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1. HAUMEHOBAHUWE U LNEJIb OCBOEHUA JUCHUIIJIMHBI (MOAYJISA).

VYyeOnass ngucuuruimHa — «JloKkyMeHTOBe€HHE B IOPUCIPYACHIMH»  H3ydaeTcs
00y4aroluMucs, OCBaMBAIOIIMMHM O00pa30BaTEIbHYIO MPOrpaMMy I10 YrOJIOBHO-IIPAaBOBOMY
npoduito, B coorBeTcTBUU ¢ DesiepalbHbIM rOCy1apCTBEHHBIM 00pa30BaTe/IbHBIM CTaHIAPTOM
BBICIIETO 00pa3oBaHus — OakanaBpuart no HanpasiaeHuto noarorosku 40.03.01 FOpucnpynenuus,
yTBepkIeHHBIM [IprkazoM MuHHCTEpCTBa HAyKW M BhIcIIero oOpa3zoBanus PD ot 13 aBrycra
2020r. N 1011 (®I'OC BO 3++).

JIOKyMEHTOBEIEHUE B FOPUCIPYACHUNHN SBIISIETCS OJHON M3 BaKHEWIIUX JUCLMIUIMH B
CTPYKType IpaBoBOro 3HaHUs. OHa SBISETCS OCHOBOW, TEOPETHUECKUM SJIPOM TIpaBa U oOIIeH
METOJI0JIOTHEN TO3HAHUS U JEATEIbHOCTH B cpepe I0PUCTIPYICHIUH.

Hesm aucuuniaunbl: popMupoBanue y 00ydaronuxcsi MpeCTaBICHHUS O JOKYMEHTAIIUH
U OpTraHU3allud CUCTEMbl JTOKYMEHTAlMOHHOTO obecriedeHust (yrnpaBieHHs JOKyMEHTaluel) B
OpraHM3alMsaX pa3jIMYHOrO YPOBHS YIPAaBIEHHUS, B YAaCTHOCTH, B OpraHax TrOCYAapCTBEHHOU
BJIACTH U YIIPABJICHUS U IPABOOXPAHUTEIbHBIX OpraHax.

3agaud JMCHMIUIMHBI: HAY4YUThb CTYAEHTOB, MCIOJIb3Ysl COBPEMEHHYIO 3aKO-
HOJIATENbHYI0O ¥ HOPMATHUBHO-METOJUYECKYI0 0a3zy IO BOMNpOCaM JOKYMEHTAIMOHHOTO
o0ecrieyeHns yIpaBJiICHUs, COCTABIATh U 0OPMIIATh OPHIIUATBHBIE TIOKYMEHTHI, pa30upaThcs B
nprUeMax U METOJUKE OpraHu3alui paldoThl C JOKYMEHTaMH, B TOM YHUCJIE CO3JaHHBIMU C
MOMOIIBI0 HOBEHIINX MH(OPMAIIMOHHBIX TEXHOJIOTHIA.

2. INTAHUPYEMBIE PE3YJIBTATHI OBYUEHUS 11O JUCHUIIJIMHE (MO4YJI10),
COOTHECEHHBIE C INJIAHUPYEMBIMHA PE3YJBbBTATAMHA OCBOEHUA
OBPA3OBATEJIbHOM ITPOI'PAMMBI

B pesynbrate OcBOGHHS IUCHUIUIMHBI (MOAYJs) OOy4aroUIMHCs IOJDKEH OBJIAJIEThH
CJICAYIOIIMMHU KOMITETEHIHSIMU:

YK-6 CnocobeH ympaBisiTh CBOMM BpPEMEHEM, BBICTPAWBATh M PEaATM30BBHIBATH
TPAEKTOPHUIO CAMOPA3BUTHS HA OCHOBE NMPUHIIUIIOB 00pa30BaHuUs B TEUCHUE BCEH KHU3HH,

IIK — 6 Cnioco0OeH OCyIIeCTBISTh MOTOTOBKY IOPUINYECKUX JOKYMEHTOB.

® Kon
opMupyemasi I 6
JIAHMpPYeMble pe3ybTaThl 00y4eHus pe3yabTara
KOMIETeH U pras—
CIIOCOOBI INIAHUPOBAaHUS CBOOOJHOTO BPEMEHU; VK-6-31
3uarp CrI0CcOOBI IPOEKTUPOBAHUS TPACKTOPUHU VK-6_32
YK-6 Mpo¢eCcCHOHATBHOTO U JIMYHOCTHOTO POCTa.
CriocoGeH ynpaBisTh OLICHUBATh JJUYHOCTHBIE PECYPCHI 10 JOCTHXKEHUIO LIEIei
CBOMM BPEMECHEM, yIOpaBJICHUS CBOMM BpeMeHeM B mpoiiecce peanusarmu | YK-6 — V1
BLICTPAMBATE U YMerh  [TPAEKTOPHUH CaMOPA3BUTHSL.
PCaIN30BLIBAT [UIAHUPOBATh CBOOOJHOE BpeMs U  IPOCKTHPOBATH VK-6— V2
TPACKTOPUIO CAMOPA3BUTHA TPaeKTOPUU JINYHOCTHOTO pOCTa
Ha OCHOBE MPUHIIHUIIOB [prUeMaMl W TEXHUKAMU ICUXUYECKOM caMOperyJsiiuH, VK-6 - B1
00pa3soBaHKs B TCUCHHE Bi1afieHus COOOH U CBOMMH pecypcamu.

BCCH HKH3HH Baagerb |[HaBbIKAMM ~ KPUTHYECKH OLEHUBATh 3(P(EKTUBHOCTH

MCIIONIb30BAaHMSI BpPEMEHM M Jpyrux pecypcoB mpu | YK-6—B2
€IICHUH TOCTaBJICHHBIX LENeH U 3aa4.

cucreMy JEeMCTBYIOILEro rpaxJ1aHCKOTro

3akoHoAaTenbcTBa Poccuiickoit denepannu,

ITIK-6 — 31
K — 6 CIIOCOOBI  YCTPaHEHWS  OMHOOK B IOPHUIAWYECKHX
N IOKYMEHTaX
Crioco0eH OCyIIeCTBISATh 3HaThL =
COOTHOIIIEHHE ITOHSATHIA HOPMOTBOPYECTRBO,
[TOJIrOTOBKY FOPUANICCKHIX
[IPaBOTBOPYECTBO u 3aKOHOTBOPYECTBO, BUbI
TTOKyMEHTOB. TIK-6 — 32
[PaBOTBOPYECTBA, 3aKOHOTBOPYECTBO M IOJ3aKOHHOE
[IPaBOTBOPYECTBO
CCBUIATHCS Ha HOPMBI T'PaKIaHCKOTO 3aKOHOJATEILCTBA
Ymers P p TIK-6 — V1

I[Py pCIICHUUN HpO(l)GCCI/IOHaJ'II)HI)IX 3aj1a4,




BbISIBJIATD TPUYNHDBL OIIOOK B IOPpUANYCCKUX JOKYMCHTAX,
OIIPCACIIATD UX BUJIbI

[0Ka3aTh OTJIMYUTEIbHBIE OCOOCHHOCTH OTHEIBHBIX BUIOB
MIPaBOTBOPUYECTBA, a TaKKe crienuduky npasorBopueckoro | [IK-6 — Y2
nporecca

HaBbIKAMM  aHAJIW3a, TOJIKOBAHWS, TPUMEHEHHA U
peamu3anmMi  HOPM TpaBa B KOHKpeTHBIX Buaax | I[1IK-6 —B1
Baagers [FOpUINYECKON AESTEIBHOCTH;

}OpH,HquCKOﬁ TepMI/IHOJIOI‘I/IeI\/‘I, HaBbIKaMH IIOATOTOBKH H
AHAJIM3a IPABOBBIX TOKYMEHTOB

[IK-6 — B2

3. MECTO JUCHHUIIJIMHBI (MOAYJisI) B CTPYKTYPE OBPA3OBATEJIbHOM
IMPOI'PAMMBI

b1.B.02. «J/lokyMeHTOBEJEHUE B HOPUCIPYACHUIUN» SABISETCA TUCIUIIMHONW YacTH,
dbopMupyeMoil y4acTHHKaMH OOpa3oBaTENbHBIX OTHOHIeHWH bioka lydeOHOro mimaHa u
M3Yy4aeTcs CTYyJICHTaMH IIEPBOTO Kypca B IEPBOM U BTOPOM CEMECTPaxX OYHOU (GOpMbI 00yUICHUS
(TIOJTHBIN CPOK O0YYEHUS).

3.1. TpeGoBaHus K NpeIBAPUTEILHOM MOATOTOBKE 00y4aloerocs:

Tembl pucummuinHbl  «J{OKyMEHTOBENEHHE B  IOPUCHPYICHIMU»  CBSI3aHBl  C
COOTBETCTBYIOIIIMMHU TE€MaMU IUCUMIUIMHBL «Teopust rocynapctBa v mpasay, «l'paxkmaHckoe
IIpaBo», 4YTO CIOCOOCTBYET Oojee IJIOJOTBOPHOW paboTe CTYAEHTOB HaJ TBOPYECKUMU
MPOEKTaMHU.

3.2. JIncuuMnjuHbl (MOAYJIH) M TPAKTHKHU, JJS KOTOPBIX OCBOEHHE TAHHOW
AUCHHILIMHBI (MOAYJI51) HEOOX0AMMO KaK MpeamecTByIoLee:

Pesynbrartel OCBOEHUS AMCHUIUIMHBI ' J[OKyMEHTOBEJACHHWE B IOPUCIIPYICHLIHUH
SIBJISIFOTCST 0a301 TSI IPOXOXKIACHUS TPOU3BOACTBEHHOM MPAKTHKHU.

Pa3zButue y oOydarommxcs HaBBIKOB KOMAaHJAHOW pabOThl, MEXKIUYHOCTHOU
KOMMYHHUKAIIH, MPUHATHS PEUICHUH, JTUACPCKUX KadecTB OOECIIEUYMBAETCS UTEHHUEM JICKIUH,
MPOBEJICHUEM CEMHHAPCKHUX 3aHATHHA, COJCpKaHHUE KOTOPBIX pa3paboTaHO Ha OCHOBE
pEe3yNbTAaTOB HAYYHBIX HCCIEIOBAHUW, NPOBOAUMBIX MHCTHUTYTOM, B TOM YHCIE C YYETOM
pErHOHAIBHBIX 0COOCHHOCTEH MPohecCHOHATBHOM AESTENHPHOCTH BBITYCKHUKOB U MOTPEOHOCTEH
paboronareneii.

PazButne y oOydaronmmxcsi HaBBIKOB KOMAaHJHOW pPabOThl, MEXKINYHOCTHON
KOMMYHUKAIIUHM, TPUHATHS pEIIeHUH, JHUAEPCKUX KadyecTB O00ecleynBaeTcs YTCHHEM
WHTEPaKTUBHBIX JICKITUH.

4. OPbEM JJUCHUIIJIMHBI MOAVYJIs) B 3SAUETHBIX EIMHUIIAX C YKASAHUEM
KOJIMYECTBA AKAJEMUNYECKHUX YACOB, BBIIEJTEHHBIX HA KOHTAKTHYIO PABOTY
OBYYAIOIIIUXCSI C MNPEMNOJABATEJIEM (II0 BUJAM YYEBHBIX 3AHATHUN) W HA
CAMOCTOATEJIBHYIO PABOTY OBYYAROIIIUXCHI.

JucuummmHa npeamnoiaraet uzydenue 10 tem.

OO11ast TPYI0EMKOCTh TUCIUILTHHBI COCTaBIsAeT 4 3aueTHbIe enuHUIbI (144 yacoB).

Oomas B ToM uMciie KOHTaKTHas padoTa ¢
®opma TPYA0EMKOCTh npenoaaBaTejeM cam. B
Ne ceMecTp KYp.pa6/
00y4JeHus B JIEKIIHH | CEMHHAPBI, patoTaKOHTPOJISK
B 3.€. BCEro KOHTP.
yacax 3
pa6
1 2 72 36 14 22 36 3auer
1 |Ounas 2 2 72 36 14 22 36 | S2erc
OIICHKOH
2 2 72 26 10 16 46 3auer
2 OuHo-3a04Has 3 2 72 26 10 16 46 3auer cv
OIICHKOH
3 3aouHast 2 3 108 10 4 6 98




3auer ¢
3 1 36 32 | onenxkoit
(4 gaca)

[IpakTuueckass MOArOTOBKAa OOy4aroUIMXcs MpU  peanu3aludl  JAUCLHUILTUHBI
OCYILIECTBJISIETCS IIyTEM IPOBEACHUS NPAKTUUECKUX 3aHATHM, IPEIyCMAaTPUBAIOLIMX Y4acTHE
oOydJaromuxcsi B BBIIOJHEHUH OTICJIBHBIX JJIEMEHTOB paboT, CBSA3aHHBIX C Oyaymieit
npodeCCHOHATIPHON JIEATEIIFHOCTRIO W HANpaBJIEHHBIX Ha (opMupoBaHHe, 3aKperieHHe,
pa3BUTHE IPAKTHYECKUX HABBIKOB U KOMIIETEHIIUI IO MporpaMMe OakanaBpuara.

[IpakTuueckass NOArOTOBKAa  OOy4aroUIMXCid MpU  peanus3alud  AUCLUILIUHBI
OpPraHHU3yeTCsl B MOJICTBHBIX YCIOBHIX (000pYI0BaHHBIX MOJHOCTHIO UM YaCTUYHO) Ha Kadeape
U B IIOJpa3AeICHUSAX NHCTUTYTA.
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1 cemecTp

Tema 1. Pons u mecto JIOVY B VK-6 - 31
cucteme ynpasiieHus: Poccuiickoit YK-6-V1
Denepanun VK-6 - B2
8 4 2 2 4 K-6 — 31
IK-6 — Y1
I1K-6 — B2
Tema 2. CoBpeMeHHOE YK-6 - 32
rOCy/IapCTBEHHOE PETYIUPOBaHUE YK-6 - V2
JIOY B Poccun VK-6 - B1
8 4 2 2 4 TTK-6 — 32
[K-6 —¥2
IIK-6 — B2
Tema 3. CoctaB ynpaBieHYECKHX YK-6 - 32
JIOKYMEHTOB VK-6 -VY2
YK-6 - B1
8 4 2 2 4 TK-6 — 31
[K-6 —¥2
I1K-6 — B1
Tema 4. Cocrapienue u YK-6 —32
odopmIICHHE TOKYMEHTOB YK-6 -V2
YK-6 — B2
12 6 2 4 6 TK-6 — 32
IIK-6 — V1
IIK-6 — B1
Tema S. OcHOBHBIE IOpUINYECKHE YK-6 -31
MIPUHLHUIIBI OpraHUu3aluu VK-6 -V1
JIOKYMEHTO000pOTa YK-6 - B2
12 6 2 4 6 TK-6 — 31
[K-6 - VY1
IIK-6 — B1




Tema 6. [IpaBoBast ocHOBa YK-6 - 32
pEerucCTpanyy U KOHTPOJIS YK-6 -V1
WCIIOJIHEHUS IOKYMEHTOB 14 8 4 4 6 VK-6 - B2
IK-6 — 32
[K-6 —¥2
ITIK-6 — B2
3auer 10 4 6
Bcero 3a 1 cemecTp 72 32 14 18 4 36
2 cemecTp
Tema 7. HopMaTiBHO-TIpaBOBast YK-6 - 32
0asa 1o cucreMaTH3aIii VK-6 - V2
JIOKYMEHTOB U UX TEKYILETO YK-6 - B2
XpaHEeHUs 16 8 4 4 8 IK-6 — 31
IK-6 - VY1
I1K-6 — B2
Tema 8. IIpaBoBoe perynupoBaHue YK-6 - 32
nporecca IMoJIrOTOBKH U Mepeaadn YK-6-VY2
JIeN B apXUB 18 10 4 6 8 ﬁi:g : 2321
[IK-6 - ¥2
IIK-6 — B1
Tema 9. [TonsTre «oOpameHne VK-6 — 31
rpaKaaH» U 3aKOHOJATENIbHOE VK-6 - V2
perynupoBaHue pabOThl C HUMHU 16 8 4 4 8 YK-6 - B1
IK-6 — 31
IK-6 - Y1
I1K-6 — B2
Tema 10. OcobeHHOCTH BeACHUS YK-6 -31
JICIIOTIPOU3BOJICTBA 110 YK-6-V1
oOpalieHusM rpaxaan 12 6 2 4 6 ﬁi:g : 2322
[IK-6 — ¥2
IIK-6 — B1
3ayer ¢ OLEHKOH 10 4 6
Bcero 3a 2 cemectp 72 32 14 18 4 36
Hroro: 144 64 28 36 8 72
Ou4no-3204Hast popma 00yyeHHs
KonraktHas pabota
o0y4aromuxcs ¢ w
npenojaBaTeneM: (Jac) %
=]
ﬁ ~ (o] g ;
-3 [ 9 &)
g2 B 28| g | & 58 S
—_ B~
HanmeHoBaHHe pa3/IesioB H TeM EE = o §* ° |3 E @ 5 s
iz | EEiilse | &) s -
S s Q T = 5 0 a E = & ?
m © A S S o g 5 s 0
R = = 2o @) Q.
=f SIS Q =
:| 52| £ :
= =" =
< =
%) N—
2 cemecTp
Tema 1. Pons u mecto IOV B YK-6 - 31
cucreMme ynpasineHus Poccuiickoi YK-6-V1
Denepanuu VK-6 - B2
8 2 2 6
IIK-6 — 31
[K-6 - VY1
IIK-6 — B2
Tema 2. CoBpemeHHOE 10 4 4 6 YK-6 - 32
TOCYJIapCTBEHHOE PETYIMPOBAHHE YK-6 - V2




JIOY B Poccun VYK-6 - B1
IK-6 — 32
[K-6 —¥2
ITIK-6 — B2
Tema 3. CocraB ynpaBiIeHIECKIX YK-6 - 32
JIOKYMEHTOB VK-6 - VY2
YK-6 - B1
10 4 2 2 6 TK-6 — 31
I[K-6 — ¥2
IK-6 — B1
Tema 4. CoctaBneHue u YK-6 - 32
oopMIICHHE TOKYMCHTOB YK-6 -V2
YK-6 - B2
10 4 2 2 6 TTK-6 — 32
IMK-6 - VY1
IIK-6 — B1
Tema 5. OcHOBHBIE IOPUINICCKIEC VK-6 — 31
MPUHLIMIIBI OPTaHU3aLuN VK-6 -V1
JIOKYMEHT0000pOTa YK-6 - B2
12 4 2 2 8 TK-6 — 31
[K-6 - V1
I1K-6 — B1
Tema 6. [IpaBoBast ocHOBa YK-6 - 32
pETUCTpaIK U KOHTPOJIS YK-6-V1
WCIIOJTHEHUS JOKYMEHTOB YK-6 — B2
12 4 2 2 8 TK-6 — 32
IK-6 — ¥2
I1K-6 — B2
3auer 10 4 6
Bcero 3a 2 cemecTp 72 22 10 12 4 46
3 cemecTp
Tema 7. HopmaTtuBHO-IIpaBoBast YK-6 - 32
0asa o cucTeMaTH3aIun VK-6 -VY2
JIOKyMEHTOB U X TEKYILEro VK-6 - B2
XpaHCHHS 16 6 2 4 10 K-6 — 31
[K-6 - VY1
IIK-6 — B2
Tema 8. IIpaBoBoe perynupoBaHue YK-6 - 32
npoLecca NOAr0OTOBKH U Mepeiayu VK-6 -VY2
JIeN B apXUB YK-6 - B1
22 8 4 4 14 TTK-6 — 32
IK-6 — ¥2
I1K-6 — B1
Tema 9. [Tonsitue «oOpareHue YK-6 - 31
rpaXkJaH» 1 3aKOHOAATENbHOE YK-6-VY2
perymupoBaHue padoThl C HUMHU YK-6 - B1
12 4 2 2 8 TK-6 — 31
[K-6 - VY1
I1K-6 — B2
Tema 10. OcoOCHHOCTH BEIICHHUS YK-6 - 31
JIETIONPOU3BO/ICTBA 110 YK-6-V1
00paleHNsIM IrpakaaH YK-6 — B2
12 4 2 2 8 TK-6 — 32
IIK-6 — Y2
I1K-6 — B1
3auyer c oneHkoii 10 4 6
Bcero 3a 3 cemecTp 72 22 10 12 4 46
Hroro: 144 44 20 24 8 92
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2 ceMecTp
Tema 1. Posb u mecto JIOY B YK-6 - 31
cucteMe ynpasieHus Poccuiickoit YK-6-VY1
Denepanuu YK-6 — B2
IK-6 — 31
IK-6 - Y1
I1K-6 — B2
Tema 2. CoBpeMeHHOE 20 2 2 18 YK-6 - 32
rOCYAApCTBEHHOE PETYINPOBAHNE YK-6-V2
JOYVY B Poccun YK-6 - B1
IK-6 — 32
[IK-6 — ¥2
I1K-6 — B2
Tema 3. CocTaB ynpaBiaeHYECKHX YK-6 - 32
JIOKYMEHTOB VK-6 - VY2
YK-6 - B1
IK-6 — 31
IK-6 — Y2
I1K-6 — B1
Tema 4. Cocrapienue u 22 2 2 20 YK-6 — 32
odopmIIcHHE TOKYMEHTOB YK-6 -V2
YK-6 - B2
IK-6 — 32
[K-6 - VY1
IIK-6 — B1
Tema 5. OCHOBHBIE IOPUANUECKHE VK-6 — 31
MPUHLIMIIBI OPraHU3aluN VK-6 -V1
JIOKYMEHT0000pOTa YK-6 - B2
ITK-6 — 31
IK-6 - Y1
I1K-6 — B1
Tema 6. [IpaBoBast OCHOBa 22 2 2 20 YK-6 — 32
pEerucTpayy U KOHTPOJIS YK-6 -V1
HCTIOJIHEHUS IOKYMEHTOB YK-6 — B2
IK-6 — 32
[K-6 —¥2
I1K-6 — B2
Tema 7. HopmaTuBHO-NIpaBoBas YK-6 - 32
0a3a mo cucTeMaTH3aIuu YK-6-V2
JIOKYMEHTOB U UX TEKYILETO YK-6 - B2
XpaHEeHHUs IK-6 — 31
22 2 2 20 IK-6 - V1
I1K-6 — B2
Tema 8. IIpaBoBoe perynupoBanne YK-6 —32
Ipouecca NOAr0TOBKY U Iepeadu YK-6 -VY2
JIeN B apXUB YK-6 — B1




IK-6 — 32
IK-6 — Y2
I1K-6 — B1
Tema 9. [TonsTre «obOpameHne VK-6 - 31
rpaKaaH» U 3aKOHOJATENIbHOE VK-6 - V2
perynupoBanne paboThl C HUMHU YK-6 - B1
IK-6 — 31
IK-6 - V1
I1K-6 — B2
Tema 10. OcoOCHHOCTH BEICHHUS 22 2 2 20 YK-6 - 31
JIeIIONPOU3BO/ICTBA TI0 YK-6-V1
00paleHUsAM TpaKIaH YK-6 - B2
IK-6 — 32
IK-6 — Y2
I1K-6 — B1
Bcero 3a 2 cemecTp 108 10 4 6 98
3 cemecTp
3auer ¢ oEeHKOIH 36 4 32
Bcero 3a 3 cemecTp 36 4 32
Hroro: 144 10 4 6 4 130

5. COAEP)KAHUE JUCUMILIMHBI (MOAYJISI), CTPYKTYPUPOBAHHOE IIO
TEMAM (PA3JEJAM).

Paspnen 1. CoBpeMeHHasi opranu3anus J0KYMEHTAIHOHHOI0 o0ecreYeHusl ynpaBJieHust
(10Y) B Poccun.

Tema 1. Poab u mecto IOV B cucreme ynpasienusi Poccuiickoii @egepanmu.

[ToHSTHS  «JIETONPOU3BOJICTBOY»,  <«IOKYMECHTAIMOHHOE OOECIeUYCHHUE  yIPaBICHHS,
«IIOKYMEHT», «O0(MULHATbHBIA JOKYMEHT», <«IOKYMEHTHPOBAHUE», «OpraHu3alus padoOThl C
JIOKYMEHTaMuU».

Ponpe JIOY B paboTe ympaBieHdeckoro ammapaTa. B3auMocBsi3b M B3aUMO3aBUCHMOCTH
ynpaBJ’IeHI/ISI, )IeJ'IOHpOI/BBOI[CTBa 158 apXI/IBOB. 3az[atn/1 ynqueHI/m KadyeCTBa )IOKYMGHTI/IPOBaHI/ISI
YIPABJICHUYECKON JEATENBHOCTH B CBSI3M C MOCIEAYIOIIUM HCIOJIB30BAHUEM YIPABIECHYECKUX
I[OKYMGHTOB KakK I/ICTOpI/ILIeCKI/IX NCTOYHHUKOB.

Bzaumopeiicteue cnyx6s1 JIOY ¢ ApyrumMu MoApas[eNeHUsMH TPaBOOXPAHUTEIbHBIX
OpraHOB, OPTaHOB T'OCYIAPCTBEHHOMN BJIACTH U YIPABIICHUS.

Tema 2. CoBpemenHoe rocyaapcrseHnoe peryauposanue J10OY B Poccun.

3akoHozarenpHble akThl Poccuiickoit ®Penepanuu, 3arparusatomive Bompockl JOY B
OpraHM3alysaX, HE3aBUCHUMO OT WX OpraHHU3allMOHHO-TIPaBOBOH (OPMBI COOCTBEHHOCTH:
denepanbHble 3aKOHBI, ocTaHOBIeHUs [IpaBuTenbcTBa, 3akoHbl TBepckoit obmactu «O cxeme
ynpasieHus: TBepckoil obnacTeio», «O6 ApxuBHoM (oHae TBepckoil o0iacTu M apXuBax»,
NOCTaHOBJIEHUs U pacnopsbkeHus ['yoepaaropa Teepckoii o6mactu B chepe 1OY.

HopmaTuBHbIE W  METOAWYECKHE JIOKYMEHTBI, pPErjJaMeHTHPYIOIIUEe COBPEMEHHYIO
opranu3zaiuio JJOY: 'ocynapcTBeHHast cucTeMa JOKYMEHTAI[MOHHOTO 00eCTieyeH s yIpaBIeHUs
(rcaoy), T1oOCT P 6.30-2003  «YHUGUIMPOBAHHBIE  CHCTEMBI  JOKYMEHTAIWU.
YHUGHUIMPOBaHHAS CUCTEMA OpraHU3allMOHHO-PACTIOPAIUTEILHON JoOKyMeHTauu. TpeboBaHus
Kk odopmiienuto nokymento», I'OCT P 51141-98 «Jlenonpou3BoacTBO U apXHBHOE [IENO.
TepMuHBI M ompeneneHus», TuUrmoBas MHCTPYKIHS IO JEIONPOU3BOACTBY B (herepaibHBIX
opraHax ucrnosHutenbHol Biaactu (M., 2001), Ilepedenb THMOBBIX TOKYMEHTOB, 00pa3yrOMIUXCS
B JIEATENILHOCTU OpraHM3alui, ¢ yKa3aHueM cpokoB xpaHeHus (M., 2001); HopMaTHUBHBIE
JOKYMEHTBI, COJIepKalllieé HOPMBI BpEMEHH Ha paboThl, BBHINOJIHSIEMbIE COTPYIHUKAMU
YIPaBIEHYECKOIO anmnapara.

Pa3nes 2. JlokyMeHTHPOBaHHE YIIPABJICHYECKOI 1esiTeIbHOCTH.




Tema 3. CocTaB ynpasjieHY4eCKHX J0OKYMEHTOB.

@akTOphl, BIMAIOIIME HAa COCTAaB YIPABICHYECKUX JOKYMEHTOB. Ponb TOKyMEHTOB B
peanu3aluy YIpaBIICHUYECKUX pelieHuil u aedctBuil. FOpuanmyeckas cuna yrnpaBiIeHYECKUX
JIOKYMEHTOB.

YaudunupoBanusie cucrembl gokymeHtauuu (YCJ]). VYuudunmpoBanHas cucrema
OpraHu3aIMoOHHO-pacnopsaauTenbHoi nokymentanuu (Y COPJI).

Ob6mepoccuiickuii kaccupukarop ymnpasieHueckoi nokymenranuu (OKY ).

Tema 4. CocTaBiienue u opopmiieHne TOKYMEHTOB

Bunel u  pa3sHOBUAHOCTH  YNPABICHUYECKHX JIOKYMEHTOB. Dopmynisp AOKyMeHTa,
O0COOCHHOCTH (opMyJsipa pa3HbIX BUIOB JTOKYMEHTOB. [IOHSTHE «PEKBU3HTHI JTOKYMEHTa.
Cocras u npaBuia opopMIIeHHS peKBU3UTOB. TpeOoBaHus K OJlaHKaM JOKYMEHTOB.

TpeboBanmsi K  TekcTy JokyMeHTa. OduumanbHO-IENOBOM  CTHIH — CIYKEOHBIX
(ourmanbHBIX) TOKYMEHTOB.

OcobenHoctu  cocTaBieHUss W OGQOPMIICHHMS]  OTACIBHBIX  BHJOB  JOKYMEHTOB:
OpraHU3aI[IOHHO-TIPABOBBIE JIOKYMEHTHI, pacropsiiuTeIbHbIE JIOKYMEHTHI,
WH(OPMAIMOHHO-CIIPABOYHBIE JIOKYMEHTHI.

CocraBnenue u opopmileHHE TOKYMEHTOB C HCIOIb30BAaHHUEM HOBEHIIIMX HH(POPMAIIMOHHBIX
TEXHOJIOTH.

Pa3nen 3. Opranusanus paéoTsl ¢ JOKyMEHTaAMMU.

Tema 5. OcHOBHBbIE IPHMHIUIIBI OPTAaHU3ALMHU JOKYMEHT0000pOTA.

[TonsiTue «10KyMeHTO000pOT». [IpHIIMIIBI U NTpaBUIIa OpraHU3alUu T0KYMEHTO000POTA.

CrpyKTypa U XapakTepUCTHKa JOKYMEHTOIIOTOKOB. DTalbl MPOXOXKIEHUS JOKYMEHTOB B
opranuszanuu. TexHosorus o0pabOTKH MOCTYNAIOUX (BXOASIINX ), OTIPABIAEMBIX (MCXOIALINX)
U BHYTPEHHMX JIOKyMEHTOB. Bocxosiue, HUCXoAs111e U TOPU30HTANIbHBIE JOKYMEHTOIIOTOKHU B
yupexJaeHuu (opraHuzauuu). Yder oObema JoKymMeHTooOopora. TeHneHuuu pocra
JOKYMEHTO00O0pOTa U yTH €T0 COKPAIIEHUS.

Opranuzanys 10KyMEHTO000pOTa B YCIOBUAX MPUMEHEHMs] HOBEMIINX MH(POPMAIIMOHHBIX
TEXHOJIOT .

Tema 6. PerucTpanusi 1 KOHTPOJIb HCIIOJIHEHUSI JOKYMEHTOB.

3HaueHue perucTpanuu JOKYMEHTOB JUIsl YIpPaBJIEHYECKOW AesTenbHOCTH. [IpuHIMIBI 1
OpaBUiIa PErucTpallid JOKYMEHTOB. OpraHuszalus perucTpaldd U TOUCKa HH(popMaluu B
YCIIOBUSX MPUMEHEHUS] HOBEHIINX NH(POPMAIIMOHHBIX TEXHOIOTHH.

KoHTponb MCONHEHNS TOKYMEHTOB. 3HAUEHUE KOHTPOJIS 3a UCIIOJIHEHUEM JOKYMEHTOB B
yIpaBiIeHUYECKON J1eATenbHOCTH. OCHOBHBIE MPUHIUIBI €ro opraHu3auuu. CpoKu HMCIOIHEHUs
JIOKYMEHTOB.

Hcnonp3oBaHne HOBEHIIMX HWH(POPMAIMOHHBIX TEXHOJIOTUH JJIsi BENEHUS KOHTPOJIS
UCIIOJIHEHUS TOKYMEHTOB.

Tema 7. CucremaTn3anus JOKYMEHTOB M X TeKylllee XpaHEHHE.

Howmenknarypa ien, ee Ha3HaueHUE B yUpexkAeHUH (opranu3anuu). Buasl HoMeHkIaTyp nen,
UX O0COOCHHOCTH. TpeOOoBaHUS HOPMATHUBHBIX U METOIMYECKUX JIOKYMEHTOB K COCTAaBJICHUIO U
oopmieHuo HoMeHKIaryp zen. Ilopsanok odopmileHUs, COIIacoBaHMs, YTBEPKACHUS U
BHEJIPEHUSI HOMEHKJIATYP €Il

[Tonsitue «hopMupoBaHue Aem». 3HaUeHHUE MPABUILHOTO (OPMUPOBAHMSI JOKYMEHTOB B J€Na
JUIS UX TIOCJIEIYIOUIET0 XpaHEeHUs U Ucnosb30BaHus. OCHOBHBIC MpaBuiIa (GOpMUPOBAHUS €.
[Tpu3Haky rpynnupoBKU JOKYMEHTOB B IEPBUYHbIE KOMILJIEKCHI.

XpaHeHHe JOKYMEHTOB B CTPYKTYPHBIX NoJpa3aeneHusX. OTBETCTBEHHOCTh 33 COXPaHHOCTD
JTOKyMeHTOB. Opranusaiusi CipaBO4HOM paboTHI.



Tema 8. [loaroroBka u nepegaya e B apXus.

[TonsiTHE «OKCIIEPTU3a LIEHHOCTH JOKYMEHTOBY. DTalbl IPOBEAEHUs dKcnepTru3sl. Co3naHue
LHEeHTpaldbHbIX 3KcnepTHhIX Komuccuil (LIDK) m skcneprHeix komuccuit (9K), ux cocras u
GyHKIIHH.

[Topsiiok MpoOBeAEHUsT SKCHEPTU3bI LIEHHOCTH JOKYMEHTOB, O(QOpPMIICHHE PE3yJIbTaTOB €€
IIPOBE/ICHMUS.

Ilepeunn JOKYMEHTOB CO Cpokamu XpaHeHud. [loHATHEe, Ha3HaueHUE U BUJbI MEPEUHEN
JIOKYMEHTOB U JIEJI.

[TonHoe u yacTuuHOE odopmiieHue nen. OdopmiieHue e MOCTOSHHOTO, JOJITOBPEMEHHOTO
XpaHEHUs U 10 JUYHOMY COCTAaBY.

CocTaBiicHHE OIUCEH, BUABI OIIHUCEH.

[Topsinok caum Aen B apXuB CTPYKTYPHBIMU MOJPa3ACICHUSAMU YUPEKACHUS.

Pasznea 4. Opranu3anus 1eJI0NMPOU3BOACTBA M0 00PAIEHUAM I'PAKIAH.

Tema 9. IlonsiTHe «o0palieHUe rPaxKIaH» U 3aKOHOAaTeIbLHOE PeryJupoBanue padoTsl
C HUMH.

OOpartteHus rpakJaH, MOHITHS «IPEITIOKEHHUE, «3asIBICHUEY, ©KaI00ay, «X0/1aTaliCTBOY,
«KOJUIEKTUBHOE OOpAICHHUEY, «ITCTHIIH.

3akoHOJATEIbHBIE W HOPMATHUBHBIC AKThI, PEriIaMEHTUPYIOIIKE paboTy ¢ OOpalleHUsIMH
rpaxnaaH. 3HaueHue «THUIOBOro MOJIOKEHUSI O BEJICHUM JCJIONMPOU3BOJICTBA MO MPEIJIOKEHUSIM,
3asIBJICHUSAM U Kajlo0aM IpaX/1aH B yUPEKICHUAX, OPraHU3aLUAX U IPEITPUSITHIX ).

Tema 10. Oco6eHHOCTH BeleHH 1eJONPOU3BOACTBA M0 00pPallleHUsIM IPaKaaH.

OcHOBHBIE 3a/1a4H JI€J0ONPOU3BOICTBEHHOM CIIy>KOBI B OpraHU3aIlK paboThl ¢ 00paIleHUsIMU
rpaxzaaH. TexHonorus o0paboTKH T0KYMEHTOB, CPOKU UCIIOJIHEHUS, TPEOOBAHUS K COAECPKAHUIO
OTBETHBIX JOKYMEHTOB, OCOOCHHOCTH (OPMHUPOBAHUS W CPOKU XpaHeHus aen. OpraHuzanus
IIpUeMa IOCETUTEIIEH.

5.1. Ill1anbl cCEeMMHAPCKUX, IPAKTHYECKHUX, J1A00PATOPHBIX 3aHATHIA
Tema 1. Poab u Mmecto IOY B cucreme ynpasiaenust Poccuiickoin @enepauuu.
Bomnpocsr:
1. TloHATHS «IETONPOU3BOJICTBO», «IOKYMEHTAIIMOHHOE OOECHeuYeHrne YIpPaBIICHUS»,
«JOKYMEHT», «0(pHUIHATBHBIN TOKYMEHT», «I0KYMEHTHPOBAaHUEY, «OpraHu3anus paboThl
C IOKYMEHTaMM».
2. Ponp IOV B paboTe ynpaBiieHY€CKOT0 anmapara.
3. B3amMocBs3b U B3aMM0O3aBUCUMOCTH YIIPABJICHUS, IETONPON3BOJICTBA U APXHBOB.

Tema 2. CoBpeMenHoe rocynapcrsenHoe peryauposanue JJOY B Poccnn

Bomnpocsr:
1. 3akononarenbHble akThl Poccuiickoit denepanuu, 3arparuatomniye Bomnpocs J10Y.
2. Ponw JIOY B rocynapcTBEHHOM YIPaBICHUN
3. Cucrema J1I0V.

Tema 3. CocTaB ynpasjieHY4eCKHX JOKYMEHTOB
Bomnpocsr:
1. Ponb 1OKyMEHTOB B pealu3alii YIpaBIeHUYECKUX PELIeHUH 1 IeHCTBUI.
2. YaudunupoBaHHble cucteMbl fokyMmeHTanuu (Y C/I).
3. YHuduuuMpoBaHHas CHUCTEMa OPTaHU3ALMOHHO-PACIIOPAAUTEIBHON  JTOKYMEHTALUU
(YCOPL).
4. O6mepoccuiickuii kiaaccupukaTop ynpasiendeckoi gfokymentauuu (OKY ).

Tema 4. CocTaBiieHue 1 0(popMJIeHHE JOKYMEHTOB
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Bonpocsr:

Buzpsl 1 pa3HOBUHOCTH yIIPaBIEHYECKUX TOKYMEHTOB.

[TonsiTve «PEKBU3UTHI JOKYMEHTA.

CocraB u npasuiia 0ohOpMIIEHUS] PEKBU3UTOB.

TpeboBanus k O1aHKaM JOKYMEHTOB.

TpeboBanust K TekcTy JAokymeHTa. OdQuUuanbHO-IENO0BOM CTHIIb  CIIY)KEOHBIX
(odunuaIbHBIX ) JOKYMEHTOB.

agrwpnE

Tema 5. OcHOBHbIE IPUHIMIIBI OPTAaHU3ALMHU IOKYMEHTO0000pOTa
Bomnpocnr:
1. TlonsaTHE «1O0KYMEHTOOOOPOT».
2. IlpuHuuOb! ¥ IpaBuUiIa OpraHU3aLUU JTOKyMEHTO000pOTA.
3. Texnomorusi o0paOOTKM IMOCTYMAIOUIMX (BXOISIINX), OTHPABISAEMBIX (MCXOAALINX) H
BHYTPEHHUX JJOKYMEHTOB.
4. Opra"um3anmusi  JOKyMEHTOOOOpOTa B YCIIOBUSX  NPHUMEHCHUS  HOBEHIIHMX
UH(POPMALIMOHHBIX TEXHOJIOTUH.

Tema 6. Perucrpanusi ¥ KOHTPOJIb HCIIOJTHEHHUS JOKYMEHTOB

Bomnpocsr:

[IpuHUMIIBI ¥ paBUIIa PETUCTPALIUUA JOKYMEHTOB.

KOHTpOJII) HCIIOJIHCHUSA JOKYMCHTOB..

OCHOBHBIE IPUHIUIIBI €TO OPTaHU3ALUU.

Hcnonp3oBanne HOBEHIIMX HH(POPMAITMOHHBIX TEXHOJOTHHA JUIS BEICHHUS KOHTPOJIS
WCIIOJIHEHUS IOKYMEHTOB.

AP

Tema 7. CucremaTu3anus J0OKYMEHTOB M UX TeKyllee XpaHeHHe
Bonpocsr:
1. Homenkunatypa Jiel1, ee Ha3Haue€HUE B YyUPEXKACHUU (OpraHHU3alum).
2. TpeOGoBaHUS HOPMATHBHBIX M METOJAMYECKHX JIOKYMEHTOB K COCTaBJICHHUIO M O(POPMIICHHIO
HOMEHKJIATyp JEl.
3. OcHoBHEIC MpaBuiIa GOPMHUPOBAHUS JICTT.
4. Tlpu3Haku rpynmnupOBKH JOKYMEHTOB B IEPBHUYHBIE KOMILJIEKCHI.
5. XpaHeHue TOKYMEHTOB B CTPYKTYPHBIX NOJIpa3AeICHUsX.

Tema 8. Iloaroroska u nepegaya e B apxuB

Bomnpocsr:

[TonsiTHe «3KCIEpTU3a HEHHOCTU JOKYMEHTOBY.

Oransl NIPOBEIEHUS DKCIIEPTU3BI.

IlepeyHn TOKYMEHTOB CO CPOKAMH XPaHEHUS.

[TonsiTve, Ha3HaYEHNE U BUABI IEPEUHEN IOKYMEHTOB U €.

ITopsimok ciaum Aen B apXuB CTPYKTYPHBIMM MOJPA3ACICHUSAMA YUPEKACHUS.

asrLONE

Tema 9. [lonsiTe «o0panleHne rpazkIaH» M 3aKOHOJATEJbHOE pPeryjJupoBaHue padoThl C
HUMHU
Bomnpocsr:
1. OOpameHuss TpaxkaaH, TOHATUS  <«IIPEAJIOKEHUE»,  <BasBICHHE»,  <«OKalobay,
«X0J1aTaliCTBOY, «KOJJIEKTUBHOE OOpAIllEHUE, «IIETULIUSY.
2. 3akoHOJATENbHBIE 1 HOPMATHUBHBIE aKThl, PETIAMEHTUPYIOLIUE padoTy C OOpalieHUSIMU
TPaKJIaH.

Tema 10. Oco0eHHOCTH BeleHUs AeJIONPOU3BOACTBA 110 00pPALEHUSIM IPAKIAAH
Bonpocsr:
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1. OcHoBHBIE 3a7auul JIEJIONPOM3BOJICTBEHHON CIyxkObl B oOpraHuzanuu paboThl ¢
0OpaIleHUsIMU TPaK/IaH.

2. Texuomorust 00pabOTKH JOKYMEHTOB, CPOKH HCIOJHEHUS, TPeOOBaHUS K COJCPKAHUIO
OTBETHBIX JIOKYMEHTOB, 0COOEHHOCTH ()OPMUPOBAHUS M CPOKH XPAHEHHS AEI.

3. Opranusanus nprueMa moceTuTeNeH.

6. NEPEYEHD YYEBHO-METOANYECKOI'O OBECIIEYEHUSA JJIA
CAMOCTOSITEJILHON PABOTBI OBYYAIOIIMXCS IO JUCHUILIUHE (MOLYJIIO).

OaHMM U3 OCHOBHBIX BHJOB JESTEIBHOCTH CTYAECHTA SBISIETCS CaMOCTOSITENIbHAs
pabota, KoTOopasi BKJIIOYAeT B ce0sl U3ydeHUE JIEKLIMOHHOTO MaTepuana, y4eOHUKOB U y4eOHBIX
nocoOui, MepBONCTOYHUKOB, IOJTOTOBKY COOOIEHU, BHICTYIUICHHSI HA TPYIOBBIX 3aHATHUSX,
BBINOJIHEHUE MPAKTUYECKUX 3a7aHui. MeTonnka caMoCTOSTENbHON palboThl MpeABaApUTEIBHO
pa3bsACHSETCSl INPENoAaBaTeleM M B  IOCICAYIOLIEM MOXKET YTOYHATHCS C  Y4ETOM
UH/UBUYAJIbHBIX OCOOCHHOCTEH CTYIEHTOB. BpeMs M MecTo caMOCTOATENbHOM paboThl
BBIOUPAIOTCS CTYAEHTAMM 10 CBOEMY YCMOTPEHHUIO C YYETOM PEKOMEHJalui IpernoaaBaTels.
CamocrosTenbHyl0 paboTy HaJl IUCHMIIMHOM ClleAyeT HauyuHaTh C M3Y4YEHUs IMPOrpaMMBbl,
KOTOpasi COJEPKUT OCHOBHbIE TPeOOBAHMS K 3HAHMSIM, YMEHMSIM U HaBbIKaM O0y4YaeMbIX.
OO0s3aTenbHO  ClleAyeT BCIIOMHUTh PEKOMEHJAIMM  IpernojaBaTess, JaHHbIE B  XOJe
YCTAaHOBOYHBIX 3aHATHH. 3aTeéM — MPUCTYNaTh K HM3YYEHHUIO OTAEIbHBIX DPa3leiioB U TEM B
HOps/IKe, IPEeTyCMOTPEHHOM nporpaMmoii. [Tonyuus npeacraBieHue 06 OCHOBHOM COZEp KaHUU
paszena, TeMbl, HEOOXOOUMO H3YYHUTh MaTepuasl ¢ TMoMollpio ydeOHuka. llemecoobpasno
COCTaBUTh KPaTKUH KOHCHEKT WIM CXEMY, OTOOPaKAOLIYI0 CMbICI M CBS3U OCHOBHBIX MOHATUH
JAHHOTO pa3fjesia M BKIIOYEHHBIX B HEr0 TEM. 3aTeéM II0JIE3HO H3YUUTh BBIIEPXKKH U3
HNEpBOMCTOUHUKOB. [Ipu ’kedaHMHM MOXKHO COCTaBUTh HMX KpaTKUi KOHCHEKT. O0s3aTenbHO
CJIEIyeT 3alHUChIBaTh BO3HUKIINE BOIIPOCHI, HA KOTOPbIE HE YAaJI0Ch OTBETUTH CAMOCTOSATENIBHO.

Jns  Oojee TMOJHOW peanu3aluu  I1IeJd, [IOCTaBJICHHONM NpU H3YYEHUH TEeM
CaMOCTOSITENIbHO, CTyJAEHTaM HEOOXOJMMBI CBeICHUS 00 OCOOCHHOCTSIX OpraHW3aluu
CaMOCTOSITENIbHON PabOThI; TPEOOBAHUAM, IPEABSIBIAEMBIM K HEM; a TaKkke BO3MOXKHBIM (popMam
U COJCPXKAHUIO KOHTPOJS M  KAuyecTBa  BBIMOJIHSAEMOW  CaMOCTOSITENIbHOM  pabOTHI.
CamocrosTenbHas padoTa CTy/IeHTa B paMKax JIeHCTBYIOIIEro y4eOHOro MIaHa 1Mo pean3yeMbIM
00pa3oBaTeNbHbIM IIpOrpaMMaM pa3IMYHBIX (popM OOydeHUs MPEAroyiaraeT caMoCTOSTENbHYIO
paboTy mo JaHHOW Yy4eOHOM JUCHUIUIMHE, BKIIOYEHHOW B Yy4eOHbI mmaH. OO0bem
CaMOCTOSITENIbHONW paboThl (B Yacax) MO paccMaTpUBAaeMON y4eOHOW TUCIUILIMHE ONpenesieH
y4€OHBIM IIIIAHOM.

B xozne camocTosiTenbHOM pabOThI CTYIEHT JOJIKEH:

- OCBOUTH TEOPETUYECKUH MaTepual MO HM3ydyaeMOW IUCLHUIUIMHE (OTAEIbHbIE TEMBI,
OTJIEIbHBIE BOIIPOCHI TEM, OT/IE€IbHBIC TIOJIOKEHUS U T. 11.);

- IPUMEHUTD NTOJTYYEHHBIE 3HAHUS U HaBBIKU IS BBITIOJIHEHMSI IPAKTUYECKUX 3aJaHUI.

CrTyneHT, NpUCTYNAOIUNA K H3YyYEHUIO JaHHOW y4eOHOW JUCIUIUIMHBL, IOJIy4aeT
uHpopmanuio 000 Bcex (OpMax CaMOCTOATEIbHOM paboThl MO KypCy C BbIIEICHUEM
00s3aTeNbHOM CaMOCTOSTENBHON pabOThl U KOHTPOJIUPYEMOI CaMOCTOSATEIbHOW pabOTHI, B TOM
yuciae Mo BbIOOpy. 3amaHMs JUIs CaMOCTOSTENIbHOW pPabOThl CTYAEHTA JOJDKHBI OBITh YETKO
c(hOopMyJIMPOBaHbI, pa3rpaHUYEeHbI 10 TEMAM U3Y4aeMOil TUCIUIUIMHBI, U UX 00bEM JOJKEH ObITh
OTIpeJieNieH YacaMH, OTBEJICHHBIMH B y4eOHOM Mmporpamme.

CamocTosiTenbHast paboTa CTYAEHTOB JOKHA BKIIIOYATh!

- MOJITOTOBKY K ayAMTOPHBIM 3aHATHAM (JIEKLIUAM, Ta00paTOPHO-TIPAKTHUECKUM);

- IOUCK (oA00P) U U3yYEHHUE JTUTEPATYPHI U JIEKTPOHHBIX UCTOUHUKOB HH(DOpPMALIUH 1O
WH/IMBUIYaJIbHO 33JaHHOH MpobiieMe Kypca;

- CaMOCTOSITENIbHYI0 pPa0OTy Haja OTHEIbHBIMU TeMaMH Y4eOHOW JUCHMIUIUHBI B
COOTBETCTBUH C TEMAaTHUYECKHUM IIJIAHOM;

- JIOMalllHee 3a/laHue, MpeaycMaTpUBaIollee 3aBepllieHne MPAaKTUYECKUX ayIUTOPHBIX
pabor;
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- HOATOTOBKY K 3a4€Ty UIIU DK3aMEHY;

- paboTy B CTYJCHYECKUX HAYYHBIX OOIIECTBAX, KPY)KKaX, CEMUHApax | T.1I.;

- y4acTue B HAyYHOU U HAyYHO-METOINYecKoi pabote kadeapsl, hakyapTeTa;
- y4acTHE B HAYYHBIX U HAYIHO-NIPAKTUICCKUX KOH(PEPEHIIUAX, CEMUHAPAX.

6.1. 3aganus s yruy0JeHus U 3aKpenJieHusi NPpUoOpeTeHHbIX 3HAHUM

Kon
®dopmMupyemasi KOMIIETEeHIMsI | pe3yJbTaTa 3aganue
o0yueHust
YK-6 1. IIpo4ynTaTh KHUATY 1O TaM MEHEPKMEHTY
Crioco0eH yIpaBisTh CBOMM [IK-6 — 31 | 2.Penen3upoBats HaydHBIE CTATHH 10 IDIAHUPOBAHHUIO CBOETO
BPEMEHEM, BBICTPANBATh U BpPEMEHHU
peann30BBIBATH TPAEKTOPHIO 1. M3yunts cXeMbl IPOEKTUPOBAHUS JINIHOCTHOTO POCTA B
CaMOpa3BUTHUS HA OCHOBE [K-6_32 | foPHCTIpyaeHIHH
MPUHIUIIOB 00pa30BaHuUs B 2. [IpoaHann3mupoBaTh ¥ COCTABUTh CXEMY JUIHOCTHOTO POCTa
TCUCHHE BCEHl KU3HU OJTHOTO U3 TTOJIUTHYECKUX JesITeNnei
K -6 1. 3yunTth ¢ HOMOIIBIO HHTEPHET IOPUINUECKUX HHTEPHET
Crnoco0eH oCyIecTBIATh MOPTAJIOB 3aKOHOIATENBCTBO PETYIUPYIOIIEe
MOArOTOBKY IOPUIANYECKUX IIK-6 —31 | mokymeHTOBeICHHUE
JIOKYMEHTOB 2. [TountaTh Hay4HbIE CTaTHH O POOIEMATHKE B
JIOKYMEHTOBE/ICHHUE
1. IIpoBecTH cpaBHUTENBHBIN aHATH3 HOPMOTBOPYECTBA,
[IK-6_ 32 | PABOTBOPUECTBA U 3aKOHOTBOPYECTBA

2. CocTaBUTh MIPE3CHTAIIMIO O BUaX HOPMOTBOPUYCCTBA,
IIPaBOTBOPYECTBA M 3aKOHOTBOPYECTBA

6.2. 3ananus, HanpaBJieHHbIe HA GopMHUpPOBaHKe TPOecCHOHATBbHBIX YMEHMIl

Kon
®opMupyemasi KOMIIeTEeHIMsI | pe3yJbTaTa 3axanue
00yueHust
YK-6 1. CocraBuTh IJIaH /ie)1 HA A€Hb YUUTHIBAsK PEKOMEH AU 110
Cnoco6eH ynpaBisiTb CBOUM VK6 V1 TaiiM MEHeKMEHTa
BpPEMEHEM, BBICTPaNBaTh U 2. ITocTaBUTh LENb Ha MECSI] M COCTAaBUTh IUIAH JIeJl HA MECSII]
peann3oBBIBaTh TPAEKTOPHIO HaIpaBJIeHHbBIX HA JIOCTIKCHUE LIEJIN
caMOpa3BUTHS Ha OCHOBE 1. CocraBuTh ImIaH B 00IMMX YepTax Ha TOJI, TPU M ISITH JIET
[PUHIUIIOB (36pa301saH1/151 B YK-6 - VY2 | 2.IlpoaHanu3upoBaThb CTaTUCTHUKY 3arpy>K€HHOCTH
TeueHHe Beeil IHU3HU HOTapHyCa
IIK -6 1. Pemmute Gonee 5 3a7a4 Mo BOmpocaM JOKyMEHTOBEICHUS
CriocoGeH OCyIIeCTBIATh TK-6 — V1 2.13y4nTsb cyaeOHyIO IPAKTHKY, CBA3aHHYIO C BOIPOCAMH O
MOATOTOBKY IOPHIMYECKUX npoOJieMax, BBITEKIINX U3 OLTHOOK IPH COCTABICHUH
JIOKYMEHTOB IOPUAMYECKUX JIOKYMEHTOB
1. CocTaBUTh KOHCIIEKT, TPOAHATTU3UPOBAB U BBIJICIINB
OTIIMYUTETIbHBIE 0COOCHHOCTH IPAaBOTBOPYECTBA
IMK-6 — Y2 | 2. 3y4uB npuMepbl IOPUAMIECKUX JTOKYMEHTOB B

IOPHINYEcKOi cucteMe «I'apaHT» BBISIBUTH CIIENU(PUKY
[IpaBOTBOPYECTBA

6.3. 3ananus, HanpaBJIeHHbIE HA (OopMHUPOBaHKE NPO(PECCHOHAIBHBIX HABBIKOB

Kox
dopmMupyemasi KOMIIETEHIIHSI pe3yJibTara 3apanue
o0ydeHus
YK-6 1. CocTaBuTh 3cCe U IIPE3EHTOBATH CBOU TpaduK Ha I€HBb
Crioco6eH yIpaBisaTh CBOUM VK-6_B1 00BSICHUB KPUTEPHUHU €TO BBICTPAUBAHUS
BpEMEHEM, BBICTPauBaTh U 2. BBIsSBUTB KaKue TEXHUKH IICHXO0JIOTHYECKON
pean3oBBIBaTH TPAEKTOPHIO caMOoperyJIsIiKi HanboJiee BaM MOJIXOUT
CaMOpa3BUTHUS HA OCHOBE 1. BoIsIBUTH CBOM )KM3HEHHbIE TIPUHIUITEL M OLIEHUTH UX C
NPUHIUIIOB 00pa30BaHus B TEUCHHUE YK-6 - B2 TOYKH 3pEHUsI JOCTHKEHHS IOCTABJICHHBIX LieTIen
BCEH )KU3HU [TpoanaM3MpoBaTh CBOM MOCIEAHNE 3 TO/1a U BBISIBUTD
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YTO BJIMSIO Ha Baily 3QeKTHBHOCTh

K -6

CriocobeH oCcyIIecTBIATh
MOATOTOBKY FOPUIMIECKUX

JOKYMEHTOB

1.CocTaBUTh CXEMY HOPMAaTHBHO NPABOBBIX aKTOB U
TOCYAApCTBEHHBIX OPTaHOB, PETYIUPYIONINX Pa3IHIHbIE
BU/BI FOPHANIECKON ACATETHHOCTH

IIK-6 — B1
2. VHTepakTuBHAs Urpa C OOJHOKYPCHUKAMH Ha
MIPUMEHEHHE HOPM TIPH COCTABIICHUH IOPHIMIECKUX
JOKYMEHTOB
1.CocraBieHne OPUANICCKUX TOKYMEHTOB I10
TK-6 — B2 puMepam

2.BrisBiieHHE BOIIPOCOB I10 npo6neMaM CBsI3aHHBIM C
MPAaBOBbIMU AKTaAMU I'paKaaH B CCTU UHTCPHET

7. ®OHJl OHEHOYHBIX CPEJACTB AJA NIPOBEJEHUSA TEKYIIEI'O KOHTPOJIA
U TPOMEXYTOUHOM ATTECTAIIMA OBYYAIOIIUXCA 110 JUCIHUIIUHE

(MOAYJIIO).
Ilacnopm ¢ponoa oyenounwvix cpedcme
DOC DOC
@opmupyevas Ilnanupyemble pe3yJibTAaThl 00y4YeHUsl JU TEKYIIEro s .
KOMIIeTeH U KOHTPOJISt MPOMEXKYTOYHOH
aTTecTaluu
YK-6 CIOCOOBI INITAHUPOBAHUS
CriocoOeH CBOOOTHOTO BPEMEHH;
YIIPABJISITH CBOMM YK-6 —31 . Bonpocsr k satery
VYerHeblit onpoc Bomnpocsr k 3auety ¢
BPEMEHEM, 3HaTh CIOCOOBI IPOESKTHPOBAHHUS OLEHKOI
BHICTPaNBaTh U TpaeKTOpUH NPOHECCHOHATIBHOTO
[pean3oBBIBATh 1 TMYHOCTHOTO POCTAa.
TPaeKTOPHUIO YK-6 —32
CaMOpa3BUTHS Ha OLICHNBATb JINYHOCTHBIC
OCHOBE pecypchl 110 JOCTHHXKEHHIO TIeTIer
[PUHIUIIOB YIpaBIIeHUS] CBOMM BPEMEHEM B
00pa3oBanus B npo1ecce pealn3auuu BOIDOCE K 32496T
| criciiie Beet TPaskIopuHt Pedepar Bor{gocm K 3aqu§ c
PKH3HH YMeTs | CaMOpa3sBHUTHS, -
VK-6 — V1 OLICHKOH
IUTAHHUPOBATh CBOOOHOE BpEMS U
IPOEKTUPOBAThH TPACKTOPUU
JIMYHOCTHOTO POCTa
YK-6-VY2
HNpUEeMaMH M TEXHUKaMH
IICUXMYECKON caMOperyIIsnuH,
BIIaJICHUS COOOH M CBOUMH
pecypcami.
YK-6 — Bl
Bompocs! k 3agery
HaBBIKAMH KPUTHYECKH n BoIbOCk K 3896Ty ¢
Baagers| omennsats PaKTHYECKHUE 3a1aHUs poct y
OLICHKOH
3(}eKTUBHOCTb UCIIONB30BAHUA
BPEMEHH H APYTUX PECYPCOB
pu
pELIeHUH OCTaBISHHBIX
Lenel u 3a1aq.
YK-6 - B2
ITK — 6 CUCTEMY JCHCTBYIOIIETO
CriocobeH TPaXKIAHCKOTO
OCYILECTBJIATh 3aKoHOJaTeNbCTBa Poccuiickoi Bompocs K 3a4eTy
[IOATOTOBKY ®enepanu, Crocookb! VYcrHbIl onpoc Bomnpocs! k 3a4ety ¢
FOPUIUYCCKUX 3HaTe | yerpanenns ommGOK B OIEHKO
TOKyMEHTOB. IOPUIMYECKUX JTOKYMEHTaX

I1K-6 — 31

COOTHOIIICHNE MOHATHH
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HOPMOTBOPYECTBO,
MPaBOTBOPYECTBO U
3aKOHOTBOPYECTBO. Bubl
MIPaBOTBOPUECTRA,
3aKOHOTBOPYECTBO U
T0JI3aKOHHOE TTPABOTBOPYECTBO
TIK-6 —32

CCBUIATHCS] HA HOPMBI
IPakKAaHCKOTO 3aKOHOIATEIbCTBA
MIPU PELICHUH
po¢heCCHOHATBHBIX 337134,
BBISIBJISITH TIPUYHMHBI OMIHOOK B
IOPUIMYECKUX JTOKYMEHTAX,
OTIPEAETATh X BUJIBI

Ymern K-6 - V1

MI0Ka3aTh OTIINIUTEIIHHBIC
0COOCHHOCTH OT/AEIBHBIX BUIOB
MIPaBOTBOPUYECTBA, & TAKXKE
crenuduKy MpaBOTBOPYECKOTO
nporecca

ITK-6 - Y2

Pedepar

Bormpocsl k 3auery
Bormpocsl k 3adery ¢
OILICHKOH

HaBBIKAMHU aHaJn3a,
TOJIKOBaHUs, IPUMEHEHHUS U
peanu3anuy HopM IpaBa B
KOHKPETHBIX BUJIaX
FOPUINYECKON IeATEIbHOCTH;

Baagernb [K-6 — B1

IOpUINYECKON TEPMUHOJIOTUEH,
HaBBIKAMHU MOATOTOBKU H
aHaIu3a MPaBOBBIX JOKYMEHTOB
I1K-6 — B2

Bormpocsl k 3auery

IIpakTueckue 3ananuss| Bompocsl k 3a4eTy ¢

OIICHKOM

Onucanue nokazamenei u Kpumepuee OueHuU6anun Komnemenuuﬁ Ha pa3jiu4HnblX ymanax ux
d)opmupoeanuﬂ, onucanue wKat OuUeHUBAHUA

KpuTepml OICHUBAHUA PE3yJbTaTOB

®opmupyemas
Iliiannpyemble pe3yabTaThl 00y4eHUsI o0y4eHust
KOMIIETEeH U
2 3 4 5
CHoCcOOBI TUTAHUPOBAHHUS
cBOOOJTHOTO BPEMEHH;
YK-6 31
YactuyHo
Croco0BI IPOEKTHPOBAHUS He 3naer 3Haer OTin4HO
3uars TPaeKTOpUHU SHaet 3HaeT
YK-6 IPO(ECCUOHANTBHOTO U
Crocoben
JIMYHOCTHOTO POCTA.
YIIPABISITH CBOMM VK-6 — 30
BpEMEHEM,
OLICHMBATh JINYHOCTHEIE
BBICTPaMBaTh U
pecypehl 1O IOCTHKEHUIO
pean3oBbIBaTh L
nesneu
TPaeKTOPHUIO
YIIPaBJICHUS] CBOUM
CaMOpa3BUTHS Ha
BpPEMEHEM B
OCHOBE MpOLIECCE peaT3anum
MIPHUHITUIIOB port P YactuaHO CBoboxHO
TPacKTOpUU He ymeer Ymeer
obpa3oBaHus B YmMerhb . ymeeT yMeeT
TE€YEHUE BCEH camMopasBuTH,
YK-6 — V1
KU3HU
IUTAaHUPOBATH CBOOOTHOE
BpEMsI U IPOEKTHPOBATD
TPaeKTOPUH JTMYHOCTHOTO
pocta
YK-6 -V¥2
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Baagernp

MpUEMaMH U TCXHUKAMU
TICUXUIECKON
CaMOPETYJISINH, BIIaJACHUSI
c000ii 1 CBOUMH
pecypcamu.

VK-6 - B1

HABBIKAMH KPHUTHUECCKA
OLICHUBATH

3¢ PEKTUBHOCTH
HCIIOJIb30BaHHUS
BPEMEHU U JAPYTUX
PeCypCoB mpu

PELIEHUH MTOCTABIEHHBIX
Lesnen u 3a1ad.

YK-6 — B2

He Bmageet

Yactnaao
BJIAJIEET

Bnageer

CB00OIHO
BJIAZIEET

IIK-6
Cniocoben
OCYILECTBIIATH
MOJITOTOBKY
OPUIUYECKUX
JIOKYMEHTOB.

3HaThL

CUCTEMY JEHCTBYIOLIETO
Tpa)XIaHCKOTO
3aKOHO/IaTEIHCTBA
Poccuiickoit denepanumy,
CHOCOOBI yCTpaHCHHS
OIHUOOK B FOPUANICCKIX
JIOKyMEHTax

ITIK-6 — 31

COOTHOIIICHHUE MMOHATHI
HOPMOTBOPYECTBO,
MIPaBOTBOPUYECTBO U
3aKOHOTBOpUYECTBO. Bunbl
MIPaBOTBOPUYECTBA,
3aKOHOTBOPYECTBO U
II0I3aKOHHOE
MIPaBOTBOPUYECTBO

IIK-6 —32

He 3naer

YacTuuHO
3HACT

3Haer

OTan4HO
3HAET

YmMmern

CCBUIATHCS HA HOPMBI
TPaXKIaHCKOTO
3aKOHO/IATEJIbCTBA IPU
peweHnuu
npodeccrnoHanbHBIX 33124,
BBISABJIATH IPUYUHBI OHIPI6OK
B IOPUIUYCCKUX
JOKYMEHTaXx, OopeacIsATh uxX
BU/JIBI

IK-6 — V1

MOKa3aTh OTJIINYNTEIIbHBIC
0COOCHHOCTH OT/AEIBHBIX
BHUJIOB IIPaBOTBOPUYECTBA, &
TaKKe CIIeIUPUKY
IPaBOTBOPYECKOT0 Mpolecca
ITK-6 — Y2

He ymeer

YacTuuHO
yMmeer

VYmMmeer

CBoOogHO
yMeer

Baanernb

HaBBIKAMU aHAJIN3a,
TOJIKOBaHHUSI, IPUMEHEHUS
Y peanu3allid HOPM MpaBa
B KOHKPETHBIX BHJIaX
FOPUIMYECKON
JIESATEILHOCTH;

I1K-6 — B1

IOPUANYECKOI
TEPMUHOJIOTHEH,
HaBbIKaMU MOJTOTOBKHU U
aHaM3a MpaBoOBBIX
JIOKyMEHTOB

I1K-6 — B2

He Bnageer

YacTUyHO
BJAJEET

Bnaneer

CB0001HO
BIIAZEET
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7.1. ®OC nast npoBeleHUA TEKYIIEro KOHTPOJIsI.

7.1.1. 3aganus Qa5 ONEHKH 3HAHUU

Kon
dopmupyemas
KOMIICTeHILHSI pe3yJabTara 3aganne
00yueHust
YK-6 IlepeyeHb BONIPOCOB /15l YCTHOIO OIIPOCa:
Cnocoben 1. ABroMaTH3MpOBaHHAs TEXHOJIOTHS 00pPaOOTKH BXOJSIIUX, HCXOSIINX U
YIPaBJIATH CBOUM BHYTPEHHUX JOKYMEHTOB.
BpEMEHEM, YK-6 - 31 2. TloBsirenue 3¢pHeKTHBHOCTH KOHTPOJISI HCIIOJIHEHNUS IOKYMEHTOB.
BBICTpauBaTh U 3. ABTOMAaTH3UpPOBAHHAS TEXHOJOTHS KOHTPOJIS UCTIOTHUTEILCKOM
peanu3oBLIBaTh JUCIUTUIAHBL.
TPaeKTOPHUIO 4. ABTOMAaTH3MpOBaHHAS TEXHOJOTHUs pabOTHI C O0pAICHUAMH IPasKAaH.
caMopa3BUTHSA Ha Ilepeyens BOMpOCOB AJIs1 YCTHOT'O ONpoca:
OCHOBE 1. ABTOMaTH3MpPOBAHHBIC TEXHOJOTHH PEOAKTHPOBAHUS TEKCTa TOKYMEHTOB.
MPUHLIUIIOB VK-6 32 2. CpexacrtBa aIMIHHACTPATHBHO-YIIPABICHYECKON CBI3U
00pa3oBaHuA B 3. XapakTepHucTHKa POCCHHCKIX CHCTEM aBTOMAaTH3AINH ACTIOMPOU3BOICTRA.
TE€YEHHE BCer 4. ABTOMATH3MPOBAaHHBII KOHTPOIb HCIIONHEHHS PACTIOPSAUTEIEHBIX
JKU3HU JIOKYMEHTOB.
IIK -6 IlepeyeHb BONIPOCOB JIsl YCTHOIO ONPOCa:
Criocobex 1. TocynapcrBeHHasi HHOPMAIIMOHHO-TEJICKOMMYHUKAIIMOHHAs CUCTEMa
OCYULIECTBIISATh (UTKC).
MOJTOTOBKY ITK-6 — 31 2. WudopmanmoHHbIE TEXHOJIOTHMH KOHTPOJIS UCTIONHEHHS YIIPaBJICHYECKUX
IOPUIAYECKUX peuieHui
JIOKYMEHTOB. 3. Kinaccudukauus cucreM aBTOMaTU3UPOBAHHOTO JIEJIONPOU3BOJICTBA.
4. KoMIpIoTepHBIC TEXHOJIOTHUH TIOATOTOBKH U TIPOBEICHHSI COBETITAHUH.
Ilepeyens BOMPOCOB 51 YCTHOTO ONpoOca:
1. Oprarmzanus IpoBEepOK pabOTHI OJBEAOMCTBEHHBIX MPEATIPUSTHIA
(CTPYKTYpHBIX TIOpa3 ICIICHII)
2. TlonsTure 37eKTpOHHOTO AOKyMeHTa. COBpeMEHHBIE ITOIXOIBI K
[1IK-6 — 32 aBTOMAaTHU3ALMH JEeJIONPOU3BOICTBA.
3. TlpuaHnums! obecreyeHus: KOHOUACHITUATFHOCTH HH(POPMAIIAN B
ABTOMAaTH3HPOBAHHBIX CUCTEMaX JeJIOTIPOM3BO/ICTRA.
4. Tlpouecc TOKYMEHTHPOBAHHS U )KU3HEHHBIN IUKIT JOKyMEHTa B
YUPEKACHUU
KpuTtepun oneHKH yCTHOTO Onpoca:
Ouenka Kputepuu ouenuBanus
OO6yyarommiics oOHapyXKMBaeT HE3HAHUE OTBETA HA BOMPOCHI, JOMYCKAET OTMOKH B
Hey/I0BIETBOPHTENBHO (bopMyIHpOBKE ONpeNeNieHHH U TPaBUJI, UCKaXaIOIIUe UX CMBICH, OECIOpsI0YHO U
HEYBEPEHHO
U3J1araeT MaTepual
OOyuarommiicss OOHAapy>KUBaeT 3HAHHE W IMOHUMAHHE OCHOBHBIX ITOJIOKCHHMA
3aJJaHHBIX BOIPOCOB, HO U3J1araeT MaTepuay HEMOJHO M JOMYCKaeT HETOYHOCTU B
Y I0BJIETBOPUTENBHO ONpe/ieSIeHUH MOHATUH WIN
(opMynHpOBKE TMpaBHi, HE yMEET JOCTaTOYHO OOOCHOBAaTh CBOM CYXACHHS U
MIPUBECTH NTPUMEPHI, N3J1araeT MaTepHall HEMOCIEA0BATEIFHO U JOIYCKAET OMHOKH
OOyyaromuiicst JaeT NpaBUIbHBIE OTBETHI HAa BOIPOCHI, HO JJONMycKaeT 1-2 omuoKy,
Xoporro KOTOpBIE CaM JK€ HCHPAaBISCT, HE YMEET JIOCTAaTOYHO TIyOOKO W JOKa3aTebHO
000CHOBATh CBOM CYXKJICHUS
OOyy4aromuiicst IOJHO M apryMEHTHPOBaHO OTBEYACT HAa BONPOCHI, OOHApYyXHMBaeT
OTIHaHoO IIOHNMaHWe MaTepuajga, MOXeT O0O0OCHOBaTh CBOM CYXKJICHHS, IPUBECTH
HE00XOIUMBIC IPUMEPHI, H3JIATaeT
MaTepHall NocJe10BaTeIbHO U MPABUIIBHO
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7.1.2. 3agaHus 11 OEHKHU VMEHU I

Kon
dopmupyemas
KOMIIeTeHIUsl pesyabTara 3ananne
o0yueHust
YK-6 Ilepeuyens Tem auis pedeparos:
Cnocoben 1. DneKkTpoHHBIE BEPCUU CITY>KEOHBIX JOKYMEHTOB: ()YHKIIMU U THIIOJIOTUS
YIPaBISITH CBOMM 2. YrpaBieHYecKas JeITeIbHOCTh U JAEIONPOU3BOICTBO
BpEMEHEM, YK-6 -31 3. B3auMmocBs3b 1 B3aM03aBHCUMOCTH yrpasienus u JJOY
BBICTPaMBaTh U 4.3akoHOaTEeIbHOE W HOPMAaTHUBHO-METO/AMYecKoe peryiaupoBanue JJOY B
pean30BbIBATH Poccuiickoit denepannn
TPaeKTOPHUIO 5. Opranmszarmonssie Gopmer 10Y
CaMOpa3BUTHS Ha ITepeyens Tem 1Js pedpepaToB:
OCHOBE IPUHIIUIIOB 1. Tpe6oBanust OCT P 6.30-2003 k 61aHKaM JOKyMEHTOB
o0Opa3oBaHU B 2.Opranmanus JOKyMeHT000opoTa. Jtambl 06paboTtku nokymMeHToB. O0beM
TEYEHHUE BCEH VK-6 - 32 JIOKyMEHTOB
KU3HU 3. Pernctpanust 1OKyMeHTOB
4.OpraHu3anys cripaBOYHO-HHPOPMAIIHOHHOTO 00CITy>KUBaHUS
5.3HaueHne KOHTPOJIsI UCIIOJTHEHUS JOKYMEHTOB. [IpHHIMITBI €ro opraHu3aluu
K -6 Ilepeyens TeM 1uis pedpeparoB:
CriocobeH 1. OcHoBHBIC TPeOOBaHUS K OOPMIICHHIO [T
OCYILECTBIIATh 2.Iopsinok nepenayu Jej B apXuB
MOJTOTOBKY K-6 — V1 3. Jlenonpon3BoICTBO M0 OOpAIEHUsIM IPaKIaH: ero 3aKOHOAATEIbHOE U
IOPUINYECKUX HOpPMaTHBHOE peryiupoBanue. Buapl oOpameHnit
JIOKyMEHTOB 4.3nauenne u HanpapieHune komnblotepuzanuu JJOY B Poccuiickoit
denepanuun
5. Tpebosarns 'OCT P 6.30-2003 k cocraBneHuto u opopmiaeHno OPJ]
Ilepeuyens Tem 1151 pedepaToB:
1. OcHoBHBIE TpeOOBaHMS K (OPMUPOBAHHIO PA3THIHBIX KATETOPHH
JIOKyMEHTOB B JIeJIa 1 UX XPaHCHUIO
2.HomeHknartypa nedi.
IIK-6 - V2
3. TpeboBaHus K COCTABICHUIO U 0(OPMIICHHIO
4. JkcrepTU3a HAYYHOW M MPAKTHYECKON IIEHHOCTH JJOKYMEHTOB. Ee
OpTaHU3aIMs U ATAIBI IPOBEICHHS
5. TumnoBsle ¥ BeIOMCTBEHHBIC IEPEUHH JOKYMEHTOB CO CPOKAMHU XPAHEHUS

Kpurepun oneHku yueOHbIX AelicTBUI, 00ydyaromuxcs (BbICTYIIEHHE € I0KJIa10M, pedepar

1o 00Cy’K1aeMOMYy BONIPOCY)

Ouenka

XapaKkTepuCTHKH 0TBeTa 00y4alouerocs

OTJau4YHO

oOyyaromuiics Try0OKO U BCECTOPOHHE YCBOMII IIPOOIeMy;

- YBEpEHHO, JIOTHYHO, ITOCIICAOBATEIHFHO M IPAMOTHO €T0 U3JIaracrT;

- omHpasch Ha 3HAHUS OCHOBHOHW W JOTOJIHHUTEIFHOW JINTEPATYPHI, TECHO MPHUBS3HIBACT
YCBOCHHBIE HAYYHBIE TIOJIOXKEHHS C MIPAKTUIECKON AESITENLHOCTHIO;

- yMeJi0 00OCHOBBIBACT U API'YMEHTUPYET BBIIBUTAEMbIC UM UJICH;

- JIeJIa€T BBIBOJBI U 00O0OIIEHHS.

Xopowmo

00yYaroIuiics TBEPI0 YCBOUI TEMY, TPAMOTHO H 10 CYIIECTBY U3JIaraeT ee, OMUPasch Ha
3HAHMSI OCHOBHOM JINTEPATYPBHIL;

- HE OIYCKAeT CYIICCTBEHHBIX HETOYHOCTEH;

- YBSI3bIBAET YCBOCHHBIC 3HAHMS C MMPAKTHYCCKON IEATCILHOCTHIO;

- apryMEHTHPYET HayYHBIC TIOJ0KEHUS;

- JieaeT BBIBOJBI U 0000IIEHNS.

YaoBiaerBopuTebLHO

TEMa pPacKphiTa HEAOCTATOYHO YETKO M IOJHO, TO ecThb OOyYaromuiics OCBOMI
mpobieMy, 1O CYIIECTBY H3JaracT ee¢, ONUPAasCh Ha 3HAHHUS TOJBKO OCHOBHOM
JINTEPATYPHI;

- IOITyCKaeT HEeCYIICCTBEHHBIC ONIMOKU ¥ HETOYHOCTH;

- HCTIBITBIBAET 3aTPYAHEHUS B IPAKTUUECKOM IPUMEHEHUN 3HAHUH;

- cnmabo apryMEeHTUPYET HayIHBIE TIOJIOKEHUS;

- 3aTpyAHSAETCS B (DOPMYITMPOBAHUH BBIBOJIOB U O0OOIICHMIA.

HeynosaerBopureabHo

00yJaronuiicss He YCBOWMII 3HAYUTEILHON YaCTH MPOOIEMBbI;
- JOIMYCKACT CYIECCTBCHHBIC OIIMOKY M HETOYHOCTH IIpHU paCCMOTPEHNHN €€,
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- UCTIBITBIBACT TPYJHOCTH B MPAKTHYECKOM NPUMEHEHUH 3HAHWH;
- He MOJKET apr'yMEHTUPOBATh HAy4YHBIE MIOJIOKEHHUS;
- He QOPMYIHpPYET BEIBOZOB U 0000IICHAH.

7.1.3. 3aganus 15 ONEHKH BJAJCHHI, HABLIKOB

®opmupyemas
KOMIIeTeHIUsl

Kon
pe3yJibTaTa
00yueHust

3amanme

YK-6

Criocoben
YIPaBIATH CBOUM
BpPEMCHEM,
BBICTPaUBAaTh U
pcau30BEIBAT
TPaeKTOPHIO
caMOpa3BUTHSA Ha
OCHOBE IPUHIIUITOB
o0pa3oBaHU B
TEUEHHUE BCEH
SKM3HA

YK-6 -31

IlepeueHb MPaKTHYECKUX 3aAaHUMH:
[IpakTnueckoe 3ananue 1
Tema: Oprarnzanus 3aceJaHus KOJJIETHAIFHOTO OpraHa
Omnucarts:
1.IIporenypy mpoBeeHUS MOArOTOBUTEIHHOM pabOTHI 0 OpraHU3auU
3acemanus (MPUTIIAICHUS, TOITOTOBKA MTOMEIICHUS, TOITOTOBKA MAaTEPHAJIOB)
2.ITporecc BeneHus 3aceqanus (ONUCaTh MPOLCAYPY, POJIb peceaaTes, Poiib
cekperaps)
3.0dopmiieHue pe3yIpTaTOB: MPOTOKOI ((hOPMYJIp, PEKBHU3UTHI, IOPSIIO0K
o opMIICHHS); BBITIFICKA U3 TIPOTOKOTIA.
3aganue:
O¢opMHUTE IPOTOKOI (TTOTHBII) U BRITUCKY U3 IIPOTOKOJA 3aCEAAHUS
KOJJIETHAIFHOTO OpPTaHa B COOTBETCTBUH C 3aKOHOAATEIIEHBIMU 1 HOPMATHUBHO-
METOAMYECKIMH TPEOOBAHUSIMH, TIPEIBIBIIEMBIMU K TaHHOMY BUAIY
JIOKYMEHTa

IIpakTudeckoe 3amanue 2

Tema: [lonroroBka HHGOPMALMOHHOTO TTHCHMA

Omnmucarts:

1.TpeGoBanusi, mpeabsBiIsieMble K (hopMe MUChbMa (COCTaB PEKBU3UTOB)

2. TpeboBaHus, IPEABABIAEMBIE K TEKCTY HH(OPMAIIIOHHOTO IIHChMa
3aganue:

OdopmMuTs NHPOPMAITMOHHOE INCHMO B COOTBETCTBHH C 3aKOHOAATEIBHBIMU 1
HOPMaTHBHO-METOJMYECKUMH TPEOOBAHUSIMH, IPEABIBISACMBIMU K TAHHOMY
BUY TOKYMEHTa

YK-6-32

IlepeyeHb MpaKTHYECKUX 3aJaHUM:
[IpakTuueckoe 3aganue 3
Tema: IloaroroBka NOKIaHON 3aIIUCKU
Onucats:
1.TpebGoBaHus K TEKCTY JOKJIATHOM 3aIHCKH.
2.CocraBiieHUE TEKCTa JIOKJIATHOM 3aIHCKH.
3.0dopmiieHre TOKIIATHOM 3aMUCKH.
4.00cyxIeHre Tpoliecca MoArOTOBKH JOKJIaJHOW 3aITMCKH (TIPUYHUHBI 1
MOPSIIOK TIOAAYH).
3aganue:
OdopMUTE ZOKITATHYIO 3aITUCKY B COOTBETCTBHH C 3aKOHOIATSIIHHBIMU U
HOPMATHBHO-METOAMYCCKIMH TPEOOBAHHSAMH, MPEIBIBISIEMBIMA K TAHHOMY
BUY JOKyMEHTa
[IpakTudeckoe 3ananue 4
Tema: Iponeaypa odopMiIeHHS 3asiBICHUS
Ornucats:
1.Bo3Mo>KHBIE IPHYNH [TOIa4H 3asBICHUI.
2.TpeboBanus kK GpopMyIspy 3asiBICHUSL.
3.ITopsinok nojauu 3asBICHUI 0 pUeMe Ha paboTy, YBOJIbHEHHH, OTITYCKE H T.
I
4 Tlponenypy NOATOTOBKHU 3asIBIICHUS.
3anaHue:
OdopMUTE 3asBICHUE O BBIIAYN KOITUH JOKYMEHTA O IPEABLIYIEM
00pa3oBaHNH (KOIMHU aTTeCcTaTa, JUIJIOMA) B COOTBETCTBHUH C
3aKOHOJATEIbHBIMH U HOPMATHBHO-METOIUICCKAMH TPEOOBAHUSIMH,
MPEeIbABISIEMBIMU K TAHHOMY BUIY JOKYMEHTA
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K -6
Criocoben
OCYIIECTBIISTH
MOATOTOBKY
IOPUANICCKUX
JIOKYMEHTOB

I1K-6 — B1

Ilepeyens npakTHYeCKUX 3aAaHMIL:
[IpakTudeckoe 3amanue 5
Tema: /IBmKeHHE TOKyMEHTA B yUPEXICHUH, pupMe (Ha IpUMepe MuchMa u
JTOKJTaTHOM 3aITHCKH )
OmnmcaTs BapuaHTHL:
JIOKyMeHT, NOCTYNUBILIHUN U3BHE.
JIOKyMeHT, OArOTOBJICHHBIN U1 OTIPABKH.
BHyTpeHHUI JOKYMEHT.
3anmauu:
Ha NpUMepe MUCbMa U JOKJIQJAHOM 3alUCKU
OnwucaTh NOPSJOK PETUCTPALIUU JOKYMEHTA.
ITopsnok HanmoXeHue BU3.
IIponienypy HampaBiieHHUs Ha UCTIOJHEHHUE.
Omnucatp MOPAAOK NMPEACTABICHNS JTOKYMEHTA Ha IOAIHCE.
3amanmue:
OdopMuUTh THCHMO B BEIIIECTOSIIYIO OPTaHU3AIMIO MITH JOKJIAIHYIO 3aIHCKY B
COOTBETCTBHH C 3aKOHOJATEIbHBIMU U HOPMATUBHO-METOANIECKUMH
TpeOOBaHUAMH, IPEIBABIAEMBIMH K JAHHOMY BUTy JTOKyMEHTA

IIpaxkTudeckoe 3ananue 6

Tewma: [poreypa opraHu3aiius MpOBEPOK pabOTHI MOABEIOMCTBEHHBIX
HIpeanpUSTHH (CTPYKTYPHBIX MOIpa3IeIICHH)

Omnmucarts:

1.ITpunsaTHE peuIeHns O IPOBEICHIH IPOBEPKU (0OOCHOBAHHE PEILICHHUS,
MOATOTOBKA TOKYMEHTOB 10 IPOBEPKE U T.1.).

2.0¢opmiteHre akTa (TpeboBaHUS K HOPMYILPY U TEKCTY JOKYMEHTA)
3aganue:

OdopMuUTh aKT NIPOBEPKH PAOOTHI MOABEJOMCTBEHHOTO IPEIIPHUATUS
(opraHu3anuy/ yupexJeHUs) B COOTBETCTBHHU C 3aKOHOJATEIEHBIMH 1
HOPMaTHBHO-METOJMYECKUMH TPEOOBAHUSIMH, IPEIBABIIEMBIMH K TAHHOMY
BUJly IOKyMEHTa

IIpakTuueckoe 3aganue 7

Tema: [Tonroropka HHGOPMALMOHHOTO TTHCHMA

Omnmucarts:

1.TpeGoBanusi , npeabsBIIsieMble K OpMe MUCbMa (COCTaB PEKBHU3UTOB)
2.TpeboBanus, MpeABABIAEMbIE K TEKCTY HH)OPMAILIOHHOTO ITHCEMa
3aganue:

OdopmMuts HHPOPMAITMOHHOE TTHCHMO B COOTBETCTBUH C 3aKOHOAATEIbHBIMHU H
HOPMAaTHBHO-METOMYECKUMH TPEOOBAHUSIMH, IPEIBSBISCMBIMU K TAHHOMY
BUY TOKYMEHTa

I1K-6 — B2

IlepeyeHb MpaKTHYECKUX 3aJaHUM:
IIpakTudeckoe 3amanue 8
Tema: OmnricaTh npoLeypy HOATOTOBKU U 0(OPMIICHUSI CIIPABKH
Omnmucarts:
1.ITpuunHe! (OCHOBAHUS) BBIIaYH CIIPABKU
2. TpeboBanus kK 0popMIICHHIO, (OPME U TEKCTY CIPABKH.
3.IIporeaypa BbIa4YH CIIPABKH
3ananue:
OdopMuUTE CIIPaBKY B COOTBETCTBHH C 3aKOHOJIATEIbHBIMH 1
HOPMaTHBHO-METOJMYECKUMH TPEOOBAHUSIMH, ITPEIBSIBISIEMBIMH K TAHHOMY
BUJly JOKyMEHTa

IIpakTuueckoe 3ananue 9

Tewma: [IpuHATHE YIIPaBIECHYECKOTO PEUICHNUS (TOATOTOBKA IPUKa3a, YKa3aHuUs).
Omnwcats NpoLeAypy NPHHATHS PEIICHHS:

1.06c¢cyxnenune Bompoca.

2.IToaroToBka MPOEKTa MpUKa3a/yKa3aHuUs.

3.00cyxaeHre IPOEKTa IPUKa3a

4.OdopmieHne npuKa3a/yKa3aHus.

5.0pranu3anys UCTIOHEHHS IPUKa3a.

3anaHue:
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OdopMuTh NprKasz/ykazaHue B COOTBETCTBUH C 3aKOHOAATEIbHBIMU 1
HOPMaTHBHO-METOJMYECKUMH TPEOOBAHUSIMH, PEABSIBIACMBIMU K JTAHHOMY
BUly JJOKyMEHTA

[IpakTuueckoe 3ananue 10:

Tema: Pabota ¢ nadopmarmeit

Omnmucarts:

1.TpeboBanus, IpeaABABISIEMBIC K JalHKECTY.

2 ITponenypy cocTaBiieHus YHU(DUITUPOBAHHBIX (POPM JOKYMECHTOB.
3.Bo3MoxHBIC BApUAHTHI MOUCKA HHPOPMAITUH B TIPABOBBIX CUCTEMaX, CHCTEME
WuTepHeT, MHBIX MHOOPMAITHOHHBIX CHCTEMAX

3amanue:

[MonroToBuTh maitmxect Ha Temy «HPOPMAITMOHHBIC TEXHOJIOTHH B
00pa3oBaTesHOM TIporieccey Wi «KOpHUCIIpyIeHIINS 1 HOBBIE
WHPOPMAINOHHBIE TEXHOIOT U

Kpurepun oueHKH y4eOHbIX AeidCTBHH, 00YyYAIOIINXCS HA MPAKTHYECKUX 3aAHATHAX

Onenka XapakTepuCcTHKH 0TBETA CTY/IEHTA

OGyuaroIuiics: CaMOCTOSITEIIBHO U MIPABHIIBHO PELIIT y4eOHO-IPO(ECCHOHANBHYIO

OTJIMYHO 3a/1a4y, yBEpEHHO, JIOTHYHO, TOCICI0BATEIBHO U ApI'YMEHTHPOBAHO H3/Iaraji CBoe
pelieHue.
OGy4aromuiics CaMOCTOSATEIFHO U B OCHOBHOM MPABHIBHO PEIIIHIT

Xopomo y4eOHO-Po(eCcCHOHATBHYIO 3a1a4y, YBEPEHHO, JIOTHYHO, IOCIEAOBATEIBHO U
apryMEHTHPOBAHO H3JIarajl CBOe pelieHue.

V0B AETBOPHTEbHO OOyy4aromuiicst B OCHOBHOM pelini yuyeOHO-podeCcCHOHANBHYIO 33/1a4y, JOMYCTHI
HECYIIECTBEHHBIC OMINOKH, c1ab0 apryMEHTHPOBAJ CBOE PEIICHHE.

HeynosjerBopureiabno | OOy4aromuiics He peli y4eOH0-IpoecCHOHAIBHYIO 3814y .

7.2. ®OC nns npoBeaeHusI MPOMEKYTOUYHOMH aTTeCTAMU.

7.2.1. 33}]3HHH JUIS1 OLIEHKH 3HAHMIA K 3a4eTy

Kon
Popmupyemas pesyJjbTara 3ananne
KOMIIeTeHIUsI
o0yueHus
Ilepeuensb BOonpocos:
1. TTonsATHS «AETONPOU3BOICTBOY, «JOKYMEHTAI[IOHHOE
VK631 o0ecriedeHne yIpaBIeHHU», «TOKYMEHT», «O(DUITHATBHBII
YK-6 JOKYMEHT», «TOKYMEHTHUPOBaHHEY, «OPTaHU3AIMs PaOOTHI
Cnoco0eH ynpaBiisiTb CBOUM C TOKYMEHTaMM.
BpPEMEHEM, BBICTPaNBaTh U 2. Posis JIOY B paboTe yIpaBieHuECKOro anmnapara.
pearn30BBIBaTh TPAEKTOPHIO IlepeyeHns BONpPOCOB:
CaMOpa3BUTHs HA OCHOBE 1. CoBpemeHHOe rocynapcTBeHHOE peryiauposanue JJOY B
MPUHIUIIOB 00pa30BaHus B Poccun
TE4YEHUE BCEH JKU3HU YK-6 — 32 2. DaxTopHl, BIUSAIONINE HA COCTaB YIIPABICHYECKUX
JIOKyMEHTOB.
3. Posb TOKYMEHTOB B pean3aliiii yIpaBIeHYECKUX
peuieHnii u 1elcTBUM.
Ilepeyens Bonpocos:
1. FOpunuueckas cuia yrnpaBiIeHYEeCKHX JJOKYMEHTOB.
TK-6 — 31 2. YaucumupoBanHsle cucteMsl qokymenTanuu (Y C/).
MK -6 3.YuudunrupoBaHHas cucTeMa
Croco0eH OCyIIecTBIsATh OpraHu3aIMOHHO-PACTIOPSAAUTEILHON JOKYMEHTAITUN
MOATOTOBKY IOPHINIECKUX (YCOPL).
JIOKYMEHTOB IlepeyeHsb BONpoCoOB:
TK-6 — 32 1. O6mepoccuiicknii KacCu(pUKaToOp yrnpaBIeHIECKON
nokymenrtanuu (OKYJ1).
2. Bujpl ¥ pa3HOBUIHOCTH YIIPABJIEHYECKHX JOKYMEHTOB.
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7.2.2. 3agaHus U1 OEHKHW VMEHHUH K 3a49eTy

Kon
®opmupyemMasi KOMIeTeHLHs] pesyJjbTara 3ananne
00yueHust
VK-6 IlepeyeHnb BONIPOCOB:
i 1. ®opmynsip JOKyMeHTa, 0COOCHHOCTH (opMyJIsipa
Crioco0eH ynpaBisiTh CBOUM YK-6 -31 PMYTIAP AOKY ’ opmyip
Pa3HbIX BUJOB JOKYMEHTOB.
BPEMCHEM, BBICTPANBATh U 2 Mositie <
. (PEKBU3UTHI JOKYMEHTa.
peann30BBIBATH TPAEKTOPHIO I
epeveHb BOMPOCOB:
CaMOpa3BUTHUS HA OCHOBE P P
1. CocraB u mpaBuiia 0pOpMIICHHS PEKBU3UTOB.
TIPUHIAIIOB 00pa30BaHUs B YK-6 - 32
S —— 2. TpeboBanus Kk OJaHKaM JJOKyMEHTOB.
3. TpeboBaHus K TEKCTY TIOKYMEHTA.
K -6 Ilepeyens BONpocoB:
CriocobeH oCyIIecTBIATh 1. O¢unmaabHO-IENIOBON CTHIIH CITYKEOHBIX
MOJTOTOBKY FOPUAMICCKIX (o¢umanbHEIX) TOKYMEHTOB.
JIOKYMEHTOB K-6 — V1 2. Oco0eHHOCTH COCTaBIICHUS U 0pOpMIICHUS
OTAENBHBIX BUIOB JOKYMECHTOB:
OpTaHM3aI[IOHHO-TIPAaBOBBIE IOKYMEHTBI,
pacnopsAauTEIIbHbIC JOKYMCHTEI,
UH(OPMALIMOHHO-CIIPABOYHBIE IOKYMEHTBHI.
IlepeyeHn BOpPoCoB:
1. TlonAtue «10KyMEHTOOOOPOT».
y
I[K-6 — ¥2 2. IlpuHUMNBI U IpaBUIIa OpPraHU3alnuu

JIOKYMEHT0000pOTa.
3. CrpyKTypa u XapakTepPHCTHKA JOKYMEHTOIOTOKOB.

7.2.3. 3agaHus 118 OEHKH BJIAJCHUI, HABLIKOB K 324eTy

Kon
®opmupyeMasi KOMIeTeHLHs pe3yJbTarta 3ananue
00yueHust
IlepeyeHb BONIpoOCoOB:
VEK-6 VK-6 — 31 1. DTanbl NpoX0XkKIEHUS JOKYMEHTOB B OpTraHU3aIUH.
2.3HavyeHHe PerucTpauum J0KyMEHTOB s
Cnoco0eH ynpaBisiTh CBOUM .
YIPaBIEHYECKOH EATEITBHOCTH.
BpPEMEHEM, BBICTPaNBaTh U
IlepeyeHsb BONIPOCoOB:
peann30BBIBaTh TPAEKTOPHIO
1.OCHOBHBIE IPUHITUIIEI €70 OPTaHU3AIHH.
CaMOpa3BUTHS HA OCHOBE
2.CpOKH UCTIOJTHEHUS IOKYMEHTOB.
MPUHIUIIOB 00pa30BaHus B YK-6 -32 .
o 3.Hcnonp30BaHne HOBEHIINX MH(POPMAITOHHBIX
TEUCHHE BCeil KHU3HU -
TEXHOJIOTHH AJIsl BEACHHS KOHTPOJISI HCTIOJTHEHUS
JIOKYMEHTOB.
K -6 Ilepeyens BONMpocoB:
Crnoco6eH oCyIIeCTBIISTh 1. [TIpuHOMIBI 1 IpaBHIIa PETUCTPALMH JOKYMEHTOB.
MOJATOTOBKY IOPUINYECKUX I[IK-6 — B1 2. KoHTpOITs UCIIONTHEHHUS JOKYMEHTOB.
JIOKYMEHTOB 3.3HayeHue KOHTPOJIS 38 UCTIOJTHEHUEM JIOKYMEHTOB B
YIpaBIEHYECKOH NesITeTHHOCTH.
IlepeyeHsb BONpoCoOB:
1. Opranmsanys JOKyMEHTO000pOTa B YCIOBHUSIX
TK-6 — B2 MIPUMEHEHNS HOBEHIINX HH(OPMAIIMOHHBIX TEXHOIOTHH.

2. CocrasiieHue 1 0()OpMIICHUE JOKYMEHTOB C
HCTIONb30BaHUEM HOBEHIINX HH(POPMAIIMOHHBIX
TEXHOJIOTHH.

YPOBHI/I H KPUTEPHUHA HTOTOBOIi OLECHKH pE3yJIbTATOB OCBOCHUSA TUCHUITJIMHBI

KpnTepnn OICHUBAHUSA Hroropasi onenka

Yposens 1. He3nanue 3HaunTENIBHON YaCTH IPOrPaMMHOIO HeynosneTBopuTensHO/HE3aYTEHO

HenocraTounslit | Marepuana, HEyMEHHE Jla)Ke C TOMOILBIO
npenojaBaTes ChOpPMyITHPOBATh NMPABUIHHBIE OTBETHI
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Ha 3aJ]aBacMble BOIPOCHI, HEBBIIOJIHEHUE
TIPAKTUYECKUX 3aJaHuM

Yposens 2.
bazoBsrit

3HaHME TOJIBKO OCHOBHOTO MaTe€pHalla, JOIYCTUMbI
HETOYHOCTH B OTBETE Ha BONPOCHI, HAPYIICHHE
JIOTHYIECKON TTOCIIEJOBATEIbHOCTH B H3JI0KECHUH
MIPOTPaMMHOTO MaTepHaa, 3aTPYAHEHHS ITPU PELICHUH
MIPaKTHYECKHX 3313

Y IOBIETBOPUTETHHO/3aUTEHO

Yposens 3.
TToBBIIICHHBII

3aga4

TBepable 3HaHUS IPOTPaMMHOTO MaTepHana,
JOIYCTUMBIE HECYIIECTBEHHBIE HETOYHOCTH MPH
OTBETE Ha BOINIPOCH!, HAPYIIEHUE JIOTHUECKON
MOCTIEI0BATENBHOCTH B M3JI0’KEHUH IPOTPAMMHOTO
MaTepuaa, 3aTpyAHEHUs IPU PELICHUN NPaKTHUECKUX

Xoporo/3a4TeHo

YpoBens 4.
IIponBunyTHIH

I'mybokoe OCBOCHHUE MPOrPAMMHOTO MaTepHaa,
JIOTHYECKHU CTPOIHOE €ro U3JI0KEHUE, YMECHUE CBSA3aTh
TEOPHIO C BO3MOXHOCTBIO €¢ MPUMEHCHHSI Ha
MIPaKTHKEe, CBOOOTHOE pPelIeHNe 3a1ad 1 000CHOBAHUE
MIPUHSITOTO PEIICHHUS

OTIIMYHO/3a4TEHO

7.2.4. 3aganus 118 ONEHKH 3HAHMI K 324YeTV ¢ OLEeHKOM

®opmupyemast
KOMIIETCHIUSA

Kon
pe3yabrara
00yueHust

3aganne

YK-6

CriocobeH yIpaBisaTh CBOUM
BPEMCHEM, BbICTpanBaTh U
PEATN30BBIBATH TPACKTOPHIO
CaMOpa3BUTHS HA OCHOBE
NPHUHIMIOB 00pa30BaHuUs B
TEYCHHUE BCeil XKU3HH

YK-6 -31

IlepeyeHn BOIpoCoB:

1. OpraHu3anMOHHO-TIPAaBOBAs U PACHOPSAUTEIbHAS
JOKyMEHTAIHsI, XapaKTePUCTHKA.

2. YaudunupoBaHHAs CUCTEMa
OpraHU3aAIMOHHO-pacIOpIuTeNbHON nokyMmeHTanuu (YCOP/I)

3. IlmanoBas m OTYETHAs JOKYMCHTAIHS B CHCTEME
OpTaHU3AIOHHO- PACTIOPSIUTEIHHON JOKYMEHTAINH

4. CnpaBoyHO-HH()OPMAIOHHAS U CIIPABOYHO-aHATHTHICCKAS
JOKYMEHTAIH, €€ Ha3HAYeHUE H 0COOCHHOCTH

5. OpraHu3anoHHO-NIPABOBas JOKYMEHTAIIMsI, BUIIbI IOKYMEHTOB,
UX MOJI'OTOBKA

6. Hokymenroobopot. OnpeneseHne, XapaKTepUCTHKa OCHOBHBIX
JIOKYMEHTOIIOTOKOB

YK-6 -32

IlepeyeHsb BONIPOCOB:

1. Bwunabl HOMEHKIATYp Jie], OCOOEHHOCTH UX MOCTPOCHUS U
MIPUMEHEHUS

2. MeTtoanka cocTaBIeHUS HOMEHKIIATYPHI JIe)I B TEXHOJIOTHA
paboTHI ¢ JOKYMEHTaMH

3. ®opmupoBaHUEe JeN KaK TEXHOJIOTHYECKAs OTIepaIIHs
nenorpou3BoacTBa. [IpaBmina GpopMupoBaHus B 1eia JOKYMEHTOB
OTJENBHBIX KaTeropui

4. DkcrepTu3a IEHHOCTH IOKYMEHTOB B JICJIONPOU3BOICTBE.
3a1auu ¥ MOPSIIOK IPOBEICHIUS

5. DKchepTHBIE KOMUCCHU YUPEKISHUH, UX 3a/1a4 U TOPSIOK
paboTEI

6. 3HauycHHE MEepPEeUHs JOKYMEHTOB CO CPOKAMH XPaHEHHUS KaK
KJ1acCU(UKAIMOHHOTO CIIpaBoYHMKa. Ero nmpuMmenenue B
JIEJIONPOU3BOJICTBE

K -6

Crioco0eH oCyIIecTBIATh
MOJTOTOBKY FOPHIMYECKUX
JIOKYMEHTOB

IK-6 — 31

Ilepeyens Bonpocos:

1. TIlIpaBuia npuema n 06pabOTKH MOCTYIAOMIEH
KOPPECHOH/ICHIIUH, X BIMSHUE Ha OPTaHU3aALMIO JIBHKEHHS
JOKyMeHTOB. HamnpaBiieHre 10KyMEHTOB Ha HCHIOJIHEHHE

2. CpaBHHTEIIBHBIE XapaKTEPUCTUKH (JOPM pETHCTPALN
nokymeHToB. CoctaB uH(GopmManuu

3. TexHonorusi KOHTPOJIS 32 CPOKAMHU HCIIOJHEHHS IOKYMEHTOB
4. 3apmaum perucTpanuy T0KyMEHTOB, ee opranusanms, ®opma
pEruCTpalky JOKYMEHTOB
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5. XapakrepucTuka TeXHOJIOTUH PabOTHI C MIMCbMaMH, Jkanobamu
U 3asIBICHUSIMU TPaXJaH

6. HomeHkmarypa e, ee 3HaYCHHE U IPUMCHEHHE B
JIETIONPON3BOJICTBE

I1K-6 — 32

IlepeueHb BONPOCOB:

1. Omnwmcanue nen NOCTOSHHOTO H BPEMEHHOTO CPOKa XPaHCHHUS.
Bune! onuceil, coznaBaeMbIX Ipu Nepegayde Jell B apXuB

2. CoBpeMeHHbIE HOCUTENH HH(POPMAIIHHN: BUIBI, XapaKTCPUCTHKA.
AHaJ0roBbIe CIIOCOOBI 3aIiCcH HHPOPMAIUN

3. AynunoBu3syasbHble TOKyMeHTHI. CpezcTBa U criocoOBbl 3anucH
ayAMOBU3yaJIbHOW MH(POPMALIH

4. OuudpoBaHue Kak crocod TOKYMEHTHPOBAHHUS

5. DNeKTpOHHBII JOKYMEHT: IIOHATHE U OCOOEHHOCTH CO3JaHuUs
6. CoBpeMeHHBIE cpeCcTBa PUKCUPOBAHMS U BOCIIPOM3BEICHUS
nHpOpMAIIN

7.2.5. 3agaHus 118 OEHKH VMEHHUH K 3a4YeTy ¢ OLEHKOM

®opmupyemas
KOMIIeTeHIUSsl

Kopn
pe3yJabTara
00y4eHust

3ananne

YK-6

Cnoco0eH ynpaBisiTh CBOUM
BpPEMEHEM, BBICTPauBaTh U
pean30BBIBATH TPAEKTOPHIO
CaMOpa3BUTHUS HA OCHOBE
MPUHLIUIIOB 00pa30BaHus B
TeYCHUE BCeil )KU3HH

VK-6-31

[Tepe4yeHb BOIPOCOB:

1. YcnoBust XxpaHeHHs JOKYMEHTOB, CO3/1aHHBIX ITyTEM
oundpoBanus uHGopManuu (IIPOOIEMBI U ITyTH PELICHUS)

2. Mukporpadudeckuii JOKyMEeHT, €ro XapakTepUCTHKa

3. Metonpl, cpeacTBa u ciocoObl JOKYMEHTUPOBAHHS B
COBPEMEHHBIX YCIOBUSIX

4. ®OHOIOKYMEHTBI, IX OCHOBHBIC BHBI

5. Buzeo3anucu Kak BUJ ayJHOBU3YaJIbBHOTO TOKYMEHTA

6. Kuro)oTOZOKYMEHTBI, HX OCHOBHBIC BHJIbI M OCOOCHHOCTH

YK-6 -32

[TepeueHs BOIpPOCOB:

1. ABTOMaTH3MpOBaHHAS TEXHOIOTHS 00PaOOTKH BXOIAIINX,
UCXOZSIINX U BHYTPEHHUX JOKyMEHTOB.

2. ABTOMaTHU3MpPOBaHHAS TEXHOJIOT U pabOTHI C OOpAICHUIMH
rpaxkJaaH.

3. ABTOMaTHU3UPOBAHHBIE TEXHOJIOTHHU PEIAaKTHPOBAHUS TEKCTa
JIOKYMEHTOB.

4. ABTOMaTH3UPOBAHHBIN KOHTPOJIb HCIIOITHEHUS
pacnopsaUTeNbHBIX TOKyMEHTOB.

5.bnank gokymeHTa

6. BuneokondepeHmn

IIK -6

Crioco0eH oCyIIecTBIATh
MOJrOTOBKY FOPUAMICCKIX
JIOKYMEHTOB

IK-6 - V1

[Tepeuens BOIpOCOB:

1. Texan4eckue cpecTBa, IPUMEHSIEMbIE TP TEXHOTPOHHOM
JIOKYMEHTHPOBaHUH.

2. AyTeHTUYHOCTH (TIO/UTMHHOCTH) TEXHOTPOHHBIX JOKYMEHTOB:
CHOCOOBI MPUIAHKS JIOCTOBEPHOCTH JJOKyMEHTaM

3. YciioBust XpaHEeHUs! ayJMOBH3YalIbHBIX JIOKYMEHTOB

4. TexHOTPOHHBIEC APXHBHI: PEAIEHOCTh M BUPTYaJIbHOCTD

5. MukpodoTokonupoBaHUe KaK COBPEMEHHBIH CIIOCO0
¢ukcupoBanus HHPOpPMALTIU

6. TexXHONOrHK JIOKYMEHTHPOBAHHS TIPH IPUMEHEHUU
KOMIBIOTEPHBIX CPECTB (IIPOrpaMMHOE 0OecieueHHe U CTaHIaPThI
OIIMCAHMsI)

[K-6 - Y2

Ilepedyens BOpoOCOB:

1.T'ocynapcrBeHHass HHQOPMAITMOHHO-TEIEKOMMYHHKAITHOHHAS
cucrema (UTKC).

2. [IBmxeHue JOKyMEHTa B yUpEXXICHUH, pUpMe (Ha mpuMepe
IMChMa U JIOKJIaJHOM 3aIiCKN)

3. adopManoHHbIe TEXHOJIOTUH KOHTPOJISI HCIIOJTHEHHS
YIPAaBJIEHYECKUX PELLIEHUI

4. Knaccuduranus CAJl.
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5. KommnbloTephbie ceti

6. KoMIIbIOTepHBIE TEXHOJIOTHH ITOATOTOBKH U POBEICHUS
COBEIaHHI.

7. Opranu3anys IpoBEPOK pabOTHI ITOABEJOMCTBEHHBIX
TpeINpUATHH (CTPYKTYPHBIX MOIPa3ISIICHIH)

7.2.6. 3agaHus A1 OLEHKH BJAJACHHI, HABLIKOB K 324€eTY C OLIEHKOH

®opmupyemas
KOMIIETeHI U

Kon
pe3yabrara
o0yueHust

3aganue

YK-6

Cnoco0eH ynpaBisiTb CBOUM
BpEMEHEM, BBICTPANBaTh U
PEATN30BBIBATH TPACKTOPHIO
CaMOpa3BUTHUS Ha OCHOBE
TIPUHIAIIOB 00pa30BaHUs B
TeYCHUE BCeil )KU3HH

YK-6 -31

IIepeueHb BOIpOCOB:

1. Opranusauus coBelaHus

2. OdopmieHne 3asBICHUSL

3. IoBbmmenne 3pPpeKTUBHOCTH KOHTPOJIS UCTIOTHEHUS
JOKYMEHTOB. ABTOMaTH3UPOBaHHAs TEXHOJIOTHSI KOHTPOJIIS
HCTIOTHUTENBCKOHN JTUCIIUIIINHBL.

4, TToaroToBKa IOKJIAIHOMN 3aMMCKH

5. [Tonroroska MH(MOPMALTMOHHOTO MHCHMa

6. [TonroroBka npoeKTa MOCTAHOBIICHUS 3aKOHOAATEIBHOTO HIIH
UCIIOJIHUTEIILHOTO OpraHa rocyJapCTBEHHOM BJIacTH (opraHa
CaMOyTIpaBJICHUS)

YK-6 -32

IIepedeHb BOIPOCOB:

1. [IpuHuMne! obecrieueHuss KOH(UASHINATLHOCTH HHPOPMAIIMH B
aBTOMAa "TH3HPOBAHHBIX CUCTEMaXx JEIONPOU3BOICTRA.

2. [IpunsiTre ynpaBieHIECKOTO pelIeHns (T0roToBKa IpHKasa,
YKa3aHUA).

3. IIporpaMMHbIe CHCTEMBI aBTOMATH3ALMH AEIOIPON3BO/ICTBA.

4. TIporpaMMHBI HHCTPYMEHTAPHI TPUKIATHOMN CPEIIBI

5. IIponecc TOKyMEHTHPOBAHUS W )KU3HEHHBIH [IUKJI TOKYMEHTA B
YUPEXKICHUH

6. Pabora c nHdpopmauueii

K -6

Cnoco0eH ocyIiecTBIsATh
TMOJATOTOBKY IOPHUINYCCKUX
JIOKYMEHTOB

I1K-6 — B1

IIepeueHb BOIPOCOB:

1. IMoaroToBKa PEKIAMHOTO TIHChMa

2. TloaroroBka CripaBKu

3. TousTHE IPOrPaMMHOM CHCTEMBI aBTOMATH3AIIUU
nenornpousBoactea (CAJ).

4. TlonsiTHE pacnpeIeICHHbIX aBTOMATH3UPOBAHHBIX CHCTEM B
JIOKYMEHTO- 00€CTIeYCHUH.

5. TonsTHE 3MeKTPOHHOTO NOKyMeHTa. COBpeMEHHBIE TOAXO0BI K
aBTOMAaTHU3alMH JEeJIONPOU3BOICTBA.

6. IIpuem 1 yBOJIFHEHHE COTPYIHUKOB

I1K-6 — B2

Ilepeuens Bonpocos:

1. CoBpeMeHHBIE TIOAXOIBI K aBTOMATH3AINH JIEIIOTIPON3BOJICTBA.
2. CpenctBa aIMUHHCTPATHBHO-YIIPABIICHUYECKOM CBA3U

3. CpeactBa THpaKUPOBAHUS JOKYMEHTOB

4. XapaKTepHucTHKa POCCUHCKUX CHCTEM aBTOMATU3AINU
JIEJIONIPOU3BOJICTBA.

5. XapakTeprucTHKa POCCUHCKUX CHCTEM aBTOMAaTU3allN
JIEJIONIPOU3BOJICTBA.

6. DIIeKTPOHHBIC BEPCHH CITY>KEOHBIX JJOKYMEHTOB: ()YHKIIUHU H
THTIOJIOTUS.

YI)OBHI/I H KPpUTCPHUH HTOIrOBOM OLEHKH PeE3yJbTaTOB OCBOCHUSA TUCHMIIIMHBI

Kputepuu ouennBanus Hrorosasi onenka

ypOBeHL 1. He3nanune 3HaunTebHON YacTH MMporpaMMHOTO HCyI[OBJ'ICTBOpI/ITeJ'II)HO/He3a‘ITCHO

HenocraTounslit | Marepuana, HEyMEHHE Jla)Ke C TOMOILBIO
npenoaaBaTes ChOpPMyITHPOBATh MPABUIHHBIE OTBETHI
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Ha 3aJ]aBacMble BOIPOCHI, HEBBIMOJIHEHNE
TIPAKTUYECKUX 3aJaHuM

YposeHs 2. 3HaHME TOJIBKO OCHOBHOTO MaTe€pHalla, JOIYCTUMbI Y 10BNIETBOPUTENBEHO/3a4TEHO
BbasoBblit HETOYHOCTH B OTBETE HA BOIPOCHI, HAPYILLIEHUE
JIOTHYIECKON TTOCIIEJOBATEIbHOCTH B H3JI0KECHUH
MIPOTPaMMHOTO MaTepHaa, 3aTPyAHEHHS IPH PEIICHUT
MIPaKTHYECKHX 3313

Yposens 3. TBepable 3HaHUS IPOTPAMMHOTO MaTepuala, Xoporo/3a4TeHo
[oBbInIeHHBIH JOIYCTUMBIE HECYIIECTBEHHBIE HETOYHOCTH MPH
OTBETE Ha BOINIPOCH!, HAPYIIEHUE JIOTHUECKON
MOCTIEI0BATENBHOCTH B M3JI0’KEHUH IPOTPAMMHOTO
MaTepuaa, 3aTpyAHEHUs IPH PELICHUN NPaKTHUECKUX

3a1a4
VYposens 4. I'my6okoe ocBoeHHe MporpaMMHOI0 MaTepuasa, OTIU4HO/3aYTCHO
[IponBunyTHIi JIOTUYECKU CTPOMHOE €ro U3JI0KEHHE, YMEHUE CBS3aTh

TEOPHIO C BO3MOXHOCTBIO €¢ MPUMEHCHHSI Ha
MIPaKTHKEe, CBOOOTHOE pemIeHre 3a1ad i 000CHOBaHHE
MIPUHSITOTO PEIICHHUS

8. IEPEYEHb OCHOBHOM ¥ JIONOJHUTEJBLHONW YUEBHOM JINTEPATYPHI,
HEOBXOJUMOM JIJIsI OCBOEHUS IUCHUILIMHBI (MOJIYJIS).

8.1. OcHoBHas yueOHas IUTEpaTypa.

1. JlokyMeHTOBeIeHHEe U TIOKYMEHTallMOHHOE oOecnieueHue ynpasienus. - M.: PITY,
2016. - 478 c.

2.  JlokymeHntoBeneHue. YueOHuk u npaktukyM / A.B. ITmenko u np. - M.: KOpaiit,
2016. - 310 c.

3. Hoponuna, JI.A. JlokymentoBeaenue. YueOHuk u npaktukym s CIIO / JLA.
Hoponuna. - M.: FOpaiir, 2017. - 482 c.

4, Hoponuna, JILA. JlokymeHTOBeleHUE. YUYEOHHMK U  NPAKTUKYM  JUIS
akagemudeckoro Oakamaspuata / JILA. lopornna. - M.: FOpaiit, 2016. - 935 c.

5. Jlapuca, ®enopoBna Pacuxuna JlokymeHTOBeIeHHE 2-€ U3]T., TIEp. U AOM. Y YeOHUK
u npaktukym st CI1O / Jlapuca @enoposna Pacuxuna. - M.: FOpaiir, 2017. - 337 C.

8.2. lonotHUTeILHAS y4eOHAs JUTepaTypa.

1.  Kysuenos U.H. [lenonpousBoactso: yueOHo-crpas. nocodue. — M.: Jlamkos u K,
2014.

2. Jlenonpou3BOACTBO: 00pa3libl, JOKYMEHTbI. OpraHu3anus U TEXHOJIOTHs paboThI /
pen. 1.K. Kopnees, B.A. Kyapsies. — M.: [Ipocnexkr, 2014.

3.  Kou¢uaeHnumanpHoe  eNONPOM3BOJICTBO M 3AIIMLICHHBIA  3JEKTPOHHBIN
TOKyMeHT0000poT : yueoHuk / pea. H.H. Kynses. — M.: Jloroc, 2014.

4.  Kupcanosa M.B., Akcénos FO.M. Kypc nenonpounsBozctsa. JlokyMeHTaIIMOHHOE
obecrieueHnue ynpasieHus : yueo. mocooue. — M.: UHOPA-M, 2013.

5.  bekoBa T.A., Ky3uenosa T.B., Cankuna JI.B. JlokymeHTanmonHoe obecrieueHme
yhpaBieHus (IeI0NpOU3BOJACTBO) : yuebd. mocodbue. — M.: UHOPA-M, 2013.

6. backakos M.U., 3ampikas O.U. Jlenompoun3BoactBo: yueOHUK. — PoctoB H//I;
®enukc, 2012.

7. Kopuees UK., Ilmenko A.B., Mamypues B.A. VnpaBienue HOKyMEHTaMH :
yuebHuk. — M.: UHOPA-M, 2010.

8.  JlomarnuxoB E.A. Jlenonpon3BoacTBO: 00pa3ibl JOKYMEHTOB C KOMMEHTAPHIMU :
yueb. nocobue. — M.: Omera-JI, 2010.

9.  backakos M.N. JlokxyMeHTaumoHHoe obecrnieueHue YIIPaBJIECHUSA
(HdemompounsBoactBo) : yueOHuk. — PoctoB u//l : ®enukc, 2009.
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10. KanpoBoe 1e1onpon3BoICTBO (IPaBOBbIE OCHOBBI): MpakThUy. mocodue / pea. FO.I1.
Opnosckuii. — M.: Kontpakt; THOPA-M, 2013.

11. PamaeBa S.I'' WORD 2010: cmocoObl U MeTOABl CO3MaHUs MPOGECCHOHATHHO
0OpMIICHHBIX JIOKYMEHTOB: yue0. mocooue. — M.: ®opym; MHDOPA-M, 2013.

12.

9. IEPEYEHb PECYPCOB UH®OPMAIMOHHO-TEJIEKOMMYHUKAIIMOHHOM
CETU <MHTEPHET», HEOBXOJUMBbIX JJIA OCBOEHUSA JUCIUIIJIMHBI (MOAY JISA).

http://biblioclub.ru DJIEKTPOHHO-0MOIHOTEUHAs CUCTEMa «Y HUBEPCUTETCKAs
o6ubmmoreka online»

http://www.garant.ru CrpaBo4Has ipaBoBast cuctema «I'apaHTy

http://www.consultant.ru CrpaBoyunast npaBoBast cuctema «KoncymnprantlLimocy

http://elibrary.rsl.ru/ Caiit Poccwuiickoii anekrporHoi 6ubmmoreku (PI'B)

http://www.hri.ru DyeKTpoHHAasi OMOINOTEKA MEXKTYHAPOTHBIX TOKYMEHTOB TI0
npaBaM YeJI0BeKa.

http://www.duma.gov.ru Odunmanbhbiii caidt ['ocynapcreennoi JJymbr denepanbHoro
Cobpanus Poccuiickoit @enepanuu.

10. METOANYECKHUE YKA3AHUSA JIsI OBYUYAIOLIUXCS MO OCBOEHUIO
JUCHUATLIAHBI (MOIYJIS).

OCHOBHBIMU BHJIaMU ayIUTOPHOI pabOTHI 00y4arOIIErocs Npu U3y4eHUH AUCLUIIINHBI
SBIISIIOTCS JIEKIIMM U ceMUHapckue 3aHaTus. OOydaroluiicss He MMeeT MpaBa NpOIyCcKaTh 0e3
YBAXKUTCIIBbHBIX ITPUYKWH ayAUTOPHBIC 3aHATHSA, B IPOTUBHOM CJIYy4a€ OH MOXKET OBITE HE JOIMYHICH
K 3a4eTy/2K3aMeHy.

Ha JICKOUAX OAIOTCA U Pa3bACHAIOTCA OCHOBHBIC IOHATHA TEMBbI, CBA3aHHBIC C HeH
TEOPETHYECKHE U MPAKTUYECKHE MPOOJIEMbl, PEKOMEHJAINU JJIsl CAMOCTOSATENILHON paboThl. B
X0JIe JIEKIIMM 00ydJaroIuiics J0JKEH BHUMATEIbHO CIyllaTh U KOHCIIEKTUPOBATh JIEKIIMOHHBIN
matepHal.

3aBepuIalOT M3yuyeHHE HauOosee BaXKHBIX TEM Y4YeOHOM AMCUMILIMHBI CEMHUHApCKHe
3aHATUSA. OHHM CiyKaT JUIsl KOHTpPOJIA MOJTrOTOBJIEHHOCTH OOYyYaroIlerocs; 3akKperyieHus
HN3YUCHHOT'O Marcpuaia; pa3BUTHA YMCHHA W HABBIKOB IMOATOTOBKH JOKJIad0B, COO6H1€HPII>1 10
€CTeCTBEHHOHAY4YHOI npoOieMaTHKe; MpHOOpPETEHNUs ONbITa YCTHBIX IMYOJIMUYHBIX BBICTYIUICHUH,
BCACHUA NUCKYCCHUH.

CemuHapy mnpeAlIeCTBYeT CaMOCTOATENbHas paboTa oOyyaromierocsi, CBA3aHHAs C
OCBOCHHMEM JICKIIMOHHOTO MaTepuaja ¥ MaTepUaliOB, W3JIOKEHHBIX B Y4eOHWKax, y4eOHBIX
nocoOusX W B PEKOMEHJOBAaHHOW IpenojaBaTeleM TeMmaTudeckoil mureparype. Ilo
COTJIACOBAHUIO C MPENOaBaTeIeM WM €r0 3aJaHNI0 00yJaroNHiics MOXKET TOTOBUTH pedepaTsl
[0 OTJENIbHBIM TeMaM JUCHUILIMHBL. [IpuMepHble TeMbl JOKIal0B, pedepaToB U BOIPOCOB A
06CY)K)IGHI/I$I OPUBCACHBI B HACTOAIIUX PEKOMEHOAIUAX.

10.1. PadoTa Ha JeKUMH.

OcCHOBY TeOpeTHYecKOro oOyueHHUsi OOydaIoIUXCsl COCTABISIFOT JiekKuuu. OHU JaoT
CHCTEMAaTH3UPOBAHHBIC 3HAHUA OOy4YaIOMUMCS O HauboJee CIOXKHBIX ¢ aKTyaJIbHBIX
opuanueckux mnpobnemax. Ha nmekmusx ocoboe BHUMaHHE yAETSETCS HE TOJIBKO YCBOCHHIO
00yJaronMMuCcsS M3y4aeMbIX MPOOJIeM, HO M CTUMYJIUPOBAHUIO MX aKTUBHOM MO3HABATEIIHLHOU
JEATENIbHOCTH,  TBOPYECKOTO  MBIIUICHHS,  Pa3BUTHI0  HAYYHOIO  MHUPOBO33PEHHS,
MpoeCCHOHAIBHO-3HAYUMBIX CBOWCTB M KadecTB. M3maraemblii MaTepwall MOXET IMOKa3aThCs
0o0ydJarmUMCsl  CIIOKHBIM, HEOOBIYHBIM, TIOCKONIBKY BKJIOYAeT 3HAHUSA, TOYEPIHYTHIC
MPENOJABATENIEM U3 PA3JIMYHBIX OTpPACIC HAYKH, PEJINTUM, UCTOPUHU, MPAKTUKH. BOT mouemy
HE00X0IUMO TOOPOCOBECTHO U YIIOPHO paboTaTh Ha JneKiusax. OcymecTBiss yueOHble JeCTBHS
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Ha JICKOMOHHBIX 3aHATHAX, 06yqa}0mnecsl AOJDKHBI BHUMATCJIBHO BOCIIPUHHUMATH HeﬁCTBHﬂ
IpernoaaBaTessl, 3allOMUHATh CKJIAJBIBAIONINECS] O0pa3bl, MBICINTH, JOOMBATHCS MOHUMAHUS
U3y4aeMoro npeamera.

OOyyaromuiecsi TODKHBI aKKypaTHO BECTH KOHCIEKT. B ciydae HemomoHMMaHHs
KakoW-1mbo wacTH IpenMmera cieqyeT 3aiaTh BONPOC B YCTAHOBICHHOM IIOpSIKE
npenoaasaTenio. B nmporecce paboThl Ha JTeKIMU HEOOXOAUMO TaK K€ BBIIOIHATH B KOHCIEKTaX
MOJIENI M3y4aeMoro IpenMeTa (PUCYHKH, CXEMBI, YepPTEeXH U T.I.), KOTOpbIE HCIHOJIb3YET
IPENoaaBaTeb.

OOyuaronmmcest, U3y4aroluM Kype, pEeKOMEHAYETCS PACIIUPSTh, YIIyOIaTh, 3aKpeIlIsTh
YCBOCHHBIC 3HAHHS BO BPEMS CAMOCTOATENFHOH pabOThl, OCOOCHHO MPH MOJATrOTOBKE K
CCMUHAPCKUM 3aHATHUAM, HU3y4dTb MW KOHCIICKTUPOBATH HE TOJIBKO O6$I3aTCJIbHYIO, HO H
JIONOJTHUTEIILHYIO JINTEPaTypy.

10.2. Pa6oTa ¢ KOHCIIEKTOM JICKIIHIA.

[IpocMmoTpuTe KOHCIIEKT Cpasy nocie 3aHaTuil. OTMEThTE MaTepruall KOHCTIEKTa JICKIIUH,
KOTOpBIM BBI3BIBACT 3aTPyAHEHMs Uil NOHMMaHusA. llombliTalitece HaWTH OTBETHl Ha
3aTPYAHUTENBHBIE BOIIPOCHI, UCIIONB3Ys IIPEIaracMyro JUTeparypy. Eciau caMocToaTensHO He
yJanoch pa3obpaThCcsi B Marepuane, cHopMyIupyiTe BOIPOCHl MU OOpaTUTECh Ha TEKylleH
KOHCYJIbTAllMM UJIM Ha OJryKalIien JeKIUH 3a OMOILBIO K IIPEN01aBaTeNto.

Kaxxnyro Heneno oTBoAuTEe BpeMsl Ulsl IOBTOPEHUS IIPOMIEHHOTO MaTepualla, IpoBepsist
CBOM 3HAHUS, YMCHHUS U HABBIKH 110 KOHTPOJIbHBIM BOIIpOCaM M TECTaM.

10.3. Bpino/iHeHHe MPAKTHYECKUX PaldoT.

ITo HanGonee cioKHBIM MpobiieMaM y4eOHOM AUCHUIIMHBI TPOBOAATCS IPAKTUYECKHE
3aHsaTHs. VX rinaBHOM 3amadeil siBisercs yriayOleHHe U 3aKperjieHHe TEOPETUYECKUX 3HAHUU y
oOyJaromuxcs.

[IpakTrueckoe 3aHATHE IPOBOJUTCS B COOTBETCTBUM C IUIAHOM. B IUIaHE yKa3bIBalOTCS
TeMa, BpeMs, MECTO, LeJM M 3a/laud 3aHATHs, TeMa JOKJIaJa U pedepaTUBHOIO COOOLICHHUS,
oOcyxxaaemble Bompochl. JlaeTcs cHucoK oO0sA3aTeIbHOM M JIONOJHUTENBHON JIMTEPaTyphl,
PEKOMEHI0BAaHHOM K 3aHATHIO.

[ToaroroBka 00y4aromMXCs K 3aHATHIO BKJIIOYAET:

-3a07aroBpeMEHHOE 03HAKOMJICHHE C IJIAHOM 3aHATHS,

-U3y4ECHHE PEKOMEHI0BAaHHOM JIMTEPATYPHI U KOHCIIEKTA JIEKIIHIA;

-[IOATOTOBKY MOJHBIX U TIIYOOKHUX OTBETOB IO KaXXIOMY BONPOCY, BBIHOCUMOMY JJIS
00CyXICHUS;

-[IOATOTOBKY JOKJa/a, pedepaTa Mo yKazaHUIO MpernoaBaTes;

[Ipyn mpoBeneHUM MPaKTUYECKUX 3aHATHHN ynensercs 0coboe BHUMAHHUE 3aJlaHUsIM,
IPENoiIaraoliuM He TOJIbKO BOCIIPOU3BEACHNE 00yUatoIMMUCS 3HaHU, HO U HAallPaBJICHHBIX Ha
pa3BUTHE Y HUX TBOPYECKOTO MBIIUICHHS, HAYYHOIO MUPOBO33peHUs. /s IydIIero ycBoeHus u
3aKpeIuIeHUs] MaTepuala 1o JaHHON TUCIHMIIMHE ITOMHUMO KOHCIEKTOB JIEKIIUH, 00yJaronmmcs
HE0OXOIMMO Hay4YUThCs paboTaTh ¢ 00s3aTeNbHON U JOMOJIHUTENbHOM uTeparypoii. M3yuenue,
JUCLUIUTMHBI IPEIoaraeT OTCIIeKUBaHNE MyOIUKaIMKA B IEPHOANYECKUX U3/IaHUAX U padoTy ¢
INTERNET.

LlenecooOpa3HO rOTOBUTHCS K MPAKTUYECKUM 3aHATHUAM 3a 1-2 Helenu 10 uX Hayana, a
MMEHHO: Ha OCHOBE M3Y4YE€HUS PEKOMEHJIOBAHHON JINTEPATYPhI BBINKMCATh B KOHTEKCT OCHOBHBIE
KaTeropuu M MOHATHUA M0 Y4eOHON AMCUMIUIMHE, MOATOTOBUTH PAa3BEpHYTHIE IIAHBI OTBETOB U
KpaTKo€ COJIep)KaHWe BBHITIOJHEHHBIX 3amaHuil. OOydJaromuiicss JOMKEH OBITh TOTOB K
KOHTPOJIBHBIM ~ ONpOCaM Ha KaxIOM ydeOHOM 3aHATHH. OpoOpsiercs M HOOLIpsSeTCs
WHUIMATUBHbBIE BBICTYIUIEHUS C IOKJIaaMHU U pedepaTamu 1o TeMaM MPAKTUUECKUX 3aHSATUH.

10.4. IToaroroBKa 10KJIAA0B, PUKCUPOBAHHBIX BBICTYIICHHH U pedepaToB.
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[Ipy moAroToBKEe K JOKJIAAy MO TeMe, YKa3aHHOM MpernojaBareseM, O0ydaroluiics
JOJI’KEH 03HAKOMUTHCSI HE TOJIBKO C OCHOBHOM, HO M JOTIOJHUTEILHON JINTEPATYPOil, a TaKXKe C
NOCTIETHUMH TMYOJUKAIMSIMU 110 3TOM Tematuke B cetu MuTtepHer. HeoOX0auMo moAroToBUTh
TEKCT JO0KJIa/1a U WIUTFOCTPATUBHBIM MaTepuai B BUJE Mpe3eHTanuu. [JJokiian 1omKeH BKIIOYATh
BBEJICHHWE, OCHOBHYIO 4acTh W 3akmoueHue. Ha nokmax orBoautcs 10-15 mMuHyT ydeGHOTO
BpeMeHu. OH JOJKeH ObITh HAy4YHBIM, KOHKPETHBIM, OIpPEAETICHHBIM, TTyOOKO pacKphIBaTh
poOJeMy U IyTH €€ PEIICHHUS.

PexoMeHnanuu K BBIIIOJIHEHUIO pedepara:

1. PaGoTa BBITIOJIHSIETCS HA OJJHOM CTOpOHE JHcTa (hopmara A 4.

2. Pazmep mpudra 14, MeXCTpOUHBIN HHTEPBAT (OJUHAPHBIN).

3. O0BéM paboThl JOKEH cOoCcTaBIATh OT 10 10 15 McTOB (BMECTE C MPUITOKEHUSIMHU).

4. OcrapisieMble IO KpasiM JIKCTa MOJI UMEIOT CIEAYIOIINE Pa3MephI:

Caesa - 30 mm; cpaBa - 15 mm; cBepxy - 15 Mm; cHu3y - 15 MM.

5. Conepxanue pedepara:

o Tumynvuwsiil aucm.
o Cooepoicanue.
e Bgeoenue.

BBenenne nomKHO BKIIOYATh B ce0s KpaTkoe OOOCHOBaHHME AaKTyaJbHOCTH TEMBI
pedepata. B 3TOH YacTH HEOOXOOMMO TaKkKe IOKa3aTh, MOYEMY JaHHBIA BOMPOC MOXKET
MIPEJICTaBIISITh HAYYHBII HHTEPEC U KAKOE MOKET UMETh MPAKTUYECKOE 3HAYCHHE.

e OcHosHOU Mmamepuai.
® 3axmouenue.

3akioueHne - 4yacTb pedepara, B KOTOpoi (popMymupyrOTCs BEIBOJBI IO maparpadam,
oOpaiaercsi BHUIMaHHE Ha BHIMIOJTHEHHE TTOCTABJICHHBIX BO BBEJICHUU 3a/1a4 U LIeJIei. 3aKIr0ueHne
JOJKHO OBITh YETKUM, KPATKUM, BBITEKAIONINM U3 OCHOBHOW YacCTH.

o Cnucox numepamypul.

6. Hymeparusi cTpaHull mpoCTaBisieTcs B MPAaBOM HIDKHEM YTy, HAUMHAas C BBEJCHUS
(ctp. 3). Ha TUTYIBHOM JIUCTE M COJIEPIKAHUH, HOMEP CTPAHUIIBI HE CTABUTHCS.

7. Ha3Banusi pa3ienoB M MOAPA3ENOB B TEKCTE JOJKHBI TOYHO COOTBETCTBOBATH
Ha3BaHUM, TPUBEAEHHBIM B COJICPKAHUU.

8. Tabauupl MOMEMIAIOTCS M0 XOAY M3JI0KEHHs, TOJKHBI UMETh MOPSIKOBBIA HOMEP.
(Hampumep: Tabnuua 1, Pucynok 1, Cxema 1 u T.11.).

9. B Tabnumax u B TEKCTE CIENyeT YKPYIHATh €IUHUIBI U3MEPEHUS OOJBIINX YKCET B
3aBHCUMOCTH OT HEOOXOIMMOM TOYHOCTH.

10. Tpaduxu, pucyHku, TaOIMIBI, CXEMBI CIEAYIOT TOCIE CCHUIKM Ha HHX H
pacroararoTcsi CAMMETPHYHO OTHOCHUTEINIFHO IIEHTa CTPAHHMIIBI.

11. B crircke nuTepaTyphl yKa3bIBaeTCs MOJTHOE Ha3BaHWE MCTOYHUKA, aBTOPOB, MECTa
U3JJaHUS, U3/1aTEIbCTBO, TO/I BBIITYCKAa U KOJIMYECTBO CTPAHUII.

10.5. Pa3zpa®oTka 3/1eKTPOHHOI Npe3eHTAllUM.

Pacnipenenenne TemM mpe3eHTAMKA MEXy O0yUaIOIIUMUCS U KOHCYIHTHPOBAHHE UX TIO
BBITIOJITHEHUIO MMUCHhbMEHHOW PabOThI OCYIIECTBIISETCS Takke Kak U 1o pedepary. [Ipucrtynas
MOJTOTOBKE MHUCHbMEHHON pabOThI B BHJIE SJEKTPOHHOM MPE3eHTAUA HEOOXOAUMO UCXOIUTh U3
Henel Mpe3eHTallMM M YCIOBUM €€ MpOYTeHHs, KaK MpaBUiIo, Takylo padoTy oOydaeMmble
MPEACTABISIIOT TPENoAaBaTel0 Ha MPOBEPKY IO BJIEKTPOHHOW MOYTE, YTO MCKJIIOYAET
BO3MOYKHOCTb JIOTIOJTHUTEIbHBIX KOMMEHTAPHUEB U TIOSICHEHUH K TIPEACTABICHHOMY MaTepHaly.

ITo cormacoBanuto ¢ mpenoAaBaTeneM, MaTepuabl MPE3CHTAIMU 00YJAIOIIUICS MOXKET
npeacraButh Ha CD/DVD-aucke (USB ¢uom-mucke).

DNEeKTPOHHBIE MPE3EHTAIMH BBIMONHAIOTCS B mporpamme MS PowerPoint B Buze
CIIaliJIOB B CJIEAYIOLIEM MOPSAKE:

-TUTYJIbHBIH JIUCT C 3ar0JIOBKOM TEMbI U aBTOPOM UCTIOJTHEHUS TPE3ECHTALINY;
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-IJIaH Ipe3eHTanuu (5-6 MyHKTOB -3TO MaKCUMYyM);

-OCHOBHas yacTh (He 6omee 10 cmaitnos);

-3aKJII0YCHHE (BBIBOJ);

O61ue TpedoBaHUs K CTUIIEBOMY O(DOPMIIEHHUIO MTPE3CHTALINH:

-IM3aiiH TOJHKEH OBITh MPOCTHIM U JIAKOHUYHBIM;

-OCHOBHasI IIeJIb - YUTAEMOCTb, a HE CyObeKTUBHAs KpacoTa. [Ipu 3ToM He Ha/l0 BIagaTh B
JPYryI0 KpaHOCTb M MHCaTh Ha OEJBIX JINCTaX YEPHBIMU OyKBaMH — HE y BCEX ITO IMOJIy4aeTcs
CTHJIBHO;

-1IBETOBAs raMMa JIOJKHA COCTOSITh He OoJiee yeM M3 IByX-TPEX I[BETOB;

-Bcerjga JOJDKHO OBITh JIBa THUIIA CHANAOB: ISl TUTYJIbHBIX, IUIAHOB W T.I. M IS
OCHOBHOTO TEKCTa;

-pa3mep mpudTa 10mKeH ObITh: 24—54 myHKTa (3arojoBoK), 18—36 myHKTOB (0OBIYHBII
TEKCT);

-TeKCT JIOJDKEH OBITh CBEPHYT [0 KIIOYEBBIX ciOB U (pas. [lonHble pa3BepHyThIE
IIPEIOKEHUS Ha ClaijaX TaKUX IPE3CHTAlUN UCIONb3YIOTCA TOJIBKO NpU LuUTHpoBaHuu. [Ipu
HEOOXOJUMOCTH, B MoJie «3aMEeTKU K ciaiiaM» MOXKHO MPHUBECTU KPATKHE KOMMEHTAPUU WIIH
HOSICHEHMS.

-Ka)JIbIi ciaiia JOKEeH UMEeTh 3aroj0BOK;

-BC€ CJIaii/1bl 1OJKHBI OBITH BbIAEPKAHbI B OJTHOM CTHUIIE;

-Ha KaXXJIOM cJaiiie JOHKHO ObITh He 0oJiee TpeX UILTIOCTPaIui;

-CIIal 1Bl JIOJDKHBI OBITh POHYMEPOBAHBI C YKa3aHUEM OOIIET0 KOJUYECTBA CIIANIOB;

-HCII0JIb30BaTh BCTPOEHHBIE 3(PPEKTh aHMMAIIMU MOYXHO TOJBKO, KOrjaa 0e3 3Toro He
000N THCH.

OOBIYHO aHUMAIIWs UCTIONIb3YETCS JUIsl IPUBIICYCHHSI BHUMAHUS Ciyliarenei (Hanpumep,
[OCJIEI0BATENbHOE MOSIBIIEHUE JIEMEHTOB JIUAarPaMMBl).

-CIIUCKHM HAa Claijlax He JOJDKHBI BKJIIOYATh Oonee 5—7 snemeHToB. Ecnu aneMeHTOB
CIHCKA BCE-TaKM OOJIbIIE, UX JYYIIE PACTIONOXUTh B IBE KOJIOHKH. B Tabnnnax He TOMKHO OBITh
Oosiee yeThlpeX CTPOK U YEThIpeX CTOJOLIOB — B MPOTUBHOM cilydae JaHHbIE B TaOnuie OyayT
OUYEHb MEJIKUMH U TPYAHO PA3ITUUYUMBIMHU.

10.6. MeToauka padoTbl ¢ 00y4alOUIMMHUCH C OrPAHUYEHHBIMU BO3MOKHOCTSIMU
310POBbSI.

B WHcTUTyTE CO37aHBI CHICIUABHBIC YCIIOBUS JUTS TIOTYYCHHS BBICIIIETO 00Opa30BaHHUS
no o00pa3oBaTeNbHBIM TMpOTrpaMMaM OOYYAIOMIMMHCS C OTPAaHMYEHHBIMU BO3MOXKHOCTSIMU
3n0poBbs (OB3).

Jlia mepemelieHrs WHBATUAOB U JIUI[ C OTPAaHHMUYEHHBIMH BO3MOXKHOCTSMHU 3J0POBbS
CO3/IaHbI CIICIUATBHBIC YCIIOBUS JIJIsi OCCHPEISITCTBEHHOTO JIOCTYIa B y4eOHBIC MOMEIICHHS U
JIpyTHe MOMEIIeHHs], a TAKXKe UX IPEObIBaHMSI B YKa3aHHBIX TOMEIIEHHIX C Y4€TOM 0COOEHHOCTE!
MCUXO(U3UUECKOTO PA3BUTHS, WHIMBUIYATHHBIX BO3MOKHOCTEH M COCTOSIHHSI 3JTOPOBBSI TAaKUX
o0yJaromuxcs.

[Ipu monydeHwr 0Opa30BaHUS OOYYAIOIIMMCS C OTPAaHUYCHHBIMH BO3MOXKHOCTSIMH
3JI0pOBbS IPY HEOOXOIMMOCTH MPEAOCTABISAIOTCS OECIIATHO CTIeMAbHbIC YIeOHUKH U yueOHbIe
mocoOusi, WHas ydeOHas JuTeparypa. Takke MMEeTCsS BO3MOXHOCTh TPEIOCTaBICHHUS YCIYT
ACCHCTEHTa, OKa3bIBAIOIIEr0 OOYyYaIOUIMMCS C OrPaHUYEHHBIMH BO3MOXKHOCTSIMH 3JI0POBBS
HEOOXOUMYI0 TEXHHYECKYI0 TIOMOIb, B TOM YHCIE YCIYI CYpPAONEPEBOIYHKOB U
TU(DITOCYPIOTIEPEBOTUUKOB.

[TosrydeHne JOCTYIMHOTO ¥ KAYeCTBEHHOTO BBICIIETO OOpa30BaHUS JIMIIAMH C
OTPaHHYEHHBIMH BO3MOXXHOCTSIMH 370pPOBbsl O0€cliedeHo myTeM co3aanus B MHCTUTyTe
KOMILUIEKCAa HEOOXOJUMBIX YCIOBUU OOy4YeHHWs [JIi JAaHHOM KaTeropuu OO0y4aromIUXCsl.
HNudopmativsg o CHeMUalbHBIX YCIOBHSX, CO3JaHHBIX Il OOyYalOMIMXCS C OTPaHUYCHHBIMHU
BO3MOXKHOCTSIMH 37I0POBbsI, pa3MelieHa Ha caiite HcTuTyTA.

Jiis oOydenus naBanuaoB u aull ¢ OB3, uMermux HapyeHus: OOPHO-IBUTaTEIILHOTO
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anmapara O0ECIeYMBAIOTCS W COBEPIICHCTBYIOTCS MAaTEPUAIBHO-TEXHUYECKUE  YCIIOBUS
OeCIpensATCTBEHHOTO JOCTYIA B Y4eOHBIC TOMEIICHHS, TYaJICTHBIC, IPYTHE TIOMEIICHHS, YCIOBUS
uX TpeObIBaHUS B YKa3aHHBIX MOMENICHHUSX (Hanmuuue JsudTa, MaHTYyCOB, MOPYYHEH,
pacUIMpPEHHBIX JBEPHBIX TPOEMOB U JIp.).

JUis amanTanue K BOCHPUATHIO OOydarommmucs WHBaMAamMu u jumamu ¢ OB3 ¢
HApYIICHHBIM  CIyXOM  CIPAaBOYHOr0,  Y4eOHOro  Marepuaia,  IMPEeayCMOTPEHHOTO
00pa3oBaTeNbHON MPOrpaMMON 1O BBIOPAHHBIM HAMPABJICHHUSIM IMOATOTOBKH, 00€CIEYHBAIOTCS
CJICAYIONIME YCIOBHSI: JIJISl JIYYIICH OpUEHTAlMW B ayJUTOPHH, HPHUMEHSIOTCS CHTHAJIBI,
OTIOBEIAIONINE O Hayaje M KOHLE 3aHATHA (CIOBO «3BOHOK» MHINETCS Ha JIOCKE); BHUMAHHE
CJIA0OCITBIIIAIIET0 00YYaOIIerocs PUBJICKACTCS MEAaroroM XeCcToM (Ha TUIe40 KIIaJeTcs pykKa,
OCYILECTBIISICTCS HEPE3KOe MOXJIONBIBAHNUE); pa3roBaprBas ¢ 00yJaroMMCs, IeJaror CMOTPHT Ha
HET0, TOBOPHT SICHO, KOPOTKUMHU MPEUIOKEHUSIMHE, 00eCIIeYrBasi BO3SMOKHOCTh YTEHUS 110 Ty0aM.

KommieHncaruss  3aTpyAHEHHMI  pPEYEBOrO0 W HWHTCIUICKTYaJbHOTO  Pa3BUTHS
cJ1abocCIbIamuX HHBATUAOB U Juil ¢ OB3 mpoBoaMTCs 32 CUET: HCIIOJIb30BAHMSI CXEM, IHArPaMM,
PUCYHKOB, KOMITBIOTEPHBIX IMPE3CHTAIMA C THUIEPCCHUIKAMH, KOMMEHTHUPYIOIIUMHU OTICIbHBIC
KOMIIOHCHTBI M300paKE€HUS; PETYISPHOTO MPUMEHEHHS YIpaXHEHUH Ha rpaduyeckoe
BBIJICTICHHUE CYIIECTBEHHBIX IMPU3HAKOB MPEIMETOB U SBJICHHIA, 00CCIICUCHUSI BO3MOKHOCTH ISt
o0yJaromierocsi TOJYYUTh aJPECHYI KOHCYJBTAI[MIO TI0 JJIGKTPOHHOW TMOYTEe IO Mepe
HEO0OXOIUMOCTH.

Jlyig ajanTanuu K BOCIPUSATUIO MHBaUAamMu U auiiamu ¢ OB3 ¢ HapymieHusMu 3peHus
CIPaBOYHOTO, YU€OHOTO, IPOCBETUTEIHCKOTO MaTeprala, IpeayCMOTPEHHOTO 00pa30BaTeIbHOM
nporpamMmoit THCTHUTYTa 110 BBIOpAaHHOM CHEIMATIbHOCTH, 00€CIICUNBAIOTCS CIICAYIONINE YCIOBUS:
BeIeTCS ajmanTanusi oQUIIMAIBLHOTO caidTa B ceTh MHTEepHEeT ¢ yueToM 0coOBIX MOTpeOHOCTEH
WHBAJIUIOB 110 3pEHUI0, 00ECIICYMBACTCS HATMYUE KPYITHOMPU(TOBOM CIIPABOYHOM HHPOpMALIUU
0 pacmHcaHuM Y4YeOHBIX 3aHATHH; B Hadajle y4eOHOro roja oOydaroluecs: HECKOJBKO pa3
OPOBOJATCS MO 3AaHui0 VHCTHTyTa JUIs 3allOMHUHAHUS MECTOPACIIONIOKEHHS] KaOMHETOB,
MOMEIICHUH, KOTOPBIMH OHU OYIIyT MOJIB30BATHCS; MIEAAroT, ero cO0EeCeTHUKHU, MPUCYTCTBYIOIINE
MIPEJICTABIISIFOTCS 00YJaroIIMMCsI, KXl pa3 Ha3bIBaeTCsl TOT, K KOMY Teaaror odpariaercs;
JEHCTBUS, KECThI, TEPEMEIICHHs TieJarora KOPOTKO M SICHO KOMMEHTHPYIOTCS, TiedaTHas
uH(pOpMaIKs TPEIOCTABIAETCS KPYMHBIM HIpUudTOM (OT 18 MyHKTOB), TOTATLHO O3BYYHBAETCS,
oOecrieunBaeTcsi HEOOXOIMMBI ypPOBEHb OCBEIIEHHOCTH MOMEIICHUH; IPeIoCTaBISIeTCs
BO3MOXXHOCTh UCIOJB30BaTh KOMIBIOTEPHl BO BPEMS 3aHATUN U MPaBO 3aMUCU OOBSICHEHUS Ha
JUKTO(OH (10 kKeJIaHUo0 00y4arolerocs).

dopma npoBeeHUs TEKYIIeH U TPOMEXYTOUHOM aTTecTanuu it ooydarommuxcs ¢ OB3
OTIpeNeNsieTCsl TPEToaBaTeleM B COOTBETCTBUM C Y4eOHBIM IutaHoM. llpm HeoOxommmocTu
oOyuaromemycsi ¢ OB3 ¢ yueToM ero HHIUBUAYATBHBIX MCUXO(PHU3NIECKIX 0COOCHHOCTEN JaeTcs
BO3MO>KHOCTH MTPOUTH MTPOMEKYTOUHYIO aTTECTAIMIO YCTHO, TUCHMEHHO Ha Oymare, MMCbMEHHO
Ha KOMITbIOTEpe, B (hOpMe TeCTUPOBAHUS U T.II., IUOO MPEJOCTABISAETCS JOMOIHUTEIBHOE BPEMsI
JUTS IOJTOTOBKH OTBETA.

11. IEPEYEHb THO®OPMAIIMOHHBIX TEXHOJIOT Ui, UCIIOJb3YEMBIX ITPHA
OCYHIECTBJIEHUU  OBPA3OBATEJIBHOI'O IIPOIECCA 11O JUCHUIIJIMHE
MOAVYJIIO), BKJ/IIOYAs IIEPEYEHbL IPOI'PAMMHOI'O OBECIIEHEHUA U
NHOOPMALIMOHHBIX CITPABOYHBIX CUCTEM.

[Ipu mpoBeneHUU JIEKIMOHHBIX 3aHATHI 1O JUCHUIUIMHE MPENoAaBaTelb HCHOJIb3YeT
ayJMOBU3YyallbHbIE, KOMITBIOTEPHBIE U MYJIbTUMEANIHBIE cpeicTBa 00yueHHst IHCTUTYTa, a TakKe
JEMOHCTpaIlMOHHBIE (MPE3eHTAllMH) U HATJISIIHO-MILTIOCTPALIMOHHBIE (B TOM YHCIIE pa3/laTOYHBIE)
MaTepuabl.

[IpakTnueckue 3aHSATHS TO JAaHHOM JAWUCHUIUIMHE MPOBOAATCA C HCIOJIB30BAHUEM
KOMITBIOTEPHOTO M MYJbTUMEIUIHOro oOopyaoBaHus MHCTUTYyTa, mpU HEOOXOIUMOCTH — C
MPUBJICYCHUEM T0JIE3HBIX VIHTEpHET-pecypCcoB 1 MAaKETOB MPUKIIATHBIX IPOTPAMM.
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JInneHnsnonHoe Microsoft Windows,

IpOrpaMMHO- Microsoft Office,
UH(POPMALIHOHHOE Google Chrome,
o0ecrieueHue Kaspersky Endpoint Security
CoBpeMeHHbIE 1. KoncynbTant+

npodeccuonansubie | 2. CrpaBouyHas npaBoBas cuctema «[APAHT».
0a3bl JaHHBIX

Nudopmannonnsie | 1. Dnexrponnas 6udianoreynas cuctema (35C) OO0 «CoBpeMeHHBIE

CIpaBOYHBIC UG POBBIC TEXHOJIOTHH

CHCTEMBI 2. https://elibrary.ru - Hayunas snekrponnas 6udianoreka eLIBRARY.RU
(pecypchl OTKPBITOTO JIOCTYIIA)

3. https://www.rsl.ru - Poccuiickas ['ocynapctBennas bubmuoreka
(pecypchl OTKPBITOTO JTOCTYIIA)

4. https://link.springer.com - MexyHnapojnas pedeparuBHas 06aza
JTaHHBIX HAYYHBIX U3AaHui Springerlink (pecypchl OTKpPBITOTO 10CTyTA)

5. https://zbmath.org - Mexnynapoanas pedeparuBHas 6a3a JaHHBIX
HayuyHbIX uzganuii zbMATH (pecypchl OTKPBITOTrO AOCTYIIA)

12. HEPEYEHDb YUYEBHBIX AYJIUTOPUI n OBOPYJIOBAHNA,
HCHOJB3YEMBIX J NMPOBEJEHHST YYEBHBIX 3AHATHUNW O AUCHUIJIMHE
(MOJIY.JIIO).

VY4yeOHble 3aHATHUS 10 JAUCLUUILUIMHE MPOBOAATCA B CHELMAIM3UPOBAHHON ayAUTOpHUH,
ob0opynoBanHoil [IK, ¢ Bo3moxHOCTAMU TOKa3a npe3eHTauuil. B mpouecce uTeHus JeKUUM,
IPOBE/IEHUS] CEMMHApPCKMX W MPAKTUYECKUX 3aHATHI MCIIOJIB3YIOTCS HAarjsiiHble I10COOMs,
KOMIUIEKT CJIaiiJI0B, BUAEOPOIUKOB.

[Ipumenenne TCO (ayaumo- ¥ BHUJICOTEXHUKHM, MYJIbTUMEAUHHBIX CpE/ICTB)
o0OecrieunBaeT MaKCUMaJbHYIO HArJsAgHOCTb, IIO3BOJSET OJHOBPEMEHHO TPEHUPOBAThH
pa3jaNyYHbIE BUIBl PEUYEBON JEATEIBHOCTH, IIOMOTraeT KOPPEKTUPOBATh pEYEBBIE HABBIKH,
CIOCOOCTBYET Pa3BUTHUIO CIIYXOBOW M 3pUTENIbHON MaMATH, a TAKKE YCBOCHUIO U 3alIOMUHAHUIO
00pa31oB NPaBUIIbHOM peyH, COBEPILIEHCTBOBAHUIO PEUYEBbIX HABBIKOB.

Hepeuensv 0b6opydosannsix yueoHvIx ayoumopuil u CneyuanibHblX NOMeu|eHuil

Ne 503 Kabuner ynpaBieHUYECKUX TUCIUTIIINH

VYyeOHast ayIuTOpus AJIs IPOBEICHUS 3aHATHI IEKIIMOHHOTO U CEMHHAPCKOTO THIA
- I0CKa

- CTOJI TIperoaBaTens

- KpecJyo AJis mpenoaaBaTens

- TpuOyHa

- KOMIUIEKTHI yueOHOM Mebemu

- IEMOHCTPAIIMOHHOE 000PYJIOBAHKE — TIPOCKTOP ¥ KOMITHIOTED

- y4eOHO-Har I IHbIE TTOCOOMS

[IporpammHuoe obecrieueHue:

Microsoft Windows (/lorosop Ne 64434/MOC4501 ot 04.09.2019),
Microsoft Office (JoroBop Ne 64434/MOC4501 ot 04.09.2019),
Google Chrome (Co6oaHo pacnpoctpansemoe [10),

Kaspersky Endpoint Security ({loroBop Ne877/JIH ot 25.05.2016).

No 503 KabuneTt ynpaBieHYECKUX TUCIUILIAH

VYuebHas ayaAuTopus Ul TPYIIOBBIX M MHAWBUYAIbHBIX KOHCYIbTALUH, TEKYIIIETO KOHTPOJIS U
IIPOMEKYTOUYHOM aTTECTaluU

- I0CKa
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- CTOJI MPETIOAaBaTEIIs

- KpecIIo JUis pernojaBaTess

- TpudyHa

- KOMIUIEKTHI yueOHOM Mebemu

- IGMOHCTpAIIMOHHOE 000PYI0BaHKE — IPOEKTOP M KOMIIBIOTEP

- y4eOHO-HaTJITHBIC TTOCOOMS

[TporpammHuoe oOecrieueHue:

Microsoft Windows (Jorosop Ne 64434/MOC4501 ot 04.09.2019),
Microsoft Office ([{oroBop Ne 64434/MOC4501 ot 04.09.2019),
Google Chrome (Co6osaHo pactipoctpansemoe I10),

Kaspersky Endpoint Security (Jlorosop Ne877/JIH ot 25.05.2016).

Ne 404, 511

[TomenieHus st CaMOCTOSITETLHON pabOTHI

- KOMIUIEKTHI yueOHOM Mebemu

- KOMIIbIOTEpHAsI TEXHUKA C MOJKIIOYCHUEM K ceTH «VHTEepHeT» U IOCTYIOM B 3JICKTPOHHYIO
MH()OPMAMOHHO-00Pa30BaATEIHLHYIO CPEIY

[TporpammHoOe oOecrieueHue:

Microsoft Windows (Jorosop Ne 64434/MOC4501 ot 04.09.2019),

Microsoft Office (JoroBop Ne 64434/MOC4501 ot 04.09.2019),

Google Chrome (Co6osHo pactpoctpansemoe I10),

Kaspersky Endpoint Security (JJoroBop Ne877/JIH ot 25.05.2016),

CrpaBouno-nipaBoBas cucrema «l apant» (Jorosop Nel4-11J1/2020 ot 31 okts6ps 2019 rona).

Ne 404

bubnuoreka, untanabHbIN 321 € BBIXOJOM B ceTh MIHTEpHET

- KOMILJIEKTHI y4eOHOM Mebenu;

- KOMIIBIOTEpHAsl TEXHUKA C MOAKIIOYEHHEM K ceTu «HTepHeT», HOCTYIOM B JIEKTPOHHYIO
MH(OPMALIMOHHO-00pa30BaTEIbHYIO CPEY U AIEKTPOHHO-OMOINOTEUHYIO CHCTEMY.
[IporpamMmmMHoe obecrieueHue:

Microsoft Windows (J{orosop Ne 64434/MOC4501 ot 04.09.2019),

Microsoft Office (Joroop Ne 64434/MOC4501 ot 04.09.2019),

Google Chrome (Cso6osH0 pacmpoctpansiemoe I10),

Kaspersky Endpoint Security ({oroBop Ne§77/JIH ot 25.05.2016),

CrpaBouHo-nipaBoBas cucrema «l apant» (JJorosop Nel4-11J1/2020 ot 31 okts6ps 2019 rona).

Ne 401

AKTOBBII1 3aJ1 [ IPOBECHUS HAYYHO-CTYJEHUYECKUX KOH(GEPEHIIUNA U MEpOTPUATU I
- CIICHHUAIIM3UPOBAHHBIC KPECIa AJId aKTOBBIX 3aJI0B

- CIIeHa

- TpuOyHa

- 9KpaH

- TEXHUUYECKHE CPEJICTBA, CITYXKAIIUE JJIsl TPEACTaBICHUS HH(OPMAITUU OOJIBITION ayAUTOPUHT
- KOMITBIOTEP

- IEMOHCTPAIIMOHHOE 000PYIOBaHHE U ayINOCHCTEMA

- MUKpPO(OHBI

[IporpammHuoe obecrieueHue:

Microsoft Windows (/lorosop Ne 64434/MOC4501 ot 04.09.2019),

Microsoft Office (JoroBop Ne 64434/MOC4501 ot 04.09.2019),

Google Chrome (Co6oaHo pactipoctpansemoe [10),

Kaspersky Endpoint Security ({loroBop Ne877/JIH ot 25.05.2016).

Ne 515
[Tomemienue s XpaHeHHs U MPOPUIAKTUYECKOT0 00CTyKUBaHUS yueOHOTro 000pyA0BaHUS
- CTEJUIAXKHU

33




\ - yaeOHOE 000pyI0BaHHE

Pa3zpadorumnk:
KaHIUJAT IOPUANYECKUX HAYK, TOLIEHT

M.H. Hukutua
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