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1. leab ¥ nIaHUpYyeMble Pe3yJabTAThl 0CBOEHUS THCIUILIMHbI

[enbro 0OCBOEHUS AUCHHUIUINHBI SBISETCS (POPMUPOBAHUE CIEAYIOIUX KOMITETEHIIUH:

YK 4 CniocoGeH npuMeHSTh COBPEMEHHbIE KOMMYHUKATUBHBIC TEXHOJIOTUH, B TOM YHUCIIC
Ha MHOCTPAHHOM(BIX ) sI3bIKe(ax), JAJIsl aKaJeMHUECKOro U Mpo¢eCCHOHATBHOIO B3aUMOICHCTBUS

OIIK 5 CmocobeH pa3pabaTeiBaTh MpOIECCyalbHBIC JOKYMEHTHI B cdepe cBoei
npodecCuoHaNBHOM NesTeIbHOCTH

I1K 4 Criocoben cobummoaTh B IpoQecCHOHATBHOMN AeATEIbHOCTH TpeOOBaHUS B 001aCTH
3a1UThl HHGOPMaUU

Pe3ynbraramMu OCBOEHUSI AUCIHUIUIMHBI SBISIOTCS CACAYIOIIME UHIAUKATOPHI TOCTHUKEHUS
KOMIIETECHIINH:

NVYK 4.1 JlemoHCTpUpYET HAaBBIKM YCTHOW M MUCHMEHHOW JIEIOBOM KOMMYHUKAIIMU HA
PYCCKOM W HHOCTPAHHOM SI3bIKaX B Pa3HbIX (opMax B COOTBETCTBUU C MOCTaBICHHBIMU
3a/1a4aMu

NYK 4.2 BeiOupaer Ha TOCYIapCTBEHHOM W HWHOCTpPaHHOM (BIX)  SI3BIKAaX
KOMMYHHUKaTHUBHO IpUEMJIEMbIE CTWUJIb JIEJIOBOrO OOIlEHHUs, BepOalbHblE U HEBepOaIbHbIE
CpEeICTBAa B3aUMOCHCTBUS C TApTHEPAMHU

NYK 4.3 Vcnons3yer nH)OpMAITMOHHO-KOMMYHHUKAIITMOHHBIE TEXHOJOTUU TIPU TIOUCKE
HeoOXxoauMoi MHGOpMalMK B MPOIEcCe PEIICHUS Pa3NIWYHbIX KOMMYHHKATUBHBIX 3a/lad Ha
roCy/1apCTBEHHOM U MHOCTPAHHOM (BbIX) S3bIKAX

NOIIK 5.1 CocraBisieT npoiieccyalibHble TOKYMEHTHI B cepe cBoelt mpodecCHoHaIbHOM
JeSITEIbBHOCTH

UIIK 4.1 3naer oOuiue TpeOOBaHNS HOPMATUBHBIX MPABOBHIX aKTOB B 00JACTH 3alllUTHI
uH(pOpMAIlMK, OCHOBHBIC CIOCOOBI COOMIOACHWS H OOCCIeUeHUs 3almuThl WHGOPMAIUH;
OCHOBHbBIE TIOHSTHUS, UCIIOJIb3yeMble TIPU paboTe ¢ MePCOHANBHBIMH JAHHBIMH; OTBETCTBEHHOCTh
3a HapylIeHHWEe 3aKoHOoJaTelbcTBa Poccum B oOmacté 3ammTel wH(OpMauu; O0a3oBbIC
MOJIO’KEHHUS MIPaBa UHTEIIEKTYaIbHON COOCTBEHHOCTH

UIIK 4.2 CobGmomaer B mpo(decCHOHAIBHOW eATeNIbHOCTH OCHOBHBIE TPEeOOBAaHUS
HOPMAaTHUBHBIX TIPABOBBIX AaKTOB B O0OJNAcTH 3alIUThl HHQOPMAIMOHHOW O0€30MacHOCTH;
oOpallleHus ¢ JOKYMEHTaMH, COJIepPKalIMH IEPCOHANIbHBIE JTaHHbIE

UIIK 4.3 Tlpumensier B mpohecCHOHATBHON NeATENbHOCTH TPeOOBaHUS HOPMATHBHBIX
MPaBOBBIX aKTOB B 00JIACTH 3alUTHhl WHGOPMAIMU; 3HAHMUS CHCTEMBl 3aKOHOJIATEIhCTBA B
obrmactu WHQOPMAIIMOHHON Oe3omacHOCTH; 0a30BBIMM  HaBBIKAMH  TIPABOBOM  3al[UTHI
WH()OPMAIIMOHHBIX CUCTEM

2. 3a1a4u 0CBOEHUS JMCUUIIIMHBI

- Hayuutbca pazpabarbiBaTh M NPaBUIBHO OPOPMIISATH HOPUINYECKUE U CIYKEOHBIE
JOKYMEHTBl OCBOMTH  JI€JIONPOU3BOJICTBEHHYI0 TEPMHUHOJIOTHIO; OCHOBHBIE HOPMAaTHBHO-
METOJMYECKHE MaTepHallbl 10 JOKYMEHTHPOBAHUIO YIIPABICHUECKOH JEATEIbHOCTH U OCHOBHYIO
HAY4YHO-MCCIIEIOBATENbCKYIO JIMTEpaTypy B 00JacTH JI€JIONpPOM3BOJICTBA; 3aKOHOMEPHOCTHU
pa3BUTHUSI JIOKYMEHTa U CHCTEM JOKYMEHTAallMu; OCOOEHHOCTH (POPMHPOBAHUS CTPYKTYpHI,
(GyHKLIMH, INITaTHOIO COCTaBa JIEJIONPOM3BOJICTBEHHBIX MOJApa3leieHUid U 00sS3aHHOCTH
CITy’KalIux

- Hayuntbcss oQopMisiTh JTOKYMEHTBHI C HCHOJb30BAHMEM  SI3BIKOBBIX BapHUaHTOB;
YHUQUIIMPOBATh TEKCThl JIOKYMEHTOB B COOTBETCTBHHM C TpPeOOBAaHMUSMHM TOCYIapCTBEHHBIX
CTaHJApTOB; ONPEACIIATh UICTOPUYECKYIO U IIPAKTUYECKYIO IEHHOCTD JOKYMEHTOB

- Bnagers: HaBbikamMu pa3paboTKM U OGOPMIICHHS JIOKYMEHTOB, HaBbIKAMH YIIPaBJICHUS
JIOKYMEHTAIUU.

3. MecTo IUCHMIIMHBI B CTPYKTYpe 00pa30BaTeIbHOM MPOrpaMMbl

JlucuumiuHa OTHOCHTCS K dYacTh 0O0pa3oBaTeNbHON MporpaMMebl, (QopMupyeMon
YY9aCTHHUKaMH 00pa30BaTEIbHBIX OTHOIIEHUH, TIPeIIaraeTcsi 00yJarommmMcs Ha BBIOOD.



4. Cemectp(bI) ocBOeHHS U (popMa(bl) MPOMEKYTOYHON ATTECTALMH 110 AUCHHUIINHE

[IaTe1il cemecTp, 3a4eT

5. BxoaHblie TpeﬁoBaHl/Iﬂ AJisi OCBOCHHUA JUCHUIIJINHBI

Jlis ycnemHoro OCBOEHHUsS ITUCHUIUIMHBI HEOOXOJMMBbI KOMIIETEHUUH, CPOPMHUPOBAHHBIE Y
oOydarolmuxcsi B pe3yiabTaTeé OCBOEHUS TakWX JUCUMILIMH, Kak «l['ocynapctBeHHoe
ynpasieHuey, «Mupopmatika u uHGOPMALUOHHBIE TEXHOJIOTHMH B MNPOPECCHOHATHHON
JesTeNIbHOCTHY, «TpyaoBoe npaBo», « TexHuKa IOpUANYECKOT0 MUCbMa» U JIp.

6. SI3bIk peaau3anuu

Pycckuit

7. O0beM TUCUHUILINHDI

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

-IpakTUYeCcKue 3aHsATus: 16 u.

O0BeM caMocTOATENbHON pabOThI CTYIEHTA ONpeAEIeH YYeOHbIM IIAHOM.

8. Conepma}me AUCHUIIJIMHBI, CTPYKTYPUPOBAHHOC 110 TEMaM

Tema 1. IIpoucxoxkaeHue 10KyMeHTOB, MX COLMATbHAS CYIUHOCTb U QyHKIHMHU
[Ipocrefimme crmocoObl M cpeiacTBa mnepefadyd WH(GOpManuu BO BPEMEHH W TIPOCTPAHCTBE.
[lepBbie  uH(pOpPMAIMOHHBIE  TEXHOJOTMM B  HMCTOpUM  4eioBedecTBa.  [losBieHue
JOKYMEHTHPOBAaHHON MH(OpMAIIH.
Pacimpenne  monsatus — «1okyMmeHT».  IIpaBoBOHM,  ynpaBieHUYECKHMH, HMCTOPUYECKHUH,
MH(OPMaLIMOHHBIN acleKThl B ONPEAEICHUH JTOKYMEHTA.
ConuanbHas cymHocTh AoKyMeHTa IlonsaTne «pyHKuMsa ToKyMeHTay», e€ 3HaueHue. OCHOBHbIE
GyHKIMM ~ JTOKYMEHTa, HMX OCOOCHHOCTH. 3HaueHWe JOKYMEHTOB [JIsi  pealu3alluu
ylnpaBieH4YeCKUX pemeHnil. OLieHKa COBPEMEHHOIO COCTOSIHMSI JIENONpPOU3BOJACTBA. BinsHue
ABTOMATU3UPOBAHHOW TEXHOJOIMH 00pabOTKM JOKYMEHTOB Ha JI€JIONpPOU3BOJACTBO. Biusnue
XapakTepa yNpaBJICHUs, MPUHIUIIOB NPUHATUS YIPABICHUYECKUX PEIIECHUN HAa OpPraHM3alMIo U
TEXHOJIOTHIO JEJIONPOU3BOICTBA.
Tema 2. HopmaTuBHO-MeTOANYECKAs 0232 COBPEMEHHOI0 JeJIONPOU3BOACTBA
OcHoOBHBIE 3aKOHOJATENbHBIE IIOCTAaHOBJIEHUS MO paboTe ¢ JOKyMeHTamu. Enunas
rocynapctBeHHas cuctema (EI'CJ]) u ocHOBHbIE ee HampaBieHus. Y HU(PUIUPOBAHHBIE CHCTEMbI
JIOKYMEHTaI1H. YHudunupoBaHHas cucTema OpraHU3aIlMOHHO-PACTIOPSAIUTENBHOMN
nokymeHTtaiuu. KrnaccupukaTtopsl TEXHMKO-?KOHOMHYECKOM M COLHUAIBbHOW HMH(OpMAIUH.
HopmatuBHbIe TOKyMEHTHI IO TPYAY U OXpaHe TpyJa. ['ocyjapcTBEHHbIE CTaHIapThl, UX POJIb U
3HaueHue. CraHmapTbl NpeanpusaTud. TumnoBas MHCTPYKIMS IO JEJIONPOU3BOJACTBY B
MUHHCTEPCTBAX U BeAOMCTBax PO.

Tema 3. IIpaBunia cocraBjieHust 1 0()OPMJICHUSI JOKYMEHTOB
Knaccupukanus wu yHudukamus AokymMeHTOB. OCHOBHBIE IIpaBWJIa COCTaBJIEHUS TEKCTa
JIOKYMEHTOB. XapakTepucTuka ['ocyaapcTBEeHHOro craHaapra «YHHU(PHUIMPOBAHHBIE CHCTEMBI
JIOKYMEHTaI1H. YHudunupoBaHHas cucTema OpraHMU3aIMOHHO-PACTIOPSAIUTENbHOMN
JnokyMeHTanuu. TpeGoBaHus K COCTABICHUIO TOKYMEeHTOBY. [locTpoenue Gpopmyisipa - oOpasia.
WnauBuayanbHbli U TUNIOBOM (opMyisipbl. YcioBHbI ¢dopmynsap. [IpaBuna odopmienus
MOCTOSIHHBIX ¥ TIEPEMEHHBIX PEKBH3UTOB JOKYMEHTOB. TpeboBanus K OsiaHkam. OCHOBHbBIE
TpeOoBaHUS K JOKYMEHTaM, U3TOTOBJIEHHBIM MAIITMHOIIMCHBIM CITIOCOOOM.
TpeboBaHMsI K H3TOTOBJIGHUIO, YUY€Ty, MHCIIOJB30BAaHUIO U XPAHEHUIO OJAHKOB C
BOCIpou3BeieHueM rocyaapcrseHHoro I'epba P® u I'epboB CyOwvexktoB P®. Ilpumepnsiit
nepeveHb JJOKYMEHTOB, Ha KOTOPBIX cTaBUTCs ['epOoBast nevars.

Tema 4. Oco0eHHOCTH cOCTaBJICHUS 0JIAHKOB J1€JIOBbIX JOKYMEHTOB



Bunst u ¢dopmarel Oymaru. HOpuandeckas cuna gokyMmMeHTa. VHIUBUAyalbHBIA U THUIIOBOU
bopmymsipel. Dopmynsip-oOpazen. YcinoBHBIN dopmyisip (TatuHCKas cxema). Mcropuueckue
ATaIbl CKJIAABIBAHUS U Pa3BUTH (POPMyIIsipa TEKCTOBOTO JOKyMeHTa. TpeOoBaHus K OJaHKaM.
OcHOBHBIE TPeOOBaHMS K TOKYMEHTaM, U3TOTOBJICHHBIM MAIIMHONUCHBIM CIIOCOOOM.
TpeboBaHMsT K H3TOTOBJIICHUIO, Y4Y€Ty, HCIIOJIB30BAaHUIO W XPAHEHUIO OJAHKOB C
BOCITpon3BeieHneM rocyaapcteeHHoro I'ep6a PO u I'ep6os CyobekToB PO.

HaumenoBanue Buga mokymenta. OOo3HaueHHE aBTOpa W COCTaBUTENsA. bilaHK JOKyMeHTa.
O6o3Hauenue aapecata. OCOOEHHOCTH IATUPOBKH JOKyMEHTa. MecTo M XapakTep HoJmucein
nokymenrta. Lludposas noanucs. Buabl nevyareii.

[TomeTsl M OTMETKH Ha TOKYMEHTax. Bupl, Ha3HaUEHHE OTMETOK, X MECTO B (hOpMyJIsIpe.

Tema 5. PexoMeH1anmMu 10 COCTAaBJICHUIO TECTOB [1€JIOBbIX JIOKYMEHTOB
Tekcr JOKyMeHTa, €ro OCOOCHHOCTH IIpU pa3IM4YHBIX CHOco0axX JOKYMEHTHPOBAHMS.
BsaunmocBs3b comepkanust 1 popMbl JoKyMeHTa. THUIIBI TEKCTa. DIeMEHTHI TEKCTa.
JIuHrBucTUyeckre OCOOEHHOCTH JAoKyMeHTa. CTHIMCTHKAa JAeI0BOM peud. Bunael npaBku
TeKcTOB. OOIICTIPUHSATHIE CTHIEBBIE 00OPOTHL. YTNOTpPEOICHHE MPONMUCHBIX U CTPOYHBIX OYKB.
Jonyctumble n Haubosee ynorpediisieMble COKpalleHus cioB. YacTo BCTpedaeMble OIIMOKU B
JIEJIOBOM JToKyMeHTauuu TexHHKa IpPaBKU TEKCTOB. Vcronb3oBaHHE KOPPEKTYPHBIX 3HAKOB.
JenoBas nexcuka. Mopgosnoruueckue cpeacTBa s3blka AeaoBOro obmeHus. OcoOeHHOCTH
IIPaBONIMCAHUs HA3BAHUM JTOKYMEHTOB, YUPEKICHUN, OPraHU3alui, NPEANIPUITHH, JOKHOCTEH,
3BaHUH, nat, ynces. CHHTaKCUYeCKre 0COOEHHOCTH JIOKYMEHTA.

YHudukanus tekcra qokymenTa. [lpeamnocsuiku 1 metoabl yHudukanuu. @opMbl yHUDUKAITIH:
TUIIOBOM, TpadapeTHbIil TEeKCThl, TaOnuua, aHKeTa, rpaduku, IuarpaMmMel. PenaktupoBaHue
JOKyMeHTOB. OCHOBHBIE 3Talbl padOTHI Ha/l TEKCTOM.

Tema 6. [loKyMeHTHPOBaHHE OPTrAaHU3aLMOHHO-PACHIOPAAUTEIbHBIX JOKYMECHTOB
YHupHUIUpoBaHHAs CUCTEMa OPTaHU3allMOHHO-PACTIOPAAUTEIBHON TOKYMEHTANNHU, €€ COCTaB H
ocoOeHHOCTH. Busibl 1 Ha3HaueHHe ciyXeOHBIX JOKYMEHTOB. TpeOoBaHMs K UX COCTAaBICHUIO U
odpopmitennro. [loaroroka u odopmiienne mpukazoB. OcoOeHHOCTh 0(OPMIICHHS BBIMHUCKH W3
nprKa3a. YdeT, XpaHEeHHEe M KOHTpPOJIb 3a HCIOJIHEHUEeM IpHka3oB. Crenuduka HamucaHus
YKa3aHUM, pacnopsukKeHMM, MHCTpykumil. IlocTtpoeHme Tekcta  KOHCTaThpyroumem u
paclopsiAMNTENbHOM YacTH JAEJIOBOrO JOKYMEHTA. YCTaB, pPOJb YCTaBa B JAEATEIbHOCTU
HPEIITPUSITHSL.

Tema 7. OcodeHHOCTH HHPOPMANMOHHO-CIIPABOYHBIX IOKYMEHTOB
BcenomoratenbHblil  XapakTep HH(QOPMAIMOHHO - CIPAaBOYHBIX MAaTepUajoB B YIpaBICHUU
npousBojcTBa. VX cocraBienue u odopmienue. CrnpaBku. OCHOBHBIE PEKBH3HUTHI CIIPABOK.
Axtbl. TpeOoBanusi k o¢opMieHHIO akToB. JlokinaaHble W OOBSICHUTEIbHBIE 3allUCKU.
Coo01enus, nepegaBaeMble JIEKTPOHHON TOYTOH.

Tema 8. OcHOBHBIE JOKYMEHTBI KOJLJIETHAJIbHBIX OPraHOB
OpranuzalMOHHO - TEXHUYECKHE MEPOIPHUATHS MO INOJArOTOBKE M INPOBEACHUIO COBEIIAHUM.
[IpaBusia HamucaHusl JOKjiazna, oT4yeta.  [peboBaHMS K COCTaBICHHMIO M O(OPMIICHHUIO
IIPOTOKOJIOB. XapaKTEpUCTHKAa BBOJHOM M OCHOBHOM YacTH MPOTOKOJA.  Beimmcka wus3
MPOTOKOJIA. PEKBU3UTHI TOKYMEHTOB KOJJIETHAIbHBIX OPTaHOB.

Tema 9. TpeGoBanusi K 0)OPMJIEHHIO JOKYMEHTOB 110 JIUYHOMY COCTaBY
OcoOenHoct oopMIIEHUS JAOKYMEHTOB IO JMYHOMY COCTaBy. XapaKTE€pHCTHKA OCHOBHBIX
JOKYMEHTOB IO JIMYHOMY COCTaBY. 3asBJIEHHE, €0 PEKBU3MUTHI. Buabpl 3asBieHMI, NpaBuia
cocrtaBieHus 1 opopmieHus ux. [Iprukasel Mo TMYHOMY COCTaBY.

CrpykTypa u odopMIIEHHE XapaKTepUCTUKU. JIMuyHas KapTouka, JMYHBIA JIMCTOK IO YyYeTy
kagapoB. ABroouorpadus. [lonroroBka u posb KoHTpakTa. /JJoBepeHHOCTH U pacnucka. Pestome,
BHU3UTHAs KapTOUKa.

Tema 10. Oco0eHHOCTH NOATOTOBKU M 0()OPMJICHUS A€JI0BOr0 MUCHMA
[IpaBuna u TpeboOBaHHS K JEIOBOMY MHUCbMY. XapakTepucTuka Onanka nucbma. CocraB
PEKBU3UTOB OulManbHOro nuchbma. Buapl nucem. Crnennduka HanmucaHus BCTYHMUTEIBHOW U



3aKJIIOUYNTEIIFHOM YacTu ACJIOBOro mnucbma. 3HaucHUE CONPOBOJAUTCIIBHOTO INHCbMA, NHUCbMa
HallOMHMHAaHUs, IIMCbMa-0TBETA U T.II. Me)K,HYHapOI[HBIe nuchbMa.

9. IlepeyeHb y4eOHO-METOAUYECKOT0 OO0ecreveHHs IO JUCHHILIMHE H MeTOJAUYecKHue
YKa3aHHUA /151 00y4arouXcsl 10 0CBOCHUIO 1M CIHMIIJIMHbBI
Y4eOHo-MeToInYecKoe 00ecreyeH e Mo AUCHUIUTMHE BKIIIOYaeT:

— KOMIUIEKT Ipe3eHTalui

— KOHCHEKThI JIeKIUI

— y4eOHYI0 (OCHOBHYIO U JIOTIOJHUTEIBHYIO) JTUTEPATYPY

— METOJMYECKHE YKa3aHUS 10 OCBOCHUIO AUCLUTUIHHBI

— METOAMYECKHE PEKOMEH/IALIUU 110 BBIIIOJHEHUIO IPAKTUYECKUX padboT

— TeMBI 3cce

— KOMIUIEKT OLIEHOYHBIX CPEACTB Ul TEKYIIETO U HTOTOBOTO KOHTPOJIS

— KpPUTEpPUU OLEHKU 3HAHUH, YMEHHI, HAaBBIKOB, MPAKTUYECKOTO OIMbITA IO BCEM BHJIaM
KOHTPOJIS 3HAHUH y 00y4aIOIIUXCH.

CamocTtosTenbHas paboTa CTYACHTOB MO TUCIUILIMHE IPEIIoaraer:

— U3y4Y€HUE JIEKIIMHM U KaYeCTBEHHYIO IIOJIFOTOBKY KO BCEM BHJIaM yUEOHBIX 3aHITHI;

— HW3y4eHUE OCHOBHOW U JIOMOJHUTEIBHON JUTEepaTyphl MO MpeAMETYy, HCIOJIb30BaHUE
pecypcoB HH(POPMAIIMOHHO-TEICKOMMYHUKAIMOHHON ceTr IHTepHEeT

— MOATOTOBKY K pa3paboTKe MHIWBUIYaJTbHBIX 3a/laHUN PA3IMYHBIX BHIOB JIOKYMEHTOB,
BBITIIOJTHEHHUE TECTA.

— IOJTOTOBKY K 3a4€Ty.

Ilpasuna camocmosamenvHou pabomsi ¢ iumepamypotl: Ipu padoTe ¢ KHUTOH HEOOX0 MO
nonodpaTh JUTEpaTypy, HAYyYUTHCS MPABUIBHO €€ 4uTaTh, BecTu 3amucu. [[ns mombopa
JUTEpaTyphl B OMOIHOTEKE MCHONB3YIOTCS alI()aBUTHBIA M CHCTEMAaTHYECKUN KaTayord. BakHO
NOMHUTb, YTO pallMOHAJIbHbIE HABBIKM PAabOTBHI C KHUTOM - 3TO Bcerja Oojbllas 3KOHOMHS
BpeMeHH U cui. [lpaBuibHBIM TOAO0Op JUTEpaTypsl PEKOMEHAYETCS IpenojaBaTesieM MU
npuBoauTcs B .11.

W3yuas marepuan nmo y4eOHUKY, CIEAyeT MEPEeXOJUTh K CIEAYIOIIEMY BOIPOCY TOJIBKO
10CJI€ MPaBUIBHOTO YSICHEHUS MPEeIbIIyIIero, ONUChBas Ha Oymare Bce BBIKIAJIKUA U TE3HUCHI (B
TOM YHCII€ T€, KOTOpblEe B y4€OHHMKE OIYIIEHbl WM HA JEKIUHU JIaHbl I CaMOCTOSITEIbHOIO
BbIBOAa). [Ipy wM3ydyeHum JOOOM JMUCHMIIMHBI OOJBIIYI0 M BaXHYIO pOJb HIpPaeT
camMocCTosITeNIbHAs MHIUBUAYyadbHass pabota. Ocoboe BHHMaHHME cleAyeT OOpaTHTh Ha
Olpe/ielIeHne OCHOBHBIX MOHATHH Kypca. CTyIeHT OO/DKeH MOoApoOHO pa3Ouparh MpUMEpHI,
KOTOpBbIE TMOSICHSIOT TaKH€ ONpEIENIeHNs, M YMETb CTPOUTh AHAJOTUYHBIE MPUMEpPHI
camocTosTenbHO. HyXHO 1001BaThCsl TOUHOTO MPECTABICHUS O TOM, UYTO H3ydaelb. [lone3Ho B
TeTpaau (Ha CIEUUATbHO OTBEICHHBIX MOJISAX) JOMOJHATH KOHCHEKT OMBIT MOKa3bIBAET, YTO
MHOTUM CTyJ€HTaM IIOMOTraeT COCTAaBJICHHE JIMCTa OIOPHBIX CHUTHAJIOB, COJEP)KALLETO
BakHere U HanboJiee 4acTo ynoTpedsieMble MOHATHS U MOI0XKeHHs. Takoil JTucT moMmoraer
3allOMHUTh OCHOBHBIE TIIOJOXEHMS JIEKIMM, a TaKK€ MOXKET CIYXXHUTb IOCTOSIHHBIM
CIIPaBOYHHUKOM JUIS CTY/ICHTA.

Paznnuator 1Ba BUJa YTeHMs: IEPBUYHOE U BTOpUYHOE. IlepBUUHOE - 3TO BHUMATEIBHOE,
HETOPOILJIMBOE UYTEHUE, P KOTOPOM MOXKHO OCTAHOBUTHCA Ha TPYAHBIX MecTax. [locie Hero He
JIOJDKHO OCTAThCSl HU OJTHOTO HEMOHATHOTO ciioBa. CozepkaHue He BCET1a MOKET ObITh MOHATHO
nocjie MEepBUYHOTO YTEHHs. 3ajadya BTOPUYHOTO UTEHUS - TIIOJHOE YCBOEHHE CMbICIa
IPOYUTAHHOTO B 1LI€JOM (IO CYETYy 3TO YTEHHUE MOXKET ObITh M HE BTOPHIM, a TPEThUM WU
yeTBepThIM). CamocTrosiTeNbHas padoTa ¢ ydeOHUKaMH U KHUTaMu (a TakKe caMOCTOSATEIbHOE
TEOPETHYECKOE MCCIII0OBaHNE MPOOJIeM, 0003HAUYEHHBIX IpEroaBaTeleM Ha JEKIUAX) — ITO
BaXKHEHIIIee yclioBrUe (GOPMUPOBAHUS y ce0s1 TEOPETUUECKNX 3HAHUN M TIPAKTUIECKUX HABBIKOB.



MeTtoauyeckue yKazaHus JAJsl 00y4aIOIIUXCS 10 OCBOEHUIO THCIIUMIHHBI.

W3ydath Kypc peKOMEHIyeTcsi B COOTBETCTBUU C TOM MOCIEAOBATEIbHOCTHIO, KOTOPAs
obo3HadeHa B paboueill mporpamme. Bce Tembl B3aMMOCBSI3aHBI WM TIO3BOJISIIOT CTYICHTaM
MOCTETIEHHO OCBAaUBAaTh TEOPHIO U MPAKTHUKY.

[IporpaMMa AWCHMIUIUHBI TPEIyCMATPUBACT JICKIMHM, NPAKTHYECKUE 3aHATUS U
CaMOCTOSITENIbHYIO pa0OTy CTYICHTOB.

Ha nexuusix nznaraercs OCHOBHOM TEOPETUUECKHUI MaTepual Kypca.

[TpakTrueckue 3aHATUS MPEIyCMATPUBAIOT 3aKPEIJICHHE OCHOBHBIX TEOPETUUYECKUX
BOTIPOCOB JaHHOW JUCHUIUTMHBI U (OPMHUPOBAHUE YMEHHUW M HABBIKOB, HEOOXOIMMBIX IS
aHanM3a ¥ MHTEPIpETaluu Pa3InyHOro poaa uHpopmanuu. 3amaHus MogoOpaHbl TakK, YTOOBI
OXBaTUTh KAaK MOXHO OOJBIIE BOMPOCOB, YTO CIIOCOOCTBYyeT Oojee TIIyOOKOMY YCBOCHHIO
npoiaeHHoro wmarepuana. Oco0oe BHUMaHHME YIENAETCA MPAKTUUYECKOH HampaBIeHHOCTH
npeiyiaraéMblX — 3ajiad, pa3BUTUI0 U COBEPUICHCTBOBAHUIO CIIOCOOHOCTEH TMPEACTaBIATH
pe3ynbTaThl CBOEH paboThl, IOrMYECKH apryMEHTUPOBAHHO OOOCHOBBIBATh CBOIO MO3UIIHIO.

OtnenbHBIC JIGKIIMM ¥ TPAKTHYECKHE 3aHATUS TMPOBOMATCS C  HCIOJIB30BAHUEM
BCIIOMOTATENbHBIX ~ CPEACTB: PAa3laTOYHBIX MaTepuanoB (MeToAMYEeCKoe TMocodue 1o
BBITIOJTHCHUIO KOHKPETHBIX 3aJaHWi), MYJIbTHMCIUUHBIX MPE3CHTAIlUH, OOJNbIIas 4YacTh
JUTEpaTyphl U MPE3eHTaluu BblTokKeHO B Moodle.

B mporiecce n3ydeHus AMCHUILTHHBI TPEAYCMOTPEHBI HECKOIBKO GopM KOHTpos. O1ieHka
3HAaHWUW, yYMEHUW M HAaBBIKOB JESTEIbHOCTH, XapaKTEPHU3YIOIIHUX 3Tanbl (HOpMHUPOBaHUS
KOMIIETEHIIMI TI0 JHUCIUIIMHE, TPOBOAMTCS B (QopMe TEKymero KOHTPOIS H
MPOMEXYTOUHOU aTTECTALINH.

Texymuii KOHTPOJIb MPOBOAUTCA B (OpME: CaMOCTOSATEIbHOW paboThl MO pa3paboTKe
KOHKPETHBIX BHJIOB JJOKYMEHTOB, TECTOBBIX 3aJIaHUH.

MeTtoauueckie pEeKOMEHJANMK IO BBIIOJHEHUIO BCEX BHUAOB TEKYIIETO KOHTPOIS
npezcTaBieHbl B @OHJE OIICHOYHBIX CPEJICTB.

[Tpu moaroroBke K 3a4€Ty BHaAyajie ClIEAyeT MPOCMOTPETh BECh Marepuai IO ClIaBaeMOi
JTUCIUIINHE, OTMETUTH I ce0sl TpyaHble Borpochl. O0s3aTeIbHO B HUX pazoOparbes. Brnaaers
HABbIKAMH, TIOJYYCHHBIMH Ha TPAKTUYECKUX 3aHATUAX. YMETh COCTaBUTh W MPaBUIBHO
0(OPMHUTH KOHKPETHBIE BUJIBI JIOKYMEHTOB.

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

dopma IPOMEKYTOUHOU ATTECTALUU: 3AUET.

Jnst arrectanuy 00y4darOIIMXCsl HA COOTBETCTBUE UX MEPCOHATBHBIX TOCTHKEHUN CO37aH
(GOHII OILIEHOYHBIX CPEICTB MO TUCIUIUIMHE, BKIIOYAIOIIUNA OIICHOYHBIE M METOJAMYECKUe
MaTepHuaibl, MO3BOJISIONIME OIICHUBATh 3HAHUS, YMEHUS, HAaBBIKM U YPOBEHb MPHOOPETEHHBIX
KOMIIETEHIINH.

TumoBble KOHTPOJBHBIC 33/IaHUS, HCIIONb3YyeMble ISl OIEHKH Pe3ylbTaroB OOyYeHHs U
XapakTepU3yoIIre dTanbl (OPMUPOBAHUS COOTBETCTBYIOIINX KOMIIETCHIIMM, MPEICTABICHBI B
(b oH/Ie OLIEHOUHBIX CPEJCTB.

Kaptel komnieTeHIuil 1 Kputepuu olieHUBaHus npenacrapieHsl B [Ipunoxenun 1 k @ougy
OIIEHOYHBIX CPEJCTB.

11. PecypcHoe oGecnieueHue
11.1 OcHoBHasi M JONOJIHUTEIbHAS y4eOHAs JIUTepaTrypa

1. TOCT P 7.0.97-2016. Hamumonanpubiii ctaHmapTt Poccuiickoit ®Denepammu. Cucrema
CTaHJApTOB IO WH(pOpMAIMH, OUOINOTEUHOMY M U3/1aTeNIbCKOMY Jieny. OpraHu3aloHHO-
pacniopsiiuTeNbHas JOKyMeHTamnus. TpeboBanust K opOpMIIEHUIO JOKYMEHTOB. — Pexxum
nocryma: http://www.consultant.ru/document/cons_doc LAW_216461/

11.2 OcHOBHAsI M JONOJIHUTEIbHAS y4eOHAs JTUTepaTypa
Ocnosnas aumepamypa:


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

1. Hoponmna, JI. A. OpraHuzanus ¥ TEXHOJIOTHUS JOKYMEHTAIIHOHHOTO OOeCIe4YeHUs
YOpaBICHUS: y4eOHWK W TIPAKTUKYM I aKajgeMudeckoro OakamaBpuara / JI. A.
Hoponuna, B. C. UputukoBa. — M.: U3narenscrBo FOpaiit, 2018. — 233 ¢. — (Cepu :
bakanaBp. Axanemuueckuii kypc). — ISBN 978-5-534-04568-0. — Pexxum nmocryma:
www.biblio-online.ru/book/19DADB52-959C-40DA-B18F-C955EFACOCID .

2. banr B. C. JlokymenTaioHHoe odecrieuenue ynpasienus. FOpuaudeckas TexHuka : ydaedHoe
nocobue i CIIO : Yyebnoe nocodme. — M: HzmarensctBo HOpaiit, 2018. — Pexum
JOCTYTIA: http://www.biblio-online.ru/book/078 FCC53-D514-4CFE-9A5D-
C80DECCI9CE:Ne

3. Comnorydo O.Il. [enonpou3BOJACTBO: COCTaBJICHHUE, PEIAKTHPOBaHHE M 00paboTKa
JTOKyMeHTOB. Y4eb. mocooue. M.: Omera-JI, 2015, 206 c.

Llononnumenvrasn iumepamypa:

1. beikoBa T.A. JlokymentoBenenue. [locobue k mpaktuyeckum 3austueM 4.2. Tomck: U3a-
Bo TI'Y, 2015. - 54 c.

2. brikoBa T.A. YnpaBneHueckoe HOKYMEHTOBeIEHHUE. YUeOHO-METOANUECKU KOMILIEKC.
Tomck. TI'Y. 2012. Dmekrponnblii pecypc: http://edu.tsu.ru/eor/resourse/ 724/tpl/
index.html

3. HsanoBa A.JO. Pycckuii s13bIK B JIEJIOBON JOKYMEHTAIMK: YUeOHUK M TPAKTHKYM JUIS BY30B. —
M: wusn-Bo IOpaiir. 2018. Pexum pocryma: http://www.biblio-online.ru/book/A9822169-
D834-44A4-87C0-CD6B14681E8E

4. TanaxoB B.B. lenonpousBoactBo. O6pasupl. JJokymeHTbl. Opranu3anusi U TeXHOJIOTUS
pabotsl. bonee 120 moxymentoB. -3-¢ usn., nepepad. u mom., CII6.: ITurep, 2011. — 178

c.
5. Jlobpoxorosa E.H. IIpodeccronanpHbie HABBIKM IOPUCTA: YICOHHK IS aKaJACMHIECKOTO
OakamaBpuata. — M: WMsmarensctBo IOpaiit, 2018. 326 c. — Pexum pnocryna:

http://www.biblio-online.ru/book/87B2C24A-BF8D-4E5C-AE89-BBF1ED569668

6. JloxymeHTallmoHHOE oOecreueHue ympaBleHus (IenompousBoacTBo). Yueb. Ilocobue.
ITox o6m. pen. T.B.Ky3uenosoii. M: UH®PA-M, 2013. 303 c.

7. KupcanoBa M. B. CoBpemeHHOE A€I0NPOU3BOACTBO yueOHOe mocobue. M.: Poc. akaj.
roc. ciyx0sl ipu [Ipesuaente PD, Cub. akan. roc. cinyx6st. M.: UHOPA-M, 2011, 310
c.

8. Ilymamosa H.H. JlokymMeHTanmoHHOE OOecIiedeHre yIpaBiIeHUs: YIeOHUK U MPAKTUKYM
st CIIO. — M: UzgarensctBo FOpaiit, 2018. 326 c. — Pexum gocryna:
http://www.biblio-online.ru/book/012C672A-DD8A-4082-B4E7-380217EE5C0O7

11.2 Pecypcbl HH(OPMALMOHHO-TEJEKOMMYHUKALIMOHHON ceTH HHTepHer, B T.4.
HH(OPMALMOHHBbIE CIIPABOYHbIC CHCTEMBbI
1. CnpaBouno-npaBoBoii  pecypc  "Koncyasrant  mmoc".  Pexum — jgocryma:
http://www.consultant.ru/
2. CnpaBouHO-TpaBoBOM pecypc «'apanT». Pexxnm gocryma: www.garant.ru

11.3 Onucanue MaTepUAJIbHO-TEXHHYECKOH 0a3bl

VYyeOHble ayTUTOpPUM ISl MPOBEACHUS JIEKIMOHHBIX U MPAKTUYECKHX (CEMMHAPCKHX)
3aHATUN, TEKYyLIEro KOHTPOJs M  IMPOMEXYTOYHOM  aTTecTtaluud, oOOpylOBaHHBIE
MYJIbTUMEAMHHBIM 000pyI0OBaHUEM H JOCTYIOM B IHTEepHET.

Aynuropus JUisi IPOBEIEHUS TPYNIOBBIX U UHAWBUIYabHBIX KOHCYIbTAIIH.

[lomemmenuss It caMoCTOSITeNbHOW — paboThl  oOyyaromuxcs, 00OpyJIOBaHHbIE
MIEPCOHAIIBHBIM KOMITBIOTEPOM U UMEIOIIME TOCTYI B MIHTEpHET.

12. Uudopmanus 0 pazpadoTyuKax
Kanaunar ucropuyeckux Hayk, JOLEHT Kadeapbl UCTOpUH U JokyMeHToBeaeHus T.A. brikoBa.
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