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Pabouas mnporpamma JUCHUIUIMHBI «J]e10MPOU3BOACTBO U JAOKYMEHTOOOOPOT B
IOPUCTIPYICHLIUH»

[lporpamMa  cocTaBieHa B COOTBETCTBUM C  TpeboBaHUSAMH  (heepasbHOro
rOCYJapCTBEHHOTO 00pa30BaTENIbHOTO CTaHAApTa BBHICIIET0 OOpa3oBaHHs — OakalaBpHaTr IO
HanpasieHuto  noarotoBku  40.03.01 FOpucnpynenmms, YTBEPKICHHOTO MPUKa30M
MunucrepcTBa HayKH U Bbicuiero oopaszoBanus Poccuiickoit denepanmu ot 13 aBrycra 2020 r.
Ne 1011.

[Iporpammy cocTaBuiI:
HopodeeB A.B., crapmmii mnpenojaBarenb KadeIpbl  KOHCTHUTYLHOHHOTO U
agmuauctpaTuBHOro npaa YOY BO «Cubupckuii OpUINYECKHI YHUBEPCUTETY.



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 BBICIIET0 00pa3oBaHUs — MporpamMMbl OakajlaBprara o HaImpaBJIEHUIO MOJITOTOBKU
40.03.01 HKOpucnpyneHiusi, yroJoBHO-IPaBOBOHM (Jajiee COOTBETCTBEHHO — JUCIUIUIMHA,
oOpasoBarenbHasi MpPOrpaMma).

B pesynbTare 0CBOEHHS AUCHUILIUHBI Y 00y4aromerocs M0HKHbBI ObITh chopMUPOBaHBI
KOMIIETEHIINH, YCTaHOBJIEHHbIE 00pa30BaTeIbHON MPOrpaMMOii:

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

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

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

JUIS TEJIOBOM
KOMMYHHUKAIIHH.

NYK-4.3. YMmeer
UCIIOJIb30BaTh PYCCKUIA
SI3BIK KaK TOCYIapCTBEHHbIN
s3Ik Poccuiickoit
®denepanuu B
poheCCUOHANTBHOMN
JeSITETbHOCTH | JIJIS
po¢hecCHOHATBHOTO
oOmIeHUs.

NYK-4.4. YMmeeT cTpouTh
YCTHYIO ¥ IUCbMEHHYIO
peub JOTUYHO, TPABUIILHO
U SICHO ISl OCYLIIECTBIICHUS
JIEIIOBOM KOMMYHHKAIIHH.

NYK-4.4. Ctpout
MUCHbMEHHYIO PeUb B
COOTBETCTBUH C
TpeOOBaAHUAMU
rOCyIapCTBEHHBIX
CTaHJIapPTOB JIJIs
OCYILIECTBJIEHHUA JIETIOBOM
KOMMYHUKAIIUH.




NYK-4.5. Bnaneet NYK-4.5. Pemaer
HABBIKAMH OCYIIICCTBICHUS | HETHUIIMYHBIC 3a1a4n
JICIIOBOM KOMMYHHUKAIIUU B | JICJIOBOM KOMMYHUKAIIUU B

YCTHOM M MUCBMEHHON COOTBETCTBHH C

dhopmax Ha TpeOOBaHUSAMHU

roCyJapCTBEHHOM SI3bIKE roCyJJapCTBEHHBIX

Poccwuiickoit @enepannn CTaHJapTOB B MMCbMEHHON
¢dbopme Ha

rOCYJIApCTBEHHOM SI3bIKE
Poccuiickoit @enepannn.

2. O0bem, CTPYKTYpa U coepsKaHue TUCHUTIIHHBI

OO6mast TpyA0eMKOCTh (00beM) TUCHIUTIIIMHBI COCTABISET 36 4acoB, 1 3aueTHas eAUHUIIA.

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

OOpazoBaTenbHast NEATEIHHOCTh B paMKax H3yUeHUS IUCIHHUIUIMHBI MPOBOJUTCS B
cienyromux hopmax:

— KOHTaKTHasi paboTa o0ydyaronmxcs ¢ NeAarorndeCKuMu padOTHUKAMH OpTraHU3alluu 1
(MM) HMIaMu, PUBJICKAEMBIMU OpPTaHU3aIlMe K pealn3alui 00pa3oBaTeIbHBIX MPOrpaMM Ha
UHBIX YCIIOBUSAX (Jjajiee — KOHTaKTHas paboTa);

— caMOCTOATENbHAs paboTa 00yUYarOIINXCS,;

— TMpaKkTUYecKass TMOJTrOTOBKA, IMpeAycMaTpUBAOIIas y4yacTHe OOydJaromuxcs B
BBIITOJIHEHUH OTICIBHBIX JJIEMEHTOB paloT, CBS3aHHBIX C Oyaymied mnpodeccrHoHaIbHOMI
JESTENIbHOCTHIO BO BpEeMs ITPOBEJICHUS 3aHATUI CEMUHAPCKOTO THIIA.

[Ipu mpoBeneHnn y4eOHBIX 3aHATUN MO JAUCIMIUIMHE y OOydJarOIIMXCsl 00ecIeunBaeTCst
pa3BUTHE HABBIKOB KOMaHIHOW pa0OThI, MEKINIYHOCTHON KOMMYHUKAIMH, IPUHSITHS PEIICHUH,
JUIIEPCKUX KauecTB, BKIIOYAs MPOBEACHUE aHAIM3a CHUTYallud, Jajee COOTBETCTBEHHO —
UHTEpaKTUBHbBIE (POPMBI pabOTHI.

2.1. Conep:xaHue TUCHHUILINHBI
Monyas 1. [lonsiTue, conepxxaHue U 3HaYeHHeE 1eJ0NPOU3BOACTBA

Tema 1. BBeieHne B /1eJ10NPOU3BOICTBO

JIOKyMeHT B cucTeMe yIpaBJICHUS. ['ocynapcTBenHoe perynupoBaHue
nenonpousBoacTBa. Komurter Poccuiickoit @enepanuu 1o craHgapTU3allid, METPOJIOTUU U
ceprudukanuu. YnuparieHue npeanpustueMm. JlokymeHnT. WHpOpMaMOHHBIE MPOIECCHI
npeanpusitus.  JenonpousBonactBo.  llens  memompousBoactBa.  OCHOBHBIE — 3a/auud
nenonpoun3BojacTBa. DopMbI OpraHuzanuu Ieaonpou3BoacTBa. JJokymentupoBanue. Cpencrsa
nokymentupoBanusi. FOpuanueckas cuna. PexkBuszut. @Dopmynsap gokymenta. Cucrema
JOKyMEHTaIuu. JIoOKyMeHTOOOOpOT yupekaeHHs. BHemHWi © BHYTPEHHUH KOHTYPBI
JIOKyMEHTO000pOoTA.

Uctopuss  pasButus  genomnpousBojctBa B Poccun.  3apokI€HHE  CHCTEMBI
nenonpousBoAcTBa. I[lpukasHoe  penonpousBoicTBO.  Kosiexckoe — 1em10nmpou3BOJCTBO.
MunucTepckoe 1enonpon3BoacTBo. COBETCKHIM MEPHO TOCYIApCTBEHHOTO IEJIONPOU3BOICTBA.
HopmaruBHas 06asza [elompou3BOJCTBA. 3aKOHOAATENbHBIE W TPABOBBIE aKThl B cdepe
nHpopmaTuzanmmu W JokymeHTanuu. [ocymapctBennbie  craHgapTel  (I'OCTs) Ha
nokymenrtaruio. Crannmapt. Knaccugukarop. Kiaccuduxaropsl. ['ocynapcTBeHHas cuctema
JTOKyMeHTaIrmoHHoro obecrieueHus ynpasienus (I'CJOY).




Tema 2. Knaccuduxanusi, A3bIK U IPABUJIA COCTABJIEHNS IOKYMEHTOB

Knaccudukanus nokymentoB. IlpaBuna cocraBieHus nokymeHTOB. brmank. OCHOBHBIE
PEKBH3UTHl JOKYMEHTOB: HAaMMEHOBAaHHE OpraHu3allid, CBEICHUS 00 oOpraHu3alui,
HAUMEHOBAHME BHJA JOKYMEHTa, JaTa JOKyMeHTa O0ecCrleurnBaeT OPUINYECKYI0 CHITY
JOKYMEHTa, PErHCTPALlMOHHBI HOMEp JOKYMEHTa, rpu( orpaHuueHusi IocTyna K JOKYMEHTY,
ajzipecat, pe30JIIOLUs, 3ar0J0BOK K TEKCTY, OTMETKAa O KOHTPOJIE, TEKCT JOKYMEHTa, OTMETKA O
HAJIMYUU TPUIOKEHUS, TOAMUCh. YacTu peKBU3UTOB. SI3bIK JOKYMEHTOB. SI3BIKOBBIE (POPMYIIBI.
ITocTpoeHue npeIoKeHuN.

Mopnyas 2. JIoOKyMeHTHPOBAHUE OPUANYECKOH NeATeJbHOCTH

Tema 1. O6mme HOpMBI U IPaBHJIAa 0(hopMIICHHS TOKYMEHTOB
[IpaBuna ncnonab3oBaHus HpuQTa, OTCTYNIOB, MHTEPBAJIOB U MOJICH B 0()OPMIIEHUH TOKYMEHTOB.
Crioco6s1 opopmieHus naT B JokyMeHTax. COKpalieHne CI0B U CIOBOCOYETaHUH B IOKYMEHTE.
Odopmiienne B JoKyMeHTax HanucaHus ynces. Hanucanue ¢pusznyeckux senuuud. OpopmieHue
mareMaTrueckux popmyin. Odopmienue Tadnui.

Tema 2. TpeGoBanus K 0()OpPMJICHHIO PEKBH3UTOB OPTraHU3aIIMOHHO-PACTIOPSANTEIbHBIX
AOKYMEHTOB

l'ocynapctBennbiii repd Poccuiickoit @enepanun. I'epd cyObekra Poccuiickoit
Oenepanun. OMOieMa OpraHM3aliyd WM ToBapHBIM 3Hak. Kox opranumsamuu. OCHOBHOMU
rOCY1apCTBEHHBIN pEeruCTpallMOHHBIN HOMEP (OI'PH) FOPUINYECKOTO JULA.
NnenTugukamoHHbII HOMEp HaJIOTOIUIATENIbIINKA/KO TPUYUHBI TIOCTAHOBKHM Ha Yy4er
(MHH/KIIIT). HawmmenoBanue opranuzanuud. CropaBodHble JaHHbBIE 00 OpraHU3allNu.
HaunmenoBanue Buaa gokyMmeHrta. Jlata gokyMeHTa. PerucrpallMOHHBIM HOMEpP ITOKYMEHTA.
CcbUlka Ha PErUCTpaIlMOHHBIM HOMEp W JIaTy JAOKYMEHTa. MeEecTO COCTaBJIEHUSI WIM U3JaHUs
nokymeHTta. Agnpecat. ['pud yrBepknmenus mokymeHTta. Pe3onmrorus. 3arojloBOK K TEKCTY.
Otmerka o koHTpoje. Tekcr mokymeHTa. OT™merka o Hanmuuuu npuiioxkeHus. [Toxmucs. I'pud
COrJacoBaHus JOKyMeHTa. Bu3bl cormacoBaHusi nokyMeHTa. Otruck nedatn. OTMerka o
3aBepenun kommu. OtMerka 00 wucmnomHutene. OTmerka 00 WCHOTHEHWH JOKYMEHTa U
HampaBjieHuM ero B feno. OTMeTka O MNOCTYIUIBHMM JOKYMEHTa B OPraHHU3alulo.
WnentudukaTop 37eKTPOHHON KONIMH JOKYMEHTA.

Tema 5. Opopmirenne OpraHM3aMOHHBIX IOKYMEHTOB
OOmas xapakTepUCTHKa OpPraHU3aIllMOHHBIX JOKYMeHTOB. [loaroroBka u yTBep:kaeHUE
OpPraHU3alMOHHBIX JOKYMEHTOB. OOs3aTelbHbIE PEKBU3UTHI OPraHU3ALMOHHBIX JOKYMEHTOB.
VcraB. PekBusutbl ycraBa. Ilosmoxenune. PexBusuthl monoxkenus. llltatHoe pacnucaHue.
PexBu3uThl wmITaTHOrO pacnucaHus. JOKHOCTHAas MHCTPYKLHsS. PEKBHU3UTBHI [TOJKHOCTHOM
MHCTPYKIMU. Pa3nensl 10 KHOCTHOM HHCTPYKIIUY.



Temaruueckuii mjIaH

(ounast hopma oOyICHHMS)

O6beM u popmbl 00pa3oBaTebHOM 0
JeATeILHOCTH HEHOTHBI
e cpeacTBa
KonTakTHas padora pea
HaumenoBan 7 (D — TEeKyLIero
e Moy.is / ayauTopHas B B TOM Bee e (I]))o - KOHTPOJIs /
TEMBbI TOM |~ MHCIC i op| o aﬁol;bl dDopma
3AHSITHS 3ansaTusa | 3aHATUs |[YHCT|IPAKTHYEC C p NPOMEKYTO
JIEKIINOHH| CeMUHAPC ;i/[ BO Kasi -
Oro THUIIA | KOI'0 THIIA NOATOTOBK arrecTauuu
C a
Mopyns 1. «Ilonsitue, conepkanue v 3Ha4YCHUE JIONPOU3BOICTBAY
BBenenue B Bonpocsl
nenornpoun3Bo |1 2 4 (7 17151 YCTHOTO
CTBO omnpoca
Knaccudukar
Ysl, SI3bIK 1 AHanu3 Bomnpocel
MpaBuiia 1 2 4 |7 MMHUTALUMOHHBIX |[UIsl YCTHOTO
COCTaBJICHUSA MoOeIen ompoca
TTOKYMEHTOB
Hroro 2 4 8 |14
Monayinb 2. «JloKyMEeHTUPOBaHUE HOPUIUYECKON NESITETHLHOCTI
OO01re HOPMBI
t P Ananuz
U MpaBuia [IpakTHyeck
2 2 4 (7  |MMHATALMOHHBIX
oopmienus . o€ 3a/laHue
MoOJIeIIeH
TTOKYMEHTOB
TpebGoBanus k
oopmienuro
€KBU3UTOB
E raHW3alMoH Ananms [ IpakTdeck
P 1 2 2 4 (7  |MMHATALMOHHBIX P
HO- N o€ 3aJaHue
MoOJIeIIeH
pacropsiAnTen
bHBIX
TTOKYMEHTOB
OdopmieHre
0 CI;aEI/BaHHOH Ananns [ IpakTdeck
P 4 2 4 (8 |MMHATAIIMOHHBIX P
HBIX . o€ 3aJaHue
MoOeIein
TTOKYMEHTOB
HToro 2 3 6 12 (22
[IpomexxyToun
P YT 0 3ader
as aTTecTalns
Toro 3a
4 12 20 |36
ceMecTp
TeMaTHYeCKHI IJIaH
(3aouHast hopma oOyueHus)
HaumenoBanue O6bem u popmbl 00pa3oBaTeILHOIM Bee HNuTtepakT | OnieHOYHbIE
Ne| moayJisi / TeMbl eATeJIbHOCTH ro HBHBIE cpeacrsa
3aHATHS KonTakTHas padora |CPC (¢opMbI | TeKyuiero




ayIMTOpPHAas padoThl | KOHTPOJIS /
B TOM
3anstu|3ansTn ®opma
B TOM qucie
1 s MPOMEKYTOY
yHcjie B| IPaAKTHYeC Hoii
JIeKIIHO|CeMHUHA
1 3MOC| xas
HHOI'0 |PCKOIro arrecranuu
MOJAr0TOBKA
THIIA | THOA
Yacts 1
Monyns 1. «IlonsiTue, conepkaHue ¥ 3Ha4YEHUE JAEIOMPOU3BOACTBA»
Beenenune B
1 [0PA 0 0 0 6 |7
NIEJI0NPOU3BOICTBO
Kiaccudukanus
SI3BIK U S aBI/LIIna , Bompocet it
2 P 0 2 0 0 6 8 yCTHOTO
COCTaBJICHHS
ompoca
TTOKYMEHTOB
HToro 1 2 0 0 12 |15
Monyib 2. «JloKyMEHTUPOBAaHUE HOPUIANYECKON IEATEIBHOCTH
OO01IHe HOPMBI U AHamn3
[paBuiIa nmuTauoH ([ IpakTudecko
1 [P 1 1 0 1 4 b HHOHLD
oopmMIIeHUS HBIX e 3aJlaHue
TOKYMEHTOB MoJieIe
TpeboBanus k
o(OopMIICHUIO AHanu3
o [PEKBU3NTOB 1 0 1 4 5 [AMHTalLHOH [IpakTruecko
OpraHU3aIMOHHO- HBIX € 3aJaHue
PaciOpsIAUTENbHBIX MOJICIICH
TTOKYMEHTOB
Ananus
Odopmienue
nmuTanroH [ [paktuaecko
3 |opranuzanuoHasix |0 2 0 2 4 6
HBIX ¢ 3aJ]aHue
TTOKYMEHTOB .
MOJIeIe
MToro 1 4 0 4 12 |17
[ IpoMexyToUuHas
p yT 4 3aueT
ATTCCTALIUS
HToro 3a cemecTp 2 6 24 (36
TemaTuuyecKui mjian
(ouHo-3204Has popma 0OydeHNUs)
O6beM u popmbl 00pa3oBaTebHOM OleHOYHbIe
JeATEJIbHOCTH cpeacrsa
HaumenoBan KounrakTHas paGora HuTepakT| Tekywiero
Ny 1€ Moyt / ayIuTOPHAasI B TOM Bce| uBHBIE | KOHTpOJS /
TeMbI B TOM quciIe ro | ¢gopmsl ®opma
3ansTusa | 3ansaTus CpPC 6
3aHATUA qucJie Bl NpaKTH4yec Paoo0ThI (IIPOMEKYTOU
JIEKIMOHH| CEMHHAPC | 54y ) ~ Kast moi
Oro THIIA | KOT'0 THIIA HOATOTOBKA aTTeCTAINN
UacTts 1
Monyib 1. «IloHaTHe, conepkaHue U 3HaUeHUE JEI0MPOU3BOICTBA»
BBenenue B Bomnpoce! st
1 [nenonpoussog (1 1 0 0 5 7 YCTHOTO
CTBO ompoca




O0bem u popmbl 00pasoBaTeILHOM OleHOYHbIE
JAeATECIbHOCTH cpeacrsa
HaumenoBan KonTakTHasi padora NuTepakT| Tekylero
N ue MOayJifl / ayIUTOPHAS B TOM Bce| uBHBIe | KOHTpOJS /
TeMBbI B TOM quclIe ro | ¢opmsl ®opma
samsiTms | SAHATHSA | 3awsaTHs | npaKTHYec CPC padoThl |MPOMERYTOU
JIeKIHOHH| CEMHHAPC | 547 ) ~ ast Hoii
Oro THUIIA | KOTO THIIA [OArOTOBKA ATTeCTAINH
Kiaccudukar
Wi, SI3BIK 1 Bomnpoce! st
2 [mpaBuia 1 1 0 0 5 7 YCTHOT'O
COCTaBJICHHS ompoca
TTOKYMEHTOB
lToro 2 2 0 0 10 |14
Monyib 2. «JloKyMEHTUPOBAaHUE HOPUIANYECKON NEATEIBHOCTH
OO61IHe HOPMBI AHanns
1 [ mpaBuIa 1 0 1 5 7 [AmuTanmo [IpakTruecko
oopmMIIeHUS HHBIX © 3aJlaHue
TOKYMEHTOB MOJICIIEH
TpeboBanus k
o(OpMIICHUIO
PEKBU3UTOB AHanu3
5 [OPTaHU3ALHOH |4 1 0 1 5 7 [amuTammo [IpakTHyecko
HO- HHBIX € 3a/1aHue
pacropsIuTeN MoJeen
bHBIX
TTOKYMEHTOB
Odopmienne AHanmu3
3 [OPrann3aunoH | 4 0 2 4 g [AMuTaLMO [IpakTHyecko
HBIX HHBIX € 3a/1aHue
TOKYMEHTOB MOJIEIIEN
HTtoro 2 6 0 4 14 |22
[IpomexyTOUH 0 Bauer
ast aTTecTalus
Wrtoro 3a 4 8 o4 |36
ceMecTp

2.2. Metoanyeckue yKazaHusi JJ1s1 00y4arOMXCs M0 OCBOEHUI0 THCIMILINHBI

PexoMeHmanuy 1mo BBITOJHEHUIO CAMOCTOSTEIBHON PabOTHI 1O MOIYISM JUCHUTUTUHEI
IPUBEJICHBI B TAOJHUIIE.

Bua padorsl

Conep:xanue (nmepeyeHb
BOIIPOCOB)

PexoMennanuu

Moayns 1. «[loHsTHE, COnep)KaHNE U 3HAYEHUE JETONPOU3BOICTBA»




Bua paGorsl

Conep:xanue (nmepeyeHb
BOIIPOCOB)

Pexomennannu

ITonroroBka K
JICKIIUSIM

CaMOCTOSITETbHOE U3YYEHUE
BOIIPOCOB:

1. Hcropuueckoe pa3BUTHE
JnenonpousBonacTtsa B Poccuu u
STaInbl €ro pa3BUTHSL.

2. OCHOBHBIE MTOJIOKECHHSI TI0
JIOKYMEHTUPOBAHUIO
yIpaBIECHYECKON ACSITETLHOCTH.
HopwmartusHo — nipaBoBas 6aza
JIEJIONPOU3BOJICTBA.

3. YHudukanus u
CTaHIapPTHU3AIMS B
JIEJIONPOU3BOJICTBE

4. JIOKyMEHT U ero pyHKIHH.

5. Bujapl opranu3anoHHo —
pactopsAUTENbHBIX JOKYMEHTOB
(OPl) u mpu3HaKu ux
KJIaccu(puKaIum.

6. JIoOKyMeHTBI
OpTraHHU3aIOHHBIE,
pacnopsauTeNbHbIE, 0 JUYHOMY
COCTaBy, CIIPaBOYHO—
nH(popManmoHHbIe, PUHAHCOBO —
OyxranTepckue.
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non. — Mocksa : U3gatensctBo HOpaiir,
2025. — 365c. — (Beicmree
obpazoBanue). — ISBN 978-5-534-20169-
7. — Teker AIIEKTPOHHBIN  //
Oo6pazoBatenpHass  minatdopma  FOpaiit
[caitT]. — URL:
https://urait.ru/bcode/581286 (mara
obpamenus: 31.07.2025).

4. Ky3Henos, H. H.
JIoKyMEeHTaImOHHOE oOecrieuenne
yIIpaBJICHUS. JIOKyMEHTO000POT "
JETOTIPOU3BOCTBO : Y4eOHHK "
MPAKTHKYM ISt BY30B /
U. H. Ky3nenoB. — 5-¢ u3z., mepepad. u
non. — Mocksa : M3parensctBo IOpaiir,
2025. — 425 c. — (Bricmiee
obpazoBanue). — ISBN 978-5-534-20027-

0. — Tekcr AJICKTPOHHBIA  //
OOpasoBarenbHas  mnatgopma  FOpait
[caitT]. — URL.:
https://urait.ru/bcode/581143 (mata

obpamenus: 31.07.2025).




Bua paGorsl

Conep:xanue (nmepeyeHb
BOIIPOCOB)

Pexomennannu

ITonroroBka K
MPaKTUYECKUM
3aHSATUAM

1. IToaroroBka k onpocy mo
TUCIUTLINHE.

Bomnpocksr:

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

3. Knaccudukamus hopm
JIOKYMEHTOB.

4. NzrotoBrieHue, y4er u
XpaHeHue OJIaHKOB JOKYMEHTOB
C BOCIIPOU3BEACHUEM
l'ocynapcTBennoro rep6a
Poccuiickoit denepanyu ¢
cyonexToB Poccuiickoit
denepanuu.

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

«"OCT P 7.0.97-2016. HanmmonaabHEIN
cranaapt Poccutickoit ®denepanuu.
Cucrema crangapToB 1o nHpopmanuu,
OMOIMOTEYHOMY U U3/IaTEIIBCKOMY JIENy.
Opranu3alioOHHO—PACIIOPAIUTEIbHAS
JIoKyMeHTarus. TpeboBaHus K
0(pOpMIIEHUIO TOKYMEHTOBY (YTB.
ITpukazom Poccrangapra ot 08.12.2016 N
2004—cr) (pen. ot 14.05.2018)

Monyisb 2. «Jl0KyMEHTUPOBAHUE 1O

UIUYECKON NeSITCIILHOCTH)

ITonroroBka K
JICKIIUSIM

CaMOCTOSITETbHOE U3YUEHUE
BOIIPOCOB:

1. OcHOBHBIEC TOKYMEHTHI
yIpaBIeHUSI.

2. ABTOp TOKyMEHTa, ajipecar,
aJipecaHT.

3. BHyTpeHHUI TOKYMEHT,
BHEIIHUI JJOKYMEHT,
TpadapeTHBIN TOKYMEHT,
BXOJSIINANA TOKYMEHT, BXOASALIUNA
HCXOHON HOMEpP JOKYMEHTA.

4. Jleno, nenonpou3BOACTBO,
JIOKYMEHTAIlMOHHOE O0ecreueHne
ynpasienus (JJOY).

5. Kondunennmanbuas
uHpOopMaLs, KoOMMepYecKast
TaifHa.

1. I'pozoBa, O.C. Jlenonpou3BOACTRBO :
yaeOnuk st By3oB / O. C. I'po3oBa. — 2-
e u3. — Mocksa : U3natensctBo FOpaiit,
2025. — 131c. — (Briciee
obpazoBanue). — ISBN 978-5-534-15964-
6. — Texkcr ANIEKTPOHHBIN  //
Oo6pazoBatenpHass  miatdopma  FOpait
[caitT]. — URL:
https://urait.ru/bcode/563439 (mara
obpamenusi: 31.07.2025).

2. lllyBamoBa, H. H.
JENOTPOU3BOACTBA.  SI3BIK  CITy’)KeOHOTO
JIOKyMEHTa :  y4eOHMK  Juis  BYy30B/
H. H. lllyBanosa, A.O. BanoBa; mnop
obmei pemakumert H. H. lllyBanoBoii. —
3-¢ u3n., mepepab. u gom. — Mocksa :
WznarensctBo FOpaiit, 2025. — 355 ¢. —
(Boicmiee ob6pazoBanue). — ISBN 978-5-
534-20343-1. — TekcT : 3IEKTPOHHBINA //

OCHOBBI

OOpasoBarenbHas  miaatgopma  FOpait
[caitT]. — URL.:
https://urait.ru/bcode/560174 (mata

obpamenus: 31.07.2025).

3. Uypunos, A. 0. IOpuanueckoe
JeTONPOU3BOICTBO : YUCOHUK il BY30B /
A. 1O. YypunoB. — 5-e¢ u3sm., mepepad. u
non. — Mocksa : U3gatensctBo HOpaiir,
2025. — 365c. — (Beicmree
obpazoBanue). — ISBN 978-5-534-20169-
7. — Tekcr AIIEKTPOHHBIN  //




Conep:xanue (nmepeyeHb

Bua paGorsl BOIpPOCOB) Pexomengaunu
Oo6pazoBatenpHass  miatdopma  FOpaiit
[caitT]. — URL:
https://urait.ru/bcode/581286 (mara
obpamenus: 31.07.2025).

4. Ky3HeroB, H. H.
JIOKyMEHTAI[HOHHOE obecrieyeHne
yIpaBJcHUSI. JIoKkyMmeHTO00O0pOT "
JIEJIONPOU3BOJCTBO : yueOHUK u
MPAKTUKYM TSt BYy30B /
. H. Ky3nenoB. — 5-¢ u3n., mepepad. u
non. — Mocksa : U3gatensctBo HOpaiir,
2025. — 425 ¢c. — (Briciee
obpazoBanue). — ISBN 978-5-534-20027-
0. — Texker AIIEKTPOHHBIN  //
Oo6pazoBatenpHass  miatdopma  FOpaiit
[caitT]. — URL:
https://urait.ru/bcode/581143 (mara

obpamenus: 31.07.2025).

ITonroroBka K
MPaKTUYECKUM
3aHSATUAM

Bomnpocksr:

1. FOpunuueckoe nuio,
bu3rIecKoe U0, FOPUINIECKast
CWJIa JOKYMEHTA.

2. JlenoBasi KOPpECTIOHICHIINS.
Crenuduka 1e10BOro CTHIS
MHACHhMa.

3. Pa3HOBUAHOCTH IIHUCEM II0
coJiepkaHuto (IIUPKYISIPHOE,
COTPOBOJUTENBHOE U T. JI.).

4. Tenerpamma, Teyekc, Gakc,
HOPSI0K MX 0hOpMIICHUSI.

5. TlogauHHBIA TOKYMEHT,
OpHUTHHAJ, OTTHCK. JlyOmuKaT
JIOKYMEHTA.

2. IloaroroBka K pelieHuo
MPAaKTUYECKHX 3aJ1a4.

Cwm. nutepartypy:

1. «I'OCT P 7.0.97-2016.
Hammonanwsubiii cranmapt Poccuiickoit
Oenepanun. CrucreMa CTaHIAPTOB IO
nHpopMaluu, OMOINOTEIHOMY 1
u3naTenbckomy neny. OpraHu3anuoHHO-
pacrnopsAuTeabHas JOKYMEHTAIIHS.
TpeboBanus k 0POPMICHHUIO TOKYMEHTOB
(ytB. [Ipuka3zom Poccranmapra ot
08.12.2016 N 2004—cr) (pen. ot
14.05.2018)

2.3. PexoMeHnaanum 1Jisi OpraHu3almi KOHTakTHOH padoTel B INOC

1. JIna cryneHToB O4HOM (OpMBI OOyYEHHMsI CChUIKA Ha DJIEKTPOHHBIM Kypc TIO

JUCHUITIIUHE
(http://edu.omua

«/lenonpousBoncteo  u

.ru/course/view.php?id=433).

JOKYMEHTOOOOpOT B

topucnpyneHuun(CM)»

2. MGTO,Z[I/I‘-IGCKI/IG PEKOMCHAAIUNU [0 H3YYCHUIO JUCHUIIIMHBI C HMCIIOJIB30BAHUCM

IUCTAHIIMOHHBIX

00pa3oBaTeIbHBIX

TEXHOJIOTUH B

9JICKTPOHHOM  WH(OpPMaAIMOHHO-

oOpa3zoBatenbHO# cpene yauepeuteta (http://edu.omua.ru/mod/resource/view.php?id=33794).
3. TpebGoBaHusl K YCJOBUSM peau3alui MPOrpaMMbl TUCHHUILIHHBI
3.1. MaTepuaJbHO-TEXHHYECKO€E 00ecrieyeHne TN CIUNTUHbI

Tun y4eOHBIX ayANTOPHIA

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

VYyeOHas
MIPOBEICHHUS

ayIUTOPHS

(st
3aHATUN

Crenmanu3upoBaHHas MeOCITb,
TexHudyeckue cpencrtBa OOydYeHUS M TPEACTABICHUS Yy4YeOHOM




JICKIIMOHHOTO THIIA) uHpopMaruy  OONIBIIONW  ayIUTOPHUM, B TOM 4ucle Habop
JIEMOHCTPAIIMOHHOTO 000pymOBaHUS (IIPOCKTOP, dKpaH, KOMIIBLIOTEP
(HOYTOYK, HETTOM, U T.II.), OECIIPOBOIHON MyIbT-yKa3Kka, MUKPO(DOH,
YCHIIUTEIb TPAHCISIIIMOHHBIN, KOJIOHKH TPAHCIISIIIMOHHEIE);

CereBoe o00OpysoBaHHE ISl TOAKIIOYECHUS K WH()OPMAIMOHHO-
TEJICKOMMYHHUKAIMOHHOM ceTu «HTEpHET»

VYuebnas ayauropus (mis | Creruanu3upoBaHHas MeOeb;

MPOBEICHUS 3ansaTuil | Texnndyeckue cpenctBa oOydeHHs AJSl TIPEACTABICHUS Y4eOHOMH
CEMUHAPCKOTO THIaY) uHQopMaruu  OONBIIOW  ayJAWTOpPWH, B TOM 4YHCIe Habop
JIEMOHCTPAIIMOHHOTO 000pymOBaHUS (IIPOCKTOP, dKpaH, KOMIBIOTEP
(HOYTOYK, HETTON U T.I1.));

CereBoe o00OpysOBaHHE sl TOAKIIOYECHUS K WH()OPMAIMOHHO-
TEJICKOMMYHUKAIMOHHOM ceTu «HTEpHET»

VYueOnas aymuropust (s | Cnenmanu3upoBaHHast MeOeEIb;

MPOBEICHUS 3ansaTuil | TexHudyeckue cpenctBa OOy4deHHs AJSl TIPEACTABICHUS Y4eOHOMH
CEeMUHApPCKOTO0  THIa, A | uHpopMary  OOJBIION  ayauTOpMH, B TOM UHciae Habop
OpPraHM3allMyd  TPAKTUYECKOH | AEMOHCTPAIIMOHHOTO 000pynOBaHHS (IIPOEKTOpP, 3KpaH, KOMIIBIOTEP
MOJATOTOBKH, KOMIIBIOTEPHBIH | (HOYTOYK, HETTOI U T.11.));

KJ1acc) KommbroTepHast TeXHHKa: CHCTEMHBIE OJIOKH, MOHUTOPBI;

CereBoe 00OpynoOBaHME Ui MOAKIIOYCHHS K WH(POPMAINOHHO-
TEJIEKOMMYHHKAaLIMOHHOHN ceTH «HTepHeT»

Yuebnas ayauropus (s | Cnenmanu3upoBaHHas MeOenb (TymOa ans  gompoca, Tymba
IPOBEACHUS 3aHATUH | TTOACYAMMOro, CTOJI M CTYJN AJsl 3allMTHHUKA, CTON W CTYJd JUIs
CEeMUHApPCKOTO  THIIA, IS | IPOKYypOpa, CTON Ul CYABH, KPECIO CYIbH, CTON ayIUTOPHBIH CO
OpraHu3allMd  MPaKTUYECKOW | CKaMbel NBYXMECTHBIH, 3allMTHAs KaOWHa B MPOLECCYalbHOW 30HE
MOATOTOBKH, yYEOHBIM  3ai | 3a1a CyJAcOHBIX 3aCeTaHMi)

CyHeOHBIX 3aceIanuii)

[Tomemenus i | Crneunanu3upoBaHHas MeOeb;

CaMOCTOSITETILHOM padoThI KoMmnreloTepHas TeXHHMKa C BO3MOXKHOCTBIO TOJAKIIIOUEHHS K
UHQOPMAIMOHHO-TEIEKOMMYHHUKAIMOHHONH ~ ceTn  «MHTepHeT» ¢
obecriedeHHEM  JIOCTylia B DICKTPOHHYIO  WH()OPMAIMOHHO-
o0pa3oBaTebHYIO Cpey YHUBEPCUTETa

3.2. YyeOHo-MeTOANYECKOE 00ecneuyeHne TUCIUILIHHEI

3.2.1. Onucanue KOMIUIEKTA JIMIEH3MOHHOT0 U CBOOOIHO PACIPOCTPAHAEMOI0
NMPOrpPaMMHOI0 o0ecreyeHnsl, B TOM YUCJIe 0TeYeCTBEHHOr0 MPOU3BOICTBA

— MicrosoftWindows;

— MicrosoftOffice;

— Cucrema BUICOKOH(EPEHIIUH CBSI3H;

—  DnexTpoHHO-OubnmoreuHas cucrema «9bC FOPAUT www.biblio-onlin.ru»;
—  HHOE.

3.2.2. IlepeveHnb JIUTEPATYPHbI, HEOOXOAUMO¥ AJI51 OCBOEHUS TUCUMUILIUHBI
5. I'pozoma, O.C. enonpou3BoactBo : ydeObnuk mis By3oB/ O.C.I'pozoBa. — 2-¢
u3n. — MockBa : WspmarenbctBo IOpaiit, 2025. — 131 c.— (Bsicmiee obpa3oBanue). —
ISBN 978-5-534-15964-6. — Texkcr : anekTpoHHbldd // O0pazoBatenbHas miaatdopma FOpait
[caiiT]. — URL: https://urait.ru/bcode/563439 (nara obpamenus: 31.07.2025).
6. lllysanoBa, H.H. OcHoBBl nenonpou3BoAcTBa. SI3bIK CIIy)KEOHOTO JOKYMEHTA '
yaeOunk ans  By3oB/ H. H. IllyBamoma, A.}O.HBanoBa; mox oO0mei penakmueit

'KoMIploTepHasi TEXHHMKA YCTAHABJIMBAETCA JUIS HPOBEAEHHS 3aHATUH CEMMHAPCKOTO THIA 110 3asBKeE
npernoaaBaTess B HHPOPMAINOHHO-TEXHUIECKUH OT/IEN.


http://www.biblio-onlin.ru/

H. H. lllyBanoBoii. — 3-e u3n., nepepad. u nom. — Mocksa : UznatensctBo HOpaiit, 2025. —
355 c. — (Bwicmiee obpazoBanme). — ISBN 978-5-534-20343-1. — TexkcT : 37MeKTpOHHBIA //
Oo6pazoBarenpHast mnatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/560174 (mata
obpamenus: 31.07.2025).

7. Yypunos, A.10. IOpuauueckoe AeIONPOU3BOJICTBO @ YYEOHMK [y BY30B /
A. 1O. Uypunos. — 5-¢ m3z., mepepad. u gomn. — Mocksa : U3parensctBo HOpaiit, 2025. —
365 c. — (Briciiee obpazoBanue). — ISBN 978-5-534-20169-7. — Tekct : 3neKTpOHHBIA //
Oo6pasoBarenbras 1uathopma HOpaiir [caiit]. — URL: https://urait.ru/bcode/581286 (nara
obpamenus: 31.07.2025).

8. Kysuenos, U. H. JlokymenTanmonHoe obecrieueHue ympasieHus. JJoOKyMeHTOOO00pOT

U JINOTIPOU3BOACTBO | Y4eOHMK M mnpakTukyM s By3oB/ W. H. KysnemoB. — 5-e wusn.,
nepepad. um gom. — MockBa: WsmarensctBo IOpaibit, 2025.— 425c.— (Bsicuiee
obpazoBanue). — ISBN 978-5-534-20027-0. — Texkcr : snexkrpoHHblid // OOpazoBaTenbHas
miatdopma IOpaiitr [caiit]. — URL: https://urait.ru/bcode/581143 (mara oOpareHus:
31.07.2025).

3.2.3. IlepeveHb HCIOJIB3yeMBbIX COBPEMEHHBIX MPO(ecCHOHANBHBIX 023 JAHHBIX U
HH(OPMALMOHHBIX CPABOYHBIX IPABOBBIX CHCTEM

— cnpaBoyHas npaBoBas cuctema «KoncyneranTllmocy;
— cmOpaBoyYHas rpaBoBas cucteMa «[ apanTy;
— HHOe.

4. OueHka pe3yJibTaTOB OCBOEHUS AU CHUILINHBI
4.1. Texymuii KOHTPOJIb YCIIEBA€MOCTH
4.1.1. Opranusanus TeKyero KOHTPoJisi yCreBaeMoCTH

Texymumii KOHTPOJIb YCIIEBAEMOCTH (B TOM YHCIIE pyOeKHBI KOHTPOJIb) 00ECIIEYHBAET
OLICHMBAHHME XO0Jla OCBOEHUS JMCLUUIUIMHBI M BKJIIOYAET B ce0sl YCTHBIA OMPOC, MPaKTUYECKOE
3ananue(pyoexHbiii KOHTpoub). [Ipu OCBOCHHMH AWCHMILIUHBI B OYHOW (POpPME HCIIOIB3yeTCs
OaJIbHO-PEUTUHIOBAsI CHCTEMa, KPUTEPHM OLIEHWBAHUSA KaXKJIOTO BHUJA TEKYILIErOo KOHTPOJIS
IIPEJICTaBJICHBI B TEXHOJIOTMYECKON KapTe AUCUUIIINHBI (TIPUTIOKEHUE).

4.1.2. Opraau3anus Texkymero koHTpouas 8 JUOC

Opranumzanust Tekyuiero koHtpossi mno auciuiuimae B OWMOC  yHuBepcutera
OCYIIECTBIISIETCS. 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 OOy4aloUUMXCS OYHO-3A0YHOU U 3A04HOU (opm
o0yuenusa, OCBaMBAIOIIUX O00pa30BATENbHYIO MPOrpaMMy C TNPUMEHEHHEM 3JIEKTPOHHOTO
oOydeHHs W JHUCTAaHIMOHHBIX O0Opa30BaTeNbHBIX TEXHOJOTUNA (Ha OCHOBAaHWU 3asBIICHUS
oOyJaromerocs).

Texkymmuii KOHTPOJb ISl OOyYaIOIMIMXCS 10 OUHOU (hopme 00yueHus, OCBAUBAIOIIUX
00pa3oBaTeNbHYI0 MPOrpaMMy C NPUMEHEHHEM 3JIEKTPOHHOTO OOYyUeHHUS M JUCTAHIIMOHHBIX
o0pa3oBaTeNbHbIX TEXHOJOTHM MpeaycMaTpUBaeT B TEPBOM CEMECTpPE  BBINOJIHEHUE
NPaKTUYECKUX 3a/laHui,penieHne pyoeKHOTO KOHTPOJISA MO0 KaXIOMY MOIYJI0 TEMaTHYECKOTro
I1aHa y4eOHOM AMCHMIUIMHBI «J[eJ0mpou3BOACTBO M JOKYMEHTOOOOPOT B IOPUCHPYAEHLUU
(CM)» (http://edu.omua.ru/course/view.php?id=433).

B cooTtBercTBUU € yuyeOHBIMU IUIaHaMHU MO Mporpamme OakajgaBpHUaTano HaIMPaBICHUIO
noarotoBku  40.03.01 FOpucnpyneHIusiHaNpaBIeHHOCTh  (MIPO(GMIIb):  YrOJIOBHO-IIPABOBOM,
yueOHas JUCHUILIMHA «J]eI0mpon3BOICTBO U JOKYMEHTOOOOPOT B IOPUCTPYICHLIUN» U3ydaeTcs
CTyJEHTaMM Ha NPOTSHKEHMM OHOro cemecrpa. CrenoBaTelbHO, TEKYIIUMH KOHTPOJIb AJIs
Oo0y4Jaloluxcsi 10 OYHO-3A0YHOU U  3A0YHOU  ¢hopmam  0Oyuenusa, OCBAUBAIOIINX



00pa30oBaTeNbHYI0 TPOTpaMMy C MPUMEHEHHEM JJCKTPOHHOTO OOYYeHHS M IHUCTAHIIMOHHBIX
00pa3oBaTeNbHbIX TEXHOJOTUN MpeaycMaTpUBAeT BBIMOJIHEHHE NPAKTHUYECKUX 3aJaHUN IO
KOKIOMY MOAYIIO Y4eOHON IUCHUIUIMHBI «J[emompou3BOACTBO M JOKYMEHTOOOOpOT B
IOPHUCIIPYACHIIUT (CM)» (http://edu.omua.ru/course/view.php?id=433)u  BbIMOTHEHHE
KOHTPOJILHOM paboTHI.

Jliisa 0Oy4aromuxcst ouHoi ¢hopmul 00yuenusa, a Takxke o0ydaloUUXCsl 0YHO-3A0YHOU U
3a04HOU popm o00yuenus, 3asBUBIINX 00 OCBOSHHHM 00pa3oBaTENbHOI Mporpammsl B (Gopme
ayIUTOPHOM KOHTAKTHOM pabOThI, OpraHu3anus TeKymero KoHTpojsi B DWMO yHuBepcurera
BO3MOJXHA B CJIICAYIOIIUX ClIydadx:

— TpUKa3 peKkTopa yHuBepcuTrera 00 OOY4YeHHH HCKIIOYUTEIbHO C TNpPUMEHEHHEM
DJIGKTPOHHOTO OOYYEeHHUS M JIUCTAHIIMOHHBIX OOpA30BaTENbHBIX TEXHOJOTHH (B YCIOBHSIX
BO3HUKHOBCHHUSI UPE3BBIYANHBIX CUTYAIUH);

— 3a4BJICHHUC 06yanomeroc;1 C NPUIIOKCHUCM JOKYMCHTOB, IMOATBCPKAAOIINX HAJIUYNC
y HETO YBaXXUTEIbHOM MPUYHUHBI IMYHOTO OTCYTCTBHS HAa YUEOHBIX 3aHATHUSX.

4.2. [Ipome:kyTOUHAS aTTeCTANMS 00y4AKOIIHUXCS
4.2.1. Opranmn3anusi NPOMeKyTOYHOH ATTeCTAHA 00yYAIOIINXCS

ITpomexyTouHass arrectanus OOy4yarOIIMXCS IO AUCLUILUIMHE IPOBOAUTCS B (opme
3aueTa U 00eCIIeunBaeT OLICHUBAHUC PC3YJIbTATOB 06yquI/1;1 0 AUCHUIIIIMHE B COOTBCTCTBHU C
KOMIIETEHIIUSIMH, YCTAaHOBJIEHHBIMU 00pa30BaTeIbHON IPOTPaMMOiA.

[IpomexyTouHas aTTectanusi 0OYJarOIIUXCs HA OCHOBE OMIIETOB(TECTOB), BKIFOUYAIOIIHX
JIBa TEOPETHUYECKUX BOMPOCA U OHO NPAKTUUYECKOE 3aaHUE.

OneHuBanue pe3yinbTaToB OOydYeHHUS IO JUCUUIUIMHE (YPOBHA C(OPMHPOBAHHOCTU
KOMIIETEHIIMH) MPOBOJMTCS HA OCHOBE CIENYIOIIUX KPUTEPHUEB:

Ornenka Kon xomniereniun | UHaukaTopsl  qocTuxkeHus | Kpurepuu oneHUBaHUA
KOMITETCHLIUN 1o
JIUCITUTLTIHE

3auTeHo YK-4 NYK-4.1. HazpiBaeT JleMoHCTpupyeT 3HAHUE
TpeOoBaHMUI K OQOPMIICHHIO | TEPMUHOJIOTHH, T00aBIISIS
JIOKYMEHTOB JUISI IETIOBOM KOMMEHTapHH, MOSICHEHUS,
KOMMYHUKAIIWH. 000CHOBaHUS, Jienas CCHUIKM Ha
NYK-4.4. Ctpout HOPMAaTHBHO-3aKOHOATEIIHHYIO
MUCBMEHHYIO PEeUb B 0asy.

COOTBETCTBHH C [IpakTiaeckoe 3aJlaHueC
TpeOOBaHUSIMH BBITIOJTHEHO MOJTHOCTBHIO.
TOCYJIAapPCTBEHHBIX OO6yuaromuiics

CTaH/IapTOB IS yMeEeT MPUMEHUTh TCOPETUICCKUC
OCYIIECTBIICHHUSI JISIIOBOM 3HaHUS B MPAKTHYECKOM
KOMMYHUKAaIIUH. CUTyaluu.

NYK-4.5. Pemaet YBepeHHo JIEMOHCTPUPYET
HETUIMUYHBIC 337291 HEOOXOMUMbIE  HaBBIKH  IPH
JISIIOBOY KOMMYHUKAIIUU B BBITIOJTHCHUH 3aJIaHus B
COOTBETCTBUHU C COOTBETCTBHUU C HpI/IBeI[éHHI)IM
TpeOOBaHUSIMH OIMCaHUEM CUTYyaIluu
rOCY/IapCTBEHHBIX

CTaHJIapTOB B MUCbMEHHOU

(dhopMe Ha rocyaapCTBEHHOM

si3pike Poccuiickoit

denepanyu.

He 3aureno | YK-4 NYK-4.1. Ha3rBaeT He BIIAJZICCT coepykaHueM
TpeOoBaHMs K OQOPMIICHHIO | TIpeAMETa,  3aTPyIHSAETCS  TpH
JIOKYMEHTOB JUISI JICIIOBOM CCBIIKaxX Ha HOPMAaTUBHO-
KOMMYHHUKaIIWH. 3aKOHO/IATENbHYIO 6a3y.

NYK-4.4. Ctpout OtBeuyass Ha BOINPOC, HE MOXKET
MMUCHBMEHHYIO PEUb B noJo0paTh  COOTBETCTBYIOIIYIO



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

Ornenka Kon xommerentiun | Mamukaropel  poctikeHus | Kputepuu oneHuBaHUS
KOMITETCHUIUN 1o
JIUCITUTLTIHE
COOTBETCTBHH C TEPMHUHOJIOTHIO.
TpeOOBaHUSIMH [IpakTiaeckoe 3a/laHue B
TOCYJIAapPCTBEHHBIX OCHOBHOM HE BBITIOJIHCHO (00BeM

CTaHJApTOB JJIs
OCYILECTBICHUS ACIOBOM
KOMMYHUKAIUH.

NYK-4.5. Pemaer
HETHUIIMYHbBIC 331291
JIeIOBOM KOMMYHHKAIINH B
COOTBETCTBHH C
TpeOOBaHUSIMH
rOCYJapCTBEHHBIX
CTaHJIapTOB B MUCbMEHHOU
(hopMe Ha roCcyTapCTBEHHOM
si3pIke Poccuiickoi
denepanuu.

BBIIIOJIHEHHOM YacTH MeHee 2/3 oT
obmiero o0Obema 3aJaHus) WIH
IIOJIHOCTBIO HE BBIMOJIHEHO.

OOyuaromuics MMOKa3bIBACT
HE3HaHHE OCHOBHBIX MOHATHI, HE
YMEET pelarb IPaKTHYECKUE
3aj1auu.

He nemoncTpupyet HeoOXoaumble
HaBBIKU npu BBITIOJTHEHUT
3aJJaHisT B  COOTBETCTBHU C
NPUBEIEHHBIM OITMCaHHEM
CHUTYaIluu

NG~ wWNE

9.

10.
11.
12.
13.
14.
15.

16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
217.

4.2.2. Bonipochl K 3a4éTy

JIOKYMEHT B cHCTEeME yIpaBIeHUS.
OcHOBHBIE TOHATHS JEIOTPOU3BOJICTBA U JOKYMEHTOO00pOTA.
Ucrtopus pa3sutus aenonpousBojctsa B Poccun.
HopmaruHas 6a3a 1e10mpon3BOICTBA.
Knaccudukanus 10KyMeHTOB.

HpaBI/IJIa COCTaBJICHUS NOKYMCHTOB.

SI3BIK TOKYMEHTOB.

[IpaBuna ucnonb3oBanus mpudTa, OTCTYNOB, HHTEPBAJIOB U TOJIeH B opopmIieHUH
JIOKYMEHTOB.
CriocoOb1 ohopMIIeHHS 1aT B TOKYMEHTAX.
CokpalieHue CJIOB U CJIOBOCOYETAHHI B TJOKYMEHTE.
OdopmieHne B TOKyMEHTaX HAMMCAHUS YHCEI.
Hanmcanue pu3nueckux BEINYHH.

OdopmiieHne MaTeMaTH4eCKUX (GOPMYIL.

Odopmnenue Tabmui.

TpeboBanus k 0(pOPMIICHUIO PEKBU3UTOB OPraHU3allMOHHO-PACTIOPTUTEIbHBIX
JIOKYMEHTOB
OO1m1ast XxapakTepUCTUKA OPraHU3alMOHHBIX JJOKYMEHTOB.

VYcras.
[Tonmoxenue.
[lITaTHOE pacniucanue.

JIOJDKHOCTHASI MHCTPYKIUSL.
HNHpopMannoHHO-CIIPABOYHbIE JOKYMEHTBHI - O0IME XapaKTePUCTUKH.

AKT.

IIpoTokou.
Tenerpamma
Teneponorpamma.
3anucku.
Cnyxe0HOoe THCHMO.

4.2.3. Tunossble 3a1aHNs K IK3aMeHY

3ananue 1




[MonroroBute mpoekT ciayxkeOHoro mmcbMa u3  CHOMPCKOrO  IOPHIUYECKOTO
yauBepcutetaB YBJ[ mo OMckoil 0o6act ¢ mpock00i MPpeaoCcTaBUTh KPAaTKyI0 HH(OPMAITUIO O
COCTOSIHUM TIpaBoOIOpsaKa Ha Teppuropur OMckoil obmactu B 2015 1. Ans HCMONB30BaHUS B
yueOHOM mpornecce. Ilpu odopmiieHMM JOKyMEHTa HCIOJIB30BaTh YIJIOBOW BapUaHT
pacrioyioKeHUs] pEKBU3UTOB Ha OJIaHKe.

3aganue 2
[TonroroBuTh MOpoOEKT chaykeOHoro mnuckMa u3  CHOMpPCKOro  IOPUAMYECKOTO
yauBepcureta B MCY Ne 4 1. OMmMcka ¢ mpoch0Oi MpenoCTaBUTh CBEIEHHUS O COCTOSHHUH
3m0poBbs cTyaeHTa CumakoBa A. A., kotopslit Obut goctaBieH B MCY Ne 4 3 centsiops 2015 r.
1ocjae JOPOXKHO-TPAHCIIOPTHOTO IpoucuiecTBus. lpu odopmieHnn HOKyMeHTa HCHOIb30BATh
YIJI0BOM BapHaHT PacIOIOKEHUS pEKBU3UTOB Ha OJIaHKe.

3aganue 3
[MonroroBute mpoekT ciayxeOHoro mmcbMa w3  CHOMPCKOrO  IOPHIUYECKOTO
yHuBepcuTeTta B OMCKUN 00JaCTHOM CyJl ¢ POChOOW MPENCTaBUTh KOIWU MPUTOBOPOB IO CT.
127.1 VYK P® «Toprona moapmu» 3a 2001-2009 rr. nns mnpoBeneHus HaydHO-
HCCIIeI0BaTeNbcko paboThl. [lpu odopmiieHnE TOKyMEHTa HMCIOJIB30BaTh YIJIOBOM BapHUaHT
pacrioyioKeHUs] pEKBU3UTOB Ha OJIaHKe.

3amanue 4
[TonroroBuTh MOpoeKT chaykeOHoro mnuckMa u3  CHOMPCKOro  IOPUAMYECKOTO
yHuBepcuretaB KyiiObimeBckuii paioHHbI cyq r. OMcka ¢ mpocb0oW NMperocTaBUTh KOIMHH
npuroBopoB mo cr. 105 YK P® «Yo6wuiictBo» 3a 2015 r. mis uCmonab30BaHHS B y4eOHOM
npornecce. Ilpu odopmieHHHn TOKYMEHTa HCIIOJIb30BaTh YIJIOBOW BapUaHT PACHOJIOXKCHHS
PEKBU3HUTOB Ha OJaHKe.

3aganue 5
[MonroroBute mpoekT ciayxeOHoro mHcbMa u3  CHOMPCKOro  IOPHIUYECKOTO
yHuBepcuteTaB KyiiObimeBckuii paitoHHbIA cyn T. OMcka ¢ mpocbOOH MpeACTaBUTh KOTHH
npuroBopoB 1o cT. 258 YK PO «He3zakonnas oxota» 3a 2015 1. 11 HCIIoNb30BaHus B y4eOHOM
npouecce. Ilpu odopmieHnn MOKyMEHTa HCIIOJIB30BATh YIJIOBOM BapuaHT pacIlOIOXKECHUS
PEKBU3UTOB Ha OJIaHKE.

4.2.4. Oprann3anusi NpoMe;KyTOYHOM aTTecTanus ody4yaommxcess B JUOC

Opranuzanys TpoMeXyTouHOU arTectanuu no aucuumimae B OMOC yHuBepcurTera s
O00YYaIOIINXCS OYHO-3A0UHOU U 3A04UHOU (POpM 00yYeHUs, OCBAMBAIONINX 00pa30BaTEIBHYIO
IporpaMMy C MPUMEHEHHEM JJIEKTPOHHOTO OOyYeHHs U JUCTAHIIMOHHBIX 00pa3oBaTeNIbHBIX
TEXHOJIOTUH (Ha OCHOBAaHUM 3asBJICHUS OOydarolerocs), HNpoBOAUTCS B (opme 3ayera B
COOTBETCTBUU C JIOKAJIbHBIMH HOPMATHUBHBIMU aKTaMU YHHUBEPCUTETA, PErIaMEHTHUPYIOIIHUMU
o0pa3oBaTeNbHBIA MpOIECC, a TaKKe B COOTBETCTBUM C YCTAHOBJICHHBIMH TpPeOOBaHUIMHU
3JIEKTPOHHOTO Kypca.

[IpomexxyTouHasi aTTecTanusl Uil OOYYAIOUIUXCS OYHO-3A0YHOU U 3A04UHOU (opm
00yuenusa, OCBauBAIOIIUX OOPAa30BATEIbHYIO MPOTpaMMy C MPUMEHEHHEM JJIEKTPOHHOTO
Oo0y4YeHHsI W JIUCTAHLMOHHBIX 00pa30BaTEIbHBIX TEXHOJOTMH MPEAYCMAaTPHBAET BBITOJHEHHE
3a4ETHOTO 3aJIaHusl JIEKTPOHHOTO Kypca.

Jlnst o0yqaromuxcs ounoi popmor o6yuenusn, a Takxke oOydarOUIUXCS OYHO-3A0UHOU U
3a04Hoil popm 00yuenus, 3aABUBIIUX 00 OCBOEHHUHU 00pa3oBaTeNbHOIl MporpamMmsl B (opme
ayJUTOPHOM KOHTAaKTHOM pabOThl, OpraHu3alys NPOMEXyTOo4HOM arrectauuu B OUOC
YHHMBEPCUTETA BO3MOXKHA B CIEAYIONMIUX CIydasx:



— MpHUKa3 pPEKTopa YHUBEpCUTeTa 00 OOYYEHHH HCKIIOYUTEIBHO C IPHUMEHEHHEM
JIEKTPOHHOTO OOy4YeHMsI M JUCTAHIMOHHBIX OOpa30BATENbHBIX TEXHOJOIMH (B YCIOBHUSAX
BO3HHUKHOBEHHUS YPE3BbIYANHBIX CUTYaLUi);

— 3asBJIEHUE 00Y4aroLIerocs ¢ MPUIOKEHUEM JTOKYMEHTOB, MOATBEPKAAIOMMX HAINYHE
y HEro YBaXXHUTEIbHON MPHUUMHBI JIMYHOTO NMPUCYTCTBUS HA YUSOHBIX 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:

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

Jlenornpou3BoACTBO U JOKYMEHTOOOOPOT B
IOPUCIIPYACHLIUU

40.03.01 FOpucnpynenuus

bakanasp

YronoBHO-TIPaBOBOM

1 Cemectp 1

12
20
3a4yer

Makcumainb
Buael koHTpOIIS Hoe
KOJIMYECTBO
0aymioB
Texkymmii KOHTPOJIb 30
PyGeskHbli KOHTPOJIb 30
IIpome:kyTouHasi aTTecTanusi 40
HWToro mo giucuuIIvnHe: 100
Makcumainb
Bunbl yueOHOM 1eITeTbHOCTH CTYICHTOB HOC
KOJIMYECTBO
0aJIoB
Mopayas 1 IlonsiTHe, conep:kaHue U 3Ha4YeHHUe 1eJ10NPOU3BOACTBA
Texkymmii KOHTPOJIb 15
Y CTHBII OTBET S
[IpakTrueckoe 3agaHnue 10
Py6eskHbIi KOHTPOJIb 15
[TpakTrueckoe 3a1aHue 1Mo MaTepraaMm Moays 1 15
MoayJs 2. JlokyMeHTHPOBaHUE OPHIANYECKOI 1eATeJTbHOCTH
Texkymmii KOHTPOJIb 15
Y CTHBIH OTBET S
[TpakTHyeckoe 3a1aHne 10
Py0e:xHbIN KOHTPOJIb 15
[TpakTrueckoe 3aaHue 1Mo MaTepuanam MOays 2 15
IIpome:xxyTOUHASI ATTECTAIUA 40
3auer 40
JlonmosHuTEIbHBIE 0AJUIBI 32 BBICOKYIO KYJIbTYPY YU€OHOI 1eSITeJIbHOCTH 10




YCTHBIN onpoc

Kpurepuu banist
[TosHBIE, TOUHBIE U MTOCIIEOBATEIbLHBIC OTBETHI HA BOITPOCHI 5
HecymecTBeHHbIe OIIMOKY M HETOYHOCTH B MPABUIILHO M3JI0’KEHHBIX OTBETAX 3
CymiecTBeHHbIe OMIMOKHM ¥ HETOYHOCTH B U3JI0’KEHHBIX OTBETaX 0
IIpakTHyeckoe 3aaHue 10
Kpurepuu banist
[TpakTrueckoe 3a1aHue BHITTOITHEHO IMOJTHOCTHIO 10
[Tpu BBIMOJIHEHUY MPAKTUYECKOTO 3aJaHUS JOMYIIEHbBI OIIHOKHI 5
3aaHne He BBIIIOIHEHO 0
Py0e:xHbIN KOHTPOJIb (IPaKTHYeCKOe 3aJaHue) 15
Kpurepuu banist
3aganue BeIoiaHeHO Ha 85-100% 15
3aganue BeIoHeHo Ha 70-85% 10
3amanue BeInoaHEHO HA 50-70% 5
3amanne BLITOIHEHO MeHee Ha 50% 0
3.0TBeT Ha 3a4eTe 40
Kpurepun
CTymneHT CTpOUT OTBET JIOTUYHO B COOTBETCTBHH C IUIAHOM, IIOKa3bIBAaET 40
MaKCHMaJbHO TJIYOOKHE 3HaHUS Mpo(ecCHOHANBHBIX TEPMHUHOB, IOHSATHIA,
KAaTeropuii, KOHLENIMM U  TEOpPUH.  YCTAaHABIMBACT  COJEPKATEIIbHbBIC
MEXIpPEAMETHbIE CBSI3U. Pa3BepHYTO apryMeHTUPYET BBIIBUTAEMBIE MOJIOKEHHUS,
NPUBOAUT yOernuTenbHble TpuMepbl. OOHApYXKHBAeT CHOCOOHOCTh aHaIW3a H
pacuera B OCBEIICHUM pa3IMYHBIX KOHLeENUuW. Jlemaer coaepkaTenbHbIE
BBIBOJIBI. JIeMOHCTpHpYET 3HAHHUE CIEIUATBHON JINTEPATyphl B paMKax y4eOHOTo
METOJUYECKOT0 KOMIUIEKCa U JIONOJHUTENbHBIX HCTOYHHUKOB HH(OPMAILIUH.
JleMOHCTpHpYeT HaBBIKA PEIICHUS MPEUIOKECHHBIX MPAKTHYECKUX CUTYalluil H
3ajad, gomyckaet 0osiee 85% mpaBHIIbHBIX OTBETOB.
CTyIleHT CTPOUT CBOMl OTBET B COOTBETCTBUU C IJIAaHOM. B oTBeTe mpecTaBiieHbI 30
pa3IUYHBIE MOAXOABI K MpobiemMe, HO WX OOOCHOBAaHME HEIOCTATOYHO IIOJHO.
VYcraHaBnuBaeT — colep)KaTelbHbIE  MEXIIpeIMETHble  CBA3U.  Pa3BepHyTO
apryMEHTHUPYET BBIIBUTACMBIE IOJIOKCHUSI, TIPUBOJAUT HEOOXOAMMBIE MPUMEPHI,
OJIHAKO TIOKa3bIBA€T HEKOTOPYIO HEIOCIIE0BaTeIbHOCTh aHalln3a. BbIBOIbI
NpaBWIbHEL. Peub TpamMoTHA, UCHONB3yeTcs MpodeccHoHalbHas —JIEKCHKA.
JleMOHCTpUpYyeT 3HaHHE CIEUUaIbHOW JUTepaTyphl B paMKax ydeOHOro
METOJUYECKOTO0 KOMIUIEKCa W JIONMOJHUTENBHBIX WCTOYHUKOB HH(OPMAIIHH.
JleMOHCTpHUpYeT HaBBIKKM DPELIEHHUS MPEUIOKEHHBIX MPAKTHUYECKUX CHUTyaluil u
3anad, nomyckaer 6onee 70% mpaBUIIBHBIX OTBETOB.
CTylleHT CTPOUT CBOM OTBET B COOTBETCTBUU C IJIAaHOM. B oTBeTe mpeacTaBiieHbI 20

pa3IUYHBIE MOAXOABI K MpobiemMe, HO WX OOOCHOBAaHME HEIOCTATOYHO IIOJHO.
VYcraHaBnmuBaeT — coJep)KaTelbHBIE  MEXIpPEAMETHbIE  CBsi3U.  Pa3BepHyTO
aApryMEHTHUPYET BBIIBUTACMBIE IOJIOKCHUSI, TIPUBOJAUT 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
3anad4, nomyckaer 6onee 50% npaBUIHHBIX OTBETOB.




CTyaeHT HeIOCTaTOYHO PACKPBIBACT MPO(PECCHOHAIBHBIC MOHATHS, KaTeropus,
KOHIICIIIIUHY, TGOpI/II/I. CTYI[GHT HpOHBH}IeT CTpeM.HeHI/Ie IIOAMCHUTDH Haquoe
000ocHOBaHHUE TPOOJIEM pACCYKICHHUSIMHU OOBIJICHHO-TTOBCETHEBHOTO OBITOBOTO
xapakrepa. OTBET 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
3aza4, jonyckaer MmeHee 50% NpaBUIIbHBIX OTBETOB.




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

B pabouyto nmporpaMmy BHECEHBI CIEIYIOIINE JOTIOTHEHUS U/ U H3MEHEHHUS:

(ykazvieaemcs pasoel U Kpamkas XapakmepucmuKkd 6HECeHHbIX UBMEHeHUll U
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
0/100peHBl Ha 3acelaHuu KadeIps (mpotokon Ne ot
). PaGouast mporpaMma pekoMeH10BaHa K Ucmoyib30BaHuio B 20 /20 yyeOHOM romay
st ooydarommxes 20 roga Habopa.

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

Paszoenvt  paboueii npocpammvl, 6 Komopvie 6HeceHbl USMEHEeHUs U OONOJIHeHUs
pacneuamvl8aiomcs U NPUKIAObIBAIOMCS K NeYamHoMy eapuanmy paboueli npozpammvl. B
NEKMPOHHOM 8apuanme padbouell npocpammbvl BPOU3BOOUMCSI OOHOGIEHUE PA30eN08, 8 KOMOpble
BHECeHbl U3MEHEHUS U OONOJIHEHUsL.



