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1. OBILIASI XAPAKTEPUCTHUKA ITPOT'PAMMBI YYEBHOM JUCHHUIIINHBI
JOKYMEHTAIHMOHHOE OBECIIEYEHHUE YIIPABJIEHUSA

1.1. ObsacTh NpUMeHEeHHUs NPOrPAMMBI
PaGouass mporpamma y4eOHOM aucHUIUIMHBI JIOKYMEHTAalMOHHOE OOecleyeHne YIpaBICHUS SBISETCS
9acThI0 OCHOBHOW oOpa3zoBarenbHOU mporpammbl B cootrBercTBuH ¢ PI'OC mo cnemmansnoctu 40.02.04
KOpucnpynenmus, kBanuduxaius — OpucT

1.2 MecTo nporpaMmmbl Y4eOHOH IMCHUIJIMHBI B CTPYKTYpPe OCHOBHOM 00pa30BaTe/ibHOI MPOrpaMMbl:
Huctummaa — JIOKyMeHTallMOHHOE OOECIeUeHUe YIIPaBJICHUS  sBISETCS oOmenpodecCHoHaIbHOU

mucnurumaoi (OI1. 05).

1.3 Pe3ysabTarhbl 0CBOCHUS MPOrPAMMBI Y4€0OHOM TN CHUIINHbI:
B pamkax nporpammbl yueOHON AUCHUILIIMHBI (POPMUPYIOTCS CIIETYIOIINE KOMIIETECHINH:

Kon n HazBanmue YMeHus 3HaHHuA
KOMIETEHIIUH
pacro3HaBaTh 3ajady W/Wid
npoOaemy B
poeCCHOHAIBHOM  W/WIIH
COIMATTLHOM KOHTEKCTE; .
aKTyaJlbHBIH
aHAIU3UPOBATH 3amaqy .
po(heCcCUOHATLHBIH u
W/Wm poOIeMy U BBIACIATH .
, COLIMAIbHBIN KOHTEKCT, B
e COCTaBHbIE 4acTy;
KOTOPOM TPHUXOJUTCS PadOTaTh
OTIPEJICIIATh JTAIbl PEIICHUS
U JKUTh; OCHOBHBIE HCTOYHUKU
3a/a4u; BBISIBIISITD mi o (bopMAMH . pecypchl T
3¢ (HeKTUBHO UCKATh p pecyp
pelieHuss 3aad U TpodleM B
OK 01 Bri6upats ciocoObt uH(pOopMaIIHIO,
npodeccrnoHaTbHOM u/nnm
pelIeHus 3a1a9 HEOOXOUMYIO JIJIST PEIICHUS
. COLIMAJIbHOM KOHTEKCTE;
npodeccnoHanbHOM 3aJaud  W/MIW  TPOOJIEMBI;
. QITOPUTMBI BBITIOJTHEHUS PaboOT
JeSATEIbHOCTH COCTaBHUTh TIUIAH JICHCTBHS; .
B npodeccroHanbHOI u
MPUMEHHUTETHHO K OTpeAeIUTh  HEOOXOIUMbIE
CMEXKHBIX  00JacTsSX; METOIBI
Pa3IMYHBIM KOHTEKCTaM pecypchl; BIIAJICTh s
paboThl B Ipo(heCCUOHATTLHOU U
AKTyaJIbHBIMU METONAMH | | 6 (bepax: cTpyKTYpa
paboThI B pax; PYKTYP
. IUIaHa J7s  pelieHus  3ajady;
poQeCCHOHAIBHON "
TOPSIJTIOK  OIICHKH Pe3yJIbTaTOB
CMEXHBIX chepax;
. | pemieHus 3a1a4y
peam30BaTh COCTaBICHHBIN .
npodecCuoHaATBHON
IUTaH; OICHUBATh PE3YJIbTaT
JEeSTeNIbHOCTH
W TOCJIEICTBUS  CBOMX
JIEHCTBUI  (CaMOCTOSTENHHO
WITH c TTOMOIIIBEO
HAaCTaBHHKA)
OTIPECIATh 3aa4u JJIs
p HOMEHKJIaTypa

OK 02 Ucnonb3oBarh
COBPEMEHHBIE CPENICTBA
MOKCKa, aHaJIn3a U
WHTEpIpeTauy nHHOpMauu
1 “HGOPMaAIIMOHHbIE
TEXHOJIOTUU JIJISl BBITIOJTHEHUS
3a1a4 npodeccruoHambHOM
NeSITeIbHOCTH

novicka MH(GpopMaIuy;
OTIpeIeNATh HE0OXOJUMbIe
HUCTOYHUKN WHPOPMAITUH;
TUTAHUPOBATH MPOIIECC
MOWCKA; CTPYKTYPHUPOBATH
MoJTy4aeMyro HHPOPMAITHIO;
BBLIEIATH HanOoJiee
3HAYUMOE B TIEPEUHE
nH(pOpMAaIIHU; OIICHUBATh

WH(POPMAIIMOHHBIX UCTOUHUKOB,
MPUMEHSIEMBIX B
npodeccroHanbHOM
NeSITeTbHOCTH; TTPUEMBI
CTPYKTYPHPOBaHUS
nHpopmanuu; popmar
oopmieHus pe3yabTaToB
roucka uH-(popmanuu
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NPaKTHYECKYIO 3HAYMMOCTh
pe3yJIbTaTOB ITOUCKA;
0pOPMIIATH Pe3yIbTATHI
HOKCKa

OK 03 IlmanupoBath u
pealn30BBIBATH COOCTBEHHOE
npodeccuoHanbHOE U
JTUYHOCTHOE Pa3BUTHE,
MpeINPUHUMATEIbCKY IO
JeSITeILHOCTD B
npodeccuoHabHOU chepe,
WCIOJIb30BaTh 3HAHUS 110
MPaBOBOM M (PMHAHCOBOI
IPaMOTHOCTH B Pa3IMIHBIX
KU3HEHHBIX CUTYaIUSIX

OIIPEICIATh AaKTYaIbHOCTb
HOPMaTHUBHO-IIPABOBOM
JOKYMCHTAallMU B
npohecCHOHATBHON
ACATCIIBHOCTH,; IPUMCHATH
COBPEMEHHYIO Hay4HYIO
po¢eCCHOHATILHYIO
TEPMUHOJIOTHIO; OIPEICIISITh
Y BBICTPAaUBaTh TPACKTOPUU
po(heCCHOHATBHOTO
pa3BUTHS U
caMo00pa3oBaHus

CoJlepKaHUe aKTyalbHOMU
HOPMAaTHUBHO-TIPABOBOM
AOKYMCHTAallUU; COBPCMCHHAs
Hay4Has ¥ npodeccruoHaIbHas
TCPMUHOJIOIUA; BO3MOKHBIC
TPaeKTOPUHU
npoecCHOHATLHOTO Pa3BUTHS U
camMo00pa3oBaHMUsI

OK 04 DddexTrnBHO
B3aUMOJICHCTBOBATh U
paboTaTh B KOJUICKTHBE H
KOMaH/1e

OpraHU30BBIBATH Pa0OTY
KOJIJIEKTHBA U KOMaH/Ibl;
B3aUMO/ICHCTBOBATH C
KOJIJIEraMH, PyKOBOJICTBOM,
KIIMEHTaMH B XO/Ie
npodeccuoHaIbHON
JeSITeIIbHOCTH

IICUXOJIOTHYCCKHUEC OCHOBBI
JACATCIIBHOCTH KOJIJICKTHBA,
IICUXOJIOTHYECKHE OCOOEHHOCTH
JIJMYHOCTH, OCHOBBI HpOGKTHOf/’I
ACATCIIbHOCTH

OK 05 OcyuiecTBasTh
YCTHYIO U TUCBMEHHYIO
KOMMYHHKAIMIO HA
TOCYJIapCTBEHHOM SI3BIKE
Poccniickoit denepanuu ¢
y4eTOM 0cOOeHHOCTEN
COLIMAJIBHOTO U KYJIbTYPHOTO
KOHTEKCTa

IpPaMOTHO U3J1araTh CBOM
MBICIU U 0)OPMIISITh
JIOKYMEHTBI I10
npoQeCCHOHAILHON
TeMaTUKe Ha
TOCYJTAPCTBEHHOM SI3BIKE,
HPOSIBIIATH TOJIEPAHTHOCTH B
paboueM KOJUIEKTHUBE

0COOEHHOCTH COLIMATIBHOTO U
KyJbTYPHOI'O KOHTEKCTA;
npaBuiIa 0QpOpMIICHHS
JIOKYMEHTOB M IIOCTPOEHUS
YCTHBIX COOOIIEHUH

OK 06 ITposiBnsaTh
IpaX/1aHCKO-
MaTPUOTHYECKYIO MTO3ULHUIO,
JIEMOHCTPHUPOBATh
OCO3HAaHHOE ITOBEJCHHE Ha
OCHOBE TPaJUIIMOHHBIX
00111e4eTI0BEYECKIX
IIEHHOCTE, B TOM YHCIIE C
y4€TOM rapMOHU3aLUN
MEXHAIIMOHAIBHBIX U
MEXPETUTNO3HBIX
OTHOILIEHUM, TPUMEHSATh
CTaHapThI
AHTHUKOPPYILMOHHOTO
MIOBE/ICHHUS

OIIUCBhIBATHh 3HAYNMOCTH
CBOEM CIIEHAIbHOCTH;
MMPUMCHATE CTaHAAPTBL
AHTUKOPPYMNIIMOHHOTO
MOBEJICHUS

CYIIIHOCTb I'PaX/1aHCKO-
NaTPUOTUYECKOH MO3UIINH,
0011eueI0BEYECKUX 1IEHHOCTEH;
3HaYMMOCTb MTPOPECCHOHATIBHOM
JeSITEIbHOCTH 110
CIEIMAIBHOCTH; CTAaHAAPTHI
AHTUKOPPYILHUOHHOTO
MIOBE/ICHUS U TIOCIIEICTBUS €TI0
HapyUIeHHs

OK 07 CopeiicTBOBaTH
COXPAHEHMIO OKPY KAIOIIEeH
Cpenbl, pecypcocOepekeHHUIO,
MPUMEHSTH 3HaHUS 00
W3MEHEHUHU KIIUMaTa,
MIPUHITUITBI OEPEHKIINBOTO
POM3BOJCTBA, I3 (HEKTUBHO

c00JII0/1aTh HOPMBI
3KOJIOTHYECKOM
0€301aCHOCTH; OTIPEEISITh
HaTpaBIICHUS
pecypcocOepekeHusl B
paMKax npodeccuoHaNnbHOMI
JIEITCIIbHOCTH 110

MpaBuiia YKOJIOTHYECKON
0€30MMacHOCTH MPH BEICHUHU
npodecCuoHaTbHON
JesTeTbHOCTH; OCHOBHbBIE
pecypchl, 3aIeiCTBOBAHHBIEC B
npodeccroHabHOI
JIeSITeNIbHOCTH; Iy TH
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JeCTBOBATH B CHEINAbHOCTH obecrnieueHus
Ype3BbIYAHBIX CUTYAIHSIX pecypcocOepexeHHs
UCTIOJIb30BaTh
(UBKYIBTYPHO-
037I0POBHUTEIHHYIO

OK 08 Hcnonb3oBaTh
cpencTBa GU3NIECKOMH
KYJbTYPBI JJII COXPAHCHUS U
YKPEIUJICHUS 3]I0POBbS B
mporecce
npodeCCHOHATBLHON
JEeSITeIbHOCTH U

NoJIep KaHusl HEOOXOJMMOTO
YpOBHS (hU3HUECKOI
MOJITOTOBJICHHOCTH

NESITeTBHOCTD IS
YKPETUICHUS 3[I0POBbS,
JOCTH)KCHUS )KU3HEHHBIX U
podecCHOHANLHBIX TENeH;
NPUMEHSTH PallMOHATIbHBIC
[PUEMBI JBUTATCIbHBIX
byHKIMA B
npodecCHOHATBLHOM
NeSITeTIbHOCTH,
MOJIE30BATHCS CPEIICTBAMU
PO UITAKTUKHI
nepeHanpsHKeHuUs,
XapaKTePHBIMU JIJISl TAHHON
CHEIUATBHOCTH

POIb PU3HUECKON KYJIBTYPHI B
OOIIEKYIETYPHOM,
popeCCHOHATILHOM H
COLIMAJIbHOM Pa3BUTUHU
YeJI0BEKa; OCHOBBI 3JI0POBOTO
o0pa3a KHU3HH; YCIOBHS
npodeccuoHaTbHON
JeSITeIbHOCTH U 30HBI pHCKa
(U3NYIECKOTO 30POBBS JIJIS
CIEUATBHOCTH; CPEICTBA
PO UITAKTUKH
NIepeHAIPSHKCHHUS

OK 09 Ilons3oBaThCst
npodeccnoHanbHOM
JTOKyMEHTaluen Ha
roCy/IapCTBEHHOM U
WHOCTPAHHOM SI3BIKAX

MOHUMATh OOIIUI CMBICI
YETKO MPOU3HECCHHBIX
BBICKA3bIBAaHUH Ha
W3BECTHBIC TEMBI
(mpodeccroHaIbHBIC U
OBITOBBIE), TIOHUMATh TEKCTHI
Ha 6a30BbIe
poeCCHOHAIbHBIC TEMBI;
y4acTBOBAaTh B AMANIOTax Ha
3HAKOMBIE O0IIHE U
npodeccCuoHaNbHBIE TEMBI;
CTPOUTH MPOCTHIE
BBICKA3bIBAaHUS O cebe U 0
cBOeH podeccuoHaTbHON
JESTEIIbHOCTH; KPaTKO
000CHOBBIBATH U OOBSICHUTH
CBOM JIEHCTBUS (TEKYIUE U

IPaBHJIa IOCTPOCHUS MTPOCTHIX U
CJIOKHBIX MPEAJIOKEHUN Ha
Ipo(heCCUOHATTLHBIC TEMBIL;
OCHOBHBIE
o01eynoTpeOuTeIbHbIC
riarossl (ObITOBAS U
npodeccuoHaIbHas JICKCUKA);
JEKCUYECKUI MUHUMYM,
OTHOCSIIIUIACS K OMUCAHUIO
PEIMETOB, CPEJICTB U
MpOIIeCCOB MPOohecCUuoHaATHHOM
NeSITeNIbHOCTH; 0COOEHHOCTH
MIPOU3HOIICHHUSI;, PaBUIIA
YTEHHSI TEKCTOB

MJIaHUPYEMBbIE); TTUCATh npodecCuoHaNTbHON
MIPOCTHIE CBA3HBIE HaIpaBJIE€HHOCTH
COOOIIEHHS Ha 3HAKOMEIE
WJIU UHTEPECYIOIINE
poeCCHOHATBHBIC TEMBI
Kon 1 Ha3BaHHe HaBbIku YMeHus 3HaHHuA
KOMIIETEHI[MH
oC C€CTBJICHUSA OIISCpUpoOBaAThH IIOHATHUE WU HNCTOYHUKHU
[IK 1.2 ITpumeHnsTH yi pHp
po(heCcCUOHATBHOTO FOPUANIECKUMU aJIMUHUCTPATUBHOIO
HOPMEI IIpaBa IJisd
TOJIKOBAHUS HOPM IIpaBa; | HOHATUIMU u | Iporecca, TPYAOBOI'O
peuiCHuA 3a1a4 B
o B MIPUMCHCHUU HOPM KaTCropusiMu; npasa, TpakKaaHCKOTO
npodeccuoHaIbHON
ImpaBa JJid pelICHUs AHAJIM3UPOBATH mnpomnecca,
ACATCIIBHOCTHU
3a7a4 B opuaudeckie (pakTel | coAEpKaHue
IIK 1.3 Bnaners npodeccuoHaaIbHON A BO3HHMKAOIIHE B | POCCUHCKOrO TPYIOBOIO
HaBbIKaMHU IIOAT'OTOBKH JACATCIIbHOCTH, CBsA3HU C HUMH | [IpaBa;
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FOPUMYECKUX IMOJTOTOBKH MIPaBOOTHOIICHUS; MMOHSTHE U BUJIBI
JOKYMEHTOB, B  TOM FOPUAMYCCKUX aHAJIM3UPOBATh, aJIMHHHACTPATUBHO-
qucie c JIOKYyMEHTOB, B TOM TOJKOBaTh U | TIpoIeCCyaIbHBIX u
HCIOJIB30BaHUEM YHCIIE C UCTIOIB30BAHUEM | TIPABUIBHO IpaxIaHCKO-
“H(OPMAITHOHHBIX “H(OPMAILTHOHHBIX MPUMEHSITH TPABOBBIC | POIECCYANTBHBIX HOPM;
TEXHOJIOTHI TEXHOJIOTHIA. HOPMBI, [paBUa  COCTAaBJICHUS
MIPUMEHSTh FOPUAMYECKUX
COBpPEMEHHBIC JIOKYMEHTOB;
nH(OPMAIHOHHBIE OCHOBHEIE IIOJIOKEHHSI U
TEXHOJIOTHUH I | 0COOEHHOCTH HayKH
MoMcKa ¥ 00pabOTKH | aJMUHHCTPATUBHOTO
[IPaBOBOI IpaBa B 4aCTH Pa3BHTHUS
rHpOpMaIIUU U | aAMUHUCTPATHBHO-
odopmiteHUs IIPOIECCYATBHOTO
FOPUAMYCCKUX peryITUpOBaHUS;
JOKYMEHTOB; CYIIHOCTh, COJICPKAHUEC
pa3rpaHu4YMBaTh OCHOBHBIX ITOHSTHIA,
MPaBOBBIE HOPMBI M | KaTErOpHiA,
MPABOOTHOIICHUSI B | KOHCTPYKIIWH,
3aBHCUMOCTH OT | HHCTUTYTOB
oTpaciell pasa; aJMUHUCTPATUBHO-
XapaKTepHU30BaTh, MPOIIECCYaTbHOTO,
HUHTEPIPETUPOBATD, TPYAOBOTO u
AHAJIM3UPOBATh, IpaXIaHCKO-TIPaBOBOTO
COIIOCTABIIATH M | 3aKOHOIATEIbCTBA;
HCCIIENOBATH BHIBI 5 MPaBOBOE
0COOEHHOCTH coJIepiKaHue
MPaBOBOT'O  CTaTyca | CaMOCTOSTEIbHBIX
CyOBEKTOB MIPOU3BOJICTB 5
MIPaBOOTHOIICHHUH; aJMUHUACTPATHUBHBIX
CPaBHMBATb, MPOLEAYpP, BXOJIAIIUX B
TOJIKOBATh H | cocTaB
KBaJTU(PHUIIUPOBATH aJIMUHUCTPATUBHOTO
JIEeSTHHE KaK | mpoiiecca;
[paBOHAPYIICHHUE, CYILIHOCTh U COJEPIKaHUE
perymupyemMoe cTaryca YYACTHUKOB
HOpMaMu aJMHUHUACTPATUBHO-
aJIMMHUACTPATUBHOTO | MPOIECCYaIbHBIX
mpaBa  mporiecca; OTHOIICHUH, TPYJOBBIX
aHAJTM3UPOBAThH U | OTHOIIEHHH,
TOTOBUTE IpaXxIaHCKO-
MIPEATIOKEHUS 0 | MPOLECCYaTbHBIX
YperyJIupoOBaHUIO OTHOIIIEHUI;
TPYJOBBIX CIIOPOB; MOPSIOK  3aKIIIOYCHHMS,
aHAJIM3UPOBATH U | IpeKpalieHus n
peuiaTh IOPUJANYECKUE | UI3MEHEHUST  TPYIOBBIX
npobsieMbl B cdepe | JOrOBOPOB;
aJMHHUACTPATHBHO- BHIBI TPYIOBBIX
MIPABOBBIX, JIOTOBOPOB;
IpaxIaHCKO- COJIep)KaHue  TPYIOBOU
MIPaBOBBIX W | TUCITUIIINHEI;
TPYIOBBIX TTOPSITIOK paspemieHus
OTHOIIIEHUI; TPYJOBBIX CIIOPOB;
aHAJIM3UPOBATH U | BUABI pabo4yero BpeMeHH
TOTOBUTE Y BPEMEHHU OT/IbIXa;
MIPEATIOKEHUS mo | opMbl U CHCTEMBI
COBEPIIICHCTBOBAHUIO | OIUIATHI Tpyaa
MIPaBOBOM pabOTHHKOB,
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JICSITEITBHOCTH
OpraHu3alluy;
COCTaBIIATh
pasuYHbIe BH/IBI
FOPUINIECKUX
JIOKYMEHTOB.

OCHOBBI OXpaHbI TPY/a;
MOpANOK W YCJIOBHUA
MaTepUaIbHOU
OTBETCTBEHHOCTHU CTOPOH
TPYZOBOTO IOTOBOPA;

TTOPSTIOK cynebHoro
pa3buparenbCcTBa,
00’KaJIoBaHUs,
OIIPOTECTOBAHMUS,
UCTIOTHEHUSI u
MepecMoTpa  peUICHHUs
cyna;

(opMBI  3aIIUTHI  TIpaB
rpaxaan u
IOPUANIECKUX JIHIL;

BUJIBI u TOPSIIOK
IPaXJaHCKOTO "
AIMHUHUCTPATUBHOI'O
CYOTIPOU3BO/ICTBA;
OCHOBHBIC craguu
IPaXJaHCKOTO "
aJIMHHUCTPATHBHOTO
mporecca.




2. CTPYKTYPA U COJIEP)KAHUE IPOT'PAMMbI YUEBHOM JTUCIUILIAHBI

2.1. O0bem nporpaMmbl Y4eOHOM IMCHUIIMHBI U BUAbI PA00ThI

Bunx yuebnol paboThl O06bem B O06bem B
aKaJIeMUYECKHX Yacax | aKaJeMHUYECKUX
ouHas popMa 0OydeHUs yacax
3ao4Has popma
oOyJeHus
O0beM yueOHOU JUCIHUILIUHBL, 48 48
B TOM YHCJIE peau3yeMblii B (hopMe MPaKTHUECKOU 27 26
MIOJITOTOBKH
B TOM 4YHCIIE U3 00beMa Y4eOHOW AMCIUILINHBL:
Teopernueckoe oOydueHHE 21 10
[IpaxTuueckue 3aHsTus (eciu 27 26
PEIYCMOTPEHO)
CamocrosiTensHas pabota (eciu 0 12
peyCMOTPEHA

[TpomexyTounas atrectanus / popma KOHTPOIS

sK3aMeH (4 ceM.)

Dk3ameH (8 cem.)




2.2. TemaTu4ecKkHii IJIaH U COepP:KaHUE MPOTPAMMBbI Y4eOHOI JUCHUNINHBI JJOKyMeHTAallnOHHOoe o0eclieyeHue YpaBJieHusl

@DopMbI OPraHU3aIuN Copepxxanue (popM opranuzauuu yueoHoii Obnem Obrem Koapl
HaumeHnoBanne GHoii 4acoB 4acoB Yposennb
pa3ieNoB U TeM YUYECOHOU JCATECIbHOCTH ACATCJIbHOCTH (O‘IHaﬂ (330["_[3’[ peaJII/IfiyeMbl)f OCBOCHHS
o0y4Jaronuxcs odyuyaroumuxcst KOMIIeTeHI M
¢opma) dopma)
PA3ZJIEJ 1. HIOATOTOBKA U O®OPMJIEHUE OCHOBHBIX BUJOB JOKYMEHTOB
Teopetnueckoe Lenu u 3agaun JeIONPON3BOICTBA.
oOyueHue OcHOBHbBIE TOHATUS TUCITUIUIAHBI.
Jlenonpou3BoACTBO MO OOpAIICHUSIM FPAXKIAH.
VYT1II0BOH W TPOJOJIbHBIA CHOCOOBI PACIOJIONKEHUS
PEKBU3UTOB Ha JOKYMEHTE.
[IpaBuna opopmnenus pekpusutos ¢ 01 mmo 18.
[IpaBuna odopmiienuss pexkBuszutoB ¢ 19 mo 30. 4 2 OK 01. 02 1
Tema 1.1 CrpyKTypa 1OKyMEHTA. 03. 04,05,
JlokymMeHTHpOBaHUE Knaccudukanus  TOKyMEHTOB 1O  pa3iHYHBIM 06 07, 08
yIpaBJ/ieHYeCKOii ocHoBaHusM. lloHATHE HOKyMeHTa, €ro CBOIICTBa, 09 TIK 1.2
eI TeJIbHOCTH crocoObl JOKyMeHTHpoBaHus. CuctemMa U THUIOBas 13
TEXHOJOTUS  JOKYMEHTAIlMOHHOTO  oOecreyeHus "~
yrpasiaeHus (JI0Y)
[IpakTuueckoe 3anatue | (B TOM 4ucjde B (opMe MNPaKTHYECKOi
NMOATOTOBKM): OIIPOC, BBINOJIHEHHE INPAKTUYECKUX 6 6 2
3aJ]aHui, 00CyKJIeHHE JOKIa1a
CamocrosTenbHas [TonroroBka K JIEKIMOHHBIM M  MPAKTHYECKUM 5 3
pabota 3aHATHSM, IOJITOTOBKA JOKIIada
Teopernueckoe Bunel  opraHu3alMOHHBIX  JOKYMEHTOB U  HX
o0yueHue 3HayeHue. TpeOoBaHMS K COAEP)KAHUIO M IpaBUiia
odopmieHus qokymeHTa. JlomKHOCTHAS MHCTPYKIIHSL.
TpeboBaHMs K COAEpPKaHUIO U MpaBuiia opopMIIeHUs 4 2 OK 01. 02 1
Tema 1.2. nokymeHToB: IlltatHoe pacnucanue, IlomoxeHue. 03. 0 4 05’
Opranu3anuoHHbIe [TpaBuna COCTaBJICHUS u odopmieHus 06. 07 08,
AOKYMEHTbI OpraHU3aIMOHHBIX IOKYMEHTOB. 09 TIK 1.2
[Ipaktnueckoe 3ansiTue | (B TOM 4Yuciae B  ¢GopMe NPAKTHYECKOH 13
MOATOTOBKM): OINPOC, BBIMOJIHEHHE MPAKTUYECKUX 6 6 " 2
3aJlaHul, 00CyX/IeHUe JOKIaa, JUCKYCCUs
CamocTosTenbHas [TonrotToBka K JIGKIIMOHHBIM UM MPAKTHYCCKUM 5 3
pabora 3aHATHSM, NOArOTOBKA AOKN3Aa
Tema 1.3. Teopernueckoe PacniopsautenbHble  TOKYMEHTBI:  OIpEJAENICHHUE, OK 01, 02,
PacnopsinuresibHble | OOydeHHE 3HaueHue. [IpaBmna opopmiieHns pacmopsauTEIbHBIX 4 2 03, 04, 05, 1
JOKYMEHTBI JokyMeHTOB. [IpaBuiia cocTaBlIeHHs] U O(QOpMIICHUS 06, 07, 08,
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pacnopAaUTCIbHBIX JOKYMCHTOB.

09, IIK 1.2,

[IpakTuueckoe 3ausiTue | (B TOM 4uciae B ¢GopmMe NpaKTHYeCKO 1.3.
NMOATOTOBKM): OINPOC, BBIMOJIHEHHE MPAKTUYECKUX
3ajaHuii, oOOCyXJeHue JoKjiana. BeimonHeHue
TECTOBBIX 3a/IaHUM
CamocTosTenbHas [lonroroBka K JIEKIMOHHBIM M  IPaKTHYECKUM
pabora 3aHATUSM, IOJIFOTOBKA JOKJIada
Teopernueckoe HenoBble (ciaykeOHbIE) mTHChbMA. TpeOoBaHHMS K
oOydeHue 0ohOopMIICHUIO OPHUITHATHHBIX TTUCEM.
AKT: IOHSITHE, 3HaYUeHUE. Bupl akToOB.
[IpaBuna odopmiieHus AkKTa peBU3UU (IPOBEPKU
JIeATEITILHOCTH ).
T 1.4 [TpaBuna opopmienus npotokosa. [ToaHas U kpaTtkas OK 01, 02,
" ema 1.4 ($hopMBI TTPOTOKOJIA. 03, 04, 05,
H()OPMAUHOHHO- Brinucka u3 nmporokosa. 06, 07, 08,
CIPABOMHBIC [TpaBuna opopMieHUs TOKIATHBIX, O0BICHUTEIBHBIX, 09, IIK 1.2,
MIOKYMEHTBI CIY>KCOHBIX 3aIIHCOK. 1.3.
[IpakTuueckoe 3anatue | (B TOM 4ucie B  (opme mnpakTuyeckoit
MOATOTOBKM): OIpPOC, BBIMNOJHEHHE MPAKTUYECKUX
3aJlaHui, IpeICTaBICHUE MPE3EHTAINI
CamocTosTenbHas [lonrotroBka K JIEKIMOHHBIM M  MPAKTHYECKUM
pabota 3aHATHSM, TIOJITOTOBKA MPE3EHTALINU
Teopernueckoe JIOKyMEHTBI 110 JIMYHOMY COCTaBYy (KaJpOBBIE): BUJbI,
oOydeHue 3HAYCHHE.
JloxymeHTHpOBaHuUE TIpoliecca mpruemMa Ha padoTy.
[lepconanbHble JaHHBIE. 3alUTa MEPCOHAIBHBIX
JTAHHBIX.
CocraBieHue Pe3toMe ©  JHYHOTO  3asgBJICHMS,
XapaKTePUCTHKH.
[Ipuka3z Mo JIUYHOMY COCTaBY: 3HA4YCHHUE, MpPaBHUIIA OK 01, 02,
Tema 1.5. oopmTerHs. 03, 04, 05,
HoKyMenTbI 10 Bujsl NpHKA3oB MO JTMYHOMY cocTaBy. Cpokm 06, 07, 08,
JAHTHOMY COCTaBY XpaHeHHsl ~ TPUKA3oB.  TpyJOBOH  JIOTOBOP: 09, liﬂé 1.2,

colepkaHue, mnpaBuna odopmieHus. Benenue
TPYAOBOM KHWKKH. JIMUHOE €10 U JIMYHAsl KAPTOUKA.

[IpakTHueckoe 3aHsTHE

(B TOomM 4yuciae B (QopMe NPAKTHYECKOM
MOATOTOBKM): OINpPOC, BBHIMOJIHEHHE MPAKTUYECKUX
3aJIaHui, 00CYKJIEHUE TOKIIa1a

CamocrogreabpHas
paboTta

IlogroroBka K JIEKIHMOHHBIM H MPaKTUYICCKUM
3aHATHUAM, IOATOTOBKA JOKJIada
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PA3JIEJI 2. TEXHOJIOI'US PABOTBI C JOKYMEHTAMMUM

TeopeTnueckoe
oOydeHue

Opranuzanus JIOKyMEHTO0000pOTa: pueM,
0o0paboTKa, perucrpanus, KOHTPOJIb JOKYMEHTOB.

CucrtemaTuzanus JIOKyMEHTOB. PazpaboTka
HOMEHKJIATyPHI JeII.
dopMupoBaHue  Jena:  MOHATHE, TpeOoBaHUA,
npuszHaku. [loAroToBka JOKYMEHTOB K apXHBHOMY 3
XpaHEHUI0. DKCIePTH3a IIEHHOCTH JJOKYMEHTOB. OK 01. 02
Tema 2.1. Pabota ¢ moxymMeHTaMu 1o oOpamieHUsIM TpaXkaaH. 03. 0 4’ 05’
Oprann3anus TenekoMMyHUKaIMOHHbBIC TEXHOJIOTHH B 06’ 07’ 08’
padoThI € ANIEKTPOHHOM  JIOKyMeHTooOopoTe. (OcoOeHHOCTH 09 "MK 1.2
AOKYMEHTaMHU JISJIONPOM3BOJICTBA IO  OOpalleHUsM TpaXKIaH M "1 3 o
KOH(HICHIIMAIBHOTO JISJIOIMPOU3BOJICTBA. e
[Ipaktnueckoe 3ansTue | (B TOM 4YHciae B ¢GopMe NPaKTHYECKOMH
nmoaAroToBkmu): Onpoc, BBINOJHEHUE MNPAKTUUYECKUX 3 5
3aaHui, 00CyKeHUE JOKIIaaa, 00ydarolue 3aHsTHS
Ha ratpopme AkTHOH CTyI€HTHI
CamocrosTenbHas [TogroToBka K JIEKIIMOHHBIM UM IPAKTHYCCKUM 5
paborta 3aHATHUSAM, IOJITOTOBKA JOKJIA 1a
[TpomexyTouHas aTrectanus / popma KOHTPOIS Sxzamen | Dxzamen
Jlomawnss konmponvhas paboma (3aounas popma)
HToro 48 48

Jly1g XapakTepUCTUKU YPOBHSI OCBOCHMSI y4eOHOT0 MaTepHalia UCIOIb3YIOTCS CleAyomue 0003HauYeHUs:
1. — o3HakOMUTENBHBIN (y3HABaHUE paHEe N3YYEHHBIX OOBEKTOB, CBOWCTB);

2. — penpOAYKTUBHBIN (BBITIOJTHEHUE IEATEILHOCTH 110 00pa3ily, MHCTPYKIIUHU HITH ITOJT PYKOBOJICTBOM)
3.—MpOIYKTHUBHBIN (IJITAaHUPOBAHUE M CAMOCTOSTEILHOE BHIMOJIHEHUE JESITEIbHOCTH, PELIeHNne MPOOIEMHBIX 3a/1a4)
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3. YCJOBUS PEAJIN3AIIMU ITIPOTPAMMBI YYEBHOM JTACIHUILIAHBI

3.1. TpeOGoBanusgs K MaTepHAJbLHO-TEXHMYECKOMY olecrneyeHUI0 00pa3oBaTeIbHOM
NPOrpaMmblI

Jiis peanmzanuu 00pa3oBaTEeNbHON IUCHMILTUHBI J[OKyMEHTalMOHHOE oOecreueHue
yOpaBlieHUs OpraHu3aius JOJDKHA pacronaraTh HMHQPAcTpyKTypod, oOecnednBaromien
IPOBEICHUE BCEX BHJOB MPAKTHUYECKUX 3aHATUH, NPEIYCMOTPEHHBIX YYEOHBIM IUIAHOM,
00pa3zoBaTeNbHON MTPOrpaMMoOi. A TaKxKe:

- kabuHeT MPOo(HeCCUOHATBLHBIX JTUCIUTUIHH

- OCHaIlleHHEe KaOuHeTa

Ne | HaumeHnoBanue 060pya0BaHus | TexHu4eckoe ONrucaHue

I. CneunanusupoBaHHas MeO€EJIb U CUCTEMbI XPaHEHUsI

OcHoBHOE 000pyI0BaHUE:

Croun yueHn4yeckui pEryaupyeMslil 110 BBICOTE

Ctyn yueHu4yeckuit PEryJIHUpYyEMBbIii IO BBICOTE

JlonosnHuTenbHOE 000pyI0BaHUE:!

MarautHo-MapKepHas gocka / paumyapT | MOAETbh MOAXOAMT Ui MUChbMa (PUCOBAHMSA)
MapkepamMyd W IS pa3MElIeHHs OyMaXKHBIX
MaTepUajIoB ¢ MOMOIIbIO MAarHUTOB

II. Texunueckue cpesicTBa

OcHOBHOE 000pYIOBaHUE:

CeteBoil GuIbTp C IPEIOXPAHUTEIIEM

NHTepakTUBHBIN MPOrPaMMHO- | IHAarOHadb  MHTCPAKTUBHOM  JIOCKH  JOJDKHA
anmnapaTHbI KOMIUIEKC MOOWIILHBIA WIIM | COCTAaBIATh He MeHee 65 moiimos (165,1 cm); At
CTaHHOHapHBIfI, IporpaMMHOE MOHHUTOpA IICPCOHAJIIBHOTO KOMIIBKOTECpA U
obecricucHme HoyTOyka — He w™meHee 15,67 (39,6 cwm),

manmrera — 10,5” (26,6 cm)*

JlonojaHUTENbHOE 000y I0BaHHUE:!

Kononku JUIsl  BOCHPOM3BEIEHUS  3ByKa  JHOOOMU
MoauUKAITIT
Web-kamepa Jr000# MoauduUKaIu
I11. JleMoHCTpallMOHHbIE YUeOHO-HAIIISIHBIE TOCOOUS
OcHoBHBIE:!
‘ Harnsaaeie nocobust ‘ HET
JlonIoJIHUTENBHBIE!
| HacTeHHBII CTEH | oTpakarommii crienuuUKy TUCIHILTHHEL

- OCHAIlICHHE TMOMEIIEHHH, 3aJICICTBOBAHHBIX MPU OpPraHU3allMi CaMOCTOSITEJIbHOW H
BOCTIUTATEIbHON PabOTHI:

TIOMEMICHUS NI OPTaHHU3aAIlMd CaMOCTOSITEIIFHON W BOCTIMTATEIIBHONW PaOOTHI JTOKHBI
OBITH OCHAIIIEHBI KOMIIBIOTEPHON TEXHUKON C BO3MOXKHOCTBIO MOAKIIOYEHUS K HH(DOPMAIIMOHHO-
TETIEKOMMYHUKAIMOHHOW ceTu «MHTepHeT» U oOecnedeHueM JOCTyma B JJIEKTPOHHYIO
nH(OPMaIIMOHHO-00pa30BaTEIbHYIO Cpeay 00pa30oBaTeNbHON OpraHu3alliy.
3.2. TpeOoBaHusi K y4eOHO-MeTOAUYECKOMY 00ecCeYeHU 0

Y4eOHO-MEeTOIMYEeCKUI  MaTepuad Mo JUCHMIUIMHE J{OKyMeHTallMOHHOe obecreueHue
yIpaBJIEHUs BKIIOYAET: JIEKIIUH; MPAKTUUECKUE 3aHATHUS, Pa3pabOTKy TEMaTHKHU MO JOKJIaJgaM,
NpEe3CHTAllUM, BBHIIOJHEHHE TMPAKTUYECKUX 3a/laHui, pa3pabOTKy TECTOBBIX 3a/laHuM,

! Mocranosnenne T'napHoro canurapHoro Bpaua Poccuiickoit ®@enepamuu o 28 centsops 2020 roga N 28 «O6
yrBepkaeHuH caHuTapHbeIX npaBmwn  CII  2.4.3648-20 "CaHuWTapHO-3IHIEMHONIOTHYECKHE TpeOOBaHUA K
OpraHM3alsIM BOCIIUTaHUS U 00YYEHHMsI, OTJIbIXA M O3JJOPOBJICHHS IeTeH 1 MOJIOASKN"
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o0y4aromux 3aHATHI, y4acTHsl B JUCKYCCHSIX, IEPEUCHb BOIMPOCOB K TEKYIIEMY KOHTPOJIO U
IIPOMEKYTOUYHON aTTECTALUU.
3.3. UuTepHeT-pecypchl
https://student.action.group/ Axtuon CtyaeHT
https://alrf.ru/ Accounarus ropuctoB Poccuun
https://minjust.gov.ru/ru/ MunuctepctBo octuiun PO
3.4. IIporpammHoe o0ecnieyeHue, HMppPoBbIe HHCTPYMEHTbI
Konnemx oOecnieueH HEOOXOIMMBIM — KOMIUIEKTOM  JIMIEH3UOHHOTO W CBOOOJHO
pacrpocTpaHsIeMoro IMPOrpaMMHOT0 00eCIIeYeHH s, B TOM YUCIIE OTEYECTBEHHOTO MIPOU3BOJICTBA.
Hcnonbe3yroTes mporpaMMebl, BXojsduiue B EquHbI peecTp pOCCHMCKMX MpOrpaMMm s
AJIEKTPOHHBIX BHIYMCIUTEIBHBIX MAIIMH U 0a3 JaHHBIX, 4 TAKXKE PEECTP COLUATBHBIX COICETEH:
«Supexc.Juck (mast Windows)», Sunekc.IToura, Telegram, Power Point, BKonrakre (vk.com),
Bebunap.py
3.5. OcHOoBHAsI MeYaTHAS UJIM YJIEKTPOHHAS JIUTEPaTypa
JIOKyMEHTaIlMOHHOE OOeCTIeUeHUE YIpaBICHHs: YICOHUK ISl CTYACHTOB BY30B, O0YYarOIIMXCs
[0 HaIMpaBICHUAM «ODKOHOMHKA» U «MeHeIKMeHT», crenuanbHocTsIM «WHbopmaTukay,
«JlokyMeHTOBe/IcHHE W JOKYMEHTAI[MOHHOE OOECTICUCHUE YIPABJICHUS», «ABTOMATH3AIUs W
ynpasnenue» / A. C. I'punbepr, H. H. I'op6aués, H. H. ['op6aués, O. A. MyxamermuHa. —
Mocksa: TOHUTU-JAHA, 2023. — 391 c¢. — ISBN 978-5-238-01770-9. — Tekcr:
anekTpoHHsi // Iludposoii oOpazoBarensHbiii pecypc [PR SMART: [caiit]. — URL:
https://www.iprbookshop.ru/142685.html

JlokymenTtaimonHoe oOecrniedyenne ympasieHus. CocrtaBieHHe #  OQOPMIICHHE JETOBBIX

NoKyMeHTOB: yueOHoe mocobue st CIIO / cocraButrenu E. W. bammakoBa. — Caparos,
Mocksa: IIpodobpazoBanue, AiilluApMenuna, 2021.— 144c.— ISBN978-5-4488-1080-0, 978-
5-4497-0964-6. Tekcr: 3J€KTPOHHBIN //21neKTpOHHO-OUOIHOTEUHAS cucremMa

IPRBOOKS:[caiit].—URL:https://www.iprbookshop.ru/103343.html

3.6. [lonoJiHMTEIbHAS NEYATHAS WJIH JJIeKTPOHHAS JIUTepaTypa

MaKTaMKYJ'IOBa, I'. A. HOKYMCHTB.LII/IOHHOC obecrieueHume yhnpaBJICHHUA TCPCOHAIOM: KYPC

nexuuit / I'. A. MakramkynoBa, Jl. JI. ToponoBa. — Jlunenk: Jlunenkuii rocyaapcTBEHHBIN
Texanueckui yausepcuter, bC ACB, 2023. — 32 c. — ISBN 978-5-00175-218-9. — Tekecr:
anektponHslt // I{udposoit obOpazoBatenbHBIE pecypc [PR SMART: [caiit]. — URL:

https://www.iprbookshop.ru/133441.html

3.7. CroBapu, cHpaBOYHHUKH, IHUMKJIONEIUH, MePHOAUYECKHEe MaTepHaJbl (KYPHAJIbI U
ra3erbl)

1. CrnoBapp no kpumuHanuctuke. 1250 tepmuHoB u onpenenenuii / A. M. barmer, B. B.
berukos, C. E. Ky3nenos, C. 0. Cxobenun ; non penpakuuein A. M. bactpeikuna. — MockBsa:
IOHUTU-AAHA, 2023. — 383 c. — ISBN 978-5-238-02709-8. — Tekct: 351eKTpOHHBIN //
[Mudposoit o0Opa3oBaTeIbHBIN pecypc IPR SMART: [caliT]. — URL:
https://www.iprbookshop.ru/141527.html

2. CripaBOUYHUK MO Cy/IeOHBIM DKCIIEPTHU3aM JJIs CIeIoBaTeNel: MPaKTHIeCKOe MOCcoOue s
CTYJICHTOB BY30B, OOyYaroIIMXCsl MO HampaBiieHnio moarotoBku «lOpucnpynenmms» / 1. B.
Anexun, A. M. barmer, H. H. Unbun [u ap.]; noxn penakmueit A. M. bactpbikuna. — Mocksa:
IOHUTU-TAHA, 2023. — 231 c. — ISBN 978-5-238-02976-4. — TekcT: 37IeKTpOHHBIN //
[Mudpooit 00pa3oBaTeIbHBIH pecypc IPR SMART: [caiT]. — URL:
https://www.iprbookshop.ru/141613.html

3. Kpatkuii TepMHHONOTHYECKUN CJIOBaph MO TpeaMeTaMm KadeApbl COIUATBHO-
rymMaHuTapHbix aucuuiinH / coctaButenu WM. W. Typckuit [m ap.]. — Cumdeponons :
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https://student.action.group/
https://alrf.ru/
https://minjust.gov.ru/ru/
https://www.iprbookshop.ru/142685.html
https://www.iprbookshop.ru/103343.html
https://www.iprbookshop.ru/133441.html
https://www.iprbookshop.ru/141527.html
https://www.iprbookshop.ru/141613.html

YHuBepcutrer sKoHOMUKH M ympasieHus, 2020. — 249 c. — TekcT : »JIeKTpOHHBIN //

DNeKTPOHHO-ONOIMOTeYHAs cucrema IPR BOOKS : [caiiT]. — URL:
https://www.iprbookshop.ru/101398.html
4. Kypnan AxtyanbHble TPOOIEMBI POCCUHCKOTO MTpaBa

https://www.iprbookshop.ru/63202.htmi
5.KypHnan Axagemudeckuil popuauaeckuii xypHain https://www.iprbookshop.ru/6393.html
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4. KOHTPO.Ib U OHEHKA PE3YJIbTATOB OCBOEHMS ITPOI'PAMMBI
YYEBHOU JUCHUIIJIMHBI

KOHTpOHB U OICHKa peE3YIbTaTOB OCBOCHUA yqeGHoﬁ JUCHUITIIMHBI

OCYHICCTBIIACTCA

IIPENOIABATENIEM B IIPOLIECCE NMPOBEACHUS ITPAKTUYECKUX 3aHATHUM, TECTUPOBAHUS, HAIIMCAHUU
JIOKJIQJIOB, COCTaBJICHMs IIPE3CHTALMM, BBIMOJHEHUS MPAKTHUECKUX 3aJaHul, OO0ydYarolux
3aHATUHN, TUCKYCCHUM.

Copnepxanue o0yueHust

XapaKTepl/ICTI/IKa OCHOBHBIX BUI0B yqeﬁﬂoﬁ

AeSITeJIbHOCTH CTY/ICHTOB
(HA YpOBHe YUeOHBIX JeiicTBHIi)

ACATCIIbHOCTH

JIOKYMEHTBI

Tema 1.1 JloxymMeHTHpOBaHHE YIPaBICHYECKON

Tema 1.2. Opranu3anmoHHbIE TOKYMEHTbI
Tema 1.3. PacniopsiautenbHble JOKYMEHTBI
Temal.4. UudopmanimoHHO-CTIpaBOYHBIC

Tema 1.5. JIokyMEHTBI IO TUYHOMY COCTaBY
Tema 2.1. Opranuzanus paboThl ¢ JOKyMEHTaMU

Ormpoc

OO6cyxIeHne T0KIaa0B

BrinosiHeHUE MPAKTUYECKUX 3aJaHUN
Juckyccun

Brinonnenne TeCTOBLIX 3aaHUN
[IpencraBnenue npeseHTanui

OOyuaronue 3aHsATHS Ha 1iatgopme AKTHOH
CryneHTsl

Pe3ynbpTaThl HOATOTOBKU O0YYAIOMIMXCS IPU OCBOCHUU pabouel mporpaMMbl y4eOHOM
JTUCHUTITUHBI ONIPEACIISIOTCS OLICHKAMU:

Onenka

Conep:xanue

IIposiBiienust

Hey,I[OBJ'IeTBOpI/ITCJ'ILHO

CryneHt HE o0yamaer
HEOOXOIMMOM CUCTEMON 3HAHUUN U
yMEHUM

OO6napyxuBaroTcsi mpobenasl B 3HAHHIX
OCHOBHOIO  IIPOTPAaMMHOIO  MaTepHala,
JIOMYCKalOTCA MPUHIUIUAIBHBIE OIUOKA B
BBITIOJIHEHUH MPEyCMOTPEHHBIX
IIPOTPaMMOM 3aJaHUI

Y 10BIETBOPUTETBEHO

YpoBeHp  OLICHKH  pe3yJbTaTOB
oOy4eHus MOKa3bIBAET, 4TO
CTYJICHTHI 00J1aIaf0T HEOOXOIUMOI
CUCTEMOM 3HAHUM W  BIAJCIOT
HEKOTOPBIMU YMEHUSAMH o
muctuminHe. CTyIeHThl CIOCOOHBI
MOHUMAaTh W HWHTEPIPETUPOBATH
OCBOEHHYI0 HH(poOpmanui, dYTO
SIBJISIETCSI  OCHOBOM  YCIEHIHOTO
(dbopMUpOBaHHsI YMEHUN U HABBIKOB
TUTSt peteHus
MPaKTUKOOPUEHTUPOBAHHBIX 33]1a4

OOHapy>KHBarOTCS  3HAHUSI ~ OCHOBHOTO
OporpaMMHOr0  Marepuaja B  00beMe,
HEOOXOAUMOM JUIsl JaibHEHIne ydeObl u
npeacTosimell paboTsl MO CHEHAIBHOCTH;
CTYIEHT CHpABJISIETCS C  BBIIOJIHEHUEM
3alaHui, NPESyCMOTPEHHBIX IIPOrpaMMOi,
3HAKOM C  OCHOBHOM  JIMTEPATYpPOH,
PEKOMEHI0BaHHOM IIPOrPaMMOM. Kak
MIPAaBUJIO, OLEHKA «YAOBJIETBOPUTEIBHO»
BBICTABJISIETCS  CTyJEHTaM, JOIyCTUBIIUM
MIOIPEIIHOCTH B OTBETE W IPU BBINOJIHEHUU
3aJJaHUi, HO 00JIQAAIOUMM HEOOXOJUMBIMU
3HaHUSAMH JUISI HUX  YCTPAHEHHsS  MOJ
PYKOBOJICTBOM IIPENOJaBaTels

Xopomo

YpoBEeHb OCO3HAHHOTO BJIAJICHUS
yueOHBIM MaTepHagIoM u
y‘-Ie6HBIMI/I YMCHUSAMU, HABBIKAMHA U
crnocobamMu  JIEATETBbHOCTH  TI0
JUCIATUINHE; CIIOCOOHBI
aHAIIM3UPOBATh, MIPOBOJIUTH
CpaBHEHHE U 000CHOBaHHE BbHIOOpa
METOZIOB  pelIeHUs 3adaHuil B
IMPAKTUKOOPUCHTUPOBAHHBIX
CUTYaIUIX

Ob6napy>xuBaercs MOJIHOE 3HaHUE
MIPOrPaMMHOTI0 MaTepuana; CTYIEHT,
YCHENIHO BBIMOIHIIONIMNA NPeayCMOTPEHHBIE
B IIpOrpaMMe€  3aJaHusi,  YCBOMBULIMU
OCHOBHYIO JIUTEpaTypy, PEKOMEHJOBAHHYIO
B mporpamMMe. Kak nmpaBmio, oOlEeHKa
«XOPOILIO» BBICTABIIIETCS CTyJEHTaM,
[IOKA3aBIIMM CHCTEMATUYECKUH XapaKTep
3HaHWUW MO JUCIHMIUIMHE U CHOCOOHBIM K HX
CaMOCTOSITEILHOMY BBITNIOJTHEHHUIO u
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OOHOBJIICHHMIO B XOJI¢ JaJbHEUIIel yueOHOM
paboThl U TPO(hEeCCHOHATTLHON ACSITEIHPHOCTH

O1ianyao

YpoBeHb OCBOECHUS pe3yJbTaTOB
o0yueHHSI CTY/ICHTOB o
TUCLUUIUIMHE  SBIISICTCS  OCHOBOM
st popMupoBaHUS  OOIMX U
podecCHOHATBHBIX KOMIICTCHIIUHN,
COOTBETCTBYIOIIUX  TPEOOBAHUSAM
OI'OC CIIO. CtyaeHTbl CIOCOOHBI
UCIIOJIb30BATh CBEJICHUS u3
pa3IMYHBIX ~ HCTOYHUKOB  JUIs
YCIICUTHOTO  HCCIICJIOBAHUS |
MOMCKA pelIeHHs] B HECTaHIapTHBIX
MPAKTUKOOPUEHTUPOBAHHBIX
CUTYyaIHsIX

OOHapyxuBaeTcs BCECTOPOHHEE,
cucreMaTuyeckoe M INIyOOKoe  3HaHMe
IPOrPaMMHOTO Mmarepuarna, yMEHUe
CBOOOJIHO BBINOJIHATh 3aJlaHus,

IIPELYCMOTPEHHBIE TIPOTPAMMOM; CTYZEHT,
YCBOMBIIMN OCHOBHYIO U 3HAaKOMBId C
JOTIOJIHUTEIIbHOU JIUTEPATYPOU,
PEKOMEHTIOBAHHOM MIPOTrPaMMOil. Kak
IIPaBWJIO, OLIEHKA «OTJIMYHO» BBICTABIISETCA
CTyJIEHTaM,  YCBOMBIIMM  B3aUMOCBA3b
OCHOBHBIX TMOHATHM JUCIHUIUIMHBI B HX
3HaYEHUH JUIs IpuodpeTaeMor mpodeccud,
NPOSIBUBIIMM TBOPUYECKHE CIIOCOOHOCTH B
MOHUMAHUHU, U3JI0)KEHUU M HCIOJIb30BAaHUU
IPOrpaMMHOr0 Marepuala
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TPEBOBAHMA K PE3YJIBTATAM OCBOEHUSA JTUCIUIIJIMHBI

Ilocne ocBoeHMst IUCUUILIMHBL JIoKyMeHTallMOHHOE OOecneuyeHue YIpaBJICHUS! CTYIEHT
JIOJKEH 0071a/1aTh CIIEAYOIMMU KOMIETEHIMSIMU:

Kon u HazBanue
KOMIIeTeHIIHH

Ymenus

3Hanug

OK 01 Boi6upats crioco0Obt
penieHus 3a1a4
npoeCCUOHATBHON
JESTCIILHOCTH
NPUMEHHUTEIBHO K
Pa3TUYHBIM KOHTEKCTaM

pacrno3HaBaTh 3ajady H/wiu
npobiemy B
NpopECCUOHATBPHOM  W/WIIH
COLIMATLHOM KOHTEKCTE;
aHAJIM3UPOBATh 3agauy
W/Wny IpoOIeMy U BBIICIATH
ed COCTaBHbIE 4acTu;
OTIPECIISATh JTAIlbl PEIICHUS
3a/1a4u; BBISIBIISITH u
3¢ heKTHBHO UCKATh
nHpopMarIuto,
HEOOXOUMYIO JUISl peIICHUS
3a/1a4d  W/WIM  TIPOOJIEMBI,
COCTaBUTh IUIAH [ICHCTBHUS,
ONpeAeTUTh HEOOXOAUMbIE
pecypchl; BIIAJICTh
aKTyaJIbHBIMH METOIaMU
paboThl B
npodeccnoHanbHOM u
CMEKHBIX chepax;
pean30BaTh COCTaBICHHBIN
IJIaH, OICHUBATh PE3YJIbTAT
W TOCJHEICTBUS  CBOMX
JNEeUCTBUN  (CaMOCTOSITEITLHO
W c MTOMOIIIBIO
HaCTaBHHKA)

aKTyaJbHBII
npodeccuoHaNbHBbIHI u
COIATbHBIN KOHTEKCT, B
KOTOPOM MPUXOAUTCS padoTaTh
U JKUTh; OCHOBHBIC HMCTOYHUKH
uH(pOpMallUd U Pecypchl Ui
pemieHust 3agad W 1podieM B
po¢eCCUOHATHPHOM u/un
COLIMAIEHOM KOHTEKCTE;
QJITOPUTMBI BBITIOTHEHUS] padoT
B npodeccuoHanbHOM u
CMEXHBIX 00IacTsIX; METOJBI
paboTel B Ipo(hecCHOHATILHON 1
CMEXHBIX cdepax; CTPYKTypa
IUIaHa JUIs  pelieHus  3aj1ad;
MOPSATOK OIICHKH pPe3yJIbTaTOB
pemeHus 3amad
npodeccnoHanbHOMI
JeSITeTTbHOCTH

OK 02 Wcnonb3oBaTh
COBpPEMEHHBIE CPEJICTBA
MOMCKa, aHaJIn3a u
UHTEpIpEeTauy HHHOpMaIUn
1 UTHPOpPMAIMOHHBIE
TEXHOJIOTHH JIJIsl BBITTOJIHEHUS
3aa4y npodeccuoHaIbHOM
JeSITeIbHOCTH

OIIPEACIIATD 3aJa4H JUIs
MoMCcKa MHPpOpMaIUH;
OTIpeIeNIATh He0OX0IMMbIe
HMCTOYHUKU UH(OpMALINN;
IJIAaHUPOBATh MPOLIECC
MIOMCKA; CTPYKTYpPUPOBATh
MoJIyyaeMyto HH(QOpPMaIHIo;
BBIIETIATH Hanbosee
3HAUYMMOE B IIEPEYHE
nH(pOpMaLNY; OLIEHUBATh
MIPaKTUYECKYIO 3HAUNMOCTb
Pe3yJbTaTOB MOUCKA;
o(opMIATH pe3yabTaThI
MOKCKA

HOMEHKJIaTypa
MH(POPMAIMOHHBIX HCTOYHUKOB,
NPUMEHSEMBIX B
npo¢eCCHOHAIBHON
NeSITeIbHOCTH; TPUEMBI
CTPYKTYPHPOBaHUS
uHpopmanuu; popmar

o opMIIeHUS PE3YJIbTATOB
MOKCKa UH-(hopMaIuu

OK 03 IInanupoBatsb u
pean30BbIBATH COOCTBEHHOE
npodeccuoHanbHOe U
JMYHOCTHOE Pa3BHUTHE,
NpeANPUHUMATEIBCKYIO
JIeSITeITbHOCTD B

OIIPEAEIIATh aKTyaJIbHOCTb
HOPMaTHUBHO-TIPABOBOU
JOKYMEHTalluu B
npodecCuoHaATbHON
NESATENIbHOCTH; IPUMEHSATh
COBPEMEHHYIO HAYUHYIO

COJIep’KaHuE aKTyaJIbHOU
HOPMAaTHUBHO-TIPABOBOU
JIOKYMEHTAllU1; COBPEMEHHAs
Hay4Has ¥ mpodeccruoHambHas
TEPMHUHOJIOTHSI; BO3MOKHBIE
TpPaeKTOPUH
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npodeccuoHaIbHOM chepe,
UCTIONIb30BATh 3HAHUS 10
paBOBOW U (PMHAHCOBOI
IPaMOTHOCTH B Pa3JIMYHBIX
KH3HCHHBIX CUTYaIHSIX

poeCCHOHATIBHYIO
TEPMUHOJIOTHIO; OPEEIISTh
U BBICTPAMBaTh TPACKTOPUU
npodheccHoHaIbHOTO
pa3BUTHA U
caMo00pa3oBaHuUs

po(hecCHOHATLHOTO PA3BUTHUS U
caMmoo0pa3oBaHMs

OK 04 D¢ dexTuBHO
B3aUMO/ICHICTBOBATH U
paboTath B KOJIJIEKTUBE U
KOMaH/1e

OpPraHHU30BBIBATH PadOTY
KOJUIEKTHBA U KOMaH/bI;
B3alMOJICHCTBOBATH C
KOJUIETaMH, PYKOBOJICTBOM,
KJIMEHTAMH B XOJI€
npodecCuoHAIbHON
JESITEJIbHOCTH

IICUXOJIOTHYECKHNE OCHOBBI
JACATCIIBHOCTH KOJIJICKTHBA,
MICHUXOJIOTHYECKHE OCOOEHHOCTH
JIMYHOCTH, OCHOBBI HpOCKTHOﬁ
JACATCIIBHOCTH

OK 05 OcytiecTBasiTh
YCTHYIO U TUCBMEHHYIO
KOMMYHHUKAIUIO Ha
TOCYJJapCTBEHHOM SI3bIKE
Poccuiickoit denepaiyiu ¢
y4eTOM 0COOeHHOCTEN
COLIMAJIBHOTO U KYJIbTYPHOIO
KOHTEKCTa

IpaMOTHO U3JIaraTh CBOU
MBICITH U 0)OPMIISTH
JOKYMEHTHI T10
npodeccnoHaTBEHOM
TEMaTUKE Ha
rOCYIapCTBCHHOM $I3bIKE,
MPOSIBJISIT TOJICPAHTHOCTD B
paboueM KOJUICKTHUBE

0COOCHHOCTH COLUATBHOTO U
KYJBTYPHOT'O KOHTEKCTA;
npasuiia opopMIIeHUS
JIOKYMEHTOB ¥ TIOCTPOCHUS
YCTHBIX COOOIICHHIA

OK 06 IIposBisiaTs
TPaKIaHCKO-
MaTPUOTHYECKYIO MO3ULUIO,
JIEMOHCTPUPOBATH
OCO3HaHHOE MOBEICHHUE HA
OCHOBE TPATUIIMOHHBIX
o011e4eoBeuecKux
IIEHHOCTEH, B TOM YHCIIE C
Y4€TOM FrapMOHU3AIUU
MEXHAITMOHATBHBIX U
MEXPEJIUTUO3HBIX
OTHOILICHUH, TPUMEHSATH
CTaHJapThI
AHTUKOPPYMIIMOHHOTO
MOBEJECHUS

OIINChIBATHh 3HAYUMOCTH
CBOEH CIIEIHAIbHOCTH;
IMPUMCHATH CTaHAAPThI
AHTUKOPPYINILIUOHHOTO
MOBCICHUS

CYILIHOCTb IPaXKAaHCKO-
[aTPUOTHYECKOM MO3ULIMH,
0011eY€eI0BEYECKUX LIECHHOCTEH;
3HaYMMOCTb PO ECCHOHATBHON
JIeSITEIbHOCTH 110
CIEUAIIBHOCTH; CTaHIApTHI
aHTUKOPPYILIMOHHOTO
IIOBE/ICHUS U TIOCIIEACTBUS €TI0
HapyLIeHUs

OK 07 CopeiicTBOBaTh
COXPaHEHUIO OKPY KaIOIIEi
CPEIIBI, PeCypcocOepeKeHHIO,
MPUMEHSTh 3HAHUS 00
N3MEHCHHH KJIMMaTa,

co0JIr01aTh HOPMBI
3KOJIOTUYECKOMN
0€3011aCHOCTH; ONPEEIATh
HaIpaBJICHUS
pecypcocOepexeHus B

MpaBUIa SKOJIOTUYECKOMN
0€30MacHOCTH MPH BEICHUU
npo¢eCCHOHAIBHON
JIeATETbHOCTH; OCHOBHBIE
pecypchl, 3a1eiCTBOBAHHBIC B

IPUHIUITBI 0€PEXINBOTO ., | mpodeccrnoHaIbHON
paMKax nmpogecCuOHATbHON
MpOU3BOJICTBA, 2P (HEKTUBHO JIEATENIbHOCTH; My TH
. JESATEIIBHOCTH 110
JIeicTBOBATh B o0ecrieueHus
. CHEIHAIbHOCTH
Ype3BhIYANHBIX CUTYAIHIX pecypcocOepexeHust
OK 08 Hcnoap3oBath HCII0JIb30BATh poIb GU3UYECKON KYTbTYPHI B
cpencTBa Gu3NIECKOi (U3KYIBTYpHO- OOLIEKYJIbTYPHOM,
KYJIBTYPBI JJIsl COXPAHEHUSI U | 03[JOPOBUTEIIbHYIO npo¢eCCUOHATLHOM U

YKpEIUIeHUs 310POBbS B
npoiiecce
npodeCCHOHATBEHON
JIESITEIbHOCTH |

NEeSATEeTbHOCTD JIJIS
YKpEIUJIEHUS 3/10POBbS,

TOCTHKECHHS )KU3HEHHBIX U
npodeccHoHANBHBIX IIeNeH;

COIIMATIbHOM Pa3BUTHH
YeJI0BEKa; OCHOBBI 37J0POBOTO
o0pa3a )KM3HH; YCIOBUS
npodeccHoHATBEHOM
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noiJIepKaHusl HEOOXOMMOTO
YPOBHS (PU3UIECKOM
[IOATOTOBIIEHHOCTH

MPUMEHSTH pallMOHabHBIE
MIPUEMBI JBUTATEILHBIX
byHKIIUH B
npodecCuoHAIbHON

NS TeIbHOCTH;
MOJIb30BAThCSI CPEACTBAMU
npOopUITAKTUKA
NepeHarnpsHKCHNUS,
XapaKTepHBIMU JJIsl TAaHHOH
CICIUATBHOCTH

JESITEIIbHOCTH U 30HBI PUCKA
(U3UYECKOTO 3/T0POBbS IS
CIEIUAIBHOCTH; CPEICTBA
PO UITAKTUKHI
MepeHAIPSHKCHUS

OK 09 ITonp3oBaThcs
npoQeCcCHOHAILHON
JTOKyMEHTaIuen Ha
rOCyJJapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX

MOHHUMATE OOIIUH CMBICIT
YETKO MPOU3HECECHHBIX
BBICKa3bIBaHUM Ha
H3BECTHBIE TEMBI
(npogeccuoHanbHbIE U
OBITOBBIC), TOHUMATh TEKCTHI
Ha 0a30BEIC
poeCCUOHATBHBIC TEMBI;
y4acTBOBATh B JIMAJIOTaX Ha
3HAaKOMBIE OOIIHE U
npodeccrnoHaTbHBIC TEMBI,
CTPOUTH MPOCTHIC
BBICKA3bIBaHHS O ce0€ U O
cBoelt mpodeccroHanbHON
NESTSIILHOCTH; KPATKO
00OCHOBBIBATh U OOBSICHUTD
CBOM JICHCTBUS (TEKYITUE U

MpaBuJia HOCTPOCHUS MIPOCTHIX U
CJIOKHBIX IPEUIOKEHNN Ha
npodeccuoHaNbHbIE TEMBI,
OCHOBHEIE
o01IeynoTpeOuTeNnbHbIe
ry1aroJisl (ObITOBast U
npodecCuoHaNIbHAS JICKCHKA);
JIEKCUYECKUI MUHUMYM,
OTHOCSIIIHMICS K ONTUCAHUIO
MIPEIMETOB, CPEIICTB U
MIPOLIECCOB MPOQecCUOHATBHON
JIeSITENLHOCTH;, 0COOEHHOCTH
MIPOU3HOIICHHUSI; TpaBUiIa
YTCHUS TEKCTOB

IJIaHUPYEeMBbIe); THCATh npodeccnoHanbHOMI
MPOCTBHIE CBSI3HBIE HAIPaBICHHOCTH
COOOIIIEHHUs HA 3HAKOMbBIE
WJIU UHTEPECYIOLINE
npodeccuoHabHbBIE TEMBI
Koa n nazBanme HaBbikn YMenus 3nanus
KOMIIeTeHU U
OTIEpUPOBATh MOHSATHE W HMCTOYHUKHU
IIK 1.2 IIpumeHnaTts pUp
IOPUIHYECKUMHU aJIMHHUACTPATUBHOTO
HOPMBI ITpaBa Jyist
OCYIIIECTBIICHHS MOHATHSIMUA U | Tporiecca, TPYOBOTO
pelieHus 3a71a4 B )
. po(heCCHOHATBHOTO KaTeTOpUSIMU; mpaBa,  TPaKIaHCKOTO
npohecCHOHANTBHOMN
e TENLHOCTI TOJIKOBAHUS HOPM IIpaBa; | aHAJIU3UPOBATh mporiecca;
A B IIPUMEHEHUU HOPM IOpUIMYECKUE (PaKThI | CONEpIKAHUE
mpaBa Jyist peIeHus M BO3HHKAIONIME B | POCCHICKOTO TPYIOBOTO
3a/1a4 B CBSI3H c HUMH | TIpaBa;
IIK 1.3 Brnanets npohecCHOHANBHOMN MPaBOOTHOUIEHHS; TOHATHE U BUbI
HABBIKAMH TIOJITOTOBKU JIESTEILHOCTH; aHAM3UPOBAT, aJIMHHUCTPATUBHO-
IOPUIMYECKUX MMOATOTOBKH TOJIKOBATh U | TIpolecCyalibHbIX u
JIOKyMEHTOB, B  TOM FOPUIMYECKUX MPaBUILHO rpaxIaHCKO-
yuCIe c JIOKYMEHTOB, B TOM MPUMEHATH TIPABOBBIC | MPOIECCYATBHBIX HOPM;
HCIOJIb30BaHHEM YUCJIE C UCIIOJIb30BAaHUEM | HOPMBI, mpaBuja  COCTaBIICHHUS
UHGOPMAITHOHHBIX MHGOPMAITHOHHBIX MPUMEHSTh FOPUAMYCCKUX
TEXHOJIOTHA TEXHOJIOTHIA. COBpEMEHHbBIE JIOKyMEHTOB;
WH(POPMAITMOHHBIC OCHOBHBIE TOJIOKCHUS U
TEXHOJIOTHH JUIsL | 0OCOOCHHOCTH HayKH
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MOWCKa U 00paboTKH
MpaBoOBOM
HHPOpPMaIH u
odopmiteHUS
IOPUIUYECKUX
JIOKYMEHTOB;
pasrpaHuYnBaTh
MPaBOBBIE HOPMBI H
[IPaBOOTHOIIEHUS B
3aBUCHUMOCTH oT
oTpaciel npasa;
XapaKTepU30BaTh,
HUHTEPIPETUPOBATb,
aHATM3UPOBATH,
COIIOCTaBJIATh u
HCCIIEI0BATh
0COOCHHOCTH
MPaBOBOTO
CcyOBEKTOB
MPaBOOTHOUIEHU;
CpaBHUBATH,
TOJIKOBATh u
KBaTU(UITUPOBATH
JiesTHHAE
IIPaBOHAPYIIECHHUE,
peryaupyemoe
HOpMaMH
aJIMAHUCTPATUBHOTO
IpaBa u Mpolecca;
aHATM3UPOBATh "
TOTOBUTb
NPEIIOKEHUS
YPeryJiInpoBaHHIO
TPYAOBBIX CIIOPOB;
aHAIM3UPOBATh "
pelarh IOpUITIECKUe
npobsieMsl B cdepe
aJIMAHUCTPATUBHO-
MPaBOBBIX,
IpaXJaHCKO-
MPaBOBBIX u
TPYAOBBIX
OTHOIIICHHH;
aHATM3UPOBATh "
TOTOBUTb
NPEIIOKEHUS o
COBEPIIEHCTBOBAHUIO
IPaBOBOM
JeSITeIbHOCTH
OpraHu3alHHN;
COCTaBIISATH
pas3nvHbIe
IOPUINIECKUX
JIOKYMEHTOB.

craTtyca

KaxKk

1o

BUJIBI

aJAMHMHHCTPATUBHOTO
IIpaBa B 4aCTH Pa3BHTHUSA
aJMMHUCTPAaTUBHO-
MPOLIECCYaTBHOTO
PEryJIHpPOBAHNS;
CYIIHOCTb, COZACPXKAHHE
OCHOBHBIX MOHSTHUH,
KaTerOpHH,
KOHCTPYKLUH,
MHCTUTYTOB
aJAMMHUCTPAaTUBHO-
MIPOLECCYaTbHOTO,
TPYZOBOTO u
Ipa)x1aHCKO-IIPaBOBOIO
3aKOHOJIATENbCTBA;

BHJBI u IIPaBOBOE
copepxKaHue
CaMOCTOSITENTbHBIX
MIPOU3BOACTB u
aJIMMHHCTPATUBHBIX
MpOLEeayp, BXOIAIINX B
cOCTaB
aIMHHHCTPAaTUBHOTO
IpoLecca;

CYIIHOCTb U COACPKAHNE
craTyca Y4aCTHUKOB
aJIMMHUCTPAaTUBHO-
MpoLecCyaTbHbBIX
OTHOLUEHUH, TPYIOBBIX
OTHOIIICHUH,
IpaXx/IaHCKO-
MPOLECCYATbHBIX
OTHOIIICHHH;

MOPSAZOK  3aKIIOYECHHUS,
MIpEeKPALIEHHS u
U3MEHEHUs  TPYAOBBIX
JIOTOBOPOB;
BUIBI
JIOTOBOPOB;
cozlepyKaHue
JUCITUTITUHBL;
MOPSANOK  pa3pelieHus
TPYJOBBIX CIIOPOB;

BU/IBI pabouero BpeMeH!
Y BPEMEHH OTIBIXa;

TPYIOBBIX

TPYJIOBOM

GbopMBI M CHUCTEMBI
OIJIATHI TpyZa
pabOTHHKOB;

OCHOBBI OXpaHbl TPYa;
MNOPSIIOK W YCJIOBHUS
MaTepuanbHON
OTBETCTBEHHOCTH CTOPOH
TPYAOBOTO IOTOBOPA;
MOPSAI0K cynebHoro
pa3bupaTenbeTBa,
00KaNoOBaHus,
ONPOTECTOBAHUS,
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HCTIONTHEHHUS "
MepecMoTpa  PElICHUs

cyna;
(OpMBI  3aIIUTHl  TIpaB
rpaxmaH u
FOPUANMYECKUX JIHII;

BU/IBI u MOPSZIOK
TPaKJAHCKOTO u
aJIMHUHUCTPAaTUBHOTO
CyAOIpPOU3BOCTBA;
OCHOBHBIC CTaJluu
TPaXTaHCKOTO "
aJIMHHHCTPAaTUBHOTO
npoiiecca.
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KOMILJIEKT OEHOYHBIX CPEACTB TEKYIIEI'O KOHTPOJIA

JOKYMEHTAIIMOHHOE OBECIIEYEHME YIIPABJIEHUSA

40.02.04 IOPUCIIPYAEHIUA

IOPUCT

24



1.IHACITIOPT OINEHOYHBIX CPEACTB

Matpuua y4eOHbIX 3aJaHU I

Ne HauMeHnoBanue TeMbl

Buja KOHTPOJILHOIO 3aaHus

1 |Tema 1.1 JlokymMmeHTHpOBaHHUE
YIIPaBJICHYECKOM IeATEIILHOCTH

CamocrosTenbHas pa60Ta: IIoATrOTOBKa K JICKHHMOHHBIM U
IPaKTUYCCKUM 3aHATHUAM, IIOATOTOBKA JOKIaaa

[Ipaktnueckoe 3aHarme: (B ToM uuciae B (dopme
MPAKTHYECKOM MOATOTOBKH):

Ormpoc, BBITIOJTHEHUE MPAKTUYECKUX 3aJaHUl, 00CYKICHHUE
JOKJIa/1a

2 |Tema 1.2. OpranuzanuoHHEIC
JIOKYMEHTBI

CamocrosTenbHas pa60Ta: IIoATrOTOBKa K JICKIHHMOHHBIM U
IPaKTUYCCKUM 3aHATHUAM, IIOATOTOBKA JOKIaaa

[Ipaktnueckoe 3anarme: (B ToM uuciae B (dopme
MIPAKTHYECKOM MOATOTOBKH):

Ormpoc, BBITIOJTHEHUE MPAKTUYECKUX 3aJJaHUi, 00CYKICHHE
JOKJIaJia, TUCKYCCHS

3 |Tema 1.3. PacnopsiauTenbHbIC
JTIOKYMEHTBI

CamocrosTenbHas pa60Ta: IIOAroToOBKa K JCKIOMOHHBIM H
IPAKTUYCCKUM 3aHATHAM, IIOATIOTOBKA JOKJIaaa

[Ipaktnueckoe 3aHarme: (B ToM uucie B (dopme
MIPAKTHYECKOM MOATOTOBKH):

Ormpoc, BBITIOJTHEHUE MPAKTUYECKUX 3aJaHul, 00CYKICHHUE
JoKJIa1a. BeIMoTHEHNE TECTOBBIX 3ajaHUi

4 |Tema 1.4. UudopmarmoHHo-
CIIPABOYHBIC JIOKYMEHTBI

CamocrosTenpHas padoTa: IOATNOTOBKA K JICKIHOHHBIM H
MPaKTUYECKUM 3aHSATUSM, ITOJITOTOBKA MPE3CHTALIMN

[Ipaktnyeckoe 3aHsTHe: (B TOM uucie B dopme
MPAKTUYECKOU MOATOTOBKH):

OlTpOC, BEITNIOJITHCHUEC IIPAKTHYCCKHX SaI[aHHﬁ, npcaCTaBJICHUC
MIPE3ECHTALNN

5 |Tema 1.5. JlokyMeHTHI TIO
JMYHOMY COCTaBYy

CamocrosiTennpHas paboTa: TMOATOTOBKA K JICKITMOHHBIM |
INPAaKTUYCCKUM 3aHATHUAM, IIOATOTOBKA JOKIaaa

[IpakTnueckoe 3aHarue: (B TOoM 4ucie B (dopMme
MPaKTUYECKOMN MOATOTOBKH):

Ormpoc, BEITIOTHEHHE MPAKTUYECKUX 3aIaHUH, 00CYKICHHE
JOKJIa/1a

6 |Tema 2.1. Opranuzanus
paboThI ¢ TOKyMEHTaMH

CaMocrosTenbHas pa60Ta: noAroTOBKa K JICKIHIMOHHBIM U
INPAKTUYCCKUM 3aHATUAM, IIOATOTOBKA JOKJIala

[IpakTuueckoe 3ansitue: (B ToM umcie B (opme
MIPAKTUYECKON TTOJITOTOBKH):

Omnpoc, BBIMIOJIHEHNE MPAKTHUECKUX 3aaHUN, 00CyKIeHUE
JOKJIaga, 00yJaromue 3aHaTus Ha Tuathopme AKTHOH
CryneHTsl

PA3JIEJI 1. HIOAI'OTOBKA 1 O®OPMJUIEHUE OCHOBHBIX BU/I0OB

JOKYMEHTOB

Tema 1.1 JlokyMeHTHpPOBaHHE YIIPABJIECHYECKOM AeSITEIbHOCTH

Bomnpocs! a1 onpoca:

1.1lenu u 3amaun genonpon3BoAcTBa. OCHOBHBIC MOHATHS TACIUILTAHEI.
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1. Jlenonpou3BoOACTBO MO 0OpaICHUSIM TPaKIaH.

2. YTII0BOHM M MPOAOJIBHBIN CLIOCOOBI PACTIONOXKEHHUS PEKBU3UTOB Ha TOKYMEHTE.

3. IIpaBuna opopmiienus pexuzutos ¢ 01 mo 18.

4.TIpaBuna opopmienust pekBu3uToB ¢ 19 mo 30. CTpyKkTypa JOKyMEHTA.

5. Knaccudukanus 1OKyMEHTOB MO pa3iMyHbIM OCHOBaHHSAM. [loHATHE NOKyMEHTa, €ro
CBOICTBa, CIIOCOOBI JOKYMEHTUPOBAHUS.

6.Cucrema W THUIOBas TEXHOJOTHS IOKYMEHTAI[HOHHOTO OOeCHeueHHs YIpaBICHHS

(A0Y)

TeMbl [I0KJIA10B. <<I/ICTOpI/ISI pPa3BUTHA ACIOIIPOU3BOACTBAY, «CoracoBanue IIPOCKTOB
JAOKYMCHTOB»

IIpakTuyeckoe 3axanue: Opopmienue Ha [IK B MSWord pexBuzutoB ¢ 08 o 30 yrioBsiM u
IPOJIOJIBHBIMU CIIOCOOaMHU.

Tema 1.2. OprannzanmoHHbIe JOKYMEHTbI

Bonpocs! a4 onpoca:
1. Buabl opraHu3anMOHHBIX TOKYMEHTOB U UX 3HaYCHHE.
2. TpeboBaHuS K COACpKaHHIO W TpaBwia OGOPMIICHUS IOKyMeHTa. JlomKHOCTHas
MHCTPYKILIHSL.
3. TpeboBaHus K COAEp KaHUIO U MTpaBHiIa 0(OPMIICHUS TOKYMEHTOB:
4. Ilratnoe pacnucanue, Ilomoxxenue. IlpaBuna cocraBieHus U OoQOpPMIICHHS
OpraHMU3alMOHHBIX JOKYMEHTOB.

Tema goknana: «YupeauTeabHblil JOroBop: opopmiieHUE, 3HAUEHUE.

IIpakTnyeckoe 3amanme: OdopmieHne OpPraHU3alMOHHOTO JOKyMeHTa: J{oMKHOCTHas
uHCTpyKuusa crneuuanucra [IOP. Odopmnenue opranuzanuoHHoro nokymenrta: llltatHoe
pacrucaHue.

JMuckyccusi «OpraHn3alioHHbIE TOKYMEHTBI»

Tema 1.3. PacniopsiiuTebHble JOKYMEHTbI

Bonpocs! a4 onpoca:
1. PacnopsaurtenbHble JOKYMEHTHI: ONpeeIeHne, 3HAaUCHHE.

2. TlpaBmia ohopMIICHHUS PACTIOPSIUTENBHBIX JTOKYMEHTOB.
3. IlpaBuna coctaBieHus 1 OPOPMIICHHS PacTIOpsSIUTEIbHBIX JOKYMEHTOB.

TecrtoBble 3a1aHUsd

1 BAPUAHT
1. JlokyMeHT, aipecOBAHHBbIN BBILIECTOSIIIEMY PYKOBOAUTEIIO, € N3/10KeHHEM KOHKPETHOH
npoodJieMbl WM MOCTAHOBKON BONIPOCA U COAEPKALUMIA OTBEThI U NMPEAJI0KEHHUS - ITO
1. OObBsicHUTENIbHAS 3aIIUCKa;
2. JloknaaHasi 3anMcKa;
3. NndopmanmoHHoe NUCbMo;
4. IInuceMo-u3BelIEHNE.
2. JlokajabHbIi OPraHM3alMOHHO-NIPABOBO  [JOKYMEHT, YCTAHABJIMBAKOIIMN s
padoTHMKa opraHu3anuu (moapasaesieHHsi) KOHKPETHbIe TPYAOBbIe (JOJKHOCTHBIE)
00SI3aHHOCTH B COOTBETCTBHH C 3AaHUMAEMOM JOJIKHOCTBIO - 3TO
1. ToyoKHOCTHAS! MHCTPYKIUS;
2. Ilpuka3 pyKoBOOUTENS;
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3. lllTaTHOE pacniucaHue;

4. YcraB opranusaryi.

3. IIucbmo, cBOEBpeMeHHO MH(oOpPMUpYIOIEee 3aMHTEPEeCOBAHHOE J0/LKHOCTHOE JIMIO HUJIH
OPraHM3alMIo0 0 CBepIIUBIINMCH aKTe - 3TO

1. AKT;

2. JloxnagHas 3a1mcKa;

3. UudopmanimoHHoEe MUCHMO;

4. CrpaBka.

4. IlucbMeHHOe MpeNJioKeHHe OJHOI0 JIMLIA APYroMy JIMIY, BbIPa:KaolieMy KeJIaHHe
3aKJIKYUTH ¢ HUM J0TOBOP - 3TO

1. Odepra;

2. lenoBoe (ciry>ke0HO€) TUCHMO;

3. loroBop 0 COTpYJIHUYECTBE;

4. 3asBneHue.

5. JlokyMeHT, OOBSCHSIIOIIUI BbIIMIECTOAEMY HEMOCPEACTBEHHOMY PYKOBOIMTEIIO
NPUYUHBI HEBBINOJHEHUS] KAKOro-iu00 TMOpy4YeHHs, HAPYLIeHUs1 TPYAOBOH WU
T€XHOJIOTHYeCKOMH TUCIUIITUHBI - ITO

1. JoxnaaHas 3anucka;

2. OObsCHHUTENIbHAS 3aIIUCKa;

3. AKT O HapyIICHUU TPYIOBOU AUCIUIUIUHBL;

4. ITucbMO-HU3BEIICHHUE.

6. IIpaBoBoii aKT, onpefe/J AN CTATYC OpPraHU3aliy, ee 3aJa4d M (YHKUUH, IPaBa,
OTBETCTBEHHOCTb, NOPS/IOK eI TeJIbHOCTH - 3TO

1. llltaTHOE pacnucaHue;

2. [IpaBuiia BHyTpEHHET0 TPYAOBOTO PACIOPSIKA;

3. UHCTpyKIIMS OpraHU3alMOHHO-METOUYECKOTO Ha3HAUCHHS;

4. Ionoxenue 06 opraHU3aIUy.

7. JoKyMeHT, OTpa:kKallIuil TPOU3BOJACTBEHHYIO /eAATEJbHOCTh OPraHM3alUM WJIH
NMOATBEPKAAOMINI CBeIeHUs 0 ee pa00THUKAX - 3TO

1. ITpuka3 mo OCHOBHOM AEATEIbHOCTH;

2. lenoBoe (ciry>ke0HO€) TUCHMO;

3. CityxebHas 3armcka;

4. CnpaBka.

8. Bua nucbMeHHBIX JOKYMEHTOB, B KOTOPbIX (UKCHPYIOT pellieHHe aIMUHUCTPATUBHBIX U
OPraHM3alMOHHBIX BOINPOCOB, A TAaK:Ke BONPOCOB YNPABJEHUSl, B3aNMOJCHCTBHS,
o0ecrieyeHUs] M peryJiMpOBaHUsl [eSITEJIbHOCTH OPraHOB BJIACTH, YUpeKJAeHHI,
NpeanpUATHH, OPraHU3alUi, U3 OApa3JeJJeHUH U J0JKHOCTHBIX JIHI - 3TO

1. I[TonoxxeHus 00 opraHU3aLMK UM CTPYKTYPHOM IO/Ipa3/IeJICHUN;

2. IIpoTokosibl 0OIIMX COOpaHMIA;

3. enoBeie (citykeOHbBIC) TUCHEMA

4. OpraHu3almoOHHO-pacopsAIUTENbHAs JOKYMEHTAIHS.

9. Ilncbmo, KOTOPOE COEPKUT ONMUCAHME PEKJIAMHUPYEMbIX TOBAPOB MJIM YCJIYT - 3TO

1. Pexnamarus;

2. O0BbAcHUTENbHAS 3aIHUCKA;

3. PexnamHoe nucopmo;

4. ConpoBOUTEIHHOE MUCHMO.

10. [doxkymeHT, B KOTOpPOM (uUKCHpYeTCS NOCJAEA0BATEIbLHOCTh W  COJAep:KaHue
00Cy:K1aeMbIX KOJJIETHAJIbHBIM OPraHoM (coBemianueMm, KoHdepeH e, COBETOM M T. [1.)
NMOCTABJIEHHBIX BONMPOCOB M NPUHATHIX PeLIEHUI - 3TO

1. AuxTodoH;

2. IlocranoBneHue;

3. AKT;
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4. IIpoToxon.

11. IIucsmo, coaep:kaiiee He TOJbKO HAIOMUHAHNE O BbINOJHEHUH B3ATHIX 003aTe/IbCTB,
HO U BO3MO’KHbIE MepPbl, KOTOpPbIe Oy1yT NPUHATHI IPH UX HEBBINOJIHEHUH - 3TO

1. JoxnaaHas 3amucka;

2. ITuceMo - U3BelIEeHHE;

3. IIncbMo-HaAIIOMUHAHKE;

4. ITuceMmo - ipocwoa.

12. /IokyMeHT, JeTaJbHO PerjiaMeHTHPYIIIUM BONPOCHI NMOBCEIHEBHOH esiTeILHOCTH
NpenpuATHS - 3TO

1. [llTaTHOE pacnMCaHuE;

2. IIpaBuiia BHYTPEHHETO TPYJOBOTO PACIIOPAIKA;

3. YcraB opranuzanuu;

4. IlpaBwiia TeXHUKH O0€30MTaCHOCTH.

Bonpoc 13. JlokymMeHT, COCTaBJIEHHbIii HECKOJbLKUMH JHIAMH (KOMHCCHEH),
NMOATBEPKAAIONIUI  yCTAHOBJIeHHbIE (PaKTbl, COOBITHS WJIH [IeHCTBHS, a TaKKe
(uxcupyommii pe3yjJbTaTbl peBU3Mii, MHBEHTAPU3aIUii, IpUeMa-NiepeayH WIN CIIUCAHUS
MaTepHaJIbHBIX HEHHOCTEe, MIpHeM 3aKOHYEHHBIX padoT U T. 1. - 3TO

1. ITpoToxout;

2. Pemrenue;

3. lenoBoe (ciry>ke0HOE) TUCHMO;

4. AxT.

2 BAPUAHT
1. IlpaBoBoii aKT pyKoOBOAMTEJISI PEANPUSTHS - ITO
1. Peakiust Ha 3a0acTOBKY;
2. JIuiieHue npeMuu;
3. Ilpukas;
4. JTro6ble necTBUSI pyKOBOJUTEIIS.
2. ®opMa BHYTpPeHHeEH 1e10BOM NMEPEeNnuCKH MEXKAY NMOApa3AeIeHUAMH OPraHu3auuu WJIn
JAOJKHOCTHBIMH JIMIIAMHU, He HAXOASAIIMMHUCS B IPSIMOM NOJXYUHEHUH - ITO
1. Cny>xeOHas 3amuCKa;
2. O0BACHUTEILHAS 3aIHUCKA;
3. JloknaaHas 3anucKa;
4. DIEKTPOHHOE MHUCHMO.
3. COBOKYNHOCTH HIMPOKO NMPUMEHSIEMBIX B YIIPABJICHUH BHI0B I0KYMEHTOB, H31aBaeMbIX
PYKOBOJACTBOM OPraHM3allUH, COAEPKAIIUX YIIPABJeHYeCKUe pellleHHs], HATPABJeHHbIe HA
peanu3anui0 CTOSIIMX MepeJ OpraHu3anMeil TeKyIIMX M NEepPCHeKTHBHBIX 3a4a4, H
00J1a1aI0IIUX IOPUAMYECKON CHIIOH - ITO
1. PacniopsiiuTeNbHBIE TOKYMEHTHI;
2. lenoBsle (city>keOHbIE) MUCHMA;
3. Opranu3alOHHbIE TOKYMEHTHI;
4. UndopmMalioHHO-CITPaBOYHBIE JJOKYMEHTHI.
4. Kommepuecknii JOKYMEHT, HNpeICTABJAIOIMI c000il npeabsiBJIeHHE IPETEeH3HH K
CTOpPOHEe, HApYLIMBIIeH NPHUHATHIE HA cedsl JAOrOBOpPHbIe 00s13aTe/IbLCTBA, U TpedoBaHMe
BO3MelleHHs yuiep0a - 3To
1. Odepra;
2. IluceMo - u3BeIlcHHE;
3. CyneOHbIil HCK;
4. Pexnamanus.
5. Ilncpmo, KOTOpPOE COCTABJISIIOT NPH OTHPABKe aJpecaTy KaKUX-au00 JO0KYMEHTOB MU
MaTepHaJIbHbIX HEHHOCTEH - 3TO
1. ITucpMoO - M3BeENICHUE;
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2. PeknamMHO€ THCHEMO;

3. ConpoBoaHTENbHOE TUCHMO;

4. O0bsicHUTENbHAS 3aIllUCKA.

6. IlucbMeHHBIH JOKYMEHT, COJep:Kalluii onepaTuBHYI0 HMHGOPMAaIUIO, NepelaBaeMylo
YCTHO 10 KAHAJIAM TeJIe(DOHHOI CBSI3M - 3TO

1. ®akc;

2. Tenerpamma;

3. Tenekc;

4. Teneonorpamma.

7. JIOKyMeHT, HanpaBJisieMblil ¢ HeJbI0 MOATBEPKAEHUS JAHHBIX paHee O0eIAHMHA WU
OrOBOPEHHBIX YCJIOBHI - 3TO

1. IInceMo - U3BElICHHE;

2. 'apaHTHiiHOE TMCHMO;

3. UcrionHUTENbHBIN JTUCT;

4. JloxkitagHas 3ammcKa.

8. Yka3zanmue, [locranoBjenue, Pemenue, PacnopsizkeHue OTHOCAT K

1. Opranu3alMOHHBIM JOKYMEHTAM;

2. PacniopsiiuTeIbHBIM JOKYMEHTAM;

3. OnepaTtuBHO-UH(POPMAIIIOHHBIM TOKYMEHTAM;

4. UndopmanoHHO-CIIPaBOYHBIM JJOKYMEHTaM.

9. YcraB opranu3anmu yrBepKaaercs

1. 'eHepalIbHBIM TUPEKTOPOM;

2. PykoBoauTeneM HajI0roBOl MHCIEKLIUY;

3. IIpoTrokosioM coOpaHusi TPYJOBOTO KOJUIEKTHBA;

4. Yupenutenamu (y4aCTHHUKAMHU),

10. U3meHeHMsl B IITATHOE PAaCIIUCAHME BHOCSTCS

1. [Ipuka3zom pyKOBOJIUTENS] OPraHU3alINY;

2. NHcnekTopoM oTAerna KaJapoB;

3. ITo cornacoBaHHUIO ¢ AUPEKTOPOM IO NIEPCOHAILY;

4. LupkyJISSpHBIM TUCEMOM BBIIIECTOSIIEH OpTraHU3aIliy.

11. {0/12KHOCTHBIC HHCTPYKIIMHU Pa3padaThIBAIOTCH

1. TONBKO AJI aAMMHUCTPATUBHO-YNIPABIEHUECKOT0 IEPCOHANIA;

2.TOJBKO ISl CTIELIMAIIUCTOB;

3. TOJBKO AJIS CIIy’KalluX;

4. Ha BCE IOJHKHOCTHU, IPETYCMOTPEHHBIE IITATHBIM PACIIUCAHUEM.

12. Ecau coTpyAHMK, BU3MPYIOLIMII JOKYMEHT, He COIJIaCeH YACTUYHO MJIM MOJHOCTHIO C
TEKCTOM JIOKYMEHTA, OH /10JIKeH

1. oTkazaTbcs BHU3UPOBAaTh JOKYMEHT C IMOCIEAYIOIIUM OOBSICHEHHEM PYKOBOJACTBY CBOEH
MO3ULINY;

2. 3aBU3UPOBAThH JOKYMEHT;

3. BHECTH KOPPEKTHUBBI B IOKYMEHT;

4. YHUUYTOXXHUTH JIOKYMEHT.

13. CraHpapTHbIii CPOK NOATOTOBKH IPOEKTOB IOCTAHOBJICHHH, OT NOPY4YeHHUS Ha
MOATOTOBKY /10 NlepeAayy HA MOANNChH, YCTAHOBJIEH B

1. 3 pabounx aHs;

2.5 pabounx qHEH;

3. 10 paGouux mHeEl;

4. 15 paGounx gHEM.

IIpaBWJIbHbBIE OTBETHI

1 BAPUAHT 2 BAPUAHT

1- 2 [ 8-4 1-3 [8-2
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2-1 9-3 2-1 9-4
3-3 10- 4 3-1 10-1
4-1 11-3 4-4 11- 4
5-2 12-2 5-3 12-2
6-4 13-4 6- 4 13-4
7-4 7-2

MeHee S MPaBUJIbHBIX 0TBETOB «2»;

5- 8 — «3»;

8-11 — «4»;

BC€ MPABUJIbHBIC OTBETHI «5»

Tema pokaaga: «lIpouenypa mnepegauv — IOJIHOMOYMM PYKOBOAMTENS Ha BpEMS €ro
OTCYTCTBU», «CTauy MOATOTOBKH PaCIOPSAUTEIbHBIX TOKYMEHTOBY

IIpakTuyeckoe 3aganue: odhopMiICHHE PACIOPSAUTENBLHOTO ToKyMeHTa: [Iprka3 mo ocHOBHOM
JesTeTbHOCTH. Bhimucka u3 npukasa.

Tema 1.4. UH(opManinoHHO-CIIPABOYHbIE JOKYMEHTHI

Bonpocsl quist onpoca:

JlenoBsie (city>ke0HbIC) TUChbMa. TpeboBaHUsS K 0QPOPMIICHUIO O(UITUATBHBIX TUCEM.
AXT: TIOHsITHE, 3HAUYeHUE. Bupl aKTOB.

[TpaBuna opopmiieHust AKTa peBU3HHU (IIPOBEPKH JIEATSIBLHOCTH).

[TpaBuna opopmiieHust npotokosa. [loiaHas u kparkas GopMbl IPOTOKOJIA.
Brinucka u3 npoTokoia.

[IpaBuia opopmiIeHHs JOKIAAHBIX, OObICHUTEIBHBIX, CITy’KEOHBIX 3aITUCOK.

ok wNE

Tema npe3entanuu: «MHpOpMAITMOHHO-CIIPABOYHBIE JOKYMEHTHI»

IIpakTH4yeckoe 3a1aHue:

1. Odbopmnenne nHPOPMALTMOHHO-CITPABOYHBIX IOKYMEHTOB:

MUChMa-HAMIOMUHAHUS, TUChbMa-TIPUTIAIIEHUS M OTBETOB HA HUX.

2. Odopmienne wHPOPMAIMOHHO-CIIPABOYHOTO JOKYMEHTA: aKTa MPOBEPKU JESITEIbHOCTH
(peBu3uM).

Tema 1.5. JlokyMeHTBI 10 JINYHOMY COCTABY

Bomnpocs! pJs onpoca:

JIOKYMEHTBI 10 INYHOMY COCTaBY (KaJpOBbI€): BUJIbI, 3HAUEHUE.
JlokyMeHTupOBaHuE Ipolecca pruemMa Ha padoTy.
[TepconanbHbie JaHHBIC. 3aIIUTa MEPCOHATBHBIX JaHHBIX.
Cocrasnenue Pe3tome 1 TMUHOTO 3asBJICHUS, XapaKTEPUCTUKH.
[Ipuka3 o IMYHOMY COCTaBY: 3HAUEHUE, TPaBUIa OPOPMIICHHUS.
Bunel npukasos mmo nuuHomy coctaBy. CpoKu XpaHEHHsI IPUKA30B.
TpynoBoit 1oroBop: coaepxkaHue, mpapmia 0hOPMIICHHS.
Benenve Tpyn0BOi KHIXKHU.

JIndHoE N1eno u JInyHas KapToyka.

CoNoORwWNE

[IpakTHueckoe 3aJaHue: COCTaBIEHHE CXeM «J[OKyMEHTUPOBAHUE IIPU YBOJILHEHUHN paOOTHHUKAY,
«/lokyMeHTHpOBaHHE TIIpH TepeBojae pabdOTHHKA», «JloKyMeHTHpOBaHWE TIpH TpHEME
pabOTHHKAY.

Tema pokiaana: «JIuunoe geno pa6OTHI/IKa; BCACHUEC JIMYHOT'O ACIa»

HpaKaneCKoe 3aJaHue: O(I)OpMJICHI/IC PE3OMCE, JIMYHOT'O 3asABJICHUA paGOTHI/IKa.
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Odopmienune nprkasa Mo JUYHOMY COCTaBY. 3aMOJTHEHUE TUIIOBOW (JOPMBI TPYAOBOTO IOTOBOpa
u Onanka (oOpasia) TpyA0BOW KHUKKH.

PA3JEJI 2. TEXHOJIOI'US PABOTBI C JOKYMEHTAMMX

Tema 2.1. Opranuszauusi padoTbl ¢ J0OKYyMEeHTaMH
Bonpocs! 14 onpoca:

1. Opranmzanust JOKyMeHTOOOOpoTa: mpueMm, o0padoTKa, perucrpauus, KOHTPOJb
JIOKYMEHTOB.

2. CucremaTtu3anus J0KyMeHTOB. Pa3paboTka HOMEHKJIATYpHI Jeil.

3. ®opMupoBaHue Jena: MOHATHE, TPEOOBaHUS, TIPU3HAKH.

4. IloaroroBka JOKYMEHTOB K apXMBHOMY XpaHEHHUIO. DKCIIEPTU3a LICHHOCTH IOKYMEHTOB.

5. Pabora ¢ JoKyMEeHTaMu 110 OOpaIeHUSIM TPaXKIaH.

6. TenekOMMyHHMKAIIMOHHbIE  TEXHOJOTMM B DJIEKTPOHHOM  JOKYMEHTOOOOpOTE.
OCOOCHHOCTH ~ JeNIOTIPOM3BOACTBA IO  OOpaIIeHUsIM TPaXAaH W KOH(HUICHIHAIHLHOTO
JIEJIONPOU3BOJICTBA

Tema noxkaana: «{udposas moanuch B 3JEKTPOHHOM JOKYMEHTOOOOPOTEY.

HpaKTH‘leCKOG 3aJJaHue: O(bOpMJ'IeHI/Ie HOMCHKIJIATYPBI ACJI; aKTa O BBIACIICHUHU K
YHUYTOXKCHHUIO JOKYMCHTOB, KaK HCIIOJICIKAIIINX XPAHCHUIO.

O0yuaromue 3aHATHA Ha IIaT(popMe AKTHOH CTyIeHThI
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KOMILIEKT OIIEHOYHBIX CPEJICTB IIPOMEXYTOUYHOMN ATTECTAIIUU

JOKYMEHTAIIMOHHOE OBECIIEYEHMUE YIIPABJIEHUSA

40.02.04 IOPUCIIPYAEHIUA

IOPUCT
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IlepeyeHb BONMPOCOB K IK3aMEHY

. IIpeamer, uenu u 3agauu TUCLMITIIMHBIL.

. [lonsaTne o nokymenre. PyHKIUHA TOKYMEHTOB.

. @OpMBI OpraHM3aLuu 1eI0IPOU3BOICTBA.

. HopmatuBHO-MeToqMueckas 6asa AeI0mponu3BOICTBA.

. ['ocynapcTBeHHas cucreMa JOKyMeHTaImoHHOro obecnieueHus ynpasienus (I'CHOY).
. [TonsiTHE TOKYMEHTA, €r0 CBOMCTBA, CIIOCOOBI IOKYMEHTHPOBAHUSI.

. 'OCTpl1 1 HOpMATHUBBI B TOKYMEHTAITMOHHOM OOCCIICYCHHUH YIIPABICHUSI.

. OdbopmiieHne ciy>keOHBIX OTMETOK Ha JOKYMEHTE.

. TeKCT 1 311€MEHTHI TEKCTa JOKYMEHTA.

10. CornacoBanue, NOANMCAHUE U YTBEPKICHUE JOKYMEHTA.

11. Knaccudukanus 10KyMEHTOB.

12. Hopmsl u TpeOOBaHus K pa3MELICHUIO PEKBU3UTOB.

13. Onpenenenne «0JIaHK JOKYMEHTA), BUJIbI OJJAHKOB.

14. TpeboBanus K 0hOpMIICHHIO OJIAHKOB JOKYMEHTOB.

15. IlpaBuna cocraBiaeHus U O(QOPMIIECHUS OPraHU3ALMOHHO-PACIIOPAIUTEIbHBIX JTIOKYMEHTOB
(OPJI).

16. XapakTrepucTuKa OpraHu3aliOHHO-TIPABOBBIX JOKYMEHTOB.

17. YcraB: onpenenenue, BUAbI U pEKBU3UTHI

18. TpeboBaHuUs K COCTABICHUIO U O(POPMIICHUIO OJIOKEHHUS.

19. Cucrema u TUTIOBAsI TEXHOJIOTHUS JOKYMEHTAIIMOHHOTO oOecrieueHus yrpasienus (JI0Y)
20. IToarotoBka pacnopsIMTENbHBIX JOKYMEHTOB, M3/1aBa€MbIX B YCIOBHSX €JMHOJIUYHOIO
IPUHSTHS PEILICHUS.

21. XapakTepucTUKa pacHOPsAUTENbHBIX TOKYMEHTOB.

22. TpeGoBaHUs K TEKCTY PacIOpIIUTEIbHBIX JOKYMEHTOB.

23. Ilpuka3. [ToHsATHE U BUIBI IPUKA30B.

24. O6mas xapakTepucTuka HHPOPMAIIMOHHO-CIIPABOYHBIX IOKYMEHTOB.

25. TpebGoBaHuUs K COCTABICHHUIO U OPOPMIICHUIO CIIPABOK.

26. JloknanHas u o0ObsICHUTENbHAS 3alIUCKU, CTPYKTYpa U MpaBuia ohopMIeHHS.

27. TpeGoBaHuUs K COCTaBIECHHIO U OPOPMIICHHUIO aKTOB.

28. IIpoToKoJ, ero xapakTepuCcTHKa U MpaBuiIa 0POPMIICHHUS.

29. OopmiieHus CiTy>K€OHBIX ITHCEM.

30. Bunpl cityKeOHBIX TTUCEM.

31. OcoGeHHOCTH OGOPMIIEHHS TEIEerPaMMBbl, T€Ie(POHOTPAMMBI.

32. Bunbl 1 Ha3HAYEHUE TOKYMEHTAIINH 110 JUYHOMY COCTaBY.

33. Pe3tome u 3asBiIeHUE O IpUeMe Ha paboTy, OCOOEHHOCTH MX COCTABIICHHUS.

34. Tlpukassl 0 JMYHOMY COCTaBY, CTPYKTypa U MpaBuiia 0pOpMIICHHUS.

35. XapakrepucTuka Tpy10BOro 10OrOBOpa.

36. XapakTepucTuka u aBToouorpadus, 0cOOEHHOCTH UX COCTABIICHUS.

37. TpynoBasi KHIKKa: BblJaua, opopMIIEHHE U XpaHEHUE.

38. CtpykTypa U GyHKIHMH CIY>KObI JOKYMEHTAI[MIOHHOTO 00eCTIeueHHs YIIPaBICHHUS.
39. Opranusanus JOKyMeHTO000pOTa.

40. KoHTpOosIb HCIOTHEHUS JOKYMEHTOB.

41. Peructpanus 10KyMEHTOB.

42. TexHomorusi paboThI ¢ OOpaAIICHUSIMHU TPaXK/IaH.

43. Buspl oOpatieHuii rpaxaH.

44. Ha3naueHue ¥ BUAbI HOMEHKIIATYPHI €Il

45. OdopmieHre HOMEHKIATYPHI Jell.

46. IIpaBuna GopMUPOBAHUS PA3IMUHBIX KATETOPHI TOKYMEHTOB B JI€ja.

47. TpeGoBaHus, MpeaAbsABIsieMble K (POPMUPOBAHUIO JIEI.

48. Buapl koHpuaeHIMATBEHON HHDOPMALIUH.

O 00 1 N DN K W —
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49. OcobeHHOCTH KOHPUICHITMATHLHOTO JASTONPOU3BOICTBA.
50. Ilepenaua nen B apxus.

51. OcoOeHHOCTH MACNIONPOU3BOACTBA 1O OOpalIeHUsM TpakKIaH W KOH(DHICHIIMAIBHOTO
JIeTI0NPOU3BO/ICTBA.

52. Kak o¢opMisTh OpraHu3alOHHO-PACHIOPSAUTENBHBIE JOKYMEHTBI B COOTBETCTBHU C
nerctBytomuM ['OCTowm.

53. Kak ocymecTBiasITh 00paOOTKYy BXOISIIMX, BHYTPEHHUX M HCXOIAIIMX JTOKYMEHTOB,
KOHTPOJIb 32 UX UCIIOJIHEHHEM

54 Kak odopMIISTh TIOKYMEHTHI [ Iepeadd B apXUB OpraHU3allHH.
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PEKOMEH/IAIIMH 11O BBIIIOJIHEHUIO BUJIOB CAMOCTOSITEJIBHOM PABOTHI
OBYYAIOIIUXCHA

PexoMenganuy mo moJaroToBKe K JeKIUAM

['maBHOE B TMepuoJ TMOArOTOBKM K JIEKIUOHHBIM 3aHATHSM — HAy4UTbCAd METOJaM
CaMOCTOSITEJIbHOIO YMCTBEHHOI'O TpyJa, CO3HATEJIbHO DPAa3BMBATh CBOM TBOPUYECKHE CIOCOOHOCTH H
OBJIaJ€BAaTh HAaBBIKAMU TBOPUYECKOW palOoThlL. {1 3TOro HEOOXOAMMO CTPOro COOMIONATh AUCLUIUIMHY
yuebbl U TOBeJeHUA. YeTkoe IJIaHMPOBAaHUE CBOEro pabodyero BpPEMEHM M OTHbIXa SBISIETCS
HEOOXOIMMBIM YCJIOBUEM JUISI YCTICUTHON CaMOCTOSITEIbHON pabOTHI.

Kaxzomy CTyAeHTy cielyeT COCTaBIATh €KEHEAEIbHbINA U CEMECTPOBbIH IJIaHbl PA0OTHI, a TAKXKE
IUTaH Ha Kaxabli pabounii neHb. C Beuepa Bceraa HaJo0 paclpeaciaTh padoTy Ha 3aBTpalIHUI eHb. B
KOHIIE Ka)/10T0 JIHS 11eJ1eCO00pa3HO MOABOAUTE UTOT pabOThI: THIATEIbHO POBEPHUTH, BCE JIU BHIIIOIHEHO
10 HaMEUYEHHOMY IIJIaHy, HEe ObUIO JIM KaKUX-IIMOO OTCTYIUICHWH, a €Clii ObUIHM, IO KaKOW MPUYHHE 3TO
npouzonuio. HyXHO OCYyIIECTBISATh CaMOKOHTPOJb, KOTOPBIA sBIsSETCA HEOOXOAMMBIM YCIOBHEM
ycnemHoi yueObl. Ecium 4TO-TO OCTajoCh HEBBINOJIHEHHBIM, HEOOXOAMMO H3bICKATh BpeMs JUIs
3aBepILEHHs 3TON 4acTH padoThl, HE yMEHbIIasi 00beMa HEJeJIbHOIO TUIaHa.

PexoMeHIanMu M0 MOATOTOBKE K MPAKTHYECKUM 3aHATHIM

HpI/I MNOATOTOBKE K IPAKTHYCCKOMY 3aHATUIO CTYACHT MOOJDKCH O3HAKOMUTBHCA C IIJIAHOM,
BBIITOJIHUTH BCC MHCTPYKIUU, ITPCATTONKCHHBIC ITPEIIOAaBaTCIICM.

PGSYJ'IBTaTOM pa6OTbI SABJIACTCA CBO60,Z[HOC BJIaACHUC TCOPCTUYCCKHM MATCPpHaIOM, IIOJHBIC
OTBCTHI HAa MMOCTABJICHHBLIC BOIIPOCHI, KOJIJICKTUBHOC 06Cy>KIleHI/IC HpO6JIeMHI>IX TCM.

MeToanuyeckue peKOMeHIalMU 10 MOATr0TOBKE J10KJIA0B

Hokman — mnyOomuyHOe cooOIIeHHne, MpeACTaBIsAoNIee cOoO00H pa3BepHYTOe H3JI0KEHHE Ha
OTIpEe/ICNICHHYIO TEMY.

PasnuyaroT crnenyromue BHIBI AOKIAAOB: HAYYHBIH JOKJIan W ydeOHBIM nokian. Hayunble
JOKJIa/Ibl TOTOBSITCSI HAYYHBIMH PaOOTHUKAMU ISl TPEACTABICHUS CBOMX pe3YyJbTAaTOB HAa HAyYHOU
KoH(epeHIH, HaydyHOM ceMHuHape u 1p. K yueOHBIM J0KIagaM OTHOCSTCS CTYACHUYECKHE JOKIAAbl U
T00bIe IPYTHUE TOKIIAbI, TOATOTaBINBAEMbIE O0YJAIOITUMUCS CPETHUX 00pa30BaTEIbHBIX YUPEKICHHI.

st Toro, yToOBI 001eTYUTH PabOTy HAl TOKJIAIOM, TpeuiaraeM pa30oUTh MPOIECC Ha HECKOIBKO
MocJieIoBaTeIbHbIX dTanoB. Hameemcst, 4To 3HAKOMCTBO C HUMH ITOMOXKET BaM OBJIAJCTh HEOOXOIUMBIM
WHCTPpYMEHTapueM U pa3o0paThCsl B MPUHIIUIIAX TOCTPOCHUS MUCbMEHHOUN paboThlI.

JTarsl IOArOTOBKH JOKJIAaAa

1. IloaroToBKa U MJIaHUPOBAHHME.

2. Bo1bop 1 oco3HaHME TEMBI JOKIIaaa

3. [TonGop UCTOYHUKOB U JTUTEPATYPHIL.

4. Pabota ¢ BbIOpaHHBIMU UCTOYHUKAMU U JIUTEPATYPOI.

5. CucremaTuzalus 1 aHaJIu3 MaTepuana.

6. CocraBrieHue pabouero IjiaHa J0KJIaja.

7. ITuckMeHHOE U3NIOKEHUE MaTepuala mo mnaparpadam.

8. PenaktupoBanue, mepepadoTKa TEKCTA.

9. Odopmrnenue nokmaa.

10. BeicTymuieHue ¢ JOKIaI0M.

[Ipy moaroToBke AOKIIAga pEKOMEHAYETCS MPUAEPKUBATHCS CIEAYIOIIUX TIPABUIT:

Bo-miepBbIX, HEOOXOAMMO YETKO COOJIIOIaTh PETJIAMEHT.

Jyist TOro 4TOOBI YIOXKUTHCSI B OTBEACHHOE BPEMsI HEOOXOIUMO:
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a) T@AaTeabHO OTOOpaTh (aKThl W MPHUMEPHI, UCKIIOYUTh M3 TEKCTa BBICTYIUICHHUS BCE, HE
OTHOCSIIEECs HAIPSIMYIO K TeME;

0) UCKJIIOYUTH BCE TTOBTOPHI;

B) BECh WLIIOCTPATUBHBIN Marepwaln (rpaduKu, AUArpaMMbl, TaOIUIbI, CXEMBbI) OJDKEH OBITh
MOJITOTOBJICH 3apaHee;

') HCOOXOAMMO 3apaHee MPOrOBOPHUTH BCIYX TEKCT BBICTYIUICHHSI, 3a()UKCUPOBAB BPEMS U CJICIIaB
MOMPaBKy Ha BOJHEHHE, KOTOPOE HEU30EKHO YBEIMYUBACT BPEMS BBICTYILJICHUS Mepe ayAUTOPUEH.

Bo-BTOpBIX, TOKIa/1 JOIKEH XOPOIIO BOCIPHHUMATHCS HA CITyX.

OT0 mpeanoaraer:

a) KpaTKOCTb, T.€. UCKIIFOUYEHUE U3 TEKCTa CJIOB U CJIOBOCOYETAHHH, HE HECYIITHX

CMBICJIOBOM Harpy3Ku;

0) CMBICTIOBYIO TOYHOCTbH, T.€. OTCYTCTBHE BO3MOXHOCTH JBOSIKOTO TOJKOBAaHUS TE€X I HHBIX
pas3;

B) OTKa3 OT HEONPABJAHHOTO WCIOJB30BAHUS MHOCTPAHHBIX CJIOB U CJIOXHBIX IPAMMaTHYECKUX
KOHCTPYKIHUH.

JloKJTa el OTICHUBAIOTCS TIO CIICTYFOIIIHMM KPUTEPHSIM:

- coOroicHUE TpeOOBaHUM K €ro 0pOpPMIICHUIO;

- HEOOXOIMMOCTh U JJOCTATOYHOCTh MH(OPMAIIUU JJIT PACKPBITHS TEMBI;

- yMeHHEe 00yJaromierocst CBOOOIHO U3JIaraTh OCHOBHbIE HJI€U, OTPAKEHHBIE B JTOKJIAIE;

- CITOCOOHOCTH yYaIerocsi OHATh CyTh 33JaBacMbIX €My BOIPOCOB U C(HOPMYITHPOBATH TOYHBIC
OTBETHI HAa HUX.

MeTtoauveckue peKOMeHIAIMH 10 MOATOTOBKE MpPe3eHTAI[Hit

MynbTuMeauiiHas Mpe3eHTaluss NpeACTaBIsieT CcoO0M KOMIUIEKC BCEX BO3MOXKHBIX CpEACTB
npencraBieHus uHpopMauu (TeKCT, rpaduka, aynuo, BHIEO, aHUMAIWs), TOAYMHEHHBIH 3alaHHOMY
CLICHApHIO U UMEIOLINI HaBUTALHIO.

[IpeseHTanysi UMEET CHOXKET, CLIEHApUMl U CTPYKTypy, KOTOpas OopraHu3oBaHa Ajs yA0OHOro
BOCIIPUATHS HHPOPMALIUH.

TexHosorust coznaHus MPe3eHTalu COCTOUT U3 TPEX TAIOB:

IlepBbiii dTan. [InanupoBanue npe3eHTalu.

[InanupoBaHue BKIIIOYAECT:

. Onpenenenue uenu.

. Onpepenenue 3a1a4 MPe3eHTAIINH.

. [Ton6op HEOOXOAMMOM HHPOPMAITUH.

. [InanupoBaHue BBICTYIIJICHUS U ONPE/IeNIEHne HEOOX0AMMOI0 BPEMEHH.

. @opMupoBaHUE CTPYKTYPhI IPE3ECHTALIUH.

. IIpoBepka JIOruKu nojauu MaTepuania.

. IToaroroBka 3aKJIrO4EHUS.

Bropoii 3Tan. PazpaboTka npe3eHTanuu.

PazpaboTka mpe3eHTalum BKI0YaeT:

1. Tlouck COOTBETCTBUS METOAOJOTMYECKUX TPeOOBAaHUM IMOATOTOBKH CIIAWOB C TMPOEKTHUPYEMBIMU
cllaiijlaMH NPE3EHTalUH.

2. O6ecnieueHue BEPTUKAIbHON U TOPU3OHTAILHOM JIOTUKU COJIEPIKaHUS.

3. Pa3paboTka nu3aiiHa.

4. B100p ONTUMaNIbHOIO COOTHOLIEHHS TEKCTa U Tpadudeckoil HHOpMaLIUH.

Tpernii 3tan. OTnanka ¥ MpoBepKa NPE3EHTALNN.

B npesenTanuu BeIensA0T qBa O6710Ka: opopmileHne claiflfioB U MpeicTaBlIeHne UHPOpMaIUK ISl HUX.

~N NN kW=

Meroanyeckue peKOMEHAAIUH 110 NOAr0TOBKE KOHCIIEKTOB
IIpu moAroTOBKE KOHCIIEKTa PEKOMEHIYETCS IIPUAECPKUBATHCS TAKOM MOCIEA0BATEIIBHOCTHU
1.IIpournte TEKCT.
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2.0mnpenenuTe 1eab U3yYCHUs] TEMBI (KaKue 3HAHUS JTOJDKHBI MMPUOOPECTH U KaKUMHU YMEHUSIMH
obanarh).

3.BrigennTe 0CHOBHBIC MOJIOKECHUS.

4 .IlpoaHanu3upyiTe OCHOBHBIE MOJIOKECHUSI.

5.CnenaiTte BBEIBOIEL.

6.CocTtaBbTe KpaTKy!o 3aIHCh.

Padora c 1MTepaTypHBIMHM HCTOYHUKAMH

B npouecce o0yueHust cTyieHTY HEOOXOAUMO CaMOCTOSITEIbHO M3ydaTh Y4eOHO-METOJUYECKYIO
muteparypy. CamocTosTensHO paboTarh ¢ yueOHMKaMHu, yueOHbIMU 1ocoousMu, MHTepHET-pecypcami.
OTO MO3BOJIAET AKTUBU3UPOBATh INPOLIECC OBJIAAECHUSA HH(POpMaLMel, CHocoOCTBYeT TITyOOKOMY
YCBOCHUIO U3Y4aeMOro MaTepHaa.

[Tpu pabote ¢ KHUroi HEOOXOIUMO MOAOOpaTh JIUTEPATYPY, HAYUUTHCS MPABHIBHO €€ YHUTaTh,
BECTH 3aIlUCH.

N3yuas marepuan no y4eOHHUKY, CleAyeT MEpPEeXOIUTh K CIEIyHOIIEeMYy BOMNPOCY TOJIBKO IOCIHE
MMPaBHUJIbHOTO YACHCHUSA MPEABIAYIICTO, OIIMChIBAA HA 6YM8,FC BCC BBIKJIAAKHW U BBIYMCIICHUA (B TOM 4HUCJIIC
T€, KOTOpbIE B YUEOHHKE OIYLIEHbI UM HA JIEKLUH JJaHbl 1151 CAMOCTOSITEIbHOIO BHIBOJIA).

Oco0oe BHUMaHHUE ClEIyeT OOpaTUTh Ha ONpEENIEHUE OCHOBHBIX MOHATUH Kypca. CTyIaeHT
JOJDKEH MOJPOOHO pa3dupaTh NMPUMEPHI, KOTOpbIE MOSICHAIOT TAKHE OIpPENeNeHHs, 1 YMETb CTPOUTH
aHAJIOTHYHBIC TIPUMEPHI CAMOCTOSTEIBHO.

BbIBO/IbI, OSTyYEHHBIE B pe3yibTaTe M3yUeHUs,, PEKOMEHIYETCsl B KOHCIEKTE BBLACIATH, YTOOBI
OHM IIPHU NIEPEUUTHIBAHUM 3AIIACEH JTy4lIe 3alI0OMUHAIIUCE.

Paznuuator 1Ba BUAa uYTeHMs; NEpPBUYHOE M BTOpuYHOe. IlepBUYHOE - 3THM BHHUMATENBHOE,
HCETOPOIIJIMBOC YTCHUC, ITPHU KOTOPOM MOKHO OCTAHOBUTLCA HAa TPYAHBIX MCCTaXx. ITocne wero He JOJIZKHO
OCTaTbCsd HU OJHOTO HEMOHATHOro cioBa. Coaep)kaHuEe HE BCErla MOXKET ObITh IOHATHO IOCie
MEPBUYHOI0 YTCHUS.

3agaya BTOPUYHOI'O YTEHUs MTOJHOE YCBOEHHE CMBbICIIA LIEI0r0 (110 CYETY 3TO YTEHUE MOXKET ObITh
1 HC BTOPBIM, a TPCTbUM WUJIN LIeTBepTI)IM).

Kak yxe ormeuanoch, camocTosTeldbHas paboTa c ydeOHMKaMM M KHUTaMu (a  TaKke
CaMOCTOSATEIILHOE TEOPETUIECKOE HCCIIeJOBaHHE Po0eM, 0003HAYEHHBIX MTPENOIaBaTeNIeM Ha JICKIIHSIX )
— 9TO BaXkKHeM1Iee yciaoBrUe GOPMHUPOBAHUs Y ce0sl HAYYHOTO CI1oco6a MO3HaHUS.

[Tpu paboTte ¢ aUTEpaTypOil pEKOMEHIyEeTCsI BECTU 3aIHCH.

OcCHOBHBIE BU/IbI CUCTEMATU3UPOBAHHON 3aIIICH IPOUYUTAHHOTO:

AHHOTHpPOBaHHE — MpPEAEIbHO KPAaTKOE CBSI3HOE ONKUCAHUE MPOCMOTPEHHOM WM MPOYUTAHHOMN
KHUTH (CTaThH), €€ COJIep>KaHMsl, UCTOUHUKOB, XapaKTepa U Ha3HaYEeHUS;

[ImanupoBaHWe — KpaTkas JIOTHYECKash OpraHM3alMs TEKCTa, PACKPBIBAIOMIAS COJEPKAHHE H
CTPYKTYpPY M3y4aeMOro MaTepuaa;

Te3upoBaHue — TaKOHMYHOE BOCIIPOU3BEAECHNE OCHOBHBIX YTBEPKACHUN aBTOpa 0€3 NpUBICYECHUS
(bakTHuecKkoro MaTepuana;

[{utupoBaHue — JOCIOBHOE BBIMMCHIBAHHE W3 TEKCTa BBIIEPKEK, H3BICUECHUN, Hambosee
CYIIECTBEHHO OTPAXKAIOIMINUX Ty UM UHYIO MBICIbH aBTOPA;

KoHcniekTnpoBaHue — KpaTKO€ U TOCIIEA0BATEIHOE U3JI0KEHUE COIePIKaHuUs POYNTAHHOTO.

KoHcriekT — CHOXKHBIH CMOCO0 M3JI0KEHUS COJCpKAHUS KHUTM WM CTaTbH B JIOTHYECKOM
MOCJIeIOBaTeNbHOCTA. KOHCHEKT aKkKyMynupyer B ce0e Mpenplayliie BUIBl 3alliCH, IT03BOJISET
BCECTOPOHHE OXBATUTh COJIEPKAHUE KHUTH, CTaThu. [103TOMy yMeHHe COCTaBIIATh IUIaH, Te3UCHI, JeNaTh
BBIITUCKH U JPYTUE€ 3alIMCH ONIPEACTIACT U TEXHOJIOTNIO COCTABJIICHHUA KOHCIICKTA.

IIpomeskyTOoUHAs aTTecTALMS
Kaxnpiii cemectp 3akaHuMBaeTcsi ciayeil 3adetoB (dk3ameHoB). IloaroToBka K cmaue 3a4eToB
(’K3aMEHOB) SIBISIETCS TAKKE CAaMOCTOSITEIbHOW paboTol cTyaeHTOB. CTyIeHTy HEOOXOJMMO K 3a4eTy
(7K3aMeHy) TOBTOPUTH BECh MPOWJEHHBIA MaTepwal IO [IUCIUIUIMHE B paMKax JeKIud u
PEKOMEHTyEMOM JINTepaTyphl.

38



MeToanuyeckue pekoMeHaanuM mo padore ¢ UarepHer-pecypcamu

Cpenu HuTepHeT-pecypcoB, Hanbojee 4acTO HCIOJIb3YEMBIX CTYyIEHTAMH B CaMOCTOSTEIBHOU
pa0ote, cieqyeT OTMETUTb HJIEKTPOHHbIE OMOIMOTEKH, O0Opa3oBaTENIbHBIE IMOPTAlbl, TEMaTHYECKUE
caiiTel, Onbarorpaduueckue 0a3bl TaHHBIX, CANTHI IepHOANYECKUX n3gaHui. s s dexruBHOrO Momcka
B WWW cTyaeHT 10JKeH YMETh U 3HaTh:

- 4Y€TKO ONpeAessATh CBOM HH(OPMAIMOHHBIE TMOTPEOHOCTH, HEOOXOAMMYIO PETPOCIEKTHUBY
uHpoOpMaln, KpyT IIOUCKOBBIX CEPBEPOB, O0JIee KAUECTBEHHO MHICKCUPYIOIUX HYKHYIO0 HH(POPMALUIO,

- IPaBUIILHO (POPMYITMPOBATH KPUTEPUHU TIOMCKA;

- OIpENeNATh U Pa3lessaTh pa3MEIlEHHYI0 B ceTH MHTepHeT MH(pOpPMAaLUI0 HAa TPU OCHOBHBIE
TPYMIIBL: CIIpaBOYHasH (3JEKTPOHHBIE OMOIMOTEKN U SHIUKIONEANH), HaydHas (TEKCThl KHUT, MaTepUaIbI
ra3eT W )KypHaJoOB) U yueOHas (MeToau4YecKre pa3paboTku, pedeparsr);

-laBaTh OLEHKY KAadecTBa MPEACTaBICHHOW HH(OpMAIMH, OTAEIUTH ICHCTBUTEILHO Ba)KHBIC
CBEJIeHUs OT UH()OPMAILIMOHHOIO 1IyMa;

- aBaTh OLEHKHU JIOCTOBEPHOCTH WH(POPMAIMK Ha OCHOBE PA3JUYHBIX MPU3HAKOB, IO BHEITHEMY
BUJY caiiTa, XapakTepy 1ojayu nHpopmauuu, e€ opraHu3alum;

- CTyA€HTaM HEOOXOJMMO YyMeTb €€ aHaJu3UpOoBaThb, ONPEIEIITh €€ BHYTPEHHIOIO
HEIIPOTUBOPEYUBOCTb.

3ampemnieHa nepeaada JpyruM IOJIb30BaTeNsIM HH()OPMAIUK, MPEACTABISIONEH KOMMEPUYECKYIO
WIA TOCYIapCTBEHHYIO TaliHy, pPacHpoCTpaHsTh HH(GOpPMAIMIO, MOPOYAILyH0 4YeCTh U JOCTOMHCTBO
rpaxnaad. [IpaBoBeie oTHOmIEHUs perymupytorcs 3akoHoM «OO0 wuHpOpManuu, WHGOpPMATH3ALUU U
3ammre MHpopmauum», 3akoHoM «O rocymapcTBeHHOW TaiiHe», 3akoHOM «O0 aBTOPCKOM IpaBe U
CMEXHBIX IpaBax», cTarbsiMu KoHCTUTynMM 00 OXpaHe JMYHOM TalHbl, cTaThsiMU ['paxiaHcKOro
KOZIEKCa U CTaThsIMM YTOJIOBHOI'O KOJIEKCa O IIPECTYIUIEHUAX B chepe KOMIIbIOTEPHOM HH(pOpMAIIHH.

[Ipu pabGore c WHrepHeT-pecypcamu oOpaliaiiTe BHUMAHUE HA MHCTOYHUK: OpPUTHMHAJIbHBIN
aBTOPCKMI Marepual, pedepaTuBHOE COOOLIEHHE MO MaTepuaiaM APYTruxX NMyOJIMKauui, cTyJeHdyecKas
yueOHas pabora (pedepat, KypcoBas, TUIUIOMHAs U Jp.). OpUrnHaibHbIE aBTOPCKUE MaTepuabl, Kak
IPaBUJIO, MyOJIMKYIOTCS Ha CIEMUATU3UPOBAHHBIX TEMAaTHMYECKUX caiiTax win B OMOIMOTEKaX, y HHMX
YKa3bIBa€TCsl aBTOP, €T0 JaHHbIE. BBINMOIHEHBI Takue padoThl MOCIEI0BAaTEIbHO B HAYYHOM MJIM HAy4YHO-
MOMYJIIPHOM CTHJIE. DTO MOTYT OBbITh Hay4HBIE CTAaThbH, TE€3UCHI, YUEOHUKH, MOHOTpaduH, AUCCEPTALNH,
TeKcThl Jekuil. Ha ocHOBe Takux pabOT Ha HEKOTOPBIX caiTax pa3mernarorcs pedeparbl WIH 0030pHI.
OOBbIUHO OHM HE HUMEIOT aBTOPa, PEIKO YKa3blBAIOTCA MCTOYHHMKHM pedepupoBanus. Camu caiTel
MOCBSIIEHBI pa3HO0Opa3Hoil Temaruke. K Takum paboTaM CTOMT OTHOCHUTHCS KPUTHYECKH, KaKk U K
caiitam, TJe pa3MelaroTcss ydeOHble cTylneHueckue palOoTbl. KadecTBO 3THX pabOT OYeHb HU3KOE,
MO3TOMY, CHayajga MOAyMalTe, OLUEHHUTE PECypc, a yX,e€ IMOTOM KM MOJib3yhHTech. B ocTambHOM C
WuTepHeT-pecypcaMu MOXKHO paboTaTh Kak ¢ OOBIYHOM MedyaTHOW JuTepaTypoid. MHTepHeT — 3To emé u
orpoMHasi OuMOIMOTEKa, I/€ Bbl MOXKETE HaWTU MNPAKTUYECKU JIO0OW XyHO0XKECTBEHHBbIM TeKcT. B
UHTEPHETE OrPOMHOE  KOJMYECTBO CJIOBApel M  OJHUUKIONEIWH, MCIOJIb30BAaHUE  KOTOPBIX
MIPUBETCTBYETCSI.
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