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1. leab ¥ nIaHUpYyeMble Pe3yJabTAThl 0CBOEHUS THCIUILIMHbI

[enbro 0OCBOEHUS AUCHHUIUINHBI SBISETCS (POPMUPOBAHUE CIEAYIOIUX KOMITETEHIIUH:

OIIK-5 CmocobeH pa3pabaTpiBaTh MPOIECCyallbHBIE JOKYMEHTBI B cdepe cBoei
npohecCuOHaANBHOM NeSTeNbHOCTH.

[1K-4 CriocoGen cobmoaath B NpohecCHOHAIBHON JesITeIbHOCTH TpeOOBaHUs B 00JacTh
3alUTHl UHGOPMAIUH.

YK-4 CriocobeH npuMeHsTh COBPEMEHHbIE KOMMYHUKATHBHBIE TEXHOJIOTHUH, B TOM YHCIIE
Ha MHOCTPAaHHOM(BIX ) sI3bIKe(ax), JAJIsl aKaJeMHUUECKOro U NpoeCCHOHATBHOIO B3aUMOICHCTBHSI.

Pe3ynbpraramMu 0cBOEHUS IUCLUIUIMHBI SBISIFOTCS CIEAYIOIIME UHANKATOPBI JOCTHIKEHUS
KOMIIETECHIINH:

NOIIK 5.1 CocraBnsieT npoueccyalibHble JOKYMEHTHI B chepe cBoel mpodeccnoHaIbHOI
JESITeIbHOCTH

UIIK 4.1 3naer obuue TpeOOBaHNUS HOPMATHUBHBIX MPABOBBIX aKTOB B 00JACTH 3aIlUTHI
uH(pOpMallK, OCHOBHBIE CHOCOOBI COOJIOACHHMS M oOOecreyeHHusl 3aluThl MHGOpMaIUY;
OCHOBHbBIE IIOHSTHS, UCIIOJIb3yEMbIE IIPU pabOTE C MEPCOHAIBHBIMU JAHHBIMHU; OTBETCTBEHHOCTh
3a HapylleHue 3akoHojaTtenscTBa Poccum B oOnactu 3ammrthl uMH(OpManuu; 0a30BbIe
MOJIOKEHHS TIPaBa MHTEIUIEKTYaTbHOH COOCTBEHHOCTH

UIIK 4.2 CobGmromaer B mnpodecCHOHATBHON JIeATEIbHOCTH OCHOBHBIE TpeOOBaHUs
HOPMATHUBHBIX TIPAaBOBBIX aKTOB B 00JacTé 3amuThl HH()OPMAIMOHHONW O0€30MacHOCTH;
oOpallieHus ¢ JOKYMEHTaMH, COJIePKalliMH MePCOHANIbHBIC JaHHbIE

UIIK 4.3 Tlpumensier B npoecCHOHATBLHONW JESTENbHOCTH TPEeOOBAHUS HOPMATHBHBIX
MPABOBBIX AKTOB B O0JIAaCTH 3aIIUThl MH(OpPMALMK; 3HAHUS CHCTEMbI 3aKOHOJATENbCTBA B
obmactn wHPOpPMAITMOHHOW  0e30MacHOCTH; 0a30BBIMH  HABBIKAMH  IMPABOBOM  3aIUTHI
UH(GOPMAILIMOHHBIX CUCTEM

NYK 4.1 JlemOoHCTpUpYET HABBIKM YCTHOW M NMHUCHMEHHOW JEIIOBOM KOMMYHHMKAIIMHM Ha
PYCCKOM U HHOCTPAaHHOM SI3bIKaX B Pa3HbIX (opMax B COOTBETCTBUU C MOCTaBICHHBIMU
3a/1a4aMu

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

NYK 4.3 Hcnonb3yer nuHPOPMAIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUU TIPH TOUCKE
HeoOXxouMol MH(OpPMalMU B Ipollecce pelIeHUs pa3lIuyHbIX KOMMYHHMKATHBHBIX 33/a4 Ha
roCcy/1apCTBEHHOM U MHOCTPAHHOM (BbIX) S3bIKAX

2. 3a1a4u 0CBOEHUS JMCUUIIIMHBI

- Hayuutbca pazpabarbiBaTh M NPaBUIBHO OQOPMIISATH HOPUINYECKUE U CIYKEOHBIE
JOKYMEHTBl OCBOMTH  JI€JIONPOU3BOJICTBEHHYI0 TEPMHUHOJIOTHIO; OCHOBHBIE HOPMAaTHBHO-
METOJMYECKHE MaTepHallbl 10 JOKYMEHTHPOBAHUIO YIIPABICHUECKOH JEATEIbHOCTH U OCHOBHYIO
HAY4YHO-HUCCIIEIOBATENIbCKYIO JIMTEpaTypy B O0O0JIaCTH JAEJIONPOU3BOJICTBA; 3aKOHOMEPHOCTH
pa3BUTHUSI JIOKYMEHTa U CHCTEM JOKYMEHTAlluu; OCOOEHHOCTH (POPMHUPOBAHUS CTPYKTYpHI,
(GyHKLIMH, INITaTHOIO COCTaBa JIEJIONPOM3BOJICTBEHHBIX MOJApa3leieHUid U 00sS3aHHOCTH
CITy’KalIux

- Hayuutbcs ohopMIIITh JOKYMEHTHI C HCIIOJIb30BAaHUEM SI3bIKOBBIX BAPHAHTOB;
YHUPHUIIMPOBATH TEKCTHI JOKYMEHTOB B COOTBETCTBUHU C TPEOOBAHUSIMHU IOCY1aPCTBEHHBIX
CTaHJApTOB; ONPEACIIATh UICTOPUYECKYIO U IIPAKTUYECKYIO IEHHOCTD JOKYMEHTOB

- Bnagets: HaBblkamMu pa3paOOTKu 1 0(hOpMIICHHS TOKYMEHTOB, HAaBbIKAMH YIIPABJICHUS
JIOKYMEHTAIUU.

3. MecTo AMCUMIIIMHBI B CTPYKTYpe 00pa30BaTe/IbHOM MPOrpaMMbl



JlucumiiuHa OTHOCHTCS K dYacTH 00pa3oBaTeNbHON MporpaMMbl, (QopMupyemMon
YY9aCTHHUKaMH 00pa30BaTEIbHBIX OTHOIIIEHUH, TIPeIIaraeTcsi 00yJarommmMcs Ha BIOOD.

4. Cemectp(bI) ocBOeHMS U (popMa(bl) MPOMEKYTOYHON ATTECTALUM 110 AUCHHUIINHE

4 cemecTp, 3a4eT

5. BxoaHble TpeﬁoBaHl/Iﬂ AJIsi OCBOCHHUA JUCHUIIJINHBI

Jl71s ycriemHoro OCBOSHHUSI TMCIUIUIMHBI HEOOXOAUMbI KOMITIETEHIIUH, CPOPMHUPOBAHHBIE Y
00y4aroIuXxcs B pe3yJibTaTe OCBOEHUS TaKUX TUCLUIUINH, KaK «l ocy1apcTBeHHOE
ynpasneHuey, «Mudopmaruka u uHPOpPMAILIMOHHBIE TEXHOJIOTHH B MPOQecCrOHAIbHON
nesitenbHOCTHY, « [pynoBoe rpaBoy, « TexHuKa IOpUIUIECKOTO MUCbMay U JIp.

6. SI3bIk peaau3anuu

Pycckuit

7. O0beM THCHHILINHDI

OO01ast TpyA0€MKOCTh IUCLHHUIUIMHBI COCTABISIET 2 3.€., 72 4acoB, U3 KOTOPBIX:
-JIEKLIMH: 6 4.

-npakTuyeckue 3anHaTus: 20 u.

O0BeM caMocTOATENbHON paboThI CTYIEHTA ONpeAEIeH YYeOHbBIM IIAHOM.

8. Conepma}me AUCHUIIJIMHBI, CTPYKTYPUPOBAHHOC 110 TEMaM

Tema 1. IIpoucxoxaeHue 10KYMEHTOB, HX COUMAJIbHASA CYIIHOCTb U QyHKIHHU
[Ipocreiimme ciocoOBI ¥ CpelcTBa Mepeaud HHPOPMALMU BO BPEMEHHU M ITPOCTPAHCTBE.
[TepBble HHGOPMaLIMOHHbBIE TEXHOJIIOTUU B UCTOPUHM desoBeyecTBa. [losBiaeHue
JOKYMEHTHPOBAaHHON MH(OpMAIIH.

Pacmmpenue noHsaTus «10KkymeHT». [IpaBoBOH, ylpaBlIeHYeCKU, ICTOPUYECKUH,
MH(OPMAaLIMOHHBIN acleKThl B ONPEEIEHUH JTOKYMEHTA.

ConmanbHas CynHOCTb JokyMeHTa [ToHsATHe «pyHKIMSA JOKYyMEHTay, €€ 3HaueHne. OCHOBHbIE
GYHKINM TOKYMEHTa, UX 0COOCHHOCTH. 3HAUCHHUE TOKYMEHTOB /IS pean3alluu
yIpaBiIeHUYECKUX pemeHnil. OLleHKa COBPEMEHHOTO COCTOSIHUS IENIONPON3BOCTBA. BinsHne
ABTOMATHU3UPOBAHHOW TEXHOJIOIMH 00pabOTKH TOKYMEHTOB Ha JI€IONPOU3BOJACTBO. BiusHue
XapakTepa yIpaBJICHUs, IPUHLUIIOB IPUHATHUS YIIPABICHYECKNX PELICHUH HA OPTaHU3aLHIO U
TEXHOJIOTHIO JEJIONPOU3BOICTBA.

Tema 2. HopmaTuBHO-MeTOAMYeCKas 0232 COBPEMEHHOI0 1eJ10NIPOU3BOACTBA
OcHOBHBIE 3aKOHO/IaTeIbHbIE TOCTAHOBIIEHUS IO paboTe ¢ JoKyMeHTaMu. Enunas
rocynapctBeHHas cucreMa (EI'C/]) u ocHOBHBIE ee HanpaBiieHHUs. Y HU(PUIUPOBAHHBIE CUCTEMBbI
JOKYMEHTaluu. Y HU(pUIIMPOBaHHAS CUCTEMA OPraHU3alOHHO-PACcIOPSIAUTENbHON
nokymeHTtanuu. Knaccudukaropsl TEXHUKO-3KOHOMHUYECKOH U COIMaIbHON MH(DOpMaInu.
HopmatuBHBIE TOKYMEHTHI IO TPYly M OXpaHe Tpyaa. ['ocyaapcTBeHHbIE CTaHIAPThI, X POJIb U
3HaueHue. CTaHaapTsl NpenpuaThid. TUmoBas HHCTPYKIUSA IO JEJIONPOU3BOICTBY B
MUHHCTEPCTBAX U BeAOMCTBax PO.

Tema 3. IIpaBunia cocraBjieHust 1 0()OPMJICHUSI JOKYMEHTOB
Knaccudukanus u ynudukanus 1okyMeHToB. OCHOBHBIE NTpaBUjia COCTABIICHUS TEKCTa
JIOKYMEHTOB. XapakTepucTuka ['ocyaapcTBeHHOro cTanaapra «Y HuU(pUIHPOBAaHHBIE CUCTEMBbI
JOKYMEHTaluu. Y HU(UIIMPOBaHHAS CUCTEMA OPraHU3alMOHHO-PACcTIOPSIAUTENbHON
JOKyMeHTaluu. TpeboBaHuUs K COCTaBICHUIO TOKYMEHTOBY. [locTpoeHue dpopmyspa - oOpasua.
WuauBuayanbHbIi 1 TUIIOBOW (hopMyIisipel. Y ciioBHBIN Gopmyssp. [Ipasuna opopmienus
MOCTOSIHHBIX U IEPEMEHHBIX PEKBU3UTOB JOKyMEHTOB. TpeboBanus k 6ankam. OCHOBHBIE
TpeOOBaHUS K JOKYMEHTaM, U3TOTOBJIEHHBIM MAIIMHOIIMCHBIM CITIOCOOOM.



TpeboBaHMs K U3TOTOBJICHUIO, YUETY, HCIIOJIb30BAHUIO U XPAHEHUIO OJIAHKOB C
BOCIpou3BeieHneM rocyaapctBeHHoro I'epoa PO u 'ep6oB CyonsekToB PD. ITpumepHsbrit
nepeveHb JOKYMEHTOB, Ha KOTOPBIX cTaBUTCA ['epOoBast mevars.

Tema 4. Oco0eHHOCTH COCTABJIEHUSA 0JIAHKOB /1JI0BbIX IOKYMEHTOB
Bunast u popmatsr 6ymaru. FOpuauueckas cuna qokymMenTa. UHAMBHUTyadIbHBINA M TUIIOBOM
dbopmymsipel. Dopmyrsip-oopaserr. Y cinoBHbIN Gopmysip (JlaTuHCKas cxema). Mcropuaeckue
ATaIlbl CKJIAIbIBAHUS U pa3BUTHS (POpMYIIsipa TEKCTOBOTO JOoKyMeHTa. TpeboBaHus K OiaHKaM.
OcHOBHBIE TPeOOBaHM K TOKYMEHTaM, U3TOTOBJICHHBIM MAIIMHONUCHBIM CIIOCOOOM.
TpeboBaHMs K U3TOTOBJICHUIO, YUETY, HCIIOJIb30BAHUIO U XPAHEHUIO OJIAHKOB C
BOCITpom3BeieHneM rocyaapcteeHHoro I'ep6a PO u I'ep6os CyobekToB PO.

HaumenoBanue Buaa qokymenta. O003HaueHHE aBTOpa U COCTaBUTEN . baHK JOKyMeHTa.
O6o03HaueHue agpecara. OCOOEHHOCTH TaTUPOBKHU TOKyMEHTa. MecTo U XapakTep Moanucei
nokymenrta. Lludposas noanucs. Buabl nevyareii.

[ToMeTsl M OTMETKH Ha TOKyMEHTax. Bujpl, Ha3HaUEHHE OTMETOK, X MECTO B (hOpMyJIsIpeE.

Tema 5. PexoMeH1anMu 1o cOCTABJICHUIO TECTOB J€J0BbIX IOKYMEHTOB
TekcT JOKyMeHTa, ero 0COOEHHOCTH MPH Pa3IMYHbIX CIOCO0aX JOKYMEHTUPOBAHMSL.
BsanmocBs3b comepikanus 1 popMbl JoOKyMeHTa. THUIIBI TEKCTa. DIEMEHTHI TEKCTa.
JIuHrBUCTHYECKHE 0COOEHHOCTH JIoKyMeHTa. CTUIIMCTHKA J1eJI0BOM peur. Busbl npaBku
TeKcTOB. OOLIENPUHATHIE CTUIIEBBIE 000POTHI. Y IOTPEOIEHUE IPOIUCHBIX U CTPOYHBIX OYKB.
Jonyctumble 1 Hanbosiee ynorpebiisseMble COKpalleHus ciaoB. YacTo BcTpeuaemble OMNUOKY B
JIeJI0BO ToKkyMeHTauuu TexHuka rmpaBku TEKCTOB. Vcoyib30BaHNE KOPPEKTYPHBIX 3HAKOB.
JenoBas nekcuka. Mopdosoruueckue cpeacTna s3blka Ae10Boro oouenus. OcobeHHocTH
IIPaBONIMCAHUs Ha3BaHUM JOKYMEHTOB, YUPEKACHUN, OPraHU3alMMi, IPEAIPHUITHH, TOJKHOCTEH,
3BaHUH, nat, ynces. CHHTaKCUYeCKre 0COOEHHOCTH JIOKYMEHTA.

YHudukanus Tekcta qokymenTa. [Ipennocsuiku u meto bl yaudukanuu. Gopmbl yHUDUKAITIH:
TUIIOBOM, TpadapeTHbIi TEKCThI, TabaMLIA, aHKeTa, rpaduky, AuarpaMMsl. PenaktupoBanue
JOKyMeHTOB. OCHOBHBIE 3Talbl padOTHI Ha/l TEKCTOM.

Tema 6. JloOKyMeHTHPOBAHHE OPTAaHNU3ALMOHHO-PACTIOPAIMTEIbHBIX JOKYMECHTOB
YHupuumpoBaHHas CUCTEMa OpraHU3alMOHHO-PACIIOPIUTENBHON JOKYMEHTAIUH, €€ COCTaB U
ocobeHHOoCTH. BUbl M Ha3HaYeHHE CITyKEOHBIX TOKyMEHTOB. TpeOoBaHMsI K UX COCTABJICHUIO U
odpopmiienuro. [loaroroska u opopmiierune nprukazoB. Oco6EHHOCTb 0(OPMIICHHUSI BBITHCKHU U3
nprKasa. YueT, XpaHeHHEe U KOHTPOJIb 32 UCIOJIHEHHEM IprKa3oB. Cnenudurka HanmucaHus
YKa3aHUH, paclopsKeHUH, HTHCTpYKIUi. [locTpoeHune TekcTa KOHCTaTUPYIOIIEH U
pacopsAUNTENLHON YacTH JEJI0OBOTO JOKYMEHTA. Y CTaB, POJIb YCTaBa B ACSITEIBHOCTH
HPEIITPUSITHSL.

Tema 7. OcodeHHOCTH HHPOPMALMOHHO-CIIPABOYHBIX IOKYMEHTOB
BcenomoratenbHbli XapakTep HH(OOPMALMOHHO - CIIPAaBOYHBIX MaTEpUajIoB B YIPaBIECHUU
npousBojcTBa. Mx cocraBnenue u opopmienue. CrpaBku. OCHOBHbIE pEKBU3UTHI CIIPABOK.
Axtbl. TpeboBanus k 0popMIIEHHIO aKTOB. JIOKIIaAHbIE U OOBSICHUTEIbHBIE 3AITUCKU.
Coo01enus, nepegaBaeMble JIEKTPOHHON OYTOH.

Tema 8. OcCHOBHBIE JOKYMEHTBI KOJLJIETHAJIbHBIX OPraHOB
OpranuzanvoHHO - TEXHUYECKHE MEPOIIPUATHS 110 IIOJTOTOBKE U MPOBEICHUIO COBEIIAHNM.
[TpaBuiia HanMcaHus 1OKIaa, oT4eTa. TpebdoBaHUS K COCTABICHUIO U O(POPMIICHHUIO
IIPOTOKOJIOB. XapaKTEPUCTUKA BBOJHOW U OCHOBHOM 4acTH NMPOTOKOIA. Beinucka us
MPOTOKOJIA. PEKBU3UTHI TOKYMEHTOB KOJJIETHAIbHBIX OPTaHOB.

Tema 9. TpeGoBanusi K 0)OPMJIEHHIO JOKYMEHTOB 10 JJUYHOMY COCTaBY
OcoOeHnHoCTH 0QOPMIIEHUS JOKYMEHTOB 110 JIMYHOMY COCTaBy. XapaKTepUCTHKa OCHOBHBIX
JIOKYMEHTOB T10 JIMYHOMY COCTaBY. 3asiBJIIEHUE, €r0 PEKBU3UTHI. Bubl 3as1BIeHUI, TpaBuiia
coctaBieHus 1 oopmieHus ux. [Iprukasel Mo TMYHOMY COCTaBY.

CrpykTypa 1 opopmieHre XapaKTepUCTUKH. JInYHast KapTOUKa, JIMYHBIHN JIMCTOK MO yUETy
kazapoB. ABroOuorpadus. [logroroska u poib KoHTpakTa. JloBepeHHOCTh U pacnucka. Pestome,
BHU3UTHAs KapTOUKa.



Tema 10. OcoGeHHOCTH MOATOTOBKH H 0()OPMIICHHSA 1€JI0BOT0 MHCHhMA
[IpaBuna u TpeGOBaHUA K IETIOBOMY IMUChMY. XapakTeprucTruka 61anka nucbma. CoctaB
PEKBU3UTOB OPHIMATBHOrO MUchMa. Buapl nucem. Crienuduka HamuCaHus BCTYIUTEIbHONW U
3aKJIIOUMTEIBHON YaCTH JIEJIOBOIO MUChMA. 3HAUEHHUE COMPOBOIUTENIBHOTO MUChbMa, MUChMaA
HarlOMHHaHUsA, IIMCbMA-0TBCTA U T.II. MG)KHYHapOZ[HBIe nucpMma.

9. IlepeyeHb y4eOHO-MeTOAUYECKOI0 OOecrevyeHHs MO TUCHMIJIMHE U MeTOIHYeCKHe
yKa3aHus /151 00y4arouXcsl 10 0CBOEHUIO TMCUMIJIMHbBI
Y4eOHO-MeToInYecKoe 00eceueHue 1Mo TUCIUILIMHE BKIIOYAET:

— KOMIUIEKT Mpe3eHTaIHii

— KOHCIIEKTBI JIEKIIUNA

— y4eOHY10 (OCHOBHYIO H JIONIOJIHUTEIIbHYIO) JTUTEPATYPY

— METOJMYECKHE YKA3aHUs [10 OCBOCHUIO AUCLIUILIMHBI

— METOJMYECKHE PEKOMEH/IALIUU TI0 BBITIOJTHEHHIO MPAKTUYECKUX paboT

— TEMBI 3cce

— KOMIUIEKT OI[EHOYHBIX CPEACTB VIS TEKYIIETr0 U HTOTOBOTO KOHTPOJIS

— KpUTEPUU OLIEHKH 3HAHUW, YMEHUI, HABBIKOB, IIPAKTUYECKOI0 OIbITA 110 BCEM BUAAM
KOHTPOJIS 3HAHUH Y 00y4aronuxcs.

CamocTosTenbHas paboTa CTYAEHTOB 0 JUCLUILUIMHE IPEAIO0JIaraer:

— U3y4YeHUE JISKIINI U KaYeCTBEHHYIO MOJITOTOBKY KO BCEM BHJIaM yUEOHBIX 3aHITHIA,

— U3y4€HUE OCHOBHOM U JOINOJIHUTENIBHOM JINTEPATYPHI 110 IPEIMETY, UCIIOIb30BaHUE
pecypcoB HH(GOPMAaLMOHHO-TEIIEKOMMYHHUKAITMOHHOM ceTu HTepHeT

— IOJTrOTOBKY K pa3pab0TKe MHAMBUAYAIbHBIX 3a/laHUN Pa3IMYHbIX BUJIOB JIOKYMEHTOB,
BBITMIOJTHEHHUE TECTA.

— IIOJArOTOBKY K 3a4€Ty.

Ilpasuna camocmosamenvHou pabomul ¢ aumepamypoii: Ipyu paboTe ¢ KHUTOH HEOOXOMMO
1o0100paTh JINTEPATYPY, HAYUUTHCS MIPABHIIBHO €€ YUTaTh, BECTH 3anucu. [ mogdopa
JUTEpaTyphl B OUOINOTEKE NCTIOIB3YIOTCS anaBUTHBIN U cCUCTeMaTHYeCKHH KaTanoru. BaxxHo
MIOMHMTD, YTO PallMOHAJIbHBIE HAaBBIKU PA0OTHI C KHUTOM - 3TO BCer/a 0oJbIast SKOHOMHUS
BpeMeHU U cuil. [IpaBuiibHBIN OA00D AIUTEPATyphl PEKOMEHIyeTCs IpenoaBaTeneM U
npuBoauTcs B 1. 11.

N3yuas marepuan o yueOHMKY, clelyeT NepexoanuTh K CIEAYIOIEeMY BOIPOCY TOJIBKO
1ocJie MPaBUIILHOTO YSICHEHUS MPeAbIAYIIEr0, ONUChIBas Ha OyMare Bce BBIKJIAJAKU U TE3HCHI (B
TOM YHCJI€ T€, KOTOPbIE B YUeOHHUKE OMYIIEHbI WM Ha JIEKIIUH JaHbI JUIsl CAMOCTOSATEIbHOTO
BbIBOAA). [Ipu n3ydeHuu 11000 TUCIUTIITUHBI OOJIBIIYIO U BaKHYIO POJIb UTPAET
caMOoCTOsITeNIbHAs MHAUBHyabHas pabota. Oco0oe BHUMaHME ClleyeT 0OpaTUTh Ha
orpezieNieHue OCHOBHBIX MOHATUH Kypca. CTyIeHT JT0JKEH NOAPOOHO pa3dupaTh NpUMeEpHI,
KOTOPBIE MOSICHAIOT TaKUE ONpPEETIeHUs, 1 YMETh CTPOUThH aHAJIOTHYHBIE IPUMEPHI
camocrosTenbHo. Hy)kHO 100MBaThCsl TOYHOTO MIPECTABICHUS O TOM, YTO M3ydaellb. [lone3Ho B
TeTpaau (Ha CelHaIbHO OTBEIEHHBIX MOJISAX) JOMOIHATH KOHCTIEKT OTBIT MOKA3bIBAET, YTO
MHOTUM CTYZI€HTaM [IOMOTAaeT COCTABJIEHUE JINCTA OTIOPHBIX CUTHAJIOB, COEPKAILIETO
Ba)XHEHIIME U HanboJiee 4acTo yrnoTpediasieMble MOHATHS U TOJNI0KEHUs. Takoi JUCT moMoraet
3aIIOMHUTH OCHOBHBIE TIOJIO’KEHUS JIEKIIMH, & TAKXKE MOXKET CIIYKHUTb MOCTOSHHBIM
CIPAaBOYHUKOM JUIsl CTY/ICHTA.

PasznuyaroT 1Ba BUJa yTe€HUs: IEpBUYHOE U BTopuyHOE. [lepBruHOe - 3TO BHUMATENbHOE,
HETOPOIJIMBOE YTEHHE, ITPY KOTOPOM MOYXKHO OCTAHOBUTBCS Ha TPYAHBIX MecTax. [locie Hero He
JIOJI’KHO OCTaThCs HU OJTHOTO HEMOHSTHOrO ciioBa. CoziepikaHne He BCEeTa MOXKET ObITh MOHITHO
10CJI€ IEPBUYHOTO YTEHMS. 3a/1adya BTOPUYHOTO YTEHUS - [IOJTHOE YCBOEHUE CMBICIIA
MIPOYUTAHHOTO B II€JIOM (I10 CUETY ATO YTEHHE MOKET OBITh M HE BTOPHIM, a TPETbUM WJIH
yeTBepThIM). CaMocTOsATENbHAS paboTa ¢ ydeOHUKAMH U KHUTaMU (2 TaKkKe CaMOCTOSITENIbHOE



TEOPETUYECKOE MCCIIeI0BaHUE TPOOIIeM, 0003HAYCHHBIX MPETOIaBaTeIeM Ha JCKIHIX ) — 3TO
BaXkHeil1Iee yciaoBue GopMUpoBaHUs y ceOsl TEOPETUUECKUX 3HAHUN U TPAKTUYECKUX HABBIKOB.

MeToanyeckne yKa3aHus 1/l 00y4AIOIIUXCS 110 OCBOEHHIO TUCIUTIIMHBI.

N3yuaTh Kypc peKOMEHIYETCsl B COOTBETCTBUH C TOH MOCIIE0BATEIBHOCTHIO, KOTOpast
o0o3HaueHa B paboueil mporpaMme. Bee TeMbl B3aMMOCBS3aHbI M ITO3BOJIAIOT CTY/ICHTaM
MOCTETICHHO OCBaMBATh TEOPUIO U TIPAKTHKY.

[Iporpamma AMCHMIUIMHBI IPETyCMATPUBACT JICKIIUHU, TPAKTUUECKHUE 3aHATUS U
CaMOCTOSITENIbHYIO PabOTy CTYICHTOB.

Ha nekuusix u3naraercss OCHOBHOW TEOPETUYECKUI MaTepHa Kypca.

[TpakT4eckue 3aHATHS PEeTyCMaTPUBAIOT 3aKPEIIEHNE OCHOBHBIX TEOPETHUECKUX
BOIIPOCOB JIaHHOH JUCHUILIMHEI U (OPMHUPOBAHHE YMEHUI U HABBIKOB, HEOOXOAUMBIX IS
aHaJIM3a ¥ UHTEPIPETAIH Pa3IMIHOTO poaa nHpopManuu. 3agaHus TOA00paHbl TaK, YTOOBI
OXBaTHUTh KaK MOXHO OOJIBIIIE BOIIPOCOB, YTO COCOOCTBYET O0jIee NIyOOKOMY YCBOCHHIO
npoiinenHoro marepuana. Ocoboe BHUMaHHE yIEIsIeTCs IPAaKTUIECKON HApaBIeHHOCTH
npeaIaraeMbIX 3aja4, pa3BUTHIO U COBEPILICHCTBOBAHHIO CIIOCOOHOCTEH MPEICTABIATh
PE3yNBTaThl CBOCH PaOOTHI, JIOTHYECKH aPTyMEHTHPOBAHHO 000CHOBBIBATH CBOIO ITO3UIIHIO.

OtaenbHbIE JTEKIUHU U TPAKTUYECKUE 3aHATHUS TPOBOASATCS C HCIOIb30BaHUEM
BCIIOMOTaTeNIbHBIX CPE/ICTB: PA3JaTOYHBIX MaTepruaIoB (METOAMYECKOE TTOcOOue 1Mo
BBITIOJTHEHHIO KOHKPETHBIX 33/1aHHI1), MYTBTUMEIUHHBIX MTPE3eHTaln, O0IbIIas 4acTh
JUTEPaTyphl U MPE3eHTALMH BBUIOKEHO B Moodle.

B nporecce u3ydeHus AUCHUIIMHBI IPETYCMOTPEHBI HECKOJIBKO (hopM KoHTpourst. O1eHka
3HaHUH, yMEHUH U HABBIKOB JIEATEIBHOCTH, XapaKTEPU3YIOIUX dTabl (OPMUPOBaHUS
KOMIETCHIIMH 110 JUCHHILINHE, TPOBOAUTCA B (pOpME TEKyLIeTo KOHTPOJIS U
IPOMEKYTOUYHOH aTTECTAIUN.

Texymmii KOHTPOJIb MPOBOAUTCS B (POpME: CAaMOCTOSATEIBHOM pabOTHI IO pa3padoTke
KOHKPETHBIX BUOB IOKYMEHTOB, TECTOBBIX 33/[aHUI.

MeTtoanyeckie peKOMEHIAIH 110 BHITIOJTHEHUIO BCEX BUIOB TEKYIIETO KOHTPOJIS
npezcTaBieHbl B @OHJE OLIEHOUHBIX CPE/ICTB.

[Tpu moaroToBKE K 3a4€Ty BHA4aJe CIeIyeT MPOCMOTPETh BECh MarepHal 1o cIaBaeMoOi
JMCLUIUIMHE, OTMETUTD JUIs ce0sl TpynHble Bonpockl. O0s3aTebHO B HUX pa3oOparbes. BianeTs
HaBBIKaMU, [TOJTyYCHHBIMH Ha TIPAKTHYECKUX 3aHATUSAX. YMETh COCTAaBUTh U MTPABUIIHLHO
0(pOPMUTH KOHKPETHBIE BUJIbI JJOKYMEHTOB.

10. ®opma npoMe:KyTOYHOI aTTecTanMu U (POH/I OLEHOYHBIX CPEeACTB

dopma MPOMEKYTOUHOM ATTECTALUH: 3AUET.

Jns artecTanuu o0y4aromuxcs Ha COOTBETCTBHE UX NEPCOHANBHBIX JOCTHKEHUN CO3/1aH
(G OHJT OLIEHOYHBIX CPEJICTB MO TUCIUIUIMHE, BKIOYAIOIMINUNA OIIEHOYHbIE U METOIUYECKUE
MaTepHabl, TO3BOJISIONINE OLIEHUBATh 3HAHUS, YMEHHs, HABBIKM U YPOBEHb PHOOPETEHHBIX
KOMIIETECHIIUH.

TumnoBbie KOHTPOJIbHBIE 3a/1aHNUs, UCTIOIb3yEeMbIE JIJIsl OLEHKU PE3YJIbTaTOB O0YUEHUS U
XapaKkTepu3yIoLIHe Tarnbl (OPMUPOBAHUS COOTBETCTBYIOIIMX KOMIIETCHIIUH, IPE/ICTaBICHBI B
(b OoH/IE OLIEHOYHBIX CPEJICTB.

KapTel komnieTeHIni 1 KpUTEPUH OLICHUBaHUS npeacTasieHbl B [Ipmioxennn 1 k onny
OLICHOYHBIX CPENCTB.

11. PecypcHoe o0ecnieueHune
11.1 OcHoBHAas U IOMOJIHUTEILHAS yUueOHas JuTeparypa

1. TOCT P 7.0.97-2016. HaumonansHblii ctanmapt Poccuiickoit ®enepanuu. Cucrema
CTaHJapTOB M0 WHMOpPMAIK, OMOTUOTEUHOMY B H3aTEIBCKOMY Nieny. OpraHu3aiMoHHO-
pacriopsiauTenbHas JokyMeHTauus. TpeboBaHus K 0OPMIIEHUIO JOKYMEHTOB. — Pexum
nocryma: http://www.consultant.ru/document/cons_doc LAW_ 216461/



http://www.consultant.ru/document/cons_doc_LAW_216461/

11.2 OcHoBHasl U IOMOJIHUTEILHAS yUueOHas JuTeparypa

Ocnoenas numepamypa:

1

. Jloponuna, JI. A. Opranuzanuss U TEXHOJOTHS JOKYMEHTAIIMOHHOTO OOeCIeueHus

yIpaBJIeHUs: y4eOHMK M TPAKTUKyM JUIs akajeMuueckoro OakamaBpumara / JI. A.
JHoponuna, B. C. UputukoBa. — M.: U3narenscTBo HOpaiit, 2018. — 233 ¢. — (Cepm :
bakanaBp. Axanemuueckuit kypc). — ISBN 978-5-534-04568-0. — Pexxum nocryma:
www.biblio-online.ru/book/19DADB52-959C-40DA-B18F-C955EFACOCID .

bsant B. C. JlokymeHTanmonHoe obecriedenre ynpasnenus. KOpumideckas TexHuKa : yaeOHoe
nocooue i CIIO : Yuebnoe mocobme. — M: HznmarensctBo FOpaiit, 2018. — Pexum
JOCTyTa: http://www.biblio-online.ru/book/078FCC53-D514-4CFE-9ASD-
C80DECCI9CE:Neo

Comnoryo O.I1. Jlenompou3BOACTBO: COCTaBICHUE, pEIAKTUPOBaHHE U 00paboTKa
JTOKYMEHTOB. Yuel. mocobue. M.: Omera-JI, 2015, 206 c.

ﬂOﬂOﬂHumeﬂbHaﬂ Jdumepamypa:

1.

2.

beikosa T.A. JlokymenToBenenue. [locobue k mpaktudecknm 3ansataem 4.2. Tomck: U3 -
Bo TT'Y, 2015. — 54 c.

beikoBa T.A. YmpaBneHueckoe JOKYMEHTOBEAECHUE. YUEOHO-METOIUYECKUI KOMILIEKC.
Tomck. TI'Y. 2012. Daekrponusiii pecypc: http://edu.tsu.ru/eor/resourse/ 724/tpl/
index.html

NBanoBa A.1O. Pycckuii s3bIKk B JICIIOBOM JJOKYMEHTAIMK: Y4YSOHUK U MPAKTUKYM JIJISl BY30B. —
M: usn-Bo IOpaiir. 2018. Pexum pocryma: http://www.biblio-online.ru/book/A9822169-
D834-44A4-87C0-CD6B14681E8E

[NanaxoB B.B. JlemonpousBoactBo. O0Opasubl. JlokymeHTsl. OpraHu3aius U TEXHOIOTHUS
pabotsl. bonee 120 noxymeHnrtos. -3-e uzn., nepepad. u pom., CII6.: [Turep, 2011. — 178
c.

Jo6poxorosa E.H. IIpodeccronanbHble HABBIKY IOPUCTA: YUSOHHUK IS aKaJeMHUECKOTO
OakamaBpuata. — M: WM3marensctBo IOpaiit, 2018. 326 c. — Pexum nocryma:
http://www.biblio-online.ru/book/87B2C24A-BF8D-4E5C-AE89-BBF1ED569668
JlokymMeHTarimoHHOEe OOecTieueHre YIpaBJIeHHs (eI0mpou3BoicTBO). Yueb. [locobue.
[Tox o6u1. pea. T.B.Ky3uenosoii. M: UH®PA-M, 2013. 303 c.

Kupcanosa M. B. CoBpemenHoe aenonpoun3BoaAcTBO yueOHoe mocodue. M.: Poc. akan.
roc. cinyx0s! ipu [Ipesuaenre PO, Cub. akan. roc. cayx6sl. M.: UHOPA-M, 2011, 310
c.

[yBanoBa H.H. JlokyMeHTallmoHHOE oOecreueHne ynpaBieHus: Y4eOHUK U MPAKTHKYM
st CIIO. — M: HWsparensctBo FOpaiir, 2018. 326 c¢. — Pexum gocryna:
http://www.biblio-online.ru/book/012C672A-DD8A-4082-B4E7-380217EESCO7

11.2 Pecypcbl nHGOPMAaIHMOHHO-TEIeKOMMYHHKAIMOHHOM ceTu UHTepHeT, B T.4.

HH(OpMALMOHHBIE CIIPABOYHBIE CHCTEMBI

1. CmopaBouno-npaBoBoii  pecypc  "Koncymprant  mmoc".  Pexum — goctyna:
http://www.consultant.ru/
2. CrnpaBouHo-TipaBoBoii pecypc «I'apanT». Pexxum noctyna: www.garant.ru

11.3 Onucanne MaTepuaJIbHO-TEXHHYECKOM 0a3bl
VY4eOHble ayAUTOPUHN TSI TPOBEICHUS JIEKIIMOHHBIX U MPAKTUYECKUX (CEMUHAPCKUX)

3aHATHUH, TEKYILIET0 KOHTPOJIS U POMEXKYTOYHOM aTTecTaluu, 000py10BaHHbIE
MYJbTUMEAUMHBIM 000pyI0BaHUEM U TOCTYNIOM B MIHTepHeT.

AynuTopus JUis IPOBEIEHUS TPYNIOBBIX U WHAWBUYATbHBIX KOHCYIbTAIIHMA.
[TomereHus At caMOCTOSTENbHOM paboThl 00yJaromuxcs, 000py10BaHHbIE

MNEpCOHAJIbHBIM KOMIIBIOTCPOM U UMCIOIIUC NOCTYII B I/IHTCpHCT.
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12. Uudopmanmsi o pazpadboTunkax
Kanaungar ucropudeckux Hayk, JOLEHT Kadenpsl HCTOpUH U JokyMmeHToBeaeHus: T.A. BrikoBa.



