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Pasznen 1. Opranu3anuoHHO-MeTOANYECKHI pa3ae

1.1. llean ocBOeHHUS AMCIUILIMHBI

HucuumimnHa «/[okymMeHTOBeeHHe» BXOIUT B «JJIEKTHBHbIE [IUCHUIUVIMHBI (MOIYJIN)
B1.B.J12.01 noarotoBku oOyyaromuxcsi 1Mo HarpasieHHo noArotoBku «40.03.01 FOpucnpynennus,
HanpasJIeHHOCTDb (mpopuib) «HacTHoe U MyOJIUYHOE IIPABO».

Lenbro TUCHMIUIMHBI SBIIsETCS (opMUpoBaHUEe KoMIeTeHuui (6 coomseemcemeuu ¢ @I'OC BO u
mpebo8aHUAMU K pe3yIbmamam 0C80eHUsl OCHOBHOU NPoghecCUOHANIbHOL 00pa308amenbHOlU NPOSPAMMbL
(OI10I1 BO)):

YK-2 CniocobeH ompeaeiasiTb KpYyr 3ajad B paMKax IOCTABJIEHHOH IeJd W BbIOMPATh
ONTHUMAJIbHBIE CMOCOOBI MX pellleHHus, UCXOAS M3 JeiCTBYIOIMX MPABOBBIX HOPM, HMEKIIMXCSH
pecypcoB U OrpaHUYeHH i

JlecKpUNITOPBI YHUBEPCATbHBIX KOMIIETEHIMii:

YK-2.1.CnocoOeH BbIOpaTh ONTHMAJIbHbIE CIIOCO0OBLI Pa3padoTKM NMPOEKTAa, OlNpeleeHUN ero
KOHEYHOI 1eJH, MCXOAsl U3 JelCTBYIOINHX NPABOBBIX HOPM, HMEIOINHXCS MATEPHAJIBHBIX H
TPYAOBBIX PecypcoB, OrpaHUYeH Ui

YK-2.2. CnocoGeH onpeneauTb KPyr 3aa4 B pAMKaX NOCTABJEHHOM LeJIM NPH pa3padoTke U
peanu3anuu NpoeKTa

B pe3ynbraTte OCBOCHHS IUCIUIUIMHBI Y CTYACHTOB JOJDKHBI OBITH C(HOPMHPOBAHBI WHIMKATOPHI

KOMIICTEHIINH

O06001eHHas TPYAOBasA Kox n HanMeHOBaHHe Kox u HauMeHOBaHMe MHAMKATOPA
¢pyHkums/ Tpynosas AECKpUITOpa poctuzkenust komnerenuuii (3 IC)
¢yHkuus KOMIIeTeHIUl
IIC  «Cnemuamuer  mo | YK-2.1.Cnocoben I1C 09.002 «Cneunaaucr no
KOHKYPEHTHOMY NpaBy»: BbIOpaThH KOHKYPEHTHOMY NpPaBy:
A. BcnomoraresibHasi | ONTUMAJIBHBIE CIOCO0BI | 3HaHue:
AeATEeJbHOCTh nmo | pazpaéorku  mpoekTta, | MJ[-1 YK-2.1. DxoHOMUYecKHe KaTeropuu B
MPaBoOBOMY onpeaeJeHuu ero | KoHKypeHTHOM MpaBe(A/01.6)
CONMPOBOXKIACHUIO M (WIH) | KOHEYHOW 1eu, ucxous | Ymenusa:
KOHTPOJII0O  COOTBETCTBMA | U3 peiictByromux | M/1-2 YK-2.1. CocraBnsate, cobuparb u
AeAITeIbHOCTH NMPaBOBBIX HOPM, | IOATOTABJINBATH MPOEKTHI JTOKYMEHTOB JIS
opraHu3auuii Tpe0OBaHUAM | HMEIOIIUXCS MIPEACTABJICHUS] WHTEPECOB OpPraHU3allMi B
AHTHMOHOIIOJILHOT 0 MaTepHaIbHbIX U | CyJeOHBIX, AHTHUMOHOTIOJIBHBIX u
3aKOHOJATe/1bCTBA TPYAOBBIX  PECYpPCOB, | aIMUHUCTPATUBHBIX opraHax(A/02.6)
Poccuiickoi Penepaunu OrpaHMYeHuit Haeviku u (unu) onvim oessmenvrHocmu:
A/01.6 Coop " NJ-3 YK-2.1. [TonrotoBka MpoeKToB
MpEeABAPUTEIbHBIA  aHAU3 JIOKYMEHTOB JJIs IPEJCTaBICHUSI UHTEPECOB
JAHHBIX O  COOTBETCTBHUHU B Cy/ICOHBIX, aHTUMOHOIIOJIbHBIX U
JEATEIIbHOCTH  OPTraHU3aluu aJIMUHHUCTPATUBHBIX opraHax(A/02.6)
TpeOOBaHUSIM
AHTUMOHOIIOJIBHOTO
3aKOHOJATEIbCTBA
Poccuiickoit ®enepauny;
A/02.6
[IpeacraBnenne HMHTEPECOB
OpraHu3anv B Cydax u
AHTUMOHOIIOJBHBIX OpraHax.
IHC  «Cneumanucr  mo | YK-2.2. Cnoco0eH | 3HaHueE:
KOHKYPEHTHOMY IIpaBy»: onpeneautsb kKpyr 3agau | U/1-4. YK-2.2. OcHOBbI 3KOHOMHYECKOI
A. BcnomorarenbHast | B paMKax | Teopuy, 11eHo0Opa30BaHus, TEOPUH
NesiTeJIbHOCTh 1O | MOCTABJICHHOM 1eJIM | OTPacieBbIX PbIHKOB. OCHOBBI MapKETHUHTa.
NPaBOBOMY npu  pa3padorke M | DKOHOMHUYECKHE KaTeropuu B




CONMPOBOXKACHUIW W (MJIH) | peaJu3aluy NPOEeKTa
KOHTPOJII0  COOTBETCTBHA
AesiITeJIbHOCTH
OpraHu3auui TpedOBaAHUAM
AHTHMOHONOJILHOT 0
3aKOHO/aTe/IbCTBA
Poccuiickoii Penepauuu
A/02.6 [IpencraBnenue
WHTEPECOB OpraHu3alu B
Cylax U aHTUMOHOMOJbHBIX
OpraHax.

KOHKYpeHTHOM mpaBe(A/01.6).

YMeHnus:

NA-5VK-2.2. IIpoBepsATh KOMILIEKTHOCTH
JIOKYMEHTOB ISl TIPE/ICTaBICHUSI HHTEPECOB
OpTraHU3aIIN B CyneOHBIX,
AQHTUMOHOMOJBHBIX ¥ aJAMHHHCTPATHUBHBIX
opranax(A/02.6)

HaBbIiku u (UT1) OIBIT AESITETbHOCTHU:
N-6YK-2.2. IlonroroBka mpoeKkToB
JIOKYMEHTOB JIJIsl IPE/ICTABIICHUS HHTEPECOB
B Cy/1IeOHBIX, aHTUMOHOIIOJIBHBIX U
aIMUHUCTpaTUBHBIX opranax(A/02.6)

1.2. Mecto aucuuminnsl B ctpykrype OIIOII BO
Hanpasiienust noarorosku «40.03.01 IOpucnpyaeHnus, HanpaBJeHHOCTh (Mpoduib) «YacTHoe u
ny0Ju4YHOe MPaBo»

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

1 2 3

1. | FOpuauueckas TeXHUKA HcnomHuTENpHOE TPOU3BOACTBO

2. | 'paxxganckoe mpaBo MyHUIMIIAIBEHOE IPABO

3. | TpymoBoe paBo CrpaxoBoe mpaBo

4. | TlpodeccronanbHas 3THKa

Ilocreoosamenvrocmo qbopMupoeaHuﬂ KOMI’lemeH?/ﬂ/lZ/lv 6 YKA3aHHbLX OMCI/;Z/H’Z]ZMHCZX Modicem Oblmb
U3MEHEHAa 6 3asucumocmu om ¢0pﬂ/tbl u cpoka 06y’{€Hl/l}l, a makorce npenoéaeaﬂuﬂ C ucnojib3oearuem

OUCTMAHYUOHHBIX MEXHON02UU 00YYeHUs.

1.3. HopmaTuBHAasi 1OKYMeHTALUS
Pabouas nporpamma y4eOHOM JUCHUIUIMHBI COCTaBJIEHA Ha OCHOBE:
- @eznepabHOTO TOCYJapCTBEHHOTO 00pa30BaTENbHOIO CTAaHJApTa BBICIIEr0 O0pa3oBaHUA IO
HanpasyieHuto noarotoBku «40.03.01 FOpucnpyaenuus»,
- VYyeOHoro miaHa HanpaBiaeHus NoArotoBku «40.03.01 IOpucnpyneHuusi, HanpaBJIeHHOCTb
(mpoduan) «YacTHoe n nydauuHoe npaso» 2021 rona Habopa;
- Oo0pa3iia paboueit mporpammbl yaeOHoM aucuuruiaabl (pukas Ne 27-0 ot 01.02.2021).




Pasznea 2. Temarnuyeckuii mjiaH

Ounas ¢popma 00yueHus (MOJTHBIH CPOK)

TpyroemkocThb Kon
AYIHTOpPHBIE 3aHATHS HHIMKATOPA H
Ne Tema TUCHUILIMHBI JAeCKpHUITOpa
Beero | ol m3 iz, c3) | €O | nocrmsenns
KOMIIEeTeHI U
1 2 3 4 5 6 7
OcHoBHBIE TIOHATHUS B 001aCcTH Na-1YK-2.1,
1 | moxymeHTHpOBaHUS 6 2 4 NJ1-2YK-2.1,
NJI-3VK-2.1
HopmaTtuBHo — MeTouueckue NI-4YK-2.1,
2 | OCHOBBI JIOKYMEHTAIIHOHHOTO 10 4 4 2 NJ1-5YK-2.1,
o0ecrnieueHus yrpaBIeHUs NJI-6YK-2.1
Opranu3zanmoHHO-IIPaBOBas N1a-1YK-2.1,
3 | cucrema OKyMEHTAIUN 6 2 2 2 Na-2VK-2.1,
NJI-3YK-2.1
Opranu3zanuoHHo- N-4YK-2.1,
4 | pacriopsauTeNbHAs CUCTEMA 8 2 2 4 NJ1-5YK-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 N-4YK-2.1,
6 | mokymMmeHTOoOOOpOTa B 6 2 4 NJ1-5YK-2.1,
OpraHu3alNH NJ-6YK-2.1
ABTOMaTH3UPOBAHHBIE WJ-1YK-2.2,
7 | CPeAcTRAE 8 2 2 4 | MA-2YK-2.2
JTOKYMEHTAI[MIOHHOM
YIIpaBICHUN
CocraBnenue u opopmiieHue NN-3VK-2.2,
8 | OCHOBHBIX BHJIOB 8 2 2 4 N-4YK-2.2
yIPaBICHUYECKUX JOKYMEHTOB
Ocobennoctu 0hoOpMIICHUS U NN-4VK-2.2,
9 BEJICHUSI IOKYMEHTAlLIUH 110 8 2 5 4 NJ1-5YK-2.2,
JUYHOMY COCTaBYy NJ-6YK-2.2
Opranuzanus NJ-6YK-2.1
10 JIOKYMEHTOO0O0pOTA. 8 9 5 4 NI-1YK-2.2
CucremaTu3zanus 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 TUCHUILINHBI JAeCKpHUITOpa
Beero J 3 (J13, C3) CPO AOCTHIKEHUSI
KOMIIEeTeHIU




1 2 3 4 5 6 7
OCHOBHBIE ITOHATHUA B 00J1aCTH NI-1YK-2.1,
1 | moxymeHTHUpOBaHUS 6 6 NA-2VK-2.1,
NJ-3VK-2.1
HopmaTtuBHo — MeToanueckue NI-4YK-2.1,
2 | OCHOBBI JIOKYMEHTAIIMOHHOT'O 10 2 2 6 NJ1-5YK-2.1,
obecrieueHus ynpaBiaeHUs NJ-6YK-2.1
Opranu3aiuoHHO-TIPABOBAs Na-1vK-2.1,
3 | cuctema TOKyMEHTAIUH 8 2 6 NJ1-2YK-2.1,
NJ-3YK-2.1
Opraau3annoHHO- NJ1-4YK-2.1,
4 | pacniopsiguTebHas CUCTEMA 6 6 NA-5YK-2.1,
NJ-6YK-2.1
HNudopmMannoHHO-CIIpaBOYHAs NA-1YK-2.1,
5 | cucrema 6 6 NJ1-2YK-2.1,
NJI-3YK-2.1
OcHoBHbIE (HOPMBI Na-4vK-2.1,
6 | mokymMmeHTOOOOpOTA B 6 6 NA-5YK-2.1,
OpraHu3aIuu HUJI-6YK-2.1
ABTOMaTU3UPOBAHHBIE WJT-1VK-2.2,
7 | chencTBa B 6 6 | HA-2VK-2.2
JIOKYMEHTAI[MOHHOM
yIpaBIeHUU
Cocrasyienue u opopmiieHue NA-3YK-2.2,
8 | OCHOBHBIX BUIOB 6 6 NJ1-4YK-2.2
YIIPaBICHYCCKUX JOKYMEHTOB
Ocobennoctu 0popMIICHUS U Na-4YK-2.2,
g | BEACHHS TOKYMEHTAIIH 110 6 6 NA-5YK-2.2,
JUYHOMY COCTaBY NA-6YK-2.2
Opraau3zanus Na-6YK-2.1
10 JIOKyMEHTO000pOoTA. 8 8 NA-1YK-2.2
CucrtemaTtu3zanus 1 XpaHeHHE NIa-2YK-2.2
JTOKYMEHTOB
Bua npoMekyTo4yHoOi aTTecTannu 4
(3auer)
Hroro 72 4 2 62

3aouHas popma o0yueHus (yckopeHHoe o0y4yeHHe Ha 6a3e BO, nmosiHoe ycKopeHHOe 00y4eHue)

TpyroeMkocTh Kon
AyIMTOPHBIE 3aHATHUS HHIMKATOPA U
Ne Tema qTUCUMIIMHBI JIeCKpUITOpa
Beero | n  mas,c3) | PO | nocrmwenns
KOMIIeTeH Uil
1 2 3 4 5 6 7
OcCHOBHBIE TTOHATHS B 00J1aCTH Na-1vK-2.1,
1 | noKyMeHTHpOBaHUS 6 6 HUJI-2YK-2.1,
NJ-3YK-2.1
HopmatuHO — MeToAMYECKHE Na-4YK-2.1,
2 | OCHOBBI IOKYMEHTAIIHOHHOTO 10 2 2 6 HUJI-5YK-2.1,
obecrieueHus ynpaBiaeHHUs NJ-6YK-2.1
3 | Opranu3annoHHO-TIPaBOBast 8 2 6 NA-1YK-2.1,




CUCTCMA JOKYMCHTAIlUN

NA-2YK-2.1,

NJ-3YK-2.1
Opranu3zanuoHHo- NJ1-4YK-2.1,
4 | pacmiopsauTeNbHAs CUCTEMA 8 2 6 NJ1-5YK-2.1,
NJI-6YK-2.1
HNudopmanmonHo-cripaBoyHas NIa-1YK-2.1,
5 | cucrema 6 6 NIA-2VK-2.1,
NJ-3YK-2.1
OcHoBHbIE (HOPMBI N11-4YK-2.1,
6 | moKyMeHToOOOpOTa B 6 6 NI-5VK-2.1,
OpraHu3aINH NJ1-6YK-2.1
ABTOMaTU3UPOBAaHHBIE WJT-1VK-2.2,
7 | CPeACTRA D 6 6 | MO-2YK-2.2
JTOKYMEHTAI[MOHHOM
yIIpaBJICHUU
Cocrasiienue u ohopmiieHUE N-3VK-2.2,
8 | OCHOBHBIX BUIOB 6 6 NJ1-4YK-2.2
YIPaBIEHYECKUX JOKYMEHTOB
OcoGenHoctu oopmIIeHUS U N11-4YK-2.2,
g | BEACHUA IOKYMEHTALHH TIO 6 6 N-5VK-2.2,
JTUYHOMY COCTaBY NJ-6YK-2.2
Opranuzanus NJ1-6YK-2.1
10 JOKYMEHTO000pOTA. 6 5 NA-1VK-2.2
Cucremaru3anus U XpaHeHHE NJ1-2YK-2.2
JTIOKYMEHTOB
Bua npome:KyTO4YHOI aTTeCTAIINA
4
(3auer)
Hroro 72 4 4 60

OuHo-3204Hast popma 00ydeHusi (MOJHBIN CPOK, YCKOPEHHOE 00y4eHHe, 0JHOE YCKOPEeHHOe 00yueHue)

TpyroemkocTb Kon
AyIMTOpHBIE 3aHATHUS HHIMKATOPA U
Ne Tema qUCHMTIMHBI JAeCKpUNTOpa
Beero | 7 | m3us,c3) | PO | nocrmwenns
KOMIIeTeHIH
1 2 3 4 5 6 7

OcHOBHBIE TOHTHS B 00J1aCTH Na-1VK-2.1,
1 JOKYMEHTUPOBAHMS 6 NJ1-2YK-2.1,
NJ-3YK-2.1
HopmaTtuBHO — MeTOM4eCKHE NI-4VK-2.1,
2 OCHOBBI JOKYMEHTAIIMOHHOTO 10 2 2 NJ1-5YK-2.1,
o0ecrnieueHus yrpaBIeHHUs NJI-6YK-2.1
Opranu3alnoHHO-TIpaBOBas NA-1YK-2.1,
3 CUCTEeMa JOKYMEHTAITU! 8 2 NI-2VK-2.1,
N-3YK-2.1
Opranu3anuoHHO- NI-4VK-2.1,
4 pacnopsAMTENbHas CUCTEMA 10 2 2 N-5YK-2.1,
NJ-6YK-2.1
WudopmannoHHO-cIipaBOYHas NI-1YK-2.1,
5 cucremMa 6 Na-2VK-2.1,
N-3YK-2.1
6 OcHoBHbIE (HOPMBI 10 2 2 N1-4YK-2.1,




JIOKyMEHTO000pOoTa B NA-5YK-2.1,
OpraHu3aIu NJI-6YK-2.1
ABTOMaTU3UPOBAHHBIE M- 1VK-2.2,
7 | CPenctEaB 6 6 UJI-2VK-2.2
JIOKYMEHTAI[MOHHOM
yIpaBJICHUU
Cocrasnenue u opopmiieHue NA-3YK-2.2,
8 OCHOBHBIX BUIIOB 6 2 4 NJ1-4YK-2.2
YIPaBICHYECKUX 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 U XpaHeHUE NA-2YK-2.2
JIOKYMEHTOB
Bua npoMekyTo4HoOi aTTecTannu 4
(3auer)
Hroro 72 10 8 54

Pa3nen 3. Conep:kanue JUCHUNIHHBI
3.1. Coaeprxkanue QU CHUNINHBI

Tema 1. OcHOBHBIC NOHATHS B 00/1aCTH JOKYMEHTHPOBAHUS

OCHOBHBIC TEPMHUHBI U OTPEACTICHHUS B O0JIACTH TOKYMEHTAIMOHHOTO O0ECIICUYEHUS yIPaBIICHHUS.
I'OCT P51141-98 «/lenonpon3BoACTBO U apXUBHOE J€JI0. TepMHHBI M ONPEIECICHUS». 3HAYEHHUE U
CBOICTBa JOKyMEHTa Kak HocHuTeNss MHpopMmanuu. OyHKIMKM YHPaBIE€HYECKHX JOKYMEHTOB: 00IIHE U
cneuupuyeckre. OOUIMEe MOHATUA O CHUCTEMaxX JOKYMEHTAlMH. YHUPHUKAIMSg W CTaHIapTH3alMs
JOKYMEHTOB. YHU(UIMPOBAHHAs CUCTEMa OPraHU3aLMOHHO — pPacCHOPSAUTEIbHOW JOKYMEHTAIUH.
OcHOBHBIE BUIbI OPIAaHU3ALMOHHO — PACTIOPSIUTENBHBIX JOKYMEHTOB U UX POJIb B CUCTEME YIIPABJICHUS.

['ocynapcTBeHHblE CTaHAapThl B 00JacTU JOKYMEHTAIIMOHHOTO OO€CleyeHHs! YIpaBIIeHUS.
OcHoBHBIE TOJIOXKEHUA ['OCyZapCTBEHHOM CHUCTEMbI JTOKYMEHTAllMOHHOTO OOECHeYeHUs YIpPaBICHHUS.
AJMUHUCTpPAaTUBHAS OTBETCTBEHHOCTbh PYKOBOJIUTENEH U CIIEHUAINCTOB OPraHU3alui U NpeAnpusaTHii 3a
HapylIeHNE ACUCTBYIOLIETO 3aKOHOIATENbCTBA 110 APXUBHOMY JIENY.

Tema 2. HopmaTuBHO — MeToAu4YecKHe OCHOBbI JIOKYMEHTALMOHHOIO odecreyeHus
ylpaBJieHHs.
PaccmatpuBarorcs BOIIPOCHI HOPMAaTHUBHO-METOAUYECKOTO pEryJINPOBaHMUS CUCTEM

JIOKyMEHTOO0OpOTa B OpraHM3alli, HOPMAaTHBHbIE aKTbI, TMOJOXXEHUS U CTPYKTypa pPEryIupOBAHUS
JOKYMEHTOABUKCHUS.

Tema 3. Opranu3anMOHHO-IPABOBasi CHCTEMA JOKYMEHTAIUH.
B nexkuuu pasbupaercst Ha3HaYeHHE, COCTaB U JIBUYKEHUE JOKYMEHTOB OpraHU3al[MOHHO-TIPABOBOM
CUCTEMBI IOKYMEHTALIMH U €€ OCHOBHBIE XapaKTEPUCTUKH.

Tema 4. OpraHu3anHOHHO-PACTIOPSAANTEIBLHASL CHCTEMA.
B gnexkuuum pa3bupaercssi Ha3Hau€HUE, COCTaB M JIBJKEHUE JIOKYMEHTOB OpraHU3alMOHHO-
pacropsiANTEIbHON CUCTEMBI TOKYMEHTALIMU U €€ OCHOBHBIE XapaKTEPUCTUKH.

Tema S. Un¢gopMaliluOHHO-CIIPABOYHAA CHCTEMA.
B nexkumm paszbupaercs Ha3Hau€HHE, COCTaB M JABMKEHHE JOKYMEHTOB HH(OpPMAIMOHHO-
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CIPAaBOYHON CHCTEMBI JJOKYMEHTAIMH (DOPMBI U €€ OCHOBHBIE XapaKTEPUCTHKH.

Tema 6. OcHOBHBIE (OPMBI JOKYMEHTO000POTA B OPraHU3aAlMH.
PaccmarpuBaroTess TpaJuIMOHHAs U AJIEKTPOHHAs (OpPMBI JOKYMEHTOOOOPOTa, a TAKKe MOPAA0K
pa6OTBI C BXOOAIIMMHU, BHYTPCHHUMHU U UCXOAAIIUMU JOKYMCHTAMU.

Tema 7. ABTOMaTH3HPOBAHHbIE CPEICTBA B IOKYMEHTAMOHHOM YIIPABJICHUH.
Paz0uparorcsi aBTOMATU3MPOBAaHHBIE KOMIIBIOTEPHBIE IPOTPAMMBI, IO3BOJISIOIIUE COKPATUTH
BpeMs 0pOpMIICHHS, TIEPEABIKEHHSI JOKYMEHTOB M UX LIEJIEBOE UCIIOJIb30BAHHUE.

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

bnanku nokymentoB. dopma U conepikaHue Ciy:keOHOro nokymeHta. Popmynsp. PekBu3UTHI
YIPaABIEHYECKUX JIOKYMEHTOB HX 3HaueHue. CTpyKTypa TeKCTa M OCOOEHHOCTH O(OpPMIICHUS
yIpaBIeHYECKUX JOKYMEHTOB. OTBETCTBEHHOCTh MPU 0(OPMIICHUH TOKYMEHTOB.

Tema 9. OcodenHOCTH 0OPMJIEHNSI U BeIeHUSI JOKYMEHTAIUH 110 JTUYHOMY COCTaBY.

OO0miast xapakTepUCTHKAa W Ha3HAYEHUE [OKYMEHTAIMU 10 JUYHOMY cocTaBy. OcoOeHHOCTH
JOKYMEHTUPOBaHUS TPYAOBBIX MpaBOOTHOIIeHHH (odopmieHue mnpuemMa Ha paboTy, mepeBoja,
YBOJIbHCHUSA, KOMaHIUPOBKH, OTHyCKa). BCILCHI/IG TPYAOBBIX KHHIKCK. Bocnuranue OTBE€TCTBCHHOCTH,
JI0OPOCOBECTHOCTH MPHU O(POPMIICHUU JOKYMEHTOB, BIHSIONINX HA CTaX COTPYAHHKA.

Tema 10. Opranuzanus 1okyMeHnToo00opora. CucreMaTu3anus U XpaHeHHe JOKYMEHTOB.

Opranuzanus JTOKyMEHTOOOOpOTa: PErHCTpalus W JIBUKCHHE JOKYMEHTOB. HoMeHkiaTypa e
OpraHM3alii: cojaepkaHue, ¢opma, MOPAIOK pa3paboTku U yrpaBieHUs. OCHOBHBIE NPU3HAKH
3aBefeHust gaen. llopsamoxk ¢dopmupoBanus 10KyMeHTOB B jena. Cpokd XpaHEHUS JTOKYMEHTOB.
DKcnepTh3a IEHHOCTH JOKYMEHTOB. BplieneHue AOKYMEHTOB € HMCTEKIIMMHU CPOKaMU XPaHEHHUS.
XpaHeHue u nepeaada JOKyMEHTOB.

3.2. Conepxkanue NPAKTUYECKOT0 0JIOKA U CIUATIINHBI

Ounas popma 00yueHus (MOJTHBIH CPOK)
Ne Tema npakTH4YeCKOro (CEMHHAPCKOT0, JIA00PaTOPHOI0) 3aHATHSA
1 2
I13 1,2 | HopmaTuBHO — METOIMYECKHE OCHOBBI JOKYMEHTAIIMOHHOTO 00€CNeUeHUs YIPaBICHUS

I133 | Opranu3aimoHHO-IPABOBAsi CUCTEMA JOKYMEHTAIH
I134 | Opraan3aliMOHHO-PACTIOPSANTENbHAS CUCTEMA
I135 | OcHoBHBIE (POPMBI TOKYMEHTOOOOPOTA B OpraHU3alluu
I136 | ABTromMaTu3MpoOBaHHBIE CPEACTBA B IOKYMEHTAIIMOHHOM YIPABJICHUU
I137 | CocraBnenue u 0popMI€HHE OCHOBHBIX BUJIOB YIPABIEHYECKUX JOKYMEHTOB
I138 | OcobenHocTH 0OpMIIEHHS U BEACHUS JOKYMEHTAIMU 1O JIUYHOMY COCTaBY
I139 | Opraauzanus nokymeHToo0opora. CucremMaTus3aius U XpaHeHHE JIOKYMEHTOB

3aouHas popma o0yuenusi (MOJHBIN CPOK)
Ne Tema npakTH4YecKOro (CEMHHAPCKOr0, J1a00paTOPHOIo) 3aHATHS
1 2

I131 | HopmaTtuBHO — METOIMYECKHE OCHOBBI JOKYMEHTAI[MOHHOTO O0ECIIeueHus yIpaBIeHUs

3aouHan Gpopma o0yuenus (ycKopeHHoe o0yueHune Ha 6a3e BO, mosiHoe yckopeHHOe 00yueHue)

Ne Tema npakTH4YecKoro (CEMMHAPCKOro, JJA00pPaTOPHOIO0) 3aHATHSA
1 2
I131 | HopmaTtuBHO — METOIMYECKHE OCHOBBI JOKYMEHTAI[MOHHOTO O0ECieueHus yIpaBIeHUs
I132 | Opranu3anioHHO-pacoOpsANTEIbHAS CUCTEMA

10



OuHo-3204Hasi popMa 00yueHUs (MOJIHBII CPOK, YCKOPEHHOE 00yueHHe, 0JIHOEe YCKOPEHHOe 00yYeHue)

Ne Tema npakTH4ecKoro (CeMHHAPCKOro, 1a00pPaTOPHOIo0) 3aHATHUS
2
I131 | HopmaTtuBHO — METOIMYECKHE OCHOBBI JOKYMEHTAI[MOHHOTO O0ECIIeueHus yIpaBIeHUs
[132 | Opranu3anoOHHO-pacIOPSAUTENbHAS CUCTEMA
133 | OcHoBHBIE (POPMBI JOKYMEHTOOOOPOTA B OPTaHU3AINH
[134 | CocraBnenue u opopMiIeHHE OCHOBHBIX BUJIOB YIPABIEHYECKUX JOKYMEHTOB
3.3. O0pa3oBaTesibHbIE TEXHOJIOTHU
Ounas popma o0yueHus (IOJHBII CPOK)
Bun yuedoHoro ©opma / Metopr % yueOHOoro
Ne Tema 3ansTus HHTEPAKTUBHOI0
3aHATHSA BpeMeHH
00y4eHust
1 2 3 4 5
HopMmaruBHO — MmeToanueckue
1 | OCHOBBI TOKYMEHTALIUOHHOTO I13 Keitic-meTon 100
o0ecrieyeHns yrpaBJIeHUs
9 Opranu3zalinoOHHO-TIPaBOBast m JlenoBast urpa 100
CUCTEeMa JJOKYMEHTAITU!
ABTOMaTH3UPOBAHHBIC
3 | cheAcTBas I13 Keiic-meTon 100
JOKYMEHTAI[MOHHOM
yIpaBJIeHUU
Cocrasnenue u ohopmiieHHE
4 | OCHOBHBIX BUJIOB I13 Keiic-meron 100
yIPaBICHUYECKUX JOKYMEHTOB
OcobenHoctu opopmileHUs U
5 | BeleHHUs JOKYMEHTAIUH 110 I13 Keiic-meTon 100
JUYHOMY COCTaBY
Hroro % 27%
3aounas ¢opma o0yueHus (NOJTHBIN CPOK)
Bup yueoHoro ®opma / Meronnt % yueOHOrO
No Tema 3ansTus HHTEPAKTUBHOIO
3aHATHSA BpeMeHH
o0yueHust
1 2 3 4 5
HopMmaruBHO — MmeToanyeckue
1 | OCHOBBI JOKYMEHTAIIHOHHOTO JI, 113 Keitic-meTon 100
o0ecrniedeHus yrnpaBJIeHUs
5 Opranu3zaioHHO-TIPaBOBas m Keiic-meton 100
CUCTEeMa JJOKYMEHTAITU!
Hroro % 33%

3aounas ¢popma odyuenus (yckopennoe odoyuenue Ha 6aze BO, mosiHoe yckopenHoe o6yueHue)

®opma / Metoasbl
Bup yueoHoro P A % yueOHOTO
Ne Tema 3ansaTHA HHTEPAKTHBHOIO
3aHATHA BpeMeHH
o0yueHust
1 2 3 4 5
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HopmaruBHO — MmeToanveckue
1 | OCHOBBI JOKYMEHTAIIHOHHOTO JI, 113 Keitic-meTon 100
o0ecrieyeHus yrpaBiIeHHUs
OpraHu3alMOHHO-TIPaBOBast
2 | cucrema JOKyMEHTALUU JI Ketic-meron 100
3 OprauHsanHomHo- I13 Keiic-meTon 100
pacnopsiiuTeNabHas cucTeMa
Hroro % 33%

OuHo-3204Hasi popMa 00yUeHus (MOJHBI CPOK, YCKOPEHHOE 00yUeHNe, OJIHOEe YCKOPEHHOE 00y4eHue)

dopma / MeToanl
Bup yyeoHoro P A % y4eOHOro
Ne Tema 3ansaTus UHTEPAKTUBHOI'0
3aHATHSA BpeMeHH
o0yueHust

1 2 3 4 5

HopMmaruBHO — meToanveckue
1 | OCHOBBI TOKYMEHTALMOHHOTO I13 Ketic-meTon 100

o0OecrieueHus ynpaBaeHUs

CocraBnenue u 0OpMIICHHE
2 | OCHOBHBIX BUIOB I13 Keiic-meron 100

YIPaBJICHUYECKUX TOKYMEHTOB

Hroro % 50 %
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1.
12.
13.
14.
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19.
20.
21.
22.

Pa3nes 4. Opranusanusi caMoOCTOATEJIBHOM padoThl 00y4YalOIMXCS

4.1. Opranu3anus caMOCTOATEJIbHOM padoThl 00y4ar0IMXCS

Ne pexomeHnayemoii
Ne Tema TUCHHUIINHBI Ne ponipocos p Ay
JUTEPATypPbl

1 2 3 4
OCHOBHBIE ITOHATHS B 00J1aCTH

1 1-6 1-6
JIOKYMEHTHUPOBAHUS
HopmaTuBHO — METOIMYECKUE OCHOBBI

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

3| P H p 13-18 1-6
JIOKYMEHTAIUU
Opra"au3aloHHO-PaCIOpAaUTENbHAS

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

5 | UadopmarmoHHO-CIIpaBOYHAs CUCTEMA 25-31 1-6
OcHoBHBIE (POPMEBI TOKYMEHTOO00POTA

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

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

8 Gbop 46-52 1-6
BUJIOB YIIPABJICHUYECKUX JJOKYMCHTOB
Ocobennocti 0hOPMIIEHHUS U BEACHUS

9 bop . 53-58 1-6
JIOKYMEHTAIUH TI0 JIMYHOMY COCTaBY
Opranuzanus J0OKyMeHT0000poTa.

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

IlepeyeHb BONPOCOB, BHLIHOCHMBIX HA CAMOCTOSAATEJIbHYIO padoTy 00y4yarommuxcst
Packpoiite nonsTHe: 1€10MPOU3BOJICTBO, TOKYMEHTUPOBAHUE, TOKYMEHTOOOOPOT.

Yro Takoe JOKYMEHT; O(pULIUaIbHbIN, JINYHBIH?
HazoBure ocHOBHBIE (DyHKLINN JOKYMEHTA.

ITo xakum BuaaM ACATCIbHOCTHU KJ'IaCCI/I(i)I/IL[I/Ipy}OTCSI ,[[OKYMCHTBI?
KakoBs1 XapPaKTCPHBIC OTINYHA HHAWBUAYAJIbHBIX JOKYMCHTOB OT TUITOBBIX ?
KakoBbl CpOKHU XpaHCHHUA JOKYMCHTOB JOJTOBPEMEHHOT'O U BPEMEHHOT'O XpaHCHI/IH?

Uro Takoe opuruHa, Y4epHOBUK, KOTHS?

JlaiiTe XapaKTepUCTHKY JEIONPOU3BOJACTBA B J{peBHEpYCCKOM rocyaapcTae?
HazoBute ocHOBHBIE YepThl IPUKA3HOTO AECTONPOU3BO/ICTBA.

I[aﬁTe XapPaAKTCPUCTHUKY CUCTEMbI KOJIJICIKCKOTO ACJIOMPOU3BOJACTBA.

OcHOBHBIE IPUHIIUIIBI MUHUCTEPCKOTO JEJIONPOU3BOICTBA.
JlafiTe XapaKTEpUCTUKY JIEI0NPOU3BOICTBA B IEPBOM MMOIOBUHE XX BeEKa.
JlaliTe XapaKTEpUCTUKY JI€TONPOU3BOICTBA BO BTOPOM MOJ0BHMHE XX BEKa.

Kaxue ocHOBHBIE 3aK0OHBI perynupyoT JOY?

Kakoii ctanaapT Ucronb3yroT it 0hOpMIICHHUS OPTaHU3allMOHHO-PACTIOPSIAUTENbHBIX IOKYMEHTOB?
Yro moHUMaeTcs noJ yHUpHUKAIMEeH 1 cTaHAapTu3anueit?
Yro npexacrasiser coboit YHuduumpoanHas cuctema 1o0KkyMeHToB (JJOVY)?

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

KakoB nopsiiok ucnosnp3oBaHus 1 oopmiieHus repda u sM01emMbl Ha OJaHKaX TOKyMEHTOB?
Kakue TpeboBaHMs MpebsBIIsAIOTCS K 0hopMIIeHHIO pekBu3uTa «HaumMeHoBaHMe opraHu3anum?
Yto MoXkeT ObITh BKJIIOYEHO B COCTaB CIPABOYHBIX JJAHHBIX OPraHU3alun?

Yro mpencraBiseT CcoOOH pPEruCTpallMOHHBIA HOMEp JOKYMEHTa,

odopmiieHus?
23. KaxoBbI BO3MOKHBIN COCTaB pEeKBU3UTA «AipecaTy U TpeOOBaHMS K €ro 0(hOpMIICHUIO?

U KaKOB IMOPAOOK Cro



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

25. KakoBbl Ha3HaueHUe peKBU3UTA «Pe30IoIns» U MOPSIOK ero oopMIIeHuUs?

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

27. KaxoBbl o61ie TpeOoBaHus K 0POPMIICHHIO TEKCTa JOKYMEHTOB U TIOPSIIOK MCIIOJIb30BAHUS SI3BIKOB
B opunmansHOM fenonpoussoactse Poccun?

28. Kakme tpeOoBaHMsA TMpPEenbsBIAIOTCA K O(opMieHHIO pekBu3zuTa «OTMETKa O HaIU4HH
MIPUITOKEHUSI»?

29. Yto Bx0auT B cocTaB pekBusnuta «lloamnuce, u KakoB MOPSAOK ero opopMIIeHUs?

30. KaxoBbl TpeOoBaHMs K OGOpMIIEHUIO PEKBU3MTOB «I'pud coriacoBaHus AOKyMeHTa» U «Bussl
COIJIACOBAHUS JOKYMEHTOBY?

31. KaxoBbl Ha3HaueHue pekBu3uTa «lledaTh» U TpeOOBaHMS K IPOCTAHOBKE NIEYaTH Ha TOKYMEHTaXx?
32. Kakue peKBU3UTHI MOT'YT BHOCHTBCS B IOKYMEHT TUIIOTPAa(CKUM CIIOCOOOM?

33. CocTaBHOH 4acCThIO KAKMX PEKBU3HUTOB SIBJISAETCS JIMUHAS MOANUCH?

34. Cxkonbko pexBu3nTOB ycraHaBnusaet ctannapt I'OCT P6.30-2003?

35. KaxoBbI BU/Ibl OPraHU3alMOHHBIX TOKYMEHTOB 1 OCOOCHHOCTH UX O(popMiIeHHs?

36. KaxoBbI BUIBI PaCHOPSAUTENBHBIX TOKYMEHTOB M OCOOCHHOCTH X 0popMIIeHNUS?

37. KakoBa cTpykTypa MNpHKa3za IO OCHOBHOW JESATEIbHOCTH, COCTAB PEKBU3UTOB, TPEeOOBaHUS K
odopmiteHn0?

38. KaxoBbl BU/IbI HHPOPMALIMOHHO-CIIPABOYHOM JOKYMEHTAUH?

39. Kakue tpeOoBaHMS MPEIBIBISAIOTCS K COCTABICHUIO U O(QOPMIICHHUIO TellerpaMM, Telle()OHOTpaMM,
(dhakcoB?

40. KaxoBbl 0cOOEHHOCTH OPOPMIICHHS JOKIIAJHOM, CITYyKEOHOH U 0OBSICHUTELHON 3aITCOK?

41. B yeMm 3aKiIH04ar0TCsl OCOOCHHOCTH S3bIKA U CTHIIS CIIY)KEOHBIX JOKYMEHTOB ( Ha MpUMepe MuchMa)?
42. KaxoBo (pyHKIMOHATIHHOE HA3HAYCHNE KOMMEPUECKUX MUceM?

43. HazoBuTte JOrMuecKue 31eMEeHThl MHChMa.

44. Tlepeuncnute OCHOBHBIE TPEOOBAHUS K JIETIOBOM peyH.

45. Yto Takoe J0KyMEHTO000pOT?

46. KaxoBbl OCHOBHBIE ()YHKIIMH JEIOMPOU3BOJICTBEHHOTO OOCTYKHBAHUS?

47. KaxoBbl OCHOBHBIE OIl€paliny mnpoiecca 00paboTKH BXOAIMIMNX TOKYMEHTOB?

48. Urto Takoe UCXOAIUI TOKyMEHT?

49. KaxoBbl OCHOBHBIE ATaIlbl TOJTOTOBKH UCXOASAIINX JOKYMEHTOB?

50. Kakwue ucxoasmme JOKyMEHTBI O(OPMIISIFOTCS B OJTHOM dK3eMILTIpe?

51. Kem noanuchIBaroTCs UCXOASAIINE JOKYMEHThI?

52. Kakwue omnepanuu BKIIOYAET MPOIECC KOHTPOJIIS UCIIOTHEHHS TOKYMEeHTa?

53. Kak ycranaBiIMBaIOTCsl TUIIOBBIE CPOKH MCIIOJHEHUS JOKYMEHTOB?

54. Yto Takoe HOMeHKJaTypa Jien? KakoBsl ee Buabl?

55. Kro pa3zpabaTbiBaeT TUIIOBbIE U MPUMEpPHbIE HOMEHKIATYphl Aen? Kem oHn yrBepxkaarorcs?

56. B dgem cyTh mporecca GopMUPOBAHUS JEIT?

57. Kak opopmisercs 3aronoBok aena? Kakue TpeGoBaHUS MPEABABISAIOTCS K 3ar0JI0BKY?

58. Ilo kakuM mpu3HAKaM MOTYT TPYNIIHPOBATHCS JOKYMEHTHI B j1ea?

59. Kakwue Tpe6oBaHUS HEOOXOJMMO BBIOIHATH PU (POPMHUPOBAHUU €7

60. B kakoi# mocien0BaTeIbHOCTH JIOJKHBI PACIIONaraThesi TOKyMEHTHI B Jiene?

61. Kak ocymecTsisiercsi orepaTuBHOE XpaHEHHE T0KYMEHTOB?

62. [y Kakux JIeJT COCTABIISIETCSI BHYTPEHHSISI OTIHCH?

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

64. B yem 3akimo4aroTcs 0COOCHHOCTH XpaHEHHs TOKYMEHTOB B apXHUBaX B HACTOSIIIEE BpeMsi?

65. Ha ocHOBaHMU Kakoro JOKyMEHTa YHUUTOKAIOTCS JleJla C UCTEKIIMMHU CPOKaMH XpaHEHUA?

66. KaxoBbI cocTaB M 00s13aHHOCTH PaOOTHUKOB TOIPA3/ICICHUHN IETONPON3BOICTBEHHBIX CITYKO?

4.2. IlepeyeHb y4eOHO-METOAMYECKOI0 00eCIeYeHUsI CAMOCTOATEIbHON PadoThI 00y4aroIMXCs

CamocrostenpHas pabota 00ydaromuxcs 00eceuynBaeTCs CACIYIOMNMI Y4eOHO-METOINIECKUMH
MaTepraIaMHu:
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1. VYkazanusimu B paboueil nporpamme mo gucuuruivae (m.4.1.)

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

3. 3amaHUSAMHM W METOJUYECKUMH PEKOMEHJALUSAMH [0 OpPraHU3allMM CaMOCTOSTENIbHOW pPabOThI
00y4aroIuXxcs B COCTaBe y4eOHO-METOANYECKOT0 KOMITJIEKCA M0 JUCLUIUIMHE.

4. T'moccapueM No JUCLUIUIMHE B COCTaBE y4E€OHO-METOUYECKOr0 KOMIUIEKCA 110 AUCLUILINHE.

Pa3zjnen 5. ®oHj 011eHOYHBIX CPEACTB /JIsl MPOBEIeHUNA TEKYIIEro KOHTPOJISI U MPOMEKYTOYHOM
arrecTaunu 00y4aromuXxcs

@DoHO  OYeHOuHbIX  cpedcm8  No  OUCYUNIUHEe — npeocmaeisem — coOOU  COBOKYNHOCMb
KOHMPOIUPYIOWUX —~ MAMepuanod  NpeoHasHA4eHHbIX Ol UBMEPEHUsi  YPOBHA — OOCMUNCEHUS
00YYaAIOWUMUCA  YCIAHOBIEHHbIX — Pe3yIbmamos  obwel  NpogheccuonarvHou — 06paz08amenbHoll
npoepammol. POC no Oucyuniune UCNONBLIYEMCS NPU NPOBEOCHUU ONEePaAMUSHO20 KOHMPOIA U
npomexcymounou ammecmayuu ooOyyarowuxcs. Tpebosanus x cmpykmype u codepxcanuio POC
oucyunnunsl pecnamenmupyromces Illonodxcenuem o oHOe OYeHOUHbIX MAmMepuano8 no NpocPaAMMAam
8vicULe20 0OPA308aHUS — NPOCPAMMAM OAKANABPUAMA, MASUCPATYDbI.

5.1. ITacniopT ¢oHAa OLIEHOYHBIX CPEACTB

Ounas ¢popma 00yueHus (IOJTHBIA CPOK)

OueHoO4YHbIE CpPeCTBA Kon
KonTposmpyembie pa3iesibl HIHKATOPA 1
Ne (TeMBbI) TUCHUNIHHBI JI 3 (J13, C3) CPO AlecipuiiTopa
AOCTUKEHH S
KOMIIeTeHI U

1 2 3 4 5 6
OcHOBHBIE TOHATHS B 00J1aCTH Na-1YK-2.1,

1 | noKyMeHTHUpOBaHUS YO I1PB NI-2VK-2.1,

NJ-3VK-2.1
HopMmaTtuBHO — MeTOAMYECKHE NA-4YK-2.1,

2 | OCHOBBI JIOKYMEHTAIIHOHHOTO YO KM I1PB NI-5VK-2.1,
o0ecrnevyeHns ynpaBIeHUs NJI-6YK-2.1
OprannzannoHHO-TIPaBOBast NA-1YK-2.1,

3 | cucreMa IOKyMEHTAINH YO AN ITPB NI-2YK-2.1,

NJ-3VK-2.1

Opraau3anuoHHO- NI-4VK-2.1,

4 | pacniopsiquTeNnbHas CUCTEMA YO KM I1PB NI-5YK-2.1,
NJ-6YK-2.1

HNHdpopmannoHHO-CIIpaBOYHast NA-1YK-2.1,

5 | cuctema YO I1PB N-2VK-2.1,
NJI-3VK-2.1

OcHoBHBIE (HOPMBI NI-4VK-2.1,

6 | moxymeHTOOOOpOTa B YO YO I1PB N-5YK-2.1,
OpraHu3aIn NJ-6YK-2.1
ABTOMaTU3UPOBAHHBIE CPENICTBA NI-1YK-2.2,

7 | B JOKyMEHTAIIHOHHOM YO KM [1PB N/1-2YK-2.2
yIpaBIeHUU
CocraBnenue u 0opMIICHHE N-3VK-2.2,

8 | OCHOBHBIX BHUIOB YO KM ITPB N/1-4YK-2.2
YIIPaBJICHYECKUX IOKYMEHTOB
OcoGenHoctu 0pOopMIICHUS U NN-4YK-2.2,

9 BEJICHUS TOKYMEHTAIIUH 10 Yo KM TPB NJI-5YK-2.2,
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JINYHOMY COCTaBY

NA-6YK-2.2

Opranuzanus Na-6YK-2.1
JIOKYMEHTOO000pOTA. N-1YK-2.2
10 Cucremaru3zanus 1 XpaHeHUE vo vo HPB NI-2YK-2.2
JIOKYMEHTOB
3aounas popMma 00yyeHus (IMOJHBIH CPOK)
O11eHOYHBIE CPEICTBA Kon
HHIMKATOPA H
e KoHnTposanpyembie pa3aeiibl eCKDHITODA
(TemMbl) JUCUMIIIIMHBI J 113 (JI3, C3) CpPO AACCKp P
AOCTUKEHU S
KOMIIEeTeHIU
1 2 3 4 5 6
OcHoBHBIE TIOHATHUS B 001aCTH Na-1vK-2.1,
1 | noxkyMeHTupOBaHUs IIPB HNJI-2YK-2.1,
NJ-3YK-2.1
HopMmartuBHO — MeToan4eckue HNJ1-4YK-2.1,
2 | OCHOBBI JIOKYMEHTAIIHOHHOTO YO KM [1PB NA-5YK-2.1,
o0ecreyeHus yrpaBJieHUs NA-6YK-2.1
Opranu3zanoHHO-TIPaBOBas Na-1vYK-2.1,
3 | cucrema I0KyMEHTAIUH YO IIPB HNJI-2YK-2.1,
NJ-3YK-2.1
OpranuzanuoHHO- HNJ1-4YK-2.1,
4 | pacniopsiquTeabHAs CUCTEMA [1PB NA-5YK-2.1,
NJI-6YK-2.1
NubopmannoHHO-CIIpaBOYHAS Na-1vYK-2.1,
5 | cucrema IIPB HUJI-2YK-2.1,
NJ-3YK-2.1
OcHoBHbIE (HOPMBI Na-4YK-2.1,
6 | TOKyMEHTOO0OpOTa B [1PB NA-5YK-2.1,
OpraHu3aIu N-6YK-2.1
ABTOMaTH3UPOBAHHBIE CPENICTBA NA-1YK-2.2,
7 | B JOKyMEHTAI[MIOHHOM I[1PB NA-2YK-2.2
yIpaBICHUH
Cocrapnenue u oopmIIeHHE NA-3YK-2.2,
8 | OCHOBHBIX BHIOB I1PB NI-4YK-2.2
YIPaBIEHYECKUX JOKYMEHTOB
OcoGenHocty opopmIIeHUS U Na-4YK-2.2,
9 BEJICHUSI IOKYMEHTAIIUH 10 IIPB NJI-5VK-2.2,
JIMYHOMY COCTaBYy NI-6YK-2.2
Opranuzanus Na-6YK-2.1
10 JIOKYMEHTOO00O0pOTA. IPB Na-1YK-2.2
CucremaTu3zanus 1 XpaHeHHE NA-2YK-2.2

JIOKYMEHTOB

3aouHasn ¢popma o0yuenus (ycKopeHHoe o0yueHue Ha 6a3e BO, mosiHoe yckopeHHOe 00y4ueHue)

Ne

KonTposmmpyemble pa3aeibl
(TemMbl) JUCUMIIIIMHBI

OueHoYHbIE CPEACTBA

I3 (JI3, C3)

CPO

Kon
HHAUKATOPA U
JAeCKPUNTOpa
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JAOCTHKCHUSA

KOMIIeTEeHIUI
1 2 3 4 5 6
OCHOBHBIE ITOHATHUA B 00J1aCTH NJI-1YK-2.1,
1 | nokymeHTHpOBaHUs I1PB NA-2YK-2.1,
NJI-3YK-2.1
HopmatuBHO — MeTOAMYECKHE NJ1-4YK-2.1,
2 | OCHOBBI IOKYMEHTAIIHOHHOTO YO KM I1PB NI-5VK-2.1,
obecrieueHust yrpaBiIeHUs NJ1-6YK-2.1
Opranu3aiuoHHO-TIPABOBAs Na-1YK-2.1,
3 | cucrema JOKyMEHTAIMU YO [1PB NJ1-2YK-2.1,
NJ-3VK-2.1
Opraau3annoHHO- NJ1-4YK-2.1,
4 | pacniopsiMTeNbHAs CUCTEMA KM I1PB NI-5VK-2.1,
NJI-6YK-2.1
HNudopmMannoHHO-CIIpaBOYHAs NA-1YK-2.1,
5 | cucrema [1PB NJ1-2YK-2.1,
NJ-3VK-2.1
OcHoBHbIE (HOPMBI N1I-4YK-2.1,
6 | mokymeHTOOOOpOTAa B I1PB NA-5VK-2.1,
OpraHu3aIu NJI-6YK-2.1
ABTOMaTU3UPOBAHHBIE CPE/ICTBA NA-1YK-2.2,
7 | B TOKyMEHTaIlMOHHOM [1PB NJ1-2YK-2.2
yIIpaBICHUU
CocraBnenue u opopmiieHue N1-3YK-2.2,
8 | OCHOBHBIX BUJIOB I1PB N-4YK-2.2
YIPaBJICHYECKHUX JIOKYMEHTOB
OcoGenHoctu 0popMIICHUS U N11-4YK-2.2,
g | BEAICHUA IOKYMEHTALUH TIO IIPB NN-5VK-2.2,
JUYHOMY COCTaBY N-6YK-2.2
Opraauzanus NJ1-6YK-2.1
10 JIOKYMEHTOO000pOTA. IIPB NI-1YK-2.2
CucremaTtu3zanus 1 XpaHeHUE NJ1-2YK-2.2
JIOKYMEHTOB

O4Ho-32049Has popMa 00y4deHHs (OJHBIH CPOK, YCKOPEHHOE 00yUeHHe, II0JIHOE YCKO

eHHoe 00yueHune)

OueHovHbIE CPeACTBA Kon
KonTtposmpyemsie pa3aesl HivmiaTopa 1
Ne (TeMBbI) IUCHUTITHHBI JI 113 (JI3, C3) CPO AACCKPHIITOPa
TOCTHKEHH S
KOMIIETeHIU M

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

1 | noKyMeHTHUpOBaHUS I1PB NJ1-2YK-2.1,

NJ-3VK-2.1
HopmarusHo — MeTomueckue NI-4YK-2.1,

2 | OCHOBBI JIOKYMEHTAIIHOHHOTO YO KM I1PB NI-5VK-2.1,
obecreyeHus yrnpaBIeHuUs NJI-6YK-2.1
Opranu3anuoHHO-TIPaBOBAS Na-1YK-2.1,

3 | cucreMa TOKyMEHTAINH YO I1PB NJ1-2YK-2.1,

NJ-3VK-2.1
Opraan3zaluoHHO- NJ1-4YK-2.1,
4 pacnopsiIuTeIbHAs CUCTEMa Yo KM TPB NJ1-5YK-2.1,
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NJ-6YK-2.1
HNudopmanimonHo-cripaBoyHas NI-1YK-2.1,
5 | cucrema IIPB HUJ1-2YK-2.1,
NJI-3YK-2.1
OcHoBHBIE (POPMBI Na-4YK-2.1,
6 | TOKyMEeHTO0OOpOTa B YO YO IIPB NJ-5YK-2.1,
OpraHu3aluu NJ-6YK-2.1
ABTOMaTH3UPOBAHHBIE CPEICTBA NA-1YK-2.2,
7 | B JOKyMEHTAIAIOHHOM IIPB NJI-2YK-2.2
yIpaBICHUN
Cocrasnenue u oopMIICHHUE N-3YK-2.2,
8 | OCHOBHBIX BUIOB KM IIPB NI-4YK-2.2
YIPaBICHYECKHUX JTOKYMEHTOB
OcobenHocty opopMIICHUS U NA-4YK-2.2,
BEJICHUSI IOKYMEHTAIIUH 10 NJ1-5YK-2.2,
9 JUYHOMY COCTaBY Yo HPB NA-6YK-2.2
Opranuzanus Na-6YK-2.1
10 JOKYMEHTO000poTa. IIPB HUJI-1YK-2.2
Cucremaruzanus U XpaHeHUE NA-2YK-2.2
JIOKYMEHTOB

YcnoBHble 0003HAYeHHS OLeHOYHBIX cpeacTB (Ctoadusi 3, 4, 5):
YO — yctublii (GpoHTaIbHBINA, HHAWBUIYATbHBIM, KOMOMHUPOBAHHBIN) OMPOC;
/U - nenosas urpa;
IIPB — ipoBepka pedeparoB, OTUETOB, PELECH3WH, AaHHOTAIMA, KOHCIIEKTOB, TI'paduvecKkoro
Marepuaa, 3cce, IepeBOIOB, PEIICHUH 3aJaH1i, BBITIOJHEHHBIX 331aHUI B JIGKTPOHHOM BHU/JIE U T.1I.;
KM — Keiic-metof.

5.2. OneHO4YHbIE CPEeACTBA TEKYIIEro KOHTPOJIs
IlepeueHb MpaKTHYECKUX (CEMHMHAPCKHUX) 3aaHUI

Tema Ne 4: «Opranu3anuOHHO-PACHIOPSIAUTEIbHAS CUCTEMA»

Hesblo, 3aHATHA SABJSIETCS U3YUYeHHe:

- OCHOBHBIX BUJI0B OpPraHU3allMOHHO-PACTIOPAANUTCIBHBIX TOKYMCHTOB.

- OcobenHocrell cocTaBieHMsT W O(OPMIIEHUS OPraHU3alMOHHO-PACIOPSAUTEIbHBIX
JTOKYMEHTOB.

BOITPOCHI:
- Cucrema opraHn3allMOHHO-PACTIOPSIAUTENBHON JOKYMEHTALIUN?
- PacniopsiuTenbHble  JOKYMEHTBI: IPHKA3, PACIOpPSUKEHUE, ITOCTAHOBIEHHE, YyKa3aHUE,
peuenue?
Tema Ne 6: «OcHOBHBIE GOPMBI JOKYMEHTO000POTA B OPraHU3aLMN»

Hesblo, 3aHATHA SIBJIsSIETCH U3YUYeHHUe:

— OcoGenHoctelt cocTaBiaeHUs U 0QOPMIIEHHS CITYyKEOHBIX TOKYMEHTOB.

- N3yuenne IBUKEHUS JOKYMEHTOB Ha TOPIOBOM MPENNPUATHU C MOMEHTA UX CO3JaHUs JI0
3aBEpILEHHs UCIIOTHEHUS MIIM OTIPABKH.

- N3yyenne mponecca GOpMUPOBAHHS A€, 03HAKOMIICHHE C OCHOBHBIMH 3TallaMH PabOTHI
I10 MOATOTOBKE JOKYMEHTOB K apXUBHOMY XPaHEHHUIO.
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BOITPOCHI
Opranuzanys JOKyMEeHT0000poTa:

1. Yo Takoe JOKYMEHTOOOOPOT MPEANPHUITHS, U KAKOBBI IPUHLIUIIBI €r0 OpraHu3aluu?
2. KakoB nopsi1ok NpoxXox/AeHUs U UCTIOTHEHUS BXOIAIIMX TOKYMEHTOB?

3. B uem 3akirouaroTcsi 0cOOEHHOCTH pabOThI ¢ OCTYNAOINUMHU JOKYMEHTaMU?

4. [TpaBuna u GopMbl perucTpaluyu J0KyMEHTOB U UX OCOOCHHOCTH?

o. KakoB mopsi1OK MOATOTOBKH M IPOXOKICHHS UCXOISALINX TOKYMEHTOB?

6. OnuuTe NOpsAA0K NPOXOKACHUS BHYTPEHHUX JOKYMEHTOB?

7. KakoBbl 3a71aun, BUAbl U CPOKU KOHTPOJISL UCIIOJTHEHUS IOKYMEHTOB?
dopMupOoBaHUE U XpaHEHUE JIEI:

1. Uro Takoe HOMEHKIaTypa Jei npeanpustus? Ee Buasl u 3HaueHue?

2. Yro Bel 3HaeTe o nopsike (GopMUPOBaHUS €] U PACIIOIOKEHUS JOKYMEHTOB B HUX?
3. KakoB nopsiiok nepegauu Aeil B apxus?

Tema Ne 8: «CocraBiieHue u OCl)OpM.]'[eHI/Ie OCHOBHBIX BU/I10B YIIPABJICHYCCKUX TOKYMECHTOB»

He.]'lbl(), 3aHATHSA ABJACTCH H3YUCHUEC!:
- OCo0EHHOCTH COCTABICHUS U OQ)OpMHeHI/IH OpTraHHU3allMOHHBIX JOKYMCHTOB.

BOITPOCHI:

OcHoBHbIe TPeOOBAHUS K COCTABIICHUIO U OPOPMIICHUIO TOKYMEHTA!
1. Pa3paboTka cran1apTHBIX OJIAHKOB OpraHU3aIIUH.

o o0mmuii OTaHK TIPEANPUATHS.

. YIJI0BOM OJIAHK MUChMA TPEIIPUSITHUS.

. MPOJOTBHBIN OJIaHK MUCHhMA MPEIPUITHS.

. MIPOJIOJIBHBIN OJaHK MUChMa JOJKHOCTHOTO JIUIIA.

Cucremsl AOKYMCHTAaIUU:
2.0pFaHI/I3aHI/IOHHLIC JOKYMCHTBI: YCTaB, IIOJIOKCHHUEC, HWHCTPYKIHA, MITATHOC paclnucCaHuc,

IMpaBUJjia BHYTPCHHETO TPYAOBOI'O pacCliopsaaKa.

Tema Ne 9: «OcobdennocTH 0popMIICHHS U BeICHUS JOKYMEHTAIMH 0 JJHYHOMY COCTABY»

Leiblo, 3aHATHSA ABJISETCH U3YyYeHHE:
- N3yunTh XapakTEPUCTUKY U HA3HAYEHUE JOKYMEHTALMH 110 JUYHOMY COCTAaBY.

BOITPOCHI:
- OcoOeHHOCTH ~ JTOKYMEHTHUPOBAHHUS  TPYAOBBIX  TpaBoOoTHOIIeHHH. (OcoOeHHOCTH

oopMmIiIeHHs ITpreMa Ha paboTy, epeBoia, yBOJIbHEHHS, KOMaHIUPOBKH, OTITyCKa?

- Oco0eHHOCTH BeIEHUS TPYJOBBIX KHUKEK?

5.3. TeMaTuKa NMCbMEHHBIX Pa0OT 00y4aIOLIUXCS

TemaTnka pedeparos, 10KJIa10B, Icce:

1. Vctopust pa3BUTHS CHCTEMBbI TOCYJAapCTBEHHOIO JEJIONPOU3BOJACTBA B CBS3M C COBPEMEHHBIM
pa3BUTHEM.

2. TloHATHE «IOKYMEHTOOOOPOT» M «IOKYMEHTOIIOTOK» B CHCTEME JOKYMEHTAI[HOHHOTO OOECTIeYeHUs
HPEATPUATHS.

©No AW

CocraBiieHHEe OT/ICTBHBIX BHJIOB JIOKYMEHTOB ¢ ucnoib3oBanueM ['OCTA P 6.30-2003.
OduruanbHO-IEI0BOM CTHIIb JJOKYyMEHTOB.

[enoBas nepenucka.

OnpenencHue IICHHOCTH JTJOKYMEHTOB (3KCTIEPTHBIE CUCTEMBI).

3amuTa KOHPUACHITUATHHBIX JOKYMEHTOB OT HECAHKIIMOHUPOBAHHOTO JOCTYIIA.

TexHoNOTHST TPOXOXKACHHUS JTOKYMEHTOB Ha TMPEANPHITHA B OOBIYHOM M aBTOMATU3MPOBAHHOM

peXUMaXx.
9. Pa3paboTka J0JKHOCTHBIX MHCTPYKUIUN paOOTHUKOB MPEIIPUSTHIA.
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10.
11.
12.
13.
14.
15.
16.

CpencTBa opraHu3allMOHHON TEXHUKHU.

KomnbroTepHble TEXHOIOTUN TTOATOTOBKH TEKCTOBBIX TOKYMEHTOB.

KomnbroTepHble TEXHOIOTUN OPraHU3alMK XpaHEHUs U TOMCKa JOKYMEHTAIbHON HH(OpMAIIHH.
Cucrema u o0ecrie4eHrEe COXPAaHHOCTH TOKYMEHTHOW HH(pOPMAIIHH.

OpFaHI/ISaI_II/ISI HH(bOpMaI_II/IOHHO-HOI/ICKOBBIX CHUCTCM U KOHTPOJIA UCITIOJIHCHUA TOKYMCHTOB.

AHanmm3 CTpyKTYpbI TOKyMEHTO000poTa. MeTOoIbl y4eTa M COKpaIeHHs JOKYMEHTO000pOTa.
HeoOxomuMocTh W 3HAUEHUE CEKPETapCKOW JIeATENhHOCTH (HA MpUMEpe KOHKPETHOTO

MPEATPUSITHS).

17.
18.
19.
20.
21.

Cucrema pacnopsauTenbHOlN nokymeHTauuu (Ha npumepe EI'CLOY).
TunuyaHble S36IKOBBIE OMIMOKU B TEKCTaX JOKYMEHTOB.

Cucrema cipaBOYHO-MH(POPMALMOHHON JOKYMEHTALIUH TIPETPUATHS.
HopmaTuBHO-TIpaBoBast 6a3a 1eI0NpON3BOJICTBA IPEIIPUATHS.
Opranu3anys JOKyMEHTOB 10 JUYHOMY COCTaBY Ha MPEANPHUITHH.

5.4. Hepeqenb BOIIPpOCOB l'IpOMe)KyTO'{HOﬁ aTrrecranum 1o JMCHMIIMHE

BOHPOCLI K 3a4eTy:

ROoo~NoOOTA~WNE

0.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22,
23.
24,
25.
26.
27.
28.
29.
30.

Metoponornyeckue OCHOBBI IOKyMEHTO000pOTA.
HopmatuBHO — MeTOIMYECKHE OCHOBBI IOKYMEHTAIIMOHHOTO 00ECIIeYeHUs YIIPaBICHUS.
OpraHu3annoOHHO-TIPaBOBas CUCTEMa JOKYMEHTALUH.
OpraHu3annoOHHO-PaCTIOPAAUTENbHAS CHCTEMA.
WNudopmannoHHO-CIIpaBOYHask CHCTEMA.
OcHoBHBIE (OPMBI JOKYMEHTOO0OPOTA B OpraHU3aI1H.
ABTOMaTH3UPOBaHHbIE CPEJICTBA B JOKYMEHTALMOHHOM YIIPABICHHUH.
Cocrasiienue 1 0hopMIIEHUE OCHOBHBIX BHJ/IOB YIIPaBICHUECKUX JIOKYMEHTOB.
OcobenHoctu 0hopMIICHUS U BEACHHS JOKYMEHTALUH 110 INYHOMY COCTaBY.
Opranuzanus 10KyMeHTo000poTa. CucreMaTH3anus U XpaHeHHe JOKYMEHTOB.
JIOKyMEHTOOO0POT B OpraHU3aLUH.
JIOKyMEHTHUPOBaHHE MPOIIECCOB JIBUKECHHUS KaAPOB B OpPraHNU3aLINH.
Opranu3anus KOHTPOJISI UCIIOJTHEHUS I0OKYMEHTOB.
Coznanne yupeauTeabHbIX JOKYMEHTOB.
[IpaBumna BeieHUS TPYILOBBIX KHHKEK.
Cucrema opraHU3aIMOHHO-PACIOPSAUTEIBHON JOKYMEHTAIUH.
JIOKyMEeHTAaIMsI 110 TPOU3BOICTBEHHO-X03HCTBEHHON J€SITE€IbHOCTH.
JlokymeHTatwst, 0pOpMIISIONIas BHEITHETOPTOBBIE CCITKH.
OO6m1re TpedoBaHus K 0O(YOPMIIEHUIO OPTaHU3AIMIOHHO-PACIOPSAAUTENBHOM JOKYMEHTAIUH.
Homenkiarypa nen opranuzanuy. XpaHeHue JOKYMEHTOB.
OpraHu3annoHHbIE JOKYMEHTHI.
PacniopsinuTensHbIe TOKYMEHTHI.
WNHpopmanoHHO-CIIpaBOYHbIE JOKYMEHTBI.
Bupl 10KyMeHTOB, UX KJIacCH(pUKAIHUS.
JIOKyMeHTaIHsI 110 TMYHOMY cocTaBy. OdopMiieHne TUYHBIX JIe.
CryxeOHbIE THChMA.
JIOKyMEHTUPOBaHHE ACATEIbHOCTH KOJIJIETHAIBHBIX OPTraHOB.
J1oroBOp-TOKYMEHT, PETYIUPYIOIINN B3aUMOOTHOIIIEHHSI TAPTHEPOB.
CoctaB U BHUJIBI YIIPABIEHYECKUX IOKYMEHTOB.
XapakTeprUCTHKa OCHOBHBIX 3TANlOB Pa0OTHI C JIOKyMEHTAMH.
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Pa3nen 6. OneHouHble CpeICTBA MPOMEKYTOUHOM aTTeCTANNH (C KIKYaMM)

1. IIpouuTaiiTe TeKCT U ONpeaeTuTe, KAKON U3 MEPEUYNCICHHBIX TOKYMEHTOB OTHOCUTCSA K

rpyrre HHPOPMAaIMOHHO-CIIPABOYHBIX :
a) MOJIOKEHHE O TIEPCOHAJIC;
0) aKT;
B) yKa3aHWE,;
IIpaBujibHBIE OTBETHI: 0)

2. IIpouuraiitTe  TekcT W OmpeaeJuTe,  4YTO
perjaMeHTHPYIHM padoty cay:xk0bl IOY nokymeHnram.
BapuanThl oTBeTa:
a) UHCTPYKTaX 110 JAEJIONPOU3BOACTBY;
0) OCHOBHBIE IpaBuiIa pabOThl APXHUBOB OPraHHU3AIIHI;
B) OCT P 51141-98 /lenonpou3BoICTBO U apXUBHOE JEJI0
IIpaBuibHbBIE OTBETHI: )

COOTBETCTBYET

3. IlpounTaiiTe TEKCT M YCTAHOBHTE MOCJI€I0BATEILHOCTH PEAJTH3ANNU MPOEKTA:

a) KOHTPOJIb;

0) MJIaHUPOBaAHUE;

B) UCIIOJIHEHMUE;

') MHUIHAIUS;

1) 3aBEpIICHUE.

IIpaBuibHbBI 0TBET: T), 0), B), a), 1).

4 . [IpounTaiiTe TEKCT ¥ BbIOEPUTE OJUH NMPABWIbHbI OTBET:
UTO OTHOCHUTCS K BHYTPEHHEMY TOKYMEHTOOOOPOTY

Bapuanrts! oTBeTa:

a) oduIMaNbHbIE MHCbMa

0) BHEIIIHKE JTOKJIAIHBIC 3aITUCKU;

B) TIPUKAa3bl, PACTIOPSKEHUST OpTaHU3aIHH

IIpaBuibHbBIE OTBETHI: B)

OCHOBHBIM

5. HpoanaﬁTe TEKCT U Bl)lﬁepI/ITe, YTO COOTBETCTBYET NOHATHIO, KEM YTBEPKAACTCH HHCTPYKIUSA

10 /1eJIONPOU3BOACTBY:

a) BBIIIECTOSIIICH OpraHu3aluei;

0) crierualbHBIM PaCIOPSIUTENEHBIM aKTOM;
B) PYKOBOJIUTEJIEM OpraHU3aluu

T') apXUBHBIM YUPEIKICHHEM.

IIpaBuibHbBIE OTBETHI: B)

6. IlpouuTaiiTe TEeKCT U BbIOEPUTE OJIMH NPABUJIbHBIA OTBET.

JloxkyMeHT 0 10x01axX (pM3M4ECKOro JIMIA 32 IO/ HA3BIBAETCH: a) CIIPABKOM;

0) TMYHOI TOBEPEHHOCTHIO; B) BEIOMOCTHIO;
T') OTHCHIO.
IIpaBu/IbHBIEC OTBETHI: Q)
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Pa3nen 7. [lepeyeHn yueOHOI JJUTEPATYPbl, HEOOXOAUMOIA 17151 OCBOEHUS TUCUUILINHBI

7.1. OcHoBHasl JUTEepaTypa

1. CrenanoBa, E. H. Opranuzanus ¥ CONPOBOXIEHHUE 3JEKTPOHHOTO JOKYMEHTOOOOpOTa
npaktukym aiis CITIO / E. H. CremanoBa. — CapatoB, Mocksa : [IpodobpazoBanue, Aii [lu Ap Menua,
2021. — 176 ¢. — Texkcrt : anekTponHbii // [ludposoit oOpazosarenbhblil pecypc IPR SMART : [caiit].
— URL.: https://www.iprbookshop.ru/107183.html — Pexxum moctyma: i aBTOPH3HP. [MOJIb30BATENCH

2. XauatpsH, I'. A. Opranusanys 1 COnpoBOXKIEHUE JIEKTPOHHOTO JOKYMEHTO000pOTa : yUeOHHUK
st CIIO / T, A. Xawatpss, 1. B. Ky3nenoa. — CapartoB, Mocksa : [IpodoOpazoBanue, Ait [Tu Ap
Menua, 2020. — 156 ¢. — Texkcr : anexkrponnsii // Lludposoit oOpasoBarensubiii pecypc [IPR SMART :
[caiir]. — URL: https://www.iprbookshop.ru/97086.html. — Pexum gocTyma: IS aBTOPH3UD.
II0JIb30BAaTENEH.

7.2. JlonoJiHUTEJIbHAS JIUTEpATypa

3. 3aiineBa, E. B. [lenonpous3BOACTBO M JOKYMEHTOOOOPOT B CHCTEME TOCYIAapCTBEHHOTO H
MYHUITUMIIAILHOTO yrpasiieHus : yaeoHoe mocooue mius CIIO / E. B. 3aiinea, H. B. ['onuapoBa. — 2-¢
u3n. — CaparoB : IlpodobpazoBanme, 2021. — 176 c. — Tekcr : anmekrponsbii / Ludposoit
obpaszoBarenbHblii pecypc IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/104900.html —
Pesxxum nocTyna: 1uist aBTOpU3UP. TOIb30BaTENEH

4. KysnenoBa, M. B. Kou¢uaeHmaibHoe AEIONPOU3BOACTBO M 3alIMINCHHBIA AJICKTPOHHBIN
JOKYMEHTO000POT : yueOHoe mocobue s Oakanaspos / M. B. Kysnenosa, I'. A. XagarpssH. — Mocksa :
At [Tu Ap Meaua, 2020. — 192 c. — Tekcr : anextponnslii // LHudposoii oOpazoBatenshblil pecypc IPR
SMART : [caiit]. — URL.: https://www.iprbookshop.ru/97083.html — Pexwum moctyma: 1is aBToOpu3up.
M0JIb30BaTENEH.

5. CucTeMsl 3IIEKTPOHHOTO JOKYMEHTOO00pOTa : yueOHOe mocodue (J1adopaTopHbI MPaKTUKYM) /
cocraputenn M. I'. Pomanenko. — CraBpomnons : CeBepo-KaBkasckuii QenepaibHbIii YHUBEPCUTET,
2019. — 109 c. — Texkcrt : anekTponHbii // [ludposoit odpazosatenbhblil pecypc IPR SMART : [caiit].
— URL: https://www.iprbookshop.ru/92745.html — Pexxum noctyma: ajst aBTOpU3HP. TOIb30BaTenei

6. CremanoBa, E. H. Cuctema 31eKTpoHHOTO JOKYMEHTO000O0poTa (00JIadHOe pelIeHHE) : yaeOHOe
nocodue / E. H. CrenanoBa. — Mocksa : At [Iu Ap Menua, 2021. — 182 ¢. — Tekcr : 3neKTpoHHBIH //
[Mudposoit o0pa3oBaTeNbHbIH pecypc IPR SMART : [caliT]. — URL:
https://www.iprbookshop.ru/101357.html — Pexum noctymna: st aBTOPU3HP. MOJIb30BaTECH

7.3. Ilepeuens pecypcoB HHGPOPMAIHOHHO-TEJIEKOMMYHUKANIMOHHOM ceTn « AHTEpHET»
5. http://www.consultant.ru/— KoucynerataT [T1roc

6 http://www.garant.ru/— I"apanT

1. [TporpammHuoe obecrieueHre yisi OpraHu3alud KOHPEPEHITNN

Pazgen 8. MatepnajibHO-TeXHHYecKasi 6a3a M1 MHPOPMALMOHHBIE TEXHOJIOTHHU

MarepuanbHO-TeXHH4YEeCKass 0a3a, Heo0XOoAUMAas /sl OCYLIECTBJIEHHS 00pPa30BaTeJbLHOIO
npouecca no JUCHUILINHE:

MarepunanbHO-TEXHUYECKOE 00ecTedeHne AUCIUILINHE «/loKyMeHTOBeieHHe» BKIII0UaeT B ceds
y4eOHble ayJUTOPUM JJIS TPOBENCHMS 3aHATHH, TPYNIOBBIX U WMHIUBHIYaJIbHBIX KOHCYJbTAIHH,
TEKYIIETO KOHTPOJIS ¥ TIPOMEKYTOYHOH aTTECTAIlN, CAMOCTOATEIBHON paboThl 00yJarOIIIXCsl.

VY4yeOHble ayIUTOPUHM YKOMIUIEKTOBAHbI CHEIHMAIM3UPOBAHHON MeOenbl0 U TEXHHUYECKUMH
cpeactBamu  o0yuyeHus. [lomemieHus i caMOCTOSTENbBHONM paboThl 00Yy4YarOIIMXCSl OCHAIIEHBI
KOMIBIOTEPHON TEXHUKON C BO3MOKHOCTBIO MOAKIIOUEHHS K ceTH VIHTepHeT.

HHCHI/IHJ’H/IH& MOXKET pCAIM30BBIBATECA C IMPUMCHCHHUEM JHUCTAHIIMOHHBIX TEXHOJIOTHH O6y‘-IeHI/I$I.
Crnenuduka peanusalMyd IUCHUIUIMHBI C TPUMEHEHHWEM JMCTAHIIMOHHBIX TEXHOJOIHMH OoO0y4deHHs
yCTaHaBJIMBAeTCA JOMOJNHEHHEM K paloueil mporpamme. B uactu He mpoTuBopeuamiei cnenuduke,
N3J0KEHHOH B JOMOJJHCHHUHU K IpOorpaMMeE, MPUMEHACTCA HACTOAIAsA pa60qa$[ Imporpamma.
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MarepuanbHO-TeXHIUUECKas 0a3a, He0OXOoquMast I OCYIIECTBICHUS 00pa30BaTeIbHOTO Impolecca
10 AUCLUUIUINHE C IPUMEHEHNEM IUCTAHLMOHHBIX 00pa30BaTENbHbBIX TEXHOIOIUH BKIIFOYAET B CE0sL:

KommnbroTepHass TeXHUKa, pacrojiokeHHas B yueOHom kopmyce Wucturyra (yn.Kaumnues, 63,
kabunet LleHTpa AUCTAaHITMOHHOTO O0yUYEHHS):

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

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

3NUYHBIE 3JCKTPOHHBIE YCTPOMCTBAa (KOMIBIOTEpPHI, HOYTOYKHM, IUIAHIIETHI M WHOE), a TaKxkKe
CpeZCTBa CBSI3U IpenoaBaTesei u CTy/IeHTOB.

HNudopmannoHHbIe TEXHOJIOTHH, HEOOXOJUMBIE Il OCYLIECTBICHHU 00pa30BaTeIbHOTO Ipoliecca
10 JUCLUIUINHE C IPUMEHEHUEM IUCTAaHLMOHHBIX 00pa30BaTeIbHbIX TEXHOJIOIMH BKIIIOYAIOT B CeOs:

- cuctema auctannnonHoro obydenus (CJ1O) (Learning Management System) (LMS) Moodle
(Modular Object-Oriented Dynamic Learning Environment);

- JJIEKTPOHHAs 1104YTa;

- CUCTEMa KOMITBIOTEPHOT'O TECTUPOBAHUS;

- Hudposoii o6pazoBarensHbiii pecypc IPR SMART;

- CUCTeMa MHTEPHET-CBsI3U skype;

- TeneOHHas CBSI3b;

- IpOrpaMMHO€E 0OecrieueHue I OpraHu3alui KOH(PEpeHIUH.

OOydenue 0O0ydYaIONIMXCS WHBAIMIOB W OOYYAIOIIUXCA C OTPAaHHMYCHHBIMH BO3MOXKHOCTSIMH
3/I0pOBbsI  OCYLIECTBISICTCS IOCPEACTBOM IPUMEHEHUS CHEIMaJIbHBIX TEXHUYECKUX CpPEACTB B
3aBUCHUMOCTH OT BHJa HO30JIOTHH.

[lpu mnpoBeneHMM Y4YeOHBIX 3aHATUH 1O JAUCHUILUIMHE MCIOJB3YIOTCS MYJIbTUMEIUIHbIE
KOMILJIEKCHI, JJIEKTPOHHBIC YUCOHUKH U Yy4eOHbIE TOCOOUS, aallTUPOBAHHbBIE K OTPAHUYCHUSM 3]I0POBbSI
oOyJaromuxcs.

JIeKIIMOHHBIE ayAUTOPUU OOOPYAOBAaHBl MYJIbTHMEIUHHBIMH KadeapaMu, MOAKIIOYCHHBIMH K
3BYKOBBIM KOJIOHKaM, MO3BOJISIFOIIMMH YCHIINTh 3BYK Ul KATETOpPUHU CIa0O0CbIIIAIMX 00yUYarouxcs, a
TaK)Ke NMPOEKIIMOHHBIMU 3KPaHaMU KOTOpbIE YBEJIMUYUBAIOT U300pakK€HUE B HECKOJIBKO pa3 U MO3BOJISIOT
BOCIIPMHUMATh YY€OHYI0 MHPOPMALIMIO 00YJaIOIUMCs ¢ HApYIICHUSIMU 3PEHUS.

[Tpu oOyueHuu JuIl ¢ HApYIICHUSAMHU CIIyXa UCIIOJIb3YETCSl YCHIIUTENb CilyXa AJisl cIaboCbIIIaiux
moaeit CyberEar momens HAP-40, momoratommii o0y4aeMbIM Jiydllle BOCIPHHHMMATh Y4eOHYIO
MH(pOpMaIHIO.

OOyuaromyecs € OTrpaHMYEHHBIMM BO3MOXKHOCTSIMHM 3]I0POBbs, OOECIE€UYEeHbl IE€YaTHBIMU H
3JIEKTPOHHBIMU 00pa30BaTENIbHBIMU PeECYpCcaMu (IPOTrpaMMBbl, YUEOHUKH, Yy4eOHbIE TOCOOUSI, MaTepUalbl
JUIl CaMOCTOSITENIbHOW paboThl U T.1.) B (opMax, aJaiTUPOBAHHBIX K OIPAaHUYEHUSM HX 370POBBS U
BOCHIPUATUS UH(POPMALUH:

JJIS1 JIML C HAPYIICHUSIMHU 3PeHUs:

- B (hopme 31eKTPOHHOTO TOKYMEHTA;

- B hopme aynuodaiina;

JJIS1 JIMLL ¢ HAPYIIEeHUsIMH cJIyXa:

- B IeyaTHOH opme;

- B (hopme 31eKTPOHHOTO TOKYMEHTA;

JJIS1 JIML C HAPYIIEHUSIMU ONIOPHO-ABUIATEJILHOI0 annapara:

- B Ie4aTHoOM (opme;

- B (hOpMe IIEKTPOHHOTO JOKYMEHTA;

- B popme ayauodaiina.
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Pasznen 9. MeToaunuyecKkue YKazaHud AJad oﬁyqammnxm M0 OCBOCHHMI0O JHUCHUILJIMHBI

JUisi  yCHeUIHOrO YCBOEHHUS JIGKIIMOHHOTO MaTepuayia OOydYaloUIMiics JOJDKEH MPOCMOTPEThH
y4eOHYI0 JIUTEepaTypy MO TeMe JICKIIMU C TeM, YTOObI MMETh XOTsI OBl MPEACTaBJIICHHE O MpobieMax,
KOTOpBbIE OyAyT pa3zdoupaTbcs B JieKUMU. OH JOJDKEH TAaK)Ke MBICJICHHO MPHUIIOMHHUTH TO, YTO YK€ 3HAET,
KOrZla-TO 4WTaJl, M3y4daJl IO JPYyrMM IpeaMeTaM IpPHMEHHUTENbHO K JAaHHOM Teme. InaBHOe B
NpojIeTIaHHOM paboTe K JIeKuuu — GopMUpOBaHUE CYOBEKTUBHOI'O HACTPOS HA XapakTep MH(POpMaIuH,
KOTOPYIO OH IMOJYYUT B JIEKLMM IO COOTBETCTBYIOLIEH Teme. MHOorma [uis 3Toro ObIBaeT J0CTaTOYHO
O3HAKOMUTBCS C TUIIOBON pabovell mporpaMMoii Wik y4eOHBIM PYKOBOJCTBOM.

IIpobnemHas eKuMs HE TOJBKO PACKPbIBAE€T IYHKTHI, IPOOJIEMBI, TEMbl, KOTOPbIE HaXOIATCS B
nporpamMMe, HO M 3aCTaBisieT 0OydYarolIero MBICIUTh YKOHOMHYECKH TPAaMOTHO, UCKaTh HOBBIC MYTH U
CpelncTBa pelieHus HauOosiee CIOXKHBIX MpobiseM. Ona obnagaeT OoJblmION WH(DOPMAITMOHHON
€MKOCTBIO, M 32 KOPOTKOE BpeMs IPEro/aBaTellb yCIEBACT M3JIOKUTh TaK MHOTO MpPOOJeM, MBICIEH,
UJeH, 4TO HAJ0 HE MOTEPAThCA B 3TOM mHGopmaruu. OO0yJaromuiicss TOJDKEH MOMHHTh, YTO HUKAKOM
yu4eOHMK, HUKaKas MOHOTpadusi UM CTaThsi HAa MOTYT 3aMEHUThH yueOHYIO JeKIuio. B cBoro ouepenp,
pa0oTa Ha JEKIMH — 3TO CIIOKHBIA BUJ IO3HABATEIBHOM, MHTEUIEKTyalbHOH paboThbl, TpeOyromei
HaNpsDKCHUsI, BHUMaHUS, BOJIM, 3aTpaT HEPBHOU M (pu3nueckoi sHeprun. Bech nmpoOiieMHbIi MaTepua,
cooOlraeMplii IpenojaBaTeieM, J0JDKEH He MpocTo mpociymuBarbesd. OH JOMKeH OBbITh aKTHUBHO
BOCIPUHAT, T.€. YCIHbIIIAH, OCMBICIIEH, IOHAT, 3aUKCUpPOBAaH Ha OyMmare M 3aKpelyieH B IaMsTH.
IIpuctynas Kk ciymaHui0 HOBOTO MaTepHasa, IOJIE3HO MBICIIEHHO YCTaHOBUTH €ro CBs3b C paHee
U3Y4YEHHBIM, YACHUTD, HA YTO ONUpAETCS U3JokeHHas Tema. Ciieqs 3a TEXHUKOW YTEHUSI JIEKIIMU (aKLEHT
Ha CYIIIECTBEHHOM IOBBIIIEHUU TOHA, U3MEHEHUS pPUTMa, May3a U T.I1.), 00yJaroluiics JODKEH BCiel 3a
MPEIoIaBaTeNIeM YMETh BBIJCISATh OCHOBHBIC KAaTETOPHH, 3aKOHBI M MX COAEp)KaHUE, MPOOJIeMBl U UX
BO3MOJKHBIE pEIIEHUs, JOKa3aTelabcTBa M BbIBOJBL. OcyliecTBisAs Takylo paloTy, oO0ydarouuiics
3HAYUTENBHO 0bOJyeryaer cede rirybokoe MOHMMaHHE MaTepHala, ero KOHCIEKTHPOBAHUE U JajbHEUIIee
U3YYCHHE.

3anuch JEKUUHU SBJISETCS BaXKHEHIIMM 3JIEMEHTOM paboThl oOyuatonierocs: Ha jgekuuu. KoHcnexkr
M03BOJISIET eMy 00paboTaTh, CHCTEMATU3UPOBATH U JIyUIlle COXPAHUTh MOIy4YEHHYIO0 HH(POPMALIHIO C TEM,
9TOOBI B Oy/yIIIeM OH CMOT BOCCTAaHOBHUTB B TAMSITH OCHOBHBIE COJIEPKATEIbHBIC MOMEHTHI JICKITHH.

Tunuynas ommOka oOyyaromuxcs — JIOCJIOBHOE KOHCIEKTHpoBaHHe. Kak mpaBuio, mpu 3amucu
CIIOBO B CJIOBO HE OCTaeTcs BPEMEHU Ha O0JyMbIBaHME, aHAIU3 U CUHTE3 MHpopmaiuu. MckyccTtBo
KOHCIIEKTHPOBAHUS CBOJAUTCS K HaBbIKaM CBEPThIBaHHUSA MH(POPMALIMH, T.€. 3aIUCH €€ CBOMMM CIOBaMH,
YaCTUYHO CJIIOBOCOYETAHUSIMH JIEKTOpPa, ONPENEICHHBIMU M NMPOCTO HEOOXOAMMBIMH COKpAIEHUSIMU U
MHBIMHU [IPUEMaMH, HO TaK, YTOObI CyMeTh BHOBb Pa3BEpHYTh MH(OpMAIUIO Oe3 CyIIeCTBEHHON MOTEpH.
Otbupas HyXHYIO HH(OpPMaLMIO, IJIaBHBIE MBICIH, MPOOJIEMBI, PEIIEHHs W BBIBOJBI, OOydaromeics
COKpAIllaeT TeKCT U CTPOUT CBOM, B KOTOPOM OH CMOXET Pa300paThCsl.

IIpy BeneHMM KOHCIIEKTa JIEKIHMHM €CTh MaTepuaj, KOTOPBIMA 3alMChIBAETCS JOCIOBHO, HAaIpUMED,
(GOpMYIMPOBKM HOPMATUBHBIX AKTOB, ONPEIENCHHS OCHOBHBIX KPUMHUHOJIOTMYECKMX KaTeropuii u
3aKOHOB. [Ipu 3TOM OOydJaromIMiiCsS AOHKEH AJisi ce0sl B KOHCIEKTE BBIICIUTD IJIABHYIO MBICIb, UJCIO B
OIIPEAEIIEHUHN TOTO WJIA UHOTO MOHATHS, €r0 CYIIHOCTb, HE CTApasCh Cpa3y MOHSITH €ro B JETANAX. JTO
MO3BOJINT H3HAYaJIbHO YCBOWUTH SKOHOMHMYECKHE IOHSATHS, ONUpasCh Ha TJIaBHYIO HJIEH, YSCHUTh
CYLIHOCTb.

B kxoHcnekTe sekiuii 00s3aTeabHO 3aMCHIBAIOTCS: Ha3BaHWE TEMBI JIEKIIMH, OCHOBHBIE BOIIPOCHI
IUIaHa, peKOMEHayeMas JuTeparypa. TeKCT JeKIUH TOJIKEeH ObITh pa3/iesieH B COOTBETCTBUH C TIAHOM.

C oxoHuaHHMEM JIeKIIMU paboTa HaJ KOHCIIEKTOM MOKET CUUTAThCs 3aBepiieHHoW. HyxHo emie
BOCCTAaHOBUTbH OTJEJIBHBIE MECTA, IPOBEPUTH, BCE JIM IOHATHO, YTOUYHUTH UYTO-TO HAa KOHCYJIbTALUH,
MPENNPUHATh UHBIE MEPBI C TEM, YTOOBI KOHCIIEKT MOT OBbITh MCIOJIB30BaH B MPOLECCE MOATOTOBKH K
CEMHMHapaM, DK3aMEHY, A JAJIbHEWINEro W3yuyeHUs TeMbl, Ha npakTuke. KoHcmekr nexkuumid —
HE3aMEHUMbIN y4eOHBIH JOKYMEHT, HEOOXOAUMBIH /1711 CAMOCTOSITENTLHON paboThlI.

TemarnueckuM IIaHOM H3Y4YEHHs JUCLUUIUIMHBI IPEIyCMOTPEHBI IPAKTUYECKHE 3aHATHS.
[ToaroroBka K MpakTUYECKOMY 3aHSATHIO IIPENOAraeT ABa dTana padoThl 00yJaromMXcs.

IepBbIif 3Tam — ycBoeHue TeopeTHueckoro Marepuana. Ha nepBom stamne oOyyaromuiicss J0JKeH
oTpaboTaTh M YCBOWUTH Y4eOHO-IIPOrpAaMMHBIN BY30BCKHH MaTepHuall, HCIOJb3Yysl METOAMYECKHUE
PEKOMEH/Ialliu 0 MOATOTOBKE K CEMUHAPY.
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Btopoil stan npeamnonaraeT BBINOJIHEHUE MPAKTUYECKOTO 3anaHus. KOHKpeTHO Takoe 3ajaHue
naeTcst o0yvaroneMycsl MpernojaBaTesieM B KOHLE 3aHSTHSA, MPEIUIeCTBYIOLIEr0 MPAaKTHUYECKOMY. DTO
MO>KET OBITh MOJTOTOBKA KOHCIIEKTA, TIaH PabOThI IO TOM MM HHOM CUTYAIUH, IJ1aH Oece/Ibl U T.11.

3amaHusi JOJKHBI OBITH BBIOJIHEHB MUChbMEHHO. Kpome TOro, mo TeopeTHHYeCKHMM BOMpPOCAM
00y4aromuics T0JKEeH NOArOTOBUTH paboune MIaHbl CBOMX OTBETOB HA HHX.

JomamHee 3aaHue OO0y4yaroUIUiicsi TOTOBUT CAMOCTOSATEIbHO, YIesssl Ha MOJATOTOBKY HE MEHee
Tpex uyacoB. [Ipu BBINOJIHEHMM [OMAIHErO 3aJaHUS OH MOXET I0Jb30BaThCSl TEXHUYECKUMU
CpelacTBaMU, yueOHOM IuTepaTypoi, KOHCIIEKTaMU JIEKIIMH U 11.p. PexomeHnnyercs vaiie oOpamiarbes 3a
KOHCYJIbTAIIMSIMUA U OKa3aHHEM HeOOXOJMMOi MOMOIIM K MPEro1aBaTesiM Kadeaphl.
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