MHUHHUCTEPCTBO OBPA3BOBAHUS 1 HAYKHM POCCUHMCKOM ®EJEPAIIMA
DenepajbHOE TOCYIAPCTBEHHOE OI0KEeTHOE 00pa3oBaTe/ibHOE YUpek/JIeHHe BbICIIero 00pa3oBaHus

«TOMCKHM TOCYJIAPCTBEHHBIN YHUBEPCUTET CUCTEM
YITPABJIEHWA N1 PAIMOSJIEKTPOHUKI»

(TYCYP)
YTBEPXIAIO
JlupexTop nenapraMmeHTa 00pa3oBaHuUs
II. E. Tposn
«_» 20

PABOYA S TTPOT'PAMMA JUCHUITJIMHBI
FOpuauyeckoe /1eJ10MpPOU3BOIACTBO

VYpoBeHb 00pa3oBaHus: BbIcIee 00pa3oBaHue - fakajgaBpuaT
Hanpasnenue noaroroBku / criennaibHocTh: 40.03.01 FOpucnpynenuus
HanpasnenHocTs (mpoduis) / cnennanusanus: KOpucnpyaeHIHs
dopma oOyueHus: 3a04HasA

QaxynbreT: 3uB®, 3a04Hblil 1 BeuepHuil paxkyabTeT

Kadenpa: U1, Kadenpa nundopmannonHoro npasa

Kypc: 1

Cemectp: 1

Y4eOusiii mnan Habopa 2014 rona

PaCHpC,Z[CJ]eHI/IC paGoqero BpEMCHU

Ne Bunpl yueOHO# nesTebHOCTH 1 cemecTp Bcero Ennaunner
1 Jlexknuu 4 4 qacoB
2 IIpaxTryeckue 3aHATUA 8 8 4acoB
3 Bcero aymuTopHbIX 3aHATHN 12 12 4acoB
4 CamocTosiTenbpHas padboTa 92 92 4acoB
5 Bcero (0e3 ax3aMeHa) 104 104 4acoB
6 IToxroroska u caada 3ayera 4 4 4acoB
7 OOGm1as Tpy10EMKOCTh 108 108 4acoB
3.0 3.E.

KontponsHubie pabotsl: 1 cemectp - 1
3auer: 1 cemecTp

Tomck 2018
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Елизавета
Размещенное изображение


PilCC.\l()TpCH&l 151 ()ﬂ()(’)pCHLl Ha 3aCCJaHuM Kil(i)ﬁ;[pbl
npotokos Ne 7 ot « 10 » 4 2018 1
JINCT COI'TTACOBAHU A

Pabouas mporpamma AUCIUIUIMHBI COCTaBJICHA C y4eTOM TpeOoBaHUHU (enepaabHOTO Trocynap-
CTBEHHOTO 00pa3oBaTeNbHOTO cTaHaapTa Bhiciiero oopazoBanus (CPI'OC BO) no HampaBiieHHIO MOATO-
toBkH (crienmanbHocTH) 40.03.01 FOpucnpynenuus, yreepxxaenroro 01.12.2016 roma, paccmoTpeHa u

onoOpeHa Ha 3acenanuu kadeaps I'TI «_ » 20 ropa, npoTtokon Ne
Pazpabotunku:
crapiuii npenoaasatens Kad. I'TI A. 1O. Yypunos
3aenyrommii kadenpoit Kag. I'TI C. K. Conomur

3aBenyroumii o0ecnieunBaromeit kad.
I'T1 C. K. Conomun

Pabouast mporpamMMa IUCIUITIIMHBI COIIAcOBaHa ¢ (DaKyIbTETOM U BBINTycKaroeil kadeapoii:

Hexan 3uB® . B. Ocumos
3aBeayoNIHi BRITYCKAIOMICH Kad.

Uil B. I'. MenrHHUKOBaA
OKCIIepTHI:

3aBemyrommii kKadeapoi Teopuu Tpa-

Ba (TII) . B. XamuuoB
3aBenyrommii kadeapoi napopmarm-
onHoro npasa (H1IT) B. I'. MensHuKOBa
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1. lean u 3aga4n AUCHUTLIHMHBI

1.1. lleau TUCUMIIAHBI
dopMUpOBaHHE y CTYICHTOB LEIOCTHOTO MPEICTABICHHUS O JCIOMPOU3BOJICTBE KaK O KOMILICKCE
MEpONpHUATHIA 10 obecrieueHHnio ObIcTpol, OecniepeboitHoi U 3 ekTuBHON pabOThl OpraHU3aLui, JIUII,
HE TPU3HABACMBIX WHAMBHUIYaIbHEHIMH TPEINPUHUMATEISIMU, aJBOKATOB, 3aHUMAIONIMXCS YaCTHOM
HPAaKTUKON HOTApUYCOB.

1.2. 3agaun IMCHMIIINHBI

— H3yueHue cTyneHTaMH OCHOBOIIOJATAIOIIMX HOPMATUBHO-METOJAUYECKUX MaTepUajioB, PEry-
JUPYIOIINX JACIONPOU3BOJICTBO;

— ®opmupoBaHUEe y CTYICHTOB MCUXOJOTUYECKH MPABMIBHOIO OTHOIIEHHUS K JOKYMEHTY, yMe-
HUS ONIPENIETISATh IEHHOCTh JOKYMEHTA,

— Ilomyuenue coBpeMeHHBIX 3HAHHUH B 00ACTH JOKYMEHTOBEICHHUSI.

— IlpaxkTuueckue 3aHATHUS HallEJICHBl HAa BBIPAOOTKY y CTYICHTOB HABBIKOB IMPOCKTUPOBAHUS
OJIaHKOB, COCTABJICHHS M O(DOPMIICHHS TOKYMEHTOB Ha OCHOBE IMOTYYEHHBIX TEOPETHUECKUX 3HAHUN.

2. Mecto mucuunimnebl B ctpykrype OIIOII
Huctununa «lOpunnueckoe nenonpounsoactso» (b1.B.JIB.1.2) otHocuTcs k Gmoky 1 (Bapua-
THUBHAs 4acThb).
[TpenmecTByOUMMHI JUCHUILIMHAMY, (POPMUPYIOIIMMHU HavyalbHbIE 3HaHUS, sBisA0TCsS: WHbop-
MAaIMOHHBIE TEXHOJIOTMH B IOPUANYECKON EATENBHOCTH.
[TocnemyromuMu TUCHIUIIIMHAMU SIBIIIOTCS: ApOuWTpakHbIN mporiece, ['pakmanckuii mporecc,
I'paxx tanckoe npaso, JloroBopHoe npaso, TpyaoBoe mpaso.

3. TpeGoBaHus K pe3yJbTaTaM OCBOCHUS JUCHUIIJIMHBI

[Tpouecc n3yueHus: AMCUUILIMHBI HaMpaBjieH Ha (JOPMUPOBAHUE CIEAYIOIUX KOMIIETEHIUH:

— [IK-7 BnageHreM HaBbIKaMU MOJATOTOBKH IOPUIUYECKUX TOKYMEHTOB;

— TIK-13 cmocoGHOCTBIO MPABWIIBHO M TIOJHO OTPa)kaTh PE3YJbTAThl MPOPECCUOHATHLHON Jes-
TEJIbHOCTHU B IOPUANYECKON U MHOW TOKYMEHTAIUU;

B pesynpTare u3ydeHus IUCIHUIIMHBI 00YJalOMIUNACS TOJIKEH:

— 3HaTh OCHOBHbIE (DYHKIIMH U COLIMATIBLHYIO IIEHHOCTh TOCYIapCTBA U MPaBa; MEXaHU3M U CPEe.I-
CTBa MPABOBOI'0 PCTYJIMPOBAHUA U pCaJin3alliU IIpaBa; OCHOBHBIC (b}IHKI_II/II/I 1 HCHHOCTb JOKYMCHTA, BUJbI
IOPUIMYECKON NESTEIbHOCTH U CBS3aHHbIE C HUMU OCOOEHHOCTH JeIONPON3BO/ICTBA.

- YMETb aHAIIN3UPOBATh IOPUIUYCCKUC (I)aKTBI 1 BO3HUKAOMUC B CBA3U C HUMU IMPABOBBLIC OT-
HOLICHUS; aHAJIM3UPOBATDh, TOJIKOBATH U IMPABUJIIBHO NPHUMCHATH IIPABOBLIC HOPMBI, IPUHHUMATL PCHICHUA
U COBEpIIaTh IOPUAMYECKHE JCUCTBUSA, COCTABIATh COOTBETCTBYIOIIUE TOKYMHEThI, B TOYHOM COOTBET-
CTBHUH C 3aKOHOM; CaMOCTOSATCIIbHO MBICIIUTh, KPUTHYCCKU OLICHUBATDH IIPABOBLIC pCaiiu, IIPaBOIIPHUMCHU -
TEJIbHYIO MIPAKTHKY.

- BJIaJA€Th HaBbIKaMU pa6OTBI C [IPAaBOBBIMHU aKTaMHU; HABbIKAMH aHAJIM3a PAa3JIMYHBIX ITPAaBOBLIX
ABJICHUH, IOPUIUYECKUX (AKTOB, NMPABOBBIX HOPM M MPABOBBIX OTHONICHMM, SBISIOUIUXCS OOBEKTAMU
npoecCHOHABHON IeATeILHOCTH.

4. O6beM IMCUMIJIMHBI M BU/ABI Y4e0HOI padoThI
OO011ast TpYI0EMKOCTh JUCHUILUINHBI cocTaBisieT 3.0 3aUeTHBIX eIMHMIIBI U IIPECTaBIeHa B Ta0uu -

%Zgﬁ;ﬁa 4.1 — TpyaoeMKOCTb JUCHUILINHBI
Bunbl yueOHOI nesTENbHOCTH Bcero yacos CemecTpsl
1 cemecTtp
AynuTtopHble 3aHATUSA (BCETO) 12 12
Jlexknuu 4 4
[IpakTnueckue 3aHATHS 8 8
CamocTosiTenbpHas paboTa (Bcero) 92 92
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Brimonnenue noManrHux 3agaHun 42 42
[TpopaboTka IEeKIMOHHOTO MaTepralia 20 20
[ToaroroBka kK NpakTU4YECKUM 3aHATHSAM, CEMUHApam 30 30
Bcero (0e3 sx3amena) 104 104
[ToaroroBka u cpaya 3aueTa 4 4
OO6mmas Tpy10eMKOCTb, 4 108 108
3aueTHnie EanHAIIEI 3.0
5. Conepxanue TMCUMILTUHBI
5.1. Pa3zaenbl AMCHUIIMHBI U BUABI 3AHATHI
Paznensl AMCUUIIITMHBL U BUABI 3aHATUI PUBEICHBI B Tabmwmie 5.1.
Tabmuma 5.1 — Pasgensl IUCIUIUIMHEL U BUIBI 3aHATHHA
Bcero
4acoB
[Ipaxk. Cam. dopmupyemblie
Hazpanus pa3aenoB TUCHUIUIMHBI Jlek., u (6e3
3aH., 4 | pad., q KOMIIETEHIIUH
9K3aMEeH
a)
1 cemectp
1 Ucropus pa3BuTHsl, OCHOBHBIE IOHATHS U 2 2 28 32 I1K-13, ITK-7
TEPMHUHOJIOTHS IOKYMEHTAIIMOHHOTO o0ecIie-
YEHUs yIPABJICHUS, HOPMATUBHO-METOIUYE-
ckas 0asa nenonpousBojcTBa. O0mue npaBu-
1a o(hopMIICHHSI TOKyMEHTOB.
2 Cucremsl gfokymenTtanun. [Topsaok aBuxe- 2 2 28 32 IIK-13, IIK-7
HUS IOKYMEHTOB B OPTaHU3AIIHIH.
3 Opranuzanus “THGOPMAITMOHHO-TTIOMCKOBBIX 0 2 8 10 [IK-13, TIK-7
CHCTEM U KOHTPOJISI UCTIOJTHEHUS JOKYMEHTOB.
4 TlpaBuna ohopmIIeHHsI OTACIBHBIX BUIOB 0 0 10 10 [IK-13, TIK-7
JIOKYMEHTOB I'PaKJIaHCKUX MMPABOOTHOIICHUH.
5 JIOKyMEHTUPOBAaHUE TPYLOBBIX IIPABOOTHO- 0 2 10 12 I1K-13, ITK-7
menui. Tpynoso# norosop. Horapuansnoe
JIEJI0NPOU3BOCTBO.
6 Opranu3zaius AeI0NpPOr3BOJICTBA B palioH- 0 0 8 8 [K-7
HOM (TOopojickoM) cyne. Opranuzanus J1eno-
MPOU3BOICTBA B apOUTpakHBIX cynax Poc-
curickor denepannu.
Hroro 3a cemectp 8 92 104
Uroro 8 92 104
5.2. Coaep:xanue pa3aejioB IMCHUILIHHBI (110 JIEKIIUSIM)
ConeprkaHue pa3aesioB TUCIUTIINH (TIO JIEKIUIM) IPUBEIEHO B TabmuIie 5.2.
Tabmuua 5.2 — ComeprkaHue pa3ienaoB TUCIUILIKH (TI0 JIEKITHSIM)
Copneprxkanue pas3nenos qucuumuingel (mo | Tpynoemkocts, | @opmupyemblie
Ha3Banus pazgenos Aep pasil AHC ( Py ’ pMHPY
JICKITUSIM) q KOMITETEHIIUU
1 cemectp
1 Ucropus pasButus, |Vcropus pa3BUTHS CUCTEMBI TOCYIapCTBEH- 1 I1K-7

OCHOBHBIC ITIOHATHUSA U

HOI'0 ACJIOIIPOU3BOACTBA. Ilonstne AOKYMCH-
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TEPMHUHOJIOTHS Ta, I€JIONPOU3BOJICTBA, HOCUTENA. 3aJa4n
JIOKYMEHTAIIMOHHOTO | IeJ0npou3BoAcTBa.COCTaB HOPMAaTUBHO-
obecrieyeHus METOMYECKON 6a3bl 1e10npon3BoACTBa. ['0-
yIpaBJIEeHMUS, CYJAapCTBEHHbIE CTaH/IapPThl HA JOKYMEHTa-
HOpPMAaTHUBHO- 1I0. YHU(PHUIUPOBAHHBIE CUCTEMBI J10KY-
MeToauyeckas O6aza MEHTAaINH.
ACIOLPOM3BOCTEA. Oyaknuu qokymeHTa. OOmuii BUI U COCTaB 1
O6mpe npasmna PEKBU3UTOB AOKyMeHTa. O01mue TpeOoBaHMs
ogopmnerus K 0(pOpPMIIEHUIOPEKBU3UTOB JOKYMEHTA.
AOKYMCHTOB. bnanku nokymenToB. CructeMsl opraHu3alu-

OHHO-IIPaBOBO,IIJIJAHOBOH, PaCIIOPSAUTENb-

HOM, OTYETHOH, CITPaBOYHO-UH(POPMAITUOH-

HOW U CIIPaBOYHO-AHAIUTHYECKON TOKyMEH-

taiuii. [loHsATHE TOKYMEHTOO0OPOTA U €TO

OCHOBHBIE JTallbl.

Hroro 2
2 Cucremsl CucreMbl OpraHu3aliOHHO-IIPaBOBO, I1J1a- 2 [TK-13, I11K-7
JIOKYMEHTAalUH. HOBOM, paclopsIANTENIbHOM, OTYETHOM, CIIpa-
[lopsanox nBuxeHuUs BOYHO-MH(OPMAIIMOHHOM U CLIPaBOYHO-aHa-
JIOKYMEHTOB B JUTUYECKON ToKymeHTauui. [lonstue noky-
OpraHH3alHH. MEHTO000POTa U €r0 OCHOBHBIE ATAIIbI: HKC-

neAuLMOHHast 00paboTKa JOKYMEHTOB, IO-

CTYNAIOLIUX B OpraHU3aluio; IPEeIBapUTEIIb-

HOE PaCCMOTPEHHE JOKYMEHTOB B KaHIIEIS-

pHUM; OpraHu3alys palOHAIbHOIO ABHKE-

HUS JIOKYMEHTOB BHYTPHU OpTraHU3alUK; 00-

paboTKa UCTIOIIHEHHBIX U OTIPABISAEMBIX J10-

KYMEHTOB; UCIIOJTHEHHE JOKYMEHTOB.

Hroro
Hroro 3a cemectp 4

5.3. Paznenbl AUCHUILVIMHBI U MEKIUCIMIUIMHAPHbIE CBSI3H € 00ecneYnBAKIIMMH (TpeabIy IUMH)

H 00ecreunBaeMbIMU (HOCJIe}:[yIOIl[I/IMI/I) AUCHUIIVIMHAMHA

Paziensl AUCIIUTUIMHBI M MEKIUCITUTUIMHAPHBIC CBSI3M C 00€CTICUMBAIOIIMME (TIPEABIAYIIMMA) H

obecreunBaeMbIMH (ITOCIEIYIOIUMUI ) TUCIUTUTHHAMH MTPEICTAaBICHBI B Tabmie 5.3.

Tabmua 5.3 — Pa3aensl AMCHUIUIMHBL U MEXIUCIIUIUIMHAPHBIE CBS3H

HawnmenoBanme JUCITUITIINH

Ne pa3nenoB qaHHON MUCIMIUIMHBL, I KOTOPBIX HEOOXOIUMO
M3y4eHHE 00eCIIeUNBAIOIINX U 00ECIIEYNBAEMBIX TUCITUTIINH

1 2 3 4 5 6

[IpeamecTByromue TUCIUATITUHBI
| I/IH(I)OpMaI_II:IOHHLIe TEXHOJIOTUH B N N 4
IOPUANYECKON e TEIIbHOCTH

[Tocnenyromue TUCIUIIITUHBL

1 ApOuTpaskHBIN MPOIIECC +
2 I'paxxmaHCKUi mporecc +
3 I'paxkaaHcKoe MPaBo +
4 JloroBopHO€ TIpaBO +
5 TpynoBoe npaBo + +
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5.4. CooTBeTCcTBHE KOMIIETEeHUM I, opMHUPyeMbIX TP M3YyYEeHUH TUCHUILIUHBI, 1 BU0B 3aHATHI
CootBercTBHE KOMIETEHUUH, (HOPMUPYEMBIX MpPHU H3YyYECHUM AUCLUUIUIMHBI, W BHJIOB 3aHATUN
npezcTaBiIeHo B Tabmuie 5.4.
Tabmuma 5.4 — CoOTBETCTBHE KOMITETCHIINHA, (POPMUPYEMBIX MTPU W3YYCHUHU NTHUCHIUILIAHBI, U BUJOB 3aHs -

TN
Kommerennu Bunsl 3anathii
@DOpMBI KOHTPOJIA
u Jlek. [Ipak. 3aH. Cam. pa6.

[TK-7 + + KonTponsnas padora, JlomarHee
3amanue, Onpoc Ha 3aHATHSIX, 3a-
geT, TecT

[IK-13 + + KonTposnbhas pabota, lomamnee
3amanne, Onpoc Ha 3aHATHIX, 3a-
yeT, TecT

6. UHTepakTHBHBbIE MeTO/ALI M (POPMBI OPraHU3ALUH 00yYeHHS
He npenycmorpeno PVYII.

7. JJaGopaTtopHbie padoThI

He npenycmotrpeno PVYII.

8. [IpakTHYeckue 3aHATHSA (CEeMUHAP

bl)

HanmMeHnoBaHnue npakTUUeCKUX 3aHATHH (CEMHUHAPOB) MpUBEIeHO B Tabmmie 8.1.
Tabmuua 8.1 — HaumeHoBaHME MPAKTUUECKUX 3aHATUH (CEMHUHAPOB)

HanmeHnoBanue NpakTUYECKUX 3aHATUN Tpynoemkocts, | PopMupyemblie
Hazpanus pa3znenos
(cemuHapoB) q KOMITCTCHITH
1 cemectp

1 Uctopus pa3Butusa, |McTopus pa3BUTHS CUCTEMbI FOCYIapCTBEH- 2 [1K-13, TIK-7
OCHOBHBIE MMOHATUS U | HOTO JI€J0NPOonU3BoACTBa. OCHOBHBIE OHS-
TEPMHUHOJIOTHS TUS1, UCTIOJb3yEMBIE B IEJIONPOU3BOICTBE.
nokyMeHTanonHoro | IloHatue nokymeHTa, Je10NpOn3BOICTBA, HO-
obecrieyeHus cutesns.CocTaB HOpMaTHBHO-METOANYECKON
yIpaBJIeHHUS, 0as3bl Je0NpOon3BOICTBA. [ ocynapcTBeHHbIE
HOpPMAaTHUBHO- CTaHJAapPTHI 0 O)OPMIIEHUIO TOKYMEHTALIUH.
MeToauueckas 6aza YHUPUIHUPOBAaHHBIE CHCTEMBI IOKYMEHTA-
JIEJIONPOU3BOJICTBA. 1un. OOLIMi BUJ M COCTAB PEKBU3UTOB JIOKY-
OO61mue npasuna MmeHTa. O0mre TpedoBaHus K 0()OPMIICHUIO
oopmieHus PEKBHU3UTOB JOKYMEHTA. bilaHKu JOKyMeH-
JIOKYMEHTOB. TOB.

Uroro
2 Cucrembl CucTteMbl OpraHu3alOHHO-TIPABOBOM, IJIaHO- 2 ITK-13, TIK-7
JOKYMEHTAIUH. BOH, pacloOpsAUTEIILHON, OTYETHOM, CIIpa-
[lopsanox nBrxeHUs BOYHO-MH()OPMAIIMOHHOM U CIIPaBOYHO-aHA-
JIOKYMEHTOB B JIUTUYECKOM NoKymeHTauui. [lonsatue noky-
OpraHH3aLMH. MEHTO000POTa U €r0 OCHOBHBIE ATAIIbI: IKC-

neAUIHOHHAs 00paboTKa TOKYMEHTOB, TO-

CTYNAIOUIUX B OpPraHU3alHI0; IPEIBAPUTEIIb-

HOE pacCMOTPEHHE JOKYMEHTOB B KaHLIEIS-

PHUM; OPTaHU3ALNs PALIMOHATIBHOTO ABHKE-

HUSI JOKYMEHTOB BHYTPHY OpraHH3aIuu; 00-

pabOTKa UCTIOIHEHHBIX U OTIPABIAEMBIX J10-

KYMEHTOB; UCIIOJTHEHHE JOKYMEHTOB.

Hroro 2

6
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3 Opranuzanus Opranmzarnus nHOOPMAITMOHHO-TTOMCKOBBIX ITK-13, TIK-7
MH(POPMAIIMOHHO- CUCTEM U KOHTPOJISI UCIIOJIHEHUS JOKYMEH-
IIOMCKOBBIX CUCTeM U | TOB. CucTematu3aius u odecredeHme
KOHTPOJISI UCTIOJTHEHHS | COXPaHHOCTHU JIOKyMEHTHOM HH(pOpMaIuu.
JIOKYMEHTOB. 3anmra KOH(UACHIUAIBHBIX TOKYyMEHTOB OT
HECaHKIIMOHUPOBAHHOTO JO0CTyNa. ApXUBHOE
XpaHEeHHe TOKyMEHTOB U JIell.
Hroro
5 lokymMeHTHpOBaHue |/ JOKyMEHTUPOBAHUE TPYHAOBBIX IIPABOOTHO- ITK-13, ITK-7

TPYAOBBIX

menuit. TpynoBoi 10roBop:(TIOPSAIOK 3aKITIO-

IIPaBOOTHOLIEHUH. YEeHMsI TPYAOBOTO JJOTOBOPA, IPHUKa3 O IIpHe-

TpynoBoii 10TOBOP. Me Ha paboTy).

Horapuansnoe Hroro )
JIEJIONPON3BOJICTBO.

Hroro 3a cemectp 8

9. CamocrosiTesqibHasi padoTa
Bunel camocTosTenbHOM paboThI, TPYAOEMKOCTh U (POPMHUpPYEMbIE KOMIIETEHIIMH IPEICTaBICHbI B

Tabimie 9.1.
Tabmuia 9.1 — Bugbel caMoCTOSTEIbHOM paboThI, TPYIOEMKOCTh B (DOPMUPYEMbIE KOMIIETCHIHH
Bunasl camocrositensHol | TpynoemkocTs, | DopMupyembie
HasBanus pasnenos g PyA ’ PMHDPY @OpMBI KOHTPOJIA
paboThI q KOMIETEHITUU
1 cemectp
1 Ucropus IToaroroBka K nmpaxkTuye- 8 ITIK-13, IIK-7 | lomamiHee 3aiaHue,
a3BUTHUSA CKUM 3aHATHUSM, CEMUHA- Kontponwshas pabo-
b b
OCHOBHBIE MOHATHUS | paM ta, Onpoc Ha 3aHs-
U TEPMUHOJIOTUS TpopaGoTKa NEKIHOHHO- 10 TUAX, TecTt
AOKYMEHTAUHMOHHOT | 1’y oaroryyra 1
0 obecrieyeHus
yIIpaBIICHHS, BelInonHenue nomMamHmux 10
HOPMAaTHBHO- 3allaHnu
Mmeroau4deckas 0a3a | Jroro 28
JIEJIONPOU3BO/ICTBA.
OO6mue npaBuia
odopMIeHUs
JIOKYMEHTOB.
2 CucteMnl [ToaroroBka k mpakTuye- 10 [IK-13, I[IK-7 | JomaiHee 3aaHue,
JIOKYMEHTAIIIH. CKUM 3aHSTUSIM, CEMUHA- KontponpHnas pabo-
[Topsanox ABMKEHUS | pam ta, Onpoc Ha 3aHs-
AOKYMCHTOB B [TpopaboTka JIeKITMOHHO- 10 X, Tect
OpraHM3aIiH. ro Matepuana
Brinonaenne noManHmx 8
3a1aHuI
Hroro 28
3 Opraunu3zanus [ToaroroBka k nmpakTuye- 2 [K-13, TIK-7 | [domamiHee 3a1aHue,
UHGOPMAIIMOHHO- | CKUM 3aHATHUSAM, CEeMUHA- Kontpomnpshas pabo-
MOUCKOBBIX CUCTEM | pam ta, Onpoc Ha 3aHs-
1 KOHTpOIIA Brinonnenue noManHmx 6 Tiix, Tect
WCTIOJTHEHUS S
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JIOKYMEHTOB. Htoro 8
4 IlpaBuna BrmmosHeHMe qOMaIIHuX 10 IIK-13, [IK-7 |JlomamiHee 3agaHue,
odopmiieHus 3aJlaHui Kontponwhas pabo-
OT/ICIBHBIX BUIOB |y 10 Ta, TecT
JIOKYMEHTOB
TPaKIaHCKUX
MPABOOTHOIIICHUH.
5 [ToaroroBka k mpakTuye- 10 [K-13, [IK-7 | lomMamHee 3a1aHue,
JIoKyMEeHTHpPOBaHUE | CKUM 3aHATUSIM, CEMHUHA- KontponwsHnas pabo-
TPYAOBBIX pam Ta, Onpoc Ha 3aHs-
NpaBOOTHOWICHHH. |1 10 Tusx, Tect
TpynoBoii 1oroBop.
Horapuansnoe
JIEJIONPON3BOJICTBO.
6 Opranuzanus BrimmonHeHue joMalrHux 8 I1K-7 JlomallHee 3agaHue,
JIETIONPOU3BOJICTBA | 3alaHUI KonTpomnsnas pado-
B pallOHHOM Wroro 8 Ta, Tect
(roponckoMm) cyze.
Opranuzanus
JIEIOTIPON3BOCTBA
B apOUTPaKHBIX
cynax Poccuiickoi
denepauuu.
Hroro 3a cemectp 92
[ToaroroBka u caya 3a- 4 3auer
qyera
Hroro 96
10. KypcoBoii npoekTt / KypcoBasi padota
He npenycmotrpeno PVYII.

11. PeiiTunroBas cucremMa Jjisi OlleHKH YCIIeBAeMOCTH 00yYaI0IIHXCS
PeliTnHroBas cucrema He UCIOJIb3YETCS.

12. YueOHO-MeTOAUYecKOe U MHGOPMAIMOHHOE 00ecnieyeHue TUCIHIIIMHBI

12.1. OcHoBHas1 JIMTEpaTypa

1. Iysanora, H. H. OcHOBHI Aenonpon3BoAcTBa. SI3bIK CIIYyKEOHOTO TOKYMEHTA [ DJIEKTPOHHBIN
pecypc]: ydeOHHK U TIPaKTHKYM IS akajgemudeckoro 6akanaBpuara / H. H. IllyBanosa, A. FO. NBaHoBa.
— M. : UznarensctBO FOpaiit, 2018. — 375 ¢. — (Cepus : bakanaBp. Akagemuueckuit kypc). ([lara 06-
pamenus - 23.05.2018). — Pexum moctyna: https://biblio-online.ru/viewer/E472872E-07FD-4FDA-
AT714-897DACSE36DA/osnovy-deloproizvodstva-yazyk-sluzhebnogo-dokumenta# (mara oOparmieHus:
18.06.2018).

2. Ilysanoma, H. H. Opranuzaiusi © TEXHOJOTHUS JOKYMEHTAIIHOHHOTO O00ECIICUeHUs yIpaBiie-
HUS [ DJIEKTPOHHBIN pecypc]: yueOHUK U IPaKTUKYM IS akajemuueckoro 6akanaspuara / H. H. IllyBano-
Ba. — M. : UznmatenbctBo FOpaiit, 2018. — 221 ¢. — (Cepus : bakanaBp. Akamemuueckuit kypc). ([lara
obpamenust - 23.05.2018) — Pexum npoctyma: https://biblio-online.ru/viewer/B621F068-A574-4630-
BCD1-0D785C133657/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-upravleniya#
(mata obpamenwus: 18.06.2018).

12.2. lonotHUTEILHAS JTATEPATYpPa
1. Uganoga, A. }O. Pycckuii si3bIk B J€JI0BOW JTOKyMEHTaLUU [DIEKTPOHHBIN pecypc]: yueOHUK
U npakTukyM Juig By3oB / A. FO. UBanoa. — M. : UznarensctBo FOpaiit, 2018. — 157 ¢. — (Cepus :
Cnemmamuct). ([ara  oOpamenuss -  23.05.2018). — Pexum  goctyma:  https://biblio-
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online.ru/viewer/A9822169-D834-44A4-87C0-CD6B14681E8E/russkiy-yazyk-v-delovoy-dokumentacii#
(mara obpamienus: 18.06.2018).

2. TIpososa, O. C. Jlenonpoun3BoACTBO [DNEKTPOHHBIN pecypc]: yaeOHOe mocoOue i aKaaeMHu-
yeckoro OakanaBpuata / O. C. I'pozoBa. — M. : UznarensctBo IOpaiit, 2018. — 124 ¢. — (Cepus : YHu-
Bepcutrethl Poccum). (Ilara oOpamenus - 23.05.2018). — Pexum poctyma: https:/biblio-
online.ru/viewer/SF1C27F2-251B-4B74-BE78-AC06A5D30956/deloproizvodstvo#/ (mara oOparieHwus:
18.06.2018).

12.3. YueOHO-MeTOAHYECKHE MTOCOOUSH

12.3.1. O6s3aTe/ibHbIE Y4eOHO-METOAMYEeCKHE MOCOOUs
1. IOpumumyeckoe  mETOMPOU3BOJACTBO  [DNEKTPOHHBIH  pecypc]:  Y4eOHO-METOIUYECKOE
nocobue / A. FO. Uypwmios - 2018. 22 ¢. — Pexxum noctyna: https://edu.tusur.ru/publications/8595 (nata
obpamenus: 18.06.2018).

12.3.2. YuyeOHO-MeTOAMYECKHUE ITOCOOHS AJIsl JIMI C OTPAHMYECHHBIMHU BO3MOKHOCTSIMHU 3/10POBbS U
UHBAJIU/10B

Y4eOHO-MeTOIMUeCKHE MaTepHalibl Il CAMOCTOSTENIbHOM U ayAUTOPHOM paboThl 00ydaromuxcs
U3 YKCIIa JIUI] C OFPAaHMYEHHBIMH BO3MOKHOCTSIMU 370pPOBbSI U MHBAJIHJIOB MPEIOCTABISIOTCA B (popMax,
aJaNTHPOBAHHBIX K OTPAaHUYEHUSM UX 3/I0POBbS U BOCHIIPUATHUS UHPOPMAITIH.

JL1s1 1M1 ¢ HApyIIeHUSIMM 3PeHust:

- B (hopMe FJIEKTPOHHOTO IOKYMEHTA;

- B IIeYaTHOM (hopMe yBETMUEHHBIM HIPUPTOM.

JI1s1 M1 ¢ HAapyIIeHUsIMHM CJIyXa:

- B (hOpMeE INIEKTPOHHOI'O TIOKYMEHTA;

- B Ie4aTHOU opme.

JL1s1 1M1 ¢ HAapYLIeHUsIMHA OIIOPHO-ABUTIaTeJILHOIO aNapara:

- B (hOpMe 3NIEKTPOHHOI'O IOKYMEHTA;

- B Ie4aTHOU hopme.

12.4. TIpodeccunonaibHbie 0a3bl JaHHBIX H MH(GOPMALIMOHHBIE CIPABOYHBIE CHCTEMbI
1. T'APAHT
2. Koncynsrantllimtoc

13. MaTtepuaibHO-TEXHMYECKOE 00ecneyeHue TUCIUILJIMHBI U TpedyeMoe MPorpaMMHoOe
o0ecneueHue

13.1. O6uue TpeGOBaHNA K MATEPHAJIBHO-TEXHUYECKOMY H IIPOIPAMMHOMY 00ecrie4eHHI0
AUCHMILTAHBI

13.1.1. MaTepuaJIibHO-TeXHHUYECKOE U IPOrPAMMHOe o0ecnevyeHue sl JIEKIIMOHHBIX 3aHATHH
Jlst mpoBeieHus 3aHATUH JIEKIIMOHHOTO TUIIA, TPYIIIOBBIX U MHIWBUYaTbHBIX KOHCYJABTALIUH, T€-
KYIIETO KOHTPOJIS M MIPOMEKYTOYHOU aTTECTAIlUU MCIOIB3YeTCs yIeOHast ayquTOPHs ¢ KOJTUIECTBOM I10-
CaZIOYHBIX MeCT He MeHee 22-24, 00opyIoBaHHAs JOCKON M CTaHAApTHOH yueOHOIl mebenbro. MeroTes
JIEMOHCTPAIIMOHHOE 000pYIOBAaHUE U YU4eOHO-HATIIAIHBIE TTOCOOMsI, 00€CTICUNBAIOIINE TEMATHUECCKUE HJI-
JIOCTPALIMHU 0 JIEKIIMOHHBIM pa3ielaM JUCIUILINHBI.

13.1.2. MaTepuaJIbHO-TeXHUYECKOE U NIPOrPAMMHOe o0ecnedyeHue JAJisi NPAKTHYECKUX 3aHATH

YueOHas aymuTopus

yueOHas ayIuTOpus JUIsl IPOBEICHUS 3aHATUH JIGKIIMOHHOTO TUIA, yueOHas ayIUTOpUs JIsl IPOBE -
JCHHS 3aHSATHH MPAaKTUYECKOrO0 THIA, TOMEIIECHHE AJISi MPOBEACHUS TPYINIOBBIX M HMHIMBHIYaIbHBIX
KOHCYJNbTAlIUi, TOMEIIEHHE JJIs TPOBECHHS TEKYIIIET0 KOHTPOJIS M POMEKYTOUHOM aTTeCcTalllu

634045, Tomckas obmacts, 1. Tomck, yin. KpacHoapmeiickas, 1. 146, 303 ayn.

Ornucanue UMeroIerocs 000pyI0BaHUS:

- Kommutekt cienmanusupoBanHoi yueOHON Mebenu;

- PaGouee mecto npenogaBares.

[TporpammHoOe obecnieueHe He TpeOyeTcs.
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13.1.3. MarepuaJibHO-TEXHHYECKOE H MIPOrPaMMHoOe o0ecredyeHne JJIs1 CAMOCTOSITe IbHON padoThl
Jlnst caMoCTOSATEIbHOM PabOThl MCTONB3YIOTCS y4E€OHBIE ayIUTOPUU (KOMITBIOTEPHBIE KIIAcChl),
PaCIOJIOKEHHBIE TI0 aJIpecaM:
- 634050, Tomckast o6macTs, r. Tomck, Jlennna mpocnexr, a. 40, 233 ayn.;
- 634045, Tomckas obnacts, T. Tomck, yi. Kpacnoapmeiickas, a. 146, 201 ayn.;
- 634034, Tomckast o6macTh, r. ToMck, Bepmmanna ymuna, 1. 47, 126 ayn.;
- 634034, Tomckast o6nacTb, . Tomck, Bepmmanna ynuima, 1. 74, 207 aya.

CocTtaB 060pyI0OBaHMS:

- yueOHast MmeOerb;

- koMnbroTepsl ki1acca He Huke [IDBM INTEL Celeron D336 2.8 T11. - 5 wiT.;

- KOMIBIOTEPHI MOIKIIOYEHB! K ceTH «/HTepHeT» M 00ecneynBaloT OCTYI B AJICKTPOHHYIO WH-
(opMarnoHHO-00pa30BaTEIbHYIO CPEAY YHUBEPCUTETA.

[lepeyeHb MPOrpaMMHOTO OOECTICUCHUSI:

- Microsoft Windows;

- OpenOffice;

- Kaspersky Endpoint Security 10 ans Windows;
- 7-Zip;

- Google Chrome.

13.2. MaTepuaibHoO-TeXHHYecKoe o0ecnieueHre TUCHMIIJIMHBI VIS JIMI[ C OFPAHMYeHHBIMH
BO3MOKHOCTSIMH 3/10POBbSI 1 HHBAJIN/I0B

OcBoeHUE NUCHMIUIMHBI JUIIAMH C OTPaHUYEHHBIMH BO3MOKHOCTSIMH 3/I0POBbSI U WHBAIUIAMHU
OCYILECTBIISIETCS C UCIIOIb30BAHUEM CPEICTB 00ydeHHs OOIIEro U CHEeUaIbHOI0 Ha3HAUYeHUS.

[Tpu 3aHATHAX ¢ O0YYAIOUIMMHUCS ¢ HAPYIIEHUAMH CJIyXa MPeyCMOTPEHO UCIIOJIb30BaHUE 3BYKO-
YCUJIMBAIOLLEH anmapaTypbl, MyJbTUMEIUNHBIX CPEICTB U JPYTUX TEXHUYECKUX CPEACTB IIpUeMa/nepena-
4yi y4yeOHOM nH(pOPMALIUU B TOCTYIHBIX (PopMax, MOOMIIBHOM CUCTEMBI MTPETIOaBaHus Il 00YJatOLTHXCSI
C MHBAJIUAHOCTbIO, IOPTATUBHOM MHIYKIIMOHHOHN CHCTEMBbl. YueOHas aynuTOpHus, B KOTOPOH 3aHUMAIOTCS
oOydarolnyecs: ¢ HapylIEeHHEM CllyXa, 000pYy/I0BaHA KOMITBIOTEPHOW TEXHHMKOM, ayAMOTEXHUKOH, BUIEO-
TEXHUKOMU, AJICKTPOHHOM JTOCKOH, MYJIbTUMEIUMHON CUCTEMOM.

[Tpu 3aHATHAX ¢ 0OYUYAIOLIMMUCS ¢ HAPYLIEHUSIMU 3PEHUSAMM IIPETYCMOTPEHO HUCIIOJIb30BAaHUE B
JEKIIMOHHBIX U YYEOHBIX ayAUTOPHUAX BO3MOKHOCTH IPOCMOTPA YAAIEHHBIX 0OBEKTOB (HAIIpUMep, TEKCTa
Ha JIOCKE WJIM CJIaiijia Ha SKpaHe) P MOMOIIH BUACOYBEIUIUTEICH A1 KOM(POPTHOTO POCMOTPA.

[Tpu 3aHATHAX ¢ O0YYalOUIMMHCS ¢ HAPYUIEHUSIMM ONOPHO-ABUIaTeJbHOI0 ANNAPATA HCIIOJIb-
3YIOTCS aJbTEPHATUBHBIC YCTPOHCTBA BBO/IA HH(OPMAIIMHK U IPYTHE TEXHUUECKUE CPENICTBA ITpHeMa/nepe-
Jau yuyeOHOM MHpOpMaluu B JOCTYIHBIX (opMax, MOOMIIBHOM CHCTEMbl OOy4eHUs [UIs JIOAEH ¢ UHBaA-
JIMTHOCTBIO.

14. OueHouyHble MaTepUAJIbI U MeTOAMYECKHEe PeKOMEHIAIUH 110 OPraHU3aluu U3yYeHHUsI
AUCHUTLTHHBI

14.1. Conepmalme OLCHOYHBIX MATCPHAJIOB U METOANIECCKUEC PECKOMECHAAIIUH
I[J'ISI OLICHKHU CTCIICHU C(bOpMI/IpOBaHHOCTI/I H YPOBHA OCBOCHHA 3aKPCIIJICHHBIX 3a ﬂHCHHHHHHOﬁ
KOMITC TEHITHUM HCIOJIB3YIOTCA OLCHOYHBIC MaTCpHUajibl B COCTABE!

14.1.1. TecToBblE 3a1aHUA
1. Undopmarus — 310:
a. CBeZIcHUs (COOOIIeH s, TAaHHbBIE) HE3aBUCUMO OT ()OPMBI X MPEACTABICHHS;
0. TaHHbBIE, 3aKPETUICHHBIE HA MAaTePUATIBLHOM HOCHUTEIIE;
B. CBEJICHUSI, HAXOAIINUECS B JOCTYIIE OTPAHUYCHHOM TPYIIIIBI JIMII.

2. [IpaBoBO€ peryinMpoBaHUE OTHOIIEHUN, BO3ZHUKAIOIINX MPH OCYIIECTBICHUH MpaBa Ha IMOUCK,
MoNy4eHue, mepeaady, Ipou3BOJCTBO U paclpocTpaHeHHe HHPOPMALIUY, TPUMEHEHUU HH(POPMAITHOHHBIX
TEXHOJIOTUM, 00€CTICUeHHUS 3aIUTh HH()OPMAIIHH OCYIIIECTBISETCS:

a. @3 «O6 nrdopmannu, THGOPMAITMOHHBIX TEXHOJIOTHUSIX U O 3aIIUTE HHPOPMAIIHID)
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6. @3 «O6 unpopmanuu, tHGOpMATU3ALUN U UHPOPMAITUOHHON OE30MACHOCTI
19334 18

B. @3 «O unpopmanuu, 31€KTPOHHON TOANUCH U HHPOPMATHIALUI

I. HET MPaBUIBHOTO OTBETA.

3. K uncity npuHIMIIOB HCTIOJIB30BAHUS HHPOPMAIIU OTHOCSTCS:

a. cB000/1a MOKCKa, OTy4eHUs, Iepeaun, IPOU3BOACTBA M PACIIPOCTPAHEHU MH(OpMAIUU
JIFOOBIM 3aKOHHBIM CIIOCOOOM;

0. ycTaHOBJICHHE OIpaHMYEHHH OCTyIa K MH(GOpMAIMK TOIBKO (pefepabHbIM 3aKOHOM;

B. JOCTOBEPHOCTh MH(OPMAIIMN M CBOEBPEMEHHOCTD €€ MPET0CTABICHS;

I. 3aKPBITOCTH MH(POPMAIHH O JESATETLHOCTH rOCYAapCTBEHHBIX OPTraHOB M OPIraHOB MECTHOTO
CaMOYTIpaBIICHNS;

. BOBMOXHOCTbB JJOCTYTIa K YaCTHOM >KU3HU JIULI.

4. O6mnanarens HHPOPMAIHH — 3TO:

a. JINI0, UMEIOIICe BO BIIaJICHUU HH(POPMAIIMIO HE3aBUCUMO OT e¢ BUJIA,;

0. TUII0, CAMOCTOSTENIBHO CO3/1aBIiee HHPOPMAITUIO JTHOO MOTYYHBIIEe HA OCHOBAHUY 3aKOHA WIIN
JIOTOBOpA IMpaBa pa3peniarh WM OTPAHWYUBATH JTOCTYI K MH()OPMALMH, ONPEACIIeMOr M0 KaKHMM-THOO0
MpHU3HAKAM;

B. JIUIIO, CITOCOOHOE CBOMMHU JICHCTBHUSMHU CO3/1aBaTh HH(POPMAIIHIO.

5. DneKTpoHHas MOJAIUCH — 3TO:

a. nHopMalys B >JIEKTPOHHOU (Qopme, KOTOpas MPHCOeNINHEHA K JAPYroil mHdopManuu B 3J€K-
TpoHHOU (popme (moamuchiBaeMoi MH(POPMAITMK) WJIM UHBIM 00pa3oM CBs3aHa C Takod WHMopmaruein u
KOTOpasi UCTIONB3YeTCs IS OTPEACIICHUS JIUIA, TIOAMUCABIIETO TOKYMEHT;

0. nH(pOpMAaITHsI HE3aBUCUMO OT CIIOc00a ee MpeaoCTaBICHUS, BIaaelel] KOTOPOr BIaJeeT KBa-

TU(GUIMPOBAHHON IEKTPOHHON TOAIHUCHIO;

B. Kpunrorpaduuecku npeodpaszoBanHas nH(Gopmarus ¢ OyMa)kHOTO HOCHUTEJIS.

6. Ki1to4 351eKTpOHHOM MOJIMUCH — 3TO:

a. Habop 1udp B ONPEICIICHHON MOCIeI0BATEIHbHOCTH;

0. yHHKaJIbHAS [TOCJIEI0BATEIbHOCTH CUMBOJIOB, NIPEIHA3HAYCHHAS [T CO3aHUS SIIEKTPOHHON
MOJIITHCH,

B. OyKBEHHO-IIM(PPOBAsT KOMOMHAITHSI.

7. @3 «O0 2IeKTPOHHOM MOIMUCK» PEryIUPYET OOIIECTBEHHbBIE OTHOIICHUS B cdepe:

a. B 00JIaCTH OKa3aHUS FOCYJAPCTBEHHBIX M MYHUIIUTIAIBHBIX YCIYT;

0. B 00J1aCTH 3aKITIOUEHHSI KOHTPAKTOB JIJISl TOCYAAPCTBEHHBIX U MYHUIIUITATBHBIX HYXKIT;

B. B 00J1aCTH HCIIOJIb30BAHUS JJCKTPOHHBIX MOJIMUCEH MPH COBEPIICHUU TPaKIAHCKO-TIPABOBBIX
C/IEJIOK, OKa3aHUH TOCYIApPCTBEHHBIX M MYHHUIIUTIAILHBIX YCIYT, UCTIOIHEHUH TOCYIAPCTBEHHBIX U MYHH -
[UTIANTBHBIX (DYHKIUH;

8. [TocpencTBOM HCIOIB30BaHMUS KAKHX JIEMEHTOB CO3/1aeTCs POCTas JIEKTPOHHAS TTO/ITHCH:
a. KOJIOB;

0. maporneii;

B. UHBIX CPE/ICTB

I. YKa3aHHOTO B II. a-B.

9. Kakue cymecTByloT BUbl YCUJIEHHOM JIEKTPOHHOM MOANMCH:
a. KBaTM(UIIMPOBaHHAS,

0. HeKBaU(UITUPOBAHHAS;

B. IUCKBATU(PULIMPOBAHHAS;

I. BCE BBIILIEIIEPEUNCIIEHHOE.
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10. FOpunnyeckas cuia — 3T10:

a. CBOMCTBO JIOKYMEHTa, HE O(POPMIICHHOTO B 0COOOM TOPSIIKE;

0. CBOICTBO TOKYMEHTA, MPEIOCTABICHHOE eMY JCHCTBYIOIIMM 3aKOHOJIATEIbCTBOM, KOMIIETEHIIH -
el U3aBILIero OpraHa, yCTaHOBJIEHHBIM MOPSIKOM O(OPMIICHUS;

B. HET MPaBUWJIBHOTO OTBETA

I. JOKYMEHT, He TpeOyIoIuii Mpole1yphl 3aBEPEHUS HOTAPUYCOM

11. JlomxHOCTHASI UHCTPYKIIUS — 3TO:

a. MHCTPYKIHUS JUPEKTOPA, KOTOPYIO HEOOXOIMMO BBITIONHATE B 00s3aTEIILHOM MOPSIIKE;

0. TOKYMEHT, B KOTOPOM OTMEYEHbI HapYyLIUTENU pacropska AHs B oduce;

B. HCT NIPABUJIbHOTO OTBCTA

I. OpPraHU3alMOHHO-PACTIOPSIAUTENbHBIA JTOKYMEHT [IMTEIHHOTO WU IMOCTOSHHOTO CpOKa Jei-
CTBHS (10 BBEJICHHS HOBOM), B KOTOPOM OIPEETICHbI HAyYHO-TEXHHUECKUE, TEXHOJIOTHYECKHe, (PUHAHCO-
BbI€ U JPYTHE€ CTOPOHBI JIEATEIHHOCTH OPraHU3allH, €€ TOAPA3IeIeHUI U TOJKHOCTHBIX JIHII.

12. CpaBka — 3710:

a. q)aKTBI, HOCHy)KI/IBH_II/IG IIOBOAOM K €€ HAITUCAHUIO,

0. IOKYMEHT, TIOJTBEP>KTAFOIIHNI KaKue-Tu00 (DaKThl U COOBITHS;
B. ,Z[OKyMCHT, rae HpI/IBO,Z[SITCSI KOHerTHI:IC JAaHHBIC,

I. HET MPaBUIILHOTO OTBETA.

13. Kakue ¢akTbl u31araroTcsi B IepBOM U BO BTOPOU YACTSIX CIIPABKHU?

a. B mepBoif yacTu cripaBKH M3I1araloTCs KOHKPETHBIE TaHHBIE, 8 BO BTOPOM — MPUBOAATCS (DAKTHI,
MOCJIY’KHABILINE TIOBOZIOM K €€ HaIllMCaHUIO;

6. B mepBoii yacTu crpaBKM HM3NararoTcs (PaKThl, MOCIYKUBIIHNE MOBOJOM K €€ HAIMCaHUIO, BO
BTOPOU — NPUBOJATCS. KOHKPETHBIC JAHHBIE;

B. B mepBoiil yacTu cnpaBKu M31araroTcs JOBOABI, NOCITYKUBLIME MOBOJOM K €€ HAalMCAHMIO, BO
BTOPOU — INPUBOJATCS CTATUCTUYECKUE TAHHBIE.

14. Bce MHCTPYKIIMU MOXHO Pa3AeIUTh HA IBE OCHOBHBIE TPYIIIbI:

a. MHCTPYKLUH, PEriIaMEHTHUPYIOUINE MOPSIOK BBIMOJHEHHUS KaKoOro-iubo Imporecca, B OCyIle-
CTBJICHUH KOTOPOTO NPUHUMAIOT YYaCTHE UCTIONHHUTENH (JOJHDKHOCTHBIE JIUIIA; TIOIPa3/IeTICHNU);

0. OMKHOCTHBIE MHCTPYKLMH, OIpenessonie (yHKIUHN, MpaBa, OO0SN3aHHOCTH M OTBETCTBEH-
HOCTb JJOJDKHOCTHBIX JIHII;

B. BCE BBIILICIICPEUNCIICHHBIC;

I. HET MPaBUIBHOTO OTBETA.

15. PekBHU3HUT — 00sI3aTEIbHEIN DJICMEHT:

a. IIPUCYILIUM ONPEACIICHHOMY BUAY JOKYMEHTA;
0. MpUCYIIHIA SJIEMEHTY;

B. IPUCYIIUI BCEM JTOKYMEHTaM 0€3 UCKITIOYCHUS;
I. HET MPaBUIILHOTO OTBETA.

16. ®opmynsip-o6paserr — 3T0:

a. COBOKYITHOCTh HE PEKBH3UTOB, a MOAMUCEH

0. COBOKYITHOCTH PACIIOJIOKCHHBIX B OINPEEIICHHOMN TOCIIeI0BATeILHOCTH PEKBU3UTOB, MTPUCYITIX
BCCM BUJaM JOKYMCHTOB,

B. KQpTOTEKa, KOTOPast UCTIOJIB3YETCs JJIsl KOHTPOJIS 32 TOCCITYKAIIMMHU.

17. K moxymeHTam, mojyIeKaniuM o0s3aTeIbHOMY KOHTPOJIIO, OTHOCSTCS:

a. IIOKYMGHTBI BBIIIICCTOAIINUX OpFaHOB;

0. pacropsiIUTENbHBIE JOKYMEHTHI TAHHOW OpraHU3aIliH;

B. BaKHBIE crieniu(puyecKkue TOKYMEHTbI, CBOMCTBEHHBIE 3TOW CUCTEME YIpaBIICHHs, C KOHKPETHBI-

MM CPOKaMH HCITOJTHCHU A
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T. BCC IICPCUUCIICHHBIC.

18. B ueM 3axitouaercs b perucTpauuu J10KyMEHTOB?
a. 00ecCIeunTh UX Y4eT;

0. o0ecrieynTh KOHTPOJIB;

B. 00€CTICUNTh OBICTPHIN MOUCK;

I. BCE BBIIIEHA3BaHHOE

19. TpebGoBanusi, MpebABISIEMBbIE K JOKYMEHTOOOOPOTY:

a. MPSIMOTOYHOCTDH JABMKCHUS JOKYMEHTOB (JIOKYMEHT KpaT4alIliuM MyTeM MOnajaeT K UCIOIHH-
TEJII0, BO3BPATHBIEC MEPEMEILICHUS IOKYMEHTOB UCKIIOUYEHBI );

0. pacnpeesieHne JOKYMEHTOB MEKy PYKOBOJIUTENISIMU U CTIELUAINCTAMH COTJIACHO UX (YHKIIH-
OHAJIBLHBIM 00S3aHHOCTSIM;

B. HE00XOIMMOE MepeMellIeHre TOKYMEHTOB (IyOnupoBaHue, JUIIHNE WHCTAHIMN U ASHCTBUS HC-
KITIOYCHBI) ¥ eMHO00pa3ue MapiipyTa JABMKEHUS TOKYMEHTOB U TEXHHUYECKHX ONEpauii ¢ HUMH, OJTHO-
KPAaTHOCTh KaXKJI0M omepanuu;

T. BCE BBIILICTIEPEUHUCIICHHBIE

20. Knaccuduxanusi JOKyMEHTOB — 3TO:
a. He JIeJIeHne TOKYMEHTOB Ha KJIACCHI 10 HanOosiee 0OIMM NMPU3HAKaM CXOZCTBA U pa3Inyus;
0. AeneHne JOKyMEHTOB Ha KJIACChl 110 Hanbosee 00IUM MpU3HaKaM CXOJCTBA M pa3Inyus;

B. JCJICHHUEC JOKYMCHTOB Ha KJIACChI IIO HauoOoee CYIICCTBCHHBIM IIPpHU3HaKaM CXOACTBAa U pas-
JINYHs.

14.1.2. Tembl JOMAIIHHUX 3aJaHAN

Co3znath OpraH3alMOHHO-PACTIOPSAUTENBHBIA JOKYMEHT B COOTBETCTBHUH C AcHCTBYOmMME ['O-
CTamu.

CocTaBuTh NOJIOKEHUE O CIIY)K0€ JOKYMEHTAIIMOHHOTO 00eCTICUeHNS .

CocraButh 10BepeHHOCT. CozepikaHue ONPENEIUTh CaMOCTOATENIBHO.

CocTaBuTh TpaXKIaHCKO-TIPABOBOM JA0T0BOpP. By moroBopa BeIOEpUTE CAMOCTOATEIHHO.

CocTaBUTb CPOYHBIN TPYAOBOU JOTOBOD.

CocTaBUTh UHCTPYKIUIO MO JEJIOIPOU3BOCTBY.

14.1.3. 3auér

1. HopmatuBHO-MeTOIMYECKAsE Oa3a IETOMPOU3BOICTBA

2. Joxyment. CBoricTBa qokyMmeHTa. Kimaccudukamms 10KyMEHTOB.

3. XapakTepucTuka JOKYMEHTOB Ha Pa3IMYHBIX HOCUTEIISX.

4. Buapl 1IOKyMEHTOB: TE€KCTOBBIN, TUCbMEHHbBIN, PYKOMMMCHBIN, MAIIMHOMKMCHBIN JOKYMEHT. JlOKy-
MEHT Ha MalllTHHHOM HOCHTEJNE, «OeI0BOI» U «UYEPHOBOI JOKYMEHT.

5. OdunuanbHbId, CIy)KEOHBIH JOKYMEHT, IOpUANYECcKas ciiia JoKyMeHTa. [loyTMHHUK TOKyMeH-
Ta, TyOIMKaT, KOHS TOKyMEHTA.

6. Jlenonpou3BOJICTBO U apXUBHOE J1€J10: OOLIHIE MOJI0KEHUSI.

7. JoKkyMeHTHpOBaHUE, IIpaBUiIa JIOKYMEHTUPOBAHMS, CUCTEMa JIOKyMeHTaluu, B ToM uucie Y CJI.

8. PexBU3UT Kak 00s3aTeNbHBIN 3JIEeMEHT 0OpMIICHUS OPUIIMAIBHOTO JOKyMeHTa. YacTu pexBu-
3UTAa.

9. O6mmue npaBuia opopMIEHUS U COCTABICHHS JOKYMEHTOB.

10. «ITonnmuce» 1OKyMEHTa KaK €ro peKBU3UT. DJIEKTPOHHAS MTOJITUCH.

11. «I'pud» nokymeHTa Kak peKkBU3UT. Buabl rpudoB: orpaHuyeHHUs IOCTYIA, COIJIACOBaHUS,
YTBEPKJICHHUS.

12. Opranuzanusi paboThl C JOKYMEHTaMHU U TOKYMEHT0000poT. O0beM JoKyMeHTooOOpoTa. Bxo-
TN, UCXOASAIINI, BHYTPEHHHUMN JOKYMEHT.

13. TIpaBoBO€ perynupoBaHue mnpoiecca J0KyMeHToo00pora. @opMbl MPaBOBOTO PEryaIUpOBaHUS.

14. Peructpauus u MHAEKCUPOBAHUE JOKYMEHTA.

15. KoHTpOosb 1 cpoK (MHAUMBUYaTbHBIN, TUTIOBOM) UCIIOJIHCHHSI IOKYMEHTA.

16. Jleno kak COBOKYIHOCTb JOKYMEHTOB, €ro (popmupoBaHHE, OPOPMIIEHHUE, 3ar0JI0BOK, HOMEH -
KJIaTypa, UH/IEKC.
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17. YaudunupoBaHHas cucTeMa opraHu3alMoHHO-pacnopsauTensHoi qokymenTtanuu (OP/I). Co-
CTaB, 0COOCHHOCTH CHCTEMBbI. XapaKTepUCTUKN OPraHU3AI[MIOHHO-PACTIOPSAUTEILHOTO JOKYMEHTA.

18. OprannzanroHHblEe JOKYMEHTBI: TIOJOXKEHUS, YCTaBbl, MHCTPYKIMH, ipaBuia u 1p. Cocrasie-
HUe, opopMIICHHE.

19. PacniopsauTenbHble JOKYMEHTBI: IIOCTAHOBJICHUS, PELICHUS, IPHKa3bl, PACIIOPSKEHUS, yKa3a-
Hus U J1ip. CocraBnenue, ohopMiIeHHE.

20. OcobOeHHOCTH 0OPMIICHHS JOKYMEHTOB B JACATEIBHOCTH KOJUIETHaIbHBIX OPTaHOB.

21. Odopmiierre yHU(DHUITMPOBAHHON JOKYMEHTAIIMH 110 TUYHOMY COCTaBY.

22. ®opmbl JOKYMEHTOB, WX THITH3AIMs, HAyYHbIC KOHIICTIIIMA MEXOTPACIEBOW YHUDUKALNN
dbopM yrpaBieHYecKUX T0KyMeHTOB. Co3/iaHue OaHKOB JIaHHBIX.

23. Mcnonp30BaHUE HOBBIX TEXHOJOTHH B JOKYMEHTUPOBAHUU.

24. JIoKyMeHT B 3JIEKTpOHHOUW ¢opme. OCOOCHHOCTH COTJIACOBAHUS TOANMMCAHUS AJICKTPOHHBIX
JIOKYMEHTOB.

25. OcobennoctH co3nanus, opopmieHus qokymeHToB Ha [1K: nconszoBanue b/l, coznanue ma-
OJIOHOB, TEKCTOBBIE PENAKTOPBI, CIOBapH, MPOBEpKa IpaMOTHOCTH, opdorpaduu. CoBpeMeHHOE Mpo-
rpaMMHOE OOecCIieUeHUE.

26. IlonsiTe nOroBOpa: AOrOBOP-CAEIKA, JOTOBOP-IPAaBOOTHOLIEHHE, JOrOBOP-A0KyMeHT. Crioco-
OBl 3aKTFOYCHHSI JIOTOBOPA.

27. CymecTBeHHbIE ycaoBHs foropopa. [lociencTBus HecornacoBaHUsl CYLLECTBEHHBIX YCIOBUMN
JIOTOBODA.

28. ®opma gorosopa. [locneacTBust HeCOOMOACHUS MTUCBMEHHON (hOPMBI IOTOBOPA.

29. UckoBoe 3asBiieHHE: 001IHe TpeOoBaHus K (PopMe U COJEpKaHUIO.

30. Mu(popManimoHHO-CIIPaBOYHBIEC JOKYMEHTBI: aKThl, CIPABKH, JOKJIaIHbIEe, O0bICHUTEIbHBIC 3a-
MUCKHU, TUCbMa, TeJIerpaMMbl, TeraedoHorpamMmmel. CoctaBieHue, ohopMIICHHUE.

14.1.4. Tembl 0IPOCOB HA 3aHATHAX

HcTopust pa3BUTHS CUCTEMBI TOCYAApCTBEHHOIO JesIonpou3BoacTBa. Ilondarue nokymenrTa, nemno-
IPOM3BOJCTBA, HOCHUTENS. 3ajaud Jesonpou3BoacTBa.CocTaB HOPMaTHBHO-METOANYECKOM 0a3bl neno-
POM3BOJCTBA. [ OCy1apCTBEHHBIE CTAaHAAPTHI HA TOKYMEHTAILUIO. YHU(PHUIIMPOBAHHBIE CUCTEMBI JIOKYMEH -
TalUu.

CucremMpl OpraHU3alMOHHO-IIPABOBOIL,IUIAHOBOM, PACIOPSIAUTENBHON, OTYETHOM, CIPAaBOYHO-
MH(GOPMAITMOHHON U CIIPaBOYHO-aHAIIUTUYECKON JOKYMEHTALIUH.

[TonsiTHE TOKYMEHTOOOOPOTAa U €r0 OCHOBHBIE ATAllbl: SKCHEIUIMOHHAsE 00paboTKa JOKYMEHTOB,
MOCTYNAIOUIMX B OPraHU3ALMIO; IIPEIBAPUTEIBLHOE PACCMOTPEHUE JOKYMEHTOB B KAHLEISPHUN; OPraHu3a-
IUsl pallMOHAJIBHOTO JIBUKEHUS TOKYyMEHTOB BHYTPU OpraHu3aiuu; oOpaboTKa MCIIOJHEHHBIX M OTIIPAB-
JSI€EMBIX JOKYMEHTOB; UCIIOJTHEHUE JOKYMEHTOB.

14.1.5. TeMmbl KOHTPOJILHBIX PadOT
1. XapakTepucTrka BUAOB JOKYMEHTOB, BXOAALINX B YHU(PHUIIMPOBAHHYIO
CUCTEMY OpPraHM3aLMOHHO-PACIIOPSAUTEIbHON JOKYMEHTALUH.
2. Ucnonp3yeMble HAMMEHOBAaHUS BUAOB JOKYMEHTOB. X pa3HOBUAHOCTH.
3. Onpenenenus Buja JOKyMEHTa B 3aBUCUMOCTH OT KOHKPETHON
YIIPABJICHYECKON CUTYALINH.
4. Mcnionp30BaHue OJHUX U TEX K€ HAMMEHOBAHUI BUIO0B JOKYMEHTOB JUIS
COCTaBJICHUSI BHYTPEHHEH U BHEIIHEHN YIPABICHYECKON JOKYMEHTALIUH.
5. IlpaBuiia HOATOTOBKU U 0(OpMIIEHHSI ycTaBa (Y4peIuTeIbHOIO
JIOKYMEHTA rOCY/IJapCTBEHHOT'O M HErOCYAapCTBEHHOTO IOPUANYECKOTO JIULIA),
MIOJIOKEHMSI CTPYKTYPHOTO NOAPA3AeICHUs, THCTPYKLIUH, ITPABUIL.
6. IIpaBuiia TOATOTOBKY M O(OPMIICHHSI PACTIOPSUTEIbHBIX JOKYMEHTOB,
IIPUHAMAEMBIX 110 IPUHLIMITY €ANHOHAYAJINS WIH KOJUIETHATIbHOCTH
(mocTaHOBIIEHUE, PELICHNE, PACIIOPSIKEHUE, YKA3aHUE, IIPUKA3).
7. IlpaBuiia opopMIIEHHUS M COCTABIIEHUS aKTa, JOrOBOpPa, CIIy’KEOHOT0
NUCbMa, CITYKEOHOH CIIpaBKH, JOKJIATHOH (CIIy>KeOHO) 3aIIMCKH, TeNerpPaMMBl,
TenedOHOTpaMMBI.
8. CocTaBiieHrE JOKYMEHTOB B YCIOBHSIX UCIIOJIb30BAaHUS
BBIYNCIIUTEIbHOU TEXHUKH.
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9. IlepcoHanbHbIe KOMIIBIOTEPHI, BO3MOKHOCTH NPUMEHEHHs 0€30yMaxKHOM
TEXHOJIOTHH.

10. l'ocymapcTBeHHast pa3paboTKa €IUHBIX TPEOOBaHUH K
JOKYMEHTHUPYEMOU MH(pOpMaLUH.

11. Yaudukanus u cTaHIapTU3aMs KaK JesITeIbHOCTD 110
COBEPILIEHCTBOBAHUIO (DOPMBI U COIEpKaHMsI JOKYMEHTA.

12. HarmonanbHast 1 MeXJIyHapOAHasl CTaHAapTH3aIHs JOKYMEHTOB.

13. DTanel cTaHapTU3aluyd TOKYMEHTOB.

14. [loBunoBas yHupukamus 10KyMeHTOB (20-e rossl).
15. Beceobmias crangaptuzarus 60-X rooB.

16. Bo3HMKHOBEHNE MEKAYHAPOIAHBIX CTAHIAPTOB.

17. Pa3paboTku ctangaptoB B pamkax EI'C/I.

18. JlesrenbHOCTh BCecoro3HOrO HaydHO-MCCIEN0BATEIBCKOIO HHCTUTYTA
crangaptu3zanuu (1966 r.).
19. OcHOBHBIE UTOTH CTaHAAPTU3ALMH TOKyMEHTOB B Poccum.

20. HanmonanpHast 1 MEXIyHapOIHAsI CTaHAAPTU3AIMS TOKYMEHTOB.
21. XapakTepucTHUKa COBPEMEHHOTO COCTOSIHUS YHU(DUKAIIUHN U
CTaHJAPTH3alMH JOKYMEHTOB.
22. Cranpaptsl MexxayHapoqHoi opranuzanui no crangaprusauuu (MCO).
23. CtpykTypa u o011ast XapaKTeprucTHKa TOKYMEHTOITOTOKOB.

24. O6beM TOKYMEHTO000POTa YUPEKACHUS.

14.2. Tpeﬁ()BaHI/Iﬂ K OIICHOYHBIM MaTepuajgam AJd JUll ¢ OrPpaHHYCHHBIMHA BO3MOKHOCTAMU

310POBbSI 1 HHBAJIH/I0B

I[JISI JiuIy ¢ OrpaHM4YCHHBIMH BO3MOXHOCTAMU 30POBbA U MHBAJIUAOB MPECAYCMOTPCHBI JOIMOJIHU -
TEJIBHBIC OLICHOYHBIC MaTEPHAJIbI, IICPCUCHb KOTOPBIX YKa3aH B Ta6J'II/II_Ie 14.
Ta6J11/1ua 14 — I[OHOJIHI/ITGJIBHLIC MaTepualibl OUCHUBAHUA IJIA JIML C OrpaHUYCHHBIMU BO3MOXKXHOCTAMU

310pPOBbA U MHBAJIUJIOB

Kareropuu
oOy4arommxcs

Bup! JONOTHUATEBHBIX OIEHOYHBIX
MaTepuaioB

@®opMBI KOHTPOJISL U OIICHKH
pe3yabTaTOB O0YUCHUS

C napyueHusMu
ciryxa

TecTsl, MUCEMEHHBIE CAMOCTOSITEIIbHBIC
paboTHI, BOIIPOCH! K 3a4ETY,
KOHTPOJIbHBIE PA0OTHI

[TpeumyIieCTBEHHO MUCHMEHHAS
npoBepKa

C HapymeHusiMu
3peHus

CobecenoBanue 1O BOTIPOCAM K 3a4€TYy,
OIIPOC 0 TEPMHHAM

[IpeumyIiecTBEHHO YCTHAsI MPOBEPKa
(MHIMBUAYAIBHO)

C napyueHusMu
OIIOPHO-
JBUTATEJILHOTO
anmapara

Pemenne MUCTaHIIMOHHBIX TECTOB,
KOHTPOJIbHBIC pa6OTI>I, IIMCBbMCHHBIC
CaMOCTOSTENIbHBIE Pa0OTHI, BOIIPOCHI K
3a4eTy

HpCI/IMyme()TBeHHO JUCTaHIITMOHHBIMHA
MCTOAaMM

C orpaHUYCHUSIMH T10
00LLIEMETUIIMHCKUM
MOKA3aHUSIM

TecTbl, MCEMEHHBIE CAMOCTOSTEIILHBIC
paboThI, BOIIPOCHI K 3a4ETY,
KOHTPOJIbHBIE PAOOTHI, YCTHBIE OTBETHI

[Ipenmy1iecTBEHHO NTPOBEPKa
METOJAMH UCXOJISl U3 COCTOSTHUS
o0y4arouierocss Ha MOMEHT IPOBEPKHU

14.3. MeTtoauueckune peKoMeHAAIMH M0 OLeHOYHBIM MaTepHAaJIaM 1JIsl JUI ¢ OTPAHUYEeHHbIMHU
BO3MOKHOCTSIMU 3/10POBbSI 1 HHBAJIN/I0B

Jis aMil ¢ OrpaHUYEeHHBIMH BO3MOXKHOCTSIMHU 37I0POBbS M MHBAJIUIOB HPEAyCMAaTPUBACTCS J10-
cTymHast (hopMma Mpe0CTaBICHUS 3aJaHUH OIEHOYHBIX CPEJICTB, @ IMEHHO:

- B IleyaTtHo# (opme;

- B IIeYaTHO! (hopMe ¢ YBEITHUEHHBIM HIPUPTOM;

- B (hOpME ITEKTPOHHOTO JIOKYMEHTA;

- METOJIOM YTEHHsI aCCUCTCHTOM 33JJaHuUs BCIYX;

- IPEe0CTaBICHHUE 33JaHUs C UCIIOIb30BAaHUEM CYPIOIIEPEBO/A.

Jlunam ¢ OrpaHWYEeHHBIMH BO3MOXXKHOCTSIMU 3/I0POBbSI M MHBAIHIAM YBEIHYUBACTCS BpeMs Ha
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MOJITOTOBKY OTBETOB Ha KOHTPOJIbHBIE BONPOCHL. i1 Takux 00ydaromuxcs mpeaIycMaTpiuBaeTcs: JOCTYII -
Has (hopMa MpeIoCTaBICHHUS OTBETOB Ha 3aaHMs, 2 IMEHHO:

- MUCbMEHHO Ha Oymare;

- Ha0Op OTBETOB Ha KOMITBIOTEPE;

- Ha0Op OTBETOB C UCIIOJIL30BAHUEM YCIYT aCCHCTEHTA;

— Npe/ICTaBICHNE OTBETOB YCTHO.

[Iponienypa oreHMBaHuUST pe3yabTATOB OOYUEHUS JIUI] C OTPAHUYCHHBIMU BO3MOXKHOCTSMH 370PO-
BbSl 1 MHBAIHIOB 10 TUCLUILTMHE TPeIyCMaTpUBaeT IpenocTaBieHne HHGopMaun B popMax, aaanTH-
POBaHHBIX K OTPAHUYCHUSAM HX 30POBBS M BOCTIPUSATHS HH(POPMALINH:

JI1s1 JIMI ¢ HAPYIIEeHUSIMH 3PeHus:

- B (hopMe IIEKTPOHHOTO IOKYMEHTA;

- B IIeYaTHOW (hopMe YBEITMICHHBIM MIPUPTOM.

JIJ1s1 JIMI ¢ HAPYIIEHUSIMH CJIyXa:

- B (hopMe IIIEKTPOHHOTO IOKYMEHTA;

- B reyaTHou (opme.

JIJ1s1 JIMI ¢ HAPYLIEHHUSIMH OTIOPHO-IBHI aTeJILHOTO anmapara:

- B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

- B IeyaTHoOu (opme.

[Tpy HEOOXOMUMOCTH /TS JIUI] C OTPAaHUYEHHBIMHU BO3MOXXHOCTSIMU 3/I0POBbS U MHBAJIUI0B TPOILIE-
Jypa OIICHWBAHUSI PE3yIbTaTOB 00yICHHUST MOXKET IPOBOIUTHCS B HECKOIBKO ATAIOB.
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