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Pa3nen 1. Opranu3anuoHHO-MeTOAMYECKHUI pa3ie

1.1. leqan ocBOeHUS AUCHUTIIHHBI

HucnumiuHa  «JlokymMeHTOBeAeHHe» BxoauT B «Yacrb, (opMHpyeMyH0 YyYaCTHHKAMH
o0pa3oBaTe/IbHbIX OTHOLIEHUID) JUCLUIUIMH TOATOTOBKM OOYYaroIIMXCsl IO  HAIPaBJICHHIO
noarotoBku «40.03.01 KOpucnpynenuusi, HanpasJieHHOCTh (mpoduiab) «YacTHoe W mMyOJIMYHOE
NpaBo».

Llenpto TUCHMIUIMHEI sIBIIsieTCsl popMupoBanue kKommereHuui (¢ coomeemcmeuu ¢ @I'OC BO u
mpebosanHuaAMU K pe3yIbmamam 0C80eHUs OCHOBHOU NPOheccuonanbHol 0opazoeamenbHol npocpammbl
(OI10I1 BO)):

JdecKpunTopbl yHUBEPCAJIbHBIX KOMIIETEHIMI:

VYK-2.1.CriocobeH BbIOpaTh ONTUMANBHBIE CIOCOOBI Pa3pabOTKU TPOEKTa, OINPENEICHUU €ro
KOHEYHOH IIeJIM, UCXOMsl U3 JIEHCTBYIOIMX IPABOBBIX HOPM, UMEIOIIMXCS MaTepUAIbHBIX U TPYAOBBIX
peCypcoB, OTPaHUYECHU I

VYK-2.2. CnocobeH omnpeaenuth Kpyr 3ajad B paMKax IOCTaBICHHOMW II€JW MpHU pa3padOTKe U
peain3aluu NpoeKTa

B pe3ynbraTe OCBOEHMS JUCLMIUIMHBI y CTYJEHTOB JOJDKHBI ObITH C(HOPMUPOBAHBI UHAMKATOPHI

KOMIIETEHIIUH.

O06o0mennas Koa nu naumenoBanue | Koa m HauMeHOBaHHe HHIUKATOPA A0CTHXKEHHS
TpyaoBas pyHkuus/ AEeCKpUNTOpa komnerenuuii (u3 I1C)
TPyAoBas PyHKIUsA KOMIIeTeH LM
IIC «Cnenmajaucrt mo VK-2.1.Criocoben | 3unanue:
onepanusm ¢ | BeiOpars ontumanbHble | [IC 09.003 «ChnemmajucT Mo omepamusiM ¢
HEIBUKHMMOCTbI0Y croco0bl  pa3pabOTKU | HEABHKHUMOCTHIO»:
C. PykoBoacrBo | npoekTa, omnpexaeneanu | UJI-1YK-2.1 Tlopsgok m MHCTpYMEHTHI B cdepe
areHTCTBOM €ro KOHEYHOH 1enH, | (MHAHCOBOIO  KPEAUTOBAHUS UM  CTPaxXOBaHMs
HeJBUKMMOCTH UCXOMs u3 | 00bekToB HenBrKHUMOCTH(C/01.6)
(CTPYKTYpPHBIM JeHCTBYIOIUX
nojapasjejaeHuemM) IIPaBOBBIX HopM, | [IC 09.002 «CnemuaiuctT mo KOHKYPEHTHOMY

C/01.6 UMEIOIIUXCA npaBy:

Opranuzanus ycIyra | MaTepHabHBIX u | U1-2YK-2.19koH0oMHYECKHE KaTeropuu B
10 peanu3anun TPYIOBBIX pecypcoB, | KOHKypeHTHOM rnpaBe(A/01.6)
BEIIHBIX TPaB M IIPaB | OTpaHUYCHUIA

TpeOoBaHUs Ha Ymenus:
HEJBHYKUMOCTh U IC 09.003 «ConemmajaucT MmO omepamusiM ¢
KOHTPOJIb HEABUKMMOCTBIO»:
JeSITEIbBHOCTH N-3YK-2.1CtaButb 3a1a4n paboTHUKaM
pabOTHUKOB B areHTCcTBa HEBM)KMUMOCTH (cTpyKTYpHOTO
areHTCTBE TIOJTpa3/IeIICHN ) " KOHTPOJIMPOBATH 170'¢
HEJBUKUMOCTH WJIH B BeinonHeHne(C/01.6)
CTPYKTYpHOM
NO/pa3/ieNICHUN; IIC 09.002 «CnenMajaucT MO KOHKYPEHTHOMY
c npaBy:

N-4YK-2.1CocTaBnsTs, cobuparb u
«Cnennaaucr no

MOJITOTABIIUBATh  TPOEKTHI  JIOKYMEHTOB  JUIA
KOHKYPEHTHOMY

NPEJICTAaBICHUS] ~ MHTEPECOB  OpraHu3alud B
npaBy»: CyIeOHBIX U aIMUHUCTPATUBHBIX opranax(A/02.6)
A. BeniomoraresbHast ya A p p ’
e TeJIbHOCTh no

Haeviku u (unu) oneim oessmenvrocmu:
HpABOBOMY IIC 09.003 «Cneuunanuc 0 omepa c

. «Cnenunanuer n n UsiM

CONMPOBOKACHUIO U 1 pau
(n1m) KOHTDOMIO HEBUKHMOCTBIO»:

NJI-5YK-2.1[ToctanoBka 3a7au paboTHUKaM
COOTBETCTBHA (

areHTCTBa HEJBUKHUMOCTH CTPYKTYpPHOTO
AeATeTbHOCTH I PYKTYP




OpraHu3anui
TpeOOBAHUAM
AHTHMOHOIIOJILHOT'0
3aKOHOATEIbCTBA
Poccuiickoi
Denepauuu

A/01.6 Coop u
IIpEeABaPUTEIIbHBIN
aHaIM3  JIaHHBIX O
COOTBETCTBUU
NEeSATEIbHOCTH
OpraHu3aluu
TpeOOBaHUSIM
AHTUMOHOIIOJIBHOTO
3aKOHO/IaTEIbCTBA
Poccuiickoit
Oenepanun; A/02.6
[IpencraBnenue
HUHTEPECOB
OpraHu3al B CyJax
U aHTUMOHOIIOJBHBIX
opraHax.

TTOpa3CIICHHS ) u ux

BeinostHeHHEM(C/01.6)

KOHTPOITh 3a

IIC 09.002 «CnenuajaucT MO0 KOHKYPEHTHOMY
npaBy:
N-6YK-2.1IToaroroBka mpoeKTOB JOKYMEHTOB
JUIS TIPEJICTAaBJICHUS] HHTEPECOB B CYACOHBIX
aJIMUHUCTPATUBHBIX opraHax(A/02.6)

IC «Cneuunaauct no
onepanusiM c
HEBUKUMOCTBHIO»
C. PykoBoacTBo
areHTCTBOM
HEeABHKUMOCTH
(CTPYKTYpPHBIM
nojapasaeiecHueM)
C/01.6
Opranuzanus yciyru
0 pean3alu
BEIL[HBIX MPaB U MpaB
TpeOOoBaHUs Ha
HEJIBUKUMOCTb U
KOHTPOJIb
NEeSATETbHOCTH
PabOTHHUKOB B
areHTCTBE
HEJIBI>KUMOCTH WJIH B
CTPYKTYPHOM
MO/Ipa3IeJICHUN;

IIC
«Cnenuaauct
KOHKYPEHTHOMY
npaBy»:

A. BenomorareabHas
AeATEJIbHOCTh no
NPaBoOBOMY
CONPOBOXKIAECHUID M
(nmn) KOHTPOJIIO
COOTBETCTBUA

mo

VK-2.2. Cnocoben
OIpeNieNIUTh KpyT 3ajaad
B PaMKax IOCTaBJICHHOU
LeJI TpH pa3paboTke U
peau3aluu npoeKTa

3nanue:

IIC 09.003 «CnenuajucT MO ONepamusiMm ¢
HEeJIBHIKHMOCThIO»:

N-1YK-2.2Crangaptsl u UHCTPYKIIUU
npodeccnoHaTBEHOM JIESITEIbHOCTH, paBUIIa
MPEJOCTABJICHUS] YCIYyr HA PBIHKE HEXHIOW

Heasmwxumoctu (C/01.6)

IC 09.002 «CneuuajaucT mo KOHKYPEHTHOMY
npaBy:

N-2YK-2.29k0HOMUYECKHE
KOHKYpeHTHOM MpaBe(A/02.6).

KaTeropuu B

Ymenus:

IIC 09.003 «Cneuuanaucr mo omepanusiM ¢
HeIBHKMMOCTBIO»:

N-3YK-2.2TnaaupoBate paboTy CTPYKTYpPHOTO
MOJIpa3/ieeHus WIH areHTCTBa

Hensmwxkumoctu(C/01.6)

IC 09.002 «CnenuajuctT mo KOHKYPEHTHOMY

npaBy:
N-4YK-2.21TpoBepsTh KOMILJIEKTHOCTh
JOKYMEHTOB  JUIi  TPEJACTaBIEHUS  HWHTEPECOB

oprannu3anii B Cy21€6HI)IX 1 aJMUHHCTPATHBHBIX

opranax(A/02.6)

Haeviku u (unu) onvim oessmenvHocmu:
IIC 09.003 «Cneumuanaucr mO omepanusaM ¢
HEIBHKMMOCTBIO»:

N-5YK-2.20npenenenne HampaBJICHUH, BBIOOD




AesITeJIbHOCTH TEXHOJIOTUI JeSTeIbHOCTH CTPYKTYpPHOTO
Opra”Hu3anui nojApasjesieHust (areHTCTBa HEIBHXKMUMOCTU) 10
TpeOOBaHUAM peanu3anuu npas Ha HEIBUXHMOE
AHTHMOHOMNOJILHOT O umymiectBo(C/01.6)

3aKOHO/AaTeIbCTBA

Poccuiickoit IIC 09.002 «CnenmajaucT MO0 KOHKYPEHTHOMY
Denepanun npaBy:

A/02.6 NJI-6YK-2.2IToaroroBKa NpoeKTOB TOKYMEHTOB
[IpencraBnenue JUIS TIPE/ICTABIICHHS] HHTEPECOB B CYIEOHBIX U
MHTEPECOB aJIMUHHUCTPATUBHBIX opraHax(A/02.6)
OpraHM3ali B Cylnax
U aHTHMOHONOJBHBIX
OpraHax.

1.2. MecTto aucuuminnsl B ctpykType OIIOII BO
nanpasienust noaroroBku «40.03.01 FOpucnpyaenuus, HanpaBiaeHHOCTH (Mpoduiib) «HYacTHoe U
ny0JIM4YHOE MPaBO»

Ne TIpentecTBYOLIME HCUMIIHHEI ocaenyromue 1 CHUNIUHBI
(AUCHMIUIMHBI, H3y4YaeMble NapauIeJbHO)

1 2 3

1. | FOpuauueckas TeXHUKA HcnomHuTEnpHOE TPOU3BOICTBO

2. | I'paxxnanckoe npaBo

3. | TpymoBoe paBo

4. | TlpodeccronanbHas 3THKA

5.

Ilocnedosamenvuocmos hopmuposanuss KomnemeHyull 8 YKa3aHHbIX OUCYUNIUHAX Modcem Obimb
UBMEHEeHA 8 3a8UCUMOCIU OM POopMbl U CPOKA 0OVUeHUA, a MAaKdxHce NPenooa8aHusi ¢ UCNOIb308AHUEM
OUCMAHYUOHHBIX MEXHON02Ull 00YYeHUs.

1.3. HopmaTuBHAasi 1OKYMeHTALUs

Pabouas nporpamma y4eOHOM JUCHUIUIMHBI COCTaBIE€HA HA OCHOBE:

- ®@enepasbHOTO TOCYAAPCTBEHHOTO 0OpPa30BaTENFHOTO CTAaHAApPTa BBICIIErO OOpa30BaHUS TI0
HanpasneHuto moarotoBku «40.03.01 FOpucnpyaenus»,

- VYuebHoro maHa HampasieHuss ToAroToBKH «40.03.01 KOpucnpyaeHuusi, HampaBJeHHOCTb
(mpoduan) «YacTHoe n nydauuHoe npaso» 2023 roga HaOopa;

- OO0pasma paboueii mporpammbl yueoHou nucuuriuabl (nmpuka3 Ne 113-O ot 01.09.2021 r.).




Pasznea 2. TemaTuuyeckuii jian

Ounas popma o0yueHus (IOJIHBIH CPOK)

TpynoeMkocTh Kon
AyIMTOPHBIE 3aHATHS HHIUKATOPA H
Ne Tema TUCHUMIIINHBI JAEeCKpUNnTopa
Beero | 5 | m3us,c3) | PO | nocrmienns
KOMIIeTeHIU i
1 2 3 4 5 6 7
OCHOBHBIE ITOHATHA B 00J1aCTH NJI-1YK-2.1,
1 | noxymeHTHpOBaHUSs 6 2 4 NI-2YK-2.1,
NJ-3VK-2.1
HopmaTtuBHO — MeTOMYECKHE NJ1-4YK-2.1,
2 | OCHOBHI IOKYMEHTAIIHOHHOTO 10 4 4 2 NI-5YK-2.1,
obecrieueHus yrpaBicHUs NJ1-6YK-2.1
Opranu3zanmoHHO-TIPaBOBas Na-1YK-2.1,
3 | cuctema JOKyMEHTallUU 6 2 2 2 NJ1-2YK-2.1,
NJ-3VK-2.1
OpraHu3anuoHHO- NJ1-4YK-2.1,
4 | pacriopsauTeNbHas CUCTEMA 8 2 2 4 NI-5YK-2.1,
NJI-6YK-2.1
NubopmannoHHO-CrIpaBoOYHAS Na-1YK-2.1,
5 | cucrema 4 4 NJ1-2YK-2.1,
NJ-3VK-2.1
OcHoBHBIE (HOPMBI N11-4YK-2.1,
6 | moKymMeHTOoOOOpOTa B 6 2 4 NI-5YK-2.1,
OpraHu3aIHH NJI-6YK-2.1
ABTOMAaTH3UPOBaHHbBIE WJT-1VK-2.2,
7 | cPencTRa B 8 2 2 4 | UA-2YK-2.2
JTIOKYMEHTAITMOHHOM
yIpaBICHUH
Cocranenue u ohopmIiIeHHE N-3VK-2.2,
8 | OCHOBHBIX BUIOB 8 2 2 4 N/1-4YK-2.2
VIPaBICHYECKUX JOKYMEHTOB
OcoGenHoctu opopMIICHUS U NN-4YK-2.2,
g | BEAICHHS TOKYMEHTALH 110 8 2 5 4 NJ-5YK-2.2,
JUYHOMY COCTaBYy NJ-6YK-2.2
Opranuzanus N-6YK-2.1
10 JOKYMEHTO000pOoTA. 8 2 5 4 N-1YK-2.2
CucremaTtuzanus 1 XpaHeHUE N-2YK-2.2
JTOKYMEHTOB
Buja npomexyTo4HOI aTTecCTALIMH
(3auer)
HToro 72 18 18 36
3aouyHas popma o0yuyeHust (MOJHBIN CPOK)
TpyroemkocTh Kon
AyIMTOpHBIE 3aHATHUS HHIMKATOPA H
Ne TeMa qMCUUNIMHBI JecCKpuInTopa
Beero | 7 | m3us,c3) | CPO | nocrmenns
KOMIIeTeHI U




1 2 3 4 5 6 7
OcHOBHBIE TIOHATHS B 00JaCTH Na-1vYK-2.1,
1 | moxymeHTHpOBaHUS 6 6 NJ1-2YK-2.1,
NJ-3YK-2.1
HopmatuBHO — MeTOAMYECKHE NJ1-4YK-2.1,
2 | OCHOBBI IOKYMEHTAIIHUOHHOTO 10 2 2 6 NA-5YK-2.1,
obecrieueHus yrpaBiIeHUs NJI-6YK-2.1
Opranu3anoHHO-TIPaBOBAs NI-1YK-2.1,
3 | cucrema IOKyMEHTAIUU 8 2 6 Na-2yK-2.1,
NJI-3YK-2.1
Oprann3annoHHO- Na-4vyK-2.1,
4 | paciopsauTeNbHAs CUCTEMA 6 6 NJI-5YK-2.1,
NJI-6YK-2.1
NudopmanmonHo-cripaBoyHas NI-1YK-2.1,
5 | cucrema 6 6 Na-2yK-2.1,
NJI-3YK-2.1
OcHoBHbBIE (HOPMBI Na-4vyK-2.1,
6 | nokymeHTOOOOpOTA B 6 6 HUJI-5YK-2.1,
OpraHu3aIn NJI-6YK-2.1
ABTOMAaTU3UPOBAaHHBIC WJ-1YK-2.2,
7 | cpeacTRa B 6 6 |WI-2YK-2.2
JIOKYMEHTAITMOHHOM
yIpaBICHUU
Cocrasnenue u opopmieHue NA-3YK-2.2,
8 | OCHOBHBIX BHJIOB 6 6 Na-4YK-2.2
YIPaBJICHYECKHUX JIOKYMEHTOB
OcobenHoctr 0pOPMIICHUS U NA-4YK-2.2,
9 BEJICHUS IOKYMEHTALUU 10 6 6 HJI-5YK-2.2,
JTUYHOMY COCTaBY N-6YK-2.2
Opraauzanus Na-6YK-2.1
10 JIOKYMEHTO000pOTA. 8 8 Na-1YK-2.2
CucreMaTuzanus u XpaHeHHE NA-2YK-2.2
JIOKYMEHTOB
Buja npomexyToYHOM aTTecTaluu 4
(3auer)
Hroro 72 4 2 62
3aouHasi popma o0yuenus (yckopennoe odydenue Ha 6aze CI1O, BO)
TpyroeMkocTh Kon
AyIMTOPHBIE 3aAHITHS HHIMKATOPA U
No Tema AuCHUMTIIMHBI JAecKpunTopa
Beero | 5 m3ais,c3) | PO | nocrmwenus
KOMIIeTECHIM I
1 2 3 4 5 6 7
OcHOBHBIE TIOHATHS B 00JaCTH Na-1vK-2.1,
1 | moxymeHTHpOBaHUS 6 6 Na-2vyK-2.1,
NJI-3YK-2.1
HopmaTtuBHO — MeToanueckue UJ1-4YK-2.1,
2 | OCHOBBI IOKYMEHTAIIHOHHOTO 10 2 2 6 NA-5YK-2.1,
obecrieueHus ynpaBiaeHHUs NJI-6YK-2.1
3 | Opraau3anroHHO-TIpaBOBasI 8 2 6 NA-1YK-2.1,




cucTeMa JOKyMEHTAIu!

NA-2YK-2.1,

NJ-3VK-2.1
Opranu3anuoHHO- NJ1-4YK-2.1,
4 | pacniopsauTeNnbHas CUCTEMA 8 2 6 N-5YK-2.1,
NJI-6YK-2.1
NubopmannoHHO-CrIpaBoOYHAS Na-1YK-2.1,
5 | cucrema 6 6 NJ1-2YK-2.1,
NJI-3VK-2.1
OcHoBHBIE (POPMBI Na-4YK-2.1,
6 | mokyMeHToOoOOpOTa B 6 6 NJ1-5YK-2.1,
OpraHu3aluu NJI-6VK-2.1
ABTOMaTH3UPOBAHHBIE VJI-1YK-2.2,
7 | cpereipa B 6 6 | MI-2YK-2.2
JTOKYMEHTAI[MOHHOM
yIIpaBJICHUN
Cocrasnenue u 0opMIICHHUE NJ-3YK-2.2,
8 | OCHOBHBIX BHJIOB 6 6 NN-4YK-2.2
yIPaBICHUYECKUX JOKYMEHTOB
OcobenHoctr 0POpMIICHUS U N-4YK-2.2,
9 BEJICHUS JTOKYMEHTAIIUH T10 6 6 NJI-5YK-2.2,
JIUYHOMY COCTaBYy N-6YK-2.2
Opranuzanus NI-6YK-2.1
10 JOKYMEHTO000pOoTA. 5 5 NJI-1YK-2.2
CucremaTtuzanus 1 XpaHeHUE N-2YK-2.2
JTIOKYMEHTOB
Buja npoMexyTOYHOI aTTeCTALMHU 4
(3auer)
HTtoro 72 4 4 60
OuHo-3204Hast popMa 00yqenust (MOJHBIN CPOK, YCKOPEHHOE 00y4eHHe)
TpyaoemkocTb Kon
AyIMTOPHBIE 3aAHITHS HHIANKATOPA H
Ne Tema TUCHUILIMHBI JAecKpuIITOpa
Beero J 3 (J13, C3) CPO AOCTHKEHUSI
KOMIIETeH LU
1 2 3 4 5 6 7
OcHoBHbIE TIOHATHUS B 0071aCTH NA-1VK-2.1,
1 JTIOKYMEHTHUPOBAHHUS 6 NI-2VK-2.1,
NJI-3VK-2.1
HopmaTtuBHO — MeTOMYECKHE NA-4YK-2.1,
2 OCHOBBI JOKYMEHTAIIMOHHOTO 10 2 2 NJI-5YK-2.1,
obecrieueHns yrpaBieHuUs NJI-6YK-2.1
Oprann3anmoHHO-TIPaBOBas Na-1YK-2.1,
3 CHUCTEMa JOKYMEHTaluu 8 2 N-2YK-2.1,
NJ-3VK-2.1
Opranu3zanroHHO- NJ1-4YK-2.1,
4 pacropsiIuTeNbHAsI CHCTEMAa 10 2 2 N-5YK-2.1,
NJI-6YK-2.1
NudopmanmonHo-cipaBoyHas Na-1YK-2.1,
5 cucTeMa 6 NJ1-2YK-2.1,
NJ-3VK-2.1
6 OcHOBHBIE POPMBI 10 2 2 NA-4YK-2.1,




JIOKYMEHTO000pOTa B NJ1-5YK-2.1,
OpraHu3aIn NJI-6YK-2.1
ABTOMaTHU3UPOBAHHBIC VJ-1YK-2.2,
A e 6 6 UJI-2YK-2.2
JIOKYMEHTaIMOHHOM
yIpaBIeHUU
CocraBnenue u 0opMIICHHE N-3YK-2.2,
8 OCHOBHBIX BHJIOB 6 2 4 NI-4YK-2.2
YIPaBJICHYECKUX JIOKYMEHTOB
Ocob6ennoctr ohopmIICHHUS U N-4YK-2.2,
9 BEJICHUS IOKYMEHTALIUU 10 6 2 4 NA-5YK-2.2,
JUYHOMY COCTaBY NJI-6YK-2.2
Opranuzanus NJ-6YK-2.1
10 JIOKyMEHTO000pOoTA. 4 4 Na-1YK-2.2
CuctemaTu3anus 1 XpaHeHUE NJ1-2YK-2.2
JIOKYMEHTOB
Bua npomMexyToYHONH aTTeCTAIIAH 4
(3auer)
Hroro 72 10 8 54

Paznen 3. Conep:kaHue TMCHUTIMHBI
3.1. Conep:xaHue TUCUMILINHBI

Tema 1. OcHOBHBbIC NOHATHSA B 00/1aCTH IOKYMEHTHPOBAHUS

OCHOBHBIE TEPMUHBI U ONpPEAEICHUs B 00JACTH JOKYMEHTALMOHHOIO 00ECHEUEHUs YIPaBICHHUS.
I'OCT P51141-98 «/lenonpous3BoACcTBO U apXUBHOE Jei10. TepMHHBI M ONpPENENICHUS». 3HAUEHUE U
CBOMCTBa JOKYMEHTa Kak HocuTens HH(popmaruu. OyHKIUN YIpaBICHYECKHX JOKYMEHTOB: OOIIHE U
cnenuduueckre. OOmME MOHATHUS O CHUCTEMax JOKyMEHTalUWW. YHUPHUKaUUs W CTaHAapTH3ALUSL
JIOKYMEHTOB. YHH(HUIMPOBAaHHAsl CHUCTEMa OpPraHU3allMOHHO — paCHOPSIUTENbHON JTOKyMEHTAlUU.
OcHoOBHBIE BUIbl OPIaHU3AIIMOHHO — PACTIOPSIUTENBHBIX JOKYMEHTOB U UX POJIb B CUCTEME YIIPABJICHUS.

['ocymapcTBeHHBIE CTaHAAPTHI B O0JIACTH JOKYMEHTAIlMOHHOTO OO0eCHeueHHsl yIpaBlIeHHs.
OcHoBHble TOJIOKEHUSI ['OCyapCTBEHHOM CUCTEMBI JOKYMEHTAI[MOHHOTO OOECIeueHUsl YIpaBICHUS.
AJMUHUCTpAaTUBHAs OTBETCTBEHHOCTh PYKOBOJIUTENEH U CIIEHUAINCTOB OpraHu3aluil U NpeanpusTui 3a
HapylICHHUE ACHCTBYIONIEr0 3aKOHO1AaTENIbCTBA 110 APXUBHOMY JIEILY.

Tema 2. HopmaTuBHO — MeToAM4YeCKHE OCHOBBI JTOKYMEHTALIMOHHOr0 odecreyeHus
ynpasJieHHSs.
PaccmatpuBatoTcst BOIIPOCHI HOPMAaTUBHO-METOAMUYECKOTO perynupoBaHus CUCTEM

I[OKyMCHTOO60pOTa B OpraHu3anv, HOPMATUBHBIC AKTHBI, IIOJIOKCHHUA W CTPYKTypa PCryjiupoBaHUS
JOKYMCHTOABHIKCHUA.

Tema 3. Opranu3anMoOHHO-NIPABOBAas CUCTEMA JOKYMEHTAIIUM.
B nexiuu pa3bupaeTrcs Ha3HauYeHHUE, COCTaB U JIBHKEHHE IOKYMEHTOB OpraHU3allMOHHO-TIPaBOBON
CUCTEMBI TOKYMCHTAIIUU U €€ OCHOBHBIC XapaKTCPHUCTHUKHU.

Tema 4. Opranu3aniuOHHO-PACIOPSAANTEIbLHAS CUCTEMA.
B nexuum pa3bupaeTcs Ha3HAUYEHHE, COCTAaB W JABI)KCHHE JOKYMEHTOB OpraHW3allMOHHO-
paCHOPﬂJIHTeHBHOﬁ CUCTEMBI JOKYMCHTAIIUU 1 €€ OCHOBHBIC XapaKTCPHUCTHUKHU.

Tema 5. Un(popManiuOHHO-CIIPABOYHAS CUCTEMA.
B nekuum pasbupaercss Ha3Hau€HHE, COCTaB M JIBIKEHHE JIOKYMEHTOB WH(MOPMAIMOHHO-
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CIPaBOYHON CHUCTEMBI TOKYMEHTaUH (OpPMBI U €€ OCHOBHBIE XapaKTEPUCTHKU.

Tema 6. OcHoBHBIE GOPMBI JOKYMEHTO000POTA B OPraHU3alMH.
PaccmaTpuBaroTCsl TpaaUIIMOHHAS U AJIEKTPOHHAs (OPMBI JOKYMEHTOO0OpOTa, a TaKkKe MOPSIOK
paboThI ¢ BXOJSIIMMH, BHYTPEHHUMH U UCXOSAIIMMU JOKYMEHTaMH.

Tema 7. ABTOMATH3UPOBAHHBIE CPEACTBA B IOKYMEHTALMOHHOM YIIPaBJICHHH.
Paz0uparorcsi aBTOMAaTU3MPOBAHHBIE KOMITBIOTEPHBIE MPOTPAMMBI, IO3BOJISIOIIUE COKPATUTH
BpeMs 0pOpMIICHUS], IEPEABUKEHHSI JOKYMEHTOB U UX L[EJIEBOE UCIIOIb30BAHUE.

Tema 8. CocTaBiieHue u opopMJIeHHE OCHOBHBIX BU/I0OB YIIPaBJIeHUYECKHUX JIOKYMEHTOB.

bnanku nokymentoB. dopma M conepxaHue ciykebHoro mokymeHtra. ®opmynsip. PexBu3uThl
YIOpaBIE€HYECKMX JOKYMEHTOB uX 3HaueHue. CTpykTypa TeKcTa U OCOOEHHOCTH O(OpMIICHUS
YIPaBIEHYECKUX TOKyMEHTOB. OTBETCTBEHHOCTh IIPU O(POPMIICHUHU JTOKYMEHTOB.

Tema 9. OcodennocT oopmiieHNs U BeleHUs JOKYMEHTAIMHU 110 JTUYHOMY COCTABY.

OOmiasi xapakTepHCTHKAa ¥ Ha3HAYCHHE JIOKYMEHTAIlMH [0 JIMYHOMY cocTaBy. OcoOeHHOCTH
JOKYMEHTHUPOBAaHUS TPYIOBBIX TPaBOOTHONICHHWN (odopmiieHne mnpuemMa Ha paboTy, MepeBoja,
YBOJIBHECHUS, KOMaHIUPOBKH, OTIYCKa). BeleHue TpynOBBIX KHIDKEK. BoclnuTaHHe OTBETCTBEHHOCTH,
100pPOCOBECTHOCTHU MPU OPOPMIICHUHU JOKYMEHTOB, BIUSIONINX HA CTAX COTPYIHHKA.

Tema 10. Opranuszanus 10KyMeHT0000poTa. CucreMaTH3alMsl M XpPaHeHHe JOKYMEHTOB.

Opranu3anus JOKYMEHTOOOOpOTa: perucTpanus M ABMKEHHE JOKyMeHTOB. HomeHknaTypa nein
OpraHu3aliu: cojJepkaHue, ¢opma, TOPSIIOK pa3paboTku u ynpaBieHus. OCHOBHBIE NPU3HAKU
3aBefieHus nen. llopsnok ¢opmupoBaHus JOKyMeHTOB B Jena. CpokM XpaHEHHs JOKYMEHTOB.
DkcnepTu3a LEHHOCTH JOKYMEHTOB. BblieneHue TOKYyMEHTOB C HCTEKUIMMH CpPOKaMHM XpaHEHUS.
XpaHeHue U nepepaya JOKYMEHTOB.

3.2. ConepxxaHue NPAKTHYECKOr0 0JI0KA TMCUMILTHHBI

Ounasi popma 00yueHus (MOJTHBIA CPOK)

Ne Tema npakTH4YeCKOro (CEMHHAPCKOI0, JIA00PATOPHOI0) 3aHATHS
1 2
[13 1,2 | HopmaTuBHO — METOIMYECKUE OCHOBBI JOKYMEHTAIIMOHHOT'O 00€CIIeYeHH s YIIPABICHUS
I133 | Opranu3aimoHHO-IIPaBOBasi CUCTEMA JOKYMEHTAIH
134 | OpranuzanroHHO-paCcTIOPSAUTENbHAS CUCTEMA
I135 | OcHoBHBIE (POPMBI JOKYMEHTOOOOPOTA B OpraHU3aluu
I136 | ABromMaTu3upoOBaHHBIE CPEACTBA B IOKYMEHTAIIMOHHOM YIPaBJICHUU
137 | CocraBnenue u 0oopMJIeHHE OCHOBHBIX BUJIOB YIIPABJIEHYECKUX JOKYMEHTOB
I138 | OcobenHocTH 0OopMIIEHHS U BEACHUS JOKYMEHTAIMH 10 JUYHOMY COCTaBY
139 | Opranuzanms nokymentoobopora. CucremaTu3anus U XpaHEHHE JIOKYMEHTOB
3aounast popma o0yueHnus (IOJIHBIN CPOK)

Ne Tema npakTH4YecKOro (CEMHHAPCKOr0, J1a00paTOPHOIo) 3aHATHS
1 2
[131 | HopmMaTuBHO — METOJIMYECKUE OCHOBBI JOKYMEHTAIIMOHHOTO O0ECIIeUeHNs yIIPaBICHUS

3aounan ¢popma odyuenus (yckopenHoe odyuenue na 6aze CI1O, BO)

Ne Tema npakTH4ecKOro (CEMMHAPCKOrO, JA0OPaTOPHOIO0) 3aAHATHSA
1 2
[131 | HopMaTuBHO — METOIMYECKHE OCHOBBI JOKYMEHTAI[MOHHOTO O0EeCIeueHus yIpaBIeHUs
[132 | Opranu3annoHHO-pacopsUTeIbHas CUCTEMA
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OuHo-3204Hasi popMa 00yUeHHs (MOJHBI CPOK, YCKOPEHHOE 00yUeHN€)

Ne Tema npakTH4YecKOro (CEMHHAPCKOrO0, J1a00paTOPHOro0) 3aHATHS

2

131 | HopmaTuBHO — METOIMYECKUE OCHOBBI JOKYMEHTALIMOHHOI'O 00€CII€YEeHUs YIIPABICHUS

I13 2 | Opranu3anMoHHO-pacnopsiAUTEIbHAS] CUCTEMA

1133 | OcHoBHBIE (hOPMBI JOKYMEHTOOOOPOTA B OPTaHU3AINH

[134 | CocraBnenue u opopMiIeHHE OCHOBHBIX BUJIOB YIPABIEHYECKUX TOKYMEHTOB

3.3. O6pa3oBare/ibHbIE TEXHOJIOTHH

Ounas ¢popma 00yueHus (MOJTHBIH CPOK)

®opma / MeToanl
Bup yuedHoro P A % yueOHOrO
Ne Tema 3ansaTust HHTEPAKTUBHOIO
3aHATHSA BpeMeHH
o0yuyeHust
1 2 3 4 5
HopMmaruBHO — MmeToanueckue
1 | OCHOBBI TOKYMEHTALIUOHHOTO I13 Keitic-meTon 100
o0ecrieyeHns yrpaBJIeHUs
Opraun3aloHHO-IIPaBOBas
2 p H P 113 Jenosas urpa 100
CUCTEeMa JJOKYMEHTAIU!
ABTOMAaTH3UPOBaHHbBIC
CpEeNCTBa B .
3 | PeA I13 Ketic-meron 100
JIOKYMEHTAIMOHHOM
yIpaBICHUH
CocraBienue u opopmIIeHHE
4 | OCHOBHBIX BUJIOB I13 Keiic-meTon 100
YIPaBIECHYECKUX JOKYMEHTOB
Ocob6enHoctu ohopMiIeHUs 1
5 | BeleHUs JOKYMEHTAITUH 110 I13 Keiic-meron 100
JTUYHOMY COCTaBY
Hroro % 27%
3aounasi popma 00yueHus (MOJTHBIN CPOK)
®opma / MeToanl
Bup yueoHoro P . % yueOHOrO
Ne Tema 3aHATHSA HHTEPAKTUBHOIO
3aHATHA BpeMeHH
o0yueHust
1 2 3 4 5
HopMmatuBHO — MmeToanyeckue
1 | OCHOBBI JOKYMEHTAIIMOHHOTO JI, T13 Keiic-meTon 100
o0ecrnieuyeHus ynpaBIeHUs
Opra"u3aioHHO-IIPaBOBast .
2 P H P I13 Keiic-meTon 100
CUCTEeMa JJOKYMEHTAITU!
Hroro % 33%
3aounas ¢popma odyuenus (yckopennoe odoyuenue Ha 6ase CIIO, BO)
®opma / MeToanl
Bup yueoHoro P . % yueOHOTO
Ne Tema 3ansiTHSA UHTEPAKTUBHOI'O
3aHATHA BpeMeHH
o0yueHust
1 2 3 4 5
1 | HopmaruBHo — metonuyeckue | JI, 113 Keiic-meTon 100
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OCHOBBI IOKYMEHTAIIHOHHOTO
o0ecrieyeHus yrpaBJeHHUs

OpraHu3alMOHHO-TIPaBOBast

2 | cucrema JOKyMEHTALUU JI Ketic-meron 100
3 OpranusauonHo- I13 Keiic-meTon 100
pacropsiiuTeNIbHas CucTemMa
Hroro % 33%
OuHo-3204Hasi popMa 00yueHus (MOJHBII CPOK, YCKOPEHHOE 00yueHue)
Bun yuedoHoro Popma / Metonet % y4eOHOro
Ne Tema 3aHaTHA UHTEPAKTUBHOI'0
3aHATHSA BpeMeHH
o0y4eHust
1 2 3 4 5
HopmaruBHO — MmeToan4eCKHe
1 | OCHOBBI IOKYMEHTAIIUOHHOTO I13 Ketic-meTon 100
o0ecrnievyeHus ynpaBaeHUs
CocraBnenue u 0)OpMIICHHE
2 | OCHOBHBIX BHJIOB 113 Ketic-meton 100
YIPaBJICHUYECKUX TOKYMEHTOB
Hrtoro % 50 %
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Pa3nen 4. Opranu3amnusi CaMoCTOSITeIbHOMH PadoThI 00yUYAKOIIUXCSI

4.1. Opranu3anusi CaMOCTOSITE/IbHOUH PadoThl 00yYAIOIUXCS

Ne pexomenayemoii
Ne Tema qUMCHMITINHBI Ne ponipocos p Ay
JIUTEPATYPbI

1 2 3 4
OCHOBHBIE TIOHATUS B 00J1aCTH

1 1-6 1-6
JIOKYMEHTHPOBAHHUS
HopMaTuBHO — METOMYECKHE OCHOBBI

2 | TOKYMEHTAI[MOHHOTO O0eCTIeUeHUs 7-12 1-6
yIIpaBJICHUS
Opragn3aliioOHHO-IPABOBast CUCTEMA

3 |P ! P 13-18 1-6
JIOKYMEHTAIU!
Opraun3aloHHO-pPaCIOPIAUTEILHAS

4 | P H pactiopsi 19-24 1-6
cucreMa

5 | UudopmanmonHo-cipaBoyHas cucrema 25-31 1-6
OcHoBHEBIE (HOPMBI JOKYMEHTOO0OPOTA

6 (bopwmt 10Ky p 32-38 1-6
B OpraHu3aIiu
ABTOMAaTHU3UPOBAHHBIE CPEICTBA B

7 p pedl 39-45 1-6
JIOKYMCHTAIIMOHHOM YITPaBICHHH
Cocrasienne 1 0(hopMIIEHHE OCHOBHBIX

8 bop 46-52 1-6
BHUJIOB YITPABJICHUECKUX JJOKYMEHTOB
Ocobennoct ohopMIIEHUS U BEACHU

9 (op ! 53-58 1-6
JIOKYMEHTAIUH 110 INYHOMY COCTABY
Opranuzanus J0KyMeHT0000poTa.

10 | CucremaTu3amus U XpaHeHHE 59-66 1-6
JIOKYMEHTOB

IlepeyeHb BONPOCOB, BLIHOCUMBIX HA CAMOCTOAATEJIbHYI0 PadoTy 00y4yalonmuxcst
Packpoiite moHsTHE: 1EIONPOU3BOJCTBO, JOKYMEHTHPOBAHUE, TOKYMEHTOOOOPOT.

Uto Takoe MOKyMeHT; OUIIUATLHBIN, TNYHBIN?
HazoBuTe ocHOBHBIC (DYHKIIMU JOKYMEHTA.

[To xakuM BUJaM JIeATEIbHOCTH KIACCU(PUIIUPYIOTCS TOKYMEHTHI?
KaxoBbI XapaKkTepHbl€ OTIIMUUS UHAUBUIYAIBHBIX JOKYMEHTOB OT THIIOBBIX ?
KakoBblI Cpokr XpaHEHUS TOKYMEHTOB JOJITOBPEMEHHOI'O U BPEMEHHOI'O XpaHEHUS?

Yto Takoe OpuUruHali, Y€pHOBHUK, Komus?

JlaiiTe XapaKTepHCTUKY JEJIONPOU3BOJCTBA B J[peBHEPYCCKOM rocyaapcrae?
HazoBuTe 0OCHOBHBIE YEPTHI IPUKA3HOTO AEJIONPOU3BOICTBA.

JlaiiTe XapaKTepUCTUKY CUCTEMBI KOJIEKCKOTO 1€JI0IPOU3BOJICTBA.

OcHOBHBIE IPUHLUIIBI MUHUCTEPCKOTO JEJI0IPON3BOICTBA.
JlaliTe XapakTEpUCTUKY I€IOMPOU3BOICTBA B MEPBOM MONOBUHE X X BEKa.
JlaiiTe XapaKTEepUCTUKY JEJI0IPOU3BOICTBA BO BTOPOU MONOBUHE XX BEKa.

Kakne ocHOBHBIE 3aK0HBI perynupyrot JJOY?

Kakoii cranaapT ucnomib3yroT 171t 0ohopMIIEHHUS OpraHU3allMOHHO-PACTIOPSIUTENBHBIX TOKYMEHTOB?
Yrto noHumaeTcs noj yHupukauuen u crangapTuzanuein?
Yro mpencrasinseT coOoit YHUpHIMpOBaHHAs cucTeMa JoKyMeHToB (J{0VY)?

C kakoii nesnpio pazpadorad u BBeseH B aeicteue ['OCT P6.30-20037

KakoB nopsiiok ucrnosnp3oBanus U opopmiieHus repba u aMO1eMbl Ha OJaHKaX JOKYMEHTOB?
Kakue TpeboBanus mpebsaBistoTcs K opopMileHnIo pekBu3nTa «HarmMeHoBaHue opranuzanuu?
Yrto MOKeT OBITh BKIIIOYEHO B COCTAaB CIIPABOYHBIX JAHHBIX OpraHU3aun’?

Uro mnpencraBiser coO0OM pPETUCTPAIMOHHBIA HOMEpP JTOKYMEHTA,

oopmnenus?
23. KakoBbI BO3MOXHBIN COCTAaB PEKBU3HTA «AJIpecar» B TPeOOBaHUS K ero opopMIIeHH0?

U KaKOB IOPAAOK €ro



24. KakoBbl BapuaHTBl YTBEPXKACHHS OKYMEHTa M TpPeOOBaHHS K O(DOPMIICHHIO COOTBETCTBYIOIIETO
pekBu3uTa?

25. KaxoBbl Ha3HaueHNE peKkBU3UTa «Pe30ronusy» 1 mopsIok ero ohopmMiIeHuHs?

26. Kak oopMHUTH pEeKBU3UT «3ar0JI0BOK K TEKCTY»?

27. KakoBbl 001mue TpeOoBaHus K 0(pOPMIICHHIO TEKCTAa JOKYMEHTOB U MOPSAAO0K HCIIOIb30BAHMUS SI3bIKOB
B OUITMAILHOM JIeI0Npon3BoIcTBe Poccun?

28. Kakue TtpeOoBaHUA TpebsIBISIOTCS K odopmiieHuto pekBuszuta «OTMeTka O HAIUYUU
MIPUIOKEHUS»?

29. Yto Bx0auT B cocTaB pekBusnuta «lloanucey, 1 kKakoB NOPSAIA0K ero ohopMiIeHUs?

30. KakoBbl TpeOoBanus kK odopmiieHUIO0 pekBH3UTOB «I['pud cormacoBanus AOKyMmMeHTa» U «Bussl
COTJIACOBAHUS JOKYMEHTOBY?

31. KaxoBbl Ha3HaueHue pekBusnta «lledats» u TpeOOBaHMS K MPOCTAHOBKE M€YAaTH HA JJOKYMEHTaX?
32. Kakue peKBU3UTHI MOT'YT BHOCUTHCS B IOKYMEHT TUIIOTPAQCKUM criocoOom?

33. CocTaBHO YaCThIO KAKMX PEKBU3UTOB SIBIISICTCS JTMYHAS TTOANUCH?

34. Cxonbko pekBu3uTOB ycTanaBinuBaet crangapT ['OCT P6.30-2003?

35. KaxoBbI BU/IbI OPraHU3aMOHHBIX TOKYMEHTOB H OCOOEHHOCTH MX 0(hopMIiIeHuUs?

36. KakoBbl BUIbI pacOPSAAUTENbHBIX JOKYMEHTOB U OCOOCHHOCTH MX OQOpMIIeHNUs?

37. KakoBa cTpyKTypa MNpHKaza IO OCHOBHOW JESTEIBHOCTH, COCTaB PEKBU3UTOB, TPEOOBaHUS K
oopMIIEHUIO?

38. KaxoBbl BUIbI HHPOPMALTMOHHO-CITPABOYHON JJOKYMEHTAIH?

39. Kakue TpeboBaHUs MPEABABIAIOTCS K COCTABICHUIO U O(QOPMIICHHUIO Telerpamm, TeaedOoHOrpaMM,
bakcon?

40. KakoBbl 0cobeHHOCTH 0(OpMIICHHSI TOKIaIHOM, CITyKeOHOM 1 00bSICHUTEIBHON 3aMUCOK?

41. B 4eMm 3aKIr09ar0TCsl OCOOCHHOCTH SI3bIKA U CTHIIS CITY)KEOHBIX JOKYMEHTOB ( Ha IpUMeEpe MuchMa)?
42. KakoBo ¢yHKIMOHAJIbHOE HA3HAYEHHE KOMMEPUECKUX Mrucem?

43. HazoBuTe JOrHYECKUE FIEMEHTHI ITCHMA.

44. Tlepeuncnure OCHOBHBIE TPeOOBAHUS K JACIOBOM peUu.

45. Yrto Takoe JOKyMEHTOO0OpOT?

46. KakoBbl OCHOBHBIE (DYHKIIUU JIETIONPOU3BOICTBEHHOTO O0OCITYKUBaHUS?

47. KaxoBbl OCHOBHBIE OTI€palliy Tporecca 00paboTKH BXOIAIMINX JOKYMEHTOB?

48. Yto Takoe UCXOASIIMUN JOKYMEHT?

49. KaxoBbI OCHOBHBIE ATAITbI MTOJITOTOBKH UCXOISAIINX TOKYMEHTOB?

50. Kakwue ucxonsuiye JOKyMEHTbl O(OPMIISIOTCS B OTHOM 3K3eMILsipe?

51. KeM noanuceIBarOTCst UCXOSINE TOKYMEHTHI?

52. Kakwue onepanuu BKIIOYAET IPOLECC KOHTPOJIS UCIIOTHEHHS JOKYMEHTa?

53. Kak ycraHaBiIMBarOTCs TUIIOBBIE CPOKHU MCIIOTHEHHUS JJOKYMEHTOB?

54. Yto Takoe HOMeHKIaTypa nen? KakoBsl ee BUIbI?

55. Kto pa3pabarbiBaeT TUIIOBBIE U IPUMEPHbIE HOMEHKIIATYphI Aen? Kem oHu yTBepkaatoTcs?

56. B yem cyTb nporecca GopmMupoBaHus aen?

57. Kax opopmisiercs 3aronoBok jaena? Kakue TpeGoBaHMs MpeIbABISIOTCS K 3aTOJIOBKY?

58. Ilo kakuM MpHU3HaKaM MOTYT TPYNIIUPOBATHCS JOKYMEHTHI B j1erna?

59. Kakwue TpeOoBaHMS HEOOXOMMO BBITOJHSTH TP (POPMHUPOBAHUH J1E?

60. B kakoii mocienoBaTeIbHOCTH JIOJIKHBI PacloaraTbesi JOKyMEHTHI B jiene?

61. Kak ocymiecTBisieTcst orepaTiBHOE XpaHEHHE TOKYMEHTOB?

62. [y Kakux JIeJ1 COCTaBIISICTCS] BHYTPEHHSISI OMUChH?

63. KakoBbI OCHOBHBIE 3TaIbl PA0OTHI IO MOJTOTOBKE JJOKYMEHTOB K apXUBHOMY XPaHEHUIO?

64. B yem 3akitoyaroTcs 0COOEHHOCTH XpaHEHUs JOKYMEHTOB B apXMBax B HACTOsIIEE BpeMs?

65. Ha ocHOBaHWM KaKoro JOKYMEHTa YHHUTOXKAIOTCS JeJla C UCTEKITUMHU CPOKaMH XpaHEHHUs?

66. KaxoBbl cocTaB 1 00s13aHHOCTH PAaOOTHUKOB MO/Ipa3/I€ieHUI 1€T0NPOU3BOICTBEHHBIX CITYK0?

4.2. [lepeyeHb y4eOHO-METOANYECKOI0 00ecedeHHsI CAaMOCTOATEebHOI PadoThl 00y4aOIINXCH

CamocrosiTenpHas paboTa 00y4aromuxcss 00€CTICUNBACTCS CICAYIOMUMHA YI€OHO-METOINIECKUMH
MaTepuaIamMu:
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1.  VYkazaHusamH B paboueii mporpamme no aucuuruimae (m.4.1.)

2. .HGKI_[I/IOHHBIG MaTCpHraJibl B COCTABC y‘-IGGHO-MeTOI[I/I‘-ICCKOI‘O KOMIIJIEKCA 110 AUCIIUIIIIMHE

3. 3amaHUSAMH W METOJUYECKUMH PEKOMEHJAIUSMH [0 OpPTraHW3allii CaMOCTOSTEIILHOW pPabOTHI
00yJaroIUXCsl B COCTaBe Y4eOHO-METOAMYECKOTO KOMIUIEKCA MO TUCITUTUIHHE.

4. Tmoccapuem mo JUCHHUIUIMHE B COCTaBE y4eOHO-METOJUYECKOr0 KOMIUIEKCA 110 JIUCIUTLINHE.
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Pa3nen 5. ®oH/1 OLIEHOYHBIX CPEICTB ISl MPOBeAeHUA TeKYIero KOHTPOJISl U MPOMeKYTOUYH O
aTTecTallu 00y4arommxcs

@DoHO  oyeHOuHbIX  cpeOcm8  no  OUCYUNAUHEe — npeocmasgisem — coOOU  COBOKYNHOCMb
KOHMPOIUPYIOWUX — MAMEPUaios  NpeOHA3HAYeHHbIX Ol USMEPEHUs  YPOBH — OOCHIUIICEHUs.
00Y4aAIOWUMUCA  YCIMAHOBNIEHHbIX — Pe3VIbmamos  obwel  NpoghecCUOHANbHOU  00pa308amenbHOl
npoepammvl. POC no oucyuniune UCHONL3YEMC NPU NPOBEOCHUU ONEePaAMmUEHO20 KOHMPOIL U
npomedcymoyHou ammecmayuu ooyuarowuxcs. Tpebosanus k cmpykmype u codepacanuio POC
oucyunaunvl peenamenmupyiomces Ilonoodcenuem o onoe OYeHOUHBIX MAMepPudanog no NpocpPamMmam
8blCUIe20 00PA308aHUSA — NPOCPAMMAM OAKANABPUAA, MASUCPAMYDbI.

5.1. ITacnopT ¢oHIAA OLIEHOYHBIX CPEACTB

Ounas ¢popma 00yueHus (MOJTHBIH CPOK)

O1eHOYHBIE CPE/ICTBA Kon
KonTposmmpyembie pa3aeibl HimiaTopa u
Ne (TeMbl) IMCHHUNJIMHBI JI 113 (JI3, C3) CPO AlecipuiiTopa
AOCTUKEHH S
KOMIIeTeHI U

1 2 3 4 5 6
OcHOBHBIE TIOHATHUS B 001aCTH Na-1vYK-2.1,

1 | noKkyMeHTupOBaHUs YO IIPB HNJ-2YK-2.1,

NJ-3YK-2.1
HopMmartuBHO — MmeToan4eckue NJI-4YK-2.1,

2 | OCHOBBI JIOKYMEHTAIIHOHHOTO YO KM [1PB NA-5YK-2.1,
o0ecreyeHus yrpaBJieHUs NA-6YK-2.1
OpranuzanoHHO-TIpaBoOBast HUJI-1YK-2.1,

3 | cucrema TOKyMEHTAIMH YO an I1PB Na-2vyK-2.1,

NJ-3YK-2.1

Opranu3anuoHHo- Na-4vyK-2.1,

4 | pacnopsiauTenbHas CUCTEMa YO KM IIPB HUJI-5YK-2.1,
NJI-6YK-2.1

WHudpopmanoHHO-cIIpaBOYHas NA-1YK-2.1,

5 | cucrema YO I[1PB Na-2vyK-2.1,
NJ-3YK-2.1

OcHoBHbIE (HOPMBI Na-4vyK-2.1,

6 | TOKyMEHTOO0OpOTa B YO YO [1PB NA-5YK-2.1,
OpraHu3aIyu NJI-6YK-2.1
ABTOMaTU3UPOBAHHBIE CPEICTBA NA-1YK-2.2,

7 | B JOKyMEHTAI[MIOHHOM YO KM I[1PB Na-2YK-2.2
yIpaBICHUH
Cocranenue u oopmIIeHHE NA-3YK-2.2,

8 | OCHOBHBIX BHIOB YO KM ITPB NJI-4YK-2.2
VIPaBICHYECKUX JOKYMEHTOB
OcoGenHoctr 0popMIICHUS U NA-4YK-2.2,
BEJICHUS IOKYMEHTAIIUU T10 NJI-5VK-2.2,

9 JIUYHOMY COCTaBYy vo KM HPB NI-6YK-2.2
Opranm3anus NI-6YK-2.1
JTOKYMEHTO000pOoTA. Na-1YK-2.2

10 CucremaTu3zanus 1 XpaHeHHE yo yo HPB NA-2YK-2.2
JTIOKYMEHTOB
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3aounas popma o0yueHuUs (MOJHBIH CPOK)

OueHoOYHbIE CpeIcTBA Kon
KonTposmpyembie pa3aesibl HiicaTopa i
Ne (TeMbI) AUCHHUILIMHBI JI 113 (JI3, C3) CPO Aleckpuiiropa
JAOCTUKEHH S
KOMIIeTeHIU i

1 2 3 4 5 6
OCHOBHBIE ITOHATHUA B 00JIaCTH NJI-1YK-2.1,

1 | noxymeHTHpOBaHUS I1PB NI-2YK-2.1,

NJ-3VK-2.1
HopmatuBHO — MeTOAMYECKHE NJ1-4YK-2.1,

2 | OCHOBBI IOKYMEHTAIIHOHHOTO YO KM I1PB N-5YK-2.1,
obecrieueHust yrpaBiIeHuUs NJ1-6YK-2.1
Opranu3aiuoHHO-TIPaBOBAs Na-1YK-2.1,

3 | cuctema JOKyMEHTAIMU YO [1PB NJ1-2YK-2.1,

NJI-3VK-2.1

Oprasan3aloOHHO- N1-4YK-2.1,

4 | pacniopsuTeIbHAs CUCTEMA I1PB N-5YK-2.1,
NJI-6YK-2.1

NudopmanmonHo-cripaBoyHas Na-1YK-2.1,

5 | cucrema [1PB NJ1-2YK-2.1,
NJ-3VK-2.1

OcHoBHbIE (HOPMBI N11-4YK-2.1,

6 | mokymeHTOOOOpOTAa B I1PB NI-5YK-2.1,
OpraHu3aIu NJI-6YK-2.1
ABTOMAaTH3UPOBAHHBIE CPEJICTBA NA-1YK-2.2,

7 | B IOKyMEHTaIlMOHHOM [1PB NJ1-2YK-2.2
yIpaBICHUU
CocraBnenue u opopmieHue NN-3VK-2.2,

8 | OCHOBHBIX BHIIOB I1PB N1-4YK-2.2
yIpaBIEeHYECKUX JOKYMEHTOB
OcobenHoctu 0popMIICHUS U NN-4YK-2.2,

g | BEAICHUA IOKYMEHTAIMH TIO IIPB NJ-5VYK-2.2,
JTUYHOMY COCTaBY NJ-6YK-2.2
Opraauzanus NJ-6YK-2.1

10 JIOKYMEHTO000pOTA. IPB NI-1YK-2.2
CucreMaTuzanus U XpaHeHHE NA-2YK-2.2
JIOKYMEHTOB

3aouyHasi popma o0yuenus (yckopennoe odydenue Ha 6aze CI1IO, BO)
OueHovHbIE CPeACTBA Kon
KonTposmpyemblie pazaesibl HivmiRaTopa u
Ne (TeMBbI) AUCHUILIMHBI JI 3 (J13, C3) CPO Aeckpuirropa
TOCTHKEHUSI
KOMIIETeHIUI

1 2 3 4 5 6
OcHOBHBIE TIOHATHS B 00JaCTH NI-1YK-2.1,

1 | moxymeHTHpOBaHUS I1PB N-2VK-2.1,

NJI-3VK-2.1
HopmatuBHO — MeTOAMYECKHE Na-4YK-2.1,
2 OCHOBBI JOKYMEHTAIIMOHHOTO Yo KM IPB NJI-5YK-2.1,
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obecrieueHus yrpaBieHUs NJI-6YK-2.1
Opranu3alnoOHHO-TIPaBOBas NA-1YK-2.1,
3 | cuctema JOKyMEHTAIMH YO I1IPB NI-2YK-2.1,
NJ-3YK-2.1
Opranu3anuoHHO- N/1-4YK-2.1,
4 | pacniopsiiuTeIbHAs CUCTEMA KM [1PB NA-5YK-2.1,
NJ-6YK-2.1
HNudopmannonHo-cripaBoyHas NI-1YK-2.1,
5 | cucrema [1PB Na-2vyK-2.1,
NJ-3VK-2.1
OcHoBHBIE (POPMBI Na-4yK-2.1,
6 | ToKyMeHTO0OOpOTa B IIPB NJI-5YK-2.1,
OpraHu3aIuu NJI-6YK-2.1
ABTOMAaTH3UPOBAHHBIEC CPEACTBA NJI-1YK-2.2,
7 | B JOKyMEHTAIlMOHHOM [1PB NA-2YK-2.2
YIpaBJIECHUU
Cocrasiienue u ohopmiieHUE NA-3YK-2.2,
8 | OCHOBHBIX BUIOB IIPB HUJ1-4YK-2.2
YIPaBICHYECKUX JOKYMEHTOB
OcoGenHoctu opopmIIeHUS U NA-4YK-2.2,
g | BEJICHNS IOKYMEHTALUH 110 IIPB NA-5YK-2.2,
JUYHOMY COCTaBy NA-6YK-2.2
Opranuzanus HNJI-6YK-2.1
10 JIOKYMEHTOO0O0pOTAa. IIPB Na-1YK-2.2
CucreMaru3zanus U XpaHeHue HUJI-2YK-2.2
JTIOKYMEHTOB
OuHo-3204Has popMa 00yueHHs (MOJTHBII CPOK, YCKOPEHHOE 00yUYeHHe)
OueHo4YHbIE CpeCTBA Kon
K HHIMKATOPA U
Ne OHTPOJIMPYeMbIe pa3/iesabl JecKpuIITOpa
(TemMbl) TUCUMTIIIMHBI J 3 (JI3, C3) CPO
AOCTUKEHHS
KOMIIeTeHI U
1 2 3 4 5 6
OcHOBHBIE TIOHTHS B 00J1aCTH Na-1vK-2.1,
1 | noKyMeHTUupOBaHUs IIPB HNJI-2YK-2.1,
NJ-3YK-2.1
HopMaTtuBHO — MeTOMYECKHE NA-4YK-2.1,
2 | OCHOBBI JIOKYMEHTAIIHOHHOTO YO KM I[1PB NA-5YK-2.1,
o0ecrnieueHus ynpaBIeHHs NJI-6YK-2.1
Oprasnn3annoHHO-TIPaBOBas NA-1YK-2.1,
3 | cucrema TOKyMEHTAINH YO IIPB HUJI-2YK-2.1,
NJ-3YK-2.1
Opranu3anuoHHO- Na-4vyK-2.1,
4 | pacniopsiguTeNnbHAs CUCTEMA YO KM I[1PB NA-5YK-2.1,
NJI-6YK-2.1
WudopmannoHHO-cIipaBOYHas NA-1YK-2.1,
5 | cuctema I1PB Na-2vyK-2.1,
NJ-3YK-2.1
OcHoBHbIE (HOPMBI Na-4vyK-2.1,
6 | TOKyMEHTOO0OpOTa B YO YO I1PB NA-5YK-2.1,
OpraHu3aIu NJI-6YK-2.1
7 | ABTOMaTH3UPOBAHHEIE CPE/ICTBA IIPB HUJI-1YK-2.2,
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B IOKYMEHTAIIMOHHOM NJ1-2YK-2.2

yIpaBJICHUU
CocraBnenue u 0opMIICHHE NJ-3YK-2.2,
8 | OCHOBHBIX BHUIOB KM ITPB N1-4YK-2.2
YIPABICHYCCKUX JOKYMEHTOB
OcobenHoctu 0pOpMIICHUS U NN-4YK-2.2,
BEJICHUS IOKYMEHTAIIUH 10 NJ1-5YK-2.2,
o JMYHOMY COCTaBY yo 1PB N-6YK-2.2
Opranuzanus N1-6YK-2.1
10 JIOKyMEHTO000pOTA. IPB N-1YK-2.2
CuctemaTu3anus 1 XpaHeHUE NJ1-2YK-2.2
JTOKYMEHTOB

YcaoBHble 0003HAYeHNS OLIeHOYHBIX cpeacTB (CrToaousl 3, 4, 5):
YO — ycrupiii (GpoHTaNBHBIN, HHAMBHYaTbHBIH, KOMOWMHUPOBAHHBII) ONPOC;
/H - nenosas urpa;
IIPB —npoBepka pedepaToB, OTYETOB, pPELEH3WH, aHHOTAIMH, KOHCIEKTOB, TpaduuecKoro
MaTepuaa, 3Cce, IEPeBOI0B, PEIICHUN 3a/JaHUH, BHIIIOJHEHHBIX 3aJaHUH B 2JIEKTPOHHOM BUJE U T.J1.;
KM — Kelic-meron.

5.2. OueHo4YHbIe CPeACTBA TEKYIEro KOHTPOJIsA
Ilepeyenb npakTHYECKUX (CEMMHAPCKHUX) 3aJaHNI

Tema Ne 4: «Opranu3anMOHHO-PACTIOPSAAUTEIbHAS CHCTEMA»

Leabio, 3aHATHS ABJISIETCH U3yYeHHe:
- OCHOBHBIX BHJIOB OpPraHU3allMOHHO-PACTIOPAIUTEIbHBIX JJOKYMEHTOB.
- OcoOenHocTell cocTaBieHMsT U O(OPMIIEHUS OPraHU3alMOHHO-PACTIOPSIUTEIbHBIX

JIOKYMEHTOB.
BOIIPOCHI:
— CucreMa opraHu3alOHHO-PACTIOPSAUTEILHON JOKYMEHTAINH?
— PacnopsimuTenbHble  JOKYMEHTBI: TpPHKa3, PacHOpsKEHHE, TOCTAaHOBIICHHE, YKa3aHHeE,
peteHue?

Tema Ne 6: «OcHOBHBIE GOPMBI JOKYMEHTO000POTA B OPraHu3alum»

Lesblo, 3aHATHS SIBJISIETCS] H3yUYeHHeE:

- OcoOeHnHocTel cocTaBneHus: U 0QOpMIIEHUS CITY>KEOHBIX TOKYMEHTOB.

- I/I?,quHI/Ie ABVIKCHUSA JOKYMCHTOB Ha TOProBOM MPECANIPHUATHH C MOMCHTA UX CO3AaHUA 10
3aBEpILEHUS UCTIOJTHEHNS WIIA OTIPABKH.

- N3yuenue nporecca GopMUPOBaHUS €T, 03HAKOMJICHHE C OCHOBHBIMU 3TaramMu paboThI
I10 IIOATOTOBKE TOKYMEHTOB K apXUBHOMY XPaHEHHUIO.

BOITPOCHI

Opranuzanus 10KyMeHToo0opoTa:

Yto Takoe JOKYMEHTOOOOPOT MPENNPHUSITHS, U KaKOBBI IIPUHIUIIBI €70 OpraHu3aIu?
KakoB nopsiiok MpoX0oxA€HUS U UCTIOTHEHUS BXOISAIIMX JTOKYyMEHTOB?

B yewm 3akmtogaroTcst o0coOeHHOCTH paboThI C MOCTYMAIOIIUMU JTOKYMEHTaMU?
[TpaBuna u GOpMBI perucTpaluy JOKyMEHTOB U UX OCOOCHHOCTH?

Kaxos MOPAAOK IMOATOTOBKHU U IMPOXOKACHUA HCXOAAIINX )IOKYMGHTOB?

OnumuTe NopsAA0K MPOXOKACHUS BHYTPEHHUX JOKYMEHTOB?

KakxoBrsr 3aaa4u, BUABI U CPOKHU KOHTPOJIA UCITIOJTHCHUA JIOKYMCHTOB?

NogakrwnpE
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DopMUpOBaHKE U XPAHEHUE JET:

1. Yro Takoe HOMEHKIaTypa Aen npeanpustus? Ee Buasl u 3HaueHne?
2. Urto Brl 3HaeTe 0 mopsiake GOpMHUPOBAHUS 1€ M PACIIONOKEHUS TOKYMEHTOB B HUX?
3. KaxoB nopsinok nepenauu aen B apxus?

Tema Ne 8: «CocraBienue u Oq)OpM.J'IeHI/Ie OCHOBHBIX BU10B YIIPABJICHYECCKHUX TOKYMEHTOB)

Heablo, 3aHATHS SABJISIETCS U3yYeHHe:
- OcobeHHocTr cocTaBieHHs U 0(POPMIICHUSI OPTaHU3AIMOHHBIX JOKYMEHTOB.

BOITPOCHBI:

OcHoBHbIE TPeOOBAHUS K COCTABJICHUIO U O(OPMIICHUIO IOKYMEHTA!
1. Pa3paboTka cranAapTHRIX OJAaHKOB OPTaHU3AIIHH.

. o0IniA OJTAHK TIPEATIPUSATHS.

. YIII0BOM OJIaHK MUChMa TPEAIPUSITHUS.

. MIPOJOJIbHBIN OJIaHK MUChMa MPEIIPUSITHSL.

. MIPOJIONIBHBIN OJIAHK MUCHhMA JOKHOCTHOTO JIHIIA.

Cucremsbl AOKYMCHTAIUU:
2.0pFaHI/I38,LII/IOHHI)I€ JOKYMCHTBI: YCTaB, IIOJIOKCHHUC, HWHCTPYKIMA, IITATHOC pacnrcCaHue,
I[MpaBHjia BHYTPECHHCTO TPYAOBOI'O paCliopAaKa.

Tema Ne 9: «OcobennocTr opopmiIeHHs M BeleHHS JOKYMEHTAILUH 110 JIMYHOMY COCTaBY»

HCJILIO, 3aHATUSA ABJIACTCH U3YICHUE!:
- HSy‘lI/ITB XAaPAKTCPUCTUKY U HA3HAYCHHUC JOKYMCHTAILIUU 110 JINYHOMY COCTAaBY.

BOITPOCHI:

- OcoOeHHOCTH ~ JOKYMEHTHPOBAaHUS  TPYIOBBIX  HpaBooTHoumieHud. OcobeHHOCTH
oopmienus npuema Ha paboTy, IEPEeBO/Ia, YBOIBHEHHUS, KOMAaHAUPOBKH, OTITyCKa?

- Oco0eHHOCTH BEJCHUS TPYIOBBIX KHUKEK?

5.3. TemaTHKa NHCbMEHHBIX Pa0OT 00yYAKOIIMXCS
TemarTuka pedeparos, 10KIaA0B, Icce:
1. Uctopust pa3BUTHS CHUCTEMBI TOCYIApPCTBEHHOI'O JEJIONPOU3BOJCTBA B CBS3U C COBPEMEHHBIM
pa3BUTHEM.
2. TloHsiTHE «IOKYMEHTOOOOPOT» U «IOKYMEHTOIIOTOK» B CHUCTEME JOKYMEHTAIIMOHHOTO O0ECIeYeHUs
NPEIIPUATHSL.
CocTaBiieHHE OTJEIBHBIX BHJIOB IOKYMEHTOB ¢ rcmoiap3oBanuem ['OCTA P 6.30-2003.
OdunmanbHO-1€10BOM CTHIIB TOKYMEHTOB.
JlenoBast mepenucka.
Omnpenenenne EHHOCTH T0KYMEHTOB (3KCIIEPTHBIE CUCTEMBI).
3amuTa KOHQUACHINAIbHBIX TOKYMEHTOB OT HECAaHKLIIMOHUPOBAHHOTO JJOCTYTIA.
TexHonorus NpOXOXKIEHHUS TOKYMEHTOB Ha MPEANpPHUITHH B OOBIYHOM M aBTOMAaTHU3MPOBAHHOM
peKUMaXx.
9. Pa3paboTka JOIKHOCTHBIX HHCTPYKIMNA PAOOTHUKOB MPEIIPUATHI.
10. CpencTBa opraHM3allMOHHON TEXHUKH.
11. KomnbroTepHbIE TEXHOJIOTUU TOATOTOBKU TEKCTOBBIX TOKYMEHTOB.
12. KomnbprOTepHBIE TEXHOJIOTUN OpPTaHU3aIMKA XPAaHEHHUS U TTONCKA JJOKYMEHTAIBHON HH(OPMAIIHH.
13. Cucrema u obecrieueHre COXPaAaHHOCTH TOKYMEHTHON HH(pOPMAITHH.
14. Opranmzanus HHPOPMAIMOHHO-TIOMCKOBBIX CHCTEM M KOHTPOJISI HCITOJTHEHHS JOKYMEHTOB.
15. Ananu3s CTpyKTYpbl JOKYMEHTO00O0poTa. MeTobl yueTa 1 COKpaIeHUs JOKyMEHT0000poTa.
16. HeoOxomuMocTh W 3HAYCHHE CEKPETapCKOW NEATETBHOCTH (Ha TpHMepe KOHKPETHOTO
IPEIIPUSATHS).
17. Cucrema pacniopsiaurenbHor qokymenTaruu (Ha npumepe EICIOY).

N AW
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18. TunwuyHbIe A3BIKOBBIC OIMIMOKH B TEKCTaX JOKYMEHTOB.

19. Cucrema cipaBoYHO-UH(GOPMAIMOHHON JOKYMEHTAIMH MIPEATIPUSITHS.
20. HopmaruBHO-1ipaBoBasi 6a3a AeI0NPOU3BOACTBA MPEATPUSATHS.

21. Opraau3aius J0KyMEHTOB 0 JUYHOMY COCTaBY Ha MPEIIPUSTHH.

5.4. Hepeqeﬂb BOIIPOCOB HpOMe?RyTOqHOﬁ aTTeCTAlluM 110 JUCHHUIIIMHE

Bonpocsl k 3a4ery:

Mertonosnornyeckue 0OCHOBBI IOKyMEHTO000POTA.

HopmatuBHO — MeTOIMYECKHE OCHOBBI IOKyMEHTAIIMOHHOTO 00ECIIeYeHUs YIIPABICHHUS.
OpraHu3aloOHHO-IIPaBOBas CUCTEMa JOKYMEHTALUH.
Opranu3anroHHO-pacIopsIUTeIbHAs CUCTEMA.
HHdpopmannoHHO-CIIpaBOYHas CUCTEMA.

OcHoBHbIE (OPMBI TJOKYMEHTOOOOPOTA B OpraHU3aIUH.
ABTOMaTU3UPOBAHHbBIE CPEJICTBA B JOKYMEHTALMOHHOM YIIPaBJICHUH.
CocraBienue 1 oopMIIeHIE OCHOBHBIX BUJIOB YIIPABICHYECKUX TOKYMEHTOB.
Ocobennoctu oopMiIeHUs U BEACHHs JOKYMEHTALUU 110 INYHOMY COCTaBY.
0. Opranuzamnmsi TOKyMeHTOOOOpoTa. CHcTeMaTH3aIus U XPAaHCHHUE JJOKYMEHTOB.
1. JIokyMeHTOOOOPOT B OpraHU3aIIHH.

12. JlokyMeHTHpOBaHHE MPOIIECCOB IBMKEHUS KAJPOB B OPraHU3AIUH.

13. Opranuzanus KOHTPOJIS UCIOJHEHUS JOKYMEHTOB.

14. Co3nanue yupeIuTenbHbIX JTOKYMEHTOB.

15. IlpaBuna BeeHUs TPYIOBBIX KHUKEK.

16. Cucrema opraHu3aIMOHHO-PACIOPSAUTEIBHON JOKYMEHTAIHH.

17. JloxymeHTauus 1o npou3BOICTBEHHO-X03HCTBEHHOU JESITEIbHOCTH.

18. MoxymeHnTanms, opopMIISIONIas BHEIIHETOPTOBBIE CICIKH.

19. OO6ume TpeboBaHus K 0HOPMIIEHUIO OPTaHU3ALIOHHO-PACHOPSAUTEIBHON JOKYMEHTAIUH.
20. Homenknarypa aen opranu3anui. XpaHeHHE TOKyMEHTOB.

21. OpraHu3alMOHHbIC TOKYMEHTHI.

22. PacnopsiauTenbHbIe JOKYMEHTHI.

23. WHpopManMoHHO-CIIPaBOYHbIE JOKYMEHTHI.

24. Bujapl JOKYMEHTOB, UX KJIacCU(DUKAIIHS.

25. JlokyMeHTalus 1o Ju4HoMy coctaBy. OdopMiieHne JINYHbIX Jell.

26. CmyxeOHbIe THCHMA.

27. JIOKyMEHTUpPOBaHHE JAESITEIbHOCTH KOJIJIETHAIbHBIX OPTraHOB.

28. J1oroBOp-IOKYMEHT, PETYIUPYIOIINH B3aUMOOTHOIIIECHHSI TAPTHEPOB.

29. CocTaB U BU/IbI YIIPABIEHYECKUX JTOKYMEHTOB.

30. XapakTeprcTHKa OCHOBHBIX ATAIlOB pabOTHI C JOKYMEHTaMH.

RBOO~NOR~WNE
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Pa3nen 6. [lepevyeHn yueOHOI JTUTEPATYPBHI, HEOOXOAUMOM /1JI51 OCBOEHUS TMCUMILIHHBI

6.1. OcHoBHas JuTepaTypa

1. okymenrtoBeaenue. Y.l : yueOHOe mocoOue / . — Jlumenk : JIumenkuid rocyaapcTBEHHBIN
nenarorudeckuii yauepcuter mmeHu ILII. Ceménoma-Tsu-Illanckoro, 2018. — 55 ¢. — Tekcr :
NMEeKTPOHHBIA // DnekrpoHHO-OuOmmMoTeunas cucrema IPR BOOKS : [caiit]. — URL:

https://www.iprbookshop.ru/100919.html (mara o6pamenms: 02.11.2021). — Pexum nocrymna: mis
asropusup. [lonp3oBarenen

2. Kynses H.H. loxymentoenenue : yueonuk / Kynses H.H., Ypanos JI.H., ®a6puunoB A.I'.. —
Mockaa : Jloroc, 2019. — 352 ¢. — ISBN 978-5-98704-329-8. — TekcT : 351eKTpOHHBIH // DJIEKTPOHHO-
oubnuoreunas cuctema IPR BOOKS : [caiit]. — URL: https://www.iprbookshop.ru/9082.html (zara
obpamienus: 02.11.2021). — Pexxum nocryna: ans apropusup. [lonb3oBaTeneit

6.2. JlonoJTHUTEJILHAS JIUTEPaTypa

3. JIokyMeHTOBEJICHHE M apXWBOBEICHHUE : CIIOBAPh-CIIPABOYHHK JUISI CTYIACHTOB, OOYUYarOIIUXCS
o crnernuanbHocTr 032001 JlokyMeHTOBEACHUE M IOKYMEHTAIlMOHHOE oOecnieueHue ynpasierus / O.I.
VYcanona [u ap.].. — YensOunck : YenmsiOMHCKUH ToCcy1apCTBEHHBIM HHCTUTYT KyIbTyphl, 2015. — 116 C.
— ISBN 978-5-94839-493-0. — Tekct : 3eKTpOHHBIA // DneKTpoHHO-OMOnmmMoTeunas cucrema [PR
BOOKS : [caiit]. — URL: https://www.iprbookshop.ru/56404.html (gara obpamenus: 02.11.2021). —
Pexxum moctyna: i aBTOpU3HP. TOJIB30BaTEIICH

4. YynoceeroBa O.B. CoBpeMeHHbIe NpoOIEMbl JOKYMEHTOBEAEHHUS : YydeOHOoe mocobue /

UynoceroBa O.B.. — Cankr-IletepOoypr : Cankrt-IleTepOyprckuii rocygapCTBEHHBIM YHHBEPCHUTET
MPOMBIIICHHBIX TEXHOJOTUH W nu3aiiHa, 2017. — 70 ¢. — ISBN 978-5-7937-1447-1. — Tekcr
MEKTPOHHBIA // DiekrpoHHO-OMOMmMoTeunas cucrema IPR - BOOKS : [caiit]. — URL:

https://www.iprbookshop.ru/102474.html (mara obpamenus: 02.11.2021). — Pexum nocrynma: ans
aBTopu3Hp. monb3osareneii. - DOI: https://doi.org/10.23682/102474

6.3. [lepeuens pecypcoB HH(OPMAIMOHHO-TEJIEKOMMYHUKAUUOHHOM ceT «AHTepHET»

5. http://www.consultant.ru/— KoucynerataT [Tnroc

6 http://www.garant.ru/— T"apant

7. [IporpammHOe oOecnieueHue It OpraHnu3alul KOHPEPEHITUH

22


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

Pa3znen 7. MaTepuajibHO-TeXHUYecKasi 6a3a M HH(POPMALMOHHBbIE TEXHOJIOTUH

MarepuajbHO-TeXHMYeCKasi 0a3a, Heo0OXoAuMasi ISl OCYIIEeCTBJIEHHSI 00Pa30BATEJIbLHOIO
npouecca no JMCUMIUINHE:

MarepuanbHO-TEXHUUECKOE O0eCIeYeHne JUCIUIUIMHBI «JlOKyMEHTOBEIEHHE» BKIIOYAeT B cels
y4eOHble ayIUTOPUM JJIsi NPOBEICHMS 3aHATUM, IPYNNOBBIX W HMHIUBUAYAJIbHBIX KOHCYJIbTALUM,
TEKYILETO KOHTPOJIS ¥ IPOMEKYTOYHOH aTTECTAIlUH, CAMOCTOSATEIILHOM pabOThl 00YUYaIOIIUXCS.

VYuebHble ayIUTOPUM YKOMIUIEKTOBAHbI CHELMAIM3UPOBAHHOM MeOENbl0 M TEXHUYECKUMHU
cpeactBamMu  oOydenusi. IlomemieHuss s CaMOCTOATENBHOM pPabOTBI OOYYarOIIUMXCS OCHAIEHBI
KOMITbIOTEPHOM TEXHUKOH C BO3MOKHOCTBIO MOAKIIOUEHUS K ceTh VIHTepHerT.

JlucuumuimHa MOXKET Peali30BbIBATHCS C MPUMEHEHHEM TUCTAHIIMOHHBIX TEXHOJOTHH 0OydeHUs.
Cremuduka peanusaluy AUCUUIUIMHBI C TPUMEHEHUEM JMCTAHIMOHHBIX TEXHOJOIMH 0O0ydeHus
yCTaHaBJIMBACTCS JIOTIOJIHEHUEM K pabodeidl mporpamMme. B dwacTm He mpoTHBOpevamieil crenuduke,
U3JI0’KEHHOM B JIONIOJHEHUH K IpOrpaMMme, IPUMEHAETCs HacTosas paboyast mporpamma.

MarepuanbHO-TeXHHUECKas 0a3a, He0OX0quMast I OCYIIECTBICHUS 00pa30BaTeIbHOTO IpoIiecca
10 JUCLUIUINHE C IPUMEHEHUEM IMCTAHLIMOHHBIX 00pa30BaTeIbHBIX TEXHOJIOIMH BKIIIOYAET B ce0sl:

KommproTepHasi TeXHWKA, pacmojiockeHHass B ydeOHoM kopmyce Mucturyra (yn.Kauwmnnes, 63,
kaOuHeT LleHTpa MuCTaHIIMOHHOTO O0YYEeHHS):

1. Intel i 3 3.4Ghz\O3VY 4Gb\500GB\RadeonHD5450

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

3IUYHBIE SJICKTPOHHBIE YCTPOMCTBAa (KOMIBIOTEPHI, HOYTOYKHM, IUIAHIIETHI M WHOE), a TaKXKe
CpeZCTBa CBSI3U IpenoiaBaTesieil u CTy/IeHTOB.

HNHudpopManmoHHbIE TEXHOJIOTHH, HEOOXOMMBIE Il OCYIIECTBICHHUS 00pa30BaTEILHOIO Ipolecca
10 JUCLUIUINHE C IPUMEHEHHUEM JIMCTAaHLIMOHHBIX 00pa30BaTeIbHbIX TEXHOJIOIMH BKIIIOYAIOT B CeOsi:

- cucrema auctannuonnoro obydenus (C/1O) (Learning Management System) (LMS) Moodle
(Modular Object-Oriented Dynamic Learning Environment);

- QIIEKTPOHHASI 110YTA;

- CUCTEMa KOMITBIOTEPHOTO TECTUPOBAHUS;

- anekTpoHHas oubnmmoreka [PRbooks;

- CUCTeMa MHTEPHET-CBSI3U skype;

- Tene)OHHAs CBSI3b;

- IpOorpaMMHO€e oOecrieueHue I OpraHnu3alui KOH(PEPEeHIUH.

OOyueHne o00y4aromMXCs HMHBAIMIOB M OO0y4aroUIMXcs C OrPaHUYEHHBIMH BO3MOXKHOCTSIMHU
3]I0pOBbsI  OCYLIECTBIISIETCS IOCPEACTBOM INPUMEHEHUS CHEIMAJIbHBIX TEXHUYECKHX CpEACTB B
3aBHCUMOCTH OT BHJIa HO30JIOTHH.

[Ipu mnpoBeneHMM Y4YeOHBIX 3aHATHH 1O JAUCHUIUIMHE HCIOJNB3YIOTCS MYJIbTUMEIUIHbIE
KOMIUIEKCHI, JJIEKTPOHHBIC YUEOHUKH U Y4eOHbIE TOCOOMS, aTalTHPOBAHHBIE K OTPAaHUYECHUSM 3/I0POBbS
oOyJaromuxcs.

JIeKIIMOHHBIE ayAUTOPUH OOOPYAOBaHBl MYIbTHMEIUHHBIME KadeapaMu, MOAKIIOYCHHBIMH K
3BYKOBBIM KOJIOHKaM, MO3BOJISIIOIIMMH YCHIINTh 3BYK Ul KATETOPUU CIa0O0CITBIIIAIIMX 00yUYaromuXxcs, a
TaKXKe MPOCKIIMOHHBIMH 3KpaHAMH KOTOPBIC YBEIIMYUBAIOT H300paKEHNE B HECKOJIBKO Pa3 M TO3BOJISFIOT
BOCIIPUHUMATh Y4€OHYI0 HHPOPMALIMIO 00YJaIOIUMCs ¢ HApYIICHUSIMU 3PEHUS.

[Tpu 0OydeHuM NIl ¢ HApYIIESHUSIMHA CITyXa MCIIOJIb3YeTCS YCHIIUTEINb CTyXa JUIsl CIa0OCIIBIIIAIINX
monaeit CyberEar momens HAP-40, momoratommii oO0y4aeMbIM JIydllle BOCIHPUHHUMATh Y4eOHYIO
UH(pOpMaIHIO.

OOyuaromecss € OTpaHMYCHHBIMH BO3MOXKHOCTSIMHM 3JI0POBbs, OOECII€YEHbl IEYaTHBIMU H
3JIEKTPOHHBIMU 00pa30BaTENbHBIMU peCypcaMu (MIPOrpaMMBbl, YUeOHUKH, YIeOHbIE TOCOOUS, MaTepUabl
JUISL CaMOCTOSITENIbHOW paboThl U T.1I.) B (hopMax, aJaNTHPOBAHHBIX K OIPAaHUYEHUSM HX 370POBbS U
BOCTIPHSITHS HHPOPMAIINH:

JJIS JIML € HAPYLIEeHUSIMH 3PeHHUs:

- B (hOpMe IIEKTPOHHOTO JOKYMEHTA;

- B (hopme aynuodaiina;

JJIS1 JIML ¢ HAPYLIEHUSIMM CJIyXa:
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- B IeyaTtHoH (opme;

- B (hopMe 3JIEKTPOHHOTO JOKYMEHTA;

AJISA JIMIL ¢ HAPYIIEHUsIMH ONIOPHO-IBUTaTe/ILHOTO anmnapara:
- B IEUaTHOH (opme;

- B ()OpMe 3JIEKTPOHHOTO JOKYMEHTA;

- B (hopme ayanodaiina.
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Pazgen 8. Metoanyeckue ykazaHus 411 00y4arOIMUXCsl 0 OCBOCHUIO TUCITUTUIMHBI

JUis ycHemHoro yCBOEHHS JIEKIMOHHOIO MaTrepuana OO0ydYaroluiics AOJKEH IMPOCMOTPETh
y4eOHYI0 JUTEpATypy MO TeME JICKIIMH C T€M, YTOOBl MMETh XOTS OBl MpEeJCTaBIIEHHE O MpoOIeMax,
KOTOpble OyayT pa3duparbcs B JieKuuu. OH JOJDKEH TaKkKe MBICICHHO MPUIIOMHUTB TO, YTO Y)K€ 3HAeT,
KOIZa-TO YuTal, H3ydal [0 JPYI'MM MpeAMETaM IMPUMEHUTENbHO K JaHHOM TeMme. [naBHoe B
IPOJIETIaHHON paboTe K JeKuuu — (popMupoBaHHe CyOBEKTUBHOIO HACTPOs Ha XapakTep MH(pOpMauu,
KOTOPYIO OH IOJIYYUT B JIEKIIMM IO COOTBETCTBYIOLIEH Teme. MHOTHA Ui 3TOro ObIBaeT JOCTaTOYHO
03HAKOMUTBCSI ¢ TUIIOBOW pabodel mporpaMMoil Hiu yueOHbIM PYKOBOJICTBOM.

[IpobnemHasi JeKuMs HE TOJIBKO PACKPHIBAECT IMYHKTBI, IPOOJIEMBI, TEMBI, KOTOPbIE HAXOJISATCS B
IporpaMMe, HO M 3acTaBisieT 00ydarollero MbICIUTh SIKOHOMMUYECKH I'PaMOTHO, UCKaTh HOBBIE IyTHU U
CpeICTBa pelIeHUsT HaumOoiee CIOXKHBIX mpobdbrem. Ona oOmamaer O0dbIION WHGOPMAITMOHHON
€MKOCTBIO, M 3a KOPOTKOE BpeMsl IperojaBaTellb yCIEBAeT U3JI0KUTh TaK MHOIO IPOOJeM, MBbICIEH,
UJeH, 4TO Ha/J0 HEe MOTEpAThCSA B 3Toi mMH(Popmaruu. OOyyaromuics J0KeH MOMHUTh, YTO HUKAKOU
y4eOHUK, HUKaKass MOHorpagus WM CTaThsl HAa MOTYT 3aMEHUTh y4eOHyIo Jiekuuioo. B cBoro ouepens,
paboTa Ha JEKIMH — 3TO CIIOKHBIA BUJ IO3HABATEIbHOH, MHTEIUIEKTYaJbHOM paboThl, TpeOyromeit
HalpsDKEHUs, BHUMaHM, BOJIM, 3aTpaT HEPBHOU M (hu3nyeckoit sHepruu. Bech nmpobiemMHbIi MaTepua,
coo0IllaeMblil IMpernojaBaTesieM, JO0JDKEH HE MPOCTO HpociayimuBatbesd. OH JOKEH OBbITh aKTUBHO
BOCIIPHHSAT, T.€. YCJBIIIAH, OCMBICIEH, NOHAT, 3a(UKCUpoBaH Ha Oymare W 3aKpemjeH B IaMATH.
[Ipuctynas k ciaymaHuiO HOBOTO MarepHala, I0JIE3HO MBICIEHHO YCTaHOBUTh €ro CBA3b C paHee
U3y4EHHbIM, YSICHUTB, Ha YTO ONUpPAETCs U3JlokeHHas TemMa. Ciesisd 3a TEXHUKON YTeHHs JICKIUH (aKLEHT
Ha CYIIECTBEHHOM MOBBIIIEHUH TOHA, H3MEHEHUS pUTMa, May3a | T.I1.), 00yJaIOIMICs JOIKEH BCIIET 3a
IpernojiaBaTeeM yMETh BBIICISATh OCHOBHBbIE KaTETOPHH, 3aKOHBI U MX COAEp)KaHUe, IpoOJIeMbl U UX
BO3MOXKHBIE PpELIEHMs], JOKa3aTeNbCTBA U BbIBOJAbL. OCYIIECTBIAsS Takyk paloTy, oOydarouuiics
3HaYUTEIbHO ObOJieryaer cebe rirybokoe NOHMMaHHe MaTepualia, ero KOHCIEKTHPOBaHUE U JalbHeliee
U3Yy4EHUE.

3anuch JEKUUM ABISETCS BaXHEHIIMM 3JIEMEHTOM paboThl oOydarouierocs Ha jJekiuuu. KoHcnekrt
M03BOJISIET eMy 00paboTaTh, CHCTEMATU3UPOBATH U JIYUIIe COXPAHUTH IMOIYYECHHYIO HH(POPMAIIHIO C TEM,
YTOOBI B OyIylIIEM OH CMOT BOCCTAHOBUTb B ITAMSTH OCHOBHBIE CO/IEPIKATEIIbHBIE MOMEHTHI JICKLIUH.

Tunuunas ommoOka oOyyarommxcs — J0CIOBHOE KOHCIEKTHpoBaHMe. Kak mpaBuiio, mpu 3amucu
CJIOBO B CJIOBO HE OCTAaeTCs BPEMEHM Ha OOJyMbIBaHUE, aHAIM3 M CUHTe3 MHpopmauuu. MckyccTBo
KOHCIIEKTUPOBAHUS CBOJAUTCS K HAaBbIKAM CBEPTHIBaHUS MH(OpMAIMH, T.€. 3alIUCH €€ CBOMMH CIIOBaMH,
YaCTUYHO CJIOBOCOYETAHUSAMM JIEKTOpPA, ONPEACICHHBIMU U MPOCTO HEOOXOAMMBIMU COKPALICHUSIMU U
MHBIMU TIPUEMaMHU, HO Tak, 4TOObI CyMETh BHOBb Pa3BepHYTh MH(OpMaIHIO 0€3 CYIIECTBEHHOH MOTEpH.
OtOupas HYXHYIO HH()OPMAIUIO, TJIaBHbIE MBICIH, MPOOJIEMBl, PELIEHUs M BHIBOJBI, OOydarouieics
COKpAII[AaeT TEKCT U CTPOUT CBOM, B KOTOPOM OH CMOKET pa300paThes.

ITpu BeneHMM KOHCIIEKTA JIEKIIMHM €CTh MaTepuall, KOTOPbIN 3alMChIBAETCS JOCIOBHO, HAIIPUMED,
(GOpMyTUPOBKM HOPMATUBHBIX AaKTOB, OINpPEAENCHUS OCHOBHBIX KPUMHHOJOTHYECKHX KaTEropuil H
3akoHOB. I[Ipu 3TOM OoOyuarouiics HOKeH Ui ce0s B KOHCIEKTE BBIACIUTH INIABHYIO MBICIb, HACIO B
OTIpEe/IeNIEHUU TOT'O WJIM MHOTO MOHSTHS, €ro CYyIIHOCTh, HE CTapasiCh Cpa3y MOHATH €ro B AETalsiX. JDTO
MO3BOJINT W3HAYAJIBHO YCBOUTH JKOHOMMUYECKHE IIOHATHS, ONUPAsICh HA IJIaBHYKO WJIEK0, YSICHUTH
CYIIHOCTb.

B koHcnekTe neknuii 00s3aTeNbHO 3aMMChIBAIOTCSA: HAa3BAHWE TEMBbI JIEKIIMH, OCHOBHBIE BOIIPOCHI
IUIaHa, PeKOMEHIyeMas JJuTepaTypa. TeKCT JeKIUHU J0KEH ObITh pa3/ieJieH B COOTBETCTBUU C IJIAHOM.

C oxoHYaHMEM JIEKIIMU paboTa HaJ KOHCIEKTOM MOJKET CUHMTAThCs 3aBeplieHHoi. HyxHo ere
BOCCTAaHOBUTH OTJEJIbHbIE MECTa, NPOBEPHUTb, BCE JIM MOHATHO, YTOUYHUTH UTO-TO HA KOHCYJIbTAIUH,
NPEINPUHATh UHbIE MEPBI C TeM, YTOObI KOHCIIEKT MOT' OBbITh HCIIOJIb30BaH B IPOLIECCE MOATOTOBKU K
CEMHUHapaM, O5K3aMEHY, Ul JAJbHEHIIEro W3y4eHUs TeMbl, Ha IpakTuke. KoHCmekT mekuuii —
HE3aMEHUMBIN y4eOHBIH JOKYMEHT, HEOOXOUMBIH JUIs CAMOCTOSATEIbHOM PabOTHI.

TemaruueckuM TIJJaHOM H3Y4YeHMs] JAUCLUMIUIMHBI IPEAYCMOTPEHbl MPAKTHUYECKHE 3aHSATHS.
[TonroroBka K MpakTUYECKOMY 3aHSATHIO MPEAINOIAraeT /1Ba 3Tana padoThl 00yJaronXcs.

I[TepBbIii 3Tanm — ycBoeHUe TeopeTHyeckoro mMarepuana. Ha nepBom sTame oOydaromuics: 10JKeH
oTpaboTaTh M YCBOUTH Y4E€OHO-NPOTPAMMHBIN BY30BCKHH MaTepHall, HCIHOJb3YS METOJIUYECKUe
PEKOMEHIAIIMK 110 IOATOTOBKE K CEMUHApY.
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Btopo#i stan mpenmonaraeT BBIIIOJHEHHE MPAKTUUECKOTO 3adaHusd. KOHKpEeTHO Takoe 3alaHue
JaCTCA OGy‘IElIOH.IGM}’CH npenoaaBaTrCJicM B KOHIC 3aHATUS, MPCAIICCTBYIOUICTO MPAKTUUCCKOMY. 9T0
MO3KET OBITh MOJArOTOBKA KOHCIEKTA, IJIaH paboThI MO TOM UM MHOW CUTYaIluH, IJ1aH Oeceapbl U T.I1.

3al[aHI/I}I JOJIZKHBI 6LITI> BBITIOJIHCHBI HHCBMCHHO. KpOMC TOro, 1Mo TCOPCTUYCCKHUM BOIIPpOCaAM
oOyuarouiics J0JKEH NOArOTOBUTH paboyme MIaHbl CBOMX OTBETOB HA HHX.

JlomariHee 3aaHue OO0YyYaroIIMICs TOTOBUT CAaMOCTOSITENIBHO, YA€ Ha MOATOTOBKY HE MEHee
Tpex 4YacoB. IIpy BBINIOJHEHMM JOMAIIHErO0 3aJaHUs OH MOJKET I0Jb30BAThCS TEXHUYECKUMU
CpeICTBaMH, y4eOHOM JTUTEepaTypoi, KOHCIIEKTaMH JISKIUA U 1.p. PexomMenmyercs vaiie oOpamarbest 3a
KOHCYJIbTAIIMSIMU U OKa3aHHEM HEe0OXOIMMOM MOMOIIM K IpernoaaBaressm Kadeapsl.
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Y4yeOHO-MEeTOANYECKOE U3JaHNE

Pabouas mporpamma y4eOHOM AUCIIUTUTMHBI

JlokymMeHTOBeIeHH e

(Haumernosanue Oucyuniutvl 8 COOMeemcmsuu ¢ y4eoHviM niaHom)
YymakoBa Exatepuna AjlekCaHIpPOBHA

(Damunus, Ums, Omuecmeo cocmasumens)
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