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Pa3znen 1. Opranu3anuoHHO-MeTOAMYECKUI pa3ien

1.1. Hean ocBOeHMSI TUCUMTIJIMHBI

Hucuunnuna B1.B.JI3.01 «/lokyMeHTOBedeHMe» BXOAUT B «JJIeKTHBHbIE IHCHUILINHBI
(MoayJsiM) TOArOTOBKM OOydarommxcst mo HampaBieHuio moarotoBku «40.03.01 IOpucnpynennmus,
HANIPaBJIEHHOCTH (Mpoduin) «YacTHOe 1 MyOJUYHOE TPABOY.

[enbro TUCHMILIMHBI SIBJISETCS GopMHUpOBaHUe KoMmmeTeHuui (¢ coomeemcmeuu ¢ @I'OC BO u
MpebosanuaMU K pe3yibmamam 0C80EHUsL OCHOBHOU NPOogecCUOHAIbHOU 00pa308amenbHOl NPOSPaAMMbl
(OI10I1 BO)):

YK-2 CnocoGen ompeaeasiTb KpPyr 3a/ad B pPaMKax MOCTABJIEHHOW IeJH W BbIOUpPATh
ONTUMAJIbHBIE CHOCOOBI MX pPelleHHs, UCXOAS M3 JIHCTBYOIIMX MPABOBBIX HOPM, UMEIOIINXCSI
pecypcoB M OrpaHUYeHH I

JleCKpUNITOPBI YHUBEPCATbHBIX KOMIIETEHIIHIi:

YK-2.1. Cnoco6eH BbIOpaTh ONTHUMAIbHBIE CIOCOOBI Pa3padoTKH MPOEKTA, ONpeaeSIeHHH ero
KOHEYHOI WeJIM, WCXOAsl M3 JelCTBYIOINHX NPABOBBIX HOPM, MMEIOIIUXCH MATEPUATbHBIX H
TPYAOBBIX PeCYpPCOB, OTPAHUYEHUIA

YK-2.2. CniocoGeH onpeneauTh KPYr 3aJa4 B paMKax MOCTABJIEHHON 1eJiM Npu pa3padoTke U
peaju3anum NpoeKTa

B pesynpTaTe OCBOCHUS MUCIUIUIMHBI Y CTYACHTOB JOJDKHBI OBITH C(HOPMHUPOBAHBI WHIAHKATOPHI

KOMIIETEHI{HA

O0o0mennas TpyaoBas Kox u HamMeHOBaHuUe Koa u HaumMeHOBaHHE MHAMKATOPA
¢pynkuus/ TpynoBas AEeCKpUNTOpa pocruxenus komunerenuuii (u3 IIC)
pynkums KOMIIETEHI U
nc «Cnemnamuer  no | YK-2.1.Cnocoden ncC 09.002 «Cneuunaancr no
KOHKYPEHTHOMY NpaBy»: BbIOpaTH KOHKYPEHTHOMY NpaBYy:
A. BcenomorarenbHasi | onTUMAaIbHbIE €NIOCO0BI | 3HaHuUe:
AeATEeJbHOCTD no | pazpa6orku  mpoekrta, | J[-1 YK-2.1. DxoHoMuyeckue KaTeropuu B
NPaBOBOMY onpeaejeHun ero | KOHKypeHTHOM 1paBe(A/01.6)
CONMPOBOXKIEHUIO W (MJIH) | KOHEYHOH 1eaH, ucxoas | Yuenus:
KOHTPOJII0O  COOTBETCTBHSA | U3 neicreyromux | U1-2 VK-2.1. CocraBasate, coOuparh u
AeATeJIbHOCTH NPaBOBBIX HOPM, | IOJrOTaBJIUBATh MPOEKTHI JTOKYMEHTOB IS
OpraHu3anuii TpeGOBaHUSM | HMEIOLIHUXCS MPEJICTAaBICHUS MHTEPECOB OpraHU3alud B
AHTMMOHOIOJIbHOIO MaTepuaIbHbIX U | Cy/eOHBIX, AHTUMOHOTIOJIbHBIX u
3aKOHOAATeIbCTBA TPYAOBBIX  PeCypcoB, | a/IMUHUCTPATUBHBIX opraHax(A/02.6)
Poccuiickoii ®enepauuu orpaHuYeHuit Hasvixku u (unu) onvim oeamenvnocmu:
A/01.6 Coop u NI-3 YK-2.1. TloaroroBka npoeKTOB
MpeIBAPUTENIbHBI  aHaIu3 JOKYMEHTOB JJIsl IPEICTABJICHUS HHTEPECOB
JaHHBIX O  COOTBETCTBUU B CyJICOHBIX, aHTUMOHOMOJBHBIX U
NEeSITeIbHOCTH  OpraHu3aluu aJIMUHHUCTPATUBHBIX opranax(A/02.6)
TpeOOBaHUAM
AHTUMOHOTIOJILHOTO
3aKOHOJATEIbCTBA
Poccuiickoit Oenepanuy,
A/02.6
[IpencraBieHre WHTEPECOB
OpraHM3allii B Cydax W
AHTUMOHOTIONIbHBIX OpraHax.
IHC  «Cneumanucr  mo | YK-2.2. Cnoco0en | 3HaHuE:
KOHKYPEHTHOMY NpaBy»: onpeneauts Kpyr 3agau | 1J[-4. YK-2.2. OcHOBBI SKOHOMHYECKOI
A. BcnomorarenbHas | B paMKax | Teopum, [IEHOOOpa30BaHus, TEOpUHr
AeATeJIbHOCTh MO | MOCTABJIEHHOIH IeJIM | OTPACiIeBbIX PHIHKOB. OCHOBBI MapKETHHTA.
NPaBOBOMY npu  pa3padorke ¥ | DKOHOMHYECKHE KaTeropuu B




CONMPOBOXKIEHUI0 MW (MJIH) | peaju3aluu MPOEeKTAa

KOHTPOJII0O  COOTBETCTBHS
AeATeJbHOCTH
opraHuM3anuii TpedboBaHUSIM
AHTHMOHOIOJIbHOT0
3aKOHOJATeIbCTBA
Poccuiickoii Penepannu
A/02.6 [IpencraBienue
WHTEPECOB OpPraHM3alui B
Cydax W AaHTHUMOHOIIOJIBbHBIX
OpraHax.

KOHKypeHTHOM 1paBe(A/01.6).

YMeHnus:

NA-5 VK-2.2. IlpoBepsATh KOMILJIEKTHOCTb
JOKYMEHTOB JIJISl TIPE/ICTABICHUSI UHTEPECOB

OpraHu3aIuu B Cy/eOHBIX,
AQHTUMOHOIIOJbHBIX M aJMHHUCTPATHBHBIX
opranax(A/02.6)

HaBbiky 1 (M111) ONBIT AESATETBHOCTHU:

NI-6 YK-2.2. [ToaroroBKa MpoeKToB
JOKYMEHTOB JUUISI TIPEJICTABIICHHS] HHTEPECOB
B CyJCOHBIX, aHTHMOHOIIOJBHBIX U
aJIMUHUCTpATHBHBIX opranax(A/02.6)

1.2. MecTo tucuunianuel B cTpyktype OIIOII BO
HanpasJienus noarorosku «40.03.01 FOpucnpyaennus, HanpasJjeHHOCTb (Mpoduib) «HacTHoe 1
ny0Ju4YHOe MPaBo»

Ne TIpeiecTByI0MIHE /U CLUHITHH I Iocaenyronue M CHUNINHBI
(IMCHUIINHBI, M3yYaeMble MapaJijieibHO)
1 2 3
1. | FOpuandeckas TeXHUKa HcnonHuTENnpHOE POU3BOACTBO
2. | 'paxxnanckoe paBo MyHununanbHOe IpaBo
3. | TpynoBoe npaBo CrpaxoBoe IIpaBo
4. | IlpodeccrnonanbpHas TUKA

Ilocrneoosamenvrocmo qbopMupoeaHuﬂ KOMI’lemeHL;Mﬁ 6 YKA3AHHbLX 0ucuunﬂuﬂax Mooicem Ovbimb
U3MEHeHAa 6 3asucumocmu om (ﬁOprl u cpoka 06y’{€H1/l}Z, a makoisce npenoda@aHuﬂ C UCNOJIb3068AHUEM

ducmanquHHbzx mexHon02ul O6yll€HMﬂ.

1.3. HopmaTuBHas1 JIOKyYMEHTALMS
PaGouas mporpamma y4eOHO IMCHUIUIMHBI COCTaBI€HA HAa OCHOBE:!
- @enepalibHOTO TOCYAApCTBEHHOrO0 00pa30BaTENLHOTO CTAaHJApTa BBICHIETO OO0Opa30BaHUA IO

HanpasieHuio noAroToBku «40.03.01 FOpucnpyaenums»,

- VYuebHoro miana HampaBiaeHus noaroToBku «40.03.01 HOpucnpyaeHnusi, HanpaBJeHHOCTH
(mpoduib) «HacTHoe U mydanuHoe npaBo» 2021 rona Habopa;
- OO6pasua paboueii mporpammel yaeOHOU auciuminabl (mpukas Ne 27-0 ot 01.02.2021).




Pasznen 2. Temaruuyeckuii mjiaH

Ounas ¢popma 00y4eHus (IOJHBII CPOK)

TpyroeMkocTh Kon
AyIUTOPHBIE 3aHIATHS HHIMKATOPA U
Ne Tema Ay CUMIIMHBI JAeCKpUNTOpPA
Beero JI I3 (JI3, C3) CPO AOCTHKEHU S
KOMIIeTeHI U
1 2 3 4 5 6 7
OcHOBHBIE TIOHATHS B 00J1aCTH NI-1YK-2.1,
1 | noxymeHTHpOBaHUs 6 2 4 NA-2YK-2.1,
N-3YK-2.1
HopmaTtuBHO — MeTomueckue N1-4YK-2.1,
2 | OCHOBHI JIJOKYMEHTAIIMOHHOTO 10 4 4 2 N-5YK-2.1,
obecrieueHust ynpaBiaeHUs NJ-6YK-2.1
Opranu3anuoHHO-TPaBOBast NI-1YK-2.1,
3 | cucrema TOKyMEHTAIUU 6 2 2 2 NI-2VK-2.1,
N-3YK-2.1
Opraaun3anuoHHO- NI-4YK-2.1,
4 | paciopsauTeNbHAs CUCTEMA 8 2 2 4 N-5YK-2.1,
NJ-6YK-2.1
HNudopmanmronHo-cripaBoyHast NI-1YK-2.1,
5 | cuctema 4 4 NI-2VK-2.1,
NJ-3VK-2.1
OcHoBHbIE (HOPMBI N1a-4YK-2.1,
6 | mokymeHToo00poTa B 6 2 4 NJ1-5YK-2.1,
OpraHu3aINH N1-6YK-2.1
ABTOMAaTU3UPOBAHHBIC WJT-1VK-2.2,
7 |cpeAcipa® 8 2 2 4 | UJI-2YK-2.2
JOKYMEHTAI[MOHHOM
yIpaBJIeHUU
CocraBiienue 1 0(opMIICHHE NI-3VK-2.2,
8 | OCHOBHBIX BUIIOB 8 2 2 4 NJ1-4YK-2.2
yIpaBIeHYECKUX JOKYMEHTOB
Ocob6enHoctu oopmiIeHHUS U N1-4YK-2.2,
g | BezeHuA JIOKYMEHTAIUH T10 8 2 2 4 NJ1-5YK-2.2,
JUYHOMY COCTaBY NA-6YK-2.2
Opranuzanus NJ1-6YK-2.1
10 JOKYMEHT0000poTa. 8 2 2 4 NJI-1YK-2.2
CucreMaru3zanus U XpaHeHUe NJI-2YK-2.2
JIOKYMEHTOB
Buja npomeskyTo4HOM arTecTanuu +
(3auer)
Hroro 72 18 18 36
3aouyHas popma 00yueHns (IOJIHBIN CPOK)
TpyroeMkocTh Kon
AyIUTOPHBIE 3aHIATHS HHIMKATOPA U
Ne Tema Ay CUMIIMHBI JAeCKpUNTOpPa
Beero | 7 m3 a3, c3) | PO | nocrusmenns
KOMIICTCHIMH




1 2 3 4 5 6 7
OcHOBHBIE IOHATHUS B 00J1aCTH NI-1YK-2.1,
1 | noxymeHTHUpOBaHUsA 6 6 N-2VK-2.1,
NJI-3YK-2.1
HopmaTtuBHo — MeToiuueckue N-4YK-2.1,
2 | OCHOBBI JJOKYMEHTAIIMOHHOTO 10 2 2 6 N-5YK-2.1,
o0ecrieueHUs yIIPaBICHHUS N-6YK-2.1
Opranu3aiiioOHHO-TPaBOBas NI-1YK-2.1,
3 | cucrema TOKyMEHTAIlUU 8 2 6 N-2VK-2.1,
NJI-3YK-2.1
Opranun3zanuoHHoO- N-4YK-2.1,
4 | pacniopsauTeIbHAs CUCTEMA 6 6 N-5YK-2.1,
NJ-6YK-2.1
NudopmanmonHo-cripaBouHas NI-1YK-2.1,
5 | cucrema 6 6 NI-2VK-2.1,
NJ-3YK-2.1
OcHoBHbIE (HOPMBI N-4YK-2.1,
6 | moxKyMeHToOOOpOTa B 6 6 N-5YK-2.1,
OpraHU3aINH NJ-6YK-2.1
ABTOMaTU3UPOBAHHBIE V- 1VK-2.2,
7 |cpeAcia B 6 6 |WA-2VK-22
JTOKYMEHTAI[AOHHOM
yIIpaBJICHUN
CocraBnienue u oopmIICHHE N-3YK-2.2,
8 | OCHOBHBIX BUIIOB 6 6 NJ1-4YK-2.2
YIPaBJICHYECKUX TOKYMEHTOB
Ocob6enHoctu oopmieHHS U N1I-4YK-2.2,
9 BEJICHUSI IOKYMEHTAIIUU T10 6 6 NJI-5YK-2.2,
JUYHOMY COCTaBY N1-6YK-2.2
Opranuzanus N1-6YK-2.1
10 JIOKYMEHTO000POTA. 8 8 NI-1YK-2.2
CucremaTtu3zanus 1 XpaHeHUE N1-2YK-2.2
JOKYMEHTOB
Bua npomeskyTo4HOI aTTecTannu
+(4)
(3auer)
Hroro 72 4 2 62

3aouyHasi popma 00yueHus (YCKOpEeHHOe 00yUeHHe, IIOJTHOE YCKOPEeHHOoe 00y4YeHme)

TpynoemkocTs Kon
AYIUTOPHBIE 3aHATHUS HHIMKATOPA U
Ne Tema AuCcUMIIMHBI JAeCKpUNTOpa
Beero | v myas,c3) | PO | nocrnmenns
KOMIIETECHIMH
1 2 3 4 5 6 7
OcHoBHBIE IOHATHUSA B 001aCTH Na-1YK-2.1,
1 | toxymeHTHpOBaHUS 6 6 NA-2YK-2.1,
NJI-3YK-2.1
HopmaTtuBHO — MeTouyeckue NJ1-4YK-2.1,
2 | OCHOBBI JJOKYMEHTAIlMOHHOTO 10 2 2 6 NJI-5YK-2.1,
obecrnieueHus yrpaBIeHHs NJI-6YK-2.1
3 | OpraHu3annoHHO-TIpaBOBast 8 2 6 NJ-1YK-2.1,




CUCTCMA JOKYMCHTAINU

WJI-2VK-2.1,

NJ-3YK-2.1
Opranu3zaluoHHO- N-4YK-2.1,
4 | pacniopsauTenbHas CUCTEMA 8 2 6 NJ-5YK-2.1,
NJ-6YK-2.1
HNudopmanroHHO-cIipaBoyHast NI-1YK-2.1,
5 | cucrema 6 6 NI-2YK-2.1,
NJI-3YK-2.1
OcHoBHBIE (HOPMBI N-4YK-2.1,
6 | moKyMeHToO0OOpOoTa B 6 6 N-5YK-2.1,
OpraHu3aIu NJ-6YK-2.1
ABTOMaTU3UPOBAHHBIE VJT-1VK-2.2,
7 | CPeAcIRA 6 6 | MIA-2VK-2.2
JOKYMEHTAI[AOHHOM
yIpaBJICHUU
CocraBnienue u oopmIIeHHE N-3YK-2.2,
8 | OCHOBHBIX BHJIOB 6 6 N-4YK-2.2
VIpaBICHYCCKUX JOKYMEHTOB
Ocob6ennoctu oopmieHus U N-4YK-2.2,
g | BEZICHHS OKYMCHTAIH 110 6 6 N-5YK-2.2,
JUYHOMY COCTaBY N-6YK-2.2
Opraauzanus NI-6YK-2.1
10 JTIOKYMEHTO000pOTA. 6 6 Na-1YK-2.2
CucremaTtuzanusi 1 XpaHeHUE N-2YK-2.2
JTOKYMEHTOB
Bua npomeskyTo4HOI aTTecTannu
+(4)
(3auer)
Hroro 72 4 4 60

OuHo-3204Hasi popMa 00yueHus (MOJIHBI CPOK, YCKOPEHHOE 00yueHHe, OJIHOe YCKOPEeHHOe 00y4eHue)

TpynoeMKoCTh Kon

AyIUTOPHbIE 3aHITHS HHAUKATOPA U

Ne Tema TUMCHUNIINHBI JAeCKPHUIITOPA

Beero | ol m3 iz, c3) | €O | nocrmsenns

KOMIIeTeHIInii

1 2 3 4 5 6 7

OCHOBHBIE TIOHATHS B 00JIaCTH NJ-1YK-2.1,
1 JTOKYMEHTUPOBaHUS 6 NJ1-2YK-2.1,
NJ1-3YK-2.1
HopmatuBHo — MeTouyeckue NJ1-4YK-2.1,
2 OCHOBBI IOKyMEHTAI[HOHHOTO 10 2 2 NJI-5YK-2.1,
obecrnieveHus yrpaBiIeHHs NJI-6YK-2.1
OpranuzanOHHO-IIPABOBAs NA-1YK-2.1,
3 CHUCTEMA JOKyMEHTalu1 8 2 NA-2YK-2.1,
NJ1-3YK-2.1
Opraan3zaluoHHO- NJ1-4YK-2.1,
4 pacnopsiAMTeNbHAs cUCTeMa 10 2 2 NJI-5YK-2.1,
NJI-6YK-2.1
WudopmanimoHHO-CcTIpaBOYHAs NA-1YK-2.1,
5 cucTeMa 6 NJ1-2YK-2.1,
NJ1-3YK-2.1
6 OcHoBHBIE (POPMBI 10 2 2 NJ-4YK-2.1,




JOKYMEHTO00O0pOTa B NJ-5YK-2.1,
OpraHu3aIu NJ-6YK-2.1
ABTOMaTU3UPOBAHHBIC WJT-1VK-2.2,
7 | cpeAcTBa B 6 6 UJI-2VK-2.2
JTOKYMEHTAI[HOHHOM
yIIpaBJICHUN
Cocrasnienue u oopmiieHHE NJ-3YK-2.2,
8 OCHOBHBIX BHUJIOB 6 2 4 N-4YK-2.2
YIPaBJIEHYECKUX IOKYMEHTOB
Ocobennoctr 0OpMIICHUS U N-4YK-2.2,
9 BEJICHUSI IOKYMEHTAIIUU 10 6 9 4 NJ-5YK-2.2,
JIUYHOMY COCTaBy N-6YK-2.2
Opranuzanus NI-6YK-2.1
10 JTIOKYMEHTO000POTA. 4 4 NI-1YK-2.2
CucremaTtu3zanus 1 XpaHeHUE N-2YK-2.2
JTOKYMEHTOB
Bua npomeskyTo4HOM aTTecTaluu +
(3auer)
HTroro 72 10 8 54

Pa3nen 3. Coaep:kanue THCIUNIUHBI
3.1. Conepxxanue TUCUMIIIIMHBI

Tema 1. OcHOBHBbIE NOHATHS B 00J1aCTH JOKYMEHTHPOBAHUS

OcHOBHbBIE TEPMHUHBI U OTPEENIeHUsI B 001aCTH JOKYMEHTAIIMOHHOTO 00eCleYeH sl yIpaBJICHUS.
I'OCT P51141-98 «/lenonpon3BoACTBO M apXWBHOE J€70. T€pMHUHBI W ONPEACICHUS». 3HAUYCHHUE M
CBOMCTBa JIOKyMEHTa Kak HocuTens uHpopmaruu. OyHKIUHA YIPaBICHUYECKUX JTOKYMEHTOB: OOIIME U
cnenuduueckue. OOImME MOHATHS O CHUCTEMaxX JOKYMEHTAaluu. YHU(UKAIUS W CTaHIapTHU3ALUS
JOKYMEHTOB. YHU(UIMPOBAHHAS CUCTEMa OPraHU3alMOHHO — PACHOPSAUTEIBLHOW JOKYMEHTAIIUH.
OcHOBHBIE BUIbl OPraHU3AIIMOHHO — PACTIOPSIIUTENBHBIX JOKYMEHTOB M UX POJIb B CUCTEME YIPaBIICHUS.

l'ocynapctBenHble cTaHapThl B 00JacTH JAOKYMEHTAIMOHHOTO OOECIeUYeHHs YIPaBJICHHUS.
OcHoBHble TOJIOKeHUs ['OcymapcTBEHHONW CHUCTEMBl JOKYMEHTAIIMOHHOTO OOEeCHedeHHus yIpaBieHUS.
AJIMUHUCTpATUBHAS OTBETCTBEHHOCTh PYKOBOIUTENEH U CIIEIUATMCTOB OPTaHU3alui U NPEANpUsTUil 3a
HapyIIeHHUEe JeHCTBYIOUIETO 3aKOHOAAaTEIbCTBA 10 ApXUBHOMY JICITY.

Tema 2. HopMaTUBHO — MeTOAUYEeCKHE OCHOBBI JOKYMEHTAIHOHHOIO o0ecredeHust
ynpaBJieHHS.
PaccmarpuBarorcs BOITPOCHI HOPMAaTHBHO-METOINYECKOTO perynupoBaHus CHUCTEM

I[OKYMCHTOO60pOTa B OpraHusanyv, HOPMATUBHBIC AKThI, IIOJIOKCHHA W CTPYKTYpa PCTYyIUPOBAHUA
AOKYMCHTOABHUXCHUA.

Tema 3. OpraHu3anHMOHHO-TIPABOBasi CHCTEMA JOKYMEHTALIUH.
B nexuuu pa3bupaercss Ha3HAUEHUE, COCTAB U JABM)KEHHE IOKyMEHTOB OpraHU3allMOHHO -IIPaBOBOM
CUCTEMBI JOKYMEHTALIUU U €€ OCHOBHBIE XapaKTEPUCTUKH.

Tema 4. Opranu3anHOHHO-PACTIOPAANTEIbHAS CHCTEMA.
B nexkumm pazOupaercss Ha3HAue€HUE, COCTAaB M JBH)KEHHE JOKYMEHTOB OpraHM3allMOHHO-
pacnopsaUTENbHON CUCTEMBI JOKYMEHTAIIMM U €€ OCHOBHBIE XapaKTEPUCTUKH.

Tema S. UudopManMOHHO-CIIPABOYHAA CHCTEMA.
B nexkumm pazOupaercss Ha3HAue€HUE, COCTaB M JBIDKEHHE JOKYMEHTOB HH(OPMAIMOHHO-
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CIPAaBOYHON CHUCTEMBI JOKyMEHTAUN (POPMBI U €€ OCHOBHBIE XapaKTEPUCTHKH.

Tema 6. OcHOBHBIE (POPMBI JOKYMEHTO000POTA B OPraHU3aLMH.
PaccmarpuBaroTcs TpaaiuIMOHHAs U AJIEKTPOHHAsE (GOPMBI TOKYMEHTO000pOTa, a TaKkKe MOPSIIOK
paboTHI C BXOAIIUMH, BHYTPEHHUMH M UCXOSAIINMHU JOKYMEHTaMH.

Tema 7. ABTOMaTU3HPOBaHHbIE CPeICTBA B IOKYMEHTAIIHOHHOM YNIPABJICHUM.
Paz0uparoTcsi aBTOMAaTH3MPOBAHHBIE KOMITBIOTEPHBIE MPOTPAMMBL, TO3BOJISIFOIINE COKPATUTH
BpeMst 0(OpPMIICHUS, IEPEABIKEHUS IOKYMEHTOB M UX LIEJIEBOE HCIIOJIb30BAHNUE.

Tema 8. CocTaBiieHue u opopMiieHHe OCHOBHBIX BU0B YIIPABJIEHYECKHX IOKYMEHTOB.

bnanku noxymentoB. dopma m conepkaHHe CIIyeOHOTO nokymeHTa. Dopmyssp. PexBu3uTHI
VIPaBJIEHYECKUX JTOKYMEHTOB HX 3HaueHue. CTpyKTypa TeKcTa M OCOOCHHOCTH O(OpMIICHUS
yIpaBiIeHYECKUX JOKYMEHTOB. OTBETCTBEHHOCTh TP 0(OPMIICHUH JOKYMEHTOB.

Tema 9. Oco6enHocTi 0opMIIeHUSI M BeAeHUS JOKYMEHTAIMH 110 JIUYHOMY COCTABY.

OOmrast xapakTepuCTHKa ¥ Ha3HauYCHHWE NOKYMEHTAllMd TI0 JHMYHOMY cocTaBy. OcoOeHHOCTH
JOKYMEHTHUPOBAHUS TPYAOBBIX TpaBOOTHOIICHHW (odopmiienne mnpuema Ha paboTy, IepeBoja,
YBOJIbHCHHA, KOMAaHIUPOBKH, OTHYCKa). BCHGHI/IG TPYAOBBIX KHHIKCK. Bocnuranne OTBCTCTBCHHOCTH,
T0OPOCOBECTHOCTH MPH 0POPMIIEHUN JOKYMEHTOB, BIMSIIOIIUX HAa CTaXK COTPY/IHHKA.

Tema 10. Opranu3zamnusi 10KyMeHT0000poTa. CucreMaTH3alus U XpaHeHHe TOKYMEHTOB.

Opranuzanus J0KyMEHTOOOOpOTa: perucTpauus M JBUWKEHHE JAOKyMeHTOB. HoMeHkmaTypa aen
OpraHM3aluu: cojepkaHue, ¢opma, MOPAIOK pa3paboTku u ympaBieHud. OCHOBHBbIE TNPU3HAKU
3aBeneHus aen. [lopsimox QopmupoBaHus AOKyMEHTOB B jena. CpoKM XpaHEHHUS JOKYMEHTOB.
DKkcnepTu3a IEHHOCTH JOKYMEHTOB. BbljeneHue MOKYMEHTOB C HCTEKUIIMMH CPOKaMH XpaHEHUS.
XpaHeHue U nepeqada JOKYMEHTOB.

3.2. ConepxaHne NPAKTHYECKOT0 0JIOKA U CHUNIMHBI

Ounasi popma 00yueHust (IMOJHBII CPOK)
Ne Tema npakTH4ecKoro (CeMMHAPCKOTo, JA00OPATOPHOI0) 3aHATHSA
1 2
I13 1,2 | HopMaTuBHO — METOAMYECKHE OCHOBBI JIOKYMEHTAIIMOHHOTO 00€CIICUEHHUs YIIPABICHHS

I133 | Opranu3allMOHHO-TIPABOBAs CUCTEMA JJOKYMEHTAIUU
[134 | Opranu3alMOHHO-PACIIOPSAIUTENIbHAS CUCTEMA
I13 5 | OcHoBHBIC (hOPMBI TOKYMEHTOOOOPOTA B OpraHu3aIlu
136 | ABTOMaTU3MpPOBaHHBIE CPEACTBA B JOKYMEHTAIIUOHHOM YIIPaBICHUHU
I137 | CocraBnenue u 0(hopMIeHHE OCHOBHBIX BUJIOB YIIPABIEHYECKUX JOKYMEHTOB
I13 8 | Ocobernnoctu oopmiieHUs ¥ BEICHUS JOKYMEHTAIMH 110 JINYHOMY COCTaBYy
139 | Opranmuzanus nokymeHntoobopora. CucreMarusanus U XpaHeHHe JOKyMEHTOB

3aouHas popma 00yueHus (MOJIHbIH CPOK)
Ne Tema npakTH4ecKOro (CEeMHHAPCKOro, J1a00paTOPHOro) 3aHATHS
1 2

1131 HOpMaTI/IBHO — MCTOANYCCKUC OCHOBBI JOKYMCHTAITMOHHOT'O oOecreueHust YIIPAaBJICHUSA

3aouyHasi popma 00yueHust (YCKOpEeHHOE 00yUeHHe, II0JTHOE YCKOPEHHOe 00y4YeHue)

Ne Tema npakTH4ecKoro (CeMMHapPCKOro, 1a00paTOpPHOro) 3aHATHS
1 2
I131 | HopmaTuBHO — METOIMYECKHE OCHOBBI IOKYMEHTALIMOHHOTO 00ECTIeueHH sl YIIpaBJIeHUs
[132 | Opraau3aiMOHHO-PacIOPSAUTENbHAS CUCTEMA
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OuHo-3204Hasi ¢popMa 00yueHHs (IOJHBI CPOK, YCKOPEHHOE 00yUeHN e, OJTHOE YCKOPEHHOe 00y4YeHue)

Ne Tema npakTH4ecKoro (CeMMHapPCKOro, J1a00paTOpPHOro) 3aHATHS

1 2

I131 | HopMaTuBHO — METOIMYECKHE OCHOBBI IOKYMEHTALIMOHHOTO 00ECTICUSHHsI YIIPaBJICHUS

[13 2 | OpranuzanroHHO-PACTIOPSAUTENbHAS CUCTEMA

I133 | OcHoBHBIE (HOPMBI TOKYMEHTOO0OPOTA B OpraHU3aluu

I134 | CocraBnenue u 0opmIIEHHE OCHOBHBIX BUJIOB YIPABICHUYECKUX JOKYMEHTOB

3.3. O6pa3zoBarejibHbIE TEXHOJIOTHHI

Ounas ¢popma 00ydeHust (IMOJHBIA CPOK)

Buja yue6Horo Dopma / MeToxpr % y4eOHOro
Ne Tema 3ansaTust HHTEPAKTUBHOI0
3aHATHSA BpeMeHH
00yueHust
1 2 3 4 5
HopmaTtuBHO — MeTouueckue
1 | OCHOBBI JOKyMEHTAIIMOHHOTO 113 Keiic-meron 100
obecrnievueHus yrpaBIeHHs!
2 Opraan3alnOHHO-IPABOBAs m JlenoBas nrpa 100
CHCTEMA JJOKyMEHTAI[H!
ABTOMaTU3UPOBAHHBIE
3 | cheAcTBan 13 Ketic-meTonn 100
JOKYMEHTAITMOHHOM
yIpaBIeHUU
CocraBnenue 1 oopmIICHHE
4 | OCHOBHBIX BUJIOB I13 Keiic-meTon 100
yIpaBIeHYECKUX JOKYMEHTOB
Ocob6ennoctu oopmieHHS U
5 | BelleHUs TOKYMEHTAIUH T10 I13 Keiic-meTon 100
JUYHOMY COCTaBY
HUroro % 271%

3aounas popma o0yueHusi (MOJTHBIN CPOK)

dopma / MeToabl
Bup yueOHoro p A % y4eOHOrO
Ne TemMa 3aHATHA HHTEPAKTHBHOI'0
3AHATHA BpeMeHH
00y4eHus

1 2 3 4 5

HopmatuBHO — MeTOIMYECKUE
1 | oCHOBBI JOKYMEHTALIMOHHOTO JI, T13 Keiic-meTon 100

o0ecrieyeHHs yIpaBIICHHsI

Opraun3alMoHHO-IIPaBOBas .
2 p 1 P 113 Keiic-meTon 100

CUCTeMa IOKyMEHTAaIluu

Hroro % 33%

3aouyHasi popma 00yueHns (YCKOpEeHHOe 00yUeHHe, IOJTHOE YCKOPEHHOoe 00y4YeHue)

®opma / Metoasbl
Bup yuednoro P A % y4yeOHOTO
Ne Tema 3ansaTUSA HHTEPAKTUBHOIO
3aHATHA BpeMeHH
00yueHust
1 2 3 4 5
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HopmaTtuBHO — MeToquyeckue
1 | OCHOBBI JOKYMEHTALIMOHHOTO JL, 113 Ketic-meron 100
o0ecrieyeHns yrpaBJICHUs
OpranuzaloOHHO-IIPaBOBAs
2 | cucteMa JIOKyMEHTaluu J Ketic-meron 100
3 Opranusanonro- 113 Keiic-meron 100
pacnopsiiMTeIbHAasl CUCTEMA
Hroro % 33%

OuHo-3204Hasi popMa 00yuyeHHs (OJHBI CPOK, YCKOPEHHOE 00yUeHN e, OJTHOE YCKOPEHHOe 00y4eHue)

®opma / MeTtoabl
Bua yuednoro P A % yueOHOTO
Ne Tema 3ansaTust HHTEPAKTUBHOI0
3aHATUSA BpeMeHH
00yueHust

1 2 3 4 3)

HopmaTtuBHO — MeToquueckue
1 | OCHOBBI JOKyMEHTAIIMOHHOTO I13 Keiic-meton 100

obecrnieueHus yrpaBIeHHs!

Cocrasnenue u oopmiieHHe
2 | OCHOBHBIX BHJIOB 113 Keiic-meron 100

YIPaBJICHYECKUX JIOKYMEHTOB

Hroro % 50 %
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Paznes 4. Oprannsanms caMoCTOSTEJIbHOI padoThl 00y4YaOIMXCst

4.1. Opranu3anms caMoCTOSITeJIbHOI padoThl 00y4YaroIMXCst

Ne pekomenayemoii
Ne Tema TUCHUNINHBI Ne ponpocos P Ay
JINTEPaTypsbl
1 2 3 4
1 OCHOBHBIE IIOHITHA B 00/1aCTH 1-6 1-6
JOKYMEHTHUPOBAHUS
HopmaTtuBHO — METOTMYECKUE OCHOBBI
2 | TOKyMEHTAIlMOHHOTO O0eCTieUeHUs 7-12 1-6
yIpaBJICHUS
Opragn3aliMoOHHO-IIPABOBA CUCTEMA
3| P H p 13-18 1-6
JOKYMEHTAITIHN
Opragn3aliioOHHO-PaACIOPSIAATEILHAS
4 | P H pacriopii 19-24 1-6
cucreMa
5 | MadopmarnmoHHo-cripaBoYHasi CUCTEMA 25-31 1-6
OcHoBHBIE HOPMBI JOKYMEHTO000pOTA
6 (bopmer poxym P 32-38 1-6
B OpraHU3aIiuu
ABTOMaTHU3UPOBAHHKIE CPEJACTBA B
7 P peil 39-45 1-6
JOKYMEHTAITMOHHOM YIIPaBJICHUU
CocraBiienue 1 0hopMIJICHHE OCHOBHBIX
8 (op 46-52 1-6
BHJIOB YIIPABJICHYCCKUX TJOKYMEHTOB
Ocob0enHocTr 0OPMIIEHUS U BEIECHUS
9 Gop . 53-58 1-6
JOKYMEHTAIUH TI0 JINYHOMY COCTaBY
Opranu3anus 10KyMeHTO000poTa.
10 | CuctemaTuzanus u XpaHeHUE 59-66 1-6
JTOKYMEHTOB

IlepeyeHb BONIPOCOB, BLIHOCUMBbIX HA CAMOCTOSITEJILHYIO PadoTy 00y4aronuxcst
PackpoiiTe noHsTHE: 1€I0MPOU3BOJICTBO, JOKYMEHTHPOBAHUE, TOKYMEHTOOOOPOT.

UT0 Takoe TOKYMEHT; O(PHUITHATbHBIA, TUIHBINA?
HazoBute ocHOBHBIC (DYHKIIUM TOKYMEHTA.

Ilo kakum BUJaM ACATCIbHOCTHU KJ'IaCCI/I(i)I/II_II/Ip}IIOTCﬂ ,Z[OKYMGHTI)I?
KaxoBsl XapaKTCPHBIC OTINYHA HHANBUAYAJIbHBIX TOKYMEHTOB OT THITOBEIX?
KaxoBsl CPOKH XpaHCHHUA JOKYMCHTOB JOJITOBPEMCHHOI'O 1 BPEMEHHOI'O XpaHeHI/IH?

YTto Takoe OpuUIruHall, YCPpHOBUK, KOITHS?

JlaiiTe xapakTepUCTUKY JeTONIPOU3BOCTBA B J{peBHEpYyCcCKOM rocynapcTse?
HazoBute ocHOBHBIE YepThl MPUKA3HOTO AECTOTPOU3BOJICTBA.

Z[aﬁTe XapaKTCPpUCTUKY CUCTEMBbI KOJIJICIKCKOTO ACIOIIPOU3BOACTBA.

OcHOBHBIE TPUHILIUITBI MUHUCTEPCKOTO JEIOTPOU3BO/ICTBA.
JlaiiTe xapakTepUCTUKY JAeTOTPOU3BOJICTBA B MIEPBOIi MoioBHHE XX BeKa.
JlaiiTe xapakTepUCTUKY JeTONIPOU3BOICTBA BO BTOPOH MOJI0BUHE XX BeKa.

Kakue ocHOBHBIE 3aK0HBI perynupyor JJOY?

Kakoit crangapT ucnosb3yroT A1 0(popMIIeHUsT OPraHU3alMOHHO -PACTIOPSAUTENBHBIX JOKYMEHTOB?
Yro moHMMaeTcs ol yHUpHUKauend U cTaHAapTU3anuei?
UYro npenctapiser coboil YHUPHIMPOBaHHAas cucteMa JokyMeHToB ([{OVY)?

C kakoii nenbio pa3padoran u BBezieH B feiictsue [OCT P6.30-20037

KakoB nops10k ucnoss3oBanus U oopmieHus repda 1 sMOaeMbl Ha OJ1aHKaxX T0KyMEHTOB?
Kakue TpeboBaHus NpenbsaBIsOTCs K opopMieHHIo pekBu3uTa «HanmeHoBanue opranuzanuu’?
Yto MOKET OBbITh BKIIFOYEHO B COCTAB CIPABOYHBIX JAHHBIX OpraHU3aIyu?

Uro mnpexactaBiseT CcoOOH pPEruMCTPAllMOHHBIM HOMeEp JIOKYyMEHTa,

oopmuenus?
23. KaxoBbI BOBMOXHBIH COCTaB PEKBU3UTA «AJpecaT» U TpeOOBaHHS K €ro 0(hOpMIICHHIO?

H KaKOB TIIOPAJOK €ro



24. KakoBbl BapHaHTBl YTBEP)KICHUS JOKyMEHTa U TpeOOBaHUS K O(GOPMIIEHHIO COOTBETCTBYIOLIETO
pexBu3uTa?

25. KakoBbl Ha3HaueHUE pekBU3UTa «Pe30onus» u mopsiok ero opopmieHus?

26. Kak oopMHUTH PEeKBU3UT «3ar0JI0BOK K TEKCTY»?

27. KakoBbl 00mue TpeboBanus K 0(OPMIICHHIO TEKCTa JJOKyMEHTOB U TOPSIIOK UCITIOIb30BaHUS SI3BIKOB
B oHIMaIbHOM JenonpousBoacTse Poccun?

28. Kakme tpeOoBaHMs TmpenbsBIAOTCS K odopmieHnto pekBuzuta «OTMETKAa O HAJIUYUHU
MIPUIIOKEHUS» ?

29. UYro BxomuT B coctaB pekBu3nTa «Iloamuce», 1 KakoB MOPsIIOK ero opopMIiIeHHs?

30. KakoBbl TpeboBanus K ohopmieHHIO0 peKBH3UTOB «I'pud cormacoBaHus JOKyMeHTa» M «Buzbl
COTJIaCOBaHUS JOKYMEHTOB»?

31. KakoBbl Ha3HayeHne pekBu3nTa «IledaTsy u TpeOOBaHMS K MPOCTAHOBKE NEUATH HA JIOKYMEHTAX?
32. Kakue peKBU3UTHI MOTYT BHOCHTBCS B IOKyMEHT TUIIOTPA(CKUM CIIOCOOOM?

33. CocTaBHOH YaCThIO KAKMX PEKBU3HUTOB SIBIISICTCS JIMYHAS TTOAIUCH?

34. Ckompko pexBu3nTOB ycraHaBnuBaeT cragaapt [OCT P6.30-20037

35. KakoBbI BUIBI OpraHU3aIMOHHBIX TOKYMEHTOB U OCOOCHHOCTH UX 0QOpMIICHHS?

36. KakoBbI BHJIBI pacOpSAUTENBHBIX TOKYMEHTOB M OCOOCHHOCTH MX 0(opMIIeHMs?

37. KakoBa cTpykTypa MpHKa3za MO OCHOBHOW JESTEIHHOCTH, COCTAaB PEKBU3UTOB, TPEOOBaHUS K
ohopMIIeHUIO?

38. KakoBbI BUIBI HHPOPMAIIMOHHO-CIIPABOYHOH TIOKYMEHTAIIUH?

39. Kakme TpeOOBaHHS MPENBIBISIOTCS K COCTABICHUIO W O(GOPMIICHHUIO TellerpamMM, Tele()OHOTPaMM,
(hakcoB?

40. KaxoBbsl 0cOOCHHOCTH OQOPMIICHHS JOKIAIHON, CITYyKeOHOW U 0OBICHUTETFHON 3aITHCOK?

41. B dem 3aKir04arOTCsl OCOOCHHOCTH SI3bIKA U CTHJIS CITY’KEOHBIX TOKYMEHTOB ( Ha IpUMepe mucbma)?
42. KaxoBo (yHKIIMOHAIHHOE Ha3HAYEHNE KOMMEPUECKHX IHCEM?

43. Ha3oBute JOrM4ecKue 371eMeHThl IHUChMa.

44, Tlepeuncnute OCHOBHBIC TPEOOBAHUS K JICTIOBOM peyH.

45. YTto Takoe TOKyMEHTOO0OpOT?

46. KakoBbl OCHOBHBIC (DYHKIIMH JIE€TOTIPOU3BOJICTBEHHOTO OOCTY)KUBaHUS?

47. KakoBbl OCHOBHBIC OTIEpAIIMH TpoIlecca 00pabOTKH BXOAAIINX JOKYMEHTOB?

48. UYTto Takoe UCXOASIMUNA TOKYMEHT?

49. KaxoBbl OCHOBHBIE 3TaIlbl TOATOTOBKH UCXOAALINX JOKYMEHTOB?

50. Kakue ucxonsmue JOKyMEHTbI 0(OPMIISIOTCS B OTHOM 3K3eMIUIsIpe?

51. KeM noanuchIBarOTCsl UCXOAAIIME JOKYMEHThI?

52. Kakue onepanuu BKIKOYAET MPOLECC KOHTPOJIS UCIIOIHEHUS JOKyMeHTa?

53. Kak ycraHaBiaMBarOTCs TUIOBbIE CPOKU MCIIOJHEHUS JJOKYMEHTOB?

54. Yro Takoe HoMeHKIaTypa Aen? KakoBbl ee BUbI?

55. Kro pa3zpabaTbIiBaeT TUIIOBBIE U PUMEPHbIE HOMEHKIATYphI Aen? KeM oHu yTBepxkaatoTcs?

56. B uem cytb mpouecca hopMupoBaHus aein?

57. Kak opopmisercs 3arosioBok fena? Kakue TpeGoBaHUSA NPeAbABISIOTCS K 3ar0J0BKY?

58. Ilo xakuM npu3HaKaM MOTYT IPYIIMPOBAThCS JOKYMEHTHI B Aena?

59. Kakue tpeboBaHMS HEOOXOIUMO BBITIOJHATH MPU GOPMHUPOBAHHUH JIEN?

60. B kakoii nocie0BaTeIbHOCTH JI0JIKHBI pacroaratbesi JOKyMEHTHI B aese?

61. Kak ocymiecTBisiercs onepaTuBHOE XpaHEHUE TI0KyMEHTOB?

62. [y Kakux Jies COCTaBIIAETCS BHYTPEHHSISI ONUCH?

63. KakoBbl OCHOBHBIE ATaIlbl PA0OTHI IO MOJArOTOBKE JOKYMEHTOB K ApXUBHOMY XpaHEHHIO?

64. B uyem 3axiroyaroTcs 0COOEHHOCTH XpaHEHHs! IOKYMEHTOB B apXHUBax B HACTOSIEE BpeMs?

65. Ha ocHOBaHMU KaKoro JOKYMEHTa YHUYTOKAIOTCS JieJla C UCTEKIIMMHU CPOKaMH XpaHEeHUs?

66. KakoBbI coCTaB 1 00s13aHHOCTH PAOOTHUKOB 1OApa3/IeNeHUH 1eI0NPOU3BOICTBEHHBIX CITYyXK0?

4.2. IlepeyeHb y4eOHO-METOANYECKOI0 00ecnieYeHHs CAMOCTOSITeIbHON PadoThl 00y4aroIIUXCs

CaMocTosTenpbHas pa60Ta 06yqa}oumx0ﬂ oOecreunBaeTCs CJICOAYIOIIUMUA y‘IC6H0'MCTOIII/I‘ICCKI/IMI/I
MaTepuajlaMu:
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1.  VYxazanusmu B paboueii nporpamme no aucuuruivae (m.4.1.)

2. JlekMOHHBIE MaTEPUAIBI B COCTaBE YI1€OHO-METOIMUYECKOTO KOMIUIEKCA 110 TUCIUILTHHE

3. 3agaHMsIMM M METOJMYECKMMH PEKOMEHJALUUSMU IO OpraHU3alMi CaMOCTOSITEIbHOW padOThI
00y4aroImuxcsi B COCTaBe yueOHO-METOANYECKOTO KOMIUIEKCA 110 JUCIUILIHHE.

4. T'moccapueM 1o IUCHUILIMHE B COCTaBE y4eOHO-METOANYECKOr0 KOMIUIEKCA MO AUCLUILINHE.

Pa3nes 5. @oH/ OLIEeHOYHBIX CPEACTB VIS NIPOBeeHUs TeKYIero KOHTPOJISI H MPOMeKYTOYH O
aTTrecTaluy 00y4aromuxcs

@Don0  oyeHmouHvIX  cpedcmé  NO  OUCYunaIuHe  npeocmasisem — coOOU  COBOKYNHOCMDb
KOHMPOIUPYIOWUX — MAMEPUAIos8  NPEOHA3HAYEHHbIX Ol USMEPEHUs.  YPOBHSA  OOCUICEHUs.
00yYaWUMUCA  YCMAHOBIEHHbIX — pe3VIbmamos  obweu  npogheccuoHanvbHol — 06pa308amenbHoll
npoepammvl. POC no Oucyuniune UCNONb3YEMCA NPU NPOBEOCHUU ONEPAMmuUEHO20 KOHMPOIs U
npomedxicymounou ammecmayuu odyyarowuxca. ITpebosanuss k cmpykmype u cooepaicanuio POC
oucyunaunvl peeramenmupyiomes Ilonoscenuem o ¢ponoe OYeHOUHBIX MAMeEPUdIod No NpPocPamMmam
8bICULIe20 0OPA308AHUS — NPOCPAMMAM OAKANABPUAMA, MASUCMPAMYDbI.

5.1. ITacnopT (poHAA OLIEHOYHBIX CPEICTB

Ounas popma o0yueHust (IMOJHBII CPOK)

OueHoO4YHbIE CPeACTBA Kon
KonTposmpyembie pa3aesibl HHHKATOPA H
N (TemMbl) IMCUMIIINHBI JI 113 (JI3, C3) CPO AecrpHITOpa
JAOCTHKEHH S
KOMIIETeHIM i
1 2 3 4 5 6
OCHOBHBIE ITIOHITHUA B 001aCTH NJI-1YK-2.1,
1 | ToKyMeHTHpOBaHHUS YO [1PB NJ1-2YK-2.1,
NI-3YK-2.1
HopmaTtuBHO — MeTOIMYeCKHE NJ1-4YK-2.1,
2 | OCHOBBI IOKYMEHTAITAOHHOTO YO KM [1PB NJ1-5YK-2.1,
obecrieueHust ypaBJICHUS NJ1-6YK-2.1
Opraau3annoOHHO-TIPaBOBAs Na-1YK-2.1,
3 | cucrteMa qOKyMEHTAIMH YO AN [1PB NJ1-2YK-2.1,
NI-3YK-2.1
OpraHu3aloHHO- NJ1-4YK-2.1,
4 | pacnopsiiUTeNbHAS CUCTEMA YO KM I1PB NJI-5YK-2.1,
NJI-6YK-2.1
HNudpopManmoHHO-cripaBoYHast Na-1YK-2.1,
5 | cucrema YO I1PB NJ1-2YK-2.1,
NJ1-3YK-2.1
OcHoBHbIE (HOPMBI NI-4YK-2.1,
6 | mokymeHToobopoTa B YO YO [1PB N-5YK-2.1,
OpraHu3alu NJI-6YK-2.1
ABTOMaTU3UPOBAaHHBIE CPENICTBA NI-1YK-2.2,
7 | B JOKYMEHTAIlUOHHOM YO KM I1PB NJ1-2YK-2.2
yIpaBICHUH
CocraBnenue u opopmiIeHHE N-3YK-2.2,
8 | OCHOBHBIX BHJIOB YO KM ITPB N/1-4YK-2.2
yIPaBICHUYECKUX JOKYMEHTOB
Ocobennoctu 0oopMICHUS U NN-4YK-2.2,
9 BEJICHUSI IOKYMEHTAIlUU 110 Yo KM HPB NJI-5YK-2.2,
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JIUYHOMY COCTaBy N-6YK-2.2
Opranuzanus N-6YK-2.1
JOKYMEHTO000poTa. N-1YK-2.2
Cucremaruzanus U XpaHeHUE Yo Yo 1PB NJI-2YK-2.2
JTIOKYMEHTOB
3aounas popma 00yueHus (MOJHbINA CPOK)
OueHo4YHbIE CPeACTBA Kon
HHIUKATOPA H
KoHnTpoJsmpyemsbie pa3aeibl
(TeMbl) IMCUMILINHBI JI I3 (JI3, C3) CPO AACCKpHITTOpa
AOCTUKEHHS
KOMIIEeTeHI U
1 2 3 4 5 6
OcHOBHBIE TIOHATHS B 00JIaCTH NI-1YK-2.1,
1 | noxyMeHTupOBaHUA I1PB NJ-2YK-2.1,
NJ-3YK-2.1
HopmaTtuBHO — MeToIMUecKne NI-4YK-2.1,
2 | OCHOBBI JOKYMECHTAIIHOHHOTO YO KM I1PB NI-5YK-2.1,
obecrieueHust ypaBiaeHUs N-6YK-2.1
Opraan3annoHHO-TIPaBOBas Na-1YK-2.1,
3 | cucrema JTIOKyMEHTAIIUN YO I1PB NI-2VK-2.1,
N-3YK-2.1
Opraau3anuoHHO- NJ1-4YK-2.1,
4 | paciopsauTeIbHAS CUCTEMA [1PB NJI-5YK-2.1,
NJ-6YK-2.1
NudopmanronHO-cripaBouHast Na-1YK-2.1,
5 | cucrema [1PB NJ1-2YK-2.1,
NJ-3VK-2.1
OcHoBHbIE (HOPMBI N1a-4YK-2.1,
6 | moKyMeHTo0OOpOoTa B [1PB NJ1-5YK-2.1,
OpraHu3aIH NJ1-6YK-2.1
ABTOMAaTH3UPOBAHHBIC CPECTBA NJ1-1YK-2.2,
7 | B JOKyMEHTAIIMOHHOM [1PB NJ1-2YK-2.2
yIpaBJIeHUU
CocraBnenue u opopmieHue N-3YK-2.2,
8 | OCHOBHBIX BUIOB I1PB NJ1-4YK-2.2
yIPaBJICHUYECKUX JTOKYMEHTOB
OcobenHoctu oopMiIeHUS U NJ-4YK-2.2,
9 BEJICHUSI IOKYMEHTALUHU 110 [IPB NJI-5YK-2.2,
JUYHOMY COCTaBY NI-6YK-2.2
Opraauzanus NJ1-6YK-2.1
10 JOKYMEHTO000poTa. IPB N-1YK-2.2
CucremaTtuzanus 1 XpaHeHHE NJA-2YK-2.2
JTOKYMEHTOB

3aouyHasi popma 00yueHns1 (YCKOpEeHHOE 00yUeHHe, IIOJTHOE YCKOPEHHOoe 00y4YeHue)

OueHovHbIE CpeacTBA Kon

I3 (J13, C3) cpo | MHmKaTOpa M
’ JIECKPHIITOPA

KonTpouanpyembie pasnenasnl
(TeMbl) IMCUMILINHBI JI
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HOCTHIKCHUA

KOMIIeTCHIH I
1 2 3 4 5 6
OcCHOBHBIE IOHATHS B 00J1aCTH NI-1YK-2.1,
1 | noxymeHTHpOBaHUS ITPB NA-2YK-2.1,
NJI-3YK-2.1
HopmaTtuBHo — MeTouueckue N1-4YK-2.1,
2 | OCHOBBI JOKYMEHTAIIHOHHOTO YO KM I1PB N-5YK-2.1,
o0ecrieueHUs yIIPaBICHHUSI NJ-6YK-2.1
Opranu3anuoHHO-TPaBOBas NI-1YK-2.1,
3 | cucreMa JOKYMEHTAINH YO [1PB N-2VK-2.1,
NJI-3YK-2.1
Opraau3zanuoHHo- N-4YK-2.1,
4 | pacnopsiiUTeNbHAS CUCTEMA KM I1PB N-5YK-2.1,
NJ-6YK-2.1
NHupopmanronHo-cripaBoyHast NA-1YK-2.1,
5 | cucrema I1PB N-2YK-2.1,
NJ-3YK-2.1
OcHoBHbIE (HOPMBI NI-4YK-2.1,
6 | moxymeHTOOOOpOTA B I1PB N-5YK-2.1,
OpraHu3aIH NJ-6YK-2.1
ABTOMaTH3UPOBAaHHBIE CPE/ICTBA NI-1YK-2.2,
7 | B TOKyMEHTAITAOHHOM [1PB N-2VK-2.2
VIIpaBICHUN
CocraBnenue u oopmIICHHE NIA-3VK-2.2,
8 | OCHOBHBIX BUIIOB [1PB NJ1-4YK-2.2
yIpaBIeHYECKUX JOKYMEHTOB
Ocob6ennoctu opopmieHHS U N1I-4YK-2.2,
9 BEJICHUSI IOKYMEHTAIIUU T10 PR NJI-5YK-2.2,
JUIHOMY COCTaBY N1-6YK-2.2
Opranuzanus N1-6YK-2.1
10 JIOKYMEHTO000POTA. PR NI-1YK-2.2
CucremaTuzanus ¥ XpaHeHUE NJ1-2YK-2.2
JOKYMEHTOB

OuHo-320uyHas Gopma 00yueHH (MOJHBIN CPOK, YCKOPEHHOE 00yUeHHe, MOJHOE YCKO

eHHOe 00yueHue)

OueHoYHbIE CPeACTBA Kon
Kountposmpyemblie pa3jaenbl HHmKRaTopa u
N (TeMbl) TMCHHUTIINHBI JI 113 (JI3, C3) CPO Aecipuirropa
JAOCTHKEHHS
KOMIIeTeHI Uil

1 2 3 4 5 6
OcHoBHBIE IOHATHUSA B 001aCTH Na-1YK-2.1,

1 | TOKyMEHTHPOBaHHUS I1PB NI-2VK-2.1,

NJI-3YK-2.1
HopmarusHo — MeTonyeckue NI-4YK-2.1,

2 | OCHOBBI JOKYMEHTAIIHOHHOTO YO KM I1PB NJI-5YK-2.1,
obecrnieuyeHus yrpaBiIeHHs NJI-6YK-2.1
OpranuzalilnoOHHO-IIPaBOBAs NA-1YK-2.1,

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

NJI-3YK-2.1
Opraau3zaluoHHO- NJ1-4YK-2.1,
4 pacnopsauTenpHas CHCTEMA YO KM 1PB NJ-5YK-2.1,

17




NJ-6YK-2.1
HNudopmanroHHO-cIipaBoyHast NI-1YK-2.1,
5 | cucrema ITPB N1-2VK-2.1,
NJI-3YK-2.1
OcHoBHBIE (HOPMBI N-4YK-2.1,
6 | moKyMeHTO00OpOTa B YO YO [1PB NJ-5YK-2.1,
OpraHu3aIH N-6YK-2.1
ABTOMAaTH3UPOBAHHBIE CPEJICTBA NI-1YK-2.2,
7 | B JOKyMEHTAIIMIOHHOM I1PB N-2YK-2.2
yIpaBJICHUU
Cocrasinienue u oopmIieHHE NJ-3YK-2.2,
8 | OCHOBHBIX BHJIOB KM I1PB N-4YK-2.2
VIPaBICHYCCKUX JOKYMEHTOB
Ocob6ennoctu oopmieHus 1 N-4YK-2.2,
BEJICHUSI IOKYMEHTAIIUU T10 N-5YK-2.2,
9 JTUYHOMY COCTaBYy vo 1PB N-6YK-2.2
Opranuzanus NI-6YK-2.1
10 JTOKYMEHTO000pOTA. IPB Na-1YK-2.2
CucremaTtuzanusi 1 XpaHeHUE NI-2YK-2.2
JOKYMEHTOB

YcaoBHble 0003HaYeHUS OLleHOYHBIX cpeacTB (Crosousl 3, 4, 5):
YO — yctubiit (GpoHTaNbHBIN, HHAUBUIYATBHBIN, KOMOMHHUPOBAHHBIN) OIIPOC;
/U - nenosas urpa;
IIPB — nipoBepka pedeparoB, OTYETOB, PEICH3WH, AaHHOTAIMHA, KOHCIEKTOB, TIpaduiecKoro
MaTepuana, 3cce, IepeBo0B, PEIICHHH 3a/1aHUH, BHITIOJIHEHHBIX 3aJaHUN B AJIEKTPOHHOM BUJE U T.1.;
KM — Keitic-meTon.

5.2. OueHoYHbIE CPEACTBA TEKYIIEr0 KOHTPOJIS
IlepeyeHb MpaKTHYECKHUX (CEMMHAPCKHUX) 3aJaHUM

Tema Ne 4: «OpraHu3auMOHHO-PACIOPSAUTEIbHASI CHCTEMA»

He.ﬂblO, 3AHATHUA ABJHCTCH U3YUCHHUE:

- OCHOBHBIX BHJIOB OpraHU3alIMOHHO-PACIOPAANTCIIbHBIX JOKYMCHTOB.

- Oco0eHHOCTEH COCTaBJIEHHS U 0(1)0pMJ'IeHI/I${ OPraHru3aliMOHHO -PACIIOPAANTCIIBHBIX
AOKYMCHTOB.

BOIIPOCHI:
- Cuctema opraHu3alMOHHO-PACIOPAUTEIBHON TOKYMEHTAH?
- PacniopsinuTenbHble  TOKYMEHTBI: IIPUKa3, pPacHOpsDKEHUE, IOCTaHOBIEHHUE, yKa3aHHE,
peuieHue?
Tema Ne 6: «OcHoBHBIE GOPMBI JOKYMEHTO000POTA B OPraHU3alMN»

Lenbro, 3aHATHSA SABJSICTCHA H3YUYCHHE:

- OcobGeHHocTelt cocTaBieHUs U 0(hOPMIIEHUS CITyKeOHBIX TOKYMEHTOB.

- N3ydeHnne nBuxkeHUS JOKYMEHTOB Ha TOPrOBOM INPEANPUATHH C MOMEHTA UX CO3/1aHUs JI0
3aBEpUICHUS UCIIOJHEHUS WM OTIPABKH.

- N3yuenue npouecca GopMuUpoBaHHs Jel; 03HAKOMIIEHHE ¢ OCHOBHBIMH dTaraMu paboThl
I10 MOATOTOBKE IOKYMEHTOB K apXMBHOMY XPaHEHHUIO.
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BOIIPOCHI
Opranuzanus J0KyMeHTO000poTa:

1. UYrto Takoe TOKyMEHTOOOOpOT MPEANPUITHS, U KAKOBBI IPUHLIUIIBI €0 OpraHU3auu?
2. KakoB nops10k IpoXoKASHUS U UCTIOTHEHUS BXOIAIINX IOKyMEHTOB?

3. B gem 3aximo4aroTcss 0c00eHHOCTH pabOTHI C MOCTYMAIOMIMMU JOKYMEHTaMH?

4. [IpaBuna u GopMbl perucTpaluy TOKyMEHTOB U UX OCOOCHHOCTH?

5. KakoB mops10k OArOTOBKU M MPOX0XKICHHSI HCXOASIIUX JOKYMEHTOB?

6. OnwumuTe NOPSAA0K MPOXOKIACHUSI BHYTPEHHHUX TOKYyMEHTOB?

7. KakoBbI 3a/1auu, BUIBI ¥ CPOKH KOHTPOJISI UCTIOJTHEHHSI TIOKYMEHTOB?
@OopMHUPOBAaHUE U XPAHEHHE JIENT:

1. Uro Takoe HOMEHKIaTypa Aen npeanpustus? Ee Buabl u 3HaueHne?

2. UYro Brl 3HaeTe 0 mopsiake GopMUpOBaHUS JIEN U PACTIONOKEHHUS TIOKYMEHTOB B HUX?
3. KakoB nopsaok nepenauu jiesn B apxuB?

Tema Ne 8: «CocraBienue u oopmiieHHe OCHOBHBIX BU/I0B YIIPaBJIeHYECKUX JOKYMEHTOB)

Leasblo, 3aHATHS ABJISIETCS U3yYeHHe:
- OcoOeHHOCTH cocTaBlIeHUS U 0(hOPMIIEHUS] OPTaHU3ALIMOHHBIX IOKYMEHTOB.

BOIIPOCHI:

OcHoBHbI€ TpeOOBaHUS K COCTaBJICHUIO U OPOPMIIEHUIO JOKYMEHTA:
1. PazpaboTka cTanmapTHBIX OJIAHKOB OpraHU3AIIHH.

. oOuuii OaHK NpeanpUaTHs.

. YTJI0BOM GJIaHK MHUChMa MPEITPUSITHSL.

. MIPOJIOJIbHBIN OJIaHK MHUChMa IPEIIPUSITHSL.

. MIPOJIOJIbHBIN OJTaHK MHUChMa JOKHOCTHOTO JIMIIA.

CucremMbl TOKyMEHTAIUU:
2.0OpraHu3aioHHble JOKYMEHTBI: YCTaB, IOJIO)KEHHE, WHCTPYKIMS, LITaTHOE paclucaHue,

MIpaBUJIa BHYTPEHHETO TPYI0BOTO pacHopsiIKa.

Tema Ne 9: «OcobenHocTH opopMiIeHHS M BeleHUS JOKYMEHTAIUH 110 JUYHOMY COCTaBY)

HeﬂblO, 3AHATHUA ABJACTCH U3YUYCHHEC:
- I/ISYLII/ITB XapaKTCPUCTUKY U HA3HAYCHHUEC JOKYMCHTALIUU 110 JINYHOMY COCTaBY.

BOIIPOCHI:
- Oco0OeHHOCTH  JOKYMEHTHPOBaHHS  TPYAOBBIX  MpaBooTHomeHUH. OcobeHHOCTH

O(l)OpMJ'IeHI/ISI IIpueMa Ha pa60Ty, IepeBoJa, yBOJIbHCHUA, KOMaHIAUPOBKH, OTl'Iy'CKa?

- Oco0eHHOCTH BEJICHUS TPYJOBBIX KHUKEK?

5.3. TemaTuka NnUCbMEHHBIX PadoOT 00yUYAIOIIMXCS

TemaTuka pedeparosn, T0KJIAT0B, ICCE:

1. Hctopusi pa3BUTHS CHUCTEMBbl TOCYJApPCTBEHHOTO JEIIOMPOU3BOJCTBA B CBSA3M C COBPEMEHHBIM
pa3BUTHUEM.

2. TloHsTHE «TOKYMEHTOOOOPOT» U «IOKYMEHTOMOTOK» B CHCTEME JOKYMEHTAIIHOHHOTO 00ecredyeHus
NPEIIPUATHS.

NGO~ W

CocraBneHue OTAEIbHBIX BUJIOB JOKyMEHTOB ¢ ucnons3oBanueM 'OCTA P 6.30-2003.
OduunanbHO-/1€I0BOM CTHITh TIOKYMEHTOB.

JlenoBast nmepemnucka.

Omnpenenenre EHHOCTH JOKYMEHTOB (9KCIIEPTHHIE CUCTEMBI).

3ammTa KOHQHUISHIMAIBHBIX JOKYMEHTOB OT HECAaHKIIMOHUPOBAHHOTO JOCTYIIA.

TexHonorust MpPOX0XkJIEHUsI JOKYMEHTOB Ha NPEANPUATHH B OOBIYHOM UM aBTOMATHU3UPOBAHHOM

pexuMax.
9. Pa3paboTka JOKHOCTHBIX MHCTPYKIUN PAOOTHUKOB MPEIIPUATHI.
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10.
11.
12.
13.
14.
15.
16.

CpencTBa opraHu3allMOHHON TEXHUKHU.

KOMHBIOTCprIC TCXHOJIOTHUH MMOATOTOBKU TCKCTOBBIX JOKYMCHTOB.

KomnbroTepHbIe TEXHOJIOTUN OPTraHU3allMK XPAaHEHUS M TOMCKA JOKYMEHTAJIbHOW WH(pOpMaILnu.
Cucrema u obecrieueHue COXpaHHOCTHU JTJOKyMEHTHON HH(POPMAIIH.

OpraHmauH;{ I/IH(i)OpMaLII/IOHHO-HOI/ICKOBBIX CHUCTCM U KOHTPOJIA UCIIOJITHCHUA NOKYMCHTOB.

AHanmM3 CTPYKTYpBI JOKyMEHTOO000poTa. MeTO Il yUeTa 1 COKpaIleHus: JOKyMeHTO000poTa.
HeoOxomuMocTh ¥ 3HAYCHHWE CEKPETAPCKOW  NEATENBbHOCTH (Ha TpUMepe KOHKPETHOTO

MIPENIPUITHS).

17.
18.
19.
20.
21.

Cucrema pacriopsauTenbHol qokyMmentanuu (Ha nmpumepe ETCIHOY).
TunuaHbIC S3BIKOBBIC ONTUOKH B TEKCTAX TOKYMECHTOB.

Cucrema cripaBOYHO-UH(POPMAITUOHHON TOKYMEHTAIUN TTPEIAITPHUSITHS.
HopmartuBHO-1ipaBoBast 6a3a JIeI0MPOU3BOICTBA MPEATIPUSITHSI.
Opranuzanus JOKYMEHTOB I10 JITYHOMY COCTaBYy Ha MPEIIPUSITHH.

5.4, IlepeyeHb BONPOCOB MPOMEKYTOUHOM aTTECTAIMM MO AUCHUIIUHE

BOl'lpOCbl K 3a4eTy:

BOoooo~NoGaR~wWDNE

0.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24,
25.
26.
217.
28.
29.
30.

Mertoponorndeckue OCHOBBI JIOKyMEHTO000POTA.
HopmaTtnBHO — METOIMYECKUE OCHOBBI JJOKYMEHTAIIMOHHOTO 00CCIICUeHUS YITPABIICHUS.
Opranu3anroHHO-TIPaBOBasI CHCTEMA JIOKYMEHTAIIHH.
Opraan3anroHHO-PaCTIOPIIUTEIbHAS CHCTEMA.
HNubopmanmoHHO-CIIpaBoYHas CHCTEMA.
OcHoBHbIe (HOPMBI IOKyMEHTOO0OPOTA B OpraHU3aIiH.
ABTOMaTI/ISI/IpOBaHHI)Ie Cp€acTBa B JOKYMCHTAlIUOHHOM YIIpaBJICHUH.
CocraBienue u 0(popMIIeHHE OCHOBHBIX BHIOB YIIPaBICHYECKUX JOKYMEHTOB.
OcobenHoCcTH 0POPMIICHHUS U BEICHHSI TOKYMEHTAIUH 110 INYHOMY COCTaBY.
Opraamzanus 10KyMeHTo000poTa. CucTeMaTu3aius U XpaHeHHe JJOKYMEHTOB.
JIoKyMEHTOOOOPOT B OpraHU3AIHH.
JIOKyMEHTHpPOBaHHE MPOIIECCOB IBUKCHHUS KAJPOB B OPraHU3aIUH.
Opraau3anus KOHTPOJISI UCTIOJTHEHHUS JIOKYyMEHTOB.
Co31aHue yapeIuTebHBIX TOKYMEHTOB.
[IpaBuna BeeHHUS TPYIOBBIX KHIIKEK.
CucreMa opraHu3alMoOHHO-PACTIOPSIUTEIBHON TIOKYMECHTAIIHIH.
JIOKyMEeHTAIIHsI IO POU3BOICTBEHHO-X03HCTBCHHOM IESITEIHHOCTH.
JlokyMeHTaIusi, 0pOPMIISIOIIAs BHEITHETOPTOBBIE CIICIIKH.
OOmire TpeboBaHus K 0(POPMIICHUIO OPTaHU3AIHOHHO-PACTIOPSAAUTEIBHOM TOKYMEHTAIUH.
HowmeHnkmnaTypa nen opranu3anuu. XpaHeHUE JOKYMEHTOB.
OpraHu3aiuoOHHbIC JOKYMEHTHI.
PacniopsuTenbHbie JOKyMEHTHI.
HNudpopmalimoHHO-CIIPaBOYHBIE IOKYMEHTHI.
Bupl 10KkyMeHTOB, UX KiacCU(UKAIIHSL.
JlokymeHTanus no JudyHoMy coctaBy. OdopmiieHne JINYHBIX J1e.
CiyxeOHbIe MHUChMa.
JIoKkyMeHTHpOBaHUE ACSITENTbHOCTH KOJIETHATBHBIX OPTaHOB.
JIoroBOp-IOKYMEHT, PETyIUPYIOLIUI B3aUMOOTHOIIIEHHUSI TAPTHEPOB.
CocTaB ¥ BUIBI YIPaBIEHYECKHX JOKYMEHTOB.
XapakTepucTHKa OCHOBHBIX ATAoOB pabOThI C TOKyMEHTaMHU.
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Pa3nen 6. OneHouHble CPeICTBA MPOMEKYTOYHOM aTTeCTAUMHU (€ KJIIOYaMHU)

1. IIpounTaiiTe TEKCT U oNpeAeNTe, KAKOM U3 IEPEUNCIICHHBIX JJOKYMEHTOB OTHOCUTCS K

rpyrmmne HH(pOPMaMOHHO-CITPABOYHBIX:
a) MOJIOJKEHHUE O IIEPCOHAIIE;
0) akT;
B) YKa3aHMUE;
IIpaBuibHbIE 0OTBETHI: 0)

2. IIpounTaiiTe TeKCT W OmpeAeaudTe,  YTO
perjiaMeHTHPYIOIIUM padoTty ciayxobl JOY noxkymeHnram.
Bapuaursl otBeTa:
a) UHCTPYKTaX 10 JAeTOIPOU3BOICTBY;
0) OCHOBHBIE TIpaBHJIa paOOTHI APXUBOB OPTaHU3AIIHIA;
B) 'OCT P 51141-98 Jlenonpon3BoACTBO U apXUBHOE JIEJIO0
IIpaBu/bHbBIE OTBETHI: a)

COOTBETCTBYET

3. HpoquTaﬁTe TEKCT U YCTAHOBUTE MOCTCA0BATCIBHOCTb pPeajIu3alluu IMPoEKTAa:

a) KOHTPOJIb;

0) mIaHUPOBAHHUE;

B) UCIIOJTHEHHUE;

I') MHULUAIHS;

1) 3aBEpIIICHUE.

IIpaBuiabHbBIN O0TBET: T), 0), B), 2), 11).

4 . IlpounTaiiTe TEKCT U BbIOEpPUTE OIUH NMPABUJILHbIH OTBET:
UTo OTHOCHUTCS K BHYTPEHHEMY IOKYMEHTOO00POTY

BapuanTe! oTBeTa:

a) ourmanpHBIC THCHMA

0) BHEIIHKE TOKJIAIHBIC 3aITUCKH,

B) MIPUKAa3bl, PACTIOPSKEHUS OpraHU3aIuH

IIpaBuJbHbBIE OTBETHI: B)

OCHOBHbBIM

5. IlpounTaiiTe TEKCT U BbIOEPUTE, UYTO COOTBETCTBYET MOHATHIO, KEM YTBEPKIAETCH HHCTPYKIUSA

10 /1eJI0NPOU3BOACTBY:

a) BBIIIECTOSIIEH OpraHU3allueH;

0) crenMaIbHBIM PaCHIOPSIUTEILHBIM aKTOM;
B) PYKOBOJMTEIEM OpPraHUu3aluu

') apXUBHBIM YUPEKICHUEM.

IIpaBU/IbHBIE OTBETHI: B)

6. IIpounTaiiTe TEKCT M BLIOEPHUTE OAMH NMPABUJILHBIN OTBET.

JlokymeHT 0 10x0/1axX (PM3MYECKOro JIMIA 32 IO/l HA3BIBAETCSI: a) CIIPABKOIA;

0) IMYHOM TOBEPEHHOCTHIO; B) BEOMOCTbIO;
T') OMHCHIO.
IIpaBuibHBIC OTBETHI: a)
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Pa3nea 7. Ilepedyennb yueOHOM JuTEpATYpPbl, HEOOXOAUMOI IS OCBOCHUS AN CLMIIIMHBI

7.1. OcHoBHas JUTEpaTypa

1. CrenanoBa, E. H. Opranuzamus u CONPOBOXKICHHE 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa
npaktukym st CI1O / E. H. CremanoBa. — CaparoB, Mocksa : [IpodobpazoBanue, Aii [lu Ap Menua,
2021. — 176 c. — Texcrt : anexrpouusbiii // [ludposoit obpazosarenbheiii pecypc IPR SMART : [caiit].
— URL: https://www.iprbookshop.ru/107183.html — Pexwum moctyna: /i aBTOpU3UP. MMOJIb30BATEICH

2. XauatpsH, I'. A. Opranuszanus ¥ COIPOBOXKICHHE MIEKTPOHHOTO TIOKYMEHTO000pOTa : y4eOHUK
st CIIO / T'. A. Xauatpsin, U. B. Ky3nenoBa. — CaparoB, Mocksa : Ilpodo6pazoBanue, Ait Ilu Ap
Memua, 2020. — 156 ¢. — Texkcr : anexkrponnsii // Lludposoii ob6pasoBarensHsiii pecypc IPR SMART :
[caiiT]. — URL: https://www.iprbookshop.ru/97086.html. — Pexum noctyma: s aBTOpH3MP.
I10JIb30BATEIEN.

7.2. JlonoJIHUTEJIbHAS JIUTEPATypa

3. 3aiinieBa, E. B. Jlemompon3BOACTBO M JOKYMEHTOOOOPOT B CHCTEME TOCYAaPCTBEHHOTO W
MYHHUITUTIAIFHOTO ypaBieHus : yaeonoe mocodue s CIIO / E. B. 3aiinesa, H. B. I'onuapoBa. — 2-¢
m3n. — CaparoB : IlpodobOpaszoBanme, 2021. — 176 ¢. — Tekcr : amekrponnst // Ludposoit
obpazoBarenbHbiil pecypc IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/104900.html —
PexxumM nocrtyna: [uis aBTOpU3Up. OJIb30BaTENeH

4. Ky3uenoBa, . B. KondunennuaapHoe AETOTMPOU3BOACTBO M 3aNTUIICHHBIA SJIEKTPOHHBIN
JOKYMEHT0000poT : yueOHoe nmocobue i1 6akanaspos / . B. Ky3nenosa, I'. A. Xauatpsa. — Mocksa :
Aii TIm Ap Menma, 2020. — 192 ¢. — Texkcr : anexTpoHHsIit // L{udposoii oOpazoBarenbHbiii pecypc IPR
SMART : [caiit]. — URL.: https://www.iprbookshop.ru/97083.html — Pexwm moctyma: is aBTOpPU3UP.
M0JIb30BATEIEH.

5. CucreMsbl NMEKTPOHHOTO JOKYMEHTO000poTa : yueOHoe nocodue (11abopaTOpHbI IPAKTUKYM) /
cocrautenu M. I'. Pomanenko. — CraBpomnonb : Ceepo-KaBkasckuii ¢enepanbHblii YHUBEPCHUTET,
2019. — 109 c. — Texkcrt : anextponHsIit // [ludporoii oOpazoBarenbublii pecypc IPR SMART : [caiiT].
— URL.: https://www.iprbookshop.ru/92745.html — Pexxwm nocTyma: 1uis aBTOPU3UP. TOIb30BATEIIEH

6. Crenanona, E. H. CucremMa a1eKTpOHHOTO JOKYMEHTO0OOpoTa (00J1a4HOE pEIIeHHE) | yIeOHOoe
nocobue / E. H. CrenmanoBa. — Mocksa : Aii [Tu Ap Meaua, 2021. — 182 ¢. — TekcT : 2IeKTpOHHBIH //
Hudporoii 00paszoBaTeIbHBIN pecypc IPR SMART : [caiiT]. — URL.:
https://www.iprbookshop.ru/101357.html — Pexxum mocryma: ajs aBTOPHU3HP. MOJIb30BaTENCH

7.3. Ilepeuennb pecypcoB HH(POPMALMOHHO-TEJIeKOMMYHUKAIIMOHHON ceTH «AHTepHET»
5. http://www.consultant.ru/— Konucynsratat [Tiroc

6 http://www.garant.ru/— I'apant

7. [IporpamMmmuoe obecrieueHue 1j1sl OpraHu3auy KoHGepeHInH

Pa3nen 8. MaTtepuajibHoO-TeXHHYecKasi 0a3a M1 HH(POPMALMOHHBIE TEXHOJIOT U

MarepuajbHO-TeXHH4YeCKass 0a3a, HeoOXoAMMAas JJIsi OCYWIECTBJICHHS O0pPa30BaTeJbHOIO
npoiecca mo JMCHHIINHE:

MaTepI/IaJ'ILHO'TeXHI/I‘{eCKOG obecrneucHue JUCIHUITIINHBI ((I[OKYMGHTOBGILGHI/IG» BKJIIOUAeT B ceOs
y‘le6HHe AyIUTOpUn IJisi MPOBCACHUA SaHHTHﬁ, IpyInmnoBbIX W HHAWBUAYAJIBbHBIX KOHch'ILTaI_[I/II\/'I,
TCKYLICTI'O KOHTPOJIA U HpOMe)I(YTOqHOﬁ aTTCCTalluu, CaMOCTOSTEIBLHOM pa60TBI 06y‘-18.I-OIJ_II/IXC}I.

VYueOHble AYAUTOPUHN YKOMIIJICKTOBAHBI CHeLIHaHHSI/IpOBaHHOﬁ MeOellbl0 M TEXHHYECKUMH
cpeacTBaMu O6y‘leHI/IH. Ilomenienus a1 CaMOCTOSTEIbHOM pa6OTLI o6yqa}0mnxc51 OCHaIlICHBI
KOMHLIOTCpHOﬁ TEXHUKOM ¢ BO3MOXKHOCTBIO IOJKIIOUSHHS K CETU I/IHTepHCT.

I[I/ICL[I/IHJ'II/IHa MOKCT pCAIIM30BBIBATLCA C IMPUMCHCHHUEM AOUCTAHIIUOHHBIX TCXHOJIOT 5078 OGy‘-ICHI/IH.
Cneumbmca peam3aniui  OUCHUIUIMHBI C TMPUMCHCHUCM JHUCTAHIITMOHHBIX TEXHOJIOTUI 06y‘{CHI/I$I
YCTAHABJIMBACTCA HOIIOJIHCHUECM K pa6oqel71 mporpamMme. B uactu He HpOTHBOpe‘-IaH_Ieﬁ CHCI_II/I(I)I/IKC,
HU3JI0KEHHOM B JOIOJHEHHUH K mporpamMme, MpUMCEHACTC HACTOALIast pa60qa;1 nmporpamMma.
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MarepuanbHO-TeXHUUYECKasi 0a3a, He0OXouMast JIsl OCYIIIECTBICHUST 00pa30BaTEIBHOTO Mpoliecca
10 JUCLUHUIUIMHE C TPUMEHEHUEM JUCTAaHIIMOHHBIX 00pa30BaTEeIbHBIX TEXHOJIOTHH BKIIIOYAET B CEOs:

KoMmmbroTepHasi TeXHUKa, PAcIoJioKeHHass B yuyeOHOM kopmyce Mucturyra (yn.Kauwmnnes, 63,
kabuHeT LleHTpa TMCTAaHITMOHHOTO OOYJICHHS):

1. Inteli3 3.4Ghz\O3Y 4Gb\500GB\RadeonHD5450

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

37MYHBIE 3JEKTPOHHBIE YCTPOWCTBAa (KOMIIBIOTEPHI, HOYTOYKH, IUIAHIIETHI M HWHOE), a TaKke
CpeZCTBa CBSI3U MPEIOIaBaTeNeH U CTYICHTOB.

WNudopmanioHHbIE TEXHOJIOTHH, HEOOXOJUMBIE I OCYIIECTBICHUS 00pa30BaTeIbHOTO Mpolecca
M0 JUCHHUIUIMHE C TPUMEHEHHEM JAUCTaHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHI BKIIIOYAIOT B CeOsi:

- cucrema aucraHnuoHuoro odydenus (CIO) (Learning Management System) (LMS) Moodle
(Modular Object-Oriented Dynamic Learning Environment);

- QJIGKTPOHHAS TI0YTa;

- CHCTeMa KOMITBIOTEPHOTO TECTHPOBAHHUS;

- Lludposoii obpazoBatenbublil pecypc IPR SMART,;

- CHCTeMa MHTEpHET-CBs3M skype;

- TesieOHHASI CBSI3b;

- IporpaMMHOE 0OecTrieueHue I OpraHu3allui KOH(EPEHIIH.

OOydeHue oO0ydaroImMUXCsl MHBAIUJIOB M OOYYaroIIMXCS C OrPAaHUYEHHBIMH BO3MOXKHOCTSIMHU
3IOPOBBSI  OCYIIECTBISIETCS MMOCPEACTBOM TPUMEHEHHUS CHENUANIbHBIX TEXHHYECKHUX CPEICTB B
3aBHCHMOCTH OT BHJIa HO30JIOTHH.

[Ipn mnpoBemeHWH yYeOHBIX 3aHATHH 10 JUCHUIUIMHE HWCHOJB3YIOTCS MYJIbTHMEIUHHBIC
KOMIUIEKCHI, SJIEKTPOHHBIC YUEOHUKN 1 yUdeOHbIe TIOCOOMS, aIaTHPOBAHHbBIE K OTPAHUICHUSM 3]I0POBbSI
00yJaronuxcs.

JICKITMOHHBIE ayJTUTOPUU OOOpPYIOBAaHBI MYIBTHMEIUHHBIME KadeapamMu, TOJKIIOYSHHBIMA K
3BYKOBBIM KOJIOHKaM, TIO3BOJISIFOIIUMHE YCHIIUTh 3BYK ISl KATETOPHH CIa0O0CIBIIIANINX 00yJaromuxcs, a
TaKXKe TMPOCKIIMOHHBIMH IKpaHAMH KOTOPHIC YBEIIMYMBAIOT N300paKEHHE B HECKOJIBKO pa3 U MO3BOJISIOT
BOCTIPUHUMATH y4eOHYI0 HH(POPMAIHUIO 00YyJaIOMIUMCS ¢ HAPYIICHUSIMU 3PECHUS.

[Tpu oOydeHUM JIUI ¢ HAPYIICHUSIMH CITyXa MCIIOJIB3YeTCs YCHIIUTEINb CIyXa JUIsl cIa00CIIbIIaIinX
moneit CyberEar momenr HAP-40, momoraromuii oO0ydaeMmbIM JIydille BOCIPHHUMATH YUeOHYIO
nH(pOpMaIHIo.

OOyuaromuecss C OTPaHHMYCHHBIMH BO3MOYKHOCTSIMH 3JIOPOBbs, OOECIICYCHBI IE€YaTHBIMU H
ANIEKTPOHHBIMU 00Pa30BaTEILHBIMU pecypcaMu (IIPOrpamMMbl, YICOHHKH, y4eOHbIC TOCOOHS, MaTepHAIIbI
IUIsSL CAMOCTOSTEIILHOW paboOThl U T.1.) B (hopMax, aJanTHPOBAHHBIX K OTPAHUYCHUSM HX 3J0POBBS U
BOCHIPUATHS HHPOPMAIINU:

IS I ¢ HAPYLIEHUSIMH 3PeHHA:

- B hopMe 3IeKTPOHHOTO TOKYMEHTA,;

- B popme ayaunodaiina;

IS I ¢ HAPYLIEHUSIMH CJIyXa:

- B [Ile4aTHOU opme;

- B hopMe 3JeKTPOHHOTO TIOKYMEHTA,;

IS TN ¢ HAPYIIEHUSIMHU OTIOPHO-IBUTaTeIHLHOT0 anmnapara:

- B [Ile4aTHOU opme;

- B (hopMme 2IeKTPOHHOTO JOKYMEHTA;

- B hopme aynnodaiina.
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Paznen 9. MeToanueckue YRazaHnus AJis oﬁyqammnxcﬂ 0 OCBOCHHIO JTUCHUIIJIUHBI

JUisi  yCTIeNTHOTO YCBOEHHUS JICKIIMOHHOTO MaTepuayia OOydYalolMics JOJDKEH MPOCMOTPETh
y4eOHYyIO JIUTepaTypy MO TeMe JeKIHMH C TeM, 4TOObl MMETh XOTs OBl MpeAcTaBiIeHHE O MpoliemMax,
KOTOpBIE OyayT pa3zduparbes B jekuuu. OH JIOJKEH TaKKe MBICIIEHHO MPUIIOMHUTD TO, YTO YK€ 3HAET,
KOI/Ia-TO 4WTajd, M3y4dal [0 JpYrMM HpeaMeTaM IPUMEHUTENbHO K JaHHOM Teme. ['naBHOe B
MpOJEeTaHHON paboTe K JIeKIUU — GOpMUPOBaHNE CYOBEKTHBHOTO HACTPOs HAa XapakTep HMH(OpMAaIu,
KOTOPYIO OH IOJYYUT B JIEKIIMU IO COOTBETCTBYHOIIEH TeMe. VMHorna ais 3Toro ObIBaeT JOCTaTOYHO
03HAKOMUTBCS C THIIOBOW paboveld mporpaMMoii Wi y4eOHBIM PYKOBOJICTBOM.

[IpoGnemHast JEKIHsI HE TOJBKO PACKPHIBACT IyHKTHI, TPOOJIEMBI, TEMbI, KOTOPbIE HAXOJSATCS B
IIpOrpaMMe, HO U 3acTaBiisieT 0OyYarolero MbICIUTh 3KOHOMHYECKH I'PaMOTHO, UCKaThb HOBBIE IYTH U
CpeICTBa peIIeHUs HamOojee CIOXKHBIX mpobinem. OnHa oOmamaer OONBIIONH WHPOPMAITMOHHON
€MKOCTBIO, M 32 KOPOTKOE BpEMsl IPEToAaBaTeNlb YCIEBACT HM3JIOKUTh TaK MHOTO MPOOJIEM, MBICICH,
uJeH, 4To HaJo He MoTepsAThcs B 3TOM MHpopmanuu. OOydaromuiicss JOKEH MOMHUTh, YTO HUKAKOM
y4eOHUK, HHKaKasi MOHOTpadusi UM CTaThsl HA MOTYT 3aMEHUTh Y4eOHYIO0 JIeKIuI0. B cBOl ouepenp,
paboTa Ha JIEKIIMM — 3TO CJOKHBIM BHJI NO3HABATEJbHOM, MHTEIUIEKTYyaJlbHON paboThl, TpeOyrolien
HaNpsDKEHUs, BHUMaHUS, BOJIM, 3aTpaT HEPBHOU U Qu3ndeckoil sHeprun. Bech mpoGieMHbIil MaTepual,
coo0IllaeMblif TMpernojaBaTesieM, JODKEH He MPOCTO MpociaymuBartbes. OH JOKEH ObITh aKTHUBHO
BOCIIPUHST, T.€. YCIbIIIAH, OCMBICIEH, IMOHAT, 3aQUKCUpOBAaH Ha OyMare M 3aKpeIuleH B MaMsTH.
[Ipucrynas k ciymiaHuiO HOBOTO MaTepHalia, IMOJIE3HO MBICIEHHO YCTaHOBUTH €ro CBS3b C paHee
W3YYEHHBIM, YSICHUTh, Ha YTO ONMUpPAETCs U3NokeHHas Tema. Ciens 3a TEXHUKOW YTeHUs JIEKIIUU (aKIIeHT
Ha CyLIECTBEHHOM TOBBIIIEHUH TOHA, U3MEHEHUS] PUTMA, T1ay3a U T.II.), 00yJaromuics T0JDKEH BCien 3a
MpernojjaBaTesieM YMETh BbIAEIATh OCHOBHBIE KaTETOPHUM, 3aKOHBI U MX COJIEp)KaHue, MpoOiIeMbl U UX
BO3MOXHbBIE pELIECHHUs, J0Ka3zaTelbcTBa M BbIBOABL. OcCyliecTBisis Takylo paloTy, oOydaromuiics
3HAYUTENbHO obsieryaer cede riry0oKoe MOHMMaHNE MaTepHalia, ero KOHCIEKTHPOBAHNUE U JajlbHeiee
U3YYCHHUE.

3anuce JIEKLUH SIBJISETCS] BAXKHEUIIMM 3JIEMEHTOM paboThl oOydaromierocst Ha jiekuuu. KoHcnekr
MI03BOJISIET EMy 00pab0TaTh, CHCTEMATU3UPOBATH U JIyUIlIE€ COXPAHUTh MOJIY4YEHHYIO HH(OPMAIHIO C TEM,
9T00bI B OyAYIIEM OH CMOT BOCCTAHOBUTH B NAMSTH OCHOBHBIE CO/IEP/KATEIbHBIE MOMEHTHI JICKIIHH.

Tunnunas ommbka oOydaromuxcsi — JOCIOBHOE KOHCIEKTHpoBaHue. Kak mpaBuio, mpu 3amucu
CIIOBO B CJIOBO HE OCTAaeTCs BPEMEHM Ha OOAyMbIBaHWE, aHAIMW3 U CHHTe3 uMH(popmauuu. MckycctBo
KOHCIIEKTUPOBAHUS CBOAUTCS K HAaBbIKaM CBEPThIBaHMS MH(POpMALUU, T.€. 3alIUCH €€ CBOMMM CIIOBaMH,
YAaCTUYHO CJIOBOCOYETAHUSAMM JIEKTOPA, ONPEIEICHHBIMU U MPOCTO HEOOXOIUMBIMH COKpAIIECHUSMHU U
MHBIMHU [IPUEMaMU, HO TaK, YTOObI CyMETb BHOBb Pa3BEPHYTh MH(OPMaLUIO O€3 CyIIECTBEHHONU MOTEpH.
OT1Oupass HyXHYI0 HH(OPMALMIO, IJIaBHBIE MBICIH, NMPOOJIEMBI, PEIIEHUS U BBIBOABI, OOydarolencs
COKpAILlaeT TEKCT U CTPOUT CBOM, B KOTOPOM OH CMOYKET pa300paThCsl.

IIpn BeneHUM KOHCIEKTa JIEKUUI €CTh MaTepuas, KOTOPBIM 3alMCHIBAETCS JOCJIOBHO, HAIpUMED,
(GOpMYIUPOBKM HOPMATHUBHBIX AKTOB, OIpPEIENICHHs OCHOBHBIX KPUMHHOJIOIMYECKMX KaTeropui u
3akoHOB. IIpu 3TOM 0Oyuaromuiicss AODKEeH Ui ce0si B KOHCIIEKTE BBIACIUTH INIABHYIO MBICIb, UACIO B
ONPEIEIICHUU TOTO WJIM MHOTO MOHATHS, €r0 CyLIHOCTb, HE CTApasCh Cpa3zy IOHSTH €ro B JETANAX. JDTO
[IO3BOJINT H3HAYAJIbHO YCBOUTH JKOHOMMYECKHE IIOHATHS, ONUPAsICh HAa IJIAaBHYIO HJICI0, YSICHUTH
CYLIHOCTb.

B xoHcnekTe snekuuii 00s3aTeNbHO 3aIMCHIBAIOTCA: HAa3BaHUE TEMbl JIEKIMH, OCHOBHBIE BOIPOCHI
IUIaHA, pEKOMEHyeMas TuTeparypa. TeKCT JIEKLIUH TOJDKEeH ObITh pa3/iesieH B COOTBETCTBUU C MIAHOM.

C oxoHYaHMEM JIEKIMU paboTa HaJ KOHCIEKTOM MOJKET CUMTaThCs 3aBepuieHHOW. HyxHo ere
BOCCTaHOBHUTH OTJEIIBHBIE MECTa, NPOBEPUTH, BCE JU IOHATHO, YTOYHUTH YTO-TO HAa KOHCYJIbTAllHH,
NPEANPUHATh UHBIE MEPBI C TeM, YTOOBI KOHCIIEKT MOT' ObITh HCIIOJIb30BaH B IpOLECCE MOATOTOBKH K
ceMHHapaM, 3audeTry, M JaJIbHEWIIEro M3y4eHHs TeMbl, Ha NpakTHKe. KOHCHEKT nekuuil —
HE3aMEHHMMBbIH y4yeOHBINH JOKYMEHT, HEOOXOUMBIH JUIsl CAMOCTOATENbHOM paboThI.

TemaTnueckuM IJIaHOM H3Y4YE€HHs JUCLUUIUIMHBI IPETyCMOTPEHBl NPAKTUYECKHE 3aHATHUS.
[TonroToBka K MpakTUYECKOMY 3aHSATHUIO MPEAIOIaraeT J1Ba 3Tana padboThl 00yJarOIIHXCS.

IlepBbIil 3Tan — ycBO€HHE TeopeTHUeckoro Marepuana. Ha mepBom stame oOydaromuicss JOKEH
oTpaboTaTh M YCBOMTH Y4eOHO-IIPOIpaMMHBIH BY30BCKUH MaTepHall, HCIOJb3yd METOANYECKHE
PEKOMEHAALINH IO TOATOTOBKE K CEMUHADY.
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Bropoii 3tanm npeanosaraeT BBIIOJIHEHHE IPAKTUYECKOTO 3ahaHusA. KOHKpPETHO Takoe 3ajaHue
naercsi o0yJaromeMycsi IpernoiaBaTesieM B KOHLE 3aHSATHSA, MPEAIISCTBYIOMIETO MPAKTUYECKOMY. DTO
MOJKET OBITh TIOJrOTOBKA KOHCIIEKTA, IUTaH PA0OTHI IO TOW WM MHOM CUTYaIUH, IUTaH Oece/Ibl U T.II.

3amaHus OJDKHBI OBITH BBINOJHEHbI NMHMCbMEHHO. KpoMe TOoro, mo TEOopeTHYecKHMM BOIPOCaM
00yJaromuiics 10JKeH NOArOTOBUTh paboune IIaHbl CBOMX OTBETOB HA HHUX.

JlomaniHee 3aiaHue oOydaromMiicss TOTOBUT CAaMOCTOSITENIBHO, Y€l Ha MOATOTOBKY HE MEHEe
Tpex 4yacoB. IIpu BBINOJHEHUM J[IOMAIHErO 3aJaHUS OH MOJKET II0Jb30BaThCS TEXHUYECKUMU
CpeICcTBaMH, yueOHOW IUTepaTypoi, KOHCIIEKTaMH JIEKIMH U 1.p. Pekomenayercs vaie oOpaiaThes 3a
KOHCYJIbTAllMSIMU M OKa3aHHEM HEO0OXO0IMMOM MOMOIIH K MPEenoiaBaTeisimM Kadeapol.
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VY4eOHO-METOIUYECKOE U3AHUE

PaGouas mporpamma y4eOHOU AUCIIUTIIIUHBI

JloxkymeHTOBEICHH

(Halmtenosanue allCMunflqul 6 coomeemcmeuu ¢ y‘l€5Hlel l’lflaHO}Vl)

YymakoBa ExaTepuna AjnekcaHJIpoBHa

(Pamunus, Ums, Omuecmeo cocmagumesi)
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