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Pabowas mnporpamMma IUCHMIUIMHBI «/lemonpou3BOACTBO U JTOKYMEHTOOOOpPOT B
IOPUCTIPYICHLIUN»

[Iporpamma cocTaBieHa B  COOTBETCTBUH C  TpeOoBaHUSAMHU  (eAepaTbHOTO
rOCYJapCTBEHHOTO 00pPa30BaTEIBLHOTO CTaHIApTa BBICHIETO OOpa3oBaHUs — OakajdaBpuaT IO
HanpaBieHuto  noarotoBku  40.03.01 FOpucnpynenuus, YTBEPKIECHHOTO  MPHUKA30M
MuHucTepcTBa HayKu | BBICIIET0 oOpa3oBanus Poccutickoit @enepanuu ot 13 aBrycra 2020 .
Ne 1011.

[Iporpammy cocraBui:
Henucos HO. I1., nouieHT kKadeapsl KOHCTUTYIITMOHHOTO M aIMUHICTPATUBHOTO MpaBa
YOV BO «Cubupckuii IopuHuecKuil yHUBEPCUTET», KaHAUIAT MOJTUTHYECKUX HAYK.



1. lesu ocBOeHMS U CHUILITHHBI,
IUIAHHpYeMble Pe3yabTaThl 00y4eHHUsI 10 AU CHHUIJIMHE

JucuunnuHa «J1enonpou3BoJCTBO U TOKYMEHTOOOOPOT B IOPUCTIPYICHIIUNY HaIlpaBJIeHa
Ha JIOCTWXKCHHE IUIAHUPYEMBIX pPe3yJbTaToOB OCHOBHOW IMpo¢ecCHOHATBbHONW 00pa30BaTeIbHOM
IIPOrpaMMBbI BhICIIET0 00pa3oBaHUs — MporpamMmbl OakajlaBprara o HaIpaBJIECHUIO MOJITOTOBKU
40.03.01 HKOpucnpyneHiusi, yroJoBHO-IPaBOBOHM (Jajiee COOTBETCTBEHHO — JAUCHUIUIMHA,
oOpasoBarenbHas MpPOrpaMma).

B pesynbTare 0CBOEHHS AUCHUILIUHBI Y 00y4aromerocs MOKHbBI 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 NYK-4.1. 3naeT HOpMEI NVYK-4.1. 3naet HOpMBI
OCYIIECTBIISTH COBPEMEHHOT0 PYCCKOTO COBPEMEHHOT'0 PYCCKOTO
JIEJIOBYIO JUTEPATYPHOTO SA3bIKA IPU | JTUTEPATYPHOTO SI3bIKa MPU

KOMMYHUKAIIHIO B
YCTHOM Y NMMUCbMEHHOM
(dhopmax Ha
roCy/IapCTBEHHOM
s3pike Poccuiickoit
®denepanuu u
MHOCTPAHHOM (BIX)
SI3BIKE (aX)

€ro UCTOJIb30BaHHUU B
Ka4yecTBe
TOCY/IapCTBEHHOTO SI3bIKA
Poccwuiickoi @enepannn.
NYK-4.1. 3naeT 0CHOBEI
JIEIIOBOM KOMMYHHUKAIINH.
NYK-4.2. 3naer
JIOTUYECKHUE TTPUEMBI
MOCTPOEHUS ICHOU U

€ro UCIONb30BaHUU B
KadecTBe
rOCyIapCTBEHHOTO SI3bIKA
Poccuiickoit @enepanun.
NVYK-4.3. Ymeer
HCTIOJIb30BaTh PYCCKUM
SI3BIK KaK
rOCYIapCTBEHHBIN S3BIK
Poccuiickoii ®enepanuu B

MIPaBHJILHOM PeUr B YCTHOH | MpoheCCHOHAIbHOMN

Y IUCBMEHHOM popmax. JESTSILHOCTH U TSt
NYK-4.3. YMmeer po(heCCUOHATIBHOTO
HCITOJIH30BATh PYCCKHIA OOIICHMS.

SI3BIK KaK TOCYJapCTBEHHBIN
s3bIK Poccuiickoi
®denepanuu B

NVYK-4.4. Ymeer cTpouthb
YCTHYIO ¥ IUCBMEHHYIO
pedb JIOTUYHO, TPABIIBEHO

npodecCHOHANTEHON U SICHO TS

JeSITETIbHOCTH | JJIS OCYIIECTBIICHUS JICTOBOM
po(heCCHOHATBHOTO KOMMYHHUKAIIWH.

00IIIeHUSI. NYK-4.5. Bnageer

NYK-4.4. YMmeeT cTpouTh
YCTHYIO ¥ TUCbMEHHYIO

HaBBIKAMU OCYIIIECTBICHHS
JIETTOBOM KOMMYHHUKAIIUU B

peyYb JOTUYHO, IPABUIIBHO YCTHOM M  NHCHbMEHHOU
U SICHO JIJISL OCYIIECTBICHUS | (hopMax Ha
JIeJI0BOM KOMMYHHUKALIUU. FOCYJapCTBEHHOM  S3BIKE

NYK-4.5. Bnageer
HaBBIKAMU OCYIIIECTBIICHHSI
JIeTIOBOW KOMMYHUKAIIMH B
YCTHOM Y NMMHUCbMEHHOMN
(dhopmax Ha
rOCyJapCTBEHHOM SI3bIKE
Poccuiickoit @enepannn

Poccuiickoit @enepauuu.




2. O0bem, CTPYKTYpa U coep:KaHue TUCHUTIIHHBI

OO01mas TpyI0eMKOCTh (00beM) NUCHUIIINHBI COCTaBISAET 36 4acoB, | 3adeTHas eIMHHUIIA.

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

OOpazoBaTenbHast NIEATEIHHOCTh B paMKax H3yUeHUS AUCIHUIUIMHBI MPOBOJUTCS B
cienyromux hopmax:

— KOHTaKTHasi paboTa o0ydyaronmxcs ¢ NeIarorndeCKuMU padOTHUKAMH OpTaHU3alluu 1
(MM) HMIaMu, IPUBJICKaEMBIMU OpPTaHU3aIlMe K pean3alui 00pa3oBaTeIbHBIX MMPOrpaMM Ha
UHBIX YCIIOBUSAX (Jjajiee — KOHTAaKTHas paboTa);

— CaMOCTOATENbHAs paboTa 00yJYarOIINUXCS,;

— TMpaKTUYecKash TMOJTrOTOBKA, IMpeAyCcMaTpUBAOIIas y4yacTHe OOydJalomuxcs B
BBIITOJIHEHUH OTICIBHBIX JJIEMEHTOB paloT, CBS3aHHBIX C Oyaymed mnpodeccHoHaIbHOMI
JESTENIbHOCTHIO BO BpEeMs ITPOBEJICHUS 3aHATUI CEMUHAPCKOTO THIIA.

[Ipu mpoBeneHnn y4eOHBIX 3aHATUN MO JAUCIMIUIMHE y OOydJaromMXcsl 00ecreunBaeTcst
pa3BUTHE HABBIKOB KOMaHIHOW pa0OThI, MEKINIYHOCTHON KOMMYHUKAITMH, IPUHSITHS PEIICHUH,
JUIIEPCKUX KaueCcTB, BKIIOYAs MPOBEACHUE aHAIM3a CHUTYallWd, Jajee COOTBETCTBEHHO —
UHTEpaKTUBHBIE (POPMBI pabOTHI.

2.1. Conep:xaHue TUCHUILINHBI
Monyas 1. [lonsiTue, conepxxaHue U 3HaYeHHe 1eJ0NPOU3BOACTBA

Tema 1. BBeieHne B 1eJI0NPOU3BOICTBO
JlokymeHT B cucreMe ymnpaBieHHs. ['0CylnapCTBEHHOE pEryJaupOBaHHME JEIONPOU3BOACTBA.
Komurer Poccuiickoit ®enepauuu 1O CTaHJAPTU3ALUH, METPOJOTHH M  CEePTU(DUKAIIUH.
VYmopasnenne npeanpusitueM. JlokymeHnT. HMHdopmannoHHBIE TpOLECCH  MPEIPHUSITHS.
Henonpoussoacrso. Llens nenonpounsBoncrBa. OCHOBHBIE 3a7auu AEIONPOU3BOACTBA. DOpMBI
OpraHu3aluu  Jenonpou3BoAcTBa. JlokymentupoBanue. CpencrtBa  JTOKYMEHTHPOBAHHS.
Opunnueckass cuma.  PexBusur. @opmynssp npokymeHnta. Cuctema  JIOKyMEHTAlUH.
JlokyMeHTOO0OpOT yupekaeHus. BHeNHUN 1 BHYTPEHHHI KOHTYPBI TOKYMEHTO000POTA.
Wcropust pa3Butus nenonpousBoicTBa B Poccuu. 3apokaeHue cuCTEMBI AEIONPOM3BOACTBA.
IIpukaznoe JIEJIOTIPOU3BOJICTBO. Komnmexckoe JIETTOTTPOU3BOJICTBO. Munucrepckoe
nenonpou3BoAcTBO. COBETCKUI NEPUOA FOCYAaPCTBEHHOTO €0 POU3BO/ICTBA.
HopmatuBHass 06a3a Jnenonmpou3BOJCTBA. 3aKOHOAATEIbHBIE U TPaBOBbIE aKThl B cdepe
uHpopMmaTtuzaumu U AokyMmMeHTanmuu. ['ocymapctBennbie  ctanmaptel  (I'OCTw) Ha
nokymentanuto. Cranmapt. Kmaccudukarop. Knaccuduxaropsl. [N'ocymapcTBeHHass cucrtema
JTOKyMeHTarmoHHoro obecniedenus ynpasienus ([CAOY).

Tema 2. Knaccudukanms, si3bIK U NPABWIA COCTABJIEHUS IOKYMEHTOB
Knaccudukanmst moxkymentoB. IlpaBunma coctaBiaeHuss J0KymMeHTOB. biank. OCHOBHBIE
PCKBU3UTLL JOKYMCHTOB! HanMCHOBAaHUC OpraHu3saluu, CBCIACHUSA 06 opraHusaluu,
HAaUMEHOBAaHME BHJAa JOKYMEHTa, Jara JOKyMeHTa OO0ECHeurBaeT OPUIUYECKYIO0 CHITY
JOKYMEHTA, PETUCTPAllMOHHBI HOMEp JOKYMEHTA, TpU( OTpaHUYEHHUs JOCTYyIa K JOKYMEHTY,
ajZipecat, pe3oJIIoIus, 3arojOBOK K TEKCTY, OTMETKa O KOHTpOJIE, TEKCT JOKYMEHTa, OTMETKa O
HAJIMYUU TPUIIOKEHUS, TOANHNCh. YacTu peKBU3UTOB. SI3BIK JOKYMEHTOB. SI3BIKOBBIE (DOPMYIIBL.
[TocTpoenue npennoKeHuun.

Monayasb 2. [lokyMeHTHPOBaHME YIIPABJIEHYECKOM 1eATeJIbHOCTH

Tema 3. O01mme HOpMBI 1 MPaBUJIA 0(POPMIIEHUA TOKYMEHTOB



[IpaBuna ucnonp3oBanus mprudTa, OTCTYIOB, HHTEPBAJIOB U 10JIeH B 0(pOPMIICHUN JJOKYMEHTOB.
Cnoco6s1 opopmieHus aat B 1okyMeHTax. COKpalieHue CJIOB U CIIOBOCOYETAHUN B JIOKYMEHTE.
Odopmiienne B JOKyMeHTax HanmucaHnus yncen. Hanucanue ¢pusznyeckux Benuund. OpopmieHue
MareMatuueckux Gopmyi. Odopmierue Tadauir.

Tema 4. TpeooBanus kK 0poOpMJIEHHIO PEKBU3UTOB OPraHNU3alMOHHO-PACTIOPSAUTEIbHBIX
AOKYMEHTOB

lNocynapcrBennsiii repd Poccuiickoit ®eneparuu. ['epd cyOobekta Poccuiickoit denepanmm.
OMbnema opraHu3any Wid ToBapHbIN 3HaK. Kox opranuzamuu. OCHOBHOM TOCyAapCTBEHHBIN
peructpanvionnsiii  HomMep (OI'PH) ropummueckoro mmma. WaeHTHdUKAIIMOHHBIA HOMEP
HAJIOTOIUIATENBINNKA/KOA TpUYNHBl 1ocTaHoBku Ha yder (MHH/KIIIT). HaumenoBanue
opranuzanuu. CrnpaBouHble JaHHble 00 opranu3anuu. HaumeHoBanue BuJa nokymeHTta. Jlata
JOKyMeHTa. PerucrpanoHHblil HoMep fokyMeHTa. CChliIka Ha pErUCTPallMOHHBIA HOMED U 1aTy
JOKyMeHTa. MecCTo COCTaBJeHHS WM W3JaHus JOKyMeHTa. Anpecar. I'pud yrBepkaeHus
JOKyMeHTa. Pe3ontonus. 3aroyioBok K TekcTy. OTMeTKa 0 KoHTpode. Teker nokymeHnTa. OTMeTKa
o Hamnuuu npwioxeHus. [loamuce. 'pud cormacoBanust gokymeHTa. Busbl coriacoBaHus
nokymenTta. Ottuck neyatu. OTMeTka o 3aBepeHuu konuu. OTMeTka 00 ncnoiaurene. OTMeTka
00 MCTMOJHEHUH JOKYMEHTa U HampaBieHUH ero B J1en0. OTMeTKa 0 MOCTYIUIEHWH JOKYMEHTa B
opranu3zaiuio. UneHTuukaTop 3JeKTPOHHOM KOIUH JOKYMEHTA.

Tema 5. Opopmirenne OpraHM3aMOHHBIX IOKYMEHTOB
OO6mias XxapakTepuCcTUKa OPraHN3aMOHHBIX IOKYMEHTOB.
[TonroToBKka M yTBEpXKACHHE OpPraHU3AlMOHHBIX JOKyMEHTOB. (O0s3aTenbHbIe PEKBU3UTHI
OpPraHU3alMOHHBIX JOKYMEHTOB. YcTaB. PexkBu3utbl ycraBa. [lomoxenue. PexkBU3UTHI
nonoxxkeHus. llratHoe pacnucanue. PekBU3WUTBHI IITATHOrO pacnucaHus. JlOJKHOCTHAs
MHCTPYKIUA. PEKBU3UTHI TOKHOCTHON MHCTPYKIIMU. Pa3aensl 10KHOCTHON HHCTPYKIIUH.



2.2. PekOMeHIAMH MO BHINOJHEHUIO CAMOCTOATEIbHON PadoThI MO0 TUCHUILIUHE

PeKOMeHI[aI_[I/II/I I1I0 BBIITIOJIHCHUIO CaMOCTOﬂTeHBHOﬁ pa6OTI>I 10 MOI[yJ'DIM JOUCIIUIIIINHBI
MIPUBEJICHBI B TAOIHUIIE.

Buna padorsbl

Conep:xanue (mepeveHb
BOIIPOCOB)

PexoMennanuu

MogayJs 1. «IlonsiTue, conep:xkaHue M 3HaYeHHE 1eJT0NPOU3BOACTBA»

ITonroroBka K
JICKIIUSIM

CaMOCTOSITETbHOE U3YYEHUE
BOIIPOCOB:

1. Ucropuueckoe pazButue
JnenonpousBonacTtsa B Poccuu u
3Tallbl €r0 Pa3BUTHS.

2. OCHOBHBIE TIOJIOKEHUS IO
JIOKYMEHTHUPOBAHUIO

YIIPABJICHUYECKOU NEATEIBHOCTH.

HopmartusHo — paBoBas 6aza
JIEIONPOU3BOICTBA.

3. Yuuduxanus u
CTaHIapTHU3AIMS B
JICITOTIPOU3BOJICTBE

1. I'po3osa, O. C. [Ienonpon3BoICTBO:
yueOHOe 1ocodue AJIs aKaIeMUIECKOTo
6akanaBpuata / O. C. I'po3oBa. — Mockaa:
W3parensctBo KOpaiit, 2019. — 124 c. —
(Yausepcutetsl Poccun). — ISBN 978-5-
534-06787-3. — TekcT: 2JIEKTPOHHBIH //
OBC [Opaiir [caiiT]. — URL: https://biblio-
online.ru/bcode/438790;

2. lysanosa, H. H. OcHOBBI
JIEIIOTPOU3BOJICTBA. SI3BIK CITy:keOHOTO
JTOKYMEHTa: y4eOHUK U MPAKTHUKYM IS
akagemuueckoro Oakamaspuara / H. H.
[llysanoga, A. 1O. liBanoBa; mos oOmiei



https://biblio-online.ru/bcode/438790
https://biblio-online.ru/bcode/438790

Bua paGorsl

Conep:xanue (nmepeyeHb
BOIIPOCOB)

Pexomennannu

4. JlokyMeHT u ero (yHKIIHH.

5. Bunbl opraHu3anioHHO —
pacnopsSAUTENbHBIX JOKYMEHTOB
(OP/1) u mpusHaKu ux
KJ1acCU(PUKAIIHIH.

6. JlokyMeHTbI
OpraHHU3aIIOHHBIE,
pacnopsauTeabHbIE, 0 TMYHOMY
COCTaBYy, CIIPaBOYHO—
UH(POpPMAaLMOHHbIE, (PUHAHCOBO —
OyxraiTepckue.

penakuueit H. H. lllyBanoBoi. — 2-e u3.,
nepepad. u gomn. — MockBa: M31atenscTBO
FOpaiir, 2019. — 428 c. — (bakanasp.
Axanemnueckuii kype). — ISBN 978-5-
534-10848-4. — TekcT: 2JIEKTPOHHBIH //
3BC HOpaiir [caiiT]. — URL: https://biblio-
online.ru/bcode/439062;

3. Kazakesny, T. A. JIoKkyMEHTOBEICHHUE.
JIOKyMEHTAIMOHHBIN CEPBUC: YICOHHUK U
MPAKTUKYM JIJISl TIPUKIIATHOTO
OakanaBpuata / T. A. Ka3zakeuu, A. .
Tkanuy. — 2-e U34., UCIp. U JI01. —
Mocksa: U3narensctBo FOpaiit, 2019. —
177 c. — (bakanasp. [IpuknaaHoi kypc). —
ISBN 978-5-534-06273-1. — Tekcr:
anekTpoHHbi // DBC FOpaiir [caiiT]. —
URL: https://biblio-
online.ru/bcode/437480;

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

5. KupcanoBa, M. B. Kypc
JIEIIOTIPOU3BOICTBA: IOKYMEHTAIIMOHHOE
oOecrieueHre yrpaBJICHHs: yueOHOE
nocobue / M. B. Kupcanosa, 10. M.
Axcenos. — M., 2010.

IToxnroroBka k
MPaKTUYECKUM
3aHATAAM

1. IToaroroBka Kk onpocy mno
JTUCIUIINHE.
Bompocsr:

1. PekBU3UTHI, 3 KOTOPHIX
COCTOHT IOKYMEHT, 1
TpeOOBaHUs K UX OPOPMIICHHUIO.
2. INonsTue 61aHKa, pEKBU3UTA,
dbopmymsipa, popmara.

3. Knaccuduxkarms gopm
JTOKYMEHTOB.

4. NsroroBiieHue, y4er u
XpaHeHue OJJaHKOB JOKYMEHTOB
C BOCIPOHM3BEACHUEM
['ocynapctBeHHOTO TepOa
Poccuiickoit @enepanuu ¢
cyowsekToB Poccuiickoit
Denepanuu.

1. I'OCT P 7.0.97-2016.
Hammonanwsubiii cranmapt Poccuiickoit
Oenepanun. CrucreMa CTaHIAPTOB T10
nHpopMaluu, OMOINOTEIHOMY 1
u3aTenbcKkoMy eny. OpraHu3anuoHHO—
pacrnopsAuTeabHas JOKYMEHTAIIHS.
TpeboBanus Kk 0POPMICHHUIO TOKYMEHTOB
(ytB. [Ipuka3zom Poccranmapra ot
08.12.2016 N 2004—cT) (pen. ot
14.05.2018)



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

2. IToAroToOBKA K PELICHUIO
MPaKTUYECKHX 3a/1ay.

M

01yJib 2. «/loKyMeHTHPOBaHHE YIIP

aBJIEHYECKOIl 1eATeIbHOCTID

IToaroroBka k
JIEKIIUAM

CaMocToATEIbHOE N3YUEHHE
BOIIPOCOB:

1. OcHOBHBIE TOKYMEHTHI
yIpaBIeHUSI.

2. ABTOp IOKyMEHTa, aapecar,
aJipecaHT.

3. BHyTpeHHMI JTOKYMEHT,
BHEIIHUMN JOKYMEHT,
TpadapeTHbIi JOKYMEHT,
BXOJSAIINANA TOKYMEHT, BXOASIIUNA
HCXOJIHOM HOMEP JOKYMEHTA.

4. Jlemo, nenonpou3BOACTBO,
JIOKYMEHTAIMOHHOE O0eCTIeueHue
yrnpasierus (JJOY).

5. Koundunennuanbuas
nHpopMaIys, KoMMepUYecKast
TaiiHa.

CwMm. nutepartypy:
1. I'po3osa, O. C. [{enonpou3BoICTBO:
yueOHOe 1ocodue s aKaIeMUIECKOTo
6akanaBpuata / O. C. I'po3oBa. — Mockaa:
W3parensctBo KOpaiit, 2019. — 124 c. —
(Yausepcutetsl Poccun). — ISBN 978-5-
534-06787-3. — TekcT: 2JIEKTPOHHBIH //
OBC IOpaiir [caiiT]. — URL: https://biblio-
online.ru/bcode/438790;
2. llysanosa, H. H. OcHOBBI
JIEIIOTPOU3BOJICTBA. SI3BIK CITy:keOHOTO
JOKYMEHTA: y4eOHUK U MPAKTUKYM IS
akajemuueckoro Oakamaspuara / H. H.
[ysanoga, A. }O. iBanoBa; mos oOmiei
penakuueit H. H. [llyBanoBoii. — 2-e u3a.,
niepepad. u gom. — Mocksa: 3parenbcTBo
IOpaiit, 2019. — 428 c. — (bakanasp.
Axkanemuueckuit kypc). — ISBN 978-5-
534-10848-4. — TekcT: 2JIEKTPOHHBIH //
OBC [Opaiir [caiiT]. — URL: https://biblio-
online.ru/bcode/439062;
3. KazakeBuu, T. A. JlIokyMeHTOBEIEHHUE.
JIOKyMEHTAIIMOHHBIN CEpBUC: YUEOHHUK U
MPAKTUKYM ISl IPUKIIAHOTO
6akanaBpuata / T. A. Kazakesuu, A. U.
Tkanuy. — 2-e u31., UCIp. U J0M. —
Mocksa: U3narensctBo FOpaiit, 2019. —
177 c. — (bakanasp. [IpukiagHoii Kkypc). —
ISBN 978-5-534-06273-1. — Tekcr:
anektponHsi // DbC FOpaiiT [caitt]. —
URL: https://biblio-
online.ru/bcode/437480;
4. Jly3una, T. B. Opranuzanus
JIeJIONPOU3BOJICTBA B TAMOYKEHHBIX
opranax / T. B. JIy3una, C. C.
PemernnkoBa. — MockBa: M3narenscTBo
Opaiir, 2019. - 273 c. —
(ITpodeccuonanvhas npakruka). — ISBN
978-5-534-02407-4. — Tekcr:
anextponHsi // DbC FOpaiiT [caift]. —

URL: https://biblio-



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
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Bua paGorsl Conepianue (nepeens, Pexomengaunu
BOIIPOCOB)
online.ru/bcode/437350;
5. Kupcanosa, M. B. Kypc
JIeJIONPOU3BOICTBA: IOKYMEHTALHOHHOE
o0ecrieyeHre ynpasieHHs: yaeOHoe
nocobue / M. B. Kupcanosa, 10. M.
Axcenos. — M., 2010.
[ToaroroBka k | 1.IToaroroBka k omnpocy no Cwm. nutepartypy:
IPAKTUYECKUM | AMCLMILIMHE. 1. «I'OCT P 7.0.97-2016.
3aHSITHIM Bomnpocksr: Hammonanesubiii cranmapt Poccuiickoit
1. KOpuauueckoe nuuo, @enepauun. CucreMa CTaHIApPTOB 110
buznvecKoe IuIo, Fopuandeckas | nHopmaiu, OnOINOTEYHOMY 1
CWJIa JOKYMEHTA. u3aTenbckoMy neny. OpraHusainuoHHO-
2. JlenoBasi KOppECHIOHICHIUSI. pacrnopsAuTeabHas JOKYMEHTAIIHS.
Crieruduka J1e10BOro CTHIIS TpeboBanus Kk 0POPMIICHHUIO TOKYMEHTOB
MUCchMa. (ytB. [Ipuka3zom Poccranmapra ot
3. Pa3HOBUJIHOCTH TUCEM TIO 08.12.2016 N 2004—cT) (pen. ot
coJiepkaHuto (IIUPKYISIPHOE, 14.05.2018)
COIIPOBOJIUTENIBHOE U T. [I.).
4. Tenerpamma, Tenekc, dakc,
HOPSI0K MX 0hOpMIICHUSI.
5. TloaJMHHBIA JOKYMEHT,
opurHHaI, OTTUCK. JlyOomukar
JIOKYMEHTA.
2. IloaroroBka K pelieHuo
MIPAKTUYECKHX 3a]1au.

2.3. PexoMeHganum 1Jisi OPraHu3anuu KOHTakTHOH padoTsl B IUOC

1. JIna cryneHToB O4HOM (OpMBI OOydYEHHMsI CChUIKA Ha DJIEKTPOHHBIM Kypc TIO
qucIUIuiiHe  «Jlemonmpou3BoACTBO W IOKyMEeHTooOopoT B ropucnpyaeHmuu  (CM)»
(http://edu.omua.ru/course/view.php?id=433).

2. Meroauyeckue pPEKOMEHIAIMU TIO0 HM3YYCHUIO ITUCIUIUIMHBI C HCIOJIb30BAaHUEM
JTUCTAHIIMOHHBIX  00pa30BaTENbHBIX  TEXHOJOTMH B  DJEKTPOHHOM  WH(OpPMAIMOHHO-
oOpa3zoBatenbHO cpene yauBepeuteta (http://edu.omua.ru/mod/resource/view.php?id=33794).

3. TpeOoBaHus K yCJAOBHSAM peau3alMi MPOrpaMMbl U CHUIIIHHBI
3.1. MaTepuajbHO-TeXHHYECKOE o0ecnevyeHre JUCUUIINHBI

Tun y4e6HbIX ayTuTOpUid Onucanue TpeGOBaHUIT K 000PY/I0BAHHIO AYAUTOPUH U
TeXHHYECKHM CPeICTBAM 00y4YeHust

Yuebnas ayauropus (mis | Cnenmanu3upoBaHHas MeOenb;

MIPOBEICHUS 3aasaThi | TexHuueckne cpeacTBa OOyUeHHS I TPEACTABIICHUS YUIcOHOM
JIEKIIMOHHOTO THTIIA) uHbopMarMy  OOJIBIIOW  ayJIUTOPHH, B TOM 4YHCIe HaOOp
JEMOHCTPALIMOHHOTO 000pyIOBaHUs (IPOEKTOP, SKpaH, KOMIBIOTEP
(HOYTOYK, HETTOII, U T.I.), OECTIPOBOTHOHN MyJIbT-yKa3Ka, MUKPOQOH,
YCHIIUTEINb TPAHCISIIIMOHHBIN, KOJIOHKH TPAHCIISIIIMOHHEIE);

CereBoe o0oOpymoBaHHMe Al TOAKIIOYEHUS K HWHPOPMALOHHO-
TEJIEKOMMYHHKAaLIMOHHOHU ceTH «/HTepHeT»
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YueOnas aymutopust (mia | Crienuanu3upoBaHHAs MeOEIb;
MIPOBEICHUS 3aasaThi | TexHuueckne cpeacTBa OOyUeHHS I TIPEACTABICHUS YUIcOHOMH
ceMHHapCcKoro tuma‘) uHpopMaruy  OOJIBIIOW  ayIUTOPHUM, B TOM 4ucle Habop
JIEMOHCTPAIMOHHOTO 000PYAOBaHUs (TMPOSKTOP, IKPaH, KOMITBIOTEP
(HOYTOYK, HETTO H T.I1.));
CereBoe 00OpysOBaHHME sl TOAKIIOYCHUS K WHPOPMAIOHHO-
TEJICKOMMYHUKAITMOHHOM ceTn «HTepHEeT»
YueOnas  aymutopust (mia | Crienuanu3upoBaHHAs MeOEIb;
MIPOBEICHUS 3aasaThi | TexHuueckne cpeacTBa OOydeHHS I TPEACTABIICHUS YUIcOHOMH
CEMHHApCKOTr0  Tuma, Juig | nHQopMaru  OONBIION  aymuTOpWu, B TOM 4YHcie Habop
OpraHM3allMd  TPAKTUYECKOW | IEMOHCTPAIIMOHHOTO 000pyaoBaHHs (TIPOCKTOP, SKPaH, KOMIIBIOTED
MMOATOTOBKH, KOMITBIOTEPHBIN | (HOYTOYK, HETTOI | T.I1.));
KJIacC) KommeroTepHast TeXHUKA: CUCTEMHBIE OJIOKH, MOHUTOPHI;
CereBoe o00OpyIOBaHHME JUISI TOAKIIOYCHUS K HH(OOPMAIMOHHO-
TEJICKOMMYHUKAITMOHHOW ceTn «HTepHEeT»
VYuebnas aymuropms (mns | CienmmanusupoBanHas wMebens (Tym0a i mompoca, Tymba
MIPOBEICHUS 3aHATUH | MOACYAMMOTO, CTOJX M CTYN IS 3aIlUTHUKA, CTOJX M CTYJN IS
CEMUHApCKOTO  TUMa, JUIS | IPOKYpopa, CTON IS CYAbH, KPECIO CyIbH, CTOJN ayAUTOPHBIA CO
OpraHu3alMk  IPaKTUIECKOHN | CKaMbe ABYXMECTHBIHN, 3allUTHAs KaOWHA B MPOIECCYaTLHON 30HE
MOATOTOBKH, yYEOHBIM 3ai | 3a1a CyJAcOHBIX 3aCeTaHMi)
cyIeOHBIX 3aceanuil)
[Momemenus st | Crienpanu3upoBaHHAst MEOECIIb;

CaMOCTOSITEITEHOM pabOTHI

KommpioTepHass TeXHHWKa C BO3MOXKHOCTBHIO IOAKIIOUEHHUS K
UHQOPMAITMOHHO-TEIEKOMMYHHUKAIMOHHOH ~ ceTn  «MHTepHET» ¢
o0ecriedyeHneM  JOCTyma B DJIEKTPOHHYIO  HH(OPMAIOHHO-
00pa30BaTenbHYIO Cpely YHHBEPCUTETA

3.2. YuyeOHO-MeTOANYECKOE 00ecmeyeHNne TUCHUILINHBI

3.2.1. Onucanne KOMILIEKTA JUIEH3HOHHOI0 M CBOOOIHO PacpoCTPaHAEeMOro
NMPOrpaMMHOro odecrne4eHusl, B TOM YHCJIe 0Te4eCTBEHHOI0 PON3BOACTBA

— Microsoft Windows;
— Microsoft Office;

— mporpamma «TecTupoBaHHe CTYICHTa;

— Cucrema BUICOKOH(EPEHIIUH CBA3H;

— SMART Learning Suite;

— DnektpoHHO-O0ubMMoTeyHas cucrema IPRbooks;

—  DiekTpoHHO-GubGmMoTeunas cucrema «OBC FOPANUT www.biblio-onlin.ru»;
— DnekTpoHHO-OuONMoTEeYHas cucremMa [IpocrekT;

— HHOC.

3.2.2. [lepeveHnb JIUTEPATYPbI, HEOOXOAUMOM AJI51 OCBOEHUSA TUCUMUILIUHBI

1. T'po3oga,

O. C. JlenonpousBOACTBO:
OakanmaBpuata / O. C. I'pozoBa. — MockBa: WznmarensctBo IOpaiit, 2019. —

yuyeOHOEe moOcoOMe s  aKaJeMHYECKOTro
124 c.

(Yuusepcutersl Poccun). — ISBN 978-5-534-06787-3. — Tekct: snextponnsiit // IBC FOpaiit
[caiiT]. — URL: https://biblio-online.ru/bcode/438790;

2. lysanoBa, H. H. OcHOBBI aenonpou3BoAcTBa. S3bIK CIyXeOHOro0 JOKYMEHTA:
y4eOHHMK M TIPAKTUKYM JJIs akajgeMuueckoro Oakanaspuata / H. H. IllyBanosa, A. O. iBanoBa;
nop obmeit pexakuueit H. H. IllyBanoBoii. — 2-e u3n., nepepa0. u nom. — Mocksa: M3naTenscTBo

‘KommbloTepHas TEXHHMKA YCTAHABIMBACTCA JUIA TPOBEACHHS 3aHATHA CEMHHAPCKOTO THIA IO

npernoaaBaTess B HHPOPMAINOHHO-TEXHUIECKHH OTIE.

3a4BKC
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IOpaiit, 2019. — 428 c. — (bakanaBp. Akanemuueckuii kypc). — ISBN 978-5-534-10848-4. —
Tekcr: anextponnsiii // ObC FOpaiit [caiiT]. — URL: https://biblio-online.ru/bcode/439062.

3. KazakeBuu, T. A. JlokymeHTOBeneHHE. J[OKyMEHTAllMOHHBIM cepBHC: y4eOHUK U
MPaKTUKYM JJis IpukiiagHoro 6akanaBpuara / T. A. KazakeBuu, A. U. Tkanu4. — 2-e u3m., ucop.
u non. — Mocksa: MUznarensctBo Opaiit, 2019. — 177 c. — (bakanasp. IlpuknaaHoi kypc). —
ISBN 978-5-534-06273-1. — Tekct: snexkrponnsiii / DbC Opaiir [caiiT]. — URL: https://biblio-
online.ru/bcode/437480/.

4. Jlysuna, T. B. Opranuzanus Aenonpou3BOACTBA B TaMOXeHHBIX opranax / T. B.
Jysuna, C. C. PemernukoBa. — MockBa: W3marensctBo [Opaiit, 2019. — 273 c. —
(ITpodeccuonanvuas npaktuka). — ISBN 978-5-534-02407-4. — Tekct: snextponssii // IbBC
IOpaiir [caiit]. — URL: https://biblio-online.ru/bcode/437350.

3.2.3. IlepeveHb HCNOJIB3yeMBbIX COBPEMEHHBIX MPO(ecCHOHANBHBIX 023 JAHHBIX U
HH(OPMALMOHHBIX CIPABOYHBIX PABOBBIX CHCTEM

— cnpaBoyHas npaBoBas cuctema «Koncynerantllmocy;
— cIpaBoYHas npaBoBas cucteMa «l apaHTy;
— HHOe.

4. OueHka pe3yJibTaTOB 0CBOEHUS AU CHUILINHBI
4.1. Texymuii KOHTPOJIb YCIIEBA€MOCTH
4.1.1. Opranusanus TeKyero KOHTPoJisl yCreBaeMoCTH

Texymumii KOHTPOJIb YCIIEBAEMOCTH (B TOM YHCIIE pyOeKHBI KOHTPOJIb) 00ECIIEYHBAET
OLICHMBAHHME XO0Jla OCBOEHUS AMCLUUIUIMHBI M BKJIIOYAET B ce0sl YCTHBIA OMPOC, MPaKTUYECKOE
3ananue (pyOexHbId KOHTPOJb). [Ip OCBOCHUM MUCIUIUIMHBI B OYHOW (popMe HCIONb3yeTcs
OaJIbHO-PEUTUHIOBAsI CHCTEMa, KPUTEPHM OLIEHWBAHUS KaXKIOTO BHJA TEKYIIErOo KOHTPOJIS
IIPEJICTaBJICHBI B TEXHOJIOTUYECKON KapTe AUCUUILINHBI (IPUIIOKEHUE).

4.1.2. Opraau3anus Texkymero koHTpouas 8 JUOC

Opranumzanust Tekyuiero koHTpossi mno auciuiuinae B OWMOC  yHuBepcutera
OCYILIECTBIISIETCS. B COOTBETCTBUM C TEMaTUYeCKUM IutaHoM (paszenst 2.2.1, 2.2.2, 2.2.3
HacToAllell pabouell MpOrpaMMbl), JOKAIbHBIMH HOPMAaTHUBHBIMM aKTaMH YHUBEPCHUTETA,
periaMeHTHPYIOIUMHI 00pa30BaTeIbHbIN MPOLIECC, a TAKXKE B COOTBETCTBHH C YCTAaHOBJICHHBIMU
TpeOOBaHUSIMU DIIEKTPOHHOTO Kypca [UIsl OOy4aloUuXCs OYHO-3A0YHOU U 3A04HOU (opm
o0yuenus, OCBaMBAIOIIUX O00pa30BATENbHYIO MPOrpaMMy C TNPUMEHEHHUEM 3JIEKTPOHHOTO
oOydeHHs W JHUCTAaHIMOHHBIX OOpa30BaTEeNbHBIX TEXHOJOTUNA (Ha OCHOBAHWU 3asBIICHUS
oOyuJaromerocs).

Texymmuii KOHTPOJb ISl OOyYaIOIIMXCS 10 OUHOU (hopme 00yYeHus, OCBAUBAIOIIUX
00pa3oBaTeNbHYI0 MPOrpaMMy C NPUMEHEHHEM 3JIEKTPOHHOTO OOYyUeHHS M JUCTAHIIMOHHBIX
o0pa3oBaTeNbHbIX TEXHOJOTHM MpeaycMaTpUBaeT B TEPBOM CEMECTpPE  BBINOJIHEHUE
NPAaKTUYECKUX 3aJaHUH, pelieHre pyoeKHOT0 KOHTPOJIS MO KaKIOMY MOJYIIO TEMaTUYeCKOTro
I1aHa y4eOHOM AMCUMIUIMHBI «J[eI0mpou3BOACTBO M JOKYMEHTOOOOPOT B IOPUCHPYAEHLUU
(CM)» (http://edu.omua.ru/course/view.php?id=433).

B cootBercTBUM € yueOHBIMH IUIaHaMU MO Mporpamme OakajlaBpuaTa MO HaIlPaBJICHUIO
noarotoBku 40.03.01 FOpucnpyzaeHuuss HanpaBleHHOCTh (IMPOQMIIb): TPa)kIaHCKO-TIPABOBOA,
yueOHas JUCHUIUIMHA «J]eI0mpon3BOICTBO U JOKYMEHTOOOOPOT B IOPUCHPYIECHLIUN» U3ydaeTcs
CTyJEHTaMM Ha NPOTSHKEHMM OHOro cemecrpa. CrenoBaTelbHO, TEKYIIUMH KOHTPOJIb AJIs
o0ydJaromuxcsi 10 OYHO-3A0YHOU U  3A0YHOU  ¢hopmam  0Oyuenusa, OCBAUBAIOIINX
00pa3oBaTeNbHYI0 MPOrpaMMy C MPUMEHEHHEM 3JIEKTPOHHOTO OOYyUeHHS M JUCTAaHIIMOHHBIX
00pa3oBaTeNbHbIX TEXHOJOTUN MpeayCMaTpUBAeT BBHIMOJIHEHHE NPAKTHUECKUX 3aJaHUN TI0
KaXJIOMY MOAYNII0 Yy4eOHOW AUCHUIUIUHBI «JleTonpon3BOACTBO M JAOKYMEHTOOOOPOT B
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topuctipyaeauun  (CM)»
KOHTPOJIbHON PabOTHI.

Jlnst o0yJaromuxcs ounoi hopmor odyuenusn, a Takxke oOydaroIUXCs OYHO-3A0UHOU U
3a04HOU popm o00yuenus, 3asBUBIINX 00 OCBOEHMM 00pa3oBaTENbHOI Nporpammsl B (Gopme
ayJUTOPHOM KOHTaKTHOM paboThl, opraHu3amus TeKymero kontposus B OWO yHuBepcutera
BO3MO’KHA B CJIEYIOIINX CIIy4asx:

— MpHUKa3 pPEKTOpa YHUBEpcUTeTa 00 OOYYEHHH HCKIIOYUTEIBHO C IPHUMEHEHHEM
JIEKTPOHHOTO OOY4YeHMsI M JUCTAHIHMOHHBIX OOpa30BATENbHBIX TEXHOJIOIMH (B YCIOBHUSAX
BO3HHUKHOBEHHUS YPE3BbIYAHBIX CUTYyaLUi);

— 3asBJIEHUE 00Y4aroLIerocs ¢ MPUI0KEHUEM JTOKYMEHTOB, IMOATBEPKAAIOMUX HAINYHE
y HEro YBaXXHTEIbHON MPHUUUHBI JINYHOTO OTCYTCTBUS HA YUEOHBIX 3aHATHUSX.

(http://edu.omua.ru/course/view.php?id=433) ®  BBIIOJHCHHUE

4.2. Ilpome:kyTOYHAS aTTeCTANNUS 00y4AKOIIMXCSH
4.2.1. Opranusanusi NPOMe:KyTOYHON aTTecTalusa 00y4arommXxcst

[IpomexxyTounasi arrectanus OOy4yalOIIMXCS IO AUCHUILUIMHE IMPOBOAUTCS B (opme
3ayeTa U 00ecreurnBaeT OlLICHUBAHHE PE3yJIbTAaTOB O0YUYEHHUS MO TUCHUIUIMHE B COOTBETCTBHUH C
KOMIIETEHIIMSIMU, YCTAHOBJICHHBIMU 00pa30BaTeIbHON IPOTPaAMMOIA.

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

OrneHuBaHue pe3yabTaTOB OOy4YeHHs MO JUCHUIUIMHE (YpOBHA C(HOPMUPOBAHHOCTH
KOMIIETEHIIMI ) MPOBOJAUTCS HA OCHOBE CJICTYIOIUX KPUTEPHUER:

Onenka Kon xommereniin | Maukatopst noctwkenus | Kpurepuu oreHuBaHHS
KOMTICTCHIIUH TI0 AUCIUTUINHE
3adreHo YK-4 NYK-4.1. 3naeT HOpMBI coBpeMeHHOTO | JleMOHCTpUpyeT
PYCCKOTO JINTEPATypPHOTO S3bIKA IPH MpeKpacHoe 3HaHUE
€ro UCIOJIb30BAHNH B KAUECTBE mpenMera,
roCyJapCTBEHHOTO si3bika Poccuiickolt | TepMuHOIOTHH,
denepanun. 00aBIIss
NYK-4.3. YMeeT ucnonp3oBaTh KOMMEHTapUH,
PYCCKHIA SI3bIK KaK TOCYAapCTBEHHBIH MOSICHEHUS,
s13b1Kk Poccuiickoit @enepanuu B 000OCHOBaHUs,  Jenas
po¢heCcCHOHANBHOM JIeATENFHOCTH 1 CCBIIKH Ha
T IpopecCHOHaTBHOTO OOLICHUSI. HOPMaTHUBHO-
NYK-4.4. YMeeT cTpouTh YCTHYIO U 3aKOHOJIATENbHYIO
MUCBMEHHYIO peyb JIOTUYHO, 0azy.
MIPABHWJILHO U SICHO JIs ocymecTBieHus: | [Ipaktuyeckoe 3amaHue
JISIIOBOM KOMMYHUKAIIWH. BBITIOJTHEHO
NYK-4.5. Bnageet HaBbIKaMu IIOJIHOCTBIO.
OCYIIECTBIICHUS JACIIOBOM OO6yuaromuiics
KOMMYHUKAIIUU B YCTHOH U yMeeT MPUMEHUTH
NUCBMEHHOH popMax Ha TEOpEeTUIECKHEe 3HAHU
rocyIapCcTBEHHOM fA3bIKe Poccuiickoi B MPaKTUYECKON
Deneparun CUTYaIUH.
YBepeHHO
JEMOHCTPHPYET
HE00XOIUMBIC HABBIKA
MIPH BBITIOJTHEHUN
3a/laHus B
COOTBETCTBHH C
NpUBEAEHHBIM
OTIMCAaHUEM CHUTYalluu
He 3aureno | YK+4 NYK-4.1. 3naet HOpMEI coBpemenHOTO | He BIIATICET
PYCCKOT0 JIUTEPaTYPHOTO SI3bIKA MIPH coJiepKaHueM
€ro UCIOJIb30BAHNH B KAUECTBE mpenMera,
roCyIapCTBEHHOTO A3bika Poccuiickol | 3aTpyaHseTcs npu
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Onenka Kox komnerenumu | MHOUKaTOpHI noctwkenns | Kputepun oneHuBanus
KOMIIETCHIIUH 110 JUCLUIINHE
denepanuu. CChUIKaxX Ha
NYK-4.3. YMeeT ucronp3oBaTh HOPMaTHBHO-
PYCCKUI A3bIK KaK roCy1apCTBECHHBIH 3aKOHOZATEJIbHYIO
s36IK Poccuiickoit deneparym B 0azy.
npodecCHOHANBHON IEATENLHOCTH U OtBeyast Ha BOIpoc, HE
T IpopecCHOHaTBHOTO OOLICHUSI. MOXKET nogo0paTh
NYK-4.4. YMeeT CTpOUTh YCTHYIO H COOTBETCTBYIOIIYIO
MUCBMEHHYIO peyb JIOTUYHO, TEPMHHOJIOTHIO.
NPaBUIIBHO U SICHO JUIsl ocymiecTBienus: | [Ipaktuueckoe 3amaHue
JIEIOBOM KOMMYHHKAIIHH. B OCHOBHOM He
NYK-4.5. Bnaneer HaBeIKaMu BBIIIOJIHEHO (06BeM
OCYILIECTBIICHUS ICTOBON BBHIMIOJIHEHHOM ~ 4YacTH

KOMMYHHKALIUU B yCTHOH H
nUCEMEHHOH popMax Ha

MmeHee 2/3 ot oOmero
o0beMa 3allaHHs) WIH

roCyIapCTBEeHHOM si3bIke Poccuiickoit MOJTHOCTHIO HE
Ddeneparyiu BBIMOJTHEHO.
OOyuaromuiics

MOKa3bIBaET HE3HAHHE
OCHOBHBIX ITOHATHH, HE
yMeeT pemaTh
MPaKTUYCCKUE 3a/1a4u.
He JEMOHCTPUPYET
HEOOXOOMMBIE HaBBIKU
pu BBITNIOJIHEHUH
3alaHus B
COOTBETCTBUH C
NpUBEAEHHBIM
OTIFICAaHWEM CHUTYaITu!

4.2.2. Bonipocsl K 324éTy

1. JIOKyMEHT B CUCTEME yIpaBJCHHUSI.

2. OcHOBHBIE OHATHS I€TOMPOU3BOJICTBA U IOKYMEHTOO00pOTA.

3. Hcropus pa3zButus aenonpousBojacTa B Poccuu.

4. HopwmaruBHas 6a3a JeJIONPOU3BOICTBA.

5. Knaccuduxanust JOKyMEHTOB.

6. IlpaBuiia cocraBieHUs TOKYMEHTOB.

7. SI3BIK TOKYMEHTOB.

8. IIpaBuna ucnonp3oBanus mpudTa, OTCTYIOB, HHTEPBAJIOB U MOJIEH B 0popMiIeHUN
JIOKYMEHTOB.

9. CmnocoObl opopMieHHUs JaT B JOKYMEHTAX.

10. CoxkpalieHue ciI0B U CIIOBOCOYETAHUN B JOKYMEHTE.

11. OdopmieHue B TOKyMEHTaX HAITUCAHUS YUCE.

12. Hamnucanue Gpu3NIECKUX BETUUUH.

13. Odopmienne MaTeMaTHIeCKUX (OPMYII.

14. Odopmnenue Tabaui.

15. TpeboBanus k 0HOPMICHHIO PEKBU3UTOB OPraHU3AIMOHHO-PACTIOPSTUTETHHBIX
JIOKYMEHTOB

16. OOmas xapakTepuCcTHKa OPTaHU3aIMOHHBIX JOKYMEHTOB.

17. VYcras.

18. TIlonoxenue.

19. IlltaTHOE pacnucaHue.

20. JoKHOCTHasi UHCTPYKITUA.




21. HudpopMannoHHO-CIIPABOYHBIE JOKYMEHTHI - O0IHE XapaKTEPUCTHKH.
22. Axr.

23. Ilporoxou.

24. Tenerpamma

25. TenedoHorpamma.

26. 3anucku.

27. CayxeOHOE MHCHMO.

4.2.3. Tunossble 3a1aHNs K IK3aMeHY
3ananue 1
[MonroroBute mpoekT ciayxeOHoro mHcbMa u3  CHOMPCKOrO  IOPHIUYECKOTO
yauBepcuteta B YB/][ mo Omckoit o6actu ¢ mpocb00i MpeocTaBUTh KPAaTKyr0 HH()OpPMAIUIO O
COCTOSIHUM TIpaBoOIOpsaKa Ha Teppuropur OMckoil obmactu B 2015 1. A7 HCMONB30BaHUS B
yueOHOM mpornecce. Ilpu odopmiieHMM JOKyMEHTa HCIOJNB30BaTh YIJIOBOW BapUaHT
pacrioyioKeHUs] pEeKBU3UTOB Ha OJIaHKe.

3aganue 2
[TonroroBuTh MOpoOEKT ciaykeOHoro mnuckMa u3  CHOMpPCKOro  IOPUAMYECKOTO
yauBepcureta B MCY Ne 4 1. OMmMcka ¢ mpoch0OH 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 H0KyMeHTa HCHOIb30BATh
YIJI0BOM BapHaHT PacIOIOKEHUS pEKBU3UTOB Ha OJIaHKe.

3aganue 3
[MonroroBute mpoekT ciayxeOHoro mHcbMa w3 CHOMPCKOrO  IOPHIUYECKOTO
yHuBepcuTeTta B OMCKUN 00JaCTHOM CyJl ¢ MPOChOOW MPENCTaBUTh KOIWU MPUTOBOPOB IO CT.
127.1 VYK P® «Toprona moaspmu» 3a 2001-2009 rr. nns mnpoBeneHus HaydHO-
HCCIIeI0BaTeNbCcko paboThl. [lpu odopmiieHHH TOKyMEHTa HMCIOJIB30BaTh YIJIIOBOM BapHUaHT
pacroyioKeHUs] pEKBU3UTOB Ha OJaHKe.

3amanmue 4
[TonroroBuTh MOpoeKT ciaykeOHoro mnuckMa u3  CHOMPCKOro  IOPUAMYECKOTO
yHuBepcuteta B KyiiObimeBckuil paifonnslii cyq r. OMcka ¢ mpocb0oi MpeIoCTaBUTh KOIMHH
npuroBopoB mo ctr. 105 YK P® «Yo6wuiictBo» 3a 2015 r. mis uCmonab30BaHHS B y4eOHOM
npornecce. Ilpu odopmieHnn TOKYMEHTa HCIIOJIb30BaTh YIJIOBOW BapUaHT PACHOJIOXKCHUS
PEKBU3HUTOB Ha OJaHKE.

3aganue 5
[MonroroBute mpoekT ciayxeOHoro mmcbMa w3  CHOMPCKOrO  IOPHIUYECKOTO
yHuBepcuteta B KyiObImeBckuii paiioHHBIN cya T. OMcKa ¢ MpochOOW MPEICTaBUTh KOIHH
npuroBopoB 1o cT. 258 YK PO «He3zakonnas oxota» 3a 2015 1. 11 HCIIoNb30BaHus B y4eOHOM
nponecce. Ilpu odopmieHnn TOKyMEHTa MCIOJIb30BaTh YIJIOBOW BapUaHT PACHOJIOXKCHUS
PEKBU3UTOB Ha OJIaHKE.

4.2.4. Oprann3anusi NpoMe;KyTOYHOM aTTecTanus ody4yaommxcess B JUOC

Opranuzanys TpoMeXyTouHOU artectanuu no aucuumimiae B OMOC yHuBepcurTera s
00YYaIOIINXCS OYHO-3A0UHOU U 3A04HOU (OpM 00yYeHUs, OCBAMBAIONINX 00pa30BaTEIBHYIO
nporpaMmMy C TPUMEHEHHUEM SJIEKTPOHHOTO OOYYEeHHS W JIUCTAHIIMOHHBIX 00pa3oBaTeIbHBIX
TEXHOJIOTUH (Ha OCHOBAaHUM 3asBJICHUS OOydarolerocs), NpoBOAUTCS B (opme 3ayera B
COOTBETCTBUHU C JIOKAIBHBIMA HOPMATHUBHBIMH aKTaMH YHHUBEPCHUTETA, PETJIAMEHTHUPYIOITUMU



0o0pa3oBaTeNbHBIA MpOIECC, a TaKXKe B COOTBETCTBUM C YCTAHOBJICHHBIMH TpPeOOBaHUIMHU
3JIEKTPOHHOTO Kypca.

[IpomexxyTouHasi arTecTanus Uil OOYYAIOUIUXCS OYHO-3A0YHOU U 3A04UHOU (opm
o0yuenus, OCBaMBAIOIIUX O00pa30BATENBbHYIO MPOrpaMMy C INPUMEHEHHUEM 3JIEKTPOHHOIO
Oo0y4YeHHsI W JIUCTAHLMOHHBIX 00pa30BaTEIbHBIX TEXHOJOTMH MpPEAYCMAaTPHBAET BBIOJHEHHE
3a4€THOTO 3aJaHMsI IIEKTPOHHOTO Kypca.

Jlnst 0Oy4arouxcst 04HOou hopmul 00yuenuA, a TAKKe 00YHaIOIIUXCA OYHO-3A0YHOI U
3a04HOU opm 00yuenus, 3asBUBIINX 00 OCBOEHMM 00pa3oBaTENbHOI Nporpammsl B (Gopme
ayJIUTOPHOM KOHTaKTHOM pabOThl, OpraHu3alys NpPOMEXyTodHOM arrectauuu B OUOC
YHHUBEPCHUTETA BO3MOKHA B CIEIYIOIUX CIIy4asx:

— MpHUKa3 pPEKTOpa YHUBEpcUTeTa 00 OOYYEHHH HCKIIOYUTEIBHO C IMPHUMEHEHHEM
JIEKTPOHHOTO OOY4YeHMsI M JUCTAHIMOHHBIX OOpa30BATENbHBIX TEXHOJOIMH (B YCIOBHUSAX
BO3HHUKHOBEHUS YPE3BbIYAHBIX CUTYaLUi);

— 3asBJIEHUE 00Y4JaroLIerocs ¢ MPUI0KEHUEM JTOKYMEHTOB, MOATBEPKAAIOMUX HAINYHE
y HEro YBaXXHUTEIbHON NMPHUUMHBI JIMYHOTO MPUCYTCTBUS HA YUCOHBIX 3aHATHIX.



IIpunoxenue

TexHosornyeckasi KapTa JUCHHUILIHHBI
(0151 ouHOM opMBbI 00yUeHHUsT)

IIpenonasarens:

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

Henucos lO. I1., nouent kadeaps
aJIMUHUCTPATUBHOIO U (DMHAHCOBOTO IIPaBa
YOV BO «Cubupckuit 1opuanuecKuit
YHHUBEPCUTET», KAHAUAAT IMOJIMTUYECKUX HAYK
Jlenornpou3BoACTBO U JOKYMEHTOOOOPOT B
IOPUCTIPYACHINN

40.03.01 FOpucnpynenuus

bakanasp

I'paxxmancko-1paBoBOit

1 Cemectp 1

12
20
3a4eT

Makcumainb
Buael koHTpOIIS Hoe
KOJIMYECTBO
0aymioB
Texkyuuii KOHTPOJIb 30
Py0e:xHbINi KOHTPOJIb 30
IIpomeskyTOouHast aTTecTaUMS 40
HToro no aucuumnjinge: 100
Makcumainb
Bunbl yueOHOM 1eITeTbHOCTH CTYICHTOB HOC
KOJIMYECTBO
0aJIoB
Moayas 1 Ilonsitue, conepkaHue U 3HAYECHHUE AeJI0NPOU3BOACTBA
Texkymmii KOHTPOJIb 15
Y CTHBII OTBET 5
[IpakTrueckoe 3agaHnue 10
Py0e:xHbIil KOHTPOJIb 15
ITpakTHueckoe 3a7anne no Matepraiam MoayJis 1 15
MoayJs 2. JlokyMeHTHPOBaHNE YIIPABJIEHYECKOM 1eATeJIbHOCTH
Texkymmii KOHTPOJIb 15
VCTHBIH OTBET 5
[TpakTHyeckoe 3a1aHne 10
Py0e:xHbIN KOHTPOJIb 15
[IpakTrueckoe 3aanne Mo MaTepruaiaM MOIYJs 2 15
ITpoMe:xxyTOYHAS ATTECTALUA 40
3auer 40
JlonmosHuTEIbHBIE 0AJUIBI 32 BBICOKYIO KYJIbTYPY YU€OHOI 1eSITeJIbHOCTH 10




YCTHBIN onpoc

Kpurepuu banist
[TonHble, TOUHBIE U TIOCIIEIOBATEIbHBIE OTBETHI HA BOMPOCHI 5
HecymecTBeHHbIe OIIMOKY M HETOYHOCTH B MPABUIILHO M3JI0’KEHHBIX OTBETAX 3
CymiecTBeHHbIe OMIMOKHM ¥ HETOYHOCTH B U3JI0’KEHHBIX OTBETaX 0
IIpakTHyeckoe 3aganue 10
Kpurepuu banist
IIpakTHyeckoe 3aJjaHKe BBIOJIHEHO MOJIHOCTHIO 10
[Tpu BBIMOJIHEHUY MPAKTUYECKOTO 3aJaHUS JOMYIIEHbBI OIIHOKHI 5
3agaHue He BBHITOIHEHO 0
Py0e:xHbIN KOHTPOJIb (IPAaKTHYeCKOe 3aJaHue) 15
Kpurepuu banist
3aganue BeITonHEeHO Ha 85-100% 15
3aganue BeIIoHEHO HA 70-85% 10
3aganue BeinonxHeno Ha 50-70% 5
3aganue BhIIONIHEHO MeHee Ha 50% 0
3.01BeT Ha 3a4yeTe 40
Kpurepun
CTygeHT CTpPOUT OTBET JOTMYHO B COOTBETCTBUM C ILJIAHOM, IOKa3bIBaET 40
MaKCHMaJbHO TJIYOOKHE 3HaHUS Mpo(ecCHOHANBHBIX TEPMHUHOB, IOHSATHIA,
KAaTeropuii, KOHLENIMM U  TEOpPUH.  YCTAaHABIMBACT  COJEPKATEIIbHbBIC
MEXIPEJIMETHBIE CBA3U. Pa3BepHYTO apryMEHTHPYET BBIJBUTAEMBIE IMOJOKEHHUS,
NPUBOAUT yOernuTenbHble TpuMepbl. OOHApYXKHBAeT CHOCOOHOCTh aHaIW3a H
pacdeTa B OCBELICHMM pa3JIMYHbIX KOHUenuuil. [lemaer copepkarenbHble
BBIBOJIBI. JIeMOHCTpHpYET 3HAHHUE CIEIUATBHON JINTEPATyphl B paMKax y4eOHOTo
METOJUYECKOT0 KOMIUIEKCa U JIONOJHUTENbHBIX HCTOYHHUKOB HH(OPMAILIUH.
JleMOHCTpUpYET HaBBIKA PEHICHUS MPEAJIOKEHHBIX MPAKTUYECKUX CUTyalUd U
3aja4, gonyckaet 0osiee 85% mpaBUIIbHBIX OTBETOB.
CTyIleHT CTPOUT CBOMl OTBET B COOTBETCTBUU C IJIAaHOM. B oTBeTe mpecTaBiieHbI 30
pa3IUYHBIE MOAXOABI K MpobiemMe, HO WX OOOCHOBAaHME HEIOCTATOYHO IIOJHO.
VYcraHaBiuBaeT — coAep)KaTelbHbIE — MEXIpPEAMETHbIE  CBs3U.  Pa3BepHyTO
apryMEHTHUPYET BBIIBUTACMBIE IOJIOKCHUSI, TIPUBOJAUT HEOOXOAMMBIE MPUMEPHI,
OJIHAKO IIOKA3bIBA€T HEKOTOPYI0 HEMOCIEA0BATEIbHOCTh aHadu3a. BbeIBOABI
NpaBWIbHEL. Peub TpamMoTHA, UCHONB3yeTcs MpodeccHoHalbHas —JIEKCHKA.
JleMOHCTpUpYyeT 3HaHHE CIEUUaIbHOW JUTepaTyphl B paMKax ydeOHOro
METOJUYECKOTO0 KOMIUIEKCa W JIONMOJHUTENBHBIX WCTOYHUKOB HH(OPMAIIHH.
JIeMOHCTpUpYET HaBBIKM PELICHUS NPEIJOKEHHBIX MPAKTUYECKUX CUTyalHd H
3anad, nomyckaer 6onee 70% MpaBMIIBHBIX 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 HEOOXOAMMBIE MPUMEPHI,
OJIHAKO TIOKa3bIBAET HEKOTOPYIO HEIOCIICIOBATEILHOCTh aHalin3a. BhIBOABI HE
BCerja MpaBWIbHBL. Pedb He Bcerja IpaMOTHA, UCIIONIBb3yeTcs podeccnoHanbHas
nekcuka. JleMOHCTpupyeT 3HaHUE CHEIUATBHOM JTUTEPATypPhl B paMKaxX Y4eOHOTO
METOJIMYECKOTO0 KOMIUIEKCa 0€3 JOMOTHHUTEIbHBIX HCTOYHUKOB HH(OPMAIIHH.
JIeMOHCTpHUpYET HaBBIKA PEHICHUS TPEIJIOKCHHBIX MPAKTUYCCKUX CUTYallUd H
3anad, nomyckaer 6onee 50% mpaBUIHHBIX OTBETOB.




CTyaeHT HeIOCTaTOYHO PACKPBIBACT MPO(PECCHOHAIBHBIC MOHATHS, KaTeropus,
KOHIICIIIIUHY, TGOpI/II/I. CTYI[GHT HpOHBH}IeT CTpeM.HeHI/Ie IIOAMCHUTDH Haquoe
000CcHOBaHHE TPOOJIEM PACCYKICHHSIMHU OOBIJICHHO-TTOBCETHEBHOTO OBITOBOTO
xapakrepa. OTBET COAEPXKUT PsA  CEPbE3HBIX HETOYHOCTEW. BpIBOIBI
MOBEPXHOCTHHI. MIMeeT MecTo oueHb HU3KWHW YpPOBEHb BBIITOJHEHHUS TECTOB,
KOHTPOJIbHBIX M NPAKTUYECKUX 3aJaHU B TeueHHe Yy4eOHOro mpolecca.
JIeMOHCTpHUpYET HaBBIKA PEHICHUS TPEIJIOKCHHBIX MPAKTUYCCKUX CUTYallUd H
3az1a4, 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:

(vkazvlgaemcsi pazdel U Kpamkas Xapakmepucmukd 6HECeHHbIX USMeHeHull U
00noaHeHull, 8 ciyiae Omcymcmeust OONOJIHeHUll U U3MeHeHUll 6Hocumcs 3anucy «llpunsama 6e3
U3MEHEeHUU»);,

JlomioHEeHUs 1 U3MEHEHUS B pabouyro MporpaMmy BHEC:
®.1.0., 10JKHOCTh, yU4€Has CTEIEHb, 3BaHUE.
JlononHeHUss W M3MEHEHHUs, BHECEHHBbIE B pabodyl0 NIpOrpaMMy, pacCMOTPEHBI H
0/I00peHBl Ha 3acelaHuu KadeIpsl (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 1.
Ilpumeuanue.

Paszoenvt  paboueii npocpammvl, 6 Komopvie 6HeceHbl USMEHEeHUs U OONOJIHeHUs
pacneuamvl8aiomcs U NPUKIAObIBAIOMCS K NeYamHoMy eapuanmy paboueli npozpammvl. B
NEKMPOHHOM 8apuanme padbouell npocpammbvl BPOU3BOOUMCSE OOHOGIEHUE PA30eN08, 8 KOMOpble
BHECeHbl U3MEHEHUS U OONOJIHEHUsL.



Bua paGorsl

Conep:xanue (nmepeyeHb
BOIIPOCOB)

Pexomennannu

4. JlokyMeHT u ero (yHKIIHH.

5. Bunbl opraHu3anioHHO —
pacnopsSAUTENbHBIX JOKYMEHTOB
(OP/1) u mpusHaKu ux
KJ1acCU(PUKAIIHIH.

6. JlokyMeHTbI
OpraHHU3aIIOHHBIE,
pacnopsauTeabHbIE, 0 TMYHOMY
COCTaBYy, CIIPaBOYHO—
UH(POpPMAaLMOHHbIE, (PUHAHCOBO —
OyxraiTepckue.

penakuueit H. H. lllyBanoBoii. — 2-e u3.,
nepepad. u gomn. — MockBa: M31atenscTBO
FOpaiir, 2019. — 428 c. — (bakanasp.
Axanemnueckuii kype). — ISBN 978-5-
534-10848-4. — TekcT: 2JIEKTPOHHBIH //
3BC HOpaiir [caiiT]. — URL: https://biblio-
online.ru/bcode/439062;

3. Kazakesny, T. A. JIoKkyMEHTOBEICHHUE.
JIOKyMEHTAIMOHHBIN CEPBUC: YICOHHUK U
MPAKTUKYM JIJISl TIPUKIIATHOTO
OakanaBpuata / T. A. Ka3zakeuu, A. .
Tkanuy. — 2-e U34., UCIp. U JI01. —
Mocksa: U3narensctBo FOpaiit, 2019. —
177 c. — (bakanasp. [IpuknaaHoi kypc). —
ISBN 978-5-534-06273-1. — Tekcr:
anekTpoHHbi // DBC FOpaiir [caiiT]. —
URL: https://biblio-
online.ru/bcode/437480;

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

5. KupcanoBa, M. B. Kypc
JIEIIOTIPOU3BOICTBA: IOKYMEHTAIIMOHHOE
oOecrieueHre yrpaBJICHHs: yueOHOE
nocobue / M. B. Kupcanosa, 10. M.
Axcenos. — M., 2010.

IToxnroroBka k
MPaKTUYECKUM
3aHATAAM

1. IToaroroBka Kk onpocy mno
JTUCIUIINHE.
Bompocsr:

1. PekBU3UTHI, 3 KOTOPHIX
COCTOHT IOKYMEHT, 1
TpeOOBaHUs K UX OPOPMIICHHUIO.
2. INonsTue 61aHKa, pEKBU3UTA,
dbopmymsipa, popmara.

3. Knaccuduxkarms gopm
JTOKYMEHTOB.

4. NsroroBiieHue, y4er u
XpaHeHue OJJaHKOB JOKYMEHTOB
C BOCIPOHM3BEACHUEM
['ocynapctBeHHOTO TepOa
Poccuiickoit @enepanuu ¢
cyowsekToB Poccuiickoit
Denepanuu.

1. I'OCT P 7.0.97-2016.
Hammonanwsubiii cranmapt Poccuiickoit
Oenepanun. CrucreMa CTaHIAPTOB T10
nHpopMaluu, ONOINOTEIHOMY U
u3aTenbcKkoMy eny. OpraHu3anuoHHO—
pacrnopsAuTeabHas JOKYMEHTAIIHS.
TpeboBanus Kk 0POPMICHHUIO TOKYMEHTOB
(ytB. [Ipuka3zom Poccranmapra ot
08.12.2016 N 2004—cT) (pen. ot
14.05.2018)
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Bua paGorsl

Conep:xanue (nmepeyeHb
BOIIPOCOB)

Pexomennannu

2. IToAroToOBKA K PELICHUIO
MPaKTUYECKHX 3a/1ay.

M

01yJib 2. «/loKyMeHTHPOBaHHE YIIP

aBJIEHYECKOIl 1eATeIbHOCTIDY

IToaroroBka k
JIEKIIUAM

CaMocToATEIbHOE N3YUEHHE
BOIIPOCOB:

1. OcHOBHBIE TOKYMEHTHI
yIpaBIeHUSI.

2. ABTOp IOKyMEHTa, aapecar,
aJipecaHT.

3. BHyTpeHHMI JTOKYMEHT,
BHEIIHUMN JOKYMEHT,
TpadapeTHbIi JOKYMEHT,
BXOJSAIINANA TOKYMEHT, BXOASIIUNA
HCXOJIHOM HOMEP JOKYMEHTA.

4. Jlemo, nenonpou3BOACTBO,
JIOKYMEHTAIMOHHOE O0eCTIeueHue
yrnpasierus (JJOY).

5. Koundunennuanbuas
nHpopMaIys, KoMMepUYecKast
TaiiHa.

CwMm. nutepartypy:
1. I'po3osa, O. C. [{enonpou3BoICTBO:
yueOHOe 1ocodue s aKaIeMUIECKOTo
6akanaBpuata / O. C. I'po3oBa. — Mockaa:
W3parensctBo KOpaiit, 2019. — 124 c. —
(Yausepcutetsl Poccun). — ISBN 978-5-
534-06787-3. — TekcT: 2JIEKTPOHHBIH //
OBC [Opaiir [caiiT]. — URL: https://biblio-
online.ru/bcode/438790;
2. lysanosa, H. H. OcHOBBI
JIEIIOTPOU3BOJICTBA. SI3BIK CITy:keOHOTO
JOKYMEHTA: y4eOHUK U MPAKTUKYM IS
akazemuueckoro O6akamaspuara / H. H.
[ysanoga, A. }O. iBanoBa; mos oOmiei
penaxuueit H. H. [llyBanoBoii. — 2-e u3n.,
niepepad. u gom. — Mocksa: 3parenscTBo
IOpaiit, 2019. — 428 c. — (bakanasp.
Axkanemuueckuit kypc). — ISBN 978-5-
534-10848-4. — TekcT: 2JIEKTPOHHBIH //
OBC [Opaiir [caiit]. — URL: https://biblio-
online.ru/bcode/439062;
3. KazakeBuu, T. A. JIokyMeHTOBEICHHUE.
JIOKyMEHTAIIMOHHBIN CEpBUC: YUEOHHUK U
MPAKTUKYM ISl IPUKIIAHOTO
6akanaBpuata / T. A. Kazakesuu, A. W.
Tkanuy. — 2-e u31., ucnp. U J01M. —
Mocksa: U3narensctBo FOpaiit, 2019. —
177 c. — (bakanasp. [IpukiagHoii Kypc). —
ISBN 978-5-534-06273-1. — Tekcr:
anektponHsi // DbC FOpaiT [caitt]. —
URL: https://biblio-
online.ru/bcode/437480;
4. Jly3una, T. B. Opranuzanus
JIeJIONPOU3BOJICTBA B TAMOYKEHHBIX
opranax / T. B. JIy3una, C. C.
PemernnkoBa. — MockBa: M3narenscTBo
Opaiir, 2019. - 273 c. —
(ITpodeccuonanvhas npaktuka). — ISBN
978-5-534-02407-4. — Texcr:
anekTponHsi // DbC FOpaiT [caitt]. —

URL: https://biblio-
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Conep:xanue (nmepeyeHb
BOIIPOCOB)

Pexomennannu

online.ru/bcode/437350;

5. Kupcanosa, M. B. Kypc
JETOTIPON3BOICTBA: JJOKYMEHTAIIHOHHOE
obecrieyeHre ynpasieHHs: yaeOHoe
nocobue / M. B. Kupcanosa, 10. M.
Axcenos. — M., 2010.

ITonroroBka K
MPaKTUYECKUM
3aHSATUAM

1.IToaroroBka K onpocy mno
JTUCITUTIINHE.
Bomnpocksr:

1. KOpuauueckoe nuuo,
buznyeckoe IUI0, IOPUANYECKAS
CWJIa JOKYMEHTA.

2. JlenoBasi KOppECTOHACHIIHA.
Crenuduka 1e710BOro CTHIIS
nUChMa.

3. Pa3HOBUJIHOCTH TUCEM TIO
coJiepkaHuto (IIUPKYISIPHOE,
COTPOBOUTENBHOE U T. JI.).

4. Tenerpamma, Tenekc, dakc,
HOPSI0K MX 0hOpMIICHUSI.

5. TloaJMHHBIA JOKYMEHT,
opurHHaI, OTTUCK. JlyOomukar
JIOKYMEHTA.

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

Cwm. nutepartypy:

1. «I'OCT P 7.0.97-2016.
Hammonanesubiii cranmapt Poccuiickoit
Oenepanun. CrucreMa CTaHIAPTOB T10
nHpopManuu, OMOINOTEIHOMY U
u3aTenbckoMy neny. OpraHusainuoHHO-
pacrnopsAuTeabHas JOKYMEHTAIIHS.
TpeboBanus Kk 0POPMIICHHUIO TOKYMEHTOB
(ytB. [Ipuka3zom Poccranmapra ot
08.12.2016 N 2004—cT) (pen. ot
14.05.2018)

2.4. PexoMeHaAUM VISl OPraHU3AI UM KOHTAKTHOH padoTsl B JUOC

1. JIna cryneHToB O4HOW (OpMBbI OOydYEHHsI CChUIKA Ha DJIEKTPOHHBIM Kypc TIO

NUCHUIIIINHE

«/lenonpounsBonctso  u

(http://edu.omua.ru/course/view.php?id=433).

JOKYMEHTOOOOpOT B

topuctipyneauun  (CM)»

2. MeTtonnueckue peKOMEHANN 110 U3YYEHUIO NUCLUIUIMHBI C UCIIOJIb30BAHUEM
JTUCTAaHIIMOHHBIX O00pPa30BaTENbHBIX TEXHOJOTHUH B AJIEKTPOHHON WH(OPMAIIMOHHO-
oOpa3oBaTenbHOU cpene yHuBepcurera (http://edu.omua.ru/mod/resource/view.php?id=33794).

3. TpeGoBaHus K YCJOBHAM peaju3aliii NPOrpaMMbl AU CHHIITUHBI

3.1. MaTepuajbHO-TeXHHYECKOE o0ecnevyeHne JUCHUUIINHBI

Tun yueOHBIX ayIuTOpPUii

Onucanue TpeGOBaHUIT K 000PY/I0BAHHIO AYAUTOPUH U

TeXHHMYECKHM CpeacTBaM 00y4eHust

ayauropust (s
3aHATUI

YueOHas
TIPOBEICHHUS
JIEKIIMOHHOTO THTIA)

Crieraan3upoBanHas MeOenb;

TexHUUYECKHE CpPEACTBA OOYYEHHS JUIS TpPEACTABICHUS YUeOHOM
uHbopMaMy  OOJIBIIOW  ayJIWTOPHH, B TOM 4YHCIe HaOOp
JIEMOHCTPAIIMOHHOTO 000pyIOBaHUs (MIPOCKTOP, IKPaH, KOMITBIOTEP
(HOYTOYK, HETTOI, U T.II.), OECITPOBOJHOM MyJIbT-yKa3Ka, MUKPO(DOH,
YCHUJIMTENb TPAHCISIIMOHHBIH, KOJIOHKH TPAHCIISIIIMOHHBIE);

CeteBoe oOOpymOBaHHME IS TOAKIIOYCHHS K HWH(OOPMAIHOHHO-
TEJICKOMMYHHKAIIMOHHON ceTH «HTepHeT»
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YueOnas aymutopust (mia | Crienuanu3upoBaHHAs MeOEIb;
MIPOBEICHUS 3aasaThi | TexHuueckne cpeacTBa OOyUeHHS I TIPEACTABICHUS YUIeOHOMH
ceMHHapCcKoro tuma‘) uHpopMaruy  OOJIBIIOW  ayIUTOPHUM, B TOM 4ucle Habop
JIEMOHCTPAIMOHHOTO 000PYAOBaHUs (TMPOSKTOP, IKPaH, KOMITBIOTEP
(HOYTOYK, HETTO H T.I1.));
CereBoe 00OpysOBaHHME sl TOAKIIOYCHUS K WHPOPMAIOHHO-
TEJICKOMMYHUKAITMOHHOM ceTn «HTepHEeT»
YueOnas  aymutopust (mia | Crienuanu3upoBaHHAs MeOEIb;
MIPOBEICHUS 3aasaThi | TexHuueckne cpeacTBa OOyYeHHS IS TPEACTABICHUS YUYeOHOMH
CEMHHApCKOT0  Tuma, Juig | nHQopMarmu  OONIBIION  aymuTOpWd, B TOM 4YHcie Habop
OpraHM3allid  TPAKTUYECKOW | IEMOHCTPAIIMOHHOTO 00OpyaoBaHHs (TPOCKTOP, SKPaH, KOMIIBIOTED
MMOATOTOBKH, KOMITBIOTEPHBIN | (HOYTOYK, HETTOI | T.I1.));
KJIacC) KommeroTepHast TeXHUKA: CUCTEMHBIE OJIOKH, MOHUTOPHI;
CereBoe o00OpyIOBaHHME JUISI TOAKIIOYCHUS K HH(OOPMAIMOHHO-
TEJICKOMMYHUKAITMOHHOW ceTn «HTepHEeT»
VYuebnas aymuropms (mns | CienmmanusupoBanHas wMebens (Tym0a i mompoca, Tymba
MIPOBEICHUS 3aHATUH | MOACYAMMOTO, CTOJX M CTYN IS 3aIlUTHUKA, CTOJX M CTYJN IS
CEMUHApPCKOTO  TUMA, JUISA | IPOKYpopa, CTON IS CYIbH, KPECIO CyIbH, CTOJ ayAUTOPHBIA CO
OpraHu3alMk  IPAKTUIECKOHN | CKaMbeH ABYXMECTHBIH, 3allUTHAs KaOWHA B MPOIECCYaTLHON 30HE
MOATOTOBKH, yYEOHBIM 3ai | 3a1a CyJAcOHBIX 3aCeTaHMi)
cyIeOHBIX 3aceanuil)
[Momemenus st | Crienpanu3upoBaHHAst MEOECIIb;

CaMOCTOSITEITEHOM pabOTHI

KommpioTepHass TeXHHWKa C BO3MOXKHOCTBHIO IOAKIIOUEHHUS K
UHQOPMAITMOHHO-TEIEKOMMYHHUKAIMOHHOH ~ ceTn  «MHTepHET» ¢
o0ecriedyeHMeM  JOCTyma B DIEKTPOHHYIO  HH(OPMAIOHHO-
00pa30BaTenbHYIO Cpely YHHBEPCUTETA

3.2. YuyeOHO-MeTOANYECKOE 00ecmeyeHne TUCHUILINHBI

3.2.1. Onucanne KOMILIEKTA JUIEH3HOHHOI0 M CBOOOHO PacpoCTPaHAEeMOro
NMPOrpaMMHOro odecrne4eHusl, B TOM YHCJIe 0Te4eCTBEHHOI0 TPON3BOCTBA

— MicrosoftWindows;
— MicrosoftOffice;

— mporpamma «TecTupoBaHHe CTyJICHTa;

— Cucrema BUICOKOH(EPEHIIUH CBA3H;

— SMART Learning Suite;

— DnektpoHHO-O0ubMMoTeyHas cucrema IPRbooks;

—  DrekTpoHHO-GubGmMoTeunas cuctema «OBC FOPANUT www.biblio-onlin.ru»;
— DnekTpoHHO-OuONMoTEeYHas cucrema IIpocrekT;

— HHOC.

3.2.2. IlepeveHnb JIUTEPATYPHbI, HEOOXOAUMOM AJI51 OCBOEHUS TUCUMILIUHBI

1. T'po3ona,

O. C. JlenonpousBOACTBO:
OakanmaBpuata / O. C. I'pozoBa. — MockBa: WznmarensctBo IOpaiit, 2019. —

yuyeOHOEe moco0Me s  aKaJeMHYECKOTro
124 c.

(Yuusepcutersl Poccun). — ISBN 978-5-534-06787-3. — Tekct: snextponnsiii // IBC FOpaiit
[caiiT]. — URL: https://biblio-online.ru/bcode/438790;

2. lysanoBa, H. H. OcHOBBI aenonpou3BoAcTBa. S3bIK CIyXkeOHOro JOKYMEHTA:
y4eOHHMK M TIPAKTUKYM JJIs akajgeMuueckoro Oakanaspuata / H. H. IllyBanosa, A. 0. iBaHoBa;
nop obmeit pexakuueit H. H. IllyBanoBoii. — 2-e u3n., nepepa0. u non. — Mocksa: M3naTenscTBO

‘KommbloTepHas TEXHHMKA YCTAHABIMBACTCA JUIA TPOBEACHHS 3aHATHA CEMHHAPCKOTO THIA IO

npernoaaBaTess B HHPOPMAINOHHO-TEXHUIECKUH OT/IeN.

3a4BKC
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IOpaiit, 2019. — 428 c. — (bakanaBp. Akanemuueckuii kypc). — ISBN 978-5-534-10848-4. —
Tekcr: anextponnsiii // ObC FOpaiit [caiiT]. — URL: https://biblio-online.ru/bcode/439062.

3. KazakeBuu, T. A. JlokymeHTOBeneHHE. J[OKyMEHTAllMOHHBIM cepBHC: y4EOHUK U
MPaKTUKYM JJis TpukiiagHoro 6akamaBpuara / T. A. KazakeBuu, A. U. Tkanu4. — 2-e u3m., ucop.
u jnon. — Mocksa: MUznarensctBo IOpaiit, 2019. — 177 c. — (bakanasp. IlpuknaaHoi kypc). —
ISBN 978-5-534-06273-1. — Tekct: snexkrponnsiii / DbC Opaiir [caiiT]. — URL: https://biblio-
online.ru/bcode/437480/.

4. Jlysuna, T. B. Opranuzanus Aenonpou3BOACTBA B TaMOXeHHBIX opranax / T. B.
Jy3una, C. C. PemernukoBa. — MockBa: WM3marensctBo IOpaiit, 2019. — 273 c. —
(ITpodeccuonanvuas npaktuka). — ISBN 978-5-534-02407-4. — Tekct: snexrponssii // IbBC
IOpaiir [caiit]. — URL: https://biblio-online.ru/bcode/437350.

3.2.3. IlepeveHb HCNOJIB3yeMBbIX COBPEMEHHBIX MPO(ecCHOHANBHBIX 023 JAHHBIX U
HH(OPMALMOHHBIX CIPABOYHBIX PABOBBIX CHCTEM

— cnpaBoy4Has npaBoBas cuctema «Koncynbrantllmocy;
— cIpaBoYHas npaBoBas cuctemMa «l apaHTy;
— HHOe.

4. OueHka pe3yJibTaTOB OCBOEHUS AU CHUILINHBI
4.1. Texymuii KOHTPOJIb YCIIEBAEMOCTH
4.1.1. Opranusanus TeKymero KOHTPoJisl yCreBaeMoCTH

Texymumii KOHTPOJIb YCIIEBAEMOCTH (B TOM YHCIe pyOEKHBI KOHTPOJIb) 00ECIIEYHBAET
OLICHMBAHHME XO0Jla OCBOEHUS AMCLUUIUIMHBI M BKJIIOYAET B ce0sl YCTHBIA OMPOC, MPaKTUYECKOE
3ananue(pyoexHbiii KOHTpoub). [Ipu OCBOCHHMH AWCHMILIUHBI B OYHOW (POPME HCIIOIB3yeTCs
OaJIbHO-PEUTUHIOBAsI CHCTEMa, KPUTEPHHM OLIEHWBAHUSA KaXKIOTO BHJA TEKYILIErOo KOHTPOJIS
IIPEJICTaBJICHBI B TEXHOJIOTUYECKON KapTe AUCUUILINHBI (TIPUTIOKEHUE).

4.1.2. Opranu3anus Tekymero koHTpouas 8 JUOC

Opranumzanust Tekyuiero koHTpossi mno auciumuimae B OWMOC  yHuBepcutera
OCYIIECTBIISIETCS B COOTBETCTBUM C TEMAaTUYECKUM IutaHoM (paszenst 2.2.1, 2.2.2, 2.2.3
HacToAllell pabouell MpoOrpaMMbl), JIOKAJIbHBIMH HOPMAaTHUBHBIMM aKTaMH YHUBEPCHUTETA,
periaMeHTHPYIOIUMHI 00pa30BaTeIbHBIN MPOLIECC, a TAKXKE B COOTBETCTBHH C YCTAaHOBJICHHBIMU
TpeOOBaHUSIMU DIJIEKTPOHHOTO Kypca [UIsl OOy4aloUUuXCs OYHO-3A0YHOU U 3A04HOU (opm
o0yuenus, OCBaMBAIOIIUX O00pa30BATENbHYIO MPOrpaMMy C TNPUMEHEHHUEM 3JIEKTPOHHOTO
oOydeHHs W JHUCTAaHIMOHHBIX O0Opa30BaTeNbHBIX TEXHOJOTUNA (Ha OCHOBAHWU 3asBIICHUS
oOyuJarorerocs).

Texkymmii KOHTPOJb ISl OOyYaIOIMIMXCS 10 OYHOU (hopme 00yueHus, OCBAUBAIOUIUX
00pa3oBaTeNbHYI0 MPOrpaMMy C NPUMEHEHHEM 3JIEKTPOHHOTO OOYyYeHHUS M JUCTAHIIMOHHBIX
o0pa3oBaTeNbHbIX TEXHOJOTHM MpeaycMaTpUBaeT B TEPBOM CEMECTpPE  BBINOJIHEHUE
NPaKTUYECKUX 3aJaHUH, pelieHre pyoeKHOT0 KOHTPOJIS MO KaKIOMY MOJYIIO TEMaTUYeCKOTro
I1aHa y4eOHOM AMCUMIUIMHBI «J[eI0mpou3BOACTBO UM JOKYMEHTOOOOPOT B IOPUCHPYAEHLUU
(CM)» (http://edu.omua.ru/course/view.php?id=433).

B cootBercTBUM ¢ yueOHBIMH IUIaHaMU MO Mporpamme OakallaBpuaTa MO HaIlPaBJICHUIO
noarotoBku 40.03.01 FOpucnpyneHiust HanpaBIeHHOCTh (MPOGMIb): YroJOBHO-IIPABOBOI,
yueOHas JUCHUIUIMHA «J]eI0mpon3BOICTBO U JOKYMEHTOOOOPOT B IOPUCHPYICHLIUN» U3ydaeTcs
CTyJEHTaMM Ha NPOTSHKEHMM OfHOro cemecrpa. CrenoBaTelbHO, TEKYIIUMH KOHTPOJIb AJIs
OoOy4JaloluXxcsi 10 OYHO-3A0YHOU U  3A0YHOU  (hopmam  0Oyuenusa, OCBAMBAIOIINX
00pa3oBaTeNbHYI0 MPOrpaMMy C NPUMEHEHHEM 3JIEKTPOHHOTO OOyYeHHS M JUCTAHIIMOHHBIX
00pa30oBaTeNbHbIX TEXHOJOTUN MpeayCMaTpUBAeT BBHIMOJIHEHHE NPAKTHUYECKUX 3aJaHUN IO
KaXJIOMY MOAYJIIO0 Yy4eOHOW JAUCHUIUIUHBI «J{eTonpon3BOACTBO M JAOKYMEHTOOOOPOT B
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topuctipyaeauun  (CM)»
KOHTPOJIbHON PabOTHI.

Jlnst o0yJaromuxcs ounoi hopmor odyuenusn, a Takxke oOydaroIUXCs OYHO-3A0UHOU U
3a04HOU popm o00yuenus, 3asBUBIINX 00 OCBOEHMM 00pa3oBaTENbHOI Nporpammsl B (Gopme
ayJUTOPHOM KOHTaKTHOM paboThl, opraHu3amus TeKymero kontposus B OWO yHuBepcutera
BO3MO’KHA B CJIEYIOIINX CIIy4asx:

— MpHUKa3 pPEKTOpa YHUBEpcUTeTa 00 OOYYEHHH HCKIIOYUTEIBHO C IPHUMEHEHHEM
JIEKTPOHHOTO OOy4YeHMsI M JUCTAHIMOHHBIX OOpa30BATENbHBIX TEXHOJIOIMH (B YCIOBHUSAX
BO3HHUKHOBEHUS YPE3BbIYAHBIX CUTYyaLUi);

— 3asBJIEHUE 00Y4JaroLIerocs ¢ MPUIOKEHUEM JTOKYMEHTOB, MOATBEPKAAIOMMX HAINYHE
y HEro YBaXXHTEIbHON MPHUUUHBI JINYHOTO OTCYTCTBUS HA YUEOHBIX 3aHATHUSX.

(http://edu.omua.ru/course/view.php?id=433) ®  BBIIOJHCHHUE

4.2. lIlpomMe:kyTOYHAS aTTeCTANUS 00Yy4AKOINXCH
4.2.1. Opranusanusi NPOMe;KyTOYHON aTTecTalusA 00y4arommXxcst

[TpomexxyTounasi arrectanus OOy4yalOIIMXCS IO AUCHUILUIMHE IPOBOAUTCS B (opme
3ayeTa U o0ecreurnBaeT OlLICHUBAHHE PE3yJIbTAaTOB OOYUYEHHUS MO TUCHUIUIMHE B COOTBETCTBHUH C
KOMIIETEHIIMSIMU, YCTAHOBJICHHBIMU 00pa30BaTeIbHON IPOTPaAMMOIA.

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

OrneHuBaHue pe3yabTaTOB OOy4YeHHS MO JUCHUIUIMHE (YpOBHA C(HOPMUPOBAHHOCTH
KOMIIETECHIIMI ) MPOBOJAUTCS HA OCHOBE CIIEIYIOIUX KPUTEPHUER:

Onenka Kon xommereniin | Maukatopst noctwkenus | Kpurepuu oreHuBaHHS
KOMTICTCHIIUH TI0 AUCIUTUINHE
3adreHo YK-4 NYK-4.1. 3naeT HOpMBI coBpeMeHHOTO | JleMOHCTpUpyeT
PYCCKOTO JINTEPATypPHOTO S3bIKA IPH MpeKpacHoe 3HaHUE
€ro UCIOJIb30BAHNH B KAUECTBE mpenMera,
roCyJapCTBEHHOTO si3bika Poccuiickoll | TepMuUHOIOTHH,
denepanun. 00aBIIss
NYK-4.3. YMeeT ucnonp3oBaTh KOMMEHTapUH,
PYCCKHIA SI3bIK KaK TOCYAapCTBEHHBIH MOSICHEHUS,
s13b1Kk Poccuiickoit @enepanuu B 000OCHOBaHUs,  Jenas
po¢heCcCHOHANBHOM JIeATENFHOCTH 1 CCBIIKH Ha
T IpopecCHOHaTBHOTO OOLICHUSI. HOPMaTHUBHO-
NYK-4.4. YMeeT cTpouTh YCTHYIO U 3aKOHOJIATENbHYIO
MUCBMEHHYIO peyb JIOTUYHO, 0azy.
MIPABHWJILHO U SICHO JIs ocymecTBieHus: | [Ipaktuyeckoe 3amaHue
JISIIOBOM KOMMYHUKAIIWH. BBITIOJTHEHO
NYK-4.5. Bnageet HaBbIKaMu IIOJIHOCTBIO.
OCYIIECTBIICHUS JACIIOBOM OO6yuaromuiics
KOMMYHUKAIIUU B YCTHOH U yMeeT MPUMEHUTH
NUCBMEHHOH popMax Ha TEOpEeTUIECKHEe 3HAHU
rocyIapCcTBEHHOM fA3bIKe Poccuiickoi B MPaKTUYECKON
Oenepanyn. CUTYaIUH.
YBepeHHO
JEMOHCTPHPYET
HE00XOIUMBIC HABBIKA
MIPH BBITIOJTHEHUN
3a/laHus B
COOTBETCTBHH C
NpUBEAEHHBIM
OTMCAaHUEM CHUTYAaIIHH.
He 3aureno | YK+4 NYK-4.1. 3naet HOpMEI coBpemenHOTO | He BIIATICET
PYCCKOT0 JIUTEPaTYPHOTO SI3bIKA MIPH coJiepKaHueM
€ro UCIOJIb30BAHNH B KAUECTBE mpenMera,
roCyIapCTBEHHOTO A3bika Poccuiickol | 3aTpyaHseTcs npu
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Onenka Kox komnerenumu | MHOUKaTOpHI noctwkenns | Kputepun oneHuBanus
KOMIIETCHIIUH 110 JUCLUIINHE
denepanuu. CChUIKaxX Ha
NYK-4.3. YMeeT ucronp3oBaTh HOPMaTHBHO-
PYCCKUI A3bIK KaK roCy1apCTBECHHBIH 3aKOHOZATEJIbHYIO
s36IK Poccuiickoit deneparym B 0azy.
npodecCHOHANBHON AEATENTLHOCTH U OtBeyast Ha BoIpoc, HE
T IpopecCHOHaTBHOTO OOLICHUSI. MOXKET nogo0paTh
NYK-4.4. YMeeT CTpOUTh YCTHYIO H COOTBETCTBYIOIIYIO
MUCBMEHHYIO peyb JIOTUYHO, TEPMHHOJIOTHIO.
NPaBUIIBHO U SICHO JUIsl ocymiecTBienus: | [Ipaktuueckoe 3amaHue
JIEIOBOM KOMMYHHKAIIHH. B OCHOBHOM He
NYK-4.5. Bnaneer HaBeIKaMu BBIIIOJIHEHO (06BeM
OCYILIECTBIICHUS ICTOBON BBHIMIOJIHEHHOM ~ 4YacTH

KOMMYHHKALIUU B yCTHOH H
nUCEMEHHOH popMax Ha

MmeHee 2/3 ot oOmero
o0beMa 3allaHHs) WIH

roCyIapCTBEeHHOM si3bIke Poccuiickoit MOJTHOCTHIO HE
Ddeneparnum. BBIMOJTHEHO.
OOyuaromuiics

MOKa3bIBaET HE3HAHHE
OCHOBHBIX ITOHATHH, HE
yMeeT pemaTh
MPaKTUYCCKUE 3a/1a4u.
He JEMOHCTPUPYET
HEOOXOOMMBIE HaBBIKU
pu BBITNIOJIHEHUH
3alaHus B
COOTBETCTBUH C
NpUBEAEHHBIM
OTIFICAaHUEM CHUTYaITHH.

4.2.2. Bonnpocsl K 324éTy

1. JIoKyMEHT B cUCTEME yIpaBJiCHHUSI.

2. OcHOBHBIE OHATHS I€TOMPOU3BOJICTBA U IOKYMEHTOO00pOTA.

3. Hcropus pa3zButus aenonpousBojacTa B Poccuu.

4. HopwmaruBHas 6a3a JeJIONPOU3BOICTBA.

5. Knaccuduxanust JOKyMEHTOB.

6. IlpaBuiia cocraBieHUs TOKYMEHTOB.

7. SI3BIK TOKYMEHTOB.

8. IIpaBuna ucnonp3oBanus mpudTa, OTCTYIOB, HHTEPBAJIOB U MOJIEH B 0popMIeHUN
JIOKYMEHTOB.

9. CmnocoObl opopMieHHUs JaT B JOKYMEHTAX.

10. CoxkpalieHue ciI0B U CIIOBOCOYETAHUN B JOKYMEHTE.

11. OdopmieHue B TOKyMEHTaX HAITUCAHUS YUCE.

12. Hamnucanue Gpu3NIECKUX BETUUUH.

13. Odopmienne MaTeMaTHIeCKUX (OPMYII.

14. Odopmnenue TabuiI.

15. TpeboBanus k 0HOPMICHHIO PEKBU3UTOB OPraHU3AIMOHHO-PACTIOPSTUTETHHBIX
JIOKYMEHTOB

16. OOmas xapakTepuCcTHKa OPTaHU3aIMOHHBIX JOKYMEHTOB.

17. VYcras.

18. TIlonoxeHue.

19. IlltaTHOE pacnucaHue.

20. JoKHOCTHasi UHCTPYKITUA.




21. HudpopMannoHHO-CIIPABOYHBIE JOKYMEHTHI - O0IHE XapaKTEPUCTHKH.
22. Axr.

23. Ilporoxou.

24. Tenerpamma

25. TenedoHorpamma.

26. 3anucku.

27. CayxeOHOE MHCHMO.

4.2.3. Tunossble 3a1aHNs K IK3aMeHY
3ananue 1
[TonroToBUTh MPOEKT ciy:keOHOTO muchMa U3 CHOMPCKOrO IOPUIMYECKOTO0 YHHBEPCHUTETa B
VYBJl mo Omckoii ob6nacTu ¢ MpochOOW MPENOCTAaBUTh KPATKYH0 HH(POPMAIMIO O COCTOSTHHUH
npaBonopsiika Ha Teppuropun Omckoil obmactu B 2015 1. 11 MCHONb30BaHUS B y4yeOHOM
nponecce. Ilpu odopmieHnn TOKyMEHTa MCIIOJIb30BaTh YIJIOBOW BapUaHT PACHOJIOXKECHMS
PEKBU3UTOB Ha OJIaHKE.

3aganue 2
[TonroroBUTh MPOEKT ciy:keOHOro nucbMa u3 CHOMPCKOTO IOPUIMYECKOTO YHUBEPCHUTETA B
MCY Ne 4 r. Omcka ¢ npocb00il MperocTaBUTh CBEIEHHUS O COCTOSIHUU 3JI0POBbSI CTYJCHTA
CumaxkoBa A. A., kotopsiii 6611 goctaBieH B MCY Ne 4 3 centsiops 2015 r. mocie n10poxHO-
TpaHCHOPTHOTO npouciuecTBus. [Ipu odpopmiaeHnn 1oKyMeHTa MCIOIB30BATh YITIOBOM BapUaHT
pacmnosoKeHusl peKBU3UTOB Ha OJaHKe.

3aganue 3
[TonroToBUTH MPOEKT cCiy:keOHOTO muchMa U3 CHOMPCKOrO IOPUIMYECKOTO0 YHHBEPCHUTETa B
OmMckuii 00J1acTHOM cya ¢ TPochOOHM TMpEeACTaBUTh KOMHHM TpHUroBopoB mo cr. 127.1 YK P®
«Toprosnsa moasmu» 3a 2001-2009 rr. s npoBeAEHUST HAyYHO-HCCIEI0BATEIbCKONH pabOThI.
[Tpu odopmileHnH TOKYMEHTa HMCIOIb30BaTh YIJIOBOM BapUAHT PACIONIOKEHHUS] PEKBU3UTOB Ha
OnaHke.

3aganue 4
[TonroToBUTh MPOEKT ciy:keOHOTO muchMa U3 CHOMPCKOrO IOPUIMYECKOTO0 YHHBEPCHUTETa B
Ky#iOpimeBckuii paiioHHBIN cyn r. OMCKa ¢ Tpoch00il MPEAOCTaBUTh KOMUHU MPUTOBOPOB IO
ct. 105 YK P® «Yo6wmiictBo» 3a 2015 r. ang ucnonb3oBaHus B ydeOHOM mporecce. Ilpu
oQOpMIICHUH JOKYMEHTa HCIIOJNb30BaTh YIJOBOW BapHaHT pAcCMONOKEHUS PEKBU3UTOB Ha
OnaHke.

3amanmue 5
[TonroroBuTh MPOEKT ciy:keOHOro nucbMa u3 CHOMPCKOTO IOPUIMYECKOTO YHUBEPCHUTETa B
KyiiObimeBckuit paifonnsiii cyn r. OMcka ¢ mpock0Oi NMpeAcTaBUTh KOMHH HPUTOBOPOB IO
cT. 258 YK P® «He3akonnas oxota» 3a 2015 1. mist ucnonb3oBanus B yaueoHoM mporiecce. [Ipu
oopMIIeHUM JOKYMEHTa HCIOJb30BAaTh YIJIOBOW BAapHaHT PACIHOJIOKEHHUS pPEKBH3UTOB Ha
OnaHke.

4.2.4. Opranusanusi NpoMe;KyTOUHOM aTTecTanus odoyyarmmxess B JUOC

Opranu3zanus NpoMexyTo4yHol arrectauuu no aucuuiuimae B JMOC yHuBepcurera ais
00y4aIOIIUXCSl OYHO-3A0UHOU U 3A04HOU (PopMm 00yYeHusn, OCBAUBAIONINX 00pa30BaTEIbHYIO
IporpaMMy C MPHUMEHEHHEM 3JIEKTPOHHOTO OOy4YeHHs] M JUCTAHIIMOHHBIX 00pa3oBaTEIbHBIX
TEXHOJIOTHI (Ha OCHOBAaHHMH 3asBJICHUS OOYdYarOIIETOCs), MPOBOAMTCS B (opme 3ayeTa B
COOTBETCTBUHM C JIOKAIbHBIMM HOPMATHBHBIMHU aKTaMHM YHHUBEPCUTETA, PErJIAMEHTUPYIOUIMMU
o0pa3oBaTeNbHbIil MpOIEecC, a TakKe B COOTBETCTBHHM C YCTaHOBJICHHBIMH TpeOOBaHUSMU
3IIEKTPOHHOTO Kypca.



[IpomexxyTouHasi arTecTanusl Uil OOYYAIOUIUXCS OYHO-3A0YHOU U 3A04UHOU (opm
o0yuenus, OCBaMBAIOIUX O00pa30BATENbHYIO MPOrpaMMy C IPUMEHEHUEM 3JIEKTPOHHOIO
0o0y4YeHHsI W JUCTAHLMOHHBIX 00pa30BaTEIbHBIX TEXHOJOTMH MPEAYCMAaTPHBAET BBIOJHEHHE
3a4€THOTO 3aJJaHMsI IEKTPOHHOTO Kypca.

Jlnst 0OyJarouuxcst 04Hou hopmul 00yuenuA, a TaKKe 00YJAIOIIUXCA OYHO-3A0YHO U
3a04HOI 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 HAINYHE
y HEro YBaXXHUTEIbHON NMPHUUMHBI JIMYHOTO MPUCYTCTBUS HA YUCOHBIX 3aHATHIX.



[Ipunoxenue

TexHosornyeckasi KapTa JUCHHUILIHHBI
(0151 ouHOM opMBbI 00yUeHHUsT)

IIpenonasarens:

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

Henucos lO. I1., nouent kadeaps
aJIMUHUCTPATUBHOIO U (DMHAHCOBOTO IIPaBa
YOV BO «Cubupckuit 1opuanuecKuit
YHHUBEPCUTET», KaHANUJAT NOJUTHUYECKHX HAYK
Jlenonpou3BoACTBO U JOKYMEHTOOOOPOT B
IOPUCIIPYACHLIUU

40.03.01 FOpucnpynenuus

bakanasp

YronoBHO-TTPaBOBOM

1 Cemectp 1

12
20
3a4eT

Makcumainb
Buael koHTpOIIS Hoe
KOJIMYECTBO
0aymioB
Texkyuuii KOHTPOJIb 30
Py0e:xHbINi KOHTPOJIb 30
IIpomeskyTOouHast aTTecTaUMS 40
HToro no aucuumnjinge: 100
Makcumainb
Bunbl yueOHOM 1eITeTbHOCTH CTYICHTOB HOC
KOJIMYECTBO
0aJIoB
MoayJs 1. IlonsiTue, conepkanue U 3HAYECHHUE AeJI0NPOU3BOACTBA
Texkymmii KOHTPOJIb 15
Y CTHBII OTBET 5
[IpakTrueckoe 3agaHnue 10
Py0e:xHbIil KOHTPOJIb 15
ITpakTHueckoe 3a7anne no Matepraiam MoayJis 1 15
MoayJs 2. JlokyMeHTHPOBaHNE YIIPABJIEHYECKOM 1eATeJIbHOCTH
Texkymmii KOHTPOJIb 15
VCTHBIH OTBET 5
[TpakTHyeckoe 3a1aHne 10
Py0e:xHbIN KOHTPOJIb 15
[IpakTrueckoe 3aanne Mo MaTepruaiaM MOIyJs 2 15
ITpoMe:xxyTOYHAS ATTECTALUA 40
3auer 40
JlonmosHuTEIbHBIE 0AJUIBI 32 BBICOKYIO KYJIbTYPY YU€OHOI 1eSITeJIbHOCTH 10




YCTHBIN onpoc

Kpurepuu banist
[TonHble, TOUHBIE U TIOCIIEIOBATEIbHBIE OTBETHI HA BOMPOCHI 5
HecymecTBeHHbIe OIIMOKY M HETOYHOCTH B MPABUIILHO M3JI0’KEHHBIX OTBETAX 3
CymiecTBeHHbIe OMIMOKHM ¥ HETOYHOCTH B U3JI0’KEHHBIX OTBETaX 0
IIpakTHyeckoe 3aganue 10
Kpurepuu banist
ITpakTHyeckoe 3aJjaHe BBIOJIHEHO MOJHOCTHIO 10
[Tpu BBIMOJIHEHUY MPAKTUYECKOTO 3aJaHUS JOMYIIEHbBI OIIHOKHI 5
3agaHue He BBHITOIHEHO 0
Py0e:xHbIN KOHTPOJIb (IPaKTHYeCKOe 3aJaHue) 15
Kpurepuu banist
3aganue BeITonHeHO Ha 85-100% 15
3aganue BeIIoHEHO HA 70-85% 10
3aganue BoinoaHeno Ha 50-70% 5
3agadue BhIIONIHEHO MeHee Ha 50% 0
3.01BeT Ha 3a4yeTe 40
Kpurepun
CTygeHT CTpPOUT OTBET JOTMYHO B COOTBETCTBUM C ILJIAHOM, IOKa3bIBaET 40
MaKCHMaJbHO TJIYOOKHE 3HaHUS Mpo(ecCHOHANBHBIX TEPMHUHOB, IOHSATHIA,
KAaTeropuii, KOHLENIMM U  TEOpPUH.  YCTAaHABIMBACT  COJEPKATEIIbHbBIC
MEXIPEJIMETHBIE CBA3U. Pa3BepHYTO apryMEHTHPYET BBIJBUTAEMBIE IMOJOKEHHUS,
OPUBOAUT yOenuTenbHble HpuMepbl. OOHApYXKHBAeT CHOCOOHOCTh aHaIu3a H
pacyeTa B OCBELIEHUHN Pa3JINYHbIX KOHIENUH. JlemaeT coaepKaTeabHble BEIBOIBI.
JleMOHCTpHpYeT 3HaAHHWE CIEUUATbHOW JUTEpaTyphl B paMKax ydeOHOro
METOJUYECKOT0 KOMIUIEKCa U JIONOJHHUTENbHBIX HCTOYHHUKOB HH(OPMAILIUH.
JleMOHCTpUpYET HaBBIKA PEHICHUS MPEAJOKEHHBIX MPAKTUYECKUX CUTyalUd U
3aja4, gonyckaet 0osiee 85% mpaBUIIbHBIX OTBETOB.
CTyIleHT CTPOUT CBOMl OTBET B COOTBETCTBUU C IJIAaHOM. B oTBeTe mpecTaBiieHbI 30
pa3IUYHBIE MOAXOABI K MpobiemMe, HO WX OOOCHOBAaHHE HEIOCTATOYHO IIOJHO.
VYcraHaBiuBaeT — coAep)KaTelbHbIE — MEXIpPEAMETHbIE  CBs3U.  Pa3BepHyTO
apryMEHTHUPYET BBIIBUTACMBIE IOJIOKCHUSI, TIPUBOJAUT HEOOXOAMMBIE MPUMEPHI,
OJIHAKO IIOKA3bIBA€T HEKOTOPYI0 HEMOCIEA0BATEIbHOCTh aHadu3a. BbeIBOABI
NpaBWIbHEL. Peub TpamMoTHA, UCHONB3yeTcs mpodeccuoHalbHas —JIEKCHKA.
JleMOHCTpUpYyeT 3HaHHE CIEUUaIbHOW JUTepaTyphl B paMKax ydeOHOro
METOJUYECKOTO0 KOMIUIEKCa W JIONMOJHUTENBHBIX WCTOYHUKOB HH(OPMAIIHH.
JIeMOHCTpUpYET HaBBIKA PELICHUS NPEIJOKEHHBIX MPAKTUYECKUX CUTyalUd H
3anad, nomyckaet 6onee 70 % mpaBMIIBHBIX 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 HEOOXOAMMBIE MPUMEPHI,
OJIHAKO TIOKa3bIBAET HEKOTOPYIO HEIOCIICIOBATEILHOCTh aHalin3a. BhIBOABI HE
BCerja MpaBUIbHBEL. Pedb HE Bcerja rpaMoTHA, UCHONB3YeTcs podeccnoHanbHas
nekcuka. JleMoOHCTpupyeT 3HaHUE CHEIUATBHOM JTUTEPATyphl B paMKaxX y4eOHOTO
METOJIMYECKOTO0 KOMIUIEKCa 0€3 JOMOTHHUTEIbHBIX HCTOYHUKOB HH(OPMAIIHH.
JIeMOHCTpHUpYET HaBBIKA PEHICHUS TPEIJIOKCHHBIX MPAKTUYCCKUX CUTYallUd H
3anad, nomyckaer 6onee 50% mpaBUIHHBIX OTBETOB.




CTyaeHT HEIOCTaTOYHO pPaCKPBIBAeT MPOQECCHOHANIBHBIC TOHSTHS, KaTeropus,
KOHIICIIIIUHY, TGOpI/II/I. CTYI[GHT HpOHBH}IeT CTpeM.HeHI/Ie IIOAMCHUTDH Haquoe
000CcHOBaHHE TPOOJIEM PACCYKICHHSIMHU OOBIJICHHO-TTOBCETHEBHOTO OBITOBOTO
xapakrepa. OTBET COIEPXKUT PsA  CEPbE3HBIX HETOYHOCTEW. BpIBOIBI
MOBEPXHOCTHHI. VIMeeT MecTo OueHb HU3KWW YpPOBEHb BBITTOJHEHHUS TECTOB,
KOHTPOJIbHBIX M NPAKTUYECKUX 3aJaHU B TeueHHe Yy4eOHOro mpolecca.
JIeMOHCTpHUpYET HaBBIKA PEHICHUS TPEIJIOKCHHBIX MPAKTUYCCKUX CUTYallUd H
3az1a4, jonyckaer MmeHee 50% npaBUIIbHBIX OTBETOB.




JlonotHeHNsl ¥ H3MEHEeHUs1 K padoueil mporpamme
AUCHMIUIMHBI « »Ha 20 /20 __ y4eOHBIii rojg

B pabouyto nporpamMmy BHECEHBI CIEIYIOIINE JOTIOTHEHUS U/UITU U3MEHEHHUS:

(vkazvligaemcsi pazdel U KpAMKAs XAPAKMEPUCMUKA —BHECEHHbIX USMEHeHUull U
O0ONONHeHUl, 8 clyuae Omcymcmaeusi OONOJIHEHUN U U3MeHeHUll 6HOCUmcs 3anuco «llpunsama oe3
UBMEHEeHU»);

JlonoTHeHNs ¥ I3MEHEHUS B pabouyro MporpaMmy BHEC:
@®.1.0., 10KHOCTD, yueHas CTENEHb, 3BaHNUE.
JlononHeHUsT W W3MEHEHHUs, BHECEHHBIE B pabOYyl0 NpOTrpaMMy, PacCMOTPEHBI H
ooOpeHbl Ha 3acenaHuu Kadenpsl (mpotokon Ne ot
). PabGouas mporpamMma peKoMeH0BaHa K UCIOIb30BaHuio B 20 /20 ydeOHOM romy
it ooyvaromuxcst 20 roma Habopa.

3aBenyromnuii kageapoit N. O. Gammnus
YTBEPXIEHO
HAa 3aCeIaHUU METOJIMYECKOTO COBETA,
IIPOTOKOJI OT 20 r.Ne
[Ipencenarenb METOAMYECKOTO COBETA 1O. A. bypaenbHas
« » 20 r.
Ilpumeuanue.

Paszoenvt paboueii npocpammvi, 6 KoOmMopwvie 6HeceHbl USMEHEHUss U OONOJHEeHUs.
pacneuamsiéaromcs, U NPUKIAObIBAIOMC K NeYamHoMy eapuanmy pabouei npocpammsel. B

9NeKMPOHHOM 8apuanme padboueli npocpammovl NPOU3BOOUMCSL 0OHOBIEHUE PA30eTl08, 8 KOMOpble
BHeCeHbl UBMEeHeHUsl U OONOTHeHUs.



