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1.  AHHOTALMS JUCHUILIAHBI (MOIY.JIS)

B pe3ynbprare 0CBOCHUS JUCHUIUIMHBI (MOIYJIS) y 0O0ydarommxcs: GopMUpYIOTCS CIEAYIOHINE
KOMIIETEHIIMM W JIOJDKHBI OBITh JOCTUTHYTHI CIIEAYIOIIME pe3yNbTaThl OOydeHHs Kak dTarl
(bopMHPOBaAHUS COOTBETCTBYIOIIUX KOMITETEHIIHIA:

Kon Pe3ynbTaTel 0cBOEHUSA [TepeueHs TUTAHUPYEMBIX PE3YIBTATOB OOYUCHUS T10
KOMIIETEHIINU obOpasoBarenbHON UCLIUILIINHE
IIPOTrpaMMbl
OIIK-4 Croco0€eH UCIOoIL30BaTh B | 3HATH:
1podecCHoHaTbHOI OIIK-4.1. BpiOOp HOpPMaTUBHO-NIPABOBBIX M HOPMATHBHO-
TEXHUYECKUX JOKYMEHTOB, PETYIUPYIONIHMX IEATEILHOCTh B
ACATCIIbHOCTHU o
o0IacTH  CTPOWTENBCTBA, CTPOUTENHHOM HWHIYCTPUH W
pacIopAAUTCIbHYIO K JKHUJTMITHO-KOMMYHAJIBHOTO XO3AHCTBA /Ul pelleHus 3a]auu
IIPOEKTHYIO PO eCCHOHATBHOMN JIESITEIHHOCTH.

JOKYMEHTALUIO, & TAKKE
HOPMAaTHUBHBIE IIPAaBOBBIE
aKThl B 00J1aCTH
CTPOMTEIILCTBA,
CTPOUTEIBHON UHAYCTPUHU
U KWJINLIHO-
KOMMYHAJIbHOTO XO351CTBa

YMeThb!

OIIK-4.5. CocraBneHue pacunopsSAUTEIbHOW IOKYMEH-Talluu
MPOMU3BOJICTBEHHOTO IIOApa3JeNieHuss B MpOo(WIBLHON cdepe
po¢heCCUOHANBHOM JCSITEIBHOCTH.

BJIa/IeTh:

OIIK-4.6. IIpoBepka COOTBETCTBHS IPOESKTHOI CTPOUTEIBHON
JIOKyMEHTallul  TpeOOBaHMSAM HOPMATHBHO-TIPABOBBIX U
HOPMaTHBHO-TEXHUYECKHX JOKYMEHTOB.

TpynoemkocTs tucuuniuabl (MoayJsi): 3 3.E.
®dopma MpoMe:KyTOYHOI aTTecTanuu: 3a4eT (3 cemectp).
®opMBI TEKYLIEr0 KOHTPOJIS yCIIeBAEMOCTH:
- ycTHBIN ompoc (ppoHTanbHas Oecena, HHAMBUAYAIbHBIN OMPOC, JOKIIA/Ib);
- IpOBEpKa NMUCbMEHHBIX 3aJaHUi (HalKcaHue 3cce, KOHCIIEKTUPOBAHUE HAyYHBIX CTaTel,
oopmMiIeHHE IETI0BO# MEPEITUCKN);
- TECTUPOBAHUE;
- pellieHre CUTYallMOHHbIX 33/1a4.
Pa3pesanl qucuuniauHbl (MOAYJist), BHAbI 3aHATHI M (GopMupyeMble KOMIIETCHIUH IO
pa3aejaM TUCUMILUIMHBI (MOLYJIA):
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1 [Ipeamer, copeprkaHue U 3a1a9d JUCITUTITMHBI 2 4 6 OIIK-4
«J1oKyMEHTOO00POT U JENOIPOU3BOACTBOY.
2 | Ucropusi BOSHUKHOBEHHUS Y PA3BUTHS 2 | 4 6 OIIK-4
OTEUYECTBEHHOT'O JICIONMPON3BOICTBA.
3 OO01re HOpMBI 1 TIpaBmIia 0pOPMITEHUS JOKYMEHTOB. | 2 4 6 OIIK-4
JlokymeHTHpoBaHHas: HHGOpMAITHSI.
4 | Opranu3alMoHHO-paCIOPSAUTENbHAS 2 | 4 6 OIIK-4
JIOKYMEHTAITUS: TIOHITHE, KJIacCH(PHUKAIUs, COCTaB H
o opMIIEHHE PEKBU3UTOB. bIaHKN TOKYMEHTOB.
5 SI3BIK ¥ CTUITB CITY)KEOHOM TOKYMEHTAIIUH. 2 4 6 OIIK-4
TunuaHeie OMMOKH.
6 OdopmieHune npuka3oB, OpraHU3aIMOHHO- 2 | 4 6 OI1K-4




IIPaBOBBIX U JPYIUX PACHOPSAUTEIBHBIX
JOKYMEHTOB.

7 | Odopmienune cimyxeOHBIX TUCEM U APYron 2 4 6 OIIK-4
UH(POPMAIIMOHHO-CITPABOYHON JOKYMEHTAITUH.

8 | JJlokymMeHTHpOBaHNE KOMMEPUYECKOH 1eATEIbHOCTH 4 6 OIIK-4
TPEIPUSTHSL.

9 | MexnayHapoHas epenucka. JJokyMeHTBI 1o 2 4 6 OIIK-4
BHEITHEAKOHOMHYECKOM JICATEIILHOCTH.

10 | Jemonpou3BOACTBO MO MUCbMEHHBIM M YCTHBIM 4 6 OIIK-4
00paleHUsIM TPaKIaH.

11 | JlokyMEeHTUPOBAaHKE TPYAOBBIX OTHOIICHUH. 2 4 6 OIIK-4

12 | Pabora ¢ KOH(UIECHITMAILHBIMH JOKYMEHTaMHU. 4 6 OIIK-4

13 | Ciyx6a IOV (moxkymMeHTaIlMOHHOE 00eCTICUCHHE 2 4 6 OIIK-4
yIPaBICHUS) B OpraHU3aIUsIX.

14 | Opraauzanusi TOKyMEHTO000pOTA. 4 6 OIIK-4

15 | Perucrpamusi JOKyMEHTOB. 2 4 6 OIIK-4

16 | KoHTpoJib CPOKOB UCIIOTHEHUS TOKYMEHTOB. 4 6 OIIK-4
CocraBneHne HOMEHKIATYp, TEKYILEE U OTIePaTUBHOE
XpaHEHHE JICTI.

17 | ApxuBHOE XpaHEHHUE TOKYMEHTOB. 2 4 6 OIIK-4

18 | TexHuveckue cpeacTBa, MPUMEHsIEMBIC B 3 5) OIIK-4
JICIIOTIPOU3BOJICTBE

Bcero yacos: 18 | 18 71 | 107

2.

cooTtBeTcTBUM ¢ TpeboBaHusIMU OI'OC BO u o0pa3oBaTenbHOM NporpaMmsl.

3.

4.

HEJIb U 3AJAYN OCBOEHU A JUCHUIIVIMHBI (MOAYJIS)

HeJ’ILIO OCBOCHUA AHUCHUIIIMHBI ABJIACTCSA (1)OpMI/IpOBaHI/Ie y 06yt1a}oumxc51 KOMIICTEHI1I B

3az[aanH OCBOCHUS OTUCHUIIINHBI ABJIAFOTCA:

- npuoOpereHrne OoO0y4aroUuMMHCS 3HaHWHM, YMEHUH,

HaBBIKOB

npoecCHOHANBPHOM  JEATENbHOCTH,  XapaKTEePHU3YIOIIUX
KOMITETCHIIMM B COOTBETCTBUU C YU€OHBIM IIJIAHOM U KaJICHIApHBIM TpauikoM y4eOHOTO

rnponecca,

n

OTallbl

(nn)

OIBITa
(dbopmupoBaHus

- OILICHKa JIOCTH)KEHHUS O0yJarolMMHCS IUIAHUPYEMBIX PE3yJIbTaTOB OOyuYeHHUs Kak JTara

q)OpMI/IpOBaHI/IH COOTBECTCTBYROIIHUX KOMIIETEHIIUH.

MECTO JIUCHUILUIMHBI (MOJIYJISI) B CTPYKTYPE OBPA3OBATEJBHOM

INPOI'PAMMBI

JucuuruinHa (MOJyJib) peanu3yercss B paMkax 0a3oBoil wactu bioka 1 «JlucrumauHs
(MozynH)» yuyeOHOro IulaHa.

HucuuruinHa (Moaynb) OasupyeTcss Ha  pesynbTaTax
IUCIUTUTAHAM (MOJYJISIM), IpakTUKaM: «MeHeKMEHT», «Y4eOHast MpaKTHKa» | JIp.

oOyueHus 1O

CIIETYFOLITM

Pe3ynbrarel 00y4eHus, JOCTUTHYTHIE IO UTOTaM OCBOEHUS JAHHOUW NUCIUTUTMHBI (MOIYIIS)
SABJISIFOTCS HeO6XO)II/IMI)IM YCIOBUEM JId YCIICITHOTI'O 06y11eH1/1$[ mo clIeAyrimuM JUCHUITIIMHAM
(Monynsm), mpaktukam: «lIpakThka Mo monydeHH0 NPOdECCHOHATBHBIX YMEHUW W OIBITa
poeCCUOHATHHON JIEATETLHOCTH.

INIJTAHUPYEMBIE PE3YJIbTATBI OBYYEHUA

OCBOEHHS OBPA3OBATEJBHOMN ITPOT'PAMMBI

JTUCUMUIIIAHE
(MOAYJI0), COOTHECEHHBIE C ILUIAHUPYEMBIMH PE3YJbTAMHU




B PE3yJIbTaTC OCBOCHUA JHUCHUIIIMHBI

(Momyns) y oOyuarommxcst (OpMHPYIOTCS

CJIETYIONINE KOMIIETCHIIMM U JIOJDKHBI OBITh JTOCTUTHYTHI CICIYIONINE Pe3yabTaThl 00yUYeHHs Kak
sTan GOpMUPOBAHUS COOTBETCTBYIOIIUX KOMITCTECHITHH:

Kon Pe3ynbTaTel 0cBOEHUSA [lepedens mIaHUPYEMBIX PE3YIHTATOB O0yUEHHUS 110
KOMIIETEHIINU obOpasoBarenbHON NUCLIUILIINHE
IIPOrpaMMbl
OIIK-4 Croco0eH UCIOoIL30BaTh B | 3HATH:
podecCHoHaTbHOI OIIK-4.1. BpiOOp HOPMAaTUBHO-NIPABOBBIX M HOPMATHBHO-
TEXHUYECKUX JOKYMEHTOB, PETYIHPYIONIMX IEATEIBHOCTL B
ACSATCIIbHOCTHU o
o0IacTH  CTPOWTENBCTBA, CTPOUTENHHOM HWHIYCTPUH W
pacropAAATEIbHYIO K JKHJTHITHO-KOMMYHAJIBHOTO XO3AHCTBA [T pelleHus 3a]auu
IIPOEKTHYIO po(heCCHOHATBHOMN JIESITEIBHOCTH.

JOKYMEHTALUIO, & TAKKE
HOPMAaTHUBHBIE IIPAaBOBBIC
aKThl B 00J1aCTH
CTPOMTEIIBCTBA,
CTPOUTEIBHON UHAYCTPUU
U KWINLIHO-
KOMMYHAJIBHOTO XO3511CTBa

yMeTh:

OIIK-4.5. CocraBiieHre pacmoOpsAUTENFHON TOKYMEH-TAIlUN
MIPOM3BOJICTBEHHOTO TOpa3ieficHus B Tpo(mibHON cdepe
npodeccHoHANBHOM eI TeILHOCTH.

BJIA/1eTh:

OIIK-4.6. IIpoBepka COOTBETCTBHS NPOESKTHOI CTPOUTEIBHON
JOKYMEHTaluH Tpe6OBaHI/I}IM HOpPMAaTHUBHO-TTPABOBLIX n
HOPMATUBHO-TCXHUYCCKUX TOKYMCHTOB.

5.  CTPYKTYPA M COAEPKAHUE JUCHUIIIMHBI (MOYJIST)

5.1. O0bemM qUCHHUILIMHBI (MOAYJIS) M BUbI Y4eOHOH padoThlI.
OO6muii 00BEM (TPYAOEMKOCTh) TUCIUTUIHHBI (MOIYJIS) COCTABIIsACT 3 3a4eTHbIC equHuUIb (3.E.).

TpynoeMKocTb CemecTpnl
JUCIUTUINHBI, (KOJI-BO HENEb B CEMECTPE)
B yueGHoit paGoTs: aKaJieM. YacoB: Cemectp 3 (18
B toMm uncie B Camocrto
Bcero | uHTEpakTHUBHO | Bcero Konraxrias ATeNbHAs
. pabora
i popme pabora

YueOHasi padoTta (0e3 KOHTPOJIsI), BCero: 107 8 71 36 71
BTOM | Jexkrmn (JT) 18 4 18 18
qHCIe:

Ipaxrraeckue 3ansaTus (I13) 18 4 18 18

JlabopatopHsie paboTs! (JIP)

Kypcogoii mpoekt (KIT)

Kypcogast pabora (KP)

PacuerHo-Tpadmueckue paboTh

(PTP)

Pedepar

KoHTponbsHas paboTa

[Jpyrue Buas! paboThl 71 71 71
KonTakTHas paéora 1 1 1
KonrakTHas pabora B cemecrpe (KC) 1 1 1
KonrakTHas paboTa B 3K3aMEHallMOHHYIO
ceccuio (KA)
KonTpoas, Beero:
B TOM OKx3aMeH
qHCIIe:

3auér
3auéT ¢ oueHKon

®opmMa IPOMEKYTOUHOMH ATTECTAIUH 3au. 3au.
OO0mast TpPy10€MKOCTb, 4. 108 108
OO0mas Tpy10eMKOCTh, 3.E. 3 3




5.2. Pazgenbl QMCOMIVIMHBI (MOAYJIsl), BUABI 3aHATHH M (opmMupyeMble KOMIETEHUHMH II0
pa3aejaM TUCUMILIHHBI (MOIYJIA).
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1 [Ipeamer, copepkaHue U 3a1a4d JUCHUTUIMHBI 2 4 6 OIIK-4
«J1oKyMeHTO000pOT U JeIONPOU3BOACTBOY.
2 | Ucropust BOSHUKHOBEHHUS M Pa3BUTHS 2 | 4 6 OIIK-4
OTEYECTBEHHOT'O JIEJIONPON3BOCTBA.
3 OO61mue HopMBI U TIpaBwiia OpOpMIIEHUS JOKYMEHTOB. | 2 4 6 OIIK-4
JlokymenTupoBanHas nHGOpMaIus.
4 | Opranu3aimoHHO-PacIOpsAIUTEIbHAS 2 | 4 6 OIIK-4
JTOKYMEHTAIUsl: IOHSTHE, KiIaccu(PHUKaIs, COCTaB U
odopmieHre peKBU3UTOB. bilaHKU TOKyMEHTOB.
5 SI3BIK ¥ CTUITB CITY:K€OHOM TOKYMEHTAIUH. 2 4 6 OIIK-4
TunuyHbie ONIMOKH.
6 Odopmienue npuka3oB, OpraHU3aIMOHHO- 2 | 4 6 OIIK-4
MIPABOBBIX U JPYTUX PACHOPSTUTEIBHBIX
JTIOKYMEHTOB.
7 OdopmieHue cnyKeOHBIX MHCEM U APYTOM 2 4 6 OIIK-4
MH(POPMAIIMOHHO-CITPABOYHON JOKYMEHTAITUH.
8 | JlokyMeHTHpOBaHUE KOMMEPYECKOM NeATEIbHOCTH 2 | 4 6 OIIK-4
TIPEIITPHUSTHSL.
9 | MexnyHapoaHas nepenucka. JlIoOKyMeHTHI 110 2 4 6 OIIK-4
BHEITHEAKOHOMHYECKON JICATEIIbHOCTH.
10 | denomnpou3BOACTBO MO MUCbMEHHBIM U YCTHBIM 2 | 4 6 OIIK-4
00paleHusIM TPaK/IaH.
11 | loKkyMeHTHpOBaHHE TPYAOBBIX OTHOIICHUI. 2 4 6 OIIK-4
12 | Pabota ¢ KOH(HUIECHITNATLHBIMH JOKYMEHTAMHU. 2 4 6 OIIK-4
13 | Cayx6a IOV (mokyMeHTaIlmOHHOE O0ecTieueHre 2 4 6 OIIK-4
yIpaBIeHUs) B OpraHU3aIUsIX.
14 | Opraauzanusi T0KyMEHTO000pOTA. 2 | 4 6 OI1K-4
15 | Perucrpanusi TOKyMEHTOB. 2 4 6 OIIK-4
16 | KoHTpOJIb CPOKOB UCTIOTHEHUS JIOKYMEHTOB. 2 | 4 6 OIIK-4
CocraBieHrne HOMEHKIATYyp, TEKYILEe U ONePaTUBHOE
XpaHEHHE JIeTl.
17 | ApxuBHOE XpaHEeHHUE IOKYMEHTOB. 2 4 6 OIIK-4
18 | TexHuveckue cpeacTBa, MPUMEHsIEMBIC B 2 | 3 5) OIIK-4
JIeTIOTIPOU3BO/ICTBE
Bcero yacos: 18 | 18 71 | 107

5.3.

Tema 1. IIpeamer,

Coaep:xaHue THCHMILINHBI.

ACJIONMPOU3BOACTBO».
ITousTue TEPMHUHOB «TOKYMCHT», «KIOKYMCHTOBCACHHUEC», «TOKYMCHTAINOHHOC obecneyeHne
YIIPABJICHUA», «ACJTONPOU3BOACTBO», KKOPPCCIIOHACHIIUA).

coaepkaHMe M 3aJa4Yd  JUCHUIIIMHBI

«/lokymentoobopor u




Jlenonpou3BoACTBO Kak oOTpacib JAedTelnbHOCTH B cdepe ympasineHus. CoBpeMeHHOE
COCTOSIHHE JIETIONPOU3BOJICTBA.

Opranu3anMoOHHOE IOCTPOSHHE CIIYKOBI JIeIONpPOM3BOJCTBA. Pacmpenenenue ¢GyHKUUI
MEXIy NMOAPA3ACICHUSAMU AEIONPOU3BOIACTBA U UCTIOJHUTEISIMH.

HopmatuBHo-nipaBoBasi 6a3za opraHu3anuy JOKYMEHTAIIMOHHOTO 00eCTeYeHHs YIpaBICHUS
KaK OCHOBA TEXHOJIOTUH IIPOLIECCOB YIIPABJICHMUS.

3HaueHUe JOKyMEHTALHOHHOTO 00€CIIEUeHHsI YIIPaBICHUSI.

Tema 2. UcTopusi BOBHUKHOBEHNSI M PA3BUTHS 0T€4e€CTBEHHOI0 J1eJIONPOU3BOACTBA.

JoxymentupoBanue B | X-XV BB.

ITpukaznoe nenonpounsBoacto (XVI-XVII BB.)

Cucrema xoiexckoro paenornpousBoicTsa (XVIIIBg.)

Munuctepckoe aenonpoun3BoacTBo XIX - nHayama XX BB.

DopMHUPOBAHUE CUCTEMBI COBETCKOTO Aesornpoun3Boactsa (1917-1940 rr.)

Ucrtopus ynpasienus u aenonpou3poactsa B 1950-1990 rr.

CoBpeMEHHOE TOCYJapCTBEHHOE PErYJIMPOBAHUE JI€TIONIPOU3BOJICTBA.

Tema 3. OO0mme HOPMBI M NpaBHIa O(POPMIIEHHS JOKYMEHTOB. J(OKyMEHTHPOBAaHHAas
uHdopmanus.

JoxymeHT, ero  ocHOBHble  ¢yHKIUU  (MHGOPMAIMOHHBIE, KOMMYHUKATHUBHEIE,
YIpaBJIE€HYECKHUE, IPABOBbBIE, KYJIbTYpPHbIE, HCTOPUUECKHUE).

Knaccudukanus HOKyMEHTOB (10 MECTy COCTaBIIEHUS, O COJAEpKaHUIO, Mo (opme, MO
CpOKaM HCIIOJIHEHUS, TI0 MPOUCXOXKACHHUIO, MO0 CPEeICTBAM (UKCAINH, 10 IOPUANIECKON Cuile, 1o
ctanusam co3fanusi). 3akoHbl, [OCTsI u K1accuukaTopsl Ha TOKYMEHTHI.

Buner pexBu3uToB JqoKymMeHTOB. IlpaBmna odopmieHus OTAETBHBIX PEKBU3HUTOB
noKymMeHTOB. CoCTaBJIeHHE JOKYMEHTOB.

Cucrembl TOKyMeHTaMu. YHUDUKAUSA ¥ CTaHAApTU3aUUsA. YHUDUITUPOBAHHBIE CUCTEMBI
JOKYMEHTAIUU.

HupopmaninoHHO-A0KYMEHTAIIMOHHOE oOecrieueHre paboThl anmnapara yrnpaBieHHUs.

Tema 4. Opranu3anMOHHO-pPACTIOPSANTEIbHASl TOKYMEHTALMSA: NMOHATHE, KIACCH(PUKAILUSA,
cocTaB U 0(popmMiIeHHEe PEKBU3UTOB. B1aHKH JOKYMEHTOB.

Odopmnenne  ympaBieHueckod  JnokymeHTauuu.  [loHstme uw  kiaccuukanus
OpPraHMU3alMIOHHO-PACIOPSAUTEIBHBIX JOKYMEHTOB. COCTaB M CXEMBI PACIIONOKEHNS PEKBU3UTOB.

bnanky JOKYMEHTOB U UX BUJBI.

OdopmiieHne peKBU3UTOB OPraHU3ALMOHHO-PACHIOPSAUTENBHBIX JIOKYMEHTOB. PeKBU3UTHI
3aroJIOBOYHOM 4YacTH JOKyMeHTa. PEKBM3WTBHI COAEPIKATEIBHOM 4YaCTH JOKyMEHTA. PEeKBU3HTHI
oopmIsromeit yacTu JOKyMeHTa. TpeOOBaHUS K H3TOTOBJIEHHIO JOKYMEHTOB.

TpebGoBaHMsI K U3TOTOBIICHUIO, YUETY U XPAHEHHUIO TepOOBbIX OJIaHKOB.

Hopwmsbl 1 TpeGoBaHUs K pa3MEIIEHUIO0 PEKBU3UTOB TI0KYMEHTOB.

OpranuzalvoHHble  JOKYMEHTHl.  PacmopsiaurenbHble  JOKyMEHTHL.  [IpoTOKOIBI.
WNHdpopmanoHHO-CIIpaBOYHbIE JOKYMEHTBI.

Tema 5. SI3bIK M cTHIIBb CiIy:KeOHOIH JokyMeHTAUMU. TUNMYHbIE OIIHOKH.

OO11ast XapakTepUCTHKA CTUIIS CITY>KEOHOH TOKyMEHTAIHUH.

HopMsl oduninanbHO-1€70BOIO CTHIIA.

PenakTopckas mpaBka ciy>keOHBIX JOKYMEHTOB.

CTpyKTypHBIE OIIHOKH.

Cunrakcuueckue omuOku. OmuOKM, CBA3aHHBIE C HEMPAaBUIbHBIM IOPSAIKOM CIOB B
npemioxkeHun. Hapymenue cnenuduku ymoTpedsieHus aeenpuvacTHbIX 000poToB. OmuOkwH,
BO3ZHUKAIOIIME B PE3YJIbTaTe HE3HAHUS CTPYKTYpPbl CIOKHOIO MpeasiokeHusa. HenpasuibHoe
UCIOJIb30BaHue Npeioros. HenmpaBuiabHOe corjgacoBaHue B MaIexkKe.

Mopdodonoruueckue omubku. CornacoBanue onpeaenaeHuid. OmuOKH MpHu yrnoTpedIeHUH
MOJIHOM M KpaTkod ¢opM uUMeH mnpuiarareiabHbiX. OMUOKH B yNOTpeOJIeHHH KOJIMYECTBEHHBIX
VMEH YHUCIUTENbHBIX.

Jlexcuueckue OmmOKH.



Tema 6. OdopmieHnne nNpHKa30B, OPraHM3alliOHHO-TIPABOBBIX M JAPYIHX
PACHOPAAUTENIbHBIX JOKYMEHTOB.

OOmast XapakTepuCTUKAa OCHOBHBIX JTaloOB IOATOTOBKH mpHuKa3zoB. OdopmieHue u
OCHOBHBIC PEKBM3MUTHI Mpukaza. OdopmieHre paclopsKeHHs, YyKa3aHUs, I[10CTaHOBIICHUS,
pelLIeHus.

PazpaboTka ¥  yTBepKIeHHE KOMILJIEKCAa OpPraHW3alMOHHO-TIPABOBBIX JIOKYMEHTOB
(YcraB, Ilonmoxxenme 00 oOpraHu3any, CTPYKTYPHBIX MOJPa3/ICiCHUN, KOJUICTHATIbHBIX U
COBEIIATENIbHBIX OpraHax; LITaTHOE pacHucaHue; Oo(QOpMIIEHUE MOJI0KEHUH, HHCTPYKIHUU IO
OTJENbHBIM BHUJAM JAEATEIbHOCTH; JOJKHOCTHBIE MHCTPYKIIMH).

Tema 7. Odopmienue ciay:KeOHbIX NHCeM W JAPYrod HHGOPMANMOHHO-CIIPABOYHOM
AOKYMEHTAaIlMH.

[Tonstne «cnyxxeOHOe mnHUCbMO». Pa3HOBUAHOCTH Cily’)K€OHBIX IUCeM. PeKBU3UTHI HU
CTPYKTypa CIIy’)KEOHOTO THCbMa. SI3BbIK M CTWJIb CIY)KEOHOTO HHCbMA. DTHKET B CIyXeOHOU
nepenucke. O6pa3sibl U IpUMepbl 0POPMIICHHS CITYKEOHBIX ITUCEM.

Hasnauenne u knaccudukamusi JeNOBBIX MuceM (TapaHTUHHOE MHCHMO, 3aKas, 3ampoc,
3asBKa, M3BeIlleHHe, HMH(OPMAIMOHHOE IHChbMO, HAlOMHUHAHUE, OTKa3, OTKPHITOE MHUCHMO,
MOATBEPKJICHUE, TIPEUIOKEHNE, MTPUTIIallIeHne, IPoch0a, PEKOMEH1aTeIbHOE TUChMO, COTJIacHe,
cooOlIeHne, COMPOBOAUTENBHOE TUCHMO, TPEOOBaHUE, YBEIOMIICHUE).

JenoBas nepenucka. JlenoBble BCTPEUM M BU3UTHL. Y4YacTHE B BBICTaBKax M spMapkax.
[IpencraBnenue HHTEPECOB U MocpeiHNYecTBO. KOH(DIUKTHBIE CUTYyaIUH.

ITucemennas koppecnonaeHuus. Hocurenn nmucbMEHHOW KOppecHoOHIEeHIMU. bymara s
IIMCBMEHHOW KOPPECIOHIeHIMHU. BUIbI NOYTOBBIX OTIPABICHUN.

OcobenHocT 0(hOpMIICHHUSI THCEM, IEpeaaBacMbIX AJICKTPOHHOM IMOYTOW M IO KaHalIaM
NEKTPOCBS3H.

OdopmieHne akTa, TPOTOKOJIA, TOKIATHOH, CITyKEOHOH 1 OOBSICHUTEIHHOMN 3aITUCOK.

Tema 8. JlokyMeHTHpPOBaHHE KOMMEPYECKOM AeATEJIbHOCTH NPeNPUATHS.

Kommepueckue mnucema. JloroBopbl (0roBOp KyIUIM-TIPOJAXKH, JIOTOBOP IIOCTaBKH).
[IpoTokoibl pa3HOIIaCHil K 10rOBOpaM MOCTABKHU.

Kommepueckne akThl.

IIpeTren3noOHHO-UCKOBass JOKyMeHTauus. VckoBele 3asBineHus. [IpenwsaBieHue ucka.
Pexomennanuu no oopMIIEHHIO HCKOBOTO 3asBieHUs. JIOKYMEHTHI, NpHJIaraéMble K HCKOBOMY
3asiBiieHn10. OcTaBIeHUE HCKOBOTO 3asiBJICHUS 0€3 IBUKEHUS.

[Tucemo-nipeTeH3us (pexinaMarius).

Kaccammonnas sxano6a (00xaoBaHue pemieHust Cyia o UICKOBOMY 3asiBJICHUIO).

Tema 9. MexnyHapoaHasa mnepenucka. JIOKyMEHTBI 10 BHEIIHEIKOHOMHYECKOH
AesITeJIbHOCTH.

MexayHaposHble CTaHIapThl MO O(GOPMIIEHHIO JTOKyMeHTOB. @opmarel OyMmaru.
[IpoekTupoBanue 6aHKOB. PEKBU3UTHI MEKTyHapOIHOTO MUCHhMA.

[ToaroToBka Aem0BOM KOPPECHOHACHIIUH [Tl 3apyOEKHBIX TAPTHEPOB.

Odopmnenne KOppEeCHOHJAEHIMM B aHIJIOS3bIUHBIX cTpaHax. CrTpykrypa Qopmymspa u
COCTaB PEKBU3UTOB CIy)keOHOTo nrcbMa. TpeGoBaHMs K OPOPMIICHUIO KOHBEPTOB.

COop wuHpopmamu o JenoBoM mapTHepe. Berpeun, oOmen BusuTamu. BeicTaBouHas
nesrenbHoCTh.  JloroBopsl. Kondumukthaeie curyauuu. Koudumukrel.  HMHpopmannonHoe
obecneuenne. GunancoBsie Bonpockl. TpaHcnopT.

Knaccugukanuss TOKyMEHTAallMM 10 BHEIIHEIKOHOMHYECKOH JesTeabHOCTH. Toproas
peructpanusi U TOPrOBble KHMIM BO BHEIIHEOKOHOMHYECKOW JeATeIbHOCTH. TexHuueckas u
TOBapHas JOKyMeHTanus. Buasl KOHTPakTOB, OG(OPMISIONIUX BHEIIHEIKOHOMHYECKYIO
nesTenbHOoCTh. DopMbl pHIokeHNH K KoHTpakTaM. OdopmiieHue JOMONIHEHUH U crielpUKanuil
K KoHTpakTaM. CTpyKTypa 1 coiep>KaHHe JOTOBOpa O KyIUIE-IIPOJaxKe.

Tema 10. /Ies1onpou3BoOACTBO 110 MMCHbMEHHBIM U YCTHBIM 00PAIleHHAM IPaK/IAaH.

CraHOBNIEHHE U pa3BUTHE OTEYECTBEHHOTO JIEIOMPOM3BOJICTBA 1O paboTe ¢ OOpaIEHUIMU
rpaxaaH. 3aKoHOJaTeNbHOE PErylupoBaHHe padOThl ¢ OOpaleHUsIMU IpaxaaH B Poccuiickoit
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@enepanun. Knaccudukanus oOpamenuit rpakaaH. IlucbMeHHBIE OOpalleHHss TpakIaH.
KonTpons wucnonHeHus nuceM TpaxkiaH Jlenonpou3BOACTBO IO OOpallleHHsIM Ipaxk[aH.
Opranuzanus JUYHOTO npueMa rpaxkiaad. MudopmupoBanue rpaxaan. OOpameHus U 3apochl
oco0oro koHTpoJisi. Opranu3zanus padboTsl ¢ 00OpaLEHUIMU JEyTaTOB.

Tema 11. lokymMeHTHpPOBaHHE TPYA0BBIX OTHOLIEHHIA.

Knaccugukarus 10KyMEeHTOB IO JTJUYHOMY COCTaBY.

OdopmiieHne JOKYMEHTOB, UCIOJIB3YEMBIX NPH IMpHEMe Ha paboTy (pe3tome, 3asiBICHUE).
Odopmiienne nmpukasza (pacopspKeHHs) 0 pueMe Ha padoTy. JIOKyMeHTHI, IpeAbsABIsieMble IPU
3aKJIIOYEHUU TpPynoBoro noroopa. OdopmiieHue TpyaoBOrO AoroBopa. JIuunas KapTouka
paboTHHKa. XapakTepucTtuka paboTHHKA. ABToOMOorpadus paboTHuUKA. AHKeTa paOOTHHKA.
JInuHoe neno paboTHuKa. TpynoBast KHMKKa: Bblgada, 0opopMIICHHE, XpaHEHHUE.

Odopmienue npukasa (pacmopsKeHHUs) O epeBojie pabOTHUKA HA IPYTYIO paboTy.
JIOKyMEHTUpOBaHUE NPOLECCA YBOJIbHEHUS (PacTOPKEHHS TPYJOBOIO JOTOBOPA).

Tema 12. PaboTa ¢ koHGUIEHIIHATBHBIMYU JOKYMEHTAMH.

Opranuzanus paboTel ¢ KOH(DUICHIHMAIBHBIME JOKyMEHTaMHU. 3akoH «O KOMMEpPYEeCKOM
TaiiHe». 3alMTa NMepcoOHAIbHBIX JaHHBIX paboTHuKa. DenepanbHblil 3ak0H «O MEPCOHAIBHBIX
JAHHBIX.

Ceenenus, oTHOcsIMecs K KOH(UIEHUMaIbHOW HH(OpManuu. 3ammra JOKYMEHTOB,
coJiepKaluX KOoMMepuecKyr TaiiHy. OpraHuzanusi paboTbl C JOKYMEHTaMH, COZAEpXk alluMU
KOH(HICHIIMATIbHBIC CBEJICHHUS.

Texnonorust 00pabOTKM  KOH(DUICHIMANBHBIX  JOKYMEHTOB. OJTambl  MOATOTOBKU
JIeJIOTIPOU3BOAUTENIEM  KOH(QUJEHIMAIbHBIX  JAOKYMEHTOB.  OCHOBHBIE  OIE€pallMOHHBIE
TEXHOJIOTUYECKHE CXeMBbl 00pabOTKH KOH(PHICHIHATBHBIX JOKYMEHTOB. YUET HMOJTrOTOBICHHBIX
KOH(HIEHIIMATIbHBIX JJOKYMEHTOB.

Tema 13. Cay:xoa JOY (10KymMeHTallMOHHOE o0ecnieyeHHe YNPaBJIeHUs1) B OPraHU3alHuAX.

Cayx06a JIOY (moxymeHTalMOHHOE OOeclieueHUe yNpaBlIeHUs) B OpraHu3aluy. 3ajadu U
¢bynkuun cayx0bl JIOY. Tunosele opraHu3zaloHHble CTPYKTYphl ciayx0b1 IOY B opranuzanuu.
OyHKIUHN CTPYKTYpPHBIX ToApasaeneHuii ciayx0sr JJOVY. IIpaBa u oTBeTcTBeHHOCTH City:k0b1 [IOY
B OpraHU3aly.

JIOMKHOCTHOW M TEXHMYECKHH CcOCTaB pabOTHUKOB. DYHKIMOHAIbHbIE OO0S3aHHOCTH
coctaBa ciyx0bl JJOY. HopmaTuBHas periaMeHTanust M yCJIOBUS TpyJa paOOTHUKOB CIYKOBI
JOYV.

Tema 14. Opranusanus 10KyMeHTOO0OpOTA.

[TpoGiiemMa coBepiIeHCTBOBaHMS JOKyMeHTooOopoTa. IloHATHE «10KyMEHTO0OOPOT», €ro
pa3BUTHE U HOPMAaTUBHO-METOANYECKasl periaMeHTalus. XapakTepuCTHKH JJOKYMEHTO000pOTa.

OcHoBHbIE MpaBuja OpraHU3alUd JOKYMEHTOO0OpOoTa B yupexaeHuu. [Ipuem, nepBudHas
00paboTKa, pacrnpeereHne NOCTYUBIINX T0KyMeHTOB. [lopsiiok HampaBiieHUs! Ha UCTIOJIHEHUE U
paboThl UCHOTHUTENS ¢ JoKyMeHTaMu. [lopsiiok 00paboTku Hcxoaaumx J0KyMeHToB. OTnpaBka
JOKYMEHTOB.

Tema 15. Perucrpauusi 10KyMeHTOB.

[TonsiTue cucTeMbl pPETUCTPALMM  JOKYMEHTOB. 3HA4€HHE U 33Ja4d PETUCTpalUH
nokyMeHToB. OOIiMe MpaBWiia PErucTpaluyd AOKYMEHTOB. OpMBI UM TOPSAIOK perucTparuu
JNOKyMeHTOB. MHekcanus JOKYMEHTOB.

Opraau3zanusi CIpaBOYHO-UH(POPMAIIMOHHON pabOThl. ABTOMATHU3HPOBAHHBIE CHCTEMBI
perucTpanuy JOKyMEHTOB.

Tema 16. KoHTpoab CpokoB wucHoJHeHHsI A0KYMeHTOB. CocTaBjieHHe HOMEHKJIATYP,
TeKyllee U ONepaTHuBHOE XPaHEHHe Jel.

[lens u 3amayM KOHTPOJISI CPOKOB HCIIONMHEHUS JOKYMEHTOB. 3HAaU€HHE, BUABI U (POPMBI
KOHTPOJSI CPOKOB MCIIOJIHEHMsI JOKyMEHTOB. CpokoBas KapToTeka. ABTOMAaTH3MPOBAHHBIE
CUCTEMBI KOHTPOJISI CPOKOB UCIIOJTHEHUS IOKYMEHTOB.

CocraBnenne HoMeHKnaryp Jen. OpraHu3anusi TEKYLIETO XpaHEHUS JOKYMEHTOB.
dopMHUpoBaHUE U ONIEPATUBHOE XPaHEHUE JIElI.



Tema 17. ApxuBHOe XpaHEeHHE JOKYMEHTOB.

[TonroroBka Aen K mnepeaaye Ha apXMBHOE XpaHEHHE. DKCIEPTH3a LIEHHOCTH JOKYMEHTOB B
nenornpou3BoacTBe. Buasl apxuBHbIX 1okyMeHTOB. Odopmiienue nen. CocTaBieHHE ONMUCEH aed.
ObecrieyeHre COXPAHHOCTH JOKYMEHTOB. [lOpsiOK yHMUYTOXXEHUS JOKYMEHTOB U Jell C
HCTEKIIMMH CPOKaMH XpaHeHus. Jleno3utapHoe XpaHeHHE I0OKYMEHTOB.

HopmatuBHO-ipaBoBOe oOecrieueHre AesITeIbHOCTH apXuBOB B Poccuiickoit depepanum.
HopmartuBHas periiaMeHTanusi paOOThl apXWBOB OpraHu3anuii. XpaHEHUE U y4EeT apXHUBHBIX
nokyMeHTOB. KoMIUIeKTOBaHHWE apXWMBOB apXHUBHBIMU JOKyMeHTaMHu. JlOCTynl K apXHUBHBIM
JIOKYMEHTaM U UX MCIOJIb30BAHHE.

MartepuanbHO-TeXHUYECKOE  o0ecredeHne apxuBa. [peboBaHHMS K  MOMEIICHUIO
apxuBoxpaHuiuina. O6opyIoBaHuE apXUBa.

Y4er W XpaHEHHE OJEKTPOHHBIX JOKyMeHTOB. [lopsnok mepenaud JOKYMEHTOB Ha
roCy/1apCTBEHHOE XpaHEHHUE.

Tema 18. Texuuueckue cpeacrsa, npuMeHsieMble B /1eJI0NIPOU3BOACTBE.

OO1ee npencTaBiIeHUE O TEXHUUECKUX CPEACTBAX B JeN0Npon3BoacTBe. KomnbroTepusanus
nenonpou3BoacTBa. OCHOBHBIE BO3MOKHOCTH KOMITBIOTEpHBIX TexHomorui B JIOY.

[lonsiTie »ANEKTPOHHOrO JOKyMeHTa. llpeumyiectBa M HEIOCTAaTKU BJIECKTPOHHOTO
nokymenta. OdopmiieHne JOKYMEHTOB B 3JEKTpOHHOM  Buje. (OCHOBHBIE  METO/IBI
dbopmatupoBanus tekcra. OopmiieHne cHMBOJIOB TeKcTa. Brigenenue ad3ares. Pacronoxenne
TekcTa. PyOpuKu, BelIeIeHHs B TEKCTE SIEKTPOHHOTO ToKyMeHTa. [Ipumeuanus, cHocku. BepcTka
CTPaHHI] MHOTOCTPAHMYHOTO TEKCTa. YTMOTpeOJeHWE MPOMHUCHBIX M CTPOYHBIX OYKB B TEKCTE
nokymenTta. Haumbonee ymnorpebnsiembie cokpamieHus cioB. OdopmieHue naT U 4YHCENl B
nokymeHTax. [leqyaTp 3JI€KTPOHHOTO TOKYMEHTA.

[TonsiTe u cTpyKTypa TaOJMIBI B 3JIEKTPOHHOM AoKyMeHTe. OCHOBHBIE TpeOOBaHUS K
dopmMe u moctpoeHuro Tabmmi. OdopMIICHHE HYMEPAIMOHHOTO 3arojioBKa  TaOJIUIIEL.
OdopmieHue 3aroyioBKOB U J1aT.

ABTomaTu3anusi paboThl € JIOKyMEHTaMU. ABTOMAaTH3WPOBAaHHBIE paboyue MecTa.
DNEeKTPOHHBIE O(PUCHBIE CHCTEMBI.

Opranuzanus JOKyMEeHTO000pOoTa C UCIOIb30BaHHEM CPEJICTB TEIEKOMMYHHUKAIIUU.

5.4. TemaTuyecKuii IVIaH NPAKTHYECKUX (CEMUHAPCKHUX) 3aHATHH.

Dopmsbl
e . TpynoemMkocTsb, TeKyIero
No | pazne Tembl IpakTHYeCcKNX (CEMUHAPCKUX) 3aHITUH 4 KOHTpOJIA
na yCIIEBAEMOCT
u
1 5 Hcropust BOSHUKHOBEHUS U Pa3BUTHS OTEYECTBEHHOTO 2 YcTHBIi ompoc,
JIEJIOTIPOU3BO/ICTBA. KOHCTIEKT
Opra"u3anmoHHO-PACTIOPSANTEIbHAS JOKYMEHTAIIHS: 2 Koncnexr,
5 4 HOHATHE, KIaccu(uKaLus, cocTa U opopMIICHHE pemieHue
PEKBU3UTOB. briaHKM JOKyMEHTOB. CUTYalMOHHBIX
3a/a4
OdopmieHre NPUKa30B, OPraHU3alMOHHO-ITPABOBBIX 2 TEeCT,
U JIpYTUX PaclopsANTENbHBIX JOKYMEHTOB. odopmieHne
3 6 JIOKYMEHTOB,
peleHue
CUTYalMOHHBIX
3ag1a4
JlokyMeHTHpOBaHHE KOMMEPUYECKOH AeSITEeIHbHOCTH 2 Odopmienne
TPENPHUSITHSI. JIOKYMEHTOB,
4 8 perieHne
CUTYaIMOHHBIX
3a]a4




Jlenonpou3BoJICTBO  TI0 MHCHMEHHBIM M YCTHBIM 2 Occe, penieHue
5 10 | oOpameHusAM TpaxkaaH. CUTYaIlMOHHBIX
3a1a4
6 12 | Pabora ¢ koH(HICHINATLHBIMY JOKYMEHTAMH. 2 Y cTHBIR 0Ipoc
7 14 Opranuszamus T0KyMeHTO000pOTa. 2 [Tucemennas
pabota
KOHTpOJIb CPOKOB UCTIOJIHEHUSI JOKYMEHTOB. 2 Tect
8 16 | CocraBneHre HOMEHKIIATYD, TEKYIIEE U ONIEPATHBHOE
XpaHEeHHUE eI
9 18 Texuuueckue CpenCTBa, MPUMEHSIEMBIC B 2 VYcTHBIIT ompoc
JICTIONIPOU3BO/ICTBE.

5.5. Temaruueckuii JiaH JJadopaToOpHBIX padoT.
He npenycmorpensl

6. MATEPHAJIbI TEKYIIEI'O KOHTPOJIA YCIIEBAEMOCTHA Imo

JUCHUIVIMHE (MOAY JIIO)

Texyumuii  KOHTpOJb YCHEBAEMOCTH OOECIIEUMBAET OLIEHWBAHHWE XOJla OCBOEHUS
IUCLUUIUIMHBL (MOAYNA) M OpraHU3yeTcs B COOTBETCTBUHM C TOPSIKOM, OINpeAesieMbIM
JOKaJIbHBIMU HOpMaTuBHbIMM akTaMu MAJIW. [lopsiiok mnpoBeaeHHs U cUCTEMAa OLIEHOK
PE3yJIbTaTOB TEKYLIETO KOHTPOJIS yCIIEBAEMOCTH YCTAHOBJICHA JIOKAJIbHBIM HOPMATHUBHBIM aKTOM
MAJN.

B kauectBe (opM Tekyllero KOHTPOJS YCHEBAEMOCTH [0 JAUCHUILUIUHE (MOJIYJIIO)
UCIOJIB3YIOTCS:

- ycTHBIH orpoc (ppoHTasbHas Oecena, UHAMBUYATIbHBIN OIPOC, JOKJIA/bl);

- IpOBEpKa NMUCbMEHHBIX 3a/laHui (HaMCaHUE 3CcCe, KOHCIIEKTUPOBAHUE HAYUHbBIX CTaTeH,
o(hopMIIeHHE JIeTOBOY MEPEIHCKH);

- TECTUPOBAHHE;

- pellIeHNEe CUTYallMOHHbIX 3a/1a4.

6.1. Marepuansl uis NpPOBEIEHHs MPAKTUYECKUX paboT, COAEpHKAaTCs B METOAMYECKHX
MaTtepuaigax MO JUCHUIUIMHE (MOIYJI0), BXOJSALIMX B COCTaB METOAMYECKHUX MaTepuajoB
00pa3zoBaTebHON MPOTrPaAMMBI.

7. ®OHJ OLEHOYHBIX CPEJCTB JJISA MPOBEJEHUS MPOMEXYTOUYHOM
ATTECTALIMM OBYYAIOILIUXCS O JUCHUTNIIMHE (MOYJIIO)

7.1. IlepeyeHb KOMIETEHIMH € yKa3aHHeM JTalnoB HX (pOPMHPOBaAHUS B IpoLecce
0CBOCHHs 00pa30BaTe/IbHOM NPOrpaMMBblI.

B pe3ynbraTe ocBOeHUS AUCHUIUIMHBI (MOAYIS) GOPMHUPYIOTCS CIEAYIONINE KOMIETEHIINN:

Kon Pe3ynbrarel ocBoeHMs 00pa30BaTeIbHON IPOrpPaMMBbI
KOMIIETEHIINH
CIoCcOO€H MCIOJIh30BaTh B MPOPECCUOHATBHOM IEATETLHOCTH
OITK-4 pacropsaUTeIbHYIO U IPOEKTHYIO JOKYMEHTAIIHIO, & TAK)KE HOPMAaTUBHBIE
MIPABOBBIC aKTHI B OOJIACTH CTPOUTEIHCTBA, CTPOUTEILHOW MHIYCTPHA U
KHUJTUIIIHO-KOMMYHQJIBHOTO X03sICTBa

B mpornecce ocBoeHust 00pa3oBaTeNbHON MPOrpaMMbl IaHHbIE KOMIIETEHIIMH, B TOM YHUCIIE
UX OTJENIbHbIE KOMIIOHEHTHI, (OPMHUPYIOTCS IOITAMHO B XOJI€ OCBOCHUS OO0YYarOIIMMHCS

10




TUCUUIUIAH (MOJyJIeii), MPaKTUK B COOTBETCTBUU C YUEOHBIM IUIAHOM M KaJeHIAPHBIM I'pauKoOM

y4eOHOro MpoIriecca B CIICYIOIEM OPsIKe:

OIIK-4 -cnioco0eH MCNOb30BaTh B NPO¢QeCcCHOHATIBHON AeATeJbHOCTH PACHOPSAANTEIbHYI0

U TPOEKTHYI0 JOKYMEHTAIHUIO,

a TaKK€¢ HOPMAaTHBHbLIC¢ IIpaBOBbI€ AKTbI B o0J1acTH

CTpoOUTEJILCTBA, CTPOI/ITe.]'IbHOﬁ HHAYCTPUHU U KUJTUITHO-KOMMYHAJBLHOT'0 Xo03s1iicTBa

JAucuunanHbl (MOAYJIH),
NPaKTHKHU

CemecTpnl

4

5

dopma
NMPOMeEK.aTTeCTAIUN

b1.0.06 JokymeHTOOOOPOT 1
JIEJIONIPOU3BOJICTBO

9K3aMCH

b2.0.01(Y) O3nakomutenbHas
NpaKTHUKa

324eT C OLIEHKOU

b1.0.22 Mertponorus, 3auer
CTaHJAPTH3aLUs U CepTUhUKAIUS JK3aMeH
3a4eT
b1.0.24 Mexanuka rpyHTOB.
DK3aMeH
OcHoBanust ¥ QyHIaMEHTBI
b3.01 [ToaroroBka k mpoueaype OILICHKA

3aIUTHI U 3aIIUTA BBITYCKHOM
KBATH(UKAIIMOHHON PabOThI
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7.2. Onrcanue nokasateyeil 1 KpUTepreB OLICHUBAHUS KOMITETEHINH, (OPMUPYEMBIX [0 UTOTAM OCBOSHUS TUCIUILIHMHBI (MOIYJIs), ONTMCAHHE

HIKaJl OOCHUBaHUA.

[TokazaTenem OLEHMBaHMS KOMIIETCHIMH HA Pa3IMYHBIX dTamax uX (GOPMHUPOBAHUS SIBISETCS TOCTHIKEHHE OOYUYAIOMIMMUCS TUIAHUPYEMBIX

pe3yabTaTOB OOYYEHHMS 110 TUCHIUTIINHE (MOIYIIIO).

OIIK-4 - CnocodeH HCNOIb30BaTh B MPO()ecCHOHAIBHOI eATeIbHOCTH PACTOPAIUTEIHHYIO U IPOEKTHYIO TOKYMEHTALMIO, a TAK:Ke HOPMATUBHbIE MIPABOBbIE AKTHI B
00JIaCTH CTPOMTEIBCTBA, CTPOUTEIBHONH HHIYCTPHH U *KHUJIHIIHO-KOMMYHAJIBHOI0 X0351iiCTBa

IToka3arenn Kpurtepuu oneHuBanus
2 3 4 5
3HATH: Oo6yuatomuiics nemouctpupyer | OOydvarouuiics aemMoHcTpupyer | OOyuaromuiicst qeMoHCTpUpyeT | OOydaronHiics IEMOHCTPUPYET
-OIlK-4.1. Br16op | monHOE OTCYTCTBHE WU HEIOJIHOE COOTBETCTBUE 4aCTUYHOE COOTBETCTBUE IIOJIHOE COOTBETCTBUE
HOPMaTHBHO-TIPAaBOBBIX U | HEOCTATOYHOE COOTBETCTBUE CIIEIYIOLINX 3HAHHM! CIIEIYIOLINX 3HAHHH: CIIEYIOLIMX 3HAHHH!
HOPMAaTUBHO-TEXHUYECKUX CIEeYIOIINX 3HaHUM: -OIlIK-4.1. Bri6op -OIIK-4.1. Bri6op -OIlK-4.1. Bri6op
IOKYMEHTOB,  PETYIHPYIOLINX -OIlK-4.1. Br16op | HOpMAaTHBHO-TIPABOBBIX U | HOPMAaTUBHO-TIPABOBBIX 1 | HOPMAaTUBHO-TIPaBOBBIX u
JIeSITeTBHOCTD B o0JacTé | HOPMaTUBHO-TIPABOBBIX U | HOPMaTHBHO-TEXHUICCKIX HOPMATHBHO-TEXHHUYECKUX HOPMATHBHO-TEXHUYECKUX
CTPOWTENBCTBA, CTPOUTEIBHON | HOPMATHBHO-TEXHUYCCKHUX JMOKYMEHTOB,  PETYIHPYIOMIHUX | JOKYMEHTOB,  PETYIHPYIOIMX | JOKYMEHTOB,  PETYIHUPYIOMIHAX
HHIYCTPUH u KIJTUIIHO- | JOKYMEHTOB,  PETyIUPYIOIUX | NEeSTEIbHOCTH B 00yacTu | AeATeIFHOCTh B o0iacT | IesTenbHOCTh B obnacTu
KOMMYHAIIBHOTO XO3SHCTBA IS | NEATEIBHOCTD B 00JacTH | CTPOUTENBCTBA, CTPOUTEIBHOW | CTPOHUTEILCTBA, CTPOHTEIBHOW | CTPOUTENBCTBA, CTPOUTEIHHOMN
peuicHusA 3a1a4u CTPOUTEIILCTBA, CTpOI/ITeHLHOﬁ HHAYCTpHUU u KHUIIUIIHO- HHAYCTpHUU )44 JKHUIIUITHO- UHAYCTpHUU )41 JKHUJIIUITHO-
HpO(I)eCCPIOHaHBHOI)’I UHAYCTpHUHU n JKHUJIUIIHO- KOMMYHAJIbHOT'O XO3SIMCTBA JJIISL KOMMYHAJIbHOT'O XO35IMCTBA JJISL KOMMYHAJIbHOT'O XO3SIHCTBA JJIsL
JACATCIBbHOCTH. KOMMYHAJIbHOT'O XO03gHCcTBa JIIA peuicHus 3a1a4n peuicHus 3a1a4n peuicHusA 3aJa4u
petieHus 3a1a4u | mpodecCUOHaIbHON npodeccnoHanbHOM npodeccrnoHaTbHOM
npodeccHoHaNbLHOMN JIeSITeIbHOCTH. JIeSITeIIbHOCTH. JIeSITEIIbHOCTH.
JIeSTeIILHOCTH. Jonyckarorcst 3HaunTeNbHbIe | Ho nonyckaroresi | CBoOOIHO orepupyer
OIINOKH, MIPOSIBIISIETCS. | HE3HAYUTEIHHEIC OImuOKH, | MPUOOPETCHHBIMY 3HAHMSIMH.
HEIOCTaTOYHOCTh 3HAHWH, 110 | HETOYHOCTH, 3aTPyIHCHHS MpHU
pany noKazaresieil, | aHaTUTUYCCKUX OTCpaIIHsX.
oOyyaromuics HCTIBITHIBACT
3HAYHTENBHBIC 3aTPYTHCHUS IPU
OTEPHPOBAHUHU 3HAHWSIMH TIPU
MX  TepeHoce  Ha  HOBBIC
CHUTYaIUH.
yMeTb: OOyuarontuiicst He OO6yuaronmuiicst neMorcTpupyeT | OOydarommiics qeMoHCTpupyeT | OOyJaromuiAcs B MMOJTHOM
- OIIK-4.5. CocTaBieHrue | yMeeT WU B HEIOCTATOYHOM HEITOJIHOE COOTBETCTBUE YaCTUYHOE COOTBETCTBUE 00BEME BIIALIEET:
pacrnopsiAUTeNIbHOM  JIOKYMEH- | CTENEHU YMEET: CIEAYIOMINX YMEHUMN: CIEAYIOIINX YMEHUMN: - OIIK-4.5. CocragieHne
Tanuu MIPOU3BOJICTBEHHOTO | - OIIK-4.5. Cocrasnenue | - OIIK-4.5. CocraBnenue | - OIIK-4.5. CocraBieHue | pacopsAUTEILHOM  TOKyMEH-
MOJpa3/ieNicHus] B TPO(UIBHON | paclOpSIIUTEIBHON  JOKYMCH- | paCHOPSIIUTCIBHON  OKYMEH- | PacHOPSAUTCILHOW  JIOKYMEH- | Taluu TIPOU3BO/ICTBEHHOT'O
cepe 1poeCCHOHAIBFHON | Taluu IIPOM3BOJICTBEHHOT'O | TallMu IPOM3BOJICTBEHHOT'O | TalMu MIPOU3BOJICTBCHHOT'O | MOJPA3JICICHUs] B NPOQHIBHON
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JIeSITEIIbHOCTH. nojipaszieneHuss B NPoQMIBHOHN | moapaszieneHuss B NPOQMILHON | moapasnelieHuss B TNPOQIIbHON | cdepe podecCHOHANBHOM
chepe npodeccHoHaNIbHOM | chepe mpodeccHoHaNbHON | chepe PO ECCHOHATBHOHN | IeATSIFHOCTH.
JEATETbHOCTH. JESATEILHOCTH. JIESTEILHOCTH. CBobonHO orepupyer
JlonmyckaroTcst  3HAYUTENbHBIC | YMEHUS OCBOCHBI, HO | IPHOOPETCHHBIMH  yMCHHSAMH,
OIIHOKH, MPOSIBISIETCS | NOMYCKAIOTCSl HE3HAYMTENBHBIC | MPUMEHSACT HMX B CHTYAIHAX
HEOCTATOYHOCTh YMEHHH, 10 | OLIMOKH, HETOYHOCTH, | MOBBIIIEHHOH CIIOKHOCTH.
psny MoKazaTelel, | 3aTpyIHEHUs pu
o0yyarormuics UCTIBITBIBACT | aHAIUTHYECKUX oreparusx,
3HAUUTENbHBIC 3aTPYJHEHHS NPH | IEPEHOCE YMEHWII Ha HOBBIE,
ONEPUPOBAHMH YMEHHSMHU TIPH | HECTAHIAPTHBIC CUTYalLUH.
UX  TepeHoce  Ha  HOBBIE
CUTYaIHH.
BJIAJIeTh: Oo6yuatomruiics He BiameeT wik | OOyJarouuiics BiIaaceT: OOGyuarouuiics gactuuHo | OOydaromuiics B TIOJIHOM
- OIIK-4.6. IIpoBepka | B HEIOCTATOYHOM  CTENEHH | - OIIK-4.6. IIpoBepka | BrmajgeeT: o0beMme BiajeeT:
COOTBETCTBUS MIPOEKTHOM | BIIAAEET: COOTBETCTBUS MIPOEKTHOH | - OIIK-4.6. IIposepka | - OIIK-4.6. IIposepka
CTPOUTENBHOM  JOKYMEHTaLUH | - OIIK-4.6. [IpoBepka | ctpouTenbHOM  TOKYMEHTALUU | COOTBETCTBHUS MIPOEKTHON | COOTBETCTBUS MIPOEKTHON
TpebOoBaHUAM HOPMAaTHBHO- | COOTBETCTBHS MIPOEKTHOH | TpeOOBaHUIM HOPMAaTHBHO- | CTPOMTENBHOM  JOKYMECHTAIlMM | CTPOMTENHHOM  JOKYyMEHTAIMH
NPAaBOBBIX W HOPMAaTWUBHO- | CTPOWTEIbHOW  JOKYMEHTAIMH | IPAaBOBBIX W HOPMAaTHUBHO- | TpeOOBaHMIM HOPMAaTHBHO- | TPEOOBaHMAM HOPMAaTHBHO-
TEXHHYECKHUX JOKYMEHTOB. TpeboBaHUAM HOPMATHBHO- | TEXHHYECKHUX JJOKyMEHTOB. NPaBOBEIX W HOPMAaTHUBHO- | MPAaBOBBIX W HOPMaTHUBHO-
NPaBOBEIX M HOpMaTtuBHO- | OOywaromiuiics UCTIBITBIBAET | TEXHUYECKUX JIOKYMEHTOB. TEXHHUYECKHUX JOKYMEHTOB.
TEXHUYECKHUX JOKYMEHTOB. 3Ha4YUTeIbHbIe 3aTpynHeHus npu | Ho nomyckarores | CBoOOIHO IpUMEHSET
NPUMEHEHNH HaBHIKOB B HOBBIX | HE3HAYMTENbHbIC OLIMOKY, | HOJyYeHHBIE HaBBIKH B
CUTYaIHAX. HETOYHOCTH, 3aTPyJHEHHS ITPH | CUTyalusx MOBBILICHHOH
AQHATUTHYECKUX omepanusx, | CI0KHOCTH.

[IEPEHOCE YMEHHMM Ha HOBBIE,
HECTaHJIapTHbIE CUTYalluu

13




1.
2.
3.

©ooNo oA

[IIxansl OLICHUBAHUS PE3YJILTATOB IIPOMEXYTOYHOM ATTECTALIMU U UX ONKMCAHUE:
®opmMa NIPOMEKYTOUYHOM aTTeCTAllUU: 3a4eT.

[TpomexyrouHast arrectanus oOydaromuxcs B (opme 3adéra MPOBOIUTCS MO pe3yabTaTaMm
BBITIOJTHEHUSI BCEX BHUIOB Y4eOHOHl paloThl, HPEIyCMOTPEHHBIX YYEOHBIM IUIAHOM IO JIaHHOM
JUCHUIUTHHE (MOIYNIO), PU ATOM YYHUTBHIBAIOTCS PE3yJbTAaThl TEKYIIErO0 KOHTPOJISI YCIIEBAEMOCTH B
TedeHue cemectpa. OneHKa CTENeHH TOCTHXKEHUS! 00y4JaloIMMUCS TIAHUPYEMBIX PE3yIbTaTOB 00YUEeHUS
M0 AUCHUILUIMHE (MOAYJI0) MPOBOJUTCS MPENOAaBaTesieM, BEYIIUM 3aHATUS 110 AUCIUIUIMHE (MOAYJIIO)
METOJIOM S3KCHepTHOM oueHku. [lo uroram mnpoMexyroyHOW aTTecTalluu MO JUCHUIUIMHE (MOIYIIIO)
BBICTABJISIETCS OIIEHKA «3aUTEHO» UJIU «HE 3aYTCHO.

HMIxana
OLICHNBAHUSA

Onucanune

BeimonHensl Bce BuAbl y4eOHOH pabOThI, MPEAyCMOTPEHHBIX Y4EOHBIM
mw1aHoM. CTyIEHT NEMOHCTPUPYET COOTBETCTBME 3HAHUM, YMECHMI, HaBBIKOB
NPUBEJCHHBIM B TaONUIaX IMOKa3aTelei, omepupyer NpUOOPETCHHBIMH
3auTeHo 3HAHUAMHU, YMECHUSAMHU, HaBBIKAMH, IPUMEHACT UX B CUTYaLMSIX ITOBBINICHHOU
cioxkHoctu. Ilpu 3TOM MOTryT OBITH JOMYIIEHBl HE3HAYHTEIbHBIC OIIMOKH,
HETOYHOCTH, 3aTPyJHEHUS IIPU aHAIMTUYECKUX ONEPaLUsAX, IEPEHOCE 3HAHUI
Y YMEHUH Ha HOBBIE, HECTAHIAPTHBIE CUTYaLUH.

He BbimmonneH oxuH mnm Ooiiee BUAOB Yy4eOHOH pabOTHI, MPEayCMOTPEHHBIX
y4eOHbIM m1aHoM. CTYAEHT JEeMOHCTPUPYET HETOJIHOE COOTBETCTBUE 3HAHUM,
YMEHHM, HaBBIKOB IPHUBEIECHHBIM B TaOJMIaxX IOKa3aTelel, IOMyCKarTCs
3HAYUTENbHbIE OLIMOKH, MPOSIBISAETCS OTCYTCTBUE 3HAHUM, YMEHUH, HAaBBIKOB
110 psaAngy HOKa3aTCHCﬁ, CTYACHT HUCHBITBIBACT 3HAYUTCIIbHBIC 3aTPYAHCHUA ITPU
OIIEPUPOBAHUY 3HAHUSAMHU M YMEHUSAMHU IIPH UX NIEPEHOCE HAa HOBBIE CUTYALIUH.

He 3auteno

7.3. TunoBble KOHTPOJIbHBIC 3aJaHUS INPOMEKYTOYHOH ATTECTAMH O0Y4YAIOIIMXCH IO

AMCHUIIMHE (MOAYJIIO).

321,[[8.HI/I}I I TIPOBEPKU PE3YJIbTATOB 06yquH;1 GHAECT».
OCHOBHBIC ITOHATUS U OIpEaAcCICHUA B obnactu ACJIOIMPOU3BOJACTBA.
3HadeHue AOKYMCHTAIIMOHHOT'O obecreueHust YIipaBJICHUA.

HopmaruBHo-npaBoBas 6a3za opraHu3aluy JOKYMEHTAIIMOHHOTO OOECIeueHHUsl YNpaBICHHUS Kak
OCHOBA TEXHOJIOTUU IIPOLIECCOB YIIPABIICHHUS.

Hcroprst BOSHUKHOBEHUS U PA3BUTHS YIIPABICHUYECKON TOKYMEHTALUH.

CoBpeMEHHOE TOCYJapCTBEHHOE PErYJIMPOBAaHUE IE€TIONPOU3BOICTBA.

JlokyMeHT, ero ocHoBHbIE QyHKIMH. Kitaccudukanys TOKyMEHTOB.

Bunpsl pekBU3uTOB 10KyMeHTOB. [IpaBuiia ohopMiIeHNs OTAENBHBIX PEKBU3UTOB JJOKYMEHTOB.
VYHuudukanus v ctanaaptusanus. Y HUUIUPOBaHHbBIE CUCTEMBI JOKYMEHTAIUH.
OpraHu3aloOHHO-paclopsAUTeIbHas JAOKYMEHTAIMs: TOHATHE, KiIacCU(UKaIUsI, COCTaB

O(POPMIICHUEC PEKBU3UTOB.

10.
11.
12.
13.
14.
15.
16.

bnaHku TOKyMEHTOB M UX BHIBL.

OO61as xapakTepUCTHKa CTUJIS CITY>KeOHON JOKYMEHTAIUH.

Cayx0a JIOY (nokymMeHTalmoHHOe o0ecrieyeHne yIpaBiIeHNs) B OpraHu3aimsix.
Opranu3zanus T0KyMeHT0000poTa.

Perucrparnus 1OKyMEHTOB.

KoHTpoJb CPOKOB HCTIONHEHUS TOKYMEHTOB.

ApXHMBHOE XpaHEHHE TOKYMEHTOB.

Jl1s IpOBEPKHU PE3yJIbTATOB OOYUCHUSI «YMEET», «BIAJEET!

u
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YMeTh UConbp30BaTh HHYOPMAITHOHHO-CIIPABOYHBIE TOKYMEHTHI.

YMeTh COCTaBIATh PEAAKTOPCKYIO MPABKY CIYKEOHBIX TOKYMEHTOB.

OdopMIIATh pacIOpsKEHHS, yKa3aHUs, TOCTAHOBJICHUS, PEILICHHS.

Pa3pabatbiBaTh U yTBEp)KIaThb KOMIUIEKC OpraHHU3allMOHHO-TIPABOBBIX JOKYMEHTOB (YcTas,
HOHO)KGHI/IG 00 opraHm3anuy, CTPYKTYPHBIX IOJPa3/l€iICHUN, KOJJICTHAIBHBIX M  COBEHIATEIbHBIX
OpraHax; IITaTHOE pachnucaHue; OQOpPMIICHHUE MOJOKEHUH, HMHCTPYKIMH [0 OTAEIbHBIM BUJAM
NESTENIbHOCTH; JOJKHOCTHBIE UHCTPYKLUN).

el N =

5. OdopmisaTh ciaykeOHbIC THCbMA M JPYTYI0 HH()OPMAITMOHHO-CIIPABOYHYIO JTOKYMEHTAIIHIO.

6. OdopmIIsATh aKThI, TPOTOKOIIBI, JOKJIATHBIC, CITY>)KEOHBIC U O0BSICHUTEILHBIC 3aIMHCKH.

7. JIokyMEeHTHpPOBAaTh KOMMEPUECKYIO NESITEIHbHOCTD MPEIITPUSITHUSI.

8.  CocraBmsiaTh NPETEH3MOHHO-UCKOBYIO JOKyMeHTamwio. lckoBeie 3asBienus. [lucbMo-mipeTeH3us
(pexmamartus).

9.  Bectu MeXAyHapOAHYIO MEPENUCcKy. JJIOKYMEHTHI [0 BHEIIHEAKOHOMHUYECKOW AEATEITbHOCTH.

10. Bectu 1enonpou3BOACTBO IO MUCBbMEHHBIM U YCTHBIM OOpaIlEHUsIM IPakJIaH.

11. JlokyMEeHTHpPOBaTh TPY1OBbIE OTHOLIEHMUS.

12. Paborath ¢ KOH(pHUICHIIMATEHBIMU JOKYMEHTAMH.

13. CoctaBnsiTh HOMEHKIATYPY, TEKYIIEE H ONIEPAaTUBHOE XpaHEHHE eIl

14. Hcnonp3oBaTh TEXHMYECKHE CPEJCTBA, INPUMEHSEMble B JOKYMEHTAllMOHHOM OOeCHeYyeHUU
yIpaBJICHUS.

7.4. Metoanueckue MaTepuajbl, ONpeaesiiOliie NPOUEeIyPbl OLEHHBAHHWS Pe3yJbTATOB
o0yuyeHus MO0 JTUCHHUILIMHE (MOAYJII0).

Kontponp kadecTBa OCBOCHHS NUCHMIUIMHBI (MOJYJIS) BKJIIOYACT B Ce€Osl TEKYIIUA KOHTPOJIb
yCIIEBAEMOCTH M TPOMEXKYTOUHYIO aTTecTaluio oOydarommxcs. Tekylmui KOHTPOJIb YCHEBAEMOCTH
o0OecrieurBaeT OIEHWBAHWE XOJa OCBOCHUS JUCIUIUIMHBI (MOJYJIsl), TPOMEXYTOYHAs AaTTeCTaIus
oOydaroluxcsi — OLIEHUBAaHUWE TPOMEXKYTOUHBIX M OKOHYATEJIbHBIX pE3yJIbTaTOB OOy4YeHHUS IO
JTUCHUTITNHE (MOIYJIIIO).

[Ipouenypsl oOllEHHBaHMS PE3YNbTATOB OOYYEHHUS MO AUCHUIUIMHE (MOIYI0), B TOM YHCIE
MPOIEAYPHl TEKYIIET0 KOHTPOJS YCIEBAEMOCTH U TOPSIOK MPOBEACHUS MPOMEKYTOUHOW aTTECTALMH
o0y4aromuxcsi yCTaHOBIIEHBI JJOKAJIbHBIM HOPMAaTUBHBIM akToM MAJI.

8. YYEBHO-METOJAWYECKOE W  HWH®OPMAILMOHHOE  OBECHEYEHME,
HEOBXO/JUMOE JJIS1 OCBOEHUSI JMCUMILIUHBI (MOJIY.JIS)

8.1. [IepeyeHb OCHOBHOM M JONOJHUTEIbHOM JIUTEPATYPbI, B TOM YHUCJIe:

a) OCHOBHAas

1. Kynses H.H., Hdémymkun A.C., Kongpamosa T.B., ®abpuunoB A.I'. KonduaenuuaiabHoe
JIeNIOTIPOU3BOJICTBO U 3AllUINEHHBINA 3IEKTPOHHBIA JTOKYMEHTOOOOPOT: Y4eOHMK - [DIEKTPOHHBIH
pecypc] — M. : U1 Jloroc; 2017. — 500 c.

2. [Ilanacenko lO.A. [lenompou3BOJCTBO: JOKYMEHTAIMOHHOE oOOecreueHHe YIpaBieHHs: YueOHoe
nocobue / [Tanacenko 10.A., - 3-e uzn. - M.:PUOP, UHOPA-M, 2016. - 112 c. - (BO: bakanaBpuar)
- Pexxum noctyma: http://znanium.com/catalog/product/542773

3. KabamoB C.IO. DnekTpoHHOE NPaBUTEIBCTBO. DJIEKTPOHHBIH JTOKyMEHTO000pOT. TepMuHBI H
omnpenenenus : yued. nmocodue / C.}O. Kabamos. — M. : UHOPA-M, 2017. — 320 c. — (Bsicmiee
obpasoBanue: bakanaspuar). - Pexxum goctyma: http://znanium.com/catalog/product/809828

0) 10MOJTHUTEIbHAS

1. EemoxumoBa JIL.M., Kopsbkua B.B., Ilemekun A.H., IlIBeukoBa O.I'..DnexTpoHHBIN
JOKYMEHTOO000pOT U obecriedeHre 0€30MacHOCTH CTaHIaPTHBIMU CpecTBaMu windows : yueOHOe
nocobue / JL.M. EBgokumona, B.B. Kopsaokun, A.H. Ileuekun, O.I'. IlIBeukosa.-M.: KYPC,
2017.-296¢.-Pexxum nmocryma: http://znanium.com/catalog/product/851088

2. beikoBa T.A., Ky3uenoBa T.B., Cankuna JI.B. [lokymeHTarmmonHoe oOecriedeHne yIpaBICHUs
(menompousBoncTBO) : yueb. mocobue / T.A. beikoBa, T.B. Ky3nenosa, JI.B. Cankuna. — 2-e
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https://e.lanbook.com/book/126123
https://e.lanbook.com/book/126123
http://znanium.com/catalog/product/542773
http://znanium.com/catalog/product/851088

u3n., nepepad. u gomn. — M. : UH®OPA-M, 2017. — 304 c. + Jlomn. mMaTepuanbl [DIEKTPOHHBINA
pecypc; Pexxum goctyna http://www.znanium.com]. — (Briciiee oOpa3oBanue: bakanaBpuar). -
Pexxum noctyna: http://znanium.com/catalog/product/762591

3. TI'yryeBa T.A. KouduneHumaibHoe neaompou3BoacTBO : yued. mocooue / T.A. I'yryeBa. — 2-¢
u3n., nepepab. u gomn. — M. : MH®PA-M, 2017. — 199 c¢. — (Bricmee obpa3zoBaHue:
bakanaBpuar). — www.dx.doi.org/10.12737/23514. - Pexum JOCTYyTIA:
http://znanium.com/catalog/product/766722

HopmaTuBHO-ipaBoBbIEe JOKYMEHTHI

1. 3akon «O rocynapcrBenHoM repoe Poccutickoit deneparuny» 30.06.2003 Ne 1-OK3

2. 3akon «O06 uH(popmanyu, HHOOPMAITMOHHBIX TEXHOJIOTUSX U O 3ammre uHGopmauun» 27. 07.
2006 r. Ne 149-®3.

3. 3akoH «O KOMMepYECKOU TaliHE»

4. 3akoH «O mopsake paccMoTpeHus oOpamieHuid rpaxaan Poccuiickoit denepanun» 02.05. 2006 T.
Ne 59-@3.

5. 3akon «O0 anekTponHo 1udposoit moanmucu»10.01.2002 Nel-D3

6. 3akoH «O TOBapHBIX 3HaKax, 3HAKaX OOCIYKMBAaHHS M HAMMEHOBAHHUSAX MECT IMPOUCXOXKICHUS
TOBapoB» (B pen.ot 24.12.2002 Nel76-D3)

7. 3akoH «O sa3bikax HapoaoB Poccuiickoit ®enepanuu» 01.06.2005 53-D3

8. 3akon «O06 apxuBHOM nene B Poccutickoit @eneparum» 01.10.2004 Ne125-03

9. 3akoH «O mepcoHaTbHBIX HaHHBIX» 27.07.2006 Nel152-D3.

10. TOCT P 51141-98. lenonpou3BOACTBO U apXUBHOE Aen0. TepMuHbl 1 ompexaeneHus. — M.:
I'occrannapt Poccun, 1998.

11. TOCT P 6.30-2003. YHuduuupoBaHHble CUCTEMbI JOoKyMeHTanuu. CucrtemMa OpraHU3alMOHHO-
pacropsIuTenbHON JOKyMeHTauu. TpedoBanus K opOpMIIEHUIO TOKyMEeHTOB. — M.: ['occTanmapt
Poccun, 2003.

12. IlepeueHb TUIOBBIX TOKYMEHTOB, O0OPa3yIOIIUXCS B JEATENIbHOCTH | OCKOMUTETOB, MUHHUCTEPCTB,
BEJIOMCTB U JAPYTUX NPEANpUSITUH, C yKa3aHHEM CpoKoB xpaHeHus. M.: Pocapxus, 2000.

1. TunoBas MHCTPYKIHS IO JICIOTPOU3BOJCTBY B (heepaTbHBIX OpraHax HCIOJTHUTEIBHOW BIACTH /

VY1B.MpuKkazomM MUHHCTEPCTBA KYIbTYPhl U MAacCOBBIX KoMMyHUKaiuii PO ot 27.01.2005.

14. TunoBo# periaMeHT B3aUMOJIEUCTBUS (elepalibHbIX OpraHOB UCIOJIHUTENbHOMN BiacTu / YTB.
nocranoBieHueM IIpasurenscta PO ot 19.01.01 2005 r. Ne 30.

15. TunoBo# perinamMeHT BHYTPEHHEH OpraHu3anuu (perepaabHbIX OpraHOB UCIOJHUTENBHON BIIACTH
/ YTB. nocranosnenuem IIpaButenbctBa PO ot 28.07.2005 1. Ne 452.

16. IlpaBuia BeneHUs U XpaHEHHsI TPYIOBBIX KHIKEK, U3TOTOBJICHHUS OJJAHKOB TPYJIOBBIX KHIDKEK H
obecnieuenus umu padoroxnareneit (yrs.Ilocranosnenuem IIpasurensctea PO ot 16 anpens 2003 r.
Ne 223 «O TpynOBBIX KHHKKAX)).

17. Tpynosoii konexc P® (B pegakuuu ot 30.06.2006 Ne90-D3)

18. Koncrutynust PO (8 penakuuu ot 01.2009)

19. TOCT P 6.30-2003, ytB. IlocranoBnenuem Ioccrannmapra Poccum 03.03.2003 Ne65-cT.
«YHU(UUUPOBAHHBIE CHCTEMbI JOKYMEHTAllMHU. YHU(UIUPOBAHHAs CUCTEMA OPraHU3alMOHHO-
pacropsaUTeNnbHON ToKyMeHTauu. TpedoBaHus K 0()OPMIIEHUIO TOKYMEHTOBY.

B) pecypcnl ceTu «UHTEpHET», MPOrpaMMHoe odecriedeHne 1 MH(POPMAIIHOHHO-CIPABOYHbIE
CHCTEMBI:
1. http://www.vf.madi.ru/moodle - Dnexkrponnas nHbpopMaMOHHO-00pa3oBaTeabHas cpena BD
MAJIN

2. https://e.lanbook.com - DnexTporHO-0MOMMOTEUHAs crcTeMa «JlaHb

3. https://znanium.com - DeKTpOHHO-OMOIMOTEYHAs CHCTEMA « Znanium.comy

4. «Koncynerant [Tnrocy http://www.consultant.ru

5. OBC «Kaurad®onm» (DnextponHas OnbIMoTEeKA) 000 «entp Hudposoit
Juctpulynum»

6. «[apanT» http://www.garant.ru
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http://znanium.com/catalog/product/762591
http://www.vf.madi.ru/moodle
https://e.lanbook.com/
https://znanium.com/
http://www.consultant.ru/

7.

8.
9.

10.
11.

12.

13.
14.

Kypnan «/lenonpon3BoAcTBO M JOKYMEHTOOOOPOT Ha upeanpustam» // Www.delopress.ru/
magazines/documents/

XKypnan «Cekperapckoe aeno» // www.sekretarskoe-delo.ru/

Kypnan «CrnipaBounuk kaaposukay // www.kadrovik.ru/

Kypnan «YnpasineHue nepconaiom» // www.top-personal.ru/

Jlapua M.B. Opranuzanus 3¢ exTuBHON 10roBopHOM padoTsl Ha 6a3e cuctembl DIRECTUM //
www.directum.ru/1083429.shtml

http://www.termika.ru/dou/ - uHGOPMAIIMOHHBIC PECYpCHI: «OHIUKIIONE NS
JeTI0npou3BoACTBaY U «HOopMaTHBHBIC JOKYMEHTHI MO ACIOIPOU3BOICTBY
http://www.i-u.ru/biblio/default.aspx - Pycckuii I'ymanurapusiii UnTepHeT-

VYuuBepcurer — bubnmoreka yqaeOHOW U HAYYHOU JTUTEPATYPHI

8.2. IlepeveHb y4eOHO-METOAMYECKOT0 O0ecedeH s IJIs CAMOCTOATEILHONH PadoThl 00y4YaOIIUXCS
10 JUCUMIIIMHE (MOIYJIIO).

B nepedenp yueOHO-METOAMYECKOTO OOECIEUEHUs JUIsI CaMOCTOSATENIbHOW PabOThl 00yJaromuXxcs
0 JUCIUIUTMHE (MOIYJII0) BXOJIST:
- KOHCITIEKT JICKITUH 10 AUCHUILIMHE (MOJIYJIIIO);

- MCTOANYCCKUC MATCPHUAJIbI IIPAKTHYCCKHUX (CGMI/IHapCKI/IX) 3aHATHUM.

JlaHHBIE METOJIMYECKHUE MaTepUAIIbl BXOJAT B COCTaB METOAMYECKUX MaTEPHAIOB 00pa30BaTEIbHOM

IIPOrPaMMBlI.

9. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYHEHUE JUCIUIIJIMHbI (MOAYJIS)
Ne HaumeHnoBanue 000pya0BaHHbBIX yueOHBIX [lepeyenb 000pyIOBaHUS 1 TEXHUIECKHX
/11 kaOMHETOB, JabopaTopuid CpelCTB O0yUeHus

1. | Ayautopus 305 — yueOHast ayiuTOpHs s VYuebHnast mebenb: ctoa — 11 mwT., CTymbs-
[IPOBE/ICHUS 3aHATUH JIEKLIMOHHOTO TUIIA, 23 mwT., CTOJ OJHOTYMOOBBIHM — 1 1mT.,
3aHSATUNA CEMUHAPCKOI0 THIA, TEKYILEro JI0CKa ayAUTOpPHAs.

KOHTPOJISL U IPOMEKYTOUHOM aTTecTaluH, (22 nocagO4YHBIX MeCTa).

2. | Ayautopuss 208 — g caMoCTOATENbHOM | YueOHas mebesnb: cTon — 21 mrT., CTynbs-

paboThI CTYIEHTOB. 21 wr., cryn opucHbId — 12 mrT.,

KOMIIBIOTEPHOE KPECIIO -6 WIT., CTOJI
OJIHOTYMOOBBIN — | MIT., CTON
KOMIIBIOTEPHBIH -5 1IT., Kadeapa
HAcCTOJIbHAs -2 MT., mikad -1 mr., gocka
ayJUTOpHas TpEXCTBOpYATasi; CTOMKa
HaKJIOHHAA - 4 IIT., CTEHT — 6 IIT.
HAcCTEHHas KapTa -1 .

(38 mocaso4HbBIX MECT).

OO6opynioBaHue: KOMIbIOTEPHAs TEXHUKA
C BO3MOKHOCTbBIO MOJKIIOYEHUS K CETU
"NuTepHer" n obecriedeHneM J10CTyIa B
AIIEKTPOHHYIO HH(OPMALIMOHHO-
oOpazoBatenbHyto cpeny BO MAJIN:
KOMITBIOTEPHI — 13 MIT., 5KpaH HACTEHHBIN
Luma

10. METOJUYECKHE VKA3AHUS JUISI OBYYAIOUUXCSI MO OCBOEHHUIO
JUCLUILIMHBI (MOLYJIST)

Jleknun

I'maBHOE B nepuoa IMOATOTOBKM K  JICKHMOHHBIM  3aHATUAM —  HAYUYUTBCA  MCTOAaM
CaMOCTOATCIIBHOT'O YMCTBCHHOI'O TpyAdad, CO3HATCIIBHO pa3BUBATL CBOW TBOPYCCKHUC CIIOCOOHOCTH U
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OBJIaJICBaTh HABBIKAMH TBOPUYECKOH paboThI. [[Is1 3TOro HEOOXOAMMO CTPOTO COOJIONATH AUCIUTLIHHY
yueObl M ToBeneHHUs. YeTkoe IJIaHUPOBAHUE CBOETr0 pPabOYero BpPEMEHU U OTAbIXa SBISETCS
HEOOXOAUMBIM YCIOBUEM JUISI YCTICITHON CaMOCTOSITETbHON PaOOTHI.

B ocHOBY ero HyXHO MOJOXHUTh paboyue MPOrpaMMbl H3Y4aeMbIX B CEMECTpPE JUCHUIUIMH.
ExxenneBHO# y4eOHOU paboTe CTyIEHTY CIeAyeT yIeNsaTh He MeHee 9 JacoB CBOETO BPEMEHH, T.C. IPH
IIECTH Yacax ayJUTOPHBIX 3aHATUI CaMOCTOATEIbHON paboTe HEOOX0IMMO OTBOIUTH HE MEHEE 3 4acoB.

Kaxnomy cTyneHTy cieayer coCTaBisTh €KEHEACIbHBIA U CEMECTPOBBIN IJIaHBl PAOOTHI, a TAKKE
IUIaH Ha Kaxablid pabouunii nenb. C Beuepa Bcerja HaJo0 paclpeaesaTh padoTy Ha 3aBTpalIHUM neHb. B
KOHIIC KaXXA0I'0 JHA uenecooGpa3H0 noABOAUTH UTOT pa6OTBII TIIATCJIbHO ITPOBEPHUTH, BCC JIM BBIIIOJIHCHO
[0 HAMEUEHHOMY IUIaHy, He ObUIO JIU KaKUX-IMOO OTCTYIUICEHUH, a €clii ObLIU, MO KaKOW MPUYHMHE 3TO
npousonuio. HyXHO OCYyIIECTBISATH CaMOKOHTPOJb, KOTOPBIA SBISETCS HEOOXOJUMBIM yCIOBHEM
ycrnemHo y4yeObl. Eciu 4TO-TO OCTaloch HEBBINOJIHEHHBIM, HEOOXOIMMO H3BICKATh BpeMs UL
3aBEpIICHHSI TOW YacTH paboThl, HE YMEHbIIast 00beMa HeIeTBHOTO IJIaHa.

CamocrosiTenbHas padoTa Ha JEKLIUN

Crnynranve W 3anuch JCKIUKA — CIOKHBIA BUJ ayIUTOPHOU paboThl. BHHUMaTeNbHOE CiTylaHuEe W
KOHCIIEKTUPOBAHUE JIEKIUI NPEIoJaraeT HHTEHCUBHYIO YMCTBEHHYIO JI€ATEIbHOCTD cTyaeHTa. Kparkue
3aMMcy JIEKIMI, WX KOHCIEKTUPOBAHHE MOMOraeT yCBOUTH y4yeOHbIN Marepuanl. KOHCHEKT sBisercs
I10JIE3HBIM TOI'/Ia, KOT'JIa 3aIIMCaHO CaMO€ CYILIECTBEHHOE, OCHOBHOE U CJIEJIAHO 3TO CAMUM CTYJEHTOM.

He nago ctpemutbes 3amucath JIOCIOBHO BCHO JIEKIUIO. Takoe «KOHCIEKTUPOBAHUE» MPUHOCHUT
OoJpllie Bpesia, YeM IOJIb3bl. 3alKCh JIKIMHA PEKOMEHIIYEeTCS BECTH IO BO3MOXXHOCTH COOCTBEHHBIMH
dbopmynupoBkamu. JKenareabHO 3allKCh OCYIIECTBISATh HA OAHOW CTpPaHHIIE, a CIEIYIOIIYI0 OCTaBISTh
IS IPOPabOTKH Y4eOHOTO MaTepraja CaMOCTOATENBHO B IOMAITHUX YCIOBHSIX.

KoHcnekT nekuuu jydine MOApa3AensTh Ha MYHKTHI, maparpadsl, coONroAas KpacHYI CTPOKY.
OToMy B OOJNBLION CTeNeHH OYIyT CIOCOOCTBOBAaTh IYHKTHI IUTaHA JICKIUH, MPEIJIOKECHHbBIC
npenogaBatensM. [IpuHIMNHansHbie MecTa, ompeAeseHus, GopMymbl U Ipyroe ciaeayeT CONPOBOXKIAThH
3aMEUYaHUSIMHU «BaXKHO», «0CO00 BaXKHOY, «XOPOILIO 3alIOMHUTH» U T.I. MOXKHO JIeJIaTh 3TO U C IIOMOIIBIO
Pa3HOIBETHBIX MapKepoB Wiu pydek. Jlydiie eciau oHu OyAyT cCOOCTBEHHBIMH, YTOOBI HE MPUXOAMIOCH
IIPOCUTh UX Yy OJHOKYPCHUKOB U TEM CaMbIM HE OTBJIEKATh UX BO BPEMs JIEKIUH.

Ienecoobpa3Ho pa3paboTaTh COOCTBEHHYIO «MapKorpaduio» (3HaukH, CHUMBOJBI), COKpPAIICHUS
cioB. He nmumnum Oyner v u3ydeHue ocHOB creHorpaduu. Paboras HaJl KOHCIEKTOM JIEKIM, Bcerja
HEOO0XO/MMO HCIIONb30BaTh HE TOJNBKO YYEOHUK, HO M Ty JHUTEpaTypy, KOTOPYIO IOMOJHHUTEIHHO
pexomeHoBan JekTop. MIMeHHO Takas cepbe3Has, KpomoTiuBas padoTa C JEKIUOHHBIM MaTepHUaIoM
MIO3BOJIUT INTyOOKO OBJIA/I€Th 3HAHUSIMU.

bonee noapobHast nHGOpMaIuUs MO JAHHOMY BONPOCY COAEPKUTCS B METOJIMYECKUX MaTephayiax
JIEKIIMOHHOT0 Kypca M0 JUCHMILIMHE (MOAYIII0), BXOIAIIMX B COCTaB 00pa30BaTeIbHON POTrpaMMBI.

IIpakTH4eckne (CeMMHAPCKHUE) 3aHATHS

IToaroToBKy K KakIOMy IPAKTUYECKOMY 3aHATHUIO KaXKAbId CTYIEHT JOJDKEH HayaTrb C
O3HAaKOMJICHHS C IIJIJAHOM 3aHATHsL, KOTOPBIA OTPAYKAET COJEpKAHUE NIPETI0KEHHON Tembl. [IpakTnueckoe
3aJjaHle HeOOXOJMMO BBIMOJIHUTH C YYETOM MPEUIOKEHHON IMperoaaBaTesieM WHCTPYKIMU (YCTHO HIIU
MUCbMEHHO). Bce HOBBIE MOHATHS MO HW3y4aeMOW TeMe HEOOXOAMMO BBIYYUTh HAW3YCTh U BHECTH B
rJI0ccapuii, KOTOPBIN 11e1IecO00pa3HO BECTH C CaMOT0 Havala U3y4eHus Kypca.

Pe3synbrar Takoil paboThl JOJIKEH MPOSIBUTHCS B CIIOCOOHOCTH CTYAEHTa CBOOOJHO OTBETHTH Ha
TEOPETUYECKHUE BOIPOCHI MPAKTUUYECKOTO 3aHATHS M YYaCTHM B KOJUIEKTUBHOM OOCY)XJIEHHMH BOIIPOCOB
M3y4aeMOU TeMbI, IPaBUILHOM BBIIIOJHEHNH TPAKTHYECKUX 3a1aHUM.

CrpyKTypa NpaKTU4ECKOIO 3aHATHS

B 3aBucHMOcCTH OT cofep:kaHUs U KOJIMYECTBA OTBEICHHOIO BPEMEHH HA W3YyYEHHE KaXKJIOH TEMBI
MIPAKTUYECKOE 3aHATHE COCTOUT U3 TPEX YaCTEM:

1. O6cyxkaeHne TeOpeTHIECKUX BOIPOCOB, OMPEEIEHHBIX MIPOTPaMMON JTUCITUIINHBL.

2. BoInonHeHHe MPaKTUYECKOTo 33/aHusi C MOCIEAYIONIMM pa30d0poM MOTYYEHHBIX pPE3yJIbTaToB
Wi o0CyXKJIeHHEe MPAaKTHUYECKOIro 3aJaHUs, BBINOJIHEHHOTO JOMa, €CIU 3TO NpPeaycMOTpeHO paboueit
IIPOrpaMMOM TUCHUIUIMHBI (MOYJIS).

3. IloaBeneHHne UTOTOB 3aHITHS.
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OOcyxeHrne TEOpPEeTUYECKUX BOMPOCOB TMPOBOAUTCS B BHUAE (DPOHTaIbHOW Oecenpl co Bcei
TPYIION U BKIFOYAET BHIOOPOYHYIO MMPOBEPKY MPEIOIaBaTeNIeM TEOPETHYECKIX 3HAHHUN CTY/ICHTOB.

[IpenogaBaTenssMu OnpeaesieTcs ero CoAepKaHNue MPAKTUUECKOTO 3a/IaHUs U TAeTCsl BpeMsl Ha €ro
BBITIOJIHEHUE, a 3aTeM HJET 00CYXIEHHE pe3ynbTaToB. Eciin mpakTHueckoe 3alaHue JT0JDKHO OBIIIO OBITh
BBINOJIHEHO JIOMA, TO HA 3aHATHUHU MPENOaBaTelb IPOBEPSET €ro BHIMOIHEHUE (YCTHO WIIM IMCbMEHHO).

[lonBeneHneM WTOTOB 3aKaHYMBACTCS MpakTHueckoe 3aHsATHE. CTyIeHTaM JIOJKHBI  OBITh
OOBSIBIICHBI OIICHKH 32 pa0OTy U JaHBl UX YETKNE OOOCHOBAHUSI.

Pabota ¢ nmurepaTypHBIMU HCTOYHHKAMH

B mporecce moAroToBKM K MPAKTUYECKUM 3aHATHUSAM, CTYJIEHTaM HEOOXOIUMO O0OpaTuTh ocoboe
BHUMaHHE Ha CaMOCTOSITEIIbHOE U3yYeHHE PEKOMEHIOBAHHOW y4eOHO-METOIUYECKOH (a TakkKe HayqHOH
U TIONYJISIpHOM) TuTepaTypbl. CamMocTosTenbHast paboTa ¢ ydeOHUKaMH, y4eOHBIMU TOCOOUSIMU, HAYIHOH,
CIPAaBOYHOW W TOMYJSPHOH JIMTEpPaTypod, MarepuaiaMy IEepPHOAMYECKUX H3aaHuii u VHTepHera,
CTAaTHUCTUYCCKUMU JAHHBIMU SBIsICTCS Harbosee 3 (PEeKTHBHBIM METOIOM MOJyYEHUS] 3HAHUMN, TTO3BOJISICT
3HAYUTEIBHO AKTUBU3UPOBATh MPOIECC OBJIAJCHHUS HH(POpMAIUei, crocoOcTByeT Ooiiee TIIyOOKOMY
YCBOCHHIO M3Y4aeMOro MaTepuaia, GoOpMUpyeT y CTyJJeHTOB CBOE OTHOIICHNE K KOHKPETHOH rnpoodiieme.

Boiiee TyOOKOMY pACKpBITHIO BOIPOCOB CIIOCOOCTBYET 3HAKOMCTBO C JIOTIOJIHUTEIILHOU
JUTEPaTypOi, PEKOMEHJOBAHHOW MpEnojaBaTeieM IO KaXIO0W TeMe NpPaKTUYECKOrO 3aHSATHS, YTO
MO3BOJISICT CTYIEHTaM TPOSIBUTh CBOKO HHIWBHIYadbHOCTh, BBISIBUTH IIMPOKHHA CIIEKTP MHEHHUU 10
n3y4yaeMoil npoodieme.

Bosiee monpoOHas nHpopmalys 1Mo JaHHOMY BOIPOCY COACPIKUTCS B METOJIUYECKUX MaTepuanax
MIPAKTUYECKHUX 3aHATUH TI0 JUCIHUILTHHE (MOJIYIIIO), BXOISAIINX B COCTaB 00pa30BaTEIILHON MPOTPAMMBI.

IIpomeskyTouHas arrecTauus

Kaxxnp1it yueOHBIN ceMecTp 3aKaHUMBAETCS cllayeii 3a4eTOB (M0 OKOHYaHUU CEMECTpa) U SK3aMEHOB
(B mepuon »K3aMeHalMOHHOW ceccuu). [loaroTroBka K cpaue 3a4eTOB M HK3aMEHOB SIBISIETCS TaKKe
CaMOCTOSITENIbHOM paboToil cTylneHTa. OCHOBHOE B IMOJTOTOBKE K NPOMEKYTOYHOW aTTecTaluu IO
IUCHUIUIMHE (MOIYNI0) — TOBTOPEHHWE BCEro Y4eOHOro Marepuaia TUCHUILUIMHBI, TI0 KOTOPOMY
HE00XO0MMO CAABAThH 3a4ET HIIM SK3aMEH.

Tonpko TOT CTYHIEHT ycleBaeT, KTO XOPOIIO YCBOHJI yueOHbI Marepuai. Eciu cTymeHT Iuioxo
paboTan B cemecTpe, MPOIyCcKal JEKIUHU (€CIH JIEKIUHU MIPETyCMOTPEHbl YUEOHBIM IIJIAHOM), CIYyIIAl UX
HEBHUMATEJIbHO, HE KOHCIEKTHPOBAJ, HE M3ydall PEKOMEHJOBAaHHYIO JIMTEpaTypy, TO B IIpoLecce
IMOATOTOBKH K CECCUU €MY NPUACTCA HE IMOBTOPATH YKE€ 3HAKOMOC, 4 3aHOBO B KOpOTKI/Iﬁ CpOK HU3y4YaThb
Bech YueOHBIN MaTepua. Bee 3To 3ayacTyro HEBO3MOKHO CAEIaTh U3-32 HEXBATKU BPEMEHH.

JUig Takoro cTyAeHTa MOATrOTOBKAa K 3adeTy WM dSK3aMeHy OyAeT TpyAHbIM, a HMHOrAa |
HENOCWIBHBIM JICJIOM, & KOHEYHBIM pe3yslbTaT — aKaJeMHYeCKas 3aJ0JDKEHHOCTb, U, KakK CIIEICTBHE,
BO3MOKHOE OTUHCIICHUE.

19



Pabouas mporpamMma IUCHMIUIMHBI (MOJIYJSI) COCTaBJI€Ha B COOTBETCTBUU C TpEOOBaHHSIMU
(henepalbHOT0 TOCYIapCTBEHHOTO 00pa30BaTeIbHOTO cTaHaapTa Beiciiero oopazoBanus (PI'OC BO).
Pabouas mporpaMma TUCHMIUIMHBI (MOAYJISI) paccMOTpeHa Ha 3aceiaHuu Kadeapsl («26»mapta
2020 r., mpoTtokoin Ne 8).

Pa3zpaboruunku:
Ne ®.1.0. [Moanuce
/11
1. Janunosa Bepa ApedneBHa

7
G Lugry -

PaGouass mporpamma IHCHUIUIMHBI (MOZIYJS) pacCMOTpPEHA Ha 3aceJaHWH YYEHOTO COBETa
dbakynbsTera («17» mapra 2020 r., mpoTokos Ne7).

—

[Ipencenarens Sl —
y4€HOro coBeTa (aKylbTeTa DA IS /H.A. Anemes/
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