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

1.1. ObsacTh NpUMeHEeHHUs NPOrPAMMBI

Pabouas nporpamMma y4eOHON IUCHMIIMHBI JIOKyMEHTAlMOHHOE O0ECleYeHUE YNPaBIECHUS SBIACTCS
4acTbl0 OCHOBHOM oOpa3oBarenbHOM mporpammsl B coorBeTcTBUM ¢ PI'OC mo cnenumansHocTr 40.02.01
ITpaBo 1 opranuzanus COLHAIBLHOrO 00ecreYeHns1, KBIU(UKALUS - FOPUCT.

1.2 MecTo nporpaMmmbl Y4eOHOH IMCHUIIMHBI B CTPYKTYpPe OCHOBHOM 00pa30BaTe/ibHOI MPOrpaMMbi:

Hucuunnmnna

JIOKyMEHTallMOHHOE OOecleYeHne YIpaBJICHUs

SBJIIETCA  00menpodeccCunoHaIbLHOM

mucnutumaoi  (OIL. 13) mpodeccronansroro mukina crenuansioctd 40.02.01 IIpaBo u opraHu3arus

COILIMAJILHOTO 00eCTIeYeHH s, KBaTH(PHUKALINS - FOPHUCT.

1.3 Pe3yabTaThl 0CBOCHHMS IPOrPaMMBbI Y4eOHOM IMCIUIIIUHBI:
B pamkax nporpammsbl yueOHOM JUCUUIUIMHBI (YOPMUPYIOTCS CIEIYIONUME KOMIETEHIUH:

Koa 1 Ha3BaHHe KOMIIETEHIIHH YMmenus 3HaHHuA
OK 1. IlonumaTe CymIHOCTh M COLMAIbHYH) 3HAYUMOCTbH | - opopMIIATH | - MIOHSITUE
cBoeil Oynymied mpodeccuu, MPOsBIATh K HEW yCTONYMBBIN | OpraHU3allMOHHO- | JOKYMEHTa, ero
MHTEpeC paclopsiAUTENbHBIC | CBOMCTBA, CIOCOOBI
OK 2. OpranuzoBblBaThb COOCTBEHHYIO J€STEIbHOCTb, | JOKYMEHTEI B | JOKYMEHTHUPOBAHUS;
BBIOMpATh TUIIOBBIE METOJbI W CHOCOOBI BBINOJIHEHUS | COOTBETCTBUU c|- npaBuia
npoeCCHOHATIBHBIX 3aJ1a4, OLICHUBATh WX 3(PPEKTUBHOCTD U | AEHCTBYIOIIUM COCTaBJICHUS u
Ka4eCcTBO I'OCTowm; odopMIIeHHUS
OK 3. [IlpuHuMare pemeHus B  CTaHJAPTHBIX W |-  OCYIIECTBJAThH | OPraHU3alMOHHO-
HECTAaHAPTHHIX CUTYAlUsIX U HECTH 3a HUX OTBETCTBEHHOCTH | 0OpabOTKy pacnopsIUTENbHBIX
OK 4. OcymuiecTBIsATh MOUCK U MCIIOJB30BaHUE HH(pOpMALMHY, | BXOIAIINX, noxymentos (OP/I);
HE00X0 1Mo a7 3¢ eKTUBHOTO BBLIMTOJTHCHMS] | BHYTPCHHUX u|- CUCTEMY 124
npodeCcCHOHATBHBIX 3a1ad4, npo¢eCcCHOHAIBLHOTO u | MCXOIAINX TUTIOBYO
JIMYHOCTHOT'O Pa3BUTHS JIOKYMEHTOB, TEXHOJIOTHIO
OK 5. Ucnonb3oBath MHGOPMAITMOHHO-KOMMYHHUKAIIMOHHBIE | KOHTPOJIb 32  HX | JOKYMCHTAHOHHOTO
TEXHOJIOTHH B TPO(ECCHOHATLHOMN JCSITEIIBHOCTH HCIIOTTHCHHCM, obecneyeHus
OK 8. CaMOCTOSITEITEHO OTIpenenaTh 3aauu | - ocopmutsith | ynpasnenus (JI0V);
MpoPECCHOHAIIBHOTO M JIMYHOCTHOTO Pa3BUTHSA, 3aHUMAThCs | AOKYMCHTBI | - 0COOEHHOCTH
caM000pa30BaHUEM, OCO3HAHHO IIJITAHUPOBATh TMOBBIIIeHUE | [ICPEIadl B apXUB | NEIONPOU3BOACTBA
KBATH(UKALHH OpraHu3alu o oOpartieHusIM
OK 9. OpueHTHpOBAaTECS B  YCIOBHUSX TOCTOSHHOTO IrpakJiaH u
W3MEHEHHs MTPaBOBOM 6a3bl KOH(UICHIIATIBHOTO
I[IK 1.1. OcymectBiare mpodeccuoHaTIbHOE TOJIKOBAHHE ACIONpPON3BOACTBA

HOPMATHBHBIX aKTOB JIJIsl pean3aluy paB rpaxkaaH B chepe
MIEHCUOHHOTO 00€CTIeUeHUs U COIMATHbHON 3aIMTHI TPaXIaH

I[IK 1.2. OcymecTBiaTh NpHEeM TpaxJaH II0 BOIPOCaAM
MIEHCHOHHOTO 00ECeueHus U COLUMAIbHOMN 3aIUThI

IIK 1.3. PaccmarpuBarh makeT JOKYMEHTOB JUIsl HA3HAYEHUS
MEeHCUH, MocOoOUi, KOMIIEHCAINi, IPYTruX BBIILJIAT, a TaKXKe
MEp COLMAIIBHOM TOAJEPKKH OTHAEIBHBIM  KaTEropusiM
IPaK/JaH, HY’KJIAIOIKUMCS B COIMAIIBHOMN 3aIUTe

I[IK 1.4. OcymectBisiTh ycCTaHOBJICHHE (Ha3HAYCHHE,
mepepacuer, TMepPeBOMA), WHICKCAIMI0 H KOPPEKTHPOBKY
MEHCUM, Ha3HAYCHHE TIOCOOMM, KOMIIEHCAIMH W JPYTrHX
COITHAJIBHBIX BBIILJIAT, HCTIOJIB3YS nH(pOpMaITMOHHO-
KOMITbIOTEPHBIEC TEXHOJIOTHH

IIK 1.6. KoHcynbTHpOBaTh TrpakJaH M IpeacTaBUTENEH
IOPUINYECKUX JIUI] IT0 BOIPOCAM MEHCHOHHOTO 00ecIeueHus
U COLIMAJIbHOW 3aIUThI




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

2.1. O0bem nporpaMmbl Y4eOHOM IMCHUIIMHBI U BUAbI PA00ThI

Bunx yuebnol paboThl

O6beMm B
aKaJeMHYeCKIX Jacax
ouHas popMa 0OydeHUs

O6beMm B
aKaJIeMHYECKHX Jacax
3aouyHas popma

o0y4deHus

O0beM yueOHOM TUCIMIUINHEI, 45 45
B TOM 4YHCIEe peaim3yemMblii B  QopMme 13 4
MIPAKTUYECKOM MOATOTOBKHU
B TOM 4Hclie U3 00beMa y4eOHON NUCHUIUIMHBIL:

Teopernueckoe oOyueHne 20 4

[IpakTrueckue 3aHaTHs (€CIU 13 4
MIPEAYCMOTPEHO)

CamocrosTenbHas padota (eciu 12 37
PelyCMOTPEHA
[TpomexyTounas atrectauus / popma koutponst | JuddepennupoBannsiii | JuddepenurpoBaHHbIit
Homawmnsan koumpoavHas paboma  (3a0unas 3a4yer 3ayer
popma)




2.2. TemaTu4ecKkHii JIAH U coJep:KaHUE MPOrPaMMbl Y4eOHO# AUCHUNIMHBI JlOKyMeHTallnOHHOoe o0ecnieueHHue ynpaBJieHus!

@DopMbI OPraHU3aIuN Copepxxanue (popM opranuzauuu yueoHoii Obn.em Obrem Koapl
HaumeHnoBanne GHoii 4acoB 4acoB Yposennb
pa3ieNoB U TeM YUYECOHOU JCATECIbHOCTH AeATECJIbHOCTH (Oqﬂaﬂ (330‘[Haﬂ pea.]]l/l:iyeMbl)f OCBOCHHS
o0y4Jaronuxcs o0yyaroumuxcst KOMIIeTeHI M
¢opma) | ¢opma)
PA3ZJIEJ 1. HIOAT'OTOBKA U O®OPMJIEHUE OCHOBHBIX BUIOB JOKYMEHTOB
Teopernueckoe [lenu n 3ana4n QeIONPOU3BOACTBA.
o0yueHue OcHOBHBIE IOHATHS JUCLIUIUINHBI.
Jlenonpoun3BoACTBO 10 0OpaIEHUsM IPaX/iaH.
VYT1II0BOH W TPOJOJIbHBIA CHOCOOBI PACIOJIONKEHUS
PEKBU3UTOB Ha JOKYMEHTE.
[IpaBuna opopmnenus pekpusutos ¢ 01 mmo 18.
[IpaBuna odopmiienuss pexkBuszutoB ¢ 19 mo 30. 4 2 1
Tema 1.1 CrpyKTypa 1OKyMEHTA. OK 1-5.8.9
JlokymMeHTHpOBaHHUE Knaccugukanuss ~ 1OKyMEHTOB IO  Pa3IMYHbIM K 1.1-1.4
YIPaBJICHYECKOM ocHoBaHUsAM. lloHATHE HOKyMeHTa, €ro CBOICTBa, 16
AeATeJIbHOCTH cnocoObl JOKyMeHTUpoBaHMs. CucremMa M THUIOBas '
TEXHOJIOTUS  JOKYMEHTAI[MOHHOIO  oOecreyeHus
yrpasiaeHus (JI0Y)
[IpakTnueckoe 3andAtue | (B TOM 4Hucide B (opMe NPaKTHYECKOM
NMOATOTOBKH). OIPOC, BBINOJHEHUE NPAKTUYECKUX 2 2
3aJ]aHui, 00CyKJIeHHE JOKJIa1a
CamocTosiTenbHast [TonroroBka K JIEKIMOHHBIM M  IPaKTHYECKUM 2 6 3
pabota 3aHATHSAM, IOJrOTOBKA JOKJIaaa
Teopernueckoe Bunel  opraHM3alMOHHBIX ~ JOKYMEHTOB H  HX
o0yueHue 3HayeHue. TpeOoBaHMS K COAEP)KAHUIO M IpaBUiia
odopmieHus qokymeHTa. JlomKHOCTHAS MHCTPYKIIHSL.
TpeboBaHMs K COAEpPKaHUIO U MpaBuiia opopMIIeHUs 4 2 1
Tema 1.2. nokymenToB: lllratHoe pacnucanue, I[lomoxenue. OK 1-5.8.9
OpranuszanuoHHble ITpaBuiia COCTaBJICHUS " oopmnenus MK 1.1-1.4
JAOKYMEHTBbI OpPraHM3alMOHHBIX JOKYMEHTOB. 16
[IpakTnueckoe 3ansiTne | (B TOM 4Yuciae B ¢GopMe NPAKTHYECKOH '
MOATOTOBKM). OINpPOC, BBIMOJIHEHHE MPAKTUYECKUX 2 2
3aJlaHul, 00CyX/IeHUe JOKIaa, JUCKYCCUs
CamocTosTenbHas [TonrotroBka K JIGKIMOHHBIM M  [PaKTUYECKUM ) 6 3
pabora 3aHATHSM, NOArOTOBKA AOKN3Aa
Tema 1.3. Teopernueckoe PacniopsautenbHble  TOKYMEHTBI:  OIpEJAENICHHUE, OK 1-5,8,9
PacnopsiaurenbHble | o0yueHue 3HaueHue. [IpaBuna opopMieHus pacropsIUTEIbHBIX 4 K 1.1-1.4, 1
JAOKYMEHTbI JnokymeHToB. [IpaBuna cocraBieHust U odopmieHuUs 1.6
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PACIOPSIUTEIBHBIX JTOKYMEHTOB.

HpaKTI/IHCCKOC 3aHATUE

(B TOoM uymciae B (GopMe MNPAKTHYECKOUH
MOATOTOBKM). OINPOC, BBHIMOJIHEHHE MPAKTUYECKUX
3ajaHuii, oOOCyXJeHue JoKjiana. BeimonHeHue
TECTOBBIX 3a/IaHUM

Tema 1.4.
HNudopmanmnonHo-
CIIPaBOYHbIEC
AOKYMEHTBI

CamocrosTenbHas [TogroToBka K JIGKIIMOHHBIM ¥ HPAKTUYCCKUM
pabota 3aHSTHSIM, TIOJITOTOBKA JOKJIa/1a

Teopernueckoe HenoBble (ciaykeOHbIE) mTHChbMA. TpeOoBaHHMS K
oOydeHue 0ohOopMIICHUIO OPHUITHATHHBIX TTUCEM.

AKT: moHsTHE, 3HaUueHHUEe. BUIBI aKTOB.

[IpaBuna odopmieHus AkKTa peBU3HH (IIPOBEPKHU
JIeATEITLHOCTH ).

[TpaBuna opopmienus npotokosa. [ToaHas U kpaTtkas
($hopMBI TTPOTOKOJIA.

Brinucka u3 nmporokosa.

[TpaBuna opopMieHUs TOKIATHBIX, O0BICHUTEIBHBIX,
CIY>KCOHBIX 3aIIHCOK.

HpaKTI/I‘leCKOC 3aHATUC

(B TOM uymciae B (GopMe MNPAKTHYECKOUH
MOATOTOBKM). OIpPOC, BBIMOJHEHHE MPAKTUYECKUX
3aJlaHui, IpeICTaBICHUE MPE3EHTAINI

CamocrosTenpHas
pabota

IloaroroBka K JEKIMOHHBIM U MMPaKTHUICCKUM
3aHATHUAM, HOATOTOBKA MMPC3CHTAIINA

Tema 1.5.
JJoxyMeHTBI 110
JUYHOMY COCTABY

Teopernueckoe
oOydeHue

JIOKyMEHTHI 110 TMYHOMY COCTaBY (KaJpOBbBIC): BUIBI,
3HaYEHHE.

JlokyMeHTHpOBaHKE Ipolecca IpruemMa Ha padoTy.
[lepconanbHble JaHHBIE. 3alUTa MEPCOHAIBHBIX
JTAHHBIX.

CocraBineHne Pe3toMe ©  JHYHOTO  3asBJICHHS,
XapaKTEPUCTUKH.

[Ipuka3 mo JIMYHOMY COCTaBy: 3HA4€HUE, MpaBUiIa
odopmIteHHUs.

Buasl mpukazoB mo smyHOMYy coctaBy. Cpoku
XpaHeHus TIPUKA30B. Tpynosoit JIOTOBOP:
colepkaHue, mnpaBuna odopmieHus. Benenue
TPYAOBOM KHWKKH. JIMUHOE €10 U JIMYHAS] KAPTOYKA.

[IpakTHueckoe 3aHsTHE

(B TOomM 4yuciae B (QopMe NPaAKTHYECKOM
MOATOTOBKM). OINPOC, BBIMOJIHEHHE MPAKTUYECKUX
3aJIaHui, 00CYKJIEHUE TOKIIa1a

CamocrogreabpHas
paboTta

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

TeopeTnueckoe
oOydeHue

Opranuzanus JIOKyMEHTO0000pOTa: pueM,
0o0paboTKa, perucrpanus, KOHTPOJIb JOKYMEHTOB.
CucremaTtu3zanus JIOKYMEHTOB. Pa3pabotka

HOMEHKJIATyPBbI JIe.
dopmupoBaHue  Jena:  MOHATHE,  TpeOoBaHUS,
npusHakd. [loAroroBka AOKYMEHTOB K apXHUBHOMY

XpaHEHUI0. DKCIePTH3a IIEHHOCTH JJOKYMEHTOB. 2
Tema 2.1. Pabota ¢ moxymMeHTaMu 1o oOpamieHUsIM TpaXkaaH. OK 1-58.9
Opranusanusi TenekoMMyHHUKAIMOHHBIE TEXHOJIOTHH B K 1.1-1.4
padoThI C ANIEKTPOHHOM  JIOKyMeHTooOopoTe. (OcoOeHHOCTH 16
AOKYMEHTaMU JISJIOTIPOM3BOJICTBA TI0  OOpalleHUsM TpaXIaH M '
KOH(HICHIIMAIBHOTO JISJIOIMPOU3BOJICTBA.
[Ipaktnueckoe 3ansTue | (B TOM 4YHciae B ¢GopMe NPaKTHYECKOMH
nmoAroToBku): Omnpoc, BBIIIOJIHEHUE MMPAKTHUYSCKUX 3
3aaHui, 00CyKeHUE JOKIIaaa, 00ydarolue 3aHsTHS
Ha ratpopme AkTHOH CTyI€HTHI
CamocrosTenbHas [TogroToBka K JIEKIHOHHBIM M  MPAKTHYECKUM 2 7
paborta 3aHATHUSAM, IOJITOTOBKA JOKJIA 1a
[TpomexyTouHas aTrectanus / popma KOHTPOIS Hudd. Hudd.
Jlomawnss konmponvhas paboma (3aounas popma) 3a4eT 3a4eT
Hroro 45 45

Jlj1g XapakTepUCTUKU YPOBHSI OCBOCHUSI y4€OHOT0 MaTepHala UCIOIb3yIOTCS CleAyolne 0003HaUeHUS:
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)




3. YCJOBUS PEAJIN3AIIMU ITIPOTPAMMBI YYEBHOM JTACIHUILIAHBI

3.1. TpeOGoBanusgs K MaTepHAJbLHO-TEXHMYECKOMY olecrneyeHUI0 00pa3oBaTeIbHOM
NPOrpaMmblI

Jiis peanmzanuu 00pa3oBaTEeNbHON IUCHMILIUHBI J[OKyMEHTAIIMOHHOE OOecreueHue
yOpaBlieHUs OpraHu3alus JOJDKHA pacronaraTh MHGPAcTpyKTypod, oOecnednBarolien
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 000pyIOBaHUE:

Croun yueHn4yeckui pEryaupyeMslil 110 BBICOTE

Ctyn yueHu4yeckuit PEryJIHUpYyEMBbIii IO BBICOTE

JlononHHUTENbHOE 000y I0BAHHUE:!

MarautHo-MapKkepHas 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  JIOJDKHA
anmapaTHblii KOMIUIEKC MOOHMIIBHBIA HIJIM | COCTABISTh He MeHee 657 mroiimMoB (165,1 cm); s
CTaHI/IOHapHI)II\/JI, porpaMMHOE MOHHUTOpa TICPCOHAJIBHOTO KOMIIBKOTEpA U
obecrieyeHue HOyTOyka — He wMeHee 15,67 (39,6 cm),

manmrera — 10,5” (26,6 cm)*

JlononHutenpbHOE 000pyI0BaHUE:!

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

- OCHAIl[CHHE TMOMEIIECHHH, 3aJIciICTBOBAHHBIX MPU OpPraHU3alMd CaMOCTOSITEIbHOU M
BOCTIHTATEIbHON PabOTHI:

TIOMEIICHUS NI OPTaHU3aIlUA CAMOCTOSTEILHON U BOCIIUTATEIIBHOW PaOOTHI JOHKHBI
OBITH OCHAIIIEHBI KOMIIBIOTEPHON TEXHUKON C BO3MOXXHOCTBIO MOAKIIOYEHUS K HH()OPMAIIMOHHO-
TETIEKOMMYHUKAIMOHHOW ceTu «MHTepHeT» U oOecnedeHueM JOCTyma B JJIEKTPOHHYIO
nH(OPMaIIMOHHO-00pa30BaTEIbHYIO Cpeay 00pa30oBaTeNbHON OpraHu3alliy.
3.2. TpeOoBaHusi K y4eOHO-MeTOAUYECKOMY 00ecCeYeHU 0

Y4eOHO-MeTOAMYECKUN MaTepual Mo AucuuimiuHe J[oKyMeHTalnoHHOe oOecredeHne
YOpaBIeHUS] BKJIIOYACT: JIEKIIUU; MPAKTUUECKUE 3aHATHUS, Pa3pabOTKy TEeMAaTUKH MO JOKIaaam,
Mpe3CHTAllUM, BBHIIOJHEHHE TMPAKTUYECKUX 3a/laHui, pa3pabOTKy TECTOBBIX 3a/laHuM,

! Mocranosnenne 'maBHOro canuTapHOro Bpada Poccuiickoit ®eneparuu ot 28 centsiops 2020 roga N 28 «06
yTBepxkaeHnn caHuTapHeix mpaBmwn  CIT  2.4.3648-20 "CaHuTapHO-dMHAEMHUOJIOTHICCKHE TpeOOBaHUA K
OpraHU3aIMsIM BOCIIUTAHUS U O0YYCHUS, OTIIBIXA U O3JOPOBIICHHS ACTCH 1 MOJIOICKHU"
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0o0y4aromux 3aHATHI, y4yacTHsl B JHUCKYCCHUSX, NEPEUeHb BOMPOCOB K TEKYIIEMY KOHTPOIIO U
IIPOMEKYTOUYHOM aTTECTALUU.
3.3. UuTepHeT-pecypchl
https://student.action.group/ Akruon CtyaeHTt
https://alrf.ru/ Accoumnarus ropuctoB Poccuun
https://minjust.gov.ru/ru/ MunucTepctBo roctuiun PO
3.4. IIporpammHoe o0ecnieyeHue, HMppPoBbIe HHCTPYMEHTbI

Kommemx oOecneueH HEOOXOOMMBIM  KOMIUIEKTOM  JHUIEH3MOHHOTO U CBOOOIHO
pacpocTpaHsIeMoro IMPOrpaMMHOTo 00eCIIeYeHH s, B TOM YUCIIe OTEYECTBEHHOTO MPOU3BOJICTBA.

Hcnonbe3yroTes mporpaMMebl, BXojsduiue B EquHbI peecTp pOCCHMCKMX MpOrpaMMm s
AIIEKTPOHHBIX BBIUMCIINTENLHBIX MAIMH U 0a3 JaHHBIX, @ TAK)KE PEECTP COLHUATBHBIX COLICETEH:
«Sunpexc.Juck (mast Windows)», Sunekc.IToura, Telegram, Power Point, BKonrakre (vk.com),
Y outube.com, Bebunap.py
3.5. OcHOBHAasi NeYATHAS WM 3JIEKTPOHHAS JIUTEpaTypa

1. AnekceeBa, T. B. JlokymeHTanmonHoe oOecrniedeHue ympasienus : yueOnuk / T. B.
AnexceeBa, O. A. CtpaxoB. — Mocksa : YHuBepcutet «Cuneprus», 2020. — 132 ¢. — ISBN
978-5-4257-0402-3. — Tekct : 3JEeKTPOHHBIA // DineKkTpoHHO-OmOmmoreunas cucrema IPR
BOOKS : [caiit]. — URL: https://www.iprbookshop.ru/101344.html

2. JlokyMeHTanmoHHOe obOecreueHue ympapieHus. CocraBieHne u  odopmiieHue
JENOBbIX JOKyMeHTOB : ydyeOHoe mocobue ansi CIIO / cocraBurenn E. M. BammakoBa. —
CapatoB, Mocksa : [IpodobpazoBanue, At [Ilu Ap Menua, 2021. — 144 c. — ISBN 978-5-
4488-1080-0, 978-5-4497-0964-6. — TekcT : H1EKTPOHHBIA // DIEKTPOHHO-OMONIHMOTEUHAs
cucrema IPR BOOKS : [caiit]. — URL.: https://www.iprbookshop.ru/103343.html
3.6. lonoiHuTe/IbHAS MEYATHAS UJIH 3JIEKTPOHHAS JIUTepaTypa

1. Kyxapenko, T. A. IlpaBoBoe oOecmneyenne mnpodhecCHOHAIBHON AEATEIIEHOCTH :
yuebnuk ans CIIO / T. A. Kyxapenko. — Capatos : IIpodobpazoBanue, 2021. — 199 c. —
ISBN 978-5-4488-1017-6. — TeKcT : 2NeKTpOHHBIH // DnekTpoHHO-0nOmoTeynas cuctema [IPR
BOOKS : [caiit]. — URL: https://www.iprbookshop.ru/102330.html

2. Kysnenosa, 1. B. JlIokyMeHTaIlmOHHOE 0OECIIeueHUE YIPaBICHUS : yueOHOe mocobue
g CIIO / WM. B. Ky3nenosa, I'. A. XauatpsiH. — 2-e u3g. — Capatos : [IpodobpazoBanue, Aii
[Tu Op Menma, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — Tekcr :
AIIEKTPOHHBIA // DnexkTpoHHO-OmOmuoTeunas cucreMa [PR BOOKS : [caiitr]. — URL:
https://www.iprbookshop.ru/80326.html
3.7. CioBapu, CipaBOYHMKH, JHUMKJIONEIUH, NMEePHOANYECKHE MAaTepUAIbl (KYypPHAIbI U
ra3erbl)

1. DOnextponHbIi bonbmioi opuanyecKuii cioBapb
https://petroleks.ru/dictionaries/dict_big_law.php

2. Kpatkumii TepMHUHOJIOTHYECKHH CcJIOBaph MO MpeaMeraM Kadeapbl COLUaIbHO-

rymMaHuTapHbix aucuuiinH / coctaButenu WM. W. Typckuit [m ap.]. — Cumdeponons :
YHuBepcuTeT SKOHOMHUKM U ympasieHus, 2020. — 249 c¢. — Tekct : 2JIeKTpOHHBIA //
DIIeKTPOHHO-OMOIMOTEUHAS cucrema IPR BOOKS : [caiT]. — URL:

https://www.iprbookshop.ru/101398.html

3. Xypnan AxtyanbHble TpoOIeMbl pOCCUIICKOTO TIpaBa
https://www.iprbookshop.ru/63202.html

4. Kypnan busnec. O6pazoBanue. [IpaBo. BectHuk Bonrorpajackoro uHCTUTYTA
ousneca https://www.iprbookshop.ru/

5. 5. https://rg.ru/ Poccuiickas razera

6. 6. https://ug.ru/ Yuurensckas razera
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https://student.action.group/
https://alrf.ru/
https://minjust.gov.ru/ru/
https://www.iprbookshop.ru/101344.html
https://www.iprbookshop.ru/103343.html
https://www.iprbookshop.ru/102330.html
https://www.iprbookshop.ru/80326.html
https://petroleks.ru/dictionaries/dict_big_law.php
https://www.iprbookshop.ru/101398.html
https://www.iprbookshop.ru/63202.html
https://www.iprbookshop.ru/11375.html
https://www.iprbookshop.ru/11375.html
https://www.iprbookshop.ru/
https://vk.com/away.php?to=https%3A%2F%2Frg.ru%2F&cc_key=
https://ug.ru/

4. KOHTPO.JIb 1 OHEHKA PE3YJIbTATOB OCBOEHUS ITPOI'PAMMBI
YYEBHOU JUCHUIIJIMHBI

KOHTpOHB U OLCHKa pPE3YJIbTAaTOB OCBOCHUA y‘IC6HOI>i JAUCHUITIIMHBI

OCYHICCTBIIACTCA

IIPENOIABATENIEM B IIPOLIECCE NMPOBEACHUS ITPAKTUYECKUX 3aHATHUM, TECTUPOBAHUS, HAIIMCAHUU
JIOKJIaJI0B, COCTaBJIEHMs IIPE3EHTALMM, BBINOJHEHHUS MPAKTUYECKUX 3aJaHui, OO0ydaromux
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. Opranu3aiiuoHHbIE JOKYMEHTbI
Tema 1.3. PacnopsiautenbHble JOKYMEHTBI
Temal.4. UnpopManimoHHO-CIIpaBOYHbIE

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

Ormpoc

OO6cyxIeHne T0KIaa0B

BrinosiHeHUE MPAKTUYECKUX 3aJaHUI
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 oOJazmaer
HEOOXOOUMOM CHUCTEMOM 3HAHUHA U
yMEHUI

OOHapyxuBatoTCs HpoOenbl B 3HAHUAX
OCHOBHOTO  IIPOIPaMMHOI0  MaTepuana,
JIOMYCKAIOTCS NMPUHLIUITHAIBHBIE OIIMOKU B
BBIITOJITHEHU U IIPEAYCMOTPEHHBIX
IPOrpaMMoOi 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
SIBJIIETCSI  OCHOBOM  yCIEHIHOTO
(dhopMUpoOBaHHsI YMEHUN U HABBIKOB
TUTSt perieHus
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
MPaBUJIO, OLEHKA «YIOBJIETBOPUTEIBHO»
BBICTABJIAETCA CTYyAEHTaM, JOIYCTHBIIMM
MOTPEIIHOCTH B OTBETE W INPHU BBINOJHEHUHU
3aJaHuii, HO 00JIQJAIOUMM HEOOXOJUMBIMU
3HaHUSAMH JUISI HUX  YCTPAHEHHsS  MOJ
PYKOBOJICTBOM IIPENOJaBaTels

Xopomo

YpoBEeHb OCO3HAHHOTO BJIAJICHUS
y4eOHBIM MaTepuaIoMm u
y4eOHBIMH YMEHUSIMH, HABBIKAMHA U
crocobamMu  JIEATEIBHOCTH IO
JUCIATUINHE; CIIOCOOHBI
aHAIIM3UPOBATh, MIPOBOUTH
CpaBHEHHE U 00OCHOBaHHUE BHIOOpA
METOJIOB pELICHHUS 3aJaHuil B
MPaKTUKOOPUEHTUPOBAHHBIX
CUTYaITUSIX

Ob6napy>xuBaercs MOJIHOE 3HaHUE
MIPOrPaMMHOTI0 MaTepuana; CTYIEHT,
YCHENIHO BBIMOIHIIONIMNA NPeayCMOTPEHHBIE
B IIpOrpaMMe€  3aJaHusi,  YCBOMBULIMU
OCHOBHYIO JIUTEpaTypy, PEKOMEHJOBAHHYIO
B mporpamMMe. Kak nmpaBmio, oOlEeHKa
«XOpOLIO» BBICTaBJISIETCSA CTyZACHTaM,
[IOKA3aBIIMM CHCTEMATUUYECKUH XapakTep
3HaHUH MO JUCLUIUIMHE U CIOCOOHBIM K HMX
CaMOCTOSITEIbHOMY BBITNIOJTHEHUIO u
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OOHOBJIICHHMIO B XOJI¢ JaJbHEUIIel yueOHOM
paboThI ¥ PO ecCHOHATIBHOM eI TeIbHOCTH

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
MPAKTUKOOPUCHTUPOBAHHBIX
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
3HaUEHUH JUIsl puodpeTaeMor mpodeccud,
NPOSIBUBIIMM TBOPUYECKHE CIIOCOOHOCTH B
MOHUMAHUHU, U3JI0)KEHUU M HCIOJIb30BAaHUU
IPOrpaMMHOr0 Marepuala
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YacTHoe npodeccuoHaIbHOE 00pa30BaTe/ibHOE YUpeKIeHue
«CeBepo-KaBka3ckuii KoJJ1e15K HHHOBAMOHHBIX TEXHOJIOTHi1»

PaccmoTpen u yTBepxKIEH YTBEPXIAIO

Ha [lemaroruyeckom coBete Hupektop UITOY «CKKHUT»

ot 08.06.2023 ITpotokon Ne 04 A.B. Xyxkoa
«08» utons 2023

i )
[lokymeHT nognucaH KkeanuuLMpoBaHHON
3NEKTPOHHOW NOANKCHID

CBEAEHUA O CEPTUOMKATE 3N

Coprmjmsar: 01IFAABAENOT0AF2BI24A09EA21CF26385B
Jstcrzaraxes: ¢ 19.12.2022 13:35:58 mo 19.03.2024 13:35:58
Opramszazmy: IOV «CEXHT

LBxa.wm:: HKyxcza Azza Bzazmorpos=a

®OH/I OLIEHOYHBIX CPE/JICTB
JUCHMUILIAHBI

JOKYMEHTAIIMOHHOE OBECIIEYEHMUME YIIPABJIEHUSA

40.02.01 ITPABO 1 OPTAHU3ALIUA COIUMAJIBHOI'O OBECIIEYEHUA

IOPUCT

2023 r
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TPEBOBAHMA K PE3YJIBTATAM OCBOEHUSA JTUCIUIIJIMHBI

Ilocne ocBoeHMst IUCUUILIMHBL JIoKyMeHTallMOHHOE OOecneuyeHue YIpaBJICHUS! CTYIEHT

JOJIDKCH O6J'Ia,I[aTB CIICAYIOIMMH KOMIICTCHIIUAMM

Koa v HazBanue KoMnereHIIUU YmMmenus 3Hanus
OK 1. IloHumaTh CyIIHOCTb U COLHAIBHYIO | - opopMIISITH | - MOHSATHE
3HaYUMOCTb CBOeH Oyayiiel npodeccuu, NposBIATh | OPraHU3AIMOHHO- | JOKYMEHTAa, ero
K HEW YCTOMYMBBINA HHTEPEC pacropsiuTeIbHbIE | CBOMCTBA, CHOCOOBI
OK 2. OpraHu3oBbIBATh COOCTBEHHYIO | JOKYMEHTHI B | JOKYMEHTHUPOBAHUSI;
NESTEIIbHOCTh, BBIOMpATh THUIIOBBIE METOJBI U | COOTBETCTBUU c|- npaBuia
CHOCOOBI BBIMOJIHEHUST MPO(ECCHOHANBHBIX 3a/1ad, | A€HCTBYIOIIMM COCTABJICHMS u
OLICHUBATh UX 3 (HEKTUBHOCTh M KAYECTBO I'OCTowm; oopmienus
OK 3. IlpuHuMarh peuieHuss B CTaHAAPTHBIX M |-  OCYIIECTBJIATH | OPraHU3AlMOHHO-
HECTAHJAPTHHIX CHUTyallUsX M HECTd 3a HuX | 00paboTKy pacnopsAIUTEIbHBIX
OTBETCTBEHHOCTh BXOJAILHUX, nokymenToB (OP/]);
OK 4. OcyuecTBisiTh IMOUCK U HUCIOJb30BaHUE | BHYTPEHHHX u |- CUCTEMY u
uHpopManuu, HeoOxomumon it 3pdexTuBHOrO | HCXOAAIMUX THIIOBYIO
BBITNOJIHCHU S PO eCCHOHATBHBIX 3azga4y, | AOKYMCHTOB, TCXHOJIOTHIO
POECCHOHAIBHOTO U JIMYHOCTHOTO Pa3BUTHSI KOHTPOJIb 3a WX | AJOKYMCHTallMOHHOT'O
OK 5. Hcnonb3oBath nH(OpMaIMOHHO- | HCIIOJTHCHUEM; obecrieuenus
KOMMYHHKAIlMOHHBIE TEXHOJIOTHH B |- obopmists | ynpasierus (JJOY);
po(eCCHOHAIBHON JEATENHHOCTH AOKYMCHTBI AT O 0COOEHHOCTH
OK 8. CamocrosTensbHO ompenensaTh 3aaauyn | ICpEladn B apXWB | NEIONPOU3BOIACTBA
NpOo)ECCHOHAIBHOTO W JIMYHOCTHOTO  pa3BUTHs, | OPTaHHM3aIMN o 00paleHHSIM
3aHUMAaThCA caM000pa30BaHUEM, OCO3HAHHO IpaXxaaH H
TUJIAHUPOBATh MOBBIIIEHUE KBAJTU(UKALIIH KOH(HICHIHATBHOTO
OK 9. OpueHTHpOBaTHCS B YCIOBUSAX TMOCTOSHHOTO ACIOIPOU3BOACTBA

N3MCHCHMUA HpaBOBOﬁ 0a3bl

INK  1.1.  OcymecTBiasiTh  NpoPecCHOHAIBHOE
TOJIKOBAaHHE HOPMATUBHBIX aKTOB JJISl peau3aluu
MpaB TpaKJaH B cepe MEHCHOHHOTO 00ecredeHus 1
COLIMATILHOM 3allIUThI TPaXaaH

I[IK 1.2. OcymecTBiasTe TpHEM TpaxiaH TIo
BOIPOCaM MEHCUOHHOTO 00ECTIeYeHHs M COIUAIbHOMN
3aIIUTHI

I[IK 1.3. PaccmarpuBaTh NakeT JOKYMEHTOB Jisi

Ha3HAUYCHHWS II€HCHUM, NOCOOWH, KOMIICHCAIWH,
JpyTuX BBIIUIAT, a TakXe€ MEP COLMAIbHOU
MOJAEPKKA  OTIAEIbHBIM  KaTEerOpUsIM  Tpa)KJaH,

HYXJAOOIUMCA B COIIMAILHOM 3aIlIUTe

[1K 1.4. OcymiecTBisATh ycTaHOBICHHUE (HA3HAUYEHUE,
nepepacuer, nepeBo), WHJIEKCAITHIO u
KOPPEKTHPOBKY TEHCHIl, Ha3HaueHHe MOoCcoOuii,
KOMIIEHCAlUii W JAPYyTUX COIMAJIbHBIX BBIMJIAT,

UCIIOJIB3YS MH(POPMALIMOHHO-KOMITBIOTEPHBIE
TEXHOJIOTHUHI
ITIK 1.6. KoncynpTupoBaTth IpaKJaH u

MPEACTaBUTENCH FOPUANYECKUX JIHI] MO BOIpPOCaM
[IEHCUOHHOT0 00ECIIEUEHNS U COLHAIILHOMN 3aIUThI

14




KOMILJIEKT OEHOYHBIX CPEACTB TEKYIIEI'O KOHTPOJIA

JOKYMEHTAIIMOHHOE OBECIIEYEHME YIIPABJIEHUSA

40.02.01 ITPABO 1 OPTAHU3ALIUA COIUMAJIBHOI'O OBECIIEYHEHUA

IOPUCT
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1.IHACITIOPT OINEHOYHBIX CPEACTB

Matpuua y4eOHbIX 3aJaHU I

Ne HauMeHnoBanue TeMbl

Buja KOHTPOJILHOIO 3aaHus

1 |Tema 1.1 JlokymMmeHTHpOBaHHUE
YIIPaBJICHYECKOM IeATEIILHOCTH

CamocrosTenbHas pa60Ta: IoAroToBKka K JICKOMOHHBIM H
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: IoAroToBKka K JICKOMOHHBIM H
IPaKTUYCCKUM 3aHATHUAM, IIOATOTOBKA JOKIaaa

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

Ormpoc, BBITIOJTHEHUE MPAKTUYECKUX 3aJaHuH, 00CYKICHHUE
JOKJIaJia, TUCKYCCHS

3 |Tema 1.3. PacnopsauTenbHbIC
JTIOKYMEHTBI

CamocrosTenbHas pa60Ta: IoAroToBkKka K JICKOMOHHBIM 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 JIOKYMEHTHI

CamocrosTenpHas paboTa: MOATOTOBKA K JICKIIMOHHBIM H
MPaKTUYECKUM 3aHSTUSIM, TTOJITOTOBKA MPE3CHTAIIMN

[IpakTnueckoe 3ansitue: (B ToM uyuciae B (opme
MPAKTUYECKOU MOATOTOBKH):

OlTpOC, BEITNIOJITHCHUEC IIPAKTHYCCKHX SaI[aHHﬁ, npcaCTaBJICHUC
MIPE3ECHTALNN

5 |Tema 1.5. JlokyMeHTHI TIO
JMYHOMY COCTaBYy

CamocrosiTenpHas paboTa: MOATOTOBKA K JIEKIIMOHHBIM U
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 C TOKyMEHTAMH

CaMocTrosTenbHas pa60Ta: noaroToBkKka K JICKIHIMOHHBIM U
OPAaKTUYCCKUM 3aHATHUAM, IIOATOTOBKA JOKJIada

[IpakTnueckoe 3anstTue: (B TOM 4ucie B  Qopme
MPAKTUIECKON TTOJITOTOBKH):

Omnpoc, BBIMIOJIHEHNE MPAKTUYECKUX 3aJaHUN, O0CYKICHHE
JOKJIaga, 00yJaromue 3aHaTus Ha Tuathopme AKTHOH
CryneHTsl

PA3JIEJI 1. HOAI'OTOBKA 1 O®OPMJVIEHUE OCHOBHBIX BU/I0OB

JOKYMEHTOB

Tema 1.1 JlokyMeHTHPOBaHMeE YIIPABJIEHYECKOI eI TeIbHOCTH

Bomnpocs! a5 onpoca:

1.1lenu u 3amaun genonpou3BoAcTBa. OCHOBHBIC MMOHATHS TACIIUILTAHEI.
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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 opopmiienust pekBu3uToB ¢ 19 mo 30. CTpykTypa JOKyMeHTAa.

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

6.Cucrema W THUIOBas TEXHOJOTHS IOKYMEHTAI[HOHHOTO OOeCHeueHHs YIpaBICHHS

(A0Y)

Tembl JOKJIAA0B. «I/ICTOpI/ISI pasBuTUA  ACJIOIMPOU3BOACTBAY, «CoracoBanue IMPOCKTOB
JAOKYMCHTOB»

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

Tema 1.2. OpranuzaumoHHbIe 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.

IIpakTnueckoe 3amanme: OdopMieHHe OPraHU3alMOHHOIO JOKyMeHTa: JlOoMKHOCTHas
uHCTpyKuusa crenuanucra [IOP. Odopmiienne opranuzanuoHHoro gokymenrta: IlltatHoe
pacrnucaHue.

JMuckyccusi «OpraHn3alioHHbIE TOKYMEHTBI»

Tema 1.3. PacniopsiiuTebHble JOKYMEHTbI

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

2. TlpaBmia ohopMIICHHUS PACTIOPSIUTENBHBIX JTOKYMEHTOB.
3. TlpaBuna coctaBieHus 1 0POPMIICHHS PACTIOPAIUTENbHBIX TOKYMEHTOB.

TecToBBIC 3a7aHNS

1 BAPUAHT
1. JlokyMeHT, aipecOBAHHBbIN BBILIECTOSIIIEMY PYKOBOAUTEIIO, € N3/10KeHHEM KOHKPETHOH
npooJeMbl WM OCTAHOBKOM BONPOCA M COAEPKAIIUH OTBETHI M MPeIJI0KeHHs - 3TO
1. OObBsicHUTENIbHAS 3aIIUCKa;
2. JloknaaHasi 3anMcKa;
3. UadopmanmoHHOE TUCHMO;
4. IlucbMO-U3BELIEHHUE.
2. JlokajabHbIi OPraHM3alMOHHO-NIPABOBO  [JOKYMEHT, YCTAHABJIMBAKOIIMN s
padoTHMKa opraHu3anuu (mMoapasaesieHdsi) KOHKPETHble TPYAOBbIe (JOJKHOCTHbIE)
00SI3aHHOCTH B COOTBETCTBHH € 3AaHUMAEMOil JOJIKHOCTBIO - 3TO
1. lomKHOCTHAsA MHCTPYKIHUS;
2. Ilpuka3 pyKoBOOUTENS;
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3. lllTaTHOE pacniucaHue;

4. YcraB opranu3zaiuu.

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

1. AKT;

2. JlokmagHas 3ammcKa;

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. J1oroBop 0 COTPYJHUYECTBE;

4. 3asaBiieHue.

5. JlokyMeHT, OOBSCHSIIOIIMII BbINIECTOSIIIEMY HENOCPEICTBEHHOMY PYKOBOIMTEJIIO
NPUYUHBI HEBBINOJHEHUS] KAKOro-iu00 TMOpy4YeHHs, HAPYLIeHUs1 TPYAOBOH WU
T€XHOJIOTHYeCKOMH TUCIUIITUHBI - ITO

1. JlokitaiHas 3amucka;

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,
OTBETCTBEHHOCTbH, OPS/IOK AeSATeJIbHOCTH - 3TO

1. llltaTHOE pacnucaHue;

2. [IpaBuiia BHyTpEHHET0 TPYAOBOTO PACIOPSIKA;

3. UHCTpYyKIIMS OpraHU3aIlMOHHO-METOIMYECKOTO Ha3HAUCHHS;

4. Tonoxenne 06 opraHU3aIUu.

7. JIOKyMEHT, OTpPa:KalolMii TPOU3BOJACTBEHHYIO [AeATeJIbHOCTh OPraHM3alMU WIN
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,
o0ecnieyeHUs] W PeryjMpoOBaHUs JeATeJbHOCTH OPraHoB BJIACTH, YUYpeKIAeHHI,
NpeAnpUATHH, OPraHU3alUil, U3 OoApa3JeJeHUH U J0JKHOCTHBIX JIMI - 3TO

1. [Tonoxenust 06 OpraHU3alvy WU CTPYKTYPHOM ITOPa3/ICICHIH;

2. IIpoTokoiibl 0OIIMX COOpaHMIA;

3. lenoBeie (cirykeOHBIC) TUCHEMA

4. Opranu3almoOHHO-pacopsAIUTENbHAs JOKYMEHTAIHS.

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

1. Pexnamarnmsi;

2. O0BbAcHUTENbHAS 3aIHUCKA;

3. PexnamHoe nucopmo;

4. ConpoBOUTEIHHOE MUCHMO.

10. [doxkymeHT, B KOTOpPOM (uUKCHpYeTCS NOCJAEA0BATEIbLHOCTh W  COJAep:KaHue
00Cy:K1aeMbIX KOJJIETHAJIbHBIM OPraHoM (coBellaHueM, KOH(epeHUel, COBETOM H T. ]1.)
MOCTABJIEHHBIX BONMPOCOB M NPUHATHIX PeLIEHUI - 3TO

1. JuktodoHn;

2. IlocTanoBnenue;

3. AxT;
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4. IIpoToxon.

11. Ilucsmo, coaep:kaiiee He TOJbKO HAIOMUHAHNE O BHINOJHEHUH B3ATHIX 00513aTE/IbCTB,
HO U BO3MO’KHbIE MepPbl, KOTOpPbIe Oy1yT NPUHATHI IPH UX HEBBINOJHEHUH - 3TO

1. JoxnaaHas 3amucka;

2. IIuceMo - u3BeIIcHHE;

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 JHUAMH (KOMHCCHEH),
NMOATBEPKAAOIMINI  yCTAHOBJIEHHbIe (aKThbl, COOBITHS MJIM [elCTBUS, 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. Peakuus Ha 3a0acTOBKY;
2. JInmieHue npeMuu;
3. Ilpukas;
4. JTro6ble necTBUSI pyKOBOJUTEIIS.
2. ®opMa BHYTpPeHHeEH 1e10BOM NMEPEeNnuCKH MEXKAY NMOApa3AeIeHUAMH OPraHu3auuu WJIn
JAOJIKHOCTHBIMH JIMIIAMHU, He HAXOASAIUMHUCS B IPSIMOM NOJXYUHEHUH - ITO
1. Cny>xeOHas 3amuCKa;
2. O0bpIcHUTENBHAS 3AIIHCKA;
3. JloknaaHas 3anucKa;
4. DIEKTPOHHOE MHUCHMO.
3. COBOKYNHOCTH HIMPOKO NMPUMEHSIEMBIX B YIIPABJICHUH BHI0B IOKYMEHTOB, H31aBaeMbIX
PYKOBOJACTBOM OPraHM3allUH, COAEPKAIIUX YIIPABJeHYeCKUe pellleHHs], HATPABJeHHbIe HA
peau3alyi0 CTOSIIMX MepeJ OpraHu3anMeil TeKyIIMX M NepCHeKTHBHBIX 3a4a4, M
00/1a1aI0IUX IOPUAUYECKON CHJION - 3TO
1. PacniopsiiuTeNbHBIE TOKYMEHTHI;
2. lenoBsle (city>keOHbIE) MUCHMA;
3. Opranu3alOHHbIE TOKYMEHTHI;
4. UndopmalioHHO-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. IlucbMoO0, KOTOPOE COCTABJSIOT NMPH OTHPABKE ajpecary KaKUX-JIU00 JOKYMEHTOB HMJIM
MaTepHaJIbHbIX HEHHOCTEH - 3TO
1. IIncpMoO - H3BENICHUE;
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2. PeknamMHO€ THCHEMO;

3. ConpoBOAUTEIILHOE TUCHEMO;

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. cnoJIHUTENIbHEIHN JINCT;

4. loxmnaaHas 3aMuckKa.

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

1. Opranu3alMOHHBIM JOKYMEHTAM;

2. PaciopsimuTenbHBIM IOKYMEHTAM;

3. OnepaTtuBHO-UH(POPMAIIIOHHBIM TOKYMEHTAM;

4. UndopmanoHHO-CIIPaBOYHBIM JJOKYMEHTaM.

9. YcraB opranu3anmu yrBepKaaercs

1. 'eHepalIbHBIM TUPEKTOPOM;

2. PykoBoauTesneM HaJOroBOW MHCHEKIUY;

3. IIpoTrokosioM coOpaHusi TPYJOBOTO KOJUIEKTHBA;

4. Yupenutenamu (y4aCTHHUKAMHU),

10. U3mMeHeHMsl B IITATHOE PAaCIIUCAHME BHOCSITCS

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 [10/2KeH

1. oTkazaTbcs BHU3UPOBAaTh JOKYMEHT C IMOCIEAYIOIHUM OOBSICHEHHEM PYKOBOJICTBY CBOEH
MO3ULINY;

2. 3aBU3UPOBATH IOKYMEHT;

3. BHECTH KOPPEKTHUBBI B IOKYMEHT;

4. YHUUYTOXXHUTH JIOKYMEHT.

13. CraHpapTHbIi CPOK NOATOTOBKH IPOCKTOB IOCTAHOBJICHHMH, OT NOPY4YeHHUs] HAa
MOATOTOBKY /10 NlepeAayy HA MOANNChH, YCTAHOBJIEH B

1. 3 pabounx aHs;

2.5 pabounx qHEH;

3. 10 paGouux mHeEl;

4. 15 paGounx gHEN.

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 — «d»;

BC€ MNPABUJIbHBLIC OTBETHI «S5»

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

[IpakTuyeckoe 3aganue: ohopMIICHHE PACIOPSAUTENBLHOTO TOoKyMeHTa: [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 npesentanun: «MHQopMalMOHHO-CIIPaBOYHBIE JOKYMEHTBD»

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.
[lepconanbHble naHHbIE. 3alUTa TEPCOHATBHBIX JaHHBIX.
CocraBnenne Pe3roMe 1 TUYHOTO 3asBJICHUS], XapaKTEPUCTHKHU.
[Ipuka3 mo TMYHOMY COCTaBY: 3HaUEHUE, NTpaBUIa 0POPMIICHHUS.
Bunel npukasos mo nuuHoMy coctaBy. CpoKH XpaHEHUsI TPUKA30B.
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 AOKRJIAadA: «JInaaoe AC€II0 pa60THm<a; BCACHUEC JIMYHOT'O ACJIa»

IIpakTHyeckoe 3a1anue: 0hopMIICHUE PE3IOME, TMUYHOTO 3asBICHUS PAOOTHUKA.

21




Odopmienune nprkasa Mo JUYHOMY COCTaBY. 3aMOJTHEHUE TUIIOBOW (JOPMBI TPYAOBOTO IOTOBOpa
u Onmanka (00pasima) TpyA0BOM 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. TeneKOMMYHHKAllMOHHBIE  TEXHOJIOTMM B DJIEKTPOHHOM  JTIOKYMEHTOOOOpOTE.
OCOOCHHOCTH ~ JeNIOTIPOM3BOACTBA IO  OOpaIIeHUsIM TPaXAaH W KOH(HUICHIHAIHLHOTO
JIeTIONPOHU3BOACTBA

Tema nokaana: «{udposas moanuch B 3J€KTPOHHOM JOKYMEHTOO0OPOTEY.

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

JloManiHsisi KOHTPOJIbHAsA padoTa AJIsl CTYAeHTOB 3204HO0I (P OPMBbI 00y4eHH

1. HopmaruBHO-MeToaMUECKas 6a3a AEIOMPOU3BOICTBA.
2. TocynmapcTtBeHHas CHUCTeMa JIOKyMEHTAIIHOHHOTO  OOECIIEYEeHHUs  YIPaBICHHS
(rcaoy).
. YHu(uKanus v CTaHIapTU3AIMS YIPABICHYECKON TOKYMEHTAIIHH.
['OCTsI 1 HOpMATUBBI B JOKYMEHTAI[HOHHOM O0ECIIEUeHUH YIIPABICHHUS.
Odopmnenue cirykeOHBIX OTMETOK Ha IOKYMEHTE.
TekcT u 3eMEeHTHI TEKCTa JOKYMEHTA.
CornacoBaHue, NOJNNCAHUE U YTBEPKICHUE TOKYMEHTA.
Knaccugukarus 10KyMeHTOB.
Hopwmpb! 1 TpeGoBaHUS K pa3MEIICHUIO PEKBH3HUTOB.
0. Onpenenenue «O0MaHK JOKYMEHTa», BUIbI OJAaHKOB.
1. VYcras: onpeneneHue, BUABI U PEKBHU3UTHI
12. OO6mas xapakTepucTuKa HHPOPMALMOHHO-CITPABOYHBIX JIOKYMEHTOB.
13. TIpoTokoi, ero xapakTepUCTHKA U TPAaBHUIIa OPOPMIICHHSL.
14. TpynoBas KHMXKa: Bbliauya, 0hOpMIIEHUE U XpaHEHHE.
15. Crpykrypa u GyHKIUH CIY>KObI JOKYMEHTAI[MOHHOTO 00eCTIeueHHs YIIPaBICHHUS.
16. Opranuzanus JOKyMEHTOO0O0pOTa.
17. Perucrpauusi TOKyMEHTOB.
18. Ha3naueHue U BUABI HOMEHKJIATYPHI JI€.
19. OdopmiteHre HOMEHKIIATYPHI JIET.
20. Tlepenaua jien B apXuB.

RB©Ooo~N O kW
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KOMILIEKT OIIEHOYHBIX CPEJICTB IIPOMEXYTOUYHOMN ATTECTAIIUU

JOKYMEHTAIIMOHHOE OBECIIEYEHMUE YIIPABJIEHUSA

40.02.01 ITPABO 1 OPTAHU3ALIUA COIUAJIBHOI'O OBECIIEYEHUA

IOPUCT
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IlepeyeHb BOPOCOB VISl NOATOTOBKHU K TU(depeHIMPOBAHHOMY 3a4eTy

. IIpeamer, uenu u 3aauu TUCHMITIIMHBIL.

. [lonsaTne o nokymeHnre. OyHKIUHA JOKYMEHTOB.

. @OpMBI OpraHM3aLuu 1eI0IPOU3BOICTBA.

. HopmatuBHO-MeToqMueckas 6asa AeI0mponu3BOICTBA.

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

. 'OCTpl1 1 HOpMATHUBBI B JOKYMEHTAITMOHHOM OOCCIICYCHHUH YIIPABIICHUSI.

. 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 pa3MELIEHUIO PEKBU3UTOB.

13. Onpenenenue «0aaHK JOKYMEHTa», BUJIbl OJJAHKOB.

14. TpeboBanus K 0hOpMIICHHIO OJIAHKOB JOKYMEHTOB.

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

16. XapakrepucTrka OpraHu3alliOHHO-TIPAaBOBbIX 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. TpeboBaHuUs K TEKCTY paCHOPSAAUTENbHBIX JOKYMEHTOB.

23. Ilpuka3s. [IoHnsTHE U BUIBI IPUKA30B.

24. Obmas xapakTepucTuka HH)OPMAIIMOHHO-CITPABOYHBIX 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. OdopmiteHus CIyKeOHBIX MHUCEM.

30. Bunpl cityKeOHBIX TTUCEM.

31. OcobeHHoCcTH OPOPMIICHHS TEJIErpaMMBbl, Tele(OHOrpaMMBI.

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 TpyJ10BOro 10roBopa.

36. XapakTepucTuka u aBToouorpadusi, 0cCOOEHHOCTH WX COCTABIICHHUS.

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. [IpaBuna hopMuUpOBaHUS PA3TMIHBIX KATETOPU JOKYMEHTOB B JIeJa.

47. TpeGoBaHus1, MpeaAbsABIsieMble K (POPMUPOBAHUIO JIEI.

48. Buasl koHpuaeHIMAIBHON HH(DOpMAITUH.

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

51. OcoOeHHOCTH MACNONPOM3BOACTBA IO OOpalIeHUsSM TpaKIaH M KOH(GUIECHIINATHLHOTO
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 MepuoJ 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 Kaxablid pabouunii neHb. C Beuepa BCera HaJo0 paclpeacisaTh padoTy Ha 3aBTpallHUI 1eHb. 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. Eciu 4TO-TO OCTaJoCh HEBBINOJIHEHHBIM, HEOOXOAMMO W3bICKAaTh BpeMs JUIs
3aBepILEHHs 3TON 4acTH padoThl, HE yMEHbIIasi 00beMa HEJeJIbHOIO TUIaHa.

PexoMeHIanMu M0 MOATOTOBKEe K MPAKTHYECKHM 3aHATHIIM

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 HA MMTOCTABJICHHBLIC BOIIPOCHI, KOJJICKTUBHOC 06CY)K}16HI/IG HpO6J’I€MHI>IX TCM.

MeToanuyeckue peKOMeHIalMU 10 MOATr0TOBKE J10KJIA0B

Hokman — mnyOomuyHOe cooOIIeHHne, MpeACTaBIsAoNIee cOoO00H pa3BepHYTOe H3JI0KEHHE Ha
OTIpEICTICHHYIO 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 PaboThI.

Otanbl IOATOTOBKH JOKJIAaa

1. IloaroToBKa U MJIaHUPOBAHUE.

2. Bo1bop 1 oco3HaHME TEMBI JOKIIaa

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.

[Ipu moAroToBke AOKIIAga pEKOMEHAYETCS MPUACPKUBATHCS CIEAYIOIIUX TIPABUII:

Bo-miepBbIX, HEOOXOAMMO YETKO COOJIIOIaTh PErJIaMEHT.

Jyist TOro 4TOOBI YIOXKUTHCS B OTBEACHHOE BPEMsI HEOOXOIUMO:
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a) T@AaTeabHO OTOOpaTh (aKThl W MPHUMEPHI, UCKIIOYUTh M3 TEKCTa BBICTYIUICHHUS BCE, HE
OTHOCSIIIEECs HAPSIMYIO 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) KpaTKOCTh, T.€. HCKJIFOUEHHE U3 TEKCTA CJIOB M CIOBOCOYCTAHUH, HE HECYIITUX

CMBICJIOBOM Harpy3Ku;

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

B) OTKa3 OT HEONPABIAHHOTO WCIOJB30BAHUS HMHOCTPAHHBIX CJIOB U CJIOXHBIX IPAMMAaTHYCCKUX
KOHCTPYKLUU.

JloKJTapl OTICHUBAIOTCS TIO CIICTYFOIIMM 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
npenacraBieHuss uHopManuu (TeKCT, rpaduka, ayauo, BUJIE0, aHMMAlKA), MOJAYMHEHHBIA 3a/laHHOMY
CLICHAPUIO U UMEIOIINN HaBUTALIMIO.

[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.

. [IpoBepka JIOruKu nojauu MaTepuania.

. IloAroroBka 3aKJIrO4YEHUS.

Bropoii 3Tan. Pazpabotka npe3eHTanmu.

PazpaboTka mpe3eHTalum BKI0YaeT:

1. Tlouck COOTBETCTBUSI METOAOJOTMYECKUX TpPeOOBAaHUM TMOJATOTOBKH CJIAMIOB C MPOEKTUPYEMBIMU
cllaiijlaMH NPE3EHTalUH.

2. O6ecnieueHue BEPTUKAIbHON U TOPU30HTAILHOM JIOTUKU COJIEPIKaHUS.

3. Pa3paboTka nu3aiiHa.

4. B100p ONTUMaNIbHOIO COOTHOLIEHHS TEKCTa U Tpadudeckoil HHOpMaLIUH.

Tpernii 3tan. OTnanka ¥ MpoBepKa NPE3EHTALNN.

B npesenTanuu BeIIENIAIOT JBa O6J10Ka: opopMIIeHHE CIIaiiJIOB U Mpe/icTaBiIeHre HHDOpMAaLUY [T HUX.

~N NN R W=

MeTtoauyeckue peKOMeH/IalMU 10 MOJATO0TOBKE KOHCIIEKTOB
[Ipu moAroToBKE KOHCIIEKTa PEKOMEHIYETCSl TPUACPKUBATHCS TAKOM MOCIEA0BATEIIbHOCTHU
1.ITpoutute TEKCT.
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2.0mnpenenuTe 1eab U3yYCHUs] TEMBI (KaKue 3HAHUS JTOJDKHBI MMPUOOPECTH U KaKUMHU YMEHUSIMH
o0anath).

3.BrigennTe 0CHOBHBIC MOJIOKECHUS.

4 .IlpoaHanu3upyiTe OCHOBHBIE MOJIOKECHUSI.

5.CnenaiTte BBEIBOIEL.

6.CocTtaBbTe KpaTKy!o 3aIHCh.

Padora c 1MTepaTypHBIMHM HCTOYHUKAMH

B npouecce o0ydeHust cTyieHTY HEOOXOAUMO CAMOCTOSITENIbHO 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 3aIHCH.

N3yuas marepuan mo y4eOHHUKY, ClEAyeT MEpPEeXOJuTh K CIEeIyHOIeMy BONPOCY TOJIBKO IOCIe
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
MEPBHUYHOIO UTCHUS.

3aaya BTOPUYHOTO UTE€HUs MOJTHOE YCBOEHHE CMBICIIA 11EJI0T0 (110 CYETY 3TO YTEHHE MOXKET ObITh
1 HC BTOPBIM, a TPCTbUM WUJIN '—ICTBCpTBIM).

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 ONKCAHUE MPOCMOTPEHHOW WJIM MPOYUTAHHOMN
KHUTH (CTaThH), €€ COJIep>KaHMsl, UCTOUHUKOB, XapaKTepa U Ha3HaYEeHUS;

[ImanupoBaHWe — KpaTkas JIOTHYECKAash OpraHHW3alMs TEKCTa, PACKPBIBAIOMIAS COJEpKAHHUE H
CTPYKTYpPY M3y4aeMOro MaTepuana;

Te3upoBaHue — TaKOHMYHOE BOCIIPOU3BEACHNE OCHOBHBIX YTBEPKACHUN aBTOpa 6€3 MpUBICYECHUS
(bakTHUecKoro MaTepuana;

[{utupoBaHne — JOCIOBHOE BBIMHCHIBAHHE W3 TEKCTa BBIIEPKEK, H3BICUCHUN, Hambosee
CYIIECTBEHHO OTPAXKAIOIMINUX Ty UM UHYIO MBICIbH aBTOPA;

KoHcnekTnpoBaHue — KpaTKO€ U TOCIIEA0BaTEIHOE U3JI0KEHUE COIePIKaHUs 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
Kaxnaplii ceMecTp 3akaHuMBaeTCsl cadel 3a4yeToB (dk3ameHOB). IloaroroBka k crade 3a4eToB
(?K3aMEHOB) SBJSETCS TAKKE CAaMOCTOSITEIIbHOW paboTol cTyaeHTOB. CTyIeHTYy HEOOXOAMMO K 3a4eTy
(3K3aMeHy) MOBTOPUTH BECh IPOMJCHHBIM MaTepual M0 JIUCUUIUIMHE B paMKax JEeKIud u
PEKOMEHTyEMOM JINTepaTyphbl.
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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 )KypHaJoB) U y4eOHas (MeToauYeCKre pa3paboTku, pedepatsi);

-laBaTh OIEHKY KAadecTBa MPEACTaBICHHOW HH(OpMAIMH, OTAEIHUTH NEHCTBUTEILHO Ba)KHBIC
CBeJIeHUs OT UH()OPMAIIMOHHOIO IyMa;

- 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 TOCYJIapCTBEHHYIO TaiiHy, pacHpoCTpaHsTh HHGOpPMAlLMIO, OPOYAIyH0 YeCTb M JIOCTOMHCTBO
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 pabGote c WHrepHeT-pecypcamu oOpaiiaiiTe BHUMaHHE HAa MCTOYHUK: OPUTHHAJIBHBIN
aBTOPCKHI MarepHal, pedepaTuBHOE COOOILIEHHE MO MaTepuaiaM APYTruX NMyOIMKauui, 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 HayUHBI€ CTAaThH, TE3UCHI, YU€OHUKH, MOHOTpaduu, TUcCcepTaLuy,
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
HuTepHeT-pecypcaMu MOXKHO paboTaTh Kak ¢ OOBIYHOM MevyaTHOW JuTepaTypoil. UHTepHeT — 3To enié u
orpoMHasi OuMOIMOTEKa, I/€ Bbl MOXKETE HAaWTHU MNPAKTUYECKU JIO0OW XyHO0XKECTBEHHBbIH TekcT. B
UHTEPHETE OrPOMHOE KOJMYECTBO CJIOBApel M  OSHUUKIONEIWH, MCIOJIb30BAaHUE  KOTOPBIX
MIPUBETCTBYETCSI.
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