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1. HAUMEHOBAHUWE U LNEJIb OCBOEHUA JUCHUIIJIMHBI (MOAYJISA).

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

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

Hesm aucuuniaunbl: popMupoBanue y 00ydaronuxcsi MpeCTaBICHHUS O JOKYMEHTAIIUH
U OpTraHu3allud CUCTEMbl JOKYMEHTAIIMOHHOTO obecriedeHusl (ympaBiieHUsl JOKyMEHTAlUel) B
OpraHM3alMsaX pa3jIMYHOrO YPOBHS YIPAaBIEHHUS, B YAaCTHOCTH, B OpraHax TrOCYAapCTBEHHOU
BJIACTH U YIIPABJICHUS U IPABOOXPAHUTEIbHBIX OpraHax.

3agaud JMCHMIUIMHBI: HAY4YUThb CTYAEHTOB, MCIOJIb3Ysl COBPEMEHHYIO 3aKO-
HOJATENbHYI0O ¥ HOPMAaTUBHO-METOJUYECKYI0 0a3zy 10 BONpOcaM JOKYMEHTAI[HOHHOTO
o0ecrieyeHns yIpaBJiICHUs, COCTABIATh U 0OPMIIATh OPHIIUATBHBIE TIOKYMEHTHI, pa30upaThcs B
nprUeMax U METOJUKE OpraHu3alui paldoThl C JOKYMEHTaMH, B TOM YHUCJIE CO3JaHHBIMU C
MOMOIIBI0 HOBEHIINX MH(OPMAIIMOHHBIX TEXHOJIOTHIA.

2. ITAHUPYEMBIE PE3YJIBTATBHI OBYUEHUSA 1O JUCIUIIJIMHE (MOAYJIIO),
COOTHECEHHBIE C INJIAHUPYEMBIMHA PE3YJBbBTATAMHA OCBOEHUA
OBPA3OBATEJIbHOM ITPOI'PAMMBI

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

YK-6 CnocobeH ympaBisiTh CBOMM BpEMEHEM, BBICTPAWBaTh M PEATHU30BHIBATH
TPAEKTOPHUIO CAMOPA3BUTHS HA OCHOBE NMPUHIIUIIOB 00pa30BaHuUs B TEUCHUE BCEH KHU3HH,

IIK — 6 Cnioco0OeH OCyIIeCTBISTh MOTOTOBKY IOPUINYECKUX JOKYMEHTOB.

Kon
®opmupyemas
IInannpyemMble pe3yJbTaThbl 00y4eHUs! pe3yabTara
KOMIETeH U
o0yueHust
YK-6 CrI0cOOBI TUTAHUPOBAHUS CBOOOTHOTO BPEMEHH; YK-6 -31
it H yIpaBJsTh
CnocoGen ynpas1 3uarp CrI0CcOOBI IPOEKTUPOBAHUS TPACKTOPUHU
CBOUM BPEMEHEM, YK-6 — 32

podeCCHOHATIEHOTO U IMYHOCTHOTO POCTA.

BbICTpanBaThb U
PCAIN30BbIBATH
TPACKTOPHUIO CAMOPA3BUTHA

OLICHUBATH JIMYHOCTHBIC PECYPCHI IO JOCTUKCHHUIO ueneﬁ
YIIpaBJCHUs CBOMM BpeMeHeM B mpoiecce peanusauuu | YK-6—VY1
YMern  [TPaeKTOPHHU CaMOPa3BUTHSI.

Ha OCHOBC IPUHIMIIOB

[UIAHUPOBAaTh CBOOOJHOE BpeMsi U  MPOEKTHPOBAThH
00pa3zoBaHUs B TEUECHUE

TPACKTOPHUHU JIMYHOCTHOI'O pOCTa

YK-6-VY2

BCEll JKU3HU -
[prUeMaMl W TEXHUKAMU ICUXUYECKOM caMOperyJsiiuH,

N YK-6 - Bl
Bi1afieHus COOOH U CBOMMH pecypcamu.

Baangerp |[HaBbIKAMM  KPUTHYECKM OIEHUBAaTh  3()(EKTHBHOCTDH
MCIIONIb30BAaHMSI BpPEMEHM M Jpyrux pecypcoB mpu | YK-6—B2
€IICHUH TOCTaBJICHHBIX LENeH U 3aa4.

IIK — 6 CUCTEMY JEeMCTBYIOILEro TPaKIAHCKOTO
CriocoOeH OCYIIECTBISITh 3akoHOJarenbeTBa Poccuiickoit denepanuny, K-6 — 31
IMOJATOTOBKY IOPHINYCCKUX CII0COOBI YCTpaHCHUA OIINOOK B IOPUANYICCKUX
JTOKYMEHTOB. JTOKYMEHTax
3HaTh _
COOTHOIICHHUC IIOHATUN HOPMOTBOPYECTBO,
[IPaBOTBOPYECTBO u 3aKOHOTBOPYECTBO, BUABL | e o 2y
MIPaBOTBOPYECTBA, 3aKOHOTBOPUECTBO M IIOJI3aKOHHOE
[IPaBOTBOPUYECTBO
Vamers  [CCPUIATBCA HA HOPMbI IPAKJAHCKOIO 3aKOHOMATENBCTBA | 1y o |

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




BbISIBJIATD TPUYNHDBL OIIOOK B IOPpUANYCCKUX JOKYMCHTAX,
OIIPCACIIATD UX BUJIbI

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

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

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

[IK-6 — B2

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

b1.B.01. «J/lokyMeHTOBeJeHUE B IOPUCIPYACHUIUMNY» SABISETCA TUCIUIIMHONW YacTH,
dbopMupyeMoil y4acTHHKaMH OOpa3oBaTENbHBIX OTHOHIeHWH bioka lydeOHOro mimaHa u
M3Yy4aeTcs CTYyJICHTaMH IIEPBOTO Kypca B IEPBOM U BTOPOM CEMECTPaxX OYHOU (GOpMbI 00yUICHUS
(TIOJTHBIN CPOK O0YYEHUS).

3.1. TpeGoBaHus K NpeIBAPUTEILHOM MOATOTOBKE 00y4aloerocs:

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

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

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

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

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

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

JucuummmHa npeamnoiaraet uzydenue 10 tem.

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

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




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

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

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

Tema 1. Pons u mecto JIOVY B VK-6 - 31
cucteme ynpasiieHus: Poccuiickoit YK-6-V1
Denepanun VK-6 — B2
10 4 2 2 6 K-6 — 31
[K-6 - Y1
T1K-6 — B2
Tema 2. CoBpeMeHHOE YK-6 - 32
rOCy/IapCTBEHHOE PETYIUPOBaHUE YK-6 —-VY2
JIOY B Poccun VK-6 - B1
12 6 2 4 6 TK-6 — 32
[K-6 — ¥2
IIK-6 — B2
Tema 3. CoctaB ynpaBieHYECKHX YK-6-32
JIOKYMEHTOB VK-6 -V2
YK-6 —B1
12 6 2 4 6 K-6 — 31
IK-6 — ¥2
T1K-6 — B1
Tema 4. Cocrapienue u YK-6 —32
odopmIICHHE TOKYMEHTOB YK-6 —-VY2
YK-6 — B2
12 6 2 4 6 TK-6 — 32
K-6 - Y1
IIK-6 — B1
Tema S. OcHOBHBIE IOpUINYECKHE YK-6 - 31
MIPUHLHUIIBI OpraHUu3aluu VK-6 -V1
JIOKYMEHTO000pOTa YK-6 - B2
12 6 2 4 6 K-6 — 31
[K-6 -VY1
ITIK-6 — B1




Tema 6. IIpaBoBas ocHOBa YK-6 - 32
pEerucCTpanyy U KOHTPOJIS YK-6 -V1
WCTIOTHEHUS TOKYMEHTOB VK-6 - B2
14 8 4 4 6 TK-6 — 32
[IK-6 — Y2
IIK-6 — B2
Bcero 3a 1 cemecTp 72 36 14 22 36
2 cemecTp
Tema 7. HopMaTiBHO-TIpaBOBast YK-6-32
0asa 1o cucreMaTH3aIii VK-6 -V2
JIOKYMEHTOB U UX TEKYILETO YK-6 - B2
XpaHEeHUs 16 8 4 4 8 IK-6 — 31
[K-6 - V1
I1K-6 — B2
Tema 8. IIpaBoBoe perynupoBaHue YK-6 - 32
nporecca IMoJIrOTOBKH U Mepeaadn YK-6 -VY2
JIeN B apXUB YK-6 —B1
18 10 4 6 8 TK-6 — 32
[IK-6 - ¥2
IIK-6 — B1
Tema 9. [TonsTre «oOpameHne VK-6 - 31
rpaKaaH» U 3aKOHOJATENIbHOE VK-6 -V2
perynupoBaHue paboThl C HUMHU YK-6 -B1
16 8 4 4 8 TK-6 — 31
[K-6 - VY1
I1K-6 — B2
Tema 10. OcobeHHOCTH BeACHUS YK-6 - 31
JICIIOTIPOU3BOJICTBA 110 YK-6-V1
oOpalieHusM rpaxaan YK-6 - B2
12 6 2 4 6 TIK-6 — 32
[IK-6 — ¥2
IIK-6 — B1
3ayer ¢ OLEHKOH 10 4 6
Bcero 3a 2 cemecTp 72 32 14 18 4 36
Hroro: 144 68 28 40 4 72
OuHo-3204Has Gpopma 00y4eHuUst
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2 cemecTp
Tema 1. Pons u mecto IOV B YK-6-31
cucreMme ynpasineHus Poccuiickoi YK-6-V1
Denepanuu VK-6 - B2
10 4 2 2 6 IK-6 — 31
[K-6 -VY1
IK-6 — B2
Tema 2. CoBpemMeHHOE YK-6 —-32
roCyIapCTBEHHOE PETyIUPOBAHUE 12 4 4 8 YK-6 —-VY2
JIOY B Poccun VK-6 — B1




IK-6 — 32
IK-6 — V2
IIK-6 — B2
Tema 3. CocraB ynpaBiIeHIECKIX YK-6-32
JIOKYMEHTOB VK-6 -V2
YK-6 - B1
12 4 2 2 8 TK-6 — 31
[IK-6 - ¥2
[1K-6 — B1
Tema 4. CocraBneHue u YK-6 - 32
oopMmIICHHE TOKYMEHTOB YK-6-VY2
YK-6 - B2
12 6 2 4 6 K-6 — 32
[K-6 - V1
[1K-6 — Bl
Tema S. OcHOBHBIE IOpUINYECKHE YK-6 - 31
MIPUHLIMIIBI OPTaHU3aLuN YK-6-V1
JIOKYMEHT0000pOTa YK-6 - B2
12 4 2 2 8 K-6 — 31
[NK-6 -VY1
IIK-6 — Bl
Tema 6. IIpaBoBasi ocHOBa YK-6 -32
pETUCTpAIK U KOHTPOJIS YK-6-V1
WCIIOJTHEHUS JOKYMEHTOB YK-6 - B2
14 4 2 2 10 TIK-6 — 32
IK-6 - Y2
I1K-6 — B2
Bcero 3a 2 cemecTp 72 26 10 16 46
3 cemecTp
Tema 7. HopmaTtuBHO-IIpaBoBast YK-6 - 32
0a3a 1o cucremMaTu3anuu YK-6 -VY2
JIOKyMEHTOB U MX TEKYILErO VK-6 - B2
XpaHCHHS 16 6 2 4 10 K-6 - 31
[NK-6-VY1
IIK-6 — B2
Tema 8. [IpaBoBoe perynupoBaHue YK-6-32
npoLecca NOAr0OTOBKH U Mepeiayu VK-6 -V2
JISIT B apXHB VK-6 - B1
22 8 4 4 14 TK-6 — 32
[K-6 — V2
I1K-6 — B1
Tema 9. [Tonsitue «oOpareHue YK-6 - 31
rpaXkJaH» 1 3aKOHOAATEIbHOE YK-6 -VY2
perynupoBaHue paboThl ¢ HUIMH YK-6 —B1
12 4 2 2 8 1K-6 — 31
[NK-6-VY1
IIK-6 — B2
Tema 10. OcobeHHOCTH BeAEHUS YK-6 - 31
JIETIONPOU3BO/ICTBA 110 YK-6-V1
00paleHNsIM IrpakaaH YK-6 - B2
12 4 2 2 8 [IK-6 — 32
IK-6 — V2
I1K-6 — B1
3auyer ¢ oneHkoii 10 4 6
Bcero 3a 3 cemecTp 72 22 10 12 4 46
Hroro: 144 48 20 28 4 92
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3 cemecTp
Tema 1. Posb u mecto JIOY B YK-6 - 31
cucteMe ynpasieHus Poccuiickoit YK-6-VY1
Denepanuu YK-6 — B2
IK-6 — 31
IK-6 - Y1
I1K-6 — B2
Tema 2. CoBpeMeHHOE 20 2 2 18 YK-6 - 32
rOCYAApCTBEHHOE PETYINPOBAHNE YK-6-V2
JOYVY B Poccun YK-6 - B1
IK-6 — 32
[IK-6 — ¥2
I1K-6 — B2
Tema 3. CocTaB ynpaBiaeHYECKHX YK-6 - 32
JIOKYMEHTOB VK-6 - VY2
YK-6 - B1
IK-6 — 31
IK-6 — Y2
I1K-6 — B1
Tema 4. Cocrapienue u 22 2 2 20 YK-6 — 32
odopmIIcHHE TOKYMEHTOB YK-6 -V2
YK-6 - B2
IK-6 — 32
[K-6 - VY1
IIK-6 — B1
Tema 5. OCHOBHBIE IOPUANUECKHE VK-6 — 31
MPUHLIMIIBI OPraHU3aluN VK-6 -V1
JIOKYMEHT0000pOTa YK-6 - B2
ITK-6 — 31
IK-6 - Y1
I1K-6 — B1
Tema 6. [IpaBoBast OCHOBa 22 2 2 20 YK-6 — 32
pEerucTpayy U KOHTPOJIS YK-6 -V1
HCTIOJIHEHUS IOKYMEHTOB YK-6 — B2
IK-6 — 32
[K-6 —¥2
I1K-6 — B2
Tema 7. HopmaTuBHO-NIpaBoBas YK-6 - 32
0a3a mo cucTeMaTH3aIuu YK-6-V2
JIOKYMEHTOB U UX TEKYILETO YK-6 - B2
XpaHEeHHUs IK-6 — 31
22 2 2 20 IK-6 - V1
I1K-6 — B2
Tema 8. IIpaBoBoe perynupoBanne YK-6 —32
Ipouecca NOAr0TOBKY U Iepeadu YK-6 -VY2
JIeN B apXUB YK-6 — B1




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

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

Paspnen 1. CoBpeMeHHasi opraHu3anus JOKYMEHTAIlHOHHOI0 o0ecrieYeHusl yIpaBJieHus!
(10Y) B Poccun.

Tema 1. Poab n mecto IOY B cuctreme ynpasiaenusi Poccniickoii @enepauun.

[ToHSTHS  «JIETONPOU3BOJICTBOY»,  <«IOKYMECHTAIMOHHOE OOECIeUYCHHUE  yIPaBICHHS,
«ITOKYMEHT», «O0(MULHATbHBIA JTOKYMEHT», «IOKYMEHTHPOBAHHE», «OpTaHu3alus padoThl C
JIOKYMEHTaMuU».

Pone JIOY B paboTe ympaBieHdeckoro ammapaTa. B3auMocBsi3b U B3aUMO3aBUCHMOCTH
ynpaBJ’IeHI/ISI, )IeJ'IOHpOI/BBOI[CTBa 158 apXI/IBOB. 3az[atn/1 ynqueHI/m KadyeCTBa )IOKYMGHTI/IPOBaHI/ISI
YIPaBJICHUYECKON JEATENBHOCTH B CBS3M C MOCIEAYIOIIMM HCIOIb30BAHUEM YIIPABICHUYECKUX
I[OKYMGHTOB KakK I/ICTOpI/ILIeCKI/IX NCTOYHHUKOB.

Bzaumopeiicteue cayx6s1 JIOY ¢ apyrumMu moApas[eNeHUsMH PaBOOXPAHUTEIbHBIX
OpraHOB, OPTaHOB T'OCYIAPCTBEHHOMN BJIACTH U YIPABIICHUS.

Tema 2. CoBpemenHoe rocyaapcrsennoe peryjauposanue JJOY B Poccumn.

3akoHozarenpHble akThl Poccuiickoit ®Penepanuu, 3arparusatomive Bompockl JOY B
OpraHM3alysaX, HE3aBUCHUMO OT HUX OpraHHU3allMOHHO-TIPaBOBOW (OPMBI COOCTBEHHOCTH:
denepanbHble 3aKOHBI, ocTaHOBIeHUs [IpaBuTenbcTBa, 3akoHbl TBepckoit obmactu «O cxeme
ynpasieHus: TBepckoit obmacteion, «O06 ApxuBHOM (oHAe TBepckoil 005acTH U apXuBax»,
NOCTaHOBJIEHUs U pacnopsbkeHus ['yoepaaropa Teepckoit obsactu B chepe JOVY.

HopmaTuBHbIE W  METOAWYECKHE JIOKYMEHTBI, pPErjJaMeHTHPYIOIIUEe COBPEMEHHYIO
opranu3zaiuio JJOY: 'ocynapcTBeHHas cCUCTEMa JOKYMEHTAIMOHHOTO 00ecrieueH sl yIpaBiIeHus
(rcaoy), T1oOCT P 6.30-2003  «YHUGUIMPOBAHHBIE  CHCTEMBI  JOKYMEHTAIWU.
YHUGHUIMpPOBaHHAs CUCTEMa OPraHU3allMOHHO-PACTIOPAIUTEILHON JoKyMeHTauu. TpeboBaHus
Kk odopmiienuto nokymento», I'OCT P 51141-98 «Jlenonpou3BoacTBO U apXHBHOE [IENO.
TepMuHBI M ompeneneHus», TuUrmoBas MHCTPYKIHS IO JEIONPOU3BOACTBY B (herepaibHBIX
opraHax ucnoynHutenbHoi Biaactu (M., 2001), [lepedyeHb TUIIOBBIX JOKYMEHTOB, 00Pa3yIOIINXCs
B JIEATENILHOCTU OpraHM3alui, ¢ yKa3aHueM cpokoB xpaHeHus (M., 2001); HopMaTHUBHBIE
JOKYMEHTBI, COJIep)Kallli€ HOPMbI BPEMEHHM Ha pabOThl, BBHINOJIHSIEMbIE COTPYIHUKAMU
YIPaBIEHYECKOIO anmnapara.

Pa3nes 2. JlokyMeHTHPOBaHUE YIIPABJICHYECKOH J1esITeIbHOCTH.




Tema 3. CocTaB ynpasjieHY4eCKHX J0OKYMEHTOB.

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

YuudpunupoBanueie cucrembl gokymeHrtamuu (YCH). VYaudummpoBannas cucrtema
OpraHu3aIMoOHHO-pacnopsaauTenbHoi nokymentanuu (Y COPJI).

Oo6mmepoccuiickuii kiaccudukaTop ymnpasieHueckoit jokymentanuu (OKY ).

Tema 4. CocTaBiienue u opopmiieHne TOKYMEHTOB

Bunel u  pa3sHOBUAHOCTH  YNPABICHUYECKUX JIOKYMEHTOB. DopMynsap OKyMEHTa,
O0COOCHHOCTH (opMyJsipa pa3HbIX BUIOB JTOKYMEHTOB. [IOHSTHE «PEKBU3HTHI JTOKYMEHTa.
Cocras u npaBuia opopMiIeHHs peKBU3UTOB. TpeGoBaHus K OJlaHKaM JOKYMEHTOB.

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

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

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

Pa3nen 3. Opranusanus paéoTsl ¢ JOKyMEHTaAMMU.

Tema 5. OcHOBHBbIE IPHMHIUIIBI OPTAaHU3ALMHU JOKYMEHT0000pOTA.

[TonsiTue «10KkyMeHTO000pOT». [IpyHIIMIIBI U paBUIa OpraHU3aluu JOKYMEHTO000POTA.

CrpyKkTypa M XapakTepUCTHKa JOKYMEHTOIOTOKOB. OTallbl MPOXOXKACHUS JOKYMEHTOB B
opranuszanuu. TexHosorus o0pabOTKH MOCTYNAIOUX (BXOASIINX ), OTIPABIAEMBIX (MCXOIALINX)
U BHYTPEHHHX JIOKyMEHTOB. Bocxo e, HUCXoA11e U TOpU30HTaIbHbIE JOKYMEHTOIIOTOKH B
yupexJaeHuu (opraHuzauuu). Yder oObema JoKymMeHTooOopora. TeHneHuuu pocra
JOKYMEHTO000pOTa U IIYyTH €Tr0 COKpAIEHUS.

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

Tema 6. PerucTpanusi 1 KOHTPOJIb HCIIOJIHEHHSI JOKYMEHTOB.

3HaueHue perucTpanuu JOKYMEHTOB JUIsl YIpPaBJIEHYECKOW AesTenbHOCTH. [IpuHIMIBI 1
IpaBUjIa PEruCTpallid JOKYMEHTOB. OpraHusalus perucTpalud M THOoucka HH(popMaluu B
YCIIOBUSX MPUMEHEHUS] HOBEHIINX NH(POPMAIIMOHHBIX TEXHOIOTHH.

KOHTpob MCNONHEHNS TOKYMEHTOB. 3HAUE€HNE KOHTPOJIS 33 MCIIOJIHEHHUEM JOKYMEHTOB B
yIpaBiIeHYECKON JieaTenbHOCTH. OCHOBHBIE MPUHIUIBI €ro opraHu3anuu. CpoKu HCIIOIHEHUs
JIOKYMEHTOB.

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

Tema 7. CucremaTu3anms J0KYMEHTOB H HX TeKyllee XpaHEHHE.

Howmenknarypa zien, ee Ha3HaY€HUE B YUpexAeHUU (Opranu3anuu). Buabl HOMeHKIaTyp Aed,
UX O0COOCHHOCTH. TpeOOoBaHUS HOPMATHUBHBIX U METOIMYECKUX JIOKYMEHTOB K COCTAaBJICHUIO U
oopmieHu0 HOMEHKIatyp zen. Ilopsanok odopmileHus, COriIacoBaHUs, YTBEPXKICHHUS U
BHEJIPEHUSI HOMEHKJIATYP €Il

[TonsiTue «hopMupoBaHue Aem». 3HaUeHHE TPAaBUILHOTO (OPMUPOBAHNUS IOKYMEHTOB B Jefia
JUIS UX TIOCJIEIYIOUIET0 XpaHEeHUs U Ucnosb30BaHus. OCHOBHBIC MpaBuiIa (GOpMUPOBAHUS €.
[Tpu3Haky rpynnupoBKU JOKYMEHTOB B NEPBUYHbBIE KOMILIEKCHI.

XpaHeHHe JOKYMEHTOB B CTPYKTYPHBIX NoJpa3aeneHusX. OTBETCTBEHHOCTh 33 COXPaHHOCTD
JTOKyMeHTOB. Opranusaiiysi CipaBO4HOM pabOTHI.



Tema 8. [loaroroBka u nepegaya e B apXus.

[TonsiTHE «OKCIIEPTH3a LIEHHOCTU JOKYMEHTOBY. DTalbl IPOBEAEHUS dKcnepTr3sl. Co3aHne
LHEeHTpaldbHbIX 3KcnepTHhIX Komuccuil (LIDK) m skcneprHeix komuccuit (9K), ux cocras u
GyHKIIHH.

[Topsiiok mpoBeAEHUsT SKCHEPTH3bI LIEHHOCTH JOKYMEHTOB, O(QOPMIICHHE PE3yJIbTaTOB €e
IIPOBE/ICHMUS.

IlepeyHn JOKYMEHTOB CO CpoKamu XpaHeHus. [loHATHEe, Ha3HAYEHWE U BUIbI MEPEUYHEH
JIOKYMEHTOB U JIEJI.

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

CocTaBiicHHE OIUCEH, BUABI OIIHUCEH.

[Topsinok caum Aen B apXuB CTPYKTYPHBIMU MOJPa3ACICHUSAMU YUPEKACHUS.

Pasznea 4. Opranu3anus 1eJ10MPOU3BOACTBA M0 00PALIEHUAM I'PAaKIAH.

Tema 9. IlonsiTue «o0palieHue rpaxIan» U 3aKOHOATeIbHOE pPeryJiupoBanne padoThl
C HUMH.

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

3aKOoHOJATENbHbIE U HOPMAaTUBHBIE aKThl, pErilaMEHTHpYIOUIHe padboTy ¢ oOpalleHHusIMU
rpaxnaaH. 3HaueHue «TUIOBOro MOJIOKEHUSI O BEJCHUM JICJIONPOU3BOACTBA MO MPEI0KEHUSM,
3asIBJICHUSAM U Kajlo0aM IpaX/1aH B yUPEKICHUAX, OPraHU3aLUAX U IPEITPUSITHIX ).

Tema 10. Oco6eHHOCTH BeleHH AeJI0NPOU3BOACTBA M0 00PallleHUsIM IPaKIaH.

OcHOBHBIE 3a/1a4H JI€J0ONPOU3BOICTBEHHOM CIIy>KOBI B OpraHU3aIlK paboThl ¢ 00paIleHUsIMU
rpaxzaaH. TexHonorus o00paboTKH T0KYMEHTOB, CPOKU HUCIIOJIHEHUS, TPEOOBAHUS K COACPKAHUIO
OTBETHBIX JOKYMEHTOB, OCOOCHHOCTH ()OPMHMPOBAHUS U CPOKM XpaHeHHs jaen. OpraHuszanus
IIpUeMa IOCETUTEIIEH.

5.1. Ill1anbl cCEeMMHAPCKUX, IPAKTHYECKHUX, J1A00PATOPHBIX 3aHATHIA
Tema 1. Poab u Mmecto IOY B cucreme ynpasiaenust Poccuiickoin @enepanuu.
Bomnpocsr:
1. TloHATHS «IETONPOU3BOJICTBO», «IOKYMEHTAIIMOHHOE OOECHeuYeHrne YIpPaBIICHUS»,
«JOKYMEHT», «O(QHUIHATBbHBIN TOKYMEHT», «IOKYMEHTHUPOBAaHUEY, «OpraHu3anus paboThl
C IOKYMEHTaMM».
2. Ponp IOV B paboTe ynpaBiieHUECKOTro armnapara.
3. B3amMocBs3b U B3aMM0O3aBUCUMOCTH YIIPABJICHUS, IETONPON3BOJICTBA U APXHBOB.

Tema 2. CoBpeMenHoe rocynapcrsennoe peryauposanne JJOY B Poccun

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

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

Tema 4. CocTaBiieHue 1 0(popMJIeHHE JOKYMEHTOB
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Bonpocsr:

Buzpl 1 pa3HOBUIHOCTH yNIPaBIEHYECKUX JTOKYMEHTOB.

[ToHsATHE «PEKBU3UTHI TOKYMEHTAY.

CocraB u npasuiia 0ohOpMIIEHUS] PEKBU3UTOB.

TpeboBanus K O1aHKaM JOKYMEHTOB.

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

agrwpnE

Tema 5. OcHOBHbIE IPUHIMIBI OPraHU3AIMHU IOKYMEHT0000pOTA
Bomnpocnr:
1. TlonsaTHE «1O0KYMEHTOOOOPOT».
2. IlpuHUuMOBI ¥ IpaBUiIa OPraHU3ALUU TOKYMEHTO000pOTA.
3. Texnomorusi o0paOOTKM IMOCTYMAIOUIMX (BXOISIINX), OTHPABISAEMBIX (MCXOAALINX) H
BHYTPEHHUX JJOKYMEHTOB.
4. Opra"u3anuss  JOKyMEHTOOOOpOTa B YCIOBUSAX  NPUMCHCHHS  HOBEHIIUX
UH(POPMALIMOHHBIX TEXHOJIOTUH.

Tema 6. Perucrpanusi ¥ KOHTPOJIb HCIIOJTHEHHUS JOKYMEHTOB

Bomnpocsr:

[IpuHUMIIBI ¥ paBUIIa PETUCTPALIUUA JOKYMEHTOB.

KOHTpOJII) HCIIOJIHCHUSA JOKYMCHTOB..

OCHOBHBIE IPUHIUIIBI €TO OPTaHU3ALUU.

Hcnonp3oBaHrne HOBEHIIMX HH(DOPMALMOHHBIX TEXHOJOTMM /Jii BEIEHUS KOHTPOJIS
WCIIOJIHEHUS IOKYMEHTOB.

AP

Tema 7. CucremaTu3zanus J10KYMEHTOB H HX TeKyllee XpaHCHHE
Bonpocsr:
1. Homenkunatypa Jiel1, ee Ha3Haue€HUE B YyUPEXKACHUU (OpraHHU3alum).
2. TpeboBaHUS HOPMATHBHBIX M METOJAMYECKHX TOKYMEHTOB K COCTABJICHHUIO U O(POPMIICHHIO
HOMEHKJIATyp JEl.
3. OcHoBHEIC MpaBuiIa GOPMHUPOBAHUS JICTT.
4. Tlpu3HaKku rpynnupoBKH JOKYMEHTOB B IEPBHUYHBIE KOMITJIECKCHI.
5. XpaHeHue TOKYMEHTOB B CTPYKTYPHBIX NOJIpa3AeICHUsX.

Tema 8. Iloaroroska u nepegaya e B apxuB

Bomnpocsr:

[TonsiTHe «3KCIEpTU3a HEHHOCTH JOKYMEHTOBY.

Oransl NIPOBEIEHUS DKCIIEPTU3BI.

IlepeyHn TOKYMEHTOB CO CPOKAMH XPaHEHUS.

[TonsiTve, Ha3HaYEHNUE U BUABI IEPEYHEN TOKYMEHTOB U JIE.

ITopsimok ciaum Aen B apXuB CTPYKTYPHBIMM MOJPA3ACICHUSAMA YUPEKACHUS.

asrLONE

Tema 9. [lonsaiTHe «o0panleHue rPaKIaH» M 3aKOHOAATEJIbHOE peryJupoBaHue padoThl ¢
HUMHU
Bomnpocsr:
1. OOpameHuss TpaxkaaH, TOHATUS  <«IIPEAJIOKEHUE»,  <BasBICHHE»,  <«OKalobay,
«X0J1aTaliCTBOY, «KOJJIEKTUBHOE OOpAIllEHUE, «IIETULIUSY.
2. 3akoHOJATENbHBIE 1 HOPMATHUBHBIE aKThl, PETIAMEHTUPYIOLIUE padoTy C OOpalieHUSIMU
TPaKJIaH.

Tema 10. Oco0eHHOCTH BeleHUs 1eJIONPOU3BOACTBA 10 00PAILEHUSM IPAKIAAH
Bonpocsr:
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1. OcHoBHBIE 3a7auul JIEIONPOM3BOJICTBEHHOM CIyXkObl B OpraHu3anuud pabOThl C
0OpaIleHUsIMU TPaK/IaH.

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

3. Opranusanus nprueMa moceTuTeNeH.

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

OaHMM U3 OCHOBHBIX BHJIOB JESTEIBHOCTH CTYJEHTA SBJISETCS CaMOCTOSATEIbHAast
paboTa, KOTOpas BKJIIOYAET B ceOsl U3yuyeHHUE JIEKIIMOHHOTO MaTepualia, y4eOHUKOB U Yy4eOHBIX
1nocoOui, MepBOMCTOYHUKOB, TOATOTOBKY COOOIIEHHH, BBICTYIJICHUS HA TPYNIOBBIX 3aHATHIX,
BBIMIOJTHEHHE NPAKTHUYECKUX 3a/laHui. MeToluKka caMOCTOSITeIbHOM paldoThl MpeaBapUTEIbHO
pa3bsACHSETCSl INPENoAaBaTeleM M B  IOCICAYIOLIEM MOXKET YTOYHATHCS C  Y4ETOM
WHAUBUAYAIbHBIX OCOOCHHOCTEH CTyOeHTOB. Bpemss W MecTo caMOCTOATEIbHOW paboThl
BBIOUPAIOTCS CTYAEHTAMM 10 CBOEMY YCMOTPEHHUIO C YYETOM PEKOMEHJalui IpernoaaBaTels.
CaMocToATenbHYI0 padOTy HaJ TUCHUIUIMHON CleayeT HAuuHATh C HM3y4YeHHUS MPOTrPaMMBI,
KOTOpasi COJEPKUT OCHOBHBbIE TPeOOBAHMSI K 3HAHMSIM, YMEHHMSIM M HaBbIKaM OO0y4YaeMbIX.
OO0s3aTenbHO  CleyeT BCIOMHUTh PEKOMEHJAIMU MperojaBarens, JMJaHHbIE B  XOJe
YCTAaHOBOYHBIX 3aHATHH. 3aTeéM — MPUCTYNaTh K H3YUYEHUIO OTAEJIbHBIX pa3JelioB U TEM B
NOpsIKe, MPEyCMOTPEHHOM porpaMMoii. [lomyuuB npencraBieHne 00 OCHOBHOM COJEPKaHUU
paszmena, TeMmbl, HEOOXOJIMMO H3Y4YUTh Marepuaia ¢ momollblo ydeOHuka. llenecoobpaszno
COCTaBUTh KPATKUN KOHCIIEKT WJIM CXEMY, OTOOPAXKAIOIIYI0 CMBICT U CBSI3M OCHOBHBIX MOHSITHUN
JAHHOTO pa3fjesia M BKIIOYEHHBIX B HEr0 TEM. 3aTeéM II0JIE3HO H3YUUTh BBIIEPXKKH U3
NEPBOUCTOYHUKOB. [Ipu KemaHuUM MOXKHO COCTaBUTh WX KpaTKU KOHCIHEKT. OO0si3aTesbHO
CJIEIyeT 3alHUChIBaTh BO3HUKIINE BOIIPOCHI, HA KOTOPbIE HE YAaJI0Ch OTBETUTH CAMOCTOSATENIBHO.

Jis Oonee TONMHOW peanu3alMyl 1ENIH, TOCTaBICHHON TMpPH HU3YYCHHH TeM
CaMOCTOSITENIbHO, CTyJAEHTaM HEOOXOJMMBI CBeICHUS 00 OCOOCHHOCTSIX OpraHW3aluu
CaMOCTOSITENIbHON PabOThI; TPEOOBAHUAM, IPEABSIBIAEMBIM K HEM; a TaKkke BO3MOXKHBIM (popMam
U COJCPXKAHUIO KOHTPOJS M  KAuyecTBa  BBIMOJIHSAEMOW  CaMOCTOSITENIbHOM  pabOTHI.
CamocrosTenbHas padoTa CTy/IeHTa B paMKax JIeHCTBYIOIIEro y4eOHOro MIaHa 1Mo pean3yeMbIM
00pa3oBaTeNbHbIM IIpOrpaMMaM pa3IMYHBIX (popM OOydeHUs MPEAroyiaraeT caMoCTOSTENbHYIO
paboTy mo JaHHOW Yy4eOHOM JUCHUIUIMHE, BKIIOYEHHOW B Yy4eOHbI mmaH. OO0bem
CaMOCTOSITENIbHONW paboThl (B Yacax) MO paccMaTpUBAaeMON y4eOHOW TUCIUILIMHE ONpenesieH
y4€OHBIM IIIIAHOM.

B xozne camocTosiTenbHOM pabOThI CTYIEHT JOJIKEH:

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

- IPUMEHUTH MOJTyYEHHbIE 3HaHUS ¥ HABBIKH [T BBIMOJIHEHUS TPAKTUYECKHUX 3aaHUH.

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

CamocTosiTenbHast paboTa CTYAEHTOB JOKHA BKIIIOYATh!

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

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

- CaMOCTOSITENIbHYI0 pPa0OTy Haja OTHEIbHBIMU TeMaMH Y4eOHOW JUCHMIUIUHBI B
COOTBETCTBUH C TEMAaTHUYECKUM ILJIAHOM;

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

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

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

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

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

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

6.2. 3ananus, Hanp

aBJICHHbIE HA (P)OpMUPOBaHHE NPO(PECCHOHATBHBIX YMEHHH

Kopn
®opmMupyemasi KOMIIeTEeHIMsSI | pe3yJbTaTa 3aganue
00yueHust
YK-6 1. CocraBuTh miaH e HAa A€Hb YYUTHIBAsK PEKOMEHIANH 110
Cnoco6eH ynpaBisiTb CBOUM VK6 V1 TaiiM MEHeKMEHTa
BpPEMEHEM, BBICTPaNBaTh U 2. ITocTaBUTh LEJb HAa MECSI] M COCTaBUTh IUIAH JIeJl HA MECSII]
peann3oBBIBaTh TPAEKTOPHIO HaIpaBJIeHHbBIX Ha JIOCTIKCHUE LIEJIN
caMOpa3BUTHS Ha OCHOBE 1. CocraBuTh MmiIaH B 00IMMX YepTax Ha TOJI, TPU M IISITH JIET
[PUHIUIIOB (v)6pa3013aH1/151 B YK-6 - VY2 | 2.Ilpoananu3upoBaThb CTaTUCTHUKY 3arpy>K€HHOCTH
TeueHHe BCeil HU3HU HOTapHyca
IIK -6 1. Pemmute Gonee 5 3a7a4 mo BOmpocaM JOKyMEHTOBEICHUS
Crnioco6eH OCyIIEeCTBIATh TK-6 — V1 2.13y4nTh cyaeOHyIO MIPAKTHKY, CBA3aHHYIO C BOIPOCAMH O
MOATOTOBKY HOPHIMYECKUX npoOJieMax, BBITEKIINX U3 OLTHOOK IPH COCTABICHUH
JIOKYMEHTOB IOPUAMYECKUX JIOKYMEHTOB
1. CocTaBUTh KOHCIIEKT, TPOAHATTU3UPOBAB U BBIJICIINB
OTIIMYUTENbHBIE OCOOCHHOCTH IPaBOTBOPYECTBA
IMK-6 — Y2 | 2. 3y4uB npuMepbl IOPUIMIECKUX JTIOKYMEHTOB B

opuandeckoii cucteMe «I'apaHT BBISIBUTH CrielUDUKY
[IpaBOTBOPYECTBA

6.3. 3ananus, Hanp

aBJICHHbIC HA opMHUpPOBaHHe NPOPEeCCHOHAIBHBIX HABBIKOB

Kon
®dopMupyemMasi KOMIIETEHIMsI | pe3yJbTaTa 3apanue
o0yuyeHust
YK-6 1. CocTaBuTh 3cCe U MIPE3EHTOBATH CBOM rpaduk Ha JIeHBb
CnocoGeH ynpaBisiTb CBOUM VK-6— BI 00BSCHUB KPUTEPHH €TO BHICTPAHBAHUS
BpPEMEHEM, BBICTPauBaTh U 2. BoIsBUTB KakHMe TEXHUKH ICHXOJIOTHYECKOH
peann3oBBIBaTh TPAEKTOPHIO caMoperyJsiiui HaunboJiee BaM I0JIXOIUT
CaMOpa3BUTHUS HA OCHOBE 1. BEISIBUTH CBOM JKU3HEHHbIC IPUHINIIBI X OLIEHUTD UX C
NPUHIUIIOB 00pa30BaHus B VK-6_Bo | TOUKH 3pEHHS J0CTIDKEHHUS NOCTABICHHBIX neneu

TeUYeHUE BCEH KMU3HU

[Tpoananu3upoBaTh CBOM MOCIEAHUE 3 TO/1a U BBISIBUTD YTO
BJIMSUIO Ha Baily 3eKTUBHOCTh
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K -6

Crioco0eH oCyIIecTBIATh
MOATOTOBKY FOPUIMIECKUX

JOKYMEHTOB

1.CocTaBUTh CXeMy HOPMATHBHO MPABOBHIX aKTOB U
TOCYJapCTBEHHBIX OPTaHOB, PETYINPYIOMINX PA3INIHbBIEC BUIBI

[1IK-6 — B1 IOPUANYECKOH 1eATEIbHOCTH
2.MHTepakTHBHAs UTpa ¢ OAHOKYPCHUKAMH Ha MPUMECHEHHE
HOPM IIPH COCTABICHUH IOPUANIECKUX JOKYMEHTOB
1.CocraBnenue IOPUANIECKUX JOKYMEHTOB I10 IPAMEpaM
IIK-6 — B2 | 2.BrisaBnenne BOIIPOCOB MO MpobIeMaM CBSI3aHHBIM C

TIIPaBOBBIMM aKTaMHU I'paKJaH B CECTU HHTCPHET

7. ®OHJl OHEHOYHBbIX CPEJACTB AJA NPOBEJEHUSA TEKYIIEI'O KOHTPOJIA
U TPOMEXYTOUYHOM ATTECTAIIMA OBYYAIOIIUXCA 110 JUCIHUIIUHE

MOOYJIIO).
Ilacnopm ¢ponoa oyenounwvix cpedcme
DPOC DOC
@opmupyemast Ilnanupyemble pe3yJIbTaThl 00y4eHUst AL TEKYIIero AT .
KOMIIeTEeH IS KOHTPOJIS MPOMEXYTOYHOM
aTTecTaluu
YK-6 CIIOCOOBI INTAHWPOBAHUS
CriocoOeH CBOOO/IHOTO BPEMEHH;
YIIPaBJISATH CBOUM YK-6 —31 . Bormpocs! k 3adery ¢
VYerHeblit onpoc N
BpEMEHEM, 3HaTh CIOCOOBI TIPOESKTHPOBAHHUS OIIEHKOI1
BHICTPaNBaTh U TPaeKTOpUH NpodeccHoHaNEHOTO
PCain30BbIBATH " JIMYHOCTHOT'O POCTA.
TPaeKTOPHUIO YK-6 —32
CaMOpa3BUTH HA OLICHUBATh JIMYHOCTHBIC
OCHOBC pecypesl 1o TOCTHKEHHIO LieNeH
NPHHIHAIOB YIIPaBJICHUS] CBOUM BPEMEHEM B
00pa3oBaHMs B nporecce peaan3auum
TeUEHHE BCel TPaeKTOPUH Bormpocsl k 3auery ¢
PKU3HU YmeTh | caMOpa3BUTHSA, Pegepar OLIEHKOM
p ’ i
YK-6 - V1
IUIAHUPOBATh CBOOOIHOE BpeMs U
HPOEKTHPOBATH TPACKTOPUH
JIMYHOCTHOT'O POCTa
YK-6 -VY2
npueMamMu 1 TCXHUKaMn
NICUXUYECKOM CaMOperyJIsiuy,
BJIaJIeHUsI CO0OI U CBOMMU
pecypcamu.
YK-6 — Bl
HaBBIKAMH KPUTHYECKU n Bormpocsl k 3auery ¢
paKTHYECKHUE 3aJaHUs .
Baapers| oneHuBaTh OLICHKOM
3¢ (eKTUBHOCTH UCTIONTB30BaHUS
BPEMEHH H APYTUX PECYPCOB
npu
PpELIeHNH OCTABICHHBIX
Leneu u 3agad.
YK-6 — B2
ITK — 6 CUCTEMY JCHCTBYIOIIETO
Criocobex Ipa)xIaHCKOTO
OCYILIECTBIISITh 3aKoHo/AaTeNbeTBa Poccuiickoi
[MOJITOTOBKY deneparyiv, CrocoOb!
IOpPUANIECKUX yCTpaHeHus! OIHOOK B Vernbiii ompoc BOHpOCE,I K 3a4eTy ¢
TOKyMEHTOB. 3HaTh IOPUIMYECKUX JTOKYMEHTaX OLICHKOH

I1K-6 — 31

COOTHOIIICHUE TTOHSITHI
HOPMOTBOPYECTBO,
MIPaBOTBOPYECTBO U
3aKOHOTBOPYECTBO. Buibl
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IIPaBOTBOPYECTBA,
3aKOHOTBOPYECTBO U
I0JI3aKOHHOE NTPABOTBOPYECTBO
IIK-6 —32

YMmerb

CChIIATHCS Ha HOPMBI

TPaXXJaHCKOT'O 3aKOHOAATEIbCTBA

NP PEIICHUH
mpo¢eCCHOHATBPHBIX 33134,
BBISBIISITH IIPUYHMHBI OMINOOK B
IOPUIMYECKUX JTOKYMEHTaX,
OIIPEAEIATh UX BUJIBI

IIK-6 — V1

M0Ka3aTh OTIIMYHUTEIIbHBIC
0COOEHHOCTH OT/ICJIBHBIX BUJIOB
MIPaBOTBOPUYECTBA, & TAKXKE
crenuduKy MpaBOTBOPYECKOTO
mpouecca

IK-6 - Y2

Pedepar

Bormpocsl k 3adery ¢
OLICHKOM

Baagernb

HaBbIKaMU aHaJlu3a,
TOJIKOBAaHUS, IPUMEHEHUS U
peanu3anuy HopM IpaBa B
KOHKPETHBIX BUJIaX
FOPUINYECKON 1€ATEIbHOCTH;
I1K-6 — B1

IOpUINYECKON TEPMUHOJIOTUEH,
HAaBBIKaMU IIOJIOTOBKU U
aHaJIM3a NIPaBOBBIX JTOKYMEHTOB
I1K-6 — B2

IIpakTnueckue 3anaHus

Bormpocs! k 3adery ¢
OLICHKOM

Onucanue nokazameneu u Kpumepuee OUéHUBAaHuA Komnemem(uﬁ HA pA3JILYHbLX Imanax ux
qbopmuposauuﬂ, OnUcCaHue WKail oueéHueanun

KpuTtepun oneHuBaHusi pe3yabTaToOB

dopmupyemas
I[Inanupyemble pe3yJbTaThl 00yUeHHs o0y4eHns
KOMIIeTeH U
2 3 4 5
YK-6 CHOCOOBI TUITAHUPOBAHMUS
Criocoben cBOOOJTHOTO BPEMEHH;
YIPaBISITh CBOMM YK-6 —31
YactuaHo
BpEMEHEM, CrocoOBI POEKTUPOBAHUS He 3naer 3Haer OTin4HO
3HaTh 3HAeT
BBICTpauBaTh U TPaeKTOpUHU 3HaeT
peann30BHIBaTh npodeccHoHaIBbHOTO U
TPaeKTOPHUIO JMYHOCTHOTO POCTA.
CaMOpa3BUTHS Ha YK-6 — 32
OCHOBE OLIEHMBATh JINYHOCTHBIE
MPUHIUIIOB pecypebl MO IOCTHIKEHUIO
00pa3oBaHUs B nenen
TeUeHHe Beei YIIPaBJICHUS] CBOUM
KU3HU BpPEMEHEM B
npoLecce peaan3aliy
p P YactuaHo CBob6oxHO
TPacKTOpUU He ymeer Ymeer
YMmern ) yMeeT ymeeT
CaMOpa3BUTHS;
YK-6 — V1
IUTAaHUPOBATH CBOOOTHOE
BpeMsi U IPOEKTHPOBATh
TPaeKTOPUU JTMYHOCTHOTO
pocta
YK-6 -VY2
MpHeMaMH U TEXHUKaMU YactuaHO Braneer CpoboxHO
Baanernb MICUXUYIECKOMN He Bnageer| Bimanmeer BJaJiceT
CaMOpeTyJISIIUY, BIIaICHUS
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c0o00l ¥ CBOUMH
pecypcamu.
VK-6 - B1

HaBbIKAMU KPUTHIECKH
OLICHNBATh

3¢ PEKTUBHOCTD
WCTIONIb30BaHMS
BPEMEHHU H APYTUX
pecypcoB npu

pELICHUH OCTaBIEHHBIX
LeJey U 3a1ad.

YK-6 — B2
K -6 CHUCTEMY JEHCTBYIOLETO
Cnocoben TPaKIaHCKOTO
OCYUIECTBIISITh 3aKOHO/IaTeJILCTBA
MOATOTOBKY Poccuiickoit ®enepanumy,
FOPHINIECKUX CHOCOOBI yCTpaHCHHS
JIOKYMCHTOB. OIHUOOK B FOPUANICCKIX

3HaTh

JIOKyMEHTax
ITK-6 — 31

COOTHOLLEHHUE MOHATHI
HOPMOTBOPYECTBO,
MIPaBOTBOPUYECTBO U
3aKOHOTBOpUYECTBO. Bubl
MIPaBOTBOPUYECTBA,
3aKOHOTBOPUYECTBO U
[OJI3aKOHHOE
MIPaBOTBOPYECTBO

IIK-6 — 32

He 3naer

Yactrnaao
3HAeT

3HaeT

OTan4HO
3HaeT

YmMmern

CCBUIATHCS HA HOPMBI
TPaXkIaHCKOTO
3aKOHOJIATENILCTBA IPH
pemeHun
npodecCHOHATBHBIX 3a/1aY;
BBISIBJISITH PUYHHBI OLTHOOK
B IOPUIMYECKHUX
JIOKYMEHTaXx, ONpPEeIeNsaTh UX
BUJIBI

I[IK-6 - V1

II0Ka3aTh OTJIUYHUTCIIBHBIC
0COOEHHOCTH OTIEJIBHBIX
BHUJIOB IIPAaBOTBOPUYECTRA, a
TaKKe CIEupUKy
MPaBOTBOPYECKOTO MpoIecca
IIK-6 — V2

He ymeer

YacTuuHO
yMmeer

VYmMmeer

CBoOogHO
yMeer

Baagernb

HaBBIKAMH aHAJIN3a,
TOJIKOBAHHUS, IPUMEHEHUS
Y peanu3alid HOpM MpaBa
B KOHKPETHBIX BHJIaX
FOPUJINYECKON
JIEATEILHOCTH,

[IK-6 — B1

FOPUINYECKON
TEPMUHOJIOTHEH,
HaBbIKAMU MOJATOTOBKH U
aHaJu3a MPaBOBbIX
JIOKYMEHTOB

IIK-6 — B2

He Bimaneer

YacTuuno
BIAJECET

Bnaneer

CBoOogHO
BJIAZIEET

7.1. ®OC nis npoBeeHNs TEKYIIEro KOHTPOJIA.

16




7.1.1. 3aganus a5 ONEHKH 3HAHUU

Kon
®opmupyemas
KOMIIeTeHIUsl pesyabrata 3ananme
o0yueHust
YK-6 Ilepeyens BONpocoB AJIs1 YCTHOI'O onpoca:
Criocoben 1. ABTOMaTH3MpOBAaHHAS TEXHOJIOTUS 00PAaOOTKH BXOIAIMINX, UCXOIIIINX U
YIPaBIATH CBOUM BHYTPEHHUX JOKYMCHTOB.
BpPEMEHEM, YK-6 -31 2. TloBsienue 3¢)HheKTHBHOCTH KOHTPOJIISI HCTIOJIHEHUS TIOKYMEHTOB.
BBICTPAaNBaTh U 3. ABTOMAaTH3MpPOBaHHAS TEXHOJOTHS KOHTPOIS UCIIOTHUTENBCKOM
peau30BEIBAT JUCIIUTUTAHBIL
TPAEKTOPHUIO 4. ABTOMATH3MPOBaHHAS TEXHOJOTHs PabOTHI C OOPAIIICHUSIMH TPAXKIAH.
caMOpa3BUTHSA Ha Ilepeyens BonpocoB JJIsl YCTHOIO onpoca:
OCHOBE 1. ABTOMAaTH3UpPOBAHHBIC TCXHOJOTHH PEIAKTHPOBAHUS TEKCTA TOKYMCHTOBR.
MPUHITUIIOB VK-6 32 2. CpexactBa aIMHUHHUCTPATHBHO-YIIPABICHYCCKON CBSI3U
o0pa3oBaHUs B 3. XapakTepucTHKa pOCCHHCKUX CUCTEM aBTOMAaTU3allMH JIeJIOPOU3BO/ICTBA.
TE4YeHHUe Bce 4. ABTOMATH3MPOBAaHHBII KOHTPOJIb UCIIOJHCHUS PACTIOPSAUTEIEHBIX
JKU3HA JIOKYMEHTOB.
IIK -6 IlepeyeHb BONIPOCOB Jisl YCTHOIO ONIPOCaA:
Crocoben 1. TocymapctBeHHas HH)OPMAIIOHHO-TEJICKOMMYHHUKAITMOHHA CHCTEMa
OCYILIECTBIISITh (UTKC).
MOJTOTOBKY ITK-6 — 31 2. WudpopManoHHBIE TEXHOJIOTHH KOHTPOJISI HCTIOTHEHHUS YIIPABICHUCCKIIX
FOPUINICCKUAX pereHmi
JIOKyMEHTOB. 3. Kiaccudukauus cucteM aBTOMaTH3UPOBAHHOTO JEJIONPOU3BOJICTBA.
4, KOMHI)IOTele)Ie TCXHOJIOI'MU MOATOTOBKH M MPOBEACHUA COBemaHHﬁ.
Ilepeyens BONpocoB AJIs1 YCTHOI'O onpoca:
1. Opranuzanus NpoBepoK pabOThI MOJBEAOMCTBEHHBIX MPEAIPUATHH
(CTPYKTYpHBIX Opa3/ICIICHHI)
2. Tlonsrtue 37eKTPOHHOTO AOKyMeHTa. COBpEMEHHBIC MTOIXOIBI K
ITK-6 — 32 aBTOMAaTH3alUu JeJIONPOU3BOICTBA.
3. TlpuaHnmms! obecrnevyeHns KOHQUACHITUATFHOCTH HH(POPMALIAN B
ABTOMATH3HPOBAHHBIX CHCTEMaX JeIOTPON3BOICTBA.
4. Tlpomecc MOKYMEHTHPOBAHUSI U )KU3HEHHBIN IUKIT TOKYMEHTA B
YUpEIKIACHUU
Kpurepum oueHKH yCTHOIO onpoca:
Ouenka Kpurepuu ouenuBanus
OOyuarommiicss oOHapyKMBaeT HE3HAHHWE OTBETA HA BOIPOCHI, JIOIYCKAeT OIIMOKH B
Hey/I0BA€TBOPHTEBHO (hopMyIHPOBKE OTPENEICHNI W TMPABIII, NCKAXKAIOIINE X CMEICI, OECIIOPSIOYHO U
HEYBEPECHHO
M3JIaraeT MaTepua
OOyuarommiicss OOHAapy>KWUBaeT 3HAHHE W IMOHUMAHHE OCHOBHBIX ITOJIOKCHHMA
3a[JaHHBIX BOIMPOCOB, HO W3JIaracT MaTepual HETONHO M JOMyCKaeT HETOYHOCTU B
Y 10BJIETBOPUTENBHO ONpeeSIEHU! MOHATUH WIn
(OpMYIHpPOBKE TMpaBHWI, HE yMEET IOCTAaTOYHO OOOCHOBAaTh CBOW CYXKICHHS H
MIPUBECTH MPUMEPHI, U3JIaracT MaTepuall HEIOCIEeIOBATEIBHO H JONYCKACT OITUOKH
OOyuarommiicsl 1aeT MpaBUIIbHBIE OTBETHI Ha BOMPOCHI, HO AOMycKaeT 1-2 ommokKwu,
Xopormo KOTOpBIE CaM K€ HCIpPAaBIsSET, HE yMeeT JOCTAaTOYHO TIIIyOOKO W JI0Ka3aTelbHO
000CHOBAThH CBOM CY)KJICHHS
OOyuarommiicsl TTOJTHO W apryMEHTHPOBAHO OTBEYAeT Ha BOMIPOCHI, OOHApy>KHUBaeT
OTJINYHO IIOHUMAaHUC Martepuala, MOXKET 000CHOBATH CBOH CYXICHUA, IIPUBECTU
HEOO0XOIUMBIE IPUMEPHI, H3JIaraeT
MaTepHaJl IIOCJIEAOBATEIHFHO M MPABHIHHO

7.1.2. 3aganus AU ONEHKHY YMeHHl
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Kon

®opmupyemas
pe3yJjbTara 3ananue
KOMIeTeHIUsl
00yueHust

YK-6 Ilepeuyens TeM A5 pedepaToB:
Crocoben 1. DneKTpOHHBIE BEPCUH CIYKEOHBIX TOKYMEHTOB: ()YHKIUH U THUIIOJIOTHS
YNIPABISITH CBOMM 2. YrpaBieHYeCKas JeATeIbHOCT U ACTIONPOU3BOICTBO
BpPEMEHEM, YK-6 —31 | 3.B3anMocBs3b 1 B3aNMO3aBHCHMOCTSH yrpaBienus u JOY
BBICTPAaNBaTh U 4.3akoHOmATeNIbFHOE W HOPMAaTHBHO-MeToamdeckoe perymupoBanue JJOY B
pean30BbIBATH Poccuiickoit denepannn
TPaeKTOPHUIO 5. Opranunszanmonnsie Gopmsl JJOY

CaMOpa3BUTHS Ha
OCHOBE MPUHIIUTIOR
00pa3oBaHUs B

Ilepeuyens Tem auis pedeparoB:
1. Tpe6osanust 'OCT P 6.30-2003 k 61aHKaM JOKyMEHTOB
2.Opranuzanusi TOKyMEeHToo0opoTa. Jrtanbl 00paboTku J0KyMeHTOB. O0beM

TEYEHHUE BCeu YK-6 —32 | moKyMeHTOB

KU3HU

3. Peructpanusi TOKyMeHTOB
4. OpraHu3anysi CrpaBOYHO-HHPOPMAIMOHHOTO 00CITyKNBAaHUS
5.3HaueHne KOHTPOJIsI UCIIONHEHHUS JOKYMEHTOB. [IpHHIHIIEI ero opraHu3auuu

IIK -6 Ilepeuens TeM A5 pedepaToB:
Crocoben 1. OcHoOBHBIE TPeOOBaHUS K O(OPMIICHHIO JEIT
OCYIIECTBIISTH 2.Tlopsimok mepenayn e B apXuB
MOATOTOBKY K-6 — V1 3. Jlenonpon3BoICTBO 10 OOPAIICHUAM I'PaskAaH: €ro 3aKOHOAATEIbHOE U
IOPUANYIECKUX HOpPMaTHBHOE peryiupoBanue. Buabr oOpameHnit
JIOKyMEHTOB 4.3naueHne u HarpasieHue komneiotepusanuu JJOY B Poccuiickoit
Denepanuu
5. Tpedosanusi TOCT P 6.30-2003 k coctaBienuto u opopmienuo OPJ]
Ilepeyens Tem st pepepaToB:
1. OcHoBHbIe TpeOOBaHMS K (POPMUPOBAHHIO PA3THYHBIX KaTErOPHA
JIOKYMEHTOB B JIeJIa ¥ UX XPaHEHHUIO
TK-6 — V2 2.HomeHknartypa nei.

3. TpeboBaHUs K COCTABICHHUIO U O(HOPMIICHUIO

4. DxcnepTr3a HayqYHOH B MPaKTUIeCKOi IEHHOCTH JOKYMEHTOB. Ee
OpTaHM3aIMs U 3TAIIBI IPOBEACHHS

5. TunoBsle U BEJIOMCTBCHHBIE IIEPEYHHU JIOKYMEHTOB CO CPOKaMHU XPaHECHHUs!

Kpurepun oneHku y4eOHbIX JeiCTBHIH, 00y4yaromuxcs (BbICTYIICHHE € I0KJIa10M, pedepar

o 00CyK1aeMOMY BONIPOCY)

Onenka

XapaKTepHUCTHKH 0TBETA 00y4YaI0LIErocs

OTJau4YHO

oOyuyaromuiics riry00OKO ¥ BCECTOPOHHE YCBOMII IPoOIeMy;

- YBEPEHHO, JIOTHYHO, MTOCJICA0BATEIHLHO H IPAMOTHO €r0 U3JIaracr;

- OmMpasCh HAa 3HAHUSI OCHOBHOM W JOIOJHUTEIILHOW JINTEPATYPhI, TECHO MPHUBSI3BIBACT
YCBOCHHBIC HAYYHBIE MMOJIOKEHHS C TPAKTHYECKOH JeTeIbHOCTRIO;

- yMeJio 00OCHOBBIBACT U APTYMEHTHPYET BbIIBUTAEMBIE UM HIICH;

- JIeJIaeT BBIBOJBI U O0OOIIEHHS.

Xopowo

00yJaromuiics TBEpJ0 YCBOUI TEMY, TPAaMOTHO H 110 CYIIIECTBY U3JIaraeT ee, OMUpasch Ha
3HaHUS OCHOBHOU JINTEPATYPHI;

- HE JIOTTYCKaeT CYIICCTBEHHBIX HETOYHOCTEH;

- YBS3BIBA€T YCBOCHHBIC 3HAHMS C TIPAKTHUECKOHN NeATEIHhHOCTHIO;

- AprYMEHTHPYET HayJHbIE TTOJOXKESHIS;

- JI€JIaeT BBIBOJBI U O0OOIIEHMS.

YaoBaersopurenbHO

TEMa pPACKphITAa HEAOCTATOYHO YETKO M IOJHO, TO ecThb OOydJaromuiics OCBOMI
mpobieMy, MO CYIIECTBY H3JaraeT e€e, ONUPAasCh Ha 3HAHUS TOJBKO OCHOBHOM
JTUTEPaTypHI;

- IOITyCKaeT HEeCYIIECTBEHHBIE OIMMOKN ¥ HETOYHOCTH;

- UCTIBITBIBACT 3aTPYIHEHHS B IIPAKTUYECKOM NTPUMEHEHNN 3HAHUI;

- 11200 apryMEHTHPYET HayuHbIE MTOJ0XKEHHS;

- 3aTpyAHseTcs B (OPMYIMPOBAaHUH BBIBOJIOB M 0000IICHHH.

HeynosnersopurenbHo

oOydaroimuiics He yCBOWIJI 3HAYMTEILHON YacTH MPoOIeMBbl;

- IONyCKaeT CyLIECTBEHHbIC OIIMOKN ¥ HETOYHOCTH ITPU PACCMOTPEHHH €€;
- UCTIBITBIBACT TPYJHOCTH B MPAKTHYECKOM NPUMEHEHNH 3HAHWH;

- HE MOXET apryMeHTHUPOBATh HAyYHBIE ITOJIOXKCHUS;

- He QOPMYIHPYET BBIBOJOB U 0000IICHHH.

18




7.1.3. 3aganus 15 ONEHKH BJAJCHHI, HABLIKOB

dopmupyemas
KOMIIeTeHI U

Kon
pe3yJibTaTa
00yueHust

3amanme

YK-6

Criocoben
YIPaBIATH CBOUM
BpPEMEHEM,
BBICTPanWBaTh U
pcau30BEIBATh
TPaeKTOPHUIO
caMOpa3BUTHSA Ha
OCHOBC IPUHIIHUIIOB
00pa3oBaHUs B
TEUEeHHE Bcel
SKM3HU

YK-6 -31

IlepeueHb NPaKTHYECKHUX 3aAaHUMH:
[IpakTnueckoe 3aganue 1
Tema: Opranu3zanus 3acefaHust KOJUIETHAILHOTO OpraHa
Omnucarts:
1.Ilpouenypy npoBeICHUS TOATOTOBUTENBHOM PabOTHI MO OPTaHU3AINH
3acesaHusl (MpUIIIAICHHS, I0OATOTOBKA TOMEIEHHUS, [T0JIrOTOBKA MaTepHajIoB)
2.Ilpouecc BeneHus 3acenanus (onucaTh IPoLEnypy, poJib MpeaceaaTelis, poib
cekperaps)
3.0¢opmiieHre pe3yapTaToB: MPOTOKOI (POPMYJIISp, PEKBU3UTHI, MOPSIOK
odopmiteHns ); BBIITICKA U3 ITPOTOKOJIA.
3anaHue:
O¢opMHUTE IPOTOKO (TTOTHBII) U BRITICKY U3 IIPOTOKOJA 3aCEAAHUS
KOJUICTHAJILHOTO OPTaHa B COOTBETCTBHH C 3aKOHOATEIIHBIMHA 1 HOPMaTHBHO-
METOIUYECKUMH TPEOOBAHUSIMH, IPEABABISCMBIMI K TAHHOMY BHILY
JIOKyMEHTa

IIpakTudeckoe 3amanue 2

Tema: [lonroroBka HHGOPMALMOHHOTO TTHCHMA

Omnmucarts:

1.TpeGoBanusi, mpeabsBiIsieMble K (hOpMe NUChbMa (COCTaB PEKBU3UTORB)

2. TpebGoBaHus, MPEABABISEMBIE K TEKCTY HHYOPMAIIIOHHOTO ITHChMa
3aganue:

OdopmMuTs NHOPMAITMOHHOE IMCHMO B COOTBETCTBHH C 3aKOHOAATEIBHBIMU 1
HOPMAaTHBHO-METOIMIECKUMH TPEOOBAHUSIMH, IPEABIBIACMBIMU K TAHHOMY
BUJly JTOKYMEHTA

YK-6 -32

IlepeueHb MpaKTHYECKUX 3aJaHUM:
[IpakTuueckoe 3aganue 3
Tewma: I[ToagroroBka HOKJIagHOM 3alIUCKHA
Onucats:
1.TpebGoBaHus K TEKCTY JOKJIAIHOM 3aIHCKH.
2.CocraBjieHHE TeKCTa TOKJIAHOM 3aMUCKH.
3.0dopmiieHHe TOKIIATHOM 3aMUCKH.
4.006cyx1eHre Iporecca MOATOTOBKY JOKJIAHON 3aITUCKH (IPUYHHBI U
MOPSAIOK TOaun).
3ananue:
OdopMUTE ZOKITATHYIO 3aITUCKY B COOTBETCTBHH C 3aKOHOIATSIIHHBIMU U
HOPMATHBHO-METOAMYCCKIMH TPEOOBAHHUSAMH, MIPEIBIBISIEMBIMA K TAHHOMY
BUY JOKyMEHTa
[IpakTuueckoe 3ananue 4
Tewma: [Iponemypa opopmIiIeHHS 3asBICHAS
Onucats:
1.Bo3Mo>kHBIE IPUYUH MT01a4H 3asBICHUIL.
2.TpeboBanus Kk GpopMyJspy 3asiBICHUSL.
3.ITopsAn0K mogauu 3asiBICHH O MpHEeMe Ha paboTy, YBOJIbLHEHHUHU, OTITYCKE H T.
I
4 Tlporenypy MOATOTOBKY 3asBICHMUSI.
3anaHue:
OdopMUTE 3asBICHUE O BBIIAYN KOITUH JOKYMEHTA O IPEABLIYIEM
00pa3oBaHNH (KOIMHU aTTeCTaTa, JUIJIOMA) B COOTBETCTBHUH C
3aKOHOJATEIbHBIMH U HOPMATHBHO-METOIUICCKAMH TPEOOBAHUSIMH,
MPeIbsBISIEMbIMU K JAHHOMY BUJY JOKYMEHTA

K -6
CrocobeH
OCYIIECTBIIITh
MMOJATOTOBKY

FOPUJIAYECKUX

IK-6 — B1

IlepeyeHb MPaKTHYECKUX 3aJaHUM:
IIpaxTuyeckoe 3ananue 5
Tema: JIBrmkeHHe JOKyMEHTA B yUpexkAeHUH, (pupMe (Ha mpuMepe muchMa 1
JTOKJTIaTHOM 3aITUCKH)
Omnmcats BapuaHTHL:
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JAOKYMCHTOB

JIOKyMEeHT, IOCTYNUBIIUII U3BHE.

JlOKyMEeHT, TOATOTOBJICHHBIN JIsI OTIIPABKH.

BryTpeHHMI JOKYMEHT.

3amaun:

Ha TpUMepe MUChbMa U TOKIIAQJTHOM 3alTUCKU

OmnmcaTts MOPAIOK PETUCTPAINN JOKYMEHTA.

[Tops ok HamOXKEHUE BU3.

IIponienypy HampaByieHHUs Ha UCTIOJIHEHHUE.

OnucaTh NOPAJOK MIPEICTABICHUS JOKYMEHTA Ha MOATNUCH.

3ananue:

OdopMUTH THCHMO B BHILIECTOSIIYIO OPTaHU3ALMIO MU JOKJIAIHYIO 3aIHCKY B
COOTBETCTBHUHM C 3aKOHOAATEIIHBIMU U HOPMaTHBHO-METOJUUECKUMHU
TpeOOBaHUSIMH, MPEIBABISIEMBIMH K JAHHOMY BUly TOKyMEHTA

[MpakTudeckoe 3amanue 6

Tema: [Ipomenypa opranu3anus MpoBepoK pabOTHl HOABEIOMCTBEHHBIX
MPEANPUATHN (CTPYKTYPHBIX MOIpa3ISIICHIT)

Onucats:

1.IlpuHATHE peIICHNs O IPOBEICHUN IIPOBEPKU (0OOCHOBAHNE PEILCHNS,
MOATOTOBKA JIOKYMEHTOB 10 TPOBEPKE U T.1.).

2.0dopmienne akra (TpeboBaHMS K GOPMYJIISIPY M TEKCTY JOKYMEHTA)
3ananue:

O OopMUTE aKT MPOBEPKH PabOTHI MOIBEAOMCTBECHHOTO MPEANPHSITHS
(opranuzanuu/ yIpekIcHus) B COOTBETCTBHH C 3aKOHOIATCILHBIMU U
HOPMaTHBHO-METOJMYECKUMH TPEOOBAHUSIMH, IPEIBABISIEMBIMH K TaHHOMY
BUly JOKyMEHTa

[IpakTnueckoe 3aganue 7

Tema: [MogroroBka HHGOPMAITHOHHOTO TTHCEMA

Onucats:

1.TpeGoBanusi , npeabsBIsieMble K OpMe MUCbMa (COCTaB PEKBHU3UTOB)
2.TpeboBaHus1, MPEABABISEMbIE K TEKCTY HHYOPMALIHOHHOTO MTHChMa
3ananue:

Odopmuth HHGPOPMAITMOHHOE TUCHMO B COOTBETCTBUH C 3aKOHOJATEILHBIMU H
HOPMAaTHBHO-METOANYECKIUMHU TPEOOBAaHUAMH, NIPEIBIBISIEMbIMU K JAHHOMY
BUAY TOKYMEHTa

I1K-6 — B2

IlepeyeHb NpaKTUYECKUX 3a1aHUIA:
[IpakTuueckoe 3aganue 8
Tema: OmnrcaTs npolerypy HOATOTOBKH M 0(OPMIICHUS CIIPABKH
Onucats:
1.ITpuawHE! (OCHOBAaHUS) BBIIaYH CIIPABKA
2. TpeboBanus kK 0pOpMIICHHIO, (OPME U TEKCTY CIPABKH.
3.Iporenypa BbIa4YH CIIPaBKU
3aganue:
OdopMHUTB CIIPaBKY B COOTBETCTBHH C 3aKOHOIATEIbHBIMHU U
HOPMaTHBHO-METOIMYECKUMH TPEOOBAHUSIMH, MTPEBSIBISIEMBIMH K TAHHOMY
BUJly IOKyMEHTa

[MpakTnueckoe 3ananue 9

Tema: [IpuHsTHE yrIpaBIEHYECKOTO pemieHus (IOATOTOBKA ITPHUKa3a, yKa3aHus).
Onucats nponeypy MPUHITHS pEILICHUS:

1.006cyxaenue Borpoca.

2.IToaroToBKa IMpoeKTa NpHuKasa/yKa3aHHs.

3.00cyx/IeHne ITPOeKTa IpHUKa3a

4.OdopmieHne npuKas3a/yKa3aHus.

5.0pranmsanys UCTIONHEHHS IPHKa3a.

3aganue:

OdopMuTh nprKas/ykazaHue B COOTBETCTBUH C 3aKOHO/IATEJIbHBIMU U
HOPMaTHBHO-METOIMYECKUMH TPEOOBAHUSIMH, MPEABSIBIEMBIMU K TAHHOMY
BUJly IOKyMEHTa

[Ipaktuueckoe 3ananue 10:
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Tema: PaGota ¢ uadopmarueit

Omnmcarts:

1.TpeboBaHus, IpeABABISIEMBIC K TaWHKECTY.

2 ITponerypy cocTaBieHHS YHU(DUITMPOBAHHBIX (POPM JOKYMEHTOB.
3.B03MOsKHbIE BapUaHThI OMCKA HH)OPMAIMH B IPABOBBIX CHCTEMaX, CUCTEME
WurepHeT, MHBIX HHOOPMALMOHHBIX CHCTEMAX

3amanwe:

[MonroroBuTh maitmxect Ha Temy «HPOPMAITMOHHBIC TEXHOJIOTHH B
00pa3oBaTeIbHOM TIporiecce» Wiu «KOpHUCIIPYICHIIUS U HOBBIC
WH(POPMAIMOHHBIC TEXHOIOT U

Kpurtepun onenkn y4eOHBIX JelCTBHI, 00y4alOIIMXCS HA NPAKTHYECKUX 3aHATHSAX

Ouenka XapakTepucTHKH 0TBETAa CTYACHTA
OOyJarommiAcsi CaMOCTOSTEIHHO U MPAaBIIHHO PEIIn yaeOHO-TIPO(HECCHOHATHHYIO
OT/IHYHO 3aj1a4y, YBEPEHHO, JJOTUYHO, TIOCIESI0BATEIBHO U apIYMEHTHPOBAHO M3JIarall CBOe
pelieHue.
OO0y4aroUMiicsi CAMOCTOSTENILHO U B OCHOBHOM HPABHJIBHO PELIHIT
Xopomuio yueOHO-TIpo(heCCHOHANBHYIO 33/1a4y, YBEPEHHO, IOTHYHO, OCIIE0BATEILHO U
apryMEHTHPOBAHO H3J1araj CBOE pelleHHE.
OOyuaronuiicss B OCHOBHOM PEIIII Y4eOHO-IPOPECCHOHATBHYIO 3a/1a4y, JOMYCTHII
YaoBaersopureabHO
HECYIIIECTBECHHBIC OIMUOKH, CJIa00 apryMEHTHUPOBAJ CBOC PEIICHHUE.
Heynoaersopureabno | OOydaronmiics He penini y4eOHO-poecCHOHATIBHYIO 33/1a4y.

7.2. ®OC nns npoBeeHus IPOMEKYTOUYHOH aTTeCTALMU.

7.2.1. 3agaHus A1 ONEHKH 3HAHMI K 324YeTV C OLEeHKO

Kon
dopmupyemas
KOMITCTOHILSE pe3yabTarta 3ananue
o0yueHust
YK-6 Ilepedyennb BONpocoB:
Cnoco6eH ynpaBisiTb CBOUM 1. TloHATHA «IETONPON3BOJCTBOY, «IOKYMEHTAIMOHHOE
BpPEMEHEM, BBICTPaNBaTh U obecrieueHne ynpaBiIeHUs», «TOKYMEHT», «O(HINATbHBIA
peann3oBBIBaTh TPAEKTOPHIO JIOKyMEHT», «ZIOKyMEHTHPOBAHHUE», «OPTAaHU3AIUS PabOTHI ¢
CaMOpa3BUTHS HA OCHOBE JIOKYyMEHTaMHI.
MPUHIUIIOB 00pa30BaHus B 2. Poxnp JIOY B pabote ynpaBieHIECKOT0 anmapara.
TEYEHHUE BCEW KU3HU 3. CoBpemeHHOe TocyaapcTBeHHOE perynupoBanne JJOY B
Poccun
4. ®axTOopHl, BIUSIOIINE HA COCTAB YIPABICHIECKUX TOKYMEHTOB.
5. Pomip JOKyMEHTOB B pealn3alii YIPaBICHIECKHX PEIIeHU 1
JIeHCTBUML.
6. IOpunnueckas cuiia yrnpaBiIeHYECKUX JOKYMEHTOB.
7. Yaudunupoanasie cucteMsl qokymeHnTtamn (Y C/I).
8. VYuudunmupoBaHHas cucrema
YK-6 -31 OpraHM3aIOHHO-pacnopsAnTenbHON qokymeHnTanuu (Y COP/I).

9. Oomepoccuiicknii kiaccupUKaTOp yrpaBIeHIECKOH
nmokymenrarun (OKY ).

10. Bunpl v pa3HOBUIHOCTH YIPABIECHUECKUX JOKYMEHTOB.

11. ®opmynsp ToKyMeHTa, 0COOCHHOCTH (OPMYJISIpa pa3HBIX BUOB
JIOKYMEHTOB.

12. TloHsiTHE «PEKBU3UTHI JOKYMEHTa).

13. Cocras u npaBuiia 0GpopMIICHHST PEKBU3UTOB.

14. TpeboBaHus K 61aHKaM TOKYMEHTOB.

15. TpeboBaHMA K TEKCTY TOKYMEHTA.

16. O¢dunmansHO-1eI0BOM CTHIIB CITyKeOHBIX (0QUIINATBHBIX)
JIOKYMEHTOB.

17. OcobenHOCTH cocTaBiieHHsI 1 OPOPMIICHHS OT/ICJILHBIX BHIOB
JIOKYMEHTOB: OpTraHH3alMOHHO-TTPABOBbIE JOKYMEHTHI,
pacnopsiuTeNIbHbIE JOKYMEHTHI, HH(OPMAIIMOHHO-CIIPABOYHBIE
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JIOKYMEHTBI.
18. ToHsATHE «TOKYMEHTOOOOPOTY.

19. INpuHIMITE ¥ TIpaBWIIa OPTaHU3AINN TOKYMEHTO000pOTa.

20. CrpykTypa 1 XapakTepHCTHKa JOKyMEHTOIIOTOKOB.

21. OTanbl NPOX0XKIAEHHUS JOKYMEHTOB B OpTaHU3aIIH.

22. 3Ha4yeHHE PETHCTPAINH JOKYMEHTOB IS yIIPaBICHUECKOM
JIESTEIILHOCTH.

23. OcHOBHbIE IPUHIIMIBI €0 OPraHU3alNH.

24. CpOoKH UCTIOJTHEHHS JOKYMEHTOB.

25. Hcnonp3oBaHue HOBEHIIMX HH(POPMAMOHHBIX TEXHOJIOTHH IS
BE/ICHHSI KOHTPOJISI UCTIOTHEHUSI IOKYMEHTOB.

26. TIpuHIMIIBI ¥ ITpaBUJIa PETHCTPALMU TOKYMEHTOB.

27. KoHTpOIb UCIIOTHEHHS JOKYMEHTOB.

28. 3HayeHHE KOHTPOIIA 32 UCIIOJIHEHHEM JTOKyMEHTOB B
YIIPaBICHIECKON IESTETbHOCTH.

29. Opranmzanys JOKyMEHTO000pOTa B YCIOBHUIX IPUMECHEHUS
HOBEUIMHX WH(POPMAIIMOHHBIX TEXHOJIOTHH.

30. Cocrasnenune n oopMIICHHE JOKYMEHTOB C HCIIOJIb30BAHUEM
HOBEHIINX HHPOPMAIMOHHBIX TEXHOJIOTHH.

YK-6-32

Ilepeyennb BOnpocos:

1. OpraHu3alOHHO-TIPAaBOBAs U PACHOPSIUTEIbHAS
JIOKYMEHTAIUs, XapaKTepUCTHKA.

2. YuuduupoBaHHas cucTeMa
OpraHu3aIMOHHO-pacnopsaauTensHoi qokymentanuu (Y COPJI)
3. IlnanoBas M OTYETHAsI JOKYMEHTAILIUS B CHCTEME
OPTaHMU3aIIOHHO- PACTIOPSAANTEIbHON TOKYMEHTALUH

4. CnpaBovHO-MH(OpPMALMOHHAS M CTIPABOYHO-aHATUTHYECKAs
JIOKyMEHTAIWs, €€ Ha3HAUCHNEe U OCOOCHHOCTH

5. OpraHu3anuoHHO-TIPAaBOBas JOKYMEHTALU, BUIBI JOKYMEHTOB,
UX TIOATOTOBKA

6. JloxymeHToo6opot. OnpeneneHne, XapaKTepUCTHKA OCHOBHBIX
JIOKYMEHTOIIOTOKOB

7. Bwuapl HOMEHKIATYp /e, 0COOCHHOCTH WX MOCTPOSHHUS U
MIPUMEHEHUS

8. Merozauka cocTaBieHHss HOMEHKJIATYPBI JIe]l B TEXHOJIOTHH
paboThI ¢ JOKyMEHTaMH

9. dopmupoBaHHE JIeN KaK TEXHOJIOTHYECKas Oneparys
Jenonpon3BoacTBa. [IpaBmia popMupoBaHus B Jiesia JOKYMEHTOB
OTZEJBHBIX KaTeropuit

10. DxcrepTH3a IEHHOCTH TOKYMEHTOB B JICJIONIPOU3BO/ICTBE.
3a7a4u ¥ MOPSIIOK IPOBEACHHS

11. DxcnepTHBIE KOMUCCHH YUPEXKICHUH, UX 3a1aul U TTOPSI0K
paboThI

12. 3naveHue nepeyHs JOKYMEHTOB CO CPOKaMH XPaHEHHS Kak
KiaccuduKaMoHHOrO cripaBoyHrKka. Ero npumeHeHue B
JIJIOTIPON3BOICTBE

K -6

Crioco0eH oCyIIeCTBISATh
IMOATOTOBKY HOPHUINYICCKUX
JIOKYMECHTOB

IK-6 — 31

IlepeyeHsb BOnpoCoOB:

1. TlpaBmia npuema u 06pabOTKH MOCTYyMAONICH
KOPPECTIOH/ICHIINH, UX BIMSHUE Ha OPTaHU3AIUIO IBHKEHHUS
JIOKyMeHTOB. HanpaBieHue T0KyMEHTOB Ha UCIIOJIHEHHE

2. CpaBHHTEIBHbBIE XapaKTEPUCTUKH (POPM PETHCTPALIMN
nokymeHToB. CoctaB nHpopMannuu

3. TexHomorus KOHTPOJIA 32 CPOKAMH HCIIOTHEHHS JJOKYMEHTOB
4. 3ama4M perucTpanyu JOKyMEHTOB, ee opranuzanus, @opma
perucTpanyy J0KyMEHTOB

5. XapaktepucTtrka TeXHOJIOTUH PabOThI C MUChMaMHU, XKaIo0aMu U
3asIBICHUSIMU TPAXKAAH

Howmenknartypa e, ee 3HaUeHHE U IPUMEHEHHE B
JIJIOTIPON3BOICTBE

ITK-6 — 32

IlepeyeHsb BOonpocos:
1. Ornucanue e MOCTOSHHOTO M BpEMEHHOTO CPOKa XPaHECHHUS.
Buzp! onucei, co3gaBaeMbIx Npu nepegaye e B apXuB
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2. CoBpeMeHHBIC HOCUTENHN UH(OPMALUK: BUIbI, XapaKTEPUCTHKA.
AHaJI0rOBBIe CTIOCOOBI 3ancH HHHOPMAITAN

3. AynnoBmsyanbHBIE JOKyMEHTHL. CpeacTBa M CIIOCOOBI 3aIUCH
ayMOBHM3YaJIbHON HH(OPMAUH

4. OnudpoBaHue KaK CIIOCOO TOKYMEHTHPOBAHUS

5. DneKTpOoHHBIA JOKYMEHT: IOHATHE 1 OCOOCHHOCTH CO3AaHHUS
CoBpeMeHHbIE cpecTBa GUKCHPOBAHUS U BOCIIPOM3BEICHU
nHdopmManuu

7.2.2. 3agaHus IS OEHKHW VMEHHUH K 3249eTy ¢ OLEeHKOM

®opmupyemas
KOMIIeTeH Ul

Kon
pe3yJbTaTa
00yueHust

3amanmne

YK-6

Crioco0eH yIpaBIsTh CBOMM
BPEMCHEM, BBICTPANBATh U
peann3oBBIBaTH TPACKTOPHIO
CaMOpa3BUTHUS HA OCHOBE
NPUHLUIIOB 00pa30BaHus B
TEYECHUE BCEH KU3HU

YK-6 -31

Ilepeyensb Bonpocos:

1. VcnoBust XxpaHeHHS JOKYMEHTOB, CO31aHHBIX ITyTEM
onmppoBaHUs HHPOPMAIXH (TIPOOIEMBI U ITyTH PEIICHUS)

2. Mukporpaduiaeckuil JOKyMEHT, €r0 XapaKTepUCTHKA

3. Metonel, cpeacTBa U criocoObl JOKYMEHTHPOBAHHS B
COBPEMCHHBIX YCIIOBUAX

4, ®OHOAOKYMEHTHI, UX OCHOBHBIE BH/IbI

5.Buneo3anucu kak BUj ayAHOBU3YaJIbHOTO JOKYMEHTA

6. KnHO(OTOJOKYMEHTBI, HX OCHOBHBIE BHJIbl 1 OCOOCHHOCTH

YK-6 -32

IlepeyeHb BOIIPOCOB:

1. ABTOMaTH3MpOBaHHAS TEXHOJIOTUS 00pabOTKH BXOISIIUX,
UCXOZSIINX U BHYTPEHHUX JOKYMEHTOB.

2. ABTOMaTHU3MpPOBaHHAS TEXHOJOTHS pabOTHI C OOpAICHUIAMH
rpak/iaH.

3. ABTOMaTH3UPOBAHHBIE TEXHOJOTHHU PEIaKTHPOBAHUS TEKCTa
JIOKYMEHTOB.

4. ABTOMaTH3MPOBAHHBIN KOHTPOJIb HCTIOJHEHNUS
pacnopsaUTeNbHBIX TOKYMEHTOB.

5.bnank gokymeHTa

6. BugeokoHdpepeHmn

K -6

Cnoco0eH ocyIiecTBIsATh
TMOJATOTOBKY IOPHUINUYCCKUX
JIOKYMEHTOB

[K-6 - V1

IlepeyeHb BONIPOCOB:

1. TexHu4ecKUe CPe/ICTBA, IPUMEHSIEMbIE IIPU TEXHOTPOHHOM
JIOKYMEHTHPOBAHHUH.

2. AyTeHTUYHOCTH (TI0JUIMHHOCTh) TEXHOTPOHHBIX JOKYMEHTOB!
CHOCOOBI MPUIAHKS JIOCTOBEPHOCTH JOKYMEHTaM

3. YciioBus XpaHEHUS ayJHOBH3YalIbHBIX TOKYMEHTOB

4. TexHOTPOHHBIE APXMUBBL: PEATFHOCTD ¥ BUPTYAJILHOCTD

5. MukpohoTokonupoBaHe Kak COBPEMEHHBIN CIIOCO0
¢$uKcupoBaHUs MHPOPMALTTU

6. TexHOMOrNK JOKYMEHTHPOBAHHS TIPH TPUMEHEHUU
KOMITBIOTEPHBIX CPEJICTB (IPOrpaMMHOE 00ECIIeYeHNE U CTaHAaPThI
OTIHCAHUSA)

[K-6 - Y2

IlepeyeHsb BONpoCoOB:

1.TocynapcTBenHas HH(QOPMAITHOHHO-TEIEKOMMYHHUKAIIHOHHAS
cucrema (UTKC).

2. JIBmkeHne TOKYMEHTa B yUpExKICHUH, pupMe (Ha pUMepe
MUCHMa U JTOKJIQJHO 3aITUCKH)

3. MrdopManmoHHble TEXHOJIOTUH KOHTPOIIS UCTIOTHCHHUS
YIPaBJIEHYECKUX pPeLIeHUH

4. Knaccuduranus CAJL.

5. KommsroTepHbIe ceTn

6. KomIproTepHbIe TEXHOJIOTHH TTOJITOTOBKH U ITPOBEJICHUS
COBEILAHUH.

7. OpraHusaiys IpoBepPOK paboThI OIBEJOMCTBEHHBIX
IpeanpUSATHH (CTPYKTYPHBIX MOJIPa3IeIeHuil)

7.2.3. 3agaHus A5 OLleHKH BJIAJleHHii, HABBIKOB K 324YeTY C OIEHKOM
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dopmupyemMasn
KOMIeTeH U

Kon
pe3yabrara
o0yueHust

3aganmue

YK-6

Cnoco0eH ynpasisiTb CBOUM
BpPEMEHEM, BBICTPanBaTh U
pean30BBIBATH TPAEKTOPHIO
CaMOpa3BUTHUS HA OCHOBE
TIPUHIAIIOB 00pa30BaHUs B
TEYEHHUE BCEU KU3ZHU

YK-6 -31

IlepeyeHnb BONIPOCOB:

1. Opranusauus coBelaHus

2. OdopmiicHrE 3asBICHUS

3. TloBbimienne 3(PEeKTUBHOCTH KOHTPOJIST UCTIOTHEHHS
JOKYMEHTOB. ABTOMaTH3HPOBaHHAs TEXHOJIOTHsI KOHTPOJIS
HCTIOMTHUTENBCKON JTUCIIUTIIINHBIL.

4, IToaroToBKa MOKJIAIHON 3aMMCKH

5. IloaroroBka HHHOPMAIIMOHHOTO THCHEMa

6. [TonroroBka nmpoeKTa MOCTAHOBICHHUSI 3aKOHOIATEIbHOTO HITH
HCTIONTHUTENIFHOTO OpTraHa ToCy1apCTBEHHOH BIacTH (opraHa
CaMOYTIPaBIICHHS)

YK-6-32

IlepeueHb BONPOCOB:

1. TlpunHnMIBEI 0OCcTIeueHNsT KOHDUACHITUATLHOCTH HH(GOPMAIIUU B
ABTOMAa "TH3HPOBAHHBIX CUCTEMaX JEJIONPOU3BOJICTBA.

2. IIpunsTre ynpaBieHYeCKOro peleHus (oAroToBKa IprKasa,
yKa3aHus).

3. IIporpaMMHbIe cCHCTEMBI aBTOMaTH3aI[MH AEIOTPOU3BO/ICTBA.

4. TIporpaMMHBI HHCTPYMEHTAPHI TPUKIATHOMN CPEIIBI

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

6. Pabota c na(pOpMarmen

IIK -6

Crioco0OeH oCcyIIecTBIATh
MOJTOTOBKY FOPUAMICCKIX
JIOKyMEHTOB

I1K-6 — B1

Ilepeyennb BONpPOCOB:

1. oaroroBka peKIaMHOTO MHCHEMa

2. [TonroroBka crpaBKH

3. IousaTHE IPOrpaMMHOM CHCTEMBI aBTOMATH3aLIUU
nenornpousBoactea (CAJ).

4. IToHsATHE paclpeeeHHbIX aBTOMAaTU3UPOBAHHBIX CUCTEM B
JIOKYMEHTO- 00CCIICUCHUH.

5. IloHsaTHE 3NMEKTPOHHOTO JOKyMeHTa. COBpeMEHHBIE TTOAXO0IBI K
ABTOMATH3aIlMHU JIEJIONPOU3BOJICTBA.

6. [Ipuem 1 yBOJIbHEHHE COTPYAHUKOB

I1K-6 — B2

IlepeyeHb BONPOCOB:

1. CoBpeMeHHBIE MOJX0/bI K aBTOMATH3AIMH AEIONPOU3BOICTRA.
2. CpexacTBa aJ]MUHUCTPATHBHO-YIIPABICHYECKOI CBSI3H

3. CpexacTBa TUpaKMPOBAHHS JOKYMEHTOB

4. XapaKTepuCTHKA POCCUICKUX CHCTEM aBTOMAaTH3AINH
JeIIONPOU3BO/ICTBA.

5. XapakTeprcTHKa POCCUIICKUX CHCTEM aBTOMAaTH3aIUH
JeIONIPOU3BO/ICTBA.

6. DneKTpOHHbIE BEPCHHU CITY)KEOHBIX JOKYMEHTOB: (DYHKLIUH U
THIIOJIOTHS.

YI)OBHI/I H KPpUTECPHUH HMTOIrOBOM OLIEHKH pe3yJabTaTOB OCBOCHUSA TUCHUIIIMHBI

Kpurepnu onennBanns HroroBas onenka

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

Henocrarounslii | Marepuaina, HEyMEHHUE JaKe C MOMOIIbIO
npenoaaBaTels chOpMyITHPOBATh MPABUIBHBIE OTBETHI
Ha 3a/1aBaeMbl€ BOIPOCHI, HEBBITIOJHEHUE
TIPaKTUUECKUX 3aJJaHul

Yposens 2. 3HaHNE TOJIFKO OCHOBHOTO MaTepHaia, JOMyCTHMbI Y 10BIETBOPUTENBHO/3a4TEHO

ba3zoBbrit HETOYHOCTH B OTBETE Ha BOMPOCHI, HAPYIIEHHUE
JIOTUYECKOM MOCIEJ0BATEILHOCTU B U3JI0KEHUH
MIPOrPaMMHOT0 MaTepuana, 3aTpyAHEHUS IIPU PELLIEHUHT
TIPAKTUYECKUX 3a7a4

Yposens 3. TBepable 3HaHUS NPOrPAMMHOTO MaTepHana, Xoporo/3a4TeHo

TloBEIIICHHEIH JAOITYCTUMBIC HCCYHICCTBCHHBIC HETOYHOCTU ITIPU
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OTBETE HA BONIPOCHI, HAPYIIEHUE JTOTMUECKON
MIOCJIEA0BATENILHOCTH B N3JI0KEHUH IIPOrPAMMHOTO
MaTepuana, 3aTpyJHEHHS IPH PEIICHIH IPaKTHIECKUX

3a71aq
Yposens 4. I'my6okoe ocBOEHHE IPOTPaMMHOTO MaTepHaa, OTnuaHO/3a9TEHO
IIponBunyTHIN JIOTUYECKU CTPOMHOE €r0 U3JI0KEHNUE, YMEHUE CBA3ATh

TEOPHIO C BO3MOXKHOCTBIO €€ IPUMEHECHHUS Ha
MPaKTHKEe, CBOOOTHOE pPelIeHNe 3a1ad 1 000CHOBAHNE
MIPUHSATOTO PEHICHUS

8. IEPEYEHb OCHOBHOM U JOMNOJHUTEJBbHON YUEBHOM JUTEPATYPBI,
HEOBXOJUMOM JJ151 OCBOEHU S JUCLHUILIUHBI (MOJIY.JIS).

8.1. OcHoBHas yueOHas IUTEpPaTypa.

1.  JloxymeHTOBeACHHUE U JOKYMEHTAIIMOHHOE oOecTieueHue ynpasienus. - M.: PITY,
2016. - 478 c.

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

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

4, Hoponuna, JILA. JlokymeHTOBedeHHE. YUYeOHMK U  MPAKTUKYM  JUId
akagemuueckoro Oakanaspuata / JI.A. loponuna. - M.: FOpaiit, 2016. - 935 c.

5.  Jlapuca, ®enopoBna Pacuxuna JlokyMeHTOBeIeHNE 2-€ U3I., TIEP. U JOM. Y YeOHUK
u npaktukym g CIIO / Jlapuca @enopoBua Pacuxuna. - M.: FOpaiit, 2017. - 337 C.

8.2. lonoiHUTeIbLHASA y4eOHAsl JTUTepaTypa.

1.  Kysnenos U.H. [lenonpounsBoactBo: yueOHO-ciipaB. mocodue. — M.: JlamkoB u K,
2014.

2. Jlemompou3BOACTBO: 00pa3ibl, JOKYMEHTHI. OpraHu3amusi 1 TEXHOJIOTHS paboTHI /
pen. 1.K. Koprees, B.A. Kynpses. — M.: IIpocnekr, 2014.

3.  KouduaeHnmampHOoe  JCIOMPOW3BOACTBO M 3AIIUIICHHBIA  3JICKTPOHHBIN
JOKyMeHToo0opoT : yueonuk / pea. H.H. Kynses. — M.: Jloroc, 2014.

4. Kupcanoa M.B., AkcénoB FO.M. Kypc nenonpousBozcrsa. JlokyMeHTallMOHHOE
obecrnievueHue ynpasieHus : yuel. mocobue. — M.: UTHOPA-M, 2013.

5. brikoBa T.A., Ky3nenosa T.B., Cankuna JI.B. JlokymeHTanronnoe odecrieueHue
yTpaByieHus (JeI0Npon3BOACTBO) : yuel. mocobue. — M.: UHOPA-M, 2013.

6. backakoB M.U., 3ameikas O.U. Jlemompou3BoactBo: yueOHUK. — PocroB H//I;
®enukc, 2012.

7. Kopuees MN.K., [lmenko A.B., Mamypues B.A. YnpaBneHue IOKyMEHTaMu :
yuebHuk. — M.: THOPA-M, 2010.

8.  JlomarnukoB E.A. Jlenonpon3BoACTBO: 00pa3ibl JOKYMEHTOB C KOMMEHTAPHUSIMH :
yue0. mocobue. — M.: Omera-JI, 2010.

9.  DBackaxkos M.N. JlokymeHTaumoHHOE o0ecrnieueHue yIpaBJiIeHUS
(demompounsBoacTso) : yuebuuk. — Poctos u/]l : ®enuke, 2009.

10. Kaaposoe aemomnpon3BoACTBO (IPaBOBBIC OCHOBBI): MpakTHd. mocooue / pex. FO.I1.
Opinosckuii. — M.: Kontpakt; MTHOPA-M, 2013.

11. Pamaea A.I'. WORD 2010: cmoco6sl u MeTOnbl co3MaHus MPOodhecCHuOHATBHO
0(OpMIICHHBIX JOKYMEHTOB: yueb. mocobue. — M.: ®opym; UHOPA-M, 2013.

9. IEPEYEHb PECYPCOB UH®OPMAIIMOHHO-TEJIEKOMMYHUKAIIMOHHOM
CETH «<MHTEPHET», HEOBXOJNUMBbIX J1JIA OCBOEHUSA JUCIUIIJIMHBI (MOLYJIS).

| http://biblioclub.ru | DnexTpoHHO-6MGIHOTEYHAs CHCTeMa «Y HUBEPCHTETCKAs |
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6ubamnoreka online»
http://www.garant.ru CripaBoyHasi npaBoBast cuctema «I"apanT»
http://www.consultant.ru CrpaBounas npaBoBas cucrema «Koucynprantlnocy
http://elibrary.rsl.ru/ Caiit Poccuiickoit anekTponnoit 6ubimnorexu (PI'B)
http://www.hri.ru DJIeKTpOoHHAs OMOINOTEKA MEKAYHAPOIHBIX TOKYMEHTOB I10
paBaM 4YeJIOBCKa.
http://www.duma.gov.ru Odurnmansaeiii cailt ['ocynapcrsennoit J{ymbr @epepaibHOro
Cobpanus Poccuiickoii @eneparum.

10. METOJIUYECKHE YKA3AHHUA JJIsd OBYUYAIOLIUXCS MO OCBOEHUIO
JUCUMIIAHBI (MOLY.JISD).

OCHOBHBIMHU BHJJAMU ayZAUTOPHON pabOThl 00YYArOIIErocst Ipy N3y4E€HUHN AUCHUILINHBI
SBIISIOTCS JIGKIIMM U CeMUHapcKkue 3aHATus. OOydaromuiics He MMeeT MpaBa MpPOIMyCKaTh 0e3
YBaKUTEIBHBIX IPUYMH ayAUTOPHBIE 3aHATHSA, B IPOTUBHOM CJIy4ae OH MOXKET ObITh HE IOMYIIEH
K 3a4eTy/3K3aMeHy.

Ha nexuusix 1aroTCs U pa3bsCHAIOTCS OCHOBHBIE MOHSTHS TEMbl, CBSI3aHHbIE C HEH
TEOPETUYECKHUE U MPAKTUICCKHE MPOOJIEMbI, PEKOMEHIAINH JJIT CAMOCTOSATEIBHONW paboThl. B
X0JIe JICKIMHM OOyUaroIMNCs JOJKEeH BHUMATENIbHO CIYIIaTh U KOHCIIEKTUPOBATh JICKIIMOHHBIN
Marepuai.

3aBeplaloT M3ydeHHE HauOoJjiee BaXKHBIX TeM Y4eOHON AMCHUIUIMHBI CEMHUHApCKHE
3aHATUS. OHHM CIy)KaT Uit KOHTPOJI MOJTOTOBJICHHOCTH OOYYaroIIerocs; 3aKperuIeHUs
U3y4EeHHOI0 MaTepualla; pa3BUTUSl YMEHHUS U HaBBIKOB IOJTOTOBKU JIOKJIQJOB, COOOLICHUN 1O
€CTeCTBEHHOHAYYHOH NpoOIeMaTHKe; MPHOOPETEHNUS ONbITa YCTHBIX ITyOJHMYHBIX BHICTYIUICHUH,
BE/ICHUS IUCKYCCUU.

CeMuHapy mpealIecTByeT caMOCTOsATENbHas paboTa oO0ydaromierocs, CBsA3aHHas C
OCBOCHMEM JIEKLIIMOHHOIO0 MaTepHuaja W MaTepuaioB, H3JIOKEHHBIX B YUEOHMKax, y4eOHBIX
mocoOMsIX U B PEKOMEHIOBAaHHOW TperojaBareieM TeMaTthueckoud Jureparype. I[lo
COIJIACOBAHUIO C MPENOAaBaTeNIeM WIM €ro 3a/aHUI0 00YyUYaIOIIMNCs MOXKET TOTOBUTh pedepaTsl
10 OTACIBHBIM TEMaM JUCIHUIIIINHBI. HpI/IMCpHI)IG TEMBI JOKJIaa0B, pe(bepaTOB H BOIIPOCOB JJIA
00CYX/IeHUs IPUBE/ICHBI B HACTOSIIIUX PEKOMEHIAIUX.

10.1. PadoTa Ha JeKkuuu.

OCHOBY TEOPETHYECKOTO OOYy4YeHHUsI OOY4aromUXCsi COCTAaBISAIOT Jekuuu. OHHM AT
CUCTEeMAaTU3UpPOBAaHHBIE 3HAHMUS OOyJarmMUMcia O Hauboliee CIOXKHBIX U  aKTyaJdbHBIX
opuanueckux mpobiemax. Ha yekmusax oco0oe BHUMaHHE YACTSAETCS HE TOJIBKO YCBOCHHIO
00y4JaloIMMUCS H3Y4aeMbIX MPOOIeM, HO U CTUMYIUPOBAHUIO MX aKTUBHON MO3HABATENbHOM
JACATCIIbHOCTH, TBOPYECKOTO MBIIIJICHUS, Pa3BUTHUIO HAay4YHOIr'o MHPOBO33pPCHUA,
npodeccHoHaNbHO-3HAUMMBIX CBOMCTB M KauyecTB. V3maraemplii MaTepuan MOKET MOKa3aThCs
06y‘~IaIOHII/IMC$I CJIOKHBIM, HCO6I)I[IHI)IM, IMOCKOJIBKY  BKJIFOYAC€T 3HAHHUA, TTOUYCPIIHYTHLIC
mpenoAaBaTeNieM U3 Pa3IUYHbIX OTpaciieidl HayKW, pelUrud, UCTOPUH, MPAKTUKU. BOT mouemy
HE0OXOMMO TOOPOCOBECTHO U YIIOPHO padoTaTh Ha JEKIUAX. OCyIIeCTBIIsIS yueOHbIe TEUCTBUS
Ha JIEKIIMOHHBIX 3aHATHUAX, OOYyYarolIuecs JODKHBI BHUMATEIHHO BOCIPUHUMATH IEHCTBUS
MpPEnoIaBaTelis, 3allOMUHATHh CKJIAJIBIBAIOIIMECS O00pa3bl, MBICIHUTH, JOOMBATHCS TOHUMAHUS
M3Yy4aeMOTo0 MpeaMeTa.

OOyuvaromuecss JOJDKHBI aKKypaTHO BECTH KOHCIEKT. B ciydae HeIONOHMMaHUS
KakoW-mubOo dYacTH TmpeAMeTa CieayeT 3aJaTh BONPOC B  YCTAHOBJICHHOM TOPSAKE
npernojaBarelio. B mporecce paboThI Ha JISKIIMA HEOOXOUMO TaK e BBIMOIHITH B KOHCIIEKTaX
MOJIETT HM3y4aeMoro MpeaMera (PUCYHKH, CXEMBI, YepPTeKH U T.[.), KOTOpPHIE HCIONb3yeT
MPEIoaBaTeb.

OO0yJaromuMces, U3y4arouM Kypc, pEKOMEHIYeTCS PACIIUPSITh, YIIIyOIsaTh, 3aKPETUIATh
YCBOCHHEBIC 3HAaHHA BO BpEMA CaMOCTOSITEIILHOU pa6OTBI, 0CO0EHHO IIpru TIOATOTOBKE K
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CEMHUHAPCKUM 3aHSATUSM, HW3y4aTh U KOHCIEKTHPOBaTh HE TOJBKO O0s3aTeIbHYIO, HO U
JOTIOTHUTEIBHYIO JIUTEPATYpYy.

10.2. Pa6oTa ¢ KOHCIIEKTOM JICKIIHIA.

IIpocMoTpuTE KOHCHEKT cpa3y nocie 3aHATHil. OTMeThTE MaTepuall KOHCIIEKTa JEKIUH,
KOTOpBIM BBI3BIBACT 3aTPyAHEHMs [Uld NOHMMaHudA. llomeiTaliTece HaWTH OTBETHl Ha
3aTPYAHUTENBHBIE BOIIPOCHI, UCIIONB3Ys IIPEIaracMyro JUTeparypy. Eciau caMocToaTensHO He
yJanoch pa3obpaThCcsi B Marepuane, cHopMyaupyiTe BOIPOCHl MU OOpaTUTECh Ha TEKyIleH
KOHCYJIbTAallMM WU Ha OyryKaiIIen JeKIUH 3a [IOMOILBIO K IIPEN01aBaTeNo.

Kaxxnyro Heneno oTBoAuTe BpeMsl JUIsl IOBTOPEHUS IPOMACHHOIO MaTepuaa, IpoBepsist
CBOM 3HAHUS, YMCHHUS U HABBIKH 11O KOHTPOJIbHBIM BOIIPpOCAM M TECTaM.

10.3. Bpino/iHeHHe NPAKTHYECKUX PaldoT.

ITo HanGonee coKHBIM NpodsieMaM y4eOHOHW AUCIUIUIMHBI IPOBOJIATCS NPAKTUYECKHUE
3aHsaTHs. VX rnaBHOM 3anadeil siBisercs yriyOJeHUe M 3aKpeIIEHUE TEOPETUUYECKUX 3HAHUM Y
oOyJaromuxcs.

[IpakTuueckoe 3aHsATHE IPOBOAUTCSA B COOTBETCTBUU C IUIaHOM. B 1uiane ykasbiBaroTcs
TeMa, BpeMs, MECTO, LeIM M 3a/lauM 3aHATHsA, TeMa JOKJIaaa U pedepaTUBHOIO COOOLICHMS,
oOcyxxaaemble Bompochl. Jlaercs CHUCOK 0O0sA3aTeIbHOM M JONOJHUTENBHON JIMTEPaTyphl,
PEKOMEHI0BAaHHOM K 3aHSTHIO.

[ToaroroBka 00y4aromMXCs K 3aHATHIO BKJIIOYAET:

-3a0J7aroBpeMEHHOE 03HAKOMJICHHE C IIJIAHOM 3aHSTHUS;

-U3y4CHHE PEKOMEHI0BAaHHOM JIMTEPATYPHI U KOHCIIEKTA JICKIIHIA;

-[I0ATOTOBKY HOJHBIX U TIIYOOKHX OTBETOB IO KaKIOMY BOIPOCY, BBIHOCUMOMY JUIsl
00CyXICHUS;

-[IOATOTOBKY JOKJIa/1a, pedepaTa [0 yKa3aHUIO IpernoaBarTes;

[Ipu mpoBeneHMM TNPAKTHUECKUX 3aHATHH yHIeisieTcss 0co00e BHUMAaHHE 3a/IaHUsIM,
IPEoaraoliuM He TOJIbKO BOCIIPOU3BEACHNE 00yyatoUMUCS 3HaHUH, HO U HallpaBJIEHHBIX HA
pPa3BUTHE Y HUX TBOPYECKOTO MBIIUIEHHUS, HAYYHOTO MUPOBO33peHus. i Ty4IIero ycBOeHus u
3aKpeIuIeHUs] MaTepuala 1o JaHHOH TUCHUIUIMHE TOMHMO KOHCIEKTOB JIEKLUH, 00yJaromumcs
HE0OXOIMMO Hay4YUThCs paboTaTh ¢ 00s3aTeNbHON U JOMOJIHUTENBHOM uTeparypoii. 3yuenue,
JUCLUIUIMHBI IPEIoaraeT OTCIIeKUBaHNE MyOIUKalMi B IEPUOANYECKUX U3/1aHUAX U padoTy ¢
INTERNET.

[lenecooOpa3HO rOTOBUTHCS K MPAKTUYECKUM 3aHATUAM 3a 1-2 Hejenu 10 uX Hayana, a
MMEHHO: Ha OCHOBE M3YYEHHs PEKOMEHJOBAHHOM JIMTEPATyphl BBIMHCATh B KOHTEKCT OCHOBHBIE
KaTeropuu M MOHATHS M0 Y4eOHON AMCLUMIUIMHE, TOATOTOBUTH PAa3BEpHYTHIE IIAHBI OTBETOB U
KpaTKo€ COJIep)KaHWE€ BBINOJHEHHBIX 3adaHuil. OOydJaromuiicss JOKEH OBITh TOTOB K
KOHTPOJBHBIM ONpOCaM Ha KaxIoM yueOHOM 3aHATHM. OpoOpsiercs M HOOLIpsSeTcs
WMHUIMATUBHbBIE BBICTYIUICHUS C IOKJIaJaMU U pedepaTamu 10 TeMaM MPaKTUYECKUX 3aHATUH.

10.4. IToaroroBKa 10KJIAA0B, PUKCUPOBAHHBIX BBICTYIICHHH U pedepaToB.

[Ipn moAaroToBke K MOKIAAy MO TeMe, YKa3aHHOHM TMperojaaBareseM, O0yJaroluiics
JIOJ>KEH O3HAaKOMUTBHCSI HE TOJBKO C OCHOBHOM, HO M JIONIOJHUTEIBLHOW JTUTEPATYPOl, a TaKXKE C
MOCIEAHUMH TyOIUKAIMSIMKU TI0 3TOM TeMaTuke B ceTu MHTepHeT. HeoO0xo1uMo mOAroTOBUTH
TEKCT JI0KJIa/a U WJUTFOCTPATUBHBIM MaTepuai B BUJE npe3eHTanuu. Jlokinaa JOHKeH BKII0YaTh
BBEJICHHWE, OCHOBHYIO 4acTh W 3akmoueHue. Ha nokmax orBogurcs 10-15 MuHyT yueGHOrO
BpeMeHH. OH JOJKeH ObITh Hay4YHBIM, KOHKPETHBIM, OIpPEAETICHHBIM, TTyOOKO pacKphIBaTh
npobJaeMy U yTH €€ PeLIeHHUs.

PexoMeHnainuu K BBIIIOJIHEHUIO pedepara:

1. PaGora BeIMOTHSAETCS HA OJTHOM cTOpoHE nucTa Gpopmara A 4.

2. Pa3zmep mpudra 14, MexxcTpOUHbIN MHTEPBaAJ (OAMHAPHBIH).

3. O06béM paboThl AOKEH cocTaBIATh 0T 10 10 15 nMucToB (BMEcTe C MPUIOKEHUSIMHU).
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4. OcraBisiemMble IO KpasiM JIMCTA M0JI1 UMEIOT CIEIYIOIINE Pa3MEPBIL:

Cnesa - 30 MM; ciipaBa - 15 MmM; cBepxy - 15 Mm; cHU3Y - 15 MM.

5. Conepxanue pedepara:

o Tumynvhsiil aucm.
e Cooepoicanue.
e Bgeoenue.

BBenenne nOMKHO BKJIIOYATh B ce0s KpaTkoe OOOCHOBAHHME AaKTyaJdbHOCTH TEMBI
pedepara. B 3T0if yacTH HEOOXOAMMO TakKe IOKa3aTh, MOYEMY HAHHBIA BOIMPOC MOMKET
MPEACTABIISITH HAYYHBIN HHTEPEC U KAaKOE MOXKET UMETh MPAKTUUECKOE 3HAUCHHE.

e OcHosHOU Mamepuain.
e 3akniouenue.

3akiroueHue - 4acth pedeparta, B KOTOpoi (GOpMyIupyIOTCsS BBIBOABI MO Maparpadam,
oOparraeTcsi BHUMaHUE Ha BBITIOJIHEHUE ITOCTABJICHHBIX BO BBEJICHUU 3a/1a4 U 11eJeil. 3aKiItoueHue
JOJIKHO OBITh YETKUM, KPATKUM, BBITEKAIOIIUM U3 OCHOBHOH YacTH.

e Cnucox numepamypul.

6. Hymeparus cTpaHull NPOCTABISETCS B MPABOM HIKHEM YTIIy, HAUMHAs C BBEICHUS
(ctp. 3). Ha TuTYIbHOM JHICTE U COAEPKAHUU, HOMEP CTPAHULIBI HE CTABUTHCSI.

7. Ha3Banus pasnenoB M MOJPA3AEIOB B TEKCTE JOJKHBI TOYHO COOTBETCTBOBATH
HA3BaHUSIM, IPUBEAEHHBIM B COACPKAHHH.

8. Tabnuipl MOMENIAOTCS 10 X0y HM3JI0XKCHHS, JODKHBI UMETh MOPSIIKOBBIH HOMED.
(Hampumep: Tabnuua 1, Pucynok 1, Cxema 1 u T.11.).

9. B Tabnuiax u B TEKCTE CIEAYET YKPYMHITh €IUHUIIBI U3MEPEHUS OOJIBIINX YUCEN B
3aBHCUMOCTH OT HEOOXOAUMON TOYHOCTH.

10. T'paduku, pucyHkw, TaOTUIBI, CXEMBI CICIYIOT IIOCIE CCBUIKM Ha HHUX H
pacroaraTcs CAMMETPUYHO OTHOCUTENBHO IIEHTa CTPAHUIIBI.

11. B criucke nurepaTypbl YKa3bIBae€TCs MOJHOE HAa3BaHWE MCTOYHMKA, aBTOPOB, MECTa
U3JIaHUs, U31aTEIbCTBO, TOJ BHIITYCKA U KOJTMYECTBO CTPAHUII.

10.5. Pa3pa®oTKka 2JIeKTPOHHOM Npe3eHTalUH.

Pacrnipenienenne Tem nmpe3eHTalMU MEXy O0y4aloIMMUCS U KOHCYIbTUPOBaHUE UX IO
BBINOJIHEHUIO TMCbMEHHON palboThl OCYLIECTBISETCA Takke Kak U 1o pedepary. [Ipucrynas k
MOJIFOTOBKE MHUCbMEHHON pabOThl B BUJIE€ 3JIEKTPOHHOM Mpe3eHTaluu HEOOXOAUMO UCXOAUTh U3
Henell Mpe3eHTallud M YCIOBMHM ee MpOYTeHMs, KaK MNpaBUJIO, TaKylo paboTy oOyudaemble
NPEJICTaBISIIOT MPENoAaBaTeal0 Ha IMPOBEPKY IO DBJIEKTPOHHOM MOYTe, YTO HCKIIIOYaeT
BO3MOXHOCTbH JIOTIOJIHUTEIBHBIX KOMMEHTApUEB U MOSICHEHUH K MPe/ICTaBIEHHOMY MaTepHaiy.

[To cornacoBanmio ¢ mpemnoaBaTeneM, MaTeprabl MPE3eHTAUU O0YJAOIITUICS MOXKET
npezacraButh Ha CD/DVD-aucke (USB ¢usii-aucke).

DNeKTpOHHBIE MPE3EHTAIMK BBINONHAIOTCS B nporpamme MS PowerPoint B Buze
CIIAlJIOB B CIIEAYIOLIEM MOPSAKE:

-TUTYJIbHBIH JIUCT C 3ar0JIOBKOM TEMbI M aBTOPOM HCITOJIHEHUS IIPE3EHTALIUN;

-IJIaH Ipe3eHTanuu (5-6 MyHKTOB -3TO MaKCUMYyM);

-OCHOBHas yacTh (He 6omee 10 cnaiinos);

-3aKJII0UYCHHE (BBIBOJ);

OO6mwme TpeboBaHUs K CTUIIEBOMY O(DOPMIICHUIO MPE3CHTAIIHH

-IU3aiiH TOJKEH OBITh MPOCTHIM U JIAKOHUYHBIM;

-OCHOBHasI LIeJIb - YUTAEMOCTh, a He CyOBbeKTUBHAs kKpacoTa. [Ipu 3ToM He Ha/l0 BaaTh B
JPYTyIo KpaiHOCTb M MHCaTh Ha OEJBbIX JINCTaX YEepHBIMU OyKBaMM — HE y BCEX 3TO IMOJIyyaeTcs
CTHJIBHO;

-1IBETOBasi raMMa JIOJKHA COCTOSITh He 0oJiee yeM U3 IByX-TpeX I[BETOB;

-Bcerja JOJDKHO OBITh J1Ba THUIA CIAJ0B: NIl TUTYJABHBIX, MJIAHOB U T.II. U JUIA
OCHOBHOTO TEKCTA;
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-pasmep mpudTa JomKeH ObITh: 24—54 myHKTa (3aroyioBoK), 18—36 myHKTOB (OOBIUHBIIA
TEKCT);

-TeKCT JIOJDKEH OBITh CBEPHYT 10 KIIOYEBBIX CIOB U (pa3. [lomHble pa3BepHyTHIC
MPeJIOKEHUS Ha cllaiiflaX TaKUX MPEe3eHTAlUN WCHOJB3YIOTCS TOJNBKO MpU uTHpoBaHuu. [lpu
HEOOXOJMMOCTH, B TOJIe «3aMETKU K CiaiiaM» MOXKHO MPHUBECTH KPATKHE KOMMEHTAPUU WIIH
MOSICHEHHS.

-KaXKJIbIM ClIaii] TOJDKEH MMETh 3ar0JIOBOK;

-BC€ CJIail/ibl TOJDKHBI OBITH BBIIEPKAHBI B OJTHOM CTHUIIE;

-Ha KaXJIOM CJIaiijie TOJHKHO OBITh He 0oJiee TPeX MILTIOCTPALUi;

-CIIaiiIbl TOJKHBI OBITh IPOHYMEPOBAHBI C yKa3aHUEM OOIIET0 KOJTUYECTBA CIIAiI0B;

-HCIIOJIb30BaTh BCTPOCHHBIC A(P(PEKThl aHUMAIIMA MOXKHO TOJBKO, Korja 0e3 3Toro He
00OHTHCE.

OOBIYHO aHUMAITWSI KCTIOJIB3YETCS JUTsl IPUBIICYCHHSI BHUMAHUS CIyliarenei (Hampumep,
MOCJIe0BATEIbHOE MOSIBIICHUE JIEMEHTOB JIMArPaMMBI).

-CIIUCKHA Ha claijax He JOJDKHBI BKJIIOUaTh Ooisiee 5—7 asnemeHTOB. Eciu sinemeHTOB
CIIUCKa BCEe-TaKku OOJIbIIIE, UX JIYUYIe PACHIONOKUTh B JBE KOJOHKH. B Tabnuiax He JOMKHO ObITh
0oJiee YeThIpeX CTPOK M YETHIPEX CTOJIOIOB — B MPOTUBHOM CIIy4ae JaHHBIC B TaOiuIe OymayT
OUYEHBb MEJIKUMH U TPYAHO PA3ITUYUMBIMU.

10.6. MeToauka padoTbl ¢ 00y4alOIIMMHUCH C OrPAHMYCHHBIMH BO3MOKHOCTSIMU
310POBbBSI.

B HHctutyTe co3aHbl crielManbHble YCIOBUS Ui MOJY4YeHUs BbICLIIEr0 0Opa3oBaHUs
no oO0pa3oBaTeNbHBIM IpOrpaMMaM OOYYAIONIMMHUCA C OTPAHUYCHHBIMH BO3MOXKHOCTSMU
3nopoBbs (OB3).

Jlia mepemeleHrs UHBAJIUAOB U JIMI[ C OTPAaHUYEHHBIMH BO3MOYKHOCTSMHU 30POBbS
CO3J1aHbl CIleLUalIbHbIE YCIOBHS AJIsl OECIpensaTCTBEHHOIO JOCTyNa B y4yeOHbIE NMOMELIEHUs U
Jpyrue MOMEIICHUS, a TAKXKe MX MPEeObIBaHUS B YKa3aHHBIX TOMEUICHUSX C YIETOM 0COOEHHOCTEH
NCUXO(HU3UUECKOTO pa3BUTHS, UHIUBHUYaIbHBIX BO3MOXKHOCTEH M COCTOSIHUS 3/10POBbSI TAKUX
o0ydJaronuxcs.

IIpu nomyyeHun oOpa30BaHUS OOYYAIOUIMMCA C OrPAaHUYEHHBIMH BO3MOXXKHOCTSIMHU
3JI0POBBSI PU HEOOXOIMMOCTH MPE0CTABIISIOTCS OECIIIIATHO CIIEIUaIbHbIE YICOHUKHU U y4eOHbIC
nocoOusi, UHas ydeOHas auTeparypa. Takke MUMeEeTCs BO3MOXKHOCTb MPEAOCTABICHMS YCIYT
ACCHCTEHTa, OKa3bIBAIOILEr0 OOYyYalOUIMMCS C OrPaHUYEHHBIMH BO3MOXHOCTSMHU 37J0POBbS
HEOOXO/MMYI0 TEXHMYECKYI0 IIOMOIlb, B TOM YHCIE YCIyr CYpJIONEpPEeBOJUYUKOB U
TU(DI0CYpIOTIEPEBOTUUKOB.

[TomyyeHne JOCTYMHOTO M KAuyeCTBEHHOTO BBICHIETO0 00pa3oBaHMs JHUIAMU C
OTpaHMYEHHBIMH BO3MOXKHOCTSIMH 3/0pOBbsl oOecriedeHo myTeM cosnaHus B HHcturyre
KOMILIEKCa HEOOXOIMMBIX YCJIOBUM 0OydeHHs JUIs JaHHOM KaTeropuu OO0YyYaroLIuXcs.
Wudopmanusg o crnenualbHbIX YCIOBHUSX, CO3JAHHBIX AJI OOydyaroUMXcs € OrpaHUYEHHBIMU
BO3MO>KHOCTSIMH 37I0POBbsI, pa3MellleHa Ha caiite HcTuTyTa.

Jiis oOyuenus naBanuoB v aui] ¢ OB3, nMmeromux HapynieHus: OnOpHO-IBUTaTEIbHOTO
anmapara 00€CNeYMBalOTCS U COBEPUICHCTBYIOTCS MAaTepUATbHO-TEXHHUUECKUE  YCIIOBHUS
OecrpensiTCTBEHHOIO IOCTYIA B yueOHbIe TOMEIICHMS], TyaJeTHbIE, APYTHUe TOMEIICHHUS], YCIOBUS
uX T1peObIBaHUS B YKa3aHHBIX [OMENIECHUSX (Hamuuue JudTa, MNaHAYCOB, MOPYYHEH,
pacIIMpeHHbIX IBEPHBIX IPOEMOB U JIp.).

Jns ajanTanMyd K BOCHPUATHIO OOydaromuMHcs HMHBajauzamu u junamu ¢ OB3 ¢
HapyIIEHHbBIM  CIyXOM  CIpPaBOYHOro,  y4yeOHOro  MaTepuana,  IpPeIyCMOTPEHHOTO
00pa3oBaTeNbHONW MPOrpaMMoON MO BBIOpPAHHBIM HAIPABICHUSM MOJATOTOBKH, 00ECIEUNBAIOTCS
CIEyIOIIMe YCJIOBUSA: JJIs JIy4yllled OpHeHTalUd B ayJUTOPUHU, MPUMEHSIOTCS CHUTHAJIbI,
OINOBELIAIOIINE O HAYaJle W KOHLE 3aHATHUS (CIOBO «3BOHOK» IMILIETCS Ha JIOCKE); BHUMaHHE
ciabochpllaniero o0y4aroIerocs NpyuBIeKaeTcs MeJaroroM KecToM (Ha IUIeHo KIaJeTcs pyka,
OCYILECTBIISICTCS HEPE3KOE MOXJIONBIBAHKE); pa3roBapuBasi ¢ 00y4aronmMcs, ejaror CMOTpUT Ha
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HEro, TOBOPHT SICHO, KOPOTKUMHU MPEUIOKEHUSAMHE, 00ecIieunBas BO3SMOXKHOCTb YTEHUS 10 T'yOaM.

KomneHcanust ~ 3aTpyAHEHHIl ~ peueBOro M MHTEIUIEKTYaJIBHOTO  Pa3BUTHSA
ciabocplmamyx HHBaTUA0B U ui ¢ OB3 mpoBoAXTCS 3a CYET: UCIIOTIB30BAHUS CXEM, THATPaAMM,
PHCYHKOB, KOMIIBIOTEPHBIX MPE3EHTALUN C TMIEPCChUIKAMHM, KOMMEHTUPYIOIIMMHU OTIE/IbHbIE
KOMIIOHEHTBI M300pa)Ke€HUs; PETyIspHOTO MPHUMEHEHHUs YIpaXHEHUH Ha rpaduyeckoe
BBIJICJIEHUE CYLIECTBEHHBIX ITPU3HAKOB MPEAMETOB U ABJICHUM; 00ecrIedeHNss BO3MOXKHOCTH JIJIs
0o0yy4aromerocsi MOJIYYUTb aJPECHYI0 KOHCYJIbTAIMIO IO JJIEKTPOHHOW IOoYTe 10 Mepe
HEOOXOOMMOCTH.

Jlnst agantanyy K BOCIPUATHIO MHBaTUAaMu U aunaMu ¢ OB3 ¢ HapymeHusMu 3peHus
CIPaBOYHOI0, yU€OHOr0, MPOCBETUTEILCKOTO MaTepuaa, IpeyCMOTPEHHOro 00pa3oBaTeIbHON
nporpamMmoit MHCTHTyTa 110 BRIOpaHHOM CIIEIHATIbHOCTH, 00ECIICUNBAIOTCS CIIEAYIOIIIE YCIOBUS:
BeZleTCs ajanTauus opuIMaIbHOro caidta B ceTu VHTepHEeT ¢ yuyeToM 0coObIX MOTpeOHOCTEN
MHBAJIUOB 110 3pEHHI0, 00ECTIEYMBACTCS HATMYUE KPYITHOIIPU(TOBOH CIIPaBOYHOM HHPOpMALIUU
0 pacnucaHuM Y4eOHBIX 3aHATUH; B Hayajle y4yeOHOro roja oOydaroliuecsi HECKOJIbKO pa3
OPOBOIATCS MO 3AaHui0 WHCTHTyTa Ui 3allOMHHAHUS MECTOPACIONIOKEHHS KaOWHETOB,
IOMEIIEHUH, KOTOPBIMH OHU OyJIyT MOJIb30BATHCS; NIEAAror, €ro cO0eCeIHUKHU, IPUCYTCTBYIOIINE
NPEICTABISIOTCS 00yJYarOMIUMCS, KaXIbIi pa3 Ha3bIBACTCS TOT, K KOMY Ieaaror oOpaiaercs;
JeMCTBUSA, JKECThbl, NEpEeMEIEHHUs] Iearora KOpOTKO M SICHO KOMMEHTUPYIOTCS; IeyaTHas
uHpOpMaLKs TPEAOCTABISAETCA KPYIMHBIM IPpH(PTOM (0T 18 MyHKTOB), TOTaJIHHO O3BYYHBACTCS;
oOecrieunBaeTcsi HEOOXOAUMBIN ypOBEHb OCBEIIEHHOCTH IOMEUICHUH; MpeaoCTaBIseTCs
BO3MOXXHOCTh HCIIOJIb30BaTh KOMITBIOTEPHI BO BPEeMsI 3aHITHH W MPaBO 3alMCH OOBSCHEHUS Ha
TUKTO(OH (110 kKeJlaHuo 00ydaromerocs).

®dopma npoBeieHNs TEKYIIEH U IPOMEXYTOUHOM aTTecTanuu it ooydaromuxcs ¢ OB3
olpeneNnsercsl MpernojaBareieM B COOTBETCTBUU C Yy4eOHbIM Iu1aHoM. [Ipu HeoOxoaumocTu
obygaromemycs ¢ OB3 ¢ yueToM ero HHINBUAYATBHBIX ICUXO(QU3HISCKUX OCOOCHHOCTEH TaeTCs
BO3MOXKHOCTh IIPOMTH MPOMEKYTOUHYIO aTTECTAlMIO YCTHO, IUCbMEHHO Ha Oymare, MHCbMEHHO
Ha KOMITbIOTEpE, B POpME TECTUPOBAHUS U T.II., JIMOO MPEIOCTABIACTCS JOMOTHUTEIHHOE BpEeMs
JUIS IOJATOTOBKM OTBETA.

11. MEPEYEHb HH®OPMAIIMOHHBIX TEXHOJIOI M, UCHIOJIL3YEMBIX ITPU
OCYHWECTBJIEHUU  OBPA3OBATEJIBHOI'O IIPOLECCA 11O JUCHMIIJIMHE
MOAYJIO), BKJ/IIOYASA TIEPEYEHb TIPOI'PAMMHOI'O OBECHEYEHHUS H
HNH®OPMALMNOHHBIX CIIPABOYHBIX CUCTEM.

IIpy mpoBeneHMM JIEKLMOHHBIX 3aHATUN IO IUCLUIUIMHE MPENOAaBaTellb UCIOIb3YET
ayJIMOBHU3yalIbHbIE, KOMIIBIOTEPHBIE U MYJIbTUMEANMHBIE Cpe/icTBA 00yueHus IHcTuTyTa, a TaKkxke
JIeMOHCTpalMOHHbIE (Pe3eHTAllMN) U HaIJIAHO-MIUTIOCTPALlMOHHbIE (B TOM YHCIIE pa3laTOUYHbIE)
MaTepHabl.

[IpakTrueckue 3aHATHA 10 JAHHOW JUCLUIUIMHE IPOBOAATCSA C MCIOJIb30BAHUEM
KOMIIBIOTEPHOTO U MYJIbTUMEAUMHOrO 00opyaoBaHus WMHcTuTyTa, mpu HEOOXOIMMOCTH — C
IIPUBJICYECHHUEM I10JI€3HBIX IHTEpHET-pECYpCOB U MMAKETOB MPUKIAJHBIX IIPOIPAMM.

JIuneH3nonHoe Microsoft Windows,
POrpaMMHO- Microsoft Office,
nH(OPMaIMOHHOE Google Chrome,
obecrieucHme Kaspersky Endpoint Security
CoBpemeHHbIE 1. KoncynpranT+

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

Nudopmannonnsie | 1. DnexrponHas 6ubanoreunas cuctema (35C) OO0 «CoBpemMeHHbIe
CIIPaBOYHbIE U (POBBIE TEXHOJIOTUN»

CHCTEMBI 2. https://elibrary.ru - Hay4nas snekrponnas 6udanoreka eLIBRARY.RU
(pecypchl OTKPBITOTO 10CTYIIA)
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3. https://www.rsl.ru - Poccuiickas I'ocymapcTBennas bubanoreka
(pecypchl OTKPBITOrO JIOCTYIIA)

4. https://link.springer.com - MexayHapoanas pedeparuBHas 0asa
TaHHBIX Hay4yHBIX U3aHui Springerlink (pecypchl OTKPBITOTO 10CTYIIA)

5. https://zbmath.org - Mexnynapoanas pedeparuBHas 6a3a JaHHBIX
Hay4HbIX n3gannii zbMATH (pecypchbl OTKPBITOTO 10CTyma)

12. INIEPEYEHD YYEBHBbBIX AYI[I/ITOPI/Iﬁ n OBOPYJIOBAHWUSI,
HCIIOJB3YEMbBIX JIAA TIPOBEJIEHHUS YYEBHbBIX 3AHSTHU 110 JANCIHUIIJIMHE
(MOJLYJIIO).

VYyebHble 3aHATHUS TO JAUCIUIUIMHE MPOBOJATCA B CHEUUATU3UPOBAHHOW ayAUTOPHUH,
obopynoBannoi IIK, ¢ BO3MOXHOCTSIMHU TOKa3za Ipe3eHTanuii. B mporiecce uTeHUs JIEKIHH,
MPOBECHUS CEMHHAPCKUX W TNPAKTUYECKUX 3aHATUU MCHOJB3YIOTCS HArJISAHBIE TOCOOUS,
KOMIUJIEKT CJIaliI0B, BUACOPOJIHUKOB.

[Ipumenenne TCO (aynuo- ¥ BUICOTEXHUKH, MYJIbTUMEIUNUHBIX  CPENCTB)
ofOecrieunBaeT MaKCHMaJbHYI0 HATMSIHOCTh, TMO3BOJSET OJHOBPEMEHHO TPEHUPOBATH
pa3liuyHbIE BHJBI PEUYEBON JIEATEIBHOCTH, IIOMOTAE€T KOPPEKTUPOBATH PEUYECBBIC HABBIKH,
CIOCOOCTBYET Pa3BUTHUIO CIIYXOBOM M 3pUTENIbHOIN MaMSTH, a TAKXKE YCBOCHUIO U 3alIOMUHAHUIO
00pa3IoB MPaBWIBLHOW PEUH, COBEPIIICHCTBOBAHUIO PEUEBBIX HABBIKOB.

Ilepeuens 060pyoosannvlx yueoHbvIX ayOumopuil u CReyUaIbHbIX NOMEU|eH UL

Ne 503 KabuneT yrnpaBieHYeCKUX JUCIAILTAH

VY4eOHast ayTuTOpHs IS IPOBEIICHHSI 3aHATUH JIEKITAOHHOTO ¥ CEMUHAPCKOTO TUTIA
- IOCKa

- CTOJI MPETIOIaBaTelIs

- KpecIIo Juis IpernoiaBaTess

- TpuOyHa

- KOMILJIEKThI yueOHOM Mebenu

- IGMOHCTPAIIMOHHOE 000PYI0BaHUE — TPOEKTOP M KOMITBIOTEP

- Y4eOHO-HaIJISITHBIE TTOCOOUS

ITporpammHoe oOecrieueHue:

Microsoft Windows (/lorosop Ne 64434/MOC4501 ot 04.09.2019),
Microsoft Office (loroBop Ne 64434/MOC4501 ot 04.09.2019),
Google Chrome (Co6osH0 pactpoctpansemoe I10),

Kaspersky Endpoint Security (JTorosop Ne877/JTH ot 25.05.2016).

Ne 503 KaOunet ynpaBiieHU€CKUX TUCIUILIAH

YyeOHast ayAUTOPHS Il TPYNIOBBIX U HHAUBUAYATbHBIX KOHCYIbTAIMH, TEKYIIEr0 KOHTPOIIS U
IIPOMEKYTOUYHOM aTTECTaluU

- IOCKa

- CTOJI MPEeTIoIaBaTels

- KpecIo Juis Iperno/iaBaTess

- TpuOyHa

- KOMIUIEKTHI yueOHOM Mebemu

- IEMOHCTPAIIMOHHOE 000PYI0OBaHHE — MPOEKTOP M KOMIIBIOTEP

- y4eOHO-Har I IHbIC TTOCOOMS

[IporpammHuoe obecrieueHue:

Microsoft Windows (/lorosop Ne 64434/MOC4501 ot 04.09.2019),
Microsoft Office (JoroBop Ne 64434/MOC4501 ot 04.09.2019),
Google Chrome (Cro6oano pactipoctpansiemoe [10),

Kaspersky Endpoint Security ({loroBop Ne877/JIH ot 25.05.2016).
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Ne 404, 511

[TomernieHus A1 CaMOCTOSITETILHON pabOTHI

- KOMIUIEKTHI Y4eOHON MeOenn

- KOMITBIOTEpHAsI TEXHUKA C MOJKIIOYCHHEM K ceTu «VHTEepHEeT» U JOCTYIIOM B 3JIEKTPOHHYIO
nH(OPMALIMOHHO-00pa30BaTENbHYIO CPENY

[Tporpammuoe obecrieueHue:

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

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

Google Chrome (Co6oaro pactpoctpansemoe I10),

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

CnpaBouno-nipaBoBasi cucrema «l'apant» (JloroBop Nel4-T1JI1/[3/2023 ot 01 nmexabps 2022
roja).

Ne 404

bubnuoreka, unTanbHbIN 3aJ1 € BBIXOJOM B ceTh MIHTEpHET

- KOMILJIEKTHI y4eOHOM Mebenu;

- KOMITBPIOTEPHAS TEXHHMKA C MOJKIIOYEHUEM K ceTH «/HTepHEeT», JOCTYIOM B 3JIEKTPOHHYIO
nH(OPMaLIMOHHO-00pa30BaTENbHYIO CPEAY U 3JEKTPOHHO-OUOIMOTEUHYIO CUCTEMY.
[Tporpammuoe obecrieueHme:

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

Microsoft Office ([loroBop Ne 64434/MOC4501 ot 04.09.2019),

Google Chrome (Cro6osano pacmpoctpansiemoe I10),

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

CrnpaBouno-npaBoBas cucreMa «['apant» (Jdoroop Nel4-TIJIA3/2023 ot 01 nmexabps 2022
roja).

Ne 401

AKTOBBII1 3aJ1 [U1 IPOBEIEHUS HAYYHO-CTYJ€HUECKUX KOH(EPEHIINIH U MEPONIPUITUN
- CHENMAIM3UPOBAHHbIE Kpeciia JUIsl aKTOBBIX 3aJI0B

- CLIeHa

- TpuOyHa

- 9KpaH

- TEXHUYECKHE CPE/ICTBA, CIyXalllie Ul IpeCcTaBIeHUs HHPOpMaLuu OOJIBIION ayIUTOPHH
- KOMIIBIOTEP

- IEMOHCTpaIlMOHHOE 000pyI0BaHKE U ayAuOCHCTEMA

- MUKPOGOHBI

ITporpammHoe oOecrieueHue:

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

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

Google Chrome (Co6osH0 pactpoctpansemoe I10),

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

Ne 515

[Tomernenue ist XpaHeHHsI U TPOPHIAKTHUECKOTO 00CTY)KUBaHUS YIeOHOTO 000PYI0BaHUS
- CTeJUTaXHU

- yaueOHOE 000pyIOBaHUE

Pa3pabGorumnk:
KaHIUJaT FOPUINYECKUX HAYK, TOLEHT
M.H. Hukutua
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