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«CHuOUpCKU IOPUINYECKUN YHUBEPCUTET»
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OIAOBPEHO YTBEPXIEHO
Ha 3acelaHuu Kadeapbl KOHCTUTYIIMOHHOTO 1 Ha 3aceJaHMH METOJAMYECKOI0 COBETa,
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npotokod ot 30 aBrycrta 2024 r. Ne 1 [Ipencenarens METOIMYECKOTO COBETA,
3aB. kadenpoit KOHCTUTYIIMOHHOTO 1 MPOPEKTOp MO y4yeOHOUM paboTe — HaYaJIbHHUK
aIMHHICTPATUBHOTO MpaBa y4eOHOT0 YIpaBIeHUS
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Pabouas mnporpamma JUCHUIUIMHBI «J]e10MPOU3BOACTBO U JAOKYMEHTOOOOPOT B
IOPUCTIPYICHLIUH»

[lporpamMa  cocTaBieHa B COOTBETCTBUM €  TpeboBaHUSAMHM  (herepasbHOro
rOCYJapCTBEHHOTO 00pa30BaTENIbHOTO CTaHAApTa BBHICIIET0 OOpa3oBaHHs — OakalaBpHaTr IO
HanpasieHuto  noarotoBku  40.03.01 FOpucnpynenmms, YTBEPKICHHOTO MPUKa30M
MunucTepcTBa HayKH U Bbicuiero oopazoBanus Poccuiickoit denepannu ot 13 aBrycra 2020 r.
Ne 1011.

[Iporpammy cocTaBuiI:
HopodeeB A.B., crapmuii npenojaBarenb Kadeapbl  KOHCTHUTYLHOHHOTO U
agmuauctpaTuBHOro npaa YOY BO «Cubupckuii OpUINYECKHI YHUBEPCUTETY.



1. lesu ocBOeHMS U CHUILITHHBI,
IUIAHHpYeMble Pe3yabTaThl 00y4YeHHUsI 10 AUCHHUIJINHE

JucuunnuHa «J1enonpou3BoJCTBO U TOKYMEHTOOOOPOT B IOPUCTIPYICHIIUNY HaIlpaBJIeHa
Ha JIOCTWXKCHHE IUIAHUPYEMBIX pPe3yJbTaToOB OCHOBHOW IMpo¢ecCHOHATBbHONW 00pa30BaTeIbHOM
IIPOrpaMMBbI BBICIIET0 00pa3oBaHUs — MporpamMMbl OakajlaBpraTa o HaIpaBJIEHUIO MOJITOTOBKU
40.03.01 KOpucnpynenuusi, rpaxJaHCKO-IPaBOBOM (/1ajee COOTBETCTBEHHO — JAUCIUIUIMHA,
oOpasoBarenbHas MpPOrpaMma).

B pesynbTare 0CBOEHHS AUCHUILIUHBI y 00y4aromerocs MOHKHbBI ObITh chopMUPOBAHBI

KOMIIETEHIINH, YCTaHOBJIEHHbIE 00pa30BaTeIbHON MPOrpaMMOii:

Kona HaumeHoBaHue Nuaukaropsl Nuauxaropsl
KOMIIeTeHIIM U KOMIIeTeHIIN U HOCTHKEHHSA JOCTHKEHUS
KOMIIeTCHIINH, KOMIIeTeHIN i 1o
YCTaHOBJIEHHbIE AUCHUIINHE
o0pa3oBaTeJILHOM
NPOrpamMMoi
YK-4 CriocobeH NVYK-4.1. 3naet HOpMBI NYK-4.1. Ha3piBaeT
OCYIIECTBIISTH COBPEMEHHOT0 PYCCKOTO TpeOOoBaHU K
JIEJIOBYIO JUTEPATYPHOTO S3bIKA IPH | 0OPMIICHHIO JOKYMEHTOB

KOMMYHUKAIIHIO B
YCTHOM Y NMMUCbMEHHOM
(dhopmax Ha
roCy/IapCTBEHHOM
si3pike Poccuiickoit
®denepanuu u
MHOCTPAHHOM (BIX)
SI3BIKE (aX)

€ro UCTOJIb30BaHHUU B
Ka4yecTBe
TOCY/IapCTBEHHOTO SI3bIKA
Poccwuiickoi @enepannn.
NYK-4.1. 3naeT 0OCHOBEI
JIEIIOBOM KOMMYHHUKAIINH.
NYK-4.2. 3naer
JIOTUYECKHUE TTPUEMBI
MOCTPOEHUS ICHOU U
MPaBUJILHOM peun B YCTHOM
Y IUCBMEHHOM popmax.

JUIS TEJIOBOM
KOMMYHHUKAIIHH.

NYK-4.3. Ymeer
HCIIOJIB30BaTh PYCCKUN
SI3BIK KaK TOCYIapCTBEHHBIM
sI3BIK Poccuiickoit

NYK-4.4. lemoHCTpUpPYET
BO3MOXKHOCTH CTPOUTH
MUCHhMEHHYIO PeUb B
COOTBETCTBHHU C

®denepanuu B TpeOOBaHUIMHU
npodeccuoHaIbHOM rOCyIapCTBEHHBIX
JeATeTbHOCTH U JUIS CTAHJIAPTOB LIS
npo¢eCcCHOHATEHOTO OCYIIECTBIICHUS JICIIOBON
oOmIeHUs. KOMMYHHKAIIHH.

NYK-4.4. YMmeeT cTpouTh
YCTHYIO U TUCBMEHHYIO
pedb JIOTUYHO, TPAaBUIILHO
U SICHO ISl OCYLIIECTBIICHUS
JIeTI0BOH KOMMYHUKAIINH.




NVYK-4.5. Bnageer
HaBBIKAMH OCYIIIECTBICHUS
JIeJI0OBOM KOMMYHHUKAIIUU B
YCTHOM Y TUCbMEHHOMN

NYK-4.5. Pemaer
HETHIIMYHBIE 3a1a4U1
JICJIIOBO KOMMYHUKAIIUU B
COOTBETCTBHUU C

dhopmax Ha TpeOOBaHUSAMHU

roCyJapCTBEHHOM S3bIKE roCyJJapCTBEHHBIX

Poccwuiickoit @enepannn CTaHJapTOB B MMCbMEHHON
¢dbopme Ha

rOCYJIApCTBEHHOM SI3bIKE
Poccuiickoit @enepannn.

2. O0bem, CTPYKTYpa U coepsKaHue TUCHUTIIHHBI

OO6mmas TpyI0eMKOCTh (00beM) TUCIUTIIMHBI COCTABISET 36 4acoB, 1 3aueTHas eAUHUIIA.

Peanmzanus mucMIIMHBI 00ECTIEYMBACTCS IOCPEACTBOM NIPOBEICHUS YUCOHBIX 3aHSATHI
(BKJTIOYAsi TIPOBEJCHHE TEKYIIErOo KOHTPOJS YCIEBAEMOCTH) M MPOMEXKYTOUHOW aTTecTaluu
oOydJaronuxcs.

OOpazoBaTenbHasi NEATEIHHOCTh B paMKax H3yUeHUS JUCIHHUIUIMHBI TMPOBOJUTCS B
cienyromux hopmax:

— KOHTaKTHasi paboTa o0ydyaronmxcs ¢ NeAarorndeCKuMu padOTHUKAMH OpTraHU3alluu 1
(MM) HMIaMu, PUBJICKAEMBIMU OpPTaHU3aIMeH K pean3alui 00pa3oBaTeIbHBIX MMPOrpaMM Ha
MHBIX YCIIOBUSAX (Jjajiee — KOHTaKTHas paboTa);

— caMOCTOATENbHAs paboTa 00yUYarOIINUXCS;

— TMpakTUYecKash TMOJTrOTOBKA, IMpeAycMaTpUBAOIIas y4yacTHe OOydJalomuxcs B
BBIITOJIHEHUH OTJICIBHBIX JJIEMEHTOB paloT, CBS3aHHBIX C Oyaymied mnpodeccHoHaIbHOMI
JESTENIbHOCTHIO BO BpEeMs ITPOBEJICHUS 3aHATUI CEMUHAPCKOTO THIIA.

[Ipu mpoBeneHnn y4eOHBIX 3aHATHUN MO JAUCIMIUIMHE y OOydJaromMXcsl 00ecreunBaeTcs
pa3BUTHE HABBIKOB KOMaHIHOW pa0OThI, MEKINIYHOCTHON KOMMYHUKAIIMH, IPUHSITHS PEIICHUH,
JUIIEPCKUX KaueCcTB, BKIIOYAs NPOBEACHUE aHAIM3a CHUTYallud, Jajiee COOTBETCTBEHHO —
UHTEpaKTUBHBIE (POPMBI pabOTHI.

2.1. Conep:xaHue TUCHHUILINHBI
Monyas 1. [lonsiTue, conepxxanue U 3HaYeHHe 1eJ0NPOU3BOACTBA

Tema 1. BBeieHne B 1eJ10NPOU3BOICTBO
JlokymeHT B cucreMe ymnpaBieHHs. [0CylIapCTBEHHOE pEryJaupOBaHHME JEIONPOU3BOACTBA.
Komurer Poccuiickoit ®enepauuu 1O CTaHJAPTU3ALMH, METPOJOTHH M  CEepTU(UKAIIUH.
VYmopasnenne npeanpusitueM. JlokymeHnT. HHdopmannoHHBIE TpOLECCH  MPEIPHUSITHS.
Henonpoussoacrso. Llens nenonpounssoncrBa. OCHOBHBIE 3a7auu AEIONPOU3BOACTBA. DOpMBI
OpraHu3anuu  Jenonpou3BoAcTBa. JlokymentupoBanue. CpelncrtBa  JTOKYMEHTHPOBAHHS.
IOpunnueckass cuma.  PexBuszur. @opmynssp nokymeHntra. Cucrema  JIOKyMEHTAlUH.
JlokyMeHTOO0OpOT yupekaeHus. BHenHui 1 BHyTPEHHUH KOHTYPBI TOKYMEHTO000POTA.
Wcropus pa3Butus nenonpousBoicTBa B Poccuu. 3apokaeHUE cuUCTEMBI AEIONPOM3BOACTBA.
IIpukaznoe JIEJIOTIPOU3BOJICTBO. Kommexckoe JIETTOTTPOU3BOJICTBO. Munucrepckoe
nesnonpou3BoACcTBO. COBETCKUI NEPUOA FOCYIaPCTBEHHOTO €0 POU3BO/ICTBA.
HopmatuBHass 06a3a Jenonmpou3BOJCTBA. 3aKOHOAATEIbHBIE U TPaBOBBIE aKThl B cdepe
uHpopMmaTuzaumu U AokyMmMeHTanmuu. ['ocymapctBennbie  ctanmaptel  (I'OCTw) Ha
nokymentanuto. Cranmapt. Kmaccudukarop. Knaccuduxaropsl. [N'ocymapcTBeHHass cuctema
TOKyMeHTarmoHHoro obecniedenus ynpasienus ([CAOY).




Tema 2. Knaccudukanms, si3bIK U NPABWIA COCTABJIEHUS JOKYMEHTOB
Knaccudukanmst moxkymentoB. IlpaBunma coctaBieHust JgokymMeHTOB. biank. OCHOBHBIE
PCKBU3HUTLL JOKYMCHTOB! HanMCHOBAaHUC OpraHu3saluu, CBCIACHUS 06 opraHusaluu,
HAaUMEHOBAaHME BHJAa JOKYMEHTa, Jara JOKyMeHTa OO0ECHeurBaeT OPUIUYECKYI0 CHITY
JIOKYMEHTa, PETUCTPAllMOHHBI HOMEp JAOKYMEHTA, TpU( OTpaHUYEHHUs JOCTYyIa K JOKYMEHTY,
ajZipecat, pe3oJIIoIus, 3arojOBOK K TEKCTY, OTMETKa O KOHTpOJIE, TEKCT JOKYMEHTa, OTMETKa O
HAJIMYUU TPUIIOKEHUS, TOANNCh. YacT peKBU3UTOB. SI3BIK JOKYMEHTOB. SI3BIKOBBIE (DOPMYIIBL.
[TocTpoenue npennoXeHuun.

Monayasb 2. JlokyMeHTHPOBaHME YIIPABJIEHYECKOM AeATeJIbHOCTH

Tema 3. O01mme HOpMBI 1 MPpaBUJIA 0(POPMJIIEHUSA TOKYMEHTOB
[IpaBuna ucnonp3oBaHus mprudTa, OTCTYIIOB, HHTEPBAJIOB U 10JIeH B 0(POPMIICHUN JOKYMEHTOB.
CnocoOsr  odopmiieHust naT B JokyMeHTax. CokpalleHhe CJIOB M CIOBOCOYETAaHUN B
nokymente.OdopmieHrne B JOKyMEHTax HamucaHus uucen.Hammcanuwe — Qusnyeckux
BenuunH.Odopmiienne maremarudeckux ¢popmyn.OdopmiieHne Tadbuil.

Tema 4. TpeooBanus kK 0pOpMJIEHHIO PEKBU3UTOB OPTraHNU3alMOHHO-PACTIOPSAUTEIbHBIX
AOKYMEHTOB

[lNocynapcrBennsiii repd Poccuiickoit ®eneparuu. ['epd cyobekta Poccuiickoit denepammm.
OMbnema opraHu3any Wid ToBapHbIN 3HaK. Kox opranuzammu. OCHOBHOM ToCyaapCTBEHHBIN
peructpanvonnsiii  HoMep (OI'PH) ropummueckoro nwmma. MaeHTHdUKAIMOHHBIA HOMEP
HAJIOTOIUIATENBINNKA/KOA TpUYNHBl 1ocTaHoBku Ha yder (MHH/KIIIT). HaumenoBanue
opranu3zanuu. CrnpaBouHble JaHHble 00 opraHu3anuu. HaumeHoBanue Buga nokymeHTta. Jlata
JOKyMeHTa. Pervcrpaninonsblii HoMep fokymMeHTa. CChlIKa Ha pErUCTPallMOHHBIA HOMED U 1aTy
JIOKyMeHTa. MecCTo COCTaBJICHHS WM W3JaHus JOKyMeHTa. Anpecar. I'pud yrBepkaeHus
JOKyMeHTa. Pe3ontonus. 3aroyioBok K TekcTy. OTMeTKa o KoHTpode. Teker nokymeHnTa. OTMeTka
o Hamnuuu npwioxeHus. [loamuce. I'pud cormacoBanust gokymeHTa. Busbl coriacoBaHus
nokymenTta. Ottuck neyatu. OTMeTka o 3aBepeHuu konuu. OTMeTka 00 ucnoiaurene. OTMeTka
00 MCMOJHEHUH JOKYMEHTAa U HampaBieHUH ero B Jen0. OTMeTKa 0 MOCTYIUIEHWH JOKYMEHTa B
opranuzaiuio. UneHTndukaTop 3JeKTPOHHOM KOIUH JOKYMEHTA.

Tema 5. Opopmirenne OpraHUM3aMOHHBIX IOKYMEHTOB
OO6mas XxapakTepuCcTUKa OPraHN3aIMOHHBIX IOKYMEHTOB.
[TonroToBKka u yTBEpXKACHHE OpPraHU3AlMOHHBIX JOKyMEHTOB. (O0s3aTenbHbIe PEKBU3UTHI
OpPraHU3alMOHHBIX JTOKYMEHTOB. YcTaB. PexkBu3utbl ycraBa. [lomoxenue. PexkBU3UTHI
nonoxxkeHus. llratHoe pacnucanue. PekBU3WTBHI ITAaTHOrO pacnucanus. JlOJKHOCTHAs
MHCTPYKIUA. PEKBU3UTHI TOKHOCTHON MHCTPYKIMU. Pa3aensl TOMKHOCTHON HHCTPYKIIUH.



TeMaTH4YecKUH MJIaH
(ounast hopma oOyICHHMS)

O6beM u popmbl 00pa3oBaTebHOM

JeATeJLHOCTH Ouenounni
€ cpeacTBa
KonTakTHas padora pea
HaumenoBan 7 (D — TEeKyLIero
e MoayJis / ayAuTopHast B B TOM Bce Lie (Il))o MEL KOHTPOJIsA /
TeMbI Tom queae  eplopo aﬁol;bl ®opma
3AHSITHS 3anaTuda | 3aHaTusg [YHCJI(IPpaKTH4ec C P NPOMEKYTO
JIEKIINOHH| CeMUHAPC ;i/l BO Kasi -
Oro THUIIA | KOI'0 THIIA NOATOTOBK arrecTauuu
C a
Mopyns 1. «Ilonsitue, coaepkanue v 3Ha4YCHUE JCTONPOU3BOICTBAY
BBenenue B Bonpocsl
nenornpoun3Bo |1 2 4 (7 17151 YCTHOTO
CTBO omnpoca
Knaccudukar
Ysl, SI3bIK 1 AHanu3 Bomnpocel
MpaBuiia 1 2 4 |7 MMHUTALUMOHHBIX |[UIsl YCTHOTO
COCTaBJICHUS MoJeJIeH ompoca
TTOKYMEHTOB
Hroro 2 4 8 |14
Monaynb 2. «JloKyMEeHTUPOBaHUE IOPUIUYECKON NESITETBHOCTI
OO01re HOPMBI
H P AHan3
U MpaBuia [IpakTHyeck
2 2 4 (7  |MMHATALMOHHBIX
oopmienus . o€ 3a/laHue
MoOJIeIIeH
TOKYMEHTOB
TpebGoBanus k
oopmienuro
€KBHU3UTOB
E raHW3alMoH Ananms [ IpakTdeck
P 1 2 2 4 (7  |MMHATALMOHHBIX P
HO- " oe 3aJlaHne
MoOJIeIIeH
pacropsiAnTen
bHBIX
TTOKYMEHTOB
OdopmieHre
0 CI;aEI/BaHHOH Ananns [ IpakTdeck
P 4 2 4 (8 |MMHATAIIMOHHBIX P
HBIX " oc 3aJlaHne
MoJIeJIeH
TTOKYMEHTOB
HToro 2 3 6 12 (22
[IpomexxyToun
P YT 0 3ader
asi aTTecTalys
Toro 3a
4 12 20 |36
CEMECTp

TemaTH4yeckui nJjiaH
(3aouHast hopma oOyueHus)

Temaruuyeckuii mjiaH



2.2. MeToanyeckue yKazaHus JIJisl 00y4aIOIMMXCs 0 OCBOECHHIO I CHUIIIMHBI

PGKOMGHI[aI_[I/II/I I1I0 BBIITIOJIHCHUIO CaMOCTOHTeHBHOﬁ pa6OTI>I 110 MO,Z[yJ'DIM JOUCIHUIIIINHBI
TIPUBEJICHBI B TAOIHUIIC.

Bua paGorsl

Conep:xxanue (nmepeyeHb
BOIIPOCOB)

Pexomennanuu

M

onynb 1. «IloHsiTHE, CONMEpIKaHKE W 3HAUCHHUE JICTONPOU3BOICTBAY

IToxaroroBka k
JIEKIIUSAM

CaMocCTOATEIbHOE N3YUECHHE
BOIIPOCOB:

1. Hcropuueckoe pa3Butue
nenonpou3BoacTBa B Poccuu u
ITAIbl €T0 Pa3BUTHSL.

2. OCHOBHBIE MOJIOKEHHUSI 110
JIOKYMEHTHUPOBAHUIO
yIpaBICHUYECKON ACSITETLHOCTH.
HopmarusHo — npaBoBast 6a3a
JIEJIONPOU3BOICTBA.

3. Yaudukanus u
CTaHJapTH3aIMs B
JIeNTOTIPOU3BOICTBE

4. JIokyMeHT U ero (hyHKIIHH.

5. Buabl opranuzaiionHo —
pacnopsSAUTENbHBIX JOKYMEHTOB
(OP/1) u mpusHaKu ux
KJ1acCu(PUKAIIHH.

6. JlokyMeHTBI
OpraHHU3aIIOHHBIE,
pacnopsAUuTeNbHbIE, IO TUIHOMY
COCTaBy, CIIPaBOYHO—
UH(POpPMAaLMOHHbIE, (PUHAHCOBO —
OyxraiTepckue.

1. I'pozoga, O. C. [{enonpon3BoCTBO:
ydaeOHOe mocoOure Tl aKaJeMUIECKOTO
6akanaspuata / O. C. 'po3oBa. — Mockaa:
NznarensctBo KOpaiit, 2019. — 124 ¢. —
(Yuusepcutersl Poccun). — ISBN 978-5-
534-06787-3. — TekcT: 2JIeKTPOHHBIH //
OBC IOpaiir [caiit]. — URL: https://biblio-
online.ru/bcode/438790;

2. llysanosa, H. H. OcHOBBI
JIeJIONPOU3BOJCTBA. SI3bIK CITy:keOHOTO
JOKYMEHTA: y4eOHUK M MPAKTUKYM IS
akameMuueckoro OakamaBpuara / H. H.
[ysanosa, A. FO. MBanoBa; noz obmuieit
penakuueit H. H. IllyBanoBoii. — 2-¢ u3n.,
nepepad. u gomn. — Mocka: M31aTenscTBO
FOpaiir, 2019. — 428 c. — (bakanasp.
Axanemuueckuii kype). — ISBN 978-5-
534-10848-4. — TekcT: 2JIeKTPOHHBIH //
OBC [Opaiir [caiit]. — URL: https://biblio-
online.ru/bcode/439062;

3. Kazakesuy, T. A. JlIokyMEeHTOBE/ICHHUE.
JIOKyMEHTAIMOHHBIN CEPBUC: YICOHHUK U
MPAKTUKYM TSl IPUKIIATHOTO
OakanaBpuata / T. A. Ka3zakeuu, A. .
Txanuu. —2-e u3 ., UCTp. U JOI. —
Mocksa: U3narensctBo FOpaiit, 2019. —
177 c. — (bakanasp. [IpuknaaHoi kypc). —
ISBN 978-5-534-06273-1. — Tekcr:
anekTpoHHsli // IBC FOpaiir [caiiT]. —
URL.: https://biblio-
online.ru/bcode/437480;

4. Jly3una, T. B. Opranu3anus
JIEIIONPOU3BOJICTBA B TAMOYKCHHBIX
opranax / T. B. JIy3una, C. C.
PemernukoBa. — Mocksa: M3aaTenbcTBO
HOpaiit, 2019. 273 c. -
(ITpodeccronanphas npaktuka). —ISBN
978-5-534-02407-4. — Tekcr:
anexkTpoHHsli // OBC FOpaiir [caiiT]. —
URL.: https://biblio-
online.ru/bcode/437350;

5. Kupcanosa, M. B. Kypc
JIEIIOTIPOU3BOICTBA: IOKYMEHTAIIMOHHOE
oOecrieueHre yrpaBJICHHs: yueOHOE
nocobue / M. B. Kupcanoga, 0. M.



https://biblio-online.ru/bcode/438790
https://biblio-online.ru/bcode/438790
https://biblio-online.ru/bcode/439062
https://biblio-online.ru/bcode/439062
https://biblio-online.ru/bcode/437480
https://biblio-online.ru/bcode/437480
https://biblio-online.ru/bcode/437350
https://biblio-online.ru/bcode/437350

Bua paGorsl

Conep:xanue (nmepeyeHb
BOIIPOCOB)

Pexomennannu

Axcenos. — M., 2010.

ITonroroBka K
MPaKTUYECKUM
3aHSATUAM

1. IToaroroBka k onpocy mno
JTUCITUTLINHE.

Bomnpocksr:

1. PexBU3UTHI, U3 KOTOPBIX
COCTOMT IOKYMEHT, 1
TpeGoBaHUs K UX 0(POPMIICHHUIO.
2. Ilonsatue G1aHKa, pEKBU3UTA,
dopmysipa, popmara.

3. Knaccudukamnus hopm
JIOKYMEHTOB.

4. UzrotoBrieHue, y4eT u
XpaHeHue OJJaHKOB JOKYMEHTOB
C BOCIIPOU3BEACHUEM
l'ocynapctBennoro rep6a
Poccuiickoit denepanyu ¢
cyonexToB Poccuiickoit
denepanuu.

2. IloaroroBka K pelieHuo
MIPAKTUYECKHX 3a]1a4.

«"OCT P 7.0.97-2016. HanmmonaabHEIN
cranaapt Poccutickoit denepanuu.
Cucrema craHngapToB 1o HH(popManuu,
OMOIMOTEYHOMY U U3/IaTEIIbCKOMY JIENYy.
Opranu3aloOHHO—PACIIOPAIUTEIbHAS
JIOKyMeHTarus. TpeboBaHus K
0(OpMIIEHUIO TOKYMEHTOBY (YTB.
ITpukazom Poccrangapra ot 08.12.2016 N
2004—cr) (pen. ot 14.05.2018)

Monyisb 2. «Jl0KyMEHTUPOBAHUE 1O

UIUYECKON NeSITCILHOCTH)

ITonroroBka K
JICKIIUSIM

CaMOCTOSITETbHOE U3YYEHUE
BOIIPOCOB:

1. OcHOBHBIEC TOKYMEHTHI
yIpaBIeHUSI.

2. ABTOp TOKyMEHTa, ajipecar,
aJipecaHT.

3. BHyTpeHHUI JOKYMEHT,
BHEIIHUI JOKYMEHT,
TpadapeTHBIN TOKYMEHT,
BXOJSIIUNA TOKYMEHT, BXOASALIUN
HCXOJHON HOMEpP JOKYMEHTA.

4. Jleno, nenonpou3BOACTBO,
JIOKYMEHTAIlMOHHOE 00ecreueHne
ynpasienus (JJOY).

5. Kondunennmanbuas
uHpOpMaLs, KOMMepYecKast
TaifHa.

Cwm. mutepartypy:
1. I'po3osa, O. C. [lenonpousBoacTBO:
ydaeOHOe mocoOure Tl aKaJeMUIECKOTO
6akanaBpuata / O. C. 'po3oBa. — Mockaa:
WzparensctBo FOpaiit, 2019. — 124 ¢c. —
(Yuusepcutersl Poccun). — ISBN 978-5-
534-06787-3. — TekcT: 2JIeKTPOHHBIH //
OBC IOpaiir [caiit]. — URL: https://biblio-
online.ru/bcode/438790;
2. llysanosa, H. H. OcHOBEI
JIeJIONPOU3BOJICTBA. SI3bIK ClTy:keOHOTO
JOKYMEHTA: y4eOHUK ¥ MPAKTUKYM IS
akamemuueckoro OakamaBpuara / H. H.
[ysanosa, A. FO. MBanoBa; noz obuieit
penakuueit H. H. [llyBanoBoii. — 2-¢ u3n.,
nepepab. u gom. — MockBa: M31arenscTBO
FOpaiir, 2019. — 428 c. — (bakanasp.
Axanemuueckuii kype). — ISBN 978-5-
534-10848-4. — TekcT: 2JIeKTPOHHBIH //
OBC IOpaiir [caiit]. — URL: https://biblio-
online.ru/bcode/439062;
3. Kazakesuy, T. A. JlIokyMeHTOBE/ICHHUE.
JIOKyMEHTAIMOHHBIN CEPBUC: YICOHHUK U
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Bua paGorsl Conepianue (nepeens, Pexomengaunu
BOIIPOCOB)
MPAKTUKYM ISl IPUKIIAHOTO
6akanaBpuata / T. A. Kazakesuu, A. U.
Txkanuu. —2-¢ u3M., ucrp. u JAOIL. —
Mocksa: U3narensctBo FOpaiit, 2019. —
177 c. — (bakanasp. [IpukiagHoii Kkypc). —
ISBN 978-5-534-06273-1. — Tekcr:
anektponHsi // DbC FOpait [caift]. —
URL: https://biblio-
online.ru/bcode/437480;
4. Jly3una, T. B. Opranusanus
JIeJIONPOU3BOJICTBA B TAMOYKEHHBIX
opranax / T. B. JIy3una, C. C.
PemernnkoBa. — MockBa: M3narenscTBo
FOpaiir, 2019. -273 c. -
(ITpodeccnonanvuas npakruka). —ISBN
978-5-534-02407-4. — Tekcr:
anektponHsi // DbC FOpaiT [caitt]. —
URL: https://biblio-
online.ru/bcode/437350;
5. Kupcanosa, M. B. Kypc
JIeJIONPOU3BOICTBA: IOKYMEHTALMOHHOE
o0ecrieyeHre ynpasieHHs: yaeOHoe
nocobue / M. B. Kupcanosa, 10. M.
Axcenos. — M., 2010.
[ToaroroBka k | Bompocksr: Cwm. nutepartypy:
npaktudeckum | 1. FOpuauueckoe nuuo, 1. «I'OCT P 7.0.97-2016.
3aHSTHIM busnveckoe IuIo, ropuanueckas | HarmmonansHeil cranmapT Poccuiickoi
CWJIa JOKYMEHTA. Oenepanun. CrucreMa CTaHIAPTOB IO
2. JlenoBasi KOPpECTIOH ICHIINS. nHpopMauu, OMOINOTEIHOMY 1
Crenuduka 1e10BOro CTHIIsS u3naTenbckoMy neny. OpraHu3anuoHHO-
nUCchMa. pacrnopsAuTeabHas JOKYMEHTAIIHSL.
3. Pa3HOBUAHOCTH THICEM TIO TpeboBanust K 0POPMICHHUIO TOKYMEHTOB
coJiepkaHuto (IIUPKYISIPHOE, (ytB. [Ipuka3zom Poccranmapra ot
COTMPOBOUTENBHOE U T. JI.). 08.12.2016 N 2004—cr) (pen. ot
4. Tenerpamma, Tenekc, daxc, 14.05.2018)
HOPSI0K MX 0hOpMIICHHSI.
5. TlogauHHBIA TOKYMEHT,
OpHUTHHAJ, OTTHCK. JlyOmuKaT
JIOKYMEHTA.
2. IloaroTroBka K pemieHuo
MPAKTUYECKHX 3a]1a4.

2.3. PexoMeHnaanum 1Jisi OpraHu3almi KOHTaKkTHOH padoTel B INUOC

1. JIna crymeHToB O4HOM (oOpMbI OOyYEHMsI CChUIKA Ha DJIEKTPOHHBIM Kypc TIO
JOUCLIATIIIMHE «/lemonpon3BoACTBO " JIOKYMEHTO000pOT B topucnpyneHuu(CM)»
(http://edu.omua.ru/course/view.php?id=433).

2. MGTO,Z[I/I‘-IGCKI/IG PEKOMCHIAAIUNU TII0 H3YYCHUIO JUCHUINIMHBI C HUCIOJIB30BAHUCM
JUCTAaHIIMOHHBIX ~ OOpa30BaTENbHBIX  TEXHOJOTUH B AJIEKTPOHHOW  HMH(POPMAIMOHHO-
obpasoBatenbHoOl cpezie yauepcureta (http://edu.omua.ru/mod/resource/view.php?id=33794).
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3. TpeOoBaHuA K yCJAOBHSAM peau3alMi MPOrpaMMbl IUCHUIIIHHBI
3.1. MaTepuajbHO-TeXHHYECKOE o0ecnevyeHre JUCHUIINHBI

Tun y4eOHBIX ayAnTOPHIA

Onucanue TpeOOBaHUIT K 000PY/I0BAHUIO AYAUTOPHH U
TeXHUYECKHM CpPeicTBAM 00y4YeHHUsI

Vuebnas aymuropus (wis | Crenmanu3upoBaHHas MeOeb,
MPOBEICHUS 3ansaTuil | TexHudyeckue cpenctBa OOy4deHHs AJSl TIPEACTABICHUS Y4eOHOMH
JIEKIIMOHHOTO THIIA) uHQopMaruu  OONBIIOW  ayJAWTOpWH, B TOM 4YHCIe Habop
JIEMOHCTPAIIMOHHOTO 000pymOBaHUS (IIPOCKTOP, dKpaH, KOMIBIOTEP
(HOYTOYK, HETTOM, U T.II.), OECIIPOBOIHON MYyIbT-yKa3Ka, MUKPO(DOH,
YCHIIUTEIb TPAHCISIIIMOHHBIN, KOJIOHKH TPAHCIISIIIMOHHEIE);
CereBoe o00OpysoBaHHME sl TOAKIIOYEHUS K WH()OPMAIMOHHO-
TEJIEKOMMYHHKAaLIMOHHOHU ceTH «/HTepHeT»
VYueOnas aymuropust (s | Cnenmanu3upoBaHHast MeOeIb;
MIPOBEICHUS 3aasaThi | TexHuueckne cpeacTBa OOydYeHHS I TPEACTABIICHUS YUIcOHOM
CEMHHAPCKOTO THIaY) uHQoOpMaruu  OONBIIOW  ayJAWTOpWH, B TOM 4YHCIe Habop
JEMOHCTPALIMOHHOTO 000pynOBaHUs (IPOEKTOP, SKpPaH, KOMIBIOTEP
(HOYTOYK, HETTON U T.I1.));
CereBoe o00OpysOBaHHE sl TOAKIIOYECHUS K WH()OPMAIMOHHO-
TEJICKOMMYHHUKAIMOHHOM ceTu «HTEpHET»
VYueOnas aymuropust (s | Cnenmanu3upoBaHHast MeOeEIb,
MIPOBEJICHUS 3aasaThi | TexHuueckne cpeacTBa OOydYeHHS IS TPEACTABICHUS YUIeOHOMH
CEMHHApCKOT0  TWma, Juig | nHQopMarmu  OONBIION — aymuTOpUM, B TOM 4YWcie Habop
OpraHu3alid  MPaKTUYECKOW | IEMOHCTPALMOHHOTO 00OpYAOBaHHSA (TIPOEKTOP, IKpaH, KOMIIBIOTEP
MOJATOTOBKM, KOMIIBIOTEPHBIH | (HOYTOYK, HETTOI U T.11.));
KJacc) KommnbproTepHast TEXHUKA: CHCTEMHBIC OJIOKH, MOHUTOPBI;
CereBoe o00OpysOBaHHE sl TOAKIIOYCHUS K WH()OPMAIMOHHO-
TEJIEKOMMYHHKALIMOHHOHU ceTH «/HTepHeT»
Yuebnas ayauropuss (mwis | Cnenmanu3upoBaHHas MeOenb (TymOa ans  gompoca, TymbOa
TIPOBEICHUS 3aHATHU | TOJCYTUMOTO, CTON M CTYJ JUIS 3allUTHUKA, CTON M CTYN JJIs
CEMHMHApCKOTO  THMA, Ui | IPOKYpopa, CTON AJSl CyAbU, KPECIO CYyAbH, CTOJI ayAMTOPHBIH CO
OpraHu3allMd  MPaKTUYECKOW | CKaMbel NBYXMECTHBIH, 3allMTHAs KaOWHa B MPOLECCYalbHOW 30HE
MOATOTOBKH, yYEOHBIM  3ai | 3a1a CyJAcOHBIX 3aCeTaHMi)
CyHeOHBIX 3acemanuii)
[omerenus s | Cneunanu3upoBaHHas MeOeb;

CaMOCTOSITETILHOM padoThI

KoMmneloTepHas TeXHHMKa C BO3MOXKHOCTBIO TOJAKIIIOUEHHS K
MH()OPMALIMOHHO-TEIEKOMMYHUKAMOHHON  cetn  «MHTepHeT» ¢
o0ecriedeHMeM  JOCTyma B BICKTPOHHYIO  MH(OPMAIMOHHO-
o0pa3oBaTebHYIO0 Cpey YHUBEPCUTETa

3.2. YyeOHo-MeTOANYECKOE 00ecneuyeHne TUCIUILIHHEI

3.2.1. Onucanne KOMILIEKTA JIMIEH3UOHHOTO M CBOOOTHO PACTIPOCTPAHSIEMOT0
NPOrpaMMHOr0 odecrie4eHusi, B TOM YHcJie 0Te4eCTBEHHOI 0 IPOU3BOCTBA

— MicrosoftWindows;
— MicrosoftOffice;

— Cucrema BUICOKOH(EPEHITUH CBSI3H;
— DnektponHo-Ooubmoreynas cucrema «9bC FOPAUT www.biblio-onlin.ru;

— HHOC.

3.2.2. [lepevyeHb JuTepaTypbl, HEOOXOAMMO¥ J1JI51 OCBOEHHS JUCUMIIIIHHBI

'KoMIploTepHasi TEeXHHMKA YCTAHABIMBAETCA JUIS HPOBEAEHUS 3aHATUH CEMMHAPCKOTO THIA 110

npernoaaBaTess B HHPOPMAINOHHO-TEXHUIECKUH OTIEI.

3aABKC
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1. I'pozoBa, O. C. J[lenonpou3BoACTBO: YydeOHOe IMocodue [uIg aKaJIeMHUYeCcKOro
OakanmaBpuata / O. C. I'pozoBa. — MockBa: UznmarensctBo IOpaiit, 2019. — 124 c. -
(Yuusepcutersl Poccun). — ISBN 978-5-534-06787-3. — Texkct: snextponnsiii // IBC FOpaiit
[caitT]. — URL.: https://biblio-online.ru/bcode/438790;

2. Ulysanosa, H. H. OcHoOBBI naenonpou3BojacTBa. S3BIK CIY)XeOHOTO JOKYMEHTA!
y4eOHHMK M TIPAKTUKYM JJIs akajgeMuueckoro Oakanaspuata / H. H. IllyBanosa, A. 0. iBanoBa;
nop obmeit pexakuueit H. H. IllyBanoBoii. — 2-e u3n., nepepa0. u nom. — Mocksa: M3naTenscTBO
IOpaiit, 2019. — 428 c. — (bakanasp. Akagemuueckuii kypc). — ISBN 978-5-534-10848-4. —
Tekcr: anexkrponsnsiii // DBC FOpaiir [caiit]. — URL: https://biblio-online.ru/bcode/439062.

3. KazakeBuu, T. A. JlokymeHTOBenmeHue. J|OKyMEHTAIIMOHHBIM CEpPBHC: YYEOHUK U
NpPaKTUKYM JJIs IpuKiaaHoro 6akanaspuata / T. A. KazakeBuu, A. U. Tkanuy. —2-e u3n., Ucmp.
u gom. — MockBa: M3narensctBo FOpaiit, 2019. —177 c. — (bakanap. IlpuknagHoit Kypc). —
ISBN 978-5-534-06273-1. — Tekcr: anexkrponnsiii // DBC FOpaiit [caiit]. —URL: https://biblio-
online.ru/bcode/437480/.

4. Jlysuna, T. B. Opranuzanus AenONpOU3BOJACTBA B TaMOXXEHHbIX opranax / T. B.
Jlysuna, C. C. PemernukoBa. — MockBa: W3garensctBo IOpaiit, 2019. -273 c. -
(ITpodeccuonansuas npaxktuka). —ISBN 978-5-534-02407-4. — Tekct: snextponnsiii // DbC
FOpaiir [caiit]. ~URL.: https://biblio-online.ru/bcode/437350.

3.2.3. [lepedyeHb UCIOJIb3YeMbIX COBPEMEHHBIX NPO¢eCcCHOHATBbHBIX 023 JAHHBIX H
HHG(OPMANMOHHBIX CIPABOYHBIX PABOBbIX CHCTEM

— cmpaBoyHas npaBoBas cuctema «Koncynprantlmocy;
— chpaBoYHas mpaBoBas cuctema «l apaHT»;
— HHOe.

4. OueHka pe3y/jbTATOB OCBOCHHSI JUCIHUILIMHBI
4.1. TekymuMii KOHTPOJIb YCIIEBAE€MOCTH
4.1.1. Oprann3anus TeKyIero KOHTPoJIsl yCIeBaeMOCTH

Texymuii KOHTPOJIb YCIIEBAEMOCTH (B TOM YHCIIe PYOEKHBIM KOHTPOJIb) 00ECTICUNBACT
OOCHHUBAHUEC XO0Jda OCBOCHHA AUCHUIIJIMHBI U BKJIFOUACT B C€65I YCTHBIﬁ OmpocC, MPAKTUUICCKOC
3amanne(pyOeHbI KOHTPONb). [Ipu OCBOGHMM AUCIUIUIMHBI B OYHOW ()OpPME HCIIOIB3YETCS
0aJUIbHO-PEUTHHTOBasl CHCTEMa, KPUTEPUU OLIEHUBAHMS KaXKJOr0 BHMJA TEKYIIETO KOHTPOJIS
MPEJICTaBJICHBI B TEXHOJIOTUYECKON KapTe AUCUUILIUHBI (TIPUITIOKEHHE).

4.1.2. Opranusanus Texkymero KoutpoJs B IJUOC

Opranuzanusa Tekymero KkoHtpoias mno jaucuumuimHe B OUWMOC  yHuBepcurtera
OCYIIECTBIISICTCS B COOTBETCTBHHM C TEeMaTWYeCKUM IutanoMm (paszenst 2.2.1, 2.2.2, 2.2.3
HacTosed pabodyeld MporpamMMbl), JIOKAIbHBIMH HOPMAaTHBHBIMH AaKTaMU YHUBEPCUTETA,
peraaMeHTHPYIOIIMMH 00pa30BaTeIbHBIN MPOLIECC, a TAK)XKE B COOTBETCTBUU C YCTAaHOBJIEHHBIMU
TpeOOBaHUSAMHU SJCKTPOHHOTO Kypca Ui OOYYalOIIMXCSl OYHO-3A04HOU U 3A04YHOU (hopm
00yuenusa, OCBaWBAIOIIUX OOPAa30BATEIbHYIO MPOTpaMMy C MPUMEHEHHEM JJIEKTPOHHOTO
O6y‘-IeHI/I$I U JUCTAaHIIMOHHBIX 06pa30BaTeJIBHBIX TEXHOJIOT Ul (Ha OCHOBAaHUU 3adABJICHUSA
oOydJaromerocs).

Texymmii KOHTPOJb [UId OOyYarOIIUXCS 10 OYHOU (hopme 00yueHusn, OCBAUBAIOIINX
o0pa3oBaTeNbHyI0 IPOrpaMMy C MPUMEHEHHEM 3JEKTPOHHOTO OOy4YeHHUS M JAMCTAaHIMOHHBIX
00pa30oBaTEeNbHBIX  TEXHOJIOTUH TpelycMaTpuBaeT B IEPBOM CEMECTpE  BBIOJHEHHE
MPAKTUYECKHUX 3aJaHMii,pelieHne pyOeXHOro KOHTPOJS MO KaXIOMYy MOJIYII0 TEMaTHYEeCKOTro
iaHa y4eOHOW IUCIHMIUIMHBI «JleTONmpOM3BOACTBO M JOKYMEHTOOOOpPOT B IOPUCHPYICHIIMH
(CM)» (http://edu.omua.ru/course/view.php?id=433).

B cootBercTBUM ¢ y4eOHBIMH IUIaHAaMH 10 IporpaMMe OakaiaBpHaTaro HaIpaBICHUIO
noarotoBku 40.03.01 FOpucnpyneHuusiHanpaBieHHOCTh (TIPO(HIIB): TpakTaHCKO-TIPABOBOMH,
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yueOHasi TUCIMITINHA «J{eonpon3BOJICTBO U IOKYMEHTOOOOPOT B IOPUCHPYICHIUI U3y4aeTCs
CTyJEHTAMHM Ha NPOTSHKEHHH OZHOro cemectpa. CrleloBaTelIbHO, TEKYIIUH KOHTPOIb MJIS
O0y4aromuxcst 10 OYHO-3A04HOU U 3A0YHOU  (opmam 00yyenusa, OCBAMBAIOIIUX
00pa30BaTeNbHYI0 MPOrpaMMy C NPUMEHEHHEM 3JIEKTPOHHOIO OOydYeHHMs M JUCTAHIIMOHHBIX
00pa30BaTEeNbHBIX TEXHOJOTHH NpeaycMaTpHBAaeT BBIIOJHEHHWE MPAKTHUYECKUX 3aJaHuil 1O
KaXJIOMYy MOAYJIIO Yy4eOHOW AUCHUIUIMHBI «J[e10npoM3BOACTBO M JOKYMEHTOOOOPOT B
IOPUCTIPYACHIIUN (CM)» (http://edu.omua.ru/course/view.php?id=433)u BBIIIOJIHEHHE
KOHTPOJIbHON PabOTHI.

Jlnst o0yqaromuxcs ounoi popmor odyuenus, a Takxke oOydarOIUXCS OYHO-3A0UHOU U
3a04HOI popm o0Oyuenus, 3asBUBIINX 00 OCBOEHMM 00pa3oBaTENbHOI Nporpammsl B (Gopme
ayJUTOPHOM KOHTaKTHOH paboThl, opraHu3amus TeKymero kontposus B OWO yHuBepcutera
BO3MO’KHA B CJIEIYIOIINX CIIy4asx:

— MpHUKa3 pPEKTopa YHUBEpCUTeTa 00 OOYYEHHH HCKIIOYUTEIBHO C IMPHUMEHEHHEM
JIEKTPOHHOTO OOy4YeHMsI M JUCTAHIMOHHBIX OOpa30BATENbHBIX TEXHOJOIMH (B YCIOBHUSAX
BO3HHUKHOBEHUS YPE3BbIYAHBIX CUTYaLUi);

— 3asBJIEHUE 00Y4YaroLIerocs ¢ MPUI0KEHUEM JTOKYMEHTOB, MOATBEPKAAIOMNX HAINYHUE
y HEro YBaXXHUTEIbHON MPHUUUHBI JINYHOTO OTCYTCTBUS HA YUEOHBIX 3aHATHUSX.

4.2. IIlpome:kyTOYHAS aTTeCTANUSA 00Yy4AKOIINXCS
4.2.1. Opranusanusi NPOMe:KYTOYHON aTTecTalus 00y4arommXxcst

[IpomexxyTounasi arrectanus OOy4yalOIIMXCS IO AUCHUIUIMHE IPOBOAUTCS B (opme
3ayeTa U o0ecreurnBaeT OlLICHUBAHHE PEe3yJIbTAaTOB OOYUYEHHUS MO TUCHUIUIMHE B COOTBETCTBHUH C
KOMIIETEHIIMSIMU, YCTAHOBJICHHBIMU 00pa30BaTeIbHON IPOTPAMMOIA.

[IpomexxyTouHast arTecTanusi 00yJaroImuXcs Ha OCHOBE OMJIETOB(TECTOB), BKIIFOUAFOIIIMX
JIBa TEOPETHUUECKUX BOMPOCA U OJTHO MPAKTUIECKOE 3a/IaHUE.

OrneHuBaHue pe3yabTaTOB OOYy4YeHHUS MO JUCHUIUIMHE (YpOBHA C(HOPMUPOBAHHOCTH
KOMIIETEHIIHMI ) MPOBOJAUTCS HA OCHOBE CIIEIYIOIIUX KPUTEPHUEB:

Onenka Kox komnerenunu | Uagukaropel  goctiokeHus | Kputepun oneHuBaHus
KOMIETEHIUH 1o
JUCLUIUINHE

3adreHo VK-4 NYK-4.1. Ha3riBaeT JleMoHCTpHpYET 3HAHHE
TpeOoBaHMsI K OPOPMIICHUIO | TEPMHUHOJIOTHH, n00aBsist
JOKYMEHTOB JIJIs IETIOBON KOMMEHTapuH, MOSICHEHU S,
KOMMYHMKALIUH. 000CHOBaHUS, Jenasi CChUIKM Ha
NVYK-4.4. lemoHCTpHpYET HOPMATHBHO-3aKOHOATEIIbHYIO
BO3MOXKHOCTH CTPOUTH 0azy.
INHCbMEHHYIO peub B IIpakTuueckoe 3aJjaHue
COOTBETCTBUH C BBINOJIHEHO HOJHOCTBHIO.
TpeOOBaHUSIMU Oo6yuaromuiics
roCyJapCTBEHHBIX yMeeT NPUMEHUTh TEOPETUUECKUE
CTaHIapTOB IS 3HaHUs B HPaKTUYECKON
OCYILIECTBIICHHUS ICTTOBOH CUTYyaLluH.
KOMMYHHKALIUH. YBepeHHo JIEMOHCTPUPYET
NYK-4.5. Penraer | HeoOXonMMbBIE ~ HABBIKK  TPH
HETHUITUYHBIC 3a]1auy | BBITIOJIHEHUH 3aJlaHus B
JeNIOBOM KOMMYHHKAIlUM B | COOTBETCTBHM C NPHUBEIEHHBIM
COOTBETCTBHHU C | OTMCaHWEM CHUTYaIluH
TpeOOBaHUSAMHU
roCyJapCTBEHHBIX
CTaHIApTOB B IHCHbMEHHOM
(hopMe Ha ToCyIapCTBEHHOM
SI3BIKE Poccutiickoit
®denepanuu.
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OueHka Kon xomnereniun | MaaukaTopel  poctikenus | Kputepuu orieHUBaHUS
KOMITETCHUIUN 1o
JMCIUIUIAHE
He 3aureno | YK-4 NYK-4.1. HazeiBaeT
TpeOoBaHMs K 0OPMIICHHUIO
. He BJIaJICCT coziepKaHueM
JOKYMEHTOB JIJIS IETIOBOM
npeaMeTa, 3aTpygHSeTCS — IpHU
KOMMYHHIQILITH. CCBUIKaxX Ha HOPMAaTHBHO-
NVYK-4.4. lemoHCTpHpYET p
3aKOHOJATEIbHYIO 0a3y.
BO3MOYKHOCTh CTPOHTH
OtBedass Ha BONPOC, HE MOXKET
NHCHbMEHHYIO peUb B
moxodpaTh  COOTBETCTBYIOILYIO
COOTBETCTBHHU C
TEPMHHOJIOTHIO.
TpeOOBaHUSIMHM
[pakTHyeckoe 3a7aHue B
rOCY/IapCTBEHHBIX
OCHOBHOM HE BBITIOJIHEHO (00beM
CTaH/IaPTOB IS 9
. BBITIOJIHEHHO# YacTH MeHee 2/3 ot
OCYIIECTBIICHUS JICTIOBOM
obmiero o0Obema 3aJaHusl) WIH
KOMMYHHKAIIUH.
TIOJTHOCTBIO HE BBITIOJIHEHO.
NYK-4.5. Pewaer N
OOyuaromuiics MOKa3bIBAET
HETUIUYHBIE 3aauu .
. HE3HAaHHE OCHOBHBIX MOHATHH, HE
ACJIOBOM KOMMYHHKAIlUU B
yMeeT peliath  MPaKTHYCCKHUE
COOTBETCTBUU Cc
3a/1a4u.
TpeOOBaHUSIMH
He nemoncTpupyer Heo6xoauMble
TrOCYIApCTBEHHBIX
. | HaBBIKH npu BBITIOJTHCHUH
CTaHAapTOB B IIMCbMCHHOU
3aJaHiss B COOTBETCTBHH  C
¢dbopMe Ha roCyIapcTBEHHOM .
o . | IPUBEACHHBIM OIMMCaHUEM
SI3bIKE Poccwuiickoi R
®denepanuu. ¥y
4.2.2. Bonipochl K 3a4€éTy
1. JloxyMeHT B CUCTEME yIPABIICHHUS.
2.  OCHOBHBIC MTOHSATHUS JICTOMPONU3BOJICTBA U JOKYMEHTOO0OPOTA.
3. Hcropus pazButus aeiaonpousBojacTsa B Poccun.
4. HopwmaruBHas 6a3a JeIONPOU3BO/ICTBA.
5. Knaccudukanus 10KyMeHTOB.
6. IlpaBmia cocTaBiaeHUs! JOKYMEHTOB.
7.  SI3BIK TOKyMEHTOB.
8. IlpaBwmna ucmnonas3oBaHus mpudTa, OTCTYIOB, UHTEPBAJIOB U MOJeH B 0(OpMIICHUN

JIOKYMEHTOB.

9. CmocoObI opopmieHUs JaT B TOKYMEHTAX.

10. Coxkparienue ciI0B ¥ CJIOBOCOUYETAHHUM B JOKYMEHTE.
11. OdopmieHue B JOKyMEHTaX HAMCAHUS YHCEIL.

12. Hanmcanue GpU3NYECKUX BEITUYHH.

13. Odopmnenue maTeMaTudeckux (Gopmyi.

14. Odopmrnenue Tabuum.

15. TpeboBanus Kk 0OPMICHUIO PEKBU3UTOB OPTaHU3AIIMOHHO-PACTIOPSIUTEILHBIX

JIOKYMEHTOB

16. OOmas XxapakTEepUCTHKA OpPTraHU3AIMOHHBIX JJOKYMEHTOB.

17. Vcras.
18. Tlonoxenwue.
19. IlIraTHOe pacnucaHue.

20. JlomxkHOCTHASI HHCTPYKITHSA.
21. MHdopManmoHHO-CIIPaBOYHBIE TOKYMEHTHI - OOIIHE XapaKTePUCTHKH.

22. AKkKT.




23. TIlporoxod.

24. Tenerpamma

25. Tenedonorpamma.
26. 3amuckH.

27. CnyxebHOe MHUCHMO.

4.2.3. Tunossble 3a1aHNs K IK3aMeHY
3ananue 1
[MonroroButes mpoekT cayxkeOHoro mmcbMa u3  CHOMPCKOrO  IOPHIUYECKOTO
yauBepcutetaB YBJ[ mo OMckoil o6act ¢ mpock00i MpeaoCcTaBUTh KPaTKyr HH(OPMAITUIO O
COCTOSIHUM TIpaBoOIOpsKa Ha Teppuropur OMckoit obmactu B 2015 1. Ans HCMONB30BaHUS B
yueOHOM mpornecce. Ilpu odopmiieHMM JOKyMEHTa HCIOJNb30BaTh YIJIOBOW BapUaHT
pacrioyioKeHUs] PEKBU3UTOB Ha OJIaHKe.

3aganue 2
[TonroroBuTh MOpoOEKT chaykeOHoro mnuckMa u3  CHOMPCKOro  IOPUAMYECKOTO
yauBepcureta B MCY Ne 4 1. OMcka ¢ mpoch0Od MpeaoCTaBUTh CBEIEHHUS O COCTOSHHUH
310poBbs cTyaeHTa CumakoBa A. A., kotopslit Obut goctaBiieH B MCY Ne 4 3 centsiops 2015 r.
1ocjae JOPOXKHO-TPAHCIIOPTHOTO IpoucuiecTBus. [lpu odopmieHnn HoOKyMeHTa HCHOIb30BATh
YIJI0BOM BapHaHT PacIOIOKEHUS pEKBU3UTOB Ha OJIaHKe.

3aganue 3
[MonroroBute mpoekT ciayxeOHoro mmcbMa u3  CHOMPCKOrO  IOPHIUYECKOTO
yHuBepcuTeTta B OMCKUN 00JaCTHOM CyJl ¢ POChOOW MPENCTaBUTh KOIWU MPUTOBOPOB MO CT.
127.1 VYK P® «Toprosna moaspmu» 3a 2001-2009 rr. nns mnpoBeneHus HaydHO-
HCCIIe0BaTeNbcko paboThl. [lpu odopmiieHHE TOKyMEHTa HMCIOJIB30BaTh YIJIOBOM BapUaHT
pacroyioKeHUs] pEKBU3UTOB Ha OJIaHKe.

3amanmue 4
[TonroroBuTh MOpoeKT ciaykeOHoro mnuckMa u3  CHOMPCKOro  IOPUAMYECKOTO
yHuBepcuretaB KyiiObimeBckuili paiioHHbIi cyq r. OMcka ¢ mpocb0OW NMperoCcTaBUTh KOIMHUH
npuroBopoB mo cr. 105 YK P® «Yo6wuiictBo» 3a 2015 r. mis uMCmoab30BaHHS B y4eOHOM
nporecce. Ilpu odopmieHnn TOKYMEHTa HCIIOJIb30BaTh YIJIOBOW BapUaHT PACHOJIOKCHHS
PEKBU3HUTOB Ha OJaHKE.

3aganue 5
[MonroroButes mpoekT ciayxeOHoro mHcbMa w3  CHOMPCKOro  IOPHIUYECKOTO
yHuBepcutTeTaB KyiiObimeBckuii paitoHHbIA cyq T. OMcka ¢ mpocbOOH MpeACTaBUTh KOTHH
npuroBopoB 1o cT. 258 YK PO «He3zakonnas oxota» 3a 2015 1. 11 Hcmonb30BaHus B y4eOHOM
npouecce. Ilpn odopmieHnn MOKyMEHTa HCIIOIB30BATh YIJIOBOM BapuaHT pacIlOIOKECHUS
PEKBU3UTOB Ha OJIaHKE.

4.2.4. Oprann3anusi NpoMe;KyTOYHOM aTTecTanus odyyaommxcess B JUOC

Opranuzanys TpoMeXyTouHOU artectanuu no aucuumimae B OMOC yHuBepcutera s
00YYaIOIINXCS OYHO-3A0UHOU U 3A04UHOU (OpM 00yYeHUs, OCBAMBAIONINX O0Opa30BaTEIBHYIO
nporpaMmMy C TPUMEHEHHUEM SJIEKTPOHHOTO OOYYEeHHS W JIUCTAHIIMOHHBIX 00pa3oBaTEIbHBIX
TEXHOJIOTUH (Ha OCHOBAaHUM 3asBJICHUSA OOydarolerocs), HNpoBoAUTCcS B (opme 3ayera B
COOTBETCTBUHU C JIOKAIBHBIMA HOPMATHUBHBIMHU aKTaMH YHHUBEPCHUTETA, PETJIAMEHTHUPYIOUTUMU
06pa3OBaTean51171 Hpouecc, a TakKKE€ B COOTBCTCTBUU C YCTaHOBJIeHHBIMI/I Tpe6OBaHI/I}IMI/I
AJIEKTPOHHOTO Kypca.



[IpomexxyTouHasi arTecTanusl Uil OOYYAIOUIUXCS OYHO-3A0YHOU U 3A04UHOU (opm
o0yuenus, OCBaMBAIOIUX O00pa30BATENbHYIO MPOrpaMMy C IPUMEHEHUEM 3JIEKTPOHHOIO
Oo0y4YeHHsI W JIUCTAHLMOHHBIX 00pA30BaTEIbHBIX TEXHOJOTMH MPEAYCMAaTPHBAET BBIOJHEHHE
3a4€THOTO 3aJJaHMsI IEKTPOHHOTO Kypca.

Jlnst 0Oy4arouxcst 04YHOu hopmuvl 00yuenuA, a TAKKe 00YHAIOIIUXCA OYHO-3A0YHOI U
3a04HOIl popm 00yuenus, 3asBUBIINX 00 OCBOEHMM 00pa3oBaTENbHOI Nporpammsl B (Gopme
ayJIUTOPHOM KOHTaKTHOM pabOThl, OpraHu3alys NpPOMEXyTOo4HOM arrectauun B OUOC
YHHUBEPCHUTETA BO3MOKHA B CIEIYIOIUX CIydasx:

— MpHUKa3 pPEKTopa YHUBEpcUTeTa 00 OOYYEHHH HCKIIOYUTEIBHO C IPHUMEHEHHEM
JIEKTPOHHOTO OOy4YeHMsI M JUCTAHIMOHHBIX OOpa30BATENbHBIX TEXHOJOIMH (B YCIOBHUSAX
BO3HHUKHOBEHUS YPE3BbIYAHBIX CUTYaLUi);

— 3asBJIEHUE 00Y4aroLIerocs ¢ MPUI0KEHUEM JTOKYMEHTOB, MOATBEPKAAIOMUX HAINYHUE
y HEro YBaXXHUTEIbHON NMPHUUMHBI JIMYHOTO MPUCYTCTBUS HA YUCOHBIX 3aHATHIX.



IIpunoxenue

TexHosornyeckasi KapTa JUCHHMILIHHBI
(0151 ouHOM opMBbI 00yUeHHUsT)

IIpenonasarens:

JucnuninHza:
Hanpasnenue noaroTroBku:
Kamuduxarms:
[Tpoduns mOATOTOBKH:
Kypc:
KoauuectBo yacos:
JIEKIINH
IIPaKTUYECKUX 3aHATUN
CPC
dopma NPOMEKYTOUHOU aTTECTALIUH:

Hopodees A.B., crapuuii npenogasarens Kadeapsl
KOHCTUTYIIMOHHOT'O U aJIMUHUCTPATUBHOTO IIPaBa
YOV BO «Cubupckuit 1opuanuecKuit
YHHUBEPCHUTET»

Jlenornpou3BoACTBO U JOKYMEHTOOOOPOT B
IOPUCIIPYACHLIUU

40.03.01 FOpucnpynenuus

bakanasp

I'paxxmancko-mpaBoBOit

1 Cemectp 1

12
20
3a4yer

Makcumainb
Buael koHTpOIIS Hoe
KOJIMYECTBO
0aymioB
Texkymmii KOHTPOJIb 30
PyGeskHbli KOHTPOJIb 30
IIpome:kyTouHasi aTTecTanusi 40
HWToro mo giucuuIIvnHe: 100
Makcumainb
Bunbl yueOHOM 1eITeTbHOCTH CTYICHTOB HOC
KOJIMYECTBO
0aJIoB
Mopayas 1 IlonsiTHe, conep:kaHue U 3Ha4YeHHUe 1eJ10NPOU3BOACTBA
Texkymmii KOHTPOJIb 15
Y CTHBII OTBET S
[IpakTrueckoe 3agaHnue 10
Py6eskHbIi KOHTPOJIb 15
[TpakTrueckoe 3amanreno MarepuaiamMmmoayis 1 15
MoayJs 2. JlokyMeHTHPOBaHNE YIIPABJIEHYECKOM 1eATeJIbHOCTH
Texkymmii KOHTPOJIb 15
Y CTHBIH OTBET S
[TpakTHyeckoe 3a1aHne 10
Py0e:xHbIN KOHTPOJIb 15
[TpakTrueckoe 3aaHue 1Mo MaTepuanam MOays 2 15
IIpome:xxyTOUHASI ATTECTAIUA 40
3auer 40
JlonmosHuTEIbHBIE 0AJUIBI 32 BBICOKYIO KYJIbTYPY YU€OHOI 1eSITeJIbHOCTH 10




YCTHBIN onpoc

Kpurepuu banist
[TostHBIE, TOUHBIE U MTOCIIEOBATEIbLHBIC OTBETHI HA BOITPOCHI 5
HecymecTBeHHbIe OIIMOKY M HETOYHOCTH B MPABUIILHO M3JI0’KEHHBIX OTBETAX 3
CymiecTBeHHbIe OMIMOKHM ¥ HETOYHOCTH B U3JI0’KEHHBIX OTBETaX 0
IIpakTHyeckoe 3aaHue 10
Kpurepuu banist
[TpakTrueckoe 3a1aHue BHITTOITHEHO IMOJTHOCTHIO 10
[Tpu BBIMOIHEHUY MPAKTUYECKOTO 3aJaHUS JOMYIIEHbI OITHOKHI 5
3aaHne He BBIIIOIHEHO 0
Py0e:xHbIN KOHTPOJIb (IPaKTHYeCKOe 3aJaHue) 15
Kpurepuu banist
3aganue BeIoiaHeHO Ha 85-100% 15
3aganue BeIoHeHo Ha 70-85% 10
3amanue BeInoaHEHO HA 50-70% 5
3amanne BLITOIHEHO MeHee Ha 50% 0
3.0TBeT Ha 3a4eTe 40
Kpurepun
CTymneHT CTpOUT OTBET JIOTUYHO B COOTBETCTBHH C IUIAHOM, IIOKa3bIBAaET 40
MaKCHMaJbHO TJIYOOKHE 3HaHUS Mpo(ecCHOHANBHBIX TEPMHUHOB, IOHSATHIA,
KAaTeropuii, KOHLENIMM U  TEOpPUH.  YCTAaHABIMBACT  COJEPKATEIIbHbBIC
MEXIpEAMETHbIE CBSI3U. Pa3BepHYTO apryMEeHTHPYET BBIIBUTAEMbIE MOJIOKECHHUS,
NPUBOAUT yOernuTenbHble TpuMepbl. OOHApYXKHBAeT CHOCOOHOCTh aHaIW3a H
pacuera B OCBEIICHUM pa3IMYHBIX KOHLeENUuW. Jlemaer coaepkaTenbHbIE
BBIBOJIBI. JIeMOHCTpHpYET 3HAHHUE CIEIUATBHON JINTEPATyphl B paMKax y4eOHOTo
METOJUYECKOT0 KOMIUIEKCa U JIONOJHUTENbHBIX HCTOYHHUKOB HH(OpPMAILIUH.
JleMOHCTpHpYeT HaBBIKA PEIICHUS MPEUIOKECHHBIX MPAKTHYECKUX CUTYalluil H
3ajad, gomyckaet 0osiee 85% mpaBHIIbHBIX OTBETOB.
CTyIleHT CTPOUT CBOMl OTBET B COOTBETCTBUU C IJIAaHOM. B oTBeTe mpecTaBiieHbI 30
pa3IUYHBIE MOAXOABI K MpobiemMe, HO WX OOOCHOBAaHME HEIOCTATOYHO IIOJHO.
VYcraHaBnuBaeT — colep)KaTelbHbIE  MEXIIpeIMETHble  CBA3U.  Pa3BepHyTO
apryMEHTHUPYET BBIIBUTACMBIE IOJIOKCHUSI, TIPUBOJAUT HEOOXOAMMBIE MPUMEPHI,
OJIHAKO TIOKa3bIBA€T HEKOTOPYIO HEIOCIIE0BaTeIbHOCTh aHalln3a. BbIBOIbI
NpaBWIbHEL. Peub TpamMoTHA, UCHONB3yeTcs mpodeccnoHalbHas —JIEKCHKA.
JleMOHCTpUpYyeT 3HaHHE CIEUUaIbHOW JUTepaTyphl B paMKax ydeOHOro
METOJMYECKOTO0 KOMIUIEKCA W JIONMOJHUTENBHBIX HCTOYHUKOB HH(OPMAIIHH.
JleMOHCTpHUpYeT HaBBIKM DPELIECHUS MPEUIOKEHHBIX MPAKTHUYECKUX CHUTyaluil u
3anad, nomyckaer 6onee 70% mpaBUIIBHBIX OTBETOB.
CTylleHT CTPOUT CBOM OTBET B COOTBETCTBUU C IJIAaHOM. B oTBeTe mpeacTaBiieHbI 20

pa3IUYHBIE MOAXOABI K MpobiemMe, HO WX OOOCHOBAaHME HEIOCTATOYHO IIOJHO.
VYcraHaBnmuBaeT — coJep)KaTelbHbIE  MEXIpPEAMETHbIe  CBsi3u.  Pa3BepHyTO
aApryMEHTHUPYET BBIIBUTACMBIE IOJIOKCHUSI, TIPUBOJAUT HEOOXOAMMEBIE MPUMEPHI,
OJIHAKO TIOKa3bIBAET HEKOTOPYIO HEIOCIICIOBATEILHOCTh aHalin3a. BhIBOABI HE
BCerja MpaBWIbHBL. Pedb He Bcerja IpaMOTHA, UCIIONIBb3yeTcs podeccnoHanbHas
Jekcuka. JleMOHCTpupyeT 3HaHUE CHEIUATbHOW JTUTEPATypPhl B paMKaxX Y4eOHOTO
METOJIMYECKOT0 KOMIUIEKCa 0€3 OMOTHHUTEIbHBIX HCTOYHUKOB HH(OPMAIIHH.
JIeMOHCTpHUpYET HaBBIKA PEHICHUS TPEIJIOKCHHBIX MPAKTUYCCKUX CUTYallUd H
3anad4, nomyckaer 6onee 50% npaBUIHHBIX OTBETOB.




CTyaeHT HeIOCTaTOYHO PACKPBIBACT MPO(PECCHOHAIBHBIC MOHATHS, KaTeropus,
KOHIICIIIIUHY, TGOpI/II/I. CTYI[GHT HpOHBH}IeT CTpeM.HeHI/Ie IIOAMCHUTDH Haquoe
000ocHOBaHHUE TPOOJIEM pACCYKICHHUSIMHU OOBIJICHHO-TTOBCETHEBHOTO OBITOBOTO
xapakrepa. OTBET COIEPXKUT PsA  CEPbE3HBIX HETOYHOCTEW. BpIBOIBI
MOBEPXHOCTHHI. MIMeeT MecTo oueHb HU3KWHW YpPOBEHb BBIITOJHEHHUS TECTOB,
KOHTPOJIbHBIX M NPAKTUYECKUX 33aJaHMA B TeueHHe Yy4eOHOro mpolecca.
JIeMOHCTpHUpYET HaBBIKA PEHICHUS TPEIJIOKCHHBIX MPAKTUYCCKUX CUTYallUd H
3aza4, jonyckaer MmeHee 50% NpaBUIIbHBIX OTBETOB.




JlonmosiHeHns1 M U3MEHEHHs K padoyeil mporpamMmme
AUCHMIUIMHBI « »Ha 20__ /20 y4yeOHBIN rox

B pabouyto nmporpaMmy BHECEHBI CIEIYIOIINE JOTIOTHEHUS U/ U H3MEHEHHUS:

(ykazvieaemcs pasoel U Kpamkas XapakmepucmuKkd 6HECeHHbIX UBMEHeHUll U
00nonHeHull, 8 ciyiae Omcymcmeus OONOJIHEeHUll U U3MeHeHUll 6Hocumcs 3anucy «llpunsama 6e3
U3MEHEHUU»);

JlomioHEeHUs 1 U3MEHEHUS B pabouyro MporpaMmy BHEC:
®.1.0., 10JKHOCTh, yU4€Has CTEIEHb, 3BaHUE.
JlononHeHUss W M3MEHEHHUs, BHECEHHBbIE B pabodyl0 NIpOrpaMMy, PacCMOTPEHBI H
0/100peHBl Ha 3acelaHuu KadeIps (mpotokon Ne ot
). PaGouast mporpaMma pekoMeH10BaHa K Ucmonb30BaHuio B 20 /20 yyeOHOM romay
st ooydarommxes 20 roga Habopa.

3aBeayromuii kadeapoit H. O. amumiug
YTBEPXJIEHO
HAa 3aC€IaHUN METOJINYECKOTO COBETA,
MPOTOKOJ OT 20 1. Noe
IIpeacenarens METOAMYECKOTO COBETA 10. A. bypaenbHas
« » 20 T
Ilpumeuanue.

Paszoenvt  paboueii npocpammvl, 6 Komopvie 6HeceHbl USMEHEeHUs U OONOJIHeHUs
pacneuamvi8aiomcs U NPUKIAObIBAIOMCS K NeYamHoMy 6apuanmy paboueti npozpammvl. B
NEKMPOHHOM 8apuanme padoueli npocpammbvl BPOU3BOOUMCS OOHOGIEHUE PA30eN08, 8 KOMOpble
BHECeHbl U3MEHEHUs. U OONOJIHEHUS.



