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1. HAUMEHOBAHUWE U OEJb OCBOEHUA JTUCHUIIVIMHBI (MOAYJIS).

YueOHass guciuiuinHa — «JlOKyMEHTOBEJICHHE B  IOPUCIPYIACHIUH»  H3y4aeTcs
00y4arolMMuUCs, OCBaWBAIOIIUMU 00pa30BaTeNIbHYI0 MPOrpaMMy IO TPakJaHCKO-TPAaBOBOMY
npoduito, B cooTBeTcTBHH ¢ DeiepallbHBIM rOCYAapCTBEHHBIM 00pa30BaTeIbHBIM CTAHIAPTOM
BBICIIIETO 00pa30BaHus — OakajaBpuart 1mo HanpasieHuto noarotoBku 40.03.01 Opucnpynenmus,
yTBepKJIeHHbIM [Ipukazom MuHuCTepcTBa HayKu U BbIciiero obpasoBanus P® or 13 aBrycra
2020 r. N 1011 (®I'OC BO 3++).

JIOKyMEHTOBEICHUE B IOPUCIPYACHUUU SBIISIETCS OJJHOM M3 BaXXHEUIIUX TUCLUILIMH B
CTPYKType TpaBoBOoro 3HaHus. OHa SIBJISETCS OCHOBOM, TEOPETHUECKUM SIAPOM IpaBa U oOmein
METO0JIOTHEH MO3HAHUS U ACATEIBHOCTH B chepe IOpUCTIPYICHIIHH.

Heaun nucuuniauabl: GopMupoBaHe y 00yUaroUuXcs IPeCTaBICHUS O JOKYMEHTAuU
U OpPTaHU3alMHd CUCTEMBI JOKYMEHTAIIMOHHOTO oOecrieueHus (yIpaBlieHUsl JOKYMEHTAIHEH) B
OpraHM3alsaX Pa3IMYHOTO YPOBHSI YIpPAaBJIEHHUS, B YAaCTHOCTH, B OpraHax TOCYyIapCTBEHHOMN
BJIACTHU U YINPABJICHUS U MPABOOXPAHUTEIbHBIX OpraHax.

3agayd  JMCUHMIUVIMHBI: HAY4YUTh CTYJEHTOB, MCHOJb3Yysl COBPEMEHHYIO 3aKo-
HOJATENbHYI0O W HOPMATHBHO-METOJUYECKYI0 0a3zy IO BOMpPOCaM JOKYMEHTAI[MOHHOTO
obecrieueHust yrpaBlIeHUsI, COCTABIATh U 0QOPMIIITH OUIIHATIBHBIE TOKYMEHTHI, pa30UpaThcs B
npreMax W METOJIUKE OpraHu3aluu padoThl C JOKYMEHTaMH, B TOM YHUCJIE CO3JaHHBIMH C
MTOMOIIbIO HOBEHIINX MH(DPOPMAITMOHHBIX TEXHOJIOTHUM.

2. INTAHUPYEMBIE PE3YJIBTATHI OBYUEHUS ITO JUCHUIIJIMHE (MOA4YJ10),
COOTHECEHHBIE C IJIAHUPYEMBIMHA PE3YJbTATAMUA OCBOEHUSA
OBPA3OBATEJIbHOM TPOI'PAMMBI

B pesynbrare OCBOCHUS IUCHUIUIMHBI (MOIYJSI) OOYYarOIIMICS JOHKCH OBJIANIETh
CIIEIYIOIIUMH KOMITETEHIUSMU:

YK-6 - CnocobeH ympaBisiTh CBOMM BpPEMEHEM, BBICTpaMBaTh M PEaTM30BHIBATH
TPAeKTOPHUIO CAMOPA3BUTHS HA OCHOBE MPUHIIMIIOB 00pa30BaHUs B TEUCHHE BCEH )KU3HU;

ITK-6 - Cioco6eH oCyIIeCTBIATh MOATOTOBKY FOPUANYECKUX JTOKYMEHTOB.

Kon
Dopmupyemas
IInanupyemMsble pe3yJbTaThl 00yUeHHUSs pe3yabTara
KOMIIeTeHIUsl oGyueHus
YK-6 CII0COOBI TIIAHUPOBAHKS CBOOOIHOTO BPEMEHH; VK-6 — 31
CriocoOeH yIpaBisaTh
yip 3uars CIIOCOOBI IPOEKTUPOBAHUS TPACKTOPHH
CBOMM BPEMEHEM, YK-6 -32
Mpo¢eCCHOHATBHOTO W JIMYHOCTHOTO POCTA.
BBICTPAUBATh U >
OIICHUBATh JTMYHOCTHBIE PECYPCHI ITO JOCTIDKEHHIO [IeIeh
[PCATN30BBIBATH
YIpaBIIeHUs] CBOMM BpEeMEHEeM B Tpollecce peanusamuu | YK-6 — VY1
TPACKTOPUIO CAMOPA3BUTHS
VYMmers  [TPA€KTOpPUH CaMOPA3BUTHSL.
114 OCHOBE HPIHLMIOB [UIAHUPOBATh CBOOOJHOEC BpeMs U  IPOCKTHPOBATH
00pa30BaHus B TCUCHUC P P P P VK-6 - VY2
N TPAeKTOPUU JINYHOCTHOTO POCTa
BCeil KU3HI =
MPUCMAMH M TCXHUKAMU NCHXMYECKOH CaMOPEryNslut, | v o gy
BJIa/IcHHSI COOOW U CBOUMH PECYpCaMH.
Bianerp |[HaBBIKAMM ~ KPUTHYCCKH OLCHUBATH  3(P(EKTUBHOCTD
HCIIONIB30BAaHUsL BpPEMEHUM U Jpyrux pecypcoB mnpu| YK-6—B2
CIICHUY MMOCTABJICHHBIX LIEJICH U 3a/1ay.
MK -6 crcTEMY JIeHCTBYIOLIETO rpaXkIaHCKOTO
CriocoOeH OCyIIeCTBIAT 3aKoHoJaTenbcTBa Poccuiickoii @enepanum, K-6 — 31
MOTOTOBKY FOPUANIECCKIX CrIocOOBI  yCTpaHEHHS  OmMHMOOK B  IOPHUAWYECKHUX
TOKYMEHTOB. TOKyMEHTaX
3HaTh "
COOTHOIIICHHE TIOHATHI HOPMOTBOPYECTBO,
MPaBOTBOPYECTBO " 3aKOHOTBOPYECTBO, BUABL | o o 2y
MPaBOTBOPYECTBA, 3aKOHOTBOPUECTBO M IIOJI3aKOHHOE
MPaBOTBOPYECTBO
YmMmern CCBUTATHCS HA HOPMBI TPaXKIaHCKOTO 3akoHomatenbeTBa | [1K-6 — V1




[pU PENICHUH NMPO(ECCHOHANBHBIX 33/1a4;

BBISIBIIITH IPUYHHBI OITMOOK B FOPHINIECKHX JTOKYMEHTAX,
OTIPEeNIeNATh MX BUJBI

MO0Ka3aTh OTINYUTEIbHBIE 0COOCHHOCTH OTAEIHHBIX BUIOB
MPaBOTBOPUYECTBA, & TAKXKE CIEUPUKY nmpaBoTBopueckoro | [TK-6 — V2
nporiecca

HaBBIKAMU ~ aHalW3a, TOJKOBAaHWS, TNPHUMEHEHUS U
peamzan  HOPM TpaBa B KOHKpeTHBIX Bumax | I1K-6 — Bl
Baagers [FOpUIUYECKOMN ACSTEIHHOCTH;

FOPHINIECKON TEPMUHOJIOTHEH, HABBIKAMH MOJTOTOBKH U
aHaJTN3a MPABOBBIX JOKYMCHTOB

I1K-6 — B2

3. MECTO JUCHUILUIMHBI (MOJIYJIS) B CTPYKTYPE OBPA3OBATEJBLHON
IMPOI'PAMMBI

b1.B.01. «/lokyMeHTOBeJE€HUE B HOPUCIPYACHUIUMN» SBISETCA IUCIMUIIMHONW YacTH,
dbopMupyeMoil ydacTHUKamMu 0Opa30oBaTeNbHBIX OTHOIICHW brnoka 1 ydyebHOro miana u
U3y4yaercs CTyJeHTaMH IIEpBOro Kypca B IIEPBOM U BTOPOM CEMECTpax O4HOM GopMbI 00ydeHus
(TTOMHBIN CPOK OOyUEHUS).

3.1. TpeGoBaHus K MpeABAPUTEIbLHOM MOATOTOBKE 00y4al0IIerocs:

Tembl aucuuniauHbel  «/lOKyMEHTOBeZAEHHE B  IOPUCHPYACHIMM»  CBSA3aHBl C
COOTBETCTBYIOIIMMHU TeMaMu AucuMIuinHbel «Teopust rocymapcrBa u mpasa», «I'paxmaHckoe
paBo», 4YTO CIOcoOCTByeT OoJiee IUIOAOTBOPHOM paboOTe CTYIEHTOB HaJ TBOPYECKHUMHU
IIPOEKTAMH.

3.2. JlucuuniauHbl (MOAYJM) W NPAKTHKH, IJsl KOTOPBIX OCBOCHHME JaHHOM
JUCIHUIIMHBI (MOAYJIs1) He00X0AUMO KaK NMpealecTBylolee:

Pesynbrarel oOCBO€HHs IUCUUIUIMHBI "J[OKyMEHTOBEIAEHHE B IOpPUCHPYACHLUU"
ABJISIOTCS 0a301 U1 IPOXO0XKIEHNUS IPOU3BOICTBEHHOMN PAKTUKH.

PazButne y oOyd4aromuxcs HaBBIKOB KOMAaHTHOW paOOThl, MEXKIMYHOCTHOMN
KOMMYHHKAIMH, TPUHATHS pEIICHUH, JUAEPCKUX KadeCcTB OOECIeYMBAETCs YTEHUEM JICKIUi,
IPOBEICHUEM CEMUHApCKUX 3aHATHH, COJEp)KaHHE KOTOpBIX pa3paboTaHO Ha OCHOBE
pEe3yJIbTaTOB HAyYHBIX HCCIECIOBAHMM, NMPOBOAUMBIX MHCTUTYTOM, B TOM 4YHCIIE C y4ETOM
PErnoHaIbHBIX 0COOCHHOCTEN MPO(EeCCHOHAIBHOM 1EeATEIbHOCTH BBITYCKHUKOB U MOTpeOHOCTEH
paboToaaTenei.

PazButne y oOydarommMxcsi HaBBIKOB KOMAaHIHOW paboThl, MEXIMYHOCTHOU
KOMMYHHMKAIMM, MPUHATUS PpELICHUH, JUAEPCKUX KadecTB O0O0eCHeunBaeTcs YTEHUEM
MHTEPAKTUBHBIX JIEKLIUH.

4. OFBEM JMUCHUAIIVIMHBI (MOAYJIST) B 3BAYETHBIX ETUHUIIAX C YKAZAHUEM
KOMYECTBA AKAJIEMUYECKUX YACOB, BBIIEJIEHHBIX HA KOHTAKTHYIO PABOTY
OBYYAIOIIUXCA C MPENOJABATEJEM (II0 BUJAM YUYEBHBIX 3AHSTUA) U HA
CAMOCTOSATEJIBHYIO PABOTY OBYYAIOIIMXCH.

Hucuunnuza npeanonaraet uzydenue 10 tem.
OO0mas TpyI0eMKOCTh JUCHIUTUINHBI COCTaBIsAeT 4 3a4eTHbIe enuHullbl (144 gacos).

O6mas B TOM umciie KOHTAKTHAs paboTa ¢
(I)opMa TPYAOEMKOCTb npenoaaBartejieM cam. BHI
Ne ceMecTp KYp.pa6/
o0y4eHUst B JIEKIIAH | CEMHUHAPBI, patoTaKOHTPOJIS
B 3.€. BCEro KOHTP.
qacax 113
pa6
1 2 72 36 14 22 36
I |Oman 2 2 7 36 14 22 36 | auerc
OLCHKOU
| Oumomsaomman 2 2 72 26 10 16 46
07320 3 2 72 26 10 16 46 | 3auerc
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OIICHKOM
3 3 108 10 4 6 98
3 3aouHas 3auer c
4 1 36 32 | oueHKo#
(4 gaca)

[lpakTryeckass TMOATOTOBKA OOYYArOMIMXCS TMPU  PEATH3alUd  JAUCHUTUIAHBI
OCYHICCTBIIACTCA MYTEM HNPOBCACHUSA MPAKTUUCCKUX 3aH}ITI/II>'I, npeaycmMaTrpuBaronmx y4acTue
Oo0yJaromuXcsi B BBINOJHEHUH OTICIBHBIX JJIEMEHTOB palOT, CBA3aHHBIX C Oymymien
npoeCCHOHATIBHON JIEATENIbHOCTBIO W HANpaBIEHHBIX Ha (opMupoBaHHe, 3aKperieHHe,
pa3BUTHE MPAKTHYECKUX HABBIKOB M KOMIIETEHIIHIA IO TporpaMMe OakajaBpuaTta.

[IpakTudeckass TOATOTOBKA OOyYalOUIMXCS TPU  pealu3aluil  JAUCIHUILTAHBI
OpTaHU3YeTCs B MOJICTBHBIX YCIOBHSIX (00OPYIOBAaHHBIX MOJHOCTHIO MJIM YaCTHYHO) Ha Kadeape
U B IOAPA3ACIICHUAX NHCTUTYTA.
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1 cemecTp

Tema 1. Ponbs 1 mecto JIOY B VK-6 —31
CUCTeMe yrpaBlieHus1 Poccuiickoi YK-6 -V1
Deneparn YK-6 — B2
10 4 2 2 6 K6 — 31
IK-6 - V1
I1K-6 — B2
Tema 2. CoBpemMeHHOE YK-6-32
roCyJapCTBEHHOE PEryIupOBaHUe YK-6 -V2
JIOY B Poccun VK-6 —B1
12 6 2 4 6 K6 — 32
IK-6 — Y2
ITK-6 — B2
Tema 3. CoctaB ynpaBiIeHIECKHX YK-6 — 32
JIOKyMEHTOB VK-6 -VY2
YK-6 —B1
12 6 2 4 6 K6 — 31
IK-6 — Y2
ITK-6 — B1
Tema 4. CocraBneHue u YK-6 - 32
odopmIICHHE TOKYMEHTOB YK-6 -V2
YK-6 — B2
12 6 2 4 6 K6 — 32
IK-6 - V1
I1K-6 — B1
Tema 5. OCHOBHBIC IOPUINICCKHE VK-6 - 31
MIPUHIIAITEI OPTaHU3AIHH 12 6 ’ 4 6 YK-6 -V1
JIOKyMEHT0000poTa VK-6 - B2
ITK-6 — 31




IK-6 - V1

I1K-6 — B1
Tema 6. [IpaBoBast ocCHOBa YK-6 — 32
pETHCTpAINH U KOHTPOJIS YK-6 -V1
HCTIOJTHEHHUS TOKyMEHTOB YK-6 - B2
14 8 4 4 6 TK-6 — 32
I[IK-6 — ¥2
I1K-6 — B2
Bcero 3a 1 cemecTp 72 36 14 22 36
2 cemecTp
Tema 7. HopmaTuBHO-TIpaBOBast YK-6 — 32
0aza o cucreMaTH3aluu YK-6 -V2
JIOKYMEHTOB U UX TEKYILIETro YK-6 — B2
XPaHEHUs 16 8 4 4 8 IK-6 - 31
IK-6 - VY1
I1K-6 — B2
Tema 8. IIpaBoBoe perynupoBaHue YK-6-32
npoiiecca NOArOTOBKY U Mepeaun YK-6 -V2
JIeNT B apXUB VK-6 - Bl
18 10 4 6 8 TK-6 — 32
[K-6 — ¥2
I1K-6 — B1
Tema 9. [TousTHe «0oOpamieHune VK-6 - 31
TpaXIaH» U 3aKOHOIATEIHHOE VK-6 -VY2
peryiaupoBaHue paboThl ¢ HUIMU VYK-6 -B1
16 8 4 4 8 K-6 — 31
IK-6 - VY1
I1K-6 — B2
Tema 10. OcobeHHOCTH BeECHUS VK-6 -31
JIeJIONPOU3BOJICTBA 110 YK-6 -V1
o0paleHNsIM rpakJaaH YK-6 -B2
12 6 2 4 6 TK-6 — 32
[K-6 — ¥2
I1K-6 — B1
3auer ¢ oneHKoIi 10 4 6
Bcero 3a 2 cemecTp 72 32 14 18 4 36
Hroro: 144 68 28 40 4 72
OuHo-3204Has (popma o0OyUeHHsI
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2 cemecTp
Tema 1. Pons 1 mecto JIOY B VK-6 - 31
CUCTeMe yrpaBlieHus1 Poccuiickoi YK-6-V1
Deneparn YK-6 — B2
10 4 2 2 6 TK-6 — 31
[K-6 — V1
I1K-6 — B2
Tema 2. CoBpemMeHHOE 12 4 4 8 YK-6 -32




roCyJapCTBEHHOE PEryIupOBaHUE

VK-6-V2

JOY B Poccun VK-6 - B1
IIK-6 — 32
I[IK-6 — Y2
I1K-6 — B2
Tema 3. CocraB ynpaBIeHIECKIX YK-6 - 32
JIOKyMEHTOB VK-6 -VY2
YK-6 —Bl1
12 4 2 2 8 K-6 — 31
[K-6 —¥2
IMK-6 — B1
Tema 4. CocraBneHue u YK-6 - 32
odopmIICHHE TOKYMEHTOB YK-6 -V2
YK-6 — B2
12 6 2 4 6 K6 — 32
[K-6 — V1
I1K-6 — B1
Tema 5. OCHOBHBIC IOPUINICCKHE VK-6 - 31
MIPUHIIAITEI OPTaHU3AIHH YK-6 -V1
JIOKyMEHT0000poTa VK-6 - B2
12 4 2 2 8 TK-6 — 31
I[K-6 - V1
IK-6 — B1
Tema 6. IIpaBoBas ocHOBa YK-6-32
PEerucTpaIyy U KOHTPOJIS YK-6 -V1
UCIIOJIHEHUS TOKYMEHTOB VYK-6 -B2
14 4 2 2 10 K6 — 32
I[K-6 — ¥2
I1K-6 — B2
Bcero 3a 2 cemecTp 72 26 10 16 46
3 cemecTp
Tema 7. HopmaTuBHO-TIpaBOBas YK-6 — 32
6a3a 1o cucreMaTH3aIuN YK-6 -V2
JOKYMEHTOB M UX TEKYIIIETO YK-6 - B2
XpaHCHUS 16 6 2 4 10 IK-6 — 31
[K-6 — V1
I1K-6 — B2
Tema 8. IIpaBoBoe perynupoBaHue YK-6 — 32
mpoLecca NOAr0TOBKYU U Mepeaadu YK-6 -V2
JIe]l B apXUB YK-6 - B1
22 8 4 4 14 K6 — 32
I[K-6 — ¥2
ITK-6 — B1
Tema 9. [Tonsitue «obOparienue VYK-6 -31
TpaXIaH» U 3aKOHOJIATEIHLHOE VK-6 -VY2
perynupoBaHue paboTHl C HUMHU YK-6 — Bl
12 4 2 2 8 TK-6 — 31
[K-6 — V1
I1K-6 — B2
Tema 10. OcoGeHHOCTH BEICHHS YK-6 - 31
JIEIOTIPOU3BOICTBA TIO VK-6 -V1
o0paleHNsIM rpakJIaH VYK-6 -B2
12 4 2 2 8 TIK-6 — 32
[K-6 —¥2
ITK-6 — B1
3auer ¢ oEeHKOI 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. Pons 1 mecto JIOY B VK-6 —31
cucreme ynpasieHus Poccuiickoit VK-6 -V1
®denepanuu VK-6 - B2
[K-6 — 31
[K-6 - V1
IIK-6 — B2
Tema 2. CoBpemMeHHOE 20 2 2 18 YK-6 - 32
TOCyIapCTBEHHOE PETyINPOBAHHE VK-6 - V2
JOY B Poccun VK-6 - B1
IIK-6 — 32
[K-6 — Y2
IIK-6 — B2
Tema 3. CocraB ynpaBIeHIECKIX YK-6 -32
JIOKyMEHTOB VK-6 -V2
YK-6 - Bl
[K-6 — 31
[K-6 — Y2
IIK-6 — B1
Tema 4. CocraBneHue u 2 2 2 20 VK-6 - 32
odopmIICHHE TOKYMEHTOB VK-6 - VY2
YK-6 - B2
[IK-6 — 32
[K-6 - V1
I1IK-6 — B1
Tema 5. OCHOBHBIC IOPUINICCKHE YK-6 - 31
MPUHIUITBI OpraHU3alu VK-6 -V1
JIOKyMEHTO0000poTa VK-6 - B2
[K-6 — 31
[K-6 - V1
IIK-6 — B1
Tema 6. IIpaBoBas ocHOBa 2 2 2 20 YK-6 -32
PEerucTpaIyy U KOHTPOJIS VK-6 -V1
UCIIOJIHEHUS TOKYMEHTOB VYK-6 - B2
[K-6 — 32
[K-6 — ¥2
IIK-6 — B2
Tema 7. HopmaTuBHO-TIpaBOBast VK-6 — 32
6a3a Mo cucreMaTH3aIuN YK-6 -VY2
JOKYMEHTOB H UX TEKYIIIETO YK-6 - B2
XpaHCHUS IK-6 — 31
22 2 2 20 [K-6 - V1
IIK-6 — B2
Tema 8. IIpaBoBoe perynupoBaHue YK-6 - 32
mpoLecca NOAr0TOBKH U Mepeaadu VK-6 - VY2
JIe] B apXUB YK-6 —B1




IIK-6 — 32
[IK-6 — Y2
ITIK-6 — B1
Tema 9. [TousiTHe «0oOpamieHune YK-6 - 31
TpaXIaH» U 3aKOHOIATEIHLHOE VK-6 -V2
perynupoBaHue paboTl C HUMHU YK-6 - B1
[IK-6 — 31
[K-6 - V1
IIK-6 — B2
Tema 10. OcoOcHHOCTH BEICHUS 22 2 2 20 VK-6 - 31
JIeJIONPOU3BOJICTBA 110 VK-6 -V1
o0paleHNsIM rpakJIaH VYK-6 -B2
IIK-6 — 32
IK-6 —¥2
ITIK-6 — B1
Bcero 3a 3 cemectp 108 10 4 6 98
4 cemecTp
3ader ¢ o1leHKOM 36 4 32
Bcero 3a 4 cemectp 36 4 32
Hroro: 144 10 4 6 4 130

5. COJAEPKAHUE JUCHUILVIMHLI (MOXIYJSI), CTPYKTYPUPOBAHHOE IIO
TEMAM (PA3JEJIAM).

Pasznea I. CoBpemeHHasi OpraHu3anus JOKYMEHTAMOHHOT0 o0ecreyeHusl ynpaBJieHUsl
(10Y) B Poccun.

Tema 1. Poab u mecto IOY B cucreme ynpasjenusi Poccuiickoin @enepauuu.

[ToHsATHS  «OAETOMPOU3BOACTBO», «IOKYMEHTAI[MOHHOE OO0CCIICUeHUE  YIPaBICHUSY,
«IIOKYMEHT», «O(UIHATIbHBIA TOKYMEHT», «IOKYMEHTHpPOBAHHE», «OpraHusamnus padoTsl ¢
JIOKYyMEHTaMU».

Pons ZIOY B paborte ympaBieHYECKOTO ammapara. B3anMocBs3b W B3aMMO3aBUCHUMOCTH
yIpaBJIEHUS, IEJIONPOU3BOICTBA U aPXUBOB. 3aa4M YIYYIIEHUsI KauecTBa JOKYMEHTUPOBAaHUs
YIPaBICHUYECKON NEATENbHOCTH B CBSI3U C MOCIEAYIOIIMM HCIOJIB30BAaHUEM YIPABICHUYECKUX
JAOKYMCHTOB KaK UCTOPHUUCCKHUX UCTOYHUKOB.

B3aumopeiicteue ciyx0b1 JIOY ¢ npyrumm mompasfeneHUsIMA MPaBOOXPAHUTEIBHBIX
OpraHOB, OPraHOB I'OCYIapCTBEHHOM BIIACTU U YIIPABIICHUS.

Tema 2. CoBpeMeHHOe rocynapcrseHHoe peryauposanue JJOY B Poccun.

3akoHonarenbHble akThl Poccuiickoit ®enepauuu, 3aTparuBaroniyge Bompockl JOY B
OpraHu3alsaX, HE3aBHCHUMO OT WX OpPraHM3allMOHHO-TIPABOBOM (OpMBI COOCTBEHHOCTH:
dbenepanbHbIe 3aKOHBI, TOCTaHOBICHUS [IpaBuTEnbCcTBa, 3aK0HBI TBepcKkoit obmactu «O cxeme
ynpaBieHus: TBepckoit obnacteio», «O0 ApxuBHoM Qouzae TBepckoil o0iacTu M apxXuBax»,
MOCTaHOBJICHHS U pacriopsbkeHus ['yoepraropa Tsepckoit o6iactu B chepe JJOVY.

HopmatuBHbIE M METOAMYECKHE JIOKYMEHTBI, PpErJIAMEHTUPYIOLIME COBPEMEHHYIO
opranuzarnuio JI0Y: ['ocymapcTBeHHas cucTeMa JOKYMEHTAITMOHHOTO 00eCTIeueHUs yIpaBiIcHUs
(rcaoy), T1O0CT P 6.30-2003  «YHUPHUIUPOBAHHBIE  CHUCTEMBI  JIOKyMEHTAIIHH.
YHuduuupoBaHHas cucTeMa OpraHU3allMOHHO-PACTIOPSANTEIbHON ToKyMeHTauuu. TpeboBanus
Kk opopmienuto nokymeHtoB», [OCT P 51141-98 «JlenonpousBoACTBO M apXUBHOE [EIIO.
TepMunbl U onpeneneHus», TumoBas WHCTPYKLHUS MO JIE€JIOMPOU3BOJACTBY B (enepabHbIX
opranax ucnoiHutenbHou Baactu (M., 2001), [lepedeHp THMOBBIX TOKYMEHTOB, 00pa3YIOIIMXCS
B JICATEIBHOCTH OpTaHHW3alliid, C yKa3aHWeMm cpokoB xpaHeHus (M., 2001); HOpMaTHBHBIC
JOKYMEHTBI, COZep:Kallie HOPMBbl BpPEMEHH Ha palOThl, BBINOJIHAEMBIE COTPYJHHUKAMH
yIpaBIECHYECKOI0 anmnapara.




Pa3nes 2. /lokyMeHTHPOBaHHE YIIPABJICHYECKOI 1esiTeIbHOCTH.

Tema 3. CocTaB ynpaBjieH4eCKHUX T10KYMEHTOB.

@akTophl, BIMAIONIME Ha COCTaB YIPaBIECHYECKUX JOKYMEHTOB. Poib JOKyMEHTOB B
peanu3anuy YIpaBJIeHYECKUX pemeHn W aectBuil. FOpuanueckas cuiia ynpaBlIeHUECKHX
JIOKYMEHTOB.

YuaudurmupoBanusie cucteMbl gokymeHtanuu (YCJH). VYuudunmpoBanHas cucreMma
OpraHM3alMOHHO-pacnopsauTensHol fokymentanuu (Y COP/I).

O6mepoccutickuii knaccudukaTop ymnpasieHueckon qokymentanuu (OKVY D).

Tema 4. CocTraBiieHue u opopmiieHHe TOKYMEHTOB

Bugsl v pa3sHOBHIHOCTH — yNPaBICHUECKUX JOKYMEHTOB. Dopmyssip IOKyMEHTa,
ocobeHHOCTH (opMyIsipa pa3HBIX BUAOB JOKYMEHTOB. [IOHSTHE «PEKBU3HTHI IOKYMEHTa.
CocraB u npaBuiia ohopMiIeHUsT peKBU3UTOB. TpeOoBaHus K OJIaHKaM JOKYMEHTOB.

TpeboBanusi K  TekcTy JokyMeHTa. OdQuIMaibHO-IEIOBOM  CTHIb  CITYKEOHBIX
(odunMaTbHBIX) TOKYMEHTOB.

OCOoOCHHOCTH ~ COCTaBJICHHWsT W O(GOPMIICHHS  OTHENBHBIX  BHUIOB  JOKYMCHTOB:
OpraHu3alMOHHO-TIPABOBBIE JIOKYMEHTHI, pacropsIuTeIbHbIe TOKYMEHTHI,
UH(POPMAIIMOHHO-CITPABOYHBIC JOKYMEHTHI.

CocraBnenue 1 opopMiIeHHE JOKYMEHTOB C UCTIOJIb30BAHNEM HOBEHIINX MH(POPMALIMOHHBIX
TEXHOJIOTHUH.

Pasznea 3. Opranusanust padoThbl ¢ JOKYyMEHTaAMH.

Tema 5. OcHOBHBIE NPUHIMIIBI OPTAHU3ANMHU JIOKYMEHTO000POTA.

[TonsiTre «10KyMeHTO000pOTY». [IprHIMIIBI M TpaBUIa OpraHU3aluu JOKYMEHTO000POTA.

CTpyKkTypa M XapaKTEpUCTHUKA JTOKYMEHTOIIOTOKOB. OTalbl MPOXOXKIEHUS JOKYMEHTOB B
opranuzaruu. TexHoIoTHsI 00padOTKH MOCTYNAIOIMINX (BXOISIIHX ), OTIPABIAEMBIX (MCXOISAIINX )
" BHYTPCHHUX NOKYMCHTOB. BOCXOI[HH_II/IG, HUCXOOAIIUC U TOPU3OHTAJIBHBIC JOKYMCHTOIIOTOKH B
yapexaeHun  (opraHu3zanuu). YdyeT oObema JokymeHTooOopora. TeHmeHmmm pocrta
JIOKYMEHTOO00pOTa U TIyTH €r0 COKPAIICHHUS.

Opranuzanys 10KyMEHTOO00pOTa B YCIOBUSAX MPUMEHEHHs] HOBEMIINX MH(POPMAIIMOHHBIX
TEXHOJIOTHM.

Tema 6. PerucTtpanusi 1 KOHTPOJIb UCIIOJIHEHHUS TOKYMEHTOB.

3HaueHUe perucTpanuy JOKYMEHTOB ISl YIpPaBJIEHYECKOW HesTeNbHOCTH. [IpuHIMIBI 1
MpaBUJia PETUCTPAIMU TOKYMEHTOB. OpraHm3aiusi periucTpaiuyd U Tmoucka uHpopmanuu B
YCIIOBUSIX MPUMEHEHUSI HOBEUIINX NH(OPMALIMOHHBIX TEXHOJIOTHH.

Kontponb ucnoysiHeHus: JOKyMEHTOB. 3HaUY€HHUE KOHTPOJS 32 UCIOJHEHHEM JOKYMEHTOB B
yIpaBiIeHUYECKON JeaTenbHOCTH. OCHOBHBIE MPUHIUIBI €ro opraHu3anuu. CpoKu HCIONHEHUs
JIOKYMEHTOB.

Hcnonp3oBaHrne HOBEHIINX WHGOPMAIIMOHHBIX TEXHOJIOTUNA JJIi BEACHUA KOHTPOJIS
WCIIOJIHEHUS IOKYMEHTOB.

Tema 7. CucremaTu3anusi JOKYMEHTOB H UX TeKylllee XpaHeHHe.

Homenknarypa ien, ee Ha3HaUeHHE B yUpEKASHUH (OpraHu3aiuu). Buasl HOMEHKIaTyp Jen,
ux OC06€HHOCTI/I. Tpe6OBaHI/I$I HOPMATUBHBIX U MCTOAWYCCKUX NOKYMCHTOB K COCTAaBJICHHUIO U
opopmieHn0 HOMeHKIaTyp nen. llopsaok odopmieHusi, coriacoBaHusi, yTBEP)KIEHUS U
BHCAPCHHUA HOMCHKJIATYp ACII.

[Tonsitue «hopmupoBanue Aen». 3HaUCHUE MPABUILHOTO (POPMUPOBAHUS JOKYMEHTOB B JI€a
AJId UX MOCJICAYHOUICTO XPAHCHUA W UCIIOJIb30BAHUA. OcHOBHEBIE mpaBujia q)OpMI/IpOBaHI/IH OCII.
[Tpu3Haky rpynnupoBKY JOKYMEHTOB B IEPBUYHBIE KOMILIEKCHI.

XpaHeHHe JOKYMEHTOB B CTPYKTYPHBIX NoJipa3aeneHusx. OTBETCTBEHHOCTh 32 COXPaHHOCTb
noKyMeHTOB. OpraHu3alus CripaBOYHON PaOOTHI.
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Tema 8. IloaroroBka u nepeaaya e B apxXus.

[TonsaTHE «¥KCTIEpTU3a LIEHHOCTH TIOKYMEHTOBY. JTallbl IpoBeieHus s3kcnepTu3bl. Co3nanue
HEeHTpaTbHBIX ASKcrepTHhIX Komuccui (LIDK) m skcmeptapix komuccuit (9K), mx cocraB u
byHKUIMN.

[Topsimok mpoBeaeHUS! SKCIEPTHU3bl LIEHHOCTH JOKYMEHTOB, O0(OpMJICHHE pPEe3yIbTaToB €€
IPOBEACHHUSL.

[lepeunn JOKYMEHTOB cO cpokamu XpaHeHus. [loHsTue, Ha3HaueHWE W BUIBI MEpPEUYHEH
JIOKYMEHTOB U JIEJI.

[TonHoe u yactuuHoe opopmienue nei. OpopmiieHue en NOCTOSIHHOTO, JOJITOBPEMEHHOTO
XPAaHCHUSA U 11O JINYHOMY COCTAaBY.

CocraBlieHHe OIMMCEel, BUIBI OITHCEH.

[Topsnok cnauu fen B apXuB CTPYKTYPHBIMU IOAPA3IAEICHUSIMH YUPEKICHUS.

Pa3nen 4. Opranusanusi 1eJ10NPOU3BOACTBA M0 00pALlICHUSIM I'PasKAaH.

Tema 9. [lonsiTue «o0panleHne rpaskaIan» U 3aKOHOAATEJIbHOE PeryjJMpoBaHue padoThl
¢ HUMH.

OOpartenust rpaxaaH, MOHATUS «IIPEIIOKEHUE, «3aiBICHUEY, «KAI00a», «X0AaTaliCTBO»,
«KOJUIEKTUBHOE OOPAIICHUEY, «TTETHIIHU.

3akoHOJATEIbHbIE U HOPMATHBHBIE aKThI, perjaMeHTHpylolue paboTy ¢ oOpalieHusMu
rpaxjaH. 3HaueHue « TUMOBOro MOJIOKEHUS O BEACHUU JEJIONPOU3BOCTBA MO MPEI0KEHUSIM,
3asgBIICHUSM U )kKaj00aM TPakJiaH B yUPEKICHHUSIX, OPraHU3AMAX U TPEIIPUITUIX ).

Tema 10. Oco0eHHOCTH BeJeHUS 1eJONPOU3BOACTBA M0 00PAIIEHUAM IPAKIAH.

OCHOBHBIE 32/1a4H1 JI€TOMPON3BOICTBEHHOH CITY>KOBI B OpraHnu3aIiuy paboThl C 00paIICHUSIMHU
rpaxkaad. TexHomorus oOpaboTK JOKYMEHTOB, CPOKH MCIOTHEHHS, TPEOOBAHUS K COJIECPKAHUIO
OTBETHBIX JOKYMEHTOB, OCOOCHHOCTH ()OPMHPOBAHUS U CPOKHM XpaHeHus nen. OpraHuzanus
nprueMa MoCeTUTENEH.

5.1. Il1aHbl CeMUHAPCKUX, NPAKTHYECKHX, 1a00PATOPHBIX 3aHATHI

Tema 1. Poab u mecto IOY B cucteme ynpasiaenus Pocceniickoit @enepanuu.
Bomnpochr:
1. TloHATHS «IETONPOU3BOJCTBO», «IOKYMEHTAI[MOHHOE oOOecreueHne YIpaBICHUS,
«IOKYMEHT», «O(QHUIHATbHbIN TOKYMEHT», «JOKYMEHTHUPOBAHUEY, «OpraHU3aLus paboThI
C JIOKYMEHTaMmn».
2. Pons JIOY B paGoTe ympaBiaeHYECKOTO arapara.
3. B3auMoCBs3b M B3aIMO3aBUCHUMOCTb YIPABJIEHUS, 1€IONPOU3BOJICTBA U aPXHBOB.

Tema 2. CoBpeMeHHOe rocyaapcrsentoe peryiauposanue 1OV B Poccun

Bonpocsr:
1. 3akoHonarenbHbIie akThl Poccuiickoin denepannu, 3arparrupatomue Bonpocs JOY.
2. Ponw IOV B rocynapcCTBEHHOM YyIIpaBICHUU
3. Cucrema J1I0VY.

Tema 3. CocTaB ynpaBjeHYeCKHX T0KYMEHTOB
Bonpocsr:
1. Posb 1OKyMEHTOB B peaiu3aliy YIPaBICHYECKUX PEIICHUN U ACHCTBHIA.
YuauduuupoBanusie cuctemsl fokymenTanuu (Y CJ).
3. VaudummpoBaHHass CHCTEMa OPraHU3AIMOHHO-PACTIOPSIUTEILHON  JOKYMEHTAIlUN
(YCOPL).
4. OOmepoccuiickuii knaccudukarop ynpasnerndeckoit nokymentanuu (OKY I).
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Tema 4. CocTaBiieHue 1 0popMJIeHHE JOKYMEHTOB

Bomnpochr:

Buas! 1 pa3HOBUIHOCTH YIIPABIEHYECKUX JTOKYMEHTOB.

[ToHsATHE «PEKBU3UTHI TOKYMEHTA.

CocraB u npaBmiia 0hOpMIICHUST PEKBU3HUTOB.

TpebGoBanus Kk OJTaHKaM JJOKYMEHTOB.

TpeboBanust K TeKCTy JAoKyMeHTa. OQUIMaIbHO-IENOBOW CTHIIb  CIIY)KEOHBIX
(ourMaNbHBIX) TOKYMEHTOB.

SNk WD =

Tema 5. OcHOBHbIE NIPHHUMIIBI OPTAHU3AIMHU JOKYMEHT0000pPOTA
Bonpocsr:
1. TloHsiTHE «TOKYMEHTOOOOPOTY.
[TpuHUIMIIBL ¥ TpaBHUJIa OPTraHU3ALKN JOKYMEHTO000pOTA.
3. Texnonorus oOpaOOTKH TMOCTYMAKOMINX (BXOMSAIINX), OTHPABISEMBIX (MCXOMSIINX) U
BHYTPEHHUX JOKYMEHTOB.
4. Opra"uzanmss  JTOKyMeHTOOOOpoTa B YCIIOBUSIX MPUMEHEHUS HOBEUIIINX
UH(POPMALIMOHHBIX TEXHOJIOTUH.

Tema 6. PerucTtpanusi 1 KOHTPOJIb UCTIOJIHEHHS IOKYMEHTOB

Bomnpochsr:

[IpuHLHMIIBL ¥ TIpaBUIIA PETUCTPALIMU TOKYMEHTOB.

KoHTposb ucnonHenus JOKyMEHTOB..

OcHOBHEBIE MPUHIMIIBI €TI0 OpraHu3aIuu.

Hcnonp3oBaHne HOBEHIIMX WH(DOPMALMOHHBIX TEXHOJOTHM MAJii BEIEHUS KOHTPOJIS
HCIIOJIHCHUA JOKYMCHTOB.

O

Tema 7. CucremaTu3anms J0KYMEHTOB H UX TeKyllee XpaHeHue
Bomnpochsr:
1. HomeHkiatypa e, ee Ha3HauUeHUE B YUPEXKACHUN (OpraHU3allH).
2. TpeOoBaHMs HOPMAaTUBHBIX U METOAMUYECKUX JOKYMEHTOB K COCTaBJIEHUIO U 0(OPMIICHUIO
HOMEHKJIATYp eIl
3. OcHoBHBIE TipaBUIa POPMUPOBAHUS JEI.
4. Ilpu3Haky rpynnupoOBKU JOKYMEHTOB B IEPBUYHBIE KOMIUIEKCHI.
5. XpaHeHue 10KyMEHTOB B CTPYKTYPHBIX IOJpa3IeICHUIX.

Tema 8. IloaroroBka u nepeaava e B apxus

Bonpocsr:

[TonsiTHe «dKCTIEpPTH3a IIEHHOCTH JOKYMEHTOBY.

3TaHBI HpOBe,Z[eHI/ISI BKCHepTI/ISBI.

[Tepevynn TOKYMEHTOB CO CPOKAMH XPaHEHUS.

HOHHTI/IG, Ha3HA4YCHUC U BUIbI nepequﬁ ,Z[OKYMCHTOB n aeil.

[Topsimok cauu Aes B apXuB CTPYKTYPHBIMH TOJIPA3ICICHUSIMH YIPEKICHUS.

Nk W=

Tema 9. [lonsiTe «o0panieHue rpakKIaH» M 3aKOHOAATEJbHOE peryJupoBaHue padoThl ¢
HUMH
Bomnpocnr:
1. OOpameHuss TpaxaaH, TIOHATUS  IPEAJIOKECHUE»,  «3aABICHUE»,  <OKanobay,
«X0J1aTaliCTBOY, «KOJUIEKTUBHOE 00paIlleHNE), «IIETULIHS.
2. 3axkoHoOjaTelbHBIE U HOPMAaTHUBHBIC aKThl, pErJIaMEHTUPYIOIUE paboTy ¢ 0OpaIeHUusIMU
rpaXKaaH.

Tema 10. Oco0eHHOCTH BeJeHUS eJIONPOU3BOACTBA M0 00pallleHUSIM I'PAXKIAH
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Bonpocsr:
1. OcHoBHBIE 3aJayu JIEJONMPOU3BOJICTBEHHOW CIIY>)kOBI B OpraHu3amuu paboThl C
oOpaleHus MU TPaxk/IaH.
2. TexHomorus oOpabOTKHU AOKYMEHTOB, CPOKH HCIIOJIHEHHsI, TPEOOBAHUS K COJIEPKAHHUIO
OTBETHBIX JOKYMEHTOB, OCOOCHHOCTH (POPMHUPOBAHUS U CPOKU XPAHEHHUS €.
3. OpraHuzanus npueMa noceTuTeNnei.

6. HHEPEYEHDb YYEBHO-METOJUYECKOI'O OBECHEYEHUSA JJIA
CAMOCTOSTEJBHOM PABOTHI OBYYAIOIIUXCA IO JUCHUILIUHE (MOIYJIIO).

OaHMM U3 OCHOBHBIX BHJIOB JESATEIBHOCTH CTYJIEHTa SBISETCS CaMOCTOSITENIbHAs
pabota, KoTopasi BKIIIOYAeT B ce0sl M3yUeHHE JIEKIIMOHHOIO MaTepHaia, yYeOHUKOB U YUeOHBIX
ocoOuii, MepBOMCTOYHUKOB, IMOATOTOBKY COOOIEHUMN, BBICTYIUIEHHS Ha TPYMNIOBBIX 3aHATHSIX,
BBHITIOJTHEHUE TMPAKTHYECKUX 3aJaHuil. MeToIuKa camMOCTOSTEeNbHON paboThl MpeaBapUTEIbHO
pa3bsCHsETCS IMpernojaBaTeieM U B IOCIEAYIOIIEM MOXKET YTOYHSATBCS C  y4eTOM
UH/IMBUYAIbHBIX OCOOCHHOCTEH CTYIeHTOB. BpemMs M MecTo CcaMOCTOSATENbHOM paboThI
BBIOUPAIOTCS CTYJAEHTAMH 110 CBOEMY YCMOTPEHHUIO C Y4E€TOM PEKOMEHIALUN MpernojaBaTes.
CaMocTosATenpbHYI0 PadOTy HaJ TUCIHUIUIMHON ClIeIyeT HAuYWHATh C W3YUEHUsS MPOTPaMMBbI,
KOTOpasi COJEP>KUT OCHOBHBbIE TpeOOBaHMS K 3HAHUSAM, YMEHHSM M HaBbIKaM OOydaeMbIX.
OO0s3aTenbHO  CIIEAYeT BCIOMHHUTH PEKOMEHIAIMHM  IpErojaBaTelis, JaHHble B  XOje
YCTAaHOBOYHBIX 3aHATHI. 3aTeM — MPUCTYNaTh K H3YUYEHHUIO OTACNbHBIX pa3JelioB U TEM B
Hopsi/IKe, MPeTyCMOTPEHHOM IporpaMMoii. [TomyunB npezacraBieHne 00 OCHOBHOM COJIEPKaHUU
paszmena, TeMbl, HEOOXOJMMO H3YYHTh MaTepuall C MOoMOIIblo ydeOHuKa. llemecoobpasno
COCTaBHUTh KPATKHI KOHCIIEKT UM CXEMY, OTOOPaXaIOIIyl0 CMBICI U CBS3M OCHOBHBIX MOHSATHN
JAHHOTO pa3fJesia M BKIIOYEHHBIX B HEro TeM. 3aTeM IOJIE3HO U3YYWUTh BBIICPKKU U3
NEepBOMCTOUYHUKOB. [Ipu KeJaHMM MOXHO COCTaBUTh HMX KpaTKui KOHCIEKT. OO0s3aTenbHO
CJIETyeT 3aMKChIBaTh BO3HUKIINE BOIIPOCHI, HA KOTOPBIE HE YAAIOCh OTBETUTH CAMOCTOSITEIIBHO.

s Oonee TOMHOW peanw3aliy [ENH, TOCTABICHHOW TMPU HW3YYCHHH TEM
CaMOCTOSITENIbHO, CTYyJIGHTaM HEOOXOIUMBbI CBEICHHS 00 OCOOCHHOCTSX OpraHW3alud
CaMOCTOSITENIbHON PabOoThL; TPEOOBAHUSM, IIPEIBIBIAEMBIM K HEH; a Takke BO3MOXKHBIM (popMaM
U COJCpXAHUIO KOHTPOJI M  KAuyecTBa  BBHIMOJHSAEMOW  CaMOCTOSITENIbHON  pabOoTHI
CamocrosTenbHas paboTa CTyIeHTa B paMKax JIEHCTBYIOIIETO y4eOHOTO MJIaHa M0 PeaTn3yeMbIM
o0pa3oBaTeNbHbIM IIpOrpaMMaM pa3iuyHbIX GopM OOyueHHUs MPEANoIaracT caMOCTOSTENbHYIO
paboTy 1O JaHHOW Yy4eOHOW JWCUUIUIMHE, BKIIOUEHHOW B Yy4eOHbIH mmiaH. OO0beMm
CaMOCTOSITEIbHOW paboThl (B Yacax) MO paccMaTpPUBAEMON y4eOHON TUCIUIIIMHE OMNpeaesieH
y4EOHBIM IIJIAHOM.

B xoxe camocTosiTenbHOM pabOThI CTYICHT JTOJDKEH:

- OCBOUTH TEOPETUYECKUN MaTepuall M0 M3y4aeMOW TUCHMIUIMHE (OTACIbHBIC TEMBI,
OTJIEIbHBIE BOTIPOCHI TEM, OT/I€IbHBIC TIOJIOKEHUS U T. 1.);

- IPUMEHUTH MMOTYICHHBIC 3HAHUS ¥ HABBIKU TSI BRITIOTHEHUS MPAKTUYECKUX 3a/TaHUN.

CryaeHT, TPUCTYMAOIMHWA K HW3YYCHHIO JAHHOW y4eOHOW AUCITUIUIMHBI, IOJTy4YaeT
uHpopmanuio 000 Bcex (OpMax CaMOCTOSTENbHOW pPa0bOThI MO Kypcy C BBLACICHHEM
00s13aTeILHON CaMOCTOSITEILHON pabOThl U KOHTPOJIUPYEMOH CaMOCTOSATEIIBHOW paboOThI, B TOM
qucie Mo BBHIOOPY. 3alaHus ISl CaMOCTOATENbHON paboThl CTyIEHTa JOJDKHBI OBITH YETKO
c(hOopMyIIMPOBaHbI, pa3rpaHUYECHBI 10 TEMaM U3Y4aeMOM TUCHUIUIMHBI, U UX 00BEM JOJIKEH OBbITh
OTIpeieNIeH YacaMH, OTBEICHHBIMH B y4eOHOM Mmporpamme.

CamocrosiTenbHast paboTa CTyA€HTOB JOKHA BKIIIOUATh!

- IOATOTOBKY K ayIUTOPHBIM 3aHATHAM (JEKIUSAM, TA00PATOPHO-TIPAKTHICCKHUM);

- TOUCK (1MOA00pP) ¥ U3yUEHHUE JINTEPATYPhI U SJIEKTPOHHBIX HCTOYHUKOB HH(GOPMAITUH 110
WHAWBUIYAILHO 33JaHHON TIpoOiieMe Kypca;

- CaMOCTOSITENbHYIO pPabOTy Haja OTAEIbHBIMU TeMaMH Y4eOHOM IUCIUIUIMHBI B
COOTBETCTBUU C TEMAaTHYECKHUM ILIAHOM;
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- JOMAIIHEC 3alaHUC, NPCAYCMATPUBAIOIICC 3aBCPIICHUC MPAKTUUYCCKUX ayAUTOPHBIX

pabor;

- MOJITOTOBKY K 3a4€Ty WJIH SK3aMEHY;

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

- yyacTHe B HAYYHOH U HAyYHO-METOJIUYeCcKOi paboTe kadeapsl, pakynpTeTa;
- yJacTHe B HAyYHBIX U HAyYHO-IIPAKTUYECKUX KOH(PEPEHINAX, CEMUHAPAX.

6.1. 3aganus 19 yrayoJeHUus U 3aKperieHusi NpuoOpeTeHHbIX 3HAHUI

Kon
®opmupyemMasi KOMIEeTeHIINsI | pe3yJibTaTa 3aganue
o0yueHust
YK-6 1. IIpounTaTh KHUTY 1O TaliM MEHEIKMEHTY
Crioco0eH ynpaBisiTh CBOUM IIK-6 — 31 | 2.Pernen3upoBaTh HAyIHBIE CTATHH IO TUITAHUPOBAHUIO CBOETO
BpEMEHEM, BEICTPaNBaTh U BPEMEHHU
pearn30BEIBaTh TPAEKTOPHIO 1. M3yuuTh CXeMBI IPOSKTHPOBAHMUS JINTHOCTHOTO POCTA B
caMOpa3BUTHS Ha OCHOBE MK-6_ 73 | foPHCTIpyaeHIHH
TIPUHITAIIOB 00pa30BaHUS B 2. IIpoaHanu3upoBaTh M COCTABUTH CXEMY JIMYHOCTHOTO pOCTa
TEUYEHHUE BCEH JKU3HU OJTHOTO U3 TIOJIUTHYECKUX JesITeeH
K -6 1. 3y4uuTh ¢ IOMOLIbIO UHTEPHET IOPUINUECKUX HHTEPHET
CriocobeH ocymecTBIATh MOPTAJIOB 3aKOHOJATENECTBO PETYIHPYIOIIee
HOArOTOBKY IOPUANYECKUX IIK-6 —31 | noxyMeHTOBeAeHUE
JIOKyMEHTOB 2. [lounTaTs Hay4YHBIE CTATBHU O MPOOJIEMATHKE B
JIOKyMEHTOBEJICHUE
1. IIpoBecTn cpaBHUTENBHBII aHAaIM3 HOPMOTBOPYECTBA,
IIK-6 32 | MPABOTBOPUECTBA H 3aKOHOTBOpUCCTBA

2. CocTaBUTh MPE3EHTAIMIO O BUIaX HOPMOTBOPUYECTRA,
MPaBOTBOPYECTBA U 3aKOHOTBOPYECTBA

6.2. 3ananus, HanpaBJeHHbIEe HA (JopMHUPOBaHNe NPO(eCCHOHAIBHBIX YMEHHUIl

Kon
@opMupyeMasi KOMIeTeHIMsA | pe3yJbTaTa 3aganne
o0yuyeHust
YK-6 1. CoctaBuTh IJIaH A€ HA ACHb YUUTHIBAask PCKOMEH/IAITUH T10
CriocobeH ynpaBisiTh CBOUM VK-6_ V1 TaliM MEHEDKMEHTA
BpEMEHEM, BEICTPaNBaTh U 2. TlocTaBUTb I1eJTb HA MECSI] ¥ COCTABHUTH IUTAH JIEJT Ha MECSI]
pear30BEIBaTh TPAEKTOPHIO HaIpaBJICHHBIX Ha IOCTH)KCHUE LIEIH
CaMOpa3BUTHS HA OCHOBE 1. CocraBuTh IJIaH B OOMIKX YepTax Ha TOM, TPH U IIATH JIET
[IPUHIIUIIOB (36133303‘”“4’1 B VYK-6 - VY2 | 2.IIpoananm3upoBars CTaTUCTUKY 3arpy’KEHHOCTH
TEYCHHUE BCCH JKU3HU HOTapHyca
IIK-6 1. Pemuts Gostee 5 3a1a4 mo BOMpocam TOKyMEHTOBEICHHS
Crioco0eH OCyIIeCTBISATh K-6 — V1 2.M3yuuTh cyneOHYIO IPAKTUKY, CBA3aHHYIO C BOIIPOCAMH O
MOJIrOTOBKY FOPUAMICCKIX npo0JIeMax, BEITEKIINX U3 OMIMOOK MPU COCTABICHUH
JIOKYMECHTOB IOPUIUYCCKUX JOKYMECHTOB
1. CocTaBUTh KOHCIICKT, IPOAHAIM3UPOBAB U BBIICIUB
OTJIMYUTEIBHBIC OCOOCHHOCTH IPABOTBOPYECTBA
I[IK-6 — V2 | 2. U3yuuB npuMeps! IOPUIUUECKUX JOKYMEHTOB B

IOpPIL[I/I‘IeCKOﬁ CHCTEMC «FapaHT» BLISIBUTH CHeIII/I(l)I/IKy
IMpaBOTBOPUCCTBA

6.3. 3aianus, HanpaBJieHHbIE HA (h)OpMHUPOBaHHE NMPO(ECCHOHATBLHBIX HABBIKOB

Kon
®opmupyemMasi KOMIETeHIUS pe3yJbTaTa 3aganue
o0yueHust
YK-6 1. CocTaBuTh 3CCE M NPE3CHTOBATH CBOM rpadiK Ha JCHb
Cnoco6eH ynpasisiTb CBOUM VK-6— B1 00BSCHUB KPUTEPUH €0 BBICTPAHBAHUS
BpEMEHeM, BBICTPanBaTh U 2. BbISBUTH KaKHe TEXHUKH IICUXOJIOTHYECKON
PEaN30BBIBATH TPAEKTOPHIO caMoperyJsinuy Haubosee BaM HOAXOJUT
CaMOpPAa3BUTHS HA OCHOBE YK-6 — B2 1. BoIsIBUTE CBOM XKHM3HEHHBIE IPHHINIIEL M OLCHUTH HX C
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MPpUHIUIIOB 06pa30BaHI/IH B TCYUCHUC

TOYKH 3pCHUSA JOCTUKCHHUA NOCTABJICHHBIX ueﬂeﬁ

BCeil )KU3HU ITpoananmu3upoBaTh CBOM MOCJIEAHNE 3 TO/a U BBISBUTD
YTO BIUUIO Ha Bamy () PeKTHUBHOCTD
K -6 1.CocTaBUTh CXeMy HOPMATHBHO MPAaBOBBIX AKTOB H

Crioco0eH OCyIIeCTBISATh
MOATOTOBKY OPUIMIECKUX

JAOKYMEHTOB

TOCYJapCTBEHHBIX OPTaHOB, PETYIUPYIOMINX Pa3INIHEIC
BHBI IOPUIAMYECKON ACATEITHHOCTH

[IK-6 — B1
2.VlHTepakTUBHAS UTPa C OMHOKYPCHUKAMH Ha
MIpUMEHEHNE HOPM TIPH COCTABICHUH IOPHIMIECKUX
JIOKYMEHTOB
1.Cocrapnenue PUINIECKUX JOKYMEHTOB 110
K-6 — B2 npuMepam

2.BrisBiienue BOIIPOCOB I10 HpO6J’I€MaM CBsA3aHHBIM C
IIPABOBbBIMU AKTAMU I'paKAaH B CCTU MHTCPHET

7. ®OHJ OHEHOYHBIX CPEJACTB /IS IIPOBEJEHUSA TEKYIIEI'O KOHTPOJISAA
U TPOMEXYTOUHOM ATTECTAIIMA OBYYAIOILIUXCS 1O JUCHUILIVHE

(MOAYJIIO).
Ilacnopm ¢ponoa oyenounwvix cpedcme
DOC DOC
Popmupyemas IInannpyemsle pe3yJbTaThl 00y4eHHUS JWLL TEKYIIEero st .
KOMIIeTeH U KOHTPOJISt TPOMeKY TOHOT
aTTecTaluu
YK-6 CHOCOOBI IUIAHUPOBAHHUS
Cnocoben CBOOOIHOTO BPEMEHH;
YIIPaBJIATH CBOUM YK-6-31 . Bompocs! k 3auety ¢
VYcTHbll onpoc N
BpEeMEHEM, 3HaTh CIOCOOBI TPOEKTUPOBAHUS OLICHKOM
BBICTPANBATh U TPaeKTOPUH MPOPECCHOHATBHOTO
[peaTM30BHIBATH 1 JIMYHOCTHOT'O POCTA.
TPACKTOPHIO YK-6 —32
caMOpa3BUTHA Ha OLICHUBATh JIMYHOCTHBIC
OCHOBE pecypchl IO IOCTHKEHUIO LieJIen
[PUHITUTIOB YIpaBICHUS] CBOMM BPEMEHEM B
00pa3oBaHus B MPOLECCE PEATU3ALNH
TEUEHUE BCEH TPaeKTOpUH Bomnpocs! k 3auery ¢
. Pedepar .
PKM3HHU YMmern CaMOpa3BUTHUSL, OLICHKOM
YK-6 —V1
IUIAHUPOBATh CBOOOJIHOE BPEMS
[IPOEKTUPOBATH TPACKTOPUH
JIMYHOCTHOTO POCTa
YK-6 - V2
IIpueMaMH U TeXHUKaMH
MICUXUIECKOHM caMOpeTyJIsIIiH,
BIIAEHUS COOOI M CBOMMH
pecypcam.
YK-6 - Bl
HaBBIKAMH KPUTHIECKU n Bompocs! k 3agety ¢
paKTHYECKHe 3a/1aHHs .
Buagers| onenuBatb OLICHKOH
3G PEKTUBHOCT MCIOIb30BaHUS
BpPEMEHH U JIPYTHX PECYpPCOB
npu
pELICHUH OCTABICHHBIX
ueneu u 3agad.
YK-6 — B2
MK -6 CUCTEMY JEHCTBYIOLLETO
CriocobeH TpaKIaHCKOTO
OCYILIECTBIISITh 3aKoHOAaTeNbeTBa Poccuiickoi VYceTHbll onpoc BOHpOCf; 1 KesaeTy ¢
3HaTh OLICHKOM
MO OTOBKY ®denepannu, COCOOHI
FOPUINIECKUX YCTpaHEHHUS OMIMOOK B
TOKYMEHTOB. IOPUINIECKHX JOKYMEHTaX
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ITK-6 — 31

COOTHOILIEHUE TIOHSATUI
HOPMOTBOPYECTBO,
MIPaBOTBOPUYECTBO U
3aKOHOTBOpUYECTBO. Bumbl
MIPaBOTBOPUYECTRA,
3aKOHOTBOPYECTBO U
T0JI3aKOHHOE TTPaBOTBOPYECTBO
IIK-6 — 32

Ymerhb

CChIJIATHCSA Ha HOPMBbI

TpaxxJaaHCKOro 3aKOHOAAaTCJIbLCTBA

IIPU PELICHUU
npodeccHoHaNbHBIX 331aY;
BBISIBJISATH IIPUYMHBI OUIHOOK B
IOPUINYECKUX JOKYMEHTaX,
OTIPENICIATh UX BUABI

I[IK-6 — V1

MIOKa3aTh OTIMIUTEIIHHEIC
0COOCHHOCTH OTZEIBHBIX BHUIOB
MIPaBOTBOPUYECTBA, a TAKKE
crnenu(rKy MpaBOTBOPUIECKOTO
rpotecca

IMK-6 — ¥2

Pedepar

Bompocs! k 3a4eTty ¢
OLICHKOH

Baanern

HaBbIKaMHM aHaJIn3a,
TOJIKOBAHHA, IPUMCHCHUA U
pcajm3allivi HOPM IIpaBa B
KOHKPETHBIX BUJAX
IOpPI,HPI‘-IeCKOﬁ JACATCIIBHOCTH,
I1K-6 — B1

FOPUINYECKOU TEPMUHOJIOTHEH,
HaBBIKAMH IOATOTOBKH H
aHaJIN3a IMPaBOBBIX JOKYMEHTOB
I1K-6 — B2

HpaKTI/ILleCKI/Ie 3aJaHHus

Bomnpocs! k 3a4eTty ¢
OLIEHKOM

Onucanue nokazamenei u Kpumepuee OueHueanun Komnemenuuﬁ HA pa3jitdHblLX Imanax ux

qbopmupoeanu;l, OnRUCAHUe WKail oueHueanun

Kpurtepuu oneHnBaHus pe3yJbTaTOB
®opmupyemas
IInannpyemMsle pe3yJbTaThbl 00y4eHUs! o0y4eHust
KOMIIeTeHIUsI ) 3 4 5
YK-6 CIOCOOBI TITAHUPOBAHUS
Cnocoben CBOOO/IHOTO BpEMEHH;
YIpPaBIATb CBOUM YK-6-31
YactuyHo
BpPEMEHEM, CIOCOOBI NPOEKTUPOBAHUS He 3naer 3HaeT OT1nudHO
3HaTh 3HaeT
BBICTPAMBAaTh U TPaeKTOpUU 3HaeT
peann3oBBIBATh npodeccrnoHaIbHOTO U
TPaeKTOPHUIO JUYHOCTHOTO POCTA.
caMOpa3BUTHSA Ha YK-6 —32
OCHOBE OLICHUBATh JINYHOCTHBIE
HPUHIUIIOB pecypehI MO TOCTIKEHHIO
00pa3oBaHus B nenei
TeueHHe Beei YIIPaBJICHUSI CBOUM BpeMEHEM
KU3HU B
YactraHo CBoOoHO
IIPOLIECCE peanu3aluu He ymeer Ymeer
YMmern ymMmeeT ymeeT

TPaeKTOpUu

caMOpa3BUTHS;

YK-6 - V1

IUIaHWPOBATh CBOOOHOE

BPEMSI U IPOEKTHPOBAThH

TPaeKTOPUH TMIHOCTHOTO
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pocra
YK-6-VY2

Baanern

NpUEMaMH U TEXHUKaMU
MICUXUYECKOW CaMOPETYIISIUH,
BIIAJICHUS COOOM U CBOMMHM
pecypcamu.

VK-6 - B1

HABBIKAMH KPHUTHYCCKA
OLICHUBATh

3¢ (HEeKTHBHOCTD
UCIIOJIb30BaHHUS

BPEMEHU U JAPYTHUX PECYPCOB
npu

PEIICHUH MOCTABIEHHBIX
uenei u 3aaau.

VK-6 — B2

He Bnageet

YacTtnaHo
BJIagEET

Bmaneer

CB00OIHO
BJIAJIEET

IIK -6
Criocoben
OCYIIECTBIISITh
[OJITOTOBKY
FOPUANIECKHUX
JIOKYMCHTOB.

3Harn

CUCTEMY JEMCTBYIOLIETO
TPKIAHCKOTO
3aKOHOJATENLCTBA
Poccuiickoit @epepannu,
CHOCOOBI yCTpaHEHHSI OIIHOOK
B IOPHIUYCCKUX JOKYMEHTaX
TIK-6 — 31

COOTHOIIICHHUE MOHATHH
HOPMOTBOPYECTBO,
MIPaBOTBOPUECTBO U
3aKOHOTBOPYECTBO. BuibI
MPaBOTBOPUECTBA,
3aKOHOTBOPYECTBO U
IM0I3aKOHHOE
TIPaBOTBOPYECTBO

TIK-6 —32

He 3naet

YactuuHo
3HAeT

3HaeT

OTINYHO
3HAET

YMmers

CCBUTATHCS Ha HOPMBI
TPaXXTaHCKOTO
3aKOHOJIATEeIHCTBA MIPU
peuieHnn mpogheCCHOHATBHBIX
3a/1a4; BBIABJSTH MPUYHHBI
OIUOOK B FOPUAMICCKIX
JIOKYMEHTaX, ONPEIENATh X
BUJIBI

MK-6 — V1

MMOKA3aTh OTIUYHUTEIHHBIE
0COOCHHOCTH OTACIIBHBIX
BHJIOB IIPABOTBOPYECTBA, a
TaKXkKe CenuuKy
MPaBOTBOPYECKOIO TpoIecca
TIK-6 — V2

He ymeer

YacTtuuHo
yMeeT

VmMmeer

CB00601HO
yMeeT

Baanern

HaBbIKaMH aHAJIN3a,
TOJIKOBaHUs, IPUMCHCHUS U
peajim3aliii HOpM IIpaBa B
KOHKPETHBIX BUAAX
IOpI/IL[I/I‘IeCKOﬁ JACATCIBbHOCTH,
ITIK-6 — B1

IOpUINYECKON
TEPMUHOJIOTHUEH, HaBbIKaMU
TIOJTOTOBKY M aHAJIN3a
TIPaBOBBIX JOKYMEHTOB
I1K-6 — B2

He Bnageet

YactuuHo
BJIagEeT

Bnaneer

CB00601HO
BIIAJZICET

7.1.

®OC 144 npoBeieHNs] TEKYIEr0 KOHTPOJIA.
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7.1.1. 3aganus 1 ONEHKH 3HAHUN

Kon
®opmupyemas
KOMIIeTeHI Ul pesyabrata 3ananue
o0yueHust
YK-6 IlepeyeHb BONIPOCOB 151 YCTHOI'O OIIpoOca:
Crocoben 1. ABTOMaTH3MpOBaHHAS TEXHOJOTUS 00PAOOTKH BXOIAIINX, UCXOMSIIUX U
YIPaBIATH CBOUM BHYTPEHHUX JOKYMEHTOB.
BpEMEHEM, YK-6 - 31 2. TloBeimenne 3¢ peKTHBHOCTH KOHTPOIIS UCTIOJHEHHS JOKYMEHTOB.
BBICTPAaNBaTh U 3. ABTOMAaTH3MpPOBaHHAS TEXHOJOTHS KOHTPOJS NCIOTHUTEIbCKOM
PeaM30BBIBATH JUCTIATUTAHBL
TPAeKTOPHIO 4. ABTOMAaTHU3MPOBAaHHAS TEXHOJOTHs PabOTHI C OOPAIICHUSIMH TPaXIaH.
caMOpa3BUTHA Ha Ilepeuenb BONpPOCOB AJIsl YCTHOIO ONpoOca:
OCHOBE 1. ABTOMAaTH3MPOBAHHBIC TCXHOJOTUU PEIAKTUPOBAHHS TCKCTA JOKYMEHTOB.
MPUHIUIIOB VE-6— 32 2. CpezactBa aIMUHHCTPATUBHO-YIIPABICHUECKOW CBA3U
o0pa3oBaHUs B 3. XapakTepHcTUKa POCCUHCKUX CHCTEM aBTOMATU3AIUH JICJIOTPOU3BOICTBA.
Te4YeHHue Bce 4. ABTOMAaTHU3MPOBAHHBIN KOHTPOJIb UCTIOJHCHHS PACTIOPSAUTEIBHBIX
JKI3HA JTOKYMEHTOB.
nIK-6 IlepedyeHb BOMPOCOB JI1 YCTHOTO ONpoca:
Criocoben 1. TocymapcTBeHHas HHG)OPMAIIMOHHO-TEJICKOMMYHHKAITMOHHAS CHCTEMA
OCYIIECTBIISATh (UTKC).
TTOITOTOBKY IK-6 — 31 2. VHbopMaIroHHbIE TEXHOJIOTHH KOHTPOJIS HCIIONHEHUS YIIPABICHIECKUX
OPUINYECKUX pereHui
JIOKYMCHTOB. 3. Knaccudukaius cucteM aBTOMaTH3UPOBAHHOTO JICIIONPOU3BOICTRA.
4. KoMIbIOTepHBIC TEXHOJIOTHHU MOATOTOBKYU M MPOBEICHUS COBCIAHHIA.
Ilepeuenb BONPOCOB AJI5l YCTHOIO OMpoca:
1. Opranusaius MpoBEPOK padOTHI TOABEIOMCTBEHHBIX PEATPUITHI
(CTPpYKTYpHBIX T0/Ipa3/ieNIeHN )
2. TlonstHe 31MeKTPOHHOTO NOKyMeHTa. COBPEMEHHBIE TTOIXO0IbI K
IIK-6 — 32 aBTOMaTU3aLUU JIEI0IPOU3BOJICTBA.
3. TpuHnuns! obecreyeHns: KOHQUACHITNATEHOCTH HH(POPMAIHN B
aBTOMAaTH3UPOBAHHBIX CHCTEMAaX JICIIOTIPOU3BOICTBA.
4. Tlpomuecc TOKYMEHTHPOBAHUS W )KMU3HEHHBIN IIUKJI TOKyMEHTA B
YUPESKICHAN
Kpurepun oneHkn ycTHOro onpoca:
Ouenka Kpurepuu oueHnBanust
OOyuaronuiicss 0OHapy)KMBaeT HE3HAHWE OTBETA HA BOMPOCHI, JIOMMYCKAET OIMMOKH B
HeynosnersopuresbHo (hOpMYITHPOBKE OTPENEICHNI U MPaBWII, NCKAXKAIOIINAE MX CMBICI, OSCIIOPSIOYHO H
HEYBEPECHHO M3JIaraeT MaTepua
OOyuaronuiicss oOHapyXMBaeT 3HAHWE W MOHWMAaHHE OCHOBHBIX TIOJOKEHUH
3aJaHHBIX BOIMPOCOB, HO W3JIaraeT MaTephal HEMOJHO M JOMYCKaeT HETOYHOCTU B
Y 10BIIETBOPUTENBHO OTIpE/ICIICHNH TOHATHA WM (GOPMYIHPOBKE TPaBWI, HE YMEET JOCTAaTOYHO
000CHOBaTb CBOM CYXACHHS W IIPUBECTH NPUMEpHI, W3JaraeT MaTepuai
HETIOCJICJIOBATENIFHO U JIOIYCKAeT OMHMOKH
OOy4aromuiics AaeT MPaBIIbHBIC OTBETHI HA BOIPOCHI, HO JOMycKaeT 1-2 ommokwy,
Xoporro KOTOPBIC CaM JK€ HCHPABJISET, HE yMEET IOCTATOYHO TIyOOKO M JOKa3aTeIbHO
000CHOBATh CBOM CYXJICHUS
OOy4aromuiicss TOJMHO W apryMCHTHPOBAHO OTBEYACT HA BOIMPOCHI, OOHAPYKHUBACT
Oriano NOHMMaHWE MaTephajga, MOXXET OOOCHOBaTh CBOM  CYXKJICHHUS, HPUBECTH
HE00XO0IMMBIC IIPUMEPBI, H3JIaraeT MaTCPHa MOCICIOBATEIBHO U IPABUILHO
7.1.2. 3ananus il OLEHKH YMEeHU
Dopmupyemas Kon
KOMIIeTeHI Ul pesyabrara 3ananue
o0yuyeHust
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YK-6 Ilepeyens Tem st pedepaToB:
Criocoben 1. DIeKTpOHHBIEC BEPCHH CIYKEOHBIX TOKYMEHTOB: (YHKITUU M THUTIOJIOTHS
YIPaBIATH CBOUM 2. YmpaBneHdecKas IesTeIbHOCTh U ACTOMPON3BOICTBO
BpEMEHEM, YK-6 — 31 3.B3auMOoCBs3b U B3aMMO3aBUCHMOCTH yrpasieHus u JJOY
BBICTpanuBaTh U 4.3akoHO#aTeIbHOE W HOpPMAaTHWBHO-MeToAWdeckoe perymupoBanue JOY B
peann3oBbIBaTh Poccuiickoit ®enepannn
TPaeKTOPHUIO 5. Opranmzanuonnsie Gopmel JJOY
CaMOpa3BUTHS Ha Ilepeyens TeM 1151 pedepaToB:
OCHOBE IPUHIUIIOB| 1. Tpedoranus TOCT P 6.30-2003 k OnaHkaM TOKyMEHTOB
o0pa3oBaHus B 2.Opranuzanys A0KyMeHTooOopoTa. DTanbl 00paboTKu JoKyMeHTOB. O0beM
TeYeHHe Bcel YK-6 —32 | noKyMeHTOB
KU3HU 3. Peructpanusi JOKyMEeHTOB
4.Opranuzanys crpaBovYHO-MH(POPMALOHHOTO 00CTY)KUBaHHS
5.3HaueHne KOHTPOJISI UCTIOJNHEHUs JOKyMEHTOB. [IpHHIMIIBL €ro opraHu3aluu
InK-6 Ilepeuens TeM AJ1s1 pedpepaToB:
Criocoben 1.OcHoBHEIE TpeOoBaHUS K 0OOPMIICHHIO JIETT
OCYILECTBIISITh 2.1lopaaok mepeaayn e B apXHB
MOJTOTOBKY MK-6 — V1 3. Jlenompon3BOACTBO 1O 0OpaIIeHUsIM TpakJaH: ero 3aKOHOIaTeIEHOE U
FOPUINIECKIX HOpMaTHBHOE peryiaupoBanue. Bumasl oOparnenuit
JIOKYMEHTOB 4.3Havenue u HanpasieHne komnbotepmsannu JJOY B Poccuntickoit
Denepanuu
5. Tpe6osanust 'OCT P 6.30-2003 x cocraienuto 1 opopmirenuto OP/]
Ilepeyens Tem st pedepaToB:
1. OcHoBHbIe TpeOOBaHMS K (POPMUPOBAHHUIO PA3IMYHBIX KaTErOPUH
JIOKyMEHTOB B JIeJIa ¥ UX XPaHEHHUIO
2.Homenknatypa aei.
[IK-6 — Y2
3. TpeboBaHus K COCTABIECHUIO U 0(OPMIICHHUIO
4.3OkcnepTU3a HAyIHOW U MIPAKTHYECKON IIEHHOCTH TOKyMEeHTOB. Ee
OpTaHU3AIMS U ATAIBI IPOBEICHUS
5. TumnoBrle ¥ BeTOMCTBEHHBIC IIEPEYHN JOKYMEHTOB CO CPOKAMHU XPaHEHUS

Kpurepum oneHk# y4eOHbIX 1elicTBHI, 00y4YaomuXxcs (BbICTYIJIEHHE C T0KJIAI0M, pedepart

1o 00Cy K1aeMOMYy BONIPOCY)

Onenka

XapaKTepHCTHKH 0TBETA 00y4alonierocs

OTJan4HO

o0yyJaromuiicst TiIy00KO U BCECTOPOHHE YCBOMII POOJIEMY;

- YBEPEHHO, JIOTHYHO, MOCIEA0BATENFHO U TPAMOTHO €r0 U3J1aracT;

- ONMpAasiCh HA 3HAHWSI OCHOBHOW U JIOTIOJNHUTEIBHOI JINTEPATyphl, TECHO TMPHUBA3BIBACT
YCBOCHHbBIC HAYYHBIC MOJIOKCHUSI C MPAKTUYECKOH ASSITEbHOCTBIO;

- yMeno 000CHOBBIBAET M apTyMEHTHPYET BbIJIBUTaeMbIC UM HJICH;

- JIeJIa€T BBIBOJBI U 000OIIEHMS.

Xopomo

00yJaIOIIHUIACS TBEPIO YCBOMJ TEMY, IPAMOTHO H II0 CYIECTBY M3JIaracT e¢, OMUpasiCh Ha
3HaHUS OCHOBHOM JINTEPATYPHI;

- HE IOIYCKAeT CYIICCTBEHHBIX HETOYHOCTEH;

- YBSI3bIBAET YCBOCHHBIE 3HAHUS C MPAKTUUECKOMN eI TEIbHOCTHIO;

- aQpryMEHTHPYET Hay4HbIE MOJI0KEHHS;

- JIeJIaeT BBIBOABI U 0000IIEHHS.

YnoBiaeTBOpUTEILHO

TeMa pACKphITa HEJOCTATOYHO YETKO M MOJHO, TO ecTh OOyyaromuiics OCBOWII
mpobieMy, O CYIIECTBY H3JaracT e€e, ONUPasCh Ha 3HAHUS TOJBKO OCHOBHOU
JUTEPaTypHI,

- IOITyCKAeT HECYIICCTBCHHBIC OMIMOKY ¥ HETOYHOCTH;

- UCTIBITHIBACT 3aTPYAHCHUS B MPAKTHYCCKOM PUMCHEHUH 3HAHUM;

- c1abo apryMEHTHPYET HAay4YHbIE ITOJIOKCHHUS,

- 3aTpyAHSAETCS B (POPMYITHMPOBAHUH BHIBOJOB U 0000IICHUIA.

HeynoBJIeTBOpUTEJILHO

00yJarOIIHICS HE YCBOMIJI 3HAYNTEILHON YaCTH TPOOJIEMBI

- ZIOIyCKAeT CYLIECTBEHHbIE OIIMOKN 1 HETOYHOCTH MPHU PACCMOTPEHUH €€
- UCTIBITHIBACT TPYHOCTH B NPAKTHYECKOM PUMEHEHUH 3HAHUH;

- HE MOXET apryMEHTUPOBATh HAYYHBIE MOJIOKCHUS;

- He (hOPMYITHPYET BBHIBOJIOB U 0OOOIICHHIA.

7.1.3. 3aganus 15 ONEHKHU BJAJCHHWI, HABLIKOB
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Dopmupyemas
KOMIeTeH U

Kopg
pe3yabTara
o0yueHust

3ananue

YK-6

CrocobeH
YIPaBJIATH CBOUM
BPEMCHEM,
BBICTPAMBATh U
pean30BbIBATh
TPaeKTOPHUIO
CaMOpa3BUTHS Ha
OCHOBE IPHHIIMIIOB|
obpa3oBaHus B
TCUSHHUE BCEH
JKU3HA

VK-6 -31

Ilepeyens NpaKTHYeCKUX 3aIaHHI:
IIpaxTuyeckoe 3ananue 1
Tema: Opranu3zauus 3acefaHust KOJUIETHAILHOTO OpraHa
Onucarts:
1.Ilpouenypy npoBeaeHHs NOATOTOBUTEIEHON pabOTHI IO OpraHU3aluu
3acenaHus (IPUTTIALICHHUS, TOATOTOBKA MIOMEIIEHHS, TOITOTOBKA MaTEPHaIIOB)
2.Ilpouecc BeneHns 3aceqanus (OMUCaTh NIPOLERYPY, POib IpeaceaaTe s,
POIB ceKpeTapsi)
3.0 opmiteHne pe3yabTaTOB: MPOTOKOI (POPMYIIIP, PEKBH3UTHL, TOPSI IOK
odopMIIeHHS); BRITIFICKA U3 TIPOTOKOIA.
3amanue:
OdopMuTh IPOTOKOJI (MOIHBIN) U BBIIUCKY U3 IPOTOKOJIA 3aCeIaHUs
KOJUIETHAJILHOTO OpTaHa B COOTBETCTBHH C 3aKOHOJATEILHBIMH M HOPMaTHBHO-
MCTOANYCCKHUMH TpCGOBaHI/IHMI/I, MpCABABIIAEMbIMU K JTAHHOMY BUIY
JOKYMEHTa

IIpakTudeckoe 3ananue 2

Tema: [Tonroroska HHGOPMALMOHHOTO THCEMa

Onucarts:

1.TpeboBanus, mpeabaBIsieMble K OpMe MICEMa (COCTaB PEKBH3HUTOB)
2.TpeboBanust, IpebsBIsIEMbIE K TEKCTY HHPOPMAIMOHHOTO NMUCbMa
3agaHue:

Odopmuth NHHOPMALMOHHOE MHCHMO B COOTBETCTBUH C 3aKOHOIATEILHBIMU U
HOPMaTHBHO-METOJMYECKUMH TPEOOBAHUSIMU, IPEABSIBISEMBIMH K JAHHOMY
BUJly JOKYMEHTA

VK-6 - 32

Ilepeyens NpakKTHYECKUX 3aIaHHI:
Ipakrryeckoe 3amanue 3
Tema: IToaroroBka JoKIaaIHON 3aITUCKH
Omnucarts:
1.TpebGoBaHUs K TEKCTY AOKIATHOHN 3aIMCKH.
2.CocraBileHrE TEKCTA JOKJIAIHOM 3aITMCKH.
3.0 opmiteHnE TOKIIATHON 3aIUCKH.
4.00cyxeHne mporecca MOATOTOBKH TOKJIAIHOM 3ayCKy (IPHYMHEI 1
TOPSIOK TOJAYN).
3amanue:
ObopMUTh AOKIAIHYIO 3aIMUCKY B COOTBETCTBHH C 3aKOHOIATCIIbHBIMU U
HOpMaTl/IBHO-MeTOILI/ILIeCKI/IMI/I Tpe6OBaHl/I§IMI/I, Hpe,ﬂ’bﬂBﬂﬂeM]ﬂMI/l K ZlaHHOMy
BUY TOKYMEHTA
IIpaxTudeckoe 3ananue 4
Tewma: [porenypa opopmiicHuS 3asBICHUS
Omnmcartsb:
1.Bo3MO>KHBIE IPUYUH TOJAYH 3asIBJICHUH.
2.TpeboBaHus K GOpMYISIPY 3asBICHUS.
3.Ilopsimok mogayu 3asiBIICHUH O IpHeMe Ha padoTy, YBOJIBHEHHUH, OTITYCKE U T.
II.
4 Ilpouenypy MOATOTOBKH 3asIBIICHHUS.
3aganue:
O(i)OpMI/ITI) 3a4BJICHUC O BbIA4YU KOIIUU ):[OKyMeHTa [0 Hpe):[I)II[yH_IeM
obpazoBaHuM (KOIMHU aTTeCTaTa, TUIIOMA) B COOTBETCTBHUH C
3aKOHOOAATCJIbHBIMU U HOpMaTI/IBHO-MeTO}II/I'-IeCKI/IMI/I Tpe60BaHI/IHMI/I,
Hpe)l’bﬂBHHeMBIMI/I K )IaHHOMy BI/I}:[y )IOKyMeHTa

IIK -6
Criocoben
OCYIIECTBIISITh
MOATOTOBKY
FOPUINYECKUX

JOKYMCHTOB

[IK-6 — B1

Ilepeyens NpaKTHYECKUX 3aIaHHIL:
IIpakTuueckoe 3ananue 5
Tema: JIBmxeHne TOKyMEHTa B yUpexaeHUH, (upMe (Ha mpuMepe michMa u
JTOKJTAJTHOM 3aITHCKH )
OrnucaTh BapUaHTHI:
JloKyMeHT, MOCTYNMBIINI U3BHE.
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JIOKYMEHT, IIOATOTOBIICHHBIH [T OTIIPABKH.

BuyTpennuii 10KyMeHT.

3amaun:

Ha TIpUMepe MUChMa U JIOKJIQJIHON 3aITUCKH

OmnmcaTs MOPAJOK PETUCTPAINN TOKYMEHTA.

Ilopsinok HaslOXKEHHUE BU3.

[Iponenypy HampaBIeHUS Ha UCTIOJTHEHHE.

Onwcath MOPSIOK MPEICTABICHUS JOKYMEHTA Ha TOIIHCH.

3amanue:

OdopMUTb TMCHMO B BILIECTOSIIYIO OPTaHU3ALUIO WK JIOKJIATHYIO 3alIUCKY B
COOTBETCTBHU C 3aKOHOAATCIIbHBIMHU U HOpMaTI/IBHO-METO[lI/I‘{eCKI/IMI/I
Tpe6OBaHl/I§IMI/I, Hpe}l’bﬂBﬂﬂeMblMI/I K }laHHOMy Bl/Iﬂ,y JIOKyMeHTa

IIpakTuueckoe 3ananue 6

Tewma: [Iponemypa opraHu3amnus MpoBEPOK PadOTHI MOABEIOMCTBEHHBIX
MIPEIIPUATHH (CTPYKTYPHBIX TTOIPA3ICIICHII)

Ornucatp:

1 .IlpuHATHE pelIeHHs O TPOBEACHUH MPOBEPKH (000CHOBAHUE PEIICHHUS,
MMOJITOTOBKA JJOKYMEHTOB I10 MPOBEPKE U T.11.).

2.0dopmienue akra (TpeboBaHUs K GOPMYIISIPY U TEKCTY JOKYMEHTA)
3ananue:

OdopMuTh aKT IPOBEPKU PabOTHI OABEIOMCTBEHHOTO MPEANPHUSATHS
(opranmzanuu/ yIpexIcHus) B COOTBETCTBHH C 3aKOHOIATSIbHBIMU U
HOPMa TUBHO-METOANYECKUMH TPEOOBAHUSIMHU, MPEABSIBIIEMBIMU K JAHHOMY
BUY TOKyMEHTa

IIpaktuueckoe 3ananue 7

Tema: [MoaroroBka HHGOPMAITMOHHOTO ITHCHEMa

Ornucatp:

1.TpeboBanust , IpeaABABIIEMEIC K (hopMe MHChMa (COCTaB PEKBU3UTOB)
2.TpeboBaHus, IpeAbSIBIIEMbIE K TEKCTY HH()OPMAIIMOHHOTO MHChMa

3amanue:

Odopmuth HHHOPMAIIMOHHOE TMCEMO B COOTBETCTBUU C 3aKOHOATEIb "HBIMH H
HOPMATHUBHO-METOAMYCCKIUMHU TPEOOBAHUSIMU, PEIbIBIIEMbIMU K JAHHOMY
BUY JTIOKYMEHTA

[IK-6 — B2

Ilepeyens NpaKTHYeCKUX 3aIaHHIL:
[Ipakrrueckoe 3ananue 8
Tema: OmnrcaTs nporeypy MOATOTOBKH U 0(OPMIICHUS CIIPABKU
Omnmcarts:
1.ITpuanHbI (OCHOBAHHMS) BHITAYN CIIPABKH
2.TpeboBanus kK 0pOpMIICHHIO, (HOpPME B TEKCTY CIIPABKH.
3.IIponenypa BblIa4u CIPaBKU
3ananue:
OdopMuUTE CIIpaBKY B COOTBETCTBHH C 3aKOHOJIATEIbHBIMH 1
HOPpMAaTUB"HO-METOANYICCKUMU Tp66OBaHI/I$IMI/I, NMpEeaABbABIACMBIMU K JAHHOMY
BUJY IOKYy "MEHTa

IIpaxTudeckoe 3ananue 9

Tema: [IpunsTHE yIpaBIEHYECKOTO pelIeHNS (IOATOTOBKA MPHUKa3a, YKa3aHus).
Omnucats nponenypy NPUHIATHS PEIICHUS:

1.06cyxaerne Botpoca.

2.IloaroroBka mpoekTa MpuKa3a/yKa3zaHus.

3.00cyxaeHre IpoeKTa IpruKasa

4.0¢dopmienne npukasza/yKa3aHusl.

5.0OpraHu3aiysi UCIIOTHEHUs IIPUKa3a.

3anaHue:

OdopmMuTh nprKas/yKka3aHue B COOTBETCTBUH C 3aKOHOIAATCIbHBIMU U
HOPMaTHBHO-METOJMYECKUMH TPEOOBAHUSIMU, PEABIBIAEMBIMH K TAHHOMY
BUIly IOKyMEHTa

IIpaktuueckoe 3ananue 10:
Tema: PaGota ¢ naopmanmei
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Onucatb:

1.TpeboBanus, MpeabSIBIIEMBIE K JalHKECTY.

2.Ilponienypy cocTaBieHUs YHU(PHUINPOBAHHBIX ()OPM TOKYMEHTOB.
3.Bo3MoskHBIE BapHAHTHI TOUCKAa HHPOPMAIIH B ITPABOBBIX CHCTEMaX, CHCTEME
WuTepHeT, MHBIX HH)OPMAITMOHHBIX CHCTEMaX

3amanue:

IToaroToButs HaimxecT Ha TeMy «MHPOpPMAITMOHHBIE TEXHOJIOTHH B
00pa3oBaTebHOM TIporiecce» uiu «KOpHCIpyACHIIUS U HOBBIC
WH(QOPMAIMOH "HBIC TEXHOJIOTHI

Kpurtepun oneHkn y4eOHBIX e CTBHI, 00y4alOIMXCS HA NPAKTHYECKUX 3aHATHAX

Ouenka XapakTepuCTHKHU OTBETA CTY/IEHTA

OO0yyaronuiicss CaMOCTOATEIHHO U TIPABIIILHO PEIIAI YIeOHO-TIPOPECCHOHATBHYIO

Otian4Ho 3amady, yBEepeHHO, JJOTHIHO, ITOCIEIOBATEIRHO H apTYMEHTHPOBAHO M3J1arall CBoe
pelieHue.
OOyuaroNHiicss CAMOCTOSITENILHO U B OCHOBHOM MPABUIILHO PEILIUIT

Xopoio y4aeOHO-TIpo(hecCHOHANBHYIO 33a/1a9y, YBEPEHHO, JOTHIHO, ITOCIICAOBATEIHHO U
apryMEHTHPOBAHO M3JIarall CBOe PelICHHe.

V0BAeTBOPHTENbHO OO0yyarontuiicss B OCHOBHOM PeIni YIeOHO-POPEeCCHOHANBHYIO 3a/1a4y, TOMyCTHI
HECYIIECTBCHHBIC OIMUOKH, CJIa00 apryMEHTHPOBAI CBOE PEIICHHUE.

HeynosjerBopureibHo | OOyyaronuiicsi He pemui yueOHO-npoecCHOHABHYIO 3a1a4y.

7.2. ®OC pas nposBeeHHsi MPOMEKYTOYHON aTTeCTALMH.

7.2.1. 3aganus 11 OEHKH 3HAHUMN K 324Y€eTVY ¢ OIEHKOM

Kon
®opmupyemasn
KOMIIeTeHIUsI pesyabrara 3ananne
o0yuyeHust
YK-6 Ilepeuensb BONpPOCOB:
CnocoGeH ynpasisiTb CBOUM 1. TloHATHS «IENONPOU3BOACTBOY, «IOKYMEHTAI[HOHHOE
BPEMCHEM, BBICTPANBATh U obecrieueHne yIpaBIeHUs», «TOKYMEHT», «O(UINAIbHBIA
peann30BBIBATH TPAEKTOPHIO JOKYMEHT», «IOKyMEHTHPOBAHUEY, «OPTaHU3aLUs PabOTHI C
CaMOpa3BUTHUS HA OCHOBE JOKyMEHTaMHI».
TIPHUHIAIIOB 00pa30BaHUs B 2. Pomp IOY B paboTe ymnpaBlieHIECKOTO anmapaTa.
TEYEHHUE BCEW KU3HU 3. CoBpemeHHOE rocymapcTBeHHOe perymupoBanue 10V B
Poccun
4. ®akTopsl, BIHSIONINE HA COCTAB YIPABICHYECKUX
JIOKYMEHTOB.
5. Poup 10KyMeHTOB B peajln3alivy yIpaBICHUYECKUX PEIIEHUN U
JIEUCTBUM.
6. IOpunndeckas cuia ynpaBIeHUECKHX JOKYMEHTOB.
7.  YuudunupoBaHHbIe cucTeMbl nokymeHTanuu (YCJ).
VK-6 — 31 8. VYaudumuposanHas cuctemMa

OpTraHU3aIMOHHO-pacTopsauTenbHON nokyMmeHTanuu (YCOP/).
9. OOmepoccuiickuii KIraccupuKaTop yrnpaBleHICCKOM
nmokymenrarun (OKY [T).

10. Bumsl 1 pa3HOBHIHOCTH YIIPABICHYECKHX JTOKYMEHTOB.

11. ®opmysnsip foKyMeHTa, 0COOEHHOCTH (HPOPMYIIsipa pa3HbIX
BUJIOB JTOKyMEHTOB.

12. TloHATHE «PEKBU3UTHI JOKYMEHTaY.

13. Cocras u npaBuia ohoOpMIICHNS PEKBU3UTOB.

14. TpeGoBanus Kk G1aHKaM JTOKyMEHTOB.

15. TpebGoBaHus K TEKCTY TOKYMEHTA.

16. OdunmansHO-IEI0BOM CTHIIH CIYKEOHBIX (0QHUIIHATBHBIX)
JIOKYMCHTOB.

17. OcoGeHHOCTH cocTaBICHUS H 0(OPMIICHHS OTACITHHBIX BUIO0B
JOKYMEHTOB: OPTraHU3allHOHHO-TIPABOBBIE JIOKYMEHTHI,
pacropsguTeNbHbIC JOKYMEHTHI, HH()OPMaITHOHHO-CIIPABOYHEIE
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JIOKYMEHTBI.
18. TloHATHE «TOKYyMEHTOOOOPOTY.

19. TIpuHIMOEI ¥ TpaBHUIIa OPTaHU3ALINH JOKYMEHTOO00POTA.

20. CrpykTypa u XapaKTepHUCTHKA JOKYMEHTOIIOTOKOB.

21. OTansl NIPOX0XKISHHUS JOKYMEHTOB B OpTaHU3AIHH.

22. 3HaueHHE PEerucTPaliyl JOKYMEHTOB JJIs YIPaBICHIECKOI
JeSITETHbHOCTH.

23. OcHOBHbIE IPUHIUIIBI €TO0 OPTAHU3AIUH.

24. Cpoku UCIOJHEHUS JOKYMEHTOB.

25. Hcnonb3oBaHue HOBEHIINX MH()OPMALIMOHHBIX TEXHOJIOT Ui
JUIA BEACHUS KOHTPOJISI UCTIOJTHEHUS JOKYMCHTOB.

26. IlpuHIHMIIBEI U IpaBHUJIa PETUCTPAIIUH JOKYMEHTOB.

27. KoHTpoIb UCTIONHEHUS JJOKYMEHTOB.

28. 3HaueHHe KOHTPOJIS 32 UCIIOJHEHUEM TOKYMEHTOB B
YIpaBICHICCKOH NeSTeTHHOCTH.

29. Opranmsanus JOKyMEHTO000pOTa B YCIIOBUSIX IPUMEHEHHUS
HOBEWIINX HH()OPMAITOHHBIX TEXHOJIOTHHA.

30. Cocrasyienre u o(hopMIIEHUE TOKYMEHTOB C HCIIOIh30BAHHUEM
HOBEHINX HHPOPMAIIMOHHBIX TEXHOJIOTHH.

VK-6 - 32

IlepeyeHb BONPOCOB:

1. OpraHu3alMOHHO-IIPABOBAS U PACIOPSAUTENbHAS
JIOKYMEHTaIUsl, XapaKTepUCTHKA.

2. VYHudunupoBaHHas cHUCTEMa
OpraHM3alOHHO-pacopsaAnTenbHOH qokymenTanmu (YCOP/I)
3. IlnaHoBas M OTYETHAs JOKYMEHTALUs B CUCTEME
OPTaHM3AIIOHHO- PACIIOPSIIUTENEHON TOKYMEHTALUH

4. CnpaBoyHO-MH(pOpMAIMOHHAS U CIIPAaBOYHO-aHATHTHICCKAS
JOKyMEHTAIWs, €€ Ha3HAUYCHNE U OCOOCHHOCTH

5. OpraHu3aOHHO-TIPABOBAs TOKYMEHTALUS, BUJIBI
JOKYMEHTOB, UX ITOJI'OTOBKa

6. HoxymenToobopoT. OnpezneneHue, XapakTepUCTHKAa OCHOBHBIX
JIOKYMEHTOIIOTOKOB

7. Buasl HOMEHKIATYp J1e), 0COOCHHOCTH UX MOCTPOCHHUS U
IPUMEHEHUS

8. Meronaunka cocTaBlIeHHsI HOMEHKJIATYPHI JIe]l B TEXHOJIOTUHI
paboThI C JOKyMEHTaMH

9. ®opmupoBaHue JieN1 KaK TEXHOJOTHYECKast Oneparys
nenonpounsBocTsa. [IpaBmia popMupoBaHus B Jiesia JOKYMEHTOB
OTAENBHBIX KaTeropuit

10. DkcnepTr3a IEHHOCTH JJOKYMEHTOB B J€JIONPON3BO/ICTBE.
3a7a4y ¥ MOPSIOK IPOBEACHHS

11. OxcnepTHBIE KOMHCCUH YUPEKACHUN, UX 3aJa4d 1 HOPSA0K
paboThI

12. 3naueHne nepeyuHs JOKyMEHTOB CO CPOKAMH XPaHEHUs KaK
Ki1acCcU(UKAIIMOHHOTO clipaBoyHKKa. Ero nmpumeHneHue B
JIeJIONIPOU3BOACTBE

K -6

Crioco0eH oCyIecTBIATh
MOJITOTOBKY OPHIMYECKUX
JIOKYMEHTOB

IK-6 — 31

Ilepeyens Bonpocos:

1. TlpaBuia npuema u 00pabOTKHM MocTynaromen
KOPPECTIOHJICHIINH, HX BIMSHHE Ha OPraHU3aLHIO JABHKEHUS
JOKyMeHTOB. HampaBiieHue JOKyMEHTOB Ha UCIIOJIHEHHE

2. CpaBHHUTEIbHBIC XapaKTEPUCTHUKN (HOPM PETUCTPALTAN
nokyMeHToB. CocTaB nHpOpMaUN

3. TexHONmOrHs KOHTPOJIA 332 CPOKAMH HCIIOTHEHHS JOKYMCHTOB
4. 3amaum perUCTpalyy JOKyMEHTOB, ee opraHu3ais, @opma
pETHCTpanyy JOKYMEHTOB

5. XapakTepUCTHKA TEXHOJOTUH PabOThI C MUChMAaMH, )Kaa00aMu
U 3asBJICHUAMU I'paKJaH

Howmenknarypa nen, ee 3HaueHHE ¥ IPUMEHEHHUE B
JICJIONPOU3BOJICTBE

IIK-6 — 32

Ilepeyens Bonpocos:
1. Omnucanue JCJI MMOCTOAHHOI'O U BPEMCHHOI'O CpOKa XpaHCHU .
BI/IZ[LI 0HI/IC€I7[, C031aBacMbIX ITPpU NIepeaaduc A€ B apXuB
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2. CoBpeMeHHbIE HOCUTEJIN HH(POPMALIMH: BUIb,
XapaKTepUCTUKA. AHAIOTOBBIE CITOCOOBI 3aImicH HHGOPMAUH

3. AynuoBu3syanbHbIe JOKYMEHTHI. CpesicTBa U CIIOCOOBI 3aITiCH
ayJAHOBHU3yaJbHOM HH(OpMALIUH

4. OumdpoBaHue Kak CIOco0 TOKyMEHTHPOBAHUS

5. DNeKTPOHHbIN JOKYMEHT: TOHITHE U OCOOCHHOCTH CO3/IaHHs
CoBpeMeHHbIe cpeqicTBa GUKCUPOBAHUS U BOCTIPON3BEICHUS
nndopmannu

7.2.2. 3aganusg 1 OEHKHW YMEHHH K 324€eTY ¢ OIeHKOM

Dopmupyemas
KOMIIeTeHIUsl

Kon
pe3yJbTara
o0yuyeHust

3amanme

YK-6

Crioco0eH ynpaBisiTh CBOUM
BpPEMEHEM, BBICTPAUBaTh U
peann30BBIBATH TPACKTOPHIO
CaMOpa3BUTHS HA OCHOBE
MPUHIUIIOB 00pa30BaHUs B
TEUYCHHUE BCCH JKU3HU

YK-6 -31

IlepeyeHb BONPOCOB:

1. YciioBust XpaHeHUs JOKYMEHTOB, CO3aHHBIX ITyTeM
onn¢poBaHUs HHPOPMAIXH (TIPOOIIEMBI M ITyTH PEIICHN )

2. Mukporpahudecknii JOKyMEHT, €ro XapaKTepPUCTHKA
3.MertoBI, CpeACTBA U CLIOCOOBI JOKYMEHTHPOBAHUS B
COBPEMCHHBIX YCIIOBUSIX

4. ®OHOJIOKYMCHTHI, UX OCHOBHBIC BHIBI

5.Buneo3anucu kak BUJ ayAHOBU3yaJbHOTO TOKYMCHTA

6. Kuno(hoToTOKyMEHTHI, UX OCHOBHBIC BHJIBI U OCOOCHHOCTU

YK-6 -32

Ilepeyens Bonpocos:

1. ABTOMaTH3MpOBaHHAsI TEXHOJIOTHsI 00pabOTKM BXOSIINX,
UCXOASIINX U BHYTPEHHUX JOKYMEHTOB.

2. ABTOMaTH3UpOBaHHAS TEXHOJIOTHS PAOOTHI C OOpAIEHUIMHU
TpakaaH.

3. ABTOMaTU3UPOBAHHBIE TEXHOJOTHU PEIAKTHPOBAHUS TEKCTA
JOKYMEHTOB.

4. ABTOMaTH3MPOBAHHBIA KOHTPOJIb UCTIOTHEHUS
pacropsITUTENBEHBIX JOKYMEHTOB.

5.bnaHk nokymeHTa

6. Buneokondepenuuu

K -6

Crioco0eH oCyIecTBIATh
MOATOTOBKY OPHIMYECKUX
JIOKYMEHTOB

IK-6 - V1

Ilepeyens Bonpocos:

1. TexHu4eckue cpeacTBa, NPUMEHsIEMbIE TIPH TEXHOTPOHHOM
JOKYMEHTHPOBAaHUH.

2. AyTeHTHYHOCTH (TIO/ITTMHHOCTD) TEXHOTPOHHBIX JIOKYMEHTOB:
CIIOCOOBI IPUIAHUS JOCTOBEPHOCTH JOKYMEHTaM

3. YcoBus XpaHSHHS ayHOBU3YAIbHEIX TOKYMEHTOB

4. TeXHOTPOHHBIEC apXUBHL: PEaJbHOCTH H BUPTYAILHOCTD

5. MuxkpooTokonrpoBaHie Kak COBPEMEHHBIN CTIIOCO0
(ukcupoBaHU UHPOPMALTIH

6. TexHONIOTMH JOKYMEHTUPOBAHUS IIPU IIPUMEHEHUH
KOMITBIOTEPHBIX CPE/ICTB (IIPOrpaMMHOE 00eCIIeYeHNE U CTaHAAPTHI
OIMCaHMsl)

IK-6 — Y2

Ilepeyens Bonpocos:

1.T'ocynapcTBenHast ”HPOPMaLMOHHO-TEIEKOMMyHUKAIMOHHAS
cucrema (UTKC).

2. JIBmkeHHe TOKyMEHTa B yupeskieHuH, Gpupme (Ha nmpuMepe
MHIChMa U TOKJIAJHOM 3aICKN)

3. MadopmManoHHbIE TEXHOJIOTUH KOHTPOJIS HCIIOTHEHUS
YIPaBJIEHYECKUX PELLICHUIN

4. Knaccudpukammus CAJ.

5.KomneroTepHble ceTn

6. KommbioTepHbIE TEXHOJIOTHH TOATOTOBKY U TIPOBEACHHS
COBEILIAHUMN.

7.Opranun3zanys IpoBepoK paboThI 110(BETOMCTBEHHBIX
OpeanpusTuil (CTPYKTYPHBIX MOAPa3IeICHUIT)

7.2.3. 3aganus 115 ONEHKH BJAJeHUi, HABLIKOB K 3a4YeTy ¢ OIEHKOM
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Dopmupyemas

Kon
pe3yJibTaTra

KOMIIeTeHIHsI
o0yueHust

3ananue

YK-6

CnocoGeH ynpasisiTb CBOUM
BpPEMEHEM, BBICTPaUBaTh U
pean30BBIBATh TPAEKTOPUIO
caMOpa3BUTHSI HA OCHOBE

Ilepeyens Bonpocos:

1. Opranuzauus coBeIIaHus

2. OdopmiieHHE 3asBICHUS

3. IoBeimenne 3pPEeKTUBHOCTH KOHTPOJIST UCTIOTHEHUS
JIOKYMEHTOB. ABTOMAaTU3UPOBaHHAS TEXHOJIOTHSI KOHTPOJIS

TIPHUHIAIIOB 00pa30BaHUs B YK-6 - 31 HCTIOTHATENBECKON JTUCIUTUIAHEL

TCUCHHE BCCH KU3HH

CaMOYITPaBJICHHS)

4. IToAroToBKa TOKJIAIHOMN 3aIMCKH

5. IlogroroBka HHHOPMAIIMOHHOTO THCHEMa

6. IToaroroBka npoeKTa MOCTAHOBICHUSI 3aKOHOAATEIBHOTO HIIH
HCTIOTHUTENIFHOTO OpTaHa ToCy1apCTBEHHOH BIacTH (Oprana

IlepeyeHb BONpOCOB:

VK-6—32 yKa3aHus).

YUPEKICHUU
6. Pabora c nuadopmarmeit

1. IIpuniumne! odecnieyeHnst KOHPUICHINAIBHOCTH HHpOpManK B
aBTOMa "TU3UPOBAHHBIX CHCTEMAaX AEIONPOU3BOJACTBA.
2. IlpunsATHE YIPaBICHUECKOTO pelleHus (IIOAr0TOBKaA MIpHKas3a,

3. IIporpaMMHBI€ CUCTEMBI ABTOMATU3AIMH JEIONPOU3BOICTBA.
4. IIporpaMMHBI HHCTPYMEHTAPHH TPUKITATHON CPeIbI
5. IIpouecc TOKyMEHTHUPOBAHUS U JKU3HEHHBIN LUKJI JOKYMEHTA B

K -6

Crioco0eH OCyIIeCTBISATh

IlepeyeHnb BONpoCOB:

MOJTOTOBKY FOPUANIECKIX 2. [NoaroToBka cripaBKu

JAOKYMCHTOB

IIK-6 — B1 nenonpousBojcta (CAJ).

JAOKYMCHTO- obecreyeHun.

1. [ToaroToBKa PEKIAMHOTO TUCHMa

3. [NousiTve MpoOrpaMMHOI CUCTEMBI aBTOMAaTU3aLUU

4. TlonsaTHe pacnpeeeHHbIX aBTOMAaTU3UPOBAHHBIX CUCTEM B

5. [ousiTue 3MeKTPOHHOTO AOKYMeHTa. COBpEeMEHHBIE MOAXO0IbI K

aBTOMAaTH3AIMH JIEJIOMPOU3BOJICTBA.
6. IlpueM 1 yBOJIFHEHHE COTPYIHUKOB

IlepeyeHb BONpoCoOB:

TIK-6 — B2
JIEJIOTIPOU3BOICTBA.

JACJIONPOU3BOJACTBA.

THUIIOJIOI'HA.

1. CoBpeMeHHBIE MTOIXO/IBI K aBTOMATH3AIIH AEIOIPON3BOICTRA.
2. CpencTBa aAMHHUCTPATHBHO-YIIPABICHYECKOM CBA3H

3. CpenctBa THpaKHpOBaHUS JOKYMEHTOB

4. XapaKTepHucTHKa POCCUHCKUX CHCTEM aBTOMATH3AINH

5. XapaKTepI/ICTI/IKa pOCCHﬁCKPIX CHUCTCM aBTOMAaTHU3alluKu

6. DNEKTPOHHBIE BEPCHUU CIY)KEOHBIX JOKYMEHTOB: (DYHKIIH U

YPpoOBHM U KpUTEPHHU UTOTOBOI OLIEHKH Pe3yJIbTATOB OCBOEHHUS TUCHUILIHHBI

KpuTtepuu oneHuBaHus

HTorosasi onenka

VYposens 1. Hesnanue 3HaunTENIPHON YaCTH MPOTPAMMHOTO
Henocrarounslii | Matepuana, HEyMEHHE Ja)e ¢ TOMOUIbIO

npenoaaBaTes C(l)OpMleP[pOBaTL IMpaBUJIbHBIC OTBETHL
Ha 3aJlaBa€MbI€ BOIIPOCHI, HCBBIIIOJIHECHUEC
MPAKTUYCCKUX SaﬂaHI/Iﬁ

HeynosnerBopuTtensHO/HE3aYTEHO

YPOBCHL 2. 3HaHHE TOJIHKO OCHOBHOTO Martepuajia, 10ImyCTUMbI
BazoBrii HETOYHOCTHU B OTBETC Ha BOIIPOCHI, HAPYIICHUC

JIOTHYECKON TIOCIIEJOBATEIFHOCTH B M3JIOKCHUN
MIPOTPAaMMHOTO MaTepHaa, 3aTPyIHEHHUS MIPH PEIIeHUN
MIPAKTUIECKUX 3a/1a9

YHOBHCTBOPI/ITGHLHO/ 3a4TCHO

Yposens 3. TBepble 3HaHUS POTPAMMHOTO MaTepuana,
[ToBBITIEHHBIN JIOITyCTAMBIE HECYIIECTBEHHBIE HETOYHOCTH MPH

XopoI11o/3a4TeHo
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OTBETE Ha BONPOCHI, HAPYIICHHUE JTOTMYECKON
MIOCTIEIOBATEIEHOCTH B M3JIOKEHIH IIPOTPAMMHOTO
MaTepHaia, 3aTpyAHEHUS IIPH PEIICHAN PaKTHIECKUX

3a1ad
Yposens 4. I'my6okoe ocBoeHHE MPOrpaMMHOTO MaTepuara, OTIMYHO/3a4TEHO
IIponBunyTHI JIOTHYECKHU CTPOWHOE ero U3JIOKEHUE, yMEHUE CBA3ATh

TEOPHIO C BO3MOXKHOCTBIO €€ MPUMEHEHNUS Ha
MIpaKTUKe, CBOOOTHOE pEelIeHHE 3a/1a4 1 000CHOBAHHE
MPHUHSATOTO PEIICHUS

8. IEPEYEHh OCHOBHOW M JOIOJHUATEJIBHON YYEBHOW JIMTEPATYPBI,
HEOBXOJUMO¥ JJIS1 OCBOEHMSI U CLATIIUHBI (MOLYJIST).

8.1. OcHoBHasi yueOHas1 IuTEpaTypaA.

1.  JlokyMeHTOBeAEHHUE U JOKYMEHTAIMOHHOE oOectieueHue ynpasiaeHus. - M.: PITY,
2016.-478 c.

2. JlokymeHToBeaeHue. YueOHUK U npakTtukym / A.B. ITmenko u ap. - M.: FOpaiit,
2016.-310c.

3. Joponuna, JL.A. JlokymenroBeneHnue. YueObnuk u npaktukym st CIIO / JLA.
Hoponuna. - M.: FOpaiit, 2017. - 482 c.

4.  Jloponuna, JILA. JlokymeHTOBeaeHHE. YYEeOHHMK H  HPAKTUKYM  JUIS
akanemuueckoro 6akamaspuara / JI.A. Jloporuna. - M.: FOpaiit, 2016. - 935 c.

5. Jlapuca, ®enopoBna Pacuxuna JlokymeHTOBeieHUE 2-€ U31., TIEP. U IOT. Y UeOHUK
u ipaktuky™m 11t CITO / Jlapuca @enopoBHa Pacuxuna. - M.: FOpaiit, 2017. - 337 c.

8.2. lonoiHuTe/IbHAS yUeOHas TUTEPaTypa.

1.  Kyszuenos U.H. Jlenonpou3Boactso: yuebHO-crpaB. mocodbue. — M.: Jlamkos u K,
2014.

2. Jlenonpou3BOJCTBO: 00pa3ibl, JOKyMeHThl. OpraHu3anus U TEXHOJIOTus paboThI /
pen. UK. Kopuees, B.A. Kyapses. — M.: [Ipocnekr, 2014.

3. KonduaennuaipbHoe  IETONPOM3BOJACTBO W 3alIUIICHHBIM  3JIEKTPOHHBINA
JIOKyMeHT0o00opoT : yueonuk / pen. H.-H. Kynses. — M.: Jloroc, 2014.

4.  KupcanoBa M.B., AxcénoB FO.M. Kypc nenonpousBojactsa. JJOKyMEHTalIMOHHOE
obecrnieueHue ynpasieHus : yueo. mocobue. — M.: UHOPA-M, 2013.

5. beikoBa T.A., Ky3nenosa T.B., Cankuna JI.B. JlokymeHTanmonHoe obecrneueHne
yIpaByieHUs (JeToNpon3BOACTBO) : yuel. mocobue. — M.: UHOPA-M, 2013.

6. backakoB M.U., 3ameikas O.W. Jlenonmpou3BoacTBo: ydueOHUK. — PoctoB H//I:
®enukc, 2012.

7.  Kopuee U.K., ITmenko A.B., Mamypues B.A. YnpaieHue JOKyMEHTamMu :
yuebnuk. — M.: THOPA-M, 2010.

8.  JlomataukoB E.A. Jlenonpoun3BoacTBO: 00pa3Ibl JOKYMEHTOB ¢ KOMMEHTAPUSIMH :
yueb. mocobue. — M.: Omera-JI, 2010.

9.  backakoB M.N. JlokyMeHTalMOHHOE obecrieueHne YIpaBJICHUS
(demompousBoacTro) : yueoHuk. — PoctoB H/]] : ®enuke, 2009.

10. KamgpoBoe aenonpou3BoACTBO (ITPaBOBBIE OCHOBHI): TIpakTHd. mocooue / pen. FO.I1.
Opnosckuii. — M.: Kontpakt; MTHOPA-M, 2013.

11. Pamaea S.I'. WORD 2010: crocoObl u MeTOABI CO3JaHUs MPOQPECCHOHATBHO
0(OPMIICHHBIX TOKYMEHTOB: y4eb. mocooue. — M.: ®opym; THOPA-M, 2013.

9. IEPEYEHb PECYPCOB HH®OPMAIIMOHHO-TEJIEKOMMYHUKAIIMOHHOM
CETH <MHTEPHET», HEOBXOJANUMBIX J1JIA OCBOEHUSA JUCIUIIJIMHBI (MOYJIS).

| http://biblioclub.ru | DnexTponHO-6MGNIMOTEUHas cucTeMa «Y HUBEPCHTETCKAS |
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6ubanoreka onliney
http://www.garant.ru CripaBoyHasi paBoBast cuctema «I apanT»
http://www.consultant.ru Cnpapounas nipaBoBas cuctema «Koncymnprantlmrocy»
http://elibrary.rsl.ru/ Caiit Poccuiickoit snexTponnoit 6udanorexu (PI'b)
http://www.hri.ru DneKTpoHHass OMOIMOTEeKa MEKTYHAPOIHBIX TOKYMEHTOB TI0
IpaBaM yYeJIoBeKa.
http://www.duma.gov.ru Odunmaneusiii caidit ['ocynapcrBerHoi Jymsr @enepaibHOTO
Cobpanus Poccuiickoii @eneparui.

10. METOAUYECKHUE YKA3AHUS UIsI OBYYAIOIIUXCS MO OCBOEHHMIO
JUCHUIIVIMHBI (MOAYJIS).

OCHOBHBIMU BHJIaMU ayAUTOPHOIN pabOThl 00YYarOMIEerocsi IPU U3y4E€HUU TUCIUTLINHBI
SBIISIIOTCS. JISKIUM U ceMuHapckue 3aHsaTus. OOyyaromuiicss He UMeeT MpaBa MpoIycKarh 0e3
YBa)XXUTEIbHBIX IPUYUH ayTUTOPHBIE 3aHATHUS, B IPOTUBHOM CITy4ae OH MOXKET OBITh HE JOMYILEH
K 3a4eTy/3K3aMeHy.

Ha nexumsax parorcs M pa3bsCHSAIOTCS OCHOBHBIE MOHSTHUS TEMBI, CBA3aHHBIE C HEH
TEOPETUYECKHE M MPAKTUUYECKUE MPOOJIEeMBbl, PEKOMEHIAIUH JJIi CAMOCTOATENbHOM paboThl. B
X0JIe JIEKIIMH 00YyYaroluiics TOJKEeH BHUMATENIbHO CIyIIaTh U KOHCIIEKTUPOBATh JIEKIIMOHHBIN
Marepuall.

3aBepuIaloT M3ydyeHHE HamOojee BaKHBIX TEM Y4eOHOW IUCIHUIUIMHBI CEMHUHApCKUe
3aHATUSA. OHHM CIy’)KaT ISl KOHTPOJIA MOJATOTOBJICHHOCTH OOYYaromierocsi; 3aKperuiCHHs
M3YYEHHOTO MaTepHalia; pa3BUTHS YMEHHsS W HAaBBIKOB IMOJATOTOBKHU JIOKJIAl0B, COOOIICHUN MO
€CTECTBEHHOHAYYHOU TPOOIeMaTHKE; MPUOOPETEHUSI OIBITa YCTHBIX MYOJWYHBIX BBICTYIUICHUH,
BEJICHUS IUCKYCCHH.

CemuHapy mnpeAlIeCTBYET CaMOCTOsATENbHAs paboTa oOyd4aromierocsi, CBsA3aHHAs C
OCBOEHHEM JIEKIIMOHHOTO MaTepuajia M MaTepuajoB, H3JIOKEHHBIX B Y4eOHHKaX, Y4eOHBIX
mocoOMsIX W B PEKOMCHJIOBAHHOW TMpemojaBaTelieM TemaThdeckod mureparype. [lo
COTJIACOBAHUIO C MpPENoaBaTeseM WU €ro 3aJaHui0 00ydJaroluiicss MOXKET TOTOBUTH pedepaTsl
M0 OT/AETHHBIM T€MaM JUCHUILTUHBL [IpuMepHbIe TeMbl JOKIAI0B, peepaToB M BOMPOCOB IS
00CyXJIeHUS IPUBEJICHBI B HACTOSIIIUX PEKOMEHALINSIX.

10.1. PaGora Ha Jekuuu.

OcHOBY TeOpeTHUecKoro oOydeHHs OOYYaroIIMXCs COCTaBISAIOT JeKiuu. OHU JaroT
CUCTEeMAaTU3UPOBAaHHBIE 3HAHMS OO0y4JaromMMcsi O Haubosiee CIOXKHBIX U aKTyaJbHBIX
IOPUINYICCKUX HpOGHGMaX. Ha JICKIOUAX OCO6OG BHUMAHHUC YIACIACTCA HC TOJIbBKO YCBOCHHUIO
0o0y4aromuMUCs H3y4aeMbIX IpoOJieM, HO U CTUMYJIMPOBAHHMIO UX AKTUBHOW MO3HABATEIbHOU
ACATCIIbHOCTH, TBOPYCCKOIO MBIIIJIICHHUA, PAa3BUTUIO HAay4YHOTr'O MHPOBO33pPCHUA,
po¢eCCHOHAIBHO-3HAYMMBIX CBOMCTB M KadecTB. M3maraemblii MaTepHall MOXET IMOKa3aThCs
O6y‘-IaIOH_II/IMC}I CJIOKHBIM, HGOGBI‘IHBIM, IMMOCKOJIBKY  BKJIFOYACT 3HAHHUA, MOYCPIIHYTHIC
IpenojaBaTesieM U3 pa3Iu4HbIX OTpaciied HayKW, peJUTrud, UCTOPHUU, MPAaKTUKH. BoT mouemy
HE00X0IUMO TOOPOCOBECTHO U YIOPHO paboTaTh Ha JeKiusx. OCyecTBIss yaeOHbIe TeHCTBUS
Ha JIEKIIMOHHBIX 3aHATHSIX, OOydaromuecs IODKHBI BHUMATENbHO BOCHPUHUMATH JEWUCTBHUS
npenoaaBareiisd, 3allOMUHATL CKJIIaJAbIBAIOIIHUCCS 06pa351, MBICJINTD, ,Z[O6I/IB3.TBC}I IIOHUMAaHUus
U3y4aeMoro MnpeameTa.

OOyuaromuecss JOJDKHBI aKKypaTHO BECTH KOHCIEKT. B ciydae HemomoOHUMaHHs
KakoW-mu00o dYacTH TmpeaMera cjieayeT 3adaThb BOINPOC B YCTAHOBJICHHOM  MOPSIKE
npenoaaBarelnto. B mporecce paboThl Ha JIGKITMH HEOOXOIMMO TaK K€ BBITIONHATH B KOHCIIEKTaX
MOJIEJIM HM3y4aeMoro mnpeamera (PUCYHKH, CXEMBbI, YepTeXH M T.H.), KOTOpPbIE HCIIOJIb3YyeT
nmpenoaaBarTeiib.

OObyuyaromumces, U3y4aroluM Kypc, pEKOMEHIYETCs pacIiupsTh, YIIAyOIaTh, 3aKpEILISTh
YCBOCHHBIC 3HAHHA BO BpEMHA CaMOCTOSITEIILHOU pa60T1>1, OC06€HHO npu IMNOATOTOBKE K
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CEMUHAPCKUM 3aHSATUSM, HU3y4aTh M KOHCIEKTHPOBATh HE TOJBKO OOS3aTeNbHYI0, HO U
JOTIOTHUTEIIBHYIO JIUTEPATYpy.

10.2. PaGoTa ¢ KOHCIIEKTOM JIEKIHi.

[IpocMoTpuTEe KOHCIEKT Cpa3zy mnocie 3auiaTril. OTMeThbTe MaTepHrall KOHCIIEKTa JEKIUMH,
KOTOpBI BBI3BIBAET 3aTPyJHEHHS Uil ToHUMaHus. [lombiTaiiTech HAWTU OTBETHI Ha
3aTPYAHUTENBHBIE BOIIPOCHI, UCIIONB3Ys IIPEAJIaraeMyro JuTeparypy. Eciau caMOCTOSTENBHO HE
yaalock pa3obpaTbcs B Marepuane, cHOopMyIUpyHTe BOMPOCHI W OOpaTUTECh Ha TEKYIIEH
KOHCYJIbTAallUU UJIN Ha 6)11/1>Ka171me171 JICKIIMH 3a ITOMOIIBIO K ITPCIIOAaBaTCIIto.

Kaxnyro Henento oTBoaUTE BpeMst sl IOBTOPEHUS IPOHACHHOIO MaTepuaa, mpoBepsis
CBOM 3HAHUA, YMCHUS U HABBIKH 11O KOHTPOJIbHBIM BOIIPOCAM U TCCTaM.

10.3. Beino/iHeHHe MPAKTHYECKUX PadoT.

ITo HanGonee coKHBIM NpobiieMaM yuyeOHOM AUCHUIUIMHBI IPOBOAATCS MPAKTHUUECKHUE
3aHATUS. VX r1aBHOM 3amaveii sBisieTcst yriyOJeHHe U 3aKperyieHUe TeOPETUUECKUX 3HAHUN Y
oOydJaronuxcs.

IIpakTrueckoe 3aHATUE IPOBOAUTCS B COOTBETCTBHUHM C IIJIaHOM. B IiaHe yka3bpIBaroTCst
TeMa, BpeMs, MECTO, LeIM M 3aJauM 3aHiATHA, TeMa JO0KJIaja U pedepaTUBHOrO COOOIEHMUS,
oOcyxnaemble BOINpOCHL. JlaeTcst CHUCOK 00s3aTelnbHON M JONMOJHHUTENBHON JUTEpaTyphl,
PEKOMEHIOBAHHOM K 3aHSATHIO.

[ToaroroBka 00Oy4yaroMMXCs K 3aHATUIO BKIIIOYACT:

-3a0J7arOBpEMEHHOE 03HAKOMJICHHE C TJIAHOM 3aHSATHS;

-U3y4CHHE PEKOMEHI0BAHHON JIUTEPATYPHI U KOHCIIEKTA JICKLUH;

-[IOATOTOBKY MOJHBIX U TIIYOOKHX OTBETOB IO Ka)XKJOMYy BOIPOCY, BHIHOCUMOMY IS
o0CyXIeHUSs;

-[IOATOTOBKY AOKJIa/a, pedepaTa [0 yKa3aHUIO IpenojaBaTers;

[Ipu mpoBeaeHMM NPAKTHUECKUX 3aHATUH yHeiseTcs oco0oe BHUMAaHHE 33/1aHUsIM,
IPENOoIararoliuM He TOJIbKO BOCIIPOU3BEACHNE 00yJalOIMMUCS 3HAHUH, HO U HAaIIPABJICHHBIX Ha
Pa3BUTHE Y HUX TBOPYECKOTO MBILUIEHHS, HAYYHOI'O MUPOBO33peHHU. /{115 J1ydiero ycBoeHus u
3aKperieHus] MaTepuala 1o JaHHON JUCLUIUIMHE TOMHMO KOHCIEKTOB JIEKLIUH, 00y4JaromuMcs
HEO0OXOIMMO HAy4YUThCs paboTaTh C 00s3aTeIHLHON U JOTIOJHUTEIBHON TuTepaTypoi. M3yuenue,
JUCLUIUIMHBI IPEoiaraeT OTCIeKUBAHNE yOIUKAMi B IEPUOJUUECKUX U3AHUAX U paboTy ¢
INTERNET.

[{enecooOpa3HO TOTOBUTHCS K MPAKTHUUECKUM 3aHATHUSAM 3a 1-2 Hejenu 0 uX Hadaja, a
MMEHHO: HAa OCHOBE M3Y4YEHMsI PEKOMEHI0BAaHHOMN JINTEPATYpPhI BHIIIUCATh B KOHTEKCT OCHOBHBIE
KaTeropuu M MOHATHS 10 y4eOHON JUCLUIUIMHE, OATOTOBUTH Pa3BEPHYTHIE MJIaHBI OTBETOB U
KpaTkoe coJep)KaHHe BBIMOJHEHHBIX 3ajaHuil. OOywaromuics 1ODKeH OBITh TOTOB K
KOHTPOJIbHBIM ONpOCaM Ha KaXJOM YydeOHOM 3aHstuu. OpobOpsercs U Hoolpsiercs
MHHUIIMATUBHBIE BHICTYIUICHUS C JOKJIaIaMu U pedepaTraMu 110 TeMaM MPaKTHUECKUX 3aHATHI.

10.4. IloaroroBka 10KJIA10B, (PMKCHPOBAHHBIX BBICTYIIeHHH U pedepaToB.

[Ipn moaroToBKEe K IOKIAaay MO TeMe, YKa3aHHOW MperojaBareieM, OOyJaronuiics
JIOJKEH O3HAKOMMTHCSI HE TOJIBKO C OCHOBHOM, HO U JOIOJIHUTENBHOU JIUTEPATYPOM, a TAKXKE C
MOCIEAHUMH TyONHUKAIMsAIMU 10 3ToW Tematuke B cetu MHTepHer. Heo6XxoaumMo moAroToBUTH
TEKCT JIOKJaJa U WUTIOCTPATUBHBIN MaTtepuain B BUAE Npe3eHTanuu. JJoknaa JoKeH BKIIOYATh
BBEJICHHE, OCHOBHYIO 4acThb W 3akitoueHue. Ha moxmax orBomutcss 10-15 muHYT ydeOHOTO
BpeMeHn. OH JOMKEH OBITh HAyYHBIM, KOHKPETHBIM, OMPEACIEHHBIM, TIYOOKO PAacKpPHIBATH
poOJIeEMy U ITYTH €€ PEIICHHUS.

PexoMeHammm K BBITIOJIHEHUIO pedepara:

1. PaGoTa BeITIOSHAETCSI HA OHOM cTOpOHE JucTa dhopmara A 4.

2. Pazmep mpudTa 14, MeXCTpOUHBIN HHTEpBAJ (OAWHAPHBIH).

3. O0BEM paboThI TOJDKEH COCTaBIATh OT 10 10 15 TUCTOB (BMECTE C MPUITOKECHHUSIMU ).
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4. OcraBisieMble TIO KpasiM JICTA MOJISI UMEIOT CIICAYIOIINE Pa3MephI:

Cnesa - 30 MM; ciipaBa - 15 mM; cBepXxy - 15 Mm; cHU3Y - 15 MM.

5. Conepxanmue pedepara:

o TumynvHsiil 1ucm.
o Cooepoicanue.
e Bgeoenue.

BBeneHnue DOMKHO BKIIOYATH B CeOS KpaTkoe OOOCHOBAaHUE AaKTyallbHOCTH TEMBI
pedepara. B aTOl uyacTh HEOOXOIMMO TakKe IOKa3aTh, MOYEMY JAHHBIA BOMPOC MOXKET
MPEJICTABIISITh HAYYIHBIN HHTEPEC U KAKOE MOXKET UMETh MPAKTUYECKOE 3HAUCHUE.

e OcHosHOU mamepuai.
e 3axntoueHue.

3akiroueHue - 9acTh pedepara, B KOTOpoil hOpMyIUPYIOTCS BBIBOJABI 1O Taparpadam,
oOpairaeTcsi BHUIMAaHHE Ha BHITIOJTHEHHE TTOCTABIICHHBIX BO BBEICHUH 3a/1a4 U TIeJiei. 3aKTI0ueHHe
JOJIKHO OBITh YETKUM, KPATKUM, BBITEKAIOIIUM U3 OCHOBHOM YacTH.

e Cnucox numepamypul.

6. Hymeparus cTpaHuIl MPOCTABISETCS B IPAaBOM HUKHEM YTIy, HAYMHAs C BBEJACHHUS
(ctp. 3). Ha TuTYy/1bHOM JHICTE U COJIEp’)KaHUU, HOMEP CTPAHMIIBI HE CTABUTHCA.

7. Ha3Banus pasfenoB W TOIPA3AeiioB B TEKCTE JOKHBI TOYHO COOTBETCTBOBATH
HA3BaHUSIM, IPUBEIEHHBIM B COJICPKAHUH.

8. Tabnuibl MOMEIAITCS TI0 XOAY H3JI0KCHHS, JOKHBI UMETh MOPSIIKOBBI HOMED.
(Hampumep: Tabnuma 1, Pucynok 1, Cxema 1 u T.1.).

9. B Tabnumax u B TEKCTE CIENYEeT YKPYIHATh €AUHUIIBI U3MEPEHUsT OOJBIITNX YHCET B
3aBHCUMOCTH OT HEOOXOAUMON TOYHOCTH.

10. T'paduxu, pucyHku, TaOMUIBI, CXEMBI CIEAYIOT TOCIE CCHUIKM Ha HHX H
pacrnojararmTcs CHMMETPUYHO OTHOCUTENBHO IIEHTA CTPAHUIIBI.

11. B crmcke nuTepaTyphl yKa3blBaeTCsl TIOJTHOE HA3BAHME MCTOYHUKA, aBTOPOB, MECTa
U3JIaHUs, U31aTeIbCTBO, TOJ] BHITYCKA H KOJTUYECTBO CTPAHUII.

10.5. Pa3zpaboTKa 3J1eKTPOHHOM NMpe3eHTALMH.

Pacnpenenenue TeM npe3eHTauN MEXIy 00YJarOIUMHICS U KOHCYJIIbTUPOBAHHUE HX IO
BBIMIOJTHEHUIO MMCbMEHHOW paboThl OCYIIECTBISETCS Takke Kak u 1o pedepary. [Ipucrtymnas
MOJTrOTOBKE MUCbMEHHOM padOThI B BHJIE FIEKTPOHHON MPE3EHTALUU HEOOXO0AUMO UCXOIUTh U3
Henel Mpe3eHTallM M YCJIOBUW ee MPOYTEeHMs, KaKk MpaBHIIO, TaKylo paboTy oOydaembie
IPEJICTaBISIIOT IPENOAAaBaTell0 Ha IPOBEPKY 10 DJIEKTPOHHOM IIOYTE, YTO MCKIIOYAET
BO3MOXKHOCTbH JIONOJTHUTEILHBIX KOMMEHTAPUEB U MOSCHEHUH K IPECTaBICHHOMY MaTepuay.

[To cornmacoBaHMIO ¢ MpenoaaBaTesieM, MaTepHaIbl MPE3CHTALUU 00YyYAIOIIUNACS MOKET
npeacraButh Ha CD/DVD-mucke (USB ¢umm-aucke).

DJNEeKTPOHHBIE NPE3CHTAIlMM BBINONHAIOTCS B mporpamme MS PowerPoint B Buze
CJIalJI0B B CIIEYIOIIEM MOPSIKE:

-TUTYJIBHBIH JIUCT C 3ar0JIOBKOM TEMBI M aBTOPOM HCIIOJIHEHUS IIPE3EHTALIUN;

-TUTaH Mpe3eHTAIMH (5-6 MyHKTOB -3TO MAKCUMYM);

-OoCHOBHas 4acTh (He Oonee 10 cnaiinos);

-3aKJIFOYCHHE (BBIBO);

OOu1re TpeboBaHUS K CTUIEBOMY O(DOPMIICHHUIO MTPE3CHTAINH:

-IU3aiH JOJKEeH OBITh MPOCTHIM U JIAKOHUYHBIM;

-OCHOBHA II€JIb - YUTAEMOCTh, @ He CyObEeKTHBHAs KpacoTa. [Ipu 3ToM He Ha/l0 BIaiaTh B
JIPYTYI0 KpallHOCTh U MHCATh Ha OeNbIX JUCTaX YepHbIMU OyKBaMU — HE y BCEX 3TO MOJIy4aeTcs
CTHJIBHO;

-IIBETOBas raMmMa JI0JKHA COCTOSATh He 0oJjiee YeM U3 ABYX-TPEX LIBETOB;

-BcerJa JODKHO OBITh N1Ba THMA CIAWAOB: AN TUTYABHBIX, TJIAHOB M T.II. U JUIS
OCHOBHOTO TEKCTa,
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-pasmep mpudTa qoKeH ObITh: 24—54 myHKTa (3aroyioBoK), 18—36 myHKTOB (OOBIUHBIIHA
TEKCT);

-TeKCT JIOJDKEH OBITh CBEPHYT M0 KIIIOYEBBIX CIOB M (pa3. [lonHble pa3BepHYTHIC
IpeJIOKEHUS Ha cllaiifjlaX TaKUX Mpe3eHTAlMi UCIOJIb3YIOTCA TOJNBKO MpU HuTHpoBaHuu. [lpu
HEO0OXOMMOCTH, B TOJie «3aMETKH K claiilaMm» MOXKHO MPUBECTH KPaTKWE KOMMEHTApHH WU
MOSICHEHHS.

-KaXXJBIM clIaiig JOJDKEH UMETh 3ar0J0OBOK;

-BC€ CJIailibl TOJDKHBI OBITH BBIAEPKAHBI B OJTHOM CTHUJIE;

-Ha KQXJIOM CJaii/ie JOKHO OBITh HEe 0oJiee TpeX MILTIOCTPAIHii;

-CIIaiiibl TOJKHBI OBITh IPOHYMEPOBAHBI C yKa3aHUEM OOIIETo KOJINYECTBa CIIal/I0B;

-MCIIONIb30BaTh BCTPOEHHBIC 3((EKThl aHUMAIIMM MOXXHO TOJBKO, KOrja 0e3 3Toro He
000MTHCH.

OOBIYHO aHUMAITWS UCTIONIB3YETCS TSl IPUBIICYCHHSI BHUMAHUS Cyiarenei (Hampumep,
MOCIIEe0BATENbHOE MOSIBICHNE JIEMEHTOB JIMAarPaMMBl).

-CIIUCKYU Ha CJaijiax He JOJDKHBI BKIOYaTh Ooiiee 5—7 sneMeHToB. Ecnmu 3rmeMeHTOB
CIIMCKa BCe-Taku OOoJIbliIe, UX JIydlle pacloIOKUTh B JBE KOJIOHKHU. B Tabnumax He T0JKHO OBITh
Oosiee 4eThIpeX CTPOK U YEThIpeX CTOJOLIOB — B MPOTUBHOM Clly4yae JaHHBIE B Taliuie OyayT
OUYEHb MEJIKUMH U TPYIHO Pa3IMUUMbIMH.

10.6. MeToauka padoTbl ¢ 00yYAKIIMMHUCH C OTPAHUYEHHBIMH BO3MOKHOCTAMU
310pPOBbSI.

B UHctuTyTe co3qaHbl crielUaNbHbIe YCIOBUS JUISl TIOJYy4YEHHUS BhICIIEro 00pa3oBaHUs
no 00pa3zoBaTeNbHBIM TPOTpaMMaM OOYYAIOUIMMUCS C OTPaHUYCHHBIMH BO3MOXHOCTSMU
3nopoBbs (OB3).

Jljis mepeMenneHrss WHBATUIOB W JIUIl ¢ OTPAHUYCHHBIMH BO3MOXKHOCTSIMH 37JOPOBBS
CO3/IaHbl CIlelUalIbHbIE YCJIOBUA AJisi OECHPENsITCTBEHHOIO JIOCTyNa B ydyeOHbIe MOMEHICHUS U
JIpyTHe TTOMEIICHHSI, @ TAKXKE WX IPEOBIBAHMSI B YKa3aHHBIX TTIOMEIICHUIX C YIETOM 0COOEHHOCTEH
NCUXO0(U3UUECKOTO Pa3BUTHS, UHIUBUAYAIbHBIX BO3MOXKHOCTEH M COCTOSHUS 310POBbS TaKHX
00yJaromuxcs.

[Ipu nonyyeHun oOpa3oBaHUS OOYYAIOIMIMMCS C OTPAaHUYEHHBIMH BO3MOXKHOCTSIMU
3JI0pPOBbS IPU HEOOXOAUMOCTH MPEOCTABISIOTCS OECIUIATHO CHEIMAIbHBIC YYeOHUKY U yaeOHBIC
nocobusi, uHas ydeOHasi nuTeparypa. Takke HMMeeTcsl BO3MOXKHOCTb IMPENOCTABICHUS YCIYT
ACCHCTEHTa, OKa3bIBAIOIIET0 OOYYAIOUIMMCS C OTPAHMYEHHBIMA BO3MOXKHOCTSIMH 3JI0POBBS
HEOOXOJUMYI0O TEXHHYECKYI0 IIOMOIIb, B TOM YHCJIE YCIYr CYypJONEpPEeBONYMKOB U
TU(IIOCYPIOTIEPEBOIUNKOB.

[lonydyeHne [OOCTYMHOTO W KAadyeCTBEHHOTO BBICIIErO0 OOpa3oBaHHs JHUIAMH C
OTPaHMYEHHBIMH BO3MOXXHOCTSIMH 370POBbsl 00€cliedeHO myTeM co3aanus B HWHcTUTyTE
KOMILIEKCa HEOOXOJUMBIX YCIOBHU OOy4YeHUs Il JAHHOM KaTeropuu OOydaromUXCH.
Nudopmanust o crienuanbHBIX YCIOBUSAX, CO3JAHHBIX Ui OOYYaIONMIUXCS ¢ OTPaHHMYEHHBIMU
BO3MOKHOCTSIMM 3[I0POBBS, pa3MenieHa Ha caiite MHctuTyra.

Jiis oOydenus naBanuaoB u aui] ¢ OB3, nMeromux HapyeHus: ONMOPHO-IBUTATEIILHOTO
anmapara OO0ECleuyuBalOTCSI W COBEPIICHCTBYIOTCS MAaTepUANbHO-TEXHUYECKHE YCIIOBUS
OecTpensITCTBEHHOTO JOCTYIIA B Y4€OHbIC TTOMEIIEHUS, TyaJeTHbIS, IPYTHEe TTOMEIEHUS, YCIOBHUS
uX TpeOblBaHMS B YKa3aHHBIX TMOMEUICHMSIX (Hanuuue JudTa, MaHIyCOB, MOPYYHEH,
paCIIUPEHHBIX IBEPHBIX MPOEMOB U JP.).

Jlist aganTaruu K BOCHPHATHIO OOydYaromMMHCsA WHBaIHAaMu W junamu ¢ OB3 ¢
HApYIICHHBIM  CIyXOM  COpPaBOYHOrO,  y4eOHOTO  Marepuaia,  MpPeayCMOTPEHHOTO
o0pa3oBaTeNbHOI MporpaMMoi MO BbIOpaHHBIM HaMpaBIECHUSM MOJATOTOBKH, 00€CTIEUYUBAIOTCS
CIEYIOIINE YCIOBUS: JJIs JydlIed OpUEHTAlMH B ayJUTOPUH, MPUMEHSIOTCS CHUTHAJBI,
OTOBEUIAIOIINE O Hayaje U KOHIE 3aHATUS (CIIOBO «3BOHOK» IMHUIIETCS Ha JOCKE); BHUMAaHUE
CJTa0OoCTBIMIANIET0 00YyYaOIIErocs: MPUBIEKACTCS MEeJaroroM >KeCToM (Ha TUIeUo KIaJeTCs pyKa,
OCYIIIECTBIISIETCS] HEPE3KOE MOXJIONBIBAHUE); Pa3roBapuBasi ¢ 00y4arouMcsl, Ie1aror CMOTPUT Ha
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HETro, TOBOPHT SICHO, KOPOTKUMHU MPEIOKEHUSIMH, 00ecTIedrBast BO3MOXXHOCTb YTEHUS 110 TyOaM.

Komnencamuss ~ 3aTpyAaHeHHMI  pedyeBOr0 M HHTEIUIEKTYaJlbHOTO  Pa3BUTHS
ciabocplmamux HHBaIuA0B 1 aul ¢ OB3 npoBoauTes 3a cUeT: UCIIOJIb30BAaHMS CXEM, IUarpamm,
PUCYHKOB, KOMITBIOTEPHBIX IMPE3EHTAIMI C TUIIEPCCHUIKAMHU, KOMMEHTHPYIOIIMMH OTAENbHbIE
KOMIIOHEHTBI M300paK€HUs; pEryJsipHOTO TPHUMEHEHUS YIpaXHEHUH Ha rpaduueckoe
BbIJIEJICHHE CYIIECTBEHHBIX MPU3HAKOB MPEJIMETOB U SBJICHHI; 0OecrieueHus: BO3SMOKHOCTH AJIst
0o0yy4aromerocss MOJYYUTh aJPECHYI0 KOHCYJIbTALMIO MO 3JEKTPOHHOW I0oYTe IO Mepe
HEOOXOIMMOCTH.

Jlnst agantanuy K BOCOPUATHIO HHBaIMAaMu U nuiiamu ¢ OB3 ¢ HapymeHusMu 3peHust
CIPaBOYHOI0, Y4eOHOT0, IPOCBETUTEIHCKOIO MaTepHralia, MpelyCMOTPEHHOT0 00pa3oBaTeIbHON
nporpamMmoit MHCTHTyTa 110 BRIOpaHHOM CIIEIIMAIbHOCTH, 00ECIIEUNBAIOTCS CIIEYIOLINE YCIOBUS:
BEJIETCs ajanTaius oQUIIMAIBLHOTO caiiTa B ceTu MHTEpHET ¢ y4eToM OCOOBIX MOTpeOHOCTEH
MHBAJIUOB 110 3pEHUI0, 00ECIIeYNBACTCS HATMUUE KPYIHOMPU(TOBON CrIpaBOYHOM HH(OpMAIUN
0 pacmucaHuW YYeOHBIX 3aHATHH; B Haudaje ydeOHOTO rojga oOydJaroluecss HECKOJIBKO pa3
OpOBOJATCS MO 3AaHui0 MHCTUTyTa Ui 3allOMHHAHUS MECTOPACIONIOKEHHsST KaOWHETOB,
MOMEILEHU I, KOTOPBIMH OHH OYyT MOJB30BaThHCS; ME1aror, ero co0eceIHUKY, MPUCYTCTBYIOLINE
NPECTABISAIOTCS 00y4YalOMMUMCs, KaXKAbI pa3 Ha3bIBaeTCs TOT, K KOMY Ieaaror oOpaiaercs;
NENCTBUS, KECTbl, NMEpEeMEIIeHHs] TeAarora KOPOTKO M SICHO KOMMEHTHUPYIOTCS; IedaTHas
uHpOpMaLUs TPEAOCTABIAETCS KPYIMHBIM MPUPTOM (0T 18 MyHKTOB), TOTAJILHO O3BYYUBACTCS;
oOecrieunBaeTcs HEOOXOIUMBIM ypOBEHb OCBEUICHHOCTH TOMENICHH; MpelIoCTaBIsIeTCs
BO3MOXKHOCTh HMCIIOJIb30BaTh KOMITBIOTEPHI BO BpEMsl 3aHATHIA U MPAaBO 3alIUCH OOBICHEHHS Ha
TUKTO(OH (110 JKeJTaHWI0 00YYaIOIIEeroCs]).

®opma npoBeieHHs TEKYIEH 1 MPOMEKYTOUHOM aTTecTauu i o0ydaromuxcs ¢ OB3
omnpezensercss MmpernojaBaTelieM B COOTBETCTBUM C y4eOHbIM IiaHoM. [Ipum HeoOxomumocTu
obydaromemycsi ¢ OB3 ¢ ydeToM ero HHIUBUAYaTbHBIX MICUX0(PH3NIECKIX 0COOCHHOCTEH JaeTcs
BO3MOXXHOCTh MPOUTHU MPOMEKYTOUHYIO aTTECTAIUIO YCTHO, MUCbMEHHO Ha Oymare, MTUCbMEHHO
Ha KOMITbIOTEpE, B OpPME TECTUPOBAHUS U T.IL., TUOO MPEIOCTABISIETCS JOMOTHUTEIHHOE BpEeMs
JUTSI IOATOTOBKH OTBETA.

11. IEPEYEHb WTHO®OPMAIIMOHHBIX TEXHOJIOTHUI, UCITIOJIB3YEMBIX ITPA
OCYHIECTBJIEHUN  OBPA3OBATEJIBHOI'O TMPOLHECCA 11O JUCHOUIIJIMHE
MOAVYJIIO), BKJIIIKOYAS HNEPEYEHb IIPOIT'PAMMHOI'O OBECIIEYEHUA H
NHOOPMAILIMOHHBIX CITPABOYHbBIX CUCTEM.

[Tpu mpoBeneHUM JEKIMOHHBIX 3aHATHI MO JUCHUIUIMHE MPETOAaBaTeNlb UCIIONb3yeT
ayJIMOBU3yalIbHbIE, KOMITBIOTEPHBIE U MYJIbTUMEINIHbIE cpeicTBa 00yueHust IHCTUTYTa, a TaKkkKe
JIEMOHCTPAIIMOHHBIC (MPE3CHTAIINH ) U HATJISITHO-UJUTIOCTPAIIMOHHBIE (B TOM YHCJIE Pa31aTOYHBIC)
MaTepHAJIbL.

[MpakTryeckue 3aHATHS TO JaHHOW JUCIHIUIMHE TPOBOISTCS C HCIOJIH30BAHUEM
KOMITBIOTEPHOTO M MYJbTUMEIUHHOro oOopynoBaHus MHCTUTyTa, MpH HEOOXOAMMOCTH — C
NPUBJICUYCHUEM TOJIE3HBIX VIHTEpHET-PECypCOB M TTAKETOB MPUKJIIAIHBIX POTPAMM.

Jlunen3nonHoe Microsoft Windows,
IPOTPaMMHO- Microsoft Office,
nH(popMarmoHHOE Google Chrome,
o0ecrieyeHue Kaspersky Endpoint Security
CoBpeMeHHbIE 1. KoHncynpTant+

npodeccuonanbubie | 2. CnpaBouHas npaBoBasi cucrema «[APAHT».
0a3nl JaHHBIX

Nudopmarnmonnsie | 1. Dnexrponnas ombauoreunas cucrema (ObC) OO0 «CoBpemeHHbIE
CIIpaBOYHBIE UG POBBIE TEXHOTOTHH»

CHCTEMBI 2. https://elibrary.ru - Hayunast anextponnas oubmuorexka eLIBRARY.RU
(pecypchl OTKPBITOrO J1OCTYNA)
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3. https://www.rsl.ru - Poccutickas ["'ocynapcTtBennas bubnmoreka
(pecypchl OTKPBITOTO JTOCTYIIA)

4. https://link.springer.com - MexayHapoaHas pedeparuBHas 6a3a
TaHHBIX Hay4yHBIX U3aHuit Springerlink (pecypchl OTKPBITOTrO 10CTYIIA)

5. https://zbmath.org - MexxnynapoaHas pedeparuBHas 60aza TaHHBIX
Hay4HbIX n3ganuii zbMATH (pecypchbl OTKpBITOTO 10CTyIa)

12. INIEPEYEHDb YYEBHbBIX AYI[I/ITOPI/Iﬁ 41 OBOPYJOBAHWUJI,
HUCIIOJB3YEMbBIX JJIAA TIPOBEJIEHUSA YYEBHBIX 3AHATHUHN T10 JUCIIUTIJIINHE
MOIYJIIO).

VY4eOHbIe 3aHATUS MO JAUCHUIUIMHE TMPOBOMAATCS B CIICIHATU3UPOBAHHON ayIUTOPUH,
obopynoBannoi IIK, ¢ BO3MOXHOCTSIMU TIOKa3za Tpe3eHTanuii. B mporiecce uTeHUs JEKIHi,
MPOBEJCHUS CEMUHAPCKUX M TPAKTHYECKUX 3aHITHA WCIOJIB3YIOTCS HATIIATHBIE TOCOOHUS,
KOMIUJIEKT CJIaliI0B, BUACOPOJIUKOB.

[Ipumenenne TCO (aymuo- ©  BUACOTEXHHUKH, MYJIBTUMEIUHHBIX  CPEJIICTB)
obecrieunBaeT MAaKCUMAJIbHYIO HarJBIIHOCTb, IIO3BOJIIET  OJHOBPEMEHHO TPEHHPOBATH
pa3liMuHbIE BHJABl PEUYEBON JIEATENBHOCTH, IOMOIaeT KOPPEKTUPOBATh pEUYEBHIE HABBIKH,
CIOCOOCTBYET Pa3BUTHIO CIIYXOBOM W 3PUTEIILHON MaMSTH, a TAKKE YCBOCHUIO U 3aIIOMUHAHUIO
00pa3110B MPaBUILHOM PeUHr, COBEPIICHCTBOBAHUIO PEUEBHIX HABBIKOB.

Ilepeuensv 060py0oeannbIx yuedoHbIX ayOumopuil U CReyuaIbHbIX ROMeU|eHU

Ne 503 KaOuner ynpaBieHYeCKUX TUCIUITINH

VYdeOHast ayTUTOpHS TS IPOBEICHUS 3aHITUH JIKIIMOHHOTO U CEMUHAPCKOTO THTIA
- IOCKa

- CTOJI MPETIOAaBaTEIs

- KpPEecIIo JUis TperoiaBaTels

- TpubyHa

- KOMIUIEKTHI yueOHOI Mebenu

- IGMOHCTPAIIMOHHOE 000PYI0BaHKE — IIPOEKTOP H KOMIIBIOTEP

- y4eOHO-HAaT I THBIC TTOCOOMS

[TporpammHuoOe oOecrieueHMe:

Microsoft Windows (lorosop Ne 64434/MOC4501 ot 04.09.2019),
Microsoft Office (Jorosop Ne 64434/MOC4501 ot 04.09.2019),
Google Chrome (CBo6oaHo pacnpoctpansiemoe [10),

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

Ne 503 KabuneT ynpaBieHUECKUX AUCHUTUINH

VYdeOHas ayAuTOpHs IUTs TPYIIIIOBBIX M WHAWBHYATBHBIX KOHCYIbTAIUHN, TEKYIIETO KOHTPOJIS U
MIPOMEKYTOUHOM aTTECTALNU

- I0CKa

- CTOJI MPeToAaBaTes

- KpecIIo Juis pernoiaBaTess

- TpubyHa

- KOMIUIEKTHI Y4eOHOU MeOenn

- IGMOHCTpaIIMOHHOE 000PYI0BaHHE — IPOEKTOP M KOMIIBIOTEP

- Y4eOHO-HaIJISITHBIC TTOCOOUS

[TporpammHuoe obecrieueHue:

Microsoft Windows (JloroBop Ne 64434/MOC4501 ot 04.09.2019),
Microsoft Office ({oroBop Ne 64434/MOC4501 ot 04.09.2019),
Google Chrome (CBob6oaH0 pacrpoctpansemoe [10),

Kaspersky Endpoint Security (loroBop Ne§877/JIH ot 25.05.2016).
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Ne 404, 511

[TomernieHus 1151 CaMOCTOSITEILHON pabOTHI

- KOMIUIEKTHI Y4eOHOU MeOenn

- KOMIBIOTEpHAasl TEXHUKA C MOJAKIIOYEHHEM K ceTu «HTepHeT» U AOCTYNOM B 3JIEKTPOHHYIO
WH(pOPMaITMOHHO-00Pa30BATENHHYIO CPEY

[TporpammHuoe oOecrieueHue:

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

Microsoft Office ({oroBop Ne 64434/MOC4501 ot 04.09.2019),

Google Chrome (CBob6oaH0 pacrpoctpansemoe [10),

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

CnpaBouno-npaBoBas cucrema «['’APAHT» ([Jorosop Ne27-TTJ1J13/2024 ot 27 nexabps 2023
rojaa)

Ne 404

bubnmoreka, unTaabHBIN 3271 C BEIXOJOM B CeTh MIHTEpHET

- KOMIUIEKTHI Y4eOHOU MeOenu;

- KOMIBIOTEPHAs TEXHHWKA C MOAKIIOYeHHEM K ceTu «VHTepHeT», JOCTYNOM B AJIEKTPOHHYIO
MH(pOPMaITMOHHO-00PA30BATENBHYIO CPENlY U JIEKTPOHHO-OUOIMOTEUHYIO CHCTEMY.
[TporpammHuoe oOecrieueHue:

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

Microsoft Office ({oroBop Ne 64434/MOC4501 ot 04.09.2019),

Google Chrome (CBob6oan0 pacrpoctpansemoe [10),

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

CnpaBouno-npaBoBas cucrema «['’APAHT» ([Jorosop Ne27-TTJ1J13/2024 ot 27 nexabps 2023
rojaa)

Ne 401

AKTOBBIH 3aJ1 JUIs1 IPOBEIECHHS HAyYHO-CTYICHYECKIX KOH(EPEHIINI 1 MEepOIPUSTHIA
- CIIeMaIM3UPOBaHHbIE Kpecia JIsl aKTOBBIX 3aJI0B

- CIIeHA

- TpuOyHa

- 9KpaH

- TEXHUYECKHE CPEJICTBA, CIyKalue JIJIs MpeAcTaBieHns nHpopMalry O0IbIION ayAUTOPUH
- KOMIIBIOTEP

- IEMOHCTpAIIOHHOE 000PY0BaHKE U ayTUOCHCTEMA

- MUKpPO(OHBI

[IporpamMmmHoe obecrieueHue:

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

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

Google Chrome (CBob6oaHo pacnpoctpansemoe [10),

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

Ne 515

[Tomenenue a1 xpaHeHUs1 U TPOPHIIAKTHIECKOTO 00CTyKUBaHUS y4eOHOTO 000PYTI0BAHUS
- CTeJUTAXH

- yaebHOE 000pyI0BaHKE

Pa3zpadoruuk:
KaHAWJAT IOPUANYECKUX HAYK, TOLIEHT
M.H. Hukutun
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