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HosicHuTeNbHAS 3aNINCKA

Mertoauyeckne yKa3aHUsi K BBIMOJHEHUIO BHEAYAMTOPHOM CaMOCTOSITENBHOH pPabOThI
obyuatonmuxcs o MJIK 01.01 «/lokymeHTaliuOHHOe oOecrevyeHHe JIeSITeIbHOCTH OPraHU3auun»
npeIHa3sHaueHsbl i ooydarontuxcs mo npodeccuu 46.01.03 JlenonponsBoauTeb

Ilenp METONMYECKMX YKa3aHWi: OKa3aHWE IMOMOIM OOydJalomUMCSi B  BBITIOJHCHHH
camoctostenbHOM  pabotel MJIK 01.01 «/lokymMeHTannoHHOe oOecreyeHne esiTeJIbHOCTH
OpPraHu3annmy.

Hacrosmue meroanueckue yka3zaHUs COAEpKaT pabOTHI, KOTOPBIE MO3BOJIAT OO0YJarOUIAMCS
CaMOCTOSITEJIbHO OBJIAJIETh (PYHAAMEHTAJIbHBIMU 3HAHUSAMHU, MPO(ECCUOHATHHBIMH YMEHHUSIMU U
HaBBIKaAMU JICITEIILHOCTU TIO JIMCUHUIUIMHE, ONBITOM TBOPYECKOW U MCCIIEOBATEIBCKON JACATEIHHOCTH
Y HaIpaBJIeHbl HA POPMUPOBAHUE CICAYIONTUX YMEHUI U 3HAHUM:

po(ecCOHATIBHOTO MOTYJIS TOJIKEH:

HMeTh NPAKTHYECKHH ONBbIT:

- IOKYMEHTaIIMOHHOTO 00€CTIeueHUs IeATeTbHOCTH OpTraHu3allHH;

yMeTh:

- MPUHUMATH, PETUCTPUPOBATH, YUUTHIBATD MMOCTYMAIOIIUE JOKYMEHTHI;

- TPOBEPSATH MPABUIHLHOCTH O(DOPMIICHHS JOKYMEHTOB;

- BECTH KapTOTEKY y4eTa MPOXOKACHHUS JOKYyMEHTAIBHBIX MaTEPHAJIOB;

3HATH:

- OCHOBHBIE NIOJIOKEHUSI EQUHON rocyaapCTBEHHOM CUCTEMBI JIEIONPOU3BO/ICTBA;

- BUJBI, PYHKIIMH TOKYMEHTOB, TIPaBUJIa X COCTaBIEHUS U 0(OPMIICHHUS;

- TIOPAZIOK JJOKYMEHTHPOBAaHUS MHPOPMAIIMOHHO-CITPABOYHBIX MAaTEPUAJIOB;

- MpaBuUJIa JIEJIOBOTO 3TUKETA U JEI0OBOr0 OOLEHUS.

B pesynbrare oCBOCHMS Y4eOHOW AMCHUIUIMHBI OOYYArONIUHCS TOJDKEH BJIAJACTh OOLIUMH
KOMIIeTCHIIMAMM:

OK 1. Ilorumath CyIIHOCTh U COIMAIBHYIO 3HAYUMOCTh OyayIied mpodeccuu, MposBIATh K
HEW yCTOWYMBBIN MHTEPEC.

OK 2. OpranuzoBbiBaTb COOCTBEHHYIO MACSITEIBHOCTh, WCXOJS W3 IIEIH W CIOCOOOB €e
JOCTH>KEHMS, ONTPEACIIEHHBIX PYKOBOIUTEIIEM.

OK 3. Ananmu3upoBaTh pab0o4yr0 CHTYaIUIO, OCYIIECTBIATh TEKYIIUH U UTOTOBBIA KOHTPOJIb,
OLICHKY U KOPPEKIHUI0 COOCTBEHHOM AEATEIbHOCTH, HECTH OTBETCTBEHHOCTb 3a PE3YJIbTaThl CBOEH
paboTHI.

OK 4. OcymecTBisaTh MOMCK HHGOPMAIUK, HEOOX0TUMON I 3P(HEKTHBHOTO BBITOTHEHUS
npodeccroHabHBIX 3a/1ay.

OK 5. Hcnonb3zoBath UH(pOPMAITMOHHO-KOMMYHHUKAITMOHHBIE TEXHOJIOTUH B
npodeccruoHabHOM 1eATETbHOCTH.

OK 6. PabGotats B koMaH/ie, 3¢ (eKTUBHO 00IIAThCS € KOJIJIETaMU, PYKOBOJICTBOM, KIIMEHTaMHU.

OK 7. HcnonHATh BOMHCKYIO OOSI3aHHOCTb, B TOM YHCIE C MPUMEHEHHEM IMOJy4eHHBIX
poheCcCHOHANBHBIX 3HAHUM (IS FOHOIIICH).

B pesympraTe oOcBOeHHS y4eOHOM OUCHUIUIMHBI OOYYalOIIMKCA JOJDKEH BIAJETh
npo¢ecCHOHATBHBIMM KOMIIETEHUNSIMU .

IIK 1.1. [IppuHuMaTh U perucTpUpoOBaTh MOCTYMAIOUIYI0 KOPPECHIOH/ICHIIUIO, HAIIPABIATh €€ B
CTPYKTYpPHBI€ I10JIpa3IeIeHUs] OpraHU3aALHH.

[IK 1.2. PaccmaTpuBaTh TOKYMEHTHI U MEpPEIaBATh UX HA MCIOIHEHUE C YUETOM PE30JIIOLNU
PYKOBOJMTENEH OpraHU3aliu.

1K 1.3. OdopMiaTh perucTpallioOHHbIe KAPTOUKH U CO3/1aBaTh OaHK JIaHHBIX.

[IK 1.4. Bectu kapToTeKy y4yeTa IpOX0KACHUS TOKYMEHTAIbHBIX MAaTEPUAIIOB.

IIK 1.5. OcymiecTBasATh KOHTPOJIb 32 MPOXOKIEHUEM JIOKYMEHTOB.

[IK 1.6. OtnpaBniaTh UCHOJHEHHYIO JOKYMEHTAIMIO aJipecaTaM ¢ IPUMEHEHHEM COBPEMEHHBIX
BHJIOB OPraHU3allMOHHON TEXHUKHU.



IIK 1.7. CoctaBnsath U 0OpMIATh CIy)KeOHBIE JOKYMEHTBI, MaT€pHUalbl C MCIIOJIb30BaHUEM
(bopMyIISIpOB TOKYMEHTOB KOHKPETHBIX BHJIOB.

KputepusiMu OLEHKH Pe3y/IbTaTOB BHEAYAUTOPHON CaMOCTOATENBHOM pabOThl 00ydYaromMXCs
SIBJISIFOTCSL:

® ypOBEHb OCBOCHHS Y4eOHOTO MaTepHaa;

® YpPOBEHb YMEHHS HCIIOJIb30BaThb TEOPETHUUECKHUE 3HAHMS IPU BBIIOJHEHUU MPAKTHUYECKUX
3ajady;

® ypOBEHb YyMEHHS aKTHUBHO HCIIOJIb30BAaTh OJICKTPOHHBIE OO0pa30BaTENbHBIE PECYpPCHI,
HAXOJUTh TPEOYIONIyIoCcS HHPOPMAIIHIO, U3y4aTh €€ U MPUMEHSITh Ha TIPAKTUKE;

e 00OCHOBAHHOCTb U YETKOCTb U3JI0KEHUS MaTepuaa;

e oQopmIeHHE MaTepuaia B COOTBETCTBUHU C TPEOOBAHUSMU CTaHAAPTA MPEAIPUITHS;

® YpPOBEHb YMEHHSI OPUEHTHPOBATHCS B MOTOKE MH(POPMAIMH, BBIICIATH ITIABHOE;

® YPOBEHb YMEHHUS YETKO CPOPMYIUPOBATH NPOOIEMY, MPEASIOKHUB €€ PEIIeHNEe, KPUTUUECKU
OILICHUTH PEILLIEHUE U €T0 MOCIIEACTBUS;

® YpPOBEHb YMEHHUS OIpPEAEIUTh,
BAPUAHTHI ICUCTBUI;

® YpPOBEHb YMEHUS CPOPMYIUPOBATH COOCTBEHHYIO MO3UIINIO, OLIEHKY U apT'yMEHTHPOBATH €e.

Onucanue caMOCTOSITENFHOW pabOThl COAEPKHUT: TEMY, LeIH paboThl, 3aJaHMs, OCHOBHOM
TEOPETUYECKUI MaTepHa, alTOPUTM BBITIOJHEHUS TUIIOBBIX 33/JlaHUM, MOPSAOK BBIMOIHEHUS PaOOTHI,
(GhopMBI  KOHTPOJISI, TpeOOBaHWUA K BBHIMOJHEHUI0O W odopMileHHIO 3amaHui. g momydeHwus
JOTIOTHUTENBHOU, Oojiee MmoApoOHOM MHGpOpMAIMKM MO M3ydaeMbIM BOIPOCaM, MPUBEIEHO y4eOHO-

MMpoaHaAIM3UPOBATL AJBTCPHATUBHBIC BO3MOXKHOCTH,

METOMYecCKoe M HWH(OOPMAIMOHHOE OOECTICUCHHE.

CamocTosaTenbHbIe PaOOTHl NPEACTABICHBI B

Tabiuue 1.
Tabnuma 1 - [lepeueHnb BUIOB CaMOCTOSITENBHOM pabOTHI
Koasi
Homep HaumenoBanmue A
Koa | ¢opmupye Cpoxku
]| (comeprkanue) dopma
. -BO MBIX (Ne
HAUMeHOBaHHe CaMOCTOSITEIbLHOM KOHTPOJIA
yac | KOMIETeHII HeeIn)
TeMbl padoThI .
uii
Tema CamocrosiTeJIbHAs
1.1.UcTopus padora Ne 1. o
pa3BuUTHUA IToaroToBUTH OK 1-OK 7,
; [Tposepka OKOHYaH
CHCTEMBbI COOOIIIEHNE TIO OJTHOMY [K 1.1-1.7; N
3 CaMOCTOSITEIbHOMN uu
roCcyIapCcTBEHH | U3 3TallOB Pa3BUTHUSL V1-V¥3;31-
paboThI U3YYeHU
oro JIEJIOIIPOU3BOJICTBA B 34
S TEMBI.
aeqonpousBoac | Poccun.
TBa B Poccum.
Tema CamocrosTebHas! OK 1-OK 7, ITo
1.2.Cucrema pabora Ne 2. [K 1.1-1.7; [IpoBepka OKOHYaH
aesqonpou3Boac | [IuceMeHHO OTBETUTH HA 3 V1-VY3;31- | camocTOsATENHLHOM 15051
TBA. BOIIPOCHI CAMOKOHTPOJIS 34 paboThI U3YYeHU
no pazzaeny 1. sl TEMBI.
CamocrosiTeJibHasA OK 1-OK 7, Ilo
padora Ne 3. CocTaBuTh IK 1.1-1.7; ITpoBepka OKOHYaH
rJ0Cccapuil 1o TeMe 3 | Y1-¥3;31- | camocTosTenbHON 15051
paszzgena. 34 paboThI U3Y4YEHU
s TEMBI.
Tema 2.1. CamocrosiTesbHast 4 OK 1-OK 7, ITpoBepka ITo
OcHOBHBIE padora Ne 4. CocTaBuTh I1K 1.1-1.7; | camoCTOSTENHHON | OKOHYAH




MOHSATHS MPE3EHTALIMIO HA TEMY: V1-V3; 31- paboThI 15074
nokymentupoB | «Knaccupukamms 34 U3Y4YECHU
aHus JOKYMEHTOB. ST TEMBI.
ynpaBJieHYeCK
ol
AeSATeIbHOCTH
Tema2.2. CamocrosiTeJIbHAs OK 1-OK 7,
HopmaruBHo- | paGora Ne S. IK 1.1-1.7;
npasoBasi 6a3a | [loaroroBurs V1-V¥3; 31- Mo
. IIpoBepka OKOHYaH
AOKYMEHTHPOB | COOOIIEHNUE 110 3alaHHON 34 .
- TeMe. 3 CaMOCTOSATEIBHOM 707§
paboThI U3YYEHU
ynpasBJieH4ecK
oi ST TEMBI.
AeSITETbHOCTH.
Tema 2.3. CamocrosiTeJIbHAs OK 1-OK 7, ITo
Cucrembl padora Ne 6. CocTaBuTh IK 1.1-1.7; [Tposepka OKOHYaH
AOKYMEHTAIUM | TJIOCCApHi 110 TEME 3 | Y1-¥Y3;31- | camocTosTenbHOMN 15051
pasnena. 34 paboThI H3Yy4YeHU
ST TEMBI.
CamocrosiTeJibHasI OK 1-OK 7, Ilo
pabota Ne 7. Pedepar mo IK 1.1-1.7; [Tposepxka OKOHYaH
3aJIaHHOM TeMe. 10 | V1-V3;31- | caMOCTOSITENLHOM 15071
34 paboThI H3Yy4YeHU
sl TEMBI.
Tema 3.1. CamocTosiTeJbHas OK 1-OK 7,
baankn U | padora Ne 8. K 1.1-1.7;
coCTaB Pa3paboTtats 00pasis V1-V3; 31- ITo
PEeKBU3UTOB odpopmIiIeHUS 34 IIpoBepka OKOHYaH
yIpaBJ/IeHYeCK | PEKBU3UTOB. 10 CaMOCTOSITEIbHOMN uu
170.¢ paboThI U3YYeHU
AOKYMEHTOB H Sl TEMBI.
NnpaBUWJIa UX
oopMmIIeHHs
Tema 3.2. | CamocTosiTeIbHAS OK 1-OK 7, Ilo
Oco0ennocTn | padora Ne 9. [K 1.1-1.7; [IpoBepka OKOHYaH
opopMmiIeHUs CocraBiieHH€ 3asBICHNUA, 4 | V1-¥3;31- | camocToATeIbHON uu
HauOoJ1ee CIIPaBKH O CTaxxe 34 paboTsI U3y4YEeHU
pacnpoctpane | paOOThI. Sl TEMBI.
HHbIX BHA0B | CamocTofiTeILHAN OK 1-OK 7, ITo
opraHu3anvoH | padora Ne 10. IK 1.1-1.7; [IpoBepka OKOHYaH
HO- Pa3paboTtka Buaa 2 | V1-Y3;31- | camocTosTENbHOM 15051
pacnopsiANTeN | PAcIOPSIAUTETHHOTO 34 paboThI U3YYeHU
bHBIX JOKYMEHTA. sl TEMBI.
JOKYMEHTOB. CamMmocTosiTeIbHAS OK 1-OK 7, ITo
padora Ne 11. IK 1.1-1.7; ITpoBepka OKOHYaH
Pa3paboTtka o6pasia 4 | V1-¥3;31- | camocToATenbHON uu
OpraHu3aIMOHHO- 34 paboTsI W3YYeHU
MIPaBOBOTO TOKYMEHTA. ST TEMBI.
Tema 3.3. CamocrosiTesbHast 4 OK 1-OK 7, ITpoBepka ITo
Ocob0ennocTn | padora Ne 12. IIK 1.1-1.7; | camMmOCTOSTENHHON | OKOHYAH




oopMiIeHHA CocraBnenue TaOIHIIbI V1-V3; 31- paboThI un
(unancoBoi «Bupl 1OKyMEHTOB 110 34 U3Yy4YEHHU
AOKYMEHTANUU | (HUHAHCOBO-PACUCTHBIM ST TEMBI.
OpraHu3alnu. | omepanusm»
Tema 3.4. | CamocTosiTeIbHAs OK 1-OK 7,
Oco0enHocTH padora Ne 13. IIK 1.1-1.7; ITo
odopMIiIeHHA CocraBienue nakera V1-V3; 31- ITpoBepka OKOHYaH
AOKYMEHTOB 00pa31L0B HAKJIAHBIX, 6 |34 CaMOCTOSTEIbHON uu
0 CHAOKEeHHWIO | HAPSAO0B, KOMMEPYECKUX paboThl U3y4YEHU
U cOBITY. aKTOB, JIOTOBOPOB, ST TEMBI.
VICKOBOTO 3asIBJICHHSL.
CamocrosiTeJIbHAs OK 1-OK 7, ITo
padora Ne 14. IK 1.1-1.7; ITposepka OKOHYaH
CocraBuTh rioccapuii mo 3 | V1-Y3;31- | camocTosTeNbHON uu
TeMe pazjena. 34 paboThl U3YYEHU
ST TEMBI.
Tema 4.1. | CamocToaTeabHANA OK 1-OK 7,
IIucrmeHnHas padora Ne 15. Coznanue K 1.1-1.7; o
KOpPpeCHoOH/IeH | IIPE3CHTALHU Ha TEMY: V1-V3; 31-
IIpoBepka OKOHYaH
11070: 8 «Buanl mo4TOBBIX 34 o
. 4 CaMOCTOSITEITLHOU uu
OTIIPABJICHHUH JUTS
. paboThI U3Y4EHU
MIePECHUTKN TTUCHbMEHHOH
ST TEMBI.
KOPPECIIOHICHIIUN
OpraHu3aIUsIMI)
Tema 4.2. | CamocTosaATEIbHANA OK 1-OK 7, Io
Koppecnonaen | padora Ne 16. OtripaBka IK 1.1-1.7;
N IIpoBepka OKOHYaH
s, COOOIIICHUH ¢ TTOMOIILIO V1-V3; 31- .
N 2 CaMOCTOSITEIbHOU uu
nepegaBaeMasi | JJIEKTPOHHOMU ITOYTHI. 34
paboThI H3Yy4YeHU
o  KaHajaMm
Sl TEMBI.
CBSI3H
Tema 4.3. | CamocTosATEIbHANA OK 1-OK 7, o
Bunpl u | padora Ne 17. K 1.1-1.7;
[Tposepka OKOHYaH
pasHoBuaHoct | CocTaBieHue nakera V1-V3; 31- o
10 CaMOCTOSITEIbHOMN uu
U CJOyKeOHBIX | 00pa3loB CIyXEOHBIX U 34
paboThI H3Yy4YCHU
U JAeJOBBIX | JIETOBBIX TUCEM.
S TEMBI.
nHceM.
Tema 4.4. | CamocTrosiTebHasi OK 1-OK 7, o
Opranm3anuss | padora Ne 18. IK 1.1-1.7;
N [TpoBepka OKOHYaH
Meponpusitaii | COCTaBUTh UHCTPYKLIMIO V1-V3; 31- .
4 CaMOCTOSITEIbHOMN uu
U MepenucKa B | I10 OpraHu3aluu U 34
paboThI U3YYeHU
AeJ0BBIX POBEICHUIO
. Sl TEMBI.
KOMMYHHUKAIU | COBELIIAHUIL.
SIX CamocrosiTeJibHasA OK 1-OK 7, Ilo
padora Ne 19. IK 1.1-1.7; ITpoBepka OKOHYaH
CocTaBUTh MHCTPYKLIHUIO 4 | V1-¥3;31- | camocToATenbHOU 15051
110 OpraHU3aIuu U 34 paboTsI U3YYeHU
MIPOBEJICHUIO MIPHEMA. s TEMBI.
CamocrosiTesbHast OK 1-OK 7, ITpoBepka ITo
padorta Ne 20. 4 | IIK 1.1-1.7; | camoCTOATeNbHON | OKOHYAH
CocTaBUTh HHCTPYKLIUIO V1-V3; 31- paboThI 15074




110 OpraHU3aluy U 34 U3Y4YEHU
IIPOBEJICHUIO S TEMBI.
IIpE3EHTAIIH.
CamocrosiTeIbHasA OK 1-OK 7, Ilo
padora Ne 21. IK 1.1-1.7; IIpoBepka OKOHYaH
CocraBuTh rioccapuii 1o 3 | YV1-Y3;31- | camocTosTeIbHON uu
TEeME pasjena. 34 paboThl U3Y4EHU
s TEMBI.
Tema 5.2. | CamocTosiTeILHAS OK 1-OK 7, Ilo
IHoaroroBka padora Ne 22. Jlate IK 1.1-1.7; ITposepka OKOHYaH
J1eJIOBOM MHUCHhMEHHBIC OTBETHI HA 2 V1-VY3;31- | camocTOSTEIbHOMN 13071
KOPPECHOHAEH | BOIPOCHI 34 paboThI N3y4EeHHU
00 A S TEMBI.
3apy0eKHbIX CamocTosiTeIbHasA OK 1-OK 7, ITo
NapTHEPOB. padora Ne 23. IK 1.1-1.7; IIpoBepka OKOHYaH
CocraBuTh rioccapuii 1o 3 | V1-Y3;31- | camocTosTeNbHON uu
TEME pazJena. 34 paboThl N3Y4YEeHHU
s TEMBI.
Tema 6.1. | CamocTosiTeJIbHas OK 1-OK 7, Ilo
Opranmszanusi | padora Ne 24. /lats IK 1.1-1.7; IIpoBepka OKOHYaH
JAeJIONPOMU3BO/IC | TUCBMEHHBIE OTBETHI Ha 9 | V1-Y3;31- | camocTosSTenbHOM 5074
TBa U | BOIIPOCHI 34 paboThI N3Y4YEeHHU
AOKYMEHT0000 sl TEMBI.
pora B | CamocToATEIbHAA OK 1-OK 7,
opranm3anuu. | padora Ne 25, Nzydyenue IK 1.1-1.7;
TTOJIOKEHHUSI O CITYKOe V1-V3; 31- o
JTIOKYMEHTAIlMOHHOTO 34
IIpoBepka OKOHYaH
obecrnieueHus .
6 CaMOCTOSITEIbHOMN uu
yIpaBJIeHHUS,
S~ paboThI H3Y4YCHHU
Sl TEMBI.
JOKYMEHTAIlMOHHOMY
00ecreveHunIo
yIpaBJICHUS.
CamocrosiTeJbHas! OK 1-OK 7,
padota Ne 26. IK 1.1-1.7;
CocraBieHHe KOHCIIEKTa V1-V3; 31- o
10 TEME : 34
[TpoBepka OKOHYaH
«HopmupoBanue .
OKYMEHTAIHOHHBIX 2 CaMOCTOSTEIbHOMN uu
FOKYM paboThI U3YYeHU
paboT ciry)Obl
S TEMBI.
JOKYMEHTAIHOHHOTO
o0ecrieueHus
yIpaBICHUS
CamocrosiTeJibHasA OK 1-OK 7, Ilo
padora Ne 27. IK 1.1-1.7; ITpoBepka OKOHYaH
CocraBuTh riaoccapui 1o 3 | Y1-¥3;31- | camocTosTenbHON 15051
TEME paszena. 34 paboThI U3y4eHU
s TEMBI.
Tema 6.2. | CamocrosiTeibHAs OK 1-OK 7, ITpoBepka ITo
10 ; .
Perucrpanus u | padora Ne 28. I1IK 1.1-1.7; | caMOoCTOSATEIbHON | OKOHYAH




KOHTPOJIb PazpaboTars namsaTku V1-V3; 31- paboThI un
HUCIIOJIHCHUS perucTpanuy U KOHTPOJIS 34 W3Yy4YECHU
AOKYMEHTOB. WCTIOJIHEHUS IOKyMEHTOB ST TEMBI.
B 3aBUCHUMOCTH OT
¢dopmeI yuera.
CamocrosiTeJIbHAs OK 1-OK 7, Ilo
padora Ne 29. IK 1.1-1.7; ITpoBepka OKOHYaH
CocraBuTh rioccapuii 1o 3 | V1-Y3;31- | camocTosTeNbHON uu
TEeME pasjena. 34 paboThl U3Y4EHU
ST TEMBI.
Tema 7.1. | CaMmocTosiTeILHAS OK 1-OK 7, o
Opranm3anus | padora Ne 30. IK 1.1-1.7;
) IIpoBepka OKOHYaH
padoThI ¢ | CocTaBuTh Npe3eHTAUIO V1-V¥3; 31- .
4 CaMOCTOSITETLHOU uu
odpameHusavMu | 1o Teme «Opranuzanus 34
paboThI U3YYEHU
rpasia. paboThl ¢ 0OpaleHUsIMU
ST TEMBI.
TpaXkJIaH»
Tema 7.2. | CamocTosiTeJIbHAS OK 1-OK 7,
JloxkymenTupoB | padora Ne 31. IK 1.1-1.7;
ITo
anue padorsl ¢ | CooOlieHue Ha TeMy V1-¥3; 31-
IIpoBepka OKOHYaH
NEepPCOHAIOM. «/lonmonHuTeNnbHBIE 34 .
4 CaMOCTOSITEITLHOU uu
JOKYMEHTHI,
paboThI U3Y4EHU
HE0OX0IUMBbIE MTPU
ST TEMBI.
npuemMe Ha paboTy
OTAEIBbHBIX MPOhecCuiin»
Tema 7.3. | CamocTosiTeJIbHAS OK 1-OK 7, Ilo
Opranu3zanusi | padora Ne 32. IK 1.1-1.7; IIpoBepka OKOHYaH
padoTbl ¢ | [IucemeHHO OTBETUTH HA 10 | V1-¥3;31- | camocTosTeIbHOM uu
KOH(uUIeHIua | BOIIPOCHI. 34 paboThI WU3y4YECHU
JIbHBIMH sl TEMBI.
Aokymentamu | CamocrosiTeibHast OK 1-OK 7, ITo
padora Ne 33. IK 1.1-1.7; IIpoBepka OKOHYaH
CocTaBuThb riioccapui rno 3 | Y1-¥3;31- | camocTosITeIbHON 105
TeMe pasjena. 34 paboThI WU3y4YECHU
sl TEMBI.
Tema 8.1. | CamocTosiTEbHAS OK 1-OK 7,
Oommme padota Ne 34, [K 1.1-1.7;
NPUHLIMIIBI IIncbMEHHO OTBETUTH HA V1-V3; 31- ITo
¢dopmMupoBanm | BOIIPOCHI. 34 IIpoBepka OKOHYaH
| aeJ, 4 CaMOCTOSITEIbHOMN uu
CUCTeMAaTH3aI] paboThI U3YYeHU
Usi W yuyer Sl TEMBI.
AOKYMEHTOB
OpraHu3anmu.
Tema 8.2. | CamocTosiTeIbHAS OK 1-OK 7,
Ounenka padora Ne 35. IK 1.1-1.7; ITo
3HAYUMOCTH CocraBienue V1-V3; 31- ITpoBepka OKOHYaH
JAOKYMEHTOB M | HHCTPYKIIUH T10 4 |34 CaMOCTOSITEIHHOMN U
onpeaeieHue OpraHu3aIy U paboTHI U3yUYEHH
CPOKOB MIPOBEACHUIO Sl TEMBI.

XpaHeHMsl.

OKCIICPTU3BI HCHHOCTHU




JOKYMEHTOB.
Tema 8.3. | CamocTosiTeILHAS OK 1-OK 7, ITo
XpaHeHue padora Ne 36. IK 1.1-1.7; ITpoBepka OKOHYaH
noxkymenToB u | CocraBieHHE rioccapus 3 | Y1-¥3;31- | camocTosTenbHOM un
ael. 10 TeMe paszzena 34 paboThI U3yUYCHH
ST TEMBI.
Tema 9.1. | CamocTosiTeILHAS OK 1-OK 7, o
Komnbrorepus! | padora Ne 37. IK 1.1-1.7;
. IIpoBepka OKOHYaH
e cucreMbl M | IIMCEMEHHO OTBETHUTH Ha V1-V3; 31- .
3 CaMOCTOSTEIIbHON 707§
TeXHOJIOTUH BOIIPOCHI 34
paboThI U3Y4YEHU
CO31aHHA
ST TEMBI.
JTOKYMEHTOB.
Tema 9.2. CamocrosiTeJIbHAs OK 1-OK 7,
ABTOMaTH3upoO | padora Ne 38. IK 1.1-1.7;
ITo
BaHHbIE IIncbMeHHO OTBETHTH Ha V1-V3; 31-
IIpoBepka OKOHYaH
CHCTEMbI BOIIPOCHI 34 .
3 CaMOCTOSTEIBHON 17071
JTOKYMEHTHPOB
paboThI U3Y4EHU
aHust
ST TEMBI.
NeATEeJTbHOCTH
OpraHu3anuil.
Tema 9.4. | CamocTosiTeJIbHas OK 1-OK 7, Ilo
IHoaroroBka paGora Ne 39. IK 1.1-1.7; IIpoBepka OKOHYaH
TA0JINII. CocTaBuThb riioccapuii o 3 V1-V3;31- | caMOCTOSTENLHOM 15044
TEeMe pasjena. 34 paboThI H3Yy4YeHU
sl TEMBI.
CamocrosiTeJbHasI OK 1-OK 7, Ilo
pabora Ne 40. Pemenue IK 1.1-1.7; [TpoBepka OKOHYaH
TECTOBBIX 3aJJaHUH. 3 V1-V3;31- | caMOCTOSTENLHOM 15044
34 paboThI H3Y4YCHHU
sl TEMBI.

CamocrositesqbHas padora Ne 1

HaumenoBanue: IloaroroButh cooOHmIeHME TI0 OJHOMY W3  JTallOB  pPa3BUTHUS
Jenonpou3BoacTBa B Poccum.

Leab pabdoThI: OCYIIECTBUTh KOHTPOJIb OOYYEHUs, MPOJIOJDKHTh CHCTEMATHU3AIUI0 3HAHUH,
BBISIBUTH YPOBEHb YCBOCHHS MaTepualia, cCOOPMUPOBAHHOCTH YMEHHI U HABBIKOB

MarepuajbHO-TeXHHYECKOe oO0ecrevYeHne: KOHCICKThI JICKIUi, KOMIIBIOTEp, HAINYHE
JOCTYIIa B HHTEPHET, TETPab, Py4Ka, METOIHMUYECKIE PEKOMEHIAIIUU

MeTtoanyeckue peKOMeHIANM:

CooOrienne - 3T0 KpaTkoe H3JI0KEHHE, MPH 3TOM B €MKOW (opme, mepenaroiiee sSCHYIO U
4éTkylo cyTh wuHpopMmaruu. [lumercs B QopMe KpaTkoro mokiIaza W HE HMEET W3IUIIHUX
XYIO’KECTBEHHBIX 000pOoTOB U  cioBocoueTanuit. OcHOBHasi 3amada COOOHICHHS] JIOHECTH
oTpeeNieHHYI0 HH(POPMAIIHIO, HEe BBIXOS U3 PAMOK 33/IaHHON TEMBI.

Od¢opmienne coodmeHnst

Hukorna naHHBIA THN COUMHEHHUS HE OBIBaeT TPOMO3JIKMM. B OTiIHuYME OT KJIacCHYECKHX
COUMHEHUH, TAKO! TEKCT HE JOMyCKAeT JUIMHHBIX COOOIIEHUH C KPACUBBIMU, IPKUMH SITUTETAMH.

IMMumem npaBwibHO. Ohopmitsis cooOIIeHre, HY)KHO TIOMHHUTD O CIIEIYIOIIEM:

. Moocno ucnonvzogams Oisl NPULOACEHUS PUCYHKU U CXEMbl, eClU OHU OMHOCAMCA K
meme;
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. Bvidenume enasuyro ungopmayuio, u npocireoume, umooObl MeKCm UMeN YemKyIo
memamuxy;

. He ucnonv3ytime mepmunos u cios, KOmopwle 6am He NOHAMHbI.

[Ipu 5TOM OYEHb BaXHO XOPOLIO H3YYUTh 33aJaHHYIO TEMY, MPOYHTATh YYEOHYIO WIH
METOJUYECKYIO JTUTEPATYPY.

XenaTenpHO UCIOIB30BATH AJIS pAOOTHI CPa3y HECKOIBKO UCTOYHHUKOB - TO IO3BOJIUT CHIEJIATh
COOOIICHNE TIOTHOIICHHBIM U TTOJTHBIM.

Iopsinok paGoTbl

. H3yuenue memvi, no0bOOp 1umepamypoi,

. TwamenvHoe usyueHue mamepuanos Ol Mo2o, Ymobvl He 0eiamv INeMeHMAaAPHbIX
OWUOOK;

. Buvioenume camoe enagnoe, umo omHocumcs K 3a0aHHOU memamuxe,

. Cocmagvme noopoOHbLIL NOIMANHBIU NAAH COOOUeHUS,

. Hanuwume no nynkmam niauna cam mexcm.

Ecnim  Tema  coBepuieHHO ~— HE3HaKOMa, TO,  BO3MOXHO, OyIeT  axkTyaJlbHbIM

MIPOKOHCYIBTUPOBATHCS C TIPETIOIaBATEIIEM.

Ecnu motom mpuaercss uutath COOOIIEHUE B ayJAUTOPUU Y JIOCKH BCIYX, TO HYXKHO XOPOIIIO
IIOATOTOBUTHCA, U HOCTapaTI)CSI HEC HpOCTO HpO'—II/ITaTI) C JIMCTa, a 110 IIaMsATHUu HepeCKa3aTB OCHOBHyIO
CYTI) TEKCTA, I/ICHOHBSYSI AKTUBHO JIA HO,ZILIepKI/IBaHI/ISI OCHOBHBIX JAaHHBIX WJIN HI/I(i)p 3apaHee
BBIITMCAHHBIC HA I[OCKy JaHHBIC.

Il1an coodmeHus

[Tnan cooOmieHust 00BIYHO TOCTATOYHO MPOCT B CHITY MPUPOIBI JAHHOTO THIIA TEKCTA!

1. Bcemynnenue, 20e pacckazvieaemcs 0CHO8HAS MbICTb NO meme;

2. OcHoeHoll meKkem ¢ pasmbiuiieHuem Ui OQUYUAIbHbIMU U3YYEeHHbIMU OAHHBIMU,
3. 3aknouumensvhas 4acme ¢ b1600aMU NOCIE HANUCAHUSA pabOMbl.

3aBepuieHue

[To 3aBepmieHun paboThHl HaA COOOIIEHHWEM HYXHO €ro IMepedyuTaTh, YTOOBI M30aBUTHCS OT
JUIITHUX SIHUTETOB, CJIOXHBIX CIOBOCOYETAHUI M 000POTOB. DTO KaK pa3 TOT CIy4aild, KOTIIa MOYHO
MUcaTh KPaTKo U 1Mo CyTH, 0e3 JOMOTHUTEIBHBIX ONMMCAHUNA U KPACUBBIX CJIOB.

3aganue:
B cooTBeTCTBMU ¢ METOAMYECKMMHU PEKOMEHIAIUSAMH TOJTOTOBUTH COOOIICHHE TI0 OJTHOMY U3
ATANoB Pa3BUTHS JICIOTPOU3BOICTBAa B Poccum.

CamocrositesibHass padora Ne 2
HaumenoBanue: [TucbMeHHO OTBETUTH Ha BOIIPOCHI CAMOKOHTPOJIS IO pa3zeny 1.

I_le.nb paﬁoTbI: OCYHICCTBUTb KOHTPOJIb 06y‘IeHI/I$I, IMPOAOJIKUTb CHCTCMATU3ALNIO 3HaHI/II71,
BbIABUTH YPOBCHb YCBOCHUA MaTCpHraiia, C(bOpMI/IpOBaHHOCTI/I YMCHI/Iﬁ 1 HaBBIKOB

MartepuajbHO-TEXHU4YECKOe  oDecnevyeHue: KOHCIIEKTbl ~ JIEKUMH,  METOAUYECKUE
PEKOMEHIaluU, TeTpalb, py4Ka

3aganue:

IIMcbMEHHO OTBETUTH HA BOIIPOCHI:

1. JlaiiTe XapakTepUCTUKY OCHOBHBIX UCTOPUYECKUX JTAINlOB PA3BUTHS JEJIONPOU3BOIACTBA
B Poccun.

2. JlaiiTe XapakTepUCTUKY AEJIONPOU3BoACTBA B JIpeBHel Pycu.

3. JlaiiTe XapakTepUCTUKY IIPUKA3ZHOTO JCIIONPOU3BOJICTBA.

4. JlaiiTe XapakTepUCTUKY KOJIJIEKCKOTO JEJIONPOU3BOACTBA.

5. JlaiiTe XapakTepUCTUKY MUHHUCTEPCKOTO AEIOIPOU3BOICTBA.

6. JlaiiTe XapakTepUCTUKY JAEJIONPOU3BOJICTBA B IEpBOM M0JI0BUHE XX B.
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7 JlaiiTe XapakTepUCTUKY JAEJIONPOU3BOICTBA BO BTOPOU 1oIoBUHE XX B.
8. Yro Takoe 1e0npOoU3BOACTBO U KAKOBBI BAKHEHIIINE €r0 COCTABIIAIOIINE?
9 Hasosute nienu, 3a1a4u 1 OCHOBHBIE IIPUHIUIIBI COBPEMEHHOTIO JEIONPOU3BOICTBA.

10.  Ompenenure MecTO AETONPOU3BOACTBA B CTPYKTYPE YIPABIEHUYECKOTO TPyAa.

11.  HazoBuTe OCHOBHBIE IPUHIMIIBI OPTAHU3ALNN COBPEMEHHOTO JI€JI0IIPOU3BO/ICTBA.

12. OxapakTepusyiiTe HOpMATHBHO-TIPABOBYIO 0a3y COBPEMEHHOTO JEJIONPOU3BOICTBA.

13.  KaxoBbI OCHOBHBIE 33J]a4 IOKyMEHTOBEICHUS?

14.  Ilepeuucnure OCHOBHbIE HOPMATHUBHO-METOJUYECKUE TOKYMEHThI, KOTOPBIMU CIIEAYET

PYKOBOJICTBOBATHCS B 00JIACTH JIeN0Npon3BoAcTBa B Poccuiickoii deneparum.
CamocrosiTesibHast pabora Ne 3

HaumenoBanmne: CocTaBUTH TJIOCCApPHUI TIO TEME pa3fena.

[eas paGoThI: OCYIIECTBUTH KOHTPOJIb OOYyUEHHMsI, TPOJIODKUTh CHCTEMATU3AIUIO0 3HAHUM,
BBISIBUTh YPOBEHb YCBOCHMS MaTepHalia, CQOPMUPOBAHHOCTH YMEHUN U HABBIKOB

MarepuajibHO-TeXHHYECKOe oOecnevyeHue: KoHCHEKkThl Jnekuuii, 1K, moctym B uHTEpHeT,
METOINYECKUE PEKOMEHIAIUN, TETPalb, py4Ka

Cnpasouno: T'moccapuii  (;mar.  glossarium  «coOpaHue  TJIOCC») —  CIIOBaph
Y3KOCIICOUATIN3UPOBAHHBIX TCPMHUHOB B Kaxkoi-nmoo oTpaciu 3HAHUH C TOJIKOBAHHUEM, HWHOTI'1a
IIEPEBOJIOM HA JIPYroM sI3bIK, KOMMEHTAPUSAMH U IPUMEPAMHU.

3ananue:

CocraButh mioccapuii mo teme «Mcropus passurus. CoBpeMeHHOE JEIOMPOU3BOJICTBO.» (OT
20 o 40 c10B — TEPMHUHOB)

CamocrosiTesbHas padora Ne 4

HaunmenoBanme: CocTaBUTh IIpe3eHTANNIO Ha TeMy «Kiaccudukanus T0KyMeHTOBY

Ieas paGoThl: OCYIIECTBUTh KOHTPOJIb OOYyUEHHMsI, TIPOJIOJDKUTh CHCTEMATHU3AIUI0 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHHS MaTepHalia, CQOPMUPOBAHHOCTH YMEHUN U HABBIKOB

MarepuajbHO-TeXHHYECKOe oOecredeHue: KOHCIEKThl Jiekiui, [IK, moctynm B HMHTEpHET,
METOAUYECKUE PEKOMEH AU

CocTraBHble YacTH Npe3eHTAlNU

Uto6bl p0o6UTHCS xKemaeMoro 3d@dexra, HYKHO YETKO MOHMMAaTh, YTO U KOTa TOBOPUTb,
1 noka3biBaTh. Kilaccuueckasi CTpyKTypa Npe3eHTaluu BRINJISIIUT Tak:

. TuryneHblll chaii (Tema, KOHTaKThl, MH(OPMAIMs O BBICTYMAIOLIEM, O IMPOIYKTE,
yciyre).

. Ornanenue ((hakynbTaTUBHO).

. Beenenue (o uem npeseHTanus, ey, 3a1a4i. 3auHTepecyiTe ciaymarens, o4eMy emy
HYXXHO TPaTUThb BpeMsl Ha Balll JOKJIaN).

. OcHoBHast 4yacTh (Bcs HeoOxoaumass MHGPOpPMALUA: MOXET COAEpKaThb HECKOJIbKO
pa3zenos, 1O KeJaHHUIO aBTOpa).

. 3aKIII04YEHHE.

. [Tpunoxenue (10 KETAHUIO).

. Cnacu0o 3a BHUMaHHe (He 3a0bIBaiiTe Mo (MHATBHBIN claii 6J1aroJapHOCTH).

[IpaBuna opopmiieHUs Tpe3eHTALUH

. OdopmisiiTe Bce BoOAHOM cTwie. He crour «mepenpbiruBare» ¢ 0JHOTO (poHa
Ha ipyroit. CrneanTe 3a COYETaeMOCThIO IBETOB, (hOHA U MIPUPTOB.

. He ucnone3yiite  crangaptable  mabiaonsl  oopmienus PowerPoint.  Jlyume

CaMOCTOSITENIEHO MOJ00parh nmanuTpy BeroB. K mpumepy, Ha Piknik coOpanbl Bce 0a3oBble IBeTa,
a Ha Color Lovers Mo)HO HaliTH KaK y»Ke roTOBbIe TOAOOPKH OTTEHKOB, TaK M COCTABUTh X CAMHM.
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. Kak moxHO MenbIe cioB. HukTo He Oyaer yutaTh OrpoMHBIE TECTOBBIC OJIOKH Ha BECh
cnaiin. Muanmym — 25-30-i kerenp, mpudt — untabenbHbIi. M3MensiiTe mpudt 11 BbIIEICHUS
LUTAT WK TpUMedaHuil. FMicnonb3yiiTe 3arojioBKy.

. boubiie kapTUHOK

3aganue:

CocraButh npe3eHTanuio Ha TemMy «Kiaccudukanus JOKyMEHTOB

CamocrosiTesbHast padora Ne §

HaumenoBanue: [1oaroroBuTh cOOOIIEHNE TIO 3a1aHHON TEMe

Heas paGoThI: OCYIIECTBUTH KOHTPOJIb OOYyUEHHMsI, MPOJODKUTh CHCTEMATU3AIUIO0 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHHS MaTepHuaia, cOPMUPOBAHHOCTH YMEHHI U HABBIKOB

MarepuajibHO-TeXHHYECKOe oOecnevyeHue: KoHCHEKkThl Jekuuii, 1K, moctym B uHTEpHeT,
METOIMYECKUE PEKOMEHIANN

MeTtoanyeckue peKOMeHAANM:

CooO1ieHne - 3T0 KpaTKoe M3JI0KEHHE, MPU 3TOM B €MKOW (opme, mepeaaroliee SCHYIO U
4éTKylo cyTh uH(popMmanuu. [lumercs B Qopme KpaTKoro [OKIaJa W HE HMMEET W3JIMIIHUX
XYIO’KECTBEHHBIX 000pOTOB U  cioBocoueTanuif. OcCHOBHas 3ajada COOOIIEHUS JIOHECTU
OTIpe/IeICHHY0 WH(POPMAIIHIO, HE BBIXO/IS U3 PAMOK 3a/IaHHOW TEMBI.

Odopmiienne cood1IeHUs

Hukorna nmaHHBIH THIT COYMHEHHWS He OBIBA€T TPOMO3JKHM. B OTIMYME OT KIaCCHYECKUX
COYMHEHUH, TAKOW TEKCT HE JIOMYCKaeT JUTMHHBIX COOOIIEHHI C KPACUBBIMU, SIPKUMH SITUTETAMHU.

I[Mumem npaBuwibHo. Odopmiisis cooOIieHre, Hy>KHO TOMHHUTD O CIIEIYIOIIEM:

. Mooicno ucnonvzogams 0ist NPUTLONCEHUS PUCYHKU U CXeMbl, eClU OHU OMHOCAMCS K
meme;

. Buvioenume enasnyto umgpopmayuro, u npocieoume, umoObl MeKCm UMel HemKyH
MemMamuxy;,

. He ucnonv3ytime mepmunog u cios, Komopwle 6am He NOHSAMHbL.

[Ipy 5TOM OYEHb BaXHO XOPOUIO HU3YYUTh 3aJAHHYI0 TEMY, MPOUYMUTATh Y4EOHYIO WU
METOJAUYECKYIO TUTEPATYPY.

XKenarenbHo MCMONB30BATh I pabOTHI cpa3y HECKOJIBKO UCTOYHUKOB - 3TO MO3BOJUT ClIEaTh
COO0O0IIIeHNE TIOJTHOLIEHHBIM U MOJIHBIM.

IMopsinok padoThbI

. H3zyuenue memol, no0oop 1umepamypuol;

. Twamenvroe uszyuenue mamepuanos OJisi Mo2o, 4modvl He O0elamv INeMeHMAPHLLX
ouMuUbOK;

. Buioenume camoe 2nasnoe, umo omuocumcs Kk 3a0aHHOU memamuxe;

o Cocmasvme noopoOHbIL NOIMANHBIU NAAH COOOUCHUSL,

. Hanuwume no nynkmam naiana cam mexcm.

Ecim  TemMa  COBepumICeHHO  HE3HAaKOMa, TO,  BO3MOXHO, OyJeT  aKTyaJbHbIM

MIPOKOHCYIBTUPOBATHCSA C MPEIO/IaBaATEIIEM.

Ecnu motom mpuaercss yuTaTh COOOIIEHUE B ayJUTOPUHU Y JOCKH BCIYX, TO HYXHO XOPOIIO
MOJATrOTOBUTBHCA, U MTOCTAPAThCsl HE MPOCTO MPOYUTATH C JIUCTA, a MO MAMITH NEPECKa3aTh OCHOBHYIO
CyTh TEKCTa, HCIOJNb3yd AaKTHUBHO Ui TOJYEPKUBAHUS OCHOBHBIX JaHHBIX MU Ludp 3apaHee
BBIITMCAHHBIE HA JIOCKY JaHHBIE.

Ilnan coodmenus

[Tnan cooOuieHust 0OBIYHO AOCTATOYHO MPOCT B CHITY MPUPOIBI IAHHOTO THUIIA TEKCTA:

4. Bcmynnenue, 20e pacckaszvieéaemcs OCHO8HASL MbICTb NO meMe;

5. Ocno6Holl meKcm ¢ pasmvlidieHueM Ui OQuYUaTbHLIMU U3VYEHHBIMU OAHHBIMIUL,
6. 3aknouumenvHas uacmo ¢ b1600aAMU NOCIE HANUCAHUS paOOMb.

3aBepuieHue
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[To 3aBepmieHnn paboOTHI HaA COOOIIEHHWEM HY)XHO €r0 IMepeYHTaTh, YTOObI M30aBHTHCS OT
JUIIHUX SMHUTETOB, CJIOXHBIX CIOBOCOYETAHHH M 000POTOB. DTO KakK pa3 TOT Clydaid, KOT/a MOXKHO
IIMCaTh KPaTKo U IO CyTH, 0€3 TOMOJHUTENIBHBIX ONIMCAaHUN U KPACHUBBIX CJIOB.

3aganue:
B COOTBECTCTBHUU C MCTOOAUYCCKUMU peKOMeHI[aI_II/ISIMI/I IIOATOTOBHUTH COO6H.[€HI/IG I1I0 TEMC
«HopMmaruBHO-TIpaBoBast 6aza JTOKYMEHTHPOBAHUS YIIPaBJICHYECKOU JESITEIILHOCTI.

[IpoomxuTeNnbHOCTD COOOIIEHUS 2-3 MUHYTBHI.
CamocrositrensHast pabota Ne 6

HaunmenoBanme: CocTaBUTH TJIOCCAPHUI TIO TEME pa3feia.

Heas paGoThI: OCYIIECTBUTh KOHTPOJIb OOYyUEHMsI, MPOJIODKUTh CHCTEMATU3AIUIO0 3HAHUM,
BBISIBUTh YPOBEHb YCBOCHMS MaTepHalia, CQOPMUPOBAHHOCTH YMEHUN U HABBIKOB

MarepuajibHO-TeXHU4YeCKOe obecredeHue: TeTpaib, pyuka, I1K, KOHCIIEKThI JEeKIMi, 10oCTyn
B UHTCPHCT, MCTOANYCCKHUEC PCKOMCH AU

Cnpasouno: T'moccapuii  (;mar.  glossarium  «coOpaHue  TIOCC») —  CIIOBaph
Y3KOCIICOUATIN3UPOBAHHBIX TCPMHUHOB B KaKoHu-11u00 oTpaciu 3HAHUH C TOJIKOBAHHUEM, HWHOI'1a
IIEPEBOJIOM HA JIPYroM sI3bIK, KOMMEHTAPUAMH U IPUMEPAMHU.

3ananue:

CocraBuTh riaoccapuii mo reMme «OCHOBBI JOKYMEHTALIMOHHOTO 00€CIIeYeH sl yIpaBaeHHUs.» (0T
20 o 40 c10B — TEPMHUHOB)

CamocrostensHas padota Ne 7

HaumenoBanme: Pedepar no 3agaHHOM TeMe.

eas paGoThl: OCYIIECTBUTh KOHTPOJIb OOYyUEHHMsI, TIPOJIODKUTh CHCTEMATHU3AIUI0 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHHS MaTepHalia, CQOPMUPOBAHHOCTH YMEHUN U HABBIKOB

MarepuanbHo-Texunueckoe ooOecnedyenue: I[IK, Teopermyeckuii martepuan, AOCTyn B
MHTEPHET, METOUYECKHE PEKOMEH AN

MeToanyeckue peKoOMeHIAIUHU:

CM. METOJIMYECKHE peKoMeHaanuu 1o Hanucanuto pedepara ['BIIOY PC(S) «JITT»

3aganue:

Hanucats pedepar no ogHOM U3 MPeAI0KEHHBIX TEM:

1. OcHOBHBIE OHATHSA U TEPMUHOJIOTHS JOKYMEHTAIIHOHHOTO 00ecTIeueHHs YIIPaBICHUSI.

2. CymHOCTh U OCHOBHOE Ha3HaYeHHE JOKYMEHTAIIMOHHOTO O0eCIieueHus yIIPaBICHHUS.

3. 3akoHOJATEeNTbHOE W HOPMATHBHO-MIPABOBOE PETYIHpPOBAaHUE JIOKYMEHTAlMOHHOIO
obecrieueHus yrpaBaeHHUs.

4. Vicropus CTaHOBIIEHUS U PA3BUTUS JOKYMEHTAIITMOHHOTO OOECIICUeHHs yIIPABICHHUS.

5. Opranu3zanus paboTbl C TOKyMEHTaMHU.

6. Peructparnus u yuet JOKyMEHTOB.

7. Opranuzanusi JeJI0MPOU3BOICTBA Ha MAJIBIX MIPEANIPUATHSIX.

8. Bo03MOXHOCTHM UCHONIB30BAHUS COBPEMEHHOW O(MUCHOW TEXHUKU JUIS ONTHMH3AIUU
JOKYMEHTO00O0pOTa B OpraHU3aIUH.

9. CucteMbl TOKyMEHTaLUN.

CamocrosiTeabHast padora Ne 8
HaumenoBanue: Pa3paborats 00pa3iibl 0(hoOpMIIEHUS! PEKBU3UTOB.
Leas padoThI: OCYIIECTBUTH KOHTPOJIb OOYYeHHS, MPOJOJDKHTH CHUCTEMATU3ALMI0 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHMS MaTepHuaia, cOpMUPOBAHHOCTH YMEHHUH U HABBIKOB
MarepuajbHO-TexHH4YecKoe o0ecnedenme. KoHcnekTol jekuuil, [IK, noctyn B uHTepHeT,
METOIUYECKUE PEKOMEHJAINH
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3aganue:
CocraButs 00pa3isl ohopmiieHus: JOKyMeHToB. OOpa3iisl clienaTh B OJHOM JOKyMeHTe Bopa,
KaX/IbIil U3 PEKBU3UTOB IPEACTaBUTh HA OTJECIBHON CTPaHHMIIE.
CamocrosiTesbHast padora Ne 9
HaumenoBanue: CocraBieHue 3asiBICHUs, CIPAaBKU O CTake pabOTHI.
Heas paGoThl: OCYIIECTBUTH KOHTPOJIb OOYyUEHHMsI, MPOJIODKUTh CHCTEMATU3AIUIO0 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHHS MaTepHuaia, chOPMUPOBAHHOCTH YMEHHI U HABBIKOB
MarepuajbHO-TeXHHUYECKOe oOecneveHue: KoHcnekThl jekuui, [1K, moctym B uHTEpHeT,
METOIMYECKUE PEKOMEHIANN
3aganue:
Hcnons3ys nHGOpMALIKIO U3 TEOPUU
1. CocTaBUTh 3asBJICHUE;
2. CripaBky 0 cTaxke pabOThlI.
JlaHHBIE IPOU3BOJIBHBIE.
CamocTosiTeabHas padora Ne 10

HaumenoBanue: Pa3paboTka BU1a paciopsIUTEILHOTO JOKYMEHTA.

eas paGoThl: OCYIIECTBUTh KOHTPOJIb OOYUEHHS, MPOJODKUTH CHCTEMATH3aAIMI0 3HAHHM,
BBISIBUTH YPOBEHb YCBOCHHS MaTepHalia, CQOPMUPOBAHHOCTH YMEHUN U HABBIKOB

MarepuanbHo-TexHn4eckoe obOecneuenue: [IK, Teopernueckmii Marepuman, JOCTyn B
MHTEPHET, METOMYECKUE PEKOMEHIAlluU

3ananue:

Ucnonb3ys nndopmaiuio U3 Teopuu, pa3padoTaTs BU pacOPSAUTETLHOTO TOKyMEHTa Ha
BBIOOD CTYJICHTA.

CamocrosiTesbHas padora Ne 11

HaumenoBanue: Pa3paboTka 06pa3siia opraHu3alOHHO-TIPABOBOTO IOKYMEHTA

eas paGoThl: OCYIIECTBUTh KOHTPOJIb OOYyUEHHsI, TIPOJIODKUTh CHCTEMATHU3AIUI0 3HAHUH,
BBISIBUTH YPOBEHb YCBOCHHS MaTepHalia, CQOPMUPOBAHHOCTH YMEHUN U HABBIKOB

MarepuajbHo-Texunueckoe ooOecnedenue: I[IK, ngoctym B MHTEpHET, TEOPETUUYECKUUI
MaTepuai, MeTOANYECKUe PEKOMEHIAI[uu

3aganue:

Hcnonb3ys uHbOpManuioo u3 TeopuH, pa3zpaborath oOpazeln OpraHu3alMOHHO-IPABOBOTO
JOKYMEHTa Ha BBIOOp CTY/AEHTA.

CamocrosiTesibHast padora Ne 12

HaumenoBanue: CocraBnenue TaOnumbl «Buabl JOKYMEHTOB MO (PMHAHCOBO-PACYETHBIM
oTiepaIusamM»»

Heabp padoThi: OCYIIECTBUTH KOHTPOJbh OOYyUEHHS, MPOJOJDKUTH CUCTEMATH3AIUIO 3HAHHIA,
BBISIBUTH YPOBEHb YCBOEHUS MaTepuaa, ChOPMUPOBAHHOCTH YMEHUI U HABBIKOB

MarepuajibHO-TeXHHYECKOe ofOecrnedyeHue: TeopeTnueckuid marepuan, [IK, moctyn B
WHTEPHET, METOIMYECKHE PEKOMEHIAlUH

3ananmue:

CocTaBuTh Ta0NHILy BUAOB JOKYMEHTOB MO (PMHAHCOBO-PACUETHBIM OTIEPAIlUsM B JOKYMEHTE
Bopa. He menee 10 nokymeHTOB.

Ne HanmenoBanue Buna OKVY I XapakTepucTuka O0pazen JOKyMeHTa
n/n JOKYMEHTa ( mpu JOKyMEHTa
HaJIMY1HN)
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B nannble sueiiku
INPUKPEIHUTH 00pa3IIbl
JOKYMEHTOB

CamocrosiTebHas padora Ne 13

HaumenoBanue: CocrapiieHne makera 00pasioB HAKIAIHBIX, HAPSIOB, KOMMEPUECKUX aKTOB,
JIOTOBOPOB, HCKOBOTO 3asIBJICHUS

Heas paGoThl: OCYIIECTBUTh KOHTPOJIb OOYyUEHHMsI, MPOJIODKUTh CHCTEMATU3AIUIO0 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHHS MaTepHuaia, chOPMUPOBAHHOCTH YMEHHI U HABBIKOB

MartepuajbHo-TexHu4eckoe obOecnedenme: I[IK, noctym B uHTEpHET, TeOpETUUECKHI
Marepurail, METOAUYCCKUC PEKOMCH AN

3aganue:

B nanky coOpath 00pa3isl HaKJIaIHBIX, HAPSAIOB, KOMMEPUECKHX aKTOB, TOTOBOPOB, HCKOBOTO
3asiBiIeHMd (IO J1Ba 0oOpaslia KaXKJoro BHJA JOKYMEHTOB), MANKy 3aapXUBUPOBaTh U OTIPABUTH Ha
MIPOBEPKY.

CamocrosiTesbHast padora Ne 14

HaumenoBanue: COCTaBUTH IJIOCCAPUI 110 TEME pa3ieiia.

eans paGoThl: OCYIIECTBUTh KOHTPOJIb OOYyUEHHMsI, TIPOJIOJDKUTh CHCTEMATHU3AIUIO0 3HAHUM,
BBISIBUTH YPOBCHBb YCBOCHHS MaTepHalia, COPMUPOBAHHOCTH YMEHUW U HABBIKOB

MarepuajibHO-TeXHHYECKOe o0ecneyeHHe: TETpajab A CAMOCTOSITENIbHBIX paboT, pyuka,
JOCTYII B UHTEPHET, TEOPETHUUECKUN MaTeprail, METOIMYECKIE PEKOMEHAALINN

Cnpasouno: T'moccapuii  (;mar.  glossarium  «coOpaHue  TJOCC») —  CIIOBaph
Y3KOCIEUAIN3UPOBAHHBIX TEPMUHOB B KaKOW-TMOO OTpaciM 3HAHUW C TOJKOBAaHUEM, WHOTIA
MIEPEBOJIOM Ha JPYroil sI3bIK, KOMMEHTAPUSIMH U IIPUMEPaMHU.

3ananue:

CocraBuTth rioccapuit no reme «OCHOBHBIE BUbI YIIPABICHUYECKON JOKYMEHTALUU U TIpaBUIIa
ux opopmienus» (ot 20 1o 40 cIOB — TEPMHHOB)

CamocrosiTesbHas padora Ne 15

HaumenoBanue: Co3naHue Tpe3eHTAlMM Ha TeMmy: «BUWIbI MOYTOBBIX OTIPABICHHNA IS
MIEPECHUIKU MTUCbMEHHON KOPPECTIOHICHIIUHN OPraHu3allusIMU»

Leab pabdoThI: OCYIIECTBUTh KOHTPOJIb OOYYEHUS, MPOJOJDKHTH CUCTEMATHU3AI[UI0 3HAHWMA,
BBISIBUTHh YPOBEHb YCBOCHHS MaTepualia, ChOOPMUPOBAHHOCTH YMEHHI U HABBIKOB

MarepuajgbHo-TexHHYecKoe obecnedenne: [IK, nocTynm B HMHTEpHET, TEOPETUYCCKUUN
MaTepuall, METOIMIECKUE PEKOMEH AU

CocraBHble YacTH Npe3eHTaAluu

YroObl noOuThCs skemaemMoro 3(ddekra, Hy)KHO YETKO MOHMMAaTh, YTO W KOTJa TOBOPHUTH,
1 moka3biBaTh. Kilaccuueckast CTpyKTypa Mpe3eHTAIlluU BBITJISIIUT TaK:

. TutynpHbI chaii (Tema, KOHTaKThl, MH(OpMalMs O BBICTYMAIOLIEM, O MPOIYKTE,
ycayre).

. Ornasnenue ((paKyabTaTUBHO).

. Beenenue (o uem npeseHTanus, ey, 3a1a4i. 3auHTepecyiiTe ciaymarens, moueMy emy
HYXXHO TPaTUTh BpeMsI Ha Balll IOKJaN).

. OcHoBHas 4YacTh (Bcs HeoOXxoauMmash WHGPOpMALMA: MOXKET COAEp)KaTh HECKOJIBKO
pa3zesnos, MO KeJaHUIO aBTOpPa).

. 3aKIJIIOUEHUE.
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. [Ipunoxxenue (10 KeJIaHUIO).

. Cnacu6o 3a BHUMaHue (He 3a0bIBaiiTe Mpo (PMHATBHBIN Claii 6JaroJapHOCTH).

[IpaBuna opopmiieHUS IPE3CHTALUH

. Odopmisiiite Bce B oaHOM cTHie. He CTOMT «mepenpsiruBath» C OAHOTO (hOHA
Ha pyroi. CrneanTe 3a COUETaeMOCTHIO IIBETOB, (hOHA U MIPUPTOB.

. He ucnone3yiite  crangaptHbie  maOmoHel  odopmieHus PowerPoint.  Jlydmre

CaMOCTOSITENIHO MOA00parh nmanuTpy 1BetoB. K mpumepy, Ha Piknik coOpanbl Bce 0a3oBbie ILBETa,
a Ha Color Lovers Mo)HO HaliTH Kak y)Ke rOTOBbIC OJAOOPKH OTTEHKOB, TAK M COCTABUTh MX CAMHM.

. Kak MoxHO MeHbIIe ciioB. HUKTO He Oy/ieT YuTaTh OrpOMHBIC TECTOBBIC OJIOKH Ha BECh
cnaiin. Muanmym — 25-30-i kerens, mpudt — untadbenpHbIi. M3MensiiTe mpudt 11 BbIIEICHUS
LUTAT WIK TpuMedaHuil. FMicnonb3yilTe 3arojioBKy.

. bousbie kapTuHOK

3ananmne:

CocraBUTh TpE3EHTAIMIO Ha TeMy: «BHIbl TOYTOBBIX OTHPABICHUH [y MEPECHUIKU
MUCbMEHHOM KOPPECTIOH/ICHIINN OPTaHU3aIHSIMU»

CamocrositensHas pabora Ne 16

HaumenoBanue: OTnpaBka coOOLIEHUI ¢ MOMOUIBbIO IEKTPOHHOMN MOYTHI.

eans paGoThl: OCYIIECTBUTh KOHTPOJIb OOYUEHHMsI, TIPOJIOJDKUTh CHCTEMATHU3AIUIO0 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHUS MaTepHraia, CHOOPMUPOBAHHOCTH YMEHUN U HaBBIKOB

MarepuanbHo-Texunueckoe ooOecneuyenne: IIK, mgoctym B uWHTEpHET, MeETOIWYECKHUE
PEKOMEHTaliH

3ananue:

OTtnpaBuTh MUChMa Ha 3JeKTpoHHYI0 mouty bookerlensk@inbox.ru:

1. c ormetko# "Baxnoe"

2. ¢ yBEJOMJICHUEM

3. C TEKCTOBBIM COOOIIEHHEM.

CamocrosrenbHas padora Ne 17

HaumenoBanue: CocraBieHue rnakera oOpa3noB CIyKeOHbIX U JETOBBIX MHCEM.

Heap padoThbi: OCYHIECTBUTH KOHTPOJbL OOYyU€HHUS, MPOJOJDKUTH CUCTEMATH3AIUI0 3HAHUIM,
BBISIBUTH YPOBEHb YCBOCHHS MaTepHalia, CQOPMUPOBAHHOCTH YMEHUN U HABBIKOB

MartepuanbHo-TexHn4ueckoe odecnedenue: [IK, KOHCIEKThI JIEKIUMHA, AOCTYIl B HHTEPHET,
METOAUYECKUE PEKOMEH AU

3amanmue:

CocTaBuTh makeT 00pasloB CIY)KEOHBIX M JIEJIOBBIX MHUCEM, OPOPMHUTH B COOTBETCTBHH C
TpeOoBaHUAMU O(POPMIICHUS PEKBU3UTOB IS JeNI0BOM KoppecnonaeHuu. KonmndyectBo oOpasios ot §
o 12.

CamocrosarensHas padora Ne 18

HaumenoBanue: CocTaBUTh HHCTPYKIIMIO IO OPraHU3ALMHU U IPOBEICHUIO COBEIaHMM.

Leab padoThI: OCYIIECTBUTH KOHTPOJIb OOY4EHUs, MPOJOJDKUTh CUCTEMATU3ALMI0 3HAHU,
BBISIBUTH YPOBEHb YCBOCHMS MaTepuaia, cOpMUPOBAHHOCTH YMEHHUH U HABBIKOB

MarepuajbHo-TexHH4eckoe oOecnedenue: [IK, KoHCreKThl JeKuMi, JOCTYH B HHTEPHET,
METOIMYECKUE PEKOMEHIALUU

3aganue:

CocTaBUTh HMHCTPYKLHUIO 110 OpraHu3ali M MpoBeldeHHI0 coBemanuid. OdopMuTs B
COOTBETCTBUH C TPEOOBAHUAMHU K O(POPMIICHUIO PEKBU3UTOB JJIS TAHHOTO JTOKYMEHTA.

CamocrostensHas pabora Ne 19
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HanmenoBanme: CoCcTaBUTh MHCTPYKIIUIO 110 OPraHU3AIMKU U IPOBEJCHUIO MpUEMa.

Heas paGoThI: OCYIIECTBUTH KOHTPOJIb OOYyY€HHsI, MPOJODKUTh CUCTEMATU3AIUIO0 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHHS MaTepHalia, CQOPMUPOBAHHOCTH YMEHUN U HABBIKOB

MarepuanabHo-Texunueckoe odecnevenue: [1K, xoHCHEKTHI JIeKIUH, TOCTYIl B WHTEPHET,
METOJAMYECKUE PEKOMEHIallNU

3ananue:

CocTaBUTh MHCTPYKIIUIO 10 OpraHU3alMK U NnpoBeAcHuIo npuema. OGopMUTh B COOTBETCTBUU
¢ TpeOOBaHUSAMHE K 0(OPMIICHUIO PEKBU3UTOB JIJISl TAHHOTO JIOKYMEHTA.

CamocrositensHas pabora Ne 20

HaumenoBanue: CocTaBUTh MHCTPYKIIMIO 10 OPraHU3AIMHU U IPOBEICHUIO IPE3EHTALINH.

[eas paGoThI: OCYIIECTBUTh KOHTPOJIb OOYyUEHHMsI, TPOJODKUTh CHCTEMATU3AIUIO0 3HAHUM,
BBISIBUTh YPOBEHb YCBOCHUS MaTepHalia, CQOPMUPOBAHHOCTH YMEHUN U HABBIKOB

MarepuajibHO-TeXHHYeCKOe obecredeHue: TeTpaib, pyuka, [1K, KoHCeKThI JIeKIMid, J0CTyI
B UHTEPHET, METOJMYECKHUE PEKOMEHIalluU

3aganue:

CocTaBuTh HHCTPYKLUIO [0 OpraHM3allid W MpoBelaeHHIo mnpe3zeHTanuu. Odopmuth B
COOTBETCTBUU C TPEOOBAHUSAMHU K OPOPMIICHUIO PEKBU3UTOB ISl TaHHOTO TOKYMEHTA.

CamocrositenpHas pabora Ne 21

HaumenoBanue: CoCTaBUTH IJIOCCAPUI 110 TEME pa3ieiia.

[eans paGoThl: OCYIIECTBUTh KOHTPOJIb OOYUEHHMsI, TIPOJIOJDKUTh CHCTEMATHU3AIUIO0 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHUS MaTepHuaia, CHOPMUPOBAHHOCTH YMEHUN 1 HABBHIKOB

MaTepuajibHO-TeXHHUYECKOe o0ecneuyeHue: TeTpajib, pyuka, [1K, KOHCIEKThI JEKIUH, TOCTYII
B UHTEPHET, METOJMYECKHUE PEKOMEHIalluU

Cnpasouno: T'moccapuii  (;mar.  glossarium  «coOpaHue  TJOCC») —  CIIOBaph
Y3KOCIEUAIU3UPOBAHHBIX TEPMUHOB B Kakoi-TuOO OTpacid 3HAHUW C TOJKOBaHMEM, WHOTAA
MIEPEBOJIOM Ha JPYroil s3bIK, KOMMEHTApUSIMH U IIPUMEPaMHU.

3ananue:

CocraBuTh rioccapuii o Teme «CiyxkeOHas u aenoBast koppecnonaeHuus» (ot 20 go 40 cios
— TEPMHUHOB)

CamocrosrenbHas padora Ne 22

HaunmenoBanme: J[aTh MIChbMEHHBIE OTBETHI HA BOPOCHI

eanb padoThI: OCYIIECTBUTh KOHTPOJIb OOYUEHHS, TPOJOJDKATh CUCTEMATH3allMI0 3HAHUM, BBIIBUTH
YpOBEHb YCBOEHUS MaTepuana, COPMUPOBAHHOCTH YMEHUN U HABBIKOB

MarepuajibHO-TeXHHYECKOe oOecredyeHue: TeTpaab, pyuka, [IK, koHCmeKThl Jiekiuii, AOCTyn B
WHTEPHET, METOIUYECKHE PEKOMEH IAIUH

3amanmue:

[TuceMeHHO OTBETHTE HAa BOIPOCHI, UCTIOJIB3YS TEOPETUUECKUI MaTepUal.

1. KaxoBsl pa3nuuus B 0popMIIeHUN PEKBU3UTOB B McbMe BHYTpH Poccuu cormacHo 'OCT P 7.0.97

— 2016 u B MeXIyHapOJHOM NUCbME coryiacHo ctanaapram MCO?

2. Kakue CymecTByIOT PEKBM3UTHI MEXKJIyHapoAHOro mnuchbma? Pacckaxure o mpaBuiax HX

o(opMIICHHS U PACTIOIOKEHUS Ha OJIaHKe MUChMa.

3. B ueM cocToAT OCHOBHBIE PEKOMEH/IAINH 110 COCTABJICHUIO TEKCTOB MEXKIYHAPOIHBIX MUCEM?
CamocrostensHas pabora Ne 23

HaunmenoBanue: CoCcTaBUTH FJ'IOCCE[pPIfI o TeCMC pasjciia.
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Leasb paGoThl: OCYIIECTBUTh KOHTPOJIb O0Yy4EHUS, MTPOJAOJDKUTh CUCTEMATH3AIMI0 3HAHUMN, BBISIBUThH

YPOBEHb YCBOCHHSI MaTepHuaiia, c(opMUpOBAaHHOCTH YMEHHUI U HAaBBIKOB

MarepuajbHO-TeXHH4YeCKOe olOecrnedyeHue: Terpaab, pyuka, IIK, koHCHmeKThl nekuuii, A0oCcTyn B

UHTEPHET, METOJUYECKUE PEKOMEHIALIUU

Cnpasouno: I'noccapuii (yiat. glossarium «coOpaHue TJI0CC») — CIOBaph Y3KOCHEIHATN3UPOBAHHBIX

TEPMHUHOB B Kakoi-nOO OTpaciu 3HAHUUA C TOJIKOBAHUEM, WHOTJA MEpPEBOJOM Ha JPYrou A3bIK,

KOMMEHTapUsIMH U IPUMEPaMH.

3ananmue:

CocraBuTh riaoccapuii o reme «MexayHapoaHas nepenucka.» (ot 20 1o 40 cioB — TEpMUHOB)
CamocrostensHas pabora Ne 24

HaumenoBanue: /[aTb NMCbMEHHBIE OTBETHI HA BOITPOCHI
eanb padoThI: OCYIIECTBUTh KOHTPOJIh OOYUEHHS, TPOJOJDKATh CUCTEMATH3AIIMI0 3HAHUM, BBIIBUTH
YpOBEHb YCBOCHHS MaTepuaia, CGOPMUPOBAHHOCTH YMEHHUM 1 HABBHIKOB
MarepuajbHO-TeXHH4YeCKOe olOecredyeHue: Terpanb, pyuka, IIK, xoHcmekTsl neknuii, aocTyn B
WHTEPHET, METOIUYECKHE PEKOMEH IallUuN
3aganue:
[TncbMeHHO OTBETHTE HA BOIIPOCHI:
1. UTo Takoe JOKyMEHTOO0OpOT?
2. Kakne moToku JOKyMEHTOB 00pa3yroT JOKYMEHTOO00pOT?
3. KakoB BHJIOBO¥ COCTaB IOKYMEHTOB, 00Pa3yOIUX JOKYyMEHTOO00POT?
4. KakoBbI ATaIbl IBIKCHUSI IOKYMEHTOB B paMKax JIOKyMEHTO0OopoTa?
5. KakoB nops1ok 06paboTKH MOCTyNaronieil KoppecnoHAeHIINN?
6. Jlns yero He0OX0IMMO TIPEIBAPUTEILHOE PACCMOTPEHNE JOKYMEHTOB U KAaKOB €ro MOPSA0K?
7. KakoB NopsiI0K pacCCMOTPEHUSI JOKYMEHTOB pYKOBOAUTEIEM ?
8. KakoB nmopsok nepeaayu JOKYMEHTOB B CTPYKTYPHBIE OAPA3ACICHUS?
9. KakoB mopsiiok 00paboTKH OTIPaBIsEMOi KOPPECTTOHACHITUHN ?
10. Kak opranusyetcst paboTa UCIIOTHHUTEINS C JOKYMEHTaMH ?
11. B kakux 1emnsax BeaeTcs MoACYET YKcia MOJTYyYE€HHBIX U CO3/IJaHHBIX JOKYMEHTOB?
CamocrosrtensHas padora Ne 25

HanmenoBanue: l3ydyeHne NoJoKeHHUS O CIy)KOE JTOKYMEHTAIIMOHHOTO OOECHEeUYeHHUs YIPaBICHUS,

MHCTPYKIHS 1O JTOKYMEHTAIIHOHHOMY 00ECIICUEeHHIO YITPABIICHUSI.

Hesab padoThl: OCYIIECTBUTH KOHTPOJb OOY4CHHUS, TIPOJODKUTH CHCTEMATH3ALNIO 3HAHU, BBISBUTDH

YPOBEHb YCBOCHHS MaTepuaia, ChOPMHUPOBAHHOCTH YMEHHU 1 HABBIKOB

MarepunajabHoO-TeXHHYEeCKOe o0ecrmeveHue: TeTpaab, pydka, [IK, KOHCIEKTHI JieKuii, AOCTyHn B

MHTEPHET, METOINYECKHE PEKOMEHIAIHH.

3amanmue:

1. Uzyunte mnpuMmepHOE NOJOXKEHHE O CIYX0e JTOKYMEHTAllMOHHOTO OOECIeYeHUs YIpPaBICHHS,

COCTaBBTE CXEMY CTPYKTYPBI CITY>KOBI.

2. 3anuInTe OCHOBHBIE TPEOOBAHUS 110 JOKYMEHTAIMOHHOMY 00€CIICUEHUIO YIIPaBICHHUS.
CamocrostenbHas pabora Ne 26

HaumenoBanue: CocraBieHue KoHcekTa mno Teme: «HopMupoBaHHE TOKYMEHTAllMOHHBIX paboT
CITY’KOBbI TOKYyMEHTAIIMOHHOTO 00ecIieueHus YIpaBICHUs»

Ieanb paGoThl: OCYIIECTBUTh KOHTPOJIb OOYyUEHUS, MPOJODKUTh CUCTEMATH3AIMI0 3HAHUMN, BBISIBUTh
YPOBEHb YCBOCHMS MaTepualia, cOpMUPOBAHHOCTH YMEHHUM U HABBIKOB

MarepuajbHO-TeXHHYeCKOe ofecreyeHue: TeTpaab, pyuka, [IK, ydeOHHMK, TOCTylm B WHTEpHET,
METONYECKUE PEKOMEHJAINH

Meroanveckue peKOMeHIAlUuU:
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KoHcnekT - 370 KpaTkoe MOCIe0BaTEeIbHOE U3JI0KEHUE COJEP)KAHMS CTaThbH, KHUTH, JeKIuu. Ero
OCHOBY COCTaBJISIOT IUJIaH TE3UChI, BBIMUCKU, LUTaThl. KOHCIEKT, B OTIMYHE OT TE3UCOB
BOCIIPOU3BO/ISAT HE TOJIBKO MBICIIM OpUTHMHAja, HO U CBSI3b MEXK]ly HUMHU. B KOHCIIEKTE OTpa)xkaeTcsi He
TOJIBKO TO, O YeM FOBOPHUTCS B pab0OTEe, HO U UTO YTBEPKAACTCS, U KaK JJOKa3bIBACTCS.

B oTnuuue oT TE3MCOB M BHIMUCOK, KOHCIEKTHI MPU 00sA3aTEIIbHOW KPATKOCTH COJEPKAT HE TOJIBKO
OCHOBHBIC ITOJIOKCHHS U BBIBOJIBI, HO U (DAKTHI, M TOKA3aTEIbCTBA, U TIPUMEPHI, M HIUTFOCTPAIUH.

THIIBI KOHCIIEKTOB:

1. IlmaHoBEIH.

2. TekcTyanbHBIMH.

3. CBOOOIHEBIMN.

4. TeMaTHYECKHIA.

Kparkas xapakrepuctruka TUTIOB KOHCIIEKTOB:

1. IlnaHOBBI KOHCHEKT: SBISAACH CXKAThM, B (opMme IJIaHa, MEpecKa3oM MPOYUTAHHOTO, 3TOT
KOHCTIEKT — OJIMH M3 HauboJjiee LEHHBIX, MOMOTAET JIYYIlle YCBOUTh MaTEpHall €lle B MPOIIECCE €ro
n3ydeHus. OH yUuT MOCJIEA0BATEIBHO U YETKO M3J1araTh CBOM MBICIIH, pabOTaTh HAJl KHUTOM, 00001Ias
cojiepxkanue ee B GOpPMYITHPOBKaxX MiaHa. Takoil KOHCIEKT KPaToK, MPOCT U sICEH MO CBOeH (dopme.
DTO JenaeT ero HEe3aMEHHMBIM TocOoOMeM TIpH OBICTPOW TMOATOTOBKE JOKJIa/Aa, BBICTYIUICHUS.
HenmocrtaTok: mo mpoIrecTBUM BpPEeMEHHM C MOMEHTAa HAIlMCAHHS TPYJHO BOCCTAHOBUTH B TAMSITH
COJIepKaHNEe UCTOYHUKA.

2. TekcTyaabHbII KOHCHEKT — 3TO KOHCIIEKT, CO3/IaHHBI B OCHOBHOM W3 OTPBIBKOB IMOJIJIMHHUKA —
UATAT. DTO MPEKPACHBIA MCTOYHUK JIOCIOBHBIX BBICKA3BIBAHHI aBTOpA M MPUBOJUMBIX UM (DaKTOB.
TexcTyalbHBIM KOHCIIEKT HCIIOJB3YETCS JIMTEIbHOE BpeMs. Henocrtatok: He akTHBU3HPYET PE3KO
BHHMAaHHE U MaMSTh.

3. CB00OOAHBINH KOHCHEKT MPECTABISET COO0N COYeTaHHE BBIMUCOK, IIUTAT, HHOTJA TE3UCOB, YaCTh
€ro TeKCTa MOXKET OBITh CHaO)KeHA IUIaHOM. DTO HanboJjiee MOJTHOIEHHEIH BU KOHCIIEKTA.

4, TemaTuvyeckHii KOHCNEKT JaeT OoJiee WIM MEHEe HMCUCPIBIBAIOIINK OTBET Ha IOCTaBIICHHBIN
Borpoc TeMmbl. COCTaBJIICHHE TEMAaTHYECKOTO KOHCIEKTa YYHT paboTaTh HaJ TEMOW, BCECTOPOHHE
00yMBIBasl €€, aHATU3UPYS PA3TMYHbIC TOYKH 3PEHUS HA OJWH U TOT XK€ BOMpOC. Takum oOpazom,
ATOT KOHCHEKT obJierdaer paboTy Ha/l TEMOU P YCIOBUHU MCIIOJIb30BaHUS HECKOJIBKHX HCTOYHHKOB.
5. KoHcnekT-cxema

Y100HO TOJIb30BaThCSA CXEMAaTHUYHOW 3almuchio MpodyuTaHHOrO. COCTaBJIICHHE KOHCIICKTOB-CXEM
CIIY)KUT HE TOJBKO JUIS 3allOMMHAHHUS Marepuana. Takas padoTa CTaHOBHUTCS CPEJACTBOM Pa3BUTHS
CIIOCOOHOCTH BBIJICTISITH CaMO€ TJIaBHOE, CYIIIECTBEHHOE B ydyeOHOM MaTepualie, KiacCu(UIMpoBaTh
nHpOpMauIo.

Haubonee pacnpocTpaHeHHBIMH SIBJISIOTCS CXEMbI THIA 'TeHeajoruyeckoe aepeBo" u "maydok". B
cXeMe 'TeHeaJornyecKoe AepeBO’ BBIACISIOT OCHOBHBIE COCTABJIAIONIME 0OJIee CIIOKHOTO TOHSTHS,
KIIFOYEBBIE CIIOBA W T. 1. M PACIOJIaraloTcs B MOCIEA0BATENBHOCTH "CBEpXy - BHHM3" - OT OOIIEro
MOHATHS K €0 YaCTHBIM COCTAaBJISIOIINM.

B cxeme "may4yok" 3amuchIBaeTCsi Ha3BaHHWE TEMbl WJIM BOIPOCA U 3AKIIOYAETCS B OBaJl, KOTOPBIH
cocTapJiseT "Teno naydka'. 3aTeM HYKHO IIPOJyMaTh, KAKME U3 BXOJAIIUX B TEMY NOHSATUHN SBIISIOTCS
OCHOBHBIMH U 3aIHCaTh UX B CXEME TaK, UTO OHU 00pa3yroT "HOXKH mayka'". JlJis Toro 4To0bl yCHUIIUTh
€ro YCTOMYUBOCTh, HY)KHO MPUCOEANHUTH K KaXKI0H "HOXKKe" KITI0YeBbIe CIIOBA WM (Ppasbl, KOTOPbIE
CIIy’aT OTIOPOH 7Sl aMSTH.

Cxembl MOTYT OBITH MPOCTHIMH, B KOTOPBIX 3alUCBHIBAIOTCS CaMble OCHOBHBIE MOHSITHS 0€3
oObsicHeHuil. Takas cxemMa WHCHONB3yeTCs, €CIAM MaTepuaid He BBI3bIBACT 3aTPYAHEHUH MpHU
BOCITpOU3BeIeHUH. JIeHCTBUS MPU COCTABIEHUH KOHCIIEKTA - CXEMbI MOTYT ObITh TAKHMHU:
1.ITonGepute GaxThl 11 COCTABICHUSI CXEMBI.

2.Beienure cpeid HUX OCHOBHBIE, 00IIIe TIOHATHSI.

3. OmpenenuTte KIOYEBbIE CIOBA, (Ppa3bl, MOMOTAIOIINE PACKPHITH CYTh OCHOBHOTO MOHSITHSL.
4.Crpynmnupyite ¢akThl B JIOTHYECKOH MOCIEI0BATETLHOCTH.

20



5.JlaliTe Ha3BaHUE BBIJCIICHHBIM IPYIIIAM.

6. 3anoaHUTE CXEMY JIaHHBIMH.

AJITOPUTM COCTABJICHUS KOHCIIEKTA:

Omnpenenure 1eb COCTABICHUS KOHCIIEKTA.

Uuras wm3ydaemblii Marepual, MNOAPA3JeIsIMTE €ro0 Ha OCHOBHBIE CMBICIIOBBIE YaCTH, BBIJICIANTE
IJIaBHbBIE MBICJIH, BHIBOJIBI.

Ecnu cocTaBinsieTcst miaH-KOHCIEKT, CPOPMYIIUPYHTE €ro MyHKTHI U ONPENENIUTE, YTO HIMEHHO CIIEIyeT
BKJIFOUUTH B IUIAH-KOHCHEKT JJIS1 PACKPBITUSI KAXKJIOTO U3 HUX.

Haubouee cymecTBeHHbIE MMOJI0KEHUS N3y4aeMOTo MaTepHaia (Te3UChl) MOCIEI0BATEIBHO W KPATKO
u3JlaraiiTe CBOMMH CJIOBaMH WM MPUBOANUTE B BUJE LIUTAT.

B KOHCHEKT BKIIOYAIOTCS HE TOJIBKO OCHOBHBIC MOJIOKEHHS, HO W OOOCHOBBIBAIOIINE WX BBIBOJHI,
KOHKpeTHbIE (PaKThl ¥ IpUMeEpHI (0€3 O IPOOHOT0 OIIMCAHHUS).

CocraBisisi KOHCIIEKT, MOXHO OTJEJIbHbIE CJIOBa M LEJble MPEAJIOKEHUS NHCAaTh COKPAIIEHHO,
BBIIIUCBIBATH TOJBKO KIIOYEBBIE CIIOBA, BMECTO LIMUTUPOBAHUS JENIaTh JIUIIb CCHUIKM HAa CTPAHUIIBI
KOHCIIEKTUPYEMOU pabOThl, IPUMEHATDH YCIOBHbIE 0003HAUYEHHUS.

UtoOBbI (popma KOHCHEKTa Kak MOXKHO OoJjiee HarjisaHO OTpakajia €ro CoJepXaHue, pacrojaraiTe
ab3anpl "cryneHbkaMu" MOJOOHO NyHKTaM M TMOJNYHKTaM IjlaHa, NPUMEHSANHTE pa3HOOOpa3HbIe
CHoCco0bI MO TUEPKUBAHUS, UCTIONB3YITE KapaHAAIIU U PyYKH Pa3HOTO IIBETA.

CobcTBeHHbIE KOMMEHTAPHUH, BOIIPOCHL, pa3AyMbs paclojaraiTe Ha MOJIsX.

[IpaBuia KOHCIEKTUPOBAHHUS:

JJ1 rpaMOTHOTO HAaNMCaHUs KOHCIIEKTa He00X0IMMO:

1. 3anucarb Ha3BaHHE KOHCIEKTUPYEMOTO MPOU3BECHHUS (UM €T0 YaCTH) U €r0 BBIXOIHBIE JJaHHbIE.
2. OCMBICIUTH OCHOBHOE COJIEpKaHHME TEKCTA, IBAXK bl IPOYUTAB €TO.

3. CocTaBuThb IJIaH - OCHOBY KOHCIIEKTA.

4. KoHcniekTupysl, OCTaBUTh MECTO (IIMPOKUE MOJIsA) Ul JONOIHEHUH, 3aMETOK, 3allCH HE3HAKOMBIX
TEPMUHOB U UMEH, TPEOYIOILUX Pa3bsICHEHU.

5. TloMHHTB, YTO B KOHCIIEKTE OTAEIbHBIC (hpa3bl M Jaxke OTIEJIbHBIE CJIOBA UMEIOT Oojiee BaKHOE
3Ha4YeHHUE, YeM B I10JIPOOHOM M3JI0KEHHH.

6. 3anuch BECTU CBOMMM CJIOBAaMH, 3TO CIIOCOOCTBYET JIy4LIEMY OCMBICIEHHIO TEKCTA.

7. IlpuMeHsTH ONpe/ieIEeHHY0 CUCTEMY [TOIUEPKHUBAHUS, COKPALLIEHUH, YCIOBHBIX 0003HAUCHUH.

8. CobmroaTh npaBuia LUTUPOBAHMS - LIUTATY 3aKII0YATh B KaBBIYKH, J1aBaTh CCbUIKY Ha MCTOYHUK C
YKa3aHHUEM CTPAaHHULIBIL.

9. Hayuurech 110s1630BaThCsl LIBETOM J1JIs1 BBIICJIEHUS TEX WIIM MHBIX MH(POPMATUBHBIX y3JIOB B TEKCTE.
VY Kax1oro nBera JOJKHO OBbITh CTPOrO OJHO3HAYHOE, 3apaHee MpPeAyCMOTPEHHOE Ha3HayeHHE.
Hanpumep, ecnu Bl I0JIb3yeTeCh CHHUMH YE€PHWIAMH JUIS 3aIIACH KOHCIIEKTA, TO: KPACHBIM LIBETOM -
[OJYEepKUBAlTEe Ha3BaHUS TEM, MHUUIMTE HauOoJiee BaXKHbIE (OPMYIIbI; YEPHBIM - IOJYEPKUBANTE
3aroJIOBKM MOJTeM, naparpados, U T.J.; 3€JI€HbIM - JIeJIaiiTe BBIMUCKU LIUTAT, HyMepyiuTe (GpopMyisl U
T.4. s BeIIECHUS OOJIBIION YaCTH TEKCTa UCIIOIb3YETCs] OTYEPKUBAHMUE.

10. Yuurech KnaccupuUIUpOBATh 3HAHMS, T.€. PACHPEAEIATh UX 110 TpynnaM, naparpadam, riaBam u
T.A4. Jus pacnpeneneHus MOKHO I0JIb30BaTbCs OYKBEHHBIMH OOO3HAUEHMSIMH, PYCCKUMH MU
JATUHCKUMH, a TaKKe [U(PpamMH, a MOXKHO UX COBMEIATh.

ITpy KOHCTIEKTHPOBAHUM HYXHO HOJIB30BATHCSA O(POPMHUTETBCKUMH CPEICTBAMHU:

1. [lenatp B TEKCTE KOHCIIEKTA MOAYEPKUBAHUS

2. Ha nmosnsix TeTpaau OTYEPKUBAHUS, HAIIPUMED, BEPTUKAJIBHBIE

3. 3aKro4aTh OCHOBHBIE ITOHATHS, 3aKOHBI, IPABUJIA U T. II. B PaMKH.

4. Tlonb30BaThCsl IPH 3aIMCH PA3IUYHBIMH LIBETAMHU.

5. Ilucate pa3HbIMHU MIPUPTAMU.

6. CtpaHu1pl TETPAIH ISl KOHCIIEKTOB MOKHO MPOHYMEPOBATh U C/IENATh OrJIaBJICHHUE.

21



3aganme: CocTaBUTh CBOOOJHBIM KOHCHEKT 1o TeMe: «HopMupoBaHHe TOKYMEHTAIIMOHHBIX paboT
ciykObl JTOKyMEHTAI[MOHHOTO oOecrieueHus ynpasiaeHus» https://urait.ru/viewer/dokumentirovanie-
upravlencheskoy-deyatelnosti-523610#page/243

CamocrosrensHas padora Ne 27

HaunmenoBanme: CocTaBUTH TJIOCCAPUI TIO TEME pa3fena.
Heap paGoThl: OCYIIECTBUTh KOHTPOJIb OOYYCHHUS, MMPOIOJDKUTH CHCTEMATHU3AIMI0 3HAHUH, BBISBHTH
YPOBEHb YCBOCHUS MaTepuaia, chOpMHUPOBAHHOCTH YMEHUI M HABBIKOB
MarepuajbHO-TeXHHYeCKOe olOecrmedyeHue: Terpanb, pyuka, IIK, xoHcmekTbl nexkuuii, moctyn B
WHTEPHET, METOJUYCCKUE PEKOMCHIAITUN
Cnpasouno: I'noccapuii (nar. glossarium «coOpaHUe TIIOCC») — CIOBAPh Y3KOCTICIIUATN3NPOBAHHBIX
TEPMHUHOB B KaKOW-JIMOO OTpaciM 3HAHUH C TOJKOBAHWEM, WHOT/IA TIEPEBOJIOM Ha JPYroil S3bIK,
KOMMEHTApHUSIMH U TIPUMEPaMH.
3aganue:
CocraBuTh rioccapuit no teme «Opranuzanus TeKylen padoTsl ¢ JokymeHTaMu.» (ot 20 no 40 cios
— TEPMUHOB)

CamocrositenpHas pabora Ne 28
HaumenoBanue: Pa3zpaboTaTh NMaMATKH PETUCTPAIMA M KOHTPOJIS WCHOJHEHHS JTOKYMEHTOB B
3aBUCHUMOCTH OT (DOPMBI ydeTa.
eanb padoThI: OCYIIECTBUTh KOHTPOJb OOYUEHHS, TPOOJDKATh CUCTEMATH3aIIMI0 3HAHUM, BBIIBUTH
YPOBEHb YCBOCHUS MaTepraia, c(hopMHUPOBAaHHOCTH YMEHHUI M HABBIKOB
MarepuajbHo-Texnnueckoe ooecneuenue: [IK, KoHCMEKTHI JEKIWH, IOCTYIT B HMHTEPHET,
METOIMYECKUE PEKOMEHIANN
Metoanyeckue peKoMeHIAlUuU:
byknerom mnpuHATO Ha3pBaTh JHCT Oymaru A4 CIIOKEHHBIH B JBa pa3a. bByKJIeTsl MoOTryT
WCIO0JIb30BaThCA JUIsl MHGOPMUPOBAHUS KIMEHTOB WJIM COTPYAHUKOB KOMIAHMUA O MPOAYKIUHU HWIH
3aIUTAHUPOBAHHOM MepOnpHUATHH. J[Ji1 TOro 4ToObI MPOQPECCHOHANBHO cleiaTh OYKIET HEOOXOIUMBI
CHelHalbHble MPOTpaMMbl M HaBBIKM JU3aifHEpa, HO MPOCTYI0 BEpPCHIO OyKJieTa BIIOJHE MOKHO
c/ienaTh MpY MOMOIIM 0OBIYHOTO TEKCTOBOTO penakropa Word 1 MUHUMAaNbHBIX HAaBBIKOB.
[ITar Ne 1. CMeHUTE OPHUEHTALMIO CTPAHUIBI Ha adbOOMHYI0. [ TOro 4roOwl caenaTh OYKJIET B
Bopae cHayana HeoOXOIMMO CMEHHTh OPHEHTALMIO CTPAHUIIBl C KHIDKHOM Ha albOOMHYI0. JTO
JieNiaeTcsl Ak TOTO YTOOb! ObliIa BO3MOXKHOCTh HaOUpaTh TEKCT BAOJb JucTa. i 3Toro nepeiiaure Ha
BKIagKy «Pa3MeTka CTpaHULb», HaXXMUTE HAa KHONKY «OpueHTauus» U BbIOEpUTE BapuUaHT
«AnbO0MHas».

m [nasHag Bcraska PazmeTka cTpaHuysl Ccbnky Paccainkmn PeyeHsvpoBaHue

A 1 M N3 i Y= Paspbisti * A Mognoxka v
Aa S | ) ; <
' = §;,_1 Homepa crpok ~ \27_] LIBeT cTpaHuubl ~
Tembl — Mona |OpuedTaums Pasmep KOaoHKM s .
v v - v v v bc PacCcTaHOBKa NEPEHOCOB * J Fparuupl cTpaHuy,

Tembt Dbl CTPaHWUb!

L:] o 1 KHuxHan R S T

‘ _"‘] Ane6oOMHaR ‘

[dar Ne 2. YMeHbIIuTe OTCTYNBI OT Kpas aucTa. Jlanpiie He0OX0AUMO YMEHBIIUTH OTCTYIBI OT Kpast
mucta. Ecnm aToro He cnenath, To Oykier OyneT oOpamiieH B OOJBIIYIO OENYI0 paMmKy, U 3TO OyIeT
BBITIIAZIETh HE OUYEHb NpuBIeKaTenbHO. [loaTOMy Ha TO#l ke BKiIanke «Pa3meTka CTpaHUIBD
HaxxuMmaeM Ha KHOTKY «[loms» u BeiOupaeM BapuaHT «Y3kue». [Ipu BeiOOpe qaHHOTO BapuaHTa OyayT
WCIO0JIb30BaThCA TOJIS pa3MepoM B 1.27 caHTUMETpa ¢ KaXKJ0M CTOPOHEI.

DoH cTpaHnutl
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FnaeHas Bcraska | PasmeTra crpaHuLbl I Ccainkn Pacceinkm

' B | E: 3 I—_ﬁ —=| ¥=Paspbisni~

L v Ir._ I % == ;:E Ho"epa apox -

Temet fﬂﬁmz Opuentayns Pasmep KonoHkw B

- v ~ER v - v bc PaccraHoBKa NepeHoCoE ™
Temst MocneaHee NOMBL3IOBATENBCKOE SHAUEHNE £
?-\a? BepxHee: 2em HuxHee: 2cm e

L NeBoe; 3em MNpasoe: 1,5 cm
O6biyHbIE
BepxHee: 2 HuxkHee: 2cm
Nesoe: 3 m MNpasoe: 1.5

- Bepxree: 1,27 em

= fesoe: 1,27 oM

- Cpeanne T I

~ BepxHee: 2,54 tm HuxkHee: 2,54 m

= Nesoe: 1,91 tm MNMpasoe: 1,91 tm

m

o Wupokune

5 BepxHee: 2,54 tm HuxHee: 2,54 tm

- JNegoe: 5,08 cm Mpasoe: 5,08 ¢m

= 3epKanbHoe

X ” i | l BepxHee: 2,54 tm HuxHee: 2,54 m

= = BHyTpeHHee: 3,18 m BHewWwHee: 2,54 m

= Hactpansaembie nons

i ¥

=

:_ Hacrpaweaemeie nong...

OOb1uHO moJst pazmepoM B 1.27 caHTHMETpa OTIMYHO MOAXOJAT JUIsl co3lanus Oykieros. Ho, eciu
XOTHTE €llle MeHbLINE I10JIs1 TO BhIOepuTe BapuaHT «HacTpanBaemsbie OIS,
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DI FnasHan Bcraska ‘ PasmeTka cTpaHuusl I Ceuinkn Pacceunkm

i 5 [E S
llllll @ — J == ;El:a Houepa crpo‘ -
Tembl Mona |Opuentauus Pasmep KonoHnkn
v @v v v v - be PacCTaHOBKa NEPEeHOCOE ~
Temb MNocnegree NONb30BaTENbCKOE SHaAYEHNE
% BepxHee: 2 HuxkHee! 2m
= Neeoe: Im Mpasae: 1,5 M
O6biuHble
BepxHee: 2 M HuxHee: 2
Nesoe: 3m Mpasoe: 1,5m
- frﬂepxaw 1,27 em Hioknee: 1,27 am
b Nesoe: 1,27 etm Mpagoe: 1,27 em
~ Cpentine
= BepxHee: 2,54 tm HuxHee: 2,54 tm
= Nesoe: 1,91 cm Mpasoe: 1,91 tm
™
= Wupokwne
< BepxHee: 2,54 cm HukHee! 2,54 cm
- Jllesoe: 5,08 cm Mpasoe: 5,08 cm
0 3epkanbHoe
2 BepxHee: 2,54 tm HwxHee: 2,54 cm
5 BHyTpeHHee: 3,18 cm BHewHee: 2,54 tm
= Hacrpavsaembie nona
i e
<
T Hacrpaveaemeie noas...

ITocne aroro nosiButcst okHO «llapaMeTpsl cTpaHHLIBI» B KOTOPOM BBl CMOJKETE BBICTABUTH HY)KHbBIE
pa3Mepsl MOJIEN A KaXKI0W CTOPOHBI JIUCTA.
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TMapametpel cTpaHnLbl ? X

Mons Pasmep ByMaru  WcTourmk Bymarn

Mons
BepxHee: 11,27 = HiokHee: 1,27 b
Nesoe: (1,27 n = Mpasoe: 1,27 5
Mepenner: 0 ™ "':"» [onoxeHne nepenneTa: Cnesa ad
OpueHTaus
KHIokHas  anbbomHas
CTpaHuLs!
HECKONBKO CTPEHMLL: OBbI4HBN v
Obpasey

MpuMeHUTL: | KO BCEMY AOKYMEHTY |V

(o ymon4aHuio OTmeHa

[ITar Ne 3. Paszmenute smct Oymarn Ha Tpu KoJIOHKH. [locime Toro, kak Bbl HACTPOWIIM IIOJIS,
HEO0OXOIMMO pa3feNuTh JUCT Oymaru Ha Tpu dvacTtu. Jlyis 3TOoro Ha ToH ke Bkiagke «Pasmerka
CTpaHUIbl» Ha)KMMaeM Ha KHOTIKY «KonoHku» 1 BeiOMpaeM BapuaHT «Tpm».

[nasHas Bcraska PasmeTka CTpaHuLel Cebinkn Pacceinku

Mona Opwuentayua Pasmep KonoHku|
v - v ’ v | ¥ Paccraroska MepeHocos *

=
*=, Paspuisbi ~

¥ Homepa crpok ~

Cnpasa

Tembl Mapame N
E] |1---E-|-1...:- EI Qana EENEEE
= T L _J | T ||
A
o
W]

EE  /pyrue KONOHKM..,

-l
ITocne sToro nuct Oymaru OyzAeT pa3zesieH Ha TpU YacTH. Bbl cMokeTe 3aMeTUTh 3TO N0 U3MEHEHUIO
JMHEWKHU HaJ JIMCTOM. HEOOXOJMMO OTMETHTbh, UYTO HEpPeXo] Ha BTOPYIO KOJOHKY OylIeT BO3MOXKEH
TOJIBKO TIOCJI€ TOTO, KaK IepBasi OyleT 3amojHeHa TeKcToM. [l Toro 4roObl pemuTh 3Ty npodiemy
MOJKEeTe NMPOCTO HaXKaTh Ha KJaBuIlly Enter ¥ 3aMOJHUTH CTpaHUILy OOJIBIINM KOJTUYECTBOM MEPEHOCOB
crpoku. Hlar Ne 4. Hacrpoiite paznmenurtens U JApyrue mnapaMmerpbl Oykiera. Eciam  ects
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HEOOXO/MMOCTh, TO BBl MOXKETE JOOABHTH pA3ICIUTEIh MEXIY KOJOHKAMHU CHCIAHHOTO BaMH
Oyxiera. [{ns 3Toro cHoBa HaXXMHUTE Ha KHONIKY «KOJIOHKNM» 1 BBIOEpUTE BapHaHT «Jpyrue KOJIOHKIY.

m [nasHag Bcraska PasmeTka CcTpaHmubl Cepinen Paccainku

0 = OlEk

‘ \ l*F':, PazpeiBel ~
| —— N 1

¥} Homepa crpok ~
Tembl Mona OpuexTauus Pasmep |KonoHKu
( -

v

- v - v |pE~ PaccTaHOBKa NEPEHOCOB ¥

"

Temel Mapame|| 1

o] T S S || Oana O P
J e AN N

i [} ~ | v

I

==| Aee

3

e | === Tem
Cneea

Cnpasa

Apyrue KoAoOHKM..,

-

[Tocne storo mosiBUTCS HEOONBIIOE OKHO C HAcTpoWkamMu Oykiera. 3/1ech HEOOXOIUMO TPOCTO
YCTaHOBHUTHh OTMETKY HampoTUB (QyHKIHMH «Pa3aenuTensy. He0OXOAUMO OTMETHTh, YTO Pa3IeIUTENb

MOSIBJISIETCSI TOJIBKO B TOM CITydae, €CIIM BCE KOJIOHKH OyKJIeTa 3aIloJIHEHBl TEKCTOM JI0 KOoHIa. [Toka
OYKJIET IYCT, pa3AeiuTeIh HE OTOOpaKaeTCsl.

Konorku ? X

Tun

OpaHa Ose Tpu Cnesa Cnpasa
Yucno KonoHok: (3 5 PaspenuTtens I
LLiMpMHa 11 NPOMEXYTOK Obpasey,
HOMED! WMPUHE: NPOMEXYTOK:
8,2 |3 1,25 [

4%

~ " -~ | 3
18,22 = 1,25

ik

e a
2.7 A
10,22 CM -

KOMOHKM 0AVHAKOE0M WMPUHE!

MPMMEHHTE: | KO BCEMY AOKYMEHTY | ™ | HoBaR KONoHKS

o

Taxxke B okHe «KOIOHKI» MOKHO HAaCTPOUTH IHUPUHY KOJIOHOK 6YKJ'ICT3. " IPOMEIKYTOK MCKIAY HUMU.
HpI/I HCO6XOI[I/IMOCTI/I MOXKHO Ja>XX€ CACIaTh KOJIOHKH pa3H01"4 MU PUHBI. I[J'IH 9TOro HCO6XO)II/IMO CHATH

OTMCTKY HaIIpOTHUB q)YHKI_II/II/I «Konmonku OJIMHAKOBOM IOAPUHBD) U 3a0aTb 3HAYCHHUC HIWPUHBI JJIA
KaXJ0M KOJIOHKH BPYYHYIO.

26



KonoHkn ? X

Tun
OnHa Tpn Cnesa Cnpasa
Unucno KonoHok: |3 15 Paspenutens
LLMpMHa 1 NPOMEXYTOK QObpaszey
HOMED: LWMpUHa! NPOMEXYTOK:

[2 ]

= T -
3 8,22 M v -

KONOHKIM 0AWHEKOBOM WpMHB!

[ ] s22en [ (1250

3
4

2 = 1,25¢tm

n

o0

13

anMEHMTQ: KO BCEMY OOKYMEHTY N HOBaR KOnoHKa

Janee pa3meniaiiTe B KOJIOHKaX HEOOX0IMMYIO HH(OpMAIIHIO.
3ananmue:

Pa3paborate B Buje OyKJIETOB MaMATKH PETUCTPAllMd W KOHTPOJIS HUCIHOJHEHUS JIOKYMEHTOB B
3aBHCUMOCTH OT (POPMBI yueTa.

CamocrosrensHas padora Ne 29

HaumenoBanmue: CoCTaBUTH IJIOCCAPUI 10 TEME pa3ieiia.
Heap paGoTbl: OCYIIECTBUTH KOHTPOJIb 00Y4E€HHUS, MPOJIOJDKUTH CUCTEMATU3AlIMI0 3HAHU, BBISIBUTH
YpOBEHb YCBOEHHUS MaTepuaia, c(popMHUpOBAaHHOCTH YMEHUI 1 HABBIKOB
MarepuajibHO-TeXHHYECKOe olecmevyeHue: TeTpaab, pydka, [IK, KOHCHEKTHI JIeKIUH, AOCTyH B
MHTEPHET, METOJMYECKUE PEKOMEHIAIIUU
Cnpasouno: T'noccapuii (yiat. glossarium «coOpaHUe III0OCC») — CIOBAPh Y3KOCTICIUATH3UPOBAHHBIX
TEPMHUHOB B Kakoi-MuOO OTpaciu 3HAHUUA C TOJIKOBAHUEM, MHOTJA MEpPEBOJOM Ha JPYrou f3bIK,
KOMMEHTapUsIMH U TPUMEpaMH.
3aganue:
CocraBuTh rioccapuit mo treme «Opranuzanus TeKyle padoTsl ¢ fokymentamu.» (ot 20 no 40 cios
— TEPMHUHOB)

CamocrosarensHas padora Ne 30

HaumenoBanue: CocraBuTh mpe3eHTanuio 1o Teme «Opranuzauus paOoTbl ¢ OOpalieHUAMHU
IpaxkJIaH».

Ieanb paGoThl: OCYIIECTBUTh KOHTPOJIb OOYyUEHUS, MPOJODKUTh CUCTEMATH3AIMI0 3HAHUHN, BBIIBUTh
YPOBEHb YCBOCHMs MaTepHuaia, cGoOpMUPOBAaHHOCTH YMEHHUH U HABBIKOB

MarepuajbHO-TeXHH4YECKOe olOecrmedyeHue: Terpanp, pyuka, IIK, KoHCHIEKTHI nekuuil, HOCTyn B
MHTEPHET, METOJUYECKUE PEKOMEHTAlIUU

CocraBHble 4acTH Npe3eHTANNT

UroObl n00UTHCS kemaemMoro d¢p¢ekra, HYKHO YETKO IOHMMAaTh, 4YTO | KOIJla T'OBOPHUTH,
1 nokasbiBaTh. Kitaccuueckas cTpyKTypa Npe3eHTalMy BBITISIIUT Tak:

o TurynbHbIl cnaiin (TeMa, KOHTAKTHI, UH(OPMAIIMS O BBICTYIAIONIEM, O IIPOJIYKTE, YCIIyTe).

e Ornasnenue ((paKyabTaTUBHO).
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o Bgaezxenue (0 yeMm mpe3eHTaIys, LEIH, 33Ja4d. 3aUHTEpPECylTe CIIyIaTels, HoYeMy €My HYXHO
TPATUTh BPEMS Ha Balll JOKJIAM).
e OcHoBHas 4yacTh (Bcs HeoOxoauMmasi HWH(GOpMAIMA: MOXKET COACPKaTh HECKOJBKO pa3JIelioB,
T10 KEJIAHUIO aBTOPA).
e 3akiroYeHHUE.
o [lpunosxenue (0 KEIAHUIO).
o Cnacu6o 3a BHUMaHue (HE 3a0bIBaiiTe PO (PUHATBHBIN Claii 6J1aro1apHOCTH).
[TpaBwina oopMiIeHHS TPE3SHTAIUH
e OdopmursiiiTe Bce B 01HOM cTuiie. He cTouT «riepenpeiruBath» ¢ 0HOTO (oHa Ha npyroil. Creaure
3a COYETaeMOCTBIO I[BETOB, JOHA U HIPU(TOB.
e He ucnons3yiite cranmaptaeie mabmonsl odopmieHus PowerPoint. Jlydme camocTosTenbHO
nojobpars manutpy nBeroB. K mpumepy, Ha Piknik coOpansr Bce 6a3oBwie mBera, a Ha Color
LOoVvers MO>KHO HAalTH KaK YK€ TOTOBbIE TOJOOPKH OTTEHKOB, TaK M COCTABUTH X CAMHUM.
o Kak mMoxHO MeHbme cioB. HukTo He Oyaer 4uTarh OrpOMHBIE TECTOBBIE OJOKM Ha BECh CIIAMIL
Munanmym — 25-30-if xerenb, mpudt — yutabenbHbIA. M3Mensiite mpudt s BeIaeTEHUS ATAT
WM IpuMedanuil. Mcnoae3yiTe 3arooBKy.
o boube kapTuHOK
3ajganue:

CocrtaBuTh Mpe3eHTanuio 1o TeMe «Opranu3aiys padoThl ¢ 0OPAIICHUSIMH TPAXKTAH.

CamocrositensHas pabora Ne 31

HaumenoBanue: CooOuieHue Ha Temy «/lonoaHUTEIbHbIE JOKYMEHTHI, HEOOXO0MMbIE TIPU ITpHEME Ha
paboTy OTIEIBHBIX PO eCcCuii»

Heab paGoThl: OCYIIECTBUTH KOHTPOJIb 00Y4E€HHUS, MPOJIOJDKUTH CUCTEMATU3AlIMI0 3HAHU, BBISIBUTH
YpOBEHb YCBOEHUS MaTepuaia, copMHUPOBAaHHOCTH YMEHUI 1 HABBIKOB

MarepuajbHO-TeXHHYECKOe olecnmedyeHue: TeTpaab, pydka, [IK, KOHCHEKTHI JIeKIUW, AOCTyH B
MHTEPHET, METOMYECKUE PEKOMEHIAIIUU

Metoanyeckue peKoMeHIAIUuU:

CooOmieHue - 3To KpaTkoe U3JI0KEHUE, PU ITOM B EMKOM Gopme, repenaromiee sICHyI0 U YETKYIO CYTh
unpopmauuu. Ilumercs B ¢opme KpaTKoro MOKIaAa U HE HUMEET H3JIMIIHUX XYIO0>KECTBEHHBIX
000poTOB U cioBocoueTaHuil. OCHOBHAs 3a/jaua COOOIICHHs TOHECTH OTPEEeNIEHHYI0 HH(POpMAIHIO,
HE BBIXO/JS U3 PAMOK 33/IaHHOI TEMBI.

Odopmiienne cood1IeHUs

Hukoraa gaHHblil TUI COYMHEHMS HE ObIBAaeT rpoMo3AKUM. B oTiinyne OT KilacCMUYeCKUX COYMHEHMH,
TaKOW TEKCT HE JIOMYCKAeT AJTMHHBIX COOOLIEHUI ¢ KPAaCUBBIMHU, IPKUMU SIIUTETAMHU.

IMumem npaBuibHo. Odopmiisis coolIIeHne, Hy)KHO TIOMHUTD O CIIEIYIOIIEM:

e MooicHO ucnonb3068amuv 05 NPUNOIHCEHUS PUCYHKU U CXeMbl, eClU OHU OMHOCAMCS K meme;

e Buwidenume 2nasmyto unghopmayuro, u npocieoume, YmooOvl meKcm umesl YemKyro memamury,

e He ucnonv3yiime mepmMuHo8 u cios, Komopbule 8am He NOHAMHbL.

ITpu 3TOM OYEHb Ba)KHO XOPOIIO M3YYUTH 3aJlaHHYIO TEMY, IPOUYUTATh YYEOHYIO UM METOJUYECKYIO
TUTEPaTypy.

XKenatenpHo HCMONB30BaTh Ui pabOTBHl Cpa3y HECKOJIbKO HMCTOYHUKOB - 3TO TO3BOJIUT CAEIATh
COOOIIEeHNE TTOTHOIIEHHBIM U TTOJIHBIM.

ITopsinok padoTsI

e U3yuenue memvl, no0OOp 1umepamypul;

o TwamenvHoe uzyuenue mamepuanos ojis mo2o, 4moobvl He 0e1amy 1eMeHMaPHbIX OUUOOK;

e Bwidenume camoe 2nasHoe, 4mo OmMHOCUMCS K 3a0AHHOU meMamuxe;

e Cocmasbme noOpoOHbII NOIMANHBIU NIIAH COOOUeHUS,

o Hanuwwume no nynkmam niana cam mexkcm.
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Ecnu Tema coBeplIeHHO HE3HAKOMA, TO, BO3MOXKHO, OyJIEeT aKTyaJIbHBIM NPOKOHCYJIBTUPOBATHCS C
MIPEIo1aBaTeIeM.
Ecnmu motom mpuuercs 4uTaTh COOOIIEHHE B ayAUTOPUH Y JOCKH BCIYX, TO HYXHO XOpOLIO
MOJITOTOBUTKCS, U TIOCTAPATHCS HE MPOCTO MPOYUTATh C JIUCTA, a M0 MaMATH IepecKa3aTb OCHOBHYIO
CyThb TEKCTa, HWCHOJb3ysd AaKTUBHO I TOJYEPKHBAHMS OCHOBHBIX JAaHHBIX HIM LU(p 3apaHee
BBINMCAHHBIE HA JOCKY JaHHBIE.
IInan coobmenus
[Tman coobuiennst 0OBIYHO TOCTATOYHO MPOCT B CHITY PUPOIBI TAHHOTO TUIIA TEKCTA:
7. Bcmynnenue, 20e pacckasviéaemcsi OCHO8HASL MbICTb NO meme;
8. Ocnoenoii mexcm c pazmvluiieHuem Uiy OYUYUATbHLIMU U3YYEHHBIMU OAHHBIMU,
9. aknwuumenwvHaa wacme c 6b1600aMU NOCIe HANUCAHUS PAOOMbL.
3aBepuieHue
[To 3aBepuieHnn pa®oThl HaJl COOOLIEHUEM HYXXHO €ro MepeduTaTh, YTOObI M30aBUTHCSA OT JIMITHUX
SIUTETOB, CIIOKHBIX CIOBOCOYETAHHH M 00OPOTOB. DTO KaK pa3 TOT CIIydaid, KOTJa MOXKHO THCAaTh
KpaTKo U 10 CyTH, 0€3 OTIOJHUTEIBHBIX ONMCAHUN U KPACUBBIX CJIOB.
3aganue:
Hanmmcate cooOmenne Ha Temy: «JlOMOJHUTENbHBIE TOKYMEHTBI, HEOOXOIMMBIC TpU IpHeMe Ha
paboTy oTnenapHbIX podeccuit». JmuTeasHOCTh CO0Omenust 3-4 MUHYTHI.

CamocrostenpHas padora Ne 32

HaumenoBanue: [IucbMeHHO OTBETUTH Ha BOIIPOCHI.

eanb padoThI: OCYIIECTBUTh KOHTPOJIb OOY4EeHUS, TPOIOJDKUTh CHCTEMATH3alMI0 3HAHUM, BBISBUTH

YPOBEHB YCBOCHHS MaTepuaia, CHOPMUPOBAHHOCTH YMEHHUI 1 HAaBBIKOB

MarepuajbHO-TeXHHYECKOe olecnmedyeHue: TeTpaab, pydka, [IK, KOHCHEKTHI JIeKIUW, AOCTyN B

MHTEPHET, METOMYECKUE PEKOMEHIAIIUU

3ananmue:

[TuceMeHHO OTBETHTE HAa BOIPOCHI:

1. Uto monnMaetcs o 6€30MmacHOCTbI0 HH(OPMAIIMOHHBIX PeCypCOB?

2. Ilpu ocymiecTBICHUN KaKUX BUJIOB JeATENLHOCTH opMupyeTcs 1ieHHas nHpopmarus, Tpedyromias

3aIUThI?

3. Yro 3ampenieHo OTHOCUTH K HH(POPMAIMH OTPAaHHUYEHHOTO JToCTyra?

4. Kak OCyIIeCTBIISIFOTCSI BBISBIIEHHE M pPErJIaMEHTalusi COCTaBa KOH(HUACHUUATbHBIX CBEACHUNA U

JIOKYMEHTOB?

5. KakoB mopsiiok IOKyMEHTHPOBaHUS KOH(DHUICHITUATBLHBIX CBEICHUIA?

6. KakoB nopsiok paboThl HCIOTHUTENEH ¢ KOHDUICHIIMATEHBIMHU JOKYMEHTAMU U CBEICHUSIMU ?
CamocrosarenbHas pabota Ne 33

HaumenoBanue: CoctaBuTh riioccapuii o Teme paszena.
Ieanb paGoThl: OCYIIECTBUTh KOHTPOJIb OOy4EeHUs, IPOJAODKUTh CUCTEMATH3AMI0 3HAHUMN, BBIIBUTh
YPOBEHb YCBOCHMs MaTepuaia, c(GoOpMUPOBAaHHOCTH YMEHHUH U HABBIKOB
MarepuajbHO-TeXHHYeCKOe o0ecrmeveHue: TeTpaab, pyuka, 1K, KoHCmekTel nekiuii, noctyn B
UHTEPHET, METOANYECKHE PEKOMEHIAIH
Cnpasouno: I'noccapuii (y1at. glossarium «coOpaHue TJI0CC») — CIOBaph Y3KOCHEIHATN3UPOBAHHBIX
TEPMHUHOB B KaKOW-JIMOO OTpaciau 3HAHUHM C TOJKOBAHHWEM, WHOI/IA TEPEBOJIOM Ha JpYroil f3bIK,
KOMMEHTapHUsSIMHU U IPUMEPaMHU.
3aganne:
CocraButh rioccapuii mo Tteme «OcCOOEHHOCTHM OpraHU3allMK JIOKAJIBHBIX CHUCTEM palbOTHI C
nokymentamu.» (ot 20 10 40 cJI0B — TEPMHHOB)

CamocrostensHas pabora Ne 34
HaumenoBanue: [I1icbMEHHO OTBETUTH Ha BOIIPOCHI.
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Henap paGoThl: OCYLIECTBUTH KOHTPOJIb 00YUEHMSI, IPOJIOJDKUTh CUCTEMATHU3ALNI0 3HAHUH, BBISBUTH
YPOBEHb YCBOCHHSI MaTepHuaiia, c(opMUpOBAaHHOCTH YMEHHUI U HAaBBIKOB
MarepuajbHO-TeXHH4YeCKOe olOecrnedyeHue: Terpaab, pyuka, IIK, koHCHmeKThl nekuuii, A0oCcTyn B
UHTEPHET, METOJUYECKUE PEKOMEHIALIUU
3aganue:
[IuceMeHHO OTBETHTE HAa BOIPOCHI:

1. B 4eM coCTOUT OTIIMYHE JOKYMEHTAILHOTO (DOHa OpPraHU3aluy OT €€ APXUBHOTO (GoHaa?
2. Kak ocymectBisercss popMHUpPOBAHUE JEN?
3. B uem cocTosT 0co6eHHOCTH (GOPMUPOBAHUS J€JT OTJEIbHBIX PA3HOBUAHOCTEHN IPyM TOKYMEHTOB?
4. KakoB NOpsA0K COCTABJIEHUS 3ar0JIOBKOB €7 ?
5. UTo Takoe HOMEHKJIaTypa JIeJl U KaKOBO €€ Ha3HaueHue?

6. KakoB nopsiiok opopmiieHus U BE€ACHNUS HOMEHKIATYPHbI J1e1?

7. B yem cocTOUT Ha3HAYEHHE TUIIOBBIX U IPUMEPHBIX HOMEHKJIATYp Jen?

CamocrositensHas pabora Ne 35
HaumenoBanue: CocTaBieHHe MHCTPYKLIUU 110 OPTaHU3ALMU U MPOBEICHUIO IKCIEPTU3bI LIEHHOCTU
JOKYMEHTOB.
eanb padoThI: OCYIIECTBUTh KOHTPOJIh OOYUEHHS, TPOTOJDKATh CUCTEMATH3aIIMI0 3HAHUM, BBIIBUTH
YpOBEHb YCBOEHUS MaTepuaia, copMHUpPOBAaHHOCTH YMEHHUI 1 HABBIKOB
MarepuanbHo-TexHn4eckoe obOecneuenue: [IK, KOHCHIEKkTHl JeKUWi, [IOCTYII B HHTEPHET,
METOINYECKUE PEKOMEH AU
3ananmue:
OdopMUTH HHCTPYKIUIO IO OPTaHU3ALUHU U TPOBEICHUIO IKCIIEPTU3bI IEHHOCTH JIOKYMEHTOB.

CamocrosrensHas padota Ne 36
HaumenoBanmne: CoCTaBUTH IJIOCCAPUI 10 TEME pa3ieiia.
Heab paGoTbl: OCYIIECTBUTH KOHTPOJIb O0Y4EeHHUsI, IPOIOJDKUTh CUCTEMATHU3alllI0 3HAHU, BBISIBUTH
YpOBEHb YCBOEHUS MaTepuaia, c(opMHUpPOBAaHHOCTH YMEHHUI 1 HABBIKOB
MartepuajibHO-TeXHMYECKOe olecmedeHMe: TeTpaab, pydka, [IK, KOHCHEKTHI JIEKIUW, AOCTYH B
MHTEPHET, METOJMYECKUE PEKOMEHIAIIUU
Cnpaesouno: T'noccapuii (nar. glossarium «coOpaHue III0CC») — CIIOBAph Y3KOCICIHATH3HPOBAHHBIX
TEPMHUHOB B Kakoi-TuOO OTpaciu 3HAHUWA C TOJIKOBAHUEM, MHOTJA MEpPEBOJOM Ha JPYrou f3bIK,
KOMMEHTapUsSIMH U IPUMEPaMH.
3aganue:
CocraButh TiOCCapuii mo Tteme «CucTeMaTu3alldsg M OpraHu3alus OINEepaTUBHOTO XpaHEHUs
nokyMmeHToB.» (0T 20 10 40 ci10B — TEPMHHOB)

CamocrosarenbHas padora Ne 37
HaumenoBanue: [11icCbMEHHO OTBETUTH Ha BOIIPOCHI
Leanb paGoThl: OCYIIECTBUTh KOHTPOJIb OOYYCHHUS, TTPOJIOJDKUTh CUCTEMATH3AIMI0 3HAHUMN, BBISIBUTh
ypOBEHBb YCBOEHUS MaTepuana, chopMHUPOBAaHHOCTH YMEHHUI H HABBHIKOB
MarepuajibHO-TeXHHYECKOe oOecredyeHue: TeTpaab, pyuka, [IK, KoHCHeKTHI Jekiuii, AOCTyn B
WHTEPHET, METOJMYECKUE PEKOMEH IAIIUN
3ananmne:
[TuceMeHHO OTBETUTH HAa BOIIPOCHI:
1. B uem cocTtouT mpobieMa WHTErpaly NporpaMMHBIX CPEACTB 00pabOTKU JOKYMEHTOB M KaKOBBI
METO/IbI €€ peleHus?
2. Yto 00BIYHO BXOJUT B COCTaB OPUCHON MPOTPAMMHOM CUCTEMBI?
3. UeMm mpompueTapHbie OQHUCHBIE CHCTEMbI OTIMYAIOTCSI OT CBOOOIHBIX?
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4. Yro B pamMKax O(QUCHBIX MPOTPAMMHBIX CHCTEM OTHOCHUTCS K CPEICTBaM aBTOMAaTH3MPOBAHHOTO
pELIEHNS TUIIOBBIX U YaCTO NOBTOPSIIOIIMXCS B IPAKTUYECKOMN EATEIBHOCTH 3a/1a4?
5. B uem cymHoOCTh 001aYHBIX TEXHOJIOTHUI?
6. KakoBbI BO3MOKHOCTH 00JIaYHBIX 0(HCOB?
CamocrostensHas pabora Ne 38
HanmenoBanue: [IucbMEHHO OTBETUTH Ha BOIIPOCHI
Heab paGoTbl: OCYLIECTBUTH KOHTPOJIb 00Y4EHHUSI, IPOJIOJDKUTh CUCTEMATU3ALIMIO 3HAHU, BBIIBUTH
YPOBEHb YCBOSHHSI MaTepuaiia, COPMUPOBAHHOCTH YMEHHUI U HABBIKOB
MarepuajbHO-TeXHHYeCKOe olOecrmedyeHue: Terpanb, pyuka, IIK, xoHcmekTbl nexkuuii, moctyn B
UHTEPHET, METOJUYECKUE PEKOMEHIAlIUU
3aganue:
[TuceMeHHO OTBEThTE HAa BOIPOCHI:
1. KaxoBsl 3a7auu, pemiaeMble aBTOMaTU3UPOBAHHOW CHCTEMOM JTOKYMEHTAllMOHHOTO OOecreueHus
ynpasnenus (ACIOY)?
2. KaxoBbl ocHOBHBIE cioc0o0bI co3anuss ACIOY u B ueM UX OTJIMIUTEILHBIC 0COOCHHOCTH ?
3. W3 kxakux »HTamoB COCTOWT TMPOLECC MPOCKTHPOBAHWS M BHEIPEHUS CHUCTEMBI YIIPABJICHUS
JTOKyMeHTaMu?
4. Kaxkue TpeboBaHUs IPEABABIIIOTCS K OpraHU3allid, OCyIIecTBIstomen pazpadotky ACJIIOY?
5. B 4eM cocTOuT CyIIHOCTh KOHIENIIMHA OTKPBITONW CUCTEMBI?
CamocrostensHas pabora Ne 39

HaumenoBanmue: COCTaBUTH IJIOCCAPUI 110 TEME pa3ieiia.
eanb padoThI: OCYIIECTBUTh KOHTPOJL OOYUEHHS, TPOTODKATh CUCTEMATH3aIIMI0 3HAHUM, BBISIBUTH
YpOBEHb YCBOEHUS MaTepuaia, copMHUpPOBAaHHOCTH YMEHHI 1 HABBIKOB
MarepuajbHO-TeXHHYECKOe olecmedeHMe: TeTpaab, pydka, [IK, KOHCHEKTHI JIeKIUW, AOCTyH B
HMHTEPHET, METOMYECKUE PEKOMEHIAIIUU
Cnpasouno: I'noccapuii (;ar. glossarium «coOpaHHe TIIOCC») — CIOBAPh Y3KOCIECIHATH3NPOBAHHBIX
TEPMHUHOB B Kakoi-TuOO OTpaciu 3HAHUWA C TOJIKOBAHUEM, MHOTJA MEpPEeBOJOM Ha JPYrou A3bIK,
KOMMEHTapUsSIMH U IPUMEPaMH.
3aganue:
CoctaBuTh rioccapuii Mo TeMe «ABTOMATU3HPOBAHHBIE CUCTEMBI U TEXHOJIOTHU JTOKYMEHTALMOHHOTO
obecrieuenus ynpasieHus.» (0T 20 10 40 c0B — TEPMUHOB)

CamocrosrtensHas padora Ne 40

HaumenoBanmue: PelrieHue TeCTOBBIX 3aJaHUH.
Heap paGoTbl: OCYIIECTBUTH KOHTPOJIb O0Y4EHHUS, MPOJIODKUTH CUCTEMATU3AlMI0 3HAHU, BBISIBUTH
YpOBEHb YCBOEHUS MaTepuana, CGOPMUPOBAHHOCTH YMEHHM U HaBBIKOB
MarepuajibHO-TeXHHUYECKOe olOecredyeHue: TeTpaab, pyuka, [IK, koHCHeKThl Jekiuii, AOCTyn B
HWHTEPHET, METOJMYECKUE PEKOMEHIAIIUU
3amanmue:
Pemute TectoBbie 3amaHMs.
BAPUAHT 1
1. BoiGepute TepMuH, HanOoJEe MIUPOKHIA MO CMBICITY:
a) Oyxrayirepckas JOKyMEHTAIMs;
0) npukas;
B) OTUYET;
T') CITyKeOHBII TOKYMEHT.
2. I'me conmepikarcs OCHOBHBIE TpeOOBaHUS K O(OPMIICHUIO OPTaHU3AIIMOHHO -PACTIOPSIUTENBHBIX
JOKYMEHTOB:
a) B CAHUTApHBIX HOPMaX M MpaBUIaX;
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0) TOoCyAapCTBEHHOM CTaHapTe;
B) OOIIEPOCCHIICKOM KIIAaCCU(PUKATOPE;
r) 3akoHe P®?
3. YTO U3 nepeunciIeHHbIX HUKE TPUMEPOB MOXKHO HA3BaTh O(PUIUAIBHBIM JOKYMEHTOM:
a) JOKJIQJHYIO 3aMKCKY SKCIEAUTOPA;
0) MHEHHE, BRICKa3aHHOE IKCIIEPTOM;
B) KCEPOKOIIHIO MaCHopTa;
I') pexjIamMHbli Oykier?
4. K anemeHTaM TeKcTa Ci1y’keOHOTO JOKYMEHTAa OTHOCUTCSI:
a) perucTpaloOHHbII HOMED;
0) MOITNCE;
B) TabnuIa;
') MOJIEM.
5. Hocurenem ¢ynakuuii IOV sBusercs:
a) Oyxranrepus;
0) KaHLEISApHUS;
B) OIOpO MO TPYJIOYCTPOUCTRY;
T) ayJuT.
6. C mOMOIIIBI0 KaKOTO TOKYMEHTA OTIPENIENISIIOT CPOKU XPaHEHHsI TIOKYMEHTOB:
a) o0IIepoCcCUicKoro Kiaccupukaropa yrnpaBieHIeCKON JOKYMEHTAIIHH;
0) MOJIOKEHUSI O CITYKO€ TOKYMEHTAIIMOHHOTO 00€CTIeueHus YIIPaBIICHHUS;
B) TIEPEYHS THITOBBIX YITPABICHUYECKUX JJOKYMEHTOB, 00pa3yIONINXCS B ICATEIIEHOCTH OpPraHU3aIHi;
T') PYKOBOJICTBA O MOPSIIIKE MPEIOCTABICHHUS YCIYT 110 BHEO(PHCHOMY XpaHEHHIO IOKyMEHTOB?
7. I'me MOMMKHOCTHOE JIMIIO MOKET M3JIOKUTh IPHHUMAEMOE M PEIICHHUE:
a) B PE30JIIOINH;
0) J)KypHaJe perucTpaluu;
B) JIOKJIQJIHOM 3aIMCKE;
') aBAaHCOBOM OTUeTE?
8. Kakum TepMHHOM 0003HAYAIOT KPATKOE COJICP)KaHHE JOKYMEHTOB, HAXOASAIINXCS B OJTHOM JIeJIe:
a) IMyTEBOM JIUCT;
0) TULICH3US;
B) peKJIaMaIlus;
T') 3aroJI0BOK Jiena’?
9. Bup ciy:xe0HOTO JJOKyMEHTa, B KOTOPOM COJICPKUTCS PEIIEHHE KOJJIETHAILHOTO OpraHa
VIIpaBJICHUS Ha3bIBACTCS:
a) TIpUKa3;
0) cripaBka;
B) JIUCT COTJIACOBAHHS;
I') IOCTaHOBJICHHE.
10. K pexBu3uTam OsiaHKa CIIy»KeOHOTO MUChMa OTHOCSITCS:
a) aJpecar;
0) peKJIaMHBIH CIIOTaH;
B) HAUMEHOBAaHKE OpTaHU3aIlNH;
I') mpaic- JIUCT.
BAPUAHT 2
1. FOpunuueckas cuiia T0KyMEHTa COOOILIaeTcs eMy:
a) KOMIIETEHIMEeN U3/IaBIIEro ero Opraxa;
0) aIBOKaTOM;
B) OT/EJIOM KaJIpOB;
I') IPUKa30M.
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2. lokyMeHTHpOBaHHE HHPOPMALIUU — ITO:
a) oubnmorpadus;
0) Ha0Op C MOMOIIIBIO KOMIIBIOTEPA,
B) COCTaBJIeHHE U 0(h)OPMIICHUE TOKYMEHTA;
I') Iepeaaya CBEACHUHN OT COTPYIHHUKA COTPYTHHKY.
3. K cucremam OKyMEHTAIIUM MO>KHO OTHECTH:
a) OyXTaJITepCKYIO H CTATHCTUYECKYIO IOKYMEHTAIIHIO;
0) TMIIEH3UIO Ha MTPABO BEJICHUS ESITEIHLHOCTH;
B) KHHUTH H NIEPUOINICCKHUEC U3/IaHUS;
I') KOMIUICKCHBIE aHAJTUTUIECKHE TIOKA3aTEeIH.
4. Cmy>xeOHBIH TOKYMEHT BBITIOJHSET CIIEAYIOIINE OCHOBHBIE (PYHKIIUU:
a) 9KOHOMMKO-CTaTUCTHUECKYIO;
0) PKOJIOTMUECKYIO U JIBUTATENIbHYIO;
B) MH(GOPMALIMOHHYIO U KOMMYHUKALIHOHHYIO;
I') aneJUBIIAOHHYIO U CHCTEMaTHYECKYIO.
5. K KoMMepYecKoil TailHE MOKHO OTHECTH:
a) ®.1.0. pykoBoaUTEIISI OpraHU3aIlHH;
0) IopuAMYECKUH aJipec OpraHr3alky;
B) CTOUMOCTb YCIYT, TPEIOCTABISIEMbIX OPTraHH3aIACeH.
6. PaciopsimuTenbHBIM TOKyMEHTOM SIBJISICTCSI:
a) aKT MPUEMKH — CJJauu padoT;
0) OyXranTepCKHil OTUET;
B) MIpUKa3.
7. HomeHknaTypa aen — 31o:
a) cUCTeMaTU3MPOBAHHBIN MepeueHb 3arojIOBKOB JIE;
0) onpezeneHue CyMMBbI IPEMUH 110 BBITIOJTHEHHOMY 3aJJaHHIO;
B) MEPEBOJ MEPCIEKTUBHBIX pAOOTHUKOB HA PYKOBOSALINE JOKHOCTH.
8. Cinyx0a JOKYMEHTAI[MOHHOTO 00eCIIeUeHHUs YIIPaBICHHUS MOXKET Ha3bIBATHCA:
a) TIPOM3BOJICTBEHHBIN CEKTOD;
0) MapKETHHTOBBIN OTIET;
B) OOIIMIA OT/EI.
9. K oprann3aiiuoHHbIM JIOKYMEHTaM OTHOCHUTCSI:
a) IOJDKHOCTHAsI MHCTPYKIIMS;
0) otuer o HUP;
B) pacropspKeHHE.
10. Konuto 1o0KymMeHTa ¢ OTMETKOM O 3aBEPEHUU KON Ha3bIBAIOT:
a) OpUTHHAIT,
0) 3aBepeHHas KOS,
B) IIOJUTMHHHK.
BAPUAHT 3
1. OCHOBHBIMH pa3JieslaMUu T€KCTa I0JDKHOCTHON MHCTPYKIIUHU SBIISIOTCS:
a) cucTeMa yInpaBlICHUS;
0) KOHCTaTHPYIOIIAsl U PACTIOPSIUTENbHAS YaCTH;
B) CPOKU UCTIOJTHEHUS ¥ UCTIOJTHUTEIH;
r) yHKIUY, TpaBa U 00A3aHHOCTH.
2. I'pud orpannueHus Jo0cTyna UMeeT BUL:
a) YTBEPX/IEHO;
6) KOHOUJIEHIIMAJIBHO;
B) COI'JTACOBAHO.
3. KonnernaneHsiil oprad ynpasieHUs: opopMIISIET TIPUHSTHIE HA €r0 3aCeaHUU PEIICHUS B BUIE:
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a) UHCTPYKLUU;

0) mpoekTa;

B) IIpHUKa3a;

I') IOCTAHOBJICHMUSL.

4. K noKyMEeHTHBIM (YHKIHUSM CEKpeTapsi OTHOCATCS:
a) COCTaBJICHUE MTPOCKTA CIIYKEOHOTO MUChMA;

0) opraHu3amnus pabodero AHs PYKOBOIUTEIIS;

B) Tlepe/iaya yCTHOTO PACIIOPSKEHUST PYKOBOIUTEIIS.
5. IIpuka3 o OCHOBHOM AESTEIBHOCTH SBJISIETCS JOKYMEHTOM:
a) OyXTalTepCKuM;

0) pacropsAUTEIHHBIM;

B) 3aKOHO/IaTEIIbHBIM.

6. K opucHomy 060py10BaHNIO OTHOCSTCS:

a) MHCTPYKTUBHBIE MaTepHAIIbI,

0) Oymara;

B) KOMIIBIOTED.

7. Texnonorust 00pabOTKU CIyKEOHBIX JOKYMEHTOB BKJIIOYAET B ceOsl:
a) coctaBiieHne Oubnuorpaduu;

0) momenieHue JOKyMEeHTa B KOP3UHY Uit Oymar;

B) NMPOBEJCHUE TIEPETOBOPOB;

I') PETUCTPALIUIO TIOKYMEHTOB.

8. K 0CHOBHBIM pa3zzenam TeKcTa IPHKa3a OTHOCSATCS:
a) KOHCTaTUPYIOIIAsi M pacTiOpsIUTEIbHAs YacTH;

0) orJyiaBJIcHHUE;

B) QpyHKIIMH, TpaBa 1 00S3aHHOCTH.

9. OcHoBHOM (hopmaT ycTa Oymaru, UCIOJIL3YEMBIN B AETONPOU3BOJICTBE:

a) Al2;

0) B12;

B) A4.

10. OGmuii 6JaHK MpUKa3a COACPIKUT:
a) kogq COATO;

0) rpud corjacoBaHus;

B) PE30JIIOLHNIO;

') HANMCHOBAHHUE OPraHU3aIHH.

BAPUAHT 4
1. Ilpu kinaccuduranmum n300peTeHUI CIOIB3YIOT:
a) I'0K;
0) MKU;
B) OIIEK.

2. CymHOCTHBIMH (PYHKIIUSMU JOKYMEHTA SIBISIFOTCSI:

a) NIEKTPOHHas, rpaduyuecKas, U300pa3uTesbHas;

0) ropuanuecKkas, cTaTucTudeckas, Oyxranrepckas;

B) HHGOPMAIMOHHAS, KOMMYHUKAIIMOHHAS, KyMYJISITUBHASL.

3. OCHOBHBIM MPU3HAKOM JIOKYMEHTA SIBISIETCS:

a) CTPYKTYPHOCTb;

0) HaJIM4YMe CMBICJIOBOTO COJIEP>KaHUS;

B) BUJIOBOM COCTaB.

4. CBoiicTBa TOKYMEHTUPOBAHHOM MH(OpMAIIHHN:

a) 3aKOHOMEPHOCTh, H30JUPOBAHHOCTh, (POPMATLHOCTh, KPUTUYHOCTB;
0) MparMaTU4HOCTbH, IPUHIUITUATILHOCTD, alIOJTUTHYHOCTD, JOTMATHU3M;
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B) TEXHUYHOCTh, 00CTOATEIBHOCTD, PUTMHYHOCTD, IEPCIIEKTUBHOCTB;

') MHBAPUAHTHOCTb, aKTYaJIbHOCTh, IIEHHOCTb, IMJIOTHOCTD.

5. Tunsl JOKyMEHTaLMH:

a) U3JIaHKe, YIpaBJICHYECKast TOKYMEHTAalUsl, HaydyHas JOKyMEHTaLU;

0) opuruHa, KOnusl, TyOJINKaT;

B) CTaThs, ra3eTa, NeprUOIUIECKUH KypHAI;

I') IPUKa3, PaCOPsSIKEHUE, PELICHHUE.

6. OCHOBHBIE COCTABJISIONIME KOMMYHHUKAaTHUBHOTO MPOIEcca:

a) aJpec, aapecar, aJJpecaHT;

0) moura, TenedoH, Tenerpad;

B) KOMMYHUKaHT, KOMMYHUKAT, PEIIUITACHT.

7. K HopMaTuBHON TOKYMEHTALIMU MOKHO OTHECTH:

a) MacropT, CBUAETEIbCTBO, IATEHT;

0) craHIapThl, IpaBUiIa, PYKOBOJCTBA;

B) JIOKJIa/1, COOOIIEHUE, TTPOTOKOIT,

I') peKjamaliyio, aTTeCTaluio, perucTparuio.

8. O¢unmanbHbIN TOKYMEHT — 3TO:

a) OTIpe/IeTICHHBI HOCUTENTh HH(POPMAITUH;

0) croco6 nepenayn HHPOPMAIUH;

B) IyOJIMKalMsI B CPEACTBaX MaccoBOi MHGOpMaIH;

r) 3aduKcUpoBaHHasT HHGOPMAITUS C PEKBU3UTAMHU, TIO3BOJISIFOIIIUMU €€ UIACHTH(UITIPOBATD.

9. Bce MHOr0oOOpasue nHGpOpMaLK MOKHO Pa3/IeNUTh Ha TPU TPYIIIIbL:

a) MOCTOSIHHAs, TIepeMeHHas, GUKCHpOBaHHAs,

0) mpocTasi, CJI0KHasi, KOMOMHUPOBAHHAS;

B) dJIeMEeHTapHas1, OMoJIoTHYeCcKasi, ColuaabHas;

') TOKyMEHTHUPOBaHHAs, HEIOKYMEHTUPOBaHHasl, Ie4aTHasl.

10. Kommepueckas TaifHa — 3TO:

a) CBeJIeHUs, IOCTY K KOTOPHIM OTpaHUYEH B MHTEpEcax rocy1apcTna;

0) cBeJeHM s, IOCTYI K KOTOPBHIM OTPaHUYEH B MHTEPECax JINYHOCTH;

B) CBEJICHMUSI, JOCTYI K KOTOPHIM OFPaHUYEH B MHTEPECax COLUAIbHBIX IPYII HACETICHHUS;

T') CBEJICHUS, IOCTYIl K KOTOPBHIM OTPaHUUYEH B MHTEPECAX OpraHu3aIliim.
BAPUAHT 5

1. IloxasaTenn pe3yiibTaTra I/IH(l)OpMaI_II/IOHHOFO IIOHUCKa, Ha3bIBAEMBIN «IIOJTHOTA TIOUCKA» — 3TO:

a) pecypcsl cetu MHTEpHET;

0) COOTHOIIIEHUE MEXKTy TIOJTYYCHHOM HH(pOpMAIIHEH 1 BCe MMEIOIIEHCS 110 ONPEACTICHHOMY
3aIpocy;

B) 0a3a JaHHBIX 110 ONPEICIICHHOM TEMaTHKe.

2. locTOBEpHOCTh MHPOPMAIIUHU — ITO:

a) CBOMCTBO MH(OPMAIIMH, CBUICTSIBLCTBYIOIIEE O €€ aKTYaJIbHOCTH;

0) CBOMCTBO MH(OPMALIMU, OTPAXKAIOIIEE €€ BIUSIHUE HA MOTPEOUTES;

B) CTENEeHb 0OBEKTUBHOCTH MH(OPMAITIH B Mpoliecce ee (PUKcauu u nepeiadm.
3. DneMeHTaMH OCHOBHOM HA/IKCH YepTeka SBISIOTCS:

a) HOMep JIMCTa, MacIiTad, HAMMEHOBaHHE 0OBEKTA;

0) rpud yTBEep:KJIeHHs, COTIaCOBaHuUs, aJIpecar;

B) BU3a, aApeC, TUPAK.

4. TocynapcTBeHHBINH pyOPHUKATOP HAYYHO- TEXHUUECKON MHGOPMAIUH SIBIISIETCS:
a) TeMaTUYECKUM KJIacCU(UKATOPOM;

0) coIManbHO- YKOHOMUYECKUM KIACCU(PHKATOPOM;

B) UMOMATHYECKUM KJIACCU(UKATOPOM.

5. HopMatuBHas TOKyMEHTAIHsI MOXKET OBITh MPEICTaBICHA:

35



a) 3akoHamu Poccuiickoit @enepanuuy;
0) peleHus MU Cy/1eOHBIX OPTaHOB;
B) TEXHUKO-?KOHOMHYECKHMHU TIOKA3aTEIISIMHU;
I') TOCYAapCTBEHHBIMH CTaHIapTaMH.
6. Enunble TpebGoBaHMS K YepTeKaM ONPEACIICHbI:
a) OKEU;
6) ETCJ;
B) ECK/I;
r) OI'TLY.
7. JlelicTBre, mpUMEHsIeMOE MPH 3aMicy HH(QOpMAIIMKA HA HOCHTENb, HA3bIBAIOT:
a) cnoco0OM TOKYMEHTHUPOBAHUS;
0) 1a3epHO-ONTUYECKOM MPOIIEAYPOH;
B) METOJIOM TOKYMEHTHUPOBAHHUSI.
8. Bripaxenue «3apyou cebe Ha HOCY» TTPOU3OIILIO:
a) OT Ha3BaHUs OpraHa OOOHSIHUS;
0) MPUBBIYKK MOPSAKOB JI€JIaTh 3apyOKH Ha HOCY KOpaoJs;
B) Ha3BaHUS HOCUTENS HHPOPMAIINH Y CIIaBsIH;
T') Ha3BaHUs UHJIEHCKOI MBITKU.
9. I'pud orpanuuenus 10cTyna MMeeT BUL:
a) YTBEPXJIEHO;
0) KOH®UJIEHIIMAJIBHO;
B) COI'JTACOBAHO.
10. OtnipaButenst COOOIIEHUST HA3BIBAIOT:
a) peLUITUEHTOM,;
0) ampecaTtom;
B) KOMMYHHUKAHTOM.
BAPUAHT 6
1. Kakoit coBpemenHbiii @enepanbHbiii 3akoH Poccuiickoit denepanuu SBISIETCS 0CHOBOMNOJIATa0IIMM
TSt cepbl JOKYMEHTHPOBAHUS MH(GOPMAITIH:
a) «O TeXHUYECKOM PEryIupOBaHUI;
0) «O6 nadopmaruu, HGOPMAIIMOHHBIX TEXHOJIOTHIX U 3aIIUTe HHPOpMAITUN»;
B) «O rOCynapCcTBEHHOU TaliHE»;
r) «O0 aKIIMOHEPHBIX 00IIEeCTBAX»?
2. DnektpoHHas nudpoBast MOAMKUCH — 3TO:
a) CKaHMpPOBaHHAs TUYHAS MTOAIKCE;
0) KOMOHMHAIMSA U3 BOCbMH apaOCKuX mudp;
B) HAUMEHOBAHUE JOJDKHOCTH U (DaMUIIMU PYKOBOIUTEIIS;
') KOMITBIOTEpHAs TEXHOJIOTHs, 00ECIeunBaoas HACHTU(DUKAIIMIO aBTOPa 3JIEKTPOHHOTO IOKYMEHTA.
3. [IpoucxoxaeHne JOKyMEHTa HCTOPUKHU CBS3BIBAIOT:
a) C MOSIBJICHHEM HepoTi(oB;
0) MosIBJICHHEM MEeYaTHOM MAaIlTUHKU;
B) MPUMEHEHHUEM CUTHAIN3aIUH;
r) u300pereHueM Oymaru.
4. OOBEKTOM HayKU «JJOKYMEHTOBECHUE SBISETCS:
a) TOKyMEHT;
0) nH(hopMaIMOHHBIE TEXHOJIOTUN YIIPABJICHHUS;
B) KOH(UACHIIMATbHAS HHPOPMAITHS;
I') couuanbHas HHpopMarus.
5. PaciopsiiuTenbHBIM TOKYMEHTOM SIBJISIETCS:
a) aKT IPUEMKH — c/1auM paloT;
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0) OyxranTepckuil OTUeT;

B) IIpUKa3;

I') TPYAOBOM JOrOBOD.

6. OCHOBOII0JIOKHUKOM ITPOEKIIMOHHOTO YEPTEXka CUUTAIOT:

a) K. Kropu;

0) OpaTheB UepenaHOBHIX;

B) M. Komyca,

r) I'. Monxa.

7. JJOKyMEHTOBEEHUE CBA3AHO CO CIEAYIOUMMHU HAYYHBIMU JTUCLHUATIIMHAMU:

a) KOHIIETIIINEH COBPEMEHHOTO €CTECTBO3HAHUS, KYJIbTYpPOJIOTHEIH;

0) apxeoJioruei, KWHOJIOTUEH;

B) MUPOBOI1 3KOHOMHKOM, aCTPOHOMUEN;

r) OubnuorpadoBereHuEM, TATEHTOBEICHUEM.

8. I1o MacmTaOy neiicTBUS pa3InyaroT:

a) OIyOJMKOBAHHBINA U HEOTYOJIMKOBAHHBIN JOKYMEHT;

0) oduIMaTBbHBIN U HEOPUIHABHBIN JOKYMEHT;

B) PETMOHAJILHBINA U BEJIOMCTBEHHBIN JOKYMEHT;

I') MOJATUHHUK U TyOIHKaT.

9. OnpexneneHne NOHATHS «yIpaBIeHYECKAsT TOKYMEHTAIIHSD):

a) JOKyMeHTamus, ooOecneunBatonias (YHKIIMOHHPOBAHUE ¥ B3aWMOCBS3b  YIPABISIOMICH
YIPaBIISIEMOM MTOJCUCTEM;

0) JOKyMEHTaIMsI, COOTBETCTBYIOIIAsi HHPOPMAIIHOHHBIM MTOTPEOHOCTAM UCHIOTHUTENEH;
B) IOKyMEHTaIMs1, obecreunBaronas nHGOpMaIuer pyKoBOIUTEINS;

I') TOKyMEHTaIMsl, peAocTaBiseMast o TpeOOBaHNI0 KOMIIETEHTHBIX OPTaHOB.

10. OdurmanbHBIA JOKYMEHT — 3TO:

a) OTpeJICIICHHBI HOCUTEh HH(POPMAIIHH;

0) crmoco6 nepenaun HHGOPMAIIHH;

B) OIyOJIMKOBAHHBINA B CPEACTBAX MACCOBOM MH(OPMAIIUH;

r) 3aduKcupoBaHHas HHGOPMAITUS C PEKBU3UTAMHU, TIO3BOJISIFOIIIUMH €€ UACHTH(UIIUPOBATh.

IlepeyeHb pexkoMeHIyeMbIX Y4eOHbIX U31aHNil, UHTepHeT-pecypcoB, J0NOJHUTEIbHOI
JUTEePaTyphbl

HopmaTuBHO — IpaBOBbIe AKThI:

— (De,ﬂepa.]'ILHHﬁ KOHCTI/ITYI_II/IOHHHﬁ 3akoH «O0 YIIOJIHOMOYCHHOM II0 IIpaBaM YCJIOBCKAa B

Poccutiickoit ®eneparun» ot 26.02.1997 No 1-OK3;

— 3akoH Poccuiickoit ®enepannu «OCHOBBI 3aKOHOaTeNbCTBA Poccuiickoit @enepannn 0 KylnbType»

o1 09.10.1992 Ne 3612-1,

— @DenepanbHblil 3akoH «O06 apxuBHOM jene B Poccuiickoit @eneparum» ot 22.10.2004 Ne 125-D3;

— pasgen VII I'paxnpanckoro xozxekca Poccuiickon ®Penepauvn «lIpaBa Ha pe3ynbTaThbl
MHTEJUIEKTYAJIbHOM JIEATENBHOCTH U CPENCTBA MHAMBUAYyanu3auum» (yrB. denepaabHbIM 3aKOHOM OT

18.12.2006 Ne 230-D3);

— 3akoH Poccuiickoit denepannn «O rocynapcTBeHHoi TaitHe» oT 21.07.1993 Ne 5485-1,;

— @enepanbHblil 3akoH «O denepanbHOl penbaberepckoit cszm» ot 17.12.1994 Ne 67-03;

— @DenepanbHblil 3aK0H «O0 0053aTeIBHOM K3eMIUTIpE T0KyMEHTOB» OT 29.12.1994 Ne 77-D3;
— DenepanbHblil 3ak0H «O 6ubIHOTEYHOM Aene» oT 29.12.1994 No 78-D3;

— ®enepanbhblii 3akoH «O cBsizu» oT 07.07.2003 Ne 126-D3;
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— @epnepanpublii  3ak0H «O0 uHPOpManuu, WHPOPMAIMOHHBIX TEXHOJOTHSAX W O 3aluTe
uHpopmarum» ot 27.06.2006 Ne 149-D3;
— DenepanbHblil 3aK0H «O JIMLIEH3UPOBAHUM OTIEIBHBIX BUIOB AeaTenbHoCcTH» OT 04.05.2011 Ne 99-
D3;
— DenepanbHblii 3aK0H «O 1outoBoi cBsi3u» OT 17.07.1999 Ne 176-D3;
— OenepanbHblil 3aK0H «O0 amekTponHoM moamucu» oT 06.04.2011 Ne 63-D3;
— DenepanbHblil 3aK0H «O TEXHUYECKOM perynupoBaHum» ot 27.12.2002 Ne 184-3."
— TpynoBoii kogexkc PO

"TOCT P 7.0.97-2016. HaunonansHsiii crangapt Poccuiickoit @eaepanun. Cucrema CTaHIapTOB
no wuHpopManyH, OHOIMOTEYHOMY W H3AaTeNbcKOMy neny. OpraHu3almoHHO-PACTIOPSIUTEIbHAS
nokymeHTanus. TpeboBanuss k odopmiienuto nokymeHtoB" (yrB. Ilpukazom Poccrammapra ot
08.12.2016 N 2004-cT) (pen. ot 14.05.2018)
— TOCT P 34.10—2012 «udbopmanmonnas TtexHojorus. Kpunrorpapudeckas 3ammura
nHpopmanuu. IIponeccs GpopMUpoBaHUs U TPOBEPKHU AIIEKTPOHHON ITUPPOBOM MOAMHUCH».
— TOCT P 6.30—2003 «YHuduuupoBaHHas CHUCTEMa OpPraHM3alMOHHO-PACTIOPSIUTEIBHON
noKkyMeHTaluu. TpeboBaHus K 0POPMIIEHUIO TIOKYMEHTOBY.
— TOCT 7.59—2003 «CHUBU]Jl. WnunekcupoBanue [n0KyMeHTOB. OOmue TpeOOBaHUS K
CUCTEMAaTH3alNH U IPEeIMETH3aALUN.
— TOCT P 33.505—2003 «Enunsiii Poccuiickuii crpaxoBoil ¢oHn noxkymeHTanuu. Ilopsmox
CO3JaHUSI CTPAXOBOTO (POHAA JOKYMEHTALMH, SIBJSIOIIEHCS HAIIMOHAIBHBIM HAayYHBIM, KYJbTYPHBIM U
HUCTOPUYECKUM HaCIEAUEM).
— TOCT P 7.0.8—2013 «CHUBUA. JlenonpousBOACTBO W apXWUBHOE Jen0. TepMHHBI U
OTIpEIeTICHUS.
— TOCT 6.10.4—84 «YHuduimmpoBaHHbIC CHCTEMBI JOKyMEHTAIMH. [Ipuganne ropuandecKoil CHUIIbI
JOKYMEHTaM Ha MaIllMHHOM HOCHUTEJIE U MAIllMHOTpaMMe, CO3aBaEMbIM CPEJCTBAMHU BBIYMCIUTEIbHON
TeXHUKU. OCHOBHBIE MOJIOKEHUS.
— TOCT 6.20.1—90 (MCO 9735—88) «3neKTpoHHbI1 0OMEH aHHBIMU B yIIPABICHUU, TOPTOBIIC U
Ha tpancnopte (3AIUDAKT). CunTakcuyeckue npaBuiiay.
— TOCT 6.10.3—83 «3anucek nndopmauu yHUPUITUPOBAHHBIX JOKYMEHTOB B KOMMYHUKAaTHBHOM
dhopmatey.
— T'OCT 28388—89 «/lokyMEeHThl Ha MarHUTHBIX HOCHUTENISAX AaHHBIX. [IOpsmoOK BBINOJHEHUS U
oOpareHus.
— TOCT 6.10.5—87 «YHudunupoBaHHbIE CUCTEMbI TOKyMEHTAIMU. TpeOoBaHMS K TOCTPOCHHIO
dhopmymsipa-oOpazmay.
— T'OCT 9327—60 «bymara. [Torpedburenbckue hopMaThb.
— TOCT 7.65—92 «CUBU/. KunonokymeHThl, (POTOJOKYMEHTHI U IOKYMEHTHI HA MUKPO(PHIbMAX.
OOu1re TpeboBaHUS K apXUBHOMY XPaHEHHIOY.
— TOCT 7.68—95 «CUBU]Jl. ®onom BumeomokymeHTbl. OOlue TeXHUYECKUE TpeOOBaHUS K
apXUBHOMY XPaHEHUIO.
— TOCT 7.69—95 «CHUBUM. AynuoBusyanbHble JOKYMEHTBl. (OCHOBHBIE TEPMHUHBI U
OTIPEIEIICHUS.
— TOCT 17914—72 «OO6noxku Jen JAJUTEIbHBIX CPOKOB XpaHeHHs. Tuiel, pa3smepsl |
TEeXHUYECKUE TPEOOBAHU.
— TOCT 13699—91 «3amnuck 1 BocnpousseieHre nHGopMannu. TepMUHBI U ONPEACTICHUSY.
— TOCT 13.1.105—91 (CT C3B 5052—385) «Penporpadusi. Mukporpadpus. Mukpodummm. Tunsn.
— TOCT 17586—80 «bymara. TepMHUHBI 1 OTIPEIECIICHUS.
— TOCT 18510—87 «bymara nucyas. TeXHUUECKUE YCIOBUS.
— TOCT 7.50—2002 «CUBU . KoncepBarust 1okymMmeHTOB. O01mue TpeOoBaHU».
— TOCT 15971—90 «Cuctemsl 06paboTku nHpopMaru. TepMUHBI U ONIpeIEICHUS.

38



— TOCT 13.1.101—93 «MukpodmibM JTOKyMEHTa Ha TMpaBax MNOMIMHHUKA. [lopsamox
M3TOTOBIICHUS, yIETa, XPAHEHUS ¥ IPUMEHEHUS.

— TOCT 55.6—85 «/lokymeHTBl Ha OyMa)KHBIX HOCHTENX. [IpaBuia rocy1apcTBEHHOTO XpaHEHHS.
Texauueckue TpeOOBAHUY.

— TOCT 7.48—2002 «KoHncepBauus 1oKyMeHTOB. OCHOBHBIE TEPMUHBI U OIIPEACIICHUS».

— TOCT 28162—89 «CpenctBa ajis HaHECEHUS 3aIUTHBIX MOKPBITHA Ha JOKyMEHTHI. OOmiue
TEXHUYECKUE TPEOOBAHMS.

— TOCT 7.1—2003 «bubmuorpaduyeckas 3amuch. bubmmorpapuueckoe omnucanme. OOmme
TpeOOBaHUS U MIPABHUIIA COCTABIICHHS.

— T'OCT P UCO 15489.1—2007 «CUBU/I. Ynpasnenune nokymentamu. OOmiue TpeOoBaHU.

— IlpaBuna nenonpousBOACTBA B (pellepajbHBIX OpraHax HCIOJHUTENbHONM Biactd ( yTB.
nocranoBsieHueM [IpasurensctBa PO ot 15.06.2009 Ne 477 )
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