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1. lleab n MUIaHUPYeMble Pe3yJIbTAThl 0CBOCHUS JUCIUIIIMHBI

[enbro 0OcBOEHUS AUCHUILINHBI SBISETCS POPMUPOBAHUE CIAEAYIOIIUX KOMITETECHIIUI:

OIIK-5 CmoocobeH pa3pabaTbiBaTh MPOIIECCyallbHBIE JOKYMEHTBI B cdepe cBoei
npohecCuoHaNBHOM NeSTeNbHOCTH.

[1K-4 CniocoGen cobmoaats B MpohecCHOHATBHON AeITEIbHOCTH TpeOOBaHus B 001acTH
3alUThl UHGOPMAIUH.

YK-4 CriocobeH npuMeHsTh COBPEMEHHbIE KOMMYHUKATHBHBIE TEXHOJIOTHUH, B TOM YHCIIE
Ha UHOCTPAaHHOM(BIX ) s3bIKe(ax), AJIsl aKaJeMHUECKOro U NpoeCCHOHATBHOIO B3aUMOICHCTBHSI.

Pe3ynbraramMu 0cBOEHUS IHUCLUUIUIMHBI SBJISIOTCS CIEIYIOIINE UHAMKATOPBI JOCTHXKEHUS
KOMIIETECHIINH:

NOIIK 5.1 CocraBinsieT npoueccyaibHble JOKYMEHTHI B chepe cBoel mpodeccuoHaIbHON
JEeSITEIIbHOCTH

NIIK 4.1 3naer oOuie TpeOOBaHUS HOPMAaTUBHBIX IIPABOBHIX aKTOB B 00JACTH 3alllUTHI
uH(pOpMaIlMK, OCHOBHBIE CHOCOOBI COOMIOACHHMS M OOecleyeHHs 3alluThl HH(POpPMAIH;
OCHOBHbBIE IIOHSTHS, UCIIOJIb3yEMbIE IIPU pabOTe C MEPCOHAIBHBIMU JAHHBIMHU; OTBETCTBEHHOCTh
3a HapylleHue 3akoHojaTtenbcTBa Poccum B oOnactu 3ammrthl uMH(OpManuu; O0a30BbIe
MI0JIO’KEHHUS ITpaBa UHTEJUIEKTYaJIbHOM COOCTBEHHOCTHU

UIIK 4.2 Cobmromaer B mnpodecCHOHATbHON JIeATEIbHOCTH OCHOBHBIE TpeOOBaHUs
HOPMATHUBHBIX TIPAaBOBBIX aKTOB B 00JacTéd 3amuThl HH()OPMAIMOHHOW O0€30MacHOCTH;
oOpallieHus ¢ JOKYMEHTaMH, COJIepPKallMH MEPCOHANIbHBIC JaHHBIE

UIIK 4.3 Tlpumensier B npoecCHOHATBHONW JeSTENIbHOCTH TpeOOBAHUS HOPMATHUBHBIX
MPABOBBIX AKTOB B O0JIAaCTH 3aIIUThl MH(OpPMAlMK; 3HAHUS CHCTEMbI 3aKOHOJATENbCTBA B
obmactn  wHPOpPMAITMOHHOW  0e30MacHOCTH; 0a30BHIMH  HABBIKAMH  IMPAaBOBOM  3aIUTHI
UH(GOPMAILIMOHHBIX CUCTEM

NYK 4.1 JlemoHCTpUpYET HAaBBIKM YCTHOW M NMHUCHMEHHOW JEIIOBOM KOMMYHHUKAIIMHM Ha
PYCCKOM M HHOCTPAaHHOM $3bIKaX B pa3HbIX (OpMax B COOTBETCTBHUHM C IOCTABJICHHBIMU
3a/la4aMu

NYK 4.2 BeiOupaeT Ha TOCyAapCTBEHHOM U MHOCTPaHHOM (BIX) SI3bIKax
KOMMYHHUKaTUBHO NpHUEMJIEMbIE CTWUJIb JI€JIOBOrO OOIlEHHUs, BepOalbHble U HeBepOalbHbIE
CpeCTBa B3aUMOJICHCTBUS C MApTHEPAMHU

NYK 4.3 Hcnonb3yer nuHPOPMAIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUU TIPH TOUCKE
HeoOXxouMol MH(OpPMaIMU B Ipolecce pelIeHUs pa3iIuyHbIX KOMMYHHKATHBHBIX 3a/a4 Ha
roCy/1apCTBEHHOM U MHOCTPAHHOM (BIX) S3bIKAX

2. 38[{3‘-11/[ OCBOCHHUSA NUCIHHUITINHDBI

- Hayuutbcs pa3pabarbIBaTh U MPaBUIBHO 0(OPMIISTh IOPUIHUECKUE U CITY>KEOHbIE
JTOKYMeHTBhl. OCBOUTH J€IONPOU3BOJCTBEHHYIO TEPMUHOIOTHIO; OCHOBHBIE HOPMaTHUBHO-
METOMYECKHE MAaTEPHAIIbI 110 TOKYMEHTUPOBAHUIO YIIPABIEHYECKOM EATEIBHOCTH U OCHOBHYIO
HAyYHO-HCCIIEI0BATENbCKYIO JIUTEPATypy B 00JIaCTH JI€TONPOU3BOICTBA; 3aKOHOMEPHOCTH
Pa3BUTHS JOKYMEHTA M CUCTEM JJOKYMEHTAIMH; OCOOCHHOCTU ()OPMHUPOBAHHUS CTPYKTYPHI,
(GyHKIMH, IITATHOTO COCTaBa JAENONPON3BOACTBEHHBIX MO/Ipa3/iesieHuil U 00s13aHHOCTH
CITy’KaIIuX

- Hayuntbcss oQopMIsATh JOKYMEHTBHI C HCHOJb30BAHUEM  SI3BIKOBBIX BapHUaHTOB;
YHUQUIIMPOBATh TEKCThl JIOKYMEHTOB B COOTBETCTBHUHM C TpPeOOBAHMSIMH TOCYIapCTBEHHBIX
CTaHJApTOB; ONPEACIIATh UCTOPUYECKYIO U IIPAKTUYECKYIO LIEHHOCTD JOKYMEHTOB
Bnaners: HaBblkamMu pa3paboTku U OQOpMIIEHUS JIOKYMEHTOB, HAaBBIKAMH YIPaBICHUS
JIOKYMEHTALUU.
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3. MecTo AucCHUNJIMHBI (MOAYJIsI) B CTPYKTYpe 00pa3oBaTeibHOM MPOrpaMmbl

JlucumIinHa OTHOCHUTCS K 9acTH 00pa30BaTEIbHON MporpamMmbl, GOpMUPYEMOi
y4acTHUKaMU 00pa30BaTelIbHbIX OTHOIICHUH, Ipe/yIaraeTcst 00yJarommMcs Ha BEIOOD.

4. Cemectp(bl) ocBOeHHsI U popMa(bl) MPOMEKYTOUHON ATTECTANMH MO TUCIHHUILINHE
JIBeHaanaTeIil ceMecTp, 3a4eT.
5. Bxoanble TpeOGOBaHMS 1/l OCBOEHUS THCHHUILINHBI

Jlist yCTIeNIHOTO OCBOSHHS AUCHUIUIMHBI HEOOXOAUMBI KOMIIETCHIINU, C(OPMHUPOBAHHBIE Y
o0yJalommxcs B pe3ylbTaTe OCBOGHUS TaKMX MAUCHMIUIMH, Kak «[ocymapcTBeHHOE
ynpasinenuey, «WHpopmatuka W WHPOPMALMOHHBIE TEXHOJOTHH B MPO(HECCHOHATBLHON
JeaTeIbHOCTHY, «TpynoBoe mpaBoy», « TeXHUKa IOPUITYECKOTO MUChMa» U JIp.

dopmupyemble B IpoLecce U3y4eHHsl AUCIMIUIMHBI KOMIIETCHIIUH SBISIOTCS OCHOBOW ISt
u3ydeHus auciuiuimH: «lIpoOneMbl Teopum rocynmapcTBa W TpaBa», B XOJE MPOXOKICHHUS
[IpenuniIoMHON NPaKTUKH U SBISETCS MTOTOBBIM U MOATBEP)KAACTCS HA 3aIUTE BBITYCKHOM
KBaJM(PUKAIMOHHOMN pabOTHI.

6. SI3bIK peaju3anun
Pyccknii
7. O0beM TMCHUIJIMHBI (MOIYJIfA)

OO01mmast TpyI0eMKOCTh TUCIUTUTHHBI COCTABISIET 2 3.€., 72 9acOoB, U3 KOTOPBIX:
— JICKIUU: 2 4.;

— MPaKTHYECKUE 3aHATHUS: 2 .

O06beM caMOCTOSATENbHOM paboTHI CTYIEHTA OINpeieNieH YUeOHbIM MJIaHOM.

8. Conep:xaHue TMCHUIUIMHBI H CTPYKTYPA Y4eOHBIX BUAOB /1eSITeIbHOCTH

Tema 1. IIpoucxoxaeHue 10KYMEHTOB, HX COLMATbHASA CYIIHOCTh U QYHKIHMHU
[Tpocreiimme crnocoObl M cpeacTBa nepeayd MHGOpMAIMM BO BPEMEHHM M IPOCTPAHCTBE.
[lepBrle =~ MHQOpPMAIMOHHBIE  TEXHOJIOTMM B  HCTOpUM  yenoBedecTBa.  [losBieHue
JIOKYMEHTHPOBAHHOM HH(OpMAIIHH.

Paciimpenne  noHsTHs  «qOKymeHT».  [IpaBOBOM,  yImpaBI€HYECKHH, HCTOPUYECKHIA,
WH(OPMAIIMOHHBIN aCTIEKTHI B OMPECIEHUH JTOKYMEHTA.

ConmanbHas CyntHoOCTh JokymeHTa [loHsitne «hyHKIms qJOoKyMeHTay, €€ 3HaueHne. OCHOBHbBIC
(GyHKIMU ~ JOKYMEHTa, UX OCOOEHHOCTH. 3Hau€HHe JIOKyMEHTOB JUIs  pealu3aluu
yIpaBieHUYeCKUX pemeHuid. OIeHKa COBPEMEHHOIO COCTOSIHUS JEJONpPOM3BOJCTBA. BimsHue
ABTOMATU3UPOBAHHOW TEXHOJOTHH OOpa0OTKM JOKYMEHTOB Ha JEIOMPOU3BOJICTBO. BrusHue
XapakTepa ynpaBJIeHHs, PUHLIWIIOB NPUHATUS YIPABICHYECKUX PEIICHUN Ha OPraHHU3aldi0 U
TEXHOJIOTHIO JEJIONPOU3BOACTBA.

Tema 2. HopmaTuBHO-MeTOANYecKas 0a3a COBPEMEHHOI0 /1eJIONPOU3BOACTBA
OcHOBHBIE 3aKOHOJATENbHBIE TOCTAHOBIEHUS 1O paboTe ¢ JAOKyMeHTamu. EnuHas
rocynapcrBenHas cucrema (EI'CJl) u ocHoBHBIE ee HampaBiieHHs. Y HU(DUIIMPOBAHHBIE CHCTEMBI
JIOKYMEHTALUH. YuaudunupoBanHas cucrema OpPraHU3alMOHHO-PACTOPAAUTEIBHON
nokymeHTanuu. Kiaccudukaropsl TEXHHUKO-DKOHOMHYECKOW H  COIMAIBHON HWHGOpPMAIIIH.
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HopmatuBHbIE TOKyMEHTHI IO TPYAY U OXpaHe TpyJa. 'ocyjapCcTBEHHbIE CTaHAAPThI, UX POJIb U
3HaueHue. CraHpgapTel NOpeanpusATHi. TUMOBasg MHCTPYKUUS 10 JACIONPOM3BOACTBY B
MUHHCTEPCTBAX U BeAOMCTBax PO.

Tema 3. IIpaBuiia cocraBjieHus1 u opopmiieHUs JOKYMEHTOB
Knaccupukanuss u yHudukaums moxkymeHToB. OCHOBHBIE TpaBWJIa COCTAaBJICHUS TEKCTa
JIOKYMEHTOB. XapakTepucTuka ['ocyaapcTBEHHOro craHaapra «YHU(QHUIMPOBAHHBIE CHCTEMBI
JIOKYMEHTaL1H. YuauduuupoBaHHas cucTema OpraHU3allMOHHO-PACIOPSAIUTENIBHON
JnokyMmeHTauuu. TpeGoBaHus K cOCTaBICHUIO TOKyMeHTOBY. [loctpoenue popmyisipa - oOpasna.
WuauBUayanbHblii U TUNIOBOM (GopMymspel. YcioBHBIN ¢Gopmyssip. [IpaBuna odopmienus
IIOCTOSIHHBIX M TEPEMEHHBIX DPEKBU3UTOB IOKYMEHTOB. TpebGoBanHus K OnaHkaM. OCHOBHbIE
TpeOOBaHUS K JOKYMEHTaM, U3rOTOBJICHHBIM MAITMHOIMCHBIM CIIOCOOOM.

TpeOoBaHMsI K H3MOTOBJIEHUIO, Y4Y€Ty, MCIOJIB30BAaHHIO M XPAHEHUIO OJaHKOB C
BOCIIpou3BeeHneM TrocyaapcrBenHoro I'epba P® u I'epboB CyOwvexktoB P®D. Ilpumepnsrit
nepeveHb JOKYMEHTOB, Ha KOTOpBIX cTaBuTCs ['epOoBas neyars.

Tema 4. Oco0eHHOCTH cocTaBJ/IeHUsI 0JIAHKOB J1€J10BbIX TOKYMEHTOB
Buast u gopmarel 6ymaru. HOpunmueckas cuia aokymeHTta. MHAMBHIyaJdbHBIH M TUIIOBOM
dopmyisiper. Dopmynsip-oOpasen. YCIOBHBIN GopMyisip (JIaTHHCKash cxema). Mcropuueckue
STamnbl CKJIABIBAHUS M pa3BUTHs (OpMyIsipa TEKCTOBOIO JOKyMeHTa. TpeOoBaHMs K OJaHKaM.
OcHOBHBIE TPEOOBaHMS K TJOKYMEHTaM, H3TOTOBJICHHBIM MAIIMHOIIMCHBIM CIIOCOOOM.
TpeboBaHMsT K H3MOTOBJICHUIO, Y4Y€Ty, MCIOJIB30BAaHUIO U XPAHEHUIO OJaHKOB C
BOCITpou3BeieHneM rocyaapctseHHoro ['ep6a PO u I'ep6os CyOobekToB PO.

HaumenoBanue Buaa nokymeHTa. OOo3HaueHHE aBTOpa M cocTaBuTeNs. biaHK JOKyMeHTa.
O6o3Hauenue aapecara. OCOOEHHOCTH AATUPOBKU JOKYMEHTa. MecTo M xapakTep MOANucei
nokymenTa. [ludposas noanuces. Buasl neuareii.

[TomeTbl 1 OTMETKH Ha TOKyMeHTaX. Buipl, Ha3HaUE€HHE OTMETOK, UX MECTO B GOpMYJIsIpeE.

Tema S. PexkoMeHAaLMU 10 COCTABJICHUIO TECTOB A€JI0BBIX J0KYMEHTOB
TekcT JOKyMEHTa, €ro OCOOCHHOCTH TIpU pa3IMYHBIX CHOCO00aX JOKYMEHTHPOBAHMS.
B3anmocBsi3b copepkanus 1 GOpMbl JOKyMEHTa. THUIIBI TEKCTA. DJIEMEHTHI TEKCTa.
Jlunrsuctuyeckue ocoOeHHOCTH JokyMmMeHTa. CTuiaMcThka JAenoBod peud. Bunael mpaBku
TeKcTOB. OOILIENIPUHSTHIE CTUIEBbIE 000POTHL. YTNOTpeOIeHHE MPONMUCHBIX U CTPOUYHBIX OYKB.
Jonyctumble u Haubosee ynorpediisieMble COKpalleHusi cioB. YacTo BCTpeyaemble OMIMOKH B
JIEJIOBOM TOKyMEHTaMM TexHHKa IpPaBKU TEKCTOB. Mcmonp3oBaHME KOPPEKTYpPHBIX 3HAKOB.
HenoBas nexcuka. Mopdomoruueckue cpenctBa si3plka JenoBoro ooOmeHus. OcobeHHOCTH
IIPABOINMCAHUS HA3BaHUN TOKYMEHTOB, YUPEKIECHUHN, OPraHU3alMi, IPEANIPUATHIH, TOJKHOCTEH,
3BaHMil, 1aT, yncen. CHHTaKCH4YecKrue 0COOEHHOCTH JJOKYMEHTA.

YHudukanus tekcra JokymenTa. [lpeanocsuiku 1 Metoabl yHupukau. @opmel yHUPUKALIUH:
TUIIOBOW, TpadapeTHbIl TEKCThl, TaOnuIa, aHKeTa, rpaduku, AuarpamMMmbl. PenaktupoBaHue
JOKYMEeHTOB. OCHOBHBbIE 3Tarbl paboThl HaJl TEKCTOM.

Tema 6. [lokyMeHTHPOBaHHE OPTraHU3ALMOHHO-PACTIOPAIMTEIbHBIX JOKYMEHTOB
YHUGHUIMPOBaHHAs CUCTEMa OpPraHU3AlMOHHO-PACTIOPAAUTENbHON TOKYMEHTAlluH, €€ COCTaB U
0coOeHHOCTH. Bupl 1 Ha3HAUeHME CITy)KeOHBIX TOKYMEHTOB. TpeboBaHMs K UX COCTaBJICHUIO U
odopmiuenuto. [loaroroBka u opopmiieHre nprkazoB. OcoOEHHOCTb 0()OPMIIEHUS BBIMUCKU U3
npHKa3za. YdeT, XpaHeHHEe U KOHTpPOJIb 3a MCIOJHEHHEeM Mpuka3oB. Crenuduka HamucaHUs
YKa3aHUHM, pacnopsbkeHui, UMHCTpykKumii. IlocTtpoeHme Tekcra  KOHCTAaTHpyrOUeEM U
pacrlopsiANTEIbHOW YacTH JENOBOr0 JIOKyMEHTa. YCTaB, pPOJb yCTaBa B JAESITEIbHOCTU
HPEIITPUATHSL.

Tema 7. Oco0eHHOCTH HH(POPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB
BcenomorarenbHblii  Xapaktep WHGOPMAlMOHHO - CIPAaBOYHBIX MAaTepHUaloB B YIPaBICHUH
npousBojcTBa. Mx cocraBnenue u odopmienue. CrnpaBku. OCHOBHBIE PEKBU3HUTHI CIPABOK.
Axtel. TpeOoBanus k odopmieHHIO akToB. JlokiagHble W OOBACHHUTEIbHBIE 3aIUCKH.
Coo0mienusi, mepeaaBaeMpie JJIEKTPOHHON TTOYTOM.

Tema 8. OcHOBHBIE JOKYMEHTbI KOJLJIETHATbHBIX OPTaHOB
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Opranu3aliOHHO - TEXHUYECKUE MEPONPUSITHS MO TMOJArOTOBKE U IMPOBEACHUIO COBELIAHUU.
[IpaBuiia HamucaHusl [OOKJana, oT4yeTa.  IpeOoBaHHMS K COCTaBICHUIO U O(OPMIIEHHUIO
MPOTOKOJOB. XapaKTEPUCTHKAa BBOJAHOM M OCHOBHOM YacTHM IMPOTOKOda.  Beimmcka wu3
MIPOTOKOJIA. PEKBU3UTHI JOKYMEHTOB KOJUIETHAJIBHBIX OPTaHOB.

Tema 9. TpeGoBanus K 0(popMIIEHHIO JOKYMEHTOB 110 JIUYHOMY COCTABY
OcoOennoctu ohopMiIeHUS AOKYMEHTOB IO JHMYHOMY COCTaBy. XapaKT€pHUCTHKa OCHOBHBIX
JIOKYMEHTOB TIO JIMYHOMY COCTaBY. 3asiBJICHUE, €r0 PEKBU3UTHL. Bujabl 3asBieHuil, npasuia
coctaBneHus 1 oopmieHus ux. [Iprukasel o TMYHOMY COCTaBY.

Crpykrypa u odopmiieHHe XapaKTepUCTHKHU. JIMyHas KapTOyKa, JIMYHBIA JUCTOK 1O YYETy
kagapoB. ABroouorpadus. [lonroroBka u ponb koHTpakra. JloBepeHHOCTh U pacnucka. Pesiome,
BU3UTHAsI KApTOYKA.

Tema 10. OcodeHHOCTH MOATOTOBKH U 0hopMJIEHHS /1€JI0BOT0 MUCbMA
[lpaBuna u TpeOOBaHMS K J[EIOBOMY MHUCbMY. XapakTepuctuka Onanka nucema. CocraB
PEKBU3UTOB O(ulManbHOro nucbma. Buasl nuceM. Crnenndrika HamucaHusi BCTYMUTEIbHON U
3aKJIFOYUTEIPHOW YacTH JEJOBOrO MHMCbMA. 3HAUYEHHUE COIPOBOJUTENBHOIO MHUCHhMA, MHUCHhMa
HallOMUHAaHUs, IMCbMa-0TBETA U T.I. MeX1yHapOoIHbIE MUChMA.

9. Ilepeuenbr  y4eOHO-METOAUYECKOr0  oOecmeyeHHs] MO  JUCHUILUINHE H
MeTOAUYeCKHE YKA3aHUA 1)1 00y4aIOUIUXCS 110 0CBOEHUIO TUCIUIIMHBI
Y4eOHO-MeToInYecKoe 00ecreyeH e Mo AUCIUIUTMHE BKIIIOYALT:

— KOMIUIEKT Ipe3eHTalui

— KOHCTEKTHI JICKIUI

— y4eOHYI0 (OCHOBHYIO H JIOTIOTHUTEIBHYIO) JIUTEPATYPY

— METOJMYECKHE YKA3aHUS 10 OCBOCHUIO JUCLIUTUTHHBI

— METOIMYECKUE PEKOMEHIAINH TI0 BBHITTOJIHEHHUIO TPAKTUYECKUX PabOT

— TEMBI 3cce

— KOMIUJIEKT OIEHOYHBIX CPEJICTB ISl TEKYIIIETO U UTOTOBOTO KOHTPOJIS

— KpPUTEpPUU OIEHKU 3HAHUM, YMEHHI, HABBIKOB, MPAKTUYECKOTO OMbBITA IO BCEM BHJIaM
KOHTPOJIS 3HAHUH y 00y4aIOIIUXCS.

CamocTtosTenpHas paboTa CTYASHTOB MO TUCIUILIMHE TPeaNoiaraer:

— U3Yy4YEHUE JICKIIUN U KaY€CTBEHHYIO MOJATOTOBKY KO BCEM BHAaM YUEOHBIX 3aHSITHII;

— U3Y4YEHUE OCHOBHOW W JOIMOJIHUTENBHOW JUTEPATYPhl MO MPEIMETY, MCIOJIb30BaHUE
pecypcoB HH(POPMAIIMOHHO-TEJIEKOMMYHUKALIMOHHON ceTH MHTepHeT

— MOATOTOBKY K pa3paboTke MHIWBUIYaTbHBIX 3a/laHUN PA3IMYHBIX BHAOB JIOKYMEHTOB,
BBITIOJIHCHHE TECTA.

— MOATOTOBKY K 3a4€TYy.

IIpasuna camocmosamenvroll pabomsi ¢ aumepamypotl: Ipu paboTe ¢ KHUTOW HEOOXOIMMO
nonodpaTh NUTEpaTypy, HAYyYUTHCS TMPABUIBLHO €€ YuTaTh, BecTH 3amucu. [l mombopa
JTUTEPATYphl B OMOIMOTEKE MCIIONB3YIOTCS alaBUTHBIA M CHCTEMAaTHYECKU Katamoru. BaxkHo
MOMHHTb, YTO pPallMOHAIBHBIE HAaBBIKK PAaOOTHI C KHUTOH - 3TO Bcerga OoJbliasi YKOHOMUS
BpeMeHH U Cwi. [lpaBuibHBIA TOAOOp JUTEPATyphl PEKOMEHAYETCS IIperojiaBatesieM |
npuBoauTcs B m.11.

N3yuas marepuan mo y4eOHHKY, CIeAyeT MEPEXOJUTh K CIEIYIONIEMY BOMPOCY TOIBKO
Moclie MPaBUIBHOTO YSICHEHUS MPEbIYIIEro, OMUChIBas HAa Oymare BCe BBIKIAJKU U TE3UCHI (B
TOM YHCJIe T€, KOTOpPhIEe B YUCOHMKE OMYIIEHbI WJIM Ha JICKIUU JAHBI ISl CAaMOCTOSATEIHLHOTO
BbIBosa). [lpm wu3ydeHuu Jr000H AUCHMIIIMHBI OOJBIIYI0O W BaXHYIO pPOIb UTpaeT
CaMOCTOSITeNIbHAsl HWHIWBHAyalbHass pabora. Ocoboe BHUMaHHUE CIEIyeT OOpaTUTh Ha
OTpesieieHue OCHOBHBIX MOHATUH Kypca. CTyOeHT MOJDKEH MOApOOHO pa3dupaTh MpPUMEPHI,
KOTOpbIE TIOSICHSIIOT TaKWe OMNpEeAeieHUs, M YMEThb CTPOUTh AaHAJIOTHYHBIC MPUMEPHI
camocTosTenbHO. Hy)XKHO 10OMBATHCS TOYHOTO MPECTABICHUS O TOM, UTO U3y4aelib. [lone3Ho B
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TeTpaau (Ha CHEIMAIbHO OTBEICHHBIX IOJIAX) JIOMOJNHATH KOHCHEKT OIBIT MOKa3bIBaeT, YTO
MHOTUM CTyJEHTaM IIOMOTraeT COCTAaBJICHHE JIMCTA OINOPHBIX CHUTHAJIOB, COAEPIKAILLETO
Ba)XHEHIIME M HauboJsiee 4acTo ynorpelisieMble MOHATUS U MOJIOKEHHs. Takol JIMCT momoraer
3allOMHUTb OCHOBHBIC IIOJIOXKCHMS JIEKIIMHA, & TakKKE MOXKET CIY)KUTb IOCTOSHHBIM
CIIPAaBOYHUKOM JUIsI CTY/ICHTA.

Pa3znuyaroT 1Ba BuAa YTEHMs: EPBUYHOE U BTOpUYHOE. IIepBUYHOE - 3TO BHUMATENBHOE,
HETOPOIJIMBOE YTEHUE, IPU KOTOPOM MOXHO OCTAHOBUTBHCS Ha TPYAHbIX MecTax. [locie Hero He
JIOJDKHO OCTaThCsl HU OJIHOTO HEMOHATHOTrO ciioBa. CozeprkaHue He BCEra MOKET ObITh HOHATHO
1ocje IEpBUYHOIO YTEHHs. 3ajadya BTOPUYHOIO UTEHHUS - I[I0OJHOE YCBOEHHE CMbICIA
IPOYUTAHHOTO B LIEJOM (IO CYETYy 3TO YTEHUE MOKET ObITh M HE BTOPBIM, a TPETbUM WU
gyeTBepThiM). CaMocTosiTenbHas paboTa ¢ ydeOHMKaMU UM KHUTaMHU (2 TakXe CaMOCTOSITeIbHOE
TEOPETUYECKOe HCCIe0BaHUE MPoOeM, 0003HAUEHHBIX MPENoAaBaTe]eM Ha JIEKLUSAX) — 3TO
Ba)kKHeHIIee ycinoBue (GopMUpPOBaHUS Y ce0s1 TEOPETHUECKUX 3HAHUH U TMPAKTUYECKUX HABBIKOB.

MeToanyeckue yKazaHusi Il 00y4aOIIMXCS 10 OCBOCHUIO TUCHMIIJIMHBI.

W3ydath Kypc peKOMEHIyeTcsi B COOTBETCTBUU C TOM MOCIEAOBATEIbHOCTHIO, KOTOPAs
obo3HaueHa B paboueld mporpamme. Bce Tembl B3aMMOCBSI3aHBI M TO3BOJISIOT CTYyJIEHTaM
MOCTETIEHHO OCBAaWBAaTh TEOPHIO U MPAKTHUKY.

[IporpaMMa AWCHMIUIMHBI TPEIyCMAaTPUBACT JICKIIMM, NPAKTHYECKUE 3aHATHS U
CaMOCTOSITENIbHYIO pa0OTy CTYICHTOB.

Ha nexuusix n3naraercs OCHOBHOM TEOPETUUECKHUI MaTepual Kypca.

[TpakTHueckue 3aHATUS MPEAYCMATPUBAIOT 3aKPEIJICHHE OCHOBHBIX TEOPETUYECKUX
BOTIPOCOB JaHHOW JUCHUIUTMHBI U (OPMHUPOBAHUE YMEHHUW M HABBIKOB, HEOOXOIWMBIX JJIS
aHanM3a ¥ MHTEPIpETaluu Pa3inyHoro poaa uHdopmanuu. 3amaHus MoAoOpaHbl TakK, YTOOBI
OXBATUTh KAaK MOXXHO OOJBIIE BOMPOCOB, YTO CIIOCOOCTBYET OoJiee TITyOOKOMY YCBOEHHIO
npoigeHHoro wmarepuana. Oco0oe BHUMaHHME YIENAETCA MPAKTHUYECKOH HampaBIeHHOCTH
IpelaraéMblX 3a/a4, pa3BUTHI0 M COBEPIICHCTBOBAHUIO CIIOCOOHOCTEH IpEnCTaBIAThH
pe3ynbTaThl CBOEH paboThl, JIOTMUECKH apryMEHTUPOBAHHO 0OOCHOBBIBATh CBOIO MO3UIIHIO.

OTnenbHbIE JIEKIUM W TPAKTHYECKHWE 3aHATHS TPOBOASTCA C HCHOJIB30BaHUEM
BCIIOMOTATENbHBIX ~ CPEACTB: PA3laTOYHBIX MaTepuanoB (MeToaMYecKkoe TMmocodue 1o
BBITIOJTHCHUIO KOHKPETHBIX 3aJaHWi), MYJIbTHMEIUNUHBIX MPE3CeHTAllui, OONbIIas 4YacTh
JUTEpaTyphl U MPE3eHTallMU BbLUToKeHO B Moodle.

B mporiecce n3ydeHus AMCIUILTHHBI TPEAYCMOTPEHBI HECKOIBKO GpopM KOHTpodsi. O1ieHKa
3HAHWUM, YMEHUW U HABBIKOB JAEATENBbHOCTH, XapaKTEPHU3YIOIIMX HTanbl (GOpMHUPOBaHUS
KOMIIETEHIIMH TI0 JHCIUIUIMHE, TPOBOAHMTCS B (QopMe TEKymero KOHTPOIS H
MPOMEKYTOUYHOH aTTECTAIUN.

Texymuii KOHTPOJIb MPOBOAUTCA B (OpME: CaMOCTOSATENbHOUW paboThl MO pa3paboTke
KOHKPETHBIX BHJIOB JIOKYMEHTOB, TECTOBBIX 3aJIaHUH.

MeTtoauueckie pEeKOMEHAAMK [0 BBIIOJHEHUIO BCEX BHUAOB TEKYIIET0 KOHTPOIS
npezcTaBieHbl B GOHJIE OIICHOYHBIX CPEJICTB.

[Tpu moAroToBKe K 3a4éTy BHAYale CIEAYyeT MPOCMOTPETh BECh Marepuai IO CIaBaeMOM
JTUCIUIUINHE, OTMETUTH i ce0si TpyaHble Borpochl. O0si3aTeIbHO B HUX pazoOparbes. Brnaaets
HABBIKAMH, TIOJYYCHHBIMH Ha TPAKTUYECKUX 3aHATUAX. YMETh COCTaBUTh U MPaBUIBHO
0(pOPMHUTH KOHKPETHBIE BHJIBI JIOKYMEHTORB.

10. ®@opma npoMeKyTOYHON aTTecTanuu U (POH OLIEHOYHBIX CPEICTB

dopma MPOMEKYTOUHOU ATTECTALUU: 3AUET.

st arrectanuy 00ydarOMIMXCsl HA COOTBETCTBUE UX TEPCOHATBHBIX JOCTHKEHHH CO37aH
(GOHII OILIEHOYHBIX CPEICTB MO TUCIUIUIMHE, BKIIOYAIOIIUNA OIICHOYHBIE M METOJAMYECKUE
MaTepHuaibl, MO3BOJISIONINE OIICHUBATh 3HAHUS, YMEHHS, HaBBIKM W YPOBEHb NMPHOOPETECHHBIX
KOMIIETECHITNH.



TurnoBble KOHTPOJIbHBIE 3aJlaHMsI, MCIOJb3yeMble Ul OLCHKH pPEe3yIbTaroB OOy4YeHUs U

XapaKTepHU3yIoIIne dTanbl (OPMHPOBAHUS COOTBETCTBYIOIINX KOMIICTCHIIMH, MPEICTABICHBI B
(oHJe OIICHOUHBIX CPE/CTB.

KapTtbl koMneTeHIMil 1 KpUTEpUU OlleHUBaHUs TipeAcTaBiieHbl B [Ipunoxenun 1 k Ponay

OLCHOYHBIX CPCACTB.

1.

11. PecypcHoe obecnieueHue

11.1 OcHoBHAasI U IONMOJIHUTEILHAS yUueOHas JuTeparypa

I'oCT P 7.0.97-2016. Hauumonanenbiii crangapt Poccuiickoit ®enepanuu. Cucrema
CTaHJapTOB 0 UHPOPMAINH, OMOINOTEYHOMY U U3/AaTeIbCKOMY Aeny. OpranuzanuoHHO-
pacnopsiauTensHas JOKyMeHTalus. TpeGoBanust K 0hOpPMIICHUIO TOKYMEHTOB. — Pexum
nocryna: http://www.consultant.ru/document/cons_doc LAW_ 216461/

11.2 OcHoBHAasl U IOMOJIHUTE/ILHAS yUueOHas JuTeparypa

Ocnoenas numepamypa:

1.

Hoponuna, JI. A. OpraHuzamuss U TEXHOJOTUS JIOKYMEHTallMOHHOTO oOOecreueHus
yIpaBlIeHUs: y4eOHMK M TPAaKTUKyM JUIs akajeMudeckoro OakamaBpmara / JI. A.
Hoponuna, B. C. UputukoBa. — M.: U3narensctBo FOpaiit, 2018. — 233 ¢. — (Cepu :
bakanaBp. Axagemuueckuit kypc). — ISBN 978-5-534-04568-0. — Pexxum nocryma:
www.biblio-online.ru/book/19DADBS52-959C-40DA-B18F-C955EFACOCID .

Bbsintr B. C. JlokymenTaimonHoe odecrieuenue yrpasienust. FOpuandeckas TeXHUKa : yueOHOe
nocoone i CIIO : Yuebnoe mocobue. — M: HzmarensctBo FOpaiit, 2018. — Pexum
JOCTyTIA: http://www.biblio-online.ru/book/078FCC53-D514-4CFE-9ASD-
C80DECCI9CE:Ne

Comoryo O.I1. Jlenonmpou3BOACTBO: COCTaBICHUE, PEIAKTUPOBaHWE U 00pabOTKa
JTOKyMeHTOB. Yueb. mocobue. M.: Omera-JI, 2015, 206 c.

Jlononnumenvuas rumepamypa:

1.

2.

beixosa T.A. JlokymenTosenenue. Ilocobue k mpakTuueckum 3anaruem 4.2. Tomck: U3 n-
Bo TT'Y, 2015. - 54 c.

beikoBa T.A. YnpaBieHueckoe JTOKYMEHTOBEACHHE. YUeOHO-METOANYECKHI KOMILIEKC.
Tomck. TI'V. 2012. DnextpoHnsli pecypc: http://edu.tsu.ru/eor/resourse/ 724/tpl/
index.html

WBanoBa A.}O. Pycckuii si3bIK B J1€JIOBOM JTOKYMEHTALMH: YUEOHUK M MPAKTHKYM Ul BY30B. —
M: wusn-Bo [Opaiir. 2018. Pexum pocryma: http://www.biblio-online.ru/book/A9822169-
D834-44A4-87C0-CD6B14681E8E

[Nanaxor B.B. JlemonpousBoactBo. OOpasipl. JlokymeHThl. OpraHu3aius U TeXHOIOTHUS
pabotel. bonee 120 nokymeHToB. -3-¢ u3., nepepad. u gom., CII6.: Ilurep, 2011. — 178
c.

Jo6poxotosa E.H. IlpodeccnonanbHbie HABBIKK IOPUCTA: YUEOHUK JUIS aKaleMUYECKOTo
OakamaBpuata. — M: W3marensctBOo IOpaiir, 2018. 326 c¢. — Pexum mgoctyna:
http://www.biblio-online.ru/book/87B2C24A-BF8D-4E5C-AE89-BBF1ED569668
JloxymeHTarimoHHOEe OOECTIeUeHHe YIpaBJICHHS (IeI0Mpou3BoicTBO). Yuebd. [Tocobue.
[ox o6m. pen. T.B.Ky3uenosoit. M: UHOPA-M, 2013. 303 c.

Kupcanosa M. B. CoBpeMeHHOe nenonpou3BoaAcTBO yuedHoe mocobdue. M.: Poc. akan.
roc. cinyx0s! ipu [Ipesunenre PO, Cub. akan. roc. cayx6sl. M.: UHOPA-M, 2011, 310
c.

[ysanosa H.H. /lokyMeHTanmoHHoe obecrieueHne yrnpapieHus: Y4eOHUK U MPAKTHKYM
st CIIO. — M: WzgarensctBo FOpaiit, 2018. 326 c. — Pexum gocryna:
http://www.biblio-online.ru/book/012C672A-DD8A-4082-B4E7-380217EE5CO7

11.2 Pecypcbl MH(OPMALMOHHO-TEJEKOMMYHMKAIMOHHOW ceTH HMHTepHer, B T.4.
7


http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.biblio-online.ru/book/19DADB52-959C-40DA-B18F-C955EFAC0C1D
http://chamo.lib.tsu.ru/search/query?match_1=PHRASE&field_1=a&term_1=%D0%91%D1%8F%D0%BB%D1%82,+%D0%92.+%D0%A1.+&theme=system
http://www.biblio-online.ru/book/078FCC53-D514-4CFE-9A5D-C80DECC9CE:№
http://www.biblio-online.ru/book/078FCC53-D514-4CFE-9A5D-C80DECC9CE:№
http://www.biblio-online.ru/book/A9822169-D834-44A4-87C0-CD6B14681E8E
http://www.biblio-online.ru/book/A9822169-D834-44A4-87C0-CD6B14681E8E
http://www.biblio-online.ru/book/87B2C24A-BF8D-4E5C-AE89-BBF1ED569668
http://www.biblio-online.ru/book/87B2C24A-BF8D-4E5C-AE89-BBF1ED569668
http://chamo.lib.tsu.ru/lib/item?id=chamo:413422&theme=system
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HHG(pOPMALMOHHBIE CIPABOYHbIE CHCTEMbI
1. CopaBouno-mpaBoBoit  pecypc  "KoncympranT  mmoc".  Pexum — gocryna:
http://www.consultant.ru/
2. CrnpaBouHo-TIpaBoBOM pecypc «I"apanTy». Pexxum nocryma: www.garant.ru

11.3 Onucanue MaTepuaJIbHO-TEXHUYECKOH 0a3bl

YueOHblEe ayTUTOPUM JJIsl MPOBEACHUS JIEKIMOHHBIX U MPAKTUYECKHX (CEMHHAPCKHX)
3aHATHH, TEKYIIEro KOHTPOJIS W IPOMEXKYTOYHOW  aTTecTalud, O0O0OpyIOBaHHbBIC
MYJIbTUMEAUHHBIM 000pyI0BaHHUEM H JJOCTYIIOM B VIHTEepHeT.

Aynutopust Uil IPOBEACHUS IPYNIIOBBIX U MHIUBHYAIBHBIX KOHCYIbTAIIH.

[Tomemenuss I CaMOCTOSITENTBHOH  paboOThl  o0y4aromuxcs, 00OpyIOBaHHbIC
HepCOHATILHBIM KOMITBIOTEPOM M UMEIOIHE 10CTYyN B VIHTEpHET.

12. Uudopmanmsi o pazpadboTunkax
Kanmunar wucropuueckux HayK, IOIEHT KadeApbl HCTOPUHM ¥ JOKYMEHTOBEICHUS
T.A. boikoBa
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