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1. OEJH OCBOEHHUA JTUCHUILIIUHBI

Lenpio oCBOSHHS TMCIHIUIMHE «JOKYMEHTHPOBAHAC B FOCTHHHYHON AEATENLHOCTHY? SBILA-
eTcs QOPMHPOBAHHE ¥ CTYIEHTOB Ha30BOH CHCTEMEI 3HAHMIE B 00ACTH NeNONPOU3BOICTEA: IPABHIL
oprasusanuy paboTel ¢ NOKYMEHTaMH YIIPaBIIEHHS; OCHOBHEIX NONXO0B K [POCKTHPOBAHHIO J0-
KYMEHTOB M CHCTEM JOKYMEHTAIIHH, HOPMaTHBHOH §a3sl AeNONpOU3BOACTRA.

3amagy JHCUHILIMHEE

— H3VOEHHE CTYISHTAMH BEKOHOHETBHLHOﬁ " HOpMaTPIBHOf:’I 6&3]’:1 AENOCIIPOHU3BOACTEA,

— O3HAKOMJICHHE C METOIAKOH COCTABIEHNMS Pa3M4HbIX BHIOB JOKYMEHTOB;

— HONyYeHHE IIPaKTHUECKUX HABLIKOR PabOTHL ¢ JOKYMEHTAIHEH.

2. MECTO JTHCITHILIMHBL B CTPYKTYPE OITIOII BO

Jucnummuea «/loOKyMEHTHpOBaHWE B TOCTHHHYHOM [NEITENbHOCTH» OTHOCHTCH K
BapHaTHBHOH JacTH broka 1 «/lucrmmumare! (Moxymu)». Peanmsyercs B 5 ceMectpe B obbeme 108
JaCOB.

Heobxommvem TpeboBaHHIMHA K «BXOIHBIMY 3HAHUAM, YMEEMSIM H TOTOBHOCTSIM CTYIEH-
Ta IpM OCBOSHWY JAHHOM MUCIHILTHHEL SBISFOTCH:

— TOTOBHOCTH K KOONEPallMM ¢ KOJUIeraMu, paboTe B KOIEKTHBE, CIOCOOHOCTE paforars B
KOMAHTIE ¥ CaMOCTOSTEIHHO;

— CTpeMJIEHHE K CaMOPa3BHTHIO, IIOBBEHIIEHHIO CBOEH KBATH(HUKAIIMA H MaCTEPCTBA;

— 3Hampe 0bmeH XapaxTepHCTHKH IpoueccoB cbopa, mepesawr, 00paboTKH W HAKOIUICHHA
HHDOPMAIIHY, CPEICTR HX PEATH3AHEH, IPOTPAMMHOI0 00SCIeUeHHS B TEXHOJIOTHA IPOrPAMMUPO-
BaHU;

— YMEHHE OCYIIECTBIITH OpOIecCEl cbopa, nepenadn, oGpaboTky U HakomieHns HHGDOP-
MAL¥H, [I0JIL30BATHCA JOKATBHEIMH H [I00ATBHEIME CETIMH;

Jucrmommaa «JOKYMEHTHpOBaHKE B TIOCTHHHYHOH  JEATEIBHOCTHY OCBaMBAETCS
NapaUIeBEO ¢ THCOMIITMHEaMH: Pycckent si3bik ¥ KyaeTypa pead, [Ipasosenenue.

3. KOMIIETEHIUH ObYJAIOINEI'OCA, ®OPMHUPYEMBIE B
PE3VILTATE OCBOEHWA THCIMILIMHBI (MOXY JI5)

B mpomecce ocroesHs OaHHOM JHCHIHIUIMHEL CTYOEHT (GOpPMHDYET CHCKYIOIIHE
KOMIIETEHITHH:

Obuwerynvmyphsie:

. COOCOOHOCTE HCHONB30BATE OCHOBE! IIPABOBBIX 3HAHWM B pasiMyEbX chepax
x¥u3EenesTensaocTH (OK-4).

Obuenpoeccuonanvrsie:

. COOCOOHOCTE pellaTh CTaHAAPTHBIE 3aJa98 HPO(GEeCCHOHANBHON edTeNBHOCTH Ba
ocEoBe HHGQOpMaroHHCH ¥ OuOmmorpaduueckolf KyIBTYphl ¢ IpHMEHEHWEM WH(GOPMATHOHHO-

KOMMYHHKAIMOHHBIX TEXHOIOTHH H C YYeTOM OCHOBHBIX TpeboBaHMYE MHOOPMAMOHHOM
OEe30I1aCHOCTH, HCIIOJIb30BaTh pa3IMJHBIE HCTOYHHMKH WHGOpPMAMEM OO OOBEKTY TIOCTHHHIHOIO

npoxykra (OIIK-1);



. TOTOBHOCTH OPHMEHSTE HOPMAaTHEHO-IIPABOBYIO H  TEXHONOrHYECKYIO
JOKYMEHTAUMIO, PEINIAMEHTHPYIOIIYIO N'OCTHHUYHYIO AesTenbHocTh (OITK-3).
B pesynbTare OCBOSHHS THCIHUILTHEE! «/[OKYMEHTHPOBAHNE B TOCTHHUYHON NeATeTEHOCTH
obyuaromuics JODKeH:
3Hame:
- BHABI ¥ IPHA3HAKY BOPMATHBHBIX J0KYMeHTOB (OK-4);
- COCTaB NOKYMEHTOB CIIeIHaNbHBIX cucTeM nokyMmeHTamuu (OK-4);
- (DOPMBI H METOIBI CIENMHATBHEIX CHCTeM joxyMenTanun (OITK-1);
- OCHOBHbIC HalpaBlCHHS YHHOHKAIHMH ¥ CTAHIAPTH3AIME CHEHMANBHEIX CUCTEM TOKY-
merTanuu (OIIK-1);
- GOPMYJIAPHL JOKYMEHTOB, BXOAAIIMX B CIEIHATEHBIE CHCTEMEI HokyMenTarud (OITK-3).
ymems:
- IPHEMEHATE OCHOBBI IIPABOBBIX 3HAHMI IIPH COCTaBNeHrH noKyMerToB {OK-4);
- HCIIONL30BATE JNMEKTPOHHBIE CHCTEMEI TOKyMeHTo000poTa (OTIK-1);
- COCTABAATE B OQOPMIIATE JOKYMEHTEL BXONSIIHE B CHCIUANbELIE CHCTEME] JOKYMEHTAIHH
B COOTBETCTRHM ¢ TpeDOBaHUAMH rOCyIapCTBeHHEX cTanaapTos (OITK-3).
eradems:
- HABBIKOM COCTABIIEHMS CXeMBI ToKyMeHT0000poTa (OIIK-1);
- MeToauKol odopmirerEna nokyMeHTOR {OITK-3);
- HaBBEIKAMY PaOOTEl ¢ HOPMATHUBHBIMHA JOKYMEHTAMHM I10 0bopMieHHIo okymenTos (OITK-

3).
4. CTPYKTYPA H COTEPKAHHUE JUCHUAILTHHEL]
Obmas TpyAoeMKOCTE THCIIMIUIHEBI COCTARIAET 3 3a4eTHRIe equHmEl, 108 TacoB.
P >
BHJIBI WEGHUP’I paGOTLI, (DOPM]:I
BKIIIOT2S CAMOCTOATENBHYO 06 TEKYIIETO
§ paboTy CTYISHTOB H e;::ﬁ KOHTPOIA
e 3 TPYIAOEMKOCTS (B Jacax) 3;20“1 c YCIIEBAaEMOCTH
Ne Pazgen (rema) 8 § o |e |o Ir)/meﬂe};ﬂem {ro nedenam
o/ JAC AL FHBL Z | = £ |2 |3 1P cemecmpa),
] 3 218 B2 53 = & | MHTepaKTHBHBIX
| S |zEEEEE Q|2 METOMIOB Gopua
T | 3 |E % ggl2e O | = (8 wacax / %) [pPOMEXKYTOUHOIM
Slg e L§ ok ~ ’ aTTecTanun
E s = no cemecmpam
74
1 | H3y4yeHne pexkBI3HTOR ¢ 1-—
30 cormacro [FOCTy P 6.30- | 5 | 1-3 6 12 2/333
2003
2 | OdopmneHHe IITATHOTO 5|4 5 4
pACIIHCAHHUS

3 | 3aponsesye GOpM IPHKA30B
{pacniopsuxeHmuit) o npueMe
Ha paboTy, O NpeKpaleHuA 5 5 2 4 2/100
IedcTBHSE TPYLOBOTO
TIOTOROpa C pabOTHAKOM.

4 | CocrasieHue npukasza 00 PetiruaT-
OTHECEHHH csineﬂunﬁ K 5 6 ' 5 4 KOHTPOJIB
KOMMEPYECKO# TalHe
IpEINpHATHA.

5 | Cocraenenue Gopm
bmankoB: obIero, MUCEMA H 5 7 2 4 2/100
JpPYTHX BHIOB NOKYMEHTOR.

6 | CocTaslcHNe NONOKEHHA O | 5 8 2 4




CTPYKTYPHOM
NoApasNeNeHUH,
JNOJKHOCTHRIE HECTYKIHH.

7 | CocraBnenne
PACTIOPANHTENBHBIX
JOKYMEHTOB, H3/12Ba&MbIX Ha
OCHOBE NPHHUKIIOR
eOMHOHAYATHS: TIPHKA3,
pacnopsKeHue.

% | CocraBnenue
pacTopSIHTENBHLIX
JOKYMEHTOB, H3JaBaeMEIX Ha
OCHOBE IIPHHLIATIOR
KOJLIErHAILHOCTH: pelIeHu e,
IPOTOKOIL.

9 | CocTaBleHHE aKTa,
JOKRATHOH 3aNHCKH
(BHeIHe# U BHYTpeHuei),
327BICHHAS, CPaBKH,
TENETPaMMBI, THCEMA,
PaCIMCKH, JOBEPEHHOCTH
(s B oQUIMANBHOH).
10 | CocraBnense npmvepsoii s |12 2 4 PeftTunr-
HOMEHKJIATYPH! A&l KOHTpOIbL
11 | Tleppu=Hble yaeTHRE
JOKYMEHTEL: THIHbBIE 5 113 2 4 2/100
xapTouxy 1o hopme T-2.
12 | HoKyMeHTHI IHIHOTO IeTa.
TpymoBBIE KHIDKKEH:
BEIEHME, XPAHEHHE, 5 14 2 4
3aMOoIHEHHE TPYAOBOH
KHITKKH.

13 | CocTaBneHue 3aMBJIeHHH 0
mpueme Ha paboTy, 0
IIpENOCTABICHRH
€KETONHOTO OTIYCKA, 00
YBONBHEHHH 11O
CODCTEEHHOMY XKENarki.
14 | Cocrarnesne
XapaKTEPHCTHKH Ha 5|16 2 4
paboTHHKA.

15 | Odopmnenus
KOMAaHAMPOBOIHBIX
HAOKYMEHTOB: IIPHKA3
(pacnopsmxeHne) 0
HANpaBIcHUK pabOTHHKA B
KOMAHIHPOBKY,
KOM2HIHPOBOIHOE
YIOCTOBEpeHHe paboTHIKA.
16 | CocTasneHne aHKETH TOCTA PefiTiar-
(cocraBnerue pectopassoro | 5 | 18 2 4 2/100 KOHTPOIh
MEHIO).
Beero 3a cemecTp 36 72 18/50 3aver

5 9 2 4 2/100

10 2 4

Lh

11

Lh
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2/100

5 |15 2 4 2/100

5|17 2 4 2/100

COAEPAKAHME JACHUILIIHHEBI
Ilpaxradeckas pabora Ne 1-3. CocraBuTs pexsusutsi ¢ 1 mo 30 cormacxo T'OCTy P 6.30-
2003.
HpaxTageckan pabora Ne 4. Odopmurts mraTHOE pacnucanne no Gopme T-3.
Hpakruueckaa pabora Ne S. 3anomaure bopMel IPHKa308 (PacIOpsKEHHH) O NpHeMe Ha

paboty (popma T-1), o npexpamenuy AeHCTBES TPYAOBOTO JOroBOpa ¢ paboraukoM (Gopma T-8).
4



IIpakTrrdeckas pabora Ne 6. CocTaBuTh IpHKa3 00 OTHECCHHM CBEJEHHNH K KOMMEDPYECKOH
TaliHe OpeaIpHITHS.

Hpakrrgeckas pabora Ne 7. CocrapEts ¢opM ONaHKOB: 06UWIET0, IACHMA, KOHKPETHOTO
BHa JOKYMEHTa (IpHKa3a, akTa, IPOTOKOIA).

HpakTndeckas pabora Ne 8. CocTaBHTE NOJNOKEHHE O CTPYKTYPHOM HOAPA3ICIECHUH.

IIpakrugeckas padora Ne 9, CocTaBUTE pacnopsSauTeIbHEIE JOKYMEHTDI, H3JaBaeMble Ha
OCHOBE NPHHIMAIOB eIMHOHAYAINA: IPHKA3, PACTIOpIIKEHHE.

IlpaxTrgeckas padora Ne 10. CocTaBETE paciopsIATeNbHEE NOKYMEHTDL, H3AABacMble Ha
OCHOBE IPHHIIWIIOR KOJIIETHAILHOCTH: PEIEHH)E, IPOTOKOIL.

IlpaxkTEgeckas padora Ne 11. CocTapuTbh 4aKT, AOKIATHYIO 3alMCKY (BHEIDHIOK H
BHYTPEHHIOK)), 3a4BICHHE, CIPaBKy, TeleIpaMMy, HHCEMO, PACHHCKY, HOBEPEHHOCTE (IMYHYIO M
OPHUHATHHYIO).

IIpakrageckas padora Ne 12. CocTapMTE NPHMEPHYIO HOMEHKIATYPY HEN YIpekKIeHws
COLMANBHO-KYIBTYPHOTO CEPBHCA B TYPH3MA.

IlpakTEdeckas padora Ne 13. OdopMuTE MHHHYIO KapTouky o Gopme T-12.

IIpaxTHgeckas pabora Ne 14. Odopmurs 3anmcs o npreMe Ha paboty H 06 YBOILHEHHH B
TPYXOBOY KHEKKE.

Ilpaxrageckas pabota Ne 15. CocraBuTh 3asBUCHHE O IpEeMe Ha paboTy, o
IIPENOCTABICHAH €XETOMHOTO OTIYCKA, 00 YBOIBHEHHHY TI0 COOCTBEHEOMY JKEJIAHHIO

Hpaxregeckas pabora Ne 16. CocraBuTs XapakTepHCTHKY Ha paboTHHKA.

Hpaxrugeckana pabora Ne 17, OdopMHTE KOMAHZHPOBOUYHBIE IOKYMEHTHI: MPHKA3
(pacnopspxerHe) 0 HaopakleHWH paboTHWKa B KoMaHAHpOBKY (popma T-9), KomMaHTHpOBOYHOE
yaoocToBepeHHe paboTHEKa (hopma T-10).

IIpakTEaeckas padora Ne 18. CocrasaTs aHKETY TOCTS.

5. OBPA3OBATEJIBHBIE TEXHOJOI'MH

— ONEPENCArWas CaMoCmoamensaa paboma — H3y9eHne CTYASHTaMH HOBOTO MarepHaia
IO €T0 HM3JI0KEHHS IPEHoiaBaTeleM Ha JIeKIMH 1 IPYTHX ayIHTOPHEIX 3aHATHIX,

— KOMWbIOMEDHbIE UHOOPMAYUOHHBIE MEXHONO2ULU — TIPUMEHEHHE KOMIBIOTEPOB LA
nocryna kK METepHET-pecypcaM, HCIONB30BaHWe OOYYAIOITMX IIPOTPAMM C LENBK0 DACHEPEHAST
BHGQOPMaNUOBHOIO TIONE, IOBBIIECHMSA CKOPOCTH 00paboTke u mwepeqagm  HHGOPMAIHH,
obecieyenns ynoderea npeobpasoBanua M CTPYKTYPHPORaHIS HHGOPMAIHHE g TpaschopManuu
€€ B KOMIETECHITHH;

— case-study — aHalA3 pEaNbHBIX OpOOJNEeMHBIX CHTYaI|i, WMEBIOHX MECTO B
COOTBETCTBYIOMEH 001acTH OpodEecCHOHANbHOM HEITENbHOCTH M IOHCK BAPHAHTOB IIVYIMHX
peIOeHHH;

— npotaemnoe obyienue — CTHMYIHMPOBAHIE CTYJCHTOB K CAMOCTOSTENBHOM (reHEPAIAn»
3HaHAH, YMEHMH ¥ HABBIKOB, HEOOXOIMMBIX A4 peINeHus KOHKPETHOH NpOOIeMEL,

— KOHmeKcmHuoe o00y4enue —~ MOTHBANIAS CTYASHTOB K YCBOCHHUIO 3HAHMH ITyTEM BEINBICHUS
CBsi3eH MEXIy KOHKPETHBIM 3HaHHEM H ero IPpUMEHEHUEM;

— 00yuenue Ha OCHOGe OnblMa — aKTUBHU3ALMS II03HABATENRHON HeqTeIbHOCTH CTYIEHTA 32
CYeT acCOIMAlMH €10 COOCTBEHHOTO OIIBITa C IPEAMETOM H3YICHHS.



6. OHEHOYHBIE CPEACTBA I TEKYIIEI'O KOHTPOJISA

YCHEBAEMOCTH, IPOMEKYTOYHOM ATTECTAITHH IO HTOI'AM OCBOEHU S

JUCIHILUIMHBI H YYEBHO-METOJHYECKOE OBECIIEYEHUE
CAMOCTOSTEJLHON PABOTHI CTYJIEHTOB

PeiliTunr-koHTpOas Nel

M3 TIpennoxeHHBIX HUKE BOIPOCOB IpenojararenaeM Ha U PedTHHI-KOHTPOIS (opMEpY-
IOTCSA TPY BapHAaHTa 1Nl IUCEMEHHOIO OTBETA CTYAEHTaMH.

1. MecTo TOKYMEHTOBENCHHUS B CHCTEME 3HAHHH?

2. 3axoHBI ¥ 3aKOHOMEPHOCTH AOKYMEHTOBEIEHMUS ?

3. TocymapcTeeHHas cHCTEMA JOKYMEHTaHOHHOIO OOECIIEdeHH YOpaBIeHRS?

4. Jaiite onpenenerne cayx0et JOV?

5. Ilepewmcmure cTpykTypHBle dacTd JIOY B OpraHW3aumsiX pa3IWdHEBIX YpOBHEH yIpag-
nesus?

6. IlepeunciuTe ASHCTBYIOIMHE HOPMATHBHEE NOKYMEHTEHL, pPerilaMeHTHPYIOIIHE NeSTENb-
HOCTH cIrykOE1 JJOVY?

7. MHaiite ompenencHue NOHITHS «TOKYMEBTO000pOTaN?

8. Ilepemcmre ocHOBHBIE TpeOOBaHMS K OPTaHHM3AUMA JOKYMEHTOOOODOTA B YUpEKHE-
HHSX?

9. llepewmcrmre npasmia yueTa JOKyMeHT00O0pOTa?

10. Hazorute TpeGoBaHNS K NPOXOKACHHIO H HCIIOMHCHHIO BXOIANTHX JOKYMEHTOR?

11. IlepeurcnuTe MpaRHia Iepeadd AOKYMEHTOR BHYTPH VUPEXKISHHN?

12. Ilpu3Haku CHCTEMBI JOKYMEHTANWHA?

13. OcHopaHHs KIacCHOUKATIAN CACTEM JOKYMEHTAI(HH?

14. MudopManroHHAs EMKOCTE H HHGOPMATHBHOCTE NOKYMEHTA?

15. Ilpasopoi, yupaBileHIECKHI, ACTOPHICCKII aclIeKTLI B OLpelelle iy JOKyMeHTa?

PeiiraHr-kouTpoas Ne2

W3 npeaioxKeHHbIX HIKe BONPOCOE NPEIOAaBaTeNIeM I peATHHT-KOHTPONS GOpMUpYIOT-
¢Sl TDH BApHAHTA JUIL IUCEMEHHOIO OTBETA CTY/ISHTAMH.

1.

Yro Taxoe PETHCTPAIIEA I[OKYMGHTOB? Kakmue 3alaq9H peIaroTes B JCIIOIIPOU3BOACTEBE C

TIOMOIIBIO 3TOH oneparuu?

090 N O R W

10

Kakme 1oKyMeHTHI IOTIEXAT PETUCTpariuH?

Kaxor o0s3arenpHELI ¢OCTaB PEKBH3HUTOB IIPH PETHCTpanuu?

B "eM 0CHOBHO# IPHHITHI PETHCTPAIKE?

KaxoBbi OCHOBHEIE [IPaBHIa HHIEKCAINA JOKYMEHTOR?

Haiite onpeneneHEre HOMEHKIATYPEL AT

OxapaxTepusyHiTe IpEMEHEEHEE PA3IMIHEIX BHAOB HOMEHKIATYPH A&7

IMepeymcmare Tpedosanus K GOpMyIHPOBKE 3ar0JIOBKOB JAeNl B BOMEHKIATYpe?
IepeuncirTe TpeOOBAHMSA K CHCTEMATH3AIMHA 3aT0JI0BKOB JIell B HOMEHKIAType?
JIOKYMEHTHpPOBaHHE YNPABICHICCKOM AeITeNBHOCTH — OCHOBHOM MCTOYHHK YBEIM9E-

HHAS 00BEMOB JOKYMEHTALMH?

11.

Hea?

12.

HeoOxomumei B JOCTATOUHBIH YpOBEHb 0OBEMOB INOKyMeHTaumu B chepe yupasie-

(DBKTOPI:I, OIIPEACIIAKOIIIAC HEOOXOMHMMBIH KOMIUIEKC ,HOKYMCHTOB?



13. Onpenenenne cTeneHn odecnedeHHOCTH GYHKUWH YIpaBiIeHHS HeOoOXOoUMON MHH-
dbopmaruei?

14. YHmQukamms JOKyMEHTa Kak OFHO H3 HaIpaBNeHHH ero coBeplieHcTBOBamus. [Ipen-
TDOCBUIKM ¥ MeTOJ YHHpHKAIHH?

15. ®opManH30BaHHBIH XapaKTep TEKCTOR IUIAHOBOM M YIeTHOH AOKYMEHTAIHH?

Pelrrnar-konTpoas Ne3
W3 npeanokeHHbIX HIKE BOIPOCOB IPEHOfaBaTelNeM Ha AN peHTHHI-KOHTPONI GopMEpy-
KOTCH TPH BapHaHTa A7 NHCEMEHHOIO OTBETA CTYILEHTAMH.
1. Kaxk obpasyercs HaIexc nena B HOMeHKIarype?

2. Kax ucrnome3yercd mepedeHb JOKYMEHTOB C YKa3aHHMEM CPOKOB XpaHEHHA B AEJONIpPO-
H3BOACTBE?

3. KaxkoBsl sTans! pa3paboTKH HOMEHKIATYPHI de?

4. KaxoB cpox mefcTBHS HOMEHKIATYPEL JeN?

5. llepewncnmre coctas KoMIEkca paboT, IpoBomuMex cmyxGoit IOV mpH crnage B ap-
XHUB JOKYMEHTOB OPTaHH3aIlHH ! .

6. Ilepeymcnmre TpeboBaHMS K OQOPMIEHHIO IeN MPH NOATOTOBKE MX K CHAYe B ApXUB?

7. Ilepeumcmure TpeboBanug X 0POPMIEHAIO JOKYMEHTOR B fefa?

8. Kaxobbl nmpasuiia COCTABICHHS OIIMCEH AN HOCTOSHHOIO H BPEMEHHOTO XPAHEHHA?

9. PexmM xommepdeckoH TaHHBEL MeTompka OTHeCEHHS CBeleHHE K KOMMEPYECKOH
Taiine. CIocoOk! 3amATHL KOMMEPIecKOH TalfHb1?

10. Apamys u cHCTeMaTH3allHs JAaHHBIX B 3aBHCHMOCTH OT YpOBHeH yipasienusa. OopMmy-
JIHPOBKA cTaTel NepedHs, YCTaHOBICHHE CPOKOB XpaHeHud?

11. PopmuposaHue CIIPaBOYHOIO ANNapaTta, ero UCHONE30BaHAE?

12. IHopgmox ofopMIIEHES, COTTIACOBAHKS ¥ YTBEPXKICHAS OTPaCceBbIX Iepednei?

13. TunoBbie BETOMCTBEHHEIE IIEPETHH?

14. Ucnome3osaHue nepevHeil MU COCTARNCHNS KIacCHDUKATOPOR ¥ HOMEHKIATYD Ie?

15. Metonuka paspaboTKH OTpacieBbIx HepedHeH TOKyMEeHTOB. BHIOOp KiaccEEKAIHOH-
HOM cxeMp1?

Bonpocs! K 3a4eTy o Ancuaminbae «/foKyMeHTHpORAHKE B IOCTHHHIHOM

AeATeTLHOCTI

1. IToraTHs «IOKYMEHTAIMOHHOE 00eCIIeYeHNE YIPABICHNT) H «ICIOTIPOU3BOICTROY.

2. Ciyx6a JJOY — yHKUMH B CTPYKTYpa, IpaBa ¥ OTBETCTBEHHOCTE.

3. HopmarueHo-11paroras 6asa nOXyMEHTHPOBAHHA.

4. lomaTne «yHEQHKAIHA JOKYMESHTOB» H €ro 3HA4eHWE B COBPEMEHHOM JNEIOIPOM3BOI-

CTBE.

5. Crappaptrzamus 1okyMeHTOR. Tpeboarus I'OCT P.6-30-2003.

6. Pexmzut. Pacnomnoxenne u pazMep peKBH3HTOB.

7. Houstue «aokymeHT». OYHKIHMM TOKYMEHTOB.

8. Knaccapurams J0KyMEHTOB.

9. CHCcTeMBI TOKYMEHTOR.

10. OpraHm3anuoHHO-pPacIOpAINTETRHAS CHCTEMA JOKYMEHTAlMH.

11. PacnopsnuTensHbie JOKYMEHTEL

12. Oprasu3anuoHHO-IPABOBEIE JOKYMEHTEL



13. MedopMannoHEO-CIPABOYHEIE JOKYMEHTHL.
14. JJoKyMEeHTBI IO JIHYHOMY COCTABY.
15. Texnonorus paboTel ¢ IOKYMEHTaMH.
16. Onpenenenne IOBATHS KIOKYMEHTOOOOpOTa), OBIIME TPMHIMOLL H METOIMYECKHE OC-
HOBBI OpraHM3allii JOKyMEHTO000pOTa.
17. CtpykTypa 1 06I1as XapaKTepHCTHKA JOKYMEHTOIOTOKOB.
18. Perucrpanus kax cocTaBBas 9acTh Texuonorun JOV.
19. Drarisl TPOX0XACHHU X HCIOTHEHAS HCXOUIIIUX H BHYTPEHHUX JOKYMEHTOB.
20. Perucrpaiius JOKYMEHTOB. 331498 M IPHHIVITEL PECHCTPAIINH,
21. OcrOBHBIE IPABHNIA HHIEKCAIMH JOKYMEHTOB.
22. QopMupOBaHHE M XpaHEHHE Nell B ACTOIPOH3BOACTEE.
. Onpenenenne NOEATAA HOMEHKIIATYPHBI OeN. BHIH HOMEHKAATYD Ae.
. TpeGosanms x GopMyTHPOBKE 3aroJI0BKOB €l B HOMEHKIATYDE.
. O6pasopanue MHIEKCA TeNa B HOMEHKIATYPE.
. Cpoku xpaHenus JelL.
. Xparenue JOKYMEBTOR B CTPYKTYDHBIX IOAPazNeleHusTX OPraHH3alli.
. [logroToBka 1 nepenava nen B BEIOMCTBEHHE ApXHB.
. Tpeboranns k ohopMIEeHIIO TET.
. OHPBIKCJ’ICHI/IC H COCTARJICHHE OIHCEH.

U I R
O D o0 =1 Oy U B W

Ob6mue pexoMeHIANNE 10 OPTAHAANKEE CAMOTOSTEIbLHOH paboThI

Ilpy BRIIOTHEHHH 3aaHIH CAMOCTOSTEILHOM paboTH CTYIEHTaM IPEICTOHT:

* CaMOCTOATETbHAd QOPMYIHEPOBKA TEMEI 3a1aHKs (IPH HEOOXOMMMOCTH);

+ cbop ¥ u3ydeHue HHQOPMAIIHH;

* aHaNM3, CHCTEMATH3AMA ¥ TparchopMausg madopMarmmy;

+ orobpaxeHHEe HHQOPMAITMH B HeoOXOTUMOH QopMe;

* KOHCYNBTAIA YV IpenofaBaTells,

* KOppeKiHMs HoMCKa ME(OpMAallEy M NNasa JeHCTBHHE (IpH HEOOXOIUMOCTH),

+ obopMmieEne paboTEl;

* HOKCK cnoco0a NoJadH BEIIONHEHHOTO 38 A s,

* mpepcrasienue paboTel HA ONECHKY IIpeofaBaTels Wd rpymusl {IpH HeoBX0IMMOCTH).

[Io mroraM caMOCTOSTENBHON pabOTEI CTYIEHTEI JOTIKESL:

* Da3BHTH TaKWE YHHBEDCAIBLHLIE YMEHHS, KAK YMEHHE YIUTHCA CaMOCTOSTEILHO, IPHHH-
MaTh PEHICHH, IPOEKTHPOBATh CBOK) JNEATENRHOCTE M OCYIIECTRIATE 3ayMaiHoe, IPOBOJHTDL HC-
ClIe0BaHle, OCYHIECTRIATH K OPraHA30BEIBATh KOMMYHHKAITHIO;

* HAYYUTBCS NPOBOMUTE pedraekcHio: (GOpPMYyTHPOBATh IMONYYAEMBEIE DPE3YIBTATEHL, Ie-
PEONIPENEILATh 1IN JanpHelmel paboThL, KOPPeKTHPOBATh CBOM 00pa30BaTEIbHLIA MapPIIPYT;

* TI03HATH PaJOCTh CAMOCTOSTENBHAIX TOOe, OTKPEITHH, TBOPIECKOTQ IOKCKA.

Ilepen mayanoM ¢amMOCTOATENIBHOH paboTHI CTYAEHTAM CIEAYET H3YIHTH COACPIKAHHAE OC-
HOBHBIX BHJIOB 3aJIaHMH: HX KPATKYI0 XapakTepHcTHKY, OPHEHTAPOBOIHEIC 3aTPATHl BpeMEH! Ha HX
IOJATOTOBKY, ATOPHTM ACHCTBUH H 005eM IIOMOITH IIPEIoIaBaTells. _

Bce Buner 3anaamii, IpeCTaRICHEBIX B HACTOAMEM TOCOOHH, MOTYT OLITh 00S3aTENEHEIMA
HIF AONOTHHUTENEHBIMH.

ObGs3arenpHple 3a7aHHA IPEANaraioTCs IPEIOJaBaTelleM IIOCHE M3YUSHHS KAKIOH TeMbl.
OHH KOMMEHTHPYIOTCH IIpelloJaBaTelleM, KOTOpbli cooluiaeT TpeGoBaHHs MO HX BLIIONHEHHIO,
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CPOKH HCIIOJIHCHHA, KPUTEPHH OCIIEHKH ¥ IIP.

JloTIOTHHTE bHBIE 33NaHK ABISIOTCS 38 aHHIME 110 BRIOODY cTyneHTa. CTyIeHTaM mnpeno-
CTABNAETCS BO3MOXKHOCTE B 3aBHCHMOCTH OT CBOMX MHIHBHUAYANLHBIX 0COOEHHOCTEH, CKIIOHHOCTEH
no KaxI0H TeMe BBIOpAThE K3 NEPEYHA TO M HHOE 3alaHue Tak, 9yToOb OHO HE HOBTOPAIOCH IO
Apyroi TeMe ¥ He NydnupoBanc ¢opMy obs3aTebHOTO 3a0agnd. CTYINEeHTh JOTKHEl 03HAKOMHTE-
ca ¢ 0bpazaMy BRIIOIHEHNS 3a0aHUH, KPHTEPHSIMH HX OLIEHKH.

CryzenTs! noa6HpalOT HEOOXOTHMYIO NTHTEPATYPY, HONYYas KOHCYIILTAMY TIPEIOAABATELL.

CTyneHTHI BRIIOJNHAIOT 3a0aHMs CAMOCTOATENBHOM paboThl ¥ CHAIOT BEIIOIHEHHEIE PABOTHI
IPETIOAABATENIO, IPH HEOOXOMMMOCTH IIPEICTABIIAL HX Pe3YILTATE HA NPaKTHIeCKOM 3aHATHA.

IlpennaraeMpie METOOHYECKHME YKa3saHHd [IOMOTAKT CTYIEHTY HalTH paldoHabHbIE,
HarOonee >QQEKTHBHEIE IPHEMEl CAMOCTOSTENBHOM paboThl HO OCBOCHHID THCUMILAHL «J{oKy-
MEHTHPOBAHUE B TOCTUHHYHOHA JEITETEHOCTHY.

BOHpOCLI, BEbIHECCHHBIC Ha CAMOCTOITENLHOE OGY‘IEHHG

1. CTanoBICHNE ¥ Pa3sBUTHE TOKYMEHTOBENEHMSI KaK HAYIHOR Nucuuiumaasl. Obmena-
Y9HBIE B CIIeNHaTbHBIE METOIE TOKYMEHTORBEICHMS.

2. 3aKOHBI K 3aKOHOMEPHOCTH NOKYMEHTOBEICHH.

3. MecTo noxyMeHTOBeNeHES B CHCTeMe 3HAHAH. B3amMmocssss ¢ apyruve GyHiaven-
TalbHEIMH ¥ IPHKIATHEME HayUHLIME THCIALTMHAMHA.

4, ocyzapcreenHas cucTeMa JOKYMEHTAIHOHHOTO OOCCIEUSHUS YIPABIECHHM.

5. JOKyMeHT — 0OBEKT HCCIHENOBAHNS TEOPETHHUECKHX H IPHKIATHBIX TUCIUILIHE.

6. IIpaBoBoi, yopasneHYeCKrH, HCTOPHYECKHUHE aCIEKTHL B ONPEREICHAN NOKYMEHTA.

7. Pacmuperne NORATHA «AOKYMEHT» C PA3BHTHEM HAYKH M TEXHHKH.

8. Vizmenerue NOBATHE «JOKYMEHT» B YCIIOBHIX aBTOMATU3ALMA YIIPABIECHE.

0. DIEeKTpOHHEIHA JOKYMEHT.

10. HudopManmonnas eMKOCTs B MHGOPMATUBHOCTE JIOKYMEHTA.

11. @DaxTopEl, RIMAIOINHAE Ha HFHQOPMAIMOHKEYIO HEHHOCTE JOKYMEHTA.

12.  Ilo7ne3HOCTP H NEHHOCTH AOKYMEHTA B 3aBHCHUMOCTH OT HOJHOTEL, TOCTOBEPHOCTH,
OOBEKTHBHOCTH, CBOCBPEMEHHOCTH, ONEPATHBHOCTH, IEPHOTAIHOCTH.

13, Pa3puTme MaTepHaloOB M CpeACTE NHCHMa. BIMIHHe MaTepwala U1 IHCEMa Ha pas-

BHTHE rpadh UKy IHCHMA.
14.  IipencTtasncHue O MAITMHOYUTAEMBIX H HSIOBEKOUUTAEMEIX JAOKYMEHTAX, MAIIHHO-
rpaMMax U 2ICKTPOHHOM JOKyMeHTe. COCTAR MX PEKBH3HTOB.

15.  VYz@ocTorepeHHE MaIIMHOIPAMM K MaIIMAOIATAEMEIX JOKYMEHTOB.

16. OTMeTKE Ha JOKYMEHTAX.

17 «lIpoTOKOI» TENEKOMMYHHKAITHH.

18.  Vsudumxaums IDOKyMEeHTa KaK OIHO U3 HANPABIEHHH €ro COBEPIIEHCTBOBAHHA.

[Ipennoceinkm ¥ MeTon YEHOHUKAIIHH.
19.  Yawduxamus CTPYKTYPHI TEKCTA.
20.  DrneMeHTH GOpMaTH3AUMH.
21.  DopMamH30BaHHEIA XapPAaKTeP TEKCTOB ILIAHOBOH M YUETHOH JOKYMEHTAIIMH.
22. VEnQuUKamus S35IK0BEIX CPEICTB.
23.  Popmul yEHQHKAIHH: THIIOBOH, TpadapeTHEE TEKCTHL
24.  IlpaBouHcaHre Ha3BaHAH YIpEeXKACHUH, OpranpA3arvi, IpeaIpHsSTHIA
25. IIpaBonmcanne Ha3BaHKH HJOKYMEHTOB.



26. [Ipapommucanne JOMKHOCTEH U 3BAHHIM.
27. IIpaBomucanme nart, wACen, 3HAKOB.
28. CrmaTakcugeckue 0cobeHBOCTH NOKYMeHRTOB. CHHTAKCHYECKHE KOHCTPYKUHH.

29. Krnaccudukaims 10KyMEHTOB TI0 CIOCO0aM JOKYMEHTHPOBAHHA.
30.  Knaccuduxanus JOKYMEHTOB IO OPOHCXOMKICHHIO.

31. Knaccndrxaumsa TOKyMEHTOB 10 BHAAM KW HAIPABIEHHAM JeITEILHOCTH.

32,  KnaccuduKaya JOKYMEHTOB [0 QYHKIHIM YIPABICHHA.

33.  IlpeacraBneHHe O «CHCTEME TOKYMEHTALIHHEY.

34.  IIpusnaxu cucTeMbl NOKyMeHTaHH. OCHORAHHS KIACCHMDMKANMH CHCTEM JOKYMEH-
TallUH.

35.  Hcropuueckas u QyHKUHOHATbHAS 00YCHOBIEHHOCTE GOPMHUPOBAHUI CUCTEM JOKY-
MEHTAIHH.

36.  Vsyuenme pazmena 3 Tpynosoro kojexca P®: «rTpynoBoil morosopy». I'maser 10
«O0mue nonoxerus», ruas 11, 12, 13 «3axmodenye, H3MEHEHAE, IPEKPAIIEHHE TPYAOBOTO JOTO-
BOpay; pasfena 5 «BpeMs oTabxay, rnaesl 13 «OToyckay.

37.  Uzydermwme «[lomoxenws O BeIEHUH TPYAOBEIX KHHKEK.

38.  Brmsave HayYHO-TEXHWYECKOTO IpOrpecca, OOpAa30OBATENHHOTO M KyIObTYPHOTO
YDOBEHS HaCeIeH|s Ha Pa3sBUTHE ME(QOPMANHORHO] NeATENBPHOCTH, POCT 00BEMOB HOKYMEHTALMH.

39.  JoxyMeHTHpOBaHHE yHpPaBIEHISCKON NEeSITeILHOCTH — OCHOBHOH HMCTOWHHK yBEN-
4eHHs 00BEMOB JOKYMEHTANH. TeHIeHIMY POCTa YHCICHHOCTH AIIapaTa YpaBieH s

40. B03M0oxHOCTH M yCIOBHA PETYIMpPOBAHES NPOLECCa HOKYMEHTOOOPAa30BaHHus. VCTa-
HOBJICHEE 0O0CHOBAHHEIX KPATEPHER CO3HAHMA JOKYMEHTOB.

41.  HeobxoauMelni M DOCTaTOYHEII YPOBEHH O0BEMOE NOKYMEHTAIHM B cepe yIparie-
HHSL

42. QaxTOpEl, ONpEAENIIONIHEe HEOOXOIMMEIM KOMILTEKC NOKYMeHTOB. Onpenenenue
CTeNeHE ODECIIeUCHHOCTH QPYHKIME yIpaBieHnsd Heobxomumoit e opManmeit.

43.  Hopmuposamme Tpyna paboTHEKOB ciryx6s JJOV, THNIOBEE HOPMATHBEI BpEMEHH Ha

JENOOPOA3BOACTBEHHEEIE Pa0OTEL.
44, Pasmemenve CTpyKTypHEIX ToapasaencHuil cnyx0s:r OV, ycnosus Tpyaa, OpraHu-
3aumg 1 000pyIoBaEHe paboWHX MECT.

45.  THnoBre BENOMCTBEHHBIE IepedHd. Mcmomp3opamwe mepedHel IS COCTABIEHHS
K1accH(HKAaTOPOB H HOMEHKIIATYD Jell.

46.  Meroamka paspabOTKH OTPacileBBIX MepedgHel NOKyMeHTOB. Bribop xiaccubmkanm-
OHHOM CXEMBEL

47. AHaln3 W CHCTEMAaTH3alHs JaHHBIX B 3aBHCHMOCTH OT YpoBHel yupasnesns. Pop-
MYJIHPOBKa cTaTeH IIepeqHs, YCTAHOBICHHE CPOKOB XpaHEHHS.

48.  DopuEpOBaHHE CHPaBOYHOTO AIIIAPATA, Er0 UCTOIB30BAHNE.

49. Hopsinox odopmienss, COrmacoBanys B YTBEPKAEHNS OTPACIEBbIX IepedHei.

50.  PexmM KoMMep4ecKoH TaHHBL MeTONHKa OTHECEHHS CBEACHHN XK KOMMEpHecKo#
TaitHe. CHOCOOH! 32T KOMMEPUYECKOM TalHEL

51.  KoudunenumaibHoCTs abcomoTHAI H OTHOCHTENbHad. Oco0eHHOCTH JOKYMEHTHPO-

BaHHUS KOHGHICHIAATFHON HHOOPMATHH.
52.  OprasmsanuaoHHOoe obecHeyeHye yIacTHHKOB COBEMAHMH, KoRbepenyi, cobpannit
(permcTpanss, pasMeNIgHEe, TPAHCIOPTHOE OOecHedeHHe, UTAHHEe, HE(QOPMUPOBAHKE YIACTHH-

10



KOB, KyJbTYPHO-MAaCCOBEIE MEPOIIPUATHS, cHabXEeHHE YYaCTHHKOB KaHIE/APCKHMHE MPHHAIEKHO-
CTSMH).

53.  AnKeTHpoBaHHME YYaCTHHKOB COBEWIAHHSA O COJNEPKAHWH, YPOBHE HMOATOTOBKH H
NPOBEACHHH COBCIIAHMA.

7. VYAEBHO-METOJUYECKOE 1 HHOOPMAIIMOHHOE OBECIIEYEHHE
JACIHATIIIAHBI (MO Y JIS)

a) OCHOBHAS JUTEPATYPA

1. Bacakos, M.U. [okymeHnTanuonnoe obecnedeHne ympaBleHHS (JemonponsBoacTBo):
yae6nuk. — Poctor w/J: ®enmkc, 2013. — URL: http://www.studentlibrary. ru/book/ISBN97852
22200537 .html (buGmorexa BalY)

2. Kysuenos MH. Jlenonporseoacteo: yaebEO-CIpaBoyroe nocodue. — M.: JTamxos 1 Ko, 2014. —
URL.: http://www.iprbook shop.ru/24781.html (bu6anoreka Bal'Y)

3. TMpuxomsxo AH. JToKyMEHTHPOBAHAE YIIPABICHUYECKOH ACATENBHOCTH [DNEKTPOHHBI pecype]:
yaeGroe Tocobue / TTpuxompko AH— Dnextpon. Tekctosble Jarmble. — CII6.: Casxr-TlerepOyprexui
TOCYRAPCTBEHHBIH apXUTEKTYPHO-CTpOHTeNbHbH yrusepcHTeT, I5C ACB, 2013 — 270 c.— Pesum JocTy-
na; hitp://www.iprbookshop.ru/26872.

0) romoHATEILHAS JHTEpaTypa:

1. Bapuxun A.B. Jenompon3BoacTBo H AoKyMeHTooGOpoT. M.: KHmiemm mup, 2008. —
URL: http://www.student library.ru/book/ISBN9785804103119 html (bubmroreka Bal'Y)

2. Benos, A. H. JlenonpouseoacTso | A0KyMeHT00O0pOT: ydebHOE mocobue— M : Dxemo,
2007. - 247c.

3. I'sacea U.B. Jlenonpor3BoacTBO [DNeKTpoHHBIL pecypc]: crpasodnuk / I'saea U.B.,
Cobanegpckuii C.B. TerpaCucreme, Tetpanurt, 2014. — URL: http://www.iprbookshop.ru/28072.—
3BC «IPRbooks» (bubamoreka Bal'Y)

4. TOCTHHHYHOE M PECTOPAHHOE [ejI0, TypH3M: ¢6. HopMaTuB. AoK. Poctor w/]/1.: ®enmxc,
2003. — 384c¢. — (3aKoH U 00mMECTBO).

5. Enamnesa, O.JI. JloKkymMeHTalMOHHOE OOECIHEYEHHE VYIPABICHHA B CONMAIBHO-
KyIbTYPHOM CepBHCe H Typhsme: ydueb. mocobme. PJIMHTA, 2012. — URL: http://e.lanbook.
com/books/element. php?pll_id=20237 (bubnuoreka Bil'Y)

6. Kazaxesuy, T. A. JIOKyMeHTaIlMOHHEIN CepBHC: yuel. mocobre A CTyA. BHICHL y4ed.
sapedeHnit. — M.: Axagemus, 2010. — 160 c.

7. Kysuenor M.H. JenonporsBoncTBo: yueGHO-CIpaBoIHOE mocobre. — M.: Jlamkos 1 Ko,
2006. — 205¢.

8. KomduesmuareHOE  ACTONPOM3BOACTBO H  3ANMINCHHBIA  ICKTPOHHBIA
mokymenToobopor: yueGEuk / H.H. Kymses [ ap]— M.. Jloroc, 2013. - URL:
http://www.iprbook shop.ru/9083.html (bubauorexa Bal'Y)

B) NepAOAHIECKHE BINAHHH?

1. CnpapouHEK cekperops H oduc-MeHemxep. Pexum noctyma: http://www.sekretariat.ru/
podpiska/?rightbanner
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2. Kypran «CoBpeMeHHBIE TEXHONOTHH J€IONPOM3BOICTBA B JOKYMEHTOOG0poTa». W3-
natenscTBo: MIT®OP (MexIyHapomHbli [EHTp (HHAHCOBO-3KOHOMHYESCKOTO pa3BHTHA).
Exxemecsamo. ISSN: 2218-922X

3. Kypuan «Cexperapb-pedepent». Mamarenscreo: OO0 «lIpodeccronansHoe u3za-
TeNECTBO». ExkeMecagro. ISSN: 1813-9493

r) HHTEPHET-pecypCehi:

1. PRO- Jlemompouspoactso. [lopran mnsa pykoBomurtene# ciaybx HOVY u cekpeTapeit
Bcex yposHedt. Pexxum moctyma: http://www sekretariat.ru/

2. AIMAHACTPATHBHO-YIIPABICHISCKHAH mopTan - "aup.ru”

3. HUarepreT-nopran «KopropaTueRbl MeHeIKMEHT - "cfinrn”

4, ITopran @urancoBoro MeHemKepa - "FinancialManager.ru”

8. MATEPHAJIBHO-TEXHUYECKOE OBECIIEYEHHUE TACTIRILIAHBI
(MOAYJIAA)

Vue6EBI Tpolecc mO IWCHHMIDIAHG ObecledeH BCEMH HEOOXOIHMBIMH MAaTepHAJIbHO-
TEXHHYESCKUMH PECYpCaMH:

1. KoMoptoTepaEle KIIaccH ¢ BBIXOZOM B MIHTEpHET.

2. JleKnpoHHAs ayAATOPH:, OCHAIICHHAI My TbTUMEIHA-TIPOEKTOPOM.

3. AYZMTOPHH JUIsi IIPOBEISHHS IPAKTHUECKUX 3aHATHE, OCHAIEHHBI® IOCKOH.

IIprvevanre: B COOTBEICTBHM C HOPMATHBHO-IPABOBEIME AKTAMH JUIl HHBATHIOE H JIHI C
OFpaHHYCHABIMY QU3AIECKIME BO3MOXHOCTAME NPY HEOOXOMMMOCTH TECTHPOBAHKE MOXKET ORITE
TIPOBEAIEHO TOJBKO B IHCHMEHHOM HITH YCTHOH (opMe, @ TakKe MOTYT OBITh MCIONL30BAHbL APYTUE
MaTepHanbl KOHTPOJIA Ka9eCTBA 3HAHKH, IPe{yCMOTPEHHbIE pabouei TporpaMMoOi THCIHUILTHHEL
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Pabowas nporpamMMa IMCHUILTHEET COCTABNEHA B COOTBETCTBHE ¢ TpeGoparmsavu GTOC BO
1o HanpasineHuo 43.03.03 «[ocTHHHYHOE IeTI0o»

Pabogyro nporpammy cocraBui

JI. A. Koposuna

Penenzentr  upexropa OO0 «MouoMa

2
[Iporpamma paccMoTpeHa 1 0n106peHa Ha 3ace
nporokon Ne 8 or 18.01.2016 rona.
3aBenyromui kadenpoit: K.3.H., rouent O. B. Speck

Pabouas nporpamma paccMOTpeHa W 0X00peHa Ha 3aCeaHHMH Y4eGHO-METOTHUECKON KOMHCCHHI
HanpasneHus 43.03.03 «octuruynoe gemon»

npotokon Ne 3 ot 20.01.2016 roga.

IIpencenatens KOMHCCHH X\QK,\E\( O. I1. ITonoukas




