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IHosicHuTeIbHAA 3aNIMCKA
M/IK.03.03 [lemonpou3BOACTBO NPOU3BOACTBEHHOrO ydactka orHocurcs k 1IM.03
Opranuzanust ¥ ynpasieHue paboTol CTPYKTYpHOTO nojpazaeneHus. CaMoCTosITeNIbHAS
paboTra fABJIIETCS OJHUM W3 BUIOB BHEAYJAUTOPHOU Yy4eOHON padOThl OOy4YarOIIMXCA.
OcHOBHBIE LIEJIH CAMOCTOSITE/IbHOI padoThI:
— CcHUCTeMaTH3alus M 3aKpeIUICHUE TEOPETHYECKUX 3HAHUW M MPAKTHYECKUX YMEHMIA
oOyyJarommxcs;
- yriayOleHue W pacllupeHHe TEOPEeTUYECKUX 3HAHWUW, (OPMUPOBAHHE YMEHHI
HCITIOJIB30BaTh CIPABOYHYIO JOKYMEHTALUIO U JOIIOJIHUTENIBHYIO JINTEPATYpy;
—pa3BUTHE MO3HABATEIbHBIX CIOCOOHOCTEM M AKTUBHOCTH OOYYarOIIMXCs, TBOPUYECKOU
MHULMATUBBI, CAMOCTOSATEIbHOCTH, OTBETCTBEHHOCTH U OPraHU30BaHHOCTH;
— (opMHUpOBaHUE CAMOCTOSITEILHOTO MBIIIJICHUS;
— PAa3BUTHUE UCCIENOBATEIIBCKUX YMEHUN.
JIJisi BBITIOJIHEHMSI CaMOCTOSITENIbHOW PaboThl 0Oywaroluecs AOKHBI UMETh 0Oa30BbIE
TEOPETUYECKHUE 3HAHUS O CUCTEME I'OCYIAPCTBEHHBIX 3aKOHOATEIbHBIX U HOPMATHUBHO-
METOANYECKUX MATEPUANAX, PETYIUPYIOIIMX MNPOLECC IEIONPOU3BOJCTBA, O MECTE U
pOJIM JENONPOU3BOACTBA B CUCTEME FOCYJAPCTBEHHOI0 M MYHUIIMIIAIBHOTO YIIPaBICHUSI.
HNmers  mpencTaBieHMe  Kak  COCTaBIATh W OQOPMIISATH  OPraHU3AIIMOHHO-
pacnopsaIUTEIbHbIE JOKYMEHTHI 110 TPAAULIMOHHBIM M HECTAHAAPTHBIM YIPABICHUYECKUM
cutryanusaM. [IpnoOpecT HaBbIKK MO MPAKTHYECKOMY MTPUMEHEHHUIO MTOJTYYEHHBIX 3HaHUN
B Oyayuieil npodeccuoHanbHOM 1€ATEIbHOCTH.
MeToauueckie peKOMEHJAUMU TOMOryT OOydalolUMCsl IIeJIEHAPaBIEHHO HW3y4aTh
MaTepuall IO TeMeE, ONpPENENTh CBOW ypOBEHb 3HAHMM M yMEHUH NPU BBIIOJHECHUU
CaMOCTOSITENILHON pabOThl.
PexoMenaanum 11 00y4aonuxcs o BbIpad0TKe HABLIKOB CAMOCTOSITE/ILHOM
padoThI:
Crnymate, 3anUCbIBaTh U 3allOMUHATH JIEKIIHIO.
BHUMaTENbHO YMTATh MJIaH BBIIIOJIHEHUS pa0OTHI.
Br16upaTh CBOIi ypoBEHb MOATOTOBKH 3aaHMUSL.
OO0pariath BHUMaHHE HAa PEKOMEHAYEMYIO JINTEPATYPY.
W3 nepeunst autepaTypsl BBIOMpaTh Ty, KOTOpas HauOoJiee MOJHO PacKpbIBAE€T BOIPOC
3a/1aHMUsL.
Y4uThCS KpaTKO U3J1ararb CBOM MBICIH.
Hcnonp3oBathk 00LIME TpaBUiIa HATMCAHUS KOHCIIEKTA.
OneHuBarh, HACKOJIBKO IIPAaBUJIBHO IIOHATO COJEpKAHUE Marepuana, s 3TOro
IPUIYMaTh BOIIPOC, HAIIPABJICHHBIA HA ySICHEHUE MaTepHUaa.
OGpamiaTh BHUMaHWE HA JOCTUKEHUE OCHOBHOM 11€JIM Pa0OTHI.
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TemaTunyeckuim mjian

Paznenr Tema

Tema 3angaTus

Hasanwne paboTsr

KonnuectBo yacos

Paznen 1. Benenne Hcnonb3oBaHue Co3nmath nmpe3eHTaIuyo mo |6
JeJI0NPOM3BOACTBA Pa3IMYHBIX HOCUTENEH teme «McTopus pazButus
NMPOU3BOACTBEHHOI0 HHpOpPMAIUH B JOKYMEHTOBEICHUSI
y4yacTka JOKYMEHTHPOBAaHUH
Tema 1. Beenenne JIOKYMEHTBI 110 Boeimonuuts pedeparmo |6
CHAOXEHHIO U COBITY teme «KommbroTepHbie
TEXHOJIOTHH B
JIEIOTIPON3BOICTBEY.
Tema 2. Opranuszanus Peructpanus noxkymenToB |BeimonHuts pedepar mo 6
paboTHI ¢ TOKyMEHTaMHU u e€ dhopmebl, TpedoBaHus K |TeMe "lIlopsmok
perucrpanuu OpraHH3aIn
JIOKYMEHT0000pOTa C
WCTIOJIb30BaHUEM CPEICTB
TEJICKOMMYHHUKauu'".
Pabora u nucxonsmumu Pabora ¢ ucxogsmumun 1
JOKYMEHTaMHU JOKYMEHTaMH
KonTposns u cpoku Pabota ¢ BHyTpeHHUMU 2

HUCIIOJIHCHUSA JOKYMCHTOB

JIOKyMEHTaMu




CamocrosiTeabHas padora Nel

Haszsanue padorsi: Co3nate npe3eHtanuio no reme «lcropus pazBurtus
JOKYMEHTOBEICHUSI.

Hean padorei: popmupoBanue odmux komneTeHuii: OK 4. OcymniecTBasaTh NOUCK U
MCIOJIb30BaHNe HH(POPMAIIUHU, HEOOXO0IUMOM 17151 3P PEKTUBHOTO BBHIITOIHEHUS
npodecCHoHANBHBIX 3a/1a4, TPO(ECCHOHATBFHOTO U IUYHOCTHOTO pa3BuTHs; OK 5.
Hcnonp3oBaTh HHPOPMAITMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHU B
npodeccruonanbHoi nearenbHocTH; OK 6. PaboTaTh B KOJUIEKTHBE M KOMaH/IE,

7 HeKTUBHO OOIIATHCS C KOJUIETaMH, pYKOBOJICTBOM, MIOTPEOUTEIISIMH. .

Yposenb CPC: TBOpUECKas.

®opma kouTpoas: [Ipe3eHTanus Ha HIEKTPOHHOM HOCHUTEIe, yOIuyHas 3aluTa. .
Kosmn4yecTBO 4acoB Ha BHINOJIHEHHE: 6 4acoB.

3ananue:

1. CamocrositensHO Haiinute nHopmanuio o teme "Mcropust JOKyMEeHTOBeIeHUs "

2. CocTaBbTe IUIaH NPE3CHTALNH;

3. Onpenenurte KOJUYECTBO CIANJOB (HE MEHEE §) U UX CTPYKTYPY;

4. ITpoxymaiite BapuaHThl O(DOPMIICHHS CIIAlIOB TI0 COOCTBEHHOMY YCMOTPEHHIO;

5. '0TOBYIO IPE3EHTALMIO COXPAHUTE HA COOCTBEHHOM CETEBOM PECYpPCE TEXHUKYMA;

6. IlogroroBbTech K MyOJMYHOMN 3aIUTE TMPE3CHTAIMU Tepes yu4eOHOW Tpymnmou Tak,
YTOOBI BpEMsI 3aIIUThI COCTABIISLIO OKOJIO 4-5 MUHYT.

Pexomenaanum:

1. Ucnonw3yss uHGOPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJOTUU U JIJIEKTPOHHBIC
pecypcbl cetn MHTepHer HeoOxoaumo Haitu uHopmanuio mo Teme *Hcropus
NOKYMEHTOBEICHUS.

2. IlokaxkuTe B cliaiijlax Kak pa3BUBAJIOCH JEJIONPOU3BOJICTBO HAa TEPPUTOPUHU HAILETO
rocynapcrtsa. Hanpumep:

JIOKYMEHTBI, COXPAaHUBILIKECS HAa TEPPUTOPUM HAILIETO TOCYIapcTBa C APEBHEHIIMX

BpeMeH JpeBHepycckoro rocyaapcrsa (IX-XII BB.) u Buzantuu.

* IEJIONPOU3BOJICTBO B TIOPEBOIIONMOHHOM Poccun

* 1e70Npou3BoJACTBO B COBETCKYIO AIOXY
— 1959 ron perieHne NpaBUTETLCTBA O pa3pabOTKE €IMHON rOCYIaPCTBEHHON CUCTEMBI
JEJIONTPOU3BOACTBA ISl YUPEKIACHUN U NPEIITPUATUN CTPAHBI
— 1973 ron Exunas rocynapcrBeHHasi cuctema jaenonpoussoactsa (ET'CJY),
onobpennas Komurerom o Hayke u rexuuke CCCP

* IEJIONIPOU3BOJICTBO B COBpeMeHHOM Poccun

3. CocTaBUTh MPE3EHTAIMIO B COOTBETCTBUU C U3JI0KEHHBIMU TPEOOBAHUSIMMU:

- PE3EeHTAalM T0JKHA UMETh TUTYJIBHBIN JTUCT U coJiepkanre He MeHee 10 crnaiioB;

- Ha cJlaiijaX JI0JKEH MPUCYTCTBOBAThH 3ar0JIOBOK U MOSICHAIOMIMMI TEKCT B €JUHOM CTHIIE
(uBeT, wpudT, pazmep, HaYEPTaAHUE)

Kpurtepuu ouenku:

OLICHKA «3» - BpIloIHEHA pe3eHTalMs B COOTBETCTBHHU C 3a/IaHUEM M MPEJCTaBIEHA Ha



IIPOBEPKY MPENOIaBaTEeNIO.
OLICHKA «4» - BbIMoIHEHA Mpe3eHTalMs B COOTBETCTBUHU C 3a/IaHHEM, MPEJCTaBIeHa Ha
IPOBEPKY MPENOIABATEIIO U 3aIIMILEHA B OTCYTCTBUE MY OIUKH.
OLICHKA «5» - BbIoIHEHA Mpe3eHTalMs B COOTBETCTBHUHM C 3a/IaHHEM, NPEJCTaBIeHa Ha
IPOBEPKY MPENOJABATENIO U 3aIIUIICHA B TPUCYTCTBUU MyOIHUKH.

CamocrositenbHasi padora Ne2
HasBanue padorsi: Bemmonuuts pedepart nmo teme «KoMnbloTepHbIe TEXHOJIOTHH B
JIEJIOITPOU3BOCTBE..
Heab padoTel: 1. pa3BUTHE y CTYJICHTOB HABBIKOB IMOUCKA U CTPYKTYPUPOBAHUS
uH(popMaIK; 2. pa3BUTHE HABBIKOB KPATKOTO U3JIOKEHHS MaTepualia ¢ BblIeICHUEM
JUIIb CAMBIX CYIIECTBEHHBIX MOMEHTOB, HEOOXOAUMBIX JJII PACKPBITHS CYTH MPOOJIEMBI;
3. pa3BHUTHE HABBIKOB aHAJIN3a U3YYEHHOI0 MaTepuaia U GopMyIHMpOBaHUS COOCTBEHHBIX
BBIBOJIOB 110 BEIOPAHHOMY BOTIPOCY B MUCbMEHHOU (popMe, HAyUHBIM, TPaMOTHBIM
A3BIKOM..
Yposens CPC: 3Bpuctuyeckas.
dopma KOHTPOJIS: IpOBEpKa pedepaTa Ha OyMaKHOM HOCHUTENE, YCTHBIN ONpPOC..
KosnvecTBOo 4acoB Ha BbINIOJIHEHHE: 6 YACOB.
3aganue:
1. BemonauTe pedepat mo reme "KoMIbIOTEpHBIE TEXHOJIOTHUHN B JEIOMPOU3BOCTRE" .
2. IloaroroBbTECH K YCTHOMY OITPOCY.
Pexomenaanum:
1. Ucnonw3yss wuHGOOPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJOTUU U DIIEKTPOHHBIC
pecypchbl cetr IHTepHET He0OX0AMMO HaWTH MH(OPMAITUIO 110 TEME:
1.1 "KoMIbroTepHBIE TEXHOJIOTUH B JICITONPOU3BOJICTBE" .
1.2 "l[lopsimok opraHu3alMu JOKYMEHTOOOOpOTa C  HCIOJb30BAHUEM CPEJCTB
TEJICKOMMYHUKaIUN'".
2. ITloarortoBbTe pedepar, pyKOBOJACTBYSCH TPEOOBAHUSIMU, PUBEICHHBIMU HUXKE!
2.1 Tpeovosanusn k pechpepamy
- HeoOxomuMo mpaBWIbHO CPOpMYIUpPOBaTH TeMY, OTOOpaTh MO HEW HEOOXOAUMBII
MaTtepHall.
- Mcnonb30BaTh TOJBKO TOT MaTepHall, KOTOPBII OTPa)KaeT CyUHOCTh TEMBI.
- Bo BBenienuu k pedepary He0OX0AMMO 0O0CHOBATH BHIOOP TEMBI.
Wznoxenune AOmMKHO OBITH  MOCHEAOBAaTEeNbHBIM. HejomycTuMbl — HedeTKue

(bopMyupOBKH, peueBbie U opdorpaduueckue ommoKy.
- Odopmienue pedepara (B TOM 4UUCle TUTYIBHBIN JIUCT, JIUTEPATypa) AOJKHO OBITH
IPAMOTHBIM.
- Cucok JauTeparypbl opopMIISIETCS C yKa3aHUEM aBTOpa, Ha3BaHUSl UCTOYHHKA, MECTa
W3JIaHusl, TOJla U3/1aHUsl, Ha3BaHUS U3/1aTeNbCTBA, CIIOIb30BAHHBIX CTPAHULI.
2.2 Tpebosanusn k oghopmnenuio pepepama

N3noxenne tekcta M odopmiieHre pedepaTa BBINOJIHSAIOT B COOTBETCTBUU C



tpeboBanusimu 'OCT 7.32 — 2001, 'OCT 2.105 — 95 u I'OCT 6.38 — 90. Crpanuiibt
TEKCTOBOM YacTM W BKIIYEHHbIE B HEE WUIIOCTPAlUU U TaOJUIBl JIOJKHBI
cootBeTcTBOBaTh (hopmary A4 o I'OCT 9327-60.

Pedepar pomkeH OBbITh BBINOJHEH IME€YATHBIM CIHOCOOOM C HCIOJb30BAaHUEM
KOMITBIOTEPA ¥ TIPUHTEPA HA OJHON CTOpoHEe Oymaru popmaTta A4 yepe3 oauH UHTEPBAI.
[[Bet mpudTa gomxKeH ObITH YepHBIM, pazMep mpudra — 14 or, mpudt — Times New
Roman.

- TekcT cnemyeT medararb, coOM0OIas CIEAYIONIME pa3Mephl TIOJICH: BEpXHEE U HIDKHEE
— 20 mMm, meBoe — 20 MM, mpaBoe — 10 mMm. AO3aIHBI OTCTYN JOJDKEH OBITH
OJIMHAKOBBIM I10 BCEMY TEKCTY M COCTaBIATH 1,25 cm.

- BeipaBHHBaHUE TEKCTA MO MIUPUHE.

- IlepeHOC CJIOB HEIOIYCTHUM.

- Touky B KOHIIE 3arojI0BKa He CTaBAT. ECiiM 3arojloBOK COCTOUT U3 JIBYX MPEJIOKEHHUI,
UX Pa3aeiIsitoT TOUYKOH.

- IloguepKkuBaTh 3arojOBKU HE JAOMYCKAETCS.

- PaccTosHMe MeXy 3arojoBKaMu paszfena, Mojapasziesa U MOCiIeAyOMUM TEKCTOM Tak
XK€, KaK M PacCTOSIHUE MEXJYy 3arojJOBKAMHU U MOPEAbIIYIIHUM TEKCTOM, JOJKHO OBITh
paBHO 15MM (2 mpobena).

- Ha3Banue kaxxmoii riaBbl U maparpada B TeKCTe pabOThl MOXKHO BBIJEIAThH KUPHBIM
mpudTom. Kaxmas rmaBa HauMHAETCS ¢ HOBOM CTpaHUIlbI, maparpadsl (Moapas3aesbl)
pacronaratoTcs Ipyr 3a Apyrom.

Pa3spemiaercs  Mcmonb30BaTh  BO3MOXKHOCTH — aKIIEHTHPOBAaHWS BHUMaHUS Ha
ONpEJEICHHBIX TEePMUHAX, (OopMyJsiax, MPUMEHSS BBIICICHUE S>KUPHBIM MIPUPTOM,
KypCHB.

B Ttekcre pedepar pekomeHayeTcss dYalle NPUMEHATh KPACHYIO CTPOKY, BBIJEISS
3aKOHYEHHYIO MbICJIb B CAMOCTOSATENbHBIN ad3all.

- [lepeuncnenusi, BCTpeyaromuecs B TeKCTe pedepara, T0IKHbI ObITh 0(POPMIIEHBI B BUAE
MapKUpPOBAHHOTO WJIM HYMEPOBAaHHOI'O CIIUCKA.

Bce crpanuipl 00s13aTeNIbHO AOJKHBI ObITh MpPOHYMEpoBaHbl. Hymepanus nucToB
noJKHA OBITH CKBO3HOW. HoMep nicta mpocTaBisieTcst apaOCKuMu g pamu.

- HyMepanuusi 1ucToB mpoCTaBIsIETCA B MPABOM HI>KHEM YTy, HAUMHAETCA C TPEThEro
nucta (1mociie coJepkKaHus) U 3aKaHYMBAETCs MociieNHUM. Ha TpeTbem JucTe cTaBUTCS
HOMED «3».

- HoMep cTpanuiibl Ha TUTYJIBHOM JIMCTE HE MTPOCTABIISIETCS.

- PucyHku u Tabmuibl, pacroyioKEHHbIE HA OTACJIbHBIX JIUCTaX, BKIIOYAIOT B OOIIYIO
HYMEpalHIo JIMCTOB M MOMEIIAIOT MO0 BO3MOXKHOCTU CJIEJIOM 32 JIMCTAMH, Ha KOTOPBIX
MIPUBEICHBI CCHUIKM HAa ATU TaOJUIBl WIM WIUTIOCTpanuu. Tabauibl U WUTIOCTpaIuu
HYMEPYIOTCSI  TIOCJIEIOBATENbHO  apaOCKUMHM  1udpaMud  CKBO3HOM  HyMeparueil.
JlommyckaeTcs HyMepoBaTh PUCYHKH M TaOJWLbI B Mpeenax pasnena. Beepxy TaOmuibl
cripaBa ykasbiBaeTcs ciaoBo "Tabnuna" u HoMmep (TabiuIlbl, pUCYHKA) COCTOUT U3 HOMEpa
pazziena 1 mops,AKOBOro HoMepa Tadaulbl, pa3eeHHbIX TOUYKON (HyMepanus apaOCKUMU



uudpamn).

Cnucok uCIONIb30BAaHHON JUTEPATYpPhl M MPUIOKEHUS BKIIOYAIOTCS B OOILYIO
HYyMEPALHIO JUCTOB.

Cnucok uCHOJIb30BaHHOM JIMTEPaTypbl SABISIETCS COCTaBHOM 4YacTbl0 padOThl U
OTpa)kaeT CTETEeHb U3yYEHHOCTH paccMaTpruBaeMoi mpobieMbl. KonnuecTBo HCTOUHUKOB
B CIIMCKE OMPEENAETCS CTYACHTOM CaMOCTOSATENBHO, ISl pedepara UX peKOMEHIyeMOe
koiuaectBo OoT 10 mo 20. [Ipu sToM B cmmcke 00s3aTENbHO JOKHBI MPUCYTCTBOBATH
MCTOYHHKH, U3JJaHHBIC B MOCIEAHNE 3 TO/A.

Kaxx11p1i1 HCTOYHUK TOJDKEH COEPKaTh CIETYIONTUE 00s3aTeIbHBIC PEKBU3UTHI:
- (pamuKs ¥ MTHUIIMAIIBI aBTOPA;
- HAUMEHOBaHMUE;
- U3aTEJNIbCTBO;
- MECTO U3JIaHus;
- TOJ1 U3/1aHMUS.
Bce HMCTOYHUKH, BKJIIOYEHHbIE B OMONMOrpaduio, JOJKHBI OBITH IOCIEI0BATEIBHO
MIPOHYMEPOBAHBI U PACIIOJIOKEHBI B CIEAYIOIIEM MOPSAKE:
- 3aKOHO/IATEJIbHBIE AKTHI;
- moctaHoByeHus [IpaBuTenbCcTRa;
- HOpMaTUBHBIE TOKYMEHTHI;
- CTaTUCTUYECKUE MATEPUAIIBL;
- Hay4YHBbIC W JINTEPATypHbIC UCTOYHUKH — B aJ(PaBUTHOM MOPAJKE MO MEpPBON OyKBe
dhamuim aBToOpa.
Ilpumep:
1. Kupcanosa M.B., Axcenos FO.M. Kypc odenonpouszsoocmea. Yuebnoe nocoodbue, M.:
Hnghopa-M, 1997. 270 c.
2. UnmepHnem-pecypcwi: yKazvleaemcs NOIHbIU adpec 6 8uoe cUNepCcoliKu, Hanpumep.
http.//it-n/ru/board.aspx?cat
no=6361&tmpl=Thread&Boardld=6364& Threadld=9887 &page=0
- [IpunoskeHust SIBIASIOTCS BCTIOMOTATEIHbHBIM MAaTEpPUAIOM, KOTOPBIA MPU BKIIOUYCHUH B
OCHOBHYIO 4acTb pabOThI 3arpPOMOXAAET TEKCT (TaOJUIBI BCIIOMOTATEIbHBIX JAHHBIX,
WHCTPYKIIUU, METOAUKU, (POPMBI JOKYMEHTOB U T.I.). OQopMIisieTcss MOJ0KEeHHE Kak
MpoJIoJDKEeHNE pedepaTa Ha ero MOCIenyIONUX CTpaHulax. BBepXy cTpaHuibl cripaBa
ykaszpiBaeTcsi cioBo "llpunoxenue" u ero Homep (Hymepanusi apaOckumu udpamn).
[IpunoxeHnue OMKHO MMETh 3aroJIOBOK, KOTOPBIA pacmoJiaraeTcsi Mo IEHTPY JIHUCTa
OTJIEJILHOM CTPOKOM M MeyaTaercs MPONUCHBIMU OyKBAMH.
Ilpumep:

[Ipunoxenue 1
INocynapcteennsiii repo Poccuiickoit @eaepaiiuu B OJHOIIBETHOM BapHaHTE



2.3 Cooeporcanue pehepama
- TuTynbHBIA JTUCT OJKEH COJIEpKaTh HauMeHOBaHue yupexacHus, @.1.O. aBropa,
rpymmy, @.M.0. pykoBoauTens, TO1 HallMCaHUS.
- B pedeparte B 00s13aTeIbHOM MOPSAKE TOJKHO OBITH MPEICTaBICHO:
I paznen
Brenenue (He 6osee 1 c1p.), rae OTpakeHbI:
- 1IeJIK ¥ 3a]1a4¥ pabOoThI;
- OCHOBHOM 3aMBbICEIL.
II paznen
OcnoBHas yacTh (He 6osiee 10 cTp.), 00yciIoBIeHA 3aa4aMU UCCIEIOBaHUSI.
III paznen
3axmounTeNnbHbIe BRIBOABI (1- 1,5 cTp.)
IV paznen
Cnucoxk nurepaTypsl
V pasznen
[Tpunoxxenus (TaGauisl, rpaduKu, CXEMBbI)
Paznensr I, 11 pedepara mommKHBI HAUMHATHCS ¢ POPMYITHMPOBKH 33]1a4U U 3aKaHUYNBATHCS
(GhOopMyTUPOBKOI BBIBOJIOB TIO 3aja4e.
Kpurepuu oueHku:
- COOTBETCTBHUE COAEPIKAHUS TEME.
- 'nybuna npopaboTku MaTepHaia.
- [IpaBUIBHOCTB U MOJHOTA UCITOIb30BAHUS HCTOYHUKOB.
- CootBercTBHE OpopmiieHHs pedepara CTaHIAPTOM.
Kpurepuu ouenkmu:
orieHKa «3» - 1. Tema pedepara pacKpbiTa HEJOCTATOYHO MOJTHO;



2. 3aTpyAHEHUS B U3JI0KEHHUH, apIYMEHTUPOBAHUU.

olieHKa «4» - 1. Menkue 3amevyanus o opopmiieHHIO pedepara;
2. HE3HAYUTEIbHBIE TPYAHOCTH 10 OJJHOMY M3 MEPEUNCICHHBIX
TpeOOBAaHMI HA OLEHKY "OTIMYHO".

OLICHKA «5» - 1. MpUCyTCTBUE BCEX BBILLIEIIEPEUUCICHHBIX TPEOOBAHUM;
2. 3HaHWE CTYJEHTOM HM3JI0’)KEHHOTO B pedepaTe MaTepuaia, yMCHHE
IPaMOTHO ¥ apTYMEHTHUPOBAHO U3JI0KHUTH CYyTh MPOOIEMBI;
3. ymenue cBoOOAHO OeceaoBaTh Mo JOOMY MTyHKTY TUIaHa, OTBEYATh HA
BONPOCHI, IOCTaBJICHHbIE MPENOAABATEIIEM 110 TeMe pedepara;
4. yMeHHe aHaIU3UpoBaTh (PAKTUUECKUN MaTepual U CTaTUCTUYECKUE
JaHHbIE, UCTIOJIb30BaHHbIE IIPU HAIIMCAHUU pedepara.

CamocrosiTtesibHasi pabora Ne3
HaszBanue pa6orsi: Beimonuuts pedepat no teme "llopsiok opranuzanuu
JTIOKYMEHTO00O0pOTa C UCIIOIb30BaHUEM CPEJICTB TEIIEKOMMYHHUKAIUU'" ..
eab padoThl: 1. pa3BUTHE Yy CTYJAEHTOB HABBIKOB IMOUCKA U CTPYKTYPUPOBAHUS
nH(opMalmy; 2. pa3BUTHE HABBIKOB KPATKOTO M3JI0KEHUS MaTepHalia C BbIICICHUEM
JIUIIb CAMbIX CYIIIECTBEHHBIX MOMEHTOB, HEOOXOIUMBIX ISl PACKPBITHSL CYyTH MTPOOJIEMBI;
3. pa3BHUTHE HaBBIKOB aHAIM3a U3YYCHHOTO MaTepraia u (opMyITHPOBAHUS COOCTBEHHBIX
BBIBOJIOB 110 BEIOPAaHHOMY BOTIPOCY B MUCHMEHHOM (hopMe, HAyIHBIM, TPAMOTHBIM
SI3BIKOM..
YpoBenb CPC: peKOHCTPYKTHUBHAS.
dopma KOHTPOJIS: TIpoBEpKa pedepaTa Ha OyMaKHOM HOCHUTENIE, YCTHBIN OMpPOC..
Kosamn4yecTBO 4acoB HA BHINOJIHEHHE: 6 4acoB.
3ananue:
1. Bwmonuute pedepar mo Tteme "llopsmok opraHuzanuu JIOKYMEHTOOOOpOTa C
HCIIOJIb30BaHUEM CPEJICTB TEIIEKOMMYHUKAUN'" .
2. IloaroToBbTECH K YCTHOMY OIIPOCY.
Pexomenpanumn:
1. Hcnonb3yss WMHPOPMAITMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU U 3JIEKTPOHHBIE
pecypchl cetu UHTepHEeT He00X0IuMO HalTH HH(POPMAIUIO TIO TEME:
1.1 "KoMIbloTepHbIE TEXHOJIOTUU B JIETONPOU3BOCTBE".
1.2 "l[lopsimok opraHu3anuu JOKYMEHTOOOOpOTa C HCIOJIb30BAaHUEM CPEJICTB
TEJICKOMMYHUKALINK".

1. TloaroroBwTe pedepar, pyKoBOJACTBYSACH TPEOOBAHUSIMU, IPUBEACHHBIMU HUXKE:
2.1 Tpeoosanusn k pechpepamy
- HeobxomuMo mpaBWIBbHO cPOpMYIUpOBaTH TeMy, OTOOpaTh MO HEW HEOOXOAUMBIN
MaTtepHall.
- Mlcnonp30BaTh TOABKO TOT MaTepua, KOTOPbIA OTPa)KaET CYIIHOCTh TEMBI.
- Bo BBezieHuu Kk pedepaty He0OXOAMMO 0OOCHOBATH BHIOOP TEMBI.



- VI3n03kenue JoKHO ObITh MocheaoBaTeIbHbIM. HeqomycTuMbl HeueTKkue
(bopMyIupoBKH, peueBbie U opdorpadrueckue omnoKu.

- Odopmienue pedepara (B TOM YHUCIE TUTYJIbHBIM JIUCT, JTUTEpPATypa) MOJDKHO OBITh
IPaMOTHBIM.

- Cncok auTepaTypsl 0hOpMIISIETCS ¢ yKa3aHWEM aBTOpa, Ha3BaHUS MCTOYHHKA, MECTa
W3JIaHUsl, T0J1a U3/1aHUsl, Ha3BaHUS U3/1aTEIbCTBA, UCIIOIb30BAHHBIX CTPAHULL.

2.2 Tpebosanusn k oghopmnenuio pegpepama

Uznoxenue tekcta u odopmiieHue pedepara BBIIOIHSIIOT B COOTBETCTBHM C
tpedoBanusmu ['OCT 7.32 — 2001, I'OCT 2.105 — 95 u I'OCT 6.38 — 90. CtpaHurisi
TEKCTOBOM 4YacTH U BKIIOYEHHbIE B HeEe WUIIOCTPAlUU ¢ TaOJULBl  JOJKHBI
cootBeTcTBOBaTh (hopmary A4 o I'OCT 9327-60.

Pedepar gomxeH ObITh BBINOJHEH IME€YaTHBIM CIOCOOOM C HMCIHOJb30BaHUEM
KOMITbIOTEPA U MPUHTEPA HA OJHOM cTOpoHEe Oymaru opmaTta A4 yepes3 OJuH UHTEPBAI.
LBet mwpudTa AoMKEH OBITH YEpHBIM, pazMep mpudra — 14 nr, mpudt — Times New
Roman.

- TekcT crnenyer nedararb, coOM01as CAEAYIOMIME pa3MepPbl NOJIEH: BEPXHEE U HIDKHEE
— 20 mMm, neBoe — 20 MM, npaBoe — 10 mm. AO3anHbIi OTCTYyN JOJDKEH OBIThH
OJIMHAKOBBIM I10 BCEMY TEKCTY M COCTaBIATH 1,25 cm.

- BelpaBHUBaHUE TEKCTA MO MIMPUHE.

- IlepeHoOC CIIOB HEAOYCTHUM.

- TOUKy B KOHILIE 3aroJI0BKa HE CTaBAT. ECIM 3arojoBOK COCTOUT U3 ABYX MPEIIIOKEHUM,
UX pa3AENSOT TOYKOM.

- [TonuepkuBaTh 3arojIOBKU HE JOIYCKAETCH.

- PaccTosiHMe MeXy 3arojoBKaMu paszfena, MmoJapasziesia U MOCIEAYOIIMM TEKCTOM TaK
ke, KaK U PACCTOSIHME MEXAY 3arojOBKaMHM M TPEAbIAYIIUM TEKCTOM, JIOJKHO OBITh
paBHO 15MM (2 npoGena).

- Ha3BaHue kaxaoi rnaBbl U naparpada B TEKCTE padOThl MOKHO BBIAEIAThH KUPHBIM
mpudTom. Kaxnas riaBa HauMHAeTCsl ¢ HOBOM CTpaHMIIbL, maparpadsl (Ioapasaesbl)
pacnoJiararotcs Ipyr 3a Jpyrom.

Pa3pemaercs  MCrnonb30BaTh BO3MOYKHOCTM — AKLIEHTHPOBAaHWS BHUMAaHUSA Ha
OTpPEJICTICHHBIX TEePMUHAX, (opMyJsiax, MPUMEHSS BBIICICHUE S>XUPHBIM MIPUPTOM,
KYpCHB.

B Tekcre pedepar pexomMeHIyeTCs yallle HNPUMEHATh KpPacHYI0 CTPOKY, BBIJICISI
3aKOHYEHHYIO MBICIIb B CAMOCTOSATENbHBIN ab3ail.

- [lepeuncnenusi, BCTpeyaromuecs B TeKCTe pedepara, T10IKHbI ObITh 0(OPMIICHBI B BUE
MapKHPOBAHHOTO UJIM HYMEPOBAHHOIO CIHUCKA.

Bce crpanuipl 00s3aTeNlbHO JOJKHBI OBITH MpOHYMepoBaHbl. Hymepanus naucToB
J0JKHA ObITH CKBO3HOUM. HoMep sicta nmpocrtaBiisercst apaOCKUMK LUPPAMH.

- Hymepatnusi 1ucToB MpOCTABISIETCSI B IPABOM HUKHEM YIIIy, HAUMHAETCS C TPETHETO
mucTa (mociie coAepkaHus) U 3aKaHuMBaeTcs nocieaHuM. Ha Tperbem JMcte cTaBUTCS
HOMED «3».



- HoMep cTpaHuiibl HA TUTYJIBHOM JIMCTE HE MIPOCTABIISIETCS.

- PucyHku u TaOmuupbl, pacroyioKEHHbIE HA OTAEJIbHBIX JIUCTaX, BKIIOYAIOT B OOIIYIO
HYMEPALMIO JINCTOB U MOMEIIAIOT MO0 BO3MOXHOCTH CJEJAOM 32 JUCTaMH, Ha KOTOPBIX
MPUBEJEHBl CCHUIKM Ha 3TU TaOJMLbl WM WUTIOCTpauud. Tabauubl M WIUTFOCTPALIMH
HYMEpYIOTCSl  TIOCJEIOBAaTENbHO apaOCKuMu LudpaMud  CKBO3HON  HyMeparuei.
JlommyckaeTcsi HyMepoBaTh PUCYHKH U TaONMUIBI B Mpejenax paszaena. BBepxy Tabmuirsi
crmpaBa ykasbiBaeTcs ciioBo "Tabmmia" u Homep (TaOHIlbl, PUCYHKA) COCTOUT M3 HOMEPA
paszierna 1 opsIKOBOro HoMepa TabJIuIbl, pa3IeIeHHbIX TOUKON (HyMepauus apabCKUMU
nudpamn).

CHnucok UCIONb30BAHHON JUTEPATYphl M TPUIOKEHUS BKIIOYAIOTCS B OOIIYIO
HYMEpaIIHIO JINCTOB.

Cnucok uCHoJIb30BaHHOW JIMTEpaTypbl SABISETCS COCTaBHOM 4YacTblo pabOThl U
OTpaXaeT CTETEeHb U3YYEHHOCTH paccMaTpuBaeMoi npooisieMbl. KonyecTBo HCTOYHUKOB
B CIIMCKE OINpPEAEINSIeTCs] CTyAGHTOM CaMOCTOSATENIBHO, I pedepara uX peKOMEHIyeMoe
koiuuectBo OoT 10 mo 20. [Ipu 3ToM B crnucke 00A3aTENbHO AOKHBI MPUCYTCTBOBATH
VCTOYHHKY, U3JaHHBIE B MOCIEAHMUE 3 TO/a.

Kaxxap1it MCTOYHHK JOKEH COJIEPKaTh CIEAyIoIne 00s3aTebHbIC PEKBU3HTHI:

- (hamunHs ¥ MTHUIHAITBI ABTOPA;

- HAMMEHOBAHUE;

- U3aTENIbCTBO;

- MECTO U3JIaHus;

- TOJ1 U3/1aHMUS.

Bce ucTouHMKH, BKIIIOYEHHbIE B OMONMOrpaduio, JOJKHBI OBITH IMOCIEI0BATEIHHO
IPOHYMEPOBAHBI U PACTIONOKEHBI B CIEAYIOIIEM MOPSIAKE:

- 3aKOHO/IaTEJIbHBIE AKTHI;

- nmoctaHoBieHus [IpaBuTenbcTBa;

- HOpPMATUBHBIE JOKYMEHTHI;

- CTAaTUCTUYECKHE MATEPUAJIBL;

- Hay4HbIC M JIUTEPATypHbIE UCTOYHUKH — B an(aBUTHOM IOPSAKE MO MEpBOU OykBe
(dbaMuIu aBTOpA.

llpumep:

1. Kupcanosa M.B., Axcenos FO.M. Kypc oenonpouzsoocmea. Yuebnoe nocooue, M.:
Hngopa-M, 1997. 270 c.

2. UnmepHnem-pecypcwi: yKazvleaemcs NOaHbIU adpec 6 8ude UnepCccobliKu, Hanpumep.
http.//it-n/ru/board.aspx?cat

no=6361&tmpl=Thread&Boardld=6364& Threadld=9887 &page=0

- [IpunosxkeHust sIBASIOTCS BCIIOMOTaTENbHBIM MAaTEpUATIOM, KOTOPBIA MPU BKIIOUYEHUH B
OCHOBHYIO 4acTh paOOThl 3arpOMOXJIAaeT TEKCT (TabJMLbl BCIIOMOTATEIbHbIX JaHHBIX,
MHCTPYKIUHU, METOAUKU, (POPMBI JOKYMEHTOB U T.IM.). OQopMisieTcss MOJOKEHHE Kak
MPOJIOJDKEHNE pedepaTa Ha €ro MoclenyloluX cTpaHulax. BeepXy cTpaHuibl crpaBa
yka3biBaetcsi cinoBo "llpunoxkenue" u ero Homep (Hymepanus apaObCkumu 1udpamn).



[IpunoxxeHue OOJKHO HMMETH 3arojIOBOK, KOTOPBIM PaCIONaraeTcs IO LEHTPY JIMCTa
OTJIEJILHOM CTPOKOM M MeyaTaercs MPONUCHBIMU OyKBAMH.
Ilpumep:

[Ipunoxenue 1

I'ocynapctBennsiii Tepd Poccuiickoit denepanuu B OJHOIIBETHOM BapUaHTE
3

2.3 Cooepoicanue pehepama
- TUTynBHBIA JUCT AOJKEH COAEpKaTh HauMeHoBaHue yupexaenus, D.N.O. aBtopa,
rpynmy, @.1N.0. pykoBoauTENS, TOJl HAMCAHUS.
- B pedepare B 00513aTeIbHOM TOPSAJIKE TOJKHO OBITH MPEACTABICHO:
I paznen
Brenenue (He 6osee 1 c1p.), rae OTpaKeHbI:
- [IeJIM | 3a]1a4u paboTHhI;
- OCHOBHOM 3aMBbICEI.
II pa3nen
OcHoBHas yacTh (He 6osiee 10 cTp.), 00ycnoBIEHA 3aa4aMu UCCIIEOBAHUSI.
III pa3nen
3akIrounTeNbHbIe BBIBOABI (1- 1,5 cTp.)
IV paznen
Cnucox autepaTypbl
V paznen
[Tpunoxxenus (TaGnuIbl, rpad)UKH, CXEMBI)
Paznensr I, 11 pedepara qoimkHbl HAUMHATHCS ¢ POPMYIMPOBKH 33]1a4M U 3aKaHYMBATHCS
(hopMyIHPOBKOI BBEIBOJIOB TIO 3aj1a4e.
Kpurepuu ouenkmu:
- COOTBETCTBHE COIEPIKAHUS TEME.



- 'my6Guna npopaboTku MaTepuana.

- [IpaBUIBHOCTH M MOTHOTA MCTIOIH30BAHMSI HCTOYHUKOB.

- CootBercTBHE OPOpMIEHUS pedepara CTaHIAPTOM.

Kpurepun ouenku:

orieHKa «3» - 1. Tema pedepara pacKpbiTa HEJOCTATOYHO MOJTHO;
2. 3aTpyJHEHUS B U3JI0KECHUH, apTyMEHTHPOBAHHH.

olleHKa «4» - 1. Menkue 3amedanus o opopmieHuo pedepara;
2. HE3HAYUTENbHBIE TPYJHOCTHU IO OJTHOMY U3 MEPEUNCICHHBIX
TpeOOBaHMI HA OIIEHKY "OTIUYHO".

olLleHKa «5» - 1. mpUCYTCTBHE BCEX BBIIICIIEPEUNCICHHBIX TPEOOBaHUI;
2. 3HaHUE CTYJEHTOM U3JI0KEHHOTO0 B pedepare MaTepuasa, yMeHUE
I'PaMOTHO U apIryMEHTHUPOBAHO U3JI0KUTh CYTh IIPOOJIEMBI;
3. ymenue cBoOOAHO OeceoBaTh MO J0OOMY MyHKTY IUIaHA, OTBEYaTh Ha
BOTPOCHI, TOCTaBJICHHBIE TPETIOIaBaTeIeM 10 TeMe pedepara;
4. ymMeHHe aHaJIN3upoBaTh (PaKTUUECKUN MaTepual U CTAaTUCTUYECKUE
JaHHbBIE, UCTIOIb30BAHHbBIE TIPY HATIMCAHUU pedepara.

CamocrosiTebHas padora Ned

HaszBanue padorsi: PaboTa ¢ HCXOIAIIMMU JOKYMEHTAMHU.
ean padorei: popmupoBanue odmux komnereHuii: OK 2. Opranu3oBsIBaTh
COOCTBEHHYIO JIEATEIbHOCTh, ONPENEISATh METOABI U CIIOCOOBI BHITTOTHEHUS
npodecCHOHaNBbHBIX 3a/1a4, OIICHUBATh UX d(pPexkTuBHOCTh U KauecTBO; OK 4.
Ocy1ecTBIATh MOUCK U UCTIONB30BaHUe HH(POpMaIUU, He0O0X0aUMOM 11t 3P PEKTUBHOTO
BBITIOJIHEHHUS TPOPECCUOHANIBHBIX 3324, MTPO(PECCHOHATBHOTO U JIMYHOCTHOTO Pa3BUTHS;
OK 5. Mcnonb3oBaTh HHGOPMAIIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH B
npodeccuoHaIbHOMN 1eITeNbHOCTH. .
Yposenb CPC: peKOHCTPYKTHUBHAS.
®opma koHTpoas: [IpoBepka Ha OymMaXHOM HOCHUTEIIE..
KoaunvecTBo 4acoB Ha BbINOJIHeHHe: | Jac.
3ananue:
1. CoctaBUTh MUCHMO (COMPOBOJUTEIBHOE, MMCHMO-3aKa3, TUCbMO-U3BEIIEHNE, TUChMO-
HallOMUHAHUE, MUCbMO-IIPE3EHTAlUs, MUCbMO-0TKa3, TAPAHTUHHOE MUCHMO M T.1.) IO
TeMe Ha BBIOOD:
* OPraHU30BaTh IKCKYPCHUIO B a3pPONOPT C MOCELIEHUEM ITPOU3BOACTBEHHBIX 30H;

IPUIJIACUTh MIPEICTAaBUTENEH 3aBO/Ja Ha KOHKYPC MAacTepcTBa, KOTOpBIA Oyner
POXOJIUTh B TEXHUKYME;
* ¢ MPOCHOOM MPUTTACUTH yUaIIUXCsl TEXHUKYyMa Ha KOHKYpc "MHxeHepsl Oyaymiero";
* 0 ImocemeHnn Mysest ucropun MA3;

OpurjanieHue Ha Mpa3JHOBAaHUE JHS aBHAIlMM OT PYKOBOJACTBA MeXIyHapOIHOTO
asponopra Mpkyrck;
- 00 00yCTpOICTBE CHOPTUBHOM TUIOMIAJKKU BO IBOPE BAIIETO JOMa;



- 00 yuactuu B sctadere "JIbpkHs Poccun" ydamuxcs MpKyTCKOro aBUaliMOHHOTO
TEXHUKYMa;

* U T.[I.

2. Pacnieuarath Ha OyMaxkHOM Hocutene. CaaTh Ha IPOBEPKY.

Pexomenaumu:

Hcxooswue Ookymenmsl - 3TO JOKYMEHTBI, CO3JAaHHbIE B Mpelerax OpraHu3aluud U
OTHpABJISIEMbIE W3 HEE B JIPYTHE YUYPEXKACHUS WM YACTHBIM JIMIAM, MPUCIABIINM
oOpamienne. B noduuHeHnwvie YyupedxcoeHuss —  PACTIOPSTUTENbHBIC JOKYMEHTHI
(moctaHOBNEHUS, MPUKA3bI, MOPYUYEHHUs), nMuchbMa (MHGOPMAIIMOHHbBIE, TApAHTUWHbBIE U
ap.) B eviwecmosawue opeanuzayuu — JAOKIATHBIE 3aMIUCKH, OTYETHI, CIIPABKU, 0030pHI,
UChMa, TeJIETPaMMBbl, (PaKChI.

1. Ilepen Tem kak Ha4yaThb COCTaBIIATH MHCHMO, CTOUT JJig ce0s YSCHUTH CIEAYIOIIHE
MOMEHTHI:

— BUJ nucbMa  (CONMPOBOAMTENIbHOE, MHCbMO-3aKa3, MHUCbMO-U3BEIICHHE, MUChMO-
HallOMHUHaHUE, MTUCbMO-TIPE3EHTalINsl, MUCbMO-0TKa3, TApaHTUITHOE MTUCHMO U T.11.);
—IpeArnoaraeTcs J1 OTBET Ha Ballle MUCHhMO (CYIIECTBYIOT YCIOBHUS, KOTJa MOJyYeHHE
OTBETA HA MHCbMO HE MPEANOIAraeTCsl, HAIPUMEp, MUCbMO-TIPE3EHTALINS);

—OyAeT A copepKaHue NUCbMa OJHO3HAYHO TMOHSATHO BalleMy aJpecary, He OCTaBUT JIU
OHO KaKMX-TO HEACHOCTEW OTHOCUTEIIBHO BOIPOCA MEPEIUCKU;

— YBEpPEHBbI JIU Bbl, YTO MUCHMO, OTIIPABICHHOE MOYTON, NPUAET B CPOK (€Cid HET, TO
Jy4Ilie BOCTIOIB30BATHCS (PAKCOM, YCIyraMu CIY>KObI TOCTABKU WJIM OTIPABUTh MUCHMO
yepe3 HTEpHET).

2.TOCT 2.105-95 ycTaHOBJIEHO JiBa CTaHAAPTHHIX (hopmMaTa OJIaHKOB IOKYMEHTOB — A4
(210°297mMm) u A5 (148°210 mm). Kaxnapiii 1UCT JOKyMeHTa, OOpPMIICHHBIM Kak Ha
OJlaHKe, TaK U HEe Ha HEM, JTOJDKEH UMETh 1oJjist He MeHee 20 MM - nieBoe; 10 MM - mpaBoe;
20 mm - BepxHee; 20 MM - HHXKHEE.

3. OduuuanbHple NUChbMA MUINYTCS HA CHEHUATBHBIX OJIAHKAaX, COOTBETCTBYIOLIUX
cragaaptry ['OCT P 6.30-2003. Jnsg Ttakux OJAHKOB YCTAHOBJEH KOMIUIEKC
00s13aTEeNIbHBIX  JJIEMEHTOB (PEKBU3UTOB), KOTOpBIE JOJDKHBI —pacroyiaraTbCsi B
ompeneieHHOM Tmopsiake. biaHk oduIuanbHOrO THUChMa MPEACTABISIET COOOM JIMCT
OyMaru C BOCIPOM3BEICHHBIMU THUMOTPA(CKUM CIIOCOOOM MOCTOSHHBIMU DJIEMEHTAMH.
brnanku MOryT OBITH KaK C YIJIOBBIM, TaK M C TIPOJOJILHBIM PACOI0KEHHEM PEKBU3UTOB.
Yem odummanbHee OllaHK NMUChMa — TeM O(QUIMAbHEE OJDKEH OBITh TOH MHCHhMA,
OCTaBasCh KOPPEKTHBIM, JEIOBBIM.

4. PexkBU3UT «AapecaT» IeyaTaeTcs B IMPAaBOW BEPXHEH YacTH JUMCTAa JIOKYMEHTa, B
npeAenax OrpaHUYUTENBHBIX 3HAKOB yIiIoB. Ha OJHOM JOKYMEHTE PEKOMEHAYETCS
nomeniarb He Oosiee yeThlpex aapecatoB. Eciu ux Oosiblie, COCTABISETCS CHUCOK Ha
PacChUIKY.

5. B neBoil BepxHel 4acTu JIucTa TOKYMEHTa MOMENIAETCs HAMMEHOBAHUE OpraHU3alllu,
Jajee MevyaTtarTcs CpaBOYHbIE JaHHBIE 00 OpraHu3aluu (CBeJAeHUs, HEOOXOIUMBbIE NS
MH()OPMAITMOHHBIX KOHTAKTOB: TIOYTOBBIA aapec, aapec IEKTPOHHOM MOYTH U T.1. Bun



JTOKyMEeHTa (MUChbMO), JlaTa TOKYMEHTa U PETUCTPALIMOHHBIA HOMED.

6. Bce parel B gokymeHTe oQopMmisitoTcs apaOckumu 1udpamMu B CleIyoLen

MOCJIEIOBATEIBHOCTH: JACHb MecAla, Mecsl, rol. JleHp Mecsia u Mecsi opopMIIsSIOTCs

IByMsl mapamu apaOCKuxX LHU(p, pa3ae’deHHbIMH TOYKOH, T'OJ — YETBIPbMs apaOCKUMHU

mudpamu.  Hanpumep:  08.04.2015. ]Jlomyckaetrcs CIIOBECHO-ITUGPOBOM CTIOCO0

odopmiteHus AaThl, Hanpumep 05 utons 2003 2.

7. 3aroyioBOK pa3MemaeTcs OT JIEBOM TPaHUIBI MPABOrO TOJIS JOKyMEHTa WA

nocepenrHe JokymeHTa. KonmnuecTBo CTpok 3aroioBKa JOJKHO ObITH HE 00JIee MSTH.

8. Tekcr cmykeOHOTO MUCHbMa, KaK MPABHIIO, JOHKEH KacaThCid OJHOTO BOMPOCA WITU

HECKOJIBKUX BOIMPOCOB, €CIU OHU B3aMMOCBSI3aHbI U OyAyT pacCMaTpuBaThCS B OJHOM

CTPYKTYPHOM TOJPa3eICHUH OpraHu3aluu-aapecara.

9. IlucekMo crneayer HaumHaTh C ¢pas3sl "YBaxkaembii..." (nanpumep'Yeascaemviii

Anexcandp Cepeeeguu,”) u 3akaHuuBath ¢pazoir "C yBaxkeHueM..." (nanpumep'"C

yeasceHuem dcumenv copooa Upxymex @.1.0.")

10. Tekct nuceMa, Kak MpaBUIIO, COCTOUT U3 ABYX YacTed. B mepBoil yacTu u3naraercs

MPUYMHA, OCHOBaHUE WM OOOCHOBAHME COCTABIICHUSI MUChbMA, MPUBOJATCS CCHUIKH Ha

JOKYMEHTBI, SBJISIOIIMECS OCHOBAaHHMEM IMOJrOTOBKM mHChMa. Bo BTOpoil wyactu,

HAaYMHAIOMIEHCS ¢ a03a11a, MOMEIIAIOTCS BHIBOIBI, TPEAJIOKEHUS, IPOCHOBI, PEIICHUS U T.

1.

11. Tloanmuch momemaercst cpasy Moja TEKCTOM OT JIEBOTO MMOJsl JOKyMeHTa. B cocras

MOJAMKUCH BXOJSAT: HAUMEHOBAHWE JOJKHOCTH TMOIMUCHIBAIONIETO JOKYMEHT , JUYHAS

NOAMKUCH U ee pactudpoBka (6€3 CKOOOK CTpOYHBIMU OyKBamMHu (KpOME 3arjaBHBIX) Ha

YpOBHE TOCJIeTHEH CTPOKM B HAMMEHOBAHWM JIOJDKHOCTH). MHMIIMABI pacroyaraiorcs

nepen pamuiineid, mpoOen Mex 1y HHUIMaIaMu U paMuiIneil He eaeTcsl.

Hanpumep:

T'enepanvhuiii oupexkmop  Jluunas noonuce  H.U.Cepeees

12. Ecnu K TEKCTy mMHChMa MPETyCMOTPEHO MPWIOKEHHE, TO OHO YKa3bIBACTCS HUKE

OCHOBHOI'O TEKCTA.

Iipumep 1:

Ipunoocenue: na 10 1. 6 1 3x3.

Ecnu npunioxeHuit HeCKOJBbKO, TO UX HYMEPYIOT U JIa€TCsA COKPAIIEHHOE HAUMEHOBAHHE

KQXKJIOTO JOKYMEHTA MPUJIOKEHUS ¢ 0003HAYCHUEM KOJIMYECTBA DK3EMIUISIPOB U JIUCTOB.

Ilpumep 2:

Ipunoocenue:

1. Cnpaexa na 1 1. 8 2-x 3K3.

2. Xooamaiicmeo na 2 1. 6 1 5x3.

Kpurepuu ouenkmu:

orieHKa «3» - PeKBHU3UTHI 3aMOJHEHBI C OIIMOKAMU, TEKCT MUChMa HE PACKPHIBACT
npoOJieMy, HE UMEET BBIBOJIOB U MpeaiiokeHu. CChUIKU Ha MTPUIIOKEHUS
0(hOpMIICHBI C OIITUOKAMHU.

orieHKa «4» - Ilucemo cocrarieHo ¢ codmoaenrneM ['OCT. PekBU3UTHI 3aTI0JIHEHBI €



OIMOKaMHM, TEKCT MUChbMa COCTOUT U3 ABYX dacTeil. CChUIKM Ha
IPUIOKEHUST OPOPMIIEHBI C OIIMOKaMHU.

orieHka «5» - IIncemo cocrasiieno ¢ coomroaenneM I'OCT. PexBu3uTHI 3an10IHEHEI O€3
OIIMOOK, TEKCT MUChMa COCTOUT U3 JIBYX yacTed. CChUIKM HA MIPUIIOKEHUS
0(OpMJIEHBI PABUIIBHO.

CamocrositenbHasi padora NeS

Ha3zBanue pa6orsi: PaboTa ¢ BHyTpeHHUMHU JOKYMEHTAMH.

eab padoTei: popmupoBanue odmux komneTeHuii: OK 2. Opranu3oBbIBaTh
COOCTBEHHYIO JIeATEIbHOCTh, ONPENEISATh METOAbI M CIIOCOOBI BHITOJTHEHUS
npodeccroHanbHbIX 3a/1a4, OlIeHUBaTh UX () PeKkTUBHOCTD U KauecTBO; OK 4.
Ocy1ecTBIATh MOUCK U UCTIONB30BaHUE HH(POpMAIUU, He00X0AUMOM 11t 3P PEKTUBHOTO
BBITIOJIHEHHUS TPOPECCUOHANIBHBIX 3aa4, TPOPECCHOHATLHOTO U JIMYHOCTHOTO Pa3BUTHS;
OK 5. Mcnonb3oBaTh HHGOPMAILIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHU B
po(ecCUOHATIbHOMN AESITENIbHOCTH. .

Yposenb CPC: peKOHCTPYKTHUBHAS.

®opma koHTpoas: IIpoBepka Ha OymMaKHOM HOCHUTEIIE..

KosnvecTBO 4acoB Ha BbINIOJIHEHHE: 2 Yaca.

3aganue:

1. CocTaBUTH aKT MO TEME Ha BBHIOOD:

- 00 OTCYTCTBUHU Ha pabodyeM MECTE;

* 00 0TKa3e OT 03HAKOMJICHHS C IIPUKA30M;

- 00 0TKa3e OT 0OBACHUTEITHLHOM;

- 00 0TKa3e 0 MPOXOKIACHUN MEAUIIMHCKOTO OCBUAECTEILCTBOBAHMUS;

“H T.[I.

2. Pacniedaratp Ha OymaxkHOM HocuTene. Cnath Ha MPOBEPKY.

Pexomengauum:

Buympennue 0okymenmsut - 3T0 TOKYMEHTBI, CO3/IaHHbIE B IIpe/iesiaX OpraHu3aluu

K BHyTpeHHUM JIOKYMEHTaM OTHOCSITCS:
—JInunblie
—ndopMainoHHO-CIpaBOYHbBIE TOKYMEHTHI (aKT)
—PacnopsinurenbHbie IOKYMEHTHI
—Opranu3anuoHHbIE JOKYMEHTHI

AKm OTHOCUTCSI K BHYTPEHHUM UH(OPMAIITMOHHO-CITPABOYHBIM JOKYMEHTAM.

AKm — 3TO JOKYMEHT, TOJTBEPKIAIONINI YCTaHOBIEHHbIE (AKThl W COCTABJICHHBIN
HECKOJIbKUMHU JuiaMu. COCTaBIISIOTCS Ha 001eM OJlaHKe.

1. Ucnonw3ys uHGOPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJOTUU U DJIEKTPOHHBIC
pecypchl cetu MIHTepHET HE0OX0IMMO HAalTH OJIaHK HEOOXOAMMOTO aKTa WM COCTABUTh
ero camocroatenbHo, ucnodb3ys ['OCT P 6.30-2003.

2.TOCT 2.105-95 ycraHOBIIEHO /1Ba CTaHIAPTHBIX (hopmaTa OJaHKOB JOKYMEHTOB — A4
(2107297mMm) u AS (148°210 mm). Kaxnaplii J1UCT JOKyMeHTa, OOPMIICHHBIN Kak Ha



OJ1aHKe, TaK U HEe Ha HEM, JTOJDKEH UMETh 1oJjist He MeHee 20 MM - nieBoe; 10 MM - mpaBoe;
20 mm - BepxHee; 20 MM - HH)KHEE.

3. AKTBI COCTaBJISIIOTCSI Ha CHeUalbHbIX OnanHkax. Jljisi Takux OJIaHKOB YCTaHOBJICH
KOMIUIEKC 00513aTEIbHBIX 3JIEMEHTOB (PEKBU3UTOB), KOTOPBIE JOJKHBI PaclojiaratbCs B
oTpeNeieHHOM Tmopsiake. biiaHk oduImanbHOr0 MHChMa MPEACTABISIET COOOM JIHCT
OyMaru ¢ BOCIPOM3BEICHHBIMU THUMOTPA(CKUM CIIOCOOOM MOCTOSHHBIMU DJIEMEHTAMH.
biianku 17151 aKkTOB € IPOJIOJIBHBIM PACTIOJIOAKEHUEM PEKBU3UTOB.

4. Bce pnmatel B JOKyMeHTe OQOPMISIOTCS apaOCKuMHu [HU(PpaMu B CIEAYIOIICH
MOCJIETIOBATEILHOCTH: JACHb MecAIla, MecsIl, Tol. JleHp Mecsmna u Mecsi oQpopMIISIOTCS
IByMsl Tlapamu apaOckux mudp, paszaeieHHbIMH TOYKOHM, TOJ — YETHIPbMS apaOCKUMHU
mudpamu.  Hanpumep:  08.04.2015. JlomyckaeTcs CiIOBECHO-IIU(GPOBOH Crocod
odopmiieHus AaThl, Hanpumep 05 utousn 2003 2.

5. Ha3BaHnue pokymeHTa (axm) WU 3arojiOBOK pa3Meliaercs IMocepeuHe JTOKYMEHTA.
KonnuecTBo cTpok 3arojioBka JOJKHO OBITH HE O0JIee MATH.

6. TeKCT aKTa COCTOUT U3 8BOOHOU U KOHCMamupyrouieu yacmet

B 6600n01t wacmu yka3zvieaemca OCHOBAHUE JJIsl COCTABJICHUS aKTa, IEPEUUCIISIOT JIUII,
COCTaBUBIIMX aKT W MPUCYTCTBYIOUIUX MPU 3TOM, C YKaA3aHUEM OCHOBHOM JOJKHOCTHU
(mpencenareinb, YIE€HbBI KOMUCCUI, TPUCYTCTBYIOIIUE).

B koncmamupywoweit uacmu Ial0T OINHCAHUE IPOACIAHHOW pPabOTHI, (PUKCHPYIOT
coObITHS, (haKThl, U3JIaral0T BBIBOJBI, MPEUIOKEHUS. [Ipy ATOM TEKCT MOXKET JEeNUThCA
Ha MYHKTHI U MOJITYHKTHI, & TAK)KE€ MOKET ObITh COCTABIICH B BUJI€ TAOJIHIIBI.

7. AKT IOANKCHIBAIOT BCE JIUIA, TPUHUMABIINE YYaCTUE B €r0 COCTaBJICHUH, JOKHOCTU
IIPY 3TOM HE YKa3bIBaIOT.

8. Ilognmuce momenaeTcsi cpaszy IMoOJ TEKCTOM OT JIEBOrO MOJsl JIoKyMeHTa. B coctaB
MOJANKCH BXOJSAT: JIMUHAS MOANUCH U ee paciudpoBka (6€3 CKOOOK CTPOUHBIMU OyKBAMHU
(kpome 3arnaBHbIX). MHunmanel pacnonaratorcst mnepen Qgamunuei, npolen Mexay
MHULKAaIaMU U haMuuen He J1es1aeTcs.

Hanpumep:

C akmom o3nakomuenwl.

H.U.Cepeees Jluunas noonuco
D.A.Azees Jluunas noonuce
B.B.Meanos Om noonucu omkazancs

9. C akTamu 3HaKOMST BCEX JIHI], NEATETLHOCTH KOTOPBIX OHM KacaroTcs (B TEKCTE
IPOIKCHIBAETCS KOJUYECTBO IK3EMILISIPOB AKTA).

10. Ecnm x aKkTy npeaycMOTpPEHO MPUIIOKEHHE, TO OHO YKA3bIBAETCS HUXKE OCHOBHOTO
TEKCTA.

Ilpumep 1:

Ipunoowcenue: na 10 1. 6 1 3k3.

Ecnu npunoxeHuid HECKOJIBKO, TO UX HYMEPYIOT U JIa€TCsl COKPAILIEHHOE HAMMEHOBAHUE
Ka)XJI0r0 JIOKYMEHTA MPUIIOKEHUS ¢ 0003HAYEHUEM KOJIMUECTBA YK3EMILISPOB U JIUCTOB.
Iipumep 2:



Ilpunoocenue:
1. Cnpaska na 1 1. 8 2-x 7x3.

2. Obvacnumenvras na 1 1. 6 1 3x3.

Kpurepuu onenkmu:

OLIEHKA «3» - AKT COCTaBJIEH C OlIMOKaMU. TeKCT MUChbMa COCTOUT U3 ABYX YacTeil. AKT
noanucan ¢ omuoOkamMu. CChUIKY Ha KOJIMYECTBO IK3EMIUISIPOB U
PUIOKEHUH 0POPMIICHBI HE TIPaBUIIBHO.

OIICHKA «4» - AKT COCTaBJIeH ¢ OMMOKaMH. TEeKCT IMMChMa COCTOMT M3 JBYX YacTeil. AKT
nojanucax ¢ omuoOkamu. CChUIKU Ha KOJIMYECTBO IK3EMIUISIPOB U
IpUIOKEHUH 0POPMIIEHBI TPABUIBHO.

OLIEHKA «5» - AKT COCTaBJIEH MTPAaBWIbHO. TE€KCT MUChMa COCTOUT U3 ABYX YacTEU. AKT
MOAMMUCAH MPaBWIbHO. CCHUIKM HA KOJMYECTBO SK3EMIUISIPOB U
MPUJIOKEHUN 0(OPMIICHBI MPABUIIHHO.
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