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Pa3znen 1. Oprann3anuoHHO-MeTOAMYECKHUI pa3ae

1.1. e ocBoeHM s JUCUHMIIIIHMHBI

Hucuunimna  «/lokymenToBenenne» Bxoaur B «Yacrb, ¢(opMupyemMyl0 y4YacTHHKAMU
00pa3oBaTeJIbHBIX OTHOLIEHH I JTUCIUIUIMH TOATOTOBKH OOYYAIOIIMXCS IO HAMPaBICHUIO
noarotoBku «40.03.01 KOpucnpyaeHuusi, HanpapjJeHHOCTh (mpoduib) «YacTHoe W mMyOJaIMYHOE
NnpaBo».

L{enbi0 QUCHUIUIMHBL IBIsiCTCS (hopMupoBaHre Kommerenuui (6 coomsemcemeuu ¢ @IOC BO u
mpebosanuaMU K pe3yIbmamam 0C80eHUsL OCHOBHOU NPOGeccUOHATbHOU 00paA3068amMeNbHOU NPOSPAMMbL
(OI1OI1 BO)):

JlecCKpUNITOPBI YHUBEPCATbHBIX KOMIIETEHIIHIi:

VYK-2.1.CriocobeH BBIOpaTh ONTHUMAIbHBIE CIIOCOOBI pPa3pabOTKH MPOCKTA, OINPEACICHHH €ro
KOHEYHOH IIeJIM, UCXOMAS U3 JCUCTBYIONIMX IPABOBBIX HOPM, HMEIOIINXCS MATEPHAIBHBIX U TPYAOBBIX
pecypcoB, OrpaHHUYEHUN

YK-2.2. CniocobeH ompenenuTh Kpyr 3agad B paMKaxX MOCTABICHHOW IENHM TpHU Pa3pabOTKe U
pean3aluy MpoeKTa

B pesynbraTe OCBOCHHS TUCIUIUIMHBI Y CTYACHTOB JIOJDKHBI OBITH C(HOPMHUPOBAHBI WHAHKATOPHI

KOMIIETCHIINH.

O000mennas Koa u HaumenoBanue | Koa m HamMeHOBaHMe HHAUKATOPA 10CTHKEHUS
TpyAoBasi pyHkums/ AECKpUNTOpa kommnerenuuii (u3 I1C)
TPyAoBas PyHKIUsA KOMIIeTeHIUl
IIC «Cnenuanuct no YK-2.1.Criocoben | 3nanue:
onepamusiM ¢ | BeiOpaty ontumanbhbie | [IC 09.003 «CoemmajucT 1O omepamusiM ¢
HeJBUKMMOCTbIO» crocoObl  pa3pabOTKU | HEABHKMMOCTBIO»:
C. PykoBoacrBo | npoekta, onpeaenenun | UJI-1YK-2.1 Tlopsgok u MHCTpyMEeHTHI B cdepe
areHTCTBOM €ro KOHEYHOM 1enH, | GUHAHCOBOrO  KPEIUTOBaHMSI M  CTPaXOBAHHUSA
HeJIBHKHUMOCTH UCXO0s u3 | 00bekToB HeABmKUMOCTH(C/01.6)
(CTPYKTYPHBIM JIEHCTBYIOIUX
NO/APa3/ieJIeHueM) IIPABOBBIX HopM, | [IC 09.002 «Cneumuanaucr mo KOHKYPEHTHOMY

C/01.6 UMEIOLIUXCS npaBy:

Opranuzanus yciayru | MaTepUaIbHBIX u | UJI-2YK-2.19xoH0MHUECKHE KaTeropuu B
10 peanu3anuu TPYIOBBIX pecypcoB, | KOHKYpeHTHOM npaBe(A/01.6)
BEII[HBIX MIPaB U MIPaB | OTPaHUYEHUN

TpebOBaHMS Ha Ymenus:
HEIBKUMOCTD U IIC 09.003 «CpoenmajucT MmO omepamusiM ¢
KOHTPOJTb HEBUKHMOCTBIO»:
NEeATEILHOCTH NJ1-3YK-2.1CtaBuTh 3aJaun paboTHUKaM
pabOTHUKOB B areHTCTBa HEJBUKHUMOCTH (cTpyKTYypHOTO
areHTCTBE MOIpa3/IeNIeHNs) u KOHTPOJUPOBATH 170'¢
HEJIBI)KUMOCTH WJIH B BeimostHeHHe(C/01.6)
CTPYKTYpHOM
Mo/Ipa3/ielICHNN; IIC 09.002 «CnenMajucT MO KOHKYPEHTHOMY
Tc npany:

N1-4YK-2.1CocTaBisTs, colOuparb u
«Cneumnaauct mno

MOJATOTAaBIUBATh  NPOEKTHI  JOKYMEHTOB IS
KOHKYPEHTHOMY

MPEJICTABICHUS ~ MHTEPECOB  OpraHW3alud B
npaBy»: CyIeOHBIX ¥ aJMHHUCTPATUBHEIX opranax(A/02.6)
A. BenomorarenbHast yA A p p '
NeTeJIbHOCTh no

Hasvixu u (unu) onvim oesmensnocmu.
NMpPaBoOBOMY

INC 09.003 «Cnemuajucr 1O omepanusaM ¢
COMPOBOKACHUIO H
() KOHTPOTIO HEJBUKMMOCTBIO»:

NJ-5YK-2.1TTocTanoBka 3aja4 paboTHHKaM
COOTBETCTBHA (

areHTCTBa HEJBUKHUMOCTHU CTPYKTYpPHOTO
NeSTeJIbHOCTH 8 PYKTYP




OpraHu3anui
TpeOOBAHUAM
AHTHMOHOIOJBLHOTO
3aK0HOJATEeJIbCTBA
Poccuiickoi
Denepanun

A/01.6 Cbop u
MpeIBAPUTEIIbHBII
aHAIM3  JaHHBIX O
COOTBETCTBUM
JIeSITSILHOCTHU
OpraHu3alu
TpeOOBaHUSIM
AHTHMOHOIIOJILHOTO
3aKOHOJATEIILCTBA
Poccuiickoit
Oenepauun; A/02.6
IIpencraBnenue
WHTEPECOB
OpraHu3alMu B CyJax
A AHTHMOHOIIOJILHBIX
opraHax.

MOAPA3ACIICHHUS]) u ux

BoinostHeHHEM(C/01.6)

KOHTPOJIb 3a

IIC 09.002 «CnenuajucT MO0 KOHKYPEHTHOMY
npaBy:
N/I-6YK-2.1IToarotoBKa NpoeKTOB JOKYMEHTOB
JUTSI TIPEJICTABIICHUSI HHTEPECOB B CY/ICOHBIX U
aIMUHUCTpATUBHBIX opraHax(A/02.6)

IIC «Cnenuajauct mo
onepauusaM c
HEIBUKHMMOCTBIO)
C. PykoBoacTBo
areHTCTBOM
HEABUKHMOCTH
(CTPYKTYpPHBIM
nojpasjiesieHueM)
C/01.6
Opranu3zanus yciayru
0 peau3auu
BEITHBIX TPaB U TPaB
TpeOoBaHUS Ha
HEJBUKHUMOCTD U
KOHTPOJIb
JeSITeTbHOCTH
pabOTHUKOB B
areHTCTBE
HEJBM)KMMOCTH WJTU B
CTPYKTYPHOM
M0JIpa3/IeIeHUH;

IIC
«Cnenuaauct
KOHKYPEHTHOMY
npaBy»:

A. BcnmomorareabHas
JesITeJIbHOCTh mno
MPaBoOBOMY
CONPOBOXICHHUID U
(nin) KOHTPOJII0
COOTBETCTBHUSA

mo

VYK-2.2. Cnocoben
OTIPEICIIUTh KPYyT 3aaad
B paMKaXx MOCTaBJICHHOU
LeIu Mpu pa3paboTke U
peanu3aiyy IpoeKTa

3Hanue:

IIC 09.003 «Cneuuanucr mno omnepanusM ¢
HEIBHKMMOCTBIO»:

NA-1YK-2.2Ctannaptsl u UHCTPYKLUU
npoecCUOHaIbHOM  JesITeIbHOCTH,  IpaBUia
MPEIOCTaBICHUSI YCIYyr Ha pBIHKE HEXKHUIOH

HeasmxkumocTH (C/01.6)

IIC 09.002 «CnenuajaucTr MO0 KOHKYPEHTHOMY
npaBy:

N/I1-2YK-2.25k0oHOMHYECKIE
KOHKypeHTHOM TipaBe(A/02.6).

KaTeropmuu B

Ymenua:

IIC 09.003 «Coemumanuct mno omnepamusiM ¢
HEIBHKMMOCTBIO»:

NA-3YK-2.2]TnanupoBats paboTy CTPYKTYpHOTO
MOJIpa3IeeHuUs WIH areHTCTBa

Hensmwxkumoctu(C/01.6)

IIC 09.002 «CnenuajucT mMO0 KOHKYPEHTHOMY

npaBy:
N-4YK-2.21TpoBepsTh KOMIIJIEKTHOCTD
JOKYMEHTOB  JUIi  TIPEJICTABICHUS  HWHTEPECOB

OpraHM3ali B CYNEOHBIX W aJIMUHHUCTPATUBHBIX
opranax(A/02.6)

Hasvixu u (unu) onvim oesmenvrocmu:
IIC 09.003 «Cnemuanuct mno omnepamusiM ¢
HEABUKHMOCTBIO»:

N-5YK-2.20npenenenue HampaBieHUil, BBIOOD




NeSTeJIbHOCTH TEXHOJIOTHI NEeSTEIbHOCTH CTPYKTYpPHOTO
opraHu3anmii nojpasziesieHuss (areHTCTBa HEIBHKUMOCTH) TIO
TPeOOBaAHUAM peanuzanuu mpaB Ha HEJBUKIMOE
AHTHMOHOMOJILHOT'0 umytiectBo(C/01.6)

3aKOHO/IATeIbCTBA

Poccuiickoii IIC 09.002 «Cneumajuct mo KOHKYPEHTHOMY
Denepanun npaBy:

A/02.6 NJ1-6YK-2.2IToaroroBka npoeKTOB JOKYMEHTOB
[IpencraBnenue JUTSL TIPEJICTABIICHUS] HHTEPECOB B CY/ICOHBIX U
WHTEPECOB aIMUHUCTPATUBHBIX opraHax(A/02.6)
OpraHM3aIi B Cy/Iax
U aHTUMOHOIIOJBHBIX
opraHax.

1.2. MecTto aucuumiunsl B ctpyktype OIIOII BO
nanpasaenus noarorosku «40.03.01 FOpucnpyaennusi, HanpaBJjieHHOCTh (npoduis) «HacTHoe u
ny0JIM4YHOe MPaBo»

Ne TIpenecTByioNIHE AHCHHILIHH LI ocaenyromue 1 CHUNIUHBI
(AUCHMIUIMHBI, H3y4YaeMble NapauIeJbHO)

1 2 3

1. | FOpuauueckas TeXHUKA HcnomHUTENRHOE IPOU3BOICTBO

2. | I'paxxnanckoe npaBo

3. | TpymoBoe paBo

4. | TlpodeccronanbHas 3THKA

5.

Ilocneoosamenvrocms hopmuposanus KoMnemeHyull 8 YKA3aHHbIX OUCYUNIUHAX MOdcem Oblmb
UBMEHeHa 8 3aBUCUMOCIU Om oPpMbL U CPOKA OOYYeHUs, A MAaKice Nnpenoddasanus ¢ UCNOIb308AHUEM
OUCTNAHYUOHHBIX MEXHON02UL 00YUeHUSL.

1.3. HopmaTuBHAasl JOKYMEHTALUS

Pabouas mporpamma y4eOHO JUCIUIUIMHBI COCTaBJIEHA Ha OCHOBE:

- ®@enepasbHOTO TOCYAAPCTBEHHOr0 0OOpPa30BaTENBbHOIO CTAaHAApPTa BBICIIEro 00pa3oBaHUS 10
HanpasieHuto noarotoBku «40.03.01 FOpucnpyaeHuus»,

- VYuyeOHoro maHa HampasieHuss noArotoBku «40.03.01 KOpucnpyaeHumsi, HampabJeHHOCTb
(mpoduian) «YacTHoe u nydauunoe npaso» 2021, 2022 roga Habopa;

- O06pa3sma paboueii mporpaMmMbl yueOHO# nucturunabl (mpukas Ne 113-O ot 01.09.2021 1.).




Pasznea 2. Temaruuyeckuii IJIaH

Ounas ¢popma 00yueHus (MOJTHBIH CPOK)

TpyroemkocThb Kon
AYIHTOpPHBIE 3aHATHS HHIMKATOPA H
Ne Tema TUCHUILIMHBI JAeCKpHUITOpa
Beero | 5l m3 iz, c3) | €O | nocrmsenns
KOMIIEeTeHI U
1 2 3 4 5 6 7
OcHoBHBIE TIOHATHS B 001aCTH Na-1YK-2.1,
1 | moxymeHTHpOBaHUS 6 2 4 NJ1-2YK-2.1,
NJI-3VK-2.1
HopmaTtuBHo — MeToguueckue Na-4YK-2.1,
2 | OCHOBBI JIOKYMEHTAIIHOHHOTO 10 4 4 2 NJ1-5YK-2.1,
o0ecrnieueHus yrpaBICHUS NJI-6YK-2.1
Opranu3zanmoHHO-IIPaBOBas N1a-1YK-2.1,
3 | cucrema OKyMEHTAIUN 6 2 2 2 Na-2YK-2.1,
NJI-3YK-2.1
Opranu3zanuoHHo- Na-4YK-2.1,
4 | pacriopsauTeNbHAs CUCTEMA 8 2 2 4 NJI-5YK-2.1,
NJ-6YK-2.1
HNudopmanimoHHo-cripaBoyHas N1-1YK-2.1,
5 | cuctema 4 4 Na-2VK-2.1,
NJI-3YK-2.1
OcHoBHBIE POPMBI Na-4YK-2.1,
6 | mokymMeHToOOOpOTa B 6 2 4 NJI-5YK-2.1,
OpraHu3alNH NJ-6YK-2.1
ABTOMaTH3UPOBAHHBIE WJ-1YK-2.2,
7 | CPeAcTRAE 8 2 2 4 | MA-2YK-2.2
JTOKYMEHTAI[MOHHOM
yIpaBJICHUN
Cocrasnenue u ohopmieHue NN-3YK-2.2,
8 | OCHOBHBIX BHJIOB 8 2 2 4 N-4YK-2.2
yIPaBICHUYECKUX JOKYMEHTOB
Ocobennoctu ohopMIICHHS U NN-4YK-2.2,
9 BEJICHUSI IOKYMEHTALIUH 110 8 2 5 4 NJI-5YK-2.2,
JUYHOMY COCTaBY NJ-6YK-2.2
Opranuzanus NJ-6YK-2.1
10 JIOKYMEHTOO0O0pOTA. 8 9 5 4 N-1YK-2.2
CucremaTu3zainus 1 XpaHeHHE N-2YK-2.2
JTIOKYMEHTOB
Buja npoMexyTOYHOI aTTecTAlNU
(3auer)
Htoro 72 18 18 36
3aounast popma o0yueHus (I10JIHBIN CPOK)
TpyroemkocThb Kon
AyIMTOPHBIE 3aAHITHUS HHIANKATOPA H
Ne Tema TUCHUILIMHBI JAeCKpHUITOpa
Beero J 3 (J13, C3) CPO AOCTHIKEHUSI
KOMIIEeTeHIU




1 2 3 4 5 6 7
OCHOBHBIE TTOHATHUSA B 00JIaCTH NI-1YK-2.1,
1 | moxymeHTHUpOBaHUS 6 6 Na-2yK-2.1,
NJ-3VK-2.1
HopmaTtuBHo — MeToanueckue Na-4vyK-2.1,
2 | OCHOBBI JIOKYMEHTAIIUOHHOTO 10 2 2 6 NJ1-5YK-2.1,
obecrieueHus ynpaBiaeHUs NJI-6YK-2.1
Opranu3aiuoHHO-TIPABOBAs Na-1vK-2.1,
3 | cuctema TOKyMEHTAIUH 8 2 6 NJ1-2YK-2.1,
NJ-3YK-2.1
Opraau3annoHHO- N/1-4YK-2.1,
4 | pacriopsAUTeNIbHAs CUCTEMa 6 6 NA-5YK-2.1,
NJI-6YK-2.1
WubopManinoHHO-CIIpaBOYHAS Na-1vK-2.1,
5 | cucrema 6 6 NJI-2YK-2.1,
NJ-3YK-2.1
OcHoBHbIE (HOPMBI Na-4vK-2.1,
6 | mokymeHTOOOOpOTA B 6 6 NA-5YK-2.1,
OpraHu3aIuu HNJI-6YK-2.1
ABTOMaTU3UPOBAHHBIE WJI-1VK-2.2,
7 | cpeAeTBRA B 6 6 |WI-2YK-2.2
JIOKYMEHTAITMOHHOM
yIpaBIeHUU
Cocrasyienue u opopmiieHue NA-3YK-2.2,
8 | OCHOBHBIX BUIOB 6 6 HNJ1-4YK-2.2
YIIPaBICHYCCKUX JOKYMEHTOB
Ocobennoctu opopMIICHUS U NA-4YK-2.2,
g | BEACHHS TOKYMEHTAIIIH 110 6 6 NA-5YK-2.2,
JUYHOMY COCTaBY NA-6YK-2.2
Opraau3zanus NI-6YK-2.1
10 JIOKyMEHTO000pOoTA. 8 8 NA-1YK-2.2
CuctemaTtu3zanus 1 XpaHeHHE NI-2YK-2.2
JIOKYMEHTOB
Bupa npomexyTouHoi aTTecTAlNH 4
(3auer)
Hroro 72 4 2 62
3aouHas popma o0yueHnus (yckopeHHoe ooydenue Ha 6aze CI1O, BO)
TpyroeMkocTh Kon
AyIMTOPHBIE 3aHATHUS HHIMKATOPA U
Ne Tema qTUCUMIIMHBI JIeCKpUITOpa
Beero | 5 mas,c3) | PO | nocrmwenns
KOMIIeTeH Uil
1 2 3 4 5 6 7
OcCHOBHBIE TTOHATHS B 00J1aCTH Na-1vK-2.1,
1 | nOKyMEeHTHpOBaHUS 6 6 HUJI-2YK-2.1,
NJ-3YK-2.1
HopmatuBHO — MeTOAMYECKHE Na-4vyK-2.1,
2 | OCHOBBI IOKYMEHTAIIMOHHOTO 10 2 2 6 HUJI-5YK-2.1,
obecrieueHus ynpaBiaeHHUs NJI-6YK-2.1
3 | Opranu3anroHHO-TIPaBOBAsI 8 2 6 NA-1YK-2.1,




CUCTCMA JOKYMCHTAIlUN

WJI-2VK-2.1,

NJI-3VK-2.1
Opranu3zanuoHHo- NJ1-4YK-2.1,
4 | pacriopsauTeNnbHAs CUCTEMA 8 2 6 NJ1-5YK-2.1,
NJI-6YK-2.1
HNudopmannonHo-cripaBoyHas NIa-1YK-2.1,
5 | cucrema 6 6 NI-2YK-2.1,
NJI-3VK-2.1
OcHoBHbIE (HOPMBI NJ-4YK-2.1,
6 | mokymMeHToOOOpOTa B 6 6 N-5YK-2.1,
OpraHu3aINH NJI-6YK-2.1
ABTOMaTU3UPOBAaHHBIE WJT-1VK-2.2,
7 | cpeAeIRa B 6 6 |UI-2YK-2.2
JTOKYMEHTAI[MOHHOM
yIpaBJIeHUU
Cocrasiienue u ohopmiieHUE N-3YK-2.2,
8 | OCHOBHBIX BUIOB 6 6 NJ1-4YK-2.2
YIPaBIEHYECKUX JOKYMEHTOB
OcoGenHoctu oopMIICHUS U N11-4YK-2.2,
g | BECHUA TOKYMEHTALMH 1O 6 6 NJ-5YK-2.2,
JTUYHOMY COCTaBY NJ-6YK-2.2
Opranuzanus NJI-6YK-2.1
10 JIOKYMEHTOO0O0pOTAa. 6 6 NA-1VK-2.2
CucremaTu3anus 1 XpaHeHUE NJ1-2YK-2.2
JTIOKYMEHTOB
Bu npoMe:KyTO4HOI aTTecTalNu 4
(3auer)
Hroro 72 4 4 60
OuHo-3204Hasi popma 00yqeHust (MOJHBIN CPOK, YCKOPEHHOE 00y4eHHe)
TpyroemkocTb Kon
AyIMTOpHBIE 3aHATHUS HHIMKATOPA U
Ne Tema TUCHUTLIMHBI JAeCKpHuITOpa
Beero | 7 | m3us,c3) | PO | nocrmwenns
KOMIIeTeHIH
1 2 3 4 5 6 7
OcHOBHBIE TIOHSTHS B 00J1aCTH Na-1VK-2.1,
1 JOKYMEHTHUPOBAHUS 6 NJ1-2YK-2.1,
NJ-3VK-2.1
HopmaTtuBHO — MeTOMYECKHE NI-4YK-2.1,
2 OCHOBBI JOKYMEHTAIIMOHHOTO 10 2 2 NJI-5YK-2.1,
o0ecrnieueHus yrpaBIeHUs NJI-6YK-2.1
Opranu3alnoHHO-TIpaBOBas NA-1YK-2.1,
3 cUCTeMa JOKYMEHTAITU! 8 2 N-2VK-2.1,
NJI-3VK-2.1
Opranu3anuoHHO- Na-4YK-2.1,
4 pacnopsiiuTeNbHas CUCTEMA 10 2 2 NJI-5YK-2.1,
NJ-6YK-2.1
WudopmannoHHO-cIipaBOYHast NI-1YK-2.1,
5 cucremMa 6 Na-2VK-2.1,
NJI-3VK-2.1
6 OcHoBHbIE (HOPMBI 10 2 2 NJ-4YK-2.1,




JIOKyMEHTO0000pOoTa B NA-5YK-2.1,
OpraHu3aIu NJI-6YK-2.1
ABTOMaTU3UPOBAHHBIE M- 1VK-2.2,
7 | CPeactEaB 6 6 UJI-2VK-2.2
JIOKYMEHTAIMOHHOM
yIpaBJICHUU
Cocrasienue u opopmiieHue NA-3YK-2.2,
8 OCHOBHBIX BUIIOB 6 2 4 NJ1-4YK-2.2
YIPaBICHYCCKUX JOKYMEHTOB
OcobenHoctu 0pOpMIICHUS U NA-4YK-2.2,
9 BEJICHUS IOKYMEHTAIIUH 10 6 9 4 NJI-5YK-2.2,
JMYHOMY COCTaBY NA-6YK-2.2
Opranuzanus Na-6YK-2.1
10 JIOKYMEHTO000POTA. 4 4 N-1YK-2.2
CucremaTtu3zanus 1 XpaHeHUE NI-2YK-2.2
JIOKYMEHTOB
Bua npoMekyTo4HoOi aTTecTannu 4
(3auer)
Hroro 72 10 8 54

Pa3nen 3. Conep:kanue JUCHUNIHHBI
3.1. Conep:xaHue TUCHHUIINHBI

Tema 1. OcHOBHBIC NOHATHS B 00/1aCTH JOKYMEHTHPOBAHUS

OcHOBHbBIE TEPMHMHBI U ONPEIEICHUs B 00JaCTU TOKYMEHTALIMOHHOTO OOECIeUeHHUs yIpaBICHUS.
I'OCT P51141-98 «/lenonpon3BoACTBO U apXUBHOE J€sI0. TepMHHBI M ONPEIEIICHUA». 3HAYEHHUE U
CBOICTBa JOKyMEHTa Kak HocHuTelss MHpopManuu. OyHKIMN YHPaBIEHYECKHUX JOKYMEHTOB: 00IIMe U
cneunpuryeckre. OOIMEe MOHATUS O CHUCTeMaxX JOKyMEHTalMH. YHH(UKalMs W CTaHAApTH3aLMs
JOKYMEHTOB. YHU(UIMPOBAHHAs CUCTEMa OPraHU3aLMOHHO — pPacCHOPSAUTEIbHOW JOKYMEHTAIUH.
OcHOBHBIE BUBbI OPTaHU3ALMOHHO — PACTIOPSIUTENBHBIX JOKYMEHTOB M UX POJIb B CUCTEME YIIPABJICHUS.

['ocynapcTBeHHblE CcTaHAApThl B 00JacTU JOKYMEHTAIlMOHHOTO OOECleYeHMs] yIpaBIeHHUS.
OcHoBHBIE TOJIOXKEHUA ['OCYyZapCTBEHHOM CHUCTEMBI JTOKYMEHTAIMOHHOTO OOECIeUeHHUs YIPaBICHHS.
AJMUHUCTpAaTUBHAS. OTBETCTBEHHOCTh PYKOBOJIUTENIEH U CIIELMATNCTOB OpraHU3aliil U NpeanpusTui 3a
HapyIIeHNE AEUCTBYIOLIETO 3aKOHOIAaTENbCTBA 10 APXUBHOMY JIENY.

Tema 2. HopmaTuBHO — MeToAu4YecKHe OCHOBbI JIOKYMEHTALMOHHOIO odecreyeHus
ylpaBJieHHs.
PaccmaTpuBaroTcs BOIIPOCHI HOPMAaTHUBHO-METOANUYECKOTO pEryJINPOBaHHUS CUCTEM

JIOKyMEHTOO0OpOTa B OpraHu3alli, HOPMATHUBHBIE aKThl, MOJOXKEHUS U CTPYKTypa perylIupOBaHUS
JIOKYMEHTOABUKCHHUS.

Tema 3. Opranu3anMOHHO-IPABOBasi CHCTEMA JOKYMEHTAIUH.
B nexkuuu pasbupaercst Ha3HaYeHHE, COCTaB U JIBUYKEHUE JJOKYMEHTOB OPraHU3alliOHHO-TIPaBOBOM
CUCTEMBI TOKYMEHTALIMH U €€ OCHOBHBIE XapaKTEPUCTUKH.

Tema 4. OpraHnu3anHOHHO-PACTIOPSAANTEIBbHASL CHCTEMA.
B gnexkuuum pa3bupaercss Ha3Haue€HUE, COCTaB M JIBJKEHUE JIOKYMEHTOB OpraHU3alMOHHO-
pacropsiANTEIbHON CUCTEMBI TOKYMEHTALIMH U €€ OCHOBHBIE XapAaKTEPUCTHUKHU.

Tema S. Un¢gopMaliluOHHO-CIIPABOYHAA CHCTEMA.
B nexkumm paszbupaercsd Ha3Hau€HHE, COCTaB U JIBUKEHHME JOKYMEHTOB HWH(OpPMAalMOHHO-
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CIPAaBOYHON CHCTEMBI JJOKYMEHTAIMH (DOPMBI U €€ OCHOBHBIE XapaKTEPUCTHKH.

Tema 6. OcHOBHBIE (OPMBI JOKYMEHTO000POTA B OPraHU3aAlMH.
PaccmarpuBaroTcss TpaJuIMOHHAs U JIEKTPOHHAs (OpPMbI JOKYMEHTOOOOPOTa, a TAKXKE MOPAI0K
pa6OTBI C BXOOAIIMMHU, BHYTPCHHUMHU U UCXOOAIIUMU JOKYMCHTAMU.

Tema 7. ABTOMaTH3HPOBAHHbIE CPEICTBA B IOKYMEHTAMOHHOM YIIPABJICHUH.
Paz0uparorcss aBTOMAaTH3MPOBAaHHBIE KOMIIBIOTEPHBIE NPOrPaMMBbl, IO3BOJSIOIINE COKPATUTh
BpeMs 0pOpMIICHHS, TIEPEABIKEHHS JOKYMEHTOB M UX L[EJIEBOE UCIIOIh30BAHUE.

Tema 8. CocraBiienne u o(popMiieHH e OCHOBHBIX BH/I0B YIIPABJIEHYECKUX JOKYMEHTOB.

bnanku nokymentoB. dopma U conepikaHue CiykeOHOro nokymeHta. Popmynsip. PekBu3UTHI
YIPaBICHYECKUX JOKYMEHTOB HX 3HaueHHe. CTpykTypa TeKcTa M O0COOEHHOCTH O(QOpMIICHHS
yIpaBIeHYECKUX JOKYMEHTOB. OTBETCTBEHHOCTD MPHU 0(OPMIICHUH TOKYMEHTOB.

Tema 9. OcodenHOCTH 0OPMIIEHNSI U BeIeHUSI JOKYMEHTAIIUH 110 JTUYHOMY COCTaBY.

OOmiast xapakTepUCTHKAa M Ha3HAYEHHUE JIOKYMEHTAllUM IO JIMYHOMY cocTaBy. OCOOEHHOCTH
JOKYMEHTUPOBaHUS TPYAOBBIX MpaBOOTHOIIeHUH (odopmieHue mnpuema Ha paboTy, IepeBoja,
YBOJIbHCHUSA, KOMaHIUPOBKH, OTHyCKa). BGILCHI/IG TPYAOBBIX KHHIKCK. Bocnuranue OTBE€TCTBCHHOCTH,
JI0OPOCOBECTHOCTH MPHU O(POPMIIEHUU JOKYMEHTOB, BIUSIONINX HA CTaXK COTPYTHUKA.

Tema 10. Opranuzanus 1okyMenToooopora. CucreMaTu3anus U XpaHeHue JOKYMEHTOB.

Opranuzanus JTOKyMEHTOOOOpOTa: PErMCTpalus W JIBUKCHHE JOKYMEHTOB. HoMeHkiaTypa nein
OpraHM3aliu: cojaepkaHue, Qopma, MOPAIOK pa3paboTku u ympaBieHus. OCHOBHBIE NPHU3HAKU
3aBefeHust aen. llopsamoxk dopmupoBanus HOKyMEeHTOB B jeina. Cpokd XpaHEHHsS JTIOKYMEHTOB.
DKcnepTh3a IEHHOCTH JOKYMEHTOB. BplieneHue AOKYMEHTOB € HUCTEKIIMMHM CpPOKaMU XPaHEHHS.
XpaHeHue u nepeaada JOKyMEHTOB.

3.2. ConepxaHue NPAKTHYECKOr0 0J10KA IV CHUILTTHHBI

Ounas popma 00yueHus (IMOJTHBIH CPOK)

Ne Tema nMpakTH4Y€CKOro (CEMHHAPCKOI0, J1a00paTOPHOIO) 3aHATHS
1 2
I13 1,2 | HopMaTUBHO — METOJJMYECKHE OCHOBBI JOKYMEHTAIIMOHHOTO 00eCIeYeH sl YIIpaBJICHUS
I133 | Opraan3aniMOHHO-TIPABOBAs CUCTEMA JOKYMEHTAITUU
I134 | Opranu3anOHHO-pacOPSANTEIbHAS CUCTEMA
I135 | OcHoBHBIE (HOPMBI JOKYMEHTOOOOPOTA B OpraHU3AIINHI
I136 | ABTOMaTH3MPOBAHHBIE CPEACTBA B JOKYMEHTAIMOHHOM YIIPaBJIEHUH
I137 | CocraBnenue u opOpMIICHHE OCHOBHBIX BUOB YITPABJIEHUYECKUX JOKYMEHTOB
I138 | OcobenHocT 0opMIIEHHS U BeIeHUs JOKYMEHTAIMH 110 JINYHOMY COCTaBy
I139 | Opranu3zamnus nokymeHToo0opora. Cucremarusanus 1 XpaHeHHe JOKYMEHTOB
3aounasi popma obyuenus (M0JIHBbIN CPOK)

Ne Tema npakTH4ecKoro (CEeMMHAPCKOro, JJA00pPaTOPHOIO0) 3aHATHSA
1 2
I131 | HopMaTUBHO — METOAMYECKHUE OCHOBBI JOKYMEHTALMOHHOTO 00ECTIeUeHH sl YIIpaBJIeHUS

3aounas ¢opma o6yuenus (yckopennoe odoyuenue Ha 6aze CI1O, BO)

Ne Tema npakTH4YeCKOro (CEMHHAPCKOI0, 1a00paTOPHOIO0) 3aHATHS
1 2
I131 | HopMaTHBHO — METOAMUYECKUE OCHOBBI JOKYMEHTAITMOHHOTO 00ECTIeYeHHsI YIIPaBJICHUS
[132 | Opraan3aiMOHHO-PACTIOPSAUTEIbHAS CUCTEMA
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OuHo-3204Hasi popMa 00yUeHHs (MOJHBI CPOK, YCKOPEHHOE 00yUeHN€)

Tema npakTH4ecKoOro (CeMHHAPCKOro, 1a00PaTOPHOIo0) 3aHATHUS

2

1131 HOpMaTI/IBHO — MCTOANYCCKUEC OCHOBBI NIOKYMCHTAIMOHHOI'O obecnieyeHus YIpaBJICHUA

I132 | Opraun3aliMuOHHO-pACTIOPSAUTENIbHAS CUCTEMA

I133 | OcHoBHBIE (HOPMBI JOKYMEHTOOOOPOTA B OpraHU3AIMHI

I134 | CocraBnenue u oopMIICHHE OCHOBHBIX BUJIOB YITPABICHUYECKUX JOKYMEHTOB

3.3. O0pa3oBaTesibHbIE TEXHOJIOTHU

Ounas popma o0yueHust (MOJHBII CPOK)

®opma / Metoabl
Bup yueoHoro P A % y4eOHOrO
Ne Tema 3ansaTusa HHTEPAKTUBHOI0
3aHATHA BpeMeHH
00y4eHust
1 2 3 4 5
HopmaTtuBHO — MeTOMYECKHE
1 | OCHOBBI TOKYMEHTALIMOHHOTO I13 Ketic-meron 100
o0ecrnieueHus yrnpaBJIeHHUs
Opranu3aliMOHHO-IIPaBOBas
2 p H P I13 Jlenosas urpa 100
CHCTEeMa JOKYMEHTAaIlu!
ABTOMAaTH3UPOBAHHBIC
CpEICTBa B .
3 pel I13 Keiic-meTon 100
JOKYMEHTAI[MOHHOM
YIpaBICHUU
CocraBnenue u 0opMIICHHUE
4 | OCHOBHBIX BUJIOB I13 Keiic-meTon 100
yIPaBICHUYECKUX JOKYMEHTOB
OcobenHoctu opopmIIeHUS U
5 | BeleHUs JOKYMEHTAIUH 110 I13 Keiic-meTon 100
JUIHOMY COCTaBY
Hroro % 27%
3aouHnas ¢popma o0yueHust (MOJTHbIN CPOK)
®opma / MeToanl
Bupn yuedHoro P A % yueGHOTO
Ne Tema 3aHATHA HHTEPAKTUBHOIO
3aHATHSA BpeMeHU
o0yueHust
1 2 3 4 5
HopMmatuBHO — MeToIU4eCKHe
1 | OCHOBBI IOKYMEHTAIIHOHHOTO JL, I13 Keiic-meTon 100
o0ecrnieueHus yrpaBIeHUs
Opra"an3animoHHO-IIPABOBAs o
2 P 1 P I13 Keitic-meTon 100
CUCTeMa JOKYMEHTAIu!
Hroro % 33%
3aouHas popma o0yueHnus (yckopeHHnoe ooydenue Ha 6aze CI1O, BO)
®opma / Meroanl
Bupn yuedHoro P . % y4eGHOTO
Ne TeMa 3aHATHA HHTEPAKTUBHOIO
3aHATHA BpeMeHH
o0yueHust
1 2 3 4 5
1 | HopmarusHo — meTonuueckue | JI, I13 Keitic-meTon 100
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OCHOBBI IOKYMCHTAIIUOHHOT' O
obecrieueHus yrnpaBiIeHUs

OpranuzanvoHHO-TIPaBOBast

2 | cucrema JOKyMEHTAIUU JI Keitic-meTon 100
3 Opranu3alHOHHO- 113 Keiic-meTon 100
pacmopsiiuTeIbHas CHCTEMa
Hroro % 33%
Ouno-3204Hasi popMa 00yueHus (MOJHBII CPOK, YCKOPEHHOE 00yueHue)
Bup yuye6Horo @opma / Meronnt % y4eOHOro
Ne Tema 3ansaATHSA HHTEPAKTUBHOIO
3aHSATHUS BpeMeHH
o0yueHust
1 2 3 4 5
HopmatuBHO — MeTOAMYECKHE
1 | OCHOBBI TOKYMEHTAIIMOHHOTO I13 Ketic-meron 100
o0ecrieueHus ynpaBIeHUs
CocraBnenue u opopmiieHHE
2 | OCHOBHBIX BUIOB I13 Ketic-meTon 100
YIIPaBICHYCCKUX JOKYMEHTOB
Hroro % 50 %
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1.
12.
13.
14.
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22.

Pa3nes 4. Opranusanusi CaMoOCTOATEJIBLHOM padoThI 00y4YalOIMXCs

4.1. Opranu3anus caMOCTOATEJIbHOM padoThl 00y4ar0IMXCS

Ne pekomeHnayemoii
Ne Tema TUCHHUIINHBI Ne ponipocos p Ay
JUTEPATypPbl

1 2 3 4
OCHOBHBIE ITOHATHS B 00JIaCTH

1 1-6 1-6
JIOKYMEHTHUPOBAHUS
HopmaTtuBHO — METOIUYECKUE OCHOBBI

2 | TOKYMEHTaIlMOHHOTO 00eCIIeueHHUs 7-12 1-6
yIpaBICHUS
Opra"au3anoHHO-IIPaBOBas CUCTEMA

3| P 1 p 13-18 1-6
JIOKYMEHTAIu!
Opra"au3aloHHO-PaCIoOpAaUTENbHAS

4 | P H pactiopii 19-24 1-6
cucremMa

5 | MUadopmarnimoHHO-CcIIipaBOYHAs CUCTEMA 25-31 1-6
OcHoBHBIE (POPMEI TOKYMEHTOO0OPOTA

6 bopme1 zoKcy p 32-38 1-6
B OpraHHu3aIuu
ABTOMAaTH3UPOBAHHLIE CPEICTBA B

7 p peil 39-45 1-6
JIOKYMEHTAITMOHHOM YITPaBICHUH
Cocrasiienue 1 0hopMIIEHNE OCHOBHBIX

8 Gbop 46-52 1-6
BUJIOB YIIPABJICHUYECKUX JOKYMECHTOB
Ocobennoctu 0hOpMIICHUS U BEACHUS

9 Gop . 53-58 1-6
JIOKYMEHTAIUH TI0 JIHYHOMY COCTaBY
Opranuzanus J0OKyMeHT0000poTa.

10 | CucremaTu3anus 1 XpaHCHHE 59-66 1-6
JIOKYMEHTOB

IlepeyeHb BONPOCOB, BHLIHOCHMBIX HA CAMOCTOSAATEJIbHYIO padoTy 00y4yarommuxcst
Packpoiite nonsTHE: 1€710MPOU3BOJICTBO, JOKYMEHTUPOBAHUE, TOKYMEHTOOOOPOT.

Yro Takoe JOKYMEHT; O(pULIHaTbHbIN, JINYHbIH?
HazoBure ocHOBHBIE (DYHKIIMN JOKYMEHTA.

ITo xakum BuaaM ACATCIbHOCTHU KHaCCH(bHHHPYIOTCH ,[[OI(YMCHTBI?
KakoBs1 XapPaKTCPHBIC OTINYHA HHAWBUAYAJIbHBIX JOKYMCHTOB OT TUITOBBIX ?
KakoBbl CpOKH XpaHCHUA JOKYMCHTOB JOJTOBPEMEHHOI'O 1 BPECMEHHOT'O XpaHeHI/ISI?

Urto Takoe opuruHa, Y4epHOBHUK, KOTHS?

JlaiiTe XxapaKTepUCTUKY JEIONPOU3BOJCTBA B J[peBHEPYCCKOM rocynapcTae?
HazoBurte ocHOBHBIE YepThl MPUKA3HOTO AETONPOU3BOICTBA.

I[aﬁTe XaPaAKTCPUCTHKY CUCTEMbBI KOJIJICIKCKOTO ACJIOIIPOU3BOJACTBA.

OCHOBHBIE IPUHIUIIBI MUHUCTEPCKOTO JIEIIONPOU3BOJICTBA.
JlafiTe XapakKTEepUCTUKY IEIONPOU3BOICTBA B IIEPBOU MMOIOBUHE XX BEKa.
JlaliTe XapaKTEpUCTUKY I€TOMPOU3BOACTBA BO BTOPOM MOJOBHHE XX BEKA.

Kaxue ocHOBHBIE 3aKOHBI peryaupyoT JOY?

Kakoii ctanaapT ucnonb3yroT Uit 0hOpMIIEHHUS OPTaHU3allMOHHO-PACTIOPSIAUTEIbHBIX IOKYMEHTOB?
Yro moHUMaeTcs nmoJi yHupUKaIen u cranaapTu3anuei?
Yro npexcrasnser coboit YHuduumpoanHas cuctema 10KkyMeHToB (JJOVY)?

C kakoii ienpto pa3padoran u BBeAeH B aeiictsue ['OCT P6.30-2003?

KakoB nopsiiok ucnosnabs3oBaHus 1 ohopmiieHus repda u smM0aemMbl Ha OJaHKaX TOKyMEHTOB?
Kakue TpebGoBaHMs MpeIbsBIIsIOTCS K 0hopMiIeHHIO pekBu3uTa «HaumeHoBaHMe opranu3anum?
YTo MOXKET ObITh BKJIFOUEHO B COCTAaB CIIPABOYHBIX JaHHBIX OpraHu3aluu’?

Yro mnpenctaBiseT coOOH PpPEruCTpallMOHHBIA HOMEP JOKYMEHTa,

odopmiieHus?
23. KaxoBbI BO3MOKHBIN COCTaB PEeKBU3UTA «AJipecaTy U TpeOOBaHMS K €ro 0(hOpMIICHUIO?

U KAaKOB TMOPAAOK €ro



24. KaxoBbl BapuaHTBl YTBEPXKICHHS JOKyMEHTa M TpeOOBaHUS K O(OPMIIEHUIO COOTBETCTBYIOILEIO
pekBusuTa’?

25. KakoBbl Ha3HaueHUe peKBU3UTA «Pe30I0Ius» U MOPSIOK ero odopmiteHus?

26. Kak opopMHTh peKBU3HUT «3aroJioBOK K TEKCTY»?

27. KaxoBbl o61ie TpeOoBaHus K 0POPMIICHHIO TEKCTa JIOKYMEHTOB U TOPSIIOK MCIIOJIb30BAaHUS SI3BIKOB
B ounmansHOM fenonpousBoactse Poccun?

28. Kakme tpeOoBaHMA TMpPenbsBIAIOTCA K O(OpMIIEHHIO pekBuzuTa «OTMETKa O HaJIW4YUU
MIPUITOKEHUSI»?

29. Yto Bx0auT B cocTaB pekBusnta «lloanuce, u KakoB MOPSA0K ero opopMiIeHUs?

30. KakoBbl TpeOoBaHMs K O(hOpMIIEHUIO PEKBU3MTOB «I'pud coriacoBaHus AOKyMeHTa» U «Bussl
COIJIACOBAHUS JOKYMEHTOB?

31. KaxoBbl Ha3HaueHue pekBusura «lledath» U TpeOOBaHMS K IPOCTAHOBKE M€YAaTH HA JOKYMEHTaX?
32. Kakue peKBU3UTHI MOTYT BHOCHTBCS B IOKYMEHT TUIIOTPAa(CKUM CTIOCOOOM?

33. CocTaBHOH 4acThIO KAKMX PEKBU3UTOB SIBJIETCS JIMUHAS TOANUCH?

34. Cxkombko pexBu3uToB ycranasnusaet ctannapt I'OCT P6.30-2003?

35. KaxoBbl BU/Ibl OPraHU3alMOHHBIX TOKYMEHTOB U OCOOEHHOCTH MX O(hOopMIiIeHuUs?

36. KaxoBbI BUIBI pPaCHOPSAUTENBHBIX TOKYMEHTOB M OCOOCHHOCTH UX 0pOpMIICHHUS?

37. KakoBa cTpykTypa INpHKa3za IO OCHOBHOW J€STEIbHOCTH, COCTaB PEKBU3UTOB, TPEeOOBaHUS K
odopmiteHn0?

38. KaxoBbl BU/IbI HHPOPMALIMOHHO-CIIPABOYHOM JOKYMEHTALUH?

39. Kakue tpeOoBaHHS MPEIBIBIAIOTCS K COCTABICHHIO M O(QOPMIICHHUIO TEllerpaMM, Tesie()OHOTpaMM,
(dhakcoB?

40. KaxoBbl 0cOOEHHOCTH OPOPMIICHHS JOKIIAIHOM, CITYyKEOHOH U 0OBSICHUTELHON 3aITUCOK?

41. B 4em 3aKiIr04ar0Tcsi 0COOGHHOCTH S3bIKA U CTHIIA CIYKEOHBIX TOKYMEHTOB ( Ha IpUMepe nmuchbma)?
42. KaxoBo (pyHKIMOHATIHHOE Ha3HAYCHNE KOMMEPUYECKUX ITHCcEeM?

43. HazoBuTte J0rMyecKue 3J1eMEeHThl MMChMa.

44. Tlepeuucnute OCHOBHBIE TPEOOBAHUS K JCIOBOM peyH.

45. Yto Takoe J0KyMEHTO000pOT?

46. KaxoBbl OCHOBHBIE ()YHKIIMH JETIOMPOU3BOJICTBEHHOTO O0CITYKUBAHHS?

47. KaxoBbl OCHOBHBIE OIlepaliny mpoiecca 00paboTKH BXOJAINX JOKYMEHTOB?

48. Urto Takoe UCXOIAIUI TOKyMEHT?

49. KaxoBbl OCHOBHBIE ATaIlbl TOJITOTOBKH UCXOAALINX TOKYMEHTOB?

50. Kakwue ncxopsmiye JOKYMEHTHI OOPMIISIOTCS B OTHOM dK3eMILIsIpe?

51. KeM noanuchIBarOTCs UCXOIAIINE TOKYMEHTHI?

52. Kakwue onepanuu BKIFOYAET MPOIECC KOHTPOJIIS HCITOTHEHHS JOKYMEHTa?

53. Kak ycraHaBiIMBaIOTCs TUIIOBBIE CPOKH MCIIOJHEHUS JOKYMEHTOB?

54. Yto Takoe HOMeHKJaTypa jien? KakoBsl ee Buibl?

55. Kro pa3zpabaTbiBaeT TUIIOBbIE U PUMEPHBIE HOMEHKIATYphl Aed? Kem oHu yrBepxkaarorcs?

56. B dgem cyTtb nporecca GpoOpMUPOBAHUS e

57. Kak opopmisercs 3aronoBok gena? Kakue TpeOoBaHUS NPEABABISIOTCS K 3ar0J0BKY?

58. Ilo kakuM mpu3HAKaM MOTYT TPYINIIHUPOBATHCS JOKYMEHTHI B j1era?

59. Kakwue Tpe6oBaHuS HEOOXOJMMO BBIOIHATH MPU (POPMHUPOBAHUU €7

60. B kako#i mocien0BaTeIbHOCTH JIOJKHBI PacIIoNaraTbesi JOKYMEHTHI B jieie?

61. Kak ocymiecTBisiercsi orepaTuBHOE XpaHEHUE TOKyMEHTOB?

62. [y Kakux JIeJT COCTABIISICTCS] BHYTPEHHSISI OTIHCH?

63. KaxoBbl OCHOBHBIE 3TaIlbl Pa0OTHI MO MOJTOTOBKE JJOKYMEHTOB K apXUBHOMY XPaHEHUIO?

64. B yem 3akimoyaroTcss 0COOCHHOCTH XPaHEHUS IOKYMEHTOB B apXHBax B HACTOAIIEE BpeMsi?

65. Ha ocHOBaHMU Kakoro JOKyMEHTa YHHUTOKAIOTCS JieJla C UCTEKIIMMHU CPOKaMU XpaHEeHUs1?

66. KaxoBbI cocTaB U 00s13aHHOCTH PaOOTHUKOB ITOIPA3/ICICHUN IeTONPON3BOICTBEHHBIX CITYKO?

4.2. IlepeyeHb y4eOHO-METOAMYECKOI0 00eCIIeYCHUSI CAMOCTOATEIbHON padoThl 00yUYaroLIuXcst

CamocrosTenbpHas paboTa 00yJarmuxcs 00eCIeuynBaCTCs CICAYIONIMMU yI4eOHO-METOINISCKUMHU
MaTepHaJaMHu:
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1. VYkazanusimu B paboueil nporpamme mo gucuuruivae (m.4.1.)

2. JlexnuoHHBIE MaTepHaibl B COCTaBE y4eOHO-METOJUUECKOr0 KOMIUIEKCA 110 AUCIUIIINHE

3. 3amaHUSAMHM W METOJUYECKUMH PEKOMEHJALUSAMH [0 OpPraHU3allUM CaMOCTOSATEIBHOW pPabOThI
00y4aroIuxcs B COCTaBe y4eOHO-METOANYECKOI0 KOMITJIEKCa M0 JUCLUIUIMHE.

4. T'moccapueM No JUCLUIUIMHE B COCTaBE y4EOHO-METOJUYECKOr0 KOMIUIEKCA 110 AUCLUILINHE.
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Pa3znen 5. ®oHJ O1LIEHOYHBIX CPEICTB /sl MPOBEEHUA TEKYNIero KOHTPOJIS U MPOMEKYTOYHOM
aTrrecTauvy 00y4arommxcst

DoHO  OYEeHOUYHbIX  cpedCcm8 Nno  OUCYuniuHe  npeocmaeisem  coool  COBOKYNHOCHb
KOHMPOAUPYIOWUX — MAMEPUaios  NpeOHA3HAYeHHbIX  ONid  USMEPEeHUs  YPOBHA  OOCHMUIICEHUs.
00VUaWUMUC  YCMAHOBNIEHHbIX — pe3ybmamog  odwell  npogeccuoHanbHol — 00pa308amenbHOU
npocpammul. POC no Oucyuniumne UCNONLIYEMCS NPU NPOBEOEHUU ONEPAMUBHO20 KOHMPOIL U
npomedcymourol ammecmayuu ooyuarowuxcs. Ipebosanus xk cmpykmype u cooepxcanuio POC
oucyunaunsl peenamenmupyiomces Ilonodcenuem o ¢honoe oyeHOUHbIX MAMepuanos no NpPoPamMMam
8bICULE20 0OPA308AHUSL — NPOCPAMMAM OAKAABPUAMA, MALUCPATYPbL.

5.1. MacmopT (poH/IA OLIEHOYHBIX CPEICTB

Ounas popma 00yueHus (IOJHBIH CPOK)

OueHo4YHbIE CPeICTBA Kon
KoHnTpoJsmpyeMmsble pa3iesl HnikaTopa 1
Ne (TeMbl) TUCHHUILINHBI J 113 (J13, C3) CPO Aeckpuiiropa
TOCTHKEHH S
KOMIIeTeHIN

1 2 3 4 5 6
OCHOBHBIE TTOHATHA B 00JIaCTH HUJI-1YK-2.1,

1 | toxymeHTHpOBaHUS YO [1PB Na-2vyK-2.1,

NJ-3YK-2.1
HopmaTtuBHO — MeTOM4eCcKre Na-4vyK-2.1,

2 | OCHOBBI IOKYMEHTAIIHOHHOTO YO KM IIPB HUJI-5YK-2.1,
o0ecrnieueHus yIpaBICHUS NJI-6YK-2.1
Opranu3zanoHHO-TIPaBOBas Na-1vYK-2.1,

3 | cucrema TOKyMEHTAINH YO AN ITPB NJI-2YK-2.1,

N-3YK-2.1

Opranu3ainroHHO- NJI-4YK-2.1,

4 | pacniopsiauTeIbHAs CHUCTEMA YO KM I[1PB NA-5YK-2.1,
NJI-6YK-2.1

NudopmaninonHo-cripaBoyHas Na-1vYK-2.1,

5 | cucrema YO IIPB HNJI-2YK-2.1,
N-3YK-2.1

OcHoBHbIE (HOPMBI Na-4vK-2.1,

6 | TOKyMEHTOO0OpOTa B YO YO I1PB NA-5YK-2.1,
OpraHu3alNu NJI-6YK-2.1
ABTOMAaTU3UPOBAHHBIE CPEACTBA Na-1YK-2.2,

7 | B IOKyMEHTaIlMOHHOM YO KM I[1PB Na-2YK-2.2
YIIpaBICHUN
Cocrasnenue u ohopmieHHE NA-3YK-2.2,

8 | OCHOBHBIX BHJIOB YO KM I1PB Na-4YK-2.2
yIPaBICHUYECKUX JOKYMEHTOB
Ocobennoctu ohopmMIICHHS U Na-4YK-2.2,
BEJICHUSI IOKYMEHTALIUH 10 HUJI-5YK-2.2,

d JUIHOMY COCTaBY vo KM HPB N-6YK-2.2
Opranuzanus Na-6YK-2.1
JIOKYMEHTOO0O0pOTA. Na-1YK-2.2

10 CucremaTu3zanus 1 XpaHeHHE Yo Yo HPB NA-2YK-2.2
JTIOKYMEHTOB
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3aouHas popma o0ydeHus (MOJHBIN CPOK)

OueHoYHbIE CPeACTBA Kon
KonTposmpyembie pa3iesibl HimikaTopa u
Ne (TeMBbI) IMCHUIIIHHBI JI 113 (JI3, C3) CPO AeCrpuITTOpa
AOCTUKEHH S
KOMIIeTeHI U

1 2 3 4 5 6
OcHOBHBIE TIOHATHUS B 00JaCTH NI-1VK-2.1,

1 | moxymeHTHpOBaHUS [1PB NJ1-2YK-2.1,

NJ-3VK-2.1
HopmaTtuBHo — MeToanueckue NI-4YK-2.1,

2 | OCHOBBI JIOKYMEHTAIIHOHHOTO YO KM [1PB NJ1-5YK-2.1,
obecrieueHus ynpaBieHUs NJI-6YK-2.1
Opranu3anoHHO-TIPaBOBAs NIa-1YK-2.1,

3 | cucreMa JTOKyMEHTAINH YO I1PB NI-2YK-2.1,

NJI-3VK-2.1

Oprann3anoHHO- Na-4YK-2.1,

4 | pacniopsiMTeIbHAS CHCTEMA [1PB NJI-5YK-2.1,
NJI-6YK-2.1

NudopmanmonHo-cripaBoyHas N1-1YK-2.1,

5 | cuctema I1PB NA-2YK-2.1,
NJI-3VK-2.1

OcHoBHBIE (HOPMBI Na-4YK-2.1,

6 | moxymeHTOOOOpOTA B [1PB NJI-5YK-2.1,
OpraHu3aIn NJI-6YK-2.1
ABTOMaTHU3MpPOBAHHBIEC CPE/ICTBA NJ1-1YK-2.2,

7 | B JOKyMEHTAIIHOHHOM I1PB N-2YK-2.2
yIpaBIeHUU
CocraBnenue u 0opMIICHHE N-3VK-2.2,

8 | OCHOBHBIX BHUIOB ITPB N1-4YK-2.2
YIIPaBICHYCCKUX JOKYMEHTOB
Ocobennoctu ohopmiIeHHS U N-4YK-2.2,

9 BEJICHUS IOKYMEHTALlUU 10 IIPB NJI-5YK-2.2,
JTUYHOMY COCTaBY NJ-6YK-2.2
Opraauzanus N-6YK-2.1

10 JIOKyMEHTO000pOoTA. IIPB N-1YK-2.2
CuctemaTtuzanus 1 XpaHeHHE N-2YK-2.2
JIOKYMEHTOB

3aouHas popma o0yueHnus (yckopeHHnoe ooydenue Ha 6aze CI1O, BO)
OueHo4YHbIE CPeACTBA Kon
K HHIMKATOPA U
e OHTPOJIMPYeMbIe pa3aesabl CCKDHIITODA
(TeMbI) TUCHUIJIMHBI J 3 (13, C3) CPO AeCKp p
AOCTUKEHH S
KOMIIeTeHIU

1 2 3 4 5 6
OcCHOBHBIE TTOHATHS B 00J1aCTH Na-1YK-2.1,

1 | noKyMeHTHUpOBaHUS I1PB NJ1-2YK-2.1,

NN-3VK-2.1
HopmarusHo — MeTondeckue NA-4YK-2.1,
2 OCHOBBI JOKYMEHTAITMOHHOTO vo KM 1PB NJ-5VK-2.1,
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o0ecrieyeHus yrpaBaeHuUs

NJI-6YK-2.1

OpraHu3anmoHHO-TIPaBOBas NI-1YK-2.1,
3 | cucrema TOKyMEHTAIMH YO IIPB HUJ1-2YK-2.1,
NJ-3VK-2.1
Opranu3zanuoHHO- Na-4vyK-2.1,
4 | pacniopsauTeIbHAs CHCTEMA KM IIPB NJ1-5YK-2.1,
NJI-6YK-2.1
NudopmannoHHO-CrIpaBoOYHAS Na-1vK-2.1,
5 | cucrema IIPB NJ1-2YK-2.1,
NJ-3YK-2.1
OcHoBHBIE (HOPMBI N-4YK-2.1,
6 | TOKyMEHTOO0OpOTa B I1PB NA-5YK-2.1,
OpraHu3aINH NJI-6YK-2.1
ABTOMAaTU3UPOBAHHBIE CPEACTBA NA-1YK-2.2,
7 | B JOKyMEHTAIMOHHOM IIPB NJ-2YK-2.2
yIpaBICHUN
Cocrasnenue u ohopmiieHHE NA-3YK-2.2,
8 | OCHOBHBIX BHJIOB [1PB Na-4YK-2.2
yIPaBICHUYECKUX JOKYMEHTOB
OcobenHoctr 0pOpMIICHUS U NA-4YK-2.2,
9 BEJICHUS IOKYMEHTALIUH 10 IIPB HNJI-5YK-2.2,
JIUYHOMY COCTaBYy N-6YK-2.2
Opranuzanus NIa-6YK-2.1
10 JOKYMEHTO000pOoTA. IIPB HUJI-1YK-2.2
CucremaTtuzanus 1 XpaHeHUE NI-2YK-2.2
JTIOKYMEHTOB
Ouno-3a04yHas popmMa 00yueHHns (MOJTHBII CPOK, YCKOPEHHOE 00yUeHHe)
OueHovHbIE CPEACTBA Kon
N KonTpoanpyembie pa3aeJibl HiviaTopa 1
) (TeMbl) IMCHHUIJIMHBI JI 113 (JI3, C3) CPO AACCKPHIITOPA
TOCTHKEHH S
KOMIIETeHIU M
1 2 3 4 5 6
OcHoBHbIE TIOHATHUS B 0071aCTH Na-1vK-2.1,
1 | noxyMeHTUpOBaHUs [1PB NA-2YK-2.1,
NJ-3YK-2.1
HopmaTtuBHO — MeToM4ecKue Na-4vyK-2.1,
2 | OCHOBBI IOKYMEHTAIIHOHHOTO YO KM IIPB HUJI-5YK-2.1,
obecrieueHus yrpaBiaeHUs NJI-6YK-2.1
Opranu3anmoHHO-TIPaBOBas Na-1YK-2.1,
3 | cucrema TOKyMEHTAINH YO IIPB HUJI-2YK-2.1,
NJ-3YK-2.1
Opranu3zanuoHHO- HUJ1-4YK-2.1,
4 | pacniopsiauTeIbHAs CHCTEMA YO KM I1PB NA-5YK-2.1,
NJI-6YK-2.1
NudopmannonHo-cipaBoyHas Na-1vK-2.1,
5 | cucrema IIPB HUJI-2YK-2.1,
NJ-3YK-2.1
OcHoBHbIE (HOPMBI Na-4vyK-2.1,
6 | TOKyMEHTOO0OpOTa B YO YO I1PB Na-5YK-2.1,
OpraHu3alyu NJI-6YK-2.1
7 | ABTOMaTU3MPOBAHHBIC CPEJICTBA I1IPB N/I-1YK-2.2,
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B JOKYMEHTAIlMOHHOM N-2YK-2.2

yIpaBJICHUU

Cocrasnenue u opopmiieHue NN-3YK-2.2,
8 | OCHOBHBIX BUIOB KM [1PB NJ1-4YK-2.2

YIPaBICHYECKUX JOKYMEHTOB

Ocob6enHoct ohopmIICHUS U NJ-4YK-2.2,

BEJICHUS IOKYMEHTALIUU 10 N/1-5YK-2.2,
3 JUIHOMY COCTaBY vo 1PB N/1-6YK-2.2

Opranuzanus NI-6YK-2.1
10 JIOKYMEHTO000POTA. IIPB Na-1YK-2.2

CucremaTtu3zanus 1 XpaHeHUE N-2YK-2.2

JIOKYMEHTOB

YciaoBHBIE 0003HAaYEeHNsI OLEHOYHBIX cpenctB (CTondus 3, 4, 5):
YO — ycrubiii (ppoHTaNBHBINA, UHAMBUIYATBHBIN, KOMOMHHUPOBAHHBIN) OIIPOC;
/IH - nenoBas urpa;
IIPB — npoBepka pedepaToB, OTYETOB, pELEH3WIA, AaHHOTAIMH, KOHCIEKTOB, TIpauuecKoro
MaTepuaia, 3cce, MepeBOIOB, PEIICHUIA 3a/IaHUH, BHITTOJIHEHHBIX 33JaHUH B AJICKTPOHHOM BHJIE H T.1I.;
KM — Keitic-meTon.

5.2. TemaTuka nMcCbMEHHBIX PadOT 00y4arOIIUXCH
Tematuka pedeparos, 10Kk1a10B, Icce:
1. Ucropust pa3BUTUS CHCTEMBl T'OCYJApCTBEHHOIO JIEJIONPOM3BOJICTBA B CBSI3U C COBPEMEHHBIM
pa3BUTHEM.
2. TloHATHE «IOKYMEHTOOOOPOT» U «IOKYMEHTOIIOTOK» B CHUCTEME JOKYMEHTALlMOHHOTO OOecredYeHus
TPEIIPUSTHSL.
CocraBneHue OTAeIbHBIX BUJOB JOKYMEHTOB ¢ ucnoib3oBanueM ['OCTA P 6.30-2003.
O¢unpnanbHO-AET0BON CTUIIb JOKYMEHTOB.
JlenoBas mepenucka.
Omnpenenenye HeHHOCTH JOKYMEHTOB (9KCIIEPTHBIE CUCTEMBI).
3amuTa KOHQUIECHIMAIbHBIX JOKYMEHTOB OT HECAaHKIIMOHUPOBAHHOTO JIOCTYIA.
TexHONOTHST TPOXOXKAEHHUS JTOKYMEHTOB Ha TPEANPHITHA B OOBIYHOM M aBTOMATH3MPOBAHHOM
pexuMax.
9. Pa3paboTka JOIKHOCTHBIX HHCTPYKIUN PaOOTHUKOB MPEIIPUATHIH.
10. CpencrBa opraHu3alMOHHON TEXHUKH.
11. KommnbroTepHble TEXHOJIOTUHU MOATOTOBKU TEKCTOBBIX TOKYMEHTOB.
12. KoMmmbprOTEepHBIE TEXHOJIOTUU OpPTraHU3aIly XPAaHEHUS ¥ TOUCKA JOKYMEHTAIBHON HH(POPMAIIHH.
13. Cucrema u obecrieueHrne COXPAaHHOCTH TIOKYMEHTHOM HH(OpMaIIHH.
14. Opranuzanust UHQOPMALIMOHHO-TIOMCKOBBIX CUCTEM U KOHTPOJISL UCIIOJTHEHHS! IOKYMEHTOB.
15. Ananu3 CTpyKTypbl JOKYMEHTO00OpOoTa. MEeTObI yueTa 1 COKpAIeHUs JOKyMEHTO000poTa.
16. HeoOxomuMocTh W 3HAYCHHE CEKPETapCKOW  NEATENBHOCTH (Ha TMpHMepe KOHKPETHOTO
IPEIIPUITHS).
17. Cucrema pacnopsimutenbHoi qokymeHTanuu (Ha mpumepe ETCIHOY).
18. TunuyHbIe A3BIKOBBIEC OIIMOKU B TEKCTAX JOKYMEHTOB.
19. Cucrema cripaBOYHO-UH(POPMAMOHHON TOKYMEHTAIIUH TIPEITPUSITHSI.
20. HopmaruBHO-TIpaBoBasi 6a3a JAeI0Nponu3BOACTBA MPEATIPHUITHS.
21. OpraHu3anus JOKYMEHTOB I10 TUYHOMY COCTaBY Ha IPEATPHUSITHH.

NG~ W

5.3. [lepeyeHb BONPOCOB MPOMEKYTOYHOM aTTECTALMHU MO AUCHUILINHE

Bomnpocsl k 3auery:
1. Metononoruueckiue OCHOBBI JOKYMEHTOO0O0POTA.
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ROoo~No T ~WD

0.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22,
23.
24,
25.
26.
217.
28.
29.
30.

HopMaTuBHO — METOIMYECKIE OCHOBBI IOKYMEHTAIIMOHHOTO 00ECTICUCHHS YITPABIICHUSI.
OpraHn3anroHHO-TIPaBOBasi CHCTEMA TOKYMEHTAIINH.
Opranu3alnoHHO-PACTIOPSTUTENbHAS CUCTEMA.
WNudpopmannoHHO-CcIIpaBOYHAsI CHCTEMA.
OcHoBHBIE (OPMBI JOKYMEHTOOOOPOTA B OpraHU3aIUH.
ABTOMaTH3UPOBAHHBIE CPEJICTBA B JOKYMEHTAITMOHHOM YITPABICHHH.
Cocrasiienue u ohopMIIEHUE OCHOBHBIX BHJIOB YIIPABICHUECKUX JTOKYMEHTOB.
Ocob6ennoctr 0ohopMIICHHUS M BEICHHSI JOKYMEHTAIUH 110 INYHOMY COCTaBY.
Opranuzanus 10KyMeHToo00poTa. CucreMaTH3aius U XpaHeHHe TOKyMEHTOB.
JIOKyMEHTOOOOPOT B OpraHU3aIINH.
JIOKyMEHTUpOBaHHUE TPOIIECCOB IBUKCHHSI KAJIPOB B OPraHU3AIINH.
Opranu3anyst KOHTPOJISI UCTIOJTHEHUS JIOKYMEHTOB.
Co3znanue yupeuTeabHbIX JOKYMEHTOB.
[IpaBuia BeeHHS TPYIOBBIX KHIKEK.
Cucrema OpraHU3alMOHHO-PACTIOPSIIUTEIHLHON JOKYMEHTAIIHH.
JIOKyMEHTAIHsI TTO MPOU3BOICTBEHHO-X03HCTBECHHOM JCSITEIbHOCTH.
JlokymeHnTanusi, o(hopMIISIONIasi BHEITHETOPTOBBIE CICITKH.

O6mue TpeboBanust K 0HOPMICHUIO OPraHU3AIMOHHO-PACTIOPSAUTENFHON JOKYMEHTAIUH.

Homenkiarypa nen opranuzanuy. XpaHeHHe JOKYMEHTOB.
OpraHu3annoHHbIE JOKYMEHTHI.

PacniopsinuTenbHble TOKYMEHTHI.

HHdopmannoHHO-CIIPpaBOYHbIE JOKYMEHTBI.

Bunbl 1OKyMEHTOB, UX KJIacCUPHUKaIHU.

JIoKyMeHTaIus 110 JTUYHOMY cocTaBy. OdopMmiieHne JTNYHBIX €.
CnyxeOHbIe TUChMA.

JIOKyMEHTUPOBaHHE AEATEIbHOCTH KOJIJIETHAIBHBIX OPraHoB.
J1oroBOp-10KyMEHT, PETYJIUPYIOLIUI B3aUMOOTHOILIEHUSI TAPTHEPOB.
CoctaB 1 BU/IbI yIIPaBIEHYECKUX JOKYMEHTOB.

XapaKkTeprucTUKa OCHOBHBIX ATAaoB pabOThI C TOKyMEHTaMHU.
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Paznen 6. IlepeyeHb yueOHOI JUTEepaTypbl, HEOOXOAMMON /IJIs1 OCBOEHUS THCHUTIIMHbI

6.1. OcHoBHasi JUuTEpaTypa

1. NoxymentoBenenue. Y.l : yyeObHoe mocobme / . — Jlumenk : Jlumeukuit rocygapcTBEHHBIH
neparorndeckuii yauepcuter umenu I[LI1. CeménoBa-Tsan-Illanckoro, 2018. — 55 ¢. — Teker :
AJICKTPOHHBIA //  DnekTpoHHO-OMOMMoTeunas cucrema [PR BOOKS : [caiit]. — URL:

https://www.iprbookshop.ru/100919.html (mata obpamienus: 02.11.2021). — Pexum mgocryma: s
apropusup. [lonbs3oBareneit

2. Kynses H.H. JlokxymenroBenenue : yueOnuk / Kynsies H.H., Ypanos JI.H., ®a6puunos A.T'.. —
Mockaa : Jloroc, 2019. — 352 ¢. — ISBN 978-5-98704-329-8. — TekcT : 31eKTpOHHBIN // IIEKTPOHHO-
oubmmoreunas cucrema [IPR BOOKS : [caiiT]. — URL: https://www.iprbookshop.ru/9082.html (marta
obpamenus: 02.11.2021). — Pexum gocryna: ayis apropusup. [lonp3oBareneit

6.2. JlonotHUTEIbLHASI JIATEpPaTypa

3. JIoOKyMEHTOBE/ICHUE U apXUBOBEJCHUE : CIIOBAPh-CIIPABOYHUK ISl CTYICHTOB, OOYYArOIIUXCS
no crnenuanbHocT 032001 [JokymMeHTOBECHUE B TOKYMEHTAIlMOHHOE oOecnieueHne yrnpasienus / O.I'.
VYcanosa [u ap.].. — YensOunck : YenssOMHCKHN TOCYIapCTBEHHBIH MHCTHTYT KyIbTypsl, 2015. — 116 C.
— ISBN 978-5-94839-493-0. — TekcT : ayeKTpOHHBINA // DneKkTpoHHO-OMOnuoTeuHas cucrema [PR
BOOKS : [caiit]. — URL: https://www.iprbookshop.ru/56404.html (nara obpamenus: 02.11.2021). —
Pexxum moctyna: s aBTOpU3Up. MOJb30BaTeNeH

4. YynoceeroBa O.B. CoBpeMeHHBIC MpoOJIEMBI JOKYMEHTOBEICHHUS : Yy4eOHOe Tmocooue /

UynocseroBa O.B.. — Cankr-IletepOypr : Cankr-IletepOyprckuii rocynapcTBeHHbIH YHUBEPCUTET
MPOMBINUICHHBIX TeXHOJNOTHI W mu3aiiHa, 2017. — 70 ¢. — ISBN 978-5-7937-1447-1. — Tekcrt :
JNEeKTpOHHBIH // OnekrpoHHo-O6ubinoreunas cuctema [PR BOOKS : [caiit]. — URL:

https://www.iprbookshop.ru/102474.html (mara oOpamenms: 02.11.2021). — Pexxkum nmoctyna: yis
aBTOpu3up. nojws3oBareneid. - DOI: https://doi.org/10.23682/102474

6.3. IlepeueHnb pecypcoB HH(POPMALMOHHO-TEJICEKOMMYHUKAIIMOHHOK ceTH « UHTEepHET»

5. http://www.consultant.ru/— Koucynsratat [Tiroc

6 http://www.garant.ru/— T"apanT

7. [TporpamMmmHuoe obecrieueHue i1 opranusanuu koHpepennun: ZOOM

21


https://doi.org/10.23682/102474
http://www.consultant.ru/
http://www.garant.ru/

Pa3nes 7. MarepuajbHO-TeXHMYecKas 0a3a 1 HHPOPMALMOHHbIE TEXHOJIOTHHU

MarepuanbHoO-TeXHH4YeCKass 0a3a, Heo0XoAUMAas AJsl OCYLIECTBJIEHHS 00pPa30BaTeJbLHOIO
npouecca no JUCHUILINHE:

MarepuanbHO-TEXHHUECKOE OOecreyeHne TUCHMILIMHBI «J{OKyMEeHTOBEICHHE» BKIIIOYAeT B ce0s
yueOHbIe ayIUTOPHH Ul TPOBEACHUS 3aHATUH, TPYNIOBBIX M WHAWBUAYAIBHBIX KOHCYJIBTALWH,
TEKYILEro KOHTPOJIS U MPOMEXYTOYHOM aTTeCTallui, CAMOCTOATEIbHOM padoThl 00yYarOLIUXCs.

VY4eOHblE ayIUTOPUM YKOMIUIEKTOBAHbl CHELUAIN3UPOBAHHOW MEOENpI0 U TEXHUYECKUMU
cpeactBamMu oOyueHus. Ilomemienus 11 camMoOCTOATENbHOM paboThl OOyYaroIMXCs OCHAILEHBI
KOMITBIOTEPHOM TEXHUKON C BO3MOYKHOCTBIO ITOAKIIIOUEHUs K ceTH MIHTepHeT.

JIMCUUIUIMHA MOXET PeaJln30BbIBATHCS C MPUMEHEHMEM JUCTAHIMOHHBIX TEXHOJIOIHH OOyueHHs.
Crnenuduka peanuzaluyd IUCHUIUIMHBI C TPUMEHEHHUEM AMCTAaHIMOHHBIX TEXHOJOTHH 00ydeHwHs
yCTaHaBJIMBAETCs JIONOJIHEHUEM K pabodell mporpammMe. B dyacTu He mpoTuBOpevaleil crneunuduke,
M3JI0KEHHOM B JIOMIOJHEHUH K IPOTrpaMMe, TPUMEHSETCS HAcTosIIas pabovas mporpamMmma.

MarepuanbHoO-TeXHHUECKas 6a3a, HeoOXOoauMasi JUlsd OCYIIECTBICHUs 00pa30BaTEIbHOIO Ipolecca
10 TUCUUIUIMHE C IPUMEHEHUEM TMCTaHIIMOHHBIX 00pa30BaTEIbHbIX TEXHOJIOTUM BKIIIOYAET B Ce0sI:

KomnbroTepHass TexHUKa, pacrosiokeHHass B ydyeOHoM kopmnyce Mucturyra (yn.Kaumnues, 63,
kabuHeT LleHTpa TUCTAaHITMOHHOTO O0YICHMS ):

1. Intel i 3 3.4Ghz\O3Y 4Gb\500GB\RadeonHD5450

2. Intel PENTIUM 2.9GHz\O3Y 4GB\500GB

3IMYHBIE 3JEKTPOHHBIE YCTPOWCTBA (KOMIBIOTEPBI, HOYTOYKH, IUIAHIIEThl M HHOE), a TaKXe
CpEICTBa CBSI3U IIpenojaBaTesiell U CTyIEHTOB.

WNudopmanoHHbIe TEXHOJIOTMH, HEOOXOIUMBbIE Il OCYLIECTBICHHU 00pa30BaTeIbHOIO Mpolecca
10 TUCUUIUIMHE C IPUMEHEHUEM JIUCTAaHIIMOHHBIX 00pa30BaTEIbHbIX TEXHOJOTUIN BKIIIOYAIOT B CE0s:

- cucremaauctanimonHoroodoyuenus (CJIO) (Learning Management System) (LMS) Moodle
(Modular Object-Oriented Dynamic Learning Environment);

- QJIEKTPOHHAs 1104Ta;

- cucTeMa KommnbloTepHoro Tectupoanust ACT-tecT;

- anekTpoHHas oubanoreka IPRbooks;

- cucTeMa UHTEepHET-CBsI3U skype;

- Tenie(hOHHAs CBS3b;

- MporpaMMHOE obecrieueHue Jj1st opranuzanuu konpepenmun: ZOOM.

OOyuenne o0OydarOIIMXCSl WHBAIMIOB W OO0YYalOIUXCA C OTPaHUYEHHBIMH BO3MOXHOCTSIMH
3/I0pOBbSl  OCYILLECTBIISIETCSI IOCPEACTBOM IPUMEHEHMS] CHEIUAIbHBIX TEXHUYECKHX CpEICTB B
3aBHCHMOCTH OT BUJia HO30JIOTHH.

[Ipn mnpoBeneHun y4eOHBIX 3aHATUH MO JAUCHUIUIMHE HCIHOJB3YIOTCA MYJIbTUMEAUMHbBIE
KOMIIJIEKCBI, SJIEKTPOHHbIE YUEOHUKH U yueOHbIe TOCOOUS, alalTUPOBAHHBIE K OIPAaHUUEHHUSM 3]I0POBbSI
o0yJaronmxcs.

JIeKIIMOHHbBIE ayAUTOPUH OOOPYAOBaHBI MYJIbTUMEAMMHBIMU Kadeapamu, MOAKIIOYEHHBIMU K
3BYKOBBIM KOJIOHKaM, IMO3BOJISIOUIMMH YCUIUTh 3BYK JUJISl KATETOPUU CIa0O0CIBIIAIINX 00yJaromuxcs, a
TaKXe MPOCKIIMOHHBIMH dKpaHaMH KOTOpBIE YBEIWYHBAIOT H300paXKeHHE B HECKOJIBKO pa3 U MO3BOJISIOT
BOCIPUHUMATh y4eOHYI0 HH(OPMALIKIO 00Y4alOIUMCS ¢ HAPYIIEHUSIMHU 3pEHUSI.

[Tpu 0OydeHuu ULl ¢ HApYIIEHUSIMH CITyXa MCIOJIb3YeTCs YCHIIUTENb CIyXa JUlsl claboCIbIanux
moneit CyberEar momens HAP-40, momoratonuii oOy4aeMbIM Jydllle BOCHPUHHUMATh Y4eOHYIO
UH(pOpMaIIHIO.

OOyuvaromuecs ¢ OrpaHMYEHHBIMA BO3MOXKHOCTSIMH 370POBbsl, 00€CleYeHbl I€YaTHBIMH U
3JIEKTPOHHBIMU 00pa30BaTeIbHBIMU pecypcamt (IIporpamMmbl, y4eOHUKH, ydeOHbIEe TOCOOUs, MaTepHalIbl
IUI CaMOCTOSITENIbHOM paloThl M T.1.) B (popMax, aAanTHUPOBAHHBIX K OIPAaHUYEHMSIM HUX 3[0POBbS U
BOCTIPHUATHSA UHPOPMALIUH:

AJIS1 JIMI ¢ HAPYIIEHUsIMU 3PeHHUsI:

- B (hopMe 3JIEKTPOHHOTO JOKYMEHTA;

- B (hopme aynuodaiina;

AJIS1 JINL ¢ HAPYLIEHUSIMH CJIyXa:
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- B IeYaTHOH opme;

- B (hOpMeE IIEKTPOHHOTO JOKYMEHTA;

JJIs1 JIMIL ¢ HAPYIIEHUSIMU OMOPHO-IBUTATEJILHOTO annapara:
- B me4aTtHou dopme;

- B (hOpMeE IIEKTPOHHOTO JJOKYMEHTA;

- B popme ayaunodaiina.
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Paznen 8. Meroanueckue yka3zaHus At 00y4aromuxcsl M0 OCBOSHUIO AUCIIUTLITNHBI

JUisi  yCIeUIHOrO YCBOEHHUS JIGKIIMOHHOTO MaTepuayia OOydYaloUIMiics JOJDKEH IPOCMOTPETh
y4eOHYI0 JINTepaTypy IO TeMe JEKLHH C TeM, YTOObl MMETh XOTsl Obl IpPEJCTaBICHHE O MpodieMax,
KOTOpBbIE OyayT pa3zdoupaTbcs B JieKUuu. OH TOJDKEH TaK)Ke MBICICHHO NMPHUIIOMHHUTB TO, YTO Y)K€ 3HAET,
KOrZla-TO 4uTaJl, M3y4daJl IO JPYyrMM IpeaMeTaM IPUMEHHUTEIbHO K JaHHOM Teme. [naBHOEe B
NpojIeTIaHHOM paboTe K JIeKuuu — GpopMUpOBaHUE CYOBEKTHBHOI'O HACTPOS HA XapakTep MHPOpPMaLUH,
KOTOPYIO OH MOJYYUT B JIEKLMM IO COOTBETCTBYIOLIEH Teme. MHornma juist 3Toro ObIBaeT AOCTATOYHO
O3HAKOMUTBCS C TUIIOBOM pabovel MporpaMMoii Wil y4eOHBIM PYKOBOJICTBOM.

IIpobnemHas neKuus HEe TOJbKO PAcKpPbIBAE€T IYHKTHI, MIPOOJIEMBbI, T€Mbl, KOTOPblE€ HaXOJIATCS B
IIpOrpaMMe, HO M 3aCTaBisieT 00y4Yarolero MbBICIUTh 3KOHOMUYECKH I'PaMOTHO, UCKaTh HOBBIE IYTH U
CpelncTBa pelieHus HaumOosiee CIOXKHBIX MpobiseM. Ona o6nagaeT OoJbmIol WH(DOPMAITMOHHON
€MKOCTBIO, M 32 KOPOTKO€ BpeMs IpEerojaBaTellb yCIEBaeT M3JIOKUTh TaK MHOTO IMPOOJIeM, MBICIEH,
WJIeH, 4TO HAJ0 HE MOTEPAThCA B 3ToM mHpopmaruu. OO0ydJaromuiics J0JDKEH MOMHHTh, YTO HUKAKOM
yu4eOHMK, HUKaKas MOHOTpadusi WM CTaThsi Ha MOTYT 3aMEHUTH yueOHYIO JIeKIHio. B cBoro ouepenp,
pa0oTa Ha JEKIMM — 3TO CIIOKHBIA BHUJ IO3HABATEIbHOM, MHTEIUIEKTyaJbHOM paboThl, Tpelyromeil
HaNpsDKCHUs, BHUMAaHUS, BOJIM, 3aTpaT HEPBHOU M (usmueckoi sHeprun. Beck npobiiemMHbIi MaTepua,
cooOlraeMplii IpenojaBaTeneM, J0JDKEH He MpocTo mpociymmBarbed. OH JOMKeH OBbITh aKTHUBHO
BOCIIPHHST, T.€. YCJBIIIAH, OCMBICICH, IMOHAT, 3aQUKCHPOBAaH HAa Oymare M 3aKpelyieH B ITaMSTH.
IIpuctynas Kk ciymaHui HOBOTO MaTepHaja, IOJIE3HO MBICIEHHO YCTAaHOBUTH €r0 CBs3b C paHee
U3Y4YEHHBIM, YACHUTh, HA YTO ONMUpAETCs u3aokeHHas Tema. Ciieqs 3a TEXHUKOW YTeHUs JIEKUUHU (aKLIEHT
Ha CYIIIECTBEHHOM IOBBIIIEHUU TOHA, U3MEHEHUSI PUTMa, May3a U T.I1.), 00yJaroLuiics JODKEH BCel 3a
MIPEToIaBaTeNIeM YMETh BBIJACISATh OCHOBHBIC KAaTETOPUH, 3aKOHBI M MX COZIEp)KaHUE, MPOOJIEMBI B UX
BO3MOJKHBIE pEIIEHUs, [0Ka3aTeabCTBa M BBIBOJABL. OCyIIECTBISAS Takyi paboTy, oOydarouuiics
3HAYUTENBHO 00Jeryaer cede rryboKkoe MOHMMaHKME MaTepHala, ero KOHCIEKTHPOBAHUE U JalibHeHIee
U3YYCHHE.

3anuch JEKUUHU SBJISETCS BaXKHEHIIMM 3JIEMEHTOM paboThl oOyuarouierocs Ha jgekuuu. KoHncnekr
MI03BOJISIET eMy 00paboTaTh, CUCTEMATU3UPOBATH U JIyUllle COXPAHUTH MOJyYEHHYIO0 HH(POPMALIUIO C TEM,
4TOOBI B OYyLIIEM OH CMOT BOCCTAHOBUTH B MaMSITH OCHOBHBIE COZIEpKATEIbHbIE MOMEHTBI JIEKITHH.

Tunuynas ommOka oOyyaromuxcs — JIOCJIOBHOE KOHCIEKTHpoBaHHe. Kak mpaBuio, mpu 3amucu
CIIOBO B CJIOBO HE OCTAaeTCs BpPEMEHU Ha 00/1yMblBaHUE, aHANIU3 U cuHTe3 mHpopmauuu. MckyccTBo
KOHCIIEKTHPOBAHUS CBOJAUTCS K HaBbIKaM CBEPThIBaHHUSA MH(POPMALIUMH, T.€. 3aIUCH €€ CBOMMM CIOBaMH,
YaCTUYHO CJIIOBOCOYETAHUSIMH JIEKTOpPA, ONPENEICHHBIMU M MPOCTO HEOOXOAWMBIMH COKpAILlEHUSIMU U
MHBIMHU [IpUEMaMH, HO TaK, YTOObI CyMeTh BHOBb Pa3BEpHYTh MH(OpMAIHIO O€3 CYIIEeCTBEHHOM MOoTepH.
Otbupas HyXHYIO HH(OpPMaLMIO, IJIaBHBIE MBICIH, MPOOJIEMBI, PEIIEHHs W BBIBOJBI, OOydaromeics
COKpAIllaeT TEKCT U CTPOUT CBOH, B KOTOPOM OH CMOXET pa300paThCsl.

IIpy BeneHMM KOHCIIEKTa JIEKIHUHW €CTh MaTepuai, KOTOPBIM 3alMChIBAETCS TOCIOBHO, HAIpUMED,
(GOpMYIMPOBKM HOPMATHUBHBIX aKTOB, OIpPEJENICHUS] OCHOBHBIX KPHUMHHOJOIMYECKMX KaTeropuil u
3aKOHOB. [Ipu 3TOM OOydJarOMIMIiCsS AOHKEH AJisi ce0sl B KOHCIIEKTE BBIICIUTD IJIABHYIO MBICIb, UJICIO B
OIIPEAEIIEHUU TOTO WJIA UHOTO MOHSATHS, €0 CYIIHOCTb, HE CTapasiCh Cpa3y MOHATH €ro B AETAISAX. JTO
MO3BOJINT H3HAUYaJIbHO YCBOUTH SKOHOMHYECKHME IOHSATHS, ONUpasCh Ha TJaBHYIO HJEH, YSACHUTh
CYLIHOCTb.

B koHcnekTe sekiuil 00s3aTeabHO 3aIMCHIBAIOTCS: Ha3BaHHWE TEMBI JIEKIIMH, OCHOBHBIE BOIIPOCHI
IUIaHa, peKOMEHayeMas JuTeparypa. TeKCT JeKIUH TOJHKEH ObITh pa3/ielieH B COOTBETCTBUH C TUIAHOM.

C okoHuaHWeM JIeKIIMU paboTa HajJ KOHCIIEKTOM MOJXKET CUMTAThCs 3aBepiieHHo. HyxHo ere
BOCCTAaHOBUTb OTJEJIHBIE MECTA, IPOBEPHUTH, BCE JIM IMOHATHO, YTOUHUTH UYTO-TO HAa KOHCYJIbTALUH,
MPENNPUHATh UHBIE MEphI C TE€M, YTOOBI KOHCIIEKT MOT OBbITh MCIOJB30BaH B IpolEcce MOATOTOBKH K
CEMHMHapaM, DJK3aMEHY, A JAJIbHEWINEro W3y4yeHUs TeMbl, Ha npakTuke. KoHcIekTr nexkumid —
HE3aMEHUMBIN y4eOHBIH JOKYMEHT, HEOOXOAUMBIH JIJIl CAMOCTOSITENILHON PaboThlI.

TemarnueckuM IIJJaHOM H3Y4YEHMsI JUCLHUIUIMHBI IPELYCMOTPEHBl IPAKTUYECKHE 3aHSATHS.
[ToaroroBka K MpakTUYECKOMY 3aHSATHIO IIPEIOJIAraeT ABa 3Tana padoThl 00yJarouXcs.

IlepBblif 3Tam — ycBoeHue TeopeTrueckoro Marepuana. Ha nepBom srtamne oOyuarommiicss H0JKeH
oTpaboTaTh M YCBOWUTH Yy4eOHO-IIPOrpaMMHBIM BY30BCKHUH MaTepHuall, HCIOJb3Yysl METOIUYECKHe
PEKOMEHIalliNU 10 MMOATOTOBKE K CEMUHAPY.
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Bropoii 3tan npeanosaraeT BBIIOJIHEHHE IPAKTHUYECKOTo 3anaHus. KOHKpETHO Takoe 3ajaHue
naetcst o0yvaronieMmycsl MmpernojaBaTesieM B KOHLE 3aHSTHSA, MPEIUIECTBYIOLIEr0 MPAaKTHUYECKOMY. DTO
MOYET OBITh MOATOTOBKA KOHCIIEKTA, TUIaH paOOTHI MO TOM MM MHOW CUTYAIMH, TUIaH Oece/Ibl U T.11.

3amaHusi TOJKHBI OBITH BBIOJIHEHBI MUChbMEHHO. Kpome TOro, mo TeopeTHHYEeCKHM BOMpOCAM
00y4aromuics T0JKEeH NOArOTOBUTH paboyne MIaHbl CBOMX OTBETOB HA HHX.

JomanHee 3aaHue OO0y4yaroOUIUIiCs TOTOBUT CAMOCTOSTENIBHO, yIENsisi Ha MOJITOTOBKY HE MEHee
Tpex uyacoB. [Ipu BBINOJIHEHMM [OMAIHErO 3aJaHUsl OH MOYKET II0Jb30BaThCSl TEXHUYECKUMU
CpelacTBaMU, yueOHOM IUTepaTypoi, KOHCIIEKTaMu JIEKIUH U 11.p. PexomeHnnyercs vaiie ooOpamaTthbes 3a
KOHCYJIbTAIIMSIMU ¥ OKa3aHHEM HEOOXOAMMOM MOMOIIHU K IpenojaBaTessim Kadeapol.
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y‘IC6HO'MeTO,Z[I/I‘I€CKOG U3JaHuC

PaGouas nporpamma y4eOHON AUCHUTIIHHBI

JoxkymeHTOBE/IeHHE

(Haumernosanue OUCYUnIUHbL 8 COOMBEMCMBUU C Y4eOHbIM NIAHOM)

YymakoBa Exarepuna AJjiekCaHIpOBHA

(Damunus, Hws, Omuecmeo cocmagumerist)
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