YactHOE 00pa30BaTENbHOE YUPEKICHUE
BBICIIIET0 0Opa30BaHUs
«CHOUpCKU FOPUIUUYECKUN YHUBEPCUTET
(CuolOY)

OIOBPEHO
Ha 3acefjaHny Kadeapbl KOHCTUTYIIHOHHOTO
U aJIMUHHCTPATUBHOTO TIpaBa,
npotokod ot 30 aBrycra 2024 r. Ne 1
3aB. kadeapoll KOHCTUTYLIMOHHOTO U
aJIMUHUCTPATUBHOTO TpaBa

O. U. bekeroB

30 aBrycra 2024 r

YTBEPXJEHO

HAa 3aceJaHNH METOMYECKOTO COBETa,
POTOKOJ OT 2 ceHTAO0pst 2024 1. Ne 1
[Ipencenarens METOOUYECKOTO  COBETA,
MpopekTop 1o ydeOHOW  pabore —
HaYaJIbHUK Y4eOHOTO yrpaBlieHus

10.A. BypnenbHas

2 centsa0ps 2024 r.

PABOYASA TPOI'PAMMA JJUCHUIIJIMHBI
Je/10npon3BOACTBO M JOKYMEHTO000POT B IOPUCIIPYACHIIUH

HanpasjieHue noagroroBKu
Kpaimmpukanusi BbIyCKHHKA
HanpagsienHnocts (Mpoguib) NporpaMmsl
®opma o0yueHust

Cpox o0yyenus

I'on HaGopa

40.03.01 IOpucnpynenuus
OakanaBp
YTOJIOBHO-TIPABOBOM

O4YHAas /04HO-3a049HAas/3a09HAs
4 rona /5aer

2024

Owmck, 2024



Pabowas mnporpamMMa JIUCHMIUIMHBI «/lelONpOU3BOACTBO U JTOKYMEHTOOOOPOT B
IOPUCTIPYIECHLIUN

[IporpaMmma cocTaBieHa B  COOTBETCTBHM C  TpeOoBaHHSIMH  (enepalbHOTO
rOCy/IapCTBEHHOIO0 00pa30BaTEIbHOrO CTAaHJAApTa BbBICIIEr0 O0pa3oBaHMs — OakalaBpuaT IO
HarnpaBieHuto  noxarotroBku  40.03.01 FOpucnpynenuus, YTBEPKIAECHHOIO  MPUKA30M
MuHucTepcTBa HAyKu | BhICIIero oopasoBanus Poccutickoii @enepanuu ot 13 aBrycra 2020 1.
Ne 1011.

IIporpammy cocraBuiI:
HopodeeB A.B., crapumii mnpenogaBaTenb Kadeapbl  KOHCTUTYIIMOHHOTO |
aamuHucTpatuBHOTro npasa YOY BO «Cubupckuit IopuanyecKuii yHUBEPCUTET.



1. Lenau ocBOeHMS U CHUNIHHBI,
IJIAHMPYeMble pe3yJbTaThl 00y4eHusl 0 JUCIUNIHHE

JucturumHa «Jlenonponu3BoICTBO U JOKYMEHTOOOOPOT B IOPHUCIIPYACHIIMIY HAlpaBJIieHa
Ha JIOCTWXKCHHE IUIAHUPYEMBIX pE3yJIbTaTOB OCHOBHOM NpOQecCHOHaIbHON 00pazoBaTeIbHOM
IPOTpPaMMBI BhICIIIETO 00pa30BaHUs — MPOrpaMMbl OaKairaBpuara 1o HalpaBJICHHUIO TOIrOTOBKU
40.03.01 HKOpucnpyneHiusi, yroJoBHO-IIPaBOBOM (Hajiee COOTBETCTBEHHO — JUCHUILIMHA,
oOpasoBaresbHas MPOrpaMMa).

B pesynbTare 0CBOSHHS TUCHUILIMHBI y 00y4YaromIerocs JOKHBI ObITh C(HOPMHUPOBAHBI

KOMIICTCHIIMH, YCTAHOBJICHHBIC O6paSOBaTeJIBHOI>'I nporpaMMoﬁ:

Kon HaumeHoBanue Nuauxaropsl Nuauxkaropsl
KOMIIeTeHIM U KOMIIeTeHIINH JOCTH/KEHHSA HOCTHKEHHS
KOMIIeTeHIINH, KOMIIeTeHIN i 1o
yYCTaHOBJIEHHbIE AUCHMILINHE
o0pa3oBaTeJbHOM
NPOrpamMMmoit
YK-4 Criocoben NYK-4.1. 3naeT HOpMBI NYK-4.1. HazpiBaet
OCYILECTBIIATD COBPEMEHHOI'0 PyCCKOTO TpeOOBaHUs K
JICJIOBYIO JUTEPATYPHOTO SI3bIKA IPH | OHOPMIICHHIO IOKYMEHTOB
KOMMYHHUKAIIHIO B €ro UCMOJIb30BaHUHU B JUTSL IEJIOBOM
YCTHOM U MUCBMEHHON | KayecTBe KOMMYHUKAIUH.
¢dopmax Ha TOCyIapCTBEHHOTO S3bIKa
roCyJ1apCTBEHHOM Poccuiickoii @enepanuu.

s3b1ke Poccuiickoit
denepaunu u
WHOCTPAHHOM (bIX)
A3bIKe (ax)

NVYK-4.1. 3HaeT 0OCHOBBI
JIEJI0BOM KOMMYHHKAIIHU.
NVYK-4.2. 3naer
JIOTUYECKHE TTPUEMBI
MIOCTPOCHUS SICHOM U
MPaBUIBLHOU pe4H B YCTHOM
Y MCbMEHHOH opmax.

NVK-4.3. Ymeer
HCIIOJIB30BaTh PYCCKHUN
SI3bIK KaK IOCYJIapCTBEHHBIN
s13bIK Poccuiickoit

NVYK-4.4. lemoHCTpHUpYET
BO3MOXXHOCTh CTPOUTH
MUCEMEHHYIO pedb B
COOTBETCTBHU C

Denepanyn B TpeOOBaHUSIMU
npogeccCHOHANEHON rOCYJapCTBEHHBIX
JEeATeTLHOCTH U JUIS CTaH/IAPTOB IS
npodeccnoHaIbHOTO OCYIIECTBIICHUS JETOBOM
oO1IIeHN. KOMMYHHUKAIIHH.

NYK-4.4. YmeeT cTpouTh
YCTHYIO ¥ TUCBMEHHYIO
pedb JOTHYHO, IPABUIBHO
U SICHO VISl OCYILIECTBIICHUS
JIEIIOBOY KOMMYHHUKAIIHU.




NVYK-4.5. Bnaneer NYK-4.5. Pemaer
HABBIKAMH OCYIICCTBICHUS | HETHUIIMYHBIC 3aa4u
JICIIOBOY KOMMYHUKAIIUY B | JIEJIOBOM KOMMYHHKAIIUU B

YCTHOH M MMUChMEHHON COOTBETCTBUH C

dbopmax Ha TpeOOBAHMSIMHU

TOCYIapCTBEHHOM SI3bIKE rOCy/IapCTBEHHBIX

Poccuiickoit @enepauuu CTaH/IapTOB B MUCbMEHHOU
hopme Ha

roCyJapCTBEHHOM SI3bIKE
Poccuiickoit @enepanuu.

2. O0beM, CTPYKTYpA U CO/iepKaHMe TN CHUTITHHbI

OO01mmas TpyI0eMKOCTh (00beM) TUCIUTUIMHBI COCTABIISICT 36 4acoB, | 3a4eTHasl eMHUIIA.

Peanuzanus nuciuruinael o0ecreunBaeTcs OoCPEACTBOM MPOBEACHUS YUEOHbBIX 3aHATUN
(BKJIFOUYAs] TIPOBEIEHUE TEKYIIETO KOHTPOJIA YCIEBAEMOCTH) M IMPOMEXKYTOYHOW aTTecTalnuu
oOyJaromuxcs.

OOpa3zoBarenbHasi JAEATENBHOCTh B paMKax H3yYCHHS IUCHUIUIMHBI TMPOBOJUTCS B
crenyrmux popmax:

— KOHTaKkTHast paboTa 00yJaromuxcs ¢ MeJarornieckKiMu pabOTHHUKAMH OpTaHU3alluK U
(unu) nUUAaMu, TPUBIEKaeMbIMH OpraHU3alyed K pealn3anud o0pa3oBaTeIbHBIX MPOrpaMM Ha
MHBIX YCIIOBHSAX (JjaJiee — KOHTaKTHas paboTa);

— caMocToATeIbHas paboTa o0yUaroIuxcs;

— TpaKTH4YecKas TOATOTOBKA, IMpelycMaTpuBaiolias ydacTue OOydalommxcsi B
BBITIOJTHEHUH OTIENBHBIX JJIEMEHTOB padoT, CBs3aHHBIX ¢ Oyaymieil mnpodeccruoHalbHON
NeSITeTHHOCTHIO BO BPEMsI TIPOBENICHUS 3aHITHH CEMUHAPCKOTO TUTIA.

[Tpu mpoBeneHNn y4eOHBIX 3aHATUHN MO AUCHUIUIMHE y O00y4aromuxcs oO0ecreuynBaeTcs
pa3BUTHE HAaBBIKOB KOMaHIHOW paOOThI, MEKINIHOCTHOW KOMMYHUKAIIMH, TIPUHSTHS PEIICHUH,
JUAEPCKUX KadecTB, BKIIOYash NPOBEIACHHE aHalIW3a CHUTYyallhii, Janee COOTBETCTBEHHO —
MHTEPAaKTUBHbBIE (POPMBI PAOOTHI.

2.1. Conep:xaHue TUCHMILINHBI
Monyas 1. Ilonsitue, conepxxanue ¥ 3Ha4YeHHe AeJT0NPOU3BOACTBA

Tema 1. BBeienue B /1eJ10MPOU3BOCTBO
JlokyMeHT B cucTeMe ymnpasieHHs. ['ocylapcTBEHHOE pEryJaupOoBaHUE JEJIONPOU3BOICTBA.
Komurer Poccuiickoit ®enepanuui 1Mo CTaHAApTHU3AIMKA, METPOJIOTHH W  CEePTU(UKAIUH.
Vnpasnenune npeanpusitueM. Jlokyment. HHpopMalnMOHHBIE TMPOLECCHl  MPEAIPUSATHSL.
HenonpousBoactso. Llens aenonpounsBoacTtBa. OCHOBHBIE 3aJauyMl JIEJIONPOU3BOACTBA. DOpMBI
OpraHMs3anuu  jaenonpousBoiacTBa. JlokymeHntupoBanue. CpencrtBa  JOKYMEHTHUPOBaHUS.
IOpunnueckas cumnma.  PexBusur. @opmynsap gokyMmeHta. (Cucrema  JTOKYMEHTALMH.
JIoKkyMeHTO000POT yupexeHus. BHEIHUI 1 BHYTpEHHUI KOHTYpPBI IOKyMEHTO000pOTa.
Hctopust pazButust nenonpousBojicTBa B Poccun. 3apokieHHe CUCTEMBI JEIONPOU3BOJICTBA.
[TpukazHoe  1eI0npOU3BOICTBO. Konnexckoe  Aemonpou3BOACTBO. Mpunucrepckoe
nenonpou3BoAcTBO. COBETCKUN MEPUO/ FOCYIapCTBEHHOTO JIEIONPOU3BO/ICTBA.
HopmaruBHass 06a3a [1e710npoHM3BOJCTBA. 3aKOHOJATENbHBIE W TIPAaBOBBIE akThl B cdepe
uHpopMaTuzauud W JokyMeHTanuu. [ocymapctBenHeie  cranmaptel ('OCTe1) Ha
nokymenrtaruto. Crannmapt. Knaccudukarop. Kiaccuduxaropsl. ['ocymapcTBeHHast cuctema
JTIOKyMeHTaIrmoHHoro obecrieuenus ynpasienus (I'CHOY).




Tema 2. Knaccuduxanus, si3bIK U MPABWIA COCTABJIEHUS IOKYMEHTOB
Knaccudukanmst moxkymentoB. IlpaBuna coctaBieHuss J0KyMmMeHTOB. bnank. OCHOBHBIC
PEKBHM3UTHl  JOKYMEHTOB: HAMMCHOBAaHWE OpraHHW3allid, CBEACHUS 00 OpraHHu3alluH,
HAaUMEHOBAaHME BHJIA JOKYMEHTa, JaTa JOKyMEHTa O00ecleyuBaeT IOPUAUYECKYIO CHIIY
JIOKYMEHTa, PETUCTPAMOHHBI HOMEP JOKYMEHTa, Tpu( OrpaHUYeHHs JOCTyMa K JTOKYMEHTY,
ajZipecat, pe3oIOIus, 3aroJOBOK K TEKCTY, OTMETKa O KOHTpOJIe, TEKCT JOKYMEHTa, OTMETKa O
HATMYUU TPUIOKCHHS], TTOIMUCh. YacTh peKBU3UTOB. SI3BIK JOKYMEHTOB. SI3BIKOBBIE (POPMYITBIL.
ITocTpoenue npennoKeHuun.

Monayab 2. JlokyMeHTHPOBaHME YIIPABJIEHYECKOM eI TeJIbHOCTH

Tema 3. O01mue HOpMBI M PaBUJIA 0(POPMIICHHUS TOKYMEHTOB
[TpaBuiia ncnonb30BaHus mpudTa, OTCTYNOB, HHTEPBAIOB U MOJIeH B 0()OPMIICHUH JTOKYMECHTOB.
Crioco0b1 opopmieHus naT B qokyMeHTax. CoKpalieHue CIIOB U CIIOBOCOYETAaHHH B JJOKYMEHTE.
OdopmieHne B TOKyMEHTax HamucaHus ducell. Hanmmcanue ¢pusmueckux BennanH. OdopmiieHne
MaTemaruueckux ¢popmyi. OdbopmieHne TadbIuL.

Tema 4. TpeooBanusi K 0pOPMJIEHHIO PEKBU3UTOB OPraHNU3AlMOHHO-PACTIOPSAUTETbHBIX
AOKYMEHTOB

['ocynapctBennbiii repd Poccuiickoit @enepanuu. ['epd cyOwnekra Poccuiickoit denepanuu.
DOMmbniema opraHu3alii Wid ToBapHbIM 3HaK. Kox opranm3annu. OCHOBHOW rocCynapCTBEHHBIN
peructpaunonuslii Homep (OI'PH) ropummyeckoro nuna. WaeHTudukanuoHHBIA HOMED
HAJIOTOIIJIATENbINNKA/KOA NpHuuHBl TocTanoBkn Ha yuer (MHH/KIIII). HaumenoBanue
opranmzanuu. CrnpaBouHble JaHHbIe 00 opranu3anuu. HammeHoBaHue Buaa MoKymeHTa. Jlata
JOKyMeHTa. PerucrpaliioHHblil HoMep nokymeHTa. CChlIKa Ha PEruCTPAallMOHHBI HOMED U ATy
JOKyMeHTa. MecTo cocTaBlieHUS WIM H3JaHuA JTOoKyMeHTa. Ajpecar. ['pud yrBepkneHus
JTokyMeHTa. Pe3omtonus. 3aronoBok K TekcTy. OTMeTKa 0 KoHTposie. TekcT nokymenta. OTmeTka
o Hanmuuuu npunoxeHus. IToxmucs. I'pud cormacoBanust noxkymeHTa. Busbl coriacoBaHus
nokymenTa. Ortuck nedatu. OTMeTka o 3aBepeHuu konuu. OtMeTka 06 ucnoiaHurene. OTMeTka
00 MCIIOJHEHUH JTOKYMEHTa U HalpaBJieHUH ero B Jeno. OTMeTKa O MOCTYIIEHUH JTIOKYMEHTa B
opranusanuio. Mnentudukarop 3MeKTpOHHON KOMUH JOKYMEHTA.

Tema 5. OdopmiieHHe OPraHU3aLMOHHBIX JOKYMEHTOB
OO61mas xapakTepuCTHKa OPTaHU3allMOHHBIX TOKYMEHTOB.
[TonroroBka u YTBEpXKIACHHUE OPTaHU3AIMOHHBIX JOKYMEHTOB. OO0s3aTeibHbIE PEKBUZHUTHI
OpraHU3allMOHHBIX JIOKYMEHTOB. YcraB. PekBusutbl ycraBa. IlonoxkeHue. PekBU3HUTHI
nonoxkenus. IlltatHoe pacnucanwe. PeKBU3WTBI MTAaTHOrO pacnucaHud. JlomKHOCTHAs
MHCTPYKIUS. PEKBU3UTHI JOMKHOCTHOW MHCTPYKIMU. Pa3iensl 1OKHOCTHON MHCTPYKIIMH.



TemaTnueckuii njian
(ounas hopma oOydCHMS)

O0beM u popmbl 00pazoBaTeIbLHOIM

JeATeJIHLHOCTH Ouenounn
e cpeacTBa
KounrakTHas paGora pel
HaumenoBan MHTeDaKTHBE TEeKyLIero
e MoayJist / ayAHTOpHAH B B TOM Bce Lie (Il))o MEL KOHTPOJIsA /
TeMBbI Tom qmeIe 1 eplop aﬁoIT)bl dopma
3AHSITHS 3anaTuda | 3aHaTug [YHCI|(IPaKTHYec C p NPOMEKYTO
JIEKIINOHH| CeMUHAPC 3eI/I BO Kasl -
Or'0 THIIA | KOI'0 THIIA MNOATOTOBK aTrecTanuu
C a
Monyisb 1. «IlonsTue, cogepxaHue U 3HaUEHUE JI€TI0IIPOU3BOJICTBAY
Bsenenue B Bomnpocsl
nenonpousso |1 2 4 |7 ISl YCTHOTO
CTBO ornpoca
Kiaccudukai
W1, SI3BIK U AHaIN3 Bomnpocsl
[paBHIIa 1 2 4 |/ |AMUTALMOHHBIX|1JI1 YCTHOTO
COCTaBIICHUS MOJIeJIeN orpoca
TTOKYMEHTOB
Hroro 2 4 8 |14
Mopyns 2. «JlOKyMEHTUPOBAHHUE FOPUANYECKON IEATEIbHOCTH
OO011111€ HOPMBI
H p AHanu3
Y MpaBuia [[pakTHyeck
2 2 4 [/  |MMHATALMOHHBIX
oopmIteHUs . o€ 3a/1aHNe
MoOIeIIen
TTOKYMEHTOB
TpeboBanus k
0(OpMIIEHUIO
€KBU3UTOB
lcj) raHu3aluoH Anans IIpakTHaeck
p 1 2 2 4 [/  |MMHATALMOHHBIX P
HO- . o€ 3aJlaHne
MoOIeIIen
pacropsiAuTeN
bHBIX
TTOKYMEHTOB
Odopmaenue
0 q;aflmam/IOH Ananms IIpakTHueck
p 4 2 4 |8 |[MMHTAIIMOHHBIX P
HBIX N o€ 3aJIaHHe
MoeIIeH
TTOKYMEHTOB
HMroro 2 3 6 12 22
IIpomexxyToun
P y 0 3aueT
asi aTTECTaLlHs
HMtoro 3a
4 12 20 |36
ceMecTp

Temarnueckuii mian
(3aounas popma 0OyueHuUs )

TemaTH4yeckui njiaaH




2.2. MeToanyeckue yKazaHus 1Jisl 00y4al0IMXcsl M0 0CBOECHHIO I CHUTIIIMHBI

PGKOMeHI[aI_[I/II/I 10 BBINOJHCHHUIO CaMOCTOSTEIbHOMI pa60TbI o MoAyJsAM AUCHUILIAHBI
IIPUBCACHEI B Ta6J'II/II_[e.

Bua pa6orsl

Conep:xanue (nmepeyeHb
BOIIPOCOB)

Pexomenganuu

M

OZ1yJIb 1. «HOH?ITI/IG, COACPNKKAHUEC U 3HAUYCHUC OCTIOIIPONU3BOACTBA»

IToaroroBka k
JIEKIAAM

CamMocTosATeIbHOE U3YUYEHHE
BOIIPOCOB:

1. Hcropuyeckoe pa3BuTHe
JenonpousBozcTea B Poccun n
ATaIlbl €r0 Pa3BUTHSI.

2. OCHOBHBIE TOJIOKEHUSI 10
JOKYMEHTHPOBAHHUIO
yIIpaBJIEHYECKOH 1A TETbHOCTH.
HopmarusHo — npaBoBast 6a3a
JIeJIOTIPOU3BO/ICTBA.

3. Yaudukanus u
CTaHJapTU3aLMs B
JIeITOTIPOU3BOICTBE

4. JIOKyMEHT U ero (GyHKIUH.

5. Bujsl opraHu3anioHHO —
pacropsauTeIbHbIX JOKYMEHTOB
(OPl) u npusHaku ux
KJIacCU(PUKALINH.

6. JlokymeHTEHI
OpraHU3alMOHHBIE,
pacropsIuTeIbHbIE, 0 TMIHOMY
COCTaBy, CIIPaBOYHO—
nH(pOpMallMOHHbIE, PUHAHCOBO —
OyxranTepckue.

1. I'po3osa, O. C. [Ienonpou3BoJCTBO:
ydeOHOe TTocoOue I aKaJAeMHUIECKOTO
6akanaBpuata / O. C. I'po3oBa. — Mockaa:
UznarensctBo FOpaiit, 2019. — 124 ¢c. —
(Yuusepcuretsl Poccun). — ISBN 978-5-
534-06787-3. — TekcT: 2NeKTPOHHBIH //
OBC IOpaiir [caiit]. — URL: https://biblio-
online.ru/bcode/438790;

2. Illysanosa, H. H. OcHOBEI
JIEJIONPOU3BOJICTBA. S3bIK ClTy:keOHOTO
JOKYMEHTA: y4eOHHK ¥ MPAKTUKYM IS
akameMuueckoro 6akamaspuara / H. H.
lysanosa, A. FO. MBanoBa; mox oOmieit
penakuueit H. H. IllyBanoBoii. — 2-e u3n.,
nepepad. u gom. — Mocksa: M3narenscTBo
HOpaiiT, 2019. — 428 c. — (bakanasp.
Axanemuyeckwnii kype). — ISBN 978-5-
534-10848-4. — TekcT: 2IeKTPOHHBIH //
OBC IOpaiir [caiit]. — URL: https://biblio-
online.ru/bcode/439062;

3. Kazakesuu, T. A. JlIokyMEeHTOBE/ICHHE.
JIOKyMEHTaI[MOHHBII CepBUC: YUCOHHUK U
MPAKTUKYM ]IS TIPUKIIATHOTO
6axanaBpuata / T. A. Kazakesuu, A. .
Txkanwu4. —2-e u3.1., UCIIp. U JOIL. —
Mocksa: U3narensctBo FOpaiit, 2019. —
177 c. — (bakanasp. [Ipuxknaanoi Kypc). —
ISBN 978-5-534-06273-1. — Tekcr:
anextporHsi // DbC FOpait [caitt]. —
URL.: https://biblio-
online.ru/bcode/437480;

4. Jly3una, T. B. Opranuzanus
JIeTTOTIPON3BOICTBA B TAMOKEHHBIX
opranax / T. B. JIy3una, C. C.
PemernnkoBa. — MockBa: U3narenncTBo
Opaiir, 2019. 273 c. —
(ITpoeccronanphas nmpaktuka). —ISBN
978-5-534-02407-4. — Texcr:
anextporHsi // DbC FOpait [caitt]. —
URL.: https://biblio-
online.ru/bcode/437350;

5. Kupcanosa, M. B. Kypc
JIeTTOTIPON3BOICTBA: JJOKYMEHTAIIHOHHOE
o0ecrieyeHue ynpasieHHs: yaeOHoe
nocobue / M. B. Kupcanosa, 10. 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

Bup padorsl

Conep:xxanue (nmepeyeHb
BOIPOCOB)

Pexomenganuu

Axcenos. — M., 2010.

IToaroroBka k
MPaKTUYECKUM
3aHATUAM

1. IToaroroBka K onpocy mno
JTUCITUTUIAHE.

Bomnpocksr:

1. PexBU3UTHI, U3 KOTOPBIX
COCTOMUT JIOKYMEHT, U
TpeOoBaHUS K UX 0(OPMIICHHIO.
2. Ilonsarue GiaHKa, pCKBU3UTA,
dopmyisipa, popmara.

3. Knaccudukamnus hpopm
JIOKYMEHTOB.

4. U3roToBneHue, y4er u
XpaHeHHEe OJJAaHKOB JJOKYMEHTOB
C BOCIIPOU3BEACHUEM
lNocynapctBennoro rep6a
Poccuiickoii denepainiu ¢
cyonekToB Poccutickoit
denepanuu.

2. TloaroToBka K pemieHuo
MPAKTUYECKHX 3a]1au.

«'OCT P 7.0.97-2016. HanmoHnanbHEIN
crangapt Poccuiickoit denepanumu.
Cucrema CTaHAApPTOB IO HHPOPMALIHH,
OMONIMOTEYHOMY U M3/1aTEIILCKOMY JICITY.
OpraHu3anroHHO—PaCTIOPSANTENbHAS
JIOKyMeHTarus. TpeboBaHus K

0 OPMIICHUIO TOKYMEHTOBY (YTB.
[Ipukazom Poccrangapra ot 08.12.2016 N
2004—cT) (pex. ot 14.05.2018)

Monyib 2. «JJOKyMEHTHpOBaHUE OPUANYECKON IEATEILHOCTH

IToaroroBka k
JIEKIIASM

CamocTosiTeTbHOE U3yYEHUE
BOIIPOCOB:

1. OcHoOBHBIE JOKYMEHTHI
yIIpaBJICHHUS.

2. ABTOp IOKyMEHTa, ajipecar,
aJ[peCcaHT.

3. BHyTpeHHMIT JOKYMEHT,
BHEIIHUN JOKYMEHT,
TpadapeTHbIi TOKYMEHT,
BXOJSAIINANA TOKYMEHT, BXOASIIUN
HCXOJIHOM HOMEp JOKYMEHTA.

4. Jleno, nemonpou3BOACTRBO,
JIOKYMEHTAIMOHHOE O0ecTieueHue
ynpasierus (JJOY).

5. Kondunennuanbuas
uH(popMalus, KoMmepyecKas
TalHa.

CwM. nureparypy:
1. I'po3osa, O. C. [Ienonpou3BoaCTBO:
yueOHoe 1mocodue A akaleMUIecKOro
6axanaspuata / O. C. I'po3oBa. — Mocksa:
W3parensctBo IOpaiit, 2019. — 124 c. —
(Yuusepcuretsl Poccun). — ISBN 978-5-
534-06787-3. — Tekct: 3neKTpOHHBIH //
OBbC IOpaiir [caiit]. — URL: https://biblio-
online.ru/bcode/438790;
2. Ulysanosa, H. H. OcHOBEI
JIeNIOTIPOU3BOCTBA. SI3bIK CI1yKeOHOTO
JOKYMEHTa: yIYeOHUK M MPAKTHKYM JIJIS
akajgemudeckoro Oakamapuata / H. H.
[llyBanoga, A. }O. IBanoBa; mos oOmiei
penakmueit H. H. IllyBanoBoii. — 2-e u3n.,
niepepad. u gom. — MockBa: U3parenbcTBo
IOpaiir, 2019. — 428 c. — (bakanasp.
Axanemuyeckwnii kype). — ISBN 978-5-
534-10848-4. — TekcT: 2IeKTPOHHBIH //
OBbC IOpaiir [caiit]. — URL: https://biblio-
online.ru/bcode/439062;
3. KazakeBuu, T. A. JlokyMeHTOBEICHHE.
JIOKyMEHTAIIMOHHBIN CEpBUC: YUEOHHK H
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Bup padorsl Conepianue (nepetent, Pexomenpanmnu
BOIPOCOB)
OPAKTUKYM JUIsI IPUKIIAJHOTO
OakamaBpuata / T. A. Ka3akesuu, A. U.
Tkanuu. —2-e u3 M., Uctp. U J0I. —
Mocksa: U3narensctBo FOpaiit, 2019. —
177 c. — (bakanaBp. [IpuknagHoii Kypc). —
ISBN 978-5-534-06273-1. — Tekcr:
anextpoHHsi // DbC FOpaiT [caitt]. —
URL.: https://biblio-
online.ru/bcode/437480;
4. Jly3una, T. B. Opranusanus
JIEJIONPOU3BO/ICTBA B TAMOYKEHHBIX
opranax / T. B. Jly3una, C. C.
PemernukoBa. — Mocksa: M3naTenscTBo
Opaiir, 2019. 273 ¢. —
(ITpodeccnonanphas npakruka). —ISBN
978-5-534-02407-4. — Tekcr:
anexkTpoHHsbli // OBC FOpaiir [caifT]. —
URL.: https://biblio-
online.ru/bcode/437350;
5. Kupcanosa, M. B. Kypc
JIEJIONPOU3BOJICTBA: IOKYMEHTALIMOHHOE
obecrieueHre yrpaBJIeHUs: yueOHOe
noco6ue / M. B. Kupcanona, 10. M.
Axcenos. — M., 2010.
[TonroroBka k | Bompocst: CwMm. nutepartypy:
npaktudeckuM | 1. FOpummaeckoe nuio, 1. «I'OCT P 7.0.97-2016.
3aHATHUAM dbuznueckoe nuIo, opuanyeckas | HarmmonansHeiid ctanaapTt Poccuiickoit
CUJIa JOKYMEHTA. ®enepannn. CucreMa CTaHIapTOB IO
2. JlenoBasi KOpPECIIOHICHIIUS. uHpopMaLuu, OUOIMOTEUHOMY U
Crneuunduka 1€710BOro CTUIISA n3zaTenbckoMy sieny. OpraHuzaluoHHO-
MUChMa. pacropsiiuTeabHas TOKYMEHTAIIHS.
3. Pa3HOBWIHOCTH MHCEM 10 TpebGoBanust K 0POPMIIEHUIO TOKYMEHTOBY
coJiepkaHuto (IUPKYISIPHOE, (ytB. Ilpukazom Poccranmapra ot
COIIPOBOJIUTENLHOE U T. JI.). 08.12.2016 N 2004—cr) (pen. ot
4. Tenerpamma, Tenekc, akc, 14.05.2018)
MOPSAJOK UX OPOPMIICHHUS.
5. TonnuHHBIA JOKYMEHT,
OpUTHHAJ, OTTUCK. J[yOmukar
JIOKYMEHTA.
2. IToAroTOBKA K PELICHUIO
MIPAKTUYECKHX 3aJ1ad.

2.3. PexoMeHnaaumu VISt OpraHu3anuu KOHTakTHOH padoTsl B JUOC

1. Jns cryneHtoB ouHOW (opmbl 0OydeHHS cChbUIKAa Ha DJIEKTPOHHBIM Kype IO
nucturnHe  «/lemompousBonctBO W HOKyMeHTooOopor B topucnpyneHmuu(CM)y»
(http://edu.omua.ru/course/view.php?id=433).

2. MGTOHI/IquKI/Ie PEKOMCHAAOWHU 110 HU3YUYCHUIO JUCHUIINIMHBI C HWCIIOJb30BaHUCM
TUCTAHIIMOHHBIX ~ 0Opa30BaTENbHBIX  TEXHOJIOTUH B DIIEKTPOHHOH  WH(OPMAIMOHHO-
obpasoBarenbHOl cpene yHuBepcuteta (http://edu.omua.ru/mod/resource/view.php?id=33794).
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3. TpeOoBaHuA K yCJI0BUSIM peaTu3aliy NPOrpaMMbl TUCHHILINHBI
3.1. MaTepuajibHO-TeXHHYECKOe o0ecnevyeHne JUCHUMIIIHHbI

Tun y4eOHBIX ayAnTOpHIA

Onucanue TpeOoBaHMIl K 000PY/I0BAHUIO AYAUTOPHH U
TeXHHYECKUM CpecTBaM 00y4yeHust

Vuebnast aymutopust  (mis | Crienmanu3upoBaHHAs MeOelb;
MPOBEIECHUS 3ansaTuid | Texuudeckue cpenctBa OOydeHMs AJsl TPENCTAaBICHUS Y4eOHON
JIEKIIMOHHOTO THIIA) uHpopMaruu  OONBIION aymIUTOPHUH, B TOM dmcie Habop
JIEMOHCTPAIIMOHHOTO 000PYAOBaHUS (TPOEKTOP, IKPaH, KOMITBIOTEP
(HOYTOYK, HETTOM, U T.II.), OECIIPOBOIHON MYJIBT-yKa3Ka, MUKPO(OH,
YCHIIUTEIb TPAHCISIIIMOHHBIN, KOJIOHKH TPAHCIISIIIMOHHBIE);
CereBoe o0OpymoBaHWE [UISI TOAKIIOYEHUS K HHOOPMAIMOHHO-
TEJIEKOMMYHHKAaIIMOHHOU ceTH «/HTepHeT»
Vuebnas aymuropus (s | CrneuuanusupoBaHHas MeOEIIb;
MPOBEICHUS 3aHaTuil | Texaudeckne cpeiacTBa OOy4YeHHs JUIA TIPENCTaBICHUS ydeOHOM
ceMHHApCcKoro tumnal) uHpopMaruy  OONBIION aymWTOPHUH, B TOM dmcie Habop
JEMOHCTPAIMOHHOTO 000pyIOBaHUs (IPOSKTOP, SKPaH, KOMIBIOTEP
(HOYTOYK, HETTOII U T.I1.));
CereBoe o00OpymoBaHWE [UISI TOAKIIOYEHUS K HH(OOPMAIMOHHO-
TEJIEKOMMYHUKALIMOHHOH ceTh «HTepHEeT»
VYueOnass aymuropust (s | Cnenmanu3upoBaHHasi MeOelb;
MIPOBEICHUS 3aHaTui | TexHudeckne cpeiacTBa OOYYeHHs JUIA TIPENCTaBICHUS ydeOHOMH
CEMUHAPCKOTO  TWMa, Ui | HHQopMamuu OONBIION ayauTOpHH, B TOM dHCIe HaOOp
OpraHu3aliid  MPaKTUYECKOW | JIEMOHCTPAIIMIOHHOTO 00OpYAOBaHHSA (TIPOEKTOP, IKpaH, KOMIILIOTEP
MOJTrOTOBKH, KOMIBIOTEPHBIH | (HOYTOYK, HETTOI U T.I1.));
KJIACC) KomnbroTepHas TeXHUKa: CUCTEMHBIE OJIOKH, MOHUTODEI;
CereBoe o0OpymoBaHWE [UIsI TOAKIIOYEHUS K HH()OPMAIMOHHO-
TEJIEKOMMYHUKAIIMOHHOU ceTh «HTepHET»
VYueOnass aymutopust  (mia | Crenpanv3upoBaHHas MeOenb (TymOa s jgompoca, TymbOa
MIPOBEICHUS 3aHATUHN | MOACYAMMOTO, CTOJI M CTYJ JUIsl 3alllUTHUKA, CTOJM M CTYJN s
CEMHMHAPCKOTO  THMA, JUIA | IPOKYpopa, CTON ISl CyAbH, KPECio CYAbH, CTONI ayAHTOPHBIH CO
OpraHM3allMd  TPAKTUYECKON | CKaMbell JBYXMECTHBIH, 3alllUTHAs KabWHA B IMPOLIECCYaNbHON 30HE
MONTOTOBKH, Y4YeOHBIM 3ai | 3aia Cy/neOHBIX 3aceaHmii)
Cy/1IeOHBIX 3aceTaHnii)
[Momemmenust it | Crenuanu3npoBaHHas MeOelb;

CaMOCTOSITENTLHON PadOThI

KomnbioTepHas TeXHHKAa C BO3MOXKHOCTBIO MOJKIIOYEHHS K
MH(POPMALMOHHO-TEIEKOMMYHHUKAIMOHHOH ~cetn  «MHTepHeT» ¢
obecriedyeHMEM  JIOCTya B DIEKTPOHHYIO  WH(OPMAIMOHHO-
o0pa3oBaTeNbHYIO Cpely YHUBEpCUTETA

3.2. YyeOHoO-MeTOANYECKOE 00ecneyeHne TUCIHILINHBI

3.2.1. Onucanne KOMILIEKTA JTHIEH3HOHHOI0 ¥ CBOOOHO PacpoCTPaHAEMOro
NPOrpaMMHOI0 00ecre4eHusi, B TOM YHCJIe 0Te4eCTBEHHOI0 NPOU3BO/ACTBA

—  MicrosoftWindows;
— MicrosoftOffice;

— Cucrema BuI€OKOH(EPEHIINU CBA3H;
— DnektponHo-Oonbnmoreuynas cucrema «3bC TOPAUT www.biblio-onlin.ruy;

— HHOEC.

3.2.2. [lepeyeHsb JIuTEPATYPHbI, HEOOXOAUMOI 11l OCBOCHUS] THCHHUILIMHBI

1K0MHL}OT€pHa$I TCXHUKA YCTAaHABJIUBACTCA [Jid TPOBCACHUS 3aHATUI CEMHHAPCKOIro TUIla 10

npenogaBaTeiisl B I/IH(l)OpMaHI/IOHHO-TCXHI/I‘{GCKI/Iﬁ OTACHI.

3asBKC
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1. I'pozoBa, O. C. Jlenompou3BoACTBO: y4eOHOE IMocobue Ui aKaJeMHYeCKOro
OakanmaBpuata / O. C. I'pozoBa. — MockBa: WMznmarensctBo IOpaiit, 2019. — 124 c. —
(Yuusepcutetsl Poccun). — ISBN 978-5-534-06787-3. — Tekct: anextponnsiit // IBC FOpaiit
[caitT]. — URL.: https://biblio-online.ru/bcode/438790;

2. UlysanoBa, H. H. OcHOBBI nenonpou3BOJCTBa. SI3BIK CIIy’)KEOHOTO JIOKyMEHTa:
y4eOHHMK U TIPAKTUKYM IS akajgemudeckoro OakamaBpuara / H. H. IllyBanosa, A. FO. MBaHoBa;
non obmieit penakiueit H. H. [llyBanoBoit. — 2-e¢ uza., nepepad. u gomn. — Mocksa: U3parenscTBo
IOpaiir, 2019. — 428 c. — (bakanaBp. Akagemuueckuii kypc). — ISBN 978-5-534-10848-4. —
Tekcrt: anexkrponnsiii // DBC FOpaiit [caiit]. — URL: https://biblio-online.ru/bcode/439062.

3. KazakeBuu, T. A. JlokymeHtoBeneHue. J|OKyMEHTAIlMOHHBIM CEpPBHC: YYEOHUK |
NPaKTUKYM JJIs pukiaanoro 6akanaspuata / T. A. Kazakeuu, A. W. Tkanu4. —2-e uzn., ucmp.
u gom. — MockBa: U3narensctBo FOpaiit, 2019. —177 c. — (bakanaBp. IlpuknagHoit Kypc). —
ISBN 978-5-534-06273-1. — Tekcr: anexkrponnsiii // DBC FOpaiit [caiit]. —URL: https://biblio-
online.ru/bcode/437480/.

4. Jlysuna, T. B. Opranmsanus AenONpOU3BOJACTBA B TaMOXeHHBIX opraHax / T. B.
Jlysuna, C. C. PemernukoBa. — MockBa: W3parensctBo FOpaiir, 2019. -273 c. —
(ITpodeccuonanvuas mpakrtuka). —ISBN 978-5-534-02407-4. — Tekct: snexrponnsiii // DbC
FOpaiir [caiit]. “URL.: https://biblio-online.ru/bcode/437350.

3.2.3. IlepevyeHb MCNOJIB3yeMbIX COBPEMEHHBIX NPO(eCCHOHANBHBIX 023 JAHHBIX U
HH(OPMALMOHHBIX CIIPABOYHBIX IPABOBBIX CHCTEM

— cnpaBoyHas npasoBas cucrema «Koncynprantlntocy;
— chopaBOYHas MpaBoBas cucrema «l'apanTy;
— HHOe.

4. OueHka pe3yJIbTAaTOB OCBOCHHS 1M CLHMIIJIMHbI
4.1. Texymuii KOHTPOJIb YCIIEBAEMOCTH
4.1.1. Opranu3anus TeKyuero KOHTpPoJs ycneBaeMocTu

Texkymuii KOHTPOJIb yCIIEBAEMOCTH (B TOM 4HClie pyOSKHBIH KOHTPOJIb) 0OecIIedrBaeT
OILICHUBAHHUE XOJda OCBOCHUA JUCHUIIJIMHBI KM BKIIIOYACT B ceos yCTHI:Iﬁ OIIpOC, MPAKTHYICCKOC
3agaHue(pyOexHbIil KOHTpoib). Ilpn OCBOGHMM AMCUUIUIMHBI B OYHOM (OpMeE HCIONIb3yeTcs
6aJ'IJ'IBHO-p€I\/'ITI/IHFOBa$[ CUCTCMA, KPUTCPHUU OLCHHWBAHUA KAXAOIO BHAA TCKYIIECTO KOHTPOJIA
IpeJCTaBICHbl B TEXHOJIOTHYECKOM KapTe JUCIUIUIMHBI (IPUIIOKEHUE).

4.1.2. Opranu3anus Tekymero kourpoJs 8 JHOC

Opranmsanus Tekymiero KouTpodiss mo auctumauHe B OUOC  yHuBepcurtera
OCYIIECTBIISIETC B COOTBETCTBMM C TEMAaTUYECKUM IutaHoM (pasgenst 2.2.1, 2.2.2, 2.2.3
HacTosAlell pabouell mporpaMMbl), JIOKAJIbHBIMH HOPMATHUBHBIMU aKTaMHU YHUBEPCHUTETA,
periaMeHTHPYIOLMMH 00pa30BaTeNIbHbIN MPOIIECC, a TAKXKE B COOTBETCTBUU C YCTAaHOBJICHHBIMU
TpeOOBaHUSIMU DIIEKTPOHHOTO Kypca [UIsl OOy4aloUUuXCs O4YHO-3A04HOU U 3A04HOU (opm
ofyuenusa, OCBaMBAOIIUX O00pa30BaTENbHYIO IPOrpaMMy C MPUMEHEHHEM HIIEKTPOHHOTO
oOydeHHs W JUCTAaHIMOHHBIX OOpa30BaTENbHBIX TEXHOJOTUH (Ha OCHOBAHWUU 3asBIICHUS
oOyuJarorerocs).

Texymmii KOHTPOJL sl OOYYAIOIMIMXCS 10 OUHOU (hopme 00yYeHus, OCBAMBAIOIINX
00pa3oBaTeNbHYI0 MPOrpaMMy C MPUMEHEHHEM 3JIEKTPOHHOI'O OOy4YeHMsS W JUCTaHIMOHHBIX
0o0pa3oBaTeNbHbIX TEXHOJOTMH MpeaycMaTpuBaeT B TIEPBOM CEMECTPE  BBINOJIHEHUE
NPAaKTUYECKUX 3aJlaHUi,pelieHne pyOeKHOT0 KOHTPOJIS MO KaKAOMY MOJIYII0 TEMaTUYeCKOro
I1aHa y4eOHOM AMCHMITIMHBI «J[eTonpou3BOACTBO U JOKYMEHTOOOOPOT B IOPUCHPYAECHLUU
(CM)» (http://edu.omua.ru/course/view.php?id=433).

B cootBercTBUU ¢ yuyeOHBIMU IUIaHAMU MO Mporpamme OakajgaBpHaTano HaMPaBJICHUIO
noarotoBku  40.03.01 FOpucnpyaeHuusiHanpaBIeHHOCTh  (IPOGHIIB):  YTOJIOBHO-IIPABOBOM,
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yueOHasi TUCHUILIMHA «J{eTonpon3BOJICTBO U JOKYMEHTOOOOPOT B IOPUCIIPYACHIIUNY U3Y4aeTCs
CTYACHTaMH Ha MpPOTSHKEHUM OJHOro cemectpa. ClieoBaTeNbHO, TEKYLUIMH KOHTPOJIb IS
00ydJarouuxcsi 10 OYHO-3A0YHOU U 3A0YHOU  (hopmam  0OyyeHus, OCBAUBAIOIINX
00pa30BaTeNbHYI0 MPOrpaMMy C MPUMEHEHHEM 3JIEKTPOHHOIO OOy4YeHMsS W JAUCTaHLMOHHBIX
00pa30BaTeNbHbIX TEXHOJOTUH MPEAyCMaTpPUBAET BBHINOJIHEHUE NPAKTUYECKUX 3aJaHUi IO
KaX/I0OMYy MOAYJIIO Yy4eOHOW JUCUUIUIMHBI «J[e10npon3BOACTBO M JOKYMEHTOOOOPOT B
IOPUCTIPYICHIIUN (CM)» (http://edu.omua.ru/course/view.php?id=433)u BBITIOJTHCHHE
KOHTPOJIbHOH paboTBhI.

st 00yJaromuxcs 04Ol hopmol 00yuenusn, a Takxke oOydalOUINXCS OUHO-3A0UHOU U
3a04HOU popm 00yyenus, 3asBUBIINX 00 OCBOEHMM 00pa30BATENBbHOM IMporpamMmsl B (opme
ayJUTOPHOM KOHTAKTHOH paboThl, opraHm3anus Tekyuero KoHTpoiss B OMO yHuBepcurera
BO3MOYHA B CJIEAYIOUINX CIyYasX:

— MpHUKa3 pPEKTOpa YHUBEpCUTETa 00 OOYYEHHH HCKIIOYUTEIBHO C HPUMEHEHHEM
3JIEKTPOHHOTO OOY4YeHMsI M JMCTAHIMOHHBIX OOpa30BaTENIbHBIX TEXHOIOTUH (B YCIOBHSX
BO3HHUKHOBEHUS YPE3BbIYAMHBIX CUTYaLIU);

— 3asBJIEHUE 00Y4aroLIerocs ¢ MPUIOKEHUEM TOKYMEHTOB, IOATBEPKIAIOIIUX HAINYHE
y HETO YBaXKUTEJIbHOM MPUUMHBI INYHOI'O OTCYTCTBHS Ha YUEOHBIX 3aHATHUSAX.

4.2. llpome:kyTouHAs aTTeCcTANUS 00y4AIOIIUXCS
4.2.1. Opra"nu3anus NpoMeKyTOYHOH aTTecTauus 00y4arouuxcs

[TpomexyTouHass arrecTamusl OOy4YaIONIMXCS IO JUCHUIUIMHE MPOBOIUTCSI B (dopMme
3ayeTa U 00eCreurnBaeT OIICHUBAHKUE PE3yIbTATOB OOYUYEHHUS MO TUCIHUILUIMHE B COOTBETCTBUU C
KOMITETCHIIMSIMU, YCTAHOBJIEHHBIMU 00pa30BaTEIbHON TPOrPaMMON.

[TpomexyTouHas aTtectanus oOydaroluXcsi Ha OCHOBE OMJIETOB(TECTOB), BKIIOYAIOIINX
JIBa TEOPETUUECKUX BOIMPOCA U OJJHO MPAKTHYECKOE 3aaHHE.

OneHuBaHue pe3ynbTaTOB OO0y4YeHHUS MO AUCHUIUIMHE (YpOBHS C(HOPMHPOBAHHOCTH
KOMITETEHIIH ) POBOIUTCS Ha OCHOBE CIICTYIONTUX KPUTEPHEB:

Ornenka Kon xommerentuun | Maaukatopsl  goctmwkenus | Kpurepuu oneHuBaHus
KOMIIETEHITUMN o
JUCLUIUINHE

3auTeHo YK-4 NYK-4.1. Ha3piBaet JlemoHCTpUpyeT 3HaHUE
TpeOOBaHUS K OQOPMIICHHIO | TEPMHUHOJIOTHUH, no0aBss
JIOKYMEHTOB JIJIsl IETIOBOU KOMMEHTapuH, MOSICHEHN S,
KOMMYHHKALIUH. 000CHOBaHU, JAejias CCbUIKM Ha
NYK-4.4. lemoHCTpUpyeT HOPMAaTHBHO-3aKOHOAATEIIbHYIO
BO3MOXKHOCTH CTPOUTH 0azy.
MUCbMEHHYIO peub B [IpakTuueckoe 3aJaHue
COOTBETCTBHH C BBIITOJIHEHO MIOJTHOCTBIO.
TpeOOBaHUSIMHU Oo6yuatommuiicst
rOCyJapCTBEHHBIX yMeeT MPUMEHUTh TEOPETUUECKUE
CTaHJApTOB IS 3HaHUS B MPaKTUYECKON
OCYILIECTBIICHHUS JICTIOBOH CHUTYyaIlUH.
KOMMYHHKAIIUH. YBepeHHo JEMOHCTPUPYET
NYK-4.5. Pemaer | HeoOXonuMble ~ HABBIKM — TIPH
HETHUITUYHBIC 3a7ayyl | BBIMOJIHEHUN 3aJaHus B
JIENIOBON KOMMYHHKAIIMM B | COOTBETCTBHH C TIPUBEIEHHBIM
COOTBETCTBHHU C | OMHMCaHHEM CHUTYaIH
TpeOOBaHUAMHU
rOCYJIapCTBEHHBIX
CTaH/IApTOB B IUCHbMEHHOU
¢dopMe Ha rocynapCTBEHHOM
SI3BIKE Poccuiickoit
®denepanuu.
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OueHka Kon xomnereniun | MHaukaTopel  poctiwkenus | Kpurepun oreHuBaHUs
KOMIIETEHIIUN o
JMCIUTUINHE
He 3aureno | YK-4 NYK-4.1. Ha3biBaeT
TpeOoBaHMA K 0POPMIICHHIO
. He BJajeeT coJepKaHuEeM
JOKYMEHTOB JUISI IETTOBOI
npeaMeTa, 3aTpyaHseTCsS — IpU
KOMMYHMIKQILITH. CChUIKax Ha HOPMAaTHBHO-
NYK-4.4. lemoHcTpUpyeT p
3aKOHOJATeNbHYI0 0a3y.
BO3MOKHOCTH CTPOHTH
OtBeyast Ha BOMPOC, HE MOXKET
NHCHMEHHYIO pedb B
momobpaTh  COOTBETCTBYIOIIYIO
COOTBETCTBHH C
TEPMHHOJIOTHUIO.
TpeOOBAHUAMHI
IIpakTueckoe 3a7aHue B
TOCY/IapCTBEHHBIX
OCHOBHOM HE BBITIOJIHEHO (00BEM
CTaH/IAPTOB IS 9
. BEITIOJTHEHHOH YacTu MeHee 2/3 ot
OCYILIECTBIICHUS ICTOBON
obmiero o0beMa 3aJaHusl) WIH
KOMMYHHKAIIUH.
MIOJTHOCTBIO HE BBHITIOJIHEHO.
NYK-4.5. Pemaer N
OOyuaromuiics MTOKa3bIBaeT
HETHUIITUYHBIC 3a1a4un o
o HC3HAHHWC OCHOBHBIX INIOHATHUH, HEC
JIeTIOBOH KOMMYHHUKAIlMH B
yMeeT  pemiaTh  IMPaKTHYSCKUE
COOTBETCTBHU c
3a1a4H.
TpeOOBaHUSAMHU
He nemoncTpHpyeT HEOOXOANMBIE
TOCY/IapCTBEHHBIX
.~ | HAaBBIKHN npu BBIIIOJTHEHU U
CTaH/IapTOB B IHCHMEHHON
3aJaHuss B  COOTBETCTBHU C
¢dopMe Ha rocynapCTBEHHOM .
. . | npuBenEHHBIM OITMCaHHEM
SI3BIKE Poccuiickoit cHTYaLHH
®depnepanuu. M
4.2.2. Bonpocsl K 3a4€Ty
1. JloxyMeHT B CUCTEME yIPABIICHHUS.
2. OcHOBHBIE OHATHUSA JEIOMPOU3BOCTBA U JOKYMEHTOOO0POTA.
3. Ucropus pa3sutus aenonpoun3Bojactsa B Poccum.
4. HopmarusHas 6a3a 1eJ10IpOU3BOJICTBA.
5.  Knaccudukanus J0KyMEHTOB.
6. IIpaBuia coctaBneHHs TOKYMEHTOB.
7.  SI3BIK TOKyMEHTOB.
8. IIpaBuna ucnons3oBanus mpudTa, OTCTYNOB, MHTEPBAIOB U MOJEH B 0hopMIeHUN

JIOKYMEHTOB.

9. CnocoObl opopmiIeHHS AT B JOKYMEHTAaX.

10. CoxpareHue CIIOB ¥ CIIOBOCOYCTAHUH B JIOKYMCHTE.
11. OdopmieHune B TOKyMEHTaxX HalMCaHUs YUCEN.

12. Hammcanne QU3NYECKUX BEITHYHH.

13. Odopmienne maremaTuyeckux GopMy.

14. Odopmrnenue Tadbuui.

15. TpeGoBanus Kk 0HOPMICHUIO PEKBU3UTOB OPraHU3ALMOHHO-PACIOPSIAUTEIBHBIX

JIOKYMEHTOB

16. OGmas xapakTepuCcTUKa OPraHU3aAMOHHBIX TOKYMEHTOB.

17. VYcras.
18. TIlomoxenue.
19. HlraTHOE pacrucaHue.

20. JlomKHOCTHasi HHCTPYKIIHS.
21. VHdopManmoHHO-CIIPABOYHBIE JOKYMEHTHI - OOIIHE XapaKTePUCTUKH.

22. AKrT.




23. Ilporoxod.

24. Tenerpamma

25. Tenehonorpamma.
26. 3amnucku.

27. CnyxebHOe MUCHMO.

4.2.3. TunoBsble 3a1aHus K IK3aMeHY
3ananmue 1
[TonroroBuTes MOpoekT ciayxkeOHoro mnuceMa u3  CHOMpPCKOro  IOPUAMYECKOTO
yauBepcuteta B YB/I mo Omckoit o6sactu ¢ mpock00i pe0CcTaBUTh KPATKY0 HHGOPMAITHIO O
COCTOSTHUM TpaBomnopsika Ha Teppuropun Omckoit obmactu B 2015 r. mis MCHONb30BaHUS B
yuebHOM mponecce. Ilpu odopmiieHnn [OKyMEeHTa HCHONb30BaTh YIJIOBOW BapuUaHT
pacIoNoKeHHsI PEKBU3UTOB Ha OJIaHKe.

3aganue 2
[TonroroBuTh MOpOEeKT chaykeOHoro mnuchMa u3  CHOUPCKOrOo  IOPUAMYECKOTO
yauBepcureta B MCY Ne 4 r. Omcka ¢ mpocb0oi NpefoCTaBUTh CBEIEHUSI O COCTOSIHUM
310poBbs cTyneHTa CumakoBa A. A., kotopbsiil Ob11 qocTaBieH B MCY Ne 4 3 centabps 2015 r.
MoCJIe JIOPOXKHO-TPAHCIIOPTHOTO TpoucIIecTBUsA. [lpu odopMiIeHHH TOKYMEHTa HCIOIb30BaTh
YIJI0BOM BapHaHT PACIIONIOKEHHUS PEeKBU3UTOB HA OJIaHKe.

3amanmne 3
[TogroroBuTh mpoOeKT ciyxeOHoro mmcbMa U3  CHOMPCKOTO  IOPHIUYECKOTO
yHuBepcuTeTa B OMCKUi 007acTHOU cyJ ¢ MPOCHOON MPENCTaBUTh KOINMM IPUTOBOPOB IO CT.
127.1 YK P® «Topronsa moasmu» 3a 2001-2009 rr. nns mnpoBeneHUs Hay4dHO-
uccie1oBaTeabcko paboThl. [Ipu opopmieHHH JTOKyMEHTa HCIOJb30BaTh YIJIOBOW BapUaHT
pacrioyioKeHus] pEKBU3UTOB Ha OJIaHKe.

3ananmue 4
[TonroroBuTh MmpoekT ciyxeOHoro mnuceMa u3 CHOMPCKOro  IOPUIUYECKOTO
yHuBepcutera B KyiiObimeBckuil pailoHHbIN cyq T. OMcka ¢ Ipoch0Oi MperoCTaBUTh KOMUU
npuroBopoB 1o cr. 105 YK P® «YoOwuiictBo» 3a 2015 r. ans ucnonb30BaHUS B y4eOHOM
nponecce. Ilpu odopmieHnn OOKyMEHTa MCHOJIB30BaTh YIJIOBOM BAPHUAHT PACIIOI0XKEHUS
PEKBU3UTOB Ha OJaHKe.

3amanme 5
[TonroroBuTh MpoekT ciayxkedbHoro mnucbkMa u3  CHOMpPCKOro  IOPUAMYECKOTO
yHuBepcutera B KyitOblmeBckuil pailonHslii cyn r. OMmMcka ¢ mpoch00il MpeacTaBUTh KOIMHUH
npuroBopoB 10 cT. 258 YK PO «Hezakonnas oxota» 3a 2015 1. s Ucnons30BaHus B y4eOHOM
nporecce. Ilpu odopmieHun OOKyMEeHTa HCIONB30BaTh YIJIOBOM BAapHAaHT PACIOIOKEHUS
PEKBU3UTOB Ha OJIaHKE.

4.2.4. Opranusanusi NpOMe;KyTOYHOM aTTrecTanus odoyyarwummxes B JUOC

Opranu3zanys MpoMexyToYHoH aTTectanuu no auciuiummae B OUOC yHuBepeuTeTa ams
00yYarOMUXCSI OYHO-3A0UHOU U 3A04HOU OopM 00yUeHUs, OCBaUBAIOIINX 00pa30BaTEIHHYIO
IporpaMMy C MPUMEHEHUEM DJJIEKTPOHHOTO OOyuYeHUsS U AWCTAHIMOHHBIX 00pa30BaTEIbHBIX
TEXHOJIOTHI (Ha OCHOBAaHMH 3asBJICHUS OOydYaroIierocs), MpoBoaAuTcs B (opme 3aueta B
COOTBETCTBUU C JIOKAJIBHBIMH HOPMATHBHBIMH aKTaMH YHUBEPCHUTETA, PErIaMEHTUPYIOUTUMHU
00pa30oBaTeNbHBIN TPOIECC, a TaKKEe B COOTBETCTBHHM C YCTAHOBJICHHBIMH TPEOOBaHUSIMU
AIIEKTPOHHOTO Kypca.



[IpomexxyrouHast aTTecTalus i OOYYAIOIIMXCS OYHO-3A0YHOU U 3A04HOU (opm
o0yuenus, OCBaMBAIOIUX O0Opa30BaTENbHYIO IPOrpaMMy C IPUMEHEHHEM 3JIEKTPOHHOIO
0o0y4YeHHsT W IUCTAHLMOHHBIX 00pA30BATENbHBIX TEXHOJOTMH MNPEAYCMAaTPHBAET BBIOJHEHHE
3a4€THOTO0 3aJJaHMsl JIEKTPOHHOTO Kypca.

Jlst 0Oy4arouxcst 04YHOu hopmul 00yuenun, a TaKKe 00YHaIOIIUXCA OUHO-3A04YHON U
3a04HOI popm 00yyenus, 3asBUBIINX 00 OCBOEHMM 00pa30BaTENBbHOM IMporpamMmsl B (Gopme
ayJUTOPHOM KOHTAKTHOM paboOThl, OpraHu3alys NPOMEXYyTO4HOM arrectauun B DUOC
YHHUBEPCHUTETa BO3MOKHA B CIEIYIOILUX CIydasx:

— TpHUKa3 PEKTOpa YHUBEpCUTETa 00 OOYYEHHUH HCKIIIOYUTEIBHO C MPUMEHEHHEM
3JIEKTPOHHOTO OOY4YeHMsI M JMCTAHIMOHHBIX OOpa30BaTENIbHBIX TEXHOIOTUH (B YCIIOBHSX
BO3HHUKHOBEHUS YPE3BbIYAMHBIX CUTYaLIU);

— 3asBJIEHUE 00y4aroulerocs ¢ MPUJIOKEHUEM JOKYMEHTOB, IMOATBEPKIAIOIMX HAINYHE
y HETO YBaXXKUTEJIbHOM MPUUMHBI IMYHOTO IPUCYTCTBUS HA YUEOHBIX 3aHATHUIX.



[Ipunoxxenue

TexHosornueckas KapTa JUCHUIJIHHBI
(na1s1 ouHO¥ popMBbI 00yUeHUsT)

IIpenonasareins:

JucuunnuHa:
Hanpasnenue noaroToBku:
KBamuduxamms:
[Tpoduns mOATOTOBKH:
Kypc:
KoandgecTBo yacos:
JIEKIIAH
MPAKTUYECKUX 3aHATHI
CPC
dopmMa NPOMEKYTOUHOM aTTECTALIUN:

Hopodeer A.B., crapuuii mpenogaBarens Kadeapsl
KOHCTUTYIIMOHHOT'O ¥ a/IMUHUCTPATUBHOTO MpaBa
YOV BO «Cubupckuil FopundecKuii
YHUBEPCUTET

Jlenornpoun3BoACTBO U JOKYMEHTOOOOPOT B
IOPUCTIPYACHLIUN

40.03.01 KOpucnpyneHuus

baxanasp

VYronoBHO-IpaBOBOM

1 Cemectp 1

12
20
3ayer

Makcumainsb
Buapl koHTpOIIS Hoe
KOJINYECTBO
0au1oB
Texyumii KOHTPOJIb 30
PyGe:kHblii KOHTPOJIb 30
IIpomexyTOYHASI ATTECTALMA 40
HToro no pucuuniimue: 100
Makcumans
Bunpl yueOHON 1€4TENbHOCTH CTY/IE€HTOB Hoe
KOJIMYECTBO
OasioB
Moayas 1 [lonsiTue, conepxxaHue M 3HaYeHHE 1eJT0NPOU3BOACTBA
Texyumii KOHTPOJIb 15
Y CTHBIN OTBET 5
IIpakTHueckoe 3a1anue 10
Py0e:xHbIN KOHTPOJIb 15
[IpakTyeckoe 3a1anue 1o MaTepuaiam Mmoayns 1 15
MoayJb 2. JJOKyMEHTHPOBAHHE YIIPABJICHYECKOH /1esiTeIbHOCTH
Texyumii KOHTPOJIb 15
YCTHBIN OTBET S
ITpakTHyeckoe 3aganue 10
Py0e:xHbIli KOHTPOJIb 15
[TpakTyeckoe 3a1aHue 10 MaTepualaM MOAYJS 2 15
IIpome:kyTouHasi aTTecTanusi 40
3auer 40
JlonoJTHUTeIbHBIE 0AJ1JIbI 32 BBICOKYIO KYJIbTYPY Y4e0HOI 1esiTeIbHOCTH 10




YCTHBIN onpoc

Kpurepun banner
[TonHbIE, TOYHBIC U TIOCIIEOBATEIHHBIC OTBETHI HA BOIPOCHI 5
HecymiecTBeHHbIE OMTMOKY ¥ HETOYHOCTH B MTPABUIILHO M3JI0’)KEHHBIX OTBETaX 3
Cy1iecTBeHHbBIE OMMOKH U HETOYHOCTH B M3JI0’KEHHBIX OTBETAX 0
IIpakTuyeckoe 3a1aHue 10
Kpurepun banner
[TpakTHueckoe 3a1aHue BHITOJTHEHO IMOJTHOCTHIO 10
ITpu BBIOJHEHUH MPAKTUYECKOTO 3aJaHus JOIMYIICHBI OIITMOKH 5
3aaHue HE BEIIIOJHEHO 0
Py0eskHblii KOHTPOJIb (IPaKTHYECKOE 3a/1aHHe) 15
Kpurepun bayel
3amanne BoinoaHeHo Ha 85-100% 15
3amanue BoInoaHeHo Ha 70-85% 10
3aganue BoinojaHeHo Ha 50-70% 5
3aganue BoINoJHEHO MeHee Ha 50% 0
3.0TBeT Ha 3a4eTe 40
Kputepun
CTyeHT CTPOUT OTBET JIOTUYHO B COOTBETCTBHUH C IUIAHOM, ITIOKa3bIBAaET 40
MaKCHMaJbHO TJIYOOKHE 3HAHUS MPO(ECCHOHANBHBIX TEPMHUHOB, MOHSITHIA,
KaTeropuii, KOHUENIMA W  TEOpUHA. YCTAaHABIMBAET  COAEPKATEIbHbIC
MEXIpPEAMETHBIE CBSI3U. Pa3BEepHYTO apryMeHTUPYET BbIABUTAEMbIE MOJIOKEHUS,
NpUBOIUT yOeautenbHble MpuMepbl. OOHapyX HUBaeT CIOCOOHOCTh aHalu3a U
pacueTa B OCBEIIEHWH pa3NUYHBIX KOHIEeNuil. Jlemaer coxaep)kartenbHbIC
BBIBOJIBI. JIeMOHCTpHpYET 3HAHHUE CIEIHABHON JIUTEPAaTyphl B paMKax y4eOHOTO
METOJUYECKOTO0 KOMIUIEKCa U JIOTOJHUTENBHBIX HWCTOYHUKOB HHQOPMAIIHIH.
JIeMOHCTpHpYET HABBIKM PEIICHUS IMPEITOKCHHBIX MPAKTHUECKUX CHTYAlHd WU
3a/1a4, jonyckaet 6onee 85% npaBuUIbHBIX OTBETOB.
CTyneHT CTpOHUT CBOM OTBET B COOTBETCTBHH C IJIAaHOM. B OTBeTe mpe/icTaBiIeHbI 30
pa3UyHbIE MOAXOJbI K MpoOsieMe, HO MX OOOCHOBAaHME HEIOCTATOYHO IIOJIHO.
VYcraHaBnuBaeT — colepiKaTeNbHBIE — MEXKIPEAMETHbIE  CBS3U.  Pa3BepHyTO
apryMEHTHPYET BBIJBUTACMBIC TOJIOKCHHUS, MPUBOJUT HEOOXOJUMBIC TPUMEPHI,
OJIHAKO TIOKa3bIBa€T HEKOTOPYIO HEMOCIeA0BaTEeIbHOCTh aHanu3a. BBIBOMbI
npaBuiabHBL. Peub rpamoTHa, wucmosib3yeTrcs mnpodecchoHadbHAs JIEKCHKA.
JleMOHCTpHpYyeT 3HaHHE CIeUUaIbHOW JUTepaTypbl B paMKax ydeOHOro
METOJTMYECKOTO0 KOMIUIEKCA W JIOTIOJHUTEIBHBIX HWCTOYHUKOB HWH(OPMAIINH.
JleMOHCTpHUpYeT HABBIKM DPELICHUS MPEATIOKEHHBIX MPAKTHUECKUX CHUTyallMid U
3ajad, gomyckaeT 6osiee 70% NpaBHIIBHBIX OTBETOB.
CTyZneHT CTpOHUT CBOM OTBET B COOTBETCTBHH C TJIAaHOM. B OTBeTe IMpe/cTaBIeHBI 20

pa3IMYHbIC MOAXO0JbI K IMpobiieMe, HO WX OOOCHOBAaHHE HEAOCTATOYHO IOJTHO.
YcTaHaBnMBaeT — CoJep)KaTeNbHBIE  MEXKIPEIMETHbIE  CBS3U.  Pa3BepHyTO
aprMeHTI/IpyeT BBIIBUT'a€MBIC ITOJIOXKCHUA, HpI/IBOJII/IT HCO6XO)II/IMI:IG HpI/IMepI)I,
OJIHAKO TOKA3bIBAET HEKOTOPYIO HEMOCIEAOBATEIbHOCTh aHaiu3a. BBIBOIABI He
BCer/ia MpaBWIbHBL. Pedb He Bcerjja TpaMOTHA, UCITOJIb3yeTcs TpodeccnoHabHas
nekcuka. J[eMOHCTpUpyeT 3HaHUE CIEeNHUaTbHON JTUTEepaTyphl B paMKax y4eOHOTro
METOJIMYECKOr0 KOMIUIEKca 0€3 JOMOJHUTEIBHBIX HCTOYHUKOB HH()OPMAIIHH.
JIeMOHCTpUpPYET HAaBBIKA PEIICHUS MPEIIOKECHHBIX NPAKTUYECKUX CUTyalud U
3amay, ponyckaet 6osee 50% mpaBUIBLHBIX OTBETOB.




CTyneHT HeAOCTaTOYHO PacKphIBaeT MpodeccHOoHaAIbHbIE MOHATHSA, KaTeropus,
KOHICIIINHU, TCOPHUU. CTYI[GHT MMpOsABIACT CTPEMIJICHUC TIOAMCHUTHL HAYYHOC
000CHOBaHHE MPOOIEM pPaACCYk ACHUSIMU OOBIIEHHO-TIOBCEAHEBHOIO OBITOBOIO
xapakrtepa. OTBET COOEPXKHUT PsAJl  CEPbE3HbIX HETOYHOCTEW. BBIBOJBI
IIOBEPXHOCTHBI. MIMeeT MecTO O4YeHb HU3KUU YpPOBEHb BBIIOJHEHHS TECTOB,
KOHTPOJIbHBIX M TNPAaKTUYECKUX 3aJaHMd B TeueHHe Yy4eOHOro mporiecca.
JleMOHCTpUpYET HaBBIKM PELICHUS NPEIIOKEHHBIX MPAKTUYECKUX CHUTyaluud W
3az1a4, jonyckaer MmeHee 50% npaBUIIbHBIX OTBETOB.




JlonmosiHeHns1 M U3MeHEHHsI K padoveill mporpaMmme
AUCUHMIUIMHBI « »Ha 20__ /20 y4yeOHBbIN roa

B pabouyto nmporpaMmy BHECEHBI CIICTYIOIINE JOTIOJTHCHUS U/UITH U3MCHCHUS

(ykazvieaemcss pasoenl U Kpamkas XapakmepucmuKkd 6HEeCeHHbIX UBMEHeHUU U
O0ononHeHul,  ciyyae omcymcmeusi OONOJIHEHUN U U3SMEeHeHUll 6Hocumcs 3anuco «llpunama 6e3
UBMEHEHUU»);

JloTioTHEeHUs 1 U3MEHEHUS B pad0UyI0 MPOrpaMmy BHEC!
®.1.0., 10JKHOCTh, yY€HAs CTENICHb, 3BaHUE.
JloTioTHeHUsT W W3MEHEHHWs, BHECEHHBIE B paboO4yl0 TNporpammy, pPacCMOTPEHBI U
o100peHbl Ha 3acenaHuu Kadeapbl (mpotokon Ne ot
). Pabouas mporpamma pekoMeHJ0BaHa K Ucmoiib3oBanuto B 20 /20 ydeOHOM TOdy
uist ooyvaromuxcs 20 roxa Habopa.

3aBenyromnuii kageapoit H. O. ®amunus
YTBEPXJIEHO
Ha 3aCeIaHUH METOJIMYECKOTO COBETA,
MIPOTOKOJI OT 20 . Ne
[Ipencenarens METOAUYECKOTO COBETA 10. A. bypaenbHas
« » 20 T
Ilpumeuanue.

Paszoenvr  paboueii npocpammvl, 6 Komopvle 6HeceHbl U3MeHeHus U O0ONOJIHeHUs
pacneyamuvleaomces U NpuKiaobléalomcss K NedamHoMy eapuanmy pabouell npozpammvl. B

9NEeKMPOHHOM 8apuanme paboueli npocpammovl NPOU3BOOUMCcsl 0OHOGNIeHUe PA30eno8, 8 KOMopble
BHeCceHbl U3MEeHeHUsl U OONOIHEeHUs.



