B
cxeMe 'TeHEealloTM4ecKoe JepeBO" BBIJCISIOT OCHOBHBIE COCTABISIONIME 00Jiee CIOKHOTO MOHATHUS,
KITFOYEBBIE CJIOBA M T. II. M PACIIOJAralTCs B IMOCICIOBATEIIEHOCTH "CBEpPXY - BHH3" - OT OOIIEro
MOHSTHS K €r0 YaCTHBIM COCTaBIISIOIINM.
B cxeme "maydok" 3amuchIBaeTCs Ha3BaHME TEMbl MJIM BOIIPOCAa M 3aKJIIOYAETCS B OBaJl, KOTOPBIN
cocTaBJseT "Teno maydka'. 3aTeM Hy»HO IPOIyMaTh, KAKME U3 BXOJAIINX B TEMY OHATHM SBJISIOTCS
OCHOBHBIMH U 3aIllUCATh UX B CXEMeE TaK, UTO OHU 00pa3yroT "HOXKKkH mayka". /1yt Toro 4To0Obl yCUIIUTh
€ro yCTOMYMBOCTh, HY’KHO IIPUCOEIMHUTD K KaXKA0H "HOXKe" KIII0YeBbIe CIIOBA MK (hpa3bl, KOTOpbIE
CITy’KaT OMOPOM JI TaMsITH.
CxeMpl MOTYT OBITh MPOCTHIMH, B KOTOPBIX 3alMCBIBAIOTCS CaMble OCHOBHBIE TOHSATUS 0€3
oObscHeHni. Takas cxema HCHONB3YETCs, €CIM MaTepuaj He BBI3BIBACT 3aTPYJHEHHH TNpU
BOCITpou3BeeHUU. [lefiCTBYUSI TPU COCTaBICH UM KOHCIIEKTA - CXEMbI MOT'YT OBITh TAKUMH:
1.ITogOepuTte pakThl At COCTABICHUS CXEMBI.
2.Beigenute cpey HUX OCHOBHBIE, OOIIIE TTOHSATHSL.
3. Onpenenute KJtOYEBbIE CI0BA, (h)pa3bl, TOMOTAIOIINE PACKPHITH CYTh OCHOBHOT'O MOHSTHUSL.
4.Crpynnupyite GakThl B IOTHYECKON MOCIEIOBATEIBHOCTH.
5./laliTe Ha3BaHME BBIICIICHHBIM IPYIIIIAM.
6. 3anoNHUTE CXEMY JTaHHBIMH.
AJITOPUTM COCTABJICHHS] KOHCIIEKTA:
- Onpenenure 1eab COCTaBICHUS KOHCIIEKTA.
- Yurtas u3yyaeMmblii MaTepuai, MOApa3AeNsiiTe ero Ha OCHOBHBIE CMBICIOBBIE YaCTH, BBIACTSAITE
TJIaBHBIE MBICIIU, BBIBO/IBI.

Ecnu cocraBisieTcsl MIaH-KOHCIEKT, CHOpMYyJIUpPYHTE €ro MyHKTbl M ONpPENENIUTE, YTO WMEHHO
ClIeTyeT BKJIIOUUTD B MJIAH-KOHCIIEKT JJIs1 PACKPBITHS KAXIOTO U3 HUX.
Haubornee cymiecTBeHHbIE MOJIOKEHUS U3Yy4aeMoro Marepuaia (Te3UChl) MOCIeA0BaTeIbHO U KPAaTKO
u3naraiite CBOMMH CJI0BaMH WJIM IPUBOJUTE B BU/JIE IIUTAT.
- B KOHCHEKT BKIIOYAIOTCS HE TOJBKO OCHOBHBIEC MOJIOXKEHHS, HO U 0OOCHOBBIBAIOIINE UX BBIBOIBI,
KOHKpeTHBIE ()aKThl U TpUMepHI (6€3 moJpoOHOT0 ONHCAHUS).
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CocTaBJsisl KOHCIIEKT, MOXHO OTAENbHBIE CJIOBa M I€ble MPEeIOXKEHUs MHcaTh COKPAICHHO,

BBINIMCHIBATh TOJIBKO KIIIOUEBBIE CIOBA, BMECTO LIMTUPOBAHUS JIENIaTh JIHMIIb CCHUIKM Ha CTPAHUIIBI
KOHCTIEKTHPYEMOI pabOThI, IPUMEHSThH YCIOBHBIE 0003HAYCHHU .
- UroObl ¢dopma KOHCIEKTa Kak MOXHO OoJjiee HarjsHO OTpaxasia ero cojaepikaHue, pacrolaraiite
ab3ampl "cTynmeHbkaMu'" IMOJOOHO MYHKTaM M MOANYHKTaM IJlaHa, NMPUMEHsTEe pa3sHooOpa3HbIe
croco0bl MOAYEPKUBAHUS, HCIIOJB3YHTE KapaH alld U py4YKH pa3HOT O I[BETA.
Cob6cTBeHHBIE KOMMEHTApU U, BOTIPOCHI, Pa3ayMbsl pacrojiaraiTe Ha MOJsX.
[IpaBuna KOHCIIEKTUPOBAHUS:
JI71s rpaMOTHOTO HallM CaH U sl KOHCTIEKTa HE00X0IMMO:
1. 3anucars Ha3BaHME KOHCIIEKTHPYEMOT0 ITPOU3BEACHHUS (MU €r0 YaCTH ) U €r0 BBIXOJAHbBIC JAaHHBIE.
2. OCMBICIUTh OCHOBHOE COZIEpKAHUE TEKCTA, IBAXK bl IIPOYUTAB €IO0.
3. CocTaBUTH IIJIaH - OCHOBY KOHCIIEKTA.
4. KoHCIIeKTHPYS, OCTaBUTh MECTO (LIMPOKUE TMOJISA) Ui IOTOTHEHUM, 3aMETOK, 3aIMCH HE3HAKOMBIX
TEPMHUHOB U UMEH, TPEOYIOIINX PA3bICHEHUMN.
5. IloMHUTH, UTO B KOHCIEKTE OTHEIbHBIE (Ppa3bl U Ja’ke OTIENbHbIE CIOBAa UMEIOT Oojiee BaXHOE
3Ha4YeHHE, YEM B OJPOOHOM U3II0KEHUH.
6. 3anuch BECTH CBOMMHU CJIOBaMHM, 3TO CIIOCOOCTBYET JIyUIlIEMY OCMBICICHHUIO TEKCTA.
7. llpuMeHATh onpeIeICHHYIO0 CUCTEMY IO TYEPKHUBAHUS, COKPAILIEHUH, YCIIOBHBIX 0003HAYCHUH.
8. CobumogaTh mpaBuiia MUTHPOBAHUS - IUTATY 3aKJII0YaTh B KaBBIUKH, aBaTh CCbUIKY HA MCTOUHUK C
yKa3aHUEM CTPAHMIIBI.
9. HayuuTech Monb30BaThCs LIBETOM JUIS BBIJCNECHUS TEX UM UHBIX HHPOPMATUBHBIX Y37I0B B TEKCTE.
VY KaxIoro I1Bera JOJDKHO OBITH CTPOrO OJHO3HAYHOE, 3apaHee MpPeayCMOTPEHHOEe Ha3HaueHUE.
Hanpumep, eciii Bbl MoJIb3yeTech CHHUMU YEPHUJIAMU JJIs 3aIIUCH KOHCIIEKTA, TO: KPACHBIM LIBETOM -
NOJYEPKUBANTe HA3BaHUs TEM, MHUIIMTE HamOojee BaKHbIE (HOPMYIIbI; YEPHBIM - MOAYEPKUBANTE
3aroJIOBKH MOJATEM, naparpados, U T.1.; 3€JICHBIM - JIelaiiTe BBIMUCKH IIUTAT, HyMepyiiTe GopMyssl U
T.4. JIn1s BbLAeneHus O0bIION YacTH TEKCTa UCIIONIb3YyeTCsl OTUEPKHUBaHUE.

10. Yuurtech knaccuuupoBaTh 3HAHUS, T.€. PACIPEENATh UX MO0 Tpymnnam, naparpadam, riaBam u
T.A. Jna pacnpeneneHuss MOXHO TOJb30BAThCS OYKBEHHBIMH OO0O3HAUEHUSMH, PYCCKUMHU WU
JaTHHCKUMH, a TaKXKe u(paMu, a MO)KHO X COBMEIIATh.

[Ipu KOHCTIEKTUPOBAHUHU HY>KHO MOJIB30BATHCS OPOPMUTETLCKUMU CPEACTBAMH

1. lenaTp B TEKCTE KOHCIEKTA 1OJYEPKUBAHUS
2. Ha monsix teTpaau oTu4€pKUBaHUS, HAIIpUMep, BEpTUKAJIbHbIE
3. 3aKIr04aTh OCHOBHBIE MOHSATHU S, 3aKOHBI, IIPABUJIA U T. . B PAMKH.

4. ITonp30BaThCs IPH 3AITUCH PA3THIHBIME I[BETAMH.
5. [lucath pasHbIMH TIPUPTAMH.
6. CTpaHUIIBI TETPAAU I KOHCIIEKTOB MOKHO IIPOHYMEPOBATh U C/AENATh OTJIaBJICHHE.
3ananue: CocTaBUTh CBOOOAHBIN KOHCHEKT 1Mo Teme: «HopMmupoBaHue TOKYMEHTAIIMOHHBIX paboOT
CIIy;KObl  JOKYMEHTALIMOHHOTO obecreueHus ympaBieHus» https://urait.ru/viewer/dokumentirovanie-
upravlencheskoy-deyatelnosti-523610#page/243

CamocrositenbHast pabora Ne 27

HaumenoBanue: CocTaBUTH IJI0CCApUM TTO TEME pasjiena.

Heap padoThl: OCYLIECTBUTH KOHTPOJIb O0YUYEHUS, IPOJIOJIKUTH CUCTEMATH3AIMIO0 3HAHU, BBIABUTh
YPOBEHb YCBOCHHUSI MaTepuaia, cGopMUPOBAaHHOCTH YMEHHI U HABBIKOB

MarepunanbHO-TeXHHUYeCKOe o0ecmedeHHe: TeTpaab, pydka, [IK, KOHCHEKTHI JeKuui, AOCTYI B
MHTEPHET, METOANYECKHE PEKOMEHIAN T

Cnpagouno: T'noccapuii (yar. glossarium «coOpaHue rioccy») — CI0Baph Y3KOCIENUATU3UPOBAHHBIX
TEPMHUHOB B KakOW-TMOO OTpaciy 3HAHHMH C TOJKOBAHHWEM, MHOTJA MEPEBOJOM Ha JIPYroi S3bIK,
KOMMEHTapHsIMU U IIPUMEPAMU.

3ananmue:
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https://urait.ru/viewer/dokumentirovanie-upravlencheskoy-deyatelnosti-523610#page/243
https://urait.ru/viewer/dokumentirovanie-upravlencheskoy-deyatelnosti-523610#page/243

CocrtaBuTh riIoccapuii mo teMe «OpraHuzamnus TeKymie padoTsl ¢ JokyMeHTamu.» (ot 20 10 40 cioB
— TEPMUHOB)

CamocrositenbHast padora Ne 28
HaumenoBanme: Pa3zpaboTaTh mamsITKU perUCTpallud U KOHTPOJS HCIOIHEHUS JOKYMEHTOB B
3aBUCUMOCTHU OT ()OPMBI yUeTa.
Heab padoThl: OCYIIECTBUTH KOHTPOIh 00YUEHUSI, TPOJIOJDKATH CHCTEMATHU3AIMI0 3HAHUM, BBISIBUTH
YPOBEHb yCBOCHUS MaTepuaia, CGOPMUPOBAHHOCTH YMEHUHN U HABBIKOB
MarepuanbHo-TexHnueckoe ooOecnedenue: [IK, koHcCmekThl Jsekuuii, JOCTym B HWHTEPHET,
METOJAMYECKHUE PEKOMEH TAIM
MeTtoauyeckue peKoOMeHIaAMM:
Byknmerom mnpuHATO HaspBaTh jauCcT Oymaru A4 CIOKEHHBIM B JBa pas3a. bByKiIeThl MOTyT
HCIIOB30BaThCA Il UH(OOPMUPOBAHUS KIMEHTOB UJIM COTPYAHMKOB KOMIIAHUU O MPOAYKLUHH WIIU
3alJIaHUPOBAHHOM MeponpusTHH. i TOro 4rodsl npodeccuoHaibHO clienaTh OyKIeT HeoOXOUMBI
CrelHalbHble MPOTPaMMbl M HABBIKM JW3aiiHepa, HO MPOCTYI BEPCHI0 OyKjeTa BIOJIHE MOXHO
cAeNaTh MPH MOMOIIN OOBIYHOTO TEKCTOBOTO peaakTopa Word 1 MUHUMAaTEHBIX HABBIKOB.
[Ilar Ne 1. CMeHHTE OpHUEHTAIMIO CTPAHUIIBI Ha adbOOMHY0. [[7s1 TOoro 4rtoObl caenath OyKJIeT B
Bopne crauana HeoOXOAMMO CMEHHTHh OPHEHTAIMIO CTPAHUIBI C KHIDKHOH Ha albOOMHYI0. DTO
JienaeTcsl Al TOro 4ToObl Obli1a BO3MOKHOCTh HAOMPaTh TEKCT BJAOJb JucTa. [y 3TOro nepeiaure Ha
BKIaaky «Pa3merka cTpaHuIBl», HaxMHTe Ha KHONKY «OpueHTauus» U BHIOEpUTE BapHAHT
«ApO00MHas.

m nasHag Bcraeka PazmeTka crpaHuysl Ccblnkm Pacchinkm PeyeHzvpoBarHue

B | ' Ba | 1 2 b= Paspbissl v A Moanoxka v
' — = J #5] Homepa crpok ~ < UgeT arpanuupt
— Mona |OpuedTauus Pasmep KoaoHKM s £
Z Qf- v ¥ o Z b~ Paccravoska neperocos * | L] Fparmusl crpanuy
Tembt ™ Dbl CTPaHWUb “ DoH cTpaHnuel

s . KHuxKHaRA =
(L] e | SRR

» Ans6oMHaA :4

=y
:
.
2
s

lar Ne 2. YMeHbIIUTE OTCTYIBI OT Kpas jucrta. Jlanbiie Heo0X0IMMO YMEHBIIUTH OTCTYIIBI OT Kpast
mucta. Ecnu aToro He caenath, To Oykier OyaeT oOpamiieH B OOJNBIIyIO OEIyI0 paMKy, H 3TO OyaeT
BBITJISIIETh HE OYEHb mNpuBJeKaTelbHO. [lodTomMy Ha TOH ke BKIaake «Pa3merka cTpaHUIIBD)
HaxuMmaeM Ha KHOTKY «[Tons» u BeIOMpaeM BapuaHT «Y3kue». [Ipu BeIOOpe n1aHHOTO BapraHTa Oy 1y T
M CIIOIB30BAThCS OIS pa3MepoM B 1.27 caHTUMETpa C KaXKIOH CTOPOHBI.
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naeHas Bcraska I PasmeTra cTpaHuLbl I Ceoinkn Pacceinkm

o (T 23 =
As] & L) IO

Tembt fﬁmﬁ; 'OpneH_Taqna Pasmep KonoHkmn

¥=, Pazpbiski ~

¥} Homepa crpok ~

Hacrpansaemeie nond...

o v - - be PaccTaHOBKa MEpeHOCOE ©
Temet MNocnegree NONL30BaTENbCKOE 3HAYEHNE I
: ﬁlr BepxHee: Zm HuxHee: Zom
L NeBoe; 3em MNpasoe: 1,5 cm
O6biyHbIe
BepxHee: 2 HuxkHee: 2cm
lesoe: I m Mpasoe: 1.5 m
: | Bepmee  1,37cm Hiowee: 1,27 cu
=  flesoe: 1,27 em Npasoe: 1,27 cm
~ Cpenmue el gy =l
= BepxHee: 2,54 tm HuxkHee: 2,54 tm
X Nesoe: 1,91 m MNpasoe: 1,91 m
m
= Wupokwne
; BepxHee: 2,54 m HukHee: 2,54 tm
- INesoe: 5,08 cm MNpasoe: 5,08 cm
= 3epKanbHoe
X “ i | BepxHee: 2,54 ™ HukHee: 2,54 cm
= - =  BHyTpeHHee: 3,18 mm BHewHee: 2,54 m
2 Hactpansaembie nons
- ¥
=

OObruHO OIS pazMepoM B 1.27 caHTMMETpa OTIIMYHO MOAXOMAAT Ui co3manus OykietoB. Ho, ecnu
XOTHUTE €Ille MEHBIIME TI0JIA TO BeIOepUTe BapuaHT «HacTpanBaembie moJisn».
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Bcraska ’ PasmeTka cTpaHuusl l Ceoinkn

| Opuenrauma Pasmep KonoHkw

Tembl
el )8

Tembt

"'8"'?"“6.""-5".4"'3'..2'.'1"'

—_—

= [

lllllllll
(i

a4 - v

Pacceinkm

Y= Pasphisti ~

3[“3 Homepa crpok

be~ PAaCcCTaHOBKa NEPEHOCOE ¥

NocneaHee NONb30BATENLIKOE 3HaAYCHNE

?? BepxHee: 2 HukHee: 2
Jiesoe: 3m Mpasoe: 1.5
O6biuHble
BepxHee: 2 M HuxHee: 2
Nesoe: 3m Mpasoe: 1.5m
- Bepxwee: 127w Hikeee: 1,27 an
~ Jlesoe: 1,27 e ﬂpasoe 1,27 tm
Cpearne
BepxHee: 2,54 tm HuxHee: 2,54 tm
JNlesoe: 1,91 cm Mpasoe; 1,81 em
Wupokne
BepxHee: 2,54 m HuokHee! 2,54 tm
Jlesoe: 5,08 cm Mpasoe: 5,08 cm
3epkanbHoe
BepxHee: 2,54 v HuxHee: 2,54 cm
BHyTperHee: 3,18 cm BHewHee: 2,54 tm
Hacrpamsaemsbie nons
HacrpavsaeMmeie noas...

[Tocne atoro nosiButcst okHO «IlapameTpbl CTpaHUIIB» B KOTOPOM BBl CMOKETE BBHICTABUThH HYKHbBIE
pa3Mepsl MOJIeH JIs KaXK0M CTOPOHBI JIUCTA.
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MapameTpel cTpaHnLbl ? X

Monsa  Pasmep Bymaru  McTourmk Bymarn

Mong
BepxHee: 1,27 a1 ey Hiokree: 11,27 cn e
Nesoe: 1,27 k5 Mpasoe: 1,27 |
Mepenner: 0am ~31‘ [onoxeHne nepenneTa: |Cnesa adl|
OpueHTaums
KHWKHas  anbbomMHas
CTpaHuLbl
HECKONMBKO CTPaHMLL: | OBbruHbIA v
Obpaszey

MpUMEHUTD: | KO BCEMY JOKYMEHTY |V

Mo ymMonyaHuo E OTtMeHa

[Mlar Ne 3. Pasgenurte naucT Oymaru Ha Tpu KoJoHKH. [locrme TOro, kak BBl HACTPOWIIA IO,
HEOOXOIMMO pa3leNuTh JUCT Oymaru Ha Tpu yacTH. [lns sToro Ha TOM ke Bkiajake «Pa3merka
CTpaHUIIbI» HaXXUMaeM Ha KHOTIKY «Konmonku» u BeiOupaem BapuanT « Tpuy.

1

TnasHas Bcraska PasMeTka CTpaHuuel Ceblnkm Pacceinku

o s pum——— =
A‘ n' =t By ~N | ',—j'Pasmebl'
Aa U = [ REN
v t . | ¥ Homepa crpok ~
Temel — Mona Opwuentauma Pasmep KonoHKW =5
- ' v > v | v | b PaccraHoBka MepeHocos
Tembl Mapame([ | [
E ll-l';‘?\'l-yn-zv‘:;:::_l O I e
= i | g = | T e
] ==| AJse
= Tpu
5| = Chesa
~
2 Cnpasa
&

|
-l . i
[Tocne storo nuct Oymaru OyAeT pa3fesieH Ha TPH 4acTH. BBl cMOKeTe 3aMETUTh TO 1O U3MEHEHHIO
JTUHEWKU HaJ JIMCTOM. HEOOXOJMMO OTMETUTB, YTO MEPEXOJ] Ha BTOPYIO KOJOHKY OYIEeT BO3MOMXKEH
TOJILKO ITOCJIC TOTO, KaK IepBasi Oy/eT 3amojgHeHa TeKCToM. [[Jist Toro 94To0bl pemmTh 3Ty TpodiieMy
MOJKETe MPOCTO HaXKaTh Ha KJIaBUIILy Enter 1 3al10THUTH CTPaHUILYy OOJIBIINM KOJIMYECTBOM MEPEHOCOB
ctpoku. Illar Ne 4. HactpoiiTe paszgenutens u Jpyrue napamerpsl Oykiera. Eciu ecthb

Apyrue KoAoHKM. .
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HEOOXOJUMOCTb, TO BBl MOXXETE€ J00aBUTh pa3JCIUTEIh MEXIy KOJOHKAMH CACJIaHHOTO BaMH
Oykiera. [|yist 5TOro cCHOBa HAXKMUTE Ha KHOMKY «KOJIOHKHY 1 BEIOEPUTE BapUAHT «JIpyrue KOJOHKNY.

m lnasHag BcraBka PasmeTka CcTpaHvusl Ccpinen Pacceinku

,,,,, [ | "= pazprise ~
== #5) Homepa cpok ~

Sl =

T = O

ICCEL e

Tembl — Mona OpueHtauns Pasmep [KonoHKu a2
v Qi~ - v - - |bc PaccTaHOBKa NepeHOoCoB ~
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[Tocne sToro mosiBUTCA HEOONBIIOE OKHO C HacTpoiikamu Oykiera. 37ech HEOOXOIMMO MPOCTO
YCTaHOBUTH OTMETKY HampoTUB (QyHKuuH «Paznenutens». HEOOXOIUMO OTMETUTD, YTO Pa3/IEIUTENb
MOSIBJISIETCST TOJIBKO B TOM CJyd4ae, €CIIM BCe KOJIOHKM OyKJIeTa 3aloJIHeHbl TEKCTOM 10 KoHIa. [loka
OyKIIET MyCT, pa3aeuTeb He 0TOOpaKaeTcs.

KonoHku ? X

Tun

OaHa Ose Tpu Cnesa Copasa
Yucno KonoHok: |3 Paspenutens I
LLMpuHa 11 NPOMEXYTOK Obpazey
HOMEp: WMpUHa: NPOMEXYTOK:
8,2 & [1,250 [
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{1,25cm
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3
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2 97~
10,221 v

KONOHKM 0AWHAKOB0M WpUHB!

MpuUMeHUTE: | KO BCEMY AOKYMEHTY |V HoBan KoNnoHKa

o

Takxe B okHE «KOJOHKIY» MOXHO HACTPOUTH MIMPUHY KOJIOHOK OYKJIETa ¥ TTPOMEXKY TOK MEXKTy HUMH.
[Ipu HEOOXOTUMOCTH MOXKHO JaKe CIENaTh KOJOHKH pa3HON MHMPHUHBL. J[J11 7TOro He0OX0AMMO CHSATh

OTMETKY HampoTuB (yHKUMH «KONOHKM OAMHAKOBOW HIMPUHBI» M 33JaTh 3HAYCHHE HMIUPUHBI IS
KaXJ0 KOJIOHKH BPYYHYIO.
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KonoHkn ? X
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Tpu Cpesa Cnpasa
Yncno KonoHok: |3 = PasnenuTenb
LLMpuHa 1 NPOMEXYTOK Obpaseu
HOMED:  LMpUHa: MPOMEXYTOK:
[ 1] 2z B [15an
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KOMNOHKM OAWUHEKOBO0M LWAPKHBL

MpUMEHNUTD: | KO BCEMY AOKYMEHTY |V HoBas KonoHKa

Jlanee pa3mMerniaiitTe B KOJOHKaX HEOOXOAUMYIO HH(OPMALIHIO.

3ananme:

Pazpaborath B BHjc OYKJICTOB MNMaMATKH PETHUCTPAIIMA M KOHTPOJS HWCIOJHECHHS JOKYMEHTOB B
3aBHCHMOCTHU OT (pOpMBI yueTa.

CamocrositenbHast pabora Ne 29

HaumenoBanmne: CocTaBuTh TJI0CCapuil 110 TEME pas3zea.
Heab padoThl: OCYLIECTBUTH KOHTPOJIb O0YUYEHUS], IPOJIOKUTh CUCTEMAaTU3AlNI0 3HAHUW, BBISIBUTD
YPOBEHb YCBOEHHUSI MaTepraiia, cGOpMHUPOBAHHOCTH YMEHUM 1 HABBIKOB
MarepunanbHO-TeXHHUYeCKOe o0ecmedeHHe: TeTpaab, pydka, IIK, KOHCHEKTHI JeKuui, AOCTYI B
WHTEPHET, METOAMYECKHE PEKOMEH AT
Cnpasouno: Tnoccapuii (yar. glossarium «coOpaHue ri10cc») — CIOBaph Y3KOCTEIHATM3UPOBAHHBIX
TEPMUHOB B KakoW-TMOO OTpaciy 3HAHMM C TOJKOBAHHWEM, MHOTJA MEPEBOJOM Ha JIPYroM S3bIK,
KOMMEHTapHsIMU U IIPUMEPAMU.
3aganue:
CocraBuTh rioccapuii mo Teme « Opranuszanus TeKyuield padoTsl ¢ fokyMeHTamu.» (ot 20 1o 40 cioB
— TEPMHHOB)

CamocrosrensHas padora Ne 30

HaumenoBanme: CocTtaBuTh mpe3eHTanuioo 1o Teme «Opranuzamus paboTel ¢ OOparieHusIMU
TpaKIaH».

Heap paGoThl: OCYIIECTBUTH KOHTPOJIb O0YUYEHUS, IPOJIOJDKUTH CHCTEMATH3allMI0 3HAaHUH, BBISIBUTH
YPOBEHb YCBOEHHU S MaTepHralia, c(GOPMUPOBAHHOCTH YMEHU M 1 HABBIKOB

MarepunanbHO-TeXHHUYeCKOe o0ecmedeHHe: TeTpaib, pydka, 1K, KOHCHEKTHI JeKuui, AOCTYN B
WHTEPHET, METOAMYECKHE PEKOMEH AT

CocraBHbIC YaCTH NPE3eHTALMA

UroObl n100UTBCA KemaemMoro d¢d¢exra, HYXKHO YETKO IOHUMaTh, YTO M KOIJla TOBOPUTH,
1 nokasbiBaTh. Kitaccuueckast cTpykTypa Npe3eHTaluy BbITJISIIUT TaK:

e TuTynbHBIN Claii1 (TeMa, KOHTAKThI, HH()OPMAITUS O BBICTYIAOIIEM, O TPOAYKTE, YCIIyTe).
e Ornanenue (paKyJIbTaTUBHO).
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o Bgenenune (o uem mpe3eHTalus, LETH, 33Ja4d. 3aUHTEPECYHTE CIyIIaTelNs, MoYeMy €My HYXKHO
TPaTUTh BpeMs Ha Ball JJOKJIA).
e OcHoBHas yacThb (BCS HeoOxonumas HHGOpPMaLUs: MOXET COJEp)KaTh HECKOJIBKO pa3/iesioB,
0 JKETaHHIO aBTOPA).
o 3aKiIrYeHHUE.
o Ilpunoxenue (Mo xeIaHuIo).
e Cmacu60 3a BHUMaHUE (He 3a0bIBaiiTe PO (PMHATBHBIN ClIaii 1 6J1ar01apHOCTH ).
[IpaBuna opopmieHHS PE3eHTALUH
o Odopwmisiite Bce B oqHOM cTruie. He cTouT «mepenpeiruBaTh» ¢ 0gqHOT0 hoHA Ha Apyroi. CreauTe
3a COYETAeMOCTbhIO LIBETOB, OHA U MIPUPTOB.
e Heucnone3yiite crangaptabie madnoHbl odopmiienuss PowerPoint. Jlydme camMocTosTensHO
mogobpars mamutpy I1BeroB. K mpumepy, Ha Piknik cobpansr Bce 0a3oBsie mBera, a Ha Color
LOoVers MOXHO HalTH KaK y»e TOTOBBIE MOJOOPKU OTTEHKOB, TAK U COCTAaBUTh UX CAMHUM.
o Kak MoxxHO MeHbIIe cioB. HukTo He OyAeT uuTaTh OrpOMHBIE TECTOBBIE OJIOKM Ha BECh CIAIL.
Munumym — 25-30-i1 kerens, mpudrt — untadbenbHbIA. V3MeHsiiTe mpudT A BBIICICHUS [IATAT
WJI IIpUMeYaHuid. M crione3yiiTe 3aronoBKy.
o Dbosbiie kapTuHOK
3aganue:

CoctaBUTb Ipe3eHTalnIo 10 TeMe «Opranu3anus padoThl ¢ 0OpaIIEHUSIMH TPaXKIaH».

CamocrositenbHas padora Ne 31

HaumenoBanue: CooOnieHne Ha TeMy «J{OMOJHUTENbHBIC JOKYMEHTBI, HEOOXOIMMEBIE TP IIPHEME Ha
paboTy OTAENbHBIX Mpodeccuii»

Heab padoThI: OCYIIECTBUTH KOHTPOJIb O0YUYEHUS, MPOJIOJDKUTH CUCTEMATH3AIlUI0 3HAHUH, BBISIBUTH
YPOBEHb YCBOCHUS MaTepraia, ChOPMUPOBAHHOCTH YMEHHUH U HABBIKOB

MarepuajbHO-TeXHHYECKOe oOecredeHue: TeTpaab, pyudka, 1K, KOHCHEKThl JEeKIui, AOCTYyN B
WHTEPHET, METOANYECKHE PEKOMEH AT

MeToauyeckne peKoMeHIANN:

Coo01ienue - 3To KpaTKoe U3JI0KEHUe, IIPU STOM B EMKOU Gopme, Tiepearoriee ICHYI0 U YETKYIO CYTh
uHopmanuu. [lumercs B ¢GopMe KpaTKOro JOKIaJa W HE HMMEET H3IUIMHUX XYIOXKECTBEHHBIX
000poTOB U cioBocovyeTaHuii. OCHOBHAsI 3a7a4a COOOIICHHS IOHECTH OMpeIeIeHHYI0 HHPOPMAIIHIO,
HE BBIXOJIS U3 pPaMOK 33JJaHHON TEMBI.

Odopmiienune cooduIeHust

Hwukorpa nanHbli THII COYMHEHUS HE ObIBACT TPOMO3IKUM. B oT/IM4Me OT KJIacCHYeCKUX COYMHCHUH,
TaKOH TEKCT HEe JAOMYCKAeT AJTMHHBIX COOOIICHUH ¢ KPACHBBIMU, IPKUMU MU TETAMU.

Iumem npaBwibHO. OPopmIlsis cOOOIIEHNE, HYKHO IOMHHUTB O CIIEAYIOIICM:

e Mooicho ucnonvzosamo 0Jis1 NPUNLOICEHUS PUCYHKU U CXEMbL, eCllU OHU OMHOCAMCS K meme;

e Buwidenume enaguyro unghopmayuio, u npocieoume, umoovl meKcm umesl Yemxyo memamuxy;

o He ucnonv3ytime mepmuHos u cios, Komopwvie 6am He NOHANMHDI.

[Ipu 5TOM OYEHB BaXXHO XOPOIIIO U3YYUTh 33IaHHYI0 TEMY, TPOYUTATh YICOHYIO UM METOAMYECCKYIO
JTUTEPATYPYy.

KenarenbHO uCHONB30BaTh ISl pabOThI Cpa3dy HECKOJIbKO HCTOYHHKOB - 3TO TO3BOJIUT CJENATh
COOOIIIEHHE TOTHOIIEHHBIM U IIOIHBIM.

Iopsinok padoTsl

o U3yuenue memvi, n0060p 1umepamypol;

o TwamenvHoe usyyerue mamepuanog 0jisi Mmoo, Ymodwvl He 0elams dNeMeHMAPHBIX OUUOOK,

o Bwiderume camoe enasnoe, umo omHOCUMCSA K 3a0AHHOU memMamuKe;

e Cocmasbme noOpoOHbII NOIMANHBLU NIAH COOOWEHUS,

e Hanuwume no nynHkmam niaua cam mexkcm.
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Eciu Tema coBepiieHHO HE3HAKOMa, TO, BO3MOXHO, OyJeT aKTyaJlbHBIM MPOKOHCYJIBTHPOBATHCS C
MPEnoiaBaTeseM.
Ecim motom mpuaercs uuTtarh cooOIIeHHWE B ayJUTOPHH Y JOCKH BCIYyX, TO HYKHO XOPOIIO
MOATOTOBUTHCS, U MOCTAPATHCA HE MPOCTO MPOUYUTATH C JIHCTA, a MO MaMATH TepecKa3aTb OCHOBHYIO
CYyTh TEKCTa, HCIONB3ysl aKTHBHO U1 TMOMAYEPKUBAHHUS OCHOBHBIX JAaHHBIX WM Iudp 3apaHee
BBINTMCAHHBIC HA JIOCKY JIaHHBIC.
I11an coodmenns
[Tnan coobmeHnst 00BIYHO JOCTATOYHO MPOCT B CHITY MIPUPOJILI JAHHOTO THIIA TEKCTA!
7. Bcmynaenue, 20e pacckasvléaencsi OCHOBHASL MbICIb NO meme;
8. OcHoenoll mexcm c pazmvlulienuem Ui OQUYUATLHBIMU U3YYEHHbIMU OGHHBIMU;
9. 3aknwuumenvuas uacmo c 6b1600amu NOCe HANUCAHUS PAOOMbI.
3aBepiienue
[To 3aBepiieHun pabOTHI HAJ COOOLIEHHMEM HY)KHO €ro MepeyuTaTh, YTOOBI M30aBUTHCSA OT JUIITHUX
SIUTETOB, CIOKHBIX CIIOBOCOYETaHHH M 000pOTOB. DTO Kak pa3 TOT Clydyail, Korja MOXXHO MHUCATh
KpaTKO U 10 CYTH, 0€3 IOTIOTHUTEIBHBIX ONTUCAHUN 1 KPACUBBIX CIIOB.
3aganmue:
Hammcare cooOmienne Ha Temy: «JlomomHUTENBHBIC TOKYMEHTHI, HEOOXOIUMBIC MPU TpHEME Ha
paboTy oTnenbHBIX Mpodeccuiin. ImuTenbHOCTh cCO00mEeH s 3-4 MUHYTHI.

CamocrostensHas padora Ne 32

HaumenoBanue: [11MCbMEHHO OTBETUTH Ha BOIIPOCHI.

Leab paGoThI: OCYIIECTBUTH KOHTPOJIb O0YUYEHUS, MPOJIOJDKUTH CUCTEMATH3AIlUI0 3HAHUH, BBISIBUTH

YPOBEHB YCBOCHHUS MaTepHralia, cGOPMHUPOBAHHOCTH YMEHHI 1 HABBIKOB

MarepuajbHO-TEXHHYECKOe oO0ecmeyeHue: TeTpaab, pyudka, IIK, KOHCHIekThl JieKuuii, AOCTyn B

WHTEPHET, METOJIMUYECKUE PEKOMEH JAllUH

3aganue:

[IceMEHHO OTBETHTE HA BOMPOCHI:

1. Yro monumaetcs moJ1 6€30macHOCTHI0 HHPOPMAITMOHHBIX PECYPCOB?

2. IIpu ocyuiecTBI€HUN KaKUX BUAOB JESITEIbHOCTH (hopMupyeTcs 1ieHHas uH(opmanus, Tpedyromas

3aIIATHI?

3. Yto 3ampenieHo OTHOCUTh K HH(POPMALIH OTPAHUYEHHOT0 ToCTyna’?

4. Kak ocCylecTBISIIOTCSl BBISBJIEHHE W perjlaMeHTallusl COCTaBa KOH(UIESHUIHAIbHBIX CBEIECHUU U

JIOKYMEHTOB?

5. KakoB nopsaok JOKYMEHTHPOBAHUS KOH(PHUICHIIUATBHBIX CBEJICHH ?

6. KakoB mops10k paboThI UCIIOTHUTENEH C KOH(PUICHITNATbHBIMU JOKYMEHTAMH U CBEACHUSMH ?
CamocrostenbHas padora Ne 33

HaumenoBanmne: CocTaBUTh IJ10CCapUid IO TEME paszela.
Leab paGoThI: OCYIIECTBUTH KOHTPOJIb O0YUYEHUS, MPOJIOJDKUTH CUCTEMATH3AIlUI0 3HAHUH, BBISIBUTH
YPOBEHb YCBOEHUSI MaTeprala, ChOPMUPOBAHHOCTH YMEHUM U HABBIKOB
MarepuaJjbHO-TeXHHYECKOe oOecredyeHne: TeTpaab, pydka, 1K, KOHCHEKThl JEeKIui, AOCTYyN B
WHTEPHET, METOJIMUECKUE PEKOMEHJAIIUN
Cnpasouno: T'noccapuii (nar. glossarium «coGpaHue riiocc») — CI0BaPh Y3KOCIEUATU3UPOBAHHBIX
TEPMHUHOB B KaKOW-THOO OTpaciau 3HAaHUW C TOJKOBAaHWMEM, MHOTJA TEPEBOJOM Ha JIPYroMl S3bIK,
KOMMEHTapHsIMH U TIPEMEpPaMHU.
3aganue:
CocraButh rnoccapuii mo Tteme «OCOOCHHOCTH OpraHu3allid JOKAIbHBIX CHCTEM pabOThl C
nokymeHTaMu.» (0T 20 10 40 ci10B — TEpPMUHOB)

CamocTosTenbHas padora Ne 34
HaumenoBanue: [IucbMEHHO OTBETUTH HA BOIIPOCHI.
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Leasb padoThi: OCYIIECTBUTH KOHTPOIb O0YYEHUS, TPOJOJIKUTH CUCTEMATU3AIUIO 3HAHUH, BHISBUThH
YPOBEHb YCBOCHHUS MaTepraiia, cGOpMUPOBAHHOCTH YMEHHUI 1 HABBIKOB
MarepuanbHO-TeXHHYecKoe o0ecmedeHHe: TeTpaib, pyuka, [IK, KOHCHEKTHI JeKuui, AOCTYI B
UHTEPHET, METOAUUECKHE PEKOMEH AU
3aganue:
[I1cbMEHHO OTBETHTE HA BOMPOCHI:
1. B uem cocTouT OTNIMYME JOKYMEHTaIbHOTO ()OH/Ia OPTaHU3alUH OT €€ apXUBHOTO PoHIa?
2. Kak ocymiectBisiercst popMupoBaHue ien?
3. B uem cocTodaT ocoOeHHOCTH (POPMUPOBAHUS AE OTACIBbHBIX Pa3HOBUAHOCTEHN Py JOKYMEHTOB?
4. KakoB Mopsi0K COCTaBICHUS 3ar0JIOBKOB JeJ1?
5. Yto Takoe HOMEHKJIaTypa JIe] U KaKOBO €€ Ha3HaueHHe?
6. KakoB nopsiiok oopmiieHHs ¥ BeICHUSI HOMEHKJIATYPBI J1e71?
7. B yeM coCTOUT Ha3HaYEHUE TUIIOBBIX U MPUMEPHBIX HOMEHKIATYp Jen?
CamocrositenbHast pabora Ne 35
HaumenoBanue: CocTtaBieHne HHCTPYKLHUH 110 OPTaHU3AIMH U MPOBEJCHUIO SKCIIEPTU3HI IIEHHOCTH
JIOKYMEHTOB.
Hesap padoThl: OCYIIECTBUTH KOHTPOJIb O0YUYEHUS, IPOJIOJIKUTH CHCTEMATU3allMI0 3HAaHUH, BBISIBUTh
YpOBEHb YCBOEGHUS MaTepuaia, cChOpMUPOBAHHOCTH YMEHUM U HABBIKOB
MarepunanbHo-TexHnueckoe oOecneyenme: [IK, KOHCIEKTBI JeKIUH, JTOCTyH B HWHTEPHET,
METOJIMYECKUE PEKOMEH Jallun
Saganue:
OhopMHUTH HHCTPYKLIUIO IO OPTaHU3ALUU U MPOBEACHUIO SKCIIEPTH3bI LIEHHOCTH JIOKYMEHTOB.
CamocrositenbHast pabora Ne 36
HaumenoBanue: CocTaBUTh TJIOCCApUi IO TEME pa3fena.
Heab padoThl: OCYIIECTBUTH KOHTPOJIb 00yUeHUs, TPOAODKUTh CUCTEMATH3AIMIO 3HAHUH, BBIIBUTh
YpOBEHb YCBOEGHUS MaTepuaia, chGOpMUPOBAHHOCTH YMEHUM U HABBIKOB
MarepuajbHO-TeXHHYECKOe oOecredeHue: TeTpaab, pyudka, 1K, KOHCHEKThl JEeKIui, AOCTYyN B
WHTEPHET, METOANYECKHE PEKOMEH Jalluu
Cnpagouno: T'noccapuii (nar. glossarium «coGpaHue TiIocc») — CI0BAPh Y3KOCIEUATU3UPOBAHHBIX
TEPMUHOB B KaKOW-THOO OTpaciu 3HAHUW C TOJKOBAaHWMEM, MHOTJA IMEPEBOJAOM Ha JAPYroil S3bIK,
KOMMEHTApUSIMU U TTPUMEPAMU.
3aganue:
CocraButh rioccapuii no Tteme «Cucremarusanus W OpraHu3alus ONEPaTUBHOIO XpaHEHUS
NOoKyMeHTOB.» (0T 20 10 40 cj10B — TEpMUHOB)
CamocrosrenpHas padora Ne 37
HaumenoBanue: [[MCbMEHHO OTBETUTH Ha BOIIPOCHI
Hesap padoThl: OCYLIECTBUTH KOHTPOJIb O0YUYEHUS, IPOJIOJDKUTh CHCTEMATH3allMI0 3HAaHUH, BBISIBUThH
YpOBEHb YCBOCHUS MaTepuaia, choOpMUPOBAaHHOCTH YMEHUH U HABBIKOB
MarepunanbHO-TeXHHYeCKOe ofecmedeHHe: TeTpanb, pyudka, IIK, KOHCHEKTHI JeKuui, AOCTYIl B
WHTEPHET, METOANYECKHE PEKOMEH AT
3aganue:
[IMCbMEHHO OTBETUTH HAa BOIIPOCHI:
1. B ueMm cocTout nmpobiema MHTErpaliyu MPOTPaMMHBIX CPEACTB 00paOOTKH JOKYMEHTOB M KaKOBbI
METOIbI €€ pelIeHHs?
2. Y10 0OBIYHO BXOJIUT B COCTaB O(DMCHON MPOrpaMMHOI CHCTEMBI?
3. YUem mponpueTapHbie OPUCHBIE CUCTEMBI OTJIMYAIOTCS OT CBOOOIHBIX ?
4. Yro B paMkax O(HCHBIX MPOTPAMMHBIX CHCTEM OTHOCUTCA K CPEICTBAM aBTOMAaTHU3UPOBAHHOIO
pELIEHNsI TUIIOBBIX M YacTO MOBTOPSIOUIMXCS B IPAKTUUYECKOM JAESITENbHOCTH 3a1a4?
5. B ueM cymHOCTh 00JIa4HBIX TEXHOJIOT U ?
6. KakoBbI BOBMOKHOCTH 0071a4HBIX 0(UCOB?
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CamocrositenbHas padora Ne 38
HaumenoBanue: [[MCbMEHHO OTBETUTH HA BOIIPOCHI
Hesap padoThl: OCYLIECTBUTH KOHTPOJIb O0YUYEHUS, IPOJIOJDKUTh CUCTEMATH3allMI0 3HAaHUH, BBISIBUTH
YpOBEHb YCBOCHUS MaTepuaia, ChOpMUPOBAHHOCTH YMEHUM U HABBIKOB
MarepunanbHO-TeXHHYeCKOe o0ecmedeHHe: TeTpaab, pydka, IIK, KOHCHEKTHI JIeKuui, AOCTYN B
WHTEPHET, METOAMYECKHE PEKOMEH Jalluu
3aganue:
[IMCbMEHHO OTBETHTE HA BOIIPOCHI:
1. KakoBsl 3a1auu, penraeMbple aBTOMaTU3UPOBAHHOM CHCTEMOM TOKYMEHTALlMOHHOTO O0ecreueHus
ynpasienus (ACA0Y)?
2. Kaxossl ocHOBHBIE cr1oco0bI co3nanus ACJIOY u B ueM BX OTIIMYUTETbHBIE OCOOCHHOCTH ?
3. U3 xakux 53TamoB COCTOMT MPOIECC MPOCKTUPOBAHUS W BHEAPEHHUS] CUCTEMbl YIpaBJICHUS
JIOKyMEHTaMu?
4. Kakue TpeOOBaHUS MPEIBSBISIOTCS K OpraHU3aIiu, OCYIIeCTBIstoIeH pazpadborky ACAOY?
5. B u4eM cocToUT CymHOCTh KOHIIENIIUH OTKPBITOM CUCTEMBI?
CamocrostenbHas pabora Ne 39

HaumenoBanue: CocTaBUTH IJI0CCApUil O TEME paszzena.
Leab paGoThI: OCYIIECTBUTH KOHTPOJIb OOYUYEHUS, MPOJIOJDKUTH CUCTEMATH3aIlUI0 3HAHUH, BBISIBUTH
YPOBEHb YCBOCHUS MaTepraia, COPMUPOBAHHOCTH YMEHHUI U HABBIKOB
MarepuajbHO-TeXHHYECKOe oOecredyeHue: TeTpaab, pydka, 1K, KOHCHEKThl JeKIui, AOCTyNm B
WHTEPHET, METOANYECKIE PEKOMEH AU
Cnpasouno: T'noccapuii (nar. glossarium «coGpaHue riiocc») — CI0Baph Y3KOCIEUATU3MPOBAHHBIX
TEPMHUHOB B KaKOW-THOO OTpaciau 3HAHUW C TOJKOBAaHWMEM, MHOTJA IMEPEBOJAOM Ha JAPYroil S3bIK,
KOMMEHTapHsIMH U TTPHMEPaMHU.
3aganue:
CocTaBUTh TI0CCApUd MO TEME «ABTOMATHU3UPOBAHHBIE CHCTEMbl U TEXHOJIOTHH J[OKYMEHTAI[HOHHOTO
obecneuenus ynpasnenus.» (0T 20 10 40 c10B — TEPMUHOB)

CamocrositenpHast padora Ne 40

HaumenoBanue: PenieHne TeCTOBBIX 3adaHUM.
Heasb padoTbl: OCYIIECTBUTH KOHTPOJb 00YUYEHUS, TPOJOJIKUTH CUCTEMAaTU3aLUI0 3HAHUW, BBISIBUTD
YpOBEHb YCBOCHUS MaTepuania, ChOpMUPOBAHHOCTH YMEHUM U HABBIKOB
MarepuanbHo-TeXHHYecKoe o0ecmedeHHe: TeTpaab, pyuka, [IK, KOHCHEKTHI JieKuui, AOCTYI B
WHTEPHET, METOAMYECKHE PEKOMEH AT
3aganue:
PemmTe TecToBbIC 3a0aHUS.
BAPUAHT 1
1. Beibepute TepMuH, Hanbosiee MUPOKUH IO CMBICITY:
a) OyxranTepckasi TOKyMEHTallHs;
0) mpukas;
B) OTYET;
I') CIyEOHBIN TOKYMEHT.
2. I'me comeprkarcss OCHOBHBIE TpeOOBaHUS K O(POPMIICHUIO OPTraHU3AIMOHHO -PACTIOPSAUTEIBHBIX
JIOKYMEHTOB:
a) B CAaHUTApHBIX HOPMax U MIpaBuiiax;
0) rocy1apcTBEHHOM CTaHAapTe;
B) 00IIEPOCCUIICKOM KJIacCU(UKATOPE;
r) 3aKkoHe PD?
3. Yto 13 nepeunciIeHHbIX HUXKE TPUMEPOB MOKHO Ha3BaTh OPHUIIMATBHBIM JOKYMEHTOM:
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a) JOKJIaJIHYIO 3aUCKY KCIEUTOPA;
0) MHEHUE, BBICKa3aHHOE YKCIIEPTOM;
B) KCEPOKOITHIO [1acIopTa;
T') peKJIaMHBIN OyKJIeT?
4. K sneMeHTaM TEKCTa CIIy>kKeOHOT'0 TOKYMEHTa OTHOCHTCSL:
a) perucTpaluoHHbII HOMED;
0) moAMuUCH;
B) Ta0JIHIIA;
') MOJIEM.
5. Hocutenem ¢ynkuuii IOV sBusiercs:
a) Oyxranrepus;
0) KaHIETIAPHUS;
B) OIOpO 11O TPYAOYCTPOUCTBY;
) ayuT.
6. C mOMOIIBIO KaKOTO JOKYMEHTa OTPEACIISIIOT CPOKH XpaHEHUS JOKYMEHTOB:
a) ob1epoccuiickoro kiaccudukaropa yrnpaBieHYeCKONH TOKYMEHTAlNH;
0) MOJOXKEHHUS O CITyk0e TOKYMEHTAIIMOHHOTO 00ECTICUeHH S YITPABJICHU S,
B) IIEpPEeYHs TUIOBBIX YIIPaBICHYECKUX TOKYMEHTOB, 00pa3yIOLIMXCs B IEATEIbHOCTH OpraHU3allHii;
I') pYKOBOJICTBA O MOPSIKE MPEAOCTaBICHUS YCIYT 110 BHEO(PUCHOMY XpaHEHHIO JOKYMEHTOB?
7. I'ne MOMKHOCTHOE JINIO MOYKET MU3JI0KUTh TPUHUMAEMOE UM PEILICHUE:
a) B pE30JIIOIIHH;
0) )KxypHaJie perucTpalmm;
B) JIOKJIA/IHOM 3aIIHCKE;
') aBaHCOBOM OTueTe?
8. KakuM TepMuHOM 0003HAUAIOT KPATKOE COAEPIKaHUE TOKYMEHTOB, HAXOIAIUXCSA B OJJHOM JejIe:
a) MMyTEBOM JIKCT;
0) TUIICH3US;
B) peKJIaMallus;
I') 3ar0JIOBOK Jiena?
9. Bua cny>xe0HOT0 TOKyMEHTa, B KOTOPOM COJIEP>KUTCS PEllIeHHEe KOJUIETHAIBLHOT O OpraHa
yIpaBICHUS Ha3bIBACTCS:
a) MpHUKas3;
0) cipaBka;
B) JIUCT COTJIACOBAHMS;
') MOCTAaHOBJICHUE.
10. K pexBu3uTam Oanka ciry>keOHOT'0 MMCbMa OTHOCATCS:
a) aJpecar;
0) peKJIaMHBIH CIIOTaH;
B) HAMMEHOBAHKE OPTaHU3AIUH;
I') paiic- JUCT.
BAPUAHT?2
1. FOpunuyeckas cuiia JOKyMEHTa COOOIaeTcs: eMy:
a) KOMITETEHIM el N3IaBIIIero ero OpraHa;
0) aABOKATOM;
B) OT/EJIOM KaJIpOB;
T') MPUKA30M.
2. lokymMeHTHpOBaHUE HH(OPMAIIUU — 3TO:
a) oubnuorpadus;
0) HabOp ¢ TOMOIIBI0 KOMITBIOTEPA;
B) cOCTaBJICHHE U 0(OpPMIICHUE IOKYMEHTA;

32



I) lepeaaya CBeICHUM OT COTPYIHUKA COTPYTHUKY.

3. K cucremam 10KyMEHTAllMU MOKHO OTHECTH

a) OyXTanTepcKylo U CTaTUCTUYECKYIO JOKYMEHTAIUIO;

0) IMIIEH3UI0 Ha MPABO BEICHUS IeITENIbHOCTH;

B) KHUTH U MIEPUOIUNUECKHE U3/IaHUS;

I') KOMIIJIEKCHbIE aHATUTHYECKUE TOKA3aTEeNH.

4. CnyxeOHbIi TOKYMEHT BBINOJIHSET CIEAYIONE OCHOBHbBIC (DYHKIIHU:
a) PKOHOMHMKO-CTaTHCTUUYECKYIO;

0) SKOJIOTMYECKYIO U ABUTATEIIbHYIO;

B) MH(OPMAIMOHHYIO U KOMMYHHKAIlHOHHYIO;

I') aneJUISIUOHHYIO U CUCTEMATHYECKYIO.

5. K kommepueckoi TalHE MOKHO OTHECTH

a) ©®.1.0. pykoBoIuTeNs OpraHU3alliu;

0) 10pUANYECKHI apec OpraHu3aluy;

B) CTOUMOCTb YCIIyT, IPEAOCTABIISIEMbIX OpraHU3auen.

6. PactiopsiauTENbHBIM JOKYMEHTOM SIBJISIETCS:

a) aKT MPUEMKH — C1auu paboT;

0) OyXTanTepCKuii OTYET;

B) IPUKa3.

7. HoMeHkJatypa aen — 3To:

a) CUCTEMaTU3UPOBAHHBIN NTepeueHb 3ar0JIOBKOB JET;

0) onpeneneHnue CyMMbI IIPEMHUH IO BHIIIOJIHEHHOMY 33JaHHIO;
B) IEPEBOJI MEPCIIEKTUBHBIX PAOOTHUKOB Ha PYKOBOISIIUE JOJDKHOCTH.

8. Cny>1<6a JAOKYMCHTAITUOHHOI'O obecrieyeHus YHpaBJICHUA MOKCT HAa3bIBATbHCA:

a) MPOU3BOACTBEHHBIN CEKTOP;
0) MapKETUHT OBBIH OTJEIT;
B) OOIIUI OT/EII.
9. K oprann3zaiinOHHbIM JJOKyMEHTaM OTHOCHUTCS:
a) JOJHXKHOCTHAsI MHCTPYKIIHS;
0) oruer o HUP,
B) pactopsDKEHUE.
10. Konuto 1oKymMeHTa ¢ OTMETKOM O 3aBEpEHUHU KOITUH HA3bIBAIOT:
a) OpUTHHAIT;
0) 3aBepeHHAas KOIHUS;
B) MO/UTMHHUK.
BAPUAHT3

1. OCHOBHBIMU pasaciiaMm TCKCTa I[OJDKHOCTHOfI HHCTPYKIHH ABJIAKOTCA:

a) cucTeMa yIpaBJICHHS,

0) KOHCTaTHPYIOIIAs U PACTIOPSAUTEIbHAS YACTH;
B) CPOKH MCIIOJTHCHHS ¥ UCITOJTHUTEIIH

') QYHKIIMH, TpaBa U 00S3aHHOCTH.

2. I'pud orpanmueHus JOCTyma UMeET BUI:

a) YTBEPXX/IEHO;

6) KOHOUJTEHIIMAJIBHO;

B) COI'JTACOBAHO.

3. KosuternanbHblii opras ynpaiieHUst 0opMIISIET IPUHATHIEC HAa €r0 3aCeJaHN U PEIICHUS B BUE:

a) UHCTPYKIIUY;

0) mpoexkTa;

B) MIPUKa3a;

T') IOCTaHOBJICHUSI.
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4. K 1oKyMeHTHBIM (YHKIUSM CEKpeTaps OTHOCSTCS:

a) COCTaBJIEHUE MIPOEKTA CIIYKeOHOT 0 MIChMa;

0) opranu3zanus pabo4ero THs pyKOBOIUTEIIS,

B) Miepeiauya YCTHOTO PacopsHKEHUS PYKOBOIUTEIS.

5. Ilpuka3 mo OCHOBHOM J€STEIbHOCTH SBJISIETCS JOKYMEHTOM:
a) OyXranTepcKkum;

0) pacopsIUTEIbHBIM;

B) 3aKOHO/ATEIbHBIM.

6. K oprcaomy 000py10BaHUIO OTHOCSITCS:

a) MHCTPYKTHUBHbBIEC MAaTEPUAIIBI;

0) Oymara;

B) KOMIIBIOTED.

7. TexHomorusi 06paboOTKU CIyKEOHBIX JOKYMEHTOB BKIJIIOUaET B ceOs:
a) cocTaByieHue oubnuorpadu;

0) momeleHne J0KyMeHTa B KOp3UHY Aj1s Oymar;

B) NIPOBEJICHHUE IEPETOBOPOB;

I') pETUCTPALMIO TOKYMEHTOB.

8. K oCHOBHBIM pa3zzenaMm TeKCcTa MpUKasza OTHOCSTCS:

a) KOHCTaTUPYIOLIAsi U paclopsiauTeNbHas YacTH;

0) oryaBJeHUE;

B) QOYyHKIIMH, TpaBa U 00SI3aHHOCTH.

9. OcHoBHO GopMaT arCcTa OyMaru, UCHOJIb3yEeMBbIii B 1€T0IPOU3BOICTBE:
a) Al2;

0)B12;

B) A4.

10. OOt 61aHK MpUKa3a CONEPIKUT:

a) kon COATO;

0) rpud cormacoBaHmus;

B) PE30JTIOIUIO;

I') HAUMEHOBAaHHE OpraHU3alUH.

BAPUAHT4
1. IIpu xnaccudukanmm n300peTEHU I UCTIOJIB3YIOT:
a) [DK;
0) MKU;
B) OIIEK.

2. CymHOCTHBIMU (PYHKITUSIMU JOKYMEHTA SIBIISFOTCS:

a) JIEKTpOHHAas1, rpadudeckas, n300pasuTebHas,

0) ropuIMuecKas, CTaTuCTUIeCKasi, OyXrajaTepcKas;

B) HH(OpMALIMOHHAS, KOMMYHUKAITMOHHAS, KyMYJISTHBHASL.

3. OCHOBHBIM ITPU3HAKOM JOKYMEHTA SBJISICTCS:

a) CTPYKTYPHOCTb;

0) HAIM4YKE CMBICIIOBOTO COJIEPIKAHUS,

B) BUJ/IOBOM COCTaB.

4. CBoiicTBa TOKyMEHTHPOBAHHOW HH(OpMAIUH:

a) 3aKOHOMEPHOCTh, U30JIMPOBAHHOCTD, ((OPMATBHOCTh, KPUTUYHOCTB;
0) mparMaTUYHOCTb, MPUHIUITHAIBHOCTD, AIIOJIUTHYHOCTD, JOIrMaTH3M;
B) TEXHUYHOCTb, 00CTOSTEIbHOCT, pPUTMUYHOCTD, IEPCIIEKTUBHOCTD;
') ”HBAPHUAHTHOCTb, aKTYAIBHOCTh, IICHHOCTD, IJIOTHOCTb.

5. Tunsl TOKyMEHTAIUH:

a) u3aHue, yrpaBlieHYecKas JOKyMEHTAIlUsl, Hay4Has JOKYMEHTAIUs;
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0) opuruHa, KOnus, TyOJINKaT;

B) CTaThsl, razeTa, NEPUOANUCCKUN KypHAI,

I') IpUKa3, pacClOpsHKEHUE, pELICHUE.

6. OCHOBHBIE COCTABJISIIOIIME KOMMYHUKATUBHOTI'O MpoIlecca:

a) aapec, aapecar, aJipeCcaHT;

0) moura, TenedoH, Tenerpad;

B) KOMMYHHKaHT, KOMMYHUKAT, PEIIUITHEHT.

7. K HOpMaTUBHOM JOKYMEHTALlMU MOKHO OTHECTHU

a) macnopT, CBUJIETENIbCTBO, NATEHT;

0) cTaHapThl, MPaBUIa, PYKOBOJICTBA;

B) JIOKJIaJ], COOOIIEHUE, IIPOTOKOJT;

I') peKJaMaliio, aTTeCTaluio, perucTpaluio.

8. O¢unnanbHbIi JOKYMEHT — 3TO:

a) oIpeieNIeHHbII HOCUTENb WH(OpMAaIIHH;

0) coco6 nepenaun uHGopMaIuy;

B) MyOJIMKaIKs B CPEACTBAX MaccoBOU MH(opMaIuu;

r) 3adMKCUPOBaHHAS MH(OpMAIIHS C pEKBU3UTAMH, TO3BOJISIOIIMME €€ UICHTU(PUIIHPOBATS.
9. Bce MHOTr0O0Opa3ue nHGOpMAIIU MOKHO PA3IeNUTh Ha TPU TPYMIIbL:
a) IOCTOSIHHAs, TepeMeHHas1, pukcupoBaHHas;

0) mpocTasi, ClI0XHasi, KOMOMHHPOBAHHAs,

B) DJIeMEHTapHasi, OMOJIOTUYECKast, COIIMANbHAS;

I') JOKYMEHTUPOBaHHasl, HEAOKYMEHTUPOBaHHasl, TeYaTHasl.

10. Kommepueckas TaiiHa — 3TO:

a) CBEJICHUS, IOCTYI K KOTOPBIM OTpaHUYEH B HHTEPECaX rocyJapcTBa;
0) cBelleHu s, JOCTYI K KOTOPBIM OTPaHHYEH B MHTEpPECcax JMYHOCTH;
B) CBEJICHUS, IOCTYI K KOTOPBIM OT'PaHUYEH B MHTEPECaX COLUAbHBIX IPYIIN HACEJICHUS;

I') CBEACHHUS, JOCTYI K KOTOPBIM OI'paHUYEH B MHTEpecax OpraHu3alui.
BAPUAHTS

1. IToka3zarens pe3ynbraTa HHGOPMALMOHHOTO IIOUCKA, Ha3bIBAEMBbIH «II0JHOTA IIOUCKa» — 3TO:

a) pecypcol cetu UHTepHeT;

0) COOTHOIIICHUE MEXKIY MOTYICHHOU NH(OopMaIineil 1 Bceld HMEIOIIelcst IO ONPEIeIICHHOMY
3a1pocy;

B) 0a3a IaHHBIX MO ONPEACTICHHON TeMaTUKE.

2. loctoBepHOCTh UH(DOPMALTHH — ITO:

a) CBOMCTBO MH(OPMALINU, CBU/IETEIBCTBYIOIIEE O €€ aKTyaJIbHOCTH;

0) cBolicTBO MH(OPMALIUH, OTPAXKAIOLIEE €€ BIUSIHUE HAa TOTPEOUTEIS;

B) CTEIICHh OOBEKTUBHOCTH MH(OpMAIIUK B IpoIiecce ee (PUKCAINU U Iepeaadu.
3. DyieMeHTaMU OCHOBHOM HAJIIUCH YEePTEXkKA SBJISIFOTCS:

a) HOMep JINCTa, MaciITad, HAMMEHOBaHUE OOBEKTA;

0) rpud yTBEpKIEHUS, COTIACOBAaHMUS, aJpecar;

B) BU3a, aJpec, TUPAXK.

4. 'ocymapcTBEHHBIN pyOpUKaTOp HayYHO- TEXHUYECKON HH(POPMAIUH SABIISCTCS:
a) TEMaTHYECKUM KJ1acCu(PUKATOPOM;

0) colManbHO- YKOHOMUYECKUM KJIaCCHU(PUKATOPOM;

B) UMOMATUUYECKUM KJIaCCH (PUKATOPOM.

5. HopMaTuBHas 1OKyMeHTAIUs MOKET OBITh MTpE/ICTaBIICHA!

a) 3akoHamu Poccuiickoit ®enepannu;

0) peleHUsIMH CyIeOHBIX OPTaHOB;

B) TEXHUKO-3KOHOMUYECKUMH TOKa3aTeNsIMU;

') TOCYJapCTBEHHBIMHU CTaHJApPTaMHU.
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6. Equnbie TpeboBaHMs K YepTeKaM ONpeAeNCHbI:
a) OKEU;
6) EI'CH;
B) ECK/I;
r) OI'IIY.

7. JleiicTBue, MpUMEHsEMOE IIPH 3anicy HH(OpMaIiu Ha HOCUT €J1b, Ha3bIBAIOT:

a) crocoOOM JTOKYMEHTHUPOBAHUS,
0) J1a3epHO-OMTHYECKOU MPOIIEAYPOH;
B) METOJIOM JOKYMEHTHUPOBAHUSL.
8. BoipaskeHue «3apyou cede Ha HOCY» MPOU3OIILIO:
a) OT Ha3BaHUs OpraHa OOOHSHUS;
0) MPUBBIYKH MOPSIKOB JIeNIaTh 3apyOKH Ha HOCY KOPaOIIs;
B) Ha3BaHUS HOCUTEJIA UH(DOPMALIMH y CIIaBsH;
T') Ha3BaHU s UHAEHCKOM IBITKU.
9. I'pu¢ orpanuyeHus J0CTyna UMeeT BUL:
a) YIBEPX/IEHO;
6) KOHONJIEHIIMAJIBHO;
B) COI'JTACOBAHO.
10. OTnpaBuTens cOOOIIEHHS Ha3bIBAIOT:
a) peLIMIIUEHTOM;
0) agpecaTom;
B) KOMMYHHUKaHTOM.
BAPUAHT6

1. Kakoii coBpemennbiii @enepanbHbiii 3akoH Poccuiickoit denepaiinu sBISIETCS OCHOBOIOJIAraloIM

11 cpepbl JOKYMEHTHPOBAHUS MH(OPMALIMH:
a) «O TEXHHYECKOM PETYINPOBAHUI;

0) «O6 nHdopmaruu, THGOPMAITMOHHBIX TEXHOJIOTHAX U 3aIIUTE MH(POpMaIuny,;

B) «O rocy1apcTBEHHO! TaliHEY;

r) «O0 aKIMOHEPHBIX 00IIECTBAX»?

2. DneKTpoHHas LU(PPOBast HOIMUCH — 3TO:

a) CKaHUPOBAHHas JIMYHAs TIO/ITHUCH;

0) KOMOWHAIMS U3 BOCBMHU apaOCKuX 1udp;

B) HAMMEHOBAHUE JOJDKHOCTH U (paMHIINK PYKOBOJUTEIIS;

T') KOMITBIOTEpHAsI TEXHOJIOT 1, 00SCIICUNBAIOIIAst UACHTH(UKAIIMIO aBTOPA JIEKTPOHHOTO JOKYM €HTA.

3. [TpoucxoxaeHrne JOKyMEHTa UCTOPUKH CBSI3bIBAIOT:
a) C OSIBJIGHUEM UEepOTIu(OB;

0) MmosiBJICHHEM IeYaTHON MAIIMHKH;

B) IPUMEHEHUEM CUTHAIU3AIUH;

) u300pereHrueM Oymarm.

4. OOBEKTOM HAYKH «TOKYMEHTOBEICHUE) SIBIISICTCS:
a) TIOKYMEHT;

0) nHpOPMAaIIMOHHBIE TEXHOJIOT U yIIPABICHUS;

B) KOH(puieHIHanbHas HHpopMalus;

T') colfuanbHasi MHPOpMaIIHSL.

5. PacnopsauTenbHbIM TOKYMEHTOM SIBIISICTCS:

a) aKT MPUEMKH — C1auu paboT;

0) OyxraiaTepcKuii OTyeT;

B) IIpUKa3;

T') TPyA0BOM JOTOBOP.

6. OCHOBOITOJIO)KHUKOM MPOCKIMOHHOTO UCPTEC)KA CUUTALOT:
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a) XK. Kropu;

0) OpatseB UepernaHoBBIX;

B) M. Komyca;

r) . Monxa.

7. JJIOKyMEHTOBEICHUE CBSI3aHO CO CIEAYIOIMMUA HAYYHBIMU IUCIHUIUTHHAMMU:

a) KOHILIETIIIMEN COBPEMEHHOT' 0 €CTECTBO3HAHM S, KYJIBTYpPOJIOTHEH;

0) apxeoJyIorueii, KHHOJIOTUEH;

B) MUPOBOW YKOHOMHUKOM, aCTPOHOMHUEIA;

r) 6ubnuorpadoBeneHueM, IaTCHTOBEACHHUEM.

8. ITo macmiraby neiicTBUs pa3nuyaroT:

a) ONyOJMKOBAaHHBIN M HEOMyOJIMKOBAaHHBIN JOKYMEHT;

0) opuIHaIBHBIN U HEOPUITUATIEHBIN TOKYMEHT;

B) perHOHANBHBIN U BEJOMCTBEHHBIN JJOKYMEHT;

T') IO/UIMHHUK U TyOJIUKAT.

9. OnpeneneHne NOHATUS KYIIPABJICHYECKAs TOKYMEHTALUSD):

a) JOKyMeHTalus, oOecreunBammas (QyHKIMOHUPOBAHNE M B3aUMOCBS3b YIPABISIONICH
YIPaBIIIEMOM MTOJCUCTEM;

0) TOKyMEHTAIHsl, COOTBETCTBYIOIIAs HH(POPMAITMOHHBIM IMTOTPEOHOCTSM UCTIOJTHUTENCH
B) JOKYMEHTaI1s, obecreunBaronas nHpopMareil pykoBoIuTeNs;

I') JOKYMEHTaIU s, TPeJOCTaBsieMas 10 TPeOOBAHHIO KOMIIETEHTHBIX OPTaHOB.

10. OurmanbHbpIii JOKYMEHT — 3TO:

a) ompeeNIeHHBI HOCUTENh HH(POPMAIINY;

0) crioco6 nepenaun uHGOPMAIIHH;

B) OIyOJIMKOBAHHBIN B CPEJICTBAX MACCOBOM MH(POpMALINH;

r) 3apukcupoBanHast HH(GOPMAIIHS C PEKBU3UTAMH, TTO3BOJISIOIIUMU €€ UACHTH(UIIUPOBATH.

Ilepeuens pexoMeHayeMbIX Y4eOHbIX H31aHui, UHTepHeT-pecypcoB, T10MOJIHUTEIbHOM
JINTepaTypsbl

HopMmaTHBHO — IpaBoBbIe aKThI:

— @enepanbHBli  KOHCTHUTYLMOHHBIA 3aKOH «OO0 YIOJTHOMOYEHHOM IO IpaBaM 4YellOBEKa B

Poccuiickoit @enepanumn» ot 26.02.1997 Ne 1-OK3;

— 3axkoH Poccuiickoii ®enepaunn «OCHOBBI 3akoHoAarenbcTBa Poccuiickoit Penepanuu o

KyJbType» ot 09.10.1992 Ne 3612-1;

— Denepanbhblil 3aKk0H «O0 apxuBHOM jene B Poccuiickoit @enepanun» ot 22.10.2004 Ne 125-

d3;

— pasgen VII I'paxnanckoro koxekca Poccumiickoin ®enepanuu «IIpaBa Ha pe3ynbTaThl
MHTEJJIEKTYalbHOHN JIESTeNbHOCTH M CPEeACTBA UHAMBUIyanu3auun» (yre. denepanbHbIM 3aKOHOM OT

18.12.2006 Ne 230-D3);
— 3akoH Poccuiickoit ®eneparnun «O rocynapctBeHHoM TaitHe» 0T 21.07.1993 No 5485-1;
— DepepanbHbIi 3aK0H «O denepanbHol penbaberepckoi cBszu» oT 17.12.1994 No 67-D3;
— ODenepanbHbli 3aK0H «O0 00s3aTENFHOM 3K3EMILIPE JOKYMEHTOBY OT 29.12.1994 Ne 77-03;

— Denepanbhblii 3aK0H «O OubnuorednoM aene» ot 29.12.1994 Ne 78-D3;
— @enepanbublid 3ak0H «O cBsizu» oT 07.07.2003 No 126-D3;

— Oepepanbablii 3ak0H «O0 wHGpOpManuu, WHPOPMAIMOHHBIX TEXHOJOTHSX M O 3aIlIUTe

nHpopmanuu» ot 27.06.2006 Ne 149-D3;



— @enepanbHblid 3aK0H «O JIMIEH3UPOBAHUU OTIEIBHBIX BUIOB AesiTeabHOCTH» OT 04.05.2011 Ne
99-03;

— DenepanbHblii 3aK0H «O mouyToBoi cBs3u» oT 17.07.1999 Ne 176-D3;

— DepepanbHbIi 3aK0H «O0 35mekTpoHHOM ToAmucH» oT 06.04.2011 Ne 63-D3;

— DenepanbHbli 3aK0H «O TEXHUYECKOM peryiaupoBanun» ot 27.12.2002 Ne 184-®3."
— Tpynosoii kogekc PD
— '"TOCT P 7.0.97-2016. HaunonaneHblii ctannapt Poccuiickoit @enepannu. CucrteMa CTaH1apTOB
no uHpOpMaUUHU, OMOIMOTEUHOMY W H3HATEIbCKOMY Jjeny. OpraHu3aldiOHHO-pacIopIIUTEIbHAS
nokyMmeHTtauus. TpeboBanus k odopmienuto aokymeHToB" (yTB. Ilpukasom Poccranmapra ot
08.12.2016 N 2004-cT) (pen. ot 14.05.2018)
— TOCT P 34.10—2012 «UWudopmanmonnass texHonorus. Kpunrorpapuueckas 3amura
napopmanuu. [Iporecco popmMupoBaHus U MPOBEPKH FICKTPOHHOHN U (PPOBOM MOMTHUCH.
— TOCT P 6.30—2003 «YuudumupoBaHHasi CHUCTEMa OPraHU3aLHOHHO-PACTIOPSAUTEIHHOM
JIOKyMeHTaluu. TpeboBaHus K 0(hOPMIICHUIO TOKYMEHTOBY.
— TOCT 7.59—2003 «CHUBUA. WunekcupoBanue A0KyMeHTOB. OOmme TpeOoBaHUS K
CUCTEMATU3ALINY U IPEMETU3ALIUN Y.
— TOCT P 33.505—2003 «Emunsiii Poccuiickuii crpaxoBoit ¢GoHI AoKyMeHTanuu. [lopsimok
CO3JJaHMsI CTPaxoBOro (poH/a JOKYMEHTAIUH, SBJIAIOLIEHCS HAllMOHATIbHBIM HAY4YHbBIM, KYJIbTYPHBIM U
HUCTOPUUYECKUM HACIIEIUEM.
— TOCT P 7.0.8—2013 «CHUBUA. J[lenonpou3BOACTBO M apXUBHOE Jein0. TepMUHBI U
OTIpENICIIEHUSD.
— TOCT 6.10.4—84 «YuuduuupoBaHHble cUCTeMbl JOoKyMeHTauuu. [lpupanue ropuaumdeckoit
CHWJIBbl JOKYMEHTAaM Ha MAalIMHHOM HOCUTEJIE M MAIMHOI'PAMME, CO3/IaBAEMBbIM CpEACTBaMHU
BBIYHCIUTEIbHONU TEXHUKU. O CHOBHBIE MOJIOKEHUSD.
— TOCT 6.20.1—90 (MCO 9735—88) «2neKTpoHHBII 1 OOMEH JaHHBIMU B yIPABICHUH, TOPrOBJIC
u Ha Tpa"cnopte (QJAUDAKT). Cunrakcuueckue npaBuiay.
— TOCT 6.10.3—83 «Banuce wuHbOpManuu  YHHPUIUPOBAHHBIX  JOKYMEHTOB B
KOMMYHUKaTUBHOM (popmatey.
— I'OCT 28388—89 «JlokyMeHTBI Ha MarHUTHBIX HOCHUTEISIX JaHHBIX. [1OPSIOK BBITIOJIHCHUS U
oOpateHus.
— TOCT 6.10.5—87 «YHuuuupoBaHable CUCTEMBbI JOKYMEHTaUH. TpeOoBaHMs K TTOCTPOCHHUIO
hopmysipa-obpasiay.
— T'OCT 9327—60 «bymara. I[Torpeburtensckue popmMaTs».
— TOCT 7.65—92 «CHUBMUJ. KwunomokymeHTb, (OTOZOKYMEHTHI ¥ JOKYMEHTHl Ha
Mukpodmiabmax. O0mme TpeOoBaHMS K apXUBHOMY XpaHESHHUIOY.
— TOCT 7.68—95 «CUBU/. ®onou BuAeonoKyMeHTHl. OOHME TeXHHYECKHE TPeOOBAaHUSA K

APXUBHOMY XPaHEHUIO.
— TOCT 7.69—95 «CHUBU/J. AynuoBusyasibHbie JTOKYMEHTbl. (OCHOBHBIE TEPMHHBI U
OmpeneaeHUsD.

— TOCT 17914—72 «OOnoxKku naend JIMTEIbHBIX CPOKOB XpaHeHMs. Tumbl, pa3smepsl u
TEXHUUYECKHE TPEOOBAHU D).

— TOCT 13699—91 «3anucek u BocpousBeaeHrue nHGpopMauu. TepMUHBI U OTIPEACTICHUSD.

— TOCT 13.1.105—91 (CT CDBB 5052—385) «Penporpadmus. Muxporpadus. Mukpodumm.
Tuns.

— T'OCT 17586—80 «bymara. TepMuHBI U ONIPEETICHUS.

— T'OCT 18510—87 «bymara nucuas. TeXHUYECKUE YCITOBUSD.

— I'OCT 7.50—2002 «CUBU . Koncepsarus 1okymeHToB. OO111e TpeOoBaHUD.

— TOCT 15971—90 «Cuctemsr 06paboTku nH(popManun. TepMUHBI U OIIPEICTICH UsD».

— TOCT 13.1.101—93 «MukpodunpM [TOKyMEHTa Ha TMpaBax NoIMHHUKA. [lopsgok
U3TOTOBJICHHUS], yU€Ta, XPAHEHUSI U IPUMEHEHU .
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— TOCT 55.6—85 «JlokymeHTHI Ha OyMaXHBIX HOCHTENsIX. IIpaBuia ToCymapcTBEHHOTO
xpaHnenus. Texauueckue TpeOOBaHUSD.
— T'OCT 7.48—2002 «KoncepBauus 10kyMeHTOB. OCHOBHBIE TEPMHUHBI U OIIPEICIICHUSD.
- I'OCT 28162—89 «CpenctBa uisi HaHECEHUS 3aAIUTHBIX MOKPBITHH Ha JOKyMeHTHI. OO0rme
TEXHUYECKUE TPEOOBAHU D).
— TOCT 7.1—2003 «bubnuorpadpuueckass 3anuch. bubnuorpaduueckoe omnucanue. OOmme
TpeOOBaHUS U MPABUIIA COCTABICHUS.
— TOCTP HUCO 15489.1—2007 «CUBU /. Yupasnenue fokymeHnTamu. Oomme TpeOOBaHUsD».
— IlpaBuna pnenompous3BoAcTBa B (efepanbHBIX OpraHax HWCIOJIHUTENbHON Biactu ( yTB.
nocranoByienueM [IpasutensctBa PO ot 15.06.2009 Ne 477 )
OcHOBHBbIE HICTOYHUKH:
1. Kopnees, U. K. [lJokyMeHTanimoHHOE 00€CTICUCHUE YITPABIICHHS: YUSOHUK U MPAKTUKYM JIJIsI
cpennero npodeccuonansuoro oopazosanus / U. K. Kopuees, A. B. [Tmenko, B. A. Mamrypues. — 2-
e u3., mepepad. u gon. — Mocksa: M3znarensctBo HOpaiit, 2020. — 384 c. — (IIpodeccrnonansHoe
obOpazoBaHme).
2. Kysnenos, 1. H. JlokymeHTaninoHHOE obecnieueHre ynpasieHus. JJokyMeHToo00poT u
JIeTIOTIPOU3BOJICTBO: YUEOHUK M IPAKTUKYM JUIsl CpeTHET0 podeccnoHanbHoro oopaszoBanwus / M. H.
Kysnenos. — 3-e u3n., mepepad. u gon. — Mocksa: M3narensctBo FOpaiit, 2020. — 462 ¢. —
(ITpodeccuonansHoe obpasoBaHue).
JonosHuTebHbIE HCTOYHUKU:

HNuTepHeT-pecypenbl:
—  http://www.consultant.ru (ITpaBoBasi cuctema «KoHcymbTaHT»
— www.garant.ru (ITpaBoBas cucrema «I apant»)
—  https://www.profiz.ru xypuan «Cekperapb-pedepeHT»
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